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Merouueckue ykasauus 1o BBIONHEHHIO IPAKTHYECKHX U TaGOPaTOPHBIX paboT paszpaboTaHbl Ha
ocHoBe paGoueii porpammsbl [TM.02 Opraum3atisi apXMBHOM 1 CIIPABOYHO-HH(OPMALHOHHOI paboTel
10 noxymentam opranusauuu, MJIK.02.04 Obecneuenne cOXpaHHOCTH JI0KYMEHTOB.

Coznepxanvie mpakTHYecKuX H J1a00OpaTopHBIX paboT OPHEHTHPOBAHO Ha (opmupoBatue 00X K
NPOGECCHOHATBHBIX  KOMIIETCHIMI [10 MporpaMMe IOATOTOBKH CIENHATHCTOB CpPEIHEr0 3BEHa 110
cnenmanbHocTH 46.02.01 JlokymeHTanuoHHOE 0Gecieyenue yIpaBIeH s H apXHBOBEICHHE
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HHOACHUTEJBbHAA 3AIIUCKA

ConeprxaHue MpakTHYECKUX pabOT HANpaBiIeHO Ha peanu3anuio depepanbHbIX TOCYAaPCTBEHHBIX
TpeOOBaHUN K MHHHUMYMY COJEpP>KaHUS U YPOBHIO MOJTOTOBKHU BBHIMYCKHHKOB CPEIHUX CIIELHaTbHBIX
yueOHBIX 3aBEICHUI U COCTaBICHO Ha ocHOBe paboueil mporpammel [IM 02 «Opranuzanus apxuBHOU U
CIPaBOYHO-MH(GOPMAITMOHHOMN padOTHI IO TOKYMEHTaM OpraHU3aluu» M0 IPOrpaMMe IMOArOTOBKHU CIielHa-
JIFCTOB CPEHEr0 3BeHa 10 crieruanbHOCTH 46.02.01 JlokyMeHTarMoHHOEe 00ecrieueHre yIpaBlIeHUs U ap-
XUBOBEJICHUE.

OcHoBHasl 1IeJIb IPAKTHYECKUX PabOT — 3aKpeIyICHHE 3HaHUH, TTOMyYEHHBIX BO BpEMsl T€OpeTHYC-
CKHUX 3aHATHI, MpHOOpeTeHne HeOOXOAUMBIX MPAKTUUECKUX YMEHUN U HABBIKOB.

[TpakTrdeckune pabOThI MPOBOATCS TOCIE U3YyUYEHUS] COOTBETCTBYIOIICH TEMBI, KOTOpasi obecre-
YUBACT HAJIMYKUE 3HAHUN, HEOOXOAUMBIX ISl BHITTOJHEHUS IPAKTUUECKOM pabOTHI.

Brinonnenue cTyieHTaMu MpakTUYECKUX 3a/1aHUM HAMPABIICHO Ha PEIICHUE CISAYIOIIMX 3a/1ay:

* 0000111eHIE, CUCTEMATU3AIIHIO, YIITYOJIeHnEe U 3aKpEeIUIeHUE MOTYyYEHHBIX TEOPETUUECKUX 3HAHUI
10 KOHKpETHBIM TeMaM [IM;

* opmupoBaHUE YMEHUI MPUMEHSAThH OJTyYeHHbIC 3HAHUS HA MPAKTUKE;

* Pa3BUTHEC UHTCIUICKTYATbHBIX YMEHUH Y OYIyIIUX CIICIIUATHCTOB;

* BBIpaOOTKa MPH PEIICHUH MTOCTABJICHHBIX 3a/1a4 TaKUX MPOo(hecCHOHATbHO 3HAYMMbIX Ka4eCTB, KaKk
CaMOCTOATEIbHOCTh, OTBETCTBEHHOCTh, TOUHOCTh, TBOPUYECKAS MHUITUATHBA.

[Tocne nzyuenus MJIK 02.04 OGecnieueHre COXpaHHOCTH TOKYMEHTOB CTYI€HThI JOJKHBI:

umemsb NPAKmuUeCKuil Onvlim:

- OpraHu3alyy apXUBHOU U CIPABOYHO-UHGOPMAIIMOHHOMN paboOThHI O JOKyMEHTaM OpraHu3alliu;
ymems:

- OPraHU30BBIBATh JAEATEILHOCTh APXUBA C YUETOM CTaTyca U Mpoduiis opraHu3aiuu;

- paboTtarp B cUCTEMax 3JIEKTPOHHOI'O JOKYMEHTO000POTa;

- UCIIOJIb30BaTh B JACATEIIbHOCTU ApXHUBA COBPEMEHHBIE KOMIIBIOTEPHBIE TEXHOJIOTUH;

- IPUMEHATH COBPEMEHHbBIE METOJMKH KOHCEPBAIIMU M PECTABPAIIUU APXUBHBIX JOKYMEHTOB;
3Hamy:

- CUCTEMY apXHUBHOTO ymnpanieHus B Poccuiickoit denepanuu u opranu3anuio ApXuBHOTo (oHa
Poccuiickonn denepanuu;

- CUCTEMY XpaHEeHUs U 00pabOTKU TOKYMEHTOB.

[IpakTuueckue 3aHATHs HaMpaBiIeHb Ha (pOopMHUpOBaHUE OOIIMX U MPOPECCHOHATBHBIX KOMIIETEH-
107078

OK 1. [Torumarhp CynHoOCTh M COLMAIBHYIO0 3HAYMMOCTh CBOEH Oymymieit mpodeccuu, MposBIATh K
HEW yCTOWYMBBIA MHTEPEC.

OK 2. Oprann3oBsIBaTh COOCTBEHHYIO JESATEIBHOCTD, BEIOUPATh TUMIOBBIE METOABI M CIIOCOOBI BBI-
MOJTHEHUS TPO(PECCHOHATBHBIX 3a/1a4, OIICHUBATh WX 3P(HEKTUBHOCTH M KAYECTBO.

OK 3. IlpuHumaTh pelieHus: B CTaHJAPTHBIX U HECTAHJAPTHBIX CUTYAlMSIX U HECTH 32 HUX OTBET-
CTBEHHOCT.

OK 4. OcymecTBisTh MOUCK M WCIOJIb30BaHNE HH(POPMAINH, HEOOX0auMOU I 3PHEeKTUBHOTO
BBITIOJTHEHUS TIPO(ECCHOHATBHBIX 3a/1a4, TPO(PECCHOHATIBHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBaTh WH(DOPMAMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTHH B MPOQECCHOHATHHON
NeSITEIbHOCTH.

OK 6. Paborats B KOIJIEKTHBE U KOMaHe, d3PPEKTUBHO OOIIATHCA C KOJUIETAaMH, PYKOBOJCTBOM,
MOTPEOUTENSIMHU.

OK 7. bparb Ha ce0si OTBETCTBEHHOCTh 33 Pa0OTy YICHOB KOMaHbI (IOJYHMHEHHBIX), PE3yJIbTaT
BBIITOJTHEHUS 3aJaHUH.

OK 8. CamMOCTOSTENbHO ONPEENITh 3aa4i ITPOo(EeCCHOHATBLHOTO U TUYHOCTHOTO Pa3BUTHS, 3aHU-
MaTbCsl CaMO00Opa30BaHNEM, OCO3HAHHO TUIAHUPOBATH MOBBINICHUE KBATHU(UKAIIIH.

OK 9. OpueHTupoBaThCs B YCIOBUAX YaCTOH CMEHBI TEXHOJOTHH B MPOGECCHOHATBHON JesSTENb-
HOCTH.



[IK 2.1. OcymecTBIsSTh 3KCEPTU3Y IIEHHOCTU JOKYMEHTOB B COOTBETCTBUU C JICMUCTBYIOIIMMU 3a-
KOHO/IaTeIbHBIMU aKTaMU U HOPMATHBAMH.

IIK 2.2. Bectu paboTy B cucCTeMax 3JEKTPOHHOTO JJOKYMEHTO000pOTa.

1K 2.3. Pa3pabateiBaTh U BECTH KiacCU(UKATOPHI, TAOCNN U APYTHE CIIPABOYHUKHU MO JOKYMEHTaM
OpraHu3aLMH.

IIK 2.4. OGecnieunBaTh IpUEM U PALMOHAIBLHOE PAa3MEILEHUE TOKYMEHTOB B apXHUBE (B TOM 4HCIIE
JOKYMEHTOB I10 JINYHOMY COCTaBY).

IIK 2.5. ObecrieunBaTh y4eT U COXPAHHOCTh IOKYMEHTOB B apXUBE.

IIK 2.6. OpraHu3oBbIBaTh HCIOJIb30BAHUE APXMBHBIX JOKYMEHTOB B HAy4HbIX, CIIPABOYHBIX MU
MIPaKTUYECKUX LIEIISAX.

IIK 2.7. OcymiecTBIATh OpraHu3aldOHHO-METOAMYECKOE PYKOBOJICTBO M KOHTPOJIb 32 paboToi ap-
XMBa OPraHU3allvy U 33 OpraHu3aluel JOKYMEHTOB B JI€JIONIPOU3BOJICTBE.

IIpakTuyeckas paboTa 3aIIMIIAETCS CTYAEHTOM WHJIUBHUIYaJbHO IIOCIE BBIIOJIHEHHS SKCIIEPUMEH-
TaJIbHO-TIPAKTHUECKON YacTH B MOJIHOM o0beMe. B mporiecce 3amuThl CTyIeHT JOJDKEH:

- IPOJEMOHCTPUPOBATH 3HAHHE METOJUKH BBIIOJIHEHUs paboThl U 000PYA0BaHMS, UCIIOIb3YEMOI0
B paborte;

- YMeTb MHTEpPIIPETUPOBATH [10JIyUYE€HHBIE B IIPOLIECCE BBITOJHEHHs pa0OThI pe3yJIbTaThl.

OneHka npakTUYECKUX padorT.

OreHka 3a BBIIOJHEHHUE NPAKTHUECKUX PA0OT BBICTABISAETCA MO MATUOAIBHOM CUCTEME COTIacHO
HOpPMaM OLIEHKH MMCbMEHHBIX PabOT U YUUTHIBAETCS KaK IOKa3aTesb TEKYIIEeH yCIIeBaeMOCTH CTYACHTA.

3ayeT CTaBUTCS MPH YCIOBUU MOJOKUTEIBHOM OLIEHKU MpaKTU4ecKoi padotel. Eciu paboTa BbI-

MIOJTHEHA HEYJIOBJIETBOPUTEIBHO, TO JOJDKHA OBITH paboTa HaJ OIIMOKAMH MO KaXI0MY 33JaHUIO.

[Tpy BBINOJIHEHUHU MPAKTHUYECKUX PAaOOT MO AUCUUIUIMHE CTYJCHTHI JOJDKHBI BJIaJETh HOPMATUB-
HO-METOAMYECKON JOKyMEHTAIe B CBOEH Mpo(ecCHOHAIBHOW NesTeTbHOCTH, BIAIETh TEXHOJIOTHUEH
0TOOpa, XpaHEeHUs ¥ UCIOJIb30BAHUS JOKYMEHTOB apXHBa.

Kpurtepun onenkn

Ounenka "0TJMYHO" BBICTABISAETCS CTYJEHTY, €CJIM OH IIIyOOKO M IPOYHO YCBOMJI IPOrPaMMHBIH
MaTepual, UCUEePIIbIBAIOLIE, [TOCIEA0BATEIbHO, YETKO U JIOTUYECKU CTPOMHO €ro M3j1araer, yMeeT TECHO
YBSI3bIBATh TEOPHUIO C MPAKTHKON, CBOOOTHO CIIpaBiIsieTCs C 3ajayaMM, BOIIPOCAMH M JPYTMMHU BHJIAMH
MIPUMEHEHUSI 3HAaHUH, IPUYEM HE 3aTPyAHSETCS C OTBETOM IIPU BUIOM3MEHEHHMU 3aJaHUI, CIOJB3YET B
OTBETE MaTepHuaj MOHOrpadUYecKOl JTUTEpaTyphl, IPaBUIbHO OOOCHOBBIBACT NMPHUHITOE pEIIeHUe, Bila-
JIeeT pa3HOCTOPOHHUMU HaBBbIKAMM U MPHEMAMHU BBIIIOJHEHUS MpakTHYecKuX 3aaad. OQopmileHHbIE J10-
KYMEHTBI COOTBETCTBYIOT HOPMAaTUBHBIM JOKYMEHTaM, IIpaBUJIaM U CTaHAapTaM.

Ounenka ''xopomo" BBICTaBISETCS CTYAEHTY, €CJIM OH TBEPJAO 3HAET MaTepuai, rpaMOTHO U IO
CYILIECTBY M3JIaracT €ro, He JOIYyCKas CYLIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOC, MPABUIIBHO
MIPUMEHSIET TEOPETUUECKHE MOJIOKEHUSI IIPU PELICHUH MPaKTHYECKUX BOIPOCOB U 3ajay, BilaJieeT HeoO-
XOAMMBIMH HaBbIKAMM U IIpUEMaMH UX BbIOJHEHUS. O(popMIIeHHBIE JOKYMEHTHI COOTBETCTBYIOT HOpMa-
THUBHBIM JIOKyMEHTaM, [IpaBUJIaM U CTaHJapTaM.

Onenka "yI0BJIeTBOPHUTEIBbHO' BBICTABIIETCA CTYIEHTY, €CIIM OH MMEET 3HaHMs TOJBKO OC-
HOBHOT'O MaTepHajia, HO HE YCBOMJI €ro JeTajlel, JOMyCKaeT HETOYHOCTH, HEIOCTATOYHO IPAaBUIIbHBIC
(bOopMYIHPOBKH, HAPYIICHUS JIOTHYECKOH MOCIIE0BAaTEIFHOCTH B U3JI0)KEHUH IPOTPaMMHOI0 MaTepuara,
WCIBITHIBACT 3aTPYAHEHUS MIPH BBIIIOJIHEHUH MPAKTUYECKUX paboT.

Onenka '""Hey10BJICTBOPHUTEJIBHO" BBICTABIISIETCA CTYJIEHTY, KOTOPbI HE 3HAET 3HAUUTEIbHOU
4acTU MPOTPaMMHOI0 MarepHalia, JOMYyCKaeT CYIIEeCTBEHHbIE OMIMOKH, HEYBEPEHHO, C OOJBIIMMHU 3a-
TPYAHEHUSMH BBITIOIHSET MpakTudeckre padoTel. OopMiieHHBIE JOKYMEHTBI HE COOTBETCTBYIOT HOpMa-
THUBHBIM JIOKYMEHTaM



ITPAKTHUYECKAS PABOTA Nel

OCHOBHbBIE H BCIOMOraTe/IbHbIE y‘léTHbIe AOKYMCEHTLI apXuBa

Ienb paGoThl: NpUMEHEHUE U COBEPIICHCTBOBAHNE 3HAHUN U YMEHUH, OIYUYEHHBIX IIPU U3YYEHUU TEO-
peTHYecKoro Marepuana, TeMsl «Opranuzanus yuéra JOKyMEHTOB B apXUBAX».

MarepunanbHoe obecrieyeHue:

- Y4yeOHO-MEeTOIUUECKOE TOCO0HE;

- YuebHO-MeToAnYecKas JTUTepaTypa;
- OOpa3Iiel TOKYMEHTOB apXUBa;

- KoHcnexThI nexnui

3aganue

1. U3yunTh NOpsIAOK 3aM0JIHEHHS U COCTABIICHUS OCHOBHBIX YUETHBIX JJOKYMEHTOB apXHBa,
2. N3yunTh npaBuiia o()OpMIICHHUS] BCTIOMOTATEIbHBIX YUYETHBIX JTOKYMEHTOB apXUBa
3. U3yuuts mpaBuiia opopMIICHUS JIEJI OpraHU3aiH P Niepeiade B TOCYIapCTBEHHbBIN apXUB

IMopsanok BbINOTHEHUS PAGOTHI
1. Ananu3 06pa3loB JOKYMEHTOB.
3. 3anosHeHHe KHUTU NOCTYIUICHHS M BBIOBITHS JieJl, criucka (OHIOB, JIUCTa (HOHMA, apXUBHBIX

ONMCEMN, BHYyTPEHHEH OIUCH, JINCTA-3aBEPUTEIIS 1ET1a

1.3anuch B xKypHan yuyéra NOCTYIUIEHUS A€l Ha TOCYAapCTBEHHOE XpaHEHUE

MKY «I'opoackoit apxus»

02-16
XXYPHAJI YUETA
I[NOCTVYIIUUIEHMA OEJI
HA TOCYJJAPCTBEHHOE XPAHEHUE
3A 2009 — roasl
Cpok XxpaHeHHUs:
ITocTostHHO
NPUEM JJOKYMEHTOB I1O IMUHOMY COCTABY 3a 1kBapTan 2009 roxa
No | Jlara | Ha3Ba- Ne onmu- | HasBanue ®oun- | I'ogsl 1o- Kou- CocrosHue Ne ponna | [Ipumeua-Hue
n/ mo- | Hue cu Ja Ky-MCHTOB | BO JIOKYMEHTOB
o | crym- | ydpe- nen
Ie- | KIeHus
HUS
1 2 3 4 5 6 7 8 9 10
1 | 03.03 | OAO«Bo 3 OAO«Boctokm | 1940-1992 | 469 Xoporr. OAD HUTOTO 3a
.2009 | crokme- €TaJTyprMOH- P-555 1 kB.469 nen
Tal- Tax-96» u ero
JIypr- MIPE/IICCTBCH-
MOHTaX- HHK
96y
MPUEM JJOKYMEHTOB IO IMUHOMY COCTABY 3a 2 kaptai 2009 roxa
1] 2 ] 3 | 4 ] 5 | 6 |7 ] 8 | 9 | 10

6



2| 29.04 | MY 1 MY «XKunkxom- | 1996-2006 249 Xopo. P-559
2009 | «OKUJI- MYHCEPBHCH
KOMMYVYH-
CEPBHUC»
3| 29.04 | TOO 586 Komekus no- | 1993-1997 7 Xoporir. P-507

.2009 | «CBAII» KyMEHTOB IO
JUYHOMY COCTa-
BY JIMKBUIMPO-
BAHHBIX y4dpe-
JKIEHUM, opra-
HU3alui C He-
TOCyIapCTBEH-
HOU opMoit
COOCTBEHHOCTH

2. CocTaBUTh aKT ONKCAHUS JOKYMEHTOB
MyHununanpsHoe Ka3¢HHOE yUpexKICHUE YTBEPXAIO
«['opojicko apxuB r. MarHUTOropcka Hupextop MKY «l"opoackoit apxuBy»
ropoaa Maruuroropcka
AKT O.M. I1aBnoBa
12.03.2018 r.

Ne 3

Omnucanue APXUBHBIX JOKYMCHTOB

Donx Ne P-577 MarHuToropckui CTeKoabHBIN 3aB0J U ero npasonpeeMHuk OAO «MACTY

ITo cocrosauro na 08.11.2012 B ponge No P- 577 1o y4ETHBIM JaHHBIM YUCIHIOCH_3 OMHCU
(ein), 687 eI.Xp., APXUBHBIX JIOKYMEHTOB ,_ 18658 JIUCTOB POCCHINH 32 1945-
2003 TOMBI.

11 paboThl osrydeHo 1o onucu Ne 4, NoS (fes1 1o IMYHOMY COCTaBY) €11.Xp.

HEOIMHMCaHHBIX 351 ¢a.xXp., APXUBHBIX JOKYMCHTOB, JINCTOB.

B PE3YIBbTATC OIMMCAHUA JOKYMCHTOB IMPOU3OILIN CIICAYIOINEC U3MCHCHUA!

(HauMeHOBaHUE PabOTHI)

- BBIJICJICHO HE MOJJIEKAIINX XPAHEHUIO 67 ea.xp. (IOKyMEHTOB, JI.11.)

- BO3BPAIIEHO COOCTBEHHUKY 67 ea.xp. (TOKyMEHTOB, JI.J1.)

- MepeaHo B HAYYHO — CIIPABOYHYIO0 OMOIHOTEKY - en.xp.

- nepeaano B apyrue GOoHIbl apXuBa - en.xp. (TOKyMEHTOB, JI.JI.)
- nepeaHo B IPYyTrHe apXUBbI - ea.Xxp. (IOKyMEHTOB, JI.11.)

- 00BEAMHEHO C IPYTUMH  €1.XP. - en.Xp.

- c(hopMHUPOBAHO U3 POCCHINH 124 en.Xp.

- chopMupoBaHo U3 APyTUx (HOHIOB - en.xp. (TOKyMEHTOB, JI.JI.)
- BKIIIOUEHA TIEPECOCTaBIEHHAs OMHCH - e.XP.

- cocTaBieHsl onucy: Ned men mo JIMYHOMY cOCTaBY (IIPHKa3bl, JUYHBEIE KapTOUuKM), Ne 5 men 1mo
JIMYHOMY COCTaBY (JIMIIEBBIE cueTa, TaOyIssrpaMmel). B pesynbpraTe dKCIEpTH3LI IIEHHOCTH JOKYMEHTOB
BbIJICJICHBI U3 o11. Ne 4, o.11. Ne5 nyOIieTHbIe 9K3eMILISIPhl JOKYMEHTOB B KOJUYECTBE 67 €11, Xp.

BHOBE coctaBiieHsl onuch (1) _4, NeS na 284 en.xp.

o om. Ne 4(mpukassl, J/KapTouku) 162 eq.xp., mo om. Ne5 (ji/cuera) — 122 en.xp.

ITo cocrostauro Ha 12.03. 2013 B (ponme Ne P-577

(mata 3aBepuieHus pabOThI)

YUCITATCS 5 ormucu (eit), 971 en.xp. 3a 1945-2003 roer




[IpoBenens! cienyromue BUAbl padoT : KCHEepTU3a IIEHHOCTH TOKYMEHTOB, HyMepanusd, mudpoBKa jien,
COCTABJICHHE OMHUCH
CocTaBiieHO 17151 IMEHHOT'O Karajiora 1 OMMCaHUN
JUISL CHCTEMATHYECKOI 0 KaTanora 1 onucaHui
K onucu (sm) nen GpoHa cocTaBiIeH CIPaBOYHBIN anmapar: IpeiucIoBHE,
JIUCT IEPEUMEHOBAHUM, TUTYJILHBIN JIUCT, YKA3aTEIIH.

PaGoty BeIONHMIN:
Ben. cienmanucr (moamuck) M.B.TI'opOyHoBa

Onucanug g bJI/kaTanora OpuHsiL:
I'nn. apxuBuct (moamuce) JL.B. Apanosa

JlokyMeHTHI (DOH/Ia ¥ CIIPABOYHBIN ammapar MpUHSLI

Xpanurenb GOHIOB (moamuce) I'.A.Bumnesckas
12.03.2013

W3meHeHus B y4éTHbIE JOKYMEHTHI BHECEHbI
I'n. xpanurens GoHI0B (moamucek) I'.A.BumneBckas
12.03.2013

COI'JTACOBAHO

[Iporokon 9K MKYVY «I'opoackoii apxus»
r. Marauroropcka

ot 29.01.2013 Ne

3. 3anoysHUTh JTUCT HOoHIA

JUCT ®OHJA
Kpaitaue nater kaxno- | HazBanue donna Kareropus
ro Ha3BaHus GoHJIA dhonma
02.03.29 - 11.01.36 Marnutoropckoe YIpasieHHE 110 CTPOUTEIBCTBY

MaFHI/ITOFOPCKOI‘O MCTAJLTYPrui4cCcKoro KOMOHHATA T. |

Marnautoropck Tpowurkoro okpyra ¥Ypanbsckoii ¢ 1934 -
YenstOMHCKOM 0071aCTH

1936 -10.10.92 MarHuToropcKuil MeTasurypruieckuii Komonnat MuHu-
CTepCTBa NPOMBIIIIIEHHOCTH PD
17.10.92 OAO «MarauToropckuii MeTaJUTyprudyecKiii KOMOMHATY
Hara nepBoro noctyn- | JlaTta mochUIKH KapTOYKU Mecronaxoxaenne GpoHma Ne ponna
neHust poHaa (hoHna BRIIIECTOSTIIEMY (Ha3BaHME roCyIapCTBEHHOTO
apXMBHOMY (OHIY apxuBa)
25.02.40 1940 ApxuBHbIil oTaen Marauro- P-102,01]
TOPCKOM TOpPOJICKON aJMHUHHU-
CTpaIyu
Hara [Noctymienue BriObITHE H £ 2
S




3amucu | akT KOJI-BO OcHOBaHUE Kon-Bo
Ne Hara En. np. (men, no- HazBanue Hara | En.
KYMEHTOB, JIUCTOB) | MOKymMeHTa bis)
(mer,
no-
Ky-
MEH-
TOB,
Id-
CTOB
)
[Toctynnenune BriObITHE Hanuuwue (octaTok)
en.xp. (mem)
§ Ton Hazsanue %\ OcHoBaHue o o o pouay
=) N omucuwm | B = = | man- B LIEJIOM
8 S amsotamm | & | E Hasea- | Ne | ]1 2 | noit
g = s & | rue no- ar | ~
s ol = o ¢ | onucu
= =4 m = | KyMCHTa a A
1 2 3 4 5 6 |7 8 19 J10111 12
1 2 3 4 5 6 |7 8 [9 |10 11 12
28.06.95 | | 1930- JInuneie 315 315 315
1932 KapTOYKH
pabounx
2 1929- To xe 804 8042 | 8357
1935 2
3 1930- To xe 58 58 8415
1934
4 1930- [Mpukazeru | 70 70 8487
1936 pacmopsi-
JKEHHS
5 1929- Horosopsr | 90 90 8343
1934
6 1923- JInuHblie 250 2500 | 1127
1930 nena 0
7 11929- Omnuce nen | 120 1200 | 26832
1965 IMOCTOSIH- 0
HOTO Xpa-
HEHMS
10.0197 |13 | 1977- [Mpukasbr 683 3560 | 31600
1980 JUPEKTOpA,
TEXHO-
POM-
¢bunIaH,
CMETBHI, OT-
YETEI, KOJI-
JIEKTUBHBIN
JIOTOBOP,
IITATHOE
pacmuca-
HHE

YYET
OIlu-
CAH-
HBIX
10-
KY-
MEH-
TOB



10.07.97 | 13 | 1981 To xe 176 3736 | 31800
25.12.98 | 13 | 1982 To xe 48 3784 | 30800
23.09.99 [ 13 | 1982- To xe 60 4183 | 32100
1983
09.08.00 | 13 | 1939- Hayuno- 237 237 33131
1949 TeXHUYe-
CKast JIOKY-
MEHTALUS

®dopMa npeaocTaBIeHHs pe3ybTaTa
OTuét 0 mpoaenanHoi padoTe.

Kpurtepuu ouenku
- Oneska "oTJIMYHO" BBICTABIISETCS CTYJEHTY, €CJIM OH INIyOOKO M MPOYHO YCBOMJI IPOTrpaMMHBINA Mate-
pHa, HCUEPIBIBAIONIE, TOCIEI0BATEIbHO, YETKO M JIOTUYECKH CTPOMHHO €ro M3JIaraeT, yMeeT TECHO YBS-
3bIBATh TEOPHIO C MPAKTHKOM, CBOOOIHO CIIPABISIETCS C 33JjadyaMHi, BOIIPOCAMHU M JIPYTUMH BUIaMH PH-
MEHEHHUS 3HAHW, IPHYEM HE 3aTPYIHICTCS C OTBETOM IPU BHIOW3MEHEHHH 33JaHUH, UCTIONB3YET B OT-
BETE MaTepraj MOHOTpaUUYeCKOil INTepaTypsl, NPaBUILHO 00OCHOBBIBAET IIPUHATOE PELICHUE, BIIA/ICCT
Pa3HOCTOPOHHUMH HABBIKAMH M TIPUEMaMH BBITIOJHEHUS IPAKTUYeCKUX 3a1a4. OpopMIIeHHBIE TOKyMEH-
TBI COOTBETCTBYIOT HOPMATHBHBIM JIOKYMEHTaM, TIpaBHjIaM M CTaHIapTaM.
- OueHka "Xopouo" BbICTaBIsETCS CTYAEHTY, €CJIM OH TBEPZO 3HAET MaTepUaj, FPaMOTHO U IO CYLIECTBY
U3J1araeT ero, He JIOMyCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOC, NMPABHIBHO MPUMEHSET
TEOPETUYECKHE TOJIOKECHHUS TPU PEIICHUH NPAKTUYECKUX BOIPOCOB M 33/ay, BIaJAEeT HEOOXOIUMBIMU
HaBBIKAMU U NpHEMaMH UX BbIOJHEHUsA. O(opMIIEHHbIE JOKYMEHTBI COOTBETCTBYIOT HOPMAaTHUBHBIM J0-
KyMEHTaM, MPaBHJIaM U CTaHapTaM.
- OueHka "yJJOBIETBOPUTENBHO" BBICTABISAETCS CTYIEHTY, €CIIM OH UMEEeT 3HAHHsI TOJIBKO OCHOBHOI'O Ma-
Tepuana, HO He YCBOWJI €ro JAeTallel, 0MmycKaeT HETOYHOCTH, HEIOCTaTOUHO NpaBUIIbHBEIE (POPMYIHPOB-
KU, HApyIICHUS JOrMYECKON MOCIEeI0BATEIbHOCTH B U3JI0KEHUHU IPOrPAMMHOTI0 MaTepHala, UCIbIThIBAET
3aTpyAHEHUS TPH BBHITIOJTHEHUH MPAKTHYECKUX PadoT.
- OueHka "HeyAOBJIETBOPUTENBHO" BBICTABIIAETCS CTYACHTY, KOTOPBIH HE 3HAeT 3HAYMTEIHHOM 4YacTH
MIPOrPaMMHOTO MaTepHasia, JOMyCKaeT CyIIECTBEHHbIE OMIMOKH, HEYBEPEHHO, ¢ OOJBIIMMU 3aTpy IHEHH-
SIMU BBINIOJHSET MpakTHueckue padorel. OPopMIIeHHbIE JOKYMEHTHl HE COOTBETCTBYIOT HOPMAaTHBHBIM
JTOKyMEHTaM
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INPAKTUYECKAS PABOTA Ne 2

Tpeﬁ()BaHI/Iﬂ K 31aHUAM U MOMCIICHUAM apXUBOXPaHUJIHIIL

Lesasb padoThl: BIaZeTh METOIUKON BhIOOpa MOMEIIEHUH M 3JaHMN JUIs apXuBa. 3HaTh HOpMa-
TUBHBIE TPEOOBAHMSI K 3/1aHHUSAM U IIOMEIEHUSIM apXHUBa.

MarepuasibHoe o0ecnieyeHue:
HopMmaTtuBHO-MeToIMuecKa 6a3a padoThl apXuBa.
- @3 «O06 apxuBHOM zeine B Poccuiickoit deneparium»

- [lonoxxernne o denepanbHoM apxuBHOM areHTCTBe Poccum (Cait denepallbHOTO apXHWBHOTO
areHtctBa http//:archives.ru, Pocapxus)

- TunoBast MHCTPYKIHUS TIO ACTOMPOU3BOICTBY

- OcHOBHBIC ITpaBHiIa pabOTHI APXUBOB OPTraHU3AIHIA.

- [IpumepHOEe monoxxeHue 06 apxuBe

- lo;oKHOCTHAS HHCTPYKITHS 3aBEYFOIETO apXUBOM

- O0Opa31ipl OpraHu3amOHHO-PACTIOPSIUTEILHON JOKYMEHTAIINH.

3ananue

1. V3y4nB OCHOBHBIC HOPMATHUBHBIC TOKYMEHTHI apXHBa, BJIAJICTh 3HAHUSIMH O TPEOOBAHUSIX K TI0-
MEIICHUSIM U 3[JaHUSIM apXHBa:

[IpaBwia opranu3anuu XpaHeHMs, KOMIUICKTOBAHHUS, YIETa M UCIIOJIb30BAHUS JJOKYMEHTOB APXHUB-
Horo ¢onma P® u apyrux apXuBHBIX JOKYMEHTOB B OpraHax rocyJIapCTBEHHOM BJAacTH, OpraHax
MECTHOTO CaMOYIPABJICHUS W OpraHm3anusax (yTBEPXKIACHBI NMPHKa30M MUHHCTEPCTBA KYJIBTYPHI
P® o1 31.03.2015 Ne 526).

OcHoBHBIE TpaBUiIa padOTHl APXUBOB OPTaHU3AIUH.

2. JlaTh OIIEHKY JIEHCTBYIOIIUX apXUBOB I10 TUIAHY:

1. Mecro pacnofiokeHHs apXuBa (aIMUHUCTPATUBHOE 37aHUE, OBITOBOE, OPUCHOE). 31aHNE KalH-
TaJbHOE WM BeTXOe, aBapuitHoe. Kakue momenieHus: Uiy MpOU3BOJACTBA PACIIONAralOTCs B HEMOCpe-
CTBEHHOW OJIM30CTH OT apXwBa: OBITOBEIC, CKIIAIBI C IMAIIECBBIMH MPOTYKTaMH, JT1a00paTOpUH, TPOU3BO/I-
CTBEHHBIE 11€Xa, aBTOMArUCTPaJH, BOJOEMBI.

2. Ha kakoM 3Ta)xe pacrioyiaraercsi apXus.

3. Bxon B apXuB M30JIUPOBaH OT APYTHX MOMEIIEHUN WK MPOX0oaHOoM. Hannuue 3amacHoro BHIXO-
na.

4. Hanuuue mokapHOW M OXpaHHOM curHanmm3anuu. CoOnroialTes JId MpaBuia MOXKapHOU 0e3-
OITACHOCTH B apXuBe (HET MPOBOJIKU, PO3ETOK, IJIAH IBAKYAIIHH)

5. Kak pacnionosxensl okHa. Hanmngne pacnamHbeiX pemeéTok Ha MePBOM dTaxe.

6. Hayimuue BEHTHIIAIINN, OTOTUICHUS, OTCYTCTBHE CHIPOCTH.

7. BHyTpY OMeIeHUs! OTCYTCTBYIOT IIEHTpaIbHbIE TPYOOIIPOBOIBI.

8. Kakue MaTepualibl HCTIOIB30BAHBI TSI OTIENIKHA CTEH, TIOTOJIKA, MOJIA.

Ilopsinok BbINOJHEHHS Pa0OTHI

1. YreHne 1 KOHCIIEKTUPOBAHME MTPEICTABICHHBIX IOKYMEHTOB;

2. OTBETHI HA BOIIPOCHI:

1. Kakue nomerieHust HeJb3s UCIIOJIB30BaTh 1101 ApXUBOXPAaHHIIHUIIE?

2. Kakyto omacHOCTB /7151 IOKYMEHTOB TIPECTABIISIOT ITO/IBAJILHBIE TTOMETIICHHS?

3. Tlouemy Henb3s pa3menaTh JOKYMEHTHI B HEOTAIUIMBAEMbIX TOMELICHUSAX ?

4. Tlouemy Henb3s HCIOJB30BATh JI XpaHEHUS JOKYMEHTOB IOMEIIECHHUS, PACIIOJIararolInxcs
BOJIM3M CKJIaJI0B C MHUILIEBBIMU MPOTYKTAMHU, CTOJIOBBIX, OBITOBBIX MTOMELCHH?

5. IlepeuncnuTte OCHOBHBIE TOMEIIEHHUS apXHBa.

6. HazoBuTte mpaBuia noxapHoil 6€30MacHOCTH B apXUBE.
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7. Kaxkue maTepuansl HEOOXOAMMO UCIIOIB30BATh JIJIS OTMIECIKH MMOMEIIECHUH apXuBa?
8. Kakwue nBepu ycTaHaBIMBAIOTCS B apXHUBOXpAaHUIUIIIE?

3. 3anonnaute Tabauny «TpeboBaHne K apXHUBOXPAHMIUILY».
TpebGoBanue [TosicHeHue

g wIN e

(I)opMa npeaocraBjJaceHus pe3yjabTaTra

- Otuér o mpoaenanHoii paboTe;
- [IpoBepka caMOCTOSTEIbHOM PabOTHI.

Kpurepun oueHku
- Ouenka "oTIMYHO" BBICTABISIETCS CTYJIEHTY, €CIIM OH TTTyOOKO U MPOYHO YCBOWJI MPOrPaMMHBIN MaTe-
pua, UCYEPIBIBAIOIIE, MOCIEI0BATENHFHO, YeTKO U JIOTHYECKU CTPOMHO €ro M3JIaraeT, yMeeT TECHO YBS-
3bIBaTh TEOPHIO C MPAKTUKOM, CBOOOIHO CIIPABISETCS C 3a/ladyaMH, BOIPOCAMH U JAPYTUMHU BUAAMHU TPU-
MEHEHHUsI 3HAHUH, MPUYEM HE 3aTPYIHSAETCS C OTBETOM IPH BUIOM3MEHEHUHU 3aJIlaHU, UCTIOJIb3YET B OT-
BeTE MarepHrall MOHOTpapUIEeCKON TUTEPATyPhl, IPABUILHO 00OCHOBBIBAET MPHUHITOE PEIICHUE, BIAJCET
Pa3HOCTOPOHHUMH HABBIKAMH U NPUEMaMHU BBITIOTHEHUS MPaKTHYECKUX 3a1a4d. OdopmiieHHbIE TOKYMEH-
ThI COOTBETCTBYIOT HOPMATUBHBIM JOKYMEHTaM, MPaBUJIaM U CTaHIapTaM.
- OueHka "Xopouo" BbICTaBIsETCS CTYAEHTY, €CJIM OH TBEPO 3HAET MaTepuaj, IPaMOTHO U IO CYLIECTBY
U3NIaraeT ero, He JIOMyCKasl CyIIeCTBEHHBIX HETOYHOCTEHl B OTBETE€ Ha BOIPOC, MPABUIHLHO MPHUMEHSET
TEOPETHUYECKUE TOJOKECHHUS MPU PEIICHUH MPAKTUUECKUX BOIMPOCOB U 3a/iay, BJIaJIEET HEOOXOAMMBIMH
HaBbIKAMU U MpueMaMH UX BbInoidHeHus. OdopMIIeHHbIE JOKYMEHTBI COOTBETCTBYIOT HOPMATUBHBIM J10-
KyYMEHTaM, MpaBUJiaM U CTaHIapTaM.
- OueHka "yJIOBJIETBOPUTENBLHO" BBICTABISETCS CTYJAEHTY, €CJIM OH UMEET 3HaHUS TOJIbKO OCHOBHOTO Ma-
Tepuasia, HO He YCBOWJI €ro JeTalleld, AOMyCKaeT HETOYHOCTH, HEJIOCTATOYHO MPaBMIbHBIE (hOPMYITUPOB-
KM, HApYIIEHUS JIOTUYECKOM TOCIE0BATENbHOCTH B U3JI0KEHUH MPOTPAMMHOI'0 MaTepuaia, UCIbITHIBAET
3aTpyAHEHUS TIPH BBIMOIHEHUHU IPAKTUIECKUX PaOOT.
- OueHka "HEyJIOBIETBOPUTENIHLHO" BBICTABISETCA CTYIEHTY, KOTOPbIM HE 3HAET 3HAUMTENIBHOW 4YacTu
MPOrpaMMHOTO MaTepHalia, JOMYCKAET CYIECTBEHHbIE OIIMOKH, HEYBEPEHHO, C OOJBITUMU 3aTPYyTHCHU-
SIMU BBITIOJHSET MpakTHUeckue paboTbl. OdopmieHHbIE TOKYMEHTHl HE COOTBETCTBYIOT HOPMATHBHBIM
JIOKyMEHTaM
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INPAKTUYECKAS PABOTA Ne 3

O0opyroBanne apXuBOXpaHHIHIIL

Hesas padoTsl: 3HaTH HOPMATHBHBIE TPEOOBAHUS K 000PYIOBAHHIO 3[IaHUI M TOMEIICHUHN apXu-
Ba,

MarepuasibHoe o0ecnieyeHue:
HopMmaTtuBHO-MeToIMuecKa 6a3a padoThl apXuBa.
- @3 «O06 apxuBHOM zeine B Poccuiickoit deneparium»

- [lonoxxenne o denepanpHoM apxuBHOM areHTCTBe Poccum (Cait denepalbHOTO apXHWBHOTO
areHtctBa http//:archives.ru, Pocapxus)

- TunoBast MHCTPYKIHUS TIO ACTOMPOU3BOICTBY

- OcHOBHBIC ITpaBHiIa pabOTHI APXUBOB OPTraHU3AIHIA.

- [IpumepHOEe monoxxeHue 06 apxuBe

- Io;bKHOCTHAS HHCTPYKITUS 3aBEIYFOIIETO apXUBOM

- O0Opa31ipl OpraHu3amoOHHO-PACTIOPSIUTEIILHON JOKYMEHTAIINH.

3ananue

1. IIpoananu3upoBaTh HOPMATUBHO-IIPABOBBIE IOKYMEHTHI 10 apXUBHOMY €Ty

[IpaBuiia opraHu3anyuy XpaHeHMsl, KOMIUIEKTOBAHNUs, Y4€Ta U UCIIOJIb30BAHUS JOKYMEHTOB ApPXUB-
Horo ¢onna P® u npyrux apXuBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOH BJacTH, OpraHax
MECTHOTO CaMOYIIPABJICHHUsSI U OpraHM3auusax (yTBEp:KIeHbl IpPHUKa30M MUHHCTEPCTBA KYJIbTYpPbI
P® o1 31.03.2015 Ne 526).

OcHoBHbIE NpaBUJIa pabOThl APXUBOB OPraHU3AUMI

ITopsinok BbINOJIHEHHS PA0OTHI
1. YTreHne 1 KOHCTIEKTUPOBAHHE MPEICTABICHHBIX IOKYMEHTOB;
2. OTBETHI Ha BOIIPOCHI:
1. Tlepeuncaure 060pyaOBaHHE aPXUBOXPAHUINIIA.
2. Tlepeuncnute BUIbI CTEIIAKEH.
3. Kak paccTaHaBIMBAIOTCS CTEIUIAKH B aPXUBOXPAHUITHIIE?
4. Yro Takoe nepBUYHBIE CPEACTBA 3AIIUTHI JOKYMEHTOB?
5. Kakue KOHTpOIbHO-U3MEpUTETbHBIE TPUOOPHI UCIIONIB3YIOTCS B apXUBE U I'JI€ UX Pa3MeIiaoT?
3. J1aTb OLIEHKY JEHCTBYIOIINX APXHUBOB I10 IUIAHY:
1. Kakue crennaxky UCHOIb3YIOTCS B apXHUBOXpaHWINIIE? (METAIUIMYECKHE, IEPEBIHHBIE, OTKPHI-
TOT0, 3aKPBITOI'O THIIA, IIKA(BI)
2. Kak pacrnosioskeHbl cTeJUIaXKu M0 OTHOIIEHHIO K OKOHHBIM ITpoéMaM. Ha kakoMm pacCTOSHUM OHU
pacmosoKeHsl APYT OT JIpyra.
3. Hanmnume KOHTPOJIbHO-U3MEPUTEIBHBIX TPHOOPOB.
4. Hannuue 3aTeMHEHUs Ha OKHAX.
5. Kak pacnionosxeHsl fena Ha nojkax. Hanuune nepBUYHBIX CPECTB 3aIIUThI JOKYMEHTOB.
6. IIpucyTcTBYIOT U B apXMBOXPAHWIHUIIE MMOCTOPOHHUE IMpeaMeThl (Mebenb, HepazoOpaHHBIE
KHIIbI IOKYMEHTOB)

Ilopsinok BbINOJIHEHHS Pa0OTHI

1. AHanu3 HOpMATUBHBIX IOKYMEHTOB, KOHCTICKTUPOBAHUE
3anonuaute Tabnuiy «O00pyn0BaHHE apXUBaAY.
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ITomenienus apxusa ObopynoBaHHe TOMEIICHUI

1.

2.
3.
4

2. Co3paiiTe cxeMmy pacroIOXeHHUs CTeIUIaKeH B apXUBOXPaHUIIHILE.

®dopMa npeaocTaBIeHHs pe3yabTaTa
OTuéTt 0 mpoaenaHHoi padbote

Kpurtepuu ouenku
- Onenka "OTJIMYHO" BBICTABIACTCS CTYACHTY, €CJIM OH TJTyOOKO M IIPOYHO YCBOWJI NMPOTPAMMHBIN Mate-
puall, UCUepIbIBaIOLIE, [10CIE0BATEIbHO, YETKO U JIOTUYECKH CTPOMHO €ro U3jaraeT, yMeeT TECHO yBs-
3bIBAaTh TEOPHIO C MPAKTUKOM, CBOOOIHO CIIPABISETCS C 3a/ladyaMH, BOIPOCAMH U JAPYTUMHU BUAAMHU TPHU-
MEHEHUS 3HaHW, IpUYeM He 3aTPYIHSIETCS] ¢ OTBETOM IIPU BUIOM3MEHEHUH 3a/laHui, UCIIOJIb3YET B OT-
BeTE MarepHall MOHOTpapUIeCKON TUTEPATYPhl, IPABUILHO 00OCHOBBIBAET MPHUHITOE PEIICHUE, BIAJCET
Pa3HOCTOPOHHUMU HaBbIKAMU U NPUEMaMH BBINOJIHEHUSI IPaKTUYECKUX 3a1a4d. OopMiieHHbIE TOKyMEH-
ThI COOTBETCTBYIOT HOPMATUBHBIM JOKYMEHTaM, IIPaBUIaM U CTaHIapTaM.
- OueHka "Xopouo" BbICTaBISETCS CTYAEHTY, €CJIM OH TBEPO 3HAET MaTepuaj, IPaMOTHO U IO CYLIECTBY
U3NIaraeT ero, He JIOMyCKasl CyIIeCTBEHHBIX HETOYHOCTEH B OTBETE€ Ha BOIPOC, MPABUIHLHO MPHUMEHSET
TEOPETUYECKHE TOJIOKECHUS TPU PEIICHUH MPAKTUYECKUX BOIPOCOB M 33/1ay, BJIaJeeT HEOOXOIUMBIMU
HaBbIKaMU U MpueMaMH UX BbInoJdHeHus. OdopMIIEHHbIE JOKYMEHTBI COOTBETCTBYIOT HOPMATUBHBIM J10-
KyMEHTaM, [paBujiaM U CTaHAapTaMm.
- Onenka "yJ0BJIETBOPUTEIHHO" BHICTABIAETCS CTYACHTY, €CIIM OH UMEET 3HAaHUS TOJILKO OCHOBHOT'O Ma-
Tepuana, HO He YCBOWJI €ro JeTajeid, TOMyCKaeT HETOYHOCTH, HEJOCTATOYHO MPABUIIbHBIE (POPMYITHPOB-
KU, HApYyIICHUS JOTMYECKON MOCIEeI0BATEIbHOCTH B U3JI0KEHUHU IPOTPAMMHOI0 MaTepHaa, UCIIbIThIBAET
3aTpy/IHEHUS IPY BHINOIHEHUH TPAKTUYECKUX PadoT.
- Onenka "HEyJOBJIETBOPUTENBHO" BBICTABIAETCS CTYIEHTY, KOTOPBI HE 3HAeT 3HAYUTENIBHOM 4acTu
MIPOrpaMMHOTO MaTepHalia, TOMyCKaeT CyLUIeCTBEHHbIE OUIMOKH, HEYBEPEHHO, C OOJIBIIMMHU 3aTpyIHEHU-
SIMU BBINIOJHSET MpakTHueckue padoTel. OPopMIIeHHbIE JOKYMEHTHl HE COOTBETCTBYIOT HOPMAaTHBHBIM
JOKYMEHTaM
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ITPAKTUYECKASA PABOTA Ne 4

IHopsaok pa3MelnieHUus1 JOKYMEHTOB B ApXUBOXPAHUJIMIIAX.
TonorpadgupoBanue B apxuse.
3anosiHeHne TONOrpaguIeCKUX CIPABOYHHKOB

Leab padoThl: yMeTh IPOBOJUTH TONOTrpaQUpPOBAHUE B apXHBE. 3alOIHATH TONOrpaguuecKue
CIIPAaBOYHHMKHU, OCYIIECTBIISATh MOUCK JIEJT

MarepuasibHoe o0ecnieyeHue:
- UnTepHer - pecypcsl,

- KoHCcneKTEI TEeKIHH.
3ananne

1. OtBeTUTH HA BOIPOCHI:
Uro omnpeaensieT NOpsA0K pa3melieHus GoHI0B B apxuBe?
Kak pacnionararoTcst JOKyMEHTHI B BEIOMCTBEHHOM apXuBe?
Kak Benércs Hymeparusi XpaHWIHIL, CTEJUIaXeH, MoJIoK, mKadoB?
VYKaxkuTe crocoObl YKIaJKH JOKYMEHTOB B apXHUBE.
Kakyro QyHKIHIO BBIONHAIOT TONorpadguyeckue ykazaTenu?
Hazoswute Buabl Tonorpaduueckux ykazarenei. Kakyro naHpopMaImo MOKHO MOIydUTh U3
CIIPAaBOYHUKOB?
7 Kakue TOKyMEHTbI 10JIKHBI XPaHUTCS B JIyUILIUX YCIOBUAX?
8 IloueMy MOKYMEHTHI Ha Pa3HbIX HOCUTENSIX XPaHATCS pa3aeabHO?
9 Uro yka3bIBaeTCs Ha SIPJIBIKAX JOKYMEHTOB?
10 TI'ne 3ampemaercst XpaHUTh JOKYMEHTHI?

OO WN PR

Iopsiiok BbINOJIHEHUS PA0OTHI
1. 3anoaHUTh KAPTOYKU MOCTEIIAKHOTO M TTO(POHI0aBOTO TOMOTPAPUIECKOTO yKa3aTeIs

HanmenoBanue opranuzanuu
HanmenoBanue apxusa

Kaprouka nocremiaxxHoro
TONOTPahpUUECKOro yKa3aTes

Cremmax Ne_ Xpanwumie No.

Ixad . . o En.xpcNe

No [Tonka Ne ®onp Ne Omnmcp Ne o No [Ipumeuanue
Dopmam A6 (148 x 105 mm).
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HaumenoBanue opranuzanuu
HanmenoBanue apxusa
Kaprouka nogponmosoro
TONOTpapUUECKOro yKa3aTeys
Donx Neo Xpanununie Ne -
Hazpanne honma

Ornuch EnxpcNe . . .
No noNe Cremnax No [Ixad Ne [Tonka Ne [Ipumeuanue
Dopmam A6 (148 x 105 mm).

dopma npeaocTaBIeHUs pe3yabTaTa
OdopMmieHHbIE TOKYMEHTBI

Kpurepun oueHku
- Ouenka "OTAMYHO" BBICTABIIACTCS CTYACHTY, €CJIM OH TJIyOOKO M MPOYHO YCBOWJI MPOTrpaMMHBIN Mate-
puall, UCUepIbIBAIOIIE, TOCIE0BATEILHO, YETKO U JIOTUYECKH CTPOMHO €ro M3JaraeT, yMeeT TeCHO yBS-
3bIBaTh TEOPHIO C MPAKTHKON, CBOOOIHO CIPABIISIETCS C 3a/layaMy, BOIPOCAMU U JAPYTHUMH BUAAMH MPHU-
MEHEHUS 3HAHU, TpUYeM He 3aTPyIHSIETCS ¢ OTBETOM IMPU BUIOM3MEHEHHUH 3a/laHui, UCIIONIb3YEeT B OT-
BETE MaTepHall MOHOTpaUIECKON TUTEpaTyphl, TPAaBUILHO 0OOCHOBBIBAET NMPUHATOE PELICHUE, BIIaICET
Pa3HOCTOPOHHUMU HABBIKAMU U MPUEMaMH BBIMIOTHEHHSI MpakTUUecKuX 3a7ad. OdopmieHHbIE TOKyMEH-
TBI COOTBETCTBYIOT HOPMATHUBHBIM JJOKYMEHTAaM, MIPAaBHJIaM U CTaHJapTaMm.
- Onenka "xopoio" BeICTAaBISIETCS CTYJIEHTY, €CJIM OH TBEPJO 3HAET MaTepHall, FPAMOTHO U MO CYLECTBY
W3JIaraeT ero, He JOMyCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOMPOC, MPABWIHHO MPUMEHSET
TEOPETUYECKHE TMOJIOKEHUS TIPH PEIICHUH MPAKTUYECKUX BOMPOCOB U 3ajad, BIAAeeT HEOOXOIUMBIMU
HaBBIKAMH U TIPUEMaMH UX BBIMOIHEHUS. OPOpMIIEHHBIE JOKYMEHTBI COOTBETCTBYIOT HOPMATHBHBIM JI0-
KyYMEHTaM, NMPaBUJIaM U CTaHIapTaM.
- OneHka "yJIOBJIETBOPUTEIBHO" BBICTABIISIETCS CTYJIEHTY, €CJIM OH UMEET 3HaHUS TOJIBKO OCHOBHOTO Ma-
Tepuala, HO He YCBOWJI €ro JIeTajleil, J0myckaeT HETOYHOCTH, HeJJOCTaTOUHO MPaBUWIbHbBIE (HOPMYIHPOB-
KM, HAPYIICHUS JIOTHYECKOM TTOCIEI0BATEIHHOCTU B U3JI0’KEHUH MMPOTPAMMHOI0 MaTepuaia, UCIIbITHIBAET
3aTpyIHEHUS TPU BHITOJHEHUH MTPAKTUYECKUX PadoT.
- OueHka "HEYJIOBIETBOPUTEIHLHO" BBICTABISETCS CTYJEHTY, KOTOPBIM HE 3HAET 3HAYUTEIbHOW YacTH
MIPOrpPaMMHOTO MaTepHala, TOMyCKaeT CYIIeCTBEHHbIE OIIMOKH, HEYBEPEHHO, C OOJBIIMMHU 3aTPyTHEHU-
SIMH BBITIOJTHSIET MpakTHUeckue padoThl. OhopMIICHHBIE TOKYMEHTHI HE COOTBETCTBYIOT HOPMATHUBHBIM
JIOKyMEHTaM
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ITPAKTUYECKASA PABOTA Ne §

HOpﬂ)IOK BbIa4H4 A€/ U3 XpaHUJIUIIa

Iesnb pabdoThI: OBIAJCTh YMEHUSIMH BBIAAYN JIETH JIOKYMEHTOB M3 apXuBa. 3HATh MOPSIOK U Tpe-
0OOBaHMS BBLIAYH JEII.

MarepunanbHoe obecrieyeHue:

- Y4eOHO-METOAMYECKOE ITI0CO0uE;
- UHTepHeT - pecypch;

- KoHCneKThI JIEKITHit.

3aganue

1. OTBeTHTH HAa BOIPOCHI
KoMy 1 Ha Kakoli CpoK MOTYT BbIaBaThCs JOKYMEHTHI U3 apXuBa?
UTo 10IKeH IPeoCTaBUTh COTPYIHUK OpraHu3aluu Ipu oOpalieHuu B apXuB?
B kakom ciyuae /1e10 He BBIIAETCS U3 apXuBa?
Kak nomkHo ObITh 0pOpMIIEHO BBIIABaEMOE J€107
Kak yuntsiBaeTcs Bbl1aua Jies1 U3 apxusa?
Kak coTpyaHuk apxuBa KOHTPOJIUPYET CPOKH BO3BpaTa aei?

7. Kakue mepbl 110 00ecreueHuI0 COXpPaHHOCTH HEOOXOIUMO COOJI0JaTh I0JIb30BATENSAM MpU
pabote ¢ ToKyMeHTaMu?

8. Kakue ycioBust paboThI C TOKYMEHTAMH JOJDKHBI OBITh B YUTAIBHOM 3aJie apXuBa’?

9. Kakue mepsl 0 00ECIIEUYECHUIO COXPAHHOCTH JOKYMEHTOB HAJ0 MPEAIPUHATh IPU OpraHu3a-
LIUU BBICTAaBOK JOKYMEHTOB?

10. HazoBute mpaBuiia BbIIa4H SJEKTPOHHBIX JOKYMEHTOB

Ilopsinok BbINOJHEHHS PadOTHI

ook wndE

1. Ananu3 maTtepuaia, KOHCIIEKTUPOBAHHUE;
2. 3anonHeHue (GopM JOKYMEHTOB: KHUTH BbIJAUd apXUBHBIX JOKYMEHTOB, KapThl- 3aMECTHTEINS,
aKTa O BbLJAYe JIe] BO BpEMEHHOE II0JIb30BAHNE

Hazpanue apXuBa
Kaura BblJIaY1 apXHUBHLBIX JOKYMCHTOB,
KOITUI (1)0Hz[a MOJIb30BaHUS U3 XpaHUJIUIIA

Hauara
OxoHueHa
Ne /i1 JlaTa ®. |On. |En. xp. Komy BHIAHO Pacnucka B Pacniucka B Bo3-  |IIpum.
BeImaun | Ne Ne [Ne MOJIYYCHUH palieHnu, aaTta
1 2 3 4 5 6 7 8 9
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HanmenoBanue opranuzanuu

KAPTA-3AMECTUTEJIb AEJIA

Hemno

(N u Ha3BaHwHeE)
Omnuck

(N u Ha3BaHmeE)
Donn

(N u Ha3BaHMeE)

Briano Bo BpeMEeHHOE 1M0J1b30BaHNE (YUTAIBHBIN 3a1):

Ne mi/mm ®.1.0. nons- [Hara Beimaun | [lata Bo3Bpa- | [loanuce Bel- | [loamuce momy-
30BaTelsl Ta JABUIETO JIEJ0 | YUBILIETO AEJI0
1 2 3 4 5 6
@opmam A4 (210 x 297 mm)
HanmenoBanue opranuzanuu
AKT
Ne
0 BbIIaU€ JI€] BO BPEMEHHOE 10JIb30BAHUE
(HaMMEeHOBaHUE OpPTraHU3AlINH,
€€ aJpec, NOYTOBBIN UHAEKC)
OcHoBaHue
Jlyig kako Lenu BLIAOTCS ell. Xp. U3 Gonaa Ne
(razsanue ¢honoa)
Nen/m | Onmce En. xp. | 3aronosok en. | Kpaitnue | KommuecrBo mm- | [Ipume-
Ne Ne Xp JIaThI CTOB, ¢dbopMmar | yaHue
(o0BeM, M0)
1 2 4 &) 6 7
Bcero Beimaercs el Xp.,

CPOK BO3BpAIIICHHSI .
Jlena BBIZIAHBI B YIOPSAIOYCHHOM COCTOSIHHH, TOJIIUTHI, B 00J0XKKaX, C IPOHYMEPOBAHHBIMHU JIH-

(yughpamu u nponucs1o)

CTaMU M 3aBCPUTCIIBHBIMU HAAIIUCAMMU.

HonyanenL O6ﬂ3yCTC$I HC NIPCAOCTABJIATH [CJIa, NOJTYUYCHHBIC BO BpEMCHHOC IMOJIb3OBAHHUE, ITOCTO-
POHHHM JIMlIaM, HC BbIJaBaTh 110 HUM KOHHI;'I, BBITTMCOK M CIIPaBOK, HE Hy6J’II/IKOBaTI) JOKYMCHTBIL 0e3 pas-

peuICHusd OpraHu3anuu, BBIJIaBIIICH

Jcia.

HonyanenL 06;13yeTcs{ BCPHYTH JICJIa B apXUB OpraHuU3alu B YKaSaHHBIﬁ B

aKTe CPOK.
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[Tonyuarens npeaynpekaeH 00 OTBETCTBEHHOCTHU O 3aKOHY B CIIy4ae yTPaThl WM MOBPEXKICHUS
MOJTyYEHHBIX BO BPEMEHHOE T0JIb30BaHUE JIeII.

HanmeHnoBaHue JOIKHOCTH HaunmenoBaHue J10IKHOCTH

PYKOBOJIMTEJS] OpraHU3allHH, PYKOBOJMTEINS

BBIJAONIICH JIena OpraHU3aALMU-TI0TyYaTeIIs

[Moanucs Pacmmudposka [Moanuce Pacmmdposka
IO IIUCH IIOIITUCH

Hara [ara

[Teuars opranuzauuu [Teuars opranuzauuu

dopma npenocTaBieHUs pe3yJibTaTa
- PazpaboTaHHblE TOKyMEHTHI apXUBa

Kpurtepun ouenku

- - OueHka "0TJIIMYHO" BBICTABIISACTCS CTYJIEHTY, €CIIU OH TTTyOOKO ¥ MPOYHO YCBOWII MPOTPaMMHBIN
Marepuai, UCUEPIBIBAIOIIE, TOCIEA0BATEIBHO, YETKO M JIOTHUYECKH CTPOMHO €ro M3jaraer, yMeeT TECHO
yBSI3BIBATh TEOPUIO C MPAKTUKOM, CBOOOJHO CIIpaBISIETCA C 3aJayaMy, BONPOCAMU M APYTHMHU BUAAMU
MIPUMEHEHUSI 3HaHUH, IPUYEM HE 3aTPYAHSIETCS C OTBETOM MPU BUJIOM3MEHEHUH 3aJlaHUM, UCIIOJIb3YET B
OTBETE MarepHall MOHOrpaUuecKol IuTepaTyphl, MPaBIUILHO 00OCHOBHIBAET MPUHATOE PELICHUE, Bia-
JIeeT Pa3HOCTOPOHHUMH HABBIKAMH W MIPHUEMAMH BBITIOJHEHUS TPAKTHYECKUX 3a1a4. OPopMIICHHBIE J10-
KYMEHTBI COOTBETCTBYIOT HOPMATUBHBIM JOKYMEHTaM, [IPaBUjIaM U CTaHAapTaM.

- - Ouenka "xopouio" BBICTaBIISETCS CTYJIEHTY, €CJIM OH TBEPJO 3HAET MaTepuall, IPaMOTHO U IO
CYIIECTBY M3JIaraeT ero, He JOMyCKas CYHIECTBEHHBIX HETOYHOCTEHl B OTBETE€ Ha BOIPOC, MPABUIBHO
MIPUMECHSIET TEOPETUICCKHEC MOJIOKCHHSI TIPU PEIICHUH MPAKTHYECKUX BOIPOCOB M 33Ja4, BJaJeeT HEoO-
XOJUMBIMU HaBBIKaMU U MIPHEMaMHU UX BbIMOJIHEHUs. OQopMIleHHBIE TOKYMEHTHI COOTBETCTBYIOT HOpMa-
TUBHBIM JIOKYMEHTaM, TIpaBUjIaM U CTaHIapTaM.

- - OueHka "yJ0BIETBOPUTENBHO" BBICTABISETCS CTYJIEHTY, €CJIM OH UMEET 3HaHUS TOJIbKO OCHOB-
HOTO MaTepuaia, HO He YCBOWJI €ro JieTajeH, I0MyCcKaeT HETOYHOCTH, HEJJOCTATOYHO MpaBHIbHBIE (HOp-
MYJIMPOBKH, HApPYLIEHUS JIOTUUECKONU MOCIEA0BATENIbHOCTH B U3JI0KEHUU IPOrPAMMHOI0 MaTepHuana, uc-
MIBITBIBACT 3aTPY/IHEHUS MIPU BHITIOJHEHUU MMPAKTUUECKUX PadoT.

- - OueHka "HeyJOBIETBOPUTENBHO'" BBICTABISECTCS CTYJIEHTY, KOTOPbI HE 3HAET 3HAYUTEIbHOU
YacTH TMPOTPAMMHOTO MaTepuasa, JOMYCKaeT CYIIECTBEHHBIE OIIMOKH, HEYBEPEHHO, ¢ OOJNBIIMMH 3a-
TPYJIHEHUSMU BBIMONHIET MpakTUudeckue padotel. OPopMIIeHHbIE JOKYMEHTHI HE COOTBETCTBYIOT HOpMa-
THUBHBIM JIOKYMEHTAM
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ITPAKTUYECKASA PABOTA Ne 6

PexxuMbl XpPaHEHUSA JOKYMEHTOB

ey padoThI: BIaJAETh YMEHUSAMH 00€CIICUNBATh HOPMATHBHBIE PEKUMBI XPAaHEHUS JTOKYyMEHTOB
B apXuBe

MarepunanbHoe obecnieyeHue:

- Y4yeOHO-METOANYECKOE ITOCOOHUE;
- UnTepHer - pecypcsl,

- KoHCEKTEI TEKITHH.

3ananne

1. Ilpoananu3upoBaTh HOPMATUBHO-TIIPABOBbIE JOKYMEHTHI [10 apXUBHOMY JAEITY

[IpaBwiia opraHu3anuy XpaHeHMs, KOMIUIEKTOBAHNUs, Y4€Ta U UCIIOJIb30BAHUS JOKYMEHTOB ApPXUB-
Horo ¢onna P® u npyrux apxuBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOH BjiacTH, opraHax
MECTHOTO CaMOYIIPABJICHHUsS M OpraHu3auuax (yTBepxKJIeHbl IMpHKa3oM MUHHMCTEpCTBA KYyJIbTYpPbl
P® o1 31.03.2015 Ne 526).

OcHoBHbIE NpaBUIIa pabOThl APXUBOB OPraHU3ALUMI

Ilopsinok BbINOJIHEHHS PA0OTHI

1. Amnanu3 peXMMOB XpaHEHUs B IEHCTBYIOLIMX apXUBax I10 IUIAHY:
1. ColutofieHre CBETOBOTO PEKMMA: HAIMYKME B aPXUBE 3aTEMHEHUSI U PACCESHHOTO, TYCKIIOTO
HCKYCCTBEHHOr0 ocBelleHus. Kakue namibl v miadoHbI B apXUBOXPAHUIIULIIE.
2. JlaiiTe OLIEHKY CAaHUTApPHOI'O COCTOSIHUS XPaHWIMILA: 00ECIIEYeHUE YUCTOThI, OpsiiKa, Mpo-
BOJATCS JIU YOOPKH, IPOBETPUBAHMS, HAIMUNE WM OTCYTCTBHSI IBLIM, CBEXKECTh BO3yXa, CETKH HA OK-
Hax B JIETHEE BpeMsI.
2. 3amnoyHUTH TaOIUILYy
[IpoBenuTe U3MEpEeHUs 1 3alIOJIHUTE JKyPHAJ perucTpalii TEMIIEpaTyphbl U BIaXXHOCTH BO3/yXa B IIOMe-
LICHUH.

Knumatudaeckne mapaMeTpbl BO3AyXa

Hara Hapy»xHslii BO31yX Bo3nyx B xpanuimme Hommwcn Hpuwe-
3alHCH COTpy/JHMKA | YaHue
TeMIieparypa OTH. B1 | TemmepaTypa OTH. BN
1 2 3 4 5 6 7

3 Pemmre 3agaun

Pemnts 3ama4uu 1o ciieyromemMy ajlropuTMy:
1. BriABUTH HapylLIEHUS B apXUBE.
2. YCTaHOBUTb HOPMATHUBHBIE YCIOBUS XPaHEHUS JOKYMEHTOB.
3. TpemnoxnuTe KOHKPETHBIE MEPHI PEIICHUS] CUTYaIlHH.

1 ApxuB opraHm3aiuu pacrosiaraercs B oprucHoOM 31aHnn Ha 9 3Take. YPOBEHb OCBEIICHHOCTH B
apxuBoxpanunuiie 100 JIK. JlokyMeHTBI pacmoaraioTcsi Ha CTellIaxkax, B Kopookax 0e3 sapibikoB. Cren-
JNaXKH paccTaBIIeHbl MPon3BoIbHO, Temmeparypa Bo3ayxa B xpanumuiie + 21°C, BnaxsOCTS 42%. 3anmcu
B JKypHaJle KOHTPOJI TEMIIEpaTypPHO-BIAKHOCTHOTO PeKUMa BEAYTCs 2 pa3a B HEJEINIO.
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2 ApxuB NpeanpuaTus HaXOJUTCA B MPOMBIINUICHHON 30He. DOH/BI B XpaHWIUILE PACTOIOKEHBI
npou3BoibHO. Jlena Haxoxaarcs B cBsizkax TonmuHoi mo 30-40 cm. Y6opka nosnoB npoBoautcs 1 pas B
Henemo. Bcé mokpeiTo meuisio. Temmeparypa Bo3ayxa B xpanumuiie + 15°C, BnaxuaocTts 50%.

3 PaiioHHBII apXUB pacroyiaraeTcs B 3[aHUH C JICPEBSIHHBIMH MIEPEKPBITUSIMH. [[BEpH IepEeBIHHBIE,
C HaAE&KHBIMU 3aMKaMH. J[BepH IOCTOSHHO 3aKpbIThl Ha KoY. ECTh OXpaHHas U MOXKapHas CUTHaIW3a-
musi. CBeT cBOOOIHO MPOHUKAET B XpaHWIHIIE. JJOKyMEHTBI HaXOIATCS Ha CTeJUIaXax, Ha MOy, Ha MOJ-
OKOHHMKax. HekoTopsle en1a noBpexeHbl TPUOKOM.

4 ApxuB yupeKJEHUS HaXOJIUTCS B MOJBAJILHOM MOMELIEHUN aJMUHUCTPATUBHOTO 31aHusA. OKOH
B XpaHWIuIe HeT. JIOKyMeHThI XpaHsaTcs B lKadax. 3amax CbIpocTH, 3aTxyiocTu. M3mepenus remnepary-
PBI U BIQXKHOCTH BO3AyXa HE MPOU3BOATCS. Bce COTpYIHUKN yUpexAeHUsI UMEIOT CBOOOIHBIN T0CTYyT B
apXuB.

5 ApxuB OpraHu3aldy pacloyiaraeTcsi B MOJBAIBHOM IOMeNIeHHH. Pabouee MecTo coTpynHUKa
apxyBa HaXOAUTCS B apXWBOXPAHMJIMILE. 3/1€Ch PACIONI0OKEH KOMIBIOTEp U OpITeXHUKA. B momemenuu
HE XBaTaeT JHEBHOI'O CBETA, I03TOMY IOCTOSIHHO MCIOJB3yeTcsl olllee ocBelleHue. Temneparypa Bo3-
nyxa B xpanunuiie + 21C, BnaxHocTs Bo3ayxa — 42%.

6 Ilon apxuBoxpanwunuiie GUPMbI OBLIO BBIACICHO rapaXHOE MoMenieHne. JJoKkyMeHTHI pacrosa-
raloTcs Ha MoJKax, B KOpoOkax Ha roity, B mkagax. B Bugy toro, uro temneparypa B rapaxe + 10 C B
XOJIOJTHOE BpEMsI roJla, COTPYAHUK apXHBa MOXKET HaXOAUTbCA B HEM TOJIBKO B BepxHeH onexje. Biax-
HOCTb BO31tyXa 39%.

7 ApxuB OpraHM3alMU PACIOJIaraeTCsl B OJCOOHOM MOMENIeHHH 0e3 OKOH M BeHTHsiun. Cren-
JIKU PACIONIO’KEHB! BIUIOTHYIO K cTeHaM. [IpoBeTpuBaHME OCYIIECTBIISETCS Yepe3 ABEpb, KOTOpas Io-
CTOSTHHO OTKpBITa. Temmeparypa Bo3ayxa B xpanwiuiie + 26C, BIakHOCTh Bo3ayxa — 60%.

8 ApxuB palilOHHOI OpraHU3alMU PACIIOIAraeTcsl B OJHOATAXKHOM JIEPEBIHHOM 3aHUU C MEYHBIM
ororuieHueM. [lo BceMy mepumeTpy KOMHAThl IpOJIOkKEHbI OaTapen oromuieHus. OKHa pacrookKeHb
HU3KO0, 0e3 peurerok. [Tomenienue ceernoe u npocropHoe. TemnepaTypa Bo3ayxa B xpanuwiuiie + 25C,
BIIQXKHOCTH Bo3ayxa — 48%.

9 ApxuB pacrnonoXeH B LOKOJIbHOM 3Taxe 31aHus. [Ipomén cuipHbI NaBOJOK — B MOMELIECHUU
CBIPOCTh, Ha CTEHAX MOABUJICS TpuboK. Brnaxxnocts Bozmyxa 70 % , Temmneparypa Bozayxa +12 C. Pac-
CTOSHHE OT TOoJa A0 HIWKHEeW nmoiku cremnaxa 15 cMm. [lokazanus temmnepaTypbl U BIaKHOCTH BO3TyXa
peructpupytorcs 1 pa3 B HEACIIO.

10 ApxuB HaxoIUTCs B HEMOCPEACTBEHHON OJM30CTH OT HedTenepepadaThIBarOIIEro mpeanpus-
Tua. OKHAa B apXUBOXPaHWJIUIIE OTKPBIBATH HEJb34: CUJIBHBINA 3amax HedrenpoaykToB. B onqHoMm mome-
LICHUM HaXOATCSl OpraHU3allMOHHO-PACIOPAIUTENbHbBIE JOKYMEHThl OpraHu3alii, KHHO- U BUIECOI0KY-
MeHThI. TemmepaTypa Bo3ayxa B xpanunuiie + 20C, BIaxXHOCTh Bo3ayxa — 48%.

11 ApxuB HaxoJIUTCS B XKUJIOM 3JaHMU. Temreparypa Bo3ayXa B apxuBoxpanuwiuiie +25C, Baax-
HOoCcTh Bo3nyxa 40 %. Paccrosiuue Mexnay cremnaxamu 60 cM, pacCTOSTHUE MEXKIY CTEHON U TOPIIOM
cremiaxa 45 cMm. JIokyMeHTBI XpaHsTcs 6€3 MepBUYHBIX CPEJCTB 3aLUTHI.

12 ApXWBOXpaHWINIIE OPraHN3AIMH 3aHUMAaET HECKOJIbKO KOMHAT, 5 ()OHOB apXHBa COCTABIISIFOT
20.000 eguaMn xpaHeHUs. MHOro BpeMEHM TpaTUTCS Ha IOUCK JOKyMEHTOB. TeMmmeparypa Bo3ayxa B
apxuBoxpanuiuuie +25C, BIaxxHOCTh Bo3yxa 39%. M3-3a oTcyTcTBUS yOOpIIMIIBI BiakHas yOopka B
XpaHWJIUIIAX TPOUCXOIUT 1B pa3a B HEJEIIO.

13 ApxXuB OpraHu3alliyl PacrojiaracTcs PsAIOM C BOJAOXpaHIIUIIEM. BiakHOCTh BO3ayxa B TOMe-
menun 65%, temmneparypa +21C. Ha HEKOTOpPBIX CBSI3KaXx W KOpOOKax € JIOKYMEHTaMU HET SIPJIbIKOB.
BuyTtpu donaa nena pacnonoxeHsl IPOU3BOJIBHO.

14 ApxuB opraHu3zaiiy pacrosiaraeTcsi B Ipou3BOJCTBEHHOM MoMelleHnu. Temneparypa Bo3ayxa
B xpanunuiie + 12C, BnaxxHocTh Bo3ayxa 49%. PaGouee MecTO COTpyTHUKA HAXOAUTCS B apXUBOXPAHU-
muie. CoOTpyIHUK MCIIONB3yeT 00orpeBaTeNlb ¢ OTKPBITON Cclupajbio. B apxuB cBOOOTHO 3aX0AAT Moce-
TUTEIN C TPOChOAMH.

15 PsnoMm ¢ apXMBOM OpraHU3aLUU HAXOJATCS CKIIAJICKHE MOMELIEHHS C MUIIEBBIMHU IPOIyKTaMH.
B apxuBoxpaHunuiie BUIHA 3JIEKTPONPOBOJIKA. VCIONb3yIOTCS JTaMIbl ¢ SPKUM CBETOM. Temmeparypa
Bo3ayxa + 17 C, Bnaxknoctb Bozayxa 50 %.
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16 OxHa apXMBOXpPaHWJIMILA BBIXOJAT HA IOXKHYIO CTOPOHY, 3aKpBIBAIOTCS HEIIOTHO, UMEHOTCS
CKBO3HBIC 1IeNH. J[BepH M3 MCKYCCTBEHHBIX MAaTEPUAIOB CO CTEKJISHHBIMU BcTaBKaMu. KopoOku ¢ 1oKy-
MEHTaMH CTOST Ha CTEeJUIaXKaX U Ha IOy PSAAOM CO cTeiaxkaMu. Be€ cBoOOaHOE MpOCTpaHCTBO IOMe-
IICHUS 3aCTAaBICHO OPHCHON MeOenblo: CTONaMu U CTyNbsAMU. Temmeparypa Bo3ayxa + 23C, BIaXHOCTb
Bo3ayxa 45%.

17 ApxuB opraHuzaluy pacroJiaracrcs psoM C MarucTpajibHOH aBTOJOPOroi, MO KOTOPOH
HENpepbIBHO UAET NOTOK MalIMH. JIHEBHOM CBET CBOOOJHO IPOHMKAET B apXuBoXpaHwinuie. Jlena gexar
B Hepa3oOpaHHbIX kumax. Be€ mokpeiTo meiibio. Temmepatypa Bozayxa + 23 C, BnaxXHOCTh Bo3ayxa 45%.

18 ApxuB opraHM3alliy COCTOUT U3 HECKOJBbKMX IMOMELICHUN: apXUBOXpaHWIUILIA, pabouell KoM-
HaTBl COTPYAHUKOB, TIOMEIEHU 7S IpueMa TIOKyMeHTOB. Bee komHaTel mpoxoausie. Kimtouun ot apxuBa
B CBOOOZHOM J0CTyIe. B apXuBOXpaHUIINIIE HCIIONB3YIOTCSI OTKPBIThIE IIaQoHbl. Bblgaua 10KyMEHTOB
COTpYAHMKaM OpraHu3anuu Hurnae He puxcupyercs. Temnepartypa Bo3ayxa + 12 C, BIaxHOCTh BO3AyXa
47%.

19 ApxuB opraHuzani HaXOAMTCSA HA CEIbMOM AdTaKe. APXMBOXPAHMIIHILE XOPOIIO OCBEIIEHO:
CBET CBOOOJHO MPOHUKAET B OkHA. CUCTeMa OTOILUIEHUS cTapas - TpyObl 4yacTo MpoTeKaroT. BiaxkHocTh
Bo3ayxa 63 %, temneparypa Bozayxa + 21 C. Bo3MOXKHbBI OTKIIIOYEHHS] CUCTEMBI OTOILJICHUS U3-3a aBa-
pHH.

20 Temmeparypa U BIaKHOCTh BO3/AyXa B apXuUBE HE KOHTPOJUPYIOTCS, HO €CTh HapyIIEHUsS pe-
KHUMa XpaHeHUs. [ IpoBeTpUBaHUs MOMEIEHHs OTPHIBAIOTCS (POPTOUKU, U C BETPOM 3aHOCUTCS MbUIb,
B apXMBOXPAaHWIHIIE MOMAJAI0T HaceKoMble. CTeIUIaXXi YCTaHOBJICHBI MPOU3BOJIBHO, IMMOYTH BIUIOTHYIO,
4TOOBI BOLIIO KaK MOXHO 0O0Jiblie, MapajuieIbHO OKOHHBIM npoéMmam. Jlena copMupoBaHbl B CBSI3KHU 110
40 cm TonmuHOM. MeroTes noBpexAEHHbBIE IOKYMEHTBHI.

dopma npenocTaBieHHs pe3yJbTaTa
OT4Y€T O BHINIOJIHEHHOW paboTe

Kpurepun oueHku
- Ouenka "oTIIMYHO" BBICTABIISIETCS CTYJIEHTY, €CJIM OH TIIyOOKO M MPOYHO YCBOWJI MPOTrpaMMHBIN Marte-
pHaJl, MCUEPIIBIBAIOLIE, [TOCIEN0BATEIBHO, YETKO U JIOTUYECKH CTPOMHO €ro U3JaraeT, yMeeT TECHO yBs-
3bIBaTh TEOPUIO C IMPAKTUKOM, CBOOOIHO CIIpaBIISIETCA C 3a/layaMH, BOIPOCAaMH U APYTUMHU BUAAMU IpU-
MEHEHUS 3HaHW, IpUYEM HE 3aTPYyIHIETCS ¢ OTBETOM IIPU BUJIOM3MEHEHMM 3aJaHUil, UCIIOJIB3YET B OT-
BETE MaTepHrall MOHOTpapUUECKON JTUTEPaTyphl, IPaBUILHO 0OOCHOBBIBAET IIPUHSITOE PEIIEHUE, BIAJCET
Pa3sHOCTOPOHHUMHM HABBIKAMH M MPUEMAaMH BBITIOJIHEHUS NPAaKTHYEeCKUX 3a1a4. OGopMIIeHHbIE T0KyMEH-
Thl COOTBETCTBYIOT HOPMaTUBHBIM JJOKYMEHTaM, MIpaBUjIaM U CTaHAAapTaM.
- OneHka "Xxopomo" BbICTABIISETCS CTYAEHTY, €CJIM OH TBEPAO 3HAET MaTEpHa, FPAMOTHO U IO CYLIECTBY
U3JIaraeT ero, He JIOMycCKasl CyIIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOC, MPAaBUIBLHO MPUMEHSET
TEOPETUYECKHE MOJO0KEHHUS MPU PEIIeHUH NPAaKTUYECKUX BOMPOCOB U 33/ay, BIaJeeT HEOOXOIUMBIMU
HaBbIKaMU U MpUeMaMH UX BbINOJIHEHHs. OPOpMIIEHHbIE JOKYMEHThI COOTBETCTBYIOT HOPMATUBHBIM J10-
KyMEHTaM, IIpaBUJIaM U CTaHAapTaM.
- OneHka "y1IOBJIETBOPUTENLHO" BBICTABIISIETCS CTYJEHTY, €CJIM OH UMEET 3HaHUS TOJIbKO OCHOBHOTO Ma-
Tepuasa, HO He YCBOWJI €ro jeTainei, JoImyckaeT HETOYHOCTH, HeIOCTaTOYHO MpaBHIbHbIE (POPMYINPOB-
KM, HapyLIEHHsI IOTUYECKON MOCIIEI0BATEIbHOCTY B U3JI0)KEHUH TPOrPaMMHOT0 MaTepHalla, UCTIbIThIBAET
3aTpyAHEHUS MPH BBHIIOJHEHUH MPAKTHUECKUX PadoT.
- OneHka "HEyJIOBIETBOPUTENBHO" BBICTABISETCS CTYIAEHTY, KOTOPBIM HE 3HAET 3HAYUTEIbHOM YacTH
IPOrpaMMHOT0 MaTepHasa, J0MyCKaeT CyIECTBEeHHbIE OIIMOKH, HEYBEPEHHO, ¢ OOJIBIIMMU 3aTPyTHEHU-
SIMU BBITIOJHSET MpakTHueckue paboTbl. OdopmiieHHbIE TOKYMEHTHl HE COOTBETCTBYIOT HOPMAaTHUBHBIM
JOKYMEHTaM
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ITPAKTUYECKASA PABOTA Ne 7

HpOBepKa HaJIUY¥A U COCTOSAHUA TOKYMEHTOB

Heab padoTbi: yMeTh 0GOPMIISATH PE3yIbTaThl MPOBEPKH HATTUYUS U COCTOSTHUS JIOKYMEHTOB B ap-
XUBE

MarepuaJjbHoe o0ecrieueHue:

- Y4yeOHO-METOANYECKOE TOCOOHUE;
- UnTepHer - pecypcsl,
- KoHCnEeKTEI TEeKIHH.

3amanue

1. Ilpoananu3upoBaTh HOPMATUBHO-TIPABOBbIE JOKYMEHTHI 110 apXUBHOMY JAEITY

[IpaBuiia oprann3anuy XpaHEHMs, KOMIIJIEKTOBAHUs, YUETA U UCIIOJIb30BAHMS JOKYMEHTOB APXHB-
Horo ¢onna P® u npyrux apxuBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOH BJiacTH, opraHax
MECTHOTO CaMOYIIPABJICHHUsI U OpraHM3auusax (yTBEp:KIeHbl IpPHUKa30M MUHHCTEPCTBA KYJIbTYpPbI
P® o1 31.03.2015 Ne 526).

OcHoBHbIE MpaBUIIa pabOThl APXUBOB OPraHU3ALUI

IMopsinok BbINOJIHEHUS PadOTHI

1. 3anonHUTE JOKYMEHTHI

AKT YTBEPXJAIO

N PykoBoauTens opranusanuu
IIPOBEPKU HAJINYUSA U COCTOSAHUSA [Mopmucy  Pacmmdposka
apXUBHBIX JOKYMEHTOB Hara

®oun N

Ha3zBanue ¢onna
Howmepa onncent
IIpoBepka mpoBoMIACH C o

IIpoBepKko# yCTaHOBIIEHO:
1. Yucanurest o OIMUCSIM el en.xp,
(KonmM4ecTBO)

2. BoIsBIEHBI TEXHUYECKUE OIIHOKU:
2.1.meroTcs muTepHble HOMEpA:

a) HE YUYTEHHBIC B HTOTOBOH 3aIHCH en.Xp.
(KOM4ecTBO)

0) HE TepeYHCIICHHbIC, HO YITCHHBIC

B UTOTOBOM 3amucu e1.Xp.
(KONIMYecTBO)

2.2 1lpony1ieHo HOMEPOB:

a) HE YYTEHHBIX B UTOTOBOM 3aIicu emn.Xp.
(KOmM4ecTBO)

0) HE MEePEYHCIICHHBIX, HO YYTCHHBIX

B UTOTOBOM 3amucu en.xp.
(KONIM4ecTBO)

2.3. Jlpyrue, B pe3ynbTaTe 4ero o0bem
YBEITMYHNIICS Ha emn.Xp.
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(KoM4ecTBO)

YMEHBIIMJICS Ha e.Xp.
(komHMueCcTBO)
3. YucauTes 1o OnucsaM B pe3yJibTaTe
YCTpaHEHUs! TEXHUYECKUX OINO0K en.Xp.
(KoIM4ecTBO)
4. He oka3zanoch B HAINYUU ea.Xp.
(KoIM4ecTBO)
5. ImeeTcs B HAIMYUY IO TaHHOMY (QOHIY
(BKJIFOUEHHBIX B OITHCH) en.Xp.
(KonmM4ecTBO)
U3 HUX TPEOYIOLIUX:
a) ne3uHpeKIuu en.xp.
(KoIM4ecTBO)
0) Ie3MHCEKIIUU ea.Xp.
(KOoIM4ecTBO)
B) pecTaBpaluu e1.XP.
(KOJIM4ecTBO)
I') IeperJieTa Ui NOJIIUBKI e.Xp.
(KomM4ecTBO)
1) BOCCTAaHOBJICHHS 3aTyXalOUIMX TEKCTOB e.Xp.
(KomM4ecTBO)
€) HEUCIIPABUMO HOBPEXKAECHHBIX en.Xp.
(KomM4ecTBO)
6. MImeeTcs He BKJIFOUEHHBIX B ONKMCH e.Xp.
(KomM4ecTBO)
7. Utoro no nanHomy (hoHAY (BKIIOYEHHBIX U HE BKIIOYEHHBIX B OIIUCH),
UMEIOIUXCS B HAJTMYNU en.Xp.
(KOoNIM4ecTBO)
8. XapaKTepuCTHKa YCIOBUM XpaHEHUs
[IpoBepky npon3BOAMIN:
HanmenoBanue
JOJKHOCTEMN
pabOTHUKOB IToanucu PacumdpoBka noanuceit
Dopmam A4 (210x297
HanmenoBanue opranuzannu
AKT YTBEPXAIO
Ne PykoBoauTens opranuzannuu
ITogmnuce PacmmgpoBka
0 TEXHHUYECKUX OLINOKax B MOATNUCH
YUETHBIX JOKYMEHTaX
Donx Ne [ara

Hazpanwne ponma
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B xope BBIMOMHEHUS 0OHapYKEHBI TEXHUYCCKUE
OLIMOKH B 3aIIUCIX

HasBanue nokymeHTa CymiecTByronias 3auch Crnenyer 3anucarb

1 2 3

B pesysbrare KOJMUECTBO €MUHUIL XPAHSHHS YBEITUYMIOCH (YMEHBIIHIIOCH)
Ha en. Xp.
(mdpamu, TPONHUCHIO)

IIpumeuanus:
HaumeHnoBaHue 10KHOCTH paOOTHHKA ITonnuce Pacmm¢poBka nognucu
N3meHeHus B yd4eTHbIE JOKYMEHTBI BHECEHBI

HaunmenoBanue 10KHOCTH
paboOTHHMKA apXHBa IMoamuce Pacmudposka moanucu

HaumeHnoBanue OpraHu3anmuunu

AKT YTBEPX/IAIO
Ne PykoBoauTesnb opranuzanuu
[Toanuce PacmmugpoBka
00 00HapyXEHUU JOKYMEHTOB HOJIHMCH
(He oTHOCALIMXCA K TJaHHOMY
(boHy, HEYUYTCHHBIX) Hara
B xone
(Buz paboThI)
0o0Hapy>KeHO
(B dhonpe, xpanunuiie, padboyeM MOMEIIEHUHN )
Ne | 3aronoBok HIudp Kpaitnue | KomnuectBo K kakomy donny | Ilpume-
n/m | ea. xp. (ecru IATBI JTUCTOB (00BEM, | OTHOCHUTCS JaHUA
€CTh) M6)
1 2 3 4 &) 6 7
Htoro obHapyxeHo JIOKYMEHTOB
(dpaMu ¥ TPOTIHCHIO)
HaumenoBanue 1omKHOCTH paOOTHUK [Toanuce PacimmdpoBka noanucu

W3MmeHeHns BHECEHBI B yUE€THBIE JOKYMEHTHI.
HaumeHnoBaHue nOMKHOCTH
paboTHUKA apXuBa [Toanuce Pacimmmdposka noanucu

®opMa npeaocTaBIeHNUA pe3yabTaTa
OTuéTt 0 mpoaenaHHoi padoTe
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Kpurtepun onenkn
- Onenka "OTIMYHO" BBICTABIIACTCS CTYACHTY, €CJIM OH ITyOOKO M MPOYHO YCBOMJI IPOTPAMMHBIA Mate-
puall, UCUEPIBIBAIOLIE, [1OCIIEOBATENbHO, YETKO U JJOTUYECKH CTPOMHO €ro M3jaraeT, yMeeT TECHO yBs-
3bIBAaTh TEOPHIO C MPAKTUKOM, CBOOOIHO CIIPABIISETCA C 3a/ladyaMH, BOIPOCAMH U JPYTUMHU BUAAMHU IPU-
MEHEHUS 3HaHW, IpUYeM He 3aTPYAHSIETCS ¢ OTBETOM IIPU BUJIOM3MEHEHUM 3aJaHUil, UCIIOJIB3YET B OT-
BETE MaTepHrall MOHOTpapUUEeCKON JTUTEPaTyphl, MIPaBUILHO OOOCHOBBIBACT MIPUHSTOE PEIICHUE, BlIAJCeT
Pa3HOCTOPOHHUMH HABBIKAMH M IIPUEMAaMU BBITIOJIHEHUS NPAaKTUYECKUX 3a1a4. OpopMIIeHHbIE TOKyMEH-
ThI COOTBETCTBYIOT HOPMAaTUBHBIM JJOKYMEHTaM, MpaBUjIaM U CTaHAApTaM.
- OueHka "Xxopouo" BbICTaBIsAETCS CTYAEHTY, €CJIM OH TBEPAO 3HAET MaTepuail, FPaMOTHO U IO CYILIECTBY
U3JlaraeT ero, He JIOMyCKasl CyIIEeCTBEHHBIX HETOYHOCTEl B OTBETE€ Ha BOIPOC, MPABUILHO MPHUMEHSET
TEOPETUYECKHE TOJIOKEHHUS TPU PELICHUH MPAKTHYECKUX BOMPOCOB M 3a/1ad, BJIAZCET HEOOXOIMMBIMU
HaBbIKaMU U MpueMaMH UX BbInoJdHeHHs. OdopMiIeHHbIE JOKYMEHTHI COOTBETCTBYIOT HOPMAaTUBHBIM J10-
KyMEHTaM, IIpaBUJIaM U CTaHAapTaM.
- Onenka "yJ0BJIETBOPUTEIHHO" BBICTABIISACTCS CTYACHTY, €CIIM OH UMEET 3HAHUS TOJIbKO OCHOBHOTO Ma-
Tepuana, HO He YCBOMJI €ro JeTajeid, TOIMyCKaeT HETOYHOCTH, HEJOCTATOYHO MPABUIIbHBIE (POPMYITHPOB-
KU, HapYLICHHsI IOTUYECKOM MOCIIEeI0BATEILHOCTU B U3JI0)KEHUU TPOrPaMMHOTO MaTepHualia, UCTIbIThIBACT
3aTpyIHEHUS IPY BHIIOJIHEHUH TPAKTUUYECKUX PaloT.
- Onenka "HEyJOBIETBOPUTENIHHO" BBICTABISETCS CTYIEHTY, KOTOPBIM HE 3HAET 3HAYMTENBbHOM 4YacTu
MIPOrPaMMHOTO MaTepHalia, JOMyCKAaeT CYIIECTBEHHBIE OIMOKH, HEYBEPEHHO, ¢ OOJIBIINMHU 3aTPyTHEHH-
SIMU BBITIOJHSET MpakTHueckue paboTel. OdopmiieHHbIE TOKYMEHTHl HE COOTBETCTBYIOT HOPMATHBHBIM
JOKYMEHTaM
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