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O061He nonoxeHus

B pesysnbrare ocsoenus npodeccuonanbroro Moy no npodeccun 034700.03
HenonpousBoauTes 00yuaromuiics nomkeH o61anaTs npeaycMmotrpeHHsiMU PI'OC
YMEHHAMH, 3HAHHAMM, KOTOPEIE (JOPMUPYIOT MPO(ecCHOHATLHEIE KOMIIETEHIIHH,

DopMOi UTOTOBOM aTTECTALMH 110 MPO(GECCHOHANBHOMY MOIYJIIO ABJISETCS
dK3aMeH. KTorom sToro sk3ameHa ABJIA€TCS OJHO3HAYHOE PelLIeHHE: «BH/I
NpohecCHOHANBHOM 1eSTENBHOCTH OCBOEH / HE OCBOEH).

[IpogeccHoHAIbHBIE KOMIIETEHIHH:

IIK 2.1. ®opmuporars Jena.

[1K 2.2. OBecrieunBats GBICTPHI MOMCK HOKYMEHTOB 110 HAYYHO-CIIPABOYHOMY ATapary
(KapTOTeKaM) OpraHH3aIHH.

[IK 2.3. CucreMaTH3MpoBaTh U XPaHUTh JJIOKYMEHTBI TEKYLIETO apXUBA.

IIK 2.4, OGecneunBaTh COXPAHHOCTD MPOXOAIIEH CllyKeOHOI TOKYMEHTALMH.
[IK 2.5. T'oToBUTH 1 NepenaBaTh JOKYMEHThI Ha apXMBHOE XpaHEHHE.

[1K 2.6. OBecneunBaTh COXPAHHOCTb APXUBHBIX JIOKYMEHTOB B OpraHU3all|H.

O0mHe KoMNeTeHIHH:

OK 1. Tlonrmate CyIIHOCTE M COLMAIILHYIO 3HAYHMOCTE CBOEH Gy tylueii npodeccun,
NPOSBIISATL K HEH yCTOHYMBBIN HHTEpec.

OK 2. OpraHH30BbIBaThL COOCTBEHHYIO JEATENBHOCTE, MCXO U3 1IeTH U CIIoco60B ee
JIOCTHIKEHMUS, ONIPE/IE/ICHHBIX PYKOBOIUTENIEM.

OK 3. AnanuzupoBaTk pabouyio CHTYalLnIO, OCYIIECTBIATE TEKYIIHHA U HTOIOBBII
KOHTPOJIb, OLIEHKY H KOPPEKLHI COOCTBEHHON JlesTelIbHOCTH, HECTH OTBETCTBEHHOCTS 34
pe3yJbTaThl CBOCH paboTHI.

OK 4. OcyiuecTBiasTh MOMCK HHBOPMALHH, HE0OX0AUMOH Ui 3P PeKTUBHOTO
BBITIOJIHEHHS! [IPO(ECCHOHANTBHBIX 3a/1au.

OK 5. Hcnosne3oBatk MHPOPMALIMOHHO-KOMMYHHKAIIMOHHEIE TEXHOIOTHH B
Npo(eccHOHANBHOMN 1eITeTbHOCTH.

OK 6. PaGorats B komane, 23¢hekTuBHO 00MIAaThECS ¢ KOJIIEraMH, PYKOBOACTBOM,
KJIHEHTaMHU.

OK 7. McrionHATE BOMHCKYIO 00513aHHOCTh, B TOM YMCJI€ C IPUMEHEHHUEM MOJIYIEHHBIX
npo)ecCHOHANBHBIX 3HAHUH (117151 FOHOIIIEH ).



B pesynbsrare usyuenus npoheccHOHAIBLHOr0 MOJLYJIs 06YHAIOIHICs J1OIIKEH:

HMeTh NPAKTHYeCKHH ONBIT:
AOKYMEHTHPOBAHUS W JOKYMEHTalMOHHON 00paboTKH JOKYMEHTOB KaHI[e/IspuH
(apxuBa);
YMeTh:
POBEPATE [IPABUILHOCTE OQOPMIICHHS JIOKYMEHTOB;
CHCTEMATH3MPOBATh U XPaHUTh JOKYMEHTEI TEKYILEro apXusa;
(hOpMHUPOBATH CIIPABOYHEIN arlapat, 06eCeYnBAFONIMH BBLICTPBIN TOUCK JOKYMEHTOB;
OCYILECTBIATH SKCIEPTH3Y JOKYMEHTOB, FOTOBHTE U [E€peaBaTh JOKYMEHTAIbHbIC
MaTepuaibl Ha XpaHeHHe B apXUB;
3HATh!
OCHOBHbIE MONOXKeHUs EIMHOM rocy 1apcTBeHHO# CUCTEMBI IEI0TPOU3BO/ICTRA;
BUABI, QYHKLUH JOKyMEHTOB, IIPaBHJIa UX COCTABIEHHUs U 0OPMICHHS;
MOPS/I0K JOKYMEHTHPOBaHHs HHOOPMALMOHHO-CIIPABOYHBIX MATEPHAIIOR
2. OreHKa OCBOGHHS YMEHHMH W 3HAHUH y4eOHOH JUCIUIIIHHBL:
IlpeveTom oLeHKH CysKaT yMeHUs U 3HaHuUs, npeaycmorpernbie GI'OC no

npodecCHOHANILHOMY MOAyao JIOKYMeHTHpOBaHHE ¥ OpraHH3alMoHHas o0paboTka

JJOKYMEHTOB, HalpaBieHHbIE Ha cbopMHpo.BaHue odmmMx u HpD(t)ECCHOHBIlele
KOMIIETEHIIHH.

1. PesynbTaThl OCBOEHHS MOIY.Is, HOAJEKALIHE IPOBEPKe HA IK3aMeHe
(kBaTHPHKALUOHHOM).

1.1. lIpodeccHonanbubie H 001IHE KOMIETEHIHH:

Tabnuua 1
IIpodeccnonalibubie IToka3zaTe/nn oueHKH pesy/ibTaTa
KOMIIETCHLHH
1K 1.1. ®@opmupoBars 1ena. - DopMupoRaHHe apXUBHOTO (HOHIA H3 -

JAOKYMEHTOR, BOZHHKIIIHX B IIpOIIECCe

IIK 2.2. O6ecneunBaTs OBICTPEII IOHCK
P JIeSATeJIBHOCTH TTPETIPHATHA.

JOKYMEHTOB T10 HAy4YHO-CIIPABOYHOMY
annaparty (KapToTeKaM) OpraHH3alHu. - OBOCHOBAHHOCTE 3aBOJIMMOIO B apXHBe Jlea
(onga Juis XpaHeHHus JOKYMEHTOR 110 HCTOPHH

ITK 2.3. CucteMaTH3HPOBATE H XPAHUTE
p pe M COCTOSIHHMIO apXHUBHOI'O (oH A,

JOKYMEHTEI TCKYIIEro apxXHea.
- COGJ’IID,[I,EHHE YCTAHOBICHHLIX TIPaBHIl
Od)OpMJ'lEHHH JCIL. TIepeCHCTEMaTH3alllA,
HyMeEpanHsa JTHCTOBR, COCTaB/ICHHE Buy"rpm-n--mﬁ

1K 2.4, OGecnieunBaTh COXpPaHHOCTh




npoxondmei cinyxedHoll JoKyMeHTallHH,

[IK 2.5. l'oToBHTE M NepenaBath
JOKYMEHTEI Ha apXHBHOE XpaHEHHeE,

I1IK 2.6. OBecnieunBars coxpaHHOCTE
apXHBHBIX JOKYMEHTOB B OPraHH3aluu.,

OIIHCH, COCTABJIEHHE 3aBePUTEILHOMN 3aIlucH,
BHECEeHHE HeOOXO/IMMEIX YTOUYHEHHH B
PEKBHIUTEI OOJIOAKKH Jena, MoJIIUBKa H
nepennér jena.

Brimosnnenne knaccupuKanm JOKYMEHTOB 110
npH3HaxkaMm: GopMam cobCTBEHHOCTH,
HCTOPHYECKHM TIEPHOIaM, BHIAM HOCHTeJIell
HH(DOPMaIHK, crocodam H TeXHHKeE
3aKperuIeHUs HH(GOPMAlHK, CPOKaM XPAHEHHS.

- OGocHOBaHHOCTE BEIGOpPa NPH3HAKA
K1accu(pUKaliu JIOKYMEHTOB.

- PaumonansHoe paciipe/ielicHue BpeMeHH Ha
Bee aTankl padoTel ¢ TOKYMEHTAMH.

- OnepatuBHOE ONpe/IeIeHne U yCTpaneHne
HeTO4HOCTeH B paboTe ¢ JOKYMEHTAMH.

- [IpaBunLHOCTE COCTABICHHS 1OKYMEHTAIIHH
nna oopMIeHus e,

- Cobmonenne tpebosanuii opopmieHus
CIyKeOHBIX J0KYMeHTOB, cornacHo ['OCT 6.30-
2003,

- PanmonansHoe pacnpeenenne speMeHn Ha
BCe 2Tarnkl paboThl € TOKYMEHTAMHU.

- OneparyBHOE ONpPEICICHHE H YCTPAHEHHE
HEeTOYHOCTEH B paboTe ¢ IOKYMEHTAMH.

- PanuonansHocTE paboTel CO ClIPABOYHHKAMHA
H CHIPaBOYHOI TUTEPATYPOil, B TOM YHCIIE B
ceTH Internet.

Tabnuua 2

O0mne KOMOeTeHUHH

Iokazarenu OUEHKH pe3yjbTara

OK 1. IlonuMaTs CyIIHOCTE H
COLUATBHYIO 3HAYUMOCTE cBOEH Oyaynieif
npoeccHu, MPOSIBIATE K HEH yCTOHYHBLII
HHTEpec.

YyacTre B KOHKypce npodeccHOHAIEHOTO
MACTEPCTRA TEXHHKYMa, TOPOICKOM KOHKYpCe
«Jlyummnii no nmpodieccuuy, monydyeHue
JONONHUTENBHOH cMexkHoll npodeccun B
paMKax MPOrpaMMB! TOMOTHHTENLHOIO
00pazoBanus, yqacTHe B TEXHHKYME H
PErMOHANLHEIX OJNIMMITHA/AX, KOH(DEepeHIIHsIX,
HOATOTOBKA M y4acTHE B KOHKYpCax Mo
CrelHanbLHEIM NPOQHIBHEIM [PeMeTaM,
npodecCHOHANBLHBIM JHCIHIIHHAM.




IIpoxoxk/enue 1poN3BOCTBEHHOI MPAKTHKK Ha
IPEATPUATHAX OPOJIA.

TpynoyetpoiicTo o nonyyenHoil npodeccun.

OK 2. OpraausoBsiBath coGCTBEHHYIO
IeATeNLHOCTE, HCXO/I8 U3 LEelIH ¥ crnocoGon
€e JIOCTHIKEHUA, ONpPe/IeIeHHBIX
PYKOBOJIHTEJIEM.

Onpenenenye uemm 1 nopsjika paGoToL.
Obobuienune pesyabraTa.

Hcnonezosanue B paﬁo're [MOJTy4YCHHLIC paHee
3HaAHMU:A H YMEHHA.

Paumonasibnoe pacnpesiesieHue BpeMeHH MpH
BBLINOJIHEHUH paboT.

OK 3. Ananmsuposats paGouyio
CHTYAIHIO, OCYLIECTBIIATE TEKYIIH U
HTOTOBBI KOHTPOJIb, OLEHKY M KOPPEKIHID
coOCTBEHHOH JIeATENBHOCTH, HECTH
OTBETCTBEHHOCTD 33 PE3YNILTATEI CROEH
paboThL

CrnocoOHOCTb TPHHUMATE PELIEHUS B
CTaH/IAPTHBIX H

HECTaH/IaPTHBIX
IPOU3BO/ICTBEHHBIX CHTYALMAX .
OTBETCTBEHHOCTH 3a CBOH TPyL.

Camoananus U KOPpPeKIHs Pe3ylLTaToB
COOCTBEHHOMH JIeATENBHOCTH

OK 4. OcymecTsiis b 1oucK HHPOPMALIHH,
HeoOXomuMolt s sbdexTuBHOrO
BEIMOJTHEHHS TPOhEeCcCHORATBHBIX 33714,

PannonaneHocTs paboThl CO CpAaBOYHHKAME H
CIPaBOYHOMH JIMTEPATYPOH, B TOM HMCIIE B CETH
Internet.

OK 5. Mcnonk3zosars nadGOpMALIMOHHO-
KOMMYHHKAIHOHHBIE TEXHOIOIHH B
npodeccHOHANBHOM IeATENBHOCTH.

Haxosxnenne, o6paGorka, Xxpanenue u nepejiaya
HH)OPMALHH C MOMOIIBIO MYIETHME/{HHHBIX
CpeCTR

HH(POPMALIHOHHO-KOMMYHHKATHBHBIX
TEXHOJIOIHH.

Pabora ¢ pasnuynbIvu

NPHKIAIHEIMH [IpOIpaMMaMH.

OK 6. PabGotats B komanie, 3¢ dekTHEHO
o0b1aThes ¢ KOIeraMu, pyKoBOICTBOM,
KITHECHTAMH.

TeprnuMocTs K APYrHM MHEHHSAM H
nosuumsM. OkazaHue IoOMOIIM Y4aCTHHKAM
KOMaH/1BL.

Haxox/ieHue NpoayKTHRHBIX CIIOCO00B
pearupoBaHus B KOH(QIHKTHEIX CHTYAIUAX.

Brmonuenue ofsa3anHocTell B COOTBETCTRAH
C pacrpe/iesleHHeM IPYIIIOBOH AeATEILHOCTH.




1.2, UmeTh NpakTHYECKHH ONBIT — YMeTh — 3HATH
B pesyiibrate u3ydeHus npodecCHOHAIBHOTO MOTYs 06y OIS HOMKEH:

HMETh NPAKTHYECKHI ONBIT: JOKYMEHTHPOBAHNE M OpraHU3allMOHHas 06paboTka

JOKYMEHTOB

IIpakTHYecknii onbiT:

[10 2 nokymenTuposanme U OpraHu3alMoHHas 06paboTka JOKYMEHTOB;

yMeThb:

POBEPATH IIPaBHIBHOCTE O(OPMIIEHHS T0KYMEHTOB;

CHCTEMATH3MPOBATh H XPAHUTE JIOKYMEHTEI TEKYILEro apXUBa;

(hopMHUpPOBATE CIIPABOYHBIH anmapar, 0GecneYnBaIOIINI GBICTPBIH TOMCK JOKYMEHTOB;
OCYIIECTBJIATD YKCIIEPTH3Y JIOKYMEHTORB, FOTOBUTH U NepellaBaTh JOKyMeHTAIbHbIE
MaTepHasbl Ha XpaHeHHe B apXUB;

3HATH:

OCHOBHBbIE MOJIOXKEHUA EUHOI rocyjapcTBEHHOH CUCTEMBI IeJIONPOU3BO/ICTBA;

BH[IbI, PYHKIHUM JJOKyMEHTOB, IIPaBUJIa HX COCTABIEHHUS ¥ ODOPMICHHUSL;

NMOpPAZ0K TOKYMEHTUPOBAHUS HHYOPMALMOHHO-CIIPABOYHBIX MATEPHAJIOB

2. @opmMbl NPOMEKYTOYHOMH aTTECTALHH N0 NPOdecCHOHATLHOMY MOAY.II0

Tabnuna 3
DJIeMeHT ®opma KOHTPOJIS N OLEHHBAHNS
MO/1y/ist
IIpomexyrounas arrecramus | Pybexustii konrpods

MJIK .02 Huddepenuupopanneli 3aueT | 3amura npakTHYeckux paboT.
Cpesoesie paboTsl no Temam MJIK,
3anmTa HHIMBH Y aTbHBIX
[IPOEKTHBIX 3a/IaHHI;
3aumra pedeparos;
Tectupopanue

YII Huddepennnposannrii 3aver | Habmoenus 1py BLINOIHEHHH
pabot Ha yuebHol npakTuke

111 Nuddepennnposannsil 3aver | Habmogenus npy BeINOIHEHHH
paboT Ha MPON3BO/ICTBEHHOH
PaKTHKE




3. Ouenka 0CBOEHHSI MEKIHCUHIIMHAPHOTO Kypea (MIK)

3.1. Odmue moJ1oKeHUSs!

IIpeMeTOM OLEHKH SBIAIOTCS YMEHUS U 3HAHUS. Kontpons 1 ounenka
OCYIICCTBIAIOTCSH ¢ MCIIONB30BAHHEM CIIEIYHOIIHX q)OpM H METONORB! PE3YJIETATEI
BBITIOJIHCHHUS TIPAKTUHECKHUX PabOT, pe3yNbTaThl BBIOIHEHUS CAMOCTOSTEILHEIX paboT,
pe3ynsTaTel claun quddepeHUUpoBaHHOrO 3a4éTa

Ouenxka ocsoennst MIIK npejiycMaTpuBaer HCIOIb30BAHNE IATHOAIBHON CHCTEMBI
OLIEHHBaHUs.

3.2. 3aganus aas ouenku ocgoenns MJIK

3.2.1. 3apanns 1ns ouenku ocsoennst MK 02.02: (rpoBepsieMble pe3y./ibTaThl
obyvenus Y1-V5, 31-33)

3ajanns B TecToBOI hopMe MO AUCUHIIHHAM MOIYJ151
«/loKkymeHTHpOBAHME H OPraHN3AUMOHHAA 00PaboTKa IOKYMEHTOBY

Bapuanr 1

1. ApxusHoe neno — 3to:
A) u3yveHHe JOKyMEHTOB HAa OCHOBAaHMH KPHTEPUEB WX LIEHHOCTH B
HelsiX OmpeleNieHHsl CPOKOB XpaHeHUs JIOKYMEHTOB W oTOOpa WX s
BKITIOYEHHs B cocTtaB ApxuBHoro ¢ouza Poccuiickoit Mepepainy;
+ b) neATensHOCTH roCyJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO
CaMOYNpaBJICHWsA, OpraHu3alMi W rpakaaH B cdepe OpraHu3aluu
XpaHeHHs, KOMIUIEKTOBaHMs, ydeTa H HCIOJb30BaHMsS [IOKYMEHTOB
ApxuBHoro ¢onia Poccuiickoit @ejepauun M ApPYyrHX apXUBHBIX
IOKYMEHTOB,
B) xommnexc pabor 1o QopMHPOBAHHIO 4PXMBHBIX JOKYMEHTOB B
CIMHMLBl XPaHEHHs, OIMCAHUIO U OQOPMIICHHIO TaKHX €AMHHUI] XpaHeHUs
B COOTBETCTBMHM C  [IpaBH/IaMH, YCTAHOBJIEHHBIMH  CIELHAILHO
YIIOTHOMOY€HHbIM [IpaButenscTBOM Poccuiickoii Denepauuu
(eepanbHEIM OPraHOM MCIOIHUTENILHOM BIACTH.

2. 64. Korna 6bu1 obpazosan Llapekuii rocyiapeTseH bl apxus?
A)B 15 B,
+B)B 16 B.;
B)s 17 B.

3. YKaxuTre 1oA3aKOHHBIH HOPMATUBHBIN aKT:
A) @enepanpHblit  3akoH «0O6 apxuHOoM Jene B Poccuiickoii
Denepanuny;

+b) Ilocranosnenue [IpaButenscta PO "O denepanbHOM apXMBHOM
areHrcrse";



B) 3akon Hpkyrckoit obmactu "O6 apxuBHOM jene B Hpxyrekoit
obnactn".

@eepanpHbli 3akoH «O6 apxuBHOM fielie B Poccuniickoit Denepauumy
OBLI NPUHAT B rojy:

+ A) 2004;

b) 2006;

B) 2010.

DeliepalbHOE TOCY/IAPCTBEHHOE YUpeXKAeHHe, co3aBaeMoe Poccuiickoil
Oejiepanuel, Hin rocyJapcTBEHHOE YupekieHHue cyobekra Poccuiickoit
Denepanun, cosaBaemoe cyosekToM Poccuiickoit Menepatuu, Kotopsie
OCYLIECTBIIAIOT KOMIUIEKTOBAHHE, Y4YeT, XpaHEHHE H HCII0Jb30BaHUe
AOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit Dejiepanum, a Takike
JApYTruX apXHWBHbIX JOKYMEHTOB, - 3TO:

+ A) rocylapcTBeHHBIH apXuB;

b) mymunmnanbubiit apxus;

B) nM4HEBIH apXHB.

ApXUBHEIH (OHJ — ITO:

+ A) COBOKYNHOCTb apXMBHBIX JOKYMEHTOB, WCTOPHYECKHM WIIH
JIOTHYECKH CBSI3aHHBIX MEXKY COOO0I;

B) yupexaeHue WIM CTPYKTypHOE IOJpA3fielieHHe OpraHU3aluH,
OCYHISCTBIIAIOLHE XpaHEHHE, KOMIUIEKTOBaHHWE, Y4YeT W MCIIOJb30BAHUE
apXHUBHBIX JOKYMEHTOB;

B) xpanunuine JOKyMeHTOB.

ADXHBHBIE  JIOKYMEHTBI, CO3JaHHBIE TpaKJaHAMH MM  3aKOHHO
pUobpeTeHHbIe HMH, OTHOCATCS K COOCTBEHHOCTH:
A) rocynapcTBeHHOI;

b) MmynuuunaneHoii;

+ B) yacrHoii.

B rocynapcTeeHHoM apxuse, Mysee, Gubnuoreke, apxuse Poccuiickoit
aKaJeMHWH HayK IUIaHOBas HUKJIMYHAS [I[POBEPKa HAJTMYMUS U COCTOSHUS
YHHK&JIbHBIX IOKYMEHTORB ITPOBOIUTCS:

A) onuH pas B 5 Jer;

B) onun pas B 10 ner;

+ B) exxeroaHo.

B MyHnulunanbHOM apxHBe, Mysee, OHONHOTEKe, IUIAHOBAs IHKJIHYHAS
pOBEpKa HAIMYHS APXUBHBIX JIOKYMEHTOB ITPOBOIUTCS

+ A) 1 pa3 B 10 ner;

b) 1 pa3 B 5 ner;

B) 1 pa3 B 2 roza.



10.

11.

13.

14,

13,

16.

Kakoit pexum apxuBa oecreuuBaercs KOMIUIEKCOM Mep IO
o0ecreueHHI0 MHKEHEPHO-TEXHHIECKON YKPEILIEHHOCTH, 060PY10BaHHIO

3/1aHHsl (IIOMEILEHH sT) apXUBA CPEACTBAMU OXPAHHOM CHIHATM3AIUK?
A) caHUTapHO-TUTHEHUYeCKHIl;

+ b) oXpaHHbIi;
B) cBeroBoii.

B apxuBoxpaHuWiuile apXUBHBIX MOKYMEHTOB Ha GYMaKHOH OCHOBe
MOJIEPIKUBALTCS HOPMAaTHBHbIH CleYIoLIMiA TeMIIepaTypHO-
BJI2JKHOCTHEIH PEXUM:

A) temneparypa 15-18°C, oTHocHTeNbHAs BIaKHOCTE Bo3ayxa 40-50%:;

+ b) Temnepatypa 17-19°C, orHocuTenbHas BIaXKHOCTE Bo3yxa 50-55%:
B) remneparypa 20-23°C, oTHOCHTe/IbHas BIaKHOCTh BO3yxa 60-65%.

Ha ocHoBaHMM Kakoro JOKyMEeHTa COCTAaBIAETCSH aKT IPOBEPKH HATHUHS
U COCTOSHHS apXUBHBIX TOKYMEHTOB?

+ A) Ha OCHOBAaHHHM JIMCTA NPOBEPKH HAJIMYMS M COCTOSHHS aPXUBHBIX
JIOKYMEHTOB;

b) Ha OCHOBaHHM MUCBMEHHOI'0 3agBIEHUA APXUBUCTA;

B) Ha ocHOBaHMHM NpUKAa3a PYKOBOAUTENISI OpraHU3aIlkHy.

CpoK BpeMEHHOT'0 XpaHEeHUsI KHHO- H (JOTOJOKYMEHTOB COCTABIISET:
A) 15 ner;
+B) § net;
B) 3 rona.

[lo xakoMy Mpu3HaKy MPOBOJUTCS CHCTEMATH3ALMA €UHUI[ XPAHCHHUS B
npejieiax apXUBHOTO (OHJA 110 OpraHM3alMsIM W JIMIaM, B pe3ylbTare
[EPEUCKHU C KOTOPLIMU 00pa30BaNuch €IMHULLI XpaHeHus?

+ A) KOppecrnoHIeHTCKOMY;

b) crpyxTypHOMY;

B) HomMuHansHOMY.

Yupex/ieH!s WM JIMNa, HEellOCPe/CTBEHHO MEepeiarolye J0KYMEHThl B
rOCyAapCTBEHHBIE WIIH BEJOMCTBEHHBIE aPXHUBEI, - 3TO:

A) cyOBEeKTEI KOMITIIEKTOBAHHUS;

b) 00BeKThl KOMILIEKTOBAHH,

+ B) HCTOYHUKU KOMITJIEKTOBAHMS.

Ha ocHoBanuu Kakoro KPHTEPHA MPOHU3IBOJANUTCH OTHECCHHE IpaKIaHHHa
K HCTOYHHKaM KOMIJIEKTOBAHHA apXHBa:

A) Ha OCHOBaHMHM IOJHOTH OTpaKeHUs: UHOOPMALUK O JIESTENbHOCTH
OpraHu3alliK B apXHUBHBIX (QOH/IAX JAPYIHX OpraHu3aluii;

b) Ha ocHOBaHMM (yHKIMOHAILHO-LIENEBOTO HAZHAUEHUS OPraHH3alliH;

+ B) Ha OCHOBAHHMH cOCTaBa M COJAEPKAHHS COOPAHHBIX TPaKIAHUHOM
APXHBHBIX JOKYMEHTOB.
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JIOKyMEHT ycTaHOBIIEHHOH (OPMBI, GUKCHPYIOLIHIA TTOCTYILIEH e,
BLIOBITHE, KOJMYECTBO, COCTAB H COCTOSHHUE APXMUBHBIX JOKYMEHTOE B
eIUHHMIIAX yUeTa, - 9TO:

A) akT;

+ B) y4eTHbIH TOKYMEHT;

B) mpukas.

OTMmeTbTe JOKYMEHT LEHTPaIi30BaHHOTO [OCY 1apCTBEHHOIO YYeTa:
+ A) MacmnopT apXuBa OpraHu3alHu;

b) criucok Gonma;

B) onuce genn.

Kakoli yuerHblii TOKyMEHT apXuBa MpeJHa3HaueH s y9eTa KOJHYeCTBa
JIUCTOB B Aene?

+ A) TUCT-3aBepUTEND AeNa;

b) muct donna;

B) BHYTpeHHSIS OIUCE.

YKakute BCIIOMOraTe/IbHEINA yUeTHBIH JOKYMEHT apX1Ba:
A) nUCT-3aBEpPUTEND AeNa;

bB) peectp omuceii nemn;

+ B) kapTouka nBrkeHust GOHIOB.

Komruiekec  B3aUMOCBSI3aHHBIX M B3aHMOJOINOJHSAEMBIX  APXHBHbIX
CIPaBOYHHKOB, 043 NaHHBIX O COCTaBe U COAEPKAHUN HOKYMEHTOB — 3TO:
+ A) cucrema Hay4HO-CIIPaBOYHOIO ANMapaTa;

b) karanor;

B) apxuBHEIit donz.

l'ocynapcTBeHHBIH OpraH, opraH MeCTHOIO CaMOylpaBieHus ubo
IOpUIONYECKOe WM (HU3MYecKoe JIMNO, oOpalialoimecs Ha 3aKOHHBIX
OCHOBAHMAX K aPXUBHBIM JIOKYMEHTaM /Il [IOJIYYEHHs U HCIIOIL30BAH NS
HeoOXoAUMOH HH(OpMALHH, - 3TO:

A) Brajienel] apXMBHBIX TOKYMEHTOB;

+ b) none3oBarens apXUBHLIX JOKYMEHTOB;

B) aboHeHT.

Hcnonnenue 3anpocos, obecnevuBaloMX IPaBa U 3aKOHHBIE HHTEPECH!
rpakjiaH, JUls pelIeHus 3a1a4 COLUaIbHOM 3alUThl [I0Apa3yMeBaeT
HCIIOIb30BAHUE JIOKYMEHTOB B 1eJsix.

A) ynpaBieHYECKHUX;

b) Hay4HBIX;

+B) counansHo-11PaBOBLIX.

JOKyMEHT apxHBa, COCTaBlIeHHbIi Ha OaHKe apxuBa, JIOCJIOBHO
BOCITPOM3BO/IALINH 4aCTh TEKCTa apXUBHOI'O JJOKYMEHTa, OTHOCSIIMICS K
onpeneneHHOMY (akTy, COOBITHIO, JIMILY, C YKa3aHHEM apXUBHOIo wndpa
¥ HOMEPOR JIMCTOB eIMHUIIEl XpaHEHHUS, - 3TO:

A) apxXuBHasl KOIHs;

b) apxuBHas cnpaska;



+ B) apxuBHas BhITTHCKA.

JocTyn K apXMBHEIM JOKyMEHTaM 00ecreunBaeTcs:

A) TyTeM IpeoCTaBleHHs IONB30BATENIO APXUBHBIMHU JOKYMEHTaMH
CIIPaBOYHO-IIOMCKOBBIX CPEICTB U MH(OpManuu o0 3THX CpeiacTBax, B
TOM uuciie B Qopme 3IEKTPOHHOIO MOKYMEHTA; IpefocTaBlIeHHs
NOJTMHHHUKOB M (M/1H) KOMUH HeOOXOIUMBIX €My JIOKYMEHTOBR;

b) myrem wucnonb3oBanust HH(OPMalMOHHO-TENEKOMMYHHKALHOHHBIX
cereli oOllero TmoONB3OBaHMSA, B TOM 4Yucie cetd Murepmer, c
BO3MOJKHOCTBIO HX KOTIHPOBAHHSI;

+ B) BceMH yKa3zaHHEIMH Cl1Ooco0aMy.

Bapunant 2

JlesTe/ILHOCTE  IrOCYapCTBEHHBIX  OPraHoB,  OpPraHOB  MECTHOTO
CaMOyNpaBJIeHMsl, OpraHM3alMi M rpaxzaaH B cdepe opraHu3aluy
XpaHeHHs, KOMIUIEKTOBaHHS, y4e€Ta W HCIOJB30BAHMUSA JIOKYMEHTOR
ApxuBHOoro ¢onga Poccmiickoii @epepaiun u  Apyrux apXMBHBIX
JIOKYMEHTOB — 3TO:

A) apXuBOBe/IeHUE;

+ Bb) apxuBHoe 1e10;

B) cucremaTH3anusa apXUBHBIX JOKYMEHTOB,

Korza 65wt coznian LleHTpanbHbli KOMUTET 110 YIPABIECHUIO apXUBAMMU?
A)B 1720 r;

b)B 1919,

+B)B 1918 1.

Kakoli  3aKkoH  peryampyeT  OTHOLUCHMS,  BO3ZHHUKAIOLUIUE  [IPH
OCYILECTBICHHH MIpaBa Ha IOUCK, [0JIy4eHHe, repeaady, [IPOH3BOACTBO U
pacrpocTpaHeHye uHbopmaruu?

A) D3 «O6 apxusHOM zieite B Poccuiickoit @epeparium»;

+ Bb) @3 «O06 undopmannn, HHGOPMALMOHHBIX TEXHOIOTHIX U O 3alUTe
UHGOOPMAITH;

B) @3 «O6 obecniewenun goctyna k HHGOpMAIIHK 0 JeATENBHOCTH
roCYIapCTBEHHEBIX OPraHOB H OPraHOB MECTHOTO CaMOYITPaBJIEHHS».

Kakoll HOpMaTHBHO-TIpaBOBOH akT B cepe apxuWBHOTrO mena obnamaer
OosbllIell FOPUAHYECKOH CHITOM?

+ A) ODepnepanpueiii 3akon "O nopsiake paccMOTpeHus obpalieHHi
rpaxnaaH Poccuiickoit Penepanun';

b) IlpaBuna opraHuzanMu XpaHeHHs, KOMIUIEKTOBAaHHS, Yy4YETa U
MCIOJIL30BaHUA NOKYMEHTOB ApxusHoro ¢onaa Poccuiickoii Penepanun
U APYTHX apXHBHBIX JIOKYMEHTOB B IOCY/1apCTBEHHBIX U MYHUIIUIIAILHBIX
apxuBax, My3esx u doubnuorekax, opraHusauusx Poccuiickoil akagemuu
HayK (yTBep/leHBl NMpHKa3oM MHUHHCTEpCTBA KYJIBTYPbl M MacCOBBIX
KOMMYHHKalMH

Poccutickoi Menepaimn);

B) nocranosnenue IlpaButensctBa P® «O denepansHoii 1eneBoi



10.

rnporpamme «Kynbrypa Poccun (2012-2018 rozsr)».

QesepanbHbIM  OPraHOM HMCIONHUTENBHON BIACTH, OCYIICCTBIIIONIHM
DYHKUMH [0  OKa3aHMIO TOCYJApPCTBEHHBIX YCIYT,  YIpaB/ICHUIO
(hesiepalbHEIM UMYLUECTBOM B Chepe apXHBHOTO Jie/1a, ABISeTcs:

+ A) QenepalibHoe apxuBHOe areHTCTBO (PocapxuB);

b) MunucrepcTBO KyasTyphl PO;

B) ApxusHoe arentcrso Mpxyrckoii o6macTy.

VupekJeHHe MM CTPYKTypHOE  MOJipasjieleHue OpraHu3aluy,
OCYIIECTBIAOLIME XpaHEHHE, KOMIUIEKTOBAHME, YYeT U HCIIOIb30BaAHNE
ApPXHBHEIX JIOKYMEHTOB, - 3TO!

+ A) apxus;

b) apxuBHbI# GoH/;

B) 6ubauoteka.

ApXUBHBIE JOKYMEHTEI OpPraHOB MECTHOIO caMOyYIpaBlieHHd H
MYHHMLMIIAIIBHBIX OpraHuzaluii  OTHOCATCH K

COOCTBEHHOCTH;

A) rocynapcTBeHHOH;

+ B) MyHHIUIa/ILHOI;

B) yacTtHoii.

Kak HasbiBalOTCS apXHBHBIE JOKYMEHTBI, OTpaKalolllie TpPYAOBbIE
OTHoLIeHHUs paboTHHKa ¢ paboToaTenem?

+ A) IOKyMEHTBI IO JINYHOMY COCTaBY;

b) ocobo neHHbie 1OoKyMeHTSI;

B) yHuKalbHEBIE JOKYMEHTBI.

Kaxue MepornpusTus Bkioyaer B cebs opraHusalys XpaHeHHs apXUBHbIX
JOKYMEHTOB B apXHBOXpaHuIuIe?

A) pauuoHajbHOe pa3MelieHHe apXUBHEIX JOKYMEHTOB, KOHTPOIE 38 HX
JABHIKEHUEM M (PU3HUECKHUM COCTOSHHEM

b) KonuMpoBanue apXUBHBIX JIOKYMEHTOB € LENbIO CO3IaHHs CTPAXOBOI0
¢onna u Gonna nonk30BaHM, BOCCTAHOBIEHKE (PECTABPALIHIO)
[epBoHa4YalIbHBIX HUJIH OH3KHUX K MNEPBOHAYAIEHEIM CBOHCTB H BHENIHUX
NPU3HAKOB aPXUBHEIX JOKYMEHTOB, OBEPTIIMXCS [10BPEKAEHUIO THHO
pa3pyLIeHHIO;

+ B) Bce BhIlIEnIepevHCIIEHHOE,

B kakux ciiyyasax NpoBOAMTCS BHEOUEpeIHAaS IPOBEPKA HATHYHS U
COCTOSIHUA JOKYMEHTOB apxuBa’

A) B clyyae CTHXMHHBIX O€ICTBHH, MaCCOBBIX ITepeMeLIeHHI U JIPYTUX
0OCTOSATEILCTB, B Pe3yJIbTaTe KOTOPBIX MOTYT GbITh YTpaueHbl UiIK
MOBPEXKIEHEl aPXUBHBIE JOKYMEHTBI;

b) pu cMeHe 3aBelyIOIINX apXHBOXPaHHIHILIAMHY;

+ B) BO Bcex yKa3zaHHBIX Cy4asx.



11.

12

13,

14.

19,

16.

B rocynapcrsenHom apxuse, Mysee, 6ubnuorexe, apxuse Poccuiickoit
aKaJeMHH HayK IUIaHOBas LMK/IM4YHAS [POBEPKA HAJIMYMS U COCTOSHUS
KMHOZOKYMEHTOB Ha HUTPOOCHOBE [IPOBOAUTCA:

A) exeromno;

b) onun pas B 5 ner;

+ B) onuH paz B 2 roja.

O KakoM HOPMATHBHOM PeXMMe XPAHEHHs APXMBHBIX JOKYMEHTOB HJET
peub: «APXHBOXPaHW/MILA U JPyTHE NMOMELICH!s apXHBa COMEPKATCs B
YHCTOTE MW [OPSAKE, HCKIIOHAIOUIEM  BO3MOXKHOCTHL  IOABICHUS
HACEKOMBIX, TIPBI3YHOB, IUIECEHH M MBUIH. B apXUBOXpaHHIMIIE
NPOBOAATCA CHCTeMaTH4YecKas Biaxnas yOopka, He peXke OJHOIo pasa B
roq o0ecrbUIMBaHWE [bLIECOCAMH  CTeiutaxked, IKadoB, CpeacTs
XpaHeHHs»?

+ A) CaHUTApHO-THIMEHHYECKHI PEXKHM;

b) cBeToBOM pexuMm;

B) TemMriepaTypHO-BIaKHOCTHBIH PEXUM.

[Ipy mpOeKTHPOBaHMM pa3sMeLIeHUs ApXHBOXPAHWIIMINA B CIEIHAILHOM
WM [PUCIIOCOOJIEHHOM 3[aHUM MPEANOYTEHHUE OTAAETCS MOMEIEHHUAM C
OpHEHTALHUEH OKOH.

+ A) ceBepHOIi;
b) 1oxHOI;
B) He umeeT 3HavueHus.

[lo xakoMy mpH3HaKy MPOBOIUTCS CHCTEMATH3AIIMS €IMHHUI XPaHEHHs B
mpeziesiax apXMBHOrO (OHJA MO JeJONPOM3BOICTBEHHON (BopMe - BHIaM
M Pa3HOBHAHOCTSM JIOKYMEHTOB?

A) KOppecroHAeHTCKOMY;

b) crpykrypHOMY;

+ B) HOMHHaJIBHOMY.

Ha ocHoBanmM KaKoro KpuTepus NMpOU3BOAUTCS OTHECEHHE OpraHu3aluil
K MCTOYHMKAM KOMIIJIEKTOBAHUS apXHBa:

+ A) Ha OCHOBaHMH NOJIHOTBH OTPAKEHUsSI HHOOPMALMU O JIEATEILHOCTH
OpraHu3alyy B apXMBHBIX (GOHIAX APYTHX OpraHU3alHi;

B) Ha ocHOBaHMM BKIaja rpax/laHMHa B Pa3sBUTHE HAYKH, KyJIBTYPHl U
Apyrux obnacTeil JesTeIbHOCTH;

B) Ha ocHOBaHMH cOCTaBa U COJEPXKAHWS COOpPAHHBIX TPaXKIAHHHOM
apXUBHBIX JIOKYMEHTOB.

ApXUBHBIH CIIPaBOYHHK, COJAEpIKallliii cBemeHHs 00 apXMBHBIX (OHJAX
apxuBa (apXMBOB) B CHCTEMAaTH3UPOBAHHOM BHJE M IpeiHa3sHAYEHHLIN
JUTs O3HAKOMJIEHHS TI0JIB30BaTElIs ¢ HX COCTABOM H COJepiKAHUEM, - 3TO:
A) Karajor;

+ B) myteBomuTeN®;

B) ykaszareis.



17,

18.

19.

20.

21.

22.

23.

24,

23,

EfuHNLA N3MepeHUsl KOTMYECTBA JIOKYMEHTOB B apXUBE — 3TO:
+ A) eQMHHIA YyYeTa apXUBHBIX JOKYMEHTOB;

b) enrHuIa XpaHeHUst apXUBHBIX JIOKYMEHTOR;

B) equnuLa nocTynnenus apxuBHLIX JOKYMEHTOB,

Kakoil yueTHbIH J0KyMEHT Npe/iHasHaueH Jusl [IePBHYHOTO yueTa
MOCTYMAIOWKUX B aPXUB JOKYMEHTOB?

A) apXuBHas OMHCH;

b) nuct douna;

+ B) knura yuera nocTyieHuii JoKyMeHTOB,

YKaXuTe BCIIOMOraTe/IbHBIH yUeTHBIH T0KYMEHT apXHBa:
A) nmuct donua;

b) onuce mem;

+ B) KHMIa MOBUIOBOrO yyeTa J0KYMEHTOB.

YKaxKuTe 0OCHOBHOH (00A3aTelbHbBIN) yHeTHBIH JJOKYMEHT apXHBa:

+ A) nacnopT apXHBOXpaHHIIHIIA,

b) xnura yuera QOHIOB 1 JOKYMEHTOR, BBIACAEHHBIX K YHHYTOKEHHUIO;
B) xuura neukenus GoH/I0B.

IIposepka GpopMupoBaHus Aesa IpeioJiaraer:

+ A) ycTaHOBIEHHE COOTBETCTBHS MEXKIY 3aroJOBKOM Jlefa Ha ero
00J107KKe U COJIEP)KUMEIM JIe/1a;

b) nposepky npaBunBHOCTH 0 opMIIEHHS IeNa;

B) conocTaBiienne KonuyuecTsa Jeji B HOMEHKIAType U B OIHCH.

McTo4HrKaMK KOMIUIEKTOBAaHUS FOCYAAPCTBEHHBIX M MYHHIMIATBHbIX
apXHBOB apXHBHBIMH IOKYMEHTAMH BBICTYAIOT:

A) rocy1apCcTBEHHBIE OPraHbl M OPraHbl MECTHOTO CAMOYIIPABJICHHUS;
b) opranusaiinu u rpaxknase;

+B)Aub.

ApXMBHBIE IOKYMEHTBI BbIIAIOTCS M3 APXUBOXPAHUIUILA [10J1630BATENIAM
B YUTAJIBHBIH 321 1 pabOTHUKAM apXHBa Ha CPOK:

+ A) 10 ogHOTO MecsIa;

b) no aByx Mmecsiues;

B) 10 tpex mecsues.

3anpoc 00 UCTOPHH CeMBH, PojJia OTHOCHTCS K 3arpocam.
A) TEMaTHYECKHM;

+ B) nepcoHanbHbIM (reHeanoruieckum);

B) counansHo-npaBoBEIM.

JlokyMeHT apxuBa, cOCTaBlieHHbIH Ha OnaHKe apxuBa, HMEIOUIHI
IOPUIUYECKY0 CHIIY H COAepKallMi JOKYMEHTHYK HH(pOPMALMIO O
Npe/IMeTe 3ampoca C yKazaHHeM apXHUBHBIX IIM(POB ¥ HOMEPOB JHCTOB
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11.
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ApPXUBHBIE IOKYMEHTHI B ApXMBOXPaHMJIHILE pacoararTes B mopsjxKe,
obecrie4HuBaroIEeM UX:

A) ucrnons30BaHMNE;
b) xpanenue;
+ B) KOMIUIEKCHBIE yUeT U XpaHeHHe, a TaKKe ONePaTHBHEIH MOHCK.

Hlonyckaercs nu pasMellienue apXuBa B BETXUX CTPOSHMSX, JIePEBSHHBIX
UOCTpDﬁKaX, 30aHHAX C CLIPBEIMH OCHOBHBIMH, noJABalibHBIMH,
HEPAa4YHBEIMH ITIOMEHICHHAMHU, ITeYHBIM oTorieHuem?

A) nomyckaercs;

+ B) He momyckaeTcs;

B) nomyckaercs B HCKITIOUUTENBHBIX CTydasX.

OGocobieHHOMY — XpaHEHHMIO — MOMJEXAT  ClCAYIOUIHE  apXMBHBIE
JOKYMEHTBI:
A) CeKpeTHbIe, YHUKAIBHBIE,

b) umeronme B odopmiIeHHH HIM NPHIOKEHAH K HUM JPArOleHHBIE
MeTaJllbl U KaMHHU;

+B)Aub.

C Kakoii 1eipro NPOBOJNTCS MPOBEPKA HAJIMYUS W COCTOSHUS apXHBHLIX
JIOKYMEHTOB?

+ A) o1 ycraHoBieHHMs (DaKTHYECKOro HAIMYUS HaXOMSILUMXCS Ha
XPaHeHWH AapXHMBHBIX JIOKYMEHTOB M BBIABJIEHHS OTCYTCTBYIOLIMX
apXUBHBIX JIOKYMEHTOB [JI1 OpPraHU3alMi WX PO3BICKA;

b) 115 BBIABNIEHUS YHUKAIBHBIX JOKYMEHTOB;

B) nns BeIsiBNEHUS 0c060 LEHHBIX JIOKYMEHTOB,

Jlonyckaercs 1 IpueM U pasMellieHHe B apXUBOXPAHUIIMILAX apXUBHBIX
IOKYMEHTOB, IOCTYHMBIINX B apXuB, 03 [pe/iBapuTeIbHON IPOBEPKU HX
(bHU3NYIECKOro coCcTOSHUA?

A) nomyckaercs;

b) momyckaeTcst B MCKITIOUUTENBHEIX CITy4asx;

+ B) ne nomyckaercs.

B rocymapcteenHoM apxuse, mysee, Gubnuoreke, apxupe Poccuiickoil
aKaJeMHH HayK IUIaHOBas LUKIHYHAs NMPOBEpKa HANTHYHA H COCTOSHMUS
0c000 LIEHHBIX IOKYMEHTOB Ha OYMa)KHOU OCHOBE MPOBOJIUTCS

A) exeronHo;

+ B) omun pas B 10 set (B rocynapcTBenHoM 6GuGnuoreke - oMK pas B 5
Jer);

B) onun paz B 2 roja.

Ouenka QU3MYECKOTO M TEXHMYECKOTO0 COCTOAHHA IOCTYIHBIINX
apXHMBHBIX JIOKYMEHTOB, & TaK)Ke WX CTPaxOBBIX KOMUH MPOBOJMTCS HE
nosjHee C MOMEHTA [TPHEeMa apXMBHLIX JOKYMEHTOB B apXHB.
A) 5 Mecsines;

+ B) 3 mecses;

B) 10 gueii.
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Cpok BpeMEeHHOI0 XpaHeHHs! BU/Ie0- U (POHOTOKYMEHTOB COCTABIISIET:
A) 15 ner;

b) 5 ner;

+ B) 3 roga.

Herocynapcreennble opraHu3andu, a Taike Ipak/aHe BKIOYAIOTCH B
CIIMCKH UCTOYHHUKOB KOMIUIEKTOBAHMS apXHBa HA OCHOBAHHH:

A) pHKaza,

+ b) norosopa;

B) nuceMenHoro 3asBneHus.

Kako#t HOpMATHBHBIN [OKyMEHT [ETAaNLHO periiaMeHTHPYeT MOPSAI0K
FOCYJAapCTBEHHOI0  yd4eTa  JOKYMEHTOB  TOCYJapCTBEHHOI u
HerocynapcTsenHoil uacteil ApxusHoro donzna Poccuiickoii ®eeparuu?
+ A) periameHT;

b) 3akon;

B) nocranosnenue.

YKaKuTe OCHOBHO# (06s13aTebHBIN) yYeTHBIH JOKYMEHT apXuBa:

+ A) KHUTA y4eTa MOCTYIICHUH TOKYMEHTOB;

b) kHura yuera oH/IOB H JOKYMEHTOB, BBIIEIEHHBIX K YHUUTOKEHHUIO;
B) kaprouka nBuxenns GoH0B.

Kowmrurieke [NOKyMEHTOB 10 HCTOPHHM MCTOYHHMKA KOMIUIGKTOBAHUS H
apXxuBHOro (oHja, BedymHiics HA KakIbIH  apXMBHBIH  OHI,
00beIMHEHHBIH apXUBHEIH (OH/ H APXUBHYIO KOJUIEKIIMIO, - ATO:

A) ciucok (hoHI0B;

b) nuct douna;

+ B) neno douna.

Opranusanust 10KyMeHTOB M Jel B Tpefenax ApxusHoro ¢ouga PO B
11€JI0M — 3TO:

+ A) nepBelil ypoBeHb OpPraHH3alNH JOKYMEHTOB;

b) BTOpO# ypoBeHs OpraHu3aliy JOKYMEHTOB;

B) Ttpetuii ypoBeHb OpraHu3alun JOKYMEHTORB.

s opraHusalMii OTHECEHME K MCTOYHMKAM KOMILIEKTOBAHHMs apXuBa
POU3BO/IUTCA HA OCHOBAHUM TAKOTO KPUTEpHS, KaK:

A) BKJaJ] TpaklaHiHa B Pa3BHTHE HAYKH, KYJIBTYPbl H IPyrux obnacreil
eATeNBHOCTH;

+ b) pynkuuonansHo-1eneBoe Ha3HAYEHHE OPTAHU3ALHH;

B) poncreeHHble, IpyKecKHe, TBOPYECKHE CBA3H MpakIaHKuHa.

ApXHUBHBIH CIIPaBOYHUK, NIPe/IHA3HAYEHHBIH JJIs PACKPLITHS COCTABA W
COACPIKaHUs [e]1, 3aKPeIUIeHHUs UX CHCTeMaTH3alluK BHYTpH (oHaa 1
ydeTa Jiell, - 370:

A) 1yTeBOIUTEE;

+b) apxuBHas omuce;

B) 0630p noxymeHTOB.



CAMHHLl XPaHEHHs TeX apXUBHBIX JOKYMEHTOB, HA OCHOBAHMH KOTOPEIX
OHa COoCTaBIeHa, - 3TO:

A) apXuBHas KOITHS;
+ b) apxuBHas cripaska;
B) apxuBHas Beinucka.

Bapuanr 3

APXHMBHOE TIPABO — 3TO COBOKYITHOCTb OPHIMYECKUX HOPM,
peryJIMpyOuHx:

+ A) OTHOLIEHHMA B cepe ylpaBlIeHHs ApXUBHBIM [eI0M;
b) umyliecTBeHHEBIE OTHOIIEHHUS;

B) oTHomeHus mexay paGotHukom u paboTojaTeseM.

Kakoif 3akoH wuMeeT HaMBBICUIYIO IOPUIMYECKYIO CHIY H SBISETCS
MIPaBOBOH OCHOBOM apXHBHOI'O 3aKOHOIATENHLCTRA?

+ A) Koncturynus Poccuiickoit ®ejepaiiuu;

b) denepaiibHBINH KOHCTHTYIIMOHHEIH 3aK0H;

B) ¢enepanbhblii 3aKkoH.

K Buaam apxuBOB OTHOCSTCH:

A) rocynapcTBEHHBIN U HErOCYJAPCTBEHHbIIA;

b) rocynapcTBeHHBIH ¥ KOMMEPUYECKHIA;

+ B) rocymapcTBeHHbIH, MyHHLIMNIATLHEI W YACTHBIHA.

ApXHBHBIE JOKYMEHTBI, XpaHSIIHecs B (eiepaibHBIX TOCYIapCTREHHBIX
apxuBax, (eaepanpHRIX My3esX W Oubnamorekax, OpraHuzaLUAX
Poccuiickoit akageMHH HayK, OTHOCATCH K

COOCTBEHHOCTH:

+ A) rocynapcTBEHHOM;

b) MyBuIMNANBHOH;

B) yacTtHoii.

HokymeHnt ApxusHoro ¢onzaa Poccuiickoil Desiepaniiu, KOTOPbIH umeeT
HeNPexXOAsiyl0 KYIbTYPHO-UCTOPUYECKYI0O M HAYYHYIO 1IEHHOCTB,
0Co0yI0 BaXHOCTH JUlsi OOLIECTBA M TOCYJApCTBA M B OTHOIIEHWH
KOTOPOTO  YCTAHOBJIEH OCOOBIH  peXHMM  ydera, XpaHeHHsS H
UCITOJIL30BAHMUS, - ITO:

A) IOKYMEHT 110 JIMYHOMY COCTaBY;

b) yHuKaneHBIH TOKYMEHT;

+ B) ocobo 1eHHEBI# 10KyMEHT.

[To xakomy NpH3HaKy MPOBOANTCS CUCTEMATH3ALMS €IHHHMI] XPAHEHHS B
rnpejiesiax apXMBHOro (GoHa 110 NepHoIaM MK JaTam?

+ A) XpOHOJIOTHYECKOMY;

B) crpykTtypHOMY;

B) HomuHansHOMY.



22.

23.

24.

25.

JlonyckaeTcs MM MpOJUIeHHE CPOKOB BBIIAYH APXMBHBIX TOKYMEHTOB M3
apXUBOXpaHHIKIIA?

A) nonyckaeTcs B JII0O0M ciyyae;

+ b) nomyckaeTcs TONBKO ¢ paspelleHns pyKOBOJICTBA apXUBa;

B) He nomyckaercs.

IIpenocraBnenye JJOKyMEHTOB B UHTAILHOM 3aJ1€ APXUBOB
OCYILIECTBIISAETCA:

A) Ha BO3ME3/IHOH OCHOBE;

B) 6ecnnatHo;

+B) mo obuemy npasuny GecniatHo, B HEKOTOPbIX ClTydasX - Ha
TIATHOM OCHOBE.

Hcnosb3oBaHue apXUBHBIX JOKYMEHTOB B [TOJIHTHYECKUX LIEJIsIX
npeanosaraer:

+A) pazpaboTKy 3aKOHOIPOEKTOB, IPOrPaMM MOJHTHYECKUX MapTHil;
b) npornosupoanue 1 mIaHUPOBAHKHE HSKOHOMMYECKOTO Pa3BUTHSL;
B) nposejieHre Hay4HBIX HCCIIEIOBAHHIL.

ApXUBHBIE JIOKYMEHTBI BBIJAIOTCS M3 apXMBOXPAaHHIMINA CyAeOHBIM,
NPaBOOXPAHUTENBHBIM H MHBIM YTIOMHOMOUYEHHBIM OpraHaM Ha CpoK:

A) 10 ogHOTr0 Mecs11a;

b) 1o Tpex mecsues;

+ B) 1o mectu Mecsies.

Bapnanr 4

Kakoii 3akon perynupyer oTHOLIeHUS B chepe yIpasieHUsl apXUBHBIM
nenoMm B Mpkyrekoit obnactu?

A) @epnepanbublii 3akoH «00 apxuBHom gqene B Poccuiickoit
Penepauuny;

b) 3akon Hpxyrckoii obnactu «O Oubnuoreunom pene B Mpkyrckoii
obtacTt;

+ B) 3akon Hpxkyrtckoit obnactn «OO6 apxuBHoM nene B Mpkyrckoii
obmacTuy.

Kakoit HopMaTUBHBIH akT oOnagaeT HaubobILIEH IOPUIIHUECKOI CHI0i?
A) nocranoenenue [Ipasutenscrea PO,

b) yxa3 Ilpesunenra P®;

+ B) ¢enepancublii 3aKoH.

(I)@,JIEPHJII:HBIM OpraHoM UCITOJIHUTEJILHOH BlIACTH B C(bE‘pE dPXHUBHOI'O
Jejia ABJIASTCA:

A) MunucrepcTBo KynsTyps PO;
+ b) @enepancHoe apxusHoe areHTcTBO (Pocapxus);
B) ApxusHoe arentcrso MpkyTckoit o6acTu.



10.

KaKoii JOKyMeHT ycTaHaB/IMBAET BRICOKHME CTAHIAPTHI KAYECTBa [PH
coburoieHrH NpohecCHOHANBHON ITUKH ApXUBHCTOR?

A) @enepanbblii 3akon «O6 apxuBHOM zene B Poccuiickoii
Denepaunny;

b) Koncturynus P®@;

+ B) Druveckuit koneke apxusucTa.

Yupexnenue, co3naBaemMoe MYHUIMIAIBHBIM paioHOM, TOPOJACKHM
OKpYIroM, KOTOpOE OCYLIECTBJIAIOT XpaHEHHe, KOMILUIEKTOBaHUE, y4eT W
UCITOB30BAHHE apXUBHbBIX TOKYMEHTORB, - DTO;

A) rocynapcTBEHHbIH apxuB;

+b) MyHHIUNAIBHBIN apXUB;

B) nuunbrit apxus.

B cocraB ApxusHoro ¢onaa Poccuiickoii Denepaunu BXOIAT:
A) ynpagyieHyecKast JOKyMeHTALus, PYKOITUCH;

B) kiHO-, poTo-, BU/IcO- H POHONOKYMEHTEI, MEMYapPbI;

+ B) Bce nepeunciennoe.

YHUKaNBHBIA JOKYMEHT — 3TO:

T A) 0cob0 UEHHBIH [TOKYMEHT, He HUMEIOUHi cebe MoJoOHEIX 110
cojepikallericss B HeM MHGOPMaUMU M (WIM) ero BHELIHHM [pH3HaKaM,
HEBOCIOJIHUMbBIH MPH yTpaTe ¢ TOYKH 3pEHHsl ero 3HaueHusa u (Miu)
aBTOrpapuuHOCTH;

B) apXuBHBIH JI0KyMEHT, OTpaXKaIOIHii TPY10BbIE OTHOLIEHUs pabOTHMKA
¢ paborojarenem;

B)  apxuBHBIH  JIOKyMEHT, MpOIIEIUMI  DKCHOEPTH3Y  LEHHOCTH
AOKYMEHTOB, IIOCTaBIEHHBIH Ha rocyJapcTBEHHBIH yueT M MozjexKalyii
MOCTOSHHOMY XpaHEHHIO.

B Kak/1oM OTIENBEHOM ITOMEILEHUH apXHBa CTEJIaXKH U MKa(bl
HYMEpPYIOTCS :

+ A) cileBa HaMpaBo OT BXO/4;

b) cripasa HajeBo oT BXx0/2;

B) B npousBonsHOM MOpsIZIKE.

[IpoBepKy HAIMYUA U COCTOSHUSA apPXUBHBIX JOKYMEHTOB [IPOBOJIATCS:
A) TOJIBKO B IIJIAHOBOM [OpPS/IKE;

b) Toneko efMHOBpEeMeHHO (BHEOUEpeIHEIE);

+ B) Kak nnaHoBEIe, TAK W BHEOYEpeIHEIE.

B rocynapcrBenHoM apxuBe, Mysee, Oubnuotexe, apxuse PoccHiickoil
aKaleMHM HayK [JIaHOBas LMKIMYHAS [POBEPKA HaJMYKMsi M COCTOSHUS
ayJIMOBU3YaJIbHBIX U 3JIEKTPOHHEIX JOKYMEHTOB MPOBOAMTCS:

A) exxeromHo;

+ b) oauH pas B 5 ner;

B) oaun pa3 B 2 ropa.



11.

12,

13:

14.

19;

16.

17.

18.

HE noanexar o60ocobneHHoOMy XpaHEHUIO APXUBHBIE 10KYMEHTHI:
A) cekpeTHbIe, YHUKAIBHEIE,

+ B) KHHOOKYMEHTEI;

B) nopaskenHble GHOTOrHYECKMMHU BpPeIUTEISMH.

Homnyckaercs M pasMelleHHE ApXWBHBIX JOKYMEGHTOB Ha [0y,
MOJOKOHHHKAX, B HepazobpaHHbIX Kuiax?

A) nomyckaercs;

B) nomyckaertcs pu oTcyTCTBUHM ApYyroro Mecra;

+ B) He monyckaertes.

Ilo kakoMy npu3sHaKy eJIMHULIEI XPAHEHHS CHCTEMATH3UPYIOTCS T10
Ha3BAHMAM OPraHu3alMi UK PaMHINSIM aBTOPOB JIOKYMEHTOR?

+ A) aBTOpCKOMY;

b) Xxpononoruueckomy;

B) reorpaguueckomy.

YcTaHOB/I€HHE KOTMYECTBA U COCTABA aPXMBHBIX TOKYMEHTOB B
eIMHHULAX YYeTa ¥ QUKCALMS IPUHAIUIEKHOCTH KXW ¢AMHUIIBI yueTa
K 0011eMY UX KOJTHYECTBY B YYETHEIX JOKYMEHTAX — 2TO:

A) KOMIIJIGKTOBaHHE apXHBa;

+ b) yd4er apXuUBHBIX JOKYMEHTOB;

B) skcneprusa ueHHOCTEH.

YKaKuTe BCIIOMOraTe/IbHbIH y4eTHBIN JOKYMEHT apXuBa:
A) criucox GoHI0B;

b) onuce nen;

+ B) KHHUra NOBH/I0BOIO y4eTa JOKYMEHTOB.

JIOKyMeHT yCTaHOBIEHHOH (OpMbl, (HKCHPYIOUIHH IOCTYIUICHHE,
BbIOBITHE, KONHYECTBO, COCTAB M COCTOSHHE APXMBHBIX JTOKYMEHTOB B
eIUHHLAX y4eTa, - 3TO:

A) YHUKaNBHBIH TOKYMEHT;

+ B) y4eTHBIH JOKyMeHT;

B) ocobo LieHHBIH JOKYMEHT.

Kako#l y4eTHBIIl [OKYMEHT apXuBa MpejHA3HAYeH [ PerucTpaLyy
MPUHATBIX Ha XpaHeHHe apXWBHLIX (JOH/OB, MPHCBOEHHS UM HOMEPOR,
y4yera KOJIHYeCTBA apXMBHBLIX (DOHAOB, HAXOASAILIMXCA Ha XPAaHEHHH H
BBIOBIBILIMX?

+ A) crincok GoHIO0B;

b) nuct doupa;

B) neno donga.

YKaxKuTe OCHOBHO# (00513aTe/bHEIH) YHETHEIH JOKYMEHT apXHBa:

+ A) criucok GoHIOoB;

b) xuura ydera QoHJOB H JOKYMEHTOB, BBIIEIEHHBIX K YHHUTOKEHHIO;
B) kHHra noBHJ0BOIO y4eTa JOKYMEHTOB.



19,

20.

21.

22,

(B
(o8]

29,

CrcTemaTHyeckoe MOTMOJHEHHE apXHBA JOKYMEHTAMH B COOTBETCTBHH C
€ro npodunem — 31o:

A) dopmuposanue Apxusroro dorna PO;

+ B) xommiexkToBanue ApxuBHoro Gonja PO;

B) cosnanne Apxusnoro ¢gonna PO,

Cpok XpaHeHHs JI0KyMEHTOB 10 JIHYHOMY COCTABY:
+ A) orpanuyen u cocrapiser 75 ner;

b) orpanuuen u cocrasnser 10 jner;

B) He orpanuyeH.

ApPXMBHBI/l  CIPaBOYHHK, MNPEJCTABILUOWMA  coBoit  andasuTHBI,
CHCTEeMAaTHHEeCKUH WIIH COCTAaBIEHHbIH 110 KAKOMY-THOO MHOMY MPU3HAKY
nepevYeHb Ha3BaHWH (HAMMEHOBAaHWH) IPEIMETOB, YIIOMHHAEMBIX B
apXMBHBIX JIOKYMEHTaX, C yKa3aHUeM UX apXUBHBIX LIH(POB, - 3TO:

A) kaTanor;

B) myTteBoMTE D,

+ B) ykazarens.

JIOKYyMEHT, JI0CJIOBHO BOCTIPOH3BOAAIINIT JIFOOEIM CIIOCOOOM TeKCT MK
H306pakeHHe apXHBHOIO JOKYMEHTA, - 3TO:

+ A) apxuBHas KOMUS;

b) apxuBHas cripaBka;

B) apxuBHas BEIMHCKA.

B npolecce ucrnonp3oBaHus apXHBHBIX 10KYMEHTOB YY4acTBYIOT:

A) COTpYIHUKH apXHBOB,

b) mone3oBatesy, Hykaatoumecs B MHGOpMALIHH,

+B) apxuB, XpaHaumuil HHGOPMALHIO, 1 MOIE30BATENb, KOTOPOMY HY/KHA
uHbOpMaIIus.

Cpok ucrionHeHus 3anpoca, Tpebyromero o6pateHns K 10KyMeHTam
apXHBa, He JOIDKEH IMPEBLIATE, [10 0011eMy paBuly, JIHEH.
A) 10;

b) 15;

+ B) 30.

ApPXUBHBIE JIOKYMEHTBI BBIIAIOTCS U3 apXUBOXPAHWUIHINA MOJIB30BATENISM
B UMTAlIbHBIH 3a/1 B pabOTHHKAM apX#Ba Ha CPOK:

+ A) 1o omHOTO MecsIa;

b) 1o tpex mecsLes;

B) J10 11ecTH Mecs1ieB.



4. Ouenka no y4ednoii u (W/1H) NPOM3BOACTBEHHON NPaKTHKE

4.1. O0mue nogoxenus

Llenrro onenku mo yueGHoii u (unu) NIPOM3BOJICTBEHHOM NPaKTHKE SIBJISCTCSH
OLICHKA:! 1) NPaKTHYECKOro OMEITA H YMEHHU; 2) IpodecCHOHATEHEIX H 0BIIHX

KOMIIETEHIIHA.

Ouenka no y4eOHOM U (11K) IPOU3BO/ICTBEHHOMN MPAKTHKE BLICTABISETCS HA
OCHOBAHWH Ha 0ase NaHHBIX JHEBHUKA [/TIPAKTUKM (XapaKTepHCTHKH yuebHoi u
NPO(ecCHOHAIBHON ACATEIHOCTH CTY/ICHTa Ha IPAKTHKE) C yKa3aHHEeM BHIIOB paboT,
BBITIOJTHEHHBIX 0OyHarOIUMCsl BO BpeMs TIPAKTHKH, X 00beMa, KauecTBa BLIMOTHEHHS B
COOTBETCTBHMH C TEXHOJIOTHEH U TpeOOBaHUAMM OPraHM3allMH, B KOTOPOH MPOXO/u/ia

[paKkTukKa, Tubo 00pazoBaTenpHOro yupexaenus (s yueGHON NpakTuKu).

4.2. Buapl paboT Ha NpaKTHKe H NPOBEpsieMble pe3y/ibTaThl 00yueHHs 110
npogdeccHoHATEHOMY MOYJIIO.

4.2.1. YyeOnas npakTHKA

Tabnuna 4

Buasl pabor Koas! nposepsieMbIX pe3yibTaToB

(11K, OK, 110, V)

Beenenue OK1, OK2
Bo3moxHocTH Access M THITBI 337124,

KOTOpBIE MOKHO PeUIaTh C TOMOIIBIO
atoit CYB/I.

Opraunuzanus tpyaa Ha [TK. [IK2.2-TIK2.6.
Texnuka 6ezonacnoctu padot Ha [TK
(21€KTpOCETh, HOPMBI TPABUIILHOTO

PacIlOJIOKeHHs KOMIUIEK s, BIugHue | Y2

OK1, OK5

Ha opranusMm). [IpaBuna
ucnons3opanud 11K, Texuuyeckas
npodunaxktuka [1K.

Tabnuner Access. Ctpykrypa [TK2.1.-I1K2.6

tabnuuel. Cozpauue Tabnui, Obuue

. OK1, OK5, OK4
CBeJleHHs 0 Tunax mnojeit. Beoj




JaHHBIX, pEﬂﬂKTHpOBaHHE,
BLIIENIEHUE, KOITUPOBAaHHE U BCTaBKa
B Tabnuue. J[IMHHBIE TEKCTOBRIE
rnonst. Obnacte BBoma. [lone
runepcchuiky. [opsaaok moneit. IMTone
cyetyuka. [loanucu rnosnei.
Hucnosele nons. Macky BBoga
YCIIOBHE Ha 3HAYEHHE.

¥2,Y3

Onepanuu rioxcka. [Touck ¥ 3aMena.
Y nanenue nanssixX. dpyrue dpopmars
JaHHpIX. UIMIIopT M nmpucoeiuHe e
Tabnuu. iMnopr u nipucoennnenune
mucToB Excel u TekcTOBBIX (aiinos.

Pabora ¢ o6pazom kpynHOIT TaGaKLbL.

IIpumenenue ¢punsTpoB. Kooy,

3anpockl. O01IHe 1peCTaBIeHHS.
Konctpykrop 3anpocos. Hanucanne
ycnoBui orbopa. Coszanue
BBIMUCTIAEMBIX nosied. [TocTpoutens
BbIp@yKeHHH. 3arnpoc Ha BEIGOPKY ¢
I'PYIIIOBBIMH OllepalusiMu. 3arpoc
Ha co3zaHue TaOIUIbl. 3anpoc Ha
oOHOBJeHHe. 3anpoc Ha A0baBIeHHE.

3anpoc Ha ynanenue. [lepexpecTHblii
3ampoc

I1K2.1.-I1K2.6
OKS5, OK4
Y2

OcHoBBI MHOTOTAOIHYHEIX 6a3
JAHHBIX.

Pasbuenne f1aHHBIX HA pa3neibHEIE
Tabnuiiel. CBI3YIOUIHE [10JI4.

[TonsiTHe HopMmanu3alKy 0a3 JaHHEIX.

MHorotabnH4HEIH 3aI1poc Ha
BEIOOPKY. CXema JIaHHBIX.
[loprabmuiel. Pabora ¢
noarabiauuamu. Ipobnemsr
LiesIocTHOCTH HaHHEBIX. [Tonepika
LEeJI0CTHOCTH JaHHEIX. [lapaMeTprl
obwsenunenus. [lognepxka
LIeJIOCTHOCTH AaHHEBIX. [ToacTaHoBKA.
ITpakTHyeckue npuMepel

[1K2.1.-11K2.6
OK35, OK4
V2,¥1




NOJICTAaHOBOK. JIpyrue THITEI
OTHOILEHHH MeXIy TabJHuIaMHu.

@opmel. Mactep Gopm. Dopmsl. ITK2.1.-[1K2.6
ABTodopMel. OCHOBHBIE 3J1€MEHTEI
Koncrpykropa dopm. [eiicTaus B
KoHCTpyKTOpe (hopm. O6macTu V2, Vi
¢Gopmel. BBoji MeTOK.
dopmatupoBaHue MoIel U METOK,
BBos cBOGOHEIX, BEIYHMCIAEMBIX
rnoJieit. CChITKY HA 3J1eMEHTEI
Gopmel. Pexxumel popmel. CroiicTea
(opmsl. Casizanuble GQOPMBI.
Co3anue rj1aBHOH U MOJAYUHEHHOMH
dopmbl. CriocoOBI cBA3EIBAHMS

thopm.

OKS5, OK4

Or4erel. [Teyats Tabnun u popm. [TK2.1.-[1K2.6
Coxpanenue GopMel Kak OT4eTa.

Konerpykrop oTueToB. 30HEI 0TYeTA.
Oruer Tabnmuunoro suaa. CMena V2,V1
MCTOYHHKA 3aMUCei, HyMepalus

OK35, OK4

3anuceil ¥ HTOroBele (PYHKIIHH,
CopTupoBka M IpynnupoBKa oT4eTa.
Hymepanusa ctpanuil. Pazsepuyteie
Haanucu. OTYeT B BH/IE MUCHEMA.
AnpecHsle aTUKeTKH. OTOOp pexuma
BBIBOJIA M TAHHBIX JUI OTHETA U3
(hopmel, [TapameTpsl eyaTH OTYETOB.
CHHMKHM OTYETOB. DKCIIOPT OTYETOR B
pasiH4Hbie GOpMaTHL.

4.2.2. Ilpou3BojcTBeHHasI NMPAKTHKA

Tabmuua 5

Buas pador Ko/abl npoBepsieMbIX pe3yJibTATOB

(IIK, OK, 11O, Y¥)

OrmpeneneHue CTPYKTYpPBI U [1K2.4, OK1-OKS6, 10, V2
OpraHu3alliy apxXuBHOTO (hoH/a




NpennpUsTUs/ OpraHW3aliHH.

Conocrasnenye BUIOB JTOKYMEHTORB
apxHBa OpraHu3aluu

¢ HOPMaTHBHO-IIPaBOBOH
JIOKYMEHTaLHEH,

[1K2.3, [IK2.4, OK1-OKS5, 10, ¥2

3anonHenue GraHKa OMUCH JEJT 110
KaTeropusM.

[IK1.7, OK1-OK35, T10, V2

Odopmitenne UCTIOJIHEHHBIX
IOKYMEHTOB K [epejiaue B apXus
NpeanpuATHs/ OpraHu3aliim.

[TK2.1-T1K1.6, OK1-OK6,V3, I10

3anonHeHue OIaHKOB YUYETHBIX
JIOKyMEHTOB apXHBa Mpe/IIPUsITHS
(yupexenus).

IMK2.2., TIK2,5, I10, OK1-0OK35, V1

Odopmienue ToKyMeHTaLHH 110
pe3yJibTaTam IpoBeNeHHON
JKCIIEPTH3HI.

I1K2.1-TIK2.6, OK1-0K6, I10, V1-V3




4.3. ®opma aTTeCTALMOHHOIO JIHCTA
XapakTepucruka
y4yeOHO# H npodeccHOHANBLHOI 1eATeILHOCTH
00y4aI0LIErocst BO BpemMst y4eGHON / NPOH3BOACTBEHHOMN NPAKTHKH

GUO

3

oby4aromasics 1o npodeccur  034700.03 JlenonpoussoauTens

Kod i HAUMEHoEdH e
YCIHEIIHO NpoleN(yia) y4e0Hy0/IPOU3BOACTBEHHYIO IPAKTHKY MO TIPOGECCHOHATEHOMY

Moayio JIOKyMEHTHpOBaHME U OpraHu3alHoHHas 06paboTka JIOKYMEHTOB

HauMeHosuHNe ITP(JI'[J(‘-‘C'CNDH&THbNDE‘O .'r.'Ud'me'

B 0OBneMe 72/72 yac. ¢ «__ ». 20 r.mo«  » 20 r.

B oprauusauun OTAQOV CIO bpUMT, 1.72, yn.Kypuarosa, r.Bparck, Upkyrckas 06.1.
665726, P®

-1

HAUMEHOGUHWE OPSAHUZHYNN, IOPM')NH'EC‘A'HT? aopec

Bujibl 1 KadgecTBO BINOJIHEHHS paboT

Buael u 00bem pabor, Beinosinennbie | KayecTBo BuinoHenus pador B
00y4aromuMes BO BpeMst IPAKTHKH | COOTBETCTBHH € TeXHOJIOTHelH 1 (Hin)
TpeOOBAHUSIMH OPraHH3alHH, B KOTOPOi
MPOXO/IHJIA IPAKTHKA

Hata «___ ». 20 [oamuce pyKOBOAUTENS TPAKTUKH

[loanmucek OTBETCTBEHHOTIO JIMIa OpraHM3anuy




I

ATTeCTAUHOHHBII JIMCT 10 MPOM3BOJACTBEHHON NPaKTHKe

DHO obyuarorterocs/cTyienTa

Ne rpymnrnsi

CIIELHAJILHOCTE/TIpodeccHs

2. MecTo npoBesieHus MPaKTHKH (OpraHu3saiys), HAMMEHOBaHKE, HOPUIHYECKH I
anpec
3. Bpems npoBenieHus IpaKTHKH
4. Bujpl 1 06bem paboT, BbINONHEHHBIE 00YYalOUMMCS BO BPEMS TPAKTUKH:
Ne Bunsr pabot SaTpadeHHoe Orenka
Bpems
l. |Onpenenenne crpyktypsi u opranmsanun apxusnoro dgomuja 12
ﬂpE,ElllpllﬂTHﬂ/ Opranu3anmnm.
Opranu3alins JIOKYMEHTOR M JIe/l B Npejenax apXHEHOrO (ponja
(dhounuporanue).
[ IpenBapuTenbHble sTans paboTsl N0 GOHAHPOBAHMIO.
Ornpelienienne rpaHKll apxHBHOro donaa.
Onpenenenne YoOHN0BOH NPHHALIEKHOCTH JOKYMEHTOR.
2. [Comoctasienue BHAOB JIOKYMEHTOR apPXHBA OPraHu3aiig 12
¢ HOPMATHBHO-NPABOROI JIOKYMenTALHCI.
HM3yuenue HopMaTHRHO-NpaBoBOii A0KyMEHTALMH B cdepe apXHBHOIO
nena: @3 «O0 apxusHom nene B POwn, @3 «O6 uHdopmaliuu,
MH(OOPMALMOHHbIX TEXHOIOTHAX H O 3alllUTe MHQOPMALIMHY,
ﬁpaamia OpraHH3alHHd - XpaHeHWs, KOMIUVIEKTOBAHHMA, VyHeTa H
MCNO/1IL30BAHNA TOKYMEHTOB apXHBHOIO (hoHIa U ap.
npOBEpKa COOTBETCTBHA OKYMEHTOBE apxupa l-IDpMaTHBHO—HPEBDBBIM
aKTam B cepe apxMBHOIO Aena,
3. [Banonmenue GIAHKA ONMCH /€] 10 KATETOPHSIM, "2
Msyuenue nops/ika cocTap/iceHHs onuceil aen.
Onpenenenne apxusHoro wmdpa gena. [lopagox nponcﬂﬂHﬁ
HYMEPALIMH JIHCTOB JieNa.
[Tpasuia cocraphienus 3aBepuTensHoil  Haanuch. CocrasieHue
BHYTPEHHEH OIMHCH.
[opapok odopmienus peectpa onucei.
4. |Odopmiaenne HCHOIHEHHBIX 10KYMEHTOB K nepejave B 12
APXHB NPEANPHATHA/ OPraHN3aALNN.
M3yuenne nopsika nepenauyd Jel Ha XpaHCHHC B apxuB
[pENpHATHS (YUpekKICHHST).
[Iposepka popmupoBanus zena.
[TopsJIOK cONOCTABIEHHS KOMIMYECTBA JIe)l B HOMEHK/IATYPE U B
OITHCH.
M3yueHne CpoKoB XpaHeHus Ae.
5. |3anmoauenue OJIAHKOB YYeTHBIX J[IOKYMCHTOB apXmuBa 12

npeanpuaTHs (yupeasaeHusn).

I’IB_Y‘-ICHHE BHIOOB OCHOBHEIX YHETHBRIX JIOKYMEHTOBR apxXHE4.




3aroNHEHUE  OCHOBHBIX  YYETHBIX  JIOKYME@HTOB:  KHHIH
MOCTYIUIEHHS JIOKYMEHTOB, cmucka (OHIOB, JHcTa (omja,

6. |Odopmirenne AOKYMEHTALHH [10 Pe3yJILTATAM NPOBEJIEHH O 12
HKCIIEPTH3LI.

Cocrasjienne T10KYMEHTOB 110 Pe3y IbTaTaM KCIEPTH3bI
[IEHHOCTEH: OIMCEH JIe/1, JOKYMEHTOB IIOCTOAHHOIO XpaHeHus,
OIMCeH e BpEMEHHOTO CPOKa XpaHEeHHUs, OIHCeli 1el 110
ITUYHOMY COCTaBY, aKTa O BbIICICHUH e JJIs YHHUTOKECHHA.

5. KatecTBo BBINOJIHEHHS paGOT B COOTBETCTBHY ¢ TeXHOMOTHEH U (MIH) TpeGOBAHMSIMH
OpraHM3alliK, B KOTOPOH NMPOXOAMIIa [IPaKTHKa

DK3aMeHAlMOHHAS KOMUCCHUS:

T T TS T
e el

Hara [Tonmucu pykoBoanTENEH TPAKTHKH,
OTBETCTBEHHOTO JIM1la OpraHu3aluy



ATTecTauHOHHBIH JHCT N0 yuebnoii npakTHKe

1.®HO obyuarouerocs/cryienra

Ne rpyrimsr

CrienHalbHOCTE/ podeccus

2.Mecto npoBenenus NpakTUKHM (OpraHu3amms), HAMMEHOBAHHE, FOpHUIMYECKHH

azpec

3.Bpemst mpoBe/ieHus TIPAKTHKH

4.Bujiel u 00beM paboT, BBIMONHEHHBIE 00YYaIOMINMES BO BpeMS MPaKTHKH:

No Buisl pabor BH'IEST;;F;HOE Ouenka
. (Opranusamus Tpyna na IK. 3
2. [Tabauus! Access. 36
3. |OcHOBEI MHOTOTAGNHYHBIX 6a3 TaHHBIX 12
4. |®opmsr Mactep dopm. opmbr. ABTO(OPME! 12
5. |Oruersl [leuars tabuui 1 Gopm. 9 _

5. KauecTBo BbINOJIHEHHS pabOT B COOTBETCTBUM C TEXHONOTHEH U (WIH) TpeGoBaHHAMH
OpraHusallii, B KOTOPOH MpOX0oHia MpaKkTHKa

DK3aMeHalHOHHAas KOMHCCHA:

T T T Ty
T T

Hara Iloamucy pykoBoAUTENEH IPAKTHKH,
OTBETCTBEHHOIO JIULIA OPraHUu3alluu

MIT



5. KoHTpo/1bHO-0HEeHOUHbIe MATePHAIbI /15 FK3aMeHa (kBaIMPUKALHOHHOTO)
5.1. O6mue noJiokenus
OK3ameH (KBaIU(HKAIMOHHEIN) NpeaHA3HAYeH IS KOHTPOJIsl M OLIEHKH Pe3y/ILTaTOB

OCBOEHHS MPO(ecCHOHANBHOro MOJyJisi JIOKyMEHTHPOBaHKE U OpraHU3aIHOHHAS
0bpaboTka okymeHnToB 1o npodeccun 034700.03 JlenonponssoiuTes.

OK3aMeH BKITIOYAeT: COYETAHUE 3a/1aHUs B TECTOBOMH (hopMe, PAKTUYECKOro
3a1aHUS

Wtorom sk3ameHa sBISETCS OJJHO3HAYHOE PelleHHe: «BHI IPodecCHOHATBHOI
HesTeIbHOCTH OCBOEH /He OCBOEH».

OueHouHas BeIOMOCTB I10 [PO(ECCHOHAIEHOMY MOIYIIIO

JIoKyMeHTaIHoHHOe 00ecreueH e IesTe/IbHOCTH OPraHu3aiiu

KOO U HAUMEHOGaNUe Hpoieccuonatsnazo Modyas

©HO

obyyarommiics Ha 1 Kypce no npodeccun HITO  034700.03 Jlenonpon3soanrels

Koo U HAUMEHOBAHUE

ocBous(a) rporpammy npodeccHoHanbHoro Moayas JloKyMEeHTHPOBaHHE |
opranusanroHHas 00paboTka JOKYMEHTOR

Hauamelioeanue ”/J'{}(!JEL’L’HUHHJ’JbH{J.:"{) ,MC)C}JF]FJ)’I

B 00BemMe R 20 r.no«_ ». 20T

PesynpraTel NpoMeXyTOYHON aTTECTALUH IO JIEMEHTaM NPoecCHOHATLHOTO MO/LY IS

JJieMeHTBI MOYJIsk Popmbl Ouenka
IPOMEKYTO4YHOH

(Kol 1 HAaMMEeHOBaHHE i

MJIK, kon npakTHk)

MK 02.02 HuddepenurpoBanHbIii

JloKyMeHTHpOBaHHE U 3a4€T

OpraHu3allMoOHHas

00paboTKa JIOKYMEHTOB

YI1 JuddepenunpoBannblii
3a4eT

[1I1 Huddepenunpopannblii
3a4yer

Hroru sx3amena (KBann(UKalMOHHOT0) 10 NpoQecCHOHAIEHOMY MOJIYJIIO




Koe! npoepsiemeix
KOMIIETeHLIUH

IToxazarenu ouenku
pEByJ'I bTara

Ouenka (1a / ner)

IK 1.1. ®opmuposars gena.
IIK 2.2. OBecneunBars ObICTpbIi
IOHCK JIOKYMEHTOR O HAYYHO-
CHPaBOYHOMY arnapary
(KapToTekam) OpraHu3aiuy.

IIK 2.3. Cucrematusuposars u
XPaHHTE JOKYMEHTBI TEKYIIETO
apxuea.

[1K 2.4. ObecneunBars
COXPaHHOCTE IPOXO/IsiLIeH
ciykeGHOH TOKyMeHTallHH.

[IK 2.5. 'oToBUTE M nepegaBaTh
JIOKYMEHTBI Ha apXUBHOE
XpaHeHHe.

[1IK 2.6. OGecrnieunsars
COXPaHHOCTb APXUBHEIX
JOKYMEHTOR B OpraHu3aliuy.

- DopMHpPOBAHHE APXHBHOTO
(hoHza U3 IOKYMEHTOB,
BO3IHHKUIHX B IpoIiecce
JEATENLHOCTH IPEANPHSATHS,

- OBOCHOBAHHOCTE 3aBO/IUMOTO
B apxuse nena Gouxa s
XpaHEeHHA JOKYMEHTOR O
HCTOPHH U COCTOSHHIO
apxuBHoro ¢ouaa.

- Cobmonenne ycTaHOBJIEHHBIX
1pasu1 opopMICHESA e
nepecHcTeMaTH3allts,
HyMepanus JHCTOB,
COCTAB/IEHHE BHYTPEHHEH
OIIHCH, COCTABJIEHHE
3aBEPUTEILHOI 3amnucH,
BHECEHHE HEOOXO0IUMBIX
YTOUHEHHH B PEKBH3HTHI
00MOKKH Jiena, 10/IIHBKA H
neperiér jena.

Brmonuenune knaccuduraminn
JOKYMEHTOR [10 [IPHIHAKAM:
(hopmam coGCTBEHHOCTH,
HCTOPHYECKHM TIEPHOAM,
BH/IaM HOCHTelel HH(opMaLiu,
criocobam U TeXHHKE
3aKperIeHus HH(OpMaluH,
CpOKaM XpaHeHHs.

- OBocnoBaHHOCTE BEIOOpPa
npu3HaKa Knaccuuranmm
JOKYMEHTOR.

- PaumonansHoe pacnpenenenue
BPEMEHH Ha BCe JTalkl paboTh! ¢
JOKyMEHTaMH.

- OnepartuBHOE OnpeJielieHne 1
YCTPaHEHHE HETOYHOCTEH B
paboTe ¢ I0OKyMEHTaMH.

- llpasuiibHoCTE COCTABIEHNS
JIOKYMEHTALIAY [UI5]
otopmIeHHS Jen.

- Cobmonenue TpeGopanuii
odopMmIleHns iy KeOHBIX
JlokyMeHToR, cornacio ['OCT
6.30-2003.

- PaumonansHoe pacnipenenenne




BPEMEHH Ha BCE 3Tallk!l paboThI ¢
JOKYMEHTAMIL.

- OnepatHBHOE ONpe/eIeHHE H
YCTpaHeHHe HeTOYHOCTelH B
pabote ¢ JOKYMEHTAMH.

- PanmonasisHocTs pabors! co
CIIPaBOYHHKAMH H CIIPaBOYHOM
JUTEpaTypoii, B TOM HHCIIE B
cetH Internet.

OK 1. Ilouumats cymuocts u
COLHANTBHYI) 3HAUHMOCTL CBOEH
OyaymeH npodeccuu, NposABIATE
K Hell YCTOHYHBEIN HHTEpEC.

Yuacrue Bo
BHYTPHTEXHHKYMOBCKOM
KOHKYpCe npodeccunoHanbHoro
MACTEPCTBRA, TOPOACKOM
KOHKypce «Jlyummii o
npodeccuny, MoayyeHue
JIOTIOTHUTEILHON CMEKHOI
npodeccHH B pamKax
NPOTPaMMEI JIOTIOJHHTEALHOTO
oOpa3oBaHus, yyacTHe B
TEXHUKYME U PErHOHAIBHBIX
ONHMITHA/IaX, KOH(epeHsx,
NOATOTOBKA U YYACTHE B
KOHKYPCax 110 ClIeNHaIbLHEIM
NPO(QUILHBIM [IPEIMETAM,
npodheccHoHATBEHBIM
muciunnubam. Ipoxosxkaenne
[IPOH3BOICTBEHHOMH NIPAKTHKH
HA NPEANPHATHIX FOPo/Ia.
TpynoycrpoiicTeo no
noIyueHHoH npodeccun.

OK 2. Oprasn30BEIBaTE
CODCTBEHHYIO IeHTEILHOCTE,
MCXO/IS U3 LENH U criocoboB ee
JOCTHIKEHHS, OIPE/IeIEHHBIX
PYKOBOJHUTEIEM.

Onpenenenune nenu u
nopsaka paboTeL.

OGo0uienue pesynbTara.

Ucnonszosanue B pabote
MOJy4eHHkIE paHee 3HAHHA 1
YMEHHUS.

Panuonansnoe
pacrpe/eneHie BpeMenH [Py
BBITIOJIHEHUH PadoT.

OK 3. Anajuzuposars pabouyio
CHTYAalINIO, OCYIIECTBIATE
TEKYUH H HTOTOBBIl KOHTPOIE,
OLIEHKY H KOPPEKLIHIO
cOOCTBEHHOH JIeATeNILHOCTH,
HECTH OTBETCTBEHHOCTh 34
pe3ynLTaThl CBOEH paboThL.

CriocobHOCTE NPHHHMATE
pelleHns B CTaHIapTHLIX U
HEeCTaHIapTHbIX
[POU3BOJICTBEHHBIX CHTYALHAX .
OTBeTCTBEHHOCTE 3a CROH TPY/I.

CamoaHanns 0 KOppeKins
pe3ynLTaToB coOCTBEHHOH
JeATeNLHOCTH




OK 4. OcymecTBiaTh IOHCK PannonanenocTs pabotsl co

HHpOpPMaIHH, HeOOXOIHUMOI CHPABOYHHMKAMH M CITPaBOYHON

A5t 3((PEKTHBHOTO BEIIOJIHEHUS | TMTEPATYpOil, B TOM 4HCIIe B

npotheccHOHATLHBIX 3a/1au. ceru Internet.

OK 5. Ucnonezosats Haxoxnenue, obpaboTxka,

UH(OPMAIHOHHO- XpaHeHHe H neperava

KOMMYHHKaIHOHHEIE TEXHONIOTHH | HHGOPMALMH € [TOMOIIBIO

B l1podeccuoHANLHOM MYJILTHMEUHHBIX CPEICTB

AEATEILHOCTH. HH(OpMAIHOHHO-
KOMMYHHKAaTHBHBIX
TEXHOJIOIHA,

PaGota ¢ paznuunemvu
OPHKIAIHBIMH [IPOrPAMMAMH.

OK 6. Paboratn B KOMaH;1e, TepnumocTs K Apyrum
s¢dexTunHo 001mATECH ¢ MHEHHAM H NOZULHM,
KOJIIEraMH, PYKOBOJICTROM, Oxkazanue oMo yUacTHHKaM
KIHEHTaMH, KOMaH/Ibl,

HaxouxeHne npoayKTHBHEIX
crocoBoB pearnpoBaHns B
KOH(JIMKTHBIX CHTYAIHSX.

Brinonnenue oba3annocTei
B COOTBETCTBHH C
pacmpeneiIeHHeM IPyINnoBoi
JIeATeIBHOCTH.

Hata . .20 IMoamnucy 4neHoB aK3aMeHaALHOHHOH KOMHCCHH

5.2. BeimoJsinenue 3aJauuii B Xo/le 9K3aMeHAa
5.2.1. Kozpl mpoBepsieMBIX MPOQeCCHOHANBHBIX U OOLMX KOMIIETEHLHH:
IIK 2.1. ®opMupoBats nena.

IIK 2.2. ObecnieyuBath OLICTPLII MOUCK JOKYMEHTOB M0 HAYHYHO-CIIPABOYHOMY armnapary
(KapToTeKkaM) opraHU3aI|H.

1K 2.3. CucteMaTH3UpOBATh U XPAHUTh JOKYMEHTE! TEKYIEro apxusa.
[1K 2.4. ObecnieunBaTh COXPAHHOCTEL MPOXOIAIIEH CTyKeOHOH TOKyMEeHTAIHH.
I1K 2.5. 'oToBUTE U nepeaBaTh JOKYMEHTHI HAa apXHBHOE XpaHeHHe.

[1K 2.6. OGecrieynBaTh COXpPaHHOCTh aPXHBHBIX JOKYMEHTOB B OpraHH3aliH.




OK 1. TTonMMaTh cyImHOCTE U COLMABHYIO 3HAYMMOCTE CBOGH Oynyuei podeccuu,
IMPOSABNATH K HEH yCTONUYMBBIH MHTEpEC.

OK 2. Opranu3oBsIBaTh COGCTBEHHYIO AEATENBHOCTD, HCXO/S W3 LISTH 1 CHIOCOB0B ee
AOCTHIKEHHS, ONpeeIeHHBIX PyKOBOUTEEM.

OK 3. Ananusuposath pabo4yro CHTYAIHIO, OCYIECTBISTE Te KYLLHA H UTOIrOBBIH
KOHTPOIIb, OLIEHKY U KOPPEKLHIO COOCTBEHHOH e Te/IbHOCTH, HECTH OTBETCTREHHOCTD 3a
pe3ynsTaThl cBoeH paboThl.

OK 4. OcyuiecTBaTh MOUCK HHPOPMALMH, HEOBGXOMUMOM 115t D PEKTHBHOTO
BBITIOJIHEHHS PO eCcCHOHAIBHBIX 3a/1aY.

OK 5. Mcnone3osars nHOOPMALMOHHO-KOMMY HUKAI[UOHHEIE TEXHOIOTHH B
Npo(eccHoHaNbHOR AesITeNBEHOCTH.

OK 6. PaGotaTs B koMaH e, 5 HEKTHBHO 0OLWIATECS ¢ KOJIJIeraM, PyKOBOJICTBOM,
KIMEHTaMH.

OK' 7. MicrionusTh BOMHCKYIO0 06513aHHOCTE, B TOM YHCIIE ¢ IPUMEHEHHEM [10J1y4eHHBIX
NpodecCHOHANBHBIX 3HAHUH (U181 FoHOLIEl ).

5.2. Beinyckuuk, ocsousuuit OITOIT HITO, nosmken o6naaats npodeccHoHaIbHBIME
KOMIETEeHUHAMH, COOTBETCTBYIOIMMH OCHOBHBIM BH/1aM MpodecCcHOHABHOI
IeATeNbHOCTH:

5.2.1. JlokyMeHTHpOBaHMe W OpraHu3alMoHHas 06paboTka JOKYMEHTOB

5.2.2. KoMmieKT 3K3aMeHallMOHHEIX MATEPHAIIOB
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Hucrpykuus
1. BHuMatensHO npounTaiite 3ananue.

2. Bl MO’KeTe BOCIIONB30BATECA METOIHIECKOI nutepatypoii, FOCT 6.30-2003)
MakcrumanbHoe BpeMsi BBINOJIHeHH 3aaHus: 50 MuH./uac.
[Iposepsemble pesynsrarhl 00ydeHus:

yMeThb:

Y1 npoBepsiTh MPaBHIBHOCTE 0GOPMICHHS JOKYMEHTOB;

Y2 cuCTeMaTH3MpPOBAaTh U XPAHUTh JOKYMEHTbI TEKYIIEro apXuBa;

Y3 dopMupoBaTh crpaBoYHbIi ammapar, 06ecHeYHBarOIIHil GBICTPBIN TOUCK JIOKYMEHTOB;
Y4 0CylIeCTBIISATh 9KCNEPTH3Y JIOKYMEHTOB, FOTOBHTh 1 TIEPeIaBaTh JOKYMEHTATBHBIC
MaTepHalibl Ha XpaHEeHHUE B apXUB;

3HATD:

31 ocHoBHBIE noNOXeHUs EMHOI rocy1apcTBEHHO CHCTEMBI 1eIT0NPOH3BO/ICTEA;

32 BuJibl, QYHKIMM JOKYMEHTOB, NIPaBH/Ia UX COCTABJICHHUS | oopmIIeHuS;

33 NOpsANOK NOKYMEHTHPOBaHUS HHPOPMAIMOHHO-CTIPABOYHBIX MATEPHAIIOR
[TAKET DK3AMEHATOPA

HueTpykuus

O3HaKOMBTECE C 3aaHHAMH [UISl HK3AMEHYIOLINXCS,

KonuyecTso BapuaHTOB 3alaHuil [UIsl SK3aMeHyIoImuXes: |

Bpems BeImosiHeHHs KaXIOT0 3a1aHKs B MAKCUMAJILHOE BpeMsl Ha dK3aMeH
(KBanUQUKALMOHHEIH):

3ananue Ne 1 - 50 mMun./gac.

Beero na sx3amen 50 mun./gac.

Yci10BUs BEINOJIHEHUS 3aJaHUi

JluTepatypa Jyisi 3K3aMEHYIOIIHUXCS:

CnpaBouHble H3aHNS:

. Animan T.O. [lenonponssozcteo. O6pasiml qokymentos. — M.: PHOP, 2005

2. Jlonathukosa E.A. JlenonpousBoacTBo: o6pasiisl JOKyMEHTOB ¢ KoMMeHTapusimu. / E.
A. JlonaTHukosa. - M.: Omera-JI, 2005

3. OprauusaunoHHO-pacriopsAnuTeNbHas JoKyMenTanus. TpeGosanus K ohopMIeHHIO

JIOKyMeHTOB. Mertoaudeckue pexomenzpauuu no srejapenuio I'OCT P 6.30-2003.- M.,
2003

p—



Ilokasarenn oleHKH

Homep u conepxanne
3aJlaHust

OueHnunBaeMsle
KOMITETEH LMK

[loxazaTenu ouenku pesynbrara
(cM. BeImre — Tabu. 1 u 2, 1.1.2)

—BﬂpHaHT Ne 1

[TK 2.1-I1K 2.6, OK1-
OK7,T101, Y1-V4




