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®onj oueHouHbIX cpeAcTB [IM.02 ApxuBHOe n1eno B cyae pa3paboTaH B COOTBETCTBHH C
TpeOoBaHussMHu DenepabHOrO roCyJapCTBEHHOr0 00pa30BaTENIbHOIO CTAHIapTa CPEIHETO
npodeccruonanpsHoro obpazoBanus no cnenuanbHoctd 40.02.03 IIpaBo u cyneOHoe
aJMUHHUCTPUPOBAHUE, YTBEPKICHHOr0 MuUHHCTEpCTBOM 00pa3oBaHusi U Hayku PD ot

12.05.2014 r. mpuka3 Ne 513, 3apeructpupoBanHoro MunucrepcrBom octuuu PO (per.
Ne 33360 ot 30.07.2014 r.)

Opranuzanus-pazpadotunk: AHO I1O «baiikanbCkuili MHCTUTYT NpPOGECcCHOHAIBHOIO
o0Opa3zoBaHUs»

Pa3pabotuuk: llatyeB Hukonait BuktopoBuy, npenoaasareib
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1. TlacmopT KOMITJIEKTa KOHTPOJIBHO-OIICHOYHBIX CPEICTB

2. Pe3ynbTaThl 0OCBOEHUS yUeOHOH AUCIMIUIMHEI, TIOJJICKAIINAE POBEPKE
3. OneHka ocBOeHUS Kypca

4. KOHTpOJBHO-OIICHOYHBIC MaTePUAIIBI JJIS aTTECTAINH



1. MacnopT ¢oHAA OLIEHOUYHBIX CPEACTB

®donj oneHoUYHBIX cpenctB (nanee - @OC) npeaHazHAyeH AJIsI KOHTPOJS U OIEHKU
0o0pa30oBaTeIbHBIX JOCTHKEHUN OOy4YaloOIIMUXCS, OCBOUBIIUX pabouyl0 MOporpamMmy
npodeccuonansHoro moayns I1IM 02 ApxuBHoe J1€710 B CyAe.

®OC BKIIOYAET KOHTPOJBHBIE MaTepHaibl JJIsl MPOBEACHUS TEKYIIETO KOHTPOJIS
yCIIEBAEMOCTH U MPOMEXYTOUHON aTTECTAUU O0YHAIOIINXCS.
®OC pa3zpaboTaH Ha OCHOBE:

- (eaepanbHOr0 TOCYJapCTBEHHOr0 OOpa30BaTEIBbHOTO CTaHAApTa CPEIHEro
npodeccuoHanbHoro oo6pazoBanus (manee - @OI'OC CIIO) no crnenualbHOCTU
(mpodeccun) 40.02.03 IlpaBo u cyaeOHOE aJIMUHUCTPUPOBAHUE B YaCTU OCBOCHUS
OCHOBHOTO BHja npodeccuonanbuo nestenbHoct (BILJ]): Opranuzamnus u obecrieueHue
CyJ1e0HOTO JIETONPOU3BOJICTBA U COOTBETCTBYIOIIMX MPOPECCUOHATBHBIX KOMIIETEHITNH;

- paboueit mporpammbl npodeccuonanbHoro Moayis [IM 02 ApxuBHoe €10 B
cyJe.

2. Pe3yabTaThl 0CBOCHHS Y4eOHON IUCHUILUIMHBI, MOAJEKAIHEe IPOBEpPKe

B npornecce uzyuenus npodeccuonanbuoro moayis [IM 02 ApxuBHoe 1eno B cyze
IPU CaMOCTOSITEIBbHOM paboTe ctyaeHToB Gpopmupyrorces I1K:

IIK 1.4 OGecnieunBaTh paboTy apXuBa cyja.

B pesynbrate ocBoeHuss TpOo(ECCHOHATBLHOTO MOIYNS OOYyYaloUUUCA JTOJIKEH
HMeTh MPAKTUYECKUH ONbIT:

- 110 OpraHu3aluu paboThl ¢ JOKYMEHTaAMU;

- 110 KOMIUIEKTOBaHUIO CYACOHBIX JI€T U HAPSIOB JJIsl TIOCTOSHHOTO XPaHEHUS;

- 10 OpraHU3ally XPaHEHUs APXUBHBIX TOKYMEHTOB.

yMeTh:

- IOATOTABINBATh CyIeOHbIE ena (Hapsabl) U MaTepUabl 1JIA ClIa4d B apXUB;

- OCYILIECTBIISATH MOJTHOE OopmiieHue Ael (MOANIMBKY WIH MEPEIIeT JAela, U3bsITHE
U3 Jiela METAJUIMYECKUX CKPENOK U CKOOOK, HyMEpalluio JIMCTOB M 3aIOJIHEHHE JIMCTa-
3aBEpPUTENS);

- COCTaBJISITh BHYTPEHHIOIO OMKCH JOKYMEHTOB;

- BHOCHUTH HEOOXOIUMbIE YTOYHEHHS B PEKBU3UTHI 00JIOKKH JIeNa;

- oQOpMIISTH Pe3yJbTATHI CIAUM JEJI Ha apXUBHOE XPaHEHUE;

- cOOJI01aTh OXPAHHBINA PEKUM TTOMEIICHUH XPAHIIUIIL;

- BBITIOJIHSITH TIOPSIZIOK UCITOIb30BaHUSI JOKYMEHTOB apXUBa Cy/a;

- OpPraHn30BaTh MOPSAOK 0TOOpPA JOKYMEHTOB U 0()OPMIICHUS UX HA YHHUUYTO)KCHHE,

- MIOJIB30BaThCS JOKYMEHTAIBHBIM (DOHIOM apXHBa Cy/a;

- OCYILIECTBIISITh BblAauy JOKYMEHTOB U JI€Jl U3 apXuBa CyAa;

3HATH:

- MOPSAZIOK OTOOpa HA XpaHEHHE B apXHUB CYAOB JOKYMEHTOB, UX KOMILIEKTOBaHUS,
y4eTa U UCTIOJIb30BaHUs;

- MepeyeHb JOKYMEHTOB CYJIOB C YKa3aHUEM CPOKOB XPAaHEHUS;

- HOPMAaTUBHbIC YCIOBUS XpPAHEHUS APXUBHBIX JJOKYMEHTOB;

- MOJIOKEHUS O MOCTOSIHHO JEUCTBYIOIIEH SKCIIEPTHOW KOMUCCHUH CY/Ia;

- OCYILIECTBIISITh YHUUYTOKEHHUE CYJIEOHBIX TOKYMEHTOB;

- nepeaaBaTh CyJeOHbIE [ie]a Ha OCTOSIHHOE XPaHEHUE.



Ne KonTposmpyemsie M/IK ®opmupyembie OneHounblie
KOMIIETeHIIMU cpeacTBa
1 MK 02.01 I[IK 1.4 TecThl,
ApXHBHOE J1€]10 B cy/le 3a1aHus
CaMOCTOSITEIIbHOU U
NPAaKTUYECKON pabOThI
2 MK 02.02 [IK 1.4 TecThl,
Opranunsanus c[;i)llﬁeOTbl apxuBa B samamms
CaMOCTOSITEILHOU U
IPAKTHUYECKON pabOThI
Konudukatop oreHoUYHBIX CpeacTB (MPUMEPHBIN IEPEUCHb U KpaTKask XapaKTepUCTUKA
OIICHOYHBIX CPEJICTB)
HaumenoBanue
Ne Kpatkas xapakreprcTrka OlleHOYHOTO [IpencraBieHne OLEHOYHOTO
OIICHOYHOT'O Cpe[I-
/11 cpencTBa cpencta B POC
CTBa
1 3aganus s ca- CpencTBo MpoOBEPKH YMEHHH TTpUMeE- KowmrmekT 3amannii
MOCTOSITETBHOU HATH TIOJTyYEHHBIE 3HAHUSI 110 3apaHee
paboThI OTIPENICTICHHON METOIUKE VISl PEIICHUSI
3a/1a4 WM 3aJJaHUI 110 MOJTYJIFO WIIN
JUCLUIIIIMHE B LEJIOM.
2 Keiic-3amanns [IpoGnemHOE 3a1anne, B KOTOPOM 00Y- KoMmmurekr kelic-3aganuii
YaroLWEMYCs IPEAIAratoT OCMBICIIUTh
peanbHyI0 TPodecCHOHAIBHO-
OPUEHTUPOBAHHYIO CUTYaLIMIO, HE00XO0-
JUMYIO JUIS pelleHus JaHHOU mpooiie-
MBI.
3 Kontponbhas pa- | CpeacTBO NPOBEPKU YMEHHM pUMe- KoMrIuiekT KOHTpOJIbHBIX 3a-
oota HSATb MOJYyYEHHBIE 3HAHUS [T JTaHW 10 BapuaHTaM
peuleHus 3a1a4d OnpeIeIeHHOro ThIa
110 TEME WX pa3Jeiny
4 | IIporpammbl koM- | CpeactBa, MO3BOJISIONINE ONIEPATUBHO [lepeueHb KOMIIBIOTEPHBIX
IBIOTEPHOIO TEC MOJIYYUTh OOBEKTUBHYIO HHPOPMAIIUIO | TECTOB, IEKTPOHHBIX
TUPOBAHUS 00 ycBOEHUHU 00yJarOIIMMUICI KOHTPO- MPaKTUKyMOB
DIIeKTPOHHBIH JUPYEMOI0 Marepuasia, BO3MOKHOCTb
NPaKTHKYM JETabHO U NMEePCOHU(UITUPOBAHO MPE-
CTaBUTh 3Ty UH(POpMAITIIO
5 | TunoBoe 3aganue | CTaHmapTHbIE 3aaHUS, TTO3BOJISIFOIINE KoMmmuiekT THIOBBIX 3a1aHui
POBEPUTH YMEHHE peIllaTh Kak y4eo-
HBIE, TaK U MpodecCuOHaTbHbBIE 3aJauu.
Coneprxanue 3aJaHUH T0HKHO MaKCH-
MaJbHO COOTBETCTBOBATH BUAAM MPO-
(heccOHANBLHON e TENbHOCTH
6 | Tect Cucrema cTaHIapTU3UPOBAHHBIX 3a- KommiekT TecToBbIX 3aa-
JaHUM, TMO3BOJIAIONIAST aBTOMATU3UPO- | HUM
BaTh NPOLEAYPY U3MEPEHUS YPOBHS
3HaHUHM U yMEHUI 00yyaromerocs.




3. OueHka oCcBOeHHs Kypca

Pe3yabTaThl 00y4eHUs
(ocBOCHHBIC YMEHUS1, YCBOCHHbIEC
3HAHUA)

D®opMbI U METOAbI KOHTPOJIS H
OLICHKU Pe3yJibTATOB 00y4eHUsI

NmeTh NpaKTHYeCKUM ONBIT:

- 110 OpraHu3anuu paboThl ¢
JOKYMEHTaMH;

TectupoBanue, paboTa ¢ 1MuTEPATypOil,
KOHTPOJIBHBIE YITPAKHEHHUSI, KOHTPOJIbHBIE
3aJjaHusl, CAMOCTOATENIbHAs padoTa,
CaMOKOHTPOJIb

- ITI0 KOMIIJICKTOBaHHIO CYI[C6HBIX ACJII
" HApAJ0B IJIsI TOCTOSAHHOT'O
XPpaHCHUA,

TectupoBanue, pabota ¢ IUTEPATYPOH,
KOHTPOJIbHBIE YIPAXKHEHUSI, KOHTPOJIbHbIE
3aJlaHusl, CAMOCTOSATEIbHAsI paboTa,
CaMOKOHTPOJIb

- 11O OpraHnu3alIn XpaHCHUA
APXHUBHBIX JOKYMCHTOB.

TectupoBanue, pabota ¢ 1uTEepaTypoi,
KOHTPOJIbHBIC YIIPAXKHEHUSI, KOHTPOJIHHBIC
3a/1aHMsl, CAMOCTOSITENIbHAS paboTa,
CaMOKOHTPOJIb

YMmenunsq:

- IOATOTAaBIMBATh Cy/I€OHbIC /1eTa
(Hapsipl) 1 MaTepHAaIbl I CIaYH B
apXxuB

MPAKTUYCCKUC 3aHATUA

- OCYIIECTBJISATH IMOJHOE o(opMIIeHHE
nen (MOAIIMBKY WM TIEpeIuieT Aelna,

IMPAKTUYCCKUC 3aHATUA,

U3BATHE U3 JeJa METATHYECKUX
CKPENOK W  CKOOOK, HyMepaluio

JUCTOB W 3aloJHEHUE  JIMCTa-

3aBEpPUTES)

- COCTaBIIATh BHYTPEHHIOKO OMHUCH MPaKTUYECKUE 3aHATUSA
JIOKYMEHTOB

- BHOCUTBH HEOOXOMMbIE YTOUHCHHS B
PEKBH3UTHI O0JI0XKKH JIeia

IMPAKTUYCCKUC 3aHATUA

- 0OPMIISATH PE3YABTATHI CAYH AL
Ha apXMBHOE XpPaHCHUE

[MPAKTUYCCKUC 3aHATUA

- COOJTFIOTaTh OXPAHHBIN PEKUM
MTOMENICHUN XPaHWIUIIL

[MPAKTUYCCKUC 3aHATUA

- BBIIIOJIHATH ITIOPAJ0K
HCIIOJIb30BaHUA JOKYMCHTOB apXHBa

cyaa

[MPAKTUYCCKUC 3aHATUA

- OpraHu3oBaTh MOPSAJOK OTOOpa
JOKYMEHTOB ¥ oQopMiIeHHS UX Ha
YHUYTOXKCHHE

[MPAKTUYCCKUC 3aHATUA




- MOJIL30BAThHCS IOKYMEHTAJIbHBIM
dboHI0M apXuBa cyna

[MPAKTUYCCKUC 3aHATUSA

- OCYIIIECTBIIATH BbIJIaYy JOKYMEHTOB
M JIeJ U3 apXHBa CyJa;

[MPAKTUYCCKUC 3aHATUSA

3HaHuA:

- MOPSZIOK OTOOpA HAa XpaHEHUE B
apXuB CYZIOB IOKYMEHTOB, MX
KOMIUICKTOBaHUS, ydeTa U
UCTIOJIb30BaHHMSI

TectupoBanue, paboTa ¢ 1MTEPATYpOil,
KOHTPOJIBHBIE YIIPAKHEHHUSI, KOHTPOJIbHBIE
3aJJaHusl, CAMOCTOATENIbHAs padoTa,
CaMOKOHTPOJIb

- ICPCUYCHb JOKYMCHTOB CYJIOB C
YKa3aHUEM CPOKOB XpaHCHHA,

TectupoBanue, pabota ¢ IUTEPATYPOH,
KOHTPOJIbHBIE YIPAXKHEHUSI, KOHTPOJIbHbIE
3aJjaHusl, CAMOCTOSATENIbHAs padoTa,
CaMOKOHTPOJIb

- HOPMATHBHBIC YCIOBUA XPAHCHUA
APXHUBHBIX TOKYMCHTOB,

TectupoBanue, paboTta ¢ IUTEPATYPOH,
KOHTPOJIbHBIE YIPAXKHEHUSI, KOHTPOJIbHbIE
3aJlaHusl, CAMOCTOSATEIbHASI paboTa,
CaMOKOHTPOJIb

- TTOJIOKCHUS 0 IMOCTOSTHHO
JNIEUCTBYIOIIEN SKCIIEPTHON KOMHUCCHUH
cyaa.

TectupoBanue, paboTa ¢ 1uTEepaTypoi,
KOHTPOJIbHBIE YIIPAXKHEHUSI, KOHTPOJIbHBIE
3a/1aHNsl, CAMOCTOSITeNIbHAS paboTa,
CaMOKOHTPOJIb

- OCYHICCTBIIATH YHUYTOXKCHHUC
Cy,II€6HBIX HOKYMCHTOB;,

TectupoBanue, pabota ¢ nuTepaTypoi,
KOHTPOJIbHBIE YIIPAXKHEHUSI, KOHTPOJIbHBIE
3a/1aHNsl, CAMOCTOSITeNIbHAs paboTa,
CaMOKOHTPOJIb

- Iepe1aBaTh CyIcOHBIC J1ela Ha
MTOCTOSIHHOE XPaHCHUE;

TecTtupoBaHue, paboTa C JIUTEPATYpOH,
KOHTPOJIbHBIE YIIPAKHEHHUSI, KOHTPOJIbHbBIE
3a/1aHNsl, CAMOCTOSITENIbHAS paboTa,

CaMOKOHTPOJIb
Pe3yiabraThl (0CBOEHHBbIE OcHOBHBIE noxKa3arteju OLICHKH
npodgeccuoHalIbHbIe KOMIIETEHUUN) | pe3yJbTara

[1K 1.4. OGecneunBath paboOTy apxuBa
cyna

BrinmonHenue 3aganuii caMOCTOSTEIbHOM
W IPaAKTHYECKON pabOThI, TECTUPOBAHUE,
paboTa Co CIIOBapsSIMH U CIIPABOYHOU
JIMTEpaTypOM, COCTABIEHUE
TEMATHUYECKOIO0 KOHCIICKTA,

CaMOKOHTPOJIb

4. KOHTpOﬂbHO-OHEHO‘IHLIe MaTepualbl IJd aTTeCTAlIlNH




4.1. CamocrosiTeibHasA padoTa
M/K 02.01 ApxuBHOe 1eJ10 B cye

N3yunTh NOMOJHUTENBHYIO JINTEPATYPy M  BBIIOJIHUTH TEMATUYECKHAU
KOHCIEKT 1o TeMme 1. CymHOCTh U 3a1aun apXUBHOTO Aena B cyaax Poccun

N3yunTh JOMOJHUTENBHYIO JINTEPATYPy M  BBIIOJHUTH TEMATHYECKUN
KOHCIIEKT 1o Teme 2. [IpaBoBoe peryinpoBaHue apXMBHOIO Jieja B CyJax

N3yunTh JOMOJTHUTENBHYIO JINTEPATYPy M  BBIIOJHUTH TEMATHYECKUN
KOHCIIEKT M0 TeMe 3. YYET eAUHULl apXUBHOI'O XPaHEHHUS B Cy1aX

N3yunTh JONMOJHUTENBHYIO JINTEPATYPy M  BBIIOJHUTH TEMATHYECKUN
KOHCIEKT 1o Teme 4. OpraHu3anus BeIeHUs: apXUBHOTO JEJIONPOU3BOICTBA B CYy/I€

N3yunTh JOMOJHUTENBHYIO JINTEPATYPy M  BBIIOJHUTH TEMATHYECKUN
KOHCHEKT 1o Teme 5. [ToaroroBka cyneOHbIX JOKYMEHTOB K apXUBHOMY XPaHEHUIO

N3yunTh JOMOJHUTENBHYIO JINTEPATYPy M  BBIIOJHUTH TEMATHYECKUN
KOHCIIEKT 1o TeMe 6. OT6op M mepenaya JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHUE B
apXuB cynaa

N3yunTh JOMOJHUTENBHYIO JIMTEPATYpy M  BBIIOJHUTH TEMATHYECKUN
KOHCIIEKT 110 TeMe /. XpaHEHHUE U UCIOJIb30BaHKE TOKYMEHTOB apXuBa cyja

N3yunTh JOMOJTHUTENBHYIO JINTEPATYPy M  BBIIOJHUTH TEMATHYECKUU
KOHCIEKT 1o TeMe 8. Opranuzaiusi paboTsl IO 0OTOOPY U Nepenaye JOKyMEHTOB cy/a
Ha XpaHEHHUE B TOCYJaPCTBEHHBIN (MYHHUIUITIAJIbHbIN) apXUB

M/K 02.02 Opranusanus padoTbl apXuBa B cy/e

N3yunTh JOMOJHUTENBHYIO JIMTEPATYpy M  BBIIOJHUTH TEMATHYECKUN
KoHCHEeKT 1o Teme 1. [ToHnsiTue apxuBa opranusaiuu: BUIbl, 3a1a4d U QyHKIUN

N3yunTh JOMOJHUTENBHYIO JIMTEPATYpy M  BBIIOJHUTH TEMATHYECKUN
KOHCTIEKT 10 TeMeE 2. DKCIepTH3a IIEHHOCTU IOKYMEHTOB

N3yunTh JOMOTHUTENBHYIO JIMTEPATYPy M  BBIIOJHUTH TEMATHYECKUN
KOHCIIEKT 1o TeMe 3. KoMruiekroBaHue apxuBa

N3yunTh JOMOJHUTENBHYIO JIMTEPATYpy M  BBIIOJHUTH TEMATHYECKUN
KOHCIIEKT 10 Teme 4. ObecrieyeHre COXpaHHOCTH JIOKYMEHTOB apXHBa

N3yunTh JOMOJHUTENBHYIO JIUTEPATYpy M  BBIIOJHUTH TEMAaTHYECKUN
KOHCIEKT 1o TeMe 5. Opranmzaiysi JOKyMEHTOB B apXHBE

N3yunTh [AOMOTHUTENBHYIO JIMTEPATYpy M  BBIIOJHUTH TEMAaTHYECKUN
KOHCIIEKT IO TeMe 6. YUeT JOKyMEHTOB B apXUBE

N3yunTh [AOMOJHUTENBHYIO JIMTEPATYpy M  BBIIOJIHUTH TEMATUYECKUIl
KOHCIIEKT 110 TeMe /7. HayuHo-cripaBOYHBII armapar K JOKyMEHTaM apXKBa

N3yunuTh [OMOTHUTENBHYIO JIUTEPATYPy M  BBIIOJHUTH TEMAaTHYECKUN
KOHCIIEKT 110 TeMe 8. Mcronb30BaHne JOKyMEHTOB apXyBa

N3yunTh [AOMOTHUTENBHYIO JIUTEPATYpPy M  BBIIOJHUTH TEMAaTHYECKUU
KOHCIEKT 110 TeMe 9. [lopsnok nepenayn TOKyMEHTOB apXUBa Ha MIOCTOSIHHOE XPAHEHHE

N3yunTh AOMOJHUTENBHYIO JIMTEPATYPy M  BBIOJIHUTH TEMAaTHYECKU
KOHCHEKT 1o teMe 10. Opranuzaiuys paboThl apXyuBa

4.2. IIpakTuyeckas: padbora



MJK 02.01 ApxuBHOe [1€J10 B cyje

IIpakTnueckas padora 1
Anamuz ©3 «O6 apxuBHOM fese B PDy.
Hean: [IpoanamsupoBars O3 «O06 apxuBHOM zeine B PDy.
3agaun:
1. BersiButh ocHOBHBIE noJ10kKeHUs D3 «O06 apxuBHOM Jiesie B PDOy;
2. UccnenoBatk xapakTepHble 0COOCHHOCTH PAIMOHATIU3AIMH JIEJIOTPOU3BOJICTBA

OdbopynoBanue: OenepanbHblil 3akoH 0T 22 okTsi0ps 2004 1. N 125-®3 "OO6 apxuBHOM Jiene B
Poccuiickoit @deneparun’.

Tekcr 3apanus:
1. Kakyro cdepy pernmameHTHpPYET 3aK0H?
2. CKOJBKO COJIEPKUT TJIaB?

3. XapakTepucTHKa IJaB.

IIpakTuyeckast padora Ne 2
3anoaHUTH MAacHoOpT apXuBa cyjaa
Hean: [IpoBepka 3HaHMIT 00 apXuBe Cyaa.
3apaum:
1. ITpoananu3upoBaTh CTPYKTYpPY apXHB CyJa;
2. 3yuuThb cocTaBIIsIIOIIME NTACIOPTa apXuBa cyJa.

OdbopynoBanue: OenepanbHblii 3ak0H 0T 22 okTsA0ps 2004 . N 125-D3 "O06 apXuBHOM Jiese B
Poccuiickoit denepanun’.

Bpems BbInoJiHeHHsA: 2 yaca
TexcT 3apanug:

3anonauTth nacnopT apxusa cyaa (Ilpunoxxenue Ne 15 Uuctpykiuu ot 19.03.2019r. Ne 56.)

IIpakTuyeckas padora Ne 3
«OTpadoTKa MPHEMOB 10 OPTAHU3ALMHU YYeTa JOKYMEHTOB APXMBHOIO (ponma»

Ienp 3aHATHA: IPUMEHEHUE U COBEPIIECHCTBOBAHUE 3HAHWM, IOJYYEHHBIX NPU W3Y4YE€HUU
TEOpeTHUYECKOro Mmarepuaina, Tembl: «lcnonp3oBanue nokymMeHTOB A®D Pd» (oboOmeHue u
cucTeMaTH3alus 3HaHUM U CIOCOOOB, pelleHHe CUTyaluid Mo oOpasily B MCXOJHBIX YCIOBHSX C
LEJbI0 BBIPAOOTKM YMEHHUH Oe30IIMO0YHOr0 MPUMEHEHUS 3HAaHWM, TOTOBHOCTh TBOPYECKOU
aKTUBHOCTH W TPHUMEHEHHE HAaBBIKOB, (OpMUpOBaHHE NPO(PECCHOHATBHON HaMpaBIEHHOCTH
JMYHOCTH OYAYIIEro CIEUalUCTa, CAMOCTOATENIBHO B KOMIUIEKCE NPUMEHATh 3HaHUS, YMEHUS U

HaBBIKH, OCYILECTBIISASI UX IEPEHOC B HOBBIE YCIOBUSI, KOHTPOJIb U CAMOKOHTPOJIb 3HAHUH).
OcHaleHnue: JEKIMOHHBINA MaTepHall, KApTOUKa-3a/IaHuUE.
3agaHue:
1. 3yunTh mpaBuUIIa UCMIOIB30BAHUS APXUBHBIX JOKYMEHTOB;
2. [loaroToBUTH COOOIIEHUE O (hOpPMaxX UCIIOIH30BAHUS APXUBHBIX TOKYMEHTOB (3aaHKe



WHJIMBUIYyaJIbHO);
3. 3amo HUTH KHUTY BBIJAYH JIeT BO BpPEMEHHOE T0JIb30BaHUE, JINCT UCTIONBL30BaHUS JIeTa,
KapTy-3aMeCTUTEIb JIeIa.

1. OdopmuTh 3anKCh B KHUTY BBIAAYH JIE] U3 XPAHUIIHUILA.
®oupg Ne 27 «CtpoutenbHoe ynpasieHue 1», onuck Ne 1 mocrosiHHOTO cpoka xpaHeHus 3a 2003-
2004
Heno Ne 774 «lltatHoe pacmucanue ympaieHnust 3a 2004 r.» BbiganHo 23.04.2013 Oyxrantepy
B.B.MBanueHKoO.
Crnennanuct apxua A.Il.IIpoxoposa
@®opma KHUTH BBIJIAYHU €T

Ha3Banune apxuBa
Kuura Bei1aun J1e1 BO BpeMEHHOE MOJIb30BaHUE

Howmepa
No [ dara dbonma Komy Beigano n Ha | Pocnmce o | JlaTa BO3BpalieHHs U POCIUCH
/i OTIUCH, KaKo¥ CpoK MOJTYYCHU N MIPUHSBIIETO JIEJI0
nena. nena
3aroJi0BoK
nena

2. ObopMHUTH KapTy - 3aMECTUTENH JeIa

®onp Ne 27 «CtpoutenbHoe ynpasiieHue 1», onuch Ne 1 moctossHHOTo cpoka xpanenus 3a 2003 -
2004

Heno Ne 774 «llltatHoe pacniucanue ynpasienus 3a 2004r» Beimano 23.04.2013 Oyxranrepy
B.B.MBaHueHKo.

Cnenuanuct apxua A.I1.IIpoxopos

KAPTA - 3AMECTUTEJIb JIEJIA
Hemo
(Ne 1 3aroj0BOK)

Onuck

(Ne 1 Ha3BaHUe)

Donpg

(Ne 1 Ha3BaHUe)

Brigano

(mata BbIIauM) (KOMY BBIJIaHO)

HaumeHnoBaHue TOKHOCTH

COTPYIHMKA, BBIIABILIETO

neno [onnmucs Pacmmdpoka noanucu

3.0¢opMUTB JTUCT UCTIONB30BAHUS JIeNa

®ona Ne 123, onucs 2, neno 345 «CrpoutenbetBo 00bekTa Ne 988»

Heno BegaBanock 23.08.2011, 10.07. 2012 HauyanbHUKY HOpPOEKTHO-CMETHOTO OT/AENa
B.I". ApxumnoBy IS KOIIUPOBAHUS
dopma J11cTa UCIOIb30BaHUA JIea

HaumenoBanue opranuzanuu

HazBaHue Be1oOMCTBEHHOTIO apXuBa



JINCT UCIIOJIb3OBAHU A IEJIA
@oHa Ne Ormuce Ne Heno Ne
3aroJIoBOK Jea

Kom Xapakrep
M ucnonb3oBanusa | Homepa Ilognuce  nuna,
Hara BBIJIAHO:
(KonMpoBaHUE, | UCHOJB30BAHHBIX | MCIIOJIb30BABIIETO
ucrionn3zoBanus | ©.1.0.,
BBIIIICKH, JIMCTOB I
OopraHu3anus
IPOCMOTP)

IMopsinok BbINOJTHEHHSI PadOThI:

1. ®opma npenocTaBICHUS pe3yIbTaTa;

2. lIpencraBnenue GopM HCIIOTH30BAHKS APXUBHBIX JOKYMEHTOB;
3. OdopMieHHBIE TOKYMEHTHI.

KoHTpoJbHBbIE BONIPOCHI:

1. Kakwe ToKyMEeHTHI TIO/IJIeKaT TOCYITapPCTBEHHOMY Y4eTy?
2. UYro o3HaYaeT MEeHTPATH30BaHHBIN rOCYIapCTBEHHBIN YIeT TOKyMEHTOB?
3. Urto moHMMAETCs MO YY4ETOM apXHBHBIX JOKYMEHTOB?

IIpakTuyeckasi pabora 4

TecT nJ1s1 MpoBeeHUs TeKYLEro KOHTPOJIsI
Tema: Opranu3anusi J0OKyMeHTOB U JeJ1 ApXuBHOro ¢onaa

['maBHas menp 3agaHUNl — MPOBEpPKa M 3aKpeIJieHWe 3HAHWW M YMEHWH, TMOJIyYEHHBIX Ha
Y4eOHBIX 3aHATHUSX, OOyYEeHHE CHUCTEMHOMY TOJAXOAY K aHalu3y pa3HOOOpa3HBIX IPOIIECCOB;
pa3BUTHE JIOTUYECKOTO  MBINUICHUS, AaHAJIMTUYECKOTO W  TO3HABaTEJIBHOTO  IMOTEHIIMAJa
00yJaroIMXcsi; pa3BUTHE y OOYYAOIIMXCSA yYMEHUE HMHTEPIPETHPOBATH IOJYyYEHHBIE 3HAHUS H
HCIIOJIb30BaTh UX B paboTe.

JlanHast cucTeMa KOHTPOJIS peau3yeTcs Mo CIEAYIOIIUM HapaBICHUSIM:

- pa3BUTHE HABBIKOB CAMOCTOSTEILHOM pabOTHI;

- popMUpOBaHUE U YCBOCHUE 3HAHUN U YMEHMUII;

- OpPHEHTAIMS Ha CTaHJAPT IO MpOorpamMMe MOJArOTOBKH CIEIUATUCTOB CPEIHErO 3BEHA IO
cnenuansHoctn40.02.031IpaBo u cynedHOe aIMUHUCTPUPOBAHNUE;

- MPUMEHEHHE MOJTYUYCHHBIX 3HAHUN Ha MPAKTUYECKUX 3aHATUAX U YIeOHOU MpaKTUKe.

Jlna ycrnemHoro BbIMoiHeHHUsT Tecta oOywaroriuecss o0s3aHbl 03HAKOMHUTHCS C MOPSAKOM
€ro MPOBEACHUS U U3YUYUTh COOTBETCTBYIOUIUI pa3esl TEOPETHUECKOro Kypca.

Kputepuu onenku
100%- 90% (0-2 ormOKH) MpaBHIBHBIX OTBETOB — 5 GalIOB.
89% - 70% (3-6 ommbOK) MpaBUIIBHBIX OTBETOB — 4 OaJia.
69% - 50% (7-10 omubOK) MpaBUIILHBIX OTBETOB — 3 Oasuia.

49% (11 n 6osee omMOOK) MPaBUIBHBIX OTBETOB— 2 Oaa.

1 B coctaB ApxuBHoro ¢ponga P® BxoaaT 10KyMeHTBI



A Haxopsuecs Ha Teppuropun PO apxuBHbIE JOKYMEHTBI HE3aBUCUMO OT UCTOYHHMKA MX
o0Opa3oBaHus, BUJa HOCUTEIS, MECTa XpaHEHHs U (POPMBI COOCTBEHHOCTH.

b rocynapcTBEHHBIX OPTaHOB BJIACTH.

B oGpasyromiuecs B A€ATEIBHOCTH BCEX OPraHU3aIMii, 3aperUCTPUPOBAHHBIX HA Tepputopun PO.

2 JIOKYMEHTBI BKJIIOYAIOT B COCTaB ApXUBHOI0 (ponga P® Ha ocHoBaHUM

A npukasa aqupekropa PenepanbHOro apXuBHOTO areHTCTBA.

b nepeunell 10KyMEHTOB, 00pa3yOLIUXCs B MPOLIECCE ACATEIbHOCTH FOCYAaPCTBEHHBIX OPIaHOB U
OpraHu3aluii, ¢ yKa3aHueM CPOKOB XpaHEHUSI.

B skcniepTU3bl IEHHOCTH TOKYMEHTOB.

3 CoBOKYNHOCTb APXHBHBIX IOKYMEHTOB, HCTOPUYECKH MJIU JIOTHYECKH CBA3AHHBIX MEKIY
co0oii — 310

A BEJIOMCTBEHHBIN apXUB.

b rocymapcTBeHHBIN apXuB.

B apxuBHblil (oH.

4 ApxuBHbI€E JOKYMEHTbI, HAXOASIIHECH B YACTHON MJIM MHOM HEroCy1apcTBeHHOM
cO0CTBEHHOCTH, HMeEIOLIMEe HCTOPUYECKOe, HAYYHOe, KYJIbTYPHOE 3HAYCHHE COCTABJIAIOT
A rocynapcTBeHHYIO 4acTh AD PO.

b verocynapctBeHHyto yacte AD PO.

B uacTHbIE KOJIIEKIIMU COOCTBEHHUKOB JOKYMEHTOB.

5 B rocygapcTBeHHY10 4acTb ApXuBHOT0 ponga PA® BxoasaT apxuBHbIe QOHIbI M APXUBHbIE
AOKYMEHTbI

A OTE€UYECTBEHHBIX YUPEKJICHUN U BOMHCKUX YacTel, HaXOAUBIIUXCS UM HAXOIAIINXCS 32
rpaHULICH.

b penuruo3nsix 00beIMHEHH U OpraHu3aIuii (ocae OTAeNIeHUs HEPKBU OT FOCyIapCTBa).

B o01ecTBeHHBIX 00bEIMHEHUI U OpraHu3alliii C MOMEHTA UX PErUCTPAllii B COOTBETCTBHHU C
3aKOHOAATEILCTBOM P®D 00 001mecTBEHHBIX 00BE IUHEHUSIX.

6 B HerocyaapcTBeHHYI0 YacTb ApXuBHOTro ponaa P® BxoasT apxuBHbIe (POHABI U APXMBHbIE
AOKYMEHTbI

A OTE€UYECTBEHHBIX YUPEKJICHUN U BOMHCKUX YacTel, HAXOAUBIIUXCS WM HaXOISAIINXCS 32
rpaHuLICH.

b penuruno3Heix 00beIMHEHHI U OpraHu3aIuil (Ioce OTAeIeHUs EPKBU OT TOCYIapCTBa).

B opranos, yupexxaenuii, opranuzauuit u npeanpusatuit 6sBirx KIICC u BJIKCM.

7 Opranu3anus 10KyMeHTOB H e AD P® ocymecTBJ/sieTcs M0 CJeAYIOIMM TPEM
NPHU3HAKAM:

A TIpUHAIEKHOCTh K HICTOPUYECKUM 3I10XaM, OTPACiIsiM JIeATeIbHOCTH U (hopMaM COOCTBEHHOCTH.
b o popmam cobcTBEHHOCTH, BUAAM HOCUTENEH, aIMUHUCTPATUBHO-TEPPUTOPHATIEHOMY
JIETIEHUIO.

B o popmam cobcTBEHHOCTH, BUZaM HOCUTENEH U CpOKaM XpaHEeHHUS.

8 OCHOBHBIM HOPMATHBHBIM JOKYMEHTOM, PErJIaMeHTHPYIOLIUM apXUBHOeE /1eJ10 B PD,
ABJIAETCHA

ATOCT P7.0.8 —2013 CUBU/. [lenonpon3BoACTBO U apXUBHOE A€I0. TEpMUHBI U OTIPEEIICHUS.
b Ilocranosnenue IIpaButensctBa PO «O denepanbHbIX rOCyJapCTBEHHBIX apXUBAX).

B ®enepanbublii 3akoH «O06 apxuBHOM Jene B Poccuiickoit @enepannny.



9 [lessTeJbHOCTD B c(hepe OpraHu3anuM XpaHEeHHs], KOMILIEKTOBAaHUS, y4eTa 1
HCIO0/1b30BAHNUA JOKYMEHTOB AD PD - 310

A apXUBHOE JI€J10.

b ynopspounBanue apxXuBHBIX JOKYMEHTOB.

B co3ganue cety rocyjapCTBEHHBIX U BEJIOMCTBEHHBIX APXUBOB.

10 BriGepuTe BepHOe yTBep:KIeHHE:

A 3aKOH IPEIOCTaBIISET IPABO IOPUANIECKAM U (PU3HUYECKUM JIUIAM CO3/1aBaTh APXUBBI B LEISAX
XpaHeHUs1 00pa30BaBIIMXCS B IPOLIECCE UX JIEATEIBHOCTU apXUBHBIX JIOKYMEHTOB.

b 3akoH 3anpemaeT pUANIECKUM U GU3UIECKUM JIMIAM CO3aBaTh APXUBHI B LIEJSIX XPaHCHHS
00pa30BaBIIMXCS B MPOIECCE UX JACATEIEHOCTH apXUBHBIX IOKYMEHTOB.

B 3akoH He paccMaTpUBaeT BOIIPOC O CO3JaHUM aPXUBOB IOPUANYECKUMU U (PU3NYECKUMHU JIUIIAMH.
11 Cpoxn BpeMeHHOr0 XpaHeHHs 3anuceil AKTOB IPakIaAHCKOr0 COCTOSIHMA 10 X Nepeaaqyu
HA MOCTOSTHHOE XPAHEHHE COCTABJISIOT

A 100 ner.

b 75 ner.

B 50 ner.

12 OrpanuyeHue HA JOCTYIl K APXUBHBIM JOKYMEHTAaM, CO/IePKAIIUM CBeleHUs O JIMYHOU 1
ceMeifHOM TailHe rPaKIaHMHA, YCTAHABJIUBAETCHA HA CPOK

A 75 net co IHS CO3/IaHMs YKa3aHHBIX IOKYMEHTOB.

B75 ner co qHA cMepTH rpa)kJaHuHA.

B 50 net co AHS co31aHus yKa3aHHBIX IOKYMEHTOB.

13®enepajbHBIM OPraHOM MCIOJHUTEIbHOH BJIACTH B cpepe apXUBHOIO aeJjia B PO
SIBJIsIeTCSA

A Bceepoccuiickuii Hay4HO-HCCIIEI0BATEILCKUI HHCTUTYT JOKYMEHTOBECHUS M apXUBHOTO JIeTa.
b ®enepanbHOE apXUBHOE ar€HTCTBO.

B MuHHUCTEpPCTBO KyIbTYpPbl U MACCOBBIX KOMMYHHKaLN PD.

14 Bbipa06oTKa HAYyYHBIX OCHOB OPTraHM3AIMU JOKYMEHTOB, YCTAHOBJIEHUE JIOTUYECKUX U
HCTOPHYECKHX CBsI3ell Mek1y HUMH Ha3bIBaeTcs

A opraHuzanuen 10KyMeHTOB.

b cucremaTtuzanuen TOKyMEHTOB.

B xnaccudukarueit JOKyMEHTOB.

15 ApxuBbl, XpaHse J0KYMeHTbl, OTPAHNYEHHbIE€ HCTOPHYECKUM TEePHOI0M, TEMATHKOM
CO/IeP KAHHUS HJIH CIIOCO0O0M H TeXHMKOM 3aKpenieHuss HHGoOpMauuu SIBJISIOTCS

A creruain3upoBaHHBIMU.

B KOMIUIEKTYIOIMMHCS.

B o0mumu.

160puanyeckoe nian pU3NIECKOE JHIO, B IeATETLHOCTH KOTOPOT0 OTJIO0KHJICH aPXHBHBIN
(¢ona HasbiBaercs

A poHo00pa3oBarenem.

B MCTOYHHKOM KOMILJIEKTOBaHUSI.

B noxymeHTanbHBIM (OHIOM.

17 Opranm3anusi JOKYMEHTOB B Npeaeax apxXuBHOro ¢oHaa Ha3bIBaeTcst
A dopmMHpOBaHUEM JIEI.

b ponnupoBaHreM JOKyMEHTOB.

B xomIIeKTOBaHHEM apXUBa.



18 XpoHoJiI0rH4ecKUMHU FPAHUIIAMH APXUBHOI0 GOHAA OPraHUu3alMu SBJSIIOTCS

A 1epuoj HaxOKJEHHs JOKyMEHTOB B apXMBE OpraHu3aluu (10 NepeJadyu B rocy1apCTBEHHbIN
apxuB).

Brepuon Haxo1eHUs1 JOKYMEHTOB B FOCY1lapCTBEHHOM apXUBE.

BodunmansHpie 1aThl 00pa30BaHMs U JIMKBUIAIINN OPTaHU3AIHH.

19 CoBOKYNHOCTb TOKYMEHTOB, 00Pa30BABIIMXCS B AeATEIbHOCTH Pa3INYHBIX
(¢ponnoodpasoBarelieii, 00beIMHEHHBIX N0 00IIIUM NMPU3ZHAKAM — 3TO

A 00beIMHCHHBIN apXUBHBIN (OH]I.

b apxuBHast KOJUIEKLIHS.

B apxuBHBII (OH]T TUYHOTO MPOUCXOKICHHUS.

20Pe3yIbTaTOM NPEABAPUTEIHLHOI0 ITana padoThl Mo (OHIMPOBAHNIO SBJISIETCS COCTABJIEHHE
A otueTa 0 mpojienaHHOM padoTe.

Baxra BBITIOJIHEHHBIX padoT.

B ucropuyeckoit cnpaske.

IIpakTuyeckas padora S
«®opmupoBanue U opopmiieHHE e B Cy/Ae»

Kpurtepun ouenku

OlleHKa «OmMJIuY4HO» BBLICTABIAETCS, €CIU 3aJaHUE BBIINOJHEHO B IIOJHOM OObEME U B
OTBEACHHOE ISl 3TOTO 3amaHus Bpemsa. dopma 3amojHeHa W 0(OPMIICHA COTJIACHO IIpaBUIIaM,
MPEABSBISIEMBIM K JaHHOMY BHIYy DPaOOT, 3a/laHW€ BBITIOJHEHO aKKypaTHO, B COOTBETCTBUHU C
TpeboBaHUsAMUA. COOTBETCTBYET ITAJIOHY.

OneHka «xopouio) BBICTABIACTCS, €CIM PACKPBITO OCHOBHOE COJICpKaHUE 3aJaHUs.
[IponemoHCcTpUpOBaHO yMeHHE paboTaTh C apXWBHBIMH (popMaMu JOKYMEHTOB. HMmMmeroTcs
HETOYHOCTH, HE HOCSIIME NPHHIMIHAIBHOTO Xxapakrtepa. I[Ipaktudeckas pabora odopmieHa
aKKypaTHO.

OreHKa «y0o061emeopumesibHo) BHICTABISETCS, €CIU MPAKTHYECKOE 3a/IaHUE BBITIOJTHCHBI
YaCTUYHO, JIOTYIIIEHBI HETOYHOCTH B 3aIIOJTHEHUHN OTIUCH JCJI, YTO 3aTPYAHSIET ONPEACIUTh YPOBCHB
OCBOEHHS yueOHOTO MaTepuaia. PaboTa BhImoIHEHA HEOPEKHO.

O1ieHKa «Hey0o6enemeopumeibHo» BBICTABIISCTCA, €CIM MPAKTHYECKas padoTa BBIMOJHEHA
¢ TpyObIMHU OIIKMOKaMu WK paboTa He BBITIOJHEHA BOOOIIE.

Hcnonb3ys mpeioxKeHHYI0 HOMEHKJIATYpy Jield, MPEeACTaBICHHbIE TOKYMEHTHI 3alOJHUTE
BHYTPEHHIOIO OINUCh U JHCT-3aBepuTenb fena. OQopMuTe TOKYMEHTBI C HCIOJIB30BAaHHEM
KOMITBIOTEPHBIX TEXHOJIOTUH B YCTAHOBJIICHHOM TMOPSIIKE 10 hopMe, IPEeTyCMOTPEHHOM OCHOBHBIMU
npaBujiaMu pabOThI APXUBOB OPraHU3AIIH.

B nene, xoropoe Bbl odopmiisere, mpommMTo U npoHyMepoBaHo 237 JTHCTOB, B TOM YHCIE
UMeIoTCs JUTepHble HOMepa: 35 a, 35 6, 96 a, 127 a, 127 6. B neno mommmro 10 mnucroB
BHYTpEHHEH omucH, Ha nuctax 22, 212 uMerTcs Gu3ndecKue MOBPEXKIACHUS: Pa3pbIB U CKIEHKA.
3anoJIHATE JTUCT-3aBEPUTEND AeTa.

JIMCT-3ABEPUTEJIb AEJIA N

B nene noammro u npoHyMepoBaHO JHCTOB,
(unpamMu ¥ IPOMTUCHIO)

B TOM YHCIJIC:
JIMTCPHBIC HOMEpA JINCTOB 5




IIPOIIYIIICHHBIE HOMEPA JIUCTOB
+ JIMCTOB BHYTPEHHEN ONUCH

OcobenHocTH (HPU3UUECKOTO COCTOSIHUS U (POPMUPOBAHUS JIENIa Howmepa
JIUCTOB
1 2

HanmenoBanue nomkHOCTH
paboTHHKa Mommues  Pacumdposka moanucu

[Hara
Puc. 3 ®opma nucra-3aBepuresif aeia

BHYTPEHHAA OITUCH
JIOKYMEHTOB €11. Xp. N
N | HWngekc ara 3aroJIoBOK JOKyMEHTa Howmepa [Tpu-
/T | TIOKYMEHTa | IOKYMEHTa JIUCTOB €]1. XP. Meyva-
HUC
1 2 3 4 5 6
Htoro JIOKYMEHTOB.

(TudpamMu 1 IPOTTHUCHIO)
KoyimdecTBo IMCTOB BHYTPEHHEH ONUCH
(mdpamMu ¥ IPOITUCHIO)

HaumenoBanue JOJDKHOCTH JINILIA,
COCTaBHUBILIETO BHYTPEHHIOIO OIHCh
JIOKYMEHTOB JieJia Toonucwe

IIpakTnyeckas padora 6
«CocTaBjieHHe AKTOB 0 BbIJIEJIECHUN K YHHYTOKEHHUIO IOKYMEHTOB, COCTABJIEHHE AKTOB 0 He
00Hapy:KeHHUM J/ieJ1, COCTABJICHHE AKTOB 0 HEMCIIPABMMBIX NOBPEKICHUSX
JOKYMEHTOB)
Ieanb 3ansaTHA:
1. 3yuenue ocoOEHHOCTEN B COCTaBICHUU aKTOB.
2. BripaboTKa yMEHUSI COCTABIIATH AKTHI.
3. Wsydenue crneuuuku apxXWBHBIX JOKYMEHTOB TIpU OCYIIECTBIECHUU MPOIEAYPHI

MIPOBEPKU HAJTUYMS U COCTOSTHUSL apXUBHBIX TOKYMEHTOB.

OcHamenmne:
3aganue:

1. CocTaBuUTh akT O BBIACICHHM K YHUYTOXKEHHMIO JIOKYMEHTOB BMECTE C IpemnojaBareineM. Ha
BBITIONIHEHUE 3amaHust oTBoauTcs 15-20 wmunH. IlpemogaBatens OOBSCHSIET OCHOBHBIC
0COOEHHOCTH B COCTABJICHHMHM aKTOB, B YaCTHOCTH OCOOEHHOCTH B COCTABJICHHMHM aKTOB 00
YHUUYTOKEHUU apXHWBHBIX JOKYMEHTOB MEpE]l Nepeayell Ha XpaHeHHE B TOCYJapCTBEHHbBIN
apXuB:



YHUYTOKCHHE JOKYMEHTOB — BXHEWINIUH 3JeMeHT paboTel apxwBa. Bmecre ¢ Tem
OCYIIECTBIISITh YHUUYTOKCHHUE TIOKYMEHTAIIUM HEBO3MOXKHO 0€3 MPOBEACHUS SKCIEPTU3bI IEHHOCTH
nokyMmeHToB. [Ipu 3TOM mpaBumamMu pabOTHl apPXHBOB PEKOMEH]IYETCS HE MPOBOIWTH AKCIEPTU3Y
[IEHHOCTA JIOKyMEHTOB OJHUM pa0OTHUKOM EAMHOIMYHO JaK€ B MAaJICHBKUX OpPTraHH3aIHsIX,
MMOCKOJIbKY 3TO MOJKET IPUBECTH K HETaTUBHBIM TOCIEJACTBUAM: MOTYT OBITb YHUYTO>KEHBI
JIOKYMEHTBI paHbllle UCTEUEHUS TI0JIOKEHHOTO I HUX Cpoka xpaHeHus. [losTomy aiisa npoBeneHus
AKCHEPTU3BI JOJDKHA OBITh CO37aHa SKCIIEPTHAsE KOMUCCHSL.

Jis  Toro 49ToOBI TMPOBECTH TMOJHOLEHHYIO OICHKY JOKYMEHTOB, BBIICISIEMBIX K
YHUUTO>KEHHIO, B COCTAB 3KCIIEPTHOM KOMHUCCHUH JKEIATEIbHO BKIIOYATh CIEIYIOIIUX COTPYAHUKOB:
- IPEACTAaBUTENS PYKOBOJICTBA OpraHU3alllY;

- AQPXUBHUCTA;

- IJIaBHOTO OyXrajrepa opraHu3aluy;

- IPEACTaBUTENS CIIY>KOBI ITEpCOHAa OpraHu3aluy;

- IPeACTAaBUTENS IOPUINYECKON CITy>KObl OpraHU3alUu;

- COTpY/AHHUKA CITYKOBbI JOKYMEHTAI[MOHHOTO 00ECIIeUeHUs WM CEKPEeTapsl OpraHu3aIiu.

CocraB 3KCMEPTHOM KOMUCCHUM YTBEPXKIACTCS MPUKA30M PYKOBOAUTENS Mpeanpustus. B
OpraHM3aly MOXeT ObITh CO3/jaHa TOCTOSIHHO JEHCTBYIOLIAs SKCIEPTHAsT KOMHUCCHS, HO OHa
MOXKET CO37aBaThCsl M KaKIbli roJl. JkcnepTHas komuccus (OK) ycranaBiauBaeT ¢akT UCTeUeHUs
CpOKa XpaHEHHUsI JOKYMEHTOB, COCTaBJIIET aKT O BBIJCIICHHH K YHHYTOXKCHUIO JOKYMEHTOB U B
COOTBETCTBUU C HUM (aKTOM) TOTOBHUT JIOKYMEHTHI HA YHUUTOXKCHHE.

OO6pa3err akTa JyIsi COBMECTHOTO 3aMOTHEHHS (CM. IPUIIOKEeHHE 3.)

2. CocTaBUTh aKT O HEOOHAPYKEHHUH JIEJI, OTUPAsICh HA AaHAJIOTUYHOE 33/1aHNE.
3. CocTaBUTh aKT O HEUCIPABUMBIX TMOBPEKICHUSX TOKYMEHTOB, OMHUPAsICh HAa aHAJOTUYHOE
3a/laHHe.

Iopsinok BbINOJIHEHHS PAdOTHI:

1. 3ydyeHue TeopeTHIeCcKOro MaTepraa 1o yueoOHuKy, yaeOHO-MeTOAMIECKON JInTepaType,
KOHCIIEKTUPOBAHHUE;

2. AHaM3 peIoCTaBIEHHBIX 00Pa3IOB TIOKYMEHTOB;

3. CocraBienue u 0QpOpMIIEHHE aKTOB O BBIJICTICHUN K YHUUYTOKEHHUIO TOKYMEHTOB,
COCTaBJIEHUE aKTOB O HEOOHAPYKEHUU JIeJI, COCTaBJICHHUE aKTOB O HEMCIIPABUMBIX IMOBPEKICHHIX
JOKYMEHTOB.

KoHTpoJibHBIE BOIPOCHI:

1. ITopsimok co3ianust SKCHEPTHON KOMHUCCHHU.

2. OYHKUMH IKCIIEPTHON KOMUCCHHU.

3. [lopsitox yHUYTOXKEHUSI JOKYMEHTOB C MCTEKIIUM CPOKOM XpaHeHus. OxapakTepusyiiTe
naHHbll npouecc. ComocTaBbTe €ro ¢ mnepenadyeil JOKYMEHTOB Ha IIOCTOSHHOE XPAaHEHHUE B
roCyJAapCTBEHHBIN apXUB.

IIpakTnyeckas padora 7
[IpenocraBienue 1aHHBIX COTPYAHUKAM CyZa
Henb: Opranusanusi yuera 10KyMeHTOB ApXuBHOro ¢ponga PO
3agaun:
1. IIpoBepka 3HaHMI O MPEAOCTABICHUN JAHHBIX COTPYJHUKAM CyJa
1. Ilpoananu3zupyiite npouecc NperoCTaBICHUs JaHHBIX COTPYAHUKAM CyAa.

Oo6opynoBanne: OenepanbHblil 3aK0H 0T 22 okTsA0ps 2004 1. N 125-D3 "O6 apxuBHOM Jenie B
Poccuiickoit ®eneparun’.

Bpems BbInoiHeHusi: 2 yaca



TexcT 3apanud:

Hcxonst uz JIoJHKHOCTHOTO perjiaMeHTa aJMUHICTpaTopa cyna, cocraBbTe cxemy «lIpenocraBnenue
AaHHBIX COTPYAHHUKAM Cyaa»

IIpakTnuyeckas padora 8
«O01me BONpPOCHl MOATOTOBKH /1e]1 K Nepeadye B apXUB»

I'maBHasg nenp 3a7aHuil — OPOBEpPKAa U 3aKpEIJICHUE 3HAHUM W YMEHUMH, MOJIYYEHHBIX Ha
Y4eOHBIX 3aHATHAX, OOy4eHHE CHUCTEMHOMY IOAXOJy K aHAJIM3y PasHOOOpa3HBIX IPOIECCOB;
pa3BUTHE JIOTUYECKOTO  MBIIUICHUS, AHAIUTUYECKOTO U  TO3HABaTEIbHOTO  MOTEHLHaNa
oOyuarouuxcs; pa3BUTHE Yy OOydYalolIMXCS YMEHHE HMHTEPHpPETUPOBATH IMOJIyYEHHbIE 3HAHUS U
WCIIOJIb30BaTh UX B paboTe.

JlanHast cucTeMa KOHTPOJIS PeaTu3yeTcs Mo CIEAYIOIMM HalpaBIeHUSM:

- pa3BUTHE HABBIKOB CAMOCTOSITEILHOM paboThI;

- popMUpOBaHUE U YCBOCHHUE 3HAHUN U YMEHUII;

- OpHUEHTAaIlMs Ha CTaHJAapT MO MPOrpaMMe MOJArOTOBKH CHEIHAIMCTOB CPETHEro 3BeHa IO
cnernuanbHocTH40.02.031IpaBo u cynedHOE aIMUHUCTPUPOBAHNUE;

- IPUMEHEHHE MOJyYE€HHBIX 3HaHUN Ha MPAKTUYECKUX 3aHIATHUIX U y4eOHOU MpaKTHKe.

g ycnemHoro BbinoiHeHHUsT Tecta oOywaromiuecss o0s3aHbl 03HAKOMHUTBCS C MOPSAKOM
€ro IPOBEJCHHS U U3YUYUTh COOTBETCTBYIOIIUMN pa3/iel TEOPETUUECKOTo Kypca.

Kpurepuu oneHku:

100%- 90% (0-2 omnOKH) MpaBUIBHBIX OTBETOB — 5 OaJlIOB.
89% - 70% (3-6 ommbOK) MpaBUIBHBIX OTBETOB — 4 Oasa.
69% - 50% (7-10 omuOOK) MpaBUILHBIX OTBETOB — 3 Oasuia.
49% (11 u 6onee omIMOOK) MPaBUIIbHBIX OTBETOB— 2 Oasuia.

1 ®opmupoBaHue aeJia - 3TO

A - TIOITOTOBKA JIeJIa K XPaHEHHUIO B COOTBETCTBHHU C YCTAHOBJICHHBIMH MTPABUJIAMH.

b - rpynnmupoBaHue UCTIOJIHEHHBIX IOKYMEHTOB B JICJI0 B COOTBETCTBUU C HOMEHKJIATYpPO# A€l 1
CUCTeMAaTH3allMsl IOKyMEHTOB BHYTPH JIeJa.

B - kpaTkoe 0603HaUEHNE CBEIEHUI O COCTABE U COJIEPKaHUU JOKYMEHTOB B JIEIIE.

2 BHyTpeHHsIsl OIUCH /IeJIa OMeNIaeTCsl:

A - B KOHIIE JieTa.

b - B Hayaine nena.

B - Ha uIeBO# CTOpOHE 00IOXKKH JIea.

I'" - B camocTOSTEIIbHOE JIENO.

3 JIOKyMeHTBI NepeIalTCcsi B TOCYIAPCTBEHHbIN APXMB HA MOCTOSTHHOE XPAaHEHHUe

A — 110 onucsM, yreepxkaeHHbIM OIIK.

b — o HOMeHKIaType ne.

B — 110 pemeHno pyKoBOAUTEINS apXUBa OpraHu3alyiu.

4 Undopmanus cOraIbHO-NIPABOBOI0 XapaKTepa 10 3a1pocaM IrpakIaH U OpraHu3anui

Bbl1aeTcs B popme

A — APXHUBHOT'O IOKYMCHTA.
b - APXHUBHOT'O U3BJICUCHUA.



B — apxuBHOI CIpaBKHU.
S HyMepauus JHCTOB J1eJ1a BBIIOJIHAETCSH NPOCTHIM KapaHAalioM

A - B cepe/IMHE JIUCTa CBEPXY.

b - B 1paBOM HMKHEM YTy JIUCTA.

B - B npaBoM BEpxXHEM YTy JIUCTA.

6 Hymepauus umeromuxcs B coctase Jejia pororpauii U yeprexeil NpoU3BOIUTCS

A - Ha TUIIEBOM CTOPOHE C yKa3aHueM MHU(p B IPaBOM BEPXHEM YIITy.
B - Ha 000pOTHO# cTOpOHE ¢ yKazaHueM IUGpP B JICBOM BEPXHEM YTITY.
B - BoOOI1IC HE HYMEPYIOTCSI.

I' - Ha 0060pOTHOM CTOpPOHE C yKa3aHUEM ITU(p B MPABOM HUKHEM YIITy.
7 Kakoe u3 yrBep kiaeHuii siBJIseTCSA BEPHbIM?

A - HyMepalus JINCTOB B COCTaBe JIEJI BBHITIOIHAETCS B 00paTHOM (YOBIBAIOIIEM ) XPOHOJIOTUYECKOM
MOPSIIIKE.

b - nymepanus pororpaduii u yeprexeil B 1ese He MPOU3BOAUTCS.

B - He HyMepyIOTCs JIMCT-3aBEpUTEINb U BHYTPEHHSIS OIKCH JeTa.

8 lokyMeHT, 10CJI0BHO BOCIIPOM3BOASAIIUM YaCTh TEKCTA APXMBHOI'0 JOKYMEHTA,

OTHOCAIIYIOCH K ONIPEACJICHHOMY BOIIPOCY, HA3BIBACTCH

A — apXUBHOU KOIIHEH.

b — apXuBHOI BBIUCKOM.

I' — apXuBHBIM TOKYMEHTOM.

9 O0pauieHus rpakaaH, B KOTOPBIX OTCYTCTBYIOT (paMuUJINU, ajpeca v MOANMUCH

oOpamawmmxcs

A — paccMaTpuBaOTCs Ha OOIIMX OCHOBaHUSX.

b — x paccMOTpeHHI0 HE TPUHUMAIOTCSL.

B — paccmaTpuBaroTCs ¢ yueToM BaKHOCTH 3aTPOHYTOTO B 0OpallieHHH BOIIpoca.

10 TunoBo# CPOK MCMOJTHEHHUS 3aNIPOCOB COUMATIBLHO-NIPABOBOr0 XapaKkTepa rpaskaaH u

OpraHu3anuii Mo MaTepuajgaM apxXuBa He J0JI’KeH MPeBbIATH

A — 10 guen.
B - 30 guen.
B — 50 mgueii.

11 B TekcT apXuMBHOM ClIpaBKH

A - BKJIIOYAIOTCS TOJIBKO CBEJICHHS, YIIOMUHAEMbIE B TOKYMEHTAaX.

b - BHOCSTCSI KOMMEHTapUH, COOCTBEHHBIE BBIBOJIBI UCIIOJIHUTEIS IO COACPKAHUIO
HCIO0JIb30BAHHBIX JOKYMEHTOB.

12 IokyMeHTBI 10 OCHOBHOIi 1eSITeIbHOCTH M JOKYMEHTbI JINYHOT0 cocTaBa GopMHUPYIOTCS B

OJIHO J1eJ10
A — na.
b —uer.

B — B 3aBUCHMOCTH OT 00CTOSTEIILCTB.

13 YacTnuHoMy apxXxuBHOMY 0(OpPMJICHHIO MOJIEKAT JeJ1a

A - BpemeHnHoro (a0 10 net) cpoka XxpaHeHus.
b - nocTostHHOTO XpaHeHusl.
B - imuHOrO cocrasa.



I' - BpemenHoro (cBbiiie 10 j1eT) cpoka XxpaHeHusl.
14 Kakoii 13 nepe4ncaIeHHbIX PEKBU3UTOB He BLIHOCUTCH HA 00JI0KKY Jeia?

A - HaUMEHOBaHUE OPraHU3aLlH.

b - 3aronoBok nena.

B — ucnosHUTENH JOKYMEHTA.

I' - nara nena.

15 BoiOepuTe npaBu/ibHbI BapuaHT: «B Je1a moMenmanTcst J0KYyMeHThI 0THOTO

KaJICcHAApHOIO0 roaa, 3a HCKJIKNYCHUEM IIEPEXOAAIIUX T€/D>

A — na.

b - Her.

B — Ha ycMOTpeHne pyKOBOJIUTENS apXUBA OPraHU3aLUH.

16 lokymeHT, coaep:Kammii apXuBHYI0 MH(OPMAIHIO O NIPeAMeTe 3anpoca, ¢ yKazaHueMm
MOMCKOBBIX JAHHBIX IOKYMEHTOB Ha3bIBAETCS

A — apXUBHOU KOIIHEH.

b apxuBHO BBIKMCKO.

B-— apxuBHOU CipaBKOM.

17 OcHoBHOl 3a1a4el apXUBHOW 3BPUCTHKH SIBJISIETCS
A — TIOWCK JJOKyMEHTHOU MH(POPMAIIUH.

b — coxpanenue 10KyMEHTHON HHpOpMAIIH.

B — skcnioHMpoBaHKne TOKYMEHTHOW MH(pOpMaIUu.

18 Ilox o0bexkTaMu MH(POPMATH3AUN APXUBHOIO /eI IOHMMAIKTCS
A — apXvBHbIE JOKYMEHTBI.

b — dyakumm u HanpaBieHust pabOTHI apXUBa.

B — 31anus 1 oMenieHus apxuBa.

19 ApxvB NPOBOJAUT MPOBEPKY COCTOSTHUS XPAHEHUS JOKYMEHTOB M UX OPraHU3allu B
JAeJI0NPOU3BOACTBE CTPYKTYPHBIX NOAPa3/ie/ieHHil He peke

A - 0JTHOTO pa3a B roj.

b — pa3 B Tpu roaa.

B — xaxple nATh JeT.

20 ITo uToram NpoBepKH COCTOSTHUS XPAHEHUS JOKYMEHTOB B [1eJIONPOU3BOICTBE
CTPYKTYPHBIX OApPa3/ieJIeHNii HA MMA PYKOBOJIUTEJISI COCTABJISACTCSH

A - cripaBKa WJIM JAOKJIA/IHAsA 3aIIUCKA.

b — akT npoBepkH.

B - 3asBieHue.

21 Ilpu npuemMe-nepenaye e NpH CMeHe PYKOBOAHMTEJISI APXHMBA HE00X0AMMO NIPOBEPUTH
A - HaIM4ME U COCTOSIHUE TIOKYMEHTOB apXHBa.

B — peMOHT B 371aHNN ¥ IOMELICHUN apXUBa.

B — HaylMuMe TEXHUUYECKUX CPEACTB I10 MPOIINBKE TOKYMEHTOB.

22 IToucK IOKYMEHTOB B IOCyJapCTBEHHOM apXuBe OCYLIECTBJIACTCH B CIeAYIOIIeM NopsiaKe:
A - yCTaHOBHTH B KakuX (oHJaX CPOPMHUPOBAIUCH JOKYMEHTBI, BEISICHUTh HOMEpa U Ha3BaHUS
(OHI0B, XpaHAIIUe JOKYMEHTHI, BEISICHUTH HOMEP €TMHHIIBI XPaHEHHs], U3YYUTh BCIIOMOTaTeIbHbIe
CIPaBOYHHMKHU-YKa3aTeIu.



B - BBISICHUTH HOMEp €MHUIIBI XPAaHEHUS!, YCTAHOBHUTD B KakuxX (hoHAaX chOPMUPOBAINCH
JTOKYMEHTBI, BBISICHUTh HOMEpa M Ha3BaHUS (POHIOB, XpaHSIINE JOKyMEHTHI, H3yYUTh
BCIIOMOTaTENIbHBIC CIIPABOYHUKU-YKA3aTEIIN.

B - m3yunTh BcioMoraTenbHbIe CIIPaBOYHUKH-YKa3aTel, BEISICHUTH HOMEpPa M Ha3BaHUs (JOHJIOB,
XpaHsIUe TOKyMEHTHI, YCTAaHOBHUTD B KakuX (hOHIaX CHOPMHUPOBATUCH TOKYMEHTHI, BEISICHUTh
HOMEp €IMHMIIBI XPAHCHHUSL.

23 CymecTByeT npaBuii0: GOpMHPOBATH B [1€J10 JOKYMEHTBI 0JHOI'0 KAJI€HIAPHOI0 ro/ia.
Kakue 10KyMeHTBI, U3 NlepeYHCIeHHBIX, COCTABJISIOT HCKIOYeHne?

A - JOKYMEHTBI T€aTpOB;

b - nmpukasel pyKOBOAUTEIIS 110 OCHOBHOMU J€ATEIBbHOCTH;

B - MpOTOKOJIBI KOJIJIErHAJIBHBIX OPTaHOB.

24 Kak nocTtynamT ¢ NpHJIoKeHUsIMU K JOKyMeHTaM, 00beM KOTOpPbIX npeBbimaet 250
JINCTOB?

A - BOOOI1Ie HE MOAIINBAIOT B JI€JI0;

b - cocTaBnsOT U3 HUX OTAEIBHBINA TOM;

B - nonmmBaroT BMeECTe ¢ JOKYMEHTaMH U pa30MBalOT Ha HECKOJIBKO JIE.

25 Kak nocTtynalwT ¢ HeBOCTPeOOBAHHBIM JIHYHBIM JOKYMEHTOM (TPY10Basi KHUKKA,
BOCHHBII OWJieT 1 Ap.) npu ogopmiieHnu aena?

A — OTHPABIAIOT JOKYMEHT 110 TOYTE BJIAJIEIIbILY.

b - pa3bickuBaroT Biajenbla, ¥ JOKyMEHT ePeJatoT eMYy.

B - 1oxyMeHT BKJIa[bIBAIOT B KOHBEPT U MOALIMBAIOT B JIEIO.

26 B kakoii moc/1e10BaTeJIbHOCTH HYMEPYHOTCSI KOHBEPTHI € BJIOKEHUSIMU B J1eje?
A - BHauase KOHBEpT, 3aTeM OUEPEIAHBIM MOPSAKOBBIM HOMEPOM BIIO’KEHHE.
b - BHayasne BiOXKeHHE, 3aTEM OYEPETHBIM MOPSIKOBEIM HOMEPOM KOHBEPT.

27 YUTo He0OX0AUMO ¢/1eJIaTh B CJIydae 00HapyKeHUs1 00JIbIIOr0 YMCJIa OUO0K B HyMepamuun
JHUCTOB nesaa?

A - ctapble HOMepa CTUPAIOTCS U MPOCTABIISAIOTCSA HOBBIE.

b - ocraBnsitoT cTapbie HOMepa, a B JINCTE-3aBEPUTEIE JIETal0T COOTBETCTBYIOUIYIO 3aIHCh;

B - cTapbie HOMepa 3a4epKUBAIOT, a PSAIOM CTaBSIT HOBbIE HOMEDA.

MJK 02.02 Opranu3anusi padoTbl apxuBa B cy/ie

IIpakTnyeckas padora 1

«Opranu3zanus padoThl apXHBa B MEPOBOM CY/IE»
Heas: [IpoBepka 3HaHMI O JEATETLHOCTH PaOOTHI apXHBa B MUPOBOM CY/Ie
3agaun:

1. M3yuuth opranusanuio paboTel apXuBa B MUPOBOM CY/I€.

2. Pacmmputb 3HaHUS 00 apXHBE B MUPOBOM CYIIE.
O0opynoBanme: VHCTpYKIUS MO OPraHU3aIMK pabOThl apXHBa B MUPOBOM CYJIe
Teker 3apanus:

1. Odopmitenue cyneOHBIX €T U JOKYMEHTOB OOLIETO JEIOMPOU3BOACTBA K MOCIEAYIOMEMY
XPaHCHUIO B apXHBE B MUPOBOM CY/IC



. DKCIIepTU3a LIEHHOCTH JOKYMEHTOB B apXMBE B MUPOBOM CYJI€
. DKCIepTHAsE KOMUCCHSI MUPOBOTO Cy/a

. Kak npuHumaercs penienne sKkCepTHON KOMUCCUH MUPOBOTO cyza?

. Kak mpoucxoauT nopsijiok onpeaesieHusi CpOKOB XpaHEeHHs 1eT (HapsiZIoB) B MUPOBOM CY/I€.

2

3

4

5. Kak npoucxoaut nopsaok HyMepauu JUCTOB?

6

7. Kakue TpeOGoBaHUs IPEIBABIISIOTCS K COCTABIICHHUIO OMHACH?
8

. [lepenaua nen (Haps10B) U JPYTrUX JOKYMEHTOB B apXUB MUPOBOT'O CYAbH, MOPSI0K UX
XPaHEHHUsI ¥ UCIIOJIb30BaHUS

IIpakTnueckas padora 2
«DKcrepTHasi KOMUCCHUS B CyZax oOLIel FOpUCIUKIINN
Tekcr 3apanus:
1.Ha ocHOBaHMHU KaKoro akTa paboTaeT SKCIepTHas KOMUCCHS?
. HazoBuTe dyHKIIMN SKCIIEPTHON KOMHUCCHH.
. JaiiTe xapakTepHCTUKY OCHOBHBIM (YHKLHSAM SKCIIEPTHOU KOMUCCHH
. Korma npoBondarcs 3acegaHus 3KCEPTHON KOMUCCUU?

. Kakum noxymeHTOM O0POpMIISIOTCS 3aceqaHus SKCIEPTHON KOMUCCHU?

. Ha xoro BozmaraeTrcs OTBETCTBEHHOCTh 3a BEJICHUE ACTIOITPOU3BOACTBOM BKCHepTHOfI KOMHCCHUHN?

2
3
4
5
6. Kak mpoucxoIuT npoueaypa NpUHATHS PEIICHUS SKCIIEPTHON KOMHUCCUU?
7
8. Jl1is 9ero co3nmaeTcst SKCIepTHasi KOMHCCHS U KaKOB €€ cocTaB?

9

. Kak odopmisiercs 3aceqanue 3KCIEPTHOM KOMUCCHH?

10. Kem YTBEPKAAKOTCA aKThl CyI0B O CAa4H A€ Ha ITIOCTOSAHHOC XpaHeHI/Ie?

IIpakTnyeckas padora 3
«OcBoeHUe NPUEMOB 110 COCTABJICHUI0 HOMEHKJIATYPbI JAeJ»

Heab padorbi: [IpnoOpecTy HABBIKK COCTaBJICHHS HOMEHKIIATYPHI JIe.

OcHameHnue: JEKIMOHHBINA MaTepHall, KApTOUKaA-3a/IaHHUE.

Homenknarypa nen — cucteMaTH3MPOBaHHBIN MepeueHb HAMMEHOBAHUH eI, 3aBOJIUMBIX B
OpraHu3aliy, ¢ yKa3aHHEeM HX CPOKOB XpaHEeHHUsI, 0()OpMIICHHBIN B YCTAHOBJICHHOM MOPSIIKE.

Homenknarypa 1en — JOKYMEHT MHOTOLIENIEBOIO Ha3HAUEHUS, TO €CTh OHA BBIIIOJHSAET Pl
GbyHKIHIA:

- cucTeMaru3alus  JOKyMeHTOB. HoMeHkmaTypa CIOyXUT IUIAaHOM  paclpeiesieHus
JOKYMEHTOB IIOCJIE€ WX HCIOJHEHUS B J€ja: ONpENesieT CHUCTEMY XpaHEHMsI JIOKYMEHTOB B
OpraHu3aluy, NpaBuiIbHOE (GOpMUPOBAHHE JIeN B IEIONPOU3BO/ICTBE;

- YCTAaHOBJIEHUE CPOKOB XpaHEHMsI JOKyMEHTOB. C IIOMOILIBIO HOMEHKJIATYphl €N
MIPOBOJMTCS. TEPBBIM 3Talm  ASKCIEPTU3bl LEHHOCTH JOKYMEHTOB, TaK Kak KaXJIoe JeJo,
BKJIFOUEHHOE B HOMEHKJIATYpy, UMEET yKa3aHUE CPOKA XpPaHEHUs JOKYMEHTOB;

- 3aKpeIUIeHne HWHAeKcaluu aAen. MHaekc paena MO HOMEHKIAType 4YacTO  BXOJUT
COCTAaBHOM YacCThIO B PETUCTPALMOHHBIN HOMEP TOKYMEHTA;



- Kiaccu(UKaIMOHHAs CXeMa HOMEHKJIATyphl MOXKET OBITh HCIOJBb30BaHA KaK CXema
IIOCTPOEHHUSI CIIPAaBOYHOM KapTOTEKH Ha UCIOJHEHHBIE JOKYMEHTHI;

- HOMEHKJIaTypa JeJl HCIOJb3yeTCs KakK YYETHbIM JOKYMEHT IIpU CJade B apXuB
OpraHM3al|y /1]l BpeMEHHOTro XpaHeHus (10 10 1eT BKIYUTEIBHO);

- HOMEHKJIaTypa JeJl CIY)KUT OCHOBOW NP COCTABJIEHHWU OIIMCEM Ha Jejla MOCTOSIHHOTO
XpaHEHUs U CO CPOKaMHU XpaHeHus cBbie 10 ser;

- HOMEHKJIaTypa JIeJl UMEEeT CIPaBOYHOE 3HAUEHUE IIPU U3YUEHUU CTPYKTYpPbl OpraHu3alyu.

Homenknatypbl nen  ObIBalOT TpeX BHJAOB: THUIIOBBIE, IPUMEPHbIE U KOHKPETHBIE
(MHIMBUTyaIbHbIE)

TurnoBast HOMEHKJIATypa Je:

- SIBJIICTCSI HOPMATHBHBIM JOKYMEHTOM;

- COAEPKUT YHU(DULMPOBAHHBIE 3arOJIOBKH JEJ, 00pa3yroIIMXCsl B Ipolecce padoThl Thl
OJIHOPOJHBIX IO XapaKTepy AESTENIbHOCTH U CTPYKTYpE OpraHHu3aluii;

- YCTaHABIIMBAET TUIIOBOW COCTaB JEJI C €AUHON CUCTEMOW MHJIEKCALIMU B OTPACIU

- mpuMeHsieTcs: 0e3 BHECEHHMs] M3MEHEHM B 3arojIoBKU JeJl, KOHKPETU3UPYS TOJBKO
HAaMMEHOBAHMS OpPraHu3alui U OTAEIOB.

[IpuMepHas HOMEHKIIaTypa Je:

- YCTaHaBJIMBAET MPUMEPHBII COCTaB JeJl ISl OJTHOPOIHBIX MO XapaKTepy AesTeIbHOCTH, HO
Pa3IMYHBIX MO0 CTPYKTYpE OpraHu3aluii;

- HOCUT peKOMEHaTeIbHBIA XapaKTep;

- IOMYCKaeTCsl MCKIIIOUYEHHUE Jied, KOTOopble He 00pa3yroTcsl B JESTENIbHOCTH KOHKPETHOM
OpraHu3aliy, u 00aBIeHNEe HOBBIX C YKa3aHUEM UX UHJEKCA.

TunoBble W  mOpuMepHbIE  HOMEHKJIATyphl  Jesl  pa3pabarbiBaloTcs  ciyk0amu
JOKYMEHTAI[MOHHOTO 00eCrieueH!s] MUHUCTEPCTB U BEJOMCTB, YTBEPAKJAIOTCS UX PYKOBOAUTEIAMU
U CIIyXaT MOCOOUSMU /ISl COCTABICHUS KOHKPETHBIX HOMEHKJIIATYp JAe.

TunoBas m mpuMepHas HOMEHKJIATYphl J€N SBJSIOTCA METOAWYECKMMH IOCOOMSAM IpH
COCTaBJIEHUM MHIMBHYaJIbHBIX (KOHKPETHBIX) HOMEHKJIATYp JeJ A OpraHu3aluid , BXOJALIUX B
TAHHYIO €JJUHYIO CETh.

Kaxxnas opranuzanus, yupexaeHue, NpenpusTue 10JKHb UMETh MHIUBUYaIbHYIO (KOHK
PETHYI0) HOMEHKJIATYpY JIell.

WupuBuayanbHas (KOHKpPETHas) HOMEHKIAaTypa Jel — 3TO CHCTEeMaTU3MPOBAHHBIN
IepeYeHb KOHKPETHBIX 3arojIOBKOB JIeJ, MPEINojaraéMbIX K 3aBEJCHUI0 B JEJIONPOU3BOJICTBE
opraHuzauuu (Wi ee CTPYKTYpHOTO MOJpa3eleHHs) B OIpPENCIEHHOM KaJleHIApHOM TOAdy C
yKa3aHHEM CPOKOB XpaHEHUs, 0POPMIICHHBII B yCTAHOBICHHOM IOPSIKE.

Pa3zpaOoTka KOHKpETHBIX HOMEHKJIATyp A€l HayMHAET MPOBOJAUTHCA B OpraHU3aluu B
4EeTBEPTOM KBapTajle, 3aBeplIaeTcs B JieKabpe U ¢ THBaps CIEIYIOIIEro rojia BBOAUTCSA B JieiicTBHE.

Ecnin Her TunoBo WIM IpPUMEPHOM HOMEHKIATYphl Jiel, TO COCTABJICHHIO
KOHKPETHOM HOMEHKJATyphl Jel JIOJDKEH MpeJIIecTBOBaTh IPOLECC M3Y4YEHUs COCTaBa,
COJIepKAaHUS U KOJIMYECTBA IOKYMEHTOB OPraHM3aluu B COOTBETCTBUHU C IIPABUIIAMHU COCTaB JIMHUS
1 o(hopMIIeHNSI HOMEHKIIATYPBhI JIeI.

TpeboBanus K cOCTaBICHUIO U O(POPMIICHUIO HOMEHKJIATYPBI JIe]1 U3JI0KEHbI B HOPMAaTHBHO-
METOUYECKUX JOKYMEHTAaX:

rocyJapCTBeHHas cucrema JIOKYMEHTAIL[MOHHOTO oOecrieueHus yIIpaBJICHUS
('CAOY). OcHOBHBIE TIOJIOKEHUS;

- OCHOBHBIE IpaBMiIa paboThl BEJJOMCTBEHHBIX apXUBOB;

- TUTNIOBAsl U KOHKPETHAsi MHCTPYKIUH 110 JIeTOIPOU3BO/ICTBY;

- METOJIMYECKHE PEKOMEHIAINHU 10 pa3paboTKe U NPUMEHEHHUI0O HOMEHKJIATYp JIelT;

- IEPEYHH JJOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHHUS.

PazpaboTka KOHKPETHOM HOMEHKJIATYpHI JIe CKJIaIbIBAETCS U3 TPEX ITAIOB.

[lepBelii 3Tann — U3y4eHUE JOKYMEHTOB B OpPraHU3alluy JUIsl ONIPENEICHHs Kpyra BOIIPOCOB,
BO3ZHUKAIOIINX B AEATEIbHOCTH OPraHU3alHH.



KpoMe IOKYMEHTOB TEKyLIEro MAEJIONPOM3BOJICTBA HEOOXOIMMO H3YYUTh JOKYMEHTHI
IIPOLUIBIX JIET, XpAHSAIINECS B OTAEIaX OpraHu3aluy.

B HOMeHKnaTypy Aen IOJKHBI ObITh BKJIKOYEHBI BCE JIOKYMEHTHI, CO3/jaBacMble B JaHHOMU
OpraHu3aluy, MOCTYINUBIINE B HEE U3 JPYIMX OpraHu3alliii; BCE PErMCTPALMOHHO-CIIPaBOYHbIE
KYpPHaJIbl W KapTOTEKH, JJIEKTPOHHBIE JOKYMEHTBHI, ©Oa3bl JAaHHBIX, a TaKKe JOKYMEHTHI
BBIYMCIIUTENIBHOTO LIEHTPA, KOJUIETHAJIbHBIX U OOLIECTBEHHBIX OPraHOB, KPOME IEYaTHBIX M3JaHUN
Y TEXHHYECKHX JIOKYMEHTOB.

3aoanue 1.

Copmynupyiime u 3anuwiume 3manvl COCMABIEHUS HOMEHKIAMYpbl Oell.

Ilopsinok BbINOJIHEHHS PadOTHI:

CohopmynupyiiTe ¥ 3aUIIATE 3TANBI COCTABJICHUS HOMEHKIIATYPHI JeIl.

1. IIpopaboTka maTepuana no teme: «HoMmeHkaTypa nem».

2. OdopmiieHue B 31eKTpoHHOU (popme B cooTBeTcTBUU C TpeboBanusamu ['OCT.

3.Uto0bl O0popMHUTH HOMEHKJIATYpPy el HeoOXOJUMO HCHOJb30BaTh TUIIOBYIO (HOpMY,
KOTOpas Mpe/ICTaBjlIeHa B pa3gaTOYHOM MaTepuale.

4.0dopmiieHre TOKYMEHTOB Mpou3BoaUTCA B peaakTope Microsoft Word ¢ coGmonennem
BCEX OTCTYIIOB U MHTEPBAJIOB.

5. CoxpaHuTh pe3yabTaThl paboThl B Manky «OTYET MO MPAKTUYECKUM paboTam».

KoHTpoJbHBbIE BONIPOCHI:

1. Yto Takoe HOMEHKJIaTypa aei?
2. Kakve TOKyMEHTBI HE BKJIIOYAKOTCS B HOMEHKIIATYPY 1€ ?
3. Kewm yTBeprkaaeTcss HOMEHKIIaTypa Jei?

IIpakTnyeckas padora 4
«OQobecneyeHrne COXPAHHOCTH IOKYMEHTOB»
3ananue 10TBETHTE HA MPEIJI0KEHHBIE BOMPOCHI
1 BapuanT

1 Iepeuncante cpeacTBa XpaHEHHS, KOTOPHIMHU JIOJLKHO OBITH 000PYIOBAaHO apXHBOXpaHUIuIie(3
0aj1a).

2 CBeTOBO# peXHM XpaHCHHUs JJOKYMEHTOB mpejmnoaraet (3 6aJiuia)

3 IIponoskuTe NpEeAIoKEHUE:
B apxuBe k momenieHusIM OCHOBHOT'O Ha3HAYeHMs OTHOCATCA: (2 6asia) ...




IIpakTnueckas padora 5
OcBoeHnne npuemMoB 110 0(hOPMIICHHIO /el

Hean 3ansiTusa: o0o0IIeHNE, CHCTEMATH3alKs, 3aKPEIUICHHE TOJTYYEHHBIX TEOPETUYECKUX

3HAHUH 10 TEXHOJIOTHHU TPYIIIUPOBKH UCIIOJIHCHHBIX JOKYMCHTOB B J€JIA. Brimonaenue 3a;[aHm"1 110
o6pa3uy U NPUMCHCHHEC NNOJTYYCHHBIX HABBIKOB ITPU BBIIIOJIHCHHU CaAMOCTOATCIIBHOI'O 3aiaH M.

OcHamenue: 3agaHus s pabOThI, OCHOBHBIE TIPaBUjIa paOOThI APXUBOB OpraHU3AITHI.
3aganue:

1. PacipenenuTh JOKyMEHTHI IO AeaM

2. CpopmynupoBaTh Ha3BaHUE JIEIIa.

3. Yka3aTh IyHKT MPaBHJI, COTIIACHO KOTOPOMY BBI crpynmupoBamyu JOKyMEHTHI
4. OpopMHUTH 00JI0KKH MOTYUYEHHBIX JEJT

5. Yka3aTh KpUTEPUHU BO3ZMOKHOW CHCTEMAaTH3AIMY TIOJTYIEHHBIX JIe]l B apXUBE

=

Bapnanr 1
JIOKyMEHTBI:

Asrobuorpacdus [lerposa B.B. ot 25.01.2016

JloMKHOCTHAsT MHCTPYKLUS TJaBHOTO OyXrajirepa, yTBEp)KJIEHHas IMPUKa30M JIHUPEKTopa
Ne 6 o1 17.02.2016

JIOJDKHOCTHAsT MHCTPYKLHMSA Kaccupa, YTBEP)KJICHHAs TIpuKazoM aupekropa Ne 6 or
17.02.2016

JlomKHOCTHAs MHCTPYKLUS CTapuiero OyXrajaTepa pacueTHOM TIpyIIbl, YTBEpXKIACHHAS
npukasom aupekropa Ne 6 ot 17.02.2016

HNHCTpyKIMsS 1O TEeXHUKE OE30MacHOCTH, YTBEP)KIECHHAs MpHUKa3oM aupekropa Ne 5 ot
10.02.2016

Komus nummoma 06 o6pazoBanuu I[lerposa B.B. ot 26.06.2008

Howmenxknarypa nen Ha 2016 rox (pabouuii 3x3eMIuIsp)

Howmenknarypa aen va 2016 rona, yreepxkaeHa pykosoauresem 20.12.2016

[Tpuka3 o nucuunauHapHoM B3bickanuu [letposa B.B. ot 19.11.2016

. [Ipuxas o komanaupoBke oT 01.07.2016

. [Ipukas o mepeBojie Ha padoTy [lerpora B.B. ot 11.09.2016

. [Ipukas o mepeBojie Ha padoTy oT 19.10.2016

. [Ipuka3 o npueme Ha padoty [lerposa B.B. ot 27.01.2016

. [Ipuka3 o npueme Ha paboty ot 24.08.2016

. [Ipuka3 o npueme Ha padoty ot 27.10.2016

. [Ipukas o npoBeaeHun BoicTaBKU-sipMapku ot 20.04.2016

. [Ipukas o pabote B BeIXoAHbIC JHU OT 25.12.2016

. [Ipukas o pabote B BeixoaHble AU OT 27.04.2016

. [Ipukas o co3ganuu skcneptHoi komuccuu oT 10.01.2016

. [Ipuka3z 06 yBonsHenuu ot 13.09.2016

. [Ipuka3z 06 yBonsHenuu ot 17.06.2016

. Ilpukas 06 yBonbHeHuu ¢ pabotsl [lerposa B.B. ot 17.04.2017

. Ilpukas 06 yTBepKJIeHNHU JOJKHOCTHBIX HHCTpYKLUH Oyxrantepun Ne 6 ot 17.02.2016
. Ilpuka3 06 yTBepkKJeHUN UHCTPYKIMH 110 TexHuKe 6e3omacHocT Ne 5 o1 10.02.2016

. IIpoekT npukasa o qucuuruinHapHoM B3bickanuu [lerposa B.B. ot 19.11.2016

. Tpynosoii norosop ¢ IlerpoBeim B.B. oT 27.01.2016

. IIucemo B 3A0 «MHUP» o noctymienun omnatsl ToBapa oT 15.02.2016 Ne 59

. IIucemo B 3A0 «O9KOHUKA» o npepocraBiaeHnu BoicTaBouHOM momaan ot 20.10.2016 Ne

285

. IIucemo B I/IHCTI/ITYT Hp06J'ICM HHBCCTHPOBAHUA O IIOATBCPIKACHUHU OIUIATBI TOBapa OT

15.02.2016 Ne 56



30. [lucekmo B MVII «KomcoMmoinbckue-Ha-AMype TEmIoceTH» 00 H3MEHEHWH OaHKOBCKHUX
pexBu3uTOB OT 30.08.2016 Ne 365

IIpakTnuyeckas paéora 6
«CocTraBijieHHe KHUTH MEPBUYHOTO y4eTa MOCTYNAKIINX B APXUB T0KYMEHTOB»

Lesab 3aHATHSA: TPUMEHEHHE M COBEPUICHCTBOBAHNE 3HAHHM, MOJYYCHHBIX MPU U3YYCHHU
TEOPETUYECKOTO MaTepHara.

OcHaenue: JEKIMOHHBIA MaTepUall, KAPTOUYKA-3aJaHHUE.

3ananue:

1. I3yunTh mpaBmIIa UCIIOJIb30BAHUS APXUBHBIX JOKYMEHTOB;

2. [ToaroroBUTH COOOMIIEHUE O (hOpPMaX HCITOTH30BAHUS APXUBHBIX TJOKYMEHTOB (3aaHHE
WHIMBUIYaJIHHO);

3. 3anoaHUTH KHUTY BBIJAYU JI€JI BO BPEMEHHOE I0JIb30BAHUE, JIUCT UCIOJIb30BaHUs Jena,
KapTy-3aMeCTUTEIb JIela.

1. OdopMUTB 3aITUCh B KHUTY BBIAAYH JIEN U3 XPAHUIIHIIA.

®onpa Ne 27 «CrpoutenbHoe yrpasiieHue 1», omuch Ne 1 MOCTOSSHHOTO CpoKa XpaHEHHS 3a
2003-2004

Heno Ne 774 «llltatHoe pacnucanne ympaienuss 3a 2004r» Bergano 23.04.2013
oyxrantepy B.B.VBaHueHKo.

Cnennanuct apxua A.ILIIpoxoposa

dopma KHUTH BBIJAYH JEIT

Ha3Banwne apxuBa
Kuwura Belnaum nei Bo
BPEMEHHOE T0JIb30BaHNE

No Hara | Homepa | Komy Beimano u Ha kako¥ | Pocnuck o |/laTa Bo3BpaieHus
IT/m dhonma CPOK MOTYYCHUHN U POCIIHCh
OTIHCH, nen MPUHSIBILETO JIEJI0
nena.
3aroJioBOK
nena

2. ObopMHTh KapTy-3aMECTHUTEIb JIeTa

®ounpg Ne 27 «CtpoutenbHoe yrpapiieHue 1», onuchk No 1 MOCTOSIHHOTO CpoKa XpaHEHUs 3a
2003-2004

Heno Ne 774 «llltatHoe pacnucanue ympaienuss 3a 2004r» Beigano 23.04.2013
oyxrantepy B.B.VBaHueHKo.

Cnenuanuct apxuBa A.Il.IIpoxopos

Ilopsinok BbINOJTHEHHS PadOTHI:

1. Uzyuenue Teopermyeckoro marepuana mno YMII, yueOHO-mMeToaMuecKoil nuteparype,
KOHCIIEKTUPOBAHUE;

2. CooOl111eHHE IO TEME;

3. OdopmiieHre JOKYMEHTOB.

KoHTpoJsbHbIE BONIPOCHI:
1. Kakue 10KyMEHTBI OTHOCSTCS K BHYTPEHHUM YYETHBIM JIOKyMEHTaM apXuBa?

2. Uto moHMMAaeTCs MOJl YYETHBIM JOKYMEHTOM?
3. Hasznauenue yueTHbIX Gopm?

IIpakTnuyeckas padora 7



«OdopmiteHre cUCTeMbl HAYYHO-CIIPABOYHOTO armapara K apXUBHBIM JOKyMEHTaM B CyJIe»
Texkcr 3aqanus:
OdopMuTs JIMCTa-3aBepuUTEI 1ej1a (HApsaa)
Ieab: mpoBepka MPaKTUICCKUX 3HAHUH TI0 0(OPMIICHHUIO JTUCTA-3aBEPUTEIS Jiesa (Hapsiaa)
3apaum:
1. Ananu3 nucra-3aBepuTens aena (Hapsaa).
2. TTomydeHne NpaKTHYECKUX HABBIKOB.
OdbopynoBanue: Jlucr-3aBeputens aena (Hapsiaa).

Texcr 3axanus: 3anoJHUTe JTUCT-3aBepuTenb aena (Hapsna). ([Ipunoxxenue Ne 11 UncTpykiun
19.03.2019r. Ne 56.)

IIpakTnueckas padora 8
«Acmoap30Banne AOKYMCHTOB apxuBa»

Marepuajbl 1Jisi BBINOJHEHUs] PadoOThI: HOMEHKIAaTypa Jei, [lepedyeHb THIOBBIX
VIPaBICHYCCKHX  apXUBHBIX  JIOKYMEHTOB, OOpa3ylIIUXcs B Ipolecce ACSITeIbHOCTH
TOCY/IapCTBCHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYITPABJIICHHUS W OPraHU3alnid, ¢ yKa3aHHUEM
CPOKOB XpaHeHHs, ¢opMa apXUBHOW CHpaBKU. 3aJaHWE JIOJDKHO OBITH BBITIOJHEHO C
ucrons3oBannem MKT.

Kpurepun oueHku

OlLleHKa «omuuHo» BBICTABISETCS, €CAU 3aJaHHE BBINOJHEHO B IOJHOM OObEME U B
OTBEJICHHOE JUIA ATOTO 3amaHus Bpems. Dopma 3amosiHeHa W o(opmileHa COTJIACHO IPaBHIIAM,
MPEIBABISEMBIM K JaHHOMY BHIY pPa0OT, 3aJaHue BBINIOJHEHO aKKypaTHO, B COOTBETCTBHU C
TpeboBaHusIMU. COOTBETCTBYET ITAIOHY.

OrneHKa «Xxopouto» BBICTABISICTCS, €CIIM PACKPBITO OCHOBHOE COJICP)KAHHME 3ajaHHMs.
[IpoieMOHCTPUPOBAHO yMEHHE padoTaTh C apXUBHBIMH (OpMaMu JOKYMEHTOB. Kmerorcs
HETOYHOCTH, HE HOCAIIME MPUHIMIHAILHOTO xapakrepa. IIpakTudeckas pabora odopmiieHa
aKKypaTHO.

OrneHKa «y0oeemeopumenbHo) BbICTABIIACTCS, €CIIM MPAKTUYCCKOE 33aJJaHUE BBITIOTHCHBI
YaCTUYHO, JIOMYIIEHbI HETOYHOCTH B 3aIIOJIHEHUH OIKCH JICJI, YTO 3aTPYIHSACT ONPEICIIUTh YPOBCHD
OCBOEHHS y4eOHOTO MaTepuana. PaboTa BhIoIHEHa HEOPEIKHO.

O1cHKA «Hey006/1emeopuneibHO» BHICTABISICTCS, €CIIM MPaKTHYecKass padoTa BBIMIOJIHEHA
¢ TpyObIMHU OIIMOKaMu WK paboTa He BBITIOJHEHA BOOOIIE.

1. I'p. IlerpoBa AHHa MBaHOBHa 1O MoTepe KOPMUIIbIIA 0OpaTUIach B apXUB C 3asBICHUEM.
3aIoIHUTE 3asBJICHUE-aHKETY OT UMEHHU Ip. [leTpoBoil AHHBI VIBaHOBHBI 11 IOJIy4€HUSI apXUBHON
CIpaBKU O 3apaboTHOM 1uiare e€ myxa 1953 r.p., paboraBuiero Ha KomOuHaTe *ene300eTOHHBIX
koHCTpyKImi Ne 2 ¢ 20 cents10pst 2008 o 10 mapra 2009, u ymepero B 2010 r.

2. CocTaBbTE apXUBHYIO CIIPAaBKY 10 3TOMY 3amnpocy. Henocraromue cBeieHNsI U pEKBU3UTHI
COCTaBbTE CAMOCTOSITENBHO.

IIpakTH4eckoe 3ansaTHe 9
«IloaroToBka rpaxJaHCKOTO JA€ja s C1a4M B apXUB»
Teker 3apanud:

B 3ane nHaxongsrcs Bce Y4YaCTHUKH HIponecca, KpoMe CyIbH.



Cexpemaps. Berats, Cyn uaér!
Bxoaut cynps, caautcs Ha MecTo noJ repoom PD
Cyoba. lpoury caguThesl.

Jleno ciymaercs cyabeil DHckoro ropojackoro cyna @O

npu cekperape _ PO

_Cirymaercst — rpakJJaHCKO€ JI€TI0 O B3bICKaHHUU j10ra B cymme S50 ThIc pyO, MPOIEHTHI 3a
M0JIb30BAHKE UY)KUMH JICHBTaMU , a TAK)KE Cy/IeOHBIE pacxo/ibl, HoHecEHHBIE ucToM. CynebHoe
3aceaHue 00bsIBIIsIETCS OTKPBITBIM. CeKkpeTaph, JOJ0XKUTE SIBKY CTOPOH.

Cekpemapes. Victen 1 0TBETUMK HAXOIATCS B 3aJI€ CyJa.
Cyoba. Y cTaHaBIMBAIOTCS JTUYHOCTH cTOpOH. Mcrery
Hcmey BCTAET, TOBOPUT:

- ®UO, rog poxaeHus,

MECTO POXKICHHUS,

MECTO JKUTEJIbCTBA,

MECTO pEerucTpaluu,

MeCTO pabOoTHI.

(ecnu mpeacTaBUTEIb JOBEPEHHOCTD)

Cyova. OTBETUHK.

Omeemuuk BCTAaeT, TOBOPUT:

- ®UO, rog poxaeHus,

MECTO POXKICHHUS,

MECTO JKUTEJIbCTBA,

MECTO PErucTpaluu,

MeCTO PabOTHI.

(ecnu peaCTaBUTEINb JOBEPEHHOCTB)

Cyowa. Cyn B coctaBe cyabu PeBAMHCKOT0O TOpoICKOro cya no rpaxaanckum aeinam OUO,
cekperapr PUO

CTOpOHH HUMCIOT IIPAaBO 3aABUTH OTBOJbI COCTABY Cyaa, €CJIM OHU IIPAMO HIJIM KOCBCHHO
3aUHTEPCCOBAHBI B pACCMOTPCHUU JAHHOI'O JCJIA.

Cyowa: Cyny nosepsiete?

Hcmeuy,. JA
Omeemuuk JloBepsito
Cyobs.

Pazbsacusro MMponeCCyaibHbBIC ITpaBa:



HNmeete IMpaBO y4aCTBOBAaTh B CyI[C6HOM 3accaaHuu, MpcACTaBJIATh JOKA3aTC/IbCTBA, 3asBJIATh
XOHaTafICTBa, y4aCTBOBAThb B UCCJIICAOBAHUU JOKA3aTCIILCTB, 3a1aBaTh BOIIPOCHI APYIrUM
YdaCTHHKaM Iponecca, UMETh NPCACTaBUTCIIA, 00>Ka10BaTh PCHICHUC Cyaa.

Hcren uMmeeT paBo: U3MEHUTD IIPEAMET WIIM OCHOBAHUS UCKA, YBEIUYUTh UM YMEHBIIUTH pa3Mep
HCKOBBIX TpeOOBaHUM.

OTBETUHK BITPABC MMPU3HATb UCKOBBIC Tpe6OBaHI/I$I. CTO[}OHI:I MOTYT OKOHYHUTD ACJIO0O MUPOBBIM
COTJIallICHUEM.

Kaxxnas cropona J1oJpKHA JOKa3aTh T€ 0OCTOSTENIBCTBA HA KOTOPBIE CCHIJIAETCSI B 000CHOBAHME
CBOMX JIOBOJIOB U 3aBJICHUIL.

CropoHBI BllpaBe yperyaupoBaTh Crop, IpUOErHyB K Npoleaype Mearanuu (ocpeHUYECTBA).

Cyoba. [lonsaTtHsl 1 BaM npaBa? Pacniummrecs.

Hcemey.  Jla ( MOAXOJIUT K CEKPETAPIO, PACIUCHIBACTCS )
Omegemuuk. _Jla ( MOAXONIUT K CEKPETapIO, PACTIHCHIBAETCS)
Cyobs.

Hwmeere nu BeI X0naraiictBa?
- 0 IPUOOIIEHUH TOKYMEHTOB,
-0 JIONPOCE CBUAETENEH, U Jp.
Hcmey. Her.

Omeemuyuk. Tpomy nonpocuts moero cauaetens N0, KOTOpbIid MOKET MOATBEPAUTH MOU CJIOBA
Y IPUOOILUTE K ATy JOKYMEHTHI: CTIPAaBKU U3 MOJULUN U OOJBHULIBIL.

Cyobsa. O6cyxaaeTcs 3asBJICHHOE X01aTalCTBO.

Hcmeuy. 51 ve npoTus.

Cyowa. Cyn xogaTaicTBO yJOBIETBOPSET.

Cyn nepexoIuT K pacCMOTPEHHUIO Jiena Mo cyiiecTBy. Oriaimiaercss HCKOBOE 3asBIICHUE.

CornacHo HCKOBOMY 3asIBJICHUIO, UCTEI] MPOCUT B3bICKaTh ¢ oTBeTUrKa OHO B mosb3y ucrtia
CYMMY OCHOBHOTO JI0JiTa 1o pacrnucke B pazmepe 50000 pyOreid, mpoleHThl 3a MOJIb30BaHUE
qyKUMH JIEHEeKHBIMU cpeficTBaMu B pazmepe 10941 py6ub 78 koreek, cyeOHbIe pacXobl Ha
OIIaTy TOCYIapCTBEHHOW MOLUIHHEI B pa3mepe 2028 py0Oueii 25 komeek, pacxo/ibl Ha OIUIATy YCIyT
COCTaBIIEHUS UICKOBOTO 3asBieHus B pazmepe 3000 pyoneit.

HckoBoe 3asiBiIeHUE OTJIAIICHO.

Cyova npooonxcaem. Vcren, Bbl 3asiBJI€HHbIE TPEOOBAHUS MOIICP)KUBAETE?
Hcmeuy. TlognepxuBaio UCKOBbIE TPeOOBaHUS B TOJTHOM 00BEME.

Cyova. OTBETYHK Bbl UCKOBbIE TPEOOBAHUS MTpU3HaETE?

Omeemuuxk. VickoBble TpeOOBaHMS PU3HAIO, HO HE B IOJHOM 00BEME.

Cyoba. Cyn iepexoIuT K 3acIylIUBaHUIO0 00BICHEHUH JIUII, YIaCTBYIOIIUX B JIEIE.

Hcmey : 15 nions cero roaa 3ToT MomeHHUK @. monpocui y MeHs B3aiimbl 50 ThIC py0d, HOTOMY
YTO €My CPOYHO HY)KHBI OBbLIIH JICHBI'H, @ KPEUT B3SITh OBLJIO HETJe, T.K. B OaHKaX HY>KHBI
MOPYYMUTENH, @ Y HErO UX He OblI0. S 1eHbru aai, Ho NoTpeOoBa COCTaBUTh PACIIUCKY KaK
MOJIOKEHO. MexXly MHOW M OTBETUYMKOM OBLJT 3aKIIFOYEH JIOTOBOP, YCIOBUS KOTOPOTO COJIEpXkKaTcs B



MUCbMEHHOM paclucKe, HAMMCAaHHOM OTBETYMKOM, OT 15 utonst 2015 rona,. CornacHo pacrucke
OTBETUYHK B3su1 y MeHs B 1oaT B 50.000 pybreit u 06s13a1cst BEpHYTH BCIO cymmy, T.€. 50000 pybueit
1o 15 urons 2015 roga. Upes mMecsil] OTBETUUK HE MOSBUIICS, S IO3BOHIII €MY M HAIIOMHHJI O JIOJITe,
HO OH CKa3aJ, 4TO JICHET y HETrO HEeT MOKa, OT/IACT, KOTJa MOSBATCS, CTall PACCKa3bIBaTh KaKYyIO-TO
CKa3Ky PO HaMaBIIMX HAa HETO JIIOJICH, MOTEPSHHBIC JCHBTH, U SI IOHSUI, YTO OH PEIINIT «KUHYTh)
MeHs. Sl ckasal emy, 4TO TOJIar0 3asBIICHUE B CY/1. A OH OTBETHII, YTO JICHET Y HETO BCE paBHO HET.
[Tpomno HeckobKO MecsIeB. UTOOBI B3BICKATH C HETO JICHBI'H, TPABUIHHO 0(OPMHUTH BCe
JOKYMEHTBI, s OBbLIT BBIHYXKJICH 00paTUTHCS K KBATM(UITUPOBAHHOMY FOPHUCTY, 3aIUIaTHII eMY 3 ThIC.
py0. VX 51 TO)KEe BKITIOYIII B UCK, TUTFOC ITPOIICHTHI 32 UCIIOJIb3YeMbIe OTBETUNKOM JCHBIU C HIOHSI T10
JeKaOph W yIutaueHHas MHOU rocronuinHa. Mroro nomyumiocs 65 teic. 970 py6. 3 kor. ( Bmpouem,
OT KOIIEEK MOTY M OTKa3aThCs. Bce JOKYMEHTHI y MEHSI UMEIOTCS, pACITUCKa PHUIIOKEHA K
JOKyMEHTaM.

Bonp y o1B Kk cTiry M 0 %
Cyobsa. Bonpocwl k ucmuy.
Omeemuuk. Tlouemy Takue 6ombiue %?

Hcmeuy. % HauucieHbl B COOTBETCTBUM ¢ YKazaHusiMHu banka Poccun «O pazMepe cTaBku
pedunancupoBanust banka Poccumy.

Cyobsa. Ectb emié Bonpockl? Het. Toraa nmocimyiaem oTBeTYHKA.

Omeemuuk: 51 neicTBUTENHHO B35 IeHBTH B 1oyr y U O, s mpITancs ux eMy OT/atTh, 5 moexan K
HEMY, HO T10 JJOPOTe MAaIllMHA 3ariloXJja, s BBIIIEN, YTOOBI y3HATh, B UYEM J1e710. A B 3TO BpeMs MEHsI
KTO-TO YJapuJI IO TOJIOBE, BRITAIUI U3 MAIIMHBI CyMKY ¢ ieHbramu. Korma st mpumén B ceds,
neHer He Obu10. S nmpocun @. OTCPOUUTD MIIATEXK, T.K. Y MEHS HET ceiiyac TaKuX JICHET, K TOMY XKe€,
s IBJISIFOCh MHOTOJIETHBIM OTIIOM, Y MEHA Ha W>KIUBECHHUM )keHa U 4 nereil. Sl Hukoraa He
OTKa3bIBAJICA OTJIATh JIOJT, IOATOMY, 3asIBJIEHHbBIC YCIYTH FOPUCTA CYUTAIO UBJIMILIHUMU, U
OIJIAYMBATh MX OTKa3bIBatoCh. HUKaKylo BBITO/y 3@ MMOJb30BAHKUE JICHBIAMU S HE MOJY4YUJI, T.K.
JIEHbI'M Y MEHSI OTHSUJIU 3JI0YMBIIIUIEHHUKH. [ToaTOMY pacuérsl o % ToKe MpoIry He YYUTHIBATh.

Cyobs. Bbl Hantucanu 3asBJICHUE B MOIHUIHIO ? OOpaTUiInuch B OOJIBHUILY 32 IIOMOIIBIO?

Omeemuuk: 3asBIICHAE B TIOJUIHIO Hamucaji, HO IIOMCKH 6aH,Z[I/ITOB PE3YIbTATOB IIOKA HE JaJIH. B
6OJ'IBHI/II_[y o6pau1anc;1 C I'OJIOBOKPYXXCHUEM. A TO, YTO ACJIO 00CTOSJI0O HMEHHO TakK, MOXKET
NOATBECPAUTD MO CBHACTCIIb, KOTOprI71 BHAC, KAK MCHA 0601<paJm.

Cyovsa. EcTb BoIpochl y uctia k otBeTuuky? Her.

Cyowa niponomxkaer. [Ipurnacure cBugerens. (CBuaerenb HaxoauTcs BHE 3ana.) Cya nepexoauT K
JOTIPOCY CBHJICTEIICH.

YcranaBinuBaeTcs JMYHOCTH cBHUieTeNd. HazoBuTe celsi.
Ceuoemensy. ®VIO, roq poxJIeHUS, MECTO POKJICHHS, MECTO PETUCTPAIH, MECTO PAOOTHI.

Cyovs. Pa3bsacHAIOTCA NPOLIECCyaIbHBIE ITPaBa CBUIETEINIO, IPEAYCMOTPEHHBIE CT.CcT.69 u.4, cT. 70
I'TIK P®.

Brl penymnpexxaaerech 00 YroJOBHON OTBETCTBEHHOCTH 3a a4y
3aBeI0MO JIO’KHOTO MOKa3aHMsI U 32 OTKa3 OT Jauu NMOKa3aHuH, 1o CT. CT.
307-308 YromnoBHoro konaekca Poccuiickoii @eneparuu.

Cyoba. CBuserenb, paBa U 00SI3aHHOCTHU MOHATHBI? (TIOIMUCKA CBUACTEIS)
Ceuoemens. I1paBa nonstHsl. [lognucars

Cyoba. UTo BaM U3BECTHO 10 AeTy?



CBuzerenb paccKkas3blBaeT Cyly TO, YTO OH BHJIEIL.

Cyobs. Brl Buenu, kak Obl1a YKpaJieHa CyMKa, HO €CTh JIU B HEH JICHBI' U, BbI HE BUACIHU?
Ceéuoemens. Her.

Cyoba. Kak cUIIbHO 3JI0YMBIIIJICHHUKY YAApUIA OTBETYUKA?

Csuoemensy. OHM OTTOJKHYJIM 9TOTO YEJIOBEKA, HO HE OMIIN €ro.

Cyobsa. K cBUIIETENIO Y CTOPOH UMEIOTCS €IIIe BOTIPOCHI?

Bomnpocos Her.

Cyobsa: K cBUzIETENIO Y CTOPOH UMEIOTCS €111e BOTPOCHI?

Bompocos Het. CBunerenb, Bbl MOXKETE TOKUHYTH 3a1. Cy/ MepexoIuT K UCCIIeIOBAHUIO
MUCbMEHHBIX MaTEPHAJIOB JiejIa.

Jluct nena:
JI.1-1 uckoBoOeE 3asBiIEeHUE
JI.1.-2 TOKyMEHTBI, MOITBEPKAAONINE TUYHOCTH UCTIA

JI.. 3 pacmcka, HaNMCaHHAsE OTBETYUKOM, pacu€THbIE TOKYMEHTHI «O pa3Mepe CTaBKU
pedbunancupoBanusi banka Poccumny)

JI.a. -4 nmuchbMeHHas TIPETEH3HsI C HATOMUHAHUEM O 33JI0JDKEHHOCTH
JI. 0. 5 -konwus macnopTa UcTIa,

JL.o.6 —

JI.n.7-, -.xomust 3asBJICHUS B MTOJIUIIUIO, CITPaBKa U3 OOJIHHUIIBI
Cyova. IHpIX MaTepuanoB CyJl K UCCIEAOBAHHUIO HE HAXOUT.
JlonotHEHUs Y CTOPOH UMEIOTCS?

Hcmeuy. Her.

Omeemuux. Her.

Cyowa. Cyn onpenenui: UCCIIeIOBAaHUE MAaTEPUAIIOB 110 Jey OKOHUUTh. CyJl ONpeeni: epenTu
K cyneOHbIM npeHusm. Mcrer.

Hcmey. Ipoiry B3bICKaTh JIOIT C OTBETYUKA B IIOJIHOM 00BEME.
Cyovs. OTBETUUK.

Omeemuux. HpOH_Iy COKpPATHUTb CYMMY 110 50 TBIC., YYUTBIBASA MOU ceMelHbIe 00CTOATENLCTBA U TO,
YTO ACHBI'K ObLIH YKpaJACHBI.

Cyowa. Cynebuble npeHust okoHueHsl. Perumku? Permuk Het. Cyn ynansercs B COBEIATEIbHYIO
KOMHATY Ul IPUHATHUS PEIIEHUS 110

neny.
Cexpemaps. Berats! Cyn unérl

Cydb}l BBIXOJUT U3 IIOMEIICHU. Y YaCTHUKU nponecca CaasaTcs.



IIpakTnueckas padora 10
Pemenne npaktudeckux 3aaad
Tekcr 3aqanus:

3aodaua 1. 11oaroToBUTH apryMEHTUPOBAHHBIN OTBET CO CChUIKAMH Ha 3aKOHOAATENbCTBO PD u
HOpMaTuBHbIE TOKyMeHThl (KoHcTuTynus, konekcesl, @3, noa3akoHHbIE aKThl U T.1.). O60cHYylTE
pemenue. Beicmmii apoutpakssiii cyn B 2011-2012 rr. paccMoTpen B CyIeOHBIX 3aCeTaHuIX
3asIBJICHUSI OTKPBITOTO aKIIMOHEPHOTO o011ecTBa «I opHO-MeTauTypruieckas KOMIIaHUs
"Hopuibckuii HUKEIh'"» U OTKPBITOTO aKIIMOHEPHOTO obmiecTBa «KpacHOSAPCKUI peuHOM MOpT» O
IIPU3HAHUM HEICUCTBYIOINM NpHUKa3a MuHucTepeTBa KylbTypel Poccuiickont denepannu ot
25.08.2010 Ne 558 «O6 yrBepxkeHuu "[lepeuns TUIIOBBIX YIPaBIEHYECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yIoIIMXCs B MPOLIECCe AEATEIbHOCTH TOCYapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYITIPaBJICHUS U OpraHMU3alllii, ¢ yKa3aHHEM CPOKOB XpaHEHHUs'"» B 4acTH, B KOTOPOH
JTAHHBIM HOPMATUBHBIM [IPaBOBBIM aKTOM Ha aKIIMOHEPHbIE OOIIECTBA U APYrUe KOMMEPUYECKUE
OpraHM3aliy, KOTOPbIE HEMOIBEJOMCTBEHHBI (pe/iepalIbHbIM OpraHaM rocyJapCTBEHHOH BJIACTH,
BKJIIOUAsi 3asBUTEJIEH, BO3JIaratoTcsi 00s13aHHOCTH 110 XpPaHEHUIO JOKYMEHTOB, [IEPEUNCIICHHBIX B
YIOMSIHYTOM TE€pPEYHE, C YKa3aHUEM CPOKOB XpaHEHHUS.

3aoaua 2. CocTtaBUTh JOKYMEHT — HOMeHKIaTypa z1e1.(O mpenocTaBlieHne IUIAaTHRIX paboT U yCIyr
pernoHanbHbIM ApXUBHBIM POHIOM).

TpeGoBanust K HOMEHKIATYype JEI:

4.3. TecrupoBaHue
MJIK 02.01 Apxuenoe oeno 6 cyoe

JleaTenbHOCTh TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBJICHHS, OPraHU3aINid 1
rpaxaH B chepe OpraHu3aliy XpaHeHHs, KOMILICKTOBAHUS, yUeTa U MCIIOJIb30BaHMs IOKYMEHTOB
ApxuBHoTO (hoHIa PD 1 Apyrux apXuBHBIX IOKYMEHTOB

{=apxuBHOE 1€I]I0

~peecTp

~OMOJIMOTEUHOE JIETI0 }

ApxuBHBIE TOKyMeHThl ApxuBHOTro donna Poccutickoit deneparuu sBiIsirOTCS
{=rocymapcTBeHHOI COOCTBEHHOCTHIO

~4aCTHON COOCTBEHHOCTHIO

~COOCTBEHHOCTBIO Cy/1a}

XpaHeHHne JOKYMEHTOB JI0 YHUUTOXKEHHSI B TEYEHHE CPOKOB, YCTAHOBJICHHBIX HOPMAaTUBHBIMU
MIPaBOBBIMU aKTaMU

{=BpeMeHHBII CPOK XpaHEHHUsI APXUBHBIX JOKYMEHTOB

~TIOCTOSIHHBIM CPOK XpaHEHHUsI apXUBHBIX JOKYMEHTOB }

VcToyHMKaMH KOMIUICKTOBAHUS apXUBa apXUBHBIMH JJOKYMEHTAMH SIBJISTFOTCS
{~otnen obecreyeHus: CyA0MPOU3BOJICTBA IO TPAKIAHCKUM JIeJIaM

~O0TJIeN1 00ECTIeYCHHUs CYJ0MTPOU3BOICTBA 110 YTOJIOBHBIM JIeIaM

~00IIHUi OTIaET

=BC€ TIEPEUUCIICHHOC }

MarepuanbHbIi HOCUTENb HH(POpMALIUU
{=apXuUBHBII TOKyMEHT
~IIPOTOKOJI



~TIpUKa3}

CucremMaTU3MpOBAaHHBIHN N1€peYeHb HAMMEHOBAHUMN €], 3aBOAUMBIX B CTPYKTYPHBIX
MIOIpa3IENIEHUSAX CY/10B cyeOHoM cuctemsl Poccuiickoit @enepaiuy, ¢ yka3aHUEM CPOKOB MX
XpaHEHUs, 0 YCTAaHOBJICHHOH (hopme

{=HoMeHKJaTypa aen

~CIIMCOK eI

~TepeyeHb e}

[IpaBoBy10 OCHOBY apxuBHOro Aena B Poccuiickoii denepanny COCTaBISIOT

{~Konctutynus Poccuiickoit @enepanuun

~MEXIyHApOIHbIEe TOTOBOphI Poccuiickoit denepannn

~(henepanbHble 3aKOHBI M HHbIE HOPMATUBHBIE NpaBoBhIe akThl Poccuiickoit denepanyu
~3aKOHBI M HHbIE HOPMAaTHBHbIE MPAaBOBBIE aKThl cCyObeKkTOB Poccuiickoit denepanuu
~MYHHMIIMITAJIbHBIE TPABOBbIE aKThl, PETYIUPYIOIINE PAaBOBbIE OTHOLIEHUS B cpepe apXUBHOTO
nena

=BC€ [1ePEUNCICHHOE }

Hcroynnky paBoBOTO PETYIIMPOBAHMS BEACHUS apXUBHOTIO Jieia B Cyaax

{~HOpPMBI, 3aKpeIJIeHHbIE B MEXIYHAPOIHOM TpaBe, (eepalbHbIX 3aKOHAX U MOJ3aKOHHBIX aKTaxX
Poccuiickoit deneparuu, coaepskamue 0a30ByI0 perJiaMEeHTAIMIO OPraHU3alii padOThI BO BCEX
NENCTBYIONUX apxuBax Poccuu: dheneparbHBIX TOCYIapCTBEHHBIX apXUBaX, BEJOMCTBEHHBIX
apXuBax, HCTrOCyAapCTBCHHBIX ApXWBAX U MYHUIIHUIIAJIBHBIX apXHUBaXx;

~BEJIOMCTBEHHbIE HOPMBI IO OpTraHU3aI[MU BEJACHUS apXUBHOTO JIejia B Cy/ax cyAeOHOM CUCTEMBbI
Poccuiickoit deneparuu, BBeAEHHBIE B ACHCTBHE B paMKax UCIIOJHEHHS noJHoMounid CyaeOHbIM
nenaprameHToM nipu BepxosHom Cyne PO;

~JIOKaJIbHbI€ HOPMBI, IPUHSTHIE B OPTraHU3aLIMOHHO-PACTIOPSAIUTEILHOM MOPSIKE MpeiceaaTeNsIMI
COOTBETCTBYIOIIUX CYZI0B U MUPOBBIMH CY/IbSIMU U OpraHaMH UCIIOJIHUTEIbHOMN BIACTH CYObEKTOB
P®, koTtopsie opraHu3aOHHO 00ECIIEUYNBAIOT ACSITEIIBHOCTh MUPOBBIX CY/ICH.

=BC€ [ePEUNCICHHOE }

[IpaBuna opranu3anuu XpaHeHUs, KOMIUIEKTOBAaHUS, y4€Ta U UCIOJIb30BaHUS JOKYMEHTOB
apxuBHOTO (oHJA

{~coaep>xat HOpPMBbI 110 0OecreueHU 0 PAbOTHI C IEKTPOHHBIMH JOKYMEHTaMU
~OTPEIENAIOT €AUHUIBI XPAaHEHUS SJIEKTPOHHBIX JOKYMEHTOB

~yCTaHaBIUBAIOT (DOPMBI YU€Ta U COCTaBIICHUS Onucei, (OHIOB MOIH30BAHUS IEKTPOHHBIX
JOKYMEHTOB

=BCe MePEUNCICHHOE }

Y CcTaHOBIIEHUH KOJIMYECTBA U COCTABA APXUBHBIX JOKYMEHTOB B €JMHULIAX yYeTa U OTPAKEHUN
3TOr0 KOJIMYECTBA U COCTaBa B YUETHBIX JOKYMEHTaX CyJa /Uil KOHTPOJISA UX HAJIMUYUSA U COCTOSIHUS
{=yueT apXuBHBIX JOKyMEHTOB B Cy/ie

~IIPOBEPKA aPXUBHBIX JOKYMEHTOB B CyJI€

~perucTpanus apXuBHbIX JJOKYMEHTOB B CyJIE}

Envnnna n3mMepeHus KoJaudecTBa JOKyMEHTOB B apXUBE Cy/a Ul OTPaKEHUS 3TOTO KOJIMYECTBA B
YUYETHBIX JOKYMEHTaX U apXUBHBIX CIIPAaBOYHHKAX

{=eauHuIa yuyeTa apXMBHBIX JOKyMEHTOB

~€/IMHUIIA yueTa Cy/IeOHBIX JOKYMEHTOB

~e/IMHUIIA yueTa XpaHEeHus |



O6o03HaueHne, HAHOCUMOE B JIEBOM HIDKHEM YIITY Ha KaXKIYIO €IMHHILY XPaHEHHS B LIEJSIX
oOecrieueHus y4dera U HICHTU(DUKAIUU

{=apxuBHbI KD

~ApXUBHBIN KOJ

~apXUBHAs OTMETKA }

OCHOBHBIE YUETHBIE IOKYMEHTHI B CyJaxX
{~nemo douma

~TIaCTIOPT apXHBa

~KHHUTA y4eTa

~aKThbI

=BCE MePEUNCIIEHHOE }

Kommnekce meponpusatuii mpaBoBOro, KaapoBOro, pECYpCHOIO U HHOTO XapaKTepa,
OCYILIECTBIISIEMBIX YIIOJIHOMOUEHHBIMU CyObEKTaMH, HAITPaBJICHHBIX HA CO3/IaHUE Ha/IJIeKALUX
YCIIOBUH Il XpaHEHUS!, KOMIUIEKTOBAHUS, yU€Ta U UCIOJIb30BaHUE apPXUBHBIX JOKYMEHTOB B CYZE
{=opranuzanus apXuBHOTO JI€JIONPOU3BOJICTBA B Cy/I€

~OpraHu3aius XpaHeH!us TOKyMEHTOB

~OpraHu3aius JAeJ0Npou3BOJICTBA |

COpourtopoBaHHOE /110 JOKYMEHTOB OJHOM KaTeropuu, CGOpMUPOBAHHOE B ali(haBUTHOM
IopsaKe, B XpOHOJ’IOFH‘-ICCKOfI MOCJICIOBATCIIBHOCTHU UJIU B XPOHOJOTHUYCCKO -TeMaTHYeCKON
MOCJIEI0BATETbHOCTH

{=nHapsan

~KaTaJloT

~IPOTOKOJI }

CyOBeKThbl OpraHu3alyi apXuBHOTO JIEJIONPOU3BOJICTBA B CYyIE

{~opransl TocynapcTBeHHOU Biiactu PD

~OPTraHbl 3aKOHOIATEIHLHOU (ITPEACTABUTEHHOM) U UCTIOTHUTEIBHOM BJIaCTH CyOBEeKTOB PD
~Cynebnsiii nerapramenT rpu Bepxosaom Cyne PO

~II0JDKHOCTHBIE JIMIa cyne0Ho# cucteMbl Poccuiickoit deneparuu (pencenaTenb cyaa, TJIaBHBIN
CHEIHAIUCT OT/elNa AeIONPOU3BOACTBA, CyeOHON CTATUCTUKH U CUCTEMATHU3AINH
3aKOHOJATEIHCTBA CYy/a)

=BC€ [ePEUNCIICHHOE }

ApXUBHOE JIETIONPOU3BOJICTBO Cy/la OCYIIECTBIISAETCS MO PYKOBOACTBOM
{=npencenarens cyna

~HavyaJbHUKA OT/eIIa KaJIpoB

~HavyaJbHUKA OT/eJIa JEIONMPOU3BOICTBA }

[IpoBeneHne COBOKYIMHOCTH MEPONIPUSITHN, HAIIPABICHHBIX HAa yIOCTOBEPEHUE CTENIEHU
COOTBETCTBUS HCCIIETyEMbIX 00bEKTOB KOHTPOJISA B chepe apXUBHOTO Jienia IeHCTBYIOIUM
HOPMAaTHUBHBIM TPEOOBAaHUAM M PEKOMEHIAIUAM, a TaK)Ke BBIPAOOTKE peKOMEHAAINI U OKa3aHus
MIPAKTUYECKON TTOMOIIY OTBETCTBEHHBIM JIOJDKHOCTHBIM JIMLIAM aIlapaToB CY/J0B

{=mpoBepka BeJJleHUsl apXUBHOTO JieN1a

~KOHTPOJIb COOJIIOIEHUS 3aKOHOATEIbCTBA B apXUBHOM JIelie

~IUTaHUPOBaHKUE PabOTHI apXHBa cyja}

HpOL[CCC pasacICHUA NOKYMCHTOB Ha I'PYIIIbL (HO,Z[prHHBI), KaxKJas U3 KOTOPbIX UMECT CBOU,
O6$I32[TCJ'ILHLIC, MNpUCymue TOJIbKO en OJICMCHTDI, KOTOPBIC XapaKTCPU3YIOT CYJOIMMPONU3BOACTBO U
Cy,Z[C6HOC ACJIOIIPOU3BOACTBO



{=xnaccudukanus JOKyMEHTOB
~pacnpeeneHne J0KyMEHTOB
~CHCTEMaTH3alHs JOKYMEHTOB }

Knaccudukarus JOKyMEHTOB B Cyax cyaeOHO# cructeMbl PO ocymecTBisieTcs 1o mpu3Hakam
{~110 BU10BOI NPUHAAIEKHOCTH

~I10 Y4ETHO-XPOHOJIOTHYECKON ITPUHAJICKHOCTH

~110 croco0y ¥ TEXHHUKE CO3AaHUs JOKyMEHTOB

=BC€ [1EPEUNCIICHHOE }

JleaTenbHOCTh CHEeIMAINCTOB, 00ECIIEYMBAIOIINX ACATEIBHOCTD apXHBa, MO (HOPMUPOBAHHIO
€IMHHUILl XpaHEHUS U3 NOCTYNUBILINX B apXUB apXUBHBIX IOKYMEHTOB, BHECEHUE UX B OIUCHU U
oopMIIeHHE B IOPSAKE, 00ECIIEUNBAOIIEM YUET, TIOMCK U MCIOIb30BAaHUE aPXUBHBIX JOKYMEHTOB
- 3TO

{=cucremaTn3aius apXuBHbIX JOKYMEHTOB

~KJIaCCU(UKAIUS apXUBHBIX JOKYMEHTOB

~THUIOJIOTHS APXUBHBIX JOKYMEHTOB }

[Tpu HymMepaIuu JTUCTOB apXUBHBIX JOKYMEHTOB HUCTIOJIB3YETCS
{=npocroii kapaHaam

~I[BETHBIE KapaH/aIlln

~4epHuia}

[lepronx BpeMeHH, B TeUEHUE KOTOPOTO J0JDKHO 00ECIIEUNBaTHCS XpaHEHHE JJOKYMEHTA B COCTaBe
apxuBHOTO oHaa cyna, ApxuBHoro (ponmga Poccuiickoit deaepanuu - 310

{=Cpok XpaHEHHS JOKYMEHTOB

~TOJJHOCTh JOKYMEHTOB

~TIEPUOJT XPAHEHUS IOKyMEHTOB }

I/I3yquI/Ie JOKYMEHTOB Ha OCHOBaHHHU KPUTCPHUEB OIMMPEACTICHUA HEHHOCTHU U YCTAHOBJICHUA CPOKOB
XpaHCHHA B LICIIAX UX ,I[aJ'IBHCﬁIHCFo 0T60pa Ha IMOCTOAHHOC XPAHCHUC

{:3KCHepTI/I3a HEHHOCTHU JOKYMECHTOB

~ayJIuT HECHHOCTH JOKYMCHTOB

~aHaJIn3 ICHHOCTH ,I[OKYMeHTOB}

Otansl 10 3KCNEPTHU3e HEHHOCTH JOKYMEHTOB BBIACISAIOTCS CIEIYIOLIIe

{~O1neHka JOKYMEHTOB B Ipoliecce UX 00pa30BaHus B CTPYKTYPHBIX IOJIPa3/ICIEHUSIX CYI0B
~O1ieHKa JOKYMEHTOB IpH MOATOTOBKE K Iepeiade el B apXuB

~O1eHKa JOKYMEHTOB B apXUBE Cy/la IPU COCTaBJIEHUH AKTOB O BbIICTICHUU K YHUUTOXECHUIO JIEl,
HE MOAJISKAIINX XPaHECHHIO

~O1eHKa JOKYMEHTOB B apXUB€ Cy/a IPU OKOHYATEIbHOM OTOOpE JOKYMEHTOB Ha IOCTOSTHHOE
XpaHEHHE B MPOLECCE KOMIUIEKTOBAHUS FOCYIapCTBEHHBIX APXUBOB

=Bce nepeuncnennoe}

BrisiBnenue B mponecCe SKCICPTUIBI HaquOﬁ )51 HpaKTH‘leCKOﬁ HOEHHOCTHU NOKYMCHTOB C
HUCTCKIINMHU CPOKAMHU XPAHCHUA U OT60p UX UL YHUYTOXKCHUA

{:BLII[GJ'ICHI/IC JAOKYMCHTOB K YHUYTOXKCHUIO

~BBIACIICHUC JOKYMCHTOB K XpPaHCHHUIO

~BBIJCIICHUEC JOKYMCHTOB K 3KCHCpTI/I3C}

OO0ecrieuenne HOPMATHBHBIX YCJIOBI/Iﬁ XpaHCHHA NOKYMCHTOB BKIIFOUACT
{~OCHE[H.ICHI/IC APXHUBOXpaHUJINII CICHHUAJIBHBIM O60py,Z[OBaHI/ICM IJId XpaHCHUS JOKYMCHTOB,



~000pyJ0BaHNE TIOMEILIEHHS apXUBa Cy/la CPEICTBAMH MOXKAPOTYIICHHUS, OXPAaHHOHN M MOKAPHOH
CHUTHAJIM3alINeH;

~COOJIIOJICHHE TTPOTHBOIOKAPHOTO PEKUMA,

~COOJIIOJICHHE OXPAHHOTO PEKUMA,

~CO3JJaHHE€ HOPMATUBHBIX TEMIIEPATYPHO-BJIAXKHOCTHOT'O, CBETOBOI'O PEXUMOB, ~IIPOBEICHHE
CaHUTAPHO-TUTUEHUYECKUX MEPOTIPUATHIA

=BC€ [1EPEUNCIICHHOE }

He nomyckaercst pa3melieHne apxusa
{NB IIOABAJIBHBIX ITIOMCUICHUAX

~Ha 4€pAavYHbIX TOMCIICHUAX

=BC€ [1ePEUNCIICHHOE }

ApXHBOXpaHWIMIIIE TOJKHO UMETh

{~€eCcTeCTBEHHYIO WJIM NCKYCCTBEHHYIO BEHTHIIAIINIO, 00ECIIEUNBAOIIYIO ~PEIUPKYISALUIO BO3/IyXa,
CTaOMIBHOCTHTEMIIEPATYPHO-BIA)KHOCTHOTO PEXUMA,

~0YHUCTKY BO3/lyXa OT MBIJIM U arpECCUBHBIX IPUMECEU

~0TBC€YATb COBPEMCHHBIM Tpe60BaHI/I$[M KOMIIAKTHOCTH U DKOHOMHWYHOCTHU

=BC€ [ePEUnCICHHOE }

3ammTa TOKYMEHTOB OT JICUCTBHS CBETa 00ECIIeYNBACTCS
{~XpaHeHHEeM TOKYMEHTOB B KOpPOOKax

~XpaHEHHEM JIOKYyMEHTOB B Mamkax

~XpaHEHHEM JJOKYMEHTOB B TIEpeIIeTax

~XpaHEHHEM JIOKYMEHTOB Ha CTeJlIakKaX 3aKPhITOTO THIIA
=BCE NIEPEUNCIICHHOEC }

B npouiecce xpaHeHHsI 371€KTPOHHBIX JOKYMEHTOB B apXUBE OpraHU3allMi TEXHUYECKUH KOHTPOJIb
(U3MYECKOTO COCTOSIHUSI HOCUTENEH 3JIEKTPOHHBIX JOKYMEHTOB U BOCIIPOM3BOIMMOCTH
AJIEKTPOHHBIX IOKYMEHTOB IIPOU3BOIUTCS

{=He pexxe o1HOTO paza B 5 JeT

~He pexke 0JTHOTro paza B 1 rox

~He pexe 0JJHOTo pa3a B 3 roja}

KomMrnekcHsli mporecc, MoCTOSTHHO MPOUCXOIAUINHI B X0/1€ 00eCrieYeHnH XpaHeHHs! IOKYMEHTOB B
apXUBOXPAHUIIUIIIAX CYJOB

{=crapeHue TOKyMEHTOB

~pecTaBpanusi JOKyMEHTOB

~3KCIEPTU3a TIOKYMEHTOB }

BoccranoBnenue nepBoHavaIbHBIX UM OMU3KUX K HUM CBOMCTB U BHEITHUX IPU3HAKOB
JOKYMEHTOB, MOJIBEPTIINXCS MOBPEKACHUIO WU Pa3pPYIICHUIO

{~cTapeHue JOKyMEHTOB

=pecTaBpalus JTOKYMEHTOB

~3IKCIEPTU3a TIOKYMEHTOB }

VcTouyHMKaMy KOMIJIEKTOBAHUS TOCYIapCTBEHHBIX (MYHHUIIMIIATbHBIX) APXUBOB SIBJISIOTCS
{~Koncturynuonunsiii Cyq PO

~KOHCTUTYIIMOHHBIE CYJIbl CyOBeKkTOB Poccuiickoit deneparyn

~cHucTeMa (e/iepalbHbIX CYA0B 00IIel IOPUCIUKINN

~CHCTEeMa apOUTPAXKHBIX CYJIOB

~cucreMa opraHos CynebHoro aenapramenta npu Bepxosnom Cyne PO



~MUPOBBIE CYJbU
=BC€ NIePEUHCIICHHOE }

IIepenade Ha XpaHEeHHUE B TOCYAAPCTBEHHBIC APXUBBI I10UIEKAT

{~nena ob11ero neNONMPON3BOICTBA TOCTOSHHOTO CPOKA XPaHEHHsI — I10 UCTEUYEHUH 15-1eTHero
CpOKa XpaHEHHs B apXHBe cyza (CyleOHON KOJIETHH)

~CyJeOHbIE JIea MOCTOSTHHOTO CPOKA XPaHEHUsI — T10 HCTEYEHUH 75-JETHETO CPOKa XpaHEeHHUs B
apxuBe cy/a (CyaeOHOM KOJIICTHH)

=BC€ [1EPEUNCIICHHOE }

B rocynapcrBenHbie (MyHUIMITAIBHBIE) APXHUBBI, 10 HCTEYEHUH OTPEACIEHHOTO CPOKA XPAHEHUS B
CyJax M COTJIaCOBAHMSI OTHCEH JIENl TOCTOSTHHOTO XPAaHEHHUsI C SKCIIEPTHO-TIPOBEPOYHBIMH
KOMHUCCHSMHU COOTBETCTBYIOIINX aPXUBOB, MEPEIAOTCS CIETYIONINE TOKYMEHTHI 00IIEro
JETOTIPOU3BOICTBA TIOCTOSIHHOTO CPOKA XPaHEHHS

{~1mTaTHBIE pacIMCaHMs CY10B

~IIOJIOKEHUA 00 OTAEIaxX

~TOJIOBBIE TUTAHBI PAOOTHI

~TOJIOBBI€ CTATUCTHYECKUE OTUETHI pa3IMIHBIX (POpPM U HANMEHOBaHUIA

~IOKYMEHTBI 3aCEaHui TIpe3uanyMa cyaa

=BC€ [EePEUNCICHHOE }

[Ipu oOGHapykeHNU HEMCIPABUMBIX MOBPEXACHUN JOKYMEHTOB B JieNax (Hapsaax) U Jienax o0Iero
JeTONPOU3BOICTBA PAOOTHHK amnmapara cy/a, OTBETCTBEHHBIH 3a HX BEACHHUE, COCTABIISIET

{=aKT ¢ yKka3zaHHEM CYIIHOCTH ¥ IPUIUHBI TIOBPEXKICHUS

~TPOTOKOJI C YKa3aHUEM CYIIITHOCTH M IPUIHHBI TIOBPEKICHUS

~ZEKJIApALHIO C YKa3aHUEM CYIIIHOCTH U IPUYUHBI TOBPEKICHUS |

[Tpu TMKBUAAIINN UCTOYHHKA KOMIUICKTOBAHHUS TOCYIaPCTBEHHBIX (MYHUIIUTIALHBIX) aPXHBOB
obpazyercst

{=NMKBUIAIMOHHAS KOMHCCHS

~IKCTIEPTHAST KOMUCCHS

~COBeIIaTeIbHAss KOMUCCHS }

MJ/IK 02.01 Opzanuszayus padomel apxuea é cyoe

B 1iensix cBoeBpeMeHHOT0 MprueMa apXUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX MOpa3IeIICHHH UTH
JIPYruX UCTOYHUKOB KOMILJICKTOBaHUS, 00ECIICUCHHS UX yUeTa, COXPAHHOCTH, YIOPSIOUYCHUS U
WCIIOJIb30BAHMUS M MOJITOTOBKH K Iepe/aue TOKyMEHTOB Ha MIOCTOSIHHOE XPAHEHUE B OpPraHU3aluu
cO3/1a€eTcst

{=apxuB

~peecTp

~hoHm}

Opranu3anus 00ecrieYnBaeT apXuB
HEO0XOAUMBIM MTOMEIICHUEM
{~0b6opynoBanueM

~KaJipaMu

=BCe MePEeUYHCICHHOE }

ApxuB, XpaHAIIMN TOKYyMEHTBl HECKOJIBKUX OPraHU3aluii OTPACIIH, CBSI3aHHBIX CHCTEMOM
COTOTYMHEHHOCTHU WJIH OJHOTUITHBIX 10 MPOMUITIO A TeIbHOCTH
{~1leHTpaNbHBI} 0TpacIeBON apXuB



=00BbEIMHEHHBIN apXUB
~apXHUB OpraHU3aIlHY }

OCHOBHBIMU 33aJJauaMy apXUBa OPraHU3ALNH SBIISIOTCS

KOMIUIEKTOBAHUE apXrBa JOKYMEHTaMH, COCTaB KOTOPBIX MPETYCMOTPEH MOJIOKEHUEM 00 apXHBe
{~ydeT u obecrieueHre COXpaHHOCTH JOKyMEHTOB

~CO3/IaHHE HAY4YHO-CIIPABOYHOIO anmapara K JOKyMEHTaM apXHUBa; UCIOJIb30BAHUE ~XPAHAIINXCS B
apXuBe€ JIOKYMEHTOB

~TIOJITOTOBKA U Tepeiadya JOKYMEHTOB, OTHOCSIIUXCS K ApXuBHOMY GoHIy PD

=BC€ [1EPEUNCIICHHOE }

HSy‘lCHI/Ie JOKYMCHTOB Ha OCHOBAHWH KPUTCPUCB UX HECHHOCTHU B LECIIAX ONIPCACIICHHA CPOKOB
XpaHEHUs TOKYMEHTOB U 0TOOpa UX Ha NOCTOSIHHOE XpaHEHHE

{=dKcnepTH3a 1eHHOCTH JOKYMEHTOB

~aHaJIA3 TICHHOCTH JIOKYMECHTOB

~HUCCIIeI0OBAaHNE IEHHOCTH JOKYMEHTOB }

3HAUUMOCTb COOBITHS (SIBIEHUS ), OTPAKEHHOTO B JOKYMEHTE, 3HaYeHHE UMEIOLIEICS B TOKyMEHTE
nH(popmMalry, TOBTOpeHHEe HHPOPMAIIUU TOKYMEHTAa B IPYTUX JOKYMEHTaX, BUJ JOKYMEHTA,
ITOJUIMHHOCTh JOKyMEHTA — 3TO KPUTEPHUI

{=conepxanus

~IIPONUCXOKIACHHUA

~BHEILIHUX 0COOCHHOCTEH }

DKcnepTr3a HEHHOCTH I0KYMEHTOB MTPOBOJUTCS HA OCHOBE

{~nencTBYyIOEro 3aKOHOAATEeNILCTBA M MPABOBBIX akTOB Poccutickoit deaepanun mo apXuBHOMY
JeNly U JOKyMEHTAIMOHHOMY 00€CIIEYeHHIO YIIPABJICHUS

~TUTOBBIX U BEIOMCTBEHHBIX MTEpEUHEH JOKYMEHTOB C YKa3aHHEM CPOKOB MX XPAHEHHUS, TUTIOBBIX
Y IPUMEPHBIX HOMEHKJIATYp Jell

~HOPMAaTUBHO-METOJUUECKUX TOKYMEHTOB DesiepalibHOl apXUBHOM cityk0bl Poccuu u opranon
yIpaBlIeHUS apXUBHBIM JIEJIOM CyObeKTOB PD

=BC€ [ePEUNCIICHHOE }

CucremMaTHyecKoe ITONOJIHECHIE apxyBa JOKYMCHTaMU CTPYKTYPHBIX HOI[p&?sI[CJ'ICHHfI OpraHu3anuu,
a TAKIKC JPpYIrux OpFaHHSaHHﬁ, SABJIAIOIIUXCA NCTOYHUKAMH KOMILICKTOBAHUA apXHBa
{:KOMHHCKTOBaHI/IC apxXuBa OpraHu3aluu

~3KCIIEPpTHU3a ICHHOCTU JOKYMCHTOB

~00ecIieueHue COXpPaHHOCTHU ,I[OKYMGHTOB}

KommiexroBanue apxXuBa BKIIIOYACT

{NOHpeHeHCHI/IC HCTOYHHUKOB KOMIIJICKTOBAHUA apXHBa
~OMNPCACIICHUEC COCTaBa JOKYMCHTOB, ITOJJICKAIIIUX TPUEMY B apXUB
~Opra"nu3anusa nepeaadn J0KyMEeHTOB B apXUB

=BCC Hepqu/ICHeHHOC}

OCHOBHBIMH UCTOYHUKAMH KOMIUICKTOBAHHS apXUBa OPTaHU3AIUH SIBIISIOTCS
{~CTpYyKTypHBIC TIOJIpA3/ICIICHUS] OPTaHU3AIHN

~TI0JIBEZIOMCTBCHHBIC OPTaHU3aIHH

~(puU3nYecKue Juma

=BC€ MMePEUNCICHHOE }



CI/ICTeMaTI/BI/IpOBaHHBII\/JI MEpCUCHDb HanMCHOBaHUI ACJI, 3aBOAVMBIX B JACJIIOIIPOU3BOJACTBC
OpraHu3aIiy, C yKa3aHHeM CPOKOB MX XpaHEHHsI, IO YCTAaHOBICHHOH (Gopme
{=HoMeHKIaTypa aen

~CIIUCOK /1T

~peecTp nen}

['pynmupoBKa UCTIOTHEHHBIX TJOKYMEHTOB B JieJia B COOTBETCTBUU C HOMEHKJIATYPOH e
{=hopmuposanue nen

~KOMILJICKTOBaHHE JIEIT

~COCTaBJICHUE JIEJ }

[TonHOE 0opmIteHHE A€ PpeaycMaTpUBACT

{~TMoAIMMBKY MM NIeperIeT AeNa; HyMepalHio JUCTOB Jeia
~COCTABJICHNE JINCTa-3aBEPUTEIS

~COCTAaBJIEHUE, B HEOOXOIUMBIX CIIy4asX, BHyTPEHHEHN ONHUCH JOKYMEHTOB
~BHECEHUE HEOOXOAUMbIX YTOUYHEHUH B PEKBU3UTHI OOJIOKKH Aesa

=BC€ [1ePEUNCICHHOE }

CucteMa MepoNpUATHIA, BKIIOYAIOIIAs PALMOHATIBHOE pa3MeIleHHe JOKYMEHTOB, KOHTPOJIb 3a UX
NBUKEHHEM U (PU3MUYECKUM COCTOSTHUEM, KOTIMPOBaHUE JOKYMEHTOB C LEIbI0 CO3/IaHUsI CTPAXOBOTO
¢donma u $hoHa NOIH30BaHUS, BOCCTAHOBIIEHUE (pECTaBpallis) NEPBOHAYATIBHBIX HIIN OJTU3KUX K
IEpBOHAYAJIbHBIM CBOWCTB M BHENTHUX IMPHU3HAKOB JOKYMCHTOB, MOABCPTHINXCA ITOBPCKIACHUTIO NI
paspyLIEeHUIO

{=opranuzanus XxpaHeHHsI JOKYMEHTOB

~KOMIUIEKTOBAHUE apXUBa OPraHU3al1H

~3IKCIEPTHU3a LIEHHOCTH IOKYMEHTOB }

K nmomernienusiM 0CHOBHOTO Ha3HAUYEHUsI apXUBA OTHOCSTCS

{~XpaHunuina anas XpaHeHHs TOKyMEHTOB

~TIOMEILIEHUS JIs TPHUEeMa, BpEMEHHOTO Pa3MeIlleHus], aKKJIMMaTH3aIiH IOKyMEHTOB U
BCIIOMOTATEJbHBIX PA0OT C HUMU

~TIOMEILIEHHUS JIs1 UCIIOJIb30BaHUS JOKYMEHTOB (UUTAIbHBIN 3aJ1, y4aCTOK BBIJIA4H, Y4ACTOK
Y4ETHO-UH(POPMAIIMOHHBIX U IIOUCKOBBIX CUCTEM)

~paboure KOMHAThl COTPYTHUKOB apX1Ba

=BC€ [ePEUNCIICHHOE }

B 1iensx coxpaHHOCTH JIOKyMEHTOB apXuBa COOJOIaeTCsI
{~CBETOBOM pexKUM

~TEMIIePATYPHO-BIKHOCTHBIN PEKUM
~CaHUTAPHO-TUTUEHUYECKUHN PEKUM

~OXPaHHBIA PEKUM

=BCe MepPEeUnCICHHOE }

Opranam cyia v IpOKypaTyphl Jieia BeIIAIOTCS

{=no mpekpaiieHus aena Wik BEIHECEHUS CyIeOHOTO PEIICHUs
~CPOKOM Ha TOJro1a

~CPOKOM Ha OJIUH ToJ1}

Bcst cOBOKYITHOCTB IOKYMEHTOB, 00pa3yIOIIUXCs B ACATEILHOCTH OPraHU3aINH — 3TO
{=noxymeHTanbHBINA (HOH]

~IOKYMEHTAIbHBIN KalnuTal

~IOKYMEHTAJIbHBIN pecypc}



JIOKyMeHTBI, 00pa3yroImuecs B 1ATeIbHOCTH OpPraHu3allny, 0 CPOKaM XpaHEHUS MOAPA3ICISIOTCS
Ha

{~IOKyMEHTBI BpEMEHHOT'0 cpoka XpaHeHHUs (10 10 JIeT BKIIOUNTENBHO)

~IOKYMEHTBI JI0JIFOBPEMEHHOI0 CpoKa XxpaHeHus (cBbiuie 10 ner)

~JOKYMEHTBI IOCTOSIHHOTO (BEYHOT'0) XpaHEHUs

=BC€ [1EPEUNCIICHHOE }

DTOT apXMUBHBIN (POHI, COCTOSMINI U3 TOKYMEHTOB, 00Pa30BABIIUXCS B MPOLIECCE KU3HU U
JeSITEIbHOCTH OT/AEIBHOTO JIUIa, CEMbHU, POJIa U PUHATHIX HA XpaHEHHUE B apXUB OpraHU3aluy,
Ha3bIBaETCS

{=apxuBHBIN (HOH JIUIYHOTO TTPOUCXOKICHUS

~apXUBHBII (OH] OpraHu3aluu

~00bEJMHEHHBIN apXUBHBIA HOH/ |

JIOKyMEHTBI OPraHOB 3aKOHOIATEIbHON U UCTIOJHUTENBHON rOCYJapCTBEHHOM BJIACTH,
MPOKypaTypsl U cynoB PD, cyobekToB PO, opraHoB MECTHOrO caMOYIIPABIIEHUSI COCTABIISAIOT
{=camocTosTenbHbIE apXUBHBIE (POHIBI

~CIeHaJIbHbIE apXUBHBIE (DOH/IBI

~CEKPETHbIE apXUBHBIE (POHIBI }

Ormpenenenre UX KOJIMYECTBA M COCTAaBa B YCTAHOBJICHHBIX €AMHUIIAX YUeTa U (PUKCAIIUS
(peructparus) TPUHAISKHOCTH KXKI0W €TUHUIIBI YIeTa K OTIPEIeTICHHOMY KOMIUIEKCY U 00111ero
UX KOJIMYECTBA B YUETHBIX TOKYMEHTAX

{=yder JOKYMEHTOB B apXHUBE OpraHu3aluu

~OpraHu3anus XpaHeHus: TOKyMEHTOB

~KOMILJIEKTOBaHHE apXHUBa OpraHU3aI1H }

O6o3HaueHne, HAHOCUMOE Ha KOKIYIO SAMHUITY XpaHEHUS C 11EIbI0 00€CTICUCHHS €€ yueTa 1
UJeHTU(DUKAITIN

{=apxuBHbI! TUDP

~apXUBHBIN KO

~apXUBHBIN KITHOY }

OCHOBHBIMH €IMHUIIAMU y4YeTa JOKYMEHTOB HE3aBUCUMO OT BHJIa HOCUTEJS, CII0CO0a U TEXHUKHU
3aKperyieHUs] THPOPMAIUH SIBIISIOTCS

{~apxuBHBII1 POHI, apXUBHAS] KOJUIEKIIHUS

~EIMHUIIA XPaHEHUS

=BC€ MePEUNCICHHOE }

duznyeckn 060co0ICHHBIE TOKYMEHT UIIM COBOKYITHOCTh JOKYMEHTOB, HMEIOIIUE
CaMOCTOSTEIbHOE 3HAYCHUE

{=enuHMIIa XpaHEHUS

~CTPYKTYpHas €JMHUIA

~00BEKT XpaHEeHHUS |

Komruieke B3auMOCBSI3aHHBIX YUETHBIX JOKYMEHTOB M 0a3 IaHHBIX, OTPAKAIOIINX KOJIMYECTBO U
COCTaB JIOKyMEHTOB apXHBa OPraHU3allui U UX U3MEHEHUs, COCTaBHAs 4aCThb CUCTEMBI
roCyJapCTBEHHOTO y4eTa JOKyMEeHTOB ApXuBHOro ¢oHga PO

{=cucrema y4eTHBIX JOKyMEHTOB apXHBa

~CTPYKTypa YYETHBIX JOKyMEHTOB apXHBa

~CX€Ma Y4eTHBIX JOKYMEHTOB apXHBa }



Yuernsie 6a3bl gannbix (b/1) Beqyrcs st

{~cocraBiieHUs B aBTOMaTHU3WPOBAHHOM PEXHUME JOKYMEHTOB IIEHTPAJIM30BAHHOTO YUeTa
MOJrOTOBKH B aBTOMATHU3WPOBAHHOM PEXUME PA3IMUYHOIO POJia CTATUCTUYECKUX CBEICHUM,
AHAJIMTHYECKUX TaOJIMI], B TOM YUCJIC O AUHAMUKE U3MEHEHHUI 00beMa, COCTaBa U COCTOSHUS
ApPXMBHBIX JIOKYMEHTOB

~OIEPATUBHOTO MPEICTABJICHHS CBEACHUI O HAJTMYMH B aQpXUBE JOKYMEHTOB 3a OTIPEICTICHHBII
OTPE30K BPEMEHU

=BC€ [1EPEUNCIICHHOE }

CrpykTyprupoBaHHasi COBOKYITHOCTb 3JIEMEHTOB ONMCAHUM IOKyMEHTOB (BTOPUYHOM TOKYyMEHTHOM
nH(pOopMaln), TPEACTABICHHBIX B PA3JIMYHBIX BUIaX ApPXUBHBIX CIIPAaBOUYHUKOB, 0a3axX JaHHBIX,
MpeHa3HaYeHHBIX JUISl IOMCKa JOKYMEHTOB U JOKYMEHTHOM HHpopManuu
{=HayuHO-CpaBOYHBI} anmapaT

~Kartajor

~peecTp}

ApXWBHBIE CIIPABOYHHUKH OPTaHU3AIINH JICISATCS HA THITHI 110 WX [IEJIEBOMY Ha3HAYCHHIO
{~onuce

~KaTaJior

~yKazaTelb

~0030p

=BC€ MEePEUNCICHHOE }

ApXUMBHBIN CIPAaBOYHHK, IPEIHASHAYCHHBIH TSI PACKPBITHS COCTaBa M COJICPIKAHHS IHMHHUI]
XpaHEHUs1, CIMHHUIL y4eTa, 3aKPEIJICHHUS X CUCTeMaTH3alluy BHYTpY (QOHA U UX ydeTa
{=omuck

~KaTaJioT

~yKa3areb

~0030p}

Mex(hoHIOBBIN apXUBHBIH CIIPABOYHUK, B KOTOPOM HH(POPMAIIUS O COJCPKAHUU JIOKYMEHTOB
apXuBa CrPYIIUPOBaHa MO MpeaMeTaM (TeMam, OTPacisiM), PACIOJIOKESHHBIM B COOTBETCTBUH C
MPHUHATON JJIs1 TAaHHOTO KaTajiora CXeMOH KJIacCH(PHUKAIUU JOKYMEHTHON HH()OpMAITHH
{~omnuck

=KaTaJior

~yKa3areJb

~0030p}

ApXUBHBIN CIIPABOYHHK, PEACTABIAIONINN cOO0H an(aBUTHBIN, CHCTEMATHUCCKUN HITH
COCTaBJICHHBIH 10 KAKOMY-THOO0 APYromMy MpU3HaKy NepeucHb Ha3BaHHii (HAUMEHOBaHHIA)
MPEMETOB, YIIOMUHACMBIX B apXUBHBIX JIOKYMEHTAX, C YKa3aHUEM HMX MTOMCKOBBIX JJAHHBIX
{~omuck

~KaTaJioT

=yKa3aTellb

~0030p}

ApXUMBHBIN CIPABOYHHK, BKIIOYAIONIHI CHCTEMAaTU3UPOBAHHbBIC CBEJICHUS O COCTaBE U COJICPKAHUU
OTJENIbHBIX KOMIUIEKCOB IOKYMEHTOB

{~omuck

~KaTaJioT

~yKa3areJb



=0030p}

[Tpumenenne nHGOPMALIUU ApPXUBHBIX TOKYMEHTOB B KyJIbTYPHBIX, HAYYHBIX, TOJIMTHYECKUX,
SKOHOMMUECKHUX LIEAX U )i 00ecreueHNs 3aKOHHBIX IIPaB U UHTEPECOB I'Pax1aH
{=ncnonb3oBaHNE apXUBHBIX JOKYMEHTOB

~OPraHHU3alUs XPaHEHHsI IOKYMEHTOB

~KOMILJIEKTOBAaHUE apX1Ba OpraHU3aLUU |

JIOKyMEHT, CoAep Kaliid apXUBHYIO HH()OPMAITUIO O IPEMETE 3aIpoca, C yKa3aHHEM ITOUCKOBBIX
JAHHBIX TOKYMEHTOB, HA OCHOBAHUU KOTOPBIX OHA COCTaBJIEHA

{=ApxuBHas cripaBKa

~ApXHBHas KOIUSA

~ApXuBHas BBIITUCKA}

JIOKyMEHT, BOCIIPOU3BOIALINI TEKCT UM U300paKEHNE apXUBHOTO JJOKYMEHTA, C YKa3aHUEM €ro
MTOMCKOBBIX JJAHHBIX

{~ApxuBHas clipaBKa

=ApXUBHas KOIUs

~ApXuBHas BBIITUCKA}

JIOKyMEHT, TOCJIIOBHO BOCIIPOM3BOISIINIA YaCTh TEKCTA aApXUBHOTO IOKYMEHTA, OTHOCSIIIYIOCS K
OTIpeIeIEHHOMY BOTIPOCY, (PaKTy WM JIUIY, C YKa3aHHUEM IMOMCKOBBIX JJAHHBIX JOKYMEHTa
{~ApxuBHas cIipaBKa

~ApXuBHas KOTIUS

=ApXUBHas BBINKCKA}

Cpok XpaHEeHHsI apXUBHBIX TOKYMEHTOB (heZiepaibHBIX OPraHOB rOCY/IapCTBEHHOM BIIACTH, a TaKXKe
apXMUBHBIX TOKYMEHTOB [ 'eHepanbHOM npokypaTypsl Poccuiickoit denepanyu, opraHoB
rocylapcTBEHHOMU BJIACTU U MPOKYpaTyp peciyOanK, OTPACcIeBbIX aKaJleMul, rOCyAapCTBEHHBIX
00BeAMHEHUH, YUpEXKACHUN, OpraHu3aliil U NpeaAnpusaTHil peaepaabHOro U PecIyoIuKaHCKOTro
MOAYMHEHUS

{=15 ner

~10 ner

~5 ner}

Cpok xpaHeHHUs 3aMKCceil aKTOB TPaXKIAHCKOTO COCTOSIHUSL, TOKYMEHTHI [0 INYHOMY COCTaBY,
3anucel HOTaApUAIbHBIX ACUCTBUM U CyIeOHBIX Jell, OIX035CTBEHHBIX KHUT

{=75 ner

~50 ner

~25 ner}

Cpok XpaHeHHs apXUBHBIX TOKYMEHTOB OPraHOB TOCYJapCTBEHHOM BIACTH U MMPOKYPATyp Kpaes,
obmacteii, TOpoJI0B (eiepaabHOT0 3HAUEeHHU s, aBTOHOMHBIX 00JIacTell, aBTOHOMHBIX OKPYTOB,
MIPOKYpPATyp, TOCYIaPCTBEHHBIX YUPEKICHUHN, OpraHu3alnii U IpeAnpusTuii KpaeBoro u
00JaCTHOTO TIOTYMHEHHUS, TIOTIMHEHNS aBTOHOMHOM 00JIaCTH M OKPYKHOTO TMOJUYNHEHUS

{~15 ner

=10 ner

~5 et}

B nonoxenue 00 APXUBEC BKIIHOYAKOTCA pa3aCiibl
{NOCHOBHLIC IIOJIOXKCHHUA
~COCTaB JOKYMCHTOB apXuBa



~3a7aul ¥ (PyHKIUK apXUBa
~TpaBa apxXuBa

~OpraHu3anus paboTbl apxXuBa
=BC€ NIEPEUHCIICHHOE |

B apxuBe cocraBustoTcs
{~ronoBoi 1maa" paboThI
~TUTaH-Tpa(uK MpreMa e B apXuB
=BC€ [1EPEUNCIICHHOE }

ApXuBOM 1O UTOraM pabOThl COCTABISETCS

{~0T4eT 0 BBINOJHEHUH I'0JI0BOTO IJIaHA

~0TYET IIaHOB-TPapUKOB

~OTYET O BHITIOJTHEHUH MEPOTIPUSATHI, HE BKIFOUEHHBIX B TOI0BOM TUTaH
=BC€ [1ePEUNCIICHHOE }

ApXI/IB JJId TIPUBJICYCHUA BH€6I-OI[)K€THI>IX CpCaAcCTB B YCTAHOBJICHHOM HOPSAAKE
BBITIOJIHATH IINIATHBIC pa6OTBI " yCIYyTHu

{=umeer npaBo

~HE UMEET IpaBa}

[Ipu npueme-nepenaye aei1 HEOOXOAUMO MTPOBEPUTH HAJTMUKE U COCTOSTHHE
{~IO0KyMEHTOB apxuBa, B TOM YHCJ€ 0CO00 LIEHHBIX JIe] U CTPAXOBBIX KOMHM 0CO00 1IEHHBIX
JOKYMEHTOB
~Y4eTHBIX TOKYMEHTOB U CIIPAaBOYHOTO ammnapara K JOKyMeHTaM (TacrnopTa apXuBa, ONucel el u
3aMEHSIIOIINX UX HOMEHKIIATYp J1eJ1, TUCTOB (POHIO0B U KapTouek (POHI0B, KHUT TOCTYIICHHUH U
BBIOBITHS IOKYMEHTOB, CITPAaBOYHBIX KAPTOUEK)
~TeUaTed U MITAaMIOB apxXuBa (TIPH MX HAJTUIHH )
~TMIPOTUBOMOKAPHOTO U OXPAHHOTO 000pyIOBaHUS
~YCIIOBUS XpaHEHUs IOKYMEHTOB
=BC€ [ePEUNCICHHOE }
4.4. Kpurepumn oueHuBaHUS

OcHOBOM JuI OmpeneieHus] YpOBHS 3HAHHM, YMEHUH, HAaBBIKOB SIBIIIOTCS KPUTEPUH
OLICHUBAHMs — TIOJHOTAa W IPABHJIBHOCTh: IPABHIIbHBIM, TOYHBIA OTBET; IPABHJIBHBIM, HO
HEIOJIHBIM MM HETOYHBIM OTBET; HEMPABHIIbHBIM OTBET; HET OTBETA.

[Ipu BBICTaBIEHMHM OTMETOK HEOOXOJMMO YYMTHIBATh KiIacCHU(UKAIUU ONIMOOK M HX
KauyecTBO: TPyOble OIMOKHU; OTHOTHUITHBIE OIIMOKH; HErpyOble OITNOKH; HETOUETHI.

VYCHemHocTs OCBOCHHSI OOYYArOMIMMHCS TEM IUCIUIUIMHBI OMPEIeNseTcsl KaueCTBOM
OCBOCHHMS 3HAHWI, yMEHUH M TPAKTHUECKUX HABBIKOB, OIIEHKA BBICTABIACTCS IO
MATHOAIIIPHON cHUCTEME: «5» — OTIMYHO, «4» — XOpomo, «3» — YAOBIETBOPUTENBHO, «2» —
HEYJIOBJIETBOPUTEIHHO.

Kpurepun oneHuBaHHMsl CaMOCTOATEJBbHOH PadOTHI: YpOBEHb OCBOEHHUS CTYJIEHTOM
y4eOHOTO MaTepualia; MOJHOTA U TTyOrHa o0I1eyuyeOHbIX MpeICTaBIeHUH, 3HaHUI U YMEHUH 110
U3yyaeMoi TeMe, K KOTOpOW OTHOCUTCS JaHHas caMOCTOsITeNbHas paboTa; cOpMUPOBAHHOCTD
OOIIEKYIBTYPHBIX, O0OLIENPO(YEeCCHOHANBHBIX M NPOQPECCHOHANBHBIX KOMIETEHIMNA (yMEeHHe
IIPUMEHSTH TEOPETUUYECKUE 3HAHUSI HAa IIPAKTHKE. ).

BBIMIOJTHEH TEMAaTHYECKUH KOHCIEKT, IpPaBHJIBHO pELICHbl 3aJaud U  BBINOJHEHbI



YIIPpA)KHCHUSA, JaHbl TOUYHBIC OTBCTHI HA TCCTOBBIC 3aJaHUA (CCJ'II/I I/IMCIOTCSI) — «GadYTCHO».
HE BBIIOJHEH TEMaTHUYCCKHI KOHCIICKT, HC NPAaBUJIbHO PCHICHBI 3aa4d KW BbIIIOJHCHLI
YIIpA)KHCHUSA, JaHbl HC TOYHBIC OTBCTHI HA TCCTOBBIC 3aJaHHUA (CCJII/I I/IMeIOTCSI) — «HC 3a4TCHO».

Kputepuu onieHnBaHus NpakTUUECKON pabOThI

OuenuBaeTtcst padoTa 1o NATHOATEHON CUCTEME.

Onenka «5»; paboTa BBIIIOJIHEHA IOJHOCTBIO U MPaBUIIbHO;

Onenka «4»: paboTa BBIMOJHEHA MPABWIBHO C YY4eTOM 2-3 HECYIIECTBEHHBIX OIIMOOK,
WCIPABJICHHBIX CAMOCTOSTEIFHO TI0 TPEOOBAHHIO MTPETIOAABATEIIS.

Onenka «3»: paboTa BBINOJHEHA NPAaBUJIBHO HE MEHEE YeM Ha IOJIOBUHY WJIM JAOIYIIEHa
CYIIIECTBEHHAs OIINOKA.

Ornenka «2»: nomymieHsl 1Be (1 60Jee) CyIecTBEHHbIE ONMOKU B X0J1e pabOThI, KOTOPHIE
CTY/ICHT HE MOJKET UCIIPABUTH JIaXKe MO TPEOOBAHMIO MTPETIOIaBATEIIS.

Orenka «1»: paboTa He BBITIOJTHEHA.

Kputepuii onennBanusi recrupoBanusi B cucreme «Moodle»

KoauduecTBo OamioB OTtMeTKa 1o 5-TH Oa/ILHOM IIIKajIe
23 - 25 GannoB 5
20 — 22 6annos 4
13 — 19 Gama 3
12 GanyioB u MeHee 2
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