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1. IloacHuTEILHAS 3aMMHCKA

1.1.

Llenp u 381291 QUCHMILUIMHBI.

[ToAroToBUTH CHenUaInCcTa, 3HAIOLIErO0 TEOPETUUYECKHME OCHOBBI apXHMBOBEJICHUS SJECKTPOHHBIX
JOKYMEHTOB, BIIQJICIOIIETO METOAMKOW OpraHu3allMil XpPaHEHWs, KOMIUIEKTOBaHUS, ydeTa u
WCIIOJIb30BaHUs JIEKTPOHHBIX JOKYMEHTOB PA3JIMYHBIX BHUJIOB MPEACTABICHUS HHQOpMAINH U
¢dbopMaTOB Ha COBPEMEHHOM JTarle.

3aoavuu oucyuniunol.
- M3YYUTHh OCOOCHHOCTH JJICKTPOHHBIX JOKYMEHTOB KakK OOBEKTOB apXWBHOTO XPaHCHHS B
OTEUYCCTBCHHOM U 3apy0e)KHOHN McTOpHOrpaduu;
- chopMUpPOBATH NPECTABICHUS O HOPMATUBHOW METOJAMUYECKON 0aze XpaHEHUS JIEKTPOHHBIX
JIOKYMEHTOB, B. T. 4. B cocTaBe ApxuBHoro (¢onna PD;

- copmupoBaTh TpeaCTaBICHHE 00 oOecredYeHUun

COXPAaHHOCTH, YYE€T€ M OINWCAHUU

QJICKTPOHHBIX TOKYMCHTOB, OpraHnu3alui UX OICPATUBHOI'O U JOJITOBPEMCHHOI'O XPAHCHUS;

- UI3YUUTH KJIaCCI/I(bI/IKaIII/IIO SJICKTPOHHBIX JOKYMCHTOB,

- HW3Y4YUTb OpraHu3anurlo KOMIUICKTOBAHHA apXHBOB OpraHHSaHHﬁ, roCcydapCTBCHHbIX H
MYHUIIMIATIBHBIX APXUBOB 3JICKTPOHHBIMH JJOKYMCHTAMU,

- U3YUUTh KPUTCPHUU SKCTICPTU3bI HEHHOCTHU SI[,

- UI3YUUTH NPOrpaMMHOC obOecriecucHue IJIA BJICKTPOHHBIX apXHWBOB.

1.2 IlepeyeHb IUIAHMPYEMBIX Pe3yJbTATOB O00y4YeHHs MO AUCHMUILIMHE (MOIY.JI0),

COOTHECCHHBIX ¢ HHAUKATOPAMHU JOCTHKCHUA KOMHeTeHHI/Iﬁ

Komnerenuus Nuauxaropsl IlepeyeHb MJIaHMPYEMBbIX Pe3yJIbTATOB
(ko m KOMIeTeHIU 00y4YeHHs MO TUCIHUTINHE
HAaUMEHOBAHUE) (xom m

HAaWMEHOBAHME)
OIIK-4. Cniocoben OIIK 4.3. Obnanaer | 3HATh:
UCTIOJTB30BaTh HaBBIKAMHU - OCHOBBI TCHJICHITUH ITPABOBOT'O PETYIMPOBAHUS
0a30BbIC 3HAHUS B MCIIONIb30BaHUS XpaHeHUs JNEeKTPOHHBIX JoKyMeHToB (D/]) B
obnactu nH(pOpMaIMOHHO- POCCHIICKOM 3aKOHO/IaTEIHCTBE, OCHOBHBIE
UH(OPMaIIMOHHO- KOMMYHHKAITMIOHHBIX | TEHACHIUSX B Pa3BUTHH MIPABOBOU 0a3bl;
KOMMYHHKAITHOHHBIX | TEXHOJOTHH B chepe | - posib IJIEKTPOHHBIX apXHBOB B COCTABE
TEXHOJIOTH B cepe | TOKyMEHTAIIMOHHOTO | HAIIMOHAIBHBIX apXUBHBIX CITYK0 MUpa, UX
CBOEH obecrnieueHus GbyHKIIMHM U TpOdUITB;

npodeccCuoHaNBHOM
JCSITETbHOCTH

yIpaBJIeHUS U
apXMBHOTO Jiefna

- OCHOBHBIE MEXIYHAPOIHbIE U
MEXTOCYIapCTBEHHBIE CTaHIaPTHI B 00IACTH
JIOJITOBPEMEHHOTO ¥ TIOCTOSIHHOTO XpaHeHust J/;
- TMOJIOKEHUSI HAIMOHAJIbHBIX U OTPACIIEBBIX
CTaHJIAPTOB U METOJAUYECKUX PEKOMEHIALINM 110
METOJIMKE OpPTraHU3alMU XPAHCHUS,
KOMIUIEKTOBaHUs, yUeTa U UCIIOJIb30BaHUS
AJEKTPOHHBIX JOKYMEHTOB B PD, MeToinueckue
pa3paboTku deaepanbHBIX U PETUOHATBHBIX
apXxuBOB, BEOMCTB P ;

- POJIb JJIEKTPOHHBIX JOKYMEHTOB B COCTaBE
ApxuHoro ¢onga PO Ha coBpeMeHHOM 3Tare;
MX LEHHOCTh KaK UCTOPUYECKUX UCTOUYHHUKOB;

- TPUHIMUIBI W TpPHU3HAKK  KJIacCU(UKAIIU




AJIEKTPOHHBIX JOKYMEHTOB;
- 0COOEHHOCTHU y4eTa M OMHCAHMSI IIEKTPOHHBIX
JOKYyMEHTOB ~ Ha  OCHOBE  METOAMYECKUX
pa3paboTOK  pOCCHMCKMX U 3apyOexHBIX

apXHBOB;
- OCHOBBI ~ OOECNEYEHUs  COXPAaHHOCTH
AJIEKTPOHHBIX JIOKyMEHTOB pu

JOJITOBPEMEHHOM U MTOCTOSTHHOM XPAaHEHUU B T.4.
Ha OCHOBE OMbITAa U METOJMUYECKUX pa3zpadoTOK
POCCHUICKHX U 3apyOEKHBIX apXUBOB;

- COBPEMEHHBI  ONBIT IO  CO3JAHUIO
AIIEKTPOHHBIX apXWBOB B Hallled CTpaHe U 3a
pyOe)KOM KaK  YUPEKICHHH, CTPYKTYPHBIX
MoJpa3fieiecHnii MHHHCTEPCTB M BEIOMCTB,
KOpIIOpauuii OCYILIECTBIISIOIIUX
JOJITOBPEMEHHOE U TOCTOsIHHOE XpaHeHue /I,
COCTaB ux q)OHIIOB, HCTOYHUKHN KOMIIJIICKTOBaHUI,
(ynkuun;

yMeTh:

- OpraHru30BaTb IOCTOSAHHOC U
JOJITOBPEMEHHOE XPaHEHUE AJIEKTPOHHBIX
JOKYMCHTOB B COOTBCTCTBHU C HAYYHBIMU
MPUHIIMIIAMA U HOPMATUBHBIMU TPEOOBAHUSIMH,
a TaKKC CTaHAapTaMH 1 METOAUUCCKUMU
PEKOMEHIallUSIMH ;

- HCII0JIb30BATh CYLIECTBYIOIINE METOUYECKHE
pa3paboTKH U CTaHJAPTHI JISl CO3IaHUS
JIOKAJIBHBIX HOPMATHUBHEBIX aKTOB, I/IHCTp}/KIII/H\/JI n
PYKOBOJICTB, PETJIAMEHTHPYIOIIHUX YUET,
OIMMHUCAHUE, XPAHCHUEC SJICKTPOHHBIX JTOKYMCHTOB;
- OpraHu3oBaTh KOMIUIEKTOBaHHE  apXuBa
opraHusanuvu OJICKTPOHHBIMHA JAOKYMCHTAaMHU,
oopMuThH COOTBETCTBYIOILYIO
COIPOBOJUTENBHYIO U YUYEHYIO JTOKYMEHTAIUIO B
COOTBETCTBUU C HAyYHBIMU TPUHIUNAMH H
HOPMAaTUBHBIMHA Tpe6OBaHI/I$IMI/I, a TaK¥XE
CTaHAapTaMH " METOAMYECKUMU
PEKOMEHOAIUAMU

- COCTaBUTH pekoMeHmanuu ans ciayxoer UT mo
BBIOOPY  TEXHMYECKOIO M MPOrpaMMHOTO
o0OecrieyeHus ISl DJIEKTPOHHOTO  apXuBa
opraHu3aliii B COOTBCTCTBMUM C HAyYYHBIMU
MPUHIIMIIAMA U HOPMATUBHBIMU TPeOOBaHUSIMU,
a TaK¥Xe CTaHJapTaMHnu u METOANYCCKUMU
PEKOMEHIallUsSIMHU;

- COCTaBUTH JIOKAJIBHBIC HOPMATHUBHBIC AKTBI H
PYKOBOJICTBA JIIsl paOOThI JIEKTPOHHOTO apXMBa
OpraHu3aIuy;

BJIA/IETh:

- TEXHOJIOTUSIMU KJlacCU(UKAIIK, TONCKA




JIOKYMEHTOB B 3JIEKTPOHHOM apXHBE);

- IOMCKOM NMPOQHIbHBIX HH(HOPMAIIMOHHBIX
pecypcoB B cetu MHTEpHET;

- HaBbIKaMU BbIOOpA U CPaBHEHUS MTPOTPAMMHBIX
KOMIUIEKCOB JIJISI 3JIEKTPOHHOTO apX1Ba
OpraHu3aluy,

- HaBBIKaMU y4yeTa U 00€CIIeYCHHs COXPAaHHOCTH

SA

1.3. MecTO JTUCUMIJIMHBI B CTPYKTYpPe 00pa30BaTeJIbHOM MPOrpaMMbl

JlucumiinHa BXOAWT B COCTAB 00s3aTENIbHOM YacTH y4eOHOTO IIaHa.

JUis  OCBOGHMsSI JMCUUIUIMHBI ~ HEOOXOMUMBI  3HAHHUS, YMEHUS W  BIAJCHHUS,
Cq)OpMHPOBaHHBIG B XOJAC H3YUCHUA CIACAYIOIHUX IUCHUILIWH U TIPOXOKACHHUA IMPAKTHUK:
«Uudopmarukay, «MHPopmanronHbie TexHonoruny, «MHbopMalnoOHHbIE TEXHOJIOTUHA B
JOKYMEHTAITMOHHOM OOECIIEYeHUH yrpaBieHus», «HpopMaMoHHbIE TEXHOJIOTHH B apXUBHOM
Jene».

B pesynbraTe OCBOCHHS AWCHUILTUHBI (DOPMHUPYIOTCS 3HAHUS, YMEHUS W BIAICHUA,
HEOOXOIUMBIC ISl U3YYEHUS CIEAYIOIUX AUCLUUIUIMH U MPOXOXKISHHUS MPakTHK: «DopmaTsl
QJICKTPOHHBIX JOKYMCHTOB, MCIIOJIb3YEMbLIC B YIPABJICHUUM U XPaHCHUU OJICKTPOHHBIX
JTOKYMEHTOB», «PermameHTanuss paboTbl C DSIEKTPOHHBIMH JIOKYMEHTaMHU W JJIEKTPOHHOU
MOAMHUCHION.




2. CTpyKTypa IMCUMILIUHBI

OO6mas Tpy10€MKOCTh AUCIUIUIMHBI COCTABIIAET 3 3.€., 114 4., B TOM 4mciie KOHTaKTHas padoTa
oOydaromuxcst ¢ mpenoaasareneM 60 4., camocrositenbHas pabora oOywarommxcs- 36 d,

KOHTPOJIb — 18 u.

Buabl yuedHoii padoThI - 2 DopMbI
Paznen (B yacax) g v TeKYyIIero

Ne | JIucuumIMHbI ? z - cE KOHTPOJIA

n/ s % = | 8 ycHeBaeMoCTH,

n 3 S8 | 5 S | IPOMEKYTOUHO

Konmaxkmnas § § § S H arTecTranuu
é‘ E | S £ | (no cemecrpam)
5 = E_' )
a | $E| SE
= < = o = =5
S| E| 25| 53
55| &3] %9
= QO | E= | K 3

1 Benenue 7 |2

2 Pasnen 1. 7 |2 4 PTC, mema 1.
ONeKTpOHHBIE
JOKYMEHTBI
Kak 00BEKT
apXUBHOTO
XpaHCHUS.

3 Pazmen 2. 7 |4 4 Ilposepka PTC,
HopmarusHas mema 2.
METOTNICeCKast
0a3a XpaHEHHUS
ANEKTPOHHBIX
JTIOKYMEHTOB.

4 Paznen 3. 7 |4 8 4 Yemuwiii onpoc
KomrnekroBan HanabopamopHo
ne u DLJ] D/1. M

3anamuu
Ilposepxa PTC,
mema 3.

5 Paznen 4.17 |2 6 6 Ilposepka PTC,
Obecneuenue mema 4. 4. 1.
COXPAaHHOCTH,

O/.

6 Paznen 5.7 |2 6 6 Yemuwiii onpoc
Yuer, Ha
OIHCaHUe n1abopamopHom
WCIOJIb30BaHU 3auamuu
e O/1. Ilposepxa PTC,

mema 4.4 2.

7 Paznen 6.7 |4 8 6 Yemuwiii onpoc

DJIEKTPOHHBIE Ha




apXWBBl  Kak

nabopamoptom

Pa3HOBHIHOCT 3AHAMULU.
b Hanucanue
MIPOTPaMMHOTO pechepama.
oOecIieueHus:

CTaHJapTH3aIl

ust

TpeOOBaHUM.

Paznen 7. 4 8 6

Opranuzanus Yemuwvin
OTIePaTUBHOTO nabopamoptom
u 3AHAMULU.
JIOJITOBPEMCHH Hanucanue

Oro XpaHCHUS pechepama.

O]1.

[IpomexyToun 18

as aTTecTanus

Hroro 24 36 18 36 114




3.Conep:kaHue JTUCUMIIMHBI

3. ConeprkaHue TMCUUTITHHBI

Ne

HaumenoBanue
pasnena
JUCIHHMILIMHBI

Coneprkanue

1.BBenenmue.

IIpenmer, nenb U 3agauu Kypca. VICTOUHMKM M juTepaTypa IO
Kypcy. TepMuHBI ¥ TOHATHA:  DJIEKTPOHHBIM JIOKYMEHT,
AIIEKTPOHHBIN ApXUB, ANEKTPOHHAS MMOANKCH U €€ BUAbI, APXUBHBIN
dopmar, sKcnepTH3a IEHHOCTH, Kiaccu(UKalus JIOKYMEHTOB,
€IMHULA ydera, €AMHMIA XPAHEHUs, CEIUHMIA ONUCAHUS
AJIEKTPOHHBIX JIOKYMEHTOB, MUIpallMsl, KOHBEpTalUs, KOHTEHHEp
AIIEKTPOHHBIX JOKYMEHTOB, METaJlaHHbIE, CTaHJApThl U (opMaThl
ONUCAaHUsI  APXUBHBIX JIOKYMEHTOB, YPOBHM OIHMCAaHUSI W
MH(OPMaLIMOHHO-TIOUCKOBBIE XapaKTEPUCTUKHU, AIEKTPOHHOE JIETIO,
HOCHUTEJIU 3JICKTPOHHBIX TOKYMEHTOB U MX BUJIBI.

Pazpen 1.
DIIEKTPOHHBIE
JIOKYMEHTBI KaK
00BEKT apXUBHOTO
XpaHEeHHUSI.

Oco0eHHOCTH 3JIEKTPOHHBIX JTOKYMEHTOB KaKk OOBEKTOB apXHUBHOI'O
XpaHEeHUs1 B MUPOBOW apXMBOBEIYECKOH Hayke. ApPXUBOBEIEHHE
AIIEKTPOHHBIX JOKYMEHTOB B HallleW CTpaHe U 3a pyOexxoMm.
DJEeKTpOHHBIE JOKYMEHThl B cocTtaBe ApxuBHoOro ¢onga PO.
Knaccugukanus uapopmannoHHbeix pecypcoB PO (denepanbHbIX 1
PETHOHANBHBIX) KAaK MCTOPUYECKUX HCTOYHUKOB. DenepanbHble
IEJIEBbIC TIPOTPAMMBI PA3BUTHS AIIEKTPOHHOTO JIOKYMEHTOOOOPOTA,
oTpacieBble W pPErHOHaJIbHBIE MpOrpaMMmbl HH(pOpMaTH3ALNH,
CHCTeMa MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JIOKYMEHTO000pOTa U
MEXBEJJOMCTBEHHOT'O 3JIEKTPOHHOTO B3aUMO/IeHCTBUSA
DIIEKTPOHHOTO  TPABHUTENBCTBA W MpoOiieMa  COXpaHEHHS
AJIEKTPOHHBIX  JTOKYMEHTOB. Knaccugukanus  31eKTpOHHBIX
JOKYMEHTOB: TpPH3HAKH M  TOAXOAbI K  KIIaCCH(HUKAIIHH.
[TopopmatHast  knmaccuuKaluss  SIEKTPOHHBIX  JJOKYMEHTOB.
ApxuBHble (MeXIIaTGopMeHHbIE) HOpPMATHI.

Paznen 2.
Hopmarusnas
MeToandeckas 06aza
XpaHEHUs
3IEKTPOHHBIX
JTOKYMEHTOB.

HopmaTtuBHas 6a3a xpaHeHUs JIEKTPOHHBIX JOKYMEHTOB B Hallei
cTpaHe: 00BEKTHI MPaBOBOTO perynupoBanus. denepanbHblil 3aK0H
«O6 wuHpopmanuu, HHOOPMALMOHHBIX TEXHOJOTUSAX M 3alllUuTe
uHpOpMALIUN. 3aKOHBI CyOBEKTOB benepauun 00
nH(pOpMallMOHHBIX pecypcax. llpaBuna neisompousBojacTBa B
benepambHbIX opraHax HCIIOJIHUTEIIBHON BJIACTH U
FOCYIapCTBEHHBIX OpraHu3anusx o xpaHeHuu JJI. denepanbHbIN
3akoH P® «OO0 snexkrponHoil moamucu» ot 6 ampens 2011 r. u
MOJI3aKOHHBIE AaKThl O TpeOOBaHUAX K pa3IMYHBIM BHJAM U
Pa3sHOBUAHOCTSAM  JIEKTPOHHOM  NOJIUCH,  CTaHJapTU3aLUs
KpunTorpaduueckoit 3aIIHATHI nH(pOpMaLUH. [IpoGnema
YAOCTOBEpEeHUs1  ropuauueckod cuibel [ B mpouecce
JOJITOBPEMEHHOTO M MOCTOSIHHOrO  xpaHeHus. [Iporpamma
uHpopmaruzaun  DegeparbHOr0  apXMBHOTO  areHTCTBA M|
MOABEAOMCTBEHHBIX eMy yupexaeHud Ha 2011-2020 rr. o
xpaHeHuu J/1.

HopmartuBHas 0a3a 3J€KTpPOHHOrO IpaBUTENbCTBA. log3akoHHBIE
aKkThl  (enepanbHBIX  OPraHOB  HCIOJHUTEIBHOW  BIACTH,




perIaMeHTHPYIOLINE DJIEKTPOHHBIN JOKYMEHTOOOOPOT. 3HaueHue
pernamentanuu  TpeboBanuid  k  CDJl  demepanbHbIX u
PETMOHAJIBHBIX OPraHoB BJIAcTH JJIsl COXPAHEHMs 3JIEKTPOHHBIX
JIOKYMEHTOB.

PernamenTanus xpanenust O/ B [IpaBunax opranusanuu XpaHeHUs,
KOMIUIEKTOBaHMS, y4€Ta M HCIOJb30BAHUS JOKYMEHTOB B
rOCyIapCTBEHHBIX M  MYHUUUMIAIbHBIX  apXHMBaX, My3esX,
oubnuorekax, opranuzanmsx PAH, a Takke B opraHax
roCy/1apCTBEHHOW BJIACTH, OpraHaXx MECTHOTO CaMOYIPAaBJICHUS U
opranmzanusax. [lpaBuna  paboTbl ¢  HAayYHO-TEXHUYECKOM
JIOKyMeHTaIuen u coxpanenue /1.

TumnoBbie ¢yHKIMOHaNBHBIE TpeboBanms k COJI um CXD/I.
Meroauueckue paspaborku BHUMJAJL 1o  opranuzanum
XpPAaHEHHsS] SJIEKTPOHHBIX JOKYMEHTOB B apXWBax OpraHU3alui,
roCy/lapCTBEHHbIX U MyHUIIMIAIBHBIX apxuBax 2013 r.
OO0s3aHHOCTH BIaJIeNbla UH(POPMAIIMOHHBIX PECYpPCOB IO 3allUTe
uH(popManuu. 3alUTa MHTEJUIEKTYaJIbHOM COOCTBEHHOCTH Ha
KOMIIBIOTEPHBIE IIPOTpaMMbl U 0a3bl JaHHBIX.

Cranpgaptet MUCO. Cranpaptuszanusi yrnpaBi€HHsS KadeCTBOM U
KOpIopaTuBHbIe HMH(POpPMAMOHHBIE CcUCTeMbl. CTaHIapThl Ha
XpaHEHUE JOKYMEHTOB HAa MAaIllMHHBIX HOCUTENAX. DJIEKTPOHHBIN
pernaMeHT ymnpasieHus opranuzauueid. Cranmapt MCO 15489-
2001 (2007).

Metoauueckie pekoMeHganuu U paszpabotku  Pocapxusa,
BHUNIOAL, PITY, peruoHampHbIX OpPraHoB  yIPABICHUS
aApXUBHBIM JI€JIOM, apXUBOB, KaMIaHWi, BegoMcTB P® u opranos
MECTHOI'O caMOYIIpaBJieHus B o0nacTu xpaneHus /1.
PernameHTanust ~ JMHIBHCTUYECKOTO  OOECIEUEHHMsS  CHCTEM
AIIEKTPOHHOIO  JIOKyMeHTooOopoTa.  IloHATne  MeTagaHHBIX.
Me:x1yHapoIHblE U POCCHICKHE CTAaHAAPTHI, PETIAMEHTHPYIOLIUE
JIIIONPOU3BOJICTBEHHbIE METaJaHHble U MX POJIb B 3JIEKTPOHHOM
JIOKyMEHTO000poTe.

Paspgen 3.
KoMIuiekToBauue u

S OA.

Kpurepun  ompeneiacHuss  MCTOYHUKOB KOMILIEKTOBAHMS
AIIEKTPOHHBIX apXHBOB. Knaccudukanus HMCTOYHUKOB
KOMILUIEKTOBAHUS apXMBOB JJIEKTPOHHBIMU JOKymMeHTamu [lopsaok
KOMIUIEKTOBaHMUSl apXrWBa oOpraHu3aunu OJ[ B COOTBETCTBHM C
TpeboBanusMu [IpaBuil opraHuzanuy XpaHeHus, KOMIUIEKTOBAHUS,
y4eTa ¥ MCIOJIb30BaHUS JOKYMEHTOB B OpPraHaX rOCyJIapCTBEHHOMN
BIIACTH, OpraHax MECTHOI'O CAMOYIIPABJICHUS U OPraHU3aLUsX.
OImBIT KOMIIJIEKTOBAHUS TOCYTAPCTBEHHBIX aPXNUBOB 3JIEKTPOHHBIMHU
nokymentamu. Pab6ota AP® ¢ ucTOYHMKAMU KOMIUJIEKTOBAHUSI.
[Tpriem 351eKTPOHHBIX AOKYMEHTOB B (opmaTe COJI, B apXUBHOM,
1aT(OPMEHHO HE3aBUCUMOM (hopMarte.

Kputepun skcneptussl neHHoctu D/ obmme u cnenuduueckue.
Crenenp coxpaHHOocTH (oHAa. Bo3MOXHOCTH mepenaun Ha
XpaHeHue  0e3  OpuUrMHaJbHOTO  (opmara,  BO3MOXKHOCTb
OCYIIECTBIICHUs MUTPALUN.

Paznen 4.
Ob6ecnieuenne

@dakTophl, BIUAIONINE HA COXPAHHOCTh. AHTHUBUpPYCHAs 3alllWTa,
CTaOUITBLHOCTD AJIEKTPONUTAHMS, 3anmTa oT




coxpanHoctH, J/I.

HECAaHKI[MOHUPOBAHHOIO  JIOCTYIIA, HAJEKHOCTb HOCHUTEIIEH.
HopMaTuBHBIE yCIIOBUS XpaHEHMs JJEKTPOHHBIX JOKYMEHTOB Ha
pasnmuyHbIX ~ Hocutensax.  OOopynmoBaHue — sl XpaHEHUS
JJIEKTPOHHBIX  JOKYMEHTOB. Knaccupukanus ~ Hocuteneil.

CrtpaxoBoit pOHA JOKYMEHTOB Ha ONITUYECKUX JTUCKAX.
ObecnieueHre  COXPAHHOCTU  DJIEKTPOHHBIX  JOKYMEHTOB B
JI0JITOBpEMEHHOM nepernekTuse. llepesanuch, Murpamnus, sMyJsnus
MHKancymsauus AaHHblX. [Ipobiema kKoHBepTalMy JaHHBIX.

Pazgen 5. Vuer,
OITUCAaHNE
nucnonb3oBanue D/I.

Crangaptel onucanus DJ]. OOBEKTHI onmucaHus U (Gopma OIMHUCH.
Enununa ydyera m enmuuuma xpanenus JJI, ydetHwle GopMbl IS
peructpauun  aBwkenus  OJ[.  IlpaBuna  onmcanus O/
NudopmanmonHo-nmouckoBass  xapakrepuctuka /]I, VYuer
murpanuu u nepesanucu. Konreitnepsr 9/1.

Hcnonb3oBaHue  ANEKTPOHHBIX  JOKYMEHTOB.  Opranuzanus
noctyna k OJI. Ilouck B cucTeMe SJIEKTPOHHOTO apXHBa:
be3bymaxknoe nHpopManmoHHOE 00CITYyKMBaHHE MTOJIb30BaTENICH.

Paznen 6.
DNEKTPOHHBIE APXUBBI
KaK Pa3HOBUIHOCTb
IIPOrPaMMHOI0
obecreyeHus:
CTaHapTH3ALHS
TpeOOBaHMIA.

Bunael apxuBOB ~ 3JIEKTPOHHBIX JOKyMEHTOB.  CTpykTypa u
OpraHu3alysl apXuBa 3JIEKTPOHHBIX JOKYMEHTOB YUPEKACHUS U
HPEIIPUITHSL. JlokanbHbIE HOpPMAaTHBHBIC aKTBI,
perinaMeHTupymoume padoTy 53JIeKTPOHHOro apxuBa. DyHKUUU
anekTpoHHOro apxuBa. Ponb ciyx6b1 JIOY, apxuBHOU Ciyx OBl U
ciyx0b! I'T B opranu3zanu Jie 3J1eKTPOHHOTO apXUBa MPEIIPUATHSL.
ONEeKTPOHHBIM  JOKYMEHTOOOOPOT Y  apXUBbl  3JEKTPOHHBIX
JIOKYMEHTOB. Knaccudukanus CHCTEM 3JIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa MCXOASl U3 3aJad JO0JITOBPEMEHOIO XpaHEHMs
nokyMeHToB.  KopropaTuBHble  MH(GOPMAllMOHHBIE  CHCTEMBI.
Texnonorust Doctlow u Worflow. Knaccugukauust nporpaMmmHoro
oOecrieyeHUss HMHGOPMALMOHHBIX CHCTEM JIOKYMEHTALMOHHOTO
obecnieuenus. Knaccudukanus popmartor I/ (pazpadbotku PITY).
TpeboBaHMsT K  HUHTETPUPOBAHHOM  CHUCTEME  3JEKTPOHHOTO
JIOKYMEHTO000pOTa ¢ TOUKU 3pEHUS apXUBHOTO XpaHeHus /1,
DJNeKTPOHHBIE  apXMBBl KaK  Pa3HOBUJHOCTb  HPUKIIAJHOTO
nporpaMMHoro odecrneuenus. Knaccudpukanus MynbTu(OpMaTHBIX
MOUCKOBBIX cucTeM. IIporpaMmHoe obecneueHue, HCHOIB3yeMOe
JUISL  CO3JaHMsl JNEKTPOHHBIX apXWBOB JaHHBIX. [IpoGiieMsl
coxpaHeHHs rpaduku, MyJIbTUMEIUHHBIX NokyMeHTOoB, CAIIP wu
reorH()OPMAIIMOHHBIX CUCTEM.

OcHOBHBIE TOJIXOABI K BBIOOPY TEXHHYECKOro oOecreyeHus
AIIEKTPOHHOTO  apXHUBA. Pacyer 3arpaT M SKOHOMHYECKOMN
s dextuBHOCTH. CoO3/1aHUE MPOEKTA IIEKTPOHHOIO apXHBa.

Paznen 7.
Opranuzanus
OTIEpaTHUBHOTO U
JIOJITOBPEMEHHOT O
xpanenus J/1.

[{eHTpaIM30BaHHBIN W PACHPENECICHHbIA MOAXO0J K CO3JaHUI0
apXMBOB JJIEKTPOHHBIX JIOKYMEHTOB. OIBIT TOCYJapCTBEHHBIX,
BEJIOMCTBEHHBIX, KOPIOPATUBHBIX AapXHWBOB IO OTOOpY, MpHEMY,
XPaHEHHUIO U UCIIOJIb30BAHUIO AJIEKTPOHHBIX JOKYMEHTOB.
3apyOeXHBI  OMBIT TIO CO3JAaHUI0 APXWUBOB  AJIEKTPOHHBIX
TOoKyMeHTOB. [lpakTudeckas, Hay4dHass W MeETOAHMYECKas pabora
AJEKTPOHHBIX aPXUBOB.

Krnaccudukanus 2IeKTpOHHBIX apXUBOB B HAIICH CTpaHE.




4.00pa3oBaTe/ibHbIE TEXHOJIOTUH

Ne |HammeHoBa B . HNudopmanmnonnbie " o0pa3oBaTte/ibHbIC
U/IbI Y4eOHOH padoThl
1I/T1 |HHe pa3jeJia TeXHOJIOT UM
1 2 3 5
1. |1.BBencHue.
BBognag gexuus
CamocTosrenbHas pabora KoHcynpTpOBaHMEe M MpOBEpKa JIOMAIIHUX
3a/IaHHUI OCPEACTBOM 3JIEKTPOHHOM MOYTHI
2. |Paspmen 1. Jlexums Jlexuus-Bu3yanu3anus ¢ NPUMEHEHUEM CIIan-
CamocTosrenbHas pabora IPOEKTOpA.
ODJIEKTPOHHBI 3anonuenue PTC, Tema 1.
€ JIOKYMEHTbI
KaK  OOBEKT
apXHUBHOTO
XpaHEeHHUS.
3. |Pazmen 2. Jlexuus 2. Jlekuug-Bu3yanusanus ¢ IPUMEHEHUEM CIIa]I-
Hopmatusra |CamMocTosTesnbHas pabora POEKTOpa.
q 3anonuenue PTC, tema 2.
METOANYECKa
s 6aza
XpaHeHus
AJIIEKTPOHHBIX
JIOKYMEHTOB
4. |Paznen 3. Jlexuus 3. Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM CIIan-
KoMriutekToBa |[[IpaKkTU4ecKue 3aHsaTus 1 u 2 [mpoekTopa.
are n DLJI |CamocrosTenbHas pabora YcTHBIN onpoc Ha 1a00paTOPHOM 3aHATHH.
. 3anonnenue PTC, tema 3.
5 |Pasnen 4. Jlexmusg 4. Jleknusa-Bu3yanusanus ¢ INPUMEHEHUEM CIan-
O6ecreucHue |IPAKTUYECKUE 3aHATHS 3 MPOEKTOpA.
coxpannoct,|CamocrositenbHas padota. | YCTHBIA ONPOC Ha JIabOPaTOPHOM 3aHSTHH. .
e 3anonnenue PTC, rema 4. Y. 1.
6. |Paznmen 5. Jlexmmsg 5. Jleknus-Bu3yanu3anus ¢ IPUMEHEHUEM CIIal/T-
Yuer, MPaKTUYCCKOEC 3aHATHEC MPOEKTOpa
ONMCaHNEe CamocrositensHas padora. .
HCIIONB3OBAH YcTHBIN onpoc Ha 1a00paTOPHOM 3aHSITHH..
ne 1. Banonuenne PTC, rema 4. Y. 2.
7. |Pa3men 6. Jlexuus 6. Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM CIIan-
DNEKTPOHHBI |TIPAKTHYECKOE 3aHATUE MIPOEKTOPA.
e apxuBbI Kak |CamMocTositenbHas paboTa. | YCTHBIA ONPOC Ha JIabOPAaTOPHOM 3aHSTHH. .
Pa3sHOBHJHOC KoHncynsTupoBanue u npoBepka pedepara
Thb
IPOrpaMMHOT
0

o0ecrieueHus:




CTaHAapTu3a
s
TpeOOBaHUM.

8 |Pasmen 7. Jlexuums 7. Jlexuus-Bu3yanu3anus ¢ NPUMEHEHUEM CIIal-
Oprauu3zanys |IPAKTUYECKOE 3aHATHE IPOEKTOpA.

oneparusHor |CamocrosTenbHas pabora. YcTHBIN onpoc Ha 1a00paTOPHOM 3aHITHH..
ou KoncyneTupoBanue u nposepka pedepara.

JOJITOBPEMECH
HOTI'O
XPpaHCHUA

OH.

5. OneHka mIaHMpPyeMbIX pe3yJIbTATOB 00y4eHHUs
5.1. Cucrema oLieHUBaHUS

®opMa KOHTPOJIS Makc. K0J1M4ecTBO 0aJJI0B
3a ogny |Bcero
paboty
Texkynui KOHTPOJIb:
- 8bINOJIHEHUE 3A0aHUS HA 10 30 b6annos
NPAKMUYeCKoOM 3aHAMUU bannos
10
- KoHmpo.avHas paboma (pegepam) 10 10 6annos
- pabouas mempadsb cmyoenma (memwl |0aL108
1-2). 20 6annos
[TpomexyTouHas aTTecTalus 40 b6annos
(umo2osas KonmponvHas paboma)
HToro 3a cemectp (Oucyuniumy) 100 6annos
9K3AMEH

[Tomy4eHHBIN COBOKYITHBIN PE3yJIbTAT KOHBEPTUPYETCS B TPAJAUIMOHHYIO MKy OLIEHOK U B
IIKaly OolleHOK EBporieiickoii cucTeMbl epeHoca U HaKOIUIEHHS KPEUTOB
(EuropeanCreditTransferSystem; ganee — ECTS) B cooTBeTCTBUM € TabIULIEH:

100-6ammpHast TpaimonHas mkana [kana
IKanxa ECTS
95— 100 A

83 o4 OTJIMYHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 —67 D

50 55 YIIOBJIETBOPUTEIHLHO E
2049 FX
0_19 HEY/IOBJICTBOPUTEIILHO HE 3aUTCHO F




5.2.KpuTtepun BbICTABICHUS OLICHKHU MO TUCLUUILINHE

Banany/
HIkaJuaa
ECTS

OuneHka mo
JUCHUILIMHE

Kpurepuu onenkn pe3yibTaToB 00y4eHHUs 110
AUCHMILIHHE

100-83/
AB

«OTJIIHYHOY/
«3a4TEHO
(oTuyHO)»/
«3a4TEHO»

BricTaBnsiercsa oOy4daromemMycsi, €Cu OH TIy00KO U TPOYHO
YCBOMWJI TEOPETUYECKUI U IIPAKTUYECKUN MAaTEPUa, MOXKET
MPOJIEMOHCTPUPOBATH 3TO HA 3aHATUSX U B X0OJI€
IIPOMEKYTOUYHON aTTECTALUU.

OO0yuaromuiicsi KCUYEPIBIBAIOIIE U JIOTUYECKUA CTPOMHO
U3JaraeT yueOHbI MaTepuall, yMeeT yBSI3bIBaTh TEOPHUIO C
MIPAKTUKOM, CIIPABIISETCA C PEIICHUEM 3a/Jad
npoeCCHOHATTLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, MMPABUIILHO 0OOCHOBHIBAET MPUHSTHIC PEILICHUSI.
CB00OIHO OpHEHTUPYETCS B y4eOHOH 1 MpodecCHOHATBHON
nuTeparype.

OrneHka no JUCHUILTUHE BBICTABIISIOTCS 00ydaronemMycs ¢
y4€TOM PE3YJIbTATOB TEKYIEH U TPOMEKYTOUHON
aTTeCTaluu.

Komniereniuu, 3aKkpeniénnble 3a JUCUUILTMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/

«XOPOMIO»/
«3aYTECHO
(xopor110)y»/
«3a4TEHO

BeicraBnsiercst 00ydaromemMycsi, €ClI OH 3HaeT
TEOPETUYECKUM U IPAKTUYECKUN MaTepUai, FPaMOTHO U IO
CYLIECTBY M3JIaraeT €ro Ha 3aHATHSAX U B X0
IIPOMEKYTOUHOM aTTECTAllMH, HE NOIYCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaromnuiics IpaBUIbHO IPUMEHSET TEOPETHUECKHUE
ITOJIOYKEHUS [IPU PEIICHNUN TPAKTUYECKUX 3a/1a4
npogeccCHOHaTbHON HANPaBIEHHOCTH Pa3HOIO YPOBHS
CJI0KHOCTH, BJIaJIe€T HEOOXOIMMBIMHU /ISl 3TOTO HaBBIKAMU U
IIPUEMAMH.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUEOHOH U
npogeccCuOHAILHOMN JINTEpaType.

OneHka 0 JUCLUIUIMHE BBICTABIISIOTCS 00YYaIOIEMYCS C
Y4ETOM PE3YJIBTATOB TEKYILEH U IIPOMEKYTOUHON
aTTECTALlNN.

Komnerenmuu, 3akpeni€Huble 3a AMCUUTIIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «XOPOIIHIiY.

67-50/
D,E

«yIOBIETBOPH-
TEIIbHOY/
«3a4TEHO
(ymoBneTBOpH-
TEJIBLHO)»/
«3aUTEHOY

BricTaBmisiercs o0ydaromemMycsi, €Cii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUIN U MPAKTUUECKUI MaTepual,
JIOTYCKaeT OTAeNbHbIe OIMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUSAX U B XOJI€ TIPOMEKYTOUHOM aTTECTAIIUH.
OOyyJaromuiics UCTIBITHIBAET OMPEICIEHHbBIE 3aTPYAHCHUS B
MMPUMEHEHUH TEOPETHUUECKUX MOJOKEHHUM MPU PEIICHUH
MPAKTUYECKHX 33724 MPO(HeCcCHOHATFHON HAIIPABICHHOCTH
CTaHJAPTHOTO YPOBHSI CIIOKHOCTH, BJIaJIe€T HEOOXOTMMBIMH
JUTSE 5TOTO 0A30BBIMH HAaBBIKAMU U TIPUEMaMHU.
JIeMOHCTpUpYET TOCTATOYHBIN YPOBEHBb 3HAHUS yUCOHOM
JIUTEPATYPHI 110 AUCIUTUIMHE.




Banusl/ Ounenka no Kpurepun oneHkn pe3yibTaToB 00y4eHHUs 110
kana AUCHMILINHE AUCUHMILIAHE
ECTS

OneHka no JUCHUILIMHE BBICTABIISIOTCS 00yUarolemMycs ¢
y4€TOM PE3YJIBTATOB TEKYILEH U IIPOMEKYTOUYHON
aTTeCTalUu.

KomnereHiuu, 3aKkpeniénnbie 3a JUCUUILIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «IOCTATOYHBIN).

49-0/ «HEYIOBJIETBOpU | BricTaBnsercs oOyyaromeMycs, €Ciii OH He 3HaeT Ha 6a30BOM
F.EX TEIbHOY/ YPOBHE TEOPETUYECKUI U IIPAKTUYECKUN MaTepHUall,
HE 324TEHO JIOTMTyCKaeT rpyObie OMMOKU MPH €ro W3JI0KEHUHU Ha 3aHATHIX

U B X0JI¢ POMEXKYTOYHOH aTTECTAIUH.

OOyuaronuiics UCTIBITHIBACT CEPhE3HBIE 3aTPYIHEHUS B
MPUMEHEHHH TEOPETUIECKUX TTOJIOKEHUH MTPH PEIICHUN
MPaKTUYECKHX 3a]a4 MPO(EeCCHOHANBHON HAIPABICHHOCTH
CTaH/IapPTHOTO YPOBHS CJIOKHOCTH, HE BIIAAEET
HEOOXOJMMBIMH JUIS ATOTO HaBBIKAMHU M ITPUEMaMHU.
JleMoHCTpHpYET (pparMeHTapHbIC 3HAHUS YIeOHOH
JUTEPATYPHI IO AUCIHUIUIAHE.

OueHka 1o JUCHUILIMHE BBICTABIIAIOTCS 00yJaromeMycs ¢
y4E€TOM PEe3yJIbTaTOB TEKYIIEH U IPOMEXYTOUHON
aTTeCTAIlHH.

KomrmeTeHy Ha ypoBHE «JI0CTaTOYHBIIY, 3aKPEIUIEHHBIC 32
JMCIUTUIMHON, HE C(OPMHUPOBAHEI.

5.3. OueHouHble cpeacTBa (Marepuaibl) Il TEKYIIET0 KOHTPOJIS YCIIEBAaEMOCTH,
NPOMEKYTOUHOU aTTeCcTalluy 00y4aromuXcs O AUCHUIIINHE
Ilpumepnaa memamuka KoHmpoavHvlx paoom ( peghepamos).

1. DnexTpoHHBIE apXMBbl KaK IIEHTPHl COXpaHEeHHUs LU(POBOro Hacienus B Haiei
CTpaHe M 3a pyOexoM (Ha mpuMepe He MEHee BYX apXUBHBIX YUPEKICHHH, CTPYKTYpPHBIX
HO/Ipa3IeTCHUI MUHICTEPCTB, BEIOMCTB, OpraHH3aIHii).

2. Coznianue 3JI€KTPOHHOIO apXHUBa OpraHU3allui, MUHHCTEPCTBAa(Ha IpUMEpPEe HE MEHee
JIBYX apXMBHBIX YUPEXKICHUH, CTPYKTYPHBIX MOJpa3JAeieHUi MHHUCTEPCTB, BEIOMCTB,
OpTraHu3aIHii).

4. OO630p NPUKIAJAHOTO MPOTPAMMHOIO OOECIEUYEHMs, MCIIOJIB3YEMOTo IpH CO3/1aHU
AJIEKTPOHHOI'O apXHUBa.

5. Yd4er u onmcaHue 3JIEKTPOHHBIX TOKYMEHTOB (Ha MpUMEpE HEe MEHEe JIBYX apXHUBHBIX
YUPEXKJIEHUH, CTPYKTYPHBIX MOJpPa3ieIeHU MUHUCTEPCTB, BEAOMCTB, OPTaHU3aIHi).

7. Knaccuduxaius 37I1eKTpOHHBIX JOKYMEHTOB B apXuBE (Ha MpHMEpe HE MEHee IBYX
ApXUBHBIX YUPEKICHHH, CTPYKTYPHBIX MO/Ipa3/ieIeHnii MUHUCTEPCTB, BEIOMCTB, OpraHU3aluil).

8.CeTeBble JIEKTPOHHBIE apXUBBI (0030p 3apyOeKHOTO U POCCUICKOTO OIBITA).

9. HopMmaTuBHO-IpaBOBOE W  METOJUYECKOE  OOECIeYCHHE  CO3JaHHS |
(GYHKIIMOHUPOBAHUS DJIEKTPOHHOTO apxwBa (Ha TIpUMepe HE MEHee JABYX apXHUBHBIX
YUPEXKJIEHUH, CTPYKTYPHBIX MOJpPa3ieIeHU MUHUCTEPCTB, BEAOMCTB, OPTaHU3aIHi).

10. IIpoGyiembl OMEPaTUBHOTO U JOJTOBPEMEHHOTO XPAHEHUS HJIEKTPOHHBIX JTOKYMEHTOB
(0630p ucTopuorpadun).

11. TexHOIOTYM ONEPATUBHOTO U JOJITOBPEMEHHOIO XPAHEHUS IEKTPOHHBIX JOKYMEHTOB
(0030p CTaHAAPTOB U METOIUYECKOTO OOCCTICUCHHMS ).

12. ®enepanbHble 0a3bl TaHHBIX: CTPYKTYpa, KOMIUICKTOBAHUE U XpaHEHUE (Ha IPUMEPE
He MeHee (eepabHbIX OPraHOB UCTIOHUTENBHOM BiIacTu Pd).



13. CpaBHUTENBHBIA aHAIHU3 U BBHIOOP MPOTrPaMMHOTO OOECTICUECHUs JUISl HIIEKTPOHHOTO
apxuBa OpraHu3alMM (Ha NIpUMEpe HE MEHEE JIBYX AapXUBHBIX YUYPEKACHUH, CTPYKTYPHBIX
HOJpa3/IeIeHuil MUHUCTEPCTB, BEIOMCTB, OpraHU3alHii).

14. 3ammra uHboOpManMM B SJEKTPOHHBIX apxuBax (HAa MpHUMeEpe HE MEHee IBYX
apXUBHBIX YUPEXKIAECHUH, CTPYKTYPHBIX HOApPA3eIeHU MUHICTEPCTB, BEIOMCTB, OpraHU3aLHii).

Ilpumepnan memamuxa umoz08six KOHMPOJIbHHIX PAOOM:

1. OCOOEHHOCTH AIIEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB apXMBHOTO XpPaHEHHS
(ananu3 ucropuorpadun).

2. DJNEeKTPOHHBIA apXWB KAaK COBOKYIHOCTh TEXHOJIOTHH JIONTOBPEMEHHOTO H
HOCTOSTHHOTO XpaHeHus D/1 : aHann3 CTaHAapTOB U METOAMYECKOTO 00ECIICUCHHS.

3. DNEeKTPOHHBIA  apXWB KaK apXWBHOE YUYPEXKIEHHUE WIH CTPYKTYpHOE
nojpa3ieiieHue, OCYLIECTBIIIONIeE coXpaHeHne mHudpoBoro Hacieaus (McTopus, NpoduIsb,
(GyHKIMHU, COCTaB JOKYMEHTOB).

4, [IpaBoBOEe  peryiaupoBaHHE  XpPaHECHUS  DJICKTPOHHBIX  JOKYMEHTOB B
MEXIYHAPOJAHOM U POCCHIICKOM TpaBe (aHaJIu3 MpaBOBOU 0asbl).
5. DNEeKTPOHHBI apXUB KaKk Pa3sHOBUIHOCTh MPHUKIAJAHOTO IMPOTPAMMHOIO

oOecnieueHus (cpaBHUTENbHBINA aHanu3 110 1 pe3yabTaToB €ro BHEAPEHU).

Bonpocwet 0nsa umozo6020 konmpona 3uanuii:

1.TepMUHBI U MOHATHUS: DJIEKTPOHHBIN JOKYMEHT, 3JEKTPOHHBIM apXWB, 3JEKTPOHHAs
udpoBas MOANUCH, apXUBHBINA (opMaT, MoJab30BaTENbCKUM (hopMmaT, 3KCIepTH3a LEHHOCTH,
KJaccu(UKaus OMUCAHNE YTICKTPOHHBIX JOKYMEHTOB.

2. IlpaBoBO€ perynupoBaHHe IOPUANYECKON CHIIbI JIEKTPOHHOIO TIOKYMEHTa, XpaHEHUs
JIOKYMEHTOB Ha pa3jIN4HbIX BUJIaX HOCUTENEH.

3. CraHpapThl Ha XpaHEHUE TOKYMEHTOB HA MATHUTHBIX HOCUTEIISX.

4. Knaccugukanus 31eKTpOHHBIX TOKYMEHTOB.

5. DkcnepTu3a IeHHOCTH 3JEKTPOHHBIX JOKYMEHTOB: KPUTEPUH OOIIHE U ClIeHATIbHBIE.

6. KommuiekToBaHWe  apXMBOB  3JEKTPOHHBIMH  JOKYMEHTaMHM:  KOHLEMIUU
LEHTPAJIN30BaHHOTO U PACIPENEICHHOIO XPaHEHUS.

7. Opranuzanys nprueMa JIeKTPOHHBIX JOKYMEHTOB Ha XpaHEHUE.

8. Yuer u onucaHue dJIEKTPOHHBIX JOKYMEHTOB. ONUCH 3JIEKTPOHHBIX JOKYMEHTOB.

9. ConpoBoauTenbHas fokymeHTanus Kk /1.

10. OO6ecrneuyeHue COXpaHHOCTU AIIEKTPOHHBIX JOKYMEHTOB. DakTOpbI, BIUSIONIME Ha
COXPaHHOCTb.

11. HopmaruBHblE YCIOBHS XpaHEHHUS DJIEKTPOHHBIX JIOKYMEHTOB Ha pa3iIM4YHBIX
HOCUTEJISIX.

12. DnexTpoHHBIE apXUBBI KaK CTPYKTYpHBIE MOApa3JelieHnus U opranusanuu. Mcropus,
3agaun, (YHKIMH, COCTaB JOKYMEHTOB.

13.  DOuneKkTpoHHBIE apXMBBl KaK pa3HOBUAHOCTb IPHUKJIAJHOTO IPOrPAMMHOIO
obecneuenus. Knaccudukanus MyabTH(HOPMATHBIX TOUCKOBBIX CUCTEM.

14. TIpoGiembl coxpaHeHUs Trpaduku, MYyIbTUMEAMUHBIX J0KyMeHTOB, CAIIP wu
reonH(OPMALIMOHHBIX CUCTEM.

15. OuundpoBanue JOKYMEHTOB Ha TPAAUIIMOHHBIX HOCUTENSAX.

16. ®yHKINK KOHKPETHON MYJIbTH(HOPMATHOW MOUCKOBON CUCTEMBI.

17. DOneKkTpoHHBI apXUB OpraHU3aAIMM: CO3JaHHEe, O0OpYyAOBaHHE, IPOrPAMMHOE
obecrnieueHue, QyHKIUH.

18. DneKTpoHHbIE TOKYMEHTHI KaK 00bEKThI apXUBHOTI'O XpaHEHUS.

19.1Tpo6seMbI MOCTOSTHHOTO XPaHEHUS JIEKTPOHHBIX IOKYMEHTOB.

20. CoxpaHeHnue PPOBOro KyabTypHOTO Hacneaus. CeTeBble apXHBHI.

22. ®enepanbHbIE U peTHOHAIBHBIC 0a3bl JaHHBIX B PD ux xpaHeHue.



6. YueOHo-MeTOoMYecKOe U MH(OPMAIIMOHHOE o0ecriedeHHe TUCIUTNIHHbI
6.1.CnuCOK MCTOYHHMKOB U JINTEPATYPhI.

6.1.1. Ucmounuku ocrhogHuble.

®enepanbHblif 3akoH «O0 HHOpManK, HHHOPMALMOHHBIX TEXHOJOTHUAX U 3aLIUTE UH-
dopmarum» ot 26.07.2007. Ne 149-D3 »//Poccuiickas razera. 29 utomns 2006 r. Ne 413 1.

®enepanpubiii 3akoH «O0 snekTpoHHON mHdpoBor moamucu» ot 10.01.2002 N 1-
@3//Cobpanue 3akoHonarenbcTBa Poccuiickoit @eneparmu. 2002, N 2. Cr. 127.

®denepanpublii 3ak0H «O0 apxuBHOM jene B Poccuiickoit ®denepanuu» oT 27 OKTIOps
2004 r. //Poccumiickas raszera. 2004, 27  oxrabps. Ne 36. Cm.  Takxe:
www.rusarchives.ru/lows/fz.shtml

®enepanbublii 3akoH PO «O6 snexkrponnoit noanucu» ot 6 anpenst 2011 r. N 63-03 //
Poccuiickas razera. 2011, 8 anpens. Ne 5451.

Va3 [Ipesunenta PO ot 09.05.2017 Ne 203 «O Crpaterun pa3zBuTusi HHHOPMAITMOHHOTO
obmectBa B Poccutickoit @enepanuu Ha 2017 - 2030 roas» // Cobpanue 3akoHOAaTEIbCTBA PD
//'15.05.2017 Ne 20. ct. 290.

[TocranoBnenue IIpaBurenscrBa Poccuiickoit @eneparuu ot 06.07.2015 Ne 676 (pen. ot
or 11.04.2019) «O TtpeboBaHMAX K MOPSAKY CO3JaHMsI, pa3BUTHSA, BBOJAa B JKCIUIyaTallHIo,
9KCIUTyaTalldd M BBIBOJIA U3 HKCIUIyaTallMM TOCYJapCTBEHHBIX HMH(OPMAIIMOHHBIX CUCTEM U
JAJIbHEHIIIETO XpaHEHUsI Co/IeprKalleiics B MX 0a3ax JaHHBIX MHPOpMAaLUK.

ITpuMepHas HHCTPYKLMS 1O JEJIONPOU3BOICTBY B FOCYJapCTBEHHBIX OpraHU3alusix. YTB
npukazom denepanpHoro apxuBHoro areHrcTsa ot 11.04.2018 N 44,

IIporpamma  uHpopmaruzanuu  PenepaqbHOrO0  apXMBHOIO  areHTCTBA U
[I0JIBEJOMCTBEHHBIX eMy yupexxaeHuil Ha 2011-2020 rr. (YTeepxkaena IIpukazom Pocapxusa Ne
104 or 2 ngexabps 2011 r.) //OnybnaukoBaHo Ha caiite «ApxuBsl Poccum», pazgen
«Mupopmaruzanus». Www.rusarchives.ru/informatization/conseption.shtmi.

ITocranosnenue IIpaBurenscrBa P@ ot urons 2009r. Ne 477 «O0 yTBepKIeHUU MpaBUII
JIETIOTIPOM3BOJICTBA B (peiepalbHBIX OpraHax UCIHOJHUTENbHOW Biactu» //CoOpanHue
3akoHonaTenscTBa Poccuiickoit @enepannu. 2009. Ne25. C1.3060.

[TocranoBnenue IIpaBurenscrBa Poccuiickoit @enepanuu ot 7 centsaopst 2011 r. Ne 751
«O BHeceHuun wusMeHeHudt B IIpaBunma  genmompousBoAcTBa B (eepalbHBIX OpraHax
UCTIOTHUTENbHON BiacTiy// Cobpanue 3akoHomarenbcTBa Poccuiickoit deneparuu, 12.09.2011,
Ne 37, ¢1.5263.

I'OCT P 54471-2011/1SO/TR 15801:2009 «CucTemMbl 3JIeKTPOHHOTO JOKYMEHTO000pOTA.
Vnpasinenue  nokymeHrtanuei. MHdpopmanms, coxpaHsemas B JJIEKTPOHHOM  BHJIE.
PekoMenpanuu mo oOecredeHnio JOCTOBEPHOCTH M HAJIEKHOCTU», YTBEP)KICHHBIA MPUKA30M
@denepalIbHOTO areHTCTBA 110 TEXHUYECKOMY pErysnpoBaHuio U MeTposnoruu oT 18.10.2011 Ne
466-CT.

'OCT P 54989-2012/ISO/TR  18492:2005 «OOecrieueHue  JOITOBPEMEHHOU
COXPaHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB», YTBEPKAEHHBIN mpukazom denepaabHOro areHTCTBa
10 TEXHUYECKOMY PETYJIMPOBaHMIO U MeTposoruu ot 17.09.2012 Ne 325-cr.

OcHoBHBIE TipaBHiIa pabOTHl apxuBOB opranu3amuii./ Pocapxus. BHUNJA/. M., 2002.

[IpaBuna opraHu3alMM XpaHEHHs KOMIUIEKTOBAaHMs, YydeTa U  HCIOJIb30BAHUS
TO0KyMeHTOB AD P® n apyrux apXvMBHBIX JTOKYMEHTOB B TOCYIapCTBEHHBIX U MYHUIMIIATbHBIX
apxuBax, My3esx, oubnmorekax, opranuzanusx PAH. M., 2007.

[IpaBuia opraHu3anuu XpaHEHHs, KOMILJIEKTOBAaHHUS, Y4eTa U  HCIOJIb30BAHUS
JOKyMeHTOB ApxuBHOro ¢onnga Poccuiickoit @enepanuu U APYyrux apXMBHBIX JTOKYMEHTOB B
OopraHax roCyJapCTBEHHON BIIAaCTH, OpPraHaX MECTHOIO CaMOYINpaBJIEHUS W OpraHU3alusX.
M.,2015



Pexomenpanuu 1o KOMILJIEKTOBAHUIO, YUETY U OPTaHU3ALMN XPAHEHUS 3JIEKTPOHHBIX ap-
XHUBHBIX JOKYyMEHTOB B apxuBax opranuzammii. M.: BHUMJIA/L, 2013//Ony6nukoBaHo Ha caiite
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml).

‘PekoMeH1allui MO KOMIUIEKTOBAHUIO, YUETYy M OpraHU3AlMM XPAaHEHUS DJICKTPOHHBIX
ApXUBHBIX JIOKYMEHTOB B TOCYJApCTBEHHBIX M MyHULMNAIbHbIX apxuBax M.. BHUNJA/IL,
2013//Ony6nukoBano Ha caiire «ApPXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

TpeboBanust K HMHPOPMANMOHHBIM CHCTEMaM JJEKTPOHHOTO JOKYMEHTOOOOpOTa
benepanbHBIX OPraHOB HCIOIHUTEIBHONW BIIACTH, YUUTHIBAIOIIMX B TOM YHUCIIE HEOOXOIUMOCTb
00paboTku wHpOpMAIMU, TOCTYH K KOTOpoil orpanwueH. Ilpukaz MwunkomcBszu PO or
02.09.2011 Ne 221, 3apeructpupoBano B Muntocte PD 15 Hoss6pst 2011 r. Ne 22304.

TunoBbeie QyHKIIMOHAIBHBIE TPEOOBAHMS K CUCTEMaM DJICKTPOHHOTO JOKYMEHTOOO0pOTa
U CHUCTEMAaM XPAaHEHMs HJIEKTPOHHBIX JOKYMEHTOB B apXHBaxX TIOCYJapCTBEHHBIX OPraHOB.
BHUMAA, Pocapxus. Ilpoekt. 2018.http://archives.ru/sites/default/files/2018-06-14-project-
tft.doc

OyHKIMOHATBHBIE TPeOOBaHUS K WHPOPMAIMOHHBIM CHCTEMaM apXHBOB AJICKTPOHHBIX
TOKyMeHTOB opranmzamuii. M:Pocapxu, BHUUJAJ. 2014 //OnybnukoBaHo Ha caiite
denepanbHoro apxuHoro areHrcTsa http://archives.ru/documents/methodics.shtml

6.1.2. Ucmounuxu 0onoiHumenvHwie.

P/1 50-524-84 «Ilopsamok XxpaHeHHs TOKYMEHTOB Ha MAIIMHHBIX HOCUTENSIX». M,, 1985.

I'OCT 6.10.4-84. «YHUQUUUpPOBAHHBIE CHCTEMbl JOKyMeHTauuu. llpuganue
IOPUAMYECKON CHIJIBI JOKYMEHTaM Ha MAIIMHHOM HOCUTEJE M MAalllMHOTpaMME, CO3/1aBa€MbIM
CpeICTBaMU BBIYUCIUTEIBbHON TeXHUKN» .M., 1985.

I'OCT 28388-89. «Cuctembl 00paboTku uHpopmaruu. JIOKyMEHTBl Ha MarHUTHBIX
HOCHUTEISIX JaHHBIX. [Topsiok BeimoHEHUs U oOparieHus». M, 1991.

OcHoBHbIE MpaBuiia pabOThl ¢ HAYYHO-TEXHUYECKON JOKYMEHTAllUel B OpraHU3aIsaX U
Ha npeanpusarusax. M., 2003.

[lepeueHb TUMOBBIX apXUBHBIX TOKYMEHTOB, 0Opa3yIOUIUXCS B HAYYHO-TEXHHUYECKON U
MIPOU3BOJICTBEHHON ACATEIILHOCTA OpraHu3alluii, C yKa3zaHueM CpokoB xpaHenus / denep. apx.
arentctBo, BHUMIAL M., 2008. — 382 ¢

6.2. Jlumepamypa.

6.2.1. Ocnoeuas tumepamypa

ApxuBOBeIYECKME M JOKYMEHTOBeIUYeCKHe (DYHKIMOHAIbHbIE TpeOOBaHUS K
WH()OPMAIMOHHBIM CHCTEMaM, 00ECIIEYMBAIOIINM JJIEKTPOHHBIN JOKYMEHTOOOOPOT B TpoIlecce
BHYTPEHHEH JeATeNIbHOCTH (e/iepabHbIX OPraHOB MCIOMHUTENbHOM BiacT» (M.:BHUMJIA/L,
2013), //Omy6IMKOBaHO Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

bo6simea M.II. K Bompocy O HEIOCTHOCTH M ayTEHTUYHOCTH YIPABIEHYECKUX
AJIEKTPOHHBIX JOKYMEHTOB B ITpoliecce ux xpaHenus//[lenonponssoactso. 2018. Ne 3.

Ona xe. Hexoropble BOMPOCH XKM3HEHHOTO IMKJA YIPABICHUECKUX 3JIEKTPOHHBIX
nokyMeHToB // JlenonpounsBoactso. 2017. Ne 4.

Bapnamosa JI.LH., Kopsaruna U.A.®opmaTel XpaHEHHUS JJIEKTPOHHBIX JTOKYMEHTOB//
Henonpounssoacrso. 2018. Ne 3.

HpokxoB C.B. Pexomenmauuu MCA mno pabGore C 3JIEKTPOHHBIMU JIOKYMEHTaMH JUIs
apxuBHUCTOB opranu3anuii // OreyectBeHHsle apxuBbl. 2010. Ne 3. C. 65-73.

Ky3nemmor C.JI. HoBple TpeOoBaHMs K CHCTEeMaM YIpaBICHUS JTOKYMEHTaAaMHU U
3NIEKTPOHHBIM apxuBam// JlenonpounsBoacto. 2018. Ne 4.



http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml

OH xe. DNEeKTPOHHBIC apXUBBI U JIEKTPOHHAs oanuck // JlenonpousBoactso. 2017. Ne
4. C. 20-34.

On xe. [IpumeHeHne TPaIUIIMOHHBIX METOJIOB B SKCIIEPTH3€ LIEHHOCTU SJIEKTPOHHBIX
nokymeHnToB // OredectBennble apxuBbl. 2009. Ne 3. C. 37-47.

On xe. 3agavyn apXUBHOTO XPAaHEHUS JICKTPOHHBIX IOKYMEHTOB: U3 omnbiTa [IAJIDHM.//
OrteuectBennsie apxuBbl. 2010. Ne 3. C. 51-60.

6.2.2. [lonoanumenvHas iumepamypa

AHTOHeHKO B.B. KommiektoBanue apXMBHBIX YUpeXICHUM AnTalcKoro Kpas
doromoxkyMmeHTaMu B 31eKTpoHHOH popme// OteuecTBenHbIe apxuBbl. 2009. Ne 6. C. 46-48.

Adanacwena JI.I1. DnekTpoHHBIC JOKYMEHTHI B JISJIONPOU3BOJICTBE U aPXHUBE OP-

raam3anun// Cexkperapckoe aeno. 2006. Ne 1-3.

Acduann B.JO., 3no6un E.B. 8-1 EBpomeiickas koHdepeHIHs TO 3JIEKTPOHHOMY
apxusupoBanuto (ECA-2010)// OreuectBennbie apxusbl. 2010. Ne 5. C. 135- 136.

I'eneman-BunorpanoB K.b.  Mamunountaemeie noxkymentsl B CCCP.  VYueGHoe
nocobue.Brim. 1. M.:MI'MAH, 1980.C. 7-14. 17-33, 48-81.

I'opoxos C.H. Jlo6anoB E.M. CoBpemMeHHBIE TEXHOJIOTUU XPAHEHUS DIIEKTPOHHBIX
nokymeHToB // Bectauk apxusucra. 2014. Ne 1. C. 193-200.

Kucenes U.H. DnexTpoHHbIE JOKYMEHTHI: OCHOBHBIE HAIpPaBIIEHUS HCCIEIOBaHUN //
Becrauk apxuBucta. 2000. Ne 3-4. C. 162-166.

Kysneno C.JI. Meroanueckue ¥ MPAKTHYECKHE AaCMEeKThl JKCHEPTU3bl ILIEHHOCTH
JIEKTPOHHBIX TIOKyMEHTOB // BecTHuk apxusucta. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

Jlapun ~ M.B.  AkryanbHble  TpoOJIeMbl ~ apXUBHOTO  Jena B HU]poBoii
skoHOMuKe//JlenonponsBocTBo. 2019. Ne 2.

MomkoBa O.M.ABTOMaTH3allUsl XpaHEHUs DJIEKTPOHHBIX JOKYMEHTOB B apXuBe
opranusaiu, pemenue I0C//[IenonpousBoactso. 2019. Ne 3.

CaBun B.A.  ApxuBHBIE 53JEKTpPOHHbIE HH(pOpPMAMOHHBIE pecypchl Poccuiickoil
Oeneparun: uaeHTUUKaus 1 kaaccupukamnus /OredectBeHrbie apxuBbl. 2008. Ne 4. C. 31-38

Cso Lroxysil. VYmpaBieHue >JeKTPOHHBIMH JoKyMmMeHTamM B Kutae: cocrosHue u
nepcnexTuBbl//OtedectBennbie apxuBbl. 2010. Ne 6. C. 59-64.

TuxonoB B.A., Omun B.A. CranoBnenue u pasutue apxusos MUY/I B 1960-80-¢ rr. //
OrteuectBennbie apxuBbl. 1998. Ne 6. C. 39-46.

TuxonoB B.U., FOmun B.A. CoBpeMeHHblE KOHIENIUU IEKTPOHHBIX JOKYMEHTOB //
OteuecTBeHHbIE apXuBbl. 1999. Ne 1.

@ponosa E.B. DnekrponHsiii apxuB TromeHckoi ob6nactu. // OTedecTBEHHbIE apXHBBHI.
2009. Ne 6. C. 43-46.

AHTTIO-pyCCKHA clToBapb apxuUBHON TepmuHONIOTHU. M..PITY, 1992,

Dictionnaire de la terminologie archivistique. K. G. Saur. Munchen; New-York; London;
Paris, 1988, 2 éd, 1988. P. 212. No 33

CrnoBapb COBPEMEHHOM apXUBHOM  TEPMHUHOJIOTUU COLMAIMCTUYECKUX CTpaH. Baim. 1.
M.:BHUNAJL, 1982

VYnpasnenue nokymentamu. Tepmunsl u onpenenenus. M.:BHUNIA/, 2014.

6.3. Ilepeyenb pecypcoB HHGPOPMAIHOHHO-TEIEKOMMYHUKAIIMOHHONH  CeTH
«HTepHETY», HEOOXOAMMBII 1J1s1 OCBOECHUSI JUCHUINJIMHBI (MOLYJIs1)

1. ApxuBsl Poccun. [OtpacneBoit noprtain "Apxusbl Poccun" HaxoauTcest o1 maTpoHaTOM
®epnepanbHOro apxuBHoro arentcrsa (Pocapxusa)l; [DneKTpOoHHBIN pecypc| — DIEKTPOH.



JaH. — M., [2001-2015]. — Pexum
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoOoaHBIN. — 3ari. ¢ skpaHa.
2.1leHTp KOMIIETEHIIMHU IO BOIIPOCAM JOKYMEHTAIIHOHHOTO O0ecIieueHus ypaBieHus 1

apXHUBHOTO JIeJIa; [ DNEeKTPOHHBIN pecypc| — DnekTpoH. nan. — M., [2013]. — Pexum gocryna:
www.edou.ru, cBoOOOAHBIN. — 3aril. ¢ 3KpaHa.

3. DOC-Online. He3aBucuMbIii MOpTam 0 CUCTEMaxX 3JEKTPOHHOTO JOKYMEHTOOOOpOTA.
www.doc-online.ru

4. Docflow. Bce 0 Mupe 37eKTpOHHOTO JOKYMEHTO00OpoTa. [DIeKTpOHHEIH pecype] -
DnekTpoH, aaH.- M., 2002-2004r — www.docflow.ru, cBoOoaHBIH. — 3ari1. ¢ 3KpaHa.

5. Ilepuommyeckoe wu3gaHue 10 NpoOIEMaM 3IEKTPOHHOTO JIOKYMEHTOOOOpOTa.
www.directum-journal.ru
CaiiTel KaMIaHUK-pa3pabOTYMKOB MTPOrPaAMM:
6. DIeKTpOHHBIH apxuB Asiee ApxuB 3. www.alee-archive.ru
7. Jletorpad. Cucrema JIETOI'PA® — xoMIieKCHOE pellIeHUe M0 yNPaBICHUIO JOKYMEHTaMH,
aBTOMAaTHU3AIMK OU3HEC-TIPOIECCOB U MHTETpalliy MpHIoKeHuid. www.letograf.ru
8. Directum. Cucrema 3JEKTPOHHOTO TOKYMEHTOOOOPOTa M YIPABJICHUS B3aUMOJCHCTBHEM.
www.directum.ru
9.Digital Design - Uudopmarmonnsie CucteMsl YnpasieHus busnecom --J{enonpon3BoacTBo u
apxuB. www.didges.ru
10. Fly-Doc. Cucrema 3aeKTpoHHOT0 apxuBa npeanpustus. www.FlyDoc.ru
CaiiTbl opranu3zanui, OCyIECTBISIFOIINX CO3/IaHNE IIEKTPOHHBIX aPXUBOB.
11.Kopnopanus «9JIeKTpOHHBIN apXuBy». Www.elar.ru
12.Kopyc Koncantunr. www.korusesm.ru

J0CTyma:

7. MarepuajibHO-TEXHHYECKOe o0ecnevyeHue U CUMIITUHbI
Y4eOHbIN KOMITBIOTEPHBIN Ki1acce

ConpoBoaurenbHas gokymenTanus k [10 Mynsrudopmarasix CO/1, Hanpumep, Ha OCHOBE
DOCsOpen.

Cocras nporpammHuoro odecneyenus (IIO)

Nort Haumenosanue 10 [IpouzBoaurenn Crioco6
/m pacmpocTpaHeHHs
(ruyenszuonnoe unu
c60000HO
pacnpocmpansiemoe)
1 Adobe Master Collection CS4 Adobe JIAIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JTUIEH3NOHHOE
3 Windows 7 Pro Microsoft JIAIEH3MOHHOE
4 AutoCAD 2010 Student Autodesk CBOOOIHO
pacmpocTpaHseMoe
5 Archicad 21 Rus Student Graphisoft CBOOOJTHO
pacmpocTpaHseMoe
6 SPSS Statisctics 22 IBM JINIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JTUIEH3NOHHOE
8 SPSS Statisctics 25 IBM JINIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JTUICH3NOHHOE
10 | OC «Anbt O6pazoBaHue» 8 000 «bazanpst CIIO | 1MIIEH3MOHHOE
11 | Microsoft Office 2013 Microsoft JTUICH3NOHHOE




12 | Windows 10 Pro Microsoft JIUIEH3HOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMIIEH3MOHHOE
14 | Microsoft Office 2016 Microsoft JIUIEH3HOHHOE
15 | Visual Studio 2019 Microsoft JIULEH3UOHHOE
16 | Adobe Creative Cloud Adobe JTUICH3NOHHOE
17 Zoom Zoom JINIEH3UOHHOE
Ilepeuens B/l u UCC
Ner HanmenoBanmne
/i

1 | Mexnynapoansie pedepaTuBHbIe HayKoMeTpuueckue bJl, mocTymHsie B paMkax
HalMOHAJILHOM moanucky B 2021 r.

Web of Science

Scopus

2 | [Ipodeccuonanbupie monHoTekcToBbie b/I, TOCTYyMHBIE B paMKaxX HAllMOHAIBLHOM
noamnucku B 2021 T.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuanst Taylor and Francis

3 | IIpodeccronanbHbIe MOTHOTEKCTOBBIE B/l

JSTOR

W3nanus o oOLIECTBEHHBIM U TYMaHUTAPHBIM HAyKaM
DnexTponHas oubnmoreka Grebennikon.ru

4 | KoMnbloTepHbIE CIIPABOYHBIE TPABOBBIE CUCTEMBI
Koncynsrant Ilmtoc,
I"apanT

8. Obecneyenne 00pa3oBaTeIbHOIO NMPOLECCA IS JIUL ¢ OTPAHUYCHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIU/I0B

B X0[€ pealin3daiuu AUCHUIIIIMHBI UCITOJB3YIOTCA CICAYIONNE JOIMOJIHUTCIIBHBIC
MCETO/bI O6y‘{eHH${, TCKYLICTO KOHTPOJIA YCIICBAEMOCTHU U HpOMC)KYTOQHOﬁ aTTeCTallnuu
06y‘~IaIOHII/IXC$I B 3aBUCHUMOCTH OT UX HHAUBUAYAJIbHBIX OCOOEHHOCTEH:

® IS CHEMNBIX U CIIA00BUAAIINX:

- JeKuu O(QOpPMISIOTCS B BHUJAE JJIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CIEeNUaTN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUeHUEM;

- TIMCbMEHHBIC 3aJIaHUS BBITIOJNHIIOTCA Ha KOMIIBIOTEpE CO CHEIUaTU3UPOBAHHBIM
MPOrPaMMHBIM 00€CTIeYeHUEM, T MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM,;

- o0ecrnieunBaeTCsl MHIWBUIyAIbHOE paBHOMEPHOE ocBenieHne He Mmenee 300 Jrokc;

- Q7S BBINIONHEHUS 3aJaHUsl TMPH HEOOXOAMMOCTH TMPENOCTABISETCS YBEIHMUHBAIOIIEE
YCTPONCTBO; BO3MOXKHO TaK)Ke UCITOJIb30BAHNE COOCTBEHHBIX YBEIIMUUBAIOIIUX YCTPOUCTB;

- MUCbMEHHBIE 3a/1aHusl OPOPMIIAIOTCS YBEIMYEHHBIM MIPUDTOM;

- 9K3aMEH | 3a4ET MPOBOATCS B YCTHOM (hOpME HIIH BBITIOITHSIOTCS B TUCBMEHHOHN (hopme Ha
KOMIIBIOTEPE.

® JUIS TIYXHUX U CIa0OCTBIIIAIINX:

- Jekuuu OoQOpMIISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTa, JUOO0 MpeaocTaBisieTcs
3BYKOYCHUJIMBAIOIIas anmnapaTrypa UHAUBUYAJIbHOTO MOJIb30BAHMUS;



- MUCHbMEHHBIE 3aJ[aHUs BBITTOJIHSAIOTCS Ha KOMITBIOTEPE B TUCbMEHHOMU (hopme;

- 9JK3aMeH M 3auéT MNPOBOAATCA B NHCbMEHHOW (opMe HAa KOMIBIOTEPE, BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHHUS.

e IS JIUL C HAPYIIEHUSIMH OTIOPHO-/IBUTATEILHOTO amnmapaTra:

- JeKUuM O(OPMIISIIOTCA B BHJE 3JIEKTPOHHOIO JOKYMEHTa, AOCTYHHOI'O C IOMOILBIO
KOMITBIOTEpA CO CHEIHMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeUeHHEM;

- [HUCBMEHHbIC 33JaHUS BBINOJHAIOTCA HA KOMIBIOTEPE CO CHELHAIM3HMPOBAHHBIM
MIPOrpaMMHBIM 00€CIIEYECHUEM;

- 9K3aMEH M 3au4€T NPOBOAATCSA B YyCTHON (hopMe UIIM BBIOJIHIOTCSA B TUCBbMEHHON (hopMme Ha
KOMITBIOTEPE.

ITpu HEOOXOMMMOCTH NpeycMaTpUBAETCs yBEJINUYEHUE BPEMEHHU AJIs IIOATOTOBKU OTBETA.

[Iponienypa  mpoBeAeHHST  NPOMEXKYTOYHOM  arTecTau Ui OOYYaroIIUXCs
YCTaHABIMBACTCSI C Y4YETOM UX HMHIUBUAYaJIbHBIX ICUXO(PHU3UYECKUX OCOOEHHOCTEH.
[TpomexyTo4Hast aTTECTAIMsI MOYKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

IIpu npoBeneHUH HPOLEAYPHl OLEHUBAHUS PE3yIbTaToOB OOy4YeHHs HpPEeAyCMaTpHUBAETCs
UCTIOJIb30BAaHNE TEXHUYECKHX CPEACTB, HEOOXOAMMBIX B CBS3M C WHIWBUAYAJIbHBIMU
0COOEHHOCTAMHU O00yJaroIuxcs. DTU CPEACTBa MOTYT ObIThb IPEAOCTaBIEHbl YHUBEPCUTETOM,
WJIA MOTYT HCITOJIb30BaThCSI COOCTBEHHBIE TEXHUYECKHE CPEACTBA.

[IpoBeneHue mpoueAypbl OLIEHUBaHMUSA  pe3yIbTaroB  OOy4eHHUs  JIOIyCKaeTcss ¢
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOTUH.

ObecneunBaeTcs AOCTYN K MH(POPMAIMOHHBIM M OMOIMOrpaduyeckuM pecypcaMm B CETH
WutepHer Ui Kaxaoro oOydarouierocs B (opMax, aJalTHPOBAHHBIX K OrpaHMUYEHHSIM HX
3JI0POBBSI ¥ BOCTIPHSITHS HHPOPMALIH:

® IS CJICIBIX U CIIa0OBUIAIIUX:

- B [Ie4aTHOM (hopMe YBETMUEHHBIM IIPUPTOM;
- B (hOpMe 3IEKTPOHHOTO JOKYMEHTA;

- B (popme aynuodaiina.

e Ui DIIYXHX U CIa0OCHbIIAIINX:

- B IeyaTHOH popme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

e Ui o0yYaroImuXxcs ¢ HapyIIEHUSIMU ONIOPHO-ABUTaTeIbHOIO arnmapara:
- B IeyaTHOH popme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B opme aynuodaiina.

VY4eOHble ayAUTOPUH JUIS BCEX BUAOB KOHTAKTHOW M CaMOCTOSATENBHON pabOoThI, HAydHas
O6ubnMoTeKa M MHbIE MOMEIICHUsS ISl 0OyYeHHs] OCHAIICHbI CIEIHaIbHBIM 000pYZIOBaHHEM U
y4eOHBIMH MECTaMHU C TEXHHYECKHUMH CPEICTBAMU O0YUICHUS:

® IS CJICTIBIX U CIIA0OBUIAIIUX:

- YCTpOMCTBOM JIJIs1 CKaHupoBaHus U uTeHus ¢ kamepoit SARA CE;

- mucrieeM bpaiins PAC Mate 20;

- npuntepoMm bpaitns EmBrailleViewPlus;

e U TIIYXHX U ClIaboCIbIIIaINX:

- aBTOMATHM3MPOBAaHHBIM pPAa0OYMM MECTOM JUIsl JIIOJIEH C HapylIeHHeM Ccliyxa |
C1a00CIIBIIIAIINX;

- aKyCTUYECKHI YCUIIUTEh U KOJIOHKH,

e Ui 00yYaroIuXcs ¢ HaApYIICHUSIMU ONIOPHO-ABUTaTeIbHOIO armapara:
- IEPEABMKHBIMU, PETYIUPYEMbIMH 3proHoMuueckumu napramu CH-1,
- KOMIIBIOTEPHON TEXHUKOM CO CIIELUAIbHBIM IPOrPAMMHBIM O0ECIIEYEHUEM.

9. MeroauvecKkue MaTepuaJibl



9.1.1. IliaHbl NPAKTHYECKUX 3aHATHIA.

MeToauuecKkue YKa3aHus 1o OpraHu3alnvm 1 MMpoBEACHUIO.
IlosicauTeIbHAS 3aITHCKa.

Lenp 3aHATHI — W3YYCHHE W CPABHUTEIBHBIN aHAIM3 C YYETOM CHEIUMUKU TTPOPHUIIT
MOATOTOBKU, TOJOXKEHUM CTaHJApPTOB M METOIUYECKUX pa3pabOTOK, pEeriaMeHTUPYIOIIHUX
TEXHOJIOTHH JOJITOBPEMEHHOTO ¥ TOCTOSTHHOT'O XPAaHEHUS JIEKTPOHHBIX JOKYMEHTOB.

Beibop TeMm i 3aHATHI CBS3aH ¢ JBYyMs HauOoliee 3HAYMMBIMU HANpPaBICHUSMU
pPa3BUTHS TEXHOJIOTUM XpaHEHUs DJJIEKTPOHHBIX JOKYMEHTOB — Yy4eTa, onucaHus I u
oOecrieueHUss WX COXPAHHOCTH. Takke CTyOeHThl H3Y4alOT TPEOOBAHUS POCCUUCKHX U
MEXIYHAPOJHBIX CTAaHIAAPTOB K TMPOrPaMMHOMY OOECIICUCHHMIO IS CO3/JaHHS W BEICHUS
AJEKTPOHHOIO apXWBa OpraHu3auuy. MeToauKa MPOBEACHUS MPAKTUYECKUX 3aHATUNA MO KypCy
CBs3aHA C 3aJayeil BpIOOpa MPOrpaMMHBIX MNPOAYKTOB. CTYIEHTHI ydyaTcsi AaBaTh OLEHKY
MpoECCHOHAIIOB TIPOrPAMMHBIM TPOAYKTaM, CO3[aHHBIM Pa3JIMYHBIMU pa3pabOTUUKaAMU s
uH(pOpMaTU3AlUA OJHOM apXWBHOW TEXHOJOTHMHU (B JAHHOM Cly4ae — ydeTa JAOKYMEHTOB U
MH(OPMaLIMOHHOIO TIOUCKA).

B xonme 3aHATUS CTYNEHTHl CHayaja M3Yy4alOT M KOHCHEKTUPYIOT CTaHAApPThl H
METOJMYECKHE pPa3pabOTKH, PYKOBOJCTBA IMOJB30BATEIA, 3aTEM BBIMOJHSAIOT MPAKTHYECKYIO
paboTy. 3amaHus MOCTPOEHBI MO MPHUHIIMIYY MOJEIHPOBAHUS peanbHOU curyaruu. CTyaeHTHI
JIOJKHBI TIOJIYYUTh HAcloOPT apXuBa, SJIEKTPOHHBIM MyTEBOAUTENb WM ONMKUCH U T.a. [Ipu 3TOM
3aJjaHUsl TIOCTPOEHBI TaK, YTOOBI OPUEHTHUPOBATH CTYJIEHTAa HAa CaMOCTOSATEIbHOE pEIICHUE
3a/1a4 0 CO3JIaHUI0 Ha OCHOBE HMEIOMICHCS HOPMATHBHO-METOJIUYCCKOW 0a3bl JOKAIBHBIX
HOPMATHBHBIX aKTOB M pa3pabOTOK JIJIsi apXUBa OPraHU3aIIuH.

B 3akiroueHne CTyIEHTHI JENar0T BBIBOJABI O COBPEMEHHOM COCTOSIHUM HOPMATHUBHO-
MeToanyeckor 6a3bl xpaneHus. D/1.
3aHATUS TPOXOIAT B KOMIIBIOTEPHOM Kiacce, uisi paboThl HEO0OXOAMMO MPOrPaMMHOE
obecrnieueHne, yKkazaHHOE /I KaKJI0W TeMbl 3aHATHS.

BrinosiHeHUE TEOPETUYECKON M MPAKTUYECKOW YACTH 3aIaHUs 10 KaXJ0M TEME OLICHUBAETCS HA
1-5 6amos.

Tema 1 (4 uaca). Knaccudukanus 31eKTPOHHBIX JOKYMEHTOB. 4 yaca.

Llenv pabomul: N3ydeHNe MPU3HAKOB KIACCU(PUKAINH HIEKTPOHHBIX JOKYMEHTOB.

3aoanue:
W3yueHre TPU3HAKOB KIACCH(PHUKAIMKA DICKTPOHHBIX JIOKYyMEHTOB, 0Opasylomuxcs B
JeSITeIbHOCTH OPraHU3allii HA OCHOBE HOPMATUBHO-METOMUYECKUX JOKYMEHTOB.
Cucremaru3zaius pe3yabTaToB B TAOIUIIE:

Hctounuku napopmanuu IIpu3znak Knaccupukanuonn
(HOpMaTUBHO-METOJUYECKHE TOCOOUS) kinaccudukan | pie  rpymmel, O/,
un O] BbI/ICJICHHbBIE Ha
OCHOBaHUU

JaHHOT'O ITPU3HAKaA.

[IpaBuna OpraHu3aIu XpaHEHMUS,
KOMIUIEKTOBAHMSI, y4€Ta W HCIOJb30BaHUSA
TOKyMeH-TOB ApxuBHoro ¢onaa Poccuiickoii
denepauyy U APYTUX apXUBHBIX JOKYMEHTOB
B OpraHax rocyJapCTBEHHOI BJiacTu, opraHax
MECTHOTO CaMOYIPABIEHUS U OpraHU3alLUsiX.
M.,2015

PeKOMeHaaI/;MM 1O KOMNIEeKmMOo6aHuro, ydvemy




u opeaHusayuu - XpaHenust  IJNEeKmMpPOHHbLX

aAPXUBHBIX O0OKYMeHmo8 8 apxueax
op2aHu3ayull. M.: BHUNJIA/],
2013//Onybnuxosano ua caiime «Apxueol
Poccuuy.
http://www.rusarchives.ru/methodics/index.sh
tml).

[lepeueHp TUIOBBIX APXUBHBIX JOKYMEHTOB,
00pa3yloIUXCcsl B HAYYHO-TEXHHYECKOU U
MIPOU3BOJICTBEHHOU JESITEIIbHOCTH
OpraHM3aIlyii, C YKa3aHUEM CPOKOB XPaHCHUS
/ ®enep. apx. arenrctBo, BHUUIA. M.,

2008. — 382 ¢
I'OCT P 54989-2012/1SO/TR 18492:2005
«Obecneuenue JOJITOBPEMEHHOMN

COXPAHHOCTH AJIEKTPOHHBIX JOKYMEHTOBY,
YTBEPKICHHBIA IpuKazoM DenepanbHOro
areHTCTBa 1o TEXHUYE-CKOMY
peryaupoBaHuIO 51 METPOJIOTHH oT
17.09.2012 Ne 325-cT.

[pyrue...

2. Hzyuenuwe nmpuHOMIOB MO(OpPMATHON KIACCU(PHUKAIMH AIEKTPOHHBIX JOKYMEHTOB (Hampumep,
Ha ocHoBe ordyera mo HUP «CpaBuutenbublii ananu3 (opmaroB (aiaoB 3IEKTPOHHBIX
JIOKYMEHTOB MOCTOSIHHOTO (J10JIroBpeMeHHOro) xpanenus». M.:PITY, 2013 //Onyb6nukoBaHo
Ha caiite «ApxuBbl Poccum». http://www.rusarchives.ru/methodics/index.shtml).,

Boigenenue Hanbonee pacnpoCTpaHEHHBIX (OPMAaTOB M apXWMBHBIX ()OPMATOB B KaKIOU
Pa3sHOBUIHOCTH MPEACTABICHNUS HHPOPMALIUH.
CucremaTtu3zanys JaHHBIX B TaOJIHLE:

Bun npencTaBieHus | PacnpoctpaneHHbie ApxuBHble (popMaThl
uHpopmanuu MIOJIb30BATEIbCKHE
dbopmarsl.

CuMBoOJIBHAS

['uneprekcroBas

I'paduueckas  (pactposas,
BEKTOpHAsI)
3BYK, BUJIEO U T.II.

3.M3yuenne coctaBa 0a3 JaHHBIX M OJIEKTPOHHBIX PECYpCOB Ha NpUMEpEe KOHKPETHOMH

OpraHu3aluH.
Cucremaru3zaius pe3yabTaToB B TaOJIUIE:
[Ipuznaku knaccudukanuu | Knaccudukanmonubie Ha3Banue
TpYIIIIBI MH(POPMALIMOHHBIX CHCTEM,
MH(OPMaLMOHHBIX

pEeCypcoB OpraHu3anuu

OyHKIMA, CTPYKTYPHOE
MIOAPAa3ACIICHUE

Ilenesoe Ha3HAUYCHUE
MH(POPMALIMOHHON CHCTEMBI
(aBTOMATH3UpPOBAHHAS ~ CHC




TeMa YIPaBJICHUS, CUCTEMaA
KOHTPOJIS UCTIOJTHECHUS
JTIOKYMEHTOB, cucreMa
ABTOMATH3HPOBAHHOTO
MIPOCKTHPOBAHUS,
reonH(pOpMaInOHHAS
cucrema, IKCIIEPTHAS
CUCTEMA U JI.)

VYposenb ynpasnenuss HC
(oTpaciieBasi, pernoHaabHas,

cucreMa yIpaBIeHUA
MPEIIPUSTHEM, crcremMa
YIIpaBJICHUS
TEXHOJIOTUYECKUM
MIPOIIECCOM)

Bunst MIPECTaBIICHUS

nHpopmanuu, GopMaThl.

[Ipouenypa ymocToBepeHHs
FOP.CUJTBI

[pyrue npusHaku.. ..

4. CocraBlieHHE NEPeYHs TEKTPOHHBIX JOKYMEHTOB OpraHU3alluy, KaK YIPAaBICHYECKHX, TaK U
HAYYHO-TEXHUYECKHX, C YKa3aHHEM CPOKOB XPaHCHHUS.
Konumponvuvie gonpocwi:
1) KakoBa crienn¢uka npusHakoB kiaaccuuranuu 3J?
2) C xakuMU LESIMH OCYIIECTBIIsIeTCs Kiaccuukarys D/1?
3) B uem cocrout 3Hauenne noopmaTHoi knaccudurarmu I/ ?
Cnucok uCmouHuKo8 u 1umepamypboi.
1.Ucmounuxu ocHogHble
1.0cHoBHBIE TpaBUiIa paboThl apxuBOB opranuzauuit. M.,2003. I1. 4.
2.IlpaBuna opraHu3anyuy XpaHEeHUs, KOMIUIEKTOBAHHUS, YI€Ta M UCIIOJIb30BAHUS
JOKYMEeHTOB ApxHuBHOTO (poHna Poccuiickoii denepanuy u Apyrux apXUBHbIX JOKYMEHTOB B
opraHax rocyJapCTBEHHOH BJIACTH, OpraHax MECTHOTO CaMOYIIPABIICHUS U OPTaHU3AIUSX.
M.,2015

3. TlepeueHb THUIIOBBIX APXUBHBIX JOKYMEHTOB, 00pa3yIONINXCS B HAYYHO-TEXHUIECKON
Y TIPOU3BOJICTBEHHOM JE€ATEIIbHOCTH OpPTaHU3alMid, C yKa3aHHEeM CpOKOB XxpaHeHus / Denep. apX.
arearctBo, BHUMUJIA/. M., 2008. — 382 ¢

4. PexomMeHJalMK IO KOMIUICKTOBAHUIO, YUETY U OPTaHU3AIMH XPAaHEHHUS DIIEKTPOHHBIX
apXMBHBIX JOKYMEHTOB B apxuBax opranuszanuii. M.: BHUNAJL, 2013//Ony0nukoBaHo Ha
caiite «ApxuBbl Poccum». http://www.rusarchives.ru/methodics/index.shtml)

5. CpaBHuTeNbHBIN aHaIU3 OpMaATOB (PAMIOB IIEKTPOHHBIX TOKYMEHTOB MOCTOSHHOTO
(monroBpemenHoro) xpanenusi». Otder on HUP. M.:PITYVY, 2013 //OnybnukoBaHo Ha caiite
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml).

2. Mcmounuku 0ononHumesnsHole.

OcHOBHBIE TIpaBWIIa pabOTHI C HAYYHO-TEXHUYECKOH TOKYMEHTAIlMeH B OPraHU3aIUsIX U
Ha npeanpuaruax. M., 2003. I1.3.1.

I'OCT P 54989-2012/ISO/TR  18492:2005 «OOecmneyeHre  J1OJTOBPEMEHHOM
COXPaHHOCTH JIEKTPOHHBIX JOKYMEHTOBY», YTBEpPKIECHHBIN Mpuka3zoM deneparbHOro areHTCTBa
M0 TEXHUYECKOMY peryaupoBaHuto u Merposioruu ot 17.09.2012 Ne 325-cr.

2.1. Jlumepamypa ocHosHasl.



http://www.rusarchives.ru/methodics/index.shtml

3anaeB '.3. Ananu3 u kinaccuuKanus MEKTPOHHBIX JOKYMEHTOB//BECTHHUK apXUBHCTA.
| 1999
. Ne
2.C.
60-
61.

Meroymueckue |EqmammalE nuanna [Konreitnep 9/1DnekrponHoe |Popmsr

apia

MOBa

JLH.,

SAran

oBa

AA.

OTtxp

BIThIE CTAHJAPTHI U OTKPBITHIE (POPMATHI AJIEKTPOHHBIX TOKYMEHTOB // JlenonpousBoactso. 2009.
Ne 4. C. 23 — 28. «http://www.top-personal.ru/officeworkissue.html?8

Onu xe. CBobogHOE TporpamMmMHOe obecrieueHne U OTKpbIThie dopMmatel B Poccun //

Henonpousoacteo. Ne 2010. Ne 1. C. 29 — 33
2.2.  Jlumepamypa 0ononHumenvbHasl.
3apyOeKHBIN OTBIT YIPABJICHUS HJIEKTPOHHBIMHU JOKYMEHTAMH M OPTaHM3alUU UX
apXUBHOTr0 XpaHeHus. — M., 2014.

TuxonoB B.U., FOmuu B.A. CoBpeMeHHBbIC KOHICHIMH JJICKTPOHHBIX JOKYMEHTOB //
OreuecTBeHHbIE apxuBbl. 1999. Ne 1.

Tuxonos B.M. 3anaun apXxuBHOTO XpaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB: U3 onbiTa [{A-
JADHM// OteuectBennble apxussl. 2010. Ne 3. C. 51-60.

3.Ilepeuensv pecypcos unghopmayuoHHo-meneKoOMMyHUKaAyuoHHo cemu « Mumeprempy.

1.  Apxusbl Poccun. [OtpacneBoii mnopran "ApxuBbl Poccun" HaxomurTcs mnon
natponaroM PenepanbHOTO apxuBHOro areHTcTBa (PocapxuBa)l; [DnexTpoHHBIN pecypc]
— DIIEKTPOH. JIaH. — M., [2001-2015]. — Pexxum JIOCTYyTIA:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHbBIN. — 3ari. ¢ KpaHa.

2. Koncantunrosas rpynna Tepmuka [ DneKTpoHHBIN pecypc]. — DnekTpoH. 1aH. — M.,
[2012]. — Pexwum noctyma: http://www.termika.ru/. — 3ari. ¢ skpaHa.

3. EDOU.RU [OnekrpoHHblii pecypc]: LleHTp KkoMmMmeTeHmMM 10 BOIpOCam
JIOKYMEHTAIlMOHHOTO 00eCTIeUeH sl yIpaBICHUs U apXUBHOIO Jieja. — ODIEKTPOoH. JaH. — [M.],
cop. 2013. — Pexum noctyma: http://www.edou.ru/dou/. — 3ari. ¢ skpaHa.

5.Mamepuanvro-mexuuueckoe obecneuenue OUCYUNTUHDL.

VY4eOHbIil KOMIBIOTEPHBIA Kiace (cM. M. 8. MarepuanbHO- TeXHHUYECKOe oOecreyeHue
muciuminHel.) [lporpammuoe obecrieuenue:

WNudopmannonHo-cripaBoyHas cucrema apxuBHoil otpaciu (MCCAOQ),]. — DaexTpoH.
naH. — M., [2012]. — Pexxum moctymna: http://www.termika.ru/. — 3arm. ¢ skpaHna.

Tema 2. (4 yuaca) Metoanueckre OCHOBBI y4eTa AJIEKTPOHHBIX JOKYMEHTOB.

Llenv 3anamus.: nzydenue noHsTud «Eamnuina xpanenus 3/» u «Eaununa yyera /1y,
CHUCTEMBbl apXWBHOTO YydyeTa M onucaHuss /] COrjacHo CyllecTBYIOIIEH HOPMAaTUBHO-
MeTOAUYECKO Oa3e.
3aoanus:
1. H3yunth HOPMATUBHO-METOAMYECKOE TOKYMEHTHI 0 yueTy D/I.
Pe3ynbTarhl ccTeMaTU3UPOBATh B BUJIC TAOIHUIIBL:



mocobus

XpaHEHU
51

yueTa

€10

yaera D]]

OcHOBHbIE IIpaBUIIA
paboThI apXH1BOB
OpraHu3aIum.
M.,2003. II. 4.

[IpaBuiia
OpraHu3aIuu
XpaHEHUS,
KOMIUIEKTOBAHUS,
ydeTa u
MCIIOJIb30BaHUS
TOKYMEHTOB
ApxuBHOro  (oHna
Poccuiickoit
Denepanuu U Jpyrux|
APXUBHBIX
TOKYMEHTOB B
Oopranax
roCy1apCTBEHHOU
BJIACTH, opraHax
MECTHOTO
CaMOYIIpaBlICHUST ||

OpraHu3aLUsX.
M.,2015

Pexomengamuu 1o
KOMILJIEKTOBAHHMIO,
Y4ETY U OpraHu3aluy
XpaHEeHUs
PIEKTPOHHBIX
APXHUBHBIX
TOKYMEHTOB B
aApXHuBax
OpraHu3aluim. M.:
BHUWJIAL,
2013//OnybnukoBaHo
Ha caiTe «ApXHBBI
Poccum».
http://www.rusarchiv
es.ru/methodics/inde

x.shtml)

H3yy
UTh

JABHIX
CHHUA

TEeXH
oJIoT
uuec

KHe

MUTP

anuu

npou
CcXO0J
SIIIHAE

KOMII
JIEKC
oM
OJl B
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BE
opra
HH3a
LUH.
3. Ha
OCHO
BE
3a7a
9u

o
y4er
y
COCT

aBUT

b
KapT
OUKY
yuer

a
enuH

uipl yaetra D], akThl MUTpalMy U nepesanucu D/, )KypHalbl MUTPAllUN U NEPe3anucH, KHUTY

ydera u nocryrmieHus J/1.

4. CocTaBUTh Ha OCHOBE METOJUYECKUX TOKYMEHTOB COCTaBUTh HMHCTPYKIHIO MO ydery DJ] B
KOHKPETHOW OpraHU3aIlfK, OTPa3uB YUYETHBIC (DOPMBI, B KOTOPBIE 3aHOCSITCS BCE ABMKEHUS DJ]

(mocTyruIeHHe, BEIOBITHE, YHHUTOKEHUE, MUTPALIHS, TIEPE3aIHCh)
5. Cdopmuposats aeno dhona.

Konmponvnsie 6onpocuwi:
1) JlaiiTe ompeaenacHus €AMHUIBI XpaHEHUs ¥ eAuHUIBI yueta DJI. Kakue pasmuuHbie MOIXOIBI K



2)
3)
4)

OIIPEEIICHUIO ITUX NOHATUH CYLIECTBYIOT B METOIMUECKOM TuTeparype?

JlaiiTe onpenesneHrne TEPMUHOB «AJIEKTPOHHOE J€JI0», «KOHTEHHEP D J1».

HazoBute ocHOBHBIE yueTHbIE popMbl /1.

B uem orimuus nena ¢ponna 3/ ot gena poHIA TOKYMEHTOB Ha TPAIUIIMOHHBIX HOCUTEISIX ?

Cnucok uCmoyHuKos u 1umepamypbl

1.Hcmounuxu ocnognbie

OcHoBHBIE TIpaBUIIa pabOTHI apXUBOB opranuzanuii. M.,2003. I1. 4.

IIpaBuia opraHu3anMy XpaHEHWsS, KOMIUIEKTOBaHMS, ydeTa M HCIOJb30BaHUSA JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @enepauuu M APYrUX apXWBHBIX JOKYMEHTOB B OpraHax
roCyIapCTBEHHOM BJIACTH, OpraHaX MECTHOTO CaMOyIpaBiieHHs U opranuzanusax. M.,2015
PexoMeHaanuu 1o KOMIUIEKTOBAHUIO, YUETY U OPraHU3ALUN XPaHEHUS JIEKTPOHHBIX apXHUBHBIX
JOKYMEHTOB B apxuBax opranuzamuii. M.: BHUUJAJ], 2013//OnybnukoBaHo Ha caiite
«Apxusl Poccuny». http://www.rusarchives.ru/methodics/index.shtml)

PexoMenpanyuy 1o KOMIIJIEKTOBAHUIO, yUETY U OPTaHU3ALMK XPAaHEHMSI DJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHbIX U MyHMIMNaiabHbBIX apxuBax M.:. BHHUNIAJL,
2013//Ony6aukoBaHo Ha caite «ApXHBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

2.Ucmounuxu oononnumensvhule.
OcHoBHbBIE TpaBuUiia pabOTHl ¢ HAYYHO-TEXHUYECKOW JOKYMEHTAlMEeW B OpraHH3alusX U Ha
npennpustusx. M., 2003. I1.3.1.
2.1. Jlumepamypa ocHosHasl.
2.2, Jlumepamypa 0ONOIHUMENbHAS.

3apyOexHBI OMBIT yNPaBICHHs dIEKTPOHHBIMHU JTOKYMEHTAMU M OpPTaHU3allMd UX apXUBHOTO
xpaHenus. — M., 2014.
Tuxonos B.M., IOmmu B.A. CoBpeMeHHble KOHILEMIUU DSJIEKTPOHHBIX JTOKYMEHTOB //
OteuecTBeHHbIE apXuBbl. 1999. Ne 1.
Tuxonos B.M. 3agaun apXuBHOTO XpaHEHUS DIIEKTPOHHBIX JOKYMEHTOB: M3 ombiTa L[[A-
JADHM.// OteuectBennbie apxuBsl. 2010. Ne 3. C. 51-60.
3.Ilepeuensv pecypcos ungphopmayuoHHO-menreKoOMMYHUKAYUOHHOU cemu « InmepHemy.

1. Apxusbsl Poccun. [OtpacneBoit mopran "Apxusbl Poccun" HaxoauTcss mojJ maTpoHATOM
®denepanpHOro apxuBHOro areHTcTsa (Pocapxusa)l; [DnekTpOoHHBIN pecypc| — DIEKTPOH.
JIaH. — M., [2001-2015]. — Pexum JOCTYyTIa:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHBIN. — 3ari. ¢ 3KpaHa.

2. Koncantunrosas rpynmna TepMuka [ D1eKTpOHHBIN pecypc]. — DieKTpoH. naH. — M., [2012].
— Pexum nocryna: http://www.termika.ru/. — 3ari. ¢ sxpaHa.

3. EDOU.RU [OnexTponHslii pecypc]: LleHTp KoMIIeTeHIIUH 110 BONPOCAM JOKYMEHTAIIMOHHOTO
oOecrieyeHrs yIpaBJIeHUs U apXUBHOTO Jieia. — DJIeKTpoH. JaH. — [M.], cop. 2013. — Pexum
noctyna: http://www.edou.ru/dou/. — 3aru. ¢ skpaHa.

5.MarepuaiabHO-TEXHUUYECKOE 00eCTIeUeHNEe JUCITUTIITHBL.

Y4eOHBI KOMIBIOTEPHBIM Kiacc (cM. m. 8. MarepuaiibHO- TEXHUYECKOe obecreueHune
muciuminHel.) [lporpammuoe obecrieuenue:

HNudopmannonHo-cripaBouHas cuctema apxuBHoit orpaciu (MCCAO), |. — DnekTpoH. AaH. —
M., [2012]. — Pexum poctymna: http://www.termika.ru/. — 3arm. ¢ skpaHna.

Tema 3. (4 uaca) MeToauuecKkre OCHOBBI ONMCAHUS 3JEKTPOHHBIX JOKYMEHTOB.


http://www.rusarchives.ru/methodics/index.shtml

Llenvy 3anamus:u3yuyeHue  MOHATUN «eauHULA onucaHus OJI» , CylecTBYIOUIMX
CTaHJApTOB onucanus D/ coriacHo CylecTBYIOIIEH HOPMATUBHO-METOIMUECKON 0asze.
3aoanus:
1. U3yuuTh HOPMATUBHO-METOJUYECKOE JOKYMEHTHI 110 onucanuio J/1.
Pe3ynbrarhl cucTeMaTU3UPOBATh B BUJIE TAOIHIIBL:
MeToanuecKue Ennnuna NudopmanmonHoBubI CocrtaB
rnocoous (eIMHULBI) [FIIOMCKOBBIE H(pOPMAIIMOHHO |COIPOBOIH-
ONHMCAHUA  [XapaKTEPUCTHKH FTIOMCKOBBIX TeJIbHOM
eIl €AMHMIL CIPAaBOYHMKOB  |TIOKYMEHTAlIUH,
OMHMCAHUS TpeboBaHuUs K ee
COCTaBJICHMIO.

OCHOBHBIE ITpaBUJIA
paboTHI apX¥BOB
OpraHu3alni.
M.,2003. I1. 4.
IIpaBuia
OpraHu3aINH
XpaHEeHMUS,
KOMILJICKTOBaHUS,
ydera u
MCII0Ib30BaHUS
TTOKYMEHTOB
ApxuBHoro  QoHzaa
Poccuiickoit
Denepannuu U Ipyrux
ApPXHUBHBIX
TTOKYMEHTOB B
opraHax
rOCYJ1apCTBEHHOMN
BJIACTH, opraHax|
MECTHOT'O
CaMOYTIpaBIIEHUs U
OpraHU3aIHsIX.
M.,2015
PexoMenmanum 10|
KOMILIEKTOBaHHUIO,
Y9EeTY U OpTraHHU3aIliy
XpaHEeHUs
PIIEKTPOHHBIX
ApPXHUBHBIX
TTOKYMEHTOB B
apXHUBax
OpraHu3aryil. M.:
BHUNIAL,
2013//OnybnvukoBaHO
Ha caiitTe «ApXUBBI
Poccumy.
http://www.rusarchiv
es.ru/methodics/index
.shtml)




1)
2)

3)

2. W3yuuTh nepeueHb HH(GOPMAIIMOHHBIX CUCTEM M 0a3 TaHHBIX OpraHu3anuu (CM. Temy 1.).

3. Ha ocHoBe mnepeuns coctaBuTh omnuch /] NOCTOSIHHOIO XpaHEHUS OpraHU3allu,
BCIIOMOTaTeIbHBIN CIIPAaBOYHBIH anmapar K Hel, CONPOBOJUTEIbHYIO T0KYMEHTALIHIO.
4. CocTaBUTh Ha OCHOBE METOJMYECKMX JOKYMEHTOB MHCTPYKLHIO 1O onucaHuio O/ B

KOHKPETHOW OpraHu3aliy, OTpa3uB BHIbl HH(DOPMALMOHHO-TIOMCKOBBIX CIIPABOYHUKOB,
OOBEKTHI OmucaHus, WH(OOPMAIMOHHO-TIOMCKOBBIE XapaKTEPUCTHKU PA3THUYHBIX OOBEKTOB
omnucaHus (CIMHMIIBI yueTa, JOKYMEHTa, TUPEKTOpHH, (aitia, TaGauIel 0a3bl JAHHBIX ).
Koumponvnvie sonpocswi:

Kak paznuyaroTcst equHuUIb onucanus D/ B pa3InyHbIX METOAMYECKUX MTOCOOUSIX?

Kakue cnemududeckne nHOOPMANMOHHO-TTONCKOBBIE XapaKTEPUCTUKU DJ] MCTIOMB3YIOTCS MPU
UX ONHUCAHUU?

KakoB cocTtaB W Ha3Ha4YC€HHE COMPOBOAUTEIHHOW MOoKyMmMeHTammu? Kakumu — craHmapramu
perJaMeHTHpPOBaH €€ COCTaB?

Chucox ucmouHukoe u 1umepamypol
1.Ucmounuku ocnogHuvle
OcHoBHBIE TpaBUIa pabOTH apXuBOB opranmu3aruid. M.,2003. IT. 4.
[IpaBmiia opraHu3zalMy XpaHEHUs, KOMIUJIEKTOBaHMsS, ydeTa U HCIOJIb30BaHUS JIOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoil @enepauuu M APYruX apXUBHBIX JOKYMEHTOB B OpraHax
rocy/1apCTBEHHOW BJIACTH, OpraHaX MECTHOI'O CaMOYIIpaBJIeHUs U opranuzauusx. M.,2015
PexoMeHganyy 1o KOMIUIEKTOBAHUIO, YUETY U OpraHU3alMy XPaHEHMsI 2JIEKTPOHHBIX apXUBHBIX
JNOKYMEHTOB B apxuBax opranusamumii. M.:. BHUMJIAJL, 2013//OnybnukoBano Ha caiiTe
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml)
PexoMeHgaum no KOMIUIEKTOBAHUIO, YUETY U OpraHU3aluy XpaHEHUS IEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX W MYyHMIMNAIbHBIX apxuBax M.. BHHUMNJIAL,
2013//OnybaukoBaHo Ha caiite «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).
CocraBrieHre apXUBHBIX OMUCEN B ANEKTPOHHON (opMe U UX MHTErpanus B HH()OPMALMOHHYIO
UHPPACTPYKTYPY TOCYAAPCTBEHHBIX M MYHULUNAIBHBIX apXUBOB. M.: BHUUIA/,
2013//OnybaukoBaHo Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).
1.2. Ucmounuku dononHumenvHole.

I'OCT 28388-89. «Cucrembl 00pa®oTku wuHGpopManuu. JJOKyMEHTHI Ha MarHUTHBIX

HocUTeNsX NaHHbIX. [lopsanok BeimonHeHus u oOpameHus». M, 1991.
OcHOBHbIE MpaBUIa pabOThl C HAYYHO-TEXHUYECKOM NTOKYMEHTAIllMe B OpraHu3alusax U

Ha npeanpuatusax. M., 2003.

2.1 Jlumepamypa ocHosHas.

Tuxonos B.M. 3anaun apxuBHOTO XpaHEHUS IEKTPOHHBIX TOKYMEHTOB: U3 omnbita [IAJIOHM.//
OrteuectBennbie apxuBbl. 2010. Ne 3. C. 51-60.

2.2 Jlumepamypa 0ononnumenvHast.

3apyOC)KHBIN OTBIT YIPABICHUS 3JICKTPOHHBIMH JTOKYMEHTAMU U OPTaHU3AlUU UX ap-XHUBHOTO
xpanenus. — M., 2014.-388 c.

3.Ilepeuenvy  pecypcoé — UHGOPMAYUOHHO-MENCKOMMYHUKAYUOHHOU — cemu  «HMumepnemy,
HeoOX00uMblll 0151 0C80eHUsL OUCYUNTUHBL (MOOYIs)

1. Apxusbel Poccun. [OtpacneBoil mopran "Apxusel Poccun" Haxogutcs 1HoJ NMaTpoOHATOM
®denepanpHOro apxuBHOro areHTcTBa (Pocapxusa)l; [DneKTpOHHBIN pecypc| — DIEKTPOH.
JaH. — M., [2001-2015]. — Pexum J0CTyma:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHBINH. — 3ari. ¢ 3KpaHa.


http://www.rusarchives.ru/methodics/index.shtml

1)
2)
3)
4)

2.1leHTp KOMMETEHIIMM IO BOIMPOCAM JOKYMEHTAIlMOHHOTO OOECIEUEHUsl YIPABICHUS H
ApXHUBHOTO JIeJIa; [ DNEeKTPOHHBIN pecypc| — DnekTpoH. nan. — M., [2013]. — Pexum gocryna:
www.edou.ru, cBoOOAHBIN. — 3aril. ¢ 3KpaHa.

4 MarepuallbHO-TEXHUYECKOe 00eCIIeueHNe TUCIIUTLTUHBIL.

Y4eOHbIE KOMIBIOTEPHBIM Kiacc (cM. 1. 8. MarepualbHO- TEXHUYECKOE OOecIeueHue
muciuiuivHeL. ) [lporpammMuoe obecriedeHue:

Nudopmanmonno-cpaBouyHas cuctema apxuBHoi orpaciu (MCCAQ), |. — DieKTpoH. gaH. —
M., [2012]. — Pexxum noctyma: http://www.termika.ru/. — 3ari. ¢ skpana.

Tema 4. (4 uaca). CTpyKTypa U OpraHu3alMs apXrBa AMEKTPOHHBIX IOKYMEHTOB.

Llenv 3anamusa: W3ydeHHE METOJUYECKMX OCHOB CO3JaHMS JJIEKTPOHHOIO apxuBa
OpraHMU3ali B COOTBETCTBUU C HOPMATUBHBIMU YCJIOBUSIMH XpPaHEHHUS.

3aoanue:
W3yunTh HOPMATHBHO-METOJUYECKYIO 0a3y XpaHEHUS DJJICKTPOHHBIX JOKYMEHTOB B PO,
TpeOOBaHUS K XpaHWIMILY, OOOPYAOBaHHMIO, PEXKUMAM XpAaHEHUs, TEXHUYECKOMY U
IPOTPAMMHOMY OOECIICYCHHIO, MEePCOHANy. BBISIBUTH OCHOBHBIC (DYHKIIMH, HAIpaBICHHBIC Ha
o0ecreyeHne COXpaHHOCTH JOKYMEHTOB.
Ha ocHoBe HOpMaTHBHO-METOAMYECKON 0a3bl COCTaBUTH IOJIOKEHHE 00 3JIEKTPOHHOM apXHBE
KOHKPETHOW OpraHu3aliM, yKa3aB 3aJaud M (YHKLUUU D3JEKTPOHHOTO apXuBa, €ro Ipasa,
00513aHHOCTH U OTBETCTBEHHOCTh, B3aUMOOTHOIIEHUS ¢ city:k00it UT, cinyx6oii JIOY, apxusom,
OTIEJIOM KaJpOB M APYTMMHU CTPYKTYPHBIMH IOJPA3ACICHUSAMHU, B IEATEIBHOCTH KOTOPBIX
00pa3yroTcsl 3JEKTPOHHBIE JOKYMEHThI IOCTOSIHHOT'O U IOJTOBPEMEHHOI'O XPaHEHHUSI.
Pa3zpaboTaTh TeXHHYECKOE 3a/JaHUE IO OCHALICHHUIO 3JIEKTPOHHOTO apXHBa HEOOXOIUMBIM
o0opy/soBaHUEM JJIsl XpaHEHHs JIOKYMEHTOB Ha pa3jMYHbIX TUIaX Hocutene. PaccuuraTh
M3JIEP’KKH Ha PEaTU3aluIo IIPOEKTa.
CocTaBuTh MHCTPYKLIMIO 10 OOECIEUEeHUI0 COXpaHHOCTH OJ] B apxuBe oOpraHu3aluuy,
BKJTIOYAIOIIYI0 OMMCAHUE MPOLEYpP, HEOOXOAUMBIX AJIS MOJIEPKAaHUs KU3HEHHOTo Iukia D/
CO CChUIKaMM Ha HeoOXxoaumoe o0opyioBaHue (cM. M. 3) U yueTHble (popMbl, (GUKCUPYIOLINE 3TU
npoueaypsl (cM. 3agaHue 2.)
KoumponvHuie 6onpocui.
KakoBbl (hyHKIIMM apXHUBa 3JIEKTPOHHBIX TOKYMEHTOB?
KakoBbl HOpMaTHBHBIE TpeOoBaHMs K XpaHuunyy 3/1?
KakoBbl HOpMaTHBHBIE TPEOOBaHUS K peXUMaM xpaHeHus D/1?
Kakwue npouenypsl He0OX0IUMO OCYIIECTBIISTD JUISl MOAEPKAHUS )KUZHEHHOTO 1KKiIa D/1?
Kakue ydeTHble JOKYMEHTHI UX (QUKCUPYIOT?

CnHcoK UCTOYHUKOB U JIMTEPATYpPHI
1.MlcTOYHMKYN OCHOBHBIE

OcHoBHbIE MpaBUIIa paboThl apXUBOB opranuzanuii. M.,2003. II. 4.

[IpaBuiia opranu3auy XpaHeH!s, KOMIUIEKTOBAaHHUS, y4eTa U UCIOJIb30BaHUsl TOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit deaepanyu u Ipyrux apXuBHBIX JOKyMEHTOB B OpraHax
roCyJapCTBEHHOM BJIACTH, OPraHaX MECTHOTO CaMOYIIpaBJiIeHUs U oprann3anusax. M.,2015

PexoMeHganuy 1o KOMIJIEKTOBAHUIO, YUETY M OPTaHU3ALMU XPaHEHUS 3JIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB B apxuBax opranuzanuii. M.: BHUNJIA/L, 2013//OnybnukoBaHo Ha caiiTe
«ApxuBsl Poccuny. http://www.rusarchives.ru/methodics/index.shtml)

PexoMenpanyy o KOMIUIEKTOBAHUIO, YUETY M OPTaHU3ALNUN XPAHEHUS DJIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB B I'OCYJJapCTBEHHBIX U MyHULIUNIATIbHBIX apxuBax M.: BHUNIAJL,



2013//OnybnukoBano Ha caiite «ApxuBsl Poccumny».
http://www.rusarchives.ru/methodics/index.shtml).

I'OCT P 54989-2012/ISO/TR 18492:2005 «O06ecneuenre 10JroBpeMEHHOM COXPAaHHOCTH
AJIEKTPOHHBIX IOKYMEHTOBY», YTBEPKJACHHBIN nprka3zoM DeepanbHOro areHTCTBa Mo
TEXHHUYECKOMY PEryIupoBaHuio U MeTpooruu ot 17.09.2012 Ne 325-cr.
OyHKIMOHATBHBIE TPEOOBAHUS K HH(POPMAIIMOHHBIM CUCTEMAM aPXHBOB JJICKTPOHHBIX
JToKyMeHTOB opranuzanuii. M:Pocapxus, BHUNJIA/I. 2014 //Ony6iukoBaHo Ha caiiTe
®denepaibHOTO apXUBHOTO areHTCcTBa http://archives.ru/documents/methodics.shtml

1.2.lcTOYHUKYU JOTIOJTHUTEIbHBIE.
I'OCT PJI 50-524-84 «Ilopsimok XpaHEeHHS TOKYMEHTOB Ha MallTMHHBIX HOCUTEISIX». M, 1985.
I'OCT 28388-89. «Cucremsl 00paboTku nHGopManuu. JJOKyMeHTbI Ha MATHUTHBIX HOCHUTEIISIX
naHHbIX. [Topsaok BeimoaHeHUs U oOparieHus». M, 1991.
OcHOBHBIE TIpaBUIIa Pa0OTHI ¢ HAYYHO-TEXHUYECKOH TOKyMEHTAlMEH B OpraHU3anusix 1 Ha
npeanpuarusax. M., 2003.
CpaBHHTENBHBIN aHAIN3 (OPMATOB (aISIOB FIMEKTPOHHBIX TOKYMEHTOB TIOCTOSIHHOTO
(monroBpemenHoro) xpaneHus». Otuer on HUP. M.:PI'TV, 2013 /OnybnukoBaHo Ha caiite
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml).
2.1  Jluteparypa OCHOBHasl.
TuxonoB B.M. 3agaun apXxuBHOTO XpaHEHHS AIIEKTPOHHBIX JOKYMEHTOB: u3 onbita LHIAJIDHM.//
OteuectBennbie apxuBbl. 2010. Ne 3. C. 51-60.

2.2. Jluteparypa AOMOJIHUTENbHAS.
3apyOeKHBIN OIBIT YIPABICHHS IEKTPOHHBIMU JTOKYMEHTAMH U OpTaHU3aIMH UX apXUBHOTO
xpaHeHus. — M., 2014.-388 c.

3.Ilepedens pecypcoB HHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHON ceTu «VIHTepHeT»,
HEOOXOIUMBIN /I OCBOCHHUS JUCLMILIUHBI (MOTYJIs1)

1. ApxuBsl Poccun. [OtpacneBoit mopran "Apxussl Poccun" Haxoaures noJ naTpoHaToM
®enepanbHOrO apxuBHOTO areHTcTBa (PocapxuBa)l; [D11eKTpOHHBIN pecypc] — DIEKTPOH.
naH. — M., [2001-2015]. — Pexxum nocryma:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo6oaHBIH. — 3ari1. ¢ sKpaHa.

2.1leHTp KOMIIETEHIIMHU 110 BOIPOCAM JIOKYMEHTALMOHHOTO 00€CIIeYeH sl YIIPaBIECHUS 1
apXUBHOTO JieNa; [ DJIeKTpOHHBIN pecypc| — DnekTpoH. jaH. — M., [2013]. — Pexxum nocrymna:
www.edou.ru, cBOOOAHBIN. — 3aril. ¢ IKpaHa.

4.MatepuaibHO-TEXHUYECKOE 00ecrieueHre AUCIUTUINHBL.
Y4eOHbIil KOMNBbIOTEPHBIN Ki1acc (cM. 1. 8. MarepuanbHO- TEXHHUECKOE 0OecreueHne
mucuuiuinael.) [IporpammHuoe obecrieueHue:
WNnpopmanmonHo-cnpaBoynas cucrema apxuBHoi orpaciu (MCCAO), |. — DnekTpoH. gaH. —
M., [2012]. — Pexxum goctyma: http://www.termika.ru/. — 3ari. ¢ skpana.
CD-ROM «O6opynoBanue Juis rocyiapcTBeHHbIX apxuBoB» (M.:BHUNIA/L, 2201-2015)

Tema 5. (4 ygaca) Metoaudeckne OCHOBBI BBIOOpA MpOrpaMMHOE oOecriedeHue i CO3AaHus
AIIEKTPOHHBIX APXUBOB OPraHU3AI.

Llenv 3amwamus: w3ydeHue TpeOOBaHMM W KPUTEpUEB BBIOOpAa COBPEMEHHOTO
IPOTpaMMHOr0 obOecrieueHus] B 00JacTH IIEHTPATU30BAHHOTO XPAaHEHHs JaHHBIX Pa3IUYHBIX
dbopmaros.

3aoanue:



1. HW3yuute HOPMATHBHO-METOIUYECKHE JOKYMEHTBI, pErJaMEeHTUPYIOIIHE TpeOOBaHUS K
POTPaAaMMHOMY 00€CIIEYEHHUIO AJIEKTPOHHOTO apXHBa.
Wtoru cucreMaTu3upyirte B BUJie TaOJIUIbI

OO6mmue Honomuurensubie GyHKIMU [10, 0CYyImECTBISIONIETO MOAACPKKY
(yHKIIMOHATBHBIC | XpaHeHUS /]
TpeboBaHUs K
Coll
VYnpasnenueckux | Haydno- AyonuoBuzyanbsnbix | [NC
Y TIPaBOBBIX TEXHUYECKUX
Crneuuduueckue hopMaTsl IPU XpaHEHUN
O06mme BUIBI | YipaBineHdyeckux | Haydno- AyoauosusyansHbix | ['TIC
dbopmaros, Y TIPaBOBBIX TEXHUYECKUX
00pa3yrImuxcs
Opu  XpaHEHHUH
C)l| pa3HbIX
BUJIOB

2. V3yunTe maxeThl MOJIb30BAaTENbCKOW JOKYMEHTAIlMU MPOTPAMMHBIX NPOAYKTOB Ui BEICHHUS
AIIEKTPOHHOT'O apXUBa.
Ha ocnoBe anamm3a peiHka [IO B ob0nacTu co3maHusi 3JIEKTPOHHOIO apxuBa OpraHu3aluu
COCTaBbTE CJIEAYIOIIYIO TAOINUKY.

Hcnonp3yiite mopranel  Doc-online.ru, Docflow.ru (karamor) u caiiTel pa3pabOTYMKOB
TPOTPaMM.
PesynbTarsl 0600mumTe B Tabnule:

[Iporpamma | @yukuuu | [logaepxxuBaemsie | COOTBETCTBUE Jlns kakoro Buaa
" dbopmatsl ApPXUBOBEIUYECKHUM | DJIEKTPOHHOTO
pa3paboTauk TpeOOBaHUSIM K | apXMBa  MOXKET
Co/J HCTIOJIb30BATHCH.
(ynpaBieHueckon
JIOKYMEHTAIUH,
HTL,
ayIMOBU3yAJIbHOMN
JOKYMEHTAIIUH )

3. Pa3pabotarh TeXHHUECKOE 33aJaHHE IO OCHAIIECHUIO SJIEKTPOHHOTO apXHUBa OPraHU3aIHH
TEXHUYECKHUM U IPOrpaMMHBIM OOecriedeHrneM, HEOOXOAUMBIM 000PYIOBAHUEM JIJISl XpPAaHEHUS
JOKYMEHTOB Ha Pa3JIMYHbIX THIIaX HOCUTENEH (TP CO3AaHUU JEKTPOHHOTO apXUBa
yIpaBJIeHUYECKUX JOKYMEHTOB, ay/IMOBU3YAIIbHON 1 HAYYHO-TEXHUYECKON TOKYMEHTAIUH )
Paccunrarh H3A€pKKHU HA pean3aluio IIPOEKTa.

Koumponvnvie 6onpochwi:
1) ®yukimM 57IEKTPOHHBIX apXHBOB KaK BH/Ia IPOrPAMMHOT0 0O€CTIeYeHH S,



2)

3)
4)

Kakue ¢gopmarel 1aHHBIX HEOOXOAMMO XPAHHUThH MPHU CO3AaHUU B OPraHU3AIMH JIEKTPOHHOTO
apXxuBa yNpaBJIeHUECKON, HAYYHO-TEXHUYECKOM, ayTMOBU3YyAJIbHOM TOKyMEHTaLUN?

KakoBsl TpeboBanus k [1O mist 371eKTpOHHOTO apXxuBa?

KakoBbl Bo3MoOxkHOCTH coBpeMeHHoro IO B oOmactu BBojga WHGOpPMAIUU, OIMHCAHUS,
KJIaCCU(UKAIINIO, TOUCK, MUTPAIIHIO0 (KOHBEPTUPOBAHKE) JAHHBIX ?

Cnucok ucmouHuKos u 1umepamypbl

1.Mcmounuxu ocHogHble

[Ipukaz MunkomcBsizu Poccum ot 02.09.2011 Ne 221 «O6 yrBepkaeHHH TpeOOBaHUN K
MH(OPMALIMOHHBIM CUCTEMaM 3JIEKTPOHHOIO JIOKYMEHTOO00OpoTa (eAepalbHbIX OpPraHoB
UCTIOJIHUTENIBHOW ~ BJIACTH, YYMTBHIBAIOIIMX B TOM 4YHClI€ HEOOXOAMMOCTb 0OpabOTKU
MOCPEJICTBOM JIaHHBIX CUCTEM CITY)K€OHOH MH(OpMAIK OTPaHUISHHOTO JOCTYIIA)
PexomeHanMy 1o KOMIUIEKTOBAHUIO, YUETY M OpraHU3allii XpaHEeHUs 3JIEKTPOHHbBIX apXUBHBIX
JOKYMEHTOB B apxuBax opranusammii. M.. BHUMIAJL, 2013//OnybnukoBano Ha caiite
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml)

PexoMeHgay no KOMIJIEKTOBAHUIO, YUETY M OpraHU3aI[MM XPaHEHUs 3JIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHbIX M MyHUUMNadbHbIX apxuBax M.: BHUUIA/,
2013//Ony6nukoBano Ha caiire «ApPXUBBI Poccunmy.
http://www.rusarchives.ru/methodics/index.shtml).

['OCT P 54989-2012/ISO/TR 18492:2005 «OOecrnieueHne OATOBPEMEHHONH COXPaHHOCTH
NIEKTPOHHBIX JOKYMEHTOB», YTBEPKIEHHBIM TpukazoM DenepanbHOro areHTcTBa 110
TEXHUUYECKOMY PEryJnpoBaHHIi0 U MeTposoruu oT 17.09.2012 Ne 325-cr.

I'OCT P 54471-2011/ISO/TR 15801:2009 «Cuctembl 5IEKTPOHHOTO JOKYMEHTOOOOpOTA.
Vhopasnenne nokymeHtauued. MHdopmanms, coxpaHsemas B 3JEKTPOHHOM  BHUJE.
PexomeHnganmuu mo o6ecrnedyeHuto JOCTOBEPHOCTH U HAAEKHOCTH», YTBEP)KICHHBIM NMPHKa30M
@denepallbHOTO areHTCTBA 10 TEXHUYECKOMY peryivupoBaHuio U MeTposnoruu ot 18.10.2011 Ne
466-crT.

OyHKIMOHANbHBIE TpeOOBaHUS K HH(DOPMAIMOHHBIM CHCTEMaM apXHMBOB 3JEKTPOHHBIX
NOKyMeHTOB opranuzaiuii. M:Pocapxus, BHUMNJAJ[. 2014 //Ony0GaukoBaHo Ha caiite
®enepasibHOTO apxuBHOTrO areHTcTBa http://archives.ru/documents/methodics.shtml

1.2. Ucmounuku dononHumenvHoie.

I'OCT 52292-2004. YnpaBneHue opranu3aneil. DJIeKTPOHHBIA PErIaMeHT aIMUHUCTPAaTUBHON
u ciy:ke6HoM nestenbHocTH. OcHoBHBIE onokeHus. C 1 urons 2005 r.

'OCT P UCO 15489-1-2007 «CUBU /. Yupasnenue nokymerntamu. Obiue TpedoBanus». M.:
Cranmaptundopm, 2007.

ApXUBOBEIYECKHE U TOKYMEHTOBEIUECKHE (PYHKIIMOHATIbHbIE TPEOOBaHH K HH(POPMALIMOHHBIM
CUCTeMaM, O0O0€CIEeYMBAIOIIUM JJIEKTPOHHBIN JIOKYMEHTOOOOPOT B IIpoliecce BHYTpEHHeEH
NeSTeIbHOCTH (ellepalbHbIX OpraHoB HcnonHuTensHOM Biactw» (M.:BHUMJA, 2013),
//Ony0nMKOBaHO Ha caire «APXUBBI Poccumy.
http://www.rusarchives.ru/methodics/index.shtml).

2.1  Jlumepamypa ocHosHas.
Tuxonos B.M. 3anaun apXxuBHOTO XpaHEHUS IEKTPOHHBIX TOKYMEHTOB: U3 onbita LIAJIOHM.//

OteuectBennsie apxuBbl. 2010. Ne 3. C. 51-60.

2.2.  Jlumepamypa dononHumenvHas.



3apyOC)KHBIN OTMBIT YIPABICHHS 3JCKTPOHHBIMH JTOKYMEHTAMU U OPTaHU3AlUU UX ap-XHUBHOTO
xpanenus. — M., 2014.-388 c.

9.1.2. [lnaHbl CEMUHAPCKHUX 3aHATUH U MeTOANYECKHE YKA3AHUSA 110 UX
BobinoJsiHenuo.

[TnaHbl CEMMHApPCKUX 3aHATHH 110 IUCLHHUIUIMHE «DNEKTPOHHbIE apXuBbl. Y, 1»

Tema 1. Ponb 351€KTpOHHBIX JOKYMEHTOB B COBPEMEHHOM MUpe. [IoHATHE 35IEeKTPOHHOTO
JIOKyMEHTa. 2 Jaca.

Bonpocsl k 3aHsaTHIO!

1) [ToHsITHE 31EKTPOHHOTO JOKYMEHTA, IOKYMEHTA HAa MAIlIUHHOM HOCHUTEJIEH, B
3akoHoarenbcTBe, [OCTAX 1o napopmaTuke, apXUBHOMY JCITY, U3aTEIHLCKOMY JICTY.
2) Crnenuduka 31eKTPOHHBIX JOKYMEHTOB KaK 00BEKTOB apXHBHOT'O XPAHEHHUS.

3) Jluckyccuu o cTaTyce JIEKTPOHHBIX IOKYMEHTOB B JOKYMEHTOBEICHUH.

JIureparypa OcCHOBHas:

®enepanbhblil 3ak0H 0T 26.07.2007. No 149-03 «O6 unbopMaiuu, HHPOPMAITHOHHBIX
TEXHOJIOTUSX U 3amuTe nHpopmarmm» »//Poccuiickas razera. 29 uronst 2006 r. Ne 4131.

3akon P® «O0 snexkrponHoit udposoit moamucu» ot 10.01.2002 N 1-d3//Cobpanue
3akoHoaarenbcTBa Poccuniickoit deneparnuu. 2002. N 2. Ct. 127.

['OCT 52294-2004. DnextpoHHbIit 0OMeH uHpopmarueit. Tepmunsl u onpenenenus. C 1 urons
2005 1.

I'OCT 7.83-2001. CUBU/I. DnextponHbie n3aanus. OCHOBHBIE BUJIbI U BHIXOJAHBIC CBEJCHUS
ot 01.07.2002

I'OCT 52292-2004. YupasiieHnue opranuzanueil. DJeKTPOHHBIA perjiaMeHT aIMUHUCTPATUBHON
u ciyxeOHoi aesrenpHocTH. OcHOBHBIE onoxkeHust. C 1 uronst 2005 r.

I'OCT P 51141-98. Jlenonpon3BoacTBO U apXUBHOE Jieno. Tepmunsl u onpeaenexus. — M.,
1998.

I'OCT 28388-89. JlokyMeHTBhI HA MArHUTHBIX HOCUTENSAX JaHHBIX. [10ps10K BRIMOIHEHUS U
obpamenust ot 01.01.91

TuxonoB B.M. DnekTpoHHBIE JOKYMEHTHI U apXUBBL. YueOHO-MeToImueckoe nocooue. M., 2008.
C. 5-20.

JIuTeparypa 1ONONHUTENBHAS:

TuxonoB B.M1. Opranu3zaius apXuBHOT0 XpaHEHHUs NIEKTPOHHBIX JOKyMEeHTOB//Kpyr uaeii:
AITOPUTMBI U TEXHOJIOTMH ncTopudeckoi nHpopmatuku. Tpynsl IX Kondpepenuun acconnanuu
«HUctopus u komnberotep». M-bapnayn, 2005. C. 393-395.

Kucenes M.H. DnekTpoHHbBIE JOKYMEHTHI: OCHOBHBIC HaIllpaBJICHU UccaeaoBaHui//BecTHIK
apxusucra. 2000. Ne 3-4. C. 162-166.

MuxainoB O.A. DineKTpoHHBIE TOKYMEHTHI B apxuBax. 3a. 1-e. M.: lnanor-MI'Y, 2000.

Tema 2. TIpaBoBoii cTaTyc IEKTPOHHOTO B Halllel cTpaHe U 3a pyOexoMm. 4 Jaca.

1) PernameHTanus opuanYeCcKOi CUIIBI SJIEKTPOHHOTO IOKYMEHTa B MEXTyHAPOAHOM
ToproBom npase. Moaenbubie 3akoHbl KOHCUTPAJL.

2) DJEeKTPOHHOE MPABUTENLCTBO U pErjaMeHTaIHs FOPUANYECKON CUITBI DIEKTPOHHOTO
JOKYMEHTA.

3) HupextuBa EC 00 31eKTpOHHBIX IUPPOBBIX MOANUCIX U 3aK0H PO «O6 DLI».

4) PernamenTanus ropuauyeckoi cuisl D/ B Hamen cTpaHe.

5) ABTOpCKO€ MIPAaBO U HHTEPHET.

6) ABTOpCKHE ITpaBa Ha 3JIEKTPOHHbIE JOKYMEHTBI.

JIureparypa OcHOBHas:



®enepanbublii 3akoH oT  26.07.2007. Ne 149-03 «O6 unpopmanmu, HHPOPMAITUOHHBIX
TEXHOJIOTUSX U 3amuTe nHpopmanuny» »//Poccuiickas razera. 29 urons 2006 r. Ne 4131.

3akoH P® «O0 snexrponnoi nudposoit noamucu» ot 10.01.2002 N 1-d3//Cobpanue
3akoHozarenscTBa Poccuiickoit @enepauuu. 2002. N 2. Ct. 127.

[TpaBuia opranuzanuy J1eJI0NPOU3BOJCTBA B (heiepalibHbIX OpraHax UCHOJHUTENbHOM BIACTH.
YTBepxkaensl nocranosieHueM [IpaButenscrBa Poccuiickoit @enepanuu ot 15 urons 2009 r. N
477.

['OCT 6.104-84. YauduuupoBaHHbIE CUCTEMbI AOKyMeHTanuu. llpuaanue ropuandecKon
CHJIBI JOKYMEHTaM Ha MAaIllMHHOM HOCHUTEJIE U MAIIMHOTPaMMe, CO3J1aBaéMbIM CpPEICTBAMU
BBIYUCIUTENEHON TEXHUKH. OCHOBHBIE MTOJIOKECHHUS.

Jlapua M.B., PrickoB O.U. DnekTpoHHBIC JOKYMEHTHI B YIPABJICHUH: METOI. Tocooue /
BHUUAAL. — M., 2008. — C. 123-205.

Jluteparypa J1ONOJIHUTENbHAs.

Jlapun M.B., PoickoB O.1. YpaBiieHue 10KyMeHTaMH Ha OCHOBE MEXIYHApOJAHOIO CTaH1apTa
NCO 15489-2001: meroa. mocooue / BHUUJIAJ. — M., 2005. — C. 5-90..

CoxoBa A.H. JlokymMeHTOBeIeHHE: TEOPHsI U ipakTuka: u3op. tp. / BHUUJAL. M., 2009. C. 3-
117.

Tema 3. BxoxieHrne JOKYMEHTOB, CO3JaHHbIX CPEICTBAMU AJIEKTPOHHO-BBIUHUCIUTENbHOM
TE€XHUKU ¥ UMEIOIIMX MOJIMTHYECKOE, HAYYHOE, HCTOPUUYECKOE U COLIMATbHO-KYJIbTYPHOE
3HaueHue B coctaB ApxuBHOro ¢ponja PO. 4 yaca.

1) Creuunduka «TpaguiMoHHBIX» KpuTepueB DLIJ[ a1eKTpOHHBIX TOKYMEHTOB.
2) Kpurepwuii crenienn arperupoBanHoCT HHPopManuu D /1.

4) Texunonornueckue kpurepuu I D/1.

5) [lepenaya 1€KTPOHHBIX TOKYMEHTOB Ha XpaHEHHE B apXHB OpPraHU3aIlNH,

FOCYI[apCTBeHHHﬁ u MYHI/II_[I/IHaJ'IBHHﬁ APXUB: IOPAHOK U ITpoueaypa CoriaCHO HOpMaTUBHO-
MCTOANYCCKHUM JOKYMCHTAM.

JIureparypa OcHOBHas:

OcHOBHBIE TpaBUIa pabOTHl apXMBOB OpraHuzanuii /OgoOpeHs! peleHueM KOoJJIerTuu
Pocapxusa ot 06.02.2002. M.,2003. C.9 (n.2.1.4), C. 58. (11.6.6), C.67-69 (11.7.7).

Tuxonos B.M. IIpuMmeHeHnEe TpaJUIIMOHHBIX METOIOB B OKCIEPTU3€E LIEHHOCTH AIEKTPOHHBIX
nokymeHToB // OtedecTBenHbie apxuBbl. 2009. Ne 3. C. 37-47.

TuxonoB B.M. 3agaun apXuBHOTO XpaHEHHUs HIIEKTPOHHBIX JOKYMEHTOB: U3 onbiTa HAJIDHM.//
OrteuectBennsie apxuBbl. 2010. Ne 3. C. 51-60.

Tuxonos B.M1. MeTonuueckue U MpakTUYECKUE ACIIEKTHI SKCIIEPTU3bI LIEHHOCTH 3JIEKTPOHHBIX
nokyMeHTOB // Bectauk apxusucta. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

JIutepaTypa OMOTHUTEIbHAS:

OcHoBHBIE TIpaBUIIa pabOTHI ¢ HAYYHO-TEXHUYECKOH TokyMeHTanueit. M, 2003.

Pexomennanmu o oT00py Ha XpaHEHHE AIIEKTPOHHBIX HAYYHBIX M TEXHUYECKHUX JIOKYMEHTOB/
BHUNJAL., B.M. XKurynos. M.,2002. 98 c.

TuxonoB B.M. «XpaHuTh HENB3sl YHUUTOKNTH?» METOI0NIOrHYECKNE U TPAKTUYECKHUE ACTIEKTHI
B HKCIEPTHU3€E LIEHHOCTH JIEKTPOHHBIX TOKYMEHTOB//Kpyr uaei : MexIuCIUIUTMHAPHbIE
MOJIXO/1bI B UcTOpHUuecKor nHpopmaruke. .M.:M3x-s8o MI'Y, 2008. C.16-63.

Tema 4. OnbIT rocyJapCTBEHHBIX U BEJIOMCTBEHHBIX apXHBOB 110 0TOOPY, MPUEMY, XPAaHEHUIO U
MCIIOJIb30BAaHUIO AIEKTPOHHBIX JOKYMEHTOB B Halllel CTpaHe. 2 Jyaca

1) Bunbl apXuBOB JIEKTPOHHBIX JOKYMEHTOB.

2) CrpyKTypa 1 opraHu3anys apxuBa 3JEKTPOHHBIX JOKYMEHTOB.

3) AHanus cocTaBa M IPUHIUIIOB KOMIIEKTOBAaHUS CETEBBIX aPXHUBOB.



Jluteparypa ocCHOBHas:

TuxonoB B.M. DnekTpoHHBIE JOKYMEHTHI M apXUBBL. YueOHO-MeTotmueckoe nocooue. M., 2008.
C. 21-45.

JIutepaTypa 1ONOIHUTENbHAS:

CaBun B.A. ApxuBHBIC 3JIEKTpPOHHBIC HH(POpMaIIMOHHBIE pecypchl Poccuiickoit Deaepanyu:
uaeHTuGuKanus u kiaccudukamnus /OredectBennbie apxussl. 2008. Ne 4. C. 31-38.

TuxonoB B.M. Opranu3zanusi apxuBHOTO XpaHEHHS JICKTPOHHBIX TOKyMEHTOB//Kpyr nmei:
QITOPUTMBI U TEXHOJOTHK uctopudeckoit nupopmatuku. Tpynsr X Kondepennun accormanun
«Hctopus u komnbrorep». M-bapnayim, 2005. C. 393-395.

TuxonoB B.M. 3amgaun apXuBHOTO XpaHEHHUS AIIEKTPOHHBIX JOKYMEHTOB: U3 onbita HAJIDHM.//
OreuectBennbie apxubl. 2010. Ne 3. C. 51-60.

®ponosa E.B. Dnekrponnsiii apxuB Tromerckoi obiactu. // OtedectBenHbie apxuBbl. 2009. Ne
6. C. 43-46.

Tewma 5. 3aPY6e)KHBIﬁ OIIBIT IO CO3JaHHUIO AapXUBOB JJICKTPOHHBIX JOKYMCHTOB. 2 Jaca.

1) HcTopust apXxuBOB MallIMHOYNTAEMBIX JIaHHBIX B HAIlIEH CTpaHe U 3a pyOexKoM.
2) CocTaB 10OKyMEHTOB apXHUBOB MAIlIMHOYUTAEMBIX JAHHBIX.
3) OcHOBHbIE HaNpPaBJICHUS I€ATEIbHOCTH apXUBOB MALIMHOYUTAEMbIX JaHHBIX.

Jlutepatypa ocHOBHasl.

TuxonoB B.M. DnekTpoHHBIE JOKYMEHTHI M apXUBBL. YUeOHO-MeTomueckoe nmocooue. M., 2008.
C. 21-45TuxonoB B.1. DnexkTpoHHbIE TOKYMEHTHI U apXUBBIL. Y 4eOHO-MeTOANYECKOe mocodue.
M., 2008. C. 21-45

Jluteparypa JONOJHUTENbHAS.

["apckoBa M1.M. ba3bl 1 0aHKM JaHHBIX B UCTOPUYECKUX HCCIenoBaHusIX. M., 1994,
MuxaitnoB O.A. DneKTpOHHbIE JOKYMEHTHI B apXHUBax: Ipo0JIeMbl MpremMa, 00ecredeHUs!
COXPaHHOCTH, UCTOJIb30BaHUS. AHATUTHYECKUN 000D 3apyOeKHOTO U OTEYECTBEHHOI'O OIBITA.
/Pocapxus, POUA, PI'A HT. 3-e u3n., non. M .,2002. Ku. 1,2.

Hocesuu B.JI. DnekTpoHHbIE JOKYMEHTHI B OpuTaHCKUX apxuBax// H(popMaMoHHbIH
Oroiterens acconnarun “Hcropus u xkommetorep” . M., 1998. Ne 22. C.117-121.

OH xe. ApXUB 3JEKTPOHHBIX TIOKYMEHTOB: Oenopycckuil onbiT// OTedecTBeHHBIE apXuBbI. 2002.
Ne 1. C. 44-52.

Csollroxyaii. YnpasineHue 3J1€KTpPOHHBIMU JOKyMeHTamu B Kurae: cocrosiHue n
nepcnekTuBbl//OtedectBennbie apxuBbL. 2010. Ne 6. C. 59-64.

Xabubynnuna I.A. Poccuiicko-6enopycckuii cemunap "PectaBpanus u crpaxoBoe
KONUPOBaHUE apXUBHBIX T0KyMeHTOB" // OteuecTBeHHbIe apxuBbl. 2009. Ne 6. C. 114-115.

9.2. Ilpumepnas memamurka KOHmMpoIbHBIX padbom ( peghepamog).

1. DnexTpoHHBIE apXWMBBl KaK IIEHTPHl COXpaHEHHUS LU(POBOTO HAcCIeNWs B HaIleH
CTpaHe U 3apy0OexxoM (Ha NpUMEpe HEe MEHee JBYX apXMBHBIX YUPEKICHHH, CTPYKTYPHBIX
NOJpa3/ieIeHuil MUHUCTEPCTB, BEIOMCTB, OpraHU3aIHii).

2. Coznianue 3JeKTPOHHOTO apXHUBa OpraHU3allui, MUHHUCTEPCTBa(Ha IpUMEpEe HE MEHee
JIBYX apXMBHBIX YUpPEXICHUH, CTPYKTYPHBIX MOJpa3JeiIeHUl MHUHUCTEPCTB, BEIOMCTB,
OpTaHU3aIHi).

4. O030p NPUKIAAHOTO MPOrPaMMHOTO OOeCHeueHHs, HCIOJIb3YyeMOIro MPUCO3/IaHH
AJIEKTPOHHOI'O apXHUBa.

5. Yd4er u onucaHue IEKTPOHHBIX JIOKYMEHTOB (Ha IpUMepe He MEHee JIBYX apXHBHBIX
YUpEKIACHUHN, CTPYKTYPHBIX MOApa3IeIeHUn A MUHUCTEPCTB, BEJOMCTB, OpTraHU3aIIHi ).

7. Knaccuduxanus 3JI1eKTpOHHBIX JOKYMEHTOB B apXuBe (Ha MpHMEpe HE MEHee IBYX
ApXUBHBIX YUPEKICHH, CTPYKTYPHBIX MOIpa3ielieHnii MUHUCTEPCTB, BEIOMCTB, OpraHU3allHii).



8.CeTeBbIe JICKTPOHHBIC apXUBHI (0030p 3apyOEIKHOTO M POCCHICKOTO OIIBITA).

9.

HopmaTtusHO-11paBoBOE
(YHKLMOHUPOBAaHUS IEKTPOHHOI'O apxuBa (Ha TIpuMepe HE MEHee JBYX

u METOJHUYCCKOC

o0ecrieueHue CO3MAaHUI U

APXUBHBIX

YUPEXKJIEHUM, CTPYKTYPHBIX MOJPa3/1€IE€HUI MUHUCTEPCTB, BEAOMCTB, OpraHU3aLuil).
10. [Tpo6yieMbl onepaTUBHOTO U AOJITOBPEMEHHOTO XPAaHEHUs IEKTPOHHBIX JOKYMEHTOB
(0030p ucropuorpadun).
11. TexHoJIOTM ONEPATUBHOIO U AOJITOBPEMEHHOIO XPAaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB
(0030p CTaHAAPTOB U METOUIECKOTO OOCCIICUCHHS).
12. ®enepanphble 6a3bl TaHHBIX: CTPYKTYpPa, KOMIUIEKTOBAaHUE U XpaHEHHUE (Ha IpuUMepe
He MeHee (heiepaTbHBIX OPTaHOB UCTIOTHUTENBHOM BiacTH PD).
13. CpaBHUTENBHBIA aHAU3 U BBIOOP MPOTrPAMMHOIO OOECIeueHus: AJsl 3JIEKTPOHHOTO
apxXuBa OpraHu3alMM (Ha NIpUMEpe HE MEHEEe [IBYX AapXUBHBIX YUPEKICHHH, CTPYKTYpPHBIX

ojApa3aelieHuii MUHHCTEPCTB, BEIOMCTB, OpTraHU3aIIHil ).

14. 3amura wHQOpMAmUM B DIEKTPOHHBIX apxuBax (Ha MpUMEpe HE MEHEe IBYX
apXUBHBIX YUPEXKIAECHUH, CTPYKTYPHBIX MOApPa3eIeHU MUHUCTEPCTB, BEIOMCTB, OpraHU3aLHii).

9.3 Unble MaTepuabl.
9.3.1. MeToanueckne yKa3aHus 1Jis1 00y4Yal0UIMXCsl M0 OCBOECHMIO U CHUILIMHBI (MOYJI51)

Buo pabomuwi Cooeporcanue Tpyooemxocmo Pexomenoayuu
(nepeuens camocmosmew
60NPOCO8) -HOU pabomul
(6 uacax)
[ToaroTroBka K | I)Paznuuue l.®denepanbupii 3akoH  PD ot
BBOIHOM Ooehunuyuu 4y, 10.01.2002 N 1-®3 «O06 3meKTpOHHOU
JEKLIUU 9NEKMPOHHO20 mudpoBoit  moanucu»  //Cobpanue
0OKyMeHma 8 3aKOHOJATENIbCTBA Poccuiickoit
ungopmamuxe, ®eneparun. 2002. N 2. Ct. 127.
u30amenbCKom 2.@eodepanvuuiti  3axkon P om 6
oeie, anpens 2011 2. N 63-@3 "O6
00KyMeHmogedeHUuU anekmponuou noonucu'"// Poccutickas
u apxugogeoenuu ? eazema. 2011, 8 anpena. Ne 5451.
2) Kaxue 3. Jlapun  M.B.  OnexmpoHHvle
onpeodesenus OOKYMeHmbi: HOPMAMUHO-
NOHAMUSL Memoouyeckoe obecneuenue//
«2]IEKMPOHHO20 Becmnux apxusucma. 2008. Ne 4. C.

OOKYMEHmay ecmb
8 MEeNCOYHAPOOHBIX
U HaYUOHANBHLIX
cmanoapmax u
HOPMAMUBHbBIX
akmax?

3) Kax usmenunocw
noHsmue

«INEKMPOHHO20
OOKYMeHmay 8
geodepanvbix
saxonax oo «L[I1»
u 06 «3ly?

4) B uem paznuuue

106-124.
4. Tuxonoe B.A., Nwun B.A.

CmaHoeﬂeHue u passumue apxueoe
MY 6 1960-80-¢

2e.//Omeuecmeenuvie apxugvl. 1998.
MNe 6. C. 39-46.

5. I'envbman-Bunoepados Kb.
Mawunoyumaemvle  0oOKymenmsl 8

CCCP. Yuebuoe nocobue.Buin. 1.
M.-MTHAH, 1980.C. 7-14. 17-33, 48-
81.




noHAmu

9NEKMPOHHO20
0OKyMeHma u
O00KyMeHma Ha
MAUUHHOM
Hocumene 8
3aKonooamenbcmee
, TOCTAX?

4) Kax mna paznvix
IManax — MeHAIUCDH
Gopmamet, u
Hocumenu /{7

5) Kaxoevr smanvi
pazeumus
aA8MoMamu3upoOB8an
HO20
00KYMeHmoobopom
a?

6)Kax  mensnuce
ynpagnenueckue
@yuryuu
9NEKMPOHHBIX
O0OKYMeHmog?

ITonroroBka
ek 1.

K

1. Kakne
0COOEHHOCTHU
AJIIEKTPOHHBIX
JIOKYMEHTOB  KakK
00BEKTOB
apXUBHOTO
XpaHEeHUus ObuIH
BBIIENEHE B 1980-
e TOJbI B
apXHUBOBEICHUU?
2. Kakue MHeHUS O
cTaTyce
AIEKTPOHHBIX
JIOKYMEHTOB
BBICKA3BIBAINCE B
OTE€YECTBEHHOM
apXMBOBEJCHUU WU
JIOKYMEHTOBEICHU
u?

3.Kakue TpakTOoBKH
MTOHSTHS
«QIIEKTPOHHBII
JIOKYMEHT»
BBIIBUTAIOT
yueHble?

8 uacos

1. TuxomoB B.M. DnexrponHsie
JOKYMEHTBl M  apXuBbL. Y4eOHO-
MmeToauyeckoe nmocooue. M., 2008. C.
5-20.

2.Kucenes N.H. ONEeKTPOHHBIE
JIOKYMEHTBI: OCHOBHBIE HAmpaBICHUS

uccienoBaHuil//BectHuk  apxuBHcTA.
2000. Ne 3-4. C. 162-166.




IToxroroBka
JIEKIIAH 2.

K

1)Kaxkoebl

ceoticmea
O0OKYMeHma
CO2NIACHO 1Iocr
15498-1-20077?

2) Kaxoswl
cpeocmea
YCMaHoseHus:

AYMeHmu4HOCmu U
yenocmuocmu I/?
3) Kax
PecnamMeHmuposana
npoyeoypa
yoocmosepenus
IOPUOUYECKOU  CUTTbL
3D/ 6 mooenvbHbIx
3aKOHAX,
PaspabomanHvix
FOHCUTPAJI?

4) B uem paznuuue
pe2iamenmayuu
npoyeoypul
yoocmogeperusi 10p
CUbl a1 8
Hupexmugse EC 06
9/IeKMPOHHBIX
yugpposwvix
NOONUCAX U 30KOHe
P®  «O6 OlI»
2002 200a?
5) Kax
nepexoo
gedepanvhbix
opeanos
UCNOTHUMETLHOTL
enacmu Ha pabomy
8 pamkax
«INeKMpOHHO20
npasumenbLCmear
HA pe2nameHmayuro
IOPUOUUECKOU  CUTbL
9/IeKMPOHHO20
ookymenma 6 P®
HA ~ COBDEMEHHOM
smane?

6) Kakue
HOpMamueHbvle
OOKYMEHMbL
pecnamenmupyom
yoocmosepeHiue

NO6IUAN

10 uac.

1)Jlapun M.B. OnekmpoHnHvle
OOKYMeHmbl.: HOPMAMUEHO-
memooudeckoe obecneuenue//

Becmuux apxusucma. 2008. Ne 4. C.
106-124.

2)AdanaceeBa JL.II. DnekTpoHHBIE
JOKYMEHTHI B JICTIOTIPOW3BOJICTBE U
apxuBe opranuzaruu// Cekperapckoe
nemno. 2006. Ne 1-3.

3) Jlapun M.B., PwickoB O.U.
ONEeKTPOHHBIE JTIOKYMEHTBI B
yOpaBJICHUH: MeToA. Tmocobue /

BHUMIAL — M., 2008. — C. 123-
205.




IOPUOUUECKOU  CUTbL
3/l 6 cospemeHnnom
POCCULICKOM
3aKoHoOoamenbcmee
? 7) Kakxue 6uovl
9JIeKMPOHHOU
noonucu
nepeuuciensl 8
Geodepanvrom
3aKoHe «06
971eKMPOHHOU
noonucu» 2011 2.7
8) Kaxoswi
npobemvi
yoocmosepeHus
IOPUOUYECKOT CUTIbL
3/ 6 npoyecce
apxueHo2o
Xpauenus?
9)Kaxue
HOpMAamusHvle
O0OKYMeHmbl
YCMAaHaIuearm
obsa3anHocmu
cobcmeeHHuKa no
xpanenuro I/?

ITonroroska
JIEKIINHU 3

K

1)B KaKux
MeANCOYHAPOOHBIX U
HAYUOHANbHBIX
cmaunoapmax
3aKpenyiensl
mpeb6o8aHus K
cmpykmype u
ROCMPOEHUIO
UHGOPMAYUOHHBIX
cucmem,  OCHOBbI
Kaiaccuguxkayus
cucmem
9NEKMPOHHO20
00KYMeHmoob0opo
ma?

2)Kakue
mpebo8aHus
npeovABNAIOmMcs K
KOPHOPAMUBHLIM
uUHGOpMayuoHHbIM
cucmemam?3)B

yem paznuyue
MexXHON02UU
Docflow u Worflow

5 wacos.

Tuxonoé B.A., Hwun B.A.
OnexmponHvle apxuenl u
9NeKMPOHHBIL  OOKYMeHmoobopom//

Omeuecmeennvie apxuevt. 1999. Ne 2.
C. 12-26.

Tuxonos B.U. 3adauu apxuenoco
XpaneHus 271eKMpPOHHbIX OOKYMEHMOB:
us onvima L[AJ[DHM.//
Omeuecmaennvie apxusvi. 2010. Ne 3.
C. 51-60.




npu  NOCMpoeHuu
caon?

4) Kaxkue
MemoouyecKue
paspabomku
BHUUI[A],
Pocapxusa,
PeCUOHAIbHBIX
APXUBHBIX
yupercoeHull
peznameHmupyom
MEXHOI0UU
xpanenus I/?

5) Kaxue
MeHCOYHAPOOHbIE U
HAYUOHATbHBLE
cmanoapmaol
peclameHmupyrom
MEeXHONI0UU
xpanenus I/?

6) B Kakue
acnexmul XpaHenus

o

paccmampusaome
A 6 cmanoapmax u
MemoouyecKux
pexomeHnoayusx?
IlogroroBka K 1) Kakosbi Tuxonoe B.HU. 3aoauu apxuenoeo
71a00paTOPHOM | MpU3HAKU 5 uacos XpaueHust 21eKMpPOHHbIX OOKYMEHMOB:
3aHATHIO 1 Kaiaccugpuxayuu u3 onvima L[AJ[DHM.//
/1?7 2) B uem Omeuecmeaennvie apxusvi. 2010. Ne 3.
3HayeHue no C. 51-60.
¢dopmamnuou Kykoea M.I1. Komnaekmoganue
Kaaccugpurayuu apxueos NEKMPOHHBIMU
/7 ooxymenmamu//Omevecmeennvie
3) Kaxoswvi apxusvt. 2000. Ne 2. C. 5-17.
OCHOBHble 6UObL U Casun B.A. Apxuenvie 21eKmpoHHbIE
PA3HOBUOHOCMU unpopmayuonHvie pecypcul
UHGOpMaYUOHHbIX Poccuiickoii Dedepayuu:
cucmem? uoenmuguxayus u  Kiaccuguxayus
4) Kaxoswi //Omeyecmeennvie apxusvl. 2008. Ne
OCHOBHble 6UObL U 4. C. 31-38
PA3HOBUOHOCMU 26.
¢dopmamos I/[? 5) Tuxonoe B.U.  3adauu apxusnoco
IIpugeoume XpaneHus 21eKMpPOHHbIX OOKYMEHMOB:
npumepbi us onvima LAJ[DHM.//
APXUBHBIX Omeuecmeennvie apxugvi. 2010. Ne 3.
(mescniameopmen C. 51-60.

Hble) hopmamos.
6)Hazosume

Ipoxoe C.B. Pexomenoayuu MCA no
pabome c 9IeKMPOHHBIMU




ompacneswvie u
memamuyecKue
KOMNJIEKCbL
971eKMPOHHBIX
O0OKYMEeHmMO8,
Gdopmupyrowuxcs 6
P® 7) B uem
YEHHOCMb KANCOOU
us epynn
KOMNIEKCO8  KAaK
ucmopu4ecKkux
UCMOYHUKOB no
ucmopuu
NOCMCOBEMCKOL
Poccuu?
8)Hazosume
uszgecmuvie  Bam
npoeKmol no
nepegooy
ucmopu4eckux
UCMOYHUKOB 8
MAUUHOYUMAEeMbLU
810

(oyughposanuio).

0OKyMeHmamu
opeanusayuil.//

Ol apXueucmos
Omeuecmeennvie

apxusvl. 2010. Ne 3. C. 65-73.

ITonroToBKa K
J11a60paTOPHOM
3aHSTHUIO 2

1)Kakue ¢ghaxmopol
oKazvlearom
BUAHUE Ha
onepamusHoe
coxpanenue  3/]?
2) Kaxue
HOpMamueHvle U
Memoouueckue
O0OKYMeHmbl
peclameHmupyrom
YC08UsL  XpaHeHus
INEKMPOHHBIX
O0OKYMeHmo8  Ha
PA3IUUHBIX
Hocumensx?
3)Kaxoe
o0bopyodosanue
Heobxooumo  0ns
XpaueHust
INEKMPOHHBIX
O00KyMeHmoa?

4) Kaxue
npoo.emol
coxpaHenus
NEKMPOHHBIX
OOKYMEHMO8 8

10 wacos




00./1208PEeMEHHOT

nepcnexmuee
oocysxcoaromess 8
apxugoseoenuu?

5) Kaxosa ponv
Muepayuu u
KOH8epmayuu

OaHHbIX u
O0OKYMEHMO8 8
obecneuenuu  ux
coxpannocmu?

6) B cywnocms
IMYIAYUU u
UHKANCyIayuu

OAHHBIX npu

coxpanernuu 3/]?
7) Kaxosa ponv

cmanoapmuzayuu

¢dopmamos u

MemaoaHHvix

O0OKYMEeHmo8 8 ux

XpaneHuu?
[ToarotoBka k | 1)KakoBbl 2 uaca
JeKuuu 5. TEOPETUYECKUE

MOJIXOJIBI K

o0BeKTaM "

YPOBHSIM OIHUCAaHUS

o7

2) Kakue

CYILLECTBYIOT

MEXyHapOIHbIE

CTaHapThl

ONMCAHHUS u

IpaBUJia OMUCAHUS

OX,

pEeKOMEHIalluu  TI0

WX OMHUCAHUIO?

3) B qeMm

cneunduka

MH(}OpPMaLMOHHO-

MTOMCKOBBIX

XapakTepucTuk J/]

[0 CpPaBHEHUIO C

TpaAUIMOHHBIMA?
IToaroroBka k 1) Kak 4 yaca OcHOBHBIE TmpaBWiia PpabOTHI
71a00paTOPHOM | OTIIPEIETIEHBI apxuBoB opranm3ainuid. M.,2003. I1. 4.
3aHATHIO 3. MOHSTHS «EIMHULA OcHoBHBIE TpaBHia pabOTHI C

yderay, «eANHHUIA
XPaHEHUs» o1,
JIEKTPOHHOTO

HAYYHO-TEXHUYECKOW TOKYMEHTaIuen
B OpFaHI/I?)aI_[I/I}IX U Ha HpeIIHpI/ISITI/DIX.
M., 2003. I1.3.1.




JIeTI0,  KOHTEUHED

O] B
HOPMATUBHBIX
METOAMYCCKIX
JOKYMEHTaX.

2) Kakue dopmbr
IBUKEHUSI 21
MIOJIeXKAT yUETY.

3) Kaxkoeuwt
yuemHvle  opmbl
I/ 6  apxuse
opeanuzayuu u
20Cy0apcmeeHHOM
(MYHUYUNATTLHOM)

apxuse.

ITonroroBka
1a60paTOpHOM
3aHITHIO 4

K

Jaiime
onpeoeneHue
eouHuybl (eOuHuy)
onucarnus /.
2)Kaxoswi
UHopmayuoHHo-
NOUCKOBbLE
xapakxmepucmuxu
eOuHUY XpaneHus?
3) Kaxoswi
mpeboaHus K
cocmagy u
COCMABNEHUIO
CONpo8OOUMENbLHO
i1l OOKyMeHmayuu.
4) Kakxosvl 6uobl
ungopmayuouro-
NOUCKOBbIX
cnpagounuxos I/
u 8 uyem  ux
omauyus om
CNpasouHo-
UHGOpMaYUOHHbIX
cpeocme K
MPAaoUYUOHHBIM
OOKYMEHMAM.

4 yaca

IToaroroska
JIEKIMH 6

K

1) Kaxoswi
OCHOBHbLE
apxusogeoueckue
mpebosaHus
MeANCOYHAPOOHBIX U
HAYUOHANbHBIX
CmMaHoapmoes K
NPOCPAMMHOMY

5 yacoe

Xapuenxo O.A., Kmumosa A.D.
Kynpswesa HK. Ilnocer u mumnycel
opeanuzayuy 21eKmpoOHHO20 apxusa//
Omeuecmeennvle apxusvt. 2009. Ne 6.

C. 48-52.




obecneuenuro
NEKMPOHHO20
apxuea?

2) Kaxue 6uovl
¢dopmamos
001CHbI
noooepaicusams
9IeKMPOHHbBLE
apxuevl?

3) Kaxkoeuwt
NPU3HAKU
Kaaccugpuxayuu
NPOSPAMMHOZO
obecneuenuss  Onsl
NEKMPOHHO20
apxuea?

Iloocomoska k
1a60pamopHom
3AHAMUIO 5
Ilpoepammmnoe
obecneuenue
onsl  CO30aHus
971IeKMPOHHBIX
apxusos.
Mynemughopma
mHwvie
NnoucKoevie
cucmemul.

1)KaxoBbl
byHKIIUN
AIEKTPOHHBIX
apXMBOB KaK BHJIA
MPOrPaMMHOTO
oOecrnieueHus?
2)Kaxoswi
Kpumepuu 6vlo6opa
110 ona pasnuunvix
81008 apxuea
9NEeKMPOHHBIX
00KyMeHmo8?
3)Kaxoswl
mpebosanus K
MexXHU4ecKkomy
obecneueHuro
apxuea
NEKMPOHHBIX
O0OKYMeHMo8?

4 yaca

1. DOC-Online. He3aBucumpbiit
MOPTAJI O CUCTEMaX AJIEKTPOHHOTO
JIOKyMEHTOoO0OopoTa. WWW.doc-
online.ru

2. Docflow.  Bce o mupe
9NeKMPOHHO20  OOKYMeHmoobopoma.
[Onexkmpounwiii pecypc| - InekmpoH,
oam.- M., 2002-20042 —
www.docflow.ru, ceob6oonwviti. — 3acn.
¢ 9Kpaua.

IlonroroBka K
JIeKIHuu 7.

1) KakoBbl
(GYHKIIHM apXuBa
3IEKTPOHHBIX
JIOKYMEHTOB?

2) KakoBbl
HOpMaTHBHBIE
YCIIOBUS XpaHEHUS
AIIEKTPOHHBIX
JIOKYMEHTOB?

3) KakoBbI BU/IbI
apxuBa
AIIEKTPOHHBIX
JIOKYMEHTOB?

4) KakoBbl
UCTOPHUS apXHBOB

4 yaca

OcHoBHblE TpaBuiia PabOTHI
apxuBoB opranuzanuid. M.,2003. IT. 4.
OcHoBHbIE TpaBuia pabOTHI C
Hay4YHO-TEXHUUYECKON TOKYMEHTaIueH
B OpPraHW3aIUsIX U HA TPEATNPHUSITHSIX.

M., 2003. I1.3.1.



http://www.doc-online.ru/
http://www.doc-online.ru/

MalTHHOYHTACMBIX
JIAHHBIX U
COCTaB
JIOKyMEHTOB
apXHBOB
MalTHHOYHTACMBIX
NAHHEBIX?
Harnucanwue 10 gacoB CM. CHHCOK JHMTEepaTyphl IO
pedepara. Kypcy
Cwm. CITHUCOK
pedeparos
Harnucanue 10 gacoB CM. chmucok JuTeparypbl IO
pedepara. Kypcy
Cwm. CITHCOK
pedeparon
Hmoeo no 48
oucyuniune

9.3.2. PABOYASA TETPAJb CTYAEHTA

ApPXHBBI 3JIEKTPOHHBIX JIOKYMEHTOB

Crynent (OHO)

OTIEIIeHUE
Kypc
I'pynmia

[Ipenonasatens (OUO)
Houent Adanaceena JI.II.
Mocksa 2010

daxkynbTeT




IHOACHUTEJIbHAA 3AIIMCKA

PaGouas TeTpaab CTyAeHTa [0 CHEUMATBLHON TUCHUIUINHE «DJIEKTPOHHBIC apXUBBI» IO
cnenmansHoct 080801 “Tlpuknagnas wHbopMaTuka B uH(pOpMammoHHOU cdepe” 5 Kypca
dakynprera 3 3a0YHOTO OTAEIECHUS.

PaGouas  Tterpags mpenHa3zHaueHa JUIS OPTaHMU3ALUU CaMOCTOSITEIBHOTO HM3Y4YECHUs
CTYJIEHTaMH 5 Kypca 3/0 TEOpEeTHUEeCKOro MaTeprasa OCHOBHBIX TEM Kypca U HamOoJjee BaKHOM
HAay4HOM M METOJMYECKOM JIMTEepaTypbl, pecypcoB IHTepHeTa, a Takke NPUKIATHOIO
MPOrpaMMHOr0 OOecIieueHus B 00JIaCTU CO3JaHUs SJIEKTPOHHBIX m3naHuil.  PabGouas terpanp
COJCPXKHUT 33/JaHUs, KOTOPbIE AKICHTUPYIOT BHHUMAHHE CTYACHTOB Ha KJIIOYEBBIX AaCHEKTax
TEMaTHUYECKHUX pa3/esioB Kypca. 3a/JaHus BBIIOIHAIOTCS CaMOCTOSITENILHO HA OCHOBE OCBOEHUS
PEKOMEHIyeMOM JIMTEPaTyphl K Ka)X10U TEME.

B cootBercTBUU ¢ pazmenamu nporpammbl aucuuiuinabl, PTC coctout u3 cemu tem.
3armosHEeHNE KaX/I0T0 U3 Pa3/IeoB OLEHUBACTCS 0 MATHOaIbHOU cucteme. [lepBas yacTh
terpaau BkItouaeT 4 3aganus (0-20 6amios). g momycka K sk3aMeHy HeoO0xoaumo HaOpath 11
OamoB. Bropas gacts Brimrouaet 3 temsr (0-15 6amos). s 3auera Heooxoaumo Habpats 10
OamioB. B nenom 3amonHeHue TeTpaau MoxkeT ObITh orieHeHo oT 0 o 35 OGamnoB. PaGouas
TETPaJb CAAETCS NPENOAABATENIO AJI IPOBEPKH, IIOCIIE YET0 OCBOEHUE MaTepralla IPOBEPSIETCS
B XOJIe MHIUBUyaJbHOTO cobecenoBanus. CTyAEHTY 3a/1al0TCs BOIIPOCHI 110 pa3jiesaM TeTpaiu.
Jlis nmonydeHus 3ayeTa IOMUMO cljauu MaTepuana padodeil TeTpaain He0OXOAUMO TaKKe
MOCEIIEHUE MPAKTUYECKUX 3aHITHI U BBIMIOJIHEHNUE 33 JaHUM.

Tema 1. Beenenue

1. Tlpu wu3ydeHun JaHHOW TEMBI CleIyeT OOpaTuTh  0coboe BHUMaHUE Ha
MOHATUMHBIN anmapar.

Kak B 3akone P® «O06 I/IHd)ODMaHI/II/I, I/IHd)ODMaLII/IOHHLIX TCXHOJIOTUAX M 3allluTC

uHGbOpMaIUN» NaHbI ACPUHUINH TOHSATHIA
nH(pOopMaTHU3aALIUS

JOKYMEHTUpOBaHHasi nHGopMalus (JOKyMEHT)

HH(bOpMaHHOHHaH cucrema

CpaBHuTe

Hebunummio  tepmuna  «/lokymeHt  Ha | JleduHunuo TepMHHA «DJIEKTPOHHBIC
mammHHOM Hocutene» B ['OCT P 51141-98. | mokymeHT»

JenonpousBoactBo ¥ apxuBHOe  Jeno. | OO 3nekTpoHHOU UG POBOM MOIIUCH
TepMuHBI U OonIpeeNeHus

B deMm paznnune MEXAy STUMH HOHITUSIMU?




Tema 2. IIpaBoBoe peryJimpoBaHue 3JIeKTPOHHBIX JOKYMEHTOB.

Ha ocHOBe aHanm3a 3aKOHO/IATENILCTBA OTBETHTE HA BOTIPOCHI.
1. KakoBsl mpaBa coOCTBeHHHKA WH()OPMAIIMOHHBIX PECYypCOB?

2.Kakne o00sg3aHHOCTH

JOJI2KEH BBINIOJIHATD

KOH(bI/I[[eHI_II/IaJIBHBIX " NCPCOHAJIbHBIX I[aHHBIX?

3.Kak 3akoH rapaHtupyer mnpaBo

pecypcam?

4. CpaBHHUTE IIPaBOBOC PErYINPOBAHUE

COOCTBEHHUK 8(0) 3alIuTC

Ha JOCTYIl K TOCYIapCTBEHHBIM MH(DOPMAIIMOHHBIM

FOPUINYECKON CHJIBI
JIOKYMEHTa Ha MalllUHHOM
HOCHTEJIE B

I'OCT 6.10.4-84.
YHU(DUIUPOBAHHBIC CHCTEMBI
nokymentauuu. [Ipuganue
FOPUINYECKON CHJIBI
JOKYMEHTaM Ha MallluHHOM
HOCHUTEJIE U MAIlIMHOTPAMME,
CO3/1aBa€MbIM CpEJICTBAMHU
BBIYMCIIUTEIbHON TEXHUKH.
OCHOBHBIE TIOJIOKEHUS
I'OCT ot 01.07.87 N 6.10.4-
84

FOPUANYECKON CHJIBI
JOKYMEHTa, TMOJYy4YEeHHOTO H3
MH(POPMAIIMOHHON  CHCTEMBI
B CT.5 3akoHa  «O0
nH(pOpMaIny,
MH(OPMALIMOHHBIX
TEXHOJIOTUSIX ~ W 3aluTe

nHopmarun» (2006
)

FOPUANYECKON CHJIBI
AJIEKTPOHHOTO JIOKYMEHTa B
3akoHe «O0  2JIEKTPOHHOMU

nudposoit noamucu» (2002)

B yuem cytb npousomenmux 3a 20 jgeT M3MEHEHUU?




Jlureparypa Kk 3aJaHHUIO:

@enepanbublii 3akoH Poccuiickoit @enepaunun ot 27 utons 2006 r. N 149-03 «O6
uH(popManru, HGOPMAIIMOHHBIX TEXHOJOTHUSIX U O 3amuTe nHdopmanuny// Poccuiickas rasera.
29 uronst 2006 . Ne 4131.

4. 3akoH P® «O06 snexrponnoit mudpposoit moanucu» ot 10.01.2002 N 1-d3//Cobpanue
3akoHozarenscTBa Poccuiickoit @enepauun. 2002. N 2. Cr. 127.

I'OCT 6.10.4-84. YHuduimmpoBaHHble CUCTEMBI JOKyMeHTanuu. [Ipunanue
IOPUINYECKON CUIIBI JOKYMEHTaM Ha MAIlIMHHOM HOCHUTEJIE U MAallIMHOTpaMMe, CO3/1aBa€MbIM
CPEICTBAMU BBIYUCIUTEIHLHOU TEXHUKH.

I'OCT P 51141-98. [lenonpou3BoICTBO U apXUBHOE Aes10. TepMUHBI U OTPEICTICHUSI.

Adanacwena JI.I1. MadopmaTH3aiys apXuBHOTO Jiejia; OpraHu3aIus u
ynpasienue//JlenonpounsBoactso. 2004. Ne 2.

Kykapuna FO.M. DiekTpoHHBIE JOKYMEHTBI B 3aKOHOJATeIbHBIX akTax crpan CHI'//
OreuectBennble apxuBbl. 2002. Ne 1. C.41-44.

Tema 3. Kinaccudukanusi 371eKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe u3y4yeHus Hay4yHOH JuTepaTypbl IO MpoOiieMaM XpaHEHUs JIEKTPOHHBIX
JOKYMEHTOB OTBETHTE Ha CJIEAYIOLINE BOIIPOCHL:
1. KakoBbI cOBpeMeHHbIE KIacCU(PUKAIMY MAIIMHOYUTAEMBIX IOKYyMEHTOB

Jluteparypa Kk 3ajaHuIo:

3anaes I'.3. AHanu3 u Kiaccu(UKaMs JIEKTPOHHBIX TOKyMEHTOB//BecTHUK apXuBHCTA.
1999. Ne 2. C . 60-61.

Tema 4. KoMniiekToBaHMe M 3KCIIEPTH3a LEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe u3yuyeHus Hay4dHOH JMTepaTypbl IO MpobieMaM XpaHEHUs 3JIEKTPOHHBIX
JIOKYMEHTOB OTBETHTE Ha CJIEIYIOIINE BOIPOCHL:

1. Kakue mnoxaxoasl B KoHuenuuu uHpOpMaTH3alMM apXMBHOIO Jejla  MpEeAararTcs B
o0jacTu mepesauyu Ha MOCTOSTHHOE XpaHEHUE JOKYMEHTOB Ha HETPaJULMOHHBIX HOCUTEISAX?

JIuteparypa K 3a1aHHIO:

Konnenmnus nuapopmaruzanuu  apxuBHoro nena // Bectuk apxuBucta.1996. N 1. C.
60-82.

2. Kakoe 3HaueHWe wWMeeT BHeJApeHHEe HMH()OPMAIMOHHBIX TEXHOJOTHH B
JIeNIOTIPOU3BOJICTBO JUIsl KOMIUIEKTOBAHUS UMM TOCYIAapCTBEHHBIX apxuBoB? Kakue npoGiiemsbl
BO3HUKAIOT Nepei apxuBaMu B cBsizH ¢ peanuzauuedt OLIT «Onextponnas Poccusin?

JIuteparypa K 3aj1aHHIO:

Tuxonos B.1. Omun B.A. Bynyrt 11 B «3nekTpoHHOIN» Poccun 31eKTpoHHBIE
apxuBbl?//OteuecTBenHble apxuBbl.2002. Ne 5. C.12-19.

3. Kakue cymiecTByrOT KOHIENIIMY XpaHEHUsI MAIIMHOYUTAEMbIX JOKYMEHTOB?

JIuteparypa K 3a1aHHIO:

TuxoHOB B.N. IOmmu B.A. CoBpeMeHHbIE KOHIICIIINHN 3IIEKTPOHHBIX
JOKyMeHTOB//OTeuecTBeHHbIE apXuBbl. 1999. Ne 1.

4. HazoBuTE KpHUTEPUU SKCIEPTU3BI LIEHHOCTH 3IEKTPOHHBIX TOKYMEHTOB.

Jluteparypa K 3aj1aHHIO:

OcHoBHbI€ NpaBuiia paboTkel apxuBoB opranuzanuii. M.,2002. Yacts 3.

Tema 5. O0ecnieyeHue COXpPAaHHOCTH JJICKTPOHHBIX IOKYMEHTOB.

Ha ocnoBe u3yuenus tpe6oBanuii [OCToB oTBeThTE Ha CiIEIyIONINE BOIPOCH:

1. ®akTOopHI, BIASIONIME HA COXPAHHOCTD D/I,

2. HopmatuBHbIe ycinoBus xpaneHnus J/1.

Jlureparypa K 3a1aHHMI0:

PJ1 50-524-84 Tlopsnok XxpaHeHHs] JOKYMEHTOB Ha MallIMHHBIX HOCUTEJISAX.

I'OCT 28388-89. Cucrembl 00paboTku wuHGMOpManuu. JIoKyMEHTHI Ha MarHUTHBIX



HOCUTENSX NaHHBIX. [IopsaI0K BIMONTHEHNS U OOpalleHusl.

Tema 6. D1eKTPOHHBIC APXHUBBI.

Ha ocHoBe u3yueHuss Hay4dyHOM JuUTepaTypbl MO MpoljaeMaM XpaHEHUS IIEKTPOHHBIX
JIOKYMEHTOB OTBETHTE Ha CIEIYIOIINE BOIPOCHI:

1. KakoBa poJib MalllMHOYMTAEMBIX JOKYMEHTOB B Jiesionpon3BoacTee 1960-80-x roaoB ?

2. B kakux oTpacisix YIpaBJICHUs CO3aBAUCh OOJIBIIME MACCHUBBI MAITUMHOYHUTAEMBIX
JIOKYMEHTOB.

3. Korga mammHOYMTaeMble JTOKYMEHTHI ObUIM O(HIIMAIBLHO BKIIIOUEHBI B COCTaB
roCy/IapCTBEHHOI'0 apXUBHOTO (OH/Ia CTPaHbI?

4. B dyem cnenuduka MANIHHOYUTAEMBIX JOKYMEHTOB KaK OOBEKTOB apXHWBHOTO
XpaHeHHs?

5.Kakum o6pazom mpobiieMa MalIMHOYUTAEMbIX JOKYMEHTOB pellieHa 3a pyoe:kom?

6.KaxoBbl 3a1aun 1 GyHKIIUHU, COCTAB IOKYMEHTOB apXHMBOB MAIIMHOYUTAEMbIX JaHHbBIX?

JlutepaTypa K 3a1aHHUIO:

I"apckoBa 1.M. ApxuBHpOoBaHHE MAITMHOYUTAEMBIX JTaHHBIX//MeEXTyHapOIHbIC
muckyccun//Ub accoumanuu «Mcropus u komnbsrotep»1995. Ne 13. C. 15.

Tuxonos B.U., FOmun B.A. DnexkTpoHHbIE apXUBbI U 3JEKTPOHHBIH JOKYMEHTO0O0POT//
OteuecTBeHHbIE apXuBbl. 1999. Ne 2.

Onu xe. byayr nmu B «3nekrponHoit» Poccun snekTpoHHble apxuBbl?//OTe4ecTBEHHbBIE
apxuBb1.2002. Ne 5. C.12-109.

Tema 7. DneKTpOHHBIC apXWBBI KaK PA3HOBHIHOCTHh IMPUKIATHOTO MPOTPAMMHOTO
obecnieyeHusl.

Ha ocnoBe ananu3za peiaka [10 B o0siactu co3aanust 3JIEKTPOHHOTO apXUBa OPraHU3alNuN
COCTaBbTE CJICYIONTYIO TaOJIHUKY.

[Iporpamma Paspaborunk DyHKIIUU




Tlpunooicenue 1
AHHOTALIUA

Jucnunanaa «CHCcTeMbl XpaHEHUs! AJIEKTPOHHBIX JOKYMEHTOBY pean3yeTcs Ha (GaKylIbTeTe
apXMBOBEJICHUA U IOKyMEHTOBEACHUS Kadeapoil apXMBOBEICHHUS.

Llens muctumamael - [loATOTOBUTH CHENMANINMCTA, 3HAIOMIETO TEOPETHYECKHE OCHOBBI
ApXMBOBEJICHUS DJICKTPOHHBIX JTOKYMEHTOB, BJIAJCIOLIETO METOJAWKON OpraHM3alud XpaHEHHUS,
KOMIUIEKTOBAHUS, y4e€Ta W HCIOJIb30BAHHUS AICKTPOHHBIX JOKYMEHTOB DPA3JIHMYHBIX BHUJIOB
npezcTaBieHus HHPOpMauu 1 (POpMATOB HA COBPEMEHHOM JTarle.

3aaun TUCHUIUIMHBL: - M3YYUTh OCOOCHHOCTH 3JEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB
apXMBHOT'O XPaHEHUS B OTEUECTBEHHOW U 3apy0eXHOI ncToprorpadpum;

- copMupoBaTh MpPEACTABICHUS O HOPMATUBHOM METOAMYECKOH 0a3ze XpaHEHHS
AIIEKTPOHHBIX JOKYMEHTOB, B. T. 4. B cOcTaBe ApxuBHoro ¢onna Pd;

- chopmupoBaTh NpencTaBiIeHHE 00 OOECIeYeHWH  COXPAHHOCTH, Y4eTe M ONUCAHUH
AIIEKTPOHHBIX JOKYMEHTOB, OPTaHU3aLMU X ONEPATHBHOTO M JOJITOBPEMEHHOTO XPAHEHUS;

- U3y4YHTh KIACCU(DUKAIMIO HJICKTPOHHBIX JJOKYMEHTOB,;

- M3YYHTh OPraHM3AlMI0 KOMIUIEKTOBAaHHMS AapXWBOB OPTraHU3allMil, TOCYIapCTBEHHBIX |
MYHHIUTATBHBIX aDXUBOB AJICKTPOHHBIMH JJOKYMEHTAMU;

- U3YYUTh KPUTEPUU IKCIIEPTU3BI IEHHOCTH D/1;

- U3y4YHUTh MIPOTPAMMHOE 00ECIIeYeHUE JUIs DJICKTPOHHBIX apXHUBOB.

JlucuumiiHa HalpasjieHa Ha (POPMUPOBAHUE CIICAYIOLINX KOMICTEHIIHIA:
OIIK-4. Cnocoben wucmonb30BaTh 0a30Bble 3HAaHUS B 00JACTH  MH(POPMALUOHHO-
KOMMYHHKAI[MOHHBIX TEXHOJIOTHIA B cepe cBOeH mpodhecCHOHATBHOMN NeITeIbHOCTH

B pe3ynbraTe 0OCBOCHHS TUCHUIUIMHBI O0YYarOIHIACS TOMKEH:

3HATH!

- OCHOBBI TEHJCHIIMM NPABOBOTO PETYIHWPOBAHMS  XPAHEHHUS AJIEKTPOHHBIX JIOKYMEHTOB
(31) B poccUiicKOM 3aKOHO/IATEILCTBE, OCHOBHBIE TEHICHIIUSX B PA3BUTHH MPABOBOU 0a3bl;

- pOJb DJIEKTPOHHBIX apPXHWBOB B COCTaBE HALIMOHAJIBHBIX APXUBHBIX CIYXO MHpa, HX
GyHKIMY U TPOPUIIB;

- OCHOBHbIE MEXIYHapOJHblE M MEXIOCYJapCTBEHHbIE CTaHIApThl B  00JacTH
JOJITOBPEMEHHOTO M ITOCTOSIHHOTO XpaHeHust D/1;

- TI0JIOKEHUS HALIMOHAIBHBIX U OTPACIIEBBIX CTAHAAPTOB U METOJANYECKUX PEKOMEHJIAIMH 110
METOJMKE OpTaHW3allMi XPAHEHWs, KOMIUIEKTOBAHHWS, Y4€Ta W HCIOJB30BAHUS DIIEKTPOHHBIX
JNOKyMeHTOB B P®, meromuueckue pa3paboTKu (efepalibHbIX W PETHOHANBHBIX apXUBOB,
BeJOMCTB PO ;

- PpOJIb NEKTPOHHBIX IOKYMEHTOB B cocTaBe ApXuUBHOro ¢oHaa PD Ha coBpeMeHHOM 3Tare;
UX [IEHHOCTh KaK HCTOPHYECKHX UCTOYHUKOB,;

- IPUHIIUIBI ¥ PU3HAKH KIACCHU(UKALIUU DIIEKTPOHHBIX JOKYMEHTOB;

- 0COOEHHOCTH yd4eTa M ONMHUCAHHUS JJIEKTPOHHBIX JOKYMEHTOB Ha OCHOBE METOJIMYECKHX
pa3paboOTOK POCCUICKUX U 3apyOEeKHBIX apXHUBOB,;

- OCHOBBI O0ECIIEYCHHSI COXPAHHOCTH AJIEKTPOHHBIX JOKYMEHTOB TIIPH JOJTOBPEMEHHOM H
MOCTOSIHHOM XPaHEHMH B T.Y. HA OCHOBE OIBITa U METOAWYECKHX pa3pabOTOK POCCUHCKUX U
3apyOEKHBIX apXUBOB;

- COBPEMEHHBIN OIBIT 10 CO3JaHUIO IEKTPOHHBIX APXMBOB B HAIEH CTpaHE U 3a pyOekoM
KaK YUpPESKICHUH, CTPYKTYPHBIX IO/pa3ACiIeHUd MHUHHCTEPCTB M BEIOMCTB, KOpPHOpAIHi
OCYILECTBIISIOLIMX JIOJITOBPEMEHHOE M TIOCTOSHHOe XxpaHeHue /I, coctaB ux (¢OHIOB,
UCTOYHUKH KOMILUIEKTOBAHUS, (PYHKITUH,

- (YHKUMHU DSIIEKTPOHHBIX AapXMBOB KaK Pa3HOBHJIHOCTH MPOTPaMMHOrO oOOecredeHus,
Kkputepuu Bbidopa [10 asist 21eKTpOHHOTO apXuBa;

- OCHOBBI OPTaHU3aIMH AIEKTPOHHOTO apXH1Ba Ha MPEANPHUITUH, YUPEKACHUU.



YMETb:

- OpraHu3oBaTh IMOCTOSHHOE M JOJTOBPEMEHHOE XpPaHEHUE HIIEKTPOHHBIX JOKYMEHTOB B
COOTBETCTBUM C HAYYHBIMH IIPUHIMIIAMH ¥ HOPMAaTHBHBIMH TpPEOOBAHUSMH, a TaKXKe
CTaHJApTaMH U METOJNYECKUMHU PEKOMEHIAIMSIMY ;

- HUCIIOJIB30BATh CYIIECTBYIOIIME METOAWYECKHE pa3pabOTKH W CTAHAAPTHI JJIS CO3AAHUS
JIOKaJbHBIX HOPMATHUBHBIX aKTOB, MHCTPYKLUUH M PYKOBOJACTB, PETJIaMEHTUPYIOIIUX Y4YeT,
OIMCaHUEe, XPaHEHHE JIEKTPOHHBIX TOKYMEHTOB;

- OpraHu30BaTh KOMIUICKTOBAHWE apXWBa OPTaHU3AIMH DSJCKTPOHHBIMU JIOKYMEHTAMH,
0(hopMHUTE COOTBETCTBYIOIIYIO CONPOBOANUTENBHYIO H YUCHYIO TOKYMEHTAIMIO B COOTBETCTBHHU C
HAayYHBIMM TPHHLUMNAMH W HOPMATHBHBIMH TpeOOBaHMSAMH, a TaKKe CTaHIapTaMH U
METOJIMYECKIMHU PEKOMEH/IAIMSIMU;

- COCTaBHUTb peKoMeHJauu A ciryx0el T mo BbIOOpY TEXHHUECKOTO M MPOrPaMMHOTO
obecrieueHHs JJIsl  JJEKTPOHHOTO AapXWBa OpPraHU3allMd B COOTBETCTBHU C HAyYHBIMHU
NPUHIUIIAMA ¥ HOPMAaTHBHBIMH TPEOOBAHUSAMH, a TAaKKE CTaHAAPTAMH W METOAWYECKHMU
PEKOMEHIALUSIMH;

- COCTaBUTh JIOKAJIbHBIE HOPMATHUBHBIE AKThl W PYKOBOJCTBA Ui PabOTHI 3JIEKTPOHHOTO
apX#Ba OpraHu3aIlH;

CO3/1aBaTh CIIPABOYHO-TIOMCKOBEIE CPEJICTBA ISl apXHUBA AIEKTPOHHBIX JTOKYMEHTOB

BIIAJICTh!

- TEXHOJIOTHSIMH KJIaCCHU()UKALIMH, TOMCKA JOKYMEHTOB B SJIGKTPOHHOM apXHBe);

- IOUCKOM NPO(MIEHBIX HHPOPMAIIMOHHBIX PecypcoB B ceTu MHTEpHeT

- HaBBIKAMHU BBIOOpA M CPABHEHHUS MPOTPAMMHBIX KOMILIEKCOB ISl SJIEKTPOHHOTO apXWBa
OpraHHU3aluy.

- HaBBIKAMU y4eTa U oOecrieueHus: CoXxpaHHoCTH /1.

[To qucuuIuIMHE IPeyCMOTPEHA MTPOMEKYTOYHAS aTTECTalus B GOopMe IK3aMeHa.
OO011ast TPyA0EMKOCTb OCBOCHHUS AUCLUIUIMHBI COCTABIIAET 3 3aU€THBIC €MHULIBI.



JIUCT UBMEHEHUM

puiioxenne 2

Teker aktyanu3anuu win npunaraeMmsiid Kk PIIJL tokymeHr,
COJIeprKallMi N3MECHEHHUS

ara

Ne
IPOTOKOJIA




