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Meroauueckue yKazaHus JUISI  NPAKTUYECKUX 3aHATHUM 1o aucuumumHe MJIK.02.02
«ObecrieueHne COXpaHHOCTU IOKYyMEHTOBY» COCTaBJIEHbI B COOTBETCTBHH ¢ TpeboBanusimu ®PI'OC CI1O
K TOJTrOTOBKE BBIMYCKa JJIsl MOJyYeHUs KBaIM(PUKAUU AeNonpou3BoauTens. [Ipenqnaznadensl s
CTYICHTOB, oOyuatomuxcs mo npodeccun: 46.01.03 «Jlenonpon3BoauTeb.



IlosicHuTEeILHASA 3aNIMCKA

Meronuyeckue yka3zaHUs IpeIHA3HAuYEHbl U1 IPOBEACHUS IPAKTUYECKUX 3aHATUM 10
MJIK.02.02 «O6ecrieueHre cOXpaHHOCTH JOKyMEeHTOB» B cooTBeTcTBHH ¢ PI'OC no nmpodeccuu CITIO
46.01.03 «Jlenonpon3BOAUTENDY.

BeinonHnenne npakTuyeckux padoT Mo3BOJIAET 3aKPEIUTh U CUCTEMaTU3UPOBATh TEOPETUUECKHUE
3HAHUS U TPHOOPECTH MPAKTUYECKHUE HABBIKM MO OTAEIBHBIM TE€MaM JAUCHUILIMHBI, CIOCOOCTBYET
(OpMHPOBAHNIO HABBIKOB CAMOCTOSITEIILHOM pabOThl Y CTYIEHTOB, a Takke (POPMUPOBAHHIO y4eOHO-
MO3HABATEIBHOM M COLMAIBHO-TPYAOBOW KoMIeTeHIUH. Koln4ecTBO MpakTHYeCKUX padoT U HX
TE€MaTHKa COCTABJIECHA B COOTBETCTBUU C Y4eOHbIM IIaHOM. Kak[10€ mpakTuyeckoe 3aJJaHue COACPHKUT
TEMY U 1IeJb paboThl, 00eCTIeYeHHE 3aHATHS, COIepIKaHue paboThl, TUTEPATYPy C YKa3aHHUEM CTpPaHUII,
3a/1a4M JUIsl 3aKPEIUICHUsI MaTepualla 1o COOTBETCTBYIOLIEH TeME.

Ilenu u 3anayu:

C uenbio OBIaJEHUs  YKa3aHHbIM  BHJIOM  INPO(ECCHOHAIBHOM  JIEATEIBbHOCTH U
COOTBETCTBYIOLIMMH MPO(ECCHOHATFHBIMU KOMIIETCHIIMAMHU oOydJaromuiicss B xone ocBoenus Ol
JOJDKEH:

[Inanupyemble pe3yabTaTbl OCBOCHMS (3HAHUS W YMEHMs])) M IEPEYeHb OCBAWBAEMBIX
KoMIeTeHIHH (001ux) ykaspiBatotrcs B cooTBeTcTBHHM ¢ I'OC, OIl 1 paboueii nporpamMmoit yueOHOU
JUCIUIUIAHBL.

YMeHus:

V.1 npoBepATh NPaBUIBLHOCTH OPOPMIIEHUS JOKYMEHTOB;

V.2 cucteMaTu3upoBaTh U XPaHUTh JOKYMEHTBI TEKYIIETO apXHBa,

V.3 bopmupoBaTh CripaBOYHBIN ammapar, 00eCreYHBAOIIHA OBICTPBIN TTOUCK TOKYMEHTOB;

V.4 ocymecTBIATh 3KCIEPTH3Y [IOKYMEHTOB, TIOTOBUTb M I€peAaBaTb JIOKYMEHTAJIbHBIC
MaTepuasbl Ha XpaHEHHUE B apXUB.

3HaHUA:

3.1 ocHOBHBIE MONOKeHUs EquHol rocy1apcTBEHHON CUCTEMBI ACIIONPOU3BOICTBA;

3.2 BUJIBI, GYHKIUHU TOKYMEHTOB, IPAaBUJIa UX COCTABIICHUS U OPOPMIICHHUS;

3.3 NopsAAOK JTOKYMEHTUPOBAaHUS NH(OPMALIMOHHO-CIIPABOYHBIX MaTEPHAIIOB.

Oouue Komnemenyuu:

OK 01.Bsi0upats criocoOsl perieHus 3a1a4 NpopecCUOHaIbHON 1€ATeIbHOCTH IPUMEHUTENBHO
K pa3jIM4HbIM KOHTEKCTaM.

OK 02.Mcnonbp30BaTh COBPEMEHHbIE CpEACTBA IMOKMCKA, aHajdu3a M HHTEpIpeTauu
uHbopManuy, M HHGOPMALMOHHBIE TEXHOJOTUU JJs BBINOJHEHMS 3aJady NpoQecCHOHaTbHON
NeSITEIbHOCTH.

OK 04. DddexTBHO B3aUMOACHCTBOBATh U pab0OTaTh B KOJUIEKTHBE U KOMaH/IE.

OK 05.0OcyuiecTBiTh YCTHYIO U MHCbMEHHYIO KOMMYHMKAIIMIO HAa TOCYJapCTBEHHOM S3bIKE
Poccuiickoii @enepaniuu ¢ yueToM 0COOEHHOCTEN COLMAIBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 09.ITonp30Batbcsi  mpO(eCcCHOHATBPHOW  JOKYMEHTAalMel Ha TOCYAapCTBEHHOM W
MHOCTPAHHOM SI3BIKAX.

Ilpogpeccuonanvnvie Komnemenyuu:

I[IK 2.1. OcymecTBisiTe pa3pabOTKy M BEICHHE HOMEHKIATYpbl Jel CTPYKTYpHOTO
Mo/Ipa3IesIeHus

IIK 2.2. ®opmupoBaTb [Jena B COOTBETCTBUM C HOMEHKIATYpOH 1€l W IpaBUIAMHU
dhopMupoBaHUS L.

1K 2.3. OcymiecTBIsATh TEKYILEE XPAaHEHUE, YUET U HCIOIb30BaHUE J1EN1 (JOKYMEHTOB).

[IK 2.4. OcymecTBiaTh 3KCIEPTU3y LEHHOCTH IOKYMEHTOB, BECTH OTOOp JOKYMEHTOB Ha
XpaHeHHE ¥ YHUUYTOXKEHUE, TOKYMEHTHPOBATh pabOTy SKCIIEPTHON KOMUCCHH.

[1K 2.5. OdopMsTh J1ena MOCTOSHHOTO U JOJTOBPEMEHHOIO CPOKOB XpaHEHUS JJIs IEpejau B
apXuB OpraHHU3aliH.

[IK 2.6. CocTaBisaTh OMKUCH A€ NOCTOSIHHOTO U JIOJATOBPEMEHHOTO CPOKOB XPAHEHUS.



I[TPAKTUYECKAS PABOTA Nel.

Tema 1.1 BBegenune B apxuBHYyI0 cepy.

Henab padoThl: M3yyuTh NOHATHS APXUBHOIO JI€J1a, NMPUHIMIBI IOCTPOEHUS COBPEMEHHOIO
apXUBOBE/ICHHUSI.

[Topsimok BhINONHEHUS PaOOTHI:

1.3anucatp TeMy M LIeb MPAKTHYECKONH PabOTHI.

2. Bemmonauts 3amanns 1,2.

3ananue 1:

1. CocTraBiieHHE CXEMBI YIPABJICHUS APXUBHBIM AeJIOM B PD.

MeToanyeckue peKOMEeHIALHN:

CryneHT TOJKEH UMETh MpeJICTaBlIeHHe 00 ONpeaesieHIH MMOHATHS apXUBHOTO JIeIa, IIPeaAMETe
M3Yy4YEeHUsl, IPUHIUIIAX OCTPOCHUSI COBPEMEHHOTO apXUBOBEICHUS.

Boinucath 3HaYeHHe TEPMUHOB: MOHSATUE APXUBHOTO JI€j]a, IPEAMET U3Y4YCHHS, TPUHIUIIBI
IIOCTPOEHHUSI COBPEMEHHOI'O apXUBOBEICHUS.

3anaHus 1 BONPOCHI 1JIs1 KOHTPOJIS:

Ornpenenenne NOHATHSI APXUBHOTO Jea.

IIpeamer u3ydeHus.

[IpuHUUITBI HOCTPOEHUSI COBPEMEHHOI'O APXUBOBEICHUS.

[TPAKTUYECKA PABOTA Ne2.

Tema 1.2 UcTropusi pa3BUTHSI apXMBHOII 1esiTeibHOCTH B Poccun.

Heap padoThI: U3y4UTh MOSBICHUE APXUBOB B Pa3HbIE HCTOPUUYECKUE TIEPUOBL.

[Topsiok BeIONTHEHHST PaOOTHI:

1.3anucarb TeMy U 1eNb MPAKTUYECKOM PabOThI.

2. BoinosiHeHue Npe3eHTalMOHHbBIX TPOEKTOB.

3aganue 1:

1.IToaroroBka npe3eHTaMOHHOT0 NpoekTa: « Mctopus passutus apxuBHoro jaena B Poccun».

MeToanuyeckue peKOMEHIALUM:

CTyneHT oJKeH UMETh MPECTaBlIeHHnE O apXuBax B J[peBHEPYCCKOM rocyaapcTBe, B IEPUOJ
CKJIaJbIBaHUS M CYIIECTBOBaHHUS (heolanbHOM MoHapxuu, B Poccuiickoil ummepuu, B COBETCKUH U
ITOCTCOBETCKHAN IEPUOBI.

Boinucars 3HaYeHHEe TEPMUHOB:

ApxuBbl B JIpeBHEpyCcCKOM ToOCyIapcTBe, B TEpUOJ CKIAJbIBAaHUS M CYIIECTBOBAHUS
¢beonanpHON MOHapxuH, B Poccuiickoit mMnepun, B COBETCKHI U TOCTCOBETCKHUM MEPUO/IbI

3agaHus M BONPOCHI 1JIsi KOHTPOJISA:

ITosiBenue apxuBoB B JIpeBHEPYCCKOM IOCYAAapCTBE.

ApXUBBI B IEPUO/ CKJIAJbIBAHUS U CYIIECTBOBAHUS (peoaIbHOI MOHAPXUU.

ApxHBHas JeATENBHOCTh B Poccuiickoi umnepuu.

ApXxHBHasl 1€STEIBHOCTh B COBETCKUN U TIOCTCOBETCKUI MEPUOJIBI.

[TPAKTUYECKAS PABOTA Ne3-4.

Tema 1.3 Cucrema 10KyMEHTAIIHOHHOTO 00ecnieYeHUsI OPraHU3ANMHI

Heanb padoThl: U3YIUTHh CHCTEMY JTOKYMEHTAIIMOHHOTO 00ECIICUEHUsT OpTraHn3aIliH.

[Topsinok BeIoHEHHS pabOTHI:

1.3anucars TeMy U 1eNb MPaKTUYECKOH paboThlI.

2. Bemmonauts 3amanus 1,2.

3. BelnonHeHNe Npe3eHTaMOHHBIX TPOEKTOB.

3ananue 1. CocraBieHue cxeMbl opranuzanuu J1okyMeHToB AD P no (hoopmam cOOCTBEHHOCTH.

3aganue 2. CocTaBieHue aKTa pueMa-nepeaadu Jel.

MeTtoauyeckue peKOMeHAalNHU:

CTyneHT JOJDKeH HUMETh NPEJICTaBICHHE O CUCTEME JOKYMEHTAI[MOHHOTO oOecredyeHus
OpraHH3alMH.

Beinucars 3HAaYEHHE TEPMHHOB:



Cucrema JIOKYMEHTAlIUOHHOTO O0OECMeYeHMs] OpraHu3aliH, JOKYMEHT, JeJIONPOU3BOJICTBO,
JOKYMEHTOBEJICHUE, TOKYMEHTOO00pOT

3agaHus U BONPOCHI 1JIsl KOHTPOJISA:

PernamentupoBanue 1e100poOU3BOACTBA, MPEIMET, COJIEPKAHUE U 3a]]a4H Kypca.

CoBpeMeHHOE JeNO0MPOU3BOJACTBO: LEIH, 3aa41 U IPUHLHUIIBIL.

OCHOBHbIE TOHATUS W ONpPEACNICHUS: JOKYMEHT, JEJIONPOU3BOJCTBO, IOKYMEHTOBEICHHE,
JOKYMEHTOOOOPOT.

Buibl TOKyMEHTOB U MX KIIaCCH(PUKAIIUS.

[ToHsiTHe 31EKTPOHHOTO JOKYMEHTOOOOPOTa B OpraHU3aIiH.

3aKOHO/IATENIbHOE PETYINPOBAHUE JEIONPOU3BOICTBA.

HopmaTtuBHO-MeTOIMUECKOE ~ peryJupoBaHUE  JICJIONMPOU3BOJICTBA: HOPMATHBBI  TIO
JOKYMEHTUPOBAHHUIO, AENONPOU3BOACTBY M XPAaHEHHUIO JOKYMEHTOB, KIACCHU(UKATOPbl TEXHHUKO-
IKOHOMHYECKOH MH(OpPMAIIMK, HOPMATHUBBI [0 OPraHU3ALKU PAOOTHI KAAPOBBIX CITYKO.

[TPAKTUYECKAS PABOTA Neo5-6.

Tema 1.4 ApxuBHOe npaBo.

Hean pa6oTbl: O3HAKOMUTH C UICTOPUEH Pa3BUTHSI APXUBHOTO JIeja, apXUBHBIM MPABOM.

[Topsiiok BBIMOTHEHUST PAOOTHI:

1.3amucath TeMy M LIeIb MPAKTHYECKON PaOOTHI.

2. BemmonauTs 3amanus 1,2.

3aganue 1.

Anamuz @3 ot 22.10.2004 Ne 125-D3 «O06 apxuBHOM aeine B Poccuiickoit deneparumny.

3aganue 2.

ApXUBHOE TTPaBo.

MeToaunyeckue peKoMeHIaHU

CTyneHT JOHKeH MMEeTh MpeNCTaBiIeHHe 00 HCTOPUU Pa3BUTHUSL apXUBHOIO Jieia, apXUBHOM
rpase.

Beinucath 3HaYeHHe TEPMHUHOB: APXHUBHOE MPABO

3agaHusi 1 BONPOCHI 1JIs1 KOHTPOJIS:

Hcropust pa3BUTHS apXUBHOTO J€la.

ApXHBHOE MPaBo.

[TPAKTUYECKAS PABOTA Ne7-8.

Tema 1.5 ApxuBHOe 3aKOHOATEJIBCTBO

Heapr pabGorbl: O3HAKOMUTH C ApPXMBHBIM 3aKOHOJATENBCTBOM, 3THYECKUM KOJEKCOM
apXUBHUCTA.

[Topsinok BhIMONHEHUS PaOOTHI:

1.3anucath TeMy U L1eb MPAKTUYECKONH PabOTHI.

2. Beimonauts 3aganus 1,2.

3ananue 1.

ApXHMBHOE 3aKOHO/IaTEIbCTBO.

3ananue 2.

AHaIN3 3TUYECKOTO KO/IEKCa apXUBHCTA.

Meroanyeckue peKoMeH AU

CTyneHT 10JKEH UMETh Ipe/icTaBlIeHe 00 apXMBHOM 3aKOHO/IaTeIbCTBE, 3TUYECKOM KOJIEKCe
apXUBHUCTA.

Beinucars 3HaYeHHe TEPMUHOB: APXHMBHOE 3aKOHOIATEIBCTBO. DTUYECKUI KOJIEKC apXUBHUCTA

3agaHus M BONPOCHI 1JIsi KOHTPOJIS:

ApXHMBHOE 3aKOHO/IaTEIbCTBO.

OTHYECKUI KOIEKC apXUBHCTA.

I[NPAKTUYECKAS PABOTA Ne9-10.
Tema 2.1 Opranuzauusi JOKyYMEHTOB M JejJ ApxuBHOro ¢ouna P® B umesom (nmepBblid
YPOBEHb OPraHU3alUM JOKYMEHTOB)



Hean pad6oTbl: O3HAKOMUTH C KJIacCU(pUKAIIUEH apXUBHBIX TOKYMEHTOB U JICII.

[Topsiok BeIMOIHEHHS paOOTHI:

1.3anmucarh TeMy | 1eJIb MPAKTHYECKON pabOTHI.

2. Beinonauts 3amanus 1,2.

3amanue 1.

CocraBnenue cxembl opranuzanuu JokyMeHToB AD PO no popmam coOcTBEHHOCTH
3amanue 2.

Knaccugukarus apXuBHBIX JTOKyMEHTOB U JIeJI B apXUBHOM ¢onze PO.

MeToanuyeckue peKOMeH AU

CTyneHT AOKEeH UMETh MPEACTaBIeHUE O KiIacCU(UKALIMY apXUBHBIX JOKYMEHTOB U JEIl.
3agaHus M BONPOCHI 1JIsl KOHTPOJISA:

Knaccudukanust apxuBHBIX TOKYMEHTOB | el ['ocynapcrBenHoro apxuBHoro (ponga CCCP.
Knaccugukarus apXuBHBIX JTOKyMEHTOB U JIeJI B apXUBHOM ¢onzae PO.

I'ocynapcrBenHas yactb ApxuBHoro (onga PO.

HerocynapctBennas yacte ApxuBHoro ¢onaa PO.

[TPAKTUYECKASA PABOTA Nel1-12.

Tema 2.2 Opranu3anusi JOKyMeHTOB U el ApxuBHOro ¢gonna P® B umesom (Bropoi
YPOBEHb OPIraHU3alUH JOKYMEHTOB)

Lesas padoThl: O3HaKOMUTH C KJIacCU(PUKaUel apXUBHBIX TOKYMEHTOB U JIE.

[Topsiok BeIONTHEHHST paOOTHI:

1.3anucarb TeMy U 1eNb MPaKTUYECKO PabOThI.

2. Beinmonauts 3amanus 1,2.

3. CemuHap - Kpyriblil CTOI

3ananue 1.

CocraBieHue aKTa npueMa-nepenadu Jei

3ananue 2.

ApxuBHbII (OHJ opranu3anuu. JIMUHBINA apXuB.

Meroanyeckue peKOMeHIAUU

CryneHT JOoKeH UMETh NPEICTaBIeHUE O KIaCCU(PHUKAILIMM aPXUBHBIX JJOKYMEHTOB U €.

Bbinucars 3HavYeHHe TePMHHOB: ApxuBHbIM (GOHA opraHuzauuu. JIM4HBIA apXuB.
OObennHeHHbIH apXuBHBINA (GOHJ. APXUBHBIN (OH JTMUYHOTO MIPOUCXOXKAECHUS. ApXHUBHAs KOJUIEKIIUS.

3agaHus U BONPOCHI 1JIsi KOHTPOJISA:

ApxuBHbIN (OHJ opranu3anuu. JIMUHBINA apXuB.

OObeMHEeHHBIH apXUBHBIN QOH/T.

ApXuBHBIN (OH JTMUHOTO MPOUCXOMKIACHUS.

ApXuBHas KOJUICKIIUS.

[TPAKTUYECKAA PABOTA Nel3-14.

Tema 2.3 Opranusanus J0KyMEHTOB H J1eJl apXUBHOro ¢oHaa (TpeTnii ypoBeHb)
Leapb padorbl: O3HAKOMUTH € KJIaCCU(PUKAILMEN apXUBHBIX IOKYMEHTOB U JIE].
[Topsinok BeIoNHEHHS pabOTHI:

1.3anucars TeMy U 1eNb MPaKTUYECKOH paboThl.

2. BemmonauTs 3amanus 1,2.

3amanue 1.

YcranoBnenue (poHI0BON MPUHAATIEKHOCTH TOKYMEHTOB;

3amanue 2.

CucreMa apxuBHBIX yupexaeHuil B PD.

Meroanyeckue peKOMeHIAM U

CryneHT J0KeH UMETh MPEICTaBIeHUE O KIAaCCU(PHUKAIIMKA APXUBHBIX JOKYMEHTOB U J€II.
Beinucars 3HayeHue TepMUHOB: OOHIMPOBaHUE.

3agaHus M BONPOCHI 1JIsi KOHTPOJISA:

®donauposanue. [IpeaBapuTenbHbIil dTan paboThl 110 GOHIUPOBAHUIO.

OmnpezneneHue rpaHuLl ApXUBHOTO (POH/A.



Onpenenenne GoHTIOBON MPUHAIICKHOCTH IOKYMEHTOB.

I[TPAKTUYECKAS PABOTA Nel5-16.

Tema 3.1 KomnuiekroBanue ApxuBHoro ¢ponna Poccuiickoii @enepannu

Hesanb padoTbl: O3HaKOMUTH C MEpeIaveii J1eJ1 Ha XpaHEHHE B TOCYJaPCTBEHHBIN apXUB.
[TopsimoK BBITIOIHEHUST PAOOTHI:

1.3amucarh TeMy | 1eJIb MPAKTHYECKON pabOoTHI.

2. Beinonauts 3amanus 1,2.

3amanue 1.

CocraBiieHHE BHYTPEHHEN OMUCH TIOKYMEHTOB €.

3ananue 2.

Odopmnenue ob60xku aena. [leperter nena.

MeToanyeckue peKOMeHIaAHU

CTyneHT AOKEeH UMETh MPEACTaBIeHUE O KiIacCU(UKALIMY apXUBHBIX JOKYMEHTOB U JeIl.
Boinucarp 3HavyeHue TepMUHOB: Onpe/iesieHne UCTOYHUKOB KOMITJICKTOBAHUS
3agaHus U BONPOCHI 1JIs1 KOHTPOJIS:

OmnpeneneHyne HCTOYHUKOB KOMIUIEKTOBAHUS.

Opranu3zanusi KOMIUIEKTOBaHUSI.

[lepenaua nesn Ha XpaHEHHUE B TOCYAAPCTBEHHBIN apXUB.

[TPAKTUYECKAS PABOTA Nel7-18.

Tema 3.2 DkcnepTr3a HEHHOCTH J0OKYMEHTOB

Hean padoTbl: O3HAKOMUTH C SKCIIEPTU30H IIEHHOCTH IOKYMEHTOB.

[Topsinox BeIoIHEHHS pabOTHI:

1.3amucarh TeMy M LIeb MPAKTHYECKON PaOOTHI.

2. BemmonauTs 3amanus 1,2.

3. CeMuHap - KpyrJblii CTON

3ananue 1.

CocraBnenue akta 00 YHUYTOKEHUH IOKYMEHTOB, HE MOAJIeKAIIUX XPAHEHUIO.

3ananue 2.

CocraBnenue u opopMIIeHHE aKTa O BBISIBICHUU MTOBPEXACHUN JOKYMEHTA

Meroanyeckue peKoMeHIaAHU

CTyneHT JOKeH UMETh TPEJICTaBIeHUE 00 SKCIIEPTH3e IICHHOCTH JOKYMEHTOB.

Boinucarh 3HaYeHHEe TEPMHHOB: DKCIEPTHU3a LIEHHOCTH JOKYMEHTOB. 3a/auM SKCIEPTU3bI
[EHHOCTH JOKYMEHTOB. KpuTepun sKCrepTH3bI IEHHOCTH JOKYMEHTOB

3ajaHus M BONPOCHI 115l KOHTPOJIS:

DKcrepTr3a HEHHOCTH JOKYMEHTOB Ha OCHOBE HAYYHBIX KPUTEPHEB.

3aauu 3KCIEePTU3BI LICHHOCTH JIOKYMEHTOB.

Kpurepnn sKcniepTH3bI IEHHOCTH JOKYMEHTOB.

Oco0eHHOCTH TPOBEIEHHS SKCIIEPTU3bI LIEHHOCTH JJOKYMEHTOB JIMYHOT'O MTPOUCXOKICHHUS.

DKcrepTr3a NEHHOCTH JOKYMEHTOB IO MTEPEYHSIM

[TPAKTUYECKASA PABOTA Nel9-21.

Tema 4.1 Opranusanus yuyera 10KyMeHTOB ApXuBHOIro ¢ponna P@
Heapb padorbl: O3HAKOMUTH C BHYTPEHHUMH YYETHBIMH JTOKYMEHTAMH.
[Topsinok BeIoNHEHHS pabOTHI:

1.3anucars TeMy U 1eNb MPAKTUYECKOU paboThlI.

2. Bemonauts 3amanusd 1, 2, 3.

3amanue 1.

CocraBnenue 1 0(popMIIEHUE aKTa O BHISIBICHHH HEJTOCTAIOLINX BIOKEHUH
3aganue 2.

CocraBieHHE yUETHBIX TIOKYMEHTOB B apXUBE;

3amanue 3.

Tembl Ipe3eHTAllMOHHBIX IPOEKTOB!



Co3nanue cTpaxoBoro oHAa apXUBHBIX JOKYMEHTOB,;

IleHTpanu30BaHHBIN ITOCY1apCTBEHHBIN y4€T JOKYMEHTOB.

MeToanuyeckue peKOMeH AU

CTyneHT A0KEH UMETh NPEACTaBIEHUE 00 BHYTPEHHUX YUETHBIX JTOKYMEHTOB.
Beinucars 3HaYeHHE TEPMUHOB: BHYTpEHHHUE YYETHBIC JOKYMEHTHI

3agaHus M BONPOCHI 1JIsi KOHTPOJISA:

BHyTpeHHUE y4eTHBIE JOKYMEHTBHI.

JIOKyMEHTBI LIECHTPAJIN30BaHHOIO F'OCYJaPCTBEHHOTO yUeTa.

[MPAKTUYECKAS PABOTA No22-24.

Tema 4.2 O0ecnieueHrne COXPAHHOCTH JOKYMEHTOB ApXUBHOIo (ponga PD
Heanb padorbl: O3HAKOMUTD C 3IaHUSIMU U TIOMEIICHUSIMH ISl aDXHUBOB.
[Topsiok BeIONHEHHS pabOTHI:

1.3amucarh TeMy | 1eJIb MPAKTHYECKON pabOoTHI.

2. Beinosiauts 3amanus 1, 2, 3.

3aganue 1.

CocraBieHre y4yeTHBIX JIOKYMEHTOB B apXUBE;

3aganue 2.

Opranuzanus y4yera JOKyMEeHTOB ApxuBHoro ¢onga PO

3aganue 3.

CocraBieHne aKTa IpOBEPKU JOKYMEHTOB.

MeToanueckue peKOMEeHIAIAN

CTyneHT A0HKEH UMETh MPECTaBIIEHUE 00 3JaHUSAX U OMELIEHUAX ISl apXUBOB.
Boinucath 3HaYeHHe TEPMUHOB: 3aHUS U OMEIIEHUS AJI1 apXUBOB. PexxuM xpaHeHusl.
3agaHus M BONPOCHI 1JIsl KOHTPOJISA:

3/1aHus U TOMEIICHHUS JIJIsl apXUBOB.

Pexxum xpanenus. Pa3menieHrne T0KyMEHTOB B XPaHHUJIHILIE.

ITpoBepka HaIMUMUA U COCTOSHUS TOKYMEHTOB.

Coznianue cTpaxoBoro poHa apXUBHBIX TOKYMEHTOB.

[TPAKTUYECKASA PABOTA Ne25-27.

Tema 5.1 Cucrema Hay4YHO-CIIPABOYHOI0 ANNAPATA K APXMBHBIM IOKYMEHTAM.
Hean padoTbl: O3HAKOMUTH C OOIITUMU TTOHATHSIMU U cucteMoit HCA.
[Topsinok BeIoHEHHS paOOTHI:

1.3anucarh TeMy U 1eNb NPAKTUYECKOW paboThl.

2. Bemonnauts 3amanusd 1,2, 3.

3agandue 1.

CocraB Hay4HO-CIIPaBOYHOIO allapara apXxuBa OpraHu3alu

3aganue 2.

Crpykrypa u npuHuMIns! noctpoeHus cucremMsl HCA.

3ananue 3.

OdopmiieHre HOpMaTUBHO-TIPABOBOI TOKYMEHTALIMU apXHUBa OPraHU3aALHIH.
Meroanyeckue peKOMeHIAM U

CryneHT J0KeH UMETh NpeicTaBiieHue 06 oommx nousaTusx u cucteme HCA.
Boinucatb 3Hauenne TepMuHoB: O6mue noustus u cucremMa HCA.
3agaHus M BONPOCHI JJIsi KOHTPOJIS:

O6mue nonsitus u cuctema HCA.

Knaccugukaius apXuBHON JOKYMEHTAIMH.

CrtpykTtypa 1 npuHIUIbI noctpoeHus cucrembl HCA.

[TPAKTUYECKAA PABOTA Ne28-30.
Tema 5.2 AHanuTHKO-CHHTeTHYecKass 00pa0oTka peTPOCNEKTHBHON [JTOKYMEHTHOM
uHopmanuun



Hear padorpl: O3HAaKOMUTH C JOKYMEHTAaMH U JIeJlaMM B apXWBax YUYPEeXKICHUS U
rocyJapCTBEHHBIX apXHUBaX.

[Topsinok BhIMONHEHUS PaOOTHI:

1.3anucatp TeMy M LIeb MPAKTHYECKON PabOTHI.

2. BemmonauTs 3amannst 1,2,3.

3ananue 1.

Knaccudukanus apxuBHOM TOKyMEHTaIUU;

3ananue 2.

[TpyHLMIIBI TOCTPOEHUSI CUCTEMBI HAYYHO-CIIPABOYHOI'O ammapara;

3amaunue 3.

CtpyKTypa NOCTPOCHUSI HAYYHO-CIIPABOYHOTO amnmnapara

MeToanuyeckue peKOMeH AU

CTyneHT JOJKEH MMETh MPEJCTaBICHHWE O JOKYMEHTax W JelaxX B apXuUBaX YUPEKICHUS U
roCy/1IapCTBEHHbBIX apXHBaX.

Boinucaty 3HAaYeHHe TEPMHHOB: JOKYMEHTHl M JleJa B apXWBaxX VYUpPeXKJACHHUS W
rOCy/IapCTBEHHBIX apXHUBaX, JOKYMEHTBI U Jieja TUYHOTO IPOUCXOXKICHUS.

3anaHusi 1 BONPOCHI 1JIs1 KOHTPOJIS:

Ornucanue TOKyMEHTOB U JIe] B apXUBaX YUPEKJICHHUS U TOCYAapCTBEHHBIX apXUBaX.

Ornucanne TOKyMEHTOB U JIeJ TUYHOTO MTPOUCX 0K ICHHS.

Ornucanue TOKyMEHTOB U JIeJ JIOCOBETCKOTO EpHUoa.

[TPAKTUYECKAS PABOTA Ne31-33.

Tema 5.3 ApxuBHBIE OIMCH

Hesab padoTbl: O3HAKOMUTH C KIACCU(PHUKALMIMU JOKYMEHTOB U JIeJ B Mpe/enax apXUBHOTO
¢doHIa HA COCTaBIICHHE APXUBHOW OITUCH.

[Topsinox BeIoIHEHHS pabOTHI:

1.3amucarp TeMy M LIeIb MPAKTHYECKON PaOOTHI.

2. BemomnauTs 3amanusd 1, 2, 3.

3. BeinonHeHue Npe3eHTallMOHHBIX TPOEKTOB

3ananue 1.

CocraBieHne onucHu JOKYMEHTOB

3ananue 2.

CocraBneHue cOOCTBEHHO apXUBHOMW OTHCH JIETT.

3ananue 3.

Tema npe3eHTalMOHHOI 0 MPOEKTa: «ApPXHUBHAs OMUCH U CIIPABOYHBIH anmapar K HeW».

Meroanyeckue peKoMeH AU

CryneHT JOJKeH MMETh IMPEACTaBlIeHHE O Kiaccu(UKalMM JTOKYMEHTOB U JeNl B Ipejaenax
apXMBHOTO ()OH/A HA COCTABICHUE ApPXUBHOM OMUCH

3agaHus M BONPOCHI 1JIsl KOHTPOJISA:

Bnusaue knaccudukanuy T0KyMEHTOB U €T B Mpejesax apXUBHOTO (OHIa Ha COCTaBIICHUE
apXHUBHOW OITUCH.

CocraBieHne COOCTBEHHO apXUBHOM OIUCH JIell.

CocraBieHre CipaBOYHOIO anmnapara K OIMHUCH.

I[TPAKTUYECKAS PABOTA No34-36.

Tema 5.4 Cucrema KaTajloros B apxuse

Hesanb padoTbl: O3HaKOMUTH C ONPEEICHUEM BUJIA KaTalora.

[Topsimok BBITIOHEHUST PaOOTHI:

1.3anucarh TeMy U 1eNb MPaKTUYECKONH paboThlI.

2. Bomonauts 3amanusd 1, 2, 3.

3aganue 1.

CocraBiieHre CXeMbl KIacCU(DUKAIMKA KAaTAJIOTOB U TaONHIIBI €AMHON CXEMbl KIIacCU(PUKAIUN
JOKYMEHTHOW MH(pOpMaIIUN

3ananue 2.



Karasor — kak BUJ] apXUBHOTO CIIPaBOYHUKA

3ananue 3.

CocTtaBieHHe KaTalloKHON KapTOYKHU apXHBa.

MeToanyeckue peKoOMeHIauH

CryneHT JOoKeH UMETh MPEe/ICTaBlIeHUE O OIPEe/IeHMH BUA KaTajlora.

BoinucaTh 3HaYeHHe TEPMUHOB: BUJI KaTaJIOTa, UHICKCHPOBAHNE KAaTAJOXKHBIX KAPTOUEK.

3ajaHusA M BONPOCHI 1JIsl KOHTPOJIS:

Omnpenenenue Bua karajora. PazpaboTka cxembl KiIaccu(uKauy TOKyMEHTHON HH(pOpMaIuu
B KaTaJiore.

BersiBenue u or60p JOKYMEHTHOM MH(pOpMaLMY 7S KaTaJOrM3altu.

Onwucanue TOKyMEHTHOH HH(OpPMAIK HA KaTaJOKHBIX KapTeyax.

NHnexkcupoBaHue KaTal0KHbIX KapTOUeK.

Cucremaru3aius KapToyeK M BEJCHHUE KaTaJora.

[TPAKTUYECKASA PABOTA Ne37-39.

Tema 5.5 ApxuBHbie nyreBogute . O030pbl JOKYMEHTOB

Heanb padorbl: O3HAKOMUTH C CIIPABOYHBIM allapaToOM B ITyTEBOJUTEIE.

[Topsimok BBIMONHEHUS PaOOTHI:

1.3anucath TeMy M IeIb MPAKTHYECKONW PaOOTHI.

2. Bemmonauts 3aganus 1,2,3.

3ananue 1.

Brimaua nen u3 apxuBa. CocTaBieHUE akTa O BbJIadye [l BO BPEMEHHOE MOJIb30BaHUE

3ananue 2.

OcHOBHBIE yYETHBIE JOKYMEHTHI apXHBa

3ananue 3.

COCTaBIICHUE APXUBHOW OMKCH JIEII.

MeTtoauyeckue peKOMeH/ AU

CrTyneHT A0KEH UMETh NPEACTABIEHUE O CIIPABOYHOM almapare B yTEBOJAUTEIIE.

Bbinucath 3HaYeHHe TEPMUHOB: XapaKTepUCTUKA (POHOB B IMyTEBOJIUTENE, XapaKTEPUCTUKA
JIOKYMEHTOB B 0030pe.

3agaHus M BONPOCHI 1JIsl KOHTPOJISA:

XapakTtepuctuka (OHIO0B B TyTEBOAUTEIIE.

CrnipaBOuHBIi anmapar B MyTEBOIUTEIIE.

XapakTepHuCcTUKa TOKYyMEHTOB B 0030pe.

CrpaBouHBIi anmapar K 0030py.

[TPAKTUYECKASA PABOTA Ne40-42.

Tema 6.1 HanpasJiienue, neiu, GopmMbl HCIIOIb30BAHUS APXHUBHBIX JOKYMEHTOB
Heanb padoTbl: O3HAKOMUTH € LEISIMH UCIIOJIB30BAHUS APXUBHBIX JOKYMEHTOB
[Topsinok BeIONHEHHS pabOTHI:

1.3anucars TeMy U 1eNb MPAKTUYECKON pabOTHI.

2. Bemonauts 3amanud 1, 2, 3

3amanue 1.

PexuM 1 criocoObl XpaHEeHUs! ApXUBHBIX IOKYMEHTOB, MOPSIOK BBIAAYH JEIT
3amanue 2.

CocraBieHre UCTOPUYHOM CIIPaBKH.

3ananue 3.

CocraBieHus akTa prueMa-nepeiadu JOKyMeHTa.

Meroanyeckue peKOMeHIAU U

CTyneHT A0KEH UMETh NMPEACTABIEHUE O LENSIX UCIOJIb30BaHUs APXUBHBIX JOKYMEHTOB.
Beinucars 3HaYeHHe TEPMHUHOB: 1I€JIM UCIIOIb30BaHUS APXUBHBIX JTOKYMEHTOB.
3agaHus M BONPOCHI 1JIsi KOHTPOJIS:

HanpasieHus HCIOIb30BaHUS ADXUBHBIX JTOKYMEHTOB.

I{enn uCnoyIb30BaHUS aPXUBHBIX JOKYMEHTOB.



@DOopMBbI UCIOJIB30BAHUS APXUBHBIX JJOKYMEHTOB.

I[TPAKTUYECKAS PABOTA Ne43-45.

Tema 6.2 locTyn Kk 1oKyMeHTamM ApxuBHOro ¢gonna P@®

Hesanb padoTbl: O3HAKOMUTH C PETUCTPALIMEN AOCTYIA K JOKYMEHTAM

[TopsimoK BBITTOIHEHUST PaOOTHI:

1.3anmucarh TeMy | 1eJIb MPAKTHYECKON pabOoTHI.

2. Beimonauts 3amanus 1,2,3.

3amanue 1.

Hageznenue, opopmiieHre u BblJ1adya CIIPaBOK 10 3allpocaM Ipak/iaH

3ananue 2.

HudopmalinoHHbIEe TEXHOJIIOTUN U OPTaHU3ALIUS X BHEIPEHUSI B apXUB;

3ananue 3.

DJIEKTPOHHBIE TOKYMEHTHI B apXHUBE

MeToanyeckue peKOMeHIaUU

CTyaeHT 10KEH UMETh IIPEICTABIICHUE O PETUCTPalMU JOCTyNa K JOKYMEHTaM.

Bbinucarts 3HaYeHHMe TEPMHHOB: JIOKYMEHTBHI, [OJJICKALIUE 3AaCEKPEUMBAHUIO U
PacCeKpEeYnBaAHMUIO.

3agaHus M BONPOCHI 1JIsi KOHTPOJISA:

Peructpanus gocryna Kk JOKyMeHTaMm.

ApxusHoro ¢onna POD.

JIoKyMEHTBI, OJIeKaLME 3aCEKPEUNBAHUIO U PACCEKPEUNBAHUIO.

OCHOBBI aQpXUBHOU IBPUCTUKH

Pexomennyemasi iureparypa:
1. OcHOBHbBIE MeYaTHbIE H3TAHUS

1. ApacnanoBa, B.A. JlokyMeHTalluOHHOE OOECIEUEHUE YIpPaBICHUS: Y4€OHO-NPAKTUYECKOE
nocobue B cxemax, Tabnunax, oopasuax : [12+] / B.A. ApacnanoBa. — 2-e u3., JOI. U nepepad. —
Mockga ; bepnun : Tupexr-Menua, 2020. — 265 c. : ui., Tabn. — Pexxum nocryna: no noanucke. — URL:
http://biblioclub.ru/index.php?page=book&id=578394 (nara obpamenus: 28.09.2020). — bubnuorp. B
kH. — [SBN 978-5-4499-1454-5. — DOI 10.23681/578394. — TekcT : 37€KTPOHHBIMH.

2. Apacnanosa, B.A. Ciny:xe0Hble JOKYMEHTBI: (POpMYJIISIPBI M TpUMEPHI 0popMIIeHHs. ATbOOM:
yaueOHo-TIpakThueckoe nmocoodue : [12+] / B.A. Apacnanosa, E.C. BypmucrpoBa. — Mocksa ; bepnun :
HMupexr-Meana, 2020. — 108 «c¢. — Pexum gpocryma: mno mnoamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=578396 (nara obpamenus: 28.09.2020). — bubauorp.: c.
100-105. — ISBN 978-5-4499-1453-8. — DOI 10.23681/578396. — TeKcCT : 3J1IeKTPOHHBIH.

3. Tenwvuapos, A.Jl. ApxuBoBenenue : yueoHoe nocooue : [16+] / A.Jl. TenpbuapoB. — 2-¢ 3. —
Mockga : [lamkos u K°, 2018. — 184 c. : un. — (YuebHble u3ganus 1ist 6akanaBpoB). — Pexxum goctymna:
nmo noxmucke. — URL: http://biblioclub.ru/index.php?page=book&id=573440 . — bubGnuorp. B KH. —
ISBN 978-5-394-03033-8. — TekcT : 3JIEKTPOHHBIM.

2. OCHOBHBIE 3JIeKTPOHHbIE U3IaHUSA

1. Ka6amos, C.}O. Jlenonpou3BOJICTBO W apXMBHOE IO B TEPMHHAX M OINPEICICHHUSIX :
yaebnoe nocodbue / C.1O. Kabamos, U.I'. AchanauspoBa. — 3-e uzn., crep. — Mocksa : ®@nunTa, 2018.
— 295 c. — Pexum nocryna: no nogmnucke. — URL: http://biblioclub.ru/index.php?page=book&id=69168
.—ISBN 978-5-9765-0784-5. — TekcT : 2NeKTPOHHBIH.

2. Kab6amos, C.IO. [lenonpou3BOACTBO U apXWBHOE JIEJI0 B TEPMHHAX M OINPEICICHUAX :
yaebnoe nmocodbue / C.1O. Kabamos, U.I'. Achanausposa. — 3-e uzn., crep. — Mocksa : @aunTa, 2018.
— 295 c. — Pexxum nocryna: nmo mognucke. — URL: http://biblioclub.ru/index.php?page=book&id=69168
(mara obpamenus: 28.09.2020). — ISBN 978-5-9765-0784-5. — TekcT : 2JIEKTPOHHBIH.



3. YmpaBneHnue JOKyMEHTAIlMEH W apXHBaMH 3a pyOekoM : yueOHoe mocooue : [16+] / cocr.
C.B. Makapuyk, C.II. 3Barun ; KemepoBckuil rocynapcTBeHHbI yHHBEpcuTeT. — Kemeposo
KemepoBckuii rocynapcTBeHHbIN yHUBEpCUTET, 2019. — 274 ¢. — Pesxxum noctyna: no noanucke. — URL:
http://biblioclub.ru/index.php?page=book&id=574229 (nara obpamenus: 28.09.2020). — bubnuorp. B
KH. — ISBN 978-5-8353-2361-6. — TeKCT : 3JI€KTPOHHBIMN.

4. XauatpsH, I'. A. Opranu3zanus 1 TEXHOJIOTHsI PabOThI ¢ KOH(PUICHIIMATLHBIMU JOKYMEHTAMH
: yueOnuk mst CITO / T'. A. XauarpsH, U. B. Ky3nenosa. — Capatos : [IpodoOpazoBanue, 2020. —
283 c¢. — ISBN 978-5-4488-0742-8. — TekcT : 2JIEeKTPOHHBIN // DNEKTPOHHO-OMOINOTEYHAs CUCTEMA
IPR BOOKS : [caiitr]. — URL: http://www.iprbookshop.ru/97087.html .— Pexum nmocrtyma: mms
ABTOPH3HP. MOJIb30BATEICH

5. XauarpsiH, I'. A. OpraHu3anusi ¥ COIPOBOXJICHUE DJICKTPOHHOTO JIOKYMEHTOOO0OpOTa :
yueonuk aiisg CITIO /T'. A. Xauarpsin, U. B. Ky3nenoBa. — Caparos : [IpogoOpazoBanune, 2020. — 156
c. — ISBN 978-5-4488-0877-7. — TeKcCT : 37EKTPOHHBII // DNEKTPOHHO-O0MOIMoTeuHas cuctema [PR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/97086.html . — Pexxum moctyma: ajist aBTOpU3HP.
II0JIb30BaTEIECH

3. JlonoJiIHUTEIbHbI€ HCTOYHUKH

1. CmupnoBa, E. II. JlenmonmpousBoactBo misi cekperaps. Pa3zpaboTka, ydyeT W XpaHEHHE
ciIy>)keOHOM AoKyMeHTanuu : npaktuieckoe nocodue / E. I1. CmupnoBa. — 2-e u3a. — CapatoB : Al
[Tu Op Memua, 2019. — 210 c. — ISBN 978-5-4486-0465-2. — TeKcT : 37CKTpOHHBIH // DIEKTPOHHO-
oubmnoreunas cuctema [IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/79622.html

2. YrpasiieHue JOKYMEHTAIMEeH 1 apXHUBaMHU 3a pyOekoM : yaeOHoe mocodue : [16+] / cocT.
C.B. Makapuyk, C.II. 3sarun ; KemepoBckuil rocynapcTBeHHbI yHuBepcuteT. — Kemepoo :
KemepoBckuii rocyaapcTBeHHbll yHuBepcuret, 2019. —274 c. — Pexum goctyna: no nognucke. — URL:
http://biblioclub.ru/index.php?page=book&id=574229 . — bubnuorp. B kH. — ISBN 978-5-8353-2361-
6. — TekcrT : 2JIEKTPOHHBIH.

3. TOCT P 7.0.97 — 2016. HanumonaneHneli crannapt Poccuiickoii ®enepaunn. Cucrema
CTaHAapTOB TO wuHMOpMaIuu, OUOIMOTEYHOMY | U3JaTelbckoMy neny. OpraHu3aluoHHO —
pacriopsauTenabHas JoKyMeHTanus. TpeboBanus k opopmieHuto: nprukas denepaabHOro areHTcTBa Mo
TEXHUYECKOMY PETYIHMPOBAHUIO U METPosIoruu oT 8 nexadpst 2016 r. Ne 2004-ct. — TekcT: 2meKTpOHHBIH
/I Tapant: cmpaBo4HO-TIpaBoBas cuctema: caiit. — URL: https://base.garant.ru/71634352/ (nmata
obpamienus 10.08.2023).

4. TOCT P 7.0.8-2013. Haumonanenbiii crangapt Poccuiickoin ®Penepanuun. Cucrema
CTaHAApTOB M0 HHMOPMAIUHU, OMOIMOTEYHOMY U U3/1aTeTLCKOMY JIey. Jlemonpon3BOACTBO U apXHUBHOE
neno. TepmuHbl 1 onpeaeneHus: npuka3 degepanbHOro areHTCTBA M0 TEXHUUECKOMY PeryJINpOBaHUIO
u merposioruu oT 17 oktadpst 2013 1. N 1185-ct. — Tekcr: anekTponHbiit // ['apaHT: crpaBOYHO-
npaBoBas cuctema: caiir. — URL: https://base.garant.ru/70650732/(nata obpamenus: 10.08.2023).

5.TOCT P UCO 15489-1-2019. HaunonanbHslil cranaapt Poccuiickoit denepanuu. Cucrema
CTaHJapTOB MO UH(pOpMAIH, OUOITMOTEUHOMY U U3JIaTeNIbcKoMy Aeny. MHdopMaIus u JoKkyMeHTaIusl.
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