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MeToaunyeckme ykaszaHus ans ooy4aroLmxcs no BbINOMTHEHMIO NPOrpaMmblI
npakTUKn

ApXuBHble MaTepuanbl — OOUH U3 BaXKHEWLLMX UCTOYHWUKOB ANS UCTOPUYECKOro
nccnegoBaHus. VisyyeHme apxmBHbIX AOKYMEHTOB — OTBETCTBEHHbIN W CIOXHbIA 3Tan
NCTOPUYECKOro nccrneaoBaHmsa n obpatleHme K HUM TpebyeT cneynanbHOW NoAroTOBKMU.
Llenbio y4eBGHOM apxvBHOW MpakTUKM SABNSAETCS 3akpenrneHve U yriyonexHue
TEOpeTUYECKNX 3HaHMK, NpuobpeTeHne NpPaKTUYEeCKUX HaBbLIKOB MO MCMOfb30BaHWUIO
apXMBHbIX WUCTOYHWUKOB MPU HanMCaHUU KypCOBbIX U BbIMYCKHbIX KBaNMMUKALMOHHBLIX
pabor.

B xoge npakTuku CTyoeHTbl OOIMDKHbI NO3HAKOMUTLCSA € 3a4avyamMu U OYHKUUAMU
APXMBHbIX YYPEXOEHUA, CUCTEMON XpaHEHUS [OOKYMEHTOB B HWUX, OCHOBHbIMU
mMeTogamu U npuemamu paboTbl uccnegoBatens ¢ apXMBHbIMU AOKYMEHTaAMU, HAay4YHO-
CnpaBoOYHbIMM NOCOOMAMM; OBNageTb METOAMKON BeAEHUsI 3anucen, UCMNONb30BaHUSA
apXMBHbIX JOKYMEHTOB A5 NpOBeEeHUA NCTOPUYECKOrO UCCreaoBaHUs.

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

Pabota c¢ nytesogutenem no cdoHaam. 3agaHve 1. OnpegoenuTb NPUHLMMbI
COCTaBneHus nyTeBoaUTENs, rpynnbl POHOOB M [AOKYMEHTOB, nonaslive B 0630p,
CTPYKTYPY pacnosioXXeHna matepuana, xapakrtep npunoxeHun. 3agaHue 2. Onupasicb
Ha nHdopMaumo, NpeacTaBnsemMylo nyTeBoauTenem, onpeaenuTs u chopmMmynupoBaTtb
Temy wuccrnepoBanusa. 3agaHve 3. Onpegenutb 3-4 ¢oHAa, maTepuanbl KOTOPbIX
HeobxoouMMbl O pacKkpbiTUs CPOPMYNMPOBAHHOM TeMbl UCCNefoBaHudA, OaTb WX
nosiHoe HasBaHuwe, wudp (NopsakoBbiM Homep). 3agaHne 4. YCTaHOBUTH U3
0oTOOpaHHbIX POHOOB OCHOBHOW, OMMUCb MO KOTOPOMY AofmkHa ObiTb 3aTpeboBaHa B
nepByto odvepedb. 3agaHue 5. 3anonHuTb TpeboBaTesibHbIN JFIMCTOK Ha OMUCb
OCHOBHOro goHaa.

Pabota c onucbkro. 3agaHue 1. OnpegenuTb xapaktep OMUCKU, Kak CripaBOYHUKA
no y4yeTy W NOCOAEPXaHUK, OTMETUTb OCOBeHHoCcTM onucu (onucen).3agaHune 2.
YcTaHoBUTL XPOHOJSIormyeckme pamMKu AOKYMEHTOB, BHECEHHbIX B
onucb(onucn).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.3agaHne 1. YACHUTbL 9nNemMeHTbl OOnOXKM aena,
NpoCMOTpeTb BCe [OOKYMeHTbl fena.3agaHue 2. Ecnn kakon-HMOyab [OOKYMEHT He
MMeeT 3arofioBka, Hy>KHO eronoctasute. OnpeaennTb AaTty, aBTopa, agpecaTa 1 aatb K
3TOMY [OOKYMEHTyapxuBHyt nereHay (ccbinky).3agaHne 3. OdopMuUTb apXMBHYIO
BbINUCKY (4OCNOBHOE BOCMPOM3BEOEHME YacTUTEKCTa apXUBHOMO AOKYMeHTa), AaTb K
Hen ccbinky.3agaHne 4. CHATb apxXMBHYK KOMuMio (BOCMPOM3BEAEHWE TeKCTa
AOKYMEHTaMOMHOCTb) C N0BOro AOKyMeHTa MPOCMOTPEHHOro Aena, AaTb K Hen
ccbinky.3agaHme 5. CocTaBuTb apxvMBHYO ChpaBKy (cnpaBky o006 uMerowmxcs
AOKyMeHTaxzena, cBedeHUsaX MO OorpeferieHHOMY BOMpocy, Teme, npeaMery,
BuorpadunyecknxceegeHnaxX o nuue UM No XxapakTepy cammx JOKYMEHTOB) CO CCbISNIKOW
HanpuBreYeHHble PakTbl.

NMamaTka no meToankKe noucka nHcpopmaumm B apxmsee
(Ha npuMepe AOCOBETCKOW 3MOXM)

C KaxOblM roooM  YBENMYMBaETCA  KONMWYECTBO  NoAel  pasnuyHbIX
crneuvanbHoCTeln 1 BO3pacToB, obpallalolIMXCsa K NepBOMCTOYHMKaM. HesaBucMmMo oT
Lienu, uccrnenosarerb AOMKEeH MMEeTb 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 >XM3Hb OOLLEeCTBa, MMEIOLLMX UCTOpUYECKoe, Hay4vHoe,
counarnbHoe, 3KOHOMMYEecKoe, MOMUTUYECKOE WU KyIbTYpHOE 3HadeHue, ABNALNXCA
HEOTbEMIMEMON YacTbl0 MWCTOPUKO-KYNbTYpPHOro Hacneama HapogosB Poccunckon
depgepaumm, OTHOCAWIMXCA K  WMH(OPMAUMOHHBIM  pecypcam W noafnexaimx
NOCTOAHHOMY XPaHEHUIO.

ATpnbyums fOKyMeHTa — YCTaHOBMEHME OCODbIX XapakTepuUCTUK AOKyMeHTa: aBTopa,
agpecarta, BpeMeHu U MecTa ero cosgaHus, Buaa, NoannMHHOCTU, MecTa XpaHeHus u ap.
Bbasa paHHbIX — aBTOMaTU3MPOBaHHBLIA HAy4YHO-CMPABOYHLIM annapaT apxuBa,
npeacTaBnAwoWNN  cobOM  COBOKYNMHOCTb  OMUCaHMKA  OOKYMEHTOB Ansi  Moucka
NHopMauuu.

EavHuua XxpaHeHMA (oeno) — yyeTHasa W KnaccuduKaumoHHas eavHuua,
npegcrasnawowas cobon dusndeckn 060COOBNEHHBIN AOKYMEHT WM COBOKYMHOCTb
AOKYMEHTOB, MMetoLllasi camocTosTeNlbHoe 3HadeHne. MOXHO ckasaTb, YTO apXmBHOE
Aeno — 3TO0 OJOKYMEHT WS COBOKYMHOCTb [OKYMEHTOB, 3aKSIOMEHHbIX B OTAENbHYH
00nNOoXKy.

KaTtanor — apxvmBHbIN CIPaBOYHUK, B KOTOPOM MHpopMaunsa 06 apXmBHbIX JOKYMEHTax
pacrnonoxeHa B COOTBETCTBUMN C BbIOpaHHOM CXeMOK Knaccudumkaumm

Katanormsauma — COBOKYNnHOCTb paboT MO MOAroTOBKE, CO30aHUMK0 M BedeHUto
KaTanoros.

MeXxapXxuBHbIW CNpPaBOYHUK - apPXMBHbIA CNPaBOYHWUK, coAepKaluh CBeOeHUs O
AOKYMEHTaX HECKOJTbKMX apXUBOB.

Hay4yHo-cnpaBoyHbin annapat (HCA) - CTpyKTypupoBaHHasi COBOKYMHOCTb
9N1EMEHTOB ONWCaAHUN OOKYMEHTOB, NPeACTaBieHHbIX B PasfMyHbIX BUOAX apXUBHbIX
crnpaBOYHUKOB, 6asax [aHHblX, npefgHasHa4yeHHbIX Ans  noucka [OOKYMEHTOB W
AOKYMEHTHOW MHpopmMaumu.

O630p - apxMBHbIA CNPAaBOYHWK, BKOYAIOLWNN CUCTEMATU3NPOBAHHbLIE CBEAEHUSI O
coCTaBe, COAepXaHUM W MOUCKOBLIX [OaHHbIX OTAENbHbIX KOMMIIEKCOB apXUBHbIX
AOKYMEHTOB, [OMOSIHEHHbIE B HEOOXOAMMbLIX Crydadx WX WCTOYHUKOBEOYECKUM
aHanunsom.

MyTeBOoaUTENb- apXMBHbLIM CAPABOYHMK, COAEPXalMA B CUCTEMATU3MPOBAHHOM
NOpsiAKE XapaKTepuUCTUKM WNKU  KpaTkne cBefeHuss 06 apxuBHbIX OHOAX WU
npegHa3Ha4YeHHbIN ANng 03HAaKOMIIEHNSA C €ro COCTaBOM U COAepXKXaHUEM.

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

MHpopMauumn B 06ractn 4JOKYMEHTOBEAEHNSA N apXMBHOIO Aena.

TemaTnyeckun nepevyeHb AOKYMEHTOB — CUCTEMAaTM3NPOBAHHBIN KPATKNMA NepeyveHb
3arofiloBKOB JOKYMEHTOB, €AMHUL, XpaHeHus no onpeneneHHon Teme (Bomnpocy) C
yKaszaHnem ux gaT v NOUCKOBbIX JaHHbIX.



YKasaTenb — apXvMBHbIW CMPaBOYHUK, CoAepXalunun CUCTEMAaTU3NPOBAHHBLIA NepeyeHb
HaMMeHOBaHW NpeaMeToB WM OOBLEKTOB, O KOTOPbIX coAepXaTcs CBedeHUs B
apXMBHbIX JOKYMEHTaX, C yKa3aHneM X NOUCKOBbIX AaHHbIX.
doHaoobpa3oBaTenb— topuandeckoe wnu uandeckoe nuuo, B OeATeNbHOCTU
KOTOpOro obpasyeTcst AOKYMEHTanbHbIN OOHA,.

ApXuUBHbIE OOKYMEHTbI CrOXHee BOCMPUHMMATb U U3ydaTb, HEXenu neyaTHble
n3gaHus, Tak Kak OHU NpeaHasHavYanucb agpecarty, a He uccregoBartento.

1. YctaHoBneHue ¢poHgoobpasoBartens

Mpexge 4Yem obpawatbCs B apxvB, HeobXoOMMO  O3HAKOMUTBCA C
0onybnMKOBaHHBbIMW UCTOYHMKAMM U NUTEPATYPON Mo TeMe UccneoBaHNs B KAPTOYHbIX
Katanorax obriacTHbIX M BY30BCKMX OMOBNMOTEK, a Takke Ha MMEIOLMXCA canTax B
WHTepHeTe. TomnbKO Mocrfie 3TOro MOXHO MepexoauTb K MOUCKY WHdopmauum B
apxmBHbIX ydpexaeHusx. B npouecce paboTbl nonb3oBatento  Heobxoanmo
nocrnefoBaTesibHO MPONTU HECKOJSTbKO 3TarnoB NOMCKa AOKYMEHTasbHbIX CBEAEHWMN.

Ha nepBom atane nHOpMaunoOHHOIo Noucka criegyeT yCTaHOBUTbL OpraHn3aumm
W oTAenbHble nuua, B ((oHAAxX KOTOPbIX OTAOXUIMCE [OOKYMEHTbl MO Teme
nccnegosaHna. OCHOBHOM UX rpynmnon SIBNSKOTCA rocyaapcTBeHHble ydpexaeHusa. Ux
MOXHO YCTaHOBWTb MO CMpaBOYHMKAM MO UCTOPUM FOCYLapPCTBEHHbIX YYpexaeHun, a
Takke No TeMaTU4yeCKMM U yHUBepcCasibHbIM JHUMKIIONEeAnAM U carlTaM MHTepHeTa.
Kpome TOro, B apxuBax COCpedoTOYEeHbl AOKYMEHTbl Pa3HOro pogda OO EeCTBEHHbIX,
YacTHbIX OpraHuM3auun M npeanpuaTUn, a Takke QOHAbl JINYHOIO MNPOUCXOXKAEHUS,
KOTOpble, HECOMHEHHO, [OSfKHbl MNpuUBNEKaTbCad B UCCNegoBaHUM B KavyecTBe
AOMNOSTHUTENBHOM  rpynnbl. BaxHO y4nTbIBaThb, 4TO UenecoobpasHo npuBnekaTb
MaTtepuansl U3 OOHOOB y4pexaeHn-npenecTBEHHNKOB U OpraHn3aLnn-npeemMHUKOB.

2. NMounck Ha MeXxXxapXuBHOM YpOBHe

Ha BTOpoM 3Tane HauynMHaeTCA NOUCK MECT XpaHeHusi AOKyMeHTOB. [1ns aToro
HeobxoanMOo 3HaTb NpPMHUKMN opraHm3aumm ApxmeHoro dooHga Poccuinckon degepaumm,
B COOTBETCTBMM C KOTOPbIM apXuBbl OeNATCA Ha denepanbHble, rocygapCTBEHHbIE,
MyHUUMNAaNbHbIE, BeOOMCTBEHHblE W  HerocygapcTBeHHble. WHdopmaunio no
AOPEBOSIIOLMOHHOMY NEpUoay XpaHAT dpenepanbHble M rocygapCTBEHHbIE apXMBbl, a
Takke GUbNMoTekn, Mmyseun, ydpexaeHus Poccumckon akagemMum Hayk U otpacreBble
apxuBHble oHabl. [1ns ycTaHOBNEHMs cocTaBa U coaepxaHuss oHAoB Heobxoammo
Nofb30BaTbCA MEXapXMBHLIMWU CrpPaBOYHMKAMW U NyTEBOAUTENSMU B TPaaULUOHHOM
BMOE UNW NpeacTaBrfieHHbIMM Ha canTe «ApxuBbl Poccuny» B 3NEKTPOHHOM BapuaHTe.
HeobxooMmo 3HaTb MCTOPUMIO TOW WAW WMHOW agMUHUCTPATUBHO-TEPPUTOPUANBHOMN
eanHnUbl, 4TOObl YeTKO npocrneanTb MCTOPUKD KOMIMIEKTOBAHUSA MECTHbIX apXMBOB.
Hanpumep, 4OKyMeHTbl N0 uctopum BopoHexckon obnactu cnegyeTt nckaTb B apXxmBax
conpenenbHbiX Tepputopui u T.4. BBuay 4vero uenecoobpasHo BOCMNONb30OBaTbCS
CNpaBOYHMKAMN O KOHKPETHOM pEernoHe, 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 cCnpaBOYHMKAX He
COOEPXKUTCA CBEAEHMI O HAaNUYNKM OTAENbHbBIX UICTOYHUKOB.

3. Nouck Ha ypoBHe apxuBa
Ha TpeTbem aTane nccnepoBatenb HauynMHaeT paboTy B BbIbpaHHOM apxuBe AN

BbiABJ1IEHNA HOMEPOB WU Ha3BaHui APXNBHbIX (bOH,D,OB MU Konnekuum, cogeprKalmnx
pa3biCKnuBaeMble CBeOeHUA. B aTtom nomoxeT cuctema Hay4HO-CnpaBO4HOro annaparta



(HCA), KoTopasi B Kaxxaom apxmBe nmeeT CBOM 0CobeHHOCTU. Hanbonee BaxkHbIMK NS
nccnegoBartenen ABNAeTCa NyTeBOAMTENb M ONUCb, @ B KavyecTBe AO0MNOSTHUTENbHbIX
MOXHO MCMOnb30BaTh 6a3bl AaHHbIX, KaTanoru, 0630pbl, NEPEYHN U yKasaTenn oHO0B.

Pabotas c nyteBogutenem, HeobxoaMMO MNOMHWUTb, YTO B HEr0 BKIIOYEHDI
cBefeHus TONbKO 00 OTKPbITbIX ANs MCCNeaoBaHMs KOMMMeKcax AOKYMEHTOB; Ha
OAHOTUMNHbIE POHAbI MOXET COCTaBnATbCA oObLlaa aHHoTauus; nyTeBOAUTENU
nepens3garTcs He Yalle OAHOro pasa B gecsatuneTue. B cBaA3m ¢ yem, nccnegosaTtensm
pekomMeHayeTcs npocmaTpuBaTb KpaTKMe HeaHHOTMPOBaHHbIE WM aHHOTUPOBAHHbLIE
CMPaBOYHMKN N CMIUCKM O HOBbIX NOCTYMMEHMUSAX, a Takke MHPopMaLmm O HOBbIX POHAAX
W OOKyMEHTax, pasMelleHHbIX Ha cauTe apxuea. CnegyeTr yuuTbiBaTb, 4YTO B
AOKYMEHTaxX JIMYHOrO NPOUCXOXAEHUA MOryT coep)XaTbCA CBedeHust no npobneme,
noatomMy Heobxoaumo obpawiatbes Kk pasgenam «JIndHole dooHabl», «Konnekuuny. 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, otpacnsam. M3 kaTamnoXHOM KapTOYKM BbINMUCLIBAKOTCHA MOSHbIE
afpecHble AaHHble PEeTPOCNEeKTUBHOM AOKYMEHTHOW MHGOPMauun: Ha3BaHWe apxuBa,
HomMepa coHaa, onucu, fena, nucTa, Ha3BaHMe AOKyMeHTa M ero pata. Ecnm B
KaTanore He obHapyXeHa nHdopmauus, He CTOUT AenaTtb BbiBOA4 00 ee OTCyTCTBUK, TaK
Kak OHa MOrfna He nony4nTb OTPaXeHWs B 3arosfioBKe, Unv nonana B Apyrov pasgen,
unn ooHA He NpoLUen KaTanornsauuio.

Obpawasnce k o63opam, cregyeT yunTbiBaTb, YTO OHW BKIIOYAKOT CBELEHMUS O
COCTaBe W coAep)XaHuMM OAdHOro oHOAa WMAM MO KakoW-TO TeMe W [OOMNOSfHEHbI
NCTOYHMKOBEOYECKUM aHanmM3oM.

Mpn noncke nMHpopmauun nNo ykasatenssMm HeobxoaMmMo MMeTb B BMAY, YTO 3TO
nepevYeHb HasBaHUM NpPegMeToB MO Kakomy-nmbo onpegeneHHoMmy npuHuMny ¢
yKa3aHMeM NoMCKOBbIX AaHHbIX (HoMepa doHAa, onucuK, gena unu nucra).

Mpn mncnonb3oBaHUM NEPEYHEN HYXXHO MOMHUTb, YTO OHM COCTaBMAKTCA MO
onpeaeneHHon Teme ¢ NpuBeAeHNEM NOUCKOBbLIX AaHHbIX.

OcobeHHocTb paboTbl ¢ gononHutensHbiM HCA (6a3a gaHHbIX, kaTtanor, 063op,
nepeyeHb, ykasaTesnb) COCTOMT B HeobXO4MMOCTU CBEpKM Homepa onmcu u gena
HEenocpeacTBEHHO C OMUCLIO UK C NepeBoaHOM Tabnuuen, npunaratowencsa Kk Hen (o
paboTe ¢ onucblo noapobHee Ha cnegytolem atane).

Bce anemeHTbl HayyYHO-CNPaBOYHOrO annapart apxvBa MOMOrYT He TOSbKO
onpeaenuTb HoMepa Heobxoaumbix Ans paboTbl POHAOB, HO U COIKOHOMUTL BPEMST Ha
MOWUCK.

4. Nowuck Ha ypoBHe choHAaa

Ha u4eTBepTOM 3Tane ycTaHaBnuBalTCA afpecHble [OaHHble fen (Homepa
oHOOB, Onucen, Aen, WX 3aronoBKOB, faTta, KonuyectBo nuctos). [lo onucwy,
nuccnegoBsatens oTbupaeT U BbINMCbIBAET AN MNOMb30BaHUA Heobxoaumble AN
pacKpbITUS TEMbl €AnHULbI XpaHeHnsa. OYeHb BaXXHO O3HAaKOMUTbLCS C NPEeanCIIOBUEM K
onucam. B onucax OopeBOnioUMOHHOrO nepuoga MMeEETCH Cepbes3Hble HeOOoCTaTKW.
Uacto 3aronoBku cogepxat KpaTkoe o603HayeHwe Bonpoca, Hanpumep «AKThbl
peBu3nny U rnyxme saronoBkn «PasHas nepenucka...». [1o0 HacTosAwero BpemMeHu
COXpPaHWUNCb ONMCKU, KOTopble BbINM COCTaBmneHbl ewe A0 BOVHbI (OHU PYKOMUCHbIE, B
HUX MHOMO PasfU4YHbIX NOMET apXMBUCTOB, HaNpPUMep «BbIOLINIO», «HE cAaHO» U T.4.),
noatomy crnegyeT obpawiatb Ha 3TO BHUMaHWE. PasHOBUOHOCTLIO AOPEBOSIOLMOHHBIX
AEeNonpon3BOACTBEHHbIX ONMCEN Oblnn HAaCTOMbHbIE PEECTPLI, andaBuUTHbIE yKa3aTenu,
XypHanbl BXOAALWMX U ncxogawmx éymar n gp., Kotopble Mornn 6bl MICNONb30BaTbCA B
KayecTBe CnpaBOYHO-NH(OPMALMOHHBIX NOCOBUN NO POHAY.



Benay ocobeHHOCTM oenonpon3BoacTBa HEOOXOOUMO BbISBMASATbL LOKYMEHTbI Ha
rog paHblle n nosgHee 0603HAYEHHbIX XPOHOMOIMYECKNX paMoK, a Takke BGrnmskme no
TeMaTuke WCTOYHUKKU. BO3MOXHO, npuaeTca nNpoCMOTPETb OMUCb BTOPWUYHO AnNS
BbISIBIEHNSA  AONOSMHUTENbHbIX  MatepmanoB. O6bl4HO  BbisiBNsieTcs  6onblue
NCTOPUNYECKNX (PaKTOB, YEM UCMOSb3YyEeTCA.

lMocne ycTaHOBMNEHUS MNOSHbIX agpPeCHbIX AaHHbIX MccrnegoBaTenb 3anosHsaeT
TpeboBaHMe Ha Bblgayy Aen, maTepuanoB Hay4Ho-crnpaBovHou 6ubnuotekn (HCB),
crpaBOYHO-UHOPMaUnoHHoro doHga (CU®P). T[Mnanvupya paboTty B  apxuse,
Nonb30oBaTENO PEKOMEHOYETCS nNpeaBapuTeNnbHO 03HAKOMUTBCA C NpaBunammn paboThbl
YMTanbHOro 3ana apxmea.

5. Nouck Ha ypoBHe aena

Ha nocnegHem aTane wuccnegoBaTenb paboTaeT yxe C  OoTAeNbHbIMU
AOKYMEeHTamMu. HaumHaTb HYXHO C OCHOBHbIX BWAOB: 3akoHOAaTesbHble (YKasbl,
MHEHMS, MOCTAHOBMNEHUSA U T.4.) N pacnopsanTeNibHble OKYMEHTbI (NpuKasbl, panopTbl
n 1.4.). 3aTEM M3yyaloTCa MHPOPMALMOHHO-CNPAaBOYHbIE JOKYMEHTbI (A0KNaabl, OTYEThI
n 1.4.). lNocne atoro nepenucka, NPOCUTENbHbIE AOKYMEHTbl (XKanobbl, AOHOCHI),
nocrnyxHole W QOPMynsipHble CrNuUckM W Apyrve Buabl. BaxHbiM  anemeHTOM
nccnegoBaHna aBnsaeTcs atpubyums, T. e. onpegeneHme Bnaos (popm) U NOANIMHHOCTH
BbISIBMTIEHHbIX MCTOYHWKOB, AAT MX HanucaHusi, aBTOPOB W agpecaToB. [na AaTMpoBKu
MOXHO MCMonb30BaTb AaTbl NMOMET M PE30oUUIA Ha UCTOYHMKAX, YNOMUHAHUA B HUX
cOoBbITUI, NUL, YYpEXOEeHUN, AHEN HeLenn U NPa3gHNKOB. XapaKTep HannucaHna TekcTa,
0COBGEeHHOCTUN 43blka, UBET Oymarn, Takke MOMOrarwT YTOYHUTb BPEMSI COCTaBIEHUS
MCTOYHMKOB. [Ina HaBegeHus cnpaBok 00 YyNOMMHAeMbIX B MCTOYHMKAX NuUuax Wu
MECTHOCTSIX npuxogutca npuberatb K Guorpaduyeckum, reorpadpuyecknm  wn
SHUMKIIONEANYECKMM U UHBbIM CNOBapsiM, adpec-kaneHaapsam, NamMsaTHbIM KHUXKaM ©
T.A.

B HekoTOpbIX cnyyasx uccnegoBaTenb CTanknMBaeTCa C TEM, YTO YaCTb HYXHbIX
€My WCTOYHMKOB OTCYTCTBYET. Torga npuxoamuTcsi udyyaTb YCIOBMS, KOTOpPblE MOIK
BbI3BaTb Npobenbl B AOKYyMEHTaX, HanpuMmep, MOXHO BOCMOMb30BATbLCS MaTepuanamm
doHOa BbIWECTOAWEN oOpraHuMsauuu, JIMYHbIMM  (POHOAMU U KONMEKUMSAMMU,
mMaTepuanamMm pPyKOMUCHbIX OTAENOB U PeaKOW KHUMKM OGMOnmMoTek, My3eeB, Hay4HbIX
yypexneHuin, BeAOMCTBEHHBbIMU U3OAHUAMMU, NEPUOSNYECKON NEeYaTbio, TEMaTUYECKUMM
cnpaBkamn n gp. HenonHoTa mM cny4yamHOCTb OOWEALWMX UCTOYHMKOB OObsICHSEeTCH
OTHOLLUEHUEM YUPEXOEHUN N NNL, K POPMUPOBAHUIO JOKYMEHTanbHOro dpoHaa.

BaxHO oOTMeTUTb, 4TO OT XxapakTepa 3anMce O COAEPXaHUM apXUBHbIX
NMCTOYHMKOB 3aBUCAT pe3ynbTaTbl paboTbl uccneposaTens. Konum (BymakHble wn
9NEKTPOHHbIE), BbINUCKK, poTorpadumn, NnNnocTpaumm OMmMKHbI coaepXaTb CBEAEHUS O
Ha3BaHWW apxuBa, HOMepe W HaMMeHoBaHuUW poHaa, KpaTKOM 3arorfioBke fena, gare,
Ha3BaHUM OOKyMeHTa M Homepe nucta. OBOpPOTHbIE CTOPOHbLI NUCTa B eAuHULax
XpaHEHUs1 HE HYMEpPYIOTCS, NO3TOMY MX 0603Ha4YaloT B BbiNMCKax AobaBneHnem crosa
«obopoT», Hanpumep: Jl. 2 06. (nmct 2, obopot). [Mpn HeobocHOBaHHOM UK
OWNBOYHOM CCbIIKE Ha WCTOYHWUK, MOABEPraeTcs COMHEHMI0 He TONbKO HayyHas
NOPSIAOYHOCTb MOMb3oBaTens, HO U cam akT. Mpyn LMTMPOBAHUN UCTOYHUKOB HYXKHO
KpariHe 6epeXHO OTHOCUTBLCH K TEKCTY, He LOOMYyCKasi UCKMIOYEHUS U3 HEero OTAeNbHbIX
cnoB un ¢pas. Ecnm xe 3T0 Heobxoammo, MNpOnyck OTMeYaeTcss MHOroTOYMEM,
3aKMYEHHbIM B CKOOKM. OWMOOYHO ONyLEHHbIE UMW COKpaLWEHHbIE B WCTOYHUKE
CnoBa BKMOYAKTCA B TEKCT UMTaTbl NUWIb B KBagpaTHbIX CKobkax. ApxaunyHble
OKOHYaHUS CNOB 3aMEHSTCH COBPEMEHHbBIMU, @ NMPOMUCHbIE BYKBbI - CTPOYHBLIMW.

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



nHTEepecHee OyayT BbIBOAbI, LIeHHee BBEAEHHble B Hay4Hbll 060OPOT MCTOpUYeckue
dakTbl, a NouckoBasi OESATENbHOCTb MPUHECET HEe TOMbKO Maccy MOSOXMUTENbHbIX
3MOLMI, HO U TBOPYECKOE HAcNaxaeHwe oOT AesTenbHOCTU. BaxHo yuuTbiBaTh, YTO
paboTa B UnTanbHOM 3arie apxuBa — 3T0 TPYAOEMKUIA U ANUTENbHBIN NpoLecc.

Mo okoHYaHMWM NPaKTUKWU CTYAEHT npeacTaBnseT PyKOBOAUTENMO NPAKTUKU OT
opraHusauuu (dvnunana) cnegyroime JOKYMEHTHI:

— pabouni rpaduk (NnaH) NpoBeAeHU NPAKTUKN;
— nHAMBMAOyanbHoe 3ajaHue obyyaroLerocs, BbINOMHAEMOe B NEPUOL NPaKTUKY;
— [AHEeBHUK y4yebHOW npakTukn (C HeobxoauMON OTYETHOM AOKYyMeHTaunen);

— OTYET CcTyaeHTa 06 utorax npakTuKu.

Mo nToram NpakTUKN BbICTABNSAETCA 3a4€T C OLIEHKOWN.
[na oueHnBaHWA pesynbTaToB O0Oy4YeHWA Npu NPOMEXYTOYHOM aTtTecTauuu
oby4aroLmxcs no nNpakTukKe NCNonb3yTcsa cneayoLmne nokasaTenu:

— BbIMOMHEHME WHOMBMAOYAINbHOrO 3afaHuUs B COOTBETCTBUWU C YTBEPXKOAEHHbIM
COBMECTHbIM paboyunm rpacpmkom (nnaHom) npoBeaeHNa NPaKkTUKK;

— ypoBeHb npodheccnoHanmMama, AEeMOHCTpPUpyembin  obydawowmmes —
NpaKkTMKaHTOM (NpodheccnoHarnbHble KayecTBa, 3HaHUs, YMEHUS!, HaBblKW); CTEMNEHb ero
OTBETCTBEHHOCTU  MpU  MNPOXOXKOEHUM  MPaKTUKA W BbINOSIHEHUM  BUOOB
npodeccnoHanbHoOn AeATENbHOCTU;

— FOTOBHOCTb MPUMEHUTb Ha MNPAKTUKE 3HAHUA U YMEHUS, MOSfyYeHHble Mpu
N3y4eHUn TeopeTUdeckux W npodeccnoHanbHbiX ANCUMMINNH  y4ebHOro nnaHa
npodouns;

— CBOEBpPEMEHHasi MOoAroToBka W npeacTaBreHne MeTooMYeCKOM U OTYETHOM
AOKYMeHTauuu;

— Ka4yeCTBO NpeAcTaBrfeHHbIX MaTepmnarnoB OTYETHON JOKYMEHTaLNN.



O6pasey ocbopmneHns TUTYNbHOro NUCTa AHEBHUKA y4eOHOM apXUBHOM
NpPaKTUKN

MWHOBPHAYKU POCCUU
SENEPANBHOE NCYAAPCTBEHHOE BIOOXETHOE OBPA3OBATEJIbHOE YYPEXOEHUE
BbICLUEFO OBPA30OBAHUA

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

AHeBHNK y4eOHON apXUBHOMN NMPaKTUKN

cTyaeHTa Kypca rpynnbi
o0

HanpasneHnue nogrotoskun 44.03.05 Negarornyeckoe obpasoBaHue (C AByMS
npouIaAMnN NOroTOBKN)

Mpodunu noarotosku: NUctopusi. ObLLecTBO3HaHWE

TexHonoro-negarornyeckun pakynbteT

Bopucornebek 20



dopma paboyero rpacdumka (nnaHa) npoBeAeHUNA NPaAKTUKK

MNMHOBPHAYKN POCCUA

®ENEPAINBHOE NOCYAAPCTBEHHOE BIO[PKETHOE OBPA3OBATESTbHOE YYPEXKOEHVE

BbICLLEMO O5PA30OBAHUA

«BOPOHEXCKUN FOCYﬂAPCTB@HHbIVI YHUBEPCUTET»
BOPUCOITIEBCKUN ®UTTUATI

cTydeHTa

(BP ®IrboOY BO «Bl'Y»)

TexHonoro-negarornyecknin akynbTeT

Kadbegpa coumanbHbIX U FyMaHUTapPHbIX AUCLUNINH

PABOYMA MPA®UK (MNAH) NPOBEAEHUA
YYEBHOU APXUBHOMU MNMPAKTUKA

Kypca O4HOM popMbl

oby4yeHna, obyvatweroca no HanpasneHunto nogrotosBkn 44.03.05 lNeparornyeckoe
obpasoBaHne (c ABymMs npodunamum NOLroTOBKM), MpOounM nogrotoBku: Wctopus.

O0bLwecTBO3HAHNE
Oranbl Cpoku OTmeTKa o
Ne Bupbl gestensHocTU obyyvatoLerocs
NPaKTUKK BbIMOJIHEHUS BbIMOJIHEHUU
Yyacmue 6 ycmaHO804YHOU KOHGhepeHuuu 8
unuane; o3HakomreHue ¢ paboyel rpoepammoui
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, nybnuyHas
3awuma omyema rno rnpakmuke Ha
3aKmoYuUMeribHoU 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 FOCYHAPCTBI?HHbIVI YHUBEPCUTET»
BOPUCOITIEBCKUN ®UTTUAITI
(BP ®IrboOY BO «BlY»)

TexHonoro-negarorndyecknin akynbTeT
Kadegpa coumanbHbIX U r'yMaHUTapHbIX AUCUUNINH

MHOMBUOYANbHOE 3A0AHUE,
BbINMOJIHAEMOE B NEPUOA NMPAKTUKU
CtyoeHT ___ Kypca O4HOM (popmbl
oby4yeHna, obydvarowmmncsa no HanpaeneHuto noarotoBkn 44.03.05 [lNeparornyeckoe
obpasoBaHne (C AByMs npodunamu nogrotoeku), npodunu nogrotoBku: Kctopus.
O6LwecTBO3HaHME B nepuog C no r. BbIMOMHAET creaylowme
3aaHnsa y4ebHOM apXMBHOW NPaKTUKK

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 AEeATEeNbHOCTH)

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 AByMs NpounisaMm nogrotoskun), npodunm
noarotoBku: ictopua. ObuiectBo3HaHme 06 ntorax y4ebHOM apXMBHOM NPaKTUKM

B otueTe gomkHbl BbITb OTpPaXeHbl:

1. amunusa, ms, 0T4ECTBO MeToagucTa.

2. CpoKM NPOXOXOEHWS.

3. KpaTkasi xapakrepuctmka apxmea 1 ero pecypcos.

4. XapaktepucTuka BMOOB AEATENbHOCTM CTyOeHTa BO BpPEMS MNPOXOXOEHUS
y4yeOHOM NpaKTUKN.

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

6. CamoougeHKa OeaTenbHOCTU: YTO U3 3agyMaHHoro Bam yaanock peanusoBaTb,
OT KaKkux owmnbok Bl xotenn 6bl n3baBuTbCS B AanbHeNLWem?

7. Bawu noxenaHus v npeanoxXeHns no npakTuke

Mognuck oby4atowerocs

[aTta




MpumepHasa cxema oT3biBa PyKOBOAUTENA NPAKTUKK O CTyAEHTe

OT3bIB PYKOBOAUTENA MPAKTUKU O CTYAEHTE
C OBbBbEKTA YHEBHOU APXUBHOW NPAKTUKH

CtyoeHt

Kypca O4YHOW (OpMbl OOy4YeHUsI TEXHONOro-negarornyeckoro dakynbreTta

Bopucornebekoro  cdumnmana OrbOY BO  «BopoHexckui  rocyaapCTBEHHbIN

yHUBEpCUTET», oby4vatomnmncs no HanpaeneHmo nogrotoskn 44.03.05 MNeparornyeckoe

obpasoBaHne (C AByMs NpomnamMu MNOAroTOBKW), NPOUNM MNOAroToBKM: WcTopus.

O6LwecTBO3HaHME NpoOXoaun y4ebHy0 apXMBHYIO NPakTUKy B nepuog c no
20 .

1. OnucaHne pe3ynbTaToB AEATENbHOCTU CTyAEHTa, XapakTepuCTUKa OTHOLUEHWUS
CTyAeHTa K paboTe 1 cTeneHb ero ANCUUnNINHNPOBAHHOCTMW.

2. XapaKktepucTtuka ypoBHen chOpMMPOBaAHHOCTU 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.

MoxenaHus B agpec By3a (Npy Heo6xoauMoCTH).

o~

PykoBoguTternb

noanuch pacLumMdpoBka Noanucu

[aTa



