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1. HosicHUTEJbHAN 3aIHCKA

1.1. Ilenp ¥ 3aga9n JUCHUILIMHBI

Lenv oucyuniunel - NI3y9eHNE TEOPETHUECKUX TIPOOIIEM H TIPHKIIATHBIX
acrmeKToB MH(OpMaTH3allMK apXUBHOTO Je7ia, OCHOBHBIX HANpaBICHUH BHEAPEHUS
HH(GOPMATMOHHBIX TEXHOJIOTHI B IEATEINFHOCTD apXHUBA.

3a1aun JUCIUTIIAHEI:

1) u3yyeHHe OCHOBHBIX IOHATHI, HCIOJBL3YEMBIX B MPOLECCE NPUMEHEHHS
WHPOPMAMOHHBIX TEXHOJIOTHUH B apXUBHOM JIEIC;

2) u3ydeHHe MCTOPUU MEXaHM3alMd M aBTOMATH3alUM apXMBHOIO Jiella B HAILEH
CTpaHe U 32 pyOekoM;

3) u3yvyeHne HOPMATHBHO-NIPABOBBIX OCHOB TMpPUMEHEHHS HH(MOPMAIHOHHBIX
TEXHOJIOTH B ApXUBHOM JIEJIE;
4) u3yyeHHe TEXHHYECKOTO U MPHUKIAIHOrO IPOrPAMMHOr0  00ecredeHusl,

HCIIOJIB3YeMBIX TP OPraHU3aLHHU HIEKTPOHHOTO

JOKYMEHTO000pOTa, HH(GOPMALMOHHOM O0CCICYCHUH YIpPaBICHHUs, OpraHH3aLHH
APXMBHOT'O XpaHEHHs JOKYMEHTOB Ha TPAJUIHOHHBIX U JJIEKTPOHHBIX HOCUTEISX;

5) u3ydeHre NPUHLMIOB BBIOOpAa M OPraHM3ALMH BHEAPCHHS M MCIIOJNB30BAHMUS
TEXHHYECKOTO U MPOrPaMMHOTO 00eCTIeYeHH I,

6) nsydeHue HHGOPMALIMOHHBIX CHCTEM M OCHOBHBIX HH(MOPMALHOHHEIX PECYPCOB B
ApXMBHOM JIeIe;

7) u3ydeHHe ¥ aHANIM3 CPEACTB 3allUTBl HHGOPMAUMH B HHGOPMALHMOHHEIX
CHCTEMaX, UCIIONIb3yeMBIX B QDXHUBHOM JIEJIe.

1.2. ®opmupyemble KOMIETEHIMH, COOTHECEHHBIC ¢ MIAHUPYEMBIMU pe3ysbTaTaMH
00ydeHHs 110 JUCIUILIHHE!

1.2. [lepeueHb MIAHUPYEMBIX PE3YIBTATOB OOYUECHHUS O AUCIUILIHHE (MOAYIIIO), COOTHECEHHBIX

C UHAWKATOpaMU JOCTHIKCHUS KOMHGTCHHI/II‘;I

Komnerenuus HNuauxaTopsl IlepeyeHnb MIAHNPYEMBIX pe3yIbTATOB
(xom u KOMIIeTeHIMii 00y4eHusI 110 JUCHUILIMHE
HAaUMEHOBaHUE) (kK01 1 HANMEHOBAHHUE)

OIIK-4. Criocoben OIIK 4.3. O6namaer 3HaTh — OCHOBHBIE HH()OPMALTMOHHBIE
UCTIOJIb30BaTh HaBBIKAMU Oubnmorpaduieckre pecypcsl o
6a30BBIC 3HAHUS B HCTIONB30BaHUS JOKyMEHTOBEACHHIO F apXUBOBEACHHUIO;
obyacti nH(pOpPMaMOHHO- THUIIOBOE MIPOTpaMMHOE oOecIieueHune,
UH(POPMALIOHHO- KOMMYHHKAI[HOHHBIX npuMeHsieMoe JUisl QyHKIIHOHUPOBAHUS
KOMMYHHKAITHOHHBIX | TEXHOJOTHH B chepe ABTOMATH3UPOBAHHOI CHCTEMBI
TEXHOJIOTHH B chepe | JOKYMEHTAIIHOHHOTO LEHTPAIN30BaHHOTO YYeTa JOKYyMEHTOB

CBOCH
npodeccuoHanbHON
ACATCIbHOCTHU

o0ecrieueHUs! yIIpaBICHUS
U apXMBHOTO Jena

ApxusHoro ¢orna PO,
ABTOMaTH3HPOBaHHOTO LIEHTPAJILHOTO
(hongOBOTO KaTamora

YMeTb — oCyLIECTBIIATH TOUCK HAYYHO-
TEeXHUIECKOH HH(POPMALUH IO CBOESH
npodeccnoHaTbHON IeSTEIFHOCTH;
pa3bupatscst B 0a30BBIX aCTIEKTaX
(YHKIIMOHUPOBAHHS COBPEMEHHBIX
MH()OPMAIOHHBIX CHCTEM B apXUBHOM
Jene.

Bianers -  HaBBIKAMU HCIIOJIB30BAHHS
KOMITBIOTEPHOH TEXHHKU H
UH()OPMALOHHBIX TEXHOJIOTHIA,




OCHOBHBIMH METOaMH, CIIOCO0aMU U
CpeICTBaMH MOJTYICHUSI, XPAaHCHUS,
nepepaboTKu HHPOPMAIIMNY»; HABBIKAMHU
BbIOOpa MPOTPAMMHOTO 00ECTICUSHHS JJIS
MH(GOPMAIMOHHOTO 00eCIIeYCHHUS
JIESITEIIHHOCTH apXUBOB.

1.3. MecTo AUCIUIIIMHEI B CTPYKTYPe OCHOBHOM 00pa30BaTEIbHON IPOrPAMMBI

Huciurmuimaa  «HGOPMAIIMOHHBIC TEXHOJIOTMH B AapXMBHOM JEJIE» OTHOCHTCS K
00s13aTeNIHOM YacTH OJI0Ka TUCIUINIMH y4eOHOTO IUIaHa.

Jnsi  ocBoeHHsS — OUCUMIUIMHBI ~ HEOOXOMMMBI ~ 3HAHHS, YMCHHS W  BIAJCHUS,
c(hOpMHPOBaHHBIC B XOJ€ WU3YyYCHHS CIEAYIOIUX AMCUUILUIAH W MPOXOXKICHUS TPaKTHK: -
«udpopmanmonHast  aBpuctukay; «MHpopmarukay; «HDOpMAIIMOHHBIE TEXHOJIOTHHY,
«ApPXUBOBEJICHUEY.

B pesynpTaTte OCBOCHHS AWUCHUILIMHBL (DOPMUPYIOTCS 3HAHHS, YMEHHS W BIIAJCHHUS,
HEOOXOUMBIE JIISI M3YYCHHUS CIEAYIOMNX JUCIHMIUIAH U TPOXOXKIEHHS NMPAKTUK: «CHCTEMBI
XpaHEHHs JEKTPOHHBIX JOKYMEHTOBY»; «CeTeBble TEXHOJOTHH B apXWBHOM Jeine», «HayuHo-
TEXHUYECKUE apXUBBDY;, «AyIUOBU3YaJbHbIC apXUBb, «HPOPMAMOHHBIN MEHEIXKMEHT B
ayAMOBU3YyaIbHBIX U HAYYHO-TEXHHICCKUX apXHUBAX».




2. CTpyKTypa AUCHUILIMHBI

O61mast Tpy10€MKOCTh AUCHHUILTHHBI COCTABIISIET 2 3.€., 76 4., B TOM 4YHCJIe KOHTaKTHas paboTa
obyvaromuxcs ¢ nperiogasareneM 40 4., camocTosTensHas padora oOydarommxcs 36 9.

Bunsl yue6HOH paboTh

(B gacax) Dopmbl
KonrakrtHas = TEKYILEro
Ne Pasznen @ 2 E % KOHTPOJIA
0/ | JUCIMILUTAHBL/ TEMBbI 5 z EE| EE YCneBaeMocTi,
o o 2 S < 5| &g | MPOMEKYTOUHO
51| E g EE| 28| 25| 88 | iarrecrauuu
% g % é % L§ % l% é 5 § (no cemecmpam)
O | B Q ES B S

1 Beenenne 6 |2

2. | 1. Uctopus 6 |2
MEXaHU3aUUuH U
ABTOMATH3AIHH
apXUBHOTO JIeJ1a B
Halllell cTpaHe U 3a
pyoexom.

3. | Paszzen 6 2 4 4 KoHTponbHas
3.HopmarusHo- pabota
npaBoBast 6a3a (pedepar),
uH(pOpMAaTH3AIIH
ApXUBHOTO JeIa. Pabouas

TETpab
CTyICHTa,

4. | Pazmen 4. 6 |2 4 4 KontpospHas
OcHOBHBIE pabora
OOBEKTHI 1 (pedepart),
TPUHITHITBI Pabouas
ABTOMATH3AIHN TETpab,
ApXUBHOTO JeTIa. YCTHBIN OIPOC

HA
MPaKTHISCKOM
3aHSTHH.

5. | Pazmen 5. Basel 6 2 4 4 KonrtpospHas
JIAaHHBIX B pabota
apXUBHOM JIEJIe. (pedepar)

Pabouas Tepans,

6. | Pa3men 6. 6 |2 4 4 KonTponsHas
[puknanHoe pabota
IporpaMMHOE (pedepat)
obecrieyeHne st Pabouas
ABTOMAaTH3UPOBaHH TeTpab
BIX APXUBHBIX CTYZCHTA,
TEXHOJIOT Uil YCTHBIH OIpoc




(AAT). Ha
MPaKTHYECKOM
3aHSTHH.

Paznen 7. 2 4 6 KoHnTponbHas

Hutepuer- paboTta

TEXHOJIOTHH U (pedepat)

UH()OPMAITIOHHBIE Pabouas

pecypcbl, TeTpajib

UCIIOJIb3YEMBIC B CTyICHTa,

ApXUBHOM JIeJie.

Paznen 8. 2 4 6 Kontponbnas

TexHonorus pabota

XpaHeHHs (pedepart),

3MEKTPOHHBIX Pabouas

JIOKyMEHTOB U TETpab

3aIurTa CTYJICHTA,

urpopmau B YCTHBIN OIPOC

UH(DOPMALOHHBIX Ha

cHcTeMaXx. MPaKTHICCKOM
3aHSATHH.

IpomexyrouHast 8 umo208ast

aTTeCTAaLMS 3aUém KOHMPOIbHASL
paboma

NTOI'O: 16 24 36




3. Coneprxanue IMCUUNIIMHBI (MO0Y/151)

Ne

HaumenoBanmue
pa3zaena
U CIUILIAHBI

Conepxxanue

1.BBenenue.

[Ipenmer, uenp u 3agaun Kypcea. Mictounuku u nureparypa 1o
Kypcy. XapakTepHCTHKa 3aKOHOJATeIbHbIX, HOPMAaTHUBHbIX U
METOAMYECKHUX JJOKYMEHTOB, HATMOHABHBIX U MEXITYHAPOIHBIX
CTaHJApTOB IO U3y4yaeMoi npobiemaruke. MecTo Kypca cpeau
JIPYTUX TACIHIUIAH. B3anMOCBsI3b Kypca ¢ JUCIUTLTHHAMHI
«JlokymenToBenenue», « OCHOBBI M TEXHOJIOTUS
JOKYMEHTAIIMOHHOTO 00ECTICUeHUSI YIIPABICHHUS» U JIP.
OCHOBHBIE MOHATHUS Kypca: MEXaHU3aLusl, aBTOMaTU3alusl U
nadopmarmsanust JOY u apxuBHOTO 1ea, HHPOPMaINOHHEIE
texHosnoruu (UT), uadopmanmonnsie cucrems! (MC),
KOPIIOpaTHBHBIE MHOOPMAIIMOHHBIE CHCTEMEI,
aBromatuzupoBaHHble cucteMbl JJOY (AC JIOY), anekTpoHHbIE
JOKYMEHTHI, SJIEKTPOHHBIN apXUB, apPXHUB AJIEKTPOHHBIX
JIOKYMEHTOB, aBTOMAaTU3UPOBAHHBIC apXUBHBIC TEXHOJIOTHH U JIP.
ComocTaBieHne MeXIyHAPOAHON U OTEIECTBEHHOH MPO(QMILHON
TEPMHHOJIOTUH. PONB Kypca B COBEpPIICHCTBOBAHUH OPTraHU3alUuH
paboThI ¢ JOKYMEHTaMH B YIIPABICHNH, CO3IaHUH ONITUMAJIBHBIX
YCIIOBHI pabOTHI CIYKO JOKYMEHTAIIMOHHOTO 00eCIIeYeHHS
yIpaBiIeHHs U apXuBa. 3HaYeHnEe HHPOPMATU3ALIH APXUBHOTO
JieTla Ha COBpeMeHHOM 3Tare. OCHOBHBIE HH(POPMaIMOHHEIE
TexHoJoruu, npuMensiembie B IOY u apxuBHOM €.
WudopmarrioHHBIe CBOWCTBA TOKYMEHTOB. 3aKOHOMEPHOCTH
pocTa 1 cTapeHus! JOKYMEHTHON HH(pOpMaLnH.
ABTOMaTH3UPOBaHHBIC HHPOPMAMOHHO-TIOUCKOBBIC CHCTEMBI H
nx knaccudukanus. OTpacieBas cuCTeMa HAy9HO-TEXHUYECKON
nH(pOopMaUK B 00IaCTH TOKYMEHTOBEICHHS U apXUBHOTO JeTa.

Paznen 2. Ucropus
MeXaHU3aIHU ’
aBTOMaTHU3allUU
apXUBHOTO JieNia B
Halei cTpaHe u 3a
pyoexom

Ortarnbl aBTOMaTU3alluU apXUBHOTO Jiena B KoHIe XIX — KoHIle
XX BB.: pa3BUTHE TEXHUIECKOTO 00ECIIEYCHNS], HOCUTEIEH
nH(pOpMaLUH, TPOrPaMMHOTO H JIMTHTBHCTHYECKOTO 00CCIICUCHHS.
[epBble HEHTPHI XpaHEHUSI MAITHHOYUTAEMBIX JOKYMEHTOB:
APXUBBI OTPACIICBBIX BBIUMCIIUTEIBHBIX IEHTPOB U IIABHBIX
BbIUMCIUTENbHBIX IeHTpoB (I'BL]). BiausiHue aBTomaTtnzanuu B
opraHax Hay4yHo-TexHH4Yeckoi mHpopmanuu (HTU) Ha apxuBHOE
neno. Y4eTHble 1 HHPOPMAIOHHO-TIONCKOBBIE
ABTOMATHU3MPOBAHHBIE CUCTEMBI B apxXHBax. [[akeThl MPUKIIaIHbBIX
IIpOrpaMM JAJIsl apXUBHOTO Jiena. THPOpMamoHHO-TIOMCKOBBIE
Te3aypycsl. MexapxuBHbie aBTomatuzupoBannbie UIIC.
ABTOMAaTH3MPOBAHHAS CUCTEMA HAyYHO-TEXHUIECKOH
nadopmanmn (ACHTU) na ocHoBe LlenTpansHOTO

¢dongosoro katanora (LI®K) rocynapcTBeHHOTO apXUBHOTO
¢dorga CCCP. ApxuBOBeICHHE MAITUHOYUTACMBIX JOKYMECHTOB
(MYJI). Buenpenue nHPOPMAIMOHHOTO MOIX0/a B
apxuBoBenenue. Tpyasl B.H. Aprokpatosa, K.b. I'ennemana-
Bunorpanosa, K.W. Pynenscon, P.H. Epumenko u np.
[IpnMmeHeHne aBTOMAaTH3NPOBAHHBIX CHCTEM 00pabOTKI
n300paxkeHui AJ1s1 pecraBpaiuu 1okymeHToB (ACON3).




OnBIT aBTOMATH3ALMU apXUBHOTO fieia 3a pyoexoM B 1940-
1970-e rr. O6cyxnerne npobirem HH(GOpMATH3ALNK APXUBHOTO
nena Ha koHrpeccax MCA, co3nanue Komurera no
aBromaTtu3armu MCA. MrpopmaTr3amnus B ctpanax CIIIA,
3anaanoit Esponsl, ctpanax COB. Cozganue AUIIC, Havano
MPUMEHEHUS] KOMITBIOTEPHBIX CETeH,

CO3JIaHUE apPXUBOB MAIIMHOYNTACMBIX JAHHBIX. APXHBOBEICHHE
MAaIIMHOYUTAEMBIX JOKYMEHTOB 3a pyoexom. Tpynst Jlx. Poynca,
Jx. Tecrona, Y. lonnapa, M. Keppoua.

3 Pazpmen 3.
HopmarusHO-nipaBoBast
6a3a uHbopMaTH3aUH
apXUBHOTO JIena.

PermamenTanus HHGOPMATH3AINH apXUBHOTO JIeJIa B POCCHHCKOM
3aKoHOJaTeNbCTBE. 3akoH PP «O6 uHpopmanumy,
nH()OPMAMOHHBIX TEXHOJOTHAX U 3aIUTe HHPopManum», «O0
apxuBHOM Jiene B Poccuiickoit denepanumy, 3aKOHbI CyOBEKTOB
(enepanuu U Apyrue HOPMATHBHBIC aKTHI. [IpoGIEMBI aBTOPCKOTO
IIpaBa ¥ JOCTyNa K 0a3aM AaHHBIX, 3aIIUTHl HHQOpMAILKY,
nH(popManoOHHON Oe30macHOCTH. PernamMeHTaIis BoIpocos
nHGOPMATU3ALMY apXUBHOTO /I€ja B TIOCTAaHOBJICHUSX
IpasurensctBa PO, cydbpexToB (henepanun, npukazax Pocapxusa
W IPYrUuX HOPMATHUBHBIX akTax. DenepaabHbIe U peTHOHAIBHBIC
ImporpaMMsl HH(pOpMaTH3auy apxuBoB. Koxmenmus
nHpopMaTH3anuy apXuBHOTO jena B PO, nporpamma
napopmatm3anun OexepanbHOro apXUBHOTO ar€HTCTBA M IO -
BEJIOMCTBEHHBIX eMy yupexxaeHuii Ha 2011-2020 rr.
HopmaTuBHO-MeTOAMUeCcKHe pa3paboTku PocapxuBa 1 apXUBHBIX
yupexaeHui. «[IpaBuia opraHu3annuy XpaHeHNs,
KOMIUIEKTOBAHMS, YUeTa U UCIOIb30BAHUS JOKYMEHTOB...)» B
rOCYZIapCTBEHHBIX, MYHHIUITAIIBHBIX apXUBaX, My3esX,
oubnunorekax, apxuBax PAH 00 uHpopmaTH3aimu apXuBHOTO
JieTIa ¥ XpaHSeHWH JJICKTPOHHBIX JOKyMeHTOB. KoHmemmus
rHpOpPMAaTU3AIMY apXUBHOTO Aena B Poccun;

oTpaciieBas IporpaMma HH(pOpMaTH3aI[MK apXUBHOTO ferna B Poc-
cun. @enepanpHast LeneBas nporpamma «JaekTpoHHas Poccus»
Ha 2002-2010 TT. (2002 T.) M apXuBHL [IepCIEKTUBHOE U TEKYIlIee
IUTAHUPOBaHUE Pa0bOTHI 110 MHpOopMaTu3anmu otpaciu. [Inaner
HUP. Ponp denepansHoro apxusHoro arenrcrsa 1 BHUMJIAL.
HenTp nHpOpMAITMOHHBIX TeXHOJOTHI PocapxuBa. [lesTensHOCTD
OKCTepTHOI KOMHUCCHH IO aBTOMAaTH3MPOBAaHHBIM apXHBHBIM
texHosorusM Pocapxusa. Cexuus 1IC Poccuiickoro o6mecta
HCTOPHKOB 1 apxXuBHUCTOB (POMA) «DneKkTpoHHbEIE JOKYMEHTHI U
apXMBBI: IPOOJIEMBI U pellieHUs». MexTyHapoJHbIe popMaThl 1
crangaptel onucaunus. Crangapt ISADC(G) (1994).

4 Pasznen 4.

OcCHOBHBIE O0BEKTHI U
TIPUHIIATIBI
aBTOMATHU3AIUU
ApPXUBHOTO JIeia.

OOBEKTHI, MPUHIHIIEL, TIEJH, 3a]a4H ¥ HallpaBJICHHS
rHGOPMATU3ALMY apXUBHOTO Jena. Bunsl nHGopMaMoHHBIX
TEXHOJIOTHH, TPUMEHSIEMBIX B apXHBHOM JIEIIe.

Opranuzanus nHGOPMATU3AIMU Ha YPOBHE apXUBa.
ITmarnpoBanue pabots! o BHenpeHuio AAT B apxuBax.
[IporpammMel nHPOPMATH3ALNHU OTICIBHBIX (heAepaIbHBIX,
HEHTPAIBHBIX PECIYOINKAHCKUX M TOCYIapCTBEHHBIX KPAeBHIX,
0071aCTHBIX, MYHULUTIAJILHBIX apXuBOB. CTPYKTYpHBIE
TIOJIpa3/IeNICHNs] apXHUBa, OTBEUAIONIHE 32 HH()OPMATH3AIHIO.
Oranel BHenpeHus AAT B apxuBe. Jransl BHeapeHus AAT B
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apxuBe. Bei6op nporpaMmHOro obecrnedeHus 1 pa3paboTyHKa.
CxitafpIBaHHE COBPEMEHHOTO PBIHKA IIPOTPAMMHOTO 00ECICUCHUS
B 00J1aCTH apXHBHOTO jeia. L{eHTpsl pa3paboTunky nporpamMm
JULL ApXUBHOI OTPACIIU: ApXUBBI, CHCTEMHBIE HHTEIPATOPBIL,
Hay4HbIe yupexaeHus U By3bl. IlocTaHOBKaA 3a1auu U
TeXHUIECKoe 3a1anue. JJoroBop ¢ pa3paboTanKoM. Y CTaHOBKA

W ajanTanus nporpaMmsl. [IpobiieMa KOHBEPTUPOBAHHMS TaHHBIX B
HOBBIE BepcuH nporpaMmsl. O0ydeHHe nepcoHana.

Pazgen 5. ba3bl qaHHBIX
B apXHUBHOM JIeTIe.

CucteMsl ynpasieHus: 0a3aMy JaHHBIX, IPUMEHSEMbIE B apXUB-
HOM Jiefie. PensimonHas u nepapxudeckasi CTpyKTypa 0a3sl
nansbIx.[locTpoeHre nHpoIOrMyecKoit MOAEIN 1
naranornieckoit Mmoaenu bJI. Beibop TuoB 00beKTOB, UX
aTpuOYTOB, UICHTU(PHUKATOPOB OOBEKTOB, OIIPEICICHNE THITOB
CBsI3el, BEIOOp MOJENH JaHHBIX, CTPYKTYPHUPOBAHUE TAHHBIX,
IIPOEKTUpOBaHKEe 0TYeTOB. IIpobnema co3aanust TUIIOBOTO
(o0mIeoTpacneBoro) MporpaMMHOTO 00eCTICIEeHUSL.
OyHKkunoHaNBHBINA TIOaX0 (pa3padborku BHUN-

JAJN) n uHTErpHpOBaHHBIN noaxox (pa3paborku Pocapxusa).
HuTerpupoBaHHas MOJIeb HHPOPMAITHOHHON CHCTEMBI apXUBa,
OCHOBAaHHO} Ha MHOIOYpOBHEBOM onucaHuu. CHUCTeMbI
yIpaBlicHHUs: 0a3aMHU TaHHBIX, TPUMEHICMbIC B apXUB-

HOM JIeTIe.

Paznen 6. IlpuknagHoe
MPOrpaMMHOE
obecrieueHue st
aBTOMATHU3UPOBAHHBIX
APXHMBHBIX TEXHOJIOTHUI

(AAT).

Buzpl v pa3HOBHIHOCTH aBTOMATH3UPOBAHHBIX
MHGOPMALMOHHBIX CUCTEM B apXUBHOM zene. [Ipuznaku
KIaccupuKanuyi HHOOPMAIIMOHHBIX CUCTEM: YPOBEHb WHTETPAIH
JAHHBIX B paMKax apXuBa, Ha3HaYEHUE CUCTEMBI (yueTHas,
MHPOPMALMOHHO-TIONCKOBAS, aIMUHICTPATHBHO-
ynpasiieHuecKas); GYHKIMHU CUCTEMBI (Y4eT, KOMIJIEKTOBaHHUE,
CIPaBOYHO-TIONCKOBBIE CPEJICTBA, MCIONB30BAHNE H JP.);
YPOBCHB OIHCAHMS JaHHBIX (MEKapXUBHbIC, MEX(OHIOBEIC,
BHYTpHU(OHIOBEIE); 00BEKT onrcaHus ((POH/, OMUCH, AEO,
JOKYMEHT); BUJ TPAULIMOHHOTO CIIPABOYHUKA (3JICKTPOHHAS
OTIHCH, KaTaJIOT | JIp.); BUJ aPXUBHOTO YUPEKICHHS
(vH(pOpPMaLMOHHEIE CHCTEMBI JUIS apXHBOB OpPTaHU3AIINH,
TOCYIAapCTBEHHBIX U MYHHLIUTIATIBHBIX apXHUBOB,

OpTaHOB YIIPaBJICHHS apXUBHBIM JIesIoM), popMma peanmmsanun ([TK
u JIBC, MHTepHeT, THpaXXUPOBAHIE HA HOCUTEIAX).
CoBpeMeHHBIC aBTOMaTH3UPOBAHHBIC APXUBHBIC TEXHOJIOTHU:
MIPOTPaMMBI JJIs1 aBTOMATH3AIMU yIeTa, KOMIICKTOBAHHUS,
9KCIIEPTH3HI ICHHOCTH, 00SCTICUCHUS] COXPAaHHOCTH,
WCTIONB30BaHMS JOKYMEHTOB, aBTOMAaTU3UPOBAHHBIE
HH(POPMAMOHHO-TIONCKOBEIE CHCTEMBI. VIHTeTpHpOBaHHEIE
MHOTO(yHKIMOHANBHBIE TporpamMMbl. MHopMaImoHHbIe
TIpoIIeCCH M (PYHKIIMH B CHCTEME «YYeT apxXUBHOTO (OoHIa»
(MucodT). O0meoTpacieBas cuCTeMa aBTOMaTU3UPOBAHHOTO
ydeTa TIOKyMeHTOB ApxuBHoro (hoHna P®. ITporpamMmsl
«ApxuBHBIN QoHIY, «DOHIOBBIN KaTaIOT». MeXapXuBHbBIE 0a3bl
JAaHHBIX (PeecTp YHUKAIBHBIX JOKYMEHTOB APXHBHOTO (hOHIA,
apromatuzupoBaHHbiil [IOK, «Apxusnas Poccukay u ip.).
Wudopmarmszanus apxuBoB oprann3anuii. OCHOBHBIE TIPOOIEMEBI
KOMITbIOTepH3aiuyu nHhopMauonHoro noucka. UIC
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JTOKyMeHTalbHbIe U (akTorpaduieckue. Knaccupuranms
nH(pOPMAIMOHHO-TIONCKOBBIX I3bIKOB. becTezaypycHsIit
nouck. Te3zaypychl u ux penaktupoBanue. Kiaccudukatopsr
JOKyMEHTHOH HH(OpMAIN — UX YHUGDHUKAI U
penaxtupoBanue. CtannapTusanus GopMaToB ONHCAHUS
JoxkymeHToB. EKJIY. DneKTpoHHbIE IyTE€BOIUTEH, OIIUCH,
karasory, ykazarenu. MexapxuBaeie AUTIC. bank naHHbIX
«Knura namstny», «ApxusHast Poccukay», ALITOK.
Ionmnotexkcrossie AUIIC. HTerpupoBaHHbIE IOUCKOBBIE
CHCTEMBI U MPOrpaMMHOE 00eCIIeUeHUE ISl UX peaTn3aliii.
Omeit 'maBapxuBa r. Mocksbl, AP®, Apxusa PAH,
peruoHanbHBIX apxuBoB. [Iporpammusiii kommeke «Kawncca-
ApXUB» U €ro BHeJpeHUe. MexyHapOoIHblE IPOEKThI
KOMITBIOTE€PU3AIUH aPXUBHBIX TEXHOJIOTUH — «APXHB
Komunrepna», «CBAI».

Pazgen 7.
WHTepHeT-TeXHOIOTUA
¥ UHGOpPMALIMOHHbIE
pecypcel,
HCIIONb3yEMEBIC B
apXUBHOM JielIe.

[IpuMeHeHne CeTeBBIX TEXHOJIOTHI B HH(POPMAIIMOHHOM
obecrieueHNH PabOTHI apXUBOB, CO3JaHUH MEKAPXUBHBIX
MHPOPMAIUOHHO-TIOUCKOBBIX CIIPABOYHHUKOB, YIIPABICHUH
oTpacibio. [ 100anbHbIe BEIYUCIUTENbEHBIE CETH U apPXHBBL.
IpobGiema co3maHms pecypcoB OTEUECTBEHHBIX apXUBHBIX
yupexaenuii B Iareprere. O0merocy1apcTBEHHbBIE ApXUBHBIC
opTaNBl — «ApPXUBB YKpanHbl»; « ApxuBbI benopyccnmn»;
«Apxusbl JIutby. Caiit PocapxuBa «Apxusbsl Poccum».
Meroamdeckue ykaszauus PocapxuBa 1o co3maHuio caifta
ApPXUBHOTO YUPEKACHUsI. XapaKkTepucTUKa HH(POPMALIMOHHBIX
PECYPCOB POCCHICKUX apXHUBOB B TNIOOATBHOMN CETH: CANThI
IpeacTaBuTeIbCcKue 1 HaydHble. [IpoGnemsl mybnukaunu HCA u
nokymeHToB B HTepHeTe. bubnmmorekn ccbutok. CalT « ApXUBBI
mupa» FOHECKO. Opranun3zanus 0cTyna K 3JIeKTPOHHBIM
pecypcam o okyMeHTax ApxuBHoro ¢oHma P®, pasmenieHHbIM
Ha noptaiie «ApxuBbl Poccum», B Tom uncie «lleHrpansHomy
(OHIOBOMY KaTaJoTy»; «PeecTpy YHUKAIBHBIX JTOKYMEHTOB.
Cosznanve «EquHON MHTETpallMOHHOH TIAT(OPMBI
MH()OPMAIMOHHBIX PECYPCOBY» POCCHHICKIX apXHBOB.

Paszgen 8. TexHomorust
XpaHeHI/Iﬂ 3J'[eKTpOHHI>IX
JOKYMEHTOB H 3aIl[HTa
nHbopManuy B
HHPOPMALMOHHBIX
CHCTEMAaX.

[Ipobnema coxpaHeHUsI ANEKTPOHHBIX TOKYMEHTOB Ha
coBpeMeHHOM 3Tane. [lonsatus «MY 1y, « IMH», «3nekTpoHHBII
nokymeHnT» (D/]) 1 X HOpMATHBHO 3aKpeTICHHbIE Ne(ODUHUATIIH.
Huckyccuu o npupoje 31. OcoOGeHHOCTH MAaITHHOYMTaeMbIX
JOKYMEHTOB Kak 00bEKTOB apXHBHOTO XpaHeHus. Bonpockr
IOPHINIECKOHN CHITBI M «I0Ka3aTeNIbCTBAY HAIC)KHOCTH HOCUTEIEH,
OTIEJICHHOCTU HH()OPMALIUU OT HOCUTENS], HEOTPAaHUIEHHOCTH
BOCTIPOW3BEICHUS OPUTHHAIIOB, BEICOKOH CE0ECTONMOCTH
XpaHEHUs; CTapeHHe TEXHUYECKOTO M MPOTPaMMHOTO
obecrieyeHuns; PopMaTHON HECOBMECTUMOCTH, OTTUCAHUS

u np. [IpaBoBoe peryaupoBanue 10puInuecKoil cuibl D/] B Hamei
CTpaHe U 3a pyoeoM. DICKTPOHHAs ITU(POBast MOAIMUCH.
TeXHOJI0TUM ONEepaTUBHOTO XPaHEHHS YJIEKTPOHHBIX TOKYMEHTOB
(3ammTa OT BHPYCOB, COOEB NIEKTPOIIMTAHNU, Pe3epPBHOE
KornupoBaHue u 1p.). [IpoGieMa 101roBpeMeHHOT0 XpaHeHHS
AJIEKTPOHHBIX IOKYMEHTOB H TOJIEPKAHUS HX ayTEHTHIHOCTH.
Oco0eHHOCTH KiacCU(UKAIIMY, YIeTa, OTIUCAHUS M DKCIICPTU3BI
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LEHHOCTH 2JIEKTPOHHBIX T0OKyMeHTOB. TpeboBaHus
nH(pOpMAINOHHON 06€30MaCHOCTH K aBTOMATH3HPOBAHHBIM
cucremaM B JIOY u apxuBHoM zesnie. OCHOBHbIE HaNpaBJICHUs U
MEpHI 110 3aMuTe HHGOPMAIUU 0T HECAHKI[HOHHPOBAHHOTO
nocrtyma. Co3llaHue EKTPOHHOTO (POH/IA MOTB30BAHMS.
Cosnanue LieHTpa XpaHeHHs SJIEKTPOHHBIX JOKYMEHTOB
POCCHICKHX apXHBOB.

4. O0pa3oBaTeJIbHbIE TE€XHOJIOTHH

Ne |HammenoBaHue Buabl yueOHBbIX
N Oo0pa3oBaTesIbHbIE TEXHOJIOT U
n/n |pa3aena 3aHATHIH
1 |2 3 4
1. |1.BBexnenue. Jlexmus 1. BBoanas Jjekums ¢ HCIOJIB30BAaHHUEM
BHJIEOMATEPUATIOB
CamocrositensHas  |KoHcynpTupOBaHue " IIPOBEPKa
pabota JIOMaIlHUX 3a/laHui TIOCPEICTBOM
3JIEKTPOHHOM MOYTHI
2. |Pazgen 2. Ucropus Jlexmus 2. Jlexuusa-Buszyanuzauus ¢ MIpUMEHEHUEM
MeXaHH3aIu U clana-poeKTopa.
aBTOMaTHU3alluu
apXUBHOro fena B Haureil |CamocTositensHast — ([ToAroTOBKa K KOHTPOIBHOI paboTe.
CTpaHE U 3a py6e)KOM pa60—[a
3. |Pasgen 3. Hopmarusuo- |JIekius 3. Jlekus-Bu3yanuzanus C HOpPUMEHEHHEM
npaBoBasi 0aza JlabopatopHast cIanA-poeKTopa.
uHbOpMaTH3ALUK pabota [IpoBepka BbINOHEHUS 3aJaHUS
ApXHUBHOr'O Jiena. [ToaroroBka Kk KOHTPOJILHOU padoTe.
CamocrosiTenpHas
paboTta
4. |Pasmen 4. Jlexnus 4. Jlexuusa-Buszyanuzanus ¢ NpUMEHEHUEM
OcHOBHbIE 0OBEKTBI U JlabopaTopHas CIal-IpOEeKTOpa.
TPUHIIAITBI pabota [IpoBepka BbIOTHEHUS 3aJaHUS
ABTOMATU3ALNN CamocrositensHas  |KoHcynpTupoBanue u TIpoBEpKa
apXHMBHOI'O Jena. pabota JIOMAIIHUX 3a/1aHui TIOCPEIICTBOM
3JIEKTPOHHOM MOYTHI.
5 |Pa3gen 5. ba3bl nannbix B |JIekius Jlekuuss ¢ pa3bopoM  KOHKPETHBIX
ApXHUBHOM JIeJIe. 5. CUTYyaluH.
JlabopatopHas BrlnosiHEHME NTPAaKTUYECKOTO 3aJaHMsl 110
paboTta aHamu3y TMpaBWwi pabOTBl apXWBOB U
CaMocTosiTeNIbHAS  |CTaHJapTOB.
pabora. KoncyneTupoBanue u TIpOBEpKa
JIOMAIIHUX 3a/1aHui TIOCPEICTBOM
SJIEKTPOHHOU MOYTEHI.
[ToaroroBka K KOHTPOJBHOW paboTe u
3aI0JTHEHUIO padoyeil TeTpaH.
6 |Pazmen 6. IlpukianHoe Jlexmus 6. Jlexuus-Bu3zyanuzauus ¢ HIpUMEHEHUEM
HpOrpaMMHOE JlabopatopHas CIaiA-IPOEKTOPA.
obecriedeHne Juist paboTta IIpoBepka BBHITIOHEHNS 3a1aHUS
ABTOMATU3MPOBAHHBIX KoHncynsTpoBaHue u MIpoBepKa
APXHMBHBIX TEXHOJIOTHi CamocTosiTenibHasl | TOMAIIHUX 3a/laHui TIOCPEICTBOM
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(AAT). pabota 3JIEKTPOHHOMU MOYTHI.

7 |Pasmen 7. Jlexmusa 7 Jlekmus-Bu3zyanuzauus C HOPUMEHEHHEM
HWurepner-rexnonoruu u  |JlaboparopHas ClaliA-IpoeKTopa.
MH(pOPMAIMOHHBIE pabota [IpoBepka BbINONIHEHUS 3aJaHUS
PeCypChl, UCIIONb3yEMBIE B KoncyneTupoBanue u NIpOBEpKa
apXUBHOM JIETIC. CamocTosiTeNbHas | JOMAIIHUX 3a/1aHui TIOCPEACTBOM

pabota JJIIEKTPOHHOM MOYTBHI.

8 |Pasgen 8. Texuonorus Jlekmusg 8. Jlexuus-Bu3yanuzanus ¢ IpUMEHEHHEM
XPaHEHUs NEKTPOHHBIX CIaliA-IpoeKTopa.
TOKYMEHTOB U 3aIlUTa JlabopartopHas ITpoBepka BBINIOJIIHEHNS 3a1aHUS
uH(bOpMAaNKK B pabota KoncyneTupoBanue u IIpOBEpKa
HH()OPMALUOHHBIX CaMocrodATenpHas | JOMAaIIHUX 3alaHui MOCPEICTBOM
CHCTEMaX. pabota DIIEKTPOHHOM TOYTHI

5. OueHka VIAHHPYEMBIX Pe3y/1bTaTOB 00y4YeHHs
5.1. Cucrema oLeHUBaHUS

®dopMa KOHTPOJIA

Makc. KOJIM4eCcTBO 0aJU10B

1-3),

4

- pabouas mempadsb cmyoeHma (membi

/[151 cmyO0enmog 3a0uHo2o omoeneHus I-

3a onny |Bcero
paéorty
Texymuii KOHTPOJIB:
- onpoc na nabopamoprom 3auamuu |5 b6anioe |30 bannos
- KOHmponvHas paboma (pepepam) 10 10 6annos

5 6annos |20 bannos

[IpomexyTouHas aTTecTarus
(umocosas konmponvuas paboma)

40 6annos

3auém

HToro 3a cemecTp (Qucyuniumy)

100 6annos

ITory4eHHBII COBOKYITHBIN Pe3ylIbTaT KOHBEPTHUPYETCS B TPATUIMOHHYIO [IKATY OLICHOK H B
IIKany oLeHOK EBpomeiickoii cucteMbl epeHoca u HakorieHus kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHY ¢ TaOIHICH:

100-6amnpHas Tpammponsas mKam IIIxana
IKaja ECTS
95-100 A

83 _0a OTJIMYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D

50 55 YIIOBJIETBOPUTEILHO E
2049 FX
0-19 HEYIOBJIETBOPHUTEIBHO HE 3a4TEHO E

5.2.Kpurepuu BbICTaBIEHHS OLIEHKH 10 AUCHUIINHE
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Baibl
/
Ixana
ECTS

Ouenka no
JUCIHILINHE

Kpurtepun oueHku pe3yJibTaTOB 00y4eHHUs 110
AUCHUILIHHE

100-83/
AB

«OTIIMIHOY/
«3aUTeHO (OTIINIHO)»/
«3a4TEHOY

BricTaBisieTcs: 00y4aronieMycst, €ciy OH IITyOOKO ¥ IPOYHO
YCBOUIJI TEOPETUYECKUN U IPAKTUYECKUI MaTepUall, MOKET
IIPOJICMOHCTPHPOBATH 3TO Ha 3aHATHAX U B XOJIC
IIPOMEKYTOYHOH aTTeCTalluu.

OOyuaromuiicss HCUEPIBIBAIONIE U JIOTHYSCKH CTPOWHO
n3naraeT yueOHbIi MaTepual, yMeeT YBI3bIBaTh TEOPHIO C
MIPAaKTHKOM, CIIPABIIIETCS C PEIICHUEM 3aad
po¢ecCHOHANBHON HAIPaBICHHOCTH BHICOKOTO YPOBHS
CJIOXHOCTH, NTPABIIIHO 0OOCHOBBIBACT IPHUHSTHIC PEIICHHS.
CB000IHO OpHEHTHPYETCS B y4eOHON 1 MpOo(ecCHOHATBHON
JTeparype.

OrieHKa M0 TUCIUIUIMHE BBICTABIISIOTCS 00YJaIOIeMycCs C
Y4ETOM PE3YNHTATOB TEKYIIEH U MPOMEKYTOTHOU
aTTeCTaIUH.

Komnerenmuu, 3akperi€Hable 3a TUCUUTIITHHOM,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOpOoI0Y/
«3a4TEHO (XOPOIIO)»/
«3aYTEHO»

BricTaBisteTcs 00ydaromeMycs, eCiIi OH 3HaeT
TEOPETHYECKHUI 1 MPAKTUUECKUI MaTepuan, rpaMOTHO U 110
CYIIECTBY U3JIaraeT €ro Ha 3aHATUAX U B XOJ€
MIPOMEKYTOYHOH aTTeCTaluy, He JOMYyCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OO0y4arIIUACs TPaBUIBHO MPUMEHSET TEOPETHUCCKUE
TI0JIOXKEHUS TIPU PELICHUH TPAKTHYECKUX 3a]1a4
po¢ecCuoHaNbHON HANIPAaBICHHOCTH Pa3HOTO YPOBHS
CIIOXHOCTH, BIIaJIeeT HEOOXOANMBIMH JUTS 3TOTO HaBBIKAMH H
pUEMaMH.

JlocTaTOYHO XOPOIIO OPHEHTHPYETCS B yIeOHOI 1
podeccuoHaNnbHON JIuTeparype.

OreHka Mo TUCIUIUIMHE BBICTABIISIOTCS 00YJaIOMIeMyCs C
Y4ETOM PE3YNHTATOB TEKYLIEH U IPOMEKYTOUHOMU
aTTeCTalUH.

Komnerenuuny, 3akpeni€HHble 3a TUCUUIUINHOM,
c(hOpMHPOBAHBI HA YPOBHE — «XOPOIIHII).

67-50/
D,E

«YIOBJIETBOPH-
TEIBHOY/
«3aUTEHO
(ynoBneTBOpH-
TEJIBHO )»/
«3aYTCHO»

BricTaBisteTcs oOydaromemMycs, eclii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUI U IPAKTHUECKUIl MaTepua,
JIOIYCKAeT OTAEIbHBIC ONTHOKY IIPH €T0 U3JI0KCHUH Ha
3aHATUAX U B XOJ€ TIPOMEXKYTOUHOI! aTTecTaluy.
OOyuatomuiicss HCIIBITEIBACT OIIPEACIEHHBIE 3aTPY/THEHHS B
MIPUMEHEHUH TEOPETUUECKUX MONOKEHU NP peleHnn
MPaKTHIECKUX 3aa4 MPOo(GeCCHOHAIFHON HAIPABICHHOCTH
CTaHJapTHOTO YPOBHS CI0KHOCTH, BlaJeeT HEOOX0IUMBIMU
JUISL 9TOTO 0Aa30BBIMU HABBIKAMH M IPHEMAMU.
JleMOHCTpUpYyeT JOCTaTOUHbI ypOBEHb 3HaHHS y4eOHON
JUTEPaTypHI 110 AUCIUTLINHE.

OneHKa N0 JUCIUIUINHE BBICTABIISIOTCS 00YYaIOIEMYCs C
y4€TOM pe3yabTaTOB TEKYILEH U IPOMEKYTOUHOMN
aTTeCcTaluH.
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Bannbr | Onenka no Kpurtepun oueHku pe3yJibTaTOB 00y4eHHUs 110
/ AUCHMILINHE AUCHUILIHHE

MIkana
ECTS

KomneTeHunu, 3aKperiéHHble 3a IUCIUTUINHOM,
c(OpMHUPOBAHBI HA YPOBHE — «IOCTATOYHBIN).

49-0/ «HEYHOBIETBOPHUTENb | BrIcTaBmseTCA 0OyUaromeMycs, eciay OH He 3HaeT Ha 0a30BOM
F,FX HO»/ YPOBHE TEOPETUUECKHI U MIPAKTHYCCKUI MaTepual,
HE 3a4TCHO JIOIyCKaeT TpyOble OMMOKHU MPH €T0 M3I0KEHUH Ha 3aHATUSIX

1 B XOJIe TPOMEXKYTOYHON aTTEeCTAIIH.

OOyuaromuiicst UCTIBITBIBACT CEPhE3HBIE 3aTPYIHEHUS B
MIPUMEHEHUH TEOPETUICCKUX TIOJI0KESHUH TIPU PEIICHUH
MIPAKTUYECKUX 33724 MPOoecCHOHANEHON HAIIPAaBICHHOCTH
CTaHIapTHOTO YPOBHS CI0XHOCTH, HE BIaJIeeT
HEOOXOIUMBIMH JJISl 5TOTO HABBIKAMH M MTPUEMAMH.
JleMoHCcTpHpYeT (hparMeHTapHbIC 3HAHUS YU4eOHOM
JIUTEPATypHl M0 TUCLUIUINHE.

OmeHKa 10 TUCIUIUINHE BEICTABIAIOTCS 00y4JaromeMycs ¢
Y4ETOM PE3YNHTATOB TEKYIIEH U MPOMEKYTOUHOMU
aTTeCTaLluu.

KomnereHum Ha ypoBHE «IOCTaTOUHBINY, 3aKPETUIEHHBIE 32
JWCIMILUIMHOM, He c(hOPMUPOBAHHI.

5.3. Ouenounble cpeacTBa (MaTepHabl) IS TEKYILETO KOHTPOJISI yCIIeBaeMOCTH,
MPOMEKYTOYHOH aTTeCTaNU OO0YUJAIOIINXCS 110 TUCIIUTUIAHE

Ilpumepnuie mecmul 01: O1UY-KOHMPOIALHOU PAOONLbL.
Bapuanm 1.
1. ObmeoTpacieBoe MporpaMMHOE 0OECTICUCHNE apXUBOB 3TO —
A. eMHBIC TIPaBHJIa CO3MaHMS HH(POPMAIIMOHHBIX PECYPCOB PETHOHA;
b. eanHbIe cTaHIAPTHI ONMCAHUS APXUBHBIX JIOKYMEHTOB;
B.ob6mepoccniickne kiraccuUKaTOpsl JOKyMEHTHOH HH(OpMaImy;
I mporpaMmbl WM KOMIUIGKCHI IIpOrpaMM, IpeJHa3HAueHHbIE JUId aBTOMAaTH3alUH
OIIpeIeICHHOW TEXHOJIOTHH B OTIPEIENICHHOI KaTerOpUH apXUBHBIX YUPEKICHHUH.

2. JlmarBUCTHYECKOE OOecTieueHre HH(POPMAIIMOHHO-TIONCKOBOH CUCTEMBI 3TO —

A. KOMIUTEKC MPUKIAJHBIX IIPOrPaMM;

b. cucrema ynpaBieHnus 6a3aMu JaHHBIX;

B. COBOKYITHOCTh HCKYCCTBEHHBIX HH()OPMAIIIOHHO-TIOMCKOBBIX SI3bIKOB M CPEIICTB IOKCKA,;

I COBOKYNHOCTh  NPOTPaMMHO-aIApPATHBIX CpPEJCTB BBOAA, OOpPaOOTKM W XpaHEHHUS
uH(bOpMAaIUH.

3. OCHOBHBIM IIPUHLIHUIIOM UH(DOPMATH3ALNK APXUBHOTO JIeJIa SBJISACTCS IPUHIIMI :
A. co3maHus pacupeeNIeHHBIX HH(OPMAIHOHHBIX PECYPCOB;
b.MonepHU3anMy NpUMEHsIeMbIX TEXHOJIOTHI U IPOrpaMMHOTO 00ecTIeueH s
B.BHEpEHNS HCKITIOUNTENEHO MEKAPXUBHBIX HH(OPMAIIMOHHO-TIONCKOBBIX CHCTEM;
I'. mpeeMCTBEHHOCTH TPaJULMOHHBIX U aBTOMATU3UPOBAHHBIX TEXHOJIOTUH MEXTy COOOH.
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4. Buenpenue nHPOPMAIMOHHBIX TEXHOJIOTHI B MacIiTabax apxXuBHON OTPACIH PEryIupyeTcs U
TUTAaHAPYETCS COTIIACHO

A. ®enepanbHOMY 3aKOHY 00 « ApXUBHOM jesie B POy;

b. apxuBHOMY 3aKOHOATEIBCTBY CYOBEKTOB (heieparny;

B.«OcHOBHBIM npaBuiiaM paboThl ApXMBOB OpraHU3AIUN,

I'. «[Iporpamme uHpopMaTu3anmu deneparbHOr0 aApXUBHOTO areHTCTBAY,

5. OCHOBHI BHEZPEHHUS aBTOMATH3HPOBAHHOTO YUeTa U CIIPaBOYHO-TIOMCKOBEIX cpenctB (AUIIC)
B MYHUIIMIAJIBHBIX aPXUBaX 3aKpETIeHbI

A. B 3akoHe «O0 apXuBHOM zeie B POy;

b. apxuBHOM 3aKOHO/ATENBCTBE CYOBEKTOB (heaepaluy;

B. «OcHOBHBIMH ITpaBMIIaMH pabOTHI APXHBOB OPTaHHU3AIHI;

I «IpaBumamMu oOpraHM3alMud XpaHEHMs, KOMIUIEKTOBAHHUS, YydeTa M HCIOJIb30BaHHs
JokyMeHTOB AD P® u npyrux apxuBHBIX JOKYMEHTOB B FOCYAapCTBEHHBIX U MYHHLUIIAIbHBIX
apXuBax».

6. Enunas aBTOMaTU3HpPOBaHHAs OTpaclieBas CUCTEMa BHEJPEHA B apXUBHOM JieJie B 001acTu
A. KOMIUIEKTOBaHUsI apXUBOB;

b. sxcnepTussl LEHHOCTH JOKYMEHTOB;

B. ydyera noxymMeHTOB;

I'. ncnonp30BaHMs TOKYMEHTOB.

7. Bueapenue o0uieoTpaciaeBbIX IporpaMM B apXUBHOM JieJie CIOCOOCTBYET

A. MOJIepHM3AINH TEXHUIECKOTO 00ECIIeUeHUSI apXUBOB;

b. moBbimenuro 3G heKTHBHOCTH IITaHKPOBAHUS pabovdero BpeMeH! apXHBHUCTA,;

B. co3panuio yHUKaNBHBIX HH(OPMAIMOHHO-TIONCKOBEIX PECYPCOB;

I wuHTerpammu u  yHuGUKanMd (OPMATOB JAHHBIX U CO3MAHUI0  MEKAPXUBHBIX
WH(POPMAIIMOHHBIX CHCTEM.

8. C menpro co3gaHus CTpaxoBoro (oHAa U (GOHIA MONB30BAHUA B apXUBaX MPUMEHSIETCS
A. MyIbTUMEAUIHHBIE TEXHOJIOIUH;

B. mH(bOPMAIMOHHO-TTONCKOBBIE CHCTEMEI;

B. ceTeBble TEXHOJIOTUY;

I'. TexHOMOTHUST OLU(POBAHUSL.

9 . llenbto nHGOPMATU3AIUN APXUBHOTO Jiejia SIBJICTCS:

A. ObecriedeHre yIaJeHHOTO JOCTYTIA MTOJIb30BaTelIeH K HH(OPMAIMOHHBIM pPecypcaM apXuBOB,;
b. [ToBblmieHre TOYHOCTH U ONIEPATHUBHOCTH y4eTa JOKYMEHTOB;

B. Co3manme panmoHambHOW CHCTEMBI KOMIUICKTOBAHMS, XpaHEHHs M TOWCKAa WH(OPMAIN
ApxuBnoro ¢ponga P® ¢ moMoinpsto HHPOPMAIIMOHHBIX TEXHOJIOTHH;

I'. Bce BbimenepeyncieHHOE.

10. DeKTpOHHbIE TOKYMEHTHI BKIIIOYEHBI B COCTaB ApXuBHOTO (GoHga PO

A. Ha ocHoBanunu denepanbHoro 3akona «O0 snekTpoHHOH 1dpoBoit moamucu» Ne 1-O3 ot
10.01.2002

b. H a ocHoBanuu QenepanbHoro 3akoHa Poccuiickoit ®enepannu «O06 apXUBHOM Jelie B
Poccuiickoit denepanuun» Ne 125-D3 ot 22.10. 2004.

B. Ha ocHoBanum ¢enepaipHoro 3akoHa «O0 nHpopManuu, HHPOPMAIMOHHBIX TEXHOJIOTHAX U
3amuTe nHbpopMarmm» Ne 149- @3 ot 27.07.2006

I'. Ha ocHoBanuu ¢enepaibHoro 3akoHa «O0 00s3aTEIbHOM 3K3EMIUIIPE TOKYMEHTOBY» Ne 77-
@3 01 29.12.1994
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Bapuanm 2.

1. baza JaHHBIX C MTPUBCACHHBIM HUKC NICPCIYHECM rnoJieit B ApXMBC UCTIOJIB3YCTCA IJIS:

A. KoMIuiekToBaHuS.
b. Yuera nokymeHTOB.

B. IToucka TOKyMEHTOB U TOKYMEHTHON HH(OpMAIIHH.

I'. KOHTpOJIs1 HCIIOJIHEHYS 3aIIPOCOB.

Upxue \Hazeanue B/{ [ lons.

I'A Teepcxoii obnacmu «Pewenus u pacnopscenusPane yupesicoenus
(npumensiemcs IKanununckoeo  20podcko2olBud 0okymenma,
maxoice 6 apxusax Tiomenu ucosema n.0. 1980-91 22.» We doxymenma;
Tobonbcka o7 Hauanenaa oama;
Kamanozauzayuu ¢onoos [Koneunas oama,

UCHONIKOMO8 20PCO6eNt0s)
MHGOPMHUPOBAHUE TPAXKAAH O
CO3TaHHBIX AMH
MH(GOPMAIMOHHBIX pecypcax

Cooeporcanue;

eoepaghusi;

Ompacnv,

[Hazeanue yupesicoeHus, ¢ OmHOUEHUY,
KOMOPOo20 NPuHAM OOKyMeHm,

Doro No;

V[eno No;

Onuce N,

VIucm Ne.

1. K MexxapxuBHBIM 0a3aM JaHHBIX OTHOCATCS:
A. DNeKTpOHHBIH KaTanor «ApXUTEKTypa M rpanoctporenbctBo Mocksbl, Cank-IletepOypra u
npuroponosy» Ha caiite PI’A HT/J;
b. ba3za nanubix «OnBITHO-KOHCTPYKTOpCKas gjokymeHTtanus B PTA HT/I»;

B. CD-ROM “IO.A. I'arapun» u ero cereBas Bepcus Ha caiire PI’A HT/];
I". Dnexrponusiii myreBoautens no PI'A HT/I.

3. K MexapxuBHBIM 06a3aM JTaHHBIM OTHOCSITCS
A. ArHOTUpOBaHHBIH peectp onuceil PI'A BM®;

b. Onuce ¢donga Cubupckoro-renepai

ryoepuatopa B ['A  Owmckoii obnacty;

B. IIporpamma «Yuet apxusHoro poHma» B 'ocapxuse Boponesxkckoit oomact;
I'. PeecTp yHUKaIbHBIX JOKyMEHTOB ApXUBHOTO oHaa PD.

4. HHTCI‘pHpOBaHHBIe 0a3bl JAaHHBIX OTJIMYAarOTCA:

A. HaNTMYHEM ONMCAHUH JOKYMEHTOB PAa3HBIX (JOHIOB;

b. HanuyueM onmMcaHuil JOKYMEHTOB Pa3HBIX 3I10X;
B. HanmumeM pasHBIX ypoBHel ommcaHus ((POHT, OICH, AETI0 H D).
I'. HanM4YKeM ONUCAaHUi JOKYMEHTOB PAa3HBIX apXUB

5.Y4eTHble 0a3bl JaHHBIX MpeIHA3HAUYEHBI IS
A. ocyIIecTBIIEHHS CTATUCTUYECKUX ONEpaLuil.
b. opranuzanum s5KCepTU3bl LEHHOCTH;

B. onpenenenus CpOKOB XpaHEHHs JOKYMEHTOB;
I'. moncka noOKyMEeHTHOH MH(OPMaIuy;

6. K agMHHUCTpAaTHBHO-YIIPaBICHYCCKIM 0a3aM JaHHBIX OTHOCSTCS:
A. B]] 1o yueTy 1OKyMEHTOB B apXUBE;

b. Bﬂ; O Y4C€TY UCIIOJIb30BaHUSA JOKYMCHTOB B apXHBE;

B. B]] «Karanor pemieHuit ropucnoikoMa B TOPOJCKOM apXUBE;
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T". B/l no BeneHuto NIaHOBO-OTYETHON JOKYMEHTAIMU B apXUBax

7. K uH(OpMalmoOHHO-TIOUCKOBBIM 0a3aM JTAHHBIX OTHOCSTCS

A. B]] 1o yueTy 1OKyMEHTOB B apXUBE;

b. B/l no yuety ucnosnb3oBaHHs JOKYMEHTOB B apXUBE;

B. B/] «Karanor perieHuii ropucnoikomMa)» B TOPOJICKOM apXHBE;
I". B/l o BeeHHUIO MIaHOBO-OTYETHOM JOKYMEHTAIIMU B apXUBaX

8. baza TaHHBIX €O CIEAYIOMIKUMHU MOJISIMU SIBIISAETCS:
A. YaerHoii

B. UnTerpupoBaHHOiA.

B. AnMHHUCTPaTUBHO-YNIPABICHYECKOM.

I'. [lomHOTEKCTOBOM.

Upxue \Hazeanue bazvillons
Oannvix
[[AO/IM «Obwecmeenno- 1. Haumenosanue opeanuzayuu,
nonumuueckue napmuy| 2. Hanpaenenue oessmenrvHocmu napmuu;
U O8UIICEHUSLY 3. Buo doxymenma;
4. 3aconosox dokymenma;
5. Hama doxymenma;
6. Ilonnoma mexcma;
7. Cnocob 6ocnpoussedenusi;
8. Iloonunnocms,
9. Bpemsa nocmynienus 6 apxus;
10. ITouckosvie dannvie,
11. Texcmul ycmagos u npocpamm napmuil.

9. baza maHHBIX CO CIEAYIOIIMMU TOJISIMH SIBJISETCS:
A. YueTHol

b.ITouckoBoi.

B. AnMuHHMCTpaTUBHO-YIIPaBIEHUYECKOMU.

I'. IToTHOTEKCTOBOIA.

Upxus \Hazeanue B/ Tlona

[XUJIK (P BA) \bJ] no eoennonnennvim|l. @amunus
epaccoanam Iepmanuu,|2. Hus
Tnonuu. Aecmpuu,|3. Hwms omya;
\Umanuu, 4. Jlama poowcoenus
UTroxcembypea, 5. Mecmo pooicoenus;
\Benepuu, THonvwu|6. Mecmo scumenvcmea;
nepuooa emopoul| 1. Bepoucnogedanue;
muposoit  eoiinbl  (no|8. Cemetinoe nonodicenue,
onoy I'VIIBH). 9. Ilpogeccus;

10. Bounckoe 36anue;

11. Bounckas wacmo;

12. Mecmo nnenenus;

13. Mecmo cooeparcanus (nazepy),
14. Mecmo 3axopoHenus.

10. ba3a gaHHBIX CO CIIEIYIOUIUMHU MIOJISIMU SIBJISIETCSL:
A. DJIEKTPOHHOH OIUCHIO
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B. DnexTpoHHBIM KaTaIoroMm.
B. DnekTpoHHBIM yKa3aTeneM.
I'. DneKTpOHHBIM MTyTEeBOAUTEIEM.

Apxue Hazseanue 6azvl Oannvix  |[lons Omuemvi
\l"ocyoapcme B/l «Mempuueckue krueun|l.Ye30. [ lepeuenw Mempuueckux,
eHHbll -c 1720 no 1916 2. 2.Hacenennoiii nynkm. KHU2 no oame,
apxue 3.1lepkoeb, npuxoo, cobop. MecmonioNceHuro  npuxood,
Cseponosck 4.T'00 3anucu. yeprau.
ol obnacmul 5.Ne ghonoa.
(TACO) 6.No onucu.

7.Ne oena

8.Ne qucma.

Ilpumepnuie onpocwl 013 KONI0KEUYMa
1) Kak W3MEHWINCh OCHOBHBIC LICJIM W HAMpPAaBICHHS HHPOPMATH3AIMU ApXUBHOTO Jejia Ha
COBPEMEHHOM JTare 1o cpaBHeHUIO ¢ 1990-mu ronamu (Ha OCHOBE OTpAClEBBIX MPOTPaMM M
TUIaHOB)?
2) B uem mnpeumyiiecTBa 00LICOTPACIEBOTO IPOrPAMMHOIO O0ECIICUEHHUS] U KaKHE Pe3yJIbTaThl
JIOCTUTHYTHI B €r0 pa3pabOTKe ¥ BHEAPEHUH B apXHUBHBIX YUpexaeHusx Poccun?
3) PackpoiiTe Ha MpUMepax OCHOBHbIE NPHHIMITBI HH(POPMaTH3ALUK apXUBHOTO Jena B POD.
4)Korma MalIdHOYMTAeMbIE JOKYMEHTBI ObUIM  O(QHIMAIBHO BKIIOYCHBI B  COCTaB
TOCyJapCTBEHHOTO ApXHUBHOTO ¢dbonma
ctpanbl? Kakue mpoOieMbl apXWBOBEIEHHS MALIMHOYUTAEMBIX JOKYMEHTOB OOCYXXAaIUCh
yueHsIMH B 1960-80-¢ ros1?
5)Haiite OIpEIEIICHUE JIOKyMEHTa Ha MAaIIiHHOM HOCHTEIIE. Ka-
KH€ CIIOpBI BEAYTCS YUE€HbIE BOKPYT 3TOr0 ONpeAeaeHus?
6)B ueM crienudrka MaTMHOYNTAEMBIX JOKYMEHTOB KaK 00bEKTOB apXHBHOTO XpaHECHUS?
7)Kakue CymiecTBYIOT KOHIEMIIMU MOCTOSHHOTO XPAHEHHUs MAIIMHOYUTAEMBIX TOKYMEHTOB B
3apy0exHOM apxuBoBeAeHHH? KakoBHI coCTaB JOKYMEHTOB M (DYHKLHH apXHUBOB 3JIEKTPOHHBIX
JIOKYMEHTOB 3a pyOeskoM (TIpUBEIUTE PUMEPBI TAKHX XPAHIITHII)?
8)KakoBbl crienupuyeckie (TEXHOJIOTUYCCKUE) KPUTEPUN DKCIEPTU3bI IICHHOCTH AJICKTPOHHBIX
JIOKyMEHTOB?

Temamuka umozoesix RUCbMEHHBIX PAOOM

1. Tematuueckne AUTIC B apxuBHOM nerne B 1970-80-e roxsr.

2. Tematnueckue AUTIC B apxuBHOM neiie B 1990-e — 2000-¢ rosr.

3. Co3pmanne THUMOBOTO (OOIIEOTPACIEBOr0) MPOTPAMMHOTO obecredeHus B apxuBax B 1990-e-
2000 romgsl.

4. IleHTpanu3oBaHHAs CHCTEMa AaBTOMAaTH3MPOBAHHOTO ydeTa JIOKYMEHTOB ApPXHBHOTO (oHIa
PO.

5. IIpaBoBoe perymupoBanue uHpopMmatusauu apxusHoro geia B 1990-e — 2010-e roapl.

6. OCHOBHBIC HaNpaBJICHUS M WUTOTH MHGOPMATH3aIMU apXuBHOTro nerna B 1990-e — 2000-e
TOJIBL.

7. OCHOBHbBIC HANpPAaBJICHHUs PA3BUTHSA MHTEPHET-TEXHOJIOTHI B apxuBHOM nene 1990-2000-x rr.
1 HH(GOPMALOHHBIE PECYPChI ApXUBHBIX YupexaeHui B HTepHere.

8. ApXMBBI MalIMHOYMTAEMbIX JAHHBIX MHpA: HCTOpPHs, COCTaB, cHelU(pHKa XPaHSIINUXCS
JIOKYMEHTOB.

9. IlepcrieKTUBHBIC HANPABICHHUS Pa3BUTH HH)OPMATH3AMH APXUBHOTO [Ie71a HA COBPEMEHHOM
JTare.

(CM. Taxxe METOUYECKHE PEKOMEH MU TI0 TTOATOTOBKE MMCbMEHHBIX padoT).

6. YueOHO-MeTOIMYecKOe H MH(pOpMAIIMOHHOE 00ecTiedeHue TUCIIUTIIHHBI
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6.1. CnucoOK HCTOYHHKOB H JIUTEPATYPbI
HUcTounnku
OcHoBHBIE

®enepanbHblii 3ak0H OT 22 okTs0ps 2004 1. Ne 125-03 "OO apxuBHOM jeie B
Poccuiickoit ®enepanym” B pea. 11.02.2013 r.//CoOpanme 3akoHomatenbcTBa Poccuiickoit
Geneparuu. 2004. Ne 43, Cr. 4169. I'masa 6. Cr. 5.

INocranosnenue IlpaBurenscrBa Poccuiickoit denepauun ot 15 urons 2009r. Ne 477
«O06 yTBepXIeHUH NpaBWJI IEJIONPOM3BOACTBA B (eAepalbHbIX OpraHax HCIOJHUTEIBFHON
BitacTn» //Cobpanue 3akoHomaTenbeTBa Poccniickoit @eneparmm. 2009. Ne25. C1.3060.

[Tocranosnenue [IpaBurenscrBa Poccuiickoit denepanuu ot 7 centsaopst 2011 . Ne 751
«O BHeceHnH m3MeHeHNH B [IpaBuna memonpon3BoaCTBa B (heiepalbHEIX OpraHax
WCTIOJIHUTEIbHOM BacTi»// CobpaHue 3akoHOAaTeNbcTBa Poccuiickoit deneparmu, 12.09.2011,
Ne 37, c1.5263.

[Tpuka3z Munkomcpsizu Poccun ot 02.09.2011 Ne 221 «O06 yrBepxkieHUU TpeOOBaHUI K
MH()OPMAIMOHHEIM ~ CHCTEMaM 3JIEKTPOHHOTO JOKyMEHTO000OpoTa (emepaibHBIX OpraHOB
UCIIOJIHUTEIbHOM BJIACTH, YUYMTHIBAIOIIMX B TOM YHUCIE HEOOXOOUMOCTb 00paboTKU
MOCPEJCTBOM  JIAHHBIX CHCTEM CIIy)KeOHOW WHPOpPMAlH OTPAaHUYEHHOTO  JOCTYIa»
//Poccuiickas razeta. N 261.21.11.2011

I'OCT 52292-2004. VopasneHue opraHusanuedl. OIEKTPOHHBIA  pPErJIaMEHT
aJIMAHHCTPATHUBHOMN U Ci1y)xeOHO# nesitenpHocTH. OcHOBHBIE Mojoxenus. C 1 uronsa 2005 r. M.,
2005.

I'OCT P HCO 15489-1-2007 «CHUBUA. VYmupasneHue mokymeHTamMu. OO1ue
TpeboBanus». M.: Crangaptuadopm, 2007

T'OCT P 54471-2011/ISO/TR 15801:2009 «CucTeMbI 3JIEKTPOHHOTO JOKYMEHTOO0OPOTA.
VYmpasnenune  pokymeHTarmed. Mubopmarma, coxpaHsemas B JJICKTPOHHOM — BHIE.
PexoMeHmanmu 1mo 0OECICUSHHIO JOCTOBEPHOCTH WM HAJC)KHOCTH», YTBEPXKICHHBIA MPUKa30M
®DenepabHOrO areHTCTBA 10 TEXHUYECKOMY PEryIMpPOBaHUIO U MeTposoruu or 18.10.2011 Ne
466-cr.

IF'OCT P 54989-2012/ISO/TR  18492:2005 «ObecrneueHne AOITOBPEMEHHOM
COXPaHHOCTH DJICKTPOHHBIX IOKYMEHTOBY, YTBEPIKICHHBIH Ipruka3zoM DenepaabHOro areHTCTBa
10 TEXHUYECKOMY PEryJIMPOBaHUIO U MeTpoJoruu ot 17.09.2012 Ne 325-cr.

AHanmu3 TPOTpaMMHBIX  MPOJYKTOB, MpPEIHA3HAYCHHBIX UIS  HH(GOpMATHU3AIUH
BHYTPHAPXHUBHOH AEATENFHOCTH TOCYIAPCTBEHHBIX U MYHUIUNAIbHBIX APXUBOB: aHAIUT. 0030D
B 2-x T. T. .1: Aramus...; T. 2: CpaBHuTeNbHBIH aHamu3... TaObIHIEI CPaBHUTEIHLHOTO aHAIN3a /
pyk. mpoekra, oTB. ucnond. F0.JO. IOmamesa; orB. ucnons. H.A. Tkauenko; ucnonan. M.B.
Tapacosa, M.JI. Haropnas, /[.JI. Konosanos; BHUNIAJ.— M., 2015—T.1: 157 ¢; T. 2: 97 c. -
Jen. B OHTU mno pmokymeHTOBeneHHIO u apxuBHOMy nemy 02.03.2016, Ne 269
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-
archive.pdf

Enuubiit mopsaok 3amoiHeHus nosed EnuHoi apTroMaTH3MpOBaHHON MH(DOPMAIIHOHHOM
CHUCTEMBI, COCTOSINEH W3 TPOTPAMMHBIX KOMIIICKCOB «ApXWUBHBIH (oHI», «DOHIOBBIN
KaTaiory», «lleHTpaneHbrii GoHMOBEIH KaTanor»/OO00 «Amant». M., 2014./OnybnaukoBano Ha
caiite DenepanbHOi apxuBHOH ciryk6b1 http://archives.ru/documents/methodics.shtml

Konnermus nadopmarmsanm apxusHoro nena / Bectauk apxusncta.1996. N 1. C. 60-
82. http://portal.rusarchives.ru/informatization/conseption.shtml

ITporpamma MH()OPMATH3AIIH denepanbHOTO APXHUBHOTO areHTcTBa M
MOJIBEIOMCTBEHHBIX eMy yupexaeHuit Ha 2011-2020 rr. (YteepxkueHa [Ipukazom Pocapxusa No
104 or 2 pexabps 2011 r.) //OnybnmkoBaHo Ha calTe «ApxuBel Poccum», pasgen
«Mudopmaruszanus». Www.rusarchives.ru/informatization/conseption.shtml.

[Iporpamma wuHpOpMaTu3ammu  apxuBHOTO nena Poccum (1997-2000) // BectHuk
apxusucra. 1996. N 6. C. 55-65. http://portal.rusarchives.ru/informatization/programm.shtml
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http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://archives.ru/documents/methodics.shtml
http://portal.rusarchives.ru/informatization/conseption.shtml
http://www.rusarchives.ru/informatization/conseption.shtml
http://portal.rusarchives.ru/informatization/programm.shtml

IlpaBuna oOpraHu3allid XpPaHEHHs KOMIUICKTOBAHHS, YYeTa U  HCIIOJb30BAHUS
JokyMeHTOB AD P® u npyrux apXWBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX U MYHHIIUIAIbHBIX
apxuBax, My3esx, oubnuorekax, opranmzauusix PAH. M., 2007. TIIm. 2.9.-2.11, 3.1, 3.6, 5.6,
5.8,5.12,5.13,.5. 16, 5.17.

JlonoHuTEIbHBbIE

PIT 50-524-84 «TTopsmok XpaHeHUs TOKYMEHTOB Ha MAITMHHBIX HOCUTESIX». M,, 1985.

I'OCT 6.10.4-84. «YHuHQUIMpOBaHHEIE CHCTEMBI JOKyMeHTamwu. Ilpmmanme
IOPUINYECKON CHJIBI JOKYMEHTaM Ha MAalIMHHOM HOCHUTEJIEe W MAaIlMHOTpaMMe, CO37aBaeMbIM
CpelCTBAaMH BBIYMCIUTENLHON TEXHUKW». M,, 1985.

I'OCT 28388-89. «Cucrembl 00paboTku uHPOpManuu. J[OKYMEHTHI HAa MAarHUTHBIX
HOCHUTEIISIX TaHHBIX. [1OpsI0K BBIOTHEHUS U OOpaIICHIS»;

ApXUBOBEIUECKHE U  JOKyMEHTOBeAueckne (yHKUMOHANbHBIE TpeOoBaHHA K
WHPOPMAIMOHHBIM CHCTEMaM, 00EeCTIEYHBAIOIINM 3JIEKTPOHHBIN JOKYMEHTOOOOpOT B MpoIiecce
BHYTPCHHEH NEesATENFHOCTH (helepalIbHbIX OPTaHOB HCIOJHUTENbHON BiactH. Otdyer mo HUP.
M.:BHUNJA], 2013. //Omy0nmkoBaHO Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

MeTtoanveckre peKOMEHIAIUH 10 dJIEKTPOHHOMY KOITUPOBAHUIO aPXUBHBIX JOKYMEHTOB
U YOPAaBICHUIO IIONYyYCHHBIM HH(pOpManuoHHBIM MaccuBoM/ FO.FOmameBa. Pocapxus,
BHUUOAL, 2012. http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

Pexomenzanuy No KOMIUICKTOBAHHIO, YUYE€Ty M OpPraHU3allMU XPAaHEHUS SJIEKTPOHHBIX
apXMBHBIX TOKYMEHTOB B apxmBax opranmsammii. M.: BHUNJIAJ], 2013//OmybnukoBano Ha
caiite «Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml

PexomMeHmanuy 1Mo KOMIUIEKTOBAHHUIO, YY€Ty M OpPraHU3allMd XPaHEHHUS SJIEKTPOHHBIX
apXUBHBIX JOKYMEHTOB B TOCYIApPCTBEHHBIX W MYHHUIMNAIbHBIX apxuBax M.. BHUMJIAJI,
2013//OnybankoBaHo Ha caiire «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

CocraBneHne apXUBHBIX ONHCEH B AIEKTPOHHONH (opMe MW HX HHTETpanus B
MHPOPMAIMOHHYI0 HH(PACTPYKTYpPY TOCYAApPCTBEHHBIX M MYHHIUMAJIBHBIX apXWBOB. M.:
BHUMIAL, 2013//OmybnrkoBaHO Ha caiire «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml

CpaBHHUTENBHBIA aHANU3 (GopMaTOB (HalIOB INEKTPOHHBIX JOKYMEHTOB IOCTOSHHOTO

(monmroBpemennoro) xpanenus». Otder om HHUP. M.:PTTY, 2013 //Ony0nukoBaHO Ha caiTte
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml .
Anamutrdeckuii 0030p «/3ydeHue OmbITa TPEACTABICHHUS CHCTEMbI HAy4YHO-CIPABOYHOTO
anmnapara TOCYAApCTBEHHBbIX M MYHMLUINANbHBIX apxXxuBoB Poccuiickoil Penepanyu B ceTH
Wnrepuer». M: BHUUJAJL, 2014. //OnybaukoBaHo Ha caiite dDeaepalbHOTO apXUBHOTO
arenrctsa http://archives.ru/documents/methodics.shtml

W3ydeHne TUIUIOTHM ¥ DBOJIONMH HUCTOpUYeCHMX (OpM apXUBHOH  ydeTHOM
JOKYMEHTAIINM U BO3MOXXKHOCTH MX MPEICTaBIeHHs B 2JeKTpoHoit cpene. M: BHUMJIA/L, 2014.
//Omy6nrkoBaHO Ha caiite ®enepansHOTO ApXUBHOTO areHTCcTBa
http://archives.ru/documents/methodics.shtml

OyHKIMOHABHBIE TPeOOBaHHS K HH(OPMAIMOHHBIM CHCTEMaM apXHBOB 3JICKTPOHHBIX
IOKyMeHTOB opranu3auuii. M:Pocapxus, BHUWNJIAJ. 2014 //Ony0naukoBaHO Ha caiite
DdenepanpHOro apxuBHOTO areHrcTea http://archives.ru/documents/methodics.shtml

JlutepaTtypa
OcHoBHast

Adanaceesa JLII. S nay Ha 3aHATHS IO ABTOMATH3NPOBAHHBIM APXHBHBIM TEXHOJIOTHSIM.
VYyebHo-meroandeckuit Mmoaynbs. M.: PITY, 2005.
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Omna xe. DnexkrponHbiii HCA apXuBOB: HOBBIH 3Tan B pa3BuTuH // Jlen0onpoOU3BOJCTRO.
2013. Ne 1. C. 85-97; https://www.top-personal.ru/officeworkissue.html?266 Ne 2.
https://www.top-personal.ru/officeworkissue.html?290

Kucenes U.H. ApxuBHbIe HHPOPMAIMOHHBIE TEXHOJIOTHH Ha coBpeMeHHOM dTare / M. H.
Kucenes // OreuectBennsie apxusbl. — 2008. — Ne 4, — C. 24-31. baza nanubix East View.

Tuxono B.U. [IpuMeHeHHE TpaIUIMOHHBIX METOJOB B OJKCIEPTHU3E IIEHHOCTH
2MeKTPOHHBIX JoKyMeHTOB / B.U. Tuxonos // OteuectBennbie apxuBbl. — 2009, — Ne 3. — C.
37-47. baza mannsix East View.

OH xe. 3a1au apXUBHOTO XPaHEHUS JIEKTPOHHBIX JOKYMEHTOB: u3 onbita [[AJIOHM /
B.U. Tuxonos // OteuectBeHHsle apxuBsl. — 2010. — Ne 3. — C. 51-60. ba3a nannsix East
View.

JonoHuTEeIbHAS

Anncknaa E.B. HMHdopmanmoHHBIE TEXHOJNOTMH — OOECHEYECHHIO COXPaHHOCTH
nokymeHToB I AP®// OteuectBennsie apxusbl. 2013. Ne 1. C. 37-39. basza naunnbix East View.

Anronenko B.B. KommrexroBaHnme apXWBHBIX YUpexIeHHH AnTaiickoro kpas ¢oto-
JIOKYMEHTaMH B 3JIeKTpoHHOU opme // OTedecTBeHHbIe apxuBbl. — 2009. — Ne 6. — C. 46-48.
Baza nannsix East View.

I'ankuna E.B. CoBpemenHble HH(OOPMALOHHBIE TEXHOJIOTHH [UIsl ONTHMHU3ALUU PAaOOTHI
KOHTPOJBHO-KIMMAaTHYecKoi ciryx0b1 ['ocapxua Tymbckoit o6mact // OTedecTBEHHBIC
apxuBbl. —2013. — Ne 5. — C. 26-29. basa naunsix East View.

Iopsea T.M, «Ombir BHe#peHus nudpoBelx nHHOBaImi B PT'AJIM... oTkpsIBaeT

0O0JIbIIIMEe MHTETPAMOHHBIC TIEPCIIEKTUBEL. ..». // OTedecTBeHHbIe apXuBbl. — 2013, — Ne 3. —
C. 46-48. ba3a naunsix East View.
I'yzanoB E.JI. «Co3manne emuHOro HH(OPMAIMOHHOTO pecypca — HPHOPHUTETHOE

HampapieHue». O BHeIpeHHM WH(OPMALMOHHBIX TEXHOJIOTHIl B apXUBHBIX YYPEKICHHSIX
Spocnasckoit oonactr// OteuectBenHble apxuBbl. — 2009. — Ne 6. — C. 46-48. baza naHHBIX
East View.

Jpoxor C.B. Pexomenmammn MCA 1o paboTe C 3ICKTPOHHBIMH JOKYMEHTaMH IS

apxuBUcTOB opraHu3anuil // OrteuectBeHHble apxuBel. — 2010. — Ne 3. — C. 65-73. Baza
naHHbIX East View.
«3agaga CETOAHAIIHETO MAHS — KOMIBIOTEPH3AIM BCEX IPHUBBIYHBIX aPXHUBHBIX

npoueccoBy. Murepsrio C.B. Muponenko n O.H. Komnsuosoit k 90-neturo ['ocynapcTseHHOTO
apxuBa Poccuiickoii @enepainun // OrevuectBenHbie apxuBbl. — 2013, Ne 2. Baza manneix East
View.

Muponenko C.B. "[lamaTh: crapble 3aJ]aud HOBBIE TEXHOJIOTHUHU'": HHTEPBBIO JUPEKTOPA
I'AP® //3nanue-cuma. 2015. Ne 8. M., 2015;

Kuuuruna  C.C.  ABromMaTM3MpOBaHHas  WH(POPMAIMOHHO-TIOMCKOBAs  CUCTEMa
CBepIIOBCKO# 00J1aCTH M0 apXUBHBIM JOKyMeHTaM // OrtedecTBeHHBIC apXuBbL.— 2016.— No 6.—
C. 40-42. Ba3a naunbix East View.

Kypuep A.E. HWudopmanmonnas cucrema ydera ApxuBHoro ¢oHma P®: momxons!
peanmzanuu// Bectauk apxusucta. — 2014, — Ne 3. — C. 37-43. OnyOJuKOBaHO YaCTHYHO:
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-
podhody-k-realizacii.html

Jlepuenko JI.JI. OGecriedyeHne COXpPaHHOCTH HIIEKTPOHHBIX JOKYMEHTOB B HAIIMOHAILHOM
apxuBe CIIA // Bectuuk apxumBucta. — 2013, — Ne 4 — C. 212-223.
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-
nacionalnom-arhive-soedinennyh-shtatov-ameriki.html

JleonoB A.B., barypun IO.M. 3D- 10KyMEHT — HOBBI TUI Hay4yHO-TEXHHYECKOH
noxkymenranun// Tam sxe. C. 192-205. http://www.vestarchive.ru/2013-2/2608-3d-dokyment-
novyi-tip-naychno-tehnicheskoi-dokymentacii.html
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Kynpuna JI.P. Ilpumenenue wuH(GOpMANMOHHBIX TexHOIOTUH B Hapo-®oMuHCKOM
paiiorHOM apxuBe // OteuectBeHHbIe apXxuBBl. — 2007. — Ne 5. — C. 85-88. baza mannsix East
View.

HasapoBa M.B. DJIAP roToB BEHINONHATH caMble cloXxHBIE 3amaun / M.B. Ha3zaposa //
OreuectBennsie apxuBbl. — 2008. — Ne 4, — C. 138. baza mannbix East View.

Csio Llroxysil. YnpaBineHHe 3JIEKTPOHHBIMH JIOKyMeHTamMu B Kwutae: cocrosHue u
nepcnektuBsl // OteyectBeHnble apxuBbl. — 2010. — Ne 6. — C. 59-64. Ba3a mannbix East
View.

Tepexuna T.A. baza nannsix «I'eneanorus» B Mcropuyeckom apxuse OMckoii obnactu //
OrteuectBennsie apxuBbl. — 2010. — Ne 6. — C. 124-125. Ba3a naunsix East View.

Vnpsauukuii Kb,  Enunas  apxuBHO-MH(OpMAalnMOHHAas cpeia B KOHTEKCTE
nHopmaTm3amuu obmectsa // OtedectBenHsle apxuBbl. — 2009. — Ne 3. — C. 31-37. Baza
naHHbIX East View..

®ponosa E.B. Dnexrponnsrit apxus TroMeHCKo# o6macth // OTedeCTBEHHBIC apXUBBI. —
2009. — Ne 6. — C. 43-46. baza naunsix East View.

IMapamosa UM.JI. W3 omsita PIAHT/] mo pectaBpamum H300pa3sHTENBHBIX apXUBHBIX
MmatepuaioB // Bectnuk apxuBucra. — 2010, — Ne 4, — C. 55-63.
http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-
materialov-iz-opyta-rgantd.html

IOmamesa 10.10. NudopmaTuzanus apxusHoro nena B Poccuiickoit denepamnu (1991-
2015 rr.). Hayunsle uccnenoBaHusi B 00JIacTH NMPUMEHEHUS WH()OPMAIMOHHBIX TEXHOJOTHIA:
MOHOTpa(usl: PEeKOMEHAOBAHO K IeUaTH pemreHneM YdueHoro cosera BHUMJAJL / 1O0.IO.
IOmamena. M.; Bepnun: Hupexr-Menaua, 2016. 355 c.
http://www.hist.msu.ru/Science/Disser/Y umasheva.pdf

IOmamesa 10.10. IlentpanbHblii (GOHAOBBIA KaTajaor: WACOJOTHS CHCTEMBI U aHAIU3
pe3ysIbTaToOB MEepBOro roja (¢yHkunoHuposanus // Bectruk apxusucra. — 2013. — Ne 2 — C.
175-191.  OnybamkoBano  uactuuno:  http://www.vestarchive.ru/2013-2/2607-centralnyi-
fondovyi-katalog-ideologiia-sistemy-i-analiz-rezyltatov-pervogo-goda-fynkcionirovaniia.html

6.2. [lepeyeHnb pecypcoB uHGOPMATHOHHO-TEJIEKOMMYHUKAUOHHOI ceTH «AHTEpHETY,
HeO0XO0MMBIii 1711 0CBOEHH THCIUIIHHBI (MOXYJIsT)

Apxussl Poccun. [IToptan ®exnepansHoit apxuBHOII Ciryxk0Bl]; [ DNeKTpOHHEIH pecypc] —
OnektpoH, gan.— M., [2001].— Pexum moctynma: www.rusarchives.ru, cBOOOIHBIN. — 3ari. ¢
JKpaHa.

Bcepoccuiicknit Hay4HO-MCCIIEIOBATENBCKAI HHCTHTYT TOKYMEHTOBEICHUS M apXHBHOTO
nena (BHUMIOAN) [Dnextponnsiii pecype] / BHUNAAL — Dnextpon. gan— M., [2001].—
Pexxum moctymna: www.vniidad.ru, cBoO0HEIH. — 3ari. ¢ 3kpaHa.

EDOU.RU [Onektponsslii pecypc]: LleHTp KOMIETEHIIMM IO BOMIpOCaM IOKyMEH-
TAI[MOHHOTO OOECTICYCHHUST YIPABJICHUSI W apXHBHOTO Jena. — JJEeKTpoH. naH. — [M.], cop.
2013. — Pexxum goctyna: http://www.edou.ru/dou/. — 3ari. ¢ skpaHna.

Apxusbl benapycu [DnektpoHHbIil pecypc] — DnekrpoH. gaH. — M., [2006-2013].—
Pexxum moctyna: http://archives.gov.by/. cBoOoaHBIH. — 3ari. ¢ 3KkpaHa.

I'ocynapctBennslil apxuB Poccuiickoit denepanun [DIeKTpOHHBIN pecypc]: DIEKTPOH.

nan. — [b.m., 2012]. — Pexum poctyna: http:// www.statearchive.ru/index.html. — 3arn. ¢
JKpaHa.

Poccwuiickuii rocymapCTBEHHBIH apXWB HAayYHO-TEXHHYECKOH JIOKYMEHTALUU [DJeKT-
poHHBIN pecypc]. — OmektpoH. maH. — [b.m.], cop. 2002-2013. — Pexum noctyna:

http://rgantd.ru/. — 3aru. ¢ skpana.

7. MaTepuajbHO-TEXHHYECKOe 00ecTedeHre TUCHHILTHHbI
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B nporecce n3ydeHus AUCUUILTHHBI HCIOIB3YIOTCS KOMITBIOTEPHBIC KITACCHI C BHIXOJOM B
Hurepuer, [1K ¢ mpoekTOpoM JUist IEMOHCTPAIIMH MPE3CHTAINHN, SJIEKTPOHHBIC PECypCHI psiia
TOCyIapCTBEHHBIX apXUBOB, Onbanoreka PITY. /Ins moAroToBKY cTyAeHTaMu pedepaToB U
MPE3CHTANNI K HUM PEKOMEH]TYeTCsI UCTIOb30BaHHE

CIEIHATFHOTO MPOTPAMMHOI0 00ECIICUCHHUSL.
Cocras nporpammHoro odecnedenus (I1O)

Nom Haumenosanue I10 [IpousBoaurens Croco6
/m pacnpocTpaHeHus
(Jlub;@H3u0HHO€ uiu
6060010
PACnpoCmpansiemoe)
1 Adobe Master Collection CS4 Adobe JIMLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
4 AutoCAD 2010 Student Autodesk cBOOOIHO
pacnpoctpaHseMoe
5 Archicad 21 Rus Student Graphisoft CBOOOIHO
pacrpocTpaHseMoe
6 SPSS Statisctics 22 IBM JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIUIEH3UOHHOE
8 SPSS Statisctics 25 IBM JIMIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
10 | OC «Anst O6pazoBanue» 8 000 «bazanst CIIO | 1MLEH3MOHHOE
11 Microsoft Office 2013 Microsoft JIAIEH3HOHHOE
12 | Windows 10 Pro Microsoft JIAIEH3HOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMLEH3HOHHO®
14 | Microsoft Office 2016 Microsoft JIMIEH3UOHHOE
15 | Visual Studio 2019 Microsoft JIMLEH3UOHHOE
16 | Adobe Creative Cloud Adobe JIMLEH3HOHHOE
17 Zoom Zoom JIMIIEH3HOHHOE
Ilepeuens Bl u UCC
Nernt HaunmeHnoBanue
/m
1 | MexnyraponHsle pedepaTuBHEIE HaykoMeTprdeckue b/, mocTymHbIe B pamMKax
HaIMOHAILHON moamucku B 2021 r.
Web of Science
Scopus
2 | IIpodeccnoHanpHBIE MOTHOTEKCTOBEIE b/], MOCTYIHBIE B paMKax HAMOHAJIBHON
noamnucku B 2021 r.
Kypuansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
JKypunaner Taylor and Francis
3 | [IpodeccuonanbHbie MOTHOTEKCTOBBIE BJ
JSTOR
I/IS,E[aHI/I}I 110 06H.ICCTBCHHBIM nu FyMaHHTapHLIM HayKaM
DnekTpoHHas 6ubnmoreka Grebennikon.ru
4 KOMHB]OTCPHBIC cnpaBquHe HpaBOBLIe CUCTCMbI
Koncynpranr Ilnroc,
I'apanr
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8. ObecneyeHnue 00pa3oBaTEILHOIO NPOLECCa IS JIMIL C OTPAHUYCHHBIMU
BO3MOKHOCTSIMH 310POBbSI H HHBAJIH/IOB

B xoze peanuzanuy AUCHMIUIMHBI UCIIOJIB3YIOTCS CIEAYIOLINE JOIIOJHUTEIIbHBIE
METOABI 00YyUEeHHUS, TEKYILET0 KOHTPOJIS YCIIEBAEMOCTH M IPOMEKYTOUHOM aTTecTaluu
00yJaroIuXcs B 3aBUCUMOCTH OT MX HHAHBUIYAIbHBIX 0COOCHHOCTEH:

® IS CICTIBIX U CIa00BUISAIINX:

- JeKuuH OQOPMILIFOTCS B BHAE OJIEKTPOHHOTO JOKYMEHTA, IOCTYITHOTO C TOMOUIBIO
KOMITBIOTEPA CO CIICIMATM3UPOBAHHBIM MPOTPAMMHBIM 00CCIICUYCHUEM;

- THCHPMEHHBIC 3aJaHUSl BBIMOJHAIOTCS HAa KOMIBIOTEPE CO  CIEHHaTM3UPOBAHHBIM
MPOTPaMMHBIM 00ECTICUCHUEM, UITA MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrnieynBaeTCsl MHANBUAYAIBbHOE paBHOMEpHOE ocBelenre He Mmenee 300 Jiokc;

- JUIS BBHITMIOJIHCHHS 3aJaHdsl TPU HEOOXOIMMOCTH TPEIOCTABISACTCS YBEIHMYUBAOIICE
YCTPOHCTBO; BOZMOKHO TaK)KE MCIOJIb30BaHHE COOCTBEHHBIX YBEINUHMBAIOIINX YCTPOHCTB;

- MUChbMEHHBIC 3aJIaHusT 0QOPMIIIOTCS YBEITUUCHHBIM IIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOAATCS B YCTHOM (hOpMe MM BBHIMOIHSIOTCS B TMCbMEHHOM (hopMe Ha
KOMITBIOTEpE.

e JUIS IIIyXUX U c1a00CbILaIuX:

- JeKuuu O(OPMISIOTCS B BHUIE OJIEKTPOHHOTO JOKYMEHTa, JHOO TIPEIOCTaBISAETCS
3BYKOYCHJIMBAIOILAS allapaTypa MHAUBUAYAILHOTO TIOJIb30BaHHUS;

- MUCbMEHHBIE 3aJJaHHs BBIIOJHSAIOTCS HA KOMITHIOTEPE B MUCBMEHHOH (opme;

- 9K3aMeH M 3a4€T MNPOBOJATCS B MHCbMEHHOM (opMe Ha KOMIBIOTEPE; BO3MOXKHO
npoBeneHne B popMe TECTHPOBAHMUSL.

e JUISl JIUI] C HAPYIIEHUSIMU OIIOPHO-/IBUTATENLHOTO anmnapaTta:

- JeKuuu OQOPMILIIOTCS B BHAE OJIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C MOMOIIBIO
KOMITBIOTEPA CO CIICIHATM3UPOBAHHBIM MPOTPAMMHBIM 00ECIICUYCHUEM;

- TNHCHPMEHHBIC 3aJaHUSl BBINOJHAIOTCS HAa KOMIBIOTEPE CO  CIEHHaIM3UPOBAHHBIM
MPOTPaMMHBIM 00ECTICUCHUEM;

- 9K3aMeH M 3a4€T NPOBOAATCS B YCTHOW ()OPME WM BBIMOJIHAIOTCS B MUCBbMEHHOU (hopMe Ha
KOMITBIOTEpE.

[Tpu HEOOXOAUMOCTH MPENYCMATPUBAETCS YBEIMUECHUE BPEMEHU JUIS IOATOTOBKH OTBETA.

[Iporienypa  TpOBEACHUS  MPOMEXKYTOUHOW  arTecTallid IS OOyJarolIuxcs
yCTaHaBIUBAETCS C Y4ETOM HMX HHAMBUAYANbHBIX ICUXO(QU3UUECKUX OCOOEHHOCTEH.
ITpomexyTouHas aTTeCTaIUs MOKET MPOBOAUTHCS B HECKOJIBKO JTAIIOB.

[Ipu mpoBeneHUH NPOLEAYPHl OLIEHUBAHUS PE3YIbTaTOB OOyUEHHUS NPeLyCMaTPHUBACTCA
WCITIONIb30BAHNE TEXHUYECKUX CpPEACTB, HEOOXOMUMBIX B CBSI3M C WHIWBHIYaIbHBIMA
0COOEHHOCTSIMU 00yYarONIMXCsl. DTH CPEICTBA MOTYT OBITh MPENOCTABICHBI YHHBEPCUTETOM,
WM MOTYT UCTIOJIb30BATHCSI COOCTBEHHBIE TEXHIUECKUE CPEIICTBA.

[IpoBeneHre mpoLEAYpbl OLEHUBAHMUS  Pe3YAbTATOB  OOyueHHs JIOMyCKaeTcs C
WCTIONIb30BaHNEM AUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHI.

Ob6ecmneunBaeTcss JOCTYI K MHGOPMALMOHHBIM U OHONIHOTrpadUIecKUM pecypcaM B CETH
Wnteprer ans kaxgoro oOydaromerocs B (QopMax, aJaNTHPOBaHHBIX K OTPAHHYCHHUSIM HX
3/10pOBbS U BOCIIPUATUS HHYOPMALIMK:

® IS CICTIBIX ¥ CTa00BUJISANINX:

- B IICYaTHOM (hopMe yBETMUCHHBIM MIPH(TOM;
- B (hopMe IIIEKTPOHHOTO JJOKYMEHTA;

- B hopme aynuodaiina.

® Ui TUIYXUX M CIa0OCIBIIIAIINX:

- B TIEYaTHOH (opme;
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- B JopMe NEKTPOHHOTO JOKYMEHTA.

e 7171 00y4arolMXxcs C HapyIEHUSIMH ONOPHO-ABUTaTENbHOTO amnmapaTa:
- B TIEYaTHOH (opme;

- B (hopMe 3NIEKTPOHHOTO JOKYMEHTa,

- B hopme aynuodaiina.

VYueOHblE ayAUTOPUH AT BCEX BUIOB KOHTAKTHOH M caMOCTOATENBbHOM paboThl, HayuHas
6ubnmoTexa W WHBIC TOMEMICHHS U1 OOYyYeHHS OCHAIICHBI CHENHaIbHBIM OOOPYIOBAaHHEM U
y4eOHBIMU MECTaMH C TEXHUYECKIMHU CPEJCTBAMU O0ydeHHs:

® JUIA CIIETIBIX U CITA00BHISIINX:

- YCTPOHCTBOM JUIsl CKaHUpOBaHus U ureHus ¢ kamepoil SARA CE;

- nucruteeM Bpaitna PAC Mate 20;

- npuaTepoM Bpaiiing EmBraille ViewPlus;

® I TIIyXHX U CTa0OCIBIIIAIIIX:

- AaBTOMATH3HPOBAHHBIM pPa00YMM MECTOM JUIi JIOAEH ¢ HapymIeHHeM CIIyXa |
CJ1abOCTbIIIAIINX;

- aKyCTHYECKHH YCHINTEIb U KOJIOHKY;

e 171 00y4arolMXcs C HApYIICHUSIMH OIOPHO-ABUTATEIBbHOTO alapaTa:
- IepeIBIDKHBIMY, PeTryIHPYeMbIMHU dproHomMudeckumu napramu CH-1;
- KOMITBIOTEPHOH TEXHUKOW CO CHEIUAIBHBIM IIPOTPAMMHBIM 00ECIICYCHHEM.

9. MeToauuyeckue MaTepHaJbl
9.1. ITnans! 1TaOOPATOPHBIX PabOT U METOAMUYECKHE YKAa3aHHUS 10 UX
BBITIOJTHEHUIO

Tema 1. OcHOBHBIE OOBEKTHI aBTOMATH3AIWHU 0a3bl JAHHBIX B apXUBHOM Jiene. 12 9acos.
Cosznanue snekrporHoit apxuBHoit onucu B CYBJ] FoxPRO for Windows. 4 yaca.

Hens paboThl: W3ydeHHWE TNPUMEHEHHS TEXHOJOTMM 0a3 [aHHBIX TPH CO3AaHUH
ABTOMAaTH3UPOBAHHBIX MH)OPMALIMOHHO-IIOUCKOBBIX CUCTEM.

B pesynbrare paboThI CTYyJISHT TOJDKEH 3HATH:

- K1accH(HUKALUIO U OCHOBHI HOCTpoeHuUs apxuBHbIX AUTIC;

- IPEUMYINECTBA U HeAocTaTku peisiuuoHHbIX CYBJ mpu co3gaHuu apXUBHBIX
AUIIC;

- MPUHLUI PEEMCTBEHHOCTH TPATUIIMOHHBIX U aBTOMAaTU3UPOBAHHBIX APXHUBHBIX
CIPAaBOYHMKOB U €0 OCYIIECTBICHUE HAa IPAKTHKE.

B pesynbrare paboThl CTyJEHT AOJKEH YMETh:

- BBICTYIIUTh B POJIM NOCTAHOBIIMKA 3aJauyd M pa3paboTaTh TEXHUYECKOE 3a/laHHe
npu co3naaun AUTIC Ha 6a3e apXUBHOH OmHCH.

IMporpamMHOe obecticueHUE:

- CYB/ Fox Pro for Windows ot ot 2.6.

Paznarounsle MaTtepuasl:

- Omucs ¢GoHza.

- IIpakTueckoe 3ananue

Iepen Haganom pabOTHI BCIOMHHUTE:

- Yrto moHUMAIOT 10| 6a30i TaHHBIX?

- KaxoBa ctpykTypa 0a3 IaHHBIX M B 4eM OCOOCHHOCTH PEISIIMOHHOW MOIEIH
JTAaHHBIX?

- KaxkoBbl sTansl co3manns 0a3 JaHHBIX?

- KakoBs! pazHoBuaHOCTH apXxuBHbIX AUTIC?
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ABTOMaTH3UpPOBaHHBIC  MH()OPMAIIMOHHO-TIOUCKOBBIC  CIIPABOYHUKH B apXUBax
CO3MAIOTCS U YCOBEPIICHCTBOBAHMS HAYYHO-CIIPABOYHOTO amiapara, MHOTOACTIEKTHOTO
LEJICEBOTO MOMCKA PETPOCTIEKTUBHOM JOKYMEHTHON HH(POPMALIUH.

Cosganne AUIIC BxiaroyaeT B ce0sl HECKOJIBKO DTAITOB.

1. OO611as mocTaHOBKA 3a/1a4M, pacueT 3aTpaT Ha BHeApenue AUIIC,
pacdet sKoHOMIYecKoi 3 pexTnBHOCTH BHepeHus AUTIC.
2. Cosznanue unponornyeckoit monenu bJ[. Ha atom ararne Han

npoektoM AUTIC paboraer apxuBuct. Onpemensercs Te-

Ma Wik KomIuiekc gokyMeHToB, Tun AWIIC (MexdoHIOBas, MeKapXuUBHAs),
OTIPEAEIAIOTCA OOBEKTHI OMMCAHUS M X aTPHOYTHI, HA3HAYAFOTCS MHACHTH(HKATOPE 00BEKTOB
U OTIPEJEISIIOTCSI TUITBI CBA3eH MEXTy 00bEeKTaMu.

3. Co3pmanne naranmormdeckoit monenu b/l Ha 3ToM JTame apXMBHCT paboOTaeT
COBMECTHO C mporpamMmuctoM. IIpoucxomut BBIOOp MoOAenH (CTPYKTYphl [aHHBIX), B
COOTBETCTBHHU C HEH NPOBOJWUTCS CTPYKTypHPOBaHME NAHHBIX, HOPMAaJM3aIMs TaOJIHI], BEIOOp
kimoyeit, Beioop CYB/I.

4. Co3nmanne gusnaeckoit bJ[. Ha 3ToM 3Tame nmporpaMMHCT peann3yeT CpeiCTBaMH
KOHKPETHOH CHCTeMBI yIpaBleHus 6a3aMu

nanubix CYBJI mpoexkt AUIIC.

Wudopmarusa 8 BJ] tnma d_BASE, x kotopsmm otHOcuTct CYB/]

FoxPro, xpanutcst B OByMepHBIX TaOnuuax. Cronber TaOiaMIlbl Ha3bIBAaeTCS IOJIEM,
cTpoka — 3anuchio. Paifn-rabnuna nMeeT Mpou3BoibHOE (Jt000e) nMs 1 pacmupenue * DBF.

Coszaate ~.DBF-(aiin — 3Ha4uT ONpeaeTUTh Ha3BaHWE, TUN W JUIHUHY (B CHUMBOJAX)
Ka)XIIOTO CTOJIOIA TaOJIUIIBL.

Cospaiite daitel fond.DBF, opis.DBF, delo _1.DBF u delo_2.DBF.

3arpysure FoxPro.

Hailinute B MeHI0 yHKT «Dailii», MIETKHATE IO HEMY, HAUJUTE B

MOAMEHI0 MYHKT «C03/1aThy, MIETKHUTE 110 HEMY.

[MosiButcs nuanorosoe okHo «Cosnatey Ilenkuute mo «Tabmuia.

DBF.».

IMosiButCst MrianoroBoe okHO «CTpyKTypa Tabnuibl». BBeaure

VMMEeHa TI0JIeH, TUIIBI U Pa3MepEbI.

[IpaBuia, Mo KOTOPBHIM MOKHO JIaBaTh UMEHA TIOJISIM:

- TOJIBKO JIATHHCKHE OYKBBI;

- He Ooipiie 10 3HAKOB;

- HeIb3s UCIIONb30BaTh MPOOET;

- BMECTO Mpo0esIa MOXKHO HCIOIb30BaTh MmoquepkuBanue: delo n4;

- Helb3s HAYMHATBH UM TIOJIS ¢ HUGPBL, HO TH(PHI HCIIOIB30BATh MOKHO.

Hanpumep:

Nomer_fond («a» He MOMeCTHIIOCH, T. K. 3TO 11-i 3HaK).

Tuns! noneii:

Carascher — cuMBoJIbHOE, T.€. TEKCT (pasmep 1o 254 Gaiir).

Numeric — gwcio, MOHO 1po6s (0 10 GaidT).

Data — mara (8 6aiit: 00.00.00).

Logical — tpeGyromee orBera qa wiu Het (Bceraa 1 Gaiir: 0 mim 1).

Memo — npumeuanue. Pasmep He orpaHn4eH, HO TTOUCK 3a4acTYIO 3aTPYIHEH.
General — BcTaBka 00beKTa (KAPTHHKH, TEKCTA), CO3MaHHOTO

JIpYyroi IporpaMmon.

ITocne BBoza Beex moeii menkaute OK.

CoxpaHuTte TaOIuIy TI0J] COOTBETCTBYIOIINM HMEHEM.

IIporpamma mpeaIoKUT BBecTH 3anucy. Beenure 10 3amuceii B Ta-
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6muny: delo 1.DBF u delo_2.DBF. B octanbHble — 1O 0JJHOH 3amUCH.
Jis BBona mpumedanmii: { CTRL+PGDN}.

CoxpaHuTh naHHble ¥ 3aKkoHYUTh BBOJ: {CTRLAF4} nnu daiin —
3akpbITh. [laHHBIE COXPAHSITCS ABTOMATHICCKH.

2. 3arpy3ute cHayaia OJHy TaOJHILy.

BA3A JAHHBIX — [TPOCMOTP — OTKPBITh.

YkaxuTe TUCK, KaTajor U (aiisl Hy)KHON TaOIHIIbI.

3. 3arpy3uB Tabmuny delo_2.DBF, HaiinuTe B Hell Bce 3ammicH, B
KOTOPBIX YIOMHHAIOTCSI IPUKA3BI.

3AIMUCH-TIOUCK.

B oxkne «llouck» menknute «jii» — OTKpPOETCS OKHO «[l"eHepaTop\ BBIPAKCHUI». [npuneqauue [M1]:

CrneBa BBIOCpUTE TOJIE, ABAX/IBI IIEIKHUATE TI0 HEMY (BaM HYXKHO IOJI€ ¢ BHIaMU TOKYMEHTOB).
[TosBUTCST OKHO C KMeHeM TaOuuubl UM 1ojis. BBenure 3HaueHWe MO B KaBbIYKax:
«TpuKa3bD (Bce, YTO HE YHCIIO, BBOAUTCA B KaBblukax). [llemkaure «OK».

ITpunymaiite U BBINOIHUTE €1l HECKOJIBKO YCIOBHI MOKCKA IS BceX (aiiyioB.
4. PegaktupoBaHue TaOIUIIBL.

Jlo6GassbTe emie 3anuch B Tabiuiy delo_2.DBF.

Ortxpotite ee (1. 2). Berbepure pexum mpocMoTpa (TaOIMIHEIH

WJIH TIO 3aTTHCSIM).

Jo6aBsTe mycTyto cTpoky B kKoHIe Tabmuisi: {CTRLAN}.

Beeante nndopmarmro.

V3meHUTE TaHHBIE B YK€ TOTOBOM TIOJIE: IBAX/BI MIETKHUTE TI0

HEMY U BBEIUTE HOBBIE JJAHHBIE.

VY nanure nmocnenHroro 3anuck Tadbmumsl delo 2.DBF.

Haiinute o6peuennyto 3amuck. LIeNKHUTE MBIIIBIO IO TEMHO-

My NpSMOYTOJNBHHUKY CJIeBa OT COOTBETCTBYIOWIEH cTpoku Tabnumpsl. Haiimure B MeHIO

«bA3A JAHHBIX», menkauTe «Y 1amuTh»

(«YmaxoBatby), menkHute «JAx». [Ipyroit Bapuant — «3AITCby,
«YJAJIATH».

Jo6asbte B daiin fond. DBF mone «Opisi» 1151 BHECSHHS CBEACHUIA 0 KOJIMYECTBE OMHCEH

Kaxzaoro (GoHAa.

«OKHO» — «BU1». Otkpoiite n3mensemyro tabmuiy. [lenxan-

Te 110 «YcraHoBKay. [Togsurcs quanorosoe okHo «YCTAHOBKA».

lenkaute mo «CTPYKTYPA — USMEHUTDy. IlosiBuTCSst OKHO

«CTPYKTYPA TABJIMIbIy. JIucralite COUCOK MOJIECH O KOHIIA.

YcTaHOBHTE KypcOp Ha HIDKHEM, ITyCTOM IoJie. BBeuTe ero XxapakTepucTUKH (M1, THIT

U pazmep).

OCHOBBI HH()OPMAITOHHOTO ITOUCKA.

3asepmute BB 10 3amuceii B daitnbl fond.dbf, opis.dbf, delo.dbf,

delol.dbf.

Otcoprupyiite 3anucu Tabnuubl delol.dbf. mo Bozpacranuio

Ne ¢onpa, onmcw, nena U 3aIwcH.

Otkpoiite Hyx)HYt0 Tabmuiy OKHO-BUI-ITPOCMOTP-BA3A-COPTHUPOBKA.
Bri6epure nose B cnmcke « BCE ITOJIS», mBaskab! MENKHUTE 1O HEMY.

BriOepute COpTHPOBKY IO BO3pDACTaHHIO WJIM MO YOBIBAaHHIO, MIEIKHUTE IO

COOTBETCTBYIOIIEMY (DIIAXKKY.
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BriOepuTe ciaeayroliee moJjie aHaIoTu4Ho, menkuuTe mo ¢uaxky BO3P/YBbBIB.
CoxpaHnTb, BBEUTE UM (haiiia.

[enkauTe «OK».

2. IIpounnexcupyiire 3amcu tabmuis! delol.dbf mo andasury

BUJIOB IOKyMEHTOB.



B menro Haiinure myHkT BA3A — HACTPOMKA.

B o6mactn UHJAEKCBI — JIOBABUTD. [laiite nHnekcy mms ¢ pacmmpennem CDX
(KOMILIEKCHBIN CaMOOOHOBJISIFOIIMICS UHIEKC) 1 uMeHeM delol, coxpanute ero.

B cricke TTOJIS mienkHUTE IO UIMEHHU TIOJISL, TT0 KOTOpOMY OyneT

MIPOBOIUTHCS HHACKCHpOBaHHE. Bribepure, Mo BO3pacTaHUIO HIIH

yOBIBaHUIO OylIeTe WHACKCUPOBATH, MEIKHUTE TI0 COOTBETCTBYIOIIEMY (uIaxKy. Beenute
cienywomiee uMs moJis U cHoBa menkHute 1no ¢uiaxkky BO3P/YBBIBAHUS. Hlenknute mno
JOBABUTD, OK.

3. OcyIecTBUTE MOKMCK BCEX MPOTOKOJIOB B oHe Moxaiickoro YUKA.

3AIMUCDH — UCKATD». Tak MOXHO UCKATh TOJIBKO 110 MPOUHIEKCUPOBAHHOMY ITOJIFO.
Iosieutcs «KOHCTPYKTOP BBIPAXKEHMI». B o6nactu «3Hauenne mis SEEK» BBecTH
3HAYCHHUE JUIS TIOUCKA B KaBBIYKaX, €CIIH 3TO TEKCT («IpoTokoibhy). [lenkaute OK.

4. OcymiecTBHUTE MONUCK BCEX JOKYMEHTOB (hOHA, aBTOPOM KOTO-

poix sBisgercs Moxaiickuiit YUK.

Hatinure nemo Ne 5. BAITMCH — HAWUTHU. WHunexc He BaXkeH.

[enkauTe Mo «FORY (myis).

Bri6epure mose B cnincke «I1OJIE», aBaxkap! MEIKHATE TI0 HEMY.

IToctaBpTe noruueckuit omepartop (B IOaHHOM cilydae =) U BBeJUTE 3Ha4YeHHE (B
KaBBIYKAX, €CIIN 3TO TEKCT): aBTop= «Moxaiickuit YUK». lllenxaure «OK».

5. Ocy1ecTBHUTE MOUCK BCEX JOKYMEHTOB, I/ie yIOMUHaeTcs o cbezgax CoBeTOB.
«[TPABKA — HAUTMHN». be3 Bcsakux kaBbiuek BBeauTe «Che3my u Hakmute «OK».
6. Ocyl1ecTBUTE MOKWCK BCeX MpOoTokosoB Modxkatickoro YUKA B 1 omucu ¢donma

Mozxkaiickoro YUKA. Jlns1 3TOro Hy»KHO OCTPOUTH

3anpoc: DAMIT — CO3JIATb. lllenkuure no ¢uaxky SAITPOC — CO3JIATD.

none «KPUTEPHMUM OTBOPA» BBenure nousd, ONEPAaTOPbl M HUX 3HAYEHUS
(BHI_JTOKYMEHTOB — moxoxe Ha — «[IpoTokons» u ap.)

BeiGepure moxs pesynbrara.

[Henxuute mo «BBITIOJIHUTB 3ATIPOC».

KOHTpOJ'[BHBIe BOIIPOCHI:

1. Hazosure stansl cozmanus AUIIC. KakoBa posibp apXuBUCTa Ha KaxKIOM U3
3TanoB?

2. HazoBute u3BecTHBIE BaM MOZAETH (CTPYKTYpPHI) AAHHBIX?

3. B 4eMm npenmMyIiecTBa 1 HETOCTATKH PEIISIIIMOHHON MOJICITH TAHHBIX?

4, Kakora meronuka noucka uapopmaruu B AUTIC?

5. Kakum o0Opa3zoMm obyerdaercss TPyA COCTaBHUTENS DICKTPOHHOW OIHCH IO
CPaBHECHHUIO C TPATUIIMOHHOW?

6. B 4em nmpenmyIecTBa IMEKTPOHHOM ONKMCH Tepel TPAJAUIIHOHHON C TOUYKU 3PCHUS

METOJIMKH TIOUCKa HHPOpMAITUH?

Jlurepartypa:

I'apckoBa 1.M. ba3el m OaHKM MaHHBIX B MCTOPHYECKHX HCCIenoBaHMAX. M., 1994.
Yacts 2. Texnonorus 6a3 nanusix. C. 47-84.

Kucenes 1.H. O6 aBromatmsarmu HCA x apxuBHBIM nokymentam / M.H. Kucenes //

Mudopmanmonsslii 6rouieTeHs accoumannu «Mcropus u kommnerotepy. — M., 1998. — Ne 23,
— C. 22-30.

Tema 2. CoctaBieHHe y4ETHBIX TOKyMEHTOB M CO3JaHHME IIacCIOpTa apXuBa C MOMOIIBIO
0011e0TpacIeBbIX MPOrpaMM «ApXuBHBIN GoHI» U «DOHIOBBIN KaTaory. 4 yaca.

Lenp paboTel: OCBOSHHE CTYACHTAMU OCHOB (DYHKIIMOHHPOBAHUS OTPACIEBOW CHCTEMBI
aBTOMATHU3HPOBAHHOTO IIEHTPAIU30BAHHOIO y4eTa JOKYMEHTOB.
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B pesynbrare paboThI CTYyICHT TOJDKEH 3HATH!

- Ha3HaueHHe W (YHKINHU, OCHOBBI HHTEepdeiica mporpaMMbl « APXHBHBINA (POH/I»;

- Ha3zHaueHHe U QYyHKLIUHU, OCHOBBI HHTepdeiica mporpaMmbl «DOHIOBBIN KaTaIo.
B pesynbrare pabOTHI CTYICHT TOJDKEH YMETH!

1. paboTath € TporpaMMoil «ApXWMBHBIH (OHA» B pPEKUME IOJIB30BATENS U
aJIMAHHUCTPATOPA;
2. BBOJUTH JaHHBIC U3 TOKYMEHTOB BHYTPCHHETO YUET apXUBa

(7mcTa doHma, ommcei) B pa3aenasl OCHOBHOTO MEHIO IIPOTpaMMBI «ApXHUBHBIH GoHmY —
(oHJ, ONKCh, IBIKEHNE JOKYMEHTOB;

3. CO371aBaTh C IMTOMOINBIO TIPOTPAMMEI «APXHUBHBIH (DOHI» MACIIOPT apXHBa;

4. HacTpauBaTh nporpamMMmy «DOHAOBBIA KaTalor» B peXUMe aJAMHHHCTpaTopa H
OCYIIECTBIATE SKCIIOPT JAHHBIX U3 IPOTpaMMBI «ApXUBHEIH GoHI (AD);

5. HOJTy4yaTh CBOJIHBIN MacHopT apxuBa B nporpamme «DPoH10BEIH KaTanor» (PK).

ITporpamMHOe obecrieueHue:

1. IIporpamma «APXVBHBIM ®OH/I» 2.0 wm 3.0 for Windows (®exepaibHas
apXHBHAS CITyX0a).

2. IIporpamma «DOHJIOBBIA KATAJIOI CYBBEKTA ®EJEPALIUN» 1.0 for
Windows (DenepansHas apxuBHas Ciryx0a).

Pa3naTouHble MaTepuabl:

- 3aIoTHEHHBIN JIUCT (QOHTA.

[pakTH4eckoe 3aqaHue:

INepen HauaoM pabOTH BCHOMHUTE:

1. KakoBbI I1aBHBIE 3371241 yueTa JOKYMEHTOB B apXuBe?

2. B ueM oTinMuue BHYTPEHHErO ydeTa HOKYMEHTOB OT LIEHTPAJIU30BAHHOIO ydeTa
JIOKyMEHTOB?

3. UYro siBisieTCA €AUHULIEN yueTa apXUBHBIX JOKYMEHTOB?

4. KaxoBsI 0CHOBHBIE (JOPMBI ydeTa JOKyMEHTOB B TOCYJapCTBEHHOM U BEIOMCTBEHHOM
apxuse?

O611ee 3HaKOMCTBO C IPOrpaMMOii

3arpysute  Word for Windows. Orkpoiite daitn  C:/WFOND/DOC/manual.doc.
3akoncniektupyite paszaensi: HASHAUEHUE

[MPOI'PAMMBI, CTPYKTYPA NHOOPMALIMOHHOI'O MACCHUBA.

[pocmotpute  pasmenst  M3MEHEHUE TIAPOJIEM, MEHIO B PEXHME
TITOJIB3OBATEJIA U PEAAKTOPA, ITYTEBOJUTEJIb.

CaepHuTe (aif, He 3aKpHIBas €ro.

Bossmure JIMCT ®OHJIA u BBeauTe naHHBIE B TaOmubl BJ]

«ApXUBHBIN QOHIY.

Jlis atoro:

3arpysure nporpammy A® u BolianTe B Hee MO MaposieM «2» (pemakTopa);

BbIOEpUTE B M1aBHOM MeHI0 nmyHKT ®OHJI; nmepen Bamu mosiIBUTCS CIMCOK BBEACHHBIX
panee GonmoB; HaxmMuTe Enter. Ber Boiinere B paznen ®OH/I.

Haynure ¢ [TOCJIEJHEI'O no Bpemenu mnepeumeHoBaHusi GoHmooOpa3oBatens. Ero
BBeauTe B Tabiuiy ®OH/I, nepBsiii 3kpaH,

TIOJISI «TIOJIHOE Ha3BaHUE (OHIA», «COKpAIleHHOE Ha3BaHHE (OHIAY.

BBemute Tarke JaHHBIE B TIONSA «HOMEp (OH/A», «KATETOpHUsI», «HAYaJbHAs JaTay;
«KOHEYHasi JaTay.

Bonee pannue Ha3BaHUS QoHIO0Opa3oBaTens seeaute B pazaen [IEPEMMEHOBAHUSA
(nmynkt BepxHero meHio PA3JIEJIbI), 0003HaYuB AaThl K&XKIOTO HA3BaHUSI.

Urak, Ber BBenu B BJl oOmue cBepeHus o (OHAE U3 MEPBBIX h)ashenos mcra Qonna.

[npuneuauue [m2]:

HpO,E[OJ'DKaSM OCJICA0BATCIIBHO ITOIIOJIHATH
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naHHele o0 HameM (onne. Cnenyrommid pazgen aucta ¢oHaa — «YUeT HEONHCAHHBIX
MaTepHaIoB» (T.€. POCCHIIN).

1. BeauTe maHHBIE O KOJHMYECTBE SIUHUIl XPAHEHHUS! POCCHINU U3 pasiena JucTa GpoHaa
(yaet HeormcaHHBIX MaTepranos) B pasaer «ABMKXEHUE TOKYMEHTOBY. [{ns storo:

- BbIOepuTe MyHKT BepxHero MeHio «PA3IEJIbI»;

- BeIOepuTe moanyHkT «IBWMKEHUE JOKYMEHTOB»Y, nanee — JOBABUTD,
POCCHIIIb, ENTER. IlocnenoBaTtensHO

COXpaHss, BBEJUTE BCE INOCTYIUICHHS M BCE BBIOBITHSA POCCHINTH, YKa3aHHBIE B JIUCTE

donna.

2. Crnenyroumii paznen aucta GoHIa — ydeT ONMMCaHHBIX JOKYMEHTOB. Beeaute B
nonapazaen OIIMCU (mynkr BepxHero mento PA3JIEJIbl) nanHble 0 HOMEpax, Ha3BaHUAX
KpallHHX JaTax OMHCeH, 3amucaHHbIX B JUCT (oHAa. BriOepuTe COOTBETCTBYIOIIMI BHIAM
JIOKYMEHTOB «THTI OTIHCHY.

3. Beeaure B noapaznen «IBMKEHUE JJOKYMEHTOB» (yHKT BEpXHETr0o MEHIO
PA3JIEJIb]) nanHEIe 000 BCEX MOCTYIUICHHS W BHEIOBITHAX OIMHMCAHHBIX MAaTEPHAJIOB, YKa3aHHBIX
B ncre ¢oHna. s storo obparurech k noanyHkry MeHto «JIBMKEHUE JJOKYMEHTOB»,
BeiOepute JJOBABUTD. Kak Buante, mepen Bamu Bo3HHK crmcok omucedt GoHnma. Beibepure
HYXHYIO OIIMCh, B KOTOPOIl NpPOM3OIIO JBIKEHHE IOKYMEHTOB. BBemure roj IBIKEHMS,
BBIOEpUTE BHJ ABIKCHUS, M, CAMOE TIABHOE, KOJIMYECTBO MOCTYIHBIINX WM BHIOBIBIINX JEIN,
MOCIIEI0BATENLHO COXpaHsIs KaXyro 3anuch (myHKT HuxHero MeHio «COXPAHUTDy).

4, CuoBa obOparurece k Word for Windows. Ilpouwraiite pazmen 8§ «MEHIO
AJIMUHUCTPATOPAY. 3anumunTe myHKTHI MEHIO. 3aKkpoiite ¢aii.
5. 3akpoiite mnporpammy AQD u CHOBa 3arpysure ee 1OoA maponeM «3»

(anmunuctparopa). Boiiaure B paznen [TACIIOPT. 3anonaure Ha3BaHHE apXuBa, YKa3aHHOE B
mucte porma. lenkante mo CHUTATD CBO/IHBIE. U nomyunTte cBOAHBIC JaHHBIC MACHIOPTA.
[lenxkauTe 1O CHE}IY}OHH/II‘/'I OKPAH u npocmotpute [TACIIOPT APXUBA.

3akpotiite nporpammy AD.

6. 3arpysure MS Word.

3arpy3ute daitn FK/DOC/Manual./doc.

7. 3aKOHCIIEKTUPYHTE pa3/ielibl:

Haznauenue nporpammsi,

CTpykTypa HHPOPMAITHOHHOTO MacCHBa,

OOHOBIJIEHHE JAHHBIX.

8. Barpysute mporpammy ®OHIOBBIM KATAJIOI' mox mapomem  «3»
(apMuHHUCTpaTOpA).

Boiigure B paznen OPT'AH YIIPABJIEHU .

Beenenue B paznen [IOJTHOE HA3BAHUE nannbie 06 oprane

yIpaBJICHUS apXUBHBIM JienioM. Hanpumep, ApXUBHBIA OTACT MIPH

agMUHKMCTpanuu Bosorojackoii o6iactu.

B paznen COKPAILIEHHOE HA3BAHUE — AO Bonoroackoit

obnact.

Anpec: Bonorpna, yn. Jlenuna, 20, 122151.
CoxpaHuTe JaHHBIE.

9. Boiigure B paznen APXVB, Beenute nanubie (13 mucta Gponaa)

B TIOJIA:

IIOJIHOE HA3BAHHE APXHBA; COKPAIIEHHOE HA3BAHUE (umampumep,
'ABO).

AJIPEC APXUBA, BwiOepure coorerctByromuid YPOBEHD u TUII (wanpumep, mist
LIMAM — myHuIINansHeIN apxus). CoxXpaHUTe TaHHEIE.
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Boioepute B crnmcke Bam apxuB. Haxmure ENTER, Ha LBonpocl porpaMmmbl 00

[npuMeanue [m3]:

ucrounuke ganubix BBemute aapec G\wfond\DBF, menkaute mo SELEKT, B mynkre 'OJ]
MOCTaBbTE€ CaMbli paHHMH TOJ, 3a KOTOpbIi y Bac ObpIo m3MeHeHHE (MOCTYIUIEHHE WU
BBIOBITHE) ydeTHBIX JaHHBIX. Haxmure ENTER. Jloxxaurech TOSBICHHS —HAAINCH
OBHOBJIEHME JAHHBIX VYCIIEIIHO 3ABEPHIEHO. J[lanseie mnporpamMmel  A®
ckormmpoBaick B mporpammy OK. Haxxmure ENTER.

10. 3akpoiite nmporpammy @K u eme pas 3arpy3ute ee ¢ mapoJieM «2» (peaakropa).

Tenepp MaccWB y4eTHBIX MAHHBIX pPErHOHA ITONIOJHWICS MaHHBIMH Bamero apxmusa.
VYo6enurecr B 3ToM. Otkpoiite paszgen APXVWB®OUIIbTP. Bribepute Bamr apxuB, HaxmuTe
BBITIOJTHUTD.

Botigure B pazgen ®OHJI Beioepute Bamr apxuB, Haxxmure ENTER.

ITpocmoTpure m3roroBneHHslid Bamu Ilacnoprt apxmBa B pasnmene ITACIIOPT (myHkT
BepxHero meHio PA3JIEJIBI).

Paborast ¢ mporpamMmoii, MOXXHO MONYYHTh CBOXHBIM MacnopT mo Bamemy apxuBy 3a
pasHble rosl (nmoapasaen «CBOIHBIN MacIopT»).

Jlnist gero cimyxat noapasaensl «J{uHamMuka — abc.»; «Iunamuka %»?

KoHTpobHBIE BOIIPOCHL:

1. IloueMy WMEHHO y4yeT JOKYMEHTOB CTaJl OJHHUM U3 IEPBOOUYEPEIHBIX
HalpaBJICHUH KOMIIBIOTEPU3alMU APXUBHOIO Aena?

2. B yeM Ba)XHOCTb NMPUMEHEHHUs OOLICOTPACNEBBIX (TUHOBBLIX) 0a3 AAHHBIX IS
BE/ICHHS yUeTa JOKYMEHTOB ApXuBHOTO (hoHna PD?

3. KakoBel  mpeumylecTBa  aBTOMATH3MPOBAHHBIX  CHUCTEM  ydeTa  Iepen
TPaAUIMOHHBIMH YIETHBIMHU CIIPAaBOYHUKAMU?

4, HaszoBute ocHoBHble O¢yHKIMH AWIIC «ApxuBHbll (oHm» 1 «DOHIOBBII

KaTajior cyobexra demeparmmy.

5. Kak cTponTcs aBTOMAaTH3UPOBaHHASI CHCTEMA IIEHTPATN30BAHHOTO y4eTa JJOKYMEHTOB
ApxusHoro ¢onna PO?

Jlurepartypa:

1. BpeMmeHHBII TIOPSIIOK aBTOMAaTH3UPOBAHHOTO TOCYJAPCTBEHHOTO y4eTa JOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoit ®enmepanuu, XpaHAMUXCA B TOCYJapCTBEHHBIX U
MYHUIMIIANBHBIX apXuBax (yTBep>kAeH npuka3zoM Pocapxusa ot 23.10.2000 Ne 64.

2. Enmuuelii  mopsjoxk  3amonHEeHWs — moyied  EnuHOW  aBTOMAaTH3MPOBAaHHON
WH(GOPMAIMOHHON CHUCTEMBI, COCTOSIIEH W3 MPOTPAMMHBIX KOMILICKCOB «ApXHMBHBINH (DOHIY,
«DoHoBEIH KaTanor», «lleHTpanbHBI (oHIOBEI KaTamor». IIpoekt. / M.: 3A0 «AJAIIT»,
20135 Poccus (2002—2010 romasr)»

Tema 4. Co3naHue y4YeTHBIX AOKYMEHTOB apXuBa M IAaclopTa apxXuBa C HOMOUIBIO
HpOrpaMMBI «Y4eT apXHBHOTO (OHIa». 8 4acoB.

Lenp paGoTh: OCBOEHHE CTYyIEHTAMH METOJIUKH aBTOMATU3UPOBAHHOTO BHYTPEHHETO U
LEHTPAIM30BaHHOIO Y4eTa apXUBHBIX JOKYMEHTOB, IIpUMEHseMol B InaBapxuse r. MOCKBBI,
nproOpeTeHre HaBbIKOB CPABHEHHUS IPOTPAMMHBIX MPOIYKTOB.

B pesynbrate pabOTHI CTYAEHT HOJDKEH 3HATH!

- HazHaueHue M (pyHKIMH, OCHOBBI MHTepdelica mporpaMMbel «Y4eT apXHUBHOTO
bormay;

- paznuune Mexay pexxumom mnomnosHeHus bl B pexume ®OHJI- OIMMCH u B
pexume AKT.

B pesynbrare paboThl CTyJEHT AOJKEH YMETb:

- HACTpaWBaTh MPOTpaMMy «YUeT apXUBHOTO (OHIA» B PEeXKHME aIMHUHUACTPATOPA,
BBOJIUTH [10JIb30BATEIICH ¥ BEIOUPATh (DOPMBI OTUETA;
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- pabotath B mporpamMme «Yder apxuBHOro ¢oHma» B pexxume OOHJI-OITHCH,
BBOJIUTH JAHHBIC U3 JOKYMEHTOB BHYTPEHHETO ydeT apxuBa (JiucTa (OHJA, ONHCEH) B pa3ieibl
OCHOBHOTO MEHIO Iporpammsbl «Yuer apxuBnoro ¢onnay — ®OHJ[ — ITOINOJIHEHUE B/;
OITMCH — IIOITOJIHEHUE B, EA. XPAHEHU .

- CO3/[1aBaTh C MOMOIIIBIO MPOTPaMMBI «YUeT apXUBHOTO (HOHIA»

JCT GOHA, KHUTY ydeTa IMMOCTYIJICHUH apXuBa, CIIUCOK (GoH-

JIOB ¥ APYTUE JOKYMEHTHI BHYTPEHHETO yJeTa.

[IporpammMHoe obecrieueHue:

HurerpupoBaHHas aBTOMAaTH3MpOBAaHHAs cHCTeMa «Yd4eT apxuBHOro ¢onma» (AO
HucodT).

Pa3naTounsie MaTepuasl:

- 3arnonHeHHbIe JTUCTHI (HOHIOB Ha /1Ba (OHIIA,

- Onwcs nen ¢poHAa,

- PykoBoacTBO MosIb30BaTENs MPOrpaMMBbl «YYeT apXUBHOTO (HOHIAY.

IMpakTraeckoe 3aganue 1-4 gaca. [lepen HaganoM paboTs!

BCIIOMHHTE:

1. Kakue ydeTHbIe JTOKYMEHTHI IMO3BOJISIET MOJYYHUTh W pacliedaTath MporpaMma
«ApxuBHBIH GoHI»?

2. KakoBbl OCHOBHBIE NOKYMEHTHI W JOTOJHUTEIbHBIE OKYMEHTHl BHYTPEHHETO
yuyeTa B TOCYIapCTBEHHOM apXuBe?

3. KakoBbl OCHOBHBIE NOKYMEHTHl W IOTOJHUTENBHBIE JOKYMEHTHI BHYTPEHHETO
yuyeTa B TOCYapCTBEHHOM apxuBe?

HHTerpupoBaHHasi aBTOMAaTH3MPOBaHHas cHcTeMa «YdeT apxuBHOro Qonma» (YAD)
IpefHa3HaueHa IS BeJCHHS [EHTPAIN30BaHHO- TO yUeTa JOKYMEHTOB KaK II0 apXHBY, TaK U 0
APXUBOXPAHWITHUIILY.

Cucrema paspaborana ¢upmoit «MuacopT» s TAY r.MockssL

HauHuTte 3HaKOMCTBO C IPOrPaMMOM C IEMOBEPCUM.

3arpysute Microsoft Internet Explorer (ITyck — IIporpammer — MS Internet Explorer).

B none «agpec» BBenuTe www.insoft.ru. JloskauTech 3arpy3Ku caifra.

[lenxnute no 3acraBke «JlemoBepcun». JloxKAUTECH 3aTPy3KU CTPAHULIBL.

llenkaute mno mnepBoit cTpoke «MHTerpupoBaHHasi aBTOMATHU3MPOBAaHHAs CHCTEMa
MOCKOBCKOTO TOPOJICKOTO OOBETUHEHHS aPXHBOBY.

Joxnurech 3arpy3ku CTpaHULIBL.

Bri6epure nyskr meHo «[IOMOILby, BoWante B pasaen «O cucTeMey, BHIUIINTE B
TETpaJib AaHHBIC O MporpamMMme U pazpadotunke. [llenkuure no OK.

Boiigure B nynkt meHio «AKT». lllenkuuTe mo «HOBBIM AKT»

CJIeBa, CAMOCTOSITENIEHO ONPEAEINUTE M 3alMIINTE TOCIEAOBATEIbHOCTh ACUCTBHNA IS
BBEJICHHS B aKT IepepabOTKH OIHCeH:

BBenenus ydetnsix gqannabix mo Hosoit onmicu Ne 3.

Vnanenus Bcex aeit ormcu Ne 3.

Boiigure B nynkt mento BEJJIEHUE YUETHBIX TOKYMEHTOB.

CaMOCTOATENIBHO YCTAHOBUTE MOCIIEI0BATEILHOCTh ICHCTBHIA:

HEOOXOIUMBIX JIJISI BBEJICHUS CBEJICHUH B JICT (POH/IA;

HEOOXOUMBIX JUIS BEICHHS CIIMCKa (DOHIIOB;

HEOOXOJIUMBIX, JUIA TOJYYEeHHUS CBEJCHUH O COCTOSHHU KaXKIOH €IWHHIBI XpaHEeHUs
(BHUMATEITLHO CMOTPUTE Ha Pa3JIENIbl IIIABHOTO MEHIO BBEPXY).
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YcTaHOBHUTE W 3aIMIINTE, KaKHE JTOKYMEHTHl BHYTPEHHETO ydeTa MO3BOJISIET COCTaBUTh
cucTeMa. YCTaHOBHTE W 3allUIINTE, KakKke JOKYMEHTHI LEHTPAIM30BAHHOTO ydeTa IT03BOJISET
COCTaBHUTh cucTeMa (MyHKT MeHIO «BeneHne y4eTHBIX JOKyMEHTOBY).

Kakum 00pa3oM MOXHO COCTAaBUTh MACIIOPT apxuBa?

2. Tenepb nepexoauM K MpakTUKe. 3arpy3ute nporpammy «Y ADy,

mienkHyB MbIbio 110 [TYCK — [TPOT'PAMMBI — YYET APXUB- HOI'O ®OHJJA —
AJIMUHUCTPATOP. IIporpamma 3amycTuTCcs B peXuMe aaqMUHUCTpaTopa. [I[eNKHUTE MBIIIBIO
mo HACTPOVIKA B/I.

Cosnaiite BJI. Beenure B okHo CO3JAHUE BJ1 anpec G/arhive/dbf.

{enxaute CO3HAATDH, OK. Brl Bepuerech B ocHOBHOe MeHIo. lllenkHute DOANJIBI
OTYETOB. Beenure B otkphiBiieecs okno aapec C:/ arhive/reports. Illenkuure SELEKT, OK.

[lenxkaute mo mnyHkry IIOJIB3OBATEJIM rmaBHoro menio. Bam cnenyer BBectn
N0JIb30BaTeNeH U MPUCBOUTH UM IPaBa, HA3HAYUTD MAPOJIH.

Urak, naunute ¢ nkoHkH «HoBas 3ammck» BHU3Y (uctouek). B mome ®MO BBemute
CBOIO (haMUITHIO, IPUCBOHTE ceOe (YHKIMHU aIMUHHCTPATOpPa, IIEIKHYB IO (IIaKKy U BHIOpaB
nyHKT «AJMUHUCTPATOP» n3 BepxHEro MeHIO. YKaxure napoib «1» U NOATBEpXKICHUE
«1». enxaute no ukonke COXPAHUTD (auckera BHU3Y).

Cucrema roroBa k padore. lenkaure mo BBIXO/I.

7. 3amycTtute nporpamMmy B pexxume mnojb3oBatens. Illenkaure Mmbrmbio no ITYCK-
IMPOIT'PAMMEBI — YUET APXNBHOI'O ®OH-JA — YAD.

HaiinuTe BBepXy CTPOKY IIIaBHOTO MEHIO. B 1eHTpe paboduero okHa HaXOAUTCS Ha3BaHHE
apxuBa. UYToOBI Ha9aTh PabOTy C CHCTEMOM CIIEyeT BBECTH CBOIO (PaMIIIHIO B TTApOIIb «1.

IIporpamMoii nperycMOTpEHBI 1B€ CUCTEMBI yueTa — 10 coxpaHenus [lacnopra apxusa
u nocie coxpanenus Ilacnopra. Pexxum ydera 1o coxpanenus Ilacnopra apxuBa nmpegHa3HadeH
Ui BBojAa Oompmmx wmaccuBoB  mHpopmanumu 3A  TIPEJBIJIVIIIUE TOJIBI. D3ro
MOJATOTOBUTENBHBIA JTanm ydera. [loclie COXpaHEHHs Macmopra 3TOT PEXHUM CTaHOBUTCS
HEIOCTYITHBIM — MU3MEHEHHS B TAHHBIX MOXHO OCYIIECTBIIATH TOJNBKO Yepe3 myHKT MeHio AKT.
IIpencraBum cede, uTo maHHas cucTeMa BBeneHa B apxuBe B 2001 roay, a ydeTHbIE JOKYMEHTHI
umerotes 3a 40 ser. CHavama cleqyeT BBECTH HaHHbIE 00OBceX (OHIAX M OIHCIX apXuBa,
oTioxuBLIMXCs 3a 40 ser.

B pexuMe nepBoHAYAILHOTO TIOTIOTHEHHS JAHHBIX OCHOBHBIMHU

spaatorcst Tpu myHkTa: @OHJI-OIIMCB-EJl.XP. Pabotra HaumHaeTcs ¢ ITyHKTa MEHIO
®OH/I. Pexxum omucH CTaHOBUTCS AKTHBHBIM TIOCJIE BBOJA M BBIOOpa (oHAA, YTOOBI HE
HApYLIUTh CKBO3HYIO HyMEpaluIo onucel B pamkax (oHna.

8. llenkHuTe MBIIBIO O MyHKTY miaBHoro mMentro ®OHJI. 3atem BbIOGpHTE MTYHKT
IIOITIOJIHEHUE BJ. Bozbmute nuct nepsoro ¢onna. Beeaute B kapTouky (oHIa CBEIEHHS O
donpe:

- HOoMep GOH[A;

- kateropuro Gonma (BEIOEpUTE, HCXOS U3 €T0 IICHHOCTH);

- cocrosiHre (poHaa (IIETUOK 1O CTPENIKE CIpaBa, «B HATHUUNY);

- WHPOPMAITMIO O TOCTYIUICHWW (BBEIWTE JATy NEPBOTO MOCTYIUICHHS C JIUCTA
donna);

- BBeAMTE HOMEp apxuBoxpaHwiuia B none APXMBOXPAHMJIMIIIE 1;

- KOJIMYECTBO  HeomucaHHbIX  MarepuasioB B none  HEOIIMCAHBIE
MATEPUAIJIBI;

- OT KOT'O TIOCTYIUJIM MaTepuaibl (0T GOHI000pazoBaTes).

OcTanbHble TIOJSI KapTouku (DOHIA HEJOCTYIIHBI, TaK KaK JTaHHBIC CIIEAYEeT BBOJIUTH B
nyHkTe riaBHoro mexto OIMNCh.

OpHako 3amojHEeHWEe KapToukd (oHma emie He 3akoHdyeHo. lllenmkHuWTe MO BKIamKe
HA3BAHUE ®OHJIA, ykaxxute MocieIoBaTelbHO BCe Ha3BaHUA (PoHIa, yKa3aHHBIE B TIEPBOM
paszzmene nucta horna u ux kpaitaue natel (ot HASBBAHUE ®OHIA, JATA HAUAJIbHAZA,
JATA KOHEYHAS).
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Buumanue!

ITocme BBOma Kaxkgoro HasBaHMsA (OHAA HAIO €ro COXPAHUTH (IIENKHHUTE IO
MUKTOTpaMMe € XKeNToil aAuckeTodl BHU3Y). Ecnm HazBanue GoHAa HE UMEET TOUYHBIX KpaHUX
JIaT, CIeAYeT BPYYHYIO PacIoI0KUTh Ha3BaHHS B TOH ITOCIIEAOBATEILHOCTH, B KOTOPOH OHI

npuBeAeHbl B JHcTe (oHIA (MCTONB3YyHTE KHONKH CO CTpEJOYKaMH BBEPX-BHU3).
[MpenBapuTenbHO HYKHO BBIICIHTH MBIIIBIO CTPOKY C Ha3BaHUEM, a 3aTE€M IEPEMECTHTh €ro
BBEPX WUJIM BHU3 HYKHOU KHOTKOM. Emie pa3 coxpanute nanusie B koHue. lllenkHuTe mo ukoHke
¢ nasepeto BHU3Y. lllenknure mo Bkmaake AHHOTALMS. BBemute KpaTKyr0 aHHOTAIMIO
IOKyMeHTOB (hoHza (BUIBI IOKYyMEHTOB, TeMaTuka). Coxpanute aaHHbie. [llenkHUTE 11O UKOHKE
C JIBEpPBIO BHU3Y.

Brianky COCTAB ®OHJIA He TporaiiTe, oHa 3anojHUTCS aBToMatudecku. [llenkuure
M0 MKOHKE C JIBepbI0 BHU3Y. Eciu Bel 3a0bUTH COXpaHHUTH JaHHBIC, MOSBUTCS «BOTPOIIAIOIIEE)
okHoO. Beibepure

BbIXOJI C IIPOBEPKOI. Hu B koem ciyuae He BhiGupaiite OTMEHMTH
NU3MEHEHHUS! Torma Bce Bamm crapaHuss nponaayr BTYHE W HOBBIC JaHHbIE OyayT
YHUYTOXKEHBI!

AHaJOTUYHBIM 00pa30M BBEAWTE IaHHBIE CO BTOPOro JHcTa (oHAa U U3 omucu (GoHAa
(®OH/-TIOMIOJIHEHUE BJ).

9. BBenuTe maHHbIe O KOJUYECTBE SIUHHUI] XpaHeHus onuced Gonma 1, 2 (mucthl hoHa)
u 3 (omuch ¢onaa). dns storo HyxkHO BoiTH B pazaen OIMMCh. domkHo ObITh, Be 3ameTniy,
YTO IOCJIC COXPAHEHHMS IIEPBOH KapTOUKH (DOHAA, STOT IIYHKT MEHIO CTaJ aKTHBHBIM.

Opnako it Toro, 4toObl BBecTH maHHbBIe B paszfen OIIMCh, cHawana cinegyer HaiTu
¢donp, onmcu kKoToporo Bel Oyzaete BBOAUTH. i1 3TOr0 HYXHO BOWTH B MyHKT MeHio ®OH/I-
BBIBOP ®OHJIA. Tlepen Bamu Bo3HHKHET (hopMa A1t BBOJA KPUTEPHEB ITOHUCKA.

OcymectBure mouck (OHAA MO PAAY KPUTEPUEB (HOMEpP, COCTOSHHE — B HaJMYHH).
Mlenxante mo mxoHke ITOMCK (xpacHas myma BHu3Y). CaMblii mpocToif CHOCOO IOIYYHTH
CIIMCOK BCEX BBEJCHHBIX (DOHIOB — INENKHYTH 0 MKoHKe JIYIIA BHH3Y, BOOOIIE HE BBOIS

KpuTepueB noncka. HaBemure Kypcop Ha Ha3BaHUE IEpPBOTO (OHIA B CHHCKE, ABAXKABI
nieJaKHuTe o Homepy donma. [osButcs kapTouka Gonaa. Termepb MOXKHO MPUCTYIMUTh K BBOAY
cBezieHmid 00 onucsax GoHna.

Hlenkuute MpImbio M0 MyHKTY riiaBHoro MeHto OIIMCh. IlosButcst kapTouka onucu
nepBoro (oHza.

Bo3bMHUTE JTHCT COOTBETCTBYIONIETO (hOHZIA U ITOOYSPEITHO BHECHTE CBEICHUS O KaXKIOi
OIIMCH: HOMEp ONHCH, Ha3BaHWE OMHUCH, TUI OMHCH U CHOCOO BOCIPOM3BENEHUs BBIOEpHUTE U3
cnucka (cTpenka cupasa) o cMeliciay. B none KOJIMYECTBO TOMOB nocrasstre 1, B nose
AHHOTALIMA BoumuTe KpaTKyl0 XapaKTEPUCTHKY COCTaBa U COJEPXKAaHUS JOKYMEHTOB
omicy; B mose CPOK XPAHEHMSA — rummmre «mocTostHHO». OO0s3aTeNbHO IPOCTaBBTE
KOJIMYECTBO €IUHMI XpaHEHUSI B OMUCH (cM. JHCT GOHIA) U KpailHue NaThl JOKYMEHTOB OIUCH
(cm. Tam xke). llenkaute mo mukrorpamme COXPAHUTD (muckera BHH3Y). Ecnu BBl 3a0butH
coxpanuTk ¥ menkHyan BBIXO/I, BeiGepute B nossusiemcs okae BBIXOJ] C TIPOBEPKOIA.

Takum ke crnocobom (OITMCH-IIOINNIOJIHEHUE BJ/I) BBeamte cBeieHUs 000 Bcex
onwucsx nanHoro gouaa. 3arem Haiiagute Bropoi Goua (POH/[-BHIBOP ®OHJIA). Breau-

Te cBeeHms ¢ Jlucra gorma 060 Beex onmcsax JAaHHOTO (GoHAA. 3aTeM BO3BMHTE OIUCH
donna u BBemuTe AaHHbIe 00 3ToM omucu. OTKpolTe mMyHKT riaBHoro meHr EJIMHUIIA
XPAHEHUS n BBeauTe 3arojioBKH ISATH NI W3 ONKMCHU. B NaHHBIA MOMEHT BBl CO3/1aeTe He
TOJIBKO YYETHBIN, HO Y TIOUCKOBBIH CIIPAaBOYHUK — apXUB-HYIO OIKCh.

10. OcymiecTBuTe TONUCK HHGOPMAIIH 00 OIHCAX BBEICHHBIX (hOHIIOB.

Jnst aToro Bei6epute myHkT riaBaoro meHro OITMCh-BbIBOP OITHUCH.

[osiBUTCS OKHO IUII YCTAaHOBKU KpHUTEpUEB MOUCKa. OCYIIECTBUTE MOWCK MO HA3BAHHIO
omucu. Jima storo abcomoTHO HeobOs3areabHo BBoauTh B moie HA3BAHWE OIIMCH Bce
Ha3BaHuA. [locTatouHo oaHOTO cioBa. Ho mpw 3TOM cilieqyeT BBIMOIHSATH MPaBHia COCTABICHUS
3armpoca:
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%oTtnen% — cIoBO BCTpevaeTcs B JIF0OOM MeCTe Ha3BaHUS;

oTaen% — CJI0BO BCTPEUaeTCs 00s13aTeIbHO B HauaJle Ha3BaHUs,

%o0Taen — Ha3BaHHUE 3aKaHUMBAETCS JAHHBIM CIIOBOM;

%otnen%Kkaapo%ynpaBieHus1% — J000e codeTaHHe CIOBO+

CJIOBOTCII0BO.

OtmetpTe BHU3Y nepekmodaress COOTBETCTBUE XOTS Bbl

OZTHOMY YCJIOBHIO. Hlenkuure no kuonke [IOMCK BHU3y.

AHAJIOTUYHBIM CIIOCOOOM OCYIIIECTBUTE MOUCK TI0 KpaHUM JIaTam

JIOKYMEHTOB OIUCEH; MO aHHOTAIMU omucH. B pe3ymnbrare Bcex ycunuil nepen Bamu
MOSIBUTCS CITUCOK onuceil. [IpocmoTpute kapTouku

HaliIEHHBIX OMUCEH, IIENKasl 10 UX HOMEPY.

Haiins ommck, monpoOyiiTe HaliTH BBeAeHHEIE fAea. OCyIecTBUTE MONCK 110 KIIF0UYEBOMY
CJIOBY (XOTs OB OJTHO CJIOBO U3 3aroJIOBKa JieJl, KoTopoe Brl momuure).

O6parure BHIMaHKe, 9To pexkuM AKT HemocTymeH.

11. Otkpoiite mynkt raaBHoro MmeHro COCTABJIEHUE YYETHBIX JOKYMEHTOB.

ITompoOyiiTe caMOCTOATENBHO, Clieys yKa3aHUsAM IPOrpaMMbl,

COCTAaBUTh CHHCOK (JOHIOB apXMBa, PeecTp OMHCeH JT000T0 U3 BBEACHHBIX Bamu dorma,
nuct oxHoro u3 (onmos. CpaBHute nony4eHHslid w3 b/l Jluct ¢gonna ¢ opurunamom. Kakue
paszens! ucTa (OHAA OCTANHCh HE3aIIOTHEHHBIMU?

B Terpamu cocTaBbTe CpPaBHUTENBHYIO XapaKTEPUCTUKY MpOTrpaMM «APXUBHBIN
OOH» u «<YUET APXMUBHOI'O ®OHA» ¢ Touku 3peHHsi TpeOOBaHHM K 000pYyIOBaHHIO,
GyHKIMH, onTHMM3alMU ydera, ymoOcTBa HHTepdelica, oT4eToB, crommoctu. Cremnaiite
3aKIIOYCHUE MOTb30BATEIIS.

KoHTpobHBIE BOIIPOCHL:

1. B yem cxozxcTBO M pasnuuue QyHKIMHA mporpaMM «ApXHBHBIH (GOHI» U «YUeT
apXuBHOTO (hoHmAN?

2. Kakue ydeTHble DOKyMEHTHI BBl MOXX€T€ MOJYy4UTh B KauyeCTBE OTUYETOB C
MOMOIIBIO TPOTPAMM «APXUBHBIA (GOHI U «YUET apXUBHOTO (OHAA»?

3. KakoBbl IOCTOMHCTBA M HENOCTATKM KaXKJOH W3 MpOrpaMM C TOUKU 3pPEHHUS
apXMBUCTA, UCIIOJIB3YIOLIETO UX AJIS OPraHU3aly aBTOMATU3UPOBAHHOTO yYE€Ta B apXUBeE?

4. Kaxkwue paszmensr JIucra porma Bam He ynanock cocTaBUTh B TaHHOM pEXUME?

Jluteparypa:

l'openexk T.H. Kowmmnbrotepuzanus MOCKOBCKMX apxuBOB: OT mnpoctoir B/ k
HMHTETPHUPOBAHHON HHpopManmoHHOH cucteme. 1986-2002 rr. // OteuecTBeHHBIe apXuBEL. 2002.
Ne 5. C. 20-26.

[TpakTuueckoe 3axanue 2-4 yaca.

[IporpamMmmMHOe obecrieueHue:

- MHTerpupoBaHHas aBTOMaTH3UPOBaHHAs cucTeMa «Y4eT apXuBHOTO GoHaa» (AO
NHCO®DT).

- PykoBoncTBO nosib3oBatens.

Paznarounslie MaTepuabl:

- mucT GoHxa,

- aKTBhI:

npueMa-tepeadu aed,

BBIJICJIEHUS JeTl Ha YHUUTOXEHHUE,

HAyYHO-TEXHHUUECKOW 00paboTKK (HOHIOB.

Hepez( HadaJioM paGOTLI BCIIOMHUTE:
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1. KaxkoBsl npaBuia 3amnoaHeHus jucta GoHaa?
2. Kakne BHBI aKTOB (DMKCHPYIOT W3MEHEHHS B COCTaBE JIOKYMCHTOB apxuBa M
JBIDKEHHE JTOKYMEHTOB?

1. Ortkpoiite nporpammy «Y AD» B pexume nonbzoatens (ITYCK ITPOT'PAMMBI-
YUET APXMBHOI'O ®OHJA-YYET APXUBHO-I'O ®OHJA). Cporo ¢ammmmio Ber,
KOHEYHO, He 3a0butn. Benute ee u maposib — «1» — B coorBercTByomue noyist. OOparure
BHUMaHne, yro pexuM AKT memoctynen. (IlompoOyii-te BBecTH cBemeHms o0 akte AKT-
HOBBIA AKT). [lna BBeneHHs CBEJACHUN 10 aKTy NMpHeMa-Tiepeiayr JOKYMEHTOB HEOOX0IUMO
CHaYaja co3/aTh M 3alIMTHTh NMAacHopT apxuBa. lIleIKHNTE MBIIBIO TTO MYHKTY TJIABHOTO MEHIO
BEJIEHUE ITACIIOPTOB, Beioeputre CO3AAHUE, menkuaute no JA. [Iporpamma monpocur
Bac monoxnath, HIOTOM 3aBEpHT, 4TO MAacHopT apxuBa co3naH. Ho Ber Hiuero ve Buaute. UToOHI
IIOCMOTPETh Ha pe3yiabTaT CBOMX TpyHoB, mienkHure no OK, BeiOepuTe B MYyHKTE MEHIO
BEJIEHUE ITACIIOPTOB noanyuaktr ITPOCMOTP. IllenxHute MO MKOHKE C KpacHOW JIymoi
Hu3y. IIponucraiite nosydeHHbI nacnopt (BKJIAIKK cBepXy). Bol yoeaurecs, 4To GOJIBIIMHCTBO
pa3zenoB IMyCThl, OAHAKO MIPOTpaMMa YEeCTHO ITOJICUNTalIa BBEICHHBIC BAMU JAaHHBIE W CBEJIa UX
BOEIMHO B pazzene 1

u pazgene 3.1.

Cnenyer 3amuTuth nacnopT oT ynanenus. Bwibepure BEJIEHWE ITACTOPTOB-
KOPPEKTHUPOBKA, menkaure mno MKOHKE ¢ rajouxkoi BHu3y. Ha Bompoc mporpammsl o
3amyre nacrnopra BbiOepute oTBeT «JA». YOeauTech B TOM, YTO HAaIpOTUB AAThl CO3IaHMSA
Bamero nacnopra nosunace kpacHas ormeTka «3AIAIIEH».

2. s Hayana paboThl ¢ akTaMu HEOOXOAMMO CHOBA IEPEHACTPOUTH IIPOrpaMMy B
pexnve AIJIMUHUCTPATOPA.

OTHbIHE, IOCJIE COXPAHEHHUS MaclopTa apXxrBa, BCe U3MEHEHMS B KOJHUYECTBE Jen (GoHIa
OCYLIECTBILIIOTCSA uepe3 MyHKT MeHto AKT.

[Tonymaiite, noyemy.

Ienkuute no myskry MeHoo BDBIXOJI. 3amycrture mporpamMMmy 3aHOBO B PEXKUME
AIIMUHUCTPATOPA (npuaercs 3aHOBO BBECTH HapoJib).

CHOBA IIEJIKHHUTE 110 MYHKTY Merio 110JIb30BATEJIb-HOBBIIM

[MOJIb3OBATEJIb. Beenute umst (3alIOMHHB €r'0), TAPOJb «2%, TOATBEPKACHHUE «25.

Temepr mpeacToutT camoe uHTepecHoe. Cieayer co3maTb HOBYKO pOIb  —
«HAYAJIbBHUK OTHEJIA YUETAy». st 3TOro INENKHHUTE IO KHOIKE «PEIAKTOp pPOJIeH»
(TearpanpHas Macka BHH3Y). Ha skpaHe MOsIBHTCS OKHO pedakTipoBaHms poeil. Il{enkHuTte mo
MUKTOTpamMMe

HOBASI POJIb (iucTodek BHHU3Y) MBIIIKOW, BIUIINTE B OKHO Ha3BaHUE POJIHU
«HAYAJIBHUK OTHAEJIA YYETA», OK. IlocraBbre ¢uaxku B noynsx AKT (mpocmotp,
nononHenue BJ1) u B npyrux nossix. [enkante no COXPAHUTD (muckera BHU3Y). [llenkauTte
no nuktorpamme BBIXOJl Bruzy. B okue ITOJIb3OBATEJIU, ¢ xoroporo Bwl Hauumnamm
paboty, B mosie POJIb BeIGepuTe HOBYIO poiib «HadansHHK OTHENa yUeTay.

[lenkHuTe 110 MUCKETE BHU3Y (COXpaHUTh) U 10 HKOHKe BBIXO/I.

Jlanee 3akpoiiTe IporpaMMy ¥ CHOBa 3aIlyCTHTE €€ IOA HFMEHeM U C IapoyieM
HAYAJIbBHUKA OTAEJIA YUETA B pexume MoJib30BaTes.

BriGepure mynkr menio AKT — HOBBIM AKT. Bosemure mucT (oHIa, BBEIHTE
nanuble w3 pazgena «JIBVDKEHUE JIOKYMEHTOB» 00 akrax mnpuema-niepenadyu e,
BBIZICTICHHS JIe7 HAa YHUYTOKEHHE, HAyIHOTEXHHUECKoi 00paboTkn ¢onnos. Halinnre B mmcte
¢donma pazgen «YUYET HEOITMCAHHBIX MATEPUAJIOBY, BBeaMTe AaHHBIE O TMOCTYIUICHUN
MaTepuanoB pocceinu. HalinuTe naty nepBoro mocTyIUIeHUs pocchlld. Beeaure B MeHIo
HOBBI AKT momep donma, nary akra (mepsas rpaga — paTa NEPBOTO MOCTYILICHHS
pOCCHITIH), BEIOEpUTE THIT aKTa —IIpreMa-riepenadu. B mone «OTKyaa MOCTYIHIN JOKYMEHTBD»
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BBenuTe — OT (oHmooOpazoBarens. B mone MCTIOJIHUTEJIb 1 BBemute CBOIO (haMUIIHIO.
[enkHUTE 1O AUCKETE BHU3Y, YTOOBI COXPAHUTH 3aIUCh.

Hogrlit akT co3maH, HO HE 3apEerUCTPUPOBAH.

YToObI 3aMOJTHATH HIDKHIOKO YacTh aKTa O JIBKCHUH IOKYMEHTOB HE BBIXOJIS U3 PEXKUMa
AKT, menkaute mo mnyHkTy rinaBHoro wmeniro ®POHJ] — IIOCT. HEOIIMCAHHBIX
MATEPHAJIOB. Bsenute kpaiiHue naThl MOCTYNHBIIEH pPOCCHITA M KOJUYECTBO €IWHUI]
xpanenus (u3 mucta ponnaa). lllenxkuure nmo nuckere B3y (COXPAHUTD).

B nynkre mento AKT menknute no AKT — PETUCTPALIUAA

AKTA — JIA — OK. Tenepr akT 3aperucTpupoBaH, a CBEACHHUS O JBIKECHUH
JIOKYMEHTOB BHECEHBI B CHCTEMY.

TakuMm ke 00pa3oM 3aperucTpUpyHUTe IPYroe MOCTYIUIEHHUE POCCHIIH. AKT-HOBBII
AKT; ®OH-TIOCTYIUIEHUE HEOIIucannsix ; AKT-PETUCTPAILIUS AKTA.

BEIOBITHE pOCCHINTM BCIEACTBHE COCTABJICHMS OIMCEH Ha Jella PEerHcTpupyeTcs Ooiee
cnoxuo. AKT-HOBBIN AKT. B none TUII AKTA — Bribepute AKT OITMCAHUSL.

Hanee, He BbIXOAsM m3 pexmma AKT, Beioepute mynkr POHJ] B rimaBHOM MeHIO,
noanyHkT — BBIBBITUE HEOITMCAHHBIX MATEPHAJIOB, BBeauTe mo JUCTY (oHIA
KOJIMYECTBO M JAATHI BEIOBIBIIEH POCCHINH, T.€. BCIO pocchInb. CoxpaHuTe (IUCKeTa BHU3Y).

Boioepute nmynkr menro OIIHMCb, xotopslii cranm aktuBHbIM, a B HeM — HOBAS
OIIMCb. Beeaute no mucTy (poHAA HOMEP ONMCH, BBEAWTE HA3BAHHUE OINCH, KpalfHHWE OaThl
MaTepHajoB, KOJIMYECTBO €IUHUI] XpaHEeHUs. BriianTe U3 pexuma ONUCH Yepe3 ABEpb BHU3Y
(ukoHKa), COXpaHUB M3MEHEHHs, coxpaHuTe n3MeHeHns B pexnme AKT, 3apeructpupyiite AKT
(AKT — PETUCTPALIA AKTA).

Pa3penaBmick ¢ ydeToM pocchImd, o(opMHTE BCe aKThl HAa MOCTYIIEHHE OIMCAHHBIX
MatepuaioB. s atoro Bo3pmuTe cBefeHus u3 aucta ponma — pazaen « YUHET OIIMCAHHbBIX
MATEPUAJIOB». Eciu Bbl eme He noraganuch, Kak CO3JAa€TCs akT IOCTYIUIEHHS OIIUCH,
neiictByiite Tak: AKT — HOBBIM AKT, BBoj HOMepa (OH/Ia, 1aThl akTa (BCE Ta e IepBast
rpada), THUII akta — mpuema-niepenauu. Coxpasure.

Hanee, He BeIx0oas u3 myHKTa MeHIO AKT, BEIOEpHTE MyHKT MCHIO. .

npasmibsHo, OITICh — HOBAS OIIMCb. Beeaute cBepeHus 0 HOBOH omucu (Kpome
MIEPBOM, IaHHBIE O KOTOPO# BHI yke BBeln). Co XpaHUTE. 3aperucTpupynTe axT.

Teneps 3anoBo coctaBeTe JINCT ®OHJA (BEAEHUE YYET-

HBIX JOKYMEHTOB — JIUCT ¢onna-BbIBPATH ®OH/I). [To-

YyBCTBYHTE Pa3HUIy — B JaHHOM Clly4ae 3alloJHeHBbI pasaen 3 u 4

ymcTa (OHMA O JBIKEHIH HEONTMCAHHBIX U OTIMCAHHBIX IOKYMEHTOB.

Coznaiite CBEAEHWA Ob U3MEHEHUAX B COCTABE JOKYMEHTOB ®OHJIA;
MOCMOTPHTE, KaKUe H3MEHEHHS B 00beMe (POoHIa MPOU3OIILTH.

JlomonHuTe 3aKIII0YEHUE, CACTaHHOE Ha TIOCICAHEM 3aHATHH.

KontponbHbie BOPOCHT:

1. KakoBa mocne1oBaTeIbHOCTh BHECEHUS] U3MEHEHUH B yUETHbIE
JIlaHHBIE MIOCJIe COXpaHeHHs nacrnopTa apxusa? Yem BbI3BaHa 3Ta
10CJIEJ0BATENBLHOCTD?

JIuteparypa:

l'openexk T.H. KommbloTepuszanusi MOCKOBCKHX apXwBOB: OT 1mpoctoir Bl k
MHTETpHUpOBaHHON HH(opMarmoHHoH cucteme. 1986-2002 rr. / T.H. I'operex // OTedecTBeHHEIE
apxuBbl. — 2002. —Ne 5. — C. 20-26.

Tema 5. UH(pOpMaIIMOHHO-TIOMCKOBBIE (D)YHKIIMN ITPOrPAMMEI
«ApxuBHBI (oHIY. 4 Haca.
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Lens paboOTBI: OCBOGHHE CTYACHTaMH  HH()OPMALKMOHHO-TIOMCKOBOIO  MOJIYIIS
o0nIeoTpaciaeBoil mporpaMMbl «ApXUBHBIN (GOHI» W CO3MaHHE MYTEBOAUTENS 1O (HOHIAM
apxuBa.

B pesynbrate paboThl CTYACHT IOJDKEH 3HATh: OCHOBBI MH()OPMAIIMOHHOTO TOWCKA B
AMUIIC (KOHTEKCTHOTO MOKCKA, IIOMCKA MO KITI0YEBOMY CJIOBY, 1O KJIACCH(YUKATOPY).

B pesynbrate paboOTHI CTYEHT TOJDKEH YMETH!

1. BBOJWTH JaHHble B bJl mporpammbl «ApxXWBHBIA (DOHI» W3 IYTEBOJUTENS WU
ormceit, GOPMHUPYS SITEKTPOHHBIH IyTEBOIUTEIE;

2. PEAaKTHPOBATh KIACCU(PHUKATOP MPOTrPaMMbl K APXUBHBIH (HOHIY;

3. OCYIIECTBIATh MOWUCK HH(MOPMAIMM BO BCEX PEXHUMAaxX, IPETyCMOTPEHHBIX
nynkroMm meHto ®UJIBTP;

4. (hopMHpOBaTH OTYETHI.

ITporpamMHOe obecrieueHue:

[porpamma «APXMBHBIM ®OHJ]» 2.0 for Windows (®enepanbHas apxuBHas
ciryx0a).

Pa3natounble MaTepuabl:

Ommcs ¢(oHma, myreBoanTedbs MO (GoHIaM apxmBa, «CxeMa eJUHON KJIaCCH(PHUKAIINN
JOKYMEHTHOH MH(OpManuy B CHCTEMaTHYECKHX KaTajorax rocyaapcrBeHHbIx apxuBos CCCPy
(coBeTckuit mepron).

IIpaxktudeckoe 3aganue. 4 yaca.

- Ilepen HauanoM pabOTHI BCIOMHUTE:!

- OcHOBHBIC HH(POPMAIMOHHO-TIONCKOBEIE CIIPABOYHHUKHI apXHBA.

- Mecto B cucteme HCA myteBoauTeIs MO apXuBY, COCTaB XapaKTEPHCTUKH (HOHIA
B IIyTEBOAMTEIIE.

- MeTtonuKy onucaHus JOKyMEHTOB B ITyTEBOJUTEINE.

- Hasnagenme u cTpykrypy «CXeMBl €IMHOW KIacCH(UKanMH JTOKYMEHTHOU
nH(OpMAINK B CHCTEMAaTHIECKUX KaTallorax rocyapcTBeHHbIX apxuBoB CCCPy.

1. 3arpysure nporpammy «ApxusHbIi pormy». [IYCK-TIPO-

I'PAMMBbI-APXUBHBI ®OH/I-APXUBHbI ®OH/I. Beeaute napons «2». O6bdHO
JUIL CO3JaHUS DJICKTPOHHOTO IYTEBOJUTEINST HCIIONB3YeTCSl TPAJUIUOHHBIA ITyTCBOIHUTEIb.
Bo3pmuTe TpagUIUOHHBIA IYTEBOAUTENh IO apXuBy. Bribepure HHIMBHAYAIbHYIO
XapakTepucTHKy (oHma. Beenure cBeneHus o BeIOpaHHOM (oHIE B 0a3ly maHHBIX. BBemute B
paznen «®OHJI» nmouckoBbie AaHHbIe O GoHIe (Ha3BaHHE, HOMEp (DOHMA, KOJUYECTBO €IUHUIL
XpaHEHHs1, HCTOPHUYECKYIO CIIPAaBKY, aHHOTAIMIO U 1. ).

st aTOr0 MmIEIKHUTE MBIIIBIO 10 MyHKTY @®OH/I rmaBHOTO MEHIO.

IMostBUTCS cnmcok (oHIOB, BBeACHHBIX paHee. [llenkaure mo ENTER.

enkuute mo nyHkTy HwkHero meHo JJOBABUTD. Beenure nomep ¢onma (ENTER,
TIPUHSATH), IOJHOE W COKPAIlEHHOE Ha3BaHKe (hOH/A,

ucropudeckud nepuoj (1-coBerckuii, 0-ZOPEBOJIOLMUOHHBIN), TUI (OHIA, AATHI
nokymenToB. lllenxkanre COXPAHUTD, CJ'[EI[YHII/II\/'I

OKPAH. Bce 3t onepanuu Bam yxe 3HaKOMBI 110 BBITTOJIHEHUIO 3a1aHus Ne 1.

2. Menkuute no nyHkry HuwkHero MeHio PEJJAKTHMPOBATD. K stomy myHKTY
creiyeT o0paIaTees KaxIblil pa3 Iocie COXpaHEeH!s! JaHHbIX.

Beemante 0o0BeM emmHMI XpaHeHWs B coorBercTByromiee moine. COXPAHUTb —
CJIEYIOILMNI DKPAH.

Beeante MICTOPUYECKYIO CITPABKY u AHHOTALIMIO B cooTBeTCTBYyIOMIEE MTOTIE.
Hns osroro Hamo 1menkHyte 1o PEJAKTHUPO- BATbH B HmwKHeM MeHIO, 3aTeM
HNCTOPUYECKAS CITPABKA, PE-
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JAKTHUPOBATD, BBecT TEKCT HUCTOPUYECKOM CIPABKU U3 MyTEBOJAUTENS, LEIKHYTh 110
COXPAHUTDH — CJIIEAYIOUINU 5KPAH.
Beemure xmroueBbie cimoBa B mons  IIEPCOHAJIMM, T'EOI'PAD®U-YECKHE

CBEJIEHUS, TEMATUKA. Ilepconammn — Qamunnn; reorpaduueckue CBEICHHAT —
reorpaduyecKkue Ha3BaHUS, YIIOMUHAEMbIE
B aHHOTanUM (OHIA; TeMaTHKa — KIIOYEBBIC CIIOBA, IIEPENAIOIINE COJACpIKaHUE

JIOKYMEHTOB. BHIBI TOKYMEHTOB HE SIBIISIIOTCS KJIIOUEBBIMHU clloBaMHU. Kax10e KIII0YeBOe CIOBO
BBOJHTCS B OTJCIBHYIO CTPOUYKY, ITOCIE BBOJa ciiexyeT Haxarh F4. Jlyisg BEIXoma M3 pekuMa
BBOJIa KJIFOUEBBIX CJIOB clieayeT Haxarh ESC.

3. B Tom cmydae, eciii XapakTepHUCTHKH (pOHIA HET B TPAIUIIMOHHOM ITyTEBOHUTEIC
(momyctuMm, OH ycTapeis), IUIl BBOJA JAHHBIX HCHOJB3yeTcs omuch (onma. Bospmure omnmch
¢ouna. Haunute Bce cHavyana. Boitnmute B pazgen ®OH/,. [lenkaute mo JJOBABUTD. Beenure
HOMep HoBoro ¢onpma. Beemure B pasmen ®OHJ] nocnenHee Ha3zBanue (oHIa, a pasjeln
INEPEMUMEHOBAHUS mepBele Ha3BaHms (oHAa (cM. 00OpPOT THUTYIBHOTO JIMCTa OIIHCH).
Kaxnoe neperMeHoBaHNe BBOAUTCS OTAEIBHO, C 1aTaMu.

4. Bepuurecs B paznen ®OH/I. Beeaure ncTOpuUecKyro CipaBKy (CM. IPEIUCIOBUE
k omucu), AHHOTAIIMIO (cM. cobOcTBeHHO omuch), kiroueBble cioBa — TEMATUKY,
IT'EOI'PA®UIO, UMEHA (cM. yka3zaTenu K ONHCH). AHHOTaIlMI0 HEOOXOIUMO COCTaBHThH Ha
ocHoBe ommcr. Kax 06br4n0, Haxxumaiite CJIEYIOIUN SDKPAH, moxa He Haiizere HYXHBIC
TOJISL.

5. Bb3oBuTe mpenonaBaTtens W B €r0  INPUCYTCTBUM OCYLIECTBUTE IIOHMCK
uapopmarn. Boiinure B myHKT BepxHero meHio OUJILTP.

Ocy1ecTBUTE OUCK 110 BBEACHHBIM Bamu:

- MepEeMMEHOBAHUSIM;

- KJIFOUEBBIM CJIOBAM;

- TEKCTY HCTOPHUYECKOHN CIIPaBKH WIIM aHHOTAIIHH.

Ecnu Bbl He MOMHHUTE BBEIEHHBIX Bamu KITIOYEBBIX CJIOB, HICIKHUTE MO IMYHKTY MEHIO
CIIMCOK cmpasa.

6. Otkpoiite myakt Menro OTYUETBl w mpocMmorpute Heckoibko —(aiinos,
00s13aTeNIbHO 3arpy3UTe MYTEBOAUTENb (LICTKHUTE MO pa3ieiaM OTJIaBJICHHUS) U yKa3aTeldd K
Hemy. 3akpoiite APXUBHBIN ®OH]JI (PA3JIEJIBI-BBIXO/T).

7. Orkpoiite mporpammy APXMBHBIM @®OHJ[ B pekuMe aIMHHHCTpaTopa
(BBenute mapoinb «3»). Otkpoite nmyHKT MeH0 PYBPUKTOP. Ienkuure no JJOBABUTD.
Beenute pyopuky 6. (I'ocynapcTBeHHBIE yupexaeHHs coBeTckoro nepuoaa). Haxxmure CTRL-
N. Beeaure moapasienst 6.1-6.9, ucrnons3ys coorBerctByfomuii pasaen CXEMbI EJJMHOM
KITACCUDOUKALIN. 3amenutre OyKBEHHO-IIM(PPOBBIE HMHIAEKCH HAa COOTBETCTBYIOLIHUE
mUQpoBbIe. 3aKPOUTE MPOTPAMMY.

8. 3amycTuTe NporpaMMy B PeKUME PeaakTopa (Mapoiib «2»).

Haiinute B cincke GoHmoB BBeneHHbie Bamu ¢ouzpl. [IpoctaBbTe pyopuky. CoxpaHuTe.

9. IMometpTe K yHHYTOXEHHIO (oHI Moxaiickoro YUKA (BAIIUMCH-YIAJIUTh-
JA). ITokaxkure pe3ynbTaThl paboThI MPEINOIABATEIIO.

10. VYHunutoxbre 3anuch o Moxailickom YUKE. 3axpoiite A®. 3arpy3ure A® B
pexxumMe agMuHUCTpaTopa (mapoib «3»). Henkaure no CXKATUE B-JA-ENTER.

11. Y6enureck, yTo 3anuck yHuuTokeHa. 3akpoiire AD (BbIXO/).
12. 3arpysure A B pexxnme pepakTopa (maposs «2»). [IpocmoTpute cnmcok (poHIOB
(pazgen ®OH/I) u yoeaurech, uto porma Moxkaiickoro YUKA B HeM HeT.

KOHTpOJ’ILHHe BOIIPOCHI:

1. Ha xaxom ypoBHe ocymecTsiseTcs onucanue nHpopmannu B AUIIC mporpaMMsr
«ApxuBHbI# QoHIY, Bepcus 27
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2. Kakue BO3MOXHOCTH 15l TOUCKA MH(POPMALIMK TPEIOCTABIISIET 3Ta MporpamMmma’?
3. B 4eM TOCTOMHCTBA U HEJOCTATKH MPOTPAMMBI KaK MOMCKOBOW CHCTEMBI?

JIuteparypa:

Kucener N.H. MudopmanmonHas cucrema apxuBa — Mojeib ¥ BormiomeHue / W.H.
Kucenes // OtegectBeHnsIe apxuBbl. — 1997. —Ne 6. — C. 28-33.

Jlapuna B.I'. EnuHblil KiaccupukaTop JOKYMEHTHOW HMH(OpPMALMM — Ba)KHEHIIHI
aneMeHT uHpopMaTuzanuu apxuBHoi otpaciu / B.I'. Jlapuna // OTedecTBeHHBIE apXUBBL. —

2002. — Ne 1. — C. 8-14.

Tewma 6. [TyreBomurens no PITAJIN. 4 yaca.

Ilenms paGoTh: W3ydeHHE METOAWKHM IoWCKa WH(popMmamuu B apxuBHoii AUIIC Ha
npumepe myreBoautens no PIAJIN.

B pesynbrate pabOTHI CTYIEHT HOJDKCH 3HATH!

- Ha3HAYCHHE U COCTaB MH(POPMAIMOHHOTO MaccuBa myteBoautens mo PIAJIN na
CD-ROM.

B pesynbraTe paboThl CTyIEHT AOIKEH YMETh:

- OcCyIIecTBIATE ITOUCK BO BCEX BOSMOXHBIX PEXKHUMAX, a TAKKe

KOITMPOBAaTh HAWJEHHYIO WHpOpMaIio 10 myTeBoauTemo o PI'AJIN.

IIporpamMMHBI€e CpencTBa:

- 3MeKTPOHHBIH myTeBoauTeNb 0 PTAJIN. CD-ROM.

IIpaktuueckoe 3aganue Ne 5. 4 gaca.

Ilepen Hauanom paGOThl BCHOMHHUTE:

1. PasHOBHIHOCTH ITyTEeBOIUTENEH.

2. CTpyKTypy NOCTPOEHHUS MTyTEBOAUTENS.

3. BcenomoraTenbHblil cClIpaBOYHBIM annapar K MyTeBOAUTEIIO.

4. 3amyck nporpammsl. [ MHCTAULILIMU OPOTpaMMbl B OKHe «Moli KOMIIBIOTEP»

obparutrecy k mucky H: (Guest). Ha nucke Haiimute manmky ~D-ROJVb, orkpoiite manky
Rgali/EXE.

Ecnu nporpaMMa yxe yCTaHOBJIEHA, IPOCTO 3AILyCTUTE €€ JIBOMHBIM ILEITYKOM 10 UKOHKE
RGALI unu ITYCK — ITPOTPAMMBI —PI'AJIM — Apxus PI'AJIM. PaccMoTpure riaaBHoe
MeHIo. Boifnure B myHkT MeHto Help — About. IlepenummTe B TeTpaaps BeIXoAHEIE 1aHHEIE CD-
ROM. YT00bI BepHYThCS B I'JIaBHOE MEHIO, IIEIKHUTE B JIIOOOM MECTE€ OKHA C BBIXOJHBIMH
JTAHHBIMH.

2. Touck npopmManyu 1o pazaenam MyTeBOIUTENS.

2.1. VYcranoure coaBropa B.A. KapepuHa mno cueHapuio kuHO- ¢uibMa «J/IBa
KaIruTaHay.

JIBoitHbIM 1mIemukoM Mbliiu Boiaute B paznen «J IMYHBIE ®OHbI» cripaga.

B okne «ITOMCK» (cnpaBa) Habepure dhamumuio «Kaepuny. LllenkauTe 1o KapTouke ¢
(damunmerd mucarens clieBa. Beimuiuure HOMEp, XPOHOJOTHYECKHE T'paHUIlbl 1 00beM (oHIa,
(hammTiio coaBTopa B TETpaab. Takke yKaXKHUTE dJIEMEHT HHPOPMAIIUHU, KOTOPBIH JOJKECH OBITh,

HO OTCYTCTBYET B JaHHOW XapakTepuctuke GoHaa B myreBoauTesne. UYToObl BEpHYTHCS B
ocHOBHOE MeHI0, HakmuTe ESC.

2.2. Bemumute B TeTpaab Bce Gouasl PI'AJIN, koTopblie coaepkaT HHPOPMAIHIO 1O
uctoprud MXAT (ux HOMepa, XpOHOJIOTHIECKHE TPAHHIIEI, 00BEM).

Jliisa atoro:

Haunure c pasmena «TEATPBI, XOPBI», menkHyB MbIMIbI0 110 Ha3BaHUIO pasneia.
[Iponucraiite kKapTOTeKy clieBa ¢ TOMOIIL kiaBumictpenouek: Page Up, Page Down. s
MPOCMOTpPa KAPTOUKH CIIEAYET
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LIETIKHYTh MBIIIBIO [0 HAANMKUCH Ha HEl, I BO3BpAIeHUs! B KapTOTeKy — Haxats ESC.
BeInumimTe nepcoHainy aKTepoB M PEKUCCEPOB TeaTpa, yIIOMUHACMbIC B aHHOTAIMAX (QoHIa.

BepHutech B OCHOBHOE MEHIO. AHAJIOTUYHO MPOCMOTPUTE pa3ieit

«Konneknun u coOpanus». BeIMUOiMTe CBEACHUS O KOJUICKIMSX, KOTOPBIE COJIEpIKAT
JIOKYMEHTHI 1o uctopun MXAT.

BrinumunTe nmepcoHasnyu akTepoB M PEXHCCEPOB TeaTpa, YIOMHUHAEMble B aHHOTAIMAX
donna.

BepHutech B 0CHOBHOE MEHIO. AHAJIOTHYHO MPOCMOTPUTE pa3Jiel

«JIMYHDBIE ®OHIbI», nabupas B okae «I[IOMCK» cripaBa pamuinmnu

BeIMCaHHEIX Bamu nesreneit MXAT. Beimummre cBefeHus 00 MMEIOIIUXCS JTMYHBIX
dhonmax.

1) CaMOCTOATENbHO, IYTENIECTBYSl 10 pa3lgeiaM IyTeBOAUTENs, Haiiqure |
BBIMIUIINTE — HOMEpa U Ha3BaHUs (DOH/IOB:

1. JIMTEPATYPHBIX MY3€€EB;

2. JKYPHAJIOB, MOCBSIICHHBIX H300pa3uTeIbHOMY HCKYCCTBY;

3. xopeorpaduueckux y4eOHbIX 3aBe/ICHHUI.

2) TTouck o HOMepy (oHTa.

lenkuuTe Mo m300paxeHuto croia ciea Bau3y (Card index by fond number).

YcranoBure komuyectBo GoHAoB PIAJIM, BKIIOUEHHBIX B IyTEBOAMTENb. s ATOTO
HPHUIETCS MPOIIICTATh BCIO KAPTOTEKY. YKaKUTE

HOMEp U Ha3BaHUe nociaegHero GoxHaa.

Haiinute u ykaknTe Ha3BaHHS, XPOHOJIOTHUECKHE I'paHUIEL, 00beM (GorImoB Ne 28, 156,
234, 1038. Ins atoro B okHe «Ilouck» cripaBa

BBeauTe HOMEp (oHna n Haxkmure ENTER.

3) IMouck no andasuty Ha3BaHUN (OHIOB.

Brrsacaute, cxonsko GornoB CtpaBuHCKHX nMeetcs B PTAJINL.

JIJ1s1 3TOTO IIENKHUTE IO SIIHUKY ¢ OyKBO# «C» B BEpXHEM JICBOM

yriry. Habepure B rpade «Ilouck» «CTpaBHHCKHID.

TeM jxe cHOCOOOM YCTaHOBHUTE M BBIHMIIMTE HOMEPAa M XPOHOJOTHYECKHE TPAHHIIBI
(dhonmoB:

- xommosntopa J1.b. Kabanesckoro;

- pexuccepa A.S. Taupona;

- KypHaia «Kpokoaum — yKakuTe, ¢ KaKoro Tojla H31aeTcs;

- T'ocynapctBennoil TpeTbsikoBCKOM ranepeu.

4) ITorck 1O TEKCTy aHHOTAIIUH.

Haiigure Bce ol komnozuropos B PT'AJIN.

llenkHuTe MO CTONY ¢ JTaMIIOH BHU3Y ciipaBa. B okHe «Ilomck» BHH3Y crpaBa BBeIUTE
Kio4yeBoe cioBo «Kommosutop». B BepxHem Menro menkaure mo Action-Search-Start. Ilo
3aBepiIeHHN moucka meakauTe «OKy». CoxpaHnTe MOITydeHHBIH CITHCOK HAlIeHHBIX (OHIOB Ha
JKECTKOM AMcKe. JIs 5TOro INeJKHMTE 10 MyHKTaM BepxHero MeHro Action-Search-Save search
result to file. B umenundaiina ykaxure Banry pamusuio, Hanpumep, ivanov.srf. lleaxante «OK».
IIpocMoTpuTe monydeHHbINH CIUCOK. J{JIst 7TOTO CBEpHUTE

nporpammy PGALI, Haiizure B okHe «Moit kommbroTepy» u oTkpoiite dain C:/Program
FilessRGALI/Sresults/ivanov.srf. Illenkuure mo ero HasBamuwo. Eciu Windows copocur, ¢
MIOMOIIBIO KaKoH IpOTpaMMBI OTKPHITH (aifn, Beibepure WordPad, «OK». IIpocmotpure
MOJTY4EHHBIH CITUCOK.

CHoBa pa3BepHuTe OKHO mporpammbl Rgali. Ilepenummre B TeTpans (aMuinu

KOMITIO3UTOPOB, (I)OHI[I)I KOTOPBIX XPAHATCA B apXuBE, IMOCICAOBATCIBHO IIpOCMaTrpuBasg C
TMOMOIIBIO HIC/TYKAa MBIIIBIO KaXXKIYI0 U3 HalACHHBIX KapTO4cCK.
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5) Tewm xe criocoOoMm (cM. 1. 4) onpeienTe U 3alHIIUTE B TETPAb:

- aBTOpa KUHOCIeHapus K/ «KOTOBCKHit»,

- aBTOPOB MY3BIKaJbHBIX paboT mo npomusseneHuto Jl. baiipona «3emis u HeGo»,

- apTUCTOB, WCHOJHABIIMX TapTuu B Oanere I1.M. YaiikoBckoro «Jlebemunoe
03epo».

CocraBpTe apxXMBHYIO CIpaBKy (OTBET Ha 3alpoc) <«HOKYMEHTHI O IIOCTAaHOBKAX
«Cuerypoukn» OctpoBckoro». TekcT apXUBHOH crnpaBku (opMynHupyeTcs NpUMEpHO Tak: «B
OTBET Ha Balll 3alpoc coodImaeM, 9To B PoccHiickoM TocyJapcTBEHHOM apXWBe JUTEPaTyphl U
MCKYCCTBA IO TEME ... BHISIBIICHBI CIIEAYIOIINE JOKYMEHTHI:

1. (xapakTepuCcTHKa JOKYMEHTOB, CChUIKA Ha Ne (oHIa);

2. (XapakTepucTHKa JOKYMEHTOB, cChUlka Ha No (hoHa).

IMoamuce nupexTopa. lata.»

JeticTByiiTe TeM ke criocoboM (cMm. 1. 5).

6) 3anuumnTe KOpoTKOe 3aKioueHue o myreBoautene no PITAJIN:

- HOJIHOTA OUCKOBOI HH(pOpMaLuH, MOJPOOHOCTh XapaKTEPUCTHK (HOH/A;

- TIOMCKOBBIE BO3MOXKHOCTH (OBICTPOTA M yJOOCTBO ITOHCKA);

- BO3MOKHOCTH IKCIIOPTa HH(POpMAIUH (COXpaHESHHS Ha JIUCKE,

pacrevaTky, KOHBEpTHPOBAHHUS);

- JU3aiH.

Craiire TeTpaab IPENOJABATEINLO.

KoHTpobHBIE BOIIPOCHL:

1. KakoBa MeToauka moucka MHGOpMalMU IO 3JIEKTPOHHOMY IYTEBOIUTENIO IO
PTAJIN?

2. B uem 1ocTOMHCTBA M HEIOCTATKU AJIEKTPOHHOTO ImyTeBoauTens mo PITAJIN?

3. B deM cX0AcTBO W pa3nuuue ANIEKTPOHHOTO MYTEBOIMTENS, (POPMUPYEMOTO C

NOMOIIbIO TporpaMMbl AD, 1 351eKTpOHHOTrO ITyTeBoauTens no PIAJIN?

Jlurepartypa:

Jlapuna B.I'. Cuctema HCA rocymapcTBeHHBIX apXHBOB KaK OCHOBa (hDOPMHpPOBAHHS
obnrero apxuBHO-UH(pOpMaIMoHHOTo npocTpanctBa / B.I'. Jlapuna // OTedecTBEHHBIE apXUBBI.
2002. — Ne 3. —C. 14.

9.2. MeToanyeckne peKoMeHIANMH M0 MOATO0TOBKE MICBMEHHBIX padoT

IMucemenHas KoHTponbHas padota (pedepar) mpeacraBiseT coO0il pe3ynbTaT U3ydeHHs
WCTOYHUKOB W JIUTEPATYPHl MO OJHOW W3 MpobieM WH(OpMATHU3AIUH apXUBHOTO Jeia. TeMbl
KOHTPOJIBHBIX paboT chopMynHpOBaHBl TakuM OOpa3oM, UYTO HEOOXOAMMO U3yUCHUE
HOPMATUBHBIX ¥ METOJNYCCKAX MATEPHAIIOB, JUTEPATYPhI, OTPAXKAIOMICH OIMBIT pabOThl OJTHOTO
WJIN HECKOJIBKUX apXMBHBIX YUpexaeHuil. PaboTa 10oJbKHA COCTOSTH U3 BBEACHHS, TEMATHUECKIX
pa3nesnoB, 3aKIIOYSHHs, CIHCKAa HCIOJIb30BaHHBIX HCTOYHWKOB W JIMTEpaTyphl. Bo BBeneHHn
pacKkphIBaeTCs aKTYaJIbHOCTh NPOOIEeMBI, ONPEAEIISAIOTCS Lelb U 3a1aun paboThl, TAaeTcs aHAIU3
WUCTOYHUKOB W JIUTEPATyphl, OOOCHOBBIBACTCS CTPYKTypa paboTel. B oCHOBHON wHacTw,
pa3fereHHONW Ha TeMaTW4eCKue pas3zienbl, u3iaraercs (akTHYecKHid MaTepuall, ONUCBHIBAETCS
OTIBIT KOHKPETHBIX apXUBOB. Bce QakTudeckne CBEICHUS COMPOBOXKIAIOTCS CCHUTKaMH. B
3aKJIFOUEHUH U3J1araloTCcsl BBIBOJIBI O COBPEMEHHOM YPOBHE Pa3BUTHUS TOM WM MHOM TEXHOJIOTHH,
0 TIPEUMYIIECTBE METOJOB WH(POPMATH3AIUU WM MPOTPAMMHBIX MPOAYKTOB, UCIIOJIB3YEMbIX
ciyxx6amu JIOY u apxuBa u. K padote 06s13aTenbpHO cocTaBisieTcs CIMCOK HCIO0Ib30BAaHHbIX

WCTOYHUKOB: JIUTEPATYPHBIX, HHTEPHET-PECYPCOB U MPOTPAMMHBIX MPOIYKTOB.

Henonyctumo npenocTaBieHne B Ka4eCcTBe KOHTPOJIbHOM paboThl KOHCIIEKTa CTaTbU WIIN
KOTIMM HOPMATHUBHBIX JOKYMEHTOB enepanbHONH apXWBHOM CIYXKObI, pa3MEIeHHBIX B
Wnrepnere.
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Tems! 17, 27-30, nocBsIIeHHbIE U3YYSHHUIO KaKOTO JUO0 HaNpaBIeHUs

nadopmarmzanmn  JIOY w apxmBa (yder, KommuiekroBanwme, HCA wu 1p.),
paccMaTpUBAIOTCS Ha OCHOBE CPABHEHHUS OIBITa HECKOIBKHX OPTaHM3allMi WM apXuUBOB B
JaHHOH oOylacTH. BHMMaTenbHO M3ydnTe PEeKOMEHIOBAHHYIO JIUTEPaTypy K JaHHBIM TeMaM B
CIIMCKE UCTOYHUKOB U Jneparypsl PI1JI.

IMoomtpsiercst HarMcaHWe KOHTPOJIBHBIX PaboT, TOCBSIIIEHHBIX

aHaJM3y OMBITA aBTOMaTH3alMu clay:kObl JJOY wmiam apxuBa Ha IMpuUMepe KOHKPETHOTO
yupexxaeHus apxusa (temst 17, 23, 26, 37).

B nannoMm ciyuae umeercs B BuIy MHpopMaTusanus padotsl ciyxobl JJOY u apxuBa B
IleJIoM, a He OTJeNbHOe ee HampasieHue. IIpmMeHseMble 0a3bl JAaHHBIX IIeIeco00pa3HO
CHCTEMAaTHU3UPOBaTh B COOTBETCTBUM C OCHOBHBIMM HAIPaBICHUSMU pabOThl — HampuMep, B
00J1acTH KOHTPOJIS MCIIOJHEHHUS JOKYMEHTOB, KaJIPOBOTO JETIOIPON3BOACTBA, KOMIUICKTOBAHHS
u OLJI, yusera, HCA, ucnonp3oBaHus, ympaBleHHs apXuBOM. sl Ka’kAOTO MPOrpaMMHOIO
IPOAYKTa >KeJaTesbHO ykas3aTh oyt b/l u oruersl, CYB/] unu s3bIK NporpaMMHUpPOBaHMs, B
koTopoM paspaborana BJI. LlemecooOpa3HO OXapaKTepu3oBaTh KaxIylo 0a3y NaHHBIX Ha
KapTOYKe, 3aTeM KapTOYKH CHCTEMATH3HPOBATh UX IO HAMPaBICHUSIM pabOTHl M NPHUCTYIHUTH K
HAIMUCaHHIO PabOTHL

Hauate cinemyer co cmmcka IuTepaTypbl K Iporpamme, rae Bel Halinere crathi,
nocBsileHHble aBToMatu3auuy JJOY uam apxuBa KOHKPETHOTO yupexkaeHusa. Ho 3To He 3Ha4uT,
YTO MOXKHO OTPAaHHYHUTHCS KOHCIIEKTOM OIHOH CTAaThH TaKoro poxa. B pabore mMOKHBI OBITH
UCTIONIb30BaHbl ~ METOJAMYECKHE Pa3paboTKM M OMNHCAaHMA TMPOrPaMMHBIX  MPOTYKTOB,
UCTIONB3YeMBIX B apxuBe. ONTUMANBHBIA BapHaHT — O3KCKypCHS B OTJEN aBTOMATH3AIHU
JAHHOTO apXWBa, KOTOPYI0O MOXKHO COBMECTUTH C MOCEHIEHHEM YHTAJIbHOTO 3ajJa BO BpeMs
paboTHI Hax KypCOBOH HITH TUIDIOMHON paboToil. Ecnm 3T0 HE ymanoch ocymecTBHTh, MOCETUTE
CHU® OLUHTU BHUNOA/L (yn. [Ipodcoroznas, 72) wnm ero caiit. B kaproteke nmpocMoTpute
COOTBECTBYIOIIME TeMe pa3jfensl (mampmmep, 3.2.6.122. —  aBTOMaTH3UpPOBAHHEIC
nH(OpMaIOHHBIE cUCTEMBI U 3.2.6.12 — MeXaHM3aIMsl ¥ aBTOMATH3aLus TOUCKa HHOpMAIIH
B apXUBAX), U3yIUTE ONMUCAHHS IPOTPaMM U PyKOBOJCTBA ITOJIH30BATENS IIPOTPAMM, MATEPHAIIBI

koH(pepermuid. Kpome Toro, cBeneHns o0 apXUBHBIX 0a3ax JaHHBIX MMEIOTCS Ha caiite
«ApxuBsl  Poccum», B pasmenax «ba3el gaHHBIX» (Www.rusarchives.ru/bd/list.shtml),
«ApxuBHbBIC CcHpaBoYHHKM» (Www.rusarchives.ru/guide/index.shtmlj, «ApXUBHBIE TPOCKTHD»
(www.rusarchives.ru/projects/index.shtml). W3yumre caiit BeiOpanHOro apxua (CHOCKH Ha
apXWBHBIC CaWTHI CM. TaM JKe, B pa3zenax «(eaepaabHbIe apXUBbD», «PETHOHAIBHBIC apXUBBD»)
— BO3MOXHO, Ha HEM pa3MeleHa HH(OpMarms O MHPUMEHSIEMBIX aBTOMAaTU3UPOBAHHBIX
TEXHOJIOTHSIX.

Temsl pedeparos:

1. Mexanu3anuss W aBToMartu3anus apxuBHoro nena B 1970-80-e romet B CCCP:
TEXHHYECKOE, IporpaMMHOE, JIMHTBUCTHYECKOE obecrieyeHue, IIPUMEHECHUE
ABTOMATH3UPOBAHHBIX TEXHOJIOTHI B apPXHBHOM JIEIIC.

2. MexaHu3anusi ¥ aBToMaTh3anus apxuBHOro nenma B 1950-90-e roawl 3a pybekom (Ha
MpUMepe HECKOJIBKUX CTPaH).

3. [Ipobnembl aBTOMaTH3amWM apxuBHOTO Jnena 1950-80-x romax B OTeYeCTBEHHOM
apXMBOBEIUECKON HaYKE.

4. CoBpeMeHHasi HOpMAaTHBHO-TIpaBoBast 6a3a MH(YOPMaTH3AIMK apXUBHOTO jaena B Poccun.
5. Opranuzanus nHbopMaTH3alu apxuBHOTO nena B PO Ha denepanbHoM ypoBHe B 1990-
e — 2010 rogprl.

6. Hudopmatusanus AeTeIbHOCTH apXHBHOTO YUPEKICHHUS: OPTaHU3aIMs U TIPAKTHKA.

7. IlenTpHI-pa3paboTanKy IpOrpaMM JUI ApXHUBHOH OTPACIH.

8. ITpo6nembl HHGOPMATH3AIMU apXUBHOTO Jena Ha KoHrpeccax MCA u MeXIyHapOIHBIX

coBenIaHusax apxuBUcToB B 1950-2000-¢ rosl.
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9. Baeapenue MHG)OPMAIMOHHBIX TEXHOJOTHH B pabOTy apxuBa OopraHu3aluu (Ha IpUMeEpe
KOHKPETHOTO MUHHCTEPCTBA, BEIIOMCTBA, yupexnerus) B 1960-1990-e rozpr.

10. CoBpeMeHHbIE  MH(pOPMALMOHHO-KOMMYHUKAIIMOHHBIE ~ TEXHOJIOTHM B 00NacTH
KOMIUICKTOBaHHSI apXHBOB W OKCHEPTH3bl ICHHOCTH JOKYMEHTOB (CpaBHEHHE HECKOIBKUX
apXUBOB).

11.  CoBpemeHHbIe HHGOPMAIMOHHO-KOMMYHUKAIIIOHHBIE TEXHOJIOTHN TEXHOJIOTH B 00JIaCTH
ydera TOKYMEHTOB B apXuBe (CpaBHCHHE HECKOJBKUAX apXUBOB).

12. CoBpeMeHHbIE HH(POPMAIMOHHO-KOMMYHHKAITMOHHBIC TEXHOJIOTHH TEXHOJOTH B 00JacTH
co3maHuss MH(GOPMALMOHHO-TIOMCKOBBIX ~apXUBHBIX CIPABOYHHKOB (OMHCEH, KaTaJoros,
IIyTeBOJUTENEH, yKa3aTeael 1 Jp.) — BO3MOXKHO Ha IIPUMEPE OJHOTO apXHUBa WM HECKOJIBKUX
apXUBOB.

13. CoBpeMeHHBIE  MH(GOPMAINOHHO-KOMMYHUKAIIMOHHBIE ~ TEXHOJOTMH B  00JacTH
UCIIOJI30BaHMUs JOKYMEHTOB B apXuBe (CpaBHEHHE He-

CKOJIBKHX apXUBOB).

14. Co3nanue OaHKOB JAHHBIX HOPMATHBHOM M METOIMYECKOW TOKYMEHTALMH B apXHBHOM
Jene.

15. DneKkTpoHHBIC apXUBBI KaK YYPEKICHHUS, OCYIIECTBIISIOIINE JOJITOBPEMEHHOE XpaHCHHE
2JIEKTPOHHBIX TOKYMEHTOB, B HAILIEH CTpaHe U 3a PyOeKoM.

16. MexnyHapoHbIe CTaHIAPTHI ONHMCAHUS ApXUBHBIX JOKYMEHTOB B IOHCKOBBIX CHCTEMaxX B
1990-¢ u 2010-¢ rozprI.

17. Coznmanue 0a3 JaHHBIX TI0 apXHMBHBIM HCTOpPHYECKUM HcTOoyHMKaM B 2010-e rombl
(ucTopuueckas HHPOPMATHKA U APXHBEI).

18.  VubopmanroHHbIE TEXHOJIOTHH B ITyOJIMKAlMK JOKYMEHTOB B ApXHBaX.
19.  HadopmanuoHHBIE TEXHOJIOTHU B PECTaBPAIIUH HCTOPHIECKUX JOKYMEHTOB.
20.  XpaHeHHE ICKTPOHHBIX JOKYMEHTOB B OpPTaHM3allMM: HOPMAaTHBHAs M METOAMYECKas

Oa3za.
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Tpunoocenue 1
AHHOTAIUA TUCIIATTJINHBI

Huciuruinaa «MHQOPMALOHHBIE TEXHOJIOTHH B apXHBHOM JEJ€» pPEalU3yeTcss Ha
(hakynbTeTe apXUBOBEICHUS U JOKYMEHTOBEICHUS Kadeapoil apXHBOBEICHHUS.

Lenb IUCIMILUTUHBL - U3YYCHUE TEOPETUUCCKHUX IPOOIIEM U MPUKIIAIHBIX
aCTNeKTOB MH(QOpMATH3alMK apXUBHOTO JieNla, OCHOBHBIX HanpaBJICHUH  BHEJPEHHUS
HH(POPMAITMOHHBIX TEXHOJIOTHI B A€ATEILHOCTh apXHBA.

3amaun JUCIHUILINHEI:

1) W3yYeHHEe  OCHOBHBIX  TOHSTHI, HCIOJB3yEMBIX B  TPOIECCE  MPUMEHEHHsI
HH()OPMAIHOHHBIX TEXHOJIOTHII B apXHUBHOM JIEJIC;

2) H3yYeHHE MCTOPHU MEXaHHM3allMk M aBTOMATH3AIlMK apXMBHOTO Jielia B Halllell cTpaHe u
3a pyOexom;

3) M3yYeHHEe HOPMATHUBHO-TPABOBBIX OCHOB MPHUMEHEHHUsI HH(POPMAIIMOHHBIX TEXHOJIOTHII B
ApXUBHOM JIeTIe;

4) M3yYeHHE TEXHUYECKOTO U MPHUKIAIHOrO MPOrPaMMHOTO O00OECIEUEHHS], HCIIOIb3yYEMbIX

HIPH OPTaHHU3AIMHN 3JIEKTPOHHOTO
JOKYMEHTO000pOTa, MH()OPMALMOHHOM OOECIEUEHHH YIpPaBJICHHS, OPraHU3aliid apXUBHOTO
XpaHEHHS JOKYMEHTOB Ha TPaJUINOHHBIX U 3JeKTPOHHBIX HOCUTEIAX;
5) u3ydeHHe INPHHIMIOB BbIOOpA M OpraHM3alliM BHEIPEHHs M HUCIOJIb30BaHUS
TEXHUIECKOTO M IIPOTPAMMHOT0 00eCIIeUeHHS;
6) U3y4eHHEe WH(POPMAIMOHHBIX CHCTEM M OCHOBHBIX HH(OPMAIOHHBIX DECypcoB B
apXHUBHOM JIeTIc;
7) U3ydeHHe U aHalu3 CPEeACTB 3alMThl MHGOpPMAlMu B HHGOPMAIMOHHBIX CHCTEMaX,
UCTIONIB3YEMBIX B apXUBHOM JIEIe.

JluciunnHa HanpaBlieHa Ha GopMHUpOBaHHE CIEAYIOINX KOMIETEHIIUH:

OIIK-4. CmocobeH wucmonb3oBaTh 0a30BbIC 3HaHUS B 00nacTH MH(DOPMAIOHHO-
KOMMYHHKAITHOHHBIX TEXHOJIOTHI B cpepe cBoel MpohecCHOHANBHOM AeATeIbHOCTH

B pesynpraTe 0CBOCHHUS AUCIUILTHHBI 0OyJaroMuiics TODKEH:

3HaTh — OCHOBHBIE HH(pOpMAaNMOHHEIE OuOIHOrpaduyeckue  pecypcsl IO
JOKYMEHTOBEACHHUIO M apXHWBOBEICHHIO; THUIIOBOE IPOTPaMMHOE OOEecIeueHHe, NMPUMEHSeMOoe
Uil (GYHKIMOHUPOBAaHMSA  aBTOMATH3MPOBAHHOM  CHUCTEMBI IIEHTPAJIM30BAHHOTO  ydeTa
JOKyMEHTOB ApxuBHOTO (oHIa P®D, ABTOMATH3HPOBAHHOTO IEHTPATBHOTO (HOHIOBOTO
KaTajora

YMEeTh — OCYWIECTBISITH IOMCK HAyYHO-TEXHHYECKOH uHpopMamuu 1O CcBOei
NpopeCCHOHANILHON JICATSIHHOCTH; Pa30upaThcss B 0a30BBIX acleKTax (PYHKIMOHHPOBAHUS
COBPEMEHHBIX HH(POPMALMOHHBIX CHCTEM B apXHBHOM JIelie

Branets - HaBBIKAMH HCIIOJIB30BAHUS KOMIBIOTEPHOI TEXHUKH M MH()OPMAITHOHHBIX
TEXHOJIOTHH, OCHOBHBIMH METOJAaMH, CIIOCOOAMH U CPEACTBAMHU MONY4YECHUS, XPaHEHUS,
nepepaboTkn  MHGOpPMAIMM»; HaBBIKAMH BBIOOpa IIPOTPAMMHOTO — oOecrieueHhs Ui
WH(GOPMAITMOHHOTO 00ECIICYCHUS ACATEILHOCTH apXUBOB.

Paboueit mporpaMmoii nperycMOTpeHa MPOMEXYTOUHAs aTTecTals B (hopMe 3adera.

O0mas Tpy10eMKOCTb OCBOCHUS JUCIUILUIUHBI COCTABIISAET 2 3aU€THBIX €IUHUIIBL.
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JINCT UBMEHEHUI

IIpuioxenue 2

Tekcr akTyanusanuu niM npuinaraeMsiii k PIIJI noxymenr,
coAep Kaliuil K3MEHEHNUs

Jlara

Ne
POTOKOJIA
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