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MeToaunyeckue yYKa3aHua gnsa o6yqarou.w|xc;| no OCBOEHUIO ANCLUMNIIUHDI

Mpn OCBOEHUN MPAKTUYECKUX HABLIKOB MO paboTe C apXMBHbIMU JOKYMEHTaMu
MO>XHO MCMOMb30BaTb CeAyloLLYy CXeMY:

PaboTta ¢ nyreBoamtenem no c¢oHgam. 3agaHve 1. Onpegenutb NpUHLMNGI
COCTaBneHus nyteBoauTens, rpynnbl POHOOB M [AOKYMEHTOB, nonaslinMe B 0630p,
CTPYKTYPY pacnosioxXeHna matepuana, xapakrtep npunoxeHun. 3agaHue 2. Onupasicb
Ha nHdopMaumo, NpeacTaBnsgemMylo nyTeBoauTenem, onpeaenuTs U1 chopmMmynmpoBaTtb
Temy wuccrnegoBaHusa. 3agaHve 3. Onpepenutb 3-4 ¢oHAa, maTepuanbl KOTOPbIX
HeobxoouMMbl AN pacKpbIiTUS CPOPMYNMPOBAHHOW TeMbl WUCCNeaoBaHWs, OaTb WX
nonHoe HasBaHue, wudp (NopsaKkoBbiM Homep). 3agaHue 4. YCTaHOBUTH U3
O0TOBOpaHHbIX POHOOB OCHOBHOW, OMUCb MO KOTOPOMY AofmkHa ObiTb 3aTtpeboBaHa B
nepeyo ouvepedb. 3agaHve 5. 3anonHuTb TpeboBaTeNbHbIM JIMCTOK Ha OMUCb
OCHOBHOro oHaa.

PaboTta c onuckto. 3agaHne 1. OnpegenuTb XapakTep ONMCK, Kak CrpaBoYHMKa
Nno yyeTy M NO COAEPXaHWO, OTMETUTb OcoBeHHOCTM onucu (onucen). 3agaHune 2.
YCTaHOBUTb XPOHOSOMMYECKNE pPaMKM [OKYMEHTOB, BHECEHHbIX B ONWUCb (onucw).
3agaHue 3. O603HaYMTbL Pa3HOBUOHOCTM AOKYMEHTOB, BCTPEYAKOLMXCSA B ONUCK, Ha UX
OCHOBe [JaTb XapaKTepuCTUKy nonHoTbl ¢oHaa. 3agaHue 4. BolbpaTtb 2-3 gena us
onucn. BHectn umx B TpeboBaTtenbHbI NUCTOK Ha Bblaadyy [OOKYMEHTOB MO BCeEW
TpeboBaTenbHON hopme.

Pabota ¢ pgokymeHTamn. 3agaHue 1. YSACHUTb 3anemMeHTbl OBnoXku aena,
nNpocMoTpeTb BCe AOKyMeHTbl Aena. 3agaHue 2. Ecnu kakon-Hnbyab OOKYMEHT He
MMeeT 3arosfioBka, Hy>KHO ero noctasutb. Onpegenute gaTy, aBTopa, agpecarta v AaTb
K 9TOMY OOKYMEHTY apXxuBHYK nereHay (ccbiniky). 3agaHue 3. OopMuTb apXmMBHYHO
BbINUCKY (OOCIOBHOE BOCMPOU3BEAEHNE YAaCTU TEKCTa apXMBHOMO LOKYMeHTa), AaTth K
Hen ccbinky. 3agaHne 4. CHATb apXUBHYHO KOMUIO (BOCMPOU3BEAEHNE TeKCTa AOKYMEHTA
NOJSTHOCTbIO) € NoBOro AOKyMeHTa NPOCMOTPEHHOrO Aena, AaTb K HEW CCbINKy. 3agaHune
5. CoctaBunTb apxuvBHyO CMpaBKy (cnpaBky 00 uMMewLWwmMxcsa AOOKyMeHTax Aena,
cBedeHuAX nNo onpegeneHHoMy BOMpocy, Teme, npeamety, OGuorpaduyeckmx
CBEAEHUAX O nuue unnm no XapakTepy caMmx [OOKYMEHTOB) CO CCbIIKOM Ha
npvBneYeHHble PaKTbl.

TemMaTuka KOHTPOJbHbLIX paboT
no gucumnnuHe ApxmBoBegeHue

Tema 1. CtaHoBneHue apxuBHoro gena B Kuesckon n Mockosckomn Pycu.
. OcHoBHbIe BMAbI AOKYMEHTOB 1 NepBble apxusbl Kuesckon Pycu.
. ApxnBHas geatenbHOCTb B Nnepuog deoganbHon pasgpobneHHOCTH.
. CtaHoBneHune apxusHoro gena B Mockosckon Pycu.
. FocygapctBeHHbIN apxuB Poccumn n hopmmnpoBaHmne ceTu npuKasHbiX apXmBOB.

A OWON -

Tema 2. ApxuBHoe geno B Poccunckon umnepum.
. Bnnanue pedopm lNetpa | Ha apxuBHOEe geno.
. MuHucTepckasa cuctema Havana XIX B. n apxuBHoe geno.
. Y4yeT apxnBoB, 3BOSIOLMA apXMBHOIo Aena B Havane n cepeguHe XIX B.
. Cncrema apxmMBHOro gena u ero CoBepLIEHCTBOBaHNE BO BTOPON nornosuHe XIX B.
. CocTosiHne apxmBHOro gena Ha pybexe XIX—XX BB.

A WN -

Tema 3. CtaHOBNEeHMe COBETCKOWM apXUBHOMU CUCTEMBbI.



. MepBble AeKkpeTbl COBETCKOM BNacTn B 0611acTn apxmBoOB.
. HoBble apxuBbl, co3gaHHbIe NMpy COBETCKOM BNacTu.

. HoBbIM Nopsigok nonb3oBaHNA apXMBaMu.

. HoBbIn nopsigok ynpasneHnsa apxXmBHbIM 4EMNOM.

A ON -~

Tema 4. PazaButue apxmBHOro Aena B AOBOEHHbIA U BO€HHbIN Nepuoabl.
1. CosgaHue HoBbIx apxuBoB B 1930-e rT.
2. Bnnanue totanutapHom CMCTEMbI HA apXMBHOE LeNo.
3. MNonoxeHune o NocyaapctBeHHOM apxmBHOM ¢oHAe oT 29.03.1941. Hosasa cuctema
apxumsoB B CCCP.

Tema 5. ApxmBHOe fieno B NOCIeBOEHHbIN Nepuoa.
1. Bnnanue nocnegcteum BOB Ha apxmMBHOE Oeno.
2. NonoxeHune o FTA® CCCP ot 13.08.1958.
3. MNMonoxeHne o TA® CCCP nTAY CCCP o1 04.04.1980.

Tema 6. CtaHOBReHMe apxuBHoro gena B Poccunckon ®eagepauun.
1. AlamMeHeHns B cMcteme apxXuBHOro Aena B CBA3M C pacnagoM COBETCKOW CUCTEMbI U
npekpawieHnem geatenoHocTtn KMNCC.
2. OCHOBHbIE MPUHLUMMNBI OpraHM3aunmn apxXmMBHOIo Aena, 3akpensneHHble B CornaweHunm
rmas rocygapcte CHI ot 06.07.1992 o npaBonpeemMcTBe B OTHOLUEHUN apXMBOB
6biBwero CCCP.
3. CTpouTtenbCTBO apXmMBHOM cuctembl Poccunckon degepaumm.
4. OcHoBbl 3akoHogaTtenbcTBa PO 06 ApxnsHom oHae PP n apxusax.

Tema 7. OpraHusaumusa [OKYMEHTOB 1 aen apxuBHoro oHaa Pod.
[MOHATNA «apPXMBHBIN JOKYMEHT» U «apXUBY.
2. ApxusHbin hoH PP. NocygapcTBeHHas v HerocygapcTBeHHas YacTn ApXMBHOIO
doHaa Po.
3. OpraHusauma oOKYMEHTOB 1 aen B npegenax ApxmsHoro ¢oHga PO B uenom
(NepBbIN YpOBEHb OpraHn3auumn 4OKYMEHTOB).
4. OpraHusaums JOKYMEHTOB U [en B npefeniax apxmBoB (BTOPON YPOBEHb
opraHuMsaunn JOKYMEHTOB).
5. OpraHusaums JOKYMEHTOB U en B npefenax apxXmBHOro ooHaa (tpetum
YPOBEHb OpraHn3auun 4OKyMEHTOB).

—

Tema 8. KomnnekroBaHne ApxuBHoro ¢oHaa P®.
. MoHATne n cogepxaHne KOMNIEKTOBaHMS apxusa.
. ICcTOYHMK KOMNNekToBaHUS.
. MoparoToBka 1 NopsgoK Nnepeaayn JOKYMEHTOB B apXUB.
. OcHoBHbIe npasuna (poHaMPOBaHUS AOKYMEHTOB B apXmBe.

A OWN-=-

Tema 9. AkcnepTn3a LLEHHOCTU U YYeT AOKYMEHTOB B apXuBax.
. MoHaTMe akcnepTm3abl LEHHOCTM AOKYMEHTOB.
. 3agaum n aTanbl 3KCNepTU3bI.
. QKCNEPTHbBIE KOMUCCUM.
. MoHATNe rocygapCTBEHHOMO y4eTa JOKYMEHTOB.
. YUYeTHble JOKYMEHTbI apxuBa.

AP WN -

Tema 10. Hay4yHO-cnpaBoOYHbLIN apXMBHbIW annapar.
. XapakTepucTtumka Hay4HO-CnpaBOYHOIro apXxMBHOro annapaTa.
2. MNpvHUMNBI NOCTPOEHUA HAY4YHO-CMPaBOYHOro annapara.

—



3. [oHATWEe apXMBHOro CnpaBoOYHUKA.
4. CTpyKTypa apXMBHbIX CPaBOYHUKOB.
5. ApxuHas onuck. [NpaBuna coctaBneHna n opopmMeHus.

Tema 11. Cucrtema apxmBHbIX KaTasrioroB.
1. NoHATMe apxmMBHOro KaTanora.
2. Nopsgok kaTanornsaumm apxXuBHbLIX JOKYMEHTOB.
3. Buabl apxmBHbIX KaTanoros.

Tema 12. ApxuBHbIe NyTeBOAUTENU, yKa3aTenun, 0630pbl apXMBHbIX AOKYMEHTOB.
1. NoHATUS apXMBHOIO NyTEBOAUTENS, apXMBHOIO yKkasaTens, 0630pa apXmBHbIX
AOKYMEHTOB.

. Bugbl apxuBHbIX nyTeBoanTesnen.

3. CTpykTypa nyteBoanTens.

4. Cnctema nocrtpoeHusi ob3opa.

5. OcHOoBHble BUAbI YykasaTenen.

N

Tema 13. ApxuBHOE onncaHMe AOKYMEHTOB U Aen.
UHdopmaTusauma apxmBHoro aena.
1. MNoHATME apXMBHOIO onMcaHuA.
2. OnuncaHne Ha ypoBHe ooHAa, eauHULbI U3MEepPEHUst AOKYMeHTa.
3. MNMoHATHe nHgopmaTnusauunu.
4. OCHOBHble OOKYMEHTbI, perynupyrowme Bonpocbl MHGopMaTu3aumMm B apXUBHOM
aene.
5 O6beKTbI, Lenu u NpuHUMnbl MHopMaTM3aUmn.
6. IHpopMmaLMOHHbIE CUCTEMBI apPXMBOB.
7. CopepxaHue 6a3bl AaHHbIX.

Tema 14. O6ecneyeHne coxpaHHOCTU AOKYMEHTOB B apXxuBax.
1. MNoHATME pexnma XxpaHeHNs JOKYMEHTOB.
2. TpeboBaHua K 30aHMAM M NOMELLEHUAM apxuBa: CBETOBOW, TemnepaTypHO-
BJT@XXHOCTHbIN, CAHUTAPHO-TUIIMEHNYECKUIA, OXPAHHbINA PEXNM.
3. O6opynoBaHne apxXMBOXPaHUINLL,.
4. MNepBun4yHasa pectaBpauns 1 KOHCEPBaLMSA apXUBHbBIX JOKYMEHTOB.

Tema 15. locTtyn K AoKymeHTamMm ApxuBHoro choHga P®.
Mcnonb3oBaHue apXxuBHbIX AOKYMEHTOB.

1. OCHOBHble HOpMaTMBHbIE aKkTbl, perynupyroLmne OOCTyn K SOKYMEHTaM apXMBHOMO
doHaa Pd. MNopsgok gonycka K AOKYMEHTaM apXnBHOro hoHAa.
2. TloHATME UCNONBb30BaHUSA apPXMBHbIX OOKYMEHTOB. OCHOBHblE HanpasfeHus, Lenwu,
POpPMbI UCMONb30BAHNA aPXMBHbBIX JOKYMEHTOB.
3. OcHoBHble TpeboBaHusA K paboTe MO NCNOSb30BAHUID apXUBHbBIX JOKYMEHTOB. OTanbl
nomncka AOKYMEHTHOW MHpopMaumn.
4. HdbopmaumoHHoe obecneyeHne nonb3oBaTenen.
5. PaboTta 4yntanbHOro 3ana apxmea.
6. PopMbl MaccoBOro NCMONb30BaHUA apXUBHbBIX JOKYMEHTOB.

Tema 16. MeHegp)XKMeEHT B apxuBax.
1. Co3gaHue rocyaapCTBEHHOIO M BEAOMCTBEHHOIO apxuBa.
2. Nopsagok paboTbl apxusa.
3. PaboTa c nepcoHanom apxmea.
4. ApXvBHbIN MapPKETUHT.



Tema 17. TeXHOTPOHHbIE U 3NEKTPOHHbIE apPXUBbI.
1. MNoHATME 1 BUObl TEXHOTPOHHbLIX apXMBOB. BeayLine TEXHOTPOHHbIE apXUBbI.
2. Nopsagok xpaHeHWs1 LOKYMEHTOB B TEXHOTPOHHbIX apXuBax.
3. [oHATWE 3NEKTPOHHbLIX apXUBOB.
4. Nopagok NPUHATUS SNEKTPOHHbIX JOKYMEHTOB B apXMB.

KoHTponbHble paboTbl BbIMOMAHATCA KaXablM CTYOEHTOM 3a04HOM (hOopMbl
00y4yeHuns B COOTBETCTBUMN C Y4E€OHbIM NIIaHOM. BbINONIHEHNE CTYAEHTOM KOHTPOJSIbHOW
paboTbl - cocTaBHad 4acTb y4yebHOro npouecca, ogHa u3 OPM oOpraHusauum u
KOHTPOMsi cCamMoCToATENbHOM paboThbl CTyAeHTa.

3agavyamMu BbINONTHEHNSI KOHTPOSbHOW PaboThl ABMNSAOTCS:

- CaMOCTOATENbHOE N3yYeHne COOTBETCTBYIOLLEN TeMbI (pasgena) ydebHon guc-
UUNSNHBI;

- hopmMMpoBaHME HaBblka CaMOCTOATENbHOW paboTbl No nogbopy n obpaboTke
nnteparypesl, AaHHbIX ncropuorpaguyeckmx NCTOYHUKOB, 0600LeHunto
onybrMKoBaHHbIX AAaHHbIX 1 (POPMYNMPOBAHNIO BbIBOLOB MO KOHKPETHOW TEME;

- BbISIBfIeHMEe CNOCOBHOCTM peLlaTh 3afayn NpakTUYEeCcKoro xapakrepa no nayya-
eMou gucumninHe.

- KOHTPOSb KayecTBa YCBOEHUSI U3y4eHHOro maTepuarna 1 camocToAaTeNbHOW pa-
6oThI CTyaEeHTa.

Mpuctynaa Kk HanucaHuo paboTbl, CTYAEHT LOMMKEH U3Yy4uTb AUCLMNIIMHY B
obbeme, yCTaHOBNEHHOM y4ebHbIM NNaHOM, U B COOTBETCTBMM C MPOrpaMmMon Kypca.

BbinonHeHne paboTbl OCyLLECTBASETCS NO3TarNHO:

- BbIbOp BapuaHTa;

- O3HaKOMIeHWe C 3aJaHnewm;

- nogbop n mn3lyyeHue nuTepaTypbl, peKoMeHAOBaHHOW Kadedpon no AaHHOW
TeMe UNn BapuaHTy 3afaHus;

- B CNnyyae HeobxogMmocTu - noabop npakTUYeckoro martepuana no Teme
paboThl;

- NTMCbMeHHOe odopmMIeHne paboThbl.

KoHTponbHas paboTa, BbinosiHaemas no BbIOpaHHOW CTYAEHTOM TeMe, COCTOUT
13 pasgenos:

-cogepxaHue (nnaH);

-OCHOBHas 4acTb;

-CMNCOK WUCTOYHWUKOB W NuTepaTypbl, UCMNOMb30BaHHbIX B MpoOLECcce HanMcaHus
paboThbl;

-NpuUnoxeHue (B criy4ae HeobxoanmMocTh).

Pabota oTkpblBaeTcs TUTYMbHbIM NUCTOM. [locne TUTYNbLHOrO nNucta cnegyet
codep)xaHue, B KOTOPOM [aeTcs TOYHOE HaMMeHOBaHWE Kaxdoro pasfenia, a Takke
noapasgenoB C ykasaHuem cTpaHuu. B ocHosHOU yacmu packpblBaeTca coaepaHue
TeMmbl paboTbl. CruCOK UCMOYHUKO8 U Jlumepamypbl 4aBNAeTcs obsizaTenbHom
COCTaBHOW 4acTbl KOHTPOSNbHOM paboTbl. nnicTpaTuBHbIN MaTtepuars, Ha KOTopbi B
TekcTe paboTbl MMEKTCHA CCbIfKK, AOMOMHSAKWMNE UM MNOSICHAKOWME TeKCT paboThl,
nMoMoratLLMe packpbITUIO OCHOBHbIX BOMPOCOB, - NOMELLAETCS B rpusioxeHuu. Kaxapiv
AOKYMEHT pacnosiaraeTcs Ha OTAeSNIbHOM NncTe.

Pasgenbl pacnonaratotcs B TeKCTe paboTbl B MOpsiaKke, ykasaHHOM B nriaHe-
coep>xaHuu.

KoHTponbHass pabota pgomkHa ObiTb  CTPYKTYPHO 4YETKO  BbICTPOEHa,
AEMOHCTPMPOBATL  FIOTMYECKYID  MOCNeAoBaTeNbHOCTbL  U3naraemMoro  matepuana,
KpaTKOCTb 1 YeTKOCTb hopmynmpoBok. OHa AoSmKkHa OTpa3uTb CO6CTBEHHOE NOHMMaHWe
CTYAEHTOM CylecTBa BOMpoca, CnoCOBHOCTb CaMOCTOATENbHO  WCMNOMb30BaThb



nutepaTypHble WCTOYHWUKW, YMEHWEe CBA3bIBaTb TeOopeTUYEeCcKMe MOSIOKEHUs C UuX
NPaKTUYECKUM NPUMEHEHUEM.

XKenatenbHo, 4TO6GbI KOHTpONbHass paboTta Obina npeacrtaBrneHa B NevYaTtHOM
Buge. [ns KOMMbOTEPHOM BEPCTKM - MOSNYTOPHbIA WHTepBan, pasmep wpudgprta 14,
rapHuTypa Times New Roman; cHocku neyatatotca 10 wpudtom.

O6bem paboTtbl coctaBndeT 10-12 cTpaHuUL, TEKCTa CO CrieayrowmmMmmn napameTpa-
MU cTpaHuubl opmaTta A4: BepxHee none - 25 MM; HWXKHee none - 25 MMm; nesoe nosne
- 35 mm; npaBoe nose - 15 mm.

Hymepauusa cTpaHul npou3BOAMTCA B BEPXHEW 4YacTu nucTta (Mo UeHTpy unu
cnpasa). 1-9 cTpaHuua - TUTYNbHbIA NINCT - HE HYMepyeTCS.

He gonyckaloTcs BCTaBKU Ha NOMNAxX U MeXay CTPOK.

Lintatel cnegyeT npuBoauTb B Crydasix, Korga oHM criyxaT 6a3oi, oTnpaBHbIM
MOMEHTOM WIM apryMEeHTOM Kakoro-nnbo Teauca unu sBnaTcsa oObekTom aHanmsa
aBTOpa KOHTPOmbHOW paboTbl. LintTata npuBoauTcs B KaBblykax; LMTUPOBAHNE KaKoro-
nmMbBo NCTOYHMKA MOXET ObITb M3MOXEHO NYTEM KOCBEHHOW peyu, nocre uuTtaTbl unm
LUMTUPOBAHMS CTaBUTCA HOMEP CHOCKM.

CHockM gatTcs MOCTPaHMYHO M OhOPMASAIDTCA B COOTBETCTBMM C MpaBuinamum
Gubnunorpadguryeckoro onucaHus npouM3BedeHnin nedatn. B CcHockax Ha u3gaHus
nuTepaTypbl yKkasblBaloTcA: amunma aBTopa (ecnv  KOMNEeKTUBHbIN - Tpynd -
HaMMeHoBaHWe, YyKa3aHue Ha TO, Nop 4Yben pefakunen usgaH; ecrnv Ha OBMOoXKy
BblHECEHbI (haMUNNN HECKOSbKMX aBTOPOB, TO B CHOCKax, Kak 1 B CAUCKe nuTepaTtypsbl,
yKasblBalOTCA amunmMm BCeX aBTOPOB); Ha3BaHWe NpPoOuU3BedEeHUsl, MeCTo U oA
n3gaHusi, Homep LMTUpyeMon cTpaHuubl (cTpaHuy). Ons nybnukauun B nepnogmyeckmx
M3O0aHNAX  YKasblBalOTCA:  (pamMunus, uHUUManNbl aBTopa, Has3BaHWe CTaTbM,
HaMMeHOBaHWEe MNEepPUOANYECKOro WM3OaHus, rog WM3gaHus, BbIMYyCK, HOMEp CTpaHuubl
(cTpaHuu).

CTyoeHT ponyckaetcs K MPOMEXYTOYHOM aTTecTtauuu TOSbKO Mpu YCroBUU
NoNy4YeHnst NONOXUTENBHON OLEHKN 3a KOHTPOIbHYIO paboTy.



