JHenaprameHT 00pa30BaHUs X MOJIOACKHOMN MOTUTUKU
XaHTeI-MaHCHICKOTO aBTOHOMHOTO OKpyra - FOrpbl
BromkeTHOE yupexaeHre npodeccuoHaaIbHOro 00pa3oBaHus
«MexTypeUeHCKHI arpopOMBIIUICHHBIN KOJIIEIXK»

CormnacoBaHo VTBepKACHO

[Ipotokon 3aceqanms MC HupexTop Q/Q oo H.H. JIynuna
ot «31»asrycta 2015 1. Ne 8 Ipuxas ot «31» aBrycra 2015 1. Ne283-1

KOMILIEKT KOHTPOJIBHO-OHEHOYHBIX CPEACTB .
IIM. 02 OPTAHU3 AL APXUBHOU U CITPABOYHO-UH®OPMAIIMOHHOU
PABOTHBI I10 JOKYMEHTAM OPI'"AHU3AIINN

Kox cienuansHOCTH - 46.02.01
OKYMEHTAILMOHHOE 00ECIIEYEHUE YIIPABICHUS U

CrnenuanbHOCTD — Hoxy 1 yip

apXUBOBENICHUE
Cpok o0y4eHus - 2 rona 10 MmecsiieB

Crnemuanuct 110 OKYMEHTAIIMOHHOM obecrieueHus
Kpanudukanus - 1 HOKY 1 y

YIPaBJICHHS, ADXUBUCT
bazoBoe oOpazoBanue - OCHOBHOE 00111€€
[Nomyuaemoe oOpa3oBanme - cpenHee TmpodeccHoHaIbHOE C IOJYYEHHUEM CpEIHEro

(mosHOTO) 00I1IIEro 00pa3oBaHUs

ri. Mexnypedenckuii, 2015 .



I. ITacnmopT KOMIJIEKTa KOHTPOJIbHO-OLIEHOYHBIX CPEACTB

1.1. KoMI1eKT KOHTPOJIbHO-OLEHOYHBIX CPEICTB NMPeIHA3HAYEH [IJI OLEHKH Pe3yJbTaTOB
ocBoennsi IIM.02 Opranu3anusi apXUMBHOI M CNIPABOYHO-UH(OPMANUMOHHOH PadOTHI 1O
AOKYMEHTAM OpPraHu3auuu

B pe3ynbTare olleHKH OCYILECTBISIETCS IPOBEPKA:

Tabymma 1
O0BbeKTbI IHoka3zarenu Kpurepun Tun ®opma
OLlCHHBAHNS 3a/laHusl | NMPOMEKYTOYHOI
; aTrecTamuu
Ne (B COOTBETCTBHH C
3aJaHus Y4eOHbIM
11J1aHOM)2
I1.1. 3nate coctaB | K.1. Ymetn
u coJiep)KaHue [BEIOpaTh
HOPMAaTUBHBIXHEO0X O TUMBIN
MIPaBOBBIX Y HOPMATHBHBII
IIK 2.1. HOPMAaTHBHO- IIPaBOBO,
Ocy1ecTBiATH METOJIUYECKUX HOPMAaTHBHO-
IKCIEPTUY aKTOB, METOINYECKUH
[EHHOCTH ONPEICIISIOIINX aKT, [1P-1,
JIOKYMEHTOB B MOPSIAOK ONPEAEIISIOIINI I1P-2,
COOTBETCTBHUH C AKCIIEPTU3BI MTOPSIIOK I1P-3,
JIEACTBYIOIIUMH LEHHOCTH BBIIIOJTHEHUS [1P-4
3aKkoHOAATeNnbHBIM | oKymMeHTOB (DLI/1) | moboro JTamna
1 aKTaMH | I1.2. 3nmate cocrag DIJ]
HOpMaTHUBaMHU. u conepxanue K.2. YMerh
DK3aMeH
HOpPMaTHUBOB BBIOpaTh
KBaJTU(DUKAITHOHHBI
BpEMEHHU Ha pabOThI | HEOOXOIUMBII
i
B c(hepe apXMBHOTO | HOPMATHUB
nena B PO
I1.1. 3nate cocrag K.1 Bnaners
u coJiepKaHue 3HAHUSIMHU 0
CUCTEM PBIHKE
aBTOMaTHU3AINHU MpeJiaraeMbIX
IIK 2.2. Bectn apXMBHOTO J€JIa CUCTEM
paboty B cucremax | I1.2. BnaneTty aBTOMaTH3aMN
3JE€KTPOHHOTO 3HAHUSMU Qg TOKYMEHTOO0OpOT [1P-5
JOKYMEHTOOOOPOT | KPUTEPHUSM BhIOOpa | a | apXUBHOTQ
a. ONTUMAJILHOM Jiena.
CHCTEM K.2 YMeth
aBTOMAaTHU3aIuU BBIOpaTh
ApXHUBHOTO JIeJa ONTUMATHHYIO
I1.3. YMeTb aBTOMaTU3UpPOBaH
©EYHIEETBIISTh -HYIO CUCTEMY,
byHKIIUN 0| COOTBETCTBYIO-




OpraHu3aIu 113% %0 chepe
APXUBHOTO JIeSTCIIbHOCTH,
XpaHEeHUs o0beMy  paboThI
JIOKYMEHTOB c| opranuzanuu
nmomompro  cucreM| K.3 3HaTh
aBTOMAaTHU3aIlUU MOPSIOK  paboTHI
aApXUBHOTO JeJia H BHECCHHUS
JIAHHBIX B
aBTOMAaTU3HPOBaH
-HYIO CUCTEMY
CHUCTEMY
II.1. 3mate cocran| K.1. YMmetn
u coJiepKaHue| ONpeIenuTh
KkiaccudukaropoB, | kiaccudukarop,
HEOOXOAMMBIX  JUIsl| HEOOXOIMMBII
OopraHu3aIu IS
I1P-6
[IK 2.3. XpaHEHUs OCYLIECTBIICHUS
I1P-7
Pa3pabarbiBaTh 1 | JOKYMEHTOB. byHKIUI apxuBa
I1P-8
BECTU I1.2. Vmets| K.2 YMmers
I1P-9
KJ1IacCu(PUKaToOphl, | OpraHU30BaTh MIPUMEHSTH
I1P-10
Tabenu u Apyrue paboty 0| COOTBETCTBYIO-
I1P-11
CIIPAaBOYHHKH T10 COCTaBJICHUIO YO
I1P-12
JTOKyMEHTaM COOTBETCTBYIOIIUX | HOPMATUBHO-
I1P-25
OpTraHHU3aIIH. CIIPaBOYHHMKOB,  UX| METOJMYECKYIO
pa3paboTKy Ul TOKyMEHTAIHIO,
HCIIOJIb30BaHUE. ONPEIETSAIOIYIO
MOPSIIOK
IMOJITOTOBKHU
KJIAaCCU(UKATOPOB
IT.1. 3uate| K. 1. Bnagers
TIPUHITAITHI 3HAHUSIMHU O
parroHaIbHOTO HOPMAaTUBHBIX
pa3MelieHus TpeOOBaHUAX K
JIOKYMEHTOB B| parmoHansHOMY
apXuBe Pa3MeIeHHUIO
IIK 2.4.
I1.2. YMeTh| TOKYMEHTOB B
OO0ecneunBaTh I1P-13
OpraHU30BaTh apXuBe
IPUEM U I1P-14
paboty mo mpuemy | K.2. Bmagets
panroHaNbHOE I1P-15
n pa3MEIIeHHIO| 3HAHUSIMH O
pa3MelleHme I1P-16
JIOKYMEHTOB B| cocTaBe H
JIOKYMEHTOB B apxuBe coJiep:KaHUuU I1P-17




apxuse (B TOM
quclie I0OKYMEHTOB
110 IUYHOMY

COCTaBy).

JOKYMCHTOB I10

npuemy

JOKYMCHTAIlUU B

apXxuB,
CUCTEMATU3HP-
0BaTh
PUHUMAaEMBbIe
JIOKYMEHTHI B
apXUBOXPaHWINII

I1P-18

I1P-20

€ B 3aBUCHMOCTH
OT CPOKOB
XpaHEeHHUs,
HAa3HAYCHUA
JIOKYMEHTOB U
0coOCHHOCTEH
ITOMEILIEHMS.

[1K 2.5.

OOecrieynBaTh

y4er u

COXPaHHOCTh

JIOKYMEHTOB B
apXuBe.

I1.1. 3HaTe cocras,
coJiepKaHue
YUETHBIX
JIOKyMEHTOB B
apxuBe

I1.2. VYmMern
3aIIOJIHATH YYETHBIC
JTIOKYMEHTBI

K.1. Bnagers
3HAHUSAMH O
COCTaBe U
coJiep>KaHuU
YUETHBIX
JIOKYMEHTOB
apXxuBa.

K.2. 3narp
MOPSIIOK
3aIoJTHeHUs Tpad
YUETHBIX
JIOKYMEHTOB,
TpeOOBaHUS K
JTAHHBIM.

K.3. Ymeer

MPaBUIHHO
dhopMHupOBaTH,
MIO/IIIABATH U
0pOpMIISTH

€/IMHUIIBI
XpaHEHUsI.
K.4. Ymeer
OINpPEAEINTD
CTEMEHb
MOPAXKEHUS
apXUBHBIX
JIOKyMEHTOB
rpuOKOM U

I1P-21

I1P-22

I1P-23

I1P-24

I1P-26




BJIAJIEET
3HAHUSIMHU 110

JUKBUIALTUU
3apaKeHUU.
K.5. Ymeer
BOCCTAHABIIUBATh
MTOBPEKICHHBIE
JIOKYMEHTHI.
[IK 2.6. I.1. Bnaners| K.1. YMeTh
Opranu3oBbIBaTh | 3HAHUSIMHU 0| mo100paTh [1P-27
UCIIOJIb30BaHUE dbopMax u MeTo/IaX | HEOOXOAUMYIO I1P-28
ApPXHUBHBIX HCITOJIH30BaHUS bopmy I1P-29
JIOKyMEHTOB B apXUBHBIX MCII0JIb30BaHUs I1P-30
Hay4YHBIX, JIOKYMEHTOB JIOKYMEHTOB B I1P-31
CIIPABOYHBIX U I1.2. 3HaTh cocTas, | 3aBUCUMOCTH OT I1P-32
MPAKTUYECKHUX coJiep>kaHue U| CUTYalUU.
LEJAX. nocnenosarenbHocT | K.2.Ymers




b paboT 10| OpraHNu30BaTh
MCII0JIb30BaHUIO paboty 1o
ApPXHUBHBIX HCIIOJIb30BaHUIO
JIOKyMEHTOB apXHMBHBIX
I1.3. YMeTh| TOKYMEHTOB.
COCTAaBJIATh K.3. Biagets
OTIpeIeNICHHBIN BUJI | 3HAHUAMU O
UH(POPMALIMOHHOTO | COCTaBe
NPOAYKTa  apxuBal HEOOXOIUMBIX
1o uTOraM| peKBU3HUTOB, O
HCIIOJIb30BaHUS TpeOOBaHUIX K
aApXUBHBIX TEKCTY U
JIOKyMEHTOB 0(OpPMIICHHIO
UH(POPMALIMOHHBI
X TMPOJIYKTOB
apxuBa
K 2.7. IL.1. 3HaHue]
Ocy1iecTBISITh cocTaBa ul K.1. 3naTh coctaB
OpPraHHU3aI[MOHHO- | COAEpKaHUs paboT, | M coAepKaHHe
METOIUYECKOE COCTaBJISIOLIUX JIOKaJIbHBIX
PYKOBOJCTBO U OpPraHHU3aI[MOHHO- | HOPMATUBHBIX
KOHTPOJIb 3a METOIUYECKOE aKTOB 110
paboToii apxuBa PYKOBOJICTBO u| opraHu3anuu
OpraHM3ally U 3a | KOHTPOJIb  paboThl| pabOTHI apXUBa U
I1P-9
opranusaruei apxuBa JIEJIONPOU3BOJICTB
I1P-12
JIOKyMEHTOB B OpraHu3aluu ¥| a Ha IPEANPUATHA
I1P-15
JIEJIONPOU3BOACTBE | OpraHU3alluu K.2. Bnagets
I1P-19
JOKyMEHTOB B| 3HAHUSMH 110
I1P-20
JIEJIONPOU3BOJICTBE | OpraHU3aluu U
I1P-33
I1.2. YMenue| nposepke
OCYIIECTBIISATh OpraHu3aIuu
JIEHCTBHS 10| XpaHEHUs U
OpraHu3aIu 1| COXpaHHOCTHU
IIPOBEJICHUIO JIOKYMEHTOB B
KOHTpOJsL  paloThl| CTPYKTYPHBIX
apxuBa | MO/Ipa3IeJICHUAX
OpraHu3aIu OpraHu3aluy.

JIOKYMEHTOB.




1.2. Opranuszanmsi KOHTPOJIA U OLlEHNBAHUS

®opma
MPOMEKYTOYHOM
Opranu3anus KOHTPOJISA M OLCHUBAHUA
aTTecTaluu
KanuduxannoHHsbIit - HAKONMTEJbHAs CHUCTEMAa OLICHUBAHMS II0 pe3ylbTaTaM
JK3aMeH BBITTOJIHEHUS] KOHTPOJIBHBIX paboT 1o TeMam

- BbINOJHEHUE NPOEKMHO20 (Npakmuueckozo) 3adanus (utl) Ha
9K3aMeHe U

cobecedosanue no nopmeoauo OOKyMeHmos8 (XapakmepHo OJis
IK3AMeEHA

(keanugpuxkayuornroeo))

- KOHMpONb GbINOIHEHUs pabom nymem HAOIOOEHUs
oesmenbHOCMuU

obyuarowezocss Ha yueOHOU u/ umu NpPou3BO0CMEEHHOU NPAKmMuKe
u aumaiuza

OOKYMEHmMo8, NoOMEepAHCOAOUUX BbINOIHEHUE UM
COOMEEemMcmayuwux pabom

(xapaxkmepno 015 3auema no NPaKmuxe).

1.3. MaTepuaibHO-TeXHUYECKOe o0ecrieueHre KOHTPOJIbHO-0LEHOYHbIX MePONPUSITHI

O6opynoBanue  ydyeOHOro KaOMHETa apXWMBOBEAEHUs H  pabouux MecT Kabuhera
apxuBoBenenus: [IK, weroamueckne CcxeMmbl, TaONWIBI, MPOrpaMMHOE oOecreveHue
«APXHBHBIN (HOH».

TexHuUYeCcKHe cpeJcTBa 06V‘16HI/IHZ HK, IIPOCKTOP, HHTCPAKTUBHAA JOCKA.

O6opynoBaHue J1a00paTOPUU U pabounX MECT Jab0opaTopuu: JIpellb, CTAHOK JJISl MOAIINBKH
JIOKYMEHTOB, CTpYOIIMHA, OJIEeHEp, CKAJIbIIeNb, Jamiia Byaa, Uribl, M0, HOKHHUIIBL.

Peanuzanus npodeccuoHaabHOr0 MOAYIS IMPEANoyaraeT 00s3aTelbHYI0 MPOU3BOJICTBEHHYIO
MIPAKTHUKY.

O6ODVI[OB3.HI/IG U TEXHOJOTHYCCKOC OCHAIICHHEC pa6oqnx MCCT: IMPOU3BOACTBCHHAs IMPAKTHKaA
IMPOBOAWTCA B OpraHu3anudax, HaApPaBJICHUEC ACATCIbHOCTH KOTOPBIX COOTBETCTBYCT HpO(i)I/IJ'IIO
IIOATOTOBKHU o6yqafomnxc;1.




2. KoMILJIEKT OI[¢éHOYHBIX cpez[CTB3

2.1. KoMmieKT MaTepuaioB AJsl OlleHKH C()OPMHPOBAHHOCTH OOIIMX M NMPO(eCCHOHATBHBIX
KOMIIeTEeHIIUI M0 BUAY NPO(PecCHOHATILHOM AesiTeJIbHOCTH HA IK3aMeHe (KBAJIN(UKAITUOHHOM)
[1IM.02 Opranuzanus apxuBHOH U CIIPAaBOYHO-UH(POPMALIMOHHOMN pabOThI 1O TOKyMEHTaM
OpraHu3aluu

2.1. 3axanus IS IK3aMeHYyeMbIX

INPAKTUYECKOE 3AJAHHUE Ne 1

[lepeuncnuth ¥  OXapaKTepuU3OBaTh HOPMATUBHbIE TIPaBOBbIE AaKThl JAPYrux cdep
KU3HeAesITeIbHOCTH PD, MMEronux OTHOLIEHUE K apXUBHOMY JIEITY.

Ne ni/m HaumenoBanmue Kaxkum odpazom
HOPMATHBHOIO COOTHOCHTCS €
NPaBOBOI0 AKTAa opraHusanuei

apXMBHOIO /ieJIa
1. 2. 3.

Yci10BUA BLINOJHEHUSA 3aJaHUs
1. MakcumaipHOE BpPCM: BBIIIOJIHCHHA 3alaHUA: 45 MuH.

3.Pa3pemaercs ucnonb3zoBanue O3 «O6 apxuBHoM nene B Poccuiickoit @enepammm» Ne 125-
@3, 2004 1.

IHNPAKTUYECKOE 3AJJAHUE Ne 2

N3noxutk cocras u conepxkanue I'OCToB no apxuHomy neny B PO, 3anonuus tabnuiy

Ne i/t Hazeanue 'OCTa Kparkoe cogep:xanue
1. 2. 3.

YcioBuA BLINOJTHEHUS 3aJaHUAS

1. MakcuMaiabHOE BpeMsl BBIITOJIHEHUS 3aJaHus: 45 MUH.

3.Pa3zpemaercsa ucnonn3oBanne @3 «O6 apxuBHoM aene B Poccuiickoit @enepammm» Ne 125-
®3, 2004 r.

INPAKTUYECKOE 3AJJAHUE Ne 3

OHpeIIGJ'II/ITI) 3 MOPCIIIOKCHHBIX H€06XOI[I/IMI)IC HOpMAaTUuBBI BPEMCHU, HCO6XOI[I/IMI>IC npu
MMPOBEACHUH SKCIICPTHU3BI HCHHOCTU JOKYMCHTOB, 3alIOJIHUTDh Ta6J'II/II_[y

3
3anonHseTcs MyHKT (MIYHKTHI), COOTBETCTBYIOIINE pe3yabTaTaM (00BEKTaM) U TUIIAM
aTTECTAllNM, YKa3aHHbIM B pazzaene 1. OcTanbHble yIaIsStOTCS.



HaumenoBanue Homep n IHopsinok neicTBuii
HOPMATHBOB HAUMeHOBaHUe
CTATBUCTATHHU
1. 2. 3.

YcaoBus BINOJIHEHUS 32 1aHUSA
1. MakcumanbHO€E BpeMsl BbIIIOJIHEHMS 3a1aHus: 45 MUH.
2. Pa3periaeTcst HCIOIB30BAHUE CISAYIOIIUX UCTOUYHUKOB:
- @3 «O06 apxuBHOM geine B Poccuiickoit @eneparun» Ne 125-03, 2004 r.

- YKpymHEHHbIE HOPMBI BpEMEHHU Ha padOThI, BBHITIOIHSAEMbIC B OOBEIMHEHHBIX apXUBaX,
XPaHALMX JOKYMEHTHI M0 JUYHOMY COCTaBY YUPEXKJIEHUMN, OpPraHU3aliii, TPeITpPUsITHIA.
M., 1992.

- Hopwmbl BpemMeHu Ha paboOThl 1O aBTOMATH3UPOBAHHON apXWBHOW TEXHOJOTMH U
JOKYMEHTAI[MOHHOMY 00€CIIeYeHHI0 OpPraHoB ympasieHus. M., 1993.

- MexotpacieBble yKpyITHEHHbIE HOPMATHBBI BPEMEHH Ha PaOOTHI 110
JIOKYMEHTAIllMOHHOMY oOecliedeHuto ynpasienusa. Mocksa, 1994.

- MexotpacneBble YKpYIIHEHHbIE HOPMATUBbI BPEMEHH Ha PaOOTHI 1O
JOKYMEHTAllMOHHOMY ofOecrieueHuto ynpasieHus. Mocksa, 1995.

- Hopwmbl BpemeHn Ha pabOTHI 10 TOKYMEHTAIIMOHHOMY OOECIEUCHHUIO YIPaBICHYECKUX
CTPYKTYp (eaepabHbIX OPTraHOB UCIIOIHUTENbHON BiacTH. Mocksa, 2002.

- Hopwmsbl Bpemenu Ha paOOThI U YCIIYTH, BBIIOJIHSIEMBIE TOCYIaPCTBEHHBIMU apXHUBaMU
Pocapxus, BHUNJA/; M., 2007.

IMPAKTUYECKOE 3ATAHUE Ne 4
['pynmnbl kpuTEepueB 3KCIEPTU3bI HEHHOCTH TOKYMEHTOB: 3all0JHUTDH TaOIUILY:

Ne n/m HaumeHnoBanue XapakTepucTuka B kakux
rpynnsbl rpynmnbl cayyqasix
kputepues 1L kputepues 11 NPHUMEHSAeTCs
1. 2. 3. 4.

YcioBua BBINOJHEHUS 3aJaHUAS

1. MakcumanbHO€e BpeMsl BBIIIOJIHEHUS 3a/1aHus: 45 MUH.
2. Pa3periaeTcst HCHOIB30BAHUE CIEAYIOIIUX HCTOYHUKOB:
- @3 «O6 apxuBHOM Jeine B Poccuiickoit @eneparun» Ne 125-03, 2004 r.
- VKpyHHEHHblE HOPMBI BpeMEHHU Ha palOoThl, BHIMOIHAEMbIE B 00BEIMHEHHBIX apXHUBax,
XpaHALMX JOKYMEHTHI 110 JMYHOMY COCTaBY yUpEKJIE€HUHN, OpraHu3aluii, IpeJIpUsITHH.
M., 1992.



- Hopmbl BpemMeHu Ha paboThl MO aBTOMAaTU3UPOBAHHOW AapXWUBHOW TEXHOJOTUU H
JOKYMEHTAI[MOHHOMY 00eCIIeueHHIO OpraHoB ynpasieHus. M., 1993.

- MexoTpacieBble YKPYITHCHHBIE HOPMATHBBI BPEMEHH Ha PaOOTHI IO
JTOKYMEHTAIIMOHHOMY oOecIieueHuIo yrpasieHus. Mocksa, 1994.

- MexotpacieBble yKpyITHEHHbIE HOPMATHBEI BPEMEHH Ha PadOTHI 10
JOKYMEHTAIllMOHHOMY oOeclieueHuto ynpasieHnusa. Mocksa, 1995.

- Hopwmsl BpeMeHu Ha pabOTHI MO JOKYMEHTAIIHOHHOMY OOECIICUEHUIO YIPABICHYCCKUX
CTPYKTYp (eaepalibHbIX OPTaHOB UCIIOJIHUTENBHOM BiiacTu. Mocksa, 2002.

- Hopwmsbl BpeMeHM Ha pabOTHI M YCIIYTH, BBIMOJIHSACMBIC TOCYIAPCTBCHHBIMU apXHUBaMHU
Pocapxus, BHUMJA/; M., 2007.

INPAKTUYECKOE 3AJAHUE Ne 5

4.1. Yka3zarb KpuTepuu BbIOOpA CUCTEM AJIEKTPOHHOI'O JIOKYMEHTOOOOpOTa IPHU OpraHU3alUU
apXUBHOTO JIeJ1a Ha MPeIpUsTHH

Ne n/m Kputepun Boi6opa

1. 2.

4.2. TlonoOpatp agexBatHyro COJ] nns peanbHON opraHu3anuu (BBOJHBIC JAHHBIE NAIOTCA
MIPENOo/IaBaTEIIEM )

YciioBHA BLINOJHEHNS 3aaHUA

1. MakcuMaibHOE BpeMsl BBIITOJIHEHUS 3aJaHus: 45 MUH.

2.Pa3pemaercs ucnonszoBanue O3 «OO0 apxuBHOM 1nene B Poccuiickoit @enepammm» Ne 125-
@3, 2004 r., IIpaBmi opraHu3anMy XpaHEHHs, KOMILJIEKTOBaHMS, ydeTa M HMCIOJIb30BaHUS
NOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoii denepanuu u Apyrux apXuBHBIX JOKYMEHTOB B
TOCYJapCTBEHHbIX M MYHMIUMIIAIBHBIX apXuBaX, My3esX M Oubimorexax, OpraHu3alMsix
Poccuiickoit akagemuu Hayk. M., 2007 r.

INPAKTUYECKOE 3AJAHUE Ne 6

HpOBGCTI/I CpﬁBHHTCJ’IBHBIfI aHaJIN3 CUCTCMATHU3allU B OIMUCAX CAWHUI] XPAaHCHHUA 110 JUIYHOMY
COCTaBy U €AUMHUI XPAHCHUA JIMYHOI'O IMIPOUCXOKACHUS, 3alI0OJIHUB Ta6J'II/II_Iy. BHBOI[BI HU3JI0KUTH
B IIOSICHUTEJILHOM 3aIIMCKE K Ta6J'II/III€I

Ne n/m Onucu eqMHNL Onucu exMHUI
XpaHeHUs Mo XpPaHEHUs JUYHOT 0
JIMYHOMY COCTABY NPOUCXO0KACHUS
1. 2. 3.

YcioBuA BLINOJTHEHUS 3aJaHUS
1. MakcumanbHOe BpPEM BBIIIOJIHCHUA 3a1aHUA: 45 MuH.




3.Pazpemaercs ucnons3zoBanue O3 «O06 apxuBHoM nene B Poccuiickoit @eneparun» Ne 125-
@3, 2004 1.

Yci0Bus BHINOJHEHNUS 3a]aHUS

1. MakcuManbHO€E BpeMsl BBIIIOJHEHHUS 3aaHus: 45 MUH.

3.Pa3pemaercs ucnonb3zoBanue O3 «O6 apxuBHoM jnene B Poccuiickoit @enepannm» No 125-
@3, 2004 r. IlpaBwi opraHuzaluyd XpaHEHUs, KOMIUIEKTOBaHHUS, Y4€Ta W HCIOJIb30BAHUS
noKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepanuy u ApYrux apXUBHBIX JTOKYMEHTOB B
rOCy/IapCTBEHHBIX W MYHHUIMIAIBHBIX apXuBaxX, My3edX M OHOJIMOTEeKax, OpraHu3aIUsIX
Poccuiickoit akagemuu Hayk. M., 2007 r.

IMPAKTUYECKOE 3AJIAHUE Ne 7
CdhopMynupoBaTh 3aroJiOBKM €IWHUI] XPaHCHHS IS ONKMCEHd JOKYMEHTOB IO OCHOBHOM
JeSTeIbHOCTH BUPTYAILHOM / peaabHON opraHu3auu (10 COTIACOBAHUIO C MPENOIaBaTeIeM) U
0o(opMHUTE B YCTaHOBIICHHOM JIJIsl ONTUCEl Topsiike — He MeHee 20 3aroioBkoB (3 6amia).

YcioBus BLINOJHEHNUS 3a]aHUSA
1. MakcuManbHOE BpeMsl BBIIIOJIHEHUS 3aJaHus: 45 MUH.
3.Pa3pemaercs ucnonb3zoBanue @3 «O06 apxuBHOM jene B Poccuiickoit @enepammm» Ne 125-
@3, 2004 r.

INPAKTHYECKOE 3AJIAHUE Ne 8
CdopmynupoBath 3arojIOBKH €AUHUI] XPAHEHUS ISl OMUCEH TOKYMEHTOB I10 JTUYHOMY COCTaBY
BUPTYaJIbHOU / peaibHOM opranu3anuu (10 COTJIACOBAaHUIO C MpernojaBaTelieM) H 0hOpMUTDH B
YCTaHOBJICHHOM I onucel nopsjke — He MeHee 20 3arosoBkos (3 Oama).

Yci0BuA BLINOJHEHUS 3aJaHUS
1. MakcumaibpHOE BpCM: BBIIIOJIHCHHA 3a1aHUA: 45 MuH.

3.Pa3pemaercs ucnonb3zoBanue @3 «O6 apxuBHOM nene B Poccuiickoit deneparum» Ne 125-
@3, 2004 1.

INPAKTUYECKOE 3AJAHUE Ne 9
BbIsBUTH U MCTIpaBUTH OLIMOKU B 0(OPMIIEHUH OIKCEH, BBIJAaHHBIX NpenoaBaTesieM (2 aa).
Yci10Bus BBINOJTHEHHUS 3a1aHUS
1. MakcuManbHOE BpeMsl BBITIOJIHEHUS 3a0aHus: 45 MUH.
3.Pazpemaercs ucnonb3zoBanue O3 «O06 apxuBHoM Jnene B Poccuiickoit deneparum» Ne 125-
@3, 2004 1.



INPAKTUYECKOE 3AJAHHUE Ne 10
CdopMynupoBaTh 3arojg0BKH 11 HOMEHKIATYPBI €]l KOHKPETHON OpraHu3anuu
— He MeHee 15 3aroioBKOB.
YcaoBus BINOJIHEHUS 32 JaHUS
1. MakcuMaiabHOE BpeMsl BBIIIOJIHEHUS 3aaHus: 45 MUH.

3.Pa3pemaercs ucnons3oanue @3 «O6 apxuBHoM aene B Poccuiickoit deneparum» Ne 125-
@3, 2004 1.

IMPAKTUYECKOE 3ATAHUE Ne 11
CocraBieHrne HOMEHKJIATYPBI /1€ BUPTYAJIbHOM OpraHU3alliy 110 BEIOOPY CTYICHTA.
YcaoBus BbINOJIHEHUS 32JaHUS
1. MakcuMaibHOE BpeMsl BBIIIOJIHEHUS 3aJaHus: 45 MUH.

3.Pazpemaercs ucnons3oanue O3 «O6 apxuBHoM aene B Poccuiickoit deneparum» Ne 125-
@3, 2004 1.

IMPAKTUYECKOE 3AJIAHUE Ne 12
BrisiBnieHre ommOOK M HETOYHOCTEH B HOMEHKJIATYPE JICIL.
YcJ10BUsI BHINOJTHEHNS 32 IaHUS
1. MakcuMaibHOE BpeMsl BBITIOJTHECHUS 3a1aHus: 45 MUH.
3.Pazpemaercs ucnons3oanue O3 «O6 apxuBHoM zaene B Poccuiickoit deneparum» No 125-
@3, 2004 1.
IMPAKTUYECKOE 3AJIAHHUE Ne 13

3amonHuTh TabmuUIy «CocTaB U cogepkanue paboT 1o GOHAUPOBAHUION:

Ne n/m HaumeHnoBanue Buaa Coaep:xanue padoTbl
padoThbI
1. 2. 3.

YcioBuA BLINOJTHEHUS 3aJaHUAS

1. MakcuMaibHOE BpeMsl BBIITOJIHEHUS 3aJaHus: 45 MUH.

3.Pa3pemaercs ucnons3oBanue O3 «O06 apxuBHOM nene B Poccuiickoit denepanmm» No 125-
®3, 2004 r.

ITPAKTUYECKOE 3AJIAHUE Ne 14

HpOBCCTI/I CpaBHHTeHBHLIﬁ aHaJIn3 MIPU3HAKOB (I)OHI[HpOBaHI/IH, 3aI10JIHHNB Ta6J'II/II_[y

ApXMBHBI (POH] JJoxkyMeHTBI O0benuHEeHHbIT ApxuBHast
IOPUANYECKOro JIMYHOI'0 apXMBHBINI KOJLJIEKI U
JHIa MPOUCXO0KACHUSA ponp
1. 2. 3. 4.




Yci10BHA BLINOJTHEHUS 3aaHUA
1. MakcumanbHOE BpeMsl BBIIIOJHEHUS 3a1aHus: 45 MUH.
3.Pa3zpemaercs ncnonb3oBanue O3 «O06 apxuBHOM nene B Poccuiickoit denepanum» No 125-

@3, 2004 1.

INPAKTUYECKOE 3AJAHUE Ne 15

Hepe‘lI/ICHI/ITB M OXapaKTEPHU30BaTh IIPU3HAKH CUCTEMATHU3AUN €AUHUIL] XPaHCHUA BHYTPHU

donma
Ne n/m HaumenoBanme XapakTepucTuka
Npu3HaKa NMpPU3HAKa
CHUCTEeMATH3AIUH CHCTEMATH3AIUH
1. 2. 3.

YcaoBus BINOJIHEHUS 32 JaHUS
1. MakcuManbHOE BpeMsl BBIITOJIHEHUS 3aJaHus: 45 MUH.

3.Pazpemaercs ucnons3oanue O3 «O6 apxuBHoM zaene B Poccuiickoit deneparum» No 125-

@3, 2004 1.

INPAKTUYECKOE 3AJAHHUE Ne 16

1. Hepe‘lI/ICJ'H/ITB M 0XapaKTCPU30BaTb MCTOJAbl KOMIIJICKTOBAHU, 3alI0JTHUB Taﬁnnuy:

Ne n/mm HanmeHnoBanue meroaa XapakrepucTuka
KOMILJICKTOBAHH S MeToa
KOMILJIEKTOBAHMSA
1. 2. 3.
2. Ilepeuncnuth MOXapaKTEepPHU30BaTh KPUTEPUUONIPEEIICHUS
HCTOYHHUKOB KOMITJIEKTOBAHUSI, 3aII0JIHUB TaOJIUILY.
Ne n/mm HaunmenoBanue XapakrepucTuka
KpuTepus KpHUTepHUs
onpeaeaeHust onpeeJeHUs
HCTOYHHMKA HCTOYHHMKA
KOMIIJIECKTOBAaHUA KOMILJIEKTOBaAHUA
1. 2. 3.

YciaoBua BbINOJIHEHUA 3aJaHusA

1. MakcumanbHO€ BpeMsl BBIMIOJTHEHUS 3a1aHus: 45 MUH.




3.Pazpemaercs ucnonb3oBanue O3 «O6 apxuBHoM nene B Poccuiickoit deneparmm» Ne 125-
@3, 2004 r.

MNPAKTHYECKOE 3AJJAHUE Ne 17 OxapakTepu3oBaTh
crenuQuKy npuemMa JOKyMEHTOB OT HICTOYHUKOB KOMIUIEKTOBAHUS HETOCYIaPCTBEHHON 9acTh
ApxusHoro ¢ponaa PO.

IIpunanexxHocTh
Oo01ee B mpueme Cneuuduxa npuema
HCTOYHUKOB
AOKYMEHTOB AOKYMEHTOB
KOMILIEKTOBAHUS
HcTounuku
KOMILJIEKTOBAHUS

rOCYJapCTBEHHON YacTh
ApxusHoro ¢honga PO

Hcrounnku
KOMIUIEKTOBaHUSA
HErOCy1apCTBEHHOU
gacTu ApXHBHOTO OHIA
P®

YcJ10BHUsI BHINOJTHEHNS 32 IaHUS

1. MakcuMabHOE BpeMsl BBITIOJTHEHUS 3a/1aHus: 45 MUH.

3.Pa3pemaercsa ucnons3oBanue ®3 «O6 apxuBHOM aene B Poccuiickoit deneparum» Ne 125-
@3, 2004 1.

ITPAKTUYECKOE 3AJAHUE Ne 18

CocTaBUTH Ta6J'II/II_Iy, B KOTOpOﬁ IMEPCUUCIIUTE U 0XAPAKTCPU30BATH JOKYMCHTHI IO IIPpUEMY-
nepeaaduc aAcii Ha apXUBHOC XPaHCHHUEC

3anoJHUTH TaOIHUILY

KoMmiuiekToBanue apxuBa JOKYMEHTaAMH JUIHOI'0 MPOUCXOKTCHUS

No /it Bun pabotsl Conepxxanue JloxyMeHTHpOBaHHE
paboThI paboTh! (BUABI
JJOKYMEHTOB)

Yci10BusI BBINOJTHEHNUS 3a1aHUS

1. MakcuMaibHOE BpeMsl BBIITOJIHEHUS 3aJaHus: 45 MUH.

3.Pazpemaercs ucnonb3oBanue @3 «O6 apxuBHOM nene B Poccuiickoit @enepanmm» Ne 125-
@3, 2004 1.

INPAKTUYECKOE 3AZTJAHUE Ne 19

CdopmupoBaTh, MOAMIUTE JOKYMEHTHI Pa3IMYHOTO (opmMaTa B OJHO JEJIO, BJIOXKHUB BCE
COOTBETCTBYIOIINE yYeTHBIE ()OPMBI, C TOTHBIM OOPMIICHHEM JIENIa U OOI0KKH.

Yci0BuA BBINOJIHEHUSA 3aJaHUAS



1. MakcuManbHOE BpeMsl BBIITOJIHEHUS 3aJaHus: 45 MUH.
3.Pa3pemaercs ucnonb3oBanne ®3 «O6 apxuBHOoM aene B Poccuiickoit deneparum» Ne 125-
@3, 2004 1.

INPAKTUYECKOE 3AJAHHUE Ne 20

HepeqnanTL " OXapaKTCPU30BATh JIOKAJIbHBIC HOPMATHUBHBIC dKThl OpraHu3aluu,
OIIPECACIIIOIIMNE MOPAAOK Mepeaadn AEJ1 B ApXKUB, 3al10JITHHUB Ta6J'II/II_Iy1

HaumeHnoBanue Kakne umenno XapakTepucTuKa
JOKAJbHOI0 MpoLecchl AOKYMEHTAa
HOPMATHBHOI'0 AKTa perjiaMeHTHpyeT (cTpykTypa,
co/Jep:KaHme)
1. 2. 3.

YcJ10BUSI BHINOJTHEHNS 32/ IaHUS
1. MakcuMabHOE BpeMsl BBITIOJTHEHUS 3a/1aHus: 45 MUH.
3.Pazpemaercs ucnons3oanue O3 «O6 apxuBHoM zaene B Poccuiickoit deneparum» Ne 125-
@3, 2004 1.
IMPAKTUYECKOE 3AJAHUE Ne 21

OxapakTepr30BaTh IPAaBOBYIO OCHOBY CO3JaHMs apXUBA OpraHU3alluH, 3aI0JIHUB TaOIHILY:

HaumeHoBaHue Xapakrepucruka
JIOKAJILHOT' 0 AOKYMEHTAa HUcnosnurenb
HOPMATHBHOI'0 (cTpykTypa, JOKYMEHTAa
aKTa cojiepKkaHue)
1. 2. 3.

Yc/10BUsI BHINOJTHEHNS 32 IaHUS
1. MakcumanbHOE BpeMs BBITIOTHEHUS 3adaHus: 45 MUH.
3.Pazpemaercs ucnons3oBanue O3 «O6 apxuBHoM jaene B Poccuiickoit deneparum» No 125-
@3, 2004 1.
IMPAKTUYECKOE 3AJIAHUE Ne 22
CocTaBUTh CIyX)eOHYIO 3alUCKy O HEOOXOAMMOCTH CO3JaHHSI B OpPTraHU3AINH
apxuBa KakKk CTPYKTYpPHOI'O rnoapasAaeaeHust C U3JI0)XKEHUEM Bcex (akToB U
apryMeHTOB M TPHUKa3 O CO3/IaHUU B OPraHU3AINH apXUBA.
YcJ10BUsI BHINOJTHEHNS 32 IaHUS
1. MakcuManbHOE BpeMsl BBITIOJIHEHUS 3aaHus: 45 MUH.

3.Pa3pemaercs ncnons3oBanue @3 «O06 apxuBHOM nene B Poccuiickoit denepanmm» No 125-
®3, 2004 r.

IMPAKTUYECKOE 3AIAHUE Ne 23

BEIIBUTE OTIIMYHS B COCTaBE YUYETHBIX TOKYMCHTOB, 3alI0OJTHUB Ta6J'H/H_[y:

Y4eTHbIe JOKYMEHTbI

ApXHuBa OpraHu3anum I'ocynapcrBennoro /
MYHMIMIIAJIbHOIO ApXMBa

1. 2.




YcioBus BLINOJHEHNS 3a1aHUA

1. MakcuManbHOE BpeMsl BBIITOJIHEHUS 3aaHus: 45 MUH.

3.Pa3pemaercs ucnoas3oBanne O3 «O06 apxuBHOM nerne B Poccuiickoit deneparum» No 125-
@3, 2004 r.

INPAKTUYECKOE 3ATAHUE Ne 24

CpaBHI/ITB COCTaB MU IOPAAOK 3aIllOJIHCHHA YYCTHBIX AOKYMCHTOB apxXuBa: IEPCUUCIUTL H
PAacCIIOJIOKHUTH B Ta6111/1ue B HY>KHOM HOPAAKC HAMMCHOBAHUA YUCTHBIX TOKYMCHTOB

JoxkymeHTHpPOBaHME H3MEHeHU
nope3yJjabTaTam NPOBEPKH
HAJIMYMSA, pecraBpaumu,
JlokyMeHTHpOBaHM e BbIOBITUS
ONMCAHUS, pacceKkpeYrMBaHUs
AOKYMEHTOB
AOKYMEHTOB, nepepadoTky|
onmuceii u APYruX apXMBHBIX
pabot
1. 2.

YcJ10BHUsI BHINOJTHEHNS 32 IaHUS

1. MakcuMabHOE BpeMsl BBITIOJTHEHUS 3a1aHusi: 45 MUH.

3.Pazpemaercs ucnons3oBanne O3 «O06 apxuBHoM nerne B Poccuiickoit deneparum» No 125-
@3, 2004 1.

INPAKTUYECKOE 3AJAHUE Ne 25

IIpoBecTH CpaBHUTEIBHBIA aHAJIM3 HAy4YHO-CIIPABOYHOIO ammapara apXxuBa OpraHU3alUd U
ApXMBHOIO YYpEKIACHUU. Pe3ynbTaThl aHanm3a H3JI0KUTH B IOSCHUTEIBHOM 3alMCKe K

Tadymue:
Ne o/ CocraB HCA CoctaB HCA
apxuBa apXHBHOI'0O
OpraHu3anuu yupexKIeHus
1. 2. 3.

YciaoBuA BBINOJHEHNS 3aJaHUA
1. MakcumansHO€e BpeMsi BBITIOJTHEHHs 3a1aHus: 45 MUH.
2. Pa3zperaeTcs MCIOIb30BaHKE CICAYIONINX HCTOYHUKOB:

@3 «O6 apxuBHoM zene B Poccuiickoit ®denepannn» Ne 125-03, 2004 r.

VYKpyHHEHHbIE HOPMBI BPEMEHU Ha pabOThl, BHINOJHAEMbIE B O0BETMHEHHBIX apXHBaXx,
XPaHALMX JOKYMEHTHI 110 JUYHOMY COCTAaBY YUPEXKJIEHUMN, OpraHu3alui, MpeInpusaTHIA.
M., 1992.

Hopmbl Bpemennm Ha pabOThl MO aBTOMATU3WPOBAHHOW AapXWBHOW TEXHOJOTUH H
JOKYMEHTAI[MOHHOMY 00€CieueHHIO OpraHoB ynpasieHus. M., 1993.

Me:xoTpacneBble YKpYIHEHHbIE HOPMaTHUBbI BpEMEHHU Ha paboThI 10
JOKYMEHTAIMOHHOMY ofOecrieueHuto ynpasieHus. Mocksa, 1994.

Me:xoTpacneBble YKpYIHEHHbIE HOPMaTHUBBI BpEMEHHU Ha paboThI 10
JOKYMEHTAI[MOHHOMY ofOecrieueHuIo ynpasieHus. Mocksa, 1995.

Hopw™mbl Bpemenu Ha pa®oThl MO TOKYMEHTALMOHHOMY OOECIIEYeHHIO YIpPaBICHUYECKUX
CTPYKTYp (enepalbHbIX OPraHOB UCIIOIIHUTENbHON BiacTH. Mocksa, 2002.

Hopw™mbl Bpemenu Ha paboThl U yCITyTH, BBINOIHSIEMbIE TOCYIapCTBEHHBIMH apXUBaMH
Pocapxus, BHUMJA/; M., 2007.




ITPAKTUYECKOE 3AJIAHUE Ne 26

CocraBuTh onucanue GOTOJOKYMEHTOB, BbIIAHHBIX NPEMNOAABATENEM (HE MEHEE
15 ¢ororpadmuit).

YcaoBus BINOJIHEHUS 32 JaHUS

1. MakcumanbHO€e BpeMsl BbIIIOJIHEHUS 3a1aHus: 45 MUH.

2. Pa3periaeTcst HCIOIB30BAHUE CIEAYIOIIUX UCTOYHUKOB:

@3 «O0 apxuBHoM zene B Poccuiickoit denepanun» Ne 125-03, 2004 1.

VYKpyIlHEeHHbIE HOPMbl BPEMEHH Ha pabOThl, BHINOJIHSIEMbIE B 00ObEMHEHHBIX apXHUBaX,
XPaHIIIMX JOKYMEHTHI M0 JTUYHOMY COCTaBY yUPEKACHHUM, OpraHu3aluid, MpeAnpUusTHiA.
M., 1992.

Hopmbl BpemMeHH Ha pa0OTBl TO aBTOMATH3UPOBAHHOW AapXMBHOW TEXHOJIOTHH U
JOKYMEHTAIIMOHHOMY 00€CIIeUeHHUIO OPraHoB yrpasieHus. M., 1993,

MesxoTpacneBble YKPYITHEHHbIC HOPMAaTHUBBI BPEMEHH Ha PaOOTHI 10
JTOKYMEHTAIIMOHHOMY oOecIieueHuIo yrpasieHus. Mocksa, 1994.

Hopw™mbl BpemeHr Ha pa®OThI MO TOKYMEHTAIMOHHOMY OOECIICUCHHIO YIPaBICHUYCSCKHX
CTPYKTYp (eaepalbHBIX OPTAaHOB UCTIOIHUTENBHOM BiiacTu. Mocksa, 2002.

Hopwmbl Bpemenn Ha pabOTHI M YCIYTH, BBITIOJIHSIEMbIEC TOCYJaPCTBEHHBIMU apXUBaMHU
Pocapxus, BHUNJA/L; M., 2007.

INPAKTUYECKOE 3AJAHUE Ne 27



[lonroToBUTh M OQOPMUTH 3aIPOCHI B apXUB: O MOATBEPKIECHHH TPYIOBOIO CTaxa, O
3aHUMAaeMO# JOJDKHOCTH, O (hakTe POXKICHHUS, O BPEMEHH CYIICCTBOBAHHUS OpPraHH3alliH, O
3apaboTHOI 11aTe, 00 00pa3oBaHMM, O HATPAKICHUH, 00 yJ4aCTHH B OOCBBIX JCHCTBHUSX.

YciaoBuo BINOJHEHUS 3aJaHUA
1. MakcumanbHOE BpeMsl BBIIIOJHEHUS 3a1aHus: 45 MUH.

3.Pa3pemaercs ucnonb3zoBanue O3 «O6 apxuBHoM jnene B Poccuiickoit @enepannu» No 125-
@3, 2004 T.

ITPAKTUYECKOE 3ATAHUE Ne 28

[TonroToBUTh U 0OPMHUTH 3aMPOCHI B ApXUB: OHOrpadUIECKOr0 XapaKTepa, TeHeaTornaecKoro
xapakrtepa. JlonoaHnuTeNbHBIE CBEICHHS — IO COTJIAaCOBAaHMUIO C mpemnogasarenem (1,5 6amna 3a
3amnpoc).

Yci0BuA BLINOJHEHUS 3aJaHUs
1. MakcumaipHOE BpPCM: BBIIIOJIHCHHA 3a/laHUA: 45 MmuH.

3.Pa3pemaercs ucnonb3zoBanue O3 «O6 apxuBHoM nene B Poccuiickoit @enepammm» Ne 125-
@3, 2004 1.

ITPAKTUYECKOE 3AJAHUE Ne 29
[TonroToBUTH ¥ OPOPMHUTH 3aIIPOC B APXUB O BBIJAUE APXUBHOM KOITUH, ApXUBHOK
BBIMUCKU. J{OMONTHUTENBbHBIE CBEJICHHSI — I10 COITIACOBAHUIO C IpernoaaBaTeneMm (1
0aJut 3a 3ampoc).

[ToAroTOBUTE TEKCT OTBETA HA 3aIIPOC O TPYIOBOM cTaxe. [|omoTHUTEeTbHbIC CBEACHHS — T10
COTJIACOBAHUIO C MPEIOoIaBaTesieM: a) 00 OTCYTCTBHH JOKYMEHTOB B apXUBE,

0) 00 OTCYTCTBHH HEOOXOUMBIX CBEJICHHUI B IOKYMEHTAaX B)

MOATBEPIKIAIOIIETO (GaKT paOdOTHI.

YcioBuA BLINOJTHEHUS 3aJaHUAS

1. MakcuMaibHOE BpeMsl BBIITOJIHEHUS 3aJaHus: 45 MUH.

3.Pa3pemaercs ncnons3oBanue @3 «O06 apxuBHOM nene B Poccuiickoit denepanmm» No 125-
®3, 2004 r.

IMPAKTUYECKOE 3ATAHUE Ne 30

[TonroToBUTH TEKCT OTBETA Ha 3ampoc o GakTe oOpa3oBaHus. [|OMOTHUTEIBHBIE CBEACHHUS — IO
COI'JIACOBAHUIO C IperoiaBaTesieM: a) 00 OTCYTCTBUU JOKYMEHTOB B apXUBE,

6) 00 OTCYTCTBHM HEOOXO/IMMBIX CBEJICHUI B IOKYMEHTaX B)

MOJITBEPXKAAIOUIETO (PaKT 00yUEeHHUS.

YcJ10BusI BBINOJTHEHHUS 3a1aHUS

1. MakcuManbHOE BpeMs BBIIOJIHEHUS 3aaHus: 45 MUH.

3.Pazpemaercs ucnons3oBanue O3 «O6 apxuBHoM nene B Poccuiickoit deneparm» Ne 125-
@3, 2004 1.



INPAKTUYECKOE 3A/IAHUE Ne 31
[ToATrOTOBUTH TEKCT 3asBICHUS 71 pa0OTHI ¢ JOKYMEHTAMU B YATATHHOM 3aJie
apXuBa.
BrIsSIBUTB U MCTIPAaBUTH OMIUOKH B CIIPAaBKaX COIMAIHHO-IIPABOBOTO XapaKTepa, BEIIAHHBIX
ApPUBHBIMH YUPEIKICHUSIMHU.
YciaoBus BbINOJHEHHUS 3aJaHUS
1. MakcumanbHOE BpeMsl BBIIIOJHEHUS 3a1aHus: 45 MUH.
3.Pa3zpemaercs ucnonb3oBanue O3 «O06 apxuBHOM nene B Poccuiickoit denepanmm» No 125-
®3, 2004 r.
INPAKTUUYECKOE 3AJJAHUME Ne 32
IIpoBecTH cpaBHHUTENBHBIN aHAIW3 (DOPM HCIOIB30BAHKS APXMBHBIX JOKYMEHTOB, 3aIIOJIHUB
Tabsuily. BeIBOIBI U3I0KUTH B TIOSCHUTEIBHON 3aITUCKE K TaOIHUI]

ApxuB MyHununa BenomctB I'ocynapcrs
OpraHu JIbHBIH e€HHbII e€HHbII
3alumn apxuB apxuB apxuB

1. 2. 3. 4.

Yci0BuA BLINOJHEHUS 3aJaHUS
1. MakcumaibpHOE BpCM: BBIIIOJIHCHHA 3a1aHUA: 45 MuH.

3.Pa3pemaercs ucnonb3zoBanue O3 «O6 apxuBHoM nene B Poccuiickoit @enepammm» Ne 125-
@3, 2004 1.

ITPAKTUYECKOE 3ATAHUE Ne 33

[ToaroroBuTh IIpUKa3 O TMPOBEPKE  XpaHEHUs  JOKYMEHTOB OpraHu3auu B
CTPYKTYPHBIX MMOJIPA3ICIICHUSIX

CocTaBuTh rpaguKk IPOBEPKU OPTaHU3AINH OTIEPATUBHOTO XPAHEHUS TOKYMEHTOB

YciaoBus BbINOJHEHUS 3aJaHUSA

1. MakcuManbHOE BpeMsl BBIIIOJHEHUS 3a0aHus: 45 MUH.

3.Pazpemaercs ucnons3oBanue O3 «O6 apxuBHOoM jene B Poccuiickoit @eneparum» Ne 125-
@3, 2004 1.



IToaroroBka u 3ammTa Mpo€eKTAa

3AJJAHUE Ne 11K 2.1 — 2.7 *: HoaroroBbTe n npeacTaBbTe MPOEKT

1.CO3JAHHUE APXNBA OPTAHU3ALIUN

OcHoBHbIE TPeOOBaHUS:

TD€6OBaHI/I$I K CTPYKTYpPE H Od)ODMJIeHI/IIO IIPOCKTA: B KOMIUJICKT IIPOCKTHBIX IOKYMCHTOB

JOJKHBI BXOJUTD - CIyKeOHasl 3alKucKa Ha UMs pyKOBOJAMTEIIS OpraHU3alui ¢ 000CHOBAaHUEM
HEOOXOJMMOCTH CO3/IaHMs apXMBa KaK OTJEIBHOTO CTPYKTYPHOIO IOJpa3JelCHUs, CMETa Ha
MOKYIIKY OOOpYJOBaHUS W MaTepUalIOB AJI apXuBa, IPUKA3 O CO3/JaHUU apXuBa, MPUKaA3 O
CO3/IaHUHU IKCIIEPTHO-TIPOBEPOYHON KOMUCCHH, JOHKHOCTHASI MHCTPYKIIMS apXHUBapuyca.

TpeboBanusg K 3alllMTE MOPOEKTA:

MOATOTOBKAa BHUACOIPC3CHTAIMM Ha TCEMY IIPOCKTA C
HCITIOJIb30BAHHUEM 2JICMCHTOB IIPOI'paMm I10 3D'HpOGKTI/Ip0BaHI/IIO O(1)I/ICOB.

Ouenka padoThl (IPoeKTa)

Koanl 1 HanmMeHoBaHud
npoBepsieMbIX KOMIIeTeHIHii

IToxa3aTenu oLleHKH

Kpurepum oueHkun

ITK

21-2.7

Hanwaue nomsoro
KOMILJIEKTA IOKYMEHTOB.
I'pamotHO
chOopMyIUPOBAHHBII
TEKCT JOKYMEHTOB.

Odopmienue
JIOKYMEHTOB B
COOTBETCTBUH C
I'OCTamu

OuneHka 3aIMThI padoThI (MPOEKTA)

Koabsl 1 HamMeHOBaHNA
NpoBepsieMbIX KOMIIeTeHIHil

[IK 2.1. OcymiecTBisTh
9KCIIEPTU3Y LEHHOCTU
JIOKYMEHTOB B COOTBETCTBHH C
JNENCTBYIOLUMU
3aKOHOJIATEILHBIMH aKTaMH U
HOpMaTHBAMHU.

[IK 2.2. Bectu paboty B
CHCTEMaX DJIEKTPOHHOTO
JIOKYMEHTOO0O0pOTA.

IToxa3aTenu oleHKH
21-27

Kpurtepuu onenkn

Hannune
BUJICOTIPE3ECHTALINH.
Hannuue tutynsHOTO
craiina u
CUCTeMaTH3alusl TEeKCTa
B BUJICONIPE3EHTALINH C
HCIIOJIb30BaHUEM
rpapudeckux Quryp,
CXEM.




IIK 2.3. Pa3zpabaTsiBaTh ¥ BECTH
KJ1accu(UKaTopsl, TAOEIU U
JpYyTUE CIIPABOYHUKH IO
JOKYMEHTaM OpraHH3allHH.

Hcnons3oBanue 3D
MPOCKTUPOBAHUSL.
ITonroroBska
JIOKYMEHTOB C

[1K 2.4. ObecrieunBaTh MPUEM H
palroHaIbHOE pa3MelleHue
JIOKYMEHTOB B apXHUBe (B TOM
YHclie JOKYMEHTOB I10 JINYHOMY
COCTaBy).

I1K 2.5. OGecrieunBaTh y4eT u
COXpPaHHOCTh JOKYMEHTOB B
apXuBe.

1K 2.6. Opranu3oBbIBaTh
UCIOJIb30BaHUE apXUBHBIX
JIOKYMEHTOB B HayYHBIX,
CIIPABOYHBIX M MPAKTUYECKUX
LEJISIX.

[IK 2.7. OcyecTBasTh
OpraHU3alMOHHO-METOAMUECKOE
PYKOBOJCTBO U KOHTPOJIb 32
paboToii apxuBa OpraHU3alNH U
3a opraHu3anueil T0KyMeHTOB B
JIEJIONPOU3BO/ICTBE.

[1K 2.1. OcyuiecTBisTh

SKCHEPTU3Y LIEHHOCTHU
JJOKYMEHTOB B COOTBETCTBUU C
JEUCTBYIOLLIUMU
3aKOHOJATEJIbHBIMU aKTaMM U
HOpPMaTHUBaMHU.

co0ur0IcHIEM
TpeOOBaHMI
HOPMAaTHUBHO-
METOMYECKHIX
JIOKYMEHTOB: TPAMOTHO
cOpMyYITHPOBAHHBIN
TEKCT JOKYMEHTOB,
odopMIIeHHE BCEX,
COOTBETCTBYIOIIUX
pa3paboTaHHBIM
JIOKyMEHTaM
PEKBU3UTOB..




Ilaxem sx3amenamopa modicem Obimb CHOPMUPOBAH KAK NO 8CeM 3A0AHUAM (eCliu OYeHUBAHUe NPOBOOUMCS eOUHOBPEMEHHO U / UNU 00beM 3a0aHUll
HeBeNuK), MaK u no KaxcoOoMy 3a0anulo (eciu OyeHusanue paccpedomoyeHo 80 8pemMeHU U NPOBOOUMCs N0 HAKONUMENbHOU cucmeme U / uiu oovem
3a0anull 8enux). /lanee npuseoen maxem 0Jisi 0OHO20 3A0AHUSL.

ITAKET 9K3AMEHATOPA

IpakTuyeckne 3axanust Ne 1 - 33

Pe3yabTarsl
O0CBOEHUS

IToka3aTenn oeHKH

Kpurtepuu onenku

[IK 2.1. OcymecTBiIATh 9KCIIEPTU3Y

[I.1. 3HaeT cocTtaB M cojep)KaHUE
HOPMAaTHBHBIX
HOPMAaTUBHO-METOJUYCCKUX

IIpaBOBLIX u

aKTOB,

K.1. BepHo BbiOMpaeT HEOOXOIMMBIi
HOpPMaTHUBHBIN [TPaBOBOM, HOPMATUBHO-
METOJMYECKUN aKT,  ONpPEIEIAIOIINN

LIEHHOCTU JOKYMEHTOB B OIIpeAEIAIOINX HOPSAJOK SKCIEPTU3bI| MOPSIIOK BBIMOJIHEHUST JIOOOro  3Tamnd

COOTBETCTBUH C JCHCTBYIOIUMU

3aKOHOJIATECJIbHBIMU aKTaMU 1 1eHHocTu gokymeHToB (D1IJ1) S)101|

HOPMaTHUBaMHU. [1.2. 3Haer coctaB M coAep:KaHUE K.2. BepHo BbiOMpaeT HEOOXOIUMBIi
HOpPMAaTUMBOB BPEMEHU Ha pabOThl B HOPMATHB, TpeOyeMblit HAa
cdepe apxuBHoro aena B PO OCYILIECTBIIEHUE OIPENEICHHOIO  BHJY

paboT B apxuBHOM cdepe.

II.1. 3Haer cocTtaB M conep)kaHUE K.1 OnepatuBHOOpHEHTHDPYETCS B
CUCTEM aBTOMATHU3allM  apXHMBHOIO| OOIIEM  KOJIMYECTBE npeiaraeMblx|
nena CUCTEM aBTOMaTHU3ALINH

[IK 2.2. Bectu paboty B cucremax
3JIEKTPOHHOTO
JIOKYMEHTO000pOoTa.

[1.2. Bnageer 3HaHUSMHU 11O KPUTEPUSIM
BbIOOpa ONTUMAIILHOU

aBTOMAaTHU3aL[M1 ApPXUBHOTO [

[1.3. YMmeeT ocymecTBIsITh PYHKIIMHU IO
OpraHu3aLu apXUBHOTO
JIOKYMEHTOB C  IOMOILBIO
aBTOMaTHU3aI[H1 apXUBHOTO Jiena

CUCTEM

XpaHCHUA
CUCTEM

JIOKYMEHTO000pOTa U apXUBHOTO JIENa.

K.2 BepHo BbIOMpaeT ONTHUMAaJIbHYIO
aBTOMaTH3HPOBAHHYIO CUCTEMY,
COOTBETCTBYIOILYIO cdepe
NESTENBHOCTH, o0beMy paboThI
OpraHu3aIu

K.3 3 BepHo omnpenenser mnopsaok
paboOTbl M BHECEHHs JaHHBIX B

ABTOMAaTU3MPOBAHHYIO CHCTEMY CUCTEMY




1K 2.3. PazpabaTbiBaTh 1 BECTH
Kiaccuukaropsl, Tabenu u

JpyTUe CIIPaBOYHUKH MO JOKYMEHTaM
OpraHu3aIuH.

II.1. 3Haer cocraB W colepKaHHe
KJIaCCU(PUKATOPOB, HEOOXOIUMBIX IS

OpraHU3aLUH XPaHEHHS JOKYMEHTOB.
I1.2. Ymeer opraHus3oBathb

paboty 1o

K.1. Bepno onpenenser
KjaccuukaTrop, HeOOXOAMMBIN TS

ocylIecTBIeHUs PyHKIMH apXuBa
K.2 BepHo onpeznenseT u Ucnosb3yer




COCTaBJIEHUIO COOTBETCTBYIOIINX
CIIPaBOYHHKOB, HUX pa3pabOTKy u
HCIIOJIb30BaHUE.

COOTBETCTBYIOLYI0O HOPMaTHBHO-
METOJAMYECKYIO TOKYMEHTAIIUIO,
OIIPEACIAIONLYIO MOPSII0K TOATOTOBKU
KJIaCCU(UKATOPOB

[IK 2.4. Ob6ecrieynBaTh MpreM U PAIMOHATLHOE Pa3MEIICHNE
JOKYMEHTOB B apXHBE (B TOM UHCJIE JOKYMEHTOB IO JHYHOMY
COCTaBy).

I1.1. 3HaeT npuHUMIIBI PAlIMOHAIBHOTO
pa3MelleHust IOKYMEHTOB B apX1Be
[1.2. YMmeet oprann3oBaTh paboTy 10O
MIPUEMY U PA3MEILICHUIO JOKYMEHTOB B
apXxuBe

K. 1. YBepenHno Biajieer 3HaHUSIMU O
HOPMATUBHBIX TPEOOBAHUSX K
palMoOHATBLHOMY Pa3MELICHUIO
JIOKYMEHTOB B apXH1BE

K.2. Bepno onpenenseT coctas u
cojiepKaHue JOKYMEHTOB MO MPUEMy
JOKYMEHTAIlUU B apXUB, YBEPECHHO
BJIAJICET 3HAHUSAMH O CUCTEMATU3AIII
MPUHUMAEMBbIX JOKYMEHTHI B
ApPXUBOXPAHWIHINE B 3aBUCUMOCTH OT
CPOKOB XpaHEHUSs, Ha3HAUCHUS
JIOKYMEHTOB M OCOOCHHOCTEM
MOMEIIEHUSI.

[IK 2.5. ObecnieunBaTh y4eT U COXPaHHOCTh IOKYMEHTOB B
apXxuBe.

[1.1. 3naer cocraB, cojaepx aHue
YUETHBIX JIOKyMEHTOB B apXHuBe H
TpeOOBaHUS K UX 3aIOJTHEHUIO

I1.2. 3naet TpeOOBaHUS K 3aI0JHEHUIO

rpad.

K.1. BepHo mondupaeT HeOOX0IMMBIE
yUY€THBIE JOKYMEHTHI apXUBa.

K.2. BepHo 3anonHseT rpadsl y4eTHBIX
JIOKYMEHTOB, TPEOOBaHUS K TaHHBIM.
K.3. Bepno ¢popmupyer, noammBaeT u
oopmisieT aena (€AUHUIBI XPaHEHU)
K.4. Bepno BbIOMpaeT o0opynoBaHuE U
C €r0 TIOMOIIIBIO OTIPEJIENISET CTENCHb
HOpa)KeHHs apXUBHBIX JOKYMEHTOB
TpUOKOM U BIIAJICET 3HAHUSMH TI0
JMKBUIALUY 3apa>keHUH.

K.5. BepHo BoccTaHaBIMBaeT
MOBPEXJICHHBIE TOKYMEHTBHI C
OTCYTCTBHEM YacTH TIOKyMeHTa. BepHo
BBIOMpPAET CI10COO BOCCTAHOBIICHUS
MTOBPEXXICHHBIX BOJIOH JJOKYMEHTOB.




[1K 2.6. Opranu3oBbIBaTh UCIIOJIB30BaHNUE APXUBHBIX

JOKYMCHTOB B HaY4YHBIX, CIIPABOYHBIX U MPAKTUUCCKUX LCIIAX.

I1.1. Bnageer 3HanusiMH 0 (opmax H

METOJaX  HMCIOJIb30BAaHUS  apXWUBHBIX
JIOKYMEHTOB

I1.2. 3naer cocraB, coaepXaHuE U
MOCJIEI0BATEIBHOCTD pabort o
HCII0JIb30BAaHUIO ApPXUBHBIX
JIOKYMEHTOB

I1.3. YMeeT cocTaBisiTh ONpeaeIeHHbIN
BUJ UH(POPMALIMOHHOTO  TPOJYKTa
apXxMBa IO HWTOTaM HCIOJIb30BaHUS

APXUBHBIX TOKYMCHTOB

K.1. BepHo nogbupaer He0OX0AUMYO
(hopMy HCIIOIB30BaHUS IOKYMEHTOB B
3aBUCHMOCTH OT CUTYaI[UH.

K.2. YBepenHo Bnajieer 3HaAHUSAMU I10
opraHu3aiuu padoTy 1o
UCIIOJIb30BaHUIO aPXHUBHBIX
JIOKYMEHTOB, BEpHO Ha3bIBACT
MOCIIEI0BATEIbHOCTh ACUCTBUNA U BUIBI
JIOKYMEHTOB, HEOOXOIUMBIX IS
paboTHI.

K.3. Bepno odopmisier Bce BUIbI
UH(GOPMAIIMOHHBIX MTPOIYKTOB (B
MIEPBYIO OYepe/ib, COMMATBHO-
MPABOBBIX) U COCTABIISIET TEKCTHI
TEMATHYECKHUX 3aIPOCOB, APXUBHBIX
CIPABOK U OTPUIATENILHBIX OTBETOB.

[1K 2.7. OcymecTBasATh OpraHu3allMOHHO-METOAMYECKOE
PYKOBOJCTBO U KOHTPOJIb 32 paOOTOM apXuBa OpraHu3aiiu u
3a OpraHu3aluei J0KyMeHTOB B JICJIONPOU3BOICTBE.

I1.1. 3Haer coctaBa u  colepKaHUs
pabor, COCTAaBJISIIOLIUX
OpraHU3alMOHHO-METOANYECKOE
PYKOBOACTBO M KOHTPOJb  pabOThI
apxuBa OpraHu3alMM U OpraHU3alUU
JIOKYMEHTOB B JIEJIONIPOU3BOJICTBE

I1.2. YmeeT ocymecTBIATh JEHCTBUS 110
OpraHMu3allH U IPOBEJICHUIO0 KOHTPOJIS
paboTbl apXxuBa W  OpPraHU3ALUHU

JIOKYMEHTOB.

K.1. BepHo Ha3bIBaeT cocTaB
coJIepKaHue JIOKaIbHbIX HOPMATUBHBIX
aKTOB I10 OpraHMU3aLUyU paboThl ApXKBa
U JAENONPOU3BOICTBA HA PEAIPUSITUH,
YKa3bIBas CTPYKTYpY U COZEp>KaHUE
COOTBETCTBYIOILIETO JJOKYMEHTA.

K.2. YBepeHHo BiasieeT 3HaHUSAMH O
BUJIaX pabOT MO OpraHU3alyy U
IIPOBEPKE OPraHU3aLMK XPAHEHUS U
COXPAHHOCTH JIOKYMEHTOB B
CTPYKTYPHBIX NOJIPa3AeIICHUAX
OpraHM3aINH, UX COAECPKAHUU U
JOKYMEHTUPOBAaHUHU KaK IPOBEPOK, TAK
1 UX Pe3yJbTaTOB..

Yci10BHA BBINOJHEHN 3aJaHUM




BpeMH BBITIOJTHCHHUA 3aJJaHUA MHH./Jac.

TpeGoBanus oXpaHbl TpyJa:

Ob6opynosanue: [1K, MeTonuueckue cxeMbl, TaOIUIbI, TPOrpaMMHOE oOecrieueHre «APXUBHBIN HOH», APesb, CTAHOK AJIsl MOIUINBKU JOKYMEHTOB,
cTpyOurHa, 6IeHAep, CKallbIeNb, Jamna Byaa, Uriibl, muin0, HOKHUIIBL.

JlutepaTypa [1sl 9K3aMEHYIOIUXCS (ClIpaBOYHasi, METOAMYECKas U Ap.)

a) AICTOYHUKH

I'paxxnanckuii kogekc PO
Kopekc 00 anMUHUCTPATUBHBIX MpaBOHApyIIeHUs X PO
YronoBHBIN KoJiekc PO
«O rocynapctBeHHo# TaitHe» oT 21 utosst 1993 r. Ne 5485-1.
«O0 akIMOHEPHBIX 00IIecTBax» oT 26 nekadps 1995 r. Ne 208-D3
«O rocymapcTBeHHOM TepOe PD» ot 26 nexabps 2000r . Ne 2-OK3
«O xommepueckoit TaitHe» ot 29 urons 2004 r. Ne 98-D3
«3akoH 00 apxuBHOM Jeie B PO» ot 22 okta6pst 2004 r. Ne 125-03
«O0 OCHOBHBIX JOKYMEHTaX, yJOCTOBEPSIIOIIMX JIUYHOCTD IpaxaanuHa Poccuiickoit @enepaunm» ot 19 okts6ps 2005 T Ne 1222
0. «O06 nnpopmanyu, THPOPMAITMOHHBIX TEXHOIOTUAX U 3amuTe nHpopMarmm» ot 27 utoist 2006 r. Ne 149-03

RO ~NoOO~WNE

11.  «O meHTpax UCTOPUYECKOT0 Hacieaus npe3uaeHToB Poccuiickoii denepaum, MpeKpaTUBIINX UCTIOJIHEHUE CBOMX MOJIHOMOYMI» OT 13 mas
2008 Ne 68-@3 (pen. or11.07.2011).

12.  «O6 anexrponHoii moamucu» ot 08 anpenst 2011 r. Ne 1-@3 (Bctynun B neiictue 1 utons 2012 r.)

13. OcHoBHbIE MpaBUiIa paboThl BEIOMCTBEHHBIX apXxHBOB, M., 1986.

14. OcHoBHbIE MpaBUIIa pabOTh APXUBOB opranu3zaiuii, M., 2002.

15. [TpaBuiia opranu3aiii XpaHeHus, KOMIUIEKTOBAaHUS, yUeTa U UCIIOJIb30BaHus JOKYMEHTOB ApxuBHoro ¢ponaa Poccuiickoit @eneparuu u

JAPYTUX apXUBHBIX JJOKYMEHTOB B FOCY/IapCTBEHHBIX U MyHUIIUTNIABHBIX apXUBaX, My3esx U oubnnorekax, opranuzanusax Poccuiickoil akagemun

Hayk . M., 2007 r.

16. IlepeueHb TUMIOBBIX JOKYMEHTOB, 00Pa3yIOLIMXCS B IEATEIbHOCTH TOCKOMUTETOB, MUHUCTEPCTB, BEIOMCTB M IPYTUX YUPEKACHUH,
OpraHu3alyi, NPEAIPHUATHH, C YKa3aHUEM CPOKOB XPAHECHHS.

17. TlepeueHb TUTIOBBIX APXUBHBIX JJOKYMEHTOB, 00pa3yIOUINXCS B HAYYHO-TEXHUYECKON M POU3BOICTBEHHOH JIeITEbHOCTH OpraHU3alui, ¢
yKa3aHUEM CPOKOB XpaHeHHus. M., 2008.

18. IlepeueHb TUMIOBBIX YIPABIEHUYECKUX apPXUBHBIX TJOKYMEHTOB, 00pa3yloIuXcs B IpoIecce IeTeTbHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPraHOB
MECTHOI'O CaMOYTIPABIICHUS U OPTaHU3ALUH, C YKa3aHUEM CPOKOB XxpaHeHus. M., 2010.




19. Tlepeuenb 1OKYMEHTOB, 00pa3yroluxcs B nporecce aesTeabHocTH deepaabHOro apxMBHOIO areHTCTBA U M0JIBEJOMCTBEHHBIX eMY
OpraHM3aluii, ¢ yka3aHUEM CPOKOB XpaHeHus, M., 2013.

20.  Anb0Oom yHHUIIMPOBAHHBIX (HOPM NEPBUUHBIX YYETHBIX JIOKYMEHTOB IO YU€TYy TPY/Ja U €ro OIUIATHI.
21. YkpynHeHHbIE HOPMbI BpEMEHH Ha paboThl, BBITOIHIEMbIE B 00bETMHEHHBIX apXUBAX, XPAHAIIUX JOKYMEHTHI [0 JMYHOMY COCTaBY

YUpEXKACHUN, Opranu3anuii, npeanpustuii. M., 1992,




22. HopMmbl BpeMeHH Ha pabOThI TT0 aBTOMATH3UPOBAHHON apXWBHON TEXHOJIOTHU U JOKYMEHTAIITMOHHOMY O0ECIIEYEHUI0 OPTaHOB yIpaBJIeHHs. M.,
1993.

23. MexoTpaciieBble YKPYITHEHHbIC HOPMATHUBBI BPEMEHHU Ha paOOThI 110 JOKYMEHTAIIMOHHOMY 00€CIIeueHHIO yrpaBieHus. Mocksa, 1995.

24. HopMbl BpeMeHHU Ha paOOThI 10 TOKYMEHTAIIMOHHOMY O00ECIICUECHUIO YIIPABICHUECKUX CTPYKTYP QeaepalbHBIX OPTraHOB HCIIOJHUTEIBHON
Biactu. Mocksa, 2002.

25. Hopwmbl BpeMeH# Ha pabOThI ¥ YCIIYTH, BBIIOIHIEMbIE TOCyapcTBeHHbIMU apxuBamu Pocapxus, BHUNJIAL; M., 2007.

26. MeTtoauyeckne peKoOMEHAalKU MO MOATOTOBKE HHCTPYKLUN MO IEIONPOU3BOICTBY B (heJiepabHbIX OpraHax MCIOIHUTEIbHON BiIacTu. M.,
2010.

217. [IpaBuna nmouroBoii cs3u. [IpaBwiia TenerpadHoii CBS3M.

28. I'OCT 17914-72 - OGn0XKHU ACI JIUTEIBHBIX CPOKOB XpaHeHUs. TeXHUYeCKHe YCIOBUSI.

29. I'OCT 6.10.4-84 - [Ipuaanue 10puAMYECKON CUIIBI JOKYMEHTAaM Ha MAlTHHHOM HOCHUTEJIE U MalllHHOTPaMMe, CO3/1aBaeMbIM CpPEACTBAMHU

BBIYUCIIUTEIILHOW TEXHUKH.
30. I'OCT 7.50-90 - Koncepanus fokymeHToB. OO01iue TpeboBaHus
31. ['OCT 7.68-95 - ®oro- u Buacoq0KyMeHThI. O0IIHe TEXHHYECKHE TPEOOBAHUS K ApXUBHOMY XPAHCHHUIO.
32.  TOCT P 6.30-2003 - YHubunupoBaHHble CUCTEMbI JOKYMEHTAIIMU. Y HU(DULIMPOBAHHAS CUCTEMA OPraHU3alMOHHO-PACTIOPSIIUTEIHHON
IoKyMeHTanuu. TpeboBaHus K 0(OPMIICHHIO TOKYMEHTOB.
33. TOCTP7.0.8—-2013 - CUBU/;: [lenonpou3BoACTBO U apXUBHOE e0. TepMuHbl u onpenenenus (Bmecto 51141-98 — JlenonpousBoacTBo U
apxuBHOE J1es10: TepMUHBI U OIIpeesICHHs).
34. I'OCT 17914-72 - OG10XKH e JUTMTETFHBIX CPOKOB XpaHEHUs. TeXHUYECKUE YCIOBHSL.
35.  T'OCT 6.10.4-84 - Ilpuaanue 10puIMUECKON CHIIBI JOKYMEHTAM Ha MallMHHOM HOCHUTEJe U MalllMHOTpaMMe, CO3/1aBaéMbIM CPEACTBaMHU
BBIYUCIIUTENIEHOW TEXHUKH.
36.  T'OCT 7.50-90 - Koncepsauus grokymeHToB. OO111e TpeboBaHUs
37. ['OCT 7.68-95 - ®oro- u Buacoq0KyMeHThI. O0IIHe TEXHUYECKHE TPEOOBAHUS K ApXUBHOMY XPAHEHUIO.
38. T'OCT P 6.30-2003 - YauduuupoBaHHbIE CUCTEMBI JOKYMEHTALUU. Y HUPHUIIMPOBAHHAS CUCTEMA OPraHU3allMOHHO-PACTIOPAIUTEIbHON
nokyMeHTauu. TpeOoBaHUS K OPOPMIIEHUIO JOKYMEHTOB.
39. TOCTP7.0.8—-2013 - CUBU/: [{enonpon3BOACTBO U apXUBHOE JIe)10. TepMUHBI U ONPEAEICHHUS.
40.  ApxuB Qupmbl (HErOCyIapCTBEHHOM opraHu3anuu): MeToandeckoe MOocoO0Me W MPUMEpPHBIA TMepedyeHb IOKYMEHTOB, O0pa3yrommxcs B
JeSITeIbHOCTH HEroCyAAapCTBEHHBIX OpraHU3alMif, ¢ yKa3aHHeM CpOKOB xpaHeHHs. OnoOpeHbl 30HAIbHBIM HAayYHO-METOAMYECKHM COBETOM
apxuBHBIX yupexaeHuit LlentpansHoro paitona Poccuiickoit @enepanuu 17.09.97 / Coct. Mamonos B.M
b) OCHOBHA JIMTEPATYPA
41. Anexceesa, E.B. ApxuBoBeaeHue: YueOHUK A1 Had. mpod. oOpazoBanus: Yueb.mocodue mist cpen. mpod. oopazosanus / E.B. Anekceesa, JLII.
Acanacnena,
E.M. Bypoga; Ilox pen. B.I1. Koznosa. — 3-e uzn., mom. — M.: 2013.




42. JlokyMeHTallMOHHOE 00ecIieueHre yIpaBIICHUsI PEANPHUATHN U OpraHU3allUui U apXUBHOE XpaHEHUE TOKYMEHTOB [ DnekTpoHHbIi pecypc] URL:
http://studentam.net/content/view/529/62/, cBoGoaHbIi.

B) JOHNOJHUTEJIbHAA JIUTEPATYPA

43. bymonuna, E. B. ApxuBoBenenue : yue6. mocodbue / Bonrorp. roc. yu-T, E. B. bymonuna .— Bonrorpan : M3n-Bo Bonl'VY, 2013.
44.  byposa, E.M. «ApxuBoBeneHue (Teopus u Mmetoauka)». M., 2013.
45.  VYupasnenue nokymeHTamu. Tepmunsl u onpeaenenus. Ciosaps. M.: BHUMJIA/L, 2013.




46. Xopxopnauna, T.W. Poccuiickne apXuBbI: HCTOPHS M COBPEMEHHOCTh: YueOHuk, M., 2012.
47.  Xopxopauna T.W. Ucropus apxuBoBequeckoi Mbician: YueOHuk. M., 2012.
NHTEPHET-PECYPCBI
Odunmansuelii caiiT mpaBoBoii cucreMsl Koncynbrantllmroc. URL: www.consultantplus.ru, cBO60AHBIA.
Odunmanbupiii caidT DeaepanpHoro apxuBHoro areHrcra (Pocapxusa). URL: http://archives.ru/af.shtml, cBo601HBIiA.
Wutepuer-npoext Apxussl Poccun. URL: http://www.rusarchives.ru, cBOOOIHBIH.
Odunmaneuelii caiit ['maBrocakcneprussl Poccun. URL: http://www.snipbase.ru/6000snipbase.htm, cBo6oambIii.
Odunmansuelii caiit Beepoccuiickoro HUM nokymenrtosenenus u apxusHoro nena (BHUMA). URL: www.vniidad.ru, cBOOOIHBIH.
Odunmanbupiii caldT uctopuueckoro axynprera MI'Y um. Jlomonocosa. URL: http://www.hist.msu.ru, cBOOO HBIN.
PEKOMEHAYEMBIE ITEPUOANYECKUE U3JAHUMA.
«OTevecTBEHHbIE APXUBBD) - POCCUICKUI HAYYHO-TIPAKTHUUYECKUHN KYPHAIL.
«BeCTHHK apXHBHCTAa» - POCCUNCKHUI UCTOPUKO-aPXUBOBEIUECKUH KypHAIL.
«BoeHHO-MCTOPpUYECKHIT apXUB)» - POCCUNUCKUI HAYYHO-TIOMYJISIPHBIN CIIeIMaTN3UPOBAHHBIN KypHa, MyOIUKYIONINI MaTepHalibl 10 HCTOPHH
BOCHHOTO JI€JIa, APMHH, CIICLICITY>KO 1 000POHHO-TIPOMBIIIUIEHHOTO KOMILIEKCA.
«HcTopuyeckuii apxXuB» - POCCUNCKHUI HAYUHO-ITYOIUKATOPCKHM KypHAa.

«Uudopmanmnonnbiii 6101eTeHb POCAPXUBA) - undopmarnmonnoe uzganue denepanbHoro apxuBHoro areHTcTBa (Pocapxuga).
«/lesIonpou3BOACTBO» - MPAKTUUECKHIA KYpPHAII IO IOKYMEHTUPOBAHUIO M OPraHU3alnuu PadOThI ¢ OUIIHAIBHBIMEI JIOKYMEHTAMHU.
«/lesIonpou3BOACTBO U IOKYMEHTO000POT HA MPeINPUATHI) - IPAKTUUECKUHN )KYPHAI TI0 OCHOBHBIM BOIIPOCaM JOKYMEHTAIIHOHHOTO
o0ecrieYeHus yrpaBiIeHUs.

«Cexpertapckoe 1e10» - TpodeCCHOHATBHBIN JKypHAaJI IO BCEM BOIPOCAM CEKPETapCKOro Jena.

«Cexperapb-pedepeHT» - MTPoheCCHOHATBHBIN KypHAJI TI0 aKTyaIbHBIM T€MaM JeJIONPOU3BOICTBA M IOKYMEHTOO00POTa, KaJAPOBOI pabOTHI U
apXUBHOTO JieJ1a, aIMUHUCTPATUBHO-YIIPABIEHUYECKOH 1€ TETbHOCTH.

«CoBpeMeHHbI€e TEXHOJIOTHH /1eJIONPON3BOCTBA H JOKYMEHT0000POTa» - IPAKTUIECKUAN KypHAII TIO YIIPABICHUIO TOKyMEHTAMU B OYMa)KHOM U
3JIEKTPOHHOM BHUJIaX.

«CnpaBoYHUK KAJAPOBUKAY - CTICIIUATN3NPOBAHHBIHN JKypHAJI IT0 BOIIPOCAM MOJATOTOBKH U Pa0OTHI C IOKYMEHTaMHU B chepe TPYIOBBIX OTHOIICHHH.
«CnpaBoYHHUK cekperaps M o(puc-MeHeIzKepa» - MPodhecCUOHATBHBIN )KypHaJl IO OBBIMIEHUIO KBATM(UKALIMH [T CeKpeTapei, TOMOILTHUKOB
pyKoBoIuTENEH, peepeHTOB, NEIONMPOU3BOIUTENCH U 0(UC-MEHEIKEPOB

JlononaHUTENbHAS TUTEpaTypa Ui SK3aMeHaTopa (yueOHas, HOpMaTUBHAs U T.I1.)

1. OcHoBHble npaBuia padoOThHl BEIOMCTBEHHbIX apXUBOB, M., 1986.

2. OcHoOBHBIE NpaBMJIa pabOTHI ApXUBOB opranuzanuii, M., 2002.
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14.
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18.

19.

20.

[IpaBuia opraHu3anuy XpaHeHUs, KOMIUIEKTOBAHUS, Y4eTa U UCTIOIb30BaHUS TOKyMEeHTOB ApxuBHOro ¢onaa Poccuiickoit @enepannu u
APYTUX apXUBHBIX JJOKYMEHTOB B FOCYIapCTBEHHBIX ¥ MYHUIIMIIAJIbHBIX apXUBax, My3esX U Oubinnorekax, opranuzanusax Poccuiickoi
akajnemuu Hayk . M., 2007 r.

IlepedyeHb THMOBBIX TOKYMEHTOB, 00pa3yroOIUXCcs B AEATEIbHOCTH TOCKOMUTETOB, MUHUCTEPCTB, BEAOMCTB U APYIHX YUPEXKICHUH,
OpraHu3alyi, NPeaIPUATUH, C YKa3aHUEM CPOKOB XPAHCHUS.

IlepeyeHb THUIMOBBIX APXUBHBIX TOKYMEHTOB, 00pa3yroIUXCs B HAYYHO-TEXHUUYECKON U MPOU3BOACTBEHHOMN JEATEIIbHOCTH OpraHu3alui, ¢
yKa3zaHueM CpoKoB XxpaHeHus. M., 2008.

[lepedyeHb THIMOBBIX YIPABICHYECKHX apXUBHBIX JOKYMEHTOB, 00pa3yIOLIMXCS B IPOLIECCE AESITENbHOCTH TOCYAaPCTBEHHBIX OPTaHOB,
OpraHOB MECTHOTO CaMOYIIPaBJICHUS U OpraHu3aIii, C ykazaHueM cpokoB xpanenus. M., 2010.

[lepeyeHb JOKYMEHTOB, 00pa3yIOLIMXCS B MpoLecce AeaTenbHocTH DeepanibHOro apXUBHOIO areHTCTBA U MOABEAOMCTBEHHBIX eMY
OpraHM3aluii, ¢ ykazaHueM CpoKoB XpaHeHus, M., 2013.

Anb0oM yHU(UIMPOBaHHBIX ()OPM MEPBUYHBIX YUETHBIX JOKYMEHTOB I10 YUETy TPy/a U €ro OIlIaThl.

YKpyInHEHHbIE HOPMBI BpEMEHH Ha paOOTHI, BHITIOJIHIEMbIE B 00BEIMHEHHBIX apXHBaX, XPAHAIIAX JOKYMEHTHI 110 JUYHOMY COCTaBY
yUpexACHUH, Oprauusauui, npeanpustuii. M., 1992.

Hopwmbl BpeMeH# Ha paboThI IO aBTOMATH3UPOBAHHON apXUBHOW TEXHOJIOTHU U JOKYMEHTAIMOHHOMY 00€CIICYEHUIO OPTaHOB YIIPABIICHUS.
M., 1993.

Me:xoTpacieBble YKpYITHEHHbIE HOPMAaTUBbI BPEMEHHU Ha pa0OThI 110 JOKYMEHTALIMOHHOMY O0ecrieueHHIo ynpasieHus. Mockaa, 1995.
Hopmbl BpeMeHH Ha paboThl IO JOKYMEHTAIIMOHHOMY 00ECIIEUEHHIO YIIPABIEHYECKUX CTPYKTYpP (eiepabHbIX OPraHOB UCIOJHUTEIbHOM
Baactu. Mocksa, 2002.

Hopmbl BpeMeHH Ha paboThl U YCIIyTH, BBIIOJIHSIEMbIE TOCyJapcTBeHHbIMU apxuBamu Pocapxus, BHUNUJIAL; M., 2007.

MeTtoaudeckue peKoMEeHIaluy 10 MOATOTOBKE HHCTPYKLUN MO IETONPOU3BOICTBY B (De/iepajbHbIX OpraHax MCIOIHUTEIbHON BIacTu. M.,
2010.

[TpaBuna nmoutoBoii cBs3u. [IpaBuiia TenerpadHoi CBS3M.

I'OCT 17914-72 - OG10XKH J1e]1 JJIMTENbHBIX CPOKOB XpaHEHUs. TeXHUYECKUe YCIOBHSL.

I'OCT 6.10.4-84 - Ilpuaanue ropuMuecKoi CHIIbI JOKYMEHTaM Ha MalllMHHOM HOCHTEJE U MalllMHOIpaMMe, CO3/IaBaeéMbIM CPEICTBAMU
BBIYHUCIIUTENbHON TEXHUKU.

I'OCT 7.50-90 - Koncepsamust 1okymMeHTOB. OOITHE TPEeOOBAHUS
['OCT 7.68-95 - ®oto- u Buaeo10KyMeHThl. O01IKe TeXHHUeCKUe TpeOOBaHUs K apXUBHOMY XPaHEHUIO.

I'OCT P 6.30-2003 - YHudpuuMpoBaHHble CUCTEMbI JOKYMEHTAIMU. Y HU(DUIIUPOBAHHAsI CHCTEMa OPraHU3allMOHHO-PAaCIOPSINTEIbHON
nokyMeHTanuu. TpeOoBaHUS K OPOPMIIEHUIO TOKYMEHTOB.




21.TOCT P 7.0.8 — 2013 - CUBM/; [lenonpou3BoACTBO U apxuBHOE Ae0. Tepmunsl u onpenenenus (BMecto 51141-98 — Jlenonpoun3BoacTso u
apXMBHOE /1e710: TepMHUHBI U OIPE/ICIICHHS).
22.TOCT 17914-72 - OGn0XKH JeJT ATUTEIbHBIX CPOKOB XpaHEHHS. TeXHHUUECKHE YCIOBHUSI.

B) OCHOBHAMSA JINTEPATYPA
23. AnekceeBa, E.B. ApxuBoBenenune: YueOHUK a1 Had. mpod. oOpa3zoBanus: Yued.mocodue 1 cpea. npod. oopazopanus / E.B. Anekceesa,
JLII. Adanackesa,
E.M. bypoga; [Tox pen. B.I1. Koznosa. — 3-e uzn., gomn. — M.: 2013.

24. JlokyMEHTaIIMOHHOE 00eCIIeUeHUE YIIPABJICHHUS PEANPUSATHIA U OpraHU3aIMi U apXUBHOE XPaHCHUE IOKYMEHTOB [ DJIEKTPOHHBIN pecypc|
URL.: http://studentam.net/content/view/529/62/, cBoOOTHBII.

bymronmna, E. B. ApxuBoBeaenue : yueo. mocodue / Bonrorp. roc. ya-1, E. B. Bymonuaa .— Bonrorpan : U3n-so Boal'Vy, 2013.

25. byposa, E.M. «ApxuBoBeieHre (Teopus u MeToauka)». M., 2012.

26. Yopasnenue njokymMmeHTamu. Tepmunsbl u onpenenenus. Crnosaps. M.: BHUMJIA/L, 2013.
27. Xopxopauna, T.1. Poccuiickue apXuBbI: HCTOPHS U COBPEMEHHOCTh: YueOHuk, M., 2012.
28. Xopxopauna T.U. Mcropus apxuBoBedeckoit Mpiciu: YuebHuk. M., 2012.

PexoMenganmuu mo NMPOBECIACHUIO OCHKU:

1. Osnaxomvmecs c 3a0anuamu u ux 6apuaHMamu, OYeHUBACMbIMU KOMHEMEHYUAMU U NOKA3AMENAMU OYeHKU, d makdice ungopmayueu
OYEHOYHOU 6e00MOCMU (MaKem 8e0OMOCMU, KOMOPAs COOepHCUm OaHHble O pe3VIbMamax ammecmayuu no 3dleMeHmam
npogeccuonanvnozo mooyia — MAK, yuebnou u / uiu npouzsoOCMEEHHOU NpaKkmuxe (3anoiHsemcs 00 IK3aAMeHa
(keanugurayuourHo2o)), a makaice pe3yibmamsl dIK3ameHa (KeanughukayuonHozo) npeocmaener 8 Ilpunoscenuu 1).

2. Osnaxomvmecwv ¢ 000pyoosanuem 0isi Kaxrcoo2o 3a0anusl; co3oaiime 000pONCeNIamenbHyl0 00CMAHOBKY, HO He 8MeuUsaimecs 8 X00
(MexHUKy) 8bINOIHEeHUs 3A0AHUS U M.O




IMPUJIOKEHUE
1.

TPEBOBAHIA K COOBHIEHWAM

Jranbl padoThl HAJL COOOIIEHUEM:

1. TlonGop u n3yueHre OCHOBHBIX HCTOYHHUKOB IO TeMe (KaK U Mpu
HaNKMCcaHuM pedepaTa, pPeKOMEHIyeTCs HCIIONb30BaTh He MeHee 8 — 10
HMCTOYHHKOB).

ITonbop, ananu3 U cucTeMaTu3anms MaTepuana.

Pa3zpaboTka miana cooOmieHusl.

[TonroroBka BEIBOJJOB U 000OIIEHUIA.

Hamnucanue.

CocraBienue Oubmmorpadu4eckoro Crucka.

[Ty6nuyHOE BBICTYIUIEHHUE C Pe3yIbTaTaMU UCCIIEOBAHUSL.

CooOuienue J0KHO 3aHUMaTh oT 5 10 10 MuH.

Coo01ieHne JeMOHCTPUPYET TakKHe KadecTBa MCCeloBaTelsl Kak: YyMEHHe
MPOBECTH  HUCCIICOBAaHWE, YMEHWE TPENOAHECTH  Pe3yJNbTaThl  CIHyMaTelIsiM U
KBaJIM(HUIUPOBAHHO OTBETUTH HA BOIIPOCHI.

OTnUuuTENbHON YepTON COOOILEHUS SIBJISETCS HAay4dHbIM, akaJeMUYECKUN CTUJIb.
AxaneMU4yecKMi CTWUJIb MpEAIojaraeT CIeAYIOIINe HOPMBI: HPEJIOKEHUs] MOTYT OBITh
JUTMHHBIMU U CJIO)KHBIMH;, Y9acTO YIOTPEOJISIOTCS CJI0Ba MHOCTPAHHOTO TPOHMCXOXKICHUS,
pa3NuyHble TEPMMHBI, YHOTPEOJIAIOTCS BBOJHBIE KOHCTPYKIMHM THMA «II0 BCEH
BUIMMOCTHY», «Ha Hall B3TJSI». [IpM 3TOM MOIKHBI OTCYTCTBOBATH MECTOMMEHHS <«S1»,
«MOsI (TOYKA 3pEHUs)»; B TEKCTE MOT'YT BCTpEeUaThCsl KIIUIE - YHU(PULIUPOBAaHHBIE (Ppa3bl.

Noohkown

TPEBOBAHM A K DJIEKTPOHHON ITPE3EHT AL

[TpesenTanms, ot yaT. praesentatio - OOIIECTBEHHOE IpPEJICTaBICHHE Yero-inbo
HOBOT'0, HEZJABHO MOSIBUBIIETOCS, CO3JaHHOTO.

OO0mue TpedoBaHus:

ONeKTpOHHAas Mpe3eHTalusl JI0JKHA OBITh BBIIOJIHEHA HAa OCHOBE Marepuaia
MOJIrOTOBJICHHOTO pedepaTa M J0JDKHA MCIONB30BaThCs KaK BU3yajbHas WIUIIOCTpALIUs
YCTHOT'O JIOKJIaJia 1o Teme pedepara.

[Tpe3zenTanus noykHa OBITH BBINOJIHEHA B npuiiokeHMH MS PowerPoint u ciana B
AJMIEKTPOHHOM BHJI€ JIMYHO WM OTIpaBI€HAa IO DJEKTPOHHOM TMOYTe B CPOKH,
OIIpeZIeIICHHBIE TPETIOAABATEIIEM.

TpedoBanus k opopmiieHUIO:

DNEeKTpOHHAs MPE3EHTalus J0JKHA COAEpkKaTh HE MEHeeO CIIaliioB, COAEPIKAIINX
TEKCTOBYIOM Tpaduueckyro HHGOPMAITHIO 10 COOTBETCTBYIOIIEH TEME.

Ha nepBoM cnaiine Heo6xonumo ykaszats Temy, PHO cryneHTa, Kypc 00ydeHus.

Pa3pemiaercs ncnonb30BaTh BCTpOEHHBIE MIA0JIO0HBI CIai10B U CTUIIN O(QOpPMIIEHUS
MIPE3EHTAIMH; UCTI0Ib30BaTh 3(PPEKTH MYJIbTUIUINKALIIH.

KenarenbHo n30erath BCTaBOK B MPE3EHTAIINIO OOJIBIINX 110 00beMY rpapuuecKux
daiinos.

OpuruHanbHble HpUTOBbIE U 0)OPMUTENBCKUE PEIIEHHUS TPUBETCTBYIOTCS.



