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HosicHuTenbHAs 3aNINCKA
Mertoauyeckie yKa3aHUS K BBINOJIHEHUIO MPAKTUYECKUX paboT, OOydarommxcs 1o
macuuiuinae  [IM.02  JlokyMeHTHpOBaHHME W  OpraHM3alMOHHas 00paboTKa JOKYMEHTOB
npenHasHaueHsl s ooydaronuxcs mo npodeccuu 46.01.03 Jlenonpons3BoauTeENb.

Ienp MeTONMYECKHX YKa3aHUM: OKa3aHHE IOMOLIM OOYy4aromUMCs B BBITIOJHEHUU
npakTuyeckux padot no guciuruinie [IM.02 JlokymeHTHpOoBaHUE M OpraHU3allMOHHas 00padoTKa
JOKYMEHTOB B YUPEXKJACHUIX CPEIHETO MPOPECCHOHATILHOTO 00pa30BaHusI.

B cBmu ¢ BBemeHuem B oOpa3oBareibHBIM  mpoliecc HoBoro  denepanbHOTO
roCcy/lapCTBEHHOIO0 00pa30BaTEIbHOIO CTaHAAapTa, KOTOPHIA OPUEHTHpPOBaH Ha BbIPAOOTKY Y
CTYIACHTOB OOIMMUX M MPOPECCHOHATBHBIX KOMIICTEHIIMH — HaOOpa 3HAHWIA, YMCHWI, HABBIKOB U
JMYHOCTHBIX KauyeCTB, KOTOPBIE MO3BOJISIT BBIMIYCKHUKY CTaThb KOHKYPEHTOCIIOCOOHBIM Ha pPBHIHKE
TpyZa, Bce 0oJiee aKTyaabHOM CTAHOBUTCS 3a/1a4a OpraHu3aluy MPaKTHUYeCKON paboThl CTYIEHTOB.

[IpakTuueckune 3aHATHS SBISIOTCS BaXHOW (GopMoi 00pa3oBaTENBHOrO Mpolecca Hu
HampaBJIEHbl HA  OKCHEPUMEHTAJIbHOE TOATBEPXKACHHUE TEOPETUUYECKUX  MOJOXKEHUH U
(dbopmupoBaHHe y4eOHBIX U MPOPECCUOHATBHBIX IPAKTUUECKUX YMEHHUH, OHU COCTABJISIOT BaKHYIO
4acTh TEOPETUUYECKON U TTPOPECCHOHATBHON MTPAKTUIECKOH MOITOTOBKH.

Lenu npakmuueckux 3anamuii.

-[IOMOYb CTYJEHTaM CHUCTEeMaTH3UPOBATh, 3aKPEMHUTh U YIIyOUTh 3HAHUS TEOPETUYECKOTO
XapakrTepa;

-Hay4YMUTh CTYACHTOB IpUEMaM pelleHus MPAaKTUUECKUX 3aj1a4u, CIOCOOCTBOBAThH OBJIAJICHUIO
HaBbIKaMU U YMEHUSIMU COCTaBJICHUS CITYyKEOHBIX TOKYMEHTOB;

-HAY4YMUTh UX MOJIH30BATHCS CIPABOUYHOM JIUTEPATYPOH U TabIULIaMU;

-pOopMUPOBATH YMEHUE YUYUTHCS CAMOCTOSITENILHO, T. €. OBJa/IeBaTh METO/IaMH, CIOcO0aMu U
prueMaMH caMoOOy4YeHHs], CAMOPAa3BUTHUS U CAMOKOHTPOJISL.

Hacrosimue metonnyeckue ykazanus cofiepakar padoThl, KOTOPbIE MO3BOIAT 00ydaromuMes
CaMOCTOSITENIbHO OBJIAZIETh (PYHJAAMEHTaJIbHBIMU 3HAHUSIMH, MPO(PECCHOHATBHBIMH YMEHHUSIMHU U
HaBbIKAMU  JIEATEJBHOCTH 10 AMCUMIUIMHE, OIBITOM TBOPYECKOM U  HCCIEN0BATEIbCKON
NesITeIbHOCTH U HaIlpaBJIeHbl Ha (GOPMUPOBAHKE CIIEIYIOIINX YMEHUN U 3HAHUM:

yMeTh:

- IPOBEPATH MPABMIBHOCTh 0(GOPMIICHUS TIOKYMEHTOB;

- CUCTEMaTU3UPOBATh U XPAHUTh IOKYMEHTHI TEKYIIETO apXHBa;

- popMUpPOBATH CIPABOYHBIN ammapar, 00ecredrBaroIi ObICTPBIN MOUCK JOKYMEHTOB;

- OCYLIECTBJISITh SKCIEPTU3y ITOKYMEHTOB, TOTOBUTb U TMEpeaaBaTh JAOKYMEHTAJbHBIC
MaTepuasbl Ha XpaHEHHUE B apXUB;

B pesynbraTe ocBoeHus1 yueOHOM AUCHUIUIMHBI O0YYarOIIMiCs TOJKEH 3HATh:

- OCHOBHBIE TOJIOKeHUs1 ENMHOM rocyiapcTBEHHOM CUCTEMBI JeTONPOU3BOICTBA;

- BUJbI, QYHKIIMU JOKYMEHTOB, [IpaBUjIa UX COCTABJICHUS U O(POPMIICHUS;

- OPSI0K JOKYMEHTHUPOBaHUS HHPOPMAITMOHHO-CIPABOYHBIX MaTEPHUATIOB.

B pesynbTare ocBoeHus y4eOHOM AMCUUILIUHBI O0YYarOIIUNCs JOKEH BIIAACTh OOLIUMU
KOMIIETEeHI[USIMU .

OK 1. IloHHMAaTh CYLTHOCTh M COLMANIBHYIO 3HAYMMOCTh Oy tyiiel mpodeccuu, NposBIsATh K
HEW yCTOWYUBBIN HHTEPEC.

OK 2. OpranuszoBbiBaTh COOCTBEHHYIO JAEATENBHOCTb, UCXOMAS M3 LEJIU U CIOCOOOB ee
JNOCTUXKEHMSI, ONIPEIEIIEHHBIX PYKOBOAUTEIIEM.

OK 3. AHanu3upoBath pabo4yIo CUTYaIlHI0, OCYIIECTBIATh TEKYIIUNA U UTOTOBBIA KOHTPOIIb
OLIEHKY U KOPPEKIHI0 COOCTBEHHOMN JAEATEIbHOCTH, HECTH OTBETCTBEHHOCTh 3a PE3yJbTaThl CBOCH
paboTHI.

OK 4. OcymiecTBisATh MOUCK HHPOPMALIUHU, HEOOXOTUMOM U1 3((HEKTUBHOTO BBHIIOJIHEHHUS
npoeccuoHaNbHBIX 33j1ay.



OK 5. Hcnonw3oBarb  MH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJIOTUHM B
npodeccuoHaIbHO N
NESITEIbHOCTH.

OK 6. Paborarp B komaHze, 3((eKTUBHO OOIIATHCS C KOJUIETaMH, PYKOBOJCTBOM,
KJIMEHTaMH.

OK 7. HUcnonHiTh BOMHCKYIO OOS3aHHOCTh, B TOM YHCJE C MPUMEHEHHEM IOJY4YEHHBIX
npodeccHOHaNbHBIX 3HaHUH (17151 ToHOIIen) <1>.

B pesymbraTe oOcCBOCHHS y4eOHOW JWCHHUIUIMHBI OOYJAIONIMICS JIOJDKEH BJAJIETh
npogeccHoHAIbHBIMH KOMIIETEH MMM

[IK 2.1. ®opmupoBaTh nena.

[IK 2.2. O6ecrieunBaTh OBICTPHIN MOUCK JOKYMEHTOB [0 HAYYHO-CIIPABOYHOMY aIllapary
(KapToTEeKkaM) OpraHu3alnH.

[IK 2.3. CucremaT3upoBaTh U XpaHUTh TOKYMEHTHI TEKYIIETO apXH1Ba.

[IK 2.4. Ob6ecrieunBaTh COXpaHHOCTb MPOXOIALICH CIyKEOHON JOKYMEHTAIUH.

[IK 2.5. T'oToBUTH M NIepeaBaTh JOKYMEHThI HA apXUBHOE XpaHEHUE.

[IK 2.6. Ob6ecrieunBaTh COXpaHHOCTh apPXUBHBIX JJOKYMEHTOB B OpraHu3aluu

OneHky 3a BBINOJIHEHUE SIBISIOTCS MOKa3aTeIsIMM TEKYILEH yCIIEeBAEMOCTH CTYIEHTOB IO
[IM.02 JTokymeHTHpOBaHHE U OpraHU3al[MOHHAs 00pabOTKa TOKYMEHTOB.

OtMeTKa «5» CTaBUTCS, €CIIU:

) paboTa BBITOJTHEHA TIOJIHOCTHIO;
° B JIOTHUECKHUX PACCYXJCHUSX U 000OCHOBAHUH PEIICHUS HET MPOOEJIOB U OMHOOK;
° B PEIICHUH HET MaTeMAaTHYECKUX OIMMOOK (BO3MOXKHA OJIHA HETOYHOCTh, OMIMCKA, HE

SIBJISTIOIIASICS CIICJCTBMEM HE3HAHUS WJIM HETIOHMMAaHHS y4eOHOTO MaTepHaia).

OtMeTKa «4» CTaBUTCS, €CIIU:

. paboTa BBITIOJHEHA IMOJHOCTHIO, HO OOOCHOBAHMS IIAroB PEIIEHUS HEIO0CTATOYHBI
(eciin ymeHHEe 000CHOBBIBATH PACCYXKICHUS HE SBISUIOCH CIIEIIUATIBHBIM 00BEKTOM MTPOBEPKH);

. JOTIYyITIIEHa OJ/THA CYIIECTBEHHAs! OMIMOKA WIIM JIBA-TPH HECYIIECTBEHHBIX OIUOKH.

OtMmeTKa «3» CTaBUTCS, €CIIU:

. JTOMyIIeHbl  0ojiee OJHOM CYIIECTBEHHOW OmuOKKM Wik Oojiee  JIBYX-Tpex
HECYIIIECTBEHHBIX OIIMOOK, HO YYaIlUWCS BiIaACeT 00sA3aTEIbHBIMH YMEHHSAMHU IO MPOBEPSIEMOM
TeMe€; IPU STOM MPABUIHHO BHITIOJTHEHO HE MEHEE MTOJIOBUHBI PAaOOTHI.

OtmMmeTKa «2» CTaBUTCS, €CIIH:

. JOTYIIEHBI CYIIIECTBEHHBIE OMMUOKH, MOKA3aBIINE, YTO YUYAIIHICSI HE BIaJICET

. 00s13aTeIbHBIMU YMEHHUSMH TI0 JAHHOHM TeMe B TIOJTHOM Mepe.

K kareropuu cywecmeennvix ownub6oK cieyeT OTHECTU OIIUOKH, CBSI3aHHBIE C HE3HAHUEM,
HEMOHMMAHUEM YYalllUMUCA OCHOBHBIX MOJIO)KEHUH TEOPHUH U C HENPaBUIbHBIM MPUMEHEHUEM
METO/I0B, CIIOCOOOB, MPUEMOB PEIICHUS TPAKTUYECKUX 3aJaHU, TPETYCMOTPEHHBIX TPOrPaMMOil.

K xareropuu Hecyujecmeennvix owiub60ox CleayeT OTHECTH MOTPEIIHOCTH, CBSI3aHHBIE C
HEOpEeKHBIM BBITIOJIHEHUEM 3aIUCEH, PUCYHKOB, TpaUKOB, YepTEXKei, a TakkKe MOrPelTHOCTH U
HEJI0OYEThI, KOTOPBIE HE MPUBOJIAT K HCKAXKCHHUIO CMBICIIA 3aaHHS M €T0 BBITIOJHCHUS.

[Ipu HanmU4MK CyneCTBEHHOM OMMOKY 3aJaHUE CUUTACTCS] HEBBITOJIHEHHBIM.



[IpakTuyeckue paboOTHI MpecTaBlIeHbl B Tabmuue 1.
Tabnumna 1 - [lepeyeHb BUIOB MPAKTUYECKUX PabOT

Homep
U HAUMEHOBaHUe
TeMbI

HaunmenoBanmue (coaep:kanme)
CaMOCTOSITe/IbHOI PadoThI

Koa
-BO
qac

Koasbl
(popmupyembIX
KOMIIETEHII Ui

®opma
KOHTPOJIA

MJIK.02.01 «<Opranu3anusi ¥ HOPMAaTHBHO-TIPABOBbIE OCHOBBI APXMBHOI0 1eJ12)

IIpakTnuyeckas padora Ne 1.

Tema 1.1.

ApXHBOBEICHHE. «Ananu3 uHpopmauu 00 , (;Ii 12-(6).K3Z, ;K Texymuii

APXHBbI, HX ApXMBHOM JIeJIe HA COBPEMEHHOM A-2.0; 51-54, KOHTPOITb

OCHOBHBIE THIIBIL. STate. VI3

Tema 1.2. ApxuBHoe | [IpakTuyeckas padora Ne 2. OK 1-OK 7, TIK 5

npaso. «AHana13 HOPMaTUBHO-TIPABOBBIX 4 2.1-2.6: 31-34, Texymmii

3akoHOAaTeJBHO- JIOKYMEHTOB I10 apXUBHOMY JICITY». V1-y3 KOHTPOJIb

HOpMaTHBHasi 6a3a

ApXUBOBEICHUSL. IIpakTHyeckas padora Ne 3.

N3yuenune «IIpumepHoro OK 1-OK 7. TIK }
TIOJIOXKEHUSI 00 apXuBe 2 2.1-2.6; 319_34’ Texymnii
TOCYJApCTBEHHOTO YUPEXKICHNUS, V1-y3 KOHTPOJIb
OpTaHM3AIUH, TPESATTPUATHS.
IIpakTHyeckas padora Ne 4.
W3ydenne 10IKHOCTHOM OK 1-OK 7, IIK Texymuii
MHCTPYKIIMH 3aBETYIOIIET0 2 2.1-2.6; 31-34, KOHTPOITh
APXHUBOM. Y1-¥3
IIpakTnyeckas padora Ne 5.
«CucreMaTH3aIs 3HaHUH 0 OK 1-OK 7, IIK Texviuii
IIPABOBBIX OCHOBAX PETYINPOBAHUSA | 2 2.1-2.6; 31-34, KOHi’m

: POJIb
apXUBHO ceprD». Y1-V3
IIpakTnyeckas padora Ne 6.
«M3ydenne 0ocoOeHHOCTEH B OK I-OK 7, IIK Texymuit
paboTe BEJJOMCTBEHHBIX apXHBOB. 4 2.1-2.6; 31-34, KOHTPOITb
Cpoxu XpaHeHHsI TOKyMEHTOB. Y1-V3
IIpakTHyeckas: padora Ne 7.

Tema 1.3 ApxuBHbiii | «CucremaTuzanus 3HaHUHI O OK 1-OK 7, IIK Texvimii

¢ona Poceniickoii KIaccupuKayy apXUBHOIM 4 2.1-2.6; 31-34, < OHi’Hé b

denepanun JTOKYMEHTALIUM. V1-¥3 P

IIpakTHyeckasi padora Ne 8.
«OcBoeHre IPUEMOB TI0 yUYETY U OK 1-OK 7. TIK 3
00€eCreYeHnI0 COXPaHHOCTU 4 2.1-2.6; 31’_34’ Texymnii
noKymMeHTOB ApxuBHoro ®oHa V1-V3 KOHTPOJIb
Poccniickoit denepanum».

Temsr 1.1-1.3 IIpakTuyeckas padora Ne 9. OK 1-OK 7, TIK | TTpomeskyTo
KoHnTtponsHas pabota mo utoram 3 2.1-2.6: 31-34, ——
cemMectpa. V1-V3 KOHTPOJIb

Tema 1.4 IIpakTnueckas padora Ne 10. 2 OK 1-OK 7, IIK | Texkymui




Ynpasienue CucremaTu3zanus U XpaHeHHE 2.1-2.6; 31-34, KOHTPOJIb
ApXWBHBIM JIEJIOM B | JOKyMEHTOB TEKYIIIETO apXHBa. V1-V3
Poccuiickoit
®eepaunn IIpakTnueckas padora Ne 11. OK 1-OK 7. TIK
Odopmiterne GopMbI macmopTa 2126 31’_3 4 Texymuii
apXxuBa. YI:Y3 ’ KOHTPOJIb
IIpakTnuyeckas padora Ne 12. OK 1-OK 7, IIK Texviuii
Odopwienue ucta homa. 21263134, comIpOIS
IIpakTnueckas padora Ne 13. OK 1-OK 7. TIK
CocTaBlieHHE TEXHOIOTHH yueTa 2 1-2.6: 3134 Texymuit
JOKYMEHTOB B apXUBE. 37.1:373 ’ KOHTPOJIb
IpakTHyeckasi padora Ne 14,
OdopmieHne aKkTa mpruemMa- OK1-OK7,1IK | . excymuii
nepeaay TOKyMEHTOB MIPH CMEHE 2.1-2.6; 31-34, KOHT
pOJIb
PYKOBOJUTEIS apXUBa V1-V¥3
Tema 1.5 Xpanenue | IIpakTuuyeckas padora Ne 15.
U y4eT apXuBHBIX CucreMaTtu3zamnus 1 XpaHeHUE
JIOKY MEHTOB JIOKYMEHTOB TEKYLIEro apXuBa. OK1-OK7,IIK | - excymuii
PopMHpPOBaHHE CIIPABOYHOTO 2.1-2.6; 31-34, KOHT
POJIb
anmapaTa, 06ecreYnBaroNIIero V1-V3
OBICTPBIN MOUCK JOKYMEHTOB.
IIpakTuyeckast padora Ne 16.
Cocrasyenne HH(GOPMAIMOHHOMI OK1-OK 7, IIK | excymmui
XapaKTEPHCTHKH JIOKYMEHTOB 1 2.1-2.6;31-34, |
POJIb
nen V1-Y3
IIpakTnyeckas padbora Ne 17. OK 1-OK 7. TIK
CocTraBieHue cipaBOYHOTO 21-2.6: 31’_34 Texymuit
arnmapara K OIucH S;l :y3 ’ KOHTPOJIb
IIpakTuyeckast padora Ne 18.
PaGora ¢ TOCT 7.51-98 CocraButs OK I-OK 7, IIK Tescymuit
CTPYKTYPY U BHUJIbI KAaTaJIOTOB. 2.1-2.6; 31-34, KOHTPOITb
CoCTaBHTh KAaTaJOkKHYIO KAPTOUKY. Y1-¥3
IIpakTnuyeckas padora Ne 19. OK 1-OK 7. TIK
BhInoJHeHHe HHAEKCUPOBAHUS 2126 31’_3 4 Texymnii
KaTaJIO’KHBIX KapTOYeK 3;11373 ’ KOHTPOJIb
IpakTuueckas padora Ne 20. OK 1-OK 7. TIK
[IpoBenenue aHanu3a CripaBOYHOIO 212.6: 31’_34 Texymuit
amnmapara K IyTeBOUTEIIIO vi.y3 | KOHTpOI®
IIpakTuyeckas padora Ne 21. OK 1-OK 7. TIK
«OcBoeHHEe TPUEMOB MO 2.1-2.6: 31’_3 4 Texymmmii
COCTaBJICHUIO HOMEHKIIATYPhI JIEI». y1:y3 ’ KOHTPOJIb
IIpakTnueckas padora Ne 22. OK 1-OK 7, IIK | Texkymui




«OcBoeHuE MPUEMOB TI0 2.1-2.6; 31-34, KOHTPOJIb
0(OPMIICHHIO JIeN JUTSI CIaYH B V1-V3
apXUB TPEIIPUSITHS.
IIpakTnuyeckas padora Ne 23. OK 1-OK 7. TIK
«OcBoeHne TPUEMOB HOPSIKA 2 21-2.6: 31’_34 Texymmii
BBIJIAYU JIEJ U3 XPaHUJIUIIY. ' S;I:Y3 ’ KOHTPOJIb
Tema 1.6 IIpakTnueckas padora Ne 24.
KommiekToBanue OTpaboTKa NPHEMOB 10 OK1-OK7,1IK | . excymuii
apXuBOB OpraHu3aIuy y4eTa JOKYMEHTOB 4 2.1-2.6; 31-34, KOHT
POJIb
apXUBHBIMH ApxuBHOTO (hOHJA. V1-Y3
AOKyMEHTaMU
IIpakTnueckas padora Ne 25.
CocTaBleHne KHUTY EPBUYHOTO OK1-OK7,1IK | . excymii
ydeTa IOCTYHAIONINX B APXHB 2 2.1-2.6;31-34, | "~
pPOJIb
JIOKYMEHTOB V1-V3
Tema 1.7 loctyn K IIpakTuyeckas padora Ne 26.
apXUBHbIM «CucreMaruzanys 3HaHHHA 00 OK 1-OK 7. TIK
JOKYMEHTaM M UX OTBETCTBEHHOCTH 3a MOPUY U 2 21-2.6: 31’_3 4 Texymmii
HCI0Ib30BAHTE yTpaTy ZT0KyMEHTOB APXHBHOTO vi.y3 | KOHTposb
dhoumga POy.
IIpakTnyeckasi padora Ne 27. OK 1-OK 7. TIK
OdopMileHHE BUIOB 3aIIPOCOB. 4 2126 31’_3 4 Texymuii
CocraBienue 3anpoca " yi.y3 | KoHTpomb
IIpakTnyeckasi padbora Ne 28. OK 1-OK 7, IIK .
N Texymuit
OdopmieHue apXuBHOHN CITPaBKH 2 2.1-2.6; 31-34,
VIV3 KOHTPOJIb
IIpakTnyeckas padbora Ne 29. OK 1-OK 7, I[IK TerviLuii
Odopmnenue apXuBHON KOITUH 2 2.1-2.6; 31-34, KOHzgém)
V1-Y3
IIpakTnyeckas padora Ne 30. OK 1-OK 7, I[IK TerviLuii
OdopmieHue apXMBHON BBITTUCKH 2 2.1-2.6; 31-34, ym
VI1-V3 KOHTPOJIb
Tema 1.9 ApxuBbl IpakTuueckas: padora Ne 31. OK 1-OK 7. TIK
AOKYMEHTOB I10 OdopmiieHue apXuBHBIX KOTIHH, 4 21-2.6: 31’_34 Texymmit
JMYHOMY COCTABY BBIIIUCOK, CIIPABOK [0 KaJIpaMm. " yly3 | ¥oHTpom®
IpakTHueckas: padora Ne 32. OK 1-OK 7. TIK
Pa3paboTka kaapoBoi CripaBOYHO- 2 212 6: 31’_3 4 Texyrmmii
UH(POPMALMOHHOM KapTOTEKH. 8;1:Y3 ’ KOHTPOJIb
IIpakTuyeckas padora Ne 33. OK 1-OK 7, IIK | IIpomexyTo
JuddepeHunpoBaHHbIN 3a4eT. 2 2.1-2.6; 31-34, YHBIN
V1-V3 KOHTPOJIb
MJIK 02.02 O6ecnneyeHue COXpPAaHHOCTH JOKYMEHTOB
Tema 1.2 Crapenne | IIpakTnuyeckasi padora Ne 1. OK 1-OK 7, I[IK .
. ] Texymun
AOKYMEHTOB. Cocrasnenue Tabmuisl: [IpuanHen 2 2.1-2.6;31-34,
KOHTPOJIb
DakTopsbI cTApEeHHUs YI1-V3




U NPUYUHBI

pa3pyLIeHHUs] JOKYMEHTOB

paspyuieHus

JIOKYMEHTOB.

Tema 1.3 IIpakTnueckas padora Ne 2.

TpeGoBanust CocTaBJjieHHE CXeMbI pa3MELICHHS OK1-OK7,1IK | . excymuii

ofeceyen st CPEICTB XpaHEHHs B IIOMEILCHUH 2.1-2.6; 31-34, KOHTPOJIb
(xpaHuuuie). V1-V3

COXPaHHOCTH

nokymenToB (OC) | MpakTuyeckas padora Ne 3.

NpH IPYrux BHAAX OcBo€eHue MPUEMOB 10

pador. pa3MeIIEHHIO IOKYMEHTOB B OK1-OK7,1IK | . excymuii
ApPXUBOXPAHUIIHILE U 2.1-2.6; 31-34, KOHTPOIE
Tonorpa@upoBaHKe V1-¥3
ApXUBOXPAHMJIHMIIL
IIpakTnueckas padora Ne 4.
CocraBnenne u opopmIeHHE OK1-OK7,1IK | exymmuii
OPUEHTHPOBOYHBIX IPYIII PEKUMOB 2.1-2.6; 31-34, KOHTPOIE
CYILIKH JJOKYMEHTOB. V1-V3

Tema 1. 4 ApxuBnas | IIpakTuuyeckas padora Ne S.
OrnpeneneHrne OCHOBHBIX 3a/1a4

KJaumarto.jiorust APXUBHBIX KOHTPOJILHO- OK 1-OK 7, TIK S
KJIIMMAaTHYECKUX CITYKO. 2.1-2.6; 31-34, yi
OdopmieHne 0CHOBHBIX V1-V3 KOHTPOJIb
KJIIMMaTHYECKUX MApaMETPOB
BO3/IyXa.
IIpakTuyeckast padora Ne 6.
CocraBieHue Ta6HI/IHBI OK 1-OK 7’ K Tex -
BJIArOEMKOCTH BO3yXa. 2.1-2.6; 31-34, Y1
CocraBiieHHEe pacueToB VI.V3 KOHTPOJIb
KJIMMaTHYECKUX [TapaMETPOB.

Tema 1.5. Xpanenue | IIpakTuuyeckas padora Ne 7.

JIOKyMEHTOB AHanu3 OCHOBHBIX Pa3/IeiIoB OK 1-OK 7, IIK Texymui
I[TpaBui yyeTa ¥ XpaHEHHs 2.1-2.6; 31-34, KOHTPOIS
JOKYMEHTOB V1-¥3
IIpakTHyeckasi padora Ne 8.
CocTaBiieHHe KapTOYKH OKI1-OK7IIK | p = =
HOCTEAXHOTO 21263134, |
TOMOrpadMIECKOro yKasaTeis. Y1-¥3
IIpakTuyeckas padora Ne 9.
O¢opmieHre BbLIAYH €T U3 OK 1-OK 7, IIK Texymui
XPaHWIHII. 3al0JHUTH KHUTY 2.1-2.6; 31-34, KOHT

poITb

BBIIAYH JOKYMEHTOB V1-V3
IpakTuueckas padora Ne 10. OK 1-OK 7, IIK | Texymuii
Odopmienue nmopsiika CHATHUS C 2.1-2.6; 31-34, KOHTPOJIb
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ydera JOKYMEHTOB, HE HalJICHHBIX
B XOJi€ IPOBEPKHU

V1-V3

IIpakTnueckas padora Ne 11.

CocrapJieHHe 3TanoB paboThl O OK1-OK 7, IIK | - excymuit
0TOOPY JOKYMEHTOB. JJOKyMEHTHI C 21-2.6;31-34, |
POJIb
MCTEKIIMMH CPOKAMH XPaHEHHSL. V1-Y3
Tema 1.6 Co3nanue | [IpakTuyeckas padora Ne 12.
crpaxoBoro ¢ponaa | CocraBieHue nopsaka paboThl IO OK1-OK7,1IK | . excymuii
0c000 LeHHBbIX 1 BBISIBJICHHIO YHUKAIBHBIX H 0CO00 2.1-2.6; 31-34, KOHTPOJIB
YHHKAJIbHBIX LIEHHBIX JJOKYMEHTOB V1-V3
TOKYMEHTOB H
Vder u cocTaBiaeHNE OIUCH 0CO00 AR Texymui
2.1-2.6; 31-34,
LIEHHBIX IOKYMEHTOB V1-Y3 KOHTPOJIb
IIpakTHyeckas padora Ne 14.
OCBO€EHHUE IPHEMOB YUYETY OK1-OK7,IIK | - excymuii
XPAHEHHIO CTPAXOBHIX KON 1 2.1-2.6; 31-34, KOHT
POJIb
(oHIa MoIB30BaHUS V1-V3
Tema 1.7. IIpoBepka | IlpakTuueckasi padora Ne 15. OK 1-OK 7, TIK 5
HAJTUYUA U Odopmienue akta MPOBEPKU 21-2.6: 31-34 Texymuit
COCTOSTHHS HAJIMYHS ¥ COCTOSIHUS JICIT. ' 3’.1:8’3 ’ KOHTPOJIb
apXUBHBIX
IOKYMEHTOB IIpakTnyeckas padora Ne 16.
[IpoBeaeHne MpoBEpKU HATTMYUS U OK I-OK 7, TIK N
Texymmit
COCTOSIHUS IOKYMEHTOB U 2.1-2.6; 31-34,
. KOHTPOJIb
BHECECHHE U3MEHEHUI B YUETHBIE V1-V¥3
3anucu
IIpakTnyeckas padora Ne 17.
Odopmienue T0KyMEHTOB MpU OK I'O.K 7, IIK Texymit
BO3BpAIICHUU JJOKYMEHTOB 2.1-2.6; 31-34, KOHT
POJIb
XpaHWINIIA Y1-V3
Tema 1.8. IIpakTuueckas: padora Ne 18.
Odecneyenue Odopmienne uHaeKca OKI1-OK7IIK | o = -
9 . VUi
¢uzuko- noBpexaeHui. PaboTa ¢ TumoBou 2.1-2.6; 31-34, KOHTPOJTb
XMMHYHHOCTH HOMEHKJIaTypOil MOBPEXICHU N Y1-V3
AOKYMEHTOB
IpakTuueckas padora Ne 19.
BrisBrienne 1eekToB 6yMaKHbIX OK1-OK7,1IK | excymyit
nokymeHToB. COCTaBUTH 21-2.6;31-34, | "~
POJIb
XapaKTePUCTUKY AePEKTOB TEKCTA. Y1-V3
IpakTuueckas padora Ne 20. OK 1-OK 7, TIK . 5
OdopMUTD aKT O TOBPEKACHUAX 2.1-2.6; 31-34, CKyImnn
JOKYMEHTOB. V1-y3 KOHTPOJIb
IIpakTnueckas padora Ne 21. OK I-OK 7,IIK | Texymwui
KHura yuera ¢pusnueckoro 2.1-2.6; 31-34, KOHTPOJIb
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(TEXHUYECKOI0) COCTOSTHUS V1-V3
JOKYMEHTOB.
Tema 1.9. OcHoBBI IIpakTnuyeckas padora Ne 22. OK 1-OK 7, IIK .
] Texymun
KOHCEepPBallMU U Ornrcanue 3TarnoB pecTaBpaluu 2 2.1-2.6; 31-34,
KOHTPOJTb
pecTaBpauuu V1-V3
AOKYMEHTOB. IIpakTnueckas padora Ne 23. OK 1-OK 7, IIK | IIpomexyTo
JuddepeHunpoBaHHbIN 3a4eT 4 2.1-2.6; 31-34, YHBIN
Y1-V3 KOHTPOJIb

M/IK.02.01 «Opranu3anusi ¥ HOpMaTHBHO-NIPABOBbIE OCHOBBI APXMBHOI0 €712
IIpakTnueckas padora Ne 1

HaumenoBanue: «AHanu3 nndopmanyy o0 apXUBHOM JI€JIe HA COBPEMEHHOM dTare.

[eas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, TPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHHS MaTepuana, CGOPMHUPOBAHHOCTH YMEHUH U HABBIKOB

MarepuajbHO-TeXHUYeCKOe o0ecnieyeHne: pacrieyaTaHHbIE 3aJJaHus TPAKTUYECKOW paldoThI,
KOHCIIEKT JIEKIUH, py4Ka, TeTpajib, METOINYECKUE PEKOMEH AU

3ananue:

- CocTaBUTh KpaTKUI KOHCIIEKT, ONUPASICh HA TEMATHUKY:

1.Cocrosinue paboThl ¢ 0c000 IIEHHBIMU JOKYMEHTaMH B apxuBax Poccuiickoit @enepanuu.

2.KoMIIIeKCHBIN TTOIX0/1 B 00ECTIEYeHUH COXPAaHHOCTH IOKyMeHTOB. OcoOeHHOCTH
KOMIIJIEKCHOTO TOX0/1a.

3.ITonuTHYeCKHEe penpecCuu: MPaKTUKa MepecMoTpa Jel.

- [Ipoananu3upoBath HHGOOPMALIUIO MO CAEAYIOIINM KPUTEPHUSIM:

1. TTono>XUTENbHBIN ¥ OTPUIIATEIBHBIA OIBIT pa0OTHI C 0CO00 IIEHHBIMU JJOKYMEHTAMH.

2. [1mr0Cchl U1 MUHYCBI KOMITJIEKCHOTO MOJIXO0/1a.

3. CocrosiHME apXHUBOB B MPOILIOM M COBPEMEHHOE MOJIOKEHUE JEN.

4. Kak yny4IuTh COCTOSIHUE apXUBOB Ha COBPEMEHHOM ATare. Bo3mMoxkHO 11 3107

TpeboBanus:

1. 'paMOTHOE U3JI0KEHUE MaTepraa.

2. JIJakOHUYHOCTb.

3. Uznoxenue (pakToB HApsAIYy C UX JOKA3aTEIbCTBOM.

[opsinok paGoThI:

1.IToaroroBka K MpakTUYECKUM 3aHITHUSIM JODKHA HAUYMHATHCS C U3YUEHUSI COOTBETCTBYIOIICH
y4eOHOM U CrieuabHOM JIMTEPaTyphl 10 TEME MPAKTUYECKOTO 3aHITHSL.

2. YCBOMB NpPOYHTAHHOE, HEOOXOJMMO BHUMATEIBbHO O3HAKOMHUTBHCS C COJEpPIKAHUEM,
PEKOMEHI0BAHHBIX K 3TOI TeMe HOPMATHBHBIX aKTOB. OCOOEHHO BHUMATENILHO CJIEIyeT OTHECTUCH K
YCBOGHHUIO T€X HOPMATUBHBIX MIPEANUCAHUM, 110 TTOBOAY KOTOPBIX B JIMTEPATYPE BEIYTCSA TUCKYCCUU.

3.IloarotoBka K TMPaKTUYECKUM 3aHATUSAM 3aBepuiaercs OGOpMICHHEM HEOOXO0AUMBIX
nokyMeHToB. [ToMUMO 3TOro, HEOOXOIMMO OTBETUTH HAa TEOPETUUYECKUE BOIPOCHI, MOCTABICHHBIE B
3aJlaHUH.

4.IlpakTnyeckoe 3aJaHUE MPEAOCTaBIAETCS B IUCBMEHHOM BHUAE U IPOBEPSETCS
IIPETIOIaBaTENIEM.

KoHTpoJbHbIE BONIPOCHI:

1. Yto oTHOCHUTCS K 0CO00 IIEHHBIM JOKYMEHTaM?

2. Kak cnenyet xpaHuTh 0c000 IIEHHbBIE TOKYMEHTHI?

3. Kakue pexumMbl XpaHEHHsI Bbl MOYKETE TIEPEUUCIUTD ?

4. Kak noBiIMsIN MOJUTUYECKUE PETIPECCUM HA COXPAHHOCTD JIEN?

5. KoMy Tenepp npuHaaiekaT JOKYMEHTbI ObIBIIUX COIO3HBIX PECITyOIHK?
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IIpakTnueckas padora Ne 2

HaumenoBanue: «AHaan3 HOPMaTUBHO-IIPABOBBIX TIOKYMEHTOB 10 ApXUBHOMY JEIIY».

Heas pabGorbl: 00o0OImIEHHE, CHUCTEMAaTH3AIMs, 3aKPEIUICHHE MOJYYEHHBIX TEOPETHUYECKUX
3HAHWUH, IPUMEHEHUE U COBEPILICHCTBOBAHUE 3HAHUI, MOJYYEHHBIX IPU HU3YYEHUU TEOPETUYECKOTO
Marepuana, Tembl: «lIpaBoBble OCHOBBI PpEryJUpOBAaHUS APXUBHOW JEATEIBHOCTH», «Oprabl
VIpaBJICHUS] apXUBHBIM JeJIOM W WX QyHKIuN», «locymapcTBeHHbIE apXWBBl W WX (QyHKIHM»
(00o0mIeHre U cucTeMaTU3aus 3HaHUH U CIIOCOOOB, PEIICHHE CUTYalWidi 1o 00pa3iy B MCXOTHBIX
YCIOBHSIX C LENbI0 BBIPAOOTKM yMEHWH 0€30mIMO0YHOr0 TPUMEHEHHUS 3HaHWUH, TOTOBHOCTh
TBOPYECKOH  AaKTUBHOCTM W  TNPHUMEHEHHE HAaBBHIKOB, (OPMHpPOBaHHE MPOPECCHOHATBHON
HAIPaBJIEHHOCTH JIMYHOCTU OYyJyIIero CHIeUUalucTa, CaMOCTOSATEIbHO B KOMILJIEKCE IPUMEHSTH
3HAHUS, YMEHUS U HaBBIKU, OCYLIECTBIISISI UX MEPEHOC B HOBBIE YCIIOBUS, KOHTPOJIb U CAMOKOHTPOJIb
3HAHUMN)

MarepuajibHO-TeXHUYeCKOe o0ecnieyeHne: pacrieyaTaHHbIE 3aJJaHus TPAKTUYECKOW paldoThI,
KOHCIIEKT JIEKIUH, pydKa, KapaHJalll, CTUpaTeIbHasi pe3UHKa, METOINYECKUE PEKOMEHJallH

OcHamenue:

@3 «O6 apxuBHOM Jiene B Poccutickoit denepannm»

[Tonoxenne o denepanbHON apXuBHOI ciyx06e Poccun

Tunosast HHCTPYKIUS MO JIEIONPOU3BOJICTBY

OcHoBHbIE IpaBUJIa paOOTHI APXUBOB OPraHU3aIU.

[IpumepHoe nonoxeHue 06 apxuse

JlomKHOCTHAS MHCTPYKIIMS 3aBEAYIOLIET0 apXUBOM

O06pa31ibl OpraHu3allMOHHO-PACIOPSAUTEILHON JOKYMEHTAIIUH.

3ananue:

1. U3 cr. 3 @3 «OO6 apxuBHOM aene B Poccuiickoit denmeparii BBIIUCATH TEPMHUHBI U
OTpeJieNieHus TI0 apXUBHOMY JIeTy, UCII0JIb30BaTh UX B MPO(ecCHOHAIBHOM peyn.

2. IIpoananu3npoBaTh HOPMAaTUBHO-TIPABOBBIE JOKYMEHTHI [10 apXUBHOMY JIEITY.

3. Ilpoananu3upoBaTh 3a1aun U GyHKIHH Pocapxusa.

4. TlomroroButh Matepuan o0 apxuBHOU ciyx0Oe Jlenckoro paitona PC(S) u r. Jlencka
(cTpykTypa, 3a1auu U (PYHKIIMH, COCTaB).

5. U3yuuTh noJiokeHre 00 apXuBe U TOJDKHOCTHBIE 00513aHHOCTHU 3aBEYIOLEI0 apXUBOM.

Iopsinok BbINOJIHEHHSI PAdOTHI:

1.IToaroroBka K MpakTUYECKUM 3aHITHUSIM JODKHA HAUYMHATHCS C U3YUEHUSI COOTBETCTBYIOIICH
y4eOHOM U CreUabHO JIMTEpaTyphl M0 TEME MPAKTHUYECKOTO 3aHATHS.

2. YcBOMB NpPOYHTAHHOE, HEOOXOJUMO BHHUMATEIbHO O3HAKOMHUTBLCS C COJEp)KAHUEM,
PEKOMEHI0BAHHBIX K 3TOI TeMe HOPMATHBHBIX aKTOB. OCOOEHHO BHUMATENILHO CJIEIyeT OTHECTUCH K
YCBOGHHUIO T€X HOPMATUBHBIX MIPEANMCAHU, 110 TIOBOJY KOTOPBIX B JINTEPAType BEAYTCS AUCKYCCHUU.

3. lTloaroroBka K MpakTUYECKUM 3aHATHSAM 3aBepuiaetcss OGOpMICHHEM HEOOXOAMMBIX
JOKYMEHTOB.

4.IlpakThyeckoe 3a/laHUE TMPEAOCTaBIsETCS B INUCBMEHHOM BHUIE U  TMpOBEpseTcs
IIPETIOIaBaTENIEM.

IIpakTnyeckas padora Ne 3

HaumenoBanue: W3yuenue «llpumepHoro momnoxkeHuss 00 apXuBe TOCYIapCTBEHHOTO
YUPEKICHHS, OPraHUu3alud, TPEITPUITHS.

Heap padoThi: OCYIIECTBUTH KOHTPOJHh OOYyUEHHs, MPOJOJDKUTH CUCTEMATH3AIUI0 3HAHHM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHala, COPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TEXHUYECKOE o0ecnieyeHne: pacrieyaTaHHbIC 3aJaHus MPAKTUIECKOU paboTHI,
KOHCIIEKT JICKIUH, py4Ka, KapaH/alll, CTUpaTeIbHas pe3UHKa, METOINIECKIEe PEKOMEH NN

Ocnaienue:
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o OEJIEPAJIBHOE APXMBHOE AT'EHTCTBO IIPMKA3 OT 11 AIIPEJIA 2018
I'OJA N 42 Ob VYTBEPXIAEHMU IIPUMEPHOI'O IIOJIOXKEHUSA OB APXHWBE
OPI'AHU3ALINUA

. B cootBercTBuu ¢ yacThio 2 ctathi 13 denepanbHoro 3akoHa ot 22 okTsa0ps 2004 r. N
125-®3 "O06 apxuBHOM jene B Poccuiickoit denepanun” (CobOpanue 3akoHomaTenbcTBa Poccuiickoit
®enepauun, 2004, N 43, c1.4169; 2006, N 50, c1.5280; 2007, N 49, c¢1.6079; 2008, N 20, cT1.2253;
2010, N 19, c1.2291, N 31, c1.4196; 2013, N 7, cT1.611; 2014, N 40, c1.5320; 2015, N48, c1.6723;
2016, N 10, ct.1317, N 22, ¢1.3097; 2017, N 25, ¢1.3596; 2018, N 1, c1.19), noanyHkrom 8 myHkra 6
[Tonoxenns o denepalbHOM apXUBHOM areHTCTBE, YTBEPKIEHHOro Yka3zoM [Ipesunenra Poccuiickoit
Oenepanun ot 22 utons 2016 . N 293 "Bompockr @eaepanbproro apxuBHoro areHTcTBa" (CoOpanue
3akoHoJarenscTBa Poccuiickoit ®enepanuu, 2016, N 26, cr1.4034),npukas3siBaio: YTBEpIUThH
IpujiaraeMoe NpruMepHOe MOJIOKEHNE 00 apXHBE OpraHu3alllu.

l. OBUIME ITOJIOXKEHUA

1. [IpumepHoe mosioxkeHue o0 apxuBe opraHuzaimmu (nanee - IlpumepHOE MOJOXKEHHE)
pa3paboTaHO B COOTBETCTBHH C MOANMYHKTOM 8 myHKTa 6 [lonmoxeHus o DenepaibHOM apXHBHOM
areHTCcTBe, yIBepxaeHHoro Yka3om Ilpesunenrta Poccuiickoit @enepaunu ot 22 utons 2016 r. N 293
"Bompocet ®enepanbHoro apxuBHoro arenrctBa’ (CoOpanue 3akoHOJarenscTBa Poccuiickoit
Oenepanun, 2016, N 26, c1.4034).

2. [TpumepHOE TMOJIOKEHUE PACTIPOCTPAHSAETCS HA apXUBHI OPraHHW3aIlNi, BBICTYITAIONINX
WUCTOYHUKAMH KOMIUIEKTOBAHUSI TOCYAAPCTBEHHBIX, MYHHIUIIAIBHBIX apXWBOB (manee - ApXuB
OpraHU3AINH ).

3. ApXWB OpraHu3aliii  CO3JaeTCsi Ha MpaBaX CTPYKTYPHOTO MOJpa3esieHus,
OCYILIECTBIISIOUIETO XpaHEHHE, KOMILJIEKTOBAaHHE, YYeT M HCIOJIb30BaHHE JOKYMEHTOB ApPXHBHOTO
dbonna Poccuiickoii denepamnuu, JOKyMEHTOB BpeMeHHBIX (CBbIme 10 JI€T) CPOKOB XpaHEHUs, B TOM
Yyclie MO JIMYHOMY COCTaBy, OOpa30BaBUIMXCS B JIEATEIbHOCTU OPraHM3allUM, a TaKKe MOIArOTOBKY
JOKYMEHTOB K Mepe/aue Ha MOCTOSIHHOE XpPaHEHHE B TrOCYJapCTBEHHBIM (MyHMIIMIIAJIbHBIN) apXuB,
HMCTOYHUKOM KOMIUIEKTOBAHHUSI KOTOPOTO BBHICTYIAET OPraHU3allUs.

4, Opranu3zanus paspadarbiBaeT moJiokeHHE 00 ApxuBe opranuzarnuu. [lonoxxkenue o0
ApxuBe OpraHu3aluy MOJJIEKUT COTJIACOBAHUIO Ha MpeaMeT cooTBeTcTBusl ero [IpumepHomy
MOJIOKEHUIO C YYETOM COCTaBa JOKYMEHTOB, HAXOSIIIMXCS HA XpPAaHEHUH U MOAJIEKAIUX XPAHEHUIO B
ApxuBe opraHu3aiuu.

Opranu3zanumy, BBICTYMAIOIIHE UCTOYHUKAMU KOMIUIEKTOBaHUS dbenepalbHbBIX
rOCy/IapCTBEHHBIX aPXHMBOB, COIJIACOBBIBAIOT MOJIOKEHHE OO0 apXuBe OopraHu3anuu ¢ ¢eaepaibHbIM
rOCy/lapCTBEHHBIM ~ apXHBOM; OpraHHU3alliH, BBICTYMAOIME HCTOYHUKAMU KOMIUIEKTOBAHUS
rOCy/IapCTBEHHBIX apXWBOB cyOBekTOB Poccuiickoit Dexepanyiv, MyHHIHMIAIbLHBIX apXHBOB, - C
YIIOJTHOMOYEHHBIM OPraHoOM HCIOJHUTENbHON BiacTu cyOwbekta Poccuiickoir denepauuu B cdepe
apXMBHOTO Jela WJIM C TOCYJapCTBEHHBIM apxuBoM cyoOwekrta Poccuiickoit ®enepanuu,
MYHHIIMIIATBHBIM apPXMBOM B CIIydae HaJIeJICHHs X COOTBETCTBYIOLIIUMU MOJTHOMOYHSIMHU.

[Tocne cornacoBaHus MOJOKEeHHE 00 ApXHMBE OpraHU3allUU YTBEPXKIACTCS PYKOBOJUTEIEM
OpraHu3aIiy.

5. ApXMB OpraHM3alllu B CBOEH JIEATENLHOCTH PYKOBOACTBYeTCs DenepanbHbIM 3aKOHOM
or 22.10.2004 N 125-®3 "OO6 apxuBHoM jgene B Poccuiickoit ®enepanuu" (CoOpanue
3akoHoaarenbcTBa Poccuiickoit denepannu, 2004, N 43, c1.4169; 2006, N 50, c1.5280; 2007, N 49,
c1.6079; 2008, N 20, c1.2253; 2010, N 19, c1.2291, 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), 3akoHaMM, HOpPMAaTHBHBIMHU TpPABOBBIMU akTaMu Poccuiickoit ®Denepanun, CyOBEKTOB
Poccuiickoit ®@enepanuu B cdepe apXUBHOTO Jeia U AETONPOU3BOJACTBA, NMPaBUIIAMH OpPraHU3aLUU
XpaHEHUs, KOMIIJIEKTOBAaHUs, ydeTa M HCIOJb30BaHMUA JOKYMEHTOB ApxuBHoro ¢onna Poccuiickoii
@enepani ¥ APYruX apXWBHBIX JOKYMEHTOB B TOCYIAPCTBEHHBIX OpraHax, OpraHax MECTHOI'O
CaMOYIPaBJICHHS U OPraHU3aLUAX , JOKAJIbHBIMI HOPMATUBHBIMH aKTaMH FOCYJapCTBEHHOTO OpraHa.
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[HoanyukT 2 nmynkra 6 Ilonoxenuss o denepaibHOM apXMBHOM areHTCTBE, YTBEPXKACHHOIO
Vxazom Ilpesunenta Poccuiickoit ®enepauun ot 22.06.2016 N 293 "Bompocel denepanbHOro
apxuBHoro arenrctBa" (Cobpanue 3akoHoaarenscTBa Poccuiickoit deneparuu, 2016, N 26, c1.4034).

1. COCTAB JOKYMEHTOB APXNBA OPI"AHU3 AL

6. ApXuB opraHu3aluy XpaHHT:

a) JOKYMEHThl IIOCTOSSHHOTO U BpE€MEHHBIX (cBbllie 10 JI€T) CpOKOB XpaHEHHUs, B TOM UHUCIIE
JOKYMEHTBI 110 JINYHOMY COCTaBy, 0Opa30BaBIIMECS B JIEATEIBHOCTH OpraHU3alluy;

0) IOKYMEHTHI TOCTOSIHHOTO XpaHEHHs M JOKYMEHTHI 10 JUYHOMY cOCTaBy (oHIa(0B)
OpraHu3aIfi - MPEIIIECTBEHHUKOB (IIPU UX HAJTUYNH ),

B) apXUBHbIE (POHIBI IMYHOTO IPOUCXOXKIACHUS  (IIPU UX HAJIMYMH);

[Tynxt 112 'OCTa P 7.0.8-2013 "CUBU/. Jlenonpous3BoaAcTBO U apXuBHOE 1ey0. TepMuHbl U
onpenenenus". - M.: Craunaptundopm, 2014.

r) GoH[ 1Moyb30BaHUs (apXUBa) (mpu HANIMYMH);

[Tynkr 125 TOCTa P 7.0.8-2013 "CUBU/. [enonpon3BoACTBO M apXUBHOE Ae0. TepMUHBI U
onpenenenus". - M.: Craunaptundopm, 2014.

J) CIpPaBOYHO-TIOMCKOBBIE CpEICTBA K JOKYMEHTaM M Y4Y€THblEe JOKYMEHThl ApXuBa
OpraHu3aliy.

. 3AJAYU APXUBA OPI'AHU3ALINN

1. K 3agauam ApxuBa opraHn3anuu OTHOCATCS:

7.1. Opranuzanusi XpaHeHHsS JOKYMEHTOB, COCTaB KOTOPbIX MpeaycMoTpeH riaBoil Il
[IpuMepHOTO NOJIOKEHUS.

7.2. KommekroBanne ApxuBa OpraHW3aldd JIOKYMEHTaMH, OOpa30BaBIIUMHCS B
JesITeNIbHOCTH OpraHu3aluu.

7.3.  YueT 10KyMEHTOB, HaXOAIINXCA HA XPaHEHUH B ApXUBE OpraHU3allu.

7.4. Hcnonp3oBaHue TOKYMEHTOB, HAXOAIINXCSA HA XPaHEHUH B ApXHBE OpraHU3aluu.

7.5. TloxgroroBka m CBOEBpeMEHHas Iepeaava TOKyMEeHTOB ApxuBHOTO (hoHma Poccuiickoi
denepanuu Ha MOCTOSTHHOE XPaHEHUE B TOCYIAPCTBEHHBIN (MYHUIIMTIAIBHBIN ) apXUB.

7.6. Meroanieckoe pyKOBOJACTBO M KOHTPOJIb 32 ()OPMHPOBAHHEM U O(DOPMIICHHEM JCN B
CTPYKTYPHBIX NOApa3AeICHUAX OpraHU3ali U CBOEBPEMEHHOM nepeadeil X B ApXUB OpraHu3aluH.

V.  OYHKIUU APXNBA OPI"TAHU3ALINU

8. ApXHB OpraHu3aly OCYLIECTBISET CAeIyIolue yHKIINU:

8.1.  Opranusyer npueM JOKyMEHTOB MOCTOSIHHOTO M BpeMeHHbIX (cBblie 10 jeT) cpokoB
XpaHEHUs, B TOM 4YHUCIIE 0 JIMYHOMY COCTaBy, 0Opa3oBaBILUXCSA B JAEATEIBHOCTU OpPraHU3alluM, B
COOTBETCTBUU C YTBEPKACHHBIM I'Pa()UKOM.

8.2. Bemer yder 10KyMeHTOB M (DOHJOB, HAXOJAIIMXCA Ha XpaHEHMM B ApXuBe
OpraHu3aluHu.

8.3. IlpexacraBnseT B rocynapCTBEHHBIN (MyHUIUIANIbHBIN) apXUB yUeTHBIE CBEACHUS 00
o0beMe U COCTaBE XPAHALIMXCS B apXUBE OpraHu3allMy JOKyMEHTOB ApxuBHOro ¢onnga Poccuiickoil
denepanyy U APYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUH C MOPSJIKOM I'OCYJAPCTBEHHOTO yueTa
nokyMmeHToB ApxuHoro (onna Poccuiickoit deneparuu.

IToanynkT 11 nynkra 6 [lonoxenus o ®denepanbHOM apXMBHOM areHTCTBE, YTBEPKIACHHOIO
VYkaszom Ilpe3unenra

Poccuiickoit ®enepanuun ot 22.06.2016 N 293 "Bomnpocsl ®enepanbHOro apxuBHOIO
arentctBa" (CoOpanue 3akoHomaTenbcTBa Poccuiickoit @eneparuu, 2016, N 26, c1.4034).

8.4. CucrtemarusupyeT M pa3MellaeT AOKYMEHTHI, MOCTYMAIOL[Me Ha XpaHeHHEe B ApPXUB
OpraHu3aiuu, 00pa3oBaBIIMECS B XOJIE OCYIIECTBICHUS AEATEIbHOCTH OpraHU3aI1H.

8.5.  OcymecTBiseT NOArOTOBKY U MPEACTABIISET:

a) Ha pPACCMOTPEHHE M COIJIACOBAHME OHKCIEPTHOM KOMMCCHM OpraHM3allM OMNHMCH el
MIOCTOSIHHOTO XpaHEHUs, BpeMeHHBIX (cBbilie 10 j1eT) CPOKOB XpaHEHHs, B TOM YHUCIIE M0 JTUYHOMY
COCTaBY, a TaK)X€ aKTbl O BBIACICHUM K YHUUYTOKEHUIO apXMBHBIX JOKYMEHTOB, HE IOJUIEKAIIUX
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XpaHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB, AaKThl O HEUCIPABUMBIX MOBPEKIACHUSIX apXUBHBIX
JIOKYMEHTOB;

0) Ha YTBEPXKICHHE SKCIIEPTHO-TIPOBEPOUHON KOMHUCCHH (elepabHOTO TOCYIApPCTBEHHOTO
apx¥Ba WJIM yIIOJTHOMOYEHHOTO OpraHa MCIIOJTHUTEIBHON BIIacTH cyObekTa Poccuiickoit denepanuu B
cdepe apxuBHOro nena (nanee - DIIK apXUBHOTO yUpexIeHHS) OMUCH JIENl HOCTOSHHOTO XPaHEHUS;

B) Ha coryiacoBanne DIIK apXuMBHOTO ydpexaeHUs WM TOCYAapCTBEHHOTO apXHWBa CYObEKTa
Poccuiickoit @enepanuu (MyHUIIUTIAILHOTO apXuBa), B Cllydae HAJCIICHHUS €r0 COOTBETCTBYIOUIMMU
MTOJTHOMOYHSIMHU, OTICH JIeJT TIO0 JINYHOMY COCTaBY;

r) Ha cornacoBanue DIIK apXuBHOro ydpexaeHusi WIM TOCYIapCTBEHHOTO apXWBa CYObEKTa
Poccuiickoit @enepanuu (MyHUIIUTIAILHOTO apXuBa), B Cllydae HAJCIICHHUS €r0 COOTBETCTBYIOUIMMU
MOJJHOMOYHSIMU, aKThl 00 yTpaTe IOKYMEHTOB, aKThl O HEHUCIPABUMBIX MOBPEKICHUSX aPXUBHBIX
JIOKYMEHTOB;

J1) Ha YTBEP)KJICHHE PYKOBOJMUTEIIO OPTraHU3AIMK OTMHUCH e TIOCTOSHHOTO XpaHEHUsl, OMUCH
BpeMeHHBIX (cBbImIe 10 j1eT) CpOKOB XpaHEHUSs, B TOM YHCJIE OMKCH JEJ 10 JIMYHOMY COCTaBY, aKThI O
BBIJICJICHUN K YHUYTOKCHHIO apXUBHBIX JOKYMEHTOB, HE IMOJJICKAIINX XPAaHEHHUIO, aKThl 00 yTpaTe
JOKYMEHTOB, aKThl O HEHUCIPABUMBIX TMOBPEXKICHUIX aPXUBHBIX JOKYMEHTOB, YTBEPKICHHBIE
(cornmacoBannbie) OIIK wunmum rocymapcTBeHHBIM apxwBOM cyObekTta Poccuiickoit ®Depepanun
(MyHUIIUTIAIBHBIM apXWBOM) B CJTydae HaJIEJICHUSI €r0 COOTBETCTBYIOIIUMU ITOJTHOMOYHS MH.

8.6. Opranm3yer mepenady JOKYMEHTOB ApxuBHOTO ¢onma Poccuiickoit denepanuu Ha
MMOCTOSTHHOE XpaHEHHUE B TOCYAAPCTBEHHBIN (MyHHUITUTIATBHBIN) apXUB.

8.7. OpraHu3yeT W MPOBOJUT IKCIEPTU3Y IIEHHOCTH JIOKYMEHTOB BpeMeHHBIX (CBbImIe 10
JIET) CPOKOB XpAaHCHWS, HAXOMAIIUXCS Ha XpaHEHWH B ApXHMBE OpraHM3allid B IEsIX OTOOpa
JOKYMEHTOB JJIsi BKJIIOUEHHS B cocTtaB ApxuHoro ¢onma Poccuiickoii depepanum, a Takke
BBISIBJICHHS IOKYMEHTOB, HE MOAJIEKAIIUX JaIbHEHIIIEMY XpaHEHHUIO.

8.8.  IIpoBoauT MEpOTIPHUATHS TIO OOECIICYCHHIO COXPAHHOCTH JOKYMEHTOB, HAaXOIAIIUXCS HA
XpaHEHUH B ApXHMBE OpraHU3alHH.

8.9.  Opranusyer nHGOpMUPOBAaHUE PYKOBOJCTBA M PAOOTHUKOB OPraHHU3alliyd O COCTAaBE U
COJIep’)KaHUU JOKYMEHTOB ApXHBa OpraHu3alliu.

8.10. Hudopmupyer moab30BaTeNe 1O  BOMPOCAM  MECTOHAXOXKJICHUS  apXMBHBIX
JOKYMEHTOB.

8.11. OpranusyeT BbIJa4y JOKYMEHTOB W JIeN JJIsi padOThl B YMTAILHOM (IIPOCMOTPOBOM)
3aJie WK BO BPEMEHHOE I0JIb30BAHHUE.

8.12. VcnonHseT 3anpOoChl M0JIb30BATENEH, BBIJACT apXUBHBIE KOIUU JOKYMEHTOB, apXUBHbIE
BBINTUCKU U apXUBHBIE CIIPABKHU.

8.13. Bexer yueT UCHOJB30BaHUs JOKYMEHTOB ApXUBa OpraHu3allHu.

8.14. Co3naer pona Monb30BaHMUsSI ApXUBA OpraHU3AIMU U OPraHU3yeT ero UCIOJIb30BaHuE.

8.15. OcyecTBisieT BelEHUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTaM ApxuBa
OpraHu3aIiy.

8.16. VYwuactByer B pa3paboTke HOKYMEHTOB OpraHH3alMM MO BOIPOCAM apXUBHOIO JeNa U
JIeIOTIPOU3BOICTBA.

8.17. Oxa3bIBaeT METOIMYECKYIO TTOMOIIIb:

a) cmyx0e [enompoW3BOJCTBA OpraHM3allUd B COCTABICHWUW HOMEHKJIATYphl  Jell,
(dbopmupoBaHuy U 0POPMIICHUU AET;

0) CTPYKTYpHBIM TOJpa3fefieHusIM U pabOTHUKAM OpraHU3aIlid B MOJTOTOBKE JOKYMEHTOB K
nepeaade B ApXuB OpraHu3aiuu.

V. I[TPABA APXVBA OPI"AHU3ALINU

9. ApXHB OpraHu3aIlii UMEET MPABO:

a) MPEACTABIATh PYKOBOJCTBY OpraHU3alMU MPEUIOKEHUS] [0 COBEPIICHCTBOBAHUIO
OpraHu3alui XpaHEHUs], KOMILJIEKTOBAHHUS, YU€Ta U UCIIOJIb30BAHUS apXUBHBIX TOKYMEHTOB B ApXUBe
OpraHu3aly;
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0) 3ampaimuBaTh B CTPYKTYPHBIX MOAPA3ACICHUAX OPraHU3allly CBEJICHHS, HEOOXOUMBbIE IS
paboTel ApXrBa OpraHU3aIuY;

B) JaBaTb PEKOMEHJALMU CTPYKTYPHBIM IOJpPA3JEICHUsIM OpraHu3aluy [0 BOIIPOCAM,
OTHOCSIIMMCS K KOMIIETEHIIMN ApXHBa OpraHu3aluu;

r) HHPOPMHUPOBATh CTPYKTYPHBIC MOJpa3AeNCHHs] OPraHu3alui 0 HEOOXOIUMOCTH Tepeaadn
JOKYMEHTOB B ApXUB OpraHU3allMi B COOTBETCTBUU C YTBEPKIACHHBIM T'pauKOM;

1) IpUHUMAaTh y4yacTHe B 3aceqaHusX LleHTpasbHON SKCHEPTHO-IIPOBEPOYHOM KOMHMCCHUU MPHU
®enepanbHoM apxuBHOM areHtcTBe, DK apxuBHOTO yupexaeHus.

3ananmue:

1. Hcnonw3ys nHpOpMAIUIO U3 MPHUKa3a, CTPYKTYpUpPYHTE WHPOPMAIHIO B BUAE CXEM U
TaOIHII.

IIpakTnueckas padora Ne 4

HaumenoBanmue: I3ydeHune JOJKHOCTHOM HHCTPYKIIMU 3aBEIYIOIIETO apXUBOM.

eas paGoThbl: OCYIIECTBUTH KOHTPOJIb OOYyYEHHUsI, TIPOJIOJDKUTh CHUCTEMATH3aIlMI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHraia, CHOPMUPOBAHHOCTH YMEHUN U HABBHIKOB

MarepuajibHO-TEXHHYECKOE O0ecneuyeHue: pacreyaTaHHbIe 3a/IaHUsl PAKTHUYECKOW padoThI,
KOHCTICKT JICKITUH, py4Ka, KapaH/alll, CTUpaTeIbHas pe3nHKa, METOJUIECKUE PEKOMEH AN

OcHarenue:

JOJDKHOCTHAS MHCTPYKIIUA

3aBeyIOIIEro apXuBOM

(mpumepHas Gopma)

1. OBILIKME TTOJIOXKEHU A

1.1. Hacrosimasi M0JDKHOCTHAsE WHCTPYKIHUS oOrmpenenseT (yHKIMOHAIbHBIE OO0S3aHHOCTH,
[paBa ¥ OTBETCTBEHHOCTh 3aBEAYIOIIETO apXHUBOM.

1.2. 3aBeayromuii apXMBOM HA3HA4YaETCs Ha JIOJHDKHOCTh M OCBOOOXKIAaeTCs OT JODKHOCTH B
YCTaHOBJIEHHOM JICUCTBYIOIIMM TPYAOBBIM 3aKOHOJATEIBCTBOM IOPSAJIKE MPUKA30M PYKOBOJIUTENS
OpraHu3aIuy.

1.3. 3aBeayromuii apXuBOM MO TUUHAETCS HETIOCPEIACTBEHHO .

1.4. Ha pomkHOCTH 3aBEAYIOLIEro AapXUBOM HA3HA4aeTcs JIMLO, HMEIIIEe CpeaHee
npodeccroHabHOE 00pa30BaHUE U CTaX PaOOTHI MO JIETONPOU3BOJICTBY HE MEHee 2 JIeT.

1.5. 3aBenyrouuii apXuBOM JOJDKEH 3HATh: MOCTAHOBIICHUS, PACIIOPSKEHUS, IPUKa3bl, IPYyrue
PYKOBOJISIIIIE ¥ HOPMATHBHBIE JOKYMEHTHI BBIIIECTOSIINX U APYTUX OPraHoOB, Kacawouuecs paboThl
apxuBoB; EauHYI0O rocygapcTBEHHYIO CHCTEMY JICJIONPOU3BOJACTBA; MOPSAOK  OdopmiieHHUsS
JOKYMEHTOB, MOCTYHAIOIIMX B apXuB, U JICHCTBYIOIIYIO CHUCTEMY HMX KiacCU(UKALUU; CTPYKTYpPY
OpraHu3alii; OCHOBBI OPraHMU3aluu [IPOU3BOJCTBA, TPY/AA U YIIPABIEHUs; 3aKOHOJATEIbCTBO O TPY/IE;
MpaBUJIa BHYTPEHHETO TPYAOBOTO paCMOpPsAKa; IpaBuia 1 HOPMbI OXpaHbl TPyAA.

1.6. B cBoel nesTenbHOCTH 3aBEIyOIINI apXUBOM PYKOBOACTBYETCS:

- HOPMATHBHBIMM aKTaMM M METOJMYECKHMMHU MaTepuajamMd [0 BOIPOCAM BBINOJHAEMON
paboTHI;

- IPaBWJIAMH BHYTPEHHETO TPYJIOBOTO Paclopsi/IKa;

- TOpUKa3aMd U PACHOPsDKEHUSIMH pyKoBojuTenss OpraHuzalid U HENOCPEACTBEHHOTO
PYKOBOJUTENS;

- HACTOAILEH JOJDKHOCTHOW MHCTPYKIUEH;

- IPaBWJIAMHM 110 OXpaHe TpyAa, IPOU3BOJICTBEHHON CAHUTAPUU U MPOTUBOIOKAPHOH 3aLIUTE.

1.7. B nepuo BpeMEHHOTO OTCYTCTBHS 3aBEIyIOIIETO apXHUBOM €T0 00s13aHHOCTH BO3JIAraroTcs

Ha

2. ©YHKIIMOHAJIbHBIE OBA3AHHOCTHU
[Tpumeuanue. @yHKIMOHATBHBIE 00S13aHHOCTH 3aBEYIOLIETO ApXUBOM OINPE/IEICHBI Ha OCHOBE
U B o0beMe KBAIM(UKAUOHHONW XapaKTEPUCTUKU MO JOJDKHOCTH 3aBEIYIOIIEro apXWBOM M MOTYT
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OBITh JIOTIOJIHEHBI, YTOUHEHBI MPH MOJATOTOBKE MOJKHOCTHOW MHCTPYKIIUHU, MCXOJs U3 KOHKPETHBIX
00CTOSITENBCTB.

3aBeAyIOUINIl apXUBOM:

- BO3TJIABJISIET paboTy MO OpraHU3aIMU ¥ BEICHUIO apXUBHOTO JIeia B OPraHU3allNY;

- o0ecrieunBaeT B COOTBETCTBHHM C YCTAaHOBJICHHBIM TOPSIKOM MPHUEM, PETHCTPAIHIO,
CHUCTEMAaTHU3AIUI0, XPAaHEHUE U UCTIOIH30BAHUE TIOKYMEHTOB;

- pYKOBOJUT pabOTOM IO COCTaBJICHUIO CIIPABOYHOTO amnmapara, OOJITYaromIero y4YeT |
WCIIOJIb30BAHNUE APXUBHBIX JJOKYMEHTOB;

- OKa3bIBAE€T METOJMYECKYIO MTOMOIIb B MOMCKE HEOOXOTUMBIX TOKYMEHTOB;

- MHCTPYKTHPYET Pa0OTHUKOB CTPYKTYPHBIX IOJPA3ACICHUI O MOpsaKe (OpMUPOBAHHUS,
MOJTOTOBKU U CIIA4H JIe] B apXUB;

- KOHTPOJIUPYET CBOEBPEMEHHOCTh IMIOCTYIJIEHUS B apXUB JIOKYMEHTOB, 3aKOHUYEHHBIX
JIEJIOTIPOU3BOJICTBOM;

- obecrneunBaeT MpoOBEAEHUE pabOTHl MO JKCHEPTH3E IEHHOCTH AapXUBHBIX JOKYMEHTOB,
(hopMUPOBAHUIO JOKYMEHTOB B JieJia TOCTOSTHHOTO U BPEMEHHOTO XPaHCHHS;

- PyKOBOAMT pabOTOMl MO COCTaBIEHUIO OMHCEH Jen g Tepeladyd JIOKYMEHTOB B
rOCYJapCTBEHHBIE ApXUBBI, COCTABJIEHUIO aKTOB 00 YHUUYTOXEHUU JTOKYMEHTOB, CPOKH XpaHEHUS
KOTOPBIX UCTEKIIH;

- OCYHIIECTBJISIET KOHTPOJb 3a COCTOSHHEM JOKYMEHTOB, CBOEBPEMEHHOCTBHIO WX
BOCCTAHOBJICHHUS, COOJIIO/ICHUEM B TIOMEIIECHUSIX apXvBa YCIOBUN, HEOOXOJMMBIX JJIsi OOCCTICUCHHS
COXPaHHOCTH JIOKYMEHTOB;

- opraHu3yeT paboTy 1O BEIEHUIO y4eTa JOKYMEHTOOOOpOTa M KOJWYECTBa JeJ, BbIgade
ApXUBHBIX CIPABOK HA OCHOBE JIAHHBIX, UMEIOIINXCS B IOKYMEHTAX apXHUBa;

- COCTaBJISIET YCTAaHOBJICHHYIO OTYETHOCTb;

- TOpUHMMAeT YydyacTHe B pa3pabOTKe TMOJOXKEHUH W HUHCTPYKIUH 1O BEICHUIO
JIeIONPOU3BOICTBA U OpraHU3aI[UU APXUBHOTO JIENa.

3. [IPABA

3aBeyIOIIHI apXUBOM UMEET MPaBO:

3.1. TpeboBath oT pykoBoacTBa OpraHu3amyv OKa3aHUS COJCUCTBHUS B HMCIOJHEHWU CBOMX
00s13aHHOCTEH.

3.2. I1oBbImIaTh CBOIO KBATU(DUKAITUIO.

3.3. 3HaKOMHTBCS C MPOEKTAMHU pEHIEHUM PYKOBOACTBA OpraHuzaiuu, KacaroIIUMHUCS €ro
JeSITeIbHOCTH.

3.4. IlpencraBiarh Ha PACCMOTPEHUE CBOETO HEMOCPEACTBEHHOTO PYKOBOAUTENS MPEIIOKEHUS
10 BOIIPOCAM CBOEH NI TEIbHOCTH.

3.5. llomywyatp oT pabotHukoB Opranuzanuu UHPOpPMALHMIO, HEOOXOOUMYIO  JIJIs
OCYILIECTBIICHUS CBOCH JEATEILHOCTH.

4. OTBETCTBEHHOCTbD

3aBenyIONIHi apXUBOM HECET OTBETCTBEHHOCTH:

4.1. 3a HeEUCHOJHEHHE WM HEHAJUIeKallee HUCIOJHEHHE CBOMX  OO0S3aHHOCTEH,
MPEAYCMOTPEHHBIX HACTOSIIEH JOJKHOCTHOM HMHCTPYKIMEH, - B COOTBETCTBHM C JCHCTBYIOIIMM
TPYIOBBIM 3aKOHOIaTE€IbCTBOM.

4.2. 3a nmpaBOHaApYIIEHUs, COBEPIICHHBIE B NIEPHOJ OCYIIECTBIEHUSI CBOEH AESITEIBbHOCTH, - B

COOTBETCTBUM  C  JACUCTBYIOUIMM  TPaXJAHCKUM,  AJAMHUHUCTPATHUBHBIM U YrOJOBHBIM
3aKOHOJATEIBCTBOM.

4.3. 3a mnpuUYMHEHHWE MaTepUalbHOrO yiepda - B COOTBETCTBMHM C JICHCTBYIOIIUM
3aKOHOJATEIBCTBOM.

5. PEXXVM PABOTDI
5.1. Pexxum paboThl 3aBelyIOLIEr0 apXUBOM OTpPENEeNseTcs B COOTBETCTBUU C IpaBUIAMH
BHYTPEHHETO TPYAOBOI0 PaCIOpsIKa, YCTAHOBICHHBIMHA B OpraHU3alUH.
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5.2. B cBs13u ¢ IPOU3BOJICTBEHHON HEOOXOIMMOCThIO 3aBEAYIOIINN apXUBOM MOYKET BBIE3KATH
B CIIy)K€OHbIE KOMAaHAUPOBKH (B T.4. MECTHOTO 3HAYEHUS).

53. Jns pemeHus ONEPAaTHBHBIX BOIPOCOB IO OOECIEUYEHHIO MPOHM3BOJCTBEHHOM
NEATeIbHOCTH 3aBEyIOIIEMY apXUBOM MOYKET BBIICIATHCS CIY)KEOHBIN aBTOTPAHCIIOPT.

(IOMKHOCTD JUIIA, COCTABUBIIETO (moamnuce) (®©.1.0.)
UHCTPYKIIHIO)
n n T.
COI''TACOBAHO:
KOpuckoHncynbt
(moamuck) (®.1.0.)

" "
T.

C uHCTpYyKIMEH 03HAKOMJIEH:
(moanuce) (®.1.0.)
T.

" "

3aganue:

1. H3yunTe NOJDKHOCTHYIO WHCTPYKIIHIO 3aBEIYIOIIETO0 apXHUBOM, 3aIUIINTE OCHOBHBIC
JTAHHBIE B BUIE CXEM U TAOJIHIL

[Topsitox BEITOTHEHHSI PaOOTHI:

1.IToaroToBka K MpaKTHYECKUM 3aHATHAM JOJDKHA HAYMHATHCS C M3YYCHUS COOTBETCTBYIOMIEH
y9eOHOU M CIIEIUAIBHOM JINTEPATyPHI 10 TEME MPAKTHIESCKOTO 3aHSATHS.

2. YCBOWB TIPOYMTAHHOE, HEOOXOIMMO BHUMATEIHLHO O3HAKOMHTBCS C COJCPKAHHEM,
PEKOMEHIOBAaHHBIX K 3TOM TeMe HOPMATHUBHBIX akTOB. OCOOEHHO BHUMATEIBHO CIIECAYET OTHECTHCH K
YCBOCHHIO TEX HOPMATHBHBIX MPEAMMCAHNHN, TI0 TIOBOIy KOTOPBIX B JIATEPATYPE BEIYTCS TUCKYCCHH.

3. TloarotoBka K MPaKTHYCCKHM 3aHITHIM 3aBepriacTcs OQOPMIICHHEM HEOOXO0IUMBIX
JOKYMEHTOB.

4.TlpakTH4yecKkoe 3aJlaHUe MPEJOCTaBIACTCS B IHUCBMEHHOM BHJIC W IPOBEPSCTCS
MPETIOIaBATEIICM.

IIpakTnyeckas padora Ne 5

HaumenoBanue: «Cuctemaruzanus 3HaHUM O IPAaBOBBIX OCHOBAX PEryIUpPOBaHMs apXUBHOM
chepb».

Ilear padoThI: BHIIBUTH HMTOTOBBIH YPOBEHb YCBOCHMsI MaTepHuaia, CHOPMHPOBAHHOCTH
YMEHUH U HaBBIKOB

MarepuajbHO-TeXHUYeCKOe o0ecniedeHue: pacreyaTaHHble 3a/1aHUs IPAKTUYECKOH paboThl,
KOHCIIEKT JIEKLUH, pydKa, KapaHjall, CTHpaTeibHas pe3uHKa, MeToauueckue pekomenpauuu, I1K,
JOCTYI B MHTEPHET.

OcHaleHue: JIGKLIMOHHBIM MaTepuall, KapTouKa-3a1aHue.

3amanmue:

- 0XapaKTepHU30BaTh TEOPETUUECKUE MOAX0/IbI K ONPEICIICHUIO IOKYMEHTA;

- JaTb COBPEMEHHBIE OIpPENEICHUS MOHATHM  (IOKYMEHT», «IOKYMEHTHUPOBaHHas
unpopmanuss» B ['OCT P 51141-98 «/lenonpousBoACTBO W apxWBHOE JAei0. TepMUHBI U
OTIPECIICHUS Y,

- BBINIMCATh U3 TEPMHHOJIOTMYECKUX M SHUUKIONEINYECKUX CIOBApPEU MOHATUSA «IOKYMEHTY,
«uHpopMmanys». C MOMOLIbI0 KOMITBIOTEPA MOCTPOUTh CXEMY PA3JIMYHBIX TOJKOBAaHUN B MOPSIKE OT
IIMPOKOTo K OoJiee y3KOMY €ro 3HaueHHIO;

- OIIpeJIeNIUTh BUJIBI U CBOMCTBA MH(OPMAIIMU U BBISICHUTH B3aUMOCBS3b MOHATUN TOKYMEHT»
U «uHpOpMaIH».

IHopsinok BbINOTHEHHS PadOTHI:
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1.IToaroToBka K MpakTUYECKUM 3aHATHAM JOJDKHA HAUMHATBCS C U3YYEHUS COOTBETCTBYIOLIEH
y4eOHO U CrielMaNbHOM JIUTEPaTyphl IO TEME MPAKTUYECKOTO 3aHATHS.

2. YCBOMB TNpPOYMTAHHOE, HEOOXOAMMO BHHUMATEILHO O3HAKOMHUTBCA C COJEpKAHUEM,
PEKOMEH/IOBaHHBIX K 3TOM TeMe HOPMATUBHBIX aKkTOB. OCOOCHHO BHUMATENBHO CIEIYET OTHECTUCH K
YCBOEHUIO T€X HOPMATHUBHBIX IIPEANUCAHUMN, 10 TIOBOY KOTOPBIX B JIUTEPATYPE BEAYTCS JUCKYCCUU.

3. TloaroroBka K TpaKTHYECKUM 3aHATHUSAM 3aBepmiaetcs O(OpMIICHHEM HEOOXOIUMBIX
NOoKyMeHTOB. [loMUMO 3TOro, HEOOXOIMMO OTBETUTh HAa TEOPETUYECKUE BOIPOCHI, ITOCTABJICHHBIE B
3alaHUU.

4.IlpakTuyeckoe 3aJaHu€ MPEIOCTaBIsAETCS B IUCbMEHHOM BHJE M IPOBEpSETCS
IIPETIOIaBaTENIEM.

KoHTpoJibHbIE BOIIPOCHI:

1. Jaiite onpeneneHre apXuBHOMY IPaBy.
2. Jlalite onpeneneHne apXMBHOMY 3aKOHOAATENbCTRY.
3. Uto BKIIIOYAET B c€Osl DCTETUUECKHI KOJCKC apXUBHUCTA?

IIpakTnueckas padora Ne 6

HaumenoBanme: «/3yuenue ocoOGeHHOCTE B paboTe BEAOMCTBEHHBIX apxuBOB. Cpoku
XpaHEHUS TOKYMEHTOBY.

Lenapr paboThl: BBHISIBUTH WTOTOBBIM YpPOBEHb YCBOEHHS MaTepuana, cHOpMHPOBAHHOCTH
YMEHU U HABBIKOB

MarepuajibHO-TeXHUYECKOe o0ecnieyeHre: pacrieyaTaHHbIE 3aJJaHus MPAKTUYECKOU padoThI,
KOHCIIEKT JIEKIUH, pydKa, KapaHJalll, CTUpaTeIbHasl pe3uHKa, METOIMYeCKIe peKOMEH AN

3ananue:

Onupasice Ha MOTYYEHHBIN MaTepUall CTYJAEHTY, CIEAYET COCTAaBUTh S5 BOMPOCOB.

Bormpockl 10mKHBI OBITH COCTABIEHBI TPAMOTHO, JAKOHUYHO M UMETh OYEBUIHBIN OTBET (TakK,
YTOOBI Ka)KJIbI U3 MPUCYTCTBYIOUINX MOT Ha HETO OTBETUTH).

Pabota BeImosHAETCS B KOMaHe. KoMaHaa COCTOUT U3 2-X YeoBeK, T.€. CTYJAEHThI — COCeIU
1o napre. CaMoCTOATENBHOE BBINIOJHEHNE B CIIydae OTCYTCTBHSI Mapbl HE 3aIlperaeTcs.

Kaxnapiii u3 2-X CTYIEHTOB, a B Cllyda€ OTCYTCTBHSI Tapbl OJHU CTYAECHT COCTaBJISIOT
CaMOCTOSITENIBHO KaXX/IbIi 5 BOIIPOCOB, 3aTEM IPOU3BOAAT aHAJIN3 MOJIYYHUBIINXCSA BOIIPOCOB B IPYIIIE,
aHAJIM3HUPYET, PeIaKTUPYET U MPOU3BOAUT 3aMUCH YKE CPOPMYTUPOBAHHBIX BOIIPOCOB.

[Ipexxne yeM MPUCTYNMUTH K 3aJaHHUIO IpernojaBaTellb OObSICHSIET TeMy 3aJaHusl U IpaBuiia
COCTaBJIEHUS BOIIPOCOB.

Iopsinok BbINOJIHEHHSI PAadOTHI:

3anuch Ha JOCKY B TYPHUPHYIO Tabnuily Hanbosee rpaMOTHO CPOPMYITHPOBAHHBIX BOTIPOCOB,
OTBETOB U (haMUJIHIA CTYJICHTOB, MIPEACTABISIONINX KOMaHAY — B X0JI¢ O3BYYHBAHUS BOIIPOCOB.

damunuu
daMuIuu CTyJJ€HTOB CTYJIEHTOB WUJIU
WJIM Ha3BaHUE Ha3BaHUeE Ouenka
Bonpoc OtBer
KOMAH/IbI, KOMAaH/Ibl, ayJIuTOPUHU
COCTaBHUBILIHX BOMPOC OTBETUBIIUX HA
BOIIPOC
1 2 3 4 5

KoHnTposbHbIe BONIPOCHI:

1. Cpoku XpaHEHMsI JOKYMEHTOB B BEJOMCTBEHHBIX apXHBaXx.
2. Cpoku XxpaHEHHs JOKYMEHTOB B FOCYJapCTBEHHBIX apXUBaX.
3. Y4eTHbIE TOKYMEHTBI BEIOMCTBEHHBIX APXHUBOB.
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IIpakTnueckas padora Ne 7

HaumenoBanue: «CucremMaru3aiys 3HaHUHA 0 KJIacCU(PHUKAIINT apXUBHOU JOKYMEHTAIIHI.

Leas padoThI: BHIIBUTH HTOTOBBIA YPOBEHb YCBOCGHHS Marepuaia, CPOpPMUPOBAHHOCTH
YMEHUH U HAaBBIKOB

MartepuajbHO-TeXHHYeCKOe o0ecnieyeHne: pacrieyaTaHHbIE 3aJJaHusl IPAKTUYECKOW paboThI,
KOHCIIEKT JIEKIUH, pyuKa, KapaH/Jalll, CTUpaTeilbHasi pe3MHKa, METOIMYECKUE PEKOMEH AN

3aganue:

B nauane 90-x rr. XX B., nociue pacnaga CCCP, Bo3HUKIIO HOBOE rocynapctBo -- Poccuiickas
®denepanysi ¢ HOBOM IKOHOMUYECKON OCHOBOM, KOTJ[a MPU3HAIOTCS M 3alllUIIAIOTCS paBHBIM 00pazoM
YyacTHasl, TOCyJapCTBEHHAs, MyHUIIMIIATbHAsE U MHbIE (POPMBI COOCTBEHHOCTH.

W3meHeHus, mpoucuieAmine B cTpaHe, KOCHYJIUCh U apXuBHOU cgeprl. ['ocynapcTBeHHbIN
apxuBHbli QoHn CCCP Obi1 mepeumenoBaH B ApxuBHbIM (oHa Poccuiickoit ®enepaunu. Ho
M3MEHWJIOCh HE TOJIbKO Ha3BaHME, HO U caMa OpraHu3alus JOKYMEHTOB U Jel ApXHUBHOro (QoHAa
Poccniickoit ®enepanuu, KOTOpas OCyHIECTBISAETCS TEIEPh 10 CIETYIOIINM IIPU3HAKAM:

1) mo ¢popmam cOOCTBEHHOCTH;

2) 1o BUAaM HOCHUTENEH, crioco0aM M TeXHUKE 3aKperyieHUs] THPOpMaIuy;

3) Mo cpokam XpaHEHHS.

3amanue:

1.OTBeTHTH HA BOIIPOCHI;

2. IIpenocTaBUTh OTYET O MOCEIIEHUH APXUBHOTO YUPEKICHUSA.

3ananue:

Knaccudpuimposare (pa3aenuTs Ha TPYININb) HUKENPUBEICHHbIE apXuBHbIE (GOHIBI B
COOTBETCTBUH C M3BECTHBIMH BaM mpu3Hakamu kinaccudukanuu 10kymMmeHToB [[AD CCCP u AOPO.

1. ®onpn Kannenspuu HOBropoackoro ryoepaaropa 1803-1926 rr.

2. ®ouna Hosropoackoro rybepHckoro wucrnojikomMa CoBera pabouyuxX, KPECThIHCKUX U
KpacHoapMmenckux aenyratoB. 1917 -1927 rr.

3. ®onpg O6mero coopanus ['ocymapcreennoro Cosera 1810-1917 rr.

4. ®onn HoBropoackoro ryoepHCKOTO XKaHIapMCKOTO yrpaBieHnus. 1834-1844 rr., 1848- 1917
IT.

5. ®ounxg JemsHckoro paiioHHoro wucnoikoma CoBera pabouuxX, KPECThSIHCKHX H
KpacHoapmenckux aenyratoB. 1927-1960 rr.

6. ®ona I'ocynapcrBennoit Jymer 1906-1917 rr.

7. ®ona bopoBUYCKOro ye3aHOTO MpenBoauTelist ABopsiHcTBa. 1847-1917 rr.

8. ®ona Hoeropoackoro rydepHckoro npokypopa. 1922- 1927 rr.

9. ®ona komutera MUHUCTPOB. 1802-1905 rT.

10. ®onn Crapopycckoid ropoAckoi aAymbl. 1859 r.

11. ®onn Cratuctuueckoro ymnpasieHusi Hoeropoackoii obmactu. 1940, 1943-1956 rr. 12.
®onx 2-ro otaenenus CoOCTBEHHON €ro MMIIEPAaTOPCKOTO BEIUYeCTBa KaHIeasapuu. 1826- 1882 rr.

13. ®onn HoBropoackoi 3emckoit ynpassl. 1865-1918 rr.

14. ®onn Crapopycckoro ye3iHOro BOGHHOro komuccapuara. 1918-1926 rr.

15. ®onxa Kanuenspuu renepan-npokypopa Cenara. 1797-1802 rr.

IHopsiaok BbINOJIHEHNSI PA0OTHI:

1. PaGoTa ¢ yueOHUKOM.

2. OTBeThI Ha BONPOCH yuyeOHUKA

Hcropus pazButus apxusa.

Cratyc apxuBa, €ro N0 J4MHEHHOCTD

3. Ilocenienne apxuBa 3a04HO, YEPE3 CANUTHI.

KoHTposbHbIE BONIPOCHI:
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1. Ilo xKakuM TpU3HAKaM OMpENeNseTcs OpraHu3alys JOKYMEHTOB U Jiell ApXUBHOTO (poHma

Poccuiickoit ®enepanuu.

IIpakTnueckas padora Ne 8
HaumenoBanue: «OcBoeHUE MPUEMOB IO Y4ETY U OOECIEUEHHUIO COXPAaHHOCTH JOKYMEHTOB

ApxusHoro @onna Poccuiickoin @enepanumny».

Leas padoThI: BHISIBUTH HTOTOBBIA YPOBEHb YCBOCHHS MarepHaia, CPOpPMHUPOBAHHOCTH

YMEHUH U HABBIKOB

MarepuajJbHO-TEXHHYECKOE ofecTedeHne: pacricyaTaHHbIC 3a/IaHus PAKTHYECKO paboThI,

KOHCIICKT HCKHHﬁ, PYUKa, KapaHaall, CTUpaTejibHasd pC3MHKAa, MCTOJUYCCKHUEC PCKOMCH AU

OcHalueHue:
®3 «O6 apxuBHOM Jiene B Poccutickoit Denepannm»
VY4eOHO-MeTOUYEeCKOE TTOCOOuEe «APXHUBOBEICHUEY;

HNHTepHeT - pecypcesr;
KoHCIEK Tl NeKIIit.
3amanue:

1. W3yuuth BUABI, 3a7aud M (YHKIUU TOCYJAapCTBEHHBIX, MyHHULUINAIbHBIX apxuBoB. Ha
puMepe KOHKPETHOTO apXHBa C/ieiaTh aHalu3 AeATeIbHOCTH apXHUBa.
2. IToaroToBUTH COOOIIIEHNE O TOCYJAPCTBEHHBIX U MYHHUIIMIIATIbHBIX apxuBax PO

3. HoaroroButk nHpopMmanuio o MKV «I"opoackoit apxus» r. SIkyrcka. OTpa3uTh BOIPOCHI:

A) MHcropus BO3HMKHOBEHHS M pa3BUTUS apxuBa. MecTopacnonokeHne, KOJIUYECTBO
COTPYJIHHUKOB.
b) CocraB (oHI0B 11 TOKYMEHTOB.
B) Kakyto poJsib UrpaeT apxuB B )KHU3HH TOPO/Ia.
I') Osnamerp ymeHHsIMM pabOTBI C HOPMATHUBHO- METOJUYECKUMH HCTOYHUKAMU,
ANIEKTPOHHBIMU pECYpPCaMH.
Iopsinok BbINOJIHEHHSI PadOThI:
1. Ilouck u ananu3 MaTepuasna, KOHCIIEKTUPOBAHUE;
2. 3anoaHuTh TabauIy denepaibHbIe TOCYIapCTBEHHBIE apXUBBI Poccuu:
KomunuectBo | Cocras
Mecto TI'on
Ha3Banue apxuBa dboHIOB, | TOKyMEH
HaXOXKJICHUS CO3/1aHus
€. Xp. TOB

l'ocynapctBennsbiit apxuB PO
I'A PO

Poccuiickuii rocyiapcTBEHHbBIN
apxuB apeBHUX akToB PI'AJIA

Poccuiickuii rocyiapcTBEHHbBIN
ucropuueckuii apxus PI'TA

Poccuiickuii rocyiapcTBEHHbBIN
BOCHHO-UCTOPUUECKU apXUB
PI'BUA

Poccuiickuit rocy1apCTBEHHbIN
apXyB BOEHHO-MOPCKOTO ¢ioTa
PITABM®

Poccuiickuit rocy1apCTBEHHbIN
apxuB S5KOHOMHUKH PT’AD

Poccniickuit rocy1apCTBEHHBIN
apXuB JINTEpPATyphl U UCKYCCTBA
PT'AJIN

Poccuiickuil rocy1apCTBEHHBIN
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BOEHHBIN apxus P'BA

Poccniickuii rocy1apCTBEHHbBIN
HUCTOPUYECKUM apxuB JlanpHero
Bocroka

Poccniickuii rocy1apCTBEHHbIN
apXUB HAyYHO-TEXHUYECKOU
nokymenrtanuu PCAHT]]

LlenTp XpaHeHHS CTPAXOBOTO
donma [[XCD

Poccniickuit HayyHO-
HCCIEA0BATENBCKUN LIEHTP
KOCMHMYECKOW TOKYMEHTallUH
PHULK/

Poccniickuii rocynapCTBEHHBIN
apxuB KHHO(OTOJOKYMEHTOB
PIAK®J

Poccuniickuii  rocynapCTBEHHBIN
apxuB COLUAIbHO-TIOJUTHYECKON
uctopuu PICACIIN

3. ®opma npeAoCTaBIEHUS pe3yabTaTa;

4. TlogroToBKa npe3eHTanuii, CooOIIeHN 0 TOCYIapCTBEHHBIX apXUBaX CTPAHBI.

IIpakTu4yeckas padbora Ne 9

HaunmenoBanue: KonTposnbHas paboTa 1o UTOraM CeMecTpa.
Ieans paboThl: BBISIBUTH HMTOTOBBIM YPOBEHb YCBOEHHS Marepuana, c(popMHUPOBAaHHOCTH

YMEHHUI U HaBBIKOB

MaTepI/IaﬂbHO-TeXHI/I'-IeCKOG obecneyeHue: pacri€daTaHHbBIE BOIIPOCBI HTOI'OBOI'0 TECTa,

pyuKa, KapaHalll, CTUpaTeIbHas pe3uHKa
3aganue:
ITucbMeHHO OTBeThTE Ha CJIeyI0Iie BONPOCHI:
1. JlaiiTe onmpeneneHne apxXuBHOMY IIPaBYy.

2. JlaiiTe onpenenenre apXMBHOMY 3aKOHOJATENIbCTBY.
3. UTO noHMMaeTcs Mo y4eTy apXUBHBIX JOKYMEHTOB?
4. Kakue noxyMeHTbI OTHOCATCS K BHYyTPEHHUM YYETHBIM JOKYMEHTaM apXuBa?
5. OcHOBO 4ero cnyXuT KapTouka ¢ponmaa?
6. Kewm yTBepikaaeTcs, COrnacoBbIBa€TCS U MOANUCHIBAECTCA JOJDKHOCTHAS MHCTPYKLIMS ?
7. VYyeTHble TOKYMEHThI BEJOMCTBEHHBIX apXUBOB.
8. VYKaxxute OCHOBHOM 3aKOH, PErYJIUPYIOUIMI apXuBHOE J1e10 B PD.
9. [lepeuncnure cocTaB HOPMATUBHO-TIPABOBOM 0a3bl  JIEATENBHOCTH  OTAEIBHBIX
rOCyJapCTBEHHBIX U MYHUIUMIIATbHBIX aPXHUBOB.
10.  CocraB apxuBHoro ¢gonaa PO.
IToka3aTeu OLCHUBAHUSA
HanmenoBanue OITIOP | 25 6ansioB 20 danoB 15 6asnoB 10 6as10B
1.Bnanenue 3HaHUAMH 3HaeT u 3HaeT u B nenom He packpsiBaer
TEPMUHOJIOTUU MOHUMAET MOHUMAET IMOHUMAET, HO coZepKaHue
TEPMUHBI U TEPMUHBI U JIOTTyCKaeT TepMUHA,
OIpENEIECHUS OTIpe/IeNieH s, HO | OIIMOKH B HEYMECTHO
JIOITYCKAET 3HAHUU MPUMEHSET
HE3HAUUTENbHbIE | TEPMUHOJIOTUU U | TEPMUHBI
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OLIMOKH OIIPEIEIICHUH,
UCIIPABJISET
nocie
3aME4aHui
2.0¢opmnenue 3aganuii | 3amaHus 3ananus 3ananus Odopmiienne He
odopmiisieT odopmiisieT BBITIOJTHSET COOTBETCTBYET
aKKypaTHO B aKKypaTHO, HO HEaKKypaTHO, CO | TpeOOBAaHUAM
COOTBETCTBUU C | UMEIOTCS 3HAYUTEJIbHBIMU
TpeOOBaHUAMU 3aMeyaHus 3aMEUYaHUSIMU.
pernojaBaTeis,
B COOTBETCTBUU C
I'OCT
3.AprymeHTupoBaHHOCTh | B nucbMenHoil u | B nucemennoii u | IlpuBoaur IIpuBouT
CYXKIEHUH, NIUPOTa YCTHOM peun YCTHOM peun MIPUMEDBI, [IPUMEDBI,
Kpyrosopa IPUBOJIUT PUBOJIUT OTIHMCHIBAET (baxThl,
IPUMEPBHI, PUMEPBHI, ABJIEHUS, (AKThI, | OMMCHIBAET
(baxThl, GbaxThl, HO 3aTPYIHSETCS | SBJICHMS, HE
OTIMCHIBAET OTIMCHIBAET B JIOTHYECKOM JIeNIaeT BBIBO/IBI,
SBJICHUS, SBIICHUS, U3JI0KEHUH, CpaBHEHHUS
MIPOU3BOJIUT IIPOU3BOJIUT aHaiuse,
CpaBHEHHMS, CpaBHEHUS, CpPaBHEHUH,
aHau3, JenaeT aHaJIN3, JIeaeT BBIBOJIaX
BBIBO/IbI BBIBO/IbI, HO
3aTpynHseTCS B
HOCTPOCHUHU
JIOTMYECKOTO
U3JI0KEHUS
Mmarepuaia
4. Bpems Ha ColmoneHue [IpeBbilieHuE [IpeBbiieHne [IpeBsiieHue
BBITIOJIHEHUE 3a/laHMs BpeMs U BpPEMEHU BpPEMEHU BpPEMEHU
IOJITOTOBKH BBINOJIHEHNS HA | BBIINOJIHEHUS HA | BBINOJIHEHHS Ha

3a/1aHusl, CPOKOB
cIavu 3aJaHuM.

10 %

20%

30 u O6ostee %

Kpurepun oueHuBanus

KosmuecTBo 0a/1s10B YpoBenb chopMHUPOBAHHOCTH Ouenka

85-100 MOBBIIEHHBII «OTJIHYHOY»

71-84 JIOCTATOYHBIN «XOpOLIO»

50-70 NOPOroOBbIN «YAOBJICTBOPHTEJIBHO)
MmeHee 50 KOMIeTeHIus He chopMHUpPOBaHa «HEeYI0BJIETBOPUTEIbHO
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IpakTuyeckas padora Ne 10

HaumenoBanue: «CuctemMaru3aiys U XpaHeHHE JOKYMEHTOB TEKYIIIETO apXUBay.

Heas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyYEHHsI, MPOJIODKUTh CUCTEMATU3AIUIO0 3HAHUM,
BBEISIBUTH YPOBEHb YCBOCHHS Marepuana, CcHOPMHPOBAHHOCTH YMEHUW W HABBIKOB, HAyYUTHCS
0(OPMIISITH MPOTOKOJL.

MarepuajibHO-TeXHHYECKOe O0ecneuyeHue: pacreyaTaHHbIe 3a/1aHusl PAKTHUYECKOW paboThI,
KOHCIICKT JICKIIMH, py4Ka, KapaHalll, CTUpaTeIbHas pe3nHKa, METOJUYECKUE PEKOMEH AN

3aganue:

CocTaBUTB ONKMCH J1eJ1 CTPYKTYPHOI'O NOAPAa3aeeHusl.

Omnuch OKYMEHTOB TMPEACTABISIET COOOM CHPaBOYHHMK, KOTOPBIA PACKPBIBAET COCTAaB H
COJIEpKaHUEe JIOKYMEHTOB, CHUCTEMATHU3UPYET U YUYUTHIBAET MX BHYTPU BCEro Habopa JTOKYMEHTOB.
CocraBiieHHE ONHCEN — DTO BaXKHBIM JTAIl B apXWBHOUW 00pabOTKE M VIIOPSAJIOYEHUH NOKYMEHTOB,
LIETTBI0 KOTOPOTO SIBJISIETCSI HE TOJIBKO COXPAHHOCTh JJOKYMEHTOB, HO U UX Y€TKOe 0(OPMIICHHUE.

1. OopmiieHue onucu JOKYyMEHTOB BBIMOJHANTE Ha GUPMEHHOM OJlaHKE OpraHu3aluu (eciu
TaKOBOM MMeeTcs). DTO He ABIJETCS 00sA3aTeNbHBbIM, HO JKEIaTeIbHBIM TpeOOBaHHEM K MOJOOHBIM
JToKyMeHTaM. B mo0om cirydae HauMeHOBaHUE OpraHU3aIMH JIOJDKHO OBITh YKa3aHO.

2. IlponwmmuTte 3arojoBOK, KOTOPBIA MOJDKEH COJEpKaTh WH(GOPMAINIO, OIPEACIISIONIYIO
MIPUHAUICKHOCTh JIOKYMEHTOB, BHECEHHBIX B omuch. Hampumep, «OnUcCh TOKYMEHTOB TI0 JIMYHOMY
cocTaBy», «ONHCh JTOKYMEHTOB, MMEIOIIMXCS B aTTECTAIIMOHHOM Jene», «OMHuch ITOKYMEHTOB IO
mopa3AesieHusiM» U T.J1. Ecii B opraHu3amyy COCTaBJICHUE OMUCEH BEIETCS PETyIsSIpHO, MPOTHUIIINTE
MTOPSAAKOBBIN HOMEP OIHCH.

3.Co3naiite TaONMIly, COCTOSIIYIO W3 CIeayromux pazgenon: «Ne m/m», «HammeHoBanue
IoKyMeHTay», «KonuuecTBO IJMCTOB B JOKYMEHTE». 3allOJIHUTE BCE IMepeuucieHHble nois. llpu
HEO0O0XOMMOCTH 100aBbhTE YTOUHSIONIME CTOIOMBI B Tabnuiy. Hampumep, «CTpaHuipi ¢ 10 »,
«Howmepa ctpanuny, «l{enHocThy, «lIpuMmedanue» u T.1.

4. Tlox Tabnuuedl HaMMIIUTE, CKOJIBKO WTOTO JIMCTOB, JOKYMEHTOB MM 3K3EMIUISIPOB BBI
BKJIFOYAETe B OMKCh. [IponummuTe mudpamu u nponuckio: 3 (Tpu), 25 (a1BaanaTh 1sTh).

5. 3aBepiuIuTe COCTaBJICHHE OMUCHU MOJMUCIMHU PYKOBOJAUTENEH OpraHu3allvid, TaK WIM MHAYE
OTBETCTBEHHBIX 3a O(OpMIIEHHE JaHHOW omnucu (MHCHEKTOp OTAela KaJpoB, 3aBeIyIOLIUN
MPOU3BOJICTBOM U T.A.). [lpomuinuTe MNOJHOCTHIO HAUMEHOBAHHE JOJDKHOCTH PYKOBOJIUTENS U
pacmudpoBKy ero haMuiInu, UIMEHU U oTuecTBa. Ecnu HeoOxoaumo, Bitounute B 1okymMmeHT ©.1.0. u
MOAIMKCH JIUIA, CAABIIETO U MPUHSBILIETO JOKYMEHTBHI.

6. YkaxuTe Takke JaTy COCTaBieHUS JokyMeHTa. OHa MOXKeT ObIThb pacrlojioKeHa Kak B
KOHIIE, TaK M B Hauaje OMUCH, KaK CJIeBa, TaK U CIpaBa AoKyMmeHTa. [ledats opranusanuu Ha OMKUCH HE
CTaBUTCS.

7. Onuch TOKYMEHTOB COCTABIISETCA B JBYX 9K3EMIUISIpax: OJIMH OCTaeTCid B OpraHU3alllH,
JPYroi IpeabsBIsSeTCs 0 MECTy TpeOOBaHUS

Haubonee yacTo B opraHu3anuu BO3HUKAET HEOOXOIMMOCTh B COCTABJICHUH OMUCEH Je:

. B JICNIONPOU3BOJACTBE — MpPU TMOATOTOBKE JOKYMEHTOB [UIsl IEpelayd B apXuB
OpraHu3aiuy (Takue OMUCH HA3bIBAIOT OMUCSIMU JIeNl CTPYKTYPHBIX MOAPA3ICICHUN WIH CAATO YHBIMU
OTIUCSIMU JIEN);

. B apXWBe — MpPU HAYYHO-TEXHUUYECKOH 0O0paboTke Aen (BKIIOYAeT MeperuieT WU
MOAIIMBKY HUX B TBEpPAYy0 OOJOXKKY), MPH STOM OINHCH COCTaBJISIOTCS Ha Jela 10 Pa3InYHbIM
KaTeropusM (Hampumep, MOCTOSTHHOTO XpaHEeHHUs, 10 JMYHOMY COCTaBy) WJIM Ha crielupuyecKue aena
JOJNTOBPEMEHHOTO XpaHEHUs, XapaKTepHBIE [UIsl JEATENbHOCTH KaXJOW oOpraHuszanuu (Hay4HO-
TEXHUYECKasi TOKyMEHTaIus (IpOeKTHAs, TEXHOJIOTUYECKasi, KOHCTPYKTOPCKasl, HayyHasi), JOKYMEHTBI
3anmucell HOTApUANBHBIX AEHCTBHMA, (DOTOJOKYMEHTHI, CyJeOHbIE, CIICACTBEHHBIE Iea U . ).
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JIrobast omucCh CONEPXKHUT MEpedYeHb NeNl W TNpeAHa3HadeHa s UX ydeTa M PaCKpPbITHA
coJiepKaHus, 4ToObl B JaJbHEHIIEM €€ MOYKHO OBUIO MCIIOJIb30BaTh B CIIPABOYHBIX IENSAX U B LEIAX
OIEPAaTUBHOIO ITOUCKA JOKYMEHTOB.

IIpakTnueckas padora Ne 11
HaumenoBanue: «Odpopmienne GpopMbl macriopra apxuBay.
Heas paGoThI: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, MPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHuaia, cOpMUPOBAHHOCTH YMEHHI U HABBIKOB
MarepuajbHO-TexHH4YecKoe o0ecnieuenue: 6manky, [1K, meTonuueckue pexomenaanuu

3ananue:
1. N3yunTe pexkoMeHauum 1o 3arnoJIHEHUIO TTacropTa apXuBa (CM. MPE3CHTAIIHNIO);
2. HCHOJ’IB?:y;[ IMPOU3BOJIBHBIC JAHHBIC, 3AlIOJIHUTE MTACTIOPT apXuBa

IIpakTuyeckas padora Ne 12
HaumenoBanme: «Odopmienue aucta GoHa».
[eas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHsI, TPOJIOJDKUTh CHCTEMATHU3alUI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHuaia, CHOPMUPOBAHHOCTH YMEHUN 1 HABBHIKOB
MarepuajibHoO-TeXHHUYECKOe o0ecnieuenue: O6manku, [1K, MmeToanueckne pekoMeHauu
3ananue:
O6pazerr:
JHCT ®0HJA N1

000 «Pagocter 14 ampenz 2020 roga

Kpafane gaTel EAEA0TD HAsEAaENA QoHAE Haseanme dorga

1 2

14.04 2020 — 000 «Pagoctes

1. ¥9eT HEONHMCAHERE JOEYMEHTOE

Hara Hazpamne, N 1 gara IocTymnenne BriorrEe Hanwame

JOEYMEHTA, IO KOTOPOMY

OOCTYTIEUTH FUTH ERICELTH
OOKYMEHTE

SAMFCH (ocTaroK)

Kommaectso | Kpafirme | Koamumecteo | Kpafimme | Beero gen

aen aen

JaTeL AATHI
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2. Ywar onneamnax goxysenton

Hota Hosmep FNog Huasnanmne IMoctyn B et Hummune (ocratox)
e | s Ko pe—— B rom sweae no | Ko B rom sorene
e% LY Kpaf WIEaTRO O S —
i woxp. | e | _ parfgond
i | e
Komweerno ex. | Kp o R —
%0 an nn o
1 ] 3 [ n o 10 1 1 13 " 1 16
l'_-'o'g 01 3020 | Onmen Not 30 20 30 30 a0 3020 3020 a0 2020
1.M3yunrte oOpazern 3anonHeHus aucta Gonaa
2. 3anonHuTe O61aHK ucTa GOHIA O MPEACTaBICHHOMY 00pasiry.
JUCT ®OHIA N
(Mecronaxoxaenne (honma (HaMMEeHOBaHUE ([laTa mepBoOro mocTyIuieHus
OpTaHU3aINH, T1Ie XpaHUTCs (HoHT) JIOKYMEHTOB (hOH/IA)
Kpaitnue natel Ka)Xxaoro Ha3BaHUs HasBanue donma
dbonma
1 2
1. Yder HeonmMCaHHBIX IOKYMEHTOB
Hara | Hasmanwme, N u gaTa [Toctynnenue Bri0biTHE Hanmmuue
3aIHCH AOKYMCHTA4, TIO (ocTaTok)
KOTOpOMY
MOCTYIHIIN WA KommuecTso | Kpaiinue | Konmmaectso | Kpaitnue | Beero nen
BBIOBUIHA JOKYMEHTBI nen ATEI nen JATEI
1 2 3 4 5 6 7
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2. Y4er ONMCaHHBIX TOKYMEHTOB

Hara | Home | ['o | HasBanme | Iloctymuin Bri6bITHE Hanuuue (octaTok)
3ammc p I | ommcu MM | O en. Xp. " o B B
" OIHCH AHHOTALWH OJINYECTB CHgBaHI/Ie TOM YHCIJIE 110 TOM YHUCIIE:
0 ell. Xp. BBIOBITHS OIUCSM,
Ac AOKYMCHTO MOCTOSIHHOTO XPaHECHUS 0 JIH
(HazBarwe, VTBEPIKICHHBIM OCTOSIHHOTO XpaHe 0 JINYHOMY COCTaBYy
B
mara, N OlIK. Ko W3 HUX 110 ONKCSM, | KOJMYECTB | KpallHue
AOKYMEHTA mny || yrBepxaeHHbM OIIK | o ex. xp. JaThl
. ecT N
Komuuect | Kpaiinm || | o || KOMMYECTB | KpaHHHE
BO €/ Xp | €JaThl || o 0 JaTHI
Xp. Ca. Xp.
1 2 4 5 6 7 8 9 11 13 14 15 16
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IpakTuyeckas pagora Ne 13

HaumenoBanue: «CocTaBiieHUE TEXHOJOTUHU YUETa JOKYMEHTOB B apXUBE».

Henap padoThi: OCYLIECTBUTH KOHTPOJb OOYyUEHHUS, MPOJOJDKUTH CUCTEMATH3ALUIO 3HAHUIM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepuaia, cOpMUPOBAHHOCTH YMEHHH U HABBIKOB

MartepuajbHo-TexHH4Yeckoe obecneuenme: 1K, meTonuyeckue pekomMeHIanuu, KOHCIEKTHI
JIEKIMI

3ananmne:

CocraBbpTe CX€My TEXHOJIOIMH Y4eTa JOKYMEHTOB B apXUBE.

IIpakTnueckas padora Ne 14

HaumenoBanme: «Odopmienue axkrta mnpuema-mepefadyd JAOKYMEHTOB TIPU  CMEHE
PYKOBOJUTEISI apXUBAY.

eas paGoThl: OCYIIECTBUTH KOHTPOJIb OOYyYEHHUsI, TIPOJIOJDKUTh CHUCTEMATH3aIlMI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHuaia, CHOPMUPOBAHHOCTH YMEHUN 1 HABBHIKOB

MarepuajbHo-TeXHHUYECKOe o0ecnieyeHne: O6manku, [1K, meTonuueckne pekoMeHIaluu

3ananue:

1.13yuute GaHK akTa npueMa-rnepeaadyu T0KyMEHTOB IPU CMEHE PYKOBOJIUTENSI apXUBa.

2. OTmMeThTe HEOOXOIUMBIMU [IBETAMU STYCHKH, B KOTOPHIX HYKHO 3aIACATh:

. HOMEp aKTa — 3€JIEHBIM;

. JlaTa TIpUKa3a — CHHUM,;

. 001I1ast XapaKTEePUCTHUKA COCTOSTHUS JOKYMEHTOB — KEITHIM;
. TIOJITUCH HOBOTO PYKOBOJUTEIS apXUBA — TOTYOBIM.

. 3aMOJIHATE aKT MO CISAYIONIUM YCIOBHSIM:

HaumenoBanue opranuzanuu: OO0 «IIpodwmy, r. Jlenck, nupexrop ®émnopor A.Il., akt Ne 2,
yTBepkaeHHBI 14 Hos0ps 2020 rtoma. Ilpukas o co3gaHUM KOMHCCHU Ui TEepenavd eyl
nepenatomiero [momkuna T./]. npuaumaromemy Konkuny A.B. Ne 58 ot 13.11.2020 roga B cocraBe
npeacenarens (PUO crynenTa), wieHoB kKomuccuu (5 mpou3BosibHBIX DO cTyneHTOB Tpymmbl).

[Ipunsro 25 aen, 2 OLJ, 10 ex.xp.ctpaxoBoro (Gonaa u 3-X omucei B 7 3K3eMILIApaXx.

CocTosiHME TOKYMEHTOB, IMOMEIIEeHUs, 000pyI0BaHUs O€3 3aMedaHu.

W A WN —

IIpakTuyeckasi padora Ne 15

HaumenoBanme: «Cucremaruszanuss W  XpaHEHHE JIOKYMEHTOB TEKYIIEro apXuBa.
dopmupoBaHue CIPABOYHOTO arrmapaTa, 00ecreynBaroniero ObICTPhI MOUCK TOKYMEHTOBY.

Heap padoThbl: OCYHIECTBUTH KOHTPOJbL OOYyYEHHUS, MPOJOJDKUTH CUCTEMATH3AIUIO 3HAHHIA,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHala, cCQOPMUPOBAHHOCTH YMEHUI U HABBIKOB

MarepuajibHO-TeXHUUYeCKoe o0ecnieuenue: 6manku, [1K, meTonuueckue pexkomeHaanuu

3amanmue:

COCTaBHTh CBOJHYIO HOMEHKJIATypy Jnen N- yupexJIeHuss OaHKa Ha MpeICTOSIINMA
KaJeHaapHbli roJ. Henocraromiye pekBU3UThHI J00ABbTE CAaMOCTOSTENBHO.

CJIY/KBA 10KyMEHTAHOHHOI0 00ecneYyeHHsl ypaBJICHUs

o JlokyMeHTBI (3aKOHBI, YKa3bl, TOCTAHOBJIIEHHS, PACHOPSHKEHHUS) BBICIIUX OPraHOB BIACTH
Poccwuiickoit ®eneparuu. Konmuu. Jlo muHoBanust HanoO6HocTH cT. 1 (0);

o [Tonoxenue o cny:x0e AeTOTPOU3BOCTBA U IOMKHOCTHBIE HHCTPYKIIMH paboTHHUKOB. Komuu.
3 r. OlIK ct. 17. ITocne yrBepxaeHus.

e [IpoTOKONBI, CTEHOTpaMMBI 3aceJaHWil coBeTa ydpeauTened, HaOIIOAATEIBHOTO COBETa
0aHKa, TOKYMEHTHI K HUM (3alHCKH, CIIpaBKu u 1p.). [loctosiHHO CT. 5 ().

e HopmaTtuBHBIE U MeTOAMYECKHE TOKYMEHTHI OaHka (MHCTPYKIMH, TOJOXXEHUS, MPABHIIA).
ITocTosHHO cT. 8.

e HopmatuBHbIE U pacnopsauTenbHble AJOKyMeHTHl LleHTpanbHoro Oanka P® (uHCTpYyKIIHH,
MOJIOKEHHUSI, yKa3aHUs, MPUKa3bl U Ap.) Jlo 3aMeHbI HOBBIMHU CT. 9.
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OTAEJI AKTUBHO-ITACCUBHBIX OITIEPAIIUI

e [Tonoxenne 06 ynpasnennn. Konust.3 I'. OIIK CT. 17. Ilocne yrBepxaeHHs.

e [Ipuka3sl u pacnopsokenust Ilpencenarenss mnpasnenust Oanka. Komuum. Jlo MuHOBaHMSA
Ha/I00HOCTH CT.6.

e HopmaTuBHbBIE TOKYMEHTHI (MHCTPYKIHMH, MOJIOKEHUs, nuckMma) LlenTpanbHoro Oanka PO®.
Munduna PO mo BompocaM MNpoBEACHHUS pPAaCUETHO-IEHEKHBIX omnepanuii. Komuu. [lo 3ameHs
HOBBIMHU. CT. 15.

e JIOKyMEHTBI (BBIMMCKHA W3 MITATHOTO PACcIUCaHUs, MPEACTaBICHHS, I'paduK OTIIYCKOB U Jp.)
10 OpraHu3aluu paboThl C KaJpaMH B yrpaBiaeHUH. 1 r. cT. 356.

o JlokyMeHTBl (CHpaBKH, pacueThl, 3aKJIIOYEHMs]) O BO3BpaTe KPEAUTOB, HAXOJALIUXCA B
COCTaBe TOCYIapCTBEHHOTO J10JIra U JoxoAax mo Hum. [locrosiHuo.cT.81.

OTAEJ HEHHBIX BYMATI'

o [Tonoxenue 06 oTnene U JAOKHOCTHbIE MHCTPYKIMK paboTHUKOB. Kormmu. 3 r. OIIK cr. 17.
[Tocne yrBepxaeHusI.

e Pernament pabotsl aeno3utapus. 3r. c¢T. 10. [Tociie 3aMeHbl HOBBIMH.

e HopmaTtuBHbIE JOKYMEHTBHI (IIOJIOKEHUS, WHCTPYKUMH M JAp.) MO JENO3UTapHOU jes-
TeNbHOCTH. J[0 3aMEeHBI HOBBIMHU. CT. 15.

e [Ipukassl u pacnopsokenusi Ilpeacenatens npasnenus O6anka. Komuu. Jlo mMuHOBaHus Ha-
noOHocTu. cT. 19.

o Ciry>xeOHBIC 3aIMCKH 110 HAaNPaBJICHUSAM JiesTenbHoCTH oTaena. S et DIIK cr. 43.

o JInuHble N1ena KIMEeHTOB (JI0rOBOPBI, aHKEThI, KAPTOUYKHU BIIAJIENIbLIEB LIEHHBIX Oymar). 3 T. CT.
262.

e [Tarika omeparMoHHOTO AHS (3aJI0TOBBIE PACIOPSIKEHUS. CAJIbJIOBBIE BEAOMOCTH, KypHAal
omepanroHucTa). 3 T. cT. 396.

Cnpasounvie oanmnvie:

Benymuii skcriept 1o kaapam

3aBenyIoIMil apXUBOM

HauvanbHuk oT/ena akTHBHO-MIACCUBHBIX OTIEpaIlUid

HauanbHuk oTzena neHHbIx Oymar

Cexkpetapb

2.IlucemeHnHo oTBeThTE Ha Bompochl: OmpeneneHne omucd. K KakuM  TOKyMeHTaM
COCTaBJIIETCS OIUCH?

IIpakTuyeckasi padora Ne 16
HaumenoBanue: «CocrapiieHue HHPOPMAIIMOHHOM XapaKTEPUCTUKU JOKYMEHTOB U JIEI.
Heap padoThI: OCYIIECTBUTH KOHTPOJb OOy4Y€HHs, MPOJOJDKUTH CUCTEMATHU3AIMI0 3HAHWU,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHala, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB
MarepuajbHO-TeXHU4YecKoe oOecnedyenue: Onanku, [IK, Metonmyeckue peKOMEHIAINH,
TeTpajlb, pyuKa
CnpaBoynas uHpopmanus:
HNudopmannonHbie XapaKTePUCTUKH IOKYMEHTOB M J1eJI
NubopMalMOHHBIMU XapaKTEPUCTUKAMU KaXXIOTO JeNa, KOTOpbIe pAacIoyiaraloTcsi Ha €ro
00JIOXKKE, SIBIISTFOTCS

. Ha3BaHHE OpPraHU3alluy C YKa3aHWEM BBIIIECTOSIIEr0 BEJOMCTBA (€CIIM OHO €CTh);

. HazBaHWe (QuiIMasa WIW MPEICTABUTENbCTBA (€CIM TPOBOJUTCS OIMHCAHUE UX
JOKYMEHTOB U JIeN);

. Ha3BaHHE CTPYKTYpHOU "acTu (PyHKIHHU, OTPACIIN);

. WHJIEKC JieJia 0 HOMEHKJIATYPE;

. 3aroJI0BOK J€1a U aHHOTAIIH,
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. KpaliHue J1aThl JOKYMEHTOB JI€N1a;

. KOJIMYECTBO JIUCTOB;

. apXUBHBIN MHUP.

Ha3zeanue opeanusayuu SBISETCS B TO XK€ BpeMs M HazBaHueMm ¢onpa. [laercs momHOe
HAaUMEHOBAHHUE YUYPEXKJEHHUS C YKa3aHMEM BEJIOMCTBAa, B CHUCTEMY KOTOPOTO OHO BXOAMT. Eciu
uMeercss O(pUIMANTBHO MPHUHATOE COKpAIIeHHOE HAaWMMEHOBAaHWE, OHO YKa3bIBaeTCs B CKOOKax mocie
[IOJIHOTO HAMMEHOBAHUS YUPEKIACHHUS.

Ecnu Ha3BaHMe opraHu3alvyd MEHSUIOCh WIM IO U3 OJHOTO YUYPEXACHMs IepeaaBalloch B
Jpyroe, To Ha 00JI0’KKE YKa3bIBA€TCs MOCIEAHEE HA3BAHNUE.

Haszeanue cmpykmyphoit yacmu 1oMoraer ObICTPO U MPaBUIIBHO MPOBECTH KJIACCU(UKALINIO
7en BHYTpU apxuBHOTO (oHma. Ecinm yupexneHne He UMENO CTPYKTYPHI, TO YKa3bIBAIOTCS (PYHKIUU
WM OTPACIH JIEATEIBHOCTH 3TOTO YUPEXKICHUS, HAIPUMEP «PYKOBOJCTBOY», «KOHTPOJIb» U T.1.

Hnoekc oena no Homenkiamype ynpoiiaeT CUCTEMATU3AIUIO €]l BHYTPU apXUBHOTO (OHJA,
yKa3bIBasi Ha CTENEHb COXPAHHOCTHU U MOJIHOTHI MaTepUaoB.

3az010680Kk Oena u annomayus OOKYMEHMOE SIBISIETCS BaXXKHEHIIMMU XapaKTepUCTHUKAMU
OMMCaHUS JieNa, KOTOPbI€ PAacKpBIBAIOT COCTAaB M COJEP)KaHHWE JTIOKYMEHTOB, BKJIIOYEHHBIX B JIEJIO.
Huxe MBI moapoOHO paccMOTPUM METOUKY COCTABJICHUS 3TUX MH(POPMAIIMOHHBIX XapaKTEPUCTHUK. a
MOKa YTOYHHM, YTO aHHOTAIUs JOKYMEHTOB — 3TO KpaTKOe M3JI0KEHHE COJAEp)KaHMs TOKYMEHTa, a
TaKKe KpaTKas XapaKTepucTHKa Haubojee LEHHBIX JOKYMEHTOB, COJEp)KaHHEe U OCOOEHHOCTU
KOTOPBIX HE OXBATHIBAIOTCA 3ar0JIOBKOM JIejIa.

Kpaiitnue oamur onpefienstoTcs Mo JaTaM 3aBEACHHUS U OKOHYAHUS JIeJia B JIEJIONPOU3BOJICTBE.
Crnenyer y4uThIBaTH, YTO JieJla MOTYT HAYMHATHCSA WM 3aKAaHUYMBATHCS JOKYMEHTAMH BXOJISIIHMH,
WCXOJAIIUMH WJIM BHYTPEHHMMH. Ha KaXJoM JOKyMEeHTE, Kak NMpaBWIO, ObIBaeT HECKOJHKO JarT:
COCTaBJICHUS, MOAMMUCAHNS, UCXOSIIEN WIH BXOISIIEH PErUCTpaluH.

B kauecTBe KpaltHUX JaT A1 JOKYMEHTOB, BXOJSIINUX MPUHATHI 1aThl BXOAAIIEH perucTpalum,
JUIS UCXOJAIIUX, KaK MPaBUiIo, JaThl UCXOIAIIEH perucTpanuu, BHyTPEHHUX - AaThl COCTABIICHUS WM
MOANUCAHUS JOKYMEHTOB.

Oco0oe BHUMaHUE cleayeT oOpaTUTh Ha JATUPOBKY JEKPETOB U 3aKOHOB, IJIAHOB U OTYETOB,
KHUT ¥ KOTIHI JJOKYMEHTOB:

Jlis 3aKOHOB, YKa30B, IIOCTaHOBJICHHWH, MNPUKA30B KpaWHUMHU JaTaMu SBJSIOTCS JAaThl
MOANUCAHUS WM YTBEpKIeHHs. Eciaum oHM He HaTUpOBaHbI, TO Jara ONPENeNseTcsi MOMEHTOM
OMyOJMKOBaHUS WM BCTYIUICHUS JOKYMEHTA B CHITY (pEerucTpalun).

Jlyig 1aHOB, OTYETOB, CMET KPaWHUMU JaTaMU SIBJISIOTCS 1aThl, HA KOTOPbIE WM 32 KOTOpBIE
OHH COCTaBJICHBI, a HE JaThl COCTABIICHUS UJIHU MOJANUCcaHus. Takue IaThl TOCTATOYHO YKa3aThb TOJBKO
B 3aroJIOBKE, HE YKa3bIBas KpailHUX Jar.

J1yis KHUT (KaCCOBBIX, y4eTa, pErucTpallii) KpalHUue AaThl OMPEIENISIOTCS IEPBOI U MOCIIeTHEH
3aMHUCAMH.

Jlyisg Ko IOKYMEHTOB KpaWHUMH JaTaMu SBISAIOTCS JaThl UX W3TOTOBIEHHS, a HE JaThl
OpUTHHAJIOB.

Ha npaktuke BcTpedaroTcs ciydyau, KOTJa JIeio ObUJIO HA4aTo B OJHOM YUPEXKICHHH, a 3aTeM
nepeAano B Apyroe. B aTux ciayyasx yka3pIBatOTCs 3 NaThl:

1. JlaTa 3aBEICHUS B IEPBOM YUPEXKICHUMY;
2. JlaTa MOCTYIUIEHHUS B IPYrO€ yUpekICHUE;
3. JlaTa OKOHYAHHUS JIEJIa BO BTOPOM YUPEKICHUH.

[TepBBIe 1BE 1ATHI B TAKHUX CITydasx 0003HAYAIOTCS B BUJIE IPOOH.

Konuuecmeo nucmos npocTaBisieTcs ¢ IEIbI0 COXPAHHOCTH JOKYMEHTOB JIeNa.

OOBIYHO JUCTHI B Je€Jl€ HYMEPYIOTCS B TIPaBOM BEPXHEM YIJIy MPOCTBIM T'papHUTHBIM
Kapanaamom wm HymeparopoM. (1) HamomuuM, 4to neno nomkHO conepikath He Oonee 250 mucToB,
IIPU TOJIIIMHE HE OoJiee 4 cM.

Crneun¢uky B HyMepalul UMEIOT Pa3IHYHbIe BUABI JOKYMEHTOB H JEI:
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JIucThl 1iei, COCTOAIMX U3 HECKOJIbKHMX TOMOB WM YacTel, HyMEPYIOTCS 10 KaXJIOMy TOMY
WIA TI0 Kaxa0#i yactu otaenbHo. Dotorpaduu, yepTexu, AUArpaMMbl U JAPYrue WUTIOCTPATHBHBIC
JTOKYMEHTBI, TIPECTABIISAIONINE CAMOCTOSTENILHBIN JTUCT B Jelie, HyMEPYIOTCs Ha 000POTHOM CTOpOHE
Ha BEPXHEM II0JI€ JIUCTA.

Crnoxennplii_yuct (Qpopmara A3, A2) pa3BopauMBaeTcs M HyMepyeTcs B MpPaBOH YacCTH
BepxHero moiist Jucta. Ilpu sToM snmet moboro gopmara, MOMMIUTHINA 32 OAUH Kpal, HyMepyeTcs Kak
OJIMH JIUCT; JIUCT, CJIOKEHHBIM M MOJIIMTHIN 32 CEpeuHYy, NOAJISKUT MEPEIINBKE U HyMEpYyeTcsl Kak
OJIVH JIUCT.

JIMCT ¢ HarJlyXo HaKJIEEHHBIMU JJOKyMeHTaMu (¢ororpadusiMu, BbIpE3KaMH, BHITUCKAMU U T.I1.)
HyMepyeTcs Kak OJuH JMCT. Eciau K JOKyMEHTY NOJKIEEHbl OJHUM KpaeM Jpyrue JOKYMEHTbI
(BCTaBKHU TEKCTa, IEPEBOABI, BBIPE3KU U T.I1.), TO KAX/IbIF TOKYMEHT HyMEPYETCS OTIEIbHO.

[ToamuTeie B 16710 KOHBEPTHI C BJOKEHUSMU HYMEPYIOTCS; IPU 3TOM BHaYaje HyMepyeTcs caM
KOHBEPT, a 3aT€M OYEpEeTHBIM HOMEPOM KaXJI0€ BJIO)KEHHE B KOHBEPTE.

[loamuTeie B 1110 JOKYMEHTBHI C COOCTBEHHOW HyMepalueil JINCTOB (BKJIIOYas IEYaTHbIE
W3/1aHUs1) MOTYT HYMEpPOBAaThCS B OOIIEM MOPSIKE WIM COXPAHATH COOCTBEHHYIO HyMEpaluio, €clu
OHa COOTBETCTBYET MOPSJIKY PACIOJIOKEHHUS JTUCTOB B JEI€.

B cnyuasix oOHapyxeHus O0JIbLIOro Yyuciaa OUIMOO0K B HyMEpAllUK JIUCTOB Jieja MPOBOJUTCS UX
nepenymepanusa. B TakoMm ciydae crapble HOMeEpa 3a4epKHUBAIOTCS, U PSJIOM CTaBUTCS HOBBIM HOMEp
nucTa. B KOHIlE fena cocTaBiisieTCsi HOBBIM JIMCT-3aBEpUTENb, IIPU 3TOM CTapblil JUCT-3aBEPUTEIH
3a4epKUBAETCS, HO COXPaHSAETCS B JAeII€.

[Ipn HaIMYMK OTIENBHBIX OMIMOOK B HyMEpaIiH JIUCTOB B JeJIaX MPH MOJrOTOBKE UX apXUBOM
OpraHM3alMi K I[epelaye Ha TOCYIJapCTBEHHOE XpaHEHHE [OMYCKAeTCs IO COIVIACOBAHUIO C
rocy/lapCTBEHHBIM apXHUBOM YIOTPEOIEHUE TUTEPHBIX HOMEPOB JIUCTOB.

Otu TpeOOBaHUS COXpAaHEHbl B HOBBIX [Ipasunax opeanuzayuu XpaHeuus, KOMNJIEKMOBAHUS,
Yuéma u UCnonb308aHus 00KyMeHmos Apxusnozo gponoa Poccuiickoti @edepayuu u Opyeux apxusHvix
ooxkymenmos 6 OI'B, OMCY u opeanuzayusx.

Apxuenwlit wiughp — 310 yCIOBHOE 0003HAUECHHE MECTa XpaHEHHUS JeJia;: Ha3BaHUe apXxuBa, No
dhonma, Ne ortucu, Ne niena o onucH.

3aganue:

Ha oOnoxke pena chenaidiTe 3aMeTKH C MOJACKa3kaMU 00 OCOOCHHOCTSIX 3allOJHEHHUS
MH(OPMALIMOHHBIX XapaKTePUCTHKAX JIea.

[Ipumep 3ameTku:
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Hymepauusa cTpaHuL, BbINOAHAETCA TONbKO
NPOCTbIM KapaHAALLIOM MW HYMEPATOPOM

KOW

Kon opranmuszariuu

®D. Ne
Om. Ne
JI. Ne
(HamMeHoBaHME apXHBHOTO YIPEIKICHHS)
(HaumeHoBaHMe OpraHHM3alMK U CTPYKTYPHOTO TIOAPA3IEIICHHUS)
JAEJIO Ne TOM Ne
(3aromoBok aena)
(Kpaitnue nater)
Ha JIMCcTax
XpaHuTh
@. Ne
Om. Neo
JI. Ne

IIpakTnueckas padora Ne 17

HaumenoBanmue: «CocTaBiieHue CIIPaBOYHOTO amlmapaTa K OIHUCH.

Heap padoThi: OCYIIECTBUTH KOHTPOJHh OOYyUEHHs, MPOJOJDKUTH CUCTEMATH3AIUI0 3HAHHM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHala, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHU4YeCKoe o0ecnieuenue: 6manku, [1K, MmeTonudeckue pekomeHaanuu

3ananmue:

CopaBouHBIM anmapaT K ONHNCU BBINOJIHAET JBe (YHKIUU: YCKOpSET IMOUCK CBeJeHUH IO
CcOOCTBEHHOU OMUCH; ITPeJOCTaBIIAET TONOTHUTEIbHYI0 HHbOpMAIHo 0 oHIe.

CocTaBbTe MPUMEPHBI CIIPABOYHBIN ammapaT K OMUCH apXUBHBIX JOKYMEHTOB TEXHHKyMA.
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IIpakTuyeckas padora Ne 18
HaumenoBanue: «Pa6orta c [OCT 7.51-98. CoctaBuTh KaTaaokHYIO KAPTOUKY».
Leas padoThI: OCYIIECTBUTH KOHTPOJIb OOYUEHUS, MPOJOJDKHTH CHCTEMATHU3ALMIO 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHHS MaTepHalia, COPMUPOBAHHOCTH YMEHUN U HABBIKOB
MarepuajbHO-TeXHHUYeCKOe obecnieyenue: omanky, [1K, meroanyeckne pekoMeHaanum
3aganue:
1. CocTaBbTe KaTaJIOKHYIO KapTOUKY 110 00pa3ity, coOmroaas TpeOoBaHus K 0(OPMIICHHIO.

Husen, Jlappn.

Ockostox nmiiepum: |C6opuuk] / Jdappn Husen; [Ilep. ¢ anri,
C. Muposnobos s ap.; Xynox. A. Kyramos|. — CI16.: Cesepo-
3aman, 1994. — 637,12] c.: wi.; 22 oM.

Conepxk.: Tomapok ¢ 3esun: PoMmaH; Pacekasnl: Ber wHoxomna;
Jennadan; Cuuuna B pyke; Boak n mManmHe ppemedu; Omeprs B
Kamepe; Besymuag rouna; TaltHa CrexIgHHOro KuHRwia; HellrporHas
3Be3j1a; OCKOJIOK HMIIEPHH, 1 JIp.

ISBN 5-8352-0352-7 (B nep.): B. 1., 20000 sk3.

— — |. HaywHo-(haHTaCTHUCCKUC POMAHBI M PACCKasbl (X.JL.).

Ne 317 YAK 820(73)-31HuscH
55 Ne 23 Ne 67 [94-31074] m oh BBK 84(7CIIA)
© Poc.kH.atara 11.01.95 H601

Uan-po « KHIKHAA naTaTas

O

IIpakTuyeckasi padora Ne 19

HaunmeHnoBanme: «BrImoHeHNE HHIACKCHPOBAHUS KaTAJIOKHBIX KAPTOUCKY.

Ieans paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHsI, MPOJODKUTh CHCTEMATHU3AIUI0 3HAHUMH,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, CHOOPMUPOBAHHOCTH YMEHUHN 1 HABBHIKOB

MarepuajibHO-TeXHHUYECKOe o0ecnieyeHue: O6manku, [1K, MmeTonuueckne peKOMEeHIaluK

IMocse orGopa W onmmMcaHusi JOKYMEHTHOW HMH(OPMAIMU HA KATAJOKHBIX KApPTOYKAaX
MOZKHO MPUCTYNATh K HX HHAEKCHPOBAHHUIO.

CnpaBo4HbIi MaTepuaJl.

HNHnekcupoBaHre — 3TO TMPOIECC BBIOOpA WM COCTABJICHHS HMHJICKCOB IO CXEME M HX
MPOCTaBJICHUE Ha KATAJIOKHBIX KapTOUKaX.

Nunexc — 310 ycnoBHOE 0003HAUEHUE, DTIEMEHT SI3bIKa, OYKB, (P U YCIOBHBIX 3HAKOB.

Opno ycinoBHOe 00O3HAUYE€HHWE WM UX COBOKYIMHOCTh INPUCBAWBAIOTCA COOTBETCTBYIOIIUM
KIACCU(UKAIIMOHHBIM ~ JICIEHUSIM  CXEeMbl  KJIacCH(PHUKAIMU  JOKYMEHTHOW wuHpopManuu U
MIPOCTABJISAIOTCS HA KAaTAJIOAKHBIX KAPTOUKAX.

Hasnauenme wuHIekca - mepenaTh cojep)kaHue HHGPOpMaIMU, KOTopas 3adUKCHpOBaHA B
JOKYMEHTaX, 3aKpenuTh MECTO NENCHHN B KIacCU(PUKAIIMOHHON CXeMe U OTPa3uTh CBSI3U MEXKIY
STUMH JCIICHUSIMH.

Cucrema HHJIEKCOB — 3TO CHUCTEMa IIOCTPOEHUS HWHIEKCOB C YYETOM METOJUKH,
ONpEeNIETICHHBIX MPaBUJi, APYTUMHU CIOBAaMU, 3TO MEPEBOJ C €CTECTBEHHOTO SI3bIKA HAa MCKYCCTBEHHBIN
SI3BIK OYKB, CHMBOJIOB, TIPABUIL.

CucTeMBbl HHIEKCOB OBIBAIOT HECKOJIbKHX BUIOB:

e OYKBEHHEIE;

e 1(POBEIE;
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e cMenIaHHble (KOMOMHHPOBAHHBIE).

[udpoBbie HHACKCH B CBOIO OUYEPEIh TIOIPA3ACTISIOTCS:

® Ha HyMEpaLMOHHBIE;

® CEpUUHBIC;

® JICCSTUYHBIC.

Hymeparmonnasi cucteMa MHIEKCOB — 3TO MPOCTON psix umcen oT 0 10 OECKOHEYHOCTH, T.C.
MopsiIKOBasi (BaJIOBasi) MHAEKCAIUs, MPUMEHsIeMas MPU HAJIMYUU TOJIBKO OJIHOTO YPOBHS JIEJICHUH B
cXeMme.

Hamnpumep

1 AGa3uHcKui

2 Abxazckuit

3 ABapckuit

4 Acrpanuiickue s3biku. [lamyacckue. TacmaHuiickue.

[Ipu cepuiiHoit cucTeMe MHIEKCOB IS ICJICHUS B CXEME OTBOJMUTCS OMPEICICHHBIN psix udp:
ot 0 10 99, ot 100 10 999 U T.

Hanpumep, nonpasnen X9 85/89 «llenarornueckre HayKu» Aajee 1eTalu3upOBaH:

X9 86 «O0Omas negaroruka U JUJaKTHKAY,;

X9 87 «llIxonpHas megaroruka;

X9 88 «BHemkoapHas TIeIaroruka;

X9 89 «/leexTosorus.

Jecarnunasi cucreMa MHACKCOB MO3BOJISET OTBOAUTH YISl MOHATUM psAn AeneHuid ot 0 go 9.
[TepBas nudpa ykaspiBaeT ypoBeHb AeNeHUN (Kacc, pa3fen, TeMy), BTOpasl - CICAYIONIUH YPOBEHBb
JNEJIEHUN U T. 1.

Hanpumep, B momotaene P «CenbCckoe, J€CHOE W BOJHOE XO3SIMCTBO» pa3leiibl HUMEIOT
naaekcel PO, PI, P2 u tak nanee no P9.

Heo6xomumMo yuuThIBaTh Cleayroniue TpeOoBaHMs MPU BIOOPE CHCTEMbI HHIEKCOB:

1) cucrema nowkHa ObITH yAOOHON B MPUMEHEHHWH, XOPOUIO BbIPaXKaTh B3aMMOOTHOIICHUS,
JIETKO 3allOMUHATHCS, T.€. I0JKHA ObITh MHEMOHHYHOI;

2) UHACKCHI JOJDKHBI BBI3bIBAaTh ACCOLMAIUIO OJM30CTH WM yJaleHHs O003HAYeHHBIX
MIpPEeIMETOB OT OCHOBHBIX KIACCU(UKAIMOHHBIX TMOHATUNH U Hauboyiee COKpPALEHHBIM CIIOCOOOM
YKa3bIBaTh HAa CTETIEHb MOJYMHEHHS U COTIOJUUHEHUS;

3) WMHAEKCH JNOJDKHBI OBbITh MAaKCHUMAaJIbHO KpPAaTKUMH, T. €. NPU HAaWMEHBIIEM KOJIUYECTBE
0003HaYeHNH NaBaTh HAMOOJILIIUNA OOBEM CBEIICHUI.

6.Cucremaru3anus KapToueKk U BeJCHHE KaTajaora

3auHIEKCUPOBAHHBIE KAPTOUYKH HEOOXOAMMO CHCTEMAaTU3UPOBATh ISl BKIIOUEHHUS B KaTajor.

CucremaTtuzanus KapTOYeK MPOBOJUTCS B COOTBETCTBHMM C MHAEGKCAMU B TOPSIKE
pacnofnioxxeHusi OykB u uudp, Hapumep:

I'0 Cyn. IIpokypatypa.

IT Oxpana o01IeCTBEHHOTO MOPSAAKA M B3aUMOOTHOIIEHUH MEXKy YJeHaMH O0IIecTBa.

IT 20 [TacnopTtHas cucrema.

I1 25 IloxapHast oxpaHa.

I125 (01.31) Peopranusarust mo>kapHOi OXpaHBbI.

B rpynne kapToudek ¢ 0JIMHaKOBBIMU MHAEKCAMHU JalIbHEHIIasi CHCTEMAaTU3alHsl IPOBOIUTCS IO
pyOpukam u moApyOpuKaMm, yKa3aHHBIM Ha KapTodkaxX. PacronokeHne caMux KapToyeK yKe Ha
ypOBHE TIOJIPYOPUK MPOU3BOIUTCS IO JTOTUYECKOMY MIPUHIIUITY — OT BBICHIETO K HU3IIEMY, OT O0IIIEro
K dYacTHOMy. Hampumep, rpynmbel KapTouek, oOpa3oBaHHbIE MO TreorpadguueckoMy MpU3HAKY,
pacmoniaraloTcsi Mo ykKa3aHHOMY TMPUHIIMITY, a paBHO3HAYHbIE — MO andaBUTy Teorpaduueckux
HauMEHOBaHMH. ['pynmbl kapTodyek, 0Opa3oBaHHBIC M0 XPOHOJIOTUYECKOMY MPHU3HAKY, PACIIONAraloTCs
IO J1aTe COOBITUH U Jajiee Mo JaTaM JOKYMEHTOB.
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J171s1 B3aMMOCBSI3H KaK OTJCJbHBIX JCIEHUN CUCTEMAaTHUYEeCKOT0 KaTajaora, Tak U BCEro Karajaora
C apXUMBHBIMHM CIPABOYHUKAMH HCHOJB3YIOT OTCHUIOYHBIE KApTOYKU. B OTCBHUIOYHBIX KapToukax
rpader «MHneke», «Pyopukay u «lloapyOpukay 3amoJIHAIOTCS B OOBIYHOM IMOpSIKe, a B Tpade
«Copnepxxanuey» Tmocie WH(GOpPMAMKA U3 JOKYMEHTOB YKa3bIBAIOTCS: «CM. TaKXkKe» M HHJICKC
COOTBETCTBYIOIIETO JCJICHUsI KaTajore WIK B IPYrOM apXMBHOM CIIPABOYHUKE.

3aganue:

CTpyKTypuUpyiTe CHpaBOYHYI0 HH(GOpPMAIMIO B BHUAE TAaONHIBI ¢ TpuUMepamMu o(QopmIieHUs
WHJIEKCOB.

IIpakTuyeckas pagora Ne 20

HaumenoBanmue: «IIpoBeneHue aHanusa ClpaBOYHOIO anmapaTa K IMyTeBOJAUTEIION.

[eas paGoThI: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, TPOJODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHUS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajbHO-TexHH4YecKoe o0ecnieueHue: 6manky, [1K, meTonuueckue pexkomenaanuu

3aganue:

Ipoiiaure mo ccbuike https://quides.rusarchives.ru/guides/3/9/fondy-garf-po-istorii-rossii-xix-
nachala-xx-v-putevoditel-tom-1-1994, npoananu3upyiiTe CcoJaep)KaHHE CIPABOYHOIO  arapara
nepporo toma nyreBojgutens @Donnael 'ocymapcrBenHoro apxmBa Poccuiickont ®denepanum 1o
ucropun Poccun XIX — navama XX B., 1994 r., onummre €ro CTpyKTypy U KpaTKO€ COJIEp:KaHUE
pa3zenos.

IMpakTuyeckas padora Ne 21

HaunmenoBanme: «OCBOCHHE MPHUEMOB 10 COCTABJIICHHIO HOMEHKIIATYPHI 1T,

eas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajbHO-TeXHHYEeCKOe oOecneuenue: Omanku, [IK, Mmeromuyeckne peKOMEHIAIWH,
TeTpajlb, pyuka
3ananmue:

1. ChopmynmupyiiTe W 3alUIIATE STalbl COCTABJICHHS HOMEHKIATyphl jaen. Krto wu3
COTPYIHHKOB SIBJIIETCS OTBETCTBEHHBIM 3a €€ cocrapiieHHe. OnumuTe AEHCTBUS COTPYIHHKOB Ha
Ka)KJIOM 3Tare.

2. [TuceMeHHO OTBETHTE HAa BOIPOCHI:

1. Uto Takoe HOMEHKJIaTypa aei?

2. Kakue 10KyMEHThI HE BKJIIOYAIOTCSI B HOMEHKIIATYPY J1e7?

3. KeMm yTBepik1aeTcsi HOMEHKIIaTypa Jien’?

IIpakTnyeckas padora Ne 22

HaumenoBanue: «OcBoeHue mpueMOB 1O OG(OpPMIEHHIO Jel Uil CAadyd B apXuB
HIPEIIPUATHS.

Leab padoThI: OCYIIECTBUTh KOHTPOJIb OOY4EHUs, HPOJOJDKUTH CUCTEMATU3ALUI0 3HAHU,
BBISIBUTH YPOBEHb YCBOCHMS MaTepuaia, cOpMUPOBAHHOCTH YMEHHUH U HABBIKOB

MarepuajbHO-TeXHHYecKkoe obecnieyenne: 6nanku, [1K, meToquueckue pekoMeHaauu

CnpaBo4HbIii MaTepua:

@®opMHpOBaHUEM JIeJl Ha3bIBAeTCs TIPYNIUPOBKA JOKYMEHTOB B JieJla B COOTBETCTBUH C
HOMEHKJIATYPOH.

Kaxnoe crpykrypHOe mojpasneneHue (GOpMHUPYET MCIOJHEHHbIE JTOKYMEHTHI B Jejia IIo
npo(UITI0 CBOETO OT/ENA.

PaboTa no popMHUPOBaHUIO J1eJI COCTOUT U3 CIEAYIOIIUX OTEepalmii:

- pacrpeieNieHue UCIIOTHEHHBIX TOKYMEHTOB 10 JIeJlaM B COOTBETCTBUM C HOMEHKJIATYpOl JIed;
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- pacloJIoKEeHUE JOKYMEHTOB BHYTPH Ji€jia B ONIPEIEIIEHHON NI0CIIE10BaTEIbHOCTH;

- ohopmIieHUE OOJIOKKH JIena.

Jena ¢popMHpYIOTCS ¢ Havana roja.

Ha xaxnoe Ha3BaHHOE B HOMEHKJIATYpPE JIEJI0 3aBOJUTCS HarKa-CKOPOCIIUBATeNb 100 marnka-
perucrparop.

Ha o0noxke jgena B BEpXHEW 4YacTH YKa3bIBaeTCsl Ha3BaHUE OpraHW3alldd, Ha3BaHHE
BBIIIECTOSIIECH OPraHU3alluy U CTPYKTYPHOTO TIOIpa3/ICIICHHS.

B cepennue 0070KKH yKa3bIBaeTCs MHACKC Jiena 1mo HoMmeHkiarype. Hampumep: Jlemo Ne 01-
91. Unnekc nena siBASETCS apecoM XpaHEHHUsI Jieia. 3aTeM MEPEHOCUTCS 3ar0JIOBOK.

JlaTa nena moka3bIBaeT, 3a KaKOW Mepuoj BpEMEHH B JIeJI€ CIPYIIUPOBaHbI IOKYMEHThI. BHU3Y
00JIOKKH YKa3bIBACTCSI CPOK XPAHCHHSI.

CBeneHusi, BBIHECEHHbIE Ha OOJIOXKKY Jiela B Hadajie JEJIOMPOU3BOACTBEHHOTO T0J/ia, MOTYT
JOTIONHATHCST U YTOUHSTHCSA. Hampumep, ecnu copMHpoOBaIoch HECKOJIBKO TOMOB Jieia, PSAOM C
WHJIEKCOM JIefa JIOJDKeH ObITh mpocTaBieH Homep Toma: «Tom 1», «Tom 2» u T. n. [lpumepHsIit Buj
00JI05KKH JieNia IpUBEJIeH B ripumepe 2.6.3.

B nmanwpHeilimeM GopMupoBaHUE ST COCTOUT U3 pacHpeesieHus U TPYNIUPOBKU JOKYMEHTOB
[0 JejiaM, pacHoJIO’)KEHUs JAOKYMEHTOB BHYTPU Jiel B OIpPEAEICHHOW IMOCIIEOBATEIbHOCTH U JI0
odopmiteHHsT 00JIOKKH TT0 OKOHYAHWU KaJIGHAPHOTO Troja (CleayeT MPOCTaBUTh KOJMYECTBO JIMCTOB
JieJia U YTOYHHUTh KpaitHUE AaThl TOMOB).

[Ipu popmupoBanum aea HEOOX0AUMO COOIOIATH CIENYIOIINE TPeOOBaHUS.

1. B nena rpynmupyroTCs JOKYMEHTHI OJIHOTO KaJCHJAPHOTO TOJa, 3a HCKIIOUYEHHUEM
MEePEXOAIINX JIeN, JOKYMEHTOB y4eOHBIX 3aBelCHHM, (HOPMUPYIONIUXCS B Jena 3a y4eOHBIH Tof,
JIUYHBIX, CyJICOHBIX U PYTHUX JIEI.

2. JIoKyMEHTbl TOCTOSHHOTO M BPEMEHHOTO CpPOKOB XpaHEHHUs TPYNIHUPYIOTCS B Jelna
pa3nenbHo, 4TOObI HE YCIOKHATH OTOOp JOKYMEHTOB Ha JallbHENIIIee XpaHEeHHE.

3. B gemo BkiIoyaeTcss OAMH TOJUIMHHBIN AK3EMIUISIP HCIHOJHEHHOTO JOKYMEHTa WU
3aBepeHHas konus. He nomyckaeTcsi BKJIIOYEHHE B JI€I0 YEPHOBUKOB, MPOEKTOB, PAa3MHOKEHHBIX
KOIMUH, JOKYMEHTOB, MOJJIEKAIlUX BO3Bpary. VCkitoueHHe COCTaBISIOT KOMUHU, KOTOPHIE HMEIOT
PE30ITIOINH, TOMETKH, SBIISIOIINECS JOMOJHEHUEM K OCHOBHOMY TOKYMEHTY.

4. Kaxaplii TOKYMEHT, TOMELIEHHBIH B JI€JI0, NOJDKEH OBIThb OQOPMIIEH B COOTBETCTBUHU C
TpeboBaHUsAMHU OCHOBHBIX mosioxkeHuid ['CJIOY u rocygapcTBeHHBIX CTaHIApPTOB. [ pymmupoBKy
JOKYMEHTOB B JieJla OCYLIECTBIISIIOT B COOTBETCTBUU C «OTMETKON 00 HCHOJHEHUHM IOKYMEHTa U
HaIpPaBJICHUU €r0 B J1eJI0» (PEKBU3UT 28).

5. HenmoodopmiieHHble WIM HENPaBUIBLHO OQOPMIICEHHBIE JOKYMEHTHl BO3BpAalllaloT
UCIIOJIHUTENSAM Ha AOPaOOTKY.

6. He momyckaercst pa3o0ilieHre B Jielax 3ampocoB U OTBETOB, MOAIIUBKA COMPOBOIUTEIbHBIX
nuceM 6e3 MPUIIOKEHHI Uil 0e3 0OTMETOK 00 X MECTOHAXOKICHHH.

[lepenucka rpynnupyeTcs B 1€J0 TaKUM 00pa3oM, 4TOObI JOKYMEHT-OTBET OMEIIANICS CIeI0M
3a TOKyMEHTOM-3aIIPOCOM.

7. deno nomkHO conepxaTh He 6osee 250 muctoB. OrpaHUYeHU M0 MUHUMAILHOMY 00bEMY
He cymectByeT. [Ipu OonbiioM o0beMe TOKYMEHTOB, OTHOCALIUXCA K OJHOMY JIENy, MPOBOJST
JieNieHue JOKYMEHTOB Ha TOMa, 4acTU. Eclu Jeno COCTOUT M3 HECKOJbKUX YacTel WM TOMOB, TO
COCTaBIIsI€TCSl OOILIUI 3aroJIOBOK Jefia U MPH HEOOXOJAMMOCTH B 3ar0JOBKH TOMOB MOTYT BHOCHTHCS
YTOUYHEHUS.

8. HeOonbliue mpuioXKeHUs MOMAIIMBAIOT BMECTE C TEMH JOKYMEHTaMH, K KOTOPHIM OHU
oTHOCsATCS. [IpunoxeHust GonbIIMX 00BEMOB Iieeco00pa3HO TPYNNUPOBATH B OTAEIbHBIE TOMA.
Hanpumep, TOKyMEHTHI KOJUIETHI TPYNIUPYIOTCS B JABa Jelia: MPOTOKOJIBl M PELICHUS KOJUIETHH;
JOKYMEHTBI K 3aCeIaHusIM KOJUIeruu (oBecTKa JTHS, JOKJIAbl, CIIPABKH, 3aKIIOYCHUS | T. 11.).

9. Pa3memieHne JOKYMEHTOB BHYTPM JI€l  TIPOU3ZBOJUTCS B XPOHOJIOTUYECKOM
nocienoBarenbHocTU. Ilepenucka rpynnupyercss 3a MEpPUOJ KaJICHAApHOTO TroJa B XPOHOJIOTHHU
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(3ampoc — otBeT). JIOKyMEHThI MOTYT pa3MeniaTbCsi U B al(paBUTHOW IOCIIEIOBATEIIEHOCTH.
Hanpumep: npeioxeHus, xanoobl, 3asBICHUSL.

3aganme Ne 1.

Odopmure 00I0XKKY Aena yis MPUKA30B 10 OCHOBHOM JAEATEIILHOCTH C yKa3aHUEM CpOKa
XpaHEHUS:

I[TAO «Mup», demno Ne 01-08, Tom Ne 2

20 uronst —29 nexadps 2020 r. Ha 190 1. Cpox xpanenust? ner.

3aganue Ne 2.

Odopmure 00MOKKY Jgena A OpPraHU3AIMOHHON JOKYMEHTAllMM C YyKa3aHHWEM CpOKa
XpaHEHUSI:

MAO «Jlya» Ciyx06a JOKYMEHTAIMOHHOTO 00ECTICYeHHS YIIPaBICHUS

Hemno Ne 01-92 2019r. Ha 200 1.  Cpox xpaHeHus? Jjer.

3aganue Ne 3.

[TuceMeHHO OTBETHTE HA BOIIPOCHI:

1. KakoB MakcuMaibpHbIi 006eM nena?

2. Korpga neno cunrtaercst 3aBeJ€HHBIM ?

3. Kak cucrematu3upyroTcs emna mo nepemnucke?

4. B uem 3akioyaetcs andaBUTHBIN IPUHLIMI TPH POPMUPOBAHUH TIOKYMEHTOB B €07

IMpakTnyeckas padora Ne 23
HaunmenoBanue: «OCBOCHHE MPHUEMOB MOPSAKA BBIIAYN JE]T U3 XPAHUITUIID.
eas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHS, MPOJODKUTH CHUCTEMATH3aIlMI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHuaia, CHOPMUPOBAHHOCTH YMEHUN 1 HABBHIKOB
MarepuajbHO-TeXHHUYECKOe o0ecnieyeHne: O6manku, [1K, MmeTonuueckne pekoMeHIaluu
CnpaBo4HbIil MaTepuaJ:
Jlena BbIAalOTCA U3 XPaHUJIHILL

° JUTSI ICTIOJIb30BaHUsI paOOTHUKAMU OpraHU3aIINH;

° JUISl WCTIOJIb30BaHUSl TpaKJaHAMW B YHWTAJIBHOM 3alie IS HAay4YHBIX W HWHBIX
HCCIICIOBAHNM;

° BO BPEMEHHOE T0JIb30BAHUE JJIs IPYTHX OpPTaHU3aIUi;

° JUTS TIPOBEJICHUS apXUBHBIX Pa0OT C JOKYMEHTAMH;

° JUTSI TIPOBEICHHS CTPAXOBOTO KOTIMPOBAHMS U CIEIUATIBLHON 00pabOTKH TOKYMEHTOB C

OCJIbIO YIIYYIOCHUA (bHSI/I‘leCKOFO COCTOSIHUA JOKYMCHTOB.
[[ena BBIJAIOTCA BO BPEMCHHOC IIOJIB30BAHUE U3 XpaHUJIMII] Ha CPOK, HE HpeBI)IHIaIOHIHI;'IZ

v 1 MCECAL AJIA UCIIOJIb30BaHUA pa6OTHI/IKaMI/I OpraHu3aluu,

v 1 MEeCA 1A UCITOJIb30BAHUA JOKYMCHTOB B YU TAJIbHOM 3aJIC;

v 3 MECiala BO BpEMEHHOC ITOJIb30BAHUC IS APYTUX opraHnsauHﬁ;
v 6 MCCALCB UIA OKCIIOHUPOBAHUS TOKYMCHTOB.

OpraHaMm cyaa M HOpPOKypaTypbl Jejla BbLAAIOTCSA 10 IPEKpalleHUs Jefla WM BbIHECEHHs
CyZeOHOTO peleHHUS.

[IpoieHne ycTaHOBIIEHHBIX CPOKOB BBIAYU JIOKYMEHTOB BO BPEMEHHOE I0JIb30BAHUE, B TOM
qucie opraHaM Cy/a U MpOKypaTyphl, a TAKxKe JUIsl SKCIOHUPOBAHUS JIOIYCKAETCsl B 0COOBIX CIydasX C
paspellieHns PYKOBOJAUTENSI OpraHU3alMil IO NHCbMEHHOMY IOIATBEPKICHHUIO I0JIb30BATEN O
COXPAaHHOCTH JIOKyMEHTOB.

Brinaua gen u3 xpanunuiia opopmiseTcs ciaelyomuMu T0KyMEeHTaMuU:

> 3aka3aMM (TpeOOBaHMAMHM) Ha BbIAYy Je1 B YMTAIbHBIM 3al W COTPYAHHUKAM
OpraHu3aIuy;
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Hazpasue apXMEa

S4AFAS (TPEBEOBRAHME)

PyROBCOMTENn apXMEa
H (zaE. UMTAMLHEM IAJCH)

COCTABISHMA) Noomics

7 OCKVHMEHTCE

Pacmipoera
IoOMLCH

Tara

(Dargames M MEMIMAME MCCIeOCEaTeNd; pafoTHMEA CTRVETYVPHODO
NoOpasoeaesHma)

(TeMa MCCIeOCBEaHMA)

Poms | Omres | Ex xp. M| Szromeecs: Pacrmesz Pacmuera coTprmona
N N 23 xp. MORE3CSETRTE B THTETEHOID 33TAE
TECUTY SR e

1 2 3 4 3 6

fopMa =aKasa H
(JMueEaR CTOpCOHA)

UIOONMCE MCOONeOCEaTeNR

fopMa 3aKa3a Ha BuOAYy O8I
(cBopoTHan cTopoHa)

> aKTaMu O BbIJIaue JieJl BO BpEMEHHOE MO0JIb30BaHUE IPYTUM OpraHU3aIusM, B TOM YHCIIe
opraHam cyjia ¥ IpoKypaTypbl, WIH JUIsl SKCIIOHUPOBAHUS TOKYMEHTOB,;
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TRAAARNIE GIHTE]

RFARIIG]. BEIRRIER TETE.
T REPHYTE ISR 3 RRISOL  SPTRMMIALNST L
= Smd SE STMARTCTMAEMISTE 5D AKIKY 3 ST MR
SIAFANSEECE DIS VRGOS D AFAMEMESE DISRISRAENE SES.
ey

FrESRIITHTRTE
ST RN ST IR

szzmm P

LT T
TREOCAAE SEEATE SETRMMEAINCE TRGSIRAE SENETE SETRMNEAIO

SMILT KGR NI SSEIMAND FYEINISSTAA

TRASAATRANRE CRTAMEAAIEE,

FUEIIZIHIATL RRINOE
SPTRMXEMLICE [ISImC,.

STENTSTAMEASE ER REISOL =z P
IRTR
SEAAT DS D3 DIRENGE FYRIRSIITIR

HACLRECLARIE CrrRESiAG

FUEIIIHIATL ARSI
SPTRMXEMICE [SSims,.

STANTITAMKMIE BB RO sz razzmebpoare
mzmmmu

ERTR

AL LIINPATERK 3 SISHIM SSMEUE N SEXPAKMISTE.

AT BI SIPUIMMME FESMISTTLE SRTRMMEASISITITINTACE.

FEIAIINTATE MO

prwnmnmer [mems.

STANTITAMKMIE SR RO sz razzmebpoare

> 3aKa3aMd Ha MpOBEJIEHHE paboT IO CTPaxOBOMY KOMHMPOBAHUIO U pecTaBpaluu

JOKYMCHTOB.

BBII[aLIa JOKYMEHTOB 13 XpaHUJIMIIA PETUCTPUPYETCS B KHUI'aX BbIJA4YU JOKYMCHTOB.
o BbIJa4U €I pa6OTHI/IKaM OpraHu3anunu,

o BbIJa4Hu €I B YUTAJIbHBINA 3aJl,

©) BblJa49X [€JI BO BPEMCHHOC ITOJIb30BAHUEC APYTI'UM OpraHU3alU M.
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HarmaeHoBaHMe OpI'a HMS Al

EEMT'SA BHIOAUM NOEYMEHTCE N

gopmaTt R4 (210 x 297 bma)

@:::-1*13 THTYJARHACIT'C JMCTa KHMI'M EBHIaQ4YHM IOCKYMEHTOE

Nn'| Jara |<org|Omwce |Ex zxp N |Eowy [Pacrmmera | Jata  |Pacrmcra | [lpmae
n | BEIOEum | M W ERITA |E EOSEpA | B TAHHE
HO TIoTVIeHE |13 EOIEpAITe
M Zeaa Iela | HEM Jena
1 2 3 4 5 6 7 g 8 10
HToro B oy BHIOAHO M3 XpadMaMma N
(umdparms M OpOoOMChED)
EO. XE[D.
HaimenoBaume JoaxHccTH pabfoTHmMxa,
COCTABMEIETO MTOTOBYI ZaOMCE Noonmch PacomdpoBsra OOOOMCH
ODaTa
gopmaTt R4 (210 x 297 bma)

@:;—1*13 HHMTHM EBHIOAYM O2J MI XpPaHMIMma

HcnonHennsle 3aka3bl (TpeOOBaHMs) HMcCleqOBaTelNed XpaHATCS B JIMYHBIX  Jenax
uccieioBaTeneil, Bce Mpoyve - J0 MCTEYEHUs CPOKOB MX XpaHEHus. 3akasbl (TpeOoBaHMsA)
11€J1eCO00pa3HO XPaHUTh 10 MPOBEACHUS IPOBEPKU HAINYMSI U COCTOSHUS JIEII.

Bbinaua nen BO BpEeMEHHOE MOJIb30BAHWE B JpPYrHe OpraHu3anuu OoQOpMIIIETCS aKTOM,
KOTOPBIN COCTaBJIA€TCSI B JBYX SK3EMIUIApAxX, OJMH MX KOTOPHIX OCTaeTcs B apXWBe OpraHHU3alluy,
Jpyroi BbIAeTCA MNOJydaTesto. AKT MOANUCHIBAETCS PYKOBOAMUTENIEM OpraHU3alMy, Mepeaaromei
7ie71a, U PYKOBOJUTEIEM OpraHU3alMH-TI0JIydaTess: MOANUCH CKPEIUIAIOTCS TrepOOBBIMHU IEYaTIMU
opranuzanuii. Ilocne Bo3BpamieHuss Jesn B JBYX SK3EMIUIIpax akTa JAeJaeTcs COOTBETCTBYIOIIAS
OTMETKA: OJIMH 3K3EMIUIIP OCTAETCS B OpraHU3aluuU-TNoIydaTese, Ipyroil XpaHurcs B aene (oHaa B
apXxvBe OpraHM3alluy, BbIIaBaBIIEM JIeJa.

HanpasieHue Ha cTpaxoBoe KONMPOBAaHUE, PECTAaBPALMIO, HEperuieT o(GopMiseTcss 3aKa3oM.
3aka3 opopmigeTcsl B apXuMBe OpraHu3alMu 1o (Gopme akra O BblJaue BO BPEMEHHOE MOJIb30BAHUE
JIPYroi OpraHu3aluu.

Jlena BBIJAIOTCS M3 XpaHWIUINA JUIS MCIIOJIb30BaHMS M MPOBEIEHHs paboOT MO CTPaXxOBOMY
KOIMPOBAHUIO, PECTABPALIMH, IEPEIUIETY TOJIBKO B 00pabOTaHHOM BHJIE.

Ilepen BbIavel Jen M3 XpaHWIMILA NIPOBEPSIETCS COOTBETCTBUE LIM(pa M 3arojioBKa Jieya Ha
o0noxke mudpy U 3arojoBKy Jieja B ONKCH; Nepe Bbllauell U MpU BO3BpAILLEHUH A€ B XpaHUIULIE
IIPOBEPSIOTCS HyMEepalysl JINCTOB U COCTOSIHUE JOKYMEHTOB Ka)KJI0TO BBIIAHHOTO J€Ja.

Kaxxnoe BbliaBaeMoe U3 XpaHWINIIA /110 JOHKHO UMETh JIUCT UCTIOIb30BaHUS.
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HamMeHOEBAHMS COpTAaHMISALIMM
JIMCT MCIOJIESOBAHMA NOKYMEHTOB

B ~

FoHg M Oomce N Oemo N

SarcoacBECcK O=2Ja

Jdata Eonry ERIOAHG: HNaparTep HCOCIESOBAMEA | IN ITogmacs
HCIIOTIBS0 | hanermn, (ROTMMPCEAEHES, EENTHCEN, |HCOOIBIOER
EAHHT FIETEITHATEL OpocMOoTp B Jp.) HEEIN STEIITA,
(pasSopaHED) JHCTOE e
BIIETO Jemo
1 2 3 4 5
foprmaT B4 (210 =x 297 pea)
$opMa JMCTa MCOCALSOBAHMA IoKYMEHTOB

[Ipn BbIgaue Aen M3 XpaHWIMIA HAa MECTO BBIJIAaHHOTO Jiela IOJKIaJbIBaeTcsl KapTa-
3aMeCTUTENb, B KOTOPOW YKa3bIBaeTCs HOMEp Jeja, HOMEp ONHCH, HoMep (poHIa, KOorja U KOMY
BBIJIAHO JIEJI0, J1aTa €ro BO3BpaTa U MOJMNHUCh COTPYAHUKA, BBIIABIIETO JIENI0, C YKa3aHUEM JOJKHOCTH.
[Ipu Bo3BpallleHUN Jie1a B XpaHWIHILE KapTa-3aMeCTUTEh N3bIMAETCS.

HamMmie OB HMS CpTaHMSalllad

Deso

(M M naspaHMeS
onmcs
O

(M 3 mHasepaxHMe
FOoOHIO

Bumaxo BO BpeMeEHHOE IONMBSCESHME (UMTaTEHETET S25T) =

Nn $ H.O. nonszcEaTens JlaTa ERLTETH Jata BozEpaTta
hod
1 2 3 4
ZopraT 24 (210 =x 297 ppa)
FoprMa HapTE-SAMSCTHMTSIA I=S/a

CocrosiHue J1e1, BO3BpAIllaéMbIX B apXUB I10OCIIE UCIOJb30BAHUS, J0JKHO OBITH IPOBEPEHO B
IPUCYTCTBUM JIUILIA, BO3BPALIAIOLIETO JOKYMEHTHI.

IIpu oGHapyXeHUH HeAOoCTauu Jesl WM OTAEIbHBIX JJUCTOB B HUX, a TaKXKe MOBPEXJICHHUH /e
U JIOKYMEHTOB COTPYAHMKaMH apXuMBa COCTAaBISAETCS aKT B JBYX 3K3EMIULIPAX, OJUH M3 KOTOPBIX
MIPEJICTABIISIETCS.  MCCIENOBATENI0  YUTAJIBHOTO  3&Ja WIM  PYKOBOAMTENI  OpPraHMU3alNH,
HCII0JIb30BABIIEH TOKYMEHTBI, JIJIsl IPUBJICUYEHUSI BUHOBHBIX K OTBETCTBEHHOCTH, BTOPOM - OCTAETCS B
apXxuBe.

IIpu mnepememieHUM JTOKYMEHTOB 3a MpeJielaMU apXuBa JOJDKHBI COONIIOIATbCS MEpBI
MIPEJOCTOPOKHOCTH, HA/IEKHO 00ECIIeUNBAOIINE UX COXPAHHOCTb.
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[Ipu TpaHCIOPTUPOBKE TOKYMEHTOB COONIOAAIOTCS MEphl MO OXpaHE U 3allUTe HUX OT
BO3JICHCTBUSL BPEAHBIX (PAKTOPOB OKPYXKAIOMICH Cpeabl MyTeM MPUMEHEHHS CHEIHAIbHBIX BHUIOB
YIaKOBOK, 00€CIIEUNBAIOIINX 3aIUTY JOKYMEHTOB OT OCAIKOB, CBETA, MEXaHHMUECKUX MOBPEXKICHHA.

3aganue:

1.M3yunte cripaBOuYHBIN MaTepuall.

2. Co3paiiTe U 3alOJHUTE JIUCT HCIOJB30BAaHUS JOKYMEHTOB M KapTy-3aMEHUTENb Jejia IO
3amanHbeiM yenoBusiM. Opranuzanus OO0 «Ilewatauky, doug Ne 01JI/1, ormuce Ne 1, nemo Ne 05-12,
3arojioBok nena «JIudnele aena cOTpyaHMkOB», ToM 3, BbigaHo KusspkoBy A.IL. 20.02.2020 mis
MIPOCMOTPA, BO3PAIICHO B TOT K€ AeHb. HenocTaronryro nHpOpMAaIHIO 3a0JIHUTE TPOU3BOJIBHO.

IIpakTuyeckas padora Ne 24

HaumenoBanue: «OTpaboTka MPUEMOB IO OpPraHMU3alMM ydeTa JOKYMEHTOB ApPXMBHOIO
dbonmay.

[eas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, TPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BEISIBUTH YPOBEHb YCBOCHHS MaTepHaiia, cOPMUPOBAHHOCTH YMEHHI U HABBIKOB

MarepuajbHoO-TexHH4YecKoe o0ecnievyenune: 6nanku, [1K, meTtoanueckue pexkomeHanum

3ananmne:

1. OdopMUTh KHUTY BbIIAYH /1€ U3 XpaHWInIIa, 0OpMUTH 3anuch Beigadn jen. o Ne
27 «CrpoutensHoe ynpasieHue 1», onuck Ne 1 mocrossHHOTO cpoka xpanenus 3a 2003-2004 lemo Ne
774 «ItatHOe pacniucanue ynpasienus 3a 2004r» Boergano 23.04.2019 6yxranrepy B.B. UBanuenko.
Cnenuanuct apxua A.I1. [Ipoxoposa

dopma KHUTH BBIIAYX A€

Hazsanme apxuBa Kaura BbIJIA4YM ST BO BPEMCHHOC IMOJIb30BAHUC

Howmepa
No | Hara dbonma Komy Beimano  Ha | Pocnuck o | JlaTa Bo3BpalieHHs U POCIUCH
n/n OITMCH, KaKo# CpoK MOTYYCHUHN MIPUHSBILETO JIEJI0
Jena. nena
3aroJioBoK
Iena
2. Odopmuts kapty — 3amectutensb aena @ong Ne 123, onmck 2, geno 345

«CtpourenbctBo 00bekTa Ne 988y Jlenmo BeigaBanock 23.08.2011, 10.07. 2012 HavansHUKY TPOEKTHO-
cMeTHoro otaena B.I'. ApxumnoBy 1t KOMUPOBaHUS

Cnenuanuct apxua A.I1. IIpoxopos

3.0dopmuth nucT ucnonb3oBanus aena ®oung Ne 123, onucs 2, neno 345 «CTpouTenbeTBO
oowekra Ne 988» Jleno BrimaBanock 23.08.2011, 10.07. 2012 HayansHUKY IPOEKTHO-CMETHOTO OT/eNa
B.I'. ApxunoBy ajsi KONUPOBAHUS

dopma HcTa UCTIOIB30BAHUS JIeja

HaumenoBanue opranuzanuu

Ha3BaHnue BeJOMCTBEHHOTO apX1Ba

JINCT UCIIOJIB3OBAHU A IEJIA

®ong Ne Omnuce Ne Jemo Ne

3aroJoBOK jena
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Ko Xapakrep
Jlata BHH;/HO‘ ucnois3oBanusa | Homepa IToamnuce auna,
' (KOIMpOBaHUE, | UCIIOJIB30BAHHBIX | HUCHOJIb30BABILETO
ucronszoBanus | .M1.0.,
BBINHCKHY, JHCTOB Je110
OpraHu3anus
MIPOCMOTP)
IIpakTuyeckas padora Ne 25
HaumenoBanue: «CocTaBieHMEe KHUTM IIEPBUYHOIO y4eTa IOCTYNAIOIIUX B apXWB
JOKYMEHTOB.

Heab padoThbi: OCYHIECTBUTH KOHTPOJIb OOYyY€HHUS, MPOJOJDKUTH CHCTEMATH3aLUI0 3HAHUIM,
BEISIBUTH YPOBEHb YCBOCHHS MaTepHuaiia, chOPMUPOBAHHOCTH YMEHHH U HABBIKOB
MarepuajbHoO-TexHH4YecKoe o0ecniedyenune: 6nanku, [1K, metoauueckue pexkomeHnauu

3amanue:

1. ObopmuTs 00pa3en KHUTH y4eTa MOCTYIUICHUS! U BBIOBITHSA JIeN, TOKyMeHTOB B XL Tabmuie,
IIPOBEPUTh MPABUIBHOCTh IOJCYETOB HTOIOB, C MCIOJIb30BaHHEM (popMys, 00O03HAUMB SYEHKH,
UCIOJIb30BAHHBIE JJIS1 PACYETOB U UTOTU OJMHAKOBBIMU I[BETAMU Ha BBIOOP CTY/EHTA.

AkuMoHepHoe obwecTeo "CEETOCEpEMC”

OBPAIEL 3ANONHEHWA KHWMIM YUETA NOCTYMNEHKMA M ELIELITHA OEN

(H3NMEHOBAHWE OPTaHMIALMM)

Apxue Akuwonepworo ofwecTea

"CeeTOCEpEMC"

3

(H33BaHWE 3pEMB3)

KHHATA

WHET3 MOCTYNNEHWA W BRBETHA LEN, OOKYMEHTOB

81.82. 2815
HaqaT ----------

OKOHY2H

MHuinssscmane
Hasmse w1 famwe
OpravEIa
" " aary
4 Rars (ETpyeTyEware nocTpnummne |
nocTyssewss | nazpazasnesan e ———— e | and [ T T S e ——— Meosamanmeix qem
n —oOWTON® FaliaTue ONec emas A0 ymtnTOR Mpssse s asue
wenlairnn | ees, apcema) or Souh: L el | FREyMIwTOR ROCHIHTCE NesTER
n 1 NOSTYSMMN -
ACTPUNTOE | FITODON TCCTyN y oy AceymesTnn
LU
T e warae ) == oruce
DOy anT
AoEy T ‘
KznusecTao an P Koneswecrss »a 5
npeEecn =3 Eoeueenon: nu
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" TPONKUCHR)
2YOMOACKYMEHTOR , EMASOAOKYMEHTOS
(uwdpamn U NponUChLE) (umdppamp » nponucsLR)

MOKA3LBAWTCA Pa3BeNnbHO WTOrOoBse AaHHwe no rpadam 8, 9, 10, 14 xHuru;
834 (20CEeMbLCOT BOCEMLAECAT HeTwpe)
L e R 24. Xp., B TOM 4ucne: Ha SymMaxHOM
(UMdpPaMK ¥ NPONUCHY)
884 (BOCEMLCOT BOCEMbAECAT YeTupe)

HOCHTENE === s s e e e e e , 3NEKTPOHHEIX ‘
(uxdpamn M NPONKCHLK) {uwdpamu W nponuceio)

3YAMOACKYMEHTOR , EMGEOAOKYMEHTOR .
(uxppamn » nponuceLR) (uudppamv » nNponuceR)

NOK33LEaNTCR P33LENbHO MTOTOBNE A3HKWE no rpadiam 11, 12, 13, 15,

HauMeHoBaHKEe AOAXHOCTH nuua,
COCTaBMBUWEr0 WTOTOEBYK TOLDEBYH 3anuchb Mognuce W.H. Hosuxosa

HEUMEHOBaHWE ACMKHOCTH PYKOBOAMTENR IPXMEA
(Avu3, OTBETCTEEHHOrO 33 3pPXME) Nognuce pP.C. CvenaHos

18.91.2816

IIpakTuuyeckas padora Ne 26

HaumenoBanue: «Cucremarusanus 3HaHUM 00 OTBETCTBEHHOCTH 3a IOpYy M yTpary
JTOKYMEHTOB ApxuBHOTo (hoHsa PD»».

Leas pabdoThl: OCYIIECTBUTH KOHTPOJIb OOY4EHHS, MPOJOJDKHTH CUCTEMATU3ALUI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHMS MaTepuaia, cOpMUPOBAHHOCTH YMEHHUH U HABBIKOB

MarepuajibHO-TeXHU4YecKOe o0ecnieuenne: 6manku, [1K, meTonnueckue pekoMeHaauu

3aganue:

3anaHue:

1. Uzyuntp @3 -125 «O6 apxuBHoM J1ene B Poccuiickoit denepannn.

2. M3yunts [Tocranosnenue CoBera MunuctpoB CCCP ot 7 deBpans 1956 r. Ne 246 "O mepax
0 YIOPAJOYCHHIO PeKUMa XpPaHEHHS U JIy4IlIeMy UCIOJIb30BAaHUIO apXUBHBIX MaTEPUAIIOB.
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3. U3yuuts yrojoBHO-npoueccyanbHblii kogekec PO ot 18 nexadps 2001 r. N 174-03 (VIIK
P®)

4. VI3yuuts psij] MOJOXKEHUM, CO3JaHHBIX aJMUHUCTPALIUSIMU TEPPUTOPUATILHBIX €IUHULL.

5. IloAroToBUTHCA K KOJJICKTUBHOMY OOCYKJICHHIO BOIIPOCa:

- OTBETCTBEHHOCTH 32 HECOOIIOICHHUE MTPABHII M PEKUMOB XPAHEHUS apXUBHBIX JTOKyMEHTOB.

IHopsinok BbINOJITHEHHS PadOTHI:

l.HOI[FOTOBKa K MPAKTUYCCKUM 3aHATUAM NJOJDKHA HAYMHATHCA C U3YUCHUSA COOTBGTCTBYIOHIef/'I
y4eOHOH ¥ CHEeNHaIbHOM JTUTEPaTyphl IO TeME MPAKTUIECKOTO 3aHATHSL.

2. YcBous IMPOYHNTAHHOC, H€O6XOI[I/IMO BHUMATCJIbHO O3HAKOMHUTBCA C COACPKAHUCM,
PEKOMCHIAOBAHHBIX K JTOU TeMe HOPMATUBHBIX AKTOB. Oco0eHHO BHUMATEIBLHO CJICAYCT OTHECTUCH K
YCBOCHUIO TEX HOPMATUBHBIX npeﬂnucaHHﬁ, 110 IOBOAY KOTOPBIX B JIUTCPATYPC BCAYTCA JUCKYCCHUU.

3. TloaroroBka K TPaKTHYECKUM 3aHATUSAM 3aBepliacTcss OQOpMIICHHEM HE0O0XOAUMBIX
AOKYMCHTOB. ITomumo 9TOro, H€O6XOI[I/IMO OTBCTUTH HAa TCOPCTUUYCCKUC BOIIPOCHI, IMOCTABJICHHLIC B
3aJJaHHH.

4.HpaKTI/I‘~ICCKOG 3aJaHuEC nNpeaoCTaBIACTCA B IIMCBMCEHHOM  BHJC U MPOBEPACTCA
IIPEIOIaBaTeNEeM.

IMpakTnyeckas pagora Ne 27

HaumenoBanue: «Odpopmienne BU0B 3anpocoB. CocTaBieHUE 3a1pocay.

eans paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUIO0 3HAHUM,
BBISIBUTH YPOBCHBb YCBOCHHS MaTepHalia, COPMUPOBAHHOCTH YMEHUW U HABBIKOB

MarepuajibHO-TeXHHYECKOe o0ecnieyenune: O6manku, [1K, MmeToanueckne pekoMeHaum

CnpaBo4Hblii MaTepuaJ:

JInst moJiydeHus apXuBHOW CIIPaBKHU, ApXUBHOM BBIITUCKH, ApXUBHOW KOTIMU B ApXUBHBIN OTAEI
HE0OX0IMMO MPEACTABUTH CIIEIYIONIE JOKYMEHTHI:

- 3asBJICHHE (3a1poC);

- MacmopT WM HMHOM NOKYMEHT, YAOCTOBEPSIOMIMI JIUYHOCTH (MpU JMYHOM OOpaIieHuu
3asBUTETIS);

- JIOBEPEHHOCTH, OPOopMIICHHAS HOTAPUAIILHO (17151 JOBEPEHHOTO JIUIIA).

B 3asgBnenuu (3arpoce) 10JKHBI OBITH YKa3aHbl CIEIYIONINE CBEICHMUS:

o HaMMEHOBaHHE OpPraHHu3allM, B KOTOPYIO HAMpaBIsSeTCs MHUCBMEHHBIN 3ampoc, Jnubo
dbamMuiIus, UMsI 1 OTYECTBO JOJHDKHOCTHOTO JIMIA, JIMOO TOMKHOCTh COOTBETCTBYIOLIETO JIOJDKHOCTHOTO
TU1A;

o (baMnns, UM, OTYECTBO 3asSBUTENS HA MOMEHT MOa41 3asBICHMUS;

o MIOYTOBBIH ajpec 3asBUTEIIS;

o 3arnpamuBaeMas HHGOpMalus;

o dbamunus, WMs, OTYECTBO 3asBUTENI Ha IEpPUOJ, 3a KOTOPBIM 3alpalInBaroTCs
cBezieHHs (€ClIM OHU M3MEHUITUCH);

o HauMEHOBaHHE OpraHu3ally, B KOTOPOH 3asBUTENb padoTas, n3bupaics Ha BHIOOPHBIE
JOJDKHOCTH M T.]I.

o Tepputopusi (palloH, ropoji, ceno M T.A.), Ha KOTOpOi opraHu3anus (PyHKIHOHHPYET
(byHkumoHMpOBana);

o XPOHOJIOTHYECKHE PAMKH 3allpalliiBaeMoil HH(popManuu;

o JMYHAas MOAINHUCH U JaTa.

B caydsae HeoOXomumocTH, 3asBUTENIb INpUaraeT K IHCbMEHHOMY  3asBJICHHUIO
COOTBETCTBYIOLIME MaTepUaIIbl TMOO UX KOIHH.

3asBneHue (3ampoc) ohpopmiIsLeTcs B MPOU3BOJIBHOM opme Wi Ha OaHKaX, pa3paOOTaHHBIX B
apXUBHOM OT/AEIIE.

HOpunuueckue numa oGopMIISIOT 3ampoc Ha OJIaHKE OpraHM3alluu C yKa3aHueMm (amunuy,
MMEHH, OTYECTBA HCIIOJIHUTENS, €r0 KOHTAKTHOTO TeJe(oHa.

46



3anpockl, MOCTYNUBIINE B apXUBHBIN OT/EN, paccMaTpuBaroTcs B TeueHue 30 nHel co THS UX
perucrpanuu.

B OTACJIbHBIX CIy4dasX IIPpU paCCMOTPCHUU 3aIIPOCOB, UMCIOIIUX I'PaAHULLY ITIOUCKA CBBILIC ITATU
JCT, U Tpe6yIOIJ_II/IX JAOIMOJIHUTCIIBHOTO HM3YUYCHHUA apXUMBHBIX OOKYMCHTOB, MNPOBCIACHUSA 00BEMHOMI
paboThl TIO TIOMCKY CBEICHHWHN W PACIIMPCHHUIO TPAHUI[ MMOUCKA, NOMOJHUTEIHHOW HH(pOpMAIMHA OT
APYIMX OpraHM3alil HAYAJIbHUK apXWBHOIO OT/JENa BIPAaBE IPOUIMTh CPOK PAaCCMOTPEHHS
oOpamienus He Oojnee yeM Ha 30 qHEH ¢ 00g3aTeNbHBIM YBEAOMIIEHHEM 00 3TOM 3asBUTEINS B TCUCHHUE
msATH pabounx JHEH ¢ MOMEHTa PErHCTpalui 00palieHus, ¢ yKa3aHueM MIPHIUHBI TIPOJUICHUSI.

HpI/I HCIIOJIHCHUHU 3alpoca 110 JOKYMCHTaAM MYHHIUIIAJIBHOTO apXMBa W BbIABJIICHHUHU
3alpalIiBaeMbIX CBEACHUN 3asBHUTENIO BBIJACTCS WM HaMpaBIsieTcs Hajyiexamie ogopMieHHas
ApXHBHAad CIIpaBKa, apXHBHAasA BBIIIMCKA, apXUBHAA KOIIHA.

3apanme: Pa3paboTaiiTe 6maHk 3ampoca (3asiBJICHU)

IIpakTuyeckas padora Ne 28

HaumenoBanue: «OpopMieHre apXuBHOM CIPaBKU.

[eas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, TPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHuaia, CHOPMUPOBAHHOCTH YMEHUN 1 HABBHIKOB

MarepuajibHoO-TeXHHUYECKOe o0ecnieuenue: O6manku, [1K, meToanueckne pekoMeHaauu

3ananue:

OdopmMuTh apXUBHYIO CIIPABKY C OTPUIIATEITLHBIM OTBETOM.

CnopaBka Bbimana 20.04.2020 I[emakoBoit  E.II., mnpoxkwuBaromedn mno aapecy. [
Bepxueypanbck, yi. Tpyaa, a. 43

JIOKyMeHTBI 110 TUYHOMY COCTaBy KoorepaTuBa «JIyu» Ha XpaHeHHe B apXUB HE MpeJaBalIlCh,
MO3TOMY HEBO3MOXHO TOATBEepAuTh cTax LlpimmakoBoi Enensr IleTpoBHbl 3a 1989-1991 roppl.
CrpaBka odopmieHa Ha Onanke ['opojackoro apxuBa M MOAMNKMCAHA HAYaJbHUKOM apXHUBHOTO OTAelNa
B.I1. UxonnukoBoi u crienuanuctom FO.A. ConmmHo.

OO6pa3er; apXMBHOM CIIPABKHU:
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(HaFDMEHOEAHNE OPTEHAEAIR)

[etpoey BIL
v HyroEcroro,
1052, 5®. 5,
r. HorocmGrper, 630082
APXHWEHAA CTIPABKA
Ne
Mocesa
Ha Ne oT

B mosyneerTax apEHssoro fomna Beepoccmicrore ofbesnernd xuedonpoayeTes “TPocxnefonpoaysr’,
E EENOMOCTAX H3 ERIIAYY 3apadoTHOH TATE! palouen H CUYEAEIHM 33 anpens — Jexadpe 1962 r, sEamrres
[Tetpos Bopre HEanossT B DoMSHOCTH HEDREHEPA.

Ocroearme: §. 30, om. 2, 3. 3, mn. 105 - 106,

Crnparka EEIAHE JT8 NPeIocTEENSHEA IO MecTy padoTsL

HamueroEanme I0CEEOCTE PYECEOTETENE
OPTAHESALHE

{CTpVETypHOTO DopastensH s, & COCTAR
KOTOPOrs EXOIHT apXHE)

(mommece) (pacImedpoEEa MOIHCH)
Jata
Hamuenopanme I0TDEHOCTH PYEOSOIHTENA
SpPXHER (JIHIIA, OTESTCTEEHECTO 53 APXHE)

(mommece) (pacmmedmoEEa MOIIHCH)

Jdata

[epSoran newaTs OpraHEsaITHE

IIpakTuyeckasi padora Ne 29

HaumenoBanme: «OdopmiieHne apXUBHOU KOTIHH.

Heap padoThi: OCYHIECTBUTH KOHTPOJbL OOYyY€HHUS, MPOJOJDKUTH CUCTEMATH3AIUIO 3HAHUIA,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MartepuajbHo-TexHn4eckoe odecneuenue: [IK, Meromuueckue peKOMEHIALMH, TETPalb,
py4Ka, IMITaMIIbI, [1€4aTh

CnpaBouHblii MaTepuaJ:

ApXuBHasg KOMHs - JOCIOBHO BOCHPOHM3BOJSAIIAS TEKCT apXWBHOIO JIOKYMEHTa KOIMHUS C
yKa3aHUEM apXHUBHOTO IK(pa 1 HOMEPOB JIUCTOB €AMHUIIBI XPAaHEHUS, 3aBEPEHHAsl B yCTAHOBJICHHOM
MOPSLIIKE.

[Ipyn ucnosiHeHWU 3ampoca O MPEIOCTABICHUHM KOMHUIl apXUBHBIX JOKYMEHTOB Ha OJaHKe
OpraHM3aIlMi COCTABISIETCS COMPOBOJIUTENBHOE IHUCHMO, B KOTOPOM YKa3bIBAaeTCS KOJIMYECTBO
NPUIOKEHUH (KOMMH apXUBHBIX JIOKYMEHTOB) M HX Ha3BaHMda. [luceMo moanuceiBaeTcs
PYKOBOJUTENIEM OpraHU3alMK WU YIIOJTHOMOYEHHBIM JOJKHOCTHBIM JIMLIOM.

Ha 060poTe KaJ10ro JMcTa apXUBHOIM KOIMM MPOCTABJISIOTCS MOMCKOBBIE JaHHBIE apXWBHOTO
JIEKTPOHHOTO JOKYMEHTa. Bce JIMCThl apXMBHOW KOIMHU CKPEIUIAIOTCA. APXUBHAsl KOINHA 3aBepsAeTCs
[1€YaThI0 U NMOANKUCHIO PYKOBOJUTENS OpraHU3aliHy.

3aganue:

1. 25.02.2020 roga BbloaHa apxuBHas konus npukasa Ne 35-k ot 18.07.1988 roma o
npueme Ha paboty MBanoBa A.JL. Ha 1 nucte, neno Ne 3/24, B Tetpaan opopMHUTE YCIOBHYIO KOIHIO
IIpHUKa3a.
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2. CocTaBbTE TCKCT COIMPOBOAUTCIILHOI'O ITMCbMaA.

IpakTuyeckas padora Ne 30

HaumenoBanue: «OdopMmieHne apXuBHON BBIIUCKIY.

Heas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHMsI, MPOJODKUTH CHCTEMATHU3AIUI0 3HAHMM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHraia, cOPMUPOBAHHOCTH YMEHHI U HABBIKOB

MarepuajbHo-TexHu4eckoe odecnevenue: [1K, meTonuueckue pekomennanuu

CnpaBouHblii MaTepuas

[Ipu odopmieHHH BBIMUCKA Ha3BAaHHE OPUTHHAIBHOTO JOKYMEHTa, €ro HOMEp M Jara
BOCIIPOM3BOJATCS MOJHOCThIO. CojaepikaHMe apXUMBHOM BBINHMCKU JOKYMEHTa JIOJDKHO OTBEYarhb
3anpocy. CBA3HOCTb COAEpKaHMSI U TOUHBIM CMBICI Ka)KJIOTO M3BJIEYEHUS U3 TEKCTa JOKYMEHTOB HE
JOJKHBI HapyliaTtbed. B Havane W B KOHIE KaXIOrO M3BJICYEHHUS U3 JIOKYMEHTa, a TaKK€ B MECTax
MpOITycKa OTIENbHBIX CIIOB CTAaBUTCS MHOTOTOYME. B 0JHON apXuMBHOI BBINMHMCKE MOKHO J1aBaTh
W3BJIEYEHUS TOJIBKO U3 OJHOTO JOKYMEHTA.

Buumanue! OrtaenbHble CJIO0Ba M BBIPAKEHUS MOJJIMHHOTO JOKYMEHTA, BBI3bIBAIOIINE
COMHEHHS B MX JIOCTOBEPHOCTH, JOJLKHBI OIOBAapUBAThCSl CIOBAMHU: «TaK B JIOKYMEHTE». ApXUBHBIE
KOIMU M BBIITMCKU 3aBEPSAIOTCA MOANKCHIO 3aBEAYIOIIET0 apXUBOM U TepO0OBOil MeuaThio OpraHu3aliHy.

[Tocne TekcTa apXMBHOM BBIMMCKH YKa3bIBAIOTCSI apXUBHBIN MNP U HOMEpA JUCTOB €INHUIIBI
XpaHEHUs] apXUBHOIO JOKYMEHTA, MOCIYXUBIIEr0 OCHOBaHHWEM JJsi 0(OpPMIICHUS] JaHHOW BBIMHCKU.
[Ipumep opopmiieHHs BHITUCKU:

TocyaapeTBEHHOS yupeAACHIE MapkoBy AnckcaHapy OpbeBuuy
«[OCYIAPCTBEHHbLIN APXHUB yi. Bacwnesexoro, a. 13, k8. 117,
OMCKOH OB/TACTH» . Onmcx, 644123
Vn.Tperuakoncxan, A. |, . Omck, 644099

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

APXHWBHAS BBITTUCKA

21.11.2009 Ne [T 216/2121
Ha Ne 508 or 18.11.2009

Hs MCTPHYUCCKOM XKHHMIM O 6DJXOC0‘1CTJBUIH\CR Hnarecsckoi LCPKBM CCnia 3HamMcHKa

Kasnuusexoro veaaa Omexoit rydeprmi (Huue Tapexui pasfton OMmexoit obancti) 3a 1915 roa:
Ne Hata Damunun, umsi, ' Boapact Damuaus, UM, . Bospact
SATHCH | 3AMHCH OTHECTBO KEHHXD AKEHHXO OTHECTBO HEBECTH HEBECThL
11 asrycT | Toil xc sonocTi, cena 3na | 21 Toit xe sBonocrn, cena | 19
29 MEHKA KPECTLRNHUHA | Chiyepo, KpecThaHu
Adanacua Kanuxuma celH #ia Poauona louuaposa
Hean Kanmuusx, npaso no4s Mapda Tonsaposa, [
CAABHOTO BEPOMCTIOBEIA | npasocrasMoro sepo
HuH, nepsiLiM Gpaxom HCNOBCANHMNA, MCPBLIM |
| Gpaxom |

Ocuopanne: . 49, on. 17, 4. 6, n. 183

/ oy m

nessart
aps s

3aB, OTACHOM MCTIOALIOBVAHN S /

W NYCAHKALHH TOKYMEHTOB-. e B.I. Cxsopuiora

3amanmue:

Nupextop apxusa Pl st H.H. Upanon
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OdopmuTe BBITMCKY W3 KHHUTH aKTOB 3alUCH TPAXKIAHCKOTO CcOCTOsSHUS. HemocTaromryro
MH(POPMIIHUIO T00aBbTE MPOU3BOJIHHO.

IMpakTnueckas padora Ne 31

HaumenoBanue: «OpopMieHre apXUBHBIX KOMH, BHIITICOK, CIIPABOK MO Kajpam».

Heap padoThi: OCYHIECTBUTH KOHTPOJIb OOYy4Y€HHUS, MPOJOJDKUTH CHCTEMAaTH3AlMI0 3HAHWM,
BBISIBUTh YPOBEHb YCBOCHHS MaTepHalia, CPOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajbHo-TexHu4Yeckoe o0ecneuenue: [1K, metonuueckue pekomeHaanum

3amanmue:

1. ObopMHTH APXUBHYIO CIIPABKY O TPYIOBOM CTa)e

ApxuBHasi cCIpaBka O TpydoBoM cTaxke 3a 1978-1979 rr. BblJaHa apXUBHBIM OTIEIOM
agMuHucTparuu T. Marnutoropcka CeménoBoit Hune BacunbeBne, 1960 roma poxaeHws,
NpokuBarolen no aapecy: yi. [lepomariickas, 1. 18, kB. 34.

CeménoBa H.B. paborana B crosoBoii Ne 6 MarHUTOropckoro mpOU3BOJACTBEHHOTO
o0benuHeHus odmiecTBeHHoro nutanus. OcHoBanue: ¢. 498, om. 4, 1. 19, . 16, 1. 24, 1. 68. CrpaBka
odopmileHa Ha OJIaHKE apXvBa W IOJIIMCaHa HadaJlbHUKOM apxuBHoro otaena B.I1.MIlkoHHMKOBOW u
cnermuanuctoM 0. A. CommHON.

2. OgopMUTH apXUBHYIO CIIPABKY O 3apabOTHOM I1aTe

ApxuBHas crpaBka o 3apaboTHoi 1utate 3a 1976-1980rr BeIIaHa apXWBHBIM OTIEIOM
agmMuHucTpaiuu r. Marauroropcka CrenanoBoi Jlronmune HWBanoBHe, 1948 ronma poxiaeHus,
poXkuBaroleit o aapecy: np. Jlenuna, n1.143/1, k. 17. B satot nepuon Crenanosa JI.U. paGotana Ha
Marnuroropckoii o0yBHol ¢abpuke B mexe Ne 3. OcnoBanue: ¢. 256, om. 2, 1. 625, n. 40, 1. 710, .
22, n. 805, n. 18, n. 903, n. 61, n. 1024, n. 67. CnpaBka opopmieHa Ha OllaHKe apXuBa MOJIHCAHA
HavyanpHUKOM apxuBHoro otaena B.I1. MkonnunkoBon u cnenmanucrom FO.A. CommnHoi.

Mecsitt oAbl
1976 1977 1978 1979 1980

SluBapb 133-51 | 189-18 131-75 219-20 170-65
@eppans | 201-78 | 211-69 172-50 168-22 169-63
Mapt 149-48 | 172-27 187-73 173-86 233-75
Anpenb 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
Hronp 133-35 | 159-99 173-03 142-85 151-52




ABrycr 120-70 | 173-01 229-12 179-70 101-76
Cents16ps | 98-04 148-45 97-49 139-45 135-33
OxTs16ps | 74-98 255-75 142-16 137-64 219-26
Hos16pb 174-12 | 72-36 222-79 143-24 215-44
Jexabpp | 122-28 | 119-13 268-75 127-97 107-28

IpakTuyeckas padora Ne 32

HaumenoBanue: «Pa3zpaboTka KaJpoBOii CIpaBOYHO-UH(POPMALIMOHHON KAPTOTEKMY.

Heas paGoThl: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, MPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHraia, chOpMUPOBAHHOCTH YMEHHI U HABBIKOB

MarepuajbHo-Texnnueckoe odecnedyenue: [1K, merommueckue pexkoMeHmanuu, TETpaib,
pyukKa.

CnpaBoyHblii MaTepuas

VY4er KaapoB SBISIETCSA OJTHOM U3 OCHOBHBIX (DYHKIIMM, BBITIOIHIEMBIX CIYKO0H KaJpoB.

VYyery nmoanexar paOOTHHUKH BCEX KaTErOpPHil HE3aBUCHMO OT BBINOJIHAEMOM MMHU paboOThHI U
3aHUMAEMOH JT0JDKHOCTH.

[IpuMepHBIil KOMIUIEKC ITOKYMEHTOB IO KaJpaM, OG(OPMISIONIMX YYeT KaJpoB, YCIOBHO
JIeNTUTCS Ha JIBE TPYIIIbI.

B mnepByro rpynmy BXOAAT JTOKYMEHTBI, HEMOCPEICTBEHHO IpeJHa3HAYeHHbIE I ydera
KaJIpOB:

JTUYHAs KapTouka paboTHUKa T-2;

y4deTHasi KapTouka HayqyHOTo, Hay4yHO-TIeJaroruiyeckoro padotauka T-4;
JIMYHBIN JIUCTOK (QHKETA) MO Y4eTy KaJpOB U JOTOJHEHUE K HEMY;
JKypHaJI ydeTa IBUKEHUS KaJIpOB U Jp.

Bo BTOpY!IO rpyniy BKIIOYEHBI JOKYMEHTBI, KOTOPBIE YYaCTBYIOT B ITPOLIECCE y4eTa KaApOB, HO
9Ta (QYHKIMS 17151 HUX HE SIBJIIETCSI OCHOBHOM (IIpUKa3bl, 3asBJICHNUS, IITATHOE PAaCHMCaHUE, CTPYKTypa
U IITaTHas YUCIEHHOCTh, TPYAOBOI I0rOBOD U Jp.)

O0e 3>Tu rpynnsl AJOKYMEHTOB I10 KaJ[paM COCTaBIIAIOTCS B CIIyX0e KapoB OpraHu3aluu.

Heo0xoanMocTh co3aHus TOrO WM MHOTO BHJA KapTOTEK ONpEAEeNsieTcsl MOTPEOHOCTAMHU B
MHGOpMAaLUU O JOKYMEHTaX CIIyXO0bl KaJIpOB OpraHU3aluu.

Kaproteku ¢popmupyrorcss Ha Han0oJiee 4acTO UCIOJIb3yeMble TIOKYMEHTHI, HAIIPUMEp, Ha BCeX
pabouux M CiIyXalluX, IPUHATBIX HA IMOCTOSHHYIO, BPEMEHHYIO MJIM CE30HHYIO0 paboTy, 3aBOAATCS
JUYHBIC KapTouku padoTHuka (popma T-2), HeoOXoauMBbIe IS aHAJIM3a COCTaBa U y4eTa JBHKCHUS
KaJpOB.

VuerHass KapTouka HAy4yHOTO, Hay4HO-IeJaroruueckoro pabotHuka (popma No T-4)
IIPUMEHSIETCA B Hay4HBIX, Hay4YHO-MCCIIEN0BATEIbCKUX, Hay4HO-TIIPOU3BOJACTBEHHBIX,
00pa30BaTeNIbHBIX U JPYTUX YYPEXKICHHSIX M OpPraHU3alUsaX, OCYIIECTBIIAIOUIMX JESITEIbHOCTh B
cdepe 00pazoBaHMsl, HAYKH M TEXHOJIOTUH, JUI y4eTa HayYHbIX paOOTHUKOB.

JIn4HBIE KapTOYKM YBOJICHHBIX TIDYNIUPYIOTCA IO NPUYMHAM YBOJIBHEHMS M IIOCTOSIHHO
XpaHiTcs B andaBUTHOM MOPSAAKE OTAEIbHO OT JCHCTBYIOIIEH KapTOTEKH, C YKa3aHUEM B KapTOUKe
JaThl, HOMEpa MpHKa3a U NPUYHUHBI YBOJIbHEHUS paOOTHHKA.

Ha paGoTHHKOB, yIOCTOEHHBIX TOCYAAPCTBEHHBIX Harpaj, MOYETHBIX 3BAHUM, HarpaxJaeHHBIX
OTpacCJIEBBIMU BUJAMH Harpaj, COCTABIISIFOTCS M BEAYTCSl yUETHBIE KAPTOUKH HAarpakJI€HHBIX, KOTOPbIE
CBOJATCA B KAPTOTEKY. YUET MOXKET BECTHCH U B )KypHAJIE HArPaKICHHBIX.

Jlnist OBICTPOrO HAXOXKJIEHHMsS KOHKPETHOTO JIMYHOTO Jena Belercs aidaBuUTHas KapTOTeKa,
cocrosmas u3 anpaBUTHBIX KapTodyeK. B OTAENbHBIX Cilydasx MpU Majol YMCIEHHOCTH pabOTHUKOB
Ha MPEANPUATUH 11eJIeCO00pa3HO BECTH al(paBUTHYIO KHUTY ydeTa JIUYHBIX Je]l.

AndaButHple KHUTHM M anpaBUTHBIE KapTOUKM SBISIOTCS CIPABOYHBIM almaparoM K
JOKYMEHTaM 10 JJMYHOMY COCTaBY U UMEIOT OJIMHAKOBBIE C HUMU CPOKH XPaHEHUS.
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VYdeTHble JOKYMEHTHI Ha PaOOTHUKOB XPAaHATCS B CIELUAIBHO OOOPYIOBAaHHBIX IIKadax,

3aganue:

KapTOTEUHBIX sAmMKax. Ha BpeMs mnpekpamieHus padOThl MOMEIICHUS, I/I€ XPaHATCS YYETHBIC
JOKYMEHTBI, OII€YaThIBAKOTCS UJIM CAAOTCS IIOJ OXpaHy.

1. Odopmurte nucThl andaBUTHON KHUTH U Pa3MECTUTE B HUX IMPEIUIOKECHHBbIC (paMUIHN

1o angaBury.

1. MBanosB
2.CMUpHOB
3.Ky3nenos
4. TTonioB
5.Bacuinbes
6 Ilerpos

7 CoxoJioB

8 Muxaiios
9 HoBukos
10 ®emopos
11 Mopo3zos
12 Bonkos
13 Anexceen
14 JlebOenen
15 Cemenosn
16 Eropos
17 I1aBnoB
18 Ko3nos
19 Cremnanosn
20 Hukomaes
21 Opnos

22 Aunpapeen
23 MakapoB
24 HukntuH
25 3axapoB
26 3aiines
27 ColloBbEB
28 bopucos
29 SIkoBneB
30 I'puropneB
31 Pomanosn
32 BopoObeB
33 Cepreen
34 Ky3pbMuH
35 ®ponos
36 AnekcaHIIpoB
37 Imutpues
38 Kopones
39 I'yces

40 Kucenes
41 Unpun
42 MakcuMoOB
43 TlomskoB
44 Copokun
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45 Bunorpanos
46 KoBanen
47 benos

48 Mensenen
49 AnTOHOB
50 Tapacos
51 XKykos

52 bapaHoB
53 ®Owmnmos
54 Komapos
55 JlaBbIJ10B
56 bensien

57 I'epacumoB
58 borpanos
59 Ocwurmos

60 Cumopos
61 MarBeeB
62 TutoB

63 Mapkos
64 MupoHOB
65 Kpsuios
66 Kynnkos
67 Kaprio

68 Biacos

69 MenbHUKOB
70 Jlenncos
71 I'aBpuiioB
72 TuxXOHOB
73 KazakoB
74 AdanacbeB
75 JlaHnioB
76 CaBeinbeB
77 Tumoeen
78 domuH

79 YepHon

80 AbpamoB
81 MapTbiHOB
82 EdumoB
83 denorToB
84 IllepOakoB
85 Hazapos
86 Kanunun
87 Ncaes

88 UepHbllieB
89 brikoB

90 Macnos

91 Poauonos
92 KoHoBaJioB
93 Jla3apes
94 Boponun
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95 Kiumos

96 ®unatos

97 Ilonomapes

98 I'onmy6GeB

99 KynpsiBues

100 ITpoxopos

2. N3yunte ydeTHYIO KapTOYKy HArpaXIAEHHOTO, 3alUIINTE B TETPah KaKUE TOKYMCHTHI

HGO6XOZII/IMI)I JJISL €€ 3aI0JIHCHUSL.

[Ipunoxenue N 8 k cratbsam 32 u 45 Uncrpykuuu, yrB. [Ipukazom Munucrpa 060poHsl

Poccuiickoit @enepanuu ot 7 aBrycra 1996 r. N 280

®opma N 1 (3anomHsETCS HA MUNIYIIEH MaNTuHKE, 0€3 MoMapoK)
(mata u MecTo Bpy4YEHUs Harpabl -

pecny0nuka, Kpaii, 001acTh, TOpo1, paiioH)

oW N

YUYETHAA KAPTOYKA HAT'PAXIEHHOI'O

. Pammnmsa

. Vmsa, oTuecTBO

o 4. Ton poOXIeHMUs

. MecTo poxnmeHus

. ObpasopaHue: IOCJIEBY30BCKOE npodpeccroHanbHoOe, BEICIIEE
npobpeccroHanbHOE, cpenHee npopeccroHaNbHOE, HayaJjlbHOe
npodeccuoHaJslbHOE, CpenHee (mosHOE) oBmee, OCHOBHOe oOOlee, MeHee

9 kJlaccoB (HYXHOE NOOUYEPKHYTH)

. JomxHoCTb, npodeccmsa, BOMHCKOE 3BaHMe (OJIs BOEHHOCJYXAUMX) ,

MeCcTO pPaboTel, CIIyXOB B MOMEHT HaTpaxnoeHUs (MMHMCTEpPCTBO,
BEOOMCTBO, YyuYpexIeHMe, IPeINpusaTre, OopTaHM3alNsa)

. JomamHmyi agpec HaTIpPaxIeHHOTO

(oBbopoTHas CTOPOHA)

9. BpydyeHa Harpamna:

—————————————————————— T--—-—--T-——————————————— =T ————————
| Bup Harpanmel (3BaHue | Homep | HomMep nmokyMeHTa | JlaTa M HOMED |
1 T'epos Poccumckomn |opoeHa, |k T'OCyIapCTBEHHOM | ykKasa o 1
1 depmepaumunu, OpPIeH, |Menau, Harpane POCCMMCKOM| HaTrpaxXIeHUuu |
\Menanb, B3HaK OTJIMYMS, | 3Haka |demepauun, npoesn-,

| IoYeTHOE 3BaHUe) | OTIIMUMA | HOTO OwmieTa |

Fmmm e Fo—m— et fom e +
| | | | |
I i i I i
Fmmm e Fo—m— et Fom e +
| | | | |
I i i I i
Fmmm e Fo—m— et Fom e +
| | | | |
I i i I i
Fmmm e Fo—m— et Fom e +
| | | | |
I i i I i
Fmmm e Fo—m— et ittt Fom e +
| | | | |
I i i I i
L-mmmmmmmmm to—m - R Fom e

Illoonrce HarpaxIeHHOI'O
HpaBMﬂbHOCTb OAaHHBEIX M [NOIONMCH

HaTPaxIeHHOTO 3aBepsio

(DOJIXHOCTE )

(moonmce)
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10. Ijg OTMEeTOK

[Ipumeuanns.

1. Ilpu 3anoJHEHUM YYETHOW KapTOUKH HarpakIe€HHBIX O(QHUIEPOB B JIEBOM BEPXHEM YTy
YKa3bIBa€TCs UX JIUYHBIN HOMED.

2. Ilpu mepenaue rocyiapCTBEHHOW Harpaabl U JOKYMEHTa K HEM HaclleJHUKY MOTHOIIEro
(ymepiiero wiM NOCMEpPTHO HAarpa)KJeHHOro) B IMyHKTe 10 yka3pIBaroTCs CTENEHb POJACTBA, paMuIIus,
VM3, OTYECTBO U JIOMAIIHUI aIpeC HACJIETHHKA.

IMpakTnyeckas padora Ne 33
HaumenoBanmue: «/[uddepenunpoBannpiii 3aueT».
eans paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHuaia, CHOPMUPOBAHHOCTH YMEHUN 1 HABBHIKOB
MarepuajbHO-TeXHHUYECKOe o0ecnieueHne: O6manku, [1K, MmeTonuueckne peKoMeHIaluu
3ananue:

Tecmoesvie 3a0anus 01sa npogedenus oughgpepenyuposannozo 3auema no M/IK 02.01
QUHO I'PYIITIA

1. [IpuHIMI COBPEMEHHOTO apXUBOBEACHHUS, KOTOpbI TpeOyeT M3ydyeHUS U OLEHKHU
apXMBHBIX JIOKYMEHTOB C YYETOM HX BHYTPEHHUX U BHEIIHUX OCOOEHHOCTEW, MX OOIIECTBEHHOMN
(GYHKIMH U CBSI3U C KYJIbTYPHBIMU TPAAULIMSIMHU HE B KQUECTBE €IUHUYHBIX (AKTOB, a B KOMILIEKCE C
JIPYTUMU JOKYMEHTaMH Ha3bIBACTCS:

a. [IpuHIMIOM ucTopuszmMa

b. [IpuHIMIIOM BCECTOPOHHOCTH U KOMILJIEKCHOCTH

C. [IpuHIMIOM 00BEKTUBHOCTH

2. Kakoii 13 MeTo10B apXuBOBeICHHS TPEOYyeT pacCCMOTPEHUS IOKYMEHTOB KaK 3JIEMEHTOB

TOM WJIM UHOU CUCTEMBI JOKYMEHTaluu?

a. OyHKIMOHAIBHBIN aHAIN3

b. CHCTEeMHBIH IT0JIXO0 T

C. HNHCTUTYLIMOHATBHBIN [101X0/1

d. HNudopManoHHbIN METOT

e. HcTounukoBequecKui aHaim3

3. CKOIBKO THIIOB apXUBOB OOMICTIPUHSATO BBIICTATH?

a. Tpu

b. IlBa

C. IIaTh

4, Pesynbrar 3akpemienuss nHGoOpMaIK O peIMeTax 0ObeKTUBHOM 1eHCTBUTENBHOCTH U

O MBICITUTENBHON JIEATEILHOCTH YeNIOBEKa MOCPEICTBOM MUChMa, rpaduku, poTorpaduu Wim Apyrum
CII0COOOM Ha JTI0OBIX HOCUTEISAX Ha3bIBACTCS:

a. JlokyMeHTOM

b. EnvHunen apxuBHOro XpaHEeHUs
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5. I'me 6p11a M300peTeHa Oymara?

a. B Anonun

b. B Kopee

C. B Kurae

d. B 3amagnoii Eporie

6. W3 yero cocrosu apXuBbl rocyAapcTB ApeBHeN Meconotamun?

a. W3 riuHsSHBIX TaOnuyex

b. W3 nanupycos

C. N3 nepramenra

1. Kak B npeBHOCTH Ha3bIBaJIUCh apXUBBI, COJEpXKALIUE B TOM UHUCIE, CIIUCKU T'paXKJ1aH-
n30upaTeneil, TOKYMEHTHI O BHIOOPAX, 3aIMCH O 3aCEJaHUSAX U PEIICHHUSIX BHIOOPHBIX OPraHOB?

a. [Hapckue

b. ApXHBBHI TIOJTHICA

C. Kpeueckue

d. YacTHOBIAICTbYCCKUE

e. ApXuBbI-OUOIHOTEKN

8. OTnuuuTenbHas 0COOEHHOCTh MEPBBIX CPEHEBEKOBBIX apPXUBOB

a. XpaHEeHHE TOJIbKO BXOSIINX JOKYMEHTOB

b. XpaHeHHE TOJIbKO UCXOSIINX TIOKYMEHTOB

C. XpaHeHHEe BXOAIIUX U UCXOAAIIUX JOKYyMEHTOB

9. B xakoM Bexke B MOCKOBCKOM roCyJapCTBE CYIIECTBOBAJIA APXUBBI PUKA30B?

a. B XVII Beke

b. B XVI Beke

C. B XIV Beke

d. B XVIII Beke

10.  Vkaxwure nary npusstus aekpera CoBera HapoIHbIX Komuccapos «O peopraHuzalyy u
LEHTpaIM3aluu apxXuBHOTO feiaa B PCOCP»?

a. 1 suBaps 1918 rona

b. 1 nrons11918 rona

C. 1 urons 1919 rona

11. Kako#i u3 NpPUHUUIOB OpraHu3ally XpaHEHHUs JOKyMEHTa SBIISETCS TJIaBHOMN
TEOPETUYECKOM OCHOBOM apXUBOBEACHUA?

a. [IpuHIMD IPUHAUIEAKHOCTH

b. [IpuHLIMI TPOUCXOXK ICHUS

12. Yacrte doHaa, KOTOpas MOJICKUT MOCTOSHHOMY XPAHEHUIO, T.€. UMEET UCTOPUUYECKOE,

HAaY4YHOC, ITOJIMTUYCCKOE, IIPABOBOC, HapOﬂHOXOSHﬁCTBCHHOC, COHUAIIBHOC, KYJIIBTYPHOC HJIM HHOC
3HAa4YCHHUC HA3bIBACTC

a. JlokymMeHTalIbHBIM (OHIOM

b. ApXHBHBIM (HOHIOM

13. Bepno 1nu, uyto QOHA NTMYHOTO TPOUCXOXKACHUS, COCTOSIIMA W3 JOKYMEHTOB,
OTJIO)KUBUIUXCS B PE3YJbTATE ACSATEIBHOCTH OTAECIBHOTO JIMLA, HA3bIBAETCS CEMEHBIM?

a. Ha

b. Her

14. Kto ocymectBisier ympaBineHue apxuBHbIM JaeinoM B Poccuiickoit ®enepanuu Ha
MYHULUIIAILHOM ypOBHE?

a. CneunanbHo ynosHomoueHHbll [IpaBurensctBoM P® opran uCnoJIHUTENbHON BIACTH

b. YTOJIHOMOYEHHbIE OpraHbl HCIOJIHUTENBHOM BIacTH cyObekToB PO

C. Oprasasl MECTHOTO CaMOYIIpaBJIEHUS

15. Bce apxuBsbl gensarca Ha

a. Kommunekryromuecst 1 He KOMIUIEKTYIOIIHECS
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b.

®oH0BBIC U HE (POHIOBBIE

16.  CkonpKO 3TamoB BKIIOYAaeT B ce0S MNPOIECC KOMIUIEKTOBAHMS TOCYIapCTBEHHBIX
apXuBOB?

a. 3

b. 4

C. 5

17. KonuuectBo KpUTEPUEB LIEHHOCTHU JIOKYMEHTOB, KOTOPBIMU JOJKHBI
PYKOBOJICTBOBATbCSI ApXUBUCTHI PU IPOBEAECHUH IKCIIEPTU3BI?

a. 3

b. 4

C. 5

18.  C kaxoii 1enbi0 BBOAMIMCH TaK Ha3bIBAEMBIE «3aIIPETHBIE TaThI»?

a. C uenbro COXpaHeHUsl OT YHUUYTOKEHUS HCTOPUUYECKHUX IOKYMEHTOB

b. C uenbio 3ampera COXpaHATh JOKYMEHTBI OIIPEIEIIEHHOTO MepU0/ia, AaThl

C. B aTi matel 3anpenianoch YHUUTOXKaTh JOKYMEHTBI

19. [IpenenbHblli CPOK BPEMEHHOTO XpaHEHUs Ui 3alUCed aKTOB TI'PaXIAHCKOTO
COCTOSIHU S, TOXO3SIICTBEHHBIX KHUT, 3alIMCE HOTAPUAJIbHBIX U CYI€OHBIX JI€] COCTABISIOT

a. 25 ner

b. 75 ner

C. 50 set

20. Tum apxuBHOrO cipaBoYHUKA B Poccuu, ABISIONINIICS OCHOBHBIM ¢ KOHIIA 16 Beka

a. Karamor

b. [Mepeuenp

C. Onuce

d. [TyreBouTeH

21.  ApXMBHBIH CHpPaBOYHHUK, COJEPKAIMMNA CBeIeHUS OO0 apXWBHBIX (OHIAX apXuBa B

CUCTCMATU3UPOBAHHOM BHUIC U HpeI[HaSHaquHBIﬁ JJI O3HAKOMJICHUS IIOJIB30BATCIIA C UX COCTaBOM U
COJACPIKAaHUEM Ha3bIBACTCA

a.
b.
C.
d.

22.

d.
b.
C.
23.
d.
b.
C.
24,
2003 roma
a.
b.
C.
25.
d.
b.
C.
26.

Karanor

[TyreBoauTENB

[Tepeuenb

Onuce

MakcuMalibHOE KOJIMYECTBO JIUCTOB, JIOMYCKAEMBIX B JI€JIE
200

250

350

MakcumanbHas TOJIIHHA JIeia

3cm

4 cMm

5cm

Cpok xpaHeHHUs! KaJpOBbIX JTOKYMEHTOB MO JUYHOMY COCTaBY, CO3/IaHHBIX, HAUMHAS C

50

65

75

VYKakuTe, Kakol TOKYMEHT He SIBIISIETCSl Pa3HOBUAHOCTHIO KOTIHU:

YEePHOBHK

OTITYCK

Jy6mukat

JIoKyMeHT, BBIIaHHBII B3aMEH YTEPSHHOTO M UMEIOIINHN CHITY MOJUIMHHUKA — 3TO:
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N

b.
C.

28.

7.

Konus

Otnyck

JyOnukat

VYkaxure, KaKO HHACKC COOTBETCTBYET MHJIEKCY KaJIpOBOIO IMPHUKa3a:
Ne 34-k

Ne 45-M

Ne 123

yKa)KI/ITC, KTO COCTaBJIsA€T, MOANHUCBIBACT BHYTPCHHIOKO OIIMCh JOKYMCHTOB,
Haxo A XCA B JJMYHOM ACJIC!

a. Cekperapb

b. PykoBoaurens

C. CaM COTPYJIHHK

29.  TwumoBas HOMEHKJIATypa JIe] HOCHUT:

a. PEKOMEHIaTeIbHBIN XapaKTep

b. 00s3aTeNIbHBIN XapaKTep

C. He0O0s3aTeNbHBIN XapaKkTep

30.  HowmeHknarypy Jenm MOXKHO U3MEHHUTH B TEUCHHE TO/1a, ECITH:

a. MPOU30IILI0 H3MEHEHUE CTPYKTYPHI TPEATIPHSITHS

b. €CTh YKa3aHHUEe PyKOBOIUTEIIS

C. €CTh YKa3aHHE BBIIIECTOSIICH OpraHu3aIii

31.  CBoaHYyIO HOMEHKIIATYpPY JIeJ YTBEPKIAeT:

a. PYKOBOOHUTECIIbL apXHUBa

b. HavaJIbHUK KaHIEISAPUH

C. PYKOBOJUTEIb YUPEKICHUS

32.  VkaxuTe, KAKOW PEKBU3HUT HE BXOJUT B COCTAB PEKBU3UTOB HOMEHKJIATYPHI JIEI:

a. rpud yTBEpKIACHUS

b. rpud CoriacoBaHus

C. OTMETKa O KOHTpOJIE.

33. VYkaxwure, CKOJbKO (opM  OpOIIIOPOBOK  JOKYMEHTOB  TIPHUMEHSETCS
JeTI0TIPOU3BOICTBE:!

a. Onna

b. e

C. Tpu

34.  Ilpu noaummBKe JOKYMEHTOB C JOJTOBPEMEHHBIM CPOKOM XPaHEHUS UCIIOJIb3YIOT:

a. npaByto (hopmMy OpOIIIOPOBKHU

b. neByro GopMy OpOIITIOPOBKU

C. 00y popmy OpOIIIOPOBKH

35. JlaTaMul JTMYHBIX JACH SBIISIOTCS:

a. JaThl KaJIpOBBIX MPUKA30B O IIPUEME U YBOJIbHEHUH COTPYAHUKA

b. JaThl IEPBOTO U MOCIIEJAHEr0 JOKYMEHTOB

C. naThl 0(hOpMIIEHHS 3asiBJIICHUH O TpHEeMe U YBOJIBHEHUHU COTPYIHUKA

36.  Ecnu B neno noamutsl Gpotorpaduu, OHU HyMEpPYIOTCS:

a. Ha JIMIIEBOM CTOPOHE B IPAaBOM BEPXHEM YTy

b. Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTy

C. BHU3Y Ha JINLIEBOW CTOPOHE

37.  IlomHOMY OOpMIIEHHIO MOJIEkKAT Jiena:

a. C BpEMEHHBIM CpokoM xpaHeHus (10 10 ner)

b. C BPEMEHHBIM CPOKOM XpaHeHHs (cBbiiie 10 ser)

C. BCE JIeNa, KOTOPbIE MEPEatoTCsl B apXUB.

38.  VkaxuTe, B KAKOH PEKBU3UT OOJIOKKH JieJia HElb3sl BHOCUTh U3MEHEHHUS:

B
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39.

B 3arojJIoOBOK Ac€jia

B MHJCKC AcCj1a

B HA3BaHMC OpraHuni3anuu

yKa)KI/ITe, CKOJIBKO XpPaHUTCA ACJI0, €CJIM B HCM MNOAIMWUTBI JOKYMCHTBI CO CPOKOM

XpaHeHus 3 u S Jer:

a.
b.
C.

40.

a.
b.
C.

41.

a.
b.
C.

42.

3 roga

5 ner

7 net

Cpoxk xpaHeHHs JeJia UCUUCISIETCS:

¢ | ssHuBaps rona, CIeayroIIero 3a roJloM OKOHYAHHUS Jiena

¢ | uyncna mecsua, CIeyOIIEro 3a MECSIIEM OKOHYAaHUSI JIeTia
C MOMEHTA 3aBEJCHUS Jelia

Howmenkiarypa aen BCTynaer B CHILY:

C HOBOTO KaJIEHJIapHOI'O rojia

Ka)KIbIii HOBBIN KBapTasl

M0 PACMOPSKEHHUIO PYKOBOIUTEIS

Cpoxku  XpaHEHHS JOKYMEHTOB, YCTAHOBJIEHHBIE THUIOBBIMH TIEPEUHSAMH, B

BCAOMCTBCHHBIX IICPCUHAX!

a.
b.
C.

43.

a.
b.
C.

44,

a.

=

MO>KHO TOJIBKO YBEITMYNBATh
MO>KHO YMEHBIIIATh

W3MEHSThH HETIb3s

VYkaxnre, KaKuM JIOKYMEHTOM 0(OpMIISIETCS BhIZIada Jiejia BO BpPEMEHHOE TOJTb30BaHHE:
KapTON-3aMECTUTENIEM

JIUCTOM-3aBEPUTEIIEM

JTUCTOM-3aMECTUTEIIEM.

VYkaxute, B CKOJBKUX 3K3eMIUIsIpax oGopMIiIsieTcs HOMEHKIaTypa Jed:
B JIBYX

B Tpex

B YETBIpEX.

dopmupoBaHue e OCYLIECTBISETCS LIEHTPAIN30BaHHO!

B yupexaeHusix | kareropuu

B yupexaeHusx |l kareropuun

B yupexaeHusx |11 kareropuu

[Ipu npaBoit popme OPOLTIOPOBKHU TOKYMEHTHI B JIeji€ pacioJiararoTcs:
B NIPSIMOM XPOHOJIOTUYECKON MOCIIEI0BATEIHLHOCTH

B [IOCJIEJIOBATEILHOCTH, OOPATHOM XPOHOJIOTUYECKOM

B 100011 MOCNe0BaTEIHHOCTH.

JIucTtel Aena HyMepyroT:

B [IPAaBOM BEPXHEM YTy

B IIPAaBOM HUKHEM YTy

nocepeHe HUKHEro MOJIs JIMcTa

B Tedenue nenonpon3BOACTBEHHOTO TOa JOKYMEHTHI U3 JIe:

MO’KHO BbI/1aBaTh

HeJb3s1 BbI1aBaTh

MOJKHO BbI/IaBaTh 110 YCMOTPEHHUIO CEKpeTapst

JIuct moboro opmata, CIOKEHHbBIN U TOJMUTHIN 32 OAUH Kpai:
HYMEPYIOT KaK OJIUH JIUCT

HYMEpYIOT ¢ OyKBEHHBIM 0003HaYECHUEM

HYMEpYIOT KaK /IBa JIMCTa

YHuuTOXKEHHE AeT 0(POpMIISETCS:
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a. MPHUKA30M MO0 OCHOBHOM JIESATEILHOCTH

b. aKTOM 00 YHHUYTOXKEHHH JOKYMEHTOB

C. JOKYMEHTOM He o(opmIsieTcs.

Kpurtepuu oneHuBanus:

OmneHka ypoBHSI YCBOSHHS M3y4EHHOTO MaTepHaja omnpenensercs Ko3(pduuueHToM ycBoeHHS
3HAHUN, yMEHUI U HaBBIKOB (1JIs1 BCEX YPOBHEH YCBOEHHUS).

e o
= F , IJI€ € — KOJIMYCCTBO OIICpaliy, BBINIOJITHCHHBIX ITPABHUJIBHO B JAHHOM TCCTC;
obm

Poow — 0O111€€ KOIMUECTBO OIEpaluii B TECTE.

[Ipu K <0,5 ouenka «2» (Hey10BIETBOPUTEILHO)
[Ipu 0,5 <K <0,74 onenka «3» (yIOBJIETBOPUTEILHO)
ITpu 0,75 <K <0,84 onenka «4» (xopoiio)

ITpu 0,85 <K <1,0 otienka «5» (OTIMYHO)

MK 02.02 O6ecnneyeHue COXpAaHHOCTU JOKYMEHTOB

IIpakTnueckas padora Ne 1

HaumenoBanue: «Cocrapiienue Ta0nuubl: [Ipuuunsl pa3pymenus JOKyMEHTOBY.

eans paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHHYeCKOe ofecnedyeHre: METOJAUYECKUE PEKOMEHAALNU, TeTpaib, pydKa,
JINHEIKA, KapaHaaml

3aganue: lcnone3ys wuHQOpManuio M3  JIEKIMOHHOTO  Marepuajia  paspaboTaiite
MHGOPMALMOHHYIO TabauIy 1o TemMe «lIpuunHel pa3pylieHns JOKyMEHTOBY

IIpakTuyeckasi padora Ne 2

HaumenoBanue: «CocTaBiieHHE CXEMbl pa3MEUIEHUs CPEICTB XpaHEHHs B TOMEUICHUH
(XpaHUIHIIE)».

eas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHUYECKOe ofecredyeHre: METOAUYECKUE PEKOMEHAALNU, TeTpajb, PydKa,
KapaH/jali, JInHehnka

CnpaBo4HbIil MaTepuaJl

Xpanunuiia OOOpYAyIOTCS  CTallMOHAPHBIMU WM MEPEABMKHBIMU  METAJTTHYECKUMHU
CTeJUIaKaMU, B KaYeCTBE BCIIOMOTATEIbHBIX CPE/ICTB XpAaHEHUS MPUMEHSIOT MeTa/Tnyeckue mKadol,
cer b1, mKadbI-CTEIUIAXKHU U T.11.

Crennaxu U OTKPBITBIE CpPEACTBA XpPaHEHHs yCTAHABIMBAIOT MEPHEHAMKYISIPHO CTEHAM C
OKOHHBIMU TpOE€MaMH, a B IOMEIIEHUAX Oe3 OKOH - C y4eTOM OCOOCHHOCTEH MOMEIIeHUN U
obopynoBanus. He momyckaeTcsi pa3MmelieHHe CpeICTB XpaHEHHs BIUIOTHYIO K HAapYKHBIM CTE€HaM
3/1aHUS U K UCTOYHHUKAM Teria.

PaccranoBka cpecTB XpaHEHHsI OCYIIECTBIISIETCS B COOTBETCTBUU C HOPMAaMU:

paccTosiHue MEXIY psSAaMu cTesuiaxel (raBHbId mpoxon) - 120 cMm;

paccrosiHHe (TIPOX0JT) MEX]y CTeUIaXKaMu - 75 cM;

paccTosiHUE MEeXTy Hapy»KHOM CTEHOM 3/1aHUs U CTeJIaXKaMu, MapalljieIbHBIMU CTEHE, - 75 CM;

paccTosiHMe MKy CTEHOM U TOPLIOM cTelaxka WK mkada (o0xon) - 45 cm;

paccTosiHHEe MEXIy IOJOM M HIDKHEH MonkoW cremnaxka (mkada) - He MeHee 15 cM, B
LIOKOJIBHBIX ATaxkax - He MeHee 30 cM.

O6opynoBaHue ¢ BBIBIKHBIMH YacTSIMH (SIUKaMU, CEKIIUSMU, IBEPIIaMH) YCTaHABIHMBACTCS
IO CTIeUaIHLHBIM HOPMaM C Y4€TOM THIIOPA3MEPOB CPEICTB XPAHECHHUS.

3agaHue: COCTaBUTh CXEMY Pa3MEIICHUs CPEJICTB XpaHEHUS B MMOMEIICHUU (XPAHUITUIIE) MPU
YCIIOBUH, UTO IJIOMIaAb apxuBa coctapiseT 100 KB.M. U JBE CTEHBI BHEIIHUE.
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IpakTuyeckas padora Ne 3

HaumenoBanue: «OCBOEHME NPUEMOB M0 Pa3MEIICHUIO TOKYMEHTOB B apXMBOXPAaHUJIMILE U
TOTOTpapUPOBAHNE APXUBOXPAHUITHII].

Henap padoThi: OCYLIECTBUTH KOHTPOJb OOYyY€HHUS, NMPOJOJDKUTH CUCTEMATH3ALUIO 3HAHUI,
BBISIBUTh YPOBEHb YCBOCHHS MaTepHalia, COPMUPOBAHHOCTH YMEHUN U HABBIKOB

MartepuajbHO-TeXHHYeCKOe o0ecrevyeHue: TETpajb, pydyka, KapaHjaml, JUHEiKa,
METOIUYECKUE PEKOMEH AU

3aganue:

[lepen nepenayeit nen B apXuB OHU OOBETUHSIOTCS B CBSI3KH, JJIs1 KQXKI0U U3 KOTOPBIX, B CBOIO
ouepeb, 0POPMIISIOTCS SIPIBIKH JIeN. B 9TH SpIBIKK BKITFOUACTCS CIEAYIoas nHGO pMaIus:

. HAMMEHOBAaHUE OpraHu3aly, a TakXke, I[pu HaIW4uHh, €€ CTPYKTYpPHOrO
MOJIpa3IeJICHUs,

. HOMEp OIHCH, M0 KOTOPOH Jieja NepeAatoTCsl Ha XpaHEHUE B ApXUB;

. MEPBBII U MOCIEIHUI HOMEpPA JEJI, BXOAIINX B CBA3KY;

. 3aroJIOBOK, COJIEPKALIUICS B ONTUCH JIETT;

. HAKOHEII, HOMEp CBS3KH.

B apxuB 15 nanpHeNIero XpaHeHus nepeanbl cieayoume Jo0KkyMeHTel. OdopMuTe spiablku
Ha nokymeHThl. HenmocTaromryro nabopmaInio 1006aBbTe TPOU3BOIHHO.
Otnena kaapos:

1. [Ipuka3pl 1Mo JIMYHOMY cocTaBy (IIpHeM, MepeBoJ, yBoJibHeHue) 3a 2016 rox B
koJmmuectBe 20 men;

2. JInunbie kaprouku Gopmsl T-2 3a 2010 rox B konuuectse 10 ne;

3. TpynoBsie norosopa padotaukos 3a 2010 rox B konuyectse 20 nen;

4, JIuntesrle cueta 3a 2011 ron B xomnuectse 10 men.

Otnen mokymMmeHTO000pOTA:

1. [Tpukassl mo 0CHOBHOM AesTenbHOCTH 3a 2012 TO1 B KOJIMYECTBE 2 ACI.

IIpakTuyeckas padora Ne 4

HaumenoBanue: «CocraBieHue 1 0pOpMIIEHME OPUEHTHPOBOYHBIX I'PYIIT PEXKHMOB CYIIKH
JOKYMEHTOB.

Ieab padoThl: OCYLIECTBUTH KOHTPOJb OOY4eHUs, IPOJOJDKUTH CUCTEMATU3ALUI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHMs MaTepuaia, cOpMUPOBAHHOCTH YMEHHUH 1 HABBIKOB

MarepuaJjbHO-TeXHUYeCKOe ofecrevyeHne: MeTOANYECKHE PEKOMEHAluH, TeTpajb, pyuKa

CnpaBo4HbIil MaTepuaJl

OpueHTUPOBOYHBIE PEKUMBI CYILKH, CIEIYIOIINE:

1 rpynma: AOKYMEHThl HaMOKIIME, MOABEPraBLIMECS NPSMOMY JAEHCTBHIO BObI, IOJKHBI
CYIIUTBCS B peskuMe o0ayBaHMs cyXuM Bo3ayxoM (20-30°; 30-40%) ot 5 no 10 cyTok B pa3BepHyTOM
WIH B Pa3BELICHHOM BH/JIE; MHOTJA JIO CYIIKH YAAJISIOT U30BITOK BJIard NOPUCTOI Oymaroi;

2  rpynma:  JOKYMEHTbl  YMEpPEHHO-YBJIQ)KHEHHbIE,  IOJBEpraBIIUECS  MIPIMOMY
KpPaTKOBPEMEHHOMY ACHCTBUIO OCAJKOB WM JUIMTENBHO XPAHUBIIHECS B CBHIPHIX HEOTAIUIMBACMBIX
MOMEUIEHUAX, CyllaT B pPa3BepHYTOM BHJE B TedeHHe 3-5 CyToK npu oOAyBaHMM (BEHTHJISALIUM)
OOBIYHBIM KOMHATHBIM BO3JIyXOM, T.€. B PEKUME MIPUHYIUTEIbHON aKKIMMaTH3aI1H;

3 rpymma: JOKYMEHTBl C HHU3KOW CTENEHBIO YBIAXXHEHMsSI, IIOJBEPraBIIUECS JEHCTBUIO
BJIQKHOTO BO3JyXa (MEPEBO3KH 3aKPBITHIM TPAHCIOPTOM B JI0XK/b, TYMaH JJIMTEIbHOCTHIO HE OoJiee
CYTOK), CylIaT B peXXMMe 0ObIYHOM KOMHATHOM aKKJIMMaTH3allM1 He MeHee 1-2 cyToK (B pa3BEepHYTOM
BUJIE) WK 3-4 cyTOK (B cTOTIE);

4 rpynmna: oxJiax/IeHHbIE B 3MMHEE BpeMs JJOKYMEHTHI [ocie JUIMTEIbHOM UX nepeBo3ku (6oiee
1 cyTOK) cymar B ycJIOBHSIX, HOPMHUPOBAHHBIX Ul BTOPOM I'PYIIIBL, a EpeBO3UBIINECS He Ooyiee 2-5
4acoB — B PEXKHMME, HOPMUPOBAHHOM JUIsl TPETHEMN TPYIIIIBI.

3aganue:

61



Pacnipenenure no rpynnaM pexuMOB CYIIKHA JTOKYMEHTBI:

1. [IpopBasno TpyObl OTOIUIEHUS 3TAXKOM BBIIIE U 3aTONIIO KOMHATY apXHBa OpraHU3aIlu;

2. B apxuB mnoctynuiM JOKYMEHTHl M3 OpraHu3alud, B KOTOPOH OHHM XPAaHWIHCH B
HEOTAIJINBaEMOM IIOMEILEHNN B 3MMHEE BPEMSI.

3. [Ipu pasrpy3ke 1OKyMEHTOB OHM IOTAJIN 0]l KPATKOBPEMEHHBIHN T0K/Ib.

4. B 3umHee BpeMsi nepeBO3UIN TIOKYMEHTHI, BpeMsl B ITyTH — 3,5 yaca.

OtBet opopmuTe B BHJIE TAOTHIIBI
rpynna | cutyanus | [IpaBuna cymku

IIpakTnueckas padora Ne 5

HaumenoBanue: «OrmpesielieHMe OCHOBHBIX 3a/1ad apXUBHBIX KOHTPOJIbHO-KIMMAaTHYECKUX
ciyx0. OdopMiieHrE OCHOBHBIX KIIMMAaTHUECKUX MTapaMETPOB BO3TyXa».

[eas paGoThI: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, MPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHUS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHHYeCKOe ofecrnedeHre: METOJAUYECKUE PEKOMEHAALUU, TeTpaib, pydKa,
KOHCIIEKTEI JIEKITUI

CnpaBo4Hblil MaTepuaJl

ApXUBHBIE KOHTPOJIbHO-KIIMMAaTUYECKHE CITYKObI MOTYT ()YHKIIMOHUPOBAaTh aBTOHOMHO WJIU B
COCTaBe OTJIEJIOB O0EeCIeueHusl COXpaHHOCTU apxuBa. OCHOBHBIMHU 3aJjauaMi apXUBHBIX KOHTPOJBHO-
KIIMMATHYECKUX CITY)KO SBIISTFOTCSI:

. BBIOOp, paIMOHAILHOE pa3MEUICHWE, TPaBHIbHAS OKCIUTyaTalus, IEPHOIHMYECKast
MPOBEPKA U HACTPOIKa KIMMATHUECKUX PUOOPOB;

. OCYIIECTBIICHHE MOCTOSHHBIX KOHTPOJIBHO-KIMMATHYECKIX H3MEPEHHUI B XpaHHITUINAX;

. perucTpays pe3yabTaToB U3MEPEHUI C MCMOJIb30BAaHUEM TaOIMYHBIX H rpadUIecKux
dhopwm 3amnucu;

. OIICHKa pe3yIbTaTOB KIMMATHYECKOTO KOHTPOJISL; OCYIIECTBICHHWE HA STOW OCHOBE

TEKYIIUX W HNEPCICKTHUBHBIX pa60T 10 HOpMaJIU3alluu }’CJ'IOBI/II‘/'I XpaHCHHUA OOKYMCHTOB apxuBa C
YueTOM 0COOEHHOCTEHN MUKPOKJIMMAaTa KOHKPETHOT'O 3JaHUA U HOMCHICHI/II‘/'1 XpaHHWJIAILL;

. OTIEPAaTHBHOE HCIIOJIb30BAHUE OIBITA 3TOH pabOThl B 3KCTPEMAIbHBIX CHTYaIUSX,
CBSI3aHHBIX C HApYyIIEHUEM PEKUMa XpaHEHHUS TOKyMEHTOB.

3aganue:

1. CocraBpTe TaOJNMIy pPAIMOHATBHOTO TPOBETPUBAHUS, HCIOJIB3YS TEOPETUUCCKUN
Marepua.

2. Knumatuueckoe cocTosHME BO3[yXa XapaKTEepPHU3YIOT — CIEAYIOUIME OCHOBHBIE

napaMmeTpsl. TemmoBol pEXUM XapakTepus3yeTcsi TemrmepaTypoil Bosayxa. OHa wu3Mmepsiercs B
aOCOTIOTHBIX eIUHUIAX U BbIpaxkaeTcs B rpaaycax Lemscus (t, °C). B1a)kxHOCTHON peKUM OIICHUBAIOT
CIICAYIOIIMMU €IMHUIIAMU BJIKHOCTH:

- AOcomoTtHas BIaxXHOCTh (A, T1/M*) — 53TO KOJMYECTBO TpaMM BOJISHOrO Tiapa,
coJiepKalerocsi B KyOuueckoM Merpe (ThIcsde JIMTPOB) BO3/yXa. B peasbHBIX YCIOBUSAX a0COTIOTHAsS
BJIQKHOCTh MOXKET HM3MEHATbCA OT HyJs (abCOJIIOTHO CyXOH BO31yX) A0 (U3MUECKOro mpeaena
HACBHIIIEHUsI BO3[yXa BJIaroi Mpu JaHHOM Temmeparype. DTOT Hpees Ha3bIBalOT BIaroeMKOCTHIO
BO3/yXa.

- Bnaroemkoctb Bo3ayxa (B, r/M3) — 310 nmpenenbHOe, MaKCUMaIbHO BO3MOXKHOE KOJIMYECTBO
BOJSIHOTO Tapa, KOTOPOE MOKET coJiep’KaThcs B KyOOoMeTpe Bo3AyXa MpH JTaHHOW Temreparype, (T.e.
npenenbHas a0CoNIOTHass BIaXHOCTh). C TOBBIIMIEHHEM TEMIIepaTypbl BIAaroeMKOCTh BO3/1yXa
yBenuuuBaeTcs. Hampumep, npu HyneBo#l TemmepaTrype BO3AYyX MOXKET COJAEp)KaTh IMapoB BOJBI HE
6onee 4,84 r/mM3 (BraroeMkocTh npu Hyne), npu 20° — ne Oosiee 17,1 r/m3, a npu 40° — He Ooiee
50,2 r/m*
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Ha IIPAaKTUKEC OGBI‘IHO MOJIB3YKOTCA HE a6COJHOTHBIMI/I, a OTHOCUTCJIIBHBIMHU CIWHHUIIaMAU
BBIPKEHUS BJIOKHOCTH, T.€. OTHOCUTEIILHON BIIAKHOCTHIO.

- OtHocuTenbHAs BIAXHOCTh Bo3ayxa (H, %) — 3To oTHOIIeHHE aOCONIOTHOW BIAKHOCTH
BO3JlyXa K €ro BJIAroeMKOCTH MPH JaHHOU TeMIIepaType, BHIPAXKEHHOE B MPOIICHTAX:

A+100
Hapr—=——% (1)
B

LR I L

Baaroemkocts Bo3ayxa (B, r/m’) Nps pasnoii Temneparype

£ o B, r/m’ t, °C B, r/m’ t, °C B, r/n’
-10 2,15 7 7,70 24 21,55
9 2,34 8 8,22 25 22.80
T 2,54 9 8,76 26 24.10
E 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
A 3,81 14 11,96 3] 31,70
2 4,13 15 12,70 32 33,45
i 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 apxuBHOUW KIMMAaTOJIOTHM BCE MPAKTHYECKUE PACUYEThI BBIMOJHSIOTCS C HCIOJIb30BAHUEM
Tabnuiel 1 1 ypaBHeHus (1) B OCHOBHOM ik B IipeoOpa3zoBaHHOM Bujie (2) uiu (3).

A+100 HeB A+100
Hi= % (1); A= — /M (2); B= rim* (3)
B 100 H
Pemure cnenyromue 3anauu:
1. [TpuGops! mokazanu, 4To TeMIeparypa B XpaHUIuIE 25°, OTHOCUTENbHAS BIIAXKHOCTb
42%. HaiiTi abCONIOTHYIO BIaKHOCTH BO3/IyXa (A).
2. Temneparypa B mnomemenun 20°, abcomrotHas BiaxHoctb 10 r1/mM3. Haiitu

OTHOCHUTEINbHYIO BlaxHOCTh (H).
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3. OTtHocuTenbHAsT BIAXKHOCTh BO3ayxa 72%, abcostoTHas BiIaXHOCTH 16 r/m3. Haittm
BJIarOeMKOCTh Bo3yxa(B).

IIpakTnueckas padora Ne 6

HaumenoBanue: «CocraBneHue TaOIMIBI BIAroeMKOCTH Bo3ayxa. CocTaBieHHE pPacdeToB
KJIIMMATHYECKUX MapaMeTPOB».

Heas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHMsI, MPOJODKUTH CHCTEMATHU3AIUI0 3HAHMM,
BBISIBUTh YPOBCHb YCBOCHHS MaTepHalia, COPMUPOBAHHOCTH YMEHUW U HABBIKOB

MartepuajbHO-TeXHHYeCKOe o0ecmeyeHue: TETpajb, pydyka, KapaHjaml, JUHEiKa,
KQJIbKYJISITOP, METOIMYECKUE PEKOMEH AN

3aganue:

1.Mcnonb3ys naHHBIE M3 TpakTUYeCKOW paboTel Ne 5 cocrtaBpTe TaOMUIly BIIArOEMKOCTH
Bo3ayxa ot -5 mo 35 C.

2. KoHTpoIbHBIE JaHHBIC 3aITMCHIBAIOT B TAOJUIHOM BHUJIE 1O hopMe:

dopma perucrpauin noxkasanuii npubopos

Apxus TR cuveascca Croco0d OToIeHNS.
No xpanunsua....... Bo3ayxoodsen:
N KOHTP. TOYKH..... KOHAHUHOHEP!

NPHHN AHTCABHBIH,
CCTECTBCHIBLHL
(IOAMCPRUNVTYL)

llon, KnumMarnyecKie napaMeTrpb BO3AVNA: onoarnTeAbHbIC
MeCsLL, Hapy>xHoro KOMHATIOTO SRTHCH
YHCNO *) (=2%) |
t, H, A, L, H, A, ‘
& |

[lepenecure B TeTpamp (GopmMy perucTpamui NMoKazaHuil NpuOOPOB, 3amojHUTE (GOopMy IO
CICAYIOIIUM YCIOBUSIM: 3 3Tax, XpaHuiuiie Ne 2, koHTpoJibHas Touka Ne 1, ecTeCTBEHHbIU
BO3/IyX000MeH, TeMIepaTypa Hapy)KHOro Bo3ayxa 15, xomHaTtHoro 19, A, -10 r/m3 H. — 72%.
Henocraronue nanHpie pacuutaiTe caMoCToATeNbHO. [laTta 3amepa nokazareneit — 15.05.2020 r.

IIpakTuyeckas padora Ne 7

HanmenoBanue: «AHamu3 OCHOBHBIX pasnenoB [IpaBui yuera u XxpaHeHUsS] TOKYMEHTOBY.

Heab padoThI: OCYIIECTBUTh KOHTPOJIL OOYYEHHS, NMPOJOJDKHTH CHUCTEMATHU3AIMIO 3HAHUIA,
BBISIBUTh YPOBEHb YCBOCHHS MaTepuaa, ChOpMUPOBAHHOCTH YMEHHI U HABBIKOB

MarepunaabHo-Texuudeckoe obecrnedenue: [1K, meromuueckne pexoMeHAAIMH, TOCTYI B
UHTEPHET, TeTPajb, PydKa

3aganue:

Nzyunte Ilpuka3 Pocapxusa ot 02.03.2020 N 24 (pen. ot 26.09.2022) "OO yTBep>KIAeHUU
IIpaBun opraHu3anuy XpaHEeHUs, KOMIUIEKTOBaHHUs, yueTa U UCHOJIb30BaHUS IOKyMEHTOB APXUBHOTO
¢onna Poccuiickoit ®Pexpepauuum M APYrUX AapXUBHBIX JIOKYMEHTOB B TOCYJAapPCTBEHHBIX U
MYHUIIMNATBHBIX apXHUBaX, My3edX U OMOIMOTEKaxX, Hay4yHbIX opraHu3anusx" (3aperucTpupoBaHO B
Munrocte Poccun 20.05.2020 N 58396)

[Ipoananuzupyiite 1 3anUIINTE TMIaBHYO HHpOpManuio no 1-5 pa3neny.

IIpakTnuyeckas padora Ne 8
HaumenoBanue: «CocTaBiieHre KapTOUKH MOCTEIUIAKHOTO TOMOTPpapUUIECcKOro yKazaTels».
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Heas paGoThl: OCYIIECTBUTh KOHTPOJIb OOyYEHHUsI, MPOJIODKUTh CUCTEMATH3alMI0 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHHS MaTepHalia, COPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajbHo-TeXHH4YECKOe o0ecnieuenue: O6manku, [1IK, meTonuueckne pekoMeHIaluu

CnpaBoyHbIil MaTepuaJ

Kaprouka mocTenna)xHOro TOmorpaguyeckoro ykasarens (anee - KapToyka) — 3To OJaHK,
KOTOPBIA 3aloJHSAETCS BO BpEMs OMHMCAHHUS JIOKYMEHTOB OpraHH3alluM, XpaHSIIUXCS B apXUBE
opraHu3aiuu JIM0o B TOCYIapCTBEHHBIX WM BEIOMCTBEHHBIX apXUBaX.

Tonorpaduyeckuii yKazarellb — 3TO HEOOXOAMMBIM JOKYMEHT JUIi TOYHOI'O OIpPEACICHUS
MecTa pa3MenieHust GoHI0B apxuBoxpaHuwiuiieil. Ee ocHoBHast (yHKIMS - OBICTpOE U KaUYE€CTBEHHOE
Hax0JIeHHE HEOOXOAMMBIX MAaTEPHAJIOB MOJIH30BATEISIMU B apXUBHOM (POHJIE.

Kaprouka 3amosiHsiercss Ha Onmankax ¢opmara AS, mubo dopmara A6. B Heil 3amomHseTcs
JuieBas 1 000poTHas CTOpoHa. B Hee 3aHOCATCS CBEJIEHUS O MECTE XpaHEHHs U JOKYMEHTaX: HoMepa
CTeJUTIaXKeH, XpaHWUI, MmKadoB, TOJOK, HOMEP OIHCH, PETHCTPALIMOHHBI HOMEpP IOKYMEHTOB,
PACIOJIOKEHHBIX B OJIOKaX «C» U «I10», MPUMEYaHHs K JOKYMEHTaM (Yalle - OTMETKa O KOHKPETHOM
XpaHWIUIIE B OPTaHU3aLUSIX, Y KOTOPBIX HECKOJIBKO XpaHuiuil). KapTouka 3amoqHseTcss Ha OTACIBHO
B3SITHIM CTEJIJIaXK, OHA PACIIOJIaraeTcsl Mo MOPSIKY HOMEPOB CTEIaXeill Ha OTJeNbHOE MOMEIICHHUE.
[locne 3amoyiHEHHsI KapTO4YKa NIPUKPEIUIETCS K CTeIUIaXy Ha TOpueBOoM cropoHe. Hymepanus
cTeaxeid W mKadoB HAYMHAETCS OT BXOJa W HJAET CBEPXY BHU3 W CJIEBa HAIpaBo. 3aroJHEHUE
KapTOYKHU BeIEeTCA Ha OyMa)KHOM HOCHTEJIE W/WIIH B 3JIEKTPOHHOM (aBTOMAaTU3UPOBAHHOM) PEXKHUME.

Kaprouka 3amonusiercs B nIByX dsKk3eMmiuisipax. OIWH XpaHUTCS Y paOOTHUKA, Ha KOTOPOTO
BO3JIO)KEHA OTBETCTBEHHOCTh IO YYETY W XPaHEHHIO MAaTEepUajOB B apXuBE, BTOPOW TEepenaercs B
apxuBOXpaHmmie. Ecu TOKyMEHT MEHSET MECTO PAacIojIOKeHUs, HHPOPMAIUIO O TEePEeMEIICHUN
HEOOXOMMO CBOEBPEMEHHO BHECTH B KapTOuky. [Ipm HEOOXOAMMOCTH KapTOYKa MOXKET OBITh
nepecocTtanieHa. M3MeHeHus: B KapTOUKy BHOCSITCSI B CIEAYIOUIUX CIY4asX: IpH MOMOJHEHUH (poHaa
HOBBIMHM JOKYMEHTAMH;, NpPH MEpPEeMELIEHUH MaTepHuajoB B apXUBOXPAHWIWIIAX; TMPU BBIOBITUH
JOKYMEHTOB (cllaua B MaKyJarypy, repeiaya B HOBbII apXHB U JIp.)

3ananme: Vcmonb3ys oOpasell 3amoHEHHOM KapTOUKd M OjaHka, oPOpMHUTE KapTOUYKy B
TeTpaJy, yIUThIBas pa3MelieHne nHpopMaluu Ha e€ JIMIEeBON U 000POTHBIX CTOPOHAX.
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P
L

"BuKTOpHA"

KAPTOMEA NOCTEANAXHOIO

TONorFAsMHMECKDI0 YKA3ZATENR
WEAD M 5 XPAHHNHIE AOKYMEHTOE N3 AHYHOMY
Mxacd N | Monka N || Omwmcs N Enxp.eN_molN_ [TprMetanne
I | I | I
1/JIC 147 - 166 5 KOpoDoB
1/7IC | 167-186 5 KopoboB
i/7IC | 187 - 206 5 Kopobos
1/7IC 207 - 226 5 KOpODOE
1/7IC || 227 - 244 || 5 xopobog, ex. xp. N 244 - BHe KopoOa
(HaMMEHOBaHUE OPraHU3aIIH )
KAPTOUYKA HOCTEJIJVIAYKHOI'O
TOHOI'PA®UYECKOI'O YKA3ATEJIA
XPAHUJIMIIE
CTEJIJIAXK Ne Ne
HIxad Ne |TTonka Ne| @onn Ne |Omuce Ne| Jlenma ¢ No IIpumeyanue
(u/m) | ITo Ne
1 2 3 4 5 6
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dopma KapTOUKH MOCTEIIIAKHOTO TOOrPapUIECKOTo yKa3aTes (JHLeBas CTOPOHa)
O6opoTHas cTOpOHA
1 2 3 4 5 6

IIpakTuueckas padora Ne 9

HaumenoBanme: «OdopmieHne BblIaud A€l W3 XPAaHWIUIL. 3aloJHUTh KHUTY BBIJIAYU
JTIOKYMEHTOB.

[eas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, TPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHuaia, CHOPMUPOBAHHOCTH YMEHUN 1 HABBHIKOB

MarepuajibHo-TexHn4eckoe odecnedenne: [1K, Meroauyeckue pekomeHaum

3ananue:

1. OdopMuUTh 1 3aMOTHUTH KHATY BBIJIAYH JIEJT BO BPEMEHHOE TI0JIb30BaHHE.

®oug Ne 96 MKY «PYO», ommiuck Ne 3 MOCTOSIHHOTO cpoka XpaHeHus 3a 1993-1994

Heno Ne 34 «IlltatHoe pacnucanue ynpasieHus 3a 1994 r.» Beimano 23.04.2019 rnaBHOMY
oyxrantepy B.B. BanummHoM.

Cnenuanuct apxuBa: PO cTynenta

Heno Bo3sparieno 25.04.2019 roxa.

@dopma KHUTH BbLIAuU Ael

HaszBanue apxuBa
Kaura Beiaum e BO BpEMEHHOE TOJIb30BaHUE
Ne JHata | Homepa ¢onna onmcu, nena. | Komy Beigano Pocnuce 0 | Jlata Bo3BpatieHus
[T/m 3aroJioBOK jeia Y Ha KaKou MOJTy4YCHU U U POCITUCh
CPOK el MIPUHSBIIETO JIEJI0
2. CocraBuTh CcXeMy MOpPSAAKA BBIJAYU JieJJa BO BPEMEHHOE IOJIb30BAaHUE C yKa3aHHEM

JOKYMEHTOB, KOTOPbIE HEOOX0IUMO O(POPMHUTH MPH BbIIAYUE AL

IIpakTuyeckas padora Ne 10

HaumenoBanue: «OdopmiieHne nopsaka CHATUA C y4eTa JTOKYMEHTOB, HE HalIEHHBIX B XO€
MIPOBEPKU».

Heap padoThi: OCYHIECTBUTH KOHTPOJL OOYyUEHHS, MPOJOJDKUTH CUCTEMATH3AIUIO 3HAHHIMA,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajbHO-TeXHHYecKkoe obecnieyenme: onanku, [1K, metoauueckue pekoMeHaauu

CrnpaBo4HbIii MaTepUaJI:

Opranuzanus po3bicka HEOOHAPY)KEHHBIX JIEJT

1 OpranusyeTcs ¢ MOMEHTA BbISIBIIEHUS OTCYTCTBUS Jejla U MPOBOJUTCA B TeueHue 1 roza;

] PykoBOJICTBO apXuBa BIIpaBe MPOJUIMTh CPOK PO3bICKa Ha OCHOBAHMHU JOKJIAJHOM 3amHCKH
PYKOBOJUTEIIS COOTBETCTBYIOIIETO CTPYKTYPHOTO MOJpa3IeNICHHs apXUBa;

] ApXMBHBIX JOKYMEHTBI, 0OHapyXEHHbIE B X0OJI€ PO3bICKA, [TOIKJIA/IbIBAIOT HA MECTO;

1 B nucre mpoBepku (rpada «lIpumeuanue») M KapTouke HEOOHAPY)KEHHBIX ApPXUBHBIX
JOKYMEHTOB JIeJIaeTCsl OTMETKa 00 MX OOHApyXEeHUH, 3aBEepeHHast OIMTUChI0 paOOTHUKA;
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] lena, npu4MHBI OTCYTCTBHSI KOTOPBIX MOATBEPKIEHBI JOKYMEHTAIbHO, CHUMAKOTCS C y4deTa

B YCTAaHOBJICHHOM IIOPAIKEC,

1 Hena, He oOHapyXeHHbIE B XOJ€ pO3BICKA, BKJIIOYAIOTCS B aKT O HE OOHApYXCHHUU

AOKYMCHTOB, ITYTH PO3bICKa KOTOPBIX UCUYCPITIAHBI;

1 K akTy 0 He OOHapyXEHHWHU COCTaBJISIETCS MOAPOOHAs CIIpaBKa O TPOBEICHHH PO3BICKA.

ApXMBHBIE JOKYMEHTBHI, IPHYNHBI

OTCYTCTBHA KOTOPBIX IMOATBCPIKIACHLL

JOKYMCHTAJIbHO, U

HeOOHapyXEHHBIE Jeja, IMYTH PO3bICKAa KOTOPBIX HCUEpIIaHbl, CHUMAIOTCS C y4eTa Ha OCHOBAaHHUHU
pelIeHusl YIIOJHOMOYEHHOTO ()eIepaIbHOr0 OpraHa WCIOJHHUTEIBHOW BIacTH B cdepe apXWBHOTO

Acila W JCJIOIMPOU3BOACTBA,

YIIOJIHOMOYCHHOT'O OpraHa HCIIOJHUTCILHOM BJIACTU

Poccwuiickoit @eneparuu B chepe apXUBHOTO Jiejia, OpraHa MECTHOTO CaMOYITPABJICHHUS.

AET YTBEFPEINAK

i) HarmMqeoEaHMe TOJDEHCOOTHM
PYROEOIMTEIIA CPTaHMISaLIIMIMM

(MecTo COoOCTABISHMA)

IIoonMch PacmMmbpooBKA
o HeoBHAPYEEHMM IoKyMEHTOB, 0o IOMCH
O¥THM pO3IHCKA KOTOPEX MOWSpDISHE
HaTa
foHI N
(Ha=eaxmMe dboHDa)

B pesymerTaTe YVCTaHCOEIeHS OTCYTCOTEME B
boMOe ODepeuMoIeHHEXK HIMES OS2, OpeIOpMHATHE aApXMEOM BCSBOSMONHES
MePH OO0 POSHCKY IeJI OOJCEMTEEHEX peSyIETATOE HEe IaMM, E CEASM @O
Her CHMTASM BOSMOEHEDM CHATE © HEeTa
Onuce | Ex. SarciaIoBCK eI Xp. Fommaecteo Epafinme | [Ipegmomarasseie

™ =p. JTHCTOE (EpenA OATEL I HEHHEL
N SEVEAHHA, CTICVTCTERA
MeTpa®E)
1 2 3 4 3 G
HMroro en. Xp.
(1adparss M OpOOMCBRE)

Comep=aHMe YVITDaEeHHBEIK MAETEDMaToR MOoEST CEITE URCTMEHGS

BOCIIOJHEHRO CSJASIVEORMAA SI0. XJ.:
(HomMepa em. Xp. M MX IDYVIOCERS
SATOJSIOEKM)
HarsieHOoOBAau/E IOIIXRHOCTH
DYXOBOIDMTRJAR apxXiEa
(RZua, OTBEeTCTBEeHHOTO
=a apx#s) HRoxnwcs PacovdpoBxa nonnxcy
~2Ta
COITJIACOBAHO <*> CCTJIACOBAEDC
fpoToxon JIK APXXEHOIO YRPeXReHVA fiporToxeon U3X (3X) cprauxzain
-~ - b 5 - - »
Aavenenyg E yUeTHMNE IJOKYMEMTE ADXKBA BMECeMM
fyxosonuTen: APXKLEA
(s3210, OTBeaTCTREeMMOE 38 YyUeT) Moznues .-ac::xt;::zxa Jonn¥cx

cyOBeKTa

68






3aganue:
Hcnone3yst crnpaBouHBIl Marepuain, COCTaBbTE aKT O yTpaTe JIOKYMEHTOB (OJHOTO U3
BApUAHTOB)

IIpakTnueckas padora Ne 11

HaumenoBanue: «CocraBieHne 3TaroB pabOTHl MO OTOOPY JOKYMEHTOB. J[OKyMEHTHI C
WCTEKIIUMHU CPOKAMU XPAHEHUS.

Heas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyUEHMsI, MPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHuaia, chOpMUPOBAHHOCTH YMEHHI U HABBIKOB

MarepuajbHO-TeXHHYeCKOe obecnieyenne: Onanku, [1K, MmeToquueckre pekoMeHIauu

UroObl HE HapyIIUTHh TPEOOBAHWS 3aKOHA M CIIy4ailHO HE M30aBHUTHCS OT JOKYMEHTOB, CPOK
XpaHEHUsI KOTOPBIX €llle He MCTEK, HeOOXOIMMO MPABHIBFHO MCYUCISATH 3TH CPOKU. [IpH 3TOM HY)KHO
Y4eCTh CleyIolee:

. [lepen yHuutokeHueMm naen ¢ patoi opopmienus B 2010 roxy u mos3aHee CpOKH HX
XpaHEHUs HYXKHO CBEPSATH C IEPEYHEM, YTBEPKJIEHHBIM npuka3oM Pocapxusa ot 20.12.2019 Ne 236.
. JoxymenTsl, co3nannbie 10 2009 roga (BKIOUUTENBHO), MOKHO YHUUYTOXKATh TOJIBKO B

TOM Cllydae, €ClId HCTEK CPOK XpaHEHHWs, YKazaHHbIi B IlepeyHe THUMOBBIX yIpaBIEHUECKHUX
JNOKYMEHTOB, yTBepxkAeHHOM Pocapxusom 06.10.2000.

[Ipn KOHKpeTM3alMMu AaThl YHUYTOXKEHHSI JOKYMEHTOB CJIeAyeT MOMHUTh, YTO B aKT Ha
YHUUTOKEHHE Pa3pelIeH0 BKIYATh T€ JOKYMEHTBI, CPOK XpaHEHHUsI KOTOPBIX UCTEK K 1 sHBaps ronaa
cocraBieHus akra. K npumepy, neno 2015 roma co cpokoM XpaHEHUs 5 JIET JOIYCTUMO BKJIFOUUTH B
akT He panee 2021 roaa.

3ananue:

1. Pacnpenenute TOKyMEHTHI 10 CPOKAM XpaHEHHUS.

1. Akt nmpuemMa nepeaadn JOKYMEHTOB Ha MOCTOsSIHHOE XpaHeHue (opuruHan) ot 24.07.2016

2. AKT mpueMa mepenayd JOKYMEHTOB Ha IOCTOSIHHOE XpaHeHHe (pabouyuil 3K3eMIUIsIp) OT
24.07.2016

3. Konust tummoma 06 o6paszoBanmnu Baceuknna M.IT. ot 26.06.2009

4. Otuer o padote yupexaenus 3a 2016 ron

5. ITucemo B 3A0 «OKOHUKA» o npenocraBinennu BeicTaBouHou miomaan ot 20.04.2016 Ne
587

6. [Tucemo B 3A0 «OKOHUKA» o npenocrapinernnn uHbopmanuu oT 21.05.2016 Ne 455

7. [lucemMo B MHCTUTYT mpoOJieM HMHBECTUPOBAHUSA O TMOATBEPNKIACHUM OIJIATHl TOBapa OT
15.02.2016 Ne 96

8. [lmcemo B MVII «Komcomoibckue-Ha-AMype TEIUIOCeTH» O KalHUTaJIbHOM PEMOHTE
temiotpaccsl oT 30.06.2016 Ne 366

9. [Mucemo B MVII «Komcomonbckue-Ha-AMype TemioceTH» 00 H3MEHEHWH OaHKOBCKHX
pexBu3uToB OT 30.08.2016 Ne 655

10. ITucemo w3 AKb Coepbank o mpenocraBieHuu aokymeHtoB ot 11.10.2016. nata
noctrymieHus 17.10.2016 Ne 136

11. IMucemo u3 Komwurera 1o neHam agMHUHHUCTPALUN OKpyra o Tapudax Ha 3JIEKTPOIHEPTHUI0
ot 11.01.2016. Jlata noctymnenus 15.01.2016 Ne 156

12. [Tucbmo u3 MuHHcTepcTBa (MHAHCOB O MPOBEACHUU METOJUYECKOI0 CEeMHHapa oOT
13.03.2011. Jara noctymnenus 20.03.2016 Ne 73

13. I[Tucbmo u3 MuHucTepcTBa (UHAHCOB O mpoBeaeHuu peBuzun ot 18.05.2016. ara
noctyruieHus 22.05.2016 Ne 205

14. IIucemo m3 OOO «CtpolicepBUC» O BBINOJIHEHUHM YCIOBUM JOroBOpa IOCTAaBKH OT
11.01.2016 Ne 88/7. lata moctyrenns 15.01.2016 Ne 15

15. Ilnan paGoTsl oTENa KaapoB yupexaenus Ha 2017 rox

16. Ilnan pabots! yupexaenus Ha 2017 rox
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17. Ilpuka3 o nepesojie Ha padoTy Baceukuna M.IIL. ot 11.09.2016

18. TIpuka3 o moAroToBKE MOMEIIEHUH K mpreMy rocreif oT 25.12.2016 Ne 219
19. Ilpuka3 o npueme Ha padoty Baceukuna ML.IIL. ot 25.01.2016

20. IIpuxa3 o nposenenuu cemunapa ot 11.01.2017 Ne 2

21. Ilpuka3 o pabote B nmpa3aHuyHble 1HH OT 28.12.2016 Ne 220

22. Ilpuka3 00 m3meHeHun pexxuma padbotsl ot 15.01.2017 Ne 3

23. Ilpuka3s o0 yBosmpHeHHH ¢ paboThl Baceuknna ML.IL. ot 17.02.2017
2.CocTtaBbTe CXeMY 3TaroB paboThl IO 0TOOPY JOKYMEHTOB.

3.CocTaBbTe MOPSII0K padOTHI C JOKYMEHTAMHU C UCTEKIIUM CPOKOM XPaHEHHS.

IIpakTuyeckas padora Ne 12

HaumenoBanue: «CocraBiieHue mnopsiika paOOThl MO BBISIBICHHUIO YHHMKAJIBHBIX U 0C000
LIEHHBIX JIOKYMEHTOBY.

[eans paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, TPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHUS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajbHo-TexHnueckoe ooOecnedyenue: I[IK, KOHCHEKTh JeKuuiA, METOAMYECKHE
peKOMeHAAINN

3ananue:

CocTaBuTh Ta0NMIly, OTPAKAIOLIYIO MOPSAOK pabOThl MO BBISBIEHUIO YHUKAJIBHBIX U 0CO00
LIEHHBIX JIOKYMEHTOB.

IMpakTnyeckas padora Ne 13

HaunmeHnoBaHme: «YUeT ¥ COCTABJIICHHE OMTUCH 0CO00 IIEHHBIX JIOKYMEHTOB.

Ieas paGoThl: OCYIIECTBUTH KOHTPOJIb OOYyUEHHsI, TIPOJOJDKUTh CHCTEMATH3aIlMI0 3HAHHM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, COOPMUPOBAHHOCTH YMEHUN U HABBHIKOB

MartepuajibHO-TeXHHYECKOe o0ecnieyenne: 6mank, [1K, meToanueckne pekoMeHaauu

CnpaBouHnas nH(popmaIus:

Onuchk 0co00 MEHHBIX I — JOKYMEHT, COJEpKaluii B cede mepeueHb 0Cco00 BaXKHBIX JIEI,
MTO3BOJIAIOIIMKA HAJISKAIUM 00pa30oM BECTH UX YUYET, a TaKKE IMOCPEACTBOM HCIIOJIB30BAHMS JTaHHOMN
OTIMCH CYIIECTBYET BO3MOYKHOCTh YCKOPEHHOTO TTOMCKA HEOOXOAMMOTO JIOKYMEHTA.

Onuchk 0co00 HEHHBIX JEN COCTABJSETCS Ha KaXAbIH (DOHJ IO MEpe BBISBICHUS TaKHX .
Onurch MOXKET COCTaBJIATHCS HA Jieja OJHOW omucH (POHA WM cpa3y HECKOJbKHX, B 3aBUCHMOCTH OT
KOJIMYECTBA COOTBETCTBYIOIIMX 0C000 IEeHHBIX aei. CleayeT UMEeTh B BUAY, YTO HyMEpaIus AeJ 3/1eCh
MOXET BECTHUCh JI0 JIFOOOTO YETHIPEX3HAYHOTO YUCIIA B CIIy4ae IOTOBOPEHHOCTH C COOTBETCTBYIOIIUM
rocy/lapcTBeHHbIM apxuBoM. llocie 3Toro ommch cuyMTaeTcss 3aKOHYEHHOM U COOTBETCTBEHHO -
3aBOJUTCS HOBas omnuch. K omucu B 00s3aTeNbHOM TMOPSJKE COCTaBISETCS TUTYJIbHBIA JIHCT.
Oco06eHHOCThIO (DUKCHUpOBaHUS 0CO0O0 IIEHHBIX JIeJ B OMKCH SABJsIeTCs oToOpaxkeHue otMeTku «OLl»
HAaIPOTHB KaXKJI0TO TAKOTO JeJa.

O06s13aTeNIbHOE KOJIMUYECTBO PK3EMIUISIPOB JOKyMeHTa — 4yeTbipe. [Ipu nepenave 10KyMeHTOB Ha
rOoCy/IlapcTBEHHOE XpaHEHHE TPH OHK3EeMIUIsApa MaHHOW OMUCH MEPeNaloTCs B COOTBETCTBYIOLIUN
rocy/lapcTBeHHbI apxuB. B ciydae, ecnu opraHuzansi uMeeT COOCTBEHHBIN apXWB JOCTATOYHO
COCTaBJICHUS OJHOTO SK3EMIUIsIpa JAHHOTO JO0KyMeHTa. ONHCh MOJANUCHIBAETCS PYKOBOIUTEIEM
apxuBa (WM k€ UHBIM YIIOJTHOMOYEHHBIM OJKHOCTHBIM JIUIIOM) C 00s3aTeNbHON paciinppoBKON UX
MO JIIHCEH.

bnank onucu:

1

(Ha3BaHUE APXUBHOTO yUpexKIeHUs)!
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(ma3Banue (oHmIa)

dong Ne 3
OIMIUCH OCOBO HEHHBIX AEJI
4

(xpaitHue naTen)
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IIponomxenue npunoxenus 23

YTBEPXJIAIO

HaumenoBanne JOJDKHOCTH

PYKOBOAUTEIIA OpraHru3alun

(moxmuce) (pacum¢poBKa ITOIHCH)
Ne Ne Ne 3aroyoBoK Aena Kpaiinue natel Kon-Bo | Neen. yuera | Ilpumeuanue
/n OIHCH nena JICTOB | CTPaxoBOTO
¢doua
1 2 3 5 6 7 8
5 6

B naHHY!O ONUCH BHECEHO

0c000 IIEHHEBIX JIET,

¢ No o Ne

(1mdpamu 1 TPONHUCHIO)
, B TOM YHCIIE:

JIMTEPHbBIC HOMEpA:

MPOIYLIIEHHbIE HOMEPA:

W3 aux umerot CTpaxoBbI€ KOITUHU

7

HaunmeHnoBaHME JOKHOCTH
COCTABUTEIIS OINCH

HaumenoBanue N0JKHOCTH
PYKOBOAWTEINS apXuBa
(JTMITa, OTBETCTBEHHOTO 33 APXUB)

Hata

COI'JTACOBAHO

[Iporoxon IIOK (OK) opranuzaruu
oT Ne

(1mbpamu ¥ TPOMHUCHIO)

Zen.

(Toxamuck)

3aganue:

(pacum¢ppoBKa MOIMUCH)

(moamucek)

(pacumgppoBKa MOMUCH)

YTBEPXXIAEHO
[Iporokon DK apXuBHOrO y4pexaCHUS

oT

No

1.3anummuTe MOSCHEHUS II0 3aIlOJHCHHUIO KaXXJI0TO IIYHKTAa OIIMCH, IPOHYMEPOBAHHOTO

upaMu KpacHOTO IBETa.

2.Ipoiimure mo ccwiike https://unikdoc.rusarchives.ru/documents-list , waiiaute U 3anummTe
JaHHBIE W XapaKTePUCTHKU 0co00 IEeHHBIX JOKYMEHTOB mona Homepamu 1, 10, 29, 77, 84
(McTopuueckre CIpaBKU JOMYCTUMO COKPATHUTD)
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HaumenoBanue:

Hean padoThi:

IIpakTnueckas padora Ne 14
«OcBOCHNE TPHEMOB YUETY U XPAHEHHUIO CTPAXOBBIX KON U ()OH[A MTOJIb30BAHUSY.
OCYILIECTBUTh KOHTPOJb OOY4YEeHMsI, MPOJOJDKUTh CHCTEMAaTH3alUI0 3HAaHUM, BBISIBUTH YPOBEHb YCBOEHHUS MaTepuala,

c(hOpPMHUPOBAHHOCTH YMEHHUI ¥ HABBIKOB
MarepuajbHO-TeXHUYECKOe o0ecnieuenue: O6manku, [1K, MmeTomuueckune pexoMeHanuu

KHWMIA
yYeTrTa nocTynmneHdmAa M EBIDBITHMRA
cTpaxxosore cdhorngoa v choHOa NOoONbB3ICOBaAHWMA

Tom M
HauvaT
O EOoOHYeH
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N [ data noctyn-| HasBaHue n N, HData |Homepa| Homepa [kon-Bo ef. xp. CeegeHuns o CeegeHuns o oHge lMNpumevaHne
n/n| neHunstunu | gaTa 4OKYMEHTa, | konupo- |oHAOB| onucen |MOANMHHUKOB,| CTpaxoBOM ¢hoHAe Nnonb30BaHNA
BbIObITMA e, Nno KOTOPOMY BaHWS BKITOMEHHbIX B| (KONMMYECTBO ef. Xp.) | (konu4ecTso ea. xp.)
xp. Co NoCTYNMUAN Unu eouHuuy
BbIObINM ea. xp. XpaHeHns
Co CTpaxoBoro
(oraa nocTynuno |BblGbINoNocTynumno| BbIObINO
1 2 3 4 5 6 7 8 9 10 11 12
1108.02.2019 10 2 3 1
2115.03.2019 3 2 5 1
3(09.04.201 1 0 20 2
4106.05.2019 0 2 5 0
5121.07.2019 4 1 8 3
6(10.09.2019 2 0 12 1
7114.11.2019 3 1 3 1




Hroro noctynuio B

rojxy

ell. Xp. CTPaXxOBOT'0

donna,

BBIOBLIO

dbonma n

HaunmenoBauue

JOJDKHOCTH JIk1a,

COCTaBUBULICTO

roJ0BYIO 3aIllMCh

Hara

PykoBoautens apxuBa

(J'II/II_[O , OTBECTCTBCHHOC

3a apXuB)

Hara

3aganue:

3aIl0JIHUTE HTOTOBBIC JAAaHHBIC JINCTA KHUT'U y4€Ta.

(T paMu 1 TPOIUCHIO)

el. xp. poHa 1MoIb30BaAHNUS;

(g paMu 1 TPOIUCHIO)

ell. Xp. CTPaxoBOTrO

(tudpamMu ¥ IPOITUCHIO)

el. xp. poHa MoIb30BaAHUS.

(tudpamMu ¥ IPOITUCHIO)

[Toamuce PactmdpoBka nmoamnucu

[Toanuce PactmdpoBka moamnucu

IIpakTnuyeckas padora Ne 15
HaumenoBanue: «OdopmiieHne akTa IpOBEpKU HATMYUUSA U COCTOSTHUS €.
Ieab padoThI: OCYLIECTBUTH KOHTPOJIb OOY4EHHs, MPOJOJDKUTh CHCTEMATU3ALMI0 3HAHU,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHala, cOpMUPOBAHHOCTH YMEHUI U HaBBIKOB
MarepuajbHO-TeXHHYecKoe obecnieyenne: 6nanku, [1K, MmeToauueckue pekoMeHaauu

[Mpunoxenne 22 x . 4.7.5
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(HauMeHOBaHUE OpTaHHU3AIHN)

(Ha3BaHHE apXWBa)

AKT VYTBEPXJIAIO
No HaumeHnoBanue qODKHOCTH

PYKOBOJIUTENS OPraHU3aLuu

(MecTo cocTaBieHHs)

NPOBEPKH, HAJIHYMSA U COCTOSTHHS JIeJI (nopmmes) (pacumposka nozHcH)
Jlara
(HOCTOHHHOI'O, BPEMCHHOI'O XpaHCHUs, 110 JIMYHOMY
COCTaBY)
Donpg Ne
OcHoBanue

(TmaHOBasI IPOBEpKa, epeMeIIeHHs IOKyMEHTOB, CTUXHITHOe Oe/ICTBUE U T.1.)
CocTaBlieH KOMHCCUEH
IIpencenarens KoMuccUn

(HauMeHOBaHUE JIOJDKHOCTH, (paMIuInsl, HHHUIHAIIBI )
YieHbl KOMUCCHUH:

(HauMeHOBaHUE JODKHOCTEH, (haMUITNK, HHUIIAJIbL)

IIpoBepka npoBoauace ¢ o

IIpoBepkoii yCTaHOBIIEHO:

1. Bcero uncanuTcs o OIMUCSM: JIelI,
(1mbpamu ¥ TPOMHUCHIO)
B TOM YHCJIC IO OITMCSM, YTBEP K ICHHBIM (coriiacoBaHHBIM) DI1K apXuBHOTO yap ek IeHHUS,

i g

(1mdpamMu ¥ TPOMHUCHIO)
2. Beero He 0ka3aioch B HAJIMYUU hi(S
(umbpamMu 1 IPOMHUCHIO)
B TOM YHCII€ IT0 OITUCSM, YTBep KIeHHBIM (corimacoBanHbiM) DIIK apxuBHOTO yupexaeHus,

i g

(umdpamu U IPOMUCKHIO)
3. ImeroT uTepHBIe HOMEpa:
3.1. He YITEHHBIX B UTOTOBBIX 3aITUCSIX OMUCEH Jern,
(umbpamu 1 IPOMHUCKHIO)
3.2. HeNepEeUMCIEHHBIX, HO YUYTEHHBIX B UTOMOBBIX 3aIIUCAX OMUCEH

i g

(umbpamu 1 IPOMHUCHIO)
4. ITponyeHo HOMEPOB:
4.1. He YYTEHHBIX B UTOTOBBIX 3AMUCSX OMHCEU Jen,
(tmbpamu 1 TPOMHUCKHIO)
4.2. HenepeYNCIEeHHBIX, HO YUTEHHBIX B UTOTOBBIX 3alUCAX OMMCEN

JACII.
(1mbpamu 1 TPOMHUCHIO)
5. HeraBI/IJ'ILHO IMMOJIOKCHHBIX ACJI, OTHOCAIIUXCS K APpYTr'UM q)OH,Z[aM,
JACII.
(tmbpamu 1 TPOMUCHIO)
6. Oxazayiock B HAJIMYUH 1O JaHHOMY (OHAY (BKIIOUEHHBIX B OITUCH)
JCII.

(1mbpamu 1 TPOMUCHIO)
7. UMeeTcs He BKIIOYECHHBIX B OITMCH
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ACII.

(mpaMu 1 POMUCEHIO)
8. Bcero mo nanHoMy (QoHAY (BKJIFOUCHHBIX M HE BKJIIOUCHHBIX B OIMCH) UMECTCS B HAJTHMYHMU

AcT,
(mpaMu 1 POMUCEHIO)
U3 HUX:
8.1. TpeOyroIMX AC3MH(PEKIINH e,
(mmdpamMu 1 IPONUCEHIO)
8.2. TpeOyIOUMX Je3NHCEKIIMH Jien,
(tmdpamu 1 IPONUCEHIO)
8.3. TpeOyroMX pecTaBpaliu e,
(tmdpamMu 1 IPONUCEHIO)
8.4. TpeOyrolMX neperiera u MmoAIIMBKA hi (S
(tmdpaMu 1 IPOMUCEHIO)
8.5. TpeOyIOLIMX BOCCTAHOBIICHUS 3aTyXalOIIUX TEKCTOB
AL,
(1mdpaMu 1 IPOMUCEHIO)
8.6. HEeHCIIPaBUMO MOBPEXKIEHHBIX Jell,
(1mdpamu ¥ TPOMHUCHIO)
8.7. Tpedyromux TEXHUIECKOW 00paboTKH e,
(1M pamu 1 IPOIUCKIO)
8.8. BBIITaHO BO BPEMEHHOE TTOJIb30BAHUE Jien.

(1M pamu ¥ TPOMHUCHIO)
9. O0mas XxapaKTepUCTHKA COCTOSHHS M YCIIOBUI XpaHeHHs TIOKYMeHTOB. OCHOBHBIE OTPHIIATENILHBIC SIBICHUS
B COCTOSIHHHU U YCJIIOBUAX UX XPAHCHUA.

[Ipunoxenue: mucT(bI) TPOBEPKHA HAMYIHUS M COCTOSTHIS aei (Ne ...).

ITpoBepky npoBOAMIH:

(HaMEHOBAHUE TOTKHOCTH ) (Toxamuck) (pacumgppoBKa MOIMUCH)
(HauMeHOBaHUE JIOJDKHOCTH) (Toamuck) (pacumgppoBKa MOUCH)
(HaMEeHOBaHUE TOTKHOCTH) (roamuck) (pacumgpoBKa MONUCH)
Hata
3aganue:

Hcnonb3ys nanHple U3 oOpas3la akTa 3amojHUTh OnaHk akta. K KakXIoMy M3 KOJMYECTBEHHBIX
rokasaresieil mprubaBUTh CBOW MOPSAKOBBIA HOMEpP IO CIUCKY TIpynmbl. /laHHBIE MO myHKTam 5 u 7

pacCuuTaTh CaMOCTOATCIIbHO.

OBPA3EIl AKTA
OO0111ecTBO C OrpaHUYEHHON OTBETCTBEHHOCTHIO VTBEPXJIAIO
«CJIOBOIA» Hupextop

Toonuce H.N. UBaHoB
AKT 10.09.2019

10.09.2019 Ne 1

MMPOBCPKU HAJINYINA U COCTOSHUSL
APXUBHBIX TOKYMCHTOB
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@onn No _ 6/u
Haspanwme ¢orma OOIIECTBO ¢ OrpaHUYCHHOM O0TBETCTBEHHOCTRIO «CJIOBO/ A
Howmepa onuceit _Onucek Ne 1 gen no auynomy coctaBy 3a 20162017 roast

[IpoBepka npoBonunacek ¢ _ 7 centsops 2019 rona no _10 cents6ps 2019 rona
IIpoBepkol yCTaHOBIIEHO:
Yucnurcd o onucam nen 50 (mareaecar) en. Xp.

(KOJIMYECTBO)

2. BBbISIBICHBI TEXHUYECKHE OIIMOKU:
2.1. imeroTcs TUTEpHBIC HOMEpA:
a) HE YYTEeHHbIe B UTOTOBOM 3anucu _ 3 (Tpu) enl. Xp.

(KOJIMYECTBO)

0) He MepednciieHHbIe, HO YYTCHHBIC B UTOTOBOW 3aITMCH _ HET en. Xp.

(KOJIMYECTBO)

2.2. TIponymieHo HOMEPOB:
a) He YYTEHHBIX B UTOTOBOM 3amucy _ 3 (TpH) enl. Xp.

(KOJIMYECcTBO)

0) He MepevnClieHHBIX, HO YYTEHHBIX B UTOTOBOW 3aIIMCH _ HET en. Xp.
(KOJIMYECTBO)

2.3. [Ipyrue, B pe3yabTare yero o0beM
yBenuamiIcs Ha _ 3 (Tpu) em. Xp.

(KOJIMYECTBO)

YMEHBIWICS Ha _ 3 (TpH) en. Xp.

(KOJIMYECTBO)

3. Uwmcamtcs 10 OMUCSIM B pe3ylibTaTe YCTPAHEHUS] TEXHUYECKUX OIMINOO0K
50 (mareaecsr) enl. Xp.

(KONM4ecTBO)

4. He oka3zanock B HaTU4IuH _ 3 (TpH) em. Xp.
(KONMM4ecTBO)

5. Hmeercs B HaJIMYUM 110 JaHHOMY (DOHIY (BKIIFOUEHHBIX B OITHCH)
47 (COpOK CEeMb) el Xp.

(KONM4ecTBO)

13 HUX TPeOYyIOINX:

a) nesuHbekun _ 3 (TpH) em. Xp.
(KONMYECTBO)

0) nesmHCEeKIUH _4 (YeThIpe) em. Xp.
(KOJIMYECTBO)

B) pecTaBparu _ 5 (TTh) em. Xp.
(KOJIMYECTBO)

T) TeperieTa Wik MOAINBKY _ 6 (II1eCTh) em. Xp.
(KOJIMYECTBO)

1) BOCCTAHOBJICHHS 3aTYXaOIUX TEKCTOB _ 7 (CEMb) em. Xp.

(KONMuecTBO)

€) HEHCIIPAaBUMO TTOBPEXICHHBIX _ HET em. Xp.
(KOJIMYECTBO)

6. HmMeercs He BKIIIOUEHHBIX B ortucu 6 (111ecTh) el Xp.

(KOJIM4YECTBO)

7.  Hroro no nanaOMy (OH[y (BKITFOUEHHBIX U HE BKIFOUYCHHBIX B OITHCH),
MUMEIOIINXCS B HATMYMU __ 53 (MATHJAECAT TPH) el Xp.

(KOJIM4ECTBO)

8. XapakTepucTrKa yCIOBHI XpaHEHUS

B Hacrtosmee BpeMs YCIOBHS XpaHeHHUs yiaoBiaerBopurenbHble. Ognako B Mapte 2019 roga BciaeacTBUE
[IPOpPbIBa KaHAJMU3aIIMOHHON TPpYOBI CBA3KH JOKYMEHTOB MO JUYHOMY cocTaBy 3a 2016—2017 rr. ObLIM 3aJUTHI
BOJIOM, HEKOTOPOE BpPEMS HAaXOAMJINWCHL BO BJIAXKHOM COCTOSHHMHU, B PE3YILTATE YEro JIHUCTHl JOKYMEHTOB
CIOUILIMCh, OyMakHas OCHOBa OblLIa pa3pylleHa, TEKCT YacCTHYHO MOBPEXIEH, TpeOYyercs yaydIIeHHe
(hU3HYECKOro COCTOSHUS aPXUBHBIX IOKYMEHTOB.
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[IpoBepky npousBoANIH:

Apxusucm Toonucye A.A. Anoponos
Hauanvhux omoena 0enonpou3s00cmea i apxued Tloonucw B.B. Bacunves
(HaMEHOBaHHUE JIOJDKHOCTEH pabOTHHKOB) (mozamucu) (pacundpoBKa moamnuceit)

IIpakTuyeckas padora Ne 16
HaumenoBanue: «IIpoBeaeHne mpoBepKky HAIUYUS U COCTOSIHUS JOKYMEHTOB U BHECEHHE
N3MEHEHUH B YUYCTHBIC 3aIIUCHU)).
[eas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, TPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHUS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB
MarepuajbHO-TexHH4YecKoe o0ecnieueHue: 6manky, [1K, metonuueckue pexkomenaanuu

(Ha3BaHUE apXuBa)

Kaprouka yuera HeoOHapyKEHHBIX @onp Ne
ApPXUBHBIX JIOKYMEHTOB

B apxuBoxpanunuiie

(Ha3BaHME apXUBOXPAHUIIHIIA)
HazBanue ponna

Jlata HeoOHapyKeHHs TOKYMEHTa

Kon-Bo nmcToB (Bpems

Ne omucu Ne en.xp. 3arojoBOK e.Xp. Kpaiiane gater 3BYYaHUS, METPAXK, [Ipumeuanus
M6)
1 2 3 4 5 6

dopMa KAPTOYKH y4eTa HeOOHAPYKEHHbIX APXUBHbBIX JOKYMEHTOB (JINLeBasi CTOPOHA)

@opmam A6 (148%105)

OtmMmeTka o XO0J€ PO3BICKA Pe3y.]'H>TaT PO3bICKa
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dopMa KapTOUYKH y4eTa HeOOHAPYKEeHHbIX APXMBHBIX JOKYMEHTOB (000pOTHAsi CTOPOHA)

3aganue:

3amnonHUTe, WCIONB3ysd JaHHblE W3 TpakTHUeckoil paboTer Ne 15 kapTouky ydera
HEOOHApYKEHHBIX apXWBHBIX IOKYMEHTOB W JIUCT MpoBepKu. Hemocraromiye paHHBIE 3alOHUTE
IIPOU3BOJIBHO.
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(Ha3BaHME apX¥Ba)

Hanuuus u coctossHust apXUBHBIX TOKYMEHTOB (oHaa No

[IpoBepky nmpoBoavIH

JIuct poBepku” Ne

(Ha3Banme poHma)

Hanuuue JTOKYMECHTOB

CocTostHHE TOKYMEHTOB

BEhISIBJICHBI TEXHUUECKUE OITUOKH ° Homepa ex.xp., TpeOyroImmx:
= | Jlurepubie | Ilpomymennsie | [pyrue, B % )
5 a
= | HoMepa, He HOMepa, He pe3ynbTarte y g < E
~
S | OTpakeHHbIE | OTpaXKEHHBIE B 4ero €8 :é. % E s
. . = o
= | B uTOroBO UTOTOBOI 00beM E = 2 2 °g 5 o
9] o < =
= 3anucu 3anucu o % Q 0 & g 2 S|
S U = 2 = =) 2 Q = = M
=| Q¥ T = = = O S < S
& m 9 = Z e £ = g =
= o o o| S 8 = [ E
S = = 5 = ¢ E = T 2 S 3 S
= = o [ s E A = 5 2 & = w o
= N 2 = 2 = < < = < - =~ 5 = ) = <
(5} 3 T O T O o= S o : A E = = ]
o a o 3 s 2 = = o s, 2 = A = = B g 3
= > o 5 e o =5 o = S o S ANO] ) T 0 o ~ = ~ 12} S =
R S 's = S 's S 2 B ® ) 3 29 =1 = S = = =
S| 3|2 |5=2|E |5= |5 |E| 58| 58 5| 2 |s¢ il E |E|E|E_ |58 =
< S O ~ | & 0 = = 2o g @ 3 O E 218 a | 2 E ol g5 g
gl g| 2 | &z ¢ &2 | 2 | 2| EE| &g ¢ £ | 582 Sl | 2|2 | 28|85 g
S| Ll |28z |25 |5 |8 S&| 22| S| 8|25y S|E | S| 2 |8¢2)| 2% z
o 3| o o £ | © o B A = S S 3 3 = z 2 3) 3) 5 [5) S %| 205 =Y
T X | = T > | = T > gl gl 5| T E s = SIS H | K ~ | B m & | &8 =
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 | 16 | 17 | 18 | 19 20 21 (22|23 | 24
Htoro nmeercs B HAIMYKWHU BKIFOUEHHBIX M HE BKJIIOUCHHBIX B OIHUCH Ca.Xp.

HaumeHoBaHue J0KHOCTH pa6OTHI/IKa

(mata)

(Toammuce)

(1mbpamu 1 TPONKCHIO)

(pacmmgpoBKa OAITHCH)

(I)opMa JIUCTA MPOBECPKU HAINYHA U COCTOAHUSA aPXUBHBIX JOKYMCHTOB

@opmam A3 (297 %420)

" HPI/I MPOBEPKE HAINYIHNA U COCTOAHUA ayAUOBU3YAJIbHBIX U 3JICKTPOHHBIX JOKYMCHTOB BHOCATCA COOTBCTCTBYIOIIIUEC YTOUYHCHUA.
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IIpakTnueckas padora Ne 17

HaumenoBanue: «Odopmiienne TOKyMEHTOB MPU BO3BPAIIEHUH JOKYMEHTOB XPAHUIIHIIIA.

Henap padoThi: OCYLIECTBUTH KOHTPOJb OOYyUEHHUS, NMPOJOJDKUTH CUCTEMATH3ALUIO 3HAHUI,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHuaia, cOpMUPOBAHHOCTH YMEHHH U HABBIKOB

MarepuajbHO-TexHH4YecKoe o0ecnevenune: 6inanku, [1K, metoauueckue pexkomennanuu

CnpaBoyHblii MaTepuas

[Ipn BO3BpalIeHMH AOKYMEHTOB B XpPAaHWIMILE OCYLIECTBIISETCS IMOJUCTHAs IMPOBEpKA HMX
(U3NIECKOTO COCTOSHUSI B YCTAaHOBICHHOM TOpsAKe. B KHHMTrax BBIJAYd OKYMEHTOB JeNaeTcs
OTMETKAa O BO3BpAIEHUU JTOKYMEHTOB B NPUCYTCTBUU BO3BPATUBILIMX HUX PAOOTHHUKOB apXuBa WU
opraHu3anuu. Eciau BbISBIEHbI NOBPEXACHHUS BO3BPAlla€MbIX JOKYMEHTOB, COCTAaBJISETCS aKT,
KOTOpBIM MOANKMCHIBaeTCS pPAOOTHUKOM XpaHWJIMINA W JIMIOM, BO3BpAIlalOIIMM JOKYMEHTHI, WU
MIPEJICTaBIISIETCS] HA PACCMOTPEHHUE PYKOBOJICTBA apXUBa.

[Tonb30BaTenu JOKYMEHTOB HECYT OTBETCTBEHHOCTb 3@ UX COXPAaHHOCTb U COOJIOEHHE MTPaBII
paboTel ¢ JOKyMeHTamMH. ApXuB 00f3aH OOpaTUTHCS B IPABOOXPAHUTEIbHBIE OpraHbl B CIIydasix
XUILEHUS! WIH YMBIIIEHHOTO MOBPEXIEHUS TOKYMEHTOB, BHECEHHS B UX TEKCT U3MEHEHUH, a TaKkKe
MOBPEXKJICHUS TEXHUUYECKOT0 000pyI0BaHUS U UMYILIECTBA.

3ananue:

1.3anonHNUTE KHUTY BBIIAYH JIEI.

®oug Ne 96 MKY «PYOy, ommck Ne 4 mocTOSTHHOTO cpoka XpaHeHwus 3a 1995-1996

Heno Ne 12-02 «IIpukassl mo nuyHOMy cocTaBy» BblgaHo 22.04.2019 rmaBHOMY Oyxrantepy
B.B. MBaHMIIMHOM.

Cnenuanuct apxupa: PHUO crynenta

Heno Bosepameno 25.04.2019 roma. Ilpum monmcTHOW mpoBepke aena OBLIO BBISIBICHO
MOBPEXKACHUE OJHOTO JIOKYMEHTA B Jiene, cTp.35, mpukas o mpueme Ha padoty Ne 28 ot 15.03.1995 r.
JIOKyMEHT 3aJIuT Kpackol Hu3 Mapkepa MO HEJOCMOTpPY IOJIb30BAaTENss M BOCCTAHOBIICHUIO HE
TIOIIEKHUT.

@dopma KHUTH BbLIAuU Jei

HaszBanue apxuBa

Kuura BbIJIA4YM €I BO BPDEMCHHOC IIOJIB30BAHUEC

Ne Hara Howmepa ¢donma ommcu, nena.Komy Bbeigano|Pocmuch o|/lata Bo3BpalieHus
[T/m 3aroJioBOK jeia U Ha KaKOH|MOJy4ECHHH u pOCIUCH
CPOK bi(Sh) MIPUHSBILETO JIETI0

2.Mcnionb3ys obOpasell akTa O HEUCHPABUMBIX IMOBPEKICHUSX TOKYMEHTOB, 3allOJIHUTE aKT
COIJIACHO YCJIIOBHM.
000 "bymaromapatens"

(HaMEeHOBaHKE OpraHU3AIINH )
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AKT VTBEPXJIAIO
or 23.09.2019  Ne 78 e HepaLHBIH AUPEKTOP
r. Ilepmb (HaMMEeHOBaHME JIOMKHOCTH Py KOBOJIUTEISI
(MECTO coCTaBJICHMsI ) Op raHU3aIN)
ITeTpoB N.1.
O HEHCTIPABUMBIX MNOBPEKICHUSIX JTOKYMCHTOB (noarnuce) (paciumdp oBKa noanucK)
Jlara 23.09.2019
Donma Ne

(Ha3zBanune ¢oHa)

B doHne oOHapy>KeHbI JOKYMEHTBI, IPU3HAHHBIE HEHCIIPABUMO TOBPEK/ICHHBIM H:

Ne Ormmceh En. xp. | Kon-Bo immctos 3aroJyioBok Kpaiinue CylHOCTH Y NPHUYHHbBI
1w Ne Ne (BpeMst TMOBPEX I ESHHBIX IaThbl THOBPEXK1CHUST
3ByYaHUA, en. xp.
MeTpax)
1 2 3 4 5 6 7
ITpukaser Ne3-93 PasmbiBaHMEe TEKCTaA B
10 JITIHOMY pe3yibpTaTe aBapuu
cocTaBy 3a 2008 TEXHUYI € CKHIA
1 2 e 3 134 roJ 2008 KOMM YHUKaIMi
JlvaHbie nena Pa3MbIBaHue TeKcTa B
PaOOTHHKOB, pe3yibTaTe aBapuu
yBOIJICHHBIX B 2007 TEeXHUYIECKUA
2 2 J1C 4 267 rony 2008 KOM M YHUKA LU
HToro o6Hapy>keHO HEUCTIPaBUM O TIOBPEIKJICHHBIX 2 (nBe) ex. xp.
(tmdpamu U 1Ip ONKCHIO)
Ilepeuncnennsle ex. Xp. NOAJIEKAT CIIMCAHIIO BBUIY:
pa3sMBIBaHUA TEKCTA B PE3yJIbTaTE aBAPHM TEXHUYECKHUIA KOMM yHHUKA LI
AKT COCTaBWI: APXHUBHUCT ITeTpoBcknit 11.1.
(o Armce ) (pacumdp OBKa MOIHCH)
Hara 23.09.2019
COT'JIACOBAHO COTI'JTACOBAHO
ITporokosn DITK apXHBHOIO y4perK1eHUs ITporokon LIOK (OK) opranmsaimm
oT 22.09.2019 Ne 23 oT 22.09.2019 Ne 44
3MeHeHus1 B y4eTHbBIE JOKYMCEHTHI apXUBa BHECCHBI.
HawnmenoBaHue n1oypKHOCTH paOOTHHKA,
BHECIIETO U3MEHEHUs B YYETHBIE JTOKYMEHTBI CunopoB A.A.
(TI011ICH ) (pacumdp oBKa MOIICH)

Jara 22.09.2019

IIpakTnuyeckas padora Ne 18
HaumenoBanue: «Odopmienre nuaekca noppexaeHuid. Pabora ¢ TMIIOBONH HOMEHKIJIATYpOi
MIOBPEXKACHUI.
Leas padoThI: OCYIIECTBUTH KOHTPOJIb OOY4EHHs, MPOJOJDKHTH CHUCTEMATHU3ALMI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHMS MaTepHuaia, cOpMUPOBAHHOCTH YMEHHH U HABBIKOB
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MarepuajibHO-TeXHHYECKOE OfecnedeHne: TEeTpaab, Pydyka, METOIUYCCKHE PEKOMEHIAINH,
KOHCIIEKTEI JIEKITUH

3ananue:

Hcnonb3yss TUMOBYIO HOMEHKJIATYPY TOBPESKICHHA, OQOPMUTE HHICKCHI TOBPEKICHUIMA
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e

3aMECTUTENI0 HAYaNbHIKa NONUUVMKA
(no Oxpae oBLUECTBEHHOMO NOpsaKa)
R YMBL Poccuu no KanuHuHckomy paiory
e Canxr-Nerepbypra

NOANONKOBHUKY nonuuun B.A. Muponkusy

XOOAATAWCTBO
Wm%?n.SKommaP@oﬁAﬂ NPOLLY NPOANUTL CPOK AAMM

N0 [OPOXHO-TPAHCMOPTHOMY NpoMClecTsiio N gﬁm

2013 . B CBA3W C TeM, 4TO, ANA NPUHATUS PELIeHUs NO Martepuany
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ﬁ 382150, Ep%ﬂo,uapcxuﬂ Kpat
r.Tynskesuis
AABbHBIA ya.CrenHas, 16
APXHUB
Muuuncrepcroa o6opous CCCP CMOTMHY T.H.
_ob « (EHTHBEPA 19 65,
M3 ) IPRI36
142100, r. Maxoasex, Mocx. oda. ‘

Joo6waem, T0 5 KHUTE yuera gsmonovo " HTKROPO
clgTane 163 grp.noaxa Il ¢ Tp.anBuesW aa 194 or'r. 3HAURT-

"Eppeﬁ'rop ).’OJI]!IH I'ECPTY} MBAHOBMY, npussan 14.12.43p.
TonnmmaHo f’ Omexo#t 06n., npulen ua 36 [IPE HBZHAYEH it
&4 N0 paHeHun 14.09

nonmo%: r., BHOB B
c'rp nonx II c'rg JauBusun ¢ 22.6.4Ir. me 9 5 4fr. Bxo0
oc'raa Lel TYWE apMid.

geaxoﬁ O_pPaHeHUY pexoueunyeu Q6paTUTE# B BOSHHO-
Myseit MO SOCP: r.Jenunrpag,jasapernuit nep.,2,
A3 g STOM HOME rocma'ranx, MEN; aHbaTa.
: HO”&WAE somn. 36280 <0, 745
nepeuens ¢ , 0Tp.15

HANATESVE APXMBOXPAHATALA W JOEHHWES

P56 os,nn
Tun, LANO 46-32
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IIpakTuyeckas padora Ne 19

HaumenoBanue:  «BbissBnenne  nedekroB  OyMaxHbIX  JOKyMeHTOB.  CocTaBUTbH
XapaKTePUCTUKY J1e(PEKTOB TEKCTa.
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Heas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyYEHHsI, MPOJIODKUTh CUCTEMATU3AIUIO0 3HAHUM,

BBISIBUTH YPOBEHb YCBOCHHS MaTepHuaia, cOpMUPOBAHHOCTH YMEHHH U HABBIKOB
MartepuajibHO-TeXHHYeCKOe obecredeHue: TeTpajib, pyukKa, JJMHEHKa, KapaHJalll, KOHCIIEKThI

HCKHHﬁ, MCTOAUYCCKUC PCKOMCHAAINN

3ananmne:
Wcnosb3ys JOKYMEHTHI U3 pakTudeckoi paboTsl Ne 18, 3anoianure Tadbauny:
[TopsakoBbIi Jarta nokymeHra Wnpeke nedexra | Xapakrepuctuka IIpyunne!
Ne Ie(EeKTOB TEKCTa ITOBPEXKACHUS
JOKYMEHTa JOKYMEHTa

[TosicuuTe, U1 4ero BaXKHO 3HATH JIATy IOKYMEHTA MPHU ONpeIeIeHIH 1e(PEeKTOB?

IIpakTuyeckas padora Ne 20
HaumenoBanue: «<OpopMUTh aKT O HOBPEKACHUAX TOKYMEHTOB.
eans paGoThl: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUIO0 3HAHUM,
BBISIBUTH YPOBCHb YCBOCHHS MaTepHalia, ChOPMUPOBAHHOCTH YMEHHUI W HABBIKOB
MarepuajibHO-TeXHHYECKOe oOecneyeHue: ONaHKW, TeTpaab, pYydKa,
peKOMeHAAlNN

3apanue:
1.Ucnionp3yst O1aHK akTa O HEMCIIPABUMBIX MOBPEKACHUSIX apXUBHBIX IOKYMEHTOB, COCTaBbTE

MOPSIIOK 3aIOJIHEHUS aKTa C MOAPOOHBIM OMTMCAHUEM MTYHKTOB, MPOHYMEPOBAHHBIX KPACHBIM [IBETOM.
YTBEPXIAIO

METOIMYECKHE

(Ha3BaHME apX¥Ba)
HanmenoBanue 10JDKHOCTH

AKT PYKOBOIUTENS apXuBa
No (Ha3BaHME apXUBa)
(mara)
0 HEHCITPABUMBIX IMOBPSIKICHHUIX (mozcs) (pacum¢ppoBKa HOAMHICH)
apXUBHBIX JIOKYMEHTOB
(mata)
®onp Ne
B doune o6Hapyx)eHbl eqUHUIIBI XpaHEHUS (SIMHHUIIBI yYeTa), IPU3HAHHBIE HEUCIIPABHUMO
MTOBPEKICHHBIMU
Ne | Howmep Howmep 3aronoBok | Kpait KonunuectBo Cymnocts | [Ipume
I/ | ONUCH | €AMHULBI | TMOBPEXJEH | HUE JUCTOB (Bpems u YaHU
XpaHEHUS HO JaThl | 3By4aHUs, METPaX, | MPUYUHBI
(emMHUITBI € TUHUIBI MO) s MOBPEXKC
ydeTa) XpaHEHUS ayJIMOBU3YaIbHBIX HUS
(enuHULIBI JOKYMEHTOB —
yueTa) €MHHUII XpaHEHUs
(emuHMIL ydeTa)
1 2 3 4 5 6 7 8
1 2 3
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Htoro oGHapyKEHO HEHCIIPABUMO MOBPEKICHHBIX
eAVHUL XpaHEHUs (€IMHULL yYeTa) (urpaMu 1 POIHUCHIO)

3aBeyIOINil OTIEIOM

(moxmuck, pacmmppoBKa MOATUCH)

3aBeqyrOIINi apXUBOXPAHMIUILIEM

(monmuck, pacmdpoBKa MOIIHCH)

Hepe‘-II/ICJICHHI)IC APXHUBHBIC JOKYMCHTHI IIOJJICKAT CIIMCAHHUIO BBUAY 4

DKCIIepThI:

(HaI/IMeHOBaHI/Ie Z[OJ'DKHOCTeﬁ OKCIICPTOB, MMOAIIUCH, paCI_[II/I(i)pOBKa HOHHHCQﬁ, z[aTa)

5

(Ne u mata mpuKkasza PYKOBOAMTENS apXvBa O CHATHH HEHUCIIPABHMO TMOBPEKCHHBIX APXUBHBIX JOKYMEHTOB C
ydera)

N3MeHeHuns B y4yeTHbIE TOKYMEHThI BHECEHBI
HaumenoBanue 10mKHOCTH paOOTHHUKA

(nmoxnuck, pacimppoBKa MOAMUCH)

(mata)

2.0npenenute, Kakue MOKYMEHTHl HE MOJUIekKAT CHHCAHMIO 1O MPUYMHE HEUCHPaBUMBIX
MOBPEKICHUHN U TTOUeMy?

1. IIpuka3sbl 110 JIMYHOMY COCTaBY

2.JloroBopa ¢ MOCTaBIIMKAMU U TOAPSTYAKAMH.

3.JInuHbIC 1€71a COTPYTHUKOB

4.I1nan C.IleTepOyrckoro ocTpoBa, yHUKaIbHBIN

S5.I1nan 3actpoiiku Cankr-IlerepOypra

IIpakTuyeckasi padora Ne 21

HaumenoBanue: «Kuura yuera Qu3ndeckoro (TEXHUYECKOTO) COCTOSHUS JOKYMEHTOBY.

Heabp padoThi: OCYHIECTBUTH KOHTPOJbL OOYyUEHHs, MPOJOJDKUTH CUCTEMATH3AIUIO 3HAHHIMA,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MartepuajibHO-TeXHUYECKOe o0ecmeyeHue: TeTpajb, pydyka, KapaHjaaml, JUHEiKa,
METOAUYECKUE PEKOMEHIAINH

3amanmue:

[lepenecute B TeTpaap TAOIUYHYIO YaCTh KHUTH yueTa (PU3UUECKOTO COCTOSHUS U 3aMOJHUTE,
WCIOJIb3YS TPEUIOKEHHBIE YCIOBHS, HEIOCTAIONIYyI0 HHPOPMAIUIO A00aBUTh CAMOCTOSITENBHO C
Y4ETOM JIOTMKO-CMBICIIOBBIX CBsi3ei. OmpeaenuTh KaTEropuio CIOXKHOCTH, YKazaTh €€ B Tpade
«[Ipumevanue»

1. Heno Ne 34, onuce Ne 2, mpousBeneHa 0UMCTKA OT MbUIM, MOJ00P U MOHTaX JIMCTA U3
OTJIENbHBIX (ParMEeHTOB

2. Heno Ne 33, onuch Ne 2, nmpousBeieHa MpoCylika JUCTOB

3. Heno Ne 28, omuchk Ne 2, BBINOJHEHA OYKMCTKA JIMCTA BJIAXKHBIM CIIOCOOOM OT IIBLIH,

I'psA3H, INICCECHU, 3aKPCIJICHHUC BCTXUX W IMOBPCIKIACHHLIX KpAacB JIMCTa pCCTaBpaHHOHHOﬁ 6yMar0171,
YCTPAHCHUC MCIIKUX IIC(I)CKTOB JIHUCTa
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4. Hdeno Ne 12, ommce Ne 2, yKperjieHHE€ OCHOBBI PECTaBpallMOHHOM Oymaroil mo
IIOJIOBUHBI JIUCTA C ABYX CTOPOH
o. Heno Ne 10, ommce Ne 2, ykperuieHHe OCHOBBI PECTaBPAllMOHHONW Oymaroil ¢ ABYX
CTOpPOH JIMCTa, HapallMBaHUE KOPEIIKa, yJAaJleHuEe CKJIaJ0K, CYILIKa JINCTAa, IPECCOBAHUE, MOJPE3Ka
H3JIMIIKOB IO KpasM JIMCTa,
Kunura yyera (pu3nueckoro cocTosiHusi apXuBHbIX TOKYMeHTOB (TpumepHast popma)

(Ne u Ha3BaHue GoHIA)

N N | 3aronoBok | Kpaitnue | Kon-Bo | OtmeTtka o CrneunanbHas [Ipumeuanue
OTIMCH | IeTa nena JaThl | JIUCTOB | (hu3HUecKOM 00paboTka
COCTOSIHUT
BUJ CPOKH

IMpakTnyeckas padora Ne 22

HaumenoBanue: «OnucaHue 3TanoB pecTaBpaLlm.

eanb paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHS, MPOJODKHTH CHCTEMATH3aIlMI0 3HAHHM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MartepuajibHO-TeXHUYECKOe ofecnedeHHe: TIOBPEXKACHHbIE JOKYMEHTHI, KHCTH, Mapiis,
MUKaJleHTHas Oymara, Kieicrep, TeTpajib, pydka, METOANUYECKUE PEKOMEH AU

3ananue:

1. Pactipenenurcs Ha rpynmbl. M3 mpemioxkeHHBIX (parMeHTOB JOKYMEHTOB cOOpaTh
JOKYMEHT, BBIIIOJIHUTH PECTABPAINIO C IIOMOILBIO CKIICHKU (hparMeHTOB.

2. 3anucath ATarnbl pecTaBpaly B TETPaib

IIpakTuyeckasi padora Ne 23
HaumenoBanmue: «/[uddepeHunpoBannbiii 3a4eT».
Heabp padoThi: OCYHIECTBUTH KOHTPOJbL OOYyUEHHUs, MPOJOJDKUTH CUCTEMATH3AIUIO 3HAHHIMA,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHala, cCQOPMUPOBAHHOCTH YMEHUN U HABBIKOB
MarepuajibHO-TeXHUYECKOe o0ecnieyeHne: OIaHKU 3aJaHuil, pydyKa

3ananue:
Konmponwvnoie 3a0anusn ona nposedenusn ougghepenyuposannozo 3auema no MJ/IK 02.02
DHO I'PYIIIIA

KOHTPOJIbBHAS PABOTA «OBECIIEYEHHUE COXPAHHOCTHU JOKYMEHTOB»
1 BAPUAHT

|. OTBeThTE HA BONPOCHI YCTHO:

1. OcHoBHas 3a/1a4a SKCIEPTU3BI LIEHHOCTH JOKYMEHTOB — 3TO ...

2. K10 BXOIUT B COCTaB 3KCIEPTHOI KOMHUCCUN

3. Yto BKIIOYaeT B ce0sl MOATOTOBKA JOKYMEHTOB K XpaHEHHIO?

4. KakoBbI CPOKM XpaHEHUs JOKYMEHTOB?
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5. AHHOTALUA — 3TO ...

6. Kak oopmisiercst Belaua Jie BO BpeMEHHOE MOJIb30BaHKE?

7. HazoBuTe BB OpOLITIOPOBOK

8. ObecnieueHne COXpPaHHOCTH JOKYMEHTOB — 3TO ...

9. HopmatuBHBIE YCIIOBUS XpaHEHUS apXUBHBIX IOKYyMEHTOB 00ECTICUMBAIOTCH: .. ..
10. HazoBuTe (pakTopsl pa3pymeHust JOKYMEHTOB

2 BAPUAHT

|. OTBeTbTE HA BONPOCHI YCTHO!

1. DxcrepTu3a HEHHOCTH JOKYMEHTOB — 3TO ......euuen....

. KakuM oKyMeHTOM periiaMeHTHpYyeTcs CPOK XpaHEeHus Jeiia’?

. KakoBbI criocoObl xpaneHus aein?

. Kornma nena nojnexxat yactTuaHOMY 0(OpPMIICHHIO

. UTo Takoe «1e10» B apXUBHOM XpaHEHUU?

. HazoBuTe BuibI OpOIIIOPOBOK

. Kakum 06pazom npoucxoaut opopMiieHHe YHUUTOXKEHUS Jesa

. Kommekc pa6ot no OC 10KyMeHTOB BKIIIOYAET B CEOSI: ...

. HopmatuBHbIE pexXUMbI XpaHEHUS apXUBHBIX JOKYMEHTOB 00ECIIEUNBAIOTCA: .. ..
10. /{151 yero mpoBOANUTCS MPOBEPKA HATMYMUSA U COCTOSIHUS 1€

3 BAPUAHT

I. OTBeTbTE HA BONPOCHI YCTHO!

. HazoBuTe kputepuu sKCriepTH3bl IEHHOCTH

. [lepeuncnure 3tansl nposeaeHus: J1]

. C KaKkoro BpeMeHH HUCUHCIISIETCA CPOK XpaHEHHUS Jea?

. Uto BKIIFOYaeT B ceOst MOATOTOBKA /1€ K XpaHCHUIO?

. Kakue nemna moyexxar moaHoMy opopmMieHHI0?

. Kakum o6pazom nmpoucxoauT nepenada aei B apxuB?

. OGecnieueHne COXpPaHHOCTH JOKYMEHTOB — 3TO ...

. Ha 6pIcTpoe crapenue u paspyiieHue JOKyMEHTOB BIIUSIOT ...
9. Uenp 1 myTu co3aaHus CTPaxoBOTO (POH/A LIEHHBIX JOKYMEHTOB
10. 3HaueHne NpoBEAEHUS TPOBEPKU HAIUYUSA U COCTOSIHUSA €717
4 BAPUAHT

I. OTBeTHTE HA BONPOCHI YCTHO!

1. OcHoBHas 3a1a4a SKCIEPTU3bI [ICHHOCTH IOKYMEHTOB — 3TO ...
2. KakuM JOKYMEHTOM perjaMeHTUPYETCsl CPOK XpaHeHus Aena?
3. C KaKoro BpeMeHHU UCUUCISETCS CPOK XpaHEeHU Jerna’?

4. KakoBbI CPOKU XpaHEHUS TOKyMEHTOB?

5. Kakue nena noanexar nosnomy oopmieHuto?

6. HazoBute BUIbI OPOIIIOPOBOK

7. Uenb 1 myTH co3aHUs CTPaAXOBOTO (POH/A IIEHHBIX JOKYMEHTOB
8. ObecrieueHre COXpaHHOCTU JOKYMEHTOB — 3TO .....

9. HopMaTtuBHBIE peXKHMBI XPAaHEHUS apPXUBHBIX JOKYMEHTOB 00ECTIEUNBAIOTCA: .. ..
10. HazoBute (hakTops! pa3pylieHns JOKYMEHTOB

I1. BoinosinuTe TecToBOE 3a1aHKE (BHIOPAB NMPAaBUJIbHBINH 0TBET), OTBETHI 3aANUIIIUTE B

O 0 JIN DN WN

03O0 DNk WLWN —

Tadammy:

1. 3aBepHUTEIbHYIO HAJMHUCh MONNCHIBACT:

A) pyKOBOJUTEIb apXUBA;

b) coctaBurens;

B) pykoBoauTeNb CTPYKTYPHOTO MOAPa3ACICHHUS.

2. Eciu B eno nmoamutel potorpaduu X HyMEpYyIoT:
A) Ha JIM1EBOM CTOPOHE B MPAaBOM BEPXHEM YTIIIY;
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b) Ha 000pOTHO# CTOpPOHE B JICBOM BEPXHEM YTIIY;

B) BHU3Y Ha NMI1IEBOI CTOPOHE.

3. [TonHOMY O(pOPMIICHHIO MOJUIEKAT JeNa:

A) ¢ BpeMeHHBIM cpokoM XxpaHeHus (1o 101er);

b) ¢ BpemenHbIM cpokoM xpaHeHus (cBbiue 10mer);

B) Bce nena.

4. JIuct moboro (opmata, CI0KEHHBIN U TOIINTHIN 32 OAWH Kpaii:

A) HyMEpYIOT KaK OJJ1H JIUCT;

b) craBsT HOMEp ¢ OyKBEHHBIM 0003HAYCHUEM;

B) nymepyrot kak aBa JucTa.

5. Coznanue 3KCrepTHON KOMUCCHM perjJaMeHTHPYEeTCs:

A) U31aHNEM MIPUKa3a;

b) npoTokosiom 3acenanus;

B) HUKaKUM TOKYMEHTOM HE PETrJIaMeHTHPYETCS.

6. [lepedens MaTepruasoB, IOMEIIEHHBIX B JIETI0, HA3BIBACTCS:

A) nucT-3aBepuTeNb Aena;

b) HoMeHkmarypa nen;

B) BHyTpeHHSs onKCh;

I') ornaBnenue.

7. Hymeparuto ctpanuil opopMIISIOT TaK:

A) 25;

b) ctp.25;

B) -25-

8. HomeHnkimarypa aen BCTyHaeT B CHITY:

A) c HOBOTO TO/1a;

b) xaxxap1ii HOBBINM KBapTAa,

B) no pacnopskeHuto pyKoBOAUTES.

9. CBOIHYI0O HOMEHKJIATYPY ZI€J1 YTBEPKIACT:

A) pyKOBOUTEIb apXUBA;

b) HauanbHUK KaHIEIAPUH;

B) pyxoBoautens yupexaeHus.

10. Ckoiibko (popM OpOLIIOPOBOK JOKYMEHTOB IPUMEHSETCS B I€IOIPOU3BOJICTBE:

A) onHa;

b) nge;

B) tpu.

11. IIpu mpaBoit popme OPOLITIOPOBKU JOKYMEHTHI B JIeJI€ PACHOJIAratoTCs:

A) B IpsIMOI XpOHOJIOrMYECKON NOCIEJ0BATEIBHOCTH;

b) B nocnenoBareibHOCTH 0OpAaTHOM XPOHOJIOTMUYECKOM;

B) B 1100601 TI0CIIETOBATEILHOCTH.

12. IIpu noammBKe JOKYMEHTOB C JJOJITOBPEMEHHBIM CPOKOM XPaHEHUS UCIOJIb3YIOT:

A) paByto ¢popmMy OpOLIIOPOBKH;

b) neByro popmy Opo1ropoBKy;
B) mo6yto hopmy.

13. O6noxka aena opopmisercs:

A) B Hauase roja;

b) no yka3zaHuto 3aBeqyIoIero KaHueIspuen;

B) noce nommBKY B €70 UCTIOJIHEHHOTO JIOKYMEHTA.

14. Cpoxu XpaHeHHs JOKYMEHTOB, YCTAaHOBJIEHHBIE TUIIOBBIMU NEPEYHSIMH, B BEIOMCTBEHHBIX
MEPEYHSIX:

A) MOXHO yBEJINYMBATh;
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b) MOXHO yMEHbIIATS;

B) usmeHnsaTs Hemb3sl.

15. JlaToii TUYHOTO Jiefia SBIISIOTCS:

A) AaTbl IPUKA30B MO JUYHOMY COCTaBY O MIPUEME U YBOJIbHEHHH,
b) natel nepBoro u nocjaeaHEero J0KyMEHTOB;

B) natel Havana u OKOHYAHUS JI€T1a, TPOCTABIICHHBIE CEKPETAPEM.
16. B TeueHun Aen0npou3BOICTBEHHOTO ro1a JOKYMEHTBI U3 JIEJI:
A) MO>XXHO BBIJIaBaTh;

b) BrimaBath HENb3s;

B) MoHO BBIIaBaTh HA YCMOTPEHHUE CEKpETaps.

17. BBIHOCUTH 3aBEpUTEIIbHYIO HAMUCH HA OOJIOXKKY Jea:

A) pazpermiaercs;

b) e paspemaercs;

B) o ycmoTpeHuto Ae10npou3BOAUTENS.

18. MoskeT 51 OBITh B JIeJI€ JIUCT 10 HOMepoM 32a:

A) Moxer;

b) He moxer;

B) o ycmoTpeHuto 1e10npou3BOIUTENS.

19. Jluct ¢popmara A3, CIIOKEHHBIN U MOIIUTHIN 32 CEPEIUHY:
A) HyMEpYIOT KaK OJI1H JIUCT;

b) HymepyroT Kak /Ba JUCTa;

B) nuct moanexxuT nepenmBke.

20. Ecnu B fene NoAMUThl JOKYMEHTBI CO CPOKOM XpaHEHUA 3 U 5 JIeT, OHO XPaHUTCS:
A) 3 rona;

b) 5 ner;

B) 7 ner.

21. Cpok xpaHEHHS JOKYMEHTA UCUUCIISIETCS:

A) c 1 sHBaps roaa, CIEIYIOMIETO 3a TOJIOM OKOHYAHHUS J1e1a;

b) ¢ 1-ro yncna mecsia, ciaeayroIero 3a roJ0M OKOHYaHHUsI JeNia;
B) Ha cnenyromuii AeHb nociie OKOHYaHUS Jiena.

22. Co3naHue SKCHEPTHOM KOMUCCUU PETNIAMEHTUPYETCS:

A) U3gaHueM MPHUKa3a;

b) nmportoxoisiom 3acenanusi;

B) HUKaKMM TOKyMEHTOM HE perjiaMeHTHPYETCS.

23. MUHUMAIBHBIA COCTAaB YICHOB SKCIIEPTHON KOMHCCHUU:

A) nBa 4enoBeKa;

b) 3 yenoBeka;

B) 4 yenoseka.

24. YHu4uToxxeHue aen opopmiisercs:

A) MpUKa30M [0 OCHOBHOM JESTENbHOCTH;

b) akTomM 00 yHHUYTOKEHHH TOKYMEHTOB;

B) HukakuM 10KyMEHTOB He 0(opmIIseTcs.

25. 3acenaHus SKCIEPTHOM KOMUCCUU O(DOPMITSIOTCS:

A) aKTOoM;

b) nporokosiom;

B) cnipaBkoii.

26. IlonHoe oopmiieHHE JeTT TPOU3BOUTCS:

A) IO YCMOTPEHUIO JI€I0NPOU3BOIUTENS,

b) no ykazanuio pykOBOJIUTENS YUPEIKICHNUS,

B) B 3aBHCHMOCTH OT CPOKOB XpaHEHUS Jela.
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27. aToit nena, coaepikailero pacnopsiAUTENIbHYIO JOKYMEHTAIUIO, SBJISIOTCS:

A) AaTbl MOJIIUBKY MEPBOTO U MOCIETHETO TOKYMEHTOB;

b) kpaitHue natel JOKYMEHTOB;

B) natel Havana ¥ OKOHYAHUS KaJIEHAapHOTO ToJIa.

28. JlaToi TUYHOTO Jiefia SBISIOTCS:

A) aThl MPUKA30B TI0 JUIHOMY COCTaBY O MIPUEME U YBOJbHEHUH,

B) natel mepBoro u nocienHero J0KyMEHTOB;

B) natel Havana u OKOHYAHUS JIeJIa, POCTABICHHBIC CEKPETAPEM.

29. JIoKyMEHTBI CUCTEMAaTU3UPYIOTCS B JieJia B COOTBETCTBHH C IIPUHIIUIIOM:

A) BOIPOCHO-JIOTHYECKUM

b) xpoHonoruueckum

B) andaButHRIM

I') HymepalmoHHbIM

J1) Bce OTBETHI BEPHBI

30. B neno mommmBaeTcs:

A) OJTMH 2K3EeMITISP KAKIOTO TOKYMEHTA

B) HeckoJIbKO PK3eMILIIPOB KaXKJIOTO IOKyMEHTA

B) oiH 3K3eMIUTSAp U KOTTUS KXKIOTO JOKYMEHTA

[IpoBepka 3HaHUH, 00YIAIOMIUXCS OCYIIECTBIISCTCS C TIOMOIIIBIO:

1. YcrHoro ompoca. [Ipu ycTHOM ompoce yCTaHaBIMBACTCSI HEITOCPEICTBEHHBI KOHTAKT
MEXy TpenojaBaTejeM M YJalluMcs, B TPOIECCe KOTOPOTO TMPErojaBaTelb MOJydaeT ITUPOKHE
BO3MOXHOCTH JUISI W3Yy4EHUS WHIWBHIYAIBHBIX OCOOCHHOCTEW YCBOCHHS YyYaIlIMMHCS Y4eOHOTO
Marepuana.

l. OneHka YpOBHS YCBOCHHSI M3YYEHHOTO MaTepuajia ompeneisercs KoddduimumeHTom
YCBOCHUS 3HAHUH, YMEHUM W HABBIKOB (JIJI51 BCEX YPOBHEH YCBOCHHS).

e

K= o——, I’ie € — KOIM4EeCTBO OTBETOB, BBINOIHCHHBIX PABIIBHO B TAHHOM OMPOCE;

Posw — 0OlL1IEE KOJTMUECTBO OTBETOB.

ITpu K < 0,7 onenka «2» (HeyI0BJICTBOPUTEILHO)

IIpu 0,7 <K < 0,8 onenka «3» (yI10BIECTBOPUTEIHHO)

IIpu 0,8 <K < 0,95 onenka «4» (xoporio)

IIpu 0,95 <K < 1,0 ontenka «5» (OTINYHO)

2. TecroBbix 3amanuil. IlpuMmeHeHue Tecta TMO3BOJSET pPe(IECKCUBHO 3aKpENUTh
M3y4aeMblil MaTepual, Mpu 3TOM W30ekKaTh 3aBBILICHHUS UTOTOBOM OLIEHKH.

1. 3amaun TecTHUpoBaHUA: A(PPEKTUBHO HCIOIH30BaTh BO BpEMsS YpOKa; BKIIOUUTH B
aKTHBHYIO Y4eOHY0 aearenbHOCTh oOydaromuxcs (100%); moBBICUTH HMHTEpeC OOydaroUIMXCS K
M3y4aeMoMy IMpeaIMeTy U mpodeccuu B LEIOM.

1. Onenka ypoBHS YCBOCHHS H3YYEHHOTO MaTepuana ompenensercs KodPPHUIHEeHTOM
YCBOGHHUS 3HAHUI, YMEHUHN U HaBBIKOB (/7151 BCEX YPOBHEH YCBOCHHS).

e

= E , A€ € — KOJIMYCCTBO onepaunﬁ, BBIIIOJIHCHHBIX ITPABUJIBHO B IAHHOM TCCTC;

Poou — oO111€€ KOTMUECTBO OMEpaluii B TECTE.

ITpu K < 0,5 onenka «2» (Hey10BIETBOPUTEIIBLHO)

ITpu 0,5 <K < 0,64 ouenka «3» (yI10BIETBOPUTEIHHO)
ITpu 0,65 <K < 0,84 onienka «4» (xopo1o)

ITpu 0,85 <K < 1,0 onrenka «5» (OTIUYHO)
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JIUTEPaTyphbl

HopmaTuBHO — IpaBoOBbIE aKThI:

— @enepanbHblil 3ak0H «O06 apxuBHOM Jnene B Poccuiickoit @enepanun» ot 22.10.2004 Ne
125-@3;

— paszen VII I'paxpanckoro konekca Poccuiickoit @enepaumu «lIpaBa Ha pe3ynbTarbl
MHTEJJIEKTYaJIbHOM JIeATENbHOCTH U CpPeCTBAa UHAMBUAyanu3auun» (yrB. denepanbHbIM 3aKOHOM OT
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— DenepanbHblii 3aK0H «O 6nbaMoTeyHOM fenex» oT 29.12.1994 Ne 78-03;

— ®epnepanbHblii 3ak0H «O0 nMHopManmy, MHPOPMALMOHHBIX TEXHOJOTUSAX U O 3alIUTe
uHpopmanun» ot 27.06.2006 Ne 149-D3;

- TOCT P 7.0.97-2016. Hammonanenbiii ctanmapt Poccuiickoit ®epepanun. Cucrema
CTaHAApTOB 1O HWH(POpMANMK, OMOIMOTEYHOMY U U3JaTeIbCKOMY aAeny. OpraHu3anuoHHO-
pacnopsauTenpHas JoKyMeHTanus. TpeGoBanuss k odopmieHuio nokymeHToB" (yrB. [Ipukazom
Poccranmapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)

— TOCT P 34.10—2012 «MudopmannonHas TexHoyorus. Kpunrorpadudeckas 3amura
nnpopmanuu. IIponeccs hpopMupoBaHus U MPOBEPKH SIEKTPOHHOMN LUPPOBON MOAUCH.

— TOCT P 6.30—2003 «YHupuuupoBaHHasi CCTeMa OpraHU3allMOHHO-PACTIOPSIAUTEIbHON
nokymeHTaruu. TpeboBaHus K 0POPMIICHUIO TOKYMEHTOBY.

— TOCT 7.59—2003 «CUBUJI. UnaexcupoBanue gokymeHToB. OOmme TpeOoBaHHS K
CUCTEMAaTU3alNH U IPEIMETH3ALUN.

— TOCT P 33.505—2003 «Enunsiit Poccuiickuii ctpaxoBoit Gonx nokymeHTauu. [Topsaok
CO3JaHUsI CTPAXOBOTO (POHAA JOKYMEHTALMH, SIBJSIOMIECHCS HAIIMOHAIBHBIM HAayYHBIM, KYJIbTYPHBIM U
UCTOPUYECKUM HACIEAUEM).

— TOCT P 7.0.8—2013 «CHUBUJI. [denonpou3BOJACTBO M apXUBHOE J1eN0. TepMuHBI U
OTIpEICIICHUS.

— TOCT 6.104—84 «YHudumupoBaHHbIE CHUCTEMBI JOKyMeHTanuu. Ilpumganue
IOPUAMYECKON CHJIBl JIOKYMEHTaM Ha MAallMHHOM HOCHUTENIEe M MAaIIMHOTpaMMe, CO3aBacMbIM
CpeICTBaMH BBIUMCIUTEIHHONU TeXHUKHU. OCHOBHBIE TIOJIOKEHUS.

— TOCT 6.10.3—83 <«3Banucy wuHDopManuu yHHUPHUIUPOBAHHBIX JIOKYMEHTOB B
KOMMYHHKaTUBHOM (popmarey.

— TOCT 28388—89 «/lokyMeHTBI Ha MarHUTHBIX HOCUTENSAX JaHHbIX. [lopsaok
BBITIOJTHEHUS ¥ 0OpaIIeHUD.

— TOCT 6.10.5—87 «YHubuuupoBaHHbIE CHCTeMbl JOKyMeHTaluu. TpeboBaHus K
MOCTpOeHUIO GopMyIisipa-oOpasiay.

— T'OCT 9327—60 «bymara. [lotpedburensckue hopMaTh».

— TOCT 7.65—92 «CUBUJ. KunomoxkymeHTbl, (GOTOAOKYMEHTHI U JOKYMEHTHl Ha
Mukpoduiabmax. O6miue TpeOGoBaHUs K apXUBHOMY XPaHEHHIOY.

— TOCT 7.68—95 «CUBU/I. ®oHO u BuaEO10KyMEeHThI. O0IIne TEXHUYECKHE TPeOOBaHUS K
apXMBHOMY XpPaHEHUIO.

— T'OCT 7.69—95 «CHUBHI. AynuoBusyalbHble ITOKyMEHTbl. OCHOBHBIE TEPMHHBI H
OTIPEIEIICHUS.

— TOCT 17914—72 «OO0n0XKH JieNl ATUTEIbHBIX CPOKOB XpaHEHHs. THIMbI, pasMepsl U
TEXHUYECKUE TPEOOBAHUS.

— TOCT 13699—91 «3anuce u BocnpousBeaeHrne HHGpopmaruu. TepMUHBI U OTIPEICTICHUS.
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— TOCT 13.1.105—91 (CT C3B 5052—385) «Pemnporpadus. Mukporpadus. Mukpodurim.
Tunsmy.

— T'OCT 17586—80 «bymara. TepMuHsI 1 ONpeAeICHUS.

— T'OCT 18510—87 «bymara nucuasi. TeXHU4YECKHE YCIOBUSD.

— T'OCT 7.50—2002 «CUBU /. KoncepBaius nokymeHToB. O0111K€E TpeOOBaHUSD.

— TOCT 15971—90 «Cuctemsr 06paboTku nHpopManuu. TepMHUHBI U ONIPEICTICHUS.

— TOCT 13.1.101—93 «Muxkpodunpm JTOKyMEHTa Ha MpaBax MOJIMHHHKA. llopsmox
W3TOTOBIICHUS, yIETa, XPAHEHUS ¥ IPUMEHEHUS.

— TOCT 55.6—85 «/lokymeHTbl Ha OymMaxHBIX HocuTensx. [IpaBuia rocygapCTBEHHOTO
xpanenus. Texanyeckne TpeOOBaHUSD.

— T'OCT 7.48—2002 «KoncepBanusi J0KyMeHTOB. OCHOBHbIE TEPMUHBI U OTIPEACTICHUS.

— TOCT 28162—89 «CpencrtBa naisi HAaHECEHUS 3ALIUTHBIX MOKPBITUH HA JTOKYMEHTHI.
OO6mue TexHuYecKue TpeOOBAHUS.

— T'OCT 7.1—2003 «bubnuorpaduyeckas 3anuch. budbnuorpapuueckoe onucanue. OOume
TpeOOBaHMS U MPABHIIA COCTABIICHHS.
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TpeOOBaHUSY.
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