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BBEJIEHUE

Jlenonpous3BOACTBO, JOKYMEHTALIMOHHOE OOECHEYEeHHE YNpaBIEHUS H
apXUBOBEJICHUE (AOVYuA) - OTpaciib JIESITEIbHOCTH, OOecneYnBaronas
JIOKYMEHTUPOBAHKUE U OPTraHU3aInIo PaboThl ¢ O(UIIMATIEHBIMU TOKYMEHTAMH.

Hannexaiee odopmieHne, npaBuiibHas OpraHu3anus padoThl ¢ JOKyMEHTaMHU
B YUPEXKICHUSX, OpraHu3alusix, Ha MNpeanpusITusx, ¢upmax, oOecreyeHue
XpaHCHHUS apXWBHBIX JOKYMEHTOB - HEMPEMEHHBIE YCIOBHSA, KOTOpPHIC
00ecIreynBalOT 3aKOHHOCTh U MTPaBOMNOPSAI0K B OOIIECTBE, CTAOMIIBHOCTD U 3AILUTY
OOIIIECTBEHHBIX MHTEPECOB, NMpaB M CBOOOJ Tpa)xJaaH, HAKOHEI, HOPMaJbHYIO
NeATeNbHOCTh TocyaapcTBa. OT opraHu3alMM — AEJIONPOU3BOACTBA  3aBUCHT
OTIEPAaTUBHOCTD, HAJIEKHOCTh, dKOHOMUYHOCTh YIIPABIECHYECKOTO TPYAa, KyJIbTypa
paboThl,  BO3MOXKHOCTh  HCMOJB30BaHHS B  OyaymieM  WHGOpPMAIINH,
3a()MKCUPOBAHHOM B JOKyMEHTaX. BOT modyemy rocy1apcTBo peryjiupyer JaHHYIO
OTpacib JAESTEIHHOCTU, U3/1aBasi COOTBETCTBYIONIUE HOPMATUBHO-TIPABOBHIE aKThI
¥ METOJIMYECKHE TOKYMEHTHI (yKa3aHUs, PCKOMCH/IAIIHH ).

I'maBHas uenp Kypca - CHOCOOCTBOBAaTH IMOATOTOBKE KOMIIETEHTHBIX
CHEIMAINCTOB B O0OJACTH TpaBa, COIMAIbHOW pabOThl M M3AATENbCKOTO JIena,
KOTOpBIE€ JIOJDKHBI HAYYUTHCS TIpaBUJIaM COCTaBJICHUS JOKYMEHTOB, YyMETh
COCTaBUTh HEOOXOJUMBIN JOKYMEHT, MO CTPYKType M O(POPMIICHHUIO MOJHOCTHIO
COOTBETCTBYIOIIMI TpeOOBaHUSIM JIEUCTBYIOLIETO 3aKOHOAATENIBCTBA; JOJIKHBI
3HaTh TEXHOJIOTMIO OCHOBHBIX JTallOB JIOKYMEHTAIIMOHHOTO oOecreueHus
yrnpasinenus (JJOY).

Hacrosmue MeToanueckiue peKoOMEHAAIMN TTPeIHa3HAYCHBI I CTYACHTOB

3a04HOM (POpPMBI OOYUEHUS.



1. METOAUYECKHUE PEKOMEHJALIUU
ITO BBINMOJIHEHUIO KOHTPOJIBHbBIX PABOT

1.1. OOmmue nmojoKeHus

B cooTBercTBHM ¢ Y4EOHBIM IJIAHOM CTYJIEHTHI 3a04HOU (POpPMBI OOyUeHUS
JIOJDKHBI  BBIMIOJHUTH KOHTPOJBHYIO paboTy mo mnpodecCHOHATBHOMY MOMYJIIO
«Opranuzanusi apXuBHOM M CIPaBOYHO-UH(POpPMAIMOHHOW  pabOThI 1O
JIOKYMEHTaM OpraHu3aIum»

BelmonHeHHE KOHTPOJIBHOW pabOThI SIBISETCS COCTABHOM YacThIO Y4€OHOIrO
nporiecca U GopMOil cCaMOCTOSATENbHONU pabOThl CTy/ACHTa. BhinomHeHne n1aHHOTO
BHJIa paOOThI MO3BOJISIET MPUOOPECTH HABBIKM U YMEHHUSI TPAMOTHO HCIIOJIb30BaTh
JIOKYMEHTBI, Y4eOHYIO U CIEIUATBHYIO JIUTEPATypy.

[{enb KOHTPOJBHBIX PAOOT — 3aKPEMUTh TEOPETUUECKUE 3HAHUS, BbIPAOOTATh
HABBIKM CaMOCTOSITEIIbHON palbOThl C TUTEPATYPOM U C IJICKTPOHHBIMU peCypcamMu
0 JAaHHOMY KypCy, IPUMEHHUTh OCHOBHBIE MOJIOKEHHMS Kypca Mpu padoTe Mo
CHEUATBHOCTH.

K BBINOJHEHUIO KOHTPOJBHBIX pPabOT cleyeT NOAXOAUTh TBOPYECKH.
KadecTBO €€ BBINIOJIHEHUS OIIEHUBAIOTCS IO TOMY, HACKOJBKO MPABUIBHO U
CaMOCTOSATENILHO BBIMIOJHEHBI pabOThl W B KAaKOM CTENEHW MCIOJb30BaHa
pEKOMEHIOBaHHAsl TUTEparypa. B BBIMOIHEHHBIX paboTax HEOOXOAMMO MOKa3aTh
yMEHUE aHAIM3UPOBaTh, CHCTEMATHU3UPOBATh U 0000IIaTh U3y4aeMblid MaTepUal.

B pazgene 2 MeTonM4ECKMX PEKOMEHIAIMKA MTPUBEAEH CITIUCOK TEM C MEPEUYHEM
BOIIPOCOB, KOTOPBIE CIEAYET OCBETUTh B CBOMX paboTax. YKa3aHbl TAKKE CChUIKU
Ha JJICKTPOHHBIC MCTOYHUKU U HOMEpa JIMTEPATypPHBIX MCTOYHUKOB W3 OOIIETO
nepeyHsi JIUTepaTyphbl, KOTOpPbIE HEOOXOAMMO U3YYUThb TMPHU BBHIOJIHECHUU
KOHTPOJIbHBIX PaboT 1O IaHHOW TEME.

[Ipy MoAroTOBKE K BBHIMIOJHEHUIO CAMOCTOSITENIBHBIX PAa00T PEKOMEHIYEeTCs
WCITIOJIB30BATh YUCOHUKH U JICKTPOHHBIC PECYPCHI.



1.2. METOIMYECKHE YKA3AHUA K BBIINOJIHEHUIO U O©®OPMJUIEHUIO U
O®OPMJIEHUIO KOHTPOHBIX 3AJIAHUI

esan 1 3a1a41 KOHTPOJILHOM padoThI

KontponbHas pabota — ogHa U3 popM KOHTPOJIsE YPOBHSI 3HAHUN CTYACHTA U
OpPUEHTHUPOBAHUS €r0 B BOIIPOCAX, OTPAHUYECHHBIX 00BEMOM YUEOHOU TEMATUKH.

L]enu konmpoawvHoti pabomui:

- YIIIyOUTh, CHCTEMATU3UPOBATh U 3aKPEMUTh TEOPETUYECKUE 3HAHUS CTY/ICHTOB;

- IPOBEPUTH CTENIEHb YCBOCHUS OJHOM TEMBI WJIM BOIIPOCA;

- BBIpabOTaTh y CTyJ€HTa YMEHUS U HABBIKM IMOUCKAa U OTOOpa HEOOXOIUMOI
JUTEPATYPhl, CaAMOCTOATENBbHON  00pabOoTKHU, 0000mIeHHs U  KPaTKoro,
CUCTEMATU3UPOBAHHOTO U3JIOKEHHS MaTeprara.

[Ipu 3aouHoil (opme 0OyyeHUs] KOHTPOJIbHAsI padoTa SIBJISIETCS OCHOBHOM
dhopMOif MEXCECCHOHHOTO KOHTPOJIS 3HaHumi. Hamucanue Takoil KOHTPOILHOM
paboThI OOJIBINIE TTOX0XKE HA HalmKMcaHue pedepara: moadupaeTcs HE0OXoauMast s
PacKpbITUSI TEMbl JIUTEpaTypa, COCTABISIOTCA BBIUCKA WM  KOHCIIEKT,
BBICTPAMBACTCS TIJIaH U3JI0KEHUS U B COOTBETCTBUM C BOIPOCAMU IIJIaHA MHUIIETCS
TEKCT.

KoHntposnbHas pabota MOXKET BKIIIOUATh B ce0sl KaK OJHO, TaK U HECKOJIBKO
3aIaHUH CIEAYIOIIErO Xapakrepa:

- HanicaHue pedepara Ha ONPEICICHHYIO TEMY;

- COCTABJIEHUE KOHCIIEKTA.

AHaJIM3 JIUTEPATYyPHI N0 NPoldIeMe IPEANoJIaraer:

- CPAaBHEHUE BbIICJICHHBIX aBTOPaMU MOHITHM, KIIaCCU(PUKALUNA U UX OCHOBAHU;
- CpaBHEHHE OOIUX KOHIICTIINI, OCHOBHBIX WJEH, TOYEK 3PEHUS Ha OT/AEIIbHbIE
BOIIPOCHI;
- aHan3 aprymMeHTanuu CAETaHHBIX BBIBOJIOB (TeopeTnueckas,
AKCTIIEPUMEHTAJIbHAS arpoOaIius B MPaKTUKE), YOSIUTEIbHOCTH, TOKa3aTeIbHOCTH,
JIOCTATOYHOCTH apTryMEHTAIINH;
- COOCTBEHHOE MOHUMAHHE MPOOJIEMBbI, TUOO yKa3aTh C KAKUMHU TOUKAMU 3PEHUS
COTJIaCEH CTYJEHT U TIOYEMY.

CTpyKTypa KOHTPOJIBLHOI PadoThI

1. Tumynonwvui nucm. Ha TUTYIBHOM JIMCTE MOJDKHBI OBITH TPHUBEACHBI
cienyrone cBefeHus: MwuHuctepctBo oOpaszoBanmsi Mpkytckoit obnactu,
HAMMEHOBAaHHUE Y4YeOHOTO 3aBeJICHUS, TJE BBIIIOJHEHA KOHTPOJIbHAs paboTa;
Ha3BaHUE MPOGECCHOHAIBHOTO MOMYJS, MeXauciuiumHapuoro kypca; ©.1.0.
cTyneHTta, ¢popma oOydeHusi, Ne rpymmbl, 1aTta BBITIOJHEHUS, HOMEpP BapUaHTA;
npoepun MO npenomaarens 1M, orneHka, MeCTO W T'OJT BBIITOJTHEHUS PaOOTHI
(cMm. mpuioxenue 2, 2a, 20, 2B).

2. Oznasnenue (cooepoicanue), BKIOYAIOIIEE: BBEJCHNE, HA3BaHUE Pa3JIe]IOB
(mpy HEOOXOAMMOCTU TMOAPA3ACIIOB), 3aKIIOUYEHHE, CIHUCOK HCIOIb30BaHHON
JUTEPATYPBHI.



3. Bseoerue.

4. Texcm KOHTPOJIBHOUM pabOTHI.

5. Cnucox ucnov308anHOU IUMepamypol.
6. Ilpunooicenus (eCii OHM UMEIOTCS).

MeTomea BBIIIOJIHCHU A KOHTpOJ’leOﬁ paGOTLI

BrinonHeHre KOHTPOIBHOM pabOThl MPEACTABISIET COOOM ONpEeTICHHYIO
MOCJIEIOBATEIbHOCTh JIOTUYECKH CBSI3AHHBIX JEHCTBUN, HApPYIIEHHE KOTOPOU
CYILIECTBEHHO CHUXAET Pe3yJbTaTUBHOCTh PAOOTHI.

OCHOBHBIE 3Tallbl BBIMOJHEHUS KOHTPOJIBLHON pabOThl

1. Vacnenue cooepowcanus memor u yenesvix ycmanogox. Ha ocHoBe 3TOTrO
MO>KHO HAMETHUTh TJIABHBIE BOMPOCHI, MOJICKAITUE PACCMOTPEHHIO, U UX KPaTKOe
coJiepKaHue.

2. Cocmasgnenue KanenoapHo20 NiAHA, KOTOPBIM MpeayCMaTpUBAET: CPOKH
nonbopa M M3yYEHHUs JHUTEPATyphl, COCTABICHHE IUIaHa KOHTPOJIHHOW paboTHI,
HAIMCaHUe KaKJ0TO pa3/iesia TEMBI, pelaKTUPOBaHe, 0(OPMIICHHE, U3TOTOBICHHE
CXEM, TMpEeOCTaBIIeHHE paboThl, AOPaOOTKY KOHTPOJBHOM paboThl B IEAX
YCTPAaHEHHsI OTMEUEHHBIX HEJIOCTATKOB M OKOHYATEIIHhHOE 0(OpMIICHHE.

3.1lloobop numepamypvr no meme. llpu noadope aUTEpaTypbl
1[eJ€CO00pa3HO PYKOBOICTBOBATHCS CIIECIYIONTUMU KPUTEPUSIMU:

a) MOJTHOTA OXBaTa Marepuaia no reme. He cinegyer orpaHuuuBaThCst OJTHUM
WM JBYMSI HICTOYHUKAMH, TTIOCKOJIbKY TOJIHOLIEHHAs KOHTPOJbHAs padoTa JOJDKHA
OTpaxkaTh HE TOJIBKO IIUPOKHM Kpyr (akToB, HO H pas3audHble (TOPOM
MIPOTUBOIIOJIOKHBIE) MHEHHUSI 10 TOMY WJIM HHOMY BOIIPOCY;

0) HayuHbII ypoBeHb U3nanus. [Ipu BeIOOpe nMuTEpaTyphl CieayeT OTAaBaTh
MPEAMOYTCHUE HAYYHBIM M3JAHUSM WA YI4SOHBIM TOCOOHSM JJII TEXHUKYMOB U
n30erate OOpamieHUs] K MOMYJISPHBIM W HAYYHO-NOMYJISIPHBIM  OpolIopam
(Yka3zaHve Ha TUT U3AHUS COJCPKUTCS B AaHHOTAITHH ),

B) HOBHM3Ha Marepuana. Kak mpaBuiao, NMpW HAIWYUU BBIOOpA CIEAyeT
UCIIONb30BaTh OoJiee MO3THUE MO BPEMEHH W3JaHUs, MOCKOJIbKY OHH, C OJHOMN
CTOPOHBI, COAEPKAT MPEAIICCTBYIONIMN OMBIT W3YYCHHUS MPOOJEMBI, C IPYrou
0osee COBpEMEHHBIEC OIIEHKH UCTOPHUUECKUX COOBITUH U T. 1.

4. I[IpeosapumenvHoe uzydenue iumepamypsl U COCmagieHue niana.

5. Cocmasnenue uepHo8uka KOHMpPOAbHOU pabomsl. W3 0TOOpaHHBIX
WMCTOYHHUKOB U3BIIEKAIOTCS CBEJICHMSI, IIUTATHI, UCH, KOTOPHIC aBTOP MPEIIIoIaraet
BKJIFOYHTh B TEKCT paboThl. OOs3aTeNbHO YyKa3bIBaeTcs Oubimorpaduyueckoe
OMHMCAaHKE JUTEPATyphl. PEKOMEHIyeTCs OMHMCaHWE JTUTEPaTyphl MPOU3BOANWTH B
mpoiiecce ee 0Tbopa, yToObI N30€KaTh TOBTOPHOTO OOPAIICHHS K ICTOYHUKY.

6. Paboma mnao mexcmom. Bo BBeIEHMHM HEOOXOIWMO OTPa3UTh
aKTyaJlbHOCTh TEMBI, JaTh OOIIYI XapaKTePUCTUKY H3YUYCHUS TEMBI,
chopmynupoBaTh 3aJaud. B OCHOBHOMW 4YacTh TPEJACTABISIETCS  aHAIN3
COBPEMEHHOMW JIUTEpaTyphl 10 Teme paboThl. B ToM ciyuae, Korja KOHTPOJIbHAS
pabota mpenmnonaraeT  MNPOBEIEHUE OAKCIEPUMEHTAIBHOTO  HCCIEIOBAHMS,
1esecoo0pa3Ho BBIJICTICHUE TEOPETUYECKOM W sMmIupuyeckod dactedl. Tak, B




HMIIMPUYECKON YacTW CleAyeT ONpeleiuTh 3adauyd, METOAMKY H 0azy
UCCIICIOBaHMsI, OMHUCATh KPUTEPUH 00paboTkM W aHanm3a Marepuana. [lpu
U3JI0’)KEHUU PE3yJIbTaTOB HAMIUPUUYECKOTO HCCIEIOBAHUS HAJAO0 TPUBECTH HE
TOJIBKO CTAaTHCTHYECKHE JaHHBIC B BHJE TaOJUIl, HO W OIMHUCATh CJIOBECHBIC U
OMOITMOHAJIBHBIE PEAKIIUU HCIBITYEMBIX (MCIOJB3YS MPOTOKOJBI HAOJIOICHUH,
OKCIIEPUMEHTOB), XapaKTEPHU3YIONINE IMOBEJACHUE HCIBITYEMBIX BO  BpeMs
uccienoBanus. [lomyueHHbIE KOMUYECTBEHHBIE MOKA3aTEIM JKENATEIbHO TaKKe
OPOWJUTIOCTPUPOBATh rpaduKaMud U JUarpaMMam. OMIIUPUYECKYIO YacTh
3aBEpIIAIOT  BBIBOJBI W  IICUXOJOTO-TMIEarormueckrue pekoMeHjanuu. B
3aKJIIOYEHUU HEOOXOIUMO TMOJABECTH WTOT, CHENAaTh BBIBOJABI, KPAaTKO OIEHUTH
CTENEHb JOCTHKEHUS eI U 3a/1a4.

7. Ogopmnenue cnucka aumepamypsi OCYIIECTBISAETCS B COOTBETCTBUU CO
cragaapramu. (cMm. odopmieHue «Pexkomendyemas aumepamypay Jajee 1o
TEKCTY)

8. Ogpopmnsiemcs koumponvroe 3adanue (pedepar) Ha nuctax popmara A

4 B neyatHOM Buje, mipudt Times New Roman, 14; untepsan 1,5. Ions: 2,5 cm.
BrlpaBHuBaHuMe - 110 mupune, 00bem 10-15 ctpanui. ['maBa KOHTPOJABHON pabOTHI
[€4YaTaeTcss MPONHCHBIMU OyKBaMH M HOBOTO JIMCTa, MOJIJIABbl I1€YaTaIOTCS
CTPOYHBIMH.

Kpurtepnu o11eHKM KOHTPOJIbHOM Pa0oThI
PaGora cumTaeTcs 3auTeHHOM B TOM Clydyae, €CIM OHa OTBEYaeT
OIpEEICHHBIM TPEOOBAHUSIM:
—  MOpaBUJIBLHO PAaCKPbIBAET MPE/JI0KEHHBIN IJI1aH;
—  BBISBIIACT 3HAHUE UCTOUYHUKOB U JTUTEPATYPHI N0 TEME;
—  COJIEPXKUT JOCTOBEPHBIN MaTepua,;
—  COOTBETCTBYET IpaBujiaM 0(hOpPMIICHUS.

Ouenka "HEYIOBIETBOPUTEIBHO" CTABUTCS, €CJIM paboTa TMOJHOCTHIO HE
oTBe4aeT TpeOOBaHMUSIM K JIAHHOMY BHAY 3aU€THBIX pabOT CTYJEHTOB.
HeynoBrneTBOpUTENbHON CUUTAETCs Takke pabdoTra, B KOTOPOM 3aMETHO
MPUJICIKAHUE, HO KOTOpas BBINOJHEHA HA YPOBHE HE HAy4YHOM, a KUTEUCKOU
ncuxonoruu. HeynosnerBoputenbHas paboTa BO3BpAIACTCS CTYACHTY IS
JTOpabOTKH.




2.1.

2. TEMbI KOHTPOJIbHbBIX PABOT

TEMbBI KOHTPOJIBHBIX PABOT Ne 1
no MJIK 02.01

BapuaHT KOHTpOJIBHON pabOTHI CTYACHT OMPEEIseT M0 TabJIUIe, UCXO IS U3
HAvaJbHOM OYKBBI CBOEH (haMILIUN:

Havanenas | Homep | Hauansnas | Homep | Hauanbnas | Homep | Hawanbnas | Homep | Hawamenas | Homep
OyxBa TEMBI OyxBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI
¢ammwuu | KOHTpoO- | ¢dammwiuu | KOHTpoO- | damMuiIuu | KOHTpo- | (amMuiIuu | KOHTpO- | (amuiauu | KOHTpO-
CTyZEeHTa JIbHOM CTyZEeHTa JILHOM CTyZeHTa JIbHOU CTyZeHTa JIbHOU CTyZEHTa JILHOU

paboTHI paboTHI paboTHI paboTHI paboTHI
A | E 11 JI 111 P v X \
b VI XK | M II C 111 4 1Y
B \ 3 VI H I T 11 11 111
I IV " \ O VI Y I 111 I1
| 111 K | IT v o \Y 2,4 VI
Bapuanr I

CTpouTenbCTBO apXUBHOU cUCTEMBI PO
Bapuanr 11
ApXUBHOE 3aKOHOJATEIbCTBO

Bapuanr 111

®oH000pazoBaHue

Bapuant IV

Otanbl “HGOpPMATU3AIUN APXUBHOTO JIeTia
Bapuaunr V
ABTOMaTHU3UPOBAHHBIE CUCTEMBI JEIOMPOU3BOICTBA

Bapuanr VI

Hcnonp3oBaHue APXUBHBIX JOKYMCHTOB

2.2.

TEMBI KOHTPOJILHBIX PABOT Ne 2
o MJIK 02.02

BapuaHT KOHTpOJILHOIM paOOThI CTYACHT OINpPEAEIAET Mo Tabaule, UCXO U3

HavaJbHOM OYKBBI CBOEH (haMIIIUU:

Havanenass | Homep | Hauansnas | Homep | Hauanbnas | Homep | Hawanbnas | Homep | Hawanenas | Homep
OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI
tdamumum | KOHTpPO- | (paMmiIuu | KOHTPO- | GamMuiIuu | KOHTpO- | (aMmwinu | KOHTpo- | ¢daMHINH | KOHTpO-
CTyZEHTa JIbHOM CTyZ€HTa JIbHOM CTyZeHTa JIbHOH CTyZeHTa JIbHOM CTyZCHTa JIbHOM
paboTsl paboTsI paboTsl paboTsl paboTsl
A | E II JI 111 P 1\ X \
b VI K VII M I C II 4 111
B IV 3 \Y H VI T VII 11 I
I II )4 111 O 1\ Y \Y 111 VI
i VII K I I1 II o 111 2,4 1Y




Bapuanr I

Knaccudukaruys apxuBHOM TOKyMEHTAITUN
Bapuanrt 11
denepanbHas apXxuBHas cirykoa PD

Bapuanr 111

OcHOBHBIC HaIIPpaBJICHUA, q)OpMBI HCIIOJIB30BAHUA apXHUBHBIX JOKYMCHTOB

Bapuant IV

VY4eT ucnoab30BaHUs TOKYMEHTOB B apXHBE
Bapuanr V

AHaTUTUKO-CUHTETHYECKas: 00paboTKa NEepBUYHON HH(DOPMAITUU

Bapuanr VI

Cucrema KaTajoroB B ApPXUBC. ApXI/IBHHﬁ CIIPaBOYHHUK

Bapuanr VII

ApxuBHble myteBoauTenn. CTPyKTypa IMyTeBOAUTENA

2.3.

TEMbBI KOHTPOJIBHBIX PABOT Ne 3
no M/IK 02.03

BapuaHT KOHTpOJIbHOM paOOThI CTYACHT OIPEAEIIAET M0 TabIuIe, UCXO U3

HaYaJIbHOU OYKBBI CBOCH (haMUITHH:

Havansnas | Homep | Hawanenas | Homep | Hauansnas | Homep | Hauanbnast | Homep | Hauanbnas | Homep
OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI
¢bammnuu | KOHTpO- | ¢dammwiuu | KOHTpO- | damuiuu | KOHTpO- | (amMuiIuu | KOHTpO- | (amuiauu | KOHTpO-
CTyZEHTa JIbHOM CTyZ€HTa JIBHOM CTyZECHTa JIbHOU CTyZ€HTa JIbHOU CTyZEHTa JIbHOM

paboThI paboThI paboThI paboThI paboTh
A | E II JI 111 P 1\Y X \
b VI K VII M I C II 4 I1I
B 1Y 3 \Y H VI T VII I I
r 1T n I11 0) 1\Y Y \ 111 VI
i VII K I I1 11 ) 111 2,5 1%
Bapuanr I

[Topsanok nmpuema JOKyMEHTOB HAa XPaHEHUE
Bapuanr 11

[lepenaya JOKyMEHTOB U3 KAXKJIOTO YUPEKICHUS
Bapuanr 111

[Ipyrem TOKYMEHTOB JINYHOTO MPOUCXOKICHUS HA XPAHEHUE B apXUB

Bapuant IV

Opranu3zanus yuera TOKyMeHTOB ApPXUBHOTO (QoHIa
Bapuanr V




ObecnieyeHre COXpaHHOCTU JOKYMEHTOB ApXUBHOTO (hoHAa

Bapuant VI

PGCTaBpaHI/IH M KOHCCPBaAMA apXHUBHBIX JJOKYMCHTOB

Bapuant VII

TexHOoreHHbIC APXHUBLI

24.

TEMbBI KOHTPOJIBHBIX PABOT Ne 4
no MJIK 02.04

BapuaHT KOHTpOJIBHON pabOTHI CTYACHT OMPEEINSIET M0 Ta0IHIIe, UCXOAS U3

HA4aJIbHOM OYKBBI CBOEH (haMIIIUN:

Havanbnas | Homep | Hawanmenas | Homep | Hauansnas | Homep | Hauanbnast | Homep | Hauwanbnas | Homep
OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI
(damumum | KOHTpPO- | QaMmwiuu | KOHTPO- | GaMIIuu | KOHTPO- | (aMuIuu | KOHTPO- | (paMHiINH | KOHTPO-
CTyJI€HTa JILHOM CTyJI€HTa JIHOM CTyJIeHTa JIbHOU CTyZIeHTa JILHOM CTyJleHTa JILHOM

paboTHI paboTHI paboTHI paboTHI paboTHI
A | E | JI I P I X I
b II K I1 M II C II 4 II
B 111 3 111 H 111 T 111 11 III
I 1\ )4 1\ O 1\Y M 1\Y 111 1Y
i v K v I v @ vV | 2,9 | V
Bapuanr I

Opranuzanus TpyJa nepcoHasia apxuBa
Bapuanr 11

HopwmatuBHo-nipaBoBas 6aza paboThI apxuBa

Bapuant II1

OcHOBHBIC IIpaBuIad pa6OTI>I BCAOMCTBCHHBIX dApXHWBOB

Bapuant IV

OcHOBHBIE (PYHKIIUU YTIpaBICHUS
Bapuaur V

ApXUBHBIM MapKETUHT




3. PEKOMEHAYEMAS JIUTEPATYPA

OcHOBHBIE HCTOYHHUKH:

1. AnekceeBa E.B. u ap.; ApxuBoBenenue; ydeOHuk moj pen. [Ipodeccopa
B.I1. Ko3nosa — M.; IIpodo6mmzaar, 2008.

2. BoBkotpy0 O.B., ®uonosa JI.P. ApxuBoBenenue. YuebHoe nocodue. -
Ilen3za: M3n-Bo I1I'Y, 20009.

J_IOHO.]'IHI/ITC.TII)HBIE HCTOYHHUKHU:

1. T'paxnmanckuii konekc Poccuiickoin @enepanuu ¢ uamenenusimu. Y. I, 11.
2. ®3 No 202 ot 04.12.2006. «O06 apxuBHOM aeine Poccuiickoit deneparmu.

3 ®3 Ne 318 ot 01.12.2007 . «O6 apxuBHOM gaene Poccuiickoii @enepauuu c
U3MEHEHUSIMU.

4. @3 Ne 207 ot 23.08.1993 «OcHoB 3akoHoaaTenbcTBa Poccuiickorn denepanuu
00 ApxuBHoM QoHjzie PD u apxuBax»

5. OcHOBHBIE TpaBmIIa paboTHl BeAOMCTBEeHHBIX apXxuBOB Ne 263 ot 05.09. 1999

6. [lonoxxenne «O DenepanbHOl apxuBHOM ciayk0e Poccum» No 1562 ot 28.12.
1998

7. OcHOBHBIE NpaBuiia padoThl apxuBOB opranuzauuid. Pocapxus, BHUMJA/L. —
M., 2002

8. TumoBas WHCTPYKUMS 1O JAEJIONPOU3BOACTBY B (eAepalibHbIX OpraHax
WCIIOJTHUTENbHOM BiacTh. Y TBepxkaeHa npukazom POCCPXHMBA ot 27.11. 2000 r.
No 68

9. @3 ot 22 oxTsabps 2004 1. Ne 125-®@3 «OO6 apxuBHOM Jerne B Poccuiickoit
denepauyn»

10. IIpuka3z PocapxuBa ot 02.05. 2007 Ne 22 «O06 ytBepxknenun I[lonoxeHus o
L{eHTpabHOM AKCHEPTHO-NPOBEPOYHON KoMuccu npu DeneparbHOM apXUBHOM
areHTCTBE»

11. TOC P. 51141-98. Jlenonpou3BoACTBO M apXWUBHOE 1eji0. TepMuUHBI U
OINpPENEIICHHUS.

12. TTonoxxenne «O6 ApxusHoMm (ouae Poccuiickoit @eneparnum» ot 17.09.1994

2. CnpaBouHo-nipaBoBas cuctema «KoncynpranTlImocy.
3. CaopaBouHo-TipaBoBas cuctema «l apant».

NHTepHeT HCTOYHHUKMU:

1. Jemonpou3sBoicTBo. MHMOpMAIIMOHHBIN TTOPTAIL. [ DIEKTPOHHBIM
pecypc]. — Pexxum nocryna: http://www.dist-cons.ru.
2. Jenompou3sBoactBo. MHbOpMaOHHBIN TTOpTal. [ DIEKTPOHHBIHA
pecypc]. — Pexum gocryna: http:/www.funnycong.ru/
3. IIpaBoBoii mopTain o AeNONPOU3BOACTBY. [ DIEKTPOHHBIN pecypc]. — Pexum
nocryma: http://delpro.narod.ru/
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Ipuioxkenne 1

Pedepar
Heas u 3anaun pedepara

Pedepar sBnsiercs onHol U3 GopM BHEAYIUTOPHONW CaMOCTOSITEIIBHOW Y4eOHON paboThI
M0 PEKOMEHIYEMO MpernoaBaTesieM WIM BBIOPAHHOW CaMUM CTYJIEHTOM TeMme. JlaHHBIA ThT
paboThI MpeACTaBIseT cOOON KPaTKOe U3I0KEHHE B MMCbMEHHOM BUJE COAEP)KaHUS OJHOM WU
HECKOJIbKUX HAy4YHBIX paboT, a Takke JOKIJAJ] Ha OMPENCIEHHYI0 TeMy, BKIIOYAIOIIMA 0030p
HMCTOYHUKOB.

Lens pedepara — dopMupoBaTh HaBBHIKA OMOTMOrpadUUECKOTO TIOMCKA HEOOXOIUMBIX
MCTOYHUKOB, aHAJIUTUYECKON pabOThl C HAyUYHBIMH U Y4eOHO-METOAMYECKUMH H3JAaHUSIMHU U
MOCJEIYIOMIETr0 MUCbMEHHOTO 0(OPMIICHHS TEKCTa.

3amaun pedepara: HaydUThb CTYACHTAa MOAOMPATH CIHUCOK HCTOYHUKOB, HEOOXOIMMBIHA
JUISL  OCMBICIICHHMSI H3y4aeMOTO BOIPOCA; COCTaBIATH JIOTHYECKH OOOCHOBAHHBIM IUIaH,
COOTBETCTBYIOIIMNA LIETM M 3ajadyaM; TPaMOTHO M JIOTUYHO HU3JIaraTb OCHOBHBIE HJAEHU IO
3aJaHHOM TeMe, JIeNaTh BEIBOJIBI.

CrtpykTypa pedepara u Tpe00OBaHUA K €r0 3J1eMeHTaM
Ilo cmpykmype pedepar BKIIOYALT:

1. TuTynbHBIN JUCT.

2.Conepxanue.

3.BBenenue.

4.0OcHOBHas 4acTh.

5.3akioueHue.

6.CrMCcoK UCIIOJIb3YEMON JIUTEPATYPHI.
7.1lpunosxxenue (1Mo HEOOXOIUMOCTH ).

TutyneHblli JIMCT sABASETCA NeEepBOM cTpaHuled pedepara u  odopmisercs B
COOTBETCTBUU C TPeOOBAHUAMHU K OPOPMIIEHHIO paboT (MPpUIIOKEHHE 2).

B copeprkanum mocieoBaTeNIbHO MEPEUnCIIAIOTCS BCE 3arojoBKH pedepara: BBEICHHUE,
HOMEpa ¥ 3aroJIOBKM pa3leNioB, 3aKJIIOUEHHE, CIHCOK WCIONb30BaHHBIX HCTOYHHKOB C
yKa3zaHHEM HOMepa CTPaHUIIbl, Ha KOTOPOM MOMEIIEH KaX/Ibli 3ar0J0BOK.

Bo BBenenun ob6o3Havaercs Tema paboOThI, 000OCHOBBIBACTCS €€ BBHIOOP, OMPENEISIOTCS
neinb 1 3a1aud. O0BEM BBEICHUS JJOJKEH COCTABIATh 1 CTpaHHUIly TEKCTa.

OcHoBHas 4vacTh pedepara COIEPKUT MaTepuaj, KOTOPHI OTOOpaH CTYISHTOM st
paccMoTpeHus npobsiembl. Matepuan 10oykeH ObITh 000CHOBAaHHO pacHpeenéH no pasnenam. B
nojaye Marepuana J0JKHA coOtoaThesl JIoTWKa u3noxeHus. OCHOBHas 4acTh pedepara,
MOMHUMO IOYEPITHYTOr0 U3 PasHbIX UCTOYHHMKOB COJEPIKAHUS, TAKXKE JIOJDKHA BKIIIOYATh B ceOs
COOCTBEHHOE MHEHHE CTyIeHTa | Cc(HOpMYyIMPOBAaHHBIE CaMOCTOSITEIIHLHBIE  BBIBOJIBL,
onuparomuecs Ha npuBeaeHHbIe (akTbl. O0BEM OCHOBHOM YacTH pedepara JOIKEH COCTaBISATh
6 — 8 cTpaHUIl TEKCTA.

B 3akmiouenun pedepara QGopMyNIHPYIOTCS BBIBOJBI IO pasjenam, oOpamaercs
BHUMAaHHE Ha BBHIMIOJIHEHHE MOCTABJICHHBIX BO BBEICHUM IENH W 3a/1a4. 3aKIOYCHHE JTOJHKHO
OBITh YETKUM, KPAaTKUM, BBITEKAIOLUIMM U3 COAEP)KaHUS OCHOBHOW uyacTH. OOBEM 3aKIIOUEHUS
pedepara DOIDKEH COCTABIATH | CTpaHHUITYy TEKCTA.

Cnucok HCIOJBb30BAaHHBIX HMCTOYHUKOB JIOJDKEH coJepaTh HMX Oubimorpaduyeckoe
OTIHCaHHE.

O06BeM pedepara coctaBisger 10 — 15 crpanun neyatHoro tekcra. PaboTy momernaror B
MaIKy-CKOPOCIIHBATEb.



Ipuio:xxkenne 2
['ocymapcTBeHHOE aBTOHOMHOE PO eCcCHOHAITBHOE 00pa30BaTEeIbHOE

yUpeKICHUE
«balKanbCKUI TEXHUKYM OTPACJIEBBIX TEXHOJIOTUM U CEPBUCA»

JlomarnHsisi KOHTpoJIbHast paboTa
1o npo¢hecCuoHaATBLHOMY MOIYJTIO
«Opranu3zaius apXuBHON U CIPaBOYHO-UHPOPMAIIMOHHON pabOThI

M0 JOKYMEHTaM OPTaHU3aALINI
MK 02.01. Opranuzanusi ¥ HOpMaTUBHO-IIPABOBBIE OCHOBBI APXUBHOTO JIEJIa
CTyJAeHTa (CTYJIEHTKH) 3a0YHOT0 OTACICHUS
rpynnel 3/10 202

®amunust, Umst, OTuecTBO (B pOAUTEIHHOM HAJEKE)

JlaTta

Bapuant Ne

[Tposepun: mpenoaasatens [IM 02 «Opranuzanusa apXUBHOW U CIPABOYHO-
MH(OPMAIMOHHOW pabOThI IO JOKYMEHTaM OpraHU3aluu»

boromonosa C.B.

Onenka: (TMOHCH)

Jlara

baiikansck, 2020



IIpuiio:xkenne 2a
["ocymapcTBeHHOE aBTOHOMHOE MTPOQeCCHOHAIEHOE 00pa30BaTeILHOEC

yUpeKICHUE
«balKanbCKU TEXHUKYM OTPACIIEBBIX TEXHOJIOTUM U CEPBUCA»

JlomariHsisi KOHTpoJIbHas paboTa
1o npo¢hecCuoHaATBLHOMY MOIYJTIO
«Opranu3zaiys apXuBHON U CIPaBOYHO-UHPOPMAIIMOHHON pabOThI

0 JOKYMEHTaM OpTraHUu3alun
MK 02.02. I'ocynapcTBEeHHbIE, MyHUIIUITIAJIbHBIE APXUBBI U apXUBBI OpraHU3aIui
CTyJAEHTa (CTYJIEHTKH) 3a0YHOTO OTACICHUS
rpynnel 3/10 202

®amunust, Umst, OTuecTBO (B pOAUTEIHHOM HAJEKE)

JlaTta

Bapuant Ne

[Tposepun: mpenoaasatens [IM 02 «Opranuzanusa apXUBHOW U CIPABOYHO-
MH(OPMAIMOHHOW pabOThI IO JOKYMEHTaM OpraHU3aluu»

boromonosa C.B.
OueHka: (moamnuce)

Jlarta

baiikansck, 2020



Ipuio:xxkenue 20
["ocymapcTBeHHOE aBTOHOMHOE MTPOQeCCHOHAIEHOE 00pa30BaTeILHOEC

yUpeKICHUE
«balKanbCKU TEXHUKYM OTPACIIEBBIX TEXHOJIOTUM U CEPBUCA»

JlomarnHsisi KOHTpoJIbHast paboTa
1o npohecCuoHaATLHOMY MOIYJTIO
«Opranu3zaiys apXuBHON U CIPaBOYHO-UHPOPMAIIMOHHON pabOThI

0 JOKYMEHTaM OpTraHUu3alun
M/K 02.03. Metoauka 1 IpakTUKa apXHUBOBEICHHUS
CTyJAEHTa (CTYJIEHTKH) 3a0YHOTO OTACICHUS
rpynnel 3/10 302

®amunust, Umsi, OTuecTBO (B pOAUTEIHLHOM MAJIEHKE)

JlaTta

Bapuant Ne

[Tposepun: mpenoaasatens [IM 02 «Opranuzanusa apXUBHOW U CIPABOYHO-
MH(OPMAIMOHHOW pabOThI IO JOKYMEHTaM OpraHU3aluu»

boromonosa C.B.

Onenka: (TMOHCH)

Jlara

baiikansck, 2020



IIpuiio:xkenue 2B
["ocymapcTBeHHOE aBTOHOMHOE MTPOQeCCHOHAIEHOE 00pa30BaTeILHOEC

yUpeKICHUE
«balKanbCKU TEXHUKYM OTPACIIEBBIX TEXHOJIOTUM U CEPBUCA»

JlomarnHsisi KOHTpoJIbHast paboTa
1o npo¢hecCuoHaATBLHOMY MOIYJTIO
«Opranu3zaiys apXuBHON U CIIPAaBOYHO-UH(POPMAIIMOHHON paOOThI

10 JIOKYMCHTAaM OpPraHUu3aIlum»

M/IK 02.04. OGecrnieueHre COXpaHHOCTU JOKYMEHTOB

CTyJAeHTa (CTYJICHTKH) 3a0YHOTO OTACICHUS
rpynmnsl 3/10 302
®amunust, Umst, OTuecTBO (B pOAUTEIHHOM HAJEKE)

JlaTta

Bapuant Ne

ITposepuin: npenoaaatens [IM 02 «Opranuzaius apXUBHOW U CIIPABOYHO-
nH(OPMAITMOHHON PabOThI IO JOKyMEHTaM OpraHU3aIuu»

boromonosa C.B.

OueHka: (monucs)

Jlarta

baiikansck, 2020



