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MeToaunueckue ykazaHus Ansi o6y4aroLmxca no BbiMOSIHEHUIO NPOrpaMmmbil
NPaKTUKK

ApxuBHble MaTepuarnbl — OAWH U3 Ba)XHENLMX UCTOYHUKOB ANsi UCTOPUYECKOTrO
nccnegoBaHus. MisyyeHme apxmBHbIX AOKYMEHTOB — OTBETCTBEHHbIN W CIOXHbIA 3Tan
NCTOPUYECKOro nccrneaoBaHmsa n obpatleHme K HUMm TpebyeT cneynanbHOW NOArOTOBKMU.
Llenbto  y4eBHOM apxvBHOW MpakTUKM SABNAETCS 3akpenrneHve U yrnyonexHue
TEOpeTUYECKNX 3HaHMK, NpuobpeTeHne NpPaKTUYEeCKUX HaBbLIKOB MO MCMOSb30BaHUIO
apXMBHbIX WUCTOYHUKOB MPU HanMMCaHUU KypCOBbIX U BbIMYCKHbIX KBaNMMUKALMOHHBIX
pabor.

B xoge npakTuku CTyoeHTbl OOIMKHbI NO3HAKOMUTLCS € 3adavyamMu U OYHKUUAMU
ApPXMBHbIX YYPEXOEHUA, CUCTEMON XpaHEHUS [OOKYMEHTOB B HUX, OCHOBHbIMU
mMeTogamu U npuemMamu paboTbl uccnegoBatens C apXMBHbIMU JOKYMEHTaAMU, Hay4YHO-
CnpaBoOYHbIMM NOCOOMAMM; OBNageTb METOAMKON BeAEeHUsI 3anucen, UCMNOSb30BaHUSA
apXMBHbIX JOKYMEHTOB 47151 NPOBEAEeHUSA NCTOPUYECKOrO UCCreaoBaHUS.

Mpy OCBOEHUN MPaKTUYECKMX HaBbLIKOB MO paboTe C apXMBHbLIMW AOKYMEHTaMU
MOXHO MCMOMb30BaTh CeAyHLLY CXeMY:

Pabota c¢ nyresogutenem no c¢oHaam. 3agaHve 1. OnpegoenuTb NPUHLMNMI
COCTaBneHus nyTeBoaUTENs, rpynnbl POHOOB M AOKYMEHTOB, nonaslive B 0630p,
CTPYKTYPY pacnosioXXeHna matepuana, xapakrtep npunoxeHun. 3agaHue 2. Onupasicb
Ha nHdopMaumo, NpeacTaBnseMylo nyTeBoauTenem, onpeaenuTs U chopmMmynupoBaTtb
TeMy wuccrnegposaHund. 3agaHve 3. Onpegenutb 3-4 ¢oHAa, maTepuanbl KOTOPbIX
HeobxoouMMbl Ons pacKkpbiTUs CPOPMYNMPOBAHHOM TeMbl UCCNefoBaHudA, OaTb WX
nosiHoe HasBaHue, wudp (NopsakoBbiM Homep). 3agaHue 4. YCTaHOBUTH U3
0TOOpaHHbIX POHOOB OCHOBHOW, OMWUCb MO KOTOPOMY AofmkHa ObiTb 3aTpeboBaHa B
nepByto odvepedb. 3agaHue 5. 3anonHuTb TpeboBaTesibHbIN JIMCTOK Ha OMNUCb
OCHOBHOro doHaa.

Pabota c onucbkro. 3agaHue 1. OnpegenuTb xapakTep OMUCKU, Kak CripaBOYHUKA
no y4yeTy W NOCOAEPXaHUK, OTMETUTb OCOBeHHoCcTM onucu (onucen).3agaHune 2.
YcTaHOoBUTL XPOHOJSIormyeckme pamMKu AOKYMEHTOB, BHECEHHbIX B
onucb(onucun).3agaHme 3. O603HaUYNTb Pa3HOBUOHOCTU JOKYMEHTOB, BCTPEYAOLLMXCS B
OnuncK, Hanx OCHOBE AaTb XapaKTepUCTUKY MONHOTbI poHaa.3agaHune 4. Boibpatb 2-3
aena n3 onucu. BHectn nx B TpeboBaTeNbHbIN NIMCTOK HaBblgady AOKYMEHTOB MO BCEN
TpeboBaTensHON hopme.

Pabota c pokymeHTamun.3agaHue 1. YACHUTbL 9nemMeHTbl 00noXKM aena,
NpoOCMOTpeTb BCe [LOKYMeHTbl fena.3agaHue 2. Ecnn kakon-HMOyab [OOKYMEHT He
MMeeT 3arosfioBka, Hy>KHO eronoctasutb. OnpegennTb AaTty, aBTopa, agpecaTa 1 aatb K
3TOMY [OOKYMEHTyapxuBHyt nereHay (ccbinky).3agaHne 3. OdopMuUTb apXMBHYHO
BbINUCKY (4OCNOBHOE BOCMPOM3BEOEHME YacTUTEKCTa apXUBHOMO AOKYMeHTa), AaTb K
Hen ccbinky.3agaHne 4. CHATb apxXMBHYK KON (BOCMPOM3BEAEHWE TeKCTa
AOKYMEHTaNOMNHOCTb) C N0BOro AOKyMeHTa MPOCMOTPEHHOro Aena, AaTb K Hen
ccbinky.3agaHme 5. CocTaBuTb apxvMBHYO ChpaBKy (cnpaBky o006 uMerowmxcs
AOKyMeHTaxaena, cBedeHUsaX Mo OorpefdersieHHOMY BOMpocy, Teme, npeaMery,
BuorpadumyecknxceeaeHnaxX o nuue UM No XxapakTepy cammx JOKYMEHTOB) CO CCbISNIKOW
HanpuBreYeHHble PakTbl.

NamaTka no meToankKe noucka nHcpopmaumm B apxmee
(Ha npuMepe AOCOBETCKOW 3MOXM)

C KaxoblM roooM  YBENMYMBAETCA  KONMWYECTBO  NoAen  pasnuyHbIX
crneuvanbHoCTeln 1 BO3pacToB, obpallalolMXcs K NepBOMCTOYHMKaM. HesaBucMmo oT
Lienu, nccrnenosartenb AOMKEeH MMETb NpeAcTaBneHne o NyTax paboTbl C HAMM.



HanpaBneHue apxmBoBefeHVs, n3yyaroiee MeToamKy noucka peTpocnekTMBHOM
AOKYMEHTHOW MHdOpMaL MK, Ha3biBaeTCs apXnMBHOW 3BpUCTMKOW. B npouecce paboThl B
apxvBe nccnegoBaTenam NpUAETCcs CTONKHYTLCS CO crneungunieckon TepMmMHONOIMEN.
ApxuBHasi KOMMEeKUMA — COBOKYMHOCTb [OOKYMEHTOB, 0O0pasoBaBLUMXCA B
AEATENbHOCTM PasfNUYHbIX OpraHusauun nnn Uamdyeckux nuy, n ob6beanHEHHbIX Mo
OLHOMY WUJIN HECKOJSTbKNM NPU3HaKaM.

ApxuMBHasi onuUCb — apXMBHbLIN CNPaBOYHUK, COAEpXallMih CUCTEMaTU3NPOBAHHbLIN
nepeyYeHb eguHUL, XpaHEeHUs apXUBHOro poHaa, KONMeKuun U npegHasHayvyeHHbIn s
NX ydeTa N packpbiTUS UX CoAepXKaHUs.

ApXMBHbIN (POHO — COBOKYNHOCTb apXMBHbIX [OOKYMEHTOB, MWCTOPUYECKU W/Mnn
NOrMYecKkn CBA3aHHbIX Mexay cobon.
ApxuBHbin doHp Poccuinckon dDepepaumm — UCTOPUYECKN CIIOXKMBLUASCA W

NMOCTOSIHHO MOMOSHALWAACH COBOKYMNHOCTb apPXUBHbIX [AOKYMEHTOB, OTpaKatoLmx
MaTepuanbHyl0 U OyXOBHYK >XW3Hb OOLLEeCTBa, UMEILLMX MCTOpUYEecKoe, Hay4yHoe,
counarnibHoe, 3KOHOMMYEecKoe, MOMUTUYECKOE WU KyIbTYpHOE 3HadeHue, ABNALUXCA
HEOTbEMIIEMON YacTbl0 MWCTOPUKO-KYNbTYpPHOro Hacneama HapogosB Poccunckonm
depgepaumm, OTHOCAWMXCA K  WMH(POPMAUMOHHBIM  pecypcam W  noafexaimx
NOCTOAHHOMY XPaHEHUIO.

ATpnbyums fOoKyMeHTa — YCTaHOBMEHME OCODbIX XapakTepuUCTUK AOKyMeHTa: aBTopa,
agpecarta, BpeMeHu 1 MecTa ero cosgaHus, Buaa, NoannMHHOCTU, MecTa XpaHeHus u ap.
Bbasa paHHbIX — aBTOMaTU3MPOBaHHBLIA HAy4YHO-CMPABOYHLIM annapaT apxuBa,
npeacTaBnAwWNN  cobOM  COBOKYNHOCTb  OMMWCaAHUM  OOKYMEHTOB AN Moumcka
NHopMauuu.

EavHuua xpaHeHMA (oeno) — yyeTHasa W KnaccuduKaumoHHas eavHuua,
npegcrasnsawowas cobon duandeckn 060COBNEHHbIN AOKYMEHT WAW COBOKYMNMHOCTb
AOKYMEHTOB, MMetoLllasi camocTosTesNlbHOe 3HayeHne. MOXHO ckasaTb, YTO apXxvMBHOE
Aeno — 3TO0 OOKYMEHT WS COBOKYMHOCTb [OKYMEHTOB, 3aKSIOYEHHbIX B OTAENbHYH
00NOXKy.

KaTtanor — apxmBHbIN CIPaBOYHUK, B KOTOPOM MHpopMaunsa 06 apXMBHbIX JOKYMEHTax
pacrnosnoXxeHa B COOTBETCTBUMN C BbIOpaHHOM CXeMoK knaccudumkaumm

Katanormsauma — COBOKYNnHOCTb paboT MO MOAroTOoBKE, CO34aHUI0 UM BedeHUto
KaTanoros.

MeXxapXxuBHbIW CNpPaBOYHUK - apPXMBHbIA CNPaBOYHWUK, coAepKaluh CBeOeHUs O
AOKYMEHTaxX HECKOJTbKNX apXUBOB.

HayyHo-cnpaBoyHbin annapat (HCA) - CTpykTypupoBaHHasi COBOKYMHOCTb
9N1EMEHTOB ONWCAHUN OOKYMEHTOB, MPEeACTaBfEeHHbIX B Pa3fMyHbIX BUOAX apXUBHbIX
crnpaBOYHUKOB, 6asax [aHHblX, npefgHasHa4yeHHbIX Ans fnoucka [OOKYMEHTOB W
AOKYMEHTHOW MHpopMaumu.

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

MyTeBOoaUTENb- apXMBHbLIM CNPABOYHMK, COAEPXallMhn B CUCTEMATU3MPOBAHHOM
NOpsiAKE XapaKTepUCTUKM Wnn  KpaTkne cBefeHuss 06 apxuBHbIX oHOax MU
npegHasHa4YeHHbIN ANg 03HAaKOMIIEHNS C ero COCTaBOM U COAEPXKaHMEM.

PeTpocnekTuBHasas AOKyMeHTHass WHdopmauusi — [JOKYMeHTHas wuHdopmaums,
cOo3aHHas B NPOLUSIOM.
CnpaBoyHo-uHopmaunoHHbin ¢oHag (CUP) — cuctema Hay4yHO-TEXHUYECKOW

MHpopMauun B 06rnactn 4JOKYMEHTOBEAEHNSA N apXMBHOIO Aena.

TemaTnyeckun nepevyeHb AOKYMEHTOB — CUCTEMAaTM3NPOBAHHBIN KPATKNMA NepeYveHb
3arofioBKOB JOKYMEHTOB, €AMHUL, XpaHeHus no onpeneneHHon Teme (Bomnpocy) C
yKaszaHneMm ux gaT v NMOUCKOBbIX JaHHbIX.



YKasaTenb — apXvMBHbIW CMPaBOYHUK, coAdepXallun CUCTEMAaTU3UPOBAHHBIA NepeyeHb
HaMMeHOBaHW NpeaMeToB WM OOBLEKTOB, O KOTOPbIX codepXaTcsa CBedeHUs B
apXMBHbIX JOKYMEHTaXx, C yKa3aHneM X NOUCKOBbIX AaHHbIX.
doHaoobpa3oBaTenb— opuandeckoe wnu uandeckoe nuuo, B OeATeNbHOCTU
KOTOpOro obpasyeTtcst AOKYMEHTanbHbIN OOHA,.

ApXuUBHbIE AOKYMEHTbI CIOXHEee BOCMPUHMMATb U U3y4vaTb, HEXernu nevyaTHble
n3gaHus, Tak Kak OHU NpeaHasHavYanucb agpecarty, a He uccregoBartenio.

1. YctaHoBneHue ¢poHgoobpasoBartens

Mpexge 4Yem obpawatbCad B apxuB, HeOBXOOUMO O3HAKOMWUTBCSA C
0onybrnMKOBaHHBbIMW UCTOYHMKaAMK U NUTepaTypon No TemMe UccneoBaHns B KapTOYHbIX
KaTanorax obriacTHbIX M BY30BCKMX OMOBNMOTEK, a Takke Ha MMEILMXCA canTax B
WHTepHeTe. TonMbKO Mocrfie 3TOro MOXHO NepexoauTb K MOUCKY WHdopmauum B
apxmBHbIX ydpexaeHusix. B npouecce paboTbl nonb3oBatento  HeobxoaMmo
nocrnegoBaTesibHO MPONTU HECKOJSTbKO 3TanoB Noucka JOKYMEHTarnbHbIX CBEAEHUN.

Ha nepBom atane nHOpMauNOHHOIo Noucka criegyeT yCTaHOBUTb OpraHn3aumm
W oTAenbHble nuua, B ((oHAAxX KOTOPbIX OTNOXUIMCE [JOKYMEHTbl MO Teme
nccnegosaHna. OCHOBHOM UX rPynmnon SBNSKOTCHA rocyAapcTBeHHble ydpexaeHus. Ux
MOXHO YCTaHOBWTb MO CNpaBOYHMKAM MO MCTOPUM FOCYLaPCTBEHHbIX YYpexaeHun, a
Takke No TeMaTU4yeCKMM U yHMBepcCasibHbIM 3HUMKIIONEeAnAM U caruTaM UHTepHeTa.
Kpome TOro, B apxmBax COCpedoTOYEeHbl AOKYMEHTbl pa3HOro poaa O6LieCTBEHHbIX,
YacTHbIX OpraHusauun M nNpeanpuaTuin, a Takke (OHOblI NIMYHOrO MPOUCXOXOEHUS,
KOTOpble, HECOMHEHHO, [OfKHbl NpuUBNEeKaTbCAs B UCCNegoBaHUM B KavyecTBe
AOMNOSTHUTENBHOM  rpynnbl. BaxHO y4nTbIBaTb, 4TO UenecoobpasHo npuBnekaTb
MaTtepuansl U3 OOHOOB y4pexaeHn-npealeCTBEHHNKOB U OpraHn3aLnn-npeemMHUKOB.

2. NMouck Ha MeXXapXUBHOM YpPOBHe

Ha BTOpoM 3Tane HauynMHaeTCA NOUCK MECT XpaHeHusi AOKyMeHToB. [1ns atoro
HeobxoanMo 3HaTb NPMHUKMN opraHm3aumm ApxmeHoro dooHga Poccuinckon degepaumm,
B COOTBETCTBMM C KOTOPbIM apXuBbl OENATCA Ha dpenepanbHble, rocyaapCTBEHHbIE,
MyHUUMNAaNbHbIE, BeOOMCTBEHHble W  HerocygapctBeHHble. WHdopmaumo no
AOPEBOSIIOLUMOHHOMY NEPUOAY XpaHAT dpefepanbHble M rocygapCTBEHHbIE apXMBbl, a
Takke OMbnuotekun, mMyseu, ydpexgeHns POCCMACKON akagemMuu Hayk U oTpacneBble
apxuBHble oHabl. [1Ns yCcTaHOBNEHMs cocTaBa M cogepxaHmss oHAoB Heobxoammo
Nofib30BaTbCA MEXapXMBHLIMWU CrpaBOYMHUKAMWU U NMyTEBOAUTENSMU B TPagULUOHHOM
BMOE UNW NpeacTaBfieHHbIMK Ha canTe «ApxuBbl Poccuny B 3NEKTPOHHOM BapuaHTe.
HeobxooMmo 3HaTb MCTOPUMIO TOW WAWM WMHOW agMUHUCTPATUBHO-TEPPUTOPUANbHOMN
eanHnUbl, 4TOObl YEeTKO NpocneanTb 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 Takke KaTanorom apxumea Mo UCTOpUK
agMUHUCTPaTUBHO-TEPPUTOPUanbHoro aenenus. Cnegyet MMeTb B BMAY, YTO €OUHON
cuctembl MHGopmauun o6 ApxmBHom PoHae PP noka HeT, a B cCnpaBOYHMKAX He
COOEPXKUTCA CBEAEHM O HAaNUYnKM OTAENbHbBIX MCTOYHUKOB.

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

BbiABJ1IEHNA HOMEPOB WU Ha3BaHuM APXNBHbIX (bOH,D,OB MU Konnekuum, cogeprKaLmnx
pa3biCKnBaeMble CBeAeHU4. B aTtom nomoxeT cuctema Hay4HO-CnpaBO4HOro annaparta



(HCA), koTopasi B Kaxkgom apxuBe umeeT cBOM ocobeHHocTn. Hamnbonee BaXkHbIMW NS
nccnegoBartenen ABNAeTCs NyTeBOAMTENb M ONUCb, @ B KadyecTBe AOMNOSTHUTENbHbIX
MOXHO MCMOnb30BaTh 6a3bl AaHHbIX, KaTanoru, 0630pbl, NEPEYHN U yKasaTenn oHO0B.

Pabotas c nyteBoagutenem, HeobxoaMMO MNOMHUTb, YTO B HEro BKOYEHbI
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 npocMmaTpuBaTb KpaTkMe HeaHHOTUPOBAHHbIE UM 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 NPOUCXOXOEHUA MOryT coaepaTbCs cBedeHus 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 kaTanoXHoM KapTOYKM BbIMUCHIBAKOTCA 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 CTOUT AenaTtb BbiBog 00 ee OTCyTCTBUK, TaK
Kak OHa MOrfa He nony4nTb OTPaXeHWs B 3arofioBke, UNW nonana B Apyron pasgen,
unu ooHA He NpoLUen KaTanornsauuio.

Obpauwasnce k o63opam, cregyeT yunTbiBaTb, YTO OHW BKIIOYAKOT CBEOEHMUS O
COCTaBe W CcoAdep)XaHuMM OAHOro oHOAa WMAM MO KakoW-TO TeMe W [OOMNOMHEHbI
NCTOYHMKOBEOYECKUM aHanmM3oM.

Mpn noncke nMHgopmauun nNo ykasatensMm HeobxogmMmo MMeTb B BUAY, YTO 3TO
nepevYeHb Ha3BaHUM NpPegMeToB MO Kakomy-nmbo onpegeneHHomy npuHuMny ¢
yKasaHMeM NouCKOBbIX AaHHbIX (HoMepa doHAa, onucK, gena unu nucra).

Mpn mncnonb3oBaHUM MNEPEYHEN HYXHO MOMHUTb, YTO OHM COCTaBMAKTCA MO
onpeaeneHHon Teme ¢ NpUBeAEHNEM NOUCKOBbLIX AaHHbIX.

OcobeHHocTb paboTbl ¢ gononHutensHbiM HCA (6a3a gaHHbIX, kaTtanor, 063op,
nepeyeHb, ykasaTesnb) COCTOMT B Heob6XO4MMOCTM CBEpKM HOoMepa onmcu u gena
HEenocpeacTBEHHO C OMUCBLIO UK C NepeBoaHON Tabnuuen, npunaratowencsa K Hen (o
paboTe ¢ onucblo noapobHee Ha cnefyowem atane).

Bce anemeHTbl Hay4YHO-CNPaBOYHOrO annapart apxvBa MOMOrYT He TOJNbKO
onpeaenutb HoMepa Heobxoaumbix Ans paboTbl POHAOB, HO U COKOHOMUTL BPEMST Ha
MOWUCK.

4. Nowuck Ha ypoBHe choHAaa

Ha u4eTBepTOoM 3Tane ycTaHaBnuBawTCA afpecHble AaHHble gen (Homepa
oHOOB, Onucen, Aen, WX 3aronoBKOB, faTta, KonuyectBo nuctos). [lo onucwy,
nuccnegoBsatens oTbupaeT U BbINMCbLIBAET AN MNONb30BaHUA Heobxoaumble AN
pacKpbITUS TEMbl €AnHULbI XpaHeHUs. O4eHb BaXXHO 03HAKOMUTLCS C NPEeANCITIOBUEM K
onucam. B onucax OopeBOntOLMOHHONO nepuoda MMEETCH Cepbe3Hble HedoCTaTKu.
Yacto 3aronoBku cogepxat KpaTkoe o603HayeHwe Bonpoca, Hanpumep «AKTbl
peBu3nny U rnyxme saronoBkn «PasHasa nepenucka...». [Jo HacTosiwero BpemMeHu
COXPaHWUMNCb OMNMUCKU, KOTopble BblNM COCTaBrneHbl ele A0 BOWHbI (OHW PYKOMUCHbIE, B
HUX MHOIO PasfU4YHbIX NOMET apXMBUCTOB, HaNpPUMep «BbIOLINIO», «HE cAaHO» U T.4.),
noatomy crneagyeT obpawiatb Ha 3TO BHUMaHWE. PasHOBUOHOCTLIO AOPEBOSOLMOHHBIX
AEeNonpon3BOACTBEHHbIX OnMcen Bbinn HacToNbHbIE peecTpbl, andaBUTHbIE yKa3aTenu,
XypHanbl BXOAALWMX U ucxogawmx éymar un gp., Kotopble Mornun 6bl MICNONb30BaTbCA B
KayecTBe CnpaBOYHO-NH(OPMALMOHHBIX NOCOBUN NO POHAY.



Benay ocobeHHOCTM oenonpon3BoacTBa HEOOXOOUMO BbISBMASATbL LOKYMEHTbI Ha
rog paHble un nosgHee 0603HAYEHHbBIX XPOHONOrMYECKNX PaMok, a Takke 6rmskme no
TeMaTuke WCTOYHUKKU. BO3MOXHO, npuaeTca nNpoCMOTPeTb OMUCb BTOPWUYHO AnNs
BbISIBIEHUSA  AONOSMHUTENbHbIX  MatepmanoB. O6bl4HO  BbisiBNsieTcs  6onblue
NCTOPUNYECKNX (DaKTOB, YEM UCMOSNb3YyeTCA.

lMocne ycTaHOBNEHUS MOSHbIX afpPeCHbIX AaHHbIX MccrefoBaTenb 3anosiHAeT
TpeboBaHMe Ha Bblgayy Aen, maTepuanoB Hay4HO-crnpaBovHou 6ubnuotekn (HCB),
crnpaBOYHO-UHOPMaUnoHHoro doHga (CU®P). T[MnaHumpya paboTty B  apxuse,
Nonb30oBaTENO PEKOMEHAYETCS NpeaBapuTeNbHO 03HAKOMUTBCA C NpaBunammn paboTbl
YMTanbHOro 3ana apxmea.

5. Nouck Ha ypoBHe aena

Ha nocnegHem aTane wuccnegoBaTenb paboTaeT yxe C  OTAelbHbIMU
AOKYMEeHTamMu. HaumMHaTb HYXXHO C OCHOBHbIX BWAOB: 3akoHOAaTesbHble (YKasbl,
MHEHUS, MOCTAHOBMNEHUSA U T.4.) N pacnopsanTeNbHblE AOKYMEHTbI (NpuKasbl, panopThbl
nT1.4.). 3aTEM M3yYyaroTCs MHAOPMAaLMOHHO-CNPaBOYHbIE JOKYMEHTbI (OOKNaabl, OTYETbI
n 1.4.). lNocne aToro nepenucka, NPOCUTENbHbIE AOKYMEHTbl (XKanobbl, AOHOCHI),
nocrnyxHole W QOPMynsipHble CrNuUcku W Apyrve Buabl. BaxHbiM  3nemeHTOM
nccnegoBaHua aBngeTca atpubyums, T. e. onpegeneHme Buaos (popm) 1 NOANMHHOCTH
BbISIBITIEHHbIX MCTOYHWKOB, AAT MX HanucaHusi, aBTOPOB U agpecaToB. [Ans AaTUPOBKM
MOXHO MCMonb30BaTb AaTbl NMOMET M PE30NoUUIA Ha UCTOYHMKAX, YNOMUHAHUA B HUX
CcObbITUI, NUL, YYpEXOeHUN, AHEN Hegenn 1 Npa3gHUKOB. XapaKTep HanncaHnsa TekcTa,
0COBEHHOCTUN A3blka, UBET Oymarn, Takke NoOMOrarT YTOYHUTb BPEMSI COCTaBlEHMS
MCTOYHMKOB. [Ina HaBegeHus cnpaBok 00 YyNOMMHAeMbIX B MCTOYHMKAX NuUuax Wu
MECTHOCTSIX npuxogutca npuberatb K  Guorpaduyeckum, reorpadpuyecknm  un
SHUMKIIONEANYECKMM U UHBbIM CNOBapsiM, agpec-kaneHaapsam, NamMsaTHbIM KHUXKaM U
T.A.

B HekoTOpbIX cnyyasx uccnegoBaTenb CTankMBaeTCsl C TEM, UYTO YACTb HYXXHbIX
€My WCTOYHWKOB OTCYTCTBYET. Torga npuxoamuTcsi udyyaTb YCIOBMSl, KOTOpPblE MOIK
Bbl3BaTb Npobenbl B AOKyMEHTaX, HanpuMmep, MOXHO BOCMOMbL30BaTbLCS MaTepuanamu
¢doHOa BbIWECTOAWEN OpraHuMsauuu, JMYHbIMKM  (POHOAMM U KONNEKUMAMH,
mMaTepuanamMm pPyKOMUCHbIX OTAENOB WU PeaKOW KHUMKM OGMOnmMoTek, My3eeB, Hay4HbIX
yypexneHuin, BeAOMCTBEHHbIMU U3OAHUAMMU, NEPUOONYECKON NEeYaTbio, TEMaTUYECKUMM
cnpaBkamn n gp. HenonHoTa v CnyyYyamHOCTb OOWEALWMX UCTOYHMKOB OObsICHSEeTCH
OTHOLLUEHUEM YUPEXOEHUN N NNL, K POPMUPOBAHUID JOKYMEHTAarbHOro poHaa.

BaxxHO oOTMeTUTb, 4YTO OT XapakTepa 3anMcel O COAEPXaHWUM apXUBHbIX
NMCTOYHMKOB 3aBUCAT pe3ynbTaTbl paboTbl uccneposaTens. Konum (BymakHble wn
9NEKTPOHHbIE), BbINUCKK, hoTorpadmm, NNncTpaumm OMKHbI CoOAepXXaTb CBEAEHUS O
Ha3BaHWW apxuBa, HOMepe U HaMMeHoBaHuW oHda, KpaTKOM 3arorioBke fena, gare,
Ha3BaHUN OOKyMeHTa M Homepe nucta. OBOpPOTHblE CTOPOHbLI NUCTa B eAuHULax
XpaHEHUs1 HE HYMEpPYIOTCS, NO3TOMY MX 0603Ha4YaloT B BbiNUCKax AobaBneHnem crnosa
«obopoT», Hanpumep: Jl. 2 06. (nmct 2, obopot). [Npu HeoboCHOBaHHOM WK
OWNBOYHOM CCbIIKE Ha WCTOYHWUK, MOABEpPraeTcs COMHEHMIO He TONbKO HayyHas
NOPSIAOYHOCTb MOMb3oBaTens, HO U cam akT. Mpyn LMTMPOBAHUN UCTOYHUKOB HYXXHO
KpariHe 6epeXHO OTHOCUTBLCA K TEKCTY, HEe AOMycKasi UCKNIOYEHUS U3 HEro OTAENbHbIX
cnoB un ¢pas. Ecnm xe 3910 Heobxoammo, Nponyck OTMeYaeTcss MHOrOTOYMEM,
3aKMYEHHbIM B CKOOKM. OWMOOYHO ONyLEHHbIE UMW COKpaLWEHHbIE B WCTOYHUKE
CnoBa BKNKOYAKTCA B TEKCT UMTaTbl NUWb B KBaApaTHbIX Ckobkax. ApxauyHble
OKOHYaHUS CNOB 3aMEHSTCA COBPEMEHHBIMU, @ NMPOMUCHbIE BYKBbI - CTPOYHBLIMN.

MaBHOE, YTO OOMKEH MOMHUTL UCCnefoBaTeNb - apXUBHbIE AOKYMEHTbI TpebyeT
KPUTMYECKOro OTHOLWEHMSA. Yem Bonblue cTouHnkoB ByaeT npueneveHo B paboTte, Tem



nHTepecHee OyayT BbIBOAbI, LIEeHHEe BBEAEHHble B Hay4Hbli 060OPOT MCTOpUYECKME
dakTbl, a MouckoBasi OESATENbHOCTb MPUHECET HEe TONbKO Maccy MONOXUTENbHBLIX
3MOLMI, HO U TBOPYECKOE HAcNaxaeHwe oOT AesTenbHOCTU. BaxHo yuuTbiBaTh, YTO
paboTa B UnTanbHOM 3are apxuBa — 3TO TPYAOEMKUIA 1 ANMTENbHbIN Npouecc.

Mo OKOHYaHMM NPaKTUKKU CTYOEHT NpeAacTaBnAeT PYKOBOOUTENO NPAKTUKU OT
opraHusauuun (Pununana) cnegyrowme JOKYMEHTbI:

— pabouni rpacuk (nNnaH) NnpoBeaeHNs NPaKTUKK;
— nHAMBMAyanbHoe 3agaHne oby4yaroLerocs, BbIMNOMHAEMOE B NEPUOL NPAKTUKY;
— [OHEBHUK y4ebHOWN NpakTUKKM (C He0BXO0AMMOWN OTYETHON LOKYMEHTaUMEN);

— OTYET cTyaeHTa 06 utorax npakTUKK.

Mo nToram NpakTUKX BbICTABNSETCS 3a4ET C OLIEHKOMN.
[ns oueHuBaHWs pe3ynbTaToB OOYy4YeHUsI NpU MPOMEXYTOYHOM aTTecTaumm
0b6y4aloLLMXCs MO NPAKTUKE UCMONb3YHTCH CreayoLime nokasaTenu:

— BbIMOMHEHME WHAMBMAOYANbHOrO 3af4aHuMs B COOTBETCTBUWU C YTBEPXKOAEHHbIM
COBMECTHbIM pabounm rpacmkom (nnaHom) NpoBeAEHNSA NPAKTUKK;

— ypoBeHb npodeccmoHanmama, [LOEMOHCTpUpPYyEMbIN  obyvawwmmes —
NPaKTUKaAHTOM (NpodeccrMoHarnbHble Ka4ecTBa, 3HAHUSA, YMEHUS, HaBbIKKN); CTEMNEHb ero
OTBETCTBEHHOCTU  MpU  MNPOXOXKOAEHMM  MPAKTUKA W BbINOSIHEHUM  BUOOB
npodgeccnoHanbHOW AeATeNbHOCTH;

— FOTOBHOCTb MPUMEHUTb Ha MNPAKTUKE 3HAHUS U YMEHWs, MNOSlyYeHHble Mpu
N3y4eHUM TeopeTMYECKMX U NpodeCcCUOHanbHbIX AUCUMNIMH  y4ebHOoro nnaHa
npocuns;

— CBOEBpPEMEHHas MOAroToBKa W npeacTtaBrneHve MeToOMYEeCKOWM U OTYETHOM
AOKYMEHTaLuu;

— Ka4yeCTBO NpeAcTaBneHHbIX MaTepmnanoB OTYETHON JOKYMEHTaLMN.



O6pasey ocbopmneHns TUTYNbHOro NUCTa AHEBHUKA y4eOHOM apXUBHOM
NpPaKTUKN

MWHOBPHAYKU POCCUU
SENEPANBHOE NOCYAAPCTBEHHOE BIOOXETHOE OBPA30BATEJIbHOE YYPEXOEHUE
BbICLUEFO OBPA30OBAHUA

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

NHeBHNK y4eOHON NPaKTUKU, apXUBHOM

cTyaeHTa Kypca rpynnbi
o0

HanpaBsneHnue noarotosku 44.03.05 NMeparormyeckoe obpasoBaHune (C oByMS
npounIaMn NOroTOBKN)

Mpodunu noarotosku: NUctopusi. ObLLecTBO3HaHWE

TexHonoro-negarornyecku pakynbTeT

Bopucornebek 20



dopma paboyero rpadumka (nnaHa) npoBeAeHUA NPAKTUKU

MNMHOBPHAYKN POCCUA

®ENEPAINBHOE NOCYAAPCTBEHHOE BIO[PKETHOE OBPA3OBATESTbHOE YYPEXKOEHVE

BbICLLEMO O5PA30OBAHUA

«BOPOHEXCKUN FOCYﬂAPCTB@HHbIVI YHUBEPCUTET»
BOPUCOITIEBCKUN ®UTTUATI

cTyaeHTa

(BP ®IrboOY BO «Bl'Y»)

TexHonoro-negarornyecknin akynbTeT

Kadbegpa coumanbHbIX U FyMaHUTapPHbIX AUCLUNINH

PABOYMA MPA®UK (MNAH) NPOBEAEHUA
YYEBHOMU MNMPAKTUKU, APXUBHOU

Kypca O4HOM popMbl

oby4yeHna, obyvatweroca no HanpasneHunto nogrotosBkn 44.03.05 lNeparornyeckoe
obpasoBaHne (c ABymMsa npodunamMuM NOArOTOBKM), Mpodunm nogrotosku: Mctopus.

O0bLwecTBO3HAHNE
Oranbl Cpoku OTmeTKa o
Ne Bupbl gestensHocTU obyyvatoLerocs
NPaKTUKK BbIMOJIHEHUS BbIMOJIHEHUU
Yyacmue 6 ycmaHO804YHOU KOHGhepeHuuu 8
unuane; o3HakomreHue ¢ paboyel rpoepaMmol
npakmuku; u3yqeHue MemoduYecKuUx
1 OpezaHu3ayoHH pekomeHOayuli Mo npakmuke;, coaacoeaHue
bl uHOusudlyanbHo20 3adaHusi ¢ pykosodumersem
npakmuku om opaaHu3ayuu (®unuana); yceoeHue
npasusl  mexHUku 6esonacHocmu U  OXpaHbl
mpyda.
BbinonHeHue uHOuudyanbHO20 3adaHus,
. exedHegHass paboma o mMecmy [PaKmMuku,
2 OcHosHol
mepornpusimusi no cbopy mamepuarna, 3arnosHeHue
OHesHuUKa o rpakmuke
[MlodeedeHue umozoe U cocmasreHue omdyema:
cucmemMamu3ayus, aHanus, obpabomka
3 BaknoyumernsH cobpaHHO20 8 x00e npakmuku Mamepuarna,
bIl npedocmasrneHue OHesHUKa, omyema, nybruyHas
3awuma omyema no rpakmuke Ha
3aKmo4uUMeribHoU KOHepeHyuU.
O6yuvatowmnncs

lMoonuck

PykoBoautenb y4ebHOM NpakTukn
oT opraHunsauuu (dPunmnana)

OOJTKHOCTb

[aTa

pacuwiughposka rnoodnucu

lModnuckb

pacwughposka nodnucu




dopma MHAUBMAYanbLHOro 3aAaHusa oby4aloLerocs
MWHOBPHAYKU POCCUUA

SENEPAINBHOE NOCYAAPCTBEHHOE BIOPKETHOE OBPA3OBATEIIbHOE YYPEXXOEHUE
BbICLLEIO O5PA3OBAHUA

«BOPOHEXCKWUN FOCYﬂAPCTB@HHbIVI YHUBEPCUTET»
BOPUCOITIEBCKUN ®UTTUAITI
(BP ®IrboOY BO «BlY»)

TexHonoro-negarorndyecknin akynbTeT
Kadegpa coumanbHbIX U r'yMaHUTapHbIX AUCUUNINH

MHOBUOYAJIbHOE 3AOAHME,
BbINMOJIHAEMOE B NEPUOA NMPAKTUKU
CtyoeHT ___ Kypca O4HOM opMbl
oby4yeHna, obydvarowmmncsa no HanpaeneHuto noarotoBkn 44.03.05 [lNeparornyeckoe
obpasoBaHune (C AByMs npodunamu nogrotoeku), npodunu nogrotosku: Kctopus.
O6LwecTBO3HaHMe B nepuog C no r. BbIMOMHAET creaylowme
3aaHnsa y4ebHOM NPaKkTUKKU, apXUBHON

Ne MepeyveHb MHANBUAYaNbHbIX 3a8aHUNA dopma oT4eTHOMN AOKYMeHTauum
1 3apanve 1. O3HakomMumbcsi ¢ ucmopueli u cmpykmypolu ¢poHOo8 | Hanpumep, xapakmepucmuka BMA
Bopucoanebckozo myHuyunansHo2o apxusa (BMA) 8 omyeme 06 umoeax npakmuku
2 | 3apaHue 2
O6yuyatowmnncs
lModnucek pacwughposka nodnucu

PykoBogutens y4ebHOM npakTnkm
oT opraHmnsauuun (dPunmnana)
AOIMKHOCTb

lodnucsk pacuwiughpoeka rnoodnucu

[aTa




NMpumepHas cxema oTyeTa O BbINOSIHEHUM NPOrpaMMbl NPAKTUKU
(c aHanu3om co6CcTBEHHOWN AeATEeNbHOCTH)

OTYET

CTyAeHTa Kypca
rpynnbl 04HON bopmbl 06y4eHus, oby4vatowerocs B bopucornebekom punmane ®re0y
BO «BopoHexckun rocygapCTBEHHbIN YHUMBEPCUTET» MO HanpaBSieHUIO MNOArOTOBKM
44.03.05 lMNeparornyeckoe obpasoBaHue (C AByMsi NpodunisMmn nogrotoBku), npodounm
noarotoBku: ictopua. ObuectBo3HaHme 06 ntorax y4ebHOM NpakTUKKU, apXMBHOM

B otueTe gomkHbI BbITb OTpPaXeHbl:

1. Pamunusa, nms, 0T4ECTBO MeToagucTa.

2. CpoKM NPOXOXOEHWS.

3. KpaTkasi xapakTepuctmka apxmea 1 ero pecypcos.

4. XapaktepucTuka BMOOB OEATENbHOCTM CTyAeHTa BO BpPEMSA MNPOXOXOAEHUS
y4yebOHOW NpaKkTUKN.

5. BbINOMHEHWE UHOMBMAYANBHOIO 3a4aHusl, NOSTy4EHHOrO BO BPEMS NPaKTUKN.

6. CamoougeHKa OeaTenbHOCTU: YTo U3 3agyMaHHoro Bam yganock peanusoBartb,
OT Kakux owmnbok Bbl xotenn 6bl n3dasntbCcs B ganbHenwem?

7. Bawu noxenaHus v npeanoxXeHns no npakTuke

Mognuck oby4atowlerocs

[aTta




MpumepHasa cxema oT3biBa PyKOBOAUTENA NPAKTUKK O CTyAEHTe

OT3bIB PYKOBOAUTENSA NMPAKTUKU O CTYAEHTE
C OBbBLEKTA YHYEBHOUW NPAKTUKWU, APXUBHOMU

CtyoeHt

Kypca O4YHOW (OpMbl OOy4YeHUsI TEXHONOro-negarornyeckoro dakynbreTta

Bopucornebeckoro  cdumnmana OrbOY BO  «BopoHexckun  rocygapCTBEHHbIN

yHUBEpCUTET», oby4vatomnmncs no HanpaeneHuto nogarotoskn 44.03.05 MNeparornyeckoe

obpasoBaHne (C ABymMst NpomnamMu MNOArOTOBKW), NPOUNM MNOAroToBKM: WcTopus.

O6LecTBO3HaHME NpoXoaust y4eOHylo MPaKTUKY, apXMBHYK B Nepuog C no
20 .

1. OnucaHue pes3ynbTaToB AEATENbHOCTU CTyAeHTa, XapakTepucTuKka OTHOLLEHMS
CTyAeHTa K paboTe 1 cTeneHb ero ANCUUnINHNPOBAHHOCTMW.

2. XapaKktepucTtuka ypoBHen chOpMMpPOBaAHHOCTU KOMMETEHLMI, OnpeaeneHHbIX BO
®I'OC BO no cooTBeTCTBYIOLLEMY HaNpaBneHUo NOAroTOBKN.

3. lMonoxutenbHble CTOPOHbI N OCHOBHbIE NPO6eMbl, BO3HUKLLME B XO4€ MPaKTUKK

y CTyAeHTa-npakTuKaHTa.

OueHka 3a BeCb nepuog NpakTuKu.

MNMoxenaHns B agpec By3a (Npy Heo6xoauMoCTH).

o~

PykoBoguTternb

noanuch pacLumMdpoBka Noanucu

[aTa



