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Metoanyeckue yka3aHHs IO BBITOJHEHHIO KypCcOBOH paboThl pa3paboTaHbl HA OCHOBE paboueit

nporpammbl [IM.02 Opraan3anust apXMBHOW B CIIPABOYHO-HH(DOPMAITMOHHON pabOTHI IO TOKyMEH-
TaMm OpraHU3aLNH.
ConeprkaHre KypcoBoil pabOThl OpHEHTHPOBAHO Ha (popMHUpOBaHUE OOUMX M MPOGECCHOHATBHBIX KOM-
NETEHLUI 10 MporpaMMe MOATOTOBKH CIENUAINCTOB CPEIHET0 3BeHa 1o criepansHocty 46.02.01 Jlo-
KyMEHTaIlMOHHOE obecnieueHme ynpasiuenus u apxuBoeaenne MJIK.02.02 'ocynapcTBeHHBIC, MY-
HUIMIAJIbHbIE apXUBBI U ApXUBbI OpraHU3aLuii.
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BBEJAEHUE

Hacrosmue metoauueckue yka3aHus MpeHa3HaueHsbl Ui CTYyJEHTOB OYHOM M 3a04HOM (op-
Mbl OOy4Y€HHUsl B KaUECTBE PErIaMEHTHPYIOILIEr0 MaTepuaa M0 BBIIOJIHEHHUIO U NPEIOCTaBICHUIO
KypcoBOi paboThl 1o MpodeccuoHaTIbHOMY Moayiaro «OpraHu3anus apXMBHOM U CIPaBOYHO-
MH(OPMAIMOHHOM paboTHI O JOKYMEHTaM OpraHu3anuu» s cnenuanbHoctu 46.02.01 Jlokymen-
TalMOHHOE O0ecleYeHre YIPaBIeHNUs U apXUBOBeIeHNE 0a30BOM MO OTOBKH.

BrimonHenue KypcoBoil paboThl paccMaTpUBaeTCsl Kak BHJ y4EOHOU NEATENTbHOCTH 1O MPO-
(beccuoHaTbHOMY MOAYIIIO MPO(ECCHOHAIBHOIO YYeOHOro LMKJIA M pealusyercs B Ipeaesiax Bpe-
MeHHU, 0TBeZIeHHOTO Ha ero uzydyenue (OI'OC m. 7.8).

BeinonHenue cTyeHTOM KypcoBOW paboThl MO MPOpECCHOHATBHOMY MOJYJII0 IPOBOJUTCS C
LEJIBIO:

- CHCTEMaTH3aluu M 3aKpEIUICHUS IIOJYyYCHHBIX TEOPETUYECKUX 3HAHMHM M IPAKTHYECKUX
YMEHUH 110 MEKIUCIUILIMHAPHBIM Kypcawm;

- yIi1yOJIeHHsI TEOPETUYECKUX 3HAaHUH B COOTBETCTBUHM € 33JaHHOU TEMOM;

- (hopMHUpOBaHMSI YMEHUN NPUMEHATH TEOPETUUECKUE 3HAHMS MPU PELIEHUU IMOCTABJIEHHBIX
3ajJjay, UCIOJIb30BaTh CIPABOYHYIO, HOPMAaTUBHYIO U HAyYHO-TEXHUYECKYIO JIUTEpaTypy (hopMupo-
BaHUE MPO(HECCHOHATFHBIX KOMIIETESHIINH );

- (hopmupoBanue oOUMX U NMPO(YECCHOHAIBHBIX KOMIIETEHIIMH — pa3BUTHE TBOPUYECKOM MHU-
LUATUBBI, JUCUUIUIMHUPOBAHHOCTH, LEJIEYyCTPEMIIEHHOCTH, aKKypaTHOCTH, CaMOCTOSITEIbHOCTH,
OTBETCTBEHHOCTH U OPraHU30BaHHOCTH;

- MOJITOTOBKA K TOCyAapCTBEeHHOM utoropoi arrecranuu (I'MA).



1. OBIIME ITOJIOXKEHUA

B cootBercTBUM ¢ paboueit mporpammoit [IM 02 Opranuzanusi apXuBHOH M CIIPaBOYHO-
nHGOPMAIMOHHOM paboThI 1o KokyMeHTam opranuzamun M/IK.02.02 I'ocynapcTBeHHBIC, MYHUIIH-
NaJIbHBIE apXMBBI M apXUBBI OPraHU3alUi IPeyCMOTPEHO BBIITOJHEHHE KypCOBOM pabOTHI.

KypcoBast paboTa sBiIsleTCs OJTHUM U3 OCHOBHBIX BHJIOB YUEOHOH AeATENbHOCTH U (hopMoii
KOHTpPOJISI Y4eOHOH pabOThI CTYJACHTOB OYHOM (hOpMBI OOYUCHHUS.

[TpoI0IKUTEIIBHOCTD BBIIOJIHEHHS KypcoBoii paboTel 20 vyacoB. Kypcopas paboTa ocymect-
BISIETCS HA 3aKJIIOYMTENBHOM 3Tale U3ydeHus MexaucuuiummHapHoro kypca 02.02 « I'ocynmaper-
BEHHBIC, MYHUIUIIAJIBHBIC APXUBBI U apXHUBBI OPraHU3alUN», B IPOJOIDKEHHE KOTOPOro (hOpMHpPY-
totcst ymenus, [IK u OK nipu pemennn 3ana4, cBsA3aHHBIX cO chepoit mpodeccnoHaabHON aesTenb-
HOCTH OyIyIINX CHEIUATUCTOB.

KypcoBast pabota BeImoHsIeTCs T1ociie u3ydeHus: reoperudeckoit yvactu MJIK 02.02 « I'ocy-
JApCTBEHHbIE, MYHMIMIAJIbHBIE apXWBbl M apxuBbl opranuzauuity, MJIK 02.03 «Mertoauka u
IIPAKTUKA aPXUBOBEJCHUSY.

B pe3ynbrare BbINONHEHUS KypcoBOil paboThl Brl Oynere

uMemsb RPAKMU4ecKuit Onovim:

- OpTraHM3aIMU ApPXUBHOH M CIIPABOYHO-MHPOPMAIIMOHHONW PabOTHI MO JOKYMEHTaM Opra-
HU3allHH;

ymembp:

- OPraHU30BBIBATH JIEATEIBHOCTh APXUBA C YUETOM CTaTyca U NMpoQuIIsl OpraHu3aluu;

- paboTtarp B cUCTeMax 3JIEKTPOHHOT'O JOKYMEHTO000pOTa;

- HCIOJIb30BATh B JICSITEIBHOCTH apXHUBAa COBPEMEHHBIE KOMIIbIOTEPHBIE TEXHOJIOTUH;

- IPUMEHATH COBPEMEHHBIE METOJAMKH KOHCEPBALUU U PECTaBpallUU apXUBHBIX JTOKYMEH-
TOB;

3Hamp:

- CUCTEMY apXuBHOTro ynpasieHus B Poccuiickoii denepanuu 1 opraHu3anuo ApXUBHOTO
¢onna Poccuiickoit @enepanuu;

- CUCTeMY XpaHEeHHs 1 00pabOTKU TOKYMEHTOB.

[IpakTuueckue 3aHsATHs HalpaBieHbl Ha (GOpMHpPOBAHUE OOIIMX M MPOPECCHOHATBHBIX KOM-
MIETEHLIUN:

OK 1. [Tonumarh CyIIHOCTh U COL[MAJIBHYIO 3HAYMMOCTb CBOEH Oynylel npodeccuu, nposis-
JIATh K HEW YCTOMYMBBIA HHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO J€SATEIILHOCTD, BHIOMPATh TUIIOBBIE METOABI U CIIOCOOBI
BBINOJIHEHUS TPO(ECCHOHAIBHBIX 3a/1a4, OLIEHUBATh UX 3()(HEKTUBHOCT U KaueCTBO.

OK 3. [IpuHuMath perieHusi B CTaHAAPTHBIX U HECTaHJIAPTHBIX CUTYAILUSIX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisITh MOMCK M UCIIOJIb30BaHUE MH(POpMaIUU, HE0OX0oauMOM ist 3 heKTHB-
HOTO BBINOJIHEHUS TPO(HECCHOHANIBHBIX 3a/1a4, TPOPECCHOHATBHOIO ¥ IMYHOCTHOTO PA3BUTHS.

OK 5. Mcnonb3oBarh HHPOPMALTMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B PO(ECCHOHATb-
HOM JIeATENBHOCTH.

OK 6. PabGorare B KOJJIEKTUBE U KOMaH[E, d3(PPEeKTUBHO OOLIATHCS C KOJUIEraMH, PYKOBO-
JICTBOM, TOTPEOUTENIMH.

OK 7. bpatb Ha ce0s OTBETCTBEHHOCTh 3a padOTy WIEHOB KOMaHbl (IOJYMHEHHBIX ), PE3YIIb-
TaT BBIMOJIHEHUS 3a/1aHUM.

OK 8. CamocTosTenpbHO OMpeaessaTh 3aAa4u MPoPEeCCHOHATIBHOTO U JJUYHOCTHOTO Pa3BUTHS,
3aHUMAaTbCA CaMOOOpa30BaHNEM, OCO3HAHHO IJIAHUPOBATH MOBBIIICHUE KBATH(PHUKALINY.

OK 9. OpueHTrupoBaThCs B YCIOBHUSIX YACTOW CMEHBI TEXHOJIOTUH B MPOGECCHOHATBHOU Jesi-
TEJBHOCTH.



[IK 2.1. OcymecTBisTh 3KCOEPTU3Y LIEHHOCTU JTOKYMEHTOB B COOTBETCTBHUM C JACHCTBYIOIIU-
MU 3aKOHO/IaTEIbHBIMU aKTaMU 1 HOPMATHBAMHU.

[1K 2.2. Bectu paboTy B cucTeMax 3JIEKTPOHHOTO JOKYMEHTOO00pOTa.

IIK 2.3. Pa3pabaTbiBaTh 1 BECTH KJIaCCU(DUKATOPHI, TAOCIH U IPYrue CIPaBOYHUKH I10 JIOKY-
MEHTaM OpraHHU3al1u.

IIK 2.4. OGecneynBaTh NMpUEM U pallMOHAIBHOE Pa3MEIICHHE JTOKYMEHTOB B apXuBE (B TOM
4uClie JOKYMEHTOB I10 JINYHOMY COCTaBY).

IIK 2.5. ObecnieunBaTh y4eT ¥ COXPAaHHOCTh IOKYMEHTOB B apXHBE.

[IK 2.6. Opranu3oBbIBaTh UCIIOJIb30BAHNE APXUBHBIX IOKYMEHTOB B HAYYHBIX, CIPABOYHBIX U
MPAKTUYECKUX IIEIIAX.

[IK 2.7. OcymecTBIsITh OpraHu3aluoOHHO-METOIMIECKOE PYKOBOACTBO U KOHTPOJb 3a pado-
TOI apXHBa OpraHu3alliy ¥ 3a OpraHu3anyel JOKyMEHTOB B JI€IONPOU3BOJICTBE.

KypcoBast pabota o npodeccroHalbHOMY MOJYJIIO BBITOJHAETCS B CPOKHU, ONpPEIEIEHHBIC
pabourM y4eOHBIM IIJIAHOM IO MPOTrpaMMe MOATOTOBKE CIIEIUANINCTOB CPEIHEr0 3BEHA.

[Tporecc BBIMOHEHUS KYPCOBBIX PabOT BKIIOYACT CICIYIOIINE TAIIbI:

1 V3y4yeHne HaCTOAIIUX METOAUYECKUX YKA3aHHM.

2 BbIOOp TeMbI U €€ corjiacoBaHUE C PYKOBOIUTEIIEM.

3 ®opMynupoBKa LIENTU U COCTaBJICHUE TUIaHA.

4 Tlon6op, 3y4eHHE U aHAIIU3 COJICPKAHUSI HCTOUHUKOB

5 C6op u 0000I1IeHNEe MaTepUaNoB, MPOBEICHNE UCCIEA0BAaHUN U aHAIIU3 Pe3yJIbTaTOB MpaK-
TUYECKOU (IKCIIEPUMEHTAIBHOM) YacTH PaOOTEHI.

7 Pa3paboTka npakTudeckoii yactu, (POpMyIUPOBKa BHIBOJOB U PEKOMEHIAIUH.

8 OdopmieHne cryucka JUTEPaTypHl.

9 [MoaroToBka K 3aIIUTe U 3aIIUTa KYPCOBOM pabOTHI

Kontpons 3a  BemonHenueM  pasgenoB  KII  ocymiecTBisiercs — mpenonaBaresieM-
KOHCYJIbTaHTOM, 3aBEYIOIIUM OT/ICIICHHUS.

IIpumepHas TemMaTuKa KypcoBOM pabOTBhI:
[IpoGnembl 1 epCeKTUBBI Pa3BUTHSL APXUBHOM OTpaciy Ha COBPEMEHHOM 3Tarle.
WHdopmanroHHbIe TEXHOJIOTUU B apXUBHOM JIEI€.
ApxuHblil pona PO — HanmoHanbHOe gocTosHue Poccun.
Opranuzanus 10KyMeHToB ApxuBHoro ¢onya Pd.
3anaun denepanbHOro apxuBHOro areHrcTsa (Pocapxupa) Ha COBpeMEHHOM ATare
I'ocynapcTBeHHbIE apXUBBI KAK KICTOYHUK UCTOPUYECKUX 3HAHUM.
ApXUBBI OpraHu3allii, UX Ha3HaYeHUEe, PyHKIUU.
IIpaBoBBIE OCHOBBI CO3/JaHUS U PaOOTHI apXMBa OPraHU3ALUH.
. TexHoTpoHHbIE apXMBBI, CIELUPHUKA XPAHEHHS TOKYMEHTOB

10. DnexTpoHHbIE apXUBHI.

11. KomrnekToBaHHe apXHBa.

12. DkcnepTr3a HEHHOCTH JOKYMEHTOB KaK YCJIOBHE HAyYHOM OLEHKH U U3y4eHHs TOKYMEH-
TOB OO1IEeCTBA.

13. 3apgauu u QyHKIMM SKCIEPTHONH KOMHUCCHUH.

14. TloaroToBka /e K apXMBHOMY XpaHEHHIO

15. Meroauka nepeaayuu J1e1 Ha XpaHEeHHe B apXUBHOE YUPEKICHHUE

16. Opranmsanus y4yera fokymMmeHTOB AD P®D kak BaxHeWIIas 3aja4a apXuBa.

17. YuérHble TOKyMEHTHI apXHBa.

18. Tlopsimox pazMerieHust 1 00ECTICYeHHsI COXPaHHOCTH IOKYyMEHTOB B apXHBaX.

19. TexHomnorust XxpaHeHHs JOKYMEHTOB B apXMBaX KaK peayu3aiis OCHOBHOW (QyHKIIMHU ap-
XUBa.

20. Cucrema Hay4HO-CIIPAaBOYHOI'O arrapara apXHsa.

CoNR~LNE
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21. ApXuBHOE ONMCaHHE JOKYMEHTOB U JEJI.

22. Ha3szHaueHue 1 BUIBI KATAJIOTOB.

23. Omuce nen — 6a30BbIi ApXUBHBIN CIIPABOYHHK.

24. Vcnonp3oBaHUE apXMBHBIX JOKYMEHTOB KaK YCIIOBHE YIOBJICTBOPEHHS HH()OPMAIIMOH-
HBIX IOTPEOHOCTEN 00IIeCTBa.

25. ®opMBI MacCOBOTO UCIIOIB30BAHUS APXUBHBIX IOKYMEHTOB.

26. VcnonHeHue 3ampocoB TOJIb30BATEICH.

27. ApXWBHOE JIeJI0 32 PYyOSKOM.

28. Opranusanus pabOThl apXuBa

29. ApxwuB HEroCyIapCTBEHHOH OpraHU3annuu

30. Ilepconan apxuBa

31. PaszButue apxuBHOro fena B Poccun kak oTpakeHue pa3BUTHS OOIIECTBA.

32. CraHOBIIEHHE COBETCKOI apXUBHOW CHCTEMBI.

33. Opranuzanus JOKyMEHTOB U JIeJl B IIpeeiax apXuBOB

34. Opranuzamus JOKYMEHTOB U ] B TIpeesiax apXuBHOTo (oHaa.

35. BenoMcTBeHHBIC apXHBBI.

36. ApXUBHBIA MapKETHHT

37. OpraHu3anMOHHBIC TOKYMEHTHI apXUBa.

38. CoBpemeHHas cUCTeMa IIEPEeYHE TOKyMEHTOB.

39. Homenknarypa Jen opranu3aniy — 0a30BbId JOKYMEHT apXHBa.

40. MeHemKMEHT B apXHUBax

2 CTPYKTYPA KYPCOBOM PABOTHI

CtpyKTypa KypcoBOM pabOTHI BKIIOUYACT:

- IOSICHUTEIIbHYIO 3aIIUCKY;

TekcToBBIif JOKYMEHT KypCOBOW paOOTHI TOJKEH BKIIIOYATH B YKa3aHHOW IMOCIEIOBATENb-
HOCTH CJIEIYIOIIHE YIEMEHTBHIL:

- TUTYJbHBIN JIUCT;

- 3aJlaHue;

- COIEpIKaHHE;

- BBEJICHUE;

- OCHOBHAs 4aCTh;

- 3aKJIIOYCHUE;

- CIIMCOK MCITOJIb30BaHHBIX HCTOYHUKOB;

3 TPEBOBAHUS K O®OPMJIEHUIO MOSACHUTEJBHOMN 3ANIMCKH

[TosicHuTenpHas 3aMucKa SBISETCS HEOTHEMIIEMOU YacThIO0 KYpCOBOM pabOTHI.

[TosicHuTenpHas 3aMrucKa KypcoBOi pabOTHI BKITFOUAET:

- BBEJICHHE, B KOTOPOM PACKPBIBACTCS aKTyaJIbHOCTh M 3HAUYCHUE TeMbI, (POPMHUPYETCS IIeIb
BBITIOJTHEHUS] KypCOBOW pabOTHI;

- UCXOJIHBIE TaHHBIE JJIs1 BHIMIOJTHEHHS KypCOBOM paOOTHI;

- pa3zeinbl KypcoBOM paboTHI,

- IepeYeHb UCTIOIB3YEMBIX UCTOYHHUKOB;

- IPHIIOKCHHUS.

OdopmiieHre MOSICHUTENFHON 3aTUCKH JTOJDKHO CTPOTO COOTBETCTBOBATh

—CMK-O-CMI'TY-42-09 Kypcosas paboma (npoexm): cmpykmypa, colepoicanue, ooujue
npaguia 8bINOJIHEHUS U OPOPMAEHUS,



—CMK-K-PH-109-15 Ilopsioox opeanuzayuu 6bINOJIHEHUs U 3aujumsl KypCcogol padomul
(npoexma) 68 MHO2ONPODUILHOM KOJLIEOMHCE.

Ha TuTyJBHOM JIHCTE PaCYETHO-TIOSICHUTEIHHON 3aMCKU YKA3bIBAIOT: MUHUCTEPCTBO, y4eO-
HOE 3aBeJIeHHe, IJI€ MPOBOAUIOCH TPOSKTUPOBAHKE, HA3BAaHUE TEMbI PadOThI, (paMUIINIO U MHUIUA-
JIBl CTYJIEHTA, BBIMOJHAIONIETO KYpPCOBYIO paboTy, (aMHIIMI0O U WHUIUAIBI PYKOBOJIUTENS PabOThI,
rOpOJ ¥ FOJ1 BBIIIOJHEHMUSL.

OO0pazel TUTYIBHOTO JIUCTA YKa3aH B MPUJIOKEHUH A

3aaHue COCTaBISETCS PYKOBOJIUTEIEM KYpCOBOM pabOThI B COOTBETCTBUM ¢ TeMoi. dopma
3a/laHus IpUBE/IeHa B MPUJIOKEeHUHN b

Conep:xanue.

B HéM yka3biBaeTcs Ha3BaHUE KaXJIOTO pasjiena U HOMEp CTPaHMIIbI, C KOTOPOW HauWHAETCS
U3JI0KEHHE pa3zienia. B KoHIle ornaBieHus: MIPUBOAUTCS MepeueHb MPUIIOKEHUN K padoTe: Tabmui,
cxeM, rpaMKOB C yKa3aHUEM HX HyMepaluu.

BBegenne kpaTko xapakTepu3yeT aKTyaJlbHOCTb U COLIMAJIbHYIO 3HAUUMOCTh TEMBI, CTEIIEHb
ee pa3pabOTaHHOCTU B OTEUECTBEHHOW W MUPOBOI TEOPHM U MPAKTHKE; LENU U 3a7a4d, OOBEKT U
npeamer, 6a3y HCCiIeI0OBaHus, METOIBI cOOpa U 00pabOTKH MH(OPMAIIH, HAYIHBIE THITOTE3HI.

AKmyanbHocmp TeMbl KYpCOBOM pabOThl XapakTepus3yeT €e COBPEMEHHOCTh, KHU3HEHHOCTD,
HAaCYIHOCTb, BaXXHOCTh, 3HAYUTEIbHOCTb. VIHBIMU CJIOBAaMU — 3TO apryMeHTalUs HEOOXOAUMOCTH
HCCIIEIOBaHMs TEMbI KYpCOBOI pabOThI, paCKphITHE PEAIbHOM MOTPEOHOCTH B €€ U3YYEHUU U HEOO-
XOJIUMOCTH BBIPAOOTKH MPAKTUYECKUX PEKOMEH AU .

O0s13aTeNIbHO AOKHBI IPUCYTCTBOBATH CIIEAYIOIINE CIOBA: «..aKTYaJIbHOCTh U MPAKTUYECKUI
ACTEKT JaHHBIX MPOOJIEM CBS3aHBI C....» WIH «..aKTYaIbHOCTh KYpCOBOM pabOThI 3aKiI0o4aeTcs (Hiu
MIPOSBIIIETCS) B CIEAYIOIIEM...».... MU «BOIPOCHI.... BISIOTCS OYEHb aKTYaJIbHBIMUY, «AKTyallb-
HOCTbh TEMbI KYpPCOBOIl paOOThI CBsI3aHA CO 3HAUUTEIHHBIM PACHPOCTPAHEHUEM HCCIIEyEeMOTO SIB-
JICHHUS U 3aKJII0YAeTCs B HEOOXOAMMOCTH pa3pabOTKH PEKOMEHIAINI MO0 COBEPIICHCTBOBAHHIO Pa-
OOTHI B pacCMaTpUBAEMOM 00IaCTH .

Obvekm uccinedosanus Kypcoeoii padomsl — STO ONpEEIeHHas 00J1acTh peaJbHOCTH, COIIH-
aJIBHOE SIBJICHHE, KOTOPOE CYIECTBYET HE3aBUCUMO OT MCCIIEOBATEII.

Ilpeomem uccnedosanus — 3TO 3HAYUMBIE C TEOPETUUECKOW WIIM MPAKTHUYECKON TOYKH 3pe-
HUS OCOOEHHOCTH, CBOMCTBA WJIM CTOPOHBI 0OBekTa. IIpeamer ucciaenoBaHus MOKa3bIBaeT, yepes
4yTO OyZAeT Mmo3HaBaThCsl O0OBEKT. B Kax10M 00BbEKTE MCCIEA0BAaHUS CYLIECTBYET HECKOIBKO Mpe/I-
METOB UCCIIEJOBAaHUSI U KOHUEHTpAIMsl BHUMAHUS Ha OJHOM U3 HUX O3HA4aeT, YTO APYTrHUe mpeame-
ThI UCCJIEIOBAHUS JAHHOTO 0OBEKTA MPOCTO OCTAIOTCS B CTOPOHE OT MHTEPECOB UCCIIEOBATETIS.

OOBeKT Bcerja mupe, 4eM ero npeamer. Eciau 00bekT - 3To 001acTh AEATENIbHOCTH, TO Ipe/-
MET - 3TO U3Y4aeMblil IPOLECC B paMKax 00beKTa KypcoBoil pabotsl. [IpenmeT Bo BBEJEHUH K KYp-
COBOI1 paboTe yka3bIBaeTCs Mocie onpeaAeaeHus 00bEeKTa.

Ilpumep.

OOBEeKTOM HCCNeIOBaHuUs SBISETCS OpraHU3aIUsl apXUBHOTO JeNla Ha MPEANPHUATHIX MaJloro
Y CpeIHeTo Ou3Heca.

[IpenMeTrom uccienoBaHus SIBISIFOTCSI HOPMAaTUBHO-TIPAaBOBasi 0aza BeJCHUS apXHBa Ha Mpe-
MIPUSATHAX MAJIOTO U CPEAHETO OM3Heca.

Ilpumep.

O6nexTom uccnenoanus sBisieTcs OO0 «HoBbIN apxuBy», OCHOBHBIM BHUJIOM JIEATEITHLHOCTH,
KOTOPOTO SIBISIETCSI TIPEJOCTABICHUE YCIYT IO ONUCAHUIO, XPAHEHUIO U YHUUTOKEHUIO TOKYMEH-
TOB.

[Ipenmerom uccienoBaHMs SIBIAIOTCS OCOOCHHOCTH NMPOBEACHUS paboT MO OMHMCaHUIO, Xpa-
HEHUIO U YHUUTOXKEHHIO IOKYMEHTOB Ha PA3JINYHBIX HOCHUTEISIX.

Ilpumep

OOBbeKT Hccae10BaHus — apXUB MPEANPHUSITHSL.
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[Ipenmer uccnenoBaHusl — HOPMATUBHO-TIPaBOBas 6a3a pabOTHl apXuBa MPEAIPHUATH, COCTAB
JOKYMEHTOB, MOJIeKAIINX apXUBHOMY XPAaHEHHUIO, CO3JJaHHE YCIIOBUIN XpaHEHUsI TOKYMEHTOB.

Ilens xypcoBoil pabOTHI MOKA3bIBAET TO, YETO XOUET JOCTHUYh CTYICHT B CBOCH HCCIIeIOBa-
TEIBCKOM IeATENbHOCTH, KaK HEOOXOAMMO JOCTUTHYTh KOHEUHBINH Pe3yIbTaT.

Ilpumep. 1lenbto KypcoBOil pabOTHI SBIAETCS PACCMOTPEHUE OPraHU3alUK SKCIEPTHU3bI 1ICH-
HOCTHU JIOKYMEHTOB Ha TMPEANPUATHH, BBISIBICHUE aKTYalbHBIX MPOOJieM, BO3HUKAIOIIUX B XOJI€
OCYIIECTBICHHS 0OTOOPA TOKYMEHTOB Ha XpaHEHHE, a TAK)KE MOUCK ITyTel COBEPIICHCTBOBAHMS Op-
TaHU3aIUH SKCIIEPTU3bI LICHHOCTH JOKYMEHTOB.

3aoauu packpbIBaIOT MyTh K JOCTHXKEHUIO 1enu. Kaxmoil 3anave, Kak mpaBuiio, MOCBAIICHA
rJlaBa KypcoBOil paOboThl. 3a/1a4il MOT'YT BBOAUTHCS CJIOBAMM:

- BBISIBUTD,

- PacKpbITh;

- U3y4YUTE;

- pa3paboTarsb;

- HCCIICZIOBATh;

- IPOAHATIN3UPOBATD;

- CHCTEMaTH3UPOBATh;

- YTOYHUTb U T.1.

Pexomenmyemoe KoamuecTBO 3amad - 4-5. 3amaun 00s3aTeNnbHO JOJDKHBI OBITH OTPa’KEHBI B
3aKJIFOUYEHUH, BBIBOJAX U PEKOMEHIAITHSIX.

Ilpumep. 3agauamu KypcoBOil pabOTHI B CBS3H C YKa3aHHOM LENBIO SBIISFOTCS:

1. U3yunTh HOpMATUBHO-TIPABOBYIO 0a3y MO OpraHU3al[Mi apXUBHOTO XpaHEHHs Ha Mpeanpu-
SITUM;

2. UccnenoBaTh cxeMy OpraHuzanuu paboThl apXuBa Ha MPEATNPUSATUY;

3. PackpbITb OCOOEHHOCTH COCTaBJIEHUS YYETHBIX JOKYMEHTOB apXHBa Ha JAHHOM MpPEIpHU-
SATHH;

4. TlpoaHanu3upoBaTh KOJUYECTBEHHbIC MOKA3aTeIH WCIOJHEHHUS 3aIPOCOB IOJIb30BATEICH
Ha TPEINPUITUN 32 TTOCIEAHNE 3 TO/1a;

5. Pa3paboTraTh peKOMEHJANMHU 10 COBEPIICHCTBOBAHUIO OPTaHU3AIMN COXPAHHOCTH JOKY-
MEHTOB Ha MPEANPHUITHH,

«/Inst mocTrkeHrs yka3aHHOM II€JIM MOCTaBIIEHbI Cleayronue 3anaun: 1., 2., 3. u T.11.

Memoowvl uccneoosanus. MeToapl — 3TO CIIOCOObI, MPUEMBl MO3HAHUS 00bekTa. B mroboit
KypcoBO# paboTe MCIOJB3YETCsl METOJ aHaJIM3a JUTEePAaTyphl, aHaJIH3a HOPMATHBHO-TIPABOBOH J10-
KYMEHTAIINH 110 TEME KYPCOBOM.

B kypcoBoii paboTe BbI MOJKETE HAITUCATh CIIEAYIONINE UCTIONb3YEMbIE METO/IBI:

* aHaJM3a JIUTEPATyphI;

* AaHAJIM3a HOPMATHUBHO-IIPAaBOBOM JTOKYMEHTAILIMH 110 TEME KYpCOBOW;

* U3yueHue U 0000IIeHHEe OTEeYECTBEHHON U 3apy0eKHOM MPaKTUKH;

* CpaBHEHHUE,

* UHTEPBBIOUPOBAHHE;

* MOJICIUPOBAHUE;

* CUHTE3;

* TEOPETUYECCKHIA aHAIIN3 U CUHTE3,

* abCTparupoBaHue,

* KOHKpCTU3alusd U ujacajain3anus,

* UHIYKIHS U JeAYKIIUS,

* AHAJIOT U4,

* KiIaccuuKanms,

* 00001IEHNE,

* HCTOPUYECKUI METO/I.



IIpuMep BBeeHUS IPUBEIEH B IPUIIOKEHUH B
3akiouenue
[ToBOATCS UTOTU WCCIIEAOBAHUS, JIENAIOTCS 00OOIICHUSI U BBIBOABI, PACKPHIBACTCS 3HAYU-
MOCTb PACCMOTPEHHBIX BOIPOCOB Ui HAYKU U MPAKTUKU; H3JIAraroTcs MPEJIOKEHUS U PEKOMEH-
Jaliy M0 BHEAPEHUIO MOJYYECHHBIX PE3YJIbTAaTOB U JalibHEHIIEMy pa3BUTHIO TeMbl. Oco0oe BHH-
MaHMe yAeNsIeTCsl IPUKIaJAHON yacTu paboThl U €€ 3HaUeHUIo B Oyayuiel nesrenbHocTH. OOpaszer
3aKJIIOYEHUS IIPUBEIEH B IPWIOKEHUU [
CnucoK McnoJIb30BAHHBIX HCTOYHHKOB
BxittoyaroT Bce HCTOUYHUKY MH(POPMALIUHU, HAa KOTOPhIE UMEIOTCS CCBUIKH B TEKCTE U KOTOPHIE
HCIOJIb30BAJIMCH IIPU HAIMCAHUU KYpCOBOM pabOTBHI.
OcHoBHBIE TPEOOBAHMSI, TPEIBIBISEMbIE K CIIUCKY UCIOIB30BAHHBIX HCTOUHUKOB!
— COOTBETCTBHUE T€ME KYpCOBOH paboThI;
— pa3HooOpaszue BUIOB M3JaHU: O(HIIMANTbHBIC, HOPMAaTUBHBIC, CIIPABOYHBIC, YUYEOHBIE,
Hay4HbIE, IPOU3BOICTBEHHO-TIPAKTUYECKHUE.
- Cezenust 00 MCTOYHMKAX WH(POPMALMU MPHUBOAATCS B COOTBETCTBHU C TPEOOBAHUSIMU
I'OCT 7.05 u I'OCT 7.82.
- MicTouHMKH B CIMCKE HYMEpPYIOTCS apaOCKuMu nudpamu 06e3 TOUYKH B TOPSIKE UX YIIO-
MHUHaHHUSA B TEKCTE, JINOO B ajipaBUTHOM MOPSIKE.
Ipuinoxenns
PexomeHyeTcst BKIIIOYaTh MaTepuajbl MIUTFOCTPALMOHHOTO ¥ BCIIOMOTATENILHOTO XapaKTepa.
B npuiioxeHust MOTyT ObITh TIOMEIIEHBI:
— MaTepHabl, TOMOIHAIONUE TEKCT (TaOIULbl, PUCYHKH);
— JIOTIOJTHUTEJIbHBIE PACUETHI;
— TaOJIMIIBI BCTIOMOTaTeNbHBIX IaHHBIX;
— XapaKTEepUCTHUKY anmnapaTypsl U IprOOpPOB, IPUMEHSIEMBIX MPU BHIIOJIHEHUH PaOOThI;
— IPOTOKOJIbI UCIIBITAHUM, 3aKIFOUEHUS SKCIIEPTU3BI;
— Jpyrue MaTepuaibl U JOKYMEHTbl KOHCTPYKTOPCKOIO, TEXHOJIOTMYECKOI0 U MPUKIIAAHO-
ro Xapakrepa.
[IpaBuiia npecTaBiIeHNs IPUITOKEHUMN:
— Ha BCE NPUJIOKEHHUS B TEKCTE KypCOBOIl pabOTHI 1OJIKHBI OBITh JaHbI CCHUIKY;
— MPWJIOXKEHUS pacrojaraT 1 0003HAYaOT B MOPSAJIKE CChIJIOK Ha HUX B TEKCTE pabOThI;
— NPWIOXKEHUS 0POPMIISIOT KaK MPOJIOJIKEHHE KypCOBOM padoT Ha CIEAYIOUIMX ero cTpa-
HULAX [0 NMpaBuiIaM U (hopMaM, yCTaHOBIIEHHBIM JIEHCTBYIOIIMMHU CTaHIapTaMH;
— Ka)XJI0€ MPUJIOKEHHUE JTOJKHO HAUMHATHCS ¢ HOBOTO JIMCTA U UMETh TEMaTU4YECKH 3aro-
JIOBOK M 0003HAYEHHUE.
— cnoBo «IIpunoxenue» u ero OykBeHHOe 0003HaUeHUE (3arjaaBHbIE OYKBBI PyCCKOIO all-
(daBuTa, HaUMHAsL C A pacHojaralT HaBepxXy MOCEpenHE CTPaHMIIbI, a 101 HUM B CKOOKax yKa3bl-
BAaIOT CTATyC NPUJIOXKEHUs, HallpuMep: (pPeKOMEeHIyeMoe), (CIpaBO4HOE), (00s3aTeNbHOE).
— [IPY HAJTMYMU OJIHOTO MPUJIOKEHUS, OHO 0003Havaercs «lIpunoxenue Ay;
— IOMEUIaeMble B NMPHUJIOKEHUHM PUCYHKH, TAOMUIBI U (OPMYIJIBI HYMEPYIOT apaOCKUMU
uudpamu B npezenax KaxJI0ro NpuiIoKeHHs!, HaIPUMep: «... PUCYHOK A.5...».
[Tpumep opopmieHHs TPUTOKEHHUS TPUBECH B IPUIIOKEHUH []

4 TPEBOBAHUSI K M3JIOKEHUIO TEKCTA KYPCOBOM PABOTHI

TekcT u3naraeTcss KpaTKUM YETKUM SI3BIKOM. TepMUHONOTHS U 0003HAYEHUS OJKHBI COOT-
BCTCTBOBATH YCTAHOBJICHHBIM CTaHAAapTaM, a IMpU OTCYTCTBHU CTAHAAPTOB - O6H.[€HpI/IH$ITI)IM HOp-
MaM B HaYy4YHO - TEXHUYECKO JIUuTepaType.

N3noxenune TekcTa KypcoBOil pabOThI JOMKHO CTPOTO COOTBETCTBOBATH

10



—CMK-O-CMI'TY-42-09 Kypcosas paboma (npoexm): cmpykmypa, codepoicanue, obujue
npasuia 8bINOJIHEHUS U OPOPMIEHUA,

CMK-K-PH-109-15 Ilopsook opeanuzayuu 8bINOIHEHUS U 3auUmMbl KyPCo8ou pabomul (npoekma) 6
MHO2ONPODUILHOM KOJLTIedHCe.

ConeprxaHre OCHOBHOM yacTH paboTHI JOKHO COOTBETCTBOBAThH 3aJaHHIO M TPEOOBAHUSM,
U3JI0’KEHHBIM B METOJMYECKUX YKa3aHUSX IO BBINOJHEHUIO KypcoBOW paboThl. OCHOBHYIO 4acTh
CHEAYET NEJIUTh Ha pa3deibl, MOApa3eibl, MyHKTbl. KaK/Iblii 3JIEMEHT OCHOBHOM YaCTH JIOJKEH
MIPeICTaBIATh OO0 3aKOHYEHHBIN B CMBICIIOBOM OTHOILIEHHH (hparMeHT paboThl. 3ariaBue pasje-
JIOB HE JOJDKHO MOBTOPSATH TEMY KypcoBOil paboThl. O0s3aTeNbHBIM CTPYKTYPHBIM 3JIEMEHTOM OC-
HOBHOM 4acTHU KypcOBO#l pabOTHI SBIISETCS aHATUTUYECKUI 0030p TEMBI.

Amnanutrueckuii 0030p mpeacTaBiseT co00i pe3ynbTaT CUCTEMAaTH3UPOBAHHON NepepadoTKU
COBOKYITHOCTH JIOKYMEHTOB I10 ONPEIECICHHON Teme, coiepraliuii 0000IIeHHbIE U KPUTUYECKU
MIPOaHAIM3UPOBAHHbBIE CBEJICHHUS 00 UCTOPHUHU, COBPEMEHHOM COCTOSHHH, TEHACHIUSAX U MEPCIIeK-
THBAaX pa3BUTHs NpeaAMeTa 0030pa.

K TekcTy aHanuTHyeckoro 0030pa npeabsSBISIFOTCS CIEAYIONINE OCHOBHBIE TPEOOBaHMS:

— MOJIHOTA U JJOCTOBEPHOCTHh MH(OPMAIIHH;

— HaJIMYMe KPUTHYECKOH OIEHKU UCTIOJIB30BaHHONW WH(OpMAIINK;

— JJOTUYHOCTH CTPYKTYPBI;

— KOMITO3UITMOHHAS [IEJIOCTHOCTb;

— apryMEHTHPOBAHHOCTH BBIBOJIOB;

— SICHOCTb U YETKOCTb U3TIOKEHUSI.

B Tekcte MOMKHBI MPUMEHSTHCS TEPMUHBI, 0003HAYCHHSI M OIPEICICHUS, YCTAHOBJICHHBIC
CTaHJIapTaMU MO COOTBETCTBYIOIIEMY HANpaBICHUIO HAYKHU, TEXHUKH U TEXHOJIOTUH, & MPU UX OT-
CYTCTBHH - OOILIETIPUHSATHIC B HAYYHO-TEXHUUECKOM JIUTEPATYPE.

He nomyckaercs:

— IPHUMEHATH JJI OJHOTO W TOTO K€ TOHATHS Pa3InIHbIC HAYYHO-TEXHUYECKUE TCPMUHBI,
ONIM3KHUE 1O CMBICTY (CHHOHUMBI), & TaK’Ke MHOCTPAHHbBIE CIIOBA M TEPMHUHBI IIPU HAJIUYUU PABHO-
3HAYHBIX CJIOB M TEPMUHOB B PYCCKOM SI3BIKE;

— MPUMEHSTH MPOU3BOJILHBIE CJI0BOOOPA30BaHMUS;

— mpumenaTh uHAeKco crangaptos ('OCT, TOCT P, OCT u 1.1.), apyrux JOKyMEHTOB 0e€3
PETUCTPALIMOHHOTO HOMEPA;

UCIIOJIb30BaTh B TEKCTE MaTeMaTHUSCKHE 3HAKU U 3HaK & (auamerp), a Takxke 3Haku Ne (Ho-
Mep) U % (miporieHT) 6e3 uncnoBbIX 3HadeHu. CrnenyeT nucath: «remmeparypa 20 °Cy; «HOMED
ombITay (HO HEe « Ne OmbITay); «BIaXXKHOCTb 98 %», «IIPOLEHT BBIX0/1a» (HO HE « % BBIXOJay).

VYcnoBHbIE OyKBeHHBIE 0003HAYCHWS, W300pPaKEHUS WM 3HAKH JIOJDKHBI COOTBETCTBOBATH
MPUHSATHIM B ICWCTBYIOIIEM 3aKOHOJATENIbCTBE U TOCYJapPCTBEHHBIX CTaHAapTaXx.

5 O®OPMUIEHUE WIJTIOCTPAIIUM U TABJIMI]

Odopmienre MUTIOCTpalUi U TaOIMIl KypcoBOrO MpoekTa (paboThl) JAOJKHO CTPOrO COOT-
BETCTBOBATh:

—CMK-O-CMI'TY-42-09 Kypcosas paboma (npoexm): cmpykmypa, codepaicanue, obujue
npasua 6bINOJIHEHUs U OPOPMIEHUS,

—CMK-K-PHU-109-15 [lopsioox opeanuzayuu 6bINOJIHEHUS. U 3auumsl Kypcogol pabombl
(npoexma) 8 MHO2ONPODUILHOM KOJLIEOHCE.

Tadauubl

TaOnuiel TPUMEHSIIOT JUIsl Ty4IlIed HarJIgJHOCTH U yI00CTBa CpaBHEHHUS MTOKa3aTenen

Tabnuia momMeraercs B TeKCTE Cpa3y kKe 3a MEPBBIM YIIOMUHAHUEM O HEH WM Ha CIeayIo-
IEN CTPaHUIIE.
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Tabnu1iel, 32 UCKIIIOUEHUEM TPUBEACHHBIX B MPHIIOKEHUH, HYMEPYIOTCS B MPEIeIax KaXI0ro
paznena. B aTom ciiyyae HoMep TabIuUIBl COCTOUT U3 HOMEpa pasjiesia U MopsIKOBOro HoMmepa Tab-
JUIBI B TIpelenax paszeina, pas3/leleHHBIX TOYKOHM. [lomyckaercsi CKBO3HAas HyMepalusi TaOJuIl
apabckuMu 1 pamMu Mo BceMy TeKCTy. TaOnauibpl Kaxa0ro NpuiokeHus 0003HAYa0T OTAEIbHON
HyMepauueil apadbckumu nudpamu ¢ 1o6aBiIeHnEM nepe HUQpoit 0003HaAUCHHS TPUITOKEHHUS.

Ecnu B TekcTe oaHa TabaMIA, TO OHA JOKHA OBITE 0003HaueHa «Tadmuua 1» unn «Tabmuna
B.1», eciiu oHa npuBeeHA B IPHIIOKEHNUH B.

Hazpanue Tabmuipl, Ipu €ro HaJIUYUU, JOJDKHO OTPaXaThb €€ coiepkaHue, ObITh TOYHBIM,
KpaTkuM. Ha3zBanue TaObIUIBI MOMEINAIOT HaJ TaOJUIEH rmocie ee HoMepa 4epe3 THpE, C IMPOTHC-
HOM OYKBBI (OCTaJIbHBIE CTPOYHBIE), O3 ab3anHoro orcryna. Hagnuce «Tabmuna...» mummercs Haja
JIEBBIM BEPXHUM YIJIOM TaOJUIBI U BBINOJHACTCS CTPOYHBIMU OyKBaMu (KpoMe IEpBO MpoIuC-
HOI) 6€3 MoTYepPKUBAHMUSI.

3aroioBku Tpad TaOIMIIBI BHIMOIHSAIOT C MPONUCHBIX OYKB, a TOA3AroJIOBKU - CO CTPOYHBIX,
€CJIM OHU COCTAaBIISIOT OJHO MPEJIOKEHHUE C 3ar0JIOBKOM, U C MPOMHCHON - €CJIM OHHM CaMOCTOSI-
TeJbHBIC. B KOHIIE 3aroyioBKa M 1M0/3arojioBKa 3HAKW MPEMMHAHUS HE CTAaBATCA. 3arojIOBKH yKa3bl-
BalOTCA B €AMHCTBEHHOM umcie. JlomyckaeTcss MpUMeHsITh pa3mep mpudra B TabIuIe MEHBIIHH,
4eM B TeKcTe. J{naroHaabHOE /IeJIeHNE TaOIUIbI HE TOTYCKAeTCsl.

Tabnuiy ¢ GONMBIIMM KOJIMYECTBOM CTPOK JOIMYCKAETCs MEPEHOCUTh Ha APYTYI0 CTPaHHILY.
[Tpu mepeHoce yacTu TaOIUIIBI HA IPYTYIO CTPAHUILY 3ar0JIOBOK MOMEIIAIOT TOJIBKO MEpe]] IepBOi
4acThbIO TAOJIMILIBI, HAJ JPYTMMHU YacTsMU cripaBa muinercs cioBo «lIpomomkeHne» u ykasbiBaeTcs
MOPSAKOBBIN HOMep TaOnuibl, Harpumep: «lIponomkenue Tadnuusl 2.7». HuxHIOI0 rOpU30HTa b-
HYIO YepTYy, OFPaHUYUBAIOLIYIO Ta0JIUIly, HE TPOBOMSIT.

Ilpumep ogpopmnenus mabauyol

«[IpaBuna opraHuzainu XpaHEHHs, KOMIUIEKTOBAHUS, yU€Ta U HCIOJIb30BAHUS JOKYMEHTOB
ApxusHoro ¢onga Poccuiickoit @enepanuu, Jpyrux apXuBHBIX TOKYMEHTOB B TOCYIapCTBEHHBIX U
MYHHIIMIIATBHBIX apXHUBax, My3esX W OuOnuoTekax, opraHu3anusx Poccuiickol akameMuu HayK»
YCTaHABJIMBAIOT APAaMETPBI TEMIIEPATYPHO-BIKHOCTHOTO PEKMMA B IIOMEILICHHH apXUBa JIJIs 101
TrOBpEMEHHOT0 XpaHeHus AJokyMeHToB (Tabmuna 1.2).

Tabnuma 1.2 - TpeboBaHus K TEMIIEPATYPHO-BIAKHOCTHOMY PEKHUMY XpaHEHUsI TOKYMEHTOB

Bun nokymenTa OTHOcHTETbHAS BIIAXK-
y Temnepatypa, °C R
HOCTb BO311yXa, %

4epHO-Oebie [BETHBIE  YEpHO-OENble | IIBETHBIC
JIOKyMEHTBI Ha KUHOILICHKE:
HUTPOOCHOBA He Bple +10 HE BBIIIE -5 40-50 40-50
Oe3omacHasi OCHOBa He BbIe +15 HE BBIIIE -5 40-50 40-50
(OTOOKYMEHTHI:
CTEKJIO He BeIme +15 HE BHIIIE -5 40-50 40-50
MJICHKA He BbIe +15 HE BHIIIE -5 40-50 40-50
¢dbotobymara He BbIe +15 HE BHIIIE -5 40-50 40-50
JOKYMEHTHI HA MATHUTHOM JICHTE +8- +18 45-65
Y TUCKOBBIX HOCUTEISX
JOKYMEHTBI Ha OyMa)KHOW OCHOBE +17 - +19 50-55

Niumocrpanuu
KommuectBo I/IJ'IJ'IIOCTpaI_II/If/'I, noMemaceMbIX B TCKCTC, JOJXKHO OBITh AOCTAaTOYHBIM JId pac-
KPBITUS cCoiep)KaHusl paboThl. MiumocTpanuu (d4epTexu, rpauku, cXxeMbl, KOMIbIOTEPHBIE paciie-
YaTK, AMarpaMMbl, GOTOCHUMKHU U T.I.) CJIEAYET pacrojiarath HEMOCPEICTBEHHO IMOCIE MEPBOTO
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YIIOMHHAHUS B TEKCTe, WIK Ha cleayomeil crpanune. Mmmoctpanun MOryT ObITh B KOMIIBIOTEP-
HOM UCIIOJIHEHHH, B TOM YHCJIE€ U LIBETHBIE.

Bce mmnroctpanun MMEHYIOTCS B TEKCTE€ PUCYHKaMU UM HYMEPYIOTCS B IpEJesax Kaxaoro
pasznena. Homep mitrocTpanuu cocTaBisieTcss U3 HOMepa paszelia v MOpsAKOBOTO HOMEpa UILTKOCT-
panuu B Ipelesnax JaHHOIO pasjiera, pas3AeieHHBbIX TOUKOW, HallpUMep: «pUCYHOK 5.1» (nmepBblit
PUCYHOK MsITOro pazzena). JlomyckaeTcsi CKkBO3Hasi HyMepalus pUCYHKOB apaOCKUMU LuppamMu 1o
BceMy TekcTy. Eciu pucyHOK onuH, TO OH obo3Hadaercs «PucyHok 1». MimocTpamuu Kaxmaoro
MIPUJIOKEHUsI 0003HAYAIOT OTIENbHOM Hymepaiueil apabckumu nudpamu ¢ 100aBlieHUEM Hepen
uudpoit o6o3naueHus npunoxxenus. Hanpumep, «PucyHok A.3».

Ha Bce mumocTpanuu 10JKHBI OBITH TaHBI CCHUIKH B TeKCTe. [Ipu cehlikax Ha WILTFOCTPALuU
CJIEyeT MUCATh «... B COOTBETCTBUM C PUCYHKOM 2)» IPU CKBO3HON HyMEpalMH U «... B COOTBETCT-
BHUH C PUCYHKOM 1.2» npu Hymepanuu B npeieaax pasjaena.

WnmrocTpanust pacroyiaraercst o TeKCTy JOKYMEHTa, €CIM OHa IOMEIaeTcst Ha Jucte Gop-
mara A4. Ecimu dopmat mumroctpanuu 6oinbie A4, To ee clieyeT nmoMeniats B npuiokeHuu. do-
TOCHUMKH pa3zMepoM MeHble popmata A4 10JKHBI ObITh HAaKJICCHbI Ha CTaHJAPTHBIE JINCTHI OeI0i
Oymaru. Ummroctpanuu ciieyer pa3Meniath Tak, 4ToOObl MX MOXKHO OBLIIO paccMaTpuBaTh 0€3 MOBO-
pOTa JOKYMEHTa UJIU C [IOBOPOTOM I10 YACOBOM CTPEJIKE.

Wnnmroctpanuu cieayer BBIIONHATH Ha TOH ke Oymare, 4To U TeKCT, TUOO Ha KallbKe TOTO Ke
dopmara ¢ coOIroIeHNEM TeX XKe TOJeH, YTO U A TeKcTa. [Ipu 3TOM KanbKy ¢ MIUTIOCTpaluei
clieyeT MOMEIaTh Ha JTUCT 0eoi Hempo3padHoil Oymaru.

Wnmroctpanuu, npu He0OX0AUMOCTH, MOT'YT UMETh HAMMEHOBaHue, Hanpumep: «PucyHnok B.2
- CxeMa anropuTMa» U MOSCHUTENbHBIC JaHHbIE (MOIPUCYHOUHBIH TeKCT). CIOBO «PUCYHOK», €ro
HOMEp U HaMMEHOBaHUE MOMEUIAI0T HUKE U300pakKeHUs 110CII€ NOSICHUTEIbHBIX JTaHHBIX CUMMET-
PUYHO WILTOCTPALUU.

[Ipumepst odopMIIeHHS HILTIOCTPALIUN

CrpykTypa u mraTHas yuciaeHHocTh B MKY «"opockoii apxuB» NpecTaBiIeHbl Ha pUcyHKe 2.2.

JUPEKTOP
I'maBHbI OyxTanTep P
APXMBA
v
Orgen yd€Ta U COXpPaH- OTA€eN UCTIOJIHEHUS COIMaIbHO- Otaen uCIoOJIb30BaHUs
HOCTHU JOKYMCHTOB IMPaBOBLIX 3aIIPOCOB HOKYMCHTOB
4 gen. 8 uen. 3 gen

TexHuyeckuii nepcoHan

3 ye.

A

Pucvraok 2.2 - Crovkrvna w mrratHas unciienHocth MKY «"ononckoi anxus»
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TepMuH «@pxuB» U «apXUBapHyC» IMPOHUKIN B PyCCKHH s3bIK B 310Xy [letpa |. B I'enepansHoM
pernmamente 1720 roma ycranaBinuBaercs: «KHUTH, JOKYMEHTBI, Jela, YYMHEHHBIE PETUCTPATYPHhI, KO-
I7la OHbIE B KAHUEJSPUU U B KOHTOPE JIE)KAIH, IOTOM B apXUB C PACIIUCKOI0 apXUBapUYCy OTAAIOTCS.
ApxuBapHycy HaJUIeXajo «IHMChMa MPUJICKHO COOMpaTh, OHBIM PEECTPhl YUHUTH, JIUCTHI IIEPEMEUH-
BaTh...» (pUCYHOK 1).

PETAAVERTS,

TEHEPAADHBIT

QEI‘AAMEI'IT'I)

nan

YCTABb,

aihner a
MAS ARAN

A NNERRD o fums

HOCTPAHHBIXD ABAD.
\MOFbD.

ABA 4N
CLunn. O DHCEAAB OTh KOAAEIE
BUSIOND. [Qanassty koxatsim marscnums ores duinina enddi o RmipaR
BiiTe - S ANAKGER Crneptes, NEOTL 800 DIREATUIN ) ALARMWL POLAMSERT
ICRAGS. L mEL R JLO SN 6u;- DY & Ao pred
AUHITAN, | 2 -

" 1
rA INFPEAZCATE NATAR

Pucynok 1 - «I'eHepaibHBbIiA perjiaMeHT Win Y CTaB»

TexcT KypcoBoil paboThI JOKEH UMETh CIUIOLIHYI0 HyMepaluio cTpanull. CTpaHUIlbl CIeay-
€T HyMepoBaTh apaOCKUMH nu(ppamMu, coOJr01asi CKBO3HYIO HYMEPAIIUIO 110 BCEMY TEKCTY paOOTHI.
Homep cTpanunbl mpocTaBisieTcs B IIEHTpE HUXKHEW 4YacTu jucTta 0e3 TOYKU. TUTYIbHBIN JHCT
BKJTFOYAETCS B OOIIYI0 HyMEpaIlfio CTPaHUIl paboThI, HO HOMEpP CTPAHUIIBI HA HEM HE TIPOCTABJISICT-
csl.

6 CIIMCOK UCITOJIb30OBAHHBIX NICTOYHUKOB

Cnucok UCIIONIb30BAHHBIX UCTOYHUKOB YKa3bIBAE€TCSA B COOTBETCTBUU C JIEHCTBYIOIIMMHU HOP-
MaMHU JJIsl HAy4HO - TEXHUYECKOU JIUTEepPaTypBhl.

CBenenus o kHUrax (yuyeOHUKH, CIIPAaBOYHMKH U JIp.) JOJDKHBI BKIIOYATh: (PaMUIMIO U UHU-
[[Majbl aBTOpa, 3arjaBue KHUTH (0€3 KaBbIueK), ToJ U3/1aHus, 0O0BbEM B CTpaHHIIax.

[Tpumep opopmiIeHHsSI HCTOYHUKOB

CIIMCOK UCHTIOJIB30OBAHHBIX NICTOYHHUKOB

IIpumep onrcanus CTaHIAPTOB

1. TOCT P 7.0.8-2013 HanmonanbHbI# cTanaapT Poccuiickoit @eneparnuu. CucreMa cTaH-
JTapToB 10 MHGOPMAIH, OMOIMOTEYHOMY U M3JATEIbCKOMY Jely. Jlemonponu3BOACTBO U apXUBHOE
neno. Tepmunsl u onpenenenus [Texer] — Been. 2014-03-01 — M.: Crannaptundopwm, 2013. —11 c.

HpHMep OINMHUCAHUS BJICKTPOHHOTO NUCTOYHUKA
1. http://www.proco.ru/haccp_6.htm
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2. Mexnaynapoansie npodecCHOHANBHBIE CTaHIAPTHI BHYTPEHHETO ayIuTa. —
http://www/iia-ru.ru/goods/index.html#top.

[Ipumep onucanus CTaTbu U3 KypHasa, ra3eTbl
1. Apmaxkynu, B. Cucrema XACCII: poccuiickoii Bepcun — aBa roga. CTaHaapTsl U Kade-

cTBO [ TeKCT]: Hay9HO-TEeXHUYECKUI U SKOHOMUYECKUH )KypHam/yupenutenb [ occranaapt Poccun.
— M.: PUA «Crannmaptsl u kagectBo», 2003, Ne 9. — c. 85-87. — ISSN 0038-9692.

HpHMep OIIMCAHHA KHHUI'M OJHOI'O aBTOpa

1. 'nmagmii, E. B. JlokymeHTanmonHoe obecrieuenue ymnpasiieHus [Tekct]: YueGHoe moco-
oue/I'mamuiiE.B. — M.: UL PUOP, HUI[ MH®DPA-M, 2016. — 249 c. — Pexum nocryma:
http://znanium.com/catalog.php?bookinfo=468335

[Tpumep onucanusi KHUTH IO peAaKIIuen

1 BmikoBa, T. A. JlokyMeHTaIMOHHOE 00ECIICUCHNE YIIPABICHUS HETOCYIapCTBEHHBIX Op-
raau3aiuii [ Texcer]: YuebHoe nocobue/brikoBa T. A., Cankuna JI. B., 2 uzn., nepepa0. u nom. — M.:
HUILL UH®PA-M, 2015 — 302 ¢. — Pexxum poctyma: http://znanium. com/catalog.php ?bookinfo
=463884

HpHMep OIMIKMCaHusA KHUTH I10J 3arjiaBuCM

1. ApxuoBenenue [Texct]: YueOHUK /Ui HAYATBHOTO MPO(ECCHOHATBHOTO 00pa30BaHuUs:
YyeOHoe mocobue st cpeanero npodeccuonansuoro oopasosanus / E.B. Anekceesa, JLII. Ada-
HaceeBa, E.M. Byposa; Ilox pex. B.Il. Ko3nosa. — 3-em3n., norn. — M.: M3garensCkuil MEHTP
«Axagemus», 2005. — 272 c.

7 BAIIIUTA KYPCOBOM PABOTHI

B mpouecce moAroToBKM K 3alUTe CTYIAEHT TOTOBUT Jokian Ha 7-10 muuyr. B noknazne
JIOJKHO OBITh PAcKpPBITO COJAEP)KAaHUE KYpCOBOM padOThI, PACKPBITHI IIaBHbIE MOJIO0XKEHUS, OOJIbIIIE
MIOJIOBUHBI JIOKJIAJa JOJKHO OBITH MOCBSILIEHO MPAKTUYECKON YacTH, 3aKaHYMBACTCS JI0KJIa]l BBIBO-
JaMU U TIPEIIOKECHUSAMU.

3ammra KypcoBoil paboThl OCYIIECTBIISETCS Mepe]l KOMUCCHEH, COCTOsIIEN U3 MperoiaBaTe-
nen.

8 KPUTEPUU OIIEHKH KYPCOBOM PABOTBI

KypcoBas paGota onieHuBaeTcs 1o nsATHOAUILHON cucTEME.

Kpurepusimu onieHKH KypcoBOil pabOThI MO AUCIUIINHE SBIISIOTCS:

e KA4eCTBO COJIEpXKaHUs paboThl (JocTkeHne cHOPMYTUPOBAHHON L€ U pElIeHUE 3a71a4
HCCIIEIOBAHMSI, TTOJTHOTA PACKPBITUS TEMbI, CHCTEMHOCTD 10/IX0/1a, OTPAKEHUE 3HAHUN JTUTEPaTyphl
W pa3IMYHBIX TOYEK 3PEHUS 10 TEME, HOPMATHBHO-TIPABOBBIX aKTOB, apTyMEHTHPOBAHHOE 00OCHO-
BaHUE BBIBOJIOB U NPEJIOKEHHI);

e coOmofeHue rpaduka BBIOIHEHNS KYPCOBOI paOoTHI;

e 000CHOBaHHE aKTYaJIbHOCTH BBIOpPAaHHON TEMBI,

e COOTBETCTBHE COJIEp)KaHMsI BEIOPAHHOH TeMe;

e COOTBETCTBHE COJIEpXKaHMs IJIaB U naparpadoB UX Ha3BaHMUIO;

e JIOTHKA, TPAMOTHOCTbH U CTHJIb U3JIOKCHHUS;

e HaJIM4YME MPAKTUUYECKUX PEKOMEHIAINH;

e BHEUIHMI BUJ pabOTHI U €€ OPOpMIIEHHE, aKKYPATHOCTb;
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e COOJIOCHNE 33JaHHOT0 00BeMa PaboTHI;

e HAJIMYHE XOPOIIO CTPYKTYPHPOBAHHOTO IUIAHA, PACKPHIBAIOLIETO COAEPIKAHUE TEMBI Kyp-
COBOM pabOTHI;

e HaJIWYHE CHOCOK M IPABHJIBHOCTH IIUTUPOBAHUS;

e KayecTBO OPOPMIICHHS PUCYHKOB, CXEM, TaOJIHI;

e TIPaBHIBHOCTH O(OPMIICHHUS CITUCKA UCIIOJIL30BAHHOM JIMTEPATYPHI;

e JIOCTaTOYHOCTb U HOBU3HA U3YUYEHHOM JINTEPATYpPHI;

e OTBETHI HA BONIPOCHI MPH ITyOIUYHON 3aIUTe PaOOTHI.

Ilpumep

O1neHKa «OTJIMYHO» BBICTABISETCS MPH BBIOJHEHUH KYpPCOBOW pabOTHI B MOJHOM 00BEME;
UCIIOJIb3YETCSl OCHOBHAs JHUTepaTypa o mpobieme, paboTa oTinyaercs IiyOMHOH mpopaboTku
BCEX pa3ZeiioB COAEPIKATENLHON YyacTh, opopMiIeHa ¢ COOIIOICHIEM YCTaHOBIEHHBIX IPABHUIL; CTY-
JICHT CBOOOJIHO BJIaJICET TEOPETUUECKUM MaTepraIoM, 6€30IHnO0YHO MPUMEHSIET €ro Npu PeleHun
3aja4, c()OpMYIMPOBAHHBIX B 33JaHUU; HA BCE BOIPOCH Ja€T MPaBHIbHbIE U 0OOCHOBaHHBIC OTBE-
ThI, yOSTUTENbHO 3alIUILIAET CBOIO TOUKY 3PEHUSI.

OneHka «XOpoII0» BHICTABJIAETCSA MPU BBINOJIHEHUH KypCOBOM pabOThl B MOJIHOM OOBEME;
paboTa oTauvaercs rIyOMHON MpopabOTKU BCeX pa3/IesioB COJIEpKaTelbHOM 4acTu, opopMIieHa ¢
COOJIIOJICHHEM YCTAHOBIIGHHBIX MPaBUJ, CTYACHT TBEPAO BIAJEET TEOPETHUYECKHUM MaTEpPHAJIOM,
MOXKET MPUMEHSTh €r0 CaMOCTOSITENIbHO WM M0 yKa3aHUIO MpenojiaBaress; Ha OONbIINHCTBO BO-
MIPOCOB JaHBI MPABHIILHBIE OTBETHI, 3AIUIIACT CBOIO TOUKY 3PEHUS TOCTATOYHO OOOCHOBAHO.

OneHka «y/A0BJIETBOPUTEIbHOY» BBICTABISAETCS IMPH BBINOJIHEHUU KYpPCOBOM pabOTHI B OC-
HOBHOM TIPAaBHJILHO, HO 0€3 IOCTAaTOYHO ITYyOOKOH MPOpabOTKH HEKOTOPHIX pa3/ieioB; CTYACHT yC-
BOWJI TOJILKO OCHOBHBIE pa3/iesibl TEOPETUYECKOr0 MaTepuaia 1 Mo yKa3aHUIo MperoaaBarens (06e3
WHUIMATUBBI U CaMOCTOATEIBHOCTH) TPUMEHSIET €ro MPaKTUYECKH; Ha BOIPOCH OTBEYAET HEyBe-
PEHHO WJIM JOMYCKAeT OUIMOKHU, HEYBEPEHHO 3aIlUIIAET CBOIO TOUKY 3PCHHUSL.

OrneHKa «Hey/10BJIeTBOPUTEIbHOY» BBICTABIISICTCS, KOTJAa CTYACHT HE MOXKET 3aIUTUTHh CBOU
peleHusl, J0MycKaeT rpyoble pakTHUECKUe OMMOKHM MPU OTBETaX Ha IMOCTABJICHHBIE BOMPOCHI WIIN
BOBCE HE OTBEYAET HAa HUX

[TonoxutenbHast OLEHKA BBICTABIIETCS B BEAOMOCTh U 3a4ETHYIO KHMXKKY. CTyIeHT, momny-
YUBIIUN HEYTOBIECTBOPUTEIBHYIO OIIEHKY, IOJDKEH J0opadoTaTh KypcoBYIO padoTy. B aTom ciydae
CMEHA TEMbI He JIOITYCKaeTCH.

OneHka ypoBHs c(pOpMHUPOBAHHOCTH MPO(ECCHOHANBHBIX M OOIIMX KOMIETEHIMI BO BpeMs

IIOATOTOBKHU MU 3allIMThI KprOBOﬁ pa6OTBI o HpO(l)eCCI/IOHaHBHOMy MOAYJIIO ONIPEHCISACTCIA PYKOBO-
JAUTCIIEM I10 YHHBepcaHLHOﬁ IKaJ€ OICHKU 06pa30BaTeJ'ILHLIX ,Z[OCTI/I)KGHI/Iﬁ, KOTOPBIC BKIIFOYAKOT B
ce0sl OCHOBHBIC TTOKa3aTeIN OIICHKHU PE3YJILTAaTOB
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Ornenka oOpa3oBaTeIbHBIX JOCTHKCHUH CTYACHTA (KH)

Kon n nanmeHnoBanue
KOMIIETEHIIUH

OreHka (TI0JI0KUTEIbHAS
— 1/ orpunatensHas — 0)

Konmn
naumeHoBanue OITOP
(OCHOBHBIX TTOKa3aTelNeil OIIEHKH Pe3yibTaTa)

BrI-
oJI-
HECHHUE
KII
(KP)

3a-
mra
KII
(KP)

Wnre-
rpab-
Has
OITCHKA
OIIOP

[IK 2.1. OcymecTBIATh 3KCIIep-
TH3Y LEHHOCTU JJOKYMEHTOB B
COOTBETCTBUH C ACHCTBYIOLIUMH
3aKOHOJIATEIbHBIMH aKTaMH 1
HOpMaTHBaMH

OIIOP 2.1.1 Opranu3syet u MPOBOIUT SKCIIEPTUIY IICH-
HOCTH JJOKyMEHTOB Ha 3Tale JIeIONPOHU3BOICTBA IPH
COCTaBJICHMH HOMEHKJIATYpHl el M B Ipouecce (Hop-
MHUPOBaHHMS JIeNI B COOTBETCTBUU C JEHCTBYIOIIUMHU 3a-
KOHOJIATEJIbHBIMH ¥ HOPMAaTUBHBIMU JJOKYMEHTaMH 110
JISJIONPOU3BOJICTBY U apXUBHOMY JIENy.

OIIOP 2.1.2 OpranuzyeTt U NPpOBOAUT IKCNEPTU3Y LIEH-
HOCTH JOKYMEHTOB Ha 3Talle MOATOTOBKH UX K Iepeaaye
B apXMB OPTaHM3ALMHU B COOTBETCTBUH C ACHCTBYIONIH-
MU 3aKOHOJIaTeJIbHBIMU 1 HOPMATUBHBIMH JIOKYMEHTA-
MH 110 JICIIONPOU3BOACTBY M APXHBHOMY JICIY.

OIIOP 2.1.3 Opranu3zyet u MpoBOAUT OTOOP ¥ MOIT0-
TOBKY JIe]l ¥ IOKYMEHTOB K IIepe/iade Ha MOCTOSTHHOE
XpaHEHHE B TOCYJapCTBEHHBIN MIIM MYHHUIINTIATIbHBIA
apXHB B COOTBETCTBUH C ICHCTBYIOIINMH 3aKOHO A~
TENBHBIMHA ¥ HOPMaTHBHBIMH JJOKyMEHTaMH IO JIeJI0-
MIPOM3BOJICTBY M apXHUBHOMY JIEITy.

[IK 2.2 Bectu padoty B cucrte-
Max JIEKTPOHHOTO JOKYMEHTO-
obopota

OIIOP 2.2.1 Opranmsyer paboTy apxXuBa B CHCTEMax
3IEKTPOHHOIO JOKYMEHTO00OpPOTa B COOTBETCTBHU C
HOPMAaTHBHO-METOANYECKUMHU JTOKYMEHTaMH IO apXHB-
HOMY Jielly.

OIIOP 2.2.2 OpranusyeT paboTy apXxuBa Ha OCHOBE
HH(POPMALMOHHBIX TEXHOJIOTHI B COOTBETCTBUH C JICH-
CTBYIOIIMMH HOPMATUBHO-METOJINYECKUMH TOKYMEH-
TaMU 110 apXHUBHOMY JIElly.

OIIOP 2.2.3 Hcnonp3yet B paboTe apXruBa KOMITBIOTEP-
HYIO TEXHUKY M IIPOTPaMMHOE 0OecIiedyeHne ISl XpaHe-
HUSI, KOMIUIEKTOBAaHUS, y4ETa U HCIIOIb30BaHUS JIOKY-
MEHTOB apX1Ba B COOTBETCTBHH C JCHCTBYIOIMMHU HOP-
MaTHBHO-METOANYECKIUMH TOKYMEHTAMU 110 apXHUBHOMY
JIeny.

IIK 2.3 Pa3pabaTpiBaTh U BECTH
kinaccuukaTtopsl, Tabeaum U
JIpyrUe CIPaBOYHHKH MO JOKY-
MEHTaM OpraHu3aluu

OIIOP 2.3.1 Pa3pabatbiBaeT KIacCH(PHUKATOPHI TIO JIOKY-
MEHTaM OpTraHW3allid B COOTBETCTBUH C HOPMAaTHBHO-
METOIMYECKUMH JJOKyMEHTAaMH 110 apXUBHOMY JIEITy.

OIIOP 2.3.2 Pa3pabareiBacT M BEIET CIIPABOYHUKU IO
JIOKyMEHTaM OpTaHM3aIlH B COOTBETCTBHU C HOPMAaTHB-
HO-METOANYECKUMH JIOKYMEHTaMH 110 apXHBHOMY JIETy.

OIIOP 2.3.3. Pa3pabatbiBaeT U BEOET TaOCIH MO JIOKY-
MEHTaM OpraHu3alMd B COOTBETCTBUU C HOPMAaTHBHO-
METOJIMIECKUMU IOKYMEHTAMH 10 apXUBHOMY JIENTY.

IIK 2.4 OGecnieunBaTh IpUeM U
panMoHaIbHOE pa3MeIIeHue J0-
KyMEHTOB B apxuBe (B T.4. J0-
KYMEHTOB I10 JINTHOMY COCTaBYy).

OIIOP 2.4.1 Oprann3yeT KOMIUIEKTOBaHHE apXHBa B CO-
OTBETCTBHM C JACUCTBYIOUIMMH 3aKOHOJATEIBFHBIMH U
HOPMATHBHBIMHU TOKYMEHTAMH 110 apXUBHOMY JIENTY.

OIIOP 2.4.2 OpranusyeT npuéM W parMoHaIbHOE pa3-
MCIICHHUE JOKYMCHTOB B apXUBE B COOTBETCTBUU C }16171-
CTBYIOIIIUMH 3aKOHOJATCJIbHBIMU U HOPMAaTHUBHBIMHU 10-
KYMEHTaMH 110 JAeJONPOU3BOJICTBY U apXUBHOMY JIEINY.

OITOP 2.4.3 Opranuzyet u pa3MemaeT JOKYMEHTHI 10
JMYHOMY COCTaBY, NIepe/laHHbIC HAa XPaHEHUE B apXUB, B
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COOTBETCTBUM C ACHCTBYIOLUIMMH 3aKOHOAATEIbHBIMU U
HOPMAaTHBHBIMH JOKYMEHTaMH 10 JICJIONPOU3BOJCTBY U
ApXHBHOMY JIEIy

I[IK 2.5 Ob6ecneyuBath y4er
COXPaHHOCTb JOKYMEHTOB B ap-
XUBE

OIIOP 2.5.1 ObecrneunBaeT COXpPaHHOCTH JOKYMEHTOB
Ha OyMa)XKHBIX HOCHUTEISIX, HAXO[LINXCS B apXHUBE Opra-
HH3AIMH, B COOTBETCTBUH C JEHCTBYIOIIMMH 3aKOHOIA-
TENBHBIMH M HOPMATHBHBIMH JOKYMEHTaMH IO apXHB-
HOMY JIeIy.

OIIOP 2.5.2 ObecneunBaeT COXpPaHHOCTH JEKTPOHHBIX
JIOKYMEHTOB B apXHMBE OPraHW3allMd B COOTBETCTBUH C
JIEWCTBYIOIMMH 3aKOHOJATEIbHBIMH M HOPMAaTHUBHBIMHU
JIOKYMEHTaMH 110 apXUBHOMY JIEITy.

OIIOP 2.5.3 Opranusyer y4é€T AOKYMEHTOB apxuBa B
COOTBETCTBHH C JEHCTBYIOIIMMH 3aKOHOJATEIbHBIMH U
HOPMaTHBHBIMH JOKYMEHTaMH 110 apXHBHOMY JIETIy.

IIK 2.6 OpraHu3oBbIBaTb HC-
MOJIb30BAHUE APXUBHBIX JIOKY-
MCHTOB B HayYHBIX, CTIPABOYHBIX
U TIPAKTHYECKUX LEIIAX

OIIOP 2.6.1 Opranu3yeT omnepaTUBHBINA MOUCK MOKY-
MEHTHOI MH(OPMALUK B apXHBE B COOTBETCTBUU C JIEH-
CTBYIOIIMMH 3aKOHOJATCIBHBIMA 1 HOPMATHBHBIMH J10-
KyMEHTaMH 110 apXUBHOMY JICIy.

OIIOP 2.6.2 Opranusyer UCHOIb30BaHUE APXUBHBIX J0-
KyMEHTOB B HaY4YHBIX, CIIPABOYHBIX U MPAKTHYECKUX I1e-
JSIX B COOTBETCTBHH C JICHCTBYIOIIMMH 3aKOHOAATEIb-
HBIMH 1 HOPMAaTHBHBIMH JOKYMEHTAaMH II0 ApXHUBHOMY
Jeny.

OIIOP 2.6.3 OpranusyeT UCHOJIb30BaHUE apXUBHBIX J10-
KyMEHTOB 110 MCIOJIHEHHIO 3allpOCOB IIOJb30BaTelel B
COOTBETCTBHH C JICHCTBYIOIIMMH 3aKOHOJATEILHBIMH U
HOPMaTHBHBIMH JOKYMEHTaMH 110 apXHBHOMY JIETy.

IIK 2.7 OcymiecTBiIiATh OpraHu-
3aI[HOHHO-METOJIMYECKOE PYKO-
BOJICTBO M KOHTPOJIb 32 paboTOM
apXuBa OpPTraHU3aLlMH U 3a Opra-
HHU3alMeil JOKYMEHTOB B JEJO-
NPOU3BOJICTBE

OIIOP  2.7.1  OcymuiecTBiasieT  OpraHU3aLMOHHO-
METOANYECKOT0 PYKOBOACTBO PabOTOH apxuBa B COOT-
BCTCTBHUH C IleﬁCTByIOHIHMH 3aKOHOJAATCIIbHBIMU U HOP-
MAaTHBHBIMH JIOKYMEHTaMH I10 JEJONPOH3BOJCTBY H ap-
XHBHOMY JI€Iy.

OIIOP 2.7.2 Opranuzyet KOHTPOJb 32 pabOTOH apXuBa U
3a OpraHu3alneil JOKyMEHTOB B JEJIONPOU3BOJICTBE B
COOTBETCTBHH C JEHCTBYIOIIMMH 3aKOHOJATEIBHBIMA U
HOPMAaTHBHBIMH JIOKYMEHTaMH MO JEJIONPOHU3BOJICTBY U
APXHMBHOMY JIEJTy.

OIIOP 2.7.3 Okxa3plBa€T METOAUYECKYIO M IpPaKTHUe-
CKYIO MTOMOIIb CTPYKTYPHBIM MOJpa3esieHHsIM B paboTte
C JOKyMEHTaMH OPTaHM3allUU B COOTBETCTBUH C JIEHCT-
BYIOIIUMH 3aKOHOJATEIbHBIMU M HOPMaTHBHBIMH JIOKY-
MEHTaMHU I10 JIeIONPOU3BOJICTBY M apXUBHOMY AETTy.

OK 1. [loHumate CymHOCTH |
COLMAJIbHYIO 3HAYUMOCTh CBOEU
Oymyme#t mpodeccun, mpOsB-
JISITh K HEW YCTOMUYMBBIN MHTEpEC

OIIOP 1.1 [emonctpanus uwHTepeca K Oyaymied mpo-
(eccun B mporecce OCBOCHHsS 00pa3oBaTeNbHOI Hpo-
TPaMMBI.

OIIOP 1.2 lemoHCTpanusi NpakTHYECKOTO OIbITA.
OIIOP 1.3 YyacTre B onuMIIAaax, KOHKypcax npodec-
CHOHAJIBHOTO MacTepCTBa.

OK 2. Opranus3oBbiBaTh  COOCT-
BEHHYIO JIESITEIbHOCTD, OIpesie-
JSATH METOABI M CIOCOOBI BBI-
MOJHEHHS TPO(ECCHOHATBHBIX
3ajad, OIeHNBaTh UX 3(p(HeKTuB-
HOCTb U Ka4eCTBO.

OIIOP 2.1 BeiOop u nmpuMeHEeHHEe METOAOB M CHOCOO0B
penieHust NpodecCHOHANBHBIX 33/1a4 B 00JAaCTH HOKY-
MEHTAlMOHHOTO OOecreueHHs yNpaBIeHUs] U apXUBOBe-
JICHUSI;

OIIOP 2.2 CBoeBpeMEHHOCTh ClIa4yH 3a/IaHNi, OTYETOB.
OIIOP 2.3 PannoHamHOCTh TUIAHUPOBAHUS M OpraHu3a-
I[MH JISSITELHOCTH 110 BBIMOJIHEHHIO 3aJaHUN U KypCO-
BOW paboTHI, MOJITOTOBKH K SK3aMEHaM

OK 3. Penrath npo0iiemsl, ore-
HUBATh PUCKU M IPUHUMATH

OIIOP 3.1 Ananu3 craHAapTHOW M HECTAHIAPTHOH CH-
Tyaruu.
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pEIICHNS B HECTAHAAPTHBIX CH-
Tyanusx.

OIIOP 3.2 BpiOop ONTHMAJIBEHOTO pPELICHHs CTaHAapT-
HOU M HECTaHAAPTHON CUTYyaIUH.

OIIOP 3.3 AprymenTanus pemeHus IpoOIeMHBIX 3a1ad
U CUTyaluH.

OK 4. OcymecTBiaTh TIOUCK,
aHaIN3 ¥ OLIEHKY MH(pOpMAaLuH,
HEOOXOIMMOH VIS ITOCTaHOBKH
U pemeHus mpodecCHOHANIBHBIX
3aja4, MpodecCHOHANbHOTO U
JIMYHOCTHOTO Pa3BUTHSL.

OIIOP 4.1 Tlomck 3HaUMMO¥ MH(POPMAIIH B COOTBETCT-
BUH C TTOCTaBJICHHBIMH 33a4aMHU.

OIIOP 4.2 Ananu3 ¥ UCHONB30BaHNE WH(POPMAIHU IJIS
3¢ GEKTHBHOTO BBHITIOTHEHHUS MPO(ecCHOHANBHBIX 3a1ad,
podecCHOHANBHOTO U IMYHOCTHOTO Pa3BUTHSI.

OIIOP 4.3 IlposiBneHue o0mel KyabTypsl 1 Kpyrosopa.

OK 5. Ucnionb3oBath mH(pOpMa-
[IMOHHO-KOMMYHHKAIIHOHHEIE
TEXHOJIOTUH JUI COBEPIICHCT-
BOBaHUsI  Npo(deccCHOHAIBLHOMN
JIeSITEIIbHOCTH.

OIIOP 5.1 Ucmonszosarne UKT («KoucysbranT [Timrocy»
«1C:IlpennpusiTue, makeT OPUKIAAHEIX mporpamMmm «Mi-
crosoft Office»: tabnuunsriii mporieccop Microsoft Excel,
TekcToBBIl mpoueccop Microsoft Word, 6payzep Mi-
crosoft Internet Explorer,), Heobxoaumble sl BBIIONHE-
HUs PO ecCHOHANBHBIX 3a1a4 B obnact JOY u apxu-
BOBCJICHUSL.

OIIOP 5.2 UcnonszoBanue MKT mpu moaroToBke uc-
CIIeIOBATENILCKOM M TBOPUECKOH paboTHI.

OIIOP 5.3 UcnonszoBanue MKT npu yuyactum B uc-
TaHIMOHHBIX OJIMMIIHANaX, KOHPEePESHIUIX, KOHKYpCcax

OK 6. PaboTaTh B KOJIIEKTHBE U
KoMaHze, oOecmeunBaTh €€
crutoueHue, JSPGEKTHBHO 00-
IATBCS ¢ KOJUIETaMH, PYKOBO-
JICTBOM, TIOTPEOUTEISAMH

OIIOP 6.1 B3aumoseicTBre ¢ 00ydYaIOIIMMHUCS B y4ueO-
HOM 1 BHEYy4eOHOH JeaTebHOCTH.

OIIOP 6.2 BzaumopelcTBHE C IpernoAaBaTeNIIMH B
y4e0HOI 1 BHEYIeOHON NeATSIFHOCTH.

OIIOP 6.3 BzaumoneiictBue ¢ paboromateneM B Ipo-
ecce MPOXOKACHHUS TTPAKTHKH.

OK 7. CtaBuTh LIENIM, MOTHBH-
pOBaTh IESATENBHOCTH ITOIYH-
HEHHBIX, OpPraHU30BBIBATH U
KOHTPOJIMPOBaTh HMX paboTy c
NpUHATHEM Ha cebsd OTBeTCT-
BEHHOCTH 3a pPe3yJbTaT BBIIOJ-
HEHHUS 3aJaHU.

OIIOP 7.1 IlnanupoBaHWE IEATEIBHOCTH YJIEHOB KO-
MaHJbl.

OIIOP 7.2 Be16op ONTHUMAaIbHOTO PELICHUS MPH BBINOJI-
HEHUE 3a1aHUH.

OIIOP 7.3 AHanu3 nesTenbHOCTH TPYIIBI IPU PELICHUN
MpoOJIEeMHBIX 3a/1a4 U CUTYyaluil.

OK 8. CamocrosTenbsHO ompeje-
JATH 3a7a4d NpodecCHOHAIBHO-
r0 W JIMYHOCTHOTO pa3BUTHS,
3aHMUMAThCS  CamMOOOpa30BaHH-
€M, OCO3HAaHHO IUIAHUPOBATH
MOBBIIICHHE KBATU(PHUKALIUH

OIIOP 8.1 Ompenenenue coOCTBEHHOW 00pa3oBaTeNb-
HOM TPaeKTOpUHU.

OIIOP 8.2 OcBocHHE MOTONHUTENBHBIX 00pa30BaTENb-
HBIX TIPOTPaMM.

OIIOP 8.3 Pe3ynpraTel yyacTHsi BO BHEy4YeOHOU mes-
TEJILHOCTH.

OK 9. BeITh  TOTOBBIM K CMEHE
TEXHOJIOTHH B TPOQECCHOHATH-
HOM JIeSITENLHOCTH

OIIOP 9.1 Brnagenune undopmaiueir B 06JIacTi HHHOBA-
U B IPO(eCCHOHATBHOH eI TeTbHOCTH.

OIIOP 9.2 CocraBienue airoputMma JEHCTBUIM IpU cMe-
HE TEXHOJIOTHH B MPO(PECCHOHATBHOH NeATEIHHOCTH.
OIIOP 9.3 Amnanu3 akTyaJdbHOCTH TEXHOJOTHYECKUX
MPOLIECCOB TPHU CO3aHUU KYPCOBOH M KypCOBOM pabo-
THI.

% TOI0KUTEIIBHBIX OIICHOK

VY nauu BaM B pa3paboTKe U 3a1uTe KypcoBoil paboThi!
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Pabora 3ammimena

ITPUJIOXKEHHUE A

®opMa TUTYJIBHOI'O JIUCTA
MunuctepcTBo 00pazoBaHus U Hayku Poccuiickoit denepanun
®enepalibHOE TOCYAAPCTBEHHOE 0I0/KETHOE 00pa30BaTEIbHOE YUPEKICHHE
BBICIIET0 00pa30BaHUs
«MarHuToropckuii rocy1apCTBEHHbIA TeXHUUECKUM yHUBepcuTeT um. I'. 1. HocoBay

MHoronpouIbHBINA KOJUIEHK

[TLK I'ymMaHuTapHBIX TUCHUIUIMH M JOKYMEHTAIMOHHOTO 00ECIIeYeHus! YIPaBICHUs

KYPCOBASA PABOTA

no MJIK 02.02 I'ocynapcTBeHHbIE, MyHULIUMIIAIbHBIE aDXUBbI U ApXUBbI OPraHU3alui

Ha TeMY:
HcnonHurens: CTYIEHT Kypca, TpyIna
PykoBogurens:

(®.0.0., 10mKHOCTB, Y4. CTETICHb, Y4. 3BaHUE)
PaGora gomymiena x 3ammure “ ” 20_r.

(moamuce)

2

_20_1. c omleHKOU

(omenka)  (TIOQMUCH)

MarnuToropck, 20_
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Tema:

Crynent

INPUJIO)KEHUE b
MunucrepcTBo 0oOpa3oBanust u Hayku Poccuiickoit @enepanuu
denepanbHOE TOCYAAPCTBEHHOE OFOKETHOE 00Pa30BaTENbHOE YUPEIKACHUE
BbICLIEr0 00pa30BaHus

«MarHuTOropckmii rocy 1apCTBEHHbIN TexHU4eckuil ynusepcuret uM. I'. 1. HocoBa»
MHoronpopuIbHBIA KOJIIEIK

KYPCOBAS PABOTA

3amanue

HcxonHele 1aHHbIE:

CocTaB u coaepkaHue mpoekTa (padoThl)

Cpoxk craum: « » 20
PykoBoaurens: /

« » 20 .

3aaHue MOTyYInII: /

« » 20 1.

Maruutoropck, 20
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IMTPUJIO)KEHUE B

BBEJIEHUE

[Tpoucxonsmme B Poccun mporiecchl, CBSA3aHHBIE ¢ Pa3BUTHEM HH(POPMALIMOHHOTO OOIIECTBA,
pepopmupoBanuem Poccuiickoll akageMuy HayK U €€ yYpexIeHHi, NOBbIILIEHHEM UHTepeca K uc-
TOPUH HAyKH, CTaBST 3a/la4y OpraHU3alllH BHICOKO3(PEKTUBHON MH(OPMAIIMOHHON CHCTEMBI T10-
UCKa TOKYMEHTHOH MH(pOpMaLuu. ApXUBBI NPEACTABIAIOT CO00H 0CO0YI0 MH(YOPMAIIMOHHYIO CHC-
TEMY U BBICTYINAIOT B KQUeCTBE CyObEKTOB MH(POPMALMOHHBIX IporieccoB. Hapsiny ¢ komrekToBa-
HUEM, YUYETOM U 0OECIIEYCHHEM COXPAaHHOCTH JOKYMEHTOB, apXUBBI CO3AI0T U COBEPIIEHCTBYIOT
HAy4YHO-CIIPaBOYHBIN alapar K JOKyMEHTAJIbHBIM KOMILJIEKCAM, O0ECIIeUNBAIOINN OOLIECTBEHHbIE
NOTPeOHOCTH B PETPOCIIEKTUBHOMN JTOKYMEHTHON MH(OpMaIH.

B cBsI31 ¢ BO3pacTaronM HHTEPECOM K PETPOCIIEKTUBHON JJOKYMEHTHOM HH(pOpMAIHH, B Ya-
CTHOCTH IO UCTOPHM POCCUMCKON HayKu, Haubosee ocTpo BCTaeT MpobieMa onepaTUBHOIo odec-
MeYEHUs MCCIeI0OBaHni MHPOpPMaLneil 0 JOKYMEHTaX, COCPEIOTOUEeHHBIX B ApxuBHOM (honne Poc-
cuiickon denepanum.

Cucrema Hay4yHO — CIPAaBOYHOIO almapara — KOMIUIEKC B3aUMOCBSI3aHHBIX M B3aWMO/IOIOJI-
HSIEMBIX YYETHBIX JOKYMEHTOB, apXUBHBIX CIPAaBOYHMKOB, MEXaHU3UPOBAaHHBIX U aBTOMATHU3UPO-
BaHHBIX UHPOPMALMOHHO — MIOMCKOBBIX CHCTEM, HH(POPMAIIMOHHBIX JOKYMEHTOB, CO3/JaBaeMbIX Ha
€IMHBIX METOAOJIOTMYECKUX U HAyYHO — METOAMYECKMX OCHOBAaX JUIsl 00ECIIeYeHUsI COXPAHHOCTU U
3¢ (HEKTUBHOTO MOUCKA aPXUBHBIX JTOKYMEHTOB U JOKYMEHTHOW MH()OpMAIMH B MpENeIax apXHB-
Horo (hoHJ1a, apXUBa OpPraHU3allU B IIEISX BCECTOPOHHETO UCIIOIb30BaHUS.

OCHOBHBIMU BHJIaMH HAy4HO — CIPABOYHOrO ammapara K JOKYMEHTaM apXuBa SIBJISIOTCS
CIIPAaBOYHMKHU 110 COCTABY U COACPKAHUIO JOKYMEHTOB.

HayuHo — cripaBouHBIi anmapaT B3aMMOCBSA3aH C YYETHBIMU JOKYMEHTAaMH apXuBa U MpeaHa-
3Ha4eH JJ1s 0oJiee ONepaTUBHOIO MOUCKA U 3((HEKTUBHOIO UCIIOJIb30BAHUSI JOKYMEHTOB.

AKTyaJIbHOCTh BBIOPAaHHOM TeMbI 00YyCJIOBJIEHA TEM (aKTOM, YTO CO3/1aHHE MOUCKOBBIX CHC-
TEeM B LEIIX 00EeCleyYeHUs YCKOPEHHOTO HAaXOXKIEHUS PETPOCHEKTUBHON MH(OPMAILUH SIBIISETCS
OJIHUM U3 NPUOPUTETHHIX HaIpaBlIeHUN B pabote apxuBa. [losToMy 1ensM onepaTuBHOTO U Mak-
CHUMAaJIBHO TIOJTHOTO HCIIOJIb30BAHUS JOKYMEHTHBIX MaTEpUajoB NPU3BAaHA CIIYXKHUTh IIUPOKAsl CHC-
TéMa HAay4YHO — CIIPAaBOYHOTIO ammapara. JJOKyMeHTBbI, XpaHsIIUecs: B FOCy/1apCTBEHHBIX apXHBaXx,
cojiepkaT MHPOPMaINIO, OTPAKAIOLIYI0O MHOTOTPaHHBIA 00IIecTBEHHBIN ONMBIT. C KaKABIM T'0/I0M
pacteT uHTepec K Hel. Kimtou k apXMBHBIM OoraTcTBaM — CHUCTEMa Hay4HO-CIIPaBOYHOTO ammapara
(CHCA), mpencrapisitonias KOMIUIEKC apXUBHBIX CIIPAaBOYHHUKOB (OMHCH, KaTaJIOTH, ITyTEBOAUTENH,
CHUCKU (POHAOB M Jp.) U aBTOMATU3MPOBAHHBIX MH(POpManmoHHO-TIOUCKOBbIX cucteM (AUIIC),
CO3/1aBaeMbIX Ha €JUHBIX METOJI0JOIMYECKUX U HayYHO-METOANYECKHX OcHOBaX. OHa obecrevnBa-
€T COXPaHHOCTb U 3(h(PEKTUBHBIN MOUCK JOKYMEHTOB U JOKYMEHTHOM MH(OpMaLluu B Ipeaenax ap-
XMBHOTO (DOH/IA, apXMBA B IIEISX BCECTOPOHHETO UCIOIb30BAHUS.

[IpenMerom uccrienoBaHus SBJISETCS CUCTEMAa HAYyYHO — CIPABOYHOIO amnapaTta, 0ObeKTOM -
MKY «l opozckoii apxuB».

[enbto KypcoBoi paboOTHI SBJISETCA M3yuE€HHUE HAYYHO — CIPABOYHOIO ammapara U ero Hc-
nosp3oBaHue B pabote MKY «I'oponckoit apxuBy.

ITocTranoBKa nenu uccaenoBaHus 00yca0BUIa HEOOXOAUMOCTb PELICHNUS CIEAYIOIINX 3a/1a4:

1) YrnyOnenne TeopeTHHYeCKUX 3HAHHWH MO CHCTEME HaydHO — CIIPaBOYHOIO armapara, CHC-
TeMaTU3alluu JOKYMEHTOB apX1Ba;

2) IIpoBeneHne aHanm3a HAy9HO — CIIPABOYHOIO amiiapara M €ro MCIOJIb30BaHUS B pabore
MKY «I'opoxnckoit apxusy;

3) CoBeplIeHCTBOBaHNE HaBBIKOB pabOTHI C TOKYMEHTHOIH HH(pOpMaIHeH.

22



IMPUJIOKEHUE I

3AKVIIOYEHUE

B xone TeopeTuyeckoro ucciaeaoBaHus ObLIO YCTaHOBJIEHO, YTO OCHOBY HAYYHO — CIIPABOY-
HOT0 amnrnapara apXuBa COCTABJISAIOT OIMCH JIEN U KaTaJlOIH.

Kaxxp1ii apXuBHBIN CIPaBOYHUK — 3BEHO CJIOKHOW WH(DOPMAITMOHHOW CHCTEMBI, BBITTOTHSIO-
U CTPOTo onpeAenéHHble QYHKIIMHM U HU B KOEM Cllydae He AyOIupys, a JOMOIHsS HHPOPMAITUIO
JOPYTUX THIIOB CIIPABOYHUKOB.

Bes COBOKYITHOCTH CIPaBOYHUKOB BBICTPAMBAETCSl B €AMHYIO LIETIOYKY, IO3BOJIIOILYIO I10-
CJIEIOBATEJIbHO BECTU IOUCK OT MEXApXMBHOIO YPOBHS 1O JOKYMEHTa — CHUCTEMY Hay4dHO-
cupasoyHoro annapara (CHCA).

OCHOBHBIE yCHUJIUSI CEKTOpa Hay4HO — CIIPAaBOYHOIO almapar HalpaBJSIOTCS HAa yCOBEPUIEH-
CTBOBAHHE OIKCEH: CO3JaHUE MPETUCIOBUN K OMHUCSIM (OHJIOB, TUTYIHHBIX JIMCTOB, OTJIABJICHUN,
yKazareJyeu.

HayuHo — cripaBouHBIi anmapaT B3aMMOCBSI3aH C YYETHBIMHU JOKYMEHTaMH apXuBa U MpeiHa-
3HauYeH TaKKe JUIst 0oJiee ONepaTUBHOIO Moucka v 3 (HEKTUBHOTO UCIOIL30BaHUS JOKYMEHTOB.

B kxypcoBoii pabore mpoaHanu3upoBaH HaydyHO — crpaBouHbli anmapaT MKY «[ opoackoi
apXuBy», MOPSIOK COCTaBICHUS U OPOPMIICHHS apXUBHBIX OMHCEH, yKazaTeael U KaTaJoKHBIX Kap-
TOYEK.

HayuHno-cripaBouHbIif anmapar K JOKyMEHTaM apXHBa BKIIOYAET B ceOsl KOMIUIEKC B3aUMO-
CBSI3aHHBIX APXUBHBIX CIIPAaBOYHHUKOB U aBTOMATU3MPOBAHHBIX MH(POPMAIIMOHHO-TIOMCKOBBIX CHC-
TE€M O COCTaBE U COAEPKAHUM JOKYMEHTOB, CO3/1aBa€Mblii HA €IMHBIX HAYYHO-METOJUYECKUX OCHO-
Bax JUIs TIOMCKA apXUBHBIX JOKYMEHTOB U apXMBHOM MHPOpPMALUU B HENAX UX 3P(PEKTHBHOTO HC-
M0JIb30BaHUA.

ApXUBHBIE CIIPaBOYHUKU JAENATCS HA THUIBIL, ONpElEIsieMble HUX IIEJEeBbIM Ha3HAYECHUEM:
OIHCh, MYTEBOIUTEINb, KAaTAJIOT, YKa3aTenb, 0030p. B cBor ouepenb Kaxablil U3 3TUX TUIIOB UMEET
BUJIbI U PA3HOBHUIHOCTH.

ApXUBHBIE CIIPABOYHUKHU U 0a3bl JaHHBIX O COCTABE U COJEP’KAaHUM JIOKYMEHTOB MOTYT OBITh
MEXapXUBHBIMH, MEK(POHIOBEIMU U BHYTPU(POHIOBBIMHU.

Tak kak apXMBHBIE CIIPABOYHUKU OT YacCTOTO MCIIOJIB30BAHMS TEPSIIOT CBOM BHEIIHWUN BUJ,
CBOMCTBa, MBI MpEeAJIaraéM MCIOJb30BaHNE B YUTAJIHLHOM 3aJi€ IPOrPaMMHOTO KOMITJIEKCa «ApXHUB-
HbI Gonp .0.2». s 3Toro He06X0AMMO U3MEHUTh MHPPACTPYKTYPY YUTAIBHOIO 3aia, 000pya0-
BaTh €r0 KOMIIBIOTEPHON TEXHUKOM.

[IporpaMMHBIil KoMIIIeKC «ApXUBHBINA GoHA 5.0.2» CIyXHUT 151 HAKOTIIIEHUS HHPOPMAITIH O
COCTaBE€ U COJIEP’)KaHUU JIOKYMEHTOB, COCTOSIHUM MX COXPaHHOCTH M HAayYHO-CIIPAaBOYHOTO arapa-
Ta Ha ypoBHE (POHMA, OMMCH, EAUHHUIIBI XPAHEHU U JOKYMEHTA, 4To oOecrneynBaeT nH(pOpMaIMoH-
Hble (DYHKLIUU TOCYJApCTBEHHOTO Y4€Ta, KOHTPOJI 33 XpaHEHHEM JOKYMEHTOB, UX (U3NYECKUM
cocrosiueM, cocrosinueM HCA, BereHHne KaTajaoroB B aBTOMaTU3UPOBAHHOM PEXHUME.

WNupopmanusa 6a3pl 1aHHBIX MO3BOJIIET BECTU B aBTOMAaTU3UPOBAHHOM peXHME (POHIOBBIE
KaTaJord OPraHOB YIPABJICHUS apXUBHBIM JieioM U LleHTpanbHbIi (HOHIOBBINM KaTalor, IepeaaBaTh
cBefieHust 00 apxuBHOM ¢oHze PO B aniekTpoHHOM Qopmare.

Pa3zpa®oTaB MeTOABI COBEPILICHCTBOBAHMUS, MbI NPHUIUIM K BBIBOAY, YTO Pa3BUTHE U COBEp-
IIEHCTBOBAHNWE HAayYHO — CIIPABOYHOI'O ammapara TECHO CBS3aHbl C aKTUBHBIM MCIIOJIb30BaHHEM
MH(POPMAIMOHHBIX TeXHOJOTHH. VX MpuMeHeHne M03BOISIET YAYUIIUTh COCTOSHUE HAYYHO — CIIpa-
BOYHOTO amnmapara, cJielaTh ero rTiOKIUM, TOUHBIM U YIOOHBIM B HCIIOIb30BaHHH.
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NMPUJIOKEHMUE [
NPUJIOXEHUE A
(Ob6s3arenvHOE)

ITPE3EHTAILS K KYPCOBOM PABOTE

MunncTepcTBO HayKH U BhICIIEro oOpaszoBanusPoccuiickoii Deneparmu
DeeparbHOE TOCYIAPCTBEHHOE GIOKETHOE 06PA30BATEIBHOE YUPEK/ICHHE
BBICIIETO 0Opa30BaHus
«MarsauToropckuii rocy1apcTBeHHbIN TexHUUecKuit ynuBepcutet um. I'M. Hocosa»
MHOTONPOGHITBHEIH KOJIEIK

TexHoJ10rus XpaHeHUs
JTOKYMEHTOB B apXHuBe

Bemonnuina [Terposa O.C.
crynentka rpymisl JJaK- 16-1

PyxoBonutens: Tperbsikosa C.B.

W MarnHutoropck, 2019

Pucynok A.1- Ilpe3enranus k KypcoBoii pabore

24



	Введение
	1. Общие положения
	2 Структура курсовой работы
	3 Требования к оформлению пояснительной записки
	4 Требования к изложению текста курсовой работы
	5 Оформление иллюстраций и таблиц
	6 Список использованных источников
	7 Защита курсовой работы
	8 Критерии оценки курсовой работы
	Приложение А
	Приложение В
	Приложение Г
	Приложение Д

