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1. HOACHUTEJIBHASA 3AIIUCKA

®OC npenHasHaueH s MPOBEpPKU pe3ynbTatoB ocBoeHus MK wu cocrout wus
POTPaMMBbI TEKYIIEH aTTeCTAllUN U IPOTPAMMBI TPOMEKYTOUYHOM aTTECTAIIHH.

[TpomexyTouHas arTecTanus Mo AUCHUILINHE TPOBOIUTCS B (hOpME IK3aMEHA.

Texymmii KOHTPOJIb OCYIIECTBIISIETCS HA KAXKJIOM 3aHSTHH B XOJI€ OCBOCHHUS MaTepualia B
(dopMe MUCBMEHHOTO OMpOCa, BHIOJHEHUS TECTOBBIX 3a/laHUH W MPAKTUYECKUX 3a/laHUH M0 Teme
3aHATHS. B Xone TeKyliero KOHTPOJS OCYHIECTBISIETCS HWHIMBUAYAIBHOE KOPPEKTHPYIOIIEe
oOmienue mpernonasatens ¢ oOydatoummMces. [lpu Hamuumm TpyaHocTedd W (WiM) OMMOOK Yy
oOyyJaromierocsi TpenojaBareib B XOJ€ TEKYHIEro KOHTPOJIA IyOIUpYyeT OOBSICHEHHUE HOBOTO
MaTrepuaja C Yy4eTOM OCOOCHHOCTEH BOCHPHUATHS M YCBOCHHUS OOYYaIOUIMMCS COACPIKaHUS
Marepuaia y4eOHO! AUCIUILTNHBL.

OneHka KayecTBa MOATOTOBKU 00yYArOIIUXCS U BBITYCKHUKOB OCYIIIECTBIISIETCS B ABYX
OCHOBHBIX HAIPaBJICHUSX:
OLIEHKA YPOBHSI OCBOCHHUS AMCIUILINH;
OIICHKA KOMITETEHIIMIA 00YJYarOIUuXCsl.

Kpurtepun oneHKH YPOBHSI OCBOCHHS

[Tpu npoBeneHUN aTTECTalluU CTYAEHTOB UCIOIb3YIOTCS CIEAYIOLUE KPUTEPUU OLIEHOK:

Onenka "OTIMYHO" CTaBUTCS CTYAEHTY, MPOSBUBLIEMY BCECTOPOHHME U INTyOOKHE 3HAHUSA
yueOHOro MaTepuasia, OCBOMBILIEMY OCHOBHYIO U JIOIOJHUTENIbHYIO JIUTEPATYPY, OOHAPYKUBILIEMY
TBOpPYECKHE CIIOCOOHOCTH B MOHUMAHUU, U3JI0KEHUU U MPAKTUYECKOM HCIOIb30BAHUN YCBOCHHBIX
3HaHui. OneHka "0TJINYHO" COOTBETCTBYET BHICOKOMY YPOBHIO OCBOEHUS AUCLUILINHBI.

Onenka "xopomo" CTaBUTCS CTYAEHTY, HpPOSBUBIIEMY IIOJIHOE 3HaHUE Y4eOHOIro
MaTepuaia, OCBOMBILIEMY OCHOBHYIO DPEKOMEHJOBAHHYIO JIMTEpPaTypy, OOHapyXHUBIIEMY
CTaOMIIbHBINA XapakTep 3HAHUN M YMEHUH U CIIOCOOHOMY K MX CaMOCTOSITEIbHOMY IMPUMEHEHUIO U
OOHOBJICHHIO B XO/JI€ MOCIEAYIOLIEro 00y4eHus U MpakTuuecKoil aesrenpbHocTu. Onenka "xopouio”
COOTBETCTBYET JOCTATOYHOMY YPOBHIO OCBOEHUS TUCLHUIIIVHBI.

Onenka "ynOBIETBOPUTENBHO" CTABUTCS CTYJIEHTY, MPOSBUBLIEMY 3HAaHUS OCHOBHOTO
yuyeOHOro Mmarepuaia B o0beMe, HEOOXOAMMOM ISl MOCIEIYyIoLEero oOydyeHHss M MpeicTosiei
IIPAKTUYECKOW JEATENBHOCTH, 3HAKOMOMY C OCHOBHOM PpEKOMEHJIOBAaHHOM JINTEpaTypoi,
JIONYCTUBIIEMY HETOYHOCTM MpPHU OTBETe, HO B OCHOBHOM OOJaJaronieMy HeoO0XOAUMBIMU
3HAHUSIMM U YMEHUSIMHU JJIi MX YCTPaHEHUs IPH KOPPEKTHPOBKE CO CTOPOHBI IMpernojaBaTels.
Onenka "y0BIETBOPUTENBHO" COOTBETCTBYET JOCTATOUHOMY YPOBHIO OCBOE€HHUS JUCLIUILINHEL.

Onenka "HEylOBIETBOPUTENIBHO" CTaBUTCS CTYAEHTY, OOHApy>KUBIIEMY CYILECTBEHHBIE
npoOesbl B 3HAaHMM OCHOBHOT'O y4eOHOro Marepuaia, JOIMYCTUBIIEMY MPUHIMIUAIBHBIE OMIMOKU
IIpYU IPUMEHEHUH TEOPETUUECKUX 3HAHUN, KOTOPbIE HE MO3BOJISIOT EMY MPOJOJIKUTH 00yUEHHE UIIH
OPUCTYNUTh K TMPAKTUYECKOM JeATeNbHOCTH 0€3 IOMOJIHUTENbHON MOJATOTOBKM MO JaHHOH
qucuuruHe. OneHka "HEyJOBIETBOPUTENBHO" COOTBETCTBYET HHU3KOMY YPOBHIO OCBOEHUS
JUCLUIUIAHBI.

Jns  oueHKW ypOBHS OCBOEHHUS JUCHUIUIMH, NPOPECCHOHANbHBIX MOAyJeH (ux
COCTaBJISIOIINX ) B KOJUIEIPKE YCTaHABIMBAIOTCS CIIEIYIOIIEE COOTBETCTBUE!

«OTJINYHOY - BHICOKUI YPOBEHb OCBOCHHSI,

«XOpOILO0Y», «YAOBIETBOPUTEIBHO» - JOCTATOYHBIN YPOBEHb OCBOCHMS;

«HEYJIOBJIETBOPUTEIBHO» - HU3KUI YPOBEHb OCBOCHHSI.

Jnst oneHKHM OOmMMX W TPO(PECCHOHATBHBIX KOMIETCHITUH CTYJAECHTOB HCIIOIB3YETCS
JUXOTOMUYECKasi cucTema oleHuBaHus: «0» — KOMIETEHIUsI HE OCBOE€HA, «l» — KoMmeTeHIus
ocBoeHa. OrmeHka oOmMMX W MPO(ECCHOHATBHBIX KOMIETEHIIMN MO AUCIUIUIMHE OTPAXKaeTCs B
KypHaJle Yy4YeOHBIX 3aHATUA ¥ BBICTABISACTCS HA OCHOBAHUU PE3YJIBTATOB BBIOJHEHUS
MPaKTUKOOPUEHTUPOBAHHBIX 3aJaHUN.



2. IPOITPAMMA TEKYIIIEFI ATTECTALIUU (kKOMILIEKT OLIEHOYHBIX CPECTB VISl OLleHKH
YPOBHSI OCBOCHUS YMEHUM, YCBOCHUS 3HAHM I, CPOPMHUPOBAHHOCTH OOLIUX U
npo¢ecCHOHATbHBIX KOMIIETEHIUI NPU MPOBeIeHUN TEKYIero KOHTPOoJis1)@opMbI M MeTO/IbI
TeKYLIero KOHTPOJIA.

Jis 3aKperyieHuss U YCBOCHUS TOJYYEHHBIX 3HAHUN HCIOJB3YIOTCS Cleayronie GopMbl U
METO/Abl KOHTPOJS: YCTHBIH M IHCbMEHHBIH ONpPOC, BBIIOJHEHHE IPAKTHUYECKUX padoT,
pedeparuBHOE 3ahaHuE, AyAUTOPHAS CaMOCTOsATENbHAas paboTa, KOMIBIOTEPHOE TECTHPOBAHUE,
HCCJIE0BATEIBCKOE 3aJaHNE — CO3/IaHUE U 3aILUTa 3JIEKTPOHHOHN NPe3eHTaluu

YCTHBI OIIPOC — KOHTPOJIb, MPOBOJUMBIM IIOCIE U3Y4YCHUS MaTepHaja IO OJHOMY HIIHU
HECKOJIbKUM TeMmaM (pas3zienaM) IUCLMIUIMHBI B BHMJE OTBETOB Ha BONPOCHI M OOCYXIEHUS
CUTYaLH.

AaynuropHas caMmOCTOsITeNIbHAs paboTa MPOBOJUTCSA IOCIE BBIIOJIHEHUS NPAKTUYECKOH
paboThl MO W3Y4YEHHOHM TeMe. 3aJaHMsl BBINOIHSIIOTCS CTYJEHTOM B CTPOTOM MOCIENI0BATEIbHOCTH
0€e3 KOHCYJIbTAllUH NPEToAaBaTes.

PedeparuBHoe 3amanue sBusercs GopMoil caMOCTOSATETHHON padOTHI CTyNeHTOB. Pedepar
BBITIOJIHAETCSI B COOTBETCTBUM C METOJUYECKUMHU PEKOMEHJALUAMH IO €ro BBIIOJIHEHUIO,
odopmisiercs B OyMa)KHOM BapuaHTE B COOTBETCTBHU CO CTAaHAAPTOM KOJUIE/DKA W TI0 KEJIIAHUIO
CTYZICHTa MOXET COIPOBOXAAThCS AJIEKTPOHHOM Ipe3eHTanue. 3ammra pedepara mpoBOIUTCS B
YCTHOH (hopMe B paMKaX TEOPETUICCKUX 3aHITHH.

IIpy mpoBeneHUMH KOMIIBIOTEPHOTO TECTHUPOBAHMUS CTYIEHTBHl JOJDKHBI BHHUMATEIbHO
IPOYUTATh 3aJaHUsl TecTa U BBHIOPATh IpPaBWIbHBIE OTBEThl W3 IPEAJIOKEHHBIX BapHAHTOB.
KosnyecTBO mpaBMIIBHBIX OTBETOB MOKET ObITh 1 mim 2. MakcumalibHOE BpeMs MPOXOXKIAECHUS
TECTa YKa3bIBA€TCS B 33JJaHUU B 3aBUCUMOCTHU OT TEMBI U KOJIMYECTBA BOIIPOCOB B TECTE.

Jloknman — MOpOAYKT CaMOCTOATENBHOM paboThl CTYJEHTa, NpPEACTaBISAIOIUNA  coOoi
nyOJIMYHOE BBICTYIUIEHUE 1O MPEICTABICHUIO MOMYyYEHHBIX PE3yIbTaTOB PEIICHUs ONpPEIeICHHOMN
y4eOHO-TIPaKTHUECKON, y4eOHO-UCCIIe10BaTEIbCKOW U HAYUHOU TEMBI.

BrinonHeHue uccienoBaTenbcKoro 3aJaHusl, pe3yabTaToM KOTOPOTo BhICTyNAaeT pa3paboTka
AJIEKTPOHHOM Mpe3eHTalny, sBIseTcst PopMoil caMocToATeNbHOIM paboThl CTYI€HTOB. DJIEKTPOHHAs
npe3eHTalus pa3padaTbiBaeTCs CTYACHTAMU MHAWBUYaJbHO WM TPYNION CTYIEHTOB (2-3 yen.) B
COOTBETCTBUU C METOJUYECKUMH PEKOMEHJALUSAMU IO €€ IOATOTOBKE. 3aluTa IpPEe3eHTaluu
IPOBOAMUTCA B YCTHOM (hopMe B paMKax TEOpEeTUYECKHX 3aHsATHH. [Ipu moAroToBKE BBICTYIIICHUS
0 MIPE3EHTAIIMY MOKHO PYKOBOJCTBOBAThCS PEKOMEHIAIUSAMHU K ITOJTOTOBKE YCTHOTO COOOILIECHHUS.

[Tpu mpoBenEeHUH TEKYILErO0 KOHTPOJIS YCIIEBAEMOCTH CTYJIEHTOB HCIOJIB3YIOTCS CIEAYIONINE
KPUTEPUN OLICHOK:

1) Kputepun OIEHKM BBIMOJIHEHMS] YCTHOIO ONpOCa, TECTOBBIX 3aJaHHM, ayIUTOPHOU
CaMOCTOSITENILHOM pabOTHI:

[TponeHT pe3ynbTaTHBHOCTH O1eHKa ypOBHS MOJITOTOBKH
6amn (oTMeTKa) BepOANBHBIN aHATIOT
90 + 100 5 OTJINYHO
80 + 89 4 XOPOIIO
70 +79 3 YJIOBJIETBOPUTEIHHO
MmeHee 70 2 HEYJIOBJIETBOPUTEIBHO

2) Kputepuu oneHku pedepara:

OIICHKA «OTJIMYHO» BBICTABISETCS 3a pedepaT, KOTOPBI HOCUT HCCIEI0BATEIbCKHIMA
XapakTep, COACPKUT TPAMOTHO H3JIOKEHHBIH MaTephal, C COOTBETCTBYIOIIMMU OOOCHOBAHHBIMHU
BBIBOJIaMHU;

OIIEHKA «XOpOIII0» BBICTABISETCS 3a TPAMOTHO BBHIIOJHEHHBIH BO BCEX OTHOIIEHHSIX
pedepar npu Han4uK HEOONBIINX HEJOUETOB B €T0 COJIePKaHUU WA O(OPMIICHHH;



OLIEHKA «yJIOBJIETBOPUTEIHHO» BBICTABISIETCS 3a pedepaT, KOTOPBIH YAOBIETBOPSET BCEM
HpPEIbsBISEMbIM TPEOOBaHUSM, HO OTJIMYAETCS HMOBEPXHOCTHOCTBIO, B HEM IIPOCMATPHUBAETCS
HETOCJIeA0BaTEIbHOCTh M3JI0KEHUS MaTepuaa, peiCTaBIeHbl HEOOOCHOBAHHBIE BHIBOJIBI,

OLIEHKAa «HEYIOBJIETBOPUTEIBHO» BBICTABIACTCS 3a pedepar, KOTOpPbIi HE HOCHUT
UCCIIEIOBATEIBCKOTO XapaKTepa, He COACPKUT aHaIM3a UCTOUYHUKOB U TOAXOJ0B IO BHIOpAHHOM

TEM€E, BbIBOAbI HOCAT ,I[eKJ'IapaTPIBHBIfI XapaxkTep.

3) Kputepuu o11ieHKH 3J€KTPOHHOM Mpe3eHTAIUN:

Kputepuu oneHku

ConeprkaHue OIEHKH

1. ConepsxatenbHbIN
KpUTEPUi
(0-20 6asuioB)

o0OCHOBaHME BBIOOpPAa TEMbI, 3HaHHME MpeaMeTa U CBOOOJHOE
BJIaZICHUE MAaTepUaiOM, TPaMOTHOE WCIIOJIb30BaHUE HAY4YHOU
TCPMHHOJIOI'MH, UMITPOBU3AlIUA, pequoﬁ OTHKCET

2. Jlornueckuit KpUTEpUl | CTpOHHOE JIOTUKO-KOMIO3UIIMOHHOE MOCTPOECHHUE peuu,
(0-20 6asuioB) JIOKa3aTeIbHOCTh, APTYMEHTHPOBAHHOCTh
3. PeueBoii kpuTepuii UCIIONIb30BaHUE  S3BIKOBBIX  (MeTadopsl, (bpa3eonorusmsl,

(0-20 6asmoB)

IIOCJIOBUIIBI, ITOTOBOPKH M T.JI.) U HEA3BIKOBBIX (1032, MaHEpPbl U
T.J1.) CPEJICTB BBIPa3UTEIbHOCTH; (POHETHUYECKAs: OpraHU3alMsl peuu,
IIPaBUJILHOCTh YJIAPEHUs, YEeTKasl JUKIHS, JIOTHYECKUE YAApPECHUS U
T.J.

4. Ilcuxonornyeckuii
KpUTEPUil
(0-20 6as1oB)

B3aMMOJICICTBHE ¢ ayIuTOpuel (MpsiMasi U 0OpaTHasi CBSI3b), 3HAHUE
U Yy4eT 3aKOHOB BOCHPHUATHS PEUd, HCHOJIb30BAHHE PA3IMUHBIX
[IPUEMOB IIPUBJICYEHUS U aKTUBU3AIUN BHUMaHUS

5. Kpurepuii cobmoaeHus
JIA3aiH-3PTOHOMUYECKHX

coOnrofieHre TpeOOBaHMN K TEPBOMY M TMOCIEIHEMY ciaiiiam,
MPOCIIC)KUBAHNE OOOCHOBAHHOHW IOCIIEOBATEIBLHOCTH CIANIOB U

TpeGoBaHUM K uHpopMallMM Ha  claizax, HeoO0XO0AMMOE U JOCTaTOYHOE
KOMITBIOTEPHOU KOJIM4YecTBO (OTO- M BUAEOMATEPUATIOB, y4YeT OCOOEHHOCTEH
Ipe3eHTaluN BOCIIpUATHSA  Trpaduyeckod  (MJUIIOCTpaTUBHOW) HMH(pOpMaLuy,
(0-20 6amnoB) KOppeKkTHoe couetaHue (¢GoHa U  TIpaduKd, OpPraHUYHOE
COOTBETCTBUE JU3aiiHa IMPE3CHTALMH €€ COAEP)KaHUI0, IPAMOTHOE
COOTHECEHHE  YCTHOTO  BBICTYIUIGHHSI W KOMIIBIOTEPHOTO
COIIPOBOXKJEHMS, oOOIlee BreyaTIeHHe OT MYJIbTUMEIUIHOM
NPe3CHTAINH
KonnyectBo HabpaHHBIX OalIOB O1eHKa ypOBHS TOJITOTOBKH
110 KPUTEPHSM OLICHKHU ITPE3ECHTALNN 0a1 (oTMeTKa) BepOATIbHBIN aHaAJIOT
90100 5 OTIMYHO
80 + 89 4 XOpOIIO
70 +79 3 YIOBJIETBOPUTEIBHO
meHee 70 2 HEYJOBJIETBOPUTEIHEHO

B coorBeTcTBMM C NpPUHIMIIAMUA TEXHOJOTHUU TPYNIOBOH pabOThl TMpHU OIEHUBAHUU
JJIEKTPOHHOM IPE3CHTAlMU BBICTABIIACTCS OJHA OLICHKA BCEM YYaCTHUKAM MUKPOTPYIIIIBL.
CTyneHThl, He PEACTaBUBILKE FOTOBYIO 3JIEKTPOHHYIO MTPE3ECHTALMIO WIN MPEJCTaBUBIINE PabOTYy,
KOTOpass Obljla OLIEHEHa Ha «HEYIOBJIETBOPUTEIBHO», HE JOIYCKAIOTCA K CAade 5K3aMeHa II0
JVCLATIIINHE.



Pe3yJII>TaTbI OCBOCHMUS: 3BHAHUA U YMECHHUSA, 3JICMECHTHI KOMIIETCHIIUM, ITOJIC/KAIINIHE TEKYIIEMY KOHTPOJIIO

HopsaaxkoBbii
HOMep
Pe3yabTaThl ocBoeHust | OCHOBHBIE MOKA3aTeJH OLIEHKH pe3yJbTaTa Paznen, Tema ®opma 1 MeTOABI KOHTPOJISI OLEHOMHOTO
cpeacTBa
Jloy1keH 3HATH
CHCTEMY apXHBHOTO -3HaHHE CUCTEMBI apXuBHOTO ynpasieHus B | Tema 1.2. Opranusanusi TOKyMEHTOB YcrHbl onpoc 7
ynpasienus B Pocculickoii | Poccuiickoii @enepanuu ApxusHoro ponna Poccuiickoii deneparun 3amuTa pedepara 14
denepayi ¥ OPraHU3aLHUIO |-3HaHUE NPUHIUIIOB OPraHU3aMU APXUBHOTO CamocrostensHas paboTa 17,18,19
ApxuBHOTO (hoHzA ¢onna Poccuiickoit ®enepaunu [TpakTnyeckas pabora 25
Poccuiickoit ®enepanuun -3HAHHE CHCTEMBI XpaHSHHI U 00pabOTKI Tema 1.3. KomIiekToBaHHE apXHBOB TectupoBanue 1
CHCTEMY XpaHEHUsS U JOKyMEHTOB JOoKyMeHTamu ApxuBHoro ¢ounnga PO YcrHbli onpoc 8
00paboTKN JOKyMEHTOB CamocrosiTenbHas paboTa 20,21
IIpakTudeckas pabora 25
Tema 1.6. CripaBOUHO-ITIOMCKOBBIE CPELICTBA YerHbli onpoc 11
Jokman 16
IIpakTudeckas pabora 25
Tema 1.4. DxcnepTu3a HEHHOCTH TOKyMeHTOB | TectupoBanue 2,3,5
VYcerHBIH ompoc 9
3amura pedepara 14
CamocTrosiTenpHas paboTta 22
[TpakTnyeckas pabora 25
Tema 1.5. Opranuszanus yueta T0KyMEHTOB YcTHbIH onpoc 10
ApxusHoro ¢honaa Poccuiickoii @enepanun u | Jloknan 16
JPYTUX apXUBHBIX JJOKYMEHTOB CamocrostenbHas padboTa 23
ITpakTnyeckas pabora 25
Tema 1.7. Mcnons30BaHuE apXUBHBIX TectupoBanue 4,6
JIOKYMEHTOB YcTHBIH onpoc 12
3amuTa npe3eHTanuu 15
Joxman 16
IIpakTudeckas pabora 25
HonxeH ymers
OpraHU30BBIBATH YMEHHUE OPTraHW30BHIBATH JIESTEIbHOCTD Tema 1.2. Opranuzamys JOKyMEHTOB YcrHblit onpoc 7
JIeSITEJIFHOCTh apXuBa ¢ apxuBa ¢ Y4eTOM craryca u npoduis ApxusHoro ¢onna Poccuiickoii @enepanun 3amuTa pedepara 14
YUYETOM CTaTyca U PO | OpraHu3aluu CamocrostensHas paboTa 17,18,19
OpraHu3aIuu ITpakTnyeckas pabora 25
Tema 1.3. KommiexkroBaHue apXuBoB TectupoBanue 1
JIOKyMeHTaMu ApxuBHOTO (oHIa PO YerHbli onpoc 8
CamocrosiTenpHas paboTta 20,21
ITpakTuyeckas pabora 25
Tema 1.6. CripaBOYHO-TTOMCKOBBIE CPEJICTBA YcTHBINH opoc 11
Joxman 16




IlopsiakoBbIii

Pe3yabTaThl ocBoeHust | OCHOBHBIE MOKA3aTeJH OLEHKH pe3yJbTaTa Paznen, Tema ®opma 1 MeTOABI KOHTPOJISI ouel:{lfxl?oro
cpeacTBa
[MpakTnyeckas pabora 25
Tema 1.7. Mcnonb30BaHue apXUBHBIX TectupoBanue 4,6
JIOKYMEHTOB YcTHBIi onpoc 12
3ammra npe3eHTanuu 15
Joxman 16
ITpakTnyeckas pabora 25
paborath B cucremax yMeHue paboraTh B cucteMax 3jiekrponHoro | Tema 1.8. MupopmarmonHo- YcrHbl onpoc 13
JJIEKTPOHHOTO JOKyMEHT0000pOoTa KOMMYHUKAIMOHHBIE TEXHOJIOTHH 3amuTa pedepara 14
JIOKyMEHT0000poTa B apXuBax 3amuTa npe3eHTaun 15
CamocrosiTenbHas paboTa 24
IIpakTudeckas pabora 25
HCTIONIb30BATH B YMEHHE UCTIONIb30BaTh B IESATEIBHOCTH Tema 1.6. CripaBOYHO-TIONCKOBBIE CPEZCTBA YcrHbIi onpoc 11
JIESITEIIFHOCTH apXUBa apXxnBa COBPEMEHHBIE KOMIIBIOTEPHBIC Jokman 16
COBpEMEHHBIE TEXHOJIOTUHI ITpakTrdeckas pabora 25
KOMIMBIOTEPHBIE TEXHOJIOTHH Tema 1.8. Uadopmarrionso- YcTHBII onpoc 13
KOMMYHHUKAIIMOHHBIE TEXHOIOTHH 3amuTa pedepara 14
B apXHBax 3amuTa npe3eHTanun 15
CamocTrosiTenpHas paboTta 24
[TpakTnyeckas pabora 25
NIPUMEHATh COBPEMEHHBIE NIPUMEHEHHUE COBPEMEHHBIX METOIUK Tema 1.7. Mcniosnp30BaHMe apXUBHBIX TectupoBanue 4,6
METOJIMKH KOHCEPBAllMi U | KOHCEPBAIMU M PECTABPAL[H apXHUBHBIX JIOKYMEHTOB YcrHblit onpoc 12
pecraBpalyy apxXUBHBIX JIOKyMEHTOB 3amuTa npe3eHTalun 15
JIOKYMEHTOB Joknan 16
[MpakTuyeckas pabora 25
OK 1. [loHUMaTh CYIIHOCTE | JEMOHCTpALKs HHTEpeca K Oy mymiei Tema 1.2. Opranuzauusi JOKYMEHTOB YcTHbIl onpoc 7
U COLIMAIIBHYIO 3HAYUMOCTb | ipodeccun ApxusHoro ¢oHma Poccuiickoit @eneparuu 3amura pedepara 14
cBoeit Oyayieit mpodeccuu, CamocrosiTenbHas padboTa 17,18,19
MPOSIBIIATE K HEeH IpakTuueckas pabora 25
YCTONYMBBIN UHTEPEC Tema 1.3. KommiexToBaHue apXHBOB TectupoBanue 1
JIOKyMeHTaMu ApxuBHOTO (oHIa PO YerHbli onpoc 8
CamocrosiTenpHas paboTta 20,21
ITpakTryeckas pabora 25
Tema 1.8. MadpopmanmnonHo- YerHbli onpoc 13
KOMMYHHKAITHOHHBIE TEXHOJIOTHH 3ammuTa pedepara 14
B apXMBax 3aluTa npe3eHTauuu 15
CamocrositensHas padboTa 24




IlopsiakoBbIii
HOMep
Pe3yabTaThl ocBoeHust | OCHOBHBIE MOKA3aTeJH OLEHKH pe3yJbTaTa Paznen, Tema ®opma 1 MeTOABI KOHTPOJISI OLEHOMHOTO
cpeacTBa
[TpakTnyeckas pabora 25
Tema 1.4. DkcriepTi3a HEHHOCTH JOKYMEHTOB | TecTupoBanue 2,3,5
VYcerHBIH ompoc 9
3amura pedepara 14
CamocrosiTenbHas paboTa 22
ITpakTnyeckas pabora 25
Tema 1.5. Opranuzanys yuera JOKyMEHTOB YcrHbli onpoc 10
ApxusHoro ¢onna Poccuiickoit @enepanuu n | JJoknan 16
JPYTHX apXUBHBIX JJOKyMEHTOB CamocrostensHas paboTa 23
[TpakTnyeckas pabora 25
OK 2. Opranu3oBsIBaTh BBIOOD U MPUMEHEHHE METOAOB U CIIOCOOOB Tema 1.2. Opranuzaiyst JOKyMEHTOB YcrHbli onipoc 7
COOCTBEHHYIO peleHust mpoQecCHOHANBHBIX 33/1a4 B ApxusHoro ponna Poccuiickoii deneparyn 3amuTta pedepara 14
JIESITeIIbHOCTD, BEIOUPATh ApXMBHOM JIEIIC; CamocrosiTenbHas padoTa 17,18,19
TUTIOBEIC METOIBI U oreHKa 3 QEKTHBHOCTH U KauyecTBa IIpakTudeckas pabora 25
CHOCOOBI BBIITOTHEHHS BBIITOJTHEHHSA Tema 1.6. CripaBO4HO-TIOMCKOBBIE CPEJICTBA YcrHbI onpoc 11
podeCCHOHANBHBIX 33134, Hoxman 16
OLIEHUBATH X ITpakTrdeckas pabora 25
3 (eKTUBHOCTb U KaUeCTBO Tema 1.7. Mcnonp30BaHUE apXUBHBIX TectupoBanue 4,6
JIOKYMEHTOB VYcerHBIH ompoc 12
3amuTa npe3eHTaun 15
Joxman 16
IIpakTudeckas paboTa 25
OK 3. IlpuHuMaTh pelieHyst |peleHue cCTaHJapTHhIX U HECTaHJapTHBIX Tema 1.3. KommuiekroBanue apxuBoB TectupoBanue 1
B CTaHJApPTHBIX U npodecCHOHANBHBIX 33/1a4 B 00J1aCTH JoKyMeHTamu ApxuBHoro ¢onnga PO YcTHBIH onpoc 8
HECTAHIAPTHBIX CUTYyalUsAX |apXHUBHOI'O Jeia CamocrosiTenbHas padboTa 20,21
1 HECTH 3a HUX IpakTuueckas pabora 25
OTBETCTBEHHOCTh Tema 1.6. CripaBOYHO-TTOMCKOBBIE CPEJICTBA VYcrHbI# onpoc 11
Joxman 16
ITpakTnyeckas pabora 25
Tema 1.4. DxcriepTu3a IEHHOCTH TOKyMeHTOB | TecTupoBanue 2,35
YcrHblit onpoc 9
3amuTa pedepara 14
CamocrostensHas paboTa 22
ITpakTnyeckas pabora 25




IlopsiakoBbIii

Pe3yabTaThl ocBoeHust | OCHOBHBIE MOKA3aTeJH OLEHKH pe3yJbTaTa Paznen, Tema ®opma 1 MeTOABI KOHTPOJISI oue]:{lfxl?oro
cpeacTBa
OK 4. OcyecTBiIsITh IIOUCK | CTIONIB30BaHKE pecypcoB MHTepHeT 1 6a3 Tema 1.7. Hcronp30BaHne apXUBHBIX TectupoBanne 4,6
U MCTIOJIb30BaHUE JaHHBIX JUJI PELICHHs NPUKIAJAHBIX 33134 JIOKYMEHTOB YcrHbI onpoc 12
nH}popManuy HEOOXOANMOHN | apXMBHOT'O Jiesia 3ammra npe3eHTanuu 15
1uts1 3 HEKTHBHOTO Joxnan 16
BEITIOTHEHUS [IpakTuaeckas padoTa 25
npo¢ecCHOHATBHBIX 3a7ad,
po¢eCCHOHANTBHOTO U
JIMYHOCTHOTO Pa3BUTHUS
OK 5. Hcmione30oBaTh paboTa B cucTeMax 3JIeKTPOHHOTO Tema 1.6. CripaBOYHO-TIONCKOBBIE CPEICTBA VYcerHBI ompoc 11
HHPOPMALNOHHO- JOKYMEHTO000poTa Joxman 16
KOMMYHHUKAIIHOHHEIC IIpakTudeckas pabora 25
TEXHOJIOTHH B Tema 1.8. Undopmarrionso- YcrTHBII onpoc 13
npogeccHoHaIbHOM KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH 3amuTa pedepara 14
JIeSITeNTbHOCTH B apXHBax 3ammra npe3eHTanuu 15
CamocTrosiTenpHas paboTta 24
[TpakTnyeckas pabora 25
OK 6. PaboTtats B B3aMMO/IefiCTBHE TIpenofaBaTenei ¢ Tema 1.3. KommekToBaHue apx1BOB TectupoBanue 1
KOJIZIEKTUBE U KOMaHJE, 00y4aromMuMucs B X07e 00y4eHHs JoKyMeHTamu ApxuBHoro gounna PO YcrHbli onpoc 8
3¢ GEKTHBHO 00IIATHCS C CamocrosiTenbHas padoTa 20,21
KOJUIEraMH, pyKOBOZCTBOM, [TpakTnyeckas pabora 25
MOTPEOUTEIIMH Tema 1.4. DkcriepTu3a IEHHOCTH JOKYMEHTOB | TecTupoBaHue 2,3,5
YcrHblit onpoc 9
3amura pedepara 14
CamocrosiTenbHas paboTa 22
IIpakTudeckas pabora 25
Tema 1.5. Opranuzanus yyera J0KyMEHTOB YcTHbIl onpoc 10
ApxusHoro ¢poHna Poccuiickoit @eneparun u | JJoknan 16
JPYTHX apXUBHBIX JJOKyMEHTOB CamocrostensHas paboTa 23
IIpakTudeckas paboTa 25
OK 7. bpats Ha cebs caMOaHallu3 U OCMBICIIEHUE PE3YIbTaTOB Tema 1.3. KommuiekroBanue apxuBoB TectupoBanue 1
OTBETCTBEHHOCTb 32 paboTy |CcOOCTBEHHOW paboThI JoKyMeHTamu ApxuBHoro ¢onnga PO YcTHBIH onpoc 8
YJICHOB KOMaH/Ibl CamocrostenbHas padboTa 20,21
(TOAYMHEHHBIX ), pe3yJIbTaT ITpakTrueckas pabora 25
BBIIIOJIHEHMS 3alaHUi Tema 1.6. CripaBO4YHO-TIONCKOBBIE CPEICTBA YerHbli onpoc 11
Joxman 16
ITpakTryeckas pabora 25
Tema 1.5. Opranu3zaius yueTa T0KyMEHTOB YcTHBIM opoc 10
ApxusHoro ¢onna Poccuiickoit @eneparnu u | lokmazn 16
JIPYTHX apXUBHBIX JJOKYMEHTOB CamocTosiTenbHas paboTa 23
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IlopsiakoBbIii

Pe3yabTaThl ocBoeHust | OCHOBHBIE MOKA3aTeJH OLEHKH pe3yJbTaTa Paznen, Tema ®opma 1 MeTOABI KOHTPOJISI ou;{lfxl?oro
cpeacTBa
[MpakTnyeckas padbora 25
Tema 1.7. Mcnonb30BaHue apXUBHBIX TectupoBanue 4,6
JIOKYMEHTOB VYcTHBIi onpoc 12
3ammra npe3eHTanuu 15
Joxman 16
IIpakTrdeckas pabora 25
OK 8. CamocrosTensHO OpTaHU3aIsl CAMOCTOATENBHBIX 3aHATHH pu | Tema 1.2. Opranu3zariist JOKYMEHTOB VYcerHBIH ompoc 7
OTIpENIEIATD 3a0aui H3YYeHUH MPOPECCHOHATHHOTO MOAYIIS ApxusHoro ¢orna Poccuiickoit @eneparn 3amura pedepara 14
PO ECCHOHATBHOTO U CamocrosiTenbHas paboTa 17,18,19
JUYIHOCTHOTO Pa3BUTHS, IIpakTudeckas pabora 25
3aHUMATHCS Tema 1.6. CripaBOUHO-ITIOMCKOBBIE CPEJICTBA YerHbli onpoc 11
camo00pa3oBaHUEM, Hoxman 16
OCO3HAHHO IIAHUPOBATh ITpakTuyeckas padora 25
TIOBBINIEHUE KBATUPHUKAUH Tema 1.4. DxcnepTu3a HEHHOCTH TOKyMeHTOB | TectupoBanue 2,3,5
VYcerHBIH ompoc 9
3amura pedepara 14
CamocTrosiTenpHas paboTta 22
[MpakTuyeckas pabora 25
OK 9. OpueHTHpOBaTbCA B | CTIOJIB30BaHHE B ACATEIEHOCTH apXHBa Tema 1.8. ndopmarrionHo- YcTHbli onpoc 13
YCJIOBHSX YaCTON CMEHBI COBPEMEHHBIE KOMIIBIOTEPHBIE TEXHOJIOTHH KOMMYHHUKAIMOHHBIE TEXHOJIOTHH 3amuTta pedepara 14
TEXHOJIOTUH B B apXMBax 3anura npe3eHTannu 15
pogeCCHOHATBHOM CamocrosiTenbHas paboTa 24
JIESITETBHOCTH IIpakTudeckas pabora 25
[IK 2.1. OcymecTBuaThb -3HAeT COCTaB M cojaepkaHue HopMmaTuBHBIX | Tema 1.3. KommnexToBanue apxuBoB TectupoBanue 1
9KCTIEPTU3Y LIEHHOCTH NIPAaBOBBIX W HOPMAaTHBHO-METOJIMYECKHX | JOKYMEHTaMH ApXuBHOTO GoHna PO VYcrHsblit onpoc 8
JIOKYMEHTOB B aKTOB, OINPEIEIISIIONINX TMOPSIOK SKCIIEPTU3BI CamocrostensHas paboTa 20,21
COOTBETCTBHUHU C IeHHOCTH JoKyMeHTOB (DL1/]) IIpakTudeckas pabora 25
JEACTBYIOIMMH - COCTaBlgeT U opopmiseT AOKyMeHTHl a7d | Tema 1.4. DxcnepTH3a HEHHOCTU A0KyMeHTOB | TecTupoBaHue 2,35
3aKOHOJIATEIbHBIMH aKTaMH | IPOBEACHUS 9KCIEePTHU3BI LEHHOCTH VCTHBIHA ompoc 9
Y HOpMaTHUBaMH JIOKyMEHTOB 3amuTa pedepara 14
-3Ha€T COCTaB M  COJACP)KAHHE CHUCTEM CamocrosiTenbHas padoTa 22
aBTOMATH3AINH apXUBHOTO Jelia [MpakTudeckas pabora 25

-BJIAACCT 3HAHUAMH II0 KPUTECPUAM BI:.I60pa
OITHMAaJIbHOU CUCTEM aBTOMaTHU3alluKu
APXUBHOT'O JCjia

-ymMeeT OCYHICCTBJIATH
OpraHu3anun
JAOKYMCEHTOB C

¢byHKIMH  TIO
ApPXHUBHOTO XpaHeHUs
TIOMOUIBIO cHcTeM
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IlopsiakoBbIii

Pe3yabTaThl ocBoeHust | OCHOBHBIE MOKA3aTeJH OLEHKH pe3yJbTaTa Paznen, Tema ®opma 1 MeTOABI KOHTPOJISI ou::{l;)(i\'ll?oro
cpeacTBa
ABTOMAaTH3aLUK apXHBHOTO Jiena
I1K 2.2. Bectn paboty B -3HACT COCTaB u coneprxanue | Tema 1.8. IHpopmarrionHo- YcrHbli onpoc 13
cUCTeMax AJIEKTPOHHOTO KJIaccU(UKaTOpOB, HEOOXOMMBIX JUIS | KOMMYHHUKAIMOHHBIE TEXHOJIOTHH 3amuTa pedepara 14
JIOKyMEHTO0000poTa OpraHHU3alK XpaHEHUs IOKYMEHTOB B apXuBax 3amuTa npe3eHTauu 15
-ymeer OpraHu30BaTh pabory o CamocrostensHas paboTa 24
COCTaBJICHUIO COOTBETCTBYIOIIUX [IpakTudeckas pabora 25
CIPaBOYHHUKOB, nx pa3paboTky u
HCTIONIb30BaHNE
- 3HAeT MPHUHIHIEI PAIIHOHATEHOTO
pa3MeIIeHNs JOKYMEHTOB B apXHUBE
-yMeeT OpraHu30BaTh paboTy MO NpUEMY U
pa3sMelIeHHIO JOKYMEHTOB B apXUB
IIK 2.3. PazpaGaTsIBaTh U -3HaeT  cocTaB, cojepkaHue  ydeTHbIX [ Tema 1.2. Opranu3zaius JOKYMEHTOB YcTHBIH onpoc 7
BECTH KJIaCCU(HUKATOPBI, JOKyMEHTOB B apXuBe M TpeOoBaHMsi K uX | ApxuBHoro ¢onnaa Poccuiickoit ®enepanuu 3amuTta pedepara 14
Tabenu u Apyrue 3aI0JIHEHHIO CamocrosrtensHas paboTa 17,18,19
CHPaBOYHUKH IO -3HaeT obecrieueHHe  COXPAaHHOCTH ITpaxTuueckas pabora 25
JIOKYMEHTaM OpraHU3alui | JOKYMEHTOB B apXHBe Tema 1.6. CripaBO4YHO-TIOMCKOBBIE CPEJICTBA YcrHbIi onpoc 11
Joxman 16
[TpakTnyeckas pabora 25
I1K 2.4. ObecnieunBaTh -BlajeeT 3HaHMsAMH O ¢opmax u Meronax | Tema 1.3. KomruiektoBanue apxiuBoB TectupoBanue 1
IIPUEM U PALlMOHAIIBHOE UCTIONIb30BAHMS apXHUBHBIX JTOKYMEHTOB JoKyMeHTamu ApxuBHoro ¢gonnga PO VYcrHsblit onpoc 8
pa3MeleHre JOKyMEHTOB B | -3HAaeT COCTaB, collepKaHue "u CamocrosiTenbHas paboTa 20,21
apxuBe (B TOM 4uCIie MTOCTIEIOBATENEHOCTh pab6ot o IIpakTudeckas pabdora 25
JIOKYMEHTOB I10 JINYHOMY UCTIONIb30BAHHIO apXHUBHBIX JIOKYMEHTOB Tema 1.6. CripaBO4HO-TIOHCKOBBIE CPEJICTBA VYcrHsblit onpoc 11
COCTaBY) -yMEeT COCTaBJISITh  ONPENCNICHHBIH  BUJ Tloxnan 16
nH(GOPMAMOHHOTO IIPOXYKTA apXuBa II0 [MpakTnyeckas pabora 25
UTOTam UCIIOJIb30BaHUS ApXMBHBIX
JIOKYMEHTOB
[IK 2.5. ObecnieunBaTh yueT |-3HaeT COCTaB M  cojepxkaHus  pabor, | Tema 1.3. KommiekroBanue apxuBoB TectupoBanue 1
U COXPAaHHOCTB JOKYMEHTOB | COCTaBIAIOIINAX OpraHU3alMoOHHO- | JOKyMeHTaMK ApxuBHoro ¢ounnga PO YcTHbli onpoc 8
B apXHUBE METOJIMYECKOE PYKOBOJCTBO W  KOHTPOJIb CamocrositenbHas paboTa 20,21
paboThl apXKBa OpPraHM3alid U OpraHu3alyu ITpakTryeckas pabora 25
JIOKYMEHTOB B JI€JIONIPOU3BOJICTBE Tema 1.5. Opranuszaius yueTa T0KyMEHTOB YcTHBIM opoc 10
-yMeEeT  OCYWIECTBIATh  JEHCTBHA 10 | ApxuBHOro onna Poccuiickoit @enepannn u | Jlokiasn 16
OpraHu3alMd ¥  IHPOBEACHUIO  KOHTPOJA | APYIUX apXUBHBIX IOKYMEHTOB CamocrosTensHas pabora 23
paboTHI apXUBa U OpraHU3ALUH JOKYMEHTOB ITpakTnyeckas pabora 25
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IlopsiakoBbIii

Pe3yabTaThl ocBoeHust | OCHOBHBIE MOKA3aTeJH OLEHKH pe3yJbTaTa Paznen, Tema ®opma 1 MeTOABI KOHTPOJISI ouel:{lfxl?oro
cpeacTBa
-3HaeT COCTaB M cojepxaHue HopmaruBHbIX | Tema 1.4. DkcnepTrza neHHOCTH TOKyMeHTOB | TecTupoBanue 2,3,5
NPaBOBBIX W HOPMAaTHBHO-METOJIUYECKHX YcrHbI onpoc 9
aKTOB, OINPEIEISIFOLIUX MOPSIOK SKCIEPTU3BI 3amuTa pedepara 14
neHHocTu AokymMeHToB (L) CamocrosiTenbHas padoTa 22
- COCTaBIISIET W O(GOPMIIIET AOKYMEHTHI IS [IpakTuaeckas padoTa 25
MIPOBECHNUS 9KCTIEPTU3BI LICHHOCTH
JOKyMEHTOB
-3HaeT COCTaB M COJCP)KAaHHE CHCTEM
aBTOMAaTH3aLUH apXUBHOTO Jiena
-BIIaJIceT 3HAHMAMH II0 KPUTEPHSAM BbIOOpa
ONTHUMAJIbHOMN CHCTEM aBTOMAaTH3aLUH
apXUBHOTO Jieia
-yMEeT  OCYWIECTBISATh  (PYHKIMH IO
OpraHu3aliu apXHUBHOTO XpaHeHUs
JIOKyMEHTOB c HOMOIIBIO cucTeM
ABTOMATH3aLMK apXHBHOTO Jiesia
IIK 2.6. Opranu3oBbIBaTh -3HAeT COCTaB u conepxkanue | Tema 1.2. Opranuzanus TOKyMEHTOB YcTHbIH onpoc 7
UCTIONIb30BAHHUE apXUBHBIX | KIIACCHU(PHUKATOPOB, HEOOXOIMMBIX st | ApxuBHoro ¢orga Poccuiickoit deneparn 3amuTa pedepara 14
JTOKYMEHTOB B HayJHBIX, OpTraHU3aIlUH XPAaHCHHUS JOKYMCHTOB CamocrosiTenbHas paboTa 17,18,19
CIPaBOYHBIX U -ymeeT OpraHu30BaTh paboty 1o ITpakTrdeckas pabora 25
IMPAKTHIECKUX LIETAX COCTaBJICHUIO cootseTcTBYOmUX | Tema 1.7. Micnons3oBaHne apXUBHBIX TectupoBanue 4,6
CHPaBOYHUKOB, ux pa3paboTky U [ JOKYMEHTOB YcrHbl# onpoc 12
UCTIONIb30BaHNE 3amuTa npe3eHTaun 15
- 3HAeT MPHUHIUIIBI PALIMOHAIBEHOTO Joxan 16
pa3MelneHust JOKYMEHTOB B apXUBE IpakTuueckas pabora 25
-yMeeT OpraHu30BaTh paboTy MO NpUEMY HU
pasMelIeHHIO JOKYMEHTOB B apXUB
IIK 2.7. OcymecTBnaTh -3HaeT  cOCTaB, cojepkaHue  ydeTHHIX [ Tema 1.2. Opranu3amus JOKYMEHTOB YcTHBIH onpoc 7
OpraHu3alMOHHO- JNOKYMEHTOB B apxuBe U TpeboBaHUS K HX | ApxuBHoro ¢gonpaa Poccuiickoit denepanun 3amura pedepara 14
METOIMYECKOE PYKOBOJICTBO |3aIrlOJIHEHUIO CamocTrosiTenpHas paboTta 17,18,19
U KOHTPOJIb 32 paboTOH -3HaeT oOecrieueHHEe  COXPaHHOCTH IIpakTudeckas pabora 25
apXMBa OpraHU3allid U 3a | JOKyMEHTOB B apXUBE Tema 1.5. Opranusaiiys y4era JOKYMEHTOB YcrHblit onpoc 10
OpraHu3anuen JOKyMEeHTOB ApxusHoro ¢onna Poccuiickoit @enepanuu u | Jloknan 16
B JICJIOTIPOU3BO/ICTBE JIPYTHX apXUBHBIX JJOKyMEHTOB CamocrostensHas paboTa 23
[TpakTnyeckas pabora 25
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KoHTpo/IbHO-0LIeHOYHBbIE CPeCTBA I NPOBeAeHHs TeKYyIlel aTTecTaAluu
(1151 OLlEeHKH YPOBHS OCBOEHMSI YMEHM A, YCBOCHHS 3HAHN I, (POPMUPOBAHUS 00IIIHX
U MPo(ecCHOHAIBLHBIX KOMIIETEeHIU I MPHU NMPOBeIeHUN TEKYIEero KOHTPOJIs)

OLHEHOYHOE CPEJACTBO Ne 1
KOMILIEKT 3AJAHUM 1JISI TECTUPOBAHUSA
Tema 1.3. KoMiiekToBaHue apxXUBOB JOKYMEHTaMu ApXuBHOTO (poHma PO
Tect «OdopmiieHre APXUBHOTO J1€JIa)
3aganue Ne 1
Odopmrenue agena - 3T0
Buvibepume ooun uz 3 eapuanmos omeema:
1) 3aBepIaroNInii ATal MOATOTOBKH JIE) K apXUBHOMY XPaHEHUIO
2) HaYaIBHBIN ATal MOJATOTOBKH JIe] K ApXUBHOMY XPaHCHHIO
3) mpOMEKYTOUHBIH Tal MOATOTOBKH JIe] K apXUBHOMY XPaHEHHIO
3aganue Ne 2
[TepBbIM dTanioM npu 0hOPMIICHUH JIET SABIISETCS
Buvibepume ooun uz 3 eapuanmos omeema:
1) cucremaruzanus JOKyMEHTOB Jieja
2) opopmieHue nena
3) cocTaBieHUE OMUCH e
3aganue Ne 3
CucremaTu3anus JOKYMEHTOB J€Jia IIPe/Ioiaraet
Buibepume ooun uz 4 eapuanmoe omeema.
1) pacnonoxeHre JOKyMEHTOB B XPOHOJIOTHYECKOM TMOPSIAKE
2) MOJIUCTHYIO IKCIEPTU3Y Jiea
3) momuMBKy jaena
4) Hymepaluio JUCTOB Jelna
3aganue Ne 4
Brigenstor ciemyromue BapuanTbl 0POpMIIEHUS JEI
Buvibepume necrxonvko uz 4 sapuanmos omseema:
1) nonmHoe
2) yacTUYHOE
3) BpeMeHHOe
4) MOCTOSTHHOE
3aganue Ne 5
YactrnyHOoMy 0(hOpMIIEHUIO TTOJITIEKAT Aela
Buvibepume ooun u3z 4 eapuanmos omseema:
1) IAUTENBHOTO XpaHEHUs
2) MOCTOSIHHOTO XpaHEeHUs
3) BpEMEHHOI'O XpaHEHUS
4) mojyiexanue yHHITOXKEHUIO
3aganue Ne 6
[TonHOMY O opMIIEHHIO TTOAJIEKAT JeNa
Buvibepume neckonvko uz 4 éapuanmog omeema:
1) IIUTENHHOTO XpaHEHUS
2) MOCTOSTHHOTO XPaHEHUs
3) BpeMEHHOT0 XpaHEHUS
4) nojuiexalue yHUITOKEHHUIO

3ananme Ne 7
PaccraBbTe 3Tanbl HOIHOTO 0(OPMIICHUS JIeNa B TIOPSIIKE UX CIIEIOBAHUS
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Vkaoicume nopsi0ok credoeanus cex 5 6apuanmos omeema:
__ TOJIIMBKA

___ HyMepauus JINCTOB

___ COCTaBJIEHHE JIMCTa-3aBEpUTEIIS Aeia

___ COCTaBJIEHHE BHYTPEHHEW ONUCH TOKYMEHTOB Jieja
___odopmieHne 00JI0KKH

3aganue Ne 8

Ileperuter nena npoBOAUTCA Ha ... IPOKOJIA

Buibepume ooun uz 3 éapuanmos omeema:

1) nBa

2) Tpu

3) yeThIpe

3aganue Ne 9

JIucr-3aBepuTenb Aea CONEPKUT HH(POPMALIHIO O
Buibepume necrkonvko uz 4 eapuanmos omeema:

1) pu3nueckoM COCTOSIHUM JOKYMEHTOB JieJia

2) 0COOEHHOCTSIX HyMEpaluH JIUCTOB

3) BU1ax TOKYMEHTOB B JielIe

4) 3aroJ0BKax JOKYMEHTOB B JIeJie

3aganue Ne 10

BHyTpeHHSs onHCh eTa CONEPKUT HH(POPMAIIHIO O
Buvibepume neckonvko u3z 4 eapuanmos omeema:

1) pu3nveckoM COCTOSIHIH JOKYMEHTOB JeJia

2) 0COOEHHOCTSX HyMEpAaIUU JUCTOB

3) Bugax JOKYMEHTOB B JieJe

4) 3aroj0BKax JJOKyMEHTOB B JieJie

3aganme Ne 11

BHyTpeHHss onuch JOKYMEHTOB JI€J1a COCTABIISAETCS
Buibepume neckonvko uz 3 eapuanmos omeema:

1) m1s Beex men

2) nos Ael, coaepKamx KOHPUACHIIUATbHBIE TOKYMEHTHI
3) ns e, coaeprKalux J0KyMEHTHI 110 JINYHOMY COCTaBy
3aganue Ne 12

Hywmeparnus 1ucToB Aena npou3BOAUTCS

Buibepume necrkonvko uz 4 eapuanmos omeema:

1) npocThIM KapaHJamom

2) MapkepoM

3) HymepaTopoM

4) renueBoil pyukoin

3aganue Ne 13

Hywmepanus 1ucToB fena nponu3BOIUTCS

Bvibepume ooun us 4 éapuanmos omeema:

1) B mpaBOM BEpXHEM YTy JIHCTa

2) moceperHe BEpXHEH 4acT JTUCTa

3) B IpaBOM HUKHEM YTy JIHCTa

4) mocepearHe HIDKHEH yacTu JIMcTa

3aganue Ne 14

JIMcTBI €T, COCTOSIIUX U3 HECKOJIBKUX TOMOB HYMEPYIOTCS
Bvibepume ooun uz 3 eapuanmoe omeema:

1) nopsiAKOBBIMM HOMEPAMH, HAUYMHAasl C IEPBOIO TOMA, 3aKaHYMBAs OCIEAHUM TOMOM (¢ 1 o
450)

2) NOpsAAKOBBIMA HOMEPAMH, 10 KayKIOW 9acTh oTaenbHO (¢ 1 mo 250)
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3) NopsAAKOBBIMM HOMEPAMU C YKa3aHHMEM HOMEpA TOMa, 110 KayKJoW yacTu oTaenbHo (¢ 1 1.1 no
250T.1,c 11210250 T.2 1 T.21.)

3aganue Ne 15

Jleno oJmKHO coepkaTh He OoJIee ... TUCTOB, IPU TOJIIUHE ... CM

Buvibepume ooun uz 4 eapuanmos omeema:

1) 250 auctos, 4 cm

2) 200 nuctos, 3 cM

3) 250 nmuctoB, 2 cm

4) 200 nuctos, 4 cMm

O EHOYHOE CPEJACTBO Ne 2
KOMILIEKT 3AJAHUM 1JISI TECTUPOBAHUS
Tema 1.4. DxcnepTr3a IEHHOCTH IOKYMEHTOB
Tect «Ilepenaua Ha apxMBHOe XpaHeHHe, YHHYTOKeHHE JOKYMEHTOB)
3aganue Ne 1
Jlena nepenaroTcsl Ha XpaHEHHUE B apXUB 110
Buvibepume ooun uz 3 eapuanmoe omeema:
1) akty npuema-nepenayu
2) IpOTOKOJIY SKCHIEPTHOH KOMHCCUU
3) nmpuka3y IupeKkTopa o nepegade J0KyMEHTOB
3aganme Ne 2
Ha nena, nepenaBaemblie B apXUB CO3/1a10TCS
Buvibepume ooun uz 3 eapuanmoe omeema:
1) onucu
2) cipaBKa
3) npoToKoI
3aganue Ne 3
[Topsox cocTaBieHHs] OMUCH /1€ TIOCTOSIHHOTO XpaHEHUsI perilaMeHTHPOBaH
Buvibepume ooun uz 3 eapuanmos omeema:
1) OcHOBHBIMU IIpaBHJIAMU PabOTHI ApXUBOB OpraHU3aLUi
2) UHcTpyKuuel 1o 1e10npou3BOJICTBY
3) 'OCT P 6.30-2003
3aganue Ne 4
Pacrnionoxxure sTansl opopmIIeHUS OTIMCH B IOPSAIKE U3 CIIEIOBAHUS
Vkaotcume nopsaook ciedoganus ecex 3 6apuanmos omeema:
___ COCTaBMTEJb MOJIUCHIBAET OMUCH
__ JKCIIepTHasi KOMHUCCHUS COTJIACOBBIBAET ONUCH
___ PYKOBOAMTEINb YTBEPHKIAET OIUCH
3aganue Ne 5
Pacrnonoxxure sTanbl yHUYTOKEHHS TOKYMEHTOB B IOPSAJIKE UX CIET0BAaHUS
Vkaoicume nopsi0ok cnedoeanus ecex 5 6apuanmos omeema:
___ COCTaBJIEHHUE OIKCH JIeJl IOCTOSIHHOTO XPaHEHUs U M0 JIMYHOMY COCTaBy
__ COCTaBJICHHUE aKTa Ha YHUUYTOKEHUE
___Tepenadva Jiej MOCTOSHHOTO XPaHEeHMsI U [0 IMYHOMY COCTaBY Ha apXMBHOE XpaHEHHUE
__ Ha3HAuY€HHUE KOMHUCCUU Ha YHUYTO)KEHHE
___ YHUYTOXKEHUE JOKYMEHTOB
3aganue Ne 6
Brigenute ocobeHHOCTH 0OPMIIEHHS OITUCH JIEN 110 JINYHOMY COCTaBy
Bvibepume neckonvko u3 6 éapuanmos omeema:
1) Ha;m4Me BU3bl HAYaIbHUKA OT/ENIa KaJpoB
2) Hanmu4Ke BU3bI TNIABHOTO OyXranTtepa
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3) nMuuHBIC JeNa ¥ INYHBIE KAPTOYKU BHOCSITCS B OITUCH 110 TOAY YBOJIBHEHHS pAOOTHUKOB
4) cucremaru3anus e 1o aadaBUTy

5) nuuHBIC JeNa ¥ INYHBIC KAPTOYKU BHOCSITCS B OITUCH 110 TOAY NpreMa pabOTHHKOB

6) cuctemMaru3anus e Mo J1aTe YBOJIbHEHUS

3aganue Ne 7

OmnucH 1en coCcTaBIAIOTCS Ha

Bvibepume neckonvko uz 5 éapuanmog omeema:

1) nena MOCTOSIHHOTO XpaHEHUs

2) nena no JUYHOMY COCTaBy

3) nena BpemerHoro (cBoime 10 jeT) xpaHeHus

4) nena BpeMeHHOTO (710 10 JIeT BKIIOYUTEIBHO) XPAHEHUS

5) nena, noanexalue yHUYTOKEHUIO

3aganue Ne 8

OT60p TOKYMEHTOB Ha YHUUTOKECHHE TPOBOIUTCS

Buibepume ooun uz 3 eapuanmos omeema:

1) mocne cocTaBieHUs ONMUCEH Ha Jiefia TOCTOSTHHOTO U BpeMeHHOTOo (cBbitie 10 jeT) xpaneHus
2) 10 cocTaBJIeHUs ONKCEHN Ha Jiea MOCTOSHHOTO U BpeMeHHoro (cBbie 10 jieT) XpaHeHus
3) HE3aBUCHMMO OT BPEMEHH COCTABIICHUS OMKCEN Ha Jiea MOCTOSHHOTO U BpPEMEHHOTO (CBBIILIE
10 ner) xpaHeHust

3aganue Ne 9

JIOKYMEHTBI C BpEMEHHBIM CPOKOM XPaHCHHSI UMEIOT CJICIYIOIIYIO TPaHUILy

Buvibepume ooun uz 4 eapuanmoe omeema.

1) mo 25 net (BKJIFOYUTEIIBHO)

2) o 10 et (BKIFOYUTEIIBHO)

3) mo 5 ner (BKJIFOYUTEIIBHO)

4) no 75 net (BKIIOYUTEIHHO)

3aganue Ne 10

JIOKYMEHTBI JUTUTETHHOTO XPaHEHUSI UMEIOT CIIEAYIOIIUE TPaHHIIbI

Buibepume ooun uz 4 eapuanmoe omeema.

1)5-25 ner

2) 10 - 75 ner

3) 75 - 100 et

4)5-75 ner

3aganue Ne 11

Heno 3aBepieno aenonpou3BoAacTBoM B 2003 roxy. Cpok xpanenus 5 net. Korga nemno MoxxHO
BKJIIOYATh B aKT HA YHUUTOXKEHHE?

Buibepume ooun uz 4 sapuanmoe omeema.

1) 8 2009 rony

2) B 2008 romy

3) 82007 rony

4) B 2010 rony

3aganue Ne 12

Heno 3aBepiieHo nenonpou3BoactBoM B 2005 rogy. Cpok xpanenus 3 roaa. Koraa nemo MoxHO
BKJIFOYATh B aKT HA YHUUTOXKECHHE?

Buvibepume ooun u3z 4 eapuanmos omseema:

1) 8 2009 rony

2) B 2008 roxy

3) 82007 rony

4) B 2010 rony

3aganme Ne 13

Heno 3aBepuieno aenonpoun3BoactBoM B 2001 roay. Cpok xpanenus 10 ner. Koraa nemno MoxHO
BKJIFOYATh B aKT HA YHUYTOXKCHHE?
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Buvibepume ooun uz 4 eapuanmog omeema:

1) B 2011 rony

2) B 2012 rony

3)B 2013 rony

4) B 2010 rony

3aganue Ne 14

Cpoxk xpanenust nena 7 net. [1o okoHYaHUM JeI0IpOU3BOACTBA OHO MOAJIEKUT
Buibepume ooun uz 2 eapuanmos omeema:

1) moaroToBKe K nepenaye Ha apXMBHOE XPAHEHHE

2) MOATOTOBKE K YHUUTOKEHUIO

3aganue Ne 15

Cpoxk xpanenus nena 15 ner. [lo okoHUaHUIO JEIONPOU3BOCTBA OHO MOATIEKUT
Bvibepume ooun uz 2 eapuanmog omeema:

1) moaroToBKe K nepeaavye Ha apXUBHOE XpaHEHUE

2) MOArOTOBKE K YHUUTOKEHUIO

OLEHOYHOE CPEJACTBO Ne 3
KOMILJIEKT 3AJTAHUM J1J1SI TECTUPOBAHUSI

Tema 1.4. DxcniepTu3a IEHHOCTU JOKYMEHTOB

TecT «YHMUTOXKEHHE TOKYMEHTOB»
3aganue Ne 1
Ha nena, nepegaBaemMblie B apXuB, CO3/1a0TCS
Buvibepume ooun uz 3 eapuanmoe omeema.
1) onucu
2) cipaBKa
3) npoToKoI
3aganue Ne 2
Pacnionosxute sTamnbl yHUYTOKEHUS IOKYMEHTOB B MOPSAKE UX CIICIOBAHUS
Vkaswcume nopsook cnedosanus 6cex 5 eapuanmos omeema.:
___ YHUYTOXXEHHE JIOKYMEHTOB
___mepejaya JieJl HOCTOSSHHOTO XpaHEHUs U 10 IMYHOMY COCTaBY Ha ApXMBHOE XPaHEHUE
___ COCTaBJICHHE aKTa HA YHUUYTOKECHUE
___ Ha3HAYeHUE KOMHUCCHUU HAa YHUUTOKEHUE
___ COCTaBJICHHE OTMHUCH JEJI TOCTOSIHHOTO XPAaHEHHUS U 110 JIMYHOMY COCTaBY
3aganue Ne 3
Ormucu e coCTaBIsIOTCS Ha
Buvibepume neckonvko uz 5 éapuanmog omeema:
1) nena mo TMYHOMY COCTaBY
2) iena mOCTOSIHHOTO XPaHEeHUSs
3) nena, mojIeKaIUE YHUITOXKEHHUIO
4) nena BpemeHHoOrO (cBbiIe 10 neT) XpaneHus
5) nena BpemeHHOTO (710 10 JIET BKIIFOYMTENHHO) XpaHESHUS
3aganue Ne 4
OT6Op JOKYMEHTOB Ha YHUUYTOKEHHUE MTPOBOIUTCS
Buvibepume ooun uz 3 eapuanmog omeema:
1) He3aBHCHUMO OT BPEMEHH COCTABIICHUSI OTMCEH Ha JieJia MOCTOSTHHOTO M BPEMEHHOTO (CBBIIIE
10 ner) xpaHneHus
2) 10 cocTaBiieHUs ONKCEN Ha Jiena MOCTOSHHOTO U BpeMeHHOro (cBbiie 10 jiet) XpaHeHust
3) nocne cocTaBIEHHsI OIIUCEN Ha Jiefla IOCTOSIHHOTO M BpeMEHHOT 0 (cBblilie 10 jeT) XpaHeHus

3ananme Ne §
JIOKyMEHTBI ¢ BPEMEHHBIM CPOKOM XPaHEHUsI UMEIOT CIICAYIOLIYIO TPaHULly
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Buvibepume ooun uz 4 eapuanmoe omeema.

1) 1o 25 et (BKJIFOYUTEIIBHO)

2) 1o 75 net (BKJIIOYUTEIIHHO)

3) mo 5 ner (BKJIFOYUTEIIBHO)

4) no 10 ner (BKIIOYUTEIBHO)

3ananue Ne 6

JIOKyMEHTBI JUTUTEIILHOTO XPaHEHUSI UMEIOT CJICYIOIINE TPAHULIBI
Buibepume ooun u3z 4 eapuanmos omeema:

1) 10 - 75 ner

2) 5- 25 ner

3) 75- 100 ner

4)5-75 ner

3ananme Ne 7

Jeno 3aBepuieno aenonpousBoacTBoM B 2003 roay. Cpok xpanenus 5 ner. Korga neno MoxHO
BKJIIOYATh B aKT Ha YHUYTOXKEHUE?

Buibepume ooun uz 4 eapuanmos omseema.

1) B 2008 romy

2) B 2010 roxy

3) B 2007 romy

4) B 2009 rony

3ananmne Ne 8

Jeno 3aBepuieno aenonpousBoactBoM B 2005 rony. Cpok xpanenus 3 roga. Korna geno MoxHo
BKJIIOYATh B aKT Ha YHUYTOXKEHUE?

Buibepume ooun uz 4 eapuanmos omseema.

1) B 2010 rony

2) B 2008 roxy

3) B 2007 romy

4) B 2009 rony

3aganue Ne 9

Jeno 3aBepueno aenonpousBoactsoM B 2001 roxy. Cpok xpanenus 10 ser. Korga neno moxxHo
BKJIIOYATh B aKT Ha YHUYTOXKEHUE?

Buvibepume ooun uz 4 eapuanmoe omeema.

1) B 2013 rony

2)B 2011 rony

3) 82012 rony

4) B 2010 roxy

3aganue Ne 10

Cpok xpanenus aena 7 net. [lo okoHYaHUU AEI0NPOU3BOACTBA OHO MOJIEKUT
Buvibepume ooun uz 2 sapuanmos omeema:

1) moAroToBKE K Mepenadye Ha apXUBHOE XpaHEHHE

2) MOATOTOBKE K YHUUTOKCHHUIO

3aganme Ne 11

Cpok xpanenus aena 15 net. [1o okoHYaHHIO AEI0NPOU3BOICTBA OHO MOJJIEKUT
Buibepume ooun u3z 2 eapuanmoe omeema.

1) moATroTOBKE K MEpeiaye Ha apXUBHOE XpPaHECHHE

2) MOATOTOBKE K YHUYTOKCHUIO

3aganue Ne 12

Pe3ynbraTrom sKcriepTu3bl HEHHOCTH JOKYMEHTOB SIBIISIETCS
Buvibepume ooun uz 3 sapuanmos omeema:

1) xommekToBaHue apxuBHoro pounna PO

2) cocTaBJIeHUE OTUCEH J1eT1, 3aBEPIIICHHBIX B JICJIOMPOU3BOJICTBE
3) odopmiieHre A€, 3aBEPIICHHBIX B ACIOMPOU3BOICTBE
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3ananue Ne 13

3agauelt sKcrepTr3bl LIEHHOCTH Ha ATalle J1e0IPOU3BOICTBA ABISETCA
Bvibepume ooun us 3 éapuanmos omeema:

1) oT6Op /U1 YHUUTOXKEHUS TOKYMEHTOB, CPOK KOTOPBIX UCTEK

2) onpe/esieHne CPOKOB XpaHEHMsI TOKYMEHTOB

3) BBIAENICHHUE A€ IOCTOSSHHOI'O XPaHEHUs

3aganue Ne 14

3agauelt 3KCIepTU3bl IEHHOCTU Ha 3Talle BEIOMCTBEHHOT'O apXHUBa SBJISAETCS
Bvibepume neckonvko uz 3 éapuanmog omeema:

1) oT6Op /U1 YHUUTOXKEHUS TOKYMEHTOB, CPOK KOTOPBIX UCTEK

2) onpe/esieHne CPOKOB XpaHEHMsI IOKYMEHTOB

3) BbIJICIICHHE JIeJT [IOCTOSTHHOTO XPaHCHHS

3aganue Ne 15

B pe3ynbrare sKcrepTr3bl HIEHHOCTH IOKYMEHTOB BBIJCIISAIOTCS CICAYIOIINE TPYIIIBI €T
Buibepume necrkonvko uz 4 eapuanmos omeema:

1) nena BpeMEHHOI'O XpaHEeHUs

2) nena, npeaHa3HavYaeMble 111 YHUUTOKEHUS

3) coMHMTENIbHBIE Jea

4) nena NOCTOSTHHOTO U JIOJTOBPEMEHHOI'O XpaHEHUS

3aganue Ne 16

Ha nena, npennazHayaeMble 711 YHUUTOXKEHHSI, COCTaBIISICTCS ...
(omeem 3anuwume cmpounbIMu OYKEamMu - MaleHbKUMU)

3anuwume omeem:

3aganme Ne 17

Jlena, MOCTOSITHHOTO U JIOJTOBPEMEHHOTO CPOKA XPaHEHHUS, 3aHOCATCSA B ...

(omeem 3anuwume 60 MHONCECMBEHHOM JIUYe CMPOYHLIMU OYKEAMU - MATEHLKUMU)
3anumume omeem.

3aganue Ne 18

Jlist opraHu3anyy padoThl O HKCIEPTH3E IIEHHOCTH IOKYMEHTOB Ha3HAYACTCS
Buvibepume ooun u3 3 eapuanmoe omeema.

1) rpynmna o oT6opy AOKYMEHTOB

2) sKcriepTHasE KOMHUCCHUS

3) OTBETCTBEHHBIH 3a J1€70MPOU3BOJICTBO

3aganue Ne 19

OTOOp TOKYMEHTOB Ha YHUUTOKEHHE OCYIIECTBIISETCS
Buvibepume ooun uz 3 eapuanmog omeema:

1) skcriepTHOM KOMHCCHEN

2) paOOTHHUKOM BEOMCTBEHHOT'O apXUBa

3) paOOTHUKOM apXUBHOTO YUPEKIACHUS

3aganue Ne 20

JIOKyMEHTBI OTOMPAIOTCS] HA YHUYTOKEHHUE

Buvibepume ooun uz 3 eapuanmog omeema:

1) mocne mpocMoTpa KakJI0ro JIMCTa IOKYMEHTa B Jielie
2) 1o 3aroJIoBKaM JieJl, yKa3aHHBIM Ha O0JIOKKe Jerna

3) 1o 3aroyioBKaM Jiell, yKa3aHHbIM B HOMEHKJIAaType
3ananue Ne 21

OTMeTKa O BBIJICIICHUH JIENT K YHUITOKEHUIO
Buvibepume ooun uz 3 eapuanmog omeema:

1) crauButcs B rpade [Ipumeuanre HOMEHKIATYPBI JEIT
2) cTaBUTCS B UTOTOBOM 3aIIMCH IIPU 3aBEPLICHUN HOMEHKIATYPHI A€
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3) HUTI€ HE CTaBUTCS

3aganue Ne 22

ApXHBHOE yUpexaeHNUE, IPUHUMAEMOE JOKYMEHThI Ha XpaHEHUE

Buibepume ooun uz 3 eapuanmos omeema:

1) umeet nmpaBo nMoTpeOOBaTh U3MEHHUTD COJEPKAHUE OIUCH JIEJ TIOCTOSIHHOTO XpaHEHUs

2) uMeeT npaBo NOTpeOoBaTh U3MEHUTH COACPKAHHUE aKTa HA YHUUYTOXKEHUE IOKYMEHTOB

3) He uMeeT IpaBa BHOCUTh U3MEHEHUH B IOKYMEHTHI, COIVIACOBAHHbBIE 3KCIIEPTHOM KOMHUCHEN
OpraHu3aliuu

3aganue Ne 23

ApXUBHOE YUpEKICHHE

Buvibepume neckonvko uz 3 éapuanmog omeema:

1) mpoBepsieT npaBUILHOCTH 0OTOOpA /1€ Ha MOCTOSHHOE XPaHEHUE

2) mpoBepsieT MPaBUIBLHOCTL 0TOOpA JET IO JTHYHOMY COCTaBY

3) mpoBepsieT NPaBUIBLHOCTH OTOOpPA /1€ Ha YHUUYTOKEHUE

3aganue Ne 24

AKT 0 BBIJICJICHUH el K YHUYTOKEHUIO YTBEPKAAeTCs PYKOBOAUTEIEM OpraHu3aluu
Buvibepume ooun uz 3 eapuanmos omeema:

1) nocne yrBepxkaenus JIIK apxuBHOTro yupexaeHus ONuceil 1e1 MOCTOSIHHOTO XpaHEHHs
2) nepen yreepxaenueM JDIIK apxuBHOro yupexeHus onucel e NOCTOSIHHOIO XpaHEHHUs
3) HezaBucuMo oT yTBepkaeHus DK apxuBHOro yupexaeHus onucei 1ea MOCTOSTHHOTO
XpaHeHUus

3aganue No 25

[Ipu oopmiaeHNN YHUUTOXKEHUS JOKYMEHTOB U3MEHEHUS B YUETHbIE IOKYMEHTHI apX1Ba
BHOCSITCS

Buvibepume ooun uz 3 eapuanmos omeema:

1) HEe3aBHCHUMO OT TOTO KaK JIOKYMEHTHI, YKa3aHHbIC B aKTE Ha YHUUTOKEHUE, BHIBE3ECHBI U
YHUYTOXKCHBI

2) 10 TOTO KakK JOKYMEHTHI, yKa3aHHBIEC B aKT€ HA YHUUTOKEHHE, BHIBE3EHBI U YHHUTOKEHbI
3) mocne TOro Kak JOKyMEHTHI, yKa3aHHbIE B aKT€ Ha YHUUTOKEHUE, BBIBE3CHBI U YHUUTOKEHBI

OIEHOYHOE CPEJACTBO Ne 4
KOMILIEKT 3AJAHUM J1JIS1 TECTUPOBAHUSA
Tema 1.7. Mcnone30BaHuE apXUBHBIX JOKYMEHTOB
Tect Boigaua apXuBHBIX JTOKYMEHTOB
3aganue Ne 1
IIpu BBIIaue A€T U3 apXUBa COCTABISAETCS
Bvibepume ooun u3z 3 eapuanmos omseema:
1) akT
2) IPOTOKOJI
3) cupaBka
3aganue Ne 2
BriOepute BepHbIE yTBEPKIACHUS
Bvibepume neckonvko uz 4 eapuanmos omeema:
1) Hoctyn k apXuBHOW MHPOPMALIMU OCYIIECTBISIETCS IO MUCbMEHHOMY 3asBJICHHIO TPaX/IaH U
OpraHu3arui
2) 1514 ucnosib30BaHus JOCTYIIHBI BCE apXUBHBIE JOKYMEHTBI
3) JlokyMeHTBI O TUYHOM JKU3HH IPaXKIaH MOTYT ObITh pacCeKpeueHbl yepe3 75 JIeT mocie ux
CO3/1aHHUS
4) 3acekpeunBarOTCs JOKYMEHTHBI O COCTOSTHUY DKOJIOTHHU paiioHa

3aganue Ne 3
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Pacriopsiiok paboThl YUTAILHOTO 3aj1a YCTaHABIMBAET
Buibepume ooun uz 3 eapuanmoe omeema.

1) pykoBoauTenh apxuBa

2) MUHUCTEPCTBO KYJIbTYPbI

3) pyKOBOAUTENb MPEATPUITHS

3aganue Ne 4

Ha xa)x70ro nosip30BaTeis YUTATBHOTO 3aJ1a 3aBOJSATCA
Buvibepume necrkonvko u3z 4 eapuanmos omsema:

1) kapTOuKa 1OJIB30BATENS

2) INYHOE IO

3) AUCT UCTIOJIb30BaHUS Jieiia

4) mpuKas o I0MyCcKe K TOKyMEHTaM apX1Ba

3aganue Ne 5

JIndHoe [1e10 OJB30BATENSI COACPIKUT

Buibepume neckonvko uz 5 eapuanmoe omeema:

1) 3asBEeHUs OIB30BATEINA

2) 3aKa3sbl MOJIb30BATENS

3) ankera ucciueaoBaTens

4) Konuu JOKYMEHTOB, yIOCTOBEPSIOUINX JIUUYHOCTD [10JIb30BATENS
5) cripaBKy ¢ MecTa KHUTEIbCTBA MOJIb30BaTEIS
3aganue Ne 6

OcHoBaHMeM I BbIAAYU €T U3 apXUBa SBISETCS
Buvibepume ooun uz 3 eapuanmos omeema:

1) 6mank 3aka3a ¢ pa3pelieHrueM PyKOBOAUTENS apXuBa
2) NUCBbMEHHOE 3asiBIICHUE N10JIb30BATENS

3) ycTHOE 3asiBJIEHUE M10JIb30BaTENs

3aganue Ne 7

Ha mecTo BeIIaHHOTO J1e1a TOMeIaeTcs

Buibepume ooun uz 3 eapuanmos omeema:

1) nucT ucnonp30BaHus Aena

2) KapTOUYKa-3aMeCTUTEIND JIeNIa

3) KapTouKa MoJIb30BaTeNs

3aganue Ne 8

[Tpu oO6HapyxeHuu 1ePeKTOB B JOKYMEHTAaX JieJia COCTAaBISIETCS
Buibepume ooun uz 3 eapuanmos omeema:

1) akT

2) POTOKOJI

3) crpaBka

3aganue Ne 9

Brigaua noIMHABIX TOKYMEHTOB | JIEJ TPOU3BOIUTCS TI0 TUCHMEHHOMY 3asBJICHHUIO
Bvibepume neckonvko uz 5 eapuanmos omeema:

1) mpennpusituii-pongoodpazoBareneit

2) opranos MBJ]

3) opraHoB pOKypaTypbl

4) rpaxnan

5) MOOBIX MIPEATIPUATHIA

3aganue Ne 10

Beinaua gen u3 apxuBa BO3MOXKHO Ha CPOK He Oojiee ueM
Buvibepume ooun u3z 3 eapuanmos omseema:

1) 15 nueii

2) 30 nuei

3) 90 nueu
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O EHOYHOE CPEJICTBO Ne 5
KOMILIEKT 3AJAHUH JIJISI TECTUPOBAHUA
Tema 1.4. DxcriepTH3a IEHHOCTH TOKYMEHTOB
3aganue Ne 1
DKcnepTu3a HEHHOCTHU IOKYMEHTOB - 3TO
Buibepume ooun uz 3 eapuanmos omeema:
1) mpouecc u3yyeHus JOKyMEHTOB Ha OCHOBE KPUTEPUEB LIEHHOCTU
2) opopmiieHue e, 3aBEPIIECHHBIX B JEJIONPOU3BOICTBE
3) Ha3HAYCHHAsI IPUKA30M JIMPEKTOpa KOMHCCHUS U3 HauOoJIee OMBITHRIX paOOTHUKOB
3aganue Ne 2
L{eHHOCTD JOKYMEHTa IO KPUTEPHIO MTPOUCXOKICHUS OTIPEIEISIETCS
Buibepume ooun uz 3 eapuanmos omeema:
1) 3HaUUMOCTBIO (DYHKIMH, BHIIOJTHIEMbIX OpTaHu3aIien
2) 3HaYMMOCTBIO HH(POPMALIUH, CO/IEPIKAILEHCS B IOKyMEHTE
3) I0pUANYECKOI TOCTOBEPHOCTHIO JOKYMEHTA (HaJIM4KUeM HOJIUCeH, eyaTeil)
3aganue Ne 3
LleHHOCTD TOKYMEHTa 110 KPUTEPHIO COJICPIKAHUS
Buvibepume ooun uz 3 eapuanmoe omeema:
1) 3HaUUMOCTBIO (DYHKIMH, BHIIOTHIEMBIX OpTaHU3aIHen
2) 3HaYUMOCTBIO0 HH(POPMALIUH, COZIEPIKAILEHCS B TOKYMEHTE
3) I0OpUANYECKOM TOCTOBEPHOCTHIO JOKYMEHTA (HaJIM4KUeM MOJIIUCe, neyarei)
3aganue Ne 4
LleHHOCTH TOKYMEHTa IO KPUTEPHIO BHEITHUX OCOOCHHOCTEH OIpeaessieTCs
Buvibepume ooun uz 3 eapuanmoe omeema:
1) 3HaUUMOCTBIO (DYHKIMH, BHITIOJTHIEMBIX OpTaHU3aIHen
2) 3HaYUMOCTBIO0 HH(POPMALINH, COJIEpIKaILEHCs B TOKYMEHTE
3) I0pUANYECKOI TOCTOBEPHOCTHIO JOKYMEHTA (HaJIM4KueM MOJucel, neyarei)
3aganue Ne 5
LemsiMu SKCTIEPTHU3HI IICHHOCTH JIOKYMEHTOB SIBIISTFOTCS
Buvibepume neckonvro uz 4 éapuanmog omeema:
1) ompenenieHre CPOKOB XpaHEHUS IOKYMEHTOB
2) 0TOOp TOKYMEHTOB Ha TOCYJapCTBEHHOE XpaHCHHE
3) ynopsijioueHue U XpaHEHNE HCTIOJIHEHHBIX JOKYMEHTOB
4) co3iaHue ycIOBUI ISl MCTIOJIb30BaHMsI apXUBHBIX JOKYMEHTOB
3aganue Ne 6
Pe3ynpTaTom 3KcrepTu3bl HIEHHOCTH JIOKYMEHTOB SIBIISETCS
Buibepume ooun uz 3 eapuanmos omeema:
1) xoMrutekToBaHue apxuBHOro ¢ponga PO
2) odopMIiieHHE Jiell, 3aBEPIIECHHBIX B JIEIONPOU3BOICTBE
3) coctaBneHue onuceil ael, 3aBEpIICHHBIX B IEIONPOU3BOJICTBE
3aganue Ne 7
3amauaMu SKCIIEPTU3bI LIEGHHOCTH JIOKYMEHTOB SIBIISIOTCS
Buvibepume neckonvko uz 4 eapuanmog omeema:
1) or6op Hambosee IEeHHBIX JOKYMEHTOB Ha apXUBHOE XpaHEHUE
2) ompeiesieHne CPOKOB XPaHEHUS
3) ohopmiieHue f1e, 3aBEPIICHHBIX B 1€I0NPOU3BOJICTBE
4) obecriedeHre COXPAHHOCTH JI€T B apXUBE YUPEKACHUS
3aganue Ne 8
PaccraBbTe 3Tambl SKCIEPTH3BI IICHHOCTH JIOKYMEHTOB B MOPSAKE WX CIICIOBAHUS
Ykaoicume nopsi0ok credosanus écex 3 6apuanmos omeema:
B JIEJIONIPOU3BOJICTBE
B BEIOMCTBEHHOM apXHBe
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__ BTOCYAApCTBEHHOM apXUBe

3aganue Ne 9

3amaueil SKCIIepTU3bl IEHHOCTH Ha ATAIle ICT0NPON3BOJICTBA SBIISCTCS
Buibepume ooun uz 3 eapuanmos omeema:

1) onpenenenue CpoKOB XpaHEHUsI TOKYMEHTOB

2) BBIACIIEHUE A€ TOCTOSHHOTO XPaHEeHUS

3) oTOOp M1l YHUUTOKEHUS TOKYyMEHTOB, CPOK KOTOPBIX UCTEK
3aganue Ne 10

3amaueil SKCIIepTU3bI IEHHOCTH Ha ATAaIle BEIOMCTBEHHOTI'O apXUBa SBISCTCS
Bvibepume neckonvko u3z 3 eapuanmos omseema:

1) onpenenenue CpoKOB XpaHEHUsI TOKYMEHTOB

2) BBIACIIEHUE A€ TOCTOSTHHOTO XPaHEeHUS

3) oTOOp Il YHUUTOKEHUS TOKYMEHTOB, CPOK KOTOPBIX UCTEK
3aganme Ne 11

B pesynbrarte sKcrepTrU3bl HEHHOCTH IOKYMEHTOB BBIJCIISIOTCS CIEAYIOIINE TPYIIIBI IeT
Bvibepume neckonvko u3z 4 eapuanmos omseema:

1) nena NOCTOSIHHOTO U AOJITOBPEMEHHOTO XPaHEHMUSI

2) nena, mpeaHa3HAYaeMbIe 1JIS1 YHUYTOKEHHS

3) nena BpeMEHHOTO XpaHEHUs

4) COMHUTETBHBIC Jeia

3aganue Ne 12

Ha nena, npenHasHayaeMsble Uil yHUYTOXKECHUS, COCTABISCTCS ...
(omeem 3anuwiume cmpouHbIMU OYKEAMU - MATEHbKUMU)

3anuwume omeem:

3aganme Ne 13

Jlena, MOCTOSTHHOTO U JIOJTOBPEMEHHOTO CPOKA XPAHEHHUs, 3aHOCSITCS B ...
(omeem sanuwiume Cnmpo4HbIMU 6yK6aM1/l - Ma]leHbKuMu)

Banuwume omeem.:

3aganue Ne 14

Jlnist opranu3aiuy paboThl MO HIKCHEPTU3E LIEHHOCTH IOKYMEHTOB Ha3HauaeTcs
Buvibepume ooun uz 3 eapuanmos omeema:

1) sxcriepTHas KOMHUCCUs

2) rpymnmna 1no otéopy J0KyMEHTOB

3) OTBETCTBEHHBIN 32 J1€JI0NPOU3BOJICTBO
3aganue Ne 15

DKcrepTHasi KOMUCCHS Ha3HAYaeTCst
Bvibepume ooun uz 3 eapuanmoe omeema:

1) mpuxa3zom nupexTopa

2) pacniopsikeHrHeM HadajdbHUKa ciryx0bl JJOY
3) OTBETCTBEHHBIM 3a JI€JIONPOU3BOJICTBO

OLEHOYHOE CPEJICTBO Ne 6
KOMILIEKT 3AJAHUM 1JISI TECTUPOBAHUSI
Tema 1.7. Mcnionp3oBaHue apXUBHBIX TOKYMEHTOB
3aganue No 1
Hcnonp30BaHne apXUBHBIX JIOKYMEHTOB - 3TO IPUMEHEHHE HHPOPMALIMU apXUBHBIX JTOKYMEHTOB
Buvibepume neckonvro uz 5 eapuanmoe omeema:
1) B HAy4YHBIX LEJSIX
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2) B IMYHBIX LEJISIX

3) ms oGecriedeHus mpaB TpaXkaaH

4) B IICUXOJIOTMYECKUX LIEIAX

5) B KyIbTYpHBIX LIESIX

3aganme Ne 2

dopmamMu UCIIOJIB30BaHHS APXUBHBIX JOKYMEHTOB SIBIISIIOTCS

Bvibepume ooun uz 5 éapuanmos omeema:

1) BbIJaua TOKyMEHTOB BO BPEMEHHOE I10JIb30BaHUE

2) nIpoBeIEHUE BBICTABOK aPXUBHBIX JOKYMEHTOB

3) npoBeneHre HHPOPMALIMOHHBIX MEPONPUATHH

4) obecrieyeHne noabp30BaTeNnel HHPpOpMaLuei o 3anpocam

5) Bce BBILIENEPEUNCIEHHOE BEPHO

3aganue Ne 3

Pacnionoxwure 3Tansl NoMcKa J0KyMEHTHON HH(OPMAIUK B MOPAIKE UX CIIeI0OBAHUS
Vkaoicume nopsadok ciedosanus 6cex 5 6apuanmos omeema:

__ycraHoBieHHe (hOH1000pa30BaTess, B apX1UBE KOTOPOTrO MOTYT OTJIOKHUTHCS HEOOXOIUMbIE
JIOKYMEHTBI

__ YCTaHOBJIEHHE apXMBa, B KOTOPOM MOKET HaXOAUThCS (HOHI HEOOXOAMMOTr0
donmoobpazoBarens

___ollpeniesieHue B apxuBe HoMepa GpoHaa HeooxoaumMoro (HoH1000pazoBaTes
___ompeneneHue B (JOH/IE HOMEpA OMMCHU U €IMHULBI XPaHEHUS C HEOOXOAUMBIMU JIOKYMEHTaMU
__ BU3YaJIbHBIN IPOCMOTP €IUHMILIBI XPAHEHHUSI C 1IEIbI0 BBIBICHHUS HEOOXOIUMBIX JOKYMEHTOB
3aganue Ne 4

BriOepute BepHbIe yTBEPKICHHUS.

Buvibepume neckonvro uz 4 eapuanmoe omeema:

1) 3anpoc - 3T0 MUCHMO OpPraHU3aLH UM 3asBlI€HHE I'PaXJaHUHA, B KOTOPOM C(OPMYIMPOBaHA
TeMa, reorpapuueckre U XpoOHOJIOTHYECKHE paMKH HEOOXOJUMOM 3asiBUTENI0 HH(OpMaIuu
2) 3ampoc 06 00pa30BaHUU - ITO COLUATBLHO-IIPABOBOM 3aIpOC

3) 3anpoc o0 TPYIOBOM CTa)e - 3TO TEMATUUECKUN 3aIpoC

4) 3ampoc 0 KU3HU KOHKPETHOTI'O JIMIA - 3TO TEMAaTHYECKUH 3ampoc

3aganue Ne 5

Cpok ucnosiHeHus 3amnpoca, TpeOyrolero oopaieHus K J0KyMEeHTaM apXuBa He JOJKEH
MPEBBIIATH

Buvibepume ooun uz 3 eapuanmoe omeema:

1) 15 nueit

2) 5 nHen

3) 30 nue#t

3aganue Ne 6

PaccraBbTe 3TaIbl HCIIOIHEHUS 3alIPOCOB T'PaXk/1aH B MOPSAIKE UX CIIET0BaHUS
Ykaoicume nopsi0ok credosanus écex 3 6apuanmos omeema:

___TIpueM 3ampoca 1 paboTa ¢ 3asiBUTeNIeM

___ TIOWCK 3ampanirBaeMoi nHpopmanuu

___ COCTaBJIEHHUE U BblJ]aua OTBETOB 3asIBUTEISAM

3aganue Ne 7

ApxuBHas CIpaBKa CUATAETCSA HEJIEHCTBUTEIIBHON ITPU OTCYTCTBUH B HEU

Bvibepume neckonvko u3z 5 eapuanmos omeema.:

1) moamnucy yrmoJHOMOYEHHOTO JIUIa

2) meyaTH OpraHU3aLuU

3) apxXuBHBIX MHU(PPOB

4) agpeca npoXKUBaHMs 3asIBUTEIIS

5) cipaBOYHBIX TAHHBIX 00 OpraHU3AINH

3aganue Ne 8
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[Ipu HanuuuK B TOKYMEHTAxX apXMBa PACXOXKJIECHUN CO CBEACHUSIMU, U3JI0KEHHBIMU B 3aIIPOCE
Buibepume ooun uz 3 eapuanmos omeema:

1) apxuBHas cupaBKa HE BbLIAECTCA

2) apxuBHas cripaBKa BblaeTcs ¢ oTMeTkol "(Tak B moayiMHHUKE TOKYMeHTa)"

3) apxuBHas CIpaBKa BBIJACTCS TOJIBKO 10 CBEIEHUSM, U3JI0KEHHBIM B 3aIIpOCe
3aganue Ne 9

[Tpu Hanmyuu MHPOPMALIUHU, OTHOCSIIEICS K IPEIMETY 3a1poca, B HECKOJIBKUX IOKYMEHTAX,
paboTHUKAaMU apXuBa BbIIAETCS

Bvibepume ooun uz 3 eapuanmos omeema:

1) apxuBHas crpaBka

2) apXuBHas KOIuUs

3) apxuBHas BBINKCKA

3aganue Ne 10

Ecnu opurunan JokyMeHTa COIEP>KUT CBEACHUS TOJIBKO O YeJIOBEKe, Ha KOTOPOTo ClIeJaH 3ampoc,
COCTaBJISIETCS

Buibepume ooun uz 3 eapuanmos omeema.

1) apxuBHas cupaBka

2) apXvBHas KOMUs

3) apxuBHas BBITIHCKA

3aganue Ne 11

Br16epute BepHbIE YTBEPKICHUS.

Buibepume necrkonvko uz 5 sapuanmos omseema:

1) ApXHBHYIO KOIIMIO MOYKHO COCTaBUTh C TOMOLIbIO0 KOMPOBAIBHOIO anmapara

2) B apxuBHYIO BBIIUCKY NMEPEHOCAT PEKBU3UT MOAMUCH TOTHOCTHIO

3) ApxuBHas Konus 0€3 CCbUIKM Ha apXUBHBIE JIOKYMEHTHI HE UMEET FOPUINYECKON CUIIBI
4) ApXHMBHYIO BBIITUCKY 0053aTEIbHO 3aBepsET PYKOBOIUTENb APXUBHOTO YUPEKICHUS
5) ApxuBHas BbINKMCKa B KaU€CTBE HAUMEHOBAHUS BUJIA JOKYMEHTa MOXKET UMETh CJIETyIollee
Ha3BaHHe «BrInucka U3 npukaza»

3aganue Ne 12

[TepBUYHBIM YYETHBIM JTOKYMEHTOM SIBIISIETCS

Buibepume neckonvko uz 4 eapuanmos omeema:

1) ’xypHaln yueTa BbIJaHHBIX CIIPABOK

2) AUCT WCIIOJIb30BAHUS JIeIa

3) TemaTuKa MccIeI0BaHUi 10 ToJam

4) yncno oOpaleHuii moyib30BaTeseil 3a roa

3aganue Ne 13

VY4er ucnosib30BaHus JOKYMEHTOB apXHBa MPOU3BOJIUTCS C LIEIIBIO

Buvibepume neckonvko uz 4 éapuanmog omeema:

1) nmanupoBaHus pabOThI apXHUBa

2) pa3BUTHs HAYYHO-CIIPABOYHOTO arlfapara

3) cooOmienns nHPOPMAIIUK BBIIIECTOSIICH OpTaHU3aIluN

4) cpaBHeHHsI MH(QOpPMAIIMH C pe3yIbTaTaMu PabOTHI APYTUX APXUBOB

3aganue Ne 14

3¢ (heKTUBHOCTH MCTIOJIB30BAaHMSI JOKYMEHTOB OLIEHUBAETCS 110 YYETHBIM JIOKyMEHTaM
Bvibepume ooun u3z 3 eapuanmos omeema:

1) mepBUYHBIM YYETHBIM JTOKYMEHTaM

2) 0000MIAOIIM YYETHBIM JJOKYMEHTaM

3) UTOrOBBIM YYETHBIM JOKYMEHTaM

3aganue Ne 15

AOCOMIOTHBIM TTOKa3aTeneM 3((HEeKTUBHOCTH UCIIOIb30BaHUS APXUBHBIX JOKYMEHTOB SBIISIOTCS
Buibepume necrkonvko uz 3 eapuanmos omeema:

1) KonmuecTBO MyOIUKAIUNA
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2) OTKIIMK OOIIECTBEHHOCTH Ha paboTy apXuBa
3) kadecTBO pabOTHI apXUBa

OHEHOYHOE CPEJACTBO Ne 7
KOMILJIEKT 3AJAHUU/JIA YCTHOI'O OITPOCA

Tema 1.2. Opraauzanus 10KyMeHTOB ApxuBHOro ¢onna Poccuiickoii @enepanuu

ROOo~NoGO~LNE

16.
17.

18.
19.

0.
11.
12.
13.
14.
15.

UTto Takoe TOKYMEHT, apXUBHBIN JOKYMEHT, apXuB, ApXuBHbIH Gorg PD?

Yro oTHOCHUTCA K cocTaBy ApxuBHOTO onga PD?

Kakue apxuBHbIE JOKYMEHTBI OTHOCSITCS K COOCTBEHHOCTH cyObekTa Denepannn?

Kakue apxuBHbIE JOKYMEHTBI OTHOCSATCS K MyHULIUIIATbHON COOCTBEHHOCTHU?

Kakue apxuBHbBIE JOKYMEHTBI OTHOCSITCS] K YaCTHOM COOCTBEHHOCTH?

Kak npoucxoaut opranusanus 10KyMeHToB U €1 AD PO Ha nepBom ypoBHE?

Kak nmpoucxoaut opranuszanus JOKyMEHTOB U JI€]l HA BTOPOM ypOBHE?

Kak npoucxoaur opranusanus 10KyMmeHToB U €1 AD P® na tpetbem ypoBHe?

Kaxossl npusHaku opranuzanuu ['ocynapcrsennoro apxuBnoro ¢ponaa CCCP go 1991 r.?
KakoBbI coBpeMeHHbIE TPU3HAKK OpraHu3aluu ApxuBHOTO (oHga PD?

Kakue Buabl apXUBHBIX (JOHOB MPUHSATHI B OTEUECTBEHHOM apXHUBOBEICHHUH?

Kakne npu3Haku UCTIONB3YIOTCS MPH CO3AaHUU 00bEIMHEHHBIX apPXUBHBIX (POHIOB?
Kaxkue npuzHaku ucnosb3yroTcsl IpU CO3AaHUU KOJUIEKIUI?

W3 xakux BUIOB paboT CKiaabiBaeTcsi JOHAMPOBAHUE?

Kak ompenenstoTcsi XpoHOJOTMYECKHUE TPaHUIbl apXUBHBIX (OHIIOB M KpalHUE JaThl
JIOKYMEHTOB?

Kakue daktops! Bnusitor Ha popmMupoBaHue?

Uro Takoe ompenencHue (OHIOBOW MPHHAICKHOCTH TOKyMEHTOB? Kakue mpsmbie U
KOCBEHHbIE NPU3HAKU MCIOJB3YIOT NpU ONpeleNeHUH (OHIOBOM NPUHAATIEKHOCTH
JIOKYMEHTOB | J1e71?

Kakue cymiecTByroT cxeMbl KilacCU(pUKaLUU TOKyMEHTOB (POHI0B?

Kakue cymectByroT OCOOEHHOCTH OpraHU3alMd JOKYMEHTOB (OHJOB JIMYHOTO
IIPOUCXOXKACHUA?

OLEHOYHOE CPEJACTBO Ne 8
KOMILIEKT 3AJAHUWIJIA YCTHOI'O OITPOCA

Tema 1.3. KommiekroBanue apxuBoB TOKyMeHTaMU ApXxuBHoro ¢ponna PO

AR A

o

UT0 Takoe KOMIUIEKTOBaHHE APXUBOB?

UTO BXOAUT B MOHATHE «KOMITETCHIIUS apXUBay»?

Kakue BuabI paboT BXOSIT B KOMIUIEKTOBAaHUE apXUBa?

Y10 Takoe HCTOYHUKN KOMIIJIEKTOBAHUS?

Kakue xputepun mNpUMEHSAIOTCS [UJI OMNpPEACNICHHs OpraHu3aluii — HMCTOYHUKOB
KOMIUIEKTOBAHUA?

Kakue BuibI BBIOOPOYHOTO MpHeMa JOKYMEHTOB MMPUMEHSIOTCS TIPU KOMIUIEKTOBaHUHU
apXHUBOB?

Ha ocHOBaHUM KakKUX HOPMATUBHO-METOUYECKUX MTOCOOMI ONPENesIIOT HCTOYHUKHI
KOMIUIEKTOBAHUA?

Kak oopmisiercs mepenada aen B apXuB OT HETOCYIaPCTBEHHBIX OpPraHU3allui U
YACTHBIX JUIT?

Y10 03HAYaeT METOJL AKTHBHOI'O KOMIIJIEKTOBAaHUS?
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OIIEHOYHOE CPEJICTBO Ne 9
KOMILIEKT 3AIAHUI IS YCTHOT'O OITPOCA

Tema 1.4. DxcriepTH3a IEHHOCTH TOKYMEHTOB

Noook~owhE

Yro Takoe FKCHepTU3a LIEHHOCTH TOKYMEHTOB?

Kakwue 3agaum pematroTcst B mporiecce IKCIEepTU3bl HEHHOCTU JOKYMEHTOB?

Kakue cpoku XpaHeHUs IPUMEHSIOTCS B ApXUBHOM Jiesie?

UYro o3nauaet ormeTka DIIK okono cpoka xpaneHus?

Yro Takoe LieneBas KOMIUIEKCHAsI SKCIepTu3a?

Kakue kpurepuu NpuMEHSIOTCS IPU SKCIIEPTU3E LIEHHOCTH JOKYMEHTOB OpraHU3aIvi?
Kakue kpurepuu NpuMEHSIOTCS IPU HIKCIEPTH3E LIEHHOCTH JOKYMEHTOB JIMYHOTO

IIPOUCXOXKACHUS?

8. Kaxwue Buabl 1 popMbI MOBTOPsieMOCTH MHGOPMAIIUU HEOOXOAUMO YUUTHIBATH IPU
AKCIEPTU3E LIEHHOCTH JOKYMEHTOB?

9. Yro Takoe nepeyHu JOKYMEHTOB, IPUMEHSEMBbIE MPU IKCIEPTU3E IEHHOCTU?

10. Kaxue TUTIBI U BUIBI IEPEYHEN PUMEHSIIOTCS B HACTOSIIIIEE BpEMSI?

11. Kak He0oO0X0AUMO MPUMEHSThH EPEYHH TOKYMEHTOB MO XPOHOJIOTHYECKUM Mepruoiam?

12. Kakwue 3amaun pemnraer 6a3a gaHHbIX «COCTaB U CPOKH XPaHEHUS JTOKYMEHTOB,
00pa3yromMXcsl B OpraHu3aIium?

13. Kak ctpoutcst OCHOBHASI 9acTh NEPEUYHS JOKYMEHTOB?

14. Kakwue 37eMeHTHI BXOST B COCTaB CIIPABOYHOTO armapaTa K MepevyHIo JJ0KyMEHTOB?

15. Kak npaBuibHO yCTaHOBUTH CPOKU XPAaHEHUS JIOKYMEHTOB 110 [IEPEUHIO?

16. Kakue TOKyMEHTHI SIBISIOTCS YHUKATbHBIMU?

17. Kakue kpurepuu NpUMEHSIOTCS JJIs ONIPEAEICHUS] YHUKAIbHBIX TOKYMEHTOB?

18. Kakue TOKyMEHTHI SIBISIFOTCS 0CO00 [IEHHBIMU?

19. Kaxkue KpuTepuu NPUMEHSIOTCS ISl ONPEeNICHHsI 0CO00 IEHHBIX TOKyMEHTOB?

20. KTo0 pyKOBOJUT MOJUTHKON B cpepe KOMIUIEKTOBAHMS U SKCIIEPTU3BI IIEHHOCTU JTOKYMEHTOB
B Poccuiickoit deneparun?

21. Kakue CTpyKTyphl BXOJST B CUCTEMY IKCIEPTHBIX OPraHoB?

22. Kaxwe 331a4n 1 GyHKINU pealn3yeT IKCIepTHast KOMUCCHS OPTaHU3alnu?

OLHEHOYHOE CPEJACTBO Ne 10
KOMILIEKT 3AJAHUWIJIA YCTHOT'O OITPOCA

Tema 1.5. Opranuzanus ydyera 10KyMeHTOB ApxuBHoro (¢onna Poccuiickoit denepanyu u
JOPYIUX ApXUBHBIX JTOKYMEHTOB

1.
2.

3.
4.
5

~No

UTo noHMMaeTcs 1oj y4eTOM apXUBHBIX TOKYMEHTOB?

Uto moHMMAaETCs MO/ IIEHTPAIBHBIM TOCYIaPCTBEHHBIM YYE€TOM JOKYMEHTOB APXUBHOTO
donma PO?

KaxkoBbl enuaMIBl yaeta 1oKyMeHTOB AD PD?

Kak ocymiectBnsiercs y4er e B A€IONPOU3BOACTBE CTPYKTYPHBIX MOApPA3AeIeHUN?

B yem paznuune Mex1y BHYTPEHHUMH YYETHBIMU JTOKYMEHTAMH apXuBa U JOKYMEHTAMH
LEHTPATN30BaHHOIO TOCYAapPCTBEHHOTO yueTa?

KakoB cocTaB BHyTpEHHUX OCHOBHBIX YYETHBIX JOKYMEHTOB B apXUBE OpraHu3anuu’?
KaxkoB cocTaB BHyTpeHHUX BCIIOMOTaTENIbHBIX JOKYMEHTOB B apXUBE OpraHu3anuu’?

UeM oTianMyaeTrcss COCTaB BHYTPEHHUX YYETHBIX JTOKYMEHTOB B TOCYJAapCTBEHHOM U
MYHUIMIIAJILHOM apXHBaxX OT apXUBa OpraHu3anuu’?

UeM oTiMyaeTcsi cocTaB MoOKa3aTesield Macrnopra ToCyJapCTBEHHOTO U MYHUIIUNIAIBHOTO
apXMUBOB OT apXHBa OPraHU3aLUN?
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OLEHOYHOE CPEJICTBO Ne 11

KOMILJIEKT 3AJAHUMIJISA YCTHOI'O OITPOCA
Tema 1.6. CripaBOYHO-IIOMCKOBBIE CPECTBA
. Uto Takoe nmyTeBOaUTENb?
Kakue ObIBaroT myreBoauTenn?
Kak pa3zpabarbiBatorcst Kj1acCU(PUKAIMOHHBIE CXEMBI TIOCTPOCHHUSI TyTEBOIUTENS?
Kakue Buibl XapakTepUCTHK (OHIA COCTABIAIOTCS B IMyTeBOAUTENE?
W3 kakux 37€MEHTOB COCTOUT XapaKTepucThka ¢poHia B myreBoauTesne?
B uewm 3akimouaercs cyTh 1udPepeHIIupoOBaHHOTO MOAX01a TPH COCTABICHUN
MMYTE€BOJUTEIISI?
Uro BKITIOUYAET B ce0s CIIPAaBOYHBIN ammapaT K MyTEBOJIUTEIIO?
Yro Takoe 0630p?
Kakue ObiBaroT BUABI 0030pOB?
10. Kakwue cxembl TOCTPOCHUS XapaKTEPUCTHK JOKYMEHTOB IPUMEHSIOTCS B 0030pax?
11. Kakwue BuABI aHHOTAIIUI COCTABIIAIOTCS B 0030pe?
12. Yro BkiIIOYaeT B ce0sl CpaBOYHBIN anmapar K 0030py?
13. Kakyro posb BbIIONHSET yKa3arenb B cucteme CIIC?
14. Yro Takoe TeMaTHUECKUI MepeueHb JOKYMEHTOB?
15. C kakoil 1enpIo COCTaBIAOTCA 0a3bl JaHHBIX 10 APXUBHBIM JTOKYMEHTaM?

ogakrwdE

© o~

OLEHOYHOE CPEJACTBO Ne 12
KOMILIEKT 3AJAHUHM IS YCTHOI'O OITPOCA
Tema 1.7. Vcnonb3oBaHue apXUBHBIX JOKYMEHTOB
KakoBsl 11esn 1 popMbl HCHOIB30BAHUS APXUBHBIX JOKYMEHTOB?
KaxoBbl Bu/IbI 3a11pOCOB, MOCTYMAIOMINX B apXUB, U CPOKHU UX UCTIOTHEHUS?
KakoB nopsi1ox paboTsl B apXuBe ¢ 00paleHUsIMU Ipaxk1aH?
Kaxue Buibl HHQOPMAIIMOHHBIX JOKYMEHTOB apXHBa U TPEOOBaHUS K UX COJEPIKAHUIO
1 0(hOPMIIEHHUIO BaM U3BECTHBI?
5. KakoBbl HOpMaTHBHBIE TOKYMEHTHI, pErilaMEHTUPYIOLINE UCIIOIb30BaHUE JOKYMEHTOB
apxuBoB?

6. KakoBbl TpeOOBaHUS K OpraHU3AIMK PAOOTHI MPHEMHON apXuBa?

el NS

OLEHOYHOE CPEJACTBO Ne 13
KOMILIEKT 3AJAHUWIJIA YCTHOI'O OITPOCA
Tema 1.8. lHnpopmMaimoHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTUH B apXHUBaX

1. KakoBo 3HaueHHe TOHATHH «uHpOpMALMD», «HMHOOPMAITMOHHOKOMMYHUKALMOHHBIE
TEXHOJOTHHN», «MH(pOpMATH3alUsl apXUBHOTO  JeNa», «JJIEKTPOHHBIA  JOKYMEHT»,
«QJIEKTPOHHBINA 00pa3 JOKYMEHTay», «METaJaHHbIE JOKYMEHTa»?

2. B dwem cocrout 3HaYeHHe WH(POpPMATH3AIMU APXUBHOTO Jejla HAa COBPEMEHHOM Jrare?
KakoBsl 11e511, HarpaBiaeHus ¥ IPUHIMIIBI HH(pOpMaTU3aLun?

3. Kak mpowmcxomaut BHenpeHHe HH(DOPMAIMOHHBIX TEXHOJIOTHMH B apxuBe? KakoBbl 3Tambl
OpraHM3alH U CO3AaHMsI TEXHUYECKOTO 3aJaHus?

4, B 4ueM coOCTOMT HOpPMaTHBHO-TIpaBOBas ©Oa3za WH(OpMaTHU3aIMM apXWBHOTO Jejla Ha
COBPEMEHHOM JTane?

5. KakoBo 3HaveHwe THUIMOBOTO (OOIIEOTPACICBOTO| MPOTPAMMHOTO OOECIEYCHHS ISt
apxuBoB? Kakux pe3ynbTaToB JOCTUIIIO apXUBHOE A€o0 npu nomouu tunosoro [10? Kakue
nporpamMmsel TUIOBOro 110 BB MOXkeTe Ha3BaTh?

6. KaxoBa cTpykTypa aBTOMaTH3MPOBAHHOW CHUCTEMBI LIEHTPAIN30BAHHOTO Y4€Ta JOKYMEHTOB
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ApxusHoro ¢ponga PD?
7. Kak paboratoT MHQOpPMAlMOHHBIE W ABTOMATHU3UPOBAHHbIC ApPXMBHbBIE TEXHOJIOTUU B
00JacTl KOMIUJIEKTOBaHMSI apXHUBa U AKCIEPTU3BI IEHHOCTHU JTI0KYMEHTOB?
8. KakoBa ponp aBTOMaTU3MPOBAaHHBIX ApPXMBHBIX TEXHOJIOTMH B 00jgacTu ydera H
o0ecrieueHns COXpaHHOCTU JOKYMEHTOB?
9. Kak B1IMAIOT aBTOMaTHU3UPOBaHHbIE APXMBHBIE TEXHOJOTUH HA CO3JaHUE MH(DOPMALMOHHO-
MIOUCKOBBIX CUCTEM B apXHUBax?
10. Kak nmpuMeHSIOTCSI aBTOMAaTU3UPOBAHHbIE aPXUBHbIE TEXHOIOTUU B 00JIACTH MCII0JIb30BaHUS
JIOKYMEHTOB?
11. Kakoe npuMeHEHHE UMEIOT TEXHOJIOTUH OLM(PPOBAHUSA B ApXUBHOM Jieiie?
12. Kak npuMeHSIIOTCS CETEBbIE TEXHOJIOTUU B ApXUBHOM Jienie?
13. KakoBbl HOpMaTuBHas 0a3a U TEXHOJIOTUU XPAaHEHHs 3JEKTPOHHBIX TOKYMEHTOB?
14. Kak npou3BoAuTCs yIOCTOBEPEHUE OPUINYECKON CUIIBI 3IEKTPOHHOro JokyMmeHTa? Kakue
BUJIbI 3JIEKTPOHHOM MMOANUCH BaM U3BeCTHBI? UTO Takoe cepTu(UKaT Kiroya MOANUCH?

OLEHOYHOE CPEJICTBO Ne 14
KOMILIEKT 3AJIAHUM JJI51 3AIIIATHI PEOGEPATA
Tema 1.2. Opranuzanus 1oKkyMeHTOB ApxuBHoro ¢onna Poccuiickoii @enepanuu
Tema pedepara: «Knaccudukamnus nokymerToB ApxuBaoro @onna Poccuiickoit @eneparmm»

Tema 1.4. DxcriepTH3a IEHHOCTH TIOKYMEHTOB
Tema pedepara: Oprannzanus DLJ[. Cuctema 3KCIIepTHBIX OPTaHOB

Tema 1.8. lHpopManimOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B apXHUBax
Tema pedepara: apopmaiioHHbIe TEXHOJIOTUN B apXUBHOM JIelie Ha COBPEMEHHOM JTarie

OLHEHOYHOE CPEJACTBO Ne 15
NCCIEAOBATEJBbBCKOE 3A/IAHHUE —
CO3JIAHUE U 3AIIIATA SJIEKTPOHHOM NMPE3EHTAIIUN

DNIEKTPOHHAs MPE3EHTALUs — 3TO TPYNIOBOE UCCIEAOBATENIBCKOE 3a/JaHUE. DIIEKTPOHHAS
Mpe3eHTalus pazpadbarpiBaeTcs rpynmnon cryaeHToB (2-3 yein.) B mporpamme MS PowerPoint nnu
OpenOffice.org Impress B COOTBETCTBHH ¢ METOJUYECKUMHU PEKOMEHAAIMSIMH T10 €€ MOATOTOBKE.

B npomecce paboThl HaA Tpe3eHTAlMEd CTyJIEeHTaM HEOO0XOIMMO CIUIaHUPOBATh
MH(OPMAIIMOHHBINA MOUCK. PeKoMeHAyeTCsl N3YYUTh TEXHUYECKYIO JIUTEPATypy U COBPEMEHHBIE
Hay4HbIE pa3pabOTKH B 001acTy MHMOPMAIMOHHOW O€30MacHOCTH, aKTyaJbHYI0 HOPMATHBHO-
MPABOBYIO JOKYMEHTAIIMIO, a TakKe CaMOCTOSITeNFHO TMOA00paTh IJUTEpaTypy H JIpyrHe
HMCTOYHHKH, B TOM unciie UHTepHET-pecypChl.

[Tocne n3yueHUss UICTOYHUKOB U OTOOpa Marepuasia 1o BHEIOpaHHOUW TeMe HHQOpMAIUIO
HEOOXOMMO CHCTEMAaTH3UPOBaTh. B mpe3eHTanuio 1Mo 3aJaHUI0 TPEToJaBaTessi CTYISHTHI
BKIIIOYAIOT MIPUMEPHI U3 MPOPEeCCUOHANTBHON 1eATEeTHhHOCTH.

DNeKTpOHHAs TPE3EHTAIs CHACTCs TMpEerojaBaTeIl0 B yKa3aHHBIE MM CPOKH. 3aluTa
Mpe3eHTAIMH IPOBOAUTCS B YCTHOM (popMe B paMKaxX TEOPETHUECKUX 3aHSATU. [Ipu moAroToBke
BBICTYIUICHHSI TIO TIPE3EHTAllUUd CTYIACHTAM MOXHO PYKOBOJCTBOBATHCS PEKOMEHIAIUSIMU K
MOATOTOBKE YCTHOTO COOOIIIEHUSI.

OneHKa OAJIEKTPOHHOW TIPE3CHTAIMM OCYIIECTBIIETCS IO CIEIYIONIUM KPUTEPHUSIM:
COJICP)KATENbHBIN,  JIOTUYECKHI, pEYeBOM, ICHUXOJIOTUYECKUH, COOJIOJEHUS  TU3aliH-
sproHoMudeckux TpeboBaHuii. Ilpu mpoBeaeHHHM KOHCYNbTAaMA M Ha 3alllUTe MPE3EHTALMH
MpernoaBaTeslio HeOOX0AUMO OOpaTUTh BHUMAHHE HA BKJIAJ KAXJOTO CTYJIEHTa B BBITIOJHEHUE
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TPYIIIOBOTO 3aJaHus, €r0 aHaJlU3 pPe3yJIbTaTOB CBOECH JEATEIbHOCTH M OCO3HAHHUS CTENEHU
MEePCOHANIBHON OTBETCTBEHHOCTH.
®dopma BBITTOJIHEHUS 33JIJaHUS: BHEAYTUTOPHAS CAMOCTOSTEeIIbHAS paboTa CTYIEHTOB.
B nmepuox pa3pa®oTKu dSIEKTPOHHBIX MpPE3CHTAlUN MpernojaBareidb IMPOBOIUT
WHJIMBUIyaJIbHbIE KOHCYJIbTAIIUU JJIS CTY/ICHTOB
Temwvl npezenmayuii:
- PaboTa ynTanpHOrO 3a1a TOCYyIapCTBEHHOTO apX1Ba
- ®OpMBI UCTIONB30BAHUS APXUBHBIX IOKYMEHTOB
ApXUBHOE XpaHEHUE 3IEKTPOHHBIX TOKYMEHTOB

OIEHOYHOE CPEJACTBO Ne 16

KOMILJIEKT 3AJTAHUM 1JISI TIOKJATA
Tema 1.5. Opranuszamus yuera JOKyMEeHTOB ApxuBHOro ¢onga Poccuiickoit ®enepanuu u
JIPYTUX ApXUBHBIX TOKYMEHTOB
Tema nokiana: Yder 10KyMEHTOB apXHBa
Tema 1.6. CripaBOYHO-IIOMCKOBBIE CPEJICTBA
Tema nokynagos:
- CucreMa Hay4HO-CIIPAaBOYHOIO arapara
- [IyreBoauTeNb KaK apXUBHBIN CIIPAaBOYHHK
- Onucek Aen — apXUBHBINA CIIPABOYHUK
- Kartanor — Me:xpoHIOBBIN apXWUBHBIN CIIPABOYHUK.
- YKazareinp — apXUBHbIN CIIPAaBOYHHK.
- O630pHbI
Tema 1.7. Vcnonb3oBaHue apXUBHBIX JOKYMEHTOB
Tema noxmana: Ananu3z 3()(HEKTUBHOCTH M MHTEHCUBHOCTHU MCIOB30BaHUS apXUBHBIX
JTOKYMEHTOB

OILIEHOYHOE CPEJICTBO Ne 17
KOMILJIEKT 3AJAHUH 1JI51 AYJIUTOPHOM CAMOCTOSITEJIBHOM PABOTHI
Tema 1.2. Opranuzainus 10KkyMeHTOB ApxuBHOro (hoHaa Poccuiickoit deaepanun
3az[aHHe. COCTaBI/ITL CXGMy KHaCCH(bHKaHHH ,[[OKyMeHTOB B npeﬂenax apXI/IBa

| ApanHTm ponn |—>| |

vy v
vy vy

Yupeoicoen Cemo
ust Juy Jluya| | Pooa| |u

OLEHOYHOE CPEJACTBO Ne 18
KOMILJIEKT 3AJIAHUM IJISI AYTUTOPHON CAMOCTOSITEJIBHON PABOTHI
Tema 1.2. Opranuzarmus 10KyMeHTOB ApxuBHOTO (hoHaa Poccuiickoit Denepanun
Tema: Pabota no kinaccupuKayi U CUCTEMAaTU3aLUU JOKYMEHTOB
I]enw: 3aKpenUTh HABBIKU 110 CUCTEMATU3allUud TOKYMEHTOB AD PO
Ocnawenue pabomul. 3a1aHus 17151 pabOTHI 10 BapHAHTaM.
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3aoanue 1.

1) ucronb3ys pparMeHT HOMEHKJIATYPBI 1T HEOOXOAMMO BBIICIUT IPU3HAKHA CHCTEMATH3aIiN
JOKYMCHTOB B JIeJia.

2) COCTaBHTH 3ar0j0BOK Jiejia Ha KaK/bIi M3 MPHU3HAKOB CUCTEMATH3ALIHH.

el A

w N

© oo~

10.
11.
12.

13.

1) CTPYKTYpHBIii;

2) XPOHOJOTHUYECKHUI;

3) GYHKIMOHATIBHBII;

4) oTpacieBoii;

5) TemaTH4YeCKHH, MPEIMETHO-BOIMPOCHBIN;

6) HOMHHAJBHBII,

7) KOPPECIOHICHTCKHIA,

8) reorpaduueckuii;

9) aBropCKwMii;

10) andaBUTHBII.

Bapuant 1

AKTBI JOKYMEHTAIbHbBIX PEBU3UN (PMHAHCOBO-XO03IHCTBEHHOH 1€ TEILHOCTH
['omoBoit OyXranTepCcKuii OTYET € MOSICHUTEIBHOM 3aMUCKOM
JIoroBop ¢ yupeauTeneM o B3auMHbIX IIpaBax U 00s3aHHOCTSIX
JIOKyMEHTBI (aKTbI, CIIPaBKH, MEPEMUCKA) O TEXHHYECKOM M CAHUTAPHOM COCTOSIHUU 3JIaHHUN
U NOMEIIECHUH, 3aHUMAaeMbIX YUpPEXKJICHHEM, a TaKXKe MPHJIETalolIuX TepPUTOPUl, IBOPOB,
TPOTyapoB
JIOKyMEHTBl O KOMIUJICKCHBIX M TEMAaTHYECKMX IPOBEpPKaxX IIKOJbl BBIIIECTOSIIUMHU
OpraHu3alusaMH (aKTbl, CIIPABKU, HPEIIHUCAHMS)
XKypnan peructpanuu BXOJAIIMX U UCXOAALIMX TeJIerpamm, TenedoHorpamm, hakcon
XKypnan ydera HHCTpyKTaka 110 TEXHUKE 0€30I1aCHOCTH
WHCcTpyK1Ks 1O AETONPOU3BOACTBY
JIuneBsle cuera 1o 3apaboTHOM maTe pabOTHUKOB IIKOJIbI

. Homenxkuarypa aen 3amecturens aupekropa no Y BP

. Onucu 1e71 NOCTOSIHHOTO XpaHEHUS

. IlonoxeHnune 06 sKCIepTHON KOMHCCUU

. [IporpamMMma pa3BuTHusi 00pa30BaTEIBLHOTO YUPEXKIECHUS

. CBHZIETENBCTBO HA MPABO ONEPATUBHOIO YNPaBICHUS UMYIIECTBOM
. TexHndeckune nmacrnopra 31aHui, COOPyKEHUN

Bapuanr 2
AKTBl MHBEHTapU3allMOHHOM TNpPOBEPKH OMOIMOTEUHBIX M CIPABOYHO-MH(POPMAIIMOHHBIX
¢doH0B
I'omoBoit oTuet o pabore OMOIHOTEKH
JloroBop ¢ y4peauTeneM O 3aKpEIIECHMH UMYILECTBA HA MIPaBE ONEPATUBHOIO YIIPABJICHHUS.
JIoKyMeHThI (IOKJIaJbl, 3alMCKH, CIPaBKH, MEPENHcKa) O COCTOSIHUM BHYTPEHHEW CBSI3U
(Tenedonuzanms, paguopuKausa) 1 CUTHATU3AIH
JIOKYMEHTBI O HAUUCJIEHHBIX U MEPEUNCIICHHBIX CyMMax HaJIOroB B OIO/DKETHI BCEX YpOBHEH
(pacueTsl, TaOIUIBI, CIPABKH, CBEJICHUS)
XKypnan peructpauuu JOTOBOPOB O COTPYAHMYECTBE C POJUTENSAMU (3aKOHHBIMU
IIPEICTAaBUTENSIMH IETEM )
XKypHan ydera TMCTKOB HETPYAOCIIOCOOHOCTH
KBapTranbHble OyXraarepckue OT4eThl
JIuneHsust Ha 00pa30BaTENbHYIO ACSITEILHOCTD
Homenknarypa nen yupexaeHus
[Tacriopra 30aHUM, COOPYKEHUN
[lonoxkeHnss W Apyrue JIOKaIbHBIE AKThl O Pa3JIMYHBIX HANPABIEHUSAX MAESITEIbHOCTU
YUpEKIACHUS
[IpoToKOaBI 3K3aMEHALIMOHHON KOMHCCUU
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14.
15.

w N

o o

©

10.

11.

12.
13.
14.
. pr,Z[OBLIC AO0T'0BOPBI, HC BOIICAINC B COCTAB JIMYHBIX ICIT

o PoNbE

© oD

13.
14.
15.

=

CBUAETENBCTBO HA MPABO MOJb30BaHUS 3eMIIeH
TunoBble UHCTPYKIUU MO TEXHUKE OE30MaCHOCTH, MPOU3BOJICTBEHHOM CAaHUTApPUH U T.1. (B
KaOMHETax MOBBIIICHHONW OMaCHOCTH )

Bapuanr 3
AKTBI O BBIICJICHUM K YHUYTOKCHHUIO JOKYMEHTOB YUYPEXKICHHS, apXuBa YUPEKICHUS C
HCTEKIINMH CPOKAMU XpaHEHUs
I'onoBoii uran paboTsl OMOIHOTEKH
JIoroBopbl 0 MaTepuagbHON OTBETCTBEHHOCTH
JIOKyMeHTBbl ~ (3asIBJIEHHS, KOIHUU  JOKYMEHTOB, IOJATBEPKIAIOIIMX  BO3MOXHOCTh
OCYyILIECTBICHUST 00pa30BaTEeNIbHON AESITENbHOCTH, OMHCHh MPEJICTABICHHBIX TOKYMEHTOB,
IIPOTOKOJIbI, PEILIEHUS], YBEJOMJIEHUS, KOIIMM aKTOB IIPOBEPOK) 10 JTULEH3UPOBAHUIO IIKOJIbI
JIOKYMEHTBI 0 TpueMe BBIIMOJIHEHHBIX padoT M0 TPYIOBBIM JJOTOBOPaM, JOTOBOpaM MOapsiia
Kypnai peructpanuu UCXOASIIUX JOKYMEHTOB
XKypnan yuera MNPUXOAHO-PACXOJIHBIX KACCOBBIX JOKYMEHTOB (CUETOB, IJIATEKHBIX
MIOPYYEHUH)
KitaccHble xxypHabl
JInaHble nema 00yJaromuxcs
HopmaTtuBHble u  pacnopsIuTeIbHbIE JOKYMEHTHI  (TIOCTAaHOBIIGHUS, IPHKA3HI,
pactopspKeHHs, WHCTPYKTHBHBIE TIMChMa W JIp.) 3aKOHOJATENbHBIX, HCIOJHUTEIBHBIX
OpraHoB rocynapctBeHHoi BnacTu Poccuiickoit ®enepauuu u JleHuHrpaackoit oGmacrw,
aAMUHUCTpALUU [ 'aTYUMHCKOI0 MYHULIAIIAJIBHOTO PailoHa
[lepBuuHbIE y4eTHbIE JTOKYMEHTHI U MPHIOXKEHUS K HUM (KacCCOBBIE TOKYMEHTHI M KHHIH,
0aHKOBCKHE JIOKYMEHTHI, OpJepa, Tabenu, akThl O MpHeMe, clladye, CIHCAaHUN MMYIIECTBA,
cueTa-pakTypbl, aBAaHCOBBIE OTUETHI U JP.)
[IpaBuiia BHYTpEHHETO TPYAOBOIO PaCIOPSAAKA
IIpoToKoIIBI 3acenaHui IEAArOTMYECKOI0 COBETA
CBHIETENBCTBO O FOCY/IAPCTBEHHONW aKKPEAUTALNU YUPEKICHUS

Bapuanr 4
AKTBI OCMOTpa U NpuemMa MOMELICHUH 1TOCIIE€ KalMTAIIBHOTO U TEKYIIETO PEMOHTA
AndaBuTHas KHUTA 3aUCH O0YUYaIOLUXCSI
JloroBopsI NOJPsAA ¢ OPUAUYECKUMU JINLAMU
JIOKyMeHTHBI (3asiBI€HUS, CIPABKH, BBIMUCKH U3 PEECTPOB, MPEJCTaBICHUS, JOKYMEHTHI O
IIPOBEPKE COOTBETCTBHUSl OIPENEICHHOMY BHJy JEATEIBHOCTH, IPOTOKOJIBI, PEIIEHUS,
AKCIIEPTHBIE 3aKIIOUCHMS], OTUETHI, aKThI) IO aKKPEIUTALUN YUPEKICHUS
JlokyMeHTBl 00 MHBEHTapH3aluu (MIPOTOKOJIBI 3aCeJaHUi MHBEHTAPH3allMOHHBIX KOMHCCHUH,
CIIMCKH, aKThl, BEAOMOCTH)
XKypHan perucrpanuy HCXOJAIMIMX JOKYMEHTOB
XKypnan ydera pacueToB ¢ OpraHU3aLUsIMU
KHura peructpanuu BelJauu CBUJETEILCTB O JOMOJHUTEILHOM 00pa30BaHUU
JInuHble nena negarornyeckux paboTHUKOB U CHELMAIUCTOB LIKOJIbI

. ObpazoBarenbHble U y4eOHBIE POrpaMMBbI
11.
12.

[lepenncka 0 KOMMYyHaIbHOM OOCTYKUBAaHUU 3JaHUI U TOMEIIEHUI
[IpenyioskeHusi, THCbMa TBOPYECKOIO XapakTepa, 3asBICHHs, JKaloObl, coJepiKaliue
CBEICHMSI O CEPbE3HBIX HENOCTaTKa M 3J0YNOTPEeOIeHUSIX, KOPPYNLUUA U JOKYMEHTHI 10 UX
paccMOTpeHHIO (Iepenucka, ClpaBKU, CBEICHHS)
[IpoTokoinbl 06muKx codpanuit (KoOH(EpEeHINiT) KOIIEKTUBA LIKOJIbI
CBHUIETENBCTBO O TOCYIAPCTBEHHON PErHCTpalvii 00pa30BaTeIbHOIO YUPEKICHHS
TpynoBble KHUKKH

Bapuanr 5
AKTBI IpreMa, C1a4y U CIIUCaHUS UMYIIECTBA
AndaBuTHas KHUTA 3aITUCH yYaIIUXCS
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JloroBops! noapsAaa, JOKYMEHTHI K HUM
4. JloxkyMeHTbl (MHCTPYKIMH, METOJMYECKHE PEKOMEHJAINH) BBIIMIECTOSIIIUX OpraHu3aluil U
JTMPEKTOpa YUPEKACHUS IO BOIPOCAM JIETONPOU3BOJICTBA
5. JIOKyMEHTBI IO UCTOPUHU LIKOJIBI (MCTOpUYECKUE 0030PbI, CIPABKH, Ta3€THHIE U )KypHaJIbHbIC
CTaThbU M 3aMETKH, (POTOJOKYMEHTHI)
XKypHan peructpanuy HeCHaCTHBIX CIy4aeB, yueTa aBapHii
Kypnai ydyera TpyI1OBBIX KHUKEK
8. Kuwmra yuera BbIauu OJJAaHKOB aTTECTATOB O cpeaHeM (TMOJHOM) o0ImeM o0pa3oBaHHH,
30JI0TBIX U CepeOpsIHBIX Meanen
9. Jluunble nena ydamuxcs
10. O6patenusi, 3asABICHUS W JKATOOBI TpakJaH JUYHOTO XapakTepa M JOKYMEHTHI MO HUX
paccMOTpeHHIO (TIepenucKa, ClipaBKy, CBEACHHUS)
11. ITepenucka 00 OTKPBITHH, 3aKPBITUH, COCTOSTHUH, OTIJIATE TEKYINX, PACYETHBIX, OI0/PKETHBIX
CUETOB, O IPOBEACHUH JEHEKHO-PACUETHBIX OMNepanuit
12. ITpuemo-cnaToyHbIC aKTHI P CMEHE PYKOBOAUTEIIS IIKOJIBI
13. IIpoToKOIIBI COBEHIAHUI Y PYKOBOIUTEIS
14. CBuueTenbCcTBO O MOCTAHOBKE HA YYET B HAJIOTOBOM OPTaHE IOPHUIMYECKOTO JINIA
3aoanue 2. CocTaBUTh 3aroJIOBOK Jieja Ha KaXKAbIH U3 TPU3HAKOB CHCTEMAaTU3alIUU.
Dopma KOHmMpoA: IPOBEPKA MPU3HAKOB CUCTEMATU3AINH.

~No

OLEHOYHOE CPEJACTBO Ne 19
KOMILIEKT 3AJAHUM JJISI AYIATOPHOM CAMOCTOSITEJIbHOM PABOTHI
Tema 1.2. Opranuzanus 1oKkyMeHTOB ApxuBHOTo Gonaa Poccuiickoit denepannn
Tema «®Ponn000pa3oBanue U 0CHOBBI (JOHIMPOBAHNS TOKYMEHTOB B apXUBE»

ean padoTbi:

1.3akpenuts TeopeTHyeckue 3HaHUs B 0071acT GOHAMPOBAaHUSA U (HOHI000pa30BaHHUS.

2. VSCHUTH OCHOBHBIE ITpaBuiIa (POHANPOBAHUS TOKYMEHTOB B apXHBE
3aganue:
1. CoctaBbTe cxemy MPU3HAKOB (HOHI000pa30BATENS;
2. Odopmure Tabnuiy cucTeMaTH3allUd KpUTEPUEB €IMHUI] XpaHEHUs B (QoHAe M JNaliTe UM
KpaTKYIO XapaKTePUCTHKY;
3. Onpenenurte BUAOBYIO KilacCU(UKALINIO JOKYMEHTOB B Ipejienax ApxuBHoro PoHja.

OIEHOYHOE CPEJICTBO Ne 20
KOMILIEKT 3AJTAHUM JJISI AY AUTOPHOM CAMOCTOSITEJIBHOM PABOThHI

Tema 1.3. KomiiekToBaHNe apXUBOB JOKYMeHTaMu ApXUBHOTO (poHma PO
Tema: ApxuBHOE /1€710
L]enb: N3y4UTh TEXHOJIOTHIO O(OPMIIEHUS apXUBHOTO Jiena
Ocnawenue pabomul. TOKyMEHTBI 110 JINYHOMY COCTaBY.
3aoanue: UCTIONB3YsI JOKYMEHTHI 110 INYHOMY COCTaBy O(hOPMUTH apXHUBHOE JIe710, o0parias
BHUMaHUE Ha:

—  IIOCIEN0BATENbHOCTh IOKYMEHTOB B JI€lIe

—  COCTaB JOKYMEHTOB JINYHOTO J€JIa

—  (¢usnuecKoe COCTOSHUE JOKYMEHTOB Jela

—  HyMEpaluIio JIMUCTOB

—  odopMmiieHHE BHYTPEHHEN OIUCH JOKYMEHTOB JieNa

—  odopMIIeHHE JHICTa-3aBEPUTEIIS Aea
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—  odopmiieHre 00JI0XKKH Jera

—  Teperuier Jaena.
Dopma KoHmpoJisL: TPOBEPKa coaep KaHus U 0QOPMIICHHUS JIUYHOTO JIeJIa YBOJICHHOTO
COTpY/IHHKA.

OLEHOYHOE CPEJACTBO Ne 21
KOMILIEKT 3AJJAHUM JJISI AY AMTOPHOM CAMOCTOSITEJIBHOM PABOTHI

Tema 1.3. KoMiiekToBaHre apXUBOB JOKYMEHTaMu ApXuBHOTO (poHma PO
Tema: OdopmiieHne TOKYMEHTOB JIJIfl llepelayu B apXUB
Lenp paboTsr:

1.3akperieHue cTyA€HTaMU U3YYEHHOTO TEOPETUYECKOT0 MaTepuaa;

2.0BnaneHle HaBBIKOB COCTABJICHHUS JIOKYMEHTOB, IMOMJICKAIIMX MEpefade Ha apXUBHOE

XpaHeHue

[IpaxkTueckoe 3ananue:

1. Packpoiite monsitue «IloaroroBka aena K nepeaade B apXuBy.

2.OdopMuTe THCT-3aBEPUTEITD AETIA.

3.CocTaBUTh akT Mepefaur JOKYMEHTOB Ha apXHMBHOE XpaHEHUE.

4.Odopmute HOMeHKIaTypy Aen it OAO «[Itunedadbpuka Hamxexmaa»

OIEHOYHOE CPEJICTBO Ne 22
KOMILJIEKT 3AJJAHUM JJIS1 AYUTOPHON CAMOCTOSITEJIbHON PABOTHI
Tema 1.4. Ikcnepmu3za yennocmu 00OKyMeHm o8
3aganne
1. U3yuuth nopsiiok NpOBEAEHUS KCIEPTU3bI LIEHHOCTH JJOKYMEHTOB;
2. VI3yuuTh MOJ0KEHUE 00 IKCIIEPTHOM KOMUCCUH, OTBETUTH HAa BOMIPOCHI U3 MOCOOUS;
3. OhopMUTBH aKT O BBIICTICHUU K YHHUTOXEHHUIO TOKYMEHTOB, HE TIOJISKAIINX Xpa-
HEHHUIO.
4. OnpenenuTs CPOKU XpPaHEHUS JOKYMEHTOB 10 TUIIOBOMY IEPEUHIO

OLHEHOYHOE CPEJACTBO Ne 23
KOMIUIEKT 3AIAHUIM V151 AYAUTOPHON CAMOCTOSITEJIbLHOM PABOTBI
Tema 1.5. Opranuzarus yuera 1okymeHToB ApxuBHoro gonna Poccutickoii denepamnuu u
JPYTUX apXUBHBIX JTOKYMEHTOB
3anonHuTe TabIuIy «Y4eT JOKYMEHTOB B FOCYAapCTBEHHBIX apxuBax Pdy;

Llens ycranoBnenus | Kakue  moxkyments! | Uto apnsercs | CpeactBo  yuera
MopsiAKa MTO/JIEXkKAT OCHOBOM ydera | JOKYMEHTOB
roCy1apCTBEHHOIO roCy/1apCTBEHHOMY JIOKyMEHTOB

ydyera  JOKYMEHTOB | ydery? ApxuBHoro ®onpna

ApxuBHoro @PoHja P®?

P®

Otser OtBer Otser Otser
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O EHOYHOE CPEJICTBO Ne 24
KOMILIEKT 3AJTAHUM JJISI AY AMTOPHOM CAMOCTOSITEJIBHOM PABOThI

Tema 1.8. lHpopMaImOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUN
B apXHBax
Tema: Co3nanue 6a3bl JAHHBIX «DIEKTPOHHBINA apXHUB»
L]enyv: u3ydyeHure TEXHOJIOTHH CO3JIaHUS U 00paOOTKHU MYJIbTUMEIUNHBIX MpPe3eHTAUuN
Ocnawenue pabomer: 11K, MS ACCESS? nepeueHb JOKYMEHTOB, JIeII.
3aoanue: ucnonb3ys MpeagoKeHHbIe JOKYMEHTHI CO37aTh 0a3y TaHHBIX « DIEKTPOHHBINA apXUB»,
KOTOpAast COJICPHKHT:

1)  nepeuens aen

2)  mepevyeHb JOKYMEHTOB Jelia

3)  dopmy a1 BBOAA HOBBIX JOKYMEHTOB

4)  dopmy i BBO/Ia HOBBIX €T

5)  oruer «O6I0KKa JAETIa

6) oruer «ONUCH TOKYMEHTOB JICJIa

7)  oruer «JIucT-3aBepHUTEID JIETa
dDopma koHmpoJs: TPOBEPKA AIEKTPOHHOTO (haiina.

OIEHOYHOE CPEJACTBO Ne 25

KOMILJIEKT 3AJJAHUM JJIJIS1 IPAKTUYECKOM PABOThDI
[lepeuenp npakTHUECKUX pabOT
Ne 1. Onpenenenue ¢GoHAOBON MPUHAIICKHOCTH JCIT
Ne 2. KommniekroBanue ApxuBHoro gonja PO
Ne 3. [TonmmBka u opopmiieHre 00I0XKKH [T s Iepelaun JOKYMEHTOB OpraHu3aluii B
rOCyJIapCTBEHHBIN apXUB
Ne 4. ITogroroBka u nepeaayda J0KyMEHTOB Ha XpaHEHUE B ApXUB
No 5. Dkcnepri3a IEHHOCTH TOKYMEHTOB
Ne 6. DkcnepTu3a IEHHOCTH JOKYMEHTOB MO MEPEYHSIM
Ne 7. Onpenenenrie CpoKOB XpaHEHUS JOKYMEHTOB I10 CTaThsM MepeUHeit
Ne 8. Opranusanus paboTbl SKCIIEPTHOW KOMHCCUU
Ne 9. CocraBnenue akta oT60pa TOKYMEHTOB K YHUUTOKEHHUIO B BEIOMCTBEHHOM apXUBe
Ne 10. CocraBineHue akra npHeMa-epesadd JOKYMEHTOB Ha IIOCTOSSHHOE XpAaHEHUE B
rOCyJIapCTBEHHBIN apXUB
Ne 11. Yyer 1oKyMEHTOB U A€ B I€JIONPOU3BOICTBE
Ne 12. CocraBieHue yueTHbIX JOKYMEHTOB B apXHUBE OpraHu3aluu
Ne 13. CocraBneHue y4eTHBIX JOKYMEHTOB B ApXUBE OPraHU3aluN
Ne 14. CocraBneHue akTa 0 TEXHUYECKHUX OIIMOKaX B YUETHBIX JOKYMEHTaX W MacnopTa apXvuBa u
apXHUBOXPaHWINILA
No 15. CocraBiieHne onucu JOKYMEHTOB U 1€
Ne 16. CocraBneHue KaTal0KHBIX KAPTOUYEK U J)KypHaja yueTa TEMaTHUYECKUX KapTO4deK
Ne 17. Ananu3 myreBoauTens o Goxaam apxuaa (110 BEIOOPY)
Ne 18. Ananu3 (oHIOBOTO WM TEMATHYECKOTO 0030pa (TI0 BEIOOPY)
Ne 19. Usyuenue «I1paBwt pabOTHl B YHTATBHBIX 3aJIaX TOCapXuBOB PDy. 3amoiHeHne aHKEThI
Ne 20. CocraBnenne nHGOPMAITMOHHO-CIIPABOYHBIX IOKYMEHTOB apXH1Ba
Ne 21. Vyer ucnonb30BaHus JOKYMEHTOB
Ne 22. ndpopmManimoHHO-TTIOMCKOBBIE CUCTEMBI B apXHBax
Ne 23. UndopmanioHHbIE TEXHOJIOTHH B YU€T€ apXUBHBIX JOKYMEHTOB
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3. MIPOTPAMMA ITPOMEXYTOYHOM ATTECTAIIAM (KOMILIEKT OLEHOYHBIX
CpeCTB VIl OLleHKH YPOBHSI OCBOEHUSI YMEHH s, YCBOeHUsI 3HAHUI1, cGOPMHPOBAHHOCTH
0o0mmX 1 Npo¢ecCHOHAIBLHBIX KOMIIETEHIMI MPU MPOBeIeHUU MPOMEKYTOYHOM
aTTecTalMHU)

[TpomexxyTouHasi aTTecTalysi IpOBOIUTCA B (hopMe PK3aMeHa, IeNbI0 KOTOPOU SIBIISETCS
OLIEHKA TEOPETUYECKUX 3HAHUH U NMPAKTUUYECKUX HaBBIKOB, CIIOCOOHOCTH CTYIEHTA K MBIIUICHHIO,
npuoOpeTeHne HABBIKOB CAMOCTOSITEIbHON pabOThl, yMEHHE CHHTE3UPOBAThH MOTYyUCHHbIC 3HAHUS
U IIPUMEHATh MX IIPU PELIEHUH NpakTudeckux. IIpyu npoBeneHny MpoMexyToO4YHON aTTecTaluu B
¢dopme »SK3aMEHa YpPOBEHb OCBOCHHUS OLIEHMBACTCS OLEHKAMH «OTJIUYHO», «XOPOIIO»,
«yZIOBJIIETBOPUTEIBHO», KHEYIOBIECTBOPUTEIBHOY.

IIpn mnpoBenacHUM IPOMEKYTOYHOM AaTTECTALIMM MOTYT HCIIOJIb30BAaThCS CIEAYIOLINE
OLICHOYHBIE CPE/ICTBA:

- TEOPETUYECKUE BOIIPOCHI,

- IPAKTUYECKHE 3aJaHUs

[TpomexxyTouHas arrectaiys B popMe 3K3aMeHa IMPOBOJUTCS BO BpeMs YUEOHBIX 3aHSATHMA
3a CYeT BPEMEHHM, OTBEJCHHOTO YUE€OHbBIM IIJITAHOM Ha OCBOCHUE JIUCLUIINHBI.

YcioBus npoBeieHUs IK3aMeHAa
DK3aMeH TMPOBOJUTCS B YyUEOHOW ayJUTOPHUH IO SK3aMCHAIIMOHHBIM OWJIETaM B
nuceMeHHOW ¢dopme. Ha moaroroBky cryneHtam gaercss 90 MHHYT, B TE€YEHHE KOTOPHIX OHH
IIMCBMCHHO TIOTOBATCA Ha MECTax (OTBG‘-IaIOT Ha TeOpCTI/I‘{eCKI/If/'I BOHpOC MU BBIIIOJIHAKOT
MPaKTUYECKOE 3aJ]aHKe), a 3aTeM CIAI0T padoTy MPEroaaBaTesto A MPOBEPKHU.

Pe3yJII>TaTI>I OCBOCHUS: 3HAHUA U YMCHHSA, KOMICTCHIMH, NMOMAJCKAINIUEC KOHTPOJJIIO
IpU MPOBCACHUHN l'lpOMe)KyTO‘{HOi/i aTrrecranmumn

HopsaakoBblii HOMepP

Pe3yabTaTsl ocBOCHMS OcHOBHBIE TOKA3aTeJIN OLIEHKH Pe3yJIbTaTa
OLICHOYHOT0 CPeACTBA

JloJizkeH 3HATH

CHCTEMY apXHBHOTO -3HaHME CHCTEMBI apXUBHOTO yIpaBieHus B Poccuiickoit 26, 27
ynpasiieHust B Poccuiickoit denepanuu

Deneparii ¥ OpraHU3alMo | -3HaHUE MPUHIIUIIOB OPTaHU3aIMu ApXUBHOTO (oHIa

ApxuBHOrO (poHaa Poccuiickoit denepanuu

Poccuiickoil @enepanuu

CHUCTEMY XpaHEHHS U 3HAHUE CUCTEMbI XpaHEHHUS U 00pabOTKH JOKYMEHTOB 26, 27

00pabOTKH JOKYMEHTOB

JoaxeH ymers

OpraHHW30BBIBATh YMEHHE OpPTraHU30BbIBATh AEATENbHOCTh APXHBA C YIETOM 26, 27
JIEeATEIILHOCTh apXHBa C cTaryca u npouiIs OpraHu3alun

y4eToM cTaTyca ¥ npoduis

OpraHu3aiyu

paboTats B cucTeMax yMeHHe paboTaTh B CHCTEMAax 3JIEKTPOHHOTO 26, 27
JJIEKTPOHHOTO JIOKyMEHTO000pOT

JOKyMEHT0000pOTa

HCIIONB30BaTh B YMEHHE UCIIONB30BaTh B JCATEILHOCTH apXHUBa 26, 27
JeATENbHOCTH apXUBa COBPEMEHHBIE KOMIIBIOTEPHBIC TEXHOJIOTHH

COBPEMEHHBIC KOMITBIOTEPHBIE

TEXHOJOTHH

NPUMEHSATh COBPEMEHHBIC NPUMEHEHHUE COBPEMEHHBIX METOANK KOHCEPBALIMU H 26, 27
METOJIMKY KOHCEPBALHU U pecTaBpalny apXUBHBIX JOKYMEHTOB

pecTaBpalny apXUBHBIX

JIOKYMEHTOB

OK 1. [ToHnMaTh CYIIHOCTh U | IEMOHCTpAIMsI HHTEepeca K Oyayiiel npodeccuu 26, 27

COLMAITbHYIO 3HAYUMOCTh
cBoeil Oyayuei npodeccuy,
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Pe3yabTaThl 0CBOEHHS

OcHOBHbBIE TIOKA3aTeJN OIEHKH pesyJjabTara

IopsaakoBbIii HOMepP
OIICHOYHOT0 Cpe/IcTBA

IIPOSABIIATD K HEH YCTOMYUBBII
HHTEPEC

OK 2. Opranu3oBrIBaTh
COOCTBEHHYIO ACSATECIHHOCTD,
BBIOMPATh TUTIOBBIE METOMBI U
crocoOBI BHITTOTHEHHS
po¢eCCHOHANIBHBIX 3a7ad,
OLICHHUBATH UX

3¢ (GEKTHBHOCTD U KQUYECTBO

BEIOOp ¥ TPUMEHEHHE METOIOB U CIIOCOOO0B PELICHNUS
npo¢ecCHOHANBHBIX 3a/1ad B apXHUBHOM [IETIe;
oreHka 3(pPpeKTUBHOCTH M Ka4eCTBA BHIITOTHEHHS

26, 27

OK 3. IlpuHuMaTh pemeHus B
CTaHJAapTHBIX U
HECTAaHIAPTHBIX CUTyallUsIX U
HECTH 3a HUX
OTBETCTBEHHOCTh

peuICHUEC CTAaHAAPTHBIX U HECTAHAAPTHBIX
HpO(l)eCCI/IOHaJ'ILHLIX 3aJa4 B obactu APpXMBHOTO Acjia

26, 27

OK 4. OcymiecTBasITh TOUCK
U MCTIOJIb30BaHUE
nHpopmManuu HeoOX0AUMOMH
Ut 3P PEKTHBHOTO
BBITIOJTHCHUS
npohecCHOHANBHBIX 33714,
npo(hecCHOHAIBHOTO
JIMYHOCTHOTO Pa3BUTHS

WCIONIb30BaHue pecypcoB MHTepHET u 6a3 JaHHBIX JIS
pelIeHus MPUKIIAHbIX 3a/1a4 apXUBHOTO Jesa

26, 27

OK 5. Ucnonbk3oBath
HHPOPMALHOHHO-
KOMMYHUKAI[MOHHBIC
TEXHOJIOTHH B
poheCCHOHATBHOM
JIeSTEIbHOCTH

pa60Ta B CUCTCMaAX JJICKTPOHHOT'O I[OKyMeHTOO60pOTa

26, 27

OK 6. PaboTaTh B KOJJICKTHBE
u KoMmaHze, 3QHeKTHBHO
00IIaThCS C KOJIJIEraMHu,
PYKOBOJICTBOM,
MOTPEOUTEISIMH

B3aUMo/IeiicTBHE IpernoaaBaTeneil ¢ 00yJaroIMMUCs B
X0JI1e 00ydeHHsI

26, 27

OK 7. Bparts Ha cebs
OTBETCTBEHHOCTB 3a padoTy
YJICHOB KOMaHIbI
(TIOMYMHEHHBIX ), pe3yJIbTAT
BBINIOJIHCHHS 3aJIaHUH

CaMOaHaIU3 M OCMBICIICHUE Pe3yIIbTaTOB COOCTBEHHOM
paboThI

26, 27

OK 8. CamocTtosTensHO
OTpENCISATh 3aa9u
poheCCHOHATBHOTO U
JIMYHOCTHOTO Pa3BUTHS,
3aHUMAThCA
caMo00Opa3oBaHHUEM,
OCO3HAHHO IJIAHUPOBATh
TTOBBIICHUE KBATU(HUKAIINN

OpraHU3aLys CaMOCTOSATEIbHBIX 3aHATHH NPH H3YYCHUH
po¢eCcCHOHANTBHOTO MO

26, 27

OK 9. OpuentupoBaTbcs B
YCIOBHSX YacTOW CMEHBI
TEXHOJIOTUH B
poheCCHOHATBHOM
JIeSITEIIbHOCTU

HCIIOJIb30BAHUEC B ACATCIIBHOCTHU apXUBa COBPEMEHHBIC
KOMIBIOTEPHBIC TCXHOJIOTUHN

26, 27

IIK 2.1. OcymecTBnaTh
9KCHEPTU3y HEHHOCTU
JOKYMEHTOB B COOTBETCTBUU
¢ IeUCTBYIOLIUMU
3aKOHOJATEIbHBIMH aKTaMH U
HOpPMaTHBaMH

-3HAaeT COCTaB U COJEpPXNKAHWE HOPMATHBHBIX NPABOBBIX U
HOPMAaTUBHO-METOAMYECKUX  AKTOB,  OMNPEAEISIOIUX
MOPSIJIOK SKCIIEPTH3bI IEHHOCTH J0KyMeHToB (DLI/T)

- cocTaBisAeT U OPOPMIIIET JOKYMEHTHI AJISI TPOBEICHUS
SKCHEPTHU3HI IICHHOCTH TOKYMEHTOB

26, 27

IIK 2.2. Bectu paboty B
cUCTeMaXx JIIEKTPOHHOTO
JIOKYyMEHTO0000pOTa

-3HA€T COCTaB W COJCp)KaHWE CHCTEM aBTOMAaTH3aINH
ApPXUBHOTO JIeNa
-BJIaJICeT 3HAHUSAMH MO KPUTEPHUSIM BBHIOOpA ONTHMAIBHOU

26, 27
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Pe3yabTaThl 0CBOEHHS

OcHOBHbBIE TIOKA3aTeJN OIEHKH pesyJjabTara

IopsaakoBbIii HOMepP
OIICHOYHOT0 Cpe/IcTBA

CHCTEM aBTOMAaTH3allUN apXUBHOTO Aeja

-yMEeT OCYIIECTBIATh (QYHKIMHM II0 OpraHU3aluN
ApXMBHOTO XPAHCHHS IOKYMEHTOB C ITOMOIIBIO CHCTEM
ABTOMATH3alIMH APXUBHOTO JIeNa

[IK 2.3. PazpabaTrIBaTh 1 -3HaCT COCTaB M  COAEpKaHWE  KJIACCH(HUKATOPOB, 26, 27
BECTHU KJIACCU(HUKATOPBI, HEOOXOANMBIX /ISl OPTaHU3AIMH XPAHEHHUS IOKYMEHTOB
TabeIu U ApyTrHe -yMeeT  OpraHm3oBaTh paboTy 1O  COCTaBJICHHIO
CIPaBOYHUKH IO JOKYMEHTAM | COOTBETCTBYIOIIMX CIIPABOYHHKOB, HX pPa3pabOTKy H
OpraHHU3alH. UCIIOJIb30BaHHE
1K 2.4. ObecnieunBaTh NpUEM |- 3HACT IPHHIHIBI PALIHOHATBHOTO pa3MELICHUS 26, 27
U palloHAIbHOE Pa3MeEIlIeHHE | JOKYMEHTOB B apXUBE
JOKyMEHTOB B apXuBe (B TOM |-yMeeT OpraHu30BaTh paboTy 10 IpHEMY U pa3MEIICHHIO
YHCIIE IOKYMEHTOB I10 JIOKyMEHTOB B apXUB
JINYHOMY COCTaBY)
IIK 2.5. ObecnieunBaTh yUeT U | -3HAET COCTaB, COJCPKAHUE YYCTHBIX JTOKYMCHTOB B 26, 27
COXPaHHOCTh JIOKyMEHTOB B [ apXuBe U TPEOOBAHHMS K MX 3aMOJHEHHIO
apxuBe -3HaeT olecrneuyeHne COXPaHHOCTU JIOKYMEHTOB B apXHBE
IIK 2.6. Opranu30oBbIBaTh -BJIaJieeT 3HaHUSAMHU O (opMax M METOIaxX HCIIOJIb30BaHUS 26, 27
HCTIONIb30BAaHNE apXUBHBIX ApXMBHBIX JOKYMEHTOB
JOKyMEHTOB B HAy4YHBIX, -3HACT COCTaB, COJCP)KaHNE M TOCIE0BATEIBHOCTh PA0OT
CIPaBOYHBIX U NMPAKTHUECKHUX |TI0 MCIOIB30BAHUIO APXUBHBIX JOKyMCHTOB
LEIsX -ymeeT COCTaBIIATh OTIpeeTICHHBII BUJI
MHQOPMAMOHHOTO  TNPOAYKTa apxWBa 10 HTOTaM
WCTIOJIb30BaHMS apXUBHBIX TOKYMEHTOB
[IK 2.7. OcymecTBiaTh -3Ha€T COCTaB W COJICpKaHHS pPadOT, COCTABIISIOIINX 26, 27

OpraHU3aIOHHO-
METOIUYECKOE PYKOBOJICTBO U
KOHTPOJIb 32 paboTOM apXuBa
OpraHHU3aliy U 3a
opraHu3anueil 10KyMEeHTOB B
JIeTTOTIPOM3BO/ICTBE

OpraHu3alMOHHO-METOJUYECKOE PYKOBOACTBO U KOHTPOJIb
pabOoThHI apxX¥Ba OpPraHU3AIMU U OPraHU3alUuU JOKYMCHTOB
B JICJIONIPOU3BOLCTBE

-yMEET OCYILIECTBJIATh JCHCTBUA 10 OpraHu3aluud |
MPOBEJICHUIO KOHTPOJSI pabOThl apXWBa M OpraHU3alldd
JIOKYMEHTOB

O EHOYHOE CPEJACTBO Ne 26

INEPEYEHb TEOPETHYECKHUX BOITPOCOB

1. Knaccudukanuust TokyMeHTOB U Jien B npeaenax A® PO.
2.Opranusanys JOKYMEHTOB U JIell B Ipeieax apXUBOB.
3.Omnpenenenue GOHIOBOM MPUHAICKHOCTH JOKYMEHTOB M TPAHUI] apXUBHOTO (POHIA.
WHpopmannoHHO-TIONCKOBBIE CUCTEMBI. ba3bl TaHHBIX.
4.KommiekroBanue ApxuBHoro gonaa PO.
5.Ilepenaua TOKyMEHTOB Ha XpaHEHHE B BEIOMCTBEHHBIH apXUB U TOCYJIapCTBEHHBIN apXuB.
6. DKcriepTH3a EeHHOCTH JOKYMEHTOB.
7.1lepeunn nokymeHToB. COBpeMeHHas CUCTeMa NepeYHel U UX CTPYKTypa.
8. Yd4er 10KyMEHTOB apXuBa.
9.006ecrieuenne COXpaHHOCTH JOKYMEHTOB, UX MECTOHAXOKCHUE B apXUBE.

10.
JIOKYMEHTOB.
11.
12.
13.

uHpopMaluu. ApXUBHAs OMKCh U HAYYHO-CIPABOYHBIN amnmapar K Hei.

14.

CucreMa KaTajoroB B apXHUBe.
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Oco0o0 1eHHbIe TOKyMEHTHI apxuBa. Co3/1aHne cTpaxoBoro (oH/1a apXUBHBIX

Hayuno-cripaBounslii anmapat apxuba. Knaccudukanus apxuBHOM TOKyMEHTaIUU.
VYuer 10KyMEHTOB apXHBa.
AHaAIMTUKO-CUHTETHYECKAst 00pab0OTKa PETPOCIIEKTUBHON JOKYMEHTHOM




15. ApXMBHBIE TyTEBOJAUTENH.

16. HononHutensHble cripaBounble cuctembl HCA.

17. Hanpasienus ucronb30BaHUs ApXUBHBIX JTOKYMEHTOB.

18. @DOopMBbI UCIIOJIB30BAHUS APXUBHBIX JJOKYMEHTOB.

19. PerynupoBanue nocrymna Kk JokymeHTam ApxuBHoro ¢onna PO.

20. JIOKyMEeHTBI, OIJIeKalUe 3aCEKPEUNBAHUIO U PACCEKPEUHBAHUIO.

21. OCHOBBI apXUBHOH 3BPUCTHKHU.

22. AHanu3 UCMOIb30BaHUS APXUBHBIX JTOKYMEHTOB.

23. Opranuzanus paboThl TOCYIapCTBEHHOTO U BEAOMCTBEHHOT0 apxuBa. HopmaTuBHO-
npaBoBas 0asa.

24, MeHe)KMEHT B apXUBax.

25. Nudopmartuzamus apXuBHOTO Jiea.

26. DJEeKTPOHHBIE JOKYMEHTHI U apXHBBHI.

OLEHOYHOE CPEIACTBO Ne 27
NEPEYEHb MPAKTUYECKHNX 3ATAHUAM
OdopMHUTB aKT O BBIJCIEHUH K YHUUYTO)KEHUIO HAyYHO-TEXHUYECKON TOKyMEHTAIIHUH.
CocrtaBuTh 3aKa3 Ha BbIIAYy JJOKYyMEHTOB COTPYAHHUKAM OpPTaHU3aAIIH.
CocraBieHue KapTouky NOo(OHI0BOI0 TONOrpahuIecKoro yKazarTes.
3anosHUTh KapTOUKY y4E€Ta ABIKEHUS HAYUHO-TEXHUYECKOW JJOKYMEHTAIUH.
CoctaBuTh 00JI0KKY Jena.
CocTaBUTh JIUCT ONMHCH IEKTPOHHBIX JOKYMEHTOB ITOCTOSIHHOTO XPaHEHHS
3an0JHUTh KHUTY Y4eTa MOCTYIUIEHUH U BBIOBITUS IOKYMEHTOB.
Odopmuts mct Gouaa
Odopmuts KapTouky GoHIa
0. 3amoyHUTB INCT-3aBEPUTETH JeTIa.
1. CocTaBUTh apXUBHYIO HCTOPUUYECKYIO CIIPABKY.
12. 3amomHUTH KapTOUYKY MOTH30BATEIIS
13. 3anmonHUTH KypHaI PErUCTPALlH BBIIAHHBIX KOIHH, BBINHUCOK, CIPABOK, TEMaTHYECKUX
MaTepHaIoB.
14. 3anonHUTH KypHaaI perucTpaliy MOCEUIeHUH MOIb30BaTENIIMU YNTAILHOTO 3aJa.
15. Co3natp npuka3 o BbIACIEHUH JOKYMEHTOB U J1€71 K YHUUTOXEHUIO.
16. CoctaBuTh aKkTa puemMa-rnepeiaun Ipyu CMEHE PyKOBOIAMTEINSI apXUBa.
17. 3anonHUTH KapTOUKy yueTa paboThl ¢ OpraHu3aIuei.

RRoOoo~NoOR~wNE
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4. OCOBEHHOCTH TEKYIIEI'O KOHTPOJIS 1 TIPOMEXYTOUYHOM ATTECTAIIUMA
JIML C OT'PAHUYEHHBIMH BO3MOXHOCTAMMU 310POBbBA C
HAPYHIEHUAMMU CIIYXA

[Ipu mpoBeAeHHMH TEKYLIEro KOHTPOJIL M MPOMEXYTOYHOH arrectanuu oOecreuyuBaeTcs
COOJIIO/IEHHE CIIETYIOUINX TPeOOBAHHIA:

JUI 00yYaroIUXCcs U3 YKCia JMI C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU 3/10pOBbs TEKYLIHH
KOHTPOJIb M TPOMEXKYTOYHAs  aTTecTalusi HNpPOBOJUTCA C  Y4eTOM  OCOOEHHOCTEH
NCUXO(QU3UUECKOr0 pPa3BUTHS, UHIUBHIYaJIbHBIX BO3MOXXKHOCTEH M COCTOSHUS 3[0POBbS TaKUX
BBIITYCKHHUKOB (J1aJiee - UHAUBU1YaJIbHbIE OCOOCHHOCTH).

MEpONPUATHS MO TEKYIIEMY KOHTPOJIIO M IPOMEXKYTOUYHOM aTrrecTaluy Uil JIML C
OTpaHUYECHHBIMH BO3MOXXHOCTSIMH 3I0POBBSI B OJIHOM ayAWTOPHUH COBMECTHO C OOyYaroIIMMUCH,
HE HMMEIONIMMHU OrPaHMYEHHBIX BO3MOXKHOCTEH 30pPOBbS, JIOIYCKAeTCs, €CIM 3TO HE CO3JaeT
TPYAHOCTEH 151 00YJaIOIIUXCS;

IOPUCYTCTBUE B ayJAUTOPUHM ACCHUCTEHTA, OKAa3bIBAIOILEro OOYYaroIUMCS HEOOXOIUMYIO
TEXHUYECKYIO TIOMOIIb C YY4ETOM MX HHAWBHIYAIbHBIX OCOOEHHOCTEH (3aHATH pabouee MecTo,
HOHATH U 0OPMUTH 33JaHKE, 0OLIAThCS C MIPENoAaBaTelieM);

o0ecrieyeHre HaM4YMsl 3BYKOYCHJIMBAIOIIEH ammaparypbl KOJUIEKTHBHOTO ITOJIb30BAHMS,
IpU HEOOXOTUMOCTH IPEJOCTaBIAETCS 3BYKOYCWIMBAIOLIAs anmapaTypa HHAWBHUIYaIbHOTO
MOJIb30BAHMS;

nyOonupoBaHHe HEOOXOIMMOW 3BYKOBOM HH(poOpmauuu, oOyyaroliero marepuana
TEKCTOBBIMH U Ipa)U4eCKUMU H300paKCHUSIMH, 3HAKAMU WJIM B BUJIE SJICKTPOHHOTO JJOKYMEHTA,
JOCTYITHOTO C TIOMOIIbIO KOMIIBIOTEPA;

NpefoCTaBlIeHHe OOydJalomMMCcs TpaBa BbIOOpA ITOCIIEAOBATEIFHOCTH  BBITOJHEHHUS
3aJJaHUs M YBEIMYEHHE BPEMEHHU BBINIOJIHEHHUS 3aJaHMs (110 COIJIACOBAHUIO C IPETO/IaBaTelieM);
Mo JKEJTaHWI0 OOYyYaroIIerocsi YCTHBIM OTBET INPH KOHTPOJIE 3HAHWH MOMKET IMPOBOJUTHCS B
MUCEMEHHOMH (hopme.

NpeOCTaBIICHNEe WHBAIUAAM TI0 CIyXy NPU HEOOXOIUMOCTH YCIYT'H C HCIIOJIb30BaHUEM
PYCCKOTO JKECTOBOTO s3bIKa, BKIIOYas oOecreueHue JoMycka Ha OOBEKT CypJONepeBOIUYHMKA,
tudonepeBotunKa (B OpraHM3alM JOJDKEH OBbITh TakoM creunuaaucT B IITaTe (€ciau 3TO
BOCTpeOOBaHHAsl yCJIyra) WM JIOTOBOP C OpPraHM3ALUSAMH CHUCTEMbI COLMAIBHOW 3aIlUThl WMIIH
0OIIECTBOM TITyXHUX 10 MPEJOCTAaBICHHUIO TAKUX YCIYT B Clly4ae HE0OOXOIMMOCTH).

HpaBnna ITHUKETA IIPHU oﬁmem/m C Oﬁy‘lalOllll/[Ml/ICﬂ, HMCHOIIUMHU HAPDYHICHHUSA CJIyXa

[Ipu pasroBope C 4eTOBEKOM, Y KOTOPOTO TUIOXOM CIyX, CIAEAYeT CMOTPETh MPSIMO Ha HETO,
HE 3aTeMHss JIMIO M HE 3aropakMBas €ro pyKaMH, BOJOCAMH WJIM KaKUMHU-TO MPEIMETAMH.
CobeceqHUK TOJDKEH UMETh BO3MOXKHOCTD CJIEIUThH 32 BEIPAKEHUEM BAIlleTo JIUIIA.

CyuiecTByeT HECKOJIBKO TUIIOB U CTeNEeHEH TyX0oThl. COOTBETCTBEHHO, CYIIECTBYET MHOTO
CIOCO0OB OOIIIEHMS C JIFOJbMHU, KOTOPBIC TUIOXO chiblmar. Kako# mpeamnodectb crnocod — MOXKHO
CIPOCUTD Y HUX.

HCKOTOpBIe JIFO U MOFYT CJIbIIIaTh, HO BOCHpI/IHI/IMaIOT OTACJIBHBIC 3ByKI/I HeraBI/IJ'H)HO. B
ATOM cllydae clielyeT TOBOPUTH OoJiee TPOMKO M HYETKO, MoAOWpasl MOAXOISAIINA ypoBeHb. B
JIPYroM cliydae TIOHQJOOUTCS JIUIIb CHU3WTHh BBICOTY TOJOCA, TaK KaK 4YEJIOBEK YTPaTHI
CIOCOOHOCTH BOCIIPUHIMATDH BHICOKHE YACTOTHI.

qTO6BI HpI/IBHe‘—IB BHHUMAHHE YCJIOBEKaA, KOTOpBIfI IIJIOXO CJIBIIINT, HGO6XO)II/IMO I103BaTh
ero 1o umeHu. Eciii oTBeTa HeT, I0MyCKAeTCs Cerka TPOHYTh YeJIOBEeKa WIIH K€ ToMaxaTh pyKOH.

OO0mue mpaBwIa OOIICHHS:

- CJIelyeT TOBOPUTH SICHO U POBHO. He Hy)XHO M3nMIIHE NoJ4YepKUBaTh uTO-T0. KpHuuaTts,
0COOEHHO B yXO0, TOXKE HE CIICYET;
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- IpU HEOOXOMMOCTH TIOBTOPHUTH (pasy cienyeT nepedpasupoBarb CBOE MPEIOKEHUE U
UCTIOJIb30BATh JKECTHI;

- HOPMOU SIBJISIETCS CIIPOCHUTH, TMOHSII JIU Bac COOECETHUK;, HEOOXOIUMO YOEIUTHCS, YTO
co0eceTHUK MOHST UH(POPMALIHIO B IIOJTHOM 00bEME;

- ecnu cooOmraercss MHPOpMaLUs, KOTOpasi BKIIOYAeT B ce0s HOMEp, TEXHUYECKUH WU
JPYTO CIIOKHBINA TEPMUH, aPEC, JIy4Ille HAIIKCATh €¢;

- €CJIM CYIIECTBYIOT TPYIHOCTU IMPH YCTHOM OOINEHUH, HEOOXOIMMO YTOUYHUTH yI00CTBO
crioco6a oOLIeHHS — IEPETIUCKH;

- n30eraiite oOWEHUS B OOJBIIMX MM MHOTOJIOAHBIX IMOMEUICHUSX, TaK KaK TPYIHO
O0IIATHCS C JIFOJIbMHU, KOTOPBIE TUIOXO CIBIMIAT B IIYMHBIX MIOMEIICHHUSX. SIpKOe COJTHIIC HITH TCHb
TOYKE MOTYT MOCTYXHTb Oapbepamu;

- OYEHb YACTO TIYXHE JIOJAHM UCIOJIB3YIOT S3bIK JKeCTOB. Eciu 00IeHne ocymiecTBiseTcs
gyepe3 IMepeBOJYMKA, HEOOXOAUMO YYHMTHIBaTh, 4YTO OOpamarbcs HAAO0 HEMOCPEICTBEHHO K
COOECEIHHKY, a HE K MIEPEBOTUUKY;

- HE BCE JIIOAM, KOTOpBIC ITUIOXO CIIBIIIAT, MOTYT 4HTaTh mo rydbam. OO 3TOM ciemyer
YTOYHUTH TPH MEepBOU BcTpeue. Ecinu cobeceHUK 00J1aaeT 3TUM HABBIKOM, HYXXHO COOJIIOJIATh
HECKOJIbKO BaXKHBIX MPAaBWJI © TIOMHHUTh, YTO TOJBKO TPH U3 JECATH CJOB XOPOIIO
MIPOYUTHIBAIOTCS;

- HEOOXOIUMO CMOTPETh B JHUIIO0 COOECEAHHKY K TOBOPUTH SICHO W MEJJICHHO,
UCIIO0JIB30BATh MPOCThIC ()pa3bl U U30eraTh HECYIIECTBCHHBIX CIIOB,

- HEOOXO/IUMO HCTIONB30BaTh BBIPAKECHUE JIMIIA, JKECTHI, TEJIOJIBUKCHHUS, €CIH XOTHTE
MOTYEPKHYTH WU MPOSICHUTH CMBICIT CKa3aHHOTO.
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