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OBLIASA XAPAKTEPUCTUKA ITPOI'PAMMBI

JlononHuTENbHAS npodeccruoHaibHast nporpamma MOBBIIICHHUS
kBanupukanuu «OCHOBBI CTaOWUIM3alMU JTOKYMEHTOB» (nmanee — Ilporpamma)
pa3paboraHa B COOTBETCTBMM C TpeOoBaHusiMu DenepallbHOTO  3aKoHA
ot 29 nexkabps 2012 1. No273-d3 «O6 obpazoanuu B Poccuiickoit deneparnuny,
[Topsinka opraHM3alu W OCYIIECTBICHUS 00pa30BaTEIbHOU ACATEIHHOCTH IIO
JOTIOJTHUTENbHBIM MPO(GECCUOHATBHBIM TTPOrpaMMamM, yTBEPKIEHHOTO MPUKa30M
MunuctepctBa obpazoBanusi U Hayku Poccuiickoit @eneparuu ot 01.07.2013
Ne 499, ®epepanbHOro rocy1apCTBEHHOTO 00Pa30BATEIBLHOTO CTAHAPTA BBICUIETO
oOpazoBaHus — MarucTparypa o HaPaBICHUIO MOJITOTOBKHU
54.04.04 PecraBpanusi, yTBepKIEHHOIO NprUKa3oM MUHUCTEpCTBa 00pa3oBaHUs U
Hayku Poccuiickoit ®enepamuu ot 12.08.2020 1. Ne 983, denepanbHOro
TOCYJapCTBEHHOTO 00pa30BaTEIBLHOTO CTAaHAApPTa BBICIICTO O0Opa3OBaHUS —
MarucTparypa no HamnpasieHuro noxarotokun  51.04.06  bubnuoredHo-
uHpOpMalMOHHAs JIeATEILHOCTh, YTBEP)KJICHHOTO TMpUKa3oM MUHUCTEpPCTBA
obpazoBanus u Hayku Poccuiickoit ®eneparuu ot 06.12.2017 . Ne 1188,
®denepaabHOrO  rOCYJApCTBEHHOTO  00pa30BaTE€NbHOTO  CTaHAApPTa  BBICIIETO
oOpa3oBaHus — MarucTparypa IO HampaBlieHuto mnoarotopku 46.04.02
JIOKyMEHTOBEJIEHUE U aApXUBOBEJICHHUE, YTBEPKIACHHOTO MPUKa30M MUHUCTEPCTBA
obOpazoBanusa U Hayku Poccuiickoit denepannu ot 29.10.2020 . No 1345, a Taxxke
B COOTBETCTBUU C KBATH(UKAIMOHHBIMHU TpeOoBaHUAMH J0DKHOCTH CrienuanucTa
0 MacCOBOM KOHCEpBAallMM OMOIMOTEYHBIX (POHIIOB, yKa3aHHBIMU B EauHOoM
KBaJIM()UKAITMOHHOM CIIPABOYHUKE JIOJDKHOCTEH PYKOBOAUTENEH, CIEIHAINCTOB U
ciyxammx, pasgen "KBaiu@ukallMoOHHBIE — XapaKTEPUCTHKU  JOJKHOCTEH
pabOTHUKOB KYJIBTYPhI, HCKYCCTBAa M KMHEMaTorpadumy, yTBEpXACHHOM MTPUKa30M
MunsznapascorpazButusi PO ot 30.03.2011 Ne 251H.

Tpynoemkocts ocBoeHusi Ilporpammbl  cocraBiasier 36 akageMHUYECKUX
yacoB. ®opma oOyueHHs - 3a04Hasi, C UCIOJIb30BAHUEM JUCTAHIIMOHHBIX

00pa3oBaTeIbHBIX TEXHOJIOTHH (0€3 OTphIBA OT OCHOBHOTO MECTa paboThI).
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[Iporpamma anpecoBaHa JWIlaM, UMEIOIINM CpPEIHEE CHCIHAIBHOS /WU
BBICIIIEe 00pa3oBaHUE, PAOOTAOIIMM B OOIIEAOCTYIMHBIX OMOIMOTEKaX B Ka4eCTBE
OCHOBHOIO TepcoHajia, JUIsi COTPYJHUKOB OWONMOTEK, B JOJDKHOCTHBIC
00513aHHOCTH KOTOPBIX BXOJIUT 00€CIIEUCHUE COXPAHHOCTH JIOKYMEHTOB.

[Iporpamma BKIIIOYAET B CEOSI CICAYIOIIHNE Pa3/ICIbl:

1.Lenb peanuzanuu [Iporpammel.

2.IlmaaupyemMble pe3yIbTaThl O0yUCHUS.

3.Crpykrypa u copepxanue [Iporpammel.

4.0OpraHu3aIMOHHO-TIEAArOTHYECKUE YCIOBUS peanu3aruu [IporpaMmel.

5.0meHka kayecTBa ocBoeHus [IporpamMmel

6.Y4aeOHo-MeToanueckoe u nHpopmarronnoe oobecrneuenue [Iporpammel.

7.CocrtaBurtenu [Iporpammbl
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1. HEJIb PEAJIM3ALIUU ITPOI'PAMMBbI

AxtyanbHOCTh [Iporpammbl  oOmpenensercss COBPEMEHHBIM COCTOSHUEM
KHIDKHBIX M JOKYMEHTHBIX KOJJICKIMHA pPOCCHUHCKHX OMOMMOTEK, KOTOpOe
CTPEMUTEIBHO YXYIIAETCs MPEXKIE BCETO B CBSI3U C HEOOPATUMbIMU M3MEHEHUSIMU
HOCHUTENSI U CPEACTB TEKCTOHAHECEHHUS. 3HaHUs W MPAKTUYECKUE YMEHMs
coxpaHeHusi  OuOmuoreyHoro  ¢oHAA  TMOCPEACTBOM  MEPONPHUSATHH  T0
cTabuin3anuu: HeWTpanu3anmeil  KUCIOTHOCTH  OyMasKHOM OCHOBHI,
OJOKMpPOBaHHEM HOHOB METAIIOB, (pa30BOW KOHCEpBallMel, HHKAICYIUPOBAHUEM,
3aMOpakKMBaHUEM, CTaOWIM3aluMell KOXH TMeperui€ToB W MepraMmeHa SBISIOTCS
OCHOBHBIMH JIJIs1 00J1a1al0NIMX TPOQeCCHOHANBHBIMU, 00IEeNpoQeCcCHOHAIBHBIMU
Y YHUBEPCAJIbHBIMHU KOMIETCHIIUAMU B c(hepe coxpaHeHHs POHI0B OMOTHOTEK.

OcnoBHas nenb I[Iporpammel — OBlageHHEe OCHOBAMM 3HAHHMKA B 0O0JACTH
cTadmin3anuu  JIOKYMEHTOB, oOeclednBaioniee pocT MpodeccuoHaIbHbBIX
KOMITETEHIINH U MOBBIICHUE Ka9eCTBA CUCTEMbI COXPAHHOCTU (POHJIOB.

3agaun ocBoeHus [Iporpammer:

o Jlatp  ciymiatensM COBPEMEHHBbIE 3HAaHUS 1O  O00ECIEeYEHHIO
COXPaHHOCTH JOKYMEHTOB B OOILEl cHCTEME OXpaHbl U PeCTaBpallii MaMATHUKOB
KyJIbTypHOro Hacneaus Poccurickonn denepauuu.

o Pa3Buth mnpodeccroHanbHble yMEHHS B OONAacTH CTaOWIM3AIUU
JIOKYMEHTOB C y4€TOM HOBEMILUX MOJIXOI0B.

o [lpuBUTH HaBBIKM HAyYHOTO TOAXOAa B  paboTe, yMEHHS
aHAJIM3UPOBATh M OCYIIECTBISTH BBIOOP CPEACTB U METOIOB B PEIICHUH

npodeCCHOHAIBHBIX 3a/1a4.
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2. IINTAHUPYEMBIE PE3YJIBTATBI OBYUYEHUA

HporpaMMa HallpaBJICHA Ha COBCPIICHCTBOBAHHNC CIICAYIOIIUX KOMHGT@HI_II/Iﬁ

HanmeHnoBanue kareropuu Kon n HanmeHOBaHNE KOMITETEHIIUN
(rpymribl)
obmenpodeccunoHaIbHBIX
KOMIIETEHIINN
54.04.04 Pecmaspayusi

OIIK-3. Cnocoben BbIOMpaTh ONTUMAIBHYIO
KoHcepBaruBHO-

MO/IEJTb pecraBpanuu (KoHCepBaIluu,
pecraBpalmoHHas .

PEKOHCTPYKITUH) oOBeKTa MaTepuaIbHON
NEeATEeNbHOCTD

KYJIBTYPbI

51.04.06 bubnuomeuno-un@dopmayuorHas 0esmeibHOCMb

[Ipodeccronanuzanus OIIK-1. Cnocoben OpTraHU30BbIBATh

UCCIIEIOBATEeNIbCKUE UM TPOEKTHbIE paboThl B
00J1aCTH KYyJIBTYPOBEACHUS U COLUOKYIBTYPHOTO
MPOEKTUPOBAHUS

46.04.02 JlokymenmogeodeHue u apxusosedeHue

- OIIK-5. Crniocoben OCYILIECTBIISTh
WHHOBAIMOHHYIO JIEATEIBHOCTh, (DOPMYIHPOBATH
U pemarh  HAayYHO-HCCIENOBATEIbCKUE |
PUKIIATHBIE 3aa9u B oOiactu
JTOKYMEHTOBEICHHS U apXUBOBENICHUS

B pesynbrare ocBoenus [Iporpammel ciaymareib JOJKEH 3HATD:

- 3aKOHbI U MHBIC HOPMAaTUBHbBIE NIPaBOBbIE akThl Poccuiickon Penepannu,
Kacaromuecs AesTeNbHOCTH OMOIMOTEK, OMOIMOTEYHOTO U ApXUBHOTIO JEIIa;

- MOPSAZ0K (hOPMUPOBAHUS, HAYYHOU 00paOOTKHU U PACKPHITHSA, 0OecTIeueHUs
COXpaHHOCTH (pOH/A TOKYMEHTOB OUOIUOTEKY;

- METO/Ibl MAaCCOBOW KOHCEPBALMU JOKYMEHTOB OMOIHOTEKH;

- Hay4yHble, TEXHHUYECKHE JOCTHXEHHS B cdepe KOHcepBaluu
OMOIMOTEUYHBIX (POHJIOB;

- HOPMAaTHBHBIE U METOJAMYECKHE JOKYMEHTHI MO BOIpocaMm oOecreyeHus
0e30macHOCTH OMOIMOTEYHBIX (DOHOB;

Crnymarenb 10JKEH yMeTh:

- HUCIOJNB30BaTh B CBOEH JAEATENBHOCTH HHGPOPMAIIUIO, H3JI0KCHHYIO B
3aKOHAX M HWHBIX HOPMAaTUBHBIX IMpaBOBbIX akrTax Poccuiickon ®enepanun,
KacalolUXCsl JEATeIbHOCTH OMOMMOTEK, OUOIMOTEYHOTO W apXMBHOIO J€a, a
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TaK)K€ B HOPMAaTHBHBIX U METOAMYECKHUX JTIOKyMEHTax IO BOIMpocaMm oOecredeHus
0e30macHOCTH OUOIMOTEYHBIX (POH/IOB;

- HWCMONb30BaThb MOPSAOK (OpMHUpPOBaHUS, HAydHOM OOpabOTKH U
PaCKpBITHS, 00ECIIEYeHHsI COXPAaHHOCTU (HOHAA IOKYMEHTOB OUOIMOTEKY;

- PUMEHSTHh METO/Ibl MAaCCOBOM KOHCEPBAIUHU JJOKYMEHTOB OMOIHOTEKH;

- UCTIOJIb30BATh B CBOEH JEATEILHOCTH PE3YNIbTaThl HAYYHBIX, TEXHUYECKUX
JTOCTHKEHUM B chepe KoHCepBaIMu OMOIUOTEUHBIX (DOHIOB;

Crnymarens T0JKEH BJIaJAeTh:

- HaBBIKaMU pabOTHI IO MAaCCOBOM KOHCEpBAIUM OMOIMOTEUHBIX (POHIOB -
crienuagbHOM  00paboTke, 3aMeysioleld CTapeHue W MpeaoTBpalaroen
MOBPEXICHNUE JOKYMEHTOB;

- HaBBIKaMU pabOThI IO HEUTpaIU3ali KUCJIOTHOCTH Oymaru,

- HaBBIKAMHU CO3aHMSI IIEJIOYHOTO Pe3epBa 3aIIUThl OUOINOTEUHBIX (POHIOB
OT OWOMOBPEKACHUM C MPOJOHTHPOBAHHBIM 3(PPEKTOM C HCIOIB30BAHUEM
MacCCOBBIX TEXHOJOTHH WM CAMOKJICIONIUXCS MAaTepuajioB Ha OCHOBaHUU

O(I)OpMJ'IeHHOFO B YCTAHOBJICHHOM IIOPSAJAKE 3aaHUA.
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3. CTPYKTYPA U COAEPKXAHUE INPOT'PAMMBI
3.1. YueOHnlii nian [Iporpammel

Kontunrent obyuyawmmxcsi: [IporpamMmma ampecoBaHa JuIiaM, UMEIOIIAM
CpenHee cCHelHalbHOEC W/WIM  BhICIIee oOpa3oBaHue, paboTaromuM B
OOIIEOCTYMHBIX ~OMOMMOTEKax B KA4eCTBE OCHOBHOTO IepcoHaja, s
COTPYAHUKOB OHMOIMOTEK, B JODKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOIUT
oOecreyeHrne COXpaHHOCTH TOKyMEHTOB.

TpynoemkocTh ocBoeHust IIporpamMmmpl: 36 akaieMHUIECKUX YaCOB.

®opma oO0yuyeHUsi: 3a04yHas, C HCIOJB30BAHUEM JUCTAHIIMOHHBIX

00pa3oBaTeIbHBIX TEXHOJIOTHH (0€3 OTphIBa OT OCHOBHOTO MECTa paboTHI).
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= 2857 2
o = & @)
2 3 4 5 6 7
Monaynb 1. Ctabunuzanus B 3 - -
KOHCEPBAIMH JIOKYMEHTOB
2 | Monyns 2. ®U3UKO-XUMUYECKAS 13 |11 2 - -
crabum3anus
3 | Moayns 3. Ctabunu3amus Koxxu 5 4 1 - -
NIEPETUICTOB U NIEPraMeHTa
4 | Monynb 4. Crabunuzanus 5 4 1 - -
JIOKyMEHTOB T10 OTHOIICHHIO K
MEXaHHYeCKUM (hakTopam
MTOBPEKICHUS
5 | Moayns 5. Crabunuzarust 9 7 2 -
JIOKYMEHTOB C OMOMOBPEXACHUSIMU
6 | UtoroBas arrecranus 1 - 1 - 3a4eT
7 | Bcero 36 |29 7 - -
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3.2. KanennapHuwlii yueOHblii rpaguk

Tpynoemkocth ocBoeHus Ilporpammbl: 36 akajgeMHUUeCKUX YacOB.

Ilepuoa o0yuenus: 5 HeETb.

HaumenoBanue paznenoB | Tpymoem Y4yeOHble HeeJU
(Momyneit) KOCTb, 1 2 3 4 5
aKaJ. 4 |HeJeJid |HeeJIs | HeleJs | HeleJIs Henes)
Monyne 1. Crabunuzanus 3
B KOHCEpBAIlUU
JIOKYMEHTOB
Monyns 2. ®usuko- 13
XUMUYECKast
cTabuIn3anus
Monynb 3. Crabunuzanus 5
KOXKH TIEPETICTOB U
NepraMenTa
Mognyne 4. Crabunuzanus 5
JIOKYMEHTOB 10
OTHOUIEHUIO K
MexXaHW4YeCKuM (pakropam
TTOBPEIKICHUS
Monynsb 5. Ctabunuzanus 9
JIOKyMEHTOB C
OMOMOBPEIKICHUSIMU
Wrorosas arrecranus |

OO6pazoBarenpHblii Tporiecc 1o I[Iporpamme MOXET OCYIIECTBIATHCS B

TEUEHHUE BCEro y4eOHOIro rojia Mo Mepe KOMIUICKTOBaHUS TPYIIbI CIyIIATENICH.

Kanennapusiii yueOHbIN IpaduK ¢ y4eTOM JaThl Hayaida OoOy4deHHUs MpeCTaBJICH

pacrucaHueM.

3.3. Conep:xkanue IIporpammpl (Y4yeOHO-TeMATHYECKUH TJIaH)

HaumenoBanue . Tpya0eMKOCTb, aK.d.
A3TIENTOB Tembl Momysielt U coiepkanrue yaeOHOTro
P N Marepuaia Bcero | JIexnuu| I13/C3*
(Momynei)
Monyms 1. Tema Cmabunuzayus 68  KoHcepsayuu 3 3

Crabuiamsanus B | 00KyMmenmos

KOHCCpBallun
AJOKYMCHTOB

Cra0win3anus B KOHCEPBAallUU JOKYMEHTOB

Oco0eHHOCTH MaTepUajIoB JOKYMEHTOB: Oymara,
HIepraMeHT, XOJICT
OCHOBHBIC TIOHSATHS U OTPENEICHUsI B O0JIACTH
KOHCEPBAIMH JTOKYMEHTOB
IIpaBoBBIE OCHOBBI KOHCEPBALUHA JOKYMEHTOB
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da3oBas KOHCEpBALM
WukancynupoBaHue

Mopyns 2.
dusuko-
XUMHAYECKAs
cradmm3anus

Tema 1. Qusuxo-xumuueckas cmaburuzayus
O0okymenmoe Ha Oymace. Hetimpanuzayus
KUCIOMHOCU

Crapenne Oymaru: omnpeneneHue, ¢GakTopsbl,
BIMSIONINE Ha JAaHHBIA MPOIECC, MEPOTPUATHS
M0 UX CTaOMIIM3AIIHH.

OU3NKO-XUMUYECKast CTaOMIIN3aIuUS:
orpezesieHue, MPUIUHBI MOSBICHUS U30BITOUHOM
KHCIIOTHOCTH OyMaru.

Omnpenenenue cocrapa OyMaru 1o BOJIOKHY
Omnpenenenue nokaszaresst KHCIOTHOCTH OyMaru
Crioco0mI YCTpaHEeHHS N30BITOYHOMN
KHCJIOTHOCTH Oymaru

Ipaxmuxym. Onpedenenue cocmasa 6ymazu.
Omnpenenenue B cocTaBe OyMaru JIMrHHHA
Ilpakmuxym. Onpeodenenue yposus PH 6ymaeu.
Kanubposka mpubopa. Metoanka onpeieeHus..

Tema 2. Texunonocus maccosou Heumpanuzayuu
KUCTIOMHOCIU OYMANCHOU OCHOBbL OOKYMEHMO8
Neschen

Kpurtepun orbGopa JOKYMEHTOB MJii MacCOBOWM
HEUTpaJIM3aluK MO TAHHOW TEXHOJIOTHH
TexHosorus peMoHTa raser Ha onsite PI'b

Tema 3. Texumonocus maccosou Heumpaiuzayuu
KUCIOMHOCIU OYMANCHOU OCHO8bL OOKYMEHMO8
Bookkeeper

OcobenHoctu npoiiecca MaccoBOM
HeWTpanu3anuu 1o Texnonoruu Bookkeeper
Kputepun orbGopa JOKYMEHTOB MAJii MacCOBOWM
HEUTpaJIM3aluK MO TaHHOW TEXHOJIOTHH
[IpeumymiectBa ¥ HEOOCTaTKW  JAHHOM
TEXHOJIOTUH

Pesynbrarhl HcciieqoBaHUN 1O MPUMEHEHUIO
TEXHOJIOTUH

Tema 4. Texnonoeus maccogoui Hetumpanuzayuu
KUCIOMHOCMU OYMAINCHOU OCHO8bL OOKYMEHMO8
SCS Book Saver

Ocobennoctu npoiiecca MacCcoBOM
HedTpanm3anuu 1o TexHonorun SCS  Book
Saver

Kputepun orbGopa JOKYMEHTOB MAJii MacCOBOM
HEUTpaIM3alHK MO TAHHOW TEXHOJIOTUU
[IpeumymiectBa W HEOOCTaTKW  JAHHOM
TEXHOJIOTUH

Pesynbrarel HccieqoBaHUN 1O MPUMEHEHUIO
TEXHOJIOTUH

Tema 5. Cmabunuzayus cpeocme 3anucu
ungopmayuu. Brokuposanue uonos memannos
JXerne3o-rasioBble YepHUIIA: COCTaB U MPHUYUHBI
KOppO3uH, CIocoObI KOHCEPBAITUU
Menbconepxanme MTUTMEHTHI PUYHHEI

11

11
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KOPPO3UH, CIIOCOOBI KOHCEPBAIIWH;
[lepeposkaeHne CBUHIIOBBIX OENUI: MPUYUHBI U
CII0COOBI BOCCTAHOBJICHHS;

Crabwnmmsanust 0e3 TNPU3HAKOB  KOPPO3HH:
Tpwion b u ATIIA

Ketic. Brokuposanue uoHos memannos.
HccnenoBanuss PI'b mo pecraBpauuu, OIBIT
pabotsl ¢ Kimonenem G

Bebunap. @usuko-xumuueckas cmabunuzayus

Mopyns 3.
Crabunm3anus
KOXKH
NeperyieToB U
neprameHTa

Tema 1. Cmabunuzayus Kodcu nepeniemos,
nepeamenma

Pa3BuTHE KOXKEBEHHOTO pemMeciia

OcCHOBHBIE TUITBI 00PaOOTKH KOKHU

@DakTophl, BIUAIONME HA KAa4eCTBO KOXHU
JyOnenue Koxu

@DaKTOpbI, yXy/IIAIOUIIE COCTOSIHUE TIeperuieTa
[MpopumnakTuyeckue Mepsl IO COXPAHECHHUIO
KOXaHBIX MEePETUICTOB

KoncepBanus Ko)KaHBIX MTEPETIETOB

MeToIbI OUHCTKH KOXKAHBIX TIEPEIIETOB
XKupoBaHne KOKaHBIX MTEPEIUICTOB

YBnakHeHHE KOKAHBIX MEPETLICTOB

KucnotHoe mopakeHne KoKy Ha MeperuieTe
Oco0eHHOCTH TIEpraMeHTHBIX MEePETIETOB
[MpodunakTryeckue U KOHCEPBAMOHHBIC MEPBI
10 COXPaHEHUIO EPraMeHTHBIX MEePETIETOB

Bebunap. CraOunm3anust KOXH  MEpeIIeTOB,
nepramMeHa

Monyins 4.
Crabunnsanus
JIOKyMEHTOB 10
OTHOILIEHUIO K
MEXaHUYECKUM
dakropam
TTOBPEKICHUS

Tema 1. Cmabunuzayuss OOKYMEHMO8 NO
OMHOWEHUIO K MEXAHUYECKUM (pakmopam
OcHoBHbIE OIpeeIeHHs

HUctopus u  ocHOBBl  Merona  (a3oBoOi
KOHCEepBaluu

Texnonorus bazoBoii KOHCEpBaLIUH.
WNudopmannonnsie kapTbl. ONbIT IPUMEHEHUS B
FAH

WNHkancynupoBaHue 1 MOHTUPOBaHHE
3aMOpaKMBaHUE TOKYMEHTOB

TexHonornueckast cxema (pa30BOH KOHCEPBALIUU
[Ipumenenue  a3oBOil  KOHCepBalMM  Ha
IPAKTHKE N0 onbITy paborsl BAH

Tema 2.  Hukancynupoeanue.  Hcemopus,
mexHoocus, onvim npumenenuss 6 BAH
Hcropus merona

TexHomoruueckue 0COOEHHOCTH MeToaa
Martepuansl U 000pyqOBaHHE, MPUMEHSIEMbIE
MIPU UHKAICYJIMPOBAHUU

TexHonmornyeckast cxeMa MHKaICyJIupoBaHuUs
CpaBHeHME MaTUPOBAHMS U MHKATICYJIUPOBAHUS
Omsir BAH 1o  npuMeHeHuro  MeToja
WHKATCyJIUPOBaHUS

Beobunap.  Cmabunuszayus ~ 0okymenmos  no
OMHOWEHUID K MeXaHuyeckum  ¢haxmopam
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NOBPENCOCHUS.

Mopyisb 5.
CraOumm3anus
JIOKYMEHTOB C
OMOMOBPEXKICHU
SIMH

Tema 1. BuonospesicoeHue u dHusvie OpeaHu3Mbl,
HaHocsawue 8ped 0OKYMeHmy

buonoBpexaenne 10KkyMeHTa

buonornueckue nospexaatoniue areHTs! (bITA)
OcoOenHoctu MUKPOOHOJIIOTUYECKUX
TIOBPEXICHUN U CIIOCOOBI X OTNPEICTICHHS
MukpoOuonoruyeckas IKCepTu3a

3amuTa TOKYMEHTOB OT HACEKOMBIX

Buemrnue YCIOBUS u OHOJIOTHYECKHe
0COOEHHOCTH HACEKOMBIX, CIIOCOOCTBYIOIIUE UX
Pa3BUTHIO B KHUTOXPaHUIKIIAX

Oco0OeHHOCTH  TOBPSKICHUH  JOKYMEHTOB
HaceKOMBIMHU U TPhI3yHAMU

Mepni 00pHOBI c HaCEKOMbBIMU B
KHUTOX PaHUJIUIIAX

AKTHHOMUIIETBI: OCOOCHHOCTH W YCIIOBHUS JUISI
UX pa3BUTHUS

[Ipubopsl s u3MEpeHus TemmepaTypsl |
BJIQ)KHOCTH

Tema 2. Ocobennocmu Oesunghexyuu,
O0e3uHceKyur OOKYMeHmo8

Jle3uHceKus, 1e3nH(EKIns, AepaTH3aIus
TpeOGoBaHusi, MpeabABIsIEMbIE K OHOIUAAM IS
00paboTku Oymaru

CrocoOsI Ie3UHCEKIINT

[MpodunakTuyeckue Mepsl 11l MPEAYIPEKICHIUS
OITaIaHUsT HACEKOMBIX B ITOMEIIECHHS

MeTozp! 00pBObI C IPBI3YHAMH

Bebunap.  Cmabunuzayus ~ 0okymenmos ¢
OUONOBpeNCOCHUAMU

HUrorosas
arrecTauus

3aueT B MUCbMEHHOHN opme

Bcero

36

29 7

*[IpakTHYECKUE U CEMUHAPCKUE 3aHATHUS
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4. OPTAHM3AIIMOHHO-NTIEJATOI'MYECKHE YCJIOBUA
PEAJIM3ALIMU ITPOT' PAMMBI

OO6pazoBarenbHasl JEATEIbHOCTh CiyliaTesniel npu ocBoeHuu IIporpammel
IpeycCMaTpuBaeT CJIeIYIONe BUIbl YUeOHBIX 3aHATUM: JEKIUU, TPAKTUUECKUE U
ceMuHapckue 3aHATHS (B (opme BeOumHapa). CemMuUHApCKUE 3aHATHS MOTYT
POBOAUTHCS B (POpME BBIMOJHEHUSI NPAKTUYECKUX CHUTYAlMOHHBIX 3aJaHUM,
aHaiu3a JIeJIOBBIX CUTYyallMil, peIIeHUs TOCTaBICHHBIX 3aaa4, OOCYKIEHUS
aKTyaJIbHBIX BOIPOCOB.

3aHsATUS TPOBOJATCA Ha 0a3e COBPEMEHHBIX 00pa3oBaTelIbHBIX U
WH(OPMAITMOHHO-KOMMYHUKAITMOHHBIX TEXHOJIOTUI c MIPUMEHEHUEM
WHTEPAKTUBHBIX METOJOB OOY4YEHUS, HAMPaBICHHBIX Ha AaKTHBHYIO paboTy ¢
y4eOHBIM MaTepuajioM U (GOPMUPOBAHUE TEOPETUUECKUX 3HAHUM M MPAKTUUECKHUX
YMEHHI 00y4arouxcsl.

3aBepiaronieit ctaaueil 00ydeHust sIBIsSETCS UTOroBas arTecTalus — 3a4eT B
NMCbMEHHOU (hopme.

Jns  Bcex  BUIOB  AyOUTOPHBIX  3aHATUW  AKAJEMUYECKHM  4ac
YCTaHABJIMBACTCS MPOJAOKUTEILHOCTHIO 45 MUHYT.

[Iporpamma ocHameHa CJEAYIONMMUA BHJIAMH  y4e€OHO-METOIMYECKUX
MaTepuasioB B 1ubpoBoM (opmare: TEKCTaMH W MYJIBTUMEIUWHBIMU
Npe3CHTAlMSIMU  JICKIIUM, HaMIAJIHBIMAU W CIPABOYHBIMU  MaTepHajiamu,
KOMITBIOTEPHBIMA TE€CTAMH, CHUCKaMU YYE€OHOW JIMTEpaTyphbl, CChUIKAMU Ha

AJIEKTPOHHBIE MH(POPMALIMOHHO-00pa30BaTEIbHBIE PECYPCHI.

4.1. Metoau4yeckue peKoMeHAaluM I NIpenojaBareei
B Xxome nekuumm mnpenojaBaTeNb M3Jara€T M pa3bACHIET OCHOBHBIE
MOJIOKEHUS TEMbl, CBSI3aHHBIE C HEM TEOPETHUUECKUE U MPAKTUYECKUE MPOOIIEMBI,
JAeT PEKOMEHAAIMH K TPAKTUYECKOU €ATEIbHOCTH.
CemuHapckue 3aHITHS MOTYT Pa3BHUBATH BOIPOCHI JIEKIMM WJIA BKJIIOYATh
nononaHuTeNbHbIe. CiymiarensM npeanaraercss yueOHas juteparypa. Oobem uis
U3yUYEHUs YCTaHABIIMBAETCS MPENoaBaTeieM, OH POIYMbIBAET BECh X0 3aHATUS,

BOIIPOCHI, BApUAHTHEI OTBCTOB, HAIIPABIICHHOCTDb JUCKYCCHM.
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IlepBbIii 3Talm COCTOMT W3 BCTYIIUTEIBHOTO CJIOBA IPENOAABATEINS, TIJIE
orpesenseTcs 1elb, 3a7a4k, 3HAYMMOCTb TEMBI, (hOopMa MPOBEIECHUS 3aHATHUS.

BTopo#t sTamm — OCHOBHOE BpEMSI CEMUHAPCKOIO 3aHATHS — IPEAIOJIAracT
oOcyxzaeHue mpobieM Tembl. B apcenane mnpenonaBaTtens JOKHBI ObITh
pa3zHooOpa3Hble BOIPOCHI, Mpolyxaatomue uHrepec. [Ipenonasarens opranusyer
JIOTUYECKHE MEPEXOBI OT OJHOTO BOIIPOCa K APYroMy.

Tpetunii sTan npeanonaraeT MojiBEAECHUE UTOIOB, 00OOIIEHNHE PE3yJbTATOB,
UCIpaBJIEHUE OIIMOOK, OLIEHKY paboThl ciymareneil. PopMmy NpoBeneHUs

CEMHHAPCKOI'0O 3aHATHUA OIPCACIIACT IIPCIIoJaBaTelb.

4.2. MeTonnyecKkue peKOMEHIALNH AJIs1 00YYAOLIUXCS

OcBoenne IIporpaMmbl NMPOUCXOAWT MYTEM MPOCMOTPA JIEKUUU, 3aUCH
KOTOpPBIX pa3MEIIeHbl B CHUCTEME IAUCTAHIIMOHHOTO OOyudeHus, OOCYKICHHUS C
MpernofaBaTe/iIMA TMOJTYYCHHBIX 3HAHWA W OTPAOOTKHM YMEHUNM W HABHIKOB Ha
CEeMUHApCKUX 3aHATHSIX B (¢opme BeOuHapa. Pekomenayemas mauTeparypa
HeoOxoMuMa TSl 3aKperyIeHUs TTOJTyYeHHbBIX 3HaHUH 1o nanHo# [Iporpamme.

B cBsa3u ¢ peanmmzanuen IIporpaMmmbl ¢ MCMOJIB30BAHUEM JUCTAHIMOHHBIX
o0pa3oBaTeNbHBIX TEXHOJOTWM, JUIsl CAOyliatened B  Havyaie OOydeHHs
OpraHu3yeTcsl TPYINIoBas KOHCynbTanus (YCTaHOBOYHAs BCTpeda) B (dopme
BeOMHApa C LENbl0 OKa3aHUusA Yy4yeOHO-METOAMYECKOM MOMOIIM IO OCBOCHHIO
[Iporpammel B cucTeMe AMCTaHIIMOHHOTO oOydeHus. B mporecce oOyuenus (1o
3alpocCy)  CIyIIaTeNasiM  OKa3bIBAIOTCA  WHIMBUIYAJIbHBIE  KOHCYIbTALMH
JMCTAHIIMOHHO C MCIOJIb30BaHUEM MH(OPMAIMOHHBIX U TEIEKOMMYHUKAIITMOHHBIX
TEXHOJIOTHUM.

Jns  ycnemHoro oBmaaeHusi [Iporpammoit  HEOOXOJUMO  BBITIOTHSITH
CIeAYIOIINE TPEOOBAHUS:

1. JIma xauecTBEHHOro yCcBOEHHMs 3HaHUW 1o [Iporpamme W mpoXOXKIEHUS
UTOTOBOM arTecTallui HEOOXOIUMO H3Y4YUTh BCE JIEKIIMU W MPUCYTCTBOBAThH Ha
BCEX CEMHUHAPCKUX 3aHATHUSX, I[IOCKOJIbKY BEChb TEMATHUYECKHUW Marepuai

B3aMMOCBSI3aH MEXIY CO0O0ii;

13 Mepeaar vepes Ananok 12.12.2022 14:58 GMT+03:00 / \
al11c658-7f77-4cf9-aa40-9cc167ea81e9 \ I:J'

CrpaHnua 13 13 23 \

"/



2. CoxpaHuThb BCIO MPEIOCTABISIEMYIO JIONOJIHUTEIBHYI0 pPabodyro
uHdopMaIuio (MPEe3eHTAIMN U YEeK-JIUCTHI 10 KaXA0MY U3 pazaenoB [Iporpammbr)
JUISL TOCTIEAYFOIIETO UCITOJIB30BAHUS B CBOEH NMPAKTUYECKON AESATEIBHOCTH.

3. IlposiBIATH aKTUBHOCTh HAa CEMHUHAPCKUX 3aHATUSAX. (CemMuHapckue
3aHATHSL CIOCOOCTBYIOT (POPMUPOBAHUIO, 3aKPEIUICHUIO, PA3BUTHIO TIPAKTUUYECKUX
HAaBBIKOB U KOMIIETEHIIMH B MPOIIECCE BHIMOIHECHUS ONPEIEICHHBIX BUIOB YUeOHBIX
paboT, oNpeaeIeHHBIX YYEOHBIM TJIAHOM.

3aBepuiaronieit ctaareit 00ydeHus SBISETCS UTOTOBAs aTTeCTAIHs — 3a4eT B

MMCbMEHHOU (hopme.

4.3. Kpaqupukanus negarorudyecKux Kajapon

KBanmudukanus mnegarornyeckux KajapoB, 00€CHEUMBAIOIIUX peau3aliio
[IporpaMMebl, OTBEYaET CAEAYIOUIMM TPEOOBAHUSM:

- BbICIIEe 0Opa3oBaHME B OUOMMOTEUHO-MHGOPMAIIMOHHON AESITEIBHOCTU
(cienuanicT WM HAalpaBlICHWE TOATOTOBKH  (YPOBEHb  MarmcTparyphbl)
«bubnanoreuno-uHGOpMaLIMOHHAST EATEIBHOCTb») M JPYroe, COOTBETCTBYIOLIEE
npoduiio peanuzyeMoit [Iporpammer;

- OMBIT TIPETOAaBaHUsA MOAYJEH, BKIIOUYEHHBIX B Y4YeOHBIH IJIaH
obpazoBarenbHoM [Iporpammer;

- ONMYOJINKOBAaHHBIE HAyYHbIE U YUEOHO-METOAUYECKHUE pa0OTHI MO NPOPUITIO
MOJTyJIeH, BKIIFOUEHHBIX B yU€OHBIN TU1aH qanHo# [IporpamMmer;

- TPAKTHYECKHE YMEHHS U OMNBIT NPENoJaBaTelbCKOW pabOThl B CHUCTEME

JUCTAaHIIMOHHOT'O 06y‘-I€HI/I$I.

4.4. MarepuajbHO-TeXHH4YECKOe oOecreyeHne
MarepuanbHo-TexHu4Yeckass 0a3a OTBEYaeT MPOTPAMMHO-TEXHUYECKUM
TpeboBanusiM [Iporpammel, peanu3yeMoil C HCIOIb30BAHUEM JTUCTAHIIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTHI:
- cucTeMa JUCTaHIIMOHHOTO 00yueHus - iSpring Learn;

- omnepauuoHHas cuctema - Microsoft Windows 10/8/7 (32- wim 64-
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pa3psiIHbIE BEPCUHN);

- Opay3sepsl — Microsoft Edge 81.0 u Boime; Mozilla Firefox 74.0 u Bbie;
Google Chrome 81.0 u Boiie; Yandex Browser 18.9.0 u Bbiiie

- miaruH — Adobe Flash Player ActiveX 12.0 u Bbi1e;

- JIOCTYII B UHTEPHET — CKOPOCTh HE MeHee 512 kouT/c.
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5. OHEHKA KAYECTBA OCBOEHMUS ITPOI'PAMMBbI

5.1. ®opmpbl aTTECTALIMHA

Texymmnii KOHTPOJIb YCIIEBAEMOCTH HE IPELYCMOTPEH.

OcBoenue I[lporpammbl 3aBepiiaeTcsi HWTOrOBOM aTTecTanued (3ader).
HtoroBas arrecraiusi MPOXOAUT B MUCbMEHHOUN popme. 3agaHue, pacinoioKeHHOe
B CUCTEME JUCTAHIIMOHHOTO 00yueHust, coctouT u3 10 Bompocos. Kaxblii Borpoc
orieHuBaeTcs B 1 0ami. Bornpockl MOTYT UMETh OJIMH MJIM HECKOJIbKO MPaBHUIIbHBIX
OTBETOB M3 MPEJIOKEHHBIX BapHaHTOB. PellieHne 3aaHusi ¢ MHO>KECTBEHHBIM
BBEIOOPOM OIIEHUBAETCS TOJIOKUTEILHO TOJBKO B CIIydae, €CIi B HEM OTMEUEHBI
BCE€ IIPAaBWJIbHBIE BapUaHTbl OTBETOB. JlJIsI BBINOJMHEHWA 3a[aHUS CIIYLIATEINIO
npeaoCcTaBisieTcs 3 MONbITKY M0 20 MUHYT KaxK/1asl.

AJNTOPUTM BBICTABJIEHUS UTOTOBOM OILIEHKHU:

0-5 GamioB — HE3a4eT
6-10 GamioB — 3a4er.
CnymarensiM, yCHenHo oCBOMBIIUM [IporpaMmy u mpoIieAmM UTOTOBYIO

arrecTaluro, BbIACTCA YAOCTOBCPCHUC O IMOBBIIICHUH KBaJ'H/I(I)I/IKaI_II/II/I.

5.2. OueHoYHbIE MATEPHAJIbI
[lonuplii mEepeyeHb OLEHOYHBIX MAaTEpUaJiOB 10 MTOraM OCBOCHHS
[Iporpammsl pacniosioxxeH Ha C/1O PI'b.

IIepeuens MpUMEPOB OLIEHOYHBIX MAaTEPUAIIOB:

1. HNukancynupoBanue — 310
o 3aKIIIOYEHNE TOKYMEHTA MEXAY CTEKJISIHHBIMU IJIACTUHAMU
o 3aKIIIOYEHNE JOKYMEHTa B MNPO3PAYHBIA KOHTEWHEP W3 HHEPTHOM

ITOJIMMEPHON TUIEHKHU

o XpaHeHue JOKYMEHTa B CIIELUAIbHOM Karcyle

2. KucnotHocte OyMa)XHOH OCHOBBI JIOKYMEHTa YBEIMYUBAETCS
BCJIE/ICTBHE:

o DU3NKO-XUMHUUYECKUX MPOLECCOB CTAPEHUS

o [Tonaganus Ha HUX KUCIIOTBI
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4.

OcTaroyHOrO KOJTUYECTBA KHCIOTHI MPU IPOU3BOICTBE
OcCTaHOBHTH POCT MUKPOMHUIIETOB Ha Oymare MOXHO:
3aMOpPO3UB TOKYMEHT

BricymuB 1okymMeHT

OG6paboTaB JOKYMEHT pacTBOPOM CIIUPTA

Crabwin3zanui  JTOKYMEHTOB C  TOBBIIIEHHOM  KHCIOTHOCTBIO

OyMa)KHOW OCHOBBI OCYILIECTBIISIFOT

5.

OnyapuBaHuem
Hewrpanuzannen
ITonockanuem

OnHoBpeMeHHast CTaOWIM3aIMsl TPYIIBl JOKYMEHTOB IO €IWHOM

TCXHOJIOI'H:

6.

MaccoBast cTa0rInu3anus
TexHOIOrMYECKast CTa0MIIN3aIns
I'pynmoBast ctabunm3arus

B xakoMm H3 cOCTaBOB, HCIIOJIB3YEMBIX ITPU MACCOBOM HEUTpaIU3alUU

KHCIIOTHOCTH OYMa)KHOW OCHOBBI JIOKYMEHTOB, HIMEIOTCSI (DUKCATUBBI

Ha:

8.

Bookkeeper
CSC Book Saver
Neschen

MaCCOBYIO HCfITpElJIH?»ElHHIO KHCJIOTHOCTH IIPUMCHAIOT K JOKYMCHTaM

[Iepramente
[Tanmupyce
bymare

JLiist cTaOuIn3aIuu JIOKYyMEHTOB, ITOBPEXKICHHBIX

MHUKPOCKOIINICCKHUMU I‘pI/I6aMI/I, HCIIOJIB3YIOT:

buonmael
Muxo1im st

dopMaIH
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0. CornacHbl M BBl C JIJaHHBIM yTBepxIeHueMm: «Boga Hanocut Bpen
MEPraMenTy, TaK Kak BCTYIaeT B HEOOPAaTUMYIO XUMHUYECKYIO PEAKIIUI0 C MEJIOM»

. Her

° a

10.  Kak moiro MOXXHO XpaHHUTh JOKYMEHTHI B JIF000M (paze cCOCTOSIHUS B
KOHTEeHHepe u3 0e3BpeIHOTO MaTepuaia?

o Mecsn

° OnuH roxa

o 10 (necars) et

° IlocTossHHO
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6. YA EBHO-METOANYECKOE 1 THOOPMAIIMOHHOE
OBECIIEYEHMUE ITPOI'PAMMBbI

6.1. HopmaTnBHO-IpaBOBbIE 1OKYMEHTbI
1. VYxa3 Ilpesunenra Poccuiickoii @Pepepanuu ot 07.05.2018 Ne 204
«O HaIMOHANBHBIX IEISX W CTpaTeruyecKux 3agadax pa3Butus Poccuiickoii

®enepanunu Ha niepuoj 10 2024 roga». URL: https://clck.ru/aiD9g;

2. Ilacmopr HAI[MOHAJIBHOTO POEKTa «Kynprypay.

URL: https://clck.ru/ecNhE;

3. @enepanbHblil 3ak0H «O OMOMMOTEYHOM Jeie (C M3MEHEHUsIMU Ha 1 mas
2019 roma)» . URL:: http://docs.cntd.ru/;

4. TOCT 7.48-2002 CHUBUA. KoncepBauusi JOKyMEHTOB. (OCHOBHBIE
tepmuHbl U onpeaenenus. URL: http://docs.cntd.ru/;

5. TOCT 7.50-2002 CHUBU]M. KoncepBamus gokymeHToB. OOmue
tpeboBanus. URL: http://docs.cntd.ru/;

6. T'OCT 7.87-2003 CUBU/. Kuuxueie namstHuku. OOuime TpeOoBaHUS.
URL.: http://docs.cntd.ru/;

7. ISO CD 11799 «Storage requirements for library and archival materialsy.
URL: https://www.iso.org/obp/ui/#iso:std:1s0:11799:ed-2:v1:en

8. OcHOBHBIC TIpaBUJIa XPAHEHHS U MCTIOIb30BaHUS OMOIMOTEYHBIX (POHIIOB,
pazpaborannbie UDJIA = IFLA principles for the care and handling of library
material / Mexnynap. ¢enepanus OubOn. accor. u yupexaeHud. OcHOBHas
nporpamma "CoxpaHHOCTh M KoHcepBauus'. CoBeT mno Oubin. u uHPOpM.
pecypcam; Coct. u pen. DnBapa [1. Daxok mpu yuactun Mapu-Tepesst Bapnamod

u Bupmoxkuann Kpewm; Ilep. ¢ anrn. E. A. AzapoBoii. — Mocksa : Pynomuno, 1999.

6.2. OcHoBHas JIUTEpaTypa
Hoopycuna C. A. Crabunuzanus Oymaru JOKyMEHTOB: y4e0. mocodue. —.
M. : MexxpernoHajibHbIM HEHTP OUOIMOTEUHOTO coTpynHuuecTna, 2014. — 176 c.
2. CoxpaHeHue KHIKHBIX TMaMATHHUKOB: Yyd4e0.-meton. cO. / Hayy. per.

FO. A. Camapun; coct. T. S. Ky3neroBa. MockBa: MexpernoH. 1eHTp Ouod.
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corpyaauuectBa, 2013. Bpimm. 1: Meroauka BBISBIEHHUS, OpraHu3alnus palOoTHI,
OomnucaHue u y4er. —384 c.

3. IlnanupoBaHuMe NEWCTBUI Ha ciaydail OeACTBUS B Balleil OMOIMOTEKe:
Merton. pyk. / Asr.-coct. C. A. Jlo6pycuna u ap., Poc. Oubn. accommarus. —
Cankr-IletepOypr, 2000. — 32 c.

4. Hacexombie B my3esx : (buonorms. Ilpodunaktuka 3apaxenus. Mepsl
6opw0OnI) / [aBT.: M. H. Tockuna, U. H. IIpoBoposa] ; deaepanbHoe areHTCTBO 10
KyJIbType W kuHemartorpaduu, [oc. Hayd.-uccien. uH-T pectaBpanuu. - Mocksa :
ToBapumectBo Hayu. u3a. KMK, 2007. - 219, [1] c., [8] a. un., uB. un. : ui.; 24
cM.; ISBN 978-5-87317-360-0 (B nep.)

5. PebpuxoBa H.JI. buomoruss B pecraBpamuu / H.JI. PebpukoBa; M-Bo
KynbTypbl Poc. ®denepannu. [oc. Hayd.-uccien. uH-T pectaBpauuu. buon. nao0.
MuxkpoOuoi. cextop. - M. : TocHUUP, 1999. - 182, [1] c. : un.; 20 cm.

6. IlpuBamoB B.®. ObecrneyeHne COXpaHHOCTH apXUBHBIX JOKYMEHTOB Ha
oymaxHoit ocHoBe: Meron. nmocodue / B.®. Ilpusanos, BHUMJIA/l.— Mockaga,
2002.- 112 c.

7. Kameer A.A., Ilampuna O.B., Canomaruna O.A. IlpeBeHTHBHAas
KOHCEpBAallMs JOKYMEHTa B MepUoJ SKCIOHUpOBaHUs // PecraBpanus JOKyMeHTa:
KOHCcepBat3M u wuHHOBammu = Document Restoration: Conservatism and
Innovation : c6opHuk crareit / M-Bo kynbTypbl P®, Poccuiickas roc. 0-ka ; [cOCT.
A.A. KameeB]. — Mockaa : ITamkoB oM, 2019. — C. 77-79.

8. OCHOBHBIE TEXHOJIOTMYECKHUE MPOIIECCHI pecTaBpalii JOKYMEHTOB: y4eo0.
noco6ue / PHb. — Cankr-IlerepOypr, 2002. — C.4

9. JloumanoBa E. M. Arnac mnoBpexneHuit Oymaru, Oioka, meperJiera
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7. COCTABUTEJIA ITPOTI'PAMMBI
Kawees Anexceu Anamonvesuu, 3aBeNyIOIIHN CEKTOPOM IPEBEHTUBHOU

koHcepBanmu Otena pecraBpanuu 0ubmuoTedbix GouaoB OI'BY «PI'by.
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