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ITosicHuTeIbLHAS 3aNIMCKA
Meronuyeckre yKa3aHUs K BBIIOJHEHUIO BHEAYAMTOPHON CaMOCTOSITENbHON pPaboThI
oOyuaronmxesd no MJIK 02.01 «Opranuzanus 1 HOpMaTUBHO-IIPAaBOBbIE OCHOBBI apXMBHOIO JIEJa
npeaHa3HadeHbl s o0yvaromuxcs 1o npodeccun 46.01.03 Jlemonpon3BoauTens

Ilenp MeTOAMUYECKMX YKa3aHUW: OKa3zaHHE TIOMOLIM OOYyYaroIMMCs B BBIIIOJHEHUHU
camoctostenbHor pabotrel M/IK 02.01 «Opranusanus 1 HOpMaTUBHO-TIPABOBbIE OCHOBBI apPXUBHOT'O
JENa.

Hacrosimme meronuyeckue ykaszaHHS COJIEpXaT padoThl, KOTOPHIE MO3BOJIAT OO0YYarOIIMMCS
CaMOCTOSITEIbHO OBJIAZIETh (YyHJAAMEHTAIbHBIMU 3HAHHUSMH, MNPOPECCUOHATBHBIMU YMEHHUSAMH H
HaBBIKAMHU JIEATEIBHOCTU MO JUCHUIUIMHE, ONBITOM TBOPUYECKOM U UCCIIEI0BATEIbCKON AESITEIbHOCTH
Y HanpaBJIeHbI HA JOPMUPOBAHUE CICTYIOIMX YMEHHUI U 3HAHUM:
poQecCuOHaNbHOI0 MOIYJIS JOKEH
HMeTh NPAKTHYeCKHil ONbIT:

- TOKYMEHTHPOBAHUSI U IOKYMEHTAIMOHHOI 00pabOTKM TOKyMEHTOB KaHLEISAPUH (apXHBa);

yMeTh:

- IPOBEPSATH MPABUIIBHOCTH O(POPMIICHHUSI JOKYMEHTOB;

- CUCTEMaTU3UPOBATh U XPaHUTh IOKYMEHTBI TEKYLIETO apXHUBa;

- opmupoBaTh CipaBOYHBIH anmapar, 00ecrednBaroNii OBICTPBINA TOMCK JOKYMEHTOB;

- OCYUIECTBIISATH OJKCHEPTU3Y JAOKYMEHTOB, TOTOBUTb M II€pelaBaTh JOKYMEHTAJIbHbIE
MaTepuajbl Ha XpPAaHEHUE B ApXUB;

3HATh:

- OCHOBHBIE IIOJIOKEHU S ENMHOM roCy 1apCTBEHHOU CUCTEMBI JEJIONPOU3BOICTBA;

- BUJIbI, QyHKIMH TOKYMEHTOB, IIPABUJIA X COCTABJICHUS U OPOPMIICHHUS

- IOPSIIOK TOKYMEHTHUPOBaHU S MHPOPMALIMOHHO-CIIPABOYHBIX MAaTEPUAJIOB.

B pesynprare ocBoeHUsI yuyeOHOW AMCIUIUIMHBI OOYYAIOIIMICS TOJKEH BIIAJIETh OOLIMMH
KOMIIETeHIMAMM:

OK 1. [ToHMMaTh CyIIHOCTh M COIHMATBHYIO 3HAYMMOCTh Oyaylie nmpodeccuu, mposBIISTh K
HEW yCTOWYMBBIN UHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO IESTEIbHOCTh, MCXOJAS W3 LIeM U CIOCO0OB ee
JOCTH>KEHUS, OIIPEIECIICH HBIX PYyKOBOIUTEIIEM.

OK 3. AHanmu3upoBath pabouyr0 CHTYaIlHIO, OCYIIECTBIATh TEKYIIUN U HTOT'OBBIN KOHTPOJIb,
OLICHKY M KOPPEKLHIO COOCTBEHHOH AESTEIbHOCTH, HECTH OTBETCTBEHHOCTh 3a PE3yJbTaThl CBOEH
paboTHI.

OK 4. OcymrecTBasTh TOMCK HHGOPMAITUN, HEOOXOAUMOH [T 3(PPEKTUBH OT'0 BBITIOJTHCHUS
npodecCuoHaIbHbIX 3a1a4.

OK 5. Hcnonp3oBarh  MH(POPMAIIMOHHO-KOMMYHUKALIMOHHBIE  TEXHOJIOTMU B
npodecCuOHATBHON IeATETBHOCTH.

OK 6. Paborats B koMaHze, 3pPeKTUBHO 00IIAThCS € KOJUIEraMH, PyKOBOJCTBOM, KIIMEHTAMH.

OK 7. UcrionHATh BOMHCKYIO 00s13aHHOCTD, B TOM YHCJIE C IPUMEHEHHUEM MOJTyUYEeHHBIX
npoQeccuoHaNbHbIX 3HAHUM (U1 FOHOILIEH ).

B pesynprare ocBoeHHMS y4eOHOM OUCHUILUIMHBI OOydaromuics JOKEH BIIAJETh
NnpodeccHoHATbHBIMH KOMIICTCHIIUSIMU

[IK 2.1. ®opmuposars gena.

IIK 2.2. OGecnieunBaTh OBICTPHIH MOMCK AOKYMEHTOB MO HAay4HO-CIIPAaBOYHOMY armapary
(kapToTeKaM) OpraHu3alHH.

[1K 2.3. CuctemMaTu3npoBaTh U XpaHUTh JOKYMEHTHI TEKYILETO apXHBa.

[1K 2.4. O6ecrieunBaTh COXpaHHOCTH MTPOXOIAIICH CITyKeOHON JOKYMEHTAI[HH.

[IK 2.5. 'oToBUTH U IlepeaBaTh JOKYMEHTHI HA apXMBHOE XpaHEHHUE.

I1K 2.6. Ob6ecnieunBaTh COXpaHHOCTh APXUBHBIX JIOKYMEHTOB B OpraHU3aI[1H.



Kputepusmu oueHKH pe3ysibTaTOB BHEAYAUTOPHONW CaMOCTOATENIbHOW PabOoThl 00ydaromuXcs
SIBJISIFOTCSL:

® YPOBEHb OCBOEHUs yUeOHOr 0 MaTepHana;

® YpOBEHb YMEHHUS HCIIOJIb30BaTh TEOPETUUYECKHUE 3HAHUS IIPU BBINOJHEHUU IMPAKTHYECKUX
3ajad;

® YpPOBEHb YyMEHHUs AaKTHUBHO UCIOJb30BATh 3JIEKTPOHHBIE 00pa30BaTeNbHBIE PECYPCHI,
HaXOJUTh TPeOyIOIIyIocs HHPOPMAIINIO, U3Y4aTh €€ M MPUMEHSTh Ha TPAKTHKE;

e 000CHOBaHHOCTb M YETKOCTb U3JI0’KEHUS MaTepUaa;

e odopmiieHHE MaTepuaia B COOTBETCTBUHU C TPEOOBAHUAMM CTaHAAPTA MPEIIPUATHS;

® YPOBEHb YMEHUS OPUEHTUPOBATHCA B IOTOKE MH(OPMALIMH, BBIJIENIATH IJIABHOE;

® YpPOBEHb YMEHHS 4EeTKO c(hopMyIrpoBaTh IpodiIeMy, MPEI0KHUB €€ PeIIeHUEe, KpUTHUECKU
OLICHUTH PELICHHUE U €0 IIOCIEACTBUS;

® YpPOBEHb YMEHHS OIPEACIUTS,
BapHaHThI ACVCTBHI;

® YpOBEHb YMEHUs CPOPMYJIMPOBATH COOCTBEHHYIO MO3UIIMIO, OLIEHKY U apTyMEHTHPOBATh €€.

Onucanue caMOCTOATENBHOM pabOTBI COAEPKUT: TEMy, LieIu paldOThl, 3aJaHMs, OCHOBHOMU

TEOpPETUUYECKH I MaTepHall, aArOPUTM BBIIIOJHEHU S TUIIOBBIX 3aJaHU, HOPAI0K BBIIIOJIHEHUS PAOOTHI,
(GopMBI  KOHTpOJIS, TpeOOBaHHMS K BBHIMOJHEHHIO U odopmieHuIo 3amaHuil. Jlns mnomdydeHus
JIOTIOJTHUTENBHOM, Oojiee moapoOHON MH(GOpPMAMK 10 M3y4aeMbIM BOIIPOCAM, IMPUBEIECHO Y4EeOHO -
Meroanyeckoe M HH(opMmanumoHHoe obecnieueHue. CamocTosATenbHble pabOThl NMPEACTaBJICHBI B

MNpoaHAJIM3UPOBATE AJBTCPHATUBHBIC BO3MOXHOCTH,

tabmuue 1.

Tabnuua 1 - IlepeueHs BUIOB caMOCTOSTENLHON pabOTHI
Konpl
Homep HaumenoBanue
]| (comep:xanue) Koa | popmupye ®opma Cpoxu
P N -BO MBIX P Ne
HauMeHOBaHMe CaMOCTOSITe/IbLHOI KOHTPOJIsI
4ac | KOMIIETEHI] HeJleJIH)
TeMBI padoThI o
uid
Tema 1.1. CamocrosiTeibHast o
ApxuBoBegeHnu | padora Ne 1. OK 1-OK 7,
) IIposepka OKOHYaH
e. ApxuBbl, ux | CooOmeHne Ha TeMy [1K 2.1-2.6; .
2 CaMOCTOSITEITBHON 17041
OCHOBHbIE «IIpaBoBbIEC ATHUECKHUE V1-V4; 31-
paboThI U3Yy4YEeHH
THIIBI. HOPMBI apXUBHOT'O 33
Sl TEMBI.
JIeTay.
CamocTosaTeabHasi OK 1-OK 7, IIo
paGora Ne 2. [1K 2.1-2.6; [IpoBepka OKOHYaH
CocraBieHne TaOIUIIbI 2 V1-Y4; 31- | caMoCTOATEIBHOMI n
«Tunel apxuBOBY. 33 paboThI U3yUYEHU
sl TEMBL.
Tema 1.2. CamocrosTeJabHasa OK 1-OK 7, Mo
ApXuBHoOe padora Ne 3. Co3nanue [1IK 2.1-2.6;
IIpoBepka OKOHYaH
npaso. MIPE3CHTALIMN HA TEMY V1-V4; 31- .
o 3 CaMOCTOATEIbHOMN uu
3akononarenb | «OxpaHa CBEIECHUN O 33
. paboThI U3Yy4YEHH
HO- JTUYHOU JKU3HU
Sl TEMBI.
HOPMATHMBHAsI | TPOKIAH»
0aza CaMocTosiTe/IbHAs OK 1-OK 7, ITo
apxuBoBefeHu | padora Ne 4. [1K 2.1-2.6; IIpoBepka OKOHYaH
s. «CocTaBiieHHE 3 V1-V4; 31- | camocTosTenpHOM 5051
JIOJDKHOCTHOH 33 paboThI U3Y4YEHHU
WHCTPYKIIUHU sl TEMBI.




apXuBapuyca»

CamMocrosTeJIbHaNA OK 1-OK 7,
pabora Ne 5. [1K 2.1-2.6; ITo
CocraByieHue TabaMIIbI V1-V4; 31- IIposepka OKOHYaH
«¥Opuanueckas 33 CaMOCTOATEIBHOM uu
OTBETCTBEHHOCTH 32 paboTsI U3Yy4YEeHH
HapylUIeHHE apXUBHOTO S TEMBI.
3aKOHOJATENbCTBA»
Tema 1.3 CamocTosaTeabHasi OK 1-OK 7, IIo
APpXMBHBIH padora Ne 6. I1K 2.1-2.6; [IpoBepka OKOHYaH
dong CocTaBJieHHE CXEMBI V1-V4; 31- | camocTosTeIbHON 15074
Poccniickoi KJaccupukamuit 33 paboThI U3Yy4YEHU
Denepanum JIOKYMEHTOB s1 TEMBI.
CamocronaTeabHas OK 1-OK 7, ITo
padora Ne 7. Pa3paboTka I1K 2.1-2.6; [IpoBepka OKOHYaH
MaMsITKU «3aluTa mpaBa V1-Y4; 31- | camocTosiTenbHON 15074
COOCTBEHHOCTH Ha 33 paboThI H3yUYeHHU
ApPXUBHBIC IOKYMEHTBD» Sl TEMBL.
Tema 1.4 | CamocrosiTeILHAS OK 1-OK 7,
Ynpasienue paGora Ne 8. I1K 2.1-2.6; ITo
apXMBHBIM [TonoxxeHnue 06 apxuBe V1-V4; 31- IIposepka OKOHYaH
JeJI0M B | OpraHU3alii, OCHOBHBIE 33 CaMOCTOSITEIbHOM 15071
Poccuiickoii 3a7lauu, HaIpaBJICHUS paboThI U3Yy4YEeHH
Denepanuu JESITeTbHOCTH U Sl TEMBI.
(GYHKIMM apXuBa.
CamocTosTeabHasi OK 1-OK 7, o
pabora Ne 9. [IK 2.1-2.6; MpoBenKa OKOHYAH
CocTaBiicHHE CIINCKA V1-V4; 31- POBEP .
CaMOCTOSITETbHON uu
JIOKaJIbHBIX 33
paboTbI U3yYeHU
HOPMAaTHUBHBIX
Sl TEMBI.
JTOKYMEHTOB apXHBa.
CamMocrosiTeJbHasA OK 1-OK 7,
padora Ne 10. M3yuenue I1K 2.1-2.6; ITo
Meroauueckux V1-V4; 31- IIpoBepka OKOHYaH
PEKOMEH Ialli i 1o 33 CaMOCTOATEIBHOM uu
OpraHu3aluu padoThI paboThl H3y4YeHHU
paiioHHBIX (TOPOACKHX) sl TEMBI.
ApPXHUBOB.
Tema 1.5 | CamocrosiTeqbHAS OK 1-OK 7, To
Xpanenne  u | padora Ne 11. I1K 2.1-2.6;
IIpoBepka OKOHYaH
yuer Coo0mienne Ha TeMy V1-Y4; 31- .
CaMOCTOSITETbHON uu
ApPXUBHBIX «Pa3BuTHE CTPaBOYHO — 33
paboThI U3Yy4YEeHH
JO0KY MEHTOB MTOMCKOBBIX CCTEM B
Sl TEMBI.

Poccuny




CamocrosaTeabHas OK 1-OK 7,
pa6ora Ne 12. PaboTa ¢ [1IK 2.1-2.6;
I'OCT 7.51-98 Kaprouku V1-Y4; 31- o
VIS KaTaJIOTOB U 33
[TpoBepka OKOHYaH
KapTOTEK. .
4 CaMOCTOSITEIIbHOM 15071
Karamoruzamnus B
paboThl H3yUYeHHU
n3manun. CocTas,
sl TEMBI.
CTPYKTypa JaHHBIX U
H31aTCIBCKOC
o(hopMIICHHE.
CamocTosaTeabHas OK 1-OK 7,
padora Ne 13. Jloknan [1K 2.1-2.6;
o temaM: Co3nanue V1-V4; 31-
COBPEMEHHBIX apXUBHBIX 33
CIIPaBOYHHUKOB Ha OCHOBE
T PepeHIIIPOBAHHOT O
MOJIX0/1a;
ITo
[TpencraBneHue Hay4HO-
[TpoBepka OKOHYaH
CIIPaBOYHOIO anmapara .
. 6 CaMOCTOSTEIbHOM 704
ApPXUBOB B JIEKTPOHHOM
paboThI H3yUYeHHU
cpene; [lonsarue n
sl TEMBI.
CTPYKTypa Hay4HO-
CIIPaBOYHOTO arrmapara K
JIOKYMEHTaM apXHUBHOTO
donna Poccuiickoit
denepannu; YKazareiu
KaK CaMOCTOSTEIbHBIE
ApXHMBHbBIC CIIPABOYHHUKH.
Tema 1.6 | CamocTosiTenbHAS OK 1-OK 7, o
KommnuexkroBa | padora Ne 14. [IK 2.1-2.6;
IIpoBepka OKOHYaH
HHe apxuBoOB | Pa3spaboTka HHCTPYKIIUH V1-V4; 31- .
10 CaMOCTOSITSIILHOMN 15078
apXMBHBIMH 10 Iepeaaye 33
paboThI W3YYCHH
AOKYMEHTAMHU | JJOKYMEHTOB Ha
sl TEMBI.
MTOCTOSIHHOE XPaHCHHE.
Tema 1.7 | CamocTosiTenbHAS OK 1-OK 7,
Hoctyn K | pabora Ne 15. [1K 2.1-2.6;
ITo
ApXUBHBIM CocraByieHHE KOHCIIEKTa V1-V4; 31-
[IpoBepka OKOHYaH
AOKyMeHTaM H | 1o teme: Mcnons3oBanue 33 o
4 CaMOCTOSITEIbHOM Hu
HX JIOKYMEHTOB ApPXHBHOT'O
paboThI H3yUYeHHU
ucnoyib30Banm | porga PO B
Sl TEMBI.
e WH(POPMALITOHHBIX
TEIISIX.
CamocTosaTeabHasi OK 1-OK 7, o
padora Ne 16. [1K 2.1-2.6; MpoBepKa OKOHYAH
Coo0bmieHne Ha TEMY: V1-Y4; 31- POBEP .
2 CaMOCTOSITCIIbHOM 15078
«Hanpasnenus u Gpopmbl 33
paboTHI U3Yy4EHHU
M CIIOJIb30BaHUS
sl TEMBI.
APXUBHBIX JIOKYMEHTOB).
CamocrosiTeibHAsA 3 OK 1-OK 7, IIposepka ITo
padora Ne 17. I1K 2.1-2.6; | caMOCTOSITEIbHOW | OKOHYaH




Brinonnenue ananusa V1-V4; 31- paboThI 15078
3 PEKTUBHOCTH U 33 U3yUYeHU
WHTECHCUBHOCTH Sl TEMBI.
M CIIOJIb30BAHUS
APXUBHBIX TJOKYMEHTOB.
Tema 1.8 | CamocTosiTeIbHAA OK 1-OK 7, o
Me:xaynapoan | padora Ne 18. [1IK 2.1-2.6; Mposepka OKOHYA
B HYaH
oe CocTaBUTH epeUeHb V1-Y4; 31- POBCp .
CaMOCTOATEIBHOM 17051
COTPYIHMYECTB | TOKYMEHTOB, 33
paboThI U3Yy4YEeHU
0 3alpPEeLICHHbBIX K BBIBO3Y
sl TEMBI.
3a MPEJICIIbl CTPAHBI.
Tema 1.9 | CamocTosITEILHAA OK 1-OK 7, Ilo
ApXI/IBbI paﬁoTa Ne 19, [IK 2.1-2.6; HPOBepKa OKOHYAaH
AOKYMEHTOB Pa3pa60TI<a HHCTPYKI NN Vi -y4, 31- CaMOCTOSTCIbHON %071
o JIMYHOMY | TI0 TTOJITOTOBKE U 33 PaboTEI U3ydEeHH
COCTaBYy nepeaayuu JIei B apXuB. Sl TEMBI.
CamocrosTebHast OK 1-OK 7, ITo
padora Ne 20. [1K 2.1-2.6; [IpoBepka OKOHYaH
Pa3paboTka namsTKu 1Mo 2 | Y1-V4; 31- | camocTOSTENHHOM 15074
BbIJIaY€ JIe] BO 33 paboThI U3y4YeHU
BpEMEHHOE M0JIb30BaHUE. sl TEMBL.

CamocrosrenbHas padora Ne 1

HaumenoBanme: CooOmienue Ha Temy «IIpaBoBbie 3THUECKHE HOPMBI ADXUBHOT'O JIEJIay.

Leab padoThI: OCYHIECTBUTH KOHTPOJb OOyUEHHs, MPOJODKUTH CHCTEMAaTHU3aIMI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHU S MaTepralia, COPMHUPOBAHHOCTH YMEHU M HABBIKOB

MarepuainbHO-TeXHHYecKOe o0ecnedeHHe: KOHCIEKTHI JEKIUM, KOMIBIOTEp, Haluyue
JIOCTyIa B UHTEPHET, TETPaib, Py4Ka, METOAUUYECKUE PEKOMEH AU

MeToanyeckne peKoMeHIAIMN:

Coolmmenne — 3To KpaTKoe M3JI0KEHHE, NMpU 3TOM B EMKOH (opme, mepenatoiiee sICHYIO U
4éTkylo cyTb uH(popmanuu. Ilumercs B ¢opme KpaTKOro AOKIana W HE HMEET H3JIHIIHUX
XyI0KECTBEHHBIX O00OpPOTOB H  cioBocoueTaHuii. OcHOBHas 3amada COOOIICHUS JIOHECTH
OIpeIeNIeHHY10 H(opMaIHIo, HE BBIXO/S U3 PAMOK 3aJaHHOU TEMBI.

Odopmiienue coodeHuUst

Huxorna nanHplii THI COYMHEHHUs] He ObIBaeT rpOMO3AKMM. B oTiMuMe OT KiIacCHYeCKUX
COYMHEHMH, TAKON TEKCT HE AOMYCKAeT JUIMHHBIX COOOIIEHUH ¢ KPAaCUBBIMU, SPKUMH AITUTETAMHU.

IMumem npaBuibHO. OGopMIIsist COOOIIEHNE, HY>)KHO TIOMHHUTD O CIIETYIOIEM:

e MooicHo ucnonv3o8amu 018 NPUNIOAHCEHUS. PUCYHKU U CXeMbl, eClIU OHU OMHOCAMCSA K meme;

e Buioenume enasuyro ungopmayuio, u npocieoume, 4moovl mekcm umesn 4emxyro memamuxy;

e He ucnonv3ytime mepmMuHos u cios, KOmopbule 8aM He NOHANHbL.

[Ipu >TOM OYeHb BAXXHO XOPOUIO HM3YYHTh 3aJaHHYI0 TEeMy, MPOYUTATh YUYEOHYIO HIIH
METOAMYECKYIO JTUTEPaTypy.

XKenarenpbHO WCMONB30BaTh Isi pabOTHI Cpa3y HECKOJIBKO HMCTOYHHKOB — 3TO IO3BOJIAT
cenaTh COOOIIEHUE MOTHOIIEHHBIM U MOJTHBIM.

Iopsinok padoTbl

o M3yuenue memvl, no0OOp numepamypol;

o TwiamenvHoe uzyuenue mamepuanos 0jisk moz2o, Y¥moovl He 0ellamyb NIeMEeHMAPHbIX OULUOOK

e Buioenume camoe enagnoe, 4mo OMHOCUMCA K 3A0AHHOL MeMamuxe;

o Cocmasvme noOpobHbIll NOIMANHBLU NIAH COOOWEHUsL,

o Hanuwume no nynkmam niana cam mexcm.



Ecim  Tema  coBepmieHHO — HE3HAKOMa,  TO, BO3MOXKHO,  OyJeT  aKkTyaJlbHBIM
IIPOKOHCYILTUPOBATELCA C IIPEIIOAABATEIEM.

ECJII/I IIOTOM HpI/IZIGTCSI YUTATh COO6HICHI/IC B ayIII/ITOpI/II/I y O OCKHN BCJIYX, TO HY)KHO XOpOIHO
MOATOTOBHUTHCS, M MOCTAPATHCS HE MPOCTO MPOUYUTATH C JUCTA, a IO MaMATH Mepecka3aTh OCHOBHYIO
CYyTh TEKCTa, WCIONB3ysl aKTHBHO Ui TMOAYEPKHBAHUS OCHOBHBIX JaHHBIX WM HUQp 3apaHee
BBIITUCAHHBIC HA )IOCKy JAaHHBIC.

Il1an coo01meHust

[1nan cooOmeHust OOBIYHO JOCTATOYHO MPOCT B CHILY MPUPOIBI JAHHOT'O TUIIA TEKCTA:

1. Bcemynnenue, 20e pacckasviéaemcs 0CHOBHAS MbICIL NO MeMe;

2. Ocnoenoit mexcm C pasmblulieHuem uiu 0¢1/H/ﬁ/laﬂbelMM U3y4€eHHbIMU 0aHHblMu,'
3. 3aknouumensvHas wacmy ¢ b1600aAMU NOCE HANUCAHUS PAOOMb.

3aBepuienue

[To 3aBepmieHuu pa®OTHI HaA COOOIICHUEM HYXKHO €ro MepeyuTaTh, YTOObI M30aBUTHCA OT
JUIIHUX SIHUTETOB, CIOXKHBIX CJIOBOCOUYETAHUM M 00OPOTOB. ITO Kak pa3 TOT ClIydail, KOT/1a MOXKHO
MHACATh KPaTKO U TI0 CYTH, 0€3 JTONOJIHUTEIHHBIX ONTMCAHUH U KPACUBBIX CJIOB.

3aganmue:

Hammcare coobmerne Ha Temy: «[IpaBoBBIE J3THUYECKHE HOPMBI APXUBHOTO JICay.
JlmuTenbHOCTh COOOIeHUS 3-4 MUHYTHI.

CamocrosrensHas paborta Ne 2

HaumenoBanme: CocraBieHue TaOIUIbl « THIIBI apXUBOBY.

Leab padoThI: OCYHIECTBUTH KOHTPOJb OOyY€HUs, NMPOJODKUTh CHCTEMAaTHU3aLUI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOEHUSI MaTepuaiia, CQOpMUPOBAHHOCTH YMEHUIN U HABBIKOB

MarepuajbHO-TEXHHYECKOE o0ecnevyeHue: TeTpab, JIMHENKa, pyyKa, KapaH/all, KOHCIEKThI
JEKLUH, JOCTYIl B UHTEPHET, METOAUUECKUE PEKOMEHIAllUH

Tadnauna —rpaduyeckoe M300pakeHNE UCTOPUUYECKOrO MaTepHala B BHJAE CPaBHUTEIbHBIX,
TEMaTHYEeCKUX M XPOHOJIOTHMYECKHX Tpad ¢ ILenplo UX 3allolHeHUs ydammmucsa. B tabmumax, B
OTIIMYME OT CXEM, HET YCIOBHBIX 0003HAUEHU I HCTOPUUYECKUX SIBJICHUH.

Tabauna — ocobast popma nepenaun copepkaHusi, KOTOPYIO OTIMYAET OT TEKCTa OpraHU3aIus
CIIOB U 4YHcel B KOJMOHKHU (Tpadpl) U TOPU30OHTAIBHBIE CTPOKUA TaKUM 00pa3oM, UYTO KaXKIbI SJIEMEHT
SIBJISIETCS] OJIHOBPEMEHHO COCTAaBHOM YaCThIO U CTPOKU, U KOJIOHKH.

3agaHue: MCHONIB3YSI MaTEpUAIIbl JIEKITUN U TOTIOJTHUTEIBHYIO HH()OPMAIIHIO U3 CETH UHTEPHET
cocTaBbTe Ta0IHUIy « TUITBI ApXUBOBY

CamocrosiTeibHasi padora Ne 3

HaumenoBanme: Cozganue npeseHTauuu Ha TeMy «OxpaHa CBEAEHMH O JIMUHOHN JKHU3HU
rpaKIaH».

Leab padoThI: OCYIIECTBUTH KOHTPOIIL 00y YEHHSI, TP OOJKUTH CUCTEMATU3AINIO 3HAHU W, BBISIBUTH
YPOBEHb YCBOCHUS MaTeprana, c)OopMUPOBAHHOCTA YMEHUH U HABBIKOB

MarepunanbHO-TeXHHUYeCKOe olOecredyeHne: KoHcnekTsl Jekuui, 11K, noctynm B mHTEpHer,
METOJIMYECKUE PEKOMEHJAIIUH

CocraBHbIC YaCTH NPE3eHTALMH

UroObl 100UTHCS KemaeMoro 3¢@ekra, HyKHO YEeTKO MOHHMMATh, YTO M KOI'Ja TOBOPUTH, U
nokaspiBath. Kimaccuueckast CTpyKTypa Npe3eHTallMy BBITJISINT TaK:

. TutynbHBIA cnaiiy (TeMa, KOHTAaKThl, MH(GOpPMALKS O BBICTYMAIOMIEM, O MPOAYKTE,
yciyre).

. Ornasnenue (pakyabTaTUBHO).

. BBenenue (o yeMm npeseHTanus, LeH, 3aa41. 3aMHTEPECYHTE CIIyIaTess, IoYeMy eMy

HY>KHO TPaTUTh BPEMs Ha Balll TOKJIan).



. OcHOBHas 4YacTh (BC?I HGO6XOI[I/IMa$I I/IH(l)OpMaI_[I/IﬂZ MOXET COACpKATb HECKOJIBKO
PasaciioB, MO KCJIaHUTO aBTopa).

. 3aKiIr04YeHHE.

. [Tpunoxkerue (10 KEITAHUIO).

. Cnacu6o0 3a BHUMaHUeE (He 3a0bIBaliTe Mpo GUHANBHBIN claii 01arogapHoCTH).

[IpaBuna opopMieHUs Ipe3eHTAIIUN

. Odopmnsiite Bce B ogHoMm crtuie. He crouT «mepenpsiruBaTh» € OAHOrO (poHA
Ha apyroi. CieauTe 3a COYeTaeMOCThIO IIBETOB, (DoHA 1 MIPU(TOB.

. He wcnone3yiite cranmaptHeie 1madnoHsl  odopmienuss PowerPoint.  Jlydme

CaMOCTOATEIBHO MOA00paTh nmanuTpy 1BetoB. K mpumepy, Ha Piknik cobparbl Bce 6a3oBbIc 1[BETA, a
Ha Color Lovers Mo)kHO HalTH KaK y>Ke TOTOBBIC TOI00PKH OTTEHKOB, TAK M COCTABUTH UX CAMHM.

. Kax moxHO MeHbIIe cinoB. HukTo He OyaeT 4uTaTh OrpOMHbIE TECTOBbIE OJIOKH Ha BECh
cnaini. Munumym — 25-30-i1 kerens, mpudt — ynutabenbHblil. M3mensiite mpudT Ui BbIACICHUS
IHUTAT WM pUMeYaHHu . M Cronb3yiTe 3aroJ0BKH.

. bonbie kapTHHOK

3aganmue:

Co3znath pe3eHTanuio Ha TeMy «OXpaHa CBEICHHUH 0 IMYHOM KU3HU TPAKIAH .

CamocrosiTesqbHast padora Ne 4

HaumenoBanue: «CocTaBiieHuE JODKHOCTHON HHCTPYKIITUHM apXUBAPUYCa

Heabp padoThI: OCYIIECTBUTH KOHTPOJIL OOYYEHHS, TMPOJODKUTh CHCTEMATH3AlMIO 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUSI MaTeprala, cOpMUPOBAHHOCTH YMEHU I U HABBIKOB

MarepuaibHO-TeXHHYecKOe  o0ecnedeHHe:  KOHCIEKTbl  TEOpUM,  TeTpaap s
CaMOCTOATEIBHBIX PaboT, pydka, JocTyn B uHTEepHET, [1K, MeTomnueckue pekoMeH Taruu

O6s3arenpHas GopMa TOIDKHOCTHOM MHCTPYKIUMHU 3aKOHOJATenbcTBOM P® He ycTaHOBIEHA.
PacnpocTpanena mpakTruka, 1o KOTOPOH B Hee BKIIOYAIOTCS CICIYIONME OCHOBHBIC P a3/eibl:

1. OO0mme moI0KEH UL

3/1ech yale BCero OTpakaroTCs:

e CBEJICHHS O HA3HAYCHUH WHCTPYKIUH;

e MIOPS/I0K HA3HAYEHHUS YEJIOBEKA Ha JOHKHOCTb, €0 OAYNHEHHOCTD;

e TpcOOBAHUS K YPOBHIO 00pa30BaHUs U OIBITY COTPYAHHUKA;

e TpeOOBAHUS K 3HAHUSM U YMEHHSIM CTIEIIUAIIACTA.

2. OyHKIIMOHAIbHBIE 003aHHOCTH.

3nech puKCUpyeTcs MepedeHb TUIUYHBIX JSHCTBUIN COTPYIHHMKA, COCTABIISAIONMNX €ro padoTy
Ha 3aHMMaeMOM JOJIKHOCTH.

3. IIpaBa.

OcHOBHBIE TIpaBa, KOTOPBIC OTPAXKAIOTCSA B JOKYMEHTE, Yallle BCETO CBS3aHBI C JIOCTYIIOM
YeJIOBEKa K TEM UM HHBIM KOPIOPAaTUBHBIM CBEJICHMSM, a TaKK€ C BO3MOXKHOCTSMHU €ro
B3aUMOJICHCTBUSI C IPYTUMH COTPYTHUKAMHU 10 PA3IUUYHBIM BOIIPOCAM.

4. OTBETCTBEHHOCTD.

3nech PUKCUPYIOTCS, KaK MPaBUIIO, CTaHIapTHbIE (DOPMYTUPOBKH — O TOM, YTO COTPYAHHUK
HECET OTBETCTBEHHOCTH 32 CBOM JICUCTBHUS B COOTBETCTBUU C 3aKOHOAATEILCTBOM P® U OKaIbHBIMU
HOPMaTUBHBIMHU aKTaMHU.

5. 3aKJIIOYUTENbHBIE MTOJ0KEHUS.

31ech 0OBIYHO OTPAXKAETCS, UTO:

e MHCTPYKIHS COCTABJICHA B 2 3K3EMILIAPAX;

e COTPYJIHUK 3HAKOMUTCS C MHCTPYKIIMEH U YOCTOBEPSAET O3HAKOMJICHUE C HEH MO CHIO.

YTBepxkaaeTcst JOHKHOCTHAS MHCTPYKIUS PYKOBOIUTEIEM MPEATPUATHUA.

3aganue. paszpaborath ¥ OGOPMHUTH JOKHOCTHYIO HWHCTPYKIIMIO apXHBapuyca HCIOJb3Ys
PEKOMEHIallUK U3 MpodecCHOHaTbHBIX CTAHAAPTOB.
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CamocrosTenbHas padora Ne 5
HaumenoBanme: CocraBinenune Tabmuibl «tOpuanueckas OTBETCTBEHHOCTh 3a HapyIIeHUE
ApPXUBHOTO 3aKOHO/IaTEIIbCTBAY .
Leab padoThI: OCYIIECTBUTH KOHTPOJb OOYYEHUsI, MPOJIODKUTh CHCTEMAaTH3AIUI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHUSI MaTepuana, ChOpMUPOBAHHOCTA YMEHHU I M HABBIKOB

MarepuanbHo-TexHHYeckoe  o0ecnedeHHe:  KOHCIEKTbl  TEOpUH,  TeTpaap A
CaMOCTOSITENBbHBIX PabOT, pydka, JMHEHKa, KapaHjamll, JOCTyIl B MHTEPHET, METOJUYECKue
PEKOMEHAALUH.

Tadanua —rpaduueckoe n300pakeHNE MCTOPUUYECKOTO MaTepualia B BUJIE CPABHUTEIBHBIX,
TEMaTHYECKUX M XPOHOJIOTMYECKHX rpad ¢ LETbl0 MX 3alOJIHEHHS ydaummucs. B Tabmunax, B
OTJIMYUC OT CXEM, HCT YCIIOBHBIX 0603Ha‘-IeHI/H>'I HCTOPUYCCKUX SIBJICHUH.

Tadauna — ocobast popma nepenadu copep kaHusl, KOTOPYIO OTIMYAET OT TEKCTa OpraHU3alus
CJIOB U 4YKcel B KOJOHKHU (Tpadpl) U TOPU30OHTAIBHBIE CTPOKUA TaKUM 00pa3oM, UYTO KaXKIbIA SJIEMEHT
ABJISICTCSA OAHOBPEMCHHO COCTAaBHOM YacCTELIO U CTPOKH, U KOJIOHKH.

3ananue:

Hcnonp3ys marepuanbl JIGKIIUA W HOPMAaTUBHO-TMPABOBBIX JOKYMEHTOB, PEryIUPYIOIIUX
apXI/IBHYIO ACATCIBHOCTH B PCD, COCTaBbTEC Ta6J'II/IHy «IOpI/II[I/ILIeCKaﬂ OTBCTCTBCHHOCTDL 3a HAPYUICHUC
APXUBHOTI'O 3aKOHOAATCILCTBA» .

CamocrosrensHas padora Ne 6

HaumenoBanme: CocTaBieHue cXxeMbl Ki1accuPpUKanuii JOKyMEHTOB

Leab padoThI: OCYIIECTBUTH KOHTPOJIb OOYYCHUS, MPOJOJIKHTh CHCTEMATH3AIMIO 3HAHUH,
BBISIBUTH YPOBEHBb YCBOCHU S MaTeprala, copMUpPOBAHHOCTH YMCHUH U HABBIKOB

MarepuaabHo-TexHnueckoe odecnedenue: [IK, noctynm kK ceTy MHTEpPHET, TEOPETHUYECKUI
MaTepuan, METOANYECKUE PEKOMEH AN

Cxema — 310 Tpaduueckue 0003HaUEHU S, COJIEpXKAIFE OCHOBHBIE OHSTHUS, MTpaBUiIa padoTHI,
MPUHIIUIIBI, KOTOPBIE BBIJIEPIKAHbBI CTETUUYSCKH ITPABHIIBHO.

Jlnist pa3paboTKy cXeM Mo 33JJaHHOW TeMe HY)KHO HalTH WHQPOPMAIUIO C Pa3HBIX HCTOYHUKOB
(cets Internet, sHuuKIONEANH, TPAKTHIECKUE TOCOOHST), H3YUHTh €€ U COCTAaBUTH CXEMY B IIpOorpaMme
Word npu momoru aBToduryp, a Tabmuiy udepe3 Mactepa Tabmui. Cxema J0KHA COIEpPIKAThH
OCHOBHBIE aCIIEKTHI JAHHOM TEMBI, TPaBUIIa, TPUHIUIIB PAOOTHI.

Cxema cOoCTaBJISICTCSl MHIUBU Y JIbHO.

PaboTta momkna ObITH TIpeAcTaBicHa Ha Oymare (gopmarta A4 B me4aTHOM (KOMIBIOTEPHOM)
WU PYKOIIMCHOM BapHUaHTE, aBTOMUTYPHI JOHKHBI OBITh ACTETUYECKH MPABUILHO OGOPMIICHBI (BHI,
pasmep, IIBET, pacIoJI0KEeHHE Ha JIHCTE).

BrimosHeHHY0 paboTy caTh K yKa3aHHOMY CPOKY.

Obwue mpebdosanusi:

1. Cxema COCTOMT W3 HECKOJBKHX TEMAaTHYECKHX Pa3leliOB, CBS3aHHBIX MEXIy COOOM
JOTHYECKH.
2. DneMeHTaMH paboOThl MOT'YT OBITh:

- MH(POPMAITMOHHBIE OJIOKH, COSIMHEHHBIE CTPENKaMH WM BBIHOCKAaMH, TEKCTOBBIMHU
CBSI3KaMU;

- CTOJNIOIBI W CTPOKH, Ha IIEPECceYeHWH KOTOPBIX B sYEHKa CKOHIEHTPUPOBAHA
uH(OpMaIKs, CTPOKH U CTONOIIBI 003aTEIFHO UMEIOT Ha3BaHUS (XapaKTePUCTUKH ),

- KpaTKoe MOsICHEHUE 110 paboTe co CXeMOii.

3. [1pu >xemaHuM MOKHO J100aBUTh MOSCHSIONIYIO0 KapTUHKY HIIH (hoTOorpaduio.
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Cmpyxkmypa pabombwi

O06bem paboThl He Oolee 5 THCTOB, HyMepalus CTpaHHI] — CHU3Y, CIIPaBa;

1 TuCT — TUTYJIBHBIN;

2 - 4 mucTa — TeMaTUYECKUI MaTepuall;

5 AUCT — CIUCOK MCIIOIh30BAHHBIX HCTOYHHKOB.

Odghopmnenue cxemol

Cxema odopmisercss rpaduyeckuM crocoOOM C MPUMEHEHHEM IJIOCKHX T'€OMETpPHYecKHX
¢uryp (IpsSAMOYTOJIBPHUKOB, KBaJpaTOB, KPYrOB, OBAJOB) C YKa3aHUEM JIOTHYECKUX CBS3CH MEKTY
HHUMH TP TTOMOIIH JIMHUH U CTPEIIOK.

Texkct BHyTpu ¢uryp cxemsl odopmisercs mpudrom TimesNewRoman, pazmep 8-10 mr,
(opMaTupOBaHUE 10 LICHTPY.

HazBanue cxembl pacrnosiaraeTcsi moj HeW Mo IEeHTPY M HauumHaeTcs ciioBoMm «Puc.» u manee
nuinercs Ha3Banue. Homepa - CKBO3HBIE.

Bosmoorcnvie munuuHwvle ouuoKu

1. Coneprkanue OJIOKOB CXEMbI HE COOTBETCTBYET 3aJIaHHOU TEME.
2. MMeroTcst TOruvecKre OIMOKH B CBSI3IX MEXIY OJOKaMHU CXEMBI.
3. Otuer BbIONHEH H OQOpMIIeH HEOpexHO, 0e3 COONIONEeHUsT YCTaHOBJICHHBIX
TpeOOBaHUM.
Kpumepuu oyenxu cxemol
Hwu3skuit ypoBeHb Cpenuuit Bricokuit
YPOBEHB YPOBEHb
CooTBeTCTBHE MTPEICTABICHHOH B 1 Gayn 2 Gaya 3 Gamna
cxeme nH(OpMaIUH 3aJaHHOU TeMe
YutaeMoCTh, JOTHYHOCTD, 1 Gamn 2 Oamna 3 dayuta
JJAKOHUYHOCTh CXEMBI
[IpaBuiabHOCTH OOPMIICHHS 1 Gasn 2 Gata 3 bayna
HToro MmakcumManbHO 3 6 9
Ouenka 4-5 6annoB 6-7 GamnoB 8-9 6aynos
«YIOBJICTBOPHTEIHHO) «XOpOUIO» COTIIMIHOY

Cxembl, ohopMIICHHBIE HE 11O TIpaBUjIaM, HE IPUHUMAIOTCS U HE olleHuBaroTcs. Ecnu paborta
C/IaHa HE BOBpeMs (C OIMO3JaHUEM ), TIPETIOIaBaTe) b HMEET ITPaBO CHU3UTH OIICHKY Ha 1 Gaini.

3aganue:

CocTaBHTb CIOXKHYIO CXeMY Klacch(puKaluii JOKyMEHTOB.

CamocrositenpHas padora No 7

HaumenoBanme: Pa3paboTka mnamsatku «3ammra IpaBa COOCTBEHHOCTHM Ha apXHUBHBIC
JIOKYMEHTBI»

Ieab padoThI: OCYLIECTBUTH KOHTPOJb OOyY€HHs, NMPOJODKUTh CHUCTEMAaTHU3aLMI0 3HAHMH,
BBISIBUTH YPOBEHb YCBOCHMUSI MaTepraiia, cGOpMHUPOBAHHOCTH YMEHHH 1 HABBIKOB

MarepuanbHo-TexHnueckoe ooOecneyenme: [IK, nmocTym B HWHTEpHET, TEOPETUUYECKHUU
MaTepuai, METOINYECKNE PEKOMEHIAllNH

[TamsiTka — CcBOJ KpAaTKUX HACTABJICHUM, IPABWJII, CBEICHUH O YeM-TH00, TIPEMET, CIyKallu i
HartoMuHaHueM. OHHU COCTaBIIOTCSA Ha PasHbIE TEMBl U JUIA PAa3HBIX JIIOACH, HO, HECMOTPS Ha HX
MHOTr000pasue, CylecTByeT 00U MOps 0K 0(OPMIICHUS TAMSITKU.

Camoe riaBHOE — YETKO OINpEAeNuTe 1elb, 3a7adyy U TeMy, I10 KOTOpOH Bbl Oynere aenarb
namaTky. OHa 10oskHa OBbITh MOCBAIIEHA KOHKPETHOMY BOIIPOCY M HE KAacaThCsl APYTUX TEM.

C uenpto co3maHus NaMITKH, Mojdopa HEOoOXOoIuMOW HHGOPMALUHU M CBEACHUNW MOXKHO
UCII0JIB30BATh UHTEPHET, OMOIMOTEKY. BBl TOKHBI OBITH YBEPEHBI B IOCTOBEPHOCTH U aKTYalIbHOCTH

12



uH(OpMaLNK, UCIIOIB3YEeMOM B MmaMaTke. He cTOUT BKIIIOYATh B MaMSTKY CBEACHMUS, BBI3bIBAIOIIUE Y
Bac COMHEeHUs. BeiOupaiite ToJIbKO TO, 4TO Haubosee MOIXO0AUT IO TEME.

CoOpanHblii BaMH MaTepHal MOMJICKUT TIIATEIbHOU 00paboTke. Heo6xoammMo MakcuManbHO
COKpaTUTh €ro, MCKJIIOYMB Bce HeBaxHoe. M3mararh wHboOpManuioo jydiie 4YETKUMU, EMKUMU U
KOpPOTKUMH (ppa3zamMu — 310 yiyuiaeT e€ 3anomMuHaHue. COKpaléHHbIe TPEIIOKEeHUsT HE JOIDKHBI
MOTEPATh CBOW CMBICH. JIMHHBIE TPEUIOKEHUS JIydlie pa3dOuTh HAa HECKOJIBKO KOPOTKHX. Takas
uHdopmanus no GopMe U3IOKEHUS IOKHA ObITh JIOTHYHOMU, SICHON (TOHSATHOMN), IO COJEPKAHUIO
OTJIMYAThCd OPUTHHAIBHOCTBIO M 3aBEPUIEHHOCTHIO. TeKcT NoikeH ObITh 0e3 opdorpaduueckux
O OOK.

[TamaTky MOXHO O(GOPMUTH KaK KHUXKEUKY (OpOILIIOPY) UK KaK OAUH JUCT A4, CI0XKEHHBII
BJIBOE, 3TO 3aBHCUT OT 00BbEMa Balllero MaTepuana.

[Ipu co3maHuM MaMATKH >KENaTelbHO NPHUACPKUBATHCS TOM I[BETOBOM TIaMMbl, KOTOpas
IPUHATA B BallleM yupexaeHuu. Jlomyckaercss pa3MellieHue Ha JIUI[EBON CTOPOHE MaMSTKH JOroTUIa
yupexaeHus. Ho He crout menars 00710KKY OUEHB SIPKOM, MOKETE JTaske 0(QOPMHUTH €€ B UepHO-0esIoM
BapuanTe. CTpaHHIIBI I€1eCO00pPa3sHO OCTaBHTH OENOro IBETa, HO JIOIMYCKAETCS HCIIOJNBb30BAaHUE
1uBeTHOW Oymaru (ONeAHO-PO30BBIN, ONEAHO-3€MEHBIM M T.[.), YTOOBI TEKCT JIETKO 4YHTalcsi. B
HEOOXOIMMBIX ClTydasix 100aBbTe MIUTIOCTPATUBHBIN MaTeprali (Tabiauiisl, poTorpaduu, CXeMbl U T.II.)
MOAXOMAIIME IO TeMe MamsaTKu. YuTaTenu cHayana OOBIYHO NPOCMATPUBAIOT KAapTUHKU U
BBIZICTICHHBIE (parMeHThl TeKcTa. VMHorja Ha OCHOBAaHMU MEPBOrO BIEYATIECHUS NPUHUMACTCS
CIIeyIOIIee PEIICHNE: YN TaTh BHUMATEIBHO HIIH HET.

OO0noxKa MaMsTKH TOJKHA COAEPKaTh cBeleHUs 00 aBTope (MOJHOE Ha3BaHUE YUPEKICHUS),
3aryiaBue (BbIpaXkarolllee OCHOBHOE cojep)kaHue paboTbl, €€ CyTb, HJCI0), Jajee CleayeT
IOCJIEZIOBATEIbHO M B JOCTYMHON Qopme H3I0KEHUE CcBeleHUuN (MHdopManus, HHCTPYKIUS,
HalOMHHAHUE U TIP.) MOATOTOBJICHHBIX BAMHU 110 TeME NaMATKU. B KOHIIE Ha/I0 yKa3aTh TOUHBIHM agpec
YUPEXIEHUS U KOHTAKTHBIN TenedoH.

[Tamsitka MOXeT OBITh HCIONIB30BaHA KakKk CHOcO0 TPEIOCTaBJICHUS ONpPEnenEHHON
uH(pOpMalNK [T KIMEHTOB, a TaKXKe MPU3BaHa 0Ka3aTh MOMOIIb CTIEIIHANCTaM BaIleTO YUPEKACHUS
(maér anropuT™ NEHCTBUM, KPYT 00S3aHHOCTEH, ITEPEYCHb COBETOB).

3aganue:

PazpaboraTh namsTKy Ha TeMy «3aluTa paBa COOCTBEHHOCTH Ha apXUBHBIE JOKYMEHTBI JUIs
COOCTBEHHHMKOB JIOKYMEHTOB, XpaHSIIINXCS B ApXUBAX.

CamocrosrensHas padora Ne 8

HaumenoBanme: [lonoxeHue o0 apxXxuBe oOpraHu3alliy, OCHOBHBIE 33Ja4yd, HallpaBJIEHUS
JeATEIbHOCTU ¥ (PYHKIIMH apXHBa.

Leab padoThI: OCYHIECTBUTH KOHTPOJb OOyY€HHs, NMPOJODKUTh CHCTEMAaTHU3aLUI0 3HAHMM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepuaia, ChOPMUPOBAHHOCTH YMEHUW 1 HABBIKOB

MaTrepuaibHO-TeXHUYECKOe oOOecmedeHHe: TETpaab Ul CaMOCTOSTEIbHBIX padoT, pydka,
TEOPETUYECKU I MaTepUall, JOCTYIl B UHTEPHET, METOAUUECKUE PEKOMEHJALUU

3ananue:

N3yunTh npuMepHOE TOJOXKEHHE 00 apxXuBe OpraHu3allli, YTBEP)KIEHHOE IPHUKa30M
@enepanibHOro apxuBHoro arerrcrsa ot 11 ampens 2018 roma N 42, mepelins 1o CCbUIKE
https://docs.cntd.ru/document/542622369?marker=65001L , BEITOJHUTE 3aaHUS:

1. CocTaBUTh CXeMy 3TaroB pa3pabOTKH MOJOKEHHUS;

2 JlaTh XapakTepUCTUKY COCTaBa JOKYMEHTOB apXHBa;

3. 3anucarb OCHOBHBIE 3a/1a4M U QYHKIIUH apXUBa OPraHU3al1u;
4 JlaTh mosiCHEHU K IIpaBaM apXuBa OpraHU3aIuu.

CamocrostenbHas padbora Ne 9
HaumenoBanue: CocTaBieHHe CIIUCKA IOKATbHBIX HOPMAaTHBHBIX JOKYMEHTOB apX1Ba.
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Leab padoThI: OCYIIECTBUTH KOHTPOJb OOYYEHHUS, MPOJOJIKHTh CHCTEMATH3AIMI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHHUSI MaTepralia, CPOPMHUPOBAHHOCTH YMEHHI U HABBIKOB

MaTtepuajabHO-TeXHUYECKOE ofecnedeHHe: TETpaab Ui CaMOCTOSTEIBHBIX padoT, pydka,
TEOPETUUYECKH I MaTeprall, MeTOIMYeCKAE PEKOMEH Il U .

[Tepeunu (civicku) OBIBAIOT:

e IpOCMmble, T.€. COCTOSIINE M3 OJHOT'O YPOBHS WICHCHUS TEKCTA,

e cocmasnble, BKIOYaomue 2 1 6oyee ypoBHEH.

OT r1i1yOMHBI 4YJCHEHHS 3aBUCUT BHIOOp CHMBOJIOB, KOTOpBIE OYyAyT HpEaBapsTh KaXKAbIH
anmeMeHT cmucka. Ilpum odopmileHMH TPOCTHIX TepeyHeld MOXKHO MCIOJIB30BATh CTPOUYHBIC
(«maneHnbkue») OyKBbI, apadckue HUGPbI UIH TUPE.

l'opasno crmokHee OOCTOMT JIENI0 C COCTaBHBIMU IEPEYHSAMH. 3arojIOBKU MEPBOTO U BTOPOTO
YpOBHEW Hauunarwmesa c 3a21a8Heix OYK6, a 3ar0JOBKH MOCIEAYIONIUX YPOBHEU — cO cCmpoyHblX. ITO
MPOUCXOAUT MOTOMY, UTO IOCJIE PUMCKUX M apadckux (6e3 cko0ok) mudp mo mpaBuiamM pyccKOro
S3bIKA CTABUTCS TOYKA, a MOCIIE TOYKH, KaK BCE MBI IOMHUM C HAYaJIbHOW IIKOJIBbI, HAUMHAETCS HOBOE
MpeaIo)KeHre, KOTopoe MuIiercss ¢ 3ariaBHo OykBbl. [locie apabckux nudp co ckobkamu u
CTPOUYHBIX OYKB CO CKOOKaMH TOYKH HE CTABUTCS, MO3TOMY IOCIEAYIOMIMNA TEKCT HAUYMHAETCS C
MasleHbKO# OykBbI. IlocienHee monokeHUE, KCTaTH, OTHOCHTCS M K THpPE, TOCKOJIBKY TPYAHO
MpEeCTaBUTh ce0e coueTaHue THUPE C TOUKOM MOCIIe HETO.

OOpaTtuTe BHUMaHHE Ha 3HAKU NPENUHAHUA 8 KOHYe 3aT0JIOBKOB IEpPEUHs, a TaK)Ke B KOHIIE
CIIOB ¥ CIIOBOCOYETAHHI B €0 COCTaBeE.

Ecnu 3aronoBok mpeamnonaraer mocjenyromiee 4JeHEeHHue TeKCTa, TO B KOHIIE HEro CTaBUTCSA
JIBOETOYHE, €CJIU XK€ MOCIEAYIOIIEro YWICHeHHs He OyeT, CTAaBUTCS TOUKA.

[Ipumepsr:

[. Heaeplaabrioe snakoeme undopsMaiuoiise cucmemn Heioaerd
SRR RN,
L. Onmuko-KuHECIEMUNECK VIO 3HAKOBVIO UHBOPMAWLONKVG CHCMEMY,
K KOMGPON GmHOCARICH !
1} smusira,
2} nanmoMuMuKa,
3) mcecmm,
4} noza wm.d,
2. Busyaishyio 3naxosyio cucmemy, komopas exiaovaem & cels dge
DMHOCHIMEABND CAMOCITORMEALHNE URGOPMALNONNBE CHCITEMb!
1) asmi azeanda:
a} HAnPAGIEHHOCHTL @320904a,
1) een Vemoyuaocs,
&) HPOdeINCHIETbHOCHTE U m.d.;
2} A3mK 20a3:
al ghowye,
[ @ - )} deuscenue.

I i onpedeienun noMewenun & do2osape Viaiams:
1.1 Adpec mecmonaxoxcdenus 3oanus.
1.2 [Maowgads nostelgeriis,
1.3, Hudusudyasuzupyrome noMeienie npuziaK.
1.3.1. Homepa komuam.
1.3.2. Omdeaxy xomuam u m.d.

3aganue:
CocTaBbTe COCTaBHOM CITHUCOK JIOKAJIbHBIX HOPMAaTUBHBIX IOKYMEHTOB apXHBa.
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CamocrositenbHas padora Ne 10

HaumenoBanme: M3ydenne MeTOAMYECKUX PEKOMEHIAIMNA 1O OpraHu3aluu PadOThI
pailoHHBIX (TOPOJICKHUX) apXUBOB.

Heab pabdoThi: OCYHIECTBUTH KOHTPOJb OOyUYEHHUS, MPOJODKUTH CHCTEMATH3aIlMI0 3HAHUU,
BBISIBUTH YPOBEHb YCBOCHHU S MaTepHalia, CPOPMHUPOBAHHOCTH YMEHU U HABBIKOB

MarepuajbHO-TEXHHYECKOe O0ecleyeHue: TeTpaab IJIs CaMOCTOSTEIbHBIX PaboT, pydka,
TEOPETUYECKU I MaTepruall, JOCTYIl B UHTEPHET, METOJUYECKHE PEKOMEHAALIUN

3aganue:

1. Wsyuute «Meronnueckue pekoMeHanuu K I[lpaBuimam opraHuzanuu XpaHEHUs,
KOMIIJICKTOBAHUSI, Y4€Ta U UCIIOIb30BaHMS JOKYMEHTOB ApxuBHOro ¢oHaa Poccuiickoit denepanuu u
IPYTUX apXWUBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX W MYHUIIMNAIBHBIX apXHBaX, My3esx
u OumbnmoTekax, Hay4HBIX oOpraHusanusx»: https:/archives.gov.ru/documents/methodics/2021-
recommendations-pravila.shtml.

2. CocraBbTe TaOMUIBI, CXEMBI 10 OPTaHU3ALHUH PaOOTHl PAOHHBIX (TOPOACKHX) apXUBOB C
MpeACTaBIEHHBIMU B METOJUYECKUX PEKOMEH AIUSAX PUMEpPaMH.

CamocrosrenbHas padora Ne 11

HaumenoBanue: CooOmienune Ha TeMy «Pa3BuTHe cripaBoYHO-TTOMCKOBBIX ccTeM B Poccumny

Leab padoThbl: OCYHIECTBUTH KOHTPOJb OOyU€HUs, NMPOJODKUTH CHCTEMAaTHU3aLMI0 3HAHMM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHalia, CQOPMHUPOBAHHOCTH YMEHHUH U HABBIKOB

MarepuainbHO-TeXHHYeCKOe olecnedeHHe: TETpajb IS CaMOCTOSITETBHBIX paboT, pyuka,
TEOPETUYECKUI MaTepUall, JOCTYIl B UHTEPHET, METOAUYECKUE PEKOMEHIALUU

MeTtoauyeckne peKOMeHIALMM:

Coo0mienre — 3TO KpaTKOe U3JIOKEHUe, MPU 3ToM B EMKOU (opMe, mepenaromiee ACHYO U
4éTKyl0 cyTb uHpopmanuu. Ilumercs B Qopme KpaTkoro JoKjiIaga W HE HUMEET H3IUIIHUX
XYJOKECTBEHHBIX 000pOTOB U cioBocoueTaHui. OCHOBHas 3ajgadya COOOIIEHUS JIOHECTH
orpeeNeHHYI0 HHGOPMAIIUIO, HE BBIXO/IS U3 PAMOK 3aJJaHHOM TEMBI.

Odopmiienne cood1eHust

Huxorna nanHblii THI COYMHEHHUs] He ObIBaeT TPOMO3AKMM. B oTian4He OT KiIacCHYecKUX
COYMHEHHH, TAaKOM TEKCT He AOMYCKaeT ATMHHBIX COOOLICHUH ¢ KPACHBBIMU, IPKUMU STTUTETAMU.

IMumem npaBuiabHo. OGopMIIsis COOOIIEHIE, HYKHO TIOMHUTD O CIIEIYIOLIEM:

e MooicHo ucnonvzoeamu 07151 RPUTLOHCEHUSL PUCYHKU U CXeMbl, eCllu OHU OMHOCAMCA K meme;

e Boidenume 2nasnyio ungopmayuro, u npocieoume, Yunmoodwvl meKcm umesl Yemkyo memamuxy,

e He ucnonv3ytime mepmMuHos u cios, KOmopbule 8am He NOHAMHbL.

[Ipu >TOM OYEeHb BaXHO XOPOUIO M3YyYUTh 33JaHHYI0 TEMY, MPOYUTATh Y4YEOHYIO WM
METOJMYECKYIO JINTEPATYDPY.

XKenarenbHO HCNOIB30BaTh A7 PabOTHI Cpa3y HECKOJIBKO HMCTOYHMKOB — 3TO IO3BOJUT
c/ienaTh COOOIIEHUE OTHOIEHHBIM U IMOJTHBIM.

IHopsinok padoTsl

o M3yuenue memvl, no0OOp numepamypol;

o TwjamenvHoe uzyueHue Mamepuanos O mozo, 4moosl He 0enams J1eMEeHMAPHbIX OUWUOOK,

e Buioenume camoe enagnoe, umo omHOCUMCA K 3A0AHHOU meMamuxe;

e Cocmasvme noopooOHbll NOIMANHLIU NIAH COOOWEHUS,

o Hanuwume no nynkmam njiana cam mexcm.

Ecim  Tema  cOBepIIeHHO  HE3HakoMa, TO,  BO3MOXHO, OyJeT  aKTyaJbHBIM
MIPOKOHCYJIbTUPOBATHCS C MPENOIABATEIIEM.

Ecnu moTtoM mpuaercs yuTaTh COOOLICHHE B ayAUTOPHHU Y JOCKH BCIYX, TO HYXKHO XOPOIIO
MOATOTOBUTHCS, U IOCTApPaThCs HE IMPOCTO IPOUYUTATh C JHUCTA, a [0 NMaMATH IepecKa3aTb OCHOBHYIO
CYyTh TEKCTa, MCIOJbB3ys AKTUBHO [UIs IMOJAYEPKHMBAHUS OCHOBHBIX HaHHBIX WM LUdp 3apaHee
BBIITMCAHHBIE HA JIOCKY JIaHHBIE.
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Il1an coo0meHus
[1nan cooOmeHust 0ObIYHO TOCTATOYHO IPOCT B CUITY PUPO/IbI JAHHOT O THIIA TEKCTA!

4. Bcemynnenue, 20e pacckasviéaemcs OCHOBHASL MbICIb NO meMe;

5. OcCHO6HOIl meKCcm ¢ pasmblulienuem Ui OQUYUATbHBIMU U3YYEHHBIMU OAHHBIMU,
6. 3aknrouumensvHas 4acmy ¢ b1600AMU NOCE HANUCAHUS pAOOMb.

3aBepuienue

[To 3aBepuieHUU pabOTHI HaA COOOLICHHMEM HYXHO €ro MepeduTarh, YTOObI M30aBUTHCSA OT
JUIIHUX SMHUTETOB, CIOKHBIX CIIOBOCOYETaHHH W 00OPOTOB. DTO KaK pa3 TOT CIIy4aid, KOT/1a MOXKHO
mrcaTb KpaTKo U IO CYTH, oe3 JOIIOJIHUTCIBHBIX OIMCAaHUU U KpaCHUBBIX CJIOB.

3aganue:

Hamwmcare coobmenne Ha Temy: «Pa3BuTue crnpaBOYHO-TIOMCKOBBIX cHCTeM B Poccumy.
JlmuTenbHOCTh cOOOIeHUs 4-5 MUHYT.

CamocrositenbHast padora Ne 12

HaumenoBanue: Pa6ora ¢ ['OCT 7.51-98 Kaproukum isi KaTaJloroB H KapTOTEK.
Karanoru3zanus B u3nanuu. Cocras, CTpyKTypa JaHHBIX U U3/1aTENILCKOE O(hOopMIICHHE.

Heap padoThl: OCYIIECTBUTH KOHTPOJb OOyuY€HHUs, MPOJODKUTh CHCTEMATH3alMI0 3HAHUU,
BBISIBUTH YPOBEHb YCBOEHUSI MaTepHalia, CPOPMUPOBAHHOCTH YMEHUI U HABBIKOB

MaTtepuaibHO-TeXHUYECKOe oOecnedeHHe: TETPaab Ul CaMOCTOSTEIBHBIX paboT, pyuka,
TEOPETUYECKUI MaTepual, JOCTYIl B MUHTEPHET, METOAUUECKUE PEKOMEHIALUU

3aganue:

W3yunte  mexrocymapctBeHHbli  crangapt [OCT  7.51-98  https://ruOkOp.pd/wp-
content/uploads/laws/1200004277.pdf

OTBeThTE NUCBEMEHHO Ha CJICAYHOIINEC BOIIPOCHI:

1. [lepeuncnute 00s3aTeNbHbIE JIEMEHTHI OMONIHOTrpadUecKOi 3aMCH KapTOUKH;

2. I'me Ha KapTOYKE pa3MEIIAlOT CBEIEHUS O s3bIKE JOKYMEHTAa M HANMEHOBAaHUE CTPAHBI,
e OH ONyOJIMKOBaH,;

3. MoxHO 1 pazmeniath OuOIrorpaduIecKyo 3auch Ha HECKOIBKUX KapTouKax?

4. KakoBsI pazmepsl kapToukn?

S. Ocdopmute npumep OQOpPMIECHHUS KapTOUYKH LIEHTPATIU30BAaHHOW KaTajloru3aluu
(npunoxenue b);

6. Odopmute mpumMep ohOpMIICHHST MaKeTa aHHOTUPOBAHHOW KapTOYKH, ITPUBOIUMOTO B

u3naHuu (mpuioxenue B).

CamocTosrenpHas padora Ne 13

HaumenoBanme: [loxknan no temam: Co3gaHue COBPEMEHHBIX apXUBHBIX CIIPABOYHUKOB Ha
ocHoOBe AuQdepeHInpoBaHHOTO M0AX0/1a; [IpeacTaBieHre HayYHO-CIIPaBOYHOT O arapara apxuBOB B
9NEKTPOHHOM cpenie; [lonsaTre u cTpykTypa Hay4yHO-CIIPaBOYHOIO alIapara K JOKyMEHTaM apXUBHOTO
¢donna Poccuiickoii denepannu; Yka3arein Kak caMOCTOATENIbHbIE apXUBHBIE CIPABOYHUKH.

Leab padoTbl: OCYIIECTBUTH KOHTPOIb OOyUEHHS, MPOJOJDKATh CUCTEMATU3AIlUI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOEHUS MaTepuaia, chOpMUPOBAaHHOCTH YMEHU I U HABBIKOB

MarepunanbHo-TexHnueckoe odecnedyenne: IIK, nocTtym B HHTEpHET, TEOpPETUUECKUM
MaTepuaj, METOINYECKUE PEKOMEHIalluH

MeTtoauyeckne peKOMEHIANMH 110 HAIMCAHMIO JOKJIAJa.

Jloknmaa, Kak BHUJ CaMOCTOATENBHOM paboThl B y4yeOHOM mpoliecce, CIOCOOCTBYET
(OpMHPOBAHUIO HAaBBIKOB HCCIIEOBATENIBCKOM pabOThI, paclIMpsET 103HABATEIbHbIE HHTEPECH, YUUT
KPUTUYECKU MBICIIUTD.

[Ipn HamucaHuu AOKJIaga MO 33JaHHON Teme OOy4aroIIMiCs COCTaBISEeT IJIaH, MOJOMpacT
OCHOBHBIE HICTOYHHUKH.
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B nporecce paboThl ¢ HCTOUHUKAMU CUCTEMATH3UPYET MOIyYCHHbBIE CBE1E€HU S, 1€71aeT BHIBO/IbI
1 00001IeHUSI.

K noxnanay mo kpynHoW TeMe MOTYT MPUBJIEKATh HECKOJIBKO 00YUaloIMUXCsl, MEXTy KOTOPBIMU
pacnpeenstoTCsl BOMPOCH! BRICTYIIIICHUSL.

Br100op Tembl 10KIa1a

2.1. Tematnka mOKJIaga OOBIYHO OMPEAEISETCS MPENOoJaBaTeieM, HO B ONMPEICICHUU TEMbI
MHUIIUATUBY MOXKET MPOSIBUTH U 00yUAIOIIUKCSL.

2.2. Tpexne yem BBIOpaTh TeMy JOKJIaga, aBTOPY HEOOXOJMMO BBHISBUTH CBOW HWHTEpEC,
OTpenenuTh, HajJ Kakol mpoOiemMol OH XoTen Obl mopaboTtaTh, Oonee TIyOOKO €€ H3yUYUTh.
3. OTanbl padoThl HAJ JOKJIATOM

3.1. ®opMmynupoBaHKE TEMbI, IPUYEM OHA JOJDKHA OBITh HE TOJBKO aKTyaJIbHOH IO CBOEMY
3HAYEHHI0, HO U OPUTHHAIIBHOM, UHTEPECHOM MO COACPIKAHUIO.

3.2. Ilonbop u U3yyeHUe OCHOBHBIX MCTOYHHKOB MO TeMme (KaK MpaBUIIBLHO, IPH pa3paboTKe
JIOKJIa/1a UCTOJIb3yeTcsl He MeHee 8-10 pa3TuyHbIX HCTOUHUKOB).

3.3. CocTaByieHHE CIUCKA UCTIOJIb30BAHHBIX HCTOYHUKOB.

3.4. O6paboTka 1 cucremMaTu3anus uHGopMaLy.

3.5. Pa3zpaboTka miaHa J0KJIaja.

3.6. Harmucanue noxinana.

3.7. IlyGnuuHoOe BBICTYILIICHUE C PE3yIbTaTaMU UCCIIEIOBAHMSL.

4. CTpyKTYypa 10KJIajaa:

- TUTYAbHBIN JHCT (M. TIpuiokenne).

- OTJIaBlIeHUE (B HEM MOCIIEJ0OBATEILHO H3IaraloTCs Ha3BaHUS TyHKTOB JIOKJIA/a, YKa3bIBAIOTC S
CTPAHUIIBI, C KOTOPBIX HAYMHACTCS KaXKIbIA yHKT);

- BBeneHue ((opMylnupyeT CyTh HUCCIEIyeMOoil mpobiemMbl, 00OCHOBBIBAETCS BBHIOOP TEMBI,
OMpPENENAIOTC €€ 3HAYMMOCTh MU aKTyalbHOCTb, YKAa3bIBAIOTCSA LE€Nb W 3aJaud JOKJANa, JAeTCs
XapaKTEPUCTUKA UCIIOIB3YEMOU JINTEPATYPHI);

- OCHOBHAas 4acTh (KaXIblil pa3zien ee, T0Ka3aTelbHO PAacKpbIBas OTAEIBHYIO MPOOIeMy HITH
OJIHY U3 €€ CTOpPOH, JJOTMYECKU SIBJIACTCS MPOAOHKEHUEM MPEIbIAYIIEro; B OCHOBHOM 4acTH MOTYT
OBITH MIPECTABIICHBI TAOIULIB, IPAPUKH, CXEMBI);

- 3aKkiroveHHue (MOABOIATCS UTOTHM WM JaeTcs OOOOIICHHBIM BBIBOJA IO TeMe AOKIAAa,
NpeiaraloTcsi PEKOMEH Ialliu );

- CIIMCOK MCMOJB30BaHHBIX HICTOYHUKOB.

5. CTpykTypa u cojep:KaHue T0KJIaa

5.1. BBeneHue — 5TO BCTYNUTENIbHAS YacTh HAYYHO-MCCIEIOBATEIBCKOW pPabOTHI. ABTOP
JNOJDKEH MPHIOKHUTh BCE YCHJIMSA, 4YTOOBI B AITOM HEOONBIIOM IO 00beMy paslerne IO0Ka3aTh
aKTyaJbHOCTb TEMbl, PACKPbITh MPAKTUUECKYIO0 3HAUMMOCTb €€, ONPEACNHUTb ILeIU U 3aJa4u
SKCIEPUMEHTAa WJIH €0 (pparmeHTa.

5.2. OcHoBHas 4acTh. B Heil packpbiBaeTcs conepkanue nokiana. Kak mpaBuiio, ocHOBHas
4acTh COCTOMT M3 TEOPETHMYECKOTO M MPaKTHYECKOro paszneiaoB. B Teoperudeckom paszzene
PACKpBIBAIOTCSI UCTOPUS U TEOPHUSI UCCIIEyEMOMN MPOOJIEMBI, TAETCSl KPUTUUECKUI aHAIN3 TUTEPaTypP bl
Y TTOKa3bIBAIOTCS MMO3UIINHU aBTOPA.

B nmpakTuyeckoM paznene u3IararoTCs METOAbI, XOJ, U PE3YyJbTaThl CaMOCTOSTEIBHO
MPOBEACHHOTO IKCIICPUMEHTA Wi (hparMeHTa. B OCHOBHOI 4acTH MOTYT OBITh TaK)Ke TTPEIICTABICHBI
CXEMBI, TUarpaMMsbl, TAOIUIIbI, PUCYHKH H T.J.

5.3. B 3aKjIW04YeHHH COACPKATCSA UTOTH PaOOThI, BBHIBOJBI, K KOTOPHIM MPHUIIEI aBTOp, U
peKoMeHAAaUMU. 3akiloueHue JODKHO OBITh KpaTKUM, O0s3aTeIbHBIM M COOTBETCTBOBATH
MOCTABJICHHBIM 33/1a4aM.

5.4. CHHCOK HCHOJb30BAHHBIX HCTOYHHKOB  IIPEJCTABIsACT CcOOOW  mepeyeHb
W CIIO0JIb30BAHHBIX KHUT, CTaTel, paMUIIUK aBTOPOB MPUBOJATCA B a1 aBUTHOM MOPSAKE, IPU 3TOM BCE
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UCTOYHUKHU JAIOTCA MOJ oOmeil Hymepalued nutepaTypbl. B HCXOOHBIX JAaHHBIX HCTOYHHKA
yKa3bIBalOTCA ()aMUIINS U MHUIIHAIIBI aBTOPA, Ha3BaHUE PabOThI, MECTO M 'O/l U3JAHMUSL.

5.5. Ilpuiokenue K A0KJIaay oGOpMIISIIOTCS HA OTAEIBHBIX JIMCTAX, IPUUYEM KaX10€ JI0JIKHO
UMETh CBOM TEMaTHYECKHWH 3arojoBOK M HOMEp, KOTOpBIM MHUILETCS B IMPaBOM BEPXHEM YTIIy,
HanpuMep: «IIpunoxenue 1».

6. TpedoBaHusi kK 0()OPMJIEHUIO TOKJIA/IA

6.1. OOveM poKIama MOXET KoyiebaThCs B Tipedenax 5-15 TmedaTHBIX CTpaHUIl; BCE
MIPHJIOXKEHU S K paboTe He BXOJAT B €€ 00BEM.

Jloknan pomkeH OBITh BBIMOJHEH TPaMOTHO, C COONIOACHHEM KYJIbTYpbl H3JI0KEHHS.
OO0s3aTenbHO JTOMKHBI UMEThCS CCBHUJIKM Ha HCIOJIB3yeMylo JuTepatypy. [JomxHa ObITh coOmroaeHa
MOCJIEIOBATENILHOCTh HAMMMCAHU s OnOIOrpadmuecKoro anmnapara.

Kpurepun ouneHku gokjiaga

- aKTyaJIbHOCTh TE€MbI UCCIIEIOBAHUS,

- COOTBETCTBHE COEPKAHUS TEME;

- I1yOrHa MpopaboTKU MaTepraa; MpaBUIbHOCT U TTOJIHOTA UCIOJIb30BAHUS HCTOYHUKOB;

- COOTBETCTBHE O(OPMIICHHS JAOKJIa/1a CTaHAApPTaM.

ITo yeMoTpeHnuto npenoaBaTesns JOKJIagbl MOTYT ObITh IIPEICTABICHBI HA CEMHHAPAX, HAYYHO-
MPaKTUUYECKUX KOH(EPEeHIHAX, a TaKKe HCIOJIb30BAThCAd KaK 3adeTHbIE PadOThI MO MPONJIECHHBIM
TEMaM.

Hecko/bK0 coBeTOB 0 TOM, Kak 0j1ecTsiie BHICTYNMTH Nepe/ ayAnTOpPHei.

e [IpoAOmKUTENBHOCTh BBICTYILICHHSI 00bIYHO He mpeBbimaet 10-15 munyt. [TosTomy mpu
MO/ATOTOBKE JIOKJIAJA U3 TEKCTa pabOThl OTOMpPAETCs caMoe TJIaBHOE.

e B noxnane nomkHO OBITH KPaTKO OTPak€HO OCHOBHOE COZEpKaHUE BCEX IJIaB U pa3zieiioB
UCCIIEIOBATENLCKOM paboTHI.

e 3ayunTe 3HaYCHHE BCEX TEPMUHOB, KOTOPbIE YIOTPEOIISAIOTCS B IOKJIAIC.

» He GoliTech ayAuTOpHY — BalllM CIyIIATENN JAPYKECKH HACTPOEHBI.

e BricTymnaiiTe B MOJIHOM TOTOBHOCTH — BJAJEiTe TEMON HACTOJBKO XOPOIIO, HACKOIBKO 3TO
BO3MOXHO.

o CoxpaHsiiTe yBEpEHHBIN BUJ — 3TO JEHCTBYET HA Ay JUTOPHIO U IIPEMOIaBATENEH.

o JlenaiiTe may3bl Tak 4acTo, Kak CYMTaeTe HY>KHBIM.

e He Toponiutecy u He pactsaruBaiite ciaoa. CKOpOCTb Balled peun A0JKHA ObITh TIPUMEPHO
120 c10B B MUHYTY.

o [TomymaiiTe, Kakue BOMPOCHI BaM MOTYT 3aJaTh CIYyIIATeNH, U 3apaHee cPopMyIHpynTe
OTBETBHI.

eEciin BaMm HyXHO BpeMs, 4TOObl coOpaTbcsi C MBICHSIMH, TO, HAJIM4YME 3apaHee
MOATOTOBJICHHBIX KapT, CXeM, Auarpammsl, (ororpaduu u T. 1 HOMOXKET BaM BBIUTPATh IPArOLleHHOE
BpeMmst 111 GOPMYITMPOBKH OTBETA, @ HHOTAA U IACT TOTOBBIN OTBET.

3aganue:

B cooTBercTBUM € METOAMYECKMMHM pEKOMEHAALMSAMM HamMcaTbh JOKJIAad Ha TeEMy,
pacnpeeNIeHHYO0 110 BapuaHTaM:

Tema moxiama [TepBas OykBa
(hamunu

Co3nanue  COBpPEMEHHBIX  apXMBHBIX  chopaBouHMKOB Ha ocHoBe | A, [, U, H, C, X, I1]
JudbepeHIIMPOBAHHOIO MOIX01a

[IpencraBnenne HayyHO-CIIPaBOYHOTO ammapara apxuBoB B anektponHoi | b, E, K,O, T, I, O
cpene

[lonarue u cTpykTypa Hay4dHO-CIIpaBOYHOro ammapata K nokymentam | B, K, JLIL VY, Y, IO
apxuBHOT0 (hoHa Poccuiickoit denepanuu

YKazateaud KaK caMOCTOSTEIbHBIE apXHUBHEIE CIIPABOYHUKH [3,M,P, &, 11 4
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CamocrositenpHas padora Ne 14

HaumenoBanme: Pa3paboTka HHCTPpYKIHHM 1O Tiepeladye JOKYMEHTOB Ha TOCTOSHHOE
XpaHEHUE.

Heab padoThi: OCYHIECTBUTH KOHTPOJb OOyUYEHHUS, MPOJODKUTH CHCTEMATH3aI[MI0 3HAHUU,
BBISIBUTH YPOBEHb YCBOCHUSI MaTepHala, cOpMUPOBAHHOCTH YMEHUH U HABBIKOB

MarepuajbHO-TEXHHYECKOe O0ecleueHue: TeTpaab IJIsi CaMOCTOSTEIBHBIX pPaboT, pydka,
JOCTYTI B UHTEPHET, TEOPETUUECKHI1 MaTeprall, METOAUYECKUE PEKOMEH AU

3aganue:

Ucnons3ys  «Meroauueckue  peKOMEHAAMM MO  pa3paboTKe  MHCTPYKUMH 1O
NENIONPOU3BOJICTBY B  TOCYAApCTBEHHBIX OpraHax, oOpraHax MECTHOTO CaMOYIpaBICHUS»
https://archives.gov.ru/documents/methodics/2020-recommendations-deloproizvodstvo.shtml,
pazpaboTaiiTe HHCTPYKIIUIO 110 MMOrOTOBKE U IIepeiaue JOKYMEHTOB Ha IIOCT OSIHHOE XpaHEeHUeE.

CamoctosrenbHas padora Ne 15

HaumenoBanue: CoctaBieHne KOHCIIEKTa 1Mo TeMe: M crmonp30Banne JOKYMEHTOB APXHUBHOTO
¢donga PO B uHPOpPMAITMOHHBIX LEJIAX.

Heab padoTbl: OCYIIECTBUTH KOHTPOJIL OOyUEHHS, MPOJOJDKATh CUCTEMATU3AIlUI0 3HAHUU,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHaia, ChOPMUPOBAHHOCTH YMEHU U 1 HAaBBIKOB

MarepuanbHO-TeXHHYECKOEe o0ecnedeHHe: TETpajhb s CaMOCTOSITEIbHBIX paboT, pyuka,
TEOPETUYECKUN MaTepUuall, METOANYECKHNE PEKOMEH Iall 1

MeToanyeckue peKOMeHIaluu:

KoHcnmekT — 3T0 KpaTKoe IMOCIEeA0BATEeIbHOE H3JI0OXKEHUE COJEpKaHUs CTaTbU, KHUTH,
nexkiuu. Ero oCHOBY COCTaBIIAIOT IJIaH TE3M ChI, BBITTMUCKH, ITUTAThl. KOHCIIEKT, B OTJIMYKE OT T€3UCOB
BOCIIPOU3BOJSAT HE TOJBKO MBICIM OPUTMHAJA, HO U CBS3b MEX]ly HUMU. B KOHCIIEKTE OTpakaeTcs He
TOJILKO TO, O YeM F'OBOPUTCS B padOTE, HO U YTO YTBEPKIACTCS, M KaK JIOKa3bIBACTCSL.

B ornuune OT T€3MCOB M BBIMMCOK, KOHCIIEKTHI MPHU 00s3aTebHON KPATKOCTH COJEP’KaT HE
TOJIbKO OCHOBHBIE TIIOJIOKEHUSI U BBIBOABI, HO W (HakThl, U JOKa3aTeNbCTBA, U MPUMEPHI, H
WJLTIOCTPAIUH.

THUbl KOHCTIEKTOB:

1. [1naHoOBBI.

2. TekcTyanbHBIN.

3. CBOOOIHEIIA.

4. TemaTuueckuil.

Kparkas xapakTepucTiKa TUIIOB KOHCIIEKTOB:

1. IlnaHoBBI KOHCNEKT: SBJISSICH CXKATHIM, B (hopMe TIJIaHa, TEPECKa30M MPOYUTAHHOTO, 3TOT
KOHCIIEKT — OJWH U3 HaubOoJiee EeHHBIX, TOMOTaeT JIyYIlle YCBOUTh MAaTEepHall €lle B MPOIECCE ero
u3ydeHusi. OH YUHUT MOCIE0BATENBHO U YETKO U3JIaraTh CBOM MBICIH, paboTaTh HaJ KHUTOH, 00001mIast
coliepkaHue ee B (GopMyIupoBKax IjaHa. Takoil KOHCIEKT KpaToK, MPOCT U SICEH MO CBOeH ¢opme.
DTO [enaer ero He3aMeHUMBIM IOCOOMEM MpH OBICTPON MOATOTOBKE OKJIANa, BBICTYIICHHS.
HenocraTok: mo mpoiiecTBUM BpPEMEHHW C MOMEHTA HAMMCAaHUS TPYIHO BOCCTAaHOBHUTH B TMaMSATH
CoJIep>KaHUE€ UCTOYHUKA.

2. TekcTyaJIbHbINi KOHCIEKT — 3TO KOHCIEKT, CO3JaHHBII B OCHOBHOM U3 OTPBIBKOB
MO/UTMHHHUKA — [TUTAT. DTO MPEKPACHBIN HCTOYHUK JOCTOBHBIX BHICKAa3bIBAHUM aBTOPA U MIPUBOIU MBIX
uM (QakToB. TekcTyanbHbIH KOHCHEKT UCIOJNB3yeTCsl ANuTeNbHOE Bpemsa. HemocraTok: He
AKTUBU3UPYET PE3KO BHUMAHHE U MTaMSTh.

3. CB0OOAHBIN KOHCIEKT MPEJICTaBIIIET COO0M COYeTaHUE BBIMTMCOK, IIUTAT, MHOT 1A TE3UCOB,
4acTh €ro TEKCTa MOXKET ObITh CHaOXeHa IIaHoOM. JTO HanboJiee MOJIHOLEHHBINA BU]T KOHCIIEKTA.

4. TemaTuyeckuil KOHCHEKT jaeT Ooyiee WJIM MEHEE HWCUYCPIBIBAIOIIMNA OTBET Ha
MOCTaBJIEHHBIN Bompoc Tembl. CocTaBieHHE TEMaTUYeCKOro KOHCIEKTa YYUT padoTaTh HaJ TEMOIA,
BCECTOPOHHE 00IyMbIBas €€, aHAIU3UPYS PA3TIMYHbIe TOUKHU 3pEHUS Ha OJJUH U TOT k€ Bompoc. Takum
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0o0pa3oM, 3TOT KOHCHEKT obJierdaer paboTy HaJl TEMOM MpH YCIOBUHU HCIOIL30BAaHUSA HECKOJIBKUX
HCTOYHUKOB.

5. Koncnekr-cxema

VY 1006HO MOJIB30BATHCS CXEMATUYHOM 3aMKChl0 MPoUnTaHHOT0. COCTaBlIeHHE KOHCIIEKTOB -CXEM
CIly’)KUT HE TOJIBKO JJIS 3allOMMHaHMs MaTepuaina. Takas paboTa CTaHOBUTCS CPEICTBOM DPa3BUTHS
CIIOCOOHOCTH BBIJENIATH CaMO€ IJIaBHOE, CYIIECTBEHHOE B yueOHOM Marepualie, KiacCu(UIUpOBaTh
WHOPMAITHIO.

Haubonee pacnpocTpaHEHHBIMH SIBISIOTCS CXEMbl THIA 'TeHeaJloruveckoe aepeBo” u
"maydok". B cxeme "reHeasiorunueckoe epeBo" BBIIEISIOT OCHOBHBIEC COCTABJISIONINE OOJIEE CII0KHOTO
MOHATHS, KJIIOYEBBIE CJIOBA M T. M. U PACHOJIaraloTCs B MOCIEI0BATENbHOCTH ""CBEpXY - BHHU3" - OT
OOIIIEr0 MOHSATHUS K €r0 YaCTHBIM COCTABIISIOIINM.

B cxeme "maydok" 3amuchiBaeTCs Ha3BaHME TEMbl HMJIM BOIPOCAa M 3aKJIKOYAETCAd B OBall,
KOTOPBIA COCTaBJIseT "Teno nayyka'. 3aTeM HY)KHO HNpPOAyMaTh, KAKME U3 BXOIAIIMX B TEMY NOHATUM
SIBJITFOTCST OCHOBHBIMH W 3aITUCaTh MX B CXEME TaK, YTO OHU 00pasyioT "HOoxku mayka'. Jlis Toro
YTOOBl YCHJIMTH €r0 YCTOMYMBOCTD, HY’KHO MPUCOEIUHUTH K KOKION "HOXKKE" KITI0UeBbI€ CIIOBA UIIN
(bpazbl, KOTOpPbIE CIyXKAT OMOPOM IS TAMSATH.

CxeMbl MOTYT OBITH NMPOCTHIMH, B KOTOPBIX 3alHCHIBAIOTCS CaMble OCHOBHBIE MOHSTHS 0€3
oObsicHeHni. Takas cxemMa HCIOJNB3YETCS, €CIIM MaTephal He BBI3bIBACT 3aTPYAHEHUH TIpHU
BOCIIPOM3BECHUH. J[efICTBUS IPU COCTaBIEHUU KOHCIIEKTA - CXEMbI MOT'YT OBITh TAKUMHU

1. ITonGepute GaKThl sl COCTABICHUS CXEMBI.

2. Brimenure cpen HUX OCHOBHBIE, OOIIIE TTOHSTHSL.

3. Onpenenute KIrOUEBbIE CIIOBA, (hpa3bl, TOMOTAIOLIME PACKPBITH CYyTh OCHOBHOT'O OHSTHUS.

4. Crpynnupyiite (pakThl B JOTHIECKOH MOCIET0BATEIBHOCTH.

5. JlaiiTe Ha3BaHUE BBIICTICHHBIM IPYTIIaM.

6. 3aroaHUTE CXEMY JJaHHBIMH.

AJITOPUTM COCTABJIEHHS KOHCIIEKTA:

OnpenenuTe 1eIb COCTABJICHUS KOHCIIEKTA.

Uuras n3ydaeMblil MaTepHual, OAPA3ACIUTE €ro Ha OCHOBHBIE CMBICIIOBBIC YaCTH, BBIICIIANTE
TJIaBHBIE MBICIIH, BHIBO/IBI.

Ecnu cocraBnsiercst miuaH-KOHCIEKT, CPOPMYITHPYHTE €ro MyHKTHI U ONMPEeNuTe, YTO UMEHHO
CJIEyEeT BKJIIOUNUTD B IJIAH-KOHCIIEKT ISl PACKPBITHS KaXKI0T0 U3 HUX.

Haunbonee cymecTBeHHBIE TOJIOKEHHUS W3Yy4aeMOro Marepuaia (Te3uchl) MOCIeI0BATEIbHO U
KpaTKO H31araiiTe CBOMMHU CIIOBAMU UM TIPUBOJUTE B BUJIC ITUTAT.

B KOHCIEKT BKJIIOYAIOTCS HE TOJIBKO OCHOBHBIE IOJIOKEHUS, HO U OOOCHOBBIBAIOIINE HUX
BBIBO/IbI, KOHKPETHBIE (PaKThI U TIpUMEpHI (0€3 TOAPOOHOTO ONTUCAHUS).

CocraBisisi KOHCIEKT, MOXKHO OTJIEJIBHBIE CJI0BA U L€Jble MPEUIOKEHHS ITUCATh COKPAIIEHHO,
BBIIIUCHIBATh TOJIBKO KJIFOUEBBIE CJIOBA, BMECTO LIUTHUPOBAHMS JI€NaTh JIUIIL CCbUIKM Ha CTPaHMUIIbI
KOHCIIEKTHPYEMOU pabOThl, MPUMEHSTH YCIOBHbBIE 0003HAUYEHHUSL.

UroObl (opmMa KOHCIIEKTa KaK MOXXHO OoJjiee HAarsiIHO OTpakaja ero CcojepikaHue,
pacnonaraiite ab3ambl "cTynmeHbKaMu' MOAOOHO NYyHKTaM M TMOANYHKTaM IUIaHa, HpPUMEHSITE
pa3zHo00pa3HbIe CIOCOObI MOTYEPKUBAHUS, UCTIONB3YHTE KapaHJallli U PYYKH Pa3HOTO LIBETA.

CobcTBEeHHbIE KOMMEHTapU U, BOIIPOCH, Pa3AyMbs pacroiaraiTe Ha IMOJIsX.

[IpaBuiia KOHCTIEKTUPOBAHUS:

J171s TpaMOTHOT0O HaNM CaHUsI KOHCTIEKTa HE00X0TUMO:

1. 3anucare Ha3BaHME KOHCIIEKTUPYEMOT'O NMPOU3BEAEHUS (MJIM €r0 YacTH) U €0 BBIXOJH bI€
JTAaHHBIE.

2. OCMBICIUTH OCHOBHOE COZIEPKAHHE TEKCTA, IBAXKIbI TPOYUTAB €TO0.

3. CocTaBUTH IJIaH - OCHOBY KOHCIIEKTA.

4. KoHCHeKTupys, OCTaBUTh MECTO (IIMPOKHE TOJIS) sl AONOJHEHHH, 3aMETOK, 3aliCcH
HE3HAKOMBIX TEPMUHOB U UMEH, TPEOYIOIINX pa3zbICHEHU.
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5. IloMHUTB, YTO B KOHCIIEKTE OTHENbHbIE ()pa3bl U Ja)Ke OTIEJIbHBIE CIOBa MMEIOT Oolsee
BAYKHOE 3HaYCHHE, YEM B TIOJPOOHOM H3JI0KEHUU.

6. 3anuch BECTH CBOMMHU CJIOBAMH, 3TO CIIOCOOCTBYET JIyUILIEMY OCMBICIEHUIO TEKCTA.

7. TlpuMeHSATb OHpENENEHHYI0 CHCTEMY IOJUYEPKUBAHMUS, COKpAIIEHUH, YCIOBHBIX
0003HauEHUH.

8. ColmogaTh TpaBwiia IUTHPOBAHUS - IIUTATy 3aKI0YaTh B KaBBIYKH, JIaBaTh CCBHUIKY Ha
UCTOYHMK C YKa3aHHUEM CTPaHUIbI.

9. HayunTtech monp30BaThCs IIBETOM ISl BBIICICHUS T€X WM UHBIX HHPOPMATHUBHBIX Y3JIOB B
TeKcTe. Y KaXJIOro MBeTa JOJDKHO OBbITh CTPOrO OJHO3HAYHOE, 3apaHee MpeayCMOTPEHHOE
HazHaueHue. Hampumep, ecnu Bbl MOJIB3yeTECh CUHMMM YEpHUJIAMHU ISl 3alIUCH KOHCIEKTa, TO:
KpPacHBIM I[BETOM - MOAYCPKHUBAITe HAa3BaHUS TeM, MUIINTE Hanboyiee BaKHBIE (POPMYJIIbI; YEPHBIM -
[IOJYEepKUBATEe 3arojoBKU IOATEM, mHaparpadoB, W T.JI.; 3€JI€HBIM - JA€NalTe BBIIUCKMU ILUTAT,
HyMepy#iTe GopMyJibl U T.A. J[71s1 BbIeneHns O0IbIION YacTH TeKCTa UCIIONIb3yeTCsl OTYEpPKUBAHUE.

10. Yuurech KiaaccuUIMpOBATh 3HAHHUS, T.€. PACIpeNeNaTh WX IO TpyImmaM, naparpadam,
riaBaM H T.1. Jas pacmpeneneHus MOXKHO MOJIb30BaThCSl OYKBEHHBIMH 0003HAUEHHSIMH, PYCCKUMU
WJIM JIATUHCKHMU, a TaK)Ke [U(PpaMH, a MOKHO UX COBMEIIATb.

[Ipr KOHCTIEKTHPOBAHUHY HYKHO MTOJIb30BATHCS OOPMHUTETLCKUMH CPEACTBAMHU:

1. Jlenath B TEKCTE KOHCIEKTA MOAYEPKUBAH U

2. Ha momsix Terpaay oT4€pKUBaHUs, HAlIPUMEp, BEpTHKAIbHbBIE

3. 3aKki1r04aTh OCHOBHBIE OHSTHU S, 3aKOHBI, IPABUJIA U T. 1. B PAMKH.

4. ITonp30BaThCsl MPH 3aIUCH PA3TMYHBIMU I[BETAMH.

5. Ilucatp pa3HbIMHU MpU(TaAMHU.

6. CTpaHHIIBI TETPAIN U KOHCIIEKTOB MOKHO IIPOHYMEPOBATh M C/IEIATh OTJIaBJICHHE.

3amaHue: COCTaBUTh CBOOOAHBIN KOHCIEKT 110 TeMe «lcnonp3oBaHue JOKyMEHTOB APXUBHOIO
¢onga PO B uHPOPMAITMOHHBIX LEJIAX)» C UCIIOIB30BAHUEM CXEM- (I1AYYKOBY

CamocrositenpHas padora Ne 16

HaumenoBanme: CoolOmienue Ha Temy: «Hampapienus u GopMbl UCTIONTB30BAHUS APXUBHBIX
JIOKYMEHTOBY.

Leab pabdoThl: OCYIIECTBUTH KOHTPOIb OOyYEHHUsS, MPOJOIKUTh CUCTEMAaTU3allUI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUSI MaTeprala, cOpMUPOBAHHOCTH YMEHU I U HABBIKOB

MarepuajbHO-TEXHHYECKOe oO0ecliedyeHue: TETPaab I CaMOCTOSTENBHBIX paboT, pydka,
TEOPETUYECKUI MaTepua, JOCTYIl B UHTEPHET, METOAMYECKHE PEKOMEH AN

MeToanyeckue peKOMeH/IAINHU:

CooOuienne — 3TO KpaTKOe U3JI0KEHUe, MPU 3TOM B €MKOW ¢opMme, mepeaarolee CHYI0 U
yérkyro cyTb uHGpopMmanuu. llumercs B Qopme KpaTkoro JoKjiaga W HE HUMEET H3IUIITHUX
XYZ0XKECTBEHHBIX O00OpPOTOB M  cioBocoueTannii. OCHOBHasg 3ajJada COOOIICHHS JOHECTH
orpeeNieHHYI0 HH(GOPMAIIUI0, HE BBIXO/IS U3 PAMOK 3aJJaHHOM TEMBbI.

Odopmiienue coodmeHust

Hukorna naHHblii THI COUYMHEHUS] HE OBIBA€T TPOMO3AKMM. B OTIMYME OT KJIAaCCMYECKUX
COYMHEHMH, TAKOM TEKCT HE JIOMYCKAET ATUHHBIX COOOIIEHUH ¢ KPAaCUBBIMU, APKUMHU SITUTETAMU.

Iumem npaBuibHO. OPopmitsis cooOIIeHNEe, HYKHO IOMHUTD O CIEAYIOIIEM:

e MooicHo ucnonv3o8amu 018 NPUNIOHCEHUS. PUCYHKU U CXEMbl, eCIU OHU OMHOCAMCS K meme;

e Bvioenume enaguyro ungopmayuro, u npocieoume, Ymoovl meKcm umen 4Yemryo memamuxy;

e He ucnonwv3ytime mepmMuHos u cios, Komopbule 6am He NOHAMHbI.

[Ipy 5TOM OYEHHb BaXHO XOPOIIO H3YYUTh 3aJaHHYIO TEMy, MPOYUTATh YUYEOHYIO WIIH
METOJMYECKYIO IUTEPATypy.

XKenarenbHO HCNOIB30BaTh A PabOTHI Cpa3y HECKOJIBKO HMCTOYHMKOB — 3TO IO3BOJUT
c/ienaTh COOOIIEHNE OJHOIEHHBIM U MOJIHBIM.

IHopsinok padoTsl
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o l3yuenue memol, noOOOP Tumepamypoi,

o TwiamenvHoe uzyueHue Mamepuanos OJis mozo, 4moosl He 0eiams I1eMEeHMAPHBIX OUUOOK,

e Boidenume camoe 2nagnoe, 4unmo OMHOCUMCA K 3A0AHHOU meMamuke,

e Cocmasvme noopoOHbIIL NOIMANHBLU NIAH COOOUeHUSL,

o Hanuwume no nynkmam njiana cam mexcm.

Ecnim  Tema  coBeplieHHO  HE3HaKoma, TO,  BO3MOXHO, OyJeT  aKTyaJbHBIM
TPOKOHCYJIBTUPOBATHCS C TIPETIOAaBATEIICM.

Ecnu motoM mpuaercs yuTaTh COOOIICHNE B ayAUTOPUHU Y JOCKH BCIYX, TO HYKHO XOPOIIO
MTOATOTOBUTRCS, M TIOCTAPATHCS HE MPOCTO MPOUYUTATH C JINCTA, a IO TaMSTH MepecKa3aTh OCHOBHYIO
CYTh TEKCTa, HCIIOJIb3Ysl aKTUBHO Ui TOJYEPKHUBAHUS OCHOBHBIX IaHHBIX WU IU(p 3apaHee
BBINMCAHHBIC HA JIOCKY JIaHHbIC.

Il1an cooO1meHust

[Tnan cooOieHust OOBIYHO TOCTATOYHO MPOCT B CHITY MIPUPO/IbI IAHHOTO TH I1a TEKCTA!

7. Bcmynnenue, 20e pacckasviéaemcst OCHOBHAS MbICb NO MeMe;

8. OcHo6HOIl meKcm ¢ pasmblulieHuem Uil OQUYUATbHbIMU U3YYEeHHbIMU OAHHbLMU,
9. 3aknouumensvHas 4acmy ¢ 8b1600AMU NOCIE HANUCAHUS pAOOMb.

3aBepieHue

[To 3aBepmieHnn paboOTHl HAJ COOOIIEHWEM HYXKHO €ro MepeuyruTarhb, YTOOBl M30aBUTHCS OT
JMIIHUX 3MHUTETOB, CIOXKHBIX CIOBOCOYETaHHI M 000pPOTOB. DTO KaK pa3 TOT CiIydai, KOTra MOKHO
MUCaTh KPATKO | 10 CYTH, 0€3 OMOJIHUTENBHBIX OITUCAHUI U KPACHBBIX CJIOB.

3aganue:

Hanucatp coobmenue Ha Ttemy: «HampaBieHus u  (QopMbl HCIOJIB30BAaHUS apPXUBHBIX
JOKYMEHTOBY. JITNTeNbHOCTh COOOLIEHUS 4-5 MUHYT.

CamocrostenbHas padora Ne 17

HaumenoBanme: BrimonHenne aHanmn3a dQQGEKTHBHOCTH W WHTEHCHBHOCTH MCIIOJIB30BAHMUS
apXWBHBIX TOKYMEHTOB.

Leab padoThI: OCYHIECTBUTH KOHTPOJb OOyYEHHs, MPOJOHKUTH CHCTEMAaTH3alMI0 3HAHH I,
BBISIBUTH YPOBEHb YCBOCHU S MaTepralia, cOOPMHUPOBAHHOCTH YMEHU U HaBBIKOB

MarepuaabHO-TeXHHYECKOe ofecmedyeHHe: TETPaab JUII CaMOCTOATEIBHBIX PadOT, pyuKa,
TEOPETUUYECKHI MaTepual, JMHeHKa, KapaHalll, KAIbKYJIATOP, METOINYECKHE PEKOMEH AN

3ananmue:

Vcnonp3yst naHHBIE TaOJMIIBI, BBIMOJHUTE pacyeThl OTKJIOHEHWW M TEMIIOB MPHUPOCTa
MEpOTIPUATHI 1O WCIHOJIB30BAHUIO APXUBHBIX JIOKYMEHTOB, TIPOAHATU3UPYHTE MOTydYeHHBIC
PE3yJIbTaThl, 3aIUIINTE BHIBOJIBI.

Ne| Hasanue 2019 | 2020 Temm OTtkinonenune| 2021 Tem OTKIOHCHHE
/1| MEPOTIPHUSTHS npupocra, % (+5-) npupocra, % (+7-)
(cT.4/cT.3*%100)-| (cT.4-c1.3) (ct.7/cT.4*%100)-| (cT.7-c1.4)
100 100
1 2 3 4 5 6 7 8 9
g [Beero i35 agg 578
MEPOTIPUSATH I
Bcero
p [TOTBIOBANENCH 11 577201123451 136708
ApXHBHOM
nHbopManuei
g [HMUMATHBHBIX) 1) g1p 141
HGbOpMaI Uit
4 |Crareit 88 91 112
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5 [Dkckypeuii 42 44 74
[loceTuTeneit
6 [UMTaAIBHBIX 475 1456 796
3aJ10B

1 crioTHEHHBIX
15 [coumanbHO-
[TPaBOBBIX
3arpocoB

1 cioTHEHHBIX
16 [rematnueckux [31258 27621 26007
3arpocoB

79995 (82617 80117

CamocrosrenpHas padora Ne 18

HanmeHoBaHHMe: COCTaBUTh IEpEYCHb JTOKYMEHTOB, 3allPEHICHHBIX K BBIBO3Y 3a IPeEAeibl
CTpaHBHI.

Heab padoThI: OCYIIECTBUTH KOHTPOJb OOYyUEHUSs, NMPOJODKATH CHCTEMATHU3AlHUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepuaia, ChOPMUPOBAHHOCTH YMEHU M HABBIKOB

MaTtepuaibHO-TEXHUYECKOE oOfecredeHue: TETpaab Ul CaMOCTOSTEIBHBIX paboT, pyuka,
TEOPETUUYECKHI MaTepHrall, METOTMIECKHE PEKOMEHTAIINH

[Tepeunu (cniricku) OBIBAIOT:

e npOcmple, T.€. COCTOSIINE M3 OJHOT'O YPOBHS YWICHEHUS TEKCTA,

e cocmaenble, BKItoUaromue 2 u 6oiee ypoBHEH.

OT rayOMHBI YIGHEHHS 3aBUCHT BHIOOP CHMBOJIOB, KOTOpPbIE OYIyT MpPEABApSATh KaXKAbIN
neMeHT cmucka. Ilpu odopmieHHH TPOCTBIX NEpeYHed MOMXKHO MCIOJIb30BATh CTPOUHBIE
(«maneHbkue») OyKBbI, apaOckue HUGPHI UIH TUPE.

I'opazno crnokHee 0OCTOMT JIeNI0 C COCTaBHBIMHU IMEPEYHSIMU. 3arojIOBKU MEPBOTO U BTOPOTO
YPOBHEH Hauunaromca c 3a21a61Hb1X OYK6, a 3ar0JIOBKU MOCIEIYIONNX YPOBHEH — co cmpounbix. ITO
MPOUCXOJIUT MOTOMY, YTO TIOCJIE PUMCKUX W apaOckuXx (0e3 cko0ok) mudp mo mnpaBujiaaM pyccKOro
SI3bIKA CTABUTCS TOYKA, a MOCJE TOYKU, KaK BCE MbI IOMHHUM C Ha4aJlbHOM IIKOJIbI, HAYMHAETCS HOBO €
IpeUIo’KEHNEe, KOTOpOe MHUIIeTcss ¢ 3ariaBHOW OykBbl. [locie apaOckux mudp co ckoOKamMH Hu
CTPOYHBIX OYKB CO CKOOKaMH TOYKH HE CTaBUTCS, MOATOMY MOCICAYIOIINH TEKCT HAYUHACTCS C
MasieHbKOM OykBbI. IlocienHee mono)keHHE, KCTaTH, OTHOCUTCS U K THpPE, MOCKOJBbKY TPYIHO
MPENCTaBUTh ce0e COUYeTaHHe THPE C TOUYKOH IOCIIe HErO.

OOpaTtuTe BHUMAaHNE HA 3HAKU NPENUHAHUA 6 KOHUe 3aT0JIOBKOB MEPEUHSs, a TAK)KE B KOHIIE
CJIOB U CIIOBOCOUYCTAHM B €r0 COCTABE.

Eciu 3aronoBok mpernoniaraeT mocienyomee WieHeHHEe TEeKCTa, TO B KOHIIE HETO CTaBUTCS
JIBOETOYHE, €CIIN JKE TMOCIEAYIONIEro WICHSHHS He OyJeT, CTAaBUTCS TOYKA.

[Ipumepsr:

23



I, HeaepOaasnwe 3naxogme unopMaquoniue CHCMEMN HEA06EKA
R THIYT
1. Onmuko-KuHeCmEMuseciyio IaKoayio HIHopMauLon Vg CHCIEeMY,
K KOMOPON Gmuocamen:
1) susuxa,
2} naumoMuMuEa,
3) sicecinn,
4} noza wom.d.
2. Busyaaohyw snaxosyio cucmemy, Komopas exatovaem & cela dee
(MHOCHMENBND CAMOCITORMEALHNE URTOPMALUONINE CUCITEMb!
1) sawi eseinda:
) Hanpasiennoctis aieanda,
i) e2n Yemoliyuaocms,
&) HPODeANCHMETLHOCHT U m.d.;
2} Aa3mik 2aa3:
a} gokye,
[l @ - 6} deusicenue.

I [lir onpedeienin ROMEWEHNA & J02080PE VEAIAMb.
1.1, Adpec mecmonaxoxcoenus 30anus.
1.2 [Mrowgads noselgeris,
1.3, Hudusudyaruzupyrouiie noMeiiente npuznari.
1.3.1. Homepa comuam.
1.3.2. Omdeaxy xomuam u m.o.

3axaHue:
CocCTaBHUTH ITEPEUYCHb JOKYMEHTOB, 3alIPEIICHHBIX K BBIBO3Y 32 MPEJICIIBI CTPAHBI.

CamocrosrenpHas padora Ne 19

HaumenoBanue: Pa3zpaboTka MHCTPYKIIMH IO TOATOTOBKE U TIepeIaye Jel B apXHUB.

Leab padoThI: OCYLIECTBUTH KOHTPOJb OOyUEHUs, MPOJODKUTh CHCTEMAaTHU3aIUI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOEHUSI MaTepHalia, CQOpMUPOBAHHOCTH YMEHU I U HABBIKOB

MarepuanbHo-TexHnueckoe ooecneuenue: [IK, moctynm B uHTEpHET, TEOpEeTHYECKUMI
MaTepual, METONYECKUE PEKOMECH AU

3aganmue:

Ucnonr3ys  «Metoaudeckue  peKOMEHAAMU 1O  pa3paboTke  HMHCTPYKIUUA MO
JCNIOTIPOM3BOJICTBY B  TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPaBJICHHSD)
https://archives.gov.ru/documents/methodics/2020-recommendations-deloproizvodstvo.shtml,
paspaboTtaiiTe HUHCTPYKIIUIO O MOATOTOBKE U Iiepeiaye Jel B apXUuB.

CamocrositenbHas padora Ne 20

HaumenoBanme: Pa3pa®oTka mamsTKu Mo BblAade JieJ BO BPEMEHHOE MOJIb30BaHHE.

Leab pabdoThI: OCYIIECTBUTH KOHTPOIb OOyUYEHUS, MPOJODKHTh CHCTEMATH3AIMIO 3HAHHM,
BBISIBUTH YPOBEHBb YCBOCHUS MaTepHalia, COPMHUPOBAHHOCTH YMEHUI U HAaBBIKOB

MaTtepuaibHO-TEXHUYECKOE oOOecmedyeHHe: TETPaab Ul CaMOCTOSTEIBHBIX paboT, pyuka,
TeOpCTI/I‘—IGCKHﬁ Marcpuail, MCTOAUYCCKNEC PCKOMCH Jall

[TamsiTka — CBOJ KPAaTKUX HACTAaBICHUM, TPABHJI, CBEACHUI 0 YeM-TTN00, IPEAMET, CIIyKaIln i
HanmoMuHaHueM. OHHM COCTaBJIAIOTCA Ha Pa3HbIC TECMbI U JId pa3HbIX HIOHeﬁ, HO, HCCMOTpPA Ha UX
MHOI000pa3sue, CylecTByeT 00Imuii mopsAa0Kk 0pOpMIICHUS TaMSTKH.

CaMmoe ry1aBHOE — YETKO ONpeNeNuTe Lielb, 337ady U TeMy, 10 KOTOpoW Bbl Oynere aenarb
naMaTky. OHa JopKHa OBbITh OCBSIIEHA KOHKPETHOMY BOIIPOCY M HE KacaThCsl APYTUX TEM.
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C uenbto co3naHus NaMATKM, Mojdopa HE0oOXOIMMOW MHGOPMALUM M CBEAECHUH MOXKHO
UCIIOJIb30BaTh MHTEPHET, OMOIOTEKy. BBl JOIKHBI OBITH YBEPEHBI B IOCTOBEPHOCTH U aKTYaJIbHOCTH
uH(dopManyy, UCIOIB3yeMOl B maMaTke. He cTouT BKIIIOYATh B MaMATKY CBEACHUS, BHI3BIBAIOIINE Y
Bac COMHeHMs. BeiOupaiite TONbKO TO, 4TO Hanboee MOAXOIUT IO TEME.

CoOpanHblif BaMH Marepuai MOJUISKUT THIATeNbHON 00paboTke. HeoO0X0aMmMo MakCHMaIbHO
COKpaTUTh €ro, MCKJIIOYMB Bce HeBaxHoe. M3marate mH@oOpManuio myyiie 4ETKMMH, EMKHUMH H
KOPOTKUMH (hpazamMu — 3TO yiyuniaeT e€ 3anoMuHaHue. COKpalléHHble NMPEAIoKEHHUS HE JOJIKHBI
MOTEPATh CBOW CMbICH. JIIMHHBIE MPEIOKEHUs JIydlle pa3douTh Ha HECKOJIBKO KOPOTKHX. Takas
nHpopManus mo (GopMe U3M0KEHUS NOJKHA OBbITh JIOTUUHOM, SICHOM (TIOHSITHOM), MO COAEpPKAHUIO
OTJIMYAThCS OPUTHMHAIBHOCTBIO U 3aBEPUIEHHOCTBIO. TeKcT HOoKeH ObITh 0e3 opdorpaduyeckux
omOoK.

[TamsaTky MOXHO OOPMHUTH KaK KHHIKEUKY (OpOIIOpY) WIIM KaK OJUH JUCT A4, CI0KEHHBIN
BJIBOE, 3TO 3aBUCUT OT 00BbEMA Balllero MaTepuara.

[Ipyn co3maHuM MaMATKH JKENAaTelNbHO NPHUACPKUBATHCS TOM LBETOBOW TaMMBbl, KOTOpas
MPUHSTA B BalleM ydpexaeHuu. Jlomyckaercs pa3MellleHue Ha JUIEBOM CTOPOHE MaMSITKHU JOroTuma
yupexaeHus. Ho He cTouT aenats 00J0XKKYy OU€Hb SIPKO, MOXKeTe Jaxe 0pOpPMUTH ee B YepHO-0es1oM
Bapuante. CTpaHUIBI 11€1IeCO00pPa3HO OCTaBUTH OEJOro IBETa, HO JOIMYCKAeTCsl HCIIOIb30BaHUE
nBeTHo Oymaru (OJeaHO-pO30BBIN, OJEMHO-3€JEHBIH M T.I.), YTOOBI TEKCT JIETKO 4YHTayics. B
HE00XOAUMBIX CITy4asx J00aBbTE MILTIOCTPATUBHBIN MaTeprai (Tabiauisl, poTorpaduu, CXeMbl U T.I1.)
MOAXOMAIIME [0 TeMe MNamsITKu. YuTtaTenu cHayaja OOBIYHO IPOCMATPUBAIOT KAapTUHKU H
BbIIETICHHbIE (pparMeHTsl Tekcra. MHOrJa Ha OCHOBaHMM INEPBOrO BIIEYATICHHUS NPUHUMAETCA
CIIEYIOILEE PEIIEHUE: YNTAaTh BHUMATEIBHO UM HET.

O060xKa MaMsITKH JTOJKHA COJIEPKaTh CBEEHUs 00 aBTOpe (IIOJIHOE Ha3BaHUE YUPEXKJIECHUs),
3aryiaBue (BbIpaXkallllee OCHOBHOE cojepkaHue paloTbl, €€ CyTh, HUJCI0), Jajee CleayeT
MOCNEIOBAaTEIbHO U B JOCTYNHOH (opme H3I0KeHUue CcBeAeHHH (MHpOpManus, HHCTPYKIHS,
HallOMUHAHME U TIP.) OATOTOBJIEHHBIX BAMHU 110 TeME NaMATKU. B KOHIIe Ha/l0 yKa3aTh TOYHBIN ajapec
YUPEX/IE€HUS U KOHTAKTHBIHN Tene(oH.

[Tamsitka MOXeT OBITh HCIOJIB30BaHA Kak CHOcO0 MPEIOCTaBJICHUS ONpeaenEHHON
WHpOpMAaLNU 715 KIMEHTOB, a TaK)Ke MpU3BaHa 0Ka3aTh MOMOIIb CIIEHAIMNCTaM BalIero YUPEKACHUS
(maét anropuT™m IEHCTBUM, KPYT 00sI3aHHOCTEH, ITepeueHb COBETOB).

3aganue:

Pa3paboraTth namsTky Ha TeMy «Bplaua en Bo BpeMEHHOE M0JIb30BaHUE» AJIsl COTPYJHUKOB apXUBa.
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Ilepeyennb pekomMeHayeMbIX Y4eOHbIX u31aHuii, UHTepHET-pecypcoB, 10MOJHUTEIbHOM
JIUTEPATYPbI

HopMaTuBHO — IpaBoOBbIE AKTHI:

— ®epaepanbHblil 3ak0H «O06 apxuBHOM nene B Poccuiickoit denepannu» ot 22.10.2004 Ne
125-03;

— pazgen VII I'paxmanckoro konekca Poccuiickoit ®@enepanuu «llpaBa Ha pe3ynbTaThl
MHTEJUIEKTYaJIbHON JESITEIbHOCTH U CPEACTBA MHAMBUAyanu3auumn» (yrB. denepanbHbIM 3aKOHOM OT
18.12.2006 Ne 230-D3);

— 3akoH Poccuiickoit @enepanun «O rocynapctBenHoi Taiiae» ot 21.07.1993 No 5485-1;

— ®enepanbHbiil 3ak0H «O0 00s3aTENBEHOM IK3EMILIAPE TOKYMEHTOB» OT 29.12.1994 Ne 77-
d3;

— DenpepanbHbIi 3aK0H «O OHOIMOTEYHOM Aene» oT 29.12.1994 Ne 78-D3;

— ®@enepanbubiii 3akoH «O0 mHopMany, WHGOPMAITMOHHBIX TEXHOJOTHUAX U O 3allUTe
nHpopmanuu» ot 27.06.2006 Ne 149-D3;

- T'OCT P 7.0.97-2016. Hanumonansublii crtanmapt Poccuiickoii ®enepanuu. Cucrema
CTaHJapTOB 10 wuHpoOpMaAuU, OUONHMOTEYHOMY H U3JIaTeNbCKOoMy neny. OpraHu3alnoOHHO-
pacriopsauTenbHas JOKyMeHTanus. TpeboBanusi K odopmieHuio nokyMeHTOB" (yTB. Ilpmkazom
Poccrannapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)

— I'OCT P 34.10—2012 «MudopmarmonHas texHojorus. Kpunrorpadpudeckas 3ammra
uHdopmanuu. [Iporeccel hopMupoOBaHUS U IPOBEPKHU 3JIEKTPOHHOMN LU (PPOBOM MOATHCH.

— I'OCT P  6.30—2003 «YuupuuupoBaHHas  cHCTeMa  OpraHU3AI[MOHHO-
pacnopsAuTENbHON JoKyMeHTauu. TpeboBaHus K 0POPMIIEHUIO TOKYMEHTOBY.

— I'OCT 7.59—2003 «CUBU/. NnnekcupoBanue nokymeHTOB. OOmme TpeOoBaHUS K
CUCTEMATU3ALNY U IPEAMETU3ALIUN Y.

- I'OCT P 33.505—2003 «Emunsiii Poccuiickuii crpaxoBoil (OHI JOKYMEHTallUH.
[Topsimox co3manusi cTpaxoBoro (oHAa JOKYMEHTAllUM, SBJISIONIENCS HAIlMOHAIBHBIM Hay4YHBIM,
KYJbTYPHBIM U HCTOPHUYECKUM HACIIETUEM.

- I'OCT P 7.0.8—2013 «CUBU/I. /[lenonpons3BOACTBO U apXUBHOE Jen0. TepMUHBI U
OTIpEICTICHU .

- I'OCT 6.10.4—84 «YHupUIHpPOBAaHHBIE CHUCTEMBI JOKyMeHTanuu. Ilpumanue
IOpUINYECKON CHJIBI JIOKYMEHTaM Ha MAallMHHOM HOCHUTENe M MallMHOTpaMMe, CO3/1aBa€MbIM
CpeICTBAaMH BBIYHCIUTEIbHON TEXHUKHU. O CHOBHBIE TTOJIOKEHU .

— I'OCT 6.10.3—S83 «3anuce uHpOpMaMu YHUUIUPOBAHHBIX JOKYMEHTOB B
KOMMYHUKaTUBHOM (hopMaTe».

— I'OCT 28388—89 «/lokyMeHThl Ha MarHUTHBIX HOCHTENSIX JAaHHBIX. llopsmok
BBIIIOJIHEHUS U 0OpaIlCHUSD».

- I'OCT 6.10.5—87 «YHudunupoBaHHbIE CHUCTEMbI JOKYMEHTamuu. TpeOoBaHHS K
MOCTPOEHUIO0 (popMyIsipa-oopasiay.

— I'OCT 9327—60 «bymara. [Totpedutensckue hopMaTh».

- I'OCT 7.65—92 «CUBUJI. KunomokymeHTHI, (POTOMOKYMEHTH M JOKYMEHTBHI Ha
Mukpoduiabmax. O6mue TpeboBaHMs K apXUBHOMY XPaHEHHION.

— I'OCT 7.68—95 «CHUBUJ. @PoHO u BHUACOAOKYMEHTHI. OOIIME TEXHUUYECKUE
TpeOOBaHUS K ApXUBHOMY XPaHEHUIOM.

— I'OCT 7.69—95 «CUBU]I. AynuoBusyanbHble AOKYMEHTbl. OCHOBHBIE TEPMHUHBI U
OTIpEJICTICHUS».

- I'OCT 17914—72 «O06m0XKHM JeN JUIUTETbHBIX CPOKOB XpaHeHUs. THIbI, pa3Mepsl U
TEXHUYECKHE TPEOOBAHUSD.

- I'OCT 13699—91 «3anuce u BocmpousBeaeHUe HWHGoOpManuu. TepMUHBI U
OIIPEICIICHUS.
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- IrocT 13.1.105—91 (CT CBB 5052—85) «Penporpaduss. Mukporpadus.
Muxkpodunm. Tums.

— I'OCT 17586—80 «bymara. TepMuHBI U OIIpEEIECHUS.

- I'OCT 18510—87 «bymara nucyas. TexHU4eCKUE YCIOBU .

— I'OCT 7.50—2002 «CUBU /. KoncepBanus 1okymeHToB. O0111e TpeOOBaHU D).

— I'OCT 15971—90 «Cucremsl 06paboTku nHpOpMaIuK. TepMUHBI U OTIPEIETCHUSD).

- I'OCT 13.1.101—93 «MukpoduiabM TOKyMEHTa Ha TpaBax MOMIWHHHUKA. [lopsmox
W3TOTOBJICHUS, yUeTa, XPAaHSHUS U IPUMEHECHUSD».

— I'OCT 55.6—85 «JlokymeHThl Ha OymMakHBIX HocuTeNsX. [IpaBuiia rocyiapcTBeHHOT O
xpanenus. Texuuueckue TpeOOBaAHUD.

— I'OCT 7.48—2002 «Konceparnus JOKyMeHTOB. OCHOBHBIE TEPMUHBI U OIIPEEICHUS.

- I'OCT 28162—89 «CpencrBa Jyisi HAHECEHUS 3aIIUMTHBIX MOKPHITHH HA JTOKYMEHTHI.
OOnmwme TeXHUYECKHUE TPEOOBAHUSD).

— I'OCT 7.1—2003 «bubaunorpadudeckas 3anuch. bubmuorpaduueckoe omnucaHue.
OOmme TpeOOBaHMS U MPAaBUIIA COCTABIICHUS.

- I'OCT P HCO 15489.1—2007 «CHUBUJM. VYmupaBnenue ngokymeHTamu. QOOmme
TpeOOBaAHU .

— [IpaBuna nenonpousBoacTBa B (efepanbHbIX OpraHax MCIOJHUTEIbHOU BIACTH (YTB.
nocta"oByieHneM IIpaBurensctea PO ot 15.06.2009 Ne 477)

OcHOBHbIE HCTOYHHKH:

1.MeToauka 1 MpakTUKa apXUBOBEICHUS: YIEOHUK ISl CPEAHET0 MPOoheCCHOHATHFHOTO
obpazoBanus / 1. U. Packun, A. P. CokonoB. — Mocksa: U3narensctBo HOpaiit, 2020. — 339 c. —
(ITpodeccronanbHOE 0Opa3oBaHKE).

JlonoIHUTEeIbHbI€ HCTOYHUKH:

1. Bbyposa B.I1. Opranusaius apxuBHOM U cipaBOYHO-UHGOPMAILIMOHHOM pabOTHI 110
JOKyMEHTaM opranu3anuu: yaeoHuk s cryaeHToB CI1O. MockBa: U3narensckuii LlenTp
«Axkanemus», 2016.

2. bacakos, M.W. Jlenonmponu3BOoACTBO (IOKYMEHTAIIMOHHOE 00CSCTICUCH e YITPABJICHU S Ha
ocHoBe 'OCT P 6.30-2003): YuebHoe nocobue 1jist CTyAEHTOB 00pa30BaTEeNbHBIX YUPEKICHU
cpenHero npodeccuoHanbpHoro oopazosanusi/ M.U. bacakos. - M.: [lamkos u K, 2012. - 348 c;

3. Kupcanosa, M.B. CoBpemeHnHoOe ieionpon3BoAcTBO: YueoHoe mocodue / M.B. Kupcanosa.
- M.: HUIl U H®PA-M, 2012. - 312 c;

4. Kysnenos, U.H. JlokymeHTanmoHHoe oOecneueHue yrnpaiieHUs. [[oKkyMeHTOOOOpOT u
JeONpon3B0oACcTBO: YueOuuk u npaktukym / U.H. Ky3nemnos. - JlroGepiisr:

HOpaiit, 2016. - 477 c;

HuTepHeT-pecypebl:

— http://www.consultant.ru (ITpaBoBas cucrema «KoHcyabTaHT»
—www.qgarant.ru (IlpaBoBast cuctema «I'apant»)

— https://www.profiz.ru sxypuan «Cexkperapb-pedepeHt»
—www.statearchive.ru/399

— http://bookfi.org/book/670592

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

27


http://www.consultant.ru/
http://www.garant.ru/
https://www.profiz.ru/
http://www.statearchive.ru/399
http://bookfi.org/book/670592
http://antimuh.ru/files/details/1071194

