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1. IlosicHUTeIbHAA 3aIUCKA

1.1.

Llenp u 3ama4yu QUCLMILIKH.

Lenb oucyunnunsl — U3y4€HUE METOIUYECKUX U TEXHOJOIHUECKUX OCHOB I1E€PEBOJIa APXUBHBIX
JOKYMEHTOB Ha TPAJUIMOHHBIX HOCUTEISX B IIUPPOBYIO GOPMY, CO3JaHUS U IKCIUTyaTalluu
apXyWBOB ONM(POBAHHBIX JOKYMEHTOB M AIEKTPOHHBIX HH(POPMAITMOHHBIX PECYPCOB.

3aoauu oucyuniumol:

1) chopmupoBaTh mpecTaBlieHHE 00 OCHOBHBIX HAIPABICHUSAX UCIIOJIb30BAHUS TEXHOJIOTUU
oundpoBaHUs B ApXUBHOM JIETIC;
2) M3Y4UTh OCHOBHBIC IPUHIIUIIBI CO3/IaHMSI U SKCILTyaTalliy apXHUBOB OL(PPOBAHHBIX

JIOKYMEHTOB;

3) copmupoBath IpeAcTaBICHUE 00 OCHOBHBIX MPHHIIAIIAX U TEXHOJIOTUAX OIU(DPOBKH

JIOKYMEHTOB;

4) u3y4nTh (PYHKIHMOHAIBHBIC H TIPOU3BOICTBEHHBIC BO3MOXXHOCTH CKAaHUPYIOILIETO

000py10BaHUS;

5) nmath mpeiCTaBICHUS O POJIH CHEIUATUCTA TOKYMEHTOBEIAa-apXUBUCTA B TIPOEKTAX I10
CO3JaHMIO MH(OPMAIIMOHHBIX PECYPCOB Ha OCHOBE OLU(POBAHHBIX JOKYMEHTOB;

6) maTh mpeCTaBICHUE O CO3JaHUM U MyOIuKaluy B IHTepHETe TOTHOTEKCTOBBIX 0a3 JaHHbIX,
CO3JJaHUU BUPTYAJIbHBIX BHICTABOK B INI00AJIBHON CETH;

7) chopmMupoBaTh MpecTaBIeHHE 00 OCHOBHBIX HAIPaBlIeHUAX NMU(PPOBOI pecTaBpalu

JIOKYMEHTOB.

1.2. ®opmupyemMble KOMIETEHIHH,

00yuYeHHusi M0 TUCUMILINHE:

COOTHECEHHbIE C MJIAHUPYEMBIMH Ppe3yJbTaTaMH

yIpaBJICHUS U
apXUBHOTO Jiejla Ha
0a3e HOBEHIINX
TEXHOJIOTUH

IPOAYKTOB U
yCIyr, 1aBaThb
9KCIEPTHYIO
OLICHKY
COBPEMEHHBIM
cucreMam
JIEKTPOHHOTO
JOKYMEHTO0000poTa
Y BEICHHUS
JIEKTPOHHOTO
apxuBa

Komnerenuus HNuaaukaropsl Pe3yabTarsl 00yyeHus
(xom u KOMIIeTeHIH i
HaWMCHOBAaHUE) (ko m

HAaHMEHOBAHHE)
I1K-4 Cnioco6nocth | [IK-4.2 Criocoben | 3HATBh - OCHOBHBIC HAIIPABJICHUS IPUMEHEHUS
cO3/aBaTh U BECTU aHAIU3UPOBATH TEXHOJIOTUH OLM(POBAHUS B ApXUBHOM JIEJIE;
CUCTEMBbI CUTYaIUIO Ha - HOPMaTHBHO-METOJMYECKYIO 06a3y CO3aHus
JOKYMEHTAIMOHHOTO | PHIHKE apXUBOB OLIU(PPOBAHHBIX TOKYMEHTOB U
obecrnieueHus UH(GOPMAIMOHHBIX | (OPMUPOBAHUS HIEKTPOHHBIX

UH(GOPMAIIMOHHBIX PECYPCOB;

Ymers GopmupoBath TpeOOBaHUS K ApXUBY
OoIM(POBAHHBIX TOKYMEHTOB U AJIEKTPOHHOMY
UH(GOPMALIMOHHOMY PECYPCY U OTpakaTh U UX B
TEXHUYECKOM 3aJaHUU

Buiagers MeTogamMu opraHuzaliuu mporecca
oI(ppOBaHUS APXUBHBIX JOKYMEHTOB.

[IK- 4.3. O6namaet
HaBBIKAMHU 110
BHEJIPEHUIO
CHCTEMBEI
AJIIEKTPOHHOTO

3HATh - OCHOBHBIE IPUHIIUIIBI, ITANBl U
TEXHOJIOTUH OLIU(PPOBKHU TOKYMEHTOB;

- OCHOBHBIE PUHLIUIIBL, 3TAIBl M TEXHOJIOTHH
OIM(POBKU JOKYMEHTOB;




apxuBa - (pyHKIIMOHANEHBIC U IPOU3BOCTBECHHBIX
OpraHu3aIun XapaKTePUCTHKU CKAaHUPYIOIIETO
00opyIoBaHuS;

- pOJIb apXMBHCTA B MIPOEKTAX 10

oM (POBBIBAHUIO CO3/IaHUI0 KOMITJICKCOB
APXUBHBIX JJOKYMEHTOB H JICKTPOHHBIX
WH(OPMAITMOHHBIX PECYPCOB HA UX OCHOBE;

- OCHOBBI TEXHOJIOTHH ITU(POBOI pecTaBpanuu
rpaduuecKuX, TEKCTOBBIX U ayIMOBU3YATBHBIX
APXUBHBIX JJOKYMEHTOB;

- HanboJiee 3HAYNMBbIE MEXKTyHAPOJHBIE
MPOEKTHI TI0 OH(PPOBAHUIO KOMILICKCOB
APXUBHBIX JJOKYMEHTOB C Pa3IMYHBIMHE [IEIISIMU;
- HanboJIee 3HAYNMBbIE DIIEKTPOHHBIE
myOuKany onu(POBAHHBIX aPXUBHBIX
JIOKYMEHTOB U ITOJTHOTEKCTOBBIC 0a3bl JAHHBIX,
CO3JIaHHBIC OTEYCCTBCHHBIMU apXHBAMH.
YMeTh- OCYIIECTBIATH POCKTUPOBAHUE U
MOMCK WH(OPMAITUH B ITOJTHOTEKCTOBBIX 0a3ax
JTAHHBIX;

MPUMEHSITh Ha TIPAKTHKE TEXHHYECKOE U
IporpaMMHO€E oOecrieyeHne, He0OX0IMMOe JUTst
OI(pPOBaHUS JOKYMEHTOB Ha Pa3JIMIHBIX
HOCHTEJISIX

- CO3/1aBaTh CTPaxoBoul GoHI U HOH/T
M0JIb30BAHMS ITyTEM OIM(PPOBAHUS JOKYMEHTOB;
- OpraHN30BaTh JOJITOBPEMEHHOE XpaHCHHE U
ayTeHTH(HUKAINIO KOMILIEKCOB OIM(PPOBAHHBIX
JOKYMEHTOB B COOTBETCTBHHU C OTCUECTBCHHBIMU
U 3apyOe)KHBIMH CTaHIAPTAMH U APYTHMHU
HOPMATHUBHBIMH JOKYMEHTaMH,

- TOTOBHTBH DJIEKTPOHHBIE ITyOIMKAIIUN

o1 (ppOBaHHBIX TOKYMEHTOB;

Baagers

- HaBBIKAMH JIOKYMEHTHPOBAHMsI TPEOOBaHUH K
AJIEKTPOHHBIM apXHUBaM U 3JICKTPOHHBIM
UH(POPMAIMOHHBIM pecypcam;

- HaBbIKAMH PabOTHI CO CKAHUPYIOLTUM
000pYyIOBaHUEM M MPHUKIIAJIHBIM ITPOTPAMMHBIM
obecrieueHreM B cdepe MpaBIICHUS
CKaHMPOBAHUEM U ONITUYECKOTO PACIIO3HABAHUS
CHUMBOJIOB.

1.3. MecTo AucuMILUINHBI B CTPYKTYpe 00pa30oBaTeIbHON NPOrPpaMMbl

JlucuumninHa siBisieTCs 2JIEKTUBHOM U OTHOCHUTCS K YaCTH Y4eOHOTO T1aHa, GopMUpPYEeMOii
y4acTHUKaMU 00pa30BaTebHBIX OTHOIICHUH.

Jlis OCBOEHHS AMCHUILIMHBI HEOOXOJWMBI KOMIIETEHIIUH, CHOPMHUPOBAHHBIE B XOJIE
W3YYEeHUS  CIEAYIIIUX  JUCHUIUIMH W [POXOXKIEHHS  mpakTuk:  «MHpopmaTHKa»,
«ApxuBoBenenue», «MHbopmannoHHble TexHONOTUN», «MHPOpPMAIMOHHBIE TEXHOJIOTHU B
JOVY», «<H(popMaIMOHHBIE TEXHOJIOTHH B ADXUBHOM JIETIE».



B pesynbpTare 0CBOSHHS TUCHMILIMHBI (POPMUPYIOTCS KOMIIETECHIIMU, HEOOXOJUMBIE IS

HU3YUCHUA CICAYHOIIHUX AOUCHUIUIMH W HOPOXOKIACHUA IIPAKTUK:
AOKYMCHTOBY, IPCAAUITIIOMHAs IIPAKTHUKA.

2. CTpyKTYpa AUCHUIIHHBI

«ApXuBbI

CTpyKTypa TUCHUILIMHBI JJ151 04HOI (pOpMBbI 00yUeHH s

OO6mast Tpy10€MKOCTh JUCIHUILINHBI cOCTaBisieT 3 3.€., 114 4., B TOM 4mclie KOHTaKTHas padoTa

oOyuaronuxcs ¢ mpernoaasareneM 60 4., camocTosiTenpHas pabota oOydarormmxcs 54 4.

Bunel yue6HOM paboOThI Popmsbl
Paznen (B yacax) g TEKYIIETO
No JucrumimHb Q KOHTPOJIA
n/n o 2‘ yCIIEBAEMOCTH
3 3 % (10 HezensIM
2 | Konmaxmnas z 5 cemMecTpa)
o =y E % dopma
5 S 5 IPOMEKYTOIHO
2 3 g i arrecTanun
é‘ E S (o cemectpam)
o, S| 28
S s S s B
5 | E c I | &%
5 | & 23| 88
5 | O E o | B o
1 Brenenue 7 3 5 IIposepka
3a0anus no
9JIeKMPOHHOU
noume.

2 OCHOBBI TEXHO- 7 3 6
joruu ourudpoBaHusL.

Crnenuduka
oruppoBaHUs
apXUBHBIX
JIOKYMEHTOB.

3 Hopmartusnas 7 3 6 Yuacmue 6
6a3a paboThI 110 ouckyccuu Ha
o1 (pOBaHUIO NPAKMu4ecKom
apXUBHBIX 3auamuu.
JIOKYMEHTOB. Yemuuwiii onpoc.

4 DNEeKTPOHHBIE 7 3 6 bnuy-
nH(pOpPMAaLMOHHBIE KOHMpovbHas 1.
pecypcsl (OUP).

5 Opranuzanus paboTsl | 7 4 5 Yemuwui onpoc
0 CKaHUPOBAHUIO Ha
JOKYMEHTAIbHBIX NPAKMUYECKOM
MaTepHasoB 3AHAMUU.

6 Onucanwue u 7 4 6 Yemuwui onpoc
WNunexcupoBanue Ha
OnudpoBaHHBIX NPAKMUYecKom
JOKYMEHTOB. 3anAmuU.

bnuy-

ANEKTPOHHBIX




KOHMPOTbHASL-2

7 OcHoBHbIE 2 4 5
HaIpaBJICHUS
MIPUMEHCHHS
TEXHOJIOTUHU
orQppoBaHUs B
aApXUBHOM JICJIC.

8 Coznmanue 7 |2 4 6 Yemuouit onpoc
DNEKTPOHHBIX Ha
aApXMBOB OpTraHU3AIHHA NPAKMUYecKom
nyTeM ou(ppoBaHUs. 3AHAMUU.

9 [TomHOTEKCTOBBIE 7 14 4 5 Hanucanue
0a3bl TaHHBIX. pechepama.

10 | Ilpumenenue 712 4 6 Hanucanue
TEXHOJIOTUU pechepama.
oruppoBaHus
Ui oOecrieyeHust
COXPaHHOCTH
ApPXUBHBIX
JOKYMEHTOB.
3auem c oyenrou 7
Hroro 24 36 54 114

CTpyKTypa IMCUUIIMHBI VIS 32049H0I (opMbI 00yueHU st
OO6mrast Tpy10EMKOCTh JUCITUTUIMHBI COCTABISIET 3 3.€., 114 4., B TOM 4mcClie KOHTaKTHasi paboTa
o0ydJarommxcsi ¢ mpenojaBareiaeM 24 4., camocrositenbHas padota oOydaromuxcs 90 .
Buapl yue6HO# pabOThI dopmbl
Paznen (B yacax) g TEKYIIETO
Ne JncruninmHel <2 KOHTPOJIA
n/n = - yCIEBAEMOCTHU
3 & R (o HenmensIM
= | Konmaxmnas E % cemecTpa)
o E E % dopma
2 < 5 MIPOMEXKYTOYHO
Z 3 g it arTecTanuu
:Q* E S (o cemectpam)
=
=y sZ| 28
= |2 = E | 8 E
S| E | EE| &E
5| 3 88|88
= Q E o B o
1 Beenenue 711 1 9 Ilposepka
3a0aHUsL No
971eKMPOHHOUL
noume.

2 OCHOBBI TEXHO- 711 1 9
Joruu ouudpoBaHHsL.

Crnenuduxa
oundpoBaHus




ApPXUBHBIX
JTIOKYMEHTOB.

3 HopmatuBHas 1 2 9 Yuacmue 6
0aza paboThI 1O oucKyccuu Ha
O (PPOBAHUIO NPAKMUYecKom
aApPXUBHBIX 3auamuu.
JOKYMEHTOB. Yemmuwil onpoc.

4 DNEeKTPOHHBIC 2 1 9 Fnuy-
MH(POPMAITMOHHEIE KOHMpObHas 1.
pecypcol (OUP).

5 Opranuzanus paboTbl 1 1 9 Yemmuwiii onpoc
10 CKaHUPOBAHUIO Ha
JOKYMEHTATbHBIX NPAKMUYecKom
MaTepHUaJIOB 3ausamulL.

6 Ornucanue u 1 1 9 Yemmuwiii onpoc
WNHnexkcupoBanue Ha
OmudpoBaHHBIX NPAKMUYecKom
JOKYMEHTOB. 3ausamuL.

bruy-
KOHMPONbHASL-2

7 OcHoOBHBIE 1 2 9
HaIPaBJICHUS
MIPUMCHCHHS
TEXHOJIOTUU
oruppoBaHus B
apXHWBHOM JIeJIe.

8 Co3smanue 1 1 9 Yemmuwiii onpoc
DIJIEKTPOHHBIX Ha
apXWBOB OpPTraHU3aIN NPAKMUYecKom
myTeM OonuppOBaHHSL. 3ausAmuL.

9 [TonHoTekcTOBBIE 2 1 9 Hanucanue
0a3bl TaHHBIX. pechepama.

10 | IIpumenenue 1 1 9 Hanucanue
TEXHOJIOTUU pegepama.
oruppoBaHUs
11st 00ecTICUeHHS
COXPaHHOCTH
apXUBHBIX
JOKYMEHTOB.
3auem c oyenkotu
Uroro 12 12 90 114

3.Coaep:xanne AUCHUNIMHBI

Ne HaumenoBanue Conepxanue

pasziena
AUCHUTLINHBI
1 1.BBenenue. [Ipenmer, niens u 3agaun Kypca. MICTOYHUKY U TUTepaTypa
o




KypcCy. Bs3anmMocBs3b JAUCHUIINIMHBI C JOKYMCHTOBCACHUEM,
apXUBOBEJCHUEM, MH(DOPMATHKON, apXUBHBIM IIPAaBOM U
APYruMH HaAYYHBIMH JUCHUIIIIMHAMU.

OcCHOBHBIE TEPMUHBI U NOHATHS Kypca: JJIEKTPOHHBIN
JIOKY-

MEHT, JIEKTPOHHBINA apXUB, THPOPMAIIMOHHBIE PECYPCHI,
AJIEKTPOHHBIE HHPOPMALIMOHHBIE PECYPCHI, OLI(PpPOBAHHUE,
[IOJIHOTEKCTOBAsI 0a3a MaHHBIX U T.I.

3HAYNMOCTD U AKTYAJIbHOCTb U3YYCHUEC TCXHOJIOTUN
OIIPI(i)pOBaHI/Iﬂ KaK IICPCIICKTUBHOT'O HAITPABJICHUA
WH(GOPMATU3AINH APXUBHOTO JIeJIa Ha COBPEMEHHOM JTarle.
Ponb BeImyckHUKa (OakanaBpa, JOKyMEHTOBEA-
apXMBHUCTA) B MPOEKTaX CO3/IaHUsI apXUBOB OLU(PPOBAHHBIX
JOKYMEHTOB M 3JIEKTPOHHBIX HHPOPMAIIMOHHBIX PECYPCOB.

1. OCHOBBI TEXHOJIOTUH
ouppoBaHHUS.
Crennduka

o poOBaHM

APXUBHBIX JOKYMCHTOB.

1.1. HopmaTtuBHast 6a3a
paboTHI IO

o POBAHUIO TOKY-
MCHTOB

3aKoHbBI 1 HOPMATHUBHBIE aKThl 00 HH(pOpMaIUHy,
MH(OPMALIMOHHBIX TEXHOJIOTUSX, 3allUTe HH(pOpMaLIUH,
AIIEKTPOHHOU IU(PPOBOM MOAMKUCH; MEXTYHAPOTHBIE U
rocy/apCTBEHHbIE CTaHIapThl; MPaBUiIa
PEKOMEHAATEIHLHOTO XapaKTepa; KOIEKChl TIOBEIEHUS U
9THKU; OOLIECTBEHHBIE OXKUAHMUSL.

DIIEKTPOHHBIE APXUBBI B TOCYITaPCTBEHHON CTPATErHH
JBUKECHUS

Poccun x unpopmarnmonnomy ooOmiectsy B Poccun.
®enepanbHble LENEBbIE TPOrPaMMBbl U TPOEKTHI
oM(poBaHUs KOMIUIEKCOB JOKyMEHTOB. PazBurtue
JIEKTPOHHBIX apXUBOB B HAIlIel CTpaHe U 3a pyOeKOM.
TexHuueckne HOPMbI U METOAUYECKHUE PA3PAOOTKH.
OcHoBHbIE

UCTOYHUKHU TeXHUUecKuX HopM. Cdepa peryaiupoBaHus u
cTaryc

TEXHUYECKUX HOpM. OTInuuTenpHast 0COOCHHOCTh
TEXHUYECKUX

HOPM M HEOOXOIMMOCTh UX coOmtoeHus. Mcnonp3zoBanue
TEXHUYECKUX HOPM IpU (OPMUPOBAHUH TPeOOBAHUH K
JIEKTPOHHOMY apXuBy. Bo3aMorkHbIe nocieacTBus
HECOOJIIOZICHNS] TEXHUUECKUX TPeOOBAaHUH NP CO3AaHUU U
yIIPaBJIEHUU 3JIEKTPOHHBIM aPXHBOM.

OrtpacneBble HOpMBI. MeTotnueckue pa3paboTKH
3apyO0eKHBIX

apxuBoB (NARA) u oreuectBeHHbIX apxuBoB (PITAHT/I,
I'AIIO).

[IpoGnema OTCYTCTBUSI OT€YECTBEHHBIX CTAHIAPTOB I10
oM (POBAaHUIO APXUBHBIX TOKYMEHTOB C pa3IMYHBIMU
LEJISIMH.

JlokasibHBIE HOPMATHUBHBIE AKThI Opranu3anui. OCHOBHbBIE
UCTOYHUKHU U chepa peryIMpoBaHus JOKaIbHbBIX
HOpPMAaTHBHO-TIPABOBBIX aKTOB. OcOOEHHOCTH
KOPIIOPATUBHBIX HOPM U CIIOCOOBI UX 3aKPETIIICHHUSI.
IOpuanuecknii ctaTyc BHYTpEHHUX HOPMaTHUBHBIX
JOKYMEHTOB Oopranusanuy. Onpeesnenrne KOprnopaTuBHbIX
HOPM, BCTYNAIOIINX B IPOTUBOPEUYUE C IPAaBOBBIMH,
TEXHUYECKUMU HOpPMaMHU, U




METO/bI pa3pelIeHus ITUX IpoTUBOpeunil. Mcnosnp3oBanue
OTpacieBBIX U KOPHOPATUBHBIX HOPM IIpU (POPMHUPOBAHUHU
TpeOOBaHUH K 2JIEKTPOHHOMY apXUBY.

1.2.OnekTpoHHBIE
nH(POPMAITUOHHBIE
pecypcsnl (OUP).

Hasnauenue DUP. Llenn u 3agaun co3ganus OUP.
[Tpumepsr npumenenuss SUP B paznuunbIx 061acTsx
nesTenbHOCTH. DTtanbl co3nanus DUP. [Tpunuummnbt
dopmupoBanus TpedboBanuii k SVP. ®opmuporanue
TpeboBanuii kK OUP ¢ yueroM ux Ha3HaueHUS U
IPAKTUYECKOT0 IPUMEHEHHUS: HallOJHEHUE 0a3 TaHHBIX
MH(POPMALMOHHBIX CHCTEM; OPraHU3alUs XPAHEHUS 1
MOMCKA I10 33JJaHHBIM IPU3HAKAM 3JIEKTPOHHBIX KOIUI
OyMa)XKHBIX TOKYMEHTOB; IPOBEICHNE HAYYHBIX
HACCIEN0BAaHNN

Ha OCHOBE OyMa)KHbIX HH(OPMAIIMOHHBIX PECYPCOB U T.1.
OcHoBnble uctouHnku DUP n nx ocobeHHOCTH, KOTOpbIE
yuuThIBatoTCs npu popmupoanuu DVP: TpagunnonHbie
UCTOYHUKHU (OyMa)KHbIE TOKYyMEHTbI, MUKPO(UIIH U TIp.),
JJIEKTPOHHBIE UCTOYHUKH (0a3bl JaHHBIX, JOKYMEHTBI
0(UCHBIX MPUIOKEHHUH U TIp.).

1.3.Opranuzanms
paboTHI IO
CKaHUPOBAHUIO
JOKYMECHTAJIbHBIX
MaTepHaoB.

OcHOBHBIE dTaMnbl, 11e U 3a1a9u. OcoOEHHOCTH
BBITIOJTHEHUS

paboT MO CKAaHMPOBAHMIO: YIIPABJICHUE U KOHTPOJb PaboT;
MOJITOTOBKA UCTOYHUKOB DUP K ckaHMpOBaHMIO;
CKaHMPOBaHME U paboTa ¢ ncrounukamu DUP;
IPEJICTaBICHHUE PE3YIbTATOB CKAHHUPOBAHUSI.

Ckanepsl, crieualIu3upoBaHHOE TPOrPaMMHOE
obecrnieueHue u

OCHOBHBIE METO/Ibl CKAHUPOBaHUs. Pa3HOBUAHOCTH
CKaHEepOB (JOKYMEHTHbIE, TUIaHETapHbIE CKaHEPHI;
KOMILJIEKChI BHICOKOKAUECTBEHHOTO CKaHUpoBaHus). Mx
Ha3Ha4yeHHe U (PYHKIIMOHATIbHbIE BO3MOYKHOCTH.

OCHOBBI TeXHUKH 0€30IaCHOCTH MpU paboTe co
CKaHepaMH.

®dopma npeacTaBiIeHUs OLUPPOBAHHBIX TOKYMEHTOB.
O06paboTku

ANEKTPOHHBIX KOMHM JOKYMEHTOB 0 33JJaHHBIM yCIOBHSIM.
TpeboBanus K COOIOICHUIO KadecTBa 00pabOTKH
AIEKTPOHHBIX 00Pa30B.

OcHOBHbBIE XapaKTEPUCTUKHU MAaTEPHAIbHBIX HOCUTENIEH
uH(GOPMAIIMHY, YIUTHIBAEMBIX IIPU MIPOBEACHUH PabOT 110
CKaHHPOBAHUIO: KOJMYECTBO, (PU3NYECKAST COXPAHHOCTbD,
pa3Mepsl u np. Paboyee MecTo oneparopa CKaHUPOBAHUSI.

1.4. Ommcanvie n
HWHAEKCUPOBAaHNE
onr(ppoBaHHBIX
JOKYMEHTOB.

O61ue TpeGoBaHMs K HHIEKCUPOBAHHUIO PEKBU3UTOB
JIOKYMEHTOB

B COCTaBe JJEKTPOHHOTO MH(POPMALIMOHHOTO pecypca.
Texnonorust unjekcupoBanus. CTaHIapThl OMUCAHUS
JOKYMEHTOB. MeTafjaHHbIe U UX 3HaYEHUE TPU
WHACKCUPOBAHUU. TUITBI METATAHHBIX

2. OCHOBHEIC
HaIpaBIICHUS
MIPUMEHEHUS

TEXHOJIOTUU

OcHOBHEIE Jatsaest OL[I/I(prBaHI/Iﬂ KOMIIJICKCOB apXUBHBIX
JAOKYMCHTOB: CO3JaHUC JJICKTPOHHBLIX apXUBOB
OopraHu3alnuu, MOJIHOTCKCTOBBIX 0a3 JaHHBIX, (I)OHJIa
IMO0JIb30BAHHWA U CTPAXOBOT'O (I)OHIIa, OJICKTPOHHAA




ouudpoBaHus B
apXMBHOM JIeJIe.

2.1. Co3nanue
JNEKTPOHHBIX apXHUBOB
OpraHu3alyy IyTeM
ouu(ppoBaHHUS.

pectaBpanus JOKYMEHTOB, ITyOJIMKAIUs apXUBHBIX
JOKYMEHTOB B 3JIEKTPOHHOU (popme u 1p.

DNEKTPOHHBIN apXUB KaK UHTETPUPOBAHHBIN KOMILIEKC
IIPOrPaMMHBIX U TEXHUYECKUX cpeAcTB. OCHOBHOE
Ha3zHaueHHE U (PYHKIIUH SIEKTPOHHOTO apXHBa.
[IpenmyiecTBa 37€KTPOHHOTO apXUBa.

CocTaB JOKyMEHTOB.

JKW3HEHHBIN UK IPOEKTA 10 CO3JaHUI0 AIIEKTPOHHOIO
apxuBa

nyTeM OLU(pPOBaHHS TPAAUIIMOHHBIX TOKYyMEHTOB. Poib
apXUBHUCTA B €T0 peanu3aluu.

[IpennpoexTHoe 00cneI0BaHUE EIOBBIX IPOLIECCOB
OpraHu3aluu

B YaCTH CO3/JJaHMsI U UCIOJIb30BaHUsI HH(OPMAIIMOHHBIX
pecypcoB;

IpOBeJICHNE 00CIe0BAHNS HCTOUHUKOB AJIEKTPOHHOTO
nH(}pOpMaIMOHHOTO pecypca; aHanu3 HazHaueHus DUP;
JTOKYMEHTUPOBAHUE PE3yIbTaTOB 00CIIET0BAHUSI.
HopmartuBHbIe TOKyMEHTHI B 00JIaCTH YIIPaBIIEHUS
MIPOEKTAMH.

TpeboBanus K JOKYMEHTUPOBAHUIO TIpOeKTa. TpeboBaHme
K COJIEpKaHUIO Pa3/Ie]OB TEXHUYECKOTO 3aJaHHsI Ha
CO3/[aHME TEKTPOHHOrO apxuBa. PazpaboTka
TEXHUYECKOT0 3a7anHud Ha co3nanue DOUP Ha
OIM(PPOBKU JOKYMEHTOB Ha TPAJAULIMOHHBIX HOCUTEISX.
CocraB n

coJiep’KaHHe TEXHUYECKOTO 3a/1aHusl. DTanbl pa3pabOTKH.
[Ipumeps! peanu3anny 31EKTPOHHBIX APXUBOB.
CnenunanuzupoBannoe 110 mis ux co3ganus. CTpykTypa
3JIEKTPOHHOTO apxuBa. OYHKIIMOHAIbHBIE BO3MOKHOCTHU
110JIb30BATEJIECH B DIIEKTPOHHOM apXUBE.

2.2.ITonHOTEKCTOBBIE
0a3nl JaHHBIX.

Pa3BuTHE CIIpaBOYHO-TIOMCKOBBIX CPEJICTB APXHBOB C
MTOMOIIIBIO

texHoJsioruu ouudposanus. Co3ganue HHHOPMAITMOHHO-
MTOMCKOBBIX CHCTEM C BKJIFOUEHHEM 00pa3a U TEKCTa
nokymMmeHnTa. TexHomorudyeckue npo0iaemsl (BbIOOp
paspenieHus, hopMaTa TaHHBIX, CKaTHe (ailyioB).
Co3naHne MOMCKOBBIX CUCTEM, COCIUHSIOIINX OITUCAHUE U
n300paxkeHre. MHOTOypOBHEBOE OINHCAHUE.
MexnyHapoaHbIe U OTEYECTBEHHBIE MPOEKTHI CO3/IaHuUs
MOJIHOTEKCTOBBIX cucteM B PUAHT/I,

PI'AK®/], PTAHU. «ApxuB Komuntepna», «CBAI»,
kuHokaranor (PTAK®/T), Hunepnanauka, mpoeKTh
pPErHOHABHBIX aPXUBOB.

l'unepTexcToBBIE CUCTEMBI, MPEUMYIIIECTBO BKIFOUEHUS
TEKCTa apXUBHOTO JIOKYMEHTA B MMOMCKOBBIE CUCTEMBI.
[IpoGrema onTHYECKOTO pPacliO3HABAHUSI CUMBOJIOB.
Co3znanue JIMHTBUCTHYECKOTO o0ecrieueHus (TII0CCapiu |
Te3aypychl). [IpoeKThl peann3yeMbIX THIIEPTEKCTOBBIX
cucteMm. Crieniduka MPUMEHsIeMOT0 MPOTPaAaMMHOTO
obecreyeHusl.




[TyOnukanuy NOJTHOTEKCTOBBIX 0a3 naHHBIX B IHTEpHETE.
DNEKTPOHHBIC MyOTHKAIINN APXUBHBIX JOKYMEHTOB.
BupryanbHbie Bbl-
CTaBKH.
2.3.Ilpumenenue Co3znanue crpaxoBoro ¢poHIa U GOHIA MOJTB30BAHUS TyTEM
TEXHOJIOTMU o(pOBaHUS APXUBHBIX JOKYMEHTOB. [IpenmMyiecTsa
ou(poBaHus st TEXHOJIOTUH O (POBAHUS TTEPE]T
obecredenus MUKPOPMIEMHUPOBaHHEM. TpeOOBaHMSI OCHOBHBIX TTPABHII
COXPaHHOCTH apXMBHBIX | paOOTHI apXUBOB OpPraHU3alui, TEXHOJOTHYECKUX
AOKYMEHTOB. perjiiaMeHTOB U cTaHAapTOB. MeToauueckue pa3paboTKu
apxuBOB. ONBIT OTEYECTBEHHBIX APXUBOB 110 CO3/IAHUIO
cTpaxoBoro (onma u GponHma
nosib30oBaHus. Opranu3anus XpaHeHHs U UCTIOJIb30BAHMS
nokymeHTOB. [Ipo0iema ayTeHTUYHOCTH IOKYMEHTOB
cTpaxoBoro (oHpa.
OcHOBHBIE 11€JTH, 33/1a41 U HAINlpaBJICHUS TPUMEHEHUS
TEXHOJIOTHH OLU(PPOBAHUS JIJIs1 pECTaBpaIli apXUBHBIX
TO0KyMeHTOB. OCHOBHBIE METOIUKH IIUPPOBOM
pecTtaBpaiuu rpaguIecKux, TeKCTOBBIX, Ay THOBU3YATbHBIX
JTOKyMeHTOB. TexHnueckoe u mporpaMmMHOE
obecrieueHne, CTaHIapThl, pe3yabTaThl. [IpoekTs! o
pecraBpanuu
KOMIUIEKCOB apXUBHBIX TIOKyMeHTOB. OrndpoBanue
OITHCE.
4.00pa3oBaTe/ibHbIE TEXHOJIOTHH
Ne |HammenoBanu |Buabl yueOHoi "u
H(popManMOHHBbIE U 00pa3oBaTeJbHbIE TEXHOJIOT I
/1 [e pa3agena padcoThl
i 2 3 5
1. |BBenenue Jlexknus 1. BBonas JIEKIUSA C HCHOJIL30BAHUEM
BHJIEOMAaTEpPHUAJIOB
CamocrosTenpHas KoHcynbTHpOBaHMe U IpOBEpKa JOMAIIHUX 3aJaHUN
paboTa MIOCPEACTBOM 3JIEKTPOHHOU MOYThI
2. |HopmaruBnas |Jlekuus 2. Jleknus-Bu3yanusanuss € INPUMEHEHHUEM  CIIAlJ-
0a3a paboThI 1O MIPOCKTOPA.
o1 (pPOBAHUIO [IpakTrueckoe 3aHATHE IO aHAIN3Y OTEUECTBEHHBIX U
apxuBHbIX 10- |[IpakTuueckoe 3apy0eXHBIX CTaH]aPTOB
KYMEHTOB. 3aHsTue 1. [ToaroroBka Kk OIHII-KOHTPOJIBHON paboTe.
CamocrosTenpHas
pabota
3. |Onextponnsie |Jlekius 3. Jlexuus-Bu3yanuzauuss ¢ NOPUMEHEHUEM  ClIaij-
nH(pOpMaLUOH- MPOEKTOpA.
Hble pecypcbl  |CamocTosITeNnbHast [ToaroToBka K OIHUI-KOHTPOJILHON paboTe
(BUP). pabota
4. |Opranmzanus |Jlekius 4. Jlexuus-Bu3yanu3auuss ¢ NPUMEHEHUEM  Claij-
paboTHI 1O MPOEKTOpA.
CKaHMPOBAHUIO Brinonnenue MPaKTUYECKOTO 3a/1aHust B
nokymeHTanbH |[IpakTrueckue KOMITBIOTEPHOM KJlacce
bIX MaTepuasoB |3aHsaTus 2,3,4 KoHcynbTUpOBaHuE M MPOBEPKA JOMALIHUX 3a/IaHUM




IIOCPEICTBOM JJIEKTPOHHOU ITOYTHI.

CamocTrosTenbHas
pabora
Onucanue u [Iponomxenue Jlexuusa-Bu3yanuszaumss ¢ IPUMEHEHHUEM  Cllalj-
WupexcupoBa- |J1exuuu 4. IIPOEKTOpa.
HUe BeolnosnHeHne NpakTUYeCcKOro 3a/1aHusl B KOMIIBIOTEPHOM
o (ppoBaHHBIX KJ1acce
JIOKYMEHTOB. [IpakTnueckoe KoncynbTpOBaHMe M INpOBEpPKa JOMAIIHUX 3aJaHUN
3aHsTHE 5. MOCPEICTBOM IEKTPOHHOM MOYTBHI.
CamocTosTenbHas
paborTa.
Coznanue Jlexmus N Jlexuus ¢ pa300poM KOHKPETHBIX CUTYaIHil.
ANIEKTPOHHBIX  |O. BrinonHenne npakTHIeCKOTO 3aJaHusl B KOMITBIOTEPHOM
apxuBoB opra- |IIpaktuyeckoe KJ1acce.
HU3aLMN ITyTeM |3aHsATHE 6 KoncynsTHpOBaHuE U MIPOBEPKA JTOMAIIHUX 3a/1aHAN
ol (ppoBaHUS. MOCPEICTBOM IEKTPOHHOM MOYTBHI.
CamocrosTenpHas
paborTa.
ITomaorekcro- |Jlexkmust N Jleknusa-Bu3yanu3anys ¢ IPUMEHEHUEM CIIal/I-
BBIC 0a3bl| 6. IPOEKTOPa
JTAHHBIX. KoncynetupoBanue u mpoBepka pedeparpa
CamocrosTenbHas
paborTa.
[Tpumene- [Iponomxenue Jlexumst ¢ pa360pOM KOHKPETHBIX CUTYaIIUM.
HUE TEeXHOJIOTUH [JIEKIIHH 6 KoHncynbpTHpoBanue u nposepka pedepara.
orudpoBaHuUs
TUIA CaMocTosaTeNnnHas
obecrieueHust  |pabora.
COXPaHHOCTHU
apXUBHBIX J10-
KYMEHTOB.

— BUJIEO-JIEKIIHH;
— OHJIAWH-JIEKIIUH B PEKUME PEATHHOTO BPEMEHH;

— DIIEKTPOHHBIE Y4eOHUKH, YueOHbIE TOCOOUS, HAYUHbIE N3JaHUS B AJIEKTPOHHOM BUJE U TIOCTYI
K MHBIM 2JIEKTPOHHBIM 00pa30oBaTeIbHBIM pecypcam;

— CHUCTEMBI JJIs1 3JIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJIBTALIMM C UCHOJb30BAHUEM TEJIIEKOMMYHUKAIIMOHHBIX CPEJICTB.

B nmnepuon BpeMEHHOro MPHOCTAHOBIEHUS TOCEHICHHS OOYyYalOIIMMUCA MOMEIIEHUH U
tepputopun PITY. nns opranuzanmuu ydeOHOro mpoiiecca C MNPUMEHEHHEM 3JIEKTPOHHOIO
oOyueHuss W JUCTAaHLIHUOHHBIX OOPa30BATENBHBIX TEXHOJOTUH MOTYT OBITH HCIIOJIB30BAaHbI
cienyomie oopazoBaTelbHbIE TEXHOJIOTHH:

5. OneHka IJIaHMPYeMBbIX Pe3yJIbTATOB 00y4YCHHA
5.1. Cucrema onileHUBaHUS

DopMa KOHTPOJIA Makc. KoJM4ecTBO 02J1710B
3a ogny [Bcero
pabdorty
Texymui KOHTPOJIb:
- onpoc Ha npakmuyeckom 3auamuu |5 6annos |30 bannos




1-4

- KonmponvHas paboma (pegpepam) |10 10 6annos
- pabouas mempaodsb cmyoenma 5 6annos |20 6annos
(memor 1-3),
/[151 cmyoenmos 3a0un020 omaoeieHus

[IpomexxyTouHas arrectauus
(umo2osas KOHmMpoIbHas paboma)

40 6annos

Hroro 3a cemectp (Oucyuniuny) 100 6annos
3a4ém/3auém c OYeHKOU/IK3aMeH

[Tonmy4eHHBIN COBOKYITHBIN PE3yJbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO LIKATy OLIEHOK H B
Kany oueHok EBpornelickoil cucteMsl nepeHoca U HakorieHus: kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM ¢ TabIUIEH:

100-6amnbHas TpammonHas mxana [IIxana
mIKaia ECTS
95 -100 A
83904 OTJIHNYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D

50 55 yIOBJICTBOPUTEIIHHO E

20 - 49 FX
0_19 HEYJIOBJICTBOPUTEIILHO HE 3a4YTEHO =

5.2.Kputepuu BbICTaBICHUS OLEHKHU MO JUCHUTLIIUHE

banabl/ Ouenka no Kpurepun oueHku pe3yjbTaToB 00y4eHHs 10O
Ilkana AUCHHITHHE AUCHHIITHHE
ECTS
100-83/ COTIUIHOY/ BricTaBisieTcst oOyuaromemycs, eCiu OH rIIy00KO U ITPOYHO
AB «3a4YTEHO YCBOWJI TEOPETUYCCKHIA U TIPAKTHYCCKUN MaTepUall, MOXKET
(oTyIM4HO )»/ IPOJEMOHCTPHUPOBATH 3TO HA 3AHATHUSAX U B XOJIE
«3aYTCHO IPOMEKYTOYHOM aTTECTAIHH.

OO0yyaromuiicss UCYEPIIBIBAIOIIE U JIOTHYECKH CTPOHHO
u3Naraet ydeOHbIN MaTepuan, yMeeT YBSI3bIBaTh TEOPHUIO C
MIPAKTUKOM, CIIPABIISCTCS C PEIICHUEM 3a/1a4
npodeccuoHanbHO HAIPaBICHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, MPAaBUIHLHO 0OOCHOBHIBAET MPUHSATHIC PEIICHUSI.
CB0060HO OpUEHTHPYETCS B yueOHOM U IpodecCHOHAIBHON
JUTEPATypeE.

OneHka 1o JUCHUITIIMHE BBICTABIAIOTCA 00yJaromemMycs ¢
Y4ETOM PE3yJIBTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTeCTaluu.

Komnerennuy, 3akpennénnble 3a AUCUUIIIIMHOM,
c(OpMHUPOBAHbI HA YPOBHE — «BBICOKHID».




Banany/

Ml xana
ECTS

OueHka nmo
MUCHUILINHE

Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
AUCUMIITIHHE

82-68/
C

«XOpOLIO»/
«3a4TEHO
(xoporo)»/
«3a4TECHO»

BricraBnsercs oOy4aromemycsi, €Cii OH 3HaeT
TEOPETUYECKUI U IIPAKTUYECKUI MaTepUall, FPAMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJ€
IIPOMEKYTOUHOM aTTECTAlMH, HE IOITyCKas CyIECTBEHHBIX
HETOYHOCTEH.

OOyyaromuiics MpaBUIbHO IPUMEHSET TEOPETUUECKUE
IIOJIOKEHUS IIPU PEIICHUH NTPAKTHYECKUX 3a]1a4
npoeCCHOHATBFHON HAMIPABIEHHOCTH PA3HOTO YPOBHS
CJIOHOCTH, BJIaJIe€T HEOOXOIMMBIMHU JUIsl 3TOTO HaBBIKAMU U
pUEMaMHU.

JlocTaTouHO XOPOILIO OPHUEHTUPYETCS B yUeOHOM U
npodeccuoHanbHOM TUTEpaType.

OneHka no JUCIUILIMHE BBICTABIISAIOTCSA 00ydaromemMycs ¢
Y4ETOM PE3YJIBTATOB TEKYILIEH U MTPOMEKYTOUHON
aTTECTalUN.

Komnereniuu, 3akpeniaéHnpie 3a TUCIUILITAHOM,
c(hOopMUPOBaHbI HA YPOBHE — «XOPOIIHII».

67-50/
D.,E

«YIOBIIETBOPHU-
TEIHLHOY/
«3aYTEHO
(ymoBneTBopH-
TEJILHO)»/
«3aYTCHOY

BricTaBnsiercst o6ydaromemMycsi, €ciau OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUI U MPAKTUYECKUN MaTepual,
JIOTTYCKaeT OTJENIbHbIE OIIMOKH MPH €ro U3JI0)KEHUN Ha
3aHATUAX U B XOJ€ MPOMEXYTOYHOM aTTECTALHH.
OOyyaromuiics UCIIBITHIBAET OIpeIeIEHHbIE 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUYECKUX MTOJ0XKEHUN ITPU PELICHUN
MPAKTHYECKUX 33134 MpodeccnoHanbHOM HallpaBIeHHOCTH
CTaHIAPTHOTO YPOBHS CII0KHOCTH, BJIaZieeT HEOOXOIMMBbIMU
JUIs 3TOT0 0a30BBIMHM HaBBIKAMU U IPUEMaMHU.
JleMOHCTpHpYET T0CTaTOYHBIN YPOBEHDb 3HAHUS y4eOHOM
JUTEPATYpPHI 110 JUCLUILIIMHE.

Onenka no JUCIUILIMHE BBICTABISAIOTCSA 00y4aromemMycs ¢
Y4€TOM pE3yJIbTATOB TEKYLIEH U MPOMEXKYTOUHOU
aTTeCTalUU.

KomMmnerenuuu, 3akperni€éHHble 3a IUCUUILINHOM,
c(hOpMHUPOBaHBI HA YPOBHE — «IOCTATOYHBIN».

49-0/
F.FX

«HEYJIOBIICTBOPH
TEJIBHOY/
HE 3a4YTEHO

BricraBnsercs oOyyaromemycs, €ciii OH He 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUN U IIPAKTUYECKUN MaTepuUall,
JIOITyCKaeT rpyoOble OMIMOKHU IPH €ro U3JI0KEHUU Ha 3aHATHIX
U B XOJI€ TPOMEKYTOYHOM aTTeCTal1H.

OOyuaromuiicss UCTIBITHIBACT CEPbE3HBIE 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX TOJI0KEHUN IIPU PELICHUU
NPaKTUYECKUX 3a]1a4 MPpOo(hecCHOHATIbHON HapaBIeHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIAJECET
HEOO0XOIMMBIMU JIJISl 3TOTO HaBBIKAMU M TPUEMaMH.
JleMoHCTpHpYeT (parMeHTapHbIe 3HaHUS y4eOHOM
JUTEPATYPBI 110 JUCLUIIIIMHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIIAIOTCS 00yJaroieMycs ¢
Y4ETOM PE3YJIBTATOB TEKYILLEH U IPOMEKYTOYHOU
aTTeCTalUu.

KomnereHnun Ha ypoBHE «IOCTaTOYHBIN», 3aKPEIUIEHHBIE 32
JMCLUIUIMHOM, HE chOPMUPOBAHBI.




5.3. OueHouHble cpeacTBa (MaTepualibl) A TEKYIIEro KOHTPOJIS YCIEBAaEMOCTH,
IIPOMEXYTOUYHOM aTTecTaluy 00yJaroIuXcs 10 JUCIUILINHE

Ilpumepnuie onpocel 01s OAUY-KOHMPOTAbHOU PAOOMBbL:

1. laiite omnpenesneHne NOHATUH <«OJIEKTPOHHBIA  JOKYMEHT», «OLU(POBaHHBIN
JOKYMEHTY, «popmat AJIEKTPOHHOTO JOKYMEHTa,
«pazpelraronas CIIOCOOHOCTh CKaHEpay, «QJIEKTPOHHBIN apxXuB»,
«CTpaxoBoit poHIY, «pa3penieHne N300pKEHHUS» U Ap.

2. HazoBuTe 3Tansl peain3anny MpoeKTa 1Mo Ouu(ppoOBaHHIO.

3. HazoBuTe 0CHOBHBIC HANpaBIICHUS] PUMEHEHUS TEXHOJIOTH O (POBAHUS B apXHBE.

4. ITpuBenuTe mpUMEpbl APXUBHBIX JOKYMEHTOB, PETJIaMEHTHPYIOIIUX OLHU(pPOBaHUE
apXUBHBIX JJOKYMEHTOB.

5. [IpuBenure IIPUMEPBHI peanu30BaHHbIX IIPOEKTOB 1o CO3JIaHUIO
u SKCIUTyaTalluu apX1BOB o1 (pOBAHHBIX JIOKYMEHTOB B Harieu
CTpaHEe U 3a pyOEKOM.

Ilpumepnaa memamuxka umoz2o6vix KOHMPOALHBIX pAdOM:

1. OcHoBHBIE TPUHIUIIBI (POPMUPOBAHUS HEKTPOHHOTO HH(OPMALIMOHHOTO pecypca.

2. OyHKIMOHAIBHBIE ¥ TEXHUYSCKUE TPEOOBAHUS K JICKTPOHHOMY apXHUBY OpTaHH3AIUH.

3. OnudpoBanne B U3JaHUH APXUBHBIX JOKYMEHTOR.

4. IToTHOTEKCTOBBIC apXUBHBIE 0a3bl TAHHBIX B HAIIIEH CTpaHE 3a PYOEIKOM.

5. CrannmapTtuzanus oru(poBaHus apXUBHBIX JOKYMEHTOB B HAIIIEH CTPAaHE U 32 PyOSKOM.

6.Texnomnorus ouudpoBaHus B CO3JaHUH AIEKTPOHHOTO (OH/IA MOIH30BAHUS APXUBHBIMU
JOKYMEHTaMHU.

7.Texnonorun ouudpoBaHusi B 00ECNEUEHUU COXPAHHOCTH APXUBHBIX JOKYMEHTOB.
[udposas pecraBpanys apXuBHBIX JOKYMEHTOB.

8. Texnomnorusi onudpoBaHus U HUCHOJIH30BAaHUE APXUHBIX TKOYMEHTOB B KYJIbTYpPHO-
MIPOCBETUTENBCKUX LIEISIX.

CwM. Taxxe m. 7.3.

Bonpocel 0na umo206020 kKonmpona 3HanuiL:

1. [lonsiTvist ~ Kypca: «QIEKTPOHHBIM  JOKYMEHT», «QJEKTPOHHBI  apXUBY,
«uH(pOpPMALIIOHHBIE pecypea», «AIEKTPOHHBIE nH(GOPMaIMOHHbIE
pecypcebl», «ouudpoBaHUe», «ITOJHOTEKCTOBas 0a3a JAHHBIXY.

2. 3HaueHue TEXHOJIOTHH O pOBaHUA A1 HH(OPMATU3ALUN APXUBHOTO JIejIa.

3. HopmatuBHas 6aza paboTsl IO OLU(PPOBAHUIO JOKYMEHTOB.

4. DNeKTpOHHbBIE apXUBbI B roCyAapCTBEHHOMN CTpaTeruu JBUKEHUIO
Poccun x nndopmanronnomy odmiectsy B Poccun.

5. MexayHapoHbie CTaHAAPTHI IO OLU(PPOBAHUIO.

6. Texunueckre HOPMBI MO OLIU(PPOBAHUIO U METOJMUYECKUE Pa3pabOTKH.

Haznauenne OUP. Lenn u 3agauu cozganus DUP.

7. OcnoBuble uctouHukr DNP 1 ux 0co6eHHOCTH.

8. CkaHepbl 1 OCHOBHBIE METO/Ibl CKAHUPOBAHUSI.

10. Cnenmanu3upoBaHHOE MPOrpPaMMHOE OOeciedeHue JUTsl CKAaHUPOBAHUS.

11. ®opma mnpenctaBieHUss OLUGPOBAHHBIX JOKYMEHTOB. OOpabOTKH 3JIEKTPOHHBIX
KOINUI JOKYMEHTOB I10 3a/laHHBIM YCIIOBHUSIM.

12. Onucanue 1 UHAEKCUPOBAaHUE OIM(PPOBAHHBIX TOKYMEHTOB.

13. OcHOBHBIE HanpaBIeHUs IPUMEHEHUs OLU(POBAHUS B ApXUBHOM JIEJIe.

14. Co3naHue >IeKTPOHHOTO apXUBa OpPraHU3allu.

15. Pa3zButune CIPaBOYHO-TIOUCKOBBIX CpeacTB apXH1BOB c HOMOIIBIO
TEXHOJIOTUH OL[(PPOBAHUSI.

16. [Tybnukaiuy moJTHOTEKCTOBBIX 0a3 JaHHBIX B IHTepHeTe.



17. Co3nanue CTPaxoBOI0 donma u donma NI0JIb30BaHUs yTeM
onudpoBaHus.

18. OcHoBHBIE 11€1H, 321241 U HAIPABJICHUS IPUMEHEHHS TEXHOJIOTUN OLU(POBAHUS JUIS
pecTaBpal apXuBHBIX JOKYMCHTOB.

6. YueOHO-MeTOAMYecKOEe M HH(OPMAIIMOHHOE o0ecniedeHHe TUCHUTLTUHBI

6.1. CHHCOK HCTOYHHMKOB U JUTEPATyPhI

1.AcTrounuku

1.1.0cnognvie
Onyonuxoeannvie

@enepanbublii  3akoH  Poccuiickoit  ®epepanuun ot 27  wmwons 2006 T
Ne 149-®3 «O6 uH(popMaLuy, MH(GOPMALIMOHHBIX TEXHOJIOTUSAX u 0

3amuTte nuapopmanuny» // Poccuiickas razera. 29 uronst 2006 r. Ne 4131.

@enepanbHblii  3akoH  «O6  apxuBHOM Jnene B Poccuiickoit = ®enepauun»
ot 27 okTs0ps 2004 r. // Poccuiickas razera. 27 okra6pst 2004 r. Ne 36.

[IpaBuiia OpraHu3anuu JIEJI0NIPOU3BOJICTBA B (benepabHbIX opra-
Hax HCIIOJIHUTEIBbHOU BJIACTH. YTBEpKACHBI [TocTaHOBNIEHNEM [Ipa-
ButenbeTBa Poceniickoit @enepanum ot 15 utons 2009 r., Ne 477.

I'OCT P 7.0.8-2013 Cucrema cranmaptoB 1o uHpopMauuu, OUOIMOTEUHOMY U
u3JaTeNbcKkoMy Jeny. Jlemonmpou3BOACTBO W apXWBHOE JAeNo. TepMUHBI U ONpENCNeHUs. —
VYr1Bepxaen npukazoM Poccrangapta ot 17.10.2013 Ne 1185, BBeneHn B aeiictue ¢ 1 mapta 2014
r. — M.: Craanaptundopwm, 2014. — 16 c.

[Tporpamma nH(pOpMaTH3AIIH denepanbHOTO apXUBHOTO areHr-
CcTBa u [I0IBEIOMCTBEHHBIX emy YApeKICHUN Ha 2011-2020 IT. //
denepanbpHOE apXHBHOE areHTCTBO. http://archives.ru/programs/

informatization.shtml.

Oenepanphas 1eneBas mnporpamma «Kymerypa Poccum» (2012-2018 1r.). URL:
http://fcpkultura.ru/new.php?id=9. Mara o6pamenus 14.12.2013. IIporpamma uHbOpMaTH3anuu
®denepaibHOrO apXUBHOIO areHTCTBA M MOABEIOMCTBEHHBIX eMy yupexaeHui Ha 2011-2020 rr.
URL: http://archives.ru/programs/informatization.shtml. Jlara o6pamenus 14.12.2013.

Crparterust pa3BuTusi HHPOpMaMOHHOTO oOmiecTBa B Poccuiickoit ®enepanuu ot 7
dbespains 2008 r. N IIp-212. URL: http://www.rg.ru/2008/02/16/informacia-strategia-dok.html.

lNocynapctBennass mporpamma Poccuiickoit ®Penepanun  «MubopmanmonHoe
o6rrectBo (2011-2020 rr.)». URL.: http://www.rg.ru/2010/11/16/infobschestvo-site-dok.html.

1.2. Ucmounuxku oonoinumesnbHble

Pa3paboTka MeTOAMYECKHMX PEKOMEHIAIUI MO0 BHIOOPY CKAHHUPYIOIIETO0 000PYAOBAHUS,
CIIOCOOHOTO  yJIOBJIETBOPHUTH MOTpeOHOCTH  poccuiickux apxuBoB. / C.H. Knemaps,
T.H. Jlanuinosa, IL.E. 3aBanumuH, C.C. baramesa. Tyna, 2011. URL.:
http://archives.ru/documents/recomendacii-vybor-scan-oborudovanija-2011.shtml.

CpaBHHUTEIIbHBIA aHAJIM3 AHAJIOTOBBIX M IU(GPOBBIX TEXHOJOTHH MJI1 BBIPAOOTKH H
MPUMEHEHHS] TEXHOJOTUYECKHX pEIIeHUH, 00eCreunBarolINX BOCCTAHOBIEHHE Yracarolux
TEKCTOB apXUBHBIX JTOKYMEHTOB. AHanMuTH4eckuil 0030p /XaputoHoB A.I'., Benyluii HaydHbIH
cotpynauk BHUUJIAJL, k.1.H., Tkauenko H.A., 3aB. otnenom OTOAJl BHUU/IA/. Mockaa,
2012. URL.: http://archives.ru/documents/methodics/obzor_restore-text-archival-document.shtml.
Hara obpamenns 12.12.2013.

Omamesa [O.}FO. Meronuueckue peKkOMEHIAUMU MO 3JIEKTPOHHOMY KOMHPOBAHUIO
apXMBHBIX JIOKYMEHTOB W YIPABIECHUIO MONydeHHBIM HH(popMannoHHBIM MaccuBoM / FO.FO.
Omamesa, BHUUJAL.— M., 2013.— 125 c. http://archives.ru/documents/rekomend_el-copy-
archival-documents.shtml

1SO 12651-1:2012, MeHemKMEHT 3IeKTPOHHOHM mokymeHTaruu. CioBaps. Yacts 1.
I'paduueckoe mnpexacraBnenue gokymeHtoB. /[ //  Od¢ummanensiii  caiit  ISO. URL:
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http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml
http://www.iso.org/iso/ru/home/store/catalogue_tc/catalogue_detail.htm?csnumber=54755&commid=53650

https://www.iso.org/ru/home.html

1SO/DIS 12651-2, Electronic imaging -- Vocabulary -- Part 2: Document workflow. —
OnexrponHslid uMuKUHT. CrioBape. Yacts 2 : [[lokymentoobopor]. / Odunmansusiii cait ISO.
URL.: https://www.iso.org/ru/home.html

ISO 10196:2003, Document Imaging application — Recommendations for the creation of
original documents — I'paduyeckoe npeacTaBieHUE JOKYMEHTOB. PeKoMeHIalMu 110 MOArOTOBKE
OpPHUTHHAJIOB TOKYMEHTOB. // Odunmaneubiii caiit ISO. URL: https://www.iso.org/ru/home.html

ISO 12653-2:2000, Electronic imaging. Test target for the black-and-white scanning of
office documents. Part 2. Method of use — O6paboTka n3o0pakeHuit 3aeKTpoHHast. TecT-00beKT
IUISL YepHO-0eI0ro CKaHUpOBaHUs OQHCHBIX JOKyMeHTOB. Yacth 2. Meton npumenenwus. //
Odunmansherii caiit ISO. URL: https://www.iso.org/ru/home.html

ISO/TS 12022:2001, Electronic imaging — Guidance of document image compression
methods. — DneKkTpOHHBI KMUKHHT. PYKOBOICTBO 10 METOIaM CHKaTHsI 00pa30B TOKYMEHTOB. //
Odummansherii caiit ISO. URL: https://www.iso.org/ru/home.html

ISO/TR 12033:2009, Document management -- Electronic imaging -- Guidance for the
selection of document image compression methods — MeHeDKMEHT TOKYMEHTALUH. DIISKTPOHHOE
dbopmupoBanne wu300paxkeHus. PykoBojsiMe ykazaHUS 10 BBIOOPY METOJIOB CXKaTHUs
n3obpakenus mokymenrta// Odurmansaeiii cait ISO. URL: https://www.iso.org/ru/home.html

ISO/TR 15801:2009, Document management — Information stored electronically —
Recommendations for trustworthiness and reliability. — VYmnpaBnenue noKyMeHTaMH —
OnexTpoHHOE (popMHpoBaHHe H300pakeHH — XpaHeHHe HH(OpMalMKU B 3JIEKTPOHHOM BHJIE.
Pexomenpmaruu mo goctoBepHocTH W HamekHoctw [/ Ocdwunmansueiii  caiit 1SO. URL:
https://www.iso.org/ru/home.htmi

ISO/TR 14105:2011, Document management — Change management for successful
electronic document management system (EDMS) implementation - MeHemKMeHT
noKymMeHTooOopoTa. OpraHu3anus BHECCHUs] U3MEHEHHUM U YCIENTHON peann3aliid CHCTEMbI
MEHEDKMEHTa JJICKTPOHHBIX AokymeHTtoB (EDMS). // // Odunmansusni caiit 1SO. URL:
https://www.iso.org/ru/home.html

ISO/TR 12037:1998, Electronic imaging - Recommendations for the expungement of
information recorded on write-once optical media — DaekTpoHHas 00paboTKa H300paKEHHUI.
PGKOMGHI[aI_[I/II/I 0 YHHYTOXXCHUIO I/IH(i)OpMaI_[I/II/I, 3allMCAaHHOM Ha OIITHYECKOM HOCHTEIE C
oHOKpaTHOH 3amucko. // // Odunmansueiii cait ISO. URL: https://www.iso.org/ru/home.html

ISO 29861:2009, Document management applications -- Quality control for scanning
office documents in color. — IlporpamMmsl ympaBiacHHsS JOKyMeHTaMu. KOHTpoib KauecTBa
CKaHMPOBAHUs IBETHBIX OQHCHBIX JoKyMeHTOoB [/ Odunumaneueiii caiir  1SO. URL:
https://www.iso.org/ru/home.html

Tam xe.

2.JIutepaTypa

2.1.0cnoénan

3anaeB [.3. AkTyanbHble BONPOCHI CO3JAaHUS U XpaHEHUs LU(POBBIX KOMUHA apXUBHBIX
nokyMeHTOB //OteuecTBeHHbIe apxuBbl. 2012. Ne 2. C.55-58.

Kapnayxos  B.H., Mep3makos H.C., OcumoBa H.M., Py6anos JL.U.
ONEeKTpOHHBIE 6a3bl JAHHBIX apxuBa Poccuiickoit aKaJgeMHUH HayK /
OteuectBenHble apxuBbl. 2001. Ne 6. C. 35-41.

Xabubymmuna I'.A. Poccuiicko-6enopycckuii cemuHap «PectaBpanust U CTpaxoBoe
KOITMPOBAHHE apXUBHBIX TOKYMeHTOB» / I.A. XabuOyminHa // OteuectBennble apxuBbl. — 2009.
— Ne 6. — C. 114-115.

@ponosa E.B. Dnexrponnsiii apxuB TromeHckol obmactu // OT-eyecTBEHHBIE apXHUBBI.
2009. Ne 6. C. 43-46.

1.1. Jonoanumenvnasn
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Anpepcon K., AmwmanroB FO.H., HaymoB O.B. DOnexrpoHHas Bepcus
apxuBa .B.Cranuna // Bectauk apxuBucta. 2008. Ne 2. C. 134-139.

Boponnna T. B. MeaunuHCKUI apXuB: OT TPATUIMOHHOTO K 3JICKTPOHHOMY//
OteuectBennbie apxuBbl. — 2013 — Ne 6. — C. 45-46

Kpaitnea M.A. Dnexkrponnsie apxuBbl Cubupckoro otnenenuss PAH: mpoekrsr 2000—
2012 rr// OreuyectBennsie apxuBbl. — 2013 — Ne 2. — C. 36-39.

Knemaps C.H. CoBpeMeHHOE cOCTOsTHUE TMPOOJEMBbI OLICHKHM KadyecTBa CKaHHUPOBAHUS
OyMaXKHBIX OpUTHHAJIOB B Poccun u 3a pyoOexoM. URL:
http://www.aiteh.ru/index.php?page=klechar. /lata oopamenus 18.02. 2014 r.

Ero xe DnexkTpoHHBIE KOMUM OyMa)KHBIX TOKyMEHTOB. Iloka3arenn kauecTBa U METOMIbBI
KOHTPOJIA. (ITpoext MepBOM penakuuu HAallMOHAJIBHOTO I'ocCT). URL:
http://www.gpntb.ru/win/inter-events/crimea2012/disk/040.pdf. /Iara o6pamenus 19.01.2014.

Kyit6sies JI.A., bpakep H.B, ®pe3a Antonemna. O0beinHEeHUE YCUIIUI 1O OLIU(PPOBKE
KyIbTypHOrOo u Hay4yHoro koHTteHTa B EBpome. IIpoektr MINERVA PLUS. URL:
http://www.minervaplus.ru/publish/publish4.htm

B apxuBe ropoma MypasieHko Smamo-HeHenkoro aBTOHOMHOIO OKpyra 3aBepuUIeH
ouepenHo# dTan onnpoBkH GoHaa // MaTepuanbl ceKInU «DISKTPOHHbBIE JOKYMEHTBD) )KypHaIa
«BectHuk apxuBuctay. Pexxum noctyma: cBoOoaHbii, http://www.vestarchive.ru/elektronnye-
dokymenty/2864-koproraciia-elar-prodoljit-raboty-po-sozdaniu-cifrovyh-kopii-dokymentov-v-
istoricheskom-arhive-omsko.html

Hosgeitmast uctopus B uugposom dopmare. OuudpoBka apXuBHbIX JOKyMeHTOB LleHTpa
JNoKyMeHTanuu HoBeimen ucropun Poccun Kpacnomapckuit kpait// Tam xe. Pexxum nocryma:
CBOOOIHBIH, http://www.vestarchive.ru/elektronnye-dokymenty/2272-noveishaia-istoriia-v-
cifrovom-formate-ocifrovka-arhivnyh-dokymentov-centra-dokymentacii-noveishei-.html

Kopropamus «3map» npo1opkuT padboTy 1Mo Co3aHuI0 MUGPOBBIX KON JOKYMEHTOB B
ucropudeckom apxuBe Owmckoit oOmactu  // Tam sxe. Pexum pocrtyma: CcBOOOJHBIN,
http://www.vestarchive.ru/elektronnye-dokymenty/2864-koproraciia-elar-prodoljit-raboty-po-
sozdaniu-cifrovyh-kopii-dokymentov-v-istoricheskom-arhive-omsko.html

HoceBuu O.B. ApX#B 2JIEKTPOHHBIX IOKYMEHTOB: OEJIOPYCCKUI OTBIT //

OteuectBennbie apxuBbl. 2002. Ne 1. C. 44-52.

Onenka KayecTBa CKaHUPOBAHUS OyMa)kHBIX OpPUTHHAJIOB B Poc-
cum  u 3a pyoexom. Al Tapwmn wu ap. // CopaBOYHHK  PYKOBOJIH-
Tens yupexaeHus Kyabtypel. — 2011, — Ne 7. — C. 16-21

Porosas JLA. OnpIT roCy/1apCTBEHHOTO apxuBa PO o co3ja-
HUIO  9JekTpoHHoro  apxuBa  CBAI:  pmoxmam Ha  MEKAyH.  HaydyH.  KOH(.
«ONEKTPOHHBIA JOKYMEHTOOOOPOT U AJIEKTPOHHBIE apXHUBBD // MaTepuaiabl MeXAyHApOIHBIX
HaYyYHO-TIPAKTUYECKUX KOH(DepeHIIHii
«CoBpeMeHHOe apXUBHOE HacJeaue u HAI[MOHAJIbHBIE apXUBHbIE
boHAB, «DNEeKTPOHHBIN JOKYMEHTOO00pOT u AIEKTPOHHbBIE apxu-
BBI» 21-22 mas 2012, Onecca / EBpo-A3suarckoe PETHOH. OTJCIICHUE
MCA (EBpasuxka). Kues, 2011. C. 115-120.

YepnoBaioba  H.M. K  Bompocam  omucpoBkun //  ChnpaBoyHHK  py-

KOBOJIUTENS YUpeKAeHUS KynbTypbl. — 2012, — Ne 2. — C. 104-105.

@dyHnaMeHTalnbHas Hayka: NpoOJeMbl HM3Y4eHHUs, COXpPaHEHUS M  pecTaBpalliH
JOKYMEHTAJIbHOTO Hacyeaus: MaTepuaibl MexxayHap. Hayd. koH(., 4-7 utons 2013 1., r. Mockaa,
Apxus PAH / Hayu. coser PAH no kommuiekcHoit npobneme "Hcropust Poccuiickoit Akagemuun
Hayk"", ApxuB PAH.; otB. pen. B.}O. Apuanu.— M.: Apxus PAH, 2013.— C. 45-50.

FOmamesa 10.10. Coznanne AIEKTPOHHBIX KO MPEIMETOB
KYJIBTYpPHOTO Hacleaus: poOIEeMbI u BO3MOYKHbBIE pereHus // Cmpa-
BOYHUK  PYKOBOJAUTENS  ydpexiaeHus  KyabTypel. — 2011, — Ne 10. —
C. 78-93.

CnpaBouHble M HH(pOPMaLIMOHHBIE H3AAHUS
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«Koncynpraut Ilmroc» — 3akoHOoAaTenbCTBO P®D: KOJEKCHI, 3aKOHBI, YKas3bl,
nocta"oBieHus [IpaButenbcrBa Poccuiickoit @enepanny, HOpMaTUBHBIE aKThl [DIEKTPOHHBIN
pecype] / «Kouncynprant [lnrocy — Dnekrpon. man. — M., [1997-2013].— Pexum goctyna:
http://www.consultant.ru/. — cBoGoHbIi. — 3ari. ¢ skpaHa.

6.2 Pecypchbl HH()OPMALIMOHHO-KOMMYHUKAMOHHO# ceTu UHTepHeT.

1.Apxussl Poccun. [Ilopran @enepanpHoil apXuBHOU CITyKObI|; [DeKTpoHHBIN pecypc]
— DnektpoH, nad.— M., [2001].— Pexxum nocryma: www.rusarchives.ru, cBOOOIHBIN. — 3aril. ¢
JKpaHa.

2. Federal Agencies Digitization Guidelines Initiative (FADGI) ([MauuuatuBHas rpymmbia
o pa3paboTKe peKOMEHIaIui 1o onudpoBaHuio heaeparbHBIX areHTCTB]); CAUT ACCOIHAIIIH IO
yhnpasieHuo uHpopmanued u uzobpaxeHusmu (Association for Information and Image
Management (AllIM)); http://www.digitizationguidelines.gov/still-image/digconv.html. [lata
obpamenus 12.01.2019;

3. Association of Records Managers and Administrators (ARMA International)) Caiirt
MexnyHnapoaHoi opranu3aiueii o crannapruzanuu (ISO) Texauueckum koMuTeToM Ne

[Ipuknanxeie CUCTEMBbI CO3/1aHUA u XpaHEeHUsI JIOKYMEHTOB
(URL;http://isotc.iso.org/livelink/livelink/open/tc171)
4.HanmonaibHast OopraHu3anuen o MH(OPMaLMOHHBIM

cragmapram (National Information Standards Organization (NISO)).

5. O6benuHeHHBIN OaHK MaHHBIX «Memopuam» // Tam xe. Pexxum goctyma: cBOOO HBIM,
http:// www.obd-memorial.ru

6.00benunennbii 0ank maHHbIX «[lokonenme Ilepmckoro kpas» // Tam xke. Pexum
nocTyma: cBo0oaHbIH, http:// www.pokolenia-permkray.ru.

Ilepeyens B u UCC (k . 6.2 Ha 2020 r.)

Nenn HaumenoBanune
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1 | Mexnaynapoaasie peepaTuBHbIe HayKoMeTpuueckue bJl, nocTynHble B paMkax
HaroHaIsHOUM noanucku B 2020 r.

Web of Science

Scopus

2 | IIpodeccrnonanbupie MOJHOTEKCTOBBIC B/I, HOoCTymMHBIE B paMKaX HallMOHAIBLHOM
noamucky B 2020 r.

XKypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis

3 | IIpodeccrnonanbHbIe TOJHOTEKCTOBBIE b/

JSTOR

W3nanus no o011ecTBEHHBIM U TYMAaHUTAPHBIM HAayKaM
OnektpoHHas 6bubmuoreka Grebennikon.ru

4 | KomnbroTepHbI€ CIpaBOYHbIE TPABOBBIE CUCTEMBI
Koncynsprant [roc,
["apanT

7. MarepuajibHO-TeXHH4YECKOe o0ecreyeHne JUCIMIIINHBI

B npoyecce uzyuenus Oucyuniumvl UCHOIL3VIOMCSA KOMNbIOMEPHbIE KIACCHl C BbIXOOOM 8
Hnmepunem, IIK ¢ npoexmopom 05t OemMoHcmpayuu npe3eHmayuti, 1eKmpoHHble pecypcsl paoa
20Ccy0apcmeenHvlx apxueos, oubauomexa PITY.

Ckanupyroujee obopyodosarue.


http://www.consultant.ru/

[Tpodeccuonansubie 1 ogucHbIe cKaHepbl i Gopmara A2 u A4. DKCKYpCHUU B apXUBBI C IENBIO
n3yudeHust poOOCKaHOB, IJIAHETAPHBIX CKaHEPOB, THOPHI-KaMep.
[IporpammHbIe CpeaCcTBa, 33A€HCTBOBAHHBIE B IIPOLIecCe 00yUeHUS:

DOCs Open ( PC DOCs, Inc, CIIA);

Documentum c¢ cepsepom Docu Page (Documentum, CIIIA);
- Lan Docs (AO «Jlanut», Poccus);

[10 «Canepuon-Onapy,

- [10 «CAAI».

[Iporpammel st yripaBiieHus: ckanupoBanueM u FineReader

CocraB nporpammuoro odecneyenus (I1O)

Nenr Haumenosanue 110 [IpousBoaurens Cmoco0
/m pacnpocTpaHeHus
(JluueHS’uOHHoe uiu
c60000H0
pacnpocmpamnsiemoe)
1 Adobe Master Collection CS4 Adobe JIULIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
4 SPSS Statisctics 25 IBM JINIIEH3UOHHOE
5 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
6 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
7 Windows 10 Pro Microsoft JIMLIEH3UOHHOE
8 Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE
9 Microsoft Office 2016 Microsoft JIMLIEH3UOHHOE

8. O0ecneuyenune 0Opa3oBaTEJIHLHOIO NPoOLECCA /IS JIUL C OTPAHUYEHHBIMH
BO3MOKHOCTSIMU 310POBbSI 1 HHBAJTH/I0B

B X0J€ pealr3any JUCHUIIIIMHBI UCIIOJB3YIOTCA CICAYIOINNUE JOIIOJTHUTCIBHBIC
MCTOJbI O6y‘ICHI/IH, TEKYHIET0 KOHTPOJIA YCIIEBAEMOCTHU U HpOMC)KYTOHHOﬁ arrecranuu
o6yt1a10umxc;1 B 3aBUCUMOCTH OT UX UHAUBUAYAJIbHBIX 0COOEHHOCTEM:

e I CJEMBIX U CJIa00BUIAIINX:

- JeKIuu OQOPMIISIIOTCS B BHJIE SJIEKTPOHHOIO JOKYMEHTAa, JOCTYMHOTO C MOMOIIBIO
KOMIIBIOTEpA CO CIECHHATM3UPOBAHHBIM ITPOTPAMMHBIM 00ECIICYCHUEM

- TMHCbMEHHBIC 3aJIaHHUsI BBITIOJHSAIOTCS Ha KOMIIBIOTEPE CO  CICHHAIM3UPOBAHHBIM
MPOrPaMMHBIM 00ecTIeYeHUEM, HITH MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM,;

- obecrieunBaeTCs MHAWBUyaIbHOE paBHOMEpPHOE ocBelieHne He menee 300 mokc;

- JUId BBITIOJIHEHUS 3a/laHUsl TPU HEOOXOJMMOCTH TMPEAOCTABISIECTCA YBEIUYUBAIOIIEE
YCTPOMCTBO; BO3MOXKHO TAaK)K€ UCIIOJIb30BaHUE COOCTBEHHBIX YBEIMUMBAIOIINX YCTPOICTB;

- MIUCbMEHHBIE 3a/1aHUsl O(OPMIISIFOTCS YBETMUEHHBIM HIPU(PTOM;

- DK3aMeH U 3a4€T MPOBOJATCS B YCTHOUM (pOpME MU BHITIONHSIOTCS B MUCbMEHHOU (hopme Ha
KOMIIBIOTEPE.

® JUISI TIIYXUX U CIA00CIBIIIAIINX:

- JeKkuuu OQOPMISIFOTCS B BHJE DIEKTPOHHOTO JIOKyMEHTa, JM0O TMpelIoCTaBIseTCs
3BYKOYCHJIMBAIOIIAs allaparypa WHAUBUAYAIEHOTO TIOJIb30BAHUS;

- MIChbMEHHBIE 33/IaHUs BBITIOMHSIIOTCS HAa KOMITbIOTEpE B MUCEMEHHOMH (hopme;



- BK3aMEH M 3a4€T NMPOBOISATCS B MUCbMEHHOH (hOpMe Ha KOMITBIOTEPE; BOSMOKHO IIPOBEICHHE
B (hopMe TeCTHpPOBAHUSI.

e JUIsl I C HAPYIIEHUSIMHU OIIOPHO-ABUIaTEILHOTO anmapara:

- JIeKUMU OQOPMISIOTCS B BHAE OJIEKTPOHHOTO JIOKYMEHTA, IOCTYMHOTO C IOMOIIBIO
KOMIIBIOTEPA CO CHELMATN3UPOBAHHBIM IPOTPAMMHBIM 00ECIICUEHUEM

- IIMCBbMEHHBIE 33/1aHUS BBINOJHSIOTCS HAa KOMIIBIOTEpE CO CHEUAIU3UPOBAHHBIM
MIPOTPaMMHBIM 00€CTICUCHUEM;

- 9K3aM€H U 3a4€T MPOBOJATCS B YCTHOM (popMe WU BBIIOJIHSIIOTCS B IUCbMEHHOU hopme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOIMMOCTH TPEAYCMAaTPUBACTCS YBEITUUEHUE BPEMEHH ISl IOATOTOBKU OTBETA.

[Ipouienypa  mpoBeAeHHST  NPOMEXKYTOYHOM  aTTecTauuu  Juis  OOyYarol[uxcs
yYCTaHABIMBAETCA C Y4ETOM UX HUHAMBUAYAIBHBIX ICUXO(QU3NYECKUX OCOOCHHOCTEH.
[IpomexyTouHas aTTecTalusi MOXKET IPOBOANUTHCS B HECKOJIBKO 3TaroB.

[Ipn npoBeneHun mpoueaypbl OLEHUBAHMS PE3YNbTaTOB OOy4YEHMs MpeaycMaTpuBaeTcs
WCTIOJNb30BaHUE TEXHUYECKUX CPENCTB, HEOOXOJWMBIX B CBS3M C WHIMBUAYAJIHHBIMHU
0COOEHHOCTAMHU O0y4JaroIIUXCs. TU CPEACTBA MOTYT ObITh PEAOCTABIEHBl YHUBEPCUTETOM, HIIH
MOTYT HCIIOJIb30BAThCSl COOCTBEHHbIE TEXHUUECKHUE CPE/ICTBA.

[IpoBenenne mpoueaypbl OLIEHWBAaHUS — pPE3YJAbTaTOB  OOy4YEHHS  JIOMYCKaeTcss C
HCIOJIb30BAaHUEM JIMCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOIOTHl.

ObecrnieunBaeTcst JOCTyN K MHPOPMALMOHHBIM M OUONIHOrpaduueckuM pecypcam B CETH
WnTtepner nns kaxaoro oOywaromierocss B ¢GopMax, aJaNTUPOBAHHBIX K OTPAHHUYEHUSM HX
3I0OPOBBS U BOCTIPHSITHS HH(POPMAITUH:

® IS CHEMNBIX U CIIA00BUAIINX:

- B Ie4aTHOU (popme yBeTnUeHHBIM IpUQTOM;
- B popMe IEKTPOHHOTO IOKYMEHTA;

- B hopme ayauodaiina.

e Ul TJIYXHX M CJIa0OCTbIIIAIINX:

- B Ie4aTHou popme;

- B popMe JIEKTPOHHOTO TIOKYMEHTA.

e It 00Y4arOIMXCs C HAPYIICHUSIMHU OIOPHO-ABUTaTENIbHOTO amnmapara:
- B Ie4aTHou popme;

- B popMe IEKTPOHHOTO JIOKYMEHTA;

- B hopme ayauodaiina.

YueOHble ayIUTOPUU Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSITEILHOM paboThl, HaydHas
O6ubnIMoTeKa W MHbIE MOMEUICHUS JUIsl 00y4eHHs] OCHAILEHBI ClelHalbHBIM 00OpYJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMU CPEICTBAMU O0yUYCHHUS:

® JUISI CTIENBIX U CTa00BUSIINX:

- YCTpOMCTBOM /Jisi CKaHUpoBaHUs 1 uTeHus ¢ kamepoid SARA CE;

- muciieeM bpaitna PAC Mate 20;

- npuHTepoM bpaiing EmBraille ViewPlus;

e Ul TIYXUX M cIabOCHbIIIAIINX:

- aBTOMATM3MPOBAHHBIM pabOYMM MECTOM I JIIOJeH C HapylleHueM clyXxa |
c71a00 CIIBIIIAIIHNX;

- aKyCTUYECKHH YCHIIUTENb U KOJIOHKHU;

e Uit OOYJArOIIMXCS C HAPYIICHUSIMHU OMIOPHO-ABUTaTEILHOTO ammapaTa:
- IepeABMKHBIMH, PETYIUPYEMbIMH 3proHoMuueckuMu napramu CU-1;
- KOMIIBIOTEPHOM TEXHUKOW CO CHEeUalIbHBIM ITPOrPaMMHBIM 00€CTIeYeHUEM.

9. Meroau4eckue MaTepraJbl
9.1. ITnanel 1a0OpaTOPHBIX (MPAKTHUECKUX) pabOT U METOAUYECKHE YKa3aHUS MO UX



BBITIOJTHEHUIO

[losicHuTENBHASA 3aIIMCKA.

JlaGopatopHbie pa®OThI MO AMCHUILIMHE TMpeIHa3HAueHbl Ui W3y4CHHs CTaHIApTOB,
METOIMYECKUX PEKOMEH/IAIHM, a TAK)KE OTIBITA APXUBHBIX YUPESIKJICHUN 0 PEeATU3aliU IPOEKTOB
oundpoBaHUs ApXUBHBIX TOKYMEHTOB.

B xome nmaGopaTopHbIX pabOT H3ydaeTcsi CKaHHpYIoIiee OO0OpyIOBaHUE, TEXHOJOTHS
oundpoBaHUs, HOCUTETH IS 3alUCH M XPaHEHUS KOMHH ONMU(PPOBAHHBIX JIOKYMEHTOB,
IpOrpaMMHOE OOeCIieYeHus ISl YIPaBICHHS MPOLIECCOM CKaHWPOBAHMS, a TAKXKE MHICKCALIUU
rpadudeckux (ailyioB ¥ OpraHu3aluy aApXUBOB OLU(PPOBAHHBIX JOKYMEHTOB.

3a KaxJ10€ 3aHATUE B XOJ€ TEKYIIEHW aTTeCTallMM CTYAEHT MOXKETIONy4uTh 1-5 Oamos,
Bcero 30 OamyoB 3a 6 3aHsATHIA (6 TeM U3 7 IPUBEACHHBIX BHIOMpAIOTCS MpenoaaBatenem). [lpu
OIICHUBAHWM YYHUTHIBACTCS KaK IIOJIHOTA MPOpPabOTKH TEOPETHUYECKOTO MaTephaia, Tak M
CaMOCTOSITEbHOCTh W KA4E€CTBO BBITIOTHEHUS MIPAKTHYECKOTO 33 JaHHUS.

Tema 1. (2 u. ) HopmatuBHasi 6a3a pabOThl MO OUKU(PPOBAHUIO APXUBHBIX JOKYMEHTOB.

ensb paboTHI: Nzyuenue HOPMAaTHBHBIX H METOIUYECKUX JIOKY-
MEHTOB, PETJIAMEHTUPYIOIIHNX TEXHOJOTHIO OIIM(PPOBaHHUS.
3aoanue: COCTaBIICHHE METOIUYECKUX pEeKOMEeH A o co3ja-

HUIO CTPAxXOBOTro (pOHIAa apXruBa OpraHU3aIliy.
Ha ocHOBe aHa)IM3a HCTOYHUKOB CIIEIIIET MHUCHbMEHHO OTBETUTH HA BOIIPOCHI:

1. PermtamenTarus JJIEKTPOHHOTO JOKYMEHT0000pOTa u XpaHEHUS
JJIEKTPOHHBIX JIOKYMEHTOB B Halllel CTpaHe.

2. llemn, orambel, TEXHOJIOTHYECKHE  mpoOiIeMbl  paboTel 1o  omudpo-
BaHHIO IOKYyMEHTOB.

3. IIpoexkTsl 1O oM pOBaHUIO  AJIEKTPOHHBIX  JOKYMEHTOB B  pOC-
CHICKHX M 3apyOeKHBIX apXUBaX.

4. MeTtoandeckue pazpaboTKu POCCHICKUX u 3apyO0eKHBIX apxu-
BOB 1o onr(ppoBaHUIO ApXHUBHBIX JOKYMEHTOB c Pa3IMYHBIMA
LEJISIMU.
3ateM  credyem TIOATAITHO COCTaBumb  WHCTPYKIMIO W3  HECKOJBKHX
paszenos:

1. OT60p NOKYMEHTOB J1j1s1 OII(POBAHUSI.

2. IIpeasaputenpHas 0OpabOTKa TOKYMEHTOB.
3. Texuuueckoe obecrieyeHue.

4. TIporpaMmMmHO€ 0OecTIeUeHHE.

5. [Tapamerpsl onudpoBaHus.

6. [Touck u xpaHeHune onu(HPOBAHHBIX KOTIHIA.
Konmponvuvie sonpocoi:

1. KaxoBbl ocHOBHBIE 11€7TH OIIM()POBAHUS APXUBHBIX JOKYMEHTOB?

2. KakoBsl 3Tans! paboThl Mo oLu(ppOBaHUIO APXBHBIX I0YMEHTOB?

3. KaxoBbl mpuHIUIIBEI 0TOOPA TOKYMEHTOB AJIsl OLIM(PPOBAHUS?

4. Kakue mepsl oGecrieueHus: COXpaHHOCTH MPUMEHSIIOTCS B IIpolecce ol poBaHus

APXHUBHBIX I[OKYMCHTOB?
Cnucok ucmoyHuxos u Jumepamypbol.’

1. HUemounuku.
1.1. Ocrnosnuwie.
1. HcTounuku.

1.1.  OcHoBHbIE.

1. FOmamesa, FO.FO. Metoauyeckne peKOMEHJAMU MO 3JIEKTPOHHOMY KOMHMPOBAHHUIO
apXMBHBIX JOKYMEHTOB W YIPAaBIECHUIO MONy4eHHBIM WH(popMaimoHHbIM MaccuBoMm / FO.1O.
Omamesa, BHUUJIA.— M., 2013.— 125 c.- Jen. B8 OHHTU mno nokymMeHTOBEOEHUIO U
apxuBHOMY ey 26.06.2014, Ne 256.



2.0t1uer mo HUP «Pa3paboTka npoekra oTpacieBOro CTaHAapTa CO3aHuUs SJICKTPOHHBIX
Komuii apxuBHBIX qokymeHToB» M: BHUJIAL, 2014. //Ony6iukoBano Ha caiite DenepabHOTO
apxuBHOTO areHTcTBa http://archives.ru/documents/methodics
1.2 Jlononanumenvhule.

1.Pernament orrdppoBku apxuBHbIX JokKymMeHTOB ' KY 'OITAHO / I'oc. 00ImiecTs. -IoIuT.
apxuB Hmxeropon. 06— Hwknuit Hosropoa, 2012.— 12 c.// BHUNAAA. Hden. 8 OLUHTU no
JOKYMEHTOBEACHUIO U apXUBHOMY JIENY.

2. BpemeHHbl# periiaMeHT oli(ppOBKY apXUBHBIX JOKYMEHTOB ['0CyapCTBEHHOTO apXuBa
crenuanbHOM pokymeHTanuu Hmkeropoackoii obnactu / I'A cren. nokymenTanuu Huxeropo.
0061.— Hwxkawmiit Hosropon, 2012.— 9 c. ./ BHUMJA/L. den. 8 OLUIHTU no nokymMeHTOBEICHUIO 1
apXUBHOMY JIETTy.

3. INamsTka Mo opranu3anuy pabOTHI OrepaTopa ICKTPOHHOTO IBETOCIICHUS, HAbopa 1
BepcTku otaena AAT no ckanupoBaHuio (ouu(ppoBKe) JOKYMEHTOB apxuBHOro ¢onga OKY
«["ocapxus Kypckoit oonactu» / I'A Kypcek. 06m1.—Kypcek, 2012.— 6 c. ./ BHUN A CUD 13658.

4. Tlopsinok paboThI MO MEPEBOLY APXUBHBIX IOKYMEHTOB Ha OymaskHOM HocuTene © HCA
K HUM B JJICKTPOHHBIA (pOpMaTr ¢ MCHOJb30BaHUEM CKaHHUpyromero obopynoanus B ['KY KO
I'AKO / T'A Kemep. 061.— Kemeposo, 2013.— 40 c. .// BHUNJA. CUD 13699

5. Pekomenganuu no oOecnedyeHHI0 COXPAaHHOCTH HMH(OpMAIMM, 3allMCaHHOW Ha
ONTHYECKUX TUCKAX (TECTUPOBAHUE BHIOOPOYHOTO MAaCCHBA IOKYMEHTOB (heiepaTbHbIX apXUBOB).
[Tonrorosnensl P’ AHT/I B pamkax BeinosiHeHus ['ocynapctBeHHOTO KOHTpakTa Ne 79 ot 12urons
2011 T. //OmyO6IuKOBaHO Ha canre «ApXUBBI Poccuny».
http://www.rusarchives.ru/methodics/index.shtml

2.Jlumepamypa
2.1.  OcHoBHas
1. bamkup b.C. MukpodunrsMupoBaHue, oru(ppoBKa, dhoTodukca-
s apXUBHOTO JOKYMEHTa // ApXUBHBIN BECTHHK 30HAJIBHOTO

HAay4YHO-METOIM4YecKoro coBera LlenTpansHoro paiiona Poccun.
2002. Ne 6. C. 167-177.

MenaseneBa T.A. ABTOMAaTU3UPOBAHHAS cucreMa «COXpaHHOCTb»

o KOHTPOJTIO 3a (U3UKO-XUMHUYECKUM COCTOSTHUEM JOKYMEHTOB

Ha TJICHOYHBIX HOCHUTEJISIX B PIAHT/ /l BecTHuk apXUBUCTA.
2002. Ne 1. C. 272-274.

[[TanonrHuKOB A.C. OcHoOBHBIE HaIpaBJICHUS u MEPCIIEKTUBBI

ondpoBaHus B apxuBHOM Jene // OtedecTBeHHbIe apXuBbl. 1996. Ne 3. C. 26-30.
JlononHUTEIbHAS
[lyBanoBa JLA. Pesynbrats pa3paboTku TEXHOJIOTMYECKOTO pe-

rJJaMeHTa s oruppoBaHus JOKYMEHTOB /! Tpynst T'AIIO. ITepwmp,
2002. Bpim. 2. T. 2. C. 214-218.
3.Ilepeuenv pecypcos unghopmayuoHHo-menekoOMMyHUKAyuoHHot cemu « Mnmepnempy.
1. ApxuBsl Poccun. [Ilopran ®enepanbHOil apXuBHOHM ClyKObl]; [DIEKTPOHHBIHI
pecypc] — DnekTpoH, nan.— M., [2001].— Pexxum goctyna: www.rusarchives.ru, cBoOOIHBII.
— 3aru1. ¢ 9KpaHa.
2.MupopmanioHHo-cripaBoyHast  cuctema  apxuBHoil  otpaciu  (MCCAO) //
Koncantunrosas rpynna «Tepmukay. http://www2.termika.ru/issao?d&nd=982303573
4.Mamepuanvrno-mexunuueckoe obecneuenue 3aHAMuUs.
Y4eOHbIi KOMIBIOTEPHBIHN Ki1acce (cM. 1. 8. MaTtepraibHO- TEXHUYECKOe o0ecredeHne
mucuuiuiniel.) IlporpammHoe oOecnedenue: Internet Explorer umm npyroit Opaysep;
[Touckossie cuctemsl WWW: google .ru, yandex.ru, rambler u ap.



Tema 2. (4 u.)Texnonmoruss ckanupoBanus. OpraHuzaims padboTHI

Hens  pabGotei:  M3ydeHwe  OCHOBHBIX  3TamoB  pabOTBl 1O  CKaHUPO-
BAHUIO JJOKYMEHTOB.
3aoanus :
N3yuenue METOINYECKHAX YKa3aHHUI apXuBOB o o poBaHUIO
JOKYMEHTOB.

1. CocraBnenue miana padoThI O OIU(POBAHUIO.
2. Bemonnenne  pabotel  mo  oTOOopy < HAa  CKaHHMPOBAaHUE  KOMILIEKCA
JIOKYMEHTOB, a TaKXKe IO UX [PeIBApUTEIIbLHON 00paboTKe.
Konmponvnvie éonpocui:
1. KakoBsl TpeOOBaHUS K pa3pelIeHHIO, IBETonepeaayde, hopmaty rpadudeckoro ¢aiina
pHu oM (POBAHUN APXUBHBIX JOKYMEHTOB?

2. Kakue nanbosiee 3HauMMBble IPOEKTHI 00JACTH OLIUPPOBAHUS,
OCYILIECTBJICHHbIE OTEUECTBEHHBIMU apXUBaMu?
3. KaxoBbl 0CHOBHBIE UTOTH PAOOTHI IO OIIU(POBAHUIO B OTEYE-

CTBEHHBIX apXuBax?

Cnucox ucmouHuKo8 u 1umepamypul.
1. Hemounuku.

1.1.  OcHosuvie.

1. FOmamesa, 10.}O. Meroandeckne peKOMEHAALMH 10 3IEKTPOHHOMY KOIIMPOBAHUIO
apXMBHBIX JOKYMEHTOB U YIPaBJICHHUIO MOJIyY€eHHBIM HMH(pOpMamoHHbIM MaccuBoM / FO.1O.
IOmameBa, BHUNJA.— M., 2013.— 125 c.- Jlen. B8 OHHTU no noKyMEHTOBEIEHUIO M
apxuBHOMY ey 26.06.2014, No 256.

2.0t1ver mo HUP «Pa3paboTka mpoekTa oTpacieBOro CTaHAapTa CO3AaHMsI SJICKTPOHHBIX
KOomuil apxuBHBIX JokyMeHToB» M: BHUNJIAL, 2014. /Ony6nnkoBaHo Ha caiite DenepaqbHOTO
apxuBHOTO areHtctBa http://archives.ru/documents/methodics.
1.3 Jlononnumenvhoie.

1.Pernament onudposku apxuBHbIX 1o0kyMeHTOB ' KY 'OITAHO / I'oc. 00miecTB.-TIOJIHUT.
apxuB Hwxkeropon. 061.— Hwknauit Hosropon, 2012.— 12 c¢.// BHUUJIA/. Hen. 8 OLIHTH no
JOKYMEHTOBEACHUIO U apXUBHOMY JIETy.

2. Bpemennblii periiaMeHT olu(ppOBKU apXUBHBIX JOKYMEHTOB ['0CyIapCTBEHHOTO apXuBa
crenuagbHOM nmokyMeHTanuu Hmwkeroposackoi oomactu / I'A cren. jokymenTtanuu Huxeropo.
005.— Hwxkuwmit Hoeropon, 2012.— 9 c. .// BHUUJAA. Jen. 8 OLITHTU no nokyMeHTOBEACHUIO U
apXUBHOMY JIETTy.

4. Tlamartka o opranuzanuu paboTsl oriepaTopa MEKTPOHHOTO IIBETOIENIeHUs, Habopa 1
BepcTku otaena AAT mo ckanupoBanuio (ouudpoBke) ToKyMeHTOB apxuBHOro ¢onma OKY
«I"ocapxus Kypckoii o6mactn» / I'A Kypck. 061.—Kypck, 2012.— 6 ¢. .// BHUN A CU®D 13658.

5. Topsanok paboThl 10 MEPEBOY APXUBHBIX JOKYMEHTOB Ha OymakHoMm Hocutene 1 HCA
K HUM B JJIGKTPOHHBIA (popmar ¢ Hcmoiabp3oBaHuEM ckaHupyromuiero obopyaosanus B ['KY KO
I'AKO / T'A Kemep. 061.— Kemeponso, 2013.—40 c. .// BHUUIAL. CUD 13699

6. PekoMenganuu mo oOecredyeHHI0 COXpPAaHHOCTH HMH(OpMAINM, 3allMCaHHOW Ha
OTNITUYECKUX JIMCKAX (TECTUPOBAHNE BEHIOOPOYHOTO MACCHBA IOKYMEHTOB (pe/iepaTbHBIX APXUBOB).
IToarorosnenst PAHT/L B pamkax BeinonaHenus I'ocynapctBeHHOT0 KOHTpakTa Ne 79 ot 12nroms
2011 T. //Omy0GIrUKOBaHO Ha caiite «ApXHBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml

2.Jlumepamypa
2.1.0cHosHas
1.Anpgepcon K., AmwmanroB IO.H., HaymoB O.B. OnexrtpoHHas Bepcusi apxuBa
N.B.Cranuna // Bectnuk apxuBucta. 2008. Ne 2. C. 134-139



2.3amaeB I'.3. AkrTyanbHBIC BOIPOCHI CO3JaHHMS M XpaHEHUS LU(PPOBBIX KOMHN

apXMBHBIX JOKyMeHTOB //OTtedecTBeHHBIE apXuBhL. 2012. Ne 2. C.55-58.

3.KapuayxoB B.H., MepsnskoB H.C., Ocunosa H.M., Py6ano JL.U.
ONEeKTpOHHBIE 6a3bl JTAHHBIX apxuBa Poccuiickoit aKaJgeMHuu HayK //
OteuectBennbie apxuBbl. 2001. Ne 6. C. 35-41.

4.Cno6onnuk, 1.b. Co3nanne GoHa MoIp30BaHMS HA MEKTPOHHBIX HOocHuTelsix B LITMA
Cankr-IletepOypra / U.b. Cnoboanuk // Oteu. apxuBbl.— 2013.— Ne 1.— C. 39-41.

3. ®ponoBa  E.B.  Dnexrtponnsiii  apxuB  Tiomenckoid  obmactu //  Ort-
edectBeHHbIe apxuBbL. 2009. Ne 6. C. 43-46.

1.2. Jlononnumenvhasi.
1.Xabubymmuna I'.A. Poccuiicko-6enopycckuii cemunap «PectaBpamusi U cTpaxoBoe

KOITMPOBAaHNE apXUBHBIX TOKYMeHTOBY / . A. XabuOynmuHa // OteuectBennbie apxuBbl. — 20009.
— Ne 6. — C. 114-115.

2. Mengenesa I'.A. ABTOMaTH3UPOBAaHHAS cucrema «COXpaHHOCTb»
1o KOHTPOJIIO 3a (U3UKO-XUMHYECKUM COCTOSIHHEM JOKYMEHTOB
Ha TJIEHOYHBIX HOCHUTEJIAX B PTAHT/ /l BecTtHuk ApXHUBUCTA.

2002. Ne 1. C. 272-274.

3.Ilepeuensv pecypcos unghopmayuoHHo-menreKoOMMYHUKAYUOHHOU cemu « MnmepHnemy.

1.ApxuBbl Poccun. [[lopran ®enepanbHON apXUBHOUM cioyxObl]; [DIEKTPOHHBIN
pecypc] — DnekrpoH, nan.— M., [2001].— Pexxum noctyna: www.rusarchives.ru, cBoOOTHBIH.
— 3ariL. ¢ 3KpaHa.

2.udopmarmonHo-cripaBoyHasi cucrema apxuBHod otpacim  (MCCAO) //
Koncantunrosas rpynna «Tepmukay. http://www?2.termika.ru/issao?d&nd=982303573

4.MamepuanvHo-mexuuueckoe obecneuenue 3aHamusl.

VY4eOHbIl KOMIBIOTEPHBIN KiTace (cM. 1. 8. MarepuanbHO- TEXHHYECKOe obecrieueHne
muciuiiuHel. ) Ckanupyroniee obopynoBanue. [Iporpammuoe obecnieuenue: [Iporpammer s
yIpaBJeHUs] CKAHUPOBAHUEM

Tema 3. (4 wuaca) CkaHeppl, CHEIUAIM3UPOBAHHOE MpPOTpaMMHOE 00Oe-
CIIeYeHHE U OCHOBHBIE METO/Ibl CKAHUPOBAHHUS .

Henb paboThI: U3YUUTh TEXHUYECKOE obecrieueHue, HE00X0 11~
Moe L onuQpoBaHus, 0COOEHHOCTH u XapaKTEePUCTUKU apXUBHBIX
CKaHEPOB.

3amanus:

1. U3zyuenue TeXHUYECKOU JIOKyMEHTaIu! CKaHUPYIOUIETO obopy-
JOBaHUS, MIpaBUII ero SKCIUTyaTaIiH. dopmynupoBaHue Tpebo-
BaHMI K CHEIMATU3UPOBAHHOMY CKaHUPYIOLIEMY 000pyIOBaHHIO
JUTSI QpXUBOB.

2. VI3yyeHre OCHOBHBIX PEKHMOB U METOJIOB CKAHHUPOBAHUSI.

3. BeimosiHeHHe poOHOTO CKaHUPOBaHUs TEKCTOBBIX u rpacduye-
CKUX MaTepHalioB B Pa3IUYHBIX pEKUMaX.

Koumponvnvie sonpocwi:

1. Kakue criennanbHble TpeOOBaHUSI IPEABSIBISIOTCS K CKAHUPYIO-

meMy o0OpyI0BaHUIO ISl ApXUBOB?

1. Hcmounuku.

1.1.  OcHosnuie.

1. FOmamesa, FO.FO. Metoauyeckne peKOMEHJAMU MO 3JIEKTPOHHOMY KOMHMPOBAHUIO
apXMBHBIX JOKYMEHTOB W YIPAaBIEHUIO MOTy4eHHBIM WH(popMarmoHHbIM MaccuBoMm / FO.IO.
Omamesa, BHUUJIA.— M., 2013.— 125 c.- Jden. B8 OHHTU mno nokymMeHTOBEOEHUIO U
apxuBHOMY ey 26.06.2014, Ne 256.



2.0tuet mo HUP «Pa3paboTka mpoeKkTa 0TpaciaeBOro cTaHaapTa co3AaHus SIEKTPOHHBIX
Komuii apxuBHBIX qokymeHToB» M: BHUJIAL, 2014. //Ony6iukoBano Ha caiite DenepabHOTO
apxuBHOTO areHTcTBa http://archives.ru/documents/methodics

JloronHUTENBHEIE.

PykoBOCTBA IO AKCIUTyaTaIli apXUBHBIX CKAHEPOB — CM. Ha-

npumep: Cxaneps! fokymeHTOB. Ckanepsl popmyssipos // Kopriopa-

st «DIEKTPOHHBIN apXuB». WWW.elar.ru

3.Ilepeuens pecypcoB HHPOPMAITMOHHO-TEIEKOMMYHUKAIIMOHHOU ceTu « HTEepHETY.

1.Apxussl Poccun. [Ilopran @enepanpHoii apXUBHOU CIyObI|; [DneKTpoHHBIN pecypc]
— DnektpoH, nad.— M., [2001].— Pexxum nocryma: www.rusarchives.ru, cBOOOIHBIN. — 3aril. ¢
9KpaHa.

2.VlnpopmanoHHo-cipaBoyHass ~ cucrema  apxuBHoil  otpacin  (MCCAO) //
Koncanrtunrosas rpynna «Tepmukay. http:// www2.termika.ru/issao?d&nd=982303573

4.MarepuanbHO-TEXHUUECKOE 00eCTIeueHUE 3aHATHSI.

VY4eOHbI KOMNbIOTEPHBIH Kilacc (cM. m. 8. MarepuaibHO- TeXHHYECKOE OOecreyeHue
muciuiiuebl.) Ckanupytomiee obopynosanue. [Iporpammuoe oGecniedenue: IIporpammbl st
YIIpaBJICHUS] CKAHUPOBAHNEM

Tema 4. (2 wuy.)®opmaT mnpeACTaBICHUS OMUPPOBAHHBIX JTOKYMEHTOB

Hens paboThI: N3y4eHHUE TEXHOJIOTHH o00paboTku AJIEKTPOHHBIX
KOIUN JOKYMEHTOB I10 33/IaHHBIM YCIIOBHUSM.
3aganus:

1. U3yuenue IIPOrPaMMHOTO obecrieueHusI Ui YIIPABICHHUS CKaHHU-
poBaHuEM u ONTHUYECKOTO pacro3HaBaHUs CHMBOJIOB. N3yyenne
PYKOBO/ICTBA 10JIb30BATEIIS.

2. [loaroroBka apaMeTpoB CKaHUPOBAHUS BBICOKOKa4Y€CTBEHHOTO
u KOHTPOJIBHOTO N300pakeHmsl, HacTpoika apaMeTpoB CKaHM-
pOBaHus.

3. OcyuiecTBieHue paboThI 1o CKaHUPOBAHUIO KOMILIIEKCa ap-
XHUBHBIX JTOKYMEHTOB B pa3HbIX pexnuMax. CoxpaneHue JlaH-
HBIX B rpadu4ecKux bopmarax (mosb30BaTENBLCKUI u apXuB-
HBIN).

4. Ocy1iecTBieHHE OIITUYECKOTO pacrio3HaBaHus CHMBOJIOB. Kon-
TPOJIb pacro3HaBaHMsL. CoxpaHeHue JTAHHBIX B TEKCTOBOM ¢op-
Mare.

Konmponvnwvie 6onpocui:

1. KakoBbl mapaMeTpbl pekuMa CKaHUPOBAHUsL, OT YEro 3aBUCHUT UX

BBIOOD?

2. Kakue nporpamMmsbl UCIOJIB3YIOTCS JUIsl ONITUYECKOT0 pacro3HaBa-

HUs cUMBOJIOB. KakoBbl UX orpanuyeHus?

1. Hcmounuxu.

1.1. Ocnosgnvie.

1. FOmamesa, }0.}O. Meroauueckue pekoMEeHJaluH MO 3JIEKTPOHHOMY KOTIMPOBAHUIO
apXMBHBIX JJOKYMEHTOB M YIPaBJICHUIO MOJydeHHbIM HH(popMaroHHbIM MaccuBoM / 1O.IO.
Omamesa, BHUNJAL.— M., 2013.— 125 c.- len. 8 OUHTH no QOKyMEHTOBENECHUIO U
apxuBHOMY ey 26.06.2014, Ne 256.

2.0tuer mo HHP «Pa3paboTka mpoekTa OTpacieBOro CTaHAapTa CO3JaHHs
AJIEKTPOHHBIX KOMHUH apXWBHBIX AokymeHToB» M: BHUUJIA/, 2014. //OnybnukoBaHo Ha
caiite denepanbHOro apXuBHOTrO arenTcTsa http://archives.ru/documents/methodics

1.2 JlomoaHUTEIbHBIC.

. PykoBozicTBa M01b30BaTEINS IPOTPaMM Uil CKAHUPOBAHUS U


http://www.elar.ru/

FineReader (cM. cripaBOYHBIN pa3en MPOrpaMMBl).

3.Ilepedens pecypcoB HHDOPMAITMOHHO-TEIICKOMMYHHUKAIIMOHHOM ceTn IHTepHET.

1.ApxuBsl Poccun. [[lopran ®enepanpHON apXUBHOU CITyKOBI|; [DIEKTPOHHBIN
pecypc] — DnektpoH, nan.— M., [2001].— Pexum noctymna: www.rusarchives.ru, CBOOO HBIH.
— 3aru. ¢ sKpaHa.

2. Federal Agencies Digitization Guidelines Initiative (FADGI) ([Muaunuarushas
rpyIbIa N0 pa3paboTKe peKOMEHIAHi 10 ounpoBaHHIO (peepabHBIX areHTCTB));

caiiT Accoruanuu 1o yrnpasiieHuto nHpopmarmei u n3odpaxkenusmu (Association for
Information and Image Management (AIIM)); omurer 3.

http://www.digitizationguidelines.gov/still-image/digconv.html. Jara
obpamenus 12.01.2019;

3. Association of Records Managers and Administrators (ARMA International)) Caiit

MexayHapoaHoi opranu3aiueii o crangaptuzanuu (ISO) Texauueckum koMuTeToM Ne

[IpuknanHsie CUCTEMBI CO3JaHus " XpaHEHUsI JIOKyMEHTOB
(URL;http://isotc.iso.org/livelink/livelink/open/tc171)
4.HaunonanpHas opraHu3anueu o MH(OPMaLMOHHBIM

crapmapram (National Information Standards Organization (NISO)).

7 . M amepuanvno-mexnuyeckoe obecneuenue 3aHAmusl.

VY4eOHbIi KOMIBIOTEPHBIN Kilacc (cM. 1. 8. MaTepuanbHO- TeXHUYECKOe oOecrieueHue
muciuiuHel. ) Ckanupyromiee obopynoBanue. [Iporpammuoe obecnieuenue: [Iporpammer s
yIrpaBiieHus: ckanupoBanuem u FineReader

1
Tema 5. (4 wu.). Texnomoruss uHIAeKcupoBaHusa. CTaHIAPTHl OMHUCAHHS
JTOKYMEHTOB. MeTajjaHHbIe

ens 3aHATHS: WU3YYHTh OCHOBBI CO3JaHHs MOJIHOTEKCTOBBIX
0a3 JAHHBIX n MMOMCKOBEIX CHCTEM o o1 (ppOoBaHHBIM KOTIHSIM JIo-
KYMEHTOB
3amanus.
1. U3ydenue MEXKTyHapOHBIX CTaHJApTOB JIEIIOTPON3BOICTBEHHBIX
METaJaHHBIX.
2. Nzydyenue MEKTyHapOHBIX CTaHJIapPTOB OIMMCAHUS apXUBHBIX
JTIOKYMEHTOB.

3. I/IsyquI/Ie OTCUYCCTBCHHLBIX CTaHIapTOB OIMKMCaHuA JOKYMCHTOB B
ACJIOIMPOU3BOACTBE U apXHMBHOM JCJIC.

4. CocraBieHue Kiaccudukaropa o KOMILIIEKCY OTCKaHUPOBAHHBIX
nokymeHToB Ha ocHoBe EKJIU.
5. Munexcanms KOMILJIEKca CKaHHUPOBAHHBIX JIOKYMEHTOB o cO3-

JAHHOMY KJIaCCU(PUKATODPY.
Konmponvnwvie 6onpocui:
1. KakoBbl TpeOOBaHUS K ONUCAHUIO APXUBHBIX JOKYMEHTOB B I0-
HCKOBBIX cUCTeMax?
2. Kakossl crpykrypa EK/IU u MeToauka nnaexkcaiuu uHGop-
Maruu?
1. Hcmounuxu.
1.1. Ocnosnvie.
1.1CO 23081-1 (R) «HUupopmarnms u JOKyMEHTAIHSI. [Ipouec-
CBI yIpaBICHUS JTOKYMEHTaMH. MerananHbie JUIst JOKYMEHTOB:
Yacts 1. [Ipunuumnsi». M.: Crangaptuadopm, 2006.
2. Equnbiii knaccudukarop JokyMeHTHOH nHpopMmanuu ApxuBHoro ¢onaa Poccuiickoit
@eneparuu / [coct.: B.I'. Jlapuna (pyk. Temsr) u ap.]. — 2007. — 660, [1] c.: Tabn



1.2. /lononnumensHuie.

L.LUCO  8879:1986. O6pabotka  wHpopmaru.  TEeKCTOBBIE W YUPEK-
JICHYECKUE CUCTEMBI. CranaapTHbIi 000011IeHHBIN A3BIK pa3mer-
ku (SGML). — (Odur. mepeBo).

2.1UCO  8601-2000  «OnemeHThl  AaHHbBIX W (QopMarel  oOMeHa  JaH-
HeiMu. OOMeH nHpopmanmei. [IpocraBienue 1at u BpeMeHm».

3.1CO 15489-1:2001 «Hudpopmarms U JOKYMEHTAIHs —  VYopas-
JICHHE JOKYMEHTAMMW. nco 15489-1:2001 «ubpopmarnms u JI0-
KyMeHTaluusi — Y1pasieHue JokymeHTamu». M., 2007.

4.T'OCT 7.70- 2003. MexrocynapcTBeHHbIN CTaH-

napt. CUBU /1. Onucanue 6a3 JaHHBIX 1 MAIIMHOYUTAEMBIX WH(OPMAIIMOHHBIX MACCHBOB.
CoctaB u 0003Ha4eHHE XapaKTEPUCTUK. YTBepxkaeH MexrocyaapcTBeHHBIM COBETOM 110
CTaHJapTU3AIMU METPOJIoTuU U ceptudukaiuu, (mpotokos Ne 23 ot 22 mas 2003 r.) Beenen B
neiictue 01.07.2004.M.:Cranpaptundopm, 2008.

5.@yHKIMOHANBHBIE TPeOOBaHHUS K WH(POPMAIIMOHHBIM CHCTEMAaM apXHBOB JIEKTPOHHBIX
nokyMeHToB opranuzamuil. M:Pocapxus, BHUMJAJ. 2014 //OnyGnukoBaHo Ha caiiTe
®enepanbHOro apxuBHOTro areHTCcTBa http://archives.ru/documents/methodics.shtml

3.Ilepeuensv pecypcos unghopmayuoHHo-menreKoMMYHUKAYUOHHOU cemu « MnmepHnemy.

1.ApxuBsl Poccun. [[Topran ®@enepanbHoit apXUBHOU CITYXOBI|; [D7IEKTpOHHBIN pecypc]
— OnektpoH, nan.— M., [2001].— Pexum noctyna: www.rusarchives.ru, CBOOOIHBIN. — 3ariL. ¢
JKpaHa.

2.udopmarmonHo-cripaBoyHasi  cucreMa  apxuBHout  otpacim  (MCCAO)  //
Koncanrunrosas rpynna «Tepmukay. http:// www2.termika.ru/issao?d&nd=982303573

4.Mamepuanvrno-mexunuueckoe obecnederue 3aHAmusl.

Y4eOHbII KOMIBIOTEPHBIN Kiacc (cM. m. 8. MaTepuanbHO- TeXHHYECKOe obecrieueHune
muciuruiel.) . CYBJL MS ACCESS

Tema 6. (2 u.).PazpaboTka TEXHHYECKOTO 3aJlaHUS IO CO3JAHUIO0 DJIEKTPOHHOTO
MH(POPMAITMOHHOTO pecypca

Lens 3aHATHS: U3ydeHUE TEXHOJIOTHH CO3JIaHMSs MTOJTHOTEKCTO-
BOM 0a3bl JaHHBIX.

3aoanus:

1. Uzydyenwue IIPUMEPHOTO TEXHUYECKOTO 3a/1aHHUs Ha CO3/1aHHue
JIEKTPOHHOTO pecypca, COCTaBJIEHHE IJ1aHa TEXHUYECKOTO 3aza-
HHSL.

2. CocraBiieHue TEXHUYECKOTO 3a1aHus ISt CO3/IaHHs ITOJIHOTEK-
CTOBOM 0a3bl JTAHHBIX 1o ApPXUBHBIM JOKyMEHTaM c OITMCAaHUEM

Ha ypoBHE (OH/A, ONUCH, eja, JOKYMEHTA.

3. Peanmuzanusa  06a3el  manHbix B CYBJI MS  Access, co3manme TaOmuil
«DoHY, «Onucoy, «eno», «JloOKyMEHT» (yuuThIBast TpeOoBaHUs
K METa/IJaHHbIM M CTaHApThl ONIMCAHUS TOKYMEHTOB).

4. Onucanne (QoHAa, OmNMCH, Jela M  MaccuBa U3 BCEX  JIOKYMEHTOB
Jiesia B CO3/JaHHBIX Tabiuiax (He MeHee 5 1en).

5. Coenunenue rpaduuecKoro daiina c n300pakeHueM JOKyMEHTa
U 3anucH 06a3bl JaHHBIX C PEKBU3UTAMHU JIOKYMEHTOB.

6. IlepeBo TpaMIIMOHHON OMTUCH B JIEKTPOHHBIN (opmar.
Konmponvnwvie eonpocoi:
1. KakoBblI 3Tansl peainzaiiy MpoeKTa Co3aHus AEKTPOHHOTO
nH(POPMAIMOHHOTO pecypca?
2.KakoBa CTpyKTypa TEXHUYECKOTO 3a/1aHus?

1. Hcmounuxu.

1.1. Ocnosnvie.



1. I'oCT 52292-2004. VYupasnenue OpraHu3anuei. ONEeKTPOHHBIN
periamMeHT aJIMUHHUCTPaTUBHOM u Ci1yKeOHOH JESITEIbHOCTH. OcHoB-
ubie nosioxkerust. C 1 uronst 2005 r. — M.: T'occranaapt, 2005

2.fOmameBa, 0.IO. Mertonnyeckue pekoMeHAALUU IO 3JIEKTPOHHOMY KOIIHPOBAHUIO
apXMBHBIX JIOKyMEHTOB M YIPABICHHUIO MOJyYeHHBIM HH(popManroHHbIM MaccuBoM / HO.1O.
Omamesa, BHUMJAL.— M., 2013.— 125 c.- Hen. 8 OHHTU mno nOKyMEHTOBEIACHHUIO M
apxuBHOMY jeny 26.06.2014, No 256.

3. OyHKIMOHANBHBIE TPEOOBaHUS K HH(DOPMAITMOHHBIM CHCTEMaM apXHBOB AIEKTPOHHBIX
NOKyMeHTOB opranuzammii. M:Pocapxus, BHUUIAAJL. 2014 //OnybnaukoBaHo Ha caiiTe
®denepanbHOrO ApXMBHOTO areHTCTBA

http://archives.ru/documents/methodics.shtml

1.2. JlononrnumensvHoie.

1.ISO/TR 14105:2011, Document management — Change management for successful
electronic document management system (EDMS) implementation — MeHemkMeHT
nokyMeHTooOopoTa. Opranusanusi BHECEHUSI U3MEHEHUM JJIs YCIEUTHOW peain3ali CUCTEMBbI
MEHEPKMEHTa 3JeKTpOHHBIX NokyMeHTOB (EDMS). // Odunumansusiii caiit ISO. www. http.
I1SO.com (mara o6pamienus 01.05.2012)

2.PermamenT orudpoBku apxuBHBIX J0kyMeHTOB ['KY TOITAHO / T'oc. oO1iecTB. -1oIuT.
apxuB Hmxeropoa. 061.— Huwxuuit Hosropon, 2012.— 12 c..//BHUUJAA. CU® ODPHTU.

3.BpeMeHHbIi periaaMeHT oluPPOBKU apXUBHBIX TOKYMEHTOB ['0cy1apcTBEHHOTO apXuBa
cnienuanbHOM nmokymeHTanuu Hikeropoackoit oomactu / I'A cren. mokymenTanuu Hmkeropo.
001.— Huwxumit Hosropon, 2012.— 9 ¢.// BHUNJAL. CUD OOHTU.

2.Jlumepamypa.

2.1. Ocnoegnas.

3amaeB ['.3. AKTyanabHBIE BOMPOCHI CO3/aHMS U XpPaHEHHUS MUQPPOBBIX KOMUNA apXUBHBIX
nokymMeHTOB //OteuecTBeHHbIe apxuBbl. 2012, Ne 2. C.55-58

2.2 Jlononnumenvhasl.

Kapnayxos B.H., Mep3msikos H.C., Ocunosa H.M., Py6anos JI.W.

DneKkTpoHHbIe 0a3bl TaHHBIX apxuBa Poccuiickoit akageMuu HayK //

OteuectBennbie apxuBbl. 2001. Ne 6. C. 35-41.

Tema 7. (2 u.).CnermanusupoBanHoe [1O mis co3maHust 2IEKTPOHHBIX apXHBOB

Lenb 3aHATHSA: U3YYUTh OCHOBBI BbIOOpa criennanusupoBanHoro 110 mist coznanus
AIIEKTPOHHBIX APXUBOB IyTEM UX CPABHUTEIHHOTO aHAIH3a.

3aoanus:

N3yunts onucanus (pyKoBOACTBA aIMUHUCTPATOPA, MOJIH30BATENs) IBYX CUCTEM IS
co3manus 31ekTpoHHbIX apxuBoB (FlyDoc, Directum, Documentum, Dnan, [Tporpamma
pocMoTpa apxuBoB «COrus»).

1. [IpousBecTH perucTpamnuio J0KyMEHTOB B Pa3HbIX CUCTEMAaX.

2. ITpousBectu TpaHcpopMaIfio JOKYMEHTOB u3 ¢dbopmara B
¢dopmar.

3. [Ipon3BecTu MOMCK JOKYMEHTOB.

Pe3ynbTathl cpaBHEHUS CUCTEMATU3UPOBATH B BUE TAOIHUIIBI.

Ne |Hazpan |®ynkuum |Haspanm (Otyersl Hcnoabsyemass |Bun

n/nm |{ue (ecu co- |1 CHCTEMBI CYB/, CHCTEMBbI
U pa3pa-|CTOMT U3 |IKPaHHBI |3JIEKTPOHHOr |dopmar 3JIEKTPOHHOI 0
0OTYMK |MOJACHUCTEM |X o (bI) JAHHBIX apxmuBa
cucrem |/ ¢popmaro |apxuBa (mo crenenn
bl MoayJieil |B KOPIOPATHBHOCTH,
3JIEKTPO | — U ToJIeH MacIITAa0MPOBaHHIO,



http://archives.ru/documents/methodics.shtml

HHOTO0 |Ha3BaHHME |KAaMXKAO0I0 MYJIbTH(OPMATHOCT
apxuBa |H ¢popmara ,
byHkuun GyHKuHAM)
KaK/10ro
MOTYJIs1)
1 |2 3 4 5) 6 7

Konmponvnwvie éonpocwi:
1. Kakue TpeboBanus npenbsiBistorces K 11O s snexkTpoHHOTO apxuBa’?
1. Hcemounuxu.
1.1 Ocnosnvle
Omamesa, FO.FO. Meroauueckne peKOMEHJAIMM IO 3JIEKTPOHHOMY KOIHPOBAHUIO
apXMBHBIX JOKYMEHTOB U YIPABJICHHUIO MOJIydeHHBIM HH(popManmoHHbIM MaccuBoM / FO.IO.
Omamesa, BHUNJAL.— M., 2013.— 125 c.- Jlen. 8 OLUHTU no nOoKyMEHTOBEACHHUIO H
apxuBHOMY Aeny 26.06.2014, Ne 256
OyHKIMOHANBHBIE TPeOOBaHMS K MHPOPMAIIMOHHBIM CHCTEMAaM apXHBOB DJIEKTPOHHBIX
NokyMeHTOB opranuzauuid. M:Pocapxus, BHUUJAJ. 2014 //OnyOnukoBaHo Ha caiite
®denepanbHOTO apXUBHOTO areHTCcTBa http://archives.ru/documents/methodics.shtml
2.Jlureparypa
2.1. OcHoBHas
KysnennoB  C.JI.  IlIpobnembr  BeiOOpa  [IO  mng  aBTOMatu3zauuu  pa-
60ThI ¢ fokymenTamu // Cekperapckoe aeno. 2005. Ne 10. C. 20-24.

9.2. MeToanueckne peKOMeHJAIUM 110 MOAT0TOBKE MUCbMEHHBIX padoT.

Pedepar npeacrasnser coboit onrcaHue peaqru3aiuy MpoeKTa 1Mo oudpOBaHUIO JOKYMEHTOB U

CO3JITaHUI0 apXuBa OM(POBAHHBIX JOKYMEHTOB, 3JIEKTPOHHOTO CTpaxoBoro ¢oHxaa, hoHIa

MOJIb30BAHMSI UJIM TTOJTHOTEKCTOBOM 0a3 JaHHBIX B KOHKPETHOM OpraHu3alvu, apXuBHOM

YUPEXKICHUH.

Martepuainsl 41 peepara cOOUpaIOTCs CTyIEHTAMHU B XOJI€ IKCKYPCUI B apXUBBI, a TAKXKe HA

OCHOBAaHUU METOJMYECKUX MOCOOUN, MHCTPYKIIMH, OTYETOB M OMUCAHUM TPOEKTOB IO

o1u(ppoBaHUIO (CM. CTUCOK UCTOYHUKOB).

Pedepar umeer creayromuii miaH:

1. Bregenue (uenb, 3a1aun paboThl, aHAINU3 JTUTEPATYpPbI IO npodiemMe ouppoBaHUs APXUBHBIX
JOKYMEHTOB, OITUCaHNE APXUBHOTO YUPEKICHUS, TI€ pealu3yeTcs MPOEKT).

2. lenb u 3agaun paboThl O OLU(PPOBAHUIO, ONMMUCAHUE KOMILIEKCA TOKYMEHTOB U KPUTEPUH HX

oTbOopa.

. Texauueckoe u mporpaMMHOe 00ecriedeHHe MPOeKTa.

4. Dransl peanu3alyy MpoeKTa, BEBI0Op TEXHUYECKUX MapaMeTpoB ounudpoBaHus (paspelieHue,
¢dbopmar, 1BeTonepeaya), Co3AaHrue MOUCKOBON CUCTEMBI, peCTaBpallus, MyOIuKaIus
ANIEKTPOHHBIX IOKYMEHTOB.

5. Utoru peanu3aiuu npoeKTa.

Pedepar nomken ObITh 0(hopMIIEH B COOTBETCTBUU C TPEOOBAHUSIMHU, TIPEIBIBISIEMBIMU K
MOJITOTOBKE U 0(hOPMIICHHUIO MMCbMEHHBIX paboT B BY3e, koTopble OCHOBBIBAIOTCS HA
TpeOOBaHUAX K OPOPMIICHHIO HAYYHBIX PadOT.

Pedepar Brirouaer:

—  TUTYJIbHBIN JIUCT;

—  OTJIaBJICHHE;

—  BBEJICHUE;

—  OCHOBHYIO 4acTh (TeMaTHUECKHe TIIaBbl, He O0Jiee TpeX);

—  3aKJIIOYEHHE;

w



- CITMCOK HUCIIOJIb30BAHHBIX UCTOYHUKOB U JIMTCPATYPEI, B.T.4. PpECYPCOB I/IH(bOpMaI_[I/IOHHO-
KOMMYHHKaHHOHHOﬁ CCTU MHTCPHCT.

O6beM pedepata — 15-25 crpanwni Tekcra (mpu Habope yepes 1,5 uHTepBana u pazmepe
mpudTta 13—14). Pedepar pacnieyarsiBaeTcss Ha OTHOW CTOPOHE CTAHIAPTHOTO JHCTa OyMaru
dopmata A4 (210x197mm).

Crpanuns! pedepara HymepyroTcs: apabCKuMH HUppaMu Ha BEpXHEM II0JIe JTUCTa, 0e3
KaBbIYEK, 1e(DUCOB U APYrHX 3HAKOB NMpENUHAHUS. TUTYIBHBIN JIUCT U OTJIaBIICHHUE HE
HYMEPYIOT, HO BKJIIOUYAIOT B 001Kl 00beM pedepara.

Pedepat onenuBaercst B paMkax MexxXcecCHOHHOH arrectanuu Ha 0-10 Gamios.

[Ipu ouenuBanuu pedepara yuuThIBaIOTCS.

- CAMOCTOATCIBHOCTD pa6OTI)I (HpCI[CTaBJIGHI/Ie KOIINU CTaThbu UJIM METOIUYCCKUX
peKoMeHaalui - - 0 6aJIIoB);

- MOJIHOTA onucaHus npoekra (1-6 6annos);

- JIOTUYHOCTDb U3JIOKCHHA, COOTBECTCTBHUE IIJIaHY, OTCYTCTBUC I/IH(i)OpMaHI/IOHHOFO myma
(momomHUTENBHO 1-2 Gaina);

- opopmieHue paboThl (IOMOTHUTENBHO 1-2 Gana).



Ipunoowcenue 1

AHHOTALIIUSA

Huctummaa «Co3maHue W JIKCIUTyaTalusi apXUBOB OLM(POBAHHBIX JTOKYMEHTOB)
peanmzyeTcs Ha GaKyIbTETe apXUBOBEICHUS U JIOKYMEHTOBEICHUS Kadeapoii apXHBOBEICHUS.

Lenp muCHUIIIMHBI — HU3yYEHUE METOJUYECKUX M TEXHOJIOTMUYECKHMX OCHOB TEPEBOJIa
ApXUBHBIX JOKYMEHTOB Ha TPAAMIIMOHHBIX HOCUTEISIX B HUGPOBYO (opmy, co3maHus u
IKCIUTyaTalli apXWBOB OIU(PPOBAHHBIX JIOKYMEHTOB U 3JICKTPOHHBIX HH(POPMAIOHHBIX
pecypcoB.

3ajauu JUCLHUILIMHGI:
1) chopmupoBath mpejacTaBiIeHHE 00 OCHOBHBIX HAIPABICHHSX HMCIIOJB30BAHUS TEXHOJIOTHU
O (POBAHUS B APXUBHOM [IEJIE;
2) U3y4UTh OCHOBHBIC TPUHIMIIBI CO3JAHHS W OKCILIyaTallid apXWBOB OIM(PPOBAHHBIX
JIOKYMEHTOB;
3) chopmupoBath MpeACTaBACHHE OO0 OCHOBHBIX NPUHIMIIAX W TEXHOJOTHAX OIUPPOBKU
JIOKYMEHTOB;
4) u3yuuTh  (QYHKIHOHAIbHBIE W  IPOU3BOJCTBCHHBIC  BO3MOXKHOCTH  CKaHHPYIOIIETO
000pyI0BaHMUS;
5) maTh MpeaCTaBICHUS O POJIM CIEIHATUCTa JOKYMEHTOBEAa-apXUBUCTA B IMPOEKTaX II0
CO3/TaHUI0 HHPOPMAITMOHHBIX PECYPCOB HAa OCHOBE OIM(POBAHHBIX JOKYMEHTOB;
6) maTh mpeacTaBICHHE O CO3/JIaHUM U MyOauKaluu B IHTepHeTe MOJTHOTEKCTOBBIX 0a3 JaHHBIX,
CO3/ITaHUY BUPTYaJTbHBIX BBICTABOK B TJI00AIBHOM CETH;
7) chopmupoBath MpeicTaBieHHEe OO0 OCHOBHBIX HaMpaBICHUsIX IM(PPOBOW pecTaBpanuu
JIOKYMEHTOB.
JlucrunauHa HanmpaBsieHa Ha OPMHUPOBAHUE CIACAYIONTUX KOMIETEHITUN:
ITK-4 Crioco6HOCTh CO3/1aBaTh U BECTH CUCTEMBI TOKYMEHTAITMOHHOTO 00ECTICYCHUS YITPaBICHUS
Y apXHUBHOTO Jiefia Ha 0a3e HOBEHIIMX TEXHOJIOTHA
B pe3ynbpTaTe ocBOCHUS AUCIUIUTMHBI OO YJaIOIIHICS JOJIKEH:
3HaTh - OCHOBHBIE HANPABJICHUS IPUMEHEHUS TEXHOJOTUN OIM(POBAHUS B ApXUBHOM JICTIE;
- HOPMAaTHBHO-METOJMYECKYIO 0a3y CO3JaHUs apXWBOB OLM(PPOBAHHBIX JTOKYMEHTOB U
(hopMUPOBaHUS AIEKTPOHHBIX WH(DOPMAIMOHHBIX PECYPCOB; OCHOBHBIC NMPHUHIUIIBI, 3TAabl |
TEXHOJIOTUHU OLIM(PPOBKHU JTOKYMEHTOB;
- OCHOBHBIC IPHUHIIMIIBI, dTAllbl U TEXHOJOTUH OIU(POBKH TOKYMEHTOB;
- (YHKIIMOHAIBHBIC U TPOU3BOJACTBEHHBIX XapaKTEPUCTUKNA CKAHUPYIOIIETO 000PYy/I0BAHHS;
- poNb apXMBHCTAa B MPOCKTaX IO OIM(MPOBBIBAHUIO CO3JIAHUIO KOMIUIEKCOB apXHBHBIX
JOKYMEHTOB U 3JIEKTPOHHBIX HHPOPMAIIMOHHBIX PECYPCOB Ha UX OCHOBE;
- OCHOBBI TEXHOJIOTUU LU(POBON pecTaBpaluu rpaduyeckiX, TEKCTOBBIX U ayIHOBU3YalIbHBIX
apXUBHBIX JIOKYMEHTOB;
- Hau0oJiee 3HAYUMBIC MEXKIYHAPOJHBIE MPOEKTHI MO OLMU(PPOBAHUIO KOMILJIEKCOB aPXHUBHBIX
JOKYMEHTOB C Pa3IUYHBIMH LIETISIMU;
- Hau0oJiee 3HAYMMbIC DJICKTPOHHBIC MYOIMKAIMKM OIM(PPOBAHHBIX APXUBHBIX JOKYMEHTOB U
MOJTHOTEKCTOBBIE 0a3bl JAHHBIX, CO3AHHBIE OTEYECTBEHHBIMH apXUBAMHU
Ymets  ¢dopMupoBath TpeOOBaHUS K apXuBY OLU(DPOBAHHBIX JTOKYMEHTOB U AJIEKTPOHHOMY
MH(OPMALIMOHHOMY pecypcy M OTpaxaTh M HMX B TEXHHYECKOM 3a/JaHUU; OCYIIECTBIATH
MPOEKTUPOBAHKE U TOMCK MH(POPMAIINH B MTOJTHOTEKCTOBBIX 0a3axX JaHHBIX;
Bnagets MeTronamu opraHusaiuu npoiecca onugppoBaHUs apXUBHBIX JTOKYMEHTOB; - HABBIKAMH
JOKYMEHTUPOBaHUS TPeOOBaHUI K ANEKTPOHHBIM apXUBaM U AJIEKTPOHHBIM WH(GOPMAIIMOHHBIM
pecypcam.
- HaBBIKAMH PA0OTHI CO CKAHUPYIOIIUM OOOpYJOBaHHEM U NPUKIATHBIM MPOTrPAMMHBIM
obecrnieueHreM B cepe MpaBJIeHHs] CKAHUPOBAHUEM U OTITHYECKOTO PaClO3HABAHUS CHUMBOJIOB.
[To mucnumInHE MPeTyCMOTPEHA MIPOMEXKYTOUHAs aTTecTalus B (hopMe 3a4eTa ¢ OI[CHKOM.
OO011ast TpyI0€MKOCTh OCBOSHUS IUCIUTUIMHBI COCTABISET 3 3aYETHBIX SMHHUIIBI.
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