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1. ITACITOPT ®OHJIA ONEHOYHbIX CPEJACTB

1.1. ObsacTh NpUMEHEHUA

®onn  oueHounslx cpeactB (POC) HeoTbemiieMas YacTh paboueit
IpOrpamMMbl  JUCHUIUIMHBL «APXUBBI JIOKYMEHTOB IO JIMYHOMY COCTaBy» U
NpelHa3HAaYeH [JI1 KOHTPOJISI W OLIGHKHM 00pa3oBaTeIbHBIX JIOCTHKEHUUN
CTYJIEHTOB, OCBOUBIIIUX POTPAMMY JUCIUTIINHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

LHenp @OC — yCTaHOBUTh COOTBETCTBUE YPOBHS  MOJATOTOBKH
oOyuatomerocsi tpeboBanusim @OI'OC BO OGakanaBpuar Mo HamnpaBICHUIO
noAarotoBkn 46.03.02 JIoKyMEHTOBEIEHHE M apXHWBOBEIECHUE, YTBEPKICHHBIM
npuka3oM MUHHCTEPCTBA HAyKM U BbIcIIero oOpas3oBaHusi Poccuiickoi
®enepanuu oT 29 oktadps 2020 r. Ne 1343 (¢ U3MEHEHUAMH U JIOMOJHEHUSIMHU);
[TpodeccuonanbupiM  cranaapToM «CrenuanucT 1O OpPraHU3alUOHHOMY U
JOKYMEHTAallMOHHOMY OOECIEUEHHUIO YIIPABIICHUS OpraHu3aluein», yTBEepKICHHBIM
[Ipukazom MunHucTepcTBa Tpyaa U coUMaNbHOM 3amuThl Poccuiickon denepanuu
«O0 yTBepxkaeHUHU npodeccuoHanbHOro cranaapta» ot 15 uronHs 2020 r. Ne 333H;
[TpodeccuonanbupiM ctanaapToM «CrenuanucT MO YNpaBICHHUIO JOKYMEHTaMU
OpraHu3alun», YTBepKIAeHHBIM lIprkazomM MuHHCTEpCTBAa Tpyla M COLMAIBHOU
3amuThl  Poccuiickoin @epepaunn «OO0 yTBEpKIeHUU NPO(HECCHOHATBLHOTO
cranaapra» ot 27 ampens 2023 r. Ne 421n; IlpodeccnoHanbHbIM CTaHIAPTOM
«Crneuuanuct apxuBay, yTBepKIeHHbIM IIpukazom MunHucrepcrBa Tpyna u
couranbHOM  3ammThl  Poccuiickoit =~ @epepauun  «O0  yTBEpXKACHHUU
npodeccuoHanbHOro cranaapra» ot 18 mapra 2021 r. Ne 140H.

1.3. Ilepeyenb kommeTeHUMii, (popMHPYeMBIX B MpoIEecce OCBOEHHS
OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMblI

[Iporiecc OoCBOCHHS MUCHUIUIMHBI HAMpaBIIEH Ha OBJIAJICHUE CIICTYIOITUX
KOMITETCHIIUIA ¥ MHJIUKATOPOB MX JOCTHXKEHUS:

Koa mo ®I'OC BO \ NHaukaTop 10CTHKEHU
ITpodeccuonanbuble
[1K-4 CniocobeH k opraHu3aluy XpaHeHHUs, [1IK-4.1. Opranuzyer paboTy C apXUBHBIMU
KOMIUIEKTOBAHHUSI, yUETa U UCIIOJIb30BAHUS JOKYMEHTaMHU 10 JIMYHOMY COCTaBy
Jel (JOKYMEHTOB) apXuBa

1.4. Dransl GopMUPOBAHUS KOMIIETEHUMH M CpeACTBa OIEHUBAHMS
YPOBHS X COPMHPOBAHHOCTH

KoHnTposbHO-011¢HOYHBIE
Jransbl popmupoBanus komnereHuu | KomnereHunu cpeacTBa / cnocod
OLICHUBAHMS

Tema 1. Mecro apxuBoB mno nuunomy | I1K-4 BelllonHEHNE PAKTUYECKUX
COCTaBY B CHCTEME apXUBOB. 3aJaHuI

Tema 2. KommuexkroBanue apxupa mo | [IK-4 BelltonHEHNE PAKTUYECKUX
JMYHOMY COCTaBY B OPTaHM3ALMSIX. 3aJaHuI

Tema 3. OcHOBHbIE npobnems! | [1K-4 BBINTOIHEHUE PAKTUYECKUX




NEeSTeIbHOCTH  apXWBOB IO  JIMYHOMY 3aJlaHuM, YCTHBIN OIpocC
COCTaBy.

Tema 4. Pazpabotka mnonoxenuss 060 | [IK-4 BrinosiHeHne nmpakTU4eCKuX
apXMBE JIOKYMEHTOB 10 JINTYHOMY COCTaBY. 3aJIaHU, YCTHBIA OITPOC
Tema 5. Opranuzamnus pador u ycnyr B | [IK-4 BrinosiHeHne nmpakTU4eCKUX
apXMBE JIOKYMEHTOB 10 JINTYHOMY COCTaBY. 3aJIaHU, YCTHBIA OITPOC
Tekymas arrecTanusi I1K-4 KontponbHaspabora
IIpomeskyTOUYHAS aTTEeCTALMS TIK-4 3auer

1.5. Onucanue nokasareseil GopMUpoOBaHUSA KOMIIETEHIUH

Ko komMnerenuun PesyabTaThl ¢)OPMHPOBAHHOCTH

ITIK-4CnocobeH k 3HaeT: TEOpPETUYECKHE OCHOBbl  JOKYMEHTHUPOBAHMS  apXHUBHBIX
OpraHu3aluu JIOKYMEHTOB I10 JIMYHOMY COCTaBY, TEPMHUHOJIOTHIO U 3aJaud JaHHOI'O
XpaHEeHHUs, mporecca; CBOMCTBA, CHOCOOBI U CPEACTBA JIOKYMEHTHPOBAHMUS;
KOMIUIEKTOBAHUS, KJIAaCCU(UKALIMIO apXUBHBIX JIOKYMEHTOB [0 JIMYHOMY COCTaBYy;
yuyeTa u CTPYKTYPY apXHMBHbBIX JOKYMEHTOB M HOpPMAaTHUBHbIE TPeOOBAaHUSA K MX
UCTIOJIB30BAaHUS JIe)T | COCTABICHHIO U O(hOPMIICHHUIO.;

(TOKYMEHTOB) VYMeer: cocTaBiATh U 0QOPMIIATH ApPXUBHBIC JTOKYMEHTHI 10 JINYHOMY
apxuBa COCTaBy B COOTBETCTBUM C YCTAHOBJIEHHBIMH TpeOOBaHUSIMH, B TOM
qucIie UCIO0Jb3Yya HHPOPMALIMOHHbIE TEXHOJIOTHH;

Bnaneer HaBbIKamMH: coOCTaBlieHHS M O(OPMIICHHUS PA3JIMYHBIX BUIOB
apXMBHBIX IOKYMEHTOB I10 JINYHOMY COCTaBY TPAJAMLIMOHHBIM CIIOCOOOM
U B DJIEKTPOHHOM BUJIE

1.6. Kpurepuu oOuneHHBAHUS KOMIIETEHHHH Ha Pa3HbIX IJTamax HX
¢popmupoBanus

KonauyecrBo
Bun yueOHo0iipadoThI 0aJ1J10B
0®0 | 300
BeinonHenye u 3amura npakTHYeCKuX padoT 48 40
KonrtponpHaspabora 20 20
KoHTposb camocTosTenbHON paboThl 12 20
3auer 20 20
Bcero 100

HakonurteabHast cucteMa oneHuBanusa no 100-6aaabHoM mkaJse

YeroipexOaJIbHASCH Cucrema
100-6anabHas BykBeHHas mIKaJa, COOTBETCTBYIOLIAS
CTeMAOIeHNBAHUSIIK3 . OLlEHMBAHUSA
mKajaa 100-6anabHO¥ mKaae
aMeHa 3ayera
OTtnnuHO 90-100 A — OTIMYHO — TEOPETUYECKOE COAEp KaHHe

Kypca OCBOCHO IIOJIHOCTBIO, 0e3 Ipo0eIioB;
HEOOXOINMBIE MPAKTUYECKHE HABBIKH PAaOOTHI
C OCBOGHHBIM MaTepHaJoM c(hopMHUPOBaHEI;
BCE IIPEAYCMOTPEHHBIE TPOrpaMMOi 00ydIeHHUS
yueOHbIe 3aJaHMs BBHIITOJHEHBI, KauyeCTBO HX
BBIIOJIHEHUS ~ OIEHEHO  YHCIOM  OaJlioB,
OIM3KMM K MAKCHMAJIbHOMY

Xoporo 83-89 B - oueHp XOpomio — TEOPETHUYECKOE
COZIep’KaHUE Kypca OCBOEHO IOJIHOCTBIO, 0e3
mpo0OenoB;  HCOOXOIUMBIC  MPAKTUYCCKUE
HABBIKH Pa0OTHl C OCBOCHHBIM MAaTEPUAIOM B
OCHOBHOM c(hOPMHUPOBAHBI BCE
MPEIYyCMOTPEHHBIC MPOTPaMMON  OOY4CHUS
yueOHbIE 3a/laHHsl  BBIMOJHEHBI, KauecTBO




BBITMIOJIHCHHSI OOJIBINIMHCTBA W3 HUX OILICHCHO
YUCJIOM 0aJUTOB, OJM3KHM K MAaKCUMAJIbHOMY 3aureHo

Xopomo 75-82 C — XOpomo — TEOPETHYECKOE COACPIKaHNE
Kypca OCBOGHO TIIOJHOCTBIO; HEKOTOpBIE
MPaKTHYIECKUE HABBIKH PabOTBI C OCBOCHHBIM
MarepuanoM c(OpMHPOBaHEI HEJOCTATOTHO;
BCE IpeTyCMOTPEHHBIC POrpaMMOit
oOyueHHs ydeOHbIE 3aJaHHUs BBITIONHEHEI,
Ka4yeCTBO BBIMIOJIHEHUSI HU OJHOTO W3 HUX HE
OLICHEHO MHUHHMMAJBHBIM YHCJIOM OaJioB,
HEKOTOpbI€  BHJBl  3aJaHUH  BBIIOJHEHEI
¢ omMOKaMu

VY 10BNETBOPUTETHHO 63-74 D — yIoBIETBOPUTEIBHO — TEOPETHUYECKOE
coJIepKaHue TUCHUILTHHBI OCBOCHO YaCTHYHO,
HO mpoOesbl  HE HOCAT  CYLIECTBEHHOTO
XapakTepa; HEOOXOAMMBIE  IPAKTHYCCKUE
HaBBIKA PabOTHl C OCBOCHHBIM MaTepHaIoM
B OCHOBHOM C()OpMHUPOBAHEL, OOJBIIMHCTBO
NPEIYCMOTPEHHBIX HPOrpaMMoOl  00y4YeHHs
Y4eOHBIX 3aJaHUil BBINONHEHO, HEKOTOPBIS

U3 BBIITOJTHCHHBIX 3aaHHM, conepxKar
OIUOKHU
VY 10BII€TBOPUTETHHO 50-62 E - nmocpencTBeHHO — TeopeTHYECKOe

CONICpXKaHUE Kypca OCBOCHO YAaCTHYHO;
HEKOTOpBIC TPAKTHUYCCKUE HABBIKH PadOTHI
He C(OPMHUPOBAHBI, MHOTHE
MPEIYCMOTPEHHBIE MPOrpaMMON  OOyYEHHUS
yueOHbIE 3aJaHdsl HE BBIIOJHEHBI  JTHOO
Ka4eCTBO BBIMOJHEHHUS HEKOTOPBIX W3 HUX
OLIECHEHO YHCJIIOM OayioB, OJIM3KHM K
MUHHAMAJIBHOMY

HeynosnerBopurensHO 21-49 FX - HEYIOBJIETBOPUTEIBHO -
TEOPETHUYECKOE COJIepKaHHe Kypca OCBOEHO Hesauteno
YacTHYHO;  HEOOXOIUMbIE  IPAaKTHYECKHE
HaBBbIKU paboTs! He c(pOpPMUPOBAHHI;
6OJIBIIMHCTBO MIPEIYCMOTPEHHBIX
nporpaMMoii  oOyueHHMs y4eOHBIX 3aJaHUH
HE BBINIOJIHEHO 1160 Ka4ecTBO
UX BBITIOJIHCHUS OLIEHEHO 4YHCIIOM OaoB,
OIM3KUM K MUHHMAJIbHOMY; npu
JIOTIOTHUTENBHONH CaMOCTOSITEIbHONH padoTte
HaJ MaTepHaJioM  Kypca  BO3MOXXHO
MOBBIIIEHNE KAa4eCTBA BBIMOJHEHUS YIeOHBIX

3aJaHuN

HeynosnerBopurensHo 0-20 F — HeynoBIEeTBOPHUTEIFHO — TEOPETHYECKOE
coJiepaxKaHue Kypca HE OCBOEHO;
HEOOXOIMMBIE NTPAKTHYECKHE HABBIKU PabOTHI
He c(hOpMHUPOBAHEI; BCE BBITTOJTHEHHEIE

y4eOHbIe 3aJaHus coAepkar IrpyOble OmmnOKH,
JIOTIONTHUTENbHAs CaMOCTOsSTeNbHas pabora
HajJ ~ MaTepWajoM  Kypca  He MPUBEACT
K KAKOMY-THOO  3HAYMMOMY  TIOBBIIICHUIO
Ka4yeCcTBa BBHIMTOJHECHUS YUCOHBIX 3aJaHHiA

2. KOHTPOJIBHO-OHEHOYHBIE CPEACTBA

2.1. OueHOYHBIE CPEICTBA TEKYIIEr0o KOHTPOJIS
Bomnpocs! Aj1s1 yCTHOIO onpoca:

1. Hepe‘-II/ICJ'II/ITe JAOKYMCHTBI, OTHOCAIIMUCCSA K JOKYMCHTAM 110 JIMYHOMY



COCTaBy.

2. VYKaxure, 4YTO BKIOYAIOT B ce0d JOKYMEHTBI O TPYyIOBOM
JeSATeIbHOCTH paOOTHUKOB. JlaliTe XapaKTepUCTUKY ITUX TOKYMEHTOB.

3. OxapakTepu3yiTe TOKYMEHTHI MO Y4ETy KaJIpOB: COCTaB, crenuduxa
oopMIIeHUS, HA3HAYCHUE.

4, Haiinure ocobeHHoctH odopmieHHus W pabOThl ¢ JOKYMEHTaMH I10
pacyeTam 3apabOTHOM TUIATHI U IPYTUX BBITLIAT.

5. BrisiBuTe cienuduky JOKYMEHTOB 10 OXPaHEe TPY/a.

6. HazoBuTe mpaBOBBIE AaKTHI, OMNPEACISIONINE CPOKH XPAHCHHS
JIOKyMEHTOB TIOJTUYHOMY COCTaBY.

1. VYKkaxuTe, 4TO BKJIIOYAET B ceOSl YMOPSJOUYCHHE JOKYMEHTOB IO
JUYHOMY COCTaBY.

8. HazoBuTe HOpMAaTHUBHO-TIPABOBEIE aKThl, B COOTBETCTBUHU C KOTOPHIMHU
dbopMHpYyIOTCA B Jie7a TOKYMEHTHI 110 TUYHOMY COCTaBY

Q. [lepeuncnure TpeOGoBaHuss MO (HOPMUPOBAHUIO JEJ IO JTUYHOMY
COCTaBy

10. BeoiaBute ocobeHHOCTH (HOPMHUPOBAHUS OTIEIBHBIX NI MO JTUYHOMY
cocTaBy (ITPUKa3bl, JUUYHBIE KAPTOUKH, TUIHOE JIEJ10, TAaOeNn, HapsAbl U T.]11)

11. HazoBute, 4TO BKJIIOYAET B €0 KOMIUIEKC padOT 1Mo ohOpMIICHHUIO
JIeJT 110 JIMYHOMY COCTaBY

12.  VYkaxuTe KpUTEpHH, KOTOPHIM PEKOMEHIYETCS PYKOBOJICTBOBATHCS
py 0TOOpE JOKYMEHTOB I10 JIAYHOMY COCTaBY.

13. Ilepeunmcnure OCHOBHBIE TpPeOOBAaHHUS K OpTaHHU3AIUU XPAHCHHS
JIOKYMEHTOB TIO JINYHOMY COCTaBYy B apXHMBE OpTaHU3AIMH. Y KAXKUTE HOPMATUBHO-
MIPaBOBBIC AKTHI, OTIPEICTIAIONINEC ATH TPEOOBAHUS.

14. Omnpepenure TpeOOBaHUS, MPEABIBISIEMbIE K XPAHEHUIO TOKYMEHTOB
M0 JINYHOMY COCTaBY B TOCYAApCTBEHHBIX, MYHHUIIMTIAIbHBIX apXUBaxX. YKaXUTE
OTIPEJISIISIIONTNE ITH TPEOOBAHUS

15. HazoBuTe TOKYMEHTHI, MOIJICHKAIIHES YUCTY.

16. Ompenenure mpaBOBbIE AaKThl, YCTaHABIMBAIOIINE TPEOOBAHUS K
BEJICHUIO YYETHBIX JIOKYMEHTOB B apXMBaX OpraHU3alMi, B TOCYIapCTBEHHBIX,
MYHHUITUTIATBHBIX apXHBaX.

17. Omnpenenute NOpsSAOK BHECEHUS! U3MEHEHUW B YUETHBIC JOKYMEHTHI.
BBISBHTE pOJIb U MECTO IKCIEPTU3BI IICHHOCTH JOKYMEHTOB B 3TOM ITpoIiecce.

18. HazoBuTe poib M 3HAYUMOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy B
HUCTOPUYECKOM U COITMOKYJIBTYPHOM acCIIeKTe.

19. VYkaxuTe  HOPMATHBHO-TIPABOBBIE  aKThl,  PETVIAMCHTHPYIOITUE
OpraHU3aIHIo JIOCTYyMa K JOKYMEHTaM I10 JUYHOMY COCTaBY

20. Ompenenute MOPSAIOK JOCTYIA K JOKYMEHTaM IO JIMYHOMY COCTaBY.
HazoBuTte npuymHbl OrpaHuyYeHus JOCTyIA K JOKYMEHTaM 10 TUYHOMY COCTaBY.

21. Ilepeuncnure OCHOBHBIE (DOPMBI HCIONH30BAHUSA JOKYMEHTOB 10
JUYHOMY COCTaBY B apXWBE OpPTaHM3AIlui, TOCYJAPCTBEHHOM W MYHHIIUIAIHBHOM
apxuBe.

22. Omnpenenure cnenupuKy HCIOIHEHHS  3alpPOCOB  COIHAIBHO-
MPaBOBOTO XapakTepa W WCIOJIb30BAHUS JOKYMEHTOB IO JIMYHOMY COCTaBy B



Hay4HBIX, UCTOPUKO-KYJbTYPHBIX U UHBIX LETIAX.

Bonpocs /151 poBeeHUs KOHTPOJIbHOI padoThI:

1. Onpenenenne apxmaa Mo JUYHOMY COCTaBY, COCTaB JJOKYMEHTOB.

2. Mecto B cucteme rocyJapCTBEHHOTO YITPABICHHUSL.

3. OCHOBHOE HOPMATHUBHO-METOINYECKOE 00eCTIeYeHUE paOOTHI.

4, Metonka opraHuzalid apXvBHOW pabOThI B apXWBax IO JIMYHOMY
COCTaBy.

S. OcHOBHBIE  HWCTOYHHMKM  KOMIUIeKTOBaHUs.  Kowmruiekc — pador,
HAIPABJICHHBIX Ha O0ECHEYEHUE COXPAHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy B
OpraHu3aluHy.

6. HenocraTtounass kBayudukamusi COTPYIHUKOB KaJpPOBBIX CIYKO B
OTHOILIEHUH cOOpa, 00pabOTKU, XpaHEHUS U Tepefadd JTOKYMEHTOB IO JIMYHOMY
COCTaBYy.

1. HecaHKIMOHMPOBAaHHBIN JOCTYH K IEPCOHAIBHBIM JTAHHBIM.

8. Mertoapl perienus npoOsieM, BOSHUKAIOIIUX B apXUBaX JOKYMEHTOB 110
JMYHOMY COCTaBY.

9. CoctaB 1 OCOOCHHOCTU COJEpKAHUS PA3JICIIOB IMOJIOKEHUSI 00 apXuBe

JIOKYMEHTOB I10 JIMYHOMY COCTaBY; COIVIACOBAHUE U YTBEPKICHUE ITOJI0KEHU.
10. Homenknarypa u TiepeueHb IUIATHBIX pPabOT W YCIYyT B apXuBe
JOKYMEHTOB 10 JMYHOMY COCTaBY.

O1eHOYHbBIE CPEICTBA JIJIsl MPOMEKYTOYHOM aTTecTAlUM (3a4€T)
Bonpocsl 17151 NpoBeieHU 3a4eTa

1. Co3nanue apXWBHOTO (OHJA JOKYMEHTOB JIMYHOTO MPOUCXOKICHHUS
BETEPAHOB U pabOTHUKOB ThlJIa B TIEPBbIE TOCIEBOCHHBIE T'OJIbI.

2. Co3ztaHre EHTPATM30BAHHONW TOCYAAPCTBEHHON CUCTEMBI apPXUBHOTO
XPaHEHMSI TOKYMEHTOB 110 JINYHOMY COCTaBY.

3. Metonuueckoe obecrieueHre paboThl KaapOBBIX CIIY>XKO OpraHusaiui
(mpennpusATHi) NOAPXUBHOMY XPaHEHHIO JOKYMEHTOB I10 JINYHOMY COCTaBY.

4, [lopsimok mepegaun JOKYMEHTOB MO JIMYHOMY COCTaBy Ha
roCyAapCTBEHHOE apXMBHOEXPaHEHUE.

S. CoBpeMeHHbIE HAMpaBJICHUS MO OOECHEYEHUI0 apXWBHOTO XPAHECHMS
JIOKYMEHTOB MOJUYHOMY COCTABY.

6. ['ocynapcTBeHHbIH apXWB JOKYMEHTOB MO JIMYHOMY COCTaBy
Poccuiickonn @enepaunu;

7. TpeOoBaHUs ~ apXWMBHOTO  3aKOHOAATENBCTBA K  OOECIEUYECHHIO
COXPaHHOCTH JOKYMEHTOB MOJUYHOMY COCTABY.

8. VYipaBneHue apXuBHBIM XpaHEHHEM JIOKYMEHTOB.

9. KOHCTUTYIIMOHHBIE TapaHTHM MpaB TpaxJaH Ha MOJy4YeHUe

nH(pOpMaIUH, CoJepKaIIeHcs BIOKYMEHTaX 10 TUYHOMY COCTaBY.
10. OcHoBHBIE TpaBuia pabOTHI APXUBOB JOKYMEHTOB IO JIMYHOMY
COCTaBY YUYPEKICHUMU.



11. Oprasuzanus XpaHEHHsS B YUYPEXKICHHSIX NIPOTOKOJIOB 3acelaHHi,
MOCTAHOBJICHUM aTTECTAIMOHHBIX, KBATU(UKAITMOHHBIX KOMUCCHI; TOKYMEHTOB O
MPEICTaBICHUN PAOOTHUKOB K Harpajam.

12. Opranuzanus XpaHEHUs! B YUPEXKICHUSIX IOKYMEHTOB O MPUCBOCHUU
3BaHUM, MPUCYKJECHUU TNPEMHI; CIHUCKOB Ha JIbIOTHYIO IEHCHUIO; INTAaTHBIX
pacCTaHOBOK; JIOKYMEHTOB Yyd4eTa I[pueMa, I[epeMElIEHUsI U yBOJIbHEHHUS
pabOTHHUKOB.

13. HomenknaTypa ea T0KyMEHTOB IO TUYHOMY COCTaBY.

14. TloarortoBka €N ¢ JOKyMEHTaMHU MO JUYHOMY COCTaBY K apXHBHOMY
XpaHEHHUIO.

15. Ilepemauya nen ¢ TOKyMEHTaMH IO JIMYHOMY COCTaBY HAa XpaHEHHE B
apXUB YUPEIKICHHUS.

16. Odopmienne nen W CHUCTEMATHU3AlMS JOKYMEHTOB IO JIMYHOMY
COCTaBY B JieJI€ JUIsl IITUTEIIbHOTO XPaHEHHU.

17. IlInypoBka, COpPTHpOBKa M apXuBHasi 00pabOTKa JOKYMEHTOB IIO
JUYHOMY COCTaBY.

18. Opranmzanus pabOThl €O CHEIUATBHBIMH  YCTPOWCTBAMH TS
MIPOIIUBKHY JIeJ C JOKYMEHTAMH 110 JUYHOMY COCTaBY.

19. Poap JOKYMEHTOB IO JINYHOMY COCTAaBY B COXPAaHEHUHU UCTOPUUYECKON
MaMSATH.

20. Ompenenenue apxuBa MO JIUIHOMY COCTaBY, COCTaB IOKYMEHTOB.

21. MecTo B cUCTEME rOCyJapCTBEHHOTO YITPABIICHUSI.

22.  OCHOBHOE HOPMAaTHUBHO-METOAMUYECKOE OOECTICUeHIE PaOOTHI.

23. Meroauka OpraHM3allii apXWBHOW PabOTHl B apXHWBax IO JUYHOMY
COCTaBY.

24. OcHOBHBIE  WCTOYHMKH  KOMIUICKTOBaHWsA.  Kommiekc — pabor,
HalpaBJICHHbIX Ha 00eCleYeHNEe COXPAHHOCTH JOKYMEHTOB IO JIMUHOMY COCTaBy B
OpraHu3aIuy.

25. Hepocrarounass kBanmuduKkaiusi COTPYJAHUKOB KaJpOBBIX CIyXO0 B
OTHOIIIEHUH cOOpa, 0OpabOTKU, XpaHEHUS U Tepefadd JTOKYMEHTOB IO JIMYHOMY
COCTaBY.

26. HecaHknuoHWpOBaHHBIN TOCTYI K MEPCOHAILHBIM JAHHBIM.

27. Metoapl penieHus PooOJieM, BO3HUKAIOIINX B apXUBaxX JTOKYMEHTOB TIO
JMYHOMY COCTaBY.

28. CocTaB U OCOOCHHOCTH COCpKaHUSI Pa3JeiOB TOJOKEHUs 00 apXuBe
JIOKYMEHTOB TIO JITYHOMY COCTaBY; COTJIACOBAHUE U YTBEPKICHUE TIOJI0KEHUSI.

29. HomeHkiaTtypa W TiepeueHb IUIATHBIX pPabOT M YCIyr B apxuBe
JOKYMEHTOB TIO JINYHOMY COCTaBY.

30. OmnepatuBHOE XpaHEHHE TOKYMEHTOB KaJIpPOBOU CITYKOBI.

31. Tlopsaox dhopMHUpPOBAHUS TUYHBIX JIE]T.

32. IlpaBwiia 3amogHEHUS U XPaHECHUS TPYIOBBIX KHUKEK.

33. Ilaker JOKYMEHTOB IIpH MPOBEICHUHU aTTECTAIUU.

34. Tlopsmox oopmeHus JIOKYMEHTOB Ha HarpaxjaceHue
rOCy/IapCTBEHHBIMU HarpajaMu.



35. Cozpanme apxuBHOTO (OHIA JOKYMEHTOB JIMUYHOTO MPOUCXOKICHHUS
BETEPAHOB U paOOTHUKOB ThIJIa B IIEPBBIE IOCIEBOECHHBIE T'OJIBI.

36. CoznaHue LEHTPATU30BaHHOW TOCYJapCTBEHHON CUCTEMBI apXUBHOTO
XpaHEHUs TOKYMEHTOB I10 JTUYHOMY COCTABY.

37. Meroaudeckoe obecreueHre paboThl KaIPOBBIX CIYKO OopraHu3arui
(mpeanpusATUil) 0 ApXUBHOMY XPaHEHHIO IOKYMEHTOB 10 JUYHOMY COCTAaBY.

38. Ilopsnok mepemauum JTOKyMEHTOB IO JIMYHOMY COCTaBy Ha
rOCy/IapCTBEHHOE apXUBHOE XPaHEHUE.

39. CoBpeMeHHbIE HANpaBICHUS MO O0ECIEYCHUIO apXHWBHOTO XPaHEHHS
JIOKYMEHTOB 10 JIMYHOMY COCTaBY.

40. TocynmapcTBeHHBI apxXuB JOKYMEHTOB IO JIMYHOMY COCTaBy
Poccuiickon ®@enepanuy;

41. TpeOoBaHusi apXMBHOTO 3aKOHOJATEIbCTBA K  OOECIIEUEHUIO
COXPAaHHOCTH JOKYMEHTOB 110 JIMYHOMY COCTaBY.

42. VYupapiieHUE apXUBHBIM XpaHEHUEM JIOKYMEHTOB.

43. KOHCTUTYUMOHHBIE TapaHTHUM @paB TpaKJaH Ha I[OJyuyeHUe
uHpopMalny, cofepxKaliencs B JOKYMEHTax 0 JIHNYHOMY COCTaBYy.

44, OcHoBHbIE IpaBWwia pabOThl apXHUBOB JIOKYMEHTOB IO JMYHOMY
COCTaBY YUYPEKICHUMU.

45. OpraHuzanus XpaHEHHs B YUPEKICHHUSIX IPOTOKOJIOB 3acelaHuH,
MIOCTAHOBJICHUN aTTECTAIMOHHBIX, KBATU(PUKAIMOHHBIX KOMUCCHIA; TOKYMEHTOB O
npeCTaBICHUH PAaOOTHUKOB K Harpaaam.

46. OpraHuzanus XpaHEHHUS B YUPEKICHHUSIX TOKYMEHTOB O MPUCBOCHUU
3BaHMIA, TPUCYKICHUHM TPEMHUH; CIHUCKOB HA JIBFOTHYIO TIEHCHIO; INTATHBIX
paccTaHOBOK; JOKYMEHTOB yueTa TMpHeMa, TMepPEMEIIeHUs W YBOJbHEHUSA
PabOTHUKOB.

47. HowmenkinaTypa aes JOKYMEHTOB 10 JUYHOMY COCTaBY.

48. IloaroroBka Jen ¢ AOKYMEHTaMH 110 JIMYHOMY COCTaBY K apXHUBHOMY
XPaHEHHUIO.

49. Ilepenaya gen ¢ JOKyMEHTaMHU IO JUYHOMY COCTaBy Ha XpaHEHHE B
apXUB YUPEKICHHUSL.

50. Odopmnenne aen W cuUcTeMaTH3alUs JOKYMEHTOB IO JIMYHOMY
COCTaBY B JieJie JUIsl IJTUTEIbHOTO XPAHEHUS.

51. IllnypoBka, cCOpTHpPOBKAa W apxuBHas o0OpabOTKa JOKYMEHTOB 10
JUYHOMY COCTaBY.

52. Opranuzanus pabOTBl €O CHEHUATBHBIMH  YCTPOHCTBAMHU IS
MPOIIMBKY €I C TOKyMEHTaMH IO JTUYHOMY COCTaBY.

53. Poisb TOKyMEHTOB IO JUYHOMY COCTaBY B COXpPaHEHHH HCTOPUUYECKOM
aMSITH.

54.  OmnpeneneHue apxusa Mo JIMYHOMY COCTaBy, COCTaB JOKYMEHTOB.

55. Mecto B cucreMe rocyapCTBEHHOTO YIIPaBICHUS.

56.  OcHOBHOE HOPMATHUBHO-METOAUYECKOE 0OecTeueHre paboThl.

57. Metoauka opraHu3ali apxXUBHOMW paOOTHI B apXuBax IO JUYHOMY
COCTaBYy.



58. OcHOBHBIE WCTOYHUKH KOMIUIEKTOBaHUsA. Komruiekc  pabor,
HaIpaBICHHBIX Ha 00ECTICUeHNE COXPAHHOCTH JTIOKYMEHTOB I10 JITYHOMY COCTaBY B
OpTraHU3aIHH.

59. HenocratouHass kBaJM(UKaIKMsg COTPYIHHUKOB KaJIpOBBIX CIYKO B
OTHOIIIEHWHU cOopa, 00pabOTKH, XpaHEHUs W Tepeadyd JOKYMEHTOB 10 JTUIYHOMY
COCTaBYy.

60. HecaHKIIMOHUPOBAHHBIN TOCTYI K IEPCOHAIBHBIM TaHHBIM.

61. Meroap! pemeHus mpobdIeM, BOZHUKAIONIUX B apXWBax JOKYMEHTOB
110 TUYHOMY COCTaBY.

62. CocrtaB U 0COOCHHOCTH COACPIKAHUS PA3ACIIOB IMOJIOKEHUS 00 apXuBe
JIOKYMEHTOB TI0 JIMYHOMY COCTaBY; COIJIACOBAHUE U YTBEPKIACHHUE MOJIOKECHHUS.

63. HomenkinaTypa W TMepedeHb IUIATHBIX pabOT W YCIYr B apXuBe
JIOKYMEHTOB TI0 JIMYHOMY COCTaBY.

64. OnepaTuBHOE XpaHEHUE JTOKYMEHTOB KaJPOBOM CITYkKOBbI.

65. [lopsaok popMuUpoBaHUS TUUHBIX JE.

66. [IpaBuia 3amoaHEHUS U XpaHEHUS TPYIOBBIX KHIDKEK.

67. IlakeT TOKYMEHTOB TP MPOBEJECHUHU aTTECTAIUH.

68. I[lopsmok oopmieHus JIOKYMEHTOB Ha HarpaxJaeHue
rocyapCTBEHHBIMU HarpajiaMH.

69. [Ilepenmaua gen ¢ JOKYMEHTaMH IO JIMYHOMY COCTAaBY Ha XpaHEHHE B
apXUB YUIPEIKICHUS.

70. OdopmieHne nen1 W CUCTEeMAaTH3AIMs JOKYMEHTOB IO JIMYHOMY
COCTaBy B JieJie JUIsl IJTUTEILHOTO XPAHECHUS.



