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Meroandeckue ykazaHUs IO BBITIOJHEHUIO KypCOBOM pabOThI pa3paboTaHbl HA OCHOBE paboyeit

nporpammbl [IM.02 Opraan3anust apXuBHOW U CIIPABOYHO-HH(DOPMAITMOHHON pabOTHI IO TOKyMEH-
TaM OpraHU3aLNH.
ConeprkaHre KypcoBoil paboThl OpHEHTHPOBAHO Ha (popMHUpOBaHUE OOLUMX M MPOGECCHOHATBHBIX KOM-
NETEHLUI 10 MporpaMMe MOATOTOBKH CIENUAINCTOB CPEHET0 3BeHa 1o crierpansHocty 46.02.01 Jlo-
KyMEHTaI[MoHHOe oOecnieueHne ynpasienus u apxuBoenenue MJIK.02.02 'ocynapcTBeHHBIC, MY-
HUIMIAJIbHbIE apXUBBI U ApXUBbI OpraHU3aLui.
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BBEJAEHUE

Hacrosmue metoauueckue yka3aHus MpeHa3HaueHsbl Ui CTYyJEHTOB OYHOM M 3a04HOM (op-
Mbl OOy4Y€HHUsl B KaUECTBE PErIaMEHTHPYIOILIEr0 MaTepuaa M0 BBIIOJIHEHHUIO U NPEIOCTaBICHUIO
KypcoBOi paboThl 1o MpodeccuoHaTIbHOMY Moayiaro «OpraHu3anus apXMBHOM U CIPaBOYHO-
MH(GOPMAMOHHOM pabOTHI O JOKYMEHTaM OpraHu3aiun» A crnennanbHoctu 46.02.01 Jlokymen-
TalMOHHOE O0ecleYeHre YIPaBIeHNUs U apXUBOBeIeHNE 0a30BOM MO OTOBKH.

BrimonHenue KypcoBoil paboThl paccMaTpUBaeTCsl Kak BHJ y4EOHOU NEATENTbHOCTH 1O MPO-
(beccuoHaTbHOMY MOAYIIIO MPO(ECCHOHAIBHOIO YU4eOHOro IMKJIAa U pealusyercs B Ipeaesax Bpe-
MeHHU, 0TBeZIeHHOTO Ha ero uzydyenue (OI'OC m. 7.8).

BeinonHenue cTyeHTOM KypcoBOW paboThl MO MPOpECCHOHATBHOMY MOJYJII0 IPOBOJUTCS C
LEJIBIO:

- CHCTEMaTH3aluu M 3aKpEIUICHUS IIOJYyYCHHBIX TEOPETUYECKUX 3HAHMHM M IPAKTHYECKUX
YMEHUH 110 MEKIUCIUILIMHAPHBIM Kypcawm;

- yIi1yOJIeHHsI TEOPETUYECKUX 3HAaHUH B COOTBETCTBUHM € 33JaHHOU TEMOM;

- (hopMHUpOBaHMSI YMEHUN NPUMEHATh TEOPETUUYECKUE 3HAHMS IIPU PELICHUH MOCTaBIECHHBIX
3ajJjay, UCIOJIb30BaTh CIPABOYHYIO, HOPMAaTUBHYIO U HAyYHO-TEXHUYECKYIO JuTeparypy (hopmupo-
BaHUE MPO(HECCHOHATFHBIX KOMIIETESHIINH );

- (hopmupoBanue oOUMX U NMPO(YECCHOHAIBHBIX KOMIIETEHIIMH — pa3BUTHE TBOPUYECKOM MHU-
LMATUBbI, JUCUUIUIMHUPOBAHHOCTH, ILIEJIEYCTPEMIIEHHOCTH, AKKYpaTHOCTH, CaMOCTOSITEJIIbHOCTH,
OTBETCTBEHHOCTH U OPraHU30BaHHOCTH;

- OJITOTOBKA K TOCyAapCTBEeHHOM utoropoii arrecranuu (I'MA).



1. OBIIME ITOJIOXKEHUA

B cootBercTBUM ¢ paboueir mporpammoit [IM 02 OpraHuzanust apXuBHOH M CIPABOYHO-
nHGOPMAIMOHHOM paboThI 1o KokyMeHTam opranuzamun M/IK.02.02 I'ocynapcTBeHHBIC, MYHUIIH-
NaJabHbIC APXUBBI U APXUBBI OpraHU3alUil IPETyCMOTPEHO BBIIOJIHEHNE KYpCOBOM pabOTHI.

KypcoBast paboTa sBiIsleTCs OJTHUM U3 OCHOBHBIX BHJIOB YUEOHOH AeATENbHOCTH U (hopMoii
KOHTpPOJISI Y4eOHOH pabOThI CTYJACHTOB OYHOM (hOpMBI OOYUCHHUS.

[TpoI0IKUTEIIBHOCTD BBIIOJIHEHHS KypcoBoii paboTel 20 vyacoB. Kypcopas paboTa ocymect-
BIISICTCSl HA 3aKJIIOUUTEIBHOM dTale M3ydeHus MexaucuuiumHapHoro kypca 02.02 « 'ocynapcer-
BEHHBIC, MYHUIIUTIATHHBIC aPXHUBBI M aPXUBBI OPraHU3aIUii», B MPOIOJDKEHUE KOTOPOTo (opmupy-
totcst ymenus, [IK u OK nipu pemennn 3ana4, cBsA3aHHBIX cO chepoit mpodeccnoHaabHON aesTenb-
HOCTH OyIyIINX CHEIUATUCTOB.

KypcoBast paboTa BeImomHseTCs mocie u3ydeHus: Teoperudeckoit yactu MJIK 02.02 Tocy-
JApCTBEHHBIE, MYHUILIMNAJIbHBIE apXUBbI U apxuBbl opranuzauuii, MJIK 02.03 Meroauka u npak-
tuka apxuBoBeneHus, M/IK 02.04 O6ecrnieueHre COXpaHHOCTH JOKYMEHTOB

B pe3ynbrare BhIIOIHEHUSI KypcoBOil paboThl Bbl Oyznere

ymembp:

-OpPTaHHU30BBIBATh JAESATEIBHOCTh APXUBA C YUETOM CTaTyca U Npoduis opraHu3aluu;

- paboTtarp B cUCTEMax 3JEKTPOHHOT'O JOKYMEHTO000POTa;

- HCIIOJIb30BaTh B AESATEIBHOCTH apXHUBa COBPEMEHHbIE KOMIIBIOTEPHbIE TEXHOJIOTHH;

- IPUMEHATH COBPEMEHHBIE METOJAMKH KOHCEPBALUU U PECTaBPALMU apXUBHBIX JOKYMEH-
TOB;

[IpakTryeckue 3aHATHS HANPaBICHB Ha (OPMHUPOBAHHE OOIIUX U MPOPECCHOHATBHBIX KOM-
HETECHINI:

OK 1. IToHnMats CyniHOCTh M COLMAIBHYIO 3HAUUMOCTh CBOEU Oynymieil nmpodeccuu, mposs-
JISATh K HEM YCTONYMBBIA UHTEpEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JE€STEIILHOCTD, BHIOMPATh TUIIOBBIE METOABI U CIIOCOOBI
BBINOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3((PEKTUBHOCTh U Ka4ECTBO.

OK 3. [IpuHumars peuieHusl B CTaHAAPTHBIX U HECTAaHAAPTHBIX CUTYallUsAX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisITh MOMCK M UCIIOJIb30BaHUE MH(POpMaIUU, HE0OX0oauMOM ist 3 eKTrB-
HOTO BBINOJIHEHUS TPO(EeCCHOHATBHBIX 3a/1a4, TPO(PECCHOHATBHOTO U JMYHOCTHOT'O Pa3BUTHS.

OK 5. Mcnonb3oBarh HHGOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B PO(ECCHOHATb-
HOMU JIeATEIBHOCTH.

OK 6. Paborare B KOJIJIEKTUBE M KOMaHJE, 3(PPEeKTUBHO OOLIATHCS C KOJJIEraMH, PYKOBO-
JICTBOM, TOTPEOUTENAMHU.

OK 7. bpatb Ha ce0s OTBETCTBEHHOCTD 3a pa0OTy WIEHOB KOMaH/bl (IOJYMHEHHBIX ), PE3YJIb-
TaT BBIOJHEHUS 3alaHUM.

OK 8. CamocTosTenbHO ONMpeAeaTh 3aAauu MPoPEeCCHOHATIBHOTO U JUYHOCTHOTO Pa3BUTHS,
3aHUMAaTbCA CaMOO0pPa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIIICHHE KBATH(PHUKALINY.

OK 9. OpueHnTrupoBaThCsl B YCIOBHUSIX YaCTOM CMEHBI TEXHOJIOTHI B MPOPECCHOHATBHOM Jesi-
TEJBHOCTH.

IIK 2.1. Ocy1mecTBasITh SKCIEPTU3Y LEHHOCTU TIOKYMEHTOB B COOTBETCTBUHU C JEHCTBYIOLIH-
MU 3aKOHO/IaTeIbHBIMU aKTaMU 1 HOPMATHBAMHU.

[1K 2.2. Bectu paboTy B cucTeMax 3JEKTPOHHOTO JOKYMEHTOO00pOTa.

IIK 2.3. Pa3paGaTbeiBaTh 1 BECTH KJIACCU(DUKATOPHI, TAOCTH U APYTHE CIIPABOYHHUKH IO JOKY-
MEHTaM OpraHU3alHH.



IIK 2.4. OGecnieunBaTh MpUeM U PAIMOHAIBHOE pa3MElIEHHE JOKYMEHTOB B apXHBe (B TOM
qHciie JOKYMEHTOB 110 JINYHOMY COCTaBY).

IIK 2.5. ObecrieunBaTh y4eT U COXPAHHOCTh IOKYMEHTOB B apXUBE.

I1K 2.6. Opranu3oBbIBaTh MCII0JIb30BAaHUE APXUBHBIX IOKYMEHTOB B HAy4YHbIX, CIIPABOYHBIX U
MIPaKTUYECKUX LIEIIAX.

IIK 2.7. OcymecTBIaTh OPraHU3alMOHHO-METOINYECKOE PYKOBOJICTBO U KOHTPOJIb 3a pado-
TOM apXMBa OpraHU3alMy U 3a OpraHu3aluell JOKyMEHTOB B J€JIOIPOU3BOCTBE.

KypcoBast pab6ora 1o npodeccoHaIbHOMY MOJIYJIIO BBIIOJHSAETCS B CPOKHU, ONpE/elIEHHbIE
pabounm y4eOHBIM IIAHOM 10 IIPOTrpaMMe MOATOTOBKE CIIEHUAINCTOB CPEIHETO 3BEHA.

IIpornecc BbINOIHEHMS KYpCOBBIX paOOT BKJIIOYAET CIEAYIOLINE ITAIIbI:

1 N3yueHue HacTOSIIUX METOAMYECKUX YKa3aHU.

2 Bb16op TeMbl U €€ coriaacoBaHUe ¢ PyKOBOAUTEIIEM.

3 ®opMynMpOBKa LIEJU U COCTaBJICHUE IUIAHA.

4 Tlonbop, 3yueHue U aHaJIN3 COACP KaHUS UCTOUHUKOB

5 Co6op u 00001IEHNE MaTepHAIOB, TIPOBEJICHIE MCCICIOBAHUN U aHAJIH3 PE3y/IbTaTOB IpaK-
THYECKOU (IKCIIEPUMEHTAILHOI ) YacTH paboThI.

7 PazpaboTka mpakTHYeCKON 4acTH, (POPMYITHPOBKA BHIBOJIOB U PEKOMEHIAIIHIA.

8 OdopmieHne crucka TUTEPaTypPHI.

9 [loaroroBka K 3aIIyTe U 3alIUTa KYpCOBOM pabOThI

Konrpons 3a BemonHenueMm pasnenoB  KII  ocymectBisiercs — mpernojaBaTesieM-
KOHCYJIbTaHTOM, 3aBEYIOIIUM OT/IEJICHHUS.

[IpumepHas TeMaTuKa KypcoBOM pabOTHI:

[Ipo6nembl ¥ epCHeKTUBBI Pa3BUTHS APXUBHOM OTpaciiu Ha COBPEMEHHOM JTarle.

WNudopmanroHHbIe TEXHOJIOTHU B ADXUBHOM JIETIe.

ApxusHblii pora PO — narmonanpHOe qoctosiare Poccun.

Opranuzanus 10KyMeHTOB ApxuBHOTO (oHga PO.

Cucrema Pocapxusa

I'ocynapcTBeHHBIE apXUBBI KaK HCTOYHUK UCTOPHUYECKIX 3HAHHA.

ApXUBBI OpraHu3aluii, uX Ha3HaueHue, QyHKINH.

[IpaBoBBIE OCHOBBI CO3JJaHHS U PAOOTHI APXHBA OPraHU3AIUH.

TexHOTpOHHBIE apXUBHI.

0. DIEeKTPOHHBIEC APXHBHI.

1. KoMIuiekToBaHME apXUBa.

12. DkcriepTr3a MEHHOCTH JOKYMEHTOB KaK YCIIOBHE HAayYHOW OLEHKM M HM3Y4YECHHUs JOKYMEHTOB
o01ecTBa.

13. 3agaun u QyHKIMH SKCIEPTHONH KOMHUCCHUH.

14. TToaroToBka Aen K apXMBHOMY XPaHEHUIO

15. Opranuzanus yuera 1okymeHToB AD PO kak BakHel1Ias 3a/1a4a apXuBa.

16. YuérHble TOKYMEHTHI apXUBa.

17. Tlopsimox pa3MenieHus U 00eCTIeUeHUsI COXPAaHHOCTH JOKYMEHTOB B apXUBaX.

18. TexHoNOTHsI XpaHEHHs JOKYMEHTOB B apXMBaX KaK peaau3aliysi OCHOBHON (YHKIIMU apXUBa.

19. Cucrema Hay9HO-CIIPABOYHOT'O arliapara apXxuBa.

20. ApxuBHOE OINMCaHHE JOKYMEHTOB U JI€II.

21. HazHaveHue W BUBI KaTaJOTOB.

22. Onuck fienn — 6a30BbIi apXUBHBINA CIIPAaBOYHHUK.

23. Ucnonp30BaHNEe apXWBHBIX JOKYMEHTOB KaK YCIIOBHE YIOBJIETBOPEHHS WH(POPMAIIMOHHBIX TO-
TpeOHOCTel 0o0IIecTBa.

24. ®opMBI MacCOBOTO MCIIOJIb30BaHUS APXUBHBIX IOKYMEHTOB.

25. VcnionHeHue 3anpocoB MOJIb30BaTENCH.

26. ApXuBHOE JIeIT0 32 pyOeIKOM.

27. Opranusanus paboTbl apxuBa
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28. ApXuB HErocy1apcTBEHHON OpTraHU3aIUuH

29. Ilepconan apxuBa

30. PazButue apxuBHOTO fena B Poccun kak oTpakeHue pa3BuTHs 00IIECTBA.
31. CraHoBII€eHHE COBETCKOW apXHUBHOW CHCTEMBI.

32. BelOMCTBEHHBIE apXUBBI.

33. Opranu3aloHHbIE JOKYMEHTHI apXUBa.

34. CoBpeMeHHas CUCTeMa IIEPeYHEe TOKyMEHTOB.

35. HomeHnknaTypa aen opraHu3alnuu — 6a30Bblil JOKYMEHT apXuUBa.

2 CTPYKTYPA KYPCOBOM PABOTHI

CTpyKTypa KypCcOBO# pabOThI BKIIOYACT:
- IIOSICHUTEIIBHYIO 3aIIUCKY,
TekcToBBIif JOKYMEHT KypCOBOW paOOTHI TOJKEH BKIIIOYATH B YKa3aHHOW MOCIEIOBATENb-
HOCTH CJIEYIOIIHNE YIEMEHTBHI:
- TUTYJIbHBIN JUCT;
3aJlaHue;
- COJIEp’KAHMUE;
- BBEJICHHUE;
- OCHOBHAs 4aCTh;
- 3aKJIIOYCHMUE;
- CIIMCOK MCITOJIb30BAaHHBIX HCTOYHHUKOB;

3 TPEBOBAHUS K O®OPMJIEHUIO NOSACHUTEJBHOM 3AIIMCKH

[TosicHuTeNnpHAas 3aMKUCKa SBISIETCS HEOThEMIIEMOM YacThIO KYpCOBON pabOTHI.

[TosicHuTenpHas 3aMucKa KypcoBOil pabOThI BKITFOUAET:

- BBEJICHHME, B KOTOPOM PAaCKpbIBAE€TCS aKTyaJlbHOCTh U 3HAUYEHUE TE€MbI, (OPMHUPYETCS LEb
BBITIOJTHEHUS] KypCOBOW padOTHI;

- ICXO/IHbIE JJaHHBIE ISl BBIITOJHEHUSI KYpCOBOW pabOThI;

- pa3zensl KypcoBO paboTHI,

- IePEeYEHb UCMOJIb3yEeMbIX HCTOUHHKOB;

- IPUJIOKCHHUS.

OdopmiieHre MOSICHUTENBHON 3aTUCKH TOJDKHO CTPOTO COOTBETCTBOBATh

—CMK-O-CMI'TY-42-09 Kypcosas paboma (npoexm): cmpykmypa, colepoicanue, obuue
npasuia 8bINOJIHEHUs U OPOPMACHUS,

—CMK-K-PH-109-15 Ilopsook opzanusayuu 6bINOIHEHUS U 3auumsl Kypcosol padbomvl
(npoexma) 68 MHO2ONPODUILHOM KOJLIEdMHCE.

Ha TuTy/ibHOM JIHCTE PAaCYETHO-TIOSCHUTEIHHON 3aMICKU YKA3bIBAIOT: MUHUCTEPCTBO, y4eO-
HOE 3aBeJIEHUE, TJIe TPOBOIUIIOCH TPOCKTUPOBAHKE, HA3BaHUE TEMbI paOOThI, (PaMUIHIO U UHUIA-
JBI CTYJIEHTA, BBIMOJHSIONIETO KYPCOBYIO pa0boTy, (aMHIINI0O U WHUIIUAIBI PYKOBOJIUTENS PaOOTHI,
ropoJ 1 roJ] BeIIIOJTHCHU.

OO0pazeln TUTYIBHOTO JTUCTA YKA3aH B MPUIIOKEHUU A

3agaHue cOCTaBIIsETCS PYKOBOJIUTEIEM KYpCOBOM pabOThl B COOTBETCTBUU C TeMoil. Dopma
3a/1aHMsl IPUBE/ICHA B MPUJIOKEHUH b

Conep:xanue.



B HEM yka3pIBaeTCs Ha3BaHME KaXKJOIO pa3fesia U HOMEpP CTPaHULlbl, ¢ KOTOPOH HAYMHACTCS
U3JI0’KEHUE pasjiena. B KoHIe orjaBieHus MPUBOIUTCS MEepeueHb NPUIIOKEHUN K paboTe: Tadmuil,
cxeM, rpa)uKoB C yKa3aHUEM UX HyMepaluu.

BBegenne kpaTko xapakTepu3yeT aKTyaJlbHOCTh U COI[MAIbBHYIO 3HAUMMOCTh TEMBI, CTEIIEHb
ee pa3pabOTaHHOCTH B OTEYECTBEHHON M MHUPOBOM TEOPHH W MPAKTUKE; IETH U 337a4d, OOBEKT U
npeaMeT, 0a3y ucciaeaoBaHus, METOIbI cOopa U 00paboTKH MH(POPMAIINH, HAYYHBIC THIIOTE3BI.

AKmyanbnocmp TEMbl KypCOBOM pabOThl XapaKTEpU3YeT €€ COBPEMEHHOCTh, KU3HEHHOCTb,
HACYIHOCTb, BaXXHOCTh, 3HAYUTENbHOCTh. VIHBIMU CJIOBaMU — 3TO apryMeHTalus HEOOXOAUMOCTH
HCCIIEIOBaHMs TEMbI KYpCOBOIl pabOThI, paCKphITHE PEATIbHOM MOTPEOHOCTH B €€ U3YYEHUH U HEOO-
XOJIUMOCTH BBIPAOOTKH MPAKTUYECKUX PEKOMEHIAIUH.

O0s3aTenbHO TOJKHBI PUCYTCTBOBATH CIEIYIOIINE CIIOBA: «..aKTyaJbHOCTh U MPAKTUYECKUN
aCMeKT JaHHBIX MPOOJIEM CBS3aHBI C....» WIH «..aKTYaIbHOCTh KypCOBOM pabOThI 3aKiIovaeTcs (Min
IIPOSABIISIETCS) B CIEAYIOIIEM...». ... MU «BOIPOCHI.... SIBISIOTCS OYEHb aKTYaJIbHBIMUY, «aKTyallb-
HOCTb TEMbI KypPCOBOIl paOOThl CBsi3aHA CO 3HAUUTEIHHBIM PACHPOCTPAHEHHUEM HCCIIEyEeMOTO SB-
JICHHUS M 3aKJII0YAETCS B HEOOXOAMMOCTH pa3pabOTKH PEeKOMEHIAINI MO0 COBEPIICHCTBOBAHHIO pa-
OOTBI B pacCMaTpUBaEMOM 00IaCTH .

ObveKkm uccnedosanus Kypcoeoii padomsl — 3TO ONPECICHHas 00J1acTh peaJbHOCTH, COLHU-
aJIbHOE SIBJICHHE, KOTOPOE CYIIECTBYET HE3aBUCUMO OT MCCIIEOBATEs.

Ilpeomem uccnedosanun — >T0 3HaAYNMbIE C TEOPETUUYECKON WJIM IMPAKTHUYECKON TOYKH 3pe-
HUS 0COOGHHOCTH, CBOWMCTBA WJIM CTOPOHBI 0OBekTa. [IpenMer nccnenoBaHus MOKa3bIBaeT, yepes
9710 OYAET MO3HABAaThCA O0BEKT. B Kaxa0M 00BEKTE MCCIEAOBAHUS CYIIECTBYET HECKOIBKO IMPE/I-
METOB MCCIICZIOBAHUS M KOHIICHTpAI[Msl BHUMAHUS Ha OJTHOM M3 HUX O3HAUYaeT, YTO APYyrue mpeame-
ThI UCCJIEIOBAHUS JAHHOTO OOBEKTA MPOCTO OCTAIOTCS B CTOPOHE OT UHTEPECOB UCCIIEI0BATES.

OO®bekT Bceraa mupe, ueM ero npeamer. Ecinu 00bekT - 3T0 001acTh 1eATENbHOCTH, TO MIPe-
MET - 3TO U3Y4aeMblil IPOLECC B paMKax 00beKTa KypcoBoil pabotsl. IIpenmeT Bo BBEEHUM K KYp-
COBOM paboTe yKa3bIBAETCS MOCIE ONpPEaeIeHNUs 00bEKTa.

Ilpumep.

OOBeKTOM HCCIIeI0BaHUS SIBIISETCSl OpPraHn3allusl apXUBHOTO Jejia Ha MPeIIpUITUSIX MaJloro
U CpeIHeTo Ou3Heca.

[Ipenmerom uccnenoBaHus SBISIOTCS HOPMATUBHO-IIPaBOBas 0a3a BEJEHHs apXuBa Ha Ipell-
MPUATHSIX MAJIOTO U CpEAHEro Ou3Heca.

Ilpumep.

O6nexTom uccnenoanus seisiercss OO0 «HoBbIN apXuB», OCHOBHBIM BHJIOM JIEATEILHOCTH,
KOTOPOTO SIBISIETCS] PEJOCTABICHUE YCIYT IO ONUCAHUIO, XPAHEHUIO U YHUUTOKEHUIO TOKYMEH-
TOB.

[Ipenmerom uccnenoBaHMs SBISIOTCS OCOOCHHOCTH INPOBEACHUS paboT MO OMMCaHUIO, Xpa-
HEHUIO U YHUUTOXKEHHIO JIOKYMEHTOB Ha Pa3INYHbIX HOCUTEIAX.

Ilpumep

OOBeKT Hccae10BaHus — apXUB MPEANIPUATHSL.

[Ipenmer uccnenoBaHus — HOPMATUBHO-TIPaBoOBas 6a3a pabOTHI apXUBa MPEANPUATH, COCTAB
JIOKYMEHTOB, MOJIeKAIUX apXUBHOMY XPAaHEHUIO, CO3JJaHHE YCIIOBUIN XpaHEHUsI JOKYMEHTOB.

IJens xypcoBoil pabOTHI MMOKA3bIBAET TO, YETO XOUET JOCTUYb CTYAEHT B CBOEH HCCIIEOBA-
TEIbCKOM IeATENbHOCTH, KaK HEOOXOAMMO JOCTUTHYTh KOHEUHBIN pe3ybTaT.

IIpumep. 1lenpio KypcoBOi pabOThI SBISIETCS PACCMOTPEHUE OPraHMU3ALUU IKCIIEPTU3HI 1ICH-
HOCTHU JIOKYMEHTOB Ha NPEANPUATUH, BBISBICHHE aKTyalbHBIX MPOOJIEM, BO3HUKAIOUIMX B XOE
OCYILECTBICHHS 0TOOPA IOKYyMEHTOB Ha XpaHEHHE, a TaK)Ke MOUCK ITyTel COBEPIICHCTBOBAHMS Op-
TraHU3aIUH SKCIIEPTU3bI LIEHHOCTH JTOKYMEHTOB.

3adauu packpeIBalOT IMyTh K AOCTMXKEHUIO Lienu. Kaxxnol 3amade, Kak MpaBUIIO, MOCBSIIEHA
rJlaBa KypcoBoil paOboThl. 3a/1a4yil MOT'YT BBOAUTHCS CIIOBAMM:

- BBISIBUTH;

- PacKpbITh;

- U3YYUTh;



- pa3paboTarb;

- UCCIIEZI0BATh;

- IPOAHATN3UPOBATD;

- CUCTEMaTH3UPOBAaTh;

- YTOYHUTH H T.J.

Pexomenayemoe koiauuecTBo 3ajad - 4-5. 3agaun 0043aTeNbHO JOJKHBI OBITH OTPa’KEHBI B
3aKJIIOYCHUH, BBIBOJIAX U PEKOMEHJAIHSX.

IIpumep. 3ajauamMu KypcoBOil paOOThI B CBA3H C YKa3aHHOM LIENIBIO SBIISIOTCS:

1. 3yunTh HOPMAaTUBHO-TIPABOBYIO 0a3y 10 OpraHU3aIMK APXUBHOTO XPaHEHHS HA MPEapu-
ATUY;

2. UccnenoBaTh cXeMy OpraHu3anuy padoThl apXHBa Ha MPEANIPHUITUY;

3. PackpbITh 0COOEHHOCTH COCTaBJIEHUS YUYETHBIX JOKYMEHTOB apXMBa Ha JaHHOM IpPEAINpH-
ATUY;

4. IlpoaHanu3upoBaTh KOJUYECTBEHHbIE MOKA3aTeIM HCIOJIHEHUS 3alpOCOB I10JIb30BaTECH
Ha MPEANPHUATHH 32 MOCIEAHNE 3 TO/a;

5. Pa3paboTtath peKOMEHJAIUMH [0 COBEPIICHCTBOBAHUIO OPraHU3allMd COXPAHHOCTHU JIOKY-
MEHTOB Ha MPEIIPUATHH,

«Jlns jocTHKeHUs yKa3aHHOM LIeJIH [TOCTaBJIeHbI ciaenytomue 3anauu: 1., 2., 3. u T.1.

Memoowvt uccnedosanus. Metonpl — 3TO CHOCOOBI, MPUEMBI MMO3HAHUS 00BbeKTa. B mo0oi
KypcoBO# paboTe MCHOJb3YETCsl METOJ aHaIM3a JUTEPaTyphl, aHaIM3a HOPMATUBHO-IIPABOBOM J10-
KYMEHTAIIH 110 TeME KYPCOBOM.

B kypcoBoii paboTe Bbl MOKETe HAllMCATh CIEAYIOIINE UCII0JIb3YEMbIE METO/IbI:

* aHAJIN3A JINTEPATYPHI;

* aHAJIM3a HOPMATUBHO-IIPABOBON JOKYMEHTAIUH 10 TEME KYPCOBOIA;

* U3y4yeHue U 0000IEeHUE OTEUECTBEHHOM U 3apyOex)HON MPaKTUKU;

* CPaBHEHHUE;

* HHTEPBHIOWPOBAHHCE;

* MOJICIMPOBAHHUE;

* CHHTE3;

* TEOPETUYECKUI aHAIU3 U CUHTE3,

* abcTparupoBaHue,

* KOHKpETU3aLus U ueaan3amms,

* UHAYKIUS U JeTyKIHS,

* aHAJIOT U,

* KaccuduKarms,

* 00001IEHNE,

* HICTOPUYECKUNA METOJ.

IIpumep BBeeHUS IPUBEIEH B PUIIOKEHUH B

3ak/royeHue

[ToBOATCS UTOTU UCCIIEAOBAHUS, JIeNaloTCsi 0000IIEHUsT U BBIBOJBI, PACKPbIBACTCS 3HAYU-
MOCTh PACCMOTPEHHBIX BOIIPOCOB IS HAYKH W TPAKTUKU; HW3JIAraroTcs MPEIOKEHUS U PEKOMEH-
Jally 10 BHEIPEHUIO MOJYYEHHBIX PE3yJIbTaTOB U JalibHEHIIeMy pa3BUTHIO TeMbl. Ocoboe BHH-
MaHue yJaensieTcs NpUKIaJAHoN JacTu paboThl U €€ 3HaueHUIo0 B Oynyen nestenbHocTH. OOpasery
3aKJIIOYEHUS IPUBEAEH B PUIIOKEHUH [’

CHuCcOK MCNO0JIb30BAHHBIX HCTOYHUKOB

BxuttoyaroT Bce MCTOUHMKU MH(POPMALIUHU, HAa KOTOPhIE UMEIOTCS CCBUIKH B TEKCTE U KOTOpBIE
WCTIOJIH30BAJIMCH MTPH HAIMMCAHUH KYPCOBOM paOOTHI.

OcHoBHBIE TpeOOBaHMSI, TPEIbIBISEMbIE K CIIUCKY UCIOIb30BAHHBIX HICTOUHUKOB!

— COOTBETCTBHUE TEME KyPCOBOU PabOTHI,



— pa3HooOpasue BUIOB W3JaHM: o(UIMaNbHBIe, HOPMAaTHBHbBIC, CIIPABOYHBIC, YUeOHBIE,
Hay4yHbI€, TPOU3BOJCTBEHHO-TIPAKTUUYECKHE.

- Cezenust 00 MCTOYHHMKAX WH(POPMALUU MPUBOAATCS B COOTBETCTBUU C TPEOOBAHUSMHU
I'OCT 7.05 u T'OCT 7.82.

- VIcTOYHUKH B CIMCKE HYMEPYIOTCS apaOCKuMH nudpamu 06e3 TOUYKU B MOPAIKE HX YIO-
MUHaHUS B TEKCTE, TUOO0 B alipaBUTHOM MOPSAKE.

Ipuiaoxenus
PexoMenayercsi BKIIOYATh MaTepUajbl MILTIOCTPALIMOHHOTO M BCIIOMOTATEILHOTO XapakTepa.
B npusnoxenus MOryT ObITh TOMEIICHBI:

— MaTepHuaIbl, JOTIOJHSIOIINE TEKCT (TaOIUIIbI, PUCYHKH);

— JIOTIOJTHUTENbHBIE PACUETHhI;

— TaOJIMLIbI BCTIOMOTATEIbHbBIX JAHHBIX;

— XapaKTepUCTHUKH anmapaTypbl U IpUOOPOB, MPUMEHSIEMBIX MPU BBIITOJHEHUN PaOOTHI;

— MPOTOKOJIbI UCTIBITAHUM, 3aKIIFOUEHUS SKCIIEPTU3bI;

— JIpyTue MaTepHalibl U TOKyMEHTHl KOHCTPYKTOPCKOTO, TEXHOJIOTMYECKOTO U MPHUKIIATHO-
ro Xapakrepa.

[IpaBuia nmpeacTaBIeHUs MPUIOKCHUN:

— Ha BCE MPUJIOKEHUS B TEKCTE KYPCOBOW paOOTHI JOJKHBI OBITh JaHBI CCHIIKU;

— IPUJIOKEHUS PACIOAraloT 1 0003HAYAIOT B MOPSAIKE CCHUIOK HAa HUX B TEKCTE pabOTHI;

— IpUIIoKeHus1 0OPMIISIOT KaK MPOI0JDKEHUE KypCOBOM padOT Ha CIEAYIOIIMX €ro CTpa-
HUIIaX 110 TpaBWiIaM U (hopMam, YCTaHOBIICHHBIM JICHCTBYIOIIMMU CTaHAAPTAMH;

— KaXJ10€ MPUJIOKEHUE JTOJDKHO HAUMHATHCS ¢ HOBOTO JIUCTA U UMETh TEMaTUYECKHil 3aro-
JIOBOK M 0003HAYEHHE.

— cnoBo «IIpunoxxenue» u ero OykBeHHOEe 0003HaUYeHHE (3arjiaBHbIE OYKBBI PYCCKOTO aj-
¢daBuTa, HAYUMHAS ¢ A pacroNararoT HaBepXy MOCEepeIuHe CTPAHMIIBI, a 0 HUM B CKOOKaxX yKa3bl-
BAaIOT CTaTyC MPUJIOKEHUs, HApUMep: (PEKOMEHIyeMoe), (CIIpaBoOYHOE), (00s13aTENIbHOE).

— IPU HAJIMYUU OJTHOTO TIPUIIOXKEHUS, OHO o0o3Havaercs «llpunoxenne Ay,

— IOMEUIaeMble B MPHUJIOKEHUM PUCYHKH, TAOIUIBI U (OPMYIIBl HYMEPYIOT apaOCKUMH
uudpamu B npeenax Kaxa0ro NpuioKeHHs!, HaIpUMep: «... pUCYHOK A.5...».

[Tpumep opopmieHHs MPUTIOKEHNS IPUBEACH B IPUIIOKEHUH /]

4 TPEBOBAHUSI K M3JIOKEHHUIO TEKCTA KYPCOBOM PABOTHI

TekcT u3naraeTcss KpaTKUM YETKUM S3BIKOM. TepMUHONIOTHSA U 0003HAUYECHHUS JOJKHBI COOT-
BETCTBOBATh YCTAHOBJIEHHBIM CTaHJapTaM, a MPU OTCYTCTBHH CTAHJIAPTOB - OOMICTIPUHSITHIM HOP-
MaM B HaAYyYHO - TEXHUYECKOM JIuTepaType.

N3noxenune TekcTa KypcoBOil pabOThI JOKHO CTPOTO COOTBETCTBOBATH

—CMK-O-CMI'TY-42-09 Kypcosas paboma (npoexkm): cmpykmypa, cooepicanue, obujue
npasuia 8bINOJIHEHUS U OPOPMIEHUSA,

CMK-K-PH-109-15 Ilopsook opeanuzayuu 8bINOIHEHUS U 3aUUMbl KYPCo8ol pabomul (npoekma) 6
MHO20NPODUILHOM KOJLIeONCe.

ConepxaHre OCHOBHOM YacTU PabOTHI JOKHO COOTBETCTBOBATH 3aJaHUIO M TPEOOBAHMSM,
M3II0KEHHBIM B METOJMYECKUX YKA3aHUSX IO BBIMOJHEHUIO KypCcOBOW paboThl. OCHOBHYIO 4acTh
CIeAyeT NEeNUTh Ha pa3denbl, MOApa3/ieNbl, MyHKThl. KaKIblii 3JIEMEHT OCHOBHOM YacTH JTOJKEH
MIPEICTaBIATh CO00I 3aKOHYEHHBIH B CMBICIIOBOM OTHOIIEHHU (hparMeHT paboThl. 3ariaBue pasfe-
JIOB HE JIOJDKHO TIOBTOPSTH TEMY KypCOBOHM paboThl. O0S3aTeNBbHBIM CTPYKTYPHBIM AJIEMEHTOM OC-
HOBHOM 4acTHU KypCOBOM paOOTHI SBIISETCS aHATUTUYECKUI 0030p TEMBL.

AHanmuTryeckuii 0030p TpeicTaBsgeT cOO0H pe3ysbTaT CUCTEMAaTH3UPOBAHHON MepepadoTKU
COBOKYITHOCTU JIOKYMEHTOB IO ONPEIEICHHON Teme, cojep aliuii 00OOIIEeHHbIE U KPUTHYECKH
MIPOAHAIM3UPOBAHHBIC CBEACHHUS 00 MCTOPHH, COBPEMEHHOM COCTOSIHUH, TCHICHIMSIX U TEPCIeK-
THUBaxX pa3BUTHUSA MIpeaIMeTa 0030pa.

K tekcty anamuTHueckoro o030pa nNpeabsABIsAIOTCS CIEAYIOIINE OCHOBHbIE TPEOOBAHNUS:



— MOJIHOTA U JJOCTOBEPHOCTHh HH(OPMAIIHH;

— HaJIM4ue KPUTHUYECKOI OIEHKU UCIOJIb30BaHHON NH(OpMaLIUK;

— JIOTUYHOCTH CTPYKTYPBI;

— KOMITO3UIIMOHHAS [[EJIOCTHOCTB;

— apryMEHTUPOBAHHOCTh BHIBOJIOB;

— SICHOCTb U YETKOCTb U3JI0KEHUSI.

B Tekcte MOMKHBI MPUMEHSTHCS TEPMUHBI, 0003HAYCHHSI M OMPEICICHUS, YCTAaHOBJICHHBIE
CTaHJIapTaMU MO COOTBETCTBYIOIIEMY HANpaBICHUIO HAYKHU, TEXHUKH U TEXHOJIOTUH, & MPH UX OT-
CYTCTBHH - OOIICTIPUHSTHIE B HAYYHO-TEXHUYECKOH JINTepaType.

He nonyckaercs:

— MPUMEHATH JUIsl OJJHOTO U TOTO K€ MOHATUS Pa3IUYHbIE HAYYHO-TEXHUYECKUE TEPMUHBI,
OJIM3KHUE 10 CMBICTY (CHHOHUMBI), @ TaK)Ke MHOCTPAHHbBIE CJIOBA M TEPMHUHBI IIPU HAJIUYUU PABHO-
3HAYHBIX CJIOB U TEPMUHOB B PYCCKOM SI3BIKE;

— MPUMEHSTH IPOU3BOJIbHBIE CJI0BOOOPA30BaHMUS;

— npumensTh uHaeKch ctanaaptoB ('OCT, TOCT P, OCT u T1.11.), Apyrux JOKYMEHTOB 0e3
PETUCTPALIMOHHOTO HOMEPA;

UCIIOJIb30BATh B TEKCTE MaTEMaTHUCCKHE 3HAKU M 3HaK & (auamerp), a Takxke 3Haku Ne (Ho-
Mep) U % (miporieHT) 6e3 uncnoBbIX 3HadeHui. Crenyer nucatb: «remmeparypa 20 °Cy; «HOMED
ombITay (HO HEe « Ne ombITay); «BIaXKHOCTh 98 %», «IIpOLEHT BBIX01a» (HO HE « % BBIXOAA»).

YcnoBHbIE OyKBEHHBIE 0003HAYCHWS, W300pPKEHUS WM 3HAKH JIOJDKHBI COOTBETCTBOBATH
MPUHSATBHIM B ICHCTBYIOIIEM 3aKOHOIATEIHCTBE U IOCYIaPCTBEHHBIX CTAaHIAPTaX.

5 O®OPMJIEHUE WIJTIOCTPAIIUM U TABJIMI]

Odopmienne WITIOCTPALUNA U TaOJIUIl KypCOBOTO MpoeKkTa (paboThl) HOJKHO CTPOTO COOT-
BETCTBOBATh:

—CMK-O-CMI'TY-42-09 Kypcosas paboma (npoexm): cmpykmypa, codepaicanue, obujue
npasuia 8bINOJIHEeHUs U OPOPMICHUSA,

—CMK-K-PHU-109-15 [lopsioox opeanuzayuu 6bINOIHEHUS U 3aujumsl Kypcogou pabomvl
(npoexma) 8 MHO2ONPODUILHOM KOJLIEOMHCE.

Tadauubl

TaOnuisl TpUMEHSIOT JUIsl TyYIlIeld HarJIIJHOCTH U yA00CTBa CpaBHEHUs MTOKa3aTenen

Tabnuua nomemaercs B TEKCTE cpa3y e 3a MEpBbIM YIOMUHAHMEM O HEll MM Ha Cledylo-
IEH CTPaHUIIE.

Tabnuiel, 32 UCKITIOYEHHEM MTPUBEACHHBIX B MPUIIOKEHUH, HYMEPYIOTCS B TpeJieNiaX KaxXI0To
pazznena. B aTom cirygae HOMep TaOIUIBI COCTOUT U3 HOMEpa pasjiesia U MOPSAKOBOTO HOMepa Taod-
TUIBl B TIpefesiax pasfelnia, paslieleHHbIX Toukou. JlomyckaeTrcs CKBO3Has HyMepalus TaOiuil
apabckuMu 1udpamMu 1o BceMy TeKCTy. TaOnauipl KaKaoro NpuiIoKeH!s 0003HA4Yal0T OT/IEIbHON
HyMepanueil apadbckumu nudpamu ¢ 1o6aBiIeHreM nepe Hupoit 0003HaUSHHST TPUITOKEHHUS.

Ecnu B TekcTe oana TabiHila, To OHA JOJKHA ObITh 0003HaueHa «Taomauma 1» i «Tabauna
B.1», ecniu oHa nipuBeieHAa B MIPHIIOKEHUH B.

Ha3Banue TaOnMIBI, MPH €r0 HAIWYHH, JOJDKHO OTPa)XaTh €€ COJEep)KaHHWEe, OBITh TOYHBIM,
KpaTkuM. Ha3zBanue TabIUIBI MOMEIIAIOT HaJl TaOyuIel mocine ee HoMepa depe3 THpe, ¢ MPOTMHC-
HOM OyKBBI (OcTanbHBIE CTPOUHBIE), Oe3 ab3anHoro orcryna. Hagnuce «Tabnuna...» numercst Haj
JIEBBIM BEPXHUM YTJIOM TaOJIHIIBI U BBIMOIHIETCS CTPOYHBIMU OyKBaMH (Kpome MEepBOW MpPOTMHC-
HOI1) 63 moTYepKUBaHMUSL.

3aronoBku Tpad TaONUIIBI BBHITIOIHSIOT C MPOMUCHBIX OYKB, a TIOJ[3ar0JIOBKU - CO CTPOYHBIX,
€CITH OHM COCTAaBJISIFOT OJIHO TPEUIOKEHUE C 3aT0JIOBKOM, M C MPOIMCHON - €CIIM OHH CaMOCTOsI-
TeNbHBIE. B KOHIIE 3aroioBKa M MOA3aroJioBKa 3HAKHM MPENHUHAHUS HEe CTaBATCS. 3arojIOBKU yKa3bl-
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BAIOTCS B €AMHCTBEHHOM ymcie. [lomyckaercs mpuMeHsITh pa3Mep mpudra B TabIUIE MEHBIINH,
4eM B TeKcTe. JlnaroHaabHoe /IeJeHne TaOInIbl HE TOMyCKaeTCsl.

Tabnuiy ¢ GONBIIUM KOJIUYECTBOM CTPOK JOIMYCKAETCS MEPEHOCHTh HA JIPYTYIO CTPAHUILY.
IIpu nepeHoce yacTu TaOIULBI HA IPYTYIO CTPAHUILY 3aroJIOBOK IOMEIIAIOT TOJIBKO Mepe]] NepBoi
YacThIO TaOJIMIIBI, HAJ| JPYTUMH YacTsAMH CIpaBa muimercs cioBo «lIpomomkeHne» M yKa3bIBaeTcs
HOPSAAKOBBIM HOMep Tabnuubl, Hanpumep: «lIponomxenne Tadbaumpsl 2.7». HUKHIOI rOpU30HTANIb-
HYIO YepTy, OTPaHHMYUBAIOIIYIO TA0JIUITy, HE TPOBOJISAT.

Ipumep ogopmnenus mabauywl

«[IpaBuna opraHuszany XpaHEHUs,, KOMIUIEKTOBAHUS, yuy€Ta U MCIIOJIIb30BAHUS JOKYMEHTOB
ApxusHoro ¢onga Poccuiickoit denepanuu, Jpyrux apXuBHbIX JOKYMEHTOB B FOCYJapCTBEHHbBIX U
MYHUIIUTIATBHBIX apXHBax, My3edx W OMOIMOTEKax, opraHu3anusix Poccuiickoil akajgeMuu Hayk»
yCTaHaBJIMBAIOT MIapaMeTPbl TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA B TOMELICHUN apXHUBa [yl JOJI-
TOBPEMEHHOT0 XpaHeHus JokymeHnToB (Tabnuma 1.2).

Tabnuma 1.2 - TpeboBaHus K TeMIEpaTypHO-BIaXKHOCTHOMY PEKHUMY XpaHEHHsI TOKYMEHTOB

Bun nokymenta OTtHocuTeNbHAS BIIAXK-
ALAOKY Temneparypa, °C R
HOCTB BO31lyXa, %o

4epHO-OeIbIe I[BETHbIC | 4YEPHO-OEJbIe = IIBETHHIC
JIOKyMEHTBI Ha KHHOIUICHKE:
HUTPOOCHOBA He Bbimie +10 | He BbIme -5 40-50 40-50
Oe3oracHas OCHOBa He BeIme +15 HE BBIIIE -5 40-50 40-50
(OTOIOKYMEHTHI:
CTEKJIO He BbImie +15 HE BBIIIE -5 40-50 40-50
TUICHKA He BbIIIe +15 HE BBIIIE -5 40-50 40-50
¢dorobymara He BbIIIe +15 HE BBIIIE -5 40-50 40-50
JOKYMEHTBI HA MArHUTHOM JICHTE +8-+18 45-65
U INCKOBBIX HOCHUTEIIAX
JOKYMEHTHI Ha OyMa)KHOW OCHOBE +17 - +19 50-55

NimocTpannu

KonnyecTtBo MimocTpaiuii, moMemaemMslx B TEKCTE, JOHKHO OBITh JOCTAaTOYHBIM JJISi pac-
KpBITUSL copepkaHus paboTel. Wuttoctpanum (dueptexu, rpa@uku, cXeMbl, KOMIIbIOTEpHBIE pacrie-
YaTKM, JUarpaMMmsl, (POTOCHUMKH M T.II.) CJEIyeT paclojlaraTh HEMOCPEICTBEHHO IOCIe MEPBOTO
YIOMUHAHUS B TEKCTE, WIKM Ha cleayrouieil crpanune. MimocTpauun MoryT ObITh B KOMIBIOTEP-
HOM HCIIOJIHEHUH, B TOM YHCJIE U LBETHBIE.

Bce mmtroctpanu MMEHYIOTCS B TEKCTE€ PUCYHKaMU UM HYMEPYIOTCS B Ipelenax Kaxaoro
paznena. Homep winmrocTpauy cocTaBisieTcs U3 HOMEpPA pasjiena U MOpsAIKOBOT0 HOMEpPA MILIOCT-
painuu B Ipeaenax JaHHOTO pasjesa, pa3/eleHHBbIX TOUKOW, HallpuMmep: «pHUCYHOK 5.1» (mepBblit
PHUCYHOK ISTOTO pasjena). Jlomyckaercs CKBO3Hasi HyMepalus pUCYHKOB apaOCKUMU IU(ppaMH 110
BceMmy TekcTy. Ecnm pucyHoOk oauH, TO oH o6o3Hauaercs «PucyHok 1». MmmrocTpamuu Kaxmaoro
NpUIIOKEeHHsT 0003HAYAIOT OTAEIHHON HyMeparueil apaOckuMu mudpamu ¢ J00aBIEHUEM Iepen
nudpoit o6o3nauenus npunoxenus. Hanpumep, «Pucynok A.3».

Ha Bce miumroctpanuu J0MKHBI OBITH 1aHBI CCBUIKH B TeKcTe. [Ipu cchulkax Ha MIUTIOCTPALUU
CIIETyeT MUCATh «... B COOTBETCTBUH C PUCYHKOM 2 MPHU CKBO3HON HYMEpallH U «... B COOTBETCT-
BHUHU C PUCYHKOM 1.2» Mpu HyMepaluu B Ipeeax paszena.

Wnmoctpanus pacnojiaraercsi o TEKCTy JOKYMEHTa, €ClIM OHa MOoMeIlaeTcsl Ha Jucte Qop-
mata A4. Eciin ¢popmar mwutroctpauuu Oomnbie A4, TO ee clieAyeT NoMemarh B npuioxenuu. Po-
TOCHUMKH pa3MepoM MeHblle (hopmara A4 10JKHBI ObITh HaKJIEEHbI Ha CTaHAApTHBIE JIUCTHI Oeon
Oymaru. Mmoctpanuu clieyeT pa3MelnaTh Tak, 4ToObl UX MOXKHO ObUIO paccMaTpuBaTh 6€3 MOBO-
pOTa JOKYMEHTa UJIU C IIOBOPOTOM I10 YACOBOM CTpEJIKE.



WnmocTpanuu cienyer BBIIONIHATh Ha TOU ke Oymare, 4To U TEKCT, TMO0 Ha KaJIbKe TOTO K
dbopmata ¢ coOMOCHUEM TEX K€ TOJIeH, 4TO W I TeKcTa. [Ipu 3TOM KaybKy ¢ WILTIOCTpaIen
CIIeZyeT MOMEeUIaTh Ha JIUCT OeJIol Hempo3pavyHoil Oymaru.

WnmocTtpanuu, npu He00X0AMMOCTH, MOTYT UMETh HAMMEHOBaHKe, Hanpumep: «Pucynok B.2
- Cxema anropuTMa» U MOSCHUTENbHbIE TaHHbIE (IOJPUCYHOUHBINH TeKcT). CII0BO «PUCYHOK», €r0
HOMEp U HaMMEHOBAaHUE MOMEIAIT HUXKE N300pakeHUsl 10CIIe MOSICHUTENIbHBIX JaHHBIX CUMMET-
PUYHO WIITHOCTPALIUU.

[Tpumeps! oopMIIeHUS HILTIOCTPAIUN

Crpykrypa u mratHas unciaeHHocTs B MKY «l"opojickoit apxuB» IpeicTaBiIeHbl Ha pUCYHKe 2.2.

JUPEKTOP
I'naBHBIi Oyxrantep P
APXNVBA
\ 4
Orgen yd€Ta U COXpPaH- OTAen UCHOJIHEHUS COLMaIbHO- Otaen uCIoJIb30BaHUSI
HOCTH JOKYMCHTOB IIPpaBOBLIX 3aIIPOCOB JOKYMCHTOB
4 ge. 8 gem. 3 gen

TexHuueckuil nepcoHal

3 yen.

A

Pucvaok 2.2 - Ctovkrvna u mrratas yncineHHocte MKY «l ononckoit anxusy»

TepMuH «apxuB» U «apXUBapuyc» MPOHUKIHN B pyCCKUl s13bIK B 310Xy Iletpa |. B I'enepansaom
pernamente 1720 roma ycranaBnuBaercs: «KHHATH, JOKYMEHTHI, JieNa, YIMHEHHBIE PETHCTPATYPhI, KO-
I7la OHbIE B KaHIIEIAPUU U B KOHTOPE JISKAITH, IOTOM B apXUB C PACIUCKOI apXUBAPUYCY OTIAIOTCS.
ApXxuBapuycy HaIJIekKaJlo <«IIMchMa MPUIIEKHO COOMPATh, OHBIM PEECTPhl YHMHUTD, JIUCTHI TIEpEeMEYH-
BaTh...» (PUCYHOK 1).
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Pucynok 1 - «I'eHepaibHBbIii perjiaMeHT Win Y CTaB»

TekcT KypcoBoil paboThI JOKEH UMETh CIUIOLIHYI0 HyMepaluio cTpanull. CTpaHUIlbl Cleay-
€T HyMepoBaTh apaOCKuMH IUppaMu, COOTFOIast CKBO3HYIO HYMEPAIIHIO TI0 BCEMY TEKCTY paOOTEHI.
Homep cTpaHHUIIBI MPOCTABIISAETCS B IICHTPE HUXKHEW YacTh JicTa 0e3 TOYKH. THUTYIbHBIA JIHCT
BKJIFOYAETCS B OOIIYI0 HyMEpaIlio CTPaHUIl paboThl, HO HOMEpP CTPAHUIIBI HA HEM HE TPOCTABJISCT-
csl.

6 CIIMCOK UCITOJIb30BAHHBIX NICTOYHUKOB

CHnHcoK MCIONIb30BaHHBIX UCTOUHUKOB YKa3bIBAETCSI B COOTBETCTBUU C JIEUCTBYIOIIMMHU HOP-
MaMH JIJIs1 HAyYHO - TEXHUYECKON JTUTEPATYPHI.

Ceenenust o kHurax (y4eOHHMKH, CIIPAaBOYHUKU U JIp.) JOJDKHBI BKIFOUYATh: (PaMHIIUIO U UHU-
[AAJBI aBTOPA, 3aryiaBue KHUTH (0€3 KaBbIUeK), TOJ] U3/IaHus, 00bEM B CTpAHUIIAX.

[Tpumep odopmIileHHs HCTOYHUKOB

CIIMCOK UCIIOJIB30OBAHHBIX NICTOYHHUKOB

IIpumep onncanus CTaHIAPTOB

1. TOCT P 7.0.8-2013 HanmonanbHbIi cTanmapt Poccuiickoit @enepanuu. Cucrema cTaH-
JapToB 10 MHGOpMAIH, OMOIMOTEYHOMY U M3JaTEIbCKOMY neiy. Jlemonpou3BOACTBO U apXUBHOE
neno. Tepmunsl u onpenenenus [ Texer] — Been. 2014-03-01 — M.: Crannaptundopm, 2013. —11 c.

HpHMep OMMHUCAHUS BJICKTPOHHOTO NUCTOYHUKA

1. http://www.proco.ru/haccp_6.htm
2. MC)KI[}IHapOILHLIC HpO(I)CCCI/IOHaJIBHBIe CTaHIlapTLI BHyTpeHHeFO ayI[I/ITa. —
http://www/iia-ru.ru/goods/index.html#top.

HpHMep ONMMCaHUud CTAaTbH U3 XXYpHaJia, ra3cThbl

1. Apmaxkynmu, B. Cucrema XACCII: poccuiickoit Bepcun — 1Ba roja. CTaHJapThl U Kaue-
cTBO [TekcT]: HayuYHO-TEeXHUUYECKHI 1 SKOHOMUUYECKHH KypHa/ yapenurens ['occtangapt Poccun.
— M.: PUA «Cranmaptsl u kagectBoy», 2003, Ne 9. — ¢. 85-87. — ISSN 0038-9692.

HpHMep ONMMCAHUS KHHUT'KM OAHOI'O aBTOpa



1. Tnanuii, E. B. JlokymeHnranmonHoe obecrneuenue ynpasieHus [Tekct]: YdyeOHoe moco-
oue/ImamuiiE.B. — M.: UL PUOP, HUI[ MH®D®PA-M, 2016. — 249 c¢. — Pexum npocryma:
http://znanium.com/catalog.php?bookinfo=468335

IIpumep onucanust KHATH O] peAaKkIuen

1 BwikoBa, T. A. JJokyMeHTaIIMOHHOE OOECIICYCHHE YITPABICHUS HErOCYIapCTBEHHBIX Op-
raam3anuii [ Texcr]: YueOHoe nocooue/brikoBa T. A., Cankuna JI. B., 2 uzn., nepepa0. u mom. — M.:
HUILL UH®PA-M, 2015 — 302 ¢. — Peskum mocryma: http://znanium. com/catalog.php ?bookinfo
=463884

IIpumep onucaHust KHATH IIOJ1 3arjlaBUEM

1. Apxuoenenne [Texct]: YueOHUK I HAYAIBHOTO MPO(HECCHOHATLHOTO 00pa30BaHMU:
Y4eOHoe mocobue st cpeanero npodeccnonansHoro oopasosanus / E.B. Anekceesa, JLII. Ada-
HacbeBa, E.M. byposa; Iloxg pex. B.Il. Ko3noBa. — 3-eusn., non. — M.: U3narenbckuii neHTp
«Axkagemus», 2005. — 272 c.

7 3AILIIUTA KYPCOBOM PABOTBI

B mpornecce moAroToBKM K 3alIUTE CTYASHT TOTOBUT jokian Ha 7-10 mmuyt. B moxmazne
JIOJKHO OBITh PACKPBITO COJEPIKAHUE KYPCOBOM padOThI, PACKPHITHI IIaBHBIC MOJIOXKEHUS, OOJIbIIE
IIOJIOBHHBI JOKJJIada AOJXKHO ObLITH IIOCBAILIICHO HpaKTH‘IeCKOﬁ qacCTu, 3aKaH4YHNBacCcTCsA JOKJIad BbIBO-
JaMH U TIPEITI0KESHUSIMU.

3ammTa KypcoBOil pabOThl OCYIIECTBISIETCS TIEpe] KOMUCCHEH, COCTOSIICH U3 TperoaBare-
nei.

8 KPUTEPAU OIIEHKH KYPCOBOM PABOTHI

KypcoBas paboTa orieHuBaeTcs 1Mo NATHOAUIBHOM cucTeMe.

Kpurepusimu orieHKu KypcoBoi pabOThI O TUCHUIUIMHE SBIISIOTCA:

e KauecCTBO COJIEp:KaHUs PaOOTHI (JOCTHKEHHE CHOPMYIUPOBAHHOMN IIENTU U PEIIEHUE 3a/1a4
HCcCJIe10BaHusA, ITOJIHOTA paCKpI)ITI/Iﬂ TEMBI, CHCTEMHOCTH I1OAX0/14, OTpa)KCHI/IC 3HaHI/II\/'I J'II/ITepaTypI)I
Y pa3NUYHBIX TOYEK 3PEHUS 0 TeMe, HOPMATHUBHO-TIPABOBBIX aKTOB, apTyMEHTHUPOBAHHOE 00OCHO-
BaHUE BBIBOJIOB U MPEIJIOKEHUN);

e coOmroneHue rpaduka BBIOIHEHUS KYPCOBOI paOboTHI,

e 000CHOBaHHE aKTYaJIbHOCTH BBIOPAHHOMN TEMBI;

e COOTBETCTBUE COEpXKaHUS BRIOPAHHOM TeMe;

e COOTBETCTBHE COJCPKAHUS TJIaB U maparpad)oB MX HA3BAHUIO;

e JIOTHKa, TPAMOTHOCTb U CTHJIb U3II0KEHUS;

e HAJIMYME NPAKTHYECKUX PEKOMEHAAINN;

e BHEUIHWI BUJ pabOTHI U €€ 0POpPMIICHHE, aKKYPATHOCTh;

e COOMIOZICHUE 33JaHHOTO 00BEeMa PaboTHI;

e HaJIMYWE XOPOIIO CTPYKTYPUPOBAHHOTO IIJIaHA, PACKPHIBAIOIIETO COJIEPIKaHUE TEMBI Kyp-
COBOW paboTHI;

e HaJIMYWE CHOCOK U MPABUIHHOCTH ITUTHPOBAHUS;

e KauecTBO O(OPMJICHHS PUCYHKOB, CXEM, TAOJIHIT;

e TPABWIBHOCTH O(hOPMIICHUS CIIHCKA UCIIONIB30BAHHOM JINTEPATYPHI;

e JIOCTaTOYHOCTh M HOBU3HA N3YUYEHHOM JINTEPATYypHI;

e OTBETHI Ha BOMPOCHI MPHU MYOJIUYHON 3aIUTE PAOOTHI.

Ilpumep
15



O1eHKa «OTJIMYHO» BBHICTABISETCS MPH BBHIOJHEHUH KYpPCOBOW pabOTHI B MOJHOM 00BEME;
WCIIONB3YETCSl OCHOBHAsI JIUTEpaTypa mo mpobjeme, padoTa OTIMYAETCS TIyOMHON MpopaboTKu
BCEX pa3elioB COAEPIKATENLHON YacTh, opopMiIeHa ¢ COOIIOICHIEM YCTAaHOBIEHHBIX MPABUIL; CTY-
JICHT CBOOOJIHO BIJIaJICET TEOPETUYECKUM MaTepraaoM, 6€30IHnO0YHO MPUMEHSIET €ro NpU PelIeHun
3aja4, c()OpMYIMPOBAHHBIX B 33JaHUU; HA BCE BOIPOCH JA€T NMPaBHIbHbIE 1 0OOCHOBaHHBIC OTBE-
ThbI, YOETUTENIbHO 3aIIUILAET CBOIO TOUKY 3PEHHUSI.

OneHka «XOpoII0» BBICTABJIAETCS MPU BBHINOJIHEHUH KypCOBOM paOOThl B MOJIHOM OOBEME;
paboTa oTiauvaercs rIyOMHON MpopabOTKU BCeX pa3/iesioB COJIEpKaTelIbHOM 4acTu, opopMIieHa ¢
COOJIIFOJICHHEM YCTAHOBIIGHHBIX MPaBUJ, CTYACHT TBEPAO BIAJIEET TECOPETUYECKHM MaTepHajoM,
MOKET MPUMEHSTh €r0 CaMOCTOSITENIbHO WM M0 yKa3aHUIO MpernojiaBaresisi; Ha OONbIINHCTBO BO-
MIPOCOB JaHbI IPABHIILHBIC OTBETHI, 3ALIUILIACT CBOIO TOUKY 3PEHUS TIOCTaTOYHO OOOCHOBAHO.

OneHka «y/A0BJIETBOPUTEIbHOY» BBICTABIISACTCS IMPH BBINOJIHEHUU KYpPCOBOH paboThI B OC-
HOBHOM IPaBUJIBHO, HO 0€3 JOCTAaTOYHO TITyOOKO#H MPOpadOTKK HEKOTOPHIX pa3ZesioB; CTYACHT yC-
BOMWJI TOJILKO OCHOBHBIE pa3/iesibl TEOPETUUECKOr0 MaTepuasa 1 Mo yKa3zaHUIO mperojaaBarens (6e3
WHUIMATUBBI U CaMOCTOATEIBHOCTH) IMPUMEHSIET €ro MPaKTUYECKH; Ha BOIPOCH OTBEYAeT HEYyBe-
PEHHO WJIM JOMYCKAeT OUIMOKHU, HEYBEPEHHO 3aIlIUIIAET CBOIO TOUKY 3PCHHSL.

OreHKa «Hey/10BJIeTBOPHTEIbHOY» BBICTABIISCTCS, KOTJa CTYACHT HE MOXKET 3aIIUTUTh CBOU
pelleHus, 1onyckaeT rpyobie (hakTHUecKue OUTMOKHU MPU OTBETaX Ha MOCTABJIEHHBIE BOMPOCH! MU
BOBCE HE OTBEYAET HAa HUX

[TonoxkutenpHas OIlEHKA BBICTABISETCS B BEAOMOCTb M 3a4€THYIO KHIDKKY. CTYAEHT, Moiy-
YUBIIMA HEYJOBICTBOPUTEIHHYIO OIICHKY, JIOJDKEH JI0padoTaTh KypcoByr padboTy. B aTom ciydae
CMEHa TeMbI HE JIOMYCKaeTCsl.

Onenka ypoBHSI cOPMUPOBAHHOCTH MPOPECCUOHANBHBIX U OOIIMX KOMIETEHIIUNA BO BpeMs

MOJITOTOBKH U 3aLIUTHI KypCOBO# paboTHI IO MPO(hECCHOHATTLHOMY MOIYIIIO ONPEAEIISeTCs PYKOBO-
JUTEJNIEM 10 YHUBEPCAJIbHOM IIKaJie OLIEHKH 00pa30BaTeNbHbIX JOCTUKEHHUM, KOTOPbIE BKIIOYAIOT B
ce0st OCHOBHBIE ITOKA3aTeNN OLCHKH PEe3yIbTaTOB



Orenka oOpa30oBaTeIbHBIX TOCTHXKCHHUH CTYAeHTA (K1)

Konx n nanmeHnoBanue
KOMITETEHIIUM

OreHka (I0JI0KUTEINb-
Hast — 1/ oTpunarensHas

—0)

Kon u

HanMmeHoBanne OITOP BrI- 3a- | HUnte-

(OCHOBHBIX TTOKa3aTeJNeH OIEHKH Pe3yIbTaTa) MOJ- | IIUTa | rpajb-
He- KII | Has
HUE (KP) | omeHka
KII OIIOP
(KP)

[IK 2.1. OcymecTBIATh dKCIIep-
TU3Y LIEHHOCTH JIOKYMEHTOB B
COOTBETCTBHH C JEHCTBYIOIUMHU
3aKOHOJIATEIbHBIMH aKTaMH 1
HOpMaTHBaMH

OIIOP 2.1.1 Opranm3yeTr ¥ MPOBOIUT IKCIEPTH3Y LIEH-
HOCTH JIOKYMEHTOB Ha 3Tare JeJIONPOU3BOACTBA IPH CO-
CTaBJICHMM HOMEHKJIATYpHI JIe]l ¥ B Ipouecce GopMUpo-
BaHMS JIeJI B COOTBETCTBUH C JACHCTBYIOIIMMH 3aKOHO/A-
TENbHBIMA U HOPMATUBHBIMH JIOKYMEHTaMH I10 JIEJIONpPO-
W3BOJICTBY U apXUBHOMY JIEIy.

OIIOP 2.1.2 Opranu3zyer U MpOBOAUT IKCIEPTU3Y LIEHHO-
CTH JOKYMEHTOB Ha 3Talre MOJAr0TOBKU UX K Iepenade B
apX1B OPraHU3alNHU B COOTBETCTBHH C JCHCTBYIOINMHU
3aKOHOJATEIbHBIMI 1 HOPMAaTUBHBIMHU JIOKYMEHTAMH 110
JITIONPON3BOJICTBY U apXUBHOMY JIEITy.

OIIOP 2.1.3 OpraHu3zyet U MpOBOAUT OTOOP ¥ ITOATOTOB-
Ky JIeT ¥ IOKYMEHTOB K IIepeiade Ha IOCTOSIHHOE XpaHe-
HHE B TOCYJapCTBEHHBIH MJIM MYyHUIUTIAJIBHBIN apXUB B
COOTBETCTBHH C JACHCTBYIONIMMH 3aKOHOAATECIBHBIMHU 1
HOPMaTHUBHBIMHU TOKyMEHTaMH MO AEJIONPOU3BOJICTBY U
apXUBHOMY JIEIy.

IIK 2.2 Bectu paboty B cucte-
Max 3JIEKTPOHHOTO JOKYMEHTO-
obopota

OIIOP 2.2.1 Opranusyer paboTy apxuBa B CHCTEMax
AJIEKTPOHHOTO JOKYMEHT000OpPOTa B COOTBETCTBHHU C HOP-
MAaTHBHO-METOJUYCCKUMH TOKYMEHTaMHU TI0 apXHBHOMY
Jeny.

OIIOP 2.2.2 Opranu3syer paboTy apxiBa Ha OCHOBE HH-
(hOpPMAIHOHHBIX TEXHOJIOTHIA B COOTBETCTBUU C JICHCT-
BYIOIIMMH HOPMATHBHO-METOUYECKUMHU JOKYMEHTAMHU
10 apXUBHOMY JIEITy.

OIIOP 2.2.3 Wcnonk3yeT B paboTe apXuBa KOMITBIOTEP-
HYIO TEXHUKY U IPOrpaMMHOE 00ecIieueHNe ISl XpaHe-
HUSI, KOMIUICKTOBaHNUS, YUETA U UCTIONIb30BAHMS JTOKY-
MEHTOB apXMBa B COOTBETCTBHUH C JEHCTBYIOIIUMHU HOP-
MaTHBHO-METOAMYECKUMH JOKYMEHTaMH [0 apXUBHOMY
Jeny.

IIK 2.3 Pa3pabarbiBaTh U BECTH
kinaccuukaTtopsl, Tabeaum U
JPyTUe CIPAaBOYHHKH MO JIOKY-
MEHTaM OpPTaHU3ALMH

OIIOP 2.3.1 Pa3zpabateiBaeT KiaccH(UKATOPHI MO TTOKY-
MEHTaM OpTaHU3allid B COOTBETCTBUH C HOPMAaTHBHO-
METOAUYECKUMHU TOKYMEHTaMH [0 apXUBHOMY JETY.

OIIOP 2.3.2 Pa3pabatbIBaeT U BeET CIPABOYHHUKH II0 J0-
KYMEHTaM OpraHM3alld B COOTBETCTBHM C HOPMAaTHUBHO-
METOIMYECKUMU JTOKYMEHTAMH 110 ApXUBHOMY JIETTY.

OITOP 2.3.3. Pa3pabaTsiBaeT U BeAeT Taben M0 TOKYMEH-
TaM opraHmauVm B COOTBCTCTBUU C HOpMaTI/IBHO-
METOANUYCCKUMHU }IOKyMeHTaMI/I 110 apXPIBHOMy lleﬂy.

IIK 2.4 O6ecnieunBaTh IpueM U
panmoHaIbHOE pa3MeIIeHue J0-
KyMEHTOB B apxuBe (B T.4. J0-
KYMEHTOB I10 TUYHOMY COCTaBY).

OIIOP 2.4.1 OpranmsyeT KOMIUIEKTOBaHHE apXHBa B CO-
OTBETCTBHH C JACHCTBYIOIINMH 3aKOHOATEIFHBIMU U HOP-
MaTHBHBIMH JOKYMEHTaMH 110 apXUBHOMY AETy.

OIIOP 2.4.2 OpranusyeTr IpuéM U parroHaJIbHOE pa3Me-
LIeHUE JOKyMEHTOB B apXHBE B COOTBETCTBUM C JIEHCT-
BYIOILMMH 3aKOHOJATEIbHBIMU U HOPMAaTUBHBIMHU JIOKY-
MEHTAaMHU 10 JENONPOU3BOJICTBY U apXUBHOMY JENYy.
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OIIOP 2.4.3 Opranu3syer U pa3MelaeT J0KyMeHTBI 110
JMYHOMY COCTaBY, IepeJaHHbIe Ha XpaHCHUE B aAPXUB, B
COOTBETCTBHH C JICHCTBYIOIINMH 3aKOHOATEILHBIMH 1
HOPMATHUBHBIMH JOKYMEHTaMH M0 JIeJOIPOU3BOJICTBY U
apXUBHOMY JIely

I[IK 2.5 OGecneunBatb yd4er
COXPaHHOCTb JOKYMCHTOB B ap-
XUBE

OIIOP 2.5.1 ObGecmiedunBaeT COXpaHHOCTh JTOKYMEHTOB Ha
OyMa)KHBIX HOCHTEJISIX, HAXOISIIMXCS B apXUBE OpraHU3a-
MM, B COOTBETCTBHU C ACHCTBYIOLIMMH 3aKOHOJAATEINb-
HBIMH M HOPMAaTHBHBIMH JIOKYMEHTaMH 10 apXHUBHOMY Jie-

Ty.

OIIOP 2.5.2 Obecrne4MBaeT COXPAHHOCTHb OSJIEKTPOHHBIX
JOKyMEHTOB B apXUBE OpPIraHH3allMl B COOTBETCTBUH C
JCUCTBYIOIIMMHU 3aKOHOAATEIbHBIMU M HOPMATHBHBIMH
JIOKyMEHTaMH 110 apXUBHOMY JIEJy.

OIIOP 2.5.3 OpranusyeT y4éT AJOKyMEHTOB apXuBa B CO-
OTBETCTBHH C JICHCTBYIOIIMMH 3aKOHOIATEIBHBIMU U HOP-
MAaTHBHBIMH JJOKYMCHTaMH 10 apXHBHOMY IEJy.

[IK 2.6 Opranus3oBblBaTh HC-
MOJTb30BAaHNE apPXWUBHBIX JIOKY-
MCHTOB B HaYYHBIX, CIIPABOYHBIX
U TIPAKTHYECKUX LEIIAX

OIIOP 2.6.1 Opranusyer onepaTUBHbINA MOUCK JOKYMEHT-
HON MH(OPMAIMU B apXHBE B COOTBETCTBHUH C JICHCTBYIO-
UMK 3aKOHOJATEIbHBIMI W HOPMAaTHBHBIMH JOKyMEHTa-
MH 110 apXUBHOMY JIeJTy.

OIIOP 2.6.2 OpraHu3yeT HCIOJB30BAHUE APXUBHBIX J10-
KyMEHTOB B Hay4HbIX, CIIPABOYHBIX M IPAKTHYECKUX Ie-
JIIX B COOTBETCTBHM C JEHCTBYIOIIMMHU 3aKOHOJATEIbHbI-
MU ¥ HOPMATHBHBIMU TOKYMEHTAMHU 10 apXUBHOMY JIeNy.

OIIOP 2.6.3 OpranusyeT HCNOJIB30BaHUE apXUBHBIX J0-
KyMEHTOB 10 HCIIOJIHEHHUIO 3aIIPOCOB II0JIb30BaTEIICH B CO-
OTBETCTBHH C JICHCTBYIOIIMMH 3aKOHOAATEILHBIMU U HOP-
MaTHBHBIMH JIOKYMEHTaMH 110 apXHBHOMY JEIy.

IIK 2.7 OcymecTBiIiATh OpraHu-
3aIlMOHHO-METOAUYECKOE PYKO-
BOJICTBO U KOHTPOJIb 32 paboToii
apXuBa OpPraHU3allM U 3a Opra-
HHU3alMeil JOKYMEHTOB B JEJO-
NPOU3BOJICTBE

OIIOP 2.7.1 OcymecTBnseT OpraHU3aI[MOHHO-
METOJIMYECKOT0 PyKOBOJCTBO pabOTOH apXuBa B COOTBET-
CTBUH C JCHUCTBYIOIIMMHU 3aKOHOIATEIHHBIMH M HOpMa-
THBHBIMH JOKyMEHTaMH 10 AENONPOU3BOJCTBY U apXUB-
HOMY JIely.

OIIOP 2.7.2 Opranu3yeT KOHTPOIb 32 pabOTOi apXxuBa U
3a OpraHu3alyeil JOKyMEHTOB B JIJIONPOU3BOJICTBE B CO-
OTBETCTBHH C JICHCTBYIOIIMMH 3aKOHOAATEIBHBIMU U HOP-
MaTHBHBIMH JIOKYMEHTaMH II0 AEJIONPOU3BOACTBY H ap-
XUBHOMY JETy.

OIIOP 2.7.3 Oxa3pIBaeT METOUUECKYIO U MPAKTHYECKYIO
HOMOIIIb CTPYKTYPHBIM MOJIpasfiejeHusiM B padote ¢ ao-
KyMEHTaMH OpPraHM3alliil B COOTBETCTBHU C JEHCTBYIO-
MMM 3aKOHOJIATENIbHBIMM U HOPMATUBHBIMU JIOKYMEHTA-
MH 10 JISJIONIPOM3BOICTBY M APXHBHOMY JIEIY.

OK 1. [loHumate CymIHOCTH |
COLIMAJBHYIO 3HAYUMOCTH CBOCH
Oymyme#t mpodeccun, TPOSB-
JISITh K HEH YCTOMUYMBBIN MHTEpEC

OIIOP 1.1 [emoncrpaius uHTEpeca kK Oyaymei npodec-
CHH B ITPOIIECCE OCBOEHHS 00pa30BaTEIbHON IPOrPaMMBI.
OIIOP 1.2 leMmoHCTpanus NpakTUYECKOTO OIBITA.

OIIOP 1.3 VYuyactue B omuMmmmagax, KOHKypcax mpodec-
CHOHAJILHOI'O MacTepCTBa.

OK 2. Opranus3oBbiBaTh  COOCT-
BEHHYIO JESATEIbHOCTh, OIpeEsie-
JSITh METOJBI M CHOCOOBI BBI-
MOJHEHHS  TNPO(EeCCHOHATBHBIX
3a7ad, OIEHNBATh UX 3(P(PEKTUB-
HOCTb U Ka4eCTBO.

OIIOP 2.1 BriOop u IpuMeHEHHE METOJOB M CIIOCOOOB
peteHus MpoQecCHOHAIbHBIX 3324 B 00JaCTH JOKYMEH-
TAIlMOHHOTO O0eCTIeueH s YIPaBICHHs  apXUBOBEICHUS,
OITOP 2.2 CBoeBpeMEHHOCTH ClIa4M 3aJIaHUH, OTYETOB.
OIIOP 2.3 ParnuoHanpHOCTH IIAHWPOBAHHUS M OpraHH3a-
LUK AEATEIBHOCTH MO BBINOJHEHUIO 3aJIJaHUH U KYPCOBOI
paboThI, MOJTOTOBKH K 9K3aMEHaM

OK 3. Penrath npo0iiemsl, ore-
HUBATh PUCKU M IPUHUMATH
peIIeHNs B HECTAHAAPTHBIX CH-
Tyalusx.

OIIOP 3.1 Ananu3 craHAapTHOHN U HECTaHAAPTHOU CUTya-
LML

OIIOP 3.2 BpiOop ONTHMaIbHOTO PELICHUs] CTaHIapTHOM
1 HECTaHJIapTHOW CUTYyallHH.




OIIOP 3.3 AprymeHTauus perieHus poOIeMHbIX 3a1a4 1
CUTYyaIui.

OK 4. OcymecTBiaTh TIOWCK,
aHaIN3 ¥ OLIEHKY MH(pOPMAaLUH,
HEOOXOIMMOH [UISl ITOCTaHOBKH
U pemeHus npodhecCHOHAIBHBIX
3amad, MpoQpEecCHOHATBHOTO U
JIMYHOCTHOTO Pa3BUTHSL.

OIIOP 4.1 Ilouck 3HaunMON MH(POPMAIIUK B COOTBETCT-
BUH C IOCTaBJICHHBIMH 331a9aMH.

OIIOP 4.2 Ananw3 W WCHONB30BaHME HH(DOPMAINH IS
3¢ (eKTHBHOTO BEHITONHEHUS MPOPECCHOHANBHBIX 3aad,
po(heCCHOHAIBHOTO M IMYHOCTHOT'O Pa3BUTHSL.

OIIOP 4.3 Iposinerne obImei KyIbTyphl U Kpyro3opa.

OK 5. Ucnionb3oBath mH(pOpMa-
[IMOHHO-KOMM YHHKAIIHOHHBIE
TEXHOJIOTUM [UIsl COBEPIICHCT-
BOBaHHA  MpPOQeCcCHOHATBHOM
JIeSITEIIbHOCTH.

OTIOP 5.1 UcrnonszoBanne UKT («KoncynbranT Ilmrocy
«1C:IIpennpusitie, makeT MPHUKIATHBIX mporpamm «Mi-
crosoft Office»: TaGmuunsiii mporeccop Microsoft Excel,
TeKCcTOBBIN mporieccop Microsoft Word, Gpaysep Mi-
crosoft Internet Explorer,), Heo6xoaumble Iisi BBIMOJIHE-
HUSI TpodecCHOHaIbHBIX 3a1a4 B oonacti 10V u apxuBo-
BEJICHUSI.

OIIOP 5.2 Ucnons3oBanue KT npu noaroroBke uccie-
JIOBaTENbCKON M TBOPYECKOH PabOTEHL.

OIIOP 5.3 Ucnons3osanue UKT npu ydyacTuu B ITUCTaH-
LIMOHHBIX OJIMMITHAIaX, KOH(EPEHIHAX, KOHKypcax

OK 6. PaboTath B KOJUIEKTHUBE U
KoMaHze, obecmeunBaTh €€
cutoueHue, JSPGEKTUBHO 00-
IaThCs C KOJUIETaMH, PYKOBO-
JICTBOM, TOTPEOUTEIIMU

OIIOP 6.1 B3aumopeiicTBue ¢ 00y4aronMMuCs B y4eOHOM
U BHEY4YEOHOIl e TeIbHOCTH.

OIIOP 6.2 B3aumojeicTBHE C MpenojiaBaTesiMi B yueo-
HOU M BHEYUEOHOM JIeSITEeNbHOCTH.

OIIOP 6.3 B3aumopaeiicTBre ¢ paboToaTeIeM B IPOIIECCEe
MPOXOXK/ICHUS MPAKTUKH.

OK 7. CtaBuTh LIEIM, MOTHBH-
pOBaTh IEATENBHOCTH IOTYH-
HEHHBIX, OPTaHU30BHIBATH U
KOHTPOJIMPOBATh WX pPadOTy C
NpUHATHEM Ha ce0s OTBETCT-
BEHHOCTH 3a pe3yjbTaT BBIMOJI-
HEHUs 3aJlaHu.

OIIOP 7.1 IlnanupoBaHue AESATEILHOCTU UYJIEHOB KOMaH-
pi1 38

OIIOP 7.2 Beibop ONTHMAaNBbHOTO PEUICHHS MPU BBIMOJI-
HEHUE 3aJaHnil.

OIIOP 7.3 Ananu3 AesTeIbHOCTH TPYIIBI IIPU pPeIIeHUH
MpOOJIEMHBIX 3324 U CUTYaIUH.

OK 8. CamocrosTensHO ompeje-
JATH 3a7a4u NpodecCHoHATBHO-
ro W JIMYHOCTHOI'O0 pa3BUTHA,
3aHUMATbCA  CaMOOOpa30OBaHU-
€M, OCO3HaHHO IUIAHHPOBATH
TOBBIILICHUE KBATH(DUKALHH

OIIOP 8.1 Ompenenenue coOCTBEHHON 00pa3oBaTENbHOM
TPaeKTOPUH.

OIIOP 8.2 OcBoeHne HOMOTHUTEIBHBIX 00pa30BaTEIBHBIX
HpOTPaAMM.

OIIOP 8.3 Pe3ynpraThl y4acTusi BO BHEYYCOHOH IesATENb-
HOCTH.

OK 9. BeITh  TOTOBBIM K CMEHE
TEXHOJIOTHI B TPOdecCHOHANTb-
HOH JIeSITENLHOCTH

OIIOP 9.1 Bnanenne mH(pOpMaImedr B 00NIacTH WHHOBA-
LUH B TpoeCCHOHATIBHON 1eATETbHOCTH.

OIIOP 9.2 CocraBnenue aaropurMa JAeUCTBUN MPU CMEHE
TEXHOJIOTHH B IPO(ECCHOHATBHON e TETEHOCTH.

OIIOP 9.3 Ananu3 akTyaabHOCTU TEXHOJOTMUYECKUX MPO-
LIECCOB NPH CO3/IaHUN KYpPCOBOW M KypCOBOH paboTHI.

% TOIOKUTEIIBHBIX OIICHOK

VY aaun BaM B pa3paboTKe U 3aliuTe KypcoBoil paboTsi!
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MMPUJIO)KEHHUE A
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®enepalibHOE TOCYAAPCTBEHHOE 0I0/KETHOE 00pa30BaTEIbHOE YUPEKICHHE
BBICIIET0 00pa30BaHUs
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IMTPUJIO)KEHUE B

BBEJIEHUE

[Tpoucxonsmme B Poccun mporiecchl, CBSA3aHHBIE ¢ Pa3BUTHEM HH(POPMALIMOHHOTO OOIIECTBA,
pepopmupoBanuem Poccuiickoll akageMuy HayK U €€ yYpexIeHHi, NOBbIILIEHHEM UHTepeca K uc-
TOPUH HAyKH, CTaBST 3a/la4y OpraHU3alllH BHICOKO3(PEKTUBHON MH(OPMAIIMOHHON CHCTEMBI T10-
UCKa TOKYMEHTHOH MH(pOpMaLuu. ApXUBBI NPEACTABIAIOT CO00H 0CO0YI0 MH(YOPMAIIMOHHYIO CHC-
TEMY U BBICTYINAIOT B KQUeCTBE CyObEKTOB MH(POPMALMOHHBIX IporieccoB. Hapsiny ¢ komrekToBa-
HUEM, YUYETOM U 0OECIIEYCHHEM COXPAaHHOCTH JOKYMEHTOB, apXUBBI CO3AI0T U COBEPIIEHCTBYIOT
HAy4YHO-CIIPaBOYHBIN alapar K JOKyMEHTAJIbHBIM KOMILJIEKCAM, O0ECIIeUNBAIOINN OOLIECTBEHHbIE
NOTPeOHOCTH B PETPOCIIEKTUBHOMN JTOKYMEHTHON MH(OpMaIH.

B cBsI31 ¢ BO3pacTaronM HHTEPECOM K PETPOCIIEKTUBHON JJOKYMEHTHOM HH(pOpMAIHH, B Ya-
CTHOCTH IO UCTOPHM POCCUMCKON HayKu, Haubosee ocTpo BCTaeT MpobieMa onepaTUBHOIo odec-
MeYEHUs MCCIeI0OBaHni MHPOpPMaLneil 0 JOKYMEHTaX, COCPEIOTOUEeHHBIX B ApxuBHOM (honne Poc-
cuiickon denepanum.

Cucrema Hay4yHO — CIPAaBOYHOIO almapara — KOMIUIEKC B3aUMOCBSI3aHHBIX M B3aWMO/IOIOJI-
HSIEMBIX YYETHBIX JOKYMEHTOB, apXUBHBIX CIPAaBOYHMKOB, MEXaHU3UPOBAaHHBIX U aBTOMATHU3UPO-
BaHHBIX UHPOPMALMOHHO — MIOMCKOBBIX CHCTEM, HH(POPMAIIMOHHBIX JOKYMEHTOB, CO3/JaBaeMbIX Ha
€IMHBIX METOAOJIOTMYECKUX U HAyYHO — METOAMYECKMX OCHOBAaX JUIsl 00ECIIeYeHUsI COXPAHHOCTU U
3¢ (HEKTUBHOTO MOUCKA aPXUBHBIX JTOKYMEHTOB U JOKYMEHTHOW MH()OpMAIMH B MpENeIax apXHB-
Horo (hoHJ1a, apXUBa OpPraHU3allU B IIEISX BCECTOPOHHETO UCIIOIb30BaHUS.

OCHOBHBIMU BHJIaMH HAy4HO — CIPABOYHOrO ammapara K JOKYMEHTaM apXuBa SIBJISIOTCS
CIIPAaBOYHMKHU 110 COCTABY U COACPKAHUIO JOKYMEHTOB.

HayuHo — cripaBouHBIi anmapaT B3aMMOCBSA3aH C YYETHBIMU JOKYMEHTAaMH apXuBa U MpeaHa-
3Ha4eH JJ1s 0oJiee ONepaTUBHOIO MOUCKA U 3((HEKTUBHOIO UCIIOJIb30BAHUSI JOKYMEHTOB.

AKTyaJIbHOCTh BBIOPAaHHOM TeMbI 00YyCJIOBJIEHA TEM (aKTOM, YTO CO3/1aHHE MOUCKOBBIX CHC-
TEeM B LEIIX 00EeCleyYeHUs YCKOPEHHOTO HAaXOXKIEHUS PETPOCHEKTUBHON MH(OPMAILUH SIBIISETCS
OJIHUM U3 NPUOPUTETHHIX HaIpaBlIeHUN B pabote apxuBa. [losToMy 1ensM onepaTuBHOTO U Mak-
CHUMAaJIBHO TIOJTHOTO HCIIOJIb30BAHUS JOKYMEHTHBIX MaTEpUajoB NPU3BAaHA CIIYXKHUTh IIUPOKAsl CHC-
TéMa HAay4YHO — CIIPAaBOYHOTIO ammapara. JJOKyMeHTBbI, XpaHsIIUecs: B FOCy/1apCTBEHHBIX apXHBaXx,
cojiepkaT MHPOPMaINIO, OTPAKAIOLIYI0O MHOTOTPaHHBIA 00IIecTBEHHBIN ONMBIT. C KaKABIM T'0/I0M
pacteT uHTepec K Hel. Kimtou k apXMBHBIM OoraTcTBaM — CHUCTEMa Hay4HO-CIIPaBOYHOTO ammapara
(CHCA), mpencrapisitonias KOMIUIEKC apXUBHBIX CIIPAaBOYHHUKOB (OMHCH, KaTaJIOTH, ITyTEBOAUTENH,
CHUCKU (POHAOB M Jp.) U aBTOMATU3MPOBAHHBIX MH(POpManmoHHO-TIOUCKOBbIX cucteM (AUIIC),
CO3/1aBaeMbIX Ha €JUHBIX METOJI0JOIMYECKUX U HayYHO-METOANYECKHX OcHOBaX. OHa obecrevnBa-
€T COXPaHHOCTb U 3(h(PEKTUBHBIN MOUCK JOKYMEHTOB U JOKYMEHTHOM MH(OpMaLluu B Ipeaenax ap-
XMBHOTO (DOH/IA, apXMBA B IIEISX BCECTOPOHHETO UCIOIb30BAHUS.

[IpenMerom uccrienoBaHus SBJISETCS CUCTEMAa HAYyYHO — CIPABOYHOIO amnapaTta, 0ObeKTOM -
MKY «l opozckoii apxuB».

[enbto KypcoBoi paboOTHI SBJISETCA M3yuE€HHUE HAYYHO — CIPABOYHOIO ammapara U ero Hc-
nosp3oBaHue B pabote MKY «I'oponckoit apxuBy.

ITocTranoBKa nenu uccaenoBaHus 00yca0BUIa HEOOXOAUMOCTb PELICHNUS CIEAYIOIINX 3a/1a4:

1) YrnyOnenne TeopeTHHYeCKUX 3HAHHWH MO CHCTEME HaydHO — CIIPaBOYHOIO armapara, CHC-
TeMaTU3alluu JOKYMEHTOB apX1Ba;

2) IIpoBeneHne aHanm3a HAy9HO — CIIPABOYHOIO amiiapara M €ro MCIOJIb30BaHUS B pabore
MKY «I'opoxnckoit apxusy;

3) CoBeplIeHCTBOBaHNE HaBBIKOB pabOTHI C TOKYMEHTHOIH HH(pOpMaIHeH.



IMPUJIOKEHUE I

3AKVIIOYEHUE

B xone TeopeTuyeckoro ucciaeaoBaHus ObLIO YCTaHOBJIEHO, YTO OCHOBY HAYYHO — CIIPABOY-
HOT0 amnrnapara apXuBa COCTABJISAIOT OIMCH JIEN U KaTaJlOIH.

Kaxxp1ii apXuBHBIN CIPaBOYHUK — 3BEHO CJIOKHOW WH(DOPMAITMOHHOW CHCTEMBI, BBITTOTHSIO-
U CTPOTo onpeAenéHHble QYHKIIMHM U HU B KOEM Cllydae He AyOIupys, a JOMOIHsS HHPOPMAITUIO
JOPYTUX THIIOB CIIPABOYHUKOB.

Bes COBOKYITHOCTH CIPaBOYHUKOB BBICTPAMBAETCSl B €AMHYIO LIETIOYKY, IO3BOJIIOILYIO I10-
CJIEIOBATEJIbHO BECTU IOUCK OT MEXApXMBHOIO YPOBHS 1O JOKYMEHTa — CHUCTEMY Hay4dHO-
cupasoyHoro annapara (CHCA).

OCHOBHBIE yCHUJIUSI CEKTOpa Hay4HO — CIIPAaBOYHOIO almapar HalpaBJSIOTCS HAa yCOBEPUIEH-
CTBOBAHHE OIKCEH: CO3JaHUE MPETUCIOBUN K OMHUCSIM (OHJIOB, TUTYIHHBIX JIMCTOB, OTJIABJICHUN,
yKazareJyeu.

HayuHo — cripaBouHBIi anmapaT B3aMMOCBSI3aH C YYETHBIMHU JOKYMEHTaMH apXuBa U MpeiHa-
3HauYeH TaKKe JUIst 0oJiee ONepaTUBHOIO Moucka v 3 (HEKTUBHOTO UCIOIL30BaHUS JOKYMEHTOB.

B kxypcoBoii pabore mpoaHanu3upoBaH HaydyHO — crpaBouHbli anmapaT MKY «[ opoackoi
apXuBy», MOPSIOK COCTaBICHUS U OPOPMIICHHS apXUBHBIX OMHCEH, yKazaTeael U KaTaJoKHBIX Kap-
TOYEK.

HayuHno-cripaBouHbIif anmapar K JOKyMEHTaM apXHBa BKIIOYAET B ceOsl KOMIUIEKC B3aUMO-
CBSI3aHHBIX APXUBHBIX CIIPAaBOYHHUKOB U aBTOMATU3MPOBAHHBIX MH(POPMAIIMOHHO-TIOMCKOBBIX CHC-
TE€M O COCTaBE U COAEPKAHUM JOKYMEHTOB, CO3/1aBa€Mblii HA €IMHBIX HAYYHO-METOJUYECKUX OCHO-
Bax JUIs TIOMCKA apXUBHBIX JOKYMEHTOB U apXMBHOM MHPOpPMALUU B HENAX UX 3P(PEKTHBHOTO HC-
M0JIb30BaHUA.

ApXUBHBIE CIIPaBOYHUKU JAENATCS HA THUIBIL, ONpElEIsieMble HUX IIEJEeBbIM Ha3HAYECHUEM:
OIHCh, MYTEBOIUTEINb, KAaTAJIOT, YKa3aTenb, 0030p. B cBor ouepenb Kaxablil U3 3TUX TUIIOB UMEET
BUJIbI U PA3HOBHUIHOCTH.

ApXUBHBIE CIIPABOYHUKHU U 0a3bl JaHHBIX O COCTABE U COJEP’KAaHUM JIOKYMEHTOB MOTYT OBITh
MEXapXUBHBIMH, MEK(POHIOBEIMU U BHYTPU(POHIOBBIMHU.

Tak kak apXMBHBIE CIIPABOYHUKU OT YacCTOTO MCIIOJIB30BAHMS TEPSIIOT CBOM BHEIIHWUN BUJ,
CBOMCTBa, MBI MpEeAJIaraéM MCIOJb30BaHNE B YUTAJIHLHOM 3aJi€ IPOrPaMMHOTO KOMITJIEKCa «ApXHUB-
HbI Gonp .0.2». s 3Toro He06X0AMMO U3MEHUTh MHPPACTPYKTYPY YUTAIBHOIO 3aia, 000pya0-
BaTh €r0 KOMIIBIOTEPHON TEXHUKOM.

[IporpaMMHBIil KoMIIIeKC «ApXUBHBINA GoHA 5.0.2» CIyXHUT 151 HAKOTIIIEHUS HHPOPMAITIH O
COCTaBE€ U COJIEP’)KaHUU JIOKYMEHTOB, COCTOSIHUM MX COXPaHHOCTH M HAayYHO-CIIPAaBOYHOTO arapa-
Ta Ha ypoBHE (POHMA, OMMCH, EAUHHUIIBI XPAHEHU U JOKYMEHTA, 4To oOecrneynBaeT nH(pOpMaIMoH-
Hble (DYHKLIUU TOCYJApCTBEHHOTO Y4€Ta, KOHTPOJI 33 XpaHEHHEM JOKYMEHTOB, UX (U3NYECKUM
cocrosiueM, cocrosinueM HCA, BereHHne KaTajaoroB B aBTOMaTU3UPOBAHHOM PEXHUME.

WNupopmanusa 6a3pl 1aHHBIX MO3BOJIIET BECTU B aBTOMAaTU3UPOBAHHOM peXHME (POHIOBBIE
KaTaJord OPraHOB YIPABJICHUS apXUBHBIM JieioM U LleHTpanbHbIi (HOHIOBBINM KaTalor, IepeaaBaTh
cBefieHust 00 apxuBHOM ¢oHze PO B aniekTpoHHOM Qopmare.

Pa3zpa®oTaB MeTOABI COBEPILICHCTBOBAHMUS, MbI NPHUIUIM K BBIBOAY, YTO Pa3BUTHE U COBEp-
IIEHCTBOBAHNWE HAayYHO — CIIPABOYHOI'O ammapara TECHO CBS3aHbl C aKTUBHBIM MCIIOJIb30BaHHEM
MH(POPMAIMOHHBIX TeXHOJOTHH. VX MpuMeHeHne M03BOISIET YAYUIIUTh COCTOSHUE HAYYHO — CIIpa-
BOYHOTO amnmapara, cJielaTh ero rTiOKIUM, TOUHBIM U YIOOHBIM B HCIIOIb30BaHHH.
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