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1. IlosicHUTeIbHAA 3aIUCKA

1.1. llens u 3aga9u AUCITUTIIINHEL.
[ToaroroBuTh CrienUanuCcTa, 3HAIOIIETO TEOPETUUYECKHUE OCHOBBI apXMBOBEICHUS DJIEKTPOHHBIX
JOKYMEHTOB, BJAJCIOIIETO METOJUKON OpraHu3alliyd XpaHEHHs, KOMIUICKTOBAHUs, y4deTa H
WCIOJIb30BAaHUS AJIEKTPOHHBIX JOKYMEHTOB PA3JIMYHBIX BUIOB MPEICTABIICHUS UHPOPMAIUU U
(dhopMaToB Ha COBPEMEHHOM 3Tarle.

3aoauu oucyuniumol.
- M3YYUTh OCOOCHHOCTH JJIEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB apXMBHOTO XPAHEHUS B
OTEUYECTBEHHOM U 3apyOeKHOI uctopuorpapuu;
- chopMHpOBaTh MPEJCTABICHUS] O HOPMATUBHON METOAMUYECKON 0a3e XpaHEHUs JEKTPOHHBIX

JOKYMEHTOB, B. T. 4. B cocTaBe ApXUBHOTO QoH1a PD;

- chopmupoBaTh TpeAcTaBlieHHe 00 obecreyeHun

COXpPaHHOCTH, y4Ye€Te€ U OINHCAHUU

QJICKTPOHHBIX TOKYMCHTOB, OpraHu3aliii X ONCPATHUBHOTO U JOJIIOBPEMCHHOI'O XPAaHCHU A,
- U3YyUUTh Knaccmbnxaumo OJICKTPOHHBIX JOKYMCHTOB,

- MHU3YYUTHb OpraHu3aluilo KOMINIICKTOBAHUA apXHWBOB opraHmaunﬁ,

rOCyIapCTBEHHBIX H

MYHHUIMIAIBHBIX ApXUBOB 3JICKTPOHHBIMH JOKYMCHTAMU,

- U3YYNUTh KPUTEPHUH IKCIEPTU3BI HEHHOCTH D/I;

- U3y4YHUTh MPOTpaMMHOE oOecriedeHne i NEKTPOHHBIX apXUBOB.
d®opMupyeMble KOMIIETEHIIMH, COOTHECEHHBIE ¢ IVIAHUPYEMbIMHU pe3yibTATaMH 00y4YeHH s

no JTMCUUIIJIMHE:

Komnerenuus HNuaaukaropsl IlepedyeHb NIaHNUPYyeMBbIX Pe3yJibTATOB
(xom u KOMIIeTeHII M i 00y4YeHus1 0 JMCUMILINHE
HaWMCHOBAaHUE) (ko m

HaMCHOBAHUE)
OIIK-4. Cnocoben OIIK 4.3. Obmagaer | 3HATH:
UCII0JIb30BATh HaBbIKaMU - OCHOBBI TEHJICHIIH ITPABOBOTO
0a30BbI€ 3HAHUS B UCIOJIb30BaHUS pPEerylupoBaHusl XpaHEHHs 3JIEKTPOHHBIX
obnactu nHpOpMaIMOHHO- nokymeHnToB (D]1) B poccuiickoMm
nH(pOPMAaLLOHHO- KOMMYHUKAIIMOHHBIX | 3aKOHOJATENIbCTBE, OCHOBHBIEC TCHACHLUAX B
KOMMYHHKAIIMOHHBIX | TEXHOJIOTUH B cepe | pa3BUTHH NIPABOBO 0a3bl;
TEXHOJIOTUH B cepe | TOKYMEHTALMOHHOIO | - POJIb JIEKTPOHHBIX apXHUBOB B COCTaBE
cBoeit obecrieueHus HAI[MOHAJILHBIX APXUBHBIX CIYXO MUpa, UX
npodeccHoHaANbHON | ympaBlIeHUsS U byHKIMH U TPOPUITE;
JeSITeNbHOCTH apXUBHOTO Jieja - OCHOBHBIE MEKTyHAPOIHBIE U

MEXTOCyJapCTBEHHbIE CTaHAAPThI B 001aCTH
JOJITOBPEMEHHOTO U IIOCTOSIHHOI'O XPaHEHUs
OL;

- IIOJIO’KE€HHs HALIMOHAJIBHBIX U OTPACIIEBBIX
CTaHJAPTOB U METOAUYECKUX PEKOMEHIALNM
10 METOJMKE OpraHU3alluy XpPaHECHMUS,
KOMIUIEKTOBAHM, Y4€Ta U UCIIOJIb30BaHUA
JJIEKTPOHHBIX JOKYMEHTOB B PO,
METOMUECKUe pa3paboTKu peepaabHbIX U
PErMOHAIIBHBIX apXUBOB, BEAOMCTB PO ;

- pOJIb JJIEKTPOHHBIX TOKYMEHTOB B COCTaBE
ApxuBHoro ¢oHga PO Ha coBpeMEeHHOM 3Tare;
UX LICHHOCTh KaK HCTOPUYECKUX UCTOYHUKOB;




- TNPUHIMIBI U TPHU3HAKH  KJIACCHU(HUKAIUU
AIIEKTPOHHBIX JOKYMEHTOB;

- OCOOCHHOCTM yuyeTa U  OIUCAHUsA
ANIEKTPOHHBIX  JOKYMEHTOB  Ha  OCHOBE
METOJMUYECKUX pa3pabOTOK POCCHUCKUX W
3apyOeKHBIX apXUBOB;

- OCHOBbI  00€CHe4eHHsT COXPAHHOCTH
AIIEKTPOHHBIX JOKYMEHTOB npu
JIOJITOBPEMEHHOM U TIOCTOSTHHOM XpaHEHUH B
T.d. Ha OCHOBE ONBITA M METOJUYECKUX
pa3pabOTOK  POCCHUUCKUX U  3apyOEKHBIX
apXHBOB;

- COBPEMEHHBI  ONBIT IO  CO3JIAHUIO
AJIEKTPOHHBIX apXWBOB B HAIEH CTpaHe W 3a
pyOe)KOM KaK yUYpeXKIEHHH, CTPYKTYPHBIX
NOJIpa3/ieIeHuii MUHHUCTEPCTB W BEJIOMCTB,
KOpIopanui OCYILECTBIISIOIIUX
JIOJITOBPEMEHHOE U TTOCTOSIHHOE XpaHeHue D1,
COCTaB 170:¢ ¢$oH0B, WCTOYHUKH
KOMILUIEKTOBaHUS, (PYHKIIHH;

yMeThb:

- OpPraHu30BaTh TIOCTOSIHHOE U
JIOJITOBPEMEHHOE XpaHEHUE 3JIEKTPOHHBIX
JOKYMEHTOB B COOTBETCTBHH C HAYYHBIMU
MPUHIIMIIAMU ¥ HOPMATUBHBIMU
TpeOOBaHUsAMH, a TAK)KE CTAHIAPTAMHU U
METOINYECKUMU PEKOMEHALUAMH ;

- HCIIOJIb30BAaTh CYIIECTBYIOIINE
METO/IUYECKUE pa3pabOTKU U CTAHIAPTHI JJIs
CO3/IaHMsI JIOKAIIbHBIX HOPMaTUBHBIX aKTOB,
UHCTPYKIUI U PyKOBOJICTB,
peraaMeHTHPYIOIIUX y4YeT, OUCaHHE,
XpaHEHUE JEKTPOHHBIX JOKYMEHTOB;

- OpraHu3oBaTh KOMIUIEKTOBAaHHE apXHBa
OpraHu3aluil dSJIEKTPOHHBIMU JOKYMEHTAMH,
0hopMUTH COOTBETCTBYIOIIYIO
COTIPOBOJIUTENBHYIO U YUEHYIO TOKYMEHTAIUIO
B COOTBETCTBUU C HAYYHBIMU MPHUHIMIIAMU U
HOPMAaTUBHBIMH  TpPeOOBaHHUSAMH, a TaKKe
CTaHJapTaMu u METOINYECKIMU
pPEKOMEHAALUSAMUY;

- COCTaBUTb peKoMeHaauuu i ciyx0sl UT no
BBIOOPY ~TEXHMYECKOTO M  HPOTrPaMMHOTO
obOecrieueHMs Uil DJIEKTPOHHOTO  apXuBa
OpraHu3allii B COOTBETCTBMM C HayYHBIMU
MPUHIIUIIAMHA u HOPMAaTHUBHBIMH
TpeOOBaHUSAMHU, a TaKkKe CTaHAapTaMu W
METOJUUECKUMH PEKOMEHIAIIUSIMU;




- COCTaBUThH JIOKAJIbHBIC HOPMATHBHBIE AKThI U
PYKOBOJACTBA JUIE  PabOTBI  DIEKTPOHHOTO
apxuBa OpraHU3alllu;

BJIa/IeTh:

- TEXHOJIOTUSIMH KIIacCU(UKAITUH, TOUCKA
JOKYMEHTOB B 3JICKTPOHHOM apXHBE);

- MOVICKOM TPO(PUITHHBIX HHPOPMALIMOHHBIX
pecypcoB B cetu UHTEpHET;

- HaBBIKAMH BHIOOpA M CPaBHEHUS
IPOTPAMMHBIX KOMIUIEKCOB JUIS
AJIEKTPOHHOTO apXHBa OPraHU3aINH;

- HaBbIKaMU y4yeTa U o0ecrieueHus
coxpaHHOCTH D]

1.3. MecTo AucuMILUINHBI B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMbl

JluctumnauHa BXOIUT B COCTaB 00s13aTEIbHOM YacTH yueOHOTO IIaHa.

Jlis oCBOEHHS AMCLUMIIMHBI HEOOXOJWMBI KOMIIETEHIUMH, C(HOPMHUpPOBAHHBIE B XOJI€
U3Y4EHUS CIENYIOIUX  TUCIUIUINH U TPOXOXKJEHUS npaktuk: MHpopmaruka,
Nndopmannonnsie TexHosoruu, MHPOpMaOHHBIE TEXHOJOTHMH B JIOKYyMEHTAallMOHHOM
obecnieueHnu yrpanieHusi, IHPopMaIMoHHbIe TEXHOJIOTUH B ApXUBHOM JIEJie.

B pesynbTare ocBOEHMS TUCUMILIMHBI (POPMUPYIOTCS KOMIIETEHIIMU, HEOOXOJUMBIE IS
U3yUYEeHMs CIEAYIOIUX AUCIUIUINH U IPOXOKIeHU pakTUK: Co3/1aHKe U SKCIUTyaTalus apXHUBOB
ouu(dpoBaHHBIX JOKYMEHTOB, CeTeBble TEXHOJOIMH B apXUBHOM jeine, IIpoekTHas mpakTuka,
[IpennunuomMHas npakTHKa.

2. CTpyKTypa AUCHMILIHHbI

CTpyKTypa IMCUUILIMHBI 11 04HOH GopMbI 00yUeHM st
OO6mast Tpy10€MKOCTh JUCIUIUTMHBI COCTABISIET 3 3.€., 114 4., B TOM 4mClie KOHTaKTHasl paboTa
oOy4Jarouxcsi ¢ mpemnoaaparesieM 42 4., caMocTosTeIbHas paboTa 00ydaromuxcs- 54 4, KOHTPOJIb
— 18 u.
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3a0aHUs no

971eKMPOHHOLL
noume.
Pazgen 1. 14 PTC, mema 1.
ONEeKTpPOHHBIE
JTIOKYMEHTBI
KaK 00BEeKT
ApPXUBHOTO
XpaHEHUS.
Paznen 2. 6 Ilposepka PTC,
Hopmarusnas mema 2.
METOIHYEeCKast
0a3a XxpaHeHUs
AEKTPOHHBIX
JOKYMEHTOB.
Pazmen 3. 6 Yemuwuii onpoc
KomrmexktoBan HanabopamopHo
ue u DIJT /1. M
3anamuu
IIposepxa PTC,
mema 3.
Paznen 4. 4 IIposepra PTC,
Obecrnieuenue mema 4. 4. 1.
COXPaHHOCTH,
O/
Paznen 5. 6 Yemmuwiii onpoc
Vyer, Ha
OTHCaHue 1abopamopHom
WCIOJIb30BaHU 3auamuu
e O/I. IIposepxa PTC,
mema 4.4 2.
Paznen 6. 6 Yemmuwiii onpoc
DJIEKTPOHHBIE Ha
apXuBBl  KakK 1aO60pamopHoM
Pa3HOBUIHOCT 3aHamuu.
b Hanucanue
MIPOTPaMMHOTO pechepama.
obecrieueHus:
CTaHapTHU3aIl
us
TpeOOBaHUM.
Paznen 7. 6
Opraauzanus Yemmnoni
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JONTOBPEMEHH Hanucanue
OTO XpaHEHHS peghepama.
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3.Conep:xanue JTUCUMUIIMHBI

3. Coaeprxkanue AU CUUIIMHBI

Ne

HaumenoBanue
pasaena
JTUCIHHUIIINHBI

Conepxanue

1.BBeneune.

[Ipeamer, nenp m 3amaum Kypca. VICTOYHHMKM W JuTepaTypa IO
Kypcy. TepMuHBl M TOHATHA:  DJIEKTPOHHBIM JOKYMEHT,
JJIEKTPOHHBIM apXUB, JIEKTPOHHAS MOJIUCH U €€ BUJbI, APXUBHBIN
dopMmat, HKcmepTH3a IEHHOCTH, KIacCHU(PHUKAIUs TOKYMEHTOB,
eaMHUIA ydera, €IMHMIA XPAaHEHMs, €JUHHLA OIMCAHUS
JJIEKTPOHHBIX JTOKYMEHTOB, MWIpalus, KOHBEPTALMs, KOHTEHHEp
JNIEKTPOHHBIX JOKYMEHTOB, METaJaHHble, CTAaHAAPThl U (OpPMaTHI
ONIMCAaHUsl ApXUBHBIX JOKYMEHTOB, YPOBHM OIIMCaHUS U
HMH(OPMAaLIMOHHO-TIONCKOBBIE XapaKTEPUCTUKHU, IEKTPOHHOE JEI0,
HOCHUTEJH 3JIEKTPOHHBIX JOKYMEHTOB M UX BUJBI.

Paznen 1.
DNEeKTPOHHBIC
JOKYMEHTHI KaK
00BEKT apXUBHOTO
XpaHEHUSI.

Oco0eHHOCTH ANIEKTPOHHBIX TOKYMEHTOB Kak O0OBEKTOB apXHUBHOTO
XpaHEHUsI B MUPOBOM apXMBOBEAUYECKOW HAyKe. ApPXHBOBEICHUE
AJIEKTPOHHBIX IOKYMEHTOB B HaIllel cTpaHe U 3a pyOekoM.
DNEeKTPOHHBIE JOKYMEHTHl B cocTaBe ApxuBHOro ¢onma PO.
Knaccuduxarnus nadopmanmoHHsix pecypcoB PO (dbenepanbHbIX 1
pEervuoHaNbHbIX) KaK HMCTOPUYECKUX HCTOUYHUKOB. DenepanbHbie
[eJIEBbIE TIPOTPAMMBbl PA3BUTHS JIEKTPOHHOTO JIOKYMEHTOOOOpOTA,
OTpacieBble U PEruoHalbHbIE MPOrpaMMbl HH(pOpMaATH3AIHH,
CUCTEMa MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTO000pOTa U
MEKBEJIOMCTBEHHOTO AJIEKTPOHHOTO B3aUMO/ICHCTBUS
JNIEKTPOHHOTO  MpPaBUTENbLCTBA M MpolieMa  COXpaHEHUs
JNEKTPOHHBIX JOKYMEHTOB. Knaccudukamuss  31eKTpOHHBIX
JOKYMEHTOB: TPU3HAKKM W MOAXOAbl K  Kiaccu(UKalMH.
[Todopmarnas  kinaccudukanuss  SMEKTPOHHBIX  JOKYMEHTOB.
ApxuBHBIE (MeKIUIaTGOpMEHHBIE) POopMAaTHI.

Pasznen 2.
HopmaruBhnas
MeToauyeckas 0a3a
XpaHeHUs
AIIEKTPOHHBIX
JIOKYMEHTOB.

HopmatuBHas 6a3a XpaHeHUs 3JIEKTPOHHBIX JOKYMEHTOB B Halllei
cTpaHe: 00BEKTHI MPaBOBOTo peryaupoBanus. denaepanbHblil 3aK0H
«O6 wuHpopManuy, MHPOPMALMOHHBIX TEXHOJIOTUSX U 3allUTe
uHGbOPMaLIUNY. 3aKOHBI CyOBEKTOB dbenepaunu 00
UHPOpMaLMOHHBIX pecypcax. IIpaBuna nemompousBoiCTBa B
(benepanbHbIX oprasax MCTIOJTHUTENBHOM BJIACTH u
roCyJapCTBEHHbIX OpraHuzanusx o xpaHeHun JJ1. dexepanbHbIN
3akoH P® «O06 snexrponHoil mogmucu» ot 6 ampenst 2011 r. u
IOJI3aKOHHBIE AaKThl O TpeOOBaHMAX K pa3IMYHBIM BHJIAM H
Pa3sHOBUJHOCTSIM  OJIGKTPOHHOM  TOANHUCH,  CTaHJIApTU3ALUSA
KpHunrorpaduyeckon 3aIUTBI uHpOpMAaLIKH. [Tpobnema
yIOCTOBEpEHUs  ropuauueckod cuiel O B mpouecce
JOJITOBPEMEHHOTO M TOCTOSIHHOTO  XpaHeHus. Ilporpamma
uHpopmaruzanuu  DegepasbHOrO  APXMBHOIO  AreHTCTBA M




I10/IBEIOMCTBEHHBIX eMy yupexaeHuil Ha 2011-2020 rr. o xpaHneHuun
ON.

HopwmaTuBHas 6aza >IeKTpPOHHOTO IpaBHTENbCTBA. [lon3akoHHBIE
akTel  (enepanbHBIX ~ OpPraHOB  HUCIHOJHHUTEIBHOW  BJACTH,
periaMeHTUPYIOIIHE 3JIEKTPOHHBIA JOKYMEHTOOOOPOT. 3HaueHHE
pernamenTarmu TpedoBanuii kK COJ1 penepanbHbIX U pETHOHAIBHBIX
OpraHoB BJIACTH JUIsl COXPAHEHUS! 3JIEKTPOHHBIX JJOKYMEHTOB.
Pernamenranus xpanenus 3/ B [lpaBunax opranusanuu XxpaHeHUs,
KOMIUIEKTOBaHUs, Y4€Ta U HCIOJIb30BaHUS JIOKYMEHTOB B
rOCYIapCTBEHHBIX M  MYHULUIAIbHBIX  apXuWBaX, My3esX,
o6ubnuorekax, opranmzauusx PAH, a Takke B opraHax
rOCy/IlapCTBEHHOW BJIACTH, OpraHaXx MECTHOTO CaMOYIpPAaBJIEHUS U
opranuzaiusx. IlpaBunma  pa®oTbl ¢  Hay4YHO-TEXHHUYECKOU
JOKyMeHTaluei u coxpanenue D/1.

Tunossle ¢yHknuoHanpHBle TpeboBanus k COI u CXDO/.
Meroanueckue pazpadotku BHUNJIAJL mo opranuzamuu XxpaHeHus
JNEKTPOHHBIX JOKYMEHTOB B apxuBax OpraHu3anuii,
rOCyJapCTBEHHBIX U MYHUIUMIIATbHBIX apxuBax 2013 r.
OO6s13aHHOCTH Biajeblla UHMOPMAIIMOHHBIX PECYPCOB IO 3alllUTe
nHpopmanuy. 3amuTa HUHTEJUIEKTYalbHOW COOCTBEHHOCTH Ha
KOMITbIOTEPHBIE TPOrPaMMBbI U Oa3bl JaHHbBIX.

Cranpmaptel MCO. CranpapTuzanusi yIpaBlI€HHUs KAadeCTBOM M
KOpPIOpaTUBHbIE HWH(POPMALMOHHBIE cucTeMbl. CTaHzapTel Ha
XpaHEHUE JOKYMEHTOB HAa MAIIMHHBIX HOCUTEIAX. ODJIEKTPOHHBIN
permaMmenT ynpasienus opranuzanueir. Cranmapt MCO 15489-2001
(2007).

Meroaudeckue  peKoMeHAAlMu W pa3pabotku  PocapxuBa,
BHUMWIAL, PITY, pervoHaibHbIX OpPraHoB  yIpaBJICHUS
apXUBHBIM JI€JIOM, apXUBOB, KamnaHuii, BeqoMcTs P®D u opraHos
MECTHOI'0 caMOyIIpaByIeHus B 06acTu XxpaHeHus J/1.
PernameHnranust ~ JIMHIBHCTUYECKOTO  OOECHEUEHMS  CHCTEM
AIEKTPOHHOTO  JOKyMeHTooOopoTta.  [loHsTHEe  MeTaJaHHBIX.
MexnyHapoaHble ¥ POCCUMCKHE CTaHIAPTHI, PErIaMEHTHPYIOIINE
JEJIONPOU3BOJCTBECHHBIE METAaJaHHbIE U MX POJIb B JJIEKTPOHHOM
JOKYMEHTO000pOTE.

Pazpgen 3.
KommnekroBanue u

S 2.

Kpurepun  onpeneneHuss  MCTOUYHHUKOB KOMILJIEKTOBaHMS
3IEKTPOHHBIX apXUBOB. Knaccuduxarnms VCTOYHUKOB
KOMILIEKTOBaHMS apXMBOB AJIEKTPOHHBIMU JoKymMeHTamu llopsmok
KOMIUIEKTOBaHMUSl apxuBa opraHu3zauuu OJ[ B COOTBETCTBUHM C
TpeboBaHusMu [IpaBuil opraHuzanuy XpaHeHHs, KOMIUIEKTOBAHUS,
ydeTa U UCIOJIb30BaHUs JOKYMEHTOB B OpraHax rocylapCTBEHHOMN
BJIACTH, OpraHax MECTHOTI'O CaMOYIIPABJIECHUS U OPraHU3alUsX.
OneIT KOMIIJIEKTOBaHMS TOCYJAPCTBEHHBIX apXUBOB JIEKTPOHHBIMU
nokymeHntamu. Pab6orta 'AP® ¢ ucTtouHmkamMu KOMIUJIEKTOBAHHUSI.
IIpueM >1eKTpOHHBIX OKYMEHTOB B (opmare CO/l, B apXUBHOM,
1aT(OPMEHHO HE3aBUCUMOM (opmare.

Kpurepun skcneptusbl nenHoctd J/1: oOmue U crienudpuyuecKue.
CreneHp coxpaHHOCTH ¢oHaa. Bo3MoXHOCTh mepenaunm Ha




XpaHeHue  0e3  OpuUrHHaIBHOTO  (opmara,  BO3MOXKHOCTh
OCYIIECTBIICHHS] MUTPAITHH.

Pasnen 4.
OOecneuenne
coxpanHoctu, /1.

@akTophl, BIMSIIOIIME HAa COXPAaHHOCTb. AHTUBHpPYCHAs 3allMTa,
CTaOUJILHOCTD JIEKTPOIIUTAHMS, 3aIIMTA OT HECAHKIIMOHUPOBAHHOTO
JOCTYyIIA, HAJeKHOCTb Hocurened. HopmartuBHblE yCIIOBHS
XpaHEHUS! IEKTPOHHBIX JOKYMEHTOB Ha Pa3IUYHbIX HOCHUTEISX.
O6GopynoBanue Juisi  XpaHEHUS  DJIEKTPOHHBIX  JOKYMEHTOB.
Knaccudpukamus nocureneid. CrpaxoBoil (OHI IOKYMEHTOB Ha
ONTUYECKUX TUCKAX.

OOecrieyeHre  COXPAHHOCTH  3JIEKTPOHHBIX  JOKYMEHTOB B
JIOJITOBpeMEHHOU nepcrnektuse. [lepesanuch, Murpanus, sMymsius
MHKarcyasnus gaHHbiX. [IpoOnema KoHBepTallMK JAHHBIX.

Paznmen 5. Vuer,
OIKCaHHE
ucnojb3oBanue D/I.

Crannmaptel onmcanusi 1. OObekThl omucaHus u (opma OIHUCH.
Equnauna ydera u enuuuna xpaneHus O/, yuerHbie GopMbl ams
peructpanuu  jgBwxeHus Ol IlpaBuna  onwmcanus O/,
WNHpopmanronHo-norckoBast xapakrepuctuka D/, Yduer murpauuu
n nepesanucu. Konreitnepsr D/1.

Hcnonbs3oBanue 3IE€KTPOHHBIX JOKYMEHTOB. Opranusanys 10cTyna
k DOJI. Tlouck B cucteme SJEKTPOHHOTO apxwBa: be3dymakHoe
nH(opMalMoOHHOE 00CTY)KHBaHHE M0JIb30BaTEIEH.

Paznen 6.
DJNEeKTPOHHBIE APXHUBBHI
KaK Pa3sHOBHJIHOCTb
MPOrpaMMHOTO
obecrieueHus:
CTaHJapTH3ALUS
TpeOOBaHMIA.

Bunmel apXuBOB ~ JJMEKTPOHHBIX J0KyMeHTOB.  CTpykTypa u
OpraHW3aIisl apXruBa JIIEKTPOHHBIX JOKYMEHTOB YUPESKJICHUS U
IPEIIPUSITHSL. JlokanpHbIe HOpPMAaTUBHBIE aKTBlI,
periaMeHTupyomue padboTy 5>JIEKTPOHHOTO apxuBa. DyHKIHMH
ANEKTPOHHOTO apxuBa. Ponb ciayx0Ob1 JIOY, apxuBHOU CITy>kKObI U
ciyxOb1 IT B opranuzanuu Jie 31eKTPOHHOTO apXUBa MPEANPUSATHUS.
DONEKTPOHHBIM  TOKYyMEHTOOOOPOT M  apXUBbl  AJIEKTPOHHBIX
JOKYMEHTOB. Knaccudukanus CUCTEM AIIEKTPOHHOTO
JOKYMEHTOO0OpOTa UCXOASl U3 3aJad J0JITOBPEMEHOI0 XpaHEHUS
nokymeHToB.  KoprnopaTuBHble  MH(GOPMALMOHHBIE  CHCTEMBI.
Texnonorust Docflow u Worflow. Knaccudukamnus mporpaMmmMHOTo
obecrieueHUss HMH(POPMALMOHHBIX CHCTEM JOKYMEHTAI[HOHHOTO
ob6ecnieuenus. Kinaccudukanus popmartos D/ (paspadotku PITY).
TpeOGoBaHusi K  HMHTETPUPOBAHHOM  CHCTEME  DIIEKTPOHHOTO
JOKYMEHTOO0OpOTa C TOYKU 3PEHUS apXUBHOTO XpaHeHus /I,
DNEeKTPOHHBIE  apXWBBl KAaK  PAa3sHOBUAHOCTb  MPHUKIAJIHOTO
nporpaMMHOro obecnieuenus. Knaccudukanus MyabTHHOPMATHBIX
MOMCKOBBIX cHucTeM. [IporpammHoe obecriedeHue, HCHOJIb3yeMOoe
JUIS  CO3JaHMsI OJEKTPOHHBIX apXWBOB JaHHBIX. [IpobGremsl
COXpaHeHHUs rpapuKku, MyIbTUMEAUHHBIX N0KymMeHTOB, CAIIP u
reonH()OPMAIIMOHHBIX CUCTEM.

OcHOBHBIE TOAXOJBI K BBIOOPY TEXHHUYECKOTO0 OOecreueHus
ANIEKTPOHHOTO  apXHBa. Pacyer 3arpaT W 9JKOHOMHYECKOU
s dextuBHOoCcTH. CO3/1aHME TPOEKTA SJIEKTPOHHOTO apXHBa.

Pazmen 7.
Opranuzanus
OIEPaTUBHOIO U
JIOJITOBPEMEHHOT O
xpasenus /1.

[leHTpanu30BaHHBI W paclIpeAeieHHbId NOAXO0J K CO3AaHHUIO
apXUBOB AJIEKTPOHHBIX JOKYMEHTOB. OIBIT TOCYyIapCTBEHHBIX,
BEJOMCTBEHHBIX, KOPIIOPAaTUBHBIX apXUBOB MO OTOOpY, MpHUEMY,
XPaHEHUIO U UCIOJIb30BaHUIO MIEKTPOHHBIX JOKYMEHTOB.




3apyOeKHBI  OMBIT TIO CO3JAHHIO APXUBOB  3JIEKTPOHHBIX
nokymMeHToB. [Ipaktuyeckas, HaydyHas ¥ MeToAMueckas pabora
IEKTPOHHBIX APXUBOB.

Knaccudukarms 37eKTpOHHBIX apXWBOB B HAIICH CTpaHe.

4.00pa3oBaTe/ibHbIE TEXHOJIOTHH

pabota

Buabl
Ne |HammenoBa .
yueoHnoii |Indopmannonnbie 1 00pa3oBaTe/bHbIC TEXHOJOTHU
n/n |Hue pazaesa
padoThl
4 2 3 B
1. |1.BBenenue.
BBonHas
JIEKIIHS KoncynpTupoBaHue u mpoBepka JOMAITHUX 33JIaHUH TTOCPEJCTBOM
CamocCTO |37IEKTPOHHOM NOYTHI
ATEIbHAS
paboTta
2. |Pazmen 1. Jleknus Jleknusa-Bu3yanusanus ¢ IPUMEHEHUEM CIal-IPOEKTOPa.
1
DIIEKTPOHHBI
€ JIOKYMEHTBI
KaKk  OOBEKT 3anonaenue PTC, Tema 1.
apxuHoro |CaMocTo
XpAHEHUS, ATEJIbHAs
pabota
3. |Paznen 2. Jlexums Jlexuus-Bu3yanu3anus ¢ IPUMEHEHUEM CIIalI-ITPOEKTOpa.
HopmaruHa |2.
A
MeTorHecka Camocro |3anonaenne PTC, tema 2.
3 Gaza sITeJIbHAs
XpaHEHUS pabora
3IEKTPOHHBIX
JOKYMEHTOB
4. |Pasmen 3. Jlexknus Jleknus-Bu3yanusanus ¢ IPUMEHEHUEM CIau-IIPOEKTOPA.
Kommnekrosa|3.
aue u D11J]
. JlaGopat YcTHBIM onpoc Ha 1aG0PaTOPHOM 3aHATHH.
OpHBIE
3aHATUSA
lu2
CamocTo 3anonaenue PTC, Tema 3.
sITeNIbHAs




5 |Pazgen 4. Jleknusa |Jlekuus-Bu3yasin3anus ¢ IPUMEHEHUEM CIIANA-TIPOEKTOpA.
Obecrneuenue |4.
coxpannoct, |J[abopar |V cTHbIi onpoc Ha 1abopaTopHOM 3aHSTHH. .

1. OpHbIE
3agsatue |3amnonnenue PTC, tema 4. Y. 1.
3
CamocTto
STEIIbHAs
paborTa.
6. |Pasmen 5. Jlexuus  |JIeknus-BU3yaau3anus ¢ IPUMEHEHUEM CIIalI-TIPOCKTOpa.
Vuer, S. .
R — JIaGopar VYcTHbI onpoc Ha JIa0OpaTOPHOM 3aHSITHH..
UCTIONB30BaH |OPHOC
ue DJ1. 3aHsaTued
3anmonaenue PTC, tema 4. Y. 2.
Camocto
STEIbHAs
paborTa.
7. |Pa3zgmen 6. Jleknus Jleknusa-Bu3yanuzanus ¢ IPUMEHEHUEM CIal-ITPOEKTOPa.

DnekTpoHHHI |6.

€ apXUBBI KaK
pasHosuaHoc |J1abopaT | YCTHBI onpoc Ha 1ab0paTOPHOM 3aHATHH..

H OpHOE
IIPOTrPaMMHOT ?S’aH’{THe
0
06eCIICUCHIS: KoncynbTrpoBanue u nposepka pedepara
‘|Camocto
cTaHjapTusa | __
HH’I6 . |TenbHas
TPEOOBAHUM. | o501y
8 |Pasmen 7. Jlexums Jlexuus-Bu3yanu3anus ¢ IPUMEHEHUEM CIIaliI-IIPOEKTOpa.
Opranuzanus | 7.
OIIepaTHBHOT YcTHbIl onpoc Ha 1a00paTOPHOM 3aHSITHH..
ou JlaGopar
nonrospemen |OPHOC
HOTO %aHHTI/Ie
XpaHEHUs
ey KoncynsTupoBanue u npoBepka pedepara.
Camocro
H-
TeNbHAS
pabora.

B neprnos BpeMEHHOro MNPUOCTAHOBJIEHUS MOCEIIEHUs OOyJyarollUMUCS TOMEIEeHUH |
tepputopun PITY. nng opranuzanuu ydeGHOro mpoliecca ¢ HPUMEHEHHEM 3JIEKTPOHHOTO
oOy4eHHs W JAUCTAHLIMOHHBIX OOpPa30BaTENBHBIX TEXHOJOTHH MOTYT OBITh MCIOJIB30BaHbI
clieayromue o0pa3oBaTebHbIe TEXHOIOTHH:

— BHUJICO-JICKIUH,



— OHJIAIH-JIEKLIUU B PEKUME PEAJILHOIO BPEMEHU;

— DIIEKTPOHHbIE YUeOHUKH, yueOHbIe TOCOOUS, HAyYHbIE U3/IaHHS B 3JICKTPOHHOM BHJIE M JJOCTYI
K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIIbHBIM pecypcam;

— CUCTEMBI /IS 3JIEKTPOHHOTO TECTUPOBAHMUS;

— KOHCYJbTALIUU C UCHIOJb30BAaHUEM TEJIEKOMMYHUKALIMOHHBIX CPEJICTB.

5. OneHka IJIaHMPYyeMbIX Pe3yJIbTATOB 00y4YeHHA
5.1. Cucrema onieHUBaHUS

dopma KOHTPOJIS Makc. KoJH4ecTBO 0a/1J10B
3a oany |Bcero
padoty
Texymui KOHTPOJIb:
- 8bINONIHEHUe 3a0aHUs HA 10 30 b6annos
1aO60pPamopHOM 3aHAMUU bannos
10
- KoHmpovHas paboma (pepepam) 10 10 b6annos
- pabouas mempaosb cmyoeHma bannos
(memwl 1-2). 20 6annos
[IpomexxyTouHas arrecTanus 40 6annos
(umoeosas KOHMpPoOILHAs paboma)
HToro 3a cemecTp (ducyuniuny) 100 6annos
9K3aMeH

[TosrydeHHBII COBOKYITHBIH pE3y/IbTaT KOHBEPTHPYETCS B TPAJAUIIUOHHYIO IIIKATy OLICHOK H B
KTy OIICHOK EBpoIerickoil CUCTeMBI ITepeHOCca M HAaKOTUICHHS KPEIUTOB
(EuropeanCreditTransferSystem; nanee — ECTS) B coOTBETCTBHHU ¢ TaOJIUIICH:

100-06annpHas TpajuumoHHas WKaa Ixana
IIIKajIa ECTS
95 -100 A

83 o4 OTJIHNYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 —67 D

0 55 YIIOBJIETBOPUTEIHLHO E

20 - 49 FX
0_19 HEYJIOBJIETBOPUTEILHO HE 3a4TCHO =




5.2.Kputepuu BbICTaBJICHUS OLICHKU MO JUCIMUILIAHE

Banany/
Ml kana
ECTS

OueHka nmo
MUCHUILINHE

Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
AUCHUILINHE

100-83/
A,B

«OTIIMYHOY/
«3a4TEHO
(oTim4HO)»/
«3a4TEHO»

BrictaBnsiercst oOyuaromemycs, eciu OH riIyO00KO U TPOYHO
YCBOWJI TEOPETUUYECKUI U TPAKTUYECKUA MAaTEpUall, MOXKET
IPOJEMOHCTPUPOBATH 3TO HA 3aHATUSAX U B X0OJI€
IIPOMEKYTOYHON aTTECTALUH.

OO0yuaromuiicsi HICUEPIBIBAOIIE U JIOTUYECKUA CTPOMHO
u3JIaraet ydyeOHbIN MaTepua, yMeeT yBs3bIBaTh TEOPUIO C
IPAKTUKOM, CIIpaBIIsSIeTCs C peUIeHUEeM 3a]ad
npodeccuoHanbHOM HallPaBIEHHOCTH BBICOKOTO YPOBHS
CJI0HOCTH, MPAaBUIHLHO 0OOCHOBBIBAET MPUHSATHIE PELLICHUS.
CB000HO OpUEHTHPYETCS B YueOHOH U TTPOPecCHOHAIBHON
JUTEepaType.

OreHKa MO TUCIUTUTAHE BBICTABIISIOTCS 00yJaromeMycs ¢
Y4ETOM PE3YNIBTATOB TEKYLIEH U MMPOMEKYTOUHON
aTTeCTalUH.

Komnerenmuu, 3akpennéHnpie 3a TUCIUTITAHOM,
chopMUpOBaHBI HA YPOBHE — «BBICOKHII.

82-68/

«XOpouIoy/
«3a4TEHO
(xopor1o)»/
«3aYTCHOY

BricTaBisiercst 06ydaromemycsi, €Ciii OH 3HaeT
TEOPETUYECKU U MPAKTUYECKUN MaTepHUall, FpaMOTHO U TI0
CYILECTBY U3JIaraeT €ro Ha 3aHATUSAX U B XOJ€
IIPOMEXKYTOUHOW aTTECTAllMH, HE JIOITyCKasl CYIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiicst MpaBUIHLHO MPUMEHSET TEOPETHUCCKHE
MOJIOKEHUS [IPU PELICHUH TPAKTUYECKUX 3a]1a4
npodeccuoHanbHOM HalIPaBICHHOCTH Pa3HOTO YPOBHS
CJIOHOCTH, BJIaJIC€T HEOOXOIMMBIMHU ISl 3TOTO HaBBIKAMU U
MpUEMAMU.

JlocTaTouHO XOPOILIO OPHUEHTUPYETCS B y4eOHOH U
npodeccuoHanbHOM TUTEpaType.

Onenka no JUCIUILIMHE BBICTABISAIOTCSA 00ydaromeMycs ¢
Y4€TOM PE3yJIbTATOB TEKYILIEH U MPOMEXKYTOUHON
aTTeCTaluu.

Komnereniuu, 3akpeni€éHnple 3a AUCHUIUITMHOMN,
c(hOpMUPOBaHBI HA YPOBHE — «XOPOIIHII».

67-50/
D,E

«YIIOBJICTBOPH-
TEIBHO»/
«3a4TEHO
(ymoBnerBopu-
TEJIBLHO)»/
«3a4YTEHO»

BericraBnsercsa oOyyaromemMycs, €ciid OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUN U IIPAKTUYECKUI MaTepHrall,
JIOITYCKAeT OTAEIbHbIE OMIMOKHU MPH €r0 U3JI0KEHUU Ha
3aHATHUSX U B XOJI€ TPOMEKYTOUYHOM aTTECTALH.
OOyuaromuiicss UCTIBITHIBACT ONPEACIEHHbIE 3aTPyAHEHUS B
IPUMEHEHUH TEOPETUUECKUX MOJIOKEHUH NPU PELIEHUH
NPaKTUYECKUX 3a]a4 Mpo(hecCHOHATbHON HANPaBIEHHOCTH
CTaHJAPTHOTO YPOBHS CIIO’KHOCTH, BJIajIeeT HEOOXOJMMbIMH
JUIs1 3TOTO 0A30BBIMU HAaBBIKAMH U PUEMAMHU.
JleMOHCTpHpYET T0CTaTOUYHBIA YPOBEHb 3HAHUS y4eOHOM
JUTEPATYpPBI 110 TUCHUIUIMHE.




Bannbl/ Ouenka no Kpurepuu onenkn pe3yibTaroB 00y4eHHUs 110
Mkana AUCHUILINHE AUCHUILINHE
ECTS

OneHka no JUCIUINIMHE BBICTABIISAIOTCSA 00yJarolemMycs ¢
Y4ETOM pE3yJIbTATOB TEKYILIEH U TPOMEKYTOUHON
aTTeCTalUu.

Komnereniuu, 3akperiéHnpie 3a JUCUUILTAHON,
c(OpMHUPOBAHBI HA YPOBHE — «I0CTATOYHBII.

49-0/ «HeynoBieTBOpU | BricTaBnsercs oOyyaromeMycs, €Ciii OH HE 3HaeT Ha 0a30BOM
F.FX TEIbHOY/ YPOBHE TEOPETUUECKUI U ITPAKTUYECKUN MaTepual,
HE 3a4TEHO JIOITyCKaeT TpyOble OMIMOKU TPH €T0 W3JI0KECHUU Ha 3aHSATHIX

U B XOJI€ TPOMEKYTOUHOH aTTeCTaI1H.

OOyyaromuiics UCIIBITHIBAET CEPhE3HBIE 3aTPYIHEHNUS B
IPUMEHEHUH TEOPETUUECKUX MOJIOKEHUN NMPU pElIeHUH
IPAKTHYECKUX 33/1a4 IPOo(heCcCHOHATIBLHOM HallpaBI€HHOCTH
CTaHJAPTHOIO YPOBHS CJIOKHOCTH, HE BIIAJIEET
HEO0OXOIMMBIMHU ISl 3TOTO HABBIKAMU U PUEMaMHU.
JlemoHcTpHpyeT (hparMeHTapHble 3HaHUS y4eOHOI
JUTEPaATyphl MO TUCHUIUINHE.

OneHka o TUCHUIUIMHE BBICTABIJIAIOTCSA 00yJaroIeMycsl ¢
Y4ETOM PE3YJIBTATOB TEKYIIEN U TPOMEKYTOUHOU
aTTeCTallUu.

KomnereHnyy Ha ypoBHE «10CTaTOYHBIN», 3aKPETIIEHHBIE 3a
JUCLUIUIMHOM, HE ¢(hOPMUPOBAHBI.

5.3. OueHouHble cpeacTBa (Marepuanbl) s TEKYIIEro KOHTPOJISA YCIEBAEMOCTH,
MIPOMEXYTOUYHOM aTTecTalluu 00yJaromuXcs 0 JUCITUILINHE
Ilpumepnaa memamuxka KOHmMpoaLHbIX padom ( pepepamoa).

1. DnexTpoHHbIE apXUBBI KaK HEHTPHI COXpaHEHUs HU(POBOro HACIEAMs B HAIIEH cTpaHe
u 3a pyOexxoM (Ha TMpuUMepe HE MEHee JBYX AapXHMBHBIX YUPEKIEHUH, CTPYKTYpPHBIX
o/pa3/iejeHuil MUHHCTEPCTB, BEOMCTB, OpraHu3aIHii).

2. Co3panue 3JeKTPOHHOTO apXuBa OpraHu3allii, MUHUCTEPCTBA(HA MIpUMeEpe HE MEHee
JIBYX AapXWUBHBIX YUPEXKJEHUH, CTPYKTYPHBIX MOJpa3felieHuii MHUHHUCTEPCTB, BEIOMCTB,
OpraHU3aIHi ).

4. O0630p MPHUKIATHOTO MPOTrPAMMHOTO OOECIEeUYeHHs, HCIOJIb3YeMOT0 IPHU CO3/IaHU
AJIEKTPOHHOTO apXuBa.

5. VYuer u onucaHue 3JEKTPOHHBIX TJOKYMEHTOB (Ha MPUMEpPEe HE MEHEE JIBYX apXHBHBIX
YUPEKICHHH, CTPYKTYPHBIX MOAPA3ICICHU MUHUCTEPCTB, BEJIOMCTB, OPTaHU3AIIHiA).

7. Knaccudukaius 3JIeKTPOHHBIX JOKYMEHTOB B apXuBe (Ha MpUMEpPE HE MEHee JIBYX
ApXUBHBIX YUPEKICHUM, CTPYKTYPHBIX MOAPA3ICICHU MUHUCTEPCTB, BEOMCTB, OPTaHU3AIIHIA).

8.CeTeBble 2NIEKTPOHHBIE apXUBHI (0030 3apyOeKHOTO U POCCUIICKOTO OTBITA).

9. HopmatuBHO-mpaBOBOE M  METOJAMYECKOE  OOecleueHHue  CO3JaHus U
(G YHKIIMOHUPOBAHMUS AIEKTPOHHOTO apXuBa (Ha MpUMepe He MEHee ABYX apXUBHBIX YUPEeXKIACHUH,
CTPYKTYPHBIX MOIpa3AeIeHIII MHUHICTEPCTB, BEIOMCTB, OpTaHU3aIUi).

10. ITpo6nemMbl ONEPaTUBHOTO U JIOJTOBPEMEHHOTO XPaHEHHSI DIEKTPOHHBIX IOKYMEHTOB
(0630p ucTopHOTrpadum).

11. TexHonoru onepaTuBHOTO U AOJTOBPEMEHHOIO XPaHEHUs SJEKTPOHHBIX JOKYMEHTOB
(0630p cTaHAAPTOB U METOJIUYECKOTO 0OeCIeUeHMs).

12. ®enepanpHbie 6a3bl NJaHHBIX: CTPYKTYpPa, KOMIIEKTOBAHUE U XpaHEHUE (Ha MpUMepe
HEe MEHee (eliepalbHbIX OPraHOB UCIIOJHUTEIBHOM BiiacTu PD).



13. CpaBHUTENBHBIA aHANHU3 U BHIOOP MPOrPaMMHOIO OOECIeUeHUs I dJICKTPOHHOTO
apxyBa OpraHu3aluy (Ha IpHUMEpe HE MEHEE [BYX AapXUBHBIX YUPEXKIECHUH, CTPYKTYPHBIX
[10Apa3IeJIEHNi MUHUCTEPCTB, BEAOMCTB, OpraHu3aluil).

14. 3amuTa MHGOPMALIMU B 3IEKTPOHHBIX apXHBax (Ha IpUMepe He MEHee JIBYX apXUBHBIX
YUPEXKJIEHUH, CTPYKTYPHBIX NOJpa3/ieIeHU MUHUCTEPCTB, BEJOMCTB, OpraHU3alui).

Ilpumepnaa memamuxa umozoevlx KOHMPONLHBIX padom:

1. Oco0OeHHOCTH 3JEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB ApXMBHOI'O XpaHEHUs
(ananu3 ucropuorpadum).

2. DJEeKTPOHHBIM apXWB KaK COBOKYHMHOCTh TEXHOJIOTUH JIOJITOBPEMEHHOTO |
MOCTOSIHHOTO XpaHeHust D/1 : aHaIu3 CTaHJaPTOB U METOIMYECKOT0 00eCIeUeHNsI.

3. DJEeKTPOHHBIM  apXWB KaK apXUBHOE YYpPEXKIEHHE WIH CTPYKTypHOE
HOJpa3fielieHue, OCYIIECTBIIAIONIEE COXpaHeHHE NIHU(POBOro Hacieaus (MCTOpus, NPOQHIb,
(GYHKIMH, COCTaB IOKYMEHTOB).

4. [IpaBoBoe  perynupoBaHHME  XpaHEHUs  DIEKTPOHHBIX  JOKYMEHTOB B
MEXTYHapOJHOM M POCCUIICKOM TpaBe (aHaM3 MpaBOBOW 0asbl).
o. ONEKTPOHHBIM apXWB KaKk pa3HOBUIHOCTh MPHUKJIAJHOTO IMPOTPAMMHOTO

obecnieueHus (cpaBHUTENbHBIN aHAU3 [1O U pe3yabTaToOB €ro BHEAPEHUSs).

Bonpocwl ons umozo6020 konmpons snanuii:

1.TepMuHBI ¥ NOHATHS: SNEKTPOHHBIA JTOKYMEHT, JIEKTPOHHBIA APXWB, SJIEKTPOHHAS
uupoBasi MOAMKUCH, apXUBHBIM (opmar, MOJB30BaTENbCKUM (popmar, sKCHepTH3a LEHHOCTH,
KJIacCU(pUKAIUs OMMCAHUE IIEKTPOHHBIX JOKYMEHTOB.

2. [TpaBoBO€ pEryaupoBaHUE HOPUANYECKOU CHUIIBI AJIEKTPOHHOTO TOKYMEHTA, XpAHEHUS
JOKYMEHTOB Ha Pa3JIMYHbIX BUJAX HOCUTEIICH.

3. CraHgapThl Ha XpaHEHUE TOKYMEHTOB HA MarHUTHBIX HOCUTEIAX.

4. Knaccudukarius 3JIeKTPOHHBIX IOKYMEHTOB.

5. DkcnepTu3a EHHOCTH 3JIEKTPOHHBIX TIOKYMEHTOB: KPUTEPUH OOLIME U ClIEHATIbHBIE.

6. KoMmIulekTOBaHHME  apXMBOB  JJIEKTPOHHBIMH  JOKYMEHTAMM:  KOHLEMIIUU
LEHTPAJIU30BaHHOTO U PACNPEAEICHHOTO XPAaHEHUS.

7. Opranuzanus nprueMa MEeKTPOHHBIX JOKYMEHTOB Ha XPAHEHHUE.

8. Yder u onucanue 3JIeKTPOHHBIX TOKYMEHTOB. ONUCH 3JIEKTPOHHBIX JOKYMEHTOB.

9. ConpoBouTenbHas JOKyMeHTalus K /1.

10. Ob6ecnieueHne COXpPaHHOCTU AIIEKTPOHHBIX AOKYMEHTOB. DakTOpbl, BIUSIOIIME Ha
COXPAaHHOCT.

11. HopmaruBHblEe YyCIIOBHS XpaHEHMsI JJIEKTPOHHBIX JOKYMEHTOB Ha pPa3JIMYHBIX
HOCHTEIISX.

12. DnexTpoHHBIE apXUBBI KaK CTPYKTYpHBIE NOApa3JelieHus: U opranusauuu. Mcropus,
3aau, (PyHKLIHH, COCTaB JOKYMEHTOB.

13.  OnexkTpoHHBIE apXuBbl KAaK Pa3HOBUAHOCTb IPHUKIAJHOTO IIPOrPaMMHOIO
obecneuenus. Knaccudukanust MyabTU()OPMATHBIX TOMCKOBBIX CUCTEM.

14. TIpoGnembl coxpaHeHMs TpaduKd, MYJIbTUMEAUNHHBIX J0KyMeHTOB, CAIIP wu
reOMH(POPMALIUMOHHBIX CUCTEM.

15. OuundpoBaHue JOKYMEHTOB Ha TPAJAUIIUOHHBIX HOCUTEISX.

16. ®yHKIMU KOHKPETHON MYJIbTH(POPMATHON MOUCKOBOM CUCTEMBI.

17. DOnekTpoHHBIH apxWB OpraHU3alMy: Cco3JaHue, 000pylOBaHHE, HNPOTPaMMHOE
oOecrieueHue, GyHKIUH.

18. DneKkTpoHHbIE TOKYMEHTHI KaK 00BEKThI ApXUBHOTO XpaHEHHUSI.

19.I1po6aeMbl MOCTOSTHHOTO XPaHEHUS JIEKTPOHHBIX JOKYMEHTOB.

20. CoxpaHeHue UPPOBOTro KyIbTYpHOTO Hacieaust. CeTeBble apXUBBHI.

22. denepanbHble U peruoHajIbHbIe 0a3bl JaHHBIX B PO ux xpanenue.



6. YueOHo-MeTOIMYecKOe U HHPOPMALIMOHHOE o0eciedeHUe THUCIUTLIMHbI
6.1.CnuCOK UCTOYHHMKOB U JUTEPATYPHI.

6.1.1. Hcmounuxu ocnoghuie.

®enepanbHblii 3akoH «O0 mHOOPMAaIH, HHHOPMALMOHHBIX TEXHOJIOTHSIX U 3alIUTE WH-
dopmanum» ot 26.07.2007. Ne 149-D3 »//Poccuiickas razera. 29 utons 2006 . Ne 4131.

@enepanbHbiii 3ak0oH «OO0 smekTpoHHON 1MdpoBor moamucu» ot 10.01.2002 N 1-
@3//Cobpanne 3akoHonarenbeTBa Poccuiickoit @enepamuu. 2002. N 2. Cr. 127.

@enepanbHblii 3akoH «O6 apxuBHOM aene B Poccuiickoit  denepanum» ot 27 OKTIOps
2004 1. //Poccumiickas razera. 2004, 27 okrab6ps. Ne 36, Cm.  TaKxke:
www.rusarchives.ru/lows/fz.shtml

®enepanbHblil 3ak0H PO «O06 anextponHOM noamucu» ot 6 anpenst 2011 r. N 63-03 //
Poccuiickas razera. 2011, 8 anpens. Ne 5451.

Va3 IIpesunenta PO ot 09.05.2017 Ne 203 «O Crpareruu pa3BUTHs UHPOPMAILIHOHHOTO
obmectBa B Poccuiickoit deneparuu va 2017 - 2030 roasny // Cobpanue 3akoHogarenbcTsa PO
//'15.05.2017 Ne 20. crt. 290.

[TocranoBnenue [IpaButensctBa Poccutickoit deneparuu ot 06.07.2015 Ne 676 (pen. ot
ot 11.04.2019) «O TpebGoBaHMSIX K MOPSAKY CO3JaHUs, Pa3BUTHSA, BBOJA B AIKCIUTyaTallHIo,
SKCIUTyaTallMM ¥ BBIBOJIA W3 3KCIUTyaTallMd TOCYJapCTBEHHBIX HH(MOPMAIIMOHHBIX CHUCTEM U
JabHENIIero XpaHeH!s coieprKaleiics B ux 06a3ax JaHHbIX HHOPMALIUNY.

[IpumepHas HHCTPYKLIKS MO JEIONPOU3BOJICTBY B FOCY/IapCTBEHHBIX OpraHU3alusiX. YTB
npukazom denepanbHoro apxuHoro areHrcTsa ot 11.04.2018 N 44.

[Iporpamma  undopmarmzanuu  DenepaibHOTO apX1UBHOTO are’HTcTBa U
MOJIBEIOMCTBEHHBIX eMy yupexaeHuit Ha 2011-2020 rr. (VtBepxknena [Ipukazom Pocapxuba Ne
104 or 2 pexabps 2011 r.) //OmybnmukoBaHo Ha caiite «ApxuBbl Poccum», pazaen
«Mudopmaruzanus». Www.rusarchives.ru/informatization/conseption.shtml.

[TocranoBnenue IlpaButensctBa PO ot utons 2009r. Ne 477 «O06 yTBepKIeHUU TTPABUIT
JIEJIOTIPOU3BOJICTBA B (peiepalbHBIX OpraHax MCHOJHHUTENIBbHOW Biacth» //CoOpaHue
3akoHoaarenbeTBa Poccniickoit @eneparun. 2009. No25. C1.3060.

[Tocranosnenue [IpaBurenscrBa Poccuiickoit @enepanuu ot 7 ceHTs10ps 2011 r. Ne 751
«O BHecenuun wusMeHenudt B IlpaBunma  genompousBoacTBa B - (elepalbHBIX OpraHax
HCTIOTHUTENbHOU BiacTuy// CoOpaHue 3akoHoaarenbcTBa Poccuiickoit deneparuu, 12.09.2011,
Ne 37, ¢1.5263.

I'OCT P 54471-2011/ISO/TR 15801:2009 «CucTeMbl 3JIEKTPOHHOTO JOKyMEHTO000pOTA.
VYnpasnenue nokymeHnranuei. Mapopmaius, coxpansemas B 3JeKTpOHHOM Buje. PekoMenganuu
o 00ecrneYeHni0 JOCTOBEPHOCTH M HAAEKHOCTH», YTBEPXKACHHBIN mpukazoM denepanbHOTO
areHTCTBA M0 TEXHUYECKOMY peryiaupoBanuto u MerpoJsioruu ot 18.10.2011 Ne 466-cr.

T'OCT P 54989-2012/1SO/TR 18492:2005 «Obecne4eHue 0JITOBPEMEHHOM COXPAHHOCTH
AIIEKTPOHHBIX JTOKYMEHTOB», YTBEPXKICHHBbIM mpukazoM DenepaabHOr0 areHTCTBa IO
TEXHUYECKOMY PEryJaupoBaHui0 U MeTposioruu ot 17.09.2012 Ne 325-cr.

OcHoBHBIE TpaBuiIa paboThl apxuBOB opranuzaiuii./ Pocapxus. BHUMIA/L. M., 2002.

[IpaBuna opranu3aniy XpaHeHUs: KOMIUIEKTOBaHUS, y4eTa U UCTIOJIb30BaHUS TOKYMEHTOB
AD® PO u apyrux apxXuBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX U MYHUIIMIAIBHBIX apXUBaXx,
My3esx, Oubanorekax, opranuzanusx PAH. M., 2007.

[IpaBuna opranu3anuy XpaHeHUs, KOMIUIEKTOBAHUS, y4eTa U UCIIOJIb30BAHUS IOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoii ®Denepanui U APYrux apXUBHBIX JTOKYMEHTOB B OpraHax
roCy/IapCTBEHHOW BJIACTH, OpraHaX MECTHOTO CaMOYIIpaBIeHUS U opranuzanusax. M.,2015



PexoMeHanmm no KOMIUIEKTOBAHUIO, YUETY U OPraHU3aLUU XPaHEHUsI JIEKTPOHHBIX ap-
XMBHBIX JOKYMEHTOB B apxuBax opranmsanuii. M.: BHUMJIA/L, 2013//OnybnukoBano Ha caiite
«Apxusbl Poccumy». http://www.rusarchives.ru/methodics/index.shtml).

‘PexoMeHanuy 1o KOMIUIEKTOBAHUIO, YYETy M OpPraHU3allMd XpaHEHUs 3JIEKTPOHHBIX
ApXMBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX M MYyHHIMNAIbHbIX apxuBax M.:. BHUMNJIA/I,
2013//Ony6nukoBano Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

TpeGoBanust K WHPOPMALMOHHBIM CHCTEMaM JIIEKTPOHHOTO JOKYMEHTO00OpOTa
(benepanabHBIX OPraHOB MCIIOJHUTEIFHON BIACTH, YYUTHIBAIOUINX B TOM YHCIIE HEOOXOJUMOCTh
00paboTkn WHPOpPMAIUHU, NOCTYIl K KOTOpoW orpanmueH. Ilpukaz MwunkKoMcBsi3u PO or
02.09.2011 Ne 221, 3apeructpupoBano B Muntocte PO 15 nos6ps 2011 r. Ne 22304.

Tunosble QpyHKIMOHAIBbHBIE TPEOOBAHUS K CUCTEMAM 3JIEKTPOHHOTO JOKYMEHTO00OpoTa
U CUCTEMaM XpaHEHMsI 3JIEKTPOHHBIX JOKYMEHTOB B apXMBaX TIOCYJapCTBEHHBIX OPraHOB.
BHUUJA, Pocapxus. ITpoekt. 2018.http://archives.ru/sites/default/files/2018-06-14-project-
tft.doc

OyHKIIMOHATBHBIE TPEOOBaHUS K WH(POPMAIIMOHHBIM CHCTEMaM apXHBOB AJIEKTPOHHBIX
nokyMmeHToB opranuzaiuii. M:Pocapxus, BHUMJAZ. 2014 //OnyGnukoBaHo Ha caiite
denepanpHOro apxuBHOro arenrcTsa http://archives.ru/documents/methodics.shtmi

6.1.2. Ucmounuku oonoanumesnbHule.

P1 50-524-84 «Ilopsimok XpaHEeHUs] TOKyMEHTOB Ha MAITMHHBIX HOCUTEISIX». M,, 1985.

I'OCT 6.10.4-84. «YuudunupoBaHHBIE CHCTEMBI JOKyMmMeHTauuu. [Ipumanue
OPUIMYECKON CHJIBI JOKYMEHTAM Ha MAllMHHOM HOCHTENE U MAaIIMHOTpamMMme, CO3JaBaeMbIM
CpeACTBAMH BBIUYMCIUTEIbHON TeXHUKW» .M., 1985.

I'OCT 28388-89. «Cucrtembl 00paboTku wuHpopmaiuu. JJOKyMEHTHI Ha MarHUTHBIX
HOCUTeNAX NaHHbIX. [Topsaok BeIMoMHEHUS U oOpareHus». M, 1991.

OcHoBHBIE TIpaBUiIa pabOTHl ¢ HAYYHO-TEXHUYECKOM JTOKYMEHTAIlMEH B OpPTaHU3aIUsiIX U
Ha npeanpustusax. M., 2003.

[lepeueHb TUMOBBIX apXUBHBIX JOKYMEHTOB, 00pa3yIONIMXCS B HAYYHO-TEXHUYECKOU U
MIPOM3BOJICTBEHHON JIEATEIILHOCTH OpPraHu3aluii, ¢ yKazaHueM cpokoB xpanenus / denep. apx.
arearctBo, BHUMJIAL. M., 2008. — 382 ¢

6.2. Jlumepamypa.

6.2.1. OcnosHas numepamypa

ApxuBOBeIYECKHE M JOKYMEHTOBeAYeCKME (YHKIMOHAJIbHBIE TpeOOBaHHS K
MH(GOPMALIMOHHBIM CUCTEMAaM, 00ECIIeUUBAIOLIUM IEKTPOHHBIN JOKYMEHTOOOOPOT B Ipolecce
BHYTpPEHHEH JeaTenbHOCTU (peepaabHbIX OPraHoB ucnodHuTenbHoi Bractu» (M.:BHUNIA],
2013), //Omy0arMKOBaHO Ha caite «ApXHUBBI Poccumy.
http://www.rusarchives.ru/methodics/index.shtml).

bo6buieBa MLII. K Bompocy O LETOCTHOCTH M ayTEHTUYHOCTH YIPaBIEHYECKHX
3JIEKTPOHHBIX JOKYMEHTOB B Ipoliecce ux xpanenus//Jlenonpoussoactso. 2018. Ne 3.

Ona xe. HekoTopsle BONPOCHI XU3HEHHOTO IMKJIA YINPAaBICHUECKUX DSJIEKTPOHHBIX
nokymeHToB // JlenonpounsBoactso. 2017. Ne 4.

Bapnamosa JI.H., Kopsruna W.A.®Popmarbl XpaHeHHs 3JIEKTPOHHBIX JOKYMEHTOB//
Henonpousroactro. 2018. Ne 3.

Hpoxo C.B. Pexomenmauuu MCA mno pabGoTe ¢ 3JI€KTPOHHBIMH JOKYMEHTaMH [UIs
apxuBHCTOB opranuzauuii // OreyectBenHsle apxuBbl. 2010. Ne 3. C. 65-73.

KysnenoB C.JI. HoBble TpeOoBaHHsS K CHCTeMaM yIIpaBlIEHHUS JIOKYMEHTaMH U
ANIeKTpOHHBIM apxuBam// JlenonpouzBoactro. 2018. Ne 4.



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

OH xe. DIeKTPOHHBIE apXUBBI U 3JIEKTPOHHAs moAnuck // JlenonpousBoactso. 2017. Ne 4.
C. 20-34.

On xe. IlpumeHeHne TPAaJUIMOHHBIX METOJOB B JKCIEPTU3€ HEHHOCTU SJICKTPOHHBIX
nokymeHnToB // OredectBennbie apxuBbl. 2009. Ne 3. C. 37-47.

OH xe. 3amaun apXWBHOTO XPaHEHHSI AIEKTPOHHBIX TOKYMEHTOB: U3 omnbita LIA/IOHM.//
OrteuectBennbie apxusbl. 2010. Ne 3. C. 51-60.

6.2.2. [lonoinumenvHnas numepamypa

AHTOHEeHKO B.B. KoMIutlekToBaHue apXuBHBIX YUYPEKICHHM ANTalCKOro Kpas
¢doTomoKyMeHTaMu B 3NIeKTpoHHOH Gopme// OteuectBenHbIe apxuBbl. 2009. Ne 6. C. 46-48.

Adanacwena JL.II. DnekTpoHHBIE JOKYMEHTHI B IEJIONPOU3BOJICTBE U apXUBE Op-

raau3aiun// Cekperapckoe aerno. 2006. Ne 1-3.

Aduanu B.IO., 3no6un E.B. 8-1 EBpomeiickas koH(pepeHIHS MO 3JIEKTPOHHOMY
apxuBupoBannto (ECA-2010)// OreuectBennsie apxusbl. 2010. Ne 5. C. 135- 136.

I'enbman-BunorpagoB K.b.  Mammnountaembie aokymeHntsl B CCCP.  YueGHoe
noco6ue.Bem. 1. M.:MI'MAH, 1980.C. 7-14. 17-33, 48-81.

I'opoxos C.H. Jlo6anoB E.M. CoBpeMeHHBIE TEXHOJOTHUU XpaHEHUS SJIEKTPOHHBIX
nokymeHToB // Bectauk apxuBucta. 2014. Ne 1. C. 193-200.

Kucenes U.H. DnexkTpoHHbIE AOKYMEHTHI: OCHOBHBIE HaIlpaBJIEHUS HCCIeNOBaHUMN //
Bectauk apxuucta. 2000. Ne 3-4. C. 162-166.

Ky3nenos C.JI. Meroauyeckue W TPAKTHYECKUE ACHEKThl SKCHEPTU3bl LIEHHOCTH
AIEKTPOHHBIX JIOKyMEeHTOB // BectHuk apxuBucra. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

Jlappg  M.B.  AxkryanpHble = TIpoOJEMBI  apXMBHOrO  Jena B IU(PoBOit
skoHoMuKke//Jlenompon3Boacto. 2019. Ne 2.

MomkoBa O.M.ABTOMaTH3alMsg XpaHEHUS OJJIEKTPOHHBIX JTOKYMEHTOB B apXHUBE
opranuzaruu, permenue J0C//[IlenonpousBoactro. 2019. Ne 3.

CaBun B.A.  ApxuBHBIE OJJIEKTpOHHBIC HWH(OpPMAIMOHHBIE pecypchl Poccuiickoi
Oenepanun: naeHTHGUKanus u knaccudukanms //OredectBennbie apxuBbl. 2008. Ne 4. C. 31-38

Cso [roxysi. YnpaBiaeHue 3JIEKTPOHHBIMU JIOKyMeHTamMu B Kwutae: coctosiHue u
nepcnektuBbl//OtedecTBenHbie apxuBbl. 2010. Ne 6. C. 59-64.

TuxonoB B.A., IOmmH B.A. CranoBnenue u paButue apxuoB MUJ[ B 1960-80-¢ rr. //
OteuectBennbie apxuBbl. 1998. Ne 6. C. 39-46.

TuxonoB B.M., FOmun B.A. CoBpeMeHHBIC KOHIICIIIMHA AJICKTPOHHBIX JOKYMEHTOB //
OreuecTBeHHbIC apxUBbL. 1999. No 1.

O®ponosa E.B. Dnexrponnsiii apxus TromeHckoil o6nactu. // OTe4ecTBEHHbIE apXUBBI.
2009. Ne 6. C. 43-46.

AHTIIO-pyccKHil croBapb apxuBHOUM TepmuHonoruu. M.:PITY, 1992.

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

CrnoBapb COBPEMEHHOM apXUBHONH  TEPMHHOJIOTMH COLMAIUCTUYECKUX CTpaH. Baim. 1.
M..BHUNJA/, 1982

VYnpasnenue nokymeHTamMu. Tepmunsl ¥ onpenenenns. M.:BHUNIA/, 2014.

6.3. IlepeueHb pecypcoB HMH(POPMALMOHHO-TEJEKOMMYHHUKALIMOHHOH  CceTH
«/HTepHET», HEOOXOAMMBII 111 OCBOCHUS TUCHUILIMHBI (MOLYJIs1)

1. ApxuBsl Poccun. [OtpacneBoii noprain "Apxussl Poccun" HaxoauTces o naTpoHaTOM
®epnepanpHOro apxuBHOro areHtcTBa (Pocapxuga)]; [DNeKTpOHHBIN pecypc| — DIEKTPOH.



TaH. — M., [2001-2015]. — Pexum JOCTYTIA:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo6oaHBIN. — 3ari. ¢ 3kpaHa.
2.1leHTp KOMIETEHIMH MO0 BOIPOCAM JOKYMEHTAI[HOHHOTO 00ECTIeYeHNUs YIpaBICHUS U

apXUBHOTO JeNa; [ DJIEeKTPOHHBIN pecypc] — DnekTpoH. aan. — M., [2013]. — Pexxum noctyna:
www.edou.ru, cBOOOIHBINA. — 3ari. ¢ IKpaHa.

3. DOC-Online. He3aBucuMBIH MOPTA O CUCTEMAax AIEKTPOHHOTO JOKYMEHTOOOOpPOTA.
www.doc-online.ru

4. Docflow. Bce 0 Mupe 3JIeKTpOHHOTO JOKYMEHTOOOOpOoTa. [DNEeKTpOHHBIN pecype]| -
DnekTpoH, aaH.- M., 2002-2004r — www.docflow.ru, cBo60 HBIN. — 3ari. ¢ sKpaHa.

5. Ilepuommveckoe wu3gaHWE MO0 TpoOIEeMaM DBIEKTPOHHOTO JOKYMEHTOOOOpOTa.
www.directum-journal.ru
CaiiTel KaMIaHU-pa3pabOTYNKOB MTPOrPAMM:
6. DnekTpoHHBIN apxuB Asiee ApxuB 3. www.alee-archive.ru
7. Jlerorpad. Cucrema JIETOI'PA® — xoMIUIEKCHOE pElIeHUE M0 YIPABICHUIO TOKyMEHTaMH,
aBTOMATH3aIMK OM3HEC-TIPOIIECCOB U MHTETrPaAIlK NpUiIokeHnid. www.letograf.ru
8. Directum. Cucrtema 3JI€KTPOHHOTO JOKYMEHTOOOOPOTa M YIPABJIEHUS B3aUMOJICHCTBUEM.
www.directum.ru
9.Digital Design - Uudopmarmonnsie Cucremsl YpasieHus busnecom --J{enonpou3BoacTBo u
apxuB. www.didges.ru
10. Fly-Doc. Cuctema snekTpoHHOTO apxuBa npeanpustus. www.FlyDoc.ru
CaiiTbl opranu3anuii, OCyIEeCTBIAIONINX CO3/IaHUE MNIEKTPOHHBIX APXUBOB.
11.Koprnopauus «2IeKTpOHHBIN apxuB». www.elar.ru
12.Kopyc Koncantuar. www.korusesm.ru

Ilepevyens B u UCC

Nenn HaumenoBanue
/11

1 | MexnayHnapoaasie peepaTuBHbIC HayKoMeTprueckue bJl, nocTynHble B paMkax
HaroHaIsHOUM noanucku B 2020 r.

Web of Science

Scopus

2 | IIpodeccrnonanbuple 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 TOJTHOTEKCTOBBIE b/

JSTOR

W3nanus no o011ecTBEHHBIM U TYMAaHUTAPHBIM HAayKaM
DnektponHas 6ubmuoreka Grebennikon.ru

4 | KomnbroTepHbI€ CIPaBOYHbIE TPABOBbBIE CUCTEMBI
Koncynsprant [roc,
l'apanTt



http://www.korusesm.ru/

7. MarepuajibHO-TeXHHYeCKoe ofecneyeHne JUCHHIIHHBI
Y4eOHbII KOMIBIOTEPHBIN KI1acc

ConpoBoaurensHas gokymeHnrtanus k [10 Mynstudopmarueix CO/1, Hanpumep, Ha OCHOBE
DOCsOpen.

CocraB nporpammuoro odecneyenus (I1O)

Nert Haumenosanue [10 [IpousBoaurens Crnioco6
/m pacrpocTpaHeHHs
(JluueH3Z/l0HH06 uiu
c60000H0
pPaAcnpocmpansiemoe)
1 Adobe Master Collection CS4 Adobe JIULIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIULIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
4 SPSS Statisctics 25 IBM JINIIEH3UOHHOE
5 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
6 Microsoft Office 2013 Microsoft JIULIEH3UOHHOE
7 Windows 10 Pro Microsoft JINIIEH3UOHHOE
8 Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE
9 Microsoft Office 2016 Microsoft JIMLIEH3UOHHOE

8. ObecneyeHue 00pa3oBaTEIbHOIO MpoLECcca sl JUI ¢ OTPAHMYEHHBIMU
BO3MOKHOCTSIMU 310POBbSI M HHBAJTH/I0B

B X0J€ pealr3any JUCHUITIIMHBI UCIIOJB3YIOTCA CIACAYIOMUE JOIMOJIHUTEIBHEIC
MCTO/JbI O6y‘ICHI/IH, TEKYHIET0 KOHTPOJIA YCIIEBAEMOCTHU U HpOMC)KYTOHHOﬁ arrecranuu
O6yLIaIOH_II/IXCH B 3aBUCUMOCTHU OT UX MHANBUAYAJIBbHBIX 0COOEHHOCTEH:

e I CJENBIX U CJIa0OBUIAIINX:

- Jexkuur OQOPMIIAIOTCS B BHJIE 3JCKTPOHHOTO JOKYMEHTa, JOCTYIHOTO C ITOMOIIBIO
KOMIIBIOTEpA CO CICHHATM3UPOBAHHBIM ITPOTPAMMHBIM 00ECIICYCHUEM

- TMHCbMEHHBIC 3aJIaHUsI BBITIOJIHSAIOTCS HA KOMIIBIOTEpE CO  CICHHAIM3UPOBAHHBIM
MIPOrPaMMHBIM 00eCTIeYeHUEM, UITU MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM,;

- obOecrieunBaeTCs MHAWBUyaIbHOE paBHOMEpPHOE ocBelleHrne He menee 300 mokc;

- JUId BBINIOJIHEHUS 3a/laHusl TMPU HEOOXOJUMOCTH MPEAOCTABISIECTCA YBEIUYUBAIOIIEE
YCTPOMCTBO; BO3MOKHO TAaK)KE UCIIOJIb30BAHUE COOCTBEHHBIX YBEIMUMBAIOIINX YCTPOICTB;

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

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

® ISl TIIYXUX M ca00CIBIIIAIINX:

- JeKuuu OQOPMISIFOTCS B BHJE DIEKTPOHHOTO JIOKyMEHTa, IMOO TMpeloCcTaBlseTcs
3BYKOYCHJIMBAIOIIIAs allapaTrypa HHAUBUAYAIEHOTO TOJIb30BAHUS;

- MIChbMEHHBIE 33/IaHUs BBITIONHSIOTCS HAa KOMITBIOTEpE B MUCEMEHHOM (hopme;

- DK3aMEH U 3a4€T IPOBOAATCS B MUCbMEHHOU (hopMe Ha KOMITBIOTEPE; BOSMOKHO IMPOBEICHUE
B (popme TecTUpOBaHUSL.

e JUISI TUI] C HAPYIIICHUSIMHU OMOPHO-ABUTATEIBHOTO anmapara:



- JIeKUMU OQOPMISIOTCS B BUAE 3JIEKTPOHHOTO JIOKYMEHTA, JOCTYIMHOTO C IOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3NPOBAHHBIM IIPOTPAMMHBIM 00eCTIeUeHHEM;

- IIMCBbMEHHBIE 3a/1aHHS BBINOJHSIOTCS HA KOMIIBIOTEPE CO CHEUAIN3UPOBAHHBIM
MIPOrPaMMHEIM 00ECTICUCHUEM;

- 9K3aMEH U 3a4€T MPOBOSTCSA B YCTHOU (popMe MU BBITIOJHSIOTCS B MMCbMEHHOM (popme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOIMMOCTH TPEAYCMAaTPUBACTCS YBEITUUEHUE BPEMEHH ISl IOATOTOBKU OTBETA.

[Ipouenypa  mpoBeaeHHUs  MPOMEXKYTOYHOM — arrecTauuu A 0Oydarouiuxcs
YCTaHABIMBACTCS C Y4€TOM WX HMHIUBUAYAIbHBIX IICUXO(PU3NYECKHX OCOOEHHOCTEH.
[IpomexyTouHas arTecTalusi MOXKET IPOBOAUTHCS B HECKOJIBKO ITAIlOB.

[Ipu mpoBeneHuM mpoueaypbl OLEHUBAHMS PE3YIbTATOB OOyUEHMs MpeaycMaTpuBaeTcs
WCIIOJIb30BAaHUE TEXHUYECKUX CpENCTB, HEOOXOMUMBIX B CBSI3M C HHIUBUAYAJIbHBIMU
0COOEHHOCTAMHU O0y4daroIuXcs. ITU CPEACTBA MOTYT OBITh IPEJOCTABIIEHBl YHUBEPCUTETOM, HIIH
MOTYT HCITI0JIb30BAThCSI COOCTBEHHbIE TEXHUUECKHUE CPE/ICTBA.

[IpoBenenue mpoueaypbl OLIEHWBAaHUS — pPE3YAbTaTOB  OOy4YEHHMS  JIOMYCKAeTcss C
HCIOJIb30BAaHUEM JIMCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOT .

ObecrnieunBaeTcst JOCTyNn K MHGOPMalMOHHBIM M OUONIHOrpaguueckuM pecypcam B CETH
WnTtepner nns kaxaoro oOywaromierocss B (opMax, aJalnTUPOBAHHBIX K OTPAaHUYEHHUSAM HX
3/10pPOBbSI U BOCTIPUATHS HHPOPMAIUH:

® IS CHEMNBIX U CIIA00BUAIINX:

- B MeyaTHO! (hopMe yBETMUEHHBIM HIPUPTOM;
- B popMe IEKTPOHHOTO IOKYMEHTA;

- B hopme ayauodaiina.

e Ul TIyXUX M cIaboCibIIIalnX:

- B Ie4aTHou popme;

- B popMe JIEKTPOHHOTO TIOKYMEHTA.

e It 00Y4aroIMXCs C HAPYHIICHUSIMHU OMOPHO-ABUTaTENIbHOTO amnmapaTa:
- B Ie4aTHou popme;

- B popMe IEKTPOHHOTO JIOKYMEHTA;

- B hopme ayauodaiina.

Y4eOHble ayIUTOPUU Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSITEIbHOM paboThl, HaydHas
O6ubnIMoTeKa W MHbIE MOMEUICHUS JUIsl 00y4eHHs] OCHAILEHBI ClielUalbHbIM O00OpYJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMU CPEJICTBAMU O0yUCHHUS:

e JUISl CIIENBIX U CIa00BUSIINX:

- YCTPOMCTBOM /Jisi CKaHUpoBaHUs U uTeHus ¢ kamepoid SARA CE;

- nuciuieeM bpaiing PAC Mate 20;

- npuHTepoM bpaiinsg EmBrailleViewPlus;

e Ul TIyXUX M cIabOCHbIIIAIINX:

- ABTOMATH3UPOBAaHHBIM pabOYuM MECTOM /IS JIIOACH C HapylleHHeM ciyxa u
CJ1a00CTBIIIAIINX;

- aKYCTUYECKHUH YCUIIUTENb U KOJIOHKH;

e s 0Oy4aroLUXCs C HapyIIEHUSIMH ONIOPHO-ABUIaTeIbHOTO arnmapara:
- IepeIBUKHBIMU, PErYIMPYEMbIMU 3proHoMudeckumu napramu CHU-1;
- KOMIIBIOTEPHOM TEXHUKOW CO CHEeUaIbHBIM ITPOrPaMMHBIM 00€CTIeYeHUEM.

9. MeToguveckne MaTepuaJbl
9.1.1. Inansbl 1a00pATOPHBIX 3AHATHIA.

MeToanuyeckue YKazaHus 1Mo OpraHvM3alniii M NpoOBEICHUIO.
IlosicHuTeNnbHAS 3aMKuCKa.



Henp 3aHATHI — HM3y4eHUE M CPABHUTEIBHBIN aHAIM3 C y4€TOM CreUu(UKU Tpouiis
MOJTOTOBKH, TMOJIOKEHUHA CTaHIAPTOB M METOJMYECKUX pPa3paboTOK, periaMeHTHPYIOMINX
TEXHOJIOI'MH JI0JITOBPEMEHHOTO U IOCTOSIHHOI'O XPAaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB.

Beibop Tem ans 3aHATHH CBsi3aH C JABYMsI HamOosiee 3HAUYMMBIMU HAIPaBIICHHUSIMU
pa3BUTHUSL TEXHOJIOTUH XpaHEHMsI JJIEKTPOHHBIX JOKYMEHTOB — YyueTra, onucanus O/ u
o0ecrieyeHHss WX COXPAaHHOCTU. TakXkKe CTYICHTHl H3Y4aloT TpeOOBaHUS POCCHUHCKUX U
MEXAYHApOAHBIX CTAHAAPTOB K IPOrPaMMHOMY OOECIIEUEHHIO AJIs CO3JAHHUS M BEACHUs
AJIEKTPOHHOIO apXHBa OpraHu3auuu. Meroauka NpoBeACHUs MPAKTUYECKUX 3aHATUN 10 KypCy
CBsA3aHAa C 3ajayeil BpIOOpa MPOrpaMMHBIX MNPOXYKTOB. CTYAEHTHI y4aTcsl JaBaTh OLIEHKY
podeccHoHaIOB MPOTPaMMHBIM IPOJYKTaM, CO3/JaHHBIM pa3IMYHbIMM pa3paOOTUYMKaMU IS
nH(popMaTU3allMi OJHOM apXMBHON TEXHOJIOTHMU (B JAHHOM Cllydae — ydera JOKYMEHTOB H
MH(OPMALIMOHHOTO MTOKCKA).

B xone 3aHATHS CTyIeHTHl CHayajda HW3Y4alOT M KOHCHEKTUPYIOT CTaHJapThl U
METO/IUYECKUE Pa3pabOTKH, PYKOBOJCTBA IOJB30BATENs, 3aT€M BBINOIHIIOT MPAKTUYECKYIO
paboTy. 3asaHus MOCTPOEHBI MO MPHUHIMIYY MOJAEIUPOBaHUS peasibHOil cuTyauuu. CTyIeHTbI
JOJIKHBI MOJIyYUTh MAclOpT apXHBa, 3JEKTPOHHBIM IMyT€BOIUTENb WU onuch U T.A4. [Ipu 3Tom
3aJlaHuUs TOCTPOEHBI TaK, YTOObI OPUEHTHUPOBATH CTYJEHTA HA CAMOCTOSITENIbHOE PEllIeHUE 3a1a4u
[0 CO3/IaHUI0 Ha OCHOBE MMeEIOIIeWcs HOPMaTUBHO-METOAMYECKONH 0a3bl  JIOKAJIbHBIX
HOPMAaTUBHBIX aKTOB M pa3pabOTOK JUIsl apXUBa OpraHu3allly.

B 3axmroueHue CTyAEHTBHI [1€1al0T BBIBOJBI O COBPEMEHHOM COCTOSIHUM HOPMAaTHUBHO-
METOIMYEeCKOi 0a3nl xpaneHus. J/I.
3aHATUS TPOXOJAT B KOMIIBIOTEPHOM Kiacce, A paboThl HEOOXOIUMO IPOTrpaMMHOE
o0ecreyeHne, yKka3aHHOE AJIs KaKJIOW TEMBbl 3aHATHSL.

BrinosiHeHUE TEOPETUYECKON U MTPAKTUYECKOM YaCTH 3aIaHUs 10 KaXJ0M TEME OLICHUBAETCS Ha
1-5 6amnos.

Tema 1 (4 uaca). Knaccudukarus 3JIeKTPOHHBIX TOKYMEHTOB. 4 yaca.

L]env pabomul: U3yueHe MPU3HAKOB KJIacCU(UKAIIMH IEKTPOHHBIX TOKYMEHTOB.

3aoanue:
W3yueHre TpU3HAKOB KIACCUPHUKAIMH DICKTPOHHBIX JIOKYMEHTOB, OOpa3ymloIuXcs B
JEeATETPHOCTH OPTaHN3aIllul Ha OCHOBE HOPMATHBHO-METOIUYECKUX JOKYMEHTOB.
Cucremartu3zanus pe3yabTaToB B TAOIUIIE:

Hcrounuku nadopmanuu [Ipusnak Knaccuduxanmonn
(HOpMaTUBHO-METOAMYECKUE TIOCOOHS) kinaccudukal | pie rpynmbsl, O/,
uu D] BBIJICTICHHBIE  HA
OCHOBaHUU
JTAHHOTO MPU3HAKA.
[IpaBuna OpraHu3aIuu XpaHEeHHUs,
KOMILJIEKTOBAHMsI, Y4€Ta W HCIOJIb30BAHUS
JOKYMEH-TOB ApXUBHOTO ¢donma

Poccuiickoit  @Pepepauuu U ApYrux
apXUBHBIX  JOKYMEHTOB B  OpraHax

FOCYI[apCTBeHHOI\/’I BJIaCTH, opraHax
MCCTHOI'O CaMOYIIPABJICHUA U OpraHUu3a1ugax.
M.,2015

PekomeHOauuu Nno KOMNJIEeKmoeaHuio, y4enty
u opearnuzayuu XpamHeHus  IJIE€eKMpPOHHbILX

aApXUeHvLIX ~ OOKYMEHMO8 6  apXueax
Opeanu3ayull. M.: BHUUJIA/T




2013//Onybnukosarno ua catime «Apxussl
Poccuuy.
http://www.rusarchives.ru/methodics/index.s
html).

[lepedyeHp TUIIOBBIX apXUBHBIX JOKYMEHTOB,
00pa3yrIuXCcsi B HAyYHO-TEXHUYCCKOU H
MIPOU3BOICTBEHHOMN JeSITeTbHOCTH
OpraHu3aiiifi, ¢  yKa3aHHEM  CpPOKOB
xpanenuss / @Dexmep. apx. areHTCTBO,
BHUNJAN. M., 2008. — 382 ¢

I'OCT P 54989-2012/1SO/TR 18492:2005
«O0ecneueHune JOJITOBPEMEHHOM
COXPAaHHOCTH DJIEKTPOHHBIX JIOKYMEHTOBY,
YTBEPKACHHBIA IpuKa3oM PenepanbHOro
areHTCTBa 1o TEeXHUYE-CKOMY
pPETYIUPOBAaHUIO W METPOJIOTHH  OT
17.09.2012 Ne 325-cT.

Hpyrue...

2. Wzydenume nmpuHIMTIOB O(GOPMATHOHN KITaCCH(PHUKAIIMN dIIEKTPOHHBIX TIOKYMEHTOB (HarpuMep, Ha
ocHoBe otyera no HUP «CpaBuurtenbHsbiil ananu3 GopmaroB (aitiioB 2JIEeKTPOHHBIX JOKYMEHTOB
MOCTOSIHHOTO (J0JAroBpeMeHHoro) xpaHeHus». M.PITY, 2013 //Ony0nukoBaHo Ha caiiTe
«Apxussl Poccun». http://www.rusarchives.ru/methodics/index.shtml).,

Brinenenne Hambosee pacmnpoCTpaHEHHBIX (OPMATOB W apXWMBHBIX (OPMATOB B KaKIAOU
Pa3sHOBUIHOCTH MPECTABICHHS HH(POPMALIHUH.
Cucrtemaru3zanys 1aHHbIX B TaOIHLE:

Bun npeacrabieHus | PacnpoctpaneHHbIe ApxuBHBIE (OpMATHI
uHdopmanuu M0JIb30BATEIbCKUE
dbopmaThl.
CumBoJIbHAS
['uneprekcroBas
I'paduueckas (pacTtpoBasd,
BEKTOPHA)
3BYK, BUJEO U T.II.

3.M3yuenne coctaBa 0a3 JaHHBIX M DJJEKTPOHHBIX PECYpCOB Ha MpHUMEpPE KOHKPETHOM

OpraHu3aIiy.
CucremaTu3anus pe3yibTaToB B TaOIUIIE:
[Ipuznaku knaccudukanuu | Knaccuduxanmonnsie Hazpanue
TPYIIIbI UH(OPMALMOHHBIX
CHUCTEM,
UH(OPMALTMOHHBIX

pecypcoB OpraHu3anuu

OyHKIMA, CTPYKTYpHO€E
MO APA3ACIICHUE

IleneBoe HazHauYeHHE
MH(GOPMAIIMOHHON CUCTEMBI
(aBTOMATU3MpPOBAaHHAS CHC
TEMa YNpaBIEHUS, CUCTEMA
KOHTPOJIS VICIIOJIHEHUS




JIOKYMEHTOB, cucreMa
aBTOMAaTU3UPOBAHHOIO
IIPOEKTUPOBAHMSI,
reouH(popMalOHHAs
CUCTEMA, JKCIIEpTHAA
cucTeMa u Jp.)

VYposenb ympasinenus HC
(oTpacneasi,
peruoHanbHasi, cucreMa
yIpaBJICHUS
NpeanpusITHEM,  CHUCTEMa
yIpaBiIeHUs
TEXHOJIOTMYECKUM
MIPOIIECCOM)

Bunnt MPECTABJIEHUS
nHpopmanuu, GopMaThl.
[Ipouenypa yaoctoBepeHus
F0P.CHJIBI

Jpyrue npusHaku. ...

4. CocraBiieHHE MEpEeyHs AIEKTPOHHBIX JTOKYMEHTOB OpPraHHU3alllM, KaK yIpaBICHUYECKUX, TaK U
HayYHO-TEXHUUYECKUX, C YKa3aHUEM CPOKOB XpaHEHUSI.
Koumponvnvie sonpochwi:
1) Kaxkosa criennduka npuzHakoB kinaccuduxaruu J/1?
2) C KaKkuMH TEJISIMH OCYIIECTBIIAeTCs Kiaccudukamus DJ1?
3) B uem cocrout 3HadeHue nodopMatHoi kinaccupuxaruu /] ?
Chucox ucmoyHuKo8 u 1umepamypoi:
1.Hcmounuxu ochognble
1.OcHoBHBIE MpaBUiia pabOTHI apxuUBOB opranuzamnuii. M.,2003. I1. 4.
2.I1paBuna opraHu3aluy XpaHeHUs], KOMIUIEKTOBAaHHUS, y4eTa U UCIOJIb30BaHUS
ToKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanuu U Ipyrux apXuBHBIX TOKYMEHTOB B
OpraHax rocyJapCTBEHHOH BJIaCcTH, OpraHax MECTHOTO CAMOYITPABJICHUS U OPraHU3aIUsX.
M.,2015

3. IlepeyeHb THUMOBBIX aPXUBHBIX JOKYMEHTOB, 00pa3yIOIIKUXCS B HAYYHO-TEXHUYECKON
Y IPOM3BOJICTBEHHOU AEATEIbHOCTH OpraHMU3allHii, C yKa3aHHEeM CPOKOB XxpaHeHus / dexep. apx.
arearctBo, BHUMJIAJL. M., 2008. — 382 ¢

4. PexoMeHJaIMK 10 KOMIUIEKTOBAHUIO, YUETY U OPraHU3allui XpaHEHHS SJIEKTPOHHBIX
apXUBHBIX JTOKYMEHTOB B apxuBax opranuzanuii. M.: BHUUJIA, 2013//Ony6nukoBano Ha
caiite «Apxusbl Poccum». http://www.rusarchives.ru/methodics/index.shtml)

5. CpaBHuTenbHBIN aHAU3 (HOpMATOB (PailsIoB AIEKTPOHHBIX JTOKYMEHTOB MOCTOSIHHOTO
(monroBpemenHoro) xpanenusi». Otuer onm HUP. M.:PTTVY, 2013 //OnybnukoBano Ha caite
«Apxusl Poccumy». http://www.rusarchives.ru/methodics/index.shtml).

2. Ucmounuxu oonoinumensHble.

OcHoBHBIE TIpaBUJia padOTHl ¢ HAYYHO-TEXHHUUECKOW JOKYMEHTallUel B OpraHU3aIlusiX U
Ha npennpuatusx. M., 2003. I1.3.1.

I'OCT P 54989-2012/ISO/TR 18492:2005 «OGecmneueHue 10IroBpeMEeHHON COXPAaHHOCTH
AIIEKTPOHHBIX JTIOKYMEHTOB», YTBEPXKIEHHBIM TMpuKkazoM DeaepanbHOr0 areHTcTBa IO
TEXHUYECKOMY PETYJIUPOBAHUIO U MeTpojioruu oT 17.09.2012 Ne 325-cr.

2.1. Jlumepamypa ocHosHasl.



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

3anaes ['.3. Ananu3 u kinaccuuKaus 3J1EKTPOHHBIX JOKYMEHTOB//BEeCTHHK apXUBHCTA.
1999. Ne 2. C . 60-61.

Bapnamosa JLLH., flranoBa A.A. OTKpBITBIE CTaHAAPTHI U OTKPHITBIE (POPMATHI
ANEKTPOHHBIX JOKyMeHTOB // JlemompousBoactBo. 2009. Ne 4. C. 23 — 28. <http://www.top-
personal.ru/officeworkissue.html?8

Onu xe. CBoOOHOE TpoTpamMMHOE oOecriedeHrne M OTKpbIThie Gopmartel B Poccun //
HemonpouzBoacteo. Ne 2010. Ne 1. C. 29 — 33

2.2, Jlumepamypa 00noiHumenbHas.
3apyOeKHBIH OTBIT YIPABJICHUS IEKTPOHHBIMU JOKYMEHTAMH M OPraHH3alldd UX
apXUBHOTO XpaHeHus. — M., 2014.

TuxonoB B.W., FOmun B.A. CoBpeMeHHBbIE KOHIICTIIUHA AJIEKTPOHHBIX JOKYMEHTOB //
OteuecTBeHHbIE apXxuBbl. 1999. Ne 1.

Tuxonos B.M. 3amaun apxuBHOTO XpaHEHMsI 3JIEKTPOHHBIX JOKYMEHTOB: U3 ombiTa [{A-
JAD2HM// OteuectBennbie apxuBsbl. 2010. Ne 3. C. 51-60.

3.Ilepeuensv pecypcos ungopmayuoHHo-menreKoMMyHUKAYUOHHOU cemu « Mnmepnemy.

1. Apxussl Poccuu. [OtpacneBoii mopran "Apxussl Poccun" HaxoauTcs noa naTpoHaTOM
denepanpHOTO apxuBHOTO areHTcTBa (Pocapxuga)]; [DnexTpoHHEBI pecypc| — DIeKTpoH.
TaH. — M., [2001-2015]. — Pesxxnm JOCTyTA:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoOoaHBINi. — 3ari. ¢ sKpaHa.

2. Koncantunrosas rpynmna Tepmuka [DnekTpoHHbIH pecypc]. — DnekTpoH. naH. — M.,
[2012]. — Pexxum noctyma: http://www.termika.ru/. — 3aru. ¢ skpaHa.

3. EDOU.RU [Onextponusiii pecypc]: LleHTp KOMIETeHIHMH 1O BOIPOCAM
JOKYMEHTAIIMOHHOTO 0OECTICUCHHsI YIIPABICHUS U apXUBHOTO Jejia. — JJIEKTPOH. JaH. — [M.],
cop. 2013. — Pexum noctymna: http://www.edou.ru/dou/. — 3ari. ¢ skpaHa.

5.Mamepuanvno-mexnuueckoe obecneuenue OUCYUNTUHBL.

VY4eOHbII KOMIBIOTEPHBIN Kiacc (cM. m. 8. MaTepuanbHO- TeXHHYECKOe obecrieueHune
muciuiiuHel. ) [Iporpammuoe obGecrieueHue:

Nudopmanmonno-cnpaBounas cuctema apxuBHoi otpaciu (MCCAO),]. — DnexTpoH.
naH. — M., [2012]. — Pexxum poctyma: http://www.termika.ru/. — 3ari. ¢ skpaHna.

Tema 2. (4 waca) MeTomudyeckue OCHOBBI ydeTa 3JIEKTPOHHBIX JOKYMEHTOB.

Lenv 3anamus: nzydenue noHsATUM «Eaununa xpanenus 3/» u «Eaununa ydyera 3/»,
CHUCTEMBl apXMBHOIO YydeTa M omnucaHus OJ] CcOriacHo CylecTBYIOMEH HOPMAaTHBHO-
METOINYECKOH Oase.

3aoanus:

N3yunTh HOpMATUBHO-METOIUYECKOE JOKYMEHTHI 110 yueTy D/1.
Pe3ynbrathl cicTeMaTu3upoBaTh B BUJIE TAOIHIIBL:



MeTtoanueckue
mocoous

Enuauna
XpaHEHUsI

Envanna yuera

Konteitnep 2/1

DIIEKTPO
HHOC
nesio

Dopmsbl
yuera D]

OcHOBHBIE
MpaBUIIa
PabOTHI
ApPXHBOB
OpraHu3arui.
M.,2003. I1. 4.

[IpaBuiia
OpraHu3auu
XpaHEHUS,
KOMILUIEKTOBaH
W, ydera W
MCII0JIb30BaHU
ST TOKYMEHTOB
ApPXHBHOTO
dhoHIa
Poccutickoit
Denepanun U
APYrux
ApPXUBHBIX
NTOKYMEHTOB B
OpraHax
rOCYAapCTBEHH
oM BJIACTH,)
OpraHax
MECTHOI'O
caMOYITpaBJICH
us u
OpraHu3aIusX.
M.,2015

PexoMmenganmu
o
KOMIIJIEKTOBaH
W0, Y4YeTy H
OpraHu3auu
XpaHEHUsI
PIIEKTPOHHBIX
ApPXUBHBIX
JTOKYMEHTOB B
apXuBax
OpraHu3arui.
M.:
BHUNJIAL,
2013//Ony6mmn
KOBaHO HA
caiiTe

«ApXUBBI




1)

2)
3)
4)

Poccumy.
http://www.rus
archives.ru/met
hodics/index.sh
tml)

W3yunTth IBUXKEHUS U TEXHOJOTHYECKHE MUTPALIMK, TPOUCXOSIINE C KoMIiekcoM D/l B apxuBe
OpraHu3aluu.
Ha ocHoBe 3a7auu 10 y4eTy COCTaBUTh KapTOUKY y4eTa eIuHUIbl yueTa D/, akTbl MUTpaLluU U
nepesanucu J/1, KypHabl MUTPaLUU U NIEpE3allucy, KHUT'Y y4eTa u nocrymiaeHus O /1.
CocTaBuTh Ha OCHOBE METOJMYECKHUX JOKYMEHTOB COCTAaBUTh MHCTPYKIMIO MO ydery OJ[ B
KOHKpPETHOW OpraHu3aly, OTpa3uB yuyeTHbIE (DOPMBI, B KOTOPbIE 3aHOCATCS BCe JABMKEHUS D]
(moctyruieHue, BHIObITHE, YHUUTOKEHNUE, MUTPALHsl, 1€PE3aNUCh)

5. Cdopmuposats neno doupa.
Konmponvnvie gonpocnwi:
JaiiTe onpeneneHus: AUHUIBI XpaHEHUS W eauHUIBl yueta DJI. Kakue pa3nuuHble MOIX0IbI K
ONIPENIETICHUIO ITUX MOHATHH CYIIECTBYIOT B METOANYECKOM JIuTepaType?
JlaiiTe onpeneneHrne TEPMUHOB «IJIEKTPOHHOE JEI0», «KOHTeHEP D[I».
HazoBute ocHOBHBIE yueTHBIE opmbl D/I.
B uem otimumst nena ¢ponaa D/ ot Aena GoHaa TOKYMEHTOB HA TPAJAUIIMOHHBIX HOCUTETIAX?

Cnucox ucmoyHuKo8 u 1umepamypol

1.Ucmounuku ocHogHble

OcHoBHBIE TIpaBuiIa paboThl apxuBOB opranm3anuii. M.,2003. I1. 4.

[IpaBuna opraHuzalMu XpaHEHUs, KOMILJIEKTOBAHMS, ydeTa W HCHOJb30BAaHUS JTOKYMEHTOB
ApxuBHoro (onma Poccuiickoit denepaniuu W Ipyrux apXUBHBIX JTOKYMEHTOB B OpraHax
rOCyJIapCTBEHHOM BJIACTH, OpPraHax MECTHOTO CaMOYIpaBieHUs U opraHuzanusx. M.,2015
PexkoMenganuu no KOMIUIEKTOBAHUIO, yUETY U OPraHU3allui XpaHEHUs JIEKTPOHHBIX apXUBHBIX
JTOKYMEHTOB B apxuBax opranuzanuii. M.: BHUNJIA, 2013//OnydnukoBano Ha caiiTe « ApXUBBI
Poccun». http://www.rusarchives.ru/methodics/index.shtml)

PekoMeHganmm no KOMIUIEKTOBAHUIO, YUETY U OpraHU3alul XPaHEHUS AJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJIAapCTBEHHbIX W MyHUUMOAIbHBIX apxuBax M.: BHHUUJIA/L
2013//OnybnukoBaHo Ha caiTe «APXHBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

2. Mcmounuxu oononnumensHule.
OcHOBHBIE TpaBmWiIa pabOThl C HAYYHO-TEXHUYECKOM NOKyMEHTAalMed B OpraHu3alusx M Ha
npennpuarusax. M., 2003. I1.3.1.
2.1. Jlumepamypa ocHosHas.
2.2, Jlumepamypa oonoanumenvhasi.

3apyOeKHBIH OMBIT YIPaBJIECHUS AJIEKTPOHHBIMHU JTIOKYMEHTaMU U OpPraHM3alUU UX apXUBHOTO
xpaHenus. — M., 2014.
Tuxonos B.M., IOmwmu B.A. CoBpemMeHHbIe KOHIENIUU SIEKTPOHHBIX JOKYMEHTOB //
OteuecTBeHHbIE apXuBbl. 1999. Ne 1.
TuxonoB B.M. 3anaun apXMBHOTO XpaHEHUs NEKTPOHHBIX JJOKYMEHTOB: U3 omnblta LIA-/IDHM.//
OteuectBennble apxusbl. 2010. Ne 3. C. 51-60.
3.Ilepeuenv pecypcos uHghopmayuoHHo-meneKOMMYHUKAYUOHHOU cemu « Mnmepremy.

1. Apxusbsl Poccun. [OtpacneBoil mopran "ApxuBbl Poccun" HaxoauTcss moJ MaTpoHATOM
®denepanbHOro apxuBHOTO arenrcrsa (Pocapxusa)l; [DNIeKTpOHHBIN pecypc] — DIeKTpOoH.


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

JaH. M., [2001-2015]. Pexum
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo6oaHBIN. — 3ari. ¢ 3kpaHa.
2. Koncantunrosas rpynna Tepmuka [D1eKTpoHHBIN pecypc]|. — DnekTpoH. gad. — M., [2012].
— Pexxum goctyna: http://www.termika.ru/. — 3arz. ¢ sxpaHa.

3. EDOU.RU [2nexTponnsiil pecypc]: LleHTp KOMIETeHIIMU 110 BOMPOcaM JIOKYMEHTAIIMOHHOTO
oOecrieueHrs YIPaBIICHUS W apXUBHOTO Jiejia. — DJEKTpoH. naH. — [M.], cop. 2013. — Pexum
nocryma: http://www.edou.ru/dou/. — 3aru. ¢ ’3xpaHa.

5.MarepuanabHO-TEXHUYECKOE 00ECTICUCHUE TUCIIUTIITUHBI.

VY4eOHbII KOMITBIOTEpHBIM Kiace (cM. 1. 8. MaTepuanpHO- TEXHUYECKOe obOecreueHune
mucuutuinHeL.) [IporpammHoe obecrieuenue:

NupopmannonHo-crpaBoyHas cucrtema apxuBHoit otpaciu (MCCAO), |. — DnekTpoH. aH. —
M., [2012]. — Pexum nocryna: http://www.termika.ru/. — 3aru. ¢ skpaHa.

JOCTyna:

Tema 3. (4 waca) MeToim4uecKrie OCHOBBI OIUCAHUS 3JIEKTPOHHBIX JOKYMEHTOB.
Llenv 3anamusa:vn3ydyeHue  TOHATUM «elWHULA omnucaHus OJI» , CylecTBYyOUUX
CTaHJApTOB onucaHus D/ coTIacHO CyIIeCTBYIONEH HOPMATUBHO-METOIMUECKON 0ase.
3aoanus:
N3yunTh HOPMaTUBHO-METOIUYECKOE JOKYMEHTHI 10 ONMMCaHuto /1.
Pe3ynbrathl cicreMaTu3upoBaTh B BUJIE TaOIHIIbL:

Metonmueckue |EamHuIa NudopmanmonHoBuapt CocTaB

mTocoOus

(eIMHUIIBI)
orrcanus D]

-TIONCKOBBIC
XapaKTEPUCTUKU
€MHHII
OTIMCaHUS

MH(OPMAaLOHHO
-IOMCKOBBIX
CIPaBOYHUKOB

COTIPOBOJTU-
TEJIbHOM
ITOKyMEHTaIlUH,
TpeOOBaHUS K €€

COCTABJICHHIO.

OCHOBHBIE
mpaBuiia paboOTHI
ApXHBOB
OpraHu3aiuiu.
M.,2003. II. 4.

[IpaBuna
OpraHu3auu
XpaHEHUs],
KOMIUIEKTOBaHUS
, yuera u
MCII0JIb30BAHUS
TOKYMEHTOB
ApXUBHOTO
dhoHma
Poccuiickoii
Denepannn u
APYIuX
ApPXMBHBIX
NTOKYMEHTOB B
OpraHax
roCyJIapCTBEHHO
174 BJIACTH,|
OopraHax
MECTHOTO




1)
2)

3)

CaMOYIIPaBIICHHUS
1 OpraHu3alnax.
M.,2015

PexoMenanum
o
KOMIUIEKTOBAaHHU
0, y4dery H
OpraHu3aIu
XpaHEeHUS
PIEKTPOHHBIX
APXHUBHBIX
TOKYMEHTOB B
apXruBax
OpraHu3aui.
M.: BHUNJAL,
2013//Onybmuko
BaHO Ha CaiiTe
«ApPXUBBI
Poccum».
http://www.rusar
chives.ru/method
ics/index.shtml)

2. N3yuuts nepevyeHpr HHGOPMAITHOHHBIX CHCTEM U 0a3 TaHHBIX OpraHu3anuu (cM. Temy 1.).
3. Ha ocHoBe mnepeuHss cocTaBUTh ONMUCh )] MOCTOSHHOTO XpaHEHUsI OpPraHU3alNH,
BCIIOMOTaTEIbHBIN CIIPABOYHBIN almapar K Hel, COMPOBOAUTENBHYIO JOKYMEHTAIUIO.

4, CocTaBUTh Ha OCHOBE METOJMYECKUX TOKYMEHTOB HMHCTPYKIHIO MO omnucaHuto JJ[ B

KOHKPETHOM OpraHu3aluu, OTPa3uB BU Il HHOPMAIIMOHHO -TIOUCKOBBIX CIIPABOYHHUKOB, O0BEKTHI
OMHCaHUsA, HHPOPMAIIMOHHO-TIOMCKOBBIE XapaKTEPUCTHUKU Pa3IUYHBIX OOBEKTOB OINHCAHUS
(emMHMITBI yUeTa, TOKyMEHTa, TUPEKTOPHUH, (aiiia, TaOnuIsl 0a3bl JaHHBIX).

Koumponvnvie sonpocwi:

Kak paznuyarorcst emuHuIp! onrcanus D/ B pa3IndHbIX METOJUYECKUX MOCOOUX?

Kakue cnenuduueckre nHPOPMAIIMOHHO-TIOMCKOBBIE XapaKTEPUCTUKHU D/ HCIIONB3YIOTCA PU UX
onucaHuu?

KakoB coctaB u Ha3HayeHHE CONMPOBOAMTENbHOM nokymeHTauuu? Kakumu  cranpapramu
peraaMeHTHpPOBaH €€ COCTaB?

Cnucok ucmouHuxKo8 u iumepamypbl
1. Mcmounuku ocnogHvle

OcHoBHbIe TpaBUiIa paboOThl apxuBOB opranu3anuii. M.,2003. I1. 4.
[IpaBuna opraHuzalUu XpaHEHHs, KOMIUIEKTOBaHUS, y4eTa M HCIIOJIb30BaHMS JIOKYMEHTOB
ApxuHoro ¢onna Poccuiickoii ®enepauuu M APYyruxX apxXWBHBIX JOKYMEHTOB B OpraHax
roCylapCTBEHHOM BJIAaCTH, OpraHax MECTHOTO CaMOYIIpaBJIEHUs U opranuzanuax. M.,2015
PekoMeHanmy 1o KOMIUIEKTOBAHUIO, YUETY U OPraHU3alluy XpaHEHUs 3JIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B apxuBax opranuzanuii. M.: BHUMJIA/L, 2013//Ony6nrkoBaHo Ha caliTe « ApXHUBBI
Poccun». http://www.rusarchives.ru/methodics/index.shtml)
PekoMeH a1y no KOMIUIEKTOBAHUIO, YUETY U OpraHU3alMM XPaHEHMsI DJIEKTPOHHBIX ApXUBHBIX
JOKYMEHTOB B TOCYJApCTBEHHBIX W MyHULMNaidbHbIX apxuBax M.: BHUUIA/,
2013//Ony6nukoBaHo Ha caiite «ApPXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).
CocraBneHne apXMBHBIX ONHUCEH B IEKTPOHHON (opMe M UX MHTErpanus B HHPOPMALMOHHYIO



UHOPPACTPYKTYPY TOCYAAPCTBEHHBIX M MYHHULMNAIBHBIX apXUBOB. M.:. BHUMIAL,
2013//Ony6nukoBaHo Ha caiite «ApPXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).
1.2.cmounuku donoiHumenvHbie.
I'OCT 28388-89. «Cucrembl 00paboTku wuH(popManuu. J(OKyMEHTHI Ha MarHUTHBIX
HOCHUTEISAX NaHHBIX. [Topsiiok BeIMOTHEHMS 1 oOpameHus». M, 1991.
OcHOBHBIEC TIpaBUIIa PA0OTHI C HAYYHO-TEXHUYECKON JTOKYMEHTAIlMEeH B OPraHU3alusiX U
Ha npennpustusx. M., 2003.
2.1 Jlumepamypa ocrosnasl.
TuxonoB B.M. 3agaum apXuBHOTO XpaHEHHs IEKTPOHHBIX TOKyMEHTOB: U3 ombita LIAJIOHM.//
OrteuectBennsie apxusbl. 2010. Ne 3. C. 51-60.
2.2 Jlumepamypa 0onoaHumenbHas.
3apyOeKHBIN ONBIT YIMPABICHHS MIEKTPOHHBIMH JTOKYMEHTAMH M OPTaHM3AlUU UX ap-XUBHOTO
xpanenus. — M., 2014.-388 c.

3.Ilepeuenv  pecypcog  UHGOPMAYUOHHO-MENEKOMMYHUKAYUOHHOU — cemu  «MHmepnemy,
He0OX00UMbLLL 011 0C80EHUSL OUCYUNTUHBL (MOOVI5)

1. ApxuBbsl Poccun. [OtpacneBoit mopran "ApxuBbsl Poccun" HaxoguTcs Moja mHaTpoHATOM
denepanpHOTO apxuBHOTO areHTcTBa (Pocapxmsa)l; [DneKTpoHHBIN pecypc| — DIeKTpPOoH.
TaH. — M., [2001-2015]. — Pexum JIOCTYTIA:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoOoaHbINi. — 3ari. ¢ sKpaHa.

2.1leHTp KOMIIETEHIIMM IO BOIMpOCaM JOKYMEHTAIIHOHHOTO OOecledYeHHsl YIpaBiICHUS WU
ApXUBHOTO JeJa; [ DNEKTPOHHBIN pecypc] — DnekTpoH. nan. — M., [2013]. — Pexum ngoctyna:
www.edou.ru, CBOOOTHBIN. — 3ari. ¢ dKpaHa.

4.MarepuaabHO-TEXHUUECKOE 00ECTICUCHNUE TUCITUTIITNHEI.
Y4eOHBIE KOMIBIOTEpHBIH Kiacc (cM. 1. 8. MaTepuallbHO- TEXHHUYECKOE OOECICUCHHE
muciuiiuHel. ) [Iporpammuoe obGecrieueHue:
Nudopmanmonno-cpaBounas cucrtema apxuBHou otpaciu (MCCAO), |. — DnekTpoH. naH. —
M., [2012]. — Pexum noctyna: http://www.termika.ru/. — 3aru. ¢ skpaHa.

Tema 4. (4 waca). CTpyKTypa U OpraHM3alys apXxuBa dJIEKTPOHHBIX JOKYMEHTOB.

Llenv 3anamus: W3y4eHUE METOJIMYECKUX OCHOB CO3JaHUsl SJIEKTPOHHOTO apXuBa
OpraHu3ali B COOTBETCTBUHU C HOPMATUBHBIMU YCIOBUSAMH XPaHEHUSI.
3aoanue:

1. M3y4yuthb HOPMATHBHO-METOIMYECKYIO 0a3y XpaHEHHUS DJIEKTPOHHBIX JOKYMEHTOB B PO,
TpeOOBaHUA K XpaHWIHILY, OOOpPYIOBaHHIO, pEXHUMAM XPAaHEHHUS, TEXHUYECKOMY U
MIPOrpaMMHOMY OO€CIeUeHHI0, MepcoHany. BBISIBUTE OCHOBHBIE (DYHKIIMM, HAlpaBICHHbIE Ha
obecrevyeHrne COXpaHHOCTH IOKYMEHTOB.

2. Ha ocHoOBe HOpMaTHMBHO-METOJIUYECKON 0a3bl COCTAaBUThH MOJOKEHHE 00 AIEKTPOHHOM apXHBE
KOHKPETHOM OpraHu3aluy, yKka3zaB 3aauyd U (YHKIHH DIEKTPOHHOTO apXwBa, €ro Ipasa,
0053aHHOCTH U OTBETCTBEHHOCTh, B3aMMOOTHOIIIEHU ¢ ciyx00it UT, ciyx60ii JIOY, apxuBowm,
OTAEJIOM KaJIpOB W APYTUMHU CTPYKTYPHBIMU IMOJPA3JIEICHUSIMHU, B JESITEIBHOCTA KOTOPBIX
00pa3yroTcs IIEKTPOHHBIE TOKYMEHTHI TOCTOSIHHOTO M JOJTOBPEMEHHOTO XpaHEHHUSI.

3. PazpaboTarh TeXxHWYECKOE 3aJaHHE IO OCHAIICHUIO JJIEKTPOHHOTO apXWBa HEOOXOIUMBIM
obopynoBaHueM MJisi XpaHEHHs] TOKyMEHTOB Ha pa3IMYHBIX THMAaX HOcUTenel. Paccuurarh
M3IEPKKUA Ha PEATM3ALHIO [TPOEKTA.


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

4.

1)
2)
3)
4)

CocTaBUTh MHCTPYKIHIO 1O OOECle4YeHuto coxpaHHocTu JJI B apxuBe OpraHu3alvy,
BKJIFOUAOIIYIO OIUCAHUE IPOLEAYDP, HEOOXOAUMBIX JUIS O IeP KaHus )KU3HEHHOTOo IuKia D1 co
CCBUIKAMH Ha Heo0XoauMoe o0opynoBaHHe (CM. M. 3) M ydeTHbIe (POPMBI, PUKCHPYIOLIUE ITU
npouenypsl (cm. 3aganue 2.)

Konmponvhuvie gonpochi.

KakoBbl pyHKIIMM apXHUBa ANEKTPOHHBIX TOKYMEHTOB?

KaxoBbl HOpMaTuBHBIE TpeOOBaHUS K XpaHuauity J3/1?

KaxoBbl HOpMaTuBHBIE TpeOOBaHUS K pexuMaM XpaHeHus D/1?

Kakue nporierypsl HEOOX0IMMO OCYIIECTBIATH IS TTOACPKAHUS KU3HEHHOTO 1TuKia D/1?
Kakue ydeTHbIE TOKYMEHTBI UX (QUKCUPYIOT?

Crrcok UCTOYHUKOB U JIUTEPATyphl
1.IcTOYHMKN OCHOBHBIE

OcHoBHbI€ TpaBuia paboThel apxuBoB opranu3zanuii. M.,2003. II. 4.

[IpaBuna opranu3anuy XpaHeHus, KOMIUIEKTOBAaHUS, y4€Ta U UCIIOJIb30BaHUS TIOKYyMEHTOB
ApxusHoro ¢onna Poccuiickoit @enepanyiv 1 Jpyrux apXuBHBIX JOKYMEHTOB B OpraHax
roCyJapCTBEHHOM BJIACTH, OPTaHAX MECTHOTO CaMOYIIpaBJeHus U opranm3anusax. M.,2015

PexoMenganuu no KOMIJIEKTOBAHUIO, YUETY U OpraHU3alluU XPaHEHUSI SJIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB B apxuBax opranuzanuii. M.: BHUNIA]JL, 2013//Ony0nukoBaHo Ha caiiTe
«Apxussl Poccum». http://www.rusarchives.ru/methodics/index.shtml)

PexoMeHgaIm no KOMIJIEKTOBAHUIO, YUETY M OpraHU3allli XPaHEHUSI 3JIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB B F'OCYJIapCTBEHHBIX 1 MyHUIIUTIATbHBIX apxuBax M.: BHUN A /I,
2013//OnybnukoBano Ha caiite « ApxuBsl Poccumy.
http://lwww.rusarchives.ru/methodics/index.shtml).

I'OCT P 54989-2012/ISO/TR 18492:2005 «O0GecneueHne JOJTOBPEMEHHOM COXPAaHHOCTH
ANIEKTPOHHBIX JOKYMEHTOB), YTBEPKIACHHBIN NMpHukazoM PeiepalbHOro areHTCTBA 1o
TEXHUYECKOMY PEryIUPOBAHUIO U MeTpoJioruu oT 17.09.2012 Ne 325-cr.

OyHKIMOHATbHBIE TPeOOBAHUS K HUH(DOPMALIMOHHBIM CUCTEMaM apXHUBOB AJIEKTPOHHBIX
nokymeHToB opranuzanuii. M:Pocapxus, BHUMJIA/L. 2014 //OnybnukoBaHo Ha caidTe
denepanpHOTrO apXxuBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

1.2.MAcTOUYHUKHN NONOJIHUTEILHBIE.
I'OCT PJI 50-524-84 «Ilopsimok XxpaHEeHH JOKYMEHTOB Ha MAallTMHHBIX HOCUTEIX». M, 1985.
I'OCT 28388-89. «Cucrembl 00padoTku nHpopmaruu. JJokyMEHThI Ha MAarHUTHBIX HOCHTEIISAX
naHHbIX. [Topsaok BeimogHEeHUs U oOpareHus». M, 1991.
OcHoBHbIE MpaBUiia padOTHI C HAYYHO-TEXHUUECKON JOKYMEHTAIMeH B OpraHu3alusx U Ha
npeanpuarusax. M., 2003.
CpaBHuTenbHbIN aHanu3 (opMaToB (ailyioB AEKTPOHHBIX JOKYMEHTOB MOCTOSIHHOTO
(monroBpemenHoro) xpanenus». Order on HUP. M.:PTTYVY, 2013 //Ony6nukoBaHo Ha caiite
«Apxusbl Poccumn». http://www.rusarchives.ru/methodics/index.shtml).
2.1  Jlureparypa OCHOBHasl.
Tuxonos B.M. 3agaun apXMBHOTO XpaHEHUS 3JIEKTPOHHBIX TOKyMEHTOB: U3 omnbita LIAJIDHM.//
OteuectBennble apxusbl. 2010. Ne 3. C. 51-60.

2.2. Jluteparypa JOTOJHUTENbHASL.
3apyOeKHBIN OMBIT yIIpaBJIEHHUs 3JEKTPOHHBIMU JOKYMEHTaAMH U OPraHU3alluH X apXUBHOTO
xpanenus. — M., 2014.-388 c.

3.Ilepeuens pecypcoB HH(DOPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHOH ceTu «HTepHETY,
HEOOXOIUMBIH ISt OCBOCHUSI TUCITUTUTAHBI (MOJTYIISI)



1. ApxuBsl Poccuu. [OtpacneBoii noptan "Apxussl Poccun" HaxoauTcs o1 HaTpoHaTOM
®enepanbHOro apxuBHOro areHTcTBa (Pocapxusa)l; [D5eKTpOHHBIN pecypc| — DIIEKTPOH.
naH. — M., [2001-2015]. — Pexxum nocryma:
http://www.rusarchives.ru/guide/fed_gd.shtmlwww. cBoGoaHbIi. — 3ari. ¢ 3KkpaHa.

2.1leHTp KOMITETEHIIMU TI0 BOIIPOCaM JIOKYMEHTAIIMOHHOTO 00ECTIeYeHHS yIIPABICHHS U
apXUBHOTO JieNa; [ DIeKTPOHHBIN pecypc] — DnektpoH. qad. — M., [2013]. — Pexxum poctyna:
www.edou.ru, cBOOOIHBINH. — 3ari. ¢ IKpaHa.

4. MatepuanbHO-TEXHHYECKOE 00CeCIIeUeHUE TUCITUTUTHHEI.
Y4eOHbII KOMITBIOTEPHBIN Ki1ace (cM. 1. 8. MarepuanbHO- TEXHUYECKOe 00ecreueHne
mucuutuinHeL ) [IporpamMmmHoe obecrieuenue:
NupopmanronHo-cripaBoyHas cucreMa apxuBHoil otpacian (MCCAQ), |. — DnexTpoH. 1aH. —
M., [2012]. — Pexum noctyna: http://www.termika.ru/. — 3aru. ¢ skpana.
CD-ROM «O6opynoBanue Juis rocyiapcTBeHHbIX apxuBoB» (M.:BHUNIA/L, 2201-2015)

Tema 5. (4 ywaca) Meroaudeckue OCHOBBI BHIOOpa MPOTpaMMHOE OOECTICUCHHE ISl CO3IaHUs
JJIEKTPOHHBIX APXUBOB OPraHU3aluil.

Llenv 3amamusa: w3ydyeHue TpeOOBAaHMM U KpUTEpPHEB BBIOOpA COBPEMEHHOTO
MPOTPAMMHOTO OOeCTieYeHHs] B 00JIaCTH IIEHTPATM30BAHHOTO XPAHEHHS JTaHHBIX Pa3TUIHBIX
dhopmaTtos.

3aoanue:

N3yunte HOPMAaTHBHO-METOAMYECKHE JOKYMEHTHI, pErJaMEHTUpYIolue TpeOoBaHUS K
MIPOrpaMMHOMY 00€CIIEUEHHUIO 3JIEKTPOHHOTO apXUBa.
Htoru cucremaTuzupyite B BUE TaOIUIIBI
OO6mme Hononuurensupie  ¢ynkiuu  [1O,  ocymecTBIIsIONIEro
(YHKIMOHATBHBI | TTOJICPKKY XpaHeHus D /]
e TpeboBaHUS K
Co/1
Vnpasnenueckux | Hayuno- AyonuoBuzyanbnbix | [TNC
U TIPABOBBIX TEXHUYECKUX
Crnenuduyeckue GopMaTel Ipu XpaHSCHUH
OO6mme BUbI | YpaBieHueckux | Hayuno- AyonuoBuzyanbnbix | [TNC
(dhopmaros, U TIPaBOBBIX TEXHUYECKUX
00pa3yromuxcs
IpyU XpaHeHuu /]
pa3HbIX BUJOB

2. HSy‘II/ITe IMAaKeThl I10Jb30BaTEILCKOM JAOKYMCHTAIIUU IIPOTpaMMHBIX MPOAYKTOB IUIA BCACHUA

IEKTPOHHOTO apXUBa.
Ha ocnoBe anamm3a peiHka [IO B obmacTu co3iaHUsl SJIEKTPOHHOTO apXHWBa OpraHU3aluu
COCTaBbTE CIIEAYIOIIYIO TAOIUUKY.

Hcnons3yiite nopransl Doc-online.ru, Docflow.ru (kaTanor) u caifTsl pa3paboTYUKOB IPOrpamMM.
Pesynpratsl 0600muTe B TabauLe:

[Iporpamma | ®yuknuu | [logaepxkuBaembie | COOTBETCTBUE Jns xakoro Buaa

u dbopMmaTsl apXUBOBEAYECKUM | BJIEKTPOHHOIO

pa3paboTunk TpeOOBaHUSAM K | apXHBa MOYKET
CoJl HCIOJIb30BaThCA.




(ynpaBiieHYeCKOM
JIOKyMEHTallUH,
HTA,
ayJIMOBHU3YyaJIbHOU
JIOKYMEHTAIUH )

3. Pa3paboTarh TeXHHUECKOE 33aJaHHE TI0 OCHAIICHHUIO YJICKTPOHHOTO apXHUBa OPTaHU3AIIH
TEXHUYECKUM U IPOrpaMMHBIM oOecrieueHrneM, He00X0AUMbIM 000pyI0OBaHUEM JIJIsl XPaHEHUS
JOKYMEHTOB Ha pa3JIMYHbIX TUIIAX HOCUTENEH (IIpU CO3JaHUM JIEKTPOHHOIO apXuBa
yIpaBiIeHYECKUX JOKYMEHTOB, ay/IMOBU3YaJIbHON M HAYYHO-TEXHUYECKOUN TOKyMEHTAI1H)
Paccunrate n3aepKKHU Ha peann3annio MPOeKTa.

Koumponvnvie sonpochwi:
1) ®ysKIMM >TEKTPOHHEIX apXHBOB KaK BU/A MPOTPAMMHOTO 00€CTIeUeHHS.

2) Kaxue ¢opMaThl JaHHBIX HEOOXOAMMO XPAaHHUTH TIPH CO3JAHUM B OPTaHM3AIMH DIEKTPOHHOTO
apXuBa YIpaBJIEHYECKOM, HAYYHO-TEXHUYECKOMW, ayTMOBU3yaJIbHON JOKYMEHTALINH ?

3) Kakosbl TpeGoBanus k I10 s 571€KTPOHHOTO apXuBa?

4) KakoBEl BO3MOXHOCTH coBpeMeHHOTo IO B o6mactm BBojga HMH(MOPMALMH, OMMCAHHS,
KJIacCu(PHUKaIMIO, TOUCK, MUTPAIIO (KOHBEPTUPOBAHUE) JAHHBIX ?

Cnucox ucmoyHuKo8 u 1umepamypbl

1.Mcmounuku ocnogHule

[Ipukaz MunkomcBsizu Poccum ot 02.09.2011 Ne 221 «OO6 yrBepKIeHWU TpeOOBaHUHN K
MH(OPMALIMOHHBIM CHUCTEMaM JJIEKTPOHHOTO JIOKYMEHTO000poTa (efepalbHbIX OpPraHoB
MCIIOJIHUTENBHOM BJIACTH, YUUTHIBAIOIINX B TOM YHUCIIE HEOOXOMMOCTh 00pabOTKH OCPEICTBOM
JAHHBIX CUCTEM CIIY’KeOHOM MH(OPMALIUK OTPAHUYEHHOTO JJOCTYIIA)

PexoMenganuu no KOMIUIEKTOBAHUIO, YUETY U OpPraHU3allii XpaHEHHs SJIEKTPOHHBIX apXUBHBIX
JOKYMEeHTOB B apxuBax opranuzanuii. M.: BHUNJIAJL, 2013//Ony6nrukoBaHo Ha cailTe « ApXUBbI
Poccum». http://www.rusarchives.ru/methodics/index.shtml)

PexoMeHgaIy no KOMIJIEKTOBAHUIO, YUETY U OPTaHU3aI[UH XPAHEHHsI DJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHbIX M MyHMIMNaldbHbIX apxuBax M.: BHUUIAJL,
2013//Ony6ankoBaHo Ha caiire «ApPXUBBI Poccumy.
http://www.rusarchives.ru/methodics/index.shtml).

I'OCT P 54989-2012/ISO/TR 18492:2005 «OOecnieueHne JOITOBPEMEHHON COXPaHHOCTH
ANIEKTPOHHBIX JOKYMEHTOB», YTBEpPXKACHHBIM mpukazom @DeaepaqbHOrO0 areHTCTBa IO
TEXHUYECKOMY PEryaupoBaHuI0 U MeTposioruu ot 17.09.2012 Ne 325-cr.

I'OCT P 54471-2011/1SO/TR 15801:2009 «CucCTeMbl 3JIEKTPOHHOTO JOKYMEHTOO0OpOTA.
VYnpasnenue nokymenranueil. MUapopmanus, coxpansemas B 3JI€KTPOHHOM BHie. PekoMeHianuu
10 00ECNEeYEeHUI0 JOCTOBEPHOCTH M HAJIeKHOCTH», YTBEpXKAEHHBIH npukazom denepanbHOTO
areHTCTBA [0 TEXHUUYECKOMY PEryaupoBaHnio U Merposoruu oT 18.10.2011 Ne 466-cr.
OyHKIMOHANBHBIE TpeOOoBaHUS K HMHPOPMAIMOHHBIM CHCTEMAM apXUBOB AJIEKTPOHHBIX
JNOKyMeHTOB opranuzaimii. M:Pocapxus, BHUMNIAJ. 2014 //Ony6nukoBaHO Ha caiiTe
denepanbHOr0 apxuBHOTO areHTcTBa http://archives.ru/documents/methodics.shtmi



1.2.Mcmounuku donoinumenvhbie.

I'OCT 52292-2004. YnpaBneHue opranu3aneil. DJIeKTPOHHBIM pPerjiaMeHT aIMUHUCTPaTUBHON
u ciyxeOnoi nesrenbHocTH. OcHOBHBIE Tooxkenus. C 1 urons 2005 r.

I'OCT P UCO 15489-1-2007 «CUBU/. Yopasnenue nokymentamu. O6mme tpeboBanus». M.:
Crangaptuadopm, 2007.

ApXHBOBEIYECKHE U JOKYMEHTOBEIYECKHE (PYHKIIMOHAIbHBIE TPpeOOBaHUS K MHPOPMAITMOHHBIM
cucreMaM, O00eCHEeUMBAIOIMM JIIEKTPOHHBIA JIOKyMEHTOOOOpOT B IIpolecce BHYTPEHHeEH
NEATeNbHOCTH (PeepalbHBIX OpPraHoB HcmoJHUTENbHONH Biacth» (M..BHUMIAA, 2013),
//Omy0IMKOBaHO Ha caiite «ApPXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

2.1  Jlumepamypa ocrhosHas.
Tuxonos B.M. 3amaun apXxuBHOTO XpaHEHUs AIEKTPOHHBIX JOKYMEHTOB: U3 onbita [HAJIDOHM.//
OteuectBennsie apxubl. 2010. Ne 3. C. 51-60.

2.2.  Jlumepamypa 0onoaHumenbHas.
3apyOeHBI OIBIT YIPABJICHUS 3JCKTPOHHBIMH JIOKYMEHTAMH W OPTaHHU3AIMH MX ap-XHBHOTO
xpaHenus. — M., 2014.-388 c.

9.1.2. InaHpl CeMUHAPCKHUX 3aHATHI M MeTOIUYECKHE YKA3AHUS M0 UX
BbinosiHeHu10.

[nanbl ceMUHAPCKUX 3aHITUH MO AUCHUIUIUHE «DJIEKTPOHHBIE apXUBhI. YU, 1»

Tema 1. Posib 371€KTPOHHBIX JOKYMEHTOB B COBPEMEHHOM Mupe. [loHsATHE 3]IEKTPOHHOTO
JIOKYMEHTa. 2 yaca.

Bomnpocsl k 3aHATHIO:

1) [ToHsiTHE 27EKTPOHHOTO TOKYMEHTA, JOKYMEHTA Ha MAallIMHHOM HOCHTEJEH, B
3akoHoaarenscTBe, [OCTAX mo nadpopmaTuke, apXuBHOMY JCITy, H3aTEIBCKOMY JIETy.
2) Crennuka 31eKTPOHHBIX TOKYMEHTOB KaK 00bEKTOB apXUBHOTO XPaHEHHUS.

3) Jluckyccuu o cTatyce 3JIeKTPOHHBIX IOKYMEHTOB B JJOKYMEHTOBE/ICHUU.

JlutepaTypa OCHOBHas:

®denepanpublii 3ak0H 0T 26.07.2007. Ne 149-03 «O6 uHpOpManmu, H”HPOPMAITHOHHBIX
TEXHOJIOTHAX M 3aIuTe nHpopMaum» »//Poccuiickas razera. 29 uromns 2006 r. Ne 4131.

3akoH P® «O06 snexrponHo# mudposoi noanucw» ot 10.01.2002 N 1-D3//Cobpanune

3akoHo arenbeTBa Poccuiickoit @enepannu. 2002. N 2. Ct. 127.

I'OCT 52294-2004. DnextponHslii 00MeH nnpopmanueit. Tepmunsl u onpeaenenus. C 1 urons
2005 r.

I'OCT 7.83-2001. CUBM/I. DnexktpoHnble u3ganus. OCHOBHbBIC BUbI U BBIXOJHBIE CBEJICHUS
ot 01.07.2002

I'OCT 52292-2004. Ynpasnenue opranusanuei. DJeKTPOHHBIM periiaMeHT aMUHUCTPATUBHOM
U ciyxe0Hoi nestenbHocTH. OcHOBHBIE TonoxkeHus. C 1 utons 2005 .

I'OCT P 51141-98. Jlenonpou3BoACTBO U apXUBHOE J1en0. TepMuHsl u onpeaeneHus. — M.,
1998.

I'OCT 28388-89. JlokyMeHTBI HAa MAarHUTHBIX HOCUTENAX NaHHBIX. [[OpsAI0K BBINOJHEHUS U
obpamenus ot 01.01.91

Tuxonos B.M. DnekTpoHHbIE JOKYMEHTHI U apXUBBL. YueOHO-MeToandeckoe nocooue. M., 2008.
C. 5-20.

J'II/ITepaTypa JAOIIOJTHUTCJIbHAA:



TuxonoB B.M. Opranu3zamusi apXuBHOTO XpaHEHUs IEKTPOHHBIX TOKYMeHTOB//Kpyr nneii:
JITOPUTMBI U TEXHOJOTUU UcToprudeckoi nHpopmatuku. Tpynsl X Kondepenmnuu accorpanuu
«HUctopus u komnbrotep». M-bapnayn, 2005. C. 393-395.

Kucener N.H. DnekTpoHHbBIE TOKYMEHTHI: OCHOBHBIC HAIIPABJICHUS UCCIICIOBaHMIT//BecTHHK
apxuucra. 2000. Ne 3-4. C. 162-166.

MuxaiinoB O.A. DneKTpoHHbIE JOKYMEHTHI B apxuBax. U3a. 1-e. M.: Tuanor-MI'Y, 2000.

Tema 2. [IpaBoBO# cTaTyc 3JIEKTPOHHOTO B HAIlIEH CTpaHe U 3a pyOeskoM. 4 daca.

1) PernamenTanus FOpuANYECKON CHIIBI QJIEKTPOHHOTO IOKYMEHTa B MEXTyHAPOIHOM
ToproBoM mpase. MoaenbHbie 3akoHbl FOHCUTPAJL

2) DJEeKTPOHHOE MPABUTENBCTBO U PErIAMEHTAIHS FOPUINIECKON CHIIBI JIEKTPOHHOTO
JTOKYMEHTA.

3) HupextuBa EC 00 31eKkTpoHHBIX HIUPPOBBIX MOANMCIX U 3aKOH PO «O06 D1IID».

4) Pernamenranus ropuanyeckoit cuisl D/] B Hatielt crpane.

5) ABTOpPCKOE ITPaBO U MHTEPHET.

6) ABTOpCKHE TpaBa Ha dJIEKTPOHHBIE TOKYMEHTHI.

JIuteparypa OCHOBHas:

@enepanbhblif 3ak0H 0T 26.07.2007. Ne 149-03 «O6 undpopmaru, nHGOPMaLHOHHBIX
TEXHOJIOTUSAX U 3auuTe nHopmanumny» »//Poccuiickas razera. 29 utons 2006 . Ne 4131.

3akoH P® «O0 snexrponHoi nudposoit noanucu» ot 10.01.2002 N 1-O3//Cobpanue
3akoHosarenberBa Poccniickoit @enepannu. 2002. N 2. Cr. 127.

[IpaBuna opranu3anuu Ae10MPOU3BOICTBA B (eiepalbHbIX OpraHax UCIOJHUTEIBHOM BJIaCTH.
Yr1BepxaeHsl noctanoBiaeHuem lIpaBurensctBa Poccuiickoit @enepanuu ot 15 uronst 2009 r. N
477.

I'OCT 6.104-84. YuudunupoBaHHble CHCTEMbl NOKyMeHTaIuu. [lpumaanue ropuanyeckon
CHJIBI IOKYMEHTaM Ha MalllUHHOM HOCHUTEJIE U MalllMHOTpaMMe, CO3JaBaeMbIM CPEICTBAMU
BBIYMCIUTENIBHON TeXHUKU. OCHOBHBIE MTOJIOKEHHUS.

Jlapua M.B., PrickoB O.W. DnekTpoHHBIC TOKYMEHTHI B YIPABJICHUH: METO/I. TTocooue /
BHUMJAL. — M., 2008. — C. 123-205.

JlutepaTypa 1OTOJHUTENIbHAS.

Jlapun M.B., PrickoB O.U. YnpaBienue JOKyMEHTaMH Ha OCHOBE MEKIyHApPOJHOTO CTaH1apTa
HNCO 15489-2001: meToa. mocooue / BHUMJIAJL. — M., 2005. — C. 5-90..

CoxoBa A.H. JlokymeHTOBeICHUE: Teopus U TTpakTuka: uzop. tp. / BHUMUJIA/. M., 2009. C. 3-
117.

Tema 3. BxoxaeHrue JOKYMEHTOB, CO3aHHBIX CPEJICTBAMU AIIEKTPOHHO -BBIYUCIUTENLHOM
TEXHUKHU ¥ UMEIOIIUX MOJIUTUYECKOE, HAYYHOE, UCTOPUUECKOE U COLUATBHO-KYJIBTYPHOE
3HaueHue B cocTtaB ApxuBHOTo Gonga PD. 4 yaca.

1) Crenuduka «TpagMIIMOHHBIX» KpuTepueB DLIJ[ aneKTpoHHBIX JOKYMEHTOB.
2) KpuTtepuii crenenu arperupoBannoct nHdopmaruu /1.

4) Texnonoruueckue kpurepuu 1L D1,

5) [lepenaua 3neKTpOHHBIX JOKYMEHTOB Ha XpaHEHUE B apXUB OpraHU3AlMH,

l"OCyI[apCTBCHHBII\/'I u MYHHHHHaHLHLIﬁ APXHUB: MOPAAOK U ITpoueaypa COriiaCHO HOPpMATHBHO -
MCTOANYCCKUM NOKYMCHTAM.

JIuteparypa oCHOBHas:

OcHoBHBIE TIpaBmJIa pabOTHl apXMBOB OpraHu3aimii /On00peHbl peleHneM KOJUIeruu
Pocapxusa ot 06.02.2002. M.,2003. C.9 (n.2.1.4), C. 58. (11.6.6), C.67-69 (1..7.7).
Tuxonos B.W. IlpumeHeHue TpaJUIIMOHHBIX METOIOB B SKCIIEPTU3E LIEHHOCTHU 3JIEKTPOHHBIX
nokymMeHToB // OredectBeHHble apxuBbl. 2009. Ne 3. C. 37-47.



TuxonoB B.M. 3agaun apXuBHOTO XpaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB: U3 onbita LIAJIOHM.//
OteuectBennsie apxusbl. 2010. Ne 3. C. 51-60.

Tuxonos B.. Meroaudeckue U IpakTUYECKUE aCIIEKThI dKCIIEPTU3bI IEHHOCTU MIEKTPOHHBIX
nokymeHnToB // Becrauk apxuBucta. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

JIuteparypa 1ONIOIHUTEIbHAS:

OcHoBHbIE IpaBUJIa pabOTHI C HAYYHO-TEXHUUECKOM JoKyMeHTauuen. M, 2003.

Pexomennarmu o or60py Ha XpaHEHHE JICKTPOHHBIX HAYYHBIX U TEXHHUECKUX JOKYMEHTOB/
BHUNJAIL., B.M. Xurynos. M.,2002. 98 c.

TuxonoB B.U. «XpaHuTh HENb3s1 YHUUTOXUTH?» MeT010J0THYECKIE U TPAKTUUECKUE aCIIEKThI
B AKCIIEPTHU3€E [IEHHOCTH 3JIEKTPOHHBIX TOKyMEHTOB//Kpyr naei : MexaucuunInHapHble
MOJIXOBI B HCTOpHUECKOi nHpopmaruke. .M.:13x-s8o MI'Y, 2008. C.16-63.

Tema 4. OnbIT rocyAapCcTBEHHBIX U BEIOMCTBEHHBIX apXHUBOB 10 0TOOPY, NPUEMY, XPAaHEHUIO U
HCI0JIb30BAHUIO ANEKTPOHHBIX JOKYMEHTOB B Halllel CTpaHe. 2 yaca

1) Bunbl apXuBOB 3JIE€KTPOHHBIX JOKYMEHTOB.
2) CrpykTypa 1 OpraHu3anus apxvuBa 3JE€KTPOHHBIX JOKYMEHTOB.
3) AHanu3 cocTaBa U MPUHIUIIOB KOMIIEKTOBAHUS CETEBBIX aPXUBOB.

JIuteparypa OCHOBHas:

Tuxonos B.W. DnekTpoHHbIE TOKYMEHTHI U apXUBbI. Y4ueOHO-MeToauueckoe nocooue. M., 2008.
C. 21-45.

JIuTeparypa 1ONIOTHUTENIBHAS:

CaBun B.A. ApxuBHBIC 7IeKTpOHHBIC HH(DOpMaIMOHHBIE pecypchl Poccuiickoit denepanuu:
uneHtudukanus u kinaccudukanus /OredectBennsie apxubbl. 2008. Ne 4. C. 31-38.

TuxonoB B.. Opranuzanusi apXxuBHOTO XpaHEHHUS JEKTPOHHBIX JOKyMeHTOB//Kpyr nneit:
AITOPUTMBI U TEXHOJIOTHH ucToprueckoit mHbopmatuku. Tpyasl X Kondepennuu accommanum
«Hcropus u komnbrotepy». M-bapuayn, 2005. C. 393-395.

TuxonoB B.W. 3agaun apXuBHOTO XpaHEHHUS SJEKTPOHHBIX JOKYMEHTOB: u3 onbita [IAJIOHM.//
OteuectBennbie apxuBbl. 2010. Ne 3. C. 51-60.

®ponora E.B. Dnekrponnsiii apxuB TromeHckoi obnactu. // OredecTBeHHbIe apXuBbL. 2009. Ne
6. C. 43-46.

Tewma 5. 3apyOeKHBIN OIBIT IO CO3JITAHUIO APXMBOB AJICKTPOHHBIX TJOKYMEHTOB. 2 Yaca.

1) HcTtopus apXxuBOB MaIIMHOYUTAEMBIX JIaHHBIX B HAIlIEW CTpaHE U 3a pyOex oM.
2) CocTaB JOKYyMEHTOB apXHMBOB MAIIMHOYUTAEMBbIX ITaHHBIX.
3) OcHoBHbIE HaMpaBIEHUS IEATEIHHOCTH apXUBOB MAITUHOYUTAEMbIX JTAHHBIX.

JlutepaTypa OCHOBHasI.

Tuxonos B.M. DnexkTpoHHBIE TOKYMEHTHI 1 apXUBHI. YueOHO-MeToauueckoe nocooue. M., 2008.
C. 21-45TuxonoB B.W. DnexkTpoHHBIE TOKYMEHTHI U apXUBBI. Y4eOHO-METOUUYECKOe ocooue.
M., 2008. C. 21-45

JIutepaTypa 1OTIOJHUTENIBHAS.

I'apckoBa .M. ba3bl u OaHKH JaHHBIX B UCTOPUYECKUX HCCIeA0BaHUIX. M., 1994,
MuxaiinoB O.A. DeKTpOHHbIE TOKYMEHTHI B apXUBaxX: MpoOIeMbl MpHeMa, oOecreueHus
COXPaHHOCTH, UCTIOJIb30BaHUS. AHAIUTHUECKUIT 000p 3apyOeKHOr0 U OTEUECTBEHHOTO OIbITA.
/Pocapxus, POUA, PT’A HT/I. 3-e u3n., non. M .,2002. Ku. 1,2.

Hocesuu B.JI. DnekTpoHHbIe JOKYMEHTHI B OpuTaHCKUX apxuBax// H(popMaimoHHbIH
OroyutereHb accounanuu “Hcropus u kommnetorep” . M., 1998. Ne 22. C.117-121.

OH xe. ApXMB 2JIEKTPOHHBIX JOKYMEHTOB: Oenopycckuil onbiT// OTeuecTBeHHbIEe apXuBbl. 2002.
Ne 1. C. 44-52.



Csollroxysit. YopasieHue 3JeKTpOHHBIMEU JOKyMeHTamMu B Kurtae: cocrosiHue u
nepcnekTuBbl//OtedecTBeHHble apxuBbl. 2010. Ne 6. C. 59-64.

Xabubymmuna I'.A. Poccuiicko-6enopycckuii cemunap "PectaBparnust u cTpaxoBoe
KONUPOBAaHKE apXUBHBIX JOKyMeHTOB" // OteuecTBeHHbIe apxuBbl. 2009. Ne 6. C. 114-115.

9.2. Ilpumepnas memamuxka KOHmpoabHbvIX padom ( pechepamoas).
1. DnexkTpoHHBIE apXMBBI KaK LIEHTPHI COXpaHEeHUs IM(PPOBOTO HACIIECAUS B HAILIEH CTpaHe
1 3apy0OexxoM (Ha mpuMepe He MEHEE IBYX ApXUBHBIX YUPEIKICHHH, CTPYKTYPHBIX TIOIpa3AciIeHUI

MUHHUCTEPCTB, BEJJOMCTB, OpraHU3aluil).

2. Co3zaHue 3JeKTPOHHOIO apXuBa OpPraHu3allii, MUHUCTEPCTBA(HAa IPUMEpPE HE MEHEe

JBYX AapXHMBHBIX YUYpEXKICHU,
OpraHU3aIHii).

CTPYKTYPHBIX TMOJpa3/IeI€HHi MHUHHCTEPCTB,

BEJOMCTB,

4. OO030p MNPUKIATHOTO MPOTPAMMHOIO OOECIEUYEeHHS, HCIOJIb3yeMOro MPUCO3/IaHu

QJICKTPOHHOI'O apXuBa.

5. VYuer u onucaHue 3JIEKTPOHHBIX JOKYMEHTOB (Ha IIPUMEpPE HE MEHEE JIBYX apXUBHBIX
YUPEXKJIEHUH, CTPYKTYPHBIX MOJpa3/IeIeHUi MUHUCTEPCTB, BEAOMCTB, OPraHU3alIHi).

7. Knaccudukaius 3JIeKTPOHHBIX JOKYMEHTOB B apXuBe (Ha MpHUMEpe HE MEHee JIBYyX
ApXUBHBIX YUPEKICHUH, CTPYKTYPHBIX MOIpa3/IeIeHUi MUHUCTEPCTB, BEAOMCTB, OPTaHU3alINH).

8.CeTeBble 2JIEKTPOHHBIE ApXHUBHI (0030 3apyOESIKHOTO M POCCHUICKOTO OTIBITA).

9.  HopmaruBHO-IIpaBoBOE

n

METOJHUYECKOC

obecrieyenre  co3gaHusa |

(YHKIIMOHUPOBAHUS AIEKTPOHHOTO apXuBa (Ha IpUMepe He MEHee ABYX apXUBHBIX YUPEKIECHUH,
CTPYKTYPHBIX MOpa3AeIeHI MUHUCTEPCTB, BEIOMCTB, OpTaHU3aIUil).
10. ITpoGaembl ONIEpaTUBHOTO U JOJITOBPEMEHHOTO XPaHEHHUs IEKTPOHHBIX JOKYMEHTOB

(0630p ucropuorpadumn).

11. TexHONOTH ONMEPATUBHOTO U JOJTOBPEMEHHOTO XPAHEHUS IEKTPOHHBIX JOKYMEHTOB
(00630p cTaHAAPTOB U METOAMYECKOTO OOECIICUCHUS).

12. ®enepanbHbie 0a3bl JaHHBIX: CTPYKTYpa, KOMIIJIEKTOBAaHHE M XpaHEHHE (Ha MpuMepe
He MeHee (penepaTbHBIX OPraHOB UCIIOJIHUTEILHOM BiacTH PD).

13. CpaBHUTENBHBIA aHATU3 M BBHIOOP MPOrPAMMHOIO OOecreueHus AJsl AIEKTPOHHOIO
apxyBa OpraHu3aluy (Ha TpUMepe HE MEHee [BYX AapXHUBHBIX YUPEXKICHUU, CTPYKTYPHBIX
M0Apa3IeIeHUii MUHUCTEPCTB, BEJIOMCTB, OpraHu3aluil).

14. 3amuTa nHGOPMALIUY B SJIIEKTPOHHBIX apXUBax (Ha MpuMepe He MEHee ABYX apXUBHBIX
YUPEXKJIEHUHM, CTPYKTYPHBIX MOJpa3/IeIeHui MUHUCTEPCTB, BEJJOMCTB, OpraHu3alui).

9.3 Unble MaTepUAaJIbI.

9.3.1. MeTtoauyeckue yKazaHusi Jjs 00y4alOUMXCsl M0 OCBOEHUI0 TUCHUILIUHBI (MOIYJIs1)

Buo pabomuwi Cooeporcanue Tpyooemxocmo Pexomenoayuu
(nepeuens camocmosimens
80NPOCOB) -HOoU pabomul
(6 uacax)
IlonroroBka K | I)Paziuuue l.®enepanbublii 3akoH P® ot
BBOJHOMU oeghunuyuu 4y 10.01.2002 N 1-®3 «O06 >5eKTpoHHON
JEKIUU 91EeKMPOHHO20 mudpoBoir  mognucu»  //CobpaHue
00KyMenma 6 3aKOHOIaTEIbCTBA Poccuiickoi
ungopmamuxe, Oeneparun. 2002. N 2. Cr. 127.
u30amenbCKom 2.@edepanvHoviti  3akoH PD om 6
oere, anpens 2011 2. N 63-@3 "O6
OOKYMeHmMOoBedeHUU anekmpornou noonucu'"// Poccuiickas
U apxugogeoenuu ? eazema. 2011, 8 anpena. Ne 5451.




2) Kaxue
onpeoenenus
noHAMUs
«9NEKMPOHHOO
OOKYMEHmMay ecmb
8 MeNCOYHAPOOHbIX
U  HAYUOHATLHBIX
cmanoapmax u
HOPMAamMueHvIX
akmax?

3) Kak uzmenunocw
nousimue

«2]IEKMPOHHO20
OOKYMeHma» 8
¢gedepanvhbix
3akonax 0o « LIy
u 06 «II»?

4) B uem paznuuue
noHAmMuUU

INEKMPOHHO2O
O00KyMeHma u
00KyMeHma Ha
MAUUHHOM
Hocumerne 8
3aKOHOOamenbemee
, TOCTAX?

4) Kax Ha paszHblx
ImManax MeHsIUCh
G opmamut, u
Hocumenu 3/[?

5) Kaxoevr smanvl
pazeumust
aA8MOMAMuU3UPOBAaH
HO20
OOKYMEeHmMOoobopom
a?

6)Kax  mensiuco
VIpasieHyeckue
GyHryuu
INEKMPOHHBIX
OO0KYMeHmo8?

3. Jlapun M.B.  OnexmponuHvie
OOKYMeHmbl: HOPMAMUBHO-
Memoouyeckoe obecneuenue//

Becmnuk apxueucma. 2008. Ne 4. C.
106-124.

4. Tuxonos B.A., wun B.A.
Cmanosnenue u pazeumue apxusos
MY 8 1960-80-¢
ee.//Omeuecmeaennvie apxusol. 1998. Ne
6. C. 39-46.

5. T'envman-Bunoepados K.b.
Mawunouumaemvie  OOKYMeHmbl 8
CCCP.  Vuebnoe nocooue.Bwin. 1.
M.:MT'HUAH, 1980.C. 7-14. 17-33, 48-
81.

IloaroroBka
nexmuu 1.

K

1. Kakne
0COOEHHOCTHU
ANEKTPOHHBIX
JOKYMEHTOB  Kak
00BEKTOB
aApPXUBHOTO
XpaHeHuss  ObUIH
BELIEIEHEI B 1980-¢

8 yacos

1. TuxonoB B.M. DOnexrtpoHHble
JOKYMEHTHI W  apXuBbl. Y4eOHO-
MeToauueckoe mocobue. M., 2008. C.
5-20.

2.Kucenes N.H. OneKTpOHHbIE
JIOKYMEHTBI: OCHOBHBIE€ HAaIpaBJICHUS

uccleIoBaHMi//BecTHUK  apXuBHCTA.
2000. Ne 3-4. C. 162-166.




roJibl B
apXUBOBEJICHUU?

2. Kakue MHeHus o
cTaryce
NIEKTPOHHBIX
JOKYMEHTOB
BBICKa3bIBAINCh B
OTEUECTBEHHOM
apXUBOBEACHUU U
JOKYMEHTOBEACHU
u?

3.Kakue TpakTOBKH
TTOHATHS
«QIEKTPOHHBIN
JOKYMEHT»
BBIJIBUTAIOT
y4eHble?

TlonroroBka
JIEKIINH 2.

K

1)Kakoswi ceoticmea
O0OKyMenma
CO2NACHO 1ocr
15498-1-2007?

2) Kaxoswi
cpeocmea
YCMAaHO8IeHUs
aymeHmudHocmu U
yenocmuocmu I/?
3) Kax
pe2namenmuposana
npoyeoypa
Y0OCMosepeHust
IOPUOUYECKOU  CUTTbL
3/ 6 mooenbHbIX
3aKOHaX,
Pa3padboOmaHHbix
FOHCUTPAJI?

4) B uem pasnuuue
peznamenmayuu
npoyeoypul
y0ocmosepeHust 1op
CUJbl )/} 8
Hupexmuse EC 06
9/1eKMPOHHBIX

yugpposvix
NOONUCAX U 3AKOHe

P  «O6 OlIl»
2002 200a?
5) Kak
nepexoo

GedepanvHbix

NO6JIUAN

10 uac.

1)Jlapun M.B. OnekmponHwvie
OOKyMeHmbl: HOPMAMuGHo-
Memoouyeckoe obecneuenue//

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

2)AdanacreBa JL.II. DnexTpoHHBIE
JOKYMEHThl B JEJIONPOM3BOJICTBE U
apxuBe opranmzanuu// Cexkperapckoe
neno. 2006. Ne 1-3.

3) Jlapum M.B., PrickoB O.W.
DJIEKTPOHHBIC JOKYMEHTBI B
VOpaBJICHUH: METoA. Tmocobue /

BHUNJAL. — M., 2008. — C. 123-
205.




opaanos
UCNONIHUMENbHOU
enacmu Ha pabomy 6
pamkax
«nekmpoHHo2o
npasumenbCmeay
Ha pe2nameHmayuro
FOPUOUYECKOU  CUTTbL
9NIEKMPOHHO20
ookymenma 6 P® na
COBPEMEHHOM
smane?

6) Kaxue
HOpMAamueHvle
O00KyMeHmbl
peanamenmupyrom
yoocmosepeHue
IOpUOUYECKOU  CUIb
3/ 6 cospemenrom
POCCULICKOM
3aKoHOO0amenbcmee
? 7) Kakue 6uovl
9JIeKMPOHHOU
noonucu
nepevuciensl 8
¢edepanvrom
3aKoHe «06
9JIeKMPOHHOU
noonucu» 2011 2.?
8) Kaxoswi
npooemsl
yoocmoeepeHus.
IOPUOUYECKOU CUTTbL
31 6 npoyecce
apxXuBHO20
Xpanenus?
9)Kaxue
HOpMAamusHvle
OOKYMeHmbl
YCMAHABIUBAIOM
oos3aHHOCMU
coOCmBeHHUKa Nno
xpanenuro /7

IloaroroBka
JIEKIINHA 3

K

1)B Kakux
MeAHCOYHAPOOHBIX U
HAYUOHANbHBIX
cmanoapmax
3aKpenienvl
mpebosanus K

cmpyKkmype u

5 yacos.

Tuxonoe B.A., Owun B.A.
OnexmponHbvle apxussl U 31eKMpOHHbLI
o0okymenmoobopom// Omeuecmeennvie
apxuevl. 1999. Ne 2. C. 12-26.

Tuxonose B.U. 3adauu apxugHnozo

XpaHeHusl 3JIeKMPOHHBIX OOKYMEHMOB:
U3 onvima L[AJIOHM.//




nOCMpoenuIo
UHGOPMAYUOHHBIX
cucmem,  OCHOBbl
Kaaccugpuxayus
cucmem
INEKMPOHHO20
OOKYMeHmMoobopo
ma?

2)Kakue
mpebosanus
npeovAsIAOmcs K
KOPNOpamueHuLM
uHpopmayuoHHvLM
cucmemam?3)B

yem paznudue
MexHoI02UU
Docflow u Worflow
npu  nOCcmpoeHuu
con?

4) Kaxue
MemoouyecKue
paspabomxu
BHUUWI[A/]
Pocapxusa,
PEeCUOHALHBIX
APXUBHBIX
yupercoeHull
peznameHmupyom
mMexHoI02UU
xpauenus I/[?

5) Kaxue
MeHNCOYHAPOOHbLE U
HAYUOHAbHbLE
cmanoapmol
peznameHmupyom
MexHoI02UU
xpanenus I/[?

6) B Kakue
acnekmul XpameHust

o

Omeuecmeennvie apxuevl. 2010. Ne 3.
C. 51-60.

paccmampusaomc
A 6 cmaunoapmax u
Memooudeckux
pexomenoayusx?
ITonroToBka K 1) Kaxosvl Tuxonoe B.U. 3adauu apxusHozo
na00paTOPHOM | NpU3HAKU 5 wacos XPaueHust 3IeKMPOHHbIX OOKYMEHMOB:
3aHATHIO 1 Kiaccugpuxayuu u3s onvima L[AJIDHM.//
a/1? 2) B wuem Omeuecmeennvie apxuevl. 2010. Ne 3.
3HaueHue no C. 51-60.

Gdopmamuotl




Kaaccuguxayuu
217

3) Kaxkoswi
OCHOBHble 6UObL U
PA3HOBUOHOCMU
UHGOPMAYUOHHBIX
cucmem?

4) Kaxoswi
OCHOBHble GUObL U
PA3HOBUOHOCIU
¢dopmamos I/[? 5)
Ilpuseoume
npumepwl
APXUBHBIX
(mearcnamepopmen
Hvle) hopmamos.
6)Hazosume
ompacneguvle u
memamuyeckue
KOMNIEKCbL
INEKMPOHHBIX
O0OKYMEHMO8,
Gopmupyrowuxcs 8
P® 7) B wuem
UEHHOCMb KadNCOOU

Kykosa M.I1. Komnnekmosanue
apxueoe INEKMPOHHBIMU
ookymenmamu//OmevecmseHivie
apxuswl. 2000. Ne 2. C. 5-17.

Casun B.A. ApxusHvie 31eKmpoHHblE
ungopmayuonHvle pecypcol
Poccuiickou Deodepayuu:
uoenmughuxayus u - Kiaccugurayus
//Omeuecmesennvie apxuewl. 2008. Ne 4.
C. 31-38

26.

Tuxonoe B.U.  3aoauu apxuenoco
XpaueHust 31eKmpOHHbIX OOKYMEHMOB:
u3 onvima L[AJTIDHM.//
Omeuecmeennvie apxuevl. 2010. Ne 3.
C. 51-60.

Ipokos C.B. Pexomenoayuu MCA no

pabome c INEKMPOHHBIMU
00KyMeHmamu ons apxXusUCmMos
opeanuzayui.// Omeuecmeennvie

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

u3 epynn
KOMNIIEKCO8  KaK
ucmopu4eckux
UCTNOYHUKO8 no
ucmopuu
NOCMCOBEMCKOU
Poccuu?
8)Hazoeume
useecmuvie  Bam
npoexmoi no
nepesooy
ucmopu4eckux
UCTNOYHUKO8 8
MawuHoyumaembvlii
8u0
(oyugposanuio).
ITonroroBka k| /)Kakue ¢hakmopoi 10 yacos
JU1abOPATOPHOM | OKA3bIBAIOM
3aHATHUIO 2 eAUSAHUE Ha
onepamugHoe
coxpanenue  I/?
2) Kaxue
HOpMamueHvle U
MemoouyecKue

OOKYMeHmMbl




peanameHmupyiom
yenoeusi  XpameHus
NEeKMPOHHBIX
O0OKYMEeHMOo8 Ha
DA3TUYHBLX
Hocumensax?
3)Kaxoe
obopyodosanue
HeoOxXo0uMo O
XpaneHnus
INEKMPOHHBIX
O0OKYMeHmMo8?

4) Kaxue
npoobemsl
coxpaneHus
INEKMPOHHBIX
O0OKYMEHMO8 8
00./1208PeMEHHOT
nepcnekmuee
oocyaxcoaromes 8
apxusosedenuu?
5) Kakosa ponv
muepayuu u
KOH8epmayuu
OaHHBIX u
O0OKYMEHMO8 8
obecneuenuu  ux
coxpaunocmu?

6) B cywHocmo
IMYAAYUU u
UHKANCYIayuu
OaHHbBIX npu
coxpanenuu /7

7)  Kakosa ponv
cmanoapmuzayuu
¢dopmamos u
MemaoanHbIX
OOKYMEHmMO8 8 Ux
Xpanenuu?

IloaroroBka
JIKIIUH 5.

K

1)KakoBbI
TEOPETUYECKHE
MIOJIXO/TBI K
oOBeKkTaM u
YPOBHSIM OIHCAHUS
217

2) Kaxue
CYIIECTBYIOT
MEXIyHapOIHbIC
CTaHJAPThI
OTIHCAHHUS u

2 yaca




MpaBHUja OMHUCAHUS
O/1, pexomeHaaMKN
10 MX ONHUCaHUI0?
3) B yeM
cnernuduka
UH(POPMALMOHHO-
IOMCKOBBIX
XapakTepucTUK DJ]
10 CpaBHEHHUIO C
TpaJuIMOHHBIMU ?

TloaroroBska k
nabopaTopHOM
3aHATHIO 3.

1) Kak onpenenenst
MOHATHS «EAMHHULIA
ydeTa», «eAuHUIA
XpaHEHUS» O/,
JIEKTPOHHOIO
JIeN0,  KOHTEHHEp
C)I| B
HOPMATHBHBIX |
METOAUYECKUX
JOKYMEHTAaX.

2) Kakue dopmsl
IBIDKECHUSA S|
MoJJIeXKAT yUeTy.

3) Kaxoswi
yuemmusle  Gopmol
3 6  apxuse
opeaHuzayuu u
20¢cy0apcmeeHHoOM
(MyHUYUNATLHOM)

apxuae.

4 yaca

OcHoBHBIE TpaBHJIa PaOOTHI
apxuBoB opranuzaimii. M.,2003. I1. 4.
OcHoBHbIE TpaBuiia pabOThl C
HAayYHO-TEXHUYECKON TOKYMEHTalen
B OpraHu3alUsaX U Ha NPEIIpUSTHSIX.

M., 2003. I1.3.1.

Ilogrotoska k
71a00paTOPHOM
3aHATHIO 4

[Hatime
onpeoenerue
eOuHUYbL (eOuHUY)
onucarnus I3/].
2)Kaxoewi
UHopMayuoHHo-
NOUCKOBbLEe
xXapakxmepucmuxu
eOUHUY XpaHeHus?
3) Kaxoswi
mpebosanus K
cocmagy u
COCMABNEHUIO
CONpPOBOOUMENLHO
Ul OOKyMeHmayuu.
4) Kaxoevl 6uovl
uHgopmayuoHHo-
NOUCKOBbIX
cnpasounuxos /] u

4 yaca




8 uemM UX Omauyusl
om CNpasouHo-
UHGOPMAYUOHHBIX
cpeocme K
MpaAOUYUOHHBIM
OOKYMEeHMaM.

IloarortoBka K«
JeKnuu 6

1) Kaxoewi
OCHOBHbIEe
apxugoseouecKue
mpebosanus
MeHCOVHAPOOHBIX U
HAYUOHAIbHBIX
CMaHoapmos K
npoOSPaAMMHOMY
obecneuenuio
91EeKMPOHHO20
apxuea?

2) Kakue
¢dopmamos
00NIHCHBL
nooodeparcusamy
9/1eKMPOHHbLE
apxuewvt?

3) Kaxoswi
NpU3HAaKu
Kraccuguxayuu
NpPOCPAMMHO20
obecneuenuss  Onsl
9/1eKMPOHHO20
apxuea?

8UObI

5 uacos

Xapuenxo O.A., Kmumoea A.®.
Kynpawesa H.K. I[lmocet u munycwi
opeaHuzayuu 3NeKmpoHHO20 apxusa//
Omeuecmeennvie apxuevl. 2009. Ne 6.

C. 48-52.

Ilooecomoska «
1a6opamopHom
3AHAMUIO 5
Ilpoepammnoe
obecneuenue
o1 CcO30aHUs
971eKMPOHHBIX
apxueoa.
Mynemughopma
muvie
Nnouckosgvie
cucmemai.

1)KakoBbl
dbyHKIMH
AIIEKTPOHHBIX
apXMBOB KaK BHUA
IPOTPaMMHOTO
obecrnieueHus?
2)Kaxoewi
Kpumepuu 6vl60pa
110 ona pasnuunwvlx
81008 apxusa
NEKMPOHHBIX
00KyMeHnmos?
3)Kaxoewi
mpebosanus K
MEXHUYECKOMY
obecneuenuio
apxuea
INEeKMPOHHBIX
OOKYMeHmMo8?

4 yaca

1. DOC-Online. He3aBucumplit
MOPTAJ O CHCTEMaX JIEKTPOHHOTO
JOKyMEHTO0OopoTa. WWW.docC-
online.ru

2. Docflow.  Bce o mupe
9NeKMPOHHO20  OOKYMeHmoobopoma.
[Onekmponnwii pecypc] - OnekmpoHn,
OaH.- M., 2002-20042 —
www.docflow.ru, ceoboonwviii. — 3acn.
C 9Kpama.



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

OTACICHUC

IToaroroBka k | 1) KakoBbl 4 yaca OcHOBHBIE TIpaBUia PabOTHI
aexuuu 7. (GyHKIMU apXuBa apxuBoB opranusaimii. M.,2003. I1. 4.
JIEKTPOHHBIX OcHoBHbIE TpaBUIa PabOTHI C
JOKYMEHTOB? Hay4HO-TEXHUYECKOU NOKyMEHTALUEH
2) KakoBsl B OpPraHM3alUsAX U Ha IPEANPUATHSIX.
HOPMaTHUBHBIE M., 2003. I1.3.1.
YCIIOBUSL XpaHEHUS
AJIEKTPOHHBIX
JIOKYMEHTOB?
3) KakoBbI BUIBI
apxuBa
ANIEKTPOHHBIX
JIOKYMEHTOB?
4) KakoBsl
UCTOPUS apXUBOB
MalIMHOYUTaeMbIX
JAHHBIX U
COCTaB
JOKYMEHTOB
apX1BOB
MalIMHOYUTaeMbIX
JTAHHBIX ?
Harmmcanne 10 vacos CM. CIHCOK JHUTEpaTyphl TO
pedepara. Kypcy
Cwm. CIIMCOK
pedepaToB
Hanucanue 10 yacos CM. chomucok JauTepaTypbl IO
pedepara. Kypcy
Cwm. CIIUCOK
pedepaToB
Hmoeo no 48
oucyuniumne

9.3.2. PABOYASA TETPA/JIb CTYAEHTA

A[!XI/IBI)I IJCKTPOHHLIX TOKYMEHTOB

Crynent (OHO)

daxkynbTeT




Kypc
I'pynna

[Ipenonasarens (OHO)
Houent Adanacrena JIII.
Mockga 2010



[HOACHUTEJIBHAA 3AIINCKA

Pabouas TeTpanp cTyJeHTa 0 CHENUATbHON AUCHUILUINHE «DJIEKTPOHHBIC APXUBBD IO
cnermanbHocTr 080801 “Tlpuknamnas wHpopMaTtuka B MHPOpMANMOHHOW cdepe” 5 Kypca
(dakynprera 3 3a04YHOTO OTICIICHUSI.

PaGowas  Terpame mpenHa3HAvYeHA JUIS OPTaHMU3ALMU CAMOCTOSITEIBHOTO HM3y4CHUS
CTYZIGHTaMH 5 Kypca 3/0 TEOPETHYECKOTO MaTeprania OCHOBHBIX TeM Kypca M HanboJjee BaKHON
HAaydHOW W METOJHWYECKOM JIMTEepaTypel, pecypcoB MHTepHeTa, a TakkKe NPHUKIAJTHOIO
IIPOrpaMMHOTO oOecreueHus B 00JIaCTU CO3JaHMsI SJIEKTPOHHBIX M3laHuil.  PaOouas terpanp
COJICPKUT 3aJaHUS, KOTOPbIE aKIEHTUPYIOT BHUMAaHHE CTYJCHTOB Ha KJIOYEBBIX acCIEKTax
TEMaTUYECKHUX Pa3fesioB Kypca. 3aJaHus BBIIOIHAIOTCS CAMOCTOSITEIbHO HA OCHOBE OCBOEHUS
PEKOMEHIYEMOM JINTEPATyphl K KaXKJI0M TEMeE.

B cootBercTBUM ¢ Ppazaenamu nporpammsl aucuuiuinebl, PTC coctout u3 cemu tem.
3anoJgHeHne KaKJI0To U3 pa3/iesioB OLIEHUBAETCS 0 MATHOaIbHOM cucteMe. [lepBas yactb
terpaau BkiItoudaeT 4 3amanus (0-20 6amios). s qomycka K sk3aMeHy Heo0xoaumMo HaOpats 11
OamnoB. Bropas yacts BritouaeT 3 temsl (0-15 6amtos). s 3aduera Heooxoaumo HabpaTh 10
OamoB. B 11emoM 3amonmHeHre TeTpaad MOKeET ObITh olleHeHo oT 0 1o 35 OamnoB. PaGouas
TETpaJib CAAETCS MPENoJaBaTello Ui IPOBEPKHU, IIOCIIE YEr0 OCBOEHUE MaTepuaa MpoBepseTcst
B XO0/JIe MHAUBUIyaIbHOTO cobecenoBanus. CTyA€HTY 3a4al0TCs BONIPOCHI MO pa3jeiaM TeTPaiu.
Jliig mostyueHus 3a4eTa MOMUMO cJlauy MaTepuasa pabodeil TeTpaan HEOOXOAUMO TaKKe
MOCEIlIeHNE MPAKTUYECKUX 3aHATHI U BBITIOJHEHHE 3a/JaHUM.

Tema 1. Beeenue

1. [Ipn n3ydyeHun naHHOW TEMBI CieayeT OOpaTuTh 0c000€ BHHMMAaHHE HAa MNOHITHHHBIN

arrmapar.

Kak B 3akone P® «O06 wuHbopMammu, MHPOPMAIMOHHBIX TEXHOJOTHUIX M 3alIUTE
nHpopManumu» AaHbl 1eHUHUIINHA TTOHATHHA
nHpopMaTH3amus

JTOKyMEHTHUpOBaHHast HHGopMaIus (JOKyMEHT)

I/IH(bOpMaI_[I/IOHHaH CHUCTEMaA

CpaBHuTe
Jebununmio  tepmuHa  «JlokymeHT  Ha | JedbuHunuro TepMHHA «DIEKTPOHHBIE

mamuaaoM Hocuteae» B ['OCT P 51141-98. | nokymeHT»
Jlenonpou3BojACTBO M apxuBHOE  jAeiyo. | OO0 31eKTpoHHOM TUGPOBOM ITOIITUCHY
TepMuHbI 1 onIpeIeTIeHUS

B yewm pasnmnurie MEXAY STUMHA TOHITUIMU?




Tema 2. HpaBOBoe PEryJIupoOBaHUE IJICKTPOHHBIX TOKYMEHTOB.

Ha ocHoBe aHanmm3a 3aKOHO/IATENILCTBA OTBETHTE HA BOIIPOCHI.
1. KakoBsl mipaBa coOCTBeHHHKA UH(DOPMAIIMOHHBIX PECYPCOB?

2 .Kakue 00s13aHHOCTH JOJIXKCH BBIIIOJIHATH CcOOCTBEHHUK 110 3alIUuTe KOH(bI/II[eHIII/IaJH)HI)IX

1 ICPCOHAJIBHBIX I[aHHI)IX?

3.Kak 3akoH rapaHtupyeTr ImpaBo

pecypcam?

4. CpaBHUTE IIPABOBOE PETYIUDOBAHNE

Ha JIOCTYI K TOCYAapCTBEHHBIM WH()OPMAIMOHHBIM

FOPUINYECKON CHIIBI
JIOKyMEHTa Ha MaIlTMHHOM
HOCUTEJIE B

I'OCT 6.10.4-84.
YuuduimupoBaHHbIe CUCTEMBI
nokyMeHTauuu. [Ipunanue
FOPUANYECKON CHIIBI
JIOKYMEHTaM Ha MallluHHOM
HOCHTEJIE U MAllIMHOTpaMMe,
CO3/1aBa€MbIM CpPEJICTBAMHU
BBIYHCIUTEILHON TEXHUKH.
OCHOBHBIE ITOJIOKCHHS
I'OCT o1 01.07.87 N 6.10.4-
84

FOPUANYECKON CHJIBI
JIOKYMEHTA, IOJY4EHHOTO W3
WH(POPMAIIMOHHON CHCTEMEI B

cT.5 3aKOHa «O6
nHdopmanuy,
nH(})OpPMaITMOHHBIX
TEXHOJOTHSIX M 3alluTe

undopmarum» (2006

FOPUINYECKON CHJIBI
AJIEKTPOHHOTO JIOKYMEHTa B
3akoHe «O0  2JIEKTPOHHOMU

uugpooit nognucu» (2002)

B ueM cyTth npousomenmux 3a 20 jJeT U3MeHeHHH?




Jluteparypa K 3aaHHIO:

@enepanbublii 3akoH Poccuiickoit @enepanuu ot 27 wurons 2006 r. N 149-d3 «O6
uHpopManuy, HTHPOPMALMOHHBIX TEXHOJIOTHAX U O 3amuTe nHpopmauumny// Poccuiickas rasera.
29 nrons 2006 . Ne 4131.

4. 3akon PO «O0 snextponHo# mudposoit moamucu» ot 10.01.2002 N 1-d3//Cobpanue
3akoHoaarenbcTBa Poccuiickoit deneparuu. 2002. N 2. Ct. 127.

I'OCT 6.10.4-84. YaudunupoBaHHble CHCTEMBI JOKyMeHTauuu. [Ipunanue
IOPHINYECKOM CHJIBI TOKyMEHTaM Ha MAITMHHOM HOCHTEJIE M MalllTHHOTpaMMe, CO3/1aBaeMbIM
CpeACTBaMU BBIYUCIUTEIHLHON TEXHUKH.

I'OCT P 51141-98. Jlenonpous3BoACTBO U apXUBHOE /1€710. TepMUHBI U OnpeAeIeHUs.

Adanacwesa JL.II. MadopmaTusanust apXuBHOTO JiejIa: OPraHu3amus u
ynpasnenue//JlenonpounsBoactso. 2004. Ne 2.

Kykapuna FO.M. DnexTpoHHBIE NTOKYMEHTBHl B 3aKOHOJATEeNbHbIX akTax cTpaH CHI//
OteuectBenHble apxuBbl. 2002. Ne 1. C.41-44.

Tema 3. Kinaccudukanus 371eKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe m3yueHuss Hay4yHOH JMTepaTypbl MO MpoOjIeMaM XpaHEHUs 3JIEKTPOHHBIX
JOKYMEHTOB OTBETHTE Ha CJIEAYIOIIHNE BOIIPOCHI:
1. KakoBbl coBpeMeHHbIE KJIacCCU(PUKAIUU MAIIMHOYUTAEMBIX IOKYMEHTOB

JluTeparypa K 3a1aHHIO:

3anaeB ['.3. Ananu3 u knaccudukanus MEKTPOHHBIX JOKyMeHTOB//BecTHUK apxuBucTa.
1999. Ne 2. C . 60-61.

Tema 4. KoMIuieKTOBaHNE U IKCIIEPTH3Aa HEHHOCTH 3JICKTPOHHBIX IOKYMEHTOB.

Ha ocHoBe m3yueHuss Hay4yHOI JuTepaTypbl MO MpoOjaemMaM XpaHEHHUS SIEKTPOHHBIX
JOKYMEHTOB OTBETHTE HA CIEIYIOIIHE BOMPOCHI:

1. Kakue noaxoxapl B KoHuenuuu nnopmaruzayy apXuBHOTO Jiea Mpeaiaraiorcs B 001acTu
MepeAaun Ha MOCTOSIHHOE XPaHEHUE JOKYMEHTOB Ha HETPaJAMLIMOHHBIX HOCHUTENAX?

JluTeparypa K 3a1aHHUIO:

Konnenmms nagopmaruzanuu apxuBHoro nena // Bectnuk apxuBmcta.1996. N 1. C.
60-82.

2. Kakoe 3HaueHue uMeeT BHeApeHHE HWHOOPMALMOHHBIX TEXHOJIOTHHA B
JIeIONPOU3BOJCTBO Ul KOMIUIEKTOBaHUS MMM TOCyIapCTBEHHbIX apxuBoB? Kakwue mnpoOiaembl
BO3HUKAIOT NIepe]] apXruBaMu B cBsi3u ¢ peanuzanuend OLIT «Onexkrponnas Poccusi»?

JluTeparypa K 3aJ1aHHIO:

Tuxonos B.W. FOmwmH B.A. BynyT 11 B «351ekTpoHHOW» Poccun 351eKTpoHHBIE
apxuBbl?//OteuectBerHbie apxuBbl.2002. Ne 5. C.12-19.

3. Kakue cyiiecTByOT KOHUENIHUNA XPAHEHHS] MAIIMHOYUTAEMbIX JOKYMEHTOB?

Jlureparypa K 3a1aHHIO:

TuxoHoB B.1. IOmun B.A. CoBpemMeHHbIE KOHIICIIIUHA 3JIEKTPOHHBIX
nokyMeHToB//OTedecTBeHHbIE apXuBbl. 1999. No 1.

4. Ha3zoBUTE KpPUTEPHUU SKCHEPTU3bI HEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

Jlureparypa K 3a1aHHIO:

OcHoBHbIe TpaBHiia pabOTHI apXUBOB opranuzanuii. M.,2002. Yacts 3.

Tema 5. O0ecnieyeHue COXPaAHHOCTH JJIEKTPOHHBIX IOKYMEHTOB.

Ha ocnoBe uzyuenus tpe6oBanuii [OCToB oTBeTbTE Ha CleIyIOLIME BOIPOCHI:

1. ®akTopsl, BAUAIOIIME HA COXpaHHOCTD D/],

2. HopmarusHsble ycioBus xpaHeHus J/1.

Jluteparypa K 3aJaHHIO:

PJ1 50-524-84 ITopsiiok XpaHeHHUs JOKYMEHTOB Ha MAIlIUHHBIX HOCUTEJISX.

I'OCT 28388-89. Cucrembl 00paboTku HHpopMaruu. JOKyMEHTbI Ha MarHUTHBIX



HOCHUTEJNAX JaHHBIX. [IopsIOK BEINOTHEHUS 1 0OpaleHHS.

Tema 6. DjIeKTPOHHBIE APXHUBBI.

Ha ocHoBe m3yuyeHHMs Hay4HOW JHMTEpATyphl IO MpoOJieMaM XpaHEHUS IEKTPOHHBIX
JOKYMEHTOB OTBETHTE Ha CJIEIYIOIINE BOIPOCHI:

1. KakoBa poJib MallIMHOYUTAEMBIX JOKYMEHTOB B Aenornpou3BoacTee 1960-80-x rogos ?

2. B xakux OoTpacisx YHOpaBJeHHS CO3[aBaJHCh OOJBIINE MAacCHBBI MAIIMHOYUTAEMBIX
JOKYMEHTOB.

3. Korga mammHOYMTaeMble TOKYMEHTHI ObUIM O(UIIMAIBFHO BKIIOYEHBI B COCTaB
rOCyJapCTBEHHOTO apXWBHOTO (poH/A CTpaHbI?

4. B yeMm cnennrka MaIIMHOYNTAEMBIX JJOKYMEHTOB KaK 00EKTOB apXUBHOTO XpaHEHHS?

5.Kakum o6pazom mpobiieMa MallIMHOYHTAEMBIX JJOKYMEHTOB peIlieHa 3a pydexom?

6.KakoBbI 3a1aun ¥ PyHKIMH, COCTaB TOKYMEHTOB apXWBOB MAITHHOYUTAEMBIX JJAHHBIX ?

Jlutepartypa K 3aaHHUIO:

I'apckoBa .M. ApxuBrpoBaHHe MATMHOYUTAEMbIX JaHHBIX//MeEKyHapoIHbIE
muckyccun//Vb accommanuu «cropus u komnbrotep»1995. Ne 13. C. 15.

TuxonoB B.U., FOmmn B.A. D1eKTpoHHbIE apXUBBI U JEKTPOHHBIN JOKYMEHTO000POT//
OteuecTBeHHbIE apXuBbL. 1999. Ne 2.

Onu xe. bynyr nmu B «3nekrpoHHoi» Poccum anexTpoHHble apXuBbl?/OTeuecTBEHHbIE
apxuBb.2002. Ne 5. C.12-19.

Tema 7. DneKTpoHHBIE apXuMBBI Kak pPa3sHOBUAHOCTh MPHUKIAJHOTO IPOTPAMMHOIO
obecrieyeHus.

Ha ocHoBe ananu3a peiaka [10 B o6actu co3qanus 3J€KTPOHHOTO apXUBa OpraHU3aluu
COCTaBbTE CJIEAYIONIYIO TAOINUKY.

[Iporpamma Paspaborunk DYHKIIUU




Ipunoorcenue 1
AHHOTALIUA

Huctmmmna «CUCTeMbl XpaHEHHUs SJIEKTPOHHBIX JIOKYMEHTOBY pealin3yercsl Ha (aKyabTeTe
apXMWBOBEJICHUS U IOKYMEHTOBEACHUS Kaheapoil apXUBOBEICHHUS.

Hens mucuuruivebl - IloAroToBUTH cCliEMANKCTa, 3HAIOMIETO TEOPETUYECKHE OCHOBBI
apXUBOBEACHUS MIEKTPOHHBIX JOKYMEHTOB, BJIAJCIOLIEr0 METOJUKON OpraHU3aluu XpaHEHUs,
KOMILJIEKTOBaHMSI, y4€Ta M MCIOJIb30BAaHUS JJIEKTPOHHBIX JOKYMEHTOB pa3IMYHbIX BHJIOB
npeacTaBiIeHus nHPopMauy U GOPMaTOB Ha COBPEMEHHOM JTarle.

3amaun TUCHMIUIMHBL: - U3YYUTh OCOOCHHOCTH DJICKTPOHHBIX JIOKYMEHTOB Kak OOBEKTOB
apXMBHOTO XpaHEHHs B OTEYECTBEHHOW U 3apy0e:KHOH HCTOpHOTpaduH;

- c(opMUpOBaTh NPECTABIECHUS O HOPMAaTUBHOM METOAMUYECKOM Oa3e XpaHEeHUsI JIEKTPOHHBIX
JOKYMEHTOB, B. T. 4. B cocTaBe ApXHUBHOTO QoH1a PD;

- chopMHpOBaTh TPEACTABICHHE 00 OOECIEYeHHMH  COXPAHHOCTH, Y4Y€T€ M OIHUCAHUU
AJIEKTPOHHBIX IOKYMEHTOB, OPTaHU3alMY UX ONIEPATUBHOTO U JOJTOBPEMEHHOIO XpaHEHHUS;

- U3y4YUTh KJIACCU(UKALINIO 3JIEKTPOHHBIX JOKYMEHTOB;

- U3YYUTh OpPraHM3allii0 KOMIUIEKTOBAHHS AapXWBOB OpraHM3alMii, TOCYAApCTBEHHBIX U
MYHHUITUTIATEHBIX aPXUBOB JIEKTPOHHBIMU JOKYMEHTAMH;

- U3YYNTh KPUTEPHUH IKCIEPTU3BI HEHHOCTH D/I;

- U3y4YHUTh MPOrpaMMHOE oOecrieueHre AJIsl AJIEKTPOHHBIX apXUBOB.

JucuuninuHa HanpaBjieHa Ha (GOpPMHUPOBAHHE CIEIYIONNX KOMIIETEHIIUMI:
OIIK-4. CnocobOeH wucnoib3oBaTh 0Oa3oBble 3HaHMS B o0OnacTd MHGOPMAIMOHHO-
KOMMYHMKAIIMOHHBIX TEXHOJIOTHH B chepe cBoel mpodecCuoHaIbHOM NesITeIbHOCTH

B pe3ynbpTaTe ocBOCHUS AMCIUIUTMHBI OO YJarOIIHUICS JOJIKEH:

3HATh:

- OCHOBBI TCHICHIIMH ITPABOBOTO PETYIUPOBAHUS XPaHEHUS AIEKTPOHHBIX JOKYMEHTOB (D/]1)
B POCCHUHCKOM 3aKOHOJIaTEILCTBE, OCHOBHBIC TCHICHITMAX B PA3BUTHH MPABOBOW 0a3bl;

- pOJIb BJIEKTPOHHBIX APXHUBOB B COCTABE HAIIMOHAILHBIX aPXUBHBIX CITYXKO MUpPa, UX QYHKITUN
1 IpouIIb;

- OCHOBHBIC MEXIYHAapOJHBIE W  MEXIOCYJapCTBEHHBIC CTaHIApPThl B  00JIacTH
JOJITOBPEMEHHOTO M TIOCTOSTHHOTO XpaHeHus J/1;

- TIOJIOKEHUS HAIIMOHAJIBHBIX U OTPACIICBBIX CTAHIAPTOB U METOAMYECKUX PEKOMEHIAIUN 110
METOJIMKE OpraHU3aIMu XPaHCHHUsS, KOMIUICKTOBAHHUS, y4e€Ta W HCIOJb30BaHUS SJICKTPOHHBIX
JTOKyMeHTOB B P®, Meroamueckue pa3paboTku ¢deaepalbHbIX W PETHOHAJIBHBIX apXUBOB,
BesoMcTB PO ;

- POJb AIIEKTPOHHBIX TOKYMEHTOB B cocTaBe ApxuBHOro ¢onaa PO Ha coBpeMEeHHOM JTarie;
UX IICHHOCTh KaK HCTOPUYECKUX HCTOYHUKOB;

- IPUHIUIBI U IPU3HAKK KJIACCU(UKALIUU SJIEKTPOHHBIX JOKYMEHTOB;

- 0COOEHHOCTH ydeTa M OMHCAHUS DJIEKTPOHHBIX TOKYMEHTOB HAa OCHOBE METOJUYECKUX
pa3paboTOK pOCCHIICKUX U 3apYOEKHBIX apXUBOB;

- OCHOBBI 00€CIEYEeHHsI COXPAHHOCTH DJIEKTPOHHBIX JTOKYMEHTOB TIPU JOJTOBPEMEHHOM H
MMOCTOSTHHOM XpPaHEHWU B T.4. HA OCHOBE OIIBITA M METOJUYECKHX Pa3padO0TOK POCCHUUCKHX U
3apyOeKHBIX apPXHUBOB;

- COBPEMEHHBIH OTIBIT [0 CO3AAHUIO DIIEKTPOHHBIX apXUBOB B HAIlIeH CTpaHe U 3a pyOeKoM Kak
YUPSKICHUH, CTPYKTYPHBIX TOJpPAa3leiICHH MHHHCTEPCTB M  BEIOMCTB, KOpIOpalui
OCYILIECTBISIOUINX JOJITOBPEMEHHOE U MMOCTOSTHHOE XpaHeHue /], coctaB ux GoHI0B, UCTOUHUKH
KOMILJIEKTOBaHHUSI, (DYHKIUY;

- (YHKIIUU SIEKTPOHHBIX apXMBOB KaK Pa3HOBUIHOCTH MPOTPAMMHOTO 0OecredyeHus,
kputepuu Beioopa [1O mis 21eKTpOHHOTO apXuBa;

- OCHOBBI OPraHHU3AIHH JIEKTPOHHOTO apXHBa HAa MPEINPHUITHH, YIPEIKICHHUH.



YMETh:

- OpraHu30BaTh IIOCTOSIHHOE M JIOJIFOBPEMEHHOE XpaHEHUE 3JIEKTPOHHBIX JOKYMEHTOB B
COOTBETCTBMM C HAyYHBIMH NPUHIMIIAMH W HOPMATUBHBIMH TpeOOBAHMSAMHU, a TaKKe
CTaHJAapPTaMU U METOJUYECKUMU PEKOMEHAALIUAMY ;

- MCHOJIBb30BaTh CYIIECTBYIOIIUE METOJUUYECKHE Pa3pabOTKU M CTaHAAPTHI IS CO3IAHUS
JIOKAJIbHBIX HOPMATUBHBIX AaKTOB, MHCTPYKIHUH M PYKOBOJCTB, PErJaMEHTHPYIOLIUX YYET,
ONMCAHNE, XPAHEHUE AIEKTPOHHBIX TOKYMEHTOB;

- OpraHu30BaThb KOMIUIEKTOBAHHWE apXWBa OpraHU3alMM 3JIEKTPOHHBIMH JOKYMEHTAMH,
0(OPMHUTH COOTBETCTBYIOIIYIO COTIPOBOJUTEIBHYIO H YUCHYIO IOKYMEHTALIUIO B COOTBETCTBUU C
HAyYHBIMH TIPUHIWIIAMH W HOPMATHBHBIMH TpPEOOBaHUSMH, a TAaKKe CTaHJApTaMH U
METOAUYECKUMU PEKOMEHIALNUIMY;

- COCTaBUTh peKoMeHjanuu st cayx0bl UT mo BbIOOpY TEXHHYECKOTO M MPOTPaMMHOIO
obecrnieueHus AJ1s 3JIEKTPOHHOTO apX1Ba OPraHNU3alii B COOTBETCTBUH C HAYYHBIMU IPUHLIUIIAMU
Y HOPMaTUBHBIMU TPeOOBaHUSAMH, a TAKXKE CTAHApPTaMU U METOAMYECKUMHU PEKOMEHIAlUsIMU;

- COCTaBUTb JIOKAJIbHbIE HOPMATUBHBIE aKThl U PYKOBOJICTBA JUIsl pAOOTHI IEKTPOHHOTO apXHUBa
OpraHu3aiui;

CO3/aBaTh CIIPaBOYHO-TIOMCKOBBIE CPENICTBA JJIsl apXHUBa DJIEKTPOHHBIX JOKYMEHTOB

BIIAJIETh:

- TEXHOJIOTUSIMU KJIacCU(PUKAIINH, TONCKA TOKYMEHTOB B AJIEKTPOHHOM apXHUBE);

- MOMCKOM MPOUIbHBIX HH()OPMALIMOHHBIX pecypcoB B cetu MHTepHeT

- HaBBIKAMM BbIOOpAa M CPaBHEHHUS IPOTPAMMHBIX KOMIUIEKCOB JIsi JIEKTPOHHOTO apXHuBa
OpraHu3aIuH.

- HaBBIKAMHU y4yeTa 1 o0ecrieueHust coxpanHocT /1.

[To qucrumnirHe MpeaycMOTpeHa MPOMEKYTOUHas arTectanus B GopMe dK3aMeHa.
OO6m1ast TpyI0€MKOCTh OCBOCHHSI TUCIUIUIMHBI COCTABIIICT 3 3a4ETHBIC CTUHUIIBI.
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