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1. HEJIN U 3AJAYN OCBOEHUA JUCHUIIJINHBI

Lenu:

U3Y4YEHHE TEOPETUYECKUX MPOOIeM U MPUKIIAJHBIX aCTIEKTOB HAIIMOHAIBHON U MEXAYHApOIHON
crangaptuzauuu 10OV u apxuBHOro nena.
3aoauu:

- W3yYyeHWE OpraHu3aluM CcTaHaapTuzauuu B PO, kiaccupukanuu CTaHAAPTOB,
yupexJeHul, pazpadaThIBalOIIUX CTaHIAPThI, OCHOBHBIX MOHSATUH, UCIOJIB3YEMBIX MPHU
MPOBeJICHUH padoT no cTanaapTusanuu chepsl JJOY u apxuBHOTO Jena;

- u3ydeHue ucropuu crangaptusanuu {0V u apxusHoro nena B PO u 3a pydexom;

- U3y4YeHUE HOPMATUBHO-TIPABOBBIX OCHOB cTaniaptuzauuu OV u apxuBHOro nena;

- u3ydyeHue HH(POPMAIMOHHBIX CHCTEM M OCHOBHBIX HH(OPMALMOHHBIX PECYPCOB,
UCTIONIB3YEMBIX TPU OpPTaHU3AMHU U TPOBEACHUU PadoT mo cranmaprusainuu JOY u
apXHUBHOIO JIENA;

- U3Y4YEHHUE CHCTEMbl 1 OCHOBHBIX MOJIO)KEHUI HALMOHAIBHBIX U OTPACIEBBIX CTAHJAPTOB,
perynupyoomux cepy apxuHoro nena B PO;

- U3Yy4YCHHUE BIUSHUSA MEXKIYHAPOAHBIX CTAaHAAPTOB HA CTAaHAMPT3ALMIO apPXUBHOTO Jiejia B
PO;

- UW3Yy4YEHHUE B3aMMOCBSI3H CTAH/IAPTOB U HOPMATUBHBIX JOKYMEHTOB, POJIM CTAHJIAPTOB B

- HOpMatHuBO-MeToaudeckoi 6a3e JIOY u apxuBHoro nemna B PO.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO

Hucuunnmna «CtangapTusainus yIpaBlIeHUs: TOKYMEHTaMW» BXOJIUT B cocTaB bioka 1
«Jducturumabl  (MOIIyNN)» W OTHOCHUTCS, (opmupyemor y4acmHukamu oo6pazo8amenbHbiX
omunowtenurt  OIIOIl mno wnHampaBimenuto moaroroBku 46.03.02. JIokyMeHTOBEIECHHE U
apXUBOBEJICHNE, TPO(PUIH -DIEKTPOHHBINA apXHB.
Hucuunnmna «CtangapTusanus yrnpaBieHUus JOKyMEHTaMU» U3ydaercs B 4 ceMecTpe, Ha OUHOM
dopme oOydeHus. BxonHble 3HAHWS, YMEHHS U KOMIIETCHIIUU, HEOOXOIMMBIC I M3yUeHUs
JIAHHOTO Kypca, GOopMHUPYIOTCS B TPOIIECCE U3YUEHUS TAKUX TUCIUTIINH, Kak: OCHOBBI apXHUBHOTO
TepMI/IHOBGI[eHI/IH, HH(bOpMaHHOHHaH 3BpI/ICTI/IKa. B pesyanaTe OCBOCHUs JOUCIHHUIIJINHBI
bopMHUPYIOTCS 3HAHUS, YMEHHS ¥ HABBIKH, HEOOXOUMBIC JIJISI U3YYCHHS CIICTYIONTUX TUCIIUATIIINH
n HpOXO)KI[eHI/ISI HpaKTI/IKI KaI[pOBOG ,Z[@.HOHpOI/I?)BO,Z[CTBO n apXI/IBBI I[OKYMCHTOB 110 .HI/I‘-IHOMy
COCTaBYy, MPOUCXOXKICHHUS, AyINOBU3YyaIbHBIC apXUBbl, HaydHO-TEXHUYECKHE U SKOHOMUYECKUE
apxuBbl. B pe3ynprare MpoXOXKIEHHs TUCHUIUITMHBI (GOPMUPYIOTCS 3HAHUS, YMEHHs, HaBBIKH,
HEOOXOAUMBIE ISl IPOLIETYPhI MPOXO0XKAeHUS MpakTuK U [ NA.

3. KOMIIETEHIHUHU OBYYAIOILIEI'OCs, ®OPMUPYEMBIE B PE3VYJIbTATE
OCBOEHMUA JTUCHHUTIIJIMHBbI

[Ipouiecc ocBOEHMS AMCUMILIMHBI HampaBieH Ha (opMHpOBaHHE KOMIETEHIHH (271emenmos
cnedyrowux xkomnemenyuii...) B coorBerctBuu ¢ ®I'OC BO u OIIOII BO no panHomy
HarpaBJjeHUI0 MOATOTOBKM (crneruanbHocTH) 46.03.02. JIOKyMEHTOBEICHHE U apXHUBOBEJICHHE,
npoduns -Mcropudyeckoe apXuBOBeICHUE:

Ilepeuens naanupyemulx pe3yibmanmos 00yueHus no oucyuniune (Mooyi).
I[InanupyemMble pe3y/bTaThl
o0y4yeHUs] MO JAUCHUILIMHE,
NHaukaTopbl KOMIETEHUMA | XapaKTepu3ywIllue J3Talbl
(popmupoBanus
KOMIIeTeHIN i

®opmupyeMble
KOMIIETCHIUH




ITK-1 CriocoGHOCTH IPUMEHSTH
Hay4YHO-METOANYECKHUE OCHOBBI
JOKyMEHTOBEICHUS 1
ApXUBOBEICHUS B
npodeccroHabHOM chepe

IIK-1.1 3Haet npUHLHUIIEL U
Hay4JHbIC METOJIbI OPTaHN3AINN
XpaHEeHUs, KOMIUIEKTOBaHHS, ydeTa
1 UCTIOJIb30BaHUS apXUBHBIX
IOKYMEHTOB Ha Pa3TUIHBIX
HOCHUTEJISAX

3HaTh:

MIOJIOKECHHS MEKIYHAPOIHBIX,
CTaHJAPTOB, PETJIAMEHTHUPYIOIINX
XpaHECHNE APXHUBHBIX TOKYMEHTOB
Ha pa3IMIHBIX HOCHUTEISIX
nH(OPMAINH, OCHOBHBIE
HampaBJICHUs pabOTHI
apPXUBOB U apXUBHBIC TCXHOJIOTHU;
BIIMSIHAC OCHOBHBIX TCHICHIUI
Pa3BUTHSI APXUBHOTO JIeja Ha €ro
CTaHJAPTU3AIHIO;

HCTOPHIO U OMBIT CTAHAAPTU3ALUU
apXUBHOTO JieNa 3a pyOexkKoMm;
3aKOHOJATEIbHYIO 1 HOPMATHBHO-
METOIMYECKYIO 0a3y,
PpeTIaMEHTHPYIOUTYIO TPOIIece
cragpaptusanuu B JIOY u
ApXUBHOM JIee,

POIb MEXITyHApPOIHBIX,

HAIIMOHAJBHBIX U OTPACIECBBIX
CTaHJAPTOB B PETJIAMCHTAIUH
apPXUBHOTO JICNa;

MOJIOKCHHS HAIIMOHATBHBIX U
OTpaCIICBBIX CTAHIIAPTOB,
peTIAMEHTHPYIONTNX XpaHEHUE
apXUBHBIX JOKYMEHTOB Ha
Pa3IMIHBIX HOCUTEISIX
nH(OPMAINH, OCHOBHBIE
HaTpaBJIeHUs pabOTHI apXHUBOB H
apXUBHBIC TEXHOJIOTHH;

BIIMSIHAC OCHOBHBIX TCHICHIUI
Pa3BUTHSI ApXUBHOTO JIeja Ha €ro
CTaHJAPTU3AIHIO;

JIeHCTBYIOIINE MpaBHIa
OpraHU3alluK XPAHCHHUS,
KOMILICKTOBAHUS, YI€Ta U
HCTIOTB30BaHMUS APXUBHBIX
JTOKYMEHTOB H UX CBS3b CO
CTaHJapTaMH B 00IaCTH apXUBHOTO
nena.

Ymern:

HCIO0JIh30BaTh OCHOBBI MPABOBBIX
3HaHUII IPH aHATTU3e
MEXTyHAPOJHBIX CTAaHAAPTOB B
APXUBHOM JICJIC;

OpTraHU30BBIBATH PA0OTY CITYKOBI
JIOKYMEHTAIUOHHOT'O 00CCIICYCHUS
YIOpaBJICHUS M apXUBHOTO
XpaHECHHS JOKYMEHTOB Ha OCHOBE
MeXTyHApPOJHBIX, HAITMOHAIBHBIX U
OTpacieBBIX CTAaHIAPTOB B
ApPXUBHOM JIeJIE;

OCYIIECTBIIATH aHAJIHM3
CYIIECTBYIOIIUX CTAHIAPTOB MPH
pa3paboTKe JIOKATbHBIX
HOPMATHBHBIX aKTOB,
PErIaMEeHTHPYIONINX XPaHEHUE
aAPXUBHBIX JJOKYMCHTOB B
OpraHM3al[uK; BECTH HAyYHO-
METOJMYECKYIO PaboTy B
TOCyJapCTBCHHBIX,
MYHHITUIAIHHBIX apXUBAX H
apXuBax OpraHu3alui Ha OCHOBE




MEXTyHAPOIHBIX, HAIMOHAIBHBIX H
OTpacieBBIX CTAaHIAPTOB B
ApPXUBHOM JIeJIE;

Baaners:

HaBBIKAMH HCIIOJIE30BAHHS
KOMIBIOTEPHOH TEXHUKH U
WHPOPMAMOHHBIX TEXHOJIOTHH,
OCHOBHBIMH METOJIaMH, CIIoco0aMu
U CpEeICTBAMHU

MOJTyYCHHSI, XPAHCHUS,
nepepaboTKu HHPOPMALUN» IPU
MIOUCKE CTaHAAPTOB,
periaMeHTHPYIOIINX

XpaHEHNE apXHUBHBIX TOKYMEHTOB B
KOHKPETHOM OpTraHH3alluu,
HaBBIKAMH HCIIOJIE30BAHHS
MIPaBOBBIX 0a3 JaHHBIX C IEIBIO X
TTONCKa;

MIpaBUIIAMA OPTAHU3AINH BCEX
9TanoB paboThI C JOKyMEHTa MH C
LIEBIO UCTIOJIB30BAHMS
HOPMATHBHBIX MPOLECAYP IPH
BHEJIPEHHUH TIOJIOKEHUH
CTaHJIAPTOB B

paboTy apXHUBOB OpPTaHHU3AIINIA;
MIPUHITAIIAMA OPTaHU3AIHH
ApPXUBHBIX CIIY>KO M apXUBHOTO
XpaHEeHUS JOKYMEHTOB B
OpraHM3aIUAX Ha OCHOBE
MEXTyHAPOJHBIX, HAITMOHAIBHBIX U
OTpAaCJIEBBIX CTaH/IAPTOB B
apPXUBHOM

JIene.

4. CTPYKTYPA U COAEPKAHUE JUCIHUIIJIMHDBI (mooynsa)

4.1 Oovem oucyunaunst (Mooyns)

O0beM (oOImmIast TPyIOEeMKOCTh) MUCHUIUIMHBI «CTaHAapTU3alus YIpPaBICHUS JTOKYMEHTAMI
cocTaBiseT 3 3¢,

108 akan. yacoB, U3 HUX Ha OYHOU (opMe 0OyUeHUS:

KOHTaKTHBIX 44 akan.4., CPC 64 akan.4., GopMbI KOHTPOJISI 3a4€T ¢ OleHKOM

4.2. Cmpykmypa oucyuniunsl 0131 04HOU Popmbl 00yUeHUA.

Buner y4ueOHOUW paboThI, BKIIOYAs
CaMOCTOSTENIbHYIO paboTy CTYACHTOB
u  TpynoeMKocTh (B 4yacax)/ ¢
yKa3aHUEeM 3aHSTHI, IPOBOJUMBIX B
WHTEPaKTHBHBIX (hopmMax

@OpMBI TEKYIIEro KOHTPOJIS YCIEBAEMOCTU
(no nedensam cemecmpa)
dopMa MPOMEKYTOUHOH aTTeCTAllMH (1O

ceMecmpaM)

No  |Tema/Paznen
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1 Beeoenue 6 | 4 | 2 1 |8 Onpoc/ doxnad/ npezenmayus
OUCYUNIUHY
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cmanoapmus
ayus J[OY u
apxusHo2o
dena

Paszoen 2
Meoicoynapo
OHas
noiumuka 8
chepe
ynpasienus
O0OKyMeHma
MU

Peghepam

Paszoen 3
Opeanuszayu
5 cucmembl
cmanoapmus
ayuu 6 P®

Ilpakmuueckas paboma 1

Pazoen 4.
Opeanuszayu
s cucmembl
ynpasieHus
OOKyMeHmay
ueti 8
pazeumoix
3apyOedcHbl
X cmpauax u

¢ CHI”

Onpoc/ 0oxnad/ npezenmayus
Texywuti KOHmMpos

Pazoen 5.
Yuupurayu
5 u
cmanoapmus
ayus
O0OKYMEHMO8
Ha
MpaouyuonH
bIX
HOCUMEIISIX.

Onpoc/ 0oxnad/ npezenmayus

Pazoen 6.
Cmanoapmu
3ayust
Xpanenusi
ayouosusyai
bHBIX
OOKYMEHMO8

Onpoc/ ooxnao/ npeseHmayus
IIpakmuyeckasn paboma 2

Paszoen 7.
Cmandapmu
3ayust
Xpanenus
HayyHO-
mexHu4ecKu
X
OOKYMEHMO8

Onpoc/ ooxnao/ npezenmayusl
Ilpakmuuecxas paboma 3

Paszoen 8.
Cmandapmu
3ayust
Xpanenus
O0OKYMEHMO8
Ha
MAUWUHHBIX
HOCUMesix
(21eKMpoHH

Onpoc/ ooxnao/ npes3eHmayus
Ipaxmuueckas paboma 4




bIX
OOKYMEHMO8

).

Iipomeorcy
moyHas
ammecma
yus
(3auem
OYeHKOlL)

c

3auém c oyemnkoti

HUTOTO:

16 | 18 10 | 64

4.3. Cooeporcanue pas

0e108 oucyunaunvl (Mo0yns)

HanmenoBanue | Conep:xaHue
pasjiena
(mompasnena,
TeMbl)
AMCHMUILINHBI
[Ipeamer, copepkaHue W  3amadyd  y4eOHOM  JTUCIUTIIUHBI
«CrangapTu3anus ynpaBieHUsl JOKYMEHTaAMM.
3HaueHue JUCIUTIAHBI «CrannapTusanus yIIpaBICHUS
BBenenune B | IOKYMEHTaMH». MeCTO JUCHUIUIMHBI Cpeau APYTHMX HU3Yy4aeMbIX
JTUCIUILIUHY JTUCIUTUINH.
OcHOBHbIE TIOHATUS JUCHUIUIMHBL. OIlIEHKa U COIOCTaBIICHHE
TEPMHUHOB B OTEYECTBEHHOU M 3apyOeKHOM JTUTEpaType.
0O0630p UCTOYHHUKOB U JINTEPATYPHI 110 TEME.
Paznen 1. | Yaudukamus 10KyMEHTOB, XpaHCHHE U YHUUYTOXKCHHUE apXHUBHBIX JICT B
Hcropus XIX Beke-1910-e rr. Hayunsle nuckyccum 1920-x rr. o eamHbIX
CTaHJapTH3alUsl | MpaBWiIax paboThl apXUBOB. BegoMcTBeHHas yHU(DHUKAIUSA JTOKYMEHTOB
J0Y u | B 1920-x rr. BBeneHne equHbIX y4eTHBIX (hOpM, IepeyHei TOKYMEHTOB,

APXHUBHOTI'0 Jcj1a

yauukamuu onucanus B 1930-e rtomel. Pomp ['maBapxuBa w
MOCKOBCKOTO TOCYAapCTBEHHOTO HCTOPUKO-apXMBHOTO HWHCTUTYTA B
peuiennu naHHbIX BormpocoB. Cranmaptuzanus JJOY B 1960-80-¢ rr.
Crannaptel cuctembr YC/I. Ponrs BHUNJIA]L B pa3paborke ETCAOY u
JIpYyruxX HOPMaTUBHBIX A0KymMeHTOB mno JIOY. BnusHue BHenpeHus

Ennnoi rOCyJ1apCTBEHHOU CHUCTEMBI JEeJIONPOU3BOACTBA Hu
yHUGUIIMPOBAHHBIX cucTeM ngokyMeHtanmu. ['CIHOY wu apyrue
HOPMAaTUBHO-METOIUYECKHE JOKYMEHTBI cepsl JOVY.
Knaccudukaroper TOCU. Cranmaprmzamus JOY B 1990-¢ 1.
Cranpapruzanus JIOY Ha cOBpeMEHHOM JTane.
Paznen 2 [IpoGneMbl  ympaBieHUss MHUPOBBIMH  MH(POPMAIIMOHHBIMU
MexnyHapoaHas | pecypcamu U JokyMeHTamu. OO1ue TeHASHIIMA HOPMaTHBHO-TIPABOBOTO
MOJINTUKA B cepe | peryJupoBaHus JOKYMEHTAIlMOHHOTO OOECHeUeHHUs YIpaBiIeHHUs B
YIPaBJICHUS pa3BuThiX 3apyOexHbix cTpaHax u CHI. OcHOBHBIE MONOXEHUS
JOKYMEHTaMH MEXIYHAPOJAHBIX  HOPMAaTHBHO-IIPABOBBIX AaKTOB IO  BOIPOCaM

UHPOPMALIUU U JOKYMEHTAIUH.

Pons Opranumzanum oObeNUHEHHBIX HAMKA W €€ CTPYKTYp B
BBIpaOOTKE HMHTEPHALMOHATBHONM HHMOPMALMOHHONW TMOJUTHKH H
NOJUTUKA B  cdepe ympaBiaeHUs JoKyMeHTamu. OpraHuzanus
JesITeIbHOCTH U HopMaTuBHOE 3akperieHne paborsl KOHECKO.

MexyHapoHble OpraHU3alluy, 3aHUMAIOIIUEcs MpoliIeMaMu
yIpaBlIeHUS JTOKyMEHTaMH ¥  HMH(OPMAIIMOHHBIMH  pecypcamH.

MexnayHnapoanbiii coBeT apxuBoB (MCA). lestenpbHOCTh EBpazuiickoro




PErHOHAIBHOTO  OTAENEHHUs MEeXIyHapoIHOIO COBETa  apXHUBOB
(EBPA3UKA). KoMurer mo nenonpou3BOJCTBEHHBIM IOKYMEHTaM B
anektporHou cpeae npu MCA. IlpakTtrueckoe mocoOne KOMUTETa 10
YIPaBICHUIO, XPAHEHUIO M OOECIEUEHUIO0 JOCTyMa K 3IEKTPOHHBIM
JTOKyMeHTaM: «JIEeKTpOHHbIE JOKYMEHThI: Pabouast KHUTa apXHUBHUCTOBY
u «PyxoBoactBo MCA 10 ynpaBieHHIO 3E€KTPOHHBIMU JOKYMEHTaMU C
ApXHUBHOU TOYKHU 3PEHUSD.

HestenbHocTh  cTpykTyp CHIT 1o coBeplieHCTBOBAaHUIO
YOPaBJIECHUS JOKYMEHTAMM.

Pa3nen 3.
Opranuzanus
CHCTEMBI
CTaHJapTU3aLUU
B PO

[TonsTHS «CTaHAAPTH3AIUA» U KYHUDUKALIHS.

Hctopus cTaHOBJIEHUS M pa3BUTHUS CUCTEMBI CTaHIapTU3auu B PO.
XapakTepucTuka 3aKOHOAATENIbHBIX, HOPMAaTHUBHO-NPABOBBIX AaKTOB,
HOPMAaTHUBHO-METOINYECKHUX JOKYMEHTOB u CTaHIapTOB,
pPErNIAaMEHTUPYIOIUX — IMPOLECChl  CTaHaapThsauuu B Poccuiickoit
denepanuu.

Opranbl crangaptuzanun U ceptudukamun Poccuiickoit deneparyn:
PocrexperymupoBanue (Poccranmapt Poccuun), Cranmaptundopwm,
BHUUCranpapruzanuu, BUHUTU, BHUMMAIL u npyrue.
HopmatuBHBIE [OKYMEHTBI U  CTaHAApPThHI, PENIAMEHTHPYIOLINE
nporecchl pa3paboTKu W BHeApeHus craHjpaproB B P®. Opranel u
CTPYKTYPBI, Y4aCTBYIOIIUE B ITOM IPOLECCE.

Cranpapruzanus JIOY u apxuBHoro nena B PO Ha coBpeMeHHOM 3Tarie.
Cuctrema cranmaptoB mno uHpopmanuu, OUOTHOTEYHOMY U
nznarensckoMy neny (CUBU ).

Pa3nen 4.
Opranuzanus
CHCTEMBI
yIpaBIeHUS
JTIOKYMEHTaIUEH B
Pa3BHUTHIX
3apyOEKHBIX
ctpanax u B CHI'

dopmupoBanue, cnenupuKa U pa3BUTHE HAIIMOHAIBHBIX CHCTEM
yIpaBJIeHUS] JIOKyMEHTAIlMeld DPa3BUTHIX 3apyOEKHBIX CTpaH U CTpaH
CHI'. OOmue TEHACHIMH HOPMATHBHO-TIPABOBOTO PETYJIUPOBAHUS
JOKYMEHTAITMOHHOTO 00ECIIeUeHUs YIIPaBICHUS B 3apyOeKHBIX CTpaHaX.
Haubonee  BaxkHble  IpeaMeThl  MPABOBOTO  PEryIUpPOBaHUS
JOKYMEHTAIlMOHHOrOo  o0ecriedeHus  ympasieHus.  KommereHius
rOCyIapCTBEHHBIX ~ OpraHoB B  cdepe  HOPMaTUBHO-IPABOBOTO
pEeryIupoBaHMs IPOLECCOB JOKYMEHT OOpa30BaHUS M OpraHU3aluu
paboThI ¢ JOKYMEHTaMH.

Pernamenranus  mpoueccoB — ympaBi€HUS — JOKyMEHTaLuen
HanmonanbHbIM apXuBOM ABCTpajivuu. IJIEKTPOHHOE MPABUTEIbCTBO
ABcTpasinu. 3aKOHBI O JOKYMEHTAlMU ABCTpaJINU.

Pons m 3nauenune HammonampHOro apxmBa BenmukoOpuTaHuu.
[IpaBoBble akThl BenukoOpuTaHMM IO YNPABICHUIO JOKYMEHTAMHU H
MH(OPMALIMOHHBIMU ~ PECYypCaMHu. HaunonaneHbie CTaHJapThl
BenukoOpuranuu. CraHaapThl AEIONPOU3BOJCTBEHHBIX METaJaHHBIX
BenukoOputanuu, ABctpanuu, Kanassr.

IIpaBoBeie u HopmatuBHBIe akThl ctpan CHIT B cdepe
JOKYMEHTAIlMOHHOTO 00eCreveHus YNpaBieHus, OOIIMe TEHICHINH U
pa3IUYHbIE TOAXO/BI.

HopmatuBHas  pernaMmeHTtanus opraHuzanuu  paboThl  C
3JIEKTPOHHBIMHU JOKYMEHTAMH B 3aKOHOJIATENILCTBE 3apYOEKHBIX CTpaH.
OcoOeHHOCTH pean3aluu MPaBOBOTO PETyIWPOBAHUS HCIOJIb30BaHUS
JIEKTPOHHBIX JOKYMEHTOB B pa3IW4HbIX TrocyaapcrBax. OCHOBHbIE
HaIlpaBJIEHUsI METOJUYECKOTO PEryJIMpOBaHUS BOIPOCOB YIPABICHUS
AIIEKTPOHHBIMU JOKyMeHTamH. CTpaTteruu oOecredeHus: COXpaHHOCTH
3JIEKTPOHHBIX JOKYMEHTOB. OpraHuzanus XpaHEHHsI DIIEKTPOHHBIX
JIOKYMEHTOB.




Paznen 5.
Yaudukamuss u
CTaHIapTH3AIHS
JOKYMEHTOB  Ha
TPaIULIUOHHBIX
HOCHUTEIAX.

Cranpmaptuzanuss M yHU(QUKAUS CPOKOB XpaHEHHsS JOKYMEHTOB.
HcTopust cTaHOBJIEHUS! CUCTEMbI SKCIIEPTHBIX OPraHOB U HOPMATUB HO-
METOAMYECKOe O0ECIIeYeHHE €€ ICATEIIbHOCTH Ha COBPEMEHHOM 3Tarle.
Ilepeunn poxkymeHTOB: uctopus u Kinaccuukamus. Ilepeunn c
YKa3aHUEM CPOKOB XpPAHEHMS: TUIIOBBIE, BEAOMCTBEHHBIE, IPUMEPHBIE,
NEPEYHU JOKYMEHTOB, OJIEKALINX IIOCTOSTHHOMY (TOCYJapCTBEHHOMY)
XPaHEHUI0O U JOJTOBPEMEHHOMY XPAaHEHMIO, THUIIOBbIE W IMPUMEPHBIC
HOMEHKJIATyphl 1e1. [IpruMepHbIe M0I0KEeHUs 00 SKIEPTHBIX KOMHCCHUSIX.
Pernmaments nesrensHocTr L[DIIK. JletictByromue 'OCToI B obnacTu
o0ecreyeHns COXPaHHOCTH JOKYMEHTOB Ha TPaJAULIMOHHBIX HOCUTENSX.
TpebGoBanus K 31aHUSAM U TOMEHICHUSIM XPaHWIHILA, UX 000PYA0BaHHUIO.
TpeboBanusi K pexXUMaM XpaHEHUS JOKY MEHTOB: CaHHUTAapHO-
TUTHUEHUYECKOMY,  TEeMIIepaTypHO-BIa)KHOCTHOMY, CBETOBOMY U
oxpanHomy. I[IpaBunma mTPOTUBOMOXKAPHOW OE30MACHOCTH apPXHBOB.
TpeboBanust k Oymare, OOJIO)KKaM JeJl, YIAaKOBOYHOMY Marepuany.
TpebGoBanus K U3MEPHUTENBbHBIM ITpHOOpaM. TpeGoBaHUs K KOHCEPBALIUH
JOKYMEHTOB. TeXHOJOTrHYeCKHe PerjaMeHThl U TpeOOBaHUS K CO3/1aHUIO
ctpaxoBoro ¢Gouma u QoHma mnonb3oBaHusA. 12  CranmapTu3anus
OMMCAHUS ApXUBHBIX JOKYMEHTOB. [IoHSATHE O CpaBOYHO-MIOMCKOBBIX
cuctemMax B apxuBax. VX Buabl M Ha3HaueHue. YHuUKaIMS BUAOB
CIPAaBOYHUKOB. MIcTOpHS CO3/IaHMs €IMHBIX TIPABUII OIICAHUS ApXUBHBIX
JOKYMEHTOB B Poccum: OT OUCKYCCHMl O HAay4HBIX W HMHBEHTApHBIX
ONMMCSX [0 €IMHOM CHUCTEMBI HAy4YHO-CIIPAaBOYHOI'O  arapara.
JuddepeHnpoBaHHBIA MOAXOJ K OMUCAHUIO APXUBHBIX JOKYMEHTOB.
Knaccudukanus MH(POPMAIMOHHO-TIOMCKOBBIX S3BIKOB.
Knaccudukaropel noKkyMeHTHOH uWHpOpMaNMU, WX YHUPHUKAIHUSA |
penaktupoBanue. Cxema eIMHOW KJIACCU(PHUKAIMHM JTOKYMEHTHON
uHpOpMALIUK Ui CHCTEMAaTUYECKUX KAaTaJloroB TOCyJapCTBEHHBIX
apxuBoB. Exqunblii knaccudukarop nokymeHTHON nHpopmanuu (EKN).
Coznanus mexapxuHbix AUIIC B 1970-80-e roael. becrezaypycHsiit
nouck. Te3aypychl U UX peAakTHpoBaHue. BiausHue mnpopmaruzanuu
aApXMBHOTO JIeJla U CETEBBIX TEXHOJIOTUI Ha cO3JjaHie HMHPOPMAIIIOHHO-
MOMCKOBBIX CUCTEM B apXuBaxX. MexapXuBHBIN MOUCK U CTaHAAPTU3ALUS
npaBuil apxuBHOro onucanug. CraHmapTel U (opmaTbl apXMBHOTO
onucanud. Crapmaptuzanusi (GopMaToB OMNHCAHUA JOKYMEHTOB U
KaTeroprualbHOTO amnmnapara: BIIUSTHUE CTaHJapTU3ALUU
JIETTONPOU3BOICTBEHHBIX MeTamaHHbIX. @opmatel XML, EAD, DTD.
Cranmapt ISAD(G) (1994). IlpuHIMIT MHOTOYPOBHEBOTO OIMCAHUSA.
CoBpeMEHHbIE TMpaBWjia OMMCAHUS AaPXHUBHBIX JIOKYMEHTOB B PO.
Crangaptuzanys yyeTa apXUBHBIM JIOKYMEHTOB: UCTOPHS CTaHOBIICHUS
U COBpEMEHHasi HopMaTuBHas 6a3a. BiusHue nndopmaTuzanuu yuera Ha
yHu(ukanuioo  (HopMaToOB  yYETHBIX JaHHBIX apXWBOB. EnuHas
AaBTOMATU3MPOBAHHAS CUCTEMA LIEHTPAJIM30BAHHOIO y4yeTa JIOKYMEHTOB
ApxuBHoro ¢onma P®. ABTOMATH3MpPOBAHHBIA  IIEHTPAJIHHBINA
¢donnoBblii  Kkaramor. CTaHgapTU3alMsl HCHOJIB30BAHUSA apPXHMBHBIX
nokyMeHToB. [IpaBuna paboThl HMccienoBarenell B YMTANbHBIX 3ayax
apxuBoB.  CraHpmapTuzamusi  YOpaBICHUS  ApXUBHBIM  JICJIOM.




Pernamenrarnust paboThl apXWMBHBIX YUYPSKICHUN 1O OKA3aHHUIO YCIIYT
Hacesienuto. Cucrema miaHOBO-OTYETHOW JOKYMEHTAIIUH.

Pazgen 6.
CrangapTuzamus
XpaHeHust
ayJIMOBU3yaJIbHBI
X JOKYMEHTOB

OO6ume TpeOoBaHM K XPAaHEHUIO KMHOJIOKYMEHTOB, (DOTOZOKYMEHTOB,
JOKYMEHTOB Ha MHUKPOQHIIAX M XpAaHECHUS ayIUOBU3YaIbHBIX
JOKYMEHTOB. MUKPO(UIbMAaX: PEKUMBI XpaHEHUs,, 000pyI0BaHUE IS
XpaHeHusi, 00paboTka B mporecce XpaHeHus. [lopsamoxk XxpaHeHuUs
OPUTHHAIBHBIX JOKYMEHTOB M CTpPaxoBbIX Komuil. CTaHmapTH3aius
YCIOBHM W PEKUMOB XpAaHEHUS pPAa3IUYHBIX BHIOB HOCHTENIEH
(MIeHOYHBIE, MarHuTHBIE, METaJUINYECKUE rpaMOPHUTUHAIIBL,
BuneopoHorpammbl). TpebOoBaHus K yNAaKOBOYHBIM MaTepHaliaM
(KOpOOKHM M KOHTEHHEpHI JJIs1 KHHOIUIEHOK, (PUIBMOBBIX MaTepHajOB U
MarHUTHBIX JIeHT). TpeOoBaHuMs K MapkupoBke. CraHmapTu3anus
3BYKO3AIMCHIBAIOIINX M 3BYKOCHUMAIOIIUX yCTPpoicTB. CTaH apTH3AIMS

TEJICBEIIATEIILHOW ~ JESATETbHOCTH W [podjemMa  COXpaHEHHs
ayJMOBU3YAJIbHBIX JOKYMEHTOB. YCIOBHS XpaHEHHS (UIBMOBBIX
MarepuanoB. [lpaBmma  pa®oTel apxXWBOB C  KHHO-, (oTo-,

¢doHomokymMmeHTaMu u  BuaeopoHorpammamu. OTpakeHHe B HHUX
cenuuku  GOHIAUPOBAHUA, KIaCCH(PUKAIMKM, Yy4deTa W OIHCAHUS,
0COOEHHOCTH KPHUTEPUEB HKCHEPTU3bl ILIEHHOCTH M HCIIOJIb30BAHUS
ayJMOBU3YAITbHBIX TOKYMEHTOB.

Paznen 7. | Enunble CUCTEMBI Hay4YHO-TEXHUYECKON JOKYMEHTALUHN:
Crangaptuzanus | KOHCTPYKTOPCKOI, TEXHOJOTHYECKOH, MPOEKTHOM, Hay4YHO-
XpaHeHust UCCIICIOBATETILCKOM M WX BIUSHUE Ha CTAHJAPTU3AIMIO XPAHCHUS
Hay4YHO- apXUBHBIX JOKyMeHTOB. IlpaBuna paboThl C Hay4YHO-TEXHUYECKOU
TEXHUYECKUX TOKYMEHTAIMel B apXuBaxX OpPraHU3aIMid ¥ TOCYJapPCTBEHHBIX apXUBaX:
JIOKYMEHTOB oco0eHHOCTH (OHIAUPOBAHMS, KIaCCHU(BUKAIIUU, YKCIIEPTU3BI IIEHHOCTH,
ONHUCaHUsl U WHCIOJb30BAHMUS HAYYHO-TEXHUUYECKOW JIOKYMEHTALIUH.
Oynaknuu cayxk0e1 HT /] opranuzanuu. TpeboBanus k xpanenuto HT/]
Paznen 8. | CTtaHoBIEHUE apXUBOBEACHHUS MAIIMHOYUTAEMbBIX JTOKYMEHTOB B Hallei
Crangaptuzanusa | ctpane B 1980-e ronbl U €ro BIMSHHE Ha CTaHAAPTU3AIMIO apXHUBHOIO
XpaHEHUs nena. TepMUHBI «MAIIMHOYUTAEMBIM JOKYMEHT», <«IOKYMEHTHl Ha
JOKYMEHTOB  Ha | MAaIMHHBIX HOCUTENSAX» U <AJIEKTPOHHBIA JOKYMEHT», «3JIEKTPOHHBIH
MAaIIMHHBIX apXUBY», «apPXUB DJEKTPOHHBIX TOKYMEHTOBY», «apXUB OIU(POBAHHBIX
HOCHTEJISX TOKyMeHTOB». CTaHnapTH3als XpaHEeHUs! JOKYMEHTOB Ha MaIIMHHBIX
(3IEeKTPOHHBIX Hocutensix B 1980-e rompr B CCCP: 0coOeHHOCTH XpaHEHHUs, ydyeTa,
JIOKYMEHTOB). onucanus. PexxuMbl XxpaHeHust. YmakoBka, 000py10BaHUE I XPaHEHHUS.

[TouckoBble XapakTepUCTHKUA JOKyMeHTOB. IOpuauueckas cuia
nokymeHTa 14 Ha wMammHHOM HocuTtene. IlepedHn TOKYMEHTOB,
co3naBaeMbix ACY. MexayHapoIHbIe CTaHJAPThl K MOJICNIbHbBIC 3aKOHBI,
CBSA3aHHBIE C TMEpexoAoM K «DJIEKTPOHHOMY MpaBUTEIbCTBY» U
ANIEKTPOHHOU Topromie. CTaHAapTH3alMU METaJAaHHBIX U (QopmaToB
JJIEKTPOHHBIX JIOKYMEHTOB [UIsl MX JOJTOBPEMEHHOTO XpaHEHUS.
Cranpapt MCO 16175 «udopmanus u nokymeHtauus. [IpuHuuns: u
(GyHKIIMOHATBHBIE TPEOOBAaHMS K JOKYMEHTaM B JJICKTPOHHON O(HUCHON
cpene» W Jpyrue. XpaHEHUE SJIEKTPOHHBIX JOKYMEHTOB B paMKax
dbenepanbHBIX IENEeBBIX Tporpamm «nekTponHas Poccus 2002-2010%»,
«Uudopmanmonnoe o6mectBo (2011—2020 roxmpl)» W KOHIETIHUU
3JIEKTPOHHOrO TmipaBuTenbcTBa B P®. JKuznennwii uukn O/ B
crangaprax ['OCT P-52 224-2004, T'OCT P 15489- 1-2007.
OyHKIMOHANBHBIE U TEXHUYECKHEe TpeOoBaHMS K  CHCTEMaM
DJIGKTPOHHOTO  JOKYMEHTOO0OpOTa W WX pOIb B COXPAHCHUU




AJICKTPOHHBIX JOKYMEHTOB. YHHU(UKAIUA (HOPMATOB IIEKTPOHHBIX
JOKYMEHTOB MU HMX MeTagaHHblXx B P® Ha CcOBpeMEHHOM 3Tare.
Cranmaptuzanusi TpeOOBaHUN K XPaHEHUIO SJIEKTPOHHBIX JTOKYMEHTOB

npaBuiax — paboThI

apXHUBOB

Ha  pa3IMYHBIX  BHUJAX  HOCUTENEH, OTpakeHHEe  CHelH(pUKH
KJaccu(UKaluy, OSKCHEPTU3bl LEHHOCTH, Y4eTa, OIUCaHHU W
UCIIOJIb30BaHUS AJIEKTPOHHBIX apXHUBHBIX JNOKYMEHTOB B

MEXIYHApOAHBIX CTaHAApPTaX, UX POCCHUHCKHUX aHaJorax, OCHOBHBIX

U  MCTOAUYCCKUX PCKOMCHOAIUAX

BHUNIA. IlpobGnema periameHTalid TPOLETYPHl YIOCTOBEPEHUS

IOPUANYECKON  CHJIBI  DJIGKTPOHHOTO  JOKYMEHTa B  IpoIiecce
JNONTOBpEMEHHOro  XpaHeHus.  CraHpgapTu3auuss  MUTpalud |
KoHBepTauuu /1.
5. OBPA3OBATEJIBHBIE TEXHOJIOT'TA
Ne Buani y4eOHBIX
HaunmenoBanue pasaena N Oo0pa3zoBaTe/ibHBbIC TEXHOJTOTHH
n/n 3aHATHH
1 2 3 4
1. |Beedenue 6 oucyuniumny Jlexyus 1. Beoonas nexyus ¢ ucnonvzosaruem
sudeomamepuaios
Camocmosmenvrnas |Koncyrnemuposanue u  npoeepka
paboma 0OMAWHUX 3A0aHULL NOCPeOCmBOM
anekmporHou noumvt/IMOC
2 |Pazoen 1. Hemopus|Jlexyus 2. Jlexyust c UCNONIb308AHUEM
cmanoapmuzayusa JJOY u 8UOEOMAMEPUANO8
apxusHo2o oeid
Cemunap 1. Onpoc, paseeprymas beceda c
obcydcoeHuem
doknaoa/npezenmayuu.
CamocmosmenvHas
paboma Koncynemuposanue u  nposepka
0OMAWHUX 3A0aHULL NOCPeOCmBOM
anekmporHou noumvt/IMOC
3 |Pasoen 2 Medcoynapoonas|Jlexyus 3. Jlexyust c UCNONIb308AHUECM
nojiaumuka e cqbepe ynpaejieHus euaeojl/lamepuaﬂoe
OOKYMEHMAaMu
Koucynomuposanue u nposepxa
Camocmosmenvhas —|0OMAWHUX 3a0aHULL NOCPEOCmMBOM
paboma anekmporHot noumvl/IUOC
Pasoen 3 Jlexyus 4. Jlexyust c UCNOIb30BAHUEM
Opeanwaquﬂ cucmemal euanMamepuaﬂoe
cmanoapmuszayuu 6 P®O
Cemunap 2|Onpoc, passepnymas beceda ¢
Ipaxmuueckas obcyacoeHuem
paboma 1 0oKnada/npe3eHmayuu.
CpasnumenvHulii aHanus,
CamocmosmenvHas |3anonHenue maoaiuy
aboma




Koucynomuposanue u nposepxa
0OMAWHUx 3a0anuii Nocpeocmeom
anekmporHotl noumvl/IUOC

Pasoen 4. Opeanuzayus cucmemvt | Jlexyus 5. Jlexyus c UCNOIb308AHUEM
ynpasieHus OOKymenmayuell 6 udeoMamepuanos
DPA3BUMBIX 3aPYOENCHBIX CIMPAHAX
ue CHI’
Koncynemuposanue u  nposepka
Camocmosmenvhas |0OMAWHUX 3A0AHULL NOCPEOCMBOM
aboma anekmporHou noumvt/IMOC
Pasoen 5. Vuupuxayus  u|J/lexyus 6. Jlexyust c UCNONIb308AHUEM
cmanoapmuszayusi  OOKYMEHMO8 BUOCOMAMEPUATO8
Ha mpadut;uOHHblx Hocumersiix.
Cemunap 3. Onpoc, pazeeprymas beceda c
obcyscoeHuem
Jdoknaoa/npezenmayuu.
Camocmosmenvhas
paboma Koncynemuposanue u  nposepka
0OMAWHUX 3A0AHULL NOCPEeOCmBOM
anekmporHou noumvt/IMOC
Pasoen 6. Cmanoapmusayus|Jlexyus 7. Jlexyust c UCNONIb308AHUECM
XpaHenust ayouo8U3YaAIbHBIX UOCOMaAmepuanos
OOKYMEHMO8
Cemunap 4. Onpoc, pazeeprymas. beceda c
Ilpakmuuecxas obcyscoeHuem
paboma 2 Jdoknaoa/npezenmayuu.
CpasHumenvhbiu ananus,
3anoaHeHue maoaiuy
Camocmosmenvhas
paboma Koncynemuposanue u  nposepka
0OMAWHUX 3A0aHULL NOCPeOCmBOM
anekmporHou noumvt/IMOC
Pasoen 7. Cmanoapmusayus|Jlexyus 8. Jlexyust c UCNOIb308AHUECM
XPAHEeHUs HAYYHO-MEXHUYECKUX euaeoﬂ/lamepuaﬂoe
OOKYMEHMO8
Cemunap 5. Onpoc, pazeeprymas beceda c
Ilpakmuuecxas obcyscoeHuem
paboma 3 doknaoa/npezenmayuu.
CpasHumenvhbiu ananus,
3anoaHeHue maoaiuy
71
Camocmosmenvhas
paboma Koncynemuposanue u  nposepka
0OMAWHUX 3A0aHULL NOCPeOCmBOM
anekmporHou noumst/IMOC
Paszoen 8. Cmandapmusayus|/lexyus 9. Jlexyust c UCNONIL30BAHUEM
XPAHEeHUs aOKyMeHmOG Ha euanMamepuaﬂoe
MAUUHRHBIX Hocumeiiax
Onpoc, pazeeprymas beceda c
(31€KMPOHHBIX OOKYMEHMOB).
Cemunap 6. obcyscoeHuem
Ipaxmuueckas 0okaada/npezenmayuu.
paboma 4 CpasHumenvhbiu ananus,

3AanoJjiIHeHue ma@zuu




CamocmosmenvHas
paboma Koncynomupoeanue u  npoeepka
0OMAWHUX 3A0AHULL NOCPEeOCmBOM
anekmporHou noumvt/IMOC
Tpomedsicymounas ammecmayus | 3quém ¢ oyenkou Koumponvnas paboma,
mecmupoganue

OcnosHas yenb 00pazo8amenbHbiX MexXHONA02ULL - POPMUPOBAHUE KOMREMEHYUL 00Y4aAtouUXCsl ¢
NOMOWbIO MPAOUYUOHHBIX U UHHOBAYUOHHBIX NOOX0008 K npoyeccy oOyuenus (0enosvle uepbl,
Kpyaible CIoJibl, KOMAbIOMEPHOe MeCmupo8anie, KOMNbIOmMepHoe MOOeIUposanue u op.)

6. OHEHOYHBIE CPEJACTBA JJIs1 TEKYHIEI'O KOHTPOJIA YCIIEBAEMOCTMU,
MMPOMEKYTOYHOM ATTECTAIIAH IO U'TOI'AM OCBOEHMUS JJUCITUTIJIUHBI

Texkymas 1 TpOMEKyTOUHAs ATTECTALNS MO JUCHHUIIIIMHE OCYIIECTBISETCS B COOTBETCTBUU
CO CTPYKTYPHUPOBAaHHBIM TEMAaTHYECKUM IUTAHOM, a TaKXke (OHIOM OILEHOYHBIX CPE/ICTB
JTUCIUIIIMHBIL, SBISIOIIUMCS HEOTHEMIIEMOM YaCThI0 YUeOHO-METOJUUECKOT0 KOMILJIEKCa.

[Ipu nmpoBeneHMH aTTeCTalMi MO AMCUUIUIMHE NpPUMEHSETCS NATHOAUIbHAs cHucTeMa
OLICHKH 3HAaHUM CTYJIEHTOB IIPEAYCMaTPUBAET MTPOBEIACHUE:!

- TEKYILETO0 KOHTPOJIS yCIIEBAEMOCTH CTYJIEHTOB;

- IPOMEXYTOYHOM aTTeCTALIMHU YCIIEBAEMOCTH CTYAECHTOB.

Texymuii KOHTPOJIb — 3TO HEMPEPHIBHO OCYIIECTBISEMOE HAOIIOACHHUE 32 YpPOBHEM
YCBOCHHUS 3HAHUI U (POPMUPOBAHUS YMECHHI U HABBIKOB B TCUCHUE CEMECTpA.

[IpomesxyTouHast aTTecTanus — 3TO BUJ KOHTPOJIS, MPEAYCMOTPEHHBIN pabounuM yueOHbIM
IUTAHOM HampaBJieHUs MOATOTOBKH, OCYLIECTBIISIETCS B X0/I€ SK3aMEHa.

Onucanue nokasareneil ¥ KpUTEPUEB OLIEHMBAHUS KOMIIETEHIIMM Ha pasHBIX 3Tanax Mx
(dbopMUpOBaHUS, OTMIMCAHNE KA OTICHUBAHMSI PUBOAUTCS B DOH/IE OLIEHOYHBIX CPEJICTB.

6.1. Cucmema ouenusanus

dopma Komnerennus |Ounenka
KOHTPOJIst
Texymmit
KOHTPOJIb:
- onpoc T1IK-1.1 3aumeno/He 3aUmeHo
- yuacmue 86 3aumeHo/He 3a4meHo
ouckyccuu  Ha
cemunape
Ilpakxmuueckasn
paboma 1
- KOHMPObHAS OMAUYHO/XOPOULO/Y0081eMBOPUMENbHO/HEYO08IeMEopUme
paboma (pazoen JIbHO
1-3)
I1IK-1.1 OMAUYHO/XOPOULO/YO08NEMBOPUMENbHO/HEYO08IeMBOPUME
JILHO
[TpomexyTouna 3aumeHo (OMAUYHO, XOPOWIO, YOOBIEMEOPUMENbHO)/ He
ST aTTeCTalUs IIK-1.1 3aumeno
(Bauem c
OYeHKolL)




6.2. Kpumepuu oyeHku pe3yibmanos no OuCyuniuHe

Ouenka mo Kpurepun oneHkn pe3yibTaToB 00y4eHHUsI 110 AU CHUILIMHE
AUCHUILIHHE

«OTITUYHOY/ BrictaBnsiercs o0ydaromemMycsi, €ciii KOMIEeTeHIUsA(MH), 3aKperuIeHHast
«3a4TCHOY 3a JUCHUIUIMHOMW, chopMupoBaHa (MO WHAWUKATOpam/ pe3yibTaTam

oOydeHuss B ¢opMaTe 3HATHb-yMETb-BIAJI€Th) B TOJHOM O0bEeMe Ha
YPOBHE «BBICOKHII», U 00YyYaIONIMICS AEMOHCTPUPYET KaK pe3ysbTar
oOydeHHUs CIeQyIoIIUe 3HAHWSA, YMEHUS W HAaBBIKH: OOyJaroIIuucs
r1yOOKO ¥ IIPOYHO YCBOMJ TEOPETUUYECKUI U MPAaKTUYECKUN MaTepural,
MPOJIEMOHCTPUPOBAJI ATO HA 3aHATUAX U B XOJI€ MPOMEKYTOUHOM
aTTeCTalUN.

OOyJaromuiicss HMCUYEpPIBIBAIONIE M JIOTUYECKH CTPOMHO U3Jaraer
y4eOHBIH MaTepual, yMeeT CodYeTaTb TEOPUI0 C MPAKTHKOM,
CIPABIISIETCS C pelIeHUEM 3a/1a4 Po(hecCHOHATFHON HANIPAaBIEHHOCTH
BBICOKOT'O YPOBHSI CIIOKHOCTH, MPAaBUIBHO OOOCHOBBIBAET MPHUHSTHIC
peuieHusl.

CBoOOmHO OpHEHTHpYETCS B y4yeOHOM ©  TNpodeCcCHOHATBHON
JTuTEpaType.

OneHka MO IUCHMIUIMHE BBICTABISIOTCS OOydYaromemycs ¢ Y4EToM
pe3yJIbTATOB TEKYIIEH M MPOMEKYTOUYHON aTTECTAIlUH.

«XOpouIo /
«3a4TCHO»

BrictaBnsiercs o0ydaromemycsi, €Clid OH 3HaeT TEOPETUYECKHH WU
MPaKTUYECKUI MaTepuas, rpaMOTHO W, IO CYIIECTBY, M3Jaraer ero Ha
3aHATHSIX M B XOJ€ IPOMEKYTOUHOM arTecTaluu, He JOIycKas
CYILIECTBEHHBIX HETOYHOCTEH.

OOyuaromuuiics MpaBMIIbHO MPUMEHSIET TEOPETHUECKHUE TIOJI0KESHHUS TIPH
pElIeHUH MPaKTUYECKUX 3a/1ad MpodecCHOHAIbHONW HaIPaBICHHOCTH
pa3HOrO YPOBHS CJIOXHOCTH, BJIaZiceT HEOOXOAMMBIMHU JJISI 3TOTO
HaBBIKAMH U IPUEMaMHU.

JlocTaTouHO XOPOIIIO OPUEHTHPYETCS B yueOHOM 1 TPo(hecCHOHATBLHOM
auTeparype.

OneHka MO IUCHMIIMHE BBICTABISIOTCS OOydaromemycs ¢ y4EToM
pe3yJIbTaTOB TEKYILEH U MPOMEKYTOUHON aTTECTAIlUH.

Komnerenun, 3akpemii€éHHble 3a TUCHMILIMHON, COpPMHUpPOBAaHBI Ha
YPOBHE «XOPOIITUIY.

«YIAOBIIETBOPUTEID
HO» /
«3a4TEHO

BricTaBnsiercs oOydaromieMycsi, €Clii OH 3HaeT Ha 0a30BOM YpOBHE
TEOPETUYECKUN M NPAKTUYECKUN Marepuan, JOMYCKAaeT OTIENbHBIE
OIIMOKY TIPH €T0 U3JIOKCHUU Ha 3aHATUAX M B XOJE MPOMEKYTOYHON
aTTECTalUU.

OOyJaromuiicss  UCHBITBHIBACT  ONpEACNEHHBIC  3aTPYAHCHHS B
IIPUMEHEHNN TEOPETHUUECKUX MOJIOKEHUI ITPU PEIEHUN TPAKTUYECKHUX
3ama4 MpodecCHOHANTBHON HAMpPaBICHHOCTH CTaHJAPTHOTO YPOBHS
CJI0KHOCTH, BJIaZieeT HEOOXOIUMBIMU JJIsl 3TOr0 0a30BbIMH HaBbIKAMU
U IpUEMaMU.

JleMOHCTpHUpYET TOCTaTOYHBIA YPOBEHb 3HAHUS YUCOHOU JTUTEPATYPHI
10 AUCLUIUIMHE.

OneHka Mo IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToMm
pe3yJIbTaTOB TEKYILEH U TPOMEKYTOUHON aTTECTALlUH.

Komnerennuu, 3akperui€HHbIE 3a JUCHUILUIMHON, c(OPMUPOBAHBI Ha
YPOBHE «JI0CTAaTOYHBIN).




Ouenka no Kpurepun oueHku pe3yjJbTaToB 00y4eHHs 10 TUCHUIJINHE
AMCUMILINHE

«HeyzaoBieTBopuTe | BricTaBnsercs oOydaromemMycs, eciii OH He 3HaeT Ha 0a30BOM ypOBHE

JTBHOY / TEOPETUYECKH W TPAKTUUYECKUH Marepuan, JONyCKaeT TrpyoOble

« HE 3aYTCHO» OLIMOKY MPH €ro U3JIOKEHUU Ha 3aHATUAX M B XOJE MPOMEXKYTOUHON
aTTECTALIUU.

OOyuaromuiics UCHBITHIBAET CEPbE3HBIC 3aTPYJHEHUS B PUMEHEHUU
TEOPETUYECKUX TMOJOXKEHUM NpH pEeHIeHUH NPAaKTHUYECKUX 3a]ad
npoeCCHOHATBHOM ~ HANpPaBIEHHOCTH  CTAHAAPTHOTO  YPOBHS
CIIO)KHOCTH, HE BIIaZiceT HEOOXOAMMBIMU JUI STOTO HAaBbIKAMH H
NpUEMAMU.

JlemoHCTpHpyeT (parMeHTapHble 3HaHMS y4eOHOW JUTEpaTyphl IO
JUCLIUILINHE.

OneHka MO TUCHMIUIMHE BBICTABISIOTCS OOydYaromeMmycs ¢ y4€ToM
pe3yJIbTAaTOB TEKYILIEH U MPOMEKYTOUHON aTTECTAIlUH.

KoMmnerennum Ha ypOBHE «JIOCTaTOYHBIN», 3aKpeIUIEHHBIE 3a
JUCLUIUIMHOM, HE ¢(hOPMUPOBAHBI.

6.3. QOuenounvie cpeocmea (mamepuaivl) 01 MmMeEKYULe20 KOHMPOIA YCHEBAEMOCHIU,
npoOMeNHCYMOUHOU ammecmayuu 00y4arowuxca no OUCYUnIuHe

IIpugoosamcs npumepsl OUEHOUHBIX CPEOCHE 8 COOMBEMCMBUY CO CIMPYKMYPOU OUCYUNTUHBL U
cucmemoll KOHMPOAA. 6APUAHMbL TMeCmos8 (0emosepculs), 8apuanm KOHMPOIbHOU pabombl
(Oemosepcus), memamuxa HNUCOMEHHLIX pabom, NpUMepHble IK3AMEHAYUOHHbIE BONPOCHI,
munosvie 3a0ayu, Keucvl u m.n. OYyeHoOUHbIMU CPeOCmBa OOIHCHbL Oblmb 0DecneueHbvl ece (opmul
meKyuiezo KOHmpoua u npomexcymounoi ammecmayuu. OHu 00NHCHbL ObIMb OPUESHMUPOBAHbL
Ha NpPoGepKy cQOpMUPOBAHHOCMU KOHKPEMHLIX KOMNemeHyul, a Maxdce 3HaAHUU, YMeHUul u
enaoenuil. Oyenounvle cpedcmea (Ux paszoenvl, KOHKpemHvle 3a0aHUsl U BONPOCHL) O00JIHCHbBL
cooepiicamp yKa3aHusa HA me KOMnemeHyuu (ux uacmu), chopmupo8anHocms KOmopvlx smu
cpeocmea npoeepsiom.

Texywuit KoHmpono
Tembl 01 UMO2080U KOHMPONLHOU PAbOmbL

1. YHudukanusa u cranaapTu3anys TepMUHOIOTUN apXUBHOTO Jiea (HOPMaTUBHBIC TOKYMEHTHI,
CTaHJApThl, METOINYECKHE Pa3paOOTKH, OCHOBHBIC TEPMHUHBI U U3MEHEHUE UX AeHUHULIHIA).

2. Cranpaptuzanus 00ecriedeHus: COXPaHHOCTH apXUBHBIX JOKYMEHTOB Ha TPAIUIIMOHHBIX
HOCHUTENIAX (HOPMAaTHBHBIC IOKYMEHTBI, CTAaHIapThl, METOANYECKUE Pa3pabOTKH, OOBEKTHI
CTaHAapTU3aIMH, TPEOOBAHHS K OPTaHU3ALNH XPAaHEHHS, PeXKUMBI XPAaHEHHS, MEPOTIPHUSTHUS T10
00€CTIeUeHUI0 COXPAaHHOCTH).

3. CranmapTsl, peryaupyonre XpaHeHHe 3JIEKTPOHHBIX T0KyMeHTOB. (VcTopus, HOpMaTHBHbIE
JOKYMEHTBI, CTaHAAPThI, METOJMUECKHE Pa3pabOTKH, 00BEKTHI CTaHAAPTU3ANH, OCOOEHHOCTH
KJIacCH(UKAINH, SKCIIEPTH3BI IIEHHOCTH, OIMCAHMA U y4eTa, crienuduieckue TpeOOBaHus K
XPpaHEHUIO 110 CPAaBHEHHUIO C JOKYMEHTaMH Ha TPAIUIMOHHBIX HOCUTEIISIX ).

4. CrangapTH3aus XpaHeHUs] HAYYHO-TEXHHYECKOI TOKYMEHTAuH (MCTOPHS, HOPMaTHBHBIC
JOKYMEHTBI, CTaHAAPThI, METOJMUECKHE Pa3pabOTKH, 00BEKTHI CTaHAAPTU3ANH, OCOOEHHOCTH
KJIacCH(UKAINH, SKCIIEPTH3BI IIEHHOCTH, OIMCAHMA U y4eTa, crienudruieckue TpeOOBaHUs K
XPpaHEHUIO 110 CPAaBHEHHUIO C JOKYMEHTaMH Ha TPAIUIMOHHBIX HOCUTEIISIX ).

5. CrannapTu3zanus XpaHeHHs ayIMOBU3yalbHbIX JOKYMEHTOB (MCTOpHUS, HOPMAaTHUBHBIC
JIOKYMEHTBI, CTaHapThl, METOANYECKHE Pa3pabOTKH, 0OBEKThI CTaHJAPTU3AIMH, 0COOCHHOCTH



KJIacCU(pUKALIUHU, SKCIIEPTU3bI IIEHHOCTH, OMKUCAHUS U YUeTa, crienuduueckue TpeOoBaHUS K
XPAaHEHUIO 110 CPABHEHUIO C IOKYMEHTAMH Ha TPAJULMOHHBIX HOCUTEIAX ).
6. CrangapTuzanys KOHCEPBALMU U PECTaBpallMM JOKYMEHTOB (MCTOPHUsl, HOPMAaTUBHBIE
JIOKYMEHTBI, CTaHapThl, METOAUYECKHE Pa3pabOTKH, 0OBEKThI CTAaHJAPTU3AIH, OCHOBHBIE
METO/Ibl U UX IBOJIFOLMS).
7. Crangaptuzanus KiacCupUKauu JOKYMEHTHOU nHpopManuu. Y HUPUIIMPOBAHHBIE TIPaBUIIa
U TIPUHIIMIIBI OTIMCAHUS APXUBHBIX IOKYMEHTOB B HAIlICH CTpaHe U 32 PyOEKOM.
Ilpomesicymounas ammecmayusn
Bonpocut k 3auémy ¢ oyenkoti
1. 3HavyeHue 1 posib CTAaHAAPTU3ALMH B PA3BUTUU apXUBHOTO jeina B PO.
2. OCHOBHBIE ATalbl Pa3BUTHUS CTaHIAPTU3ALIUH.
3. HopmaTtuBHO-ipaBOBOE 0OO€cTieUeHHE cTaHapTu3anuu B PO.
4. O0miast CTpyKTypa U HaIpaBJIEHUs AESITEIbHOCTH OCHOBHBIX OPTaHOB IO CTaHIapTU3allUU B
PO®.
5. O06m1as XxapakTepUCTHKA CTaHAAPTOB.
6. [ToHsATHS «apXUBHBIA JOKYMEHT», «aPXUBY, «APXUBHBIN (HOHIY, «TOKYMEHTAbHBIN (HOHI» B
tepmuHosiornyeckux 'OCTax 1980-90-x rr.
7. O0611as XxapaKTepUCTUKa U KJIacCU(UKAIUS CTAaHAAPTOB B 00JIACTH apXUBHOTO Jela.
8. CtanmapTu3aius OCHOBHBIX apXUBOBEIUYECKUX TEPMUHOB.
9. CranpapTu3anusi TEpPMUHOJIOTHN TEXHOTPOHHBIX aPXHUBOB U JIOKYMEHTOB.
10.TpeGoBanusI K peKMMaM roCyIapCTBEHHOTO XPaHEHUS JOKYMEHTOB Ha OyMaKHBIX
HOCUTEJISIX.
11.TpeGoBaHus K XpaHEHUIO JOKYMEHTOB Ha TJICHOYHBIX HOCUTEIISX.
12.TpeGoBaHusl K XpaHEHUIO OPUTUHAJIOB M CTPAXOBBIX KOMUH (POTOJOKYMEHTOB.
13. PernmamenTanusi XpaHeHUs TOKYMEHTOB Ha MAITUHHBIX HOCUTESX.
14 YOpuanueckas cuiia JOKYMEHTOB Ha MAallIMHHBIX HOCUTEIISAX.
15.TpeGoBanus Kk 00I0KKaM JIeJT ATUTEIbHBIX CPOKOB XPAHEHHS.
16.TpeGoBaHusl K XpaHEHUIO OPUTUHAIIOB U CTPAXOBBIX KOMUH KUHOJZOKYMEHTOB.
17. O6mue TpeboBaHUs K MOKAPHOM O€30MIaCHOCTH apXUBOB.
18. TpeboBaHus K MICHOYHBIM U MATHUTHBIM HOCHTEISIM U MX yrakoBke. [IpaBuia ydera u
xpaHeHus gokymentos ECKJI.
19. IlpaBuna y4yera u XpaHEeHUS IPOEKTHOW JOKYMEHTALMH.
20. TpeOoBaHMsI K XpaHEHHUIO HAyYHO-MCCIICIOBATEIBCKUX TOKYMEHTOB.
21. CtanmapTu3anus CpOKOB XpaHEHHUs TOKyMEHTOB. CTaHIapTHU3alus y4eTa apXuBHBIX
JIOKYMEHTOB.
22. CtaHmapTu3alus yrnpaBieHUs ApXUBHBIM JEJIOM.
23. CranaapTu3zalnus ONMCaHusl apXUBHBIX JOKYMEHTOB

7. VUEBHO-METOJIMYECKOE W WH®OPMAIIMOHHOE OBECIEYEHUE
TV CHATIIAHBI

7.1. Cnucox numepamypuvt u uCmMmoOYHUKOB

OcHognasa:

Bapnamona JI. H. CtannapTuzanus yrnpaBieHus: JOKyMEHTaMH [ DIEKTPOHHBIN pecypc|: y4eOHUK
/- M.: OO0 «Tepmuka.P¥Y», 2018. - 506 ¢

Marunos B.M. KunogokymMeHTbl B KOHTEKCTE ucropuieckoro 3nanus. M.: PITY, 2005.
CnoBapp BHJOB M DPA3HOBUAHOCTEM COBPEMEHHOH YNpPaBIE€HYECKOW JOKyMeHTauuu. M.:
Pocapxus, BHUNJAL, 2014. (daiin B dopmare pdf — 433,9 k6). — TekcT: 3IEKTPOHHBIN
//OEJEPAJIbBHOE APXMBHOE ATEHTCTBO (archives.gov.ru) (nara oopamenus: 18.04.2021).




CypoBueBa H.I'. VYHudumupoBaHHble CHUCTEMBl JOKYMEHTAllMHM: B3JeT W THaaeHue //
JlokyMeHTallbHOE HacleAue W HUCTOpHYECKas Hayka. Marepuaibl YpalbCKOro HCTOPHUKO-
apXuUBHOTO (opyma, TMOCBAMICHHOTO S50-JI€TUI0 HMCTOPUKO-apXWUBHOM CIEUATBLHOCTH B
Vpansckom yHuBepcurere. ExarepunOypr, 11-12 centsaops 2020 r. — ExarepunOypr: U3a-Bo
VYpan. yu-ta, 2020. — 784 c.YnpaBieHue HOKyMEHTaMH B IU(PPOBON SKOHOMHKE: MaTepualbl
HAYYHO-TIPAKTHY.

KoH(}. MockBa, 5 nekabpsa 2018 r. / [lox obm. pen. M.B. Jlapuna. M.: PITY, 2018. 161 c.//
Co6opnuk_1006D.rtf (rsuh.ru)

/Jlonoanumensnasn:

Atpomenko, FO.K. Merposorusi, cranaapruzanus U cepTuukanus. COOpHUK J1a00paTOpHBIX U
MpakTUYECKuX paboT.: YueOHoe mocodue s mpukiaaHoro 6akamaBpuara / FO.K. Atpoienko,
E.B. KpaBuenko. - JIro6episi: FOpaiit, 2016. - 176 c.

bepnosckuii, FO.H. Crannaptuzanus: Yuebnoe nmocooue / FO.H. beprosckuii. - M.: ®opym, 2017.
-252c.

Bapnamosa JI.LH. YMK muctumnmaer «Cranmaptuzamus JJOY B P®» // COopHuk yueOHO-
METOAMYECKONH JTOKyMEHTalUuu Kadenpbl ABTOMAaTH3MPOBAHHBIX CHCTEM JIOKYMEHTAIHOHHOTO
obecrieuenuss ynpasieauss WMAW PITY mno HampaBieHHWI0 TMOATOTOBKH —OakallaBpOB
«JlokymeHToBeieHue u apxuBoBereHuey». basosas yactes / Coct.: M.B. Jlapus, JI.H. Bapnamosa
— M.: U3pareasctBo « TEPMUKAY, 2014 1. ¢. 5 —25.

OcennukoBa E.B. Crangaptuzauus ynpaBieHMs JoKyMeHTamu B Poccuu: coBpemMeHHOE
COCTOSIHME M TOJXO/IbI K M3y4deHuto // Jlenonpousoactso. — 2017. - Ne2

VYnpasieHrue 10KyMEHTaMH B TU(PPOBOI SKOHOMHKE: OpraHU3alys, perijaMeHTallHsl, peaTn3aius
= Records management in the digital economy: organization, regulation, implementation /
Poccuiickuii rocynapcTBeHHbIH TymMaHuTapHblii yHuBepcuteT; [ABT. M. B. Jlapun, H. T.
Cyposuena, E. B. TepentrseBa, B. @. fAnkosas; nox pea. M. B. Jlapuna]. - Mocksa: PITY, 2019.
- 273 c. - ISBN 978-5-7281-2557-0.

Sunkopas B.®. Hoseiit 'OCT P 7.0.97-2016 // Cexpetapb-pedepent. — 2017. - Ne3.
1.Ucmounuxu

1.1. Ocnosnbvie

1.1.1 Hopmamuenwie akmot

®enepanbhblii 3akoH oT 27 nexadps 2002 roga Ne 184-D3 «O TeXHUYECKOM pEryIupoOBaHUI //
Cobpanue 3akoHonatenbeTBa Poccuiickoit @epeparuu. 2002. Ne 52. Y. 1 (30 gexabps).
®enepanbHblil 3ak0H OT 22 oKT. 2004 1. Ne 125-03 «O6 apxuBHOM nene B Poccuiickoit
®eneparun» // Poc. raz. — 2004. — 24 okr.

[lepeueHp THUMOBBIX YIPABIEHYECKUX ApPXHUBHBIX JOKYMEHTOB, 00pa3yloUIMXcs B Ipoliecce
JeSITeIbHOCTH TOCYIapCTBEHHBIX OPTaHOB, OPIaHOB MECTHOTO CaMOYIPABJICHUS U OpraHU3aluH,
¢ ykazanueM cpokoB ux xpanenus 2019 URL: https://archives.gov.ru/documents/2019-perechen-
typdocs-organization.shtml (nata obpamenus: 18.04.2021).

[IpaBuia opranu3anuu XpaHeHHs] KOMIIEKTOBAHUS, y4€Ta U HCIIOIh30BaHUS TOKYMEHTOB AD
P® u npyrux apXuBHBIX JOKYMEHTOB B TOCYJAaPCTBEHHBIX U MYHUIIUIIATHHBIX apXUBaX, My3esX,
6ubnuotekax, oprannzauusix PAH. M., 2007. 100 c.

[TpaBuia opranu3anuu XpaHeHHsI, KOMIICKTOBAHHUS, y4eTa U UCIIOJIb30BAHUS JOKYMEHTOB
apxuBHoro ¢onaa Poccuiickoit @enepannu u Jpyrux apxXUBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BJIACTH, OPraHaX MECTHOTO CaMOYIPABJICHUS U OPraHU3alMiX: YTB. IPUKA30M
Munuctepcersa KynbTypbl Poccuiickoit @enepanuu ot 31.03.2015 Ne 526. M., 2015. 97 c.
[TpaBuiia opranu3aiiy XpaHeH!sl, KOMIUIEKTOBAHHUS, y4eTa U UCIIOJIb30BAHUS JOKYMEHTOB
ApxusHoro ¢honaa Poccuiickoit Deaepanun u Ipyrux apXuBHBIX TOKYMEHTOB B
rOCy/IapCTBEHHBIX U MYHUIIUTIIAIbHBIX apXUBaX, My3esiX 1 OMOInOTeKaxX, HaydYHbIX
opraHu3anusaxX: yTB. mpuka3zom Pocapxusa ot 02.03.2020 N 24. //
https://archives.gov.ru/documents/rules/pravila-2020.shtml (nara obpamenus: 18.04.2021).



1.1.2. Cmanoapmot mexcoynapoonsvie u MexiczocyoapcneeHtbole.

I'OCT 7.65-92 MexrocynapcTBeHHbII cTranaapT. Cucrtema CTaHAapTOB 10 UH(OpMAIIHH,
6ubmoreynomy u u3parenbekomy aeny (CUBU/L). KunogokymeHThI, OTOTOKYMEHTHI U
JOKYMEHTBI Ha MUKpodopmax. O6mmue TpeboBaHMs K apXUBHOMY XpaHeHHI0. [Tpunsr
MesxrocynapctBeHHbBIM COBETOM MO CTaHAApTH3ALUU, METPOJIOTUH U CepTU(PUKALUU (TIPOTOKOI
Ne 2 ot 5 mapta 2002 r., mo niepenucke). Beeaen B aeiicteue -01.01.2003. M.:2002.

OO0mwmit MeXTyHAPOIHBIN CTAaHAAPT OMTMCAHUS APXUBHBIX JOKYMEHTOB. Y TBEPXKICH
ClieliMaIbHOM KoMHUCcHel o cranaaptam onucanus. Ctokronem, [IBenus, 21-23 suBaps 1993
r./ MexnayH. coBerapxuBoB. OttaBa, 1994, International Standard Archival Description, ISAD
(G).

['OCT 7.68-95. MexrocynapctBennbiii ctangapt. CUBU /. ®oHo- u BuaeomokymeHThl. OO01ue
TEXHUYECKHE TpeOOBaHUsI K apXUBHOMY XpaHeHH10. [IpuHsaT MexrocynapcTBeHHbIM

CoBeToM 10 CTaHAapTHU3AIUN METPOJIOTUN U cepTU(UKAINK, TPOTOKOJI Ne7-95, BBeieH B
neiicteue C 01.07.96. M, 1996.

I'OCT 7.50-2002 MexrocynapcrBennbiii cranaapt. CUBW/I. KoncepBanusi JOKyMEHTOB.
O6ume TpeboBanus. [IpuasT MexrocynapcTBeHHbIM COBETOM IO CTaHIapTH3AIMH,
MeTposiorun u cepruduxarnmu (mpotokoi Ne 2 ot 5 mapra 2002 r.) BBenen B nelictBue
01.01.2003.M.: Crarnaptunadopm, 2003.

NCO 11799:2003 Mexaynapoausiit cranaapT. Mapopmanus u nrokymeHtanus. TpeGoBaHus K
XPaHEHUIO apXUBHBIX U OMOIHOTEeYHBIX MaTepuanoB. / Komnanus «TexHopMaTuBy, mepeBoj Ha
pycckuit s3b1k, 2005; Tlepoe uza. 15.09. 2003. M., 2005.

I'OCT 3.1001-2011. MexrocynapcTBeHHbII cTanaapT. EqnHas cucrema TEXHOJIOTHYECKOU
nokymeHTtaruu. O6mue nonoxxeHus. [Ipunsat MexrocynapcTBeHHBIM COBETOM IO
CTaHJApTU3AIMH, METPOJIOTHH U cepTudukanuu (mpotokoin ot 12 mast 2011 r. N 39) Breznen B
neiictue 01.01.2012.M.: Crangapturdopm, 2011.

I'OCT 2.501-2013 ECK/I. MexrocynapTBensiii ctangapt. [IpaBuia yuéra u xpaHeHus.
YTBepxkaeH MeXrocy1apcTBEHHBIM COBETOM IO CTaHAAPTU3ALNN, METPOJIOTUN U
ceprudukanuu (mpotokos Ne 58-IT ot 28 aBrycra 2013 r.) Beenen B aeiicteue 01.06.2014.
M.:Cranmgaptundopm, 2014.

1.1. 3. Cmanoapmul nayuonaivHvle

I'OCT P 51141-98. [lenonpou3BOJCTBO U apXMUBHOE J1€J10. TepMUHBI U OnpeaeeHus. Y TB.
noctaHoByieHreM ['occtangapra PD ot 27 despans 1998 r. N 28 ¢ 1 suBaps 1999 r. Otmenen
npuka3zoMm Poccranmapra ot 17 oktsi6ps 2013 r. N 1185-ct. M.: T'occranaapt Poccun, 1998. 7
c.

I'OCT 7.55—99. Cucrema ctanaapToB 1o nHGOpMaIi, OUOINOTEUHOMY U U3AATEIILCKOMY
neny (CUBU ). OcHoBHBIC TpeboBanus/ Y TBepkaAeH nmpukazoM ['occtangapra Poccun ot
16.02.2000, BBeaen Baetictue ¢ 01.01.2001. M., 2001.

I'OCT P 1.12-2004. T'ocynapcTBeHHas cucrema cranaaptuszaunu Pocecniickoit @enepanui.
CranmapTu3anus 1 CMEXHbIE BUJIBI ICATEIILHOCTU. TE€PMUHBI U ONIpeeNieHus. Y TBEpKICH
npuka3oM Pocccrangapra ot 30 nexabpst 2004 r. N 159-ct. Benen B neiictue ¢ 01.07.2005.
M.: T'occrangaprt, 2005. 33 c.

I'OCT P 1.5-2004 Crannaprusanus Poccuiickoit @enepanuu. CTaHaapThl HAlMOHAJIbHBIE.
[IpaBuna nmoctpoeHus, N3M0XKeHUs, opopMiIeHUs U 0003HAUECHUS. Y TBEPXK/ICH MPUKA30M
®denepanbHOTO areHTCTBA 110 TEXHUYECKOMY PEryJIUpOBaHHIO U MeTpoJioruu oT 30 gekadps
2004 r. Ne 155-ct. M.: UIIK U3a-Bo crannaptos, 2005. 24 c.

I'OCT P UCO 15489-1-2007 CUBM /1. Ynpasnenue nokymenTamu. Oo1ie TpeOGoBaHus».
Nnentnuen mexaynapoauomy cranaapty MCO 15489-1:2001 "Undopmanust 1 TOKyMEHTaIIHS.
VYnpasnenue 3anucsamu. O6mue nmonoxenus" (ISO 15489-1:2001 "Information and



documentation - Records management - General"). YTBepknen u BBezicH B aeiicTBue [Ipukazom
®enepallbHOTO areHTCTBA M0 TEXHUYECKOMY PETYJINPOBAHUIO U MeTposioruu oT 12 mapra 2007
r. N 28-ct M.: Crangaptundopm, 2007. 32 c.

I'OCT P 52294—2004. YnpasneHue opranu3anieil. DIeKTPOHHBIN peraaMeHT
aJIMUHUCTPATUBHOM U CITy>kKeOHOH nesTenbHOCTH. OCHOBHBIE TOJI0XKEHUs/ Y TBEP)KICH U BBEACH
B neiictBue [locranoBnenuem I'occranmapra Poccun ot 29 nexabpst 2004 r. Ne 138-ct. M.: UTIK
WzparenbctBoO crannaptos, 2005.

I'OCT P 13.1.107-2005. Penporpadus. Mukporpadus. MukpopopMbl apXUBHBIX TOKYMEHTOB.
OO6ume Texundyeckue ycinoBus. YTBepxaeH [Ipukazom denepanbHOro areHTCTBA M0
TEXHUUECKOMY PETyJINPOBaHUIO U MeTposoruu otT 7 utois 2005 r. Ne 185-ct. Beenen B
neiicteue 12.01.2005.M.: Crangaptundopm, 2006.

I'OCT P 7.0.2-2006 Cuctema cTranmapToB 1o HHGOpMaIuK, OMOIMOTEYHOMY U U3/1aTeITLCKOMY
neny. KoncepBanusi TOKyMEHTOB Ha KOMITaKT-AucKax. O0mue TpeboBanus. Y TBEpKIACH
[Tpukazom denepaibHOTO areHTCTBA MO TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOTUU OT 7
ampesst 2006 r. Beenen B aeiictue 01.01.2007.M.: Crannaptuadopm, 2007.

I'OCT P UCO 23081-1-2008 CUBU/I. [Tponiecchl ynpaBiaeHusi JOKyMEHTaMu. MeTanaHHbie s
nokymeHToB: Yactp 1. [Ipuaimuner. M.: Craagaptundopm, 2008.

I'OCT P 1.7-2008 Crannaptuzanus B Poccuiickoit @enepannn. CTaHAapThl HALIMOHAIBHBIE
Poccutickoit ®eneparuu. [IpaBria odhopmiieHns u 0003HaYEHUS TIPH pa3pabOTKe Ha OCHOBE
MPUMEHEHUS MEXAYHApOIHBIX CTaHIAPTOB.

I'OCT P UCO 22310-2009. CUBU/I. PykoBoacTBO a1 pa3pabOTUYMKOB CTAHIAPTOB IO
dbopMyIUpOBaHUIO TPEOOBAHMH K yIpaBlIeHUIO JoKyMeHTamuy. M.: Ctannaptundopm, 2009.
I'OCT 21.1003 — 2009. Cucrema npoekTHoH gokymeHTanuu uist crpourtenscrsa (CIIC). Yuer
U XpaHEHHE NIPOCKTHOM JOKYMeHTauuu. Y 1BepkaeH [Ipukazom denepanbHOro areHTCTBa 110
TEXHUYECKOMY PerylIMpoBaHuio U MeTposioruu ot 30 nHostopst 2009 r. Ne 526-ct Beenen B
neiicteue 03.01.2010.M.: Crangaptundopm, 2010.

I'OCT P 54989-2012. Ob6ecnieuenune q0ATOBPEMEHHON COXPAHHOCTH AJIEKTPOHHBIX JOKYMEHTOB.
Yr1eepxkaeH IIpukaszom denepabHOrO areHTCTBA 10 TEXHUYECKOMY PETYIUPOBAHUIO U
metposoruu ot 17centsadps 2012 r. Ne 325-ct. Beenen B neiictsue 01.05.2013.M.:
Cranpaptungopm, 2013.

I'OCT P 7.0.8-2013 Cucrema cranaapToB 1o uHGOpManuu, ONOINOTEYHOMY U U3JATEIBCKOMY
neiny. [lenonpon3BoACTBO U apXUBHOE /1€10. TepMUHBI U OoNpeAeaeHus. —Y TBEPKIACH IPUKA30M
Poccranpapra ot 17.10.2013 Ne 1185, BBenen B aerictBue ¢ 1 mapra 2014 r. — M.:
Cranmaptundopm, 2014. — 16 c.

I'OCT P 1.2-2014. Cranpgaptuzanusa B Poccuiickont @enepanun. CTaHIapThl HAIUOHAJIbHBIE
Poccutickoit ®eneparuu. [IpaBuna pa3paboTKu, yTBEpKAeHUs, OOHOBIICHUS U OTMEHBI. BBeneH
B neiictBue ¢ 01.01.2015. YTBepxkaen npukazom DeaepaibHOro areHTCTBA M0 TEXHUYECKOMY
perynupoBanuio u Merposioruu ot 30 nexadpst 2004 r. Ne 155-ct. M.: UTIK U3xa-Bo cranmapTos,
2015. 15 ¢c.

1.1.4 IlIpouue cmanoapmot u TY

Otpacnesoii crannapT. OCT 55.6-85. JlokyMeHTHI Ha OyMakHbIX HOcuTesaX. [IpaBuia
rocy/IapcTBEHHOTo XpaHeHus. TexHudyeckue TpedoBaHus. Y TBEPKICH U BBEJICH B JIeHiCTBHE
npukazom ['maBHoro apxusHoro ynpasienus npu Cosere MunuctpoB CCCP ot 11 utonst 1985
r. Ne 181 ¢ 01.01.1986. // UndopmannoHHO-CIIpaBOYHAsI CHCTEMa apXUBHOM OTpaciu.
http://termika.ru/issa0?d&nd=982300062&nh=6

1P 50.1.008-2009 «Crannaptuszanus B Poccuiickoit ®enepaunn. Opranuzanus U IpoBeAcHHUE
paboT o MexryHapoaHo# cranaaptuzauuu B POy». M.: U3n-Bo crangapros, 2009
1.1.5Mesxcoynapoonvie cmanoapmot:



ISO 5963—85. lokymeHTanus. MeToibl aHaJIM3a JOKYMEHTOB, ONIPENIEIeHUs X TEMbI U ToJ00pa
MHEKCUPOBAHHBIX TEPMUHOB JJISl COCTABJICHUS yKa3aTemnei.

ISO 5127-2002. Uudopmanus u gokymenrtarus. CioBaps.

ISO 9001-2000. Cucrembl MeHEHPKMEHTa KauecTBa. TpeboBaHuUs.

ISO 14001-96. Cucremsl yrpaBieHHs OKpyxaromieil cpenoii. TpeGoBaHus 1 pyKOBOACTBO 110
MPUMEHEHHUIO.

ISO 12653-1:2000. DnexkrponHas 06padboTka n3o00paxxenuit. KontponpHoe 3a1anue 11si 4epHO-
Oenoro ckanupoBaHusi oPpucHBIX JoKyMeHTOB. YacTh 1 Xapakrepuctuku (TecT-00bexT miis
CKaHUPOBAHUS YEPHO-OEIbIX OPHUCHBIX TOKyMEHTOB — YacTh 1: XapakTepucTuk).

ISO 12653-2:2000. DnekTponHas 06padoTka n3odpakeHuii. KoHTpoapHOE 3a1aHue 111 YEPHO-
6enoro ckaHMpoBaHUs OPUCHBIX TOKyMeHTOB. YacTs 2 Metoa npuMeHeHus (DJIeKTpOHHOE
dbopmupoBanne n300paxeHuss — TecT-00beKT A1 CKAHUPOBAHUS YePHO-0€IbIX 0(HUCHBIX
JOKYMEHTOB. MeTObI MPUMEHEHUS ).

ISO 12231:2012. ®ortorpadus. InexkTpoHHas o0padoTka n300pakeHni (HPOTOCHUMKOB.
Crosapp. ISO 12234-1:2012. DnexkrponHas 00paboTka n300paxeHuit poTocHUMKOB. CMEeHHOE
3anmoMuHaroniee yctpoicto. Yacts 1 bazoBas Moiesib CMEHHOTO 3aIIOMHHAIOIIETO YCTPOUCTBA.
ISO 12234-2:2001. DnexrponHas 00padoTKa n300paxeHnit GoToCHUMKOB. CMEHHOE
3armoMHHaroIIee yeTpoicTBo. Yacth 2 @opmar nanubix uzobpaxenus TIF/EP

ISO 12651:1999. Dnexkrponnas 06padboTka n3odpaxenuid. CioBaps.

ISO 126521 (Part 1-2) Electronic imaging.

ISO 15739:2003. ®oTorpadus. DnexkTpoHHas 00padoTka n300paskeHn HOTOCHUMKOB.
N3mepenns ypoBHs m1yma.

ISO 15740:2008. ®oTorpadus. DnekTpoHHas 00padoTka n300paskeHn HOTOCHUMKOB.
[Tporokon nepenaun nzoopakennii (PTP) mis mpubopos mudpoBoi HOTOCHEMKH.

ISO/TR 12037:1998. DnexkrponHas 06padboTka n300pakeHuil. Pekomennanuu i yjaieHus
Ony6nukoBaHo Ha caiite @enepanbHoe apxuBHOe areHTCTBO (https://archives.gov.ru)
UH(pOpMaLNK, 3aMCAHHON HAa ONITUYECKUX HOCUTENAX OJHOPA30BOM 3aMUCH.

ISO/TR 12654:1997. DnexTponnas oOpaboTka nzo0paxeHuii. PekoMennanum st yrpaBiaeHUs
CHCTEMaMH 3JIEKTPOHHOM 3aITUCH JUIS 3aITUCH JOKYMEHTOB, KOTOPBIE MOTYT MOHAI0OUTHCS B
Ka4yeCTBE CBUIETEILCKUX ITIOKAa3aHUHU Ha onTHYeCcKuX auckax WORM.

ISO 29861 IlpuknanHble cucTeMsl ynpasiaeHus JoKyMeHTaMu. KOHTposb kauecTBa
CKaHHUPOBAHMUS LIBETHBIX YUPEKICHUECKUX JOKYMEHTOB.

ISO 37.080: Document imaging applications.

ISO 18925:2002. N306pa3urtensubie MaTepuainbl. OnTrudeckue Aucku. [IpaBuna xpaHeHusl.

ISO 18921:2002. Matepuansl peructpupyromue. Komnakr-aucku (CD-ROM). Meron onienku
MIPOTHO3UPYEMOTO CPOKa CITy>KObI, OCHOBAHHBIN Ha (P (deKTax TeMIepaTypbl 1 OTHOCUTEIHHOMN
BJIQYKHOCTH.

ISO 18925:2008. Marepuansl peructpupytomue. Hocurens ais ontudeckux nuckoB. [IpaBuna
XpaHEHHUS.

ISO 18926:2006. Matepuains! peructpupytomue. Madopmarus, xpanumas Ha
marauroontudeckux (MO) nuckax. MeTo OIIEHKH 0KUIaeMOTO CPOKa CITYKObI HA OCHOBE
BO3/ICICTBUS TeMIIepaTypbl U OTHOCUTEIBHOM BIIAYKHOCTH.

ISO 18926 Imaging Materials. Life Expectancy of Information Stored on Magneto-Optical (MO)
Discs. Method for Estimating, Based on the Effects of Temperature and Relative Humidity
(JonroBeuHocts HHPOPMAITUH, XPAHSILIEHCS HA MATHUTOONITUYECKUX TUCKaX. MeTol OLIEHKH,
OCHOBaHHBIN Ha d(PdeKTax, CBA3aHHBIX C TEMIIEPATYPOH U BIIAYKHOCTHIO).

BS ISO 18927:2008. Peructpupyromuiue matepuaibl. CHCTEMbI 3aIHCbIBAEMBIX KOMITAKT-/IUCKOB.
MeTo/ OLleHKH 05KMITaeMO JOJITOBEYHOCTH, OCHOBAaHHBIN Ha BIUSHUU TEMIIEPATyphl U
OTHOCUTEJIbHOW BJIIAXKHOCTH.

ISO 18927:2008. Imaging Materials. Recordable Compact Disc Systems. Method for Estimating
the Life Expectancy Based on the Effects of Temperature and Relative Humidity (Matepuansi
JUTSL TIOJTY4eHUs n300pakeHusl. KoMmakT-IucKy ¢ OJJHOKpaTHOM 3anuchio HHPpopmauu. Metos



OLIEHKH J0JITOBEYHOCTH, OCHOBaHHBIN Ha 3(peKTax, CBA3aHHBIX C TEMIEPATYpoil 1
BJIQYKHOCTHIO).

ISO 18938:2008. Matepuansl peructpupyomue. OnTHdeckue JUCKU. YX0 U 00padoTKa s
JUTUTETTLHOTO XPaHEHUS.

ISO/IEC 10995:2008 Hocutens st oOMeHa U XpaHeHus1 HHPOpMaIuy ¢ UPPOBOI 3aIHChIO.
Merton omnpeneneHus Cpoka apXUBHOTO XPAaHEHUS ONTHYECKUX HOCUTENEH.

ISO/IEC 10995:2011. Uudopmarmonnsie TexHonoruu. Ludpossie 3anomunaroniye cpes s
oOMeHa 1 xpaHeHus uH(opmanuu. MeTo ] ucTIbITaHus ISl OEHKU CPOKa XpaHEHUS B apXUBE
ontudeckux Hocurenen. — Bzamen: ISO/IEC 10995:2008. MHpopMannoHHbIE TEXHOIOTHH.
[{udpoBble 3aOMHUHAOIIKE CPEbI U1 0OMEHa U XpaHeHUs HHpopMmali. MeTo NCIbITaHUS
JUISL OLIEHKU CPOKa XpaHEHHsI B apXUBE ONTHYECKUX HOCUTENEH.

ISO/IEC 14473:1999. Undopmanmonnsie TexHonoruu. Oducuoe obopynoBanne. MuHuMambHas
uHpOpMaLs, MOAJISKAIAs PErJIAMEHTALUH ISl yCTPOUCTB CKAaHUPOBAHUS M300paKEeHUH.
ISO/IEC 29341-9-13:2008. MadopmarimoHHbIe TEXHOJOTUH. ApXUTEKTypa ycTporcTts UPnP.
Yacte 9-13. [IpoTokou yrpaBieHHs! yCTpoHCTBaMH 00pab0TKH N300paskeHHiA.
CepBUCCKaHUPOBAHUS.

ISO 19005-1:2005 Crannapt PDF/A.

ISO 14721:2003 — Reference Model for an Open Archival Information System (OAIS).
ANSIAIIM MS44-1988 R1993. PykoBozsiue yka3aHus sl KOHTPOJIS Ka4eCTBA CKaHEPOB
HN300pakeHU.

ANSI/NISO Z39.87-2006. Data Dictionary — Technical Metadata for Digital Still Images.
1.1.6. Memoouueckue 0oKymeHnmol.

OcHOBHBIE TIpaBUIIa PabOTHI FTOCYJAPCTBEHHBIX apXUBOB ¢ KuHO(oTOhoHOHOKYMeHTamu / CocT.
B.M. Marunos, A.A. Ko6enbkoBa, E.I1. Tapakanosa. M., 1980.

OcHoBHBIE TIpaBUIa pabOTH ¢ KHHO(POTOHOHOIOKYMEHTAMHU U BHI€0(hOHOTPAMMaMH B
BeoMcTBeHHBIX apxuBax / Coct. B.M. Marunos. JI.A. Ko6enskoBa, @.A. ['enposuy, B.A.
Ycrunos. M., 1989.

OcHoBHbIE TIpaBUJIa pabOTHI C HAYYHO-TEXHUYECKON JOKYMEHTAIMel B OpraHu3alusax 1 Ha
npeanpuatusax. M., 1991.

OcHoBHbIE TpaBUiIa padOTHI C HAYYHO-TEXHUYECKON JOKYMEHTAIMEeH B rocyAapCTBEHHBIX
apxuBax Poccuiickoit ®eneparun/Onodpensl pemennem Komneruu Pocapxusa ot 26 mapta
2003 r; Pocapxus, BHUNJA. M, 2003.

[IpaBuna paGoTHI MOTB30BaTENICH B YUTAIBHBIX 3aj1aX TOCYIaPCTBEHHBIX apXUBOB Poccuiickoii
Oepnepanun / enep. apx. Cnyxb6a Poccuun. — M.: [6.1.], 1998. — 10 c.

1.2. /lononnumenvuole

1.2.1 Hopmamuenusie akmul

[lepeyeHb TUMOBBIX apXUBHBIX JTOKYMEHTOB, 00Pa3yIOIIUXCs B HAYYHO-METOANYECKON
IIPOM3BOJICTBEHHO JIEATETLHOCTH OPTaHU3aluK C yKa3aHHEM CPOKOB xpaHeHus / Denep. apX.
areHTcTBO (PocapxuB), Bcepoc. Hayd.-uccien. MH-T JOKyMEHTOBeACHHS U apx. Jlena
(BHUMNOA). — M.: [6.1.], 2008. — 381 c.

1.2.2. Cmanoapmut mexcoyHapooHvie u mexceocyoapcmeeHble.

I'OCT 13699-91. MexrocynapcTBeHHBIH CTaHAAPT. 3aMUCh U BOCIIPOU3BEICHHE HH(POPMALIUH.
Tepmunsl u onpenenenus. C 01.01.1997, nepeusn. ¢ uamenen. 23.06.2009.

I'OCT 13.1.101-93. MexrocynapcTBeHHBIH cTaHAapT. MUKpOHIEM JOKyMEHTa Ha IpaBax
noyiuHHUKA. [TopsAI0K H3roTOBNIEHUS, yueTa, XpaHeHUs U mpuMeHeHus. [Ipunsr
MexrocynapctBeHHbIM COBETOM MO CTaHAAPTU3ALUU, METPOJIOTUHU U cepTUHUKALIUN
15.03.1994. Beenen B aevictaue 01.07.2002.M.: UTIK «13gaTenscTBO cTaHaapToBy», 1996.
I'OCT 7.68-95 MexrocymnapcTBeHHbIN cTaHaapT. CucTeMa CTaHAapTOB 10 HH(GOpPMAITUH,
OMOIMOTEYHOMY U U3JaTeNbCcKoMY eny. POHO- U BUJIC0TOKYMEHTHI. OO0II1e TEXHUUECKHEe
TpeboBaHus K apxuBHOMY Xpanenuto. C 01.07.96.



I'OCT 7.69-95. (MCO 5127-11-83) MexrocynapctBernsiii ctanaapt. CUBU/I.
AynuoBusyanbHble T0KyMeHTbl. OCHOBHbIE TepMUHBI U onpenenenus. C 01.07.1997, nepeusn. ¢
u3MeHeH. 23.06.2009.

I'OCT 13.1.401-2001. MexrocynapcTBeHHbIH cranaapT. Penporpadus. Mukporpadus.
AmnmapaTsl 17151 CbeMKH MUKpOQHIbMOB. TexHuueckue TpeboBanus Y TBepKIeH
MesxrocynapcTBeHHbIM COBETOM IO CTaHIAPTU3ALUN METPOJIOTUU U CEPTUDHUKAIINH, TTPOTOKOII
Ne19-2001. Beenen B aeiictBue 01.07.2002.M.: Crannaptundopm, 2002.

I'OCT 7.19-2001 MexrocynapcrBennsiit cranaapt. CUBU/I. @opmar aist oOMeHa 1aHHBIMU.
Copneprxanue 3anucu. YTBepxkeH MexrocyaapcTBeHHBIM COBETOM 10 CTaHAAPTH3ALNN
METPOJIOTHH U cepTudukanuu, mporokos Nel9 ot 22.05.2001. Beenen B aeiictBue
01.07.2001.M.: Cranmaptungopm, 2002.

I'OCT 13.1.002-2003. MexrocynapcTBeHHbIN cTanaapT. Penporpadus. Mukporpadus.
JlokyMeHTHhI Juist MUKpoduiabMupoBanusi. OOue TpeboBaHus U HOPMBL. Y TBEPKACH
MexrocynapctBeHHbBIM COBETOM MO CTaHAAPTU3ALUU METPOJIOTUN U CepTU(HUKALIUN, TTPOTOKOI
No24. Beenen B aeiicteue 01.01.2005.M.: Crangapturdopm, 2005

I'OCT 7.70- 2003. MexrocynapctBennbiii ctangapt. CUBU/]. Onucanue 6a3 qaHHBIX U
MaIIMHOYUTAEMbIX HH(OPMAIIMOHHBIX MacCuBOB. CocTaB U 0003HAaYEHHE XapaKTEPUCTHK.
Vr1BepxaeH MexrocynapctBeHHbIM COBETOM IO CTAHAAPTU3ALMU METPOJIOTUU U
ceprudukamnyuu, (mpotokoi Ne 23 ot 22 mas 2003 r.) Beeaen B aeiictaue 01.07.2004.M..:
Cranmaptundopm, 2008.

NCO 14416:2003 «Mapopmanms 1 foKkyMeHTaus. TpeOoBaHUS K MEPEIUIeTY KHIKHBIX,
NEPUOANYECKUX, CEPUIHBIX U3aHUN U APYTUX OYMa)KHBIX JOKYMEHTOB ISl HCTIOJIb30BAHMUS B
apxuBax ¥ OuOIroTeKax. MeToibl U MaTepUaIb.

I'OCT P UCO/MD3K 2382-23—2004. UnpopmanmonHas texnonorus. Ciosaps. YacTs 23.
OO0paboTka Tekcra.

I'OCT P 52292—2004. DnexTpoHHbII 00MeH nHpopMaruei. TepMUHBI 1 onIpeieeHus. —
(MudopmarrionHast TEXHOJIOTHS).

I'OCT 7.24-2007. MexrocynapctBennslii cranaapt. CUBU/L. Tesaypyc undopmarmonHo-
MOUCKOBBIA MHOTOS3bIUHBINA. COCTaB, CTPYKTYpa U OCHOBHBIE TPEOOBAHUS K TIOCTPOCHHUIO.
YTBepxneH MexrocyaapcTBeHHbIM COBETOM 10 CTaHAAPTU3ALUN METPOJIOTUU U
ceprudukanyu, (nmporokon Ne 31) Beenen B neiicteue 01.07.2008.M.:Crangapturdopm, 2008.
I'OCT 1.2-2009 MexrocynapcTBeHHbIN cTaHaapT. MexrocyaapcTBeHHas CUCTEMa
ctanaapTu3anuu. CTaHIapThl MEKTOCYIapCTBEHHBIE, IPaBUIIa U PEKOMEHIALNU O
MEXTOoCyJapCcTBEHHOH cTanaapTuzauuu. [IpaBuna pa3paboTku, MPUHATHS, IPUMEHEHHUS,
0oOHOBJIeHUS U OTMEHBI. [IpuHAT MeXrocynapcTBEHHBIM COBETOM I10 CTaHIapTH3AIHH,
MeTpoJiorun u ceptuduraruu (mporokon Ne 36 ot 1 Hos6pst 2009 1.). BBeneH B nelicTBue ¢
01.05. 2010. M.:Crangaptundopm, 2010.

I'OCT P 54471-2011/ISO/TR 15801:2009 «Cuctembl 3J€KTPOHHOTO JOKYMEHTO000pOTA.
VYnpasnenue nqoxkymeHTaruei. Madopmarus, coxpadsemMast B 3JIEKTPOHHOM BHJIE.
PexoMenaanuu no obecrneyeHnIo JOCTOBEPHOCTH U HAJCKHOCTHY, YTBEPKIEH MPUKA30M
®denepaabHOrO areHTCTBA M0 TEXHUYECKOMY peryaupoBaHuio U Metpoioruu ot 18.10.2011 Ne
466-cT KaK HallMOHANIbHBIN cTangapT PP Ha ocHoBe TexHu4eckoro oryera MCO ¢ 01.08. 2012.
M.: Cranmaptundopm, 2012.

I'OCT P UCO/M3K 26300-2010 «Mupopmarmonnas rexuonorus. Dopmar Open Document
it oucHBIX npuioxkeHuit (OpenDocument) v1.0» M., 2010. YTBepxkaeH MpuKazoM
®denepanbHOTO areHTCTBA 110 TEXHUYECKOMY PeryaupoBaHuio u merpoioruu (Poccranmapr) ¢ 1
ntoHd 2011 kak HanMoHaIBHBIN cTaHaapT PO Ha oCHOBE MeXIyHapOAHOIO cTaHaapTa. M.:
Cranpaptungopm, 2011.



I'OCT P 7.0.10-2010. Cucrema ctanaapToB 1o uHpopmaiuu, OMOJIMOTEIHOMY U U31aTETBCKOMY
neny. Habop anemenToB MmetaganHbix «Jlyommunackoe sapo» (ISO 15836:2003) YTeepxkaeH
[Tpukazom DenepalbHOTO areHTCTBA M0 TEXHUYECKOMY PETyIUPOBAHUIO U METPOJIOTHH OT 9
HOs10pst 2010 1. Ne 347-ct. Beenen B aeticteue 01.07.2011.M.: Cranmaptuadopm, 2011.

I'OCT 2.511-2011 Mexrocynapcrsennsiii crangapt. ECK/I. IlpaBuna nepeaauu 31€KTpOHHBIX
KOHCTPYKTOPCKHX AOKyMeHTOB. O0mmue nonoxenus. [Ipunst

Me:Krocy1apCTBEHHBIM COBETOM I10 CTaHIAPTHU3AINH, METPOJIOTHH U cepTU(UKAIIH (TTPOTOKOI
ot 12 mas 2011 1. Ne 39). Beenen B netictue 01.01.2012. M.: Crangaptundopm, 2011.

I'OCT 2.512-2011. Mexrocynapctennsiii crangapt. ECK/L. IIpaBuia BblnosiHEHUs IakeTa
JTAHHBIX JIJIS TIepeadu JIEKTPOHHBIX KOHCTPYKTOPCKHUX JOKYMEHTOB. OOIIHe MOI0KESHUS
[TpuHAT MeXrocynapcTBEHHBIM COBETOM I10 CTaHIAPTH3AIMHN, METPOJIOTHH B CePTH(PUKAIIUU
(mpotokout ot 12 mast 2011 r. Ne 39). Breaen B aeiicteue 01.01.2012. M.: Ctangaptuadopm,
2011.

NCO 30300:2011 «Muadopmanus u gokymeHnTanus. CHCTEMBI YIIpaBIECHUS TOKYMEHTaAMHU.
OcHOBHBIE TIOJIOKEHUS U ciioBapby / Odunmanbuerii cait ISO. www. http. ISO.com (naTa
obpamenus 01.05.2012)

NCO 30301:2011 «Muadopmanus u gokymeHnTanus. CHCTEMBI YIIpaBIECHUS TOKYMEHTaAMHU.
TpeboBanusy// Opunnansuerii cait ISO. www. http. ISO.com (nata o6pamenns 01.05.2019)
ISO 16175 «Information and documentation. Principles and functional requirements for records
in electronic office environments» (MCO 16175 «Mudopmarus u qokymeHTamus. [IpuHIUIBL 1
GyHKIIMOHATBHBI/€ TpeOOBaHUS K JOKYMEHTaM B JIEKTPOHHOM orCHOM cpeaey//
Odummanpusiii cat ISO. www. http. ISO.com (nara obpamenus 01.05.2019)

1.2.3. Cmanoapmul nayuonaivHole

I'OCT 2.501-68. ECK/I. IlpaBuna yuera u xpanenus. M., 1985.

I'OCT 2.001-70. Enunas cucrema koHcTpykTopckoii qokymenrtanuu (ECK/). O6mue
roJyioskenus. M., 1985.

I'OCT 17914-72. O65105KKH JieN AIUTEIbHBIX CPOKOB XpaHeHHs. TexHuueckue ycnoBus. M.,
1984.

I'OCT 21.001-77. Cucrema npoexTHO# nokyMmeHTanuu ais crpoutenscrsa (CITAC). Obmme
noyioskenusd. M., 1980.

I'OCT 21.203-78. CITAC. IlpaBuna y4yera u XpaHEHHS NOJJIMHHUKOB IIPOEKTHOMN
nokymenTtanuu. M., 1979.

I'OCT 621.1-78 YaudunupoBaHHbIE CUCTEMBI JOKyMeHTaIuu. CucTeMa TOKyMEHTAIIU! 110
n300peTeHusIM U OTKpBITUAM. OCHOBHBIC TTosTokeHus. M.: ['occrangapt, 1978. 12 c.

I'OCT 4097-78. KopoOku 1y1si KHHOTUICHOK, MAarHUTHBIX JIGHT U (DUITEMOBBIX MAaT€pHaIOB.
Texuuueckue ycnouda. C 01.01.1980. Ilepeunsa. ¢ uzmenen. 01.03.1980. M.: UTIK
«3marensctBO CTangaptoBy», 1980.

I'OCT 4430-78. KonTeitHeps! 1151 KHHOTUICHOK, (DHMIIBMOBBIX MaTEPHAIOB U MarHUTHBIX JICHT.
Texuuueckue ycnosusa. C 01.01.80. M.: UIIK «M3narensctBo Crangaptosy, 1980. [lepeusn. ¢
u3Mm. 01.06.1998.

I'OCT 3.1001-81. Equnas cuctemMa TEXHOJOTUUECKOU JoKyMeHTaruu. O0mme mojgoxenus. M.,
1984

I'OCT 7.50-84. Xpanenue qoOKyMeHTOB B oHAaX OMOJIMOTEK U OPTaHOB HAYYHOTEXHUYECKON
uHpopmanuu. O6mue TpedoBanus.M, 1984.

I'OCT 13.0.002-84. Penporpadus. Tepmunsl u onpeaenenus. C 01.07.1985, nepeunsn. ¢
u3meHeH. 23.06.2009. M: IN'occcrannapt, 1985.

P/1 50-524-84 Ilopsaok XxpaHeHUs JOKYMEHTOB Ha MallIMHHBIX HOCUTENAX. M,, 1985.



I'OCT 6.10.4-84. YHuduimpoBaHHbIC CHCTEMBI JOKyMEHTAMH. [Ipuanue opuandeckon CHUITbI
JIOKyMEHTaM Ha MAIIMHHOM HOCHUTEJIE U MAIIMHOTPAMME, CO3/4aBAEMbIM CPEICTBAMU
BBIYMCIIMTENILHON TeXHUKN». M, 1985.

I'OCT 26569-85. Kunonnenku 1i1st npohecCHOHAIbHONM KHHEMATOrpaduu U TeIeBUICHHS.
MapkupoBka, ynakoBka, TpaHcnioptupoBanue 1 xpanenue. C 01.01.1986. M: I'occcrannapr,

1985. Ilepeunsn. c usmenes. 23.06.2009.

I'OCT 11157-87. YcTpoiicTBa BOCIIPOM3BEACHUSI MEXaHHMUECKOH 3ByKo3amnucu. O0riue
texHuueckue ycaosus. C 01.01.1989. M: I'occcrannapt, 1989.

I'OCT 28388-89. Cucremsl 00paboTku nHPpOpMauu. JJOKyMeHThl HAa MArHUTHBIX HOCHUTEIISX
nansbIX. [lopsnok Beimonnenus u oopamenus. C 01.01. 1991 r. M: I'occcrannapr, 1989.
I'OCT 12.1.004-91. CCBT. Ioxapnas 6e3onacuocts. O0mme tpedoBanus. C 01.07. 1991. M:

I'occcranpapt, 1991.

I'OCT P.50.1.027-2001. MudopmaiimoHHbIe TEXHOJIOTHH TOIIEPIKKH KU3HEHHOTO ITUKJIa
MPOYKIIUHA. ABTOMAaTH3UPOBAHHBIM 0OMEH TeXHHUECKOW nHpopManmet. OCHOBHBIE TTOJIOKEHUS
u obmue TpeboBanms. M., 2001.

1.2.4 Ilpouue cmanoapmot u TY

[1T15-0145-1986. [IpaBuiia rocygapCTBEHHOTO XPaHEHHUSI OPUTHHAIIOB M CTPAXOBBIX KOIIHIA.
Texauueckue TpedboBanus. M., 1987.c

OCT 55.2-84. ®oronokyMeHThI. [IpaBuia rocy1apcTBEHHOTO XpaHEHHS] OPUTUHAIIOB U
cTpaxoBbiXx konuil. Texunueckue TpedoBanus/ YBepxacH [Ipukazom ['1aBHOr0 apXuBHOTO
ynpasienus npu Cosere MunuctpoB CCCP ot 13 urons 1984 r. N 214. C 1 auBaps 1986 rona.
M., 1986.

OCT. 55.1-84. JloxyMeHTHI Ha IJIEHOYHBIX HOCUTENAX. [IpaBuia rocyaapcTBEHHOIO XpaHEHHUsI
OPUTHHAJIOB M CTPAXOBBIX KOMUN KHHOJOKYMEHTOB U JJOKYMEHTOB CTPaxOBOTO (POHAA.
Texuuueckue TpeboBanus. / YTBepxkaeH [Ipukasom [ 1aBHOTo apXUBHOTO yIpaBlIeHUs IPU
Cosere MunuctpoB CCCP ot 13 uronst 1984 r. N 214. C 1 suBaps 1986 roma. M, 1986.

1.2.5. Memoouueckue 0oKymeHnmot.

Enuneiii k1accupukaTop 10KyMeHTHOH nHpopmanu ApxuBHoro ¢ouaa Poccuiickoii
O®enepanyn / [coct.: B.I'. Jlapuna (pyk. Temsl) u ap.]. — 2007. — 660, [1] c.: Tabn
Meroanueckre peKOMEHJALNH 10 MPOBEACHUIO LIEEBON KOMIUIEKCHOM 3KCIIEPTU3bI IEHHOCTH
JIOKYMEHTOB, XpaHSIIUXCS B TOCyaapcTBeHHbIX apxuBax / BHUM nokymMeHTOBe1eHUS U apX.
nena; [Coct. T.®. ABpamenko u ap.]. — M.: BHUMJA/, 1988. — 20, [1] c.

MeTtoauueckre peKkoMeH1aluu o paboTe ¢ 0c000 EHHBIMU JJOKYMEHTaMH B TOCYJapCTBEHHBIX
apxuBax P® / denep. apx. arenrctBo (Pocapxus), Beepoc. Hayd.-uccnen. MH-T
nokymeHnToBeAeHus u apx. aena (BHUNUIA); [coct. H.U. Xumuna (pyk. Temsr), A.B.
EmnarteeBckuii]. — M.: [6.1.], 2007. — 44, [1] c.: m.

MeTtoauueckue pekoMeHIaluu o (GOHAMPOBAHUIO JOKYMEHTOB B FOCYAapCTBEHHBIX
MYHHUITUTIATBHBIX apxuBax P® / denep. apx. arenrcrBo (Pocapxus), Beepoc. Hayu.-uccnen. Mu-
T nokymeHToBeaeHus U apx. aena (BHUMUJIA); [coct. H.U. Xumuna (pyk. Tems), A.B.
EmnarteeBckuii, 3.I1. Mnozemuepa]. — M.: [6.1.], 2007. — 41 c.

Onucanue HayYHO-TEXHUYECKON JOKYMEHTAIMH Ha Pa3IMYHBIX HOCUTENSIX HH(OpMAIUK.
Pexomenmanmun/ BHUMJIAL. M., 2001.

PexoMenaanuu no KOMIJIEKTOBAaHUIO, YUETY M OPTaHU3alUU XPaHEHUS 3JIEKTPOHHBIX apXUBHBIX
JTOKYMEHTOB B apxuBax opranuzanuii. M.: BHUMJIA /I, 2013//Omy6nvukoBaHo Ha caidTe
«ApxuBbl Poccun». http://www.rusarchives.ru/methodics/index.shtml).

PexomeHa1mu o KOMIUIEKTOBAHUIO, YIETY U OPTaHU3aLUHU XPAHEHHS 3JIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB B T'OCYJJapCTBEHHBIX U MyHULIUNIAIbHBIX apxuBax M.: BHUMNJIA/L,



2013//OnybnukoBaHo Ha caiite «ApxuBbl Poccumy.
http://www.rusarchives.ru/methodics/index.shtml).

Co3naHue COBpeMEHHBIX apXUBHBIX CIIPABOYHUKOB Ha OCHOBE U (HEepEeHIIUPOBAHHOTO MTOAX0/1a:
MeTo[I. mocobue / denep. apX. areHTCTBO, Beepoc. Hayd.-uccne. UH-T JOKYMEHTOBEACHHSI U
apx. nena; [coct. B.I'. JlapuHa (pyK. TeMBbI, OTB. COCT.) U Ap.]. — [3-e u3xd.,ctep.]. — M.: [6.1.],
2007. — 124, [1] c.: cxem., Ta0.

CocraBieHne apXMBHBIX ONUCEH: MeToauueckue ykazanus / dexep. apx. ciayxba Poccun
(PocapxuB), Bcepoc. Hayd.-uccien. HH-T JOKYMEHTOBEIEHUS U apX. fena; [coct.: B.I'. Jlapuna
(pPyK. TeMBI, OTB. cOCT.) U Ap.]. — M.: [6.1.], 2007. — 144 c.: Ta0u.

CocraBiieHHe apXUBHBIX OMKCEH B AIEKTPOHHON (hOpMe U MX UHTETpalus B HHPOPMAITHOHHYIO
UHPPACTPYKTYPY FOCYAAPCTBEHHBIX U MyHUIIUIIANBHBIX apxuBoB. M.: BHUNIA],
2013//OnybnukoBaHo Ha caiite «ApxuBsl Poccumy.
http://www.rusarchives.ru/methodics/index.shtml).

7.2. Ilepeuens pecypcoé unghopmayuonno-meneKoOMmyHuUKayuonnoi cemu « nmepnuemny.
Apxussl Poccun. [OtpacneBoii noptain "Apxussl Poccun" Haxoaurcs moa naTpoHaToOM

®denepallbHOTO apXUBHOTO areHTCcTBa (PocapxuBa)]; [DneKTpoHHBIH pecypc] — DIEKTpPOH. aH.
— M., [2001-2015]. — Pexxum nocryma: http://www.rusarchives.ru/guide/fed gd.shtmlwww.
CBOOOJHBIN. — 3aril. ¢ 9KpaHa.

LleHTp KOMITETEHIIMY TI0 BOIIPOCaM JOKYMEHTALMOHHOTO 00ecreueH s YIpaBiICHUs U
apXUBHOTO JieNa; [ DJIEKTPOHHBIN pecypc| —nekTpoH. nad. — M., [2013]. — Pexxum gocryna:
www.edou.ru,cBoOOTHBIH. — 3ari. ¢ 3KpaHa.

Odunmansubiii cailt PoctexperynupoBanust [ DneKTpoHHBIH pecypc]. — Pexxum nocryna:
www.gost.ru, cBoOoaHbIH. — 3ari. C skpaHa.

Hoctyn B OBC:
e DObC IO-paiit
e DOBC JIAHb
e DOBC IPR Media
e DOBC PYKOHT
e DOBC Hekcmenna (YHuBepcurerckas OnOIMOTEKA OHIIAKH)

8. METOANUYECKHUE VYKA3AHHUS IO OCBOEHHUIKO JUCHUIIJIMHBI
MoAayJisl)
8.1. IInanvl cemunapckux/ npaKmuuecKux 3aHAmuil

Cemunapcrue 3ausamusi NPeOHA3Ha4eHvl OJisl U3YUEeHUs U AHAU3A HOPMAMUBHBIX OOKYMEHMO8,
U3y4eHUs: HAYYHOU MEePMUHOIO2ULU, CIPYKIYPbl CMAHOAPMO8, UX PA3HOBUOHOCHIEIL.

Bowibop mem 06ycrosien Heobxo0umocmvio u3yueHust Hauboaee CIONHCHbIN MeopemudecKux
npobiem Kypca (¢hopmuposanus apxuso8edueck0ol mepMuHOI02UU), UCOYHUKOBOU OA3bl
cmanoapmuzayuu (HOPMAMUEHBIX OOKYMEHNO8, COOCMBEEHHO CIMAHOAPMOS U MEMOOUYECKUX
YKazauuil Ha npumepe npoobiemvl 0becneveHusi COXpaHHOCMU) U CheYUQUKU XpaHeHus
OOKYMEHMO8 HA PA3TUYHBIX HOCUMENSX, PA3TUYHBIX CUCEM OOKYMEHmMAayuu.

Cemunapcrue 3aHamus npoxoosm 8 popme OUCKYCCUU NO 3A0AHHBIM NAAHOM 60NPOCAM, A
MAaKice NPAKMUYECKUX 3aHAMuULL o papabomie 10KATbHbIX HOPMAMUBHBIX AKMOG HA OCHOBe
PA3IUUHBIX U008 CIMAHOAPMOS.

Tema 1. (4 u) Ynugpukayun apxueosedueckux mepmunos

Ienb 3aHATHS: U3yUCHHUE UCTOPUU CTAHIAPTU3AINU APXUBOBEIUCCKON TEPMHUHOJIOTHH.



Bormpocsl k 00CyKaeHuI0.

1. DBourOIMSs MOHATUHN «TIOKYMEHT», «apXUBHBIN JTOKYMEHT)» B 3aKOHOJIATEIbHBIX aKTaX U
CTaHJapTax.

2. DBONIOIUSA MOHATUN «apXUB)» B CTAHJAAPTAX U METOJAMYECKUX IOKYMEHTaX.

3. DBOIOIUS TIOHATHUS «apXUBHBINA (DOHI» B POCCHIICKOM apXHUBOBEICHHH.

4. TepMuHBI, periaMeHTUPYIOIINE OCHOBHBIC apXUBHBIC TEXHOIOTHH ((DYHKIIUK apUBOB), HX
cocrtaB ¥ pa3Butue B 1970-80- e roapl.

5. I3meHenue apxuBHOM TepMuHoioruu B X XI Beke, pakTOpbl U TEHICHIIHH.

KoHTpoabHbIE BONPOCHL:

1. Kakue Tpaaiu1inOHHO MHOTO3HAYHbIE TEPMUHBI CYILIECTBYIOT B POCCUICKOM
apxuBoBeaieHNU? Kak MeHs10Ch UX 3HaueHue?

2. KakoBo BIUsSIHUE MEXKTYHAPOAHON apXHUBHOM TEPMUHOJIOIMU HA apXUBOBEIUYECKOE
TEPMHHOBEICHHUE B Halllel CTpaHe7

3. KakoBo BiIMsSHME HAYYHO-TEXHUYECKOIO MPOrpecca Ha apXUBHYIO TEPMUHOIOTHIO?

4. KakoBO BIMSHNE U3MEHEHHUS ApXUBHOI'O 3aKOHO/IaTEIbCTBA HA APXUBHYIO

TEPMHHOJIOTHIO?

Cnucok ucmouHuKkoe u iumepamypoi:

1.1. Ucmounuku ocHoGHble:

I'OCT P 51141-98. [Ienonpoun3BOICTBO U apXUBHOE A€y0. TepMUHBI U onipeaeaeHus. M.:
I'occrangapt Poccun, 1998. 7 c.

I'OCT P 7.0.8-2013 Cucrema cTanmapToB 1o nHGpOpMauu, ONOIMOTEYHOMY U U3/1aTeITLCKOMY
neny. Jlenonpous3BOACTBO U ApXUBHOE ey10. TepMUHBI U ONpeeneHus. —Y TBEPKIAEH MPUKA30M
Poccrannapra ot 17.10.2013 Ne 1185, BBenen B aeiictue ¢ 1 mapra 2014 r. — M.:
Cranpaptundopm, 2014. — 16 c.

l'ocynapcTBeHHas cucTeMa TOKyMEHTAlMOHHOTO obecrieueHus ynpasieHus. OCHOBHBIE
nonoxenus. OOume TpedoBaHM K TOKYMEHTaM U CIyx0aM TOKyMEHTAIIHOHHOTO 00ecIieYeHusl.
M., 1991. 76 c.

OcHoBHbIE TpaBUIIa paboTHI apxuBOB opranuzauuii / Pocapxus. BHUUJIA. M., 2002.
Pazpmener 1.1.,1.2.,2.1.,3.1., 4.1, 5.1.

1.2. Hemounuku 0ononnumenvHole:

I'OCT 16487-70. «J/lenonpon3BOACTBO U apXUBHOE J€110. 2. TepMUHBI U ONPEIEIICHUS.

I'OCT 6.10.2-83 «YC/I. Tepmunsl u onpenenenus». M.: U3natenscTBo crangaptos, 1983;
I'OCT 16487-83 «/lemonpou3BOACTBO U apXUBHOE J1€710. TepMUHBI U onpeaesieHus». M.:
N3patenscTBO crangapTos, 1983.

I'OCT 7.69-95 (MCO 5127-11-83) CUBU /1. AynnoBusyanbHble TOKYMEHTB. OCHOBHBIC
TEpMHHBI U onipenesienus. M., 1995

2.1 Jlumepamypa ocnoenasn:

CnoBapp BHJOB M DPA3HOBUAHOCTEM COBPEMEHHOH YNpPaBIEHYECKOW JOKyMeHTauuu. M.:
Pocapxus, BHUNJA, 2014. (daiin B dopmare pdf — 433,9 k6). — TekcT: 37IEKTPOHHBIN
//OEJEPAJIBHOE APXMBHOE ATEHTCTBO (archives.gov.ru) (nara obpamenus: 18.04.2021).
2.2. /lumepamypa oonoanumensvnan:

CnoBapb COBpEMEHHOM apXUBHON TEPMUHOJIOTUN COLIMATTUCTUYECKUX cTpaH. Beim. 1. M.:
BHUNIAN, 1982

AHIII0-pycCcKul clloBapb apXuBHOM TepMuHosioruu. M.: PITY, 1992.

Dictionnaire de la terminologie archivistique. K. G. Saur. Munchen; New-York; London; Paris,
1988, 2 éd, 1988. P. 212. No 33

BbypoBa E.M. ApxuBHas TepMUHOJIOTHS 1)1 TpodeCCHOHAIOB U uccaeaoBaTenei Poccun u
[Tonpum// Bectauk PITY.2013. Ne 4.




benoyc E.C. CtpykTypHBIE 0COOCHHOCTH MOHATHHHO-TEPMUHOJIOTMYECKOTO arnmapara
npeaMeTHOM 001acTu ynpasieHus fokymenTamuei//Tam xe. 2014, Ne 2.
Xan-Ilupa A.D. ApxuBoBendeckoe TepMHUHOBEIeHUE. YyeOHOe Tocobue om crnenkypey. M.,

1990.

Onesckas B.B. Onesckas M.U. K Bompocy 0 CTaHOBIEHUH apXUBOBEIIECKOTO
TEPMUHOBEJICHUS U MIOATOTOBKE MEPBBIX MHOTOSI3BIYHBIX ciioBapeit//Bectauxk [ICTITY. 111
®unonorus. 2008. Beim. 3(13). C. 85-104.

3. Ilepeuens pecypcos ungopmayuonHo-meneKOMMyHUKayuonnoi cemu « Mnmepuemy.
Apxussl Poccun. [OtpacneBoii noptain "Apxussl Poccun" Haxoaurcs oa naTpoHaToOM
®denepallbHOTO apXUBHOTO areHTCcTBa (PocapxuBa)]; [ DneKTpoHHBIH pecypc] — DIEKTPOH. JaH.
— M., [2001-2015]. — Pexxum nocryma: http://www.rusarchives.ru/guide/fed gd.shtmlwww.
CBOOOJTHBIN. — 3ari. ¢ dKpaHa.

LleHTp KOMIIETEHIINH 110 BOIIPOCaM JOKYMEHTAI[MOHHOTO O0ECIIeUeHus yIpaBIeHHs U
ApXMBHOTO JeNa; [ DJIEeKTPOHHBINA pecypc| —InekTpoH. aAaH. — M., [2013]. — Pexum goctymna:
www.edou.ru,cBoOOOHBIN. — 3arI. ¢ IKpaHa.

Odunmanpusiii caliT PoctexperynupoBanus [ DIeKTpoHHBIN pecypce]. — Pexum moctyma:
www.gost.ru, cBo0oaHbIH. — 3ari. C skpaHa.

4. MarepuaJIbHO-TeXHHYECKOe o0ecredeHue U CIUIINHbI.

YueOHbBII KOMIBIOTEPHBIN Ki1acc (cM. 1. 8. MaTepuanbHO- TEXHUYECKOE 00eCTIeYeHIE
nucturiuHel. ) [IporpamMuoe obecrieuenue:[Iporpammuoe obecnieuenue : Internet Explorer wim

Ipyroit Opaysep

Tema 3. (4 u) Pazpabomka pekomeHnoayuit RO NACNOPMU3AUUU XPAHUTUW, APXUBOE
OpP2aHU3AYUUIL U 20CYOAPCMEEHHBIX APXUEOE HA OCHOGE OCUICMEYIOUUX CIAHOAPM 06

Lenb 3aHATHSA: OCBOCHUE HABbIKA MCIIOIB30BAaHUS MEKyHAPOIHBIX, HALIMOHAIBHBIX U
OTpacieBbIX CTAaHIAPTOB JUIS Pa3pabdOTKHU JIOKAIbHBIX HOPMAaTHUBHBIX aKTOB 110 00ECIICUECHUIO
COXPaHHOCTH apXHUBHBIX TOKYMEHTOB B OpraHU3aIlIH.

Bormpocs! 1i1st 00y 1eHus:

1. HopmaTuBHbIe TpeOOBaHUS K YCIOBUSM XpaHEHHs! IOKYMEHTOB B

apXuBax OpraHu3aIuu.

2. HopmaTtuBHbIe TpeOOBaHUs K YCIOBUSM XpaHEHHsI B TOCYAAPCTBEHHBIX U MYHUIIUTIAIbHBIX
apXuBax.

3. CocTaB 1 MOPSAIOK YTBEPKACHUSA MacopTa XpaHWIUIIA.

4. CrannapTu3alys 1 perjaMeHTalus Co3JaHusl CTpaxoBoro GpoHa.

5. HopmaTuBHBIE yCIIOBUS XpaHEHUS CTPAXOBBIX KOMUN apXUBHBIX JOKYMEHTOB.

[To utoram oOCyX1€HUS BBIMOIHIATCS MPAKTUYECKOE 3a/JaHUE 110 COCTABICHUIO METOIUYECKIX
peKOMEHAALNM I TOATOTOBKH apXHUBOXPAHMIIMIIA OPTaHU3alMY K TaCOPTU3ALINH.
KoHTpoabHbIE BONPOCHL:

1) KakoBsl 001mue TpeOoBaHNsS HOPMATUBHBIX JTOKYMEHTOB M CTAaHAAPTOB K YCIOBUSIM
XpaHEHHs JOKYMEHTOB Ha OyMa)KHBIX HOCHTEJSIX B TOCY/IapCTBEHHBIX U MYHUITUIATBHBIX
apxuBax?

2) Kakue noxyMeHTBl PUKCUPYIOT TPeOOBAHMUS K CO3/IaHUIO U XPAHEHUIO CTPaxoBoro (ounpa?
Cnucok ucmouHuKos u aumepamypol.

1.1 Hcmoyunuku ocHoGHble:

OcHoBHbIE TpaBUIIa paboThl apxuBOB opranuzauuii / Pocapxus. BHUUJIA. M., 2002.
[IpaBuia opraHM3anuy XpaHEHUs] KOMIUIEKTOBaHMS, y4eTa U UCIOIb30BaHUs JOKYMEHTOB AD
P® u npyrux apXuBHBIX JOKYMEHTOB B FOCY/IapCTBEHHBIX 1 MYHUIIUIIAIILHBIX apXUBaX, My3€sX,
oubmoTtekax, opranuzanusix PAH. M., 2007. 100 c.



I' OCT 55.6-85. JlokymeHTHI Ha OyMakHBIX HOCUTENsIX. [IpaBuiia rocy1apCTBEHHOTO XpaHEHHUS.
Texuuueckue TpeOOBaHMUS.

I'OCT 17914-72. O65105%KKH JieN AIUTEIbHBIX CPOKOB XpaHeHHs. TexHuueckue ycnosus. M.,
1984.

I'OCT P 33.3.02-2008 Enunslit poccuiickuii crpaxoBoit pona qokymenrtauu. CTpaxoBble
KOIIMU IOKYMEHTALIUH, SBJISIOLIECS HALIMOHAIIBHBIM Hay4HbIM, KYJIbTYPHBIM U UCTOPUUYECKUM
HacnenueM. O0mue TpeOoBaHMs K YCIOBUAM XpaHEHHUs. Y TBEpiKIeH npuka3zoM denepanbHOro
areHTCTBA MO0 TEXHUYECKOMY PEr'yJIMPOBAaHUIO U MeTposioruu ot 15 nexadps 2008 r. Ne 407-cr, ,
BBeJieH B jaelictBue ¢ 1 saBaps 2010 r. — M.: Crangaptundopm, 2009.

I'OCT P 33.505-2003 Enunsliii poccuiickuii crpaxoBoit ¢poua qokymenrtaun. [lopsaok
CO3JIaHUs CTPAXOBOT0 (OHAA JOKYMEHTAINH, SBJISIOIIEHCS HAllMOHAIBHBIM HAyYHbIM,
KYJbTYPHBIM U UCTOPUYECKUM HaclienneM Y TBep:kieH npukazom Poccrapaanra Ne 255-ct ot 29
utosisg 2003 1., BBeneH B nerictBue ¢ 1 ssuBaps 2004 r. — M.: Crangaptuadopm, 2004.

1.2. Hemounuku 0ononnumenvHole:

1. ITIT5-0145-1986. IIpaBuia rocyJapcTBEHHOTO XpaHEHHsI OPUTMHAJIOB U CTPAXOBbIX
kormid. Texaudeckue TpedboBanus. M., 1987.
2.1. lumepamypa ocnoenas.

Byposa E.M. ApxuBoBeneHue (Teopusi 1 METOMKa): yueOHuK 1uig By3oB / E.M. Byposa,
E.B. Anekceesa, JL.II. Adanaceesa; noz pen. E.M. Byposoii. — M.: M3naTenscTBO
«TEPMMKAY, 2016. — 688 c.: mi. C.222-233. Archivoved.indd (lgaki.info)

2.2. lumepamypa oonoinumensvnas

[Tpuanor B.®. ObecnieueHre COXpaHHOCTH apXUBHBIX JTJOKYMEHTOB Ha OyMa)KHO OCHOBE:
Mertonudeckoe mocodue / Pocapxus. BHUNJIAJI.—M., 2005.— 112 c.

[TpuBanos B.®. CoBpeMeHHbIEC TPUHTEPHBIE U PYKOHCHBIE TEKCTHI IOKyMEHTOB KaK O0BEKTHI
apxuBHoOro Xpanenusi: Hayuno-merognueckoe nocodue / Pocapxus. BHUNJIAL. — M., 2007.
—T72c.

3. Ilepeuens pecypcos ungopmayuonHo-meneKOMMyHUKayuonnoi cemu « Mumepuemy.
Apxussl Poccun. [OtpacneBoii noptain "Apxussl Poccun" Haxoaurcs noa naTpoHaToOM
®denepalibHOTO apXUBHOTO areHTCcTBa (PocapxuBa)]; [ DneKTpoHHBIH pecypc] — DIEKTPOH. aH.
— M., [2001-2015]. — Pexxum nocryma: http://www.rusarchives.ru/guide/fed gd.shtmlwww.
CBOOOJHBIN. — 3ari. ¢ 9KpaHa.

WndpopmannoHHO-cripaBovYHas ccTeMa apXUBHOM oTpacinu. http://termika.ru/issao

4. Mamepuanvrno-mexuuueckoe obecneuenue OUCUUNIUHDIL.

YueOHbII KOMIBIOTEPHBIN Ki1acc (cM. 1. 8. MaTepuanbHO- TEXHUYECKOE 00eCTIeUeHNE
nucuurinHel. ) [IporpaMmMmuoe obecrieueHue:

[Iporpammuoe obecrnieuenue: Internet Explorer wimm npyroit 6paysep.

Metoauueckue pa3paboTKy U HHCTPYKIIMH PErHOHANBHBIX apXHUBOB MO 00eCTIeUeHUs
COXPAHHOCTH M KOHCEPBAIMK JOKYMEHTOB Ha TPAJAULIMOHHBIX HOCUTEIISX.

Tema 5. (4 u) Hopmamuenvle yciosusn XpaneHus apXugHvlx 00OKyMeHmo8 Ha mpaouyuOHHbIX
Hocumensax.

Lenb 3aHATHS: U3yYEHHE CUCTEMBI CTAaHAAPTOB, PErIaAMEHTHPYIOIIMX YCIOBUS U TpeOOBaHUs K
00€ecrevYeHNI0 COXPaHHOCTH apXUBHBIX JOKYMEHTOB.

Bormpocs! 11st 06y ieHust:

1. Buasl 1 pa3HOBUIHOCTH HOPMATUBHBIX U METOAMYECKHUX JOKYMEHTOB,

YCTaHABIMBAIOIINX TPEOOBAHUIO K XPAHCHUIO TOKYMEHTOB Ha TPAJAUIIMOHHBIX HOCUTEIISX,



ucropust X GopMUpPOBaHUS.

2. OcHOBHBIE TPEOOBaHMS CTAHIAPTOB K 3/1aHUIO M MMOMELICHUIO XPAaHHIIHUIL, UX
000pyIOBaHUIO.

3. OcHoBHBIE TpeOOBaHUS CTAHJAPTOB K PEKUMaM XPaHEHHs apXUBHBIX TOKYMEHTOB.
4. OcHOBHBIE TPEOOBAHUS CTAHAAPTOB K MOPSJIKY YUeTa, KOHTPOJIS HATUYUS U COCTOSTHHS
ApXUBHBIX JJOKYMEHTOB.

5. 3agaun ¥ NOPsI0K KOHCEPBALIUHU JIOKYMEHTOB.

KoHTposabHbIE BONPOCHL:

1) KakoBsl 001mue TpeOoBaHNsS HOPMATUBHBIX JTOKYMEHTOB M CTaHAAPTOB K YCIOBUSIM
XpaHeHHs JOKYMEHTOB Ha TPAJAULIMOHHBIX HOCUTEISX?

2) Kakue nononHuTeNbHbIE TPEOOBAHMS K YCIOBUSIM XpaHEHHS JOKYMEHTOB Ha
TPaIWLMOHHBIX HOCUTEISAX COAepkKAT HallMOHAJIbHBIE U OTPACIieBble CTaHIAPThI?

3) Kakue noxkymeHThI QUKCHPYIOT TPeOOBAHUS K PeKUMaM apXUBHOTO XpaHCHHS?

4) Kakue 1oKkyMeHTHI (UKCUPYIOT TPEOOBaHUS K KOHCEPBAIIMM HOCUTETIEH?

Cnucok ucmouHuKos u aumepamypol.

1.1 HUcmounuku ocrnognwie:

OcHoBHBIE TIpaBuIIa paboThl apxuBoB opranusauuii / Pocapxus. BHUNJIA. M., 2002.
[IpaBuna opranuzainuy XpaHeHUs KOMIUIEKTOBaHUS, y4eTa U UCIOJIb30BaHUS JOKYMEHTOB
A® PO u 1pyrux apXuBHBIX JOKYMEHTOB B TOCY/IAPCTBEHHBIX U MYHUIIMIAIILHBIX apXHBaX,
My3esx, onbnuorekax, opranuzanusx PAH. M., 2007. 100 c.

OCT 55.6-85. JlokyMeHTBI Ha OyMa)KHBIX HOCHTENX. [IpaBuia rocy1apcTBEHHOTO XpaHCHHS.
Texauveckue TpeOOBaHMS.

I'OCT 7.50-2002 MexrocynapctBennbiii cranaapt. CUBN/I. KoncepBanusi JOKyMEHTOB.
O6mme TpedoBanus. [IpunsatT MexrocynapctBeHHbIM COBETOM I10 CTaHAAPTH3AINH,
MeTpoJiorun u ceptuduraruu (mporokon Ne 2 ot 5 mapra 2002 r. BBenen B neiicTBue
01.01.2003.M.: Crangaptuadopm, 2003.

1.2. Hcmounuku oononnumensvusle:

I'OCT 7.50-84. Xpanenue 10KyMEHTOB B (poHJaX OUOINOTEK U OPraHOB HAYYHO-TEXHUYECKON
uHpopmanuu. O6mue TpedoBanus. M, 1984.

I'OCT 12.1.004-91. CCBT. Ioxapnas 6ezonacuocts. O6mme tpedoBanus. C 01.07. 1991. M:
l'occeranpapr, 1991.

NCO 14416:2003 «upopmanust u fokymeHTanus. TpeGoBaHMs K NEeperieTy KHHKHBIX,
NEPUOANYECKUX, CEPUIHBIX U3AaHUN U APYTUX OYMa)KHBIX JOKYMEHTOB ISl HCTIOJIb30BAHMUS B
apxuBax U OmOnroTekax. MeToapl U MaTEepPHAIIBD».

NCO 11799:2003 MexayHapoaablil ctanaapt. Madopmarus u gokymentamus. TpeGoBaHus K
XPaHEHUIO apXUBHBIX U OUOIHOTEeUHbIX MaTepualoB. / Komnanus «TexHopmatusy, mepeBoj Ha
pycckuit a3eik, 2005; TlepBoe uzn. 15.09. 2003. M., 2005.

I'OCT 7.50-90. CUBU . Konceparus qokymeHToB. O0mue TpeGoBaHwMs.

2.1. lumepamypa ocnoenas.

Byposa E.M. ApxuBoBeneHue (Teopust 1 MeToIMKa): yueOHuK 1uig By3oB / E.M. Byposa,
E.B. Anekceesa, JL.II. Adanaceesa; noz pen. E.M. BypoBoii. — M.: M3naTenscTBO
«TEPMMKAY, 2016. — 688 c.: mi. C.222-233. Archivoved.indd (lgaki.info)

2.2. /lumepamypa oonoinumensvnas

[TpuBanos B.®. Obecneuenne COXpaHHOCTH apXUBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE:
Metonudeckoe mocodue / Pocapxus. BHUNIAJL. —M., 2005.— 112 c.



[TpuBanor B.®. CoBpeMeHHbIE TPUHTEPHBIC U PYKOITUCHBIE TEKCTHI JOKYMEHTOB KaK 0OBEKThI
apxuBHOro Xpanenusi: Hayuno-meroguueckoe nocodue / Pocapxus. BHUNJIAL. — M., 2007.
—T72c.

3. Ilepeuens pecypcos ungopmayuonHo-meneKOMMyHUKayuonnoi cemu « Mumepuemy.
Apxussl Poccun. [OtpacneBoii noptain "Apxussl Poccun" Haxoaurces moa naTpoHaToOM
®denepallbHOTO apXUBHOTO areHTCcTBa (PocapxuBa)]; [ DneKTpoHHBIH pecypc] — DIEKTpPOH. JaH.
— M., [2001-2015]. — Pexxum nocryma: http://www.rusarchives.ru/guide/fed gd.shtmlwww.
CBOOOJHBIN. — 3ari. ¢ 9KpaHa.

HNndpopmannoHHo-cripaBoYHas ccTeMa apXUBHOM oTpacinu. http://termika.ru/issao
4.Mamepuanvno-mexuuyueckoe obecneuenue OUCHYUNIUHDL.

VY4eOHBIN KOMITBIOTEPHBIN Kiace (cM. 1. 8. MarepHuaabHO- TEXHUYECKOe oOecrieueHne
nucuurinHel. ) [IporpamMmMHoe obecrieueHue:

[Iporpammuoe obecrnieuenue: Internet Explorer wim npyroit 6paysep.

Meroanyeckue pa3pabOTKU U HHCTPYKIIMK PETMOHAIBHBIX ApXUBOB 110 00eCHIeUeHUs
COXPaHHOCTH U KOHCEPBALUU JOKYMEHTOB Ha TPAJULIMOHHBIX HOCUTEIISIX.

Tema 6. (4 4) YcinoBus XpaHeHHsI AYIMOBU3YAJbHbIX IOKYMEHTOB B OPraHU3alum

Lenpb 3aHATHS: U3yUEHUE CUCTEMBl HOPMAaTUBHBIX JOKYMEHTOB, CTAaHIAPTOB M METOJUYECKUX
HOCOOMHA, PETIIaMEHTUPYIONIHNX YCIOBUS XPAaHEHHS ay/IMOBHU3YaJIbHBIX JOKYMEHTOB, 3HAKOMCTBO
C mpaBuJIaMH pabOThI ApXUBOB C KHHO(POTOPOHO JOKYMEHTAMH.

Bomnpocs! k 006cy)1eHHIO:

1. Buasl v pa3HOBUIHOCTH HOPMATHUBHBIX U METOJUYECKHUX JOKYMEHTOB, YCTAHABIMBAIOIINX
TpeOOBaHUS K XPaHEHUIO ayJMOBU3yaIbHBIX JOKYMEHTOB, UCTOPHS UX (pOpMHpPOBaHUS.

2. TpeOoBaHMs K 00ECTICUCHUIO COXPAHHOCTH ayJNOBH3yaIbHBIX JOKYMEHTOB Ha MAarHUTHBIX
HOCHUTEIISIX.

3. TpeboBaHus kK 0OeCcTIeYeHUIO0 COXPAHHOCTH IOKYMEHTOB Ha MJICHOYHBIX

HOCUTEJISIX.

4. TpeboBaHus K 00ECTICYCHUIO COPAHHOCTH IOKYMEHTOB CTPaxoBOTO (hoHIa
ayJMOBU3YaJIbHBIX JJOKYMEHTOB.

5. 1o ucroram oOCYKIEHHUS COCTABIISIETCS SKCIIEPTHOIO 3aKIIOUEHUS IO pe3ysibTaTaM
o0creoBaHUS YCIOBHUM XpaHEHUS ayIMOBU3YaJIbHBIX JOKYMEHTOB B OpraHU3alllu.
KoHTposabHbIE BONPOCHL:

1. KakoBsbl o01mue TpeGoBaHMsI HOPMAaTUBHBIX JOKYMEHTOB U CTaHAAPTOB K YCIOBUSAM
XpaHEHHS ayJUOBU3YAJIbHBIX JTOKYyMEHTOB JOKYMEHTOB Ha PAa3IUYHBIX BHIaX HOCUTENICH?
2. Kakue 10moIHUTENbHBIE TPEOOBAHMS K YCIOBHSIM XPaHEHHS ayTHOBU3YaIbHbIX
JIOKYMEHTOB COJIEpKaT CTaHAAPTHI?

3. Kakue 1oxkyMeHTHl QUKCHPYIOT TPEOOBaHUS K PEKMMaM apXHUBHOTO XpaHEHHS
ayJMOBU3YaAIbHBIX IOKyMEHTOB?

4. Kakue 1OKyMEHTHI (PUKCUPYIOT TpeOOBaHUS K XPAaHEHHUIO CTPaxoBoro (oHaa
ayAMOBHU3YaJIbHBIX JOKYMEHTOB?

Cnucok ucmo4HuKos u Jaumepamypul.

1.1. Ucmounuku ocrnoenuvie:

I'OCT 7.65-92 Cucrema ctaHaapToB M0 HHPOPMALUHU, OMOIMOTEUHOMY U U3JaTE€IbCKOMY JETy.
KunonokymeHTHI, pOTOOKYMEHTHI U JOKYMEHTHI Ha MUKpodopmax. O0mue TpeGoBaHus K



apxuBHOMY xpaHeHuto. [IpunsatT MexrocynapcrBeHHbIM COBETOM IO CTaHIAPTHU3ALINH,
MeTposiorun u ceprudurarnyu (mporokos Ne 2 ot 5 mapra 2002 r., o nepenucke). BeeneH B
neiicreue -01.01.2003. M.:2002.

I'OCT 7.68-95. MexrocynapcTBeHHbIH cranaapT. Cuctema CTaHIapTOB M0 WH(POpMAIINY,
OMOIMOTEeYHOMY U M3/1aTeNIbCKOMY Jieny. PDOHO- U BUACONOKYMEHTHI. O0II1e TEXHUUECKUE
TpeOoBaHUs K apXUBHOMY XpaHeHuto. [Ipuasat MexrocynapctBeHHbIM COBETOM IO
CTaHJAPTU3AIMH METPOJIOTHH U cepTU(HKauu, mpoTokoa Ne7-95, BeeneH B neiicreue C
01.07.96. M, 1996.

I'OCT P 33.1.02-2008 EP C® /1. CtpaxoBble KOITUM KHHOJAOKYMEHTOB U ()OTOTOKYMEHTOB.
OO6ume Texundyeckue ycnoBus. YTBepxkaeH [Ipukaszom denepanibHOro areHTCTBA M0
TEXHUYECKOMY PEryJIMPOBaHUIO U MeTposioruu ot 15 nexadps 2008 r. Ne 408-ct. BeneH B
nericteue 01.01. 2010. — M.: Crangaptundopm, 2008.

[TpaBuiia opranu3aiiy XpaHeH!s, KOMIUIEKTOBAHHUS, y4eTa U UCIIOJIb30BAHUS JOKYMEHTOB
apxuBHOTO oHaa Poccuiickoit deneparnu U Apyrux apxXuBHBIX JOKYMEHTOB B OpraHax
roCy/1apCTBEHHOW BJIACTH, OpraHaX MECTHOT'O CaMOYIIPABIICHUS U OPTaHU3AlMIX: YTB. IPUKA30M
MunuctepctBa KynbTypbl Poccuiickoit @eneparum ot 31.03.2015 Ne 526. M., 2015. 97 c.
[TpaBuiia opranu3aiiy XpaHeH!sl, KOMIUIEKTOBAHHUS, y4eTa U UCIIOJIb30BAHUS JOKYMEHTOB
ApxusHoro ¢honaa Poccuiickoit Deaepannu u Ipyrux apXuBHBIX TOKYMEHTOB B
rOCy/IapCTBEHHBIX U MYHUIIUIIAIBHBIX apXUBaX, My3esiX U OMOINOTeKaxX, HaydYHbIX
opraHu3anusax: yTB. mpuka3zom Pocapxusa ot 02.03.2020 N 24. //
https://archives.gov.ru/documents/rules/pravila-2020.shtml (nara obpamenus: 18.04.2021).
[lepeyeHb THUMOBBIX YIPaBIECHUYECKUX APXUBHBIX JOKYMEHTOB, OOpPa3yIOUIMXCS B IpoLEecce
JEeSTENIbHOCTH TOCYJapCTBEHHBIX OPTaHOB, OPIraHOB MECTHOTO CAMOYIIPABIEHUS U OpraHU3aIui,
¢ ykazaHueM cpokoB ux xpanenust 2019 URL: https://archives.gov.ru/documents/2019-perechen-
typdocs-organization.shtml (mara obpamenus: 18.04.2021).

1.2. Hecmounuku oononnumelnvhotle

I'OCT. 55.1-84. JlokyMeHThI Ha IJIEHOYHBIX HOCUTENAX. [IpaBuia rocy1apcTBEHHOTO XpaHEHUs
OPUTHHAJIOB M CTPAXOBBIX KOMUN KHHOJOKYMEHTOB U JJOKYMEHTOB CTPaxOBOT0 (POHAA.
Texuuueckue TpedoBanus. Y1eepxkaeH [Ipukazom ['maBapxusa CCCP ot 13.07.1984 n 214.
Bsenen B aeiictue ¢ 01.01.1986.

2.1. Jlumepamypa ocnosnas.

OcHOBHBIE TpaBHIIa PaOOTHI TOCYIAPCTBEHHBIX apXUBOB ¢ kKuHOGoTOGOoHOHZOKYMEeHTamu / COCT.
B.M. Marunos, A.A. Ko6enbkona, E.I1. Tapakanosa. M., 1980.

OcHoBHBIE TIpaBUIIa pabOTHI ¢ KWHO(OTOHOHOZOKYMEHTAMH U BUI€O(POHOTpaMMaMHt B
BeZoMcTBeHHBIX apxuBax / Coct. B.M. Marunos. JI.A. KobenskoBa, @.A. 'egposuy, B.A.
Ycerunos. M., 1989.

2.2 J/lumepamypa 0ononnumenvnas.

Ky3un A. A., Pomans JI.M. Kunogoroapxussl: Yue6Hoe mocobue. M., 1982.

MarunosB B.M. KuHo10KyMeHThI B KOHTEKCTe ucTopuueckoro 3Hanusd. M.: PITY, 2005
3.Ilepeuensd pecypcos ungopmayuonno-meneKOMMyHUKAyuonnou cemu «HUnumepuemy.

Apxussl Poccun. [OtpacneBoii moptan "Apxusbl Poccun" HaxoauTes moJi maTpoHaToM
®denepanbHOTrO apxXUBHOTO areHTcTBa (Pocapxusa)]; [DnexTpoHHBIN pecypc] — DIEKTpPOH. JIaH.
— M., [2001-2015]. — Pesxum pocryna: http://www.rusarchives.ru/guide/fed gd.shtmlwww.
CBOOOJTHBIN. — 3ari. ¢ dKpaHa.



LleHTp KOMIIETEHLIUH 110 BONIPOCaM JOKYMEHTAIMOHHOTO 00ECIIeUeHU s yIIPaBICHUS U
apXUBHOTO JieNa; [ DJIEKTPOHHBIN pecypc| —neKkTpoH. nad. — M., [2013]. — Pexxum gocryna:
www.edou.ru,cBoOOTHBIN. — 3ari. ¢ 3KpaHa.

Odunmansubiii cailt PoctexperynupoBanust [ DneKTpoHHBIH pecypc]. — Pexxum nocryna:
www.gost.ru, cBo0oHbIlH. — 3ari. C skpaHa.

4.Mamepuanvno-mexuuueckoe odecneuenue OUCYUNIUHDL.

Y4eOHBIN KOMITBIOTEPHBIN Kiace (cM. 1. 8. MarepuaabHO- TEXHUYECKOe 0OecreueHne
mucuuruinael.) [Iporpammuoe obecnieuenue: [Iporpammuoe obecnieuenue: Internet Explorer niu
IpyToit Opaysep

Metoaunueckue pa3padOTKU U UHCTPYKIIMH PETHOHAIBHBIX apXUBOB T10 00ECTICYEeHUS
COXPaHHOCTH U KOHCEPBAIUU ayJHOBU3YaIbHBIX JOKYMEHTOB.

Tema 7. (4 w) Cmanoapmu3zayun XpaneHus HAy4HO-MEXHUUECKUX 0OKYMEHM 08.

Llenp 3aHATHA: U3YUEHUE CUCTEMBI HOPMATUBHBIX IOKYMEHTOB, CTAHAAPTOB U METOANYECKUX
mocoOuid, periaMeHTupyronux ycinosus xpanenus HT /I, 3HakoMcTBO ¢ mpaBuiiaMu padoOThI
rOCYJapCTBEHHBIX apXUBOB U OPraHU3ALMMI C HAYYHO-TEXHUYECKON JOKYMEHTALUEH.
Bomnpocs! 11st 06cyxaeHus:

1. Buabl 1 pa3HOBUIHOCTH HOPMATUBHBIX U METOJUYECKUX JOKYMEHTOB, YCTAaHABIMBAIOIINX
TpeOOBaHUS K XpPaHEHUIO HAYYHO-TEXHUUYECKUX IOKYMEHTOB, HCTOPHS UX (POPMUPOBAHUSI.

2. KakoBbl TpeOOBaHMsI CTAaHIAPTOB K YCIOBHSIM XPAHEHUSI KOHCTPYKTOPCKOU
JOKyMeHTaluuu?

3. KakoBbl TpeOOBaHMsI CTAaHIAPTOB K YCIIOBHSM XPaHEHHSI TEXHOJIOTHYECKOM
JOKyMeHTaluuu?

4. KakoBsI TpeOOBaHUS CTAHIAPTOB K YCIOBUSM XPAaHEHUS MPOCKTHOM

JOKyMeHTaluuu?

KoHTposbHBIE BOIPOCHI:

1. KakoBbI OCHOBHBIE BU/Ibl M PA3HOBUIHOCTH HAYYHO-TEXHUYECKOW TOKYMEHTALINU?

2. KakoBbl oOmue hyHKIuHM apxuBa opranuzanuu u ciyx0e1 HT /I u B uem crienmnduka
nesTeabHOCTH ciry>x0b1 HTJ1?

3. B uem crieniuduka xpaHeHUsT HAYyYHO-TEXHUUECKOU TOKYMEHTAIIMN COTJIACHO TPaBHIaM?
4. Kakue HOBbIE BU/IbI DJIEKTPOHHBIX HAYYHO-TEXHUYECKHUX JOKYMEHTOB YIIOMUHAIOTCS B
cTranmaprax?

Cnucok ucmouHukoe u 1umepamypol.

1.1. Ucmounuku ocHo6Hble

OcHoBHbIE TIpaBUJIa pabOTHI C HAYYHO-TEXHUYECKON JOKYMEHTAIMel B OpraHu3alusax 1 Ha
npeanpuarusax. M., 1991.

OcHOBHBIE TIpaBUIIa PA0OTHI C HAYYHO-TEXHUYECKOH TOKyMEHTAlUEH B TOCY1apCTBEHHBIX
apxuBax Poccuiickoit ®enepanun/Onodpens! pemeaneM Komnernn Pocapxusa ot 26 mapra
2003 r; Pocapxus, BHUMJIA/. M, 2003.

I'OCT 21.1003 — 2009. Cucrtema npoekTHOH fokymeHTanuu it crpourtenscrsa (CIIJIC). Yuer
U XpaHEHHE NIPOCKTHOM JOKYMeHTauuu. Y 1BepxkaeH [Ipukazom denepanbHOro areHTCTBa 110
TEXHHUYECKOMY PEeTyIUpOBaHHIO U MeTposoruu oT 30 HosOpst 2009 r. Ne 526-ct Beenen B
neiicteue 03.01.2010.M.: Crangaptundopm, 2010.

I'OCT 2.501-2013 ECK/. IIpaBuia yuéra 1 XpaHeHHsl. Y TBEPKIEH MeXrocy1apcTBEHHbIM
COBETOM IO CTaHJAPTU3AIIUHI, METPOJIOTHH U cepTrdukanuu (nmporokon Ne 58-IT ot 28 aBrycra
2013 r.) Beenen B npetictue 01.06.2014. .M.:Crangaptundopm, 2014,

1.2. Hemounuku 0ononiHumenvHuyle.



I'OCT 2.001-70. Enqunas cucrema koHcTpykTopckoit mokymenTanuu (ECKJI). O6mue
rmoJyioskenus. M., 1985.

I'OCT 2.501-68. ECK/I. IlpaBuna yuera u xpanenus. M., 1985.

I'OCT 21.001-77. Cucrema npoekTHO# nokymeHTanuu s crpoutenscta (CITAC). O6mue
moyioskenus. M., 1980.

I'OCT 21.203-78. CITAC. IIpaBuna y4yera u XpaHEHHS MOJJIMHHUKOB IIPOEKTHOMN
nokymeHTtanuu. M., 1979.

I'OCT 3.1001-81. Enunas cuctema TEXHOJIOTHYECKOH TokyMeHTanuu. O0mue monoxenus M.,
1984.

I'OCT 3.1001-2011 Exunas cucrema TeXHOJIOTHYECKOM qokyMeHTanuu. O0Iue monoKeHusl.
[IpunaT MexXrocyaapcTBEHHbIM COBETOM IO CTaHIAPTU3ALUHN, METPOJIOTHH U CEPTUPHUKAIINN
(mpotoxou ot 12 mast 2011 r. N 39) Beenen B nefictBue 01.01.2012.M.: Craamaptundopm, ,
2011.

I'OCT 2.051-2013. ECKJI. DnektponHbie nokyMeHThl. O0mue nonoxenus. - Bzamen 'OCT
2.051-2006; BBex. 2014-06-01.- M.: Crangaptundopm, 2014.- 11, 10 ¢

I'OCT 2.511-2011 MexrocynapctBennsbiii ctannapt. ECK/I. I[IpaBuia nepegaun 3J1€KTPOHHBIX
KOHCTPYKTOPCKUX AOKyMeHTOB. O61mue nonoxenus. [Ilpunar MexrocyaapcTBEeHHBIM COBETOM
M0 CTaHapTU3AIMH, METPOJIOTHHU U cepTudukanuu (mpotokoi ot 12 mas 2011 r. Ne 39). Benen
B nevicteue 01.01.2012. M.: Crannaptuadopm, 2011.

2.1. lumepamypa ocnoenas.

JleonoB A.B. batypun FO.M. 3D 10KyMeHT — HOBBII THUIl HAYYHO-TEXHUUECKOMN
nokymeHTaiun//Bectauk apxuBucta. 2013. Ne 3. C.192-205.

2.2. /lumepamypa oonoanumenshas.

Owmmnnos H.I'. Hayuno-texunueckue apxusel CCCP. M., 1991.

3. Ilepeuens pecypcos ungopmayuonHo-meneKOMMyHUKayuonnoi cemu « Mumepuemy.
Apxussl Poccun. [OtpacneBoit noptain "Apxussl Poccun" Haxoaurcst moa naTpoHaToOM
®denepallbHOTO apXUBHOTO areHTCcTBa (PocapxuBa)]; [ DneKTpoHHBIH pecypc] — DIEKTpOH. aH.
— M., [2001-2015]. — Pexxum nocryma: http://www.rusarchives.ru/guide/fed gd.shtmlwww.
CBOOOJHBIN. — 3ari. ¢ 9KpaHa.

WudopmannoHHO-CIIpaBOYHas CCTeMa apXUBHOM oTpaciu. http://termika.ru/issao
4.Mamepuanvno-mexnuyeckoe odecneuenue 3aHAMUA.

Y4eOHBIN KOMITBIOTEPHBIN Kace (cM. 1. 8. MarepuaabHO- TEXHUYECKOe oOecreueHne
nucturiuHel. ) [Iporpammuoe ob6ecrieuenue: Internet Explorer wm npyroit 6paysep.
OO0pa31pl Hay4HO-TEXHUYECKHUX JOKYMEHTOB O Pa3HbIX BUJIaX U Pa3HOBHUIHOCTEH.

Tema 8. (4 u) Pazpabomka npeonorcenuii no Op2aHu3ayuu PEMEHHO20 U ROCHOAHHO20
XpaHenus I1eKmpoHHbIX 00OKYMEHM08.

Lenb 3aHATHS: U3yYEHHE CUCTEMbl HOPMAaTUBHBIX JOKYMEHTOB, CTAaHAAPTOB U METOJAMYECKUX
OoCcOOUi, perJaMeHTUPYIOIIUX YCIOBUS XPaHEHUS JIEKTPOHHBIX TOKYMEHTOB.

Bormpocsl kK 00Cy)aeHnI0:

1)Bunbl v pa3HOBUAHOCTH HOPMATHUBHBIX U METOJUYECKUX JOKYMEHTOB, YCTAHABIIMBAIOIINX
TpeOOBaHUS K XpPaHEHUIO 3JIEKTPOHHBIX JOKYMEHTOB, UCTOPUS UX (POPMHUPOBAHUS.

2) HopMaTuBHBIE yCIIOBUS XpaHEHUS JOKYMEHTOB Ha MarHUTHBIX

HOCHUTEJISIX.

3) Opranu3anus OnepaTUBHOTO U JOJTOBPEMEHHOTO XPaHEHUS AJIEKTPOHHBIX IOKYMEHTOB B
MEXIYHAPOJHBIX U HAIMOHAJIbHBIX CTaHAApTaX.



4) TpeboBaHUs K CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTOO00pOTa M (hopMaTam ¢ 1EIbI0
obecrevueHns: COXpPaHHOCTH DJIEKTPOHHBIX JOKYMEHTOB.

[To utoram o6Cyk1€HUs BBITOTHATCS MPAKTUYECKOE 3a/IaHUE TI0 COCTABIICHUIO METOINIECKUX
peKOMeHAaNNi U 00eCTIeYeHHsI ONIEPATUBHOTO U IOJITOBPEMEHHOTO XPAHECHHUS AIEKTPOHHBIX
JIOKYMEHTOB B OpPTaHU3AIIHH.

KoHTposabHbIE BONPOCHL:

1. KakoBbl OCHOBHBIEC TPEOOBaHMS HOPMATHBHBIX IOKYMEHTOB U CTAHJPATOB K YCIOBHUSIM
XPaHEHUS MIEKTPOHHBIX TOKYMEHTOB?

2. Kakue nonomHUTeNbHbIE TPEOOBAHUS K YCIOBHSAM XPaHEHHUS 3JICKTPOHHBIX TOKYMEHTOB
cojiepkaT CTaHAapThI?

3. Kakue crangapTel GUKCHPYIOT TPeOOBAaHUS K PEKHMAM apXUBHOTO XPaHEHUS
3IEKTPOHHBIX JTOKYMEHTOB?

4. Kakum o0pa3oM yIoCcTOBEpATCS Iopuandeckas cuia J3]] B mpoliecce apXuBHOTO XpaHCHHS?
Cnucok ucmouHuKos u iumepamypbol:

1.1. Ucmounuku ocHogHble.

[Tpuka3z Munkomcssizu Poccun ot 02.09.2011 Ne 221 «O0 yTBepkaeHnH TpeOOBaHUH K
MH()OPMAITMOHHBIM CHCTEMAaM 3JIEKTPOHHOTO JOKyMEHTO000pOoTa (efepabHBIX OPTaHOB
MCIIOJTHUTENIbHOM BJIACTH, YUUTHIBAIOLINX B TOM YHCIIE HEOOXOIMMOCTh 00pabOTKU
MOCPEACTBOM JAHHBIX CUCTEM CITy:KeOHOM MH(OPMAaLlMK OTPAaHUYEHHOTO JOCTYTIa»

['OCT P 54989-2012. Ob6ecnieueHre J0JTOBPEMEHHON COXPAHHOCTH AJIEKTPOHHBIX JIOKYMEHTOB.
VYrBepxaeH [Ipukazom denepanbHOro areHTCTBa MO TEXHUYECKOMY PETYJIUPOBAHUIO U
metposiorur oT 17centsopst 2012 r. Ne 325-ct. Benen B netictBue 01.05.2013.M.:
Cranpaptungopm, 2013.

I'OCT 28388-89. Cucremsl 00padboTku nHPpOpMauu. JJoOKyMeHTbl HA MArHUTHBIX HOCHTEIISX
naHHbIX. [Topsimok BeImoaHeHHs u obpamienus. M., 1989.

PJT 50-524-84 «Ilopsinok XpaHEeHUs JOKYMEHTOB Ha MAIIMHHBIX HOCUTEIISAX).

I'OCT 6.10.4-84 «YHupUUHpPOBaHHBIE CUCTEMBI TOKyMeHTaluu. [Ipunanue opuandeckon
CHWJIBI IOKYMEHTaM Ha MAllIHHHOM HOCHUTEJE U MAIIMHOTPaMMe, CO3/IaBaeMbIM CPEICTBAMHU
BBIUMCIUTEIEHON TEXHUKI.

4.2. Ucmounuku 0ononnumenvHbule.

NCO 30301:2011 «Madpopmanms u nokymeHnTanus. CUCTEMBI YIIpaBIEHUS JOKYMEHTaAMHU.
TpeboBanus» // Opurnmansueril cait ISO. www. http. ISO.com

ISO 16175 «Information and documentation. Principles and functional requirements for records
in electronic office environments» (MCO 16175 «Mudopmarus u qokymeHTarnus. [IpuHIUIBL 1
(GyHKIIMOHATBHBIE TPEOOBaHUS K IOKYMEHTaM B AJIEKTPOHHOU o(rcHOM cpeney»// OdurmanpHbIA
cat ISO. www. http. ISO.com (mata o6pamenus 01.05.2012)

PexoMeHgaIm mo KOMIUIEKTOBAHUIO, YYETY U OPTaHU3AINH XPAHCHHUS YIEKTPOHHBIX apPXUBHBIX
JOKYMEHTOB B apxuBax opranuzanuii. M.: BHUMJIA I, 2013//Omy6nvukoBaHo Ha caidTe
«Apxusbl Poccun». http://www.rusarchives.ru/methodics/index.shtml.

PexoMeHgaIim mo KOMIUIEKTOBAHHUIO, yYETY U OPTaHHU3AINH XPAHCHUS HIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB B IT'OCYJJapCTBEHHbBIX U MyHULIMNIAIbHBIX apxuBax M.: BHUNJIA/L,
2013//OnybnukoBano Ha caiite «ApxuBbl Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

ApxuBOBeIYECKHE U TJOKYMEHTOBEAUECKHE (DYHKITMOHAIbHBIE TPEOOBAHUS K
UH(POPMALIMOHHBIM CUCTEMaM, 00€CIIeUNBAIOIINM JIEKTPOHHBIN TOKyMEHTO000pOT B IpoIiecce
BHYTPEHHEH J1eATeNbHOCTH (eliepalbHbIX OPraHOB UCHOIHUTENbHOM BacTu. Otyer mo HUP.
M.: BHUU A/, 2013. //OnybnukoBaHo Ha caiite «ApxuBbl Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).



CpaBHUTENBHBIN aHATU3 GOpMATOB (HAMITIOB AIEKTPOHHBIX JOKYMEHTOB ITOCTOSIHHOTO
(monroBpemeHHOr0) XpaneHus». Oruer on HUP. M.: PITYVY, 2013 /OmybnukoBaHo Ha caiiTe
«Apxusbl Poccun». http://www.rusarchives.ru/methodics/index.shtml).

OyHKIMOHATBHBIE TPEOOBaHMS K MHPOPMAIIHOHHBIM CHCTEMaM apXHBOB 3JICKTPOHHBIX
JNOKyMeHTOB opranuszanuii. M: Pocapxus, BHUMJIA/L. 2014 /Ony6naukoBaHo Ha caiTe
®denepanbHOTO apXUBHOTO areHTCTBa http://archives.ru/documents/methodics.shtml
3.I1epeuens pecypcos ungopmayuonno-meneKoMmynuKayuonnoi cemu «Mumepnemy.

Apxussl Poccun. [OtpacneBoii moptan "Apxusbl Poccun" HaxoauTes moJ1 maTpoHaToM
®denepanbHOTO apxXUBHOTO areHTcTBa (Pocapxusa)]; [DnekTpoHHBIN pecypc] — DIEKTPOH. JIaH.
— M., [2001-2015]. — Pexum pgocryna: http://www.rusarchives.ru/guide/fed gd.shtmlwww.
CBOOOJHBIN. — 3ari. ¢ 3KpaHa.

NudopmanmonHo-cripaBoyHas cucTeMa apXuBHOM oTpaciu. http://termika.ru/issao
4.Mamepuanvno-mexnuyeckoe obecneuenue OUCYUNITUHDL.

YueOHbBII KOMIBIOTEPHBIN Ki1acc (cM. 1. 8. MaTepuanbHO- TEXHUYECKOE 00eCTIeYeHIE
muctumuinael.) [lporpammuoe obecniedenue: Internet Explorer unmu npyroii 6paysep.

Ilpakmuueckue 3a0anusn 011 camocmoameibHol padomaul

Ilpakmuuecxas pabomal. (2 u):
Tema 1. Cpasnumenwvuulii ananu3
«lIpasun opeanusayuu XxpaHenusl, KOMIJIEKMOBAHUSL, Yiema U UCNONIb308AHUS OOKYMEHMO8
apxusroeo ¢honoa Poccutickoi Dedepayuu u Opyeux apxusHuvlx OOKYMEHMO8 8 OP2AHAX
20Cy0apcmeenHoll 81ACMU, OP2AHAX MECMHO20 CAMOYNPABIeHUs U OP2AHUZAYUAX. YINS.
npukazom Munucmepcmea kynomypol Poccutickou @edepayuu (2015)
«lIpasun opeanusayuu Xxparenus, KOMNJIEKMOBAHU, Y4ema U UCNOIb308AHUS OOKYMEHMO8
Apxusnozo ¢honda Poccutickoti @edepayuu u Opy2ux apxusHvlx OOKYMeHmMOos8 8
20CY0apCmMEeHHbIX U MYHUYUNATIbHBIX APXUBAX, MY3€aX U OUOIUOMEKAX, HAYUHBIX OPLAHUIAYUAX!
yma. npukazom Pocapxusa om 02.03.2020 N 24.»

[lepen HagamoM paboOTHI MOBTOPUTE, YEM PA3INYAIOTCS IO TPOPHITIO, PYHKLIUAM
roCy/IapCTBEHHbIC, MYHUIIUTIATHHBIC APXUBBI U APXUBBI OPraHU3aINN.

HpaBI/ma OpraHu3anuu HpaBI/ma OpraHu3anuu

KpI/ITepI/II/I CpaBHCHUA XpaHCHHS, KOMIUICKTOBAHUWA, XpaHCHUS, KOMIUICKTOBAHUWA,

ydera ¥ MCIIOJIb30BaHuUs
JOKYMEHTOB apXHUBHOTO (hoHIa
Poccutickoit @eaepanuu u
JIPYTUX apXHUBHBIX JOKYMCHTOB
B OpraHax rocyJapcTBEHHON
BJIACTH, OPTaHaX MECTHOTO
CaMOYTIPaBJICHUS U
OpraHU3alUAX: YTB. IPUKA30M
MuHHUCTEpCTBA KYIBTYPHI
Poccuiickoit ®enepanuu (2015)

ydeTa W MCIOJb30BaHUs
JOKYMEHTOB ApXHBHOTO (hOHIQ
Poccutiickoit @eaepanuu u
JPYTUX apXUBHBIX JOKYMECHTOB
B TOCYIapCTBEHHBIX U
MYHUIIMIATBHBIX apXUBaX,
My3esiX U OMONIHOTEeKaX,
Hay9HBIX opranm3arusix (2020)

Brixonnele JaHHBIE, KEM U
KOTJIa YTBEP K ICHBI

I[JIH Kakux BHUJI0B apXHUBOB
IpE€aHa3Ha4YCHbI




CpaBHUTE CTPYKTYPY
MPUBEINUTE OOIIKE Pa3aeibl
JIBYX TIPaBUIT

Breinumure otauaus —
pa3Iesbl, KOTOPBIX HET B APYTHUX
npaBuiIax

Brinuiure otnuuus —
pa3eibl, KOTOPBIX HET B APYTHUX
paBuiIax

CpaBHuTe TpeOOBaHHSA K
XPpaHWIUILAM.

Kparko npusenute o0mue
TpeOOBaHUS K 3MaHUSIM
(mometeHusIM)
apxuBoxpanuiuil (He 6omee 10
TE3HCOB).

IIpuBeauTe HA3BaHUS U
BeixoHbIe fanHble I'OCToB,
PETIIaMEeHTHPYIONIUX yCIOBHS
XpaHeHus: apXUBHBIX
JIOKyMEHTOB B PO.

CpaBHHTE COCTAB YUETHBIX
JloxyMeHTOB B
rOCy/1apCTBEHHBIX,
MYHHIIUATIATBHBIX

apXuBaXx U apXuBax
OopraHu3anui

(pazmen «Y4er JOKYMEHTOB B
apXuBe»)

Pa3znen «Opranuszanus yuera
JOKYMEHTOB ApXHBHOTO (hoHIa
PO

U IPYTUX apXUBHBIX
JOKYMEHTOB B apXHBE»)
[TpuBenuTe Ha3BaHMS OOIIHX
YYETHBIX JTOKYMEHTOB ((popMm).

VYKaxuTe Ha3BaHHUS yUETHBIX
opwm,

XapaKTEepHBIX TOJIBKO IS
roCyapCTBEHHBIX,
MYHUIMIIAIBHBIX

apXHUBOB U apXUBOB
OpraHu3aIuii.

CpaBHHTE CITPAaBOYHO-
TIOVUCKOBBIE

CpeACTBa apXUBOB

(pazmen «Hay4aHO-CIIpaBOYHBIH
anmapar, pasaen «CrnpaBoyHo -
norckoBble cpeactsa, (HCA)




apXuBay).

[IpuBemuTe 0OITHE BUIBI
MTOMCKOBBIX
CIPaBOYHUKOB JJIs
rOCyIapCTBEHHBIX,
MYHHIIUTIATBHBIX apXUBOB,
apXUBOB

OpraHU3alNH.

YKaxXuTe Ha3BaHUS TOUCKOBBIX
CIIPAaBOYHHUKOB, XapaKTEPHbIC
TOJIBKO

JUTS TOCYTapCTBEHHBIX,
MYHUIIUNANTBHBIX aPXUBOB U
apXMBOB

OopraHu3aIui.

CpaBaute HopMbl
UCTIONIb30BAHMS ApXUBHBIX
TOKYMEHTOB.

[IpuBeaure oOuue

(OpMBI UCTIOTB30BAHUS IS
rOCy/1apCTBEHHBIX,
MYHHIUITATbHBIX

apXUBOB M apXHUBOB
OopraHu3anuit

Ykaxute Ha3BaHUs (HOpM
KCIIOJIb30BAHUS APXUBHBIX
JIOKYMEHTOB, XapaKTepHBIE
TOJBKO TSt
roCyJapCTBCHHBIX,
MYHHIIATIATBHBIX

apXUBOB M apXHUBOB
OpraHU3alNH.

BriBogsl: B ueMm paznuuust «IIpasun (2015)», «IIpaBun opranuzanuu xpaneHus. ..(2020)»

1.

2.
3.

YeM OHU BEI3BaHEBI

KakoBa poisib 0OCHOBHBIX IIpaBUJI pabOTHI ApXHUBOB B YCTAHOBIICHMH HOPM apXHMBHOTO JIEJa.

Ilpakmuuecxas paboma 2. (2 u):
Tema 6. Cmanoapmu3ayusa Xpanenus ayouo6u3yaibHoiX 00OKyMeHmos.
N3yunrte

OcHoBHBIE TIpaBUIa padOTH ¢ KHHO()OTOHOHOIOKYMEHTAMHU U BHI€0()OHOTpAMMaMH B



BeoMCcTBeHHBIX apxuBax / Coct. B.M. Marunos. JI.A. Ko6enskoBa, ®.A. ['enposuy, B.A.

Ycerunos. M., 1989.

U OcHoBHBIE npaBmiia paboThI ApXUBOB opranuzanuii. M., 2002.

3anogHuTe TaOIHITY

Omnpenenenne OpurnHai (BUIbI
Hocwurenei) Kormuu (Bumbt
HOCHUTEJIEH)

DOTOTOKYMEHTHI

DOHOJOKYMEHTHI

BugneodonorpamMmsl

1. B uem cnienmguka kpurepues 3xcnepTu3sl eHHoctd @D/l u BuaeopoHorpamm?
3. B uem cnientuduka ynakosku @D/ u BuneodoHorpamm?

Hocurenn

VYmakoBka

2. B ueM oTiMume moaAroToBkH (poTohoOHOAOKYMEHTOB U BUACO(POHOTpaMM K Tiepeiade Ha

Xpanenue (TI0JIHOE ¥ YacTHUHOE oopMmieHue)?

OdopmiteHre KHHOJIOKYMEHTOB H
BUACOPOHOTPAMM

OdopmireHre TOKyMEHTOB Ha TPaJAUIIMOHHBIX
HocuTenei B (OCHOBHBIE TIpaBuiia paboThI
apXUBOB OpraHusanui, 1m.3.6.)

5.CocTaB CONPOBOAUTENBHOMN TOKyMEHTALIUU:

Hnsa KOJT

st 5neKTpoHHBIX JOKyMEHTOB (OCHOBHBIE
npaBuiia paboThl apXUBOB OpPTaHU3AINH,

2002, m.2.1.)

6. CpaBauTe TpeOoBaHus K XxpaHeHHI0 KOD/[ u TpaAUIIMOHHBIX TOKYMEHTOB.

TpaauuuOHHbBIE JOKYMEHTbI Kod/1
(OcHoOBHBIE ITpaBHIa PaOOTHI
ApPXUBOB OpraHU3aIUi,
m.3.6.)

Tpe60BaHI/I$I K XpaHWJIrIamMm

PexxuMbl XpaHeHUs U
TpeOOBaHMS K HUM

7. CpaBHMTE PU3HAKU KIACCU(PHUKAIIMH JOKYMEHTOB Ha TPAAULMOHHOM ocHOBE 1 KDD]]




TpaauoHHBIE JOKYMEHTHI Koo
(OcHoBHBIC TTpaBMIa pabOTHI
apXHWBOB OpraHHU3aLHi,)

[pusHaku kinaccupuKanuu

8. CpaBnaute yuer KOD/] 1 TpaaulIMOHHBIX JOKYMEHTOB.

TpaauoHHBIE JOKYMEHTHI Koo
(OcHoBHBIE TpaBuUiia pabOTHI
aApXWBOB OPTaHU3AIIHH,)

Enunune yuera

YueTtHsie GopMBI
(MOKyMEHTHI)

9. CpaBnaute coctaB HCA x TpaguunoHHbsiM 1okymeHTam 1 KOD ]|

TpaauuuOHHbBIE JOKYMEHTHI Kod/1
(OcHoBHBIE TIpaBHIIa PAOOTHI
aApPXUBOB OpraHU3AIIHIA, )

Busl cipaBOYHUKOB

Kakune 'OCTbI ycranaBnuBaroT TpeOOBaHUS K XPAaHCHHUIO ayIMOBU3YAIbHBIX JOKYMEHTOB
(Ha3BaHWE, BHIXO/IHBIC JTAHHBIC).
BriBosib1 (B ueM crieninduka XxpaHeHus, yueTa, OMUCaHus, SKcepTu3bl iecHHOCTH KDD/T).

Ipaxmuyeckas paboma 3. (2 u):
Tema 7. Cmanoapmu3ayus Xpanenusa Hay4Ho-mexHu4ecKux 00KymeHmoas.
N3yunre:

1)OcHoBHBIE TTpaBUiIa pabOThI ¢ HAYYHO-TEXHUYECKON TOKYMEHTAIMEH B OPTaHU3alsAX U Ha
npeanpuarusax. M., 1991.

2) OcHOBHBIE TIpaBujIa pabOThI C HAYYHO-TEXHUYECKOW IOKYMEHTAIUEH B TOCY1apCTBEHHBIX
apxuBax Poccuiickoit ®eneparun/Onodpensl pemennem Komnerun Pocapxusa ot 26 mapta
2003 r; Pocapxus, BHUMJA/. M, 2003

3) [IpaBuna opranuzanuu XpaHeHUsl, KOMIJIEKTOBAHMS, yU€Ta U UCIIOIb30BaHUS JOKYMEHTOB
ApxusHoro ¢ponaa Poccuiickoit denepannu u Ipyrux apXuBHBIX TOKYMEHTOB B
rOCY/IapCTBEHHBIX M MYHUITUTNIAILHBIX apXUBaX, My3esX U OMOINOTeKaX, HAYIHBIX
opraHmM3anusax: yrB. npukasoM Pocapxusa ot 02.03.2020 N 24.

OTtBeThTE HA BOIIPOCHI.

1) Ha xakue BuabI TOKyMEHTOB pacipocTpaHstoTcst « OCHOBHBIE MpaBMiia padOThI C HAYYHO-
TEXHUYECKOM JOKYMEHTAIMEe B OpraHU3alMsaIX U Ha TPEATPUATUAIX»?



2) CpaBuute QpyHkiun cayx6s1 HT /[ u apxuBa ynpaBieHUECKONW JOKYMEHTAIH
opranuzaruu (OCHOBHBIC ITpaBUiia pabOTHI apXMUBOB OpraHu3aruii, m.1.3.).
KakoBel o6utue 3agaun cimyx661 HTJl 1 apxuBa opranuzanuu?

Kaxossl cieniupnueckune Gynkiuu ciyxosr HT1?

2)CpaBHure

Bugsr cyx0 HTJ] Bubl apxuBoB opraHuzanui

3) Bunet HT/I B 3aBUCHMOCTH OT CIIOCO0a X BBITTOTHEHUS

Bun 1 — Buzg 2 Bun 3 Bun 4 Bun 5

Onpenenenue

PasnoBunnoctu
JIOKyMEHTOB
STOTO BHA

4) Bugst HT/] B 3aBUCUMOCTH OT JOKYMEHTUPYEMOU JIeATETLHOCTH

Bun 1 — Bun 2

Onpenenexue

CocTaB TOKyMEHTOB
3TOTO BHJIA.

Bun 3 Bun 4 BUJL 5

OmnpeneneHune

CocTaB TOKyMEHTOB
3TOTO BHJIA.

5) Ha ocHOBaHMU 4ero mpoBepsieTcss KOMIUIEKTHOCTh pa3HbiX BuoB HT /I mpu nmepenaye B
apxuB?

6) Kakue nomomHauTenpHbIC TPEOOBaHMS IPEAbABISIOTCS K XpaHuiuimaMm HT/] B otimune
OT OOBIYHBIX JOKYMEHTOB? OTIMYaeTCs JI TEMIIEPATypHO-BIAKHOCTHBIN PEXXKUM XpaHEHUS
HTA?

7) B uem cniennuka yaera HT/[ (enununa yuera, HOBble yaeTHbIe (popmbl)?

8) Ilepeuncnure BUIBI HHPOPMALMOHHO-TIOUCKOBBIX CIIPABOYHHUKOB, cocTaBisieMbx K HT /I
B apxuBe. Kakue 13 HUX He COCTaBIAIOTCA Ul TPAAULIUOHHBIX TOKYMEHTOB?

9) B uem cnienuduka xatanoxHoi kaprouku HT/I?

10) B kakux ciydasx Ijsi HCIIOJIb30BaHUS BbIAIOTCS KOnuU U noanuHHuku HT/1?

11) Kakue 'OCTs1 pernamenTupytot yciaoBus xpanenus HT/] (mpuBeaute Ha3BaHUS U
BBIXO/IHBIE IAHHBIE).

Ipaxmuueckas paboma4.(2 u):Tema 8. Cmanoapmu3zauus XpaHeHus 3J1eKMPOHHHIX
O0OKYMEHm08.



N3yuure:

1.'OCT 7.08-2013 «Jlenonponu3BOCTBO U ApXUBHOE /1€J10. TEPMUHBI U ONIPEACTICHUS.
2. PekoMeHIauu 1o KOMILUIEKTOBAHUIO, YUETY U OPTaHU3alMH XPAHEHUS JIEKTPOHHBIX
ApXUBHBIX JOKYMEHTOB B apxuBax opranuzanuii. M.: BHUMNJIA/L, 2013.

3. [Ipuka3z MunucrepcTBa KyiabTypbl PO ot 31 mapta 2015 r. Ne 526 “O0 yTBep>kI€HUN MTPABUIT
OpraHM3aIi XpaHEeHUs, KOMIUIEKTOBAHHUS, yUETa U UCIIOJIb30BAHUS JOKYMEHTOB APXUBHOTO
donaa Poccuiickoit denepanuu U Apyrux apXuBHBIX JOKYMEHTOB B OpraHax rocyJ1apCTBEHHON
BJIACTH, OpraHaX MECTHOI'O CAMOYIIPABJIEHUS U OpraHU3alusIX”’

Brimmonnute 3amanust.

1. BI'OCTe 7.08-2013 «/lenonpon3BoACTBO U apXUBHOE J1€510. TepMUHBI U ONIpEAETICHUS
HaIMTe HOBBIE MOHATHSI, CBI3aHHBIE C MOSIBIICHUEM ... (CM. KOJIOHKH TaOJIMIIbI) U BIUILIUTE B
TaOIHITy TIOHATUS U UX ACPUHUIINAN:

DIEeKTPOHHOTO DIIeKTPOHHOTO XpaHeHus YnocroBepeHus
JOKYMEHTa (€ro JOKYMEHT0000poTa 3IEKTPOHHOTO FOp.CHJIBI
CBOHCTBA) CBOICTBA) JOKYMEHTA U | 3. JOKYMEHTA.

MOIJICPKAHHS €r0
JKM3HEHHOTO
UKIIa (He MECHEe
TpeXx)

2. [laliTe onpeniereHUsl HOBBIX MOHSATUMN, BBEICHHBIX B PEKOMEHIALIMIX
10 KOMIUIEKTOBAHUIO, YYETY U OPraHU3alMU XPAHEHUS SJIEKTPOHHBIX aPXUBHBIX JOKYMEHTOB B
apxuBax opranuzanuid. (M.: BHUNJA/, 2013)

Konteiinep 2/1 —
KonTtponsnas cymma D1 —
®dopmat apXxuBHOro XpaneHus ]I —

3. B cootBercTBUHE ¢ «IIporpammoit nHbopmaruzaiuu deaeparbHOT0 apXHUBHOTO

areaTcTBa (Pocapxusa) 1o 2011-2020 nmmanupyercst y3aKOHUTH TOPSIOK BBHITTOJTHEHHS 3aIIPOCOB
M0JIb30BaTENe apXUBaMU Yepe3 MopTajbl TOCYIaPCTBEHHBIX UM MYHUIIUTAIBHBIX YCIYT C
HaIpaBJIEHUEM MOJIb30BaTENI0 HH(POPMALIMOHHOTO TOKYMEHTa apXuBa (apXUBHOW CIIPABKH,
BBIMKICKH, KOTIMN) B 3JI.BUJIE.

Kak Mo>xHO TToApoOHEee onuimunTe, KakuM 00pa3oM OyneT 3aBepeH HHGOPMAITMOHHBIA JOKYMEHT
apxuBa B 1. popme. ColmuTech Ha HOPMaTUBHBIE AKThI, perilaMEeHTUPYIOLIe TPeOOBaHUS K
YIIOCTOBEPEHUIO MOI0OHOTO BUAA JOKYMEHTOB.

4. CpaBHure

[Ipuxa3z MunucrepcTBa
KynbTypbl P® ot 31 mapra 2015
r. Ne 526 “O06 yTBepKIeHUN
MPaBUII OPraHU3aMH XPAaHEHHS,
KOMILJICKTOBAHUSI, YUETa U
UCIIOJIb30BaHMA JOKYMEHTOB
ApxuBHoro ¢orma Poccuiickoit

Pexomennmanmmn

10 KOMILIEKTOBAHMIO,
y4eTy U OpraHHU3aIuu
XpaHEHUS JICKTPOHHBIX
APXUBHBIX IOKYMEHTOB B
apXuBax OpraHU3allui.
M.: BHUMJOA, 2013




denepanuy U Ipyrux apXUBHBIX
JIOKYMEHTOB B OpraHax
rOCYJapCTBEHHOH BIIACTH,
opraHax MECTHOTO
caMOyTIpaBJICHUS U
OopraHu3anusx’

Enunune yuera

3JIEKTPOHHBIX TOKYMEHTOB

(Ha3BaHWMeE, ONPE/ICIICHIIC)

YueTtHsie GopMBI

(cTipaBOYHUKH, C

MTOMOIIIBIO KOTOPBIX

OCYIIECTBIISIETCSA yUEeT

ApXHUBHBIX TOKYMEHTOB B

apX¥Be OpraHU3alLnH)

ITepeuncnure ux BUIBI

Y Ha3HauYEHUE

5. CpaBHuTE

IIpaBuna opranuzanuu Pexomennanumu
XpaHEHUs!, KOMIUICKTOBAHHS, M0 KOMILJIEKTOBAHHIO,
y4€Ta M UCIIOJIb30BaHuUS y4eTy U OpraHHA3alnn
JOKYMEHTOB ApXHBHOTO (DOHJA | XpaHEHUS DIEKTPOHHBIX
Poccuiickoit denepanuu u ApPXUBHBIX TOKYMEHTOB B

JPYTUX apXUBHBIX JOKYMEHTOB | apXUBaX OpraHH3aIlui.
B OpraHax roCyIapCTBEHHOM M.: BHUMJA/L, 2013
BJIACTH, OPTaHaX MECTHOTO
CaMOYTIPaBJICHUS U
opraamzanusx (2015)

Enuauie! onucanns
BJEKTPOHHBIX JOKYMEHTOB
B onmcH (Ha3BaHUE,
OTIpEIICIICHHE

Nndopmanmonssie
XapaKTePUCTUKH

eIMHHUI] OTIMCAHUS

(rpadbr onuceit
3IIEKTPOHHBIX TOKYMEHTOB)

BBIBOI[BI Kakne n3menenus MMPOU30ILIN B OMMUCAHUU 3JI. ,Z[OK-B?

6. B uem oTiinume cocrasa fiena poHa JOKYMEHTOB Ha OyMaKHBIX HOCUTENSAX OT AJIEKTPOHHBIX
nokymenToB? (IIpaBuia opranu3anuu XpaHeHus, KOMIUIEKTOBAHUs, Y4€Ta U UCIIOIb30BAHUS
JOKyMEeHTOB ApxuBHOTO (poHma Poccuiickoii @enepaiuul v Apyrux apXUBHBIX JOKYMEHTOB B
opraHax rocylapCTBEHHOM BJIACTH, OpraHaX MECTHOI'O CAMOYIIPABJICHUS U OpraHU3aLMsIX
(2015), u Pexomengaunu BHUMJIAJL o paboTte ¢ 371€KTPOHHBIMU JOKYMEHTaMH. )

8.2. Memoouueckue pekomenoayuu K camocmoamenvHoil pabome cmyoeHmoe



dopma

Ne | camocTosiTeTbHOM MeTtoanyecKue peKoOMeHAauu
padoTsI
CamocrosTenbHas CamocrosrenbHas paboTa IPOBOJUTCSA C LENIBIO: CUCTEMATU3aLUU
pabora U 3aKpeIUIeHUS TOJYYCHHBIX TEOPETUYECKHX 3HAHUM U

NPAaKTUYECKUX  YMEHMH  OOyd4aroIuxcs;  yriIyOJeHus |

paciupeHus TEOPETUUYECKHUX 3HAHUU 00yyJaromuxcs;
dopMHupOBaHHS ~ yMEHUHl  HCIONB30BaTb  HOPMATHUBHYIO,
IIPABOBYIO, CIIPABOYHYIO JOKYMEHTAIUIO, Y4eOHYIO u
CHEIMAJIbHYI0  JIUTEpaTypy;  pa3BUTHA  IO3HABAaTEJbHBIX
CIOCOOHOCTE W aKTUBHOCTH OOYYalOIIMXCS: TBOPYECKOM
WHUIMATHBBI, CaMOCTOSITEJIbHOCTH, OTBETCTBEHHOCTH,
OpPraHU30BaHHOCTH; dbopMupoBaHue CaMOCTOSITENIbHOCTH
MBILUICHHUS, crocobHocTEH K CaMOpa3BUTHIO,
COBEpIICHCTBOBAHHUIO M CaMOOpraHu3aluu; (QOpMHUPOBaHUS
npodeccuoHaIbHbBIX KOMIIETEHIIHIA; Pa3BUTHUIO

UCCIIEIOBATEILCKUX yMEHUU oOydaromuxcs. DopMbl U BUIBI
CaMOCTOSITEIbHOW pa0OThl OOYYArONIUXCS: YTEHWE OCHOBHOU M
JOTIONTHUTEILHONW JIUTEpaTypbl — CaMOCTOSTEIbHOE H3Yy4YEHUE
MaTepuana MO PEKOMEHAYEMBbIM JIMTEPATYPHBIM HCTOYHUKAM;
pabota ¢ OMONMMOTEYHBIM KaTaJOroOM, CAaMOCTOSTEIbHBIN TT0100p
HEOOXO0UMOM TUTEepaTypbl; paboTa co CI0BapeM, CIPAaBOUHUKOM;
NOUCK HeoOxoaumol wuHpopmauuu B cetd VIHTepHeT;
KOHCIIEKTUPOBAaHNWE HWCTOYHUKOB; pedeprpoBaHNE MCTOYHUKOB;
COCTaBJICHHE AaHHOTAlMA K TMPOYUTAHHBIM JIUTEPATYPHBIM
MCTOYHUKAM; COCTaBJIICHHUE PEIIEH3UN 1 OT3HIBOB Ha MPOYNTAHHBIN
MaTepual; COCTaBJeHHe o0030pa MyOnuKanmuid 1O  TeMe;
COCTaBJIGHHE U pPa3pabOTKa TEPMHHOJIOTUYECKOTO CIOBApS;
COCTaBJICHME  XPOHOJOTHMYECKOW  TaONMUIBl;  COCTaBJICHUE
oubmmorpaduu (6uborpadguueckolt KapTOTEKN); TOATOTOBKA K
paznu4HBIM (popMaM TeKyIeld U MPOMEKYTOUHOUN aTTecTanuu (K
TECTUPOBAHUIO, KOHTPOJBHON paboTe, 3adeTy, »HK3aMEHY);
BBIMOJTHEHHE JJOMAITHUX KOHTPOJIBHBIX PabOT; CaMOCTOSATEIbHOE
BBIMIOJTHEHUE MPAKTHUUECKUX 3a/laHuil PEenpoAYKTUBHOIO THIIA
(OoTBETHI Ha BOMPOCHI, 33J]a4l, TECThI; BBHITOJHEHUE TBOPUECKUX
3amannii). TEeXHOJOTHUS OpraHU3aIlliid CaMOCTOSITEIIbBHOW PabOThI
0o0y4aromuxcsl BKJIIOYAET HCIOIb30BaHHE HWH(OPMALMOHHBIX U
MaTepUaIbHO-TEXHUYECKUX pecypcoB 00pa30BaTeIbHOTO
YApeKICHUS: OuOIMOTEKY c YUTATHHBIM 3aJI0M,
YKOMILUIEKTOBaHHYI0 B  COOTBETCTBUU C CYLIECTBYIOILUMU
HOpMaMH; Y4eOHO-METOAUYECKYI0 0a3y Y4YeOHBIX KaOWHETOB,
nabopaTopuii M 3ajila KOAU(PUKAINK, KOMITBIOTEPHBIC KJIACCHI C
BO3MOKHOCTBIO paOOThl B ceTu MHTepHeT; ayauTopuun (KJIacchl)
JUTST KOHCYJBTAIIMOHHOM JEsTeNbHOCTH, Y4eOHYI0 M y4eOHO-
METOAMYECKYI0  JUTEpaTypy, pa3paboTaHHYyI0 C  y4eToM
YBEJIMUEHUS JIOJIA CAMOCTOATEILHONW pabOThHI CTY/IEHTOB, U UHBIC
METOANYECKHE MaTepHaIbl. [epen BBITIOJTHEHHEM
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0o0ydJaronMucs BHEAYAUTOPHOM CaMOCTOSITEIHHOW PabOTHI
npenojaBaTesib MPOBOJUT KOHCYJIHTHPOBAHHE MO BBITOJIHEHUIO
3aJjaHus, KOTOPBIM BKIJIIOYAeT Lieb 3a/JaHus, €r0 COJEp)KaHuf,
CPOKH  BBITIOJIHEHUS, OPHCHTHPOBOYHBIM 00BEM  padoTHI,
OCHOBHbIE TPeOOBaHUS K pe3yJibTaTaM paboThl, KPUTEPUH OLIEHKH.
Bo Bpems BBIIOJNIHEHHS OOYy4YalOIMIMMHCS  BHEAYAHTOPHOMU
CaMOCTOSITeNIbHOM pabOThI U MPU HEOOXOAUMOCTH IPernojaBaTellb
MOKET  MPOBOJUTh  WHIAUBUAYAIbHbBIE U TPYIIOBBIC
KOHCYJIbTAalluH. CaMmocTosTenbHast pa60Ta MOXKET
OCYHICCTBIATHCA NHANBUAYAJIbHO UJIU T'PyHIIIaMA o6yqa101u1/1xc;1 B
3aBUCHMOCTH OT I[elH, OO0BbeMa, KOHKPETHOW TEMAaTUKH
CaMOCTOSITENIbHOW pabOoThbI, YPOBHS CIIOKHOCTH, YPOBHSI YMEHUH
00yYaromuxcsl. KonTponb CaMOCTOSITENILHOM paboThI
00yYaromuxcst MpeycMaTpUBacCT:

— COOTHECEHHE CO/EP KAHUSI KOHTPOJIS C LEIIMU 00y4YeHHUS,;
00BEKTUBHOCTH KOHTPOJIS;

— BaJIMJHOCTH KOHTPOJIA (COOTBGTCTBI/IC MpCABABIACMBIX
3alaHuil TOMY, YTO IIPEII0JIaracTcs POBEPUTH);

— nuddepeHnmamio KOHTPOJIbHO-U3MEPUTEITbHBIX
MaTepUaoB.

—  ®opMBbI KOHTPOJISI CAMOCTOSITETLHOM PaOOTHI:

— TPOCMOTP M MPOBEpKa BBIIOJIHEHUS CAMOCTOSTEIbHOM
paboTHI Iperno/1aBaTesieM;

— OpraHm3alys CaMOIPOBEPKH,

— B3aUMOIIPOBCPKU BBIIIOJHCHHOI'O 3aJJaHUsd B TPYIIIC;
o0CyXJIeHUE pe3yJlbTaTOB BBHIMIOJTHEHHOW paboThl Ha
3aHATUU;

— IPOBEACHHE MUCLMEHHOIO OIIPOCa;

— TPOBEJEHHE YCTHOTO OIPOCa;

— opraHmzaluss ¥ TOpPOBEACHHE  HMHJIWBHUIYaJbHOTO
co0ece10BaHus; OpraHu3aIus U MIPOBEJICHHE
cobeceI0BaHus C IPYIIIOH;

3aII1Ta OTYETOB O MPOJICTAHHON padoTe.

Ananus u
KOHCIIEKTUPOBaHUE
OCHOBHOH U
JNOIOJHATEIbHOMN
JIUTEPATYPHI.

[Ipu pabote ¢ yueOHOI nuTepaTypoil HEOOXOAMMO MOIO00PATH
JUTEPATypy, HAYUUTHCS TPABUIIBHO €€ UNTATh, BECTH 3aITUCH.
Jns  monbopa nuTepaTypsl B OMONMOTEKE HCMOIB3YIOTCS
a1(haBUTHBIN M CUCTEMAaTHUECKUI KaTaJOTH.

[IpaBunbHBIE TOAO0OP y4eOHOW aHWTEpaTyphl PEKOMEHIYeTCs
mpernoaaBaTesieM, YATAIONMUM JICKIIMOHHBIN Kypc. HeoOxomumas
JauTepaTypa yKazaHa B METOJIMYECKUX pa3paboTKax Mo JAaHHOMY
Kypcy.

N3yuass wmarepuan 10 BBIOpaHHOW JIMTEpaType, CIEayeT
NEPEXOIUTh K CIIEYIONEMY BOIIPOCY TOJBKO MOCIIE MPAaBUIBLHOTO
ySICHEHMSI TIPEAbIAYIIET0, ONKChIBasi Ha Oymare Bce BBIKJIAJIKH U
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BBIYHCIICHUS (B TOM YHUCIIE T€, KOTOPbIE B Y4eOHNKE OIYICHBI WIIN
Ha JIGKIIUH JaHbI Il CAMOCTOSTEIILHOTO BBIBO/IA).

Oco0oe BHIMaHHE CIIeyeT OOpaTUTh Ha ONPEAEICHIE OCHOBHBIX
MOHATHH Kypca.

CTyaeHT IOJDKeH TOApPOOHO pa3douparh MPUMEPHI, KOTOPHIC
HOSICHSIOT TaKUe OIpEJETICHUs, 1 YMETh CTPOUTH AHAIOTUYHBIC
npuMepsl  caMmocTosATenbHO. HykHO 10OHMBaThCS  TOYHOTO
IPE/ICTaBICHUS O TOM, YTO N3y4aellb.

[Tone3Ho cocTaBIATh OMOPHBIE KOHCTIEKTHI.

[Ipu n3yuennn mMaTepuana Mo y4eOHUKY IMOJIE3HO B TETpaau (Ha
CHELHATbHO OTBEJCHHBIX IOJIAX) JOMOIHATH KOHCHEKT JICKIUH.
Tam >xe cieqyer oTMedaTh BOIPOCHI, BBIICIIEHHBIE CTYICHTOM /IS
KOHCYJIbTAIIMH C TPENoaBaTEIeM.

BrIBOIBI, TONTydEHHBIE B pe3yJIbTaTe U3yUeHUs], PEKOMEHAYeTCs B
KOHCIIEKTE BBIJICNIATH, YTOOBI OHM NPH MEPEUUTHIBAHUH 3aruceit
Jy4Ile 3alIOMUHAITUCD.

OnbIT  TOKa3bIBaeT, YTO MHOTHM CTyJAEHTaM IIOMOTaeT
COCTaBJICHHME JIMCTa ONOPHBIX  CHUTHAJIOB,  COJEpPIKAIlero
Ba)XHEHIIME U HanboJee 4acTo ynorpedisemble moHATHS. Takoi
JHUCT TIOMOTAeT 3allOMHUTH OCHOBHBIC TOJIOKCHHS JICKIHH, a
TaK)KE MOXET CIY)XUThb HOCTOSHHBIM CIIPABOYHHKOM ISt
CTyZIeHTA.

Pa3nnyaror 1Ba BUJa YTEHUS: IEPBUYHOE U BTOPUIHOE.
[lepBuuHOE - 3T BHHMATENbHOE, HETOPOIUIMBOE YTEHHUE, IPHU
KOTOPOM MOYKHO OCTaHOBHTBCSI Ha TPYIHBIX MecTax. [locie Hero
HE JOJDKHO OCTaTbCsi HH OJHOTO HEMOHSATHOTO  OJIOBA.
Conep:xaHue He BCETJja MOXKET OBITh TIOHSTHO MOCIIE TIEPBUYHOTO
YTEHHSL.

3agaya BTOPUYHOTO YTEHUS TIOJTHOE YCBOCHUE CMBICTIA IIEJI0TO (110
CUETy 3TO YTEHHE MOXET OBbITh U HE BTOPHIM, a TPETHUM HIIHU

YETBEPTHIM).
OcHoBHBIE BUBI CUCTEMATU3UPOBAHHON 3alIMCH TPOYUTAHHOTO:
1. AHHOTHMpOBaHME — TMIPEAEIbHO KpPATKOE CBA3HOE

ONMCAHNE TPOCMOTPEHHON WJIM IPOYMTAHHON KHUTH (CTaThH), €€
COJIepKaHusl, ICTOYHUKOB, XapaKTepa U Ha3HAUYEHUS;

2. IlnanupoBaHue — KpaTkasi JIOTMYECKas OpraHu3aius
TEKCTa, PACKPBIBAIOLIAs COACPKAHUE U CTPYKTYPY H3y4acMoOro

Mmarepuaa;

3. Te3upoBanue — JIAKOHUYHOE BOCIPOM3BEICHHUE
OCHOBHBIX YTBEP)KICHUI aBTOpa 0€3 mpuBiIeueHus (PakTUIecKoro
Marepuaa;

4. [lutupoBaHue — AOCIOBHOE BBINMCHIBAHUE M3 TEKCTA
BBIZICP)KEK, M3BJICUCHUH, HAanOoJIee CYIIECTBEHHO OTPaXKArOITUX
Ty WJIA UHYIO MBICJTh aBTODA;
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5. KoHcnekTupoBaHue — KpaTKOe€ M TOCJEI0BaTEIbHOE

U3JI0KEHUE COJEPKAHUS IPOUYUTAHHOTO.
KoHcnekT — cloXHbIH croco0 H3JI0KEHUS COJAEp)KaHUS KHHUTU
WIM CTaTbU B JIOTMYECKOM MOCIEN0BATENbHOCTH. KOHCIEKT
aKKyMyJIUpyeT B ceOe MpeablayIlue BUIbI 3alKCH, MO3BOJIET
BCECTOPOHHE OXBAaTUTh COJAEpPXKAaHWE KHUTH, cTaTbu. lloaTomy
YMEHHUE COCTaBIIATH IIJIaH, TE€3UCHI, JEJIaTh BBIINMCKA U IPYrue
3aIKMCH OIPEAEIISIET U TEXHOJIIOTHIO COCTaBIEHUS KOHCIIEKTA.

Metoauyeckue  peKOMEHJAlMM 10  COCTAaBJIEHHUIO
KOHCIIEKTa!

1. BHuMmaTenpHO NpPOYMTANWTE TEKCT. YTOUHUTE B
CIIPaBOYHOM JINTEpaType HENOHsATHBIE ciioBa. [Ipm 3amucu He
3a0y/bTe BEIHECTH CIIPABOYHBIC JAHHBIE HA MOJISI KOHCIIEKTA;

2. BeienuTe r71aBHOE, COCTaBbTE IJIaH;

3. KpaTko copmynupyiiTe OCHOBHBIE MTOJIOKEHHS TEKCTa,
OTMETHTE apryMEHTAIMIO aBTOPA;

4. 3aKOHCHEKTUPYHUTE Marepuall, YETKO CIIeAys IyHKTaM
maHa. [Ipy KOHCHIEKTUPOBaHUU CTapalTeCh BBIPA3UTH MBICIb
CBOMMHM CJIOBaMHM. 3allMCH CIEAYET BECTHU YETKO, SICHO.

5. 'pamoTHO 3anuceiBaiiTe HuTathl. LIuTHUpys, yuutsiBaiTe
JTAKOHUYHOCTh, 3HAYMMOCTb MBICIIH.

B TekcTe KOHCIEeKTa KeaaTeIbHO TPUBOIUTH HE TOIBKO TE3UCHBIE
MOJIOKEHUs, HO U MX JoKazarenbcTBa. [lpu odopmiienun
KOHCIIEKTa HEOOXOIMMO CTPEMHUTHCS K EMKOCTH KaXKIOoro
npeaioKeHus. MpICI aBTOpa KHUTH CIIEAyeT U3Jararb KpaTko,
3a00TsIChb O CTHJIE W BBIPA3UTEIBHOCTH HamucaHHoro. Ywucio
JOTIONTHUTEIBHBIX ~ 3JIEMEHTOB  KOHCIIEKTa  JIOJDKHO — OBITh
JIOTHYECKH OOOCHOBAHHBIM, 3aIUCH JIOJDKHBI paclpelensiThes B
ONPEACIICHHON MOCIEI0BATEIbHOCTH, OTBEUAIONIEH JIOTUHYECKOU
CTPYKType mnpousBeieHus. Jlisi yTOUHEHHMS] U JIOMOJIHEHHS
HEOOXOUMO OCTABIIATH MOJIS.

OBnaneHre HAaBBIKAMHU KOHCIIEKTUPOBAHUSI TpeOyeT OT CTyIEHTa
[EJICYCTPEMIICHHOCTH, MIOBCEHEBHON CaMOCTOSTENILHOM paOOTHI.

Hamucanne
KOHCIIEKTa JICKIUI

Hanucanne  kOHCIEKTa  JIEKIMH:  KPAaTKO, CXEMaTUYHO,
MOCIIEI0BATENHHO (PUKCUPOBATH OCHOBHBIC TIOJIOKEHUS, BBIBOIBI,
bopMymTUpOBKH, 0000IIEHUs; TIOMEYaTh BAXKHBIE MBICIH,
BBIICNIATh KJIIOUEBBIE CJIOBA, T€pMUHBI. [IpoBepka TEpMHUHOB,
MOHATUI C TOMOIIBIO SHIUKIIONEINN, CIIOBAPEN, CIIPABOYHUKOB C
BBIMICHIBAHUEM TOJKOBaHUM B TeTpadb. OO03HAUYUTH BOMPOCHI,
TEPMUHBI, MaT€pUaj, KOTOPBIA BBI3BIBAET TPYJAHOCTH, IOMETUTH U
MONBITAThCSI HAWTU OTBET B peKOMeHyeMoM autepatype. Ecnu
CaMOCTOSITENIbHO HE yJaeTcs pazobpaTbCsi B  Marepuale,
He0oOXoauMo chOPMYITUPOBATH BOIIPOC M 33/1aTh MPETIO1aBaTEIIO
Ha KOHCYJIbTAIINH, HA IPAKTUYECKOM 3aHATHH.
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ITonroroBka K
CEMUHAPCKUM
3aHSATUAM

CemuHap - BuA yueOHOro 3aHATHUA, TPU KOTOPOM B
pe3ynbTare MIpeaBapUTENbHON paboThl HaX MPOrpaMMHBIM
MaTepuajoM IMpernojaBaTesiss M CTYIEHTOB, B OOCTaHOBKE HX
HEMOCPEACTBEHHOTO M aKTUBHOI'O OOIIEHMS pPElIaloTCs 3ajaydu
MO3HABATEIILHOTO U BOCIUTATENBHOIO XapakTepa, hopMupyercs
MHUPOBO33pEHHUE, MIPUBUBAIOTCS METOA0JOTUYECKHE u
NpaKTUYECKHE HaBbIKM B  O0JacTH  JOKYMEHTOBEACHUS,
HEOOXOOUMBbIE s CTAHOBJIECHHUS  KBaJU(UIHMPOBAHHBIX
CHenuanucToB B coorBeTcTBum ¢ Tpeboanmsimu GI'OC BO mo
HAaIpaBJICHUIO IOJATOTOBKH «/{OKYMEHTOBEZICHUE U apXHUBOBEJICHUEY,
OakasaBpuar.

Leanb ceMUHAPOB: 3aKpEIJICHUE TEOPETUUECKUX 3HAHUM,
aKTUBH3AIM PabOTHI CTYICHTOB B XOJI€ U3YYCHHSI JUCIUILTAHBL,
pa3BUTHE HABBIKOB  CaMOCTOSITEJIbHOW  MCCIENOBATEIbCKOM
NeSTeIbHOCTH, YMEHHUsi pabdoTaTh C HAay4YHOM H yueOHOH
JTUTEPATypPOd, apryMEHTHUPOBAHO 0OOCHOBEIBATH CBOM PEIIICHUSI.

Ponb  cemmHapoB:  CTUMYNHMpPYIOT  BHHMMATEIIbHOE
OTHOILIEHUE CTYJEHTOB K JICKIMOHHOMY KypCY M peryjsipHOe
U3y4eHUE HMMHU JUTEparypbl Nmo aucuuiuinHe «OpraHuzanus
rOCYyIapCTBEHHBIX yupekIeHHil Poccum» 3akperuisitoT 3HaHus,
MOJIyYEHHBIE CTYIEHTaMH Ha JIEKIUAX U B XOJI€ CAMOCTOSTENbHOMN
paboThl Hax JIUTEpPATypoOH; pacCHIUPSIOT KPYyr 3HAHUW 1O

KOHKPETHOH  TeMe; MO3BOJISIIOT ~ CTYAGHTaM  IPOBEPUTH
MPaBWIBHOCTh paHee MOJIYYCHHBIX 3HAHUM, BBIWIEHUTh B HHUX
Hauboee, CYIIECTBEHHOE; MIPUBUBAIOT HaBbIKU

CaMOCTOSATENIFHOTO ~ MBINUICHHS, YCTHOTO BBICTYIUIGHUS IO
TEOPETHYECKHM BOIIPOCAM, OTTAUYMBAIOT MBICHb, IPUYYAIOT
CTYZICHTOB CBOOO/IHO OIIEpUPOBATH TEePMHHOJIOTHEH;
IPEIOCTABIISAIOT BO3MOKHOCTD NPEIIOABATENI0 CHCTEMATHICCKH
KOHTPOJIMPOBATh YPOBEHb CaAMOCTOSATENILHOW pabOTHl CTYJCHTOB
HaJ Y4eOHBIM MaTepuaioM, CTENEeHb MX BHHUMATEIbHOCTH Ha
JCKIHSIX.

OcHoBHBbIE (OpPMBI CEeMHHAPOB: pa3BepHyTas Oecena,
00CyXJIeHHUE BOIIPOCOB, CEMHUHAP-AMCIYT, KOMMEHTHPOBAaHHOE
YTEHUE, YNPAKHEHHs Ha CaMOCTOATENBHOCTb MBIIIICHHS,
NUCbMEHHAas (KOHTPOJIbHAS) paboTa, CEMHUHAP-KOJIIOKBUYM.

IToaroroBka k
MPaKTUYECKOMY
3aHATHIO

[IpopaboTka paboueil mporpamMmebl, yaemnsisi 0coboe BHUMAaHHE
HeasiM M 3a/ladaM, CTPYKTYpEe U COJEPKAHHUIO JIUCLMIUIMHBIL.
KoHcnektupoBaHue UCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JICKITUH,
MOATOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCaM, MPOCMOT]
pPEKOMEHTyeMOit JUTEPATYPHI, paborta c TEKCTOM.
[IpocnymmBanue ayauo- W BUJIICO3ANMCEW MO 3alaHHON TeMe,
perieHue pacueTHO-rpadUUECKUX 3aJlaHui, PEIICHHUE 3a/ad I10
AITOPUTMY U JIP.

NuauBunyanbHbIe

3HAKOMCTBO C OCHOBHOM W JIOMOJHUTEIBHOW JIUTEPATYpOH,
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3aIaHus

BKJIIOYAsl CIPABOYHBIC W3/IaHUsI, 3apyOeKHbIE HWCTOYHHUKH,
KOHCIIEKT OCHOBHBIX TIOJIO)KEHUH, TEPMHUHOB, CBEICHHM,
TPEOYIOMIHXCS JUISt 3aIIOMHUHAHUS U SBISIIOIIHAXCS
OCHOBOITOJIAralONIMMU B 3TOH TeMe. CocTaBiieHUe aHHOTAIIUH K
MIPOYUTAHHBIM JIUTEPATYPHBIM UCTOUYHUKAM H JIP.

Onpoc

Ompoc - 3TO CpeACTBO KOHTPOJS, OPraHM30BaHHOE Kak
crienanbHas Oecefa mpernogaBarelns ¢ 00yJaroIuMes Ha TEMBI,
CBA3AHHBIC C M3y4aeMOM [HCLUIUIMHOM, W pPacCUMTAHHOE Ha
BBISIBJICHHE O00BheMa 3HAHWUN O0YyYaroIIerocsi Mo OMpeeIeHHOMY
pazneny, Teme, mpobieme u T.. [Ipobremarrka, BEBIHOCHMAs Ha
OMpOC OMpefeNieHa B 3aJaHUSX I CaMOCTOSITENbHON paboThI
00yJaromerocs, a Takyke MOXET OMPEACIATHCS MPEToJaBaTelieM,
BEIYIINM CEMHHApPCKUE 3aHATHsA. Bo BpeMs mpoBeeHHs orpoca
oOyJaromuiicss JTOMKeH YMETh OOCYIUTh C TMpernojaBaTelieM
COOTBETCTBYIOIIYIO TPOOJIEMAaTHKY Ha YPOBHE JAHAIIOTA.

Texymmit
KOHTPOJIb
(KOHTPOJIBHBIN

cpes)

Opranm3yercss Kak OJJIeMEHT Y4YeOHOro 3aHsATHS B BHUJC
BBITIOJIHEHHST OOydJaronmuMucs OJloKka 3aJaHuil B MHChbMEHHOMN
dbopme 10 3aIaHHBIM TEMaM JUCITUTITHHBI

IToaroroBka x
3a4€Ty C OLIEHKOM

[Ipy moxaroroBke K 3a4€Ty C OICHKOH HEOOXOAMMO
OPHUEHTHPOBATHCS Ha KOHCITEKTBI JeKIui, padbouyro
nporpaMmy y4eOHOW JMCIUIUIMHBI, HOPMATUBHYIO, YIEOHYIO H
pekoMeHyemMyto Jutepatypy. OCHOBHOE B TOJITOTOBKE K 3a4ETy
C OIGHKOW 9TO TIOBTOPEHHE BCEro MaTepuaya y4eOHOU
TUCIUTIMHBI, TI0O KOTOPOMY HEoOXoauMo caaBaTh. Ilpum
MOATOTOBKE K caue 3a4€Ta ¢ OIIEHKON 00yJaromuiics Becb 00beM
paboThl  JODKEH  pachpeneiisaiTb pPaBHOMEPHO IO  JTHSIM,
OTBEJCHHBIM [JISl TIOJITOTOBKH, KOHTPOJIUPOBATHh KaKIbIH JICHb
BBITIOJTHEHHE HAMEUCHHON pa0OTHI.

8.3. Memoouueckue pekomenoayuu no nOO20MoEKe NUCLMEHHBIX padom
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Hoxmang

Jlokiianm — BHUA CAMOCTOSITETLHOW pabOThI, CIIOCOOCTBYET
(GOpPMHPOBAaHMIO  HABBIKOB  HCCIEAOBATEIbCKOW  paboTHI,
pacmmpsieT Mo3HaBaTeIbHBIE MHTEPECHI, MPUYYAET KPUTUUICCKU
MBICITUTb.

[MoaroroBka moKiIama MpeaycMaTpUBAaET CHUCTEMATHYECKYIO
paboTty 00yJaromuxcs, yMEHUE MOJIb30BAThCA PEKOMEHI0BaHHON
autepatypoil. OHa BKJIIOYAeT B CeOs CISAYIOUTNE ITAIBI:

- cocTaBJIsieTcs IJIaH JOoKJaja myTeM 00O0OIIeHUs U JJOTHYECKOrO
MOCTPOCHUS MaTepuana JI0KIaia;

- TOJIOUPAIOTCS OCHOBHBIC HCTOYHUKH UH(OpMAIINU;
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- CHCTEMaTU3UPYIOTCS TOJyYCHHBIE CBEICHHS IyTEM H3y4CHUS
HanOosiee BaXHBIX HAYYHBIX pabOT MO JAaHHOH TeMe, MepeucHb
KOTOPBIX, BO3MOKHO, JTA€T CaM TIPETIO1aBaTelNb;

- JenaloTcs BBIBOABI W 0000IIEHMS B pe3yibTare aHalu3a
M3y4eHHOTO MaTrepuala, BBIICICHHS HauOojee 3HAYUMBIX IS
pacKkpbITUs  TeMbl  JOKJana  (akToB, MHEHMHA  pa3HBIX
HCCIIeq0BaTENCH.

[TocTpoenue noknanga, Kak v 11000 Apyroi HAy4IHOU pabOTHI,
TPAaAMLIMOHHO BKJIIOYAeT TPU YaCTU: BCTYIUICHHWE, OCHOBHYIO
YacTh MW 3aKiiodeHue. Bo  BerymieHun — 0003Havaercs
aKTYaJIbHOCTh HCCIIElyeMOH B JOKJIaJe TEMbI, YCTaHABINBACTCS
JIOTHYECKasi CBA3b €€ C JPYrMMH TeMaMu. B 3akimouyeHun
(GOpMyIHpYIOTCS  BBIBOIBI, JENAIOTCA  HPEAJIOKCHUS |
MOTYEPKUBACTCS 3HAYCHNUE PACCMOTPEHHOMN MPOOIEMBI.

Pedepar

Pedepar — 3TO CaMOCTOSITeIIbHAS y4eOHO-
ucclieioBaTeNbCckasi  pabora  oOydaromierocs, IJ€ aBTOP
packpbiBaeT CyTb  HCCleIyeMOW  MpoOJeMbl, TMPUBOAUT
pa3IUYHbIC TOYKH 3PEHUS, a TAK)KE COOCTBEHHBIE B3ITISbI Ha HEe.
Copep:xanue mMaTepuana JOHKHO ObITh JOTHYHBIM, H3JI0KEHUE
MaTepHala JI0JHKHO HOCUTh MTPOOJIEMHO-TIOMCKOBBIHM XapakTep.

Br1i6op Tembl pedepaTa OCYHIECTBISETCS OOydYalOMMUMCS HE
MEHee YeM 3a JIBE HEJIENH JI0 TUIAHUPYEMOT0 OKOHYAHHUsSI pabOoThI.
Tematuka pedepaTroB HOBOIUTCA 1O CBEICHHS OOyYarOIIMXCS
BEAYIIUM TPEnoaBaTeseM.

[TpumepHbIe ATarlbl paboThI Ha pedepatom:
¢dopmynupoBaHue TeMbl (TeMa JOJDKHA OBITh aKTyaJbHOH,
OPUTHUHAJILHOM M HWHTEPECHOW IO COJAEpkKaHUI0); TMOAOOp H
M3yuyeHHEe OCHOBHBIX HMCTOYHMKOB MO TeMe (KaK MpaBMIIO, HE
MeHee 7); coctaBieHue Oubmmorpaduu; oOpaboTka W
cucreMaruzanus uHpopManuy; pa3padoTKa IUIaHa; HaluCaHHe
pedepara; BO3MOXKHO MyOJIMYHOE BBICTYIUIEHHE C pPe3yJIbTaTaMU
UCCIIeIoBaHMsI (HAa CeMUHape, Ha IMPaKTHYECKOM 3aHATHH, Ha
CTYJICHYECKOW  Hay4YHO-TIPAKTHUUYECKOW  KOH(EpEHIMH, Ha
KOHCYJIbTaIUN).

Pedepart nomken oTpaxaTh: 3HaHHE COBPEMEHHOTO COCTOSTHUS
npo6nemMbl; 000CHOBaHHME BBHIOPAHHON TEMBI; HCIOJIb30BAHUE
U3BECTHBIX pE3yNbTaTOB U (DAKTOB; TMOJIHOTY LHUTHUPYEMOM
JUTEpaTyphbl, CCHUIKM Ha pabOThl YYEHBIX, 3aHUMAIOIIUXCS
JAHHOW MPOOJIEeMOM; aKTyaJlbHOCTh TOCTABJIICHHOW IPOOJIEMBI,
MaTepHual, MOATBEPXAAOUMI HaydHoe, MO0 NPaKTUYECKOE
3HaYEHHUE B HACTOSIIIEE BPEMSI.

Pexomennyemprii  oobem  pedepara  10-15  crpanun
KOMITHIOTEPHOTO (MAIIMHOMMUCHOTO) TEKCTA.

KonTtponbHas padota

KonTtponbHast paboTa — OpUrnHaIbHOE COYMHEHUE HEOOIBIIOTO
pa3Mepa, B KOTOPOM H3JIaraloTcsi KOHKPETHBIE Ppe3yIbTaThl
n3yudeHust 00y4yaeMbIM JUCHUIUIMHEI (pe3yabTaThl COOCTBEHHOTO
WCCIEAOBaHUS IO KOHKpPETHOM Teme). B xome HamucaHus
KOHTPOJILHOM paloThl 00y4aeMblii MpPHOOpETaeT HaBBIKU
CaMOCTOSATEIIbHON pabOThl C HAYYHOU, yUeOHOUW U CIIeHAIbHON
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JUTEPATypOH, YUUTCS aHAIM3UPOBATh MCTOYHHKH U TPAMOTHO
u3JlaraTb CBOM MBbICIH. BBINOIHEHHE KOHTPOJIBbHON paboTh
BKJIIOYAET PAJ] 3TAIOB:

— BBIOOp TEMBI U MMOJ00P HAYYHBIX HCTOYHUKOB;

— W3y4YeHWEe HAy4YHOH JMTepaTyphl, aHAIU3 U 0000IIeHHE

MaTepUasIoB Mo MpobdieMe UCCIeI0BaHNUS;

— (opmynupoBaHHEe OCHOBHBIX MOJIOKEHUH U BBIBOJIOB;

— o¢opmIIeHHE KOHTPOJILHON PAOOTHI.
OdopmiieHne sBIsETCS 3aBEPLIAIOIIAM 3TAllOM KOHTPOJIbHOM
pabotel. Be1OOp TeMbl M TOJ00p HMCTOYHUKOB JIOJDKEH OBITh
COTJIACOBaH C HAYYHBIM PYKOBOJHUTEIEM, BeyIIUM npeamet. Ha
OCHOBE COOpaHHOrO MaTepuaiga yTOYHSIETCS CTPYKTYpa,
coZiep)kaHue U 00BeM KOHTPOJIbHOM paboThl. TexHHueckue
TpeboBaHus K padote: o0bem 10-12 cTpanuI] MaTMHOMCHOTO
TEKCTa, OTIe4YaTaHHoro uepe3 1,5 mHTepBana. KoHTposbHas
paboTta JOMKHA WMETh: TUTYJIBHBIA JIHCT, COJEPIKAIIHA:
Ha3zBaHue pabotel, @.J.0. aBTOpa U HAYYHOTO PYKOBOJIUTEII,
Ha3BaHue (akynbTeTa, Kypca, ToJl M MECTO HalHUCaHus,
coZiep)KaHuEe Ha OTIENbHOM CTpaHHWIle, HyMEpalHuio CTPaHUI.
Cmpykmypa KOHmMpOIbHOU pabomvl 6KIYaem: 3arojloBOK,
BBE/ICHHE, OCHOBHYIO YacThb (U3JI0)KEHHE JIBYX BOIIPOCOB),
3aKJIIOYEHHE, CIOUCOK HCMOJb30BaHHBIX HCTOYHUKOB U
JUTEPATYpHI.
3aroyioBOK (HAa3BaHUE) OTPAKAET TEMY MAHHOI'O COYMHEHUS U
COOTBETCTBYET COZIepP)KaHUI0. BBeienue (BBOIHAS YacTh) IOJIKHO
OBITH KpaTKUM U TOYHBIM. B HeM 000CHOBBIBaeTCS BBIOOP TEMBI,
dopmymnupyercs 11enb padoTel. OCHOBHAS YacTh JSTUTCS HA II1aBbI
B COOTBETCTBUMU C 3amadyaMu paboThl. JlaeTcs ompeneneHue
MOHSTHUSIM UCCIIETYyEeMbIX SBJICHHUI U MPOLIECCOB, PACKPHIBAIOTCS
WX CYITHOCTh M 0cCOOeHHOCTH. B HEOombIION paboTe YacTh MOTyT
HE BBIJENATh, HO Ka)/1asi HOBasi MbICIb OGOpPMIISIETCSI B HOBBIN
a63arl. 3akiroueHre uMeeT (GopMy BBIBOJOB, COOTBETCTBYIOIIUX
JTanam McciaenoBaHus, Wik (opMy pe3rome.

9. MIEPEUEHb MH®OPMAIIMOHHBIX TEXHOJIOT M.

[Ipu u3yyeHHH IUCHMIUIMHBI OOYYAIOMIMMUCS HCHOJB3YIOTCS Cilenylolue WH(POpMaIMOHHbIE
TEXHOJIOTHH:

-ayIMOBU3YyaJbHOE TPEACTABICHUE OOYYaIOUIMMCA C TOMOIIbI0 KOMIIBIOTEPA COJCpKAHUS
OTJEJIbHBIX TEM JUCLUILINHBI HA JEKIIMOHHBIX 3aHATHIX;

-TIpeI0CTaBICHUE 00YUaIOIUMCS JOCTYIa K y4eOHOMY IUTaHy, pabodeil mporpaMme JUCHUTUTHHBL
B DJICKTPOHHOU (hopMe, K IJIEKTPOHHO-OMOIMOTEYHOM CHCTEME HHCTUTYTA, COIepIKaliel yueOHo-
METOAMYECKHE MaTepHalibl 10 TUCHMIUIMHE B HJIEKTPOHHOM Qopme, K MHPOPMALMOHHBIM
CIPAaBOYHBIM CHUCTEMAaM, KOTOpBIE HCIIOJB3YETCS IPH OCYIIECTBIEHUH OOPa30BaTEIbHOTO
npolecca 1Mo JUCIHMIUIMHE, MOCPEACTBOM 3JIEKTPOHHONW HH(POPMALMOHHO-00pa30BaTEIbHOM
cpedbl MHCTUTYyTa M3 JI000H TOYKM, B KOTOPOH MMeeTcsl AOCTYH K WH(pOPMALUOHHO-
TEJICKOMMYHUKALIMOHHOU ceTu «HTepHEeT;

-pukcanua xoma oOpa3oBaTENBHOrO Ipoliecca MO TUCHMIUIMHE IOCPEICTBOM 3JIEKTPOHHOU
UH(POPMALIMOHHO-00pa30BaTENbHOM CpeIbl HHCTUTYTA,;



-popMUpOBaHUE DIIEKTPOHHOTO TOPTHOINO OOYdJaIOMIErocss IO MUCHUIUIMHE MOCPEACTBOM
AJIEKTPOHHON MHPOPMAIIMOHHO-00Pa30BaTEIBHOM CPEbl HHCTUTYTA.
[Ipu ocymecTBieHnn 00pa30BaTENLHOTO Mpoliecca MO JAUCIUILTUHE UCTIOIB3YeTCs CIEAYoIee
JMIIEH3UOHHOE MPOrpaMMHOE 00ecIIeYeHuE:!
Word, Excel, Power Point;
Adobe Photoshop;
Adobe Premiere;
Power DVD;
Media Player Classic.
Hoctyn B ObC:
e DObC IO-paiit
3BC JIAHb
3BC IPR Media
3BC PYKOHT
OBC Hekcmenua (YHuBepcuTeTcKast OMOIMOTEKa OHJIAMH)

10. ONMCAHUE MATEPHUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM 114
OCYHIECTBJIEHUS OBPA3OBATEJIBHOI'O NPOLECCA IO JUCHUIIJIMHE

HaumeHnoBanne 000py10BaHHBIX Y4€OHBIX KAOMHETOB, 0OBEKTOB
ISl TIPOBE/ICHUSI TPAKTHUECKHUX 3aHATHI C IEPEYHEM OCHOBHOTO

Bun yueOHBIX 3aHATHIA 110

JVCIIATUTHHE
000pyIOBaHUs U IPOTPAMMHOTO 00ECTICUCHUS

3ausaTusg JICKOUOHHOT'O IToTounas ayauTopus, OCHAaIICHHAas MMPOCKIIMOHHBIM

THTIA 000opyI0BaHUEM

CamocrosarenbHas pabora |OcHamEHHAs MEPCOHATBHBIMU KOMIIBIOTEPAMHU, HMEIOIIUMHU

CTY/ICHTOB BBIXOl B  HMH(DOPMAIMOHHO-TEIIEKOMMYHHKAIIMOHHYIO  CETh

«lHTEepHET»,  CNELMAIU3UPOBAHHBIX  KJIACCOB,  OCHOBHBIE
U3MEpUTENbHbIE  YCTAaHOBKM W O0OpYyAOBaHHWE, CTEHBI,
TEXHUYECKHE CPeJCTBAa 00ydeHus U mp. B coorBeTcTBUU ¢ PI'OC
BO u OIIOII BO)

11. O0ecnieueHne 00pa30BaTEJIbHOIO MPOIECCA IJIS JIUI] C OTPAHNYEHHBIMU BO3MOKHOCTAMU
310pPOBbSI M HHBAJIUAOB (IpH HaTu4Yun(

B xome peanuzauuMy OUCUMIUIMHBI HCIOJB3YIOTCA CIEAYIONIME JOMOJHUTEIBHBIE METO]IbI
00y4eHHs, TEKYILIEro KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOYHOM aTTecTalliy o0y4yaroumxcs B
3aBUCHUMOCTH OT UX WHIUBUAYAIBHBIX OCOOEHHOCTEH:

o JUISL CJICTIBIX U CITa0OBUIAIINX:
- JTIeKIMU 0(hOPMIISIOTCS B BUZE DJIEKTPOHHOTO TJOKYMEHTA, JOCTYITHOTO C TOMOILBIO KOMITBIOTEPA
CO CHELMATU3UPOBAHHBIM IPOrPAMMHBIM 00€CTIEUeHHEM;
- MUCbMEHHBIE 3a/1aHUS BBIIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIIELUATIN3UPOBAHHBIM IPOrPaMMHBIM
o0ecreyeHneM, UM MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;
- obecrieuynBaeTCs MHAUBHUIyalIbHOE paBHOMEpHOE ocBerieHne He meree 300 Jrokc;
- 17151 BBITIOJIHEHUS 3aJaHUs IPH HEOOXOTMMOCTH IPEAOCTABIIAETCS YBEIMUUBAOIIEE YCTPONUCTBO;
BO3MOYKHO TaK)Ke MCIIOJIb30BaHUE COOCTBEHHBIX YBEITMUMBAIOIINX YCTPOUCTB;
- IUCbMEHHBIE 33JaHUsI OPOPMIISIOTCS YBEJIIMYEHHBIM HIPUDTOM;
- 9K3aMEH M 3a4€T MPOBOJATCA B YCTHOM (hOopMe WM BBIMOJHAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.

o JUISL TITYXHUX ¥ cIa00CTBIIIAIIHX:
- Jekuuu O(GOPMIAIOTCS B BHJAE DSJCKTPOHHOTO JOKYMEHTa, JMOO MpenocTaBiseTcs
3BYKOYCHJIMBAIOIAs alapaTrypa HHAUBUAYAIBHOTO MOJIb30BaHUS;
- IMCbMEHHBIE 33aJJaHMsI BBIMOIHAIOTCS Ha KOMIIBIOTEpPE B MUCBbMEHHOH (popme;



- 9K3aMEH U 3a4€T MPOBOISITCS B MUCHMEHHON (DOpME Ha KOMITHIOTEPE; BOZMOKHO MTPOBE/ICHUE B
dbopme TecTUpOBaHUS.

o JUTSL TUT] C HAPYIICHUSIME OMTOPHO-IBUTATEIILHOTO aIlapara:

- AeKuu 0(OPMIISIOTCS B BUJIE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TOMOIIBIO0 KOMIIbIOTEPA
CO CIEIUATM3UPOBAHHBIM ITPOTPAMMHEIM 00ECTICUCHUEM;

- MMUCbMEHHBIE 33/1aHUS BBITIOJHAIOTCA Ha KOMIIBIOTEPE CO CTIEHUATN3UPOBAHHBIM MPOTPAMMHBIM
oOecreucHuEM;

- DK3aMEH M 3a4€T MPOBOJATCS B YCTHOW (popMe WM BBINOJHSIOTCS B MUCbMEHHOH (opMe Ha
KOMIIBIOTEPE.

[Tpu HEe0OXOAMMOCTH MpeIyCMaTPUBAETCS yBEIMYEHHE BPEMEHH JIJIsl TIOJTOTOBKU OTBETA.
[Ipouenypa mpoBeAcHHS] MPOMEKYTOYHON aTTECTALUU I OOYYAIOIIUXCS YCTAaHABIMBACTCS C
y4€TOM HMX HHAMBHAYaAJbHBIX Ncuxopuznueckux ocoOeHHocTed. [IpomexyTounas arrecranus
MO>KET TIPOBOJIUTHCS B HECKOJIBKO JTAIOB.

[Ipu mnpoBeneHWH NPOLEAYPHl OLEHUBAHUS pPE3YyJIbTAaTOB OOYYEHUs IpeaycMaTpuBaeTcs
UCIIONIb30BAaHNE TEXHUYECKUX CPEACTB, HEOOXOMUMBIX B CBS3UM C HHIUBUIYaTbHBIMU
0COOEHHOCTSIMU 00yYaroIuXcs. ITH CPeJICTBA MOTYT ObITh ITPEIOCTABIIEHbl YHUBEPCUTETOM, HIIN
MOTYT HCIOJIb30BAaThCS COOCTBEHHBIE TEXHUYECKHE CPENICTBA.

[IpoBenenmne mporueaypbl OLIEHUBAHUS PE3YJIbTaTOB OOYyUEHHUs JOIYCKAETCsl ¢ MCIOJIb30BaHUEM
JTUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHUH.

ObecneunBaeTcss AOCTYN K HMH(OpPMAIMOHHBIM M OuOnHorpadguueckuM pecypcam B CETH
WuTepHer s kaxkaoro oOywaromierocssi B ¢GopMax, aJalnTHPOBAHHBIX K OTPAHUYECHUSIM MX
3I0POBbS U BOCTIPUSATHSI HH(POPMAITUH:

o JUTSL CTIETIBIX M CTTa00BUISIINX
- B Ie4aTHOU (popMe YBEIIMYEHHBIM MIPUPTOM;

- B popMe 3JEKTPOHHOTO TIOKYMEHTA;
- B popme ayamnodaiina.

o JUISI TITYXHX U cITab0CbIIIaNnX

- B IeyaTtHou opme;
- B opMe 3IEKTPOHHOTO IOKYMEHTA.

o JUTsl 00YYaroIIUXCS C HAPYLIEHUSIMU OIOPHO-/IBUTaTeNIbHOTO afrmapara:

- B IeyatHou popme;
- B opMe SIEKTPOHHOTO TIOKYMEHTA;
- B popme ayaunodaiina.

Y4eOHbIe ayAUTOPHH 711 BCEX BUJIOB KOHTAKTHON M CAaMOCTOSITENILHOM paOOThI, HAy4IHAS
OMOJIMOTEKa W WHBIC TIOMEIICHHsS Ui OOYYEHHUs OCHAIICHBI CIIEIUATBHBIM O00O0pYJOBAaHUEM W
y4eOHBIMUA MECTaMH C TEXHHYECKUMHU CPEJICTBAMU O0yUCHUS:

o JUTSL CTIETIBIX M CTTa00BUISIINX

- YCTPOMCTBOM ISl CKaHUpOBaHUs U yTeHusa ¢ kamepoit SARA CE;
- nuctieeM bpaitnsg PAC Mate 20;
- npuHTepoM bpaiinsg EmBraille ViewPlus;
o JUTSI TITYXHX U CIIa00CITBIIIANINX
- ABTOMATH3UPOBAaHHBIM pa0OYUM MECTOM JJis JIIOJeH ¢ HapylmIeHHEM CciyXxa |
CJIa0O0CIBIIIAIINX;
- aKyCTUYECKUH YCHUIIUTENh U KOJIOHKHU;
o JUTsl 00YYaroIIUXCS C HAPYLIEHUSIMU OIOPHO-/IBUTaTeNIbHOTO afrmapara:
- IEPEABUKHBIMU, PETYIIUPYEMBIMU dproHoMudeckumu napramu CHU-1;
- KOMITBIOTEPHOU TEXHUKOU CO CTIeUaTbHBIM MTPOrPAMMHBIM 00€CTICYCHUEM.

CocraBuTtenb(un):
Kanouoam norumuueckux nayx, ooyenm, /[yoposa O.A.



Cranaaprusanus VpaBJeHUs TOKYMEHTAMU
46.03.02. lokyMeHTOBeIeHHE U APXHBOBEICHHE
JJIEKTPOHHLIA APXUB

Llenp AUCIUILINMHEI:
U3YYCHHUE TEOPETUUECKUX MPOOIIEM U MPUKIIAJIHBIX ACTIEKTOB HAIIMOHAIBHON U MEXKIYHAPOIHOU

cranaaptuzauuu JIOY u apxuBHOro jAena.

3agaun:

W3YYCHHE OpraHm3aluu craHgaptuzammu B P®, knaccudukamum CcTaHIapToOB,
yupexJeHul, pazpadaThIBalOIIUX CTaHIAPThI, OCHOBHBIX MOHSATUH, UCIOJIB3YEMBIX MPHU
npoBeieHuH paboT nmo crannapruzanuu chepsl JJOY u apxuBHOTO /1e1a;

n3ydeHue ucrtopuu cranaaptusanuu OV u apxusHoro nena B PO u 3a pyGexom;
U3Yy4YE€HHE HOPMAaTUBHO-IIPaBOBBIX OCHOB cTanaptuzauuu {0V u apxuBHoro nena;
u3ydeHue HMHGOPMAIMOHHBIX CHCTEM W OCHOBHBIX HH(OPMAIIMOHHBIX PECypCOB,
UCTIOJIB3YEMBIX TMPHU OpPTraHU3allMM U TMpoBeJeHUU paboT mo crangapruzamuu OV u
apXHUBHOIO JIENa;

M3Y4YEHUE CUCTEMbl 1 OCHOBHBIX TMOJIOKEHUI HALIMOHAIBHBIX U OTPACIEBBIX CTAHJIAPTOB,
perynupyoomux cepy apxuHoro nena B PO;

M3y4YEHUE BIUSHUS MEXKIYHAPOAHBIX CTAaHAAPTOB HA CTAaHAMPT3ALMIO apXUBHOTO Jiejia B
PO;

M3y4YEHHUE B3aUMOCBSI3HM CTAHIAPTOB U HOPMATUBHBIX JOKYMEHTOB, POJIM CTAHJAPTOB B
HOpMaTuBO-MeToanueckoit 6aze J1I0Y u apxuBHoro nena B PO.

JucnurnnuHa (Mo0y/ib) HanpaBieHa Ha (OPMHUPOBAHUE CIISTYIOMNUX KOMITCTCHITHN:

Ilnanupyemsbie  pe3yJbTaTbl  O0y4YeHHMsl IO

dopmMupyemblie
KOMIIeTeHIIH T

Nuaukaropsl
KOMIIETEeHII Ui

JUCHUILJINHE, XapakTepusymouime TaNbI

¢dopmMupoBaHusE KOMIIETEH U

IK-1 CnocoOHOCTH
MPUMEHSTh HAYYHO-
METOIUYECKHE OCHOBBI
JIOKYMEHTOBEICHUS U
apXHBOBE/ICHUS B
npodeccruoHaTEHOM

chepe

TIK-1.1 3HaeT npuHLMIIBI
Y Hay4YHbIE METOJIBI
OopraHu3aIliy XpaHCeHNUS,
KOMIUIEKTOBAHHS, yIeTa U
WCTIOJIb30BaHUs apXUBHBIX
JIOKyMEHTOB Ha
Pa3ITUYHBIX HOCHTEIISIX

3HaTh:
MOJIOXKEHUS MEXIYHAPOIHbIX,
CTaHAaPTOB, PETIAMEHTHPYIOIIHNX

XpaHCHNE apXUBHBIX JOKYMCHTOB Ha PA3JIMYHBIX HOCUTECIIAX

nH(POpPMaIH, OCHOBHBIC HANIPABIIEHUS pabOThI
apXWBOB U ApXUBHBIC TEXHOJIOTHH; BIUSIHAE OCHOBHBIX
TEHACHINH

Pa3BHUTHS apXHUBHOTO JieJia Ha €ro
CTaHJApTHU3AIIHIO;

HCTOPUIO U ONBIT CTAaHIAPTU3ALUN

ApXUBHOTO JIeia 3a pyOexKoMm;

3aKOHOJIATEIILHYI0 ¥ HOPMAaTHBHO-METOJMYECKYIO a3y,
PerIaMEeHTHP YOO MPOIIECC

cragaaptuzanuu B JJOY u apxuBHOM Jene,

POJTb MEXTYHAPOIHBIX,

HAITMOHAJILHBIX M OTPACIIEBBIX

CTaHAapTOB B perilaMeHTAINH

apXWBHOTO JIeNa;

IMOJI0’KEHNS HAIIMOHAJIBHBIX 1

OTpacieBBIX CTAHIAPTOB,

PErIaMEeHTHPYIOIIUX XPaHCHUE

APXUBHBIX JOKYMEHTOB HA PA3JIMYHBIX HOCHUTEIIAX
UH(POPMALIUHU, OCHOBHEIC

HaInpaBJICHUS paOOTHI APXUBOB U

APXHUBHBIC TCXHOJIOTUH;

BJIMSIHAE OCHOBHBIX TEHICHIMI

pa3BHUTHS apXHUBHOTO JieJia Ha €ro




CTaHJApTH3AIIUIO;
JIEACTBYIOIINE TIPABUIIA

OpTaHU3aINH XpaHCHNUS,

KOMIUIEKTOBaHUS, yUeTa U

WCTIONIb30BaHUS apXUBHBIX

JOKYMEHTOB H UX CBSI3b CO

CTaHIApTaMH B OOJIACTH apXUBHOTO

Jiena.

Ymers:

HCTIOJIB30BaTh OCHOBBI MIPABOBBIX

3HAHUH NPU aHATN3E MEKIYHAPOIHBIX CTAHAPTOB B
APXUBHOM JIEJIC;

OpraHU30BBIBATH PAOOTY CITY:KOBI

JOKYMEHTAI[HOHHOTO 00eCTIeYeHHUS

YIpaBJICHUS U apXUBHOTO XpaHEHU JOKYMEHTOB Ha OCHOBE
MEXIyHapOJHBIX, HAITHOHATBHBIX 1

OTpAcIEeBBIX CTAHIAPTOB B APXHBHOM [IEJIE;
OCYILECTBIISATH AHAJIH3

CYIIECTBYIOIINX CTAHAAPTOB MPH

pa3paboTKe JIOKAIBHBIX HOPMATHBHBIX aKTOB,
PErJIaMEHTUPYIOIIUX XPAHCHUE apXUBHBIX IOKYMCHTOB B
OpraHU3aINK; BECTH HAYYHO-METOIUYECKYIO paboTy B
rOCyJIapCTBCHHBIX,

MYHUIUITATbHBIX apXUBaX M apXUBAaX OPraHU3alMi Ha OCHOBE
MEXXIyHapOJHBIX, HAIIHOHATBHBIX 1

OTpAacIeBBIX CTAHIAPTOB B APXHBHOM [IEJIE;

Baagers:

HaBBIKAMU HCIIOB30BAHAS

KOMIIBIOTEPHOI TEXHUKU M HH(OPMAIIMOHHBIX TEXHOJIOTHH,
OCHOBHBIMH METOAAMH, CTIOCOOaMHU B CPEICTBAMHU
MOJYYCHUS, XPAHCHHUSI, IepepadOTKU HH(POpMAIUIY TIPU
MOUCKE CTaHIAPTOB, PErIaMEHTHPYIOLIUX

XpaHCHHE apXHUBHBIX JIOKYMEHTOB B

KOHKPETHOW OpraHu3allii, HABBIKAMH HCIIOJIb30BaHUS
MPaBOBBIX 0a3 IaHHBIX C IIETbIO UX IMOMCKA;

MpaBUJIAMHU OpPTraHU3AIMU BCEX

3TaroB paboTHI C JOKYMEHTA MH C IO HCIIOIB30BAHUS
HOPMATHBHBIX MIPOLEAYP NpH

BHE/IPCHHUH TIOJI0KEHUH CTaHIapTOB B

paboTy apXHUBOB OpTaHHU3AIHIA;

TPHUHIUIIAMU OpTaHU3aIHN

APXUBHBIX CIIY>KO M apXHUBHOTO

XpaHCHHS JOKYMCHTOB B

OpraHU3aIUsIX Ha OCHOBE

MEXKYHAPOIHBIX, HAITMOHAIBHBIX U

OTPACICBBIX CTAHIAPTOB B APXHUBHOM

Jienie.

dopma 00yueHust

ceMecTp

DopMa KOHTPOJIS

Ounas hopMa 00yUeHHS
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3a4éT C OLIEHKOH

OO01mast TpyA0€MKOCTh OCBOSHUS TUCHUTLINHBI (M00)/151) COCTABISAET 3 3aUeTHBIX €IMHHUIL




