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IHHOACHUTEJBbHAA 3AIINCKA

BaxHyro yacTh TeopeTuueckoil u npoecCHOHaIbHOW MPAKTHUYECKOW MOATOTOBKU OOYYaIOLIMXCS
COCTABJISIOT IPAKTUUECKUE 3aHATHUS.

CocraB u cozepkaHue MIPAKTUYECKUX 3aHATUH HalpaBlieHbl Ha peanu3anuio depepanbHOro rocy-
JapCTBEHHOTO 00pa30BaTENIbHOTO CTaHAAPTa CPEAHEr0 MPOPEeCCHOHATBHOTO 00pa30BaHUS.

Benymell nunakTuyeckod LENbl0 MPaKTHUECKUX 3aHATUH sABIseTcd (opMHpoBaHUE Hpodeccro-
HAJIBHBIX MPAaKTUYECKUX YMEHHI (YMEHUH BBIOIHATH ONpPECNICHHBIC JIEHCTBHS, ONepaliy, Heo0X0au-
MBI€ B MOCJIEAYIOUIEM B IPOGECCHOHATIBHOM 1A TEIbHOCTH).

B cootBerctBuUM ¢ pabouelr mporpammoii IIM.02 Opranuzanuss apXuBHOW M CHPaBOYHO-
nHpOpMaMoOHHON paboThI 1Mo JHokyMeHTam opranuzanuu. MJIK.02.04 Obecrnieuenne CoOXpaHHOCTH J10-
KYMEHTOB, IIPEyCMOTPEHO IPOBECHUE IPAKTUUECKUX 3aHATUH.

B pe3ynbrare ux BBIOJHEHUS, 00yYarOLIUics JOIKEH:

[Tocne nzyuenus M/IK 02.04 O6ecnieuenue COXpaHHOCTH JOKYMEHTOB CTYICHTHI JTOJIKHBI:
ymemp:

VY1 oprann3oBbIBaTh JEATEIbHOCTh APXUBa C YYETOM CTaTyca U MpoQuis OpraHu3alni;

VY2 pabortathb B cucTeMax 3J€KTPOHHOI'0 JOKYMEHTO000pOTa;

VY3 ucnonb3oBaTh B J1€ATEIBHOCTH apXUBa COBPEMEHHbBIE KOMIIBIOTEPHBIE TEXHOJIOTUH;

VY4 npuMeHATh COBpEMEHHbIE METOJUKH KOHCEPBALIUU U PECTaBpallMi apXUBHBIX JOKYMEHTOB; .

[IpakTryeckue 3aHATHS HANPaBICHBI Ha (OPMHUPOBAHKE OOIIMX U MPO(PECCHOHATBHBIX KOMITETEH-
LIAH:

OK 1. IloHumatp CymHoCTh U COLMAIBHYIO 3HAYMMOCTh CBOCH Oynyiieil mpodeccuu, mposBIsITh K
HEW YCTOWYMBBIN UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JEATEIBHOCTD, BHIOMPATh THIIOBBIE METOBI i CIIOCOOBI BbI-
NOJIHEHUS TPO(eCCHOHATIBHBIX 3aj]ay, OLIEHUBATh X 3(PPEKTUBHOCTH U KaueCTBO.

OK 3. IIpuHuMaTh peuieHust B CTaHJApPTHBIX U HECTAHJIAPTHBIX CUTYalUsSIX U HECTU 3a HUX OTBETCT-
BEHHOCTb.

OK 4. OcymecTBisTh MOMCK M HCIOJIb30BaHUE MHPOpPMAIMK, HEOOXOAUMON i1 3PPEKTUBHOTO
BBINOJIHEHUS NTPO(ECCHOHANIBHBIX 3a/1a4, TPOPECCUOHATBHOTIO U TMYHOCTHOT'O PA3BUTHSI.

OK 5. Hcnonb3oBath MH(OPMALMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJIOTMH B NMPO(ECCHOHAIbHON
JESATEIBHOCTH.

OK 6. Paborate B KOJUIEKTHUBE U KOMaHe, 3pPEKTUBHO 00IIAThCSA C KOJUIETaMH, PYKOBOJICTBOM,
MOTPEOUTENSIMHU.

OK 7. bparb Ha ce0si OTBETCTBEHHOCTh 3a padOTy WIEHOB KOMaH[bl (MOJYUHEHHBIX), PE3yJIbTaT
BBITIOJTHEHUS 3a/1aHUH.

OK 8. CamocTosTensHO ONpEeAeATh 3a/1adyu MPo(heCCUOHATBFHOTO W JJUYHOCTHOTO Pa3BUTHUS, 3aHU-
MaTbcs caMo00pa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIIICHUE KBATU(PHKAIUH.

OK 9. OpueHTHpOBaTECS B YCIOBUAX YAaCTOM CMEHBI TEXHOJOTHH B MPOGeCcCHOHATHHOU eI Telb-
HOCTH.

IIK 2.1. Ocy1iecTBasTh dKCIEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBUH C JECHCTBYIOIIMMH 3a-
KOHOJATENbHBIMHM AKTAMU U HOPMATHBAaMHU.

I1K 2.2. Bectu paboTy B cUCTEMax 3JIEKTPOHHOTO JOKYMEHTOO0OpOTA.

I1K 2.3. Pa3pabaTbiBaTh U BeCcTH KiaccuPUKaTOPhl, TAOETU U APYrue CIPaBOYHUKH MO JOKYMEHTaM
OpraHu3alyHu.

IIK 2.4. OGecnieunBaTh NpUEM U PALlMOHATIBLHOE pa3MeIlleHUE TJOKYMEHTOB B apXHUBe (B TOM YHCIIE
JIOKYMEHTOB I10 JINYHOMY COCTaBY).

IIK 2.5. ObecnieunBaTh y4eT U COXPAaHHOCTh IOKYMEHTOB B apXHUBE.

IIK 2.6. OpranuzoBbIBaTh HCIOJIB30BAaHHE apXMBHBIX JOKYMEHTOB B Hay4HBIX, CIIPaBOYHBIX WU
MPAKTUYECKUX LETAX.

I1K 2.7. OcymiecTBasATh OpraHu3alMOHHO-METOAMYECKOE PYKOBOJICTBO M KOHTPOJIb 32 paboTol ap-
XMBa OpraHn3aliy 1 3a OpraHu3anuen TOKYMEHTOB B JEJIOIMPOU3BOJICTBE



Brimonnenue oOyuarommmucs npakTuueckux padbot mo I[IM.02 Opranuzanusi apXuBHOW M cropa-
BOYHO-UH(POPMAIIMOHHON paboThl 1o JokymeHTam opranuzanuu MJIK.02.02 INocynapcTBeHHBIC, MYHH-
LUIIAJIbHBIE APXUBBI U apXUBbI OpraHU3alluil HalPaBJIeHO Ha:

—0060011eH1e, CCTeMaTU3alluIo, YIIyOleHne, 3aKpeIuIeHue, pa3BUTHE U JETAIN3AIMIO [TOJyYeHHbIX
TEOPETUYECKUX 3HAHUN M0 KOHKPETHBIM TeMaM Yy4eOHOH JUCIUILTHHBI;

—(popMupoBaHUE YMEHMH NPUMEHSTH MOJyYEHHbIE 3HAHUS Ha MpaKTHKE, pealu3allio €IUHCTBA
MHTEJUIEKTYaJIbHON U MIPAKTUUYECKON AEATEeIbHOCTH;

—(opMupoBaHue 1 pa3BUTHE YMEHUi: HAaOII01aTh, CPAaBHUBATH, COMOCTABIIATh, AHAIN3UPOBATH, JIe-
JaTh BBIBOJBI M 00001IeHUS, 0POPMIISATE pE3yIbTaThl B BUE TAaOJIHII, CXeM, rpaduKOB;

—pa3BUTHE aHAINTUYECKUX YMEHUH y OyIylUX CHELUAINCTOB;

—BBIPA0OTKY MPH PEIICHUH MOCTABICHHBIX 334 IPOPECCUOHATIBHO 3HAYUMBIX KaueCTB, TAKUX KaK
CaMOCTOSITEJIbHOCTh, OTBETCTBEHHOCTb, TOUHOCTb, TBOPUECKAsI HHULIMATHBA.

HpaKTI/I‘{eCKI/Ie 3aHATHUA ITPOBOIATCA ITOCIIC COOTBCTCTBYIOI_Heﬁ TEMbI, KOTOpPasi o0ecIieuynBacT HAIMUHE
3H21HI/II>1, HCO6XOI{I/IMI)IX JJ1s1 €€ BBINIOJIHCHMA.



METOANUYECKHUE YKA3AHUA

Tema 4.1 YuéT u o6ecnnedyeHre COXpaHHOCTH JOKYMEHTOB B apXuBe
4.1.1 Opranusanus y4yera J0KYMEHTOB B apXuBax
[Tpaktuyeckas padora Nel
OcHOBHBIE H BCIIOMOraTeJIbHbIE Y4éTHbIC JOKYMEHThI ApXHBa

Leab paGoThl: NprMeHEHNE U COBEPIICHCTBOBAHNE 3HAHUN U YMEHHH, MOTYYSHHBIX MPU U3YYEHUU TEO-
peTuyecKoro Marepuana, TeMbl «Opranu3aius yuéra JOKyMEHTOB B apXUBaX».
Boinosinus padory, Bel Oyaere ymems:
VY1 oprann3oBbIBaTh JEATEILHOCTh APXUBA C YUYETOM CTAaTyca U MPOQUIIs OpraHU3aINH;
VY2 paborath B cucTemMax 3JeKTPOHHOI'O TOKYMEHTO000POTa;
V3 nucnonb30BaTh B AEATEIBHOCTH apXUBa COBPEMEHHBIE KOMITBIOTEPHBIE TEXHOJIOTHH;

MarepuanabHoe odecrneyeHue:

- Y4yeOHO-MEeTOINUECKOE TOCOOHE;

- YuebHO-MeToAnYecKas JTUTepaTypa;
- OOpa3ibpl JOKYMEHTOB apXUBa;

- KoHcnekTs! nexnui

3aganne

1. I3y4nTh NOPSAJOK 3aII0JHEHUS U COCTABJICHUS OCHOBHBIX YUETHBIX JIOKYMEHTOB apXUBa;

2. U3yuutsb npaBuia opopMIIEHHS BCIOMOTATENbHBIX YUETHBIX JOKYMEHTOB apXHUBa

3. U3yuntsb npasuia opopMIIEHH J1eJ1 OpraHu3aliy [IpU Nepeiaye B roCyAapCTBEHHBINH apXHB

ITopsinok BbINOJIHEHHS PA0OTHI

1. Ananu3 06pa3ioB JOKYMEHTOB.

3. 3amosHeHHe KHUTU TOCTYIUIEHUS M BBIOBITHS Jel, CIUcKa (OHIOB, JUCTAa (HOHIA, apPXUBHBIX
ONMCEMN, BHYTPEHHEN OIUCH, JINCTA-3aBEPUTEIIS 11

1.3anuch B xkypHas yuéTa MOCTYIUIEHUS /1€ Ha TOCYAapCTBEHHOE XpaHEHNE

MKY «I'opoxackoit apxus»

02-16
)KYPHAJI VUETA
I[TOCTYIUIEHUA AEJI
HA TOCYJAPCTBEHHOE XPAHEHUE
3A 2009 — roast
Cpok XxpaHEeHHUSL:
[TocTosaHO
MPUEM JJOKYMEHTOB IO IMUHOMY COCTABY 3a 1kBapraa 2009 roxa
Ne | HMara | Ha3Banue Ne onu- | HazBanue ®on- | 'ogsl go- Kon- | Cocrosinue Ne ponnma | [pume-
/I | TO- | yYpeKICHHUS cu na KY-MEHTOB | BO JIOKYMEHTOB Yya-HUE
CTy- Jen
Iie-
HUS
1 2 3 4 5 6 7 8 9 10




03.03 | OAO«BocTO 3 OAO«Boctokm | 1940-1992 | 469 Xoporr. OAD HUTOTO

.2009 | xmeTamryp- €TaJUTypIMOH- P-555 3a
TMOHTaX- Tax-96» u ero 1 xB.469
96» TIpEIIECTBEH- nen

HUK

MPUEM JJOKYMEHTOB I10 IMUMHOMY COCTABY 3a 2 kBaptaa 2009 roga

2 3 4 5 6 7 8 9 10
29.04 | MV «KWUJI- 1 MY «Kunkom- | 1996-2006 249 Xoporr. P-559
.2009 | KOMMYH- MYHCEpPBHCY
CEPBHUC»
29.04 | TOO 586 Komnekrus qo- | 1993-1997 7 Xoporr. P-507
.2009 | «CBAII» KYMEHTOB I10

JUYHOMY COCTa-
BY JIUKBUAHUPO-
BaHHBIX YUPEK-
JIEHUH, OpraHu-
3aIui ¢ HEro-
Cy/IapCTBEHHOU
(b opmoii cobeT-
BEHHOCTH

2. CoCcTaBUTh aKT ONMCAHHUS AOKYMCHTOB

MyHununansHOe Ka3€HHOE YUPEXKIACHUE VTBEPXJIALIO
«I"'opoackont apxus r. Marauroropcka Hupexrop MKV «l"opoackoit apxus»
ropojia Marautoropcka
AKT O.M. I1aBnoBa
12.03.2018 r.
Ne 3

Onucanue APXUBHBIX JOKYMCHTOB

Donx Ne P-577 MarHuTOropcKuil CTEKOJIBHBIN 3aBOJI U ero npasonpeeMHuK OAO «MACTy

ITo cocrostauto Ha 08.11.2012 B ¢onne Ne P- 577 1o y4€THBIM JaHHBIM YHUCIMIIOCH_3 OMUCHU
(eit), 687 eI.Xp., APXUBHBIX JIOKYMEHTOB ,_ 18658 JICTOB POCCHINHA 32 1945-
2003 TOJIBI.

1151 pabOThI OTY4UeHO 10 orrch Ne 4, No5 (j1en1 1o JIMYHOMY COCTaBY) €.XP.

HEOIMMCaHHBIX 351 c¢a.xXp., APXUBHBIX JOKYMCHTOB, JINCTOB.

B PE3YIbTATC ONTMCAHUA JOKYMCHTOB IMPONU3O0UIIN CICAYIOINC U3MCHCHU !

(HauMeHOBaHUE PabOThI)

- BBIJICTICHO HE TOJUIeKAIINX XPAHSHHIO 67 e1.Xp. (IOKYMEHTOB, JI.J1.)

- BO3BPAIIEHO COOCTBEHHHUKY 67 en.xp. (TOKyMEHTOB, JI.J1.)

- NepeaHo B HAyYHO — CIPAaBOYHYIO OMOIUOTEKY - e1.Xp.

- nepeaano B apyrue GOoHIbl apXuBa - en.Xp. (IOKyMEHTOB, JI.JI.)
- nepeaHo B IPYTHUe apXUBbI - e1.Xp. (IOKYMEHTOB, JI.J1.)

- 00BETMHEHO C APYTUMH  €/1.XP. - en.xp.

- c(hopMHUPOBAHO U3 POCCHINH 124 en.Xp.

- chopmMupoBaHo U3 APYrux HOHIOB - en.Xp. (IOKyMEHTOB, JI.JI.)
- BKIIIOUEHA TIEPECOCTaBIIEHHAs OIUCh - en.Xp.




- cocTaBjeHbl onucy: Ned nen mo JIMYHOMY COCTaBY (IIPMKAa3bl, JUYHBLIE KapTO4dkh), Ne 5 menm mo
JIMYHOMY cOocTaBy (JIMIIEBEIE cueTa, TaOyiIsarpamMMsl). B pe3yiabraTre 3KCHEPTHU3bI EHHOCTH TOKYMEHTOB
BhIIeNeHbI U3 oI Ne 4, o.11. No5 ny0ieTHbIE K3eMILIAPEl JOKYMEHTOB B KOIM4YecTBe 67 e1. XP.

BHoBb coctaBnensl onuch (1) _4, NeS na 284 en.xp.

o on. Ne 4(npukasbl, J/KapTodku) 162 en.xp., mo om. Ne5 (j/cueta) — 122 ea.xp.

ITo cocrosiauto na 12.03. 2013 B (honme Ne P-577

(mara 3aBepIueHUs paOOTHI)

YUCIINTCS 5 ormmcu (eit), 971 en.xp. 3a 1945-2003 rosr
[IpoBeaeHsI ciemyromue BUIbI padoT : IKCIIEPTH3a IEHHOCTH JIOKYMEHTOB, HyMepalus, mudpoBKa Je,
COCTAaBJICHHEC OITMCH
CocraBiieHO IJIsI MMEHHOI'O KaTajora 1 OITMCaHUMN
JIJISL CHCTEMAaTH4YeCKOr o KaTajaora 1 OIMMCaHUMN
K onucu (sim) nen poHma cocTaBiieH ClipaBOYHBIN anmapar: MpeanucioBHe,
JIUCT IEPEMMEHOBAHU, TUTYIbHBIN JHUCT, YKA3aTCIIH.

PaGoty BBITTOHMIH:
Ben. cnenuanuct (moamuck) M.B.I'opOyHoBa

Onwucanug g BJI/kaTanora OpyuHsiL:
I'n. apxuBuct (moamucek) JL.B. ApanoBa

JlokyMeHThI (hoHAa U CIPAaBOYHBIN anmnapaT IPUHAI

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

N3menenus B y‘léTHLIC AOKYMCHTBI BHCCCHBI

I'n. xpanurens GoH10B (moamnuce) I'.A.Bumnesckas
12.03.2013

COI'JTACOBAHO

[Iporokon 9K MKV «"opozackoii apxus»
r. Marauroropcka

ot 29.01.2013 Ne

3. 3anonHuTh JHCT hoHaa

JIMCT ®OHJIA
Kpaiinue nate kaxno- | HasBanue gonna Kareropus
ro Ha3BaHus GoHIA dhonma
02.03.29 - 11.01.36 Marauroropckoe YmpaBiieHHE 110 CTPOUTEIHCTBY

Mar HUTOTOPCKOTO METAJLTYPTHUYCCKOT'O KOMOHHATA T. |

Marnautoropck Tpowurkoro okpyra Ypanbsckoii ¢ 1934 -
YenstbnHCKOM 061aCcTH

1936 -10.10.92 MarHuToropckuii MeTasurypruieckuii KomouHat MuHu-
CTEpPCTBA NPOMBIIIIEHHOCTH PD
17.10.92 OAO «MarHaToropcKui METAUTYPTHISCKUN KOMOMHAT)
Hara nepBoro noctyn- | Jlata mochUIKu KapTOUKH Mecronaxoxaenue GpoHna Ne ponna
neHust poHaa (hoH/1a BRIIIIECTOSTIIEMY (Ha3BaHME rocy/1apCTBEHHOTO
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apxuBHOMY (poHIY apxuBa)
25.02.40 1940 ApxusHbIil otnen Marauro- | P-102,011
TOPCKOM TOPOACKON aMUHHU-
CTpaluu
YUYET OIIMCAHHBIX JOKYMEHTOB
[Hara IToctynnenue BriObiTHE =
o
A 1oy KOJI-BO OcHoBaHue Kon-Bo 5?
Ne Jlata Ex. np. (men, mo- Haspanne JHara | En. =
KYMEHTOB, JIUCTOB) | moxymeHTa Ip &=
(nem, | = 8
SIS
noky | £ E
MeH- | & o
e o
TOB, ~ &
Q=
JIvC- B g
t0B) | & >
=
=
[Toctynnenue Bri0bITHE Hanuuwne (octatok)
en.xp. (men)
5 T'on Hazpanue E OcHoBaHue . | mo o pouay
= = omucu wm | & S| & | nan- B IEJIOM
< 9 ; 9 Hazsga- Ne | [ o o
i = aHHoTalMK | S = @ | wmoit
= E ¢ 5 | uue go- ar | &
= ° - °© g | onucu
= < 0 <! | KyMeHTa a | <
1 2 3 4 5 6 |7 8 ]9 |10 11 12
1 2 3 4 5 6 |7 8 |9 |10 11 12
28.06.95 | | 1930- Jlnaneie 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- IMpukazeru | 70 70 8487
1936 pacropsi-
JKEHUS
5 1929- Horosopsr | 90 90 8343
1934
6 1923- JInaneie 250 2500 | 1127
1930 nena 0
7 11929- | Omuck nen | 120 1200 | 26832
1965 MOCTOSTH- 0
HOTO Xpa-
HEHUS




10.0197 |13 | 1977- [Tpukasb 683 3560 | 31600
1980 JTUPEKTOPA,
TEXHO-
npomduH-
TUIaH, CMe-
ThI, OTYe-
ThI, KOJI-
JIEKTUBHBIN
JIOTOBOP,
LITaTHOE
pacmnuca-
HUE

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-
cKasl JIOKy-
MEHTAIHS

®opma npegocTaBieHHs pe3yJibTaTa
OTu€T 0 mpoIeIaHHOM padorTe.

Kputepuu ouenku
- Ouenka "OTJIMYHO" BBICTABISIETCS CTYJEHTY, €CIIM OH TTTyOOKO U MPOYHO YCBOWJI MPOTpaMMHBINA Mare-
pua, UCUEPIBIBAIOIIE, MTOCIEI0BATENFHO, YeTKO U JIOTHYECKU CTPOMHO €ro M3jaraeT, yMeeT TeCHO YBS-
3bIBaTh TEOPHIO C MPAKTUKON, CBOOOJHO CIIpaBisieTcs C 3a/layaMy, BOIIPOCAMH U APYTUMHU BUAAMH TIPU-
MEHEHHMsI 3HAHUH, MPpUYEM HE 3aTPYIHSIETCS C OTBETOM IIPH BUIOM3MEHEHUU 3aJaHUM, UCTIOJIB3YET B OT-
BeTE MaTepHall MOHOTpapUIEeCKON TUTEPATyphl, MPAaBUILHO OOOCHOBBIBAET MPHUHSITOE PEIlIeHUE, BIaIeeT
Pa3HOCTOPOHHUMH HABBIKAMH U MIPUEMaMHU BBITIOTHEHHUS MPaKTHYeCKUX 3a1a4d. OdopmMiIeHHbIE TOKYMEH-
ThI COOTBETCTBYIOT HOPMATUBHBIM JIOKYMEHTaM, MTPaBUJIaM U CTaHapTaM.
- OueHka "Xopoio" BeICTaBISETCS CTYJAEHTY, €CJIM OH TBEPO 3HAET MaTepuaj, FPaMOTHO U IO CYIIECTBY
W3JIaraeT ero, He JOMYCKas CYIIECTBEHHBIX HETOYHOCTEW B OTBETE Ha BOMPOC, MPABHIBHO IMPUMEHSET
TEOPETHYECKHUE TOJOKEHUS MPU PEIICHUH MPAKTUUYECKUX BOIMPOCOB U 3aJa4, BIAJEET HEOOXOIUMBIMU
HaBbIKaMU U MpueMaM# UX BbIMoidHeHus. OPopMIIeHHbIE JOKYMEHTBI COOTBETCTBYIOT HOPMATUBHBIM J0-
KyMEHTaM, MpaBUJiaM U CTaHIapTaM.
- OueHka "yJI0BIETBOPUTENBHO" BBICTABIISIETCS CTYACHTY, €CJIM OH UMEET 3HAHMS TOJIBKO OCHOBHOT'O Ma-
Tepuasa, HO He YCBOWJI €ro JeTalIel, JOMYyCKaeT HETOYHOCTH, HEJIOCTATOYHO MPaBWIbHBIE (hOPMYITUPOB-
KM, HAPYIICHHS JIOTUYECKOM MOCIEI0BATENHHOCTU B U3JI0’KEHUH POrPAMMHOTO MaTepuala, UCIILITHIBAET
3aTPYAHECHUS TIPH BBIMOJTHEHUHU IPAKTUIECKUX PadoT.
- OueHka "HEYJTOBJIETBOPUTENHLHO" BBICTABISETCS CTYACHTY, KOTOPBIM HE 3HAET 3HAUYUTEIbHON 4acTH
MPOTPpaMMHOTO MaTepuaja, JOMyCKaeT CYIIECTBEHHbIE OIMMOKH, HEYBEPEHHO, ¢ OOJIBIIUMH 3aTpyaHE-
HUSIMU BBITIONHSET MpakTuueckue paboTsl. OdopMiIeHHBIE JOKYMEHTBI HE COOTBETCTBYIOT HOPMATHBHBIM
JIOKyMEHTaM
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Tema 4.1 YuéT 1 oOecnnedyeHne COXpaHHOCTH JOKYMEHTOB B apXuBe
4.1.2 YcnaoBusi XxpaHeHUs JOKYMEHTOB B apXUBax
[TpakTuyeckas padora Ne2
TpeGoBanus K 31aHUSIM M IOMELIEHUSIM APXHBOXPAHUJIMIIL

Heanb padoThl: BiIaseTh METOJAMKON BHIOOpA MOMEIICHUA W 37aHUM I apXuBa. 3HATh HOpMa-
TUBHBIC TPEOOBAHUS K 3[JTaHUSAM U IOMEIICHUSM apXHUBa.
Boinosinus padory, Bel Oyaere ymems:
VY1 oprann3oBbIBaTh AEATEILHOCTh APXMBA C YUYETOM CTATyCa U MPODHUIIS OpraHU3AINH;
VY2 paboTath B cuCTeMaXx JIEKTPOHHOTO JTOKYMEHTO00O0POTa;
V3 nucnonb30BaTh B AEATEIBHOCTH apXUBa COBPEMEHHBIE KOMITBIOTEPHBIE TEXHOJIOTHH;

MarepunanbHoe obecrnieyeHue:
HopmaTtuBHO-MeTOtMuecKa 6a3a pabOTHl apXuBa.
- ®3 «O6 apxuBHOM Jene B Poccuiickoit deneparmm»

- [lonoxenue o ®enepanbHoM apxuBHOM areHTcTBe Poccum (Caiit ®enepanbHOro apXMBHOIO
arerrctBa http//:archives.ru, Pocapxus)

- TunoBast MHCTPYKIIHS MO AETONPOU3BOICTBY

- OcHOBHBIC ITpaBUIIa PAOOTHI APXHUBOB OPTAHHU3AIIHIH.

- [IpumepHoe nonoxxeHue 06 apxuBe

- JIOJKHOCTHAS MHCTPYKIMS 3aBEYIOIIETO apXUBOM

- OOpa3ipl OpraHu3auOHHO-PACTOPATUTENILHON TOKYMEHTAIIUH.

3aganue

1. M3y4uB OCHOBHBIE HOPMATUBHBIE JOKYMEHTHI apXUBa, BIAJETh 3HAHUAMU O TPEOOBAHMIX K I1O-
MEIIEHUSAM U 3aHUSAM apXUBa:

[IpaBuiia oprann3anyuy XpaHEeHHs, KOMIUIEKTOBAHHUS, YUE€Ta U MCIIOIb30BaHUS JOKYMEHTOB ApPXHB-
Horo ¢onna PO u npyrux apxuBHBIX JOKYMEHTOB B OpraHax rocyAapCTBEHHOW BJIACTH, OpraHax
MECTHOTO CaMOYIPAaBICHHUSI U OpraHM3alusaxX (yTBEp)KIEHBI IMpPUKa30M MHHUCTEPCTBA KYJIbTYpPbI
P® o1 31.03.2015 Ne 526).

OcHoOBHbIE TpaBUIIa PabOTHl APXUBOB OpraHU3ALNH.

2. JlaTh OICHKY JEHCTBYIOIIUX apPXHBOB I10 TUIAHY:

1. Mecro pacnonoxeHus: apxuBa (aAMUHUCTPATUBHOE 3/1aHuE, OBITOBOE, O(hHCHOE). 3/1aHue Kau-
TaJIbHOE WIH BETXO0€, aBapuiiHoe. Kakue nmoMemeHns nim npou3BOJICTBA PACIOJIaraloTCs B HEIIOCPEACT-
BEHHOMN OJM30CTH OT apXuBa: ObITOBBIE, CKJIA/bl C MUIIEBBIMHU MPOAYKTAMH, J1a00OpaToOpuu, MPOU3BOACT-
BEHHBIE 11€Xa, ABTOMAaruCTPpaiu, BOJOEMBI.

2. Ha xakoM aTake pacroyiaracTcs apxms.

3. Bxoj B apXuB U30JIUPOBAH OT APYrUX MOMEIIEHUN UK TPOoXOAHON. Hamuyue 3amacHOro BeIXO-
na.

4. Hannuue noskapHOi M oxpaHHOU curHanuzanuu. CoOoJatoTes I mpaBuiia moxapHoil 0e30-
IIACHOCTHU B apXuB€ (HET IPOBOJAKH, PO3ETOK, IIJIaH IBAKyal1H)

5. Kak pacnonoxxens! okHa. Hanuure pacraniHeIX pemeéToK Ha IEPBOM ITaxe.

6. Haiinume BEHTWIIALMH, OTOIUIEHUS, OTCYTCTBUE CBIPOCTH.

7. BHyTpu noMenieHusi OTCYTCTBYIOT LIEHTpaibHbIE TPYOOIIPOBO/IBI.

8. Kakue MaTepuaisl HCIIOJIB30BaHbI JUIsl OTACIKH CTEH, TOTOJIKA, MoJa.

ITopsinok BbINOJIHEHHS Pa0OTHI

1. YTeHue 1 KOHCIIEKTUPOBAHHE MTPE/ICTABICHHBIX IOKYMEHTOB;

2. OTBETHI Ha BOIIPOCHI:

1. Kakue nomenieHus HENMb3s UCIIOJIb30BATh MOJ1 APXUBOXPAHMIIHIIE?

2. Kakyro onacHOCTb 1151 JTOKYMEHTOB MPEACTABIISIOT [10/IBATbHbIE TOMEIIECHHUS?
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3. Tlouemy Henb3s pa3melaTb JOKYMEHTBI B HEOTAIUIMBAEMBIX TOMELICHUAX ?

4. TloueMy Henb3sl MCHOJB30BaTh JJII XPAHEHUS OKYMEHTOB IIOMEILEHUS, paclolaraioluxcs
BOJIM3H CKJIAJI0B C MHUILEBBIMU MPOTYKTAMHU, CTOJIOBBIX, OBITOBBIX TIOMEIIEHUI?

5. Ilepeunciaute OCHOBHBIE IOMEILEHHS apXUBA.

6. HazoBuTte mpaBuia noxapHoii 6€30MacHOCTH B apXUBE.

7. Kaxue maTepuaibl HEOOXOAUMO UCIIOIB30BATH JAJISl OTAEIKH TOMELCHUN apxuBa?

8. Kakwue nBepu ycTaHaBIMBAIOTCS B apXUBOXPAHMIUIIE?

3. 3anonaute Tabnauny «TpeboBaHne K apXUBOXPAHIIUILYY.
TpebGoBanue [losicuenue

gdwINE

(I)opMa npeaocraBjJacHus pe3yjabTaTra

- Otuét 0 mpoaenaHHoii padoTe;
- [IpoBepka caMoCTOATENbHONU PaOOTHI.

Kpurepuu ouenku
- Onenka "OTIMYHO" BBICTABIISACTCS CTYACHTY, €CJIM OH INIyOOKO M MPOYHO YCBOWJI IPOTPaMMHBIN Mate-
pHal, HCUEPIIBIBAIOLIE, TOCTIEJ0OBATEIbHO, YETKO M JIOTHYECKH CTPOMHO €ro M3JaraeT, yMeeT TECHO YBS-
3bIBaTh TEOPHIO C TPAKTHKOM, CBOOOIHO CIIPABISIETCS C 3a7adyaMy, BOIIPOCAMHU M IPYTUMH BUIaMH HPH-
MEHEHHUs 3HAHWM, IPHYEM HE 3aTPYAHSETCS C OTBETOM IPU BHIOM3MEHEHHMH 33JaHUH, UCTIONB3YeT B OT-
BETE MaTepraj MOHOrpagHUUYECKOH IMTepaTyphl, IPaBHUILHO 00OCHOBBIBACT NPHHATOE PELICHUE, BIAJICET
Pa3HOCTOPOHHUMH HABBIKAMH M TIPUEMaMH BBITIOJHEHUS TPAaKTHIeCKuX 3a1a4. OopMIeHHbIE TOKyMEeH-
Thl COOTBETCTBYIOT HOPMATUBHBIM JJOKYMEHTaM, IIpaBUJIaM M CTaHIapTaM.
- OueHka "Xopolo" BbICTaBISETCS CTYJEHTY, €CJIM OH TBEPZO 3HAET MaTepuaj, FPaMOTHO U IO CYIIECTBY
U3JIaraeT ero, He JOMYCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE HA BONPOC, MPABMIIBHO MPHUMEHSET
TEOPETUYECKHE TIOJOKECHUS TPU PEIICHHH MPAKTUYECKUX BOIPOCOB M 33/1a4, BIaJeeT HEOOXOIUMBIMHU
HaBBIKAMU U NPHEMaMH UX BbINOJHEHUs. O(opMIIeHHbIE JOKYMEHTBI COOTBETCTBYIOT HOPMAaTUBHBIM J10-
KyMEHTaM, IpaBHjiaM U CTaHJIapTaM.
- OueHka "yJOBIETBOPUTENBHO" BBICTABIISETCS CTYJICHTY, €CJIM OH UMEET 3HaHMs TOJIbKO OCHOBHOT'O Ma-
Tepuaaa, HO He YCBOWJ €ro JAeTalel, TOMyCcKaeT HETOYHOCTH, HeIOCTATOYHO NMPaBUIbHBIE (YOPMYIHPOB-
KU, HApyLIeHUs JJOTHYECKON MOCIEeI0BATEIbHOCTU B U3JI0KEHUH POTPaMMHOI0 MaTepHaa, UCIIBIThIBAET
3aTpyAHEHUS MPH BBHITIOJHEHUH MPAKTHUECKUX PadoT.
- OueHka "HEy/IOBJIETBOPUTENBHO" BBICTABIIAETCS CTYAEHTY, KOTOPBIH He 3HAeT 3HAYMTEIbHOM 4YacTH
IPOTrPaMMHOT0 MaTepHaia, JOMYyCKaeT CYIIECTBEHHbIE OIIMOKM, HEYBEPEHHO, ¢ OOJIBIIMMU 3aTpynHe-
HUSIMH BBITIOJHSIET MpakTHdeckue paboTel. OopMiIeHHBIE JOKYMEHTHI HE COOTBETCTBYIOT HOPMaTHBHBIM
JTOKYMEHTaM
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Tema 4.1 YuéT 1 oOecnnedyeHne COXpaHHOCTH JOKYMEHTOB B apXuBe
4.1.2 YcaoBusi XpaHeHHS JOKYMEHTOB B apXHBax
[Tpaktuyeckas padora Ne3
ObopynoBanue apXuBOXPAHUJIHIILL

Hean paGoThl: 3HaTh HOPMATUBHBIE TPEOOBAHUS K 00OPYIOBAHHIO 3JJaHUN M IMOMEIICHUN apXH-
Ba,
Boinosinus padory, Bel Oyaere ymems:
VY1 oprann3oBbIBaTh AEATEILHOCTh APXUBA C YUYETOM CTATyCca U MPO(HIIS OpraHUu3aIum;
VY2 paborath B cucTemMax 3JeKTPOHHOIO IOKYMEHTO000POTa;
V3 nucnonb30BaTh B AEATEIBHOCTH apXUBa COBPEMEHHBIE KOMITBIOTEPHBIE TEXHOJIOTHH;
Y4 npuMeHATh COBpEMEHHbIE METOJIMKN KOHCEPBAIIUU U PECTaBPALIMHN apXUBHBIX TOKYMEHTOB; .

MarepuajibHoe o0ecnieyeHue:
HopMmaTtuBHO-MeTOoIMuecKa 6a3a padoThl apXHBa.
- @3 «O06 apxuBHOM zeine B Poccuiickoit deneparum»

- [Tonoxenne o ®enepanbHoM apxuBHOM areHTcTBe Poccum (Cailt @enepallbHOrO apXHBHOIO
areHTctBa http//:archives.ru, Pocapxus)

- TunoBas MHCTPYKLMS IO AEIONPOU3BOJACTBY

- OcHOBHBIE MTpaBUiIa pabOTHl APXHUBOB OPraHU3AIIHH.

- [IpumepHOe monoxxenue 06 apxuBe

- lo;oKHOCTHAS MHHCTPYKITHSI 3aBEYIOIIET0 apXUBOM

- O0Opa31ipl OpraHu3amoOHHO-PACTIOPSIUTEILHON JOKYMEHTAIINH.

3ananue

1. IIpoananu3upoBaTh HOPMATUBHO-IIPABOBBIE IOKYMEHTHI IO ApPXUBHOMY €Iy

[IpaBuiia oprann3anyuy XpaHeHHs, KOMIUIEKTOBAHHUS, YUE€Ta U UCIIOJIb30BAHUS JOKYMEHTOB ApPXUB-
Horo ¢onna PO u npyrux apxuBHBIX JOKYMEHTOB B OpraHax rocyAapCTBEHHOW BJIACTH, OpraHax
MECTHOTO CaMOYIPAaBICHHUSI U OpraHM3alusaxX (yTBEp)KIEHBI IMpPUKa30M MHHUCTEPCTBA KYJIbTYpPbI
P® ot 31.03.2015 Ne 526).

OcHoOBHbIE MpaBUIIa pabOThI APXUBOB OPraHU3AIUHI

ITopsinok BbINOJIHEHHS PA0OTHI
1. YTreHne 1 KOHCIIEKTUPOBAHME MPE/ICTABICHHBIX IOKYMEHTOB;
2. OTBETHI Ha BOIIPOCHI:
1. Tlepeuncnute 000OpyaOBaHKE APXUBOXPAHUIIHIIIA.
2. llepeuncnuTe BUABI CTEIUTAXKEH.
3. Kak paccTaHaBIMBAIOTCS CTEIDIAKH B aPXHUBOXPAHWITHIIE?
4. Yro Takoe nepBUYHBIE CPEACTBA 3AIUUTHI JOKYMEHTOB?
5. Kakue KOHTpOIbHO-U3MEpUTETbHBIE TPUOOPHI HCIIONIB3YIOTCS B @pXUBE U TJIE€ UX pa3MeIiaoT?
3. J1aTb OLIEHKY JEHCTBYIOIINX apXUBOB I10 IUIAHY:
1. Kakue creniakyu UCHOIb3YIOTCS B apXUBOXpaHWIUIIE? (METAIUIMYECKUE, IePEBSIHHBIE, OTKPHI-
TOT0, 3aKPBITOT'O THIIA, IIKA(BI)
2. Kak pacnosioskeHbl cTeJUIa)Ky M0 OTHOIIEHHIO K OKOHHBIM ITpoéMaM. Ha kakom paccTOSSHUM OHU
pacmosoKeHsl APYT OT Apyra.
3. Hanmnume KOHTPOJIbHO-U3MEPUTENBHBIX TPHOOPOB.
4. Hannuue 3aTeMHEHUS Ha OKHAX.
5. Kak pacrnionosxeHsl fena Ha nojkax. Hajauume nepBUYHBIX CPECTB 3aIIUThI TIOKYMEHTOB.
6. IlpucyTcTBYIOT M B apXUBOXPAaHWIHUIIE IMOCTOPOHHHUE MpeaMeThl (Mebenb, HepazoOpaHHBIE
KHIIBI TOKYMEHTOB)
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Iopsiok BbINOJHEHHUS PA0OTHI

1. AHanu3 HOpMATUBHBIX JOKYMEHTOB, KOHCIIEKTUPOBAaHUE
3anonaute Tabnuiy «O00pyaoBaHHUE apXUBay.

ITomenienus apxusa O6opynoBaHne TOMEIIEHU I

1.

2.
3.
4

2. Coznaiite cxemy pacroOkKeHHs! CTeUIaXel B apXHUBOXPAHUIIHILIE.

®opma npegocTaBieHHs pe3yJibTaTa
OTtuéT 0 mpoeIaHHOM paboTe

Kpurepun oueHku
- Onenka "OTIMYHO" BBICTABIISCTCS CTYACHTY, €CIIU OH TNIyOOKO M MPOYHO YCBOWJI MPOTPAMMHBINA MaTe-
pHa, HCYEPIIBIBAIONIE, ITOCIEJ0BATEIbHO, YETKO M JIOTUYECKH CTPOMHO €ro M3jaraeT, yMeeT TeCHO YBS-
3BIBaTh TEOPHIO C MPAKTUKOH, CBOOOIHO CIPABIACTCS C 3a/la4aMi, BONPOCAMHU M APYTUMH BUAAMU TIPHU-
MEHEHUsI 3HaHWH, IPUYEM He 3aTPYJHSETCS C OTBETOM IPU BHJOW3MEHEHHH 3aJIlaHHUM, UCIIONIB3YET B OT-
BETE MaTepHajl MOHOTPaQHUECKON JTUTEPATYPhl, MPABIIBHO OOOCHOBBIBACT MPUHSITOE PEIICHHE, BIIAJICET
Pa3sHOCTOPOHHUMM HaBbIKAMH M IPUEMAMU BBIMOJIHEHUS IPaKTHUYeCcKUX 3a1a4. OopMieHHbIe T0KyMEeH-
THI COOTBETCTBYIOT HOPMAaTHBHBIM JJOKYMEHTaM, IIPaBHJIaM U CTaHapTaM.
- OueHka "Xopouo" BbICTaBISI€TCS CTYAEHTY, €CJIM OH TBEPAO 3HAET MaTepuail, FPaMOTHO U O CYILIECTBY
U3JIaraeT ero, He JOMYCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE HA BONPOC, MPABMIIBHO MPHUMEHSET
TEOPETHYECKHE TOJOKECHUS TIPU PEIICHUH NMPAaKTUYECKUX BOIPOCOB M 33/a4, BIaJAeeT HEOOXOIUMBIMHU
HaBBIKAMU U NPHEMaMH UX BbINOJHEHUs. O(opMIIEeHHbIE JOKYMEHTBI COOTBETCTBYIOT HOPMAaTHUBHBIM J10-
KyMEHTaM, ITpaBHJiaM U CTaHapTaM.
- OueHka "yJOBIETBOPUTENBHO" BBICTABIISETCS CTYJIEHTY, €CIIM OH UMEET 3HaHMs TOJIbKO OCHOBHOTO Ma-
Tepuaia, HO He YCBOWJI €T0 JeTajei, TOIMycKaeT HETOYHOCTH, HEJIOCTaTOYHO MPaBMIIbHBIE (OPMYIHPOB-
KU, HApyLIEHHUs JTJOTHYECKON MOCIeI0BATENbHOCTH B U3JI0KEHUHU MIPOTPaMMHOI0 MaTepHaa, UCIbIThIBAET
3aTpyAHEHUS MPH BBHITIOJHEHUH MPAKTHYECKUX PadoT.
- OueHka "HEy/lOBJIETBOPUTENHHO" BBICTABIISETCS CTYAEHTY, KOTOPHI HE 3HAeT 3HAYMTEIbHON 4YacTH
MPOrPaMMHOTO MaTepuaia, JONMYCKaeT CYIIECTBEHHBIE OIIMOKH, HEYBEPEHHO, C OOJBIINMH 3aTpyaHE-
HUSIMH BBIIIOJHSIET MpakTHdeckue paboTel. OopMiIeHHBIE JOKYMEHTHI HE COOTBETCTBYIOT HOPMaTHBHBIM
JTOKYMEHTaM
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Tema 4.1 YuéT 1 oOecnnedyeHne COXpaHHOCTH JOKYMEHTOB B apXuBe
4.1.2 YcaoBusi XpaHeHHS JOKYMEHTOB B apXHBax
[Tpaktuyeckas padora N4
Ilopsinok pasMenieHUs1 JOKYMEHTOB B AapXMBOXPAHUWJININAX.

TonorpadgupoBanue B apxuse.
3anosiHeHne TONOrpaguIeCKUX CIPABOYHUKOB

Heab padoThl: yMeTh IPOBOJUTH TONOTpagupoBaHUE B apXHBE. 3aMOIHATh Tonorpaguueckue CrpaBoy-
HUKH, OCYIIECTBIISATH MOUCK JIEIT

Boinosinus padory, Bel Oyaere ymems:
VY1 oprann3oBbIBaTh AEATEILHOCTh APXMBA C YYETOM CTATyCca U MPO(HIIS OpraHUu3aIum;
VY2 paborath B cucTemMax 3JeKTPOHHOIO TOKYMEHTO000POTa;
V3 nucnonb30BaTh B AEATEIBHOCTH apXUBa COBPEMEHHBIE KOMITBIOTEPHBIE TEXHOJIOTHH;
Y4 npuMeHATh COBpEMEHHbIE METOJIUKH KOHCEPBAIIUU U PECTAaBPALIMH apXUBHBIX JTOKYMEHTOB; .

MarepuanbHoe o0ecrieyeHnne:
- UnTepuer - pecypcsl;

- KoHcnekTsl JIeKInii.
3aganne

1. OtBeTuTh HA BONPOCHI:
Uro onpexaenseT MOpsAOK pa3MenieHus GOHI0B B apxuBe?
Kak pacnosararorcst JOKyMeHTbI B BEIOMCTBEHHOM apXHUBe?
Kak Benércst Hymeparus XpaHWINI, CTEUIAXEH, MOJIOK, IKagpoB?
VYkaxure crocoObl YKIaJK1 JOKYMEHTOB B apXHUBE.
Kakyro pyHK1MIO BBIIOJIHAIOT TONorpaduyecKkue ykasarenu?
Ha3zoute Buabl Tonorpaguueckux ykazareneil. Kakyro nHopmaiuio MOXKHO MOITy4UTh U3
CIIPaBOYHHUKOB?
7 Kakue TOKyMEHTBI TOJKHBI XPAHUTCS B JTYYIIUX YCIOBUAX?
8 TIloyeMy TOKYMEHTHI Ha Pa3HBIX HOCUTEISX XPAHITCS Pa3eNbHO?
9 Uro yka3bIBaeTcs Ha ApJIbIKax JOKYMEHTOB?
10 T'nme 3ampermiaercsi XpaHUTh TOKYMEHTHI?

SOOI WwWN -

ITopsinok BbINOJIHEHHS PadOTHI
1. 3anoAHUTE KaPTOUKU MOCTEIUIAXKHOTO M MO(POHA0AaBOT0 TOMOTpahUUECKOro yKa3ares

HaumenoBanue opranuzanuu
HaunmeHnoBanue apxuBa

Kaprouka nocrennaxsoro
TOTNOTpapUUECKOro yKa3aTes

Cremnax Ne Xpanwinme Ne
JI\J;KaQ) ITonka Ne @onp Ne Omnuce Ne EE)IN)'(O peie [Ipumeuanue

15



Dopmam A6 (148 x 105 mm).

HanmenoBanue opranuzanuu
HaumeHnoBaHnue apxuBa
Kaprtouka nogonmgoBoro
TONOrpaUUECKOro yKa3ares
Donx Ne Xpaaunuuie Ne -
HazBanue dhonna

Onuce EnxpcNe . . .
No moNe Cremnax Ne [Mxadg Ne ITonka Ne [Ipumeuanue
Dopmam A6 (148 x 105 mm).

dopma npeaocTaBieHHs: pe3yJibTaTa
OdopMieHHBIE TOKYMEHTHI

Kpurepun ouenku
- Onenka "oTIMYHO" BBICTABIISCTCS CTYACHTY, €CIIU OH INTyOOKO M MPOYHO YCBOWJI MPOTPaMMHBIN MaTe-
puai, HCYEPIBIBAOLIE, ITOCIEN0BATENBHO, YETKO U JIOTUYECKH CTPOMHO €ro M3J1araeT, yMeeT TECHO YBS-
3bIBaTh TEOPUIO C MPAKTUKOM, CBOOOIHO CIpABIIAETCS € 3a/ladaMy, BONPOCAMHU U APYTUMHU BUJAMH IpPHU-
MEHEHHMsI 3HAaHUH, IPUYEM HE 3aTPYAHSAETCSA C OTBETOM IIPU BUJIOM3MEHEHUU 3aJaHUM, HCIOJIB3YET B OT-
BETe MaTepHaj MOHOTpapUUECKON JTUTepaTyphl, MPAaBUIBHO OOOCHOBBIBACT MPUHATOE PELICHNE, BIaJeeT
Pa3HOCTOPOHHUMH HaBbIKAMU U NPUEMaMH BBIMOJIHEHUS MPaKTUYECKUX 3a1a4. OQopMIIeHHbIE JOKYMEH-
TBI COOTBETCTBYIOT HOPMaTUBHBIM JJOKYMEHTaM, PABWJIAM U CTaHJIapTaM.
- OneHka "Xopomo" BBICTaBIISETCS CTYIAEHTY, €CJIM OH TBEPAO 3HAET MaTEpUaj, FPaMOTHO U IO CYIIECTBY
M3JIaraeT e€ro, He JOIMYyCKas CYIIECTBEHHBIX HETOYHOCTEW B OTBETE Ha BONPOC, IPABUIBHO NPUMEHSET
TEOPETUYECKHE TOJO0KEHUS MPU PEIIeHUHM NPaKTUYEeCKUX BOMPOCOB U 33/ay, BIaJeeT HEOOXOIUMBIMU
HaBbIKaMU U MpUeMaMH UX BbINOJIHEHHs. OPOpMIIEHHbIE JOKYMEHThI COOTBETCTBYIOT HOPMATHUBHBIM J10-
KyMEHTaM, [IpaBUJIaM U CTaHIapTaM.
- Ouenka "yJIOBJIE€TBOPUTENBHO" BBICTABIISIETCS CTYACHTY, €CIIM OH MMEET 3HAHUS TOJBKO OCHOBHOI'O Ma-
Tepuasa, HO HE YCBOMWJI €ro JeTanei, JOMycKaeT HETOYHOCTH, HEJJOCTaTOYHO MpaBUIIbHBIE (HOPMYITUPOB-
KM, HAPYIIECHHS JIOTHYECKOM MOCIE0BATENIBHOCTH B U3JI05KEHUH ITPOTPAMMHOI0 MaTepuaia, HCIIbITHIBAET
3aTpy/AHEHUS MPH BBHIIOJHEHUH MPAKTHUECKUX padoT.
- OneHka "HEYJTOBJIETBOPUTEIBHO" BBICTABIAETCSA CTYACHTY, KOTOPBIM HE 3HAET 3HAYMUTEIBHOM 4acTH
IPOrpaMMHOT0 MaTepuaia, JAOMYCKaeT CYIIECTBEHHbIE OIMIMOKH, HEYBEpEHHO, C OOJBIIMMHU 3aTpyIHeE-
HUSIMU BBITIOJHSET NpakTuyeckue padotsl. OpopMiieHHbIE JOKYMEHTHI HE COOTBETCTBYIOT HOPMAaTHUBHBIM
JOKyMEHTaM
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Tema 4.1 YuéT 1 oOecnnedyeHne COXpaHHOCTH JOKYMEHTOB B apXuBe
4.1.2 YcaoBusi XpaHeHHS JOKYMEHTOB B apXHBax
[Tpaktuyeckas padora Ne5
Ilopsinok BbIIa4H el U3 XPAHMIUINA

esb paboThI: OBIAJETh YMEHUSAMH BBIJAYM JISIH JOKYMEHTOB W3 apXuBa. 3HATh MOPSIOK U TpeOOBaHUS
BBIJAYH A€

Beinosinus pabdory, Bel Oyaere ymems:
V1 opranu3oBbIBaTh JeATEIBHOCTh APXMBA C YUYETOM CTaTyca U NpoQuiis OpraHu3aium;
V2 paboTath B cucTeMax 3J1EKTPOHHOIO JOKYMEHTO000POTa;
VY3 ucnonb3oBaTh B AESATEIBHOCTH apXMBAa COBPEMEHHBIE KOMIIBIOTEPHBIE TEXHOJIOTHH;
Y4 npuMeHATh COBPEMEHHbBIE METOJUKH KOHCEPBALIMU U PECTABPALIUM apXUBHBIX JOKYMEHTOB; .

MarepunanbHoe obecrnieyeHue:

- Y4eOHO-METOAMYECKOE IT0CO0KE;
- UnTepHer - pecypcsr,

- KoHcnekTsl JIeKInii.

3aganne

1. OTBeTHTH Ha BOIPOCHI
KoMy u Ha Kakoi# CpOK MOTYT BbIJABAThCs JOKYMEHTHI U3 apXuBa?
UYrto I0IHKEH MPeAOCTaBUTh COTPYIHUK OPTaHU3aIlK ITPH 00OpaIleHUN B apXHUB?
B kakom ciyuae neno He BeIIAETCS U3 apXuBa?
Kak 10KHO OBITH 0(OPMIICHO BBIIAaBAEMOE JEJI0?
Kak yuuThiBaeTCs BbIaua Jei1 U3 apXxuBa’?
Kak coTpyaHHK apXrBa KOHTPOJIHMPYET CPOKH BO3Bpara Jiei?

7. Kakwue mephl 10 00€CIIEUEeHUIO0 COXPAHHOCTH HEO0OXOIUMO COOJIONATh IOJIB30BATEISAM MPH
pabote ¢ ToKyMeHTaMu?

8. Kakue ycinoBust paboThI ¢ TOKYMEHTAMH JOJDKHBI OBITh B YMUTATBHOM 3ajiec apXuBa?

9. Kakue mepbl 10 00ECTICUSHHIO COXPAHHOCTH JJOKYMEHTOB HAJI0 MPEANPUHATH IPU OpraHu3a-
MU BBICTABOK JIOKYMEHTOB?

10. Ha3oBure mpaBuiia BbIJJAUN 3JICKTPOHHBIX JOKYMEHTOB

IMopsiiok BbINOJIHEHUS PA0OTHI

ook wndE

1. Ananu3 maTtepuana, KOHCIIEKTUPOBAHHUE;
2. 3anonHeHue (GopM JOKYMEHTOB: KHHUTHM BBIJAUM apXUBHBIX JOKYMEHTOB, KapThl- 3aMECTHTEINS,
aKTa O BbIJaYe JIe] BO BpEMEHHOE II0JIb30BAHUE

Hazpanune apxuBa
Knanra BbIJIAYM apXHUBHBIX JOKYMCHTOB,
KOITui (I)OHI[E[ MOJIb30BaHUS U3 XPpaHUJIUIIA

Hauara
OxoHueHa
Ne /it JlaTa ®. |On. |Ex. xp. Komy BBUIaHO Pacnucka B Pacniucka B Bo3-  |IIpum.
BeImaun | Ne Ne [Ne MOJIYYEHU N pameHnu, aarta
1 2 3 4 5 6 7 8 9
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HanmMeHnoBanue opranusanuu

KAPTA-3AMECTUTEJIb AEJIA

Hemo

(N u Ha3BaHue)
Onuce

(N u Ha3BaHue)
Doun

(N u Ha3Banue)

Brigano Bo BpeMEeHHOE 1M0J1b30BaHNE (YUTAIBHBIN 3a1):

Ne i/t d.N.0O. nons- Hara Beimaun | [lata Bo3Bpa- | [loanuce Bel- | [loamuce momy-
30BaTesl Ta JIABIIETO JIEJ0 | YUBIIETO AEJI0
1 2 3 4 5 6
Dopmam A4 (210 x 297 mm)
HaumenoBanue opranuzanuu
AKT
No
0 BbIIau€ JIeJ BO BPEMEHHOE I10JIb30BAHKE
(HaMeHOBaHUE OpPTaHU3AIINH,
ee aJpec, MOYTOBBIN UHAEKC)
OcHoBaHue
J111a KaKoii enu BeIIAOTCS ell. Xp. u3 Gponga No
(razeanue gponoa)
Nen/m | Onuco En. xp. | 3aronosok en. | Kpaitnue | KonmnuectBo muc- | [Ipume-
Ne Ne Xp JIaThI TOB, dopmar | yanue
(o0vem, M0)
1 2 4 5 6 7
Bcero Beinaercs en. xXp.,

CPOK BO3BpaIllICHUA .
}Iena BbIJIaHBI B YIHHOPAAOYECHHOM COCTOSAHUH, IMMOAIINTEI, B O6HO)KKaX, C IPOHYMCPOBAHHBIMHU JINC-

(yugpamu u NPONUCHIO)

TaMU U 3aBCPUTCIIbHBIMU HAATINCSIMMU.

HOJ'Iy‘IaTeJ'IB 065{3yeTcs1 HC IIPECOOCTABIIATH JI€j1a, IMOJTYYCHHBIC BO BpEMECHHOC IT0JIB30BaHUEC, ITOCTO-
POHHHM JIMIIaM, HE BbIAaBaTh 110 HUM KOHHﬁ, BBITIUCOK U CIIPaBOK, HC HY6J'II/IKOB8.TB JOKYMCHTBI 0e3 pas-

peILIeHNs] OpTraHu3alliy, BbIIaBIIEH

Acia.

[TonyuaTens 00s3yeTcs BEpHYTH Jiejia B ApXUB OpPraHU3aIliy B YKA3aHHBIA B

aKTe CPOK.
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[Tonmyyarens npexynpexaeH 00 OTBETCTBEHHOCTH 10 3aKOHY B CIydae yTpaThl U MOBPEKACHUS
IIOJIYYEHHBIX BO BpEMEHHOE T10JIb30BaHUE JEIL.

HanmveHnoBanue 10KHOCTH HanmMeHnoBanue 10KHOCTH

PYKOBOJIUTENS OpraHU3aliH, PYKOBOIUTES

BBIJAIONICH aema OpraHU3aUH-TIOTyYaTeIst

[Tonnuce PacmmdpoBka [Toanuce Pacmm¢poBka
MOJITHCH HOATUCH

Hara [ara

[Teyats opranuzanuu [Teuats opranuzanuu

dopma npeaocTaBieHnss pe3yJibTaTa
- PazpaboTanHble TOKyMEHTHI apXUBa

Kpurepun oueHku

- - Onenka "OTIMYHO" BBICTABISIETCS CTYACHTY, €CIH OH TNTyOOKO M MPOYHO YCBOMJI MTPOTPAaMMHBIH
MaTepuai, UCUepIbIBAIOIIe, MOCIEA0BATEIbHO, YETKO U JIOTUYECKU CTPOMHO €ro M3jaraet, yMeeT TECHO
YBS3BIBATh TEOPHUIO C MPAKTHKOM, CBOOOJIHO CIPABISAETCA C 3aJa4aMH, BOIPOCAMHU U APYTHMMH BUIAAMHU
MPUMEHEHUS 3HAHUH, IPUYEM He 3aTPYTHSETCS C OTBETOM MPU BUAOM3MEHEHUU 33JaHUM, HCIOIb3YET B
OTBETE Mareprall MOHOTpaQUIECKON JTUTEepaTyphl, MIPABIIIBHO 0OOCHOBBIBAET MPHHSITOE PEIICHUE, Bia-
JIEET Pa3HOCTOPOHHUMH HABBIKAMH M NPHUEMaMH BBITOJIHEHHUS MpaKkTHUeckuX 3anad. OdopmieHHbIe 10-
KYMEHTBI COOTBETCTBYIOT HOPMATHBHBIM JIOKYMEHTAM, IIPABHJIaM U CTaHAPTaM.

- - Ouenka "Xopolio" BBICTAaBIIAETCS CTYIEHTY, €CIU OH TBEPJO 3HACT MaTepuall, FPaMOTHO U IO
CYILIECTBY M3JIaraeT €ro, He JOIyCKas CYIIECTBEHHBIX HETOYHOCTEM B OTBETE Ha BOMPOC, MPABHIBHO
MIPUMEHSET TEOPETHUCCKHUE TOJOKCHHS TPHU PEIICHUH MPAKTUYSCKUX BOMPOCOB M 3aja4, BIIAJEET HEOO-
XOJUMBIMH HaBBIKaMU U TIpHEMaMH UX BbIoTHEeHHs. OQOpMIICHHBIC IOKYMEHTBI COOTBETCTBYIOT HOpMa-
THUBHBIM JIOKYMEHTaM, IIPaBUJIaM U CTaHapTaM.

- - OueHka "y/I0BIETBOPUTENHHO" BBICTABIISIETCS CTYJEHTY, €CJTM OH UMEET 3HAHHS TOJHKO OCHOB-
HOTO MaTepHalia, HO He YCBOWJI €ro JeTaliell, TOMmycKaeT HETOYHOCTH, HeIOCTaTOYHO MpaBUIIbHBIE (Hop-
MYJIMPOBKH, HAPYIICHUS JIOTUUECKON MOCIEA0BATEIIbHOCTH B U3JI0XKEHUH MPOTPaMMHOTO MaTepHalia, uc-
MIBITHIBACT 3aTPYAHECHUS TP BBITOJIHEHUHU MPAKTUYECKUX padoT.

- - OreHka "HEyIOBIETBOPUTEIHHO" BBICTABISETCA CTYACHTY, KOTOPBIM HE 3HAET 3HAYUTEIBHOU
4acTU MPOTPAMMHOIO MaTepHala, JOMYCKaeT CYIIECTBEHHBbIE OIMUOKHU, HEYBEPEHHO, C OONBIIUMHU 3a-
TPYIHEHHUSIMU BBITIOJHSIET PaKTUYecKue padoTrl. OPopMiIeHHBIE TOKYMEHTHI HE COOTBETCTBYIOT HOpMa-
THUBHBIM JIOKYMEHTaM
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Tema 4.1 YuéT 1 oOecnnedyeHne COXpaHHOCTH JOKYMEHTOB B apXuBe
4.1.2 YcaoBusi XpaHeHHS JOKYMEHTOB B apXHBax
[TpakTuyeckas padora Ne6
Pe:kxuMBbl XpaHeHHsl JOKYMEHTOB

Llesas padoThI: BIaJeTh yMEHUSAMH 00€CIIeUnBaTh HOPMATHBHBIE PEKUMBI XpAaHEHHUS JOKYMEHTOB B ap-
XUBE

Boinosinus pabdory, Bel Oyaere ymemsn:
V1 opranu3oBbIBaTh JeATEIbHOCTh APXMBA C YUYETOM CTaTyca U Npoduiis OpraHu3aium;
V2 paboTath B cucTeMax 3J1EKTPOHHOIO JOKYMEHTO000POTa;
VY3 ucnonb3oBaTh B AESATEIBHOCTH apXMBAa COBPEMEHHBIE KOMIIBIOTEPHBIE TEXHOJIOTHH;
Y4 npuMeHATh COBPEMEHHbBIE METOJUKHN KOHCEPBALIMU U PECTABPALIMM apXUBHBIX JOKYMEHTOB; .

MarepunanbHoe obecrnieyeHue:

- Y4yeOHO-METOANYECKOE TOCOOHUE;
- UnTepHer - pecypcsl,

- KoHcekTel JIeKIHii.

3aganue

1. Ilpoananu3upoBaTh HOPMATUBHO-TIPABOBBIE TOKYMEHTBHI 110 apXUBHOMY €Ty

[IpaBuiia oprann3anyuy XpaHeHHs, KOMIUIEKTOBAHHUS, Y4E€Ta U UCIIOJIB30BAHUS JOKYMEHTOB ApXUB-
Horo ¢onna P® u npyrux apxuBHBIX JOKYMEHTOB B OpraHax rocyAapCTBEHHOW BJIACTH, OpraHax
MECTHOTO CaMOYIPAaBJICHHUsSI M OpraHu3anusx (yTBEpXkIeHbl NMpHKa3oM MUHHCTEPCTBA KYJbTYphl
P® o1 31.03.2015 Ne 526).

OcHoBHbIE NpaBUIIa pabOThl APXUBOB OPraHU3ALUI

Ilopsinok BbINOJIHEHHS PA0OTHI

1. Awnanu3 peKMMOB XpaHEHUs B IEHCTBYIOIIUX apXUBax M0 MJIaHY:
1. CobutoieHEe CBETOBOIO PEKMMA: HAJIMYKME B apXUBE 3aTEMHEHUS U PACCEIHHOI0, TYCKIJIOTO
HCKYCCTBEHHOT0 ocBelleHus. Kakue namiibl v miadoHbI B apXUBOXPAHUIIUILIE.
2. JlaiiTe OLIEHKY CAHUTApPHOTO COCTOSTHUS XpaHWINIIA: 00eCre4eHne YUCTOTHI, MOpsiiKa, Mpo-
BOJIATCS JIU YOOPKH, IPOBETPUBAHUS, HAJTMUUE UM OTCYTCTBUS IBUIM, CBEKECTh BO3/yXa, CETKH Ha OK-
Hax B JIETHEE BpeMsl.
2. 3aroyHUTh TaOIuILy
[IpoBenuTe U3MEpEeHUs 1 3all0JIHUTE JKypHAJ pErucTpalii TEMIIEpaTyphl U BIaXXHOCTH BO3/yXa B IOMe-
LICHUH.

KmnmaTtnueckue mapaMeTpbl BO3AyXa

Hara ITongnuce ITpume-

Hapyx#slii BO31yX Bo3nyx B Xxpanunume
3aIHCH COTPY/JHHMKA | YaHUe
TeMIieparypa OtH. BT | Temmeparypa OtH. B
1 2 3 4 5 6 7

3 Pemmre 3agaun

Pewnts 3ana4uu 1o cireyronemMy ajaropuTMy:
1. BbIBUTH HapyIIEHUS B apXUBeE.
2. YCTaHOBUTb HOPMAaTHUBHBIEC YCIOBUS XpaHEHUS JOKYMEHTOB.
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3. IpemnoxuTe KOHKPETHBIE MEPHI PEIICHUS CUTYaLlHH.

1 ApxwuB opraHuszaiyu pacroiaraercsi B 0ucHOM 3/1aHUU Ha 9 3Taxe. YpOBEHb OCBEUICHHOCTHU B
apxuoxpanwmie 100 JIK. [JokyMeHTBI pacronaraoTcs Ha CTeJiaxax, B KopoOkax 0e3 sipibikoB. Cten-
JIaXKU PacCTaBJICHBI MPOU3BOJILHO, TeMneparypa Bo3yxa B XpaHUJIHUIIE + 21°C, BraxzocTs 42%. 3anucu
B )KypHaJle KOHTPOJISl TEMIIEPAaTyPHO-BIAXKHOCTHOTO PEXXHUMa BelyTcs 2 pa3a B HEAEIIO.

2 ApxuB NpeanpuaTusi HaXOJUTCA B MPOMBIIIICHHON 30He. DOH/IBI B XpaHUIUIIE PACIOIOKECHBI
Mpou3BOJILHO. Jlena HaxoasaTes B cBsA3kax TodmuHou mo 30-40 cm. YOopka mojoB npoBoautcs 1 pa3 B
Heenio. Beé mokpsito mbieio. Temmeparypa Bosayxa B xpaummmie + 15°C, Braxzocts 50%.

3 PailoHHBIN apXUB pacroyaraeTcs B 3JaHUH C I€PEBSIHHBIMU IIEPEKPBITUAMU. [[BEpH 1€pEBAHHBIE,
C HaJI&XHBIMU 3aMKaMHM. J[BEpU NOCTOSHHO 3aKpbIThl Ha KJItO4Y. ECTh OXpaHHas M MOKapHas CUTHaIU3a-
1usi. CBeT cBOOOIHO MPOHUKAET B XpaHuinule. JlIOKyMEeHThl HaXOATCs Ha CTeJulaXax, Ha M0Jly, Ha I0/10-
KOHHUKax. Hekoropsle ena noBpekaeHbl TPUOKOM.

4 ApXUB yupeKAEHUs HaXOAUTCSA B NOJBAIBHOM IOMEIIEHUH aJMUHUCTPATUBHOTO 3/1aHusl. OKOH
B XpaHWIuIIe HeT. JIOKyMeHThI XpaHsaTcs B mKagax. 3amax ChIpOCTH, 3aTXJIOCTU. MI3MepeHust Temmnepary-
PBI U BIQXKHOCTHU BO3/yXa HE IPOU3BOJATCS. Bce COTpYIHUKN yupexAeHUsI UMEIOT CBOOOHBIIN 10CTyN B
apXuB.

5 ApxHB OpraHM3alliy pacloyiaraercsi B MOJBAJIbHOM IOMeLIeHUU. Pabouee MecTo coTpyaHUKa
apXxuBa HaXOAMTCA B apXHUBOXPAaHWIMILE. 3[€Ch PACIOJI0KEH KOMIBIOTEpP U OprTeXHUKA. B momemienuun
HE XBaTaeT JHEBHOI'O CBETa, IOITOMY ITOCTOSHHO HCIIOJIb3YyeTcs obliee ocBelleHue. Temmneparypa Bo3-
nyxa B xparwmmaiie + 21C, BraxHocTs Bo3ayxa — 42%.

6 Ilon apxuBoxpaHuiuiie (GUpMbI ObIJIO BBIICIEHO Tapa)kHOE MoMmelieHue. JJoKkyMeHThl pacrosia-
raroTCs Ha TOJKaxX, B KOpoOKax Ha moiry, B mkadax. B Bugy toro, uto Temmneparypa B rapaxe + 10 C B
XOJIOAHOE BpeMs I'0/1a, COTPYIHUK apXHUBa MOXKET HaXOJUThCA B HEM TOJIBKO B BepxHel onexne. Bmax-
HOCTB Bo3atyxa 39%.

7 ApxMB OpraHu3alliy paclroiaraercsi B NoJCOOHOM MoMeleHuH 6e3 OKoH U BeHTwsauuu. Cre-
JIaXKU PacIoJIO’KEHbI BIUIOTHYIO K cTeHaM. [IpoBeTpuBaHue OCylIecTBIsE€TCS Yepe3 JABEphb, KOTOpas IO-
CTOSIHHO OTKpbITa. Temmneparypa Bo3ayxa B Xxpanuwiuie + 26C, Bl1axHOCTh Bozayxa — 60%.

8 ApxwuB paifoHHOI OpraHM3aIllUN PACIIONATAETCs B OJHOATAXKHOM JIEPEBSIHHOM 3aHUU C TIEYHBIM
orormieHneM. [lo Bcemy mepumeTpy KOMHATBHI HpOJIOKEHBbI OaTapen oromieHHs. OKHa pacroI0kKeHBbI
HU3KO, 0e3 pemrerok. [Tomerenue crerioe u npoctropHoe. Temneparypa Bo3ayxa B xpanwimiie + 25C,
BIIQXKHOCTH Bo3ayxa — 48%.

9 ApxWuB pacrnoiokeH B IOKOJIHHOM JTaxe 31aHus. [Ipomén cHuibHBIA MaBOJOK — B MOMEIICHHH
CBIPOCTb, Ha CTE€HaX MosiBWJICS rpubok. Bnaxnocts Bozayxa 70 % , remneparypa Bo3ayxa +12 C. Pac-
CTOSIHME OT ToJja /10 HWKHEH nonku cremiaxa 15 cM. Ilokazanus Temneparypsl U BIaXKHOCTH BO3/1yXa
peructpupyrorcs 1 pa3 B Hezento.

10 ApxuB HaxXOOUTCS B HETMOCPEACTBEHHOW OIM30CTH OT HedrenepepadaThIBAIOMIETO MPEApH-
atus. OKHa B apXUBOXPAaHMIIMIIE OTKPBIBATh HENb3s: CUIbHBIN 3amax HedTenpoaykToB. B onHOM mome-
IIEHUH HaXOATCSI OpraHU3al[MOHHO-PACIOPAIUTENbHbBIE JOKYMEHThI OPraHU3alli, KHHO- U BHIE0/I0KY-
MeHTHI. Temmneparypa Bo3ayxa B xpanuiuiie + 20C, B1axHoOCTb Bo3ayxa — 48%.

11 ApxuB HaxoAuTCs B )KWJIOM 37aHuH. TeMieparypa Bo3ayxa B apxuBoxpanwiuiie +25C, Brax-
HocTh Bo3nyxa 40 %. PaccrosHue Mexny cremtaxkamu 60 cM, pacCTOSTHUE MEXKIY CTEHOW U TOPLIOM
cremnaxka 45 cMm. JIokyMeHThI XpaHsTcs 6€3 NEPBUYHBIX CPEJCTB 3aIIUTHI.

12 ApxXuBOXpaHWIHUIIE OPraHU3AIUHN 3aHUMAET HECKOJIBKO KOMHAT, 5 (JOHJ0B apXHBa COCTABIISIOT
20.000 enunaMI xpaHeHus. MHOrO BpEMEHHM TPAaTUTCSA Ha MOUCK JOKYMEHTOB. Temreparypa BO3IyXa B
apxuBoxpanunuine +25C, B1axHOCTh Bo3ayxa 39%. M3-3a orcyrcTBus yOOpIIMIIBI BiakHas yOOpka B
XpaHWJIMILAX MPOUCXOIUT JIBa pa3a B HEMEIIO.

13 ApxuB OopraHuzaluy pacrojiaractTcs psAaoM ¢ BOAOXpAaHUIHUIEM. BiakHOCTh BO3ayxa B IOMe-
meHun 65%, temreparypa +21C. Ha HEKOTOpPBIX CBSI3KaX M KOPOOKaxX C JOKYMEHTaMHU HET SIPIIBIKOB.
BuyTtpu (onna nena pacrnosioxeHbl IPOU3BOILHO.

14 ApxuB opraHuzaiyy pacrojaraercsi B Ipou3BOJICTBEHHOM MoMelleHnd. TemnepaTypa Bo3ayxa
B xpanunuuie + 12C, BnaxxHOCTh Bo3ayxa 49%. PaGouee MecTo COTpyIHUKA HAXOJUTCS B apXUBOXPaHU-
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muie. CoOTpyIHHUK UCIONB3yeT 000rpeBaTesb ¢ OTKPHITON Crupaibio. B apxuB cBOOOIHO 3aX0AT moCe-
THUTEIN C TPOChOaMH.

15 Psgom ¢ apXxMBOM OpraHM3alUU HAXOIATCS CKIIAACKHE MOMEUICHUS C MUIIEBBIMU MTPOAYKTAMH.
B apxuBoxpaHuiMile BUAHA 3JIEKTPONPOBOAKA. Mcronp3yroTes jJamimbl ¢ ApKkuM cBeToM. Temmeparypa
Bozayxa + 17 C, BnaxnocTtb Bozzyxa 50 %.

16 OxHa apXMBOXpaHWJIMILA BBIXOJSAT Ha IOXKHYIO CTOPOHY, 3aKpBIBAIOTCSl HEIIOTHO, UMEHOTCS
CKBO3HBIC IIeNH. J[BepH M3 MCKYCCTBEHHBIX MAaTEpUAJIOB CO CTEKJISSHHBIMU BcTaBKaMu. KopoOku ¢ 10Ky-
MEHTaMH CTOST Ha CTEeJUIaXKaX M Ha IOy PSIOM cO cTeuiaxkaMu. Be€ cBoOoiHOE MPOCTPaHCTBO IOMe-
IICHUS 3aCTaBICHO OPHCHON MeOenblo: CTONaMu U cTynbsiMu. Temmeparypa Bo3ayxa + 23C, BIaXHOCTb
BO3ayxa 45%.

17 ApxuB opraHu3aluy pacroyiaraercs psioM ¢ MarucTpajibHOW aBTOJOPOroM, IO KOTOPOW He-
IPEPBIBHO MJET MOTOK MalIMH. /IHEBHOH CBET cBOOOAHO IPOHMKAET B apXUBOXpaHuiuiie. /lena nexar B
Hepa3oOpaHHbIX kumax. Be€ mokpeiTo mbutbio. Temmieparypa Bozayxa + 23 C, B1akHOCTH Bo3yxa 45%.

18 ApxuB opraHu3alyu COCTOUT U3 HECKOJIBKHX IMOMELICHUN: apXUBOXpAaHWINIIA, pabodell KOM-
HaTBl COTPYAHUKOB, TIOMEILEHH 7S IpueMa TIOKyMeHTOB. Bce komHaTel npoxousie. Kimtoun ot apxuBa
B CBOOOZHOM J0CTYyIE. B apXMBOXpaHMIINIIIE HCIIONB3YIOTCS OTKPBITHIE MIaoHbl. Bbgaya 10KyMEeHTOB
COTpYZHUKaM OopraHu3anuu Hurnae He puxcupyercs. Temneparypa Bo3ayxa + 12 C, BIaKHOCTh BO3IyXa
47%.

19 ApxuB opraHu3anuy HaXOJUTCSA HA CEIbMOM dTake. APXMBOXPAHIIHUIIE XOPOIIO OCBEHICHO:
CBET CBOOOJHO NMPOHUKAET B OkHA. CUcTeMa OTOIUIEHUs cTapas - TpyObl 4acTo MPOTEKaroT. BiaxHOCTb
Bo3ayxa 63 %, remneparypa Bo3ayxa + 21 C. BO3MOXXHBI OTKJIIOYEHHUSI CUCTEMBI OTOIUICHHS M3-3a aBa-
pHH.

20 Temmeparypa W BIaKHOCTh BO3AyXa B apXMBE HE KOHTPOIMPYIOTCS, HO €CTh HapyIICHUS pe-
KHUMa xpaHeHus. /|1 mpoBeTpuBaHUs MOMEIEHHUs OTPhIBAIOTCS (POPTOUKH, U C BETPOM 3aHOCHUTCS IbLIb,
B apXMBOXPAHWIHIIE MOMAJAI0T HaceKoMmble. CTEeIIaKu yCTaHOBJICHBI MPOU3BOJIBHO, MOYTH BIUIOTHYIO,
4TOOBI BOLIIO KaK MOXHO 0o0Jiblie, MapajuieIbHO OKOHHBIM NpoéMmam. Jlena copMupoBaHbl B CBSI3KHU 110
40 cm TonmuHOM. MeroTcs noBpexAEHHbBIE IOKYMEHTHI.

dopma npenocraBiIeHHus pe3yJbTaTa
OT4éT 0 BBHIOTHEHHOI paboTe

Kpurepun ouenku
- Ouenka "oTJIMYHO" BBICTABIISIETCS CTYJEHTY, €CJIM OH TJTyOOKO M MPOYHO YCBOWJI MPOTpaMMHBIN Mare-
puai, UCYEPIBIBAIOLIE, ITOCIEN0BATEIBHO, YETKO U JIOTUYECKU CTPOMHO €r0 M3J1araeT, yMeeT TECHO YBS-
3bIBaTh TEOPUIO C MPAKTUKOW, CBOOOHO CIIPaBIISETCS C 3a/ladaMH, BOIPOCAMHU U APYTMMHU BUIaMH MpH-
MEHEHHUs 3HAHUU, IPUYEM HE 3aTPYAHAETCA C OTBETOM IIPU BUAOU3MEHEHUU 3aJaHUM, UCIIOIB3YET B OT-
BETE MaTepHuall MOHOTpapUUECKON JTUTEPaTyphl, IPaBUILHO 0OOCHOBBIBAET MIPUHITOE PEIIEHUE, BIAJEET
Pa3sHOCTOPOHHUMM HaBBIKAMM M MIPUEMaMU BBIMOJIHEHUS MPAaKTUYeCKHUX 3afad. OpopmiieHHbIE JOKYMEH-
TBI COOTBETCTBYIOT HOPMaTUBHBIM JJOKYMEHTaM, IPABWJIAM U CTaHJIapTaM.
- OneHka "Xopomo" BBICTaBIISETCS CTYAEHTY, €CJIM OH TBEPAO 3HAET MaTepHaj, FPaMOTHO U IO CYIIECTBY
W3JIaraeT e€ro, He JOIMYyCKas CYIIECTBEHHBIX HETOYHOCTEM B OTBETE Ha BOIPOC, IPABUIBHO MPUMEHSET
TEOPETUYECKUE TOJIOKEHUS MPH PELICHUH MPAKTHUYECKUX BOMPOCOB M 3ajlad, BJIAZEET HEOOXOIUMBIMU
HaBbIKaMU U MpueMaMH uX BbIMoidHeHHs. OPopMIIEeHHbIE JOKYMEHThI COOTBETCTBYIOT HOPMATHUBHBIM J0-
KyMEHTaM, [IpaBUJIaM U CTaHIapTaM.
- Ouenka "yJIOBJI€TBOPUTENBHO" BBICTABIISIETCSI CTYICHTY, €CIM OH UMEET 3HAHUS TOJIBKO OCHOBHOI'O Ma-
Tepuasa, HO HE YCBOMWJI €ro JeTanei, JOMycKaeT HETOYHOCTH, HEJJOCTaTOYHO MpaBUIIbHBIE (HOPMYITUPOB-
KM, HAPYIIECHHS JIOTHYECKOM MOCIE0BATENIBHOCTH B U3JI05KEHUH ITPOTPAMMHOI0 MaTepuaia, HCIIbITHIBAET
3aTpy/AHEHUS MPH BBHIIOJIHEHUH MPAKTHUECKUX PadoT.
- OneHka "HEYJTOBJIETBOPUTEIBHO" BBICTABIAETCS CTYACHTY, KOTOPBIM HE 3HAET 3HAYMUTEIBHOM 4acTH
IPOrpaMMHOT0 MaTepuania, JAOMYCKaeT CYIIECTBEHHbIE OIMIMOKH, HEYBEpEHHO, C OOJIBIIMMHU 3aTpy[IHeE-
HUSMU BBITIOJHSET NpakTuyeckue padoTsl. OdopMiIeHHbIE JOKYMEHThI HE COOTBETCTBYIOT HOPMATHUBHBIM
JOKyMEHTa
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Tema 4.1 YuéT 1 oOecnnedyeHne COXpaHHOCTH JOKYMEHTOB B apXuBe
4.1.2 YcaoBusi XpaHeHHS JOKYMEHTOB B apXHBax
[TpakTuyeckas padora Ne7
IIpoBepka HAJIMYHSA M COCTOSIHUS TOKYMEHTOB

Heapb padoTbl: yMeTh 0GOPMIISTH PE3YNIbTAThl IPOBEPKH HAJTMYUS U COCTOSIHUS IOKYMEHTOB B apXUBE

Boinosinus pabdory, Bel Oynere ymemsn:
V1 opranu3oBbIBaTh JeATEIBHOCTh APXMBA C YUYETOM CTaTyca U NpoQuiis OpraHu3aium;
V2 paboTath B cucTeMax 3J1EKTPOHHOTIO JOKYMEHTO000POTa;
VY3 ucnonb3oBaTh B IEATEIBHOCTH apPXMBA COBPEMEHHBIE KOMIIBIOTEPHBIE TEXHOJIOTHH;
Y4 npuMeHATh COBPEMEHHbBIE METOJUKH KOHCEPBALIMU U PECTABPALIUM apXUBHBIX JOKYMEHTOB; .

MarepunanbHoe obecnieyeHue:
- Y4eOHO-METOIUYECKOE ITOCOOUE;
- UnrtepHer - pecypchl,
- KoHcnekTol JIEKIUH.

3aganue

1. HpO&HaJ'II/ISI/IpOBaTL HOPMATHUBHO-IIPABOBLIC JOKYMCHTLI 110 ApXUBHOMY ICITY

[IpaBuiia opranu3zanuy XpaHeHHs, KOMIUIEKTOBAHUS, YUETa U UCIIOJIb30BAHUS JOKYMEHTOB ApXUB-
Horo (gonaa P® u apyrux apXuBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOHM BJAacTH, OpraHax
MECTHOI'O CAMOYIIPABJICHUS W OpraHu3anusax (yTBEp>KIEHbI MpHKa3oM MUHHCTEPCTBA KYIbTYpPbI

P® o1 31.03.2015 Ne 526).

OcHoBHbIE NpaBuiIa padoThl apXUBOB OpraHU3aLUi

HOpﬂ)IOK BbIITOJTHCHHUA paﬁDTI)I

1. 3anoNHUTE JOKYMEHTHI

AKT YTBEPXIAIO
N PykoBonuTens opranuzanuu

IIPOBEPKH HAIMYUS U COCTOSIHUS IMonmucs  PacmmgpoBka

aApXUBHBIX JOKYMEHTOB Hara

®Doug N

HazBanue dhonna

Howmepa onuceit

[IpoBepka mpoBonIace ¢ 1o

[IpoBepko# yCTaHOBIIEHO:

1. Ynucnurces mo onucsaMm aen en.Xp,
(KONIMYecTBO)

2. BbIsiBIIEHBI TEXHUYECKHE ONIMOKU:

2.1.MmeroTcs muTepHbIe HOMepa:

a) HE YYTE€HHbIE B UTOTOBOH 3alMCH e.Xp.
(KONIM4ecTBO)

0) He epevrcIeHHbIe, HO yITEHHbIE

B UTOTOBOM 3aIliCH el.XP.
(KOmM4ecTBO)

2.2 IlponymeHo HOMEpOB:

a) HE YYTEHHBIX B HTOT'OBOM 3amucu en.xp.
(KONIM4ecTBO)

6) HC ICPCUYNCIICHHBIX, HO YUTCHHBIX
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B UTOTOBOU 3aIIUCH em.Xp.

(Konmm4ecTBO)
2.3. Jlpyrue, B pe3yabTaTe 4ero oobem
YBEJIMYUIICS Ha en.Xp.
(KoJIM4YEeCTBO)
YMEHBILUJICS Ha el.Xp.
(K0oIM4ecTBO)
3. Hucautes Mo ONMUCSIM B pe3yJibTaTe
yCTpaHEHUs] TEXHUYECKHX OLTHOOK en.Xp.
(KonmM4ecTBO)
4. He oka3anochk B HUINYUU en.Xp.
(Konmm4ecTBO)
5. lmeetcst B HAIMYMH 110 JAHHOMY (OHITY
(BKJIFOUCHHBIX B OITHCH ) ea.Xp.
(K0oJIM4ecTBO)
U3 HUX TPEOYIOUINX:
a) ne3nHdeKum e1.Xp.
(KOmM4YecTBO)
0) Ne3UHCEKITUU em.Xp.
(KomM4ecTBO)
B) pecTaBpaluu en.xp.
(KoJIM4YeCTBO)
T') eperieTa Uiy MO/IIUBKI en.Xp.
(KOoIM4ecTBO)
1) BOCCTAaHOBJICHHS 3aTyXaIOUINX TEKCTOB e.Xp.
(KOoIM4ecTBO)
€) HeMCIIPABUMO MOBPEKACHHBIX eN.Xp.
(KoM4ecTBO)
6. ImeeTcs He BKIIFOUEHHBIX B OMHCH el.Xp.
(KonmM4ecTBo)
7. Utoro no nanuomy ¢hoHAy (BKJIIOUEHHBIX U HE BKIIFOUEHHBIX B OMHCH),
UMEIOIIUXCS B HATMYUN e1.Xp.
(KonmM4ecTBO)
8. XapakTepucTHka yCIOBUN XpaHEHUs
IIpoBepky npousBoauIu:
Haumenosanue
JIOJKHOCTEN
paboOTHUKOB [Toamucu PacimudpoBka noamnuceit
Dopmam A4 (210x297
HaumeHnoBanue opranu3anuu
AKT YTBEPXIAIO
Ne PykoBonuTens opranuzanuu
[Moanuce Pacmmdposka
0 TeXHHYECKUX OITNOKaxX B MOJIITUCH
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YUYCTHBIX JOKYMCHTAaX
Donx Ne Jara
Haspanwue ponma

B xoze BbInogHEeHUS 0OHapyKCHBI TEXHUYECKUE
OLIMOKY B 3aMUCSX

HazBanue nokymeHTa CyiecTByronias 3a1UCh Crnenyer 3anucarb

1 2 3

B pe3ynbprare KoJIM4ecTBO €AMHMIL XPaHEHUS YBEIUYMIOCH (YMEHBIINIIOCH)
Ha ell. Xp.
(unpamMu, IPOIHUCHIO)

[Ipumeuvanus:
HaumenoBanue n1omxHOCTH pabOTHHKA [Tognuce Pacmm¢poska noanucu
W3MeHeHus B yueTHbIE JOKYMEHTbI BHECEHBI

HanmeHnoBanue 10KHOCTH
paboTHHKA apX¥Ba [Tonnuce Pacmm¢poBka noanucu

HanmenoBanue opranuzanuu

AKT YTBEPXIAIO
Ne PykoBoauTens oprannzanuu
IToanuck Pacmmdposka
00 0O0HapyXKEeHUU JOKYMEHTOB MOATHUCH
(He OTHOCALIMXCS K JAaHHOMY
($hoHy, HEYUYTEHHBIX) Hara
B xone
(Bua paboThI)
0oOHapyX eHO
(B ponne, xpanunuie, paboyeM MOMEIIEHNN)
Ne | 3aronoBox Mudp Kpaiinne | KoanuectBo K xaxomy ¢onny | [Ipume-
m/m | efd. xp. (ecu JIaThI AUCTOB (00BEM, | OTHOCUTCS YaHUs
€CTb) M©6)
1 2 3 4 5 6 7
Htoro o6Hapyx’eHo JIOKYMEHTOB
(mrdpamMu ¥ IPOTHCHIO)
HaumeHnoBaHMe JOIKHOCTH pabOTHUK [Toxnuce Pacmm¢poBka noanucu

W3MeHenuss BHECEHBI B YUETHBIE JJOKYMEHTBHI.
HauMeHnoBaHue NOKHOCTH
paboTHUKaA apXuBa IToamuce PacimudpoBka noamnucu
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dopMma npeaocTaBIeHus pe3yabTaTa
OTtuéT 0 mposenaHHoOM padoTte

Kpurepun oueHku
- Onenka "oTIMYHO" BBICTABIISCTCS CTYACHTY, €CIIU OH INTyOOKO M MPOYHO YCBOWJI MPOTPaMMHBINA MaTe-
pHall, UCUEPIbIBAIOLIE, [TOCIEIOBATEIbHO, YETKO M JIOTHYECKH CTPOMHO €ro M3jaraeT, yMeeT TECHO YyBS-
3bIBaTh TEOPHIO C MPAKTUKOM, CBOOOIHO CIPABIIAETCS C 3a/ladaMi, BOIPOCAMHU M APYTUMH BUAAMU TPHU-
MEHEHUS 3HAHU, IpUYeM He 3aTPYyAHSETCS C OTBETOM IPHU BUIOM3MEHEHHH 3aJjaHUil, UCIIOJIb3YET B OT-
BETE MaTepHaj MOHOTPaPHUECKON TUTEPaATyphl, MPABUILHO 0OOCHOBBIBACT MPUHATOE PELICHNE, BIIaeeT
Pa3HOCTOPOHHUMU HABbIKAMU U MPUEMaMH BBIMOJIHEHUS MpaKTUYecKuX 3aaad. OdopmieHHbIE TOKyMEH-
Thl COOTBETCTBYIOT HOPMAaTUBHBIM JOKYMEHTAM, [IpaBHJIaM U CTaHapTaM.
- OueHka "Xopolio" BBICTaBIISIETCS CTYJACHTY, €CJIM OH TBEPJO0 3HAET MaTepuaj, FPaMOTHO U IO CYIIECTBY
U3JIaraeT e€ro, He JIOMyCKasl CyIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIIPOC, MPABUIBHO IPUMEHSET
TEOPETUYECKHUE TMOJIOKEHUSI TIPH PEIICHUU MPAKTUYECKUX BOMPOCOB U 3aJay, BJIAJEET HEOOXOAUMBIMU
HaBBIKAMHU U MPHEMaMH UX BbIoTHEeHUsA. O(opMIIEHHBIE JOKYMEHTHI COOTBETCTBYIOT HOPMAaTHBHBIM J10-
KyMEHTaM, MpaBuJIaM U CTaHAapTaM.
- Onenka "y0BIETBOPUTENHHO" BBICTABIISIETCS CTYACHTY, €CJIM OH UMEET 3HAHMS TOJIbKO OCHOBHOT'O Ma-
TepHala, HO He YCBOWJI €ro JIeTalei, JomycKaeT HEeTOYHOCTH, HEJJOCTaTOUYHO MpaBMWIbHbBIE (POPMYITHPOB-
KM, HapyIIEHUs JIOTUYECKOM MOCIIE0BATEIbHOCTH B U3JI0)KEHUU TPOIPaMMHOI0 MaTepHalla, UCIbIThIBAET
3aTpyJHEHUS MPU BHIMOJIHEHUH MTPAKTUUYECKUX PadoT.
- Onenka "HEyAOBIETBOPUTENBHO" BBICTABISAETCS CTYJACHTY, KOTOpPBI HE 3HAET 3HAUUTENbHOM YacTu
MIPOrpaMMHOTO MaTepuania, JOMYCKaeT CYIIECTBEHHBbIC OMIMOKH, HEYBEPEHHO, C OONBIINMHU 3aTpyAHe-
HUSIMH BBITIOJHSIET MpakTHdeckue paboTel. OhopMIIeHHBIE JOKYMEHTHI HE COOTBETCTBYIOT HOPMAaTHBHBIM
JOKYMEHTaM
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