[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

OVO: ArpMITTPEACCTEPC PBONAYKH M BBICILHETO OBPA30BAHMSI POCCUIICKOM ®EJIEPALIMN

HomkHocts: AMBENEPAEBFHOE T'OCYJIAPCTBEHHOE ABTOHOMHOE OBPA3OBATEJIbHOE YUPEKJIEHUE
Hara nognucanms: BEICHIETQ OBPA3SOBAHUA «MOCKOBCKHUM MOJIMTEXHUYECKAA YHUBEPCUTET»

YHMKanbHbIN N OKGCARGKUN UHCTUTYT ( JIMAJ) MOCKOBCKOI'O IOJIMTEXHUYECKOI'O YHUBEPCUTETA
z539477a§ec¥;g%gc§c?ﬁ§iﬁcﬂTeBEEEcEaBUE

fo s SN YTBEPIKIAIO
FEs 287 apB a3 1 Alnpexrop puanana
_ o 2 A.B. Aradonos

: ; "‘_,__'.' '2_7".-'-*; _» __oxTA0pa 2021,
:é‘-. )k ;\’I.i}. _\G'..-
S >

-

METOJIMYECKUE YKA3AHUS K
MPAKTUYECKUM 3AHSITUSIM
MO TUCHUILINHE

«MJK 02.02 Opranmn3zanus padoTbl ApXUBa B CY/1€»
(Koa 1 HAaMMEHOBaHUE JAUCIUIIUHBI)

YpoBeHb
po¢eCCUOHATIEHOTO Cpennee npodeccnonajbHoe 00pazoBanme
oOpazoBaHUs
OG6pa3zoBarenbHas IIporpamMMa NOAroTOBKHU CHENMAJNUCTOB CPEIHEro 3BEHA
mporpaMmma

40.02.03 IIpaBo u cyiedHOE AAMUHUCTPUPOBAHNE
CroennaibHOCTh

(Ga3oBas OATOTOBKA)

Ksamuduxanus

CrnenyajaucT mo cyie0HoMyY aAMUHUCTPUPOBAHUIO
BBIIIYCKHHKA
dopma 00yueHus Ounast

N
N
[\®]

I'on Hauana oOy4yeHust 2022



Yeboxkcapsr, 2021



3

Metonuueckne ykazaHus K TPAKTHYECKUM 3aHATHSM 1O y4eOHOU
mucruuimasl MJIK 02.02 Opraamsaius paOoThl apXuBa B CyJe 00yUYaIOIIUMHUCS
no cnenuanbHocth: 40.02.03 IIpaBo u cyneOHOe aIMUHUCTPUPOBAHUE.

Opranuzanus-pa3padoTuuK: Yebokcapckuit WHCTUTYT (unman)
dbenepaabHOro rocyJaapcTBEHHOIO0 aBTOHOMHOI'O 00pa30BaTEIbHOTO YUYPEIKIICHUS

BBICHICTO O6[2&30B3HI/I${ «MOCKOBCKUM NOJUTECXHUYCCKUI YHHUBEPCUTCT»

Pazpabotunku: CkBoprioBa Hanexna HukonaeBHa, KaHIWIAT FOPUANIECKUX
HayK, JionieHT kadenpwr [IpaBo

Meroauueckie ykazaHUs OJIOOpEHBI Ha 3acemaHuu Kadeapbl I[IpaBo
(mporokoa Ne 2. o1 16.10. 2021).




MNOACHUTEJIBHASA 3AIINCKA

Meroauueckie yKa3aHHsS 110 BBIIOJHEHUIO MPAKTHYECKUX 3aHATUH 10
muciuuinae MJIK 02.02 «Opranuzanust padoThl apXxuBa B CyAe» MpeaHA3HAYECHbI
st oOydaronuxcsi no  cnenuanbHoctd  40.02.03  «IlpaBo u  cyneOHoe
aIMUHUCTPUPOBAHUE

Pe3ynpTaToM OCBOEHHUS NHUCUUILIMHBI SBISETCS TOTOBHOCTh OOYYarOIIErocs
K BBINOJIHEHUIO BHAA NPO(ECCUOHATBHOM JAESITeIbHOCTH M0 CIHEUUaIbHOCTH
40.02.03 TIIpaBo u cyaeOHOEC aJIMUHUCTPUPOBAHUE M COCTABJISIONIMX €T0
npoecCUOHAIbHBIX  KOMIETEHIMH, a  Takke  OOIMMUX  KOMIETEeHIIHH,
dbopmupyromuxcs B mpouecce ocBoeHus [NIICC3 B nenom.

Paboueit mporpamMMoil  IUCHMIUTMHBI — MPETYCMOTPEHO  BBIOJTHEHHUE
00y4aroLMMUCS MPAKTUYECKUX 3aHITUH.

[lenp n3yuyeHuss Kypca — 3HaTh OpPraHU3alMI0 pPaOOThl apXWBHOIO JEJjia B
cyne.

[lens pabor — yrayOneHue, pacHIUpEeHUE U 3aKpEIUICHUE 3HaHMUIA,
MOJIYYEHHBIX HA TEOPETUUECKUX 3aHATUAX MO TAHHOM JMCLMILIUHE.

CocTaB u cofepkaHle TPAKTUYECKUX 3aHITHI HAIpaBJICHbl HA PEeATU3ALNIO
(denepanbHbIX TOCYIApCTBEHHBIX TpPeOOBAaHUNW K MHUHUMYMY COJACpXKaHUSA H
YPOBHIO MOJTOTOBKH BBIITYCKHUKOB.

OHU JOJDKHBI OXBaThIBaThb BECh KPYr MPO(PECCHOHAIBHBIX yMEHWH, Ha
NOATOTOBKY K KOTOPBIM OPHUEHTHpPOBAaHA JaHHAs AMCIUIUIMHA U BCA MOATOTOBKA
CHEIHAIIUCTA.

OOyueHue MOXKET OCYHIIECTBISATHCS B Pa3IUYHBIX (opMax — JIEKIUIX,
NPAKTUUECKUX 3aHATHSIX U Ap. [Ipum 3ToM BaxkHas poiib B Ipolecce 0O0ydeHHs
00y4aroerocss — CrenualucTa mo cyAe0HOMY aJMUHUCTPUPOBAHUIO OTBOIUTCS
€ro CaMOCTOATEIbHON padoTe.

OpHako KpoMe€ TEOpPEeTHYECKHX 3HaHUM, CHEeHUAIUCTy MO0 CcyAeOHOMY
aAMUHUCTPUPOBAHUIO TpeOYIOTCA M MPAKTUYECKUE HaBbIKA, HEOOXOIUMBbIE
KKJIOMY CIIELIUATIUCTY B 00JaCTH IOPUCTIPYACHIINH.

[IpakTuyeckue 3HaHUA OOydYaroUIMECs MPUOOPETAIOT Ha MPAKTUYECKHUX
3aHATHSAX.  [lyTeM — mOpakTHYECKUX  3aHATHA  NPOBEPSIOTCS  PE3YJIbTAThI
CaMOCTOSITEJIbHOM MOJATOTOBKH M IMPOUCXOJUT OLEHKA 3HaHUW. Bce 3To mo3BoJiser
oOydJaromMmcsi  3aKperuTh,  YIIyOuTh,  YTOUYHUTH  TOJYYEHHYIO U3
COOTBETCTBYIOIIUX UCTOYHUKOB IMPABOBYIO HHPOPMAIIHUIO.

Takum 00pa3oM, OCHOBHas 3ajaya MPAKTUYECKUX 3aHIATUA MO Kypcy -
Hay4YuTh OOyYarOlMXCAd MPUMEHSATh HAa MPAKTUKE ACHCTBYIOIINE HOPMBI IpaBa B
00J1aCcTH TPaXIaHCKOTO CYIOMPOU3BO/ICTRA.

Tekymunit KOHTPOJIb: YCTHBIM OIPOC U TECTUPOBAHUE.

WTOroBeIii KOHTPOJIb —3K3aMEH MO MOIYJIIO.

®opMbl U MeETOAbl Y4yeOHOW palOOThI: JIEKUWHU, MPAKTUYECKHE 3aHSTHS;
TECTBI.

Kputepusimu o1ieHKH pe3ybTaToB MPAKTUYECKUX PaOOT SBISETCA:

- YMEHHUE NPUMEHSTh Ha MPAKTUKE TEOPETUUYECKUE 3HAHUS M0 OpraHu3aluu
paboThl ApXUBOB CYJIOB;
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- CaMOCTOSITEJIbHOE COCTABJIICHUE pA3JIMYHBIX BHUAOB JOKYMEHTOB,
00eCreurBaOIINX IEATEIbHOCTh apXUBa Cy/a;

- IIPUMEHEHHWE HOPMATHBHBIX IIPABOBBIX AKTOB IIPM  Pa3peLICHUHN
IIPAKTUYECKUX CUTyaLUN.

IIpakmuueckue 3ansamusi HanpasieHvl HaA HOPMUPOBAHUE KOMNEMEHYUIL:

IIK 1.4. OGecnieunBaTh pabOTy apxuBa CyJa.

Bcero Ha npaktuueckue 3aHaTHs — 20 4acos



1.OBIIHME ITOJIOKEHUA

IIpakTn4yeckoe 3ansitue no teme 1.
Opranuzanus U BeJeHHe apXUBHOIO /1eJIONPOU3BO/JCTBA B Cy/Ie

®opma padOThI: YCTHBIN ONPOC, TECTUPOBAHUE

Hean: copmupoBaTh mnpencrtaBieHue o0 OpraHu3alMd U BEACHUU
apXUBHOTO JEJIONPOU3BOACTBA B CYJIE

KosmnuecTBo yacoB: 2 yaca

Koab1 popmupyembix komnerenumia: [1K-1.4

YcTHBI onipoc:

PykoBonicTBO Opranuzaiueii apXxuBHOTO JIETOMPOU3BO/ICTBA B CY/IE.
JIoJKHOCTHBIE 00s13aHHOCTH pabOoTHI anmnapara cyja.

[TonsiTe apXWBHOTO Jie7ia U apXHUBHOTO JieTia B CyJI€.

ObecrieueHne IesTEILHOCTH apX1UBa Cy/ia.

[TocTosiHHBIC W BpPEMEHHBIE CPOKH XpaHEHHUsS JOKYMEHTOB B apXHBE

Nk W=

cyna.
MecTto xpaHeHus U KOMIUIEKTOBAHUE apXHBa CyJa.
Yuer 1 UCIIOIB30BaHUE APXUBHBIX JIOKYMEHTOB.
ObecrieueHne JocTyna K apXUBHBIM JJOKYMEHTaM CyJa.

9. [InanupoBaHue U KOHTPOJIb pabOThI ApXUBOB CY/Ia.

10. Tlonsarue nHpOpmMaIK B apXUBHOM JIOKYMEHTE.

11. HWudopmaruzanus apXuBHOTO Jelia B CyJe€.

12.  TloHATHA, TEPMHUHOJIOTMYECKHI anmapar B OOJacTH JAESITeIbHOCTH
apXHUBOB CYJOB.

13. ITpeaMeT u CyIIHOCTh apXUBHOTO JI€JIa B CY/E.

14.IcTOYHUKH apXUBHOTO Jiesia B Cy/IE.

15.KeM B cyzie OCylIECTBISETCS ApXUBHOE JIETIO.

=R

Kpurepuun oneHuBanmsi:

Onenka «5» - BbICTaBIsAeTCS  OOyYarONIUMCS, OCBOMBIIUM  BCE
MIPEyCMOTPEHHBIE TTPOQeCcCHOHaIbHBIE U O0IIMe KOMIICTCHIIUU, 0OHAPYKUBIITUM
BCECTOPOHHEE, CHUCTEMAaTU4YeCKOe U TIIyOOKOe 3HaHHME Y4YEOHO-IIPOTrPaMMHOTO
Marepuaia, YMEHHE CBOOOJHO BBITIOJHATH 3aJlaHUSA, TMPETyCMOTPEHHBIC
MPOrpaMMOM, YCBOMBIIMK OCHOBHYK) UM 3HAaKOMBIA C JIONOJHUTEIbHOU
JUTEPATYPOH,  PEKOMEHAOBAHHOM  MPOrpaMMOM,  yMEIOUIMM  HaXOJUTh
HEOOXOMMYI0 UWH(OpMalMI0O U HCHOJIb30BaTh €€, a TaKKe YCBOUBIIUM
B3aMMOCBSI3b OCHOBHBIX TMOHSATHI JAUCIUIUIMHBI, MPOSBUBIIUM TBOPUYECKHUE
CIOCOOHOCTH B TIOHUMAHUHM, U3JI0’KEHUHU U UCIIOJIb30BAHUH YU4€OHO-TTPOTPAMMHOTO
Marepuana.

Onenka «4» - BbICTaBIsAe€TCS OOYyYarONIMMCS, OBJAACBIIMM OOIIUMH U
npodeccuOHaIbHBIMU ~ KOMIIETEHIIUSMH, TPOJEMOHCTPUPOBABIIUM  XOpOIIIee
3HaHHE  Y4YEOHO-NIPOTPaMMHOTO  MaTepuayia,  YCHEIIHO  BBITOJHSIONUM
MPEAYyCMOTPEHHBIE B MPOrpaMMe 3aJlaHHs, YCBOMBIIMM OCHOBHYIO JIUTEpaTypy,
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PEKOMEHJIOBAaHHYI0 B MpPOrpaMMe, a TAaKXE IIOKa3aBIIMM CUCTEMATUYECKUN
XapakTep 3HaHUM 10 JUCHUIUIMHE, CIIOCOOHBIM K HX CaMOCTOSITEIbHOMY
MOTNIOJJHEHUI0O W OOHOBJIEHUIO B XOAE JajbHEdmedl y4eOHOH palboTel U
po¢eCCUOHATILHON JIEATEIbHOCTH.

Onenka «3» - BbICTaBISIETCS OOyYarOUMCs, OOHApYXUBLIMM 3HAHUE
OCHOBHOTO YYE€OHO-NPOrPaMMHOIO MaTepuajia B 00beMe, HeoOXOAUMOM ISt
nanpHedmen  yd4eObl W TpeAcTosmmied  paboThl MO CHEIMaIbHOCTH,
CIPABJISIIOIIEMYCSI C BBINOJIHEHUEM 3aJaHuM, MPEyCMOTPEHHBIX MPOTrpaMMOi,
3HAKOMbIM C OCHOBHOW JIUTEPATypoOH, pPEKOMEHJOBAHHOMW IPOrPaAaMMOM,
JIOTYCTUBIIIUM TOTPEIIHOCTH B YCTHOM OTBETE M IPHU BBHINOIHEHUH 3aJaHUM, HO
o0JaaronM HEOOXOIMMBIMU 3HAHUSIMU JJI UX YCTPAHEHUS IMOJ PyKOBOACTBOM
npenogaBarenss. OOmue U npodeccuoHATbHbIE KOMIIETEHIIMM Y  TaKUX
oOyuaroruxcst chopmMupoBaHbl MO0 CHOPMHUPOBAHBI YACTUYHO M HAXOMSITCS HA
cTaauu GOpMHUPOBAHUS, HO TOJI PyKOBOJCTBOM IpenoAaBaressi OyayT MOJIHOCTHIO
c(hOpMUPOBAHEI.

OneHka «2» - BBICTaBISAETCA O0yYarolMMCs, OOHApyXUBLIUM IMpPOOEsbl B
3HAHMSIX ~ OCHOBHOTO  y4e€OHO-NMPOrpaMMHOIO  Marepuaina, JIOMyCTHUBUIUM
NPUHIUIUAIbHBIE OIIMOKA B BBINOJIHEHUH MPEAYCMOTPEHHBIX MPOrpaMMOi
3aJlaHui, ecnu o0mue U npodecCuoHaNIbHbIE KOMIETEHIIMH HEe C(OPMHUPOBAHBI,
BU/JIbI TPOGECCUOHANBHON IEATEILHOCTH HE OCBOEHBI, €CJIM HE MOTYT MPOJIOJKUTh
oOydeHHe WM MPUCTYNHUTh K MPOPECCHOHAIBHON NEATENBHOCTU MO OKOHYAHHUH
TeXHUKyMa 0e3 JOMOTHUTENbHBIX 3aHATUH MO COOTBETCTBYIOLIEH AUCIIUIUIMHE

TecTupoBanmue:

1. B cocmas Apxuenozo gponoa PD exoosm doxymenmol:

a) HaxoJsIuecs: Ha Tepputopuu PO apXuBHBIE JOKYMEHTHI HE3aBUCUMO OT
UCTOYHMKA UX O0O0pa3oBaHUs, BHAA HOCUTENS, MeCTa XpaHeHUs U (DOopMbI
COOCTBEHHOCTH.

0) rocyJapCTBEHHBIX OPTAaHOB BJIACTH.

B 0Opasyromuecs B IEATeIbHOCTH BCEX OpraHu3aIlfii, 3aperucTpUupOBaHHBIX
Ha Teppuropun PO

2. Jloxymenm, co30aumuviii opeanuzayueu, OO0JHCHOCMHBIM JUYOM UTU
2paAdsCOAHUHOM, OQ)OPMIIEHHBIU 8 YCIMAHOBIEHHOM NOpAOKe:

a) o(UIMATLHBIN TOKYMEHT

0) AIEKTPOHHBIN JOKYMEHT

B) apXUBHBIN JOKYMECHT.

3. 3axonooamenvcmeo 06 apxusHom oene 6 Poccuiickoti ®eodepayuu
cocmoum us:

a) @enepanbHoro 3akoHa «O0 apxuBHOM zeine B POy, apyrux denepanbHbIx
3aKOHOB, a TaKX€ U3 MPUHUMAEMbIX B COOTBETCTBUM C HUMHU MHBIX HOPMATHUBHBIX
npaBoBbIX akTOB Poccuiickon ®Denepauuu, 3aKOHOB U HHBIX HOPMATHBHBIX
MPaBOBBIX aKTOB CyObeKTOB Poccuiickoit deneparuu

0) Koactutymuu P® u moa3akoHHBIX aKTOB

B) deepaabHbIX KOHCTUTYITMOHHBIX 3aKOHOB U DeiepaabHbIX 3aKOHOB
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4.  Xpouonocuueckumu paruyamu  apxusHoco GoHOa  opeanuzaAyUU
AGNSAIOMCAL:

a) MepHOoJl HAXOXKJACHUS JTOKYMEHTOB B apXHBE OpraHU3aluu (0 nepenadu B
roCyapCTBEHHbIN apXUB)

0) mepuoj; HaXOXKJICHHS JOKYMEHTOB B TOCYIapCTBEHHOM apXUBe

B) odUIIMAIbHBIC 1aThl 00pa30BaHUS U JIMKBUIAIIMN OpraHU3aIun

5. Opeanuzayus xpaunenusi OOKyMeHmMo8 — dmo:

a) cucTeMa MEpONpUITUH, BKIIOYAIONIAs pallMOHAIbHOE pa3MeIICHUE
JOKYMEHTOB, KOHTPOJb 3a MX JBWXKEHHEM M (PU3HUYECKUM COCTOSHHEM,
KOIUPOBAaHKWE JIOKYMEHTOB C II€JbI0 CO3/aHHMs cTpaxoBoro ¢oHaa u QoHaa
M0JIb30BaHMS, BOCCTAHOBJICHHE (pecTaBpallys) MEpPBOHAYAIBHBIX WM OJU3KHUX K
MepBOHAYAIBLHBIM CBOMCTB M BHEIIHHUX MPU3HAKOB JIOKYMEHTOB, MOJBEPIIINXCS
MOBPEXACHUIO WIN Pa3PYIICHUIO

0) KOMIUIEKC B3aWMOCBSI3aHHBIX YYETHBIX JOKYMEHTOB W 0a3 JaHHBIX,
OTPAXKAIONIUX KOJIMYECTBO M COCTAaB JIOKYMEHTOB apXvBa OpraHU3allMd U HUX
W3MEHEHHUS, COCTaBHAs 4YacTh CUCTEMbl T'OCYJIAPCTBEHHOTO y4eTa JOKYMEHTOB
ApxuHoro ¢onaa Poccuiickoit denepanuu

B) M3y4YCHHUE JIOKYMEHTOB Ha OCHOBAaHUM KPUTEPUEB WX LIEHHOCTH B IEIAX
OTpeNIeSIieHUs] CPOKOB XPaHEHHUS JOKYMEHTOB W OTOOpa WX Ha TOCTOSIHHOE
XpaHeHue

Kpurepun oneHuBanmsi:

Ouenka «5» - He meHee 80% MpaBUIbHBIX OTBETOB;
Ouenka «4» - 65-79% npaBUIIbHBIX OTBETOB;
Ouenka «3» - 50-64% npaBUIIbHBIX OTBETOB;
OueHnka «2» - menee 50% npaBUIbHBIX OTBETOB.

IIpakTHYecKoe 3aHATHE MO Teme 2.
KoHTpoJb 32 cBOeBpeMEeHHOCTHIO MOCTYIJIEHHS B APXUB Cy/J1a TOKYMEHTOB

®opma padOThI: YCTHBIN ONPOC, TECTUPOBAHUE

Heab: cdopMupoBaTh MPEACTABICHHE O CUCTEME KOHTPOJsS 32
CBOEBPEMEHHOCTBIO MOCTYIUICHHS B apXUB CyJa TOKYMEHTOB

KosmuecTBo 4yacoB: 4 yaca

Koabl popmupyembix komnerenumii: 11K-1.4

Y cTHBII onipoc:

1. Opranu3aniMOHHbIE TPUHLIUIBI, IEUCTBYIOIINE B aDXUBHOM JIETIE B CyJax
cynebHoit cucremsl Poccuiickoit @enepanuu.

2. ApXUBHBIN MIKU(]p U €ro XapaKTepUCTUKH.

3. Homenkiatypa nen B cyze.

4. Y4er apXUBHBIX JJOKYMEHTOB KaK O/1Ha U3 (yHKUUN apXuBa.

5. Co3naHue ONTHUMAJbHBIX YCJIOBHSI JUIsl OOECIEUEHHUS] COXPaHHOCTU
JOKYMEHTOB.



6. PesxuMbl XpaHEeHUs1 JOKyMEHTOB.

7. EnnHALA yyeTa apXUBHBIX JOKYMEHTOB.

8. CrucreMa NpUHLMIIOB apXHUBHOIO JIeia B Cy/JI€.

9. OGecneueHre COXPAaHHOCTH apXHUBHBIX JOKYMEHTOB.
10. [Tometienre 1 00OPYIOBaHUE J1JISI ApXHUBA.

Kpurtepuu onennBanus:

Onenka «5» - BbICTaBiseTcs  OOyYarOUIMMCS, OCBOMBIIUM  BCE
peIyCMOTPEHHbIE MPOQPECCUOHATIBHBIE U 00IHME KOMIETEHIIMU, 0OHAPYKUBIIUM
BCECTOPOHHEE, CHUCTEMAaTUYECKOe W TIIIyOOKOEe 3HaHHE Y4YEOHO-IPOrpaMMHOTO
maTepuana, yMEHUE CBOOOJHO BBINOJHATH 3aJlaHUS, HPETyCMOTPEHHBIE
NpOrpaMMoOi, yCBOMBIIMKA OCHOBHYK) M 3HAKOMBIM C JOIOJHUTEIbHOMU
JATEPATYPOH,  PEKOMEHIAOBAHHOM  MPOrpaMMOM,  yMEKOIIMM  HaXOIUTh
HEOOXOUMYI0 HH(OpPMALMIO W UCHOJIB30BaTh €€, a TakKe YCBOMBUINM
B3aMMOCBSI3b OCHOBHBIX IOHSTUH JHCUMIUIMHBI, MPOSBUBIIMM TBOPYECKUE
CHOCOOHOCTH B MOHUMAHMH, U3JI0KEHUU U UCIOJIB30BAHUH YYEOHO-ITPOrPAMMHOIO
Marepuana.

Onenka «4» - BbICTaBIseTCA OOYYAIOIIMMCS, OBJAQJACBIIMM OOIIMMHU U
npo(ecCUOHANBbHBIMU  KOMIIETEHLIMSIMU,  MPOJIEMOHCTPUPOBABILIUM  XOPOLIEE
3HaHME  Y4YEOHO-NIPOrPaMMHOTO  MaTepuayia,  YCHEHIHO  BBIMTOJHSIOUUM
IPEAYCMOTPEHHBIE B IMPOTPAMME 33JaHHs, YCBOMBIIMM OCHOBHYIO JIUTEPATYPY,
PEKOMEHJOBaHHYI0 B TMpPOrpamMMme, a TakKe MOKa3aBUIUM CUCTEMAaTHUYECKUN
XapakTep 3HaHUM MO0 JUCUUIUIMHE, CIIOCOOHBIM K HX CAaMOCTOSITEIbHOMY
MOTIOTHEHWI0O W OOHOBJICHUIO B XOJE JajbHEHIel y4eOHOW paldoThl U
poecCHOHaNBEHOM IESITETIbHOCTH.

Onenka «3» - BBICTaBIsIETCS OOy4alOUIMMCs, OOHApY>KMBIIUM 3HAHHE
OCHOBHOTO Y4€OHO-TIPOTPaMMHOTO MaTepuaia B 00beMe, HEOOXOIUMOM JIs
nanpHedmend  ydeObl W TpeAcTosimiedl paboThl MO CHEIUaIbHOCTH,
CHPABJISIIOLIEMYCSI C BBIOJIHEHUEM 3aJaHuM, MPEyCMOTPEHHBIX MPOrpaMMOi,
3HAKOMBIM C OCHOBHOW JIUTEPATypOHW, PEKOMEHIOBAHHON IPOrpPaMMOMN,
JOMYCTUBIIUM THOTPEIIHOCTH B YCTHOM OTBETE M IPHU BBHINOJIHEHUM 3aJaHUM, HO
o0JaaronMM HEOOXOIMMBIMU 3HAHUSIMU JJI UX YCTPAHEHUs IMOJ PyKOBOACTBOM
npenogaBarens. OOmue U npodeccuoHaNbHbIE KOMIIETEHIIMM Y  TaKuX
oOyuvaronuxcs copMupoBaHbl JUO0 CHOPMUPOBAHBI YACTUYHO M HAXOMASTCS Ha
cTaauu GOpMHUPOBaHUS, HO MOJI PyKOBOJCTBOM IIpenoaaBaress OyayT MOJHOCTHIO
c(hOpMHUPOBAHBI.

Ornenka «2» - BBICTABISETCS OOYyYaIOIMUMCS, OOHAPYKUBIIUM MPOOEIHI B
3HAHMSX  OCHOBHOTO  y4e€OHO-IPOrpaMMHOIO  Marepuajna, JOIyCTUBUIUM
NPUHIMNUAIbHBIE OIIMOKA B BBINOJIHEHUH MPEAYCMOTPEHHBIX IPOTrpaMMOil
3aJlaHui, ecau o0mue U npoecCuOHAIbHbIE KOMIETEHIIMH HE C(OPMHUPOBAHBI,
BU/JIbI TPO(HECCUOHATBHOM I€ATETLHOCTH HE OCBOEHBI, €CJIM HE MOTYT MPOAODKUTh
oOy4eHHe WA MPUCTYNUTh K MPOPECCHOHAIBHON IEATENBHOCTH MO OKOHYAHHUU
TEXHUKyMa 0e3 JOMOTHUTENIbHBIX 3aHATUN N0 COOTBETCTBYIOLIEH AUCIIUILUIMHE

TecTupoBanmue:
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1. OcnosHbiMU 3a0auamu apxuea cyoa A6IAI0MmcC.

a) KOMIUIEKTOBAaHHE apXuBa JOKYMEHTaMH, MEpelaHHbIMU Ha XpaHEHHE
CTPYKTYPHBIMH MOAPA3ACICHUSIMU CYy/1a, COTJIACHO HOMEHKJIAType [N Cyaa;

0) y4ét u obecrieueHrne COXpaHHOCTH M KauecTBa 0OpabOTKH TOKYMEHTOB;

B) CO3/laHUE YYETHO-CIPABOYHOTO ammapara K JOKyMEHTaM apXHBa,

T') BCE OTBETHI MPABUIIbHBIC.

2. I'0e xpanamcs snekmponHvie 00KYMeHmbl?

a) B apXMBE OpraHU3aI1H

0) B cCHENHAIM3UPOBAHHOM TMOJAPA3/ICTICHUN (BBIUUCIUTEIHLHOM IIEHTPE,
MH()OPMAIIMOHHOM OT/JIEJIE)

B) 110 YCMOTPEHHUIO PYKOBOJUTENSI OPraHU3aluu

') B apXUBE OpraHU3aliy, B CIICHUAIU3UPOBAHHOM IOIpa3/iesIeHuU

3. Tlopsiook nymepayuu cmennasxicetl, WKaghos, NONI0K:

a) CBEpXY BHM3, CJIE€BA HAMPABO

0) CHH3Yy BBEpX, CIIpaBa HAJIEBO

B) 110 YCMOTPEHHUIO PYKOBOJHUTENS apXUBa

4. Ocsewenue 6 xpanunuwe mModxcem Obimy:

a) TOJIbKO €CTECTBEHHBIM

0) eCTECTBEHHBIM U UCKYCCTBEHHBIM

B) TOJIBKO UCKYCCTBEHHBIM

5. Apxue cyoa ocywecmensem yHkyuu:

a) MPUHUMAET Ha XPaHEHUE JOKYMEHThI CTPYKTYPHBIX MOJpa3AelieHU cya;

0) cocraBiser  IUIAaHBl  B3aUMOJEUCTBUS  CO  CTPYKTYpPHBIMU
noJipa3fesieHUusIMU CyJia, SBISIOLIUMUCS MUCTOUHMKAMHM KOMIUIEKTOBAHUS apXuUBa,
1o npuéMy-caaue e Ha apXUBHOE XpaHEHHE, OCYIIECTBIISIET UX pealln3alltio;

B) YUYUTBIBAET U O0O0ECIEYMBAET COXPAHHOCTb TPUHATHIX B apXUB
JOKYMEHTOB

T') BCE OTBETHI IPABUIIBHBIE.

6. Coldepoicanue npunyuna yeHmpaiusayuu yyema OOKYMEHMO8 6 apXuee
Cy0a 3aK04aemcsl 8:

a) MPUMEHEHUU ENHBIX SUHUI] YUET;

0) coOJIt0IeHUH MPEEMCTBEHHOCTH YyYeTa apXUBHBIX JIOKYMEHTOB Ha BCEX
CTaausiX paboThl C HUMH;

B) CBOEBPEMEHHOM M OIEPATUBHOM BHECEHMM W3MEHEHUW B YYETHbBIC
JOKYMEHTBI WM COCTABJIEHUE HOBBIX YUETHBIX JOKYMEHTOB;

) 00ecre4yeHN COOTBETCTBHUS MEPBUYHBIX YUETHBIX JOKYMEHTOB B apXHBE
CyJia pealbHOMY KOJUYECTBY €IUHUIL yUeTa.

Kpurepuu oueHuBaHus:

Onenka «5» - He meHee 80% MpaBUIBLHBIX OTBETOB;

Onenka «4» - 65-79% npaBUIIBHBIX OTBETOB;

Onenka «3» - 50-64% npaBUIIBHBIX OTBETOB;

OneHka «2» - menee 50% NnpaBUIBHBIX OTBETOB.

IIpakTHuyeckoe 3aHsATHE MO TeMe 3.
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OO0ecneyeHne COXpPAHHOCTH JOKYMEHTOB apXuBa cyaa
®opma paboThl: yCcTHBIM ompoc, TectupoBanue Ileawb: chopmuposath
npencTaBieHne 00 00ecredyeHn COXPaHHOCTH TIOKYMEHTOB apX1Ba Cy/a.
KosmuecTBo yacos: 4 yaca
Koabl popmupyembix komnerenumia: 11K-1.4

YcTHBIH onipoc:

1. Knaccudukamus u cuctemaTusanus TOKYMEHTOB, OOpa3yrONIUXCs B
NEeSATENLHOCTHU CyJa.

2. Topsamox odopmieHUs: CyaeOHBIX Men sl TMOATOTOBKK W Tepeaadd B
apXuB cyJa.

3. Oprassbl, OCYLIECTBISAIONINE YIPABICHUE APXUBHBIM JEIOM B CYJI€ U HX
MTOJTHOMOYHSI.

4. Oynkuuu denepanbHOro apXxuBHOro areHTcTBa Poccuiickoit denepanuu
(Pocapxuga).

5. OnpezeneHre CpOKOB XpaHEHUs Je (HapsAoB).

6. [ToaroroBka BHYTPEHHEN OMUCU JOKYMEHTOB JIENA.

7. llpommBka Jmena.

8. OopmireHre 00I0KKH Aea.

9. HopMatuBHBIE YCIIOBUS XpaHEHUS JOKYMEHTOB B apXHUBE Cy/Ia.

10. Hymepanus 1ucToB B A€IIE.

11. IToaroroBka JMCTa-3aBEPUTEIISL.

Kpurepuun oneHuBanmsi:

Onenka «5» - BbICTaBIAeTCS  OOyYarONIUMCS, OCBOMBIIUM  BCE
MIPEeyCMOTPEHHBIE TTPOQecCHOHaIbHbIE U O0IIMe KOMIICTCHIIUU, 0OHAPYKUBIITUM
BCECTOPOHHEE, CHUCTEMAaTUYeCKOe U TIIyOOKOe 3HaHHME Y4YEOHO-IIPOrPaMMHOTO
Marepuaia, YMEHHE CBOOOJHO BBITIOJHATH 3aJlaHUSA, TPETyCMOTPEHHBIC
MPOrpaMMOM, YCBOMBIIMH OCHOBHYKH) UM 3HAaKOMBIA C JIONOJHUTEIbHOU
JUTEPATYPOH,  PEKOMEHAOBAHHOM  MPOrpaMMOM,  yMEIOUIMM  HaXOJUTh
HEOOXOMMYI0 UWH(OpMalMI0O U HCHOJIb30BaTh €€, a TaKKe YCBOUBIIUM
B3aMMOCBSI3b OCHOBHBIX TMOHSATHI JAUCIUIUIMHBI, MPOSBUBIIUM TBOPUYECKHUE
CIOCOOHOCTH B TIOHUMAHUM, U3JI0’KEHUHU U UCIIOJIb30BAHUH YU4eOHO-TTPOTPaMMHOTO
MaTepuaa.

Onenka «4» - BbICTaBIsAeTCS OOYYarONIMMCS, OBJAACBIIMM OOIIUMH U
npodeccuOHaIbHBIMU ~ KOMIIETEHIIUSIMH, TIPOJEMOHCTPUPOBABIIUM  XOpOIIIee
3HaHWE  Y4YEOHO-NIPOTPaMMHOTO  MaTepuayia,  YCHEIIHO  BBITOJHSIONUM
MPEAYyCMOTPEHHBIE B MPOrpaMMe 3aJlaHHsi, YCBOMBIIMM OCHOBHYIO JIUTEpaTypy,
PEKOMEHJOBaHHYI0O B TMpPOrpamMMme, a TakKe M[OKa3aBUIUM CHUCTEMAaTHUYECKUN
XapakTep 3HAaHWUN TIO0 JUCHUIUIMHE, CIOCOOHBIM K HX CaMOCTOSITEIBHOMY
MOTNIOJTHEHUI0O W OOHOBJIEHUIO B XOJE JajbHEdneil y4eOHOHM paldoTel U
poeCCUOHATILHON JIEATEIbHOCTH.

Ouenka «3» - BBICTABISIETCS OOy4YalOlIUMCSs, OOHAPY>KUBIIUM 3HAHUE
OCHOBHOTO YYE€OHO-POrPaMMHOIO MaTepuajia B 00beMe, HeoOXOAUMOM ISt
nanpHedmend  ydeObl W TpeAcTosmiedl  paboThl MO CHEIUaIbHOCTH,
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CIPABJISIFOIIIEMYCSI C BBIIOJTHEHUEM 3aJaHUM, TPETyCMOTPEHHBIX MPOTPaMMO,
3HAKOMBIM C OCHOBHOW JINTEPATYpOHM, PEKOMEHAOBAHHOM MPOrpPaMMOMN,
JIOTYCTUBIITUM TIOTPEITHOCTH B YCTHOM OTBETE M NP BBIMOTHCHUH 33JaHHUMA, HO
o0JagaronM HEOOXOIMMBIMU 3HAHKSIMU JJI UX YCTPAHEHUS MO PyKOBOACTBOM
npenogaBarensa. OOmue ©  NpodecCHOHAIbHBIE KOMIIETCHIIMUM Y  TaKuX
oOyyaromuxcsi chopMupoBaHbl MO0 cHOPMUPOBAHBI YACTUYHO M HAXOIATCS Ha
cTaany (HOPMHUPOBAHHMSI, HO TTOJI PYKOBOJICTBOM IPEIOAaBaTENsI OyIyT IMOTHOCTHIO
c(hOpMHUPOBAHBI.

OneHka «2» - BBICTaBISETCA OOyYarolMMCs, OOHAPYUBIIUM IPOOEIbl B
3HAHMSX  OCHOBHOTO  y4e€OHO-MPOrpaMMHOIO  Marepuana, JOMyCTUBIIUM
NPUHIUIHAIBHBIE ONIMOKKM B BBIIIOJHEHUH MPEAYCMOTPEHHBIX MPOrpamMMoit
3aJlaHui, ecau o0mue U npodecCHoHANIbHBIE KOMIETEHIIMN He C(HOPMHUPOBAHBI,
BU/JIbI IPO(HECCUOHATBLHON IEITeTHHOCTH HE OCBOCHBI, €CJIM HE MOTYT MPOJAOKHUTH
oOy4eHHe WA MPUCTYNHUTh K MPOPECCHOHAIBHON IEATEIHHOCTH MO OKOHYAHHH
TeXHUKyMa 0€3 JOMOTHUTEIbHBIX 3aHATHUH TT0 COOTBETCTBYIOMIEH AUCITUTUIMHE

TecrupoBanmue:

1. Ilposempusanue nomewjeHuil XpaHuiuw, nNposeoeHue GLaN*CHOU YOOpPKU,
npogeoenue 00C1e008aHULL NO CBOEBPEMEHHOMY OOHADYHCEHUIO HACEKOMbIX U
njiecHesblx epubo8 OMHOCUMCS K:

a) CAHUTAPHO-TUTUCHUICCKOMY PEKUMY

0) OXpaHHOMY PEKUMY

B) TEMIIEPATYPHO-BIAXKHOCTHOMY PEKUMY

I') CBETOBOMY PEXUMY

2. Homenxnamypa oen cyoa — smo:

a) TepeyeHb HAWMMEHOBAHMM JIeN, 3aBOJUMBIX B  CTPYKTYPHBIX
MO/Ipa3ieTICHUSIX CyI0B Cyne0Ho cructembl Poccuiickoit Denepannu, ¢ ykazaHueM
CPOKOB MX XpaHEHHUS, 10 YCTAaHOBJICHHOU (opMme;

0) cucTeMaTU3WPOBAHHBIA TEPEUYCHh HAWMMCHOBAHWHA JEJ, 3aBOAUMBIX B
CTPYKTYPHBIX  TOApPA3JCICHUSAX CyJAOB CcyjaeOHOU cuctembl Poccuiickoit
®denepanyn, ¢ yKkazaHHEM CPOKOB MX XpPaHEHHsI, [0 YCTAaHOBIEHHOU (hopme

B) CHCTEMAaTH3WPOBAHHBIA TIEPEUCHb HAWMCHOBAHWUW JEJ, 3aBOAUMBIX B
CTPYKTYpPHBIX  TOJpAa3NeiICHUsIX CyIOB CyaeOHOoW cuctembl Poccuiickoii
denepaunm.

3. Kax nocmynatom ¢ npuiodiceHUamMu K OOKYMeHmMAam, 00bem KOmopbvix
npegviwiaem 250 aucmog?

a) BOOOIIIEe HE MOAMIUBAIOT B JEJIO0

0) COCTaBIISIOT U3 HUX OTNIEIBHBIN TOM

B) TIOJIIITUBAIOT BMECTE C JIOKYMEHTAMHU U Pa30MBaIOT Ha HECKOJIBKO eI

4. Homenxnamypa oen 6 cyoax cyoeonou cucmemul Poccutickoti @edepayuu
ymeepaicoaemces npeocedamensiMu cy0os.

a) €KEroflHO U COTIACOBBIBAETCS C COOTBETCTBYIOIIMMHU TOCYAAPCTBEHHBIMU
Y MYHULMIAJIBHBIMU apXuMBaMH B cyObekTax Poccuiickoit ®denepauuu He pexe
YeM OJMH pa3 B S JIET;
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0) eXeroHO U COTJIACOBBIBAETCS C COOTBETCTBYIOIIMMHU rOCYAapCTBEHHBIMU
¥ MYyHHMIMIAJIbHBIMU apXuBaMu B cyObekTax Poccuiickoit denepaunn He pexe
4eM OJMH pa3 B 3 ToJa;

B) €KETrOJHO U COIJIacOBBIBAETCS C COOTBETCTBYIOIIMMHU T'OCYAAPCTBEHHBIMU
U MyHUUUIAJIbHBIMU apXuBamMu B cyObekTax Poccuiickoit denepanuu He pexe
YeM OJUH pa3 B 7 JIET;

') HET MPaBUJIbHBIX OTBETOB.

5. ApxusHwiii OoKymenm - 3mo.

a) MaTepualbHbIi HOCUTENb C 3a(UKCUPOBAHHOM Ha HEM HH(popMauei,
KOTOPBI UMEET PEKBU3UTHI, MO3BOJISIIOIINE €r0 UACHTU(ULIUPOBATH, U MOAJIEHKUT
XpaHEHUI0 B CWJIy 3HAYUMOCTU YKa3aHHBIX HOCUTENsT U WHGOpMaluu IS
rpaxaH, oOIIecTBa U TOCy1apcTBa

0) cTapbIii JOKyMEHT

B) HH(OpMAaIMOHHAs OyMara, XpaHsuiascs B ClelUaJIbHOM MTOMEIIEHUU

Kpurepuu oneHuBaHus:

Onenka «5» - He meHee 80% MpaBUWIbHBIX OTBETOB;
Ouenka «4» - 65-79% npaBUIbHBIX OTBETOB;
Ouenka «3» - 50-64% npaBUIbHBIX OTBETOB;
OueHka «2» - menee 50% npaBUIbHBIX OTBETOB.

IIpakTHYeckoe 3aHATHE MO Teme 4.
CucremaTu3anusi apXuBHbIX IOKYMEHTOB

dopma padOThI: YCTHBIN OMPOC, TECTUPOBAHUE

Heab: onpenenuTs NOPSIAOK CUCTEMATH3ALHUM APXMBHBIX JTOKYMEHTOB B
cyne.

KoimuecTBo yacos: 4 yaca

Koabl popmupyembix komnerenumia: 11K-1.4

YcTHBIN onpoc:

1. ITpaBoBast ocHOBa apxuBHOTO jena B Poccuiickoit @eaepanumu.

2. VICTOYHMKY NPABOBOTO PETYJIHPOBAHUS BEACHUS apXUBHOTO JIeia B Cyax.

3. IloHsTHE cucTeMaTU3aluy apXUBHBIX JOKYMEHTOB.

4. OCHOBHBIE ATaNbl PA0OTHI IO CUCTEMATHU3AIUHU JOKYMEHTOB B apXHBE.

5. 3akoHOo1aTenbCTBO 00 apXUBHOM Jiese B Poccuiickoit denepanuu.

6. HopMmaruBubie mpaBoBble akThl  Poccumiickoii  ®@enepanuu U
MH()OPMAIIMOHHO-METOIUUECKUE JOKYMEHTBI, PEryJUpYyIOlUe OTHOIICHUS B
chepe opraHuzanuu, XpaHCHHS, KOMIUICEKTOBAaHUS, Y4€Ta U HCHOJb30BaAHUS
ApXUBHBIX IOKYMEHTOB B CyJaX.

7. IIpo6yieMbl U KOJJTM3UU B MPABOBOM PETYJIMPOBAHUM apXMBHOIO Jieia B
cyne.

8. ITlpoBenmeHue HKCIEPTU3BI IEHHOCTH JIOKYMEHTOB, OOpa3yroIIUXcs B
NEATENBHOCTH CY/1a.
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9. IlonsaTue knaccupUKaUU apXUBHBIX JOKYMEHTOB

10. Pa3MmelieHne 10KyMEHTOB B apXUBOXPAHWIIHIIIC.

11. Knaccudukaruss 1OKyMEHTOB B TOCYAapCTBEHHOM (MYHUILIUIIATHHOM)
apXHuBe.

Kpurepuu ouennBanus:

Onenka «5» - BbICTaBiIsAe€TCd  OOyYarOUIMMCS, OCBOMBIIUM  BCE
IpeayCMOTPEHHbBIC MpodecCuoHaIbHbIE U O0IUEe KOMIIETEHIIMHM, OOHAPYKUBIIUM
BCECTOPOHHEE, CHUCTEMAaTUYECKOe W TIIIyOOKOe 3HaHHE YYEOHO-IPOrpaMMHOIO
MaTepualia, YMEHHE CBOOOJHO BBINOJHATH 3aJlaHUsA, MPETyCMOTPEHHBIE
MIPOrpaMMOKM, YCBOMBIIMH OCHOBHYIO H 3HAKOMBIM C  JIOTOJHUTEIBHOU
JATEPATYPOH,  PEKOMEHIOBAHHOM  MPOrpaMMoOM,  yMEKOUIMM  HaXOIUTh
HEOOXOMUMYI0 HH(OpPMALMI0O W UCHOJIb30BaTh €€, a TakkKe YCBOMBUINM
B3aMMOCBSI3b OCHOBHBIX TMOHATHI JAUCHUIUIMHBI, MPOSBUBIIUM TBOPUYECKHUE
CHOCOOHOCTH B MOHUMaHHH, W3JI0KEHUHU U UCTIOJIb30BAHUN YU4€OHO-ITPOrPaMMHOTO
Marepuana.

Onenka «4» - BbICTaBsieTCd OOYYAIOIIMMCS, OBJIAQJAEBIIMM OOIIMMHU M
Mpo(eCCUOHANBHBIMU ~ KOMIIETEHLMSIMU,  MPOJIEMOHCTPUPOBABILIMM  XOPOLIEE
3HaHME  Y4YEOHO-IIPOrpaMMHOTO  MaTepuayia,  YCHEHIHO  BBINOJHSIIOUUM
NpeyCMOTPEHHbIE B MPOTpaMMe 3aJlaHus, YCBOMBIIMM OCHOBHYIO JIUTEPATypYy,
PEKOMEHJIOBaHHYI0 B TMpOrpaMMe, a TaKXKe IOKa3aBIIMM CHUCTEMaTUYECKUN
XapakTep 3HaHUM 1O JUCHUIUIMHE, CIOCOOHBIM K HMX CaMOCTOSITEIbBHOMY
MOMOJHEHUI0O W OOHOBJICHHIO B XOJA€ JaibHeimeid ydeOHOH paboThl W
npoecCHOHaNBbHOM IESITEIbHOCTH.

Onenka «3» - BBICTABISIETCS OOyYaroOmUMCs, OOHAPYXUBIIUM 3HAHUE
OCHOBHOTO Y4€OHO-TIPOrpaMMHOTO Martepuaia B oObeMe, HEOOXOIUMOM IS
JanbHeWmen  ydyeObl W NOpeNcTosmied  padoThl MO  CHEHHUAIBHOCTH,
CHOPABJISIIOLIEMYCSI C BBIOJIHEHUEM 3aJaHUM, NPETyCMOTPEHHBIX MPOrpaMMoOi,
3HAKOMBIM C OCHOBHOW JIMTEpPAaTypOW, PEKOMEHJOBAHHOM NIPOTrpaMMOM,
JOMYCTUBIIMM TOTPEIIHOCTA B YCTHOM OTBETE W IMPHU BBHINOJIHEHUH 3aJaHHUM, HO
o0nafaronMM HEOOXOIMMBIMU 3HAHUSIMU JJI1 UX YCTPAHEHUS IMOJ PyKOBOACTBOM
npenogaBarens. OOmue U npodeccHuoHaNbHbIE KOMIIETEHIIMM Y  TaKuX
oOyuvaromuxcs copMupoBaHbl JMO0 CHOPMUPOBAHBI YACTUYHO M HAXOMASTCS Ha
ctaauu (OPMHUPOBAHMUSI, HO IO/l PYKOBOJICTBOM IperoAaBaTeist OyayT MOTHOCTHIO
c(hOpMHUPOBAHBI.

Ornenka «2» - BBICTABISIETCA OOYyYaIOIUMCS, OOHAPYUBIIUM IMPOOEIHl B
3HAHUSAX  OCHOBHOIO  y4eOHO-IPOrpaMMHOTO  MaTepuasia, JAOMYCTHUBIIUM
MPUHLIUNHUAIbHBIE OIIMOKM B BBIIOJIHEHUHM MPEAYCMOTPEHHBIX MpOrpaMMoin
3aJaHuil, ecnu oOIIre W MpoQecCHOHANbHbIE KOMIETCHIIMH HE C(HOPMHUPOBAHBI,
BU/JIbI TPO(ECCUOHATBHOM IEATETLHOCTH HE OCBOEHBI, €CJIM HE MOTYT MPOAOKUTh
oOy4eHHe WA MPUCTYNUTh K MPOPECCHOHAIBHON IEATENBHOCTH MO OKOHYAHHUU
TEXHUKyMa 0e3 JOMOIHUTENbHBIX 3aHATUI MO COOTBETCTBYIOLIEH AUCIIUIUIMHE

TecTupoBanmue:
1. Buvicwen m0puouueckoi Cuiot npu pecyiuposaHuu apxusHo2o o0eid
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obraoaem:

a) Yxa3 I[Ipesunenra PO;

0) YronoBHbIi KoJieKC PD;

B) (benepanbHblii 3aKkoH «O0 apxuBHOM jene B Poccuiickoit denepauny;

r) Koncrurynus PO.

2. Ymo maxoe ynugpuxayus OOKyMeHmos:

a) YCTaHOBJIGHHE €JIMHOr0 KOMIUIEKCAa BHJOB U Pa3HOBUAHOCTEH
JIOKYMEHTOB JIJIsl aHAJIOTUYHBIX YIIPABJICHUYECKUX CHUTYaIMi, pa3paboTka €IUHBIX
(dbopM U MpaBUJI UX COCTaBJICHUS, OPOPMIIEHUE U CO3/1aHKe TpadapeTHBIX TEKCTOB

0) yCTaHOBJIIEHME HE €IWHOTO KOMIUIEKCa BHJOB M PA3HOBHUJIHOCTEH
JOKYMEHTOB JJIsl aHAJIOTUYHBIX YMPABICHYECKUX CUTYallUid, pa3paboTKa eIuHBIX
dbopM U MpaBUI UX COCTaBJICHUS, OPOPMIICHUE U CO3/1aHKEe TpadapeTHBIX TEKCTOB

B) YCTAHOBJICHHE €JIMHOIO0 KOMIUIEKCAa BUJOB M Pa3HOBUAHOCTEN OTYETOB
JUTSE QHAJIOTUYHBIX YIPABICHUYCCKUX CHUTyaluii, pa3paboTka eauHbIx (GopM u
MpaBWJI MX COCTABJICHUS, ODOpMIICHHE U CO3/IaHne TpadapeTHBIX TEKCT

3. OcHo8HbIM NPABOM NOIBL30BAMENL APXUSHBIMU OOKYMEHMAMU ABAAENCL:

a) MpaBo MOJyYEHHE U UCIIOJIb30BAaHUS HEOOXOAUMOM HHPOpMaLUK;

0) MpaBo BJIAJICHUS;

B) IIPABO PaCHOPSIKEHHUS;

T') IPABO OTYY>KJICHHUS.

4. Ilo opuouueckoii cune HopmamueHvle akmsl 8 chepe apxueHozo oena
0eIsIMcsL Ha.:

a) 3aKOHBI U PEUICHUS,

0) 3aKOHBI U TTO/I3aKOHHBIC AKTHI,

B) KOJUICKTUBHBIC ¥ UH/IUBUIYATbHBIC aKThI;

I') POCCUMCKHE U MEXKIYHAPOAHBIE AKTHI.

5. Kaxas cmamosa Koncmumyyuu P® peeynupyem oocmyn k ungopmayuu:

a) Cratbs 29;

0) Cratps 75;

B) Ctaths 57;

r) Ctatbs 92.

Kpurtepuu ouennBanus:

Ouenka «5» - He MeHee 80% npaBUIIBHBIX OTBETOB;

Ouenka «4» - 65-79% npaBUIbHBIX OTBETOB;

Ouenka «3» - 50-64% npaBUIILHBIX OTBETOB;

OueHka «2» - menee 50% npaBUIbHBIX OTBETOB.

IIpakTH4eckoe 3aHsiTHE 10 TeMe S.
OT10op cyaeOHBIX AeJI, MATEPHAJIOB H APYTHX JOKYMEHTOB /ISl YHUYTOKCHUS.
Bbigaya JOKYMEHTOB M3 /1], a TaKxKe cyJ1e0OHBbIX J1eJ U3 apXuBa.
®opma padOThI: yCTHBIN ONPOC, TECTUPOBAHUE
Hean: onpenenenue nopsiaka oréopa Cy1eOHbIX 1€, MaTepUalioB U JIPyTrux
JOKYMEHTOB ISl YHUUTOKEHUS; BbIAAUM JOKYMEHTOB M3 JI€Jl, & TAaKKe CyAeOHbIX
JIeJ1 U3 apXuBa.
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KosmnuecTBo 4yacoB: 4 yaca
Koab! popmupyembix komnerenumii: [1K-1.4

YcTHBIN OnIpocC:

1. Opraau3zanus paboThl IKCTIIEPTHOM KOMUCCHHU CYJa.

2. OT60p nen (HapsAIOB) K YHUUYTOKEHHUIO, B CBSI3M C MCTEKIIMMHU CPOKaMHU
XpaHCHUS.

3. IlonsTue KoOHTEHHEpa 3JEKTPOHHOIO AOKymMeHTa. CocTaB apXUBHOIO
mdpa MEKTPOHHOTO TOKYMEHTA.

4. Y4eTHbIe TOKYMEHTHI apXUBa U TPeOOBAHUS K HHM.

5. IIpaBuna BeneHuUs yueTHON pabOThl. YUeTHbIE 0a3bl JaHHBIX.

6. PerynupoBaHue 10ocTyna K JJOKyMeHTaM apxuBa cyja.

7. HopmatuBHbIe TpeOOBaHUS 110 UCTIOIB30BAHUIO APXUBHBIX JOKYMEHTOB.

8. Brilaua TOKYMEHTOB M3 apX1Ba BO BPEMEHHOE T0JIb30BaHHUE.

9. IMopsimok mocTyna K JOKYMEHTaM apXuBa Cy/a.

10. ITpUHIIUIIBI ¥ KPUTEPUU IKCIIEPTU3BI ICHHOCTH JIOKYMEHTOB.

11.  Opraamzanuss  pabOTBl  IKCIEPTHO-TIPOBEPOYHOM  KOMHCCHHU
rOCYJIapCTBEHHOTO apXHBa.

12. OpopmiieHre pe3yIbTaTOB KCIEPTU3BI ICHHOCTH JOKYMEHTOB.

13. Ponp nepevyHeii JOKyMEHTOB B IPOBEACHUU IKCIEPTHU3bI IIEHHOCTH.

Kpurepuu ounennBanus:

Onenka «5» - BbICTaBIsAeTCS  OOyYarOUIUMCS, OCBOMBIIUM  BCE
IPeIyCMOTPEHHbIE MPOQPECCUOHATIBHBIE U 00IINE KOMIETEHIIMU, 0OHAPYKUBIIUM
BCECTOPOHHEE, CHUCTEMATUYECKOE M TIIyOOKO€ 3HAaHHWE Y4eOHO-IIPOrpPaMMHOTIO
Marepuaia, YMEHHE CBOOOJHO BBINIOJNHATH 3aJlaHUfA, TMPEITyCMOTPEHHBIC
NpOrpaMMOi, yCBOMBIIMKA OCHOBHYKD M 3HAKOMbBIM C  JOIOJHUTEIbHOMN
JATEPATYPOH,  PEKOMEHIAOBAHHOM  MPOrpaMMOM,  yMEKOIIMM  HaXOJUTh
HEOOXOMUMYI0 HH(OpPMALMI0O W UCHOIB30BaTh €€, a Takke YCBOMBIINM
B3aMMOCBSI3b OCHOBHBIX TMOHSATHI JAUCHUIUIMHBI, MPOSBUBIIUM TBOPUYECKHUE
CIIOCOOHOCTH B MIOHUMAHMH, U3JI0KEHUU U UCIIOJIb30BAHUH YUYEOHO-ITPOrPAMMHOTO
Marepuana.

Onenka «4» - BBICTaBIACTCS OOYYArOUIUMCS, OBJAJEBIIUM OOIIUMHU U
npoecCUOHAIbHBIMU ~ KOMIIETEHLUSIMHM, TPOJEMOHCTPUPOBABLIUM  XOpOIIee
3HaHME  Y4YEOHO-NIPOTPaMMHOTO  MaTepuayia,  YCHEIIHO  BBITOJHSIIOUUM
IpPEAYCMOTPEHHBIE B MPOTPAMME 33JaHHs, YCBOUBIIMM OCHOBHYIO JIUTEPATYPY,
PEKOMEHJOBaHHYI0 B TMpPOrpaMMme, a TakKe I[OKa3aBUIUM CHUCTEMAaTHUYECKUN
XapakTep 3HaHWUN TI0 JUCHUIUIMHE, CIOCOOHBIM K MX CaMOCTOSITEIIbHOMY
MOTIOTHEHWI0O W OOHOBJICHUIO B XOJE JajbHEHIell y4eOHOW paldoThl U
poecCHOHANTEHOM IESITETEHOCTH.

Onenka «3» - BBICTaBISIETCS OOyYarOIUMCs, OOHApYXUBLIUM 3HAHUE
OCHOBHOTO YYE€OHO-NPOrPaMMHOI0 Matepuajia B 00beMe, HeoOXOAUMOM ISt
nanpHedmend  ydeObl W mpeAcTosimiedl paboThl MO CHEIUaIbHOCTH,
CIIPABISIIOIIEMYCSI C BBINIOJHEHUEM 3aJaHHN, NPEITYCMOTPEHHBIX MPOrpaMMOH,
3HAKOMBIM C OCHOBHOW JIUTEPATYpOW, PEKOMEHIAOBAHHOM  IPOIPaAMMOM,
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JOMYCTUBIINM MOTPEUIHOCTH B YCTHOM OTBETE U NPHU BBIOJHEHUH 3aJlaHUM, HO
001aIalolUM HEOOXOAMMBIMU 3HAHUSIMU JIJISl UX YCTPAHEHHS MO PyKOBOJICTBOM
npenogaBarenss. OOmme U npodeccuoHANbHbIE KOMIIETECHIIMH y  TaKUX
oOyuaromuxcsi chopMupoBaHbl MO0 cHOPMUPOBAHBI YACTUYHO M HAXOIATCS Ha
cTanuu GOpMHUPOBAHUS, HO TIOJI PyKOBOJCTBOM MpenoAaBaress OyayT MOJTHOCTHIO
c(OpMHUPOBAHBI.

OneHka «2» - BBICTaBISETCA O0yYarolUMCs, OOHApY X UBIIUM MpOOEsbl B
3HaHUSAX  OCHOBHOTO  y4eOHO-IPOrPaMMHOTO  MaTepuayia, JIOMyCTHUBIIUM
NPUHLUUIIUAIBHBIE OIIMOKM B BBINOJIHEHUH MPEAYCMOTPEHHBIX IPOrpaMMoOil
3aJaHuil, ecau oOure U NpoQeccuOHANbHbIE KOMIETEHIIMH HE C(HOPMHUPOBAHBI,
BUBI TPO(ECCUOHATILHON IEATEIIbHOCTH HE OCBOEHBI, €CJIM HE MOTYT ITPOJOJIKUTh
oOyueHue WM MPUCTYIUTh K NPO(EeCcCHOHATBLHOW JEATENbHOCTH 10 OKOHYaHUH
TEXHHUKyMa 0€3 TOMOJHUTENbHBIX 3aHATUH 10 COOTBETCTBYIOIIEH JUCIUILIUHE

TecrupoBanmue:

1. Yuem ookymenmoe 6 apxuge cyoa — smo:

a) CPelICTBO KOHTPOJIS 32 HAIMYUEM JIOKYMEHTOB B CY/IE;

0) cpeaCcTBO KOHTPOJIS 32 00ECIIEUEHUEM COXPAHHOCTU JOKYMEHTOB B CY/IC;

B) CPEICTBO KOHTPOJIS 32 HAJTMYKMEM JOKYMEHTOB B CyZe U 00ecreueHneM nux
COXPaHHOCTH.

2. Yuemy 6 apxuse cyoa noonexcam:

a) BCe XpaHsIIMecs JOKYMEHTHI, B T.4. B QJIEKTPOHHOM BU/IE;

0) TOKyMEHTHI 110 JINYHOMY COCTaBY;

B) OIUCH JE.

3. Bnauku umerom nons:

a) MpaBoe U HUkKHEee — He MeHee 10 mMm

0) neBoe — 20 Mm

B) BepxHee — He MeHee 20 MM

') BCE OTBETHI BEPHBI

4. Kax nocmynatom ¢ HeocmpeO08aHHbIM JUUHBIM OOKYMEHMOM (mpyoosas
KHUJICKA, 80EHHbLU Ouiem u Op.) npu oghopmaeruu oen?
a) OTTIPABISIOT JOKYMEHT 10 TIOYTE BJIAJICIIBITY
0) pa3bICKUBAIOT BJIa/eJblia, U JOKYMEHT MepeaatoT eMy
B) IOKYMEHT BKJIQJIbIBAIOT B KOHBEPT U MOIIUBAIOT B JIEJIO

5. OepaHuuenue Ha Oocmyn K apXUSHbIM OOKYMEHMAM, COOepHCAUUM
C8e0eHUsT O TUYHOU U CeMEUHOU MalHe 2Pad*COAHUHA, YCMAHABIUBAEMC S HA CPOK
a) 75 neT co HS co3AaHusl YKa3aHHBIX JOKYMEHTOB
0) 75 neT co qHSA CMEPTH TPaKTaHIHA
B) 50 yeT co AHS CO3/1aHUs YKa3aHHBIX JOKYMEHTOB

Kpurtepuu onennBanus:

Onenka «5» - He meHee 80% MpaBUIbHBIX OTBETOB;
Ouenka «4» - 65-79% npaBUIbHBIX OTBETOB;
Ouenka «3» - 50-64% npaBUIbHBIX OTBETOB;
Ouenka «2» - menee 50% MnpaBUIBHBIX OTBETOB.
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IIpakTHuyeckoe 3aHATHE 1O TeMe 6.
O3HakoMJIeHHE ¢ IOKYMEHTAMH U JeJIaMH, HAXOASIMMUCS B apXuBe cyaa.
@opmupoBaHue YIEKTPOHHBIX APXUBOB CYI€OHBIX JIe]

®opma padOThI: YCTHBIN ONPOC, TECTUPOBAHUE

Heab: onpenenuTs MNOPSAAOK O3HAKOMIICHHMSI C JOKYMEHTaMU W JEJIaMH,
HaxXOJLIMMUCA B apXUBE CyJa; O3HAKOMUTHCA C MOPAIKOM (POpMUpOBaHUS
AJIIEKTPOHHBIX apPXUBOB CYJICOHBIX JEJI.

KosmuecTBo 4yacoB: 2 yaca

Koasbl gpopmupyembix komnerenumii: 11K-1.4

YcTHBII onipoc:

1. OcHOBHBIE ¥ BCIOMOTaTENIbHbIE YUETHBIE JOKYMEHTHI.

2. [lonsATHe cucTeMaTu3aly apXUBHbBIX IOKYMEHTOB.

3. lesio, CIMCOK, JIMCT U UCTOpUYECKas cripaBka (poH/a.

4. Hay4yHO-cripaBOYHBIN anmapar.

5. Ponb mHGMOPMAIIMOHHO-TTOMCKOBBIX CHUCTEM B OOECIEUYEHHH apXHBHOTO
JIEJIONIPOU3BOICTBA B CY/IE.

6. ba3bl TaHHBIX TOCYJaPCTBEHHBIX (MYHHUIIMTIAIBHBIX) apXuBOB Poccuiickoit
denepanum.

7. Knaccudukanusi JOKYMEHTOB B TOCYJAapCTBEHHOM (MYHHUIIMIIAIBHOM)
apXuBe.

8. OcHOBHbBIE »Tambl pabOTBl MO CUCTEMATU3ALMH JOKYMEHTOB B
roCyAapCTBEHHOM (MYHULMIIAJIBHOM) apXHBE

9. MecTo B HUX Ccy1eOHOM AJOKYMEHTALMH, (POHIOB CyI€OHBIX YUPEKIACHUM.

10. HazoBuTE OCHOBHBIE M BCIIOMOTraTEIbHbIE YUETHBIE IOKYMEHThI apXuBa
cyna.

Kpurepuu oueHuBanus:

Ouenka «5» - BbICTaBISIETCS  OOyYaroOIMMCSl, OCBOMBIIMM  BCE
MPEeyCMOTPEHHBIE TPOQECCHOHATBLHBIE U O0IME KOMIIETCHIIMU, 0OHAPYKUBIIUM
BCECTOPOHHEE, CHCTEMaTUYeckoe W TIyOOKOoe 3HaHWE Y4YEOHO-MPOrPaMMHOTO
Marepuajia, YMEHHE CBOOOJHO BBITIOJHATH 3aJlaHUs, MPEIYCMOTPEHHBIE
[IPOrpaMMOM, YCBOMBIIMKA OCHOBHYXHO H 3HAKOMBIM C  JONOJHUTEIBHOU
JIUTEPATYPOH, PEKOMEHI0BaHHOU MPOrPaMMOM, YMEIOUIUM HAXOJIUTh
HEOoOXoauMyr0 HWHGOpPMAIUI0 W HCIOJIL30BaTh €€, a TaKkKe YCBOUBIIUM
B3aMMOCBSI3b OCHOBHBIX TMOHSTHUWA JUCHUIUIMHBI, MPOSIBUBIIMM TBOPYECKHUE
CIIOCOOHOCTH B TIOHUMAHUH, U3JI0’KCHUH M UCIIOJIb30BAHUH YU€OHO-TTPOTPaMMHOTO
MaTepuania.

Ouenka «4» - BBICTaBIsAETCS OOy4YarOUIMMCS, OBJAJEBIIUM OOIIMMHU U
mpo(ecCHOHATBFHBIMU ~ KOMIIETCHIIMSIMHU,  MTPOJIEMOHCTPUPOBABIIUM  XOPOIIIEe
3HaHUE  Y4eOHO-IPOrpaMMHOrO0  Marepualna,  YCIEIIHO  BBIMOJHSIOUIUM
MPElyCMOTPEHHBIE B MPOrpaMMe 3aJlaHusl, YCBOUBIIMM OCHOBHYIO JIUTEPATYPY,



19

PEKOMEHJIOBAaHHYI0 B MpPOrpaMMe, a TAaKXE IIOKa3aBIIMM CUCTEMATUYECKUN
XapakTep 3HaHUM 10 JUCHUIUIMHE, CIIOCOOHBIM K HX CaMOCTOSITEIbHOMY
MOTNIOJJHEHUI0O W OOHOBJIEHUIO B XOAE JajbHEdmedl y4eOHOH palboTel U
po¢eCCUOHATILHON JIEATEIbHOCTH.

Onenka «3» - BbICTaBISIETCS OOyYarOUMCs, OOHApYXUBLIMM 3HAHUE
OCHOBHOTO YYE€OHO-NPOrPaMMHOIO MaTepuajia B 00beMe, HeoOXOAUMOM ISt
nanpHedmen  yd4eObl W TpeAcTosmmied  paboThl MO CHEIMaIbHOCTH,
CIPABJISIIOIIEMYCSI C BBINOJIHEHUEM 3aJaHuM, MPEyCMOTPEHHBIX MPOTrpaMMOi,
3HAKOMbIM C OCHOBHOW JIUTEPATypoOH, pPEKOMEHJOBAHHOMW IPOrPaAaMMOM,
JIOTYCTUBIIIUM TOTPEIIHOCTH B YCTHOM OTBETE M IPHU BBHINOIHEHUH 3aJaHUM, HO
o0JaaronM HEOOXOIMMBIMU 3HAHUSIMU JJI UX YCTPAHEHUS IMOJ PyKOBOACTBOM
npenogaBarenss. OOmue U npodeccuoHATbHbIE KOMIIETEHIIMM Y  TaKUX
oOyuaroruxcst chopmMupoBaHbl MO0 CHOPMHUPOBAHBI YACTUYHO M HAXOMSITCS HA
cTaauu GOpMHUPOBAHUS, HO TOJI PyKOBOJCTBOM IpenoAaBaressi OyayT MOJIHOCTHIO
c(hOpMUPOBAHEI.

OneHka «2» - BBICTaBISAETCA O0yYarolMMCs, OOHApyXUBLIUM IMpPOOEsbl B
3HAHMSIX ~ OCHOBHOTO  y4e€OHO-NMPOrpaMMHOIO  Marepuaina, JIOMyCTHUBUIUM
NPUHIUIUAIbHBIE OIIMOKA B BBINOJIHEHUH MPEAYCMOTPEHHBIX MPOrpaMMOi
3aJlaHui, ecnu o0mue U npodecCuoHaNIbHbIE KOMIETEHIIMH HEe C(OPMHUPOBAHBI,
BU/JIbI TPOGECCUOHANBHON IEATEILHOCTH HE OCBOEHBI, €CJIM HE MOTYT MPOJIOJKUTh
oOydeHHe WM MPUCTYNHUTh K MPOPECCHOHAIBHON NEATENBHOCTU MO OKOHYAHHUH
TeXHUKyMa 0e3 JOMOTHUTENbHBIX 3aHATUH MO COOTBETCTBYIOLIEH AUCIIUIUIMHE

TecrupoBanmue:

1. Ymo npedcmasnsem uz cebss cnpagoyHuvlil annapam.:

a) KapTOTEKy KapTO4YeK, KOTOpPHIE HE HCIIONB3YeTCS I KOHTPOJIS 3a
UCIIOJITHCHUEM JIOKYMEHTOB

0) KapTOTEeKy, KOTOpas HCIHOJB3YeTCS JUIsi KOHTPOJIA 3a WCIIOJTHCHHUEM
JTOKYMEHTOB

B) KapTOUKY, KOTOpasi UCIIOJIb3YETCS JUIsl KOHTPOJIS MPUXOJSIINX HA paboTy
COTPYIHUKOB

2. B apxusax cyooe seoymcsi:

a) 00s13aTeIbHBIC U TOTIOJHUTEIHHBIC YICTHBIC JOKYMEHTHI;

0) OCHOBHBIC U BCIIOMOTATEIbHBIC YICTHBIC JOKYMEHTHI;

B) TIOCTOSIHHBIE 1 BPEMECHHBIC YUETHBIE JOKYMEHTHI.

3. Umo maxoe 00OKyMeHmoobopom:

a) IBWKEHUE JOKYMCHTOB B OpPTaHHM3aIlldd C MOMEHTAa WX TOJYYCHHS [0
3aBEpIICHUS  WCIIOJIHCHWS  WJIM  OTIPaBKM B KOMUTET TI0  JenaMm
HECOBEPIIICHHOJICTHUX

0) HBIWKEHHE MOKYMEHTOB B OpraHU3alldd C MOMEHTAa WX CO3/aHUs WIH
TIOJTyYEHUS JI0 3aBEPIICHHUS UCTIOTHEHHSI HITH OTIIPABKU

B) JIOKYMEHT, He TpeOyromuii 0co00ro BHUMaHHUS

4. B cocmas scnomocamenbHulX YYemHbLX OOKYMEHMO8 apXuead He X00M.:

a) KHATH y4eTa JOKyMEHTOB, IIEPEAAHHBIX B IPYTHE apXUBbHI

0) kaury ydera (pOHIOB M TOKYMEHTOB, BBIICIICHHBIX K YHUUYTOKCHUIO
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B) KHHTa y4eTa NOCTYIJIEHU! JOKYMEHTOB

5. Ilacnopm apxusa cyoa — 3mo:

a) YYETHBIA JOKYMEHT IIOCTOSSHHOM OTYETHOCTH, KOTOPBIA COAEPKUT
cBelieHUs1 00 00BbEME XpaHAUIMXCS JOKYMEHTOB, COCTaBE MOUCKOBO-CIIPABOYHOIO
anrapara u yCIOBHUSAX XpaHEHUS JOKYMEHTOB

0) y4E€THBIA JOKYMEHT MEPUOJUYECKON OTYETHOCTH, KOTOPBIA COAECPKHUT
cBelieHus1 00 00bEME XpaHAUIMXCSl JOKYMEHTOB, COCTaBE MOUCKOBO-CIIPABOYHOIO
anrapara 1 yCJIOBHUSAX XpaHEHUS JOKYMEHTOB;

B) YYETHBIM JOKYMEHT MEPHOJUYECKON OTYETHOCTH, KOTOPBIA COJEPHKHUT
CBEJICHHSI O COCTaB€ ITOMCKOBO-CIIPABOYHOIO ammapara U YCJIOBHUSX XPaHECHHS
JOKYMEHTOB,

6. Ponv ungopmayuonno-nouckogvix cucmem 6 obecneyeHuu apxugHO20
0e10npouU3800Cmaa 6 cyoe coCmoum 8:

a) MOBBIIIEHUN CKOPOCTH U Pe3yJIbTaTUBHOCTHU ITOMCKA;

0) mnoBbimeHUd APGEKTUBHOCTH U HWHTCHCUBHOCTH  HCIIOJIB30BAHUS
TOKYMEHTOB;

B) pacUIMPEHUU JOCTYIa MOJb30BaTEICH;

') BCE OTBETHI BEPHBIE.

Kpurtepuu ounennBanus:

Ouenka «5» - He MeHee 80% npaBUIIBHBIX OTBETOB;
Ouenka «4» - 65-79% npaBUIIbHBIX OTBETOB;
Ouenka «3» - 50-64% npaBUIIbHBIX OTBETOB;
OueHka «2» - meHnee 50% npaBUIbHBIX OTBETOB.

2. METOJAMYECKHUE PEKOMEHJIALIUUA

2.1. Meroguueckune peKOMEHAAUM 10 MOAT0TOBKE K YCTHOMY ONPOCY

OAHUM U3 OCHOBHBIX CIIOCOOOB MPOBEPKU M OLUEHKH 3HAHUI 00yYaromumxcs
[0 JUCUUIUIMHE SBJISAETCS YCTHBIM OIPOC, IPOBOAMMBIM Ha MPAKTUYECKHUX
3aHATHUSAX. Y CTHBIM Onpoc sABIsETCs (GOPMON TEKYIIEr0 KOHTPOJIS U MPOBOIAUTCS
WHJABUAYAJIBHO.

[ToaroroBka K OMpPOCY MPOBOJUTCA B XOJI€ CaMOCTOATEIHHON paboThI
oOyyaroluxcs M BKJIOYAaeT B ceOsd MOBTOPEHHE IPONWIEHHOIO MaTepuana IIo
BOIpOCaM IpeacTosiero onpoca. [TomumMo ocHOBHOro Marepuana o0ydarouiuiics
JNOJDKEH  M3Yy4YUTb  JOINOJHUTEIBHYI0 DPEKOMEHJIOBAHHYK  JIUTEpaTypy U
uHbOpMaIMIO TI0 TEME, B TOM YHCIIe ¢ UCHoJb30BaHUEeM WHTepHeT-pecypcoB. B
CpeaHEM, IIOATOTOBKA K YCTHOMY OIIPOCY 110 OJHOMY 3aHSTHIO 3aHUMAEcT HEMHOTO
BPEMEHH B 3aBUCHMOCTH OT CJIOKHOCTHM TE€MbI U OCOOCHHOCTEH OpraHu3anuu
00y4aroluMcsi CBOEH CaMOCTOSTENbHOM padoThl. Ompoc MpeanonaraeT yCTHBIH
OTBET OOYy4Yaromerocss Ha OJIMH OCHOBHOM W HECKOJBKO JIOMOJHHUTEIbHBIX
BOIPOCOB mpenoaasarenss. OTBeT 00ydyaroHmIerocss NOJDKEH IPEICTaBIsITh COO0it
pa3BEPHYTOE, CBS3aHHOE, JIOTMYECKM  BBICTPOEHHOE  cooOuienue. llpu
BBICTABJIICHUM OLICHKH IIPENOJABaTeNlb YUYWUTHIBAET IPABUIBHOCTH OTBETA IO



21

COJICP)KaHUIO, €ro IMOCJENI0BATEIbHOCTh, CAMOCTOSTENBHOCTh CYXACHUN W
BBIBOJIOB, YMEHHE CBS3bIBATh TCOPETUUYECKUE TOJIOKEHHUS C MPAKTUKOW, B TOM
qucIie U ¢ Oyaymel mpoecCHOHATBHON ASITEIBHOCTRIO.

2.2. MeToauyecKue yYKa3aHusl M0 BbINOJHEHUIO TECTOBBIX 3a]aHN

TecT — 3TO 0OBEKTUBHOE CTAHAAPTU3UPOBAHHOE MU3MEPEHUE, MOJAAIOLIEECs
KOJIMYECTBEHHOM OLIEHKE, CTaTUCTHYECKOM 00paboTKe M CPaBHUTEIBHOMY
aHanu3y. TecT COCTOMT M3 KOHEYHOTO MHOKECTBA TECTOBBIX 3aJaHUM, KOTOpHIE
OPEeIbSABIAIOTCS B TEYEHUE YCTAHOBJIEHHOIO TPOMEXKYTKAa BPEMEHH B
MOCJIEIOBATEILHOCTH, OMPEEIISIEMON allTOPUTMOM TECTUPYIOILIEH TPOTrPAMMBI.

B 0aze TecTOBBIX 3amaHUN HKCIONB3YIOTCSA CleAyromas (opMa TECTOBBIX
3aJlaHUM: 3a/1aHKsl 3aKPBITON (POPMBI.

K 3amanusim 3akpbIToil POPMBI OTHOCSTCS 3aJJaHUs CIACAYIOIMIUX THUIIOB:

— OAWH W3 MHOruX (mpejjaraercsi BHIOpaTh OJWH BapUaHT OTBETa U3
MPEI0KEHHBIX);

— MHOTHME U3 MHOTHX (TpeJyiaraercs BbIOpaTh HECKOJIbKO BapUAHTOB OTBETA
13 IPEJI0KEHHBIX );

— 00Jy1acTh Ha pUCYHKE (TIpeaJiaraeTcsi BbIOpaTh 00JaCTh HA PUCYHKE).

B TecroBbIX 3amaHusAX JaHHOHM (OpMBI HEOOXOAMMO BBIOPATH OTBET
(OTBETHI) U3 MPEUIOKEHHBIX BapuaHTOB. OTBETHI JOJDKHBI OBITH OJHOPOIHBIMU,
T.e. MPUHAMJIEkKATh K OJHOMY Kjaccy, BuAy M poay. KomudectBo BapuaHTOB
OTBETOB 1.

J11s BBITIOJTHEHUSI TECTOBOTO 3a/IaHUsI, TIPEXKIE BCErO, CIEAYyEeT BHUMATEIHHO
POYUTaTh MOCTaBIEHHBIN Borpoc. [locie o3HaKOMIIEHHS ¢ BOIMPOCOM CIIETYET
MPUCTYNaTh K TMPOYTCHUIO TMpeJjiaraéMbiX BapuaHTOB oTBeTa. Heobxomumo
MPOYUTATh BCE BapHAHTHl M B KA4e€CTBE MPABWILHOTO OTBETa BHIOPATH OAMH
uHaekc (1udpoBoe MO0 OyKBEeHHOE 0003HAUCHNE).

3agaHuii, TrJ€ NpPaBUIbHBIA BapUaHT OTCYTCTBYET, B TECTE€ HE
MIPELYCMOTPEHO.

Ha BbInoJIHEHHE TecTa OTBOAMUTCS OrpaHHUYeHHOE BpeMsa. OHO MOXKET
BapbUPOBATHCS B 3aBUCHUMOCTU OT YPOBHSI TECTUPYEMBIX, CIOXKHOCTH M OObEMa
tecta. Kak mpaBumio, BpeMsi BBIIIOJIHEHHS] TECTOBOTO 3aJaHMs ONpPENeNsieTcs M3
pacuera 30-45 cekyH Ha OUH BOMPOC.

Kputepun O1I€HKH BBINOJHEHHBIX OOYYalOIIUMCS TECTOB IMPEACTaBICHBI
BBIIIIE.

3. UuopmanmonHoe o0ecnedyeHUue peaau3aluy nNporpaMmbl

Jns  peanuzainuu  nporpamMmbl  OuOnuotreunbld  ¢onp Dunuana uMeeT
AJICKTPOHHBIE 00pa30oBaTeIbHbIC U HH(POPMAITMOHHBIC PECYPCHI.
DneKTpoHHO-0nOMMoTeunbie cuctembl (DbC), BKIIIOYArONTUE AIEKTPOHHBIN
KaTaJor ¥ MOJHOTEKCTOBbIE TOKYMEHTHI:
- «JJIAHb» - www.e.lanbook.com
- O6pazoBarenbHas miaTdopma FOpaiit - https://urait.ru
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3.1. IlepeyeHb OCHOBHOW W [ONOJHHUTEJIbHON Y4eOHOH JIMTEpaTyphl,
HEeOo0X0IMMOIi 1)1 OCBOEHMSI AU CIUTLITUHBI

OcHOBHas JIUTEpPaTYpa

Packun, J[J. Meroauka W TpaKTUKA apXUBOBEACHUS: YYEOHUK JUIS
cpeanero npodeccuonanbHoro oopazosanus / [l. U. Packun, A. P. CokomnoB. — 2-
e u3a. — Mocksa: U3gatensctBo FOpaiit, 2023. — 416 c. — (IIpodeccuonansuoe
obpazoBanue). — ISBN 978-5-534-16252-3. — TekcT: SIeKTpOHHBIA //
O6pa3zoBarenbHas maTdopma Opaiit [caitT]. —
URL.: https://urait.ru/bcode/530673

Yypunos, A. 0. FOpuaudeckoe IeIONPOU3BOJICTBO | YueOHOe mocodue s
CIIO / A.XO. YypunoB. - MockBa: UznatensctBo IOpaiit, 2020. - 169 c. -
(ITpodeccuonanpHoe ob6pazoBanme). - ISBN 978-5-534-11884-1 - Texkcrt:
anekTpoHHbit // OOpasoBarenvHas tuiatgopma FOpait [caitir]. — URL:
https://urait.ru/bcode/457104
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IOPUCAUKINY, (eaepalbHbIX apOUTpaXHbIX CcynoB Hu cucteMbl CyneOHOTro
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CIpaB. — IpaBOBOM cucTeMsl ['apaHT. — TEKCT: 3JEKTPOHHBIN.
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Ne 11 «O6 yrtBepxknenun PernameHTa TOCylapCTBEHHOIO ydYeTa JIOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit ®enepanuu». — Jloctyn u3 crnpaB. — IpaBOBOM
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[TocranoBnennem IlpaBurenscTtBa CBepayoBckoil obOmactu ot 05.04.2016
Ne 237-11I1. — Hdoctynm W3 cmnpaB. — HOPaBOBOM cUCTeMBbl ['apaHT. — TekcrT:
AJIEKTPOHHBIM.

3.2. DIIEKTPOHHBIE U3TAHUS

[Mpodeccuonansuas 6a3a HNudbopmanus o nmpaBe COOCTBEHHOCTH (PEKBU3UTHI
JTAHHBIX U WH()OPMAITMOHHO- JIOTOBOPA)




CIIPABOYHBLIC CHUCTCMbI

KOpunnueckas Poccust —
00pa3zoBaTeNbHBIN TPABOBOM
noptan http://window.edu.ru

Ha crpanuimax moprama mpejicTaBlieHa OOLIMpHAS
HOpMAaTUBHAs, yuyeOHas, HayyHas U JAp. UHPOpMauus B
00JacTi IOPUCHPYACHLUN: KHUTH, CTaTbH, JOKYMEHTHI,
OpraHu3aIiH, EPCOHBI, CCHUIKM Ha UHTEPHET-PECYPCHI,
HOpPMAaTHBHBIE aKThl, CyJaeOHas TMpakTUKa, pPeecTp
JccepTanuil. DJIEKTPOHHBIE KaTalloTH FOPUANYECKHX
OubmuoTeK. AHOHCHI  KOH(EpEHIMH, KOHKYpPCOB,
[TpakTuyeckoe 3aHATHE. Y4eOHO-MeToAnYecKoe
o0BeAMHEHNE 0 IpUIUIecKoMy 00pa3oBanuto. CHCOK
BY30B, HMMEIOIINX TOCYAapCTBEHHYIO aKKpEAUTAIHIO;
COXpAaHMBIIMX  BOGHHYIO  Kadeapy;  HpOBOASAIIUX
WHTCPAKTUBHBIE KOHCYJIBTAUU IS TIOCTYIAOIIUX.
HoBunku ropuandeckoi nureparypel. CBeleHHS O
TEMAaTUYECKUX IIEHTpax MO oTpacisM mpasa. PaGoraer
ceppuc  noucka Z39.50 no  poccHMHCKUM U
MEXyHApOIHBIM OoubnHoTeKaM. Hosoctu u
uHbopMepsl moprana. PaboTaloT HMHTEpaKTHUBHBIC
CepBUCHL: 00CYyX)acHHs, (HOpMy, TOCTHHAs, Web-010TH.
CBOOOAHBIN TOCTYII

YHuBepcuteTcKas
nH(bOpMallMOHHAs CUCTEMA
POCCHUA
https://uisrussia.msu.ru/

Temaruueckasi JeKTpOHHas OuOnmMoTeka W 0aza ams
NPUKITAIHBIX HWCCIEIOBaHUA B OO0JAaCTH HIKOHOMHKH,
yIpaBJICHUS, COLMOJIOTHH, JHUHTBUCTUKH, (uiocoduu,
¢unonoruy, MEXIYHApOAHBIX OTHOIICHHWH, TIpaBa.
CBOOOIHBIN TOCTYII

HayYHas DJIEKTPOHHAS
oubnunoreka Elibrary
http://elibrary.ru/

Hayunas snextponHas Oubnmorexka eLIBRARY.RU -
TO  KPYNHEHIIMH  POCCUUCKUN  MHPOPMAIMOHHO-
AHAJIUTUYECKUH MOopTan B 00JIACTH HAayKH, TEXHOJIOTUH,
MEIUIMHBI U 00pa3oBaHus, cojepxamuii pedeparsl u
NOJIHBIE TEKCThl Oojiee 26 MIJIH HAaydHBIX cTaTed H
nyOsnuKanuii, B TOM 4HCJIe 2JIEKTPOHHBIE Bepcuu Ooee
5600 poccHiiCKMX Hay4YHO-TEXHHUYECKUX KYPHAJIOB, W3
KoTophIx Oosee 4800 >KypHaloOB B OTKPBITOM JOCTYIIE
cBOOOJIHBIN AOCTYI

l'ocynapcTBeHHas
ABTOMAaTU3UPOBAaHHAs CUCTEMA
Poccuiickont ®enepanun
«IIpaBocynue» https://sudrf.ru

['ocynmapcTBeHHas aBTOMaTuU3UpOBaHHas cucrema PO
«IIpaBocynue» - 3TO TePPUTOPHATIBLHO paclpesieleHHas
aBTOMATH3MpPOBaHHAs  WH(MOpPMAIMOHHAs  CHCTEMA,
npefHa3HayeHHass Uil (OPMHPOBAHUS  €IMHOTO
WH)OPMAITMOHHOTO  TPOCTPAHCTBA  CYyJIOB  OOIIeH
IOpUCIUKIMK U cucTeMbl Cyne0HOro JenapraMeHTa mnpu
Bepxoanom Cyne Poccwmiickoit ®eneparuun  (ClI),
o0ecrieunBaroIas UHPOPMALMOHHYIO u
TEXHOJIOTHYECKYIO TOMJCPKKY CYIOMPOU3BOJICTBA Ha
NPUHIMIAX MOJAEepKaHUus TpedyeMoro OanaHca MexIy
NOTPEOHOCTHIO Tpa)kJaH, OOILIeCTBA U TOCYJIapcTBa B
cBOOOJTHOM OOMeHe HH(popMaled M HeoOXOIUMBIMHU
OTPaHUYCHUSIMH Ha paclpoCTpaHeHHE WH(POPMAIIHH.
CBOOOIHBIN TOCTYII

IIpaBo.PY
https://pravo.ru/

poccuiickasg  KOMIAaHUsA, BIaJeiell OJHOUMEHHOTO
TEMaTHUUECKOT' 0 MHTEPHET-U3/IaHus, pa3paboTuuk
OJHOMMEHHOW  CIPABOYHO-NIPABOBOM  CHUCTEMBI U
CIICIIUATU3UPOBAHHOTO  MPOTPAMMHOI0  OOECIeUSHUS
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JUTsi pabOTBhI C MaTepUaIaMU Cy1eOHON MTPAKTHKH.

caltr  MHctuTyTa  Hay4yHOH
uHpOpMaLIUU 1o
obmecTBeHHBIM Haykam PAH.
http://www.inion.ru

bubnuorpaduueckne 6a3pl ganasix MHWMOH PAH mo
COIIMAIIbHBIM M TYMAaHHUTAPHBIM HayKaM BEIyTCS C
gadyasa 1980-x romos. OOmmii 00BEM MacCHBOB
cocrasiser Oonee 3 muH. 500 ThIC. 3anMcell (JaHHBIE HA
1 saBaps 2012 r.).  ExeromHelii  MPUPOCT — OKOJIO
100 ThIC. 3anMcen.

B 0a3pl gaHHBIX  BKJIIOYAIOTCSl AHHOTHUPOBAHHBIE
ONMUCaHUsl KHUT U CTaTeH U3 KypHAJIOB U COOPHUKOB Ha
140 a3pikax, mnocTynuBmIMX B DyHJAAMEHTAIBbHYIO
o6ubmmorexy MHMOH PAH.

Ornucanus ctareid U KHUT B 0a3ax JaHHBIX CHAOXKEHBI
mu@poM XpaHEHUS W CCHUIKAMH Ha TIOJHBIC TEKCTHI
HMCTOYHHMKOB 13 Hay4dHOM 371eKTpOHHON OMOJIMOTEKH.

denepanbHBbIi nopran
«Poccurickoe

o0OpazoBaHue» [ DIEKTPOHHBIH
pecypc] — http:/ www.edu.ru

®enepanpubiii optan «Poccuiickoe oOpazoBaHHe» —
YHHMKaJIbHBI MHTEPHET-pecypc B cdepe oOpa3oBaHUS U
HayKU.

ExeqHeBHO myOJIMKyeT caMble aKTyaJbHbIE HOBOCTH,
AQHOHCBHI COOBITHH, MH(POPMALMOHHBIE MaTEPUAIIBI IS
LIMPOKOro Kpyra uurartesneid. ExxeHenenbHO Ha mopraie
Pa3MeIalOTCsl SKCKIIFO3UBHBIE MAaTEPUAIIbl, UHTEPBBIO C
BEyIIUMHU crenuagIncTaMu — neaaroramMy,
IICUXOJIOTAMH, YYEHBIMH, PEIIOPTA)KU U AHATUTHYECKUE
CTaTbH.

Yurarenu mosiy4aroT JOCTYN K HOPMaTHUBHO-IIPABOBOU
0aze cdepbl 00pa3oBaHMs, OHM MOTYT I0JIb30BaThCS
CaMbIMU Pa3JIM4YHBIMU ITOJIE3HBIMU CEPBUCAMU — TAKUMHU,
KaK OHJIAMH-TECTUPOBAaHUE, ONPOCHI IO AaKTyaJbHBIM
TEMaM M T.J.
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