[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

OV0: byrakosa Oxcaria CredaHosHa\fyrpcrepcTBg 06pasoBanus u Hayku PecryGmmku Caxa (SIkyTus)
Hlomiocto: aupeTop TocynapcTsenioe Gi07KeTHOE MPOdECCHOHATLHOE 0Gpa3OBATENBHOE YIpEKIeHNE

[ata nognucanus: 11.05 : 6 Caxa (5 11 . o
VHUKaNbHBIE MPOTDaMMHbIA KNIOY: ecniyonuku Caxa (Axytust) «JIeHCKuil TEXHOTOTHYECKUNA TEXHUKYM)»

92ebe478f3654efe030354ec9c160360cb17a169

METOAUYECKHUE PEKOMEHJALIMHA 11O BBIITOJIHEHHUIO
CAMOCTOSTEJBbHOMN PABOTHI

MexkaucuMmIMHaApHbIA Kypc: MJIK 02.01
«OpraHu3anusi 1 HOpMATHBHO-NIPABOBbIE OCHOBBI APXHBHOTO /112
IIpodeccus: 46.01.03 /lesionpousBoguresb

JeHck, 2020



MeToamueckne peKOMEHIAMA 10 BHINOTHEHHIO CAMOCTOSTENLHOM pabotsi paspaboranst B
COOTBETCTRHH ¢ TpeGoBanuaMl DeePaTLHOIO rOCYIAPCTBEHHOrO 06PAIOBATEILHOIO CTAHAPTA MO
npodeccun  cpeanero mpodeccHonanbioro obpatosanns  14.01.03  [lesonpomssoamrens K
CONCPXKAHMIO H YPOBHIO NOAIOTOBKH BBITYCKHHKA B COOTBETCTBHH yueOHbIM miasom W paGoucit
nporpammoit srciananEs MJIK 02.01 «Oprasusanus # HOPMATHBHO-IPABOBKIC OCHOBBI APXHBHOIO
Aecnan, yreepiacHusix I'BIIOY PC () «lenckuit Texnonornaeckuit Texuuxym»,

PEKOMEHAOBAHO
Y4eGHO-METOIHYECKHM COBETOM
I'BIIOY PC (A) lencknit exsHonornueckuit Texnuxym»

e

Focynaperasnwos BOAXETHOE NPODECCHONANbHOE
00pal0sarenskoe yupexpenne
PecoyOankn Caxa (Rxytuw)
CNIeHCKNR TEXHONOrMUYBCKNA TEXNMKYMD
Yueln0 METOAMNECKHN COBRT

NMporoxon Ne

a k »Mf&l.

0&2.T.

PACCMOTPEHO H OIOBPEHO

Ha sacenanun [1LK «[Tpodeccronansuoit noarorosk»
[Tporokon Ne /0

oT « /if» wioieg  2040r.

IMpeacenarens mm:@mmm rA/

Aptop: Amapeesa U.B., npenomasarens I'BIIOY PC(S) «lenckuft Texsomormueckuit TeXHuKkym»
neppoft KBATHPHKAIMOHHON KaTeropus.



Conep:xkanue

TTOSACHUTEIBHAS BAIMMCKA . .....vivvitiesiisiee sttt st b e sa s b bbb e bbb e e b e s b s b e s sb e e a s b e b e e b e nre s 4
CaMOCTOATEITBHAS PAOOTA NO 1 ..ottt 8
CaMOCTOATETBHAS PAOOTA INO 2 L.iiiiiiiiiiiiiie ettt et sbb e e sb e e et e e e bb e e e bneeaneeas 9
CaMOCTOATEITBHAS PAOOTA N 3 ...ttt b et e nne s 9
CaMOCTOATEITBHAS PAOOTA INO 4 ... ittt e s nbb e bb e e e be e e e beeeanes 10
CaMOCTOATEITBHAS PAOOTA N2 D ..ottt 11
CaMOCTOATETBHAS PAOOTA INQ B ....vviiiiiiiiiiiie ettt bb e be e e e beeeanes 11
CaMOCTOATEITBHAS PAOOTA N 7 ..ottt ettt b e nr e 12
CaMOCTOATETBHAS PAOOTA INO 8 ..ottt et 13
CaMOCTOATETBHAS PAOOTA N2 D ..ottt 13
CamocTOATETBHAS PAOOTA N L0 1. uiiiiiiiiiiiiie i e e b 15
CamocToATenbHAS PAOOTA N2 L1 ..ot s 15
CaMoCTOATETBHAS PAOOTA N 12 .. .iiiiiiiiiiiii ettt e et e 16
CaMocTOATETBHAS PAOOTA N L3 ..ot 16
CaMoCTOATETBHAS PAOOTA INO 14 .. .oiiiiiiiiiie it e e beeeanes 19
CamMocToATETBHAS PAOOTA N2 L5 ..ot 19
CaMOoCTOATETBHAS PAOOTA N 16 ...t 21
CaMOCTOATETBHAS PAOOTA NO L7 ...t 22
CaMocTOATETBHAS PAOOTA N 18 ... 23
CamocToaTenbHast PA00TA N0 1 ... 24
CaMocTOATETBHAS PAOOTA N 20 ...ttt b e b e s 24

[Tepeuens pekoMeHyeMbIX yueOHBIX U3Aanuil, THTepHeT-pecypcoB, TOMOITHUTENLHON TUTEpaTyphi26



IHosicuuTeabHAA 3aNMCKa
Meroauueckue yka3zaHHWsT K BBIIOJHEHHUIO BHEAYIUTOPHOM CaMOCTOSITEIBHOW pabOTHI
oOyuaromuxcst mo MJIK 02.01 «Opranusanusi ¥ HOpMAaTHBHO-IIPABOBbIE OCHOBBI APXHMBHOI'O JENa»
npeaHa3HaveHbl s oOy4daronuxcs mo npodeccuu 46.01.03 JlenonpousBoaurenb

Lenp MeTOaMYECKMX YKa3aHWM: OKa3aHHWE IIOMOLIM OOydYarolMMCS B  BBIIOJHEHUU
camocTtosrenbHor padorel MJIK 02.01 «Opranuzanusi ¥ HOpMaTUBHO-TIPABOBBIC OCHOBBI apXHBHOTO
Jennay.

Hactosmme meroanueckue yka3zaHUsi COAEp>KaT padOThI, KOTOPbIE MO3BOJIST 00Yy4arOmIUMCS
CaMOCTOSITENIFHO OBJIAJCTh (PYHIaMEHTAJIbHBIMU 3HAHUAMHU, NPOPECCHOHATBHBIMH YMEHUSMU U
HAaBBIKAMM JIEATEIbHOCTH 10 JUCUUILIMHE, ONBITOM TBOPYECKON M UCCIENOBATENIbCKOMN ESITEIIbHOCTU
U HarpaBJieHbl Ha (POPMUPOBAHKE CIICAYIOMINX YMEHHH U 3HAHUH:
po(hecCHOHATBHOTO MOAYJISI TOJIXKEH:

HMeTh NPAKTHYEeCKHUI ONbIT:

- TOKyMEHTHUPOBAHUS U JOKYMEHTAIIMOHHOM 00pabOTKH TOKYyMEHTOB KaHUEISIpUH (apXuBa);

yMeThb:

- IPOBEPATH NPABUILHOCTH O(OPMIICHHS IOKYMEHTOB;

- CUCTEMAaTU3UPOBATh U XPAaHUTh IOKYMEHThI TEKYIIETO apXHBa;

- (opmupoBaTH CIPaBOYHEIH anmapar, 00ecredrBarOINi ObICTPBIN MOUCK IOKYMEHTOB;

- OCYLIECTBJIATH JKCIEPTH3y JOKYMEHTOB, TIOTOBUTh U IepefaBaTb JIOKYMEHTaJIbHbIE
MaTepuabl Ha XpaHEHHUE B ApXUB;

3HATh:

- OCHOBHBIE T0JIOKeHUsT ENMHONM rocy1apCTBEHHOM CUCTEMBI J€I0IPOU3BOICTBA;

- BUJIbl, (PYHKLIMU JOKYMEHTOB, [TpaBUJIa UX COCTABIIEHUS U O(POPMIICHUS;

- IOPSIIOK JOKYMEHTHUPOBaHUSI HHPOPMAIIMOHHO-CIIPABOYHBIX MaTEPHAIIOB.

B pesynbrare ocBoeHus Y4eOHOW MUCHMIUIMHBI OOYYAIOIIMKCSA JIOJDKEH BIIAJIETh OOIIMMU
KOMIIETCHIMAMM:

OK 1. IloHumarp CymHOCTh U COLMATBHYIO 3HAaYMMOCTh Oyaymied mpodeccuu, mposiBIsATh K
HEell yCTOWYMBBINA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JAEATEIBHOCTh, HUCXOAS W3 IeMd U CHocoOOB ee
JIOCTUKEHUS, OIIPENIETICHHBIX PYKOBOJAUTEIIEM.

OK 3. AnanuzupoBath pabo4yr0 CHUTYaIUIO, OCYIIECTBIISITh TEKYIIUI U UTOTOBBI KOHTPOJIb,
OLIEHKY M KOPPEKIMIO COOCTBEHHOM NeATEeNIbHOCTH, HECTU OTBETCTBEHHOCTb 3a PE3YJbTaThl CBOEH
paboThL.

OK 4. OcymiecTBisATh NOUCK MHPOPMALIUHN, HEOOXO0IUMON 1715 3(PPEKTUBHOTO BBHITOIHEHUS
npoecCuOHANBHBIX 3a/1au.

OK 5. Hcnonp3oBats MH(POPMAIMOHHO-KOMMYHUKAIIUOHHBIE TEXHOJIOTMH B
npohecCuOHATBHON e TENbHOCTH.

OK 6. PabGotats B koMaH i€, 3(pPpeKTUBHO 0OMIATHCS C KOJIIEraMu, pyKOBO/ICTBOM, KIIMEHTaMH.

OK 7. UcnonHATh BOMHCKYIO 00513aHHOCTb, B TOM YHUCJIE C IPUMEHEHUEM MOTYyYEHHBIX
npodeCCHOHATBLHBIX 3HAaHUH (1151 FOHOLIEH).

B pesynbrare ocBOeHUsT y4eOHOW AMCHUIUIMHBI OOYYarOUIUHCS JOJDKEH  BIAJETh
npo¢eccCHOHATBHBIMH KOMIICTCHIMAMM

1K 2.1. ®opmupoBaTh nrena.

[1IK 2.2. OGecneunBarh OBICTPBI MOMCK JOKYMEHTOB I10 HAay4YHO-CIIPABOYHOMY ammapary
(kapToTeKaM) opraHu3aluu.

1K 2.3. CucremaTu3upoBaTh ¥ XpaHUTh JOKYMEHTHI TEKYIIETO apXHBa.

[1K 2.4. OGecnieunBaTh COXPAaHHOCTH MPOXOAIICH CITY)KEOHON JJOKYMEHTAIUH.

I1K 2.5. 'oToBUTH U niepeaaBaTh JOKYMEHTHI HA aDXUBHOE XPaHEHHUE.

[IK 2.6. ObecrieunBaTh COXpaHHOCTb apPXUBHBIX TJOKYMEHTOB B OPTaHU3AIIUH.



Kputepusimu OIEHKH Pe3yJIbTaTOB BHEAYIUTOPHOM CaMOCTOSATENLHOM paboThl 00ydaromuxcs
SABIISTFOTCSL:

® YpOBEHb OCBOCHUS Y4eOHOT'O MaTepHaa,

® YpOBEHb YMEHHS HCIIOJIb30BaTh TEOPETUYECKUE 3HAHUS IPU BBINOJIHEHUM MPAKTHYECKUX
3ajay;

® YpOBEHb YMEHHUS aKTUBHO HCIIOJIb30BaTh OJJIEKTPOHHBIE 00pa30BaTeNIbHBIE PECYPCHI,
HaXOJAUTh TpeOyrouTytocs nHPOPMAIINIO, U3y4YaTh €€ U IPUMEHSITh Ha MPAKTHKE;

e 000CHOBAHHOCTb M YETKOCTb U3JI0KEHHSI MaTepuaa,;

e o(opMIIeHHE MaTeprana B COOTBETCTBUH € TPEOOBAHUAMM CTaHIApTa IPEANPHUATHS;

® YpOBEHb YMEHUs OPUEHTHPOBATHLCS B IIOTOKE MH(DOPMAINH, BBIIEJIATh IJIaBHOE;

® YpOBEHb YMEHHUS YETKO c(hopMyIupoBaTh NpodIeMy, IPEAJIOKUB €€ pellieHHe, KPUTUIECKU
OLICHUTH PELICHHE U €T0 MOCIEICTBHS;

® YpPOBEHb YMEHHS OIpPENeNTh, MPOAHATU3UPOBATh AIbTEPHATUBHBIE BO3MOXKHOCTH,
BApUAHTHI JICUCTBUIA;

® YpOBEHb YMEHHUS CHOPMYIHPOBATH COOCTBEHHYIO MO3UIIHIO, OLIEHKY U apIyMEHTHPOBATH €€.

Omnucanue caMOCTOSTENbHON pabOTHI COACPKUT: TeMy, Ienu paboThl, 3aJaHMs, OCHOBHOMN

TEOPETUYECKUI MaTepua, alfOPUTM BbIMOJIHEHUS TUIOBBIX 3a/1aHUM, MOPAIOK BBINOJIHEHHUS PabOThI,
¢dopMBl KOHTpOJIS, TpeOOBaHHWS K BBHINONHEHHIO W odopmienuto 3amanuit. g momydeHus
JIOTNIOJIHUTEBHOM, Oosiee moapoOHOM MH(OpManMK MO M3ydyaeMbIM BOINPOCAM, NPUBEAECHO Yy4eOHO-
METOMYECKOe U HH(pOpManuoHHOe obecrneueHue. CaMOCTOSTENbHbIE padOThl IPEACTABICHbI B
Tabimue 1.

Tabmuna 1 - [lepedeHb BUOB CAaMOCTOSITENILHONW PabOTHI
Koapbl
Homep HaumenoBanue A
U (coneprxanue) Koa | ¢popmupye ®opma Cpoxu
P . -BO MBIX P (Ne
HAUMeHOBaHUe CaMOCTOAITE/ILHOM KOHTPOJIs
yac | KOMIIeTeHI| He/leJIH)
TeMbl padoThI .
uii
Tema 1.1. CamocrosiTeibHAs To
ApxuBoBenenn | padora Ne 1. OK 1-OK 7,
) [TpoBepka OKOHYAH
e. ApxuBbl, ux | CoobiieHue Ha TeMy IIK 2.1-2.6; .
2 CaMOCTOSITEITLHOM 17071
OCHOBHBbIE «IIpaBoBbI€ 3THYECKHE V1-V4; 31-
paboTHI U3Y4YECHH
THIIBL. HOPMBI aPXUBHOTO 33
S TEMBI.
JIeNa.
CamocrosiTeILHAS OK 1-OK 7, I1o
padora Ne 2. I1K 2.1-2.6; IIposepka OKOHYaH
CocrapieHue TaOIUIbI 2 V1-V4; 31- | caMOCTOSITEIBLHOMN 3478
«TuIbI apXUBOBY. 33 paboThI U3YYEeHH
ST TEMBI.
Tema 1.2. CamocTosiTeIbHAS OK 1-OK 7, To
ApxuBHOeE padora Ne 3. Coznanue 1K 2.1-2.6;
[IpoBepka OKOHYaH
npaso. MIPE3EHTALlUH HA TEMY V1-V4; 31- .
o 3 CaMOCTOSITENTbHOM uu
3akonoaarenanr | «OxpaHa CBeJICHHI O 33
. paboThI U3Y4YEeHH
HO- JUYHON JKU3HH
ST TEMBI.
HOPMATHBHAS | TPaXJIaH»
0a3a CamocrosiTeILHAS OK 1-OK 7, ITo
apxXuBOBe/leHU | padora Ne 4, [IK 2.1-2.6; [TpoBepka OKOHYaH
f. «CocraBicHue 3 V1-V4; 31- | camoCTOSATEIbHOMI 15071
JTIOJKHOCTHOM 33 paboThI W3y4YEHU
WHCTPYKITUU ST TEMBI.




apXuBapHyca»

CamocrosiTeabHasI OK 1-OK 7,
pa6ora Ne S, [IK 2.1-2.6; ITo
CocraBieHnue TaOIUIbI V1-V4; 31- IIpoBepka OKOHYaH
«Opunnueckas 33 CaMOCTOSITEIILHOU 1505
OTBETCTBEHHOCTD 32 paboThI U3y4eHU
HapyIlIeHUE apXUBHOTO S TEMBL.
3aKOHOATEIbCTBAY
Tema 1.3 CamocTosiTeJIbHAS OK 1-OK 7, ITo
ApXUBHBII padora Ne 6. IIK 2.1-2.6; IIpoBepka OKOHYaH
dong CocTaBiieHHEe CXEMBI V1-Y4;31- | camocTOoSTEIHFHOM 15051
Poccuiickoi KJaccupukanui 33 paboThI U3yYeHU
®enepanun JTOKYMEHTOB S TEMBI.
CamocrosiTeabHasi OK 1-OK 7, Ilo
pa6ora Ne 7. Pa3paboTka IIK 2.1-2.6; [IpoBepka OKOHYaH
NaMATKHU «3aiura npasa V1-V4; 31- | camocTosTeNnbHON 15051
COOCTBEHHOCTH Ha 33 paboThI U3Y4YEeHH
APXUBHBIC IOKYMEHTHI» sl TEMBI.
Tema 1.4 | CamocTosiTEeIbHAA OK 1-OK 7,
YnpasJiienue padora Ne 8. 1K 2.1-2.6; Ilo
ApPXUBHBIM [Tonoxxenue 00 apxuBe V1-V4; 31- [IpoBepka OKOHYaH
AeJIOM B | OpraHu3aluy, OCHOBHBIE 33 CaMOCTOATEIIbHOMN 1505
Poccuiickoii 3aJ1a4uM, HAIIPpaBIICHUS paboThI U3Y4YEeHH
Denepauuu JIEATEIbHOCTH U s TEMBI.
byHKIIMM apXuBa.
CamocrosiTeabHast OK 1-OK 7, Io
padora Ne 9. [IK 2.1-2.6; Mhosepka OKOHYAL
CocrapiieHHe CIIMcKa V1-Y4; 31- POBCP .
CaMOCTOSITEIIbHOU 707§
JIOKAJIBHBIX 33
paboThI U3Y4YEeHH
HOPMAaTHUBHBIX
S TEMBI.
JIOKYMEHTOB apXHBa.
CamocrosiTeabHast OK 1-OK 7,
padora Ne 10. 1zyuenue [IK 2.1-2.6; Ilo
Meroanueckux V1-V4; 31- [IpoBepka OKOHYaH
pEKOMEHIalui 1o 33 CaMOCTOSITENTbHOM uu
OpraHu3aIy padoThl paboThI N3y4YEHU
pailoHHBIX (TOPOACKHX) S TEMBL.
ApPXHUBOB.
Tema 1.5 | CamocTosiTeIbHAA OK 1-OK 7, To
Xpanenue u | padora Ne 11. IK 2.1-2.6;
) [IpoBepka OKOHYaH
yder Coo01ieHne Ha TeMy V1-V4; 31- .
CaMOCTOSITENTbHOM uu
apXHBHBIX «Pa3BuTHE CIPaBOYHO — 33
paboThI U3Y4YEeHH
JAOKY MEHTOB MOMCKOBBIX CHCTEM B
ST TEMBI.

Poccun»




CamocTosiTeJbHAS OK 1-OK 7,
padora Ne 12. PaGora ¢ I1K 2.1-2.6;
I'OCT 7.51-98 Kaprouku V1-V4; 31- Io
EJ;;TI?;EITOFOB 1 33 [IpoBepka OKOHYaH
4 CaMOCTOSATEIbHON uu
Karanoruszauus B 5
n3nannu. Cocras, PaboThl H3ydCHH
CTPYKTYpa JAHHBIX U # TEMPL.
U3JIaTENIbCKOE
odopmIICHHE.
CamocTosiTeJIbHAS OK 1-OK 7,
padora Ne 13. [Toxnan IIK 2.1-2.6;
o temaM: Co3ganue V1-VY4; 31-
COBPEMEHHBIX apXHUBHBIX 33
CIIPaBOYHHKOB Ha OCHOBE
¢ GepeHIIMPOBAHHOTO
MOJIX0/1a; o
[IpencraBienue Hay4qHO- Tposepka OKOHYA
CIIPaBOYHOIO armapara .
ApXHBOB B SIEKTPOHHO] 6 CaMOCTOSITEITLHOU uu
cpeste: TTosTHE 1 paboThI U3Y4YEeHH
CTPYKTypa Hay4yHO- A TEMB.
CIIPaBOYHOTIO ammapara K
JOKYMEHTaM apXHUBHOTO
donaa Poccuiickoit
®denepaunu; YKazareiu
KaK CaMOCTOSATEIbHbIC
ApXMBHBIC CIIPABOYHHKH.
Tema 1.6 | CamocrosiTe/ibHAsA OK 1-OK 7, Io
KommiiekToBa | padora Ne 14, [IK 2.1-2.6; n
HHe apxuBoB | Pa3paboTka HHCTPYKIIMH 10 V1-V4; 31- poBepra | OromHaH
CaMOCTOSITEITLHOU 17071
apXHBHBIMH 10 repenaye 33 paBoTI —
JOKYMEHTaMH | JOKYMEHTOB Ha 4 TEML
MOCTOSTHHOE XpaHEeHHE.
Tema 1.7 | CamocTosiTeqbHasi OK 1-OK 7,
Hoctyn K | pabora Ne 15. IK 2.1-2.6; To
apXMBHBIM CocraBieHrE KOHCIIEKTa V1-V4; 31- MooBepka OKOHYAH
JAOKYMeHTaM M | 11o Teme: Mcnons3oBanue 4 33 POBEp .
CaMOCTOSITENIbHON uu
HX JIOKYMEHTOB APXHUBHOTO 6
ucnoJin3oBaHu | pounga PO B PabOThI H3yHeHH
e UH(POPMALIMOHHBIX A TEMBI.
HEJSIX.
CamocTosiTeIbHAS OK 1-OK 7, To
padora Ne 16. 1K 2.1-2.6; MposepKa COHYA
CooOrieHne Ha TeEMY: 2 V1-V4; 31- POBEP .| OK°
CaMOCTOSITEITbHOU 17071
«Hamnpasnenus u popmbl 33 paboThI —
UCTIOJIb30BaHUS 4 TeMLL
ApXMBHBIX JJOKYMEHTOBY.
CamocrosiTeibHAs 3 OK 1-OK 7, IIpoBepka Ilo
pa6ora Ne 17. TIK 2.1-2.6; | caMOCTOATENBHON | OKOHYAH




Brinosinenue ananusa V1-V4; 31- paboThl 15074
3¢ (HEeKTUBHOCTH U 33 W3y4eHU
MHTEHCUBHOCTHU S TEMBL.
HCIIOJIb30BaAHUS
ApPXUBHBIX JJOKYMEHTOB.
Tema 1.8 | CamocTosiTenbHAsA OK 1-OK 7, o
Mexnynapoan | padora Ne 18. [IK 2.1-2.6;
) IIpoBepka OKOHYAaH
oe CocraBuTh nepeyeHb V1-V4; 31- .
4 CaMOCTOSITENTbHOM uu
COTPYIHMYECTB | JOKYMEHTOB, 33
paboThI U3yYeHU
0 3alpeILeHHBIX K BEIBO3Y
S TEMBL.
3a mpeJiesbl CTPAHBI.
Tema 1.9 | CamocToATEeILHAA OK 1-OK 7, ITo
ApXI/IBbI paﬁoTa Ne 19, TIK 2.1-2.6; HpOBepKa OKOHYaH
AOKYMEHTOB Pa3zpabotka uHCTpyKUIUH 4 V1-VY4; 31- | camocTosTenpHOMl 2074
N0  JIMYHOMY | IO IIOJArOTOBKE U 33 paboThI U3y4YEeHH
CoCTaBy nepeaadyun ACJI B apXuB. s TEMBI.
CamocrosiTe1bHast OK 1-OK 7, Ilo
padora Ne 20. [IK 2.1-2.6; [IpoBepka OKOHYaH
PazpaboTka mamsaTku 1o 2 | Y1-Y4;31- | caMmocTosATehHOU 1505
BbIJIa4ue €I BO 33 paboThI HU3y4YECHU
BPEMEHHOE T0JIb30BaHUE. sl TEMBI.

CamocrosTenpHas padora Ne 1

HaumenoBanue: CooOuienue Ha Temy «[IpaBoBble 3THUECKHE HOPMbI ApXUBHOTO JIEIaY.

Leab pabdoThI: OCYIIECTBUTH KOHTPOJIb OOYYEHHs, MPOAOJDKUTH CUCTEMATU3ALUI0 3HAHUH,
BBISIBUTH YPOBEHBb YCBOCHUS MaTepHaia, ChOPMHUPOBAHHOCTA YMEHUI U HABBIKOB

MaTrepuaibHO-TeXHHYeCKOe o0ecleyeHne: KOHCIEKThl JICKIUI, KOMIIBIOTEp, HaJlU4ue
JI0CTyNa B UHTEPHET, TETPallb, pyuka, METOJUYECKIE PEKOMEHIALIUN

MeTtoanyeckue peKOMeH/ 1AM

CooOmienre — 3TO KpaTKoe M3JIOKEHME, NPU 3TOM B €MKOH (opme, mepesaroiiee SICHYIO U
4yéTKylo cyTh uH(popmanuu. [lumercs B Qopme KpaTkoro Jokiaga M HE HMMEeT H3JIMIIHUX
XYHA0XKECTBEHHBIX 00OpPOTOB U  cioBocoueTaHuil. OCHOBHas 3a7aya COOOIIEHUS JOHECTH
oTpezieNIeHHYI0 HH(POpMaIIHIO, HE BBIXOAS U3 pPaMOK 3aJaHHOW TEMBI.

Od¢opmiienue cood1eHust

Hukorna naHHbI TUD COYMHEHHMsS] HE ObIBAeT IPOMO3AKMM. B oTiHMume OT KilacCHYeCcKHX
COYMHEHUH, TAKOM TEKCT HE JAOMYCKAeT [UIMHHBIX COOOIIEHHUH ¢ KPACUBBIMHU, SIPKUMH SIIUTETAMHU.

IMumem npaBuibHo. Odopmisis cooOlIeHne, HYKHO TOMHUTD O CIEAYIOLIEM:

o Mooicho ucnonvb3o6amo 0Jis NPUNONHCEHUSL PUCYHKU U CXEMbl, eClIU OHU OMHOCAMCA K meme;

e Buioenume enasmnyto ungopmayuro, u npocieoume, ymobvl meKcm umesl YemKyo memamuxy,

e He ucnonv3syiime mepmunos u ciog, Komopule 6am He NOHAMHbI.

[Ipy 5TOM O4YEHb Ba)XXHO XOPOUIO HU3YYMUTh 33JaHHYIO TEMy, HPOYUTATh YUEOHYIO WIH
METOJUYECKYIO JTUTEPATYPY.

XKenarenbHO HCHONIB30BaTh sl pabOTHl Cpa3y HECKOIbKO HCTOYHUKOB — 3TO IO3BOJIUT
c/enaTh coOOIeHNE OTHOILICHHBIM U TIOJTHBIM.

Iopsinok paGoTbl

o U3yuenue memul, no0OOp 1umepamypbi;

o Twamenvroe uzyuenue mamepuanos 0 mo2o, Ymoosl He 0enams d1eMeHmMapHuLX OUUOOK;,

e Bvidenume camoe enasnoe, 4mo OmMHOCUMCA K 3A0AHHOL memMamuxe;

o Cocmasbme noOpoOHbIL NOIMANHBLU NIAH COOOUJeHUSL,

o Hanuwume no nynkmam niaua cam mexcm.



Ecaim  Tema  coBepuieHHO  HE3HAaKOMa, TO,  BO3MOJXKHO, Oyaer  aKkTyalbHBIM
MIPOKOHCYJIBTHPOBATHCS C TIPETIOIaBaTEIIEM.

Ecnu morom mpuaercss yuTaTh COOOIICHHWE B ayIUTOPUU Y JOCKU BCIYX, TO HYKHO XOPOIIO
MOATOTOBUTHCS, U TIOCTAPAThCS HE MPOCTO MPOYHMTATH C JIUCTA, a MO MaMATH NepecKa3aTh OCHOBHYIO
CYTB TCKCTAa, I/ICHOJIb3y$I AKTUBHO 1JIA HOI[‘-IepKI/IBaHI/ISI OCHOBHBIX JAaHHBIX WA I_[I/I(bp 3apaHee
BBITIMCAHHBIE HA JIOCKY JaHHBIC.

ILnan coo0menus

[Tnan cooOreHust 0OBIYHO JOCTATOYHO MPOCT B CHUTY IPUPOBI JTAHHOTO TUIIA TEKCTA:

1. Bcmynnenue, 20e pacckaszvieaemcsi 0CHOBHAS MbICIb NO MeMe;

2. OcHo6HOIl meKcm ¢ pasmbluiieHuem Uil OQUYUATbHLIMU U3VYEHHBIMU OAHHBIMU,
3. 3axknuumenvHas 4acms ¢ 8b1600aAMU NOC/Ie HANUCAHUS pAOOMBbI.

3aBepuieHue

[To 3aBeprernn pabOTHI HAJ COOOIICHHEM HYXHO €ro MepeyuTaTh, YTOOBI M30aBUTHCS OT
JIMIIHUAX 3THUTETOB, CIOKHBIX CIIOBOCOYETAHUH M 00OPOTOB. DTO KakK pa3 TOT CIIy4aid, KOIJIa MOXHO
MUCaTh KPAaTKO U 1O CyTH, 0€3 TOMOTHUTEIHHBIX OMMCAHUIN M KPACUBBIX CJIOB.

3aganue:

Hamucatp coobmienne Ha Temy: «l[IpaBoBbie JTHUYECKHE HOPMBI apXUBHOTO JCIIa».
JnurenpHOCTh co00mIeHus 3-4 MUHYTHI.

CamocrositenbHas padora Ne 2

HaumenoBanue: CoctaBinenue Tadbauipl « Tuibl apxXuBoB».

Leab padoThI: OCYIIECTBUTH KOHTPOJIb OOY4EHHUs, NMPOAOKUTH CHCTEMAaTHU3ALUI0 3HAHUH,
BBISIBUTh YPOBEHb YCBOCHMSI MaTepHaiia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MaTrepuaibHO-TeXHHYeCKOe o0ecleyeHne: TeTpab, IMHEHKa, pyuka, KapaHaall, KOHCIEKThI
JIGKIII/II;'I, AOCTYII B UHTCPHET, MCTOANYCCKUC PCKOMCH AN

Tabauna —rpadpuueckoe M300paKeHHE HMCTOPUUYECKOIO MaTepualla B BHJIE CPABHUTEINIbHBIX,
TEMATUUYCCKUX M XPOHOJIOTMYCCKHUX rpa(b C OCJIIBIO HX 3allOJIHCHUA Y4YalllUMMUCH. B Ta6n1/1uax, B
OTJIMYHUE OT CXEM, HET YCIOBHBIX 0003HAYEHUIH NCTOPUUECKUX SBICHHH.

Tadanua — ocobast popma nepenaunl copepx anusi, KOTOPYIO OTJINYAET OT TEKCTa OpraHn3aIHs
CJIOB U YHCEN B KOJIOHKH (Tpadbl) U TOPU3OHTAIBHBIE CTPOKU TAKHUM 00Pa30M, YTO KA/l 3JIEMEHT
ABJIACTCA OJHOBPEMCHHO COCTaBHOM YaCThIO B CTPOKH, U KOJIOHKH.

3agaHue: UCNONIB3ys MaTepUAIbI JIEKIUI U TOMOTHUTEIbHYI0 HHPOPMALIUIO U3 CeTH UHTEPHET
coctaBbTe TabnuIy «Tunsl apxuBOB»

CamocTosiTe1bHast padoTa Ne 3

HaumenoBanue: Co3naHue mnpe3eHTanmu Ha TeMy «OxpaHa CBEJCHMH O JMYHOM KHU3HU
rpaXkaaH».

Lenb padoThI: OCYIICCTBUTH KOHTPOJL OOYUCHHUS, MPOJOJDKUTH CUCTEMATH3AllMI0 3HAHUH, BBIIBUTH
YpOBEHb YCBOCHUS MaTepuaia, chOPMUPOBAHHOCTH YMEHHI U HABBIKOB

MarepuanbHo-TeXHH4YecKoe o0ecneueHne: KoHcrekTol jekuui, IIK, moctynm B uHTEpHer,
METOANYECKHE PEKOMEHAALUU

CocTaBHbIe YacTH Npe3eHTAUNN

YroObl 100uTHCS KemaemMoro 3¢ ¢ekra, Hy)KHO YeTKO MOHMMAaTh, YTO M KOI/Ia TOBOPUTH, U
nokaselBaTh. Kiaccuueckast CTpyKTypa IPE3eHTAalUH BBITVISIIUT TaK:

. TutyneHbI chaii (TeMa, KOHTAKThI, MH(OpMAIUsA O BBICTYIAIOUIEM, O MPOAYKTE,
yciyre).

. Ornasnenue ((pakyabTaTUBHO).

. Beenenue (0 uem nmpe3eHTanus, LeaH, 3a7a4d. 3aMHTEpPECyTe CaylaTens, Io4eMy emy

HYXXHO TpaTUTbL BPpEMA Ha Balll IIOKJ'IaII).



. OcHoBHas 4YacTh (Bcsi HeoOXoauMmash WHQPOpMALMsA: MOXKET COJIEpKaTb HECKOJIBKO
paszesoB, MO KETAHUIO aBTOPa).

. 3aKIII0YECHHUE.

. [Tpunoxenue (10 KEIaHUIO).

. Crnacu6o0 3a BHUMaHue (He 3a0bIBaiiTe PO (PUHATBHBIN claii 6JaroJapHOCTH).

[TpaBuna opopmiIeHuUs Mpe3eHTaluH

. Odopmisiiite Bce B ogHOM cTmie. He crour «mepenpsiruBatb» ¢ ogHOro (hoHa
Ha apyroii. Ciaequre 3a COYETaeMOCTBIO IIBETOB, (hOHA U MIPH(TOB.

. He wucnone3yiite crapmapraeie mabnonsl  odopmieHus PowerPoint.  Jlyume

CaMOCTOSITENIFHO 10J100path nanutpy 1BeroB. K npumepy, Ha Piknik coOpanbl Bce 0a3oBbie 1BeTa, a
Ha Color Lovers Mo>xHO HaliTH KaK y»e FOTOBbIC TIOJI00PKH OTTEHKOB, TAK M COCTABUTh UX CAMHM.

. Kak Mo>xHO MeHb11€e c10B. HUKTO He OyeT yuTaTh OrpOMHBIE TECTOBbIE OJIOKU Ha BECh
cnaiin. Muanmym — 25-30-i1 kerenb, mpudt — untabenbHblid. V3MeHsiiTe mpuQT Ui BbIICICHUS
LUTAT WU IpUMeYaHuid. Mcronp3yiiTe 3aroJIoBKHU.

. bonbe kapTuHOK

3aganue:

Co3znaTh npe3eHTanuio Ha TeMy «OxpaHa CBEACHHUM O JIMYHOMN )KU3HU TPaKIaH».

CamocrosiTeibHas padora Ne 4

HaumenoBanue: «CocraBieHue JOKHOCTHON HHCTPYKLIUU apXHUBAPHYCa»

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

MarepuanbHo-TeXHH4YecKoe  olecrieyeHHWe:  KOHCIEKThl  TEOpUH,  TeTpaab Ul
CaMOCTOSITENbHBIX PaboT, py4Ka, HOCTYI B uHTepHET, [IK, MmeToanueckue pekoMeHJauu

O0s3aTenbHas Gopma JTOJDKHOCTHON MHCTPYKIIMU 3aKOHOJATenbcTBOM P®D He ycraHOBICHA.
PacnpocTpanena npakTHka, o KOTOpoi B HEe BKIIOYAIOTCS CIEAYIOIINE OCHOBHBIC pa3/Ielbl:

1. O61ue noa0XKeHusl.

311ech Jalie BCero OTpaskaroTcs:

e CBEJICHUS O Ha3HAUYEHUU UHCTPYKIIUH;

e MIOPSIIOK HA3HAYEHMS YEJI0BEKA Ha JOJDKHOCTD, €0 MMOJAYNHEHHOCTD;

e TpeOOBaHHUS K YPOBHIO 00pa30BaHUs U ONBITY COTPYAHUKA;

e TpeOOBaHUS K 3HAHUSIM U YMEHUSAM CIEIIUAINCTA.

2. OyHKIIMOHAJIbHBIE 00A3aHHOCTH.

3nech (pUKCUpyeTcs MepedeHb THUIMMYHBIX AEHCTBUI COTPYAHMKA, COCTABIISIFOIIMX €ro paboTy
Ha 3aHUMAaeMOM JOKHOCTH.

3. IlpaBa.

OcHoOBHbIE TpaBa, KOTOPbIE OTPaKalOTCS B JOKYMEHTE, Yallle BCEro CBS3aHbl C JOCTYIOM
YelloBeKa K TEM WM HWHBIM KOPIOPAaTUBHBIM CBEIEHUSM, a TaKXe C BO3MOXKHOCTSIMH €ro
B3aMMOJIEHCTBUS C JPYTUMH COTPYIHUKAMH I10 Pa3IUYHBIM BOIIPOCAM.

4. OTBETCTBEHHOCTb.

3nech QUKCHUPYIOTCS, KaK MPaBUJIO, CTaHJIAPTHbIE (OPMYJIUPOBKM — O TOM, YTO COTPYIHHUK
HECET OTBETCTBEHHOCTH 3@ CBOM JIEHMCTBUS B COOTBETCTBHM C 3aKOHOJAATENbCTBOM PD 1 J0KambHBIMU
HOPMATHUBHBIMHU aKTaMH.

5. 3aKIIOUNTEIbHBIE TIOJIOKEHUS.

31ech OOBIYHO OTPAKAETCS, UTO:

e MHCTPYKLHUS COCTaBJI€HA B 2 3K3EMILISIPAX;

e COTPYIHUK 3HAKOMHUTCS C MHCTPYKIUEHN U yIOCTOBEPSAET O3HAKOMIIEHUE C HEW MOJIHUCHIO.

VYTBepxaaeTcs JOHKHOCTHASI HHCTPYKLMS PYKOBOAUTENEM MPEITPUSATHUSL.

3aganue: paszpabotaTb U O(QOPMHUTH JTOJDKHOCTHYIO HHCTPYKIHUIO apXHBapuyca HCIONb3Ys
pPEKOMEHIalluu U3 MPO(EeCCHOHABHBIX CTaH/IaPTOB.
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CamocrosrenbHas padorta Ne 5

HanmenoBanue: CocraBienue tabmunbsl «tOpuandeckass OTBETCTBEHHOCTh 3a HapyIICHHUE
ApXUBHOT'O 3aKOHOJATEIbCTBAY.

Leab padoThI: OCYIIECTBUTh KOHTPOJIb OOy4YEHUS, MPOJODKUTH CHCTEMATU3AIMIO 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, COPMHUPOBAHHOCTA YMEHUI U HABBIKOB

MarepuajbHO-TeXHHYeCKOe  ofecnmedeHHe:  KOHCIIEKTBI ~ TEOPHH,  TETpagb UL
CaMOCTOSITENIBHBIX palboT, pydyka, JIMHEHKa, KapaHJall, JOCTyll B HWHTEPHET, METOJIUYECKHe
PEKOMEHIALNH.

Tabauna —rpadpuueckoe M300paKeHWE MCTOPUYECKOTO MaTephalia B BHJIE CPABHUTEIIBHBIX,
TEMaTHYECKUX M XPOHOJOTMYECKHX TIpad C IeNbl0 HMX 3alojHEeHUs ydamumuca. B Tabmunax, B
OTJIMYHUE OT CXEeM, HET YCIOBHBIX 0003HAYEHUN HCTOPUUECKUX SBIICHHA.

Tadamua — ocobast popma mepegadul copepKaHus, KOTOPYIO OTJIIMYAET OT TEKCTa OpraHn3aIHs
CJIOB U YHCEN B KOJIOHKH (Tpadbl) U TOPU3OHTAIBHBIE CTPOKU TaKHUM 00Pa30M, YTO KaXKJbIA 3JIEMEHT
SIBJISIETCSI OTHOBPEMEHHO COCTaBHOM YaCThIO U CTPOKH, U KOJIOHKH.

3ananme:

Wcnone3ys MaTepuanbl JICKIMH W HOPMAaTHBHO-TIPABOBBIX JTOKYMEHTOB, PETYIMPYIOMINX
ApXUBHYIO JI€ITENbHOCTh B P®, cocraBbre Tabmuiy «tOpuanueckas OTBETCTBEHHOCTh 3a HapyllCHHE
APXHUBHOT'O 3aKOHOAATCIILCTBAY.

CamocrosrenbHas padorta Ne 6

HaumenoBanue: CocraBiieHHe cXeMbl KJIacCU(pUKALUN TOKYyMEHTOB

Leans paGoThl: OCYHIECTBUTH KOHTPOJb OOYYEHHMs, MPOJODKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, CGOpMUPOBAHHOCTH YMEHUI U HABBIKOB

MarepuanbHo-TexHu4eckoe odecrnieyenue: [IK, moctyn k cetw MHTEpPHET, TEOPETUUYECKUI
MaTepHal, MeTOJUUECKHue PeKOMEHJalluu

Cxema — 910 rpaduueckne 0003HAYCHHSI, COJIEPIKAIIIEC OCHOBHBIC IMOHATHS, MpaBuia paboThI,
HPUHIUIBI, KOTOPbIE BBIIEPKAHBI 3CTETUYECKU IPABUIBHO.

Jnst pa3pa®oTKH CXeM IO 33J]aHHOH TeMe HY)KHO HalTH MH(OpPMAIHIO C PAa3HBIX UCTOYHUKOB
(cets Internet, sHuukIONE MU, IPAKTUYECKHUE TOCOOUS), U3YUUTh €€ U COCTaBUTh CXEMY B IIpOrpamme
Word npu nomomntu aBroduryp, a Tadnuiy udepes Mactepa Tabmui. Cxema M0/DKHA COAEPIKATH
OCHOBHBIE ACMIEKThI JAHHOM TEMBI, IPaBHJIa, IPUHLUIIBI PAOOTHI.

Cxema cocTaBisieTcss UHANBUAYAIBHO.

Pabora nomkHa ObITh mpejacTaBieHa Ha Oymare ¢opmata A4 B meyaTHOM (KOMIIBIOTEPHOM)
WIM PYKONIMCHOM BapHaHTe, aBTOQUIYPbI JOKHBI OBITH ICTETUUYECKU MPaBWIBHO OQOPMIIEHBI (BUI,
pasmep, LIBET, pacloyIOKEHUE Ha JIUCTE).

BrimonHeHHy0 paboTy caaTh K yKa3aHHOMY CPOKY.

Obwue mpebosanus:

1. CxeMa COCTOMT M3 HECKOJIBKUX TEMAaTHYECKUX pa3/IesIOB, CBSA3aHHBIX MEXIYy cOOO0M
JIOTUYECKH.
2. OnemeHTaMH paboThl MOTYT OBITh:

- UHPOPMALIMOHHbIE OJOKH, COCTUHEHHbIE CTpPENKaMH WJIM BBIHOCKAMHU, TEKCTOBBIMU
CBSI3KAMU;

- CTONOIBI M CTPOKH, HA TIEPECEYCHWH KOTOPBIX B sYelKa CKOHIIEHTPUPOBAHA
uH(pOpMalLKs, CTPOKU U CTOJIOIBI 00s13aTENIbHO UMEIOT Ha3BaHUs (XapaKTEPUCTHKH);

— KpaTKoe MOsICHEHHE 10 paboTe CO CXEMOil.

3. [Tpu >xenaHuu MOKHO 100ABUTH MOSICHSIONIYIO KAPTUHKY WU (oTorpaduio.
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Cmpykmypa pabomol

O06nem paboThl HE OoJiee 5 TUCTOB, HyMEpAIKs CTPAHUIl — CHU3Y, CIIPaBa;

| IUCT — TUTYJIBHBIH;

2 - 4 nucTa — TEeMaTUYECKUN MaTepHall;

5 AUCT — CIMCOK UCTIOJB30BAHHBIX HCTOYHHKOB.

Ogopmnenue cxemwl

Cxema odopmisiercs rpadU4ecKUM CIOCOOOM € MPUMEHEHHEM IUIOCKUX T€OMETPHUYECKHX
buryp (IpsAMOYroJbHUKOB, KBaJIpaToB, KPYroB, OBAJIOB) C yKa3aHUEM JIOTUYECKUX CBS3EH Mexay
HUMHU TIPU TIOMOIIIH JTUHUH U CTPEIIOK.

Texct BHyTpu ¢uryp cxemsl opopmisercs mpuprom TimesNewRoman, pasmep 8-10 mr,
dbopMaTupoBaHUe IO LIEHTPY.

Hazpanue cxembl pacronaraercs 1oJ Hel Mo UEHTPYy M HauuHaercsi cioBoM «Puc.» u manee
nuniercs Ha3Banue. Homepa - CKBO3HBIE.

Bosmooicnvie munuunvle ouuodOKu

1. Copneprxanue GJIOKOB CXEMbI HE COOTBETCTBYET 3a/IaHHON TeMe.
2. HmeroTcs noruueckue omuOKY B CBA3SX MEXAy OJIOKaMHU CXEMBI.
3. Otuer BBIONHEH © OQOpMIIEH HEOpexkHO, 0e3 COONIONEHHSI YCTaHOBJICHHBIX
TpeOOBaHUIA.
Kpumepuu oyenxu cxemul
Hu3skuii ypoBeHb Cpennuit Bricokwnii
YPOBEHB YPOBEHB
CooTBeTcTBHE NMPECTaBICHHON B 1 Gamn 2 Oamta 3 Gamta
cxeMme nH(pOopMaluY 3aJaHHOU TeMe
UuTaeMoCTh, JIOTHYHOCTb, 1 6amn 2 Oaina 3 Oaiia
JTAKOHUYHOCTh CXEMBI
[TpaBuIBEHOCTH O OPMIICHUS 1 Gar 2 Oamta 3 Gamta
HToro MakcuMaibHO 3 6 9
Oruenka 4-5 daiioB 6-7 OamoB 8-9 bamoB
«YJIOBJICTBOPUTEIILHOY «XOPOIIOY COTIIMIHOY

Cxembl, oopMIICHHBIE HE 1O MpaBHliaM, HE MPUHUMAIOTCS U He olleHuBaroTcsa. Ecnu paboTa
cZlaHa He BOBpeMs (C OMO3/IaHUEM ), TIPETIo/IaBaTellb UMEET MPaBO CHU3UTH OIEHKY Ha 1 Oast.

3apanmue:

CocTaBUTH CIIOXKHYIO CXeMY Kilaccu(HUKanuii JOKYMEHTOB.

CamocrositenbHas padora Ne 7

HaumenoBanue: Pa3paboTka namsaTku «3amiura mpaBa COOCTBEHHOCTH Ha apXHMBHBIC
JIOKYMEHTBI»

Ieab pabdoThI: OCYIIECTBUTH KOHTPOJIb OOY4eHHUs, MPOAOKUTH CHCTEMATHU3ALMI0 3HAHUH,
BBISIBUTh YPOBEHb YCBOCHMSI MaTepHaia, cQOpMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepunanbHo-TexHu4eckoe obOecnedenue: IIK, mocTtynm B HMHTEpHET, TeOpeTUYECKUI
MaTepuai, METOINYECKUEe PEKOMEHIalH

[TamsiTka — CBOJ| KpaTKMX HAcTaBJICHUH, PaBUII, CBEICHUHN O 4eM-TTN00, MPEeMET, CIyKalui
HanoMHHaHueM. OHHM COCTaBIISIIOTCS Ha pa3Hble TeMbl M JJIS Pa3HbIX JIIOJEH, HO, HECMOTPS Ha HX
MHOrooOpasue, CyIecTByeT O0Iuii MOPsIOK 0(hOPMIIEHUS TAMSTKH.

CaMoe ri1aBHOE — YETKO OIpeNeiuTe Leib, 3a/adyy U TeMy, 0 KOTOpoil Bbl OyzaeTe AenaTh
namsaTKy. OHa 10JKHA OBITh MOCBSIIEHAa KOHKPETHOMY BOIIPOCY U HE KacaThCsl JPYTUX TEM.

C menmpro co3gaHusl TaMSATKH, TMOa00pa HeoOXoauMmouW HHGOPMAIMU W CBEACHUN MOXKHO
UCIOJIb30BaTh UHTEPHET, OMOIHOTEKY. BBl JOKHBI OBITH YBEpEHBI B JOCTOBEPHOCTH M aKTYaJIbHOCTH
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uHOpPMaLIMHU, UCTIOIB3yeMOM B mamsTke. He cTOMT BKIIIOYATh B MaMATKY CBEICHHS, BBI3BIBAIOLINE Y
Bac COMHEHUs1. BriOupaiite ToabKO TO, 4TO Haubosee MOAXOIUT IO TEME.

CoOpaHHbIif BaMU MaTepual MOMJISKHUT TIIATEIbHON 00paboTke. HeobxommMo MakCHMalbHO
COKpaTUTh €ro, MCKIIOYMB BCe HeBakHOe. M3marate uH(popManuio Jydnie 4E€TKUMH, €MKUMH U
KOPOTKMMH (pazaMu — 3T0 yiydmaer e€ 3anoMuHanue. COKpaméHHbIe MPeAIOKEHHUS HE JOJKHBI
HOTEpATh CBOM cMbICH. /UIMHHBIE MpenokKeHUs Jiydlle pa3OuTh Ha HECKOJIBKO KOpPOTKMX. Takas
uHpopmanus 1o GopMe H3IOKEHHUS JODKHA OBITh JIOTUYHOM, SICHOW (TIOHSTHOM), MO COAEPIKaHUIO
OTJIMYATbCSl OPUTMHAIBHOCTBIO U 3aBEPILIEHHOCTHbIO. TeKcT noimkeH ObITh 0e3 opdorpaduyeckux
OLIMOOK.

[TamMsATKy MOKHO OGOPMHUTH KaK KHM)KEUKY (OpOLIIOPY) MM Kak OAWH JIUCT A4, CIIOKEHHBIN
BJIBOE, 3TO 3aBHCUT OT 00BEMa Balllero MaTepuara.

IIpy co3maHMM NaMATKU JKEJIaTelbHO IPHUAEPKUBATbCS TOM LIBETOBOM TraMMbl, KOTOpas
NPUHATA B BallleM yupexjaeHuu. Jlomyckaercs: pa3MeleHie Ha JUIEeBONH CTOPOHE MaMSITKH JIOTOTUIIA
yupexaenus. Ho He cTouT nenath 00JI0KKY OYEHB SIPKOM, MOXKeTe Aaxe 0(hOpMUTh €€ B UepHO-0eJI0M
BapuanTe. CTpaHMIBI 1eIecO00pa3HO OCTaBUTH OEJIOT0 IBETa, HO JOIYCKAeTCs HCIOIb30BAHUE
1BeTHOW Oymaru (OJIeqHO-PO30BBIN, OJEAHO-3€MeHBIH M T.JA.), YTOOBI TEKCT JIETKO YHTajicsi. B
HEOOXOMMBIX CITy4asix J00aBbTE WIUTIOCTPATUBHBIA MaTepHual (Tabuuiiel, poTorpaduu, CXeMbI U T.11.)
HOAXOAAIIME IO TeMe NaMATKU. YuraTenu cHayana OOBIYHO NPOCMATPUBAIOT KApTUHKU U
BBIJICIICHHBIE (parMEeHThl TEeKCTa. MHOrma Ha OCHOBaHMM NEPBOTO BIIEYATICHUS NPUHUMAETCS
CJIelyIolIee PelIeHNe: YNTaTh BHUMATEIbHO WU HET.

O0n0XxKa MaMATKU TOJDKHA COZIEPKATh CBEACHUS 00 aBTOpE (TOJIHOE Ha3BaHUE YUPEKICHUS),
3arjiaBue (BbIpakarolllee OCHOBHOE cojep)kaHue paboTbl, €€ CyTb, UJCH0), Janee CcleayeT
MOCJIEIOBATEIbHO W B JOCTYNMHOW (opMe U3JIOXKEeHHE CBeAeHHH (MH(OpMaIus, HHCTPYKLHS,
HallOMUHAHUE U Ip.) HOATOTOBJIEHHBIX BaMH 10 TeMe NMaMATKU. B KoHIle Ha/l0 yKa3aTh TOYHBIN aapec
YUPEKACHUS M KOHTAKTHBIN TenedoH.

[TamsiTka MOXeT OBITh HCHOJBb30BaHA Kak CIOCOO MpeNoCTaBICHUS ONpeAeIEHHOM
uHpOpPMALIUK ISl KITMEHTOB, a TAK)Ke MPU3BaHa OKa3aTh MOMOIIb CIEIUAINCTAM BAIIETO YUPEKIACHUS
(1aét anropuT™ AEUCTBUN, KpYT 00s13aHHOCTEH, IEPEUCHb COBETOB).

3ananne:

Pazpabotare namMsTKy Ha TeMy «3aluTa MpaBa COOCTBEHHOCTH Ha apXUBHBIE TOKYMEHTBI» JJIs
COOCTBEHHUKOB JIOKyMEHTOB, XPAHSIINXCS B ApPXUBaX.

CamocrosrenbHas paborta Ne 8

HaumenoBanue: Ilonoxenue 00 apXxuBe OpraHu3alMy, OCHOBHBIE 3aJaud, HAINpaBJICHUS
JEeSTeIbHOCTH U (QYHKIIUU apXUBa.

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

MaTrepuaabHO-TeXHHYECKOe ofecnedeHHe: TETpaab JUIs CaMOCTOSTENBHBIX paloT, pyuka,
TEOPETUUECKHUI MaTepua, 10CTyll B UHTEPHET, METOAMYECKHE PEKOMEHJaI[u1

3aganue:

W3yunth npuMepHOE TOJOKE€HHE 00 apXuBe OpraHu3allid, YTBEP)KICHHOE MPHUKa30M
®enepanbHOro apxmpHoro arenrctsa or 11 ampens 2018 roma N 42, mepeiins mo cchuike
https://docs.cntd.ru/document/542622369?marker=6500I1L , BLIOJHUTE 3a/1aHKS

1. CocTaBUTh CXeMy 3TaNoB pa3padOTKU MOJIOKEHHUS;

2 JlaTp XapaKTepHCTHKY COCTaBa JOKYMEHTOB apXHBa;

3. 3anucaTbh OCHOBHBIE 33/1a4M U (PYHKIIMU apXHUBa OPraHU3aAIHH;
4 JlaTh nosicHEHUs K paBaM apXuBa OpraHu3aliu.

CamocrosrenbHas padorta Ne 9
HanmenoBanue: CocraBiieHHE CIIMCKA JIOKAJIbHBIX HOPMAaTUBHBIX JIOKYyMEHTOB apXHBa.
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Heab padoThI: OCYIIECTBHTH KOHTPOJIb OOYYEHUS, MPOJODKUTH CHCTEMATHU3AIMI0 3HAHUIMA,
BBISIBUTH YPOBEHb YCBOCHHUS MaTepHala, COPMHUPOBAHHOCTA YMEHUI U HABBIKOB

MarepuajibHO-TeXHHYECKOe oDecredeHue: TeTpajb ISl CaMOCTOSITENBHBIX PadoT, pyuka,
TEOPETUYECCKHI MaTepHall, METOJIMICCKUE PEKOMCHIAIIHH.

[lepeunu (criucku) OBIBAIOT:

e npocmole, T.€. COCTOSIINE U3 OJHOTO YPOBHSI WICHEHHS TEKCTa,

e cocmagnuwle, BKIIIOYaromye 2 u 0oiee ypoBHEH.

OT TinyOMHBI 4WICHEHHs 3aBUCHT BBIOOP CHUMBOJIOB, KOTOpbIC OyIyT TMpEABAPSATH KaXJIbIi
JNIEMEHT chucka. [Ilpy OQOPMICHHMH TPOCTHIX IEPEYHEH MOXKHO HCIOJIb30BaTh CTPOYHBIC
(«maneHbkue») OyKBBI, apadckue MU PbI UIH THPE.

['opa3no ciokHee 0OCTOUT JIETI0 ¢ COCTABHBIMH TEPCYHSIMHU. 3aroJIOBKH MEPBOTO M BTOPOTO
YPOBHEU HAUUHAIOMCA C 302/1A6HbIX OYKE, A 3aTOJIOBKH TOCIEIYIONNX YPOBHEH — cO cmpounbix. ITO
MPOUCXOIUT MOTOMY, YTO TOCIE PUMCKUX M apaOckux (0e3 CKOOOK) Iudp Mo MmpaBUIaM PYCCKOTO
sSI3bIKa CTABUTCS TOYKA, a TIOCJIC TOYKH, KaK BCE MBI IOMHHM C HAYAJIHOW IIIKOJIBI, HAYMHAETCS HOBOE
IpeUIo’KeHNe, KOTopoe muiiercss ¢ 3arjaBHOW OykBel. Ilocie apabckux mudp co ckoOkamu u
CTPOUYHBIX OYKB CO CKOOKaMH TOYKH HE CTaBHUTCS, MOATOMY MOCICIYIOIIMH TEKCT HAYMHACTCS C
MalieHbKO# OykBbl. [locienHee NONOKEHHE, KCTaTH, OTHOCHUTCS M K THPE, IMOCKOJIBKY TPYIHO
NpEeJCTaBUTh ce0e COUETaHWEe THPE C TOYKOU TOCIIE HETO.

OOparuTe BHUMaHHE HA 3HAKU NPENUHAHUS 6 KOHUe 3ar0JIOBKOB IMEPEUHS, a TAKKE B KOHIIC
CJIOB M CJIOBOCOYCTAHHIA B €T0 COCTaBE.

Ecnu 3aroyioBok mpejronaraeT MmoC/IeAyIolee WICHEHHE TeKCTa, TO B KOHIIE HEro CTaBUTCS
JIBOETOYHE, ECITU )K€ TIOCIICYIOLIET0 WICHSHHS He OyIeT, CTABUTCS TOYKA.

[Ipumepsr:

I Heaepbaasnwe anakogme undlopumayuoniise cCucmems Hel06exd
R THIYTOm
1. Onmuko-kuHecmemusecicy 3NaKosyio EHopMauuonV CUCEMY,
K KOMOPOl omuocanes:
1) susiixca,
2} naumomuMuEa,
3) acecmn,
4} noza wm.d.
2. Buzyaabnyio snaxogyio cucmemy, Komopas exkaodaem & celin dee
OMHOCHMEIBHE CAMOCTIORMEILNIE URTOPMANUONIBIE CHCMEMB
1) maw eazanda.
d) Hanpagiennocms e32anda,
) e20 Vemoiunaocms,
&) HPOdOINCHIETLHACH U 1.0, ;
2} azmik eqasz:
a) ghoxye,
[l @ - i} deuscenue.

1. [l onpedetenun noMetenua & dosogape Viasams:
1.1 Adpec mecmonaxoscdenua 30anus.
L2 Faogads noseweria,
1.3, Hudusudyatuzupyrowiie RoMemenue npUIHaKi.
1.3.1. Homepa komuam.
1.3.2. Omdeaxy xomuam u m.o.

3aganue:
CocTaBbTe COCTaBHOW CITUCOK JIOKAJTHHBIX HOPMATUBHBIX TOKYMEHTOB apXHUBa.
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CamocrosrenbHas pabora Ne 10

HanmenoBanme: M3yuenne MeToauyecknx pEKOMEHIAMA TIO OpraHU3aluu PadbOThI
pailoHHBIX (TOPOACKHUX) apXUBOB.

Leap padoThl: OCYIIECTBUTH KOHTPOJIb OOYyYEHHUS, MPOJOJLKUTH CUCTEMATH3AIUIO 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, COPMUPOBAHHOCTA YMEHUI U HABBIKOB

MarepuanbHO-TeXHUYECKOe olecleyeHue: TETPaab Ui CaMOCTOSITENIbHBIX PaldoT, pydka,
TEOPETUUECKUI MaTepua, 10CTYl B UHTEPHET, METOAMUYECKHUE PEKOMEHJAIUU

3aganue:

1. WUzyuure «Metoauueckue pekoMeHganuu K [lpaBunam opraHu3anuu XpaHEHHUs,
KOMIUIEKTOBAaHHUS, yueTa U UCIOIb30BaHU JOKYMeHTOB ApxuBHoro gouaa Poccuiickoit @enepaunu u
JpPYTMX apXMBHBIX JIOKYMEHTOB B TOCYJAapCTBEHHBIX M MYHHULMIAIbHBIX apXuBaxX, MY3€sX
u OubnmoTekax, HaydHbIX oOpranusamusax»: https://archives.gov.ru/documents/methodics/2021-
recommendations-pravila.shtml.

2. CocraBbTe TaOIMIIBI, CXEMBbl IO OpraHU3alK PaboThl PaOHHBIX (TOPOJCKUX) apXUBOB C
IIPEJICTAaBICHHBIMU B METOAMYECKUX PEKOMEHIAMIX IPUMEpPaMH.

Camocrostenpaas pabora Ne 11

HaumenoBanue: CoobuieHue Ha TeMy «Pa3BuTue cripaBOYHO-TIOMCKOBBIX cucTeM B Poccum»

Leas paGoThl: OCYHIECTBUTH KOHTPOJb OOYYEHHMsI, MPOJOKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHHUS MaTepHaia, CGOPMUPOBAHHOCTH YMEHUM U HABBIKOB

MarepuanbHO-TeXHHYeCKOe olecmeyeHue: TETPaab Ui CaMOCTOSTENIbHBIX paldoT, pydka,
TEOPETUYECKUI MaTepHall, 10CTyIl B UHTEPHET, METOIMYECKUE PEKOMEH JALH

MeTtoauyeckue peKOMeHAalMu:

Coo0l1ieHre — 3TO KpaTKoe U3JI0XKEeHHe, IpU 3ToM B €MKOH (opme, mepenaroniee sICHYO U
yérkyto cyTtb wuH(popmanuu. Ilumercs B Qopme KpaTKOro IOKIaga M HE HMMEeT W3JIHIITHUX
XYI0XKECTBEHHBIX 00OpPOTOB U  cioBocoueTaHuil. OCHOBHas 3a7aya COOOIIEHUS JOHECTH
OIpeieNIeHHYI0 HH(OpMaIIHIO, HE BBIXO/S U3 PaMOK 3aJaHHON TEMBI.

Od¢opmiienue coodeHnst

Hukorna naHHbI TUI COYMHEHHMsS] HE ObIBACT IPOMO3JAKUM. B oTiMume OT KJIacCHYeCKHX
COUYMHEHUH, TAaKOM TEKCT HE JOIMYCKAeT [UIMHHBIX COOOIIEHHUH ¢ KPACUBBIMHU, IPKUMH SMIUTETAMHU.

IMumem npaBuibHo. Odopmisis cooOIIeHNEe, HYKHO TOMHUTD O CIEAYIOLIEM:

o Mooicho ucnonv3zoeamo 0Jisl NPUNOIHCEHUSL PUCYHKU U CXEMbl, eClIU OHU OMHOCAMCS K meme;

e Buioenume enasmnyto ungopmayuro, u npocreoume, ymobwvl meKcm umesl YemKyo memamuxy,

e He ucnonv3syiime mepmunos u ciog, Komopule 6am He NOHAMHbI.

[Ipy 5TOM OYeHb BaXXHO XOPOUIO H3YYUTh 33JaHHYIO TEMY, MPOYUTATh Y4YEOHYIO WIH
METOUYECKYIO JTUTEPATYPY.

XKenarenbHO HCHOIB30BaTh sl pabOTHI Cpa3y HECKOIbKO HCTOYHUKOB — 3TO IO3BOJUT
c/enaTh CoOOIeHNEe MOTHOLCHHBIM U TIOJTHBIM.

Iopsinok paGoTbl

o U3yuenue memul, no0OOp 1umepamypbi;

o TwamenvHoe uzyuenue Mamepuanog 0Jis mo2o, Yymoobwvl He 0enams 1eMEeHMAPHBIX OUUOOK,

e Bvidenume camoe 2nasnoe, 4mo OmHOCUMCA K 3A0AHHOL memMamuxe;

o Cocmasbme noopoOHbIL NOIMANHBLU NIAH COOOUJeHUS,

o Hanuwume no nynkmam niaua cam mexcm.

Ecim  Tema  coBepumIeHHO  HE3HAKOMa, TO,  BO3MOXHO, OyIeT  axkTyaJbHbIM
IIPOKOHCYJIBTUPOBATHCS C MPENOIaBATEIEM.

Ecnu morom mpuzaercs yuTaTh COOOIIEHHE B ayJIUTOPUU Y JOCKH BCIYX, TO HYKHO XOpPOIIO
MOATOTOBUTHCS, U MIOCTAPATHCS HE MPOCTO IMPOYUTATH C JICTA, a 110 MaMITH NE€PECKA3aTh OCHOBHYIO
CyTh TEKCTa, HCMOJb3ysl aKTUBHO JUIsl TOJYEPKUBAHMUS OCHOBHBIX JaHHBIX WIM LHUQp 3apaHee
BBIINMCAHHBIE HA JOCKY JaHHBbIE.
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I11aH coo0mIeHns
[Tnan cooOmeHust 0OBIYHO JOCTATOYHO MPOCT B CHUTY IPUPOBI JAHHOTO TUTIA TEKCTA:

4. Bcmynnenue, 20e pacckaszviéaemcsi 0CHOBHAS MbICIb NO MeMe;

5. OcHo6HOIl meKcm ¢ pasmbluiieHuem Uil OQUYUATIbHLIMU U3YYeHHBIMU OAHHLIMU,
6. 3axknuumenvHas 4acms ¢ 8b1600aAMU NOC/Ie HANUCAHUS pAOOMBbI.

3aBepuieHue

[To 3aBeprennn pabOTHI HAJ COOOIICHHEM HYXHO €ro MepeyuTaTh, YTOOBI M30aBUTHCS OT
JUITHUX SMHUTETOB, CIOKHBIX CIOBOCOYETAHUN M O0OPOTOB. DTO KaK pa3 TOT CiIydai, KOrjaa MOKHO
MKCaTh KPATKO U MO CYTH, O€3 JOMOJTHUTEIBHBIX OMMCAHUI U KPACUBBIX CJIOB.

3aganue:

Hamucate cooOmienne Ha Temy: «Pa3BuUTHE CIPaBOYHO-TIOMCKOBBIX cHCTeM B Poccumy.
JmuTenbHOCTh COOOMIeHNs 4-5 MUHYT.

CamocrositensHas padora Ne 12

HaunmenoBanme: PaGora c¢ ['OCT 7.51-98 Kaprouku mjis KarajoroB M KapTOTEK.
Karanoruzanus B uzganuu. Cocras, CTpyKTypa JIaHHBIX U U3AaTeIbCKOE O(hOpMIICHHE.

Leans paGoThl: OCYHIECTBUTH KOHTPOJb OOYYEHHs, MPOJODKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHana, chopMHUpPOBAaHHOCTH YMEHUN U HABBIKOB

MarepuaibHO-TEXHHYECKOEe oO0ecmevyeHne: TETPaab JJII CaMOCTOSITENBHBIX PabOT, pydka,
TEOPETUUECKHI MaTepHa, 10CTYIl B UHTEPHET, METOANYECKHUE PEKOMEH AN

3ananue:

W3yunte  mexrocymapctBeHHblid  cranmapt ['OCT  7.51-98  https://ruOkOp.pd/wp-
content/uploads/laws/1200004277.pdf

OTBeThTE MUCHMEHHO HA CJEIYIOIINE BOIIPOCHL:

1. [Tepeuncnure 00s3aTeNBHBIC JIEMEHTHI OMOTHOTpaPUUECKON 3aITUCH KAPTOUKH;

2. ['ne Ha KapTOYKe pa3MelaoT CBEAEHUS O SI3bIKE JOKYMEHTAa M HAaUMEHOBAHUE CTPAHBI,
r7ie OH ONyOJIMKOBAH;

3. MoxHo s pa3Merats 6ubmorpaduyeckyro 3aich Ha HECKOJIBKMX KapToukax?

4. KakoBbl pa3mepsl KapTOUKH?

S. Odopmure mnpumep odopMIeHHs KapTOYKM LEHTPAJIM30BaHHOM KaTallOTH3allH
(npunoxenue b);

6. Odopmure npumep opopMIIeHHsSI MaKeTa aHHOTUPOBAHHONW KapTOYKH, IPUBOJUMOTO B

u3zlaHuy (rpuiioxxkenue B).

CamocrositenpHas pabora Ne 13

HaumenoBanue: Jloxnan nmo temam: Co3gaHue COBPEMEHHBIX apXUBHBIX CIIPABOYHHUKOB Ha
ocHoBe auddepernrpoBanHoro noaxoza; [IpencraBienne HaydHO-CIPABOYHOTO arliapara apXuBOB B
3NIeKTpOHHOM cpeze; [loHsTHe U CTpYKTypa HAy4HO-CIIPABOYHOTI'O anmnapara K JOKYMeHTaM apXHUBHOTO
¢donna Poccuiickoii @enepanun; YKa3aTelld Kak CaMOCTOSATEIbHbIE apXUBHBIE CITPABOYHUKH.

Ieab padoThI: OCYIIECTBUTH KOHTPOJIb OOYYEHHs, MPOAOJDKUTH CHUCTEMAaTU3ALUIO0 3HAHMH,
BBISIBUTh YPOBEHb YCBOCHMSI MaTepHaia, cCQOpMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuaibHo-TexHHYeckoe oOecnedyenue: IIK, noctym B HMHTEpHET, TeOpeTHUYECKUH
MaTcpurall, MCTOANYCCKUC PCKOMCHAAINN

MeToanyecKue peKOMeH/IaluM 110 HAUCAHUIO I0KJIA/1A.

Jloknam, Kak BHJ CaMOCTOSITENIBHOW paboThl B ydeOHOM TIpoIecce, CIOCOOCTBYET
(OpMHPOBAHNIO HABBIKOB HCCIIEAOBATENLCKOM PabOTHI, paciIupseT Mo3HaBaTeIbHbIE HHTEPECH], YUUT
KPUTHYCCKHU MBICIIUTD.

[Ipy HanmucaHuM AOKJIAga MO 3aJaHHOM TeMe OOydaloIIMHCS COCTaBISET IUIaH, MOAOHpAaeT
OCHOBHBIC HCTOYHUKU.
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B miporiecce paGoThl ¢ HCTOYHUKAMH CUCTEMATU3UPYET MOTYICHHBIC CBEACHHUSI, JIEIAET BBIBOIBI
A 00001IeHNS.

K mokxnamy mo KpymHO# TeMe MOTYT MPUBJICKATh HECKOJIBKO 00YJAIOIIUXCS, MEXTY KOTOPBIMU
pacnpeensoTcs BOIPOCHI BHICTYIIIICHHS.

Bbi0op TembI 10KIIa/1a

2.1. Tematuka qokiaga OOBIYHO OMpENeNsieTcs MperojaBareiaeM, HO B OMNPEICIEHUU TEMBI
WHUIIUATHBY MOXKET MPOSBUTH U O0YUArOIIHIACS.

2.2. llpexxne yem BbIOpaTh TeMy JOKJIaga, aBTOPY HEOOXOIMMO BBISIBUTH CBOM HHTEpecC,
OTpeAeUTh, HAJ KakoW mpoOiieMoll OoH xoTen Obl mopadoraTh, Ooliee TIIYOOKO €€ H3YUYHUTh.
3. JTanbl padoThl HAJl JOKJIAOM

3.1. ®opMynupoBaHUE TEMBI, IPUYEM OHA JOJDKHA OBITh HE TOJBKO AKTYaJIbHOW MO CBOEMY
3HAYEHUIO, HO U OPUTHHAIBHON, HHTEPECHON MO COJIEPIKAHUIO.

3.2. IlogOop ¥ M3y4YeHHE OCHOBHBIX MCTOYHHUKOB IO TeMe€ (KaK MPaBUIIBHO, MpHU pa3paboTke
JOKJIaJia UCTIOIb3yeTcs He MeHee 8-10 pa3nuyHbIX HCTOYHUKOB).

3.3. CocTaBneHue cnucka UCIOIb30BaHHBIX UCTOYHUKOB.

3.4. O6paboTka 1 cucTeMaTu3aius HHHOpPMaITIH.

3.5. Pa3paboTka miiaHa JI0KJaja.

3.6. Hanucanue nokiana.

3.7. Ily6im4HOE BBICTYIUICEHHUE C PE3YJIbTaTaMH UCCIICIOBAHUSI.

4. CTpykTypa I0Kj1aaa:

- TUTYJbHBIHA JHCT (cM. [Ipuiokenne).

- OrJIaBJieHHE (B HEM IOCJIEIOBATEIFHO M3JIaraloTCsl Ha3BaHUS MYHKTOB JOKJIA/1a, YKA3bIBAIOTCS
CTpPaHUIIBI, C KOTOPBIX HAYMHACTCS KAK/IBIHA ITYHKT);

- BBegeHue (popmynupyer cyThb HUccieqyeMoil mpoOsieMbl, 0OOCHOBBIBAETCS BBIOOP TEMBI,
OTIPENeNAIOTCA €€ 3HAYMMOCTh M aKTyaJlbHOCTh, YKa3bIBAIOTCS LENb W 3aJauyd JIOKJIajga, MAaeTcs
XapaKTepUCTHKA UCTOIb3YEMOH JINTEPATyphl);

- OCHOBHAsI 4acTh (Kbl pa3len ee, JO0Ka3aTelbHO PACKPBIBAs OTACIBHYIO MPOOIEMY WIIH
OJIHYy U3 €€ CTOPOH, JIOTUYECKH SIBJISIETCS MPOJAOKEHUEM MPEAbIAYIIEro; B OCHOBHONW YacTH MOTYT
OBITH TIPEJICTABJICHBI TAOIHIIBI, TPAPUKHU, CXEMBI);

- 3aKifoYeHue (MOABOJSATCS WTOTHM WM JlaeTcsi OOOOIEHHBIM BBIBOA MO TeMe AOKIaja,
MpeIaraloTCs peKOMEH/ Al );

- CIIUCOK UCTIOJIb30BAaHHBIX HCTOYHHUKOB.

5. CTpykTypa u cojiep:kaHue T0KJIaaa

5.1. BBegeHue — 5TO BCTyNHUTENbHAs 4YacTh HAyYHO-UCCIIENOBATENHCKOW pabOThl. ABTOD
JOJKEH TPWIOKHUTh BCE YCWIMS, YTOOBI B 3TOM HEOONbIIOM IO 00BEMY paszfelie IO0Ka3aTh
AKTyaJIbHOCTh TEMBI, PACKPBHITh MPAKTUYECKYIO 3HAUYMMOCTh €€, ONpPENeNUTh WEeNd U 3aJadu
AKCTIEpUMEHTA HITH €To (hparMeHTa.

5.2. OcHoBHasi yacTh. B Hell packpbiBaeTcsi cofepxaHue aokiana. Kak mpaBuiao, oCHOBHAsS
YacTh COCTOMUT M3 TEOPETHUECKOTO0 W TPAKTUYECKOTO pas3nenoB. B TeopermueckoM pasnene
PacKpBIBAIOTCSA UCTOPHS U TEOPHS UCCIETyeMON MPOOIeMbl, 1aeTCsl KpUTHUECKHI aHaTN3 TUTepaTyphl
Y TIOKAQ3bIBAIOTCS TIO3HMIIMH aBTOPA.

B nmpakTtuueckoMm pazzene H3NararoTCs METOIbI, XOJ, M Pe3ylbTaThl CaMOCTOSTEIHHO
MIPOBEJICHHOTO AKCIIEPUMEHTA WM ()parMeHTa. B OCHOBHOM 4acTH MOTYT OBITh TaKXe MPEICTABICHBI
CXEMBI, TuarpaMMbl, TaOIUIIbI, PUCYHKH U T.JI.

5.3. B 3akIl04eHHH COACPKATCSI HWTOTH PAOOTHI, BBIBOJBI, K KOTOPBHIM IIPHINET aBTOp, H
pPEKOMEHAIMK. 3aKIIOYeHHe JOHKHO OBITh KpaTKuM, OO0s3aTeNbHBIM U COOTBETCTBOBATH
MIOCTABJICHHBIM 33/1a49aM.

54. Cnucok HCHOJB30BAHHBIX HMCTOYHHKOB  TPEACTaBIseT Cco0OM  mepedyeHb
WCIIOJIb30BAaHHBIX KHUT, CTaTeH, (aMIJINK aBTOPOB MPUBOAATCS B alI)aBUTHOM TIOPSAKE, IIPH ITOM BCE
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UCTOYHUKU JaroTCs TMOjA oOmed Hymepamnueld aureparypbl. B HMCXOOHBIX JaHHBIX MCTOYHHMKA
yKa3bIBaIOTCS (haMUIIUS M MHULMAJIBI aBTOPA, Ha3BaHUE PabOThI, MECTO U TOJ U3JJaHHUS.

5.5. IlpunoskeHue K J0KIaTy O(QOPMIISIOTCS HA OTAENBHBIX JINCTAX, IPUYEM KaxXJI0€ JOIKHO
UMETh CBOM TeMaTH4YeCKMH 3arojOoBOK M HOMEp, KOTOpBIA IHILETCS B IPABOM BEPXHEM YTy,
Hanpumep: «IIpunoxenue 1».

6. TpedoBanus k opopMJIeHHIO TOKIAAA

6.1. Ob0wvem [oKiIala MOXET Koiebarbcs B mperenax 5-15 meyaTHbIX CTpaHHMI; BCe
HPUIIOKEHUS K pabOTe HE BXOIST B €€ 00BEM.

Jloknan AODKEH OBITh BBIOJHEH T'PaMOTHO, C COOJIOJICHHEM KYJIbTYPBl H3JI0KEHUS.
OO0s13aTenbHO TOJKHBI UMEThCA CCBUIKM Ha HCHOJb3yeMyIo JuTeparypy. JlomkHa ObITh cOOMIOJeHa
MOCJIEI0BATEIbHOCTD HAMCaHUs OMOIMorpauIeckoro amnmnapara.

Kpurepun oueHkHu a10KjIaaa

- aKTyaJIbHOCTh TEMBbI UCCIICIOBAHMS;

- COOTBETCTBUE CO/ICP)KAHUS TEME;

- riryOuHa MpopabOTKKU MaTepHaia; MPaBHUIbHOCTh U MTOJHOTA UCIIOIB30BaHUS UCTOYHUKOB,;

- COOTBETCTBUE O(OPMIICHUS I0K/IaJa CTaHAapTaM.

[To ycMoTpeHuto mpernoaBaTess JOKIa bl MOTYT OBITh IIPECTABICHBI HA CEMUHApaX, HAyYHO-
IPAaKTUYECKUX KOH(EpeHLUsAX, a TaKKe MCII0JIb30BaThCs KaK 3aueTHbIE pabOThl MO MPOHICHHBIM
TEMaM.

Hecko/1bK0 COBETOB 0 TOM, KaK 0JieCTsIe BBICTYIUTH Iepe] ayIuTOpPHeH.

e [IpOOKUTENFHOCTE BBICTYIUICHUSI O00BIYHO He mpeBbimaer 10-15 munyt. [lostomy mpu
HOJrOTOBKE JIOKJIa/la U3 TeKCTa paboThl OTOMPAETCsl cCaMOe IJIaBHOE.

e B noknane A0mKHO OBITH KpaTKO OTPa)K€HO OCHOBHOE COJIEp)KaHUE BCEX IJIaB U pa3/IesioB
UCCIIEI0BATEIbCKON PaOOTHI.

e 3ayunTe 3HAUEHUE BCEX TEPMUHOB, KOTOPBIE YIOTPEOISIOTCS B TOKIAIE.

 He Goiiteck ayauropuu — Balliy CiylaTean Jpy>KeCKU HACTPOESHBI.

e BeICcTymnaiiTe B IIOJIHOM F'OTOBHOCTH — BJIAJICUTE TEMOW HACTOJIBKO XOPOIIO, HACKOJIBKO 3TO
BO3MOYKHO.

o CoxpaHnsiiTe yBEpeHHBIN BUJ — 3TO IEHCTBYET HA ayJUTOPHIO U MPENO1aBaTENeH.

o JlenaiiTe may3bl Tak 4acTo, KaK CYUTAETE HYKHBIM.

e He toponutech u He pactaruBaiite cioBa. CKOpoCTh Ballell peuu JObKHA ObITh IPUMEPHO
120 cnoB B MUHYTY.

e [logymaiiTe, Kakue BOIPOCHI BaM MOTYT 3aJaTh CIyIIAaTelIH, U 3apaHee cHOpMyIUpynTe
OTBETBHI.

eEcnum BaM HYXHO BpeMms, 4YTOObI cOOpaTbCi C MBICISIMH, TO, HaJlW4He 3apaHee
HOJTrOTOBJIEHHBIX KapT, CXeM, AUarpamMmsbl, (oTorpaguu 1 T. J TOMOXKET BaM BBIMIPATh JParoleHHOe
BpeMs 115t GOPMYITHPOBKH OTBETA, @ MHOT/IA M IACT TOTOBBII OTBET.

3aganue:

B cooTBeTcTBMM ¢ METOIMYECKMMH pEKOMEHIANMSMH HamucaTh JIOKIAa Ha TeMmy,
pacIipeielIeHHYI0 110 BapHaHTaM:

Tema nokana [TepBas OykBa
bamunnn

Co3maHnne  COBpPEMEHHBIX  apXMBHBIX  CHOpaBOYHMKOB Ha  ocHoBe | A, [I, U, H, C, X, II]
QG GepeHIIMPOBAHHOTO MOIX0AA

[IpencraBneHne HaydyHO-CIIPAaBOYHOTO ammapaTa apxuBoB B 3iekTpoHHOM | b, E, K,O, T, I, 3
cpene

[TonsiTie M CTpyKTypa Hay4HO-CIpaBO4YHOro ammapara kK pgokymentam | B, K, JLIL V¥, Y, IO
apxuBHOTO oHma Poccuiickoit deneparun

YKa3zaTenu Kak caMOCTOATENbHBIE apXUBHBIE CITPABOYHUKHU I3, M, P, ®, 11, A
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CamocrosrenbHas pabora Ne 14

HaumenoBanue: Pa3zpaboTka MHCTpYKIMM 10 Iiepefade JOKYMEHTOB Ha IIOCTOSIHHOE
XpaHEeHHeE.

Leab pabdoThI: OCYLIECTBUTH KOHTPOJIb OOY4EHHUs, MPOAOIKUTH CHUCTEMAaTHU3ALUI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, COPMHUPOBAHHOCTA YMEHUI U HABBIKOB

MaTrepuaibHO-TEXHHYECKOe ofecnedeHHe: TETpagb Ul CaMOCTOSTENbHBIX paldoT, pyuka,
JIOCTYII B HHTEPHET, TECOPETUYECKHUM MaTeprasl, METOIUYECKHE PEKOMEHIalluH

3aganue:

Hcnone3ys  «Mertoguueckue  peKOMEHJAlMM [0  pa3padOTKe  MHCTPYKLUUH IO
JEJIONPOU3BOJACTBY B  TIOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO  CaMOYIPAaBICHUS»
https://archives.gov.ru/documents/methodics/2020-recommendations-deloproizvodstvo.shtml,
pa3paboTaiiTe HHCTPYKLHUIO 110 IOJTrOTOBKE U Nepeade JOKYMEHTOB Ha MIOCTOSHHOE XpaHEHHUE.

CamocrositensHas padora Ne 15

HaunmenoBanme: CoctaBiieHre KOHCIIEKTa 10 Teme: Mcnonap30BaHue JOKYMEHTOB APXHUBHOTO
donga PO B uHDOpPMAITMOHHBIX TEIISX.

Leans paGoThl: OCYHIECTBUTH KOHTPOJb OOYYEHHs, MPOJODKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepHalia, CQOPMUPOBAHHOCTH YMEHUI U HABBIKOB

MarepuaibHO-TEXHHYECKOEe oO0ecmevyeHne: TETPaab JJII CaMOCTOSITENBHBIX PabOT, pydka,
TEOPETHYECKUI MaTepHrall, METOJANYECKUE PEKOMEH AN

MeToauyeckne peKOMeHIaANU:

KoHcmekT — 3T0 KpaTkoe NOCIeI0BaTEIbHOE H3JIOKEHUE COAECP)KAaHUSI CTaTbU, KHUTH,
nekuuu. Ero oCHOBY COCTaBIISIIOT TUTaH TE3UCHI, BHIMUCKH, IMTAThl. KOHCIIEKT, B OTJIMYME OT TE3UCOB
BOCITPOM3BOJAT HE TOJIBKO MBICIIM OpPUTMHAa, HO U CBS3b MEXKIy HUMU. B KOHCIIEKTe OTpa)kaeTcsi He
TOJIBKO TO, O Y€M TOBOPHUTCS B padOTE, HO M YTO YTBEPIKIACTCS, U KaK JIOKA3bIBACTCS.

B oTnuune OT Te3MCOB M BBITUCOK, KOHCIIEKTHI MPHU 00S3aTENbHON KPATKOCTU COJIEpKaT He
TOJIbKO OCHOBHBIE TIOJIO)KEHHS W BBIBOJIbI, HO M (DaKThl, W JIOKA3aTeJIbCTBA, U TMPUMEPHI, U
WJUTFOCTPALIMH.

TuIbl KOHCIIEKTOB:

1. IlnaHoBBIi.

2. TexcTyanbHBIH.

3. CBOOOIHBI.

4. Tematuueckuii.

Kparkas xapakTepucTika THIIOB KOHCIIEKTOB:

1. IlnaHoOBBINH KOHCHEKT: SBJISAACH CKaThIM, B pOopMe IUIaHa, epecka3oM IMPOYUTAHHOTO, 3TOT
KOHCIEKT — OJUH M3 HamOoJee IEHHBIX, IOMOTaeT Jy4Yllle YCBOMTh MaTepHall elle B MpOIecce €ro
n3ydeHus. OH yUUT MOCIEI0BATENLHO U YETKO M3JIaratb CBOM MBICITH, pad0TaTh HaJl KHUTOU, 000011ast
coJiepkanue ee B (hopMynHpoBKax IutaHa. Takoil KOHCIEKT KpaTok, MPOCT U SICEH MO cBoelt (dopMme.
DTO Jenaer ero He3aMeHWMBIM TocoOmMeM Tpu OBICTPON TMOATOTOBKE JOKJa/Ja, BBICTYIUICHHS.
Henocrarok: mo mpomiecTBUM BpPEMEHM C MOMEHTA HAINMCAaHUS TPYAHO BOCCTAHOBUTH B IAMSITH
coJiepKaHuEe UCTOYHHUKA.

2. TekcTyaJIbHbIH KOHCHEKT — 3TO KOHCHEKT, CO3/JaHHBII B OCHOBHOM U3 OTPBIBKOB
MO/JIMHHUKA — [IUTAT. JTO MPEKPACHBIM UCTOUYHUK JTOCIOBHBIX BBHICKAa3bIBAHUHN aBTOpA U MPUBOJAUMBIX
uM (QaktoB. TekcTyanbHBI KOHCIEKT WCIONB3YyeTCsS JUIMTEeNhbHOEe Bpems. HemocraTok: He
AKTHUBU3HPYET PE3KO BHUMAHHE U MTaMSITh.

3. CB00OAHBII KOHCHEKT MPECTABIsACT COOON COYETaHHE BBHIMHUCOK, IIUTAT, HHOT/Ia TE3UCOB,
YacTh €ro TEKCTa MOYKET OBITh CHAOYKEHA ILUIaHOM. DTO HauboJiee MOIHOLIEHHLIN BHI KOHCIIEKTA.

4. TemaTruyeckuii KoHcHeKT jaeT Ooyiee WM MEHEe WCUEPIBIBAIONIMN OTBET Ha
MOCTaBJICHHBIM BOMPOC TeMbl. COCTaBJIICHHE TEMAaTHYECKOTO KOHCIIEKTa yYUT paboTaTh HaJ TEMO,
BCECTOPOHHE 00JIyMBIBAs €€, aHATM3UPYS PA3NIMYHBIC TOUKH 3PSHHSI Ha OJMH U TOT XK€ BOMpocC. Takum
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00pa3oM, 3TOT KOHCHEKT obiyeryaer paboTy HaJ TeMOH NpH YCIOBUHM HCIIOJIB30BAHHUS HECKOJIBKHX
UCTOYHUKOB.

5. Koncnekr-cxema

Y 100HO MOIB30BaTHCS CXEMATUYHOMN 3alIUChI0 MPOYUTAHHOr0. COCTAaBIEHHE KOHCIIEKTOB-CXEM
CILY’)KMT HE TOJIBKO JJIsl 3allOMHUHaHMsI Martepuana. Takas paboTa CTaHOBHUTCS CpPEACTBOM pa3BUTHUS
CIOCOOHOCTH BBIEIATH CaMO€ IJIaBHOE, CYIIECTBEHHOE B yueOHOM MaTepuale, KJIacCU(pHUIHUPOBATh
UH(OPMALIHIO.

Haubonee pacnpocTpaHCHHBIMH SIBIISIFOTCS CXEMBI THIA 'TEHEAIOTMYeCcKoe JAepeBo’" u
"may4ok". B cxeme "reHeanorndeckoe 1epeBo" BBLACISAIOT OCHOBHBIE COCTABIISIOIINE O0Jiee CII0KHOTO
IOHATUS, KIIOYEBbIE CJIOBA U T. II. U PacloIaratloTcsi B MOCIEI0BATEIbHOCTH "CBEpXy - BHHM3" - OT
0OLIEro MOHATHUS K €r0 YaCTHBIM COCTABJISIOIINM.

B cxeme "maydok" 3amMchiBaeTCs Ha3BaHME TEMbl WJIM BOIIPOCA M 3AKIIOYAETCS B OBal,
KOTOpBIM cocTaBiseT "Teno nayyka'. 3aTeM HYXHO IPOAyMaTh, KAKUE U3 BXOJAIIMX B TEMY IOHATUN
ABJISIIOTCSI OCHOBHBIMU M 3allMcaTh UX B CXEME TaK, YTO OHU 00pa3yroT "HOoXkM mayka'. Jlyis Toro
4TOOBI YCHJIUTH €0 YCTOMYMUBOCTD, HY)KHO NMPHCOEANHUTD K KaKJOW "HOXKKE" KIIFOUEBbIE CJIOBA WU
(bpa3bl, KOTOpBIE CIyXkKaT OMOPOH I HaMSTH.

Cxembl MOTYT OBITh HPOCTBHIMH, B KOTOPBIX 3alMCBIBAIOTCSI CaMbleé OCHOBHBIC IMOHATHS 0€3
oObsicHeHuil. Takas cxema HCHOJB3YeTCs, €CAM Marepuan He BbI3bIBAECT 3aTPyAHEHUH Hpu
BOCIIPOM3BEICHUH. J{eHCTBHS MTPU COCTABICHUHN KOHCIIEKTA - CXEMBl MOTYT OBITh TAKUMH:

1. [TonGepute (HhaKThI 1151 COCTABIICHUS CXEMBI.

2. BeigenuTe cpeid HUX OCHOBHBIE, OOIIE TIOHSTHSL.

3. Onpenenure KIHOUEBBIE CIIOBA, (Ppa3bl, IOMOTAIOIIUE PACKPHITh CYyTh OCHOBHOT'O TOHSATHSL.

4. CrpynnupyiTe (pakThl B JOTUYECKON M1OCIIEI0BATEILHOCTH.

5. JlaiiTe Ha3BaHUE BBIACICHHBIM IPYIIIaM.

6. 3aroIHUTE CXEMY JIaHHBIMHU.

AJITOPUTM COCTABJICHMS KOHCIIEKTA:

Omnpenenure 1eNb COCTABIEHUS KOHCIIEKTA.

Yuras uzyyaemblil Matepual, nojapasaessiite ero Ha OCHOBHbIE CMBICIIOBbIE YaCTH, BbIJICIIANTE
[JIaBHbBIE MBICJIH, BHIBOJIBI.

Ecnu cocraBisiercs miaH-KOHCHEKT, CPOPMYJIUPYHTE €ro MyHKThI U ONPEIETUTe, YTO UMEHHO
CJIeIyeT BKJIIOUUTH B IUIAH-KOHCHEKT JJIsl PACKPBITHS KaXKJ10TO U3 HUX.

HauOonee cyiiecTBeHHBIE MOJIOKEHUS M3Y4aeMOIro Marepuana (Te3UChl) MOCIeA0BaTEIbHO U
KpaTKO M3J1araiiTe CBOMMU CJIOBaMH WJIM IPUBOJUTE B BHUJIE LIUTAT.

B KOHCHEKT BKJIIOYAIOTCSI HE TOJIBKO OCHOBHBIE IOJIOKEHHUS, HO M OOOCHOBBIBAIOIINE HUX
BBIBO/IbI, KOHKpETHBIE (DaKThI ¥ IPUMEPHI (0€3 OIPOOHOTO OIMCAHMUS).

CocTaBiissi KOHCIIEKT, MOKHO OTZENIBHBIE CJIOBA U LIEJbIE IPEUIOKEHHS MHUCATh COKPALEHHO,
BBIMHICHIBATh TOJIBKO KJIFOYEBBIE CJIOBA, BMECTO IIUTHPOBAHUS JEJIaTh JIUIIb CCHUIKM Ha CTPAHUIIbI
KOHCIIEKTUPYEMOH paboThl, IPUMEHATh YCIOBHbIE 0003HAYEHHUS.

Urobsl (opma KOHCIEKTa Kak MOXHO OoJjiee HarisgHO OTpa)kaja €ro cojepKaHue,
pacrionaraiite a03aipl "cTymeHbkamu" TIOAOOHO MYHKTaM M TOANYHKTaM IUJIaHa, HpUMEHsiTe
pa3zHooOpa3Hble CIOCOOBI OTUEPKUBAHMS, UCIIOJIb3YHTE KapaHJallld U PYYKH Pa3HOTO I[BETA.

CoOcTBeHHbIE KOMMEHTAPHUHU, BOIIPOCHI, pa3yMbsl pacrojaraire Ha MmoJsx.

[IpaBuiia KOHCIEKTUPOBAHUS:

Jnist TpaMOTHOT'O HAIlMCaHMUs KOHCIIEKTa HE0OX0TUMO:

1. 3anucaTe Ha3BaHUWE KOHCIIEKTHPYEMOT'O MPOM3BENEHUS (MM €ro YacTH) U €ro BBIXOJHBIE
JTaHHBIE.

2. OCMBICTUTH OCHOBHOE COJIEp)KaHHE TEKCTA, IBaXKAbl IPOUYUTAB €TO.

3. CocTaBUTh IJIaH - OCHOBY KOHCIIEKTA.

4. KoHCnekTupys, OCTaBUTh MECTO (IIMPOKHUE TMOJsI) IS JIOTIOJTHEHHM, 3aMETOK, 3aIlliCH
HE3HAKOMBIX TEPMUHOB M UMEH, TPEOYIOLINX Pa3bsiCHEHUH.
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5. IloMHUTB, YTO B KOHCIEKTE OTIENbHBbIC (ppa3pl W Jake OTAENbHBIC CIIOBAa MMEIOT Oosee
Ba)XHOE 3HAYECHUE, YEM B ITOIPOOHOM H3JI0KEHHUH.

6. 3anuch BECTU CBOMMM CJIOBAMHU, ITO CIIOCOOCTBYET JIYULIEMY OCMBICIIEHHUIO TEKCTA.

7. llpuMeHSTh ONpENENEeHHYI0 CUCTEMY IIOAYEPKHMBAHUS, COKPALICHUH, YCIOBHBIX
0003HaYEeHUH.

8. CoOmronath IpaBuia LUTUPOBAHUS - IIMTATy 3aKJIOYaTh B KaBbIUKM, JABATh CCBUIKY Ha
UCTOYHHUK C YKa3aHUEM CTPAHUIIBL.

9. HayuuTech noiabp30BaThCsl LIBETOM SISl BBIIEICHUS T€X WIM MHBIX MH()OPMATUBHBIX y3JIOB B
TEKCTe. Y KaXJIOro IBeTa JIOJDKHO OBITh CTPOrO OJHO3HAYHOE, 3apaHee MpelyCMOTPEHHOE
Ha3zHaueHue. Hampumep, eciim Bbl MONb3yeTeCh CHHUMM YEPHUJIAMHU JJIS 3allUCH KOHCIEKTa, TO:
KpPacHBIM LIBETOM - MOJYEPKUBAITE HAa3BaHUS TeM, MUIIATE Hanbojee BaKHbIC (OPMYJIbI; YSPHBIM -
NOJYEpKUBaiiTe 3arojoBKM MOATEM, MaparpadoB, W T.[.; 3€JE€HbIM - JeJaiiTe BBINMCKM LUTAT,
HyMepyiiTe hopmynsl U T.4. s BeIAETICHUS OONBIION YaCTH TEKCTa UCIIONb3YETCsl OTYEPKUBAHHE.

10. Yuutech kinaccMpUUUPOBATH 3HAHUSA, T.. paclpelesiaTh UX IO rpymnaM, naparpadam,
riaBaMm u T.1. g pacrpeneneHus MOXKHO TOJIb30BaThbCcs OYKBEHHBIMH OOO3HAYEHUSMH, PYCCKUMHU
WIY JJATUHCKUMH, a Takxke HU(PPaMu, a MOXKHO UX COBMEILATh.

[Tpu KOHCTIEKTHPOBAHUH HYXKHO TIOJB30BATHCS O(YOPMUTETECKUMH CPEIICTBAMH:

1. Jlenatp B TeKCTE KOHCIIEKTa MOAYEPKUBAHUS

2. Ha monsix TeTpaay OTYEPKUBAHUS, HAIPUMED, BEPTUKAIBHbIC

3. 3akiI04aTh OCHOBHBIE [TOHATHUS, 3aKOHBI, IPABWIIA U T. 1. B PAMKH.

4. [Tonp30BaThCs MPH 3AIMCH PA3TUIHBIMA [[BETAMHU.

5. Ilucarp pa3HBIMU HIPHQPTAMHU.

6. CTpaHuIIbl TETPaIH ISt KOHCTIEKTOB MOXHO IIPOHYMEPOBATH M CIENIATh OTJIaBJICHUE.

3agaHme: cocTaBUTh CBOOOAHBIN KOHCHEKT 10 TeMe «VIcrosb30BaHne JOKYMEHTOB APXUBHOTO
¢donna PO B nHGOPMAITMOHHBIX LIENSX» C HCIIOIB30BAHHEM CXEM- «ITaY9IKOB)»

CamocTtosarenbHas padora Ne 16

HaumenoBanue: CooOmenue Ha teMmy: «HanpaBneHus u ¢popMbl HCHOIB30BAHHS apXHBHBIX
JIOKYMEHTOB.

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

MarepuanbHO-TeXHH4YeCKOe o0ecneyeHne: TETpaab JII CaMOCTOSTENbHBIX PaboT, pydka,
TEOPETUYECKUI MaTepHal, T0CTYIl B UHTEPHET, METOIMYECKHUE PEKOMEHJAlH

MeToanyecKue peKOMeH/IaluM:

Coo0l1ieHne — 3TO KpaTKoe U3J0XKEeHHe, IpU 3ToM B €MKOIl (opMme, mepexnarolee SICHYIO U
yérkyto cyTtb wuH(popmaruu. Ilumercs B Qopme KpaTKOro IOKIaga W HE HMEET W3JIHIITHUX
XYI0XKECTBEHHBIX 00OpPOTOB U  ciloBocoueTaHuil. OCHOBHas 3afaya COOOIIEHUS JOHECTH
OTIpeNieIeHHY0 HH(POPMAIIHIO, HE BBIXO/IS U3 PAMOK 33/IaHHON TEMBI.

Od¢opmiienue coodeHust

Hukorna nmaHHBI THN COYMHEHHUS HE OBIBaCT TPOMO3IKHMM. B OTIHYME OT KIIACCHUYECKUX
COUYMHEHUH, TAKOH TEKCT HE JOMYCKAeT ATUHHBIX COOOIICHHUH ¢ KPACUBBIMHU, IPKUMU SIIUTETAMHU.

MMumem npaBuabHo. Ohopmitsisi COOOIICHNE, HY)KHO TTIOMHHUTD O CIIETYIONIEM:

e MooicHo ucnonv3osamo 0Jisi NPUNLOIHCEHUS PUCYHKU U CXeMbl, eCll OHU OMHOCAMCS K meme;

e Buioenume enasmnyro ungopmayuro, u npocieoume, ymooOvl meKcm umesn YemKyo memamuxy;,

o He ucnonv3syiime mepmunog u cloe, Komopuvie 8am He NOHAMHYL.

[Ipy >TOM OYEHb BaXHO XOPOLIO W3YYHTh 33JaHHYI0 TEMY, MPOYHUTATh YUEOHYIO WIIH
METOAMYECKYIO JIUTEPATYPY.

XKenarenbHO HMCHOIB30BaTh UIsl pabOTHI Cpa3y HECKOIbKO HCTOYHUKOB — 3TO IO3BOJIUT
c/enaTh coOOIIeHNE MOTHOILICHHBIM U TIOJTHBIM.

Iopsinok paGoTbl
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o U3yuenue memsl, n00OOp 1umepamypbvl,

e Twamenvroe uzyuenue mamepuanos 0 mo2o, Ymoovl He 0enams J1eMeHMAapHbLX OUUOOK;

e Boioenume camoe 2nagnoe, Yymo OmHOCUMCS K 3A40AHHOU memMamuke;

o Cocmasbme noOpoOHbILL NOIMANHBLU NIAH COOOUEHU,

o Hanuwume no nynkmam niaua cam mexkcm.

Ecim  TemMa  COBEepHICHHO  HE3HAaKOMa, TO,  BO3MOXHO, OYIeT  aKTyaJbHBIM
MIPOKOHCYIBTUPOBATELCS C MPEIO/IaBATEIIEM.

Eciu morom mpuiercs 4uTaTh COOOIICHHWE B ayJIUTOPUU Y JOCKH BCIYX, TO HY)KHO XOPOIIO
MOJATOTOBUTHCS, M MOCTAPATHCS HE MPOCTO MPOYHUTATH C JIMUCTA, & 10 MaMSTH MMEePECKa3aTh OCHOBHYIO
CyTh TEKCTa, WCIOJb3ys AKTUBHO JUIS TOJYCPKHBAHUS OCHOBHBIX JaHHBIX WIM LH(p 3apaHee
BBHITIMICAHHBIE HA JIOCKY JaHHBIC.

ILnan cooOienus

[Tnan cooOmeHnst 0OBIYHO JOCTATOYHO MPOCT B CHUTY MIPUPOIBI JAHHOTO THIIA TEKCTA:

7. Bcemynnenue, 20e pacckaszvieaemcsi 0CHOBHAsL MbICIb NO MeMe;

8. OcHosHoll meKkcm ¢ pasmvlulieHuem Ui OQUYUATbHbIMU U3YYEHHBIMU OAHHbIMU,
9. 3aknrouumenvruan uacmo ¢ 8b1600aMuU NOCLE HANUCAHUSL PAOOMBbL.

3aBepuienue

ITo 3aBepuieHnn paboOThl HajJ COOOIIEHHMEM HYXHO €ro MepeyuTarh, YTOObl M30aBUTHCS OT
JIMIIHUX 3MUTETOB, CJIOXKHBIX CIIOBOCOYETAHUN U 00OPOTOB. DTO KakK pa3 TOT CiIydaid, KOI/la MOXHO
IUCcaTh KPaTKo U MO CyTH, 0€3 JONOIHUTEIbHBIX ONUCAHUN U KPACUBBIX CIIOB.

3ananne:

Hanucates cooOmenue Ha TteMy: «HampaBneHuss u  (OpMBbl HCHONB30BaHUS APXHUBHBIX
JIOKYMEHTOB». JJTNTENbHOCTh COOOIIEHUS 4-5 MUHYT.

Camocrostenpaas pabora Ne 17

HaumenoBanue: Brinonnenue anamuza 3QpQGEKTUBHOCTH M MHTEHCHUBHOCTH MCIIOJIBb30BaHMS
APXUBHBIX TOKYMCHTOB.

Leab padoThI: OCYIIECTBUTH KOHTPOJIb OOY4EHHs, MPOAOJDKUTH CUCTEMATU3ALUIO 3HAHUH,
BBISIBUTh YPOBEHb YCBOCHMSI MaTepHaiia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MaTrepuaabHO-TeXHHYECKOe ofOecnedeHHe: TETPaab [UIs CaMOCTOSTENBHBIX paldoT, pyuka,
TeopeTI/ILIeCKI/II\/II Marcpuall, HHHCfIKa, KapaHgai, KaJJbKYJIATOpP, METOJUYICCKHUEC PEKOMCH AN

3aganue:

I/ICHOJ’IB?;Y?I JaHHBIC Ta6J'II/IIII)I, BBIIIOJIHUTE PACUYCThBL OTKJIIOHEHHMH ¥ TEMIIOB IIprUpoCTa
MEpONPHUATHIA 10 UCIOJb30BAHUIO APXUBHBIX JIOKYMEHTOB, MpOAHATU3UPYHTE MOJyuyeHHbIE
PE3YIbTATHI, 3aAlITMIITNTC BbIBOIbI.

Ne| HasBanue 2019 | 2020 Temn Orkionenne| 2021 Temn OTKIOHEHNE
/T MEPOTIPUSITHSI npupocta, % (+/-) npupocta, % (+/-)
(ct.4/ct.3*100)-| (cT.4-cT.3) (ct.7/c1.4*%100)-| (c1.7-cT.4)
100 100
1 2 3 4 5 6 7 8 9
p [Beere o laas lage 578
MEPOTPHSTHIA
Bcero
g |TOMRSOBATCENCH 1197720123451 136708
ApXUBHOM
nHpopManuen
g |[MHHMUMATHBHbIX|y )y ) 141
nHpopManui
4 |Crarteit 88 91 112
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5 [Okckypeuid 42 44 74

[loceTnTenei
6 |yuTAIBHBIX 475 456 796
3aJ10B

M cnoHeHHBIX
COLIMAILHO-
[PaBOBBIX
3ampocoB

M cronmHeHHbBIX
16 |remaTtnueckux (31258 27621 26007
3ampocoB

15 79995 (82617 80117

CamocrositensHas padora Ne 18

HaumeHoBaHHe: COCTaBHTH MEPEUYCHb JIOKYMEHTOB, 3alpEIIEHHBIX K BBIBO3Y 3a IPEICIIbI
CTpaHBbI.

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

MaTepuajibHO-TEXHHYECKOe ofecreyeHHe: TETPaab Ui CaMOCTOSTENBHBIX paloT, pyuka,
TEOPETUYECKHI MaTepHall, METOANUYECKUE PEKOMEHIAlluU

[lepeunu (crivcku) ObIBAIOT:

e npocmule, T.€. COCTOSIINE U3 OJTHOTO YPOBHS WICHEHHUS TEKCTa,

e cocmagHbwle, BKIOYaromuye 2 u 6ojee ypoBHEH.

OT ryOMHBI YJICHEHHUS 3aBHCUT BHIOOP CHUMBOJIOB, KOTOpble OYyayT MHpeaBapsTh KaKIblii
anmemMeHT crucka. [lpm odopmieHMun TPOCTBIX TepedHedl MOXKHO HCIIONB30BaTh CTPOYHBIE
(«maneHnbkue») OyKBbl, apabckue MUQPPHI UK THPE.

I'opasno ciokHee OOCTOUT JIENI0 C COCTaBHBIMU TEPEUHSIMH. 3arojOBKH MEPBOTO U BTOPOTO
YPOBHEN HayuHawmcesa ¢ 3a21a8HbIX OYK6, a 3ar0JIOBKU MOCIEAYIONINX YPOBHEH — co cmpounbix. ITO
MPOUCXOUT MOTOMY, YTO TIOCIE PUMCKUX M apaOckux (0e3 ckoOOK) mudp Mo mpaBWwiIiaM PYCCKOTO
A3bIKa CTABUTCS TOYKA, a TIOCIIE TOYKH, KaK BCE Mbl IOMHHUM C HAYaJbHOM IIKOJIbI, HAUMHAETCS HOBOE
Ipe/UIoKEeHNe, KOTOpoe MUIIeTcsl ¢ 3ariaBHOM OykBbl. Ilocie apabckux mugp co ckoOkamu u
CTPOUYHBIX OYKB CO CKOOKaMHM TOYKH HE CTAaBHUTCS, MOATOMY MOCIEIYIOIMI TEKCT HauMHAeTCs C
MmasieHbKo OykBbl. [locienmnee monokeHWe, KCTaTH, OTHOCHUTCS M K THpPE, TOCKOJIBKY TPYIHO
NpeCTaBUTh cebe coueTaHue TUPE ¢ TOYKOW MOCIIe HEro.

OOparuTe BHUMaHNE HA 3HAKU NPENUHAHUA 6 KOHUe 3aTOJIOBKOB MEPEYHs, a TAKKe B KOHIIE
CJIOB U CIIOBOCOYETaHMH B €r0 COCTaBe.

Ecnu 3aromoBok mpezronaraeT mociieaylomee YIeHeHHe TeKCTa, TO B KOHIE HEro CTaBUTCS
JIBOETOYHE, €CITU )K€ TOCIIEYIOLIeTo WIEHEHHs He OyeT, CTABUTCS TOYKa.

[Ipumepsr:
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[. Heweplaasnne snakoswe undopMayuolise cucmemn HeloaeKkad
GEAIRIY TR
I, Onmiuko-KuHECHEMURECKI IHAKOEVIO HHDOPMAULONK )G CHCHIEMY,
K KOMOPOL (IHOCAIMCR!
1} mumuxa,
2} nanmoMuMuEad,
3) mcecmm,
£} noza wom.o.
2. Buzyaasnyw 3nmaxosyio cucmemy, komopas exaodaem & celGs dge
OMHOCHMENBHO CAMOCTTORMEILHNE URPOPMAUUONIBIE CUHCMEMbE:
1) sz szzanda:
a} HANPAGIENROCITE 320904,
{1} e2n Yemotuaocns,
&) HPOdeadNCHmETEHOCHTE U m.d.;
2} AzmK 2aa3:
al ghorye,
[ @ - ) deuxcente.

. Mia onpedetenun noMeienun 8 do2ogope Vicasams:
1.1 Adpec mecmonaxoxcdenus 30anus.
L2 Maogads noseweria,
1.3, Hudusudyatuzupyrowiie RoMemenue nPUIHAaKi.
1.3, 1. Homepa komuam.
1.3.2. Omdeaxy xomuam u m.o.

3ananmue:
CocTaBUTh MepeveHb JOKYMEHTOB, 3aMPEIICHHBIX K BBIBO3Y 32 MPEeIbl CTPAHBbI.

CamocTtosarenbHas padora Ne 19

HaumenoBanue: Pa3pa0boTka MHCTPYKIIUU IO MTOATOTOBKE U TIEpeIave /e B apXHUB.

Leap padoThl: OCYIIECTBUTH KOHTPOJIb OOYyYEHHUS, MPOJOJLKUTH CHCTEMATH3AIUIO 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHMSI MaTepHaia, cCQOPMUPOBAHHOCTH YMEHUN U HaBBIKOB

MarepuanbHo-TexHn4eckoe obOecnmevenue: I[IK, nocTtym B UMHTEpHET, TEOPETUUECKUI
MaTepI/IaJ'I, METOANYCCKUEC peKOMeHI[aHI/II/I

3apanmue:

Ucnone3ys  «MeTtoguueckne  peKOMEHJAMM [0  pa3padoTKe  MHCTPYKUUH 1O
JIEJIONIPOM3BOJICTBY B TOCYIAapCTBEHHBIX OpraHax, OpraHax MECTHOIO  CaMOYIpaBJICHUSD)
https://archives.gov.ru/documents/methodics/2020-recommendations-deloproizvodstvo.shtml,
pa3paboTaiiTe HHCTPYKIHUIO 10 MOATOTOBKE U Mepeiaye e B apXUB.

CamocrosrenbHas pabora Ne 20

HaumenoBanue: Pa3paboTka maMsATKH O BblJaue Jesl BO BPEMEHHOE 10JIb30BAHHUE.

Ieab padoThI: OCYIIECTBUTH KOHTPOJIb OOY4eHHUs, MPOAOKUTH CHCTEMATHU3ALMI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, CGOpMUPOBAHHOCTH YMEHUH U HABBIKOB

MarepuanbHO-TeXHUYeCKOe olecneyeHue: TETPaab Ui CaMOCTOSTENIbHBIX paldoT, pydka,
TEOPETUYECKUI MaTeprall, METOANYECKUE PEKOMEHIalluU

[TamsiTKa — CBOJI KpaTKMX HACTaBJICHUM, TPaBUII, CBEJECHUI O 4eM-I100, MPEeaMET, CIy>KaIui
HanoMHHaHueM. OHM COCTaBIISIFOTCS Ha pa3HbIE TEMbl M JJS Pa3HBIX JIIOJAEH, HO, HECMOTPS Ha MX
MHOT000pa3ue, CyIIEeCTBYET OO TOPATI0K 0hOPMIICHUS TAMSITKH.

Camoe TiaBHOE — YETKO ONpeAeTuTe Iielb, 3a/a4y U TeMy, [0 KOTOpOW Bbl Oyjere jaenarb
namsaTKy. OHa J0KHA OBITH OCBSIIIIEHAa KOHKPETHOMY BOIIPOCY U HE KacaThCsl IPYTUX TEM.
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https://archives.gov.ru/documents/methodics/2020-recommendations-deloproizvodstvo.shtml

C menpio co3maHMs MaMATKH, Moa00pa HeoOXoaumol HH(OpMAMM W CBEACHHH MOXKHO
UCIOJIb30BaTh UHTEPHET, OMOIMOTEKY. BbI NOIKHBI OBITH YBEpEHBI B JOCTOBEPHOCTU U AKTYaJIbHOCTH
uH(pOpPMaLINH, UCTIOIB3YeMOH B mamsTKe. He cTOMT BKIIOYATh B MAMATKY CBEICHHS, BBI3BIBAIOLINE Y
Bac COMHEHUs. BriOupaiite ToabKO TO, 4TO HaubosIee MOAXOIUT 110 TEME.

CoOpaHHbIif BaMU MaTepual MOMJISKHT TIIATEIbHONH 00paboTke. HeobxomuMo MakcMMaabHO
COKpaTUThb €ro, MCKIIOYMB BCe HeBakHOoe. M3marate uH(poOpManMio Jydiie 4E€TKUMH, €MKUMH H
KOPOTKMMH (pazaMu — 3T0 yiydmaer e€ 3anoMuHanue. COKpaméHHbIe MPeAIOKEHHUS HE JTOJKHBI
HOTEpATh CBOW CMbICH. /UIMHHBIE MpeNiokKeHus Jiydlle pa3OuTh HAa HECKOJIbKO KOPOTKHMX. Takas
uHpopManus 1o GopMe U3IOKEHHUS JODKHA OBITh JIOTUYHOM, SICHOW (TIOHSTHOM), MO COAEPIKaHUIO
OTJIMYATbCSl OPUTMHAIBHOCTBIO W 3aBEPILIEHHOCTBbIO. TeKCcT noinkeH ObITh 0e3 opdorpaduyeckux
OLIMOOK.

[TamMATKy MOKHO O(GOPMHUTH KaK KHI)KEUKY (OpOLIIOPY) MM KakK OAMH JUCT A4, CII0KEHHBIN
BJIBOE, 3TO 3aBHCUT OT 00BEMa Ballero MaTepuara.

IIpy co3maHMM NaMATKU SKeJIaTelbHO IPHIEPKUBATbCS TOM LIBETOBOM TraMMbl, KOTOpas
NPUHATA B BallleM yupexjaeHuu. Jlomyckaercs: pa3MeleHie Ha JUIEBOH CTOPOHE MaMITKH JIOTOTUIIA
yupexaenus. Ho He cTouT nenats 0010KKY OY€Hb SIPKOHM, MOXKeTe 1axe 0()OpMUTh €€ B YEpHO-0esIoM
BapuanTe. CTpaHHIBI 1eecO00pa3HO OCTaBUTH OEJIOTO IBETa, HO JOIYCKAeTCs HCIOIb30BAHUE
1BeTHOW Oymaru (0yieqHO-PO30BBIN, OJIeTHO-3€TEHBIA M T.H.), YTOOBI TEKCT JIETKO 4yuTancsi. B
HEOOXOMMBIX CITydasix J0OaBbTE MIUTIOCTPATUBHBINA MaTepual (Tabmuisl, pororpaduu, CXeMbl U T.I1.)
HOAXOAAIIME IO TeMe NaMiTKU. YurtaTenu cHayana OOBIYHO NPOCMATPUBAIOT KApTUHKU U
BBIJICIICHHBIE (parMEeHThl TeKCTa. MHOrma Ha OCHOBaHMM NIEPBOTO BIIEYATICHUS NPUHUMAETCS
CJIelyIolIee pelIeHne: YNTaTh BHUMATEIbHO WK HET.

O06105kKa MaMATKH JOJDKHA COJEPKaTh CBEIeHUs 00 aBTOpE (IIOJHOE Ha3BAHUE YUPEKIACHMUS),
3arjiaBue (BbIpakarollee OCHOBHOE cojep)kaHue paboTbl, €€ CyTb, UICH0), Janee CcleayeT
MOCJIEIOBATEIbHO W B JIOCTYIHOW (opMe U3JIOKEHHE CBeAeHHH (MHGOpMAIHsi, HHCTPYKIHSA,
HallOMUHAHUE U Mp.) TOATOTOBJIEHHBIX BaMM 110 TeM€ NMaMATKU. B KOHIle Ha 0 yKa3aTh TOYHBIN ajapec
YUPEKACHUS M KOHTAKTHBIN TenedoH.

[TamsiTka MOXeT OBITh HCHOJb30BaHA Kak CIOCOO MpeNoCTaBICHUS ONpeAeIEHHOM
uHOpPMALIUK ISl KITMEHTOB, a TAK)Ke NIPU3BaHa OKa3aTh MOMOIIb CHEIMAINCTaM BaIlleTO YUPEKICHUS
(1aét anropuT™ AEUCTBUI, KpYT 00s13aHHOCTEH, IEpEUCHb COBETOB).

3ananne:

Pa3paboTtats maMsaTKy Ha TeMy «Bblaua gen Bo BpeMEeHHOE NOJIb30BaHUE» Il COTPYAHUKOB apXHBa.
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ITepeyenb pexoMeHayeMbIX y4eOHbIX H31aHu, IHTepHeT-pecypcoB, 10NOJIHUTEIbHON
JINTepaTypbl

HopMaTuBHO — IpaBoBbIe AKTHI:

— ®epepanpubiii 3akoH «O0 apxuBHOM aene B Poccuiickoit @eneparum» ot 22.10.2004 Ne
125-d3;

— paszpen VII I'paxnanckoro komekca Poccuiickoin ®enepauuun «IIpaBa Ha pe3ynbTaThbl
MHTEJUIEKTYaJIbHON JeATEIbHOCTU U CPEACTBA MHAMBUAyan3auun» (yrB. desepaabHbIM 3aKOHOM OT
18.12.2006 Ne 230-®3);

— 3akoH Poccuiickoit ®eneparuu «O rocynapctBenHoi TaiiHe» oT 21.07.1993 No 5485-1;

— OenepanbHblil 3ak0H «O0 0053aTENIBHOM SK3eMIUISIpe JOKYMEHTOB» oT 29.12.1994 Ne 77-
®3;

— @enepanbHblii 3akoH «O Oubmuoreynom aene» ot 29.12.1994 Ne 78-D3;

— @enepanbHblil 3ak0H «O0 uHOpManuy, MHGPOPMALMOHHBIX TEXHOJOTHSAX U O 3alluTe
uHpopmanum» ot 27.06.2006 Ne 149-03;

- I'OCT P 7.0.97-2016. HaumonanbHblii cTangapT Poccuiickoit ®epepanuu. Cucrema
CTaHJapTOB 1O HH(OpMaIMU, OMONIMOTEYHOMY U H3AATeNIbckoMy gneny. OpraHu3alroHHO-
pacriopsauTenbHas JOoKyMeHTauus. TpeGoBanus k odopmieHuto nokymeHToB" (yTtB. Ilpmkazom
Poccrangapra ot 08.12.2016 N 2004-ct) (pexn. ot 14.05.2018)

— 'OCT P 34.10—2012 «Mudopmannonnas texHonorusi. Kpunrorpaduueckas 3ammura
uHpopmanuu. [Iporeccs GopMHUpOBaHUS U TPOBEPKH FIEKTPOHHON IIUPPOBOI MOATIHCHY.

— roctr p 6.30—2003 «YHupuuMpoBaHHas  CHUCTEMa  OPraHU3AIMOHHO-
pacropsaIuTenbHON foKyMeHTanuu. TpeboBaHus K 0pOpMIICHHIO JOKYMEHTOBY.

— I'OCT 7.59—2003 «CUBU/J. NuaexcupoBanue nokyMeHTOB. OOmue TpeOoBaHUS K
CUCTEMATHU3ALMH U IPEIMETH3ALUN.

— I'OCT P 33.505—2003 «Enunsiii Poccuiickuii crpaxoBoil (oHA TOKYMEHTAIUH.
[Topsimok co3maHust cTpaxoBOoro (oHAAa JOKYMEHTAllMH, SIBJSIOLIEHCS HallMOHAJIbHBIM HAy4YHBIM,
KYJBTYPHBIM U UCTOPUUYECKHM HACIICAUEM.

- I'OCT P 7.0.8—2013 «CUBU/. [lenonpou3BOJACTBO U apXUBHOE J1€10. TepMUHBI U
OIIPEICIICHUS.

- I'OCT 6.10.4—84 «YHupuuupoBaHHblE CcHCTEMbl JOKyMeHTanuu. llpunanue
IOPUAMYECKON CHJIBl JIOKYMEHTaM Ha MAIIMHHOM HOCHUTENIE M MAIIMHOTpaMME, CO3/1aBacMbIM
CPEJCTBAMU BBIYUCIUTEIbHON TEXHUKH. OCHOBHBIE MOJIOKEHUS.

— I'OCT 6.10.3—83 «3anuce wuHpoOpMaK YHUPUUHUPOBAHHBIX JIOKYMEHTOB B
KOMMYHHUKaTUBHOM (hopmare».

— I'OCT 28388—89 «/lokyMeHTBI Ha MarHUTHBIX HOCUTENSAX JaHHBIX. Ilopsmok
BBITIOJTHEHUS U 0OpaIeHUs.

— I'OCT 6.10.5—87 «YHupHUUUPOBaHHBIE CHCTEMBI JOKyMEHTalMHu. TpeOoBaHHS K
MOCTPOEHUIO (GopMyIIsipa-oopasiar.

— I'OCT 9327—60 «bymara. ITorpeburensckue popmaTsi».

- I'OCT 7.65—92 «CUBU/M. KunHomoxkymeHTHI, (POTOINOKYMEHTBHI MU JOKYMEHTHI Ha
MUKpo¢uibMax. Ob1e TpeOoBaHUS K apXUBHOMY XPaHEHHUIO.

- I'OCT 7.68—95 «CUBUA. ®ono u BuaeogokyMeHTHL. OOIIMe TEeXHUYECKUE
TpeOOBaHUS K apXUBHOMY XPaHEHUIO.

— I'OCT 7.69—95 «CUBUJ/l. AyanoBusyanbHble JTOKYMEHTbl. OCHOBHBIE TEpPMHHBI U
OTIPEIEIICHUS.

— ['OCT 17914—72 «O0610XKHU JeN AIUTENbHbIX CPOKOB XpaHeHUs. Tumbl, pazMepsl U
TEXHUYECKHUE TPEOOBAHU.

— I'OCT 13699—91 <«3Banuce u BocnpousBeneHue uHpopmauuu. TepMHHBI U
OIIPEIEIICHUS.
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- IoCT 13.1.105—91 (CT C3B 5052—85) «Penporpadus. Mukporpadus.
Muxkpodumu. Tumnsn.

- I'OCT 17586—80 «bymara. TepMuHbI U onpeaeacHus».

— I'OCT 18510—87 «bymara nucuas. TeXHUUECKHE YCIOBHUS.

- ['OCT 7.50—2002 «CUBU . KoncepBauus 1okyMeHTOB. O0mue TpeOOBaHU».

— I'OCT 15971—90 «Cuctembl 06paboTku nHGOpMari. TepMUHBI ¥ ONIPEICIICHUSI.

— I'OCT 13.1.101—93 «MuxkpoduiapM TOKYMEHTa Ha TMpaBax NOUIMHHUKA. [lopsmok
U3TOTOBJICHHUSI, YU€Ta, XPAHEHUS U IPUMEHEHU .

- ['OCT 55.6—85 «JlokymMeHThl Ha OyMa)KHBIX HOCHTENsX. [IpaBuiia TocyaapcTBEHHOTO
xpaHenus. Texuuueckue TpeOOBaHUSY.

- I'OCT 7.48—2002 «KoncepBanus 10KyMeHTOB. OCHOBHbBIE TEPMUHBI U ONPEACIICHUS».

— I'OCT 28162—89 «CpencrtBa i1 HAaHECEHUS 3aUIUTHBIX MOKPBHITHUM Ha JIOKYMEHTHI.
OO0ue TeXHUYeCKue TPEOOBAHUS.

— I'OCT 7.1—2003 «bubnuorpadudeckas 3amuch. buOmmorpadguyeckoe ornucaHue.
OO6urme TpeGoBaHUS U MPABUIIA COCTABICHUSY.

— I'OCT P HCO 15489.1—2007 «CHUBUJ. VYmnpaenenwe gokymeHTamu. OOmue
TpeOOBAHUS».

- [TpaBuna nenonpous3BoACTBa B (peepalbHbIX OpraHax MCIOJHUTENbHON BIIACTH (YTB.
nocranoBieHueM [Ipasurenscta PO ot 15.06.2009 Ne 477)

OcHOBHBIC HCTOYHHMKH:

1.MeToauka v IpakTUKa apXUBOBEACHUS: YICOHUK JIJIsl CPETHETO MPO(HECCHOHATIEHOTO
obpazoBanus / [. U. Packun, A. P. CokonoB. — MockBa: U3natensctBo FOpaiit, 2020. — 339 ¢. —
(ITIpodeccronanbHoe 00pazoBaHue).

JlonoJiHUTe/IbHbIE HCTOYHUKM:

1. byposa B.W. Opranusaiusi apxuBHOM U CIIpaBOYHO-UH(OPMALIMOHHON PabOTHI MO
JIOKyMEHTaM opraHuzamnuu: yueOHuk 11 ctynentoB CIIO. Mocksa: U3narensckuit LlenTp
«Axanemusy», 2016.

2. bacakos, M.W. Jlenonpoun3BoACTBO (JIOKYMEHTAIIMOHHOE 00ECIICUCHHE YITPaBICHUS HA
ocHoBe ['OCT P 6.30-2003): YuebHoe mocodue ajsi CTyIEHTOB 00pa30BaTeNbHBIX YUPEKACHUN
cpenHero npodeccuonanpHoro oopazosanus / M.U. bacakos. - M.: Jlamkos u K, 2012. - 348 c;

3. Kupcanosa, M.B. CoBpemMeHHOe J1e10mpon3BoACTBO: YuebHoe nocoobue / M.B. Kupcanosna.
- M.: HUI] UH®PA-M, 2012. - 312 c,;

4. Kysnenos, N.H. JlokymeHTannoHHOe oOecriedeHue ympasieHHs. JlOKyMEHTOOOOpOT H
JIeNonpon3BoICTBO: YueOnuk u npaktukyM / U.H. Ky3nenos. - Jlrob6epiibr:

FOpaiit, 2016. - 477 c;

HNuTepHer-pecypcnl:

— http://www.consultant.ru (ITpaBoBast cucrema «KOHCYIbTaHT
—www.garant.ru (ITpaBoast cuctema «I"apanr»)

— https://www.profiz.ru xypuan «Cekperapb-pedepeHT»
—www.statearchive.ru/399

— http://bookfi.org/book/670592

— http://antimuh.ru/files/details/1071194
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