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IHosicHuTeIbHAA 3aMICKA
Mertoauyeckne yKa3aHWs K BBINOJIHEHUIO BHEAYJUTOPHON CaMOCTOATENBHOW paloThI
oOyuaromuxcs o MJIK 02.01 «Opranuzanusi ¥ HOpMATUBHO-TIPABOBbIE OCHOBBI apXMBHOT'O JIETa»
npeIHasHaueHsbl it ooydaronuxcs mo npodeccuu 46.01.03 JlenonponsBoauTeb

Ienp METOOMYECKMX YKa3aHHWM: OKa3aHWE TIOMOINM OOYyYaloIUMCS B  BBIMOJHEHUH
camocrosTesnbHOM padotel MJIK 02.01 «Opranuzanusi 1 HOPMAaTUBHO-TIPAaBOBbIE OCHOBBI APXHUBHOI'O
Jenay.

Hacrosimue metoauueckue yka3zaHusi colepkaT padoTbl, KOTOpPbIE MO3BOJIAT OOydaroIIMMCs
CaMOCTOSITEJIBHO OBJIAJETh (YyHIAMEHTAIbHBIMU 3HAaHUSAMHU, NPO(ECCHOHATBHBIMU YMEHUSIMHU U
HaBbIKaMU JIEATEIbHOCTH 110 JAUCLHUIIIIMHE, ONBITOM TBOPUYECKOM M MCCIEA0BATENbCKOMN 1E€ATENbHOCTH
Y HaIpaBJieHbl HA (OPMUPOBAHUE CIEAYIOIIUX YMEHUN U 3HAHUI:
po(ecCHOHATIBHOTO MOTYJIS TOJIKEH:

HMeThb NPAKTHYEeCKUH ONbIT:

- TOKYMEHTHUPOBAHUSA U JOKYMEHTAIITHOHHOW 00pabOTKH JOKYMEHTOB KaHIESIPUH (apXHUBA);

yMeTb:

- IPOBEPATH MPABMIBHOCTH 0()OPMIIEHUS TOKYMEHTOB;

- CUCTEMaTU3HUPOBATh U XPaHUTh JOKYMEHTHI TEKYIIETO apXHBa;

- hopMHPOBATH CIIPABOYHBIN aIllapaT, 00eCIeUNBAIONTNN OBICTPHIN TIOUCK TOKYMEHTOB;

- OCYHIECTBJISITH OKCIEPTU3y JOKYMEHTOB, TOTOBUTh U TIepeAaBaTb JOKYMEHTAJIbHbIE
MaTepHasbl Ha XpaHEHHUE B apXUB;

3HaTh:

- OCHOBHBIE NIOJIOKEHUS EQUHON rocyaapCTBEHHOM CUCTEMBI JIEIONPOU3BO/ICTBA;

- BUJbl, QYHKIIMU JOKYMEHTOB, [TPaBUJIa UX COCTABIIEHUS U 0(hOpMIICHUS;

- OPSI0K JOKYMEHTHUPOBaHUS HHPOPMAITMOHHO-CIIPABOYHBIX MaTEPHUAJIOB.

B pesynprare ocBOCHHS Y4eOHOW MUCHIMIUIMHBI OOYYArOIIMICS TOJDKEH BJIAJIETh OOIIMMU
KOMIIETCHIMAMM:

OK 1. ITorumath CyIIHOCTh W COLMAIIbHYIO 3HAYUMOCTh OymyIei npodeccuu, MposBISTh K
HEW yCTOMYMBBIN UHTEPEC.

OK 2. OpranuzoBbiBaTb COOCTBEHHYIO MACSITEIBHOCTh, WCXOJS W3 IIEIH W CIOCOOOB €e
JOCTH>KEHHMS, ONPEACIIEHHBIX PYKOBOIUTEIIEM.

OK 3. AnanuzupoBaTh pabouyr0 CUTYaIUIO, OCYIIECTBIIATh TEKYIUNA U UTOTOBBI KOHTPOJIb,
OLICHKY U KOPPEKIHUI0 COOCTBEHHOM MAEATEIbHOCTH, HECTH OTBETCTBEHHOCTb 3a PE3yJIbTaThl CBOEH
paboTHI.

OK 4. OcymecTBiATh MOUCK HHGOPMAIHH, HEOOX0UMOH 117151 3((HEKTUBHOTO BBHITTOJTHEHHS
npodeccHoHabHBIX 3a/1ay.

OK 5. Hcnonws3oBaTh MH(OPMALIMOHHO -KOMMYHUKAIIUOHHBIE TEXHOJIOTUU B
npodeccuoHaNbHOM 1eATETbHOCTH.

OK 6. PabGotats B koMan/e, 3¢ (eKTUBHO 00IIAThCs € KOJIJIETaMU, PYKOBOICTBOM, KIIMEHTaMHU.

OK 7. McronHATh BOMHCKYIO 00513aHHOCTb, B TOM YHCIIE C PUMEHEHUEM TMOTY4EeHHBIX
npoheCcCHOHANBHBIX 3HAHUM (IS FOHOIIICH).

B pesynprare ocBoeHHMs y4eOHOW JAMCHMIUIMHBI OOy4aroIIMHCS JOJDKEH  BIAJETh
npogeccHoOHATBHBIMHE KOMIIETCHIMAMM

IIK 2.1. ®opmupoBaTts nena.

IIK 2.2. ObecnieunBaTh OBICTPHIN MOUCK JAOKYMEHTOB [0 HAy4HO-CIIPAaBOYHOMY armapary
(xapTOTEKaM) OpraHu3aluu.

IIK 2.3. CucremaTu3npoBaTh U XpaHUTh JTOKYMEHTHI TEKYIIETO apXUBa.

1K 2.4. O6ecnieunBaTh COXPAaHHOCTH MPOXOAALICH CITy>KEOHOH TOKyMEHTalLUH.

IIK 2.5. 'oToBUTH M NIepeaaBaTh JOKYMEHThI HA apXUBHOE XPAHEHHUE.

1K 2.6. ObecnieunBaTh COXpPaHHOCTh APXUBHBIX JOKYMEHTOB B OpraHHU3allly.



KputepusiMu OIEHKH pe3ylIbTaTOB BHEAYIUTOPHON CaMOCTOSTENBHOM pabOThl 00ydJarOMIMXCs
SIBJISIFOTCSL:

® ypOBEHb OCBOCHHS Y4eOHOTO MaTepHaa;

® YpPOBEHb YMEHHS HCIIOJIb30BaThb TEOPETHUUECKHUE 3HAHMS IPU BBIIOJHEHUU MPAKTHUYECKUX
3azay;

® YpOBEHb YMEHHUS aKTHUBHO HCIIOJIB30BAaTh OJIEKTPOHHBIE OOpa30BaTeNIbHBIE PECYPCHI,
HAXOJUTh TPeOYyIONIyrocs HH(HOPMAINIO, U3ydaTh €€ M MPUMEHSTh Ha IPAKTUKE;

e 000CHOBAaHHOCTb M YETKOCTh U3JIOKECHHS MaTepHaa;

¢ odopmieHHEe MaTeprata B COOTBETCTBUH C TPEOOBAHUSAMHU CTaHIAPTA MPEIIPUSATHS;

® YpOBEHb YMCHHUSI OPUCHTHPOBATHCS B MOTOKE MH()OPMAIMH, BBIICIISATH TIaBHOE,

® YpPOBEHb YMEHHUS YETKO CPOPMYIUPOBATh NpoOIEMy, NPEIIOKHUB €€ pelIeHUEe, KPUTUUECKU
OILICHUTH PEILIEHUE U €T0 MOCIIEICTBUS;

® YpPOBEHb YMEHHUS OIpPEAEIUTH,
BAPUAHTHI ICUCTBUI;

® YpPOBEHb YMEHHS CPOPMYIHUPOBATH COOCTBEHHYIO MO3UIINIO, OLIEHKY U apI'yMEHTUPOBATh €.

OnucaHue caMOCTOSTENbHONW pabOTHl COJEPKUT: TEMY, LE€IM paboThl, 3aJaHus, OCHOBHOM

TEOPETHUECKUI MaTepua, alfTOPUTM BBITIOJHEHUS THITOBBIX 3aJIaHHH, TIOPSIOK BBITIOJTHEHUST PaOOTHI,
(hopMBI  KOHTPOJISI, TpeOOBaHWA K BBINOJHEHUI0O W odopmieHUIO 3amaHuil. Jlns momydeHwus
JIOTIOTHUTENBHOU, OoJiee MmoaApoOHOM HMHGpOpMAIMKM MO M3ydaeMbIM BOIPOCaM, MPUBEIEHO y4eOHO-
MeToanyeckoe MU uHpopManuoHHoe oOecrneueHue. CaMocToATeIbHbIE DPAOOTHI MPEICTABIECHBI B

MMpoaHaAJIM3UPOBATL AJBTCPHATUBHBIC BO3MOXKXHOCTH,

Tabmue 1.

Tab6numa 1 - [lepeuenb BUIOB CaMOCTOSITENNHHON pabOTHI

Koasi
Homep HaumenoBanmue
Koa | ¢opmupye Cpoxku
]| (comeprkanue) dopma
. -BO MBIX (Ne
HAUMeHOBaHHe CaMOCTOSITEIbLHOM KOHTPOJIA
4yac | KOMIETeHII HeeIn)
TeMbI padoThI .
Ui
Tema 1.1. CamocrosiTeJIbHAs o
ApxuBoBeneHu | padora Ne 1. OK 1-OK 7,
; [TpoBepka OKOHYaH
e. ApxuBbl, ux | CooOuienue Ha TeMy I1K 2.1-2.6; .
2 CaMOCTOSITEIbHOMN uu
OCHOBHbI€ «IIpaBoBBIE 3THYECKHE V1-V¥4; 31-
paboThl H3Y4YCHHU
THIbI. HOPMBI apXHUBHOI'O 33
S TEMBI.
Jenay.
CamocrosiTeJbHas! OK 1-OK 7, Ilo
pabora Ne 2. [1K 2.1-2.6; [IpoBepka OKOHYaH
CocraBrienue TaOIUIb 2 V1-V4;31- | caMOCTOSATENLHOM uu
«Turbl apXuBOBY. 33 paboThI U3YYEHU
Sl TEMBI.
Tema 1.2. CamocrosiTeJibHasA OK 1-OK 7, o
ApXHBHOe padora Ne 3. Co3ganue I1K 2.1-2.6;
[IpoBepka OKOHYaH
npaso. IIPE3EHTALMH HA TEMY V1-V4; 31- .
o 3 CaMOCTOSITEIbHOU uu
3akoHoaarenab | «OxpaHa CBEIECHMI O 33
. paloThI U3yUYEHH
HO- JUYHOM KU3HU
S TEMBI.
HOPMATHUBHAsI | TPAXJaH»
0a3a CamocrosiTeIbHas OK 1-OK 7, ITo
apxuBOBeieHH | paGora Ne 4. 1K 2.1-2.6; ITpoBepka OKOHYaH
s. «CocraBrenue 3 V1-VY4;31- | camocTosSTEeIbHOMN 15071
JOJKHOCTHOM 33 paboThI U3y4eHU
WHCTPYKIIUU s TEMBI.




apxXuBapuyca»

CamocrosTeIbHasA OK 1-OK 7,
padora Ne 5. 1K 2.1-2.6; ITo
CocraBnenue TaOIHIIbI V1-V4; 31- ITpoBepka OKOHYaH
«¥Opuanueckas 33 CaMOCTOSITENIBHON 15074
OTBETCTBEHHOCTb 32 paboThl U3Y4EHU
HapyLIICHHE apXUBHOTO ST TEMBI.
3aKOHOJJATEJIbCTBAY
Tema 1.3 CamocrosiTeJIbHAs OK 1-OK 7, Ilo
ApXUBHBIH padora Ne 6. 1K 2.1-2.6; ITposepka OKOHYaH
ponn CocraBieHHe CXeMbl V1-V4; 31- | camocToATenbHON 15051
Poccuiickoit KJ1accupukanui 33 paboThI N3y4EeHHU
Denepauuu JIOKYMEHTOB sl TEMBL.
CamocrosiTeJIbHAs OK 1-OK 7, ITo
pa6ora Ne 7. Pa3zpaboTka 1K 2.1-2.6; [TpoBepka OKOHYaH
MaMSITKU «3alura mpaBa V1-V4; 31- | camocToaTenbHO 15074
cOOCTBEHHOCTH Ha 33 paboThl U3Y4EHU
apXWBHBIE TOKYMEHTBD» ST TEMBI.
Tema 1.4 | CamocTosiTELHAA OK 1-OK 7,
Ynpasiienue pabora Ne 8. 1K 2.1-2.6; ITo
apXUBHbIM [Tonoxenue 06 apxuse V1-V4; 31- IIpoBepka OKOHYaH
JaeJI0M B | OpraHu3aIn, OCHOBHBIE 33 CaMOCTOSITEIbHOMN 15078
Poccuiickoii 3a71a4M, HaIIpaBJICHUA paboThI WU3y4YECHU
®enepanun JEeSATEIbHOCTH U sl TEMBI.
GhyHKIMM apXuBa.
CamocrosiTeJbHasI OK 1-OK 7, o
pabora Ne 9. [1K 2.1-2.6; Mposenka OKOHYAL
CocraBneHue CIiucKa V1-V4; 31- POBCp o
CaMOCTOSITEIbHOMN uu
JIOKaJIbHBIX 33
paboThI H3Y4YCHHU
HOPMAaTUBHBIX
Sl TEMBI.
JOKYMEHTOB apXHBa.
CamocrosTeabHasi OK 1-OK 7,
padora Ne 10. Uzyuyenue I1K 2.1-2.6; ITo
Metoauueckux V1-V¥4; 31- IIpoBepka OKOHYaH
PEKOMEH AN I TI0 33 CaMOCTOSATEILHOMI uu
OpraHu3aIu padoThI paboThI U3YYeHU
pailoHHBIX (TOPOJICKHX) ST TEMBL.
apXHUBOB.
Tema 1.5 | CamocTrosiTeqibHasi OK 1-OK 7, o
Xpanenue U | padora Ne 11. [1K 2.1-2.6;
[TpoBepka OKOHYaH
yuer Coo01eHue Ha TeMy V1-V4; 31- .
CaMOCTOSATEIbHOM uu
apPXMBHBIX «Pa3BuTHe CIpaBOYHO — 33
paboThI U3Y4YEHU
JAOKY MEHTOB MOMCKOBBIX CHCTEM B
Sl TEMBI.

Poccuny




CamocrosiTeIbHasA OK 1-OK 7,
pa6ora Ne 12. Pabora ¢ [IK 2.1-2.6;
I'OCT 7.51-98 Kaprouku V1-V4; 31- o
JIUIS KaTaJIOTOB U 33 Mposepka OKOHUAH
KapTOTEK. .
p 4 CaMOCTOSITEIHLHON 5071
Karanoru3amus B
paboThl U3Y4EHU
n3nanuu. Cocras, 4 TeMbL
CTPYKTYypa JaHHBIX U ’
U3/1aTebCKOE
odopMIICHHE.
CamocrosTeIbHasA OK 1-OK 7,
padora Ne 13. Jloxnan [IK 2.1-2.6;
no temam: Co3aHue V1-Y4;31-
COBPEMEHHBIX apXUBHBIX 33
CIIPaBOYHHMKOB Ha OCHOBE
T hepeHInPOBaHHOTO
MOAX0J1a;
Ilo
[IpencraBnenue Hay4HO-
IIpoBepka OKOHYaH
CIPaBOYHOTO arapara .

. 6 CaMOCTOSITETLHOM 15044
apXUBOB B AJICKTPOHHOM AGOTLL J3VaeHI
cpene; [lonsarue n p a z:Mm
CTPYKTYypa Hay4HO- ’
CIIPaBOYHOTIO ammapara K
JIOKYMEHTaM apXHUBHOTO
(dhonna Poccuiickoit
®denepanun; YKazaTeau
KaK CaMOCTOSATEILHEIE
ApPXUBHBIC CITPABOYHUKH.

Tema 1.6 | CamocTosiTeIbHAS OK 1-OK 7,

Ilo
KommiiekToBa | padora Ne 14, [1K 2.1-2.6; Mposenka OKOHYALL
HHe apxuBoB | PazpaboTka HHCTPYKIIMU V1-V¥4; 31- POBCP N

10 CaMOCTOSTEILHON 5971
apXUBHBLIMH 10 Tepeaye 33 AGOTLL HEVICH
AOKYMeHTAMH | JOKyMEHTOB Ha p a i’:MH

MIOCTOSTHHOE XpaHCHHE. )
Tema 1.7 | CamocTosiTeILHAN OK 1-OK 7,
Hoctyn K | padora Ne 15. 1K 2.1-2.6;

Ilo
apXUBHBbIM CocraBiieHHE KOHCITEKTa V1-V4; 31- Mposenka OKOHYALL
AOKyMeHTaM M | 110 TeMe: Mcnonb3oBanue 33 POBEP .

4 CaMOCTOSTEILHON 5971
HX JOKYMEHTOB APXHBHOTO AGOTLL U
ucnoab3oBanu | ponna PO B p 4 i’:MH
e UH(GOPMAITMOHHBIX )

LETISX.
CamocrosiTeIbHas OK 1-OK 7, To
padora Ne 16. 1K 2.1-2.6; MpoBepka OKOHYAH
CooOrienne Ha TeMy: V1-V4; 31- POBEP .

2 CaMOCTOSITCIILHOM HH
«Hampasnenus u Gpopmbl 33 A6OThL HBVICHE
HCIIOJIb30BAHMS p a z:MH
APXUBHBIX JTOKYMEHTOBY. ’
CamocrosiTesbHast 3 OK 1-OK 7, ITpoBepka ITo
padora Ne 17. I1K 2.1-2.6; | caMOCTOSATEIbHON | OKOHYAH




Beinonnenue ananusa V1-V4; 31- paboThI 15051
3¢ hEeKTUBHOCTH U 33 M3Y4YEHU
WHTEHCUBHOCTH ST TEMBI.
WCTIOJIb30BAHUS
ApPXUBHBIX JJOKYMEHTOB.
Tema 1.8 | CamocTrosiTeabHAas OK 1-OK 7, o
Mexnaynapoan | padora Ne 18. [IK 2.1-2.6;
IIpoBepka OKOHYaH
oe CocraBuTh nepeyeHb V1-V4; 31- .
4 CaMOCTOSITEIILHOU uu
COTPYIHHYECTB | JOKYMCHTOB, 33
paboThl U3Y4EHU
0 3aIpeIeHHbBIX K BEIBO3Y
ST TEMBI.
3a MpeJesTbl CTPAHBL
Tema 1.9 | CamocTosTeIbHAS OK 1-OK 7, TTo
ApXHMBBI padora Ne 19. 1K 2.1-2.6; [TpoBepka OKOHYaH
AOKYMEHTOB PazpaboTka uHCTpYKIIUU 4 V1-Y4;31- | camoCTOSTELHOMN uu
Mo  JUYHOMY | 110 MTOJATOTOBKE U 33 padoThI U3y4YEeHU
COCTaBY nepeaayn JIell B apXuB. ST TEMBI.
CamocrosTeabHast OK I-OK 7, ITo
padota Ne 20. 1K 2.1-2.6; [Tposepxka OKOHYaH
PazpaboTka mamsTKH 1Mo 2 | V1-V4;31- | caMOCTOSTEILHOM uu
BBIJIaY€ JIET BO 33 paboThI W3y4YECHU
BPEMEHHOE T0JIb30BAHHUE. ST TEMBI.

CamocrosrenbHas padora Ne 1

HaumenoBanme: CooOmienue Ha Temy «IIpaBoBbIe 3THUECKIE HOPMBI QpXUBHOTO JIEJay.

eas paGoThl: OCYIIECTBUTh KOHTPOJIbL OOYyUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajbHO-TEXHHYECKOe oO0ecleyeHue: KOHCIEKThl JIEKIUM, KOMIBIOTEp, HaIu4yue
JOCTyTIa B UHTEPHET, TETPajlb, pydka, METOIMYECKIE PEKOMEHIAalluN

MeToanyeckue peKoOMeHIAIUuU:

CooOuienne — 3T0 KpaTKoe M3JI0KEeHHE, MpU 3TOM B EMKOHN (opme, mepenaromiee SICHYIO U
4yérkylo cyTth uHpopMmanuu. [lumercs B Qopme KpaTkoro noKjIaja M HE HMEET H3JIUIIHUX
XYIOKECTBEHHBIX 000pOoTOB U  cioBocoueTanuit. OcHOBHas 3ajada COOOIIEHUS JIOHECTU
oTnpeeNieHHYI0 HH(OpMAIIHIO, HEe BBIXOS U3 PAMOK 33/IaHHOM TEMBI.

Odopmiienne cood1IeHUs

Hukorna nmaHHBIA TUD COUMHEHHS HE ObIBaeT TPOMO3JIKUM. B OTIMYHe OT KIaCCHUYECKUX
COUMHEHUI, TAKO! TEKCT HE JOMYCKAeT JUIMHHBIX COOOIIEHUN C KPACUBBIMU, IPKUMH SITUTETAMH.

IMumem npaBuwibHo. Odopmitsis coodieHre, Hy)KHO TIOMHHUTD O CIIEAYIOIIEM:

e MooicHo ucnonvzogamso 0Jist RPULONHCEHUS PUCYHKU U CXEMbL, eClIU OHU OMHOCAMCA K meme;

e Bvioenume enasnyto unghopmayuro, u npocieoume, Yymoovl mexKcm umesl YemKyo memamuxy,

e He ucnonw3yiime mepmunos u c0o8, KOmopbvie 8am He NOHAMHbI.

[Ipy 5TOM OYEHb BaXHO XOPOIIO HU3YYUTh 3aJAHHYIO TEMY, MPOUYMUTATh Y4YEOHYIO WU
METOIUYECKYIO JINTEPATYpy.

XenarenbHO WCHONMB30BaTh ISl PabOTHl Cpa3y HECKOIBKO HCTOYHHUKOB — O3TO MO3BOJIUT
cenaTh COOOIIEHUE MOTHOIEHHBIM U TIOJTHBIM.

ITopsinok padoTbI

o U3yuenue memsi, n00OOp 1umepamypol,

o TwamenvHoe uzyuenue Mamepuanos 0Jisa mo2o, Ymoodwvl He 0elams NeMeHMAPHBIX OUUOOK,

e Boidenume camoe 2nasnoe, 4mo OmMHOCUMCS K 3a0AHHOU meMamuxe,

e Cocmagbme noopooOHbILL NOIMANHBIU NIAH COOOWEHUS,

e Hanuwume no nynkmam niana cam mexkcm.



Ecim  Tema  coBepmieHHO  HE3HAKOMa, TO,  BO3MOXHO, OyAeT  aKTyalbHBIM
MIPOKOHCYIBTUPOBATHCS C TPEIOIaBATEIICM.

Ecnu motom mpuaercss uutath COOOIIEHUE B ayJIMTOPUHU Y JIOCKH BCIYX, TO HYKHO XOPOIIO
MOATOTOBUTKLCS, M MOCTAPATHCS HE MPOCTO MPOYHUTAThH C JIUCTA, a TIO0 MAMSITH Mepecka3aTh OCHOBHYIO
CYTB TCKCTA, I/ICHOJIB3y51 AKTUBHO JIA HOI[‘-IepKI/IBaHI/IH OCHOBHBIX HJAaHHBIX WU I_II/I(i)p 3apaHee
BBIIITMCAHHBIC HA I[OCKy JTAHHBIC.

ILnan cool01enus

[Tnan cooOuieHust 0OBIYHO JOCTATOYHO MPOCT B CHITY MIPUPOIBI IAHHOTO THITA TEKCTA!

1. Bcmynnenue, 20e pacckazviéaemcs OCHOBHASL MbICIb NO MeMe;

2. OcHo6HOll meKem ¢ pasmblulieHuem Uil ODUYUATbHLIMU U3YYEeHHBIMU OAHHBIMU,
3. 3aknwouumensvHan yacmo c 6b1600aMU NOCIe HANUCAHUSL PAOOMbI.

3aBepuieHue

[To 3aBepuieHnn pabOTHI HAJ COOOIIEHHMEM HYXHO €ro IMepeuyuTaTbh, 4TOObl M30aBUTHCA OT
JUIIHUX SIUTETOB, CIOXHBIX CIIOBOCOYETAHUNH M 000POTOB. DTO Kak pa3 TOT Ciiydail, KOI/la MOXHO
MMcaTh KPaTKo U MO CyTH, 0€3 TOMOJHUTENBbHBIX OMMUCAaHUN U KPACHUBBIX CJIOB.

3ananmne:

Hanucate cooOmenne Ha TeMmy: «lIpaBoBble ATHUECKHE HOPMBI apXUBHOTO JIEJIa».
JlintenbHOCTh co001eHus 3-4 MUHYTHI.

CamocrostensHas padota Ne 2

HaumenoBanme: CoctaBnenue Ta0bauibl « TUITBI apXHUBOBY.

[eans paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, CHOPMUPOBAHHOCTH YMEHUHN U HABBHIKOB

MarepuajibHO-TeXHHYECKOE o0ecrneyeHne: TeTpaib, JIMHEHKa, pydka, KapaHaalll, KOHCIEKThI
JIEKUUH, JOCTYN B UHTEPHET, METOANYECKHE PEKOMEHIAI[N

Tabamna —rpaduyeckoe M300pakeHHE HCTOPUYECKOTO MaTepuaja B BUIE CPABHUTEIbHBIX,
TEMaTUYEeCKMX W XPOHOJIOTMYECKUX Tpad € LEIbl0 MX 3aloJIHeHUs ydauumucs. B tabnumax, B
OTJINYME OT CXEM, HET YCIOBHBIX 0003HAYEHUI HCTOPUUYECKUX SBJICHUH.

Tabamua — ocobast popMa nepenadyu cojiep>kaHusi, KOTOPYIO OTIMYAET OT TEKCTa OPraHU3alHs
CJIOB U 4YMcCeN B KOJIOHKH (Ipadbl) U TOPU30HTAJIbHBIE CTPOKUA TAaKUM OOPa30M, YTO KaXIbIi 2JIEMEHT
SIBJIIETCS OJTHOBPEMEHHO COCTAaBHOM YacCThIO U CTPOKH, U KOJOHKH.

3aganue: UCIOJIb3YSl MaTepUaibl JEKIUI U JOMOJHUTEIbHYI0 HHOPMALIUIO U3 CETU UHTEPHET
coctaBbTe TabMuUIy « TUIBI apXUBOBY

CamocrosiTesibHasi padora Ne 3

HaumenoBanue: Co3nanue mnpe3eHTanud Ha TeMy «OXpaHa CBEACHUU O JIMYHOM >KU3HU
rpaXkIaH».

Heap paGoThl: OCYIIECTBUTH KOHTPOIHh OOYYEHHUS, MPOMOKUTh CHCTEMAaTHU3aIUI0 3HAHUH, BBITBUTH
YpOBEHb YCBOCHUS MaTepuaia, ChOPMUPOBAHHOCTH YMEHUH 1 HABBIKOB

MarepuajJbHO-TeXHHYECKOe o0ecnedeHue: KOHCHEKThl Jekiui, [1K, noctym B WHTEpHeT,
METOIMYECKUE PEKOMEHIAIUU

CocTraBHble YacTH Npe3eHTANNI

Uto6bl m00UTHCS XKenmaeMoro dddekTa, Hy)KHO YeTKO MOHUMATh, YTO U KOTJIa TOBOPUTH, U
nokasbiBaTh. Kitaccuueckasi CTpyKTypa Mpe3eHTaluy BBITIISUT TakK:

. TutynpHbI cnaii (TeMa, KOHTAKThI, MH(OPMAIUSA O BBICTYMAIOUIEM, O IMPOIYKTE,
ycayre).

. Ornasnenue ((paKyabTaTUBHO).

. Beenenue (o uem npeseHTanus, HelH, 331a4i. 3JauHTepeCcyiTe Ciaylarens, Mo4eMy emy

HYXHO TPAaTUTb BPpCMs HA Balll ,Z[OKJ'I&,Z[).



. OcHoBHast 4yacTh (Bcs HeoOxoauMmass WHGPOpPMALMA: MOXKET COACPKaTh HECKOJIBKO
pa3aeiioB, IO KEJIAHUIO aBTOPa).

. 3aKiroueHue.

. [Ipunoxxenue (10 KeJIaHUIO).

. Cnacu6o 3a BHUMaHue (He 3a0bIBaiiTe Mpo (PMHATBHBIN Claii 6JaroJapHOCTH).

[IpaBuna odopmiteHUS MIPE3CHTALUH

. Odopmisiite Bce B omHOM crmiie. He croWT «mepenpsiruBaTh» ¢ OXHOTO (poHA
Ha npyroi. CreanTe 3a COYETaeMOCTHIO IIBETOB, (hOHA U MIPU(TOB.

. He wucnone3yiite crammaptable mabmoHsl odopmieaus PowerPoint.  Jlydmre

CaMOCTOSITENILHO 10100path nanuTpy nseroB. K nmpumepy, Ha Piknik coOpansl Bce 6a30BbIe 1BeTa, a
Ha Color Lovers MoXKHO Ha#TH KaK y)Ke rOTOBbIC OJA0OPKH OTTEHKOB, TaK M COCTABUTh X CAMHM.

. Kak mMoxHO MenblIe cioB. HukTo He OyieT 4ntaTh OrpOMHBIE TECTOBEIE OJOKH HA BECh
cnaiin. Muanmym — 25-30-i1 kerens, mpudt — untabenbHbIi. V3MeHsiiTe TpudT U BBIIEICHUS
OUTAT WM TpuMedaHuil. FMcronb3yiiTe 3arojioBKy.

. boupie kapTuHOK

3ananmne:

Co3znarp npe3eHTaIuio Ha TeMy «OxXpaHa CBEJACHUHN O JIUYHOM KU3HU TPAKIAH.

CamocrosiTesbHast padora Ne 4

HaumenoBanue: «CocTaBlieHHE TOHKHOCTHON MHCTPYKIIUK apXUBapuyca»

eas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHS, MPOJODKUTH CHUCTEMATH3AIlMI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHuaia, CHOPMUPOBAHHOCTH YMEHUN 1 HABBHIKOB

MarepuajibHO-TeXHHYECKOe  o0ecriedyeHHe:  KOHCIEKTHI  TEOPHH,  TEeTpaab  JUIs
CaMOCTOSITENIbHBIX PadoT, pyuKa, JOCTYyN B HHTEpHET, [1K, MeToauueckue pekoMeHaauuu

O6s3arenbHas Gopma JOHKHOCTHOW MHCTPYKIIMU 3aKOHOJATENbCTBOM P® He ycTaHOBIICHA.
Pacnipoctpanena mpakTHka, 10 KOTOPOW B HEE BKIIIOUAIOTCS CIIEAYIOIINE OCHOBHBIE Pa3/eibl:

1. OGmue noJyIoKeHusl.

311ech Jamie BCero OTPaskaroTcs:

e CBEJICHUS O Ha3HAYEHUH UHCTPYKLHUU;

e IOPSI0K HA3HAYCHHSI YeI0BeKa Ha JOJLKHOCTD, €r0 MOYUHEHHOCTB;

e TpeOOBaHUA K YPOBHIO 00pa30BaHUs U ONBITY COTPYIHUKA;

e TpeOOBaHUA K 3HAHUSAM U YMEHUSM CIICLUAJIHCTA.

2. OyHKIMOHABHBIE 00S3aHHOCTH.

3nech GuKkcupyercs rnepeueHb TUIMUYHBIX JIEHCTBUN COTPYIHUKA, COCTABISAIONINX €ro paboTy
Ha 3aHUMaeMON JOJKHOCTH.

3. IIpaga.

OcHoBHbBIE TIpaBa, KOTOpbIE OTPAXKAIOTCS B JIOKYMEHTE, Yallle BCEro CBS3aHbI C JOCTYIIOM
YeloBeKa K TEM WM HMHBIM KOPIIOPATUBHBIM CBEJIEHUSM, a TakKe€ C BO3MOXKHOCTSMH €ro
B3aUMO/ICHCTBUS C IPYTUMHU COTPYIHUKAMU IO PA3TUYHBIM BOIIPOCAM.

4. OTBETCTBEHHOCT.

3nech PUKCHPYIOTCS, KaK MPaBUIIO, CTaHIAPTHBIE (GOPMYTUPOBKH — O TOM, YTO COTPYIHUK
HECET OTBETCTBEHHOCTh 33 CBOM JICUCTBUS B COOTBETCTBUM C 3aKOHOJIATEILCTBOM P® M JIOKaIbHBIMU
HOPMATHUBHBIMU aKTaMH.

5. 3aKIOYnTENbHBIE MOJI0KEHHUS.

31ech 0OBIUHO OTPAXKAETCS, UTO:

e HHCTPYKIHS COCTaBIIEHA B 2 3K3EMIUISIPAX;

e COTPYIHUK 3HAKOMUTCS C UHCTPYKIIUEN U yIOCTOBEPSIET O3HAKOMJIEHUE C HEH MOIUCHIO.

YTBepxkaaeTcsi JOMKHOCTHASI HHCTPYKIUSA PYKOBOAUTENIEM MPEAIPUITHS.

3aganue: pazpaboratb U O(GOPMHUTH JTOJHKHOCTHYIO HMHCTPYKIHMIO apXHBapHyca HCIOJb3Ys
pEeKOMEHIalNU U3 TPO(HEeCCHOHATFHBIX CTAaHJAPTOB.
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CamocrositenbHas pabora Ne 5

HaumenoBanue: CocraBnenue Tabmumbl «HOpuandeckas OTBETCTBEHHOCTh 3a HapylICHHE
apXMBHOTO 3aKOHOJATEIIbCTBAY.

Leas pabdoThI: OCYIIECTBUTH KOHTPOJb OOYYEHHS, MPOJOJDKHUTH CHCTEMATH3AIMI0 3HAHMIA,
BBISIBUTh YPOBEHb YCBOCHHS MaTepHalia, COPMUPOBAHHOCTH YMEHUN U HABBIKOB

MartepuajbHO-TeXHH4YeCKOe  o0ecrmeyeHHe:  KOHCIEKTbl  TEOpUH,  TeTpaab  Juid
CaMOCTOSITENIBHBIX palOT, pydyka, JMHEWKa, KapaHAaml, JTOCTYll B HMHTEPHET, METOJIUYECKUE
PEKOMEHIAINH.

Tabamuna —rpadudeckoe M300pakKeHHE HCTOPUYCCKOTO MaTepHaja B BHUJIC CPABHUTCIIBHBIX,
TEMaTHYECKHX M XPOHOJIOTUYECKHX Tpad ¢ Lenpl0 MX 3aloJIHEHHs ydamumucs. B rtabnumax, B
OTJIIMYHE OT CXEM, HET YCIOBHBIX 0003HAYEHU I HCTOPUYECKUX SBICHUN.

Tabauna — ocobast popma nepenadu coAepKaHus, KOTOPYIO OTJIMYAET OT TEKCTa OpraHU3aIHs
CJIOB M YMCEJ B KOJIOHKH (Tpadbl) U TOPU3OHTAIBHBIE CTPOKH TaKUM 00pa3oM, YTO KaXKIbIM 2JIEMEHT
SIBIISIETCSI OTHOBPEMEHHO COCTABHOM YacThIO U CTPOKH, U KOJIOHKH.

3aganue:

Hcnonw3ys MaTepuaiibl JIEKIMH W HOPMATHBHO-TIPABOBBIX JOKYMEHTOB, PETYIUPYIOMINX
ApXUBHYIO JeATEIbHOCTh B P®, cocraBbre Tabmuiyy «HOpuaudeckasi OTBETCTBEHHOCTh 3a HapyIICHUE
APXUBHOI'O 3aKOHOJAATCILCTBA».

CamocrositensHast pabota Ne 6

HaumenoBanue: CocraBieHue cxeMbl Kiaccuukanuii JOKyMEeHTOB

[eas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHS, MPOJODKUTH CHUCTEMATH3aIlMI0 3HAHUM,
BBISIBUTH YPOBCHBb YCBOCHHS MaTepHalia, COPMUPOBAHHOCTH YMEHUW U HABBIKOB

MarepuajbHo-TexHn4eckoe odecneuenme: [IK, moctynm k ceTm MHTEpHET, TEOPETUYECKUUI
MaTepual, MEeTOAUYECKUe PEKOMEH Ialluu

Cxema — 310 Tpaduyeckue 0003HAYCHUS, COJIEPKAIINEe OCHOBHBIC TTOHATHS, ITPaBUIa PadOTHI,
MIPUHIIUIIBI, KOTOPBIE BBIACPKAHBI ACTETUYECKU IPABUIIBHO.

Jlst pa3paboOTKH CXeM 10 3aJaHHON TeMe HY)XHO HaTH MH(OPMAIUIO C Pa3HBIX UCTOYHUKOB
(cets Internet, sHIMKIONE NN, TPAKTUYECKHUE TTOCOOHS), U3YIUTh €€ U COCTABUTh CXEMY B MPOTpPaMMe
Word npu nomoru aBroduryp, a tabmuiy depe3 Macrepa Tabmui. Cxema J0JDKHA COAEPXKATh
OCHOBHBIE aCIIEKThI IAaHHOM TE€MBI, MIPaBUJIA, IPUHIIUIIBI PAOOTHI.

Cxema cocTaBisieTCcsl UHIUBUYaIbHO.

PaboTta momkHa ObITh TpencTaBiieHa Ha Oymare ¢opmata A4 B medyaTHOM (KOMITBIOTEPHOM)
WIN PYKOTICHOM BapuaHTe, aBTOQUTYpPhI JTOKHBI ObITh ACTETUYECKH MPAaBUIBHO OQOPMIICHBI (BH/,
pasMep, LIBET, PACIIOJIOKEHHUE HA JIUCTE).

Brinmonnennyto paboTy caaTh K YKa3aHHOMY CPOKY.

Obwue mpebosanus:

1. Cxema COCTOMT W3 HECKOJBKHX TEMaTHYECKHUX DPa3JIeNIOB, CBS3aHHBIX MEXAY COO0OM
JIOTHYECKH.
2. OneMeHTaMH pabOThl MOTYT OBITh:

- MHQOPMaIMOHHBIE OJIOKH, COCIMHEHHBIC CTPEJIIKaMH MM BBIHOCKAMH, TEKCTOBBIMH
CBSI3KAMU;

- CTOJNOIBI M CTPOKH, Ha IIEPECEYEHUH KOTOpBIX B sYelKa CKOHLEHTpUpOBaHa
uH(OpMalus, CTPOKH U CTOJIONBI 00s3aTeIbHO UMEIOT Ha3BaHUS (XapaKTEPUCTUKN);

- KpaTKoe NOosCHEHHE Mo padoTe co CXeMOH.

3. ITpu xenaHuK MOXKHO J00ABUTH MOSICHSIONIYIO KAPTHHKY WK oTorpaduto.
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Cmpyxkmypa pabombi

O06beM paboTsl HE OoJiee 5 TUCTOB, HyMEpaIys CTPaHUI] — CHU3Y, CIIPaBa;

1 IUCT — TUTYNBHBIN,;

2 - 4 nucTa — TEeMaTUYECKUN MaTepua;

5 JIUCT — CIIMCOK MCIOJIb30BaHHBIX UCTOYHUKOB.

Od¢hopmnenue cxemol

Cxema odopmisercss TpapUUecKHM CIIOCOOOM € MPUMEHEHHEM IIIOCKUX TE€OMETPUYECKUX
¢uryp (mpsIMOYroJIbHUKOB, KBaJpaToOB, KPYroB, OBAJIOB) C YKa3aHHWEM JIOTMYECKUX CBS3CH MEXIY
HUMH TIPU IOMOIIY JIMHUI U CTPEJIOK.

Texct BHyTpu ¢uryp cxemsl odopmisiercs mpudrom TimesNewRoman, pazmep 8-10 mr,
(dbopmaTHpOBaHUE 10 LIEHTPY.

Ha3Banme cxempl pacrioyiaraercsi ojJ Heil 1Mo HEHTPY W HauumHaeTcs cioBoM «Puc.» m nmanmee
nuieTcs Ha3panue. Homepa - CKBO3HBIE.

Bosmoorcnvie munuunvie ouuoKu

1. ConepxaHuie OJIOKOB CXEMbI HE COOTBETCTBYET 3a/laHHON TeMe.
2. NmeroTcst Tornueckue OMMOKH B CBSA3SIX MEKIY OJTOKaMU CXEMBI.
3. Otuer BbIONIHEH U odopmiieH HeOpexHO, 0e3 COOMIOJAEHHS] YCTaHOBJIEHHBIX
TpeOoBaHUM.
Kpumepuu oyenxu cxemul
Hwuskwii ypoBeHb Cpenunuit Beicoknii
YPOBEHb YPOBEHb
CooTBeTcTBHE MPEICTABICHHON B 1 Oamn 2 Oamia 3 Oamna
cxeme nHbopMalliy 3aJaHHOU TeMe
UuTtaeMoCTh, JOTMYHOCTD, 1 Gamn 2 banna 3 Gamna
JJAKOHUYHOCTH CXEMBbI
[TpaBusIbHOCTH OOpMIIEHUS 1 Gamn 2 Gamna 3 Gamra
HToro MmakcumasibHO 3 6 9
OreHka 4-5 GaiuioB 6-7 OaIoB 8-9 6asutoB
«YAOBIIETBOPUTEIHHO «XOPOIIIOY COTJIIMYHO»

Cxembl, oopMJIEHHBIE HE TI0 MpaBWJIaM, HE MPUHUMAIOTCS W HE OlleHuBaroTcs. Ecim padota
cIaHa He BOBpeMs (C OMo3/IaHueM ), IIPeroaBaTeIb UMeeT TPaBo CHU3UTH OIICHKY Ha 1 6asi.

3aganue:

CocTaBUTh CIIOKHYIO CXeMY KiIacCH(UKAIUN JOKYMEHTOB.

CamocrosarenbHas pabora Ne 7

HaumenoBanue: Pa3paboTka mnamsTku «3amuTa MpaBa COOCTBEHHOCTH Ha apXHUBHBIC
JTOKYMEHTBI»

Leas pabdoThI: OCYIIECTBUTh KOHTPOJIb OOYYEHUS, MPOJOJDKHTh CUCTEMATHU3AIUI0 3HAHUM,
BBISIBUTHh YPOBECHb YCBOCHHS MaTepualia, cHOpMUPOBAHHOCTH YMEHUI M HABBIKOB

MarepuajgbHo-TexHHYecKoe obecmedenne: [IK, nocTynm B HMHTEpHET, TEOPETUYCCKUU
MaTepuan, MeTOANYECKUe PEKOMEH IAIluU

[TamsATKa — CBOJ KpaTKUX HACTABJICHUU, IPaBUII, CBEJICHUI O 4eM-TTN00, IPEAMET, CIyKalluit
HanoMuHaHueM. OHU COCTaBISIIOTCS HAa pa3Hble TeMbl W AJIS Pa3HBIX JIOJIEH, HO, HECMOTPS Ha HX
MHOT000pa3ue, CyIEecTBYeT 00Ul TOpAI0K 0(OpMIECHUS TaMSITKH.

CaMoe TnaBHOE — YETKO OIpeAeiuTe 1eb, 33Ja4y U TeMy, 0 KOTOpOil BBl Oyaere IenaTh
namsaTky. OHa qo/kHA OBITH MOCBSIIEHa KOHKPETHOMY BOTIPOCY M HE KacaThCsl APYTUX TEM.

C uenpio co3aHUA TAMATKH, TOA00pa HEOOXoAMMOoW HHQOpPMAIMM U CBEACHHA MOXKHO
WCIO0JIb30BaTh HHTEPHET, OMOINOTEKY. BBl TOMKHBI OBITH YBEPEHBI B IOCTOBEPHOCTH M aKTyalbHOCTH
nH(pOpMaIIUY, UCTIONh3yeMO B mamsiTke. He cTOMT BKJIIOYATh B MaMSATKY CBEJICHUS, BBI3BIBAIOIINE Y
Bac COMHEHHsI. BeiOupaiiTe TONbKO TO, YTO HaubOoIee MOAXOIUT 110 TEME.
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CoOpaHHbIif BaMU MaTepual MOJISKHUT THIAaTeNbHON 00padoTke. HeoOxommmMo MakcuManbHO
COKpaTHTb €ro, MCKJIIOYMB BCe HEeBakHOE. M3maraTte uH(pOpMaNMIO Jydile UYETKUMH, €MKHUMH H
KOPOTKUMH (pazaMu — 3T0 ynmydmaer e€¢ 3anoMuHaHue. CoKpaméHHble MPEIOKEHUST HE JOJDKHBI
MOTEPSATh CBOW CMBICH. J[MMHHBIE TMpeAsoXKeHHs JIydlie pa3OuTh HAa HECKOJIBKO KOPOTKHX. Takas
uHpopmanusa 1o (opMe H3JI0KEHHS JODKHA OBITh JIOTUYHOM, SICHOW (MOHSTHOM), 1O COJAEPKAHHIO
OTIIMYATHCSI OPUTHHAIBHOCTBIO M 3aBEPIIEHHOCTHIO. TeKCT NOoIbKeH ObITh 0e3 opdorpadudeckux
OIMOOK.

[TaMsATKY MOXHO O(OPMUTH KaK KHIKEUKY (OpoILIopy) WM Kak OAMH JUCT A4, CIOKEHHBIN
BJIBOE, 3TO 3aBUCHUT OT 00bEMa Balllero MaTepuaia.

[Ipu co3maHuM TAMATKH KENATeIbHO TPHUACPKUBATHCS TOW IBETOBOM TaMMBI, KOTOpas
MPUHATA B BalleM ydpexjaeHuu. Jlomyckaercs: pa3MelieHne Ha JIMIEBOW CTOPOHE MaMsTKU JIOTOTUTIA
yupexaenusi. Ho He CTouT nenath 00JI0KKY OYeHb SIPKOH, MOKETe 1axke 0(OPMHUTH €€ B YePHO-0esToM
BapuaHTe. CTpaHUIBI lieJecooOpa3HO OCTaBUTH O€JIOro IBeTa, HO JOIMYyCKAaeTcs HCIOJIb30BaHHUE
BETHOM Oymaru (0JIeqHO-PO30BBINA, OJEAHO-3€NIEHbIH U T.HI.), YTOOBI TEKCT JIETKO uuTaics. B
HEO0OXOIMMBIX ClTydasXx J00aBbTE MILIIOCTPATUBHBIN MaTtepual (Tabauisl, GoTorpaduu, cXemsl U T.11.)
MOAXOASAIIME TIO TeMe NaMATKH. Yurarenn cHadana OOBIYHO TNPOCMATPUBAIOT KAPTHHKUA H
BBIJICTICHHBIE (parMeHThl TEeKCTa. MHOrma Ha OCHOBaHMM TIEPBOTO BIICYATICHUS MPUHHUMACTCS
CIIeyIONIee PEIICHNe: YATATh BHUMATEILHO WM HET.

O06n0xKa MaMATKH JOJDKHA COJIEp’KaTh CBeACHUS 00 aBTOpe (IOJIHOE HAa3BaHHUE YUPEKACHHUS ),
3arjaBue (BBIp@XKAlollee OCHOBHOE cojJepkaHHe paboThl, €€ CyTh, HJEK), [ajnee CleayeT
MOCJIEIOBATEIbHO W B JIOCTYNHOM (opme u3N0KeHHue CBeACHUN (MHPOpMaIMs, WHCTPYKIHS,
HATlOMWHAHKE U Tp.) TIOJTOTOBJICHHBIX BAMH 110 TEME MaMsATKU. B KOHIIE HaJ0 yKa3aTh TOYHBIN ajipec
YUPEXKJACHUS M KOHTAKTHBIN TenedoH.

IlamsiTka MoxeT ObITh HCHOJB30BAHA KaK CIOCOO TPENOCTaBICHHUA ONpPEAETIEHHOM
nHGOpMaLKH Ul KIIMEHTOB, a TAK)Ke IPU3BaHa OKa3aTh MIOMOIb CIELUAINCTAM Balllero YYpexKICHUs
(maét anropuT™ ACHCTBUMN, KPYr 00sI3aHHOCTEH, TIEpEYEHb COBETOB).

3aganue:

PazpaboTare namsaTKy Ha TeMy «3aluTa npaBa COOCTBEHHOCTH Ha apXUBHbIE JOKYMEHTBI» JJIs
COOCTBEHHUKOB JIOKyMEHTOB, XPaHSAIIMXCS B apXUBaXx.

CamocrosrensHas padora Ne 8

HaumenoBanmue: [lonoxenue 00 apxuBe OpraHu3aluy, OCHOBHBIE 3a/layM, HaIpPaBJICHUS
NEesITeNIbHOCTH U (PYHKIIMHM apXuBa.

Heap padoThbi: OCYHIECTBUTH KOHTPOJbL OOYyU€HHUS, MPOJOJDKUTH CUCTEMATH3AIUIO 3HAHUIM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHUYECKOe o0ecneyeHne: TETPaab A CaMOCTOSITENbHBIX padoT, pydka,
TEOPETUYECKUI MaTepHuall, JOCTYI B UHTEPHET, METOJMYECKUE PEKOMEH AN

3amanmne:

WN3yunts mnpuMepHOe TOJIOKEHHWE 00 apXuBe OpraHu3allid, YTBEPXKIACHHOE MPHKA30M
®denepanbHoro apxuBHoro areHrctBa ot 11 ampens 2018 roma N 42, mepeils 1O CCbUIKE
https://docs.cntd.ru/document/542622369?marker=6500IL , BEINOIHUTE 3a1aHUS

1. CocTaBUTB CXeMY 3TaloB pa3pabOTKU MOJIOKEHHUS;

2 JlaTh XapaKTepUCTUKY COCTaBa JOKYMEHTOB apXUBa;

3. 3anucaTh OCHOBHBIE 33/1a4M U (QYHKIMM apXHBa OpraHu3aluu;
4 JlaTh MOSICHEHMSI K ITpaBaM apXHBa OpraHU3alluu.

CamocrostenbHas pabota Ne 9
HaumenoBanue: CocraBieHue CIIUCKA JIOKAIbHBIX HOPMAaTUBHBIX JOKYMEHTOB apXUBa.
Leas padoThbI: OCYIIECTBUTH KOHTPOJIb OOY4EHHs, MPOJOJDKHTH CHUCTEMATU3ALMI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHMS MaTepHalia, cOPMUPOBAHHOCTH YMEHUI U HaBBIKOB
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MarepuajibHO-TeXHUYECKOe o0ecnedeHHe: TETPaab Ui CaAMOCTOATENBHBIX padoT, pyuka,
TEOPETHUYECKHUI MaTeprall, METOIMYECKHUE PEKOMEHIAIIHH.

[lepeunu (cimcku) ObIBAOT:

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

e cocmaenple, BKItoYaromue 2 u 0ojee ypoBHEH.

OT TnyOMHBI YICHEHHs 3aBUCHT BBIOOP CHUMBOJIOB, KOTOpBIE OyayT IMPEnBapsATh KaXkKIbIH
aneMeHT cnucka. [lpu odopmiaeHMH TNPOCTHIX TEpeYyHe MOXKHO HCIIOJIB30BaTh CTPOYHBIE
(«maneHbpKue») OyKBBI, apaObCKue UQPHI UITH TUPE.

l'opaszmo ciokHee 0OCTOWT JIeNI0 ¢ COCTaBHBIMH TEPEYHSMHU. 3aroJIOBKH MEPBOTO U BTOPOTO
YPOBHEH HauuHarOmca ¢ 3a21a6HulX OYKS, a 3arOJOBKHU MOCIEIYIONINX YPOBHEH — co cmpouHblx. ITO
MIPOUCXOUT MOTOMY, YTO TIOCIE PUMCKHUX U apabckux (0e3 ckoOOK) Mudp Mo MmpaBUiIaM PYCCKOTO
SI3bIKA CTABUTCS TOYKA, @ TIOCJI€ TOYKH, KaK BCE MBI IOMHUM C HAa4aJIbHOH IIKOJIBI, HAUWHAETCS HOBOE
MpeAJIOKEHNEe, KOTOpOe MHIIeTcs ¢ 3arjiaBHOW OykBbl. [locime apaOckux nudp co ckoOkamu u
CTPOUYHBIX OyKB CO CKOOKaMH TOYKH HE CTAaBHTCS, MMOJITOMY IOCIEAYIOIMIMHA TEKCT HAYMHACTCS C
ManeHbkoi OykBbl. [locremHee mONOXKEHHWE, KCTaTH, OTHOCHTCS W K THpPE, IMOCKOJBKY TPYAHO
MPEJCTaBUTh ce0e coueTaHHe THPE C TOUKOM MOCIIe HEro.

OOpatuTe BHUMaHUE HA 3HAKU HPENUHAHUA 6 KOHYe 3aTOJIOBKOB TEPEUHs, a TaKKe B KOHIIE
CIIOB H CIIOBOCOYETAHHI B €TO COCTaBE.

Ecmu 3arosioBok mpezrmonaraet mocieaykomiee YICHEHHe TeKCTa, TO B KOHIIE HETO CTaBHTCS
TIBOETOYHE, ECITH JKE€ TIOCIIEAYIONIETO WICHeHHS He Oy/IeT, CTABUTCS TOYKA.

[Ipumepsr:

I, HegepOaasnwe anakosme unihopmaquonise cucmems Ye108eKd
AR
1. Onmuko-KiuHecmemuseck v IRaKoayio UHHOpMAauuonty cuememy,
K KOMOPONE Gmuocancs:
1 musuxa,
2} nanmosMuMura,
3) acecinin,
4} nosa wom.d.
2. Busyaibhyi 3naxosyio cucmemy, Komopas exiovaem & ceGn dae
DMHOCHIMENBND CAMOCIORIMEILHE URPOPMARUONHBIE CHCMEMb:
1 aswic ezeanda:
al Hanpasaennocms a3zinda,
) ezo yemoliauaocms,
&) HpodoINCUMETHACITE U .. ;
2} A3ME 2003
al oxye,
[l @ : i} deuscenue.

1. i onpedeienun noMewenun & do2osape Viaams:
1.1, Adpec mecmonaxoxcdenus 30anus.
1.2 [Mrowgads noselgeris,
1.3, Hudusudyaruzupyrouiie noMeienie npuznaxi.
1.3.1. Homepa komuam.
1.3.2. Omdeaxy komuam u m.d.

3aganue:
CocTraBbTe COCTaBHOMU CIUCOK JIOKAJTbHBIX HOPMATUBHBIX TJOKYMEHTOB apXUBa.
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CamocrostensHas pabora Ne 10

HaumenoBanme: I3ydenne Meroauueckux peKOMEHJALUUNA 10 OpraHu3aluu padOTh
pailoHHBIX (TOPOJCKUX) apXUBOB.

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

MarepuajibHO-TeXHHYECKOe o0ecnedeHHe: TETPaab Ui CAMOCTOATENBHBIX padoT, pydka,
TEOPETUYECKUI MaTepHrall, JOCTYIl B UHTEPHET, METOJUUECKUE PEKOMEH AU

3ananmne:

1. WMzyuure «Meroauueckue pexkoMeHgauuu K IlpaBuiaMm opraHumzanuu —XpaHEHUS,
KOMIUIEKTOBAHUS, y4eTa M UCIOJIb30BaHM TOKyMEHTOB ApxuBHOTO (poHaa Poccuiickoit denepamyu n
JPYTUX apXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX M MYHULUIAIbHBIX apXuBax, MY3eix
u OubnmoTekax, HaydHbIX opranm3zanusx». https://archives.gov.ru/documents/methodics/2021-
recommendations-pravila.shtml.

2. CocraBbTe TaONMIIBI, CXEMBl IO OpraHU3alMK pabOThl PAOHHBIX (FOPOJCKUX) apXUBOB C
MIPE/ICTaBICHHBIMU B METOJMUECKUX PEKOMEHIAMIX IPUMEpPaMHu.

CamocrosrenpHas padora Ne 11

HaumenoBanue: CooOmienne Ha TeMy «Pa3BuTHE CIIpaBOYHO-TIOMCKOBBIX CHCTEM B Poccumy

[eans paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHuaia, COOPMUPOBAHHOCTH YMEHUH 1 HABBHIKOB

MarepuajibHO-TEXHHYECKOEe OOecneuyeHHe: TETpaab IJIsi CaMOCTOSITENIBHBIX paboT, pydka,
TEOPETUYECCKUI MaTepHal, TOCTYIl B UHTEPHET, METOIUUECKHE PEKOMEH IalluN

MeToauyeckne peKOMeHIANU:

CooOuieHre — 3TO0 KpaTKoe M3JI0KEHHE, MpU 3ToM B EMKOIl (opme, meperaroiiee sICHYI0 U
yéTkylo cyTh HuHpopMmanuu. [lumercas B Qopme KpaTkoro AOKiIaga M HE HMMEET U3IUIIHUX
XYIOKECTBEHHBIX 000pOoTOB U  cioBocoueTanuif. OcHOBHas 3ajada COOOIIEHUS JIOHECTH
oTpeieNieHHY0 HH(pOpMAIHIO, HE BBIXOS U3 PaMOK 33/1aHHOM TEMBI.

Odopmiienne cood1IeHUS

Hukorpa naHHBIA TUD COUMHEHHS HE ObIBaeT TPOMO3JIKUM. B oTiHuue OT KJIacCHYECKHX
COUMHEHUI, TAKOH TEKCT HE JIOMYCKAeT JUTMHHBIX COOOIICHUN ¢ KPACUBBIMHU, IPKUMH SITUTETAMHU.

IMumem npaBuwibHo. Odopmitsis coobIeHre, Hy>KHO TIOMHUTD O CIIEIYIOIIEM:

e MoowcHo ucnonvzogamo 0Jist NPULONHCEHUS PUCYHKU U CXEMbL, eClIU OHU OMHOCAMCA K meme;

e Bvioenume enasnyto ungopmayuro, u npocieoume, 4mooOvl meKcm umesl YemKyro memamury,

e He ucnonw3syiime mepmunos u cog, KOomopbvie 8am He NOHAMHbI.

[Ipy 3TOM OYEeHb BaXHO XOPOIIO HU3YYUTh 3aJAHHYIO TEMY, MPOUYMUTATh Y4EOHYIO WU
METOAUYECKYIO TUTEPATYPY.

XKenarenbHO MCHONB30BaTh sl pabOTHI cpa3y HECKOJIbKO HCTOYHUKOB — OSTO MO3BOJIUT
c/ienaTh COOOIIEHUE MOTHOLEHHBIM U TIOJTHBIM.

IMopsinok padoTsbI

o U3yuenue memsi, n00OOp 1umepamypol,

o TwamenvHoe usyuenue mamepuanog 0jisi mo2o, Ymoosl He 0enams INeMeHMAaAPHLIX OUUOOK;

e Bvioenume camoe 2nasHoe, ymo OmHOCUMCS K 3A0AHHOU memMamuxe,

e Cocmagvme noopooOHblLL NOIMANHBIU NIAH COOOUWEHUS,

e Hanuwume no nynkmam niaua cam mexcm.

Ecnim  Tema  coBepiieHHO ~ HE3HAKOMa, TO,  BO3MOXHO, OyAeT  aKTyalbHBIM
MIPOKOHCYIBTUPOBATHCS C IIPENOIABATEIEM.

Ecnu motom mpuaercss yuTaTh COOOIIEHUE B ayJUTOPUHU Y JOCKH BCIYX, TO HYXHO XOPOIIO
MOJATrOTOBUTBHCA, U TTOCTApaThCsl HE MPOCTO MPOYUTATH C JIUCTA, a MO MAMSITH NEPECKa3aThb OCHOBHYIO
CyTh TEKCTa, HCIONB3ysd AaKTHUBHO Ui TOJYEPKUBAHUS OCHOBHBIX JaHHBIX WU LU(Dp 3apaHee
BBINTMCAHHBIE HA JOCKY JaHHBIE.
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Ilnan cool0eHus
[Tnan cooOuieHust 0OBIYHO AOCTATOYHO MPOCT B CHITY IPUPOIBI IAHHOTO THIIA TEKCTA:

4. Bcmynnenue, 20e pacckazviéaemcsi OCHOBHASL MbICIb NO MeMe;

5. OcHoeHotl meKkcm ¢ pasmvlulieHuem Ui OPUYUATbHLIMU U3YYEeHHBIMU OAHHBIMU,
6. 3aknwouumensvHnan yacme c 6b1600aMU NOCe HANUCAHUSL PAOOMbI.

3aBepuieHue

[lo 3aBepmieHnu pabOTHI HaJ COOOIIEHMEM HY)KHO €ro IMepeuyuTaTb, 4TOObI M30aBUTHCA OT
JUIITHUX STHUTETOB, CJIOXHBIX CIOBOCOYETAHHH M 000POTOB. DTO KaK pa3 TOT CIydai, KOTJa MOXHO
MMCaTh KPaTKo U IO CyTH, O€3 JONOJHUTENIbHBIX OMMCAHUN U KPACUBBIX CJIOB.

3ananmne:

Hanmmcate cooOmenune Ha Temy: «Pa3BuThe CIpaBOYHO-TIOMCKOBBIX cuUCTeM B Poccumy.
JUInTenbHOCTh COOOIIEHUS 4-5 MUHYT.

CamocrostenpHas padora Ne 12

HaumenoBanme: PaGota ¢ T'OCT 7.51-98 Kaprouku s KaTajJoroB M KapTOTEK.
Karanoruzanus B m3nanuu. CocTas, CTPYKTypa TaHHBIX U U3AATENbCKOE 0(hOpMIICHHE.

[eas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, TPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHHYECKOEe o0ecnedeHHe: TETPaab Ui CAMOCTOSATENIBHBIX padoT, pydka,
TeOpeTI/I'-IeCKI/II\/’I Marcpurail, 10CTyll B UHTCPHET, METOJUUCCKHUE PEKOMCH Al

3ananue:

Wsyuute  mexrocymapctBenubiii  crammapt [OCT — 7.51-98  https://rHOKOp.pd/wWp-
content/uploads/laws/1200004277.pdf

OTBeThTE MMCHbMEHHO Ha CIIEAYIOIINE BOIIPOCHI:

1. [Tepeunciure 00s3aTeNbHBIE AIEMEHTHI OMOINOTpadUIECKON 3aITUCH KapTOYKH;

2. I'me Ha KapTOUYKe pa3MEIalOT CBECHHS O S3bIKE JIOKYMEHTa U HAUMEHOBAHHE CTPaHBbI,
r7ic OH OIyOJIMKOBAH;

3. Mo:xHO 51 pazMenaTh OndanorpaduuecKyro 3amuch Ha HECKOJIBKUX KapTOYKaX?

4, KaxoBbI pazmeps! kKapTouKu?

5. Odopmure mnpumep oQopMIICHHS KapTOUYKU IICHTPATU30BAHHOW KaTaJOTH3aIHU
(nputoxxenue b);

6. Odopmute npumep ohOpMIICHHST MaKeTa aHHOTUPOBAHHOW KapTOYKH, TIPUBOJIUMOTO B

M31aHuM (TpujIoxeHne B).

CamocrosrtensHas padora Ne 13

HaumenoBanue: [loxman no temam: Co3laHHE COBPEMEHHBIX APXHUBHBIX CIIPABOYHHKOB Ha
ocHoBe auddepeHnmpoBanHoro noaxoxaa; [lpeacraBieHne HayqYHO-CIPABOYHOTO arapara apXuBOB B
ANIeKTpOHHOU cpezie; [ToHsTHE U CTPYKTypa HAYYHO-CIPABOYHOTO amnmapara K JOKYMEHTaM apXHUBHOTO
donna Poccuiickoit denepannu; Ykazareian Kak caMOCTOSITEIIbHBIC aDXUBHBIC CIIPABOYHHKH.

Leas pabdoThI: OCYIIECTBUTh KOHTPOJIb OOYYEHUS, MPOJOJDKHTh CUCTEMATHU3AI[UI0 3HAHUMA,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHaia, cQOpMHUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHoO-TexHH4Yeckoe obOecneyenue: [IK, mocTym B UMHTEpHET, TEOPETUUYECKHIA
MaTepuan, MeTOANYECKUe PEKOMEH IAIluU

MeToanyeckue peKOMeHIAIUH 10 HANMCAHUIO I0KJIA/1a.

Jlokman, Kak BHJ CaMOCTOSITENBHOM paboThl B y4eOHOM MpoIlecce, CIOCOOCTBYET
(hOpMHUPOBAHHIO HABBHIKOB MCCIIEAOBATEIHCKOM pabOTHI, paciIUpsieT MO3HABATEIbHbIE HHTEPECHI, YUUT
KPUTHUYECKH MBICIIUTb.

[Ipn HamucaHuu OOKJIaNa TO 33JaHHOW TeMe OOYYaroIIMiCsS COCTaBIIseT IUIAH, MOAOWpaeT
OCHOBHBIE HCTOUYHUKH.
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B mporecce paboThl ¢ HICTOUHUKAMU CUCTEMATU3UPYET MOJTyYSHHbIE CBEJICHHUSI, IENIAeT BHIBOIBI
1 00001IIeHHS.

K nmoxnagy o KpymnHoO#l TeMe MOTYT IPUBJIEKaTh HECKOJIBKO O0OYyUYaIOMIMXCS, MEXI1Y KOTOPBIMH
pacrpenessitoTCsl BOIPOCH BHICTYIIIICHHUS.

Bb160p TeMbI J0KIa1a

2.1. TemaTtuka nokiaga OOBIYHO ONIpPENETSETCS MPENOIaBaTesieM, HO B ONPEACICHUU TEMBI
MHULMATUBY MOKET MIPOSBUTH U OOyYarOIHIiCs.

2.2. Tlpexne ueM BbIOpaTh TeMy JOKJIaga, aBTOPY HEOOXOJUMO BBISIBUTH CBOW MHTEpEC,
OTIPEICNINTh, HAJ KaKoW mpoOiieMolt OH xoten Obl TmopaboTraTh, OoJjiee TIIyOOKO €€ HW3Y4YHUTh.
3. Oranbl paGoThl HaJ I0KJIAI0M

3.1. ®opmynarpoBaHHE TEMBI, IPUYEM OHA JOJDKHA OBITH HE TOJIBKO aKTyaJIbHOH IO CBOEMY
3HA4YCHUI0, HO M OPUTHHAIBHOM, HHTEPECHOM 0 COJIEPIKAHHIO.

3.2. [lon6op U M3yuyeHue OCHOBHBIX MCTOUYHUKOB IO TeMe (KaK MpaBUIbHO, NMPU pa3zpaboTke
JOKJIaJia UCTIOJIb3yeTcsl He MeHee §8-10 pa3nyHbIX HCTOYHUKOB).

3.3. CocraBnieHue crnycka UCIoJIb30BaHHBIX HCTOYHUKOB.

3.4. O0OpaboTka u cucTeMaru3anus HHGOpMaluu.

3.5. Pa3paboTka miaHa Jg0KiIaja.

3.6. Hamncanue noxiana.

3.7. Ilybnu4HOe BBICTYIIEHUE C pe3yJIbTaTaMU MCCIIEA0BAHMUS.

4. CTpyKTypa AoKJjaja:

- TUTYIbHBIH TucT (cM. [Ipuiiokenue).

- OTJIaBJICHHUE (B HEM TIOCIIE0BATEIFHO M3JIAraloTCs Ha3BaHMS ITyHKTOB JIOKJIA/a, YKa3bIBAIOTCS
CTpaHMIIBI, C KOTOPHIX HAYMHACTCS KaKIBIN ITYHKT);

- BBeneHHE ((POPMYNIHpPYET CyTh HCCIEAyeMON MpoOJieMbl, 0OOCHOBBIBACTCS BBIOOP TEMBI,
OTIPEIeNIAIOTCA €€ 3HAYMMOCTh M aKTyaJbHOCTb, YKa3bIBAIOTCSA I€JIb W 3aJadd JOKJIajaa, Jaercs
XapaKTepUCTHUKA UCIIOIb3yeMOM JIUTEPATyphI);

- OCHOBHas 4acTh (KaXJblil pa3ien ee, JoKa3aTeJIbHO PAcCKpbIBas OTICIbHYIO MPOOIeMy WU
OJIHYy U3 €€ CTOPOH, JIOTUYECKH SBJIAETCS MPOJOJLKEHUEM MPEAbIAYIIET0; B OCHOBHOM YacTH MOTYT
OBITH MPECTABICHBI TAOIHIIBI, TPAPHUKH, CXEMBI);

- 3aKiloYeHue (MOABOJSATCS WTOTHM WM JaeTcsi oOOOUIEHHBIH BBIBOJA IO TEME JOKJIaja,
MpearaloTcs peKOMeHI1alun );

- CIIMCOK MCIOJB30BAHHBIX UICTOYHHUKOB.

5. CTpykTypa U cojep:KaHue J0KJIANAa

5.1. BBegeHHe — 3TO BCTYNHTENbHAs YacThb HAyYHO-HUCCIEIOBATENbCKOW pabOThL. ABTOD
JOJKeH TMPUIOKHUTh BCE YCHIIMA, YTOOBI B 3TOM HEOOJILIIOM [0 O0bEMY pa3jene IoKa3aTh
aKTyallbHOCTh TEMBI, PACKPBHITh MPAKTUYECKYI0 3HAYUMOCTb €€, OMNPENeNUTh el U 3aJa4u
SKCIEPUMEHTA WJIH ero (pparmeHra.

5.2. OcHoBHas1 yacTh. B Hell packpbiBaeTcs conep:xkaHue aokiaaa. Kak mpaBuio, OCHOBHAS
4acTb COCTOUT U3 TEOPETUYECKOTO0 M MPaKTUYEeCKOro pas3aenoB. B Teopernueckom paszfaerne
PaCKpBIBAIOTCS UCTOPHS M TEOPUS UCCIIEyeMOU MPOOIeMBbI, 1aeTCsl KpUTHUECKUI aHaTN3 JTUTEePaTyphl
U TIOKa3bIBAOTCS MO3UIMU aBTOPA.

B npaktudyeckoM paszene M3NararoTcs METOJbl, XOJ, M pPe3ylbTaTbl CaMOCTOSTEIbHO
MIPOBEIEHHOTO AKCIIEPUMEHTa WK (parMeHTa. B 0OCHOBHOM yacTu MOTYT ObITh TaKXKe MpPeACTaBICHbI
CXEMBI, IMarpamMmbl, TaOJIUIIbl, PUCYHKH U T.J.

5.3. B 3akuIl0ueHHMM COJEp)KaTcsi UTOTU PAabOTHI, BBIBOJABI, K KOTOPHIM MpPHIIEN aBTOP, U
peKOMEHJauuu. 3aKiOYeHHe JIOJDKHO OBITh KpaTKUM, OOs3aTeNbHBIM M COOTBETCTBOBATh
MOCTaBJICHHBIM 33JauaM.

54. CHnucoOK HCHOJb30BAHHBIX HMCTOYHHUKOB  TIPEACTaBIsIeT COOOM  INepeyeHb
MCTOJIb30BAHHBIX KHUT, CTaTeH, (haMHIIMU aBTOPOB MPHUBOIATCS B al(paBUTHOM MOPSJIKE, IPU 3TOM BCe
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HUCTOYHUKH JAIOTCA M0J oOuieil Hymepauued JuTeparypbl. B HCXOIHBIX JaHHBIX HMCTOYHHMKA
YKa3bIBAIOTCS (paMUIIHSI U MHUIIMAJIBI aBTOPA, Ha3BaHUE pabOTHI, MECTO U T'OJT U3AaHUsI.

5.5. Ilpuno:keHue K 0Ky OQOPMIISIOTCS HA OTIENBHBIX JHCTAX, IPUYEM KaKJI0€ JOJKHO
HMETh CBOM TEMAaTHYECKH 3arojlOBOK M HOMEp, KOTOpPbIA MUUIETCA B IPABOM BEPXHEM YIIy,
Hanpumep: «IIpunoxenue 1».

6. TpeboBanus k opopMIIEHHIO T0KIAA

6.1. OObem mokiaza MOXET Kojebarbcs B Tpeaenax S5-15 meyaTHbIX CTpaHHMI; BCe
MIPUJIOKEHUS K paboTe HE BXOJAT B €€ 00bEM.

Jloknmax moKeH OBITh BBIOJIHEH T'PaMOTHO, C COOJIOJCHUEM KYJIBTYPBI H3JIOKEHHUS.
OO0s13aTeNIbHO JI0JKHBI UMETHCSI CChUIKM Ha UCHOJIb3yeMYIo juteparypy. JlomkHa ObITh coOnroseHa
MOCIIEIOBATEILHOCTh HATUCAHUS OMOIMOrpadnaeckoro ammapara.

Kpurtepuu oueHku 1okjiaga

- aKTYaJIbHOCTb TEMBbI UCCIIEIOBAHMUS;

- COOTBETCTBHE COJIEP)KAHUS TEME;

- rIyOMHA MPopabOTKK MaTepHala; MPaBUILHOCTh U MOJTHOTA HCIOIb30BaHUS HCTOYHUKOB;

- COOTBETCTBHE 0(OPMIICHHUSI JOKJIaJ|a CTaHapTaM.

[To ycMoTpeHuto npenoiaBatesst J0KIaabl MOTYT ObITh MPECTABIIEHBl HA CEMHHApaX, HAy4HO-
MPaKTUYECKUX KOH(EPEHILHAX, a TaKKE HCIOJIb30BaThCs KakK 3ayeTHble pabOThl MO TMPOMIEHHBIM
TeMaM.

HeckoJbK0 COBETOB 0 TOM, Kak 0J1ecTHAIIE BLICTYIIUTH Iepel ayAuToOpHeil.

o [Ipo10IKUTENBHOCT BBICTYIUIEHHSI 00bIYHO He mpeBbimnaer 10-15 munyr. Ilostomy npu
MOJTOTOBKE JTOKJIaa U3 TEKCTa pabOThI OTOMPAETCSI caMoe TIIaBHOE.

e B noxnane nomKHO OBITH KPaTKO OTPa)KEHO OCHOBHOE COJIEp)KaHUE BCEX TJIaB M pas3fesioB
HCCIEA0BATEBCKON pabOTHI.

¢ 3ayuynTe 3HaUE€HUE BCEX TEPMHUHOB, KOTOPBIE YIIOTPEOISIOTCS B TOKIIA/IE.

e He GoiiTech aymuTOPUH — BAIllA CIYIIATEIHN APYKECKHA HACTPOCHBHI.

e BeicTynaiitTe B MOJHOW TOTOBHOCTH — BJIAJIEUTE TEMOW HACTOJBKO XOPOIIO, HACKOJIBKO 3TO
BO3MOKHO.

e CoxpaHsiiiTe yBEpEHHBIN BUJl — 3TO JACHCTBYET HA AyJUTOPHUIO U MIPENOJaBATEIICH.

o JlenaiiTe may3sl TaK 4acTO, KAK CUYUTAECTE HYKHBIM.

e He Toponutech u He pactaruBaiite cinoBa. CKOpOCTh Balllel peud JOJKHA ObITh IPUMEPHO
120 c10B B MUHYTY.

e [TogymaiiTe, Kakue BOINpPOCHI BaM MOTYT 3aJaTh CIyIIaTelIH, U 3apaHee cHopMymupyiTe
OTBETBHI.

eEcin BaM HyXHO Bpems, 4TOObI coOpaTbCsi C MBICISIMHM, TO, HajJU4ude 3apaHee
MOATOTOBJICHHBIX KapT, CXeM, IuarpaMmsl, GoTtorpaduu U T. I TOMOXKET BaM BBIMUTPATh APAroleHHOe
BpeMs i1 (GOpMYIUPOBKU OTBETA, @ MHOTIA M IACT TOTOBBIN OTBET.

3amanmne:

B coorBercTBMM € METOAMYECKMMH PEKOMEHIAIMSMU HamMcaTh JOKIAJ Ha TEMY,
pacnpeiesIeHHYIO 110 BAPUAHTAM:

Tema noxnana [TepBas OyxBa
bamunnn

Co3maHve  COBpPEMEHHBIX  apXMBHBIX  CIpaBOYHMKOB Ha  ocHoBe | A, /I, U, H, C, X, ]
g depeHInpOBaHHOIO MOJIX01a

[IpencraBineHne HaydHO-CIPAaBOYHOIO ammapara apxuBoB B anekTtpoHHoil | b, E, KO, T, 11, O
cpene

IlonsTE M CTpyKTypa Hay4HO-CIIpaBOYHOro ammaparta kK pokymentam | B, X, JLIL ¥V, Y, IO
apxuBHOTO PoHaa Poccuiickoit denepanun

YKazarenm Kak caMOCTOATENIbHbIE apXUBHBIE CITIPABOYHUKHU I3, M,P,d, 1, A
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CamocrostensHas pabora Ne 14

HaumenoBanue: Pa3paboTka HHCTPYKIIMM 10 TMepenadye JOKYMEHTOB Ha IOCTOSIHHOE
XpaHEHHE.

Heas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyUEHHsI, MPOJIODKUTh CUCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHuaia, cOpMUPOBAHHOCTH YMEHHH U HABBIKOB

MarepuajibHO-TEXHUYECKOE o0ecneyeHne: TETPaab JUISi CaAMOCTOSTCILHBIX padoT, pydka,
I[OCTyr[ B I/IHTepHeT, TeOpeTI/I‘-IeCKI/Iﬁ MaTepHan, MECTOANUYCCKHEC peKOMeHILaHI/II/I

3aganue:

Ucnonb3ys  «Meroguueckue  peKOMEHJAMM O pa3padOTKe  MHCTPYKIMM 1O
JICJIONIPOU3BOJICTBY B TOCYIApPCTBEHHBIX  OpraHax, OpraHax MECTHOTO CaMOYIPaBJICHU S
https://archives.gov.ru/documents/methodics/2020-recommendations-deloproizvodstvo.shtml,
pa3paboTaiiTe HHCTPYKIIMIO TI0 MOJATOTOBKE U Mepeaaue JOKYMEHTOB Ha TIOCTOSIHHOE XpaHEHHE.

CamocrosrensHas padora Ne 15

HaumenoBanme: CocraBieHue KOHCIIEKTa Mo Teme: Vcnonb3oBanue 10KyMEeHTOB ApXHUBHOTO
¢onna PO B nHGPOPMAIIMOHHBIX LIEIISX.

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

MarepuajibHO-TEXHHYECKOe O0ecnevyeHne: TETpaab IJIsi CaMOCTOSITENBHBIX paboT, pydka,
TEOPETUUYCCKUI MaTepHa, METOUIECKHUE PEKOMEH AN

MeToauyeckne peKOMeHIANU:

KoHcnekT — 3TO0 KpaTKoe TMOCIENOBATEILHOE H3JIOKEHUE COJCp)KaHMUsI CTaThU, KHUTH,
neknu. Ero 0CHOBY COCTaBIISIIOT TUTaH TE3MCHI, BBITTUCKH, MUTATHl. KOHCIIEKT, B OTIWYHE OT TE3UCOB
BOCITPOU3BOJIST HE TOJIBKO MBICIH OPUTHHANA, HO M CBA3b MEXAY HUMU. B KOHCIEKkTe oTpaykaeTcsi He
TOJIBKO TO, O UeM TOBOPUTCS B pabOTe, HO U YTO YTBEPKIACTCS, U KaK JI0Ka3bIBAETCSl.

B oTinume OT TE€3MCOB U BBIIHMCOK, KOHCIEKTHI MpU 00s3aTeNbHOM KPAaTKOCTH COJEP)KAT He
TOJIBKO OCHOBHBIE TIOJIO)KEHHUS U BBIBOABI, HO W (aKThl, M J0Ka3aTeIbCTBA, U NPUMEPHI, U
WJUTIOCTPALIHH.

TuIbl KOHCIIEKTOB:

1. IlnanoBbI.

2. TekcTyaabHbIN.

3. CBOOOIHBII.

4. TemaTnueckui.

KpaTkas xapakrepucTruka TUIIOB KOHCIIEKTOB:

1. [InaHOBBIN KOHCNEKT: SBIISSICH CKAaThIM, B OpMe IUIaHa, Iepecka3oM IPOYUTAHHOTO, 3TOT
KOHCIIEKT — OJIMH M3 HauOoJiee IEHHBIX, IIOMOTAeT Jy4llle YCBOUTh MaTepual elie B MPOIECCE ero
u3zydeHus. OH y4HuT MOCIeI0BAaTENbHO U Y€TKO M3J1araTh CBOM MBICIIH, pa0OTaTh HaJ KHUTO#, 06001mas
colepkanue ee B (opMynupoBKax ImiaHa. Takoil KOHCIEKT KpaToK, MPOCT U SICEH MO cBoell dopme.
OTo [nenaeT ero He3aMEHHMMbIM TOcOoOMeM Mpu OBICTPON MOArOTOBKE JAOKJIaNa, BBICTYILICHUS.
HepocraTok: mo mpomiecTBMM BpPEeMEHH C MOMEHTa HAMHCAHHS TPYAHO BOCCTAHOBHUTH B MaMSTH
COJIepXKaHUE UCTOYHHUKA.

2. TekcTryajbHbI KOHCHEKT — 3TO KOHCIIEKT, CO3/IaHHbIH B OCHOBHOM W3 OTPBIBKOB
MOJUIMHHHUKA — [IUTAT. DTO MPEKPACHBII NCTOYHUK JTOCIOBHBIX BBICKA3bIBAHUN aBTOpPA M MPHUBOAUMBIX
uM  ¢aktoB. TekcTyaldbHBIH KOHCHEKT WCIONB3YyeTCsl JUIMTenbHOEe Bpems. HemocraTok: He
AKTUBU3HUPYET PE3KO BHUMAHHE U MAMSTh.

3. CB0OOIHBII KOHCHEKT TPECTaBIAET COO0M coueTaHHe BBIMUCOK, ITUTAT, MHOT/Ia TE3UCOB,
9acTh €ro TeKCTa MOXKET ObITh CHa0KeHa MIIaHOM. DTO HauboJiee MOJTHOIICHHBINA BU KOHCIIEKTA.

4. TemaTnyeckuMii KOHCHEKT J1aeT Oojee WIM MEHEe WCYEPIBIBAIONINN OTBET Ha
MOCTABJICHHBIN BOMpoc TeMmbl. COCTaBICHHE TEMATHMYECKOTO KOHCIEKTa YYUT paboTaTh Hall TEMOW,
BCECTOPOHHE 00IyMBIBAsI €€, aHATU3UPYS PA3IMYHBIC TOUKH 3PEHHS Ha OJMH M TOT ke Bompoc. Takum
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https://archives.gov.ru/documents/methodics/2020-recommendations-deloproizvodstvo.shtml

0o0pa3oM, 3TOT KOHCHEKT objerdaer paboTy HaJ TEMOW IMPH YCJIOBUHU HCIIOJIb30BAHHS HECKOJIBKUX
HCTOYHUKOB.

5. Koncnekr-cxema

Y 100HO NOJB30BATHCS CXEMATUYHOHN 3aITUChIO MPOYUTAHHOTO. COCTAaBICHHE KOHCIIEKTOB-CXEM
CIIY’)KUT HE TOJIbKO JJIsi 3allOMUHAHMs MaTtepuana. Takas paOoTa CTaHOBUTCS CPEICTBOM Pa3BUTHS
CIOCOOHOCTH BBIICIATH CaMO€ TJIaBHOE, CYIIECTBEHHOE B y4eOHOM Marepualne, KJIacCH(PHUIHNPOBATH
nH(OpMAIHIO.

Hambonee pacnpocTpaHCHHBIMU SIBJISIOTCS CXEMBl THMA "TeHEAJIOTHYeCKoe JepeBo” u
"may4yok". B cxeme "reneanorunueckoe aepeBo" BBIAEISAIOT OCHOBHBIE COCTABIISAIONINE O0JIEE CI0KHOTO
MOHATHSA, KIFOUEBBIC CJIOBA M T. I. U PaCMOJIAraroTCs B IMOCJIEIOBATEILHOCTH '"CBEPXY - BHU3" - OT
0O0IIEeT0 MOHATHS K €r0 YaCTHBIM COCTABIISIOIINM.

B cxeme "maywyok" 3amuchiBaeTcsi Ha3BaHME TEMbl WJIM BOIpOCa W 3aKIHOYAETCs B OBal,
KOTOpPBI cocTaBisieT "Teno naydka'. 3aTeM HY)KHO IpOAyMaTh, KaKM€ U3 BXOJAIINX B TEMY MOHSITHUH
SIBJISIIOTCS. OCHOBHBIMH M 3aIldcaTh WX B CXE€ME€ TaK, YTO OHM 00pa3yroT "HOxku mayka". [[ns Toro
YTOOBl YCUJIUTh €r0 YCTONYMBOCTh, HY)KHO NMPUCOEAMHUTH K KaXJ0H "HOXKe" KIIIOYeBbI€ CIIOBA WU
(bpasbl, KOTOPBIE CITY’KAaT ONOPOH ISl TAMSTH.

Cxembl MOTYT OBITh IPOCTBIMH, B KOTOPBIX 3aIllMCHIBAIOTCS CaMble OCHOBHBIE MOHATUS 0€3
oObsicHeHuil. Takass cxemMa WHCHONB3yeTCs, €CIAM MaTepuan He BbI3bIBACT 3aTPYyIHEHUN IpHU
BOCITPOU3BeIeHUH. JIeHCTBUS MPU COCTABIEHUH KOHCIIEKTA - CXEMbI MOT'YT ObITh TAKHUMHU:

1. TlonGepute GakThl 1Sl COCTABICHUS CXEMBI.

2. Beienure cpey HUX OCHOBHBIE, O0IIIE TIOHSTHS.

3. OmpenenuTte KIOYEBbIE CIOBA, (Ppa3bl, MOMOTAIOIIME PACKPBITH CYyTh OCHOBHOTO TIOHSTHUS.

4. CrpynmnupyiTe GakThl B JOTHYECKON MMOCIEI0BATEILHOCTH.

5. JlaliTe Ha3BaHWE BBIICIICHHBIM TPYIIIIaM.

6. 3aM0JIHUTE CXEMY JTAaHHBIMHU.

AJITOPUTM COCTABJICEHHS KOHCTIEKTA:

Omnpenenure 1eb COCTABICHUS KOHCIIEKTA.

Uuras nzyyaeMblid MaTepuall, Moapa3aessiTe ero Ha OCHOBHBIE CMBICIIOBBIE YACTH, BBIICIANTE
TJIaBHBIE MBICJIH, BHIBOJIBI.

Ecnu cocrapnsieTcs miaH-KOHCIEKT, CHOPMYIUPYHUTE €ro MyHKTHI U ONPEIENIUTE, YTO UMEHHO
clielyeT BKIIFOYUTh B TUIaH-KOHCIEKT JJIsl PACKPBITHSI KaXKJI0TO U3 HUX.

Haubonee cyiecTBeHHbIE MOJOKEHUS U3y4yaeMOro Marepuaiia (Te3UChl) MOCIEI0BaTENbHO U
KpaTKO M3JaraiiTe CBOMMU CJIIOBaMU WJIM MIPUBOJIUTE B BUJIE IIUTAT.

B KOHCHEKT BKIIIOYAIOTCS HE TOJIbKO OCHOBHBIE MOJIOKEHHS, HO U OOOCHOBBIBAIOIIUE HX
BBIBO/IbI, KOHKPETHBIC (DAKTHI U TPUMEPHI (0€3 0APOOHOTO OTIUCAHNS).

CocraBiisisi KOHCIIEKT, MOKHO OT/ENIbHBIE CIIOBA U IENbIe MPENIOKEHHS MHCaTh COKpPAIIECHHO,
BBIMIUCHIBATh TOJBKO KIIOYEBBIE CIIOBA, BMECTO LIMTUPOBAHMS AENATh JHIIb CCHUIKM Ha CTPAHHIIBI
KOHCIIEKTUPYEMOU pabOThl, MPUMEHSATH YCIOBHbIE 0003HAYECHHUS.

Uto6sl (opma KOHCHEKTa Kak MOXHO OoJyiee HArilsgHO OTpakaja ero cojep)KaHue,
pacrnonaraiite a03anel 'cTynmeHpKaMu' TOJOOHO MyHKTaM M TOANYHKTaM IUIaHa, MPUMEHSTe
pa3HooOpa3HbIe CIOCOOBI MOAYEPKUBAHNS, UCTIONB3YWTE KapaHJallld U PYyYKH Pa3HOTo I[BETa.

CoOcTBeHHBIE KOMMEHTAPHH, BOTIPOCHL, Pa3IyMbs pacrojiaraifiTe Ha MoJIsx.

[IpaBuina KOHCIIEKTUPOBAHHUS:

Jl1s TpaMOTHOTO HAIMCaHUs KOHCIIEKTa HE0OX0MMO:

1. 3anucare Ha3BaHHWE KOHCIEKTHPYEMOTO MpOM3BENEHHs (WJINM €ro 4acTH) M €ro BBIXOJHBIE
JTAHHBIE.

2. OCMBICIIUTH OCHOBHO€E COAEPKaHHUE TEKCTA, IBAXKAbI IPOUUTAB €TO.

3. CocTaBuUTh IUIaH - OCHOBY KOHCIIEKTA.

4. KoHCHeKTUpys, OCTaBUTb MECTO (IIMPOKHE MOJs) Uil JOIMOJHEHUH, 3aMETOK, 3aIlUCH
HE3HAKOMBIX TEPMUHOB U UMEH, TPEOYIOIINX pPa3bsiCHEHUH.
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5. IloMHUTB, YTO B KOHCIIEKTE OTJENbHBIC (ppa3bl U Jake OTICNbHBIE CIIOBa MMEIOT Oojee
BaXHOE 3HAUCHHE, YeM B TIOAPOOHOM H3JI0KEHUH.

6. 3aruch BECTH CBOMMH CJIOBAMH, 3TO CIIOCOOCTBYET JIyUIIIEMY OCMBICIICHHUIO TEKCTA.

7. llpuMeHATH OIPEACICHHYID CHCTEMY IIOJYEPKUBAHMS, COKPAIIECHMM, YCIOBHBIX
0003Ha4YEHUIL.

8. CobOmogare mpaBuja IUTHPOBAHUS - IIMTATy 3aKJIIOYaTh B KaBBIUKH, JaBaTh CCHUIKY Ha
HCTOYHUK C YKa3aHUEM CTPaHUIIbL.

9. Hayuutech 10Jib30BaThCs LIBETOM JJIsl BBIIEICHUS TE€X WIM UHBIX HH(OOPMATUBHBIX y3JIOB B
TEKCTe. Y KaXI0ro IBeTa JOJDKHO OBITh CTPOrO OJIHO3HAYHOE, 3apaHee IPelyCMOTPEHHOE
HazHaueHue. Hampumep, ecau Bbl MOJIb3yeTeCh CUHUMM YEPHUJIAMU JUIS 3allCH KOHCIIEKTa, TO:
KpPacHBIM IIBETOM - MMOJYEPKUBANUTE HA3BaHUS TEM, NMUIINTE HanOoJiee BaKHBIC (DOPMYIIBI; YEPHBIM -
MOJYEPKUBANTE 3arojlOBKM MoJATeM, naparpadoB, U T.J.; 3€JE€HBIM - JIeJaiiTe BBIIUCKM LIUTAT,
HyMmepyWTe GopMyIbl U T.1. [l BeIaeIeHNs O0JIBIION YaCTH TEKCTA UCIIOJIb3YETCSl OTYEPKUBAHUE.

10. Vuurech knaccupuuupoBaTh 3HAHHUA, T.€. pacIpenessTh UX MO TpylmaM, mnaparpadawm,
riaBaM U T.A. s pacrpeneneHus MOXKHO MOJIb30BaThCsd OYKBEHHBIMU OOO3HAYEHUSIMHU, PYCCKUMHM
WM JJATUHCKUMHU, a TaKKe UPpaMU, a MOKHO UX COBMEIIATb.

[Ipu KOHCIIEKTHUPOBAHUU HYKHO MOJIb30BaTHCS 0(POPMUTEIBCKUMU CPEACTBAMM:

1. JlenaTp B TEKCTE KOHCIEKTA O TYEPKUBAHUS

2. Ha monsix TeTpaan oTYEPKUBAHUS, HAIPUMED, BEPTHKAILHBIC

3. 3aKIIr0o4aTh OCHOBHBIE TIOHATHS, 3aKOHBI, IPABUJIA U T. I1. B PAMKH.

4. ITonp30BaThCA IPH 3aIIUCH PA3TMYHBIMU [IBETAMH.

5. [lucaTh pa3HBIMH LIPUPTAMHU.

6. CTpaHuIbl TETPAIH ISl KOHCIIEKTOB MOKHO MPOHYMEPOBATh U ClIENaTh OTJIaBJICHHE.

3agaHue: COCTaBUTh CBOOOIHBIN KOHCIIEKT MO TeMe «lcnonp30Banne TOKyMEHTOB APXHUBHOTO
¢donga PO B MHPOPMALIMOHHBIX LENAX» C UCIIOIb30BAHHEM CXEM- «IIAyYKOB)»

CamocrosrensHas padora Ne 16

HaumenoBanue: CooGmenue Ha Temy: «HamnpasneHuss u ¢GopMbl UCHIOIB30BAHUS apXUBHBIX
JIOKYMEHTOB.

Heap padoThl: OCYHIECTBUTH KOHTPOJb OOyYeHUs, MPOJOKUTH CHUCTEMATH3allUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHUYECKOe o0ecneyeHne: TETPaab IS CaMOCTOSITENbHBIX padoT, pydka,
TEOPETUYECKUI MaTepHuall, JOCTYI B UHTEPHET, METOJMYECKUE PEKOMEH AN

MeToanyeckue peKOMeHIAIUHU:

CooOuieHne — 3TO KpaTKoe M3JI0KEHHE, MpU 3TOM B EMKOHN (opme, mepenaromiee SICHYIO U
yérkylo cyTth uHpopMmanuu. [lumercs B Qopme KpaTkoro mokiIaza M HE HMEET U3IUIIHUX
XYIOKECTBEHHBIX 000pOoTOB U  cioBocoueTanuit. OcHOBHas 3ajada COOOIIEHUS JIOHECTH
ompeeNieHHYI0 HH(POPMAIIHIO, HEe BBIXOS U3 PAMOK 33/1aHHOHN TEMBI.

Od¢opmienne coodmeHnst

Hukorna naHHBIA TUN COUYMHEHHUS HE ObIBaeT TPOMO3JIKUM. B oTiHuYMe OT KJIacCHYEeCKHX
COUMHEHUI, TAKO! TEKCT HE JOMYCKAeT JUIMHHBIX COOOIIEHUN C KPACUBBIMU, IPKUMH SITUTETAMH.

IInmem npaBuiabHo. Odopmitsist cooOlIeHNEe, HY)KHO TOMHHTB O CIIEAYIOIIEM:

o Mooicto ucnonwvzoeams 0 NPUTIOHCEHUSL PUCYHKU U CXEMDbL, €ClU OKHU OMHOCANMCAH K meme;

e Bvioenume enasnyto ungopmayuro, u npocieoume, ymoosvl mexKcm umesl YemKyo memamuxy;

e He ucnOJst’yzZme mepmuHoe u Cloe6, Komopble 64aM He NOHAMHbL.

[Ipy 5TOM OYEHb BaXHO XOPOIIO HU3YYUTh 3aJAHHYIO TEMY, MPOYHUTATh Y4YEOHYIO WU
METOUYECKYIO TUTEPATYPY.

XKenatensHO HCIONB30BaTh A pabOThl Cpa3y HECKOJIbKO HCTOYHHUKOB — 3TO TO3BOJHUT
clieNnaTh COOOIIeHNE TTOTHOIICHHBIM U TTOJIHBIM.

IHopsinok padoTbI
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o I3yuenue memul, noOOOp 1UmMepamypbi;

o TwamenvHoe uzyuenue Mamepuanos 0 mo2o, Ymoodwvl He 0elams NeMeHMAPHBIX OUUOOK,

e Boidenume camoe 2nasnoe, 4mo OmHOCUMCS K 3a0AHHOU memMamuke;

e Cocmagbme noopooHblLL NOIMANHBIU NIAH COOOWEHU,

o Hanuwume no nyHKmam niana cam mexcm.

Ecnim  Tema  coBepmieHHO — HE3HaKOMa, TO,  BO3MOXHO, OyJIeT  aKTyaJbHBIM
MIPOKOHCYJIBTUPOBATHCS C TIPEIOIaBATEIICM.

Ecnu motom mpuaeTcss 4uTaTh COOOIICHHWE B ayJUTOPUU Y JOCKH BCIYX, TO HYXHO XOPOIIO
MOJATOTOBUTKLCS, M IMOCTAPATHCSA HE MPOCTO MPOYHUTATH C JIUCTA, & M0 MAMSITH MepecKa3aTh OCHOBHYIO
CyTh TEKCTa, HCIIOJNB3yS AKTHUBHO JUIS IOJYECPKUBAHUS OCHOBHBIX JAHHBIX WU [udp 3apaHee
BBITIMCAHHBIE Ha JIOCKY JIaHHEIC.

IInan cooGmenus

[Tnan cooOmieHust 0OBIYHO JOCTATOYHO MPOCT B CHITY IPHPOJIBI JAHHOTO THITA TEKCTA:

7. Bcmynnenue, 20e pacckaszviéaemcsi OCHOBHASL MbICIb NO mMeMe;

8. OcHo6Holl meKem ¢ pasmblulieHuem Uil OQPUYUATbHLIMU U3YYEeHHbIMU OAHHbIMU,
9. 3aknwouumensvnan yacmo ¢ 6b1600aMU NOCIe HANUCAHUSL PAOOMbI.

3aBepuieHue

[To 3aBepmienun paboTHl HaA COOOIIEHWEM HYXHO €ro IMepeyuTaTh, YTOOBI M30aBUTHCS OT
JUITHUX SMUTETOB, CJIOXHBIX CIOBOCOUYETAHUN M 00OPOTOB. DTO KaK pa3 TOT Ciydai, KOrjga MO>KHO
MHACATh KPATKO M 1O CyTH, 0€3 TOTIOTHUTEIBHBIX OMTMCAHUN U KPACHUBBIX CIIOB.

3apanue:

Hamucare cooOmenne Ha Temy: «HampaBnenuss u  (opMBI HCIOIB30BAHHS apPXUBHBIX
JOKYMEHTOB». JITUTeNbHOCTh COOOIIEHUS 4-5 MUHYT.

CamocrosrenbHas padora Ne 17

HaumenoBanue: BrinonHenue ananuza 3(QQEKTUBHOCTH M WHTEHCHUBHOCTU MCIIOJIb30BAHUSA
apXUBHBIX JTOKYMEHTOB.

eas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHUYECKOe o0ecneyeHHe: TETPaab IS CaMOCTOSITENIbHBIX padoT, pydka,
TEOPETUYECKUI MaTepHuall, IMHEWKa, KapaHaall, KaIbKYJISITOP, METOAUYECKUE PEKOMEHIAI[UN

3aganue:

Hcnonb3ys paHHble TaONMIBI, BBIIOJHUTE pPAacdyeThl OTKIOHEHUH W TEMIIOB MPHPOCTA
MEpOIPUATHII [0 HCHOJB30BAHUIO AapPXUBHBIX JOKYMEHTOB, MpOaHAIM3UPYHTE MOJydeHHbIE
pE3yNbTaThl, 3AMUIITUTE BHIBOIBI.

Ne| Ha3Banue 2019 | 2020 Temn Otkinonenne| 2021 Temn OTKIIOHEHHNE
/1| MEPOTPUSATHS npupocta, % (+/-) npupocrta, % (+/-)
(ct.4/c1.3*100)-| (cT.4-CT1.3) (ct.7/c1.4*100)- (cT.7-c1.4)
100 100
1 2 3 4 5 6 7 8 9
p [Beero lans I3ge 578
MEPOTIPUSATHI
Bcero
o |IOMBSOBATEICH |1 599991123451 136708
apXUBHOM
nHpopManuen
g |[VHMUMATHBHBIX)) )y 9, 141
nHpopManui
4 |Crareit 88 91 112
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5 [Dkckypeuit 42 44 74

IloceTnrenei
6 |uMTaNBHBIX 475 456 796
3aJ10B

M cnoTHeHHBIX
COILIMAJILHO-
[MPaBOBBIX
3anpocoB

15 79995 (82617 80117

cnoTHEeHHBIX
16 |rematnueckux (31258 (27621 26007
3a1mpocoB

CamocrositensHas pabora Ne 18

HaumeHoBaHuHe: COCTaBUTH IEPEYCHb JOKYMEHTOB, 3alpEIICHHBIX K BBIBO3Y 3a IPEJeIb
CTpaHBHI.

[eas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, TIPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBCHb YCBOCHHS MaTepHalia, COPMUPOBAHHOCTH YMEHUW U HABBIKOB

MarepuajbHO-TeXHHYECKOe O0ecnedeHHe: TETPaah Ui CAMOCTOSATENBHBIX padoT, pydka,
TEOPETHUECKUI MaTeprall, METOINIECKAE PEKOMEH IAIHH

[lepeunu (crnricku) ObIBAIOT:

e npocmole, T.€. COCTOSIINE U3 OJTHOTO YPOBHSI YWICHCHHS TEKCTA,

e cocmagHmele, BKITOYAroOIe 2 1 0ojiee ypOBHEH.

OT rnyOuMHBI 4IEHEHHUs 3aBUCUT BBIOOP CHMBOJIOB, KOTOpbIE OYyAYT MpeaBapsATh KaxIbIil
aneMeHT chucka. Ilpu odopmieHMM TPOCTHIX TMEpeyHell MOXKHO HCHOJb30BaTh CTPOYHbBIE
(«maneHnbkue») OyKBbI, apaOCKkue MUQPPHI WU THPE.

I'opazno cnoxHee 0OCTOUT AENO C COCTAaBHBIMM MEPEUYHSIMHU. 3arojOBKH MEPBOTO U BTOPOTO
YpOBHEU HauuHnawomces ¢ 3a2/1a6Hulx OYK6, a 3aTOJIOBKH MOCIEAYIOUIUX YPOBHEN — co cmpouHblx. ITO
MPOUCXOAUT MOTOMY, YTO TOCJIE PUMCKHX M apabckux (6e3 cko0oK) mudp Mo mpaBWiaM PYCCKOTO
SI3pIKa CTABUTCS TOYKA, a MOCIE TOUKH, KaK BCE Mbl IOMHHMM C HA4aJbHOM IIKOJIbI, HAYMHAETCS HOBOE
MpeioKeHne, Kotopoe mnuuiercss ¢ 3aryaBHoi OykBbl. [locie apaOckux mudp co ckobkamu u
CTPOYHBIX OYKB CO CKOOKaMM TOYKH HE CTAaBHUTCS, MOSTOMY MOCIEAYIOUIMI TEKCT HAYMHACTCS C
MajeHbkoil OykBbl. [locienHee mnosno)keHue, KCTaTH, OTHOCHTCS M K THpE, HOCKOJBKY TPYAHO
MIpPe/ICTaBUTh cebe coueTaHue TUPE C TOUKON MOCTe HETO.

OOpaTuTe BHUMaHUE HA 3HAKU NPENUHAHUA 6 KOHUe 3aTOJIOBKOB IEpPEYHs, a TAKXKe B KOHIIE
CJIOB U CIIOBOCOYETAHUI B €r0 COCTaBE.

Ecnu 3aronoBok mpeanosaraeT mocieayoollee 4JeHEeHHEe TeKCTa, TO B KOHIIE HEro CTaBUTCS
JIBOETOYHE, €CJIU KE MOCIEIYIONIEro WieHeHus He OyIeT, CTABUTCS TOYKA.

ITpumepsr:
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[. HewepOaasnbe anakoewe unopMauuonise cucmemn He1068eKd
AR
1. Onmuko-kcuHecmemuseciy IHaKoavio HHopMAaulonVig CUCREMY,
K KOMOPONE GmuoCAmcs:
1} musuxa,
2} naumosuMuEa,
3) mcecmm,
4} nosa wom.d.
2. Buzyaibhyw 3naxosyio cucmemy, Komopas exaodaem 8 cefn dee
OIMHOCHMENBHD CAMOCITORIMEILHE URPOPMARUONIGIE CUHCIMEMbI:
1) sswic ezeanda:
a) HanpasIenocmL @3eia0a,
i) e2o yemoliauaocms,
&) HpodeadctmetbHocHb W m.d.;
2} A3MEK 2003
al ghowye,
N @ i) deusicenue.

I Mlir onpedeienin ROMEWEHNA & J02080PE VAN b:
1.1, Adpec mecmonaxoxcdenus 30anus.
1.2 [Mrowgads noselgeris,
1.3, Hudusudyaruzupyrouiie noMetienie npuznaxi.
1.3.1. Homepa comuam.
1.3.2. Omdeaxy komuam u m.o.

3apanue:
CocTtaBuTh IEpeUCHb TOKYMEHTOB, 3aIMIPEIICHHBIX K BEIBO3Y 3a MIPEICIIbI CTPAHHI.

CamocrosrensHas padora Ne 19

HaumenoBanme: Pa3zpaboTka HHCTPYKIIMH TI0 MMOATOTOBKE M Iepeayde e B apXuB.

Ieans paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, MPOJODKUTh CHCTEMATHU3AIUI0 3HAHUMH,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, COOPMUPOBAHHOCTH YMEHUH 1 HAaBBHIKOB

MarepuajbHo-Texunueckoe ooOecnedyenue: I[IK, ngoctym B MHTEpHET, TEOPETUUYECKUUI
Marc€puail, METOAUUCCKUE PEKOMCH AU

3aganue:

HCHOJ’ILSYH «MeTOI[I/I‘-ICCKI/Ie PEKOMCHAalINH 110 pa3pa60TI<e I/IHCTp}’KI_II/Iﬁ I10
ACJIOIIPOU3BOACTBY B TOCYAapCTBCHHBIX OopraHax, opraHax MCCTHOI'O CaMOYIIpaBJICHU S
https://archives.gov.ru/documents/methodics/2020-recommendations-deloproizvodstvo.shtml,
pa3pa60TaI7ITe HHCTPYKIUIO 110 IIOAT'OTOBKE U IIEpeaavc ACI B apXUB.

CamocrosarenbHas pabora Ne 20

HaumenoBanue: Pa3paboTka maMsTKH 10 BbIaue A7 BO BpEeMEHHOE M0JIb30BAHHUE.

Heap padoThbi: OCYIIECTBUTH KOHTPOJHh OOYyUEHHUs, MPOJOJDKUTH CHCTEMATH3aAIUI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHala, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHHYECKOe o0ecneyeHne: TETPaab AN CaMOCTOSTENbHBIX padoT, pydka,
TEOPETUYECKUI MaTeprall, METOIUYECKIE PEKOMEH AN

[TamsATKa — CBOJ KpaTKUX HACTABJICHUMU, IPaBUII, CBEJICHUI O 4YeM-TTn00, IPEeaMET, CIyKalluit
HanoMuHaHueM. OHU COCTaBISIOTCS HAa pa3HbIe TeMbl W IS Pa3HBIX JIOJEH, HO, HECMOTPS Ha HX
MHOT000pa3ue, CyIEeCTBYET 00U MOPAI0K 0(HOpMIECHUS TaMSITKH.

CaMoe TIaBHOE — YETKO OINpEAeTuTe Ieb, 3aJa4y U TeMy, II0 KOTOpOil BBl Oyaere IenaTh
namaTky. OHa qoJbKkHa OBITH MOCBSIIEHa KOHKPETHOMY BOIIPOCY U HE KacaThCs APYTUX TEM.
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C uenpio co3iaHUs MAaMATKH, MOJ00pa HEoOXoIuMOW HMH(POPMAIMM U CBEIECHHH MOXKHO
UCTOJIb30BaTh HHTEPHET, OMOIMOTEKY. BBl TOHKHBI OBITH YBEpEHBI B JOCTOBEPHOCTH M aKTYyaJlbHOCTH
nH(pOpMaINH, HCIIOJIE3YeMOH B mamsTke. He cTOMT BKIIIOYAaTh B MaMSTKY CBEJICHHS, BBI3BIBAIOLIUE Y
Bac COMHEHHs. BpiOupaiite TOIBKO TO, YTO HanboJIee MOAXOIUT MO TEME.

CoOpaHHBIf BaMU MaTepual MOJISKHT THIaTeNbHON 00paboTke. HeoOxommmMo MakcuManbHO
COKpaTHThb €ro, HMCKIIOYMB BCe HeBakHoe. M3marate mHpOpMamuio iydmie 4€TKUMH, €MKUMH U
KOPOTKUMH (pazaMu — 3T0 yimydmaer e€¢ 3anoMuHanue. COKpaméHHbIe TPEIOKEHHUS He JTOJDKHBI
MOTEPATh CBOW CMBICH. J[MMHHBIE TpEAyoXKEeHHs JIydlie pa3OuTh Ha HECKOJIBKO KOPOTKHX. Takas
nHpopmanusa 1o (HopMe H3IIOKEHHS JOJDKHA OBITh JIOTHYHOM, SICHOHW (TOHSATHOM), MO COIEPIKaHUIO
OTIIMYATHCSI OPUTHHAIBHOCTHIO M 3aBEPIICHHOCTHIO. TeKCT NOobKeH ObITh 0e3 opdorpadudeckux
OIMOOK.

[TaMsATKy MOXHO O(OPMUTH KaK KHIKEUKY (OpoLIopy) WM Kak OAMH JUCT A4, CIOXKEHHBIN
BJ[BOE, ITO 3aBHCUT OT 00BEMA BaIIero MaTepuaia.

[lpr co3maHuM TAMSTKH KENATeNbHO TPUACPKUBATHCS TOW IIBETOBOW TaMMBI, KOTOpas
MIPUHATA B BalleM ydpexjaeHuu. Jlomyckaercs: pa3MelieHrne Ha JIMIEBOW CTOPOHE MaMsTKU JIOTOTUTIA
yupexaenusi. Ho He CTOuT nenath 00JI0KKY OYeHb SIPKOH, MOKETe 1axke 0(OPMHTH €€ B YePHO-0estoM
BapuaHTe. CTpaHUIBl 11€Jeco00pa3HO OCTaBUTh OE€JIOro IBeTa, HO JONMYCKAETCS HCIOJIb30BaHUE
BeTHOM Oymaru (OJIeTHO-PO30BBINA, OJEAHO-3€NeHbIH W T.NI.), YTOOBI TEKCT JIETKO YuTajics. B
HEOOXOIMMBIX CITydasx J00aBbTE WILTIOCTPATUBHBIN MaTepual (Tabmauisl, GoTorpaduu, cXemsl U T.11.)
MOAXOAAIIME TIO TeMe NaMATKH. YWratenn cHadanma OOBIYHO WPOCMATPHBAIOT KAPTUHKH U
BBIJICTICHHBIE (parMeHThI TeKCTa. HOrma Ha OCHOBaHHMM TIEPBOTO BIICYATICHUS MPUHHUMACTCS
CIIeyIONIee PEIIeHNe: YATaTh BHUMATEIFHO WM HET.

O06mn0sxKa MaMATKH JOJDKHA COJIEp’KaTh CBEeAEHUs 00 aBTOpe (MOJHOE HAa3BaHUE YUPEKICHUS),
3arjaBue (BBIp@KAIOIIee OCHOBHOE COJIEp)KaHWE paldoThl, €€ CyTh, HJICI0), Jajiee CIeayeT
MOCJIEIOBATEIbHO W B JOCTYMHOW (QopMe H3JIOKeHUuEe CBeaeHud (uHbopMaIms, WHCTPYKINS,
HaIllOMHUHAaHME U Ip.) TOArOTOBJIECHHBIX BaMU 10 TEME NaMATKU. B KOHIlE HaJj0 yKa3aTh TOUHBIN aapec
YUPEXAECHUS U KOHTaKTHBIHN TenedoH.

IlamsiTka MoXxeT ObITh HCHOJB30BAHA KakK CIOCOO TNPENOCTaBICHHUS ONpPEAETIEHHOM
nHGOpMaLKHY Ul KIIMEHTOB, a TAK)Ke IPU3BaHa OKa3aTh MIOMOIb CIELUAINCTaM Balllero Y4pexICHUs
(1aét anropuT™ JeMcTBUM, Kpyr 00s13aHHOCTEH, IepeueHb COBETOB).

3aganue:

PazpaboTtare naMaTky Ha TeMy «Bblada e BoO BpeMEHHOE 0JIb30BaHUE» JUI COTPYAHUKOB apXHBa.
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Ilepeuenn pexomMeHayeMbIX y4eOHbIX H31aHNi, IHTepHeT-pecypcoB, J0NOJTHUTEIbLHON
JIMTEpPaTypbl

HopmaTuBHO — IpaBoOBbIE aKThI:

— ®enepanpublii 3akoH «O0 apxuBHOM zAene B Poccuiickoit ®eneparm» ot 22.10.2004 Ne
125-@3;

— pasnen VII I'paxnpanckoro konexkca Poccuiickon @enepaumn «lIpaBa Ha pe3ynbrarsl
MHTEJJIEKTYaJIbHOM JIeATENIbHOCTH U CpPeCTBAa MHAMBHUAyanu3auun» (yrB. denepanbHbIM 3aKOHOM OT
18.12.2006 Ne 230-D3);

— 3akon Poccuiickoit deneparuu «O rocynapcrBennoi taitHe» oT 21.07.1993 Ne 5485-1;

— @epepanbHblil 3ak0H «O0 00s13aTEILHOM IK3EMIUISIPE TOKYMEHTOB» OT 29.12.1994 Ne 77-
®3;

— DenepanbHblil 3aK0H «O 6nbaMoTeyHOM fene» oT 29.12.1994 Ne 78-D3;

— ®enepanbHblii 3akoH «O0 MHPOpMaIMK, WHOOPMALMOHHBIX TEXHOJOTUAX M O 3allUTe
uHpopmauun» ot 27.06.2006 Ne 149-D3;

- TOCT P 7.0.97-2016. Hamumonanenbsiii ctanmapt Poccuiickoit ®enepanuu. Cucrema
CTaHAApTOB 1O HWH(OpMALMK, OMOIMOTEYHOMY U U3JaTEIbCKOMY jAeny. OpraHu3anuoHHO-
pacnopsauTenpHas JoKyMeHTanusi. TpeboBanus k odopmieHuio nokymeHToB" (yrB. IIpmkazom
Poccranmapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)

— I'OCT P 34.10—2012 «Muadopmanmonnas texHoyorusi. Kpunrorpadudeckas 3amura
unpopmanuu. [Iponeccs hpopMupoBaHus U MPOBEPKH IEKTPOHHO U IIUGPOBOM MOAMHUCHY.

- rocr p 6.30—2003 «YHupUIIIpOBAaHHAS  CHCTEMa  OpPraHM3aI[MOHHO-
pacnopsauTeNnbHON JoKyMeHTauu. TpeboBaHus K OPOPMIICHUIO TIOKYMEHTOBY.

— I'OCT 7.59—2003 «CUBU/. NnnexkcupoBanue nokymMmeHToB. OOmue TpeOoBaHUSA K
CUCTEMAaTHU3alNH U IPEIMETH3ALUN.

— I'OCT P 33.505—2003 «Enmunbiii Poccuiickmii cTpaxoBod (OHJ ITOKYMEHTAIUU.
[Topsinox co3manust cTpaxoBoro (oHAAa JOKYMEHTAIlUH, SBJISIONICHCS HAMOHAJIBHBIM HAy4HBIM,
KYJIBTYPHBIM U HCTOPHUUYECKUM HACIIETUEM.

- I'oCT P 7.0.8—2013 «CUBU/I. Jlenonpon3BOACTBO M apXWBHOE AENIO. TepMHUHBI U
OTIpEICIICHUS.

- I'OCT 6.10.4—84 «YHubunupoBaHHbBICE CHCTEMBbI JOKyMeHTanumu. Ilpumganue
IOPUAMYECKON CHJIBI JIOKYMEHTaM Ha MAallMHHOM HOCHUTENIEe M MAaIIMHOTpaMMe, CO3aBacMbIM
CpeICTBaMH BBIUMCIUTEIbHONU TeXHUKHU. OCHOBHBIE TIOJIOKEHUSD.

- I'OCT 6.10.3—83 «3anuce wuHPOpMAMA YHHU(PUIIUPOBAHHBIX JTOKYMEHTOB B
KOMMYHHUKaTUBHOM (popmare».

- I'OCT 28388—89 «JlokyMeHTbI Ha MAarHUTHBIX HOCHUTENsAX JaHHbIX. llopsmok
BBITIOJTHEHUS ¥ 0OpaIICHUSD.

- I'OCT 6.10.5—87 «YHubuuupoBaHHbIE CHCTEMbI JOKyMEHTauuu. TpeboBaHusS K
MOCTpOeHUIO GopMyIisipa-oOpasiay.

- I'OCT 9327—60 «bymara. [Totpedutenbckue GopmMatbi».

- I'OCT 7.65—92 «CUBU]Jl. KunomoxymeHTHl, (POTOAOKYMEHTHl M JOKYMEHTHI Ha
Mukpoduiabmax. O6uiue TpeGoBaHUs K apXUBHOMY XPaHEHHIOY.

- I'OCT 7.68—95 «CUBUJ. @PoHO u BHICOAOKYMEHTHl. OOLIMEe TEeXHUYECKHE
TpeOOBaHUS K apXUBHOMY XPaHEHUIOM.

- I'OCT 7.69—95 «CHUBU/I. AyauoBusyanpHble NTOKYMEHTbI. OCHOBHBIE TEPMHUHBI U
OTIPEIEIICHUS).

- I'OCT 17914—72 «O0650XKH €1 ATUTEIbHBIX CPOKOB XpaHeHHs. THIbl, pa3Mepsl U
TEXHUYECKUE TPEOOBAHUS.

— I'OCT 13699—91 <«3Banuce u BocmpousBeneHue uHpopMmalmu. TepMHHBI H
OTIPENEIICHUS.
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— Iroct 13.1.105—91 (CT CDB 5052—85) «Penporpadus. Mukporpadus.
Muxkpodumu. Tuns.

— I'OCT 17586—80 «bymara. TepMUHBI U OTIPEEIICHUS.

— I'OCT 18510—=87 «bymara nucyast. TeXHUYECKUE YCIOBUS».

— I'OCT 7.50—2002 «CUBU/I. Koncepnaims gokymeHToB. OO0111e TpeOoBaHUD.

— I'OCT 15971—90 «Cucremsl 00padboTku HHGOpMAH. TEpMUHBI U OTPEICTCHUSD.

- I'OCT 13.1.101—93 «MukpodunpM IOKyMEHTa Ha TpaBax NOUIMHHUKA. llopsmox
W3TOTOBIICHUS, yIETa, XPAHEHUS ¥ IPUMEHEHUS.

— I'OCT 55.6—85 «JlokymMeHThI Ha OyMa)KHBIX HOCHTENsIX. [IpaBuiia TOCyIapCTBEHHOTO
xpanenus. Texanyeckre TpeOOBaHUSD.

— I'OCT 7.48—2002 «KoncepBanust JTokyMeHTOB. OCHOBHBIE TEPMUHBI M OTIPE/ICTICHUS.

— I'OCT 28162—89 «CpencTtBa Uis HaHECEHUS 3alUTHBIX MOKPHITUM Ha JOKYMEHTBHI.
OO01ue TexHu4eckre TpeOOBAHUD.

— I'OCT 7.1—2003 «bubnuorpadpuueckas 3amnuch. bubnnorpapuyeckoe omnucaHue.
OO6mue TpeboBaHuUs U TTpaBUiIa COCTABIICHUS.

— I'oCT P HCO 15489.1—2007 «CUBU/. VYupaBnenue poxkymeHTamu. OOmue
TpeOOBaHU».

— [IpaBuna genonpon3BoAcTBa B (hefepalbHBIX OpraHaxX HMCIOJHUTEIFHONW BIIACTH (YTB.
nocta"oBieHueM [IpasutensctBa PO ot 15.06.2009 Ne 477)

OcCHOBHBIEC HCTOYHUKHU:

1.MeroauKka 1 MpakTUKa apXUBOBEACHUS: YUEOHUK JJISl CPETHETO PO (HECCHOHATEHOTO
obpaszosanus / JI. U. Packun, A. P. CokonoB. — Mockga: M3natensctBo FOpaiit, 2020. — 339 ¢. —
(ITpodeccronanbHOE 0Opa3zoBaHUe).

JlonoHUTe/IbHbIE HCTOYHUKU:

1. Bbyposa B.I. Opraau3zanusi apXxuBHO# ¥ CIIPaBOYHO-UH(OPMAITMOHHOW pabOTHI TIO
JOKyMEeHTaM opranuzanuu: yaeonuk 1 cryaeHToB CI1O. Mocksa: M3narensckuii LlenTp
«Axagemus», 2016.

2. bacakos, M.U. Jlenonpou3BoacTBO (IOKYMEHTAIIMOHHOE 00ecIieueHne yIpaBiIeHUs Ha
ocHoBe ['OCT P 6.30-2003): YueOHoe nmocoOue AJis CTYACHTOB 00pa30BaTEIbHbBIX YUPEKIACHUI
cpennero npodeccruonansHoro oopazosanus / M.U. bacakos. - M.: Jlamkos u K, 2012. - 348 c;

3. Kupcanopa, M.B. CoBpemeHHOE eT0npon3BoACTBO: YueoHoe nocobue / M.B. Kupcanosa.
- M.: HUL] UHOPA-M, 2012. - 312 c,;

4. KysuenoB, M.H. JlokymeHTanmoHHOE oOecrniedyeHue yrpaBieHus. J[0OKyMEeHTOoOOpoT u
JEJIONPON3BOACTBO: YueOHUK U npakTukyMm / U.H. Ky3nenos. - Jlrobepiisr:

IOpaiit, 2016. - 477 c;

HNuTepHeT-pecypceb:

— http://www.consultant.ru (ITpaBoBasi cucrema «KoHCyIbTaHT
—www.garant.ru (ITpaBoBas cucrema «I apanT)

— 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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