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MeToaunyeckme ykasaHus ons ody4yarowmxcsa no BbINOSIHEHMIO NPOrpamMmMbl
y4eOHOM NPaKTUKKU

ApXu1BHblE MaTepuanbl — OAWH U3 Ba)XHEWLUUX UCTOYHMKOB OS5 UCTOPUYECKOTO
nccnenoBaHus. VisyyeHme apxmBHbIX AOKYMEHTOB — OTBETCTBEHHbIN M CIOXHbIA 3Tan
NCTOPUYECKOro uccrneaoBaHnsa n obpalwieHme K HUM TpebyeT cneunanbHOM NOAroTOBKN.
Llenbto  y4yebHOM apxvBHOM MpakTUKM SBMASIETCA 3akpenneHne wu  yrnybneHve
TEOPETUYECKNX 3HAHUMK, NPUOBpPETEHNE MNPAKTUYECKMX HABLIKOB MO WCMNOMb30BaHMUIO
APXMBHbIX MCTOYHMKOB MPW HaNMCaHUU KypCOBbIX M BbIMYCKHbIX KBaNMMUKALMOHHbIX
pabor.

B xoge npakTukm CTy4eHTbl OOIMKHbI NO3HAKOMUTLCS C 3agavyamMu U PYHKLUAMM
ApPXMBHbBIX YYPEXOEHUA, CUCTEMOM XpPaHEHUST [OOKYMEHTOB B HUX, OCHOBHbIMU
mMeTogamu 1 npuemamm paboTbl uccnegoBatens ¢ apXMBHbIMU AOKYMEHTaAMMU, Hay4YHO-
CrpaBOYHbIMM NMoOcobuAMK; OBNageTb METOAMKOW BeLEHUs 3anucen, UCMNonb30BaHUSA
APXMBHbIX OKYMEHTOB 7151 NPOBEAEHUSA NCTOPUYECKOrO UCCEeAoBaHUs.

Mpn OCBOEHUM NPaKTUYECKMX HABLIKOB MO paboTe C apXMBHbIMW OOKYMEHTaMU
MOXHO MCMOMb30BaTh CeAYyHLLY CXEMY:

Pabota c nyreBoautenem no doHgam. 3agaHve 1. OnpeoenuTb NPUHLMMLI
COCTaBneHust nyTeBoaAUTENs, rpynnbl POHOOB M AOKYMEHTOB, nonaswimne B 00630p,
CTPYKTYPY PacnosioXXeHns matepuana, xapakrtep npunoxeHun. 3agaHue 2. Onupasicb
Ha nHdopMaumto, NpeacTaBnseMylo NnyTeBoaNTENEM, onpeaenuTb U chopMynmpoBaTtb
Temy wuccrnegosaHund. 3agaHve 3. Onpegenutb 3-4 doHaa, maTepuanbl KOTOPbIX
HeobxooMMbl Ons pacKkpbiTUs CHOPMYIMPOBAHHOM TEMbl UCCNenoBaHudA, OaTb WX
nonHoe HasBaHue, wWwudp (NopsakoBbiM Homep). 3agaHne 4. YcTaHOBUTL U3
OTOBOpaHHbIX (POHOOB OCHOBHOM, OMUCb MO KOTOPOMY AoSmkHa ObiTb 3aTpeboBaHa B
nepByto ouvepenb. 3agaHme 5. 3anonHuTb TpeboBaTeNbHbLIA JIMCTOK Ha OMUCH
OCHOBHOro hoHAa.

Pabota c onucbto. 3agaHue 1. OnpegenuTb xapakTep OMUCKU, Kak CrpaBOYHUKA
no yyeTy M NO COOEPXaHWO, OTMETUTb OCOBeHHOCTM onucu (onucen). 3agaHue 2.
YCTaHOBUTb XPOHOMOIMMYECKME pPaMKM AOKYMEHTOB, BHECEHHbIX B OMNUCb (Onuch).
3agaHue 3. O603HaYMTb Pa3HOBUOHOCTM AOKYMEHTOB, BCTPEYAKOLMXCA B ONUCK, HA UX
OCHOBE [OaTb XapakTepuUCTUKy nonHoTbl ¢doHaa. 3agaHue 4. BoibpaTtb 2-3 gena us
onucnu. BHectn mx B TpeboBaTesnbHbIN NUCTOK Ha Bblgdayy [OOKYMEHTOB MO BCEN
TpeboBaTenbHoOn hopme.

Pabota ¢ pokymeHTamu. 3agaHue 1. YACHUTb anemeHTbl OBnoXku aena,
NPOCMOTPETb BCE AOKYMEHTbl Aena. 3agaHue 2. Ecnu kakon-HnMbyab OOKYMEHT He
MMeeT 3arosfioBka, Hy>KHO ero noctaBuTb. OnpegennTb gaTy, aBTopa, agpecarta u aaTb
K 9TOMY OOKYMEHTY apxXxuBHyto nereHay (ccbiniky). 3agaHne 3. OopMUTbL apXMBHYHO
BbINUCKY (OOCNOBHOE BOCMPOM3BEAEHNE YAaCTU TEKCTa apXMBHOMO OOKYMeEHTa), AaTtb K
Hewn ccbinky. 3agaHune 4. CHATb apXUBHYO KOMUIO (BOCNpOmU3BeAEeHME TEKCTa JOKYMEHTa
MOMNHOCTbLIO) € NOOro AOKyMeHTa NPOCMOTPEHHOMO Aena, AaTb K Hel cebinky. 3agaHune
5. CocTtaBuTb apxuBHylO cnpaBKy (crnpaBky 06 wuMelowmxca [OKyMeHTax Aaena,
CBedeHuaAX Mo onpegeneHHoMy Bompocy, Teme, npegmety, Ouorpaduyeckmx
CBEeOEHMAX O nNuue unM no Xapaktepy camMux [OOKYMEHTOB) CO CCbIIKOM Ha
NpuBNeYeHHble hakTbl.

MamaTka no meToauke Noucka nHpopmaumm B apxmBee
(Ha npumepe 4OCOBETCKOW 3MOXM)

C KaxablM TrOAOM  YBENMYMBAETCS  KONMMYECTBO  fNogel  pasnmnyHbiX
cneumnanbHOCTEN M BO3pacToB, obOpallalowmxcs kK nepBoucToYHNKaM. HesaBucumo ot
Lenu, uccriegoBaTernb AOMMKEH UMETb NpPeAcTaBneHne o NyTsx paboTbl C HAMM.



HanpaBneHue apxuBoBefeHUs, usyyaroliee MeToauky nomcka peTpocrnekTMBHOM
AOKYMEHTHOW MHGOpMaL MK, Ha3biBaeTCs apXnMBHOWM 3BpUCTMKOW. B npouecce paboThl B
apxvBe nccnegoBaTenam NpUAETCs CTONKHYTLCS CO crneungunieckon TepMmMHONOIMEN.
ApxuBHasi KOMMEeKUMA — COBOKYMHOCTb [JOKYMEHTOB, 0O0pasoBaBLUMXCA B
AEATENbHOCTM PasfNYHbIX OpraHu3auun unu uamyecknx nuy n ob6beanHEHHbIX Mo
OLIHOMY WUJSIM HECKOJSTbKNM NPU3HaKaM.

ApxuMBHasi onuUCb — apXMBHLIN CNPaBOYHUK, COAEpXallMih CUCTEMAaTU3NPOBAHHBLIN
nepeyYeHb eguHUL, XpaHEeHUs apXUBHOro poHaa, KONMeKuun U npegHasHayvyeHHbIn s
NX ydeTa N packpbITUS UX cogepXXaHus.

ApXMBHbIN (POHA — COBOKYNHOCTb apPXMBHbIX [OOKYMEHTOB, MWCTOPUYECKU W/Mnn
NOrMYecKkn CBA3aHHbIX Mexay cobon.
ApxuBHbin d¢oHp Poccuinckon dDepepaumm — UCTOPUYECKU CIIOXKMBLUASCA W

NMOCTOSIHHO MOMOSHALWAACH COBOKYMNHOCTb apXUBHbIX [OOKYMEHTOB, OTpaKatoLmx
MaTepuarnbHyl0 U AYXOBHYK >XM3Hb OOLLeCTBa, UMEKLWMX UCTOPUYECKOE, HayyHoe,
counarnbHoe, 3KOHOMMYEecKoe, MOMUTUYECKOE WU KyIbTYpHOE 3HadeHune, ABNALUXCA
HEOTbEMIIEMON YacTbl0 MWCTOPUKO-KYNbTYpPHOro Hacneama HapogosB Poccunckon
depgepaumm, OTHOCAWMXCA K  WMH(POPMAUMOHHBIM  pecypcam W nognexalmx
NOCTOAHHOMY XPaHEHMUIO.

ATpnbyums noKyMeHTa — YCTaHOBMEHME OCODbIX XapakTepuUCTUK AOKYMeHTa: aBTopa,
agpecarta, BpeMeHu U MecTa ero cosgaHus, Buaa, NoannMHHOCTU, MecTa XpaHeHus u ap.
Bbasa paHHbIX — aBTOMaTU3MPOBaHHbLIA HAy4yHO-CMPABOYHLIM annapaT apxuBa,
npeacTaBnNAwWNN  coBOM  COBOKYNMHOCTb  OMMCaAHUM  OOKYMEHTOB AN Moumcka
NHopMauuu.

EavHuua xpaHeHMA (oeno) — yyeTHad W KnaccuduKaumoHHas eavHuua,
npeacrasnsawwas cobon duandeckn ob60COONEHHbIN OOKYMEHT WM COBOKYMHOCTb
AOKYMEHTOB, MMeloLLasi caMocToaTeNbHOe 3HadeHne. MOXHO ckasaTb, YTO apXxvMBHOE
Aeno — 3TO0 OOKYMEHT WM COBOKYMHOCTb [OKYMEHTOB, 3aKIIOYEHHbIX B OTAENbHYH
00nNoXKy.

KaTtanor — apxmBHbIN CIPpaBOYHUK, B KOTOPOM MHpopMaunsa 06 apXMBHbIX JOKYMEHTax
pacrnosnoXxeHa B COOTBETCTBUMN C BbIOpaHHOM Cxemon knaccudumkaumm

KaTtanornsauus — COBOKYNHOCTb paboT Mo noaroToBke, CO3OaHUIO W BeOeHUIo
KaTanoros.

MeXxapXxuBHbIW CNpPaBOYHUK - apPXMBHbIA CNPaBOYHWUK, coAep)Kaliuh CBeOeHUs O
AOKYMEHTaX HECKOJTbKMX apXUBOB.

HayyHo-cnpaBoyHbin annapat (HCA) - CTpykTypupoBaHHasi COBOKYMHOCTb
9N1eMEHTOB OMNWCAHUN LOKYMEHTOB, MPEeACTaBfEeHHbIX B Pa3fMyHbIX BUOAX apXUBHbIX
crnpaBOYHMKOB, 6asax [aHHblX, npefHasHa4yeHHbIX Ans noucka [AOKYMEHTOB W
AOKYMEHTHOW MHdopMauuu.

O630p - apxMBHbIA CNPaBOYHUK, BKOYAKOLWNA CUCTEMATUINPOBAHHbLIE CBEAEHUS1 O
coCTaBe, COAepXaHUM W MOUCKOBbLIX [AaHHbIX OTAESNbHbIX KOMMIIEKCOB apXMBHbIX
AOKYMEHTOB, [OMOSIHEHHbIE B HEOOXOAMMbLIX CrydadgxX WX WCTOYHUKOBEOYECKUM
aHann3om.

MyTeBOoaUTENb - apXMBHbLIA CAPABOYHMK, COAEPXKAlUMMW B CUCTEMATU3MPOBAHHOM
NOpsiAKE XapaKTepuUCTUKM unu KpaTkne cBefeHuss 06 apxuBHbIX oHAax MU
npegHa3Ha4YeHHbIN ANng 03HAaKOMIIEHNS C €ro COCTaBOM U COAepXKaHMUEM.

PeTpocnekTuBHas AOKyMeHTHass WHopmauusi — [JOKYMeHTHas uHdopmaums,
cO3aHHas B NMPOLUSIOM.
CnpaBoy4Ho-uHopmaunoHHbin ¢oHag (CUP) — cuctema Hay4yHO-TEXHUYECKOW

nHpopmauun B obnactn JOKYMEHTOBEAEHMS U apXMBHOrO Aena.

TemaTnyeckun nepevyeHb AOKYMEHTOB — CUCTEMATM3NPOBAHHBLIN KPATKUA NepeveHb
3arofioBKOB [AOKYMEHTOB, €OWHWUL, XpaHeHus No onpefeneHHon Teme (Bonpocy) C
yKaszaHneMm ux gaT v NOUCKOBbIX JaHHbIX.



YKasaTenb — apXvMBHbIW CMPaBOYHUK, coAdepXallun CUCTEMAaTU3UPOBAHHBIA NepeyYeHb
HaMMeHOBaHW NpeaMeToB WM OOBLEKTOB, O KOTOPbIX codepXaTcs CBedeHUs B
apXMBHbIX JOKYMEHTaXx, C yKa3aHneM X NOUCKOBbIX AaHHbIX.
doHaoobpa3oBaTenb — topuanyeckoe unu uUandeckoe nuuo, B OeATeNbHOCTU
KOTOporo obpasyeTtcst AOKYMEHTanNbHbIN OOHA,.

ApXuUBHbIE OOKYMEHTbI CIOXHEe BOCMPUHMMATb U U3y4vaTb, HEXenu nevyaTHble
n3gaHus, Tak Kak OHU NpeaHasHavYanucb agpecarty, a He uccregoBaTtenio.

1. YctaHoBneHue ¢hoHgoobpasoBartens

Mpexgoe 4Yem obpawatbCa B apxuB, HeOBXOOUMO  O3HAKOMUTbCA C
0onybrMKOBaHHBbIMW UCTOYHMKaAMK U NUTepaTypon No Teme UccnegoBaHns B KapTOYHbIX
Katanorax obriacTHbIX M BY30BCKMX OMBNMOTEK, a Takke Ha MMEIOLMXCA canTax B
WHTepHeTe. TonMbKO Mocrfie 3TOro MOXHO MepexoauTb K MOUCKY WHdopmauum B
apxmBHbIX ydpexaeHusix. B npouecce paboTbl nonb3oBaTtento  HeobxoaMmo
nocrnegoBaTesibHO MPONTU HECKOJSTbKO 3TarnoB Noucka JOKYMeHTarnbHbIX CBEAEHUN.

Ha nepBom atane nHOpMaunoHHOIo Noucka criegyeT yCTaHOBUTb OpraHn3aumm
W oTaenbHble nuua, B ((oHAAx KOTOPbIX OTAOXUIMCE [OOKYMEHTbl MO Teme
nccnegosaHna. OCHOBHOM UX rpynmnon SIBASKOTCA rocyaapcTBeHHble ydpexaeHuda. Ux
MOXHO YCTaHOBWTb MO CNpaBOYHMKAM MO MUCTOPUM FOCYOaPCTBEHHbIX YYpexXaeHun, a
TaKke N0 TeMaTUYeCKMM U YHUBEPCasibHbIM 3JHUMKIONEANsSM U CanTaM WHTepHeTa.
Kpome TOro, B apxmBax COCpedoTOYEeHbl AOKYMEHTbl pPa3HOro poaa O6LLEeCTBEHHbIX,
YacTHbIX OpraHusauun M nNpeanpuaTnin, a Takke (OHOblI NIMYHOrO MPOUCXOXOEHUS,
KOTOpble, HECOMHEHHO, [OSfKHbl MNpuUBNEeKaTbCs B UCCNegoBaHWM B KavyecTBe
AOMNOSTHUTENBHOM rpynnbl. BaxHO y4nTbIBaTh, 4TO Uenecoobpa3Ho npuBnekaTb
MaTepuansl U3 OOHOOB y4pexaeHNn-npenleCTBEHHNKOB U OpraHn3aunn-npeemMHMKOB.

2. NMounck Ha MeXXapXUBHOM YpPOBHe

Ha BTOpomM 3Tane HauynMHaeTCa NOUCK MECT XpaHeHusi AOKyMeHTOB. [1ns atoro
HeobxoanMOo 3HaTb NpPMHUKMN opraHm3aumm ApxmeHoro dooHaa Poccuinckon degepaumn,
B COOTBETCTBMM C KOTOPbIM apXxvMBbl OENATCA Ha denepanbHble, rocyaapCTBEHHbIE,
MyHUUMNAanbHbIE, BEOOMCTBEHHblE W  HerocygapcTtBeHHble. WHdopmaumo no
AOPEBOSIIOLUMOHHOMY NEPUoAY XpaHAT dpenepanbHble U rocygapCTBEHHbIE apXMBbl, a
Takke GUONMoTekn, Mmyseun, ydpexaeHus Poccumnckon akagemMum Hayk U otpacreBble
apxuBHble oHabl. [1ns ycTaHOBNEHMs cocTaBa U coaepxaHuss oHAoB Heobxoammo
Nofb30BaTbCA MEXapXMBHLIMWU CrpaBOYHMKAMW U NMyTEBOAUTENSMU B TPagULUOHHOM
BUOE WNN NpencTaBfeHHbIMN Ha canTe «ApxuBbl Poccum» B 3fEKTPOHHOM BapuaHTe.
HeobxooMmo 3HaTb MCTOPUMIO TOW WAW WMHOW agMWHUCTPATMBHO-TEPPUTOPUANBHOMN
eanHNUbI, 4TOObl YeTKO MpocneamTb MCTOPUIO KOMIMITEKTOBAHUS MECTHbIX apXMBOB.
Hanpumep, OKyMeHTbl N0 uctopumn BopoHexckon obnactu cnegyeTt nckaTb B apXxmBax
conpenenbHbiX Tepputopui u T.4. BBmay 4vero uenecoobpasHo BOCMNONb30OBaTbCS
CNpaBOYHMKAMN O KOHKPETHOM pErnoHe, a TakkKe KaTanorom apxmea MO UCTOpUMU
agMUHUCTPaTUBHO-TEppUTOpUanbHoro aenenus. Cnegyet MMeTb B BMAY, YTO €OUHON
cuctembl MHGopmauun o6 ApxmBHoMm PoHae PP noka HeT, a B cnpaBOYHMKAX He
COOEPXKUTCA CBEOEHMIN O HANUYNUKM OTAENbHBIX MICTOYHMKOB.

3. Nouck Ha ypoBHe apxuBa
Ha TpeTbem aTane nccnepoBatenb HaynHaeT paboTy B BbIbpaHHOM apxmBe Onis

BbISIBIEHUS HOMEPOB W Ha3BaHWIA apXMBHbIX (QOHAOB W KOMMEKUMI, COAEpXKaLLmX
pasbiCkMBaeMble CBeAeHusi. B 3ToM nomoxeT cuctema HayyYHO-CrpaBOYHOrO annapara



(HCA), KoTopasi B Kaxxaom apxmBe nmeeT CBOM 0CobeHHOCTU. Hanbonee BaxkHbIMK NS
nccnegoBartenen ABNAeTCs NyTeBOAMTENb M ONUCb, @ B KadecTBe AOMNOSTHUTENbHbIX
MOXHO MCMOnb30BaTh 6a3bl AaHHbIX, KaTanoru, 0630pbl, NEPEYHN U yKasaTenn oHO0B.

Pabotas c nyteBogutenem, Heob6xoAMMO MNOMHWUTb, YTO B HEr0 BKIIOYEHDI
cBefeHus TONbKO 00 OTKPbITbIX OfS MCCNeaoBaHMs KOMMMEKcax [LOKYMEHTOB; Ha
OOHOTUMNHbIE OHAbI MOXET COCTaBnATbCA oOblwaa aHHoTauus; nyTeBOAUTENU
nepen3garTcs He Yalle OAHOro pasa B gecsatuneTue. B cBaA3m ¢ yem, nccnegosaTtensm
pekomMeHayeTcsa npocmaTpuBaTb KpaTkKme HeaHHOTMPOBaHHbIE WM aHHOTUPOBAHHbLIE
CMPaBOYHMKMN N CMIMCKM O HOBbIX NMOCTYMNMEHUAX, a Takke MHPOPMaLMM O HOBbIX (POHAAX
W OOKyMEHTax, pasMelleHHbIX Ha cauTe apxuea. CnegyeTr yuuTbiBaTb, 4YTO B
AOKYMEHTaxX JIMYHOrO MPOUCXOXOEHUA MOryT coaepxaTbCa cBedeHua no npobneme,
noatomy Heobxoaumo obpalatbesa K pasgenam «JIndHole doHabl», «Konnekuun». He
cToMT 3abbiBaTb M O ¢oHAax, ykasaHHbix B pasgene «CnvckM HeaHHOTMPOBAHHbLIX
doHO0BY.

Mcnonb3yst Katanor, Hy)XXHO 3HaTb, YTO MHOpMauusa B HEM CrpynnupoBaHa no
npegMmeTam, Temam, oTtpacnsam. M3 kaTanoXHOW KapTOYKM BbINMUCLIBAKOTCA MOSHbIE
afpecHble AaHHble PeTPOCNEeKTUBHOM AOKYMEHTHOW MHGOpPMauun: Ha3BaHWe apxusa,
HomMepa coHaa, onucu, fena, nucTa, Ha3BaHMe AOKyMeHTa M ero pata. Ecnm B
KaTanore He obHapyXxeHa nHdopmMaumsi, He CTOMT AenaTb BbiBOA 00 ee OTCyTCTBUM, TaK
Kak OHa MOrfa He nonyvnTb OTPaXeHWs B 3arofioBke, UNW nonana B Apyron pasgen,
unn ooHA He NpoLUen KaTanornsauuio.

Obpawasnce k o63opam, criegyeT yunTbiBaTb, YTO OHW BKIIOYAKOT CBELEHMUS O
COCTaBe W COAep)XaHMM OAHOro oHOAa WAM MO KaKOW-TO TeMe W  [OOMOJSIHEHDI
NCTOYHMKOBEOYECKUM aHarnmM3oM.

Mpn noncke MHgopmauun nNo ykasatensm HeobxogMmo MMeTb B BUAY, YTO 3TO
nepevYeHb Ha3BaHUM NpegMeToB MO KakoMy-nmbo onpegeneHHoMmy npuHuMny ¢
yKasaHMeM MoMCKOBbIX AaHHbIX (HOMepa doHaa, onucu, gena unu nucra).

Mpn mncnonb3oBaHUM MNEPEYHEN HYXXHO MOMHUTb, YTO OHM COCTaBMAKTCA MO
onpeaeneHHon Teme ¢ NpMBeAeHNeM NOUCKOBbLIX AaHHbIX.

OcobeHHocTb paboTbl ¢ gononHutensHbiM HCA (6a3a gaHHbIX, kaTtanor, 0630p,
nepeyeHb, ykasaTemnb) COCTOMT B HeobXo4MMOCTM CBEpKM HOMepa onucu u gena
HEenocpeacTBEHHO C OMUCLIO UK C NepeBoaHOM Tabnuuen, npunaratowencsa K Hen (o
paboTe ¢ onucblo noapobHee Ha cnegyowem atane).

Bce anemeHTbl HayyYHO-CNPaBOYHOrO annapart apxvBa MOMOrYT He TOSbKO
onpeaenuTb HoMepa HeobxoaumMbIx Ans paboTbl POHOOB, HO U COKOHOMUTL BpPeMs Ha
MOWUCK.

4. Nouck Ha ypoBHe choHAaa

Ha u4eTBepTOM aTane ycTaHaBnNuBaKTCA afpecHble [AaHHble gen (Homepa
oHOOB, Onucen, Aen, WX 3aronoBKOB, faTta, KonuyectBo nuctos). [lo onucwy,
nuccnegosatens oTbupaeT U BbINMUCbIBAET AN MNOMb30BaHUA Heobxoaumble Ans
pacKpbITUS TEMbl €AnHULbBI XpaHeHUs. O4YeHb BaXXHO O3HAaKOMUTLCS C NMPEeAUCITIOBUEM K
onucam. B onucax OopeBOMntOLMOHHONO nepuoda MMEETCH Cepbe3Hble HedoCTaTKu.
Yacto 3aronoBku cogepxat KpaTkoe o603HayeHwe Bonpoca, Hanpumep «AKTbl
peBu3nny U rnyxme saronoBkn «PasHasa nepenucka...». [JO HacToswero BpemeHu
COXpPaHWUMNCb OMNMUCKU, KOTopble BblNM COCTaBrneHbl ele A0 BOWHbI (OHW PYKOMUCHbIE, B
HUX MHOrO PasfnU4YHbIX NOMET apXMBUCTOB, HaNpPUMep «BbIOLINIO», «HE cAaHO» U T.4.),
noaTomy crneayeT obpawiatb Ha 3TO BHUMaHWE. PasHOBUOHOCTLIO AOPEBOSOLMOHHBIX
Aenonpon3BOACTBEHHbIX ONUCcen Oblfv HaCTOMbHbIE peecTpbl, andaBuUTHbIE yKa3aTenu,
XypHanbl BXOASALWMX U ucxogawmx éymar un gp., Kotopble Mornun 6bl MICNONb30BaThCA B
KayecTBe CnpaBOYHO-NMH(OPMALMOHHBIX NOCOBUN NO POHAY.



Benay ocobeHHOCTM oenonpon3BoacTBa HEOHXOOUMO BbISBNATH AOKYMEHTbI Ha
rog paHblle un nosgHee 0603HAYEHHbIX XPOHOSOrMYECKUX PaMok, a Takke 6rmskme no
TeMaTuKe WUCTOYHUKKU. BO3MOXHO, npuaeTca nNpoCMOTPEeTb OMUCb BTOPUYHO AnNs
BbISIBIEHNSA  AONOSMHUTENbHbIX  MatepmanoB. O6bl4HO  BbisiBNsieTcs  Gonblue
NCTOPUNYECKNX (PaKTOB, YEM UCMNOSNb3YyEeTCA.

lMocne ycTaHOBMNEHUS MNOSHbIX agpPeCHbIX AaHHbIX MccrnegoBaTenb 3anosHsaeT
TpeboBaHWe Ha Bblgady nen, maTtepuanoB Hay4dHo-cnpaBoyvHon 6ubnuotekm (HCB),
crnpaBOYHO-UHOPMaUnoHHoro doHga (CU®P). T[MnaHumpya paboTy B  apxuse,
Nonb30oBaTENO peKOMeHOyeTCs npeaBapuTenbHO 03HAaKOMUTBLCA C nNpaBunamu paboTbl
YMTanbHOro 3ana apxmea.

5. Nouck Ha ypoBHe aena

Ha nocnegHem 3Tane wuccnegoBaTtenb paboTaeT yxe C  OTAelbHbIMU
AOKYMEeHTamMu. HaumMHaTb HYXXHO C OCHOBHbIX BWAOB: 3akoHOAaTeslbHble (YKasbl,
MHEHMS1, NOCTAHOBMNEHUSA U T.4.) N pacnopsanTeNbHbIE AOKYMEHTbI (NpUKa3bl, panopTbl
n 1.4.). 3aTEM M3y4yaroTCs MHAOPMAaLIMOHHO-CNPaBOYHbIE JOKYMEHTbI (AOKNaabl, OTYETbI
n 1.4.). lNocne atoro nepenucka, MNPOCUTENbHbIE AOKYMEHTbl (XKanobbl, AOHOCHI),
nocrnyxHole W QOPMynsipHble CrNuUckM W Apyrve Buabl. BaxHbiM  3anemeHTOM
nccnegoBaHua aBnsaeTcs atpubyums, T. e. onpegeneHme Bngos (popm) U NOASIMHHOCTH
BbISIBITEHHbIX MCTOYHWKOB, AAT MX HanucaHusi, aBTOPOB U agpecaToB. [Ana AaTUPOBKK
MOXHO WMCMonb30BaTb AaTbl NMOMET M PE30oUUIA Ha UCTOYHMKAX, YNOMUHAHUA B HUX
cobbITUI, NUL, YYpEXOEeHUN, AHEN Hedenn 1 Npa3gHUKOB. XapakTep HannucaHna TekcTa,
0COBGEHHOCTUN A3blka, UBET Oymarn, Takke MNoOMOrarT YyTOYHUTb BPEMSI COCTaBIEHMS
MCTOYHMKOB. [INnA HaBegeHus cnpaBok 00 yNOMMHaeMbiX B MCTOYHMKAX NuUuax Wu
MECTHOCTSIX npuxogutca npuberatb K Guorpaduyeckum, reorpadpmyecknm  wn
SHUUKIIONEANYECKMM U UHBbIM CrNoOBapsiM, adpec-kaneHaapsam, NamMsaTHbIM KHUXKaM U
T.A.

B HekoTOpbIX cnyyasx uccnegoBaTenb CTaNkMBaeTCsl C TEM, UYTO YACTb HYXXHbIX
€My WCTOYHMKOB OTCYTCTBYET. Torga npuxoamuTcsi udyyaTb YCIOBMSl, KOTOpPblE MOIK
Bbl3BaTb Npobenbl B AOKYyMEHTaX, HanpMMmep, MOXHO BOCMONb30BaTbCA MaTepuanamm
doHOa BbIWECTOAWEN OpraHusauuu, JMYHbIMKM  (POHOAMM U KONNEKUMAMN,
mMaTepuanamm pPyKOMUCHbIX OTAENOB U PeaKOW KHUMM OGMOnmMoTeKk, My3eeB, Hay4HbIX
yypexneHuin, BeAOMCTBEHHBbIMU U3OAHUAMMU, NEPUOONYECKON NEeYaTbio, TEMaTUYECKUMM
cnpaBkamn n gp. HenonHota mM cnyYyanmHoOCTb OOLIeAWnX UCTOYHMKOB OObACHAETCA
OTHOLLUEHUEM YUPEXOEHUN N NNL, K POPMUPOBAHUID JOKYMEHTAarbHOro poHaa.

BaxxHO OTMeTUTb, 4YTO OT XxapakTepa 3anMcel O COAEepPXXaHUM apXUBHbIX
MCTOYHMKOB 3aBUCAT pe3ynbTaTbl paboTbl uccnegosatens. Konum (BymakHble u
9NEKTPOHHbIE), BbINMUCKK, poTorpadumn, NNNCTpaumm OMKHbI coaepXaTb CBEAEHUS O
Ha3BaHWW apxuBa, HOMepe W HaMMeHoBaHuW oHda, KpaTKOM 3arorioBke fena, gare,
Ha3BaHUM OOKyMeHTa M Homepe nucta. OBOPOTHbIE CTOPOHbLI NUCTa B eAuHULAax
XpaHEHUs1 HE HYMEpPYIOTCS, NO3TOMY MX 0603Ha4aloT B BbINMCKax AobaBrneHnem crosa
«obopoT», Hanpumep: Jl. 2 06. (nmct 2, obopot). [Npu HeoboCHOBaHHOM WK
OWNBOYHOM CCbIIKE Ha WCTOYHWUK, MOABEPraeTcs COMHEHMI0 He TONbKO HayyHas
NOPSIAOYHOCTb MOMb3oBaTens, HO U cam akT. Mpyn LMTMPOBAHUN UCTOYHUKOB HYXKHO
KpariHe 6epeXHO OTHOCUTBLCH K TEKCTY, HEe AOMyCKasi UCKMIOYEHMS M3 HEro OTAErNbHbIX
cnoB un ¢pas. Ecnm xe 39T0 Heobxoammo, Nponyck OTMeYaeTcss MHOroTOYMEM,
3aKNOYEHHbIM B CKOOKM. OWMBOYHO OnyLleHHblE WU COKPaLLEHHble B WCTOYHMKE
CnoBa BKNHOYAKTCA B TEKCT uMTaTbl NUWb B KBaApaTHbIX CKobkax. ApxaunyHble
OKOHYaHMSA CrOB 3aMEHSAKTCS COBPEMEHHbLIMMU, @ NPONUCHbIE BYKBbI - CTPOYHBIMN.

"MaBHOE, YTO AOMKEH MOMHUTbL UCCeAoBaTENb - apXMBHbIE AOKYMEHTbI TpebyeT
KPUTMYECKOrO OTHOLWEHMSA. Yem Bonblue UcToyHnkoB ByaeT npueneveHo B paboTte, Tem



nHTepecHee OyayT BbIBOAbI, LiEeHHee BBEAEHHble B Hay4Hbli 060OpPOT MCTOpUYECKME
dakTbl, a nouckoBasi OESTENbHOCTb MPUHECET HEe TONbKO Maccy MONOXUTENbHBLIX
3MOLMIN, HO U TBOPYECKOE HAacnaxaeHwe oT AesTenbHOCTU. BaxHo yuuTbiBaTh, YTO
paboTa B UnTanbHOM 3are apxuBa — 3TO TPYAOEMKUIA 1 ANMTENbHbIN Npouecc.

Mo okOHYaHMWU NPaKTUKWU CTYOEHT npeacTaBnsieT PyKOBOAUTEMO NPaKTUKKA OT
opraHusauuu (dvnunana) cnegyroime JOKYMEHTHI:

— pabouni rpaduk (nnaH) NpoBeAeHU NPAKTUKN;
— nHAMBMAyanbHoe 3ajaHue obyyaroLerocs, BbINOMHAEMOe B NEPUOL NPaKTUKW;
— [AHEeBHUK y4ebHOW npakTukn (C HeobxoauMON OTYETHOM AOKYyMeHTaunen);

— OTYET CcTyaeHTa 06 utorax NpakTuku.

Mo nToram NpakTUKKN BbICTaABNSAETCS 3a4€T C OLIEHKOMN.
[nsa oueHnBaHWA pesynbTaToB O0Oy4YeHWA NpU NPOMEXYTOYHOM aTtTecTauuu
oby4aroLmxcsa No NpakTUKe NCNoNb3yTCA cneayoLlmne nokasaTenu:

— BbIMOMHEHME WHAMBMAOYAINbHOrO 3a[aHuUs B COOTBETCTBUWU C YTBEPXOAEHHbIM
COBMECTHbIM paboyunm rpacpmkom (nnaHom) npoBeaeHNa NPaKTUKK;

— ypoBeHb npodheccnoHanmMama, AeMOHCTpUpyembin obydawowmmes —
NpakTMKaHTOM (NpodheccmnoHarnbHble KayecTBa, 3HaHUs, YMEHUS!, HaBbIKN); CTEMNEHb ero
OTBETCTBEHHOCTU  MNpPU  MNPOXOXKOEHUM  MPaKTUKA W BbINOSIHEHUM  BUOOB
npodeccnoHanbHoOn AeATENbHOCTU;

— FOTOBHOCTb MPUMEHUTb Ha MNPAKTUKE 3HAHUA U YMEHUS, MOSfyYeHHble Mpu
N3y4eHUM TeopeTUYeckux W npodeccnoHanbHbiX ANCUMMNNH  y4ebHOro nnaHa
npodouns;

— CBOEBpPEMEHHasi MOAroToBKa W npeAcTaBrieHne MeToOMYeCcKOM U OTYETHOM
AOKYMeHTauuu;

— Ka4yeCTBO NpeAcTaBrieHHbIX MaTepuarnoB OTYETHON AOKYMEHTaLNN.



O6pasey ocbopmneHns TUTYNbHOro NUCTa AHEBHUKA y4eOHOM apXUBHOM
NpPaKTUKN

MWHOBPHAYKU POCCUA
SENEPANBHOE NCYAAPCTBEHHOE BIOAXETHOE OBPA3OBATEJIbHOE YYPEXOEHUE
BbICLUEFO OBPA30OBAHUA

«BOPOHEXCKWU/ rOCYOAPCTBEHHbLIA YHUBEPCUTET»
Bopucorne6ckun omnuan
(BP PIre0y BO «BlY»)

NHeBHNK y4eOHON apXUBHOMN NMPaKTUKN

cTyaeHTa Kypca rpynnbi
o0

HanpasneHnue noarotoBku 44.03.01 NMegarormyeckoe obpasoBaHune
Mpodunb nogrotoekun Victopnyeckoe obpasoBaHue

dakynbTeT

Bopucornebek 20



dopma paboyero rpacdumka (nnaHa) npoBeAeHUNA NPaAKTUKK

MWHOBPHAYKN POCCUA

®ENEPAINBHOE NOCYOAPCTBEHHOE BIO[PKETHOE OBPA3OBATEITbHOE YYPEXKOEHVE

BbICLLEIMO O5PA30OBAHUA

«BOPOHEXCKWUN FOCYﬂAPCTB@HHbIVI YHUBEPCUTET»
BOPUCOITIEBCKUN ®UTTUAITI

Kadeppa

cTydeHTa

(BP ®IrboOY BO «Bl'Y»)

drakynbTeT

PABOYMA MPA®UK (MJ1AH) NPOBEAEHUA
YYEBHOU APXUBHOMU MNMPAKTUKA

___ Kypca 3ao4Hou hOpMbl

oby4yeHna, obyvatweroca no HanpasneHuto nogrotoBkn 44.03.01 [Meparormyeckoe
obpasoBaHne npodunb NOAroToBKM Mctopnyeckoe obpasoBaHme

dTtankl
NpaKkTUKn

Cpoku
BbINONTHEHUA

Buabl peatensHoCcTM oby4alollerocs

OTmMmeTKa o
BbINONHEHUU

OpeaHu3ayUoHH
bIl

Yyacmue 8 ycmaHOB04YHOU KOHGbepeHuuu 6
unuane; o3HakomieHue ¢ paboyel rpoepammol
npakmuku; usydeHue MemoduyecKux
pekomeHOayuli MO Apakmuke;, coanacoeaHue
UHOuBUOyanbHO20 3adaHusi C pykogsodumesnem
npakmuku om opzaHu3ayuu (@urnuasa); yceoeHue
npasun mexHuku 6esonacHocmu U  OXpaHbl
mpyda.

OcHoeHol

BebironHeHue UuHOusudyarnbHO20 3a0aHus,
exedHesHass paboma o Mecmy [PaKmMuKu,
mepornpusmus no cbopy mamepuarna, 3arnoiHeHUe
OHesHuUKa o rpakmuke

3aknryumernsH
bIl

[ModeedeHue umozoe U cocmaesieHue om4yema:
cucmemamu3sayusl, aHarsnus, obpabomka
cobpaHHO20 8 x00e mpakmMuku Mamepuarna,
npedocmasrieHue OHe8HUKa, omyema, nybnu4yHas
3awuma omyema no npakmuke Ha
3aK4YumesibHol KOHgbepeHuuu.

O6yuyatowmnncs

lMoonuck

PykoBogutens y4ebHOM npakTnkm
OT opraHusauuu (dunnana)

[aTa

pacuwiughposka rnodnucu

lModnuckb

pacuwiughposka nodnucu




dopma MHAUBMAYanbLHOro 3aAaaHusa oby4atoLlerocs
MWHOBPHAYKU POCCUUA

O®ENEPAINBHOE NOCYAAPCTBEHHOE BIO[PKETHOE OBPA3OBATEITbHOE YYPEXXOEHUE
BbICLLEIO O5PA3OBAHUA

«BOPOHEXCKWUN FOCYHAPCTBI?HHbIVI YHUBEPCUTET»
BOPUCOITIEBCKUN ®UTTUAITI
(BP ®IrboOY BO «Bl'Y»)

drakynbTeT

Kadegpa

nHOMBUOYAINbHOE 3AO0AHUE,
BbINMNOJIHAEMOE B NEPUO NMPAKTUKA
CtyoeHT ___ Kypca 3ao4HOW {opMbl
oby4yeHna, obydarowmmncsa no HanpasneHuto noarotoBkn 44.03.01 [Meparormyeckoe
obpasoBaHue npodunb NoAroToBkMN Mctopuyeckoe obpasoBaHue B nepuog c
no r. BbIMNOMHAET cregyowme 3agaHmst yH4ebHoOm apXnMBHOWM NPaKTUKN

Ne MepeyeHb MHOUBUAYaANbHbIX 3agaHUN dopma OTYETHON AOKYMEHTauumn

3apanue 1. O3HakomMumbcsi ¢ ucmopueli u cmpykmypol ¢poHOo8 | Hanpumep, xapakmepucmuka bMA
Bbopucoenebckozo MyHuyunansHoz2o apxusa (BMA) 8 omyeme 06 umoeax rpakmuku

2 | 3apaHune 2

O6yuvatowmnncs

lNodnucek pacuwiughpoeka rnoodnucu
PykoBoantenb y4ebHOM NpakTUKn
oT opraHunsauuu (dPunmnana)

lNodnucsk pacuwiughpoeka rnodnucu

[aTa




NMpumepHas cxema oTyeTa O BbINOSIHEHUM NPOrpaMMbl NPAKTUKU
(c aHanu3om co6¢CcTBEHHOWN AEeATEeNbHOCTH)

OTYET

CTyAeHTa Kypca
rpynnbl 3a04HOM opMbl 0By4yeHusi, obydatowleroca B bopucornebeckom cunuane
®Irb0OY BO «BOpoOHexXCcKkuM rocyaapCTBEHHbIA YHUMBEPCUTET» MO HarnpasfeHuo
nogrotoekn 44.03.01 [leparornyeckoe obpasoBaHue, npodunb  MNOATOTOBKM
NcTopuueckoe obpasoBaHme 06 ntorax y4ebHoOM apxXmMBHOM NpakTUKK

B otueTe gomkHbl ObITb OTpPaXeHbl:

1. ®amunusa, ms, 0T4ECTBO MeToaucTa.

2. CpoKM NPOXOXOEHWS.

3. KpaTkasi xapakrepuctmka apxmea 1 ero pecypcos.

4. XapaktepucTuka BMOOB AEATENbHOCTM CTyOeHTa BO BPEMSA MNPOXOXOAEHUS
y4yeOHOM NpaKkTUKN.

5. BbINONHEHWE UHOMBMAYANBHOIO 3a4aHusl, NOSTy4EHHOrO BO BPEMS NPAKTUKN.

6. CamoougeHKa OedaTenbHOCTU: YTo U3 3agyMaHHoro Bam yganock peanunsoBartb,
OT KaKkux owmnbok Bl xotenn 6bl n36aBuTbCs B AanbHenwem?

7. Bawu noxenaHus v npeanoxXeHns no npakTuke

Mognuck oby4atowerocs

[aTa




MpumepHasa cxema oT3biBa PyKOBOAUTENA NPAKTUKK O CTyAEHTe

OT3bIB PYKOBOAUTENA NMPAKTUKU O CTYAEHTE
C OBbBbEKTA YHEBHOU APXUBHOW NPAKTUKH

CtyoeHt

Kypca 3a04Hon popMbl 0BydeHns drakynbTeTa

Bopucornebeckoro  cdmnmana OrbOY BO  «BopoHexckun  rocygapCTBEHHbIN

YHUBEpCUTET», 0by4vatomnncs no HanpaeneHmo noarotoskn 44.03.01 MNMeparornyeckoe

obpasoBaHue, npodunb NoarotoBkn ctopmnyeckoe obpasoBaHne NPOXoans y4ebHyto
apXVBHYIO MPaKTUKY B Nepuos c no 20 .

1. OnncaHue pesynbTaToB AEATESNIbHOCTU CTyAeHTa, XapakTepuCTUKa OTHOLUEHUS
CTyAeHTa K paboTe 1 cTeneHb ero ANCLMNIIMHUPOBAHHOCTH.

2. XapakrepucTuka ypoBHeN cpOpMMPOBAHHOCTN KOMMNETEHUUIN, onpedesieHHbIX BO
®IOC BO no cooTBETCTBYOLLEMY HaNPaBNEHUIO NOATOTOBKM.

3. lMonoxutenbHble CTOPOHbI N OCHOBHbIE NPO6GNEMbI, BO3HUKLLME B XO4€ MPaKTUKK
y CTyAeHTa-npakTuKaHTa.

4. OueHka 3a BeCb Nepuon NpakTUKK.

5. lMoxenaHna B agpec By3a (Npy He06XoauMOCTH).

PykosoauTtensb

noanuch pacLungpoBKka noanMcu

[aTa



