MHMHUCTEPCTBO INPOCBELIEHUA
POCCUUCKOU ®ENEPALINU

®EJNEPAJIbHOE
T'OCYJIAPCTBEHHOE BIO/I)KETHOE
OBPA30BATEJHLHOE YYPEKIEHHE BRICIIEI'O OBPA3OBAHUS
«JIYTAHCKHM I'OCYJAAPCTBEHHBIN MEJATOTMYECKHI YHUBEPCUTET»
(®I'BOY BO WJIT'TLY»)

I/IHCTHTyT HCTOPHH, MEXKTYHAPOAHBIX OTHOIIEHHH H COLMAIBLHO-NIOJTHTHYECKHX HayK

Kadeapa 1oxymMeHTOBeAeHHS H aPXHBOBeJeHHS

MOCITH
_>TurkxoBckas C.A.

YTBEPAKIAIO

TIpunoxenue k pabodeii nporpaMme yaebHOH JUCIHIUTHHBL

®OH/I OHEHOYHBIX CPEACTB
AJiSl NPOBeJeHHs TeKylIero KOHTPOJIs H MPOMeKyTOYHOMH aTTecTaluM
o0y4aromuxcs Mo AUCHHINIHHE

ApXHBHOE /1€JI0 B COBPEMEHHBIX YCIIOBHAX

ITo nanpaBienuio noaroroBku 46.04.02 JlokyMeHTOBeIeHHE U apXUBOBEACHUE
IIporpamma marucTpatypbl J(OKyMEHTAallMOHHBIE CHCTEMBl M  ApXUBBI
rocyapCTBEHHOM cCHCcTeMe yNpaBieHus]
Kpanundunkanus BbIMYCKHUKA MarucTp
®opma o0yueHHs O4HAs, 320YHAS
Kype 2
PazpaboTuuk
KaHJI. ICUXOJI. HayK, CTapIIuit
mperoaBaTenb kKadeapsl

JOKyMEHTOBEICHUS U apXUBOBEICHUS
Epmam H.H.

3aBenyroumii kadeapoit
TOBEIEHUS U apXUBOBEICHUS
~ Vnpuenko 10.B.

IIpoToxon
oT « 73 »ﬁ%zo Z4 1.Ne &

JIyranck, 2026

B



1. HACITIOPT ®OHJIA OIIEHOYHbIX CPEJACTB

1.1. ObsacTb NpUMEeHEHU s

®onx onenounsix cpeactd  (POC) HeoTbemsiemMass dacThb paboueit
MpPOrpaMMbl JUCUUIUIMHBI «APXMBHOE JI€I0 B COBPEMEHHBIX YCIOBHSIX» U
MpelHa3HAYeH JUIsi KOHTPOJIA UM OLEHKHM O0pa3oBaTENbHBIX JIOCTHXKEHHIM
CTYJI€HTOB, OCBOUBILUX MPOrPAMMY JUCHHUIIINHBIL.

1.2. Ilenu u 3aga4u (pOH/Ia OLICHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YpPOBHS  IOATOTOBKH
oOyuaromerocsi TpeboBanusim @OI'OC BO wmarucrtpatypa 1O HamlpaBJICHUIO
noarotoBkn 46.04.02 JIokyMEHTOBEEHUE M AaPXUBOBEICHHUE, YTBEPKICHHBIM
npukazoM MuHuCTEepcTBA HAayKd M BbIcliero oOpaszoBanust Poccuiickoit
®deneparuun ot 29 okTadps 2020 1. Ne 1345 (c U3BMEHEHUSIMU U IOTIOTHEHUSIMU) U
[IpodeccronanbubiM  cTanaapToM «CneuuaiucT MO OpPraHUu3allMOHHOMY U
JOKYMEHTAIIMOHHOMY 00€CTIE€UEHHUIO YIPABIECHUS OpraHU3aluen», yTBepKICHHBIM
[Ipukazom MunuctepcTBa TpyAa U colMaibHOM 3amuThl Poccuiickon denepannun
«O06 ytBepxkaeHnu npodeccruoHabHOro cranaapra» ot 15 utons 2020 r. Ne 333#;
[IpodeccronansubiM crannapToM «CHEUaIUCT MO YNPaBICHUIO JOKYMEHTaMU
opraHuzanumny», yrBepxkiaeHHbIM [Ipukazom MunucTepcTBa Tpyla U COLHUATIBHOM
3amuThl  Poccuiickoii @epepanuu  «OO0  yTBepKIAeHUU MPOdecCHOHATBHOTO
crtangapta» ot 27 anpens 2023 r. Ne 4214.

1.3. Ilepeyenb kommeTeHIHii, (GOPMUPYEMBIX B Npolecce OCBOECHUSA
OCHOBHOI 00pa30BaTeJIbHON MPOrPaAMMBbI

[Ipomiecc OCBOEHMS NHMCIUIUIMHBI HAIPABJICH HA OBJIAJICHHUE CIEIYIOUIUX
KOMIIETEHIIMN U MHIUKATOPOB UX JOCTH)KECHUS:

Kox mo ®I'0OC BO | Nuankarop 10cTHKEeHU s
O6menpodeccrnonaabHbIE
OIIK-5 CniocoGeH oCyIIecTBISTh OIIK-5.1. ®opmynupyer W peniaeT Hay4YHO-
WHHOBAIMOHHYIO JCSTEIbHOCTD, UCCIICIOBATEIILCKUE M TPHKIIAJHBIC 33/1a4d B
(bopMyIHpOBAaTh U pelIaTh HAYIHO- 001acTi apXUBOBEICHUS

HCCIEA0BATCIbCKUE U ITPUKIIAJHBIC 3a1a4l B
obnactu JAOKYMCHTOBCACHUS U
APXUBOBCICHU S

1.4. JDranbl ¢GopMUpPOBaHMS KOMIIETEHIUIl M CpPeACTBa OLCHMBAHMS
YPOBHA UX ¢(pOPMHUPOBAHHOCTH

KoHTpo/ibHO-01IeHOYUHbIEe
Jransl popmupoBanusa komnerenunii | Kommerennun cpexncrBa / crnocod
OLICHMBaHUS

Tema 1. Opranuzauus apxusHoro jena Ha | OITK-5 BelloIHEHNE IPAKTUYECKUX
COBPEMEHHOM JTale. 3alaHui

Tema 2. Okcneptuza  nenHoctu | OITK-5 BellonHEHNE IPAKTUYECKUX
JOKYMEHTOB M KOMIIJIEKTOBAaHUE apXUBOB. 3alaHui

Tema 3. Yuer u xpanenue nokymentoB B | OIIK-5 BrinosnHenue npakTuyecKux
apxuBax. 3aJlaHUl, YCTHBIM OIIPOC




Tema 4. Cucrema HayuHo-crnpaBoyHoro | OIIK-5 Brinonnenue nmpakTuyeckux
annapara K jokymeHtram A® PO. 3a/IaHMI, YCTHBIN OIIPOC
Tema 5. Opranuzauus wucnoas3zoBanus | OIIK-5 BrInosHenue npakTuyecKux
nokymMmeHTOB AD PO, 3aJJaHUi, YCTHBIM OIIPOC
Tema 6. Texnonoruss  xpanenus | OIIK-5 BrInosHenue npakTuyecKux
JIOKYMEHTOB B apXUBaXx. 3a/1aHM, YCTHBIM ONPOC
Texkymas arrecTauus OIIK-5 KontposbHast pabota
IIpomexyTouHas aTrecTanus OIIK-5 DK3aMeH

1.5. Onucanue nokaszareJieii popMupoBaHusi KOMIETEHIMIA

Koa komnereHuuu Pe3yibTaThl ) OPMHPOBAHHOCTH

OIIK-5Cnocoben 3Haer: OCHOBHbIE  TEHJCHLIMHU  DPa3BUTHUS  HMHPOPMAIMOHHO-
OCYIIIECTBIIAT JOKYMEHTAIIMOHHOTO OO0ECIIeYeHUs] yYIpaBICHUSI W apXWBHOTOJIEINA;
HWHHOBAallUOHHYIO TCOPHUIO U METOAOJIOTUIO apXI/IBOBCI[CHI/IH;

JACATCIBHOCTD, VYmMmeer: OCYIICCTBJIATL IMOCTAHOBKY 3aJilad B HAYYHBIXHCCICAOBAHUAX B
dhopmyTupOBaTh U 0o0acTi  apxXWBOBENEHUS,;  OOBSCHATb  OCHOBHBIC  TEHJICHIIUU
pemIaTe Hay4HO- COBPEMEHHOTO Pa3BUTHS apXHUBOBEICHHUS;

HUCCICO0BATCIIbCKHUEC BnaﬂeeT HaBBIKaAMMU: IMPUMCHCHU A APXHUBOBCAYCCKUX METOI0B
" IPUKIIaTHBIC HUCCJICAOBAaHUA, MMPUMCHCHUA TCOPCTUICCKUX 3HAHUHN 110
3a7a4M B 00J1acTH JTOKYMEHTOBEICHUIO M apXHUBOBEJICHHUIO Ha TIPAKTHUKE.
JOKYMCHTOBCIACHUA

1 apXHUBOBCICHUS

1.6. Kpurepuu oOuneHMBAHUS KOMIIETEHIIHII HAa Pa3HbIX JTamax MX
¢bopmupoBanus

KoaunuecTBo
Bupa yueOHo# padoThl 0aJ110B
0®0 \ 300
BrimonHeHue u 3anmuTa npakTHYeCKUX padoT 48 40
KontponbHas padoTa 20 20
KoHTposib camocTosTeIbHOM paboThI 12 20
DK3aMeH 20 20
Bcero 100

HakonureabHas cucrteMa oneHuBanus nmo 100-0a1anHOM IKAJIe

YeT1oipexOaijibHasCH Cucrema
100-6anabHas BykBeHHasi IKaJa, COOTBETCTBYIOIIAS
CTeMAOLeHMBAHMSIIK3 . OLeHUBAHUSA
mKajia 100-6anabHOI IIKaTe
aMeHa 3ayeTa
OtnaHO 90-100 A — OTIIMYHO — TEOPETHUYECKOE COIEP)KaHHE

Kypca OCBOEHO IIOTHOCTBIO, 0e3 IpoOesoB;
HEOOXOAUMBIC MPAKTHIECCKUE HABBIKM PaOOTHI
C OCBOGHHBIM MaTepHaioM C(HOPMHPOBAHEI;
BCE TIPEAYCMOTPEHHBIEC IPOrPaMMOi 00yIeHHS
y4eOHBIE 3aJaHMs BBIIOJHEHBI, Ka4eCTBO HX
BBINIOJTHEHHSI ~ OLICHEHO  YHCJIOM  0aJuioB,
OJIM3KUM K MaKCHMaJIbHOMY

Xopomio 83-89 B - oueHp XOpomIO — TEOPETHUYECKOE
COJIep)KaHHe Kypca OCBOCHO IOJIHOCTBIO, 0e3
mpoOesoB;  HEOOXOIWMBIE  MPAKTHIECCKHE
HaBBIKH Pa0OTBI C OCBOCHHBIM MAaTEpHalioM B
OCHOBHOM copmMHpOBaHEI; BCE
NPENyCMOTPEHHBIE TIPOTpaMMON  OOy4YeHHUS
ydeOHbIe 3aJaHUs BBITIONHEHBI, KadecTBO
BBINIONTHEHNSI OONBIIMHCTBA M3 HUX OICHEHO




YHUCJIIOM 6aJ'IJ'IOB, ONM3KHUM K MAaKCUMAJIbHOMY

Xopomio

75-82

C — XOpomio — TEOPETHYECKOE CONCpIKaHUE
Kypca OCBOEHO TIONHOCTBIO; HEKOTOpbhIE
MPAaKTHYECKUE HABBIKA PAOOTBI C OCBOCHHBIM
MaTepranioM CPOPMHPOBAHBI HEIOCTATOUYHO;
BCE MPeayCMOTPEHHbIE porpaMmmoit
o0y4yeHHsT YydYeOHBIC 3aJlaHUS BBIMIOJHEHHI,
Ka4eCTBO BBITIOJHEHUSI HU OAHOTO W3 HUX He
OI[EHEHO MHHHMAJIbHBIM YHCJIOM  0aslIoB,
HEKOTOpbIe  BHIBI  3aJaHUM  BBIMOIHECHBI
¢ omOKaMu

Y 10BIETBOPUTETBHO

63-74

D — ynOBIETBOPUTENBHO — TEOPETHUECKOE
COJICp KaHUE TUCIUILTHHEI OCBOCHO YaCTHYIHO,
HO TpoOeNbl  HE HOCSAT  CYIICCTBEHHOT'O
XapakTepa; HEOOXOIMMBIC  MPAKTUICCKUE
HABBIKH pPa0OTBHl C OCBOCHHBIM MAaTEpPHAIOM
B OCHOBHOM C(HOPMHUPOBAHBI;, OOJBIINHCTBO
MPEAYCMOTPEHHBIX TPOTPAMMOA  O0y4eHUS
yueOHBIX 3aJIaHWH BBITIOJIHEHO, HEKOTOPHIC
W3 BBINOJHEHHBIX 3aJjaHu, cozIepKaT
OLINOKHU

Y 10BIETBOPUTETHHO

50-62

E - [oCpencTBEHHO — TEOPETHYECKOE
COZIep)KaHWEe Kypca OCBOGHO YaCTHYHO;
HEKOTOpbIe MPAKTHYECKHE HABBIKA PabOTHI
He c(hOopMHUPOBaHEI, MHOTHE
MPEeAYCMOTPEHHBIE TPOrpaMMoOi  00y4eHHUs
y‘le6HLIe 3aJaHuA HE BBIIIOJIHECHBI J'[I/I6O
Ka4€CTBO BBIIIOJTHCHUA HEKOTOPBIX M3 HUX
OLIEHEHO YHCIOM 0ajioB, ONM3KUM K
MUHUMAIILHOMY

3auTeHo

HeynosnersopurensHo

21-49

FX - HEYZOBJIECTBOPUTEIHHO -
TEOPETHYECKOE COACPKAaHUE Kypca OCBOEHO
YaCTUYHO;  HEOOXOOMMBIE  IIPAKTHUECKHE
HaBBIKH paboThI He chOpMHUPOBAHEL;
OOJBIIUHCTBO MpeyCMOTPEHHBIX
nporpaMMoii  oOydeHusl y4eOHbIX 3aJaHHUi
HE BBINIOJIHEHO 160 Ka4yecTBO
UX BBIMIOJIHEGHUS OLIEHEHO YHCIOM 0asulos,
OIIM3KUM K MHHUMAIIbHOMY; pu
JIOTIOJIHUTENILHON CaMOCTOSITENbHON padore
HaJ MaTepuaIoM Kypca BO3MOXKHO
HOBBIIIEHNE KauecTBa BBHINOIHEHUS Y4EOHBIX
3aJaHuI

HeynosnersopurensHo

0-20

F — HeynoBineTBOPHUTENBHO — TEOPETUYECKOE

CoZlep)KaHue Kypca HE OCBOEHO;
HE00XOIUMBIC TPAKTHYECKIE HABBIKA PaOOTHI
He cpOpMHPOBaHEI; BCE  BBINOJHEHHEIC

yueOHbIe 3aJJaHUs COIEpIKAT IPyObIe OMIUOKH,
JOTIOJIHUTENIBHAS  CaMOCTOsTeNbHass padora
HaJl ~ MaTepuajoM  Kypca  He PUBEIET
K KAaKOMY-TH00 ~ 3HaYUMOMY  IOBBIIICHHUIO
KavecTBa BHINOJIHEHHs yIeOHbIX 3aJaHUH

He3aureno

2. KOHTPOJIbBHO-OLHEHOYHBIE CPEJICTBA

2.1. OueHoYHbIE CPEACTBA TEKYLIEr0 KOHTPOJIS

Bomnpocsl 111 yCTHOr0 onpoca:
1. Yro Bsl nonumaete nox opopmieHueM jena’?




2. Kakue ydeTHble JOKYMEHTHI ITOAIIMBAIOTCS B 1107

3. Kak opopmuts 00710kKy nena?

4. Kakue ObIBatOT criocOObI MOJIIMBKHY Jena?

5. Onumunre TEXHOJOTUI0 NOATOTOBKM JIOKYMEHTOB K apXWBHOMY
XpaHEHHUIO.

6. OnuIKTEe TEXHOJIOTUIO MOATOTOBKH TOKYMEHTOB Ha apXMBHOE XPaHEHHUE
BCIIy4ae JIMKBUIALMHU TIPEATPUITHUS.

7. OnumuTe NOPsIOK PACHOI0KEHUS A€ IPU UX KAPTOHUPOBAHUU.

8. OnuiuTe mopsI0K PacroIoKeHUsI KOPOOOK Ha CTeJUIaKaXx.

9. KakoBbl 0COOEHHOCTM  Tepelayd Ha  apXUBHOE  XpaHEHUE
JOKYMEHTOBIIMYHOIO MPOUCXOKICHHUS ?

10. M3noxwure nopsAnoK NOKYMEHTUPOBAHMS NEpedadyd AeJ OpraHu3aluu
HAapXUBHOE XpaHECHUE.

11. KakoB mnopsaok mepenayud Jeil U JOKYMEHTOB W3 OPraHU3aliU
BIOCYJIapCTBEHHBIN apXUB?

12. [JaiiTe onpeaeneHne NOHATUS «PEIIOME.

13. CpopmupyiiTe OCHOBHBIE MTpaBUiIa COCTABIICHUS PE3IOME.

14. [lepeuncnure HOPMAaTUBHbIE MIPaBOBbIE aKTBhl,
PErIAMEHTUPYIOLIMECO3/IaHNE apXHBa OpraHU3alUu.

15. HazoBuTe 3Tansl NOArOTOBKH U CO3JAHUs ApXUBA OPTaHU3aLIHNH.

16. Kakue Bbl 3Ha€TE€ METOAbI CO3AAHUS DJIEKTPOHHOTO apXuBa?

17. Ilepeuncnute coctaB 00OpPYIOBaHMS, HEOOXOIHMMOTO MAJIs CO3JaHMS
U(YHKIIMOHUPOBAHUS apXUBa OPraHU3ALINH.

Bomnpocs! 1u1si npoBeieHNsi KOHTPOJIbLHOM Pad0ThI (KOHTPOJIbHAS
padoTa NpoBOAUTCS B BUJIE TECTA):

1 Jlema ¢ WCHOJHEHHBIMU JOKYMEHTAMHU IOCTOSSHHOTO U BPEMEHHOIO
(cBpimie 10 7;er) cpokaxpaHEHHMs TMOJJIEKAT TIepellau€ M3 CTPYKTYPHOIO
oApa3/ieJICHUs] B apXuB OpraHu3aluu (MPUEro HaIuduu):

a)llo ncredeHuu Tpex jet

6)I1o ucTeyeHn” MATH JIET UX XPAHEHUS B CTPYKTYPHOM TMOAPA3ACIICHUN

B)[lo yCMOTpEeHHIO CTPYKTYPHOTO MOAPA3ACICHHUS

r)llo ucreyennu AByX neT

2.0053aHHOCTH YJIeHA KCIIEPTHONH KOMUCCHUU TIPEATIPUITHS :

a)OLICHUBATh CTENEHb CEKPETHOCTH TOKYMEHTOB

0)POBEPSITH COXPAHHOCTH IOKYMEHTOB B TIOJIPA3/ICTICHUSIX

B)KOHTPOJIMPOBATH UCIIOTHEHUE JOKYMEHTOB

I)IPOBOJUTH SKCIEPTU3Y LIEHHOCTH IOKYMEHTOB

3B muceme, opopmiaeHHOM Ha OnaHKe (PUPMBI, HEJOMYCTUMO UCIIOJIH30BATh
U3JI0KEHUEOT ...

a)l 1. MH. yncna

0)1 muna, ex. yncia

B)3 JI. MH. YHClia

r)3 1. el. uyncia



4Cotpynauk cnyx0bs JIOY 10BOAUT 10 UCHOJTHUTENEH CcOAEpKaHUS
COOTBETCTBYIOIIETOPACTIOPSKEHUS B JopMeE:

a)O3HAKOMJICHHSI C TEKCTOM TMpHKa3a M MPOCTaBICHUEM MOJAMUCH
«O3HAKOMJICH»

0)U3rOTOBJICHHUS JIMIIIHEH KOMUHU MpUKa3a

B)yCTHO MPHU BCTPEUE MEPEaTh COJCPKAHNE PACTIOPSIKESHUS

T')U3TFOTOBJICHUS KOTIUM JIJIs1 TMYHOTO Jena

5.Jlena w3 apxuBa OpraHU3aldM BbIJAIOTCA PAOOTHUKAM CTPYKTYPHBIX
MOJIPA3ACIICHUIAHHON OpPTraHU3alluy Ha CPOK:

a)ue 6ozee 21 gus

0)ue 6onee 30 nHel

B)HE Oosiee 10 gHel

6. BHyTpeHHUI JOKYMEHT MPOXOIUT CICAYIOITUE dTAIlbl 00pabOTKHU:

a) MpueM — MepBOHavYaIbHas 00paboTka — MpeaBapUTEIbHOE PACCMOTPEHUE
— pEerucTpanusi — pacCCMOTPEHUE PYKOBOJUTEIEM — UCIIOJIHEHUE — HAIPaBJIEHUE B
NEN0

0) nmpueM — nepBoHaYalIbHasi 00pabOTKa — MPeBAPUTEIIBHOE PACCMOTPEHUE
— paccMOTPEHUEPYKOBOAUTENIEM — UCIIOJIHEHUE — HAIIPABJICHUE B JIEJIO

B) COCTaBJEHUE MPOEKTa — COTJIACOBAaHUE — OPOPMIICHUE — TMOJMUCAHUE —
peructparus —oTIpaBKa

I') COCTABJICHHE MPOEKTa — COrjacoBaHUE — OPOpPMIIEHUE — MOJIMUCAHUE —
perucTpaius —MCIoJIHEHNE — HAIIPABIICHHUE B JEJI0

7. «llepeunem» B  [EJONPOU3BOJACTBE  HA3bIBACTCA  JTOKYMEHT,
COIEpIKAIIUH ...:

a) 00001IeHHbIE CBEJCHUS IO OAHOMY BOTIPOCY

0) mepeducieHue JHII, MPEAMETOB, OOBEKTOB B OMNPENEIIEHHOM TMOpPSIKE,
COCTAaBIICHHBIN BUEISAX HHPOPMUPOBAHUS UITH PETUCTPALIUH

B) CHCTEMAaTH3UPOBAHHOE MEPEUYHCICHUE MPEIMETOB, JIHI, OOBEKTOB WIIU
paboT, COCTABIICHHBIX B IIEJIIX PACTIPOCTPAHEHHS HA HUX ONPEIETICHHBIX HOPM WITU
TpeOoBaHUM

8. [IlpoBepka Hanmuuusg # COCTOSIHUS Jed B apxuBe (UCKIIOYas
Ype3BbIYaHBICITPOUCIIECTBUS, CMEHY 3aBEAYIOIIETO apXUBOM U T.I1.) IPOXOJIHUT C
MEPUOANYHOCTBIO:

a) Onun pa3 B 3 rona

0) [IBa pa3a B ron

B) OnuH pa3 B 5 net

9. 3aroyioBOK K TEKCTy CIY>KEOHOTO MHUChMa MOXET OTCYTCTBOBAThH €CIU
TEKCT ...

a) COCTaBJIEH IO OJJTHOMY BOIIPOCY

0) odopmiien Ha Oymare opmata AS

B) opopmiieH Ha Oymare gopmara A4

') OTpaXkaeT pelIeHNue HECKOJIbKUX BOIIPOCOB

10. TlomroroBka K apXMBHOMY XPAHEHUIO TIEPETHCKH MPEATNPUITUS
MPOUCXOAUTCICYIOITUM 00pa3oMm:

a) mepenucka xpaHurces ot 1 roga 1o 5 net, 3aTeM nepeaacTcsl B apXuB



0) mepenucka XpaHurcs OT 3 10 5 JeT, 3aTeM MepeaeTcsl B apXuB

B) MepenucKka XpaHUTCS OT 3 110 5 JeT MU Ha apXUMBHOE XpAaHEHUE HeE
nepeaaeTcs

11. DkcnepTU3a HEHHOCTH TOKYMEHTOB — 37O ...

a) obecnieyeHre PU3NKO-XUMUYECKON COXPaHHOCTU JJOKYMEHTOB M UX Y4ET

0) oTOOp JOKYMEHTOB Ha TOCY/apCTBEHHOE XPAaHEHUE WJIM YCTAaHOBJICHUE
CPOKOB UX XpaHEHHUSIHA OCHOBE MPUHATHIX KPUTEPUEB

B) BOCCTaHOBJICHME IME€PBOHAYAIbHBIX CBOMCTB M BHEIIHUX MPU3HAKOB
apXUBHOT'O JJOKyMEHTa

12. Vicxoasiiumii TOKYMEHT NPOXOIUT CIEYIOUIUE 3Tarbl 00pabOTKU:

a) MpueM — NepBoHavaabHasi 00paboTKa — MPeBAPUTENBHOE PACCMOTPEHUE
— paccMOTPEHUEPYKOBOAUTENIEM — UCIIOJIHEHUE — HAIIPABJICHUE B JIEJIO

0) ohopmileHHE TOKyMEHTa — MOJIIMKUCAHNUE — PETUCTPALUs — COTJIACOBAHUE —
yTBEpPKJEHUE —OTIIpaBKa

B) COCTaBJEHUE MPOEKTa — COTJIAaCOBAaHUE — OPOPMIIEHUE — MOJNUCAHUE —
perucTpanus — UICIIOJTHEHUE — HAMPaBJICHUE B JIEJI0

I') COCTAaBJICHHE MPOEKTa — COrjacoBaHUE — OPOpPMIIEHUE — MOJIMUCAHUE —
perucTpanus — oTIpaBKa — HaIllpaBJjeHUE B JEJ0

13. Tlepen cnauei JOKyMEHTOB Ha apXUBHOE XPAHEHUE CIEAYET ...

a) CUCTEMAaTU3UPOBATh U YTOUHHUTH JOKYMEHTHI

0) cKOMmUpPOBaTh 0COO0 BaXKHBIE JOKYMEHTHI

B) opopMUTH U onucath Jea

I') CCPYNIIUPOBATh U MOIUIUTH TOKYMEHTHI B TTAITKU

14. Tlpu odopmiiennu nen BpemeHHOTO (1o 10 set) xpaHeHUsI HE cleayeT
IPOU3BOJIUTD:

a) UCKJIIOYEHHE JIMIITHUX KO

0) OpOIIFOPOBK

B) YTOUHEHHE 3amuceil Ha 00JI0KKe

T') IPOBEPKY (PU3NYECKOTO COCTOSHUS IOKYMEHTOB

15. JIokyMeHT, MMEIOIIMN B TEKCTE MOMETKY K CPOYHOMY MCIOJIHEHHIO,
JIOJI’KEH OBITHUCIIOIHEH B ...

a) JI€Hb MOCTYIUICHUS

0) TeueHue CyTOK

B) 3-IHEBHBII CPOK

') 1ECATUIHEBHBIN CPOK

16. [Ipu mocTyIuieHUH B yUpEeXIEHUE HE PETUCTPUPYIOTCS ...

a) HUPKYJISIpHbIE MHChMa

0) MOCTaHOBIICHUS

B) pEKJIaMHbIE MTHChMa

T') 3a[POCHI

17. Ecau mocneaHuil 1eHb CPOKa HUCTIOJHEHHUS MPUXOIUTCS Ha HepaOouyui
J€Hb, TOKYMEHTIIOJIEKUT UCTIOJHEHUIO:

a) HE MO3/IHEE JHS, CJIIEIYIOIIET0 33 BBIXOHBIM

0) 3a 1Ba JHA /10 BBIXOJHOTO

B) HE MO3/IHEE JIHS, IPEAIIECTBYIOUIETO BEIXOAHOMY



') Ha yemoTpeHue cnenuanucra JJOY

18. Ilpu BO30OHOBIEHUU TMEPENHUCKUA 1O ONPEACICHHOMY BOIPOCY,
HAYaBIIEHCS BIOPEIbIIYIIEM IOy, JOKYMEHTHI ...

a) BKJIIOYAIOTCA B JI€JIO MPOIIIOro Tojla ¢ yKa3aHUeM ero MHJeKca

0) BKJIIFOYAIOTCS B JIEJIO TEKYIIETro roja 6€3 CChUIKK Ha UHJIEKC Jena

B) GOPMHUPYIOTCS MPOU3BOJIBHO, MO YCMOTpeHHI0 cnenuanucra JJOY

I) BKJIIOYAIOTCA B JEJI0 TEKYHIEro roja C YKa3aHUEM HWHJIEKca Jena
MpeabIAYyLIEero rojaa

19.  JIoKyMEHTOOOOpOT  y4YpexACHHs  pealu3yercs B  BHJE
JOKYMEHTOIIOTOKOB.

a) UH(QOPMAIIMOHHBIX U PACTIOPSIUTEIbHBIX;

0) opuruaIbHBIX U JTUYHBIX;

B) BHEIIHUX U BHYTPEHHUX;

T') BXOJSIINX, UCXOISAIIUX, BHYTPEHHUX.

20. HomenknaTtypa Jen oOpraHu3aldd COIJIACOBBIBAETCS C APXUBHBIM
YUPEXKICHUEM HEPEXKeE:

a) OJTHOTO pasa B rof

0) ogHOrO pasa B 5 jeT

B) OJTHOTO pa3a B 3 rosa

OneHoYHbIE CPeICTBA JUIA MPOMEKYTOYHOM aTTecTaluu (IK3aMeH)
Bonpocsl 1715 npoBeeHUs IK3aMeHAa

Oprasnbl ynpaBieHHUs apXUBHBIM JI€JIOM U UX (PYHKIIUU.

Cospemennbiii coctaB AD PO u ero kinaccupukaius.

CyTb U pYHKIIUY TOCYAaPCTBEHHBIX apXUBOB.

BenoMcTBeHHBIE apXUBBI U UX (QYHKITHH.

Opranmzanus JOKYMEHTOB B TIpelenax apXuBOB 10 (oHmaMm,
00BETMHEHHBIM apXUBHBIM (DOHIAM, KOJUTCKITHSIM.

SAE A .

6. 3amaun AKCHEPTU3bI, MPUHIMIIEI 0TOOpPAa JTOKYMEHTOB M KPUTEPHHU HX
OLICHKHU.

1. Cucrema SKCIEPTHBIX OPraHoOB.

8. Kommiekc HOpMATHBHO-METOAWYECKHX TOCOOMH TIO  AKCIEPTH3E
[IEHHOCTH JJOKYMEHTOB.

9. Metonuka oTOOpa JOKYMEHTOB Ha TOCYIApCTBEHHOE XpaHEHUE U

oopmrnenue pesynbratoB DI/ B yuperxneHusIX.

10.  Opraamsamus pa6otsl o D1I/] B rocymapcTBEHHBIX apXHUBaX.

11. KowmmiekroBaHUE AapXUBOB, CHUCKU YUPEXKICHUN, OpraHu3alii u
MIPEANPHUATHIA, TIEPEIAIONINX JOKYMEHTHI Ha TOCXPaHEHHE.

12. TocymapCTBEHHBI y4eT JOKYMEHTOB B TOCYJapCTBEHHBIX U
BEJIOMCTBEHHBIX apXUBaX.

13.  Oco6o nieansie nokyMeHTsl AD PD, cozmanue crpaxoBoro ¢poH/a.

14.  Tlopsmok pa3MenieHus U TonorpadupoBaHre TOKyMEHTOB B apXHBaX.

15. Tlopsimok Bbaauu Aen U3 XpaHWIULLI.



16. CoctaB HCA k moxkymMeHTaM B TOCYZapCTBEHHBIX M BEIOMCTBEHHBIX
apxuBax.

17.  Twumbl 1 BUABI ApXUBHBIX CIIPABOYHUKOB, UX IIEICBOC HA3HAYCHHE.

18.  Onwuch gen — 6a30BbIi apXUBHBINA CIIPABOYHUK.

19. Ilenm m opraHu3anMoOHHBIE (DOPMBI HUCIIOIB30BaHUs TOKYMEHTOB AD
P®. Meronuka HaBeACHUs apXUBHBIX CIIPAaBOK II0 JOKYMEHTAaM, XpaHAIIUXCSA B
apxmuBe.

20. llenu m opranuzanMoHHBIE (OPMBI HCIIONB30BaHUS JOKYMEHTOB AD
PO.

21.  VYcrpolicTBo, 000pyJ0BaHUE U 3KCIUTyaTallUsl IOMELIEHUN apXuBa.

22. Ou3MKo-XMMUYEeCKHe U OHOoJOorMdeckue (QakTopbl pa3pylICHUs
JOKYMEHTOB, TEXHHKA W PEKUM XPaHEHUS apXHBa.

23. PecraBpaius U KOHCEpBAIUs JOKYMEHTOB.

24. OpraHuzanys crenyualn3upoOBaHHBIX apXUBOB IO BUAaM HOCHTENCH,
crioco0aM 1 TeXHUKE 3aKperyieHust HHpopMaIuH.

25. ApxuBHbBIA  (oHA U JOKyMeHTalbHbIH  ¢oHa.  [IpusHaku
dbong000pazoBares.

26.  Bwuapl apxuBHBIX GoHI0B. DOHAUPOBAHUE aPXUBHBIX JOKYMEHTOB.

27.  ApxuBHas KOJUIEKIUS. [ paHuIlbl apXuBHOTO (HOH/A.

28. CxeMbl cucTeMaTH3alluu JJOKYMEHTOB.

29. Tlopsimok pacrosoXeHusl TPYII JOKYMEHTOB B mpejaenax (GoHa.

30. CocraBieHne UCTOPUUECKHUX CITPABOK.

31. Knaccudukanus apXuBHBIX (POHIOB 1O HAYYHO-CIIPABOYHOMY
amnmapary.

32. Opranuzanusa komiuiekToBaHusi ApxuBHoro (onma P®. Ucrounuxu
KOMIUIEKTOBaHUSI.

33.  Opranuszanys NpoBeJAeHUs SKCIEPTU3bI IEHHOCTH.

34. Kpurepuu eHHOCTH TOKYMEHTOB.

35. 3HadeHHE yUpeXKIACHHUS B )KM3HU OOIIECTBA.

36. Knaccudukarus 10KyMEHTOB 110 HH(POPMATHBHOCTH.

37. TlonnvHHWKH, KOTTUU U TyOJIETHI.

38. CremneHb COXpPaHHOCTH JOKYMEHTOB apXUBHOIO (DOHIA, «CIIEIbI
dbonmoB». [lepeunn TOKyMEHTOB.

39.  Opra#uzanus AesATSILHOCTH SKCIICPTHBIX CTYXKO.

40. BplgBiaeHHE JOKYMEHTOB MO CTETIEHH LIEHHOCTH.

41. VYderHble JOKYMEHTBHl YHUKAJIBHBIX M OCO0O IEHHBIX JOKYMEHTOB
ApxusHoro ¢onna P®. XpaneHue yHUKAIbHBIX U 0CO00 IIEHHBIX JOKYMEHTOB.

42. CtpaxoBoil GOH] MOTH30BATEINS.

43. CtpaxoBbie KOTIMH 0CO0O IEHHBIX U YHUKAIBHBIX JJOKYMEHTOB.

44. Enunblii poccuickmii cTpaxoBod (oHI mokymeHTanuu. Kcrtopus
CTPaxOBaHUA.

45. ['naBHBIE 3aJJaHUSI APXUBHOTO MOIPA3/ICICHHUS.

46. DyHKIMHA apXUBHOTO TOJIpa3IeICHUS.

47. IlpaBa apXuBHOTO MOJIpa3/ICIICHHUS.



48. Howmenknarypa gen. Tumnbsl HOMEHKJIATYp U OCHOBHBIE TpeOOBaHUA K
HUM.

49.  IlpuHUMIIBI TOCTPOEHUS CBOJHONW HOMEHKJIATYPHI JIEIl.

50. [ocTym K apXMBHBIM TOKYMEHTaM U JOKyMeHTaM ApXuBHOro (oHzaa
PO.

51. lenu u 3a7a4 ApXUBHOTO ONHMCHIBAHMUS.

52. DrnemeHTHI ONUCHIBaHUA. BUIBI OMMCHIBAHUS.

53. Cranpaptuzauus apxXuBHOro Jena. MexayHapoJHble CTaHIapThl
ApPXUBHOTO OTTMUCHIBAHU.

54.  Opranuzanus yuera.

55. TlpoBepka HamM4Hs U COCTOSTHUS €I B TOCYJapPCTBEHHBIX apXUBaX.

56. ApXMBHBIEC CIPABOYHHUKH, UX QYHKIIUU U CTPYKTYpA.

57. PeKOHCTpPYKIMsI yTpadyeHHBIX apXWBHBIX (OHIOB B pe3yibTaTe
TEXHOTEHHBIX KaTacTpod.

58. OcHOBHBIE OTambl pa3BUTUS WHPOpPMATHU3ALMK APXUBHOTO Jiefa.
Opranuzanus padoT no nHGopMaTH3aLUU.

59. OcHOBHBIC  HampaBlieHUSI  HAYYHO-HCCIIEAOBATEIbCKOW  pabOTEHI
APXUBHBIX YUPEIKICHHIA.

60. Cucrema Hay4yHO-TexHUYecKOoW wuH(MopMammu. OCHOBHBIC 3a/a4yH
CITy’K0 HayIHO-TEXHUYECKOW MH(DOPMAIIUH.

61. OcHoBHbIE (OPMBI METOIUYECKON PAOOTHI APXUBOB.

62. Opranuzaius MoJib30BaHUS APXUBHBIMU JJOKYMEHTaMHU.

63. HcTouHuMKH peTpoCTeKTUBHON MH(pOpMAITIH.

64. Knaccudukamus moTpeOHOCTEH B PETPOCHEKTUBHOW HWHOOpPMAIIUH.
Knaccudukanus morpedbureneit nuadopMaImm.

65. IIpoGnemaTuka UCIIOJIb30BaHUS JIOKYMEHTOB. OcHoBHBIE
HaIPaBJICHUS UCTIOIB30BAHMS APXUBHON HHGOPMAIIHIH.

66. Krnaccudukamus cripaBok. TpeOoBaHMs K COCTABJICHHUIO CIPABOK.

67. OcHoBaHWE U TIOPAJIOK BBIIAYU APXUBHBIX CIPABOK, BBIMHCOK, KOMUH.
Oco0EHHOCTH TEHEATIOTUYECKUX U TEMATUYECKUX 3aIIPOCOB.

68. ApxuBHas sBpuctuka. OCOOCHHOCTH TIpollecca MOWCKA apPXUBHOM
uHdOpMaIHH.

69. ApxuBHbli MapkeTHHT. [IpoGiembl 3(pPeKTUBHOCTH HCTIOIB30BAHUS
apXUBHBIX (POHOB.

70. ApxuBHas poccuka. OCHOBHBIE TPYIIIBI PYCCKOTO U 3apyOeKHOTO
KOMIUIEKCOB apXHBHBIX MaTEpUaJOB.



