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1. IlosicHUTeIbHAA 3aIIUCKA

1.1. lenr u 3a0a4u QUCIUATLIMHBI

Lenb oucyunnunel - U3y4eHUE TEOPETUUECKUX IPOOIJIEM U IPUKIIATHBIX
acreKToB MH(OpPMATH3ALNUN APXUBHOTO JIE]Ia, OCHOBHBIX HAIlpaBlICHUH BHEIPEHUS
MH(GOPMAIIMOHHBIX TEXHOJIOTHH B ACATEIBHOCTD apXUBA.

3amaun ITUCIHILINHEL.

1) u3ydeHHe OCHOBHBIX IOHSATHH, WCIOJB3YEMbIX B HpPOIECCE PUMCHCHHS
MH()OPMAIMOHHBIX TEXHOJIOTUN B apXUBHOM JIEJIC;

2) u3ydeHHe HMCTOPUU MEXaHH3allMM M aBTOMATH3alMH apXWBHOTO Jeja B Harei
CTpaHe | 3a PyOeKOM;

3) u3yyeHre HOPMATHUBHO-TIPABOBBIX OCHOB TPHUMEHEHHUS HH(POPMAIIHOHHBIX
TEXHOJIOTHI B apXHUBHOM JIEJIE;
4) u3ydyeHHWe TEXHUYECKOTO H TMPHUKIATHOTO MPOTPaMMHOTO  OOeCredYeHus,

KCIIOJIb3YEMBIX IIPU OPraHU3aLNHU dJIEKTPOHHOI'O

JOKYMEHTO00O0poTa, HMH(OPMALMOHHOM OOECIEYeHUH YIPABICHUS, OpraHU3alUU
APXHUBHOI'0 XpaHCHUA JOKYMCHTOB Ha TPAAUIUOHHBIX U SJICKTPOHHBIX HOCUTCIIAX,

5) u3yveHHe NUPUHIMIOB BBHIOOpA W OpPraHU3allMKd BHEAPCHUS W HCIOJIb30BAHUS
TEXHUYECKOTO U TPOTrPaMMHOTO 00eCTIeueHN s,

6) u3ydeHre HHGOPMAMOHHBIX CUCTEM M OCHOBHBIX HH(POPMAIIMOHHBIX PECYPCOB B
apXMBHOM JIeJIE;

7) U3yvyeHHe W aHaJu3 CPEACTB 3alluThl HHOOPMAIMK B HHPOPMAIIMOHHBIX
CUCTEMaXx, UCIOJIb3yEMbIX B apXUBHOM JEJI€.

1.2. ®opmupyeMble KOMIETEHIIUH, COOTHECEHHBIE C TUIAHUPYEMBIMU pe3yJibTaTaMU
oOyueHus o TUCIUILINHE!

1.2. ®opmupyemMble KOMIIETEHLIUU, COOTHECEHHBIE C TNIAHUPYEMBIMU pe3yIbTaTaMHU 00yUEeHHUSI

10 AUCHUIINHE:

Komnerenuus HNuaukaTopsbl IlepedyeHb NIaHNUpPyeMbIX pe3yJibTATOB
(xom m KOMIIEeTeHI i 00y4eHMsI MO TUCIHUIINHE
HaWMCHOBAHUE) (KO 1 HAMEHOBAHUE)

OIIK-4. Cnocoben OIIK 4.3. O6namaer 3HaTh — OCHOBHBIC HH(POPMAITMOHHBIE
UCIIOJIh30BATh HaBBIKAMU OoubmorpaduuecKre pecypesl 1o
0a30BbIC 3HAHUS B UCIIOJIb30BaHUS JOKYMEHTOBE/ICHUIO ¥ apXHBOBEICHHUIO;
obmactu UH(POPMALMOHHO- TUIIOBOE MPOTPaMMHOE 0OecIieueHue,
UH(POPMAIIMOHHO- KOMMYHHKAIIHOHHBIX npuMeHsieMoe Jiisl QyHKIIMOHUPOBAHUS
KOMMYHHUKAIIMOHHBIX | TEXHOJIOTHH B cepe ABTOMAaTU3UPOBAHHON CHCTEMBI
TEXHOJIOTUH B chepe | JOKYMEHTAIIHOHHOTO [ICHTPAIM30BAHHOTO yYeTa TIOKYMEHTOB

cBOEU
npodecCuoHaNbHOM
NEeITENLHOCTHU

oOecneyeHus YIIpaBJICHUS
H apXUBHOI'O ACJia

ApxuBHoro onmga PO,
ABTOMaTHU3UPOBAHHOTO IIEHTPAILHOTO
dboHIOBOTO KaTamora

YMeThb — OCYIIECTBIATh OUCK HAyYHO-
TEXHUYECKOH MH(opMaIuK 1o cBoeit
npoeccCHOHATBLHOMN 1 TebHOCTH,
pa3oupaThcsi B 0a30BBIX aCMEKTax
(YHKIIMOHUPOBAHUS COBPEMEHHBIX
UH(OPMAIIMOHHBIX CUCTEM B apXHUBHOM
Jene.

Binaners -  HaBBIKAMH HUCIIOJIb30BAHUS
KOMIIBIOTEPHOH TEXHUKH U
WH(OPMAIIMOHHBIX TEXHOJIOTHH,




OCHOBHBIMH METO/IaMH, CIIOCO0aMHU U
CpEICTBAMU TIOJTYyICHUS, XPAHCHUS,
nepepaboTku nHHOPMAIIUNY; HABBIKAMH
BBIOOpA MPOTPAMMHOTO OOECTICUeHUS JIS
UH(OPMAITMOHHOTO 00eCTIeUeHUS
JESITEIbHOCTH apXHUBOB.

1.3. MecTo IMCUUIUIMHBI B CTPYKTYpe 00pa30BaTeIbHON IPOTrpaMMbl

Hucuunimnza

00s13aTeIbHON YacTH OJIOKA AUCIUILTIH Yy4eOHOTO IJIaHa.

s

OCBOCHHA

JUCHUITIINHBI

HEOOXOIUMBI

3HAHMUS,

YMEHUS

«HbOpMaAIIIOHHBIE TEXHOJIOTUH B apXWBHOM JI€JIe» OTHOCHTCS K

u BJIaACHUA,

c(OpMUPOBAHHBIE B XOJ€ M3YUEHMs CIIECAYIOIIUX JUCUUIUIMH U MPOXOXKICHHUS TMPAKTUK: -

«udpopmanrionHast

«ApXHUBOBEICHUEY.
B pesynpraTe OCBOEGHMS IJUCHMIUIMHBI (DOPMUPYIOTCS 3HAHUS, YMEHHUS WM BIIAJCHMUS,

HGO6XOZ[I/IMI)IC JJI U3YYCHHA CICAYIOMUX TUCHUIIIIMH U ITPOXOKIACHUA IPAKTUK!

OLM(pPOBAaHHBIX JOKYMEHTOB» M «CeTeBble TEXHOJOTMU B AapXHUBHOM JIEJie»,

OBPHUCTUKA;

«UHdpopmaTrkay;

«HpopmanoHHbIE

TEXHOJIOTHUY,

«CucreMnl XpaHCHHSA DJICKTPOHHBIX JOKYMCHTOB»; «C03)1aH1/1e " OKCILTyaTallusd apXuBOB

TEXHUYCCKUEC U SKOHOMHWYCCKHUEC aPXUBEBI, AYJII/IOBI/I?;yaJ'IBHBIe APXHBBI».

2. CTpyKTYypa JUCUMIIIIMHBI

CTpyKTypa IMCUUIJIMHBI ISt 04HOH GopMbI 00yUeHM st

«HayuHno-

O06mas Tpy10EMKOCTh AUCIUIUIMHBI COCTABIISACT 2 3.€., 76 U., B TOM YMCIIe KOHTaKTHas padoTra

00yJaroIMxcs ¢ npenojapaTenaeM 38 4., caMocTosTeNnbHas padoTa oOydarommxcs 38 d.

Bunbr yaueOHOM paboTh

Dopmbl
(B Hacax) TEKYILEeTO
KonrakTHas o
S . KOHTPOJIS
Ne Paznen 2 % z 5 YCIIEBAEMOCTH,
/1 | JUCHUTLIUHBI/TEMBI 3] z EE| & g dopma
o | o = q:é = % = 5 E gkg IIPOMEKYTOYHO
8| = | B > E %E Z S S & | iarrecraunn
= &,
3 5 3 ez 'S = S £ | (no cemecmpam)
Q = Q = & B »

1 Beenenue 1 3

2. 1. Ucropus 6 |1 4 5 KontponbHas
MEXaHU3alu U pabota
aBTOMAaTH3aIu1 (pedepar),
apXUBHOTO JIeNa B YcTHBIH ompoc.
HaIlei cTpaHe u 3a
pyOex)KOM.

3. Pasnen 6 1 5 5 KontponbHas
3.HopmarugHo- pabota
npaBoBas 6aza (pedepar),
nH(bOpMaTU3AIIH
apXUBHOTO JieNa. Pabouyas

TeTpajb
CTYyJICHTA,




Pasnen 4.
OCHOBHBIE
OOBEKTEI U
MIPUHITUTIBI
aBTOMAaTHU3aIlNHA
apXUBHOTO JIejIa.

KontponsHas
paborta
(pedepar),
Pabouas
TETpajb,
YCTHBIN OIIPOC
Ha

MIPAKTHYIECKOM
3aHSTHH.
Pa3znen 5. Ba3zbl KoHnTpobHast
JTAaHHBIX B pabota
apXUBHOM JIETI€. (pedepar)
Pabouas Tepanp,
Paznen 6. KonTtponsHast
[Ipuknannoe pabota
MPOTPaMMHOE (pedepar)
olecrieuenue s Pabouas
ABTOMATH3UPOBAHH TETPaIh
BIX APXUBHBIX CTYyJICHTA,
TEXHOJIOTHI YCTHBIN OIPOC
(AAT). Ha
MPAKTHYECKOM
3aHSTHH.
Pasnen 7. KontponpHas
Hurtepuer- paborta
TEXHOJIOTHH 1 (pedepar)
MH(pOpPMAITMOHHBIE Pabouas
pecypchl, TeTpajb
HCIOJIb3yeMbIE B CTYyJCHTA,
apXUBHOM JIeJIe.
Pasznen 8. KonTposbHas
Texnonorus pabota
XpaHCHHS (pedepar),
AIEKTPOHHBIX Pabouas
JOKYMEHTOB H TeTpajb
3aIuTa CTYyJCHTA,
uHpopmaluu B YCTHBIH OIpocC
MH(OPMAIIMOHHBIX Ha
CUCTEeMaXx. MPAKTHYECKOM
3aHSATHH.
[IpomexyrouHas 3auer ¢
aTTecTanus OLICHKOM.
squém Umoz2086ast

KOHMpPOJIbHAA




paboma

NTOI'O:

8 30 38

3. CoaepixaHue IUCHHUILINHBI (M00Y/15)

Ne

HaumenoBanue
pasjaena
JTUCHHUIIINHBI

Conepxanue

1.BBenenne.

[Ipenmer, nens u 3agaun Kypca. Mctounuku u imreparypa 1o
Kypcy. XapaKkTepUCTUKA 3aKOHOIaTeIbHbIX, HOPMAaTUBHBIX U
METO/IMYECKUX JOKYMEHTOB, HALIMOHAJIBHBIX U MEXKTYHAPOIHBIX
CTaHJApTOB I10 W3y4aeMoil mpobiemaruke. MecTo Kypca cpenu
JIPYTUX AUCUUIUIMH. B3auMocBs3b Kypca ¢ IUCHUIUIMHAMU
«JloxymentoBenenue», «OCHOBBI U TEXHOJIOTHS
JOKYMEHTAIlMOHHOTO 00eCIieueHus yIpaBJIeHUs» U Jp.
OcHoBHbIE IOHATHS Kypca: MEXaHU3alusl, aBTOMaTHU3alus U
uHpopmaruzanusg JIOY u apxuBHOTro jAena, nHGOpMallMOHHbIE
texHoznoruu (UT), nundopmanmonnsie cucremsl (1C),
KOpHopaTHUBHbIE HH(OPMALIMOHHBIE CUCTEMBI,
aBromarusupoBanubie cuctemsl JIOY (AC 10Y), anekTpoHHbIE
JOKYMEHTBI, SJIeKTPOHHBIN apXUB, ApXUB 3JIEKTPOHHBIX
JOKYMEHTOB, aBTOMaTU3UPOBAHHbIE apXUBHbIE TEXHOJIOTHH U JP.
CormnocTaBiieHre MEKIyHapOIHOU U OTEYECTBEHHOM MPOOUITEHOM
TepMHHOJIOTHH. Pojib Kypca B COBEPIIEHCTBOBAHUHU OpPTraHU3alUH
paboThl ¢ JOKYMEHTaMH B YIIPABJIEHUH, CO3/1aHUN ONTUMAJIbHBIX
YCIIOBHH pabOTHI CIYXO TOKYMEHTAIIMOHHOTO 00CCTICUCHMSI
yIpaBJeHUs U apXxuBa. 3HaueHne HH(GOpMaTU3aLUU apXUBHOTO
nienia Ha coBpeMeHHOM atane. OcHOBHBIE HH(OPMaLlMOHHbIE
TEXHOJIOTHH, TpuMeHsieMble B [IOY u apxuBHOM fene.
HNudopmannoHHbie CBOMCTBA JOKYMEHTOB. 3aKOHOMEPHOCTHU
pOCTa U CTapeHusi JOKYMEHTHON MH(POpMAIUH.
ABTOMaTU3UPOBAHHBIE UHPOPMAIIMOHHO-TTIOMCKOBBIE CUCTEMBI U
ux knaccudukanus. OTpacieBas CHCTEMa HaAyYHO-TEXHUYECKOMN
uH(popMalnu B 00JacTU JOKYMEHTOBEICHUS U apXUBHOTO JIENa.

Paznen 2. Ucropus
MeXaHHU3alHu 1
aBTOMaTH3aLUU
apXUBHOTO Jiefia B
Hallleil CTpaHe U 3a
pyoexxom

OTanbl aBTOMAaTU3alMU apXUBHOTO Jena B KoHe XIX — KoH1e
XX BB.: pa3BUTHE TEXHUYECKOTO 00eCIIeYeHHsI, HOCUTEeH
uH(pOpPMAIIUHY, TPOTPAMMHOIO U JTMHIBUCTHYECKOTO 00ECIeUeHUSI.
[lepBble LEHTPBI XPAHEHUSI MAILTUHOUYUTAEMBIX IOKYMEHTOB:
apXUBbI OTPACIEBBIX BEIYUCIUTENBHBIX HEHTPOB U IJIABHBIX
BBIYUCIHTENBHBIX IeHTpOB (I'BLI). BiausHue aBromaTusamnuu B
opraHax Hay4Ho-TexHu4yeckoi uHpopmauuu (HTH) Ha apxuBHOE
7ie710. YueTHble ¥ HH(POPMAaIlMOHHO-TIOMCKOBBIE
ABTOMAaTHU3UPOBAHHBIE CUCTEMBI B apXuBax. [lakeTsl MpuKIIagHbIX
IporpaMM i apXUBHOTO jena. MHpopMaIoHHO-TONCKOBBIE
Te3aypycsl. MexxapxuBHble aBToMatn3upoBanubie UIIC.
ABTOMAaTH3MPOBaHHAs CUCTEMA HAYYHO-TEXHUYECKOI
unpopmaimu (ACHTU) Ha ocHoBe LlenTpansHOTO

¢donnoBoro karanora (LI®K) rocynapcTBeHHOTo apXUBHOTO
donna CCCP. ApxuBoBeeHHE MAITMTHOYNTAEMBIX JOKYMEHTOB
(MY/l). Buenpenue nHGOpMAIIMOHHOTO MOAX0/1a B
apxusoBenenue. Tpynsl B.H. AsrokpartoBa, K.b. 'enemana-




Bunorpanosa, K.W. Pynenscon, P.H. Edpumenko u np.
[IpumeneHne aBTOMaTU3UPOBAHHBIX CHCTEM 00pabOTKU
n300pakeHuit i pectaBpau JokymeHnToB (ACOU3).

OnbIT aBTOMATU3AIMK APXUBHOTO Jieiia 3a pyoexoM B 1940-
1970-¢ rr. O6¢cyx)aenue mpodiaeM HHPOPMATUZALNN APXUBHOTO
nena Ha kourpeccax MCA, coznanue Komutera no
aBromaruzaiuu MCA. Undopmatusanus B crpanax CLIA,
3anaanoit EBponsl, crpanax COB. Coznanune AUTIC, navano
PUMEHEHHS KOMITBIOTEPHBIX CETEeH,

CO3/IaHUE APXUBOB MAIIMHOYNTAEMBIX JTaHHBIX. APXHBOBEICHHE
MalTMHOYUTAEMBIX JIOKYMEHTOB 3a pyoexxoM. Tpyzast [Ix. Poyaca,
Jx. Tecrona, Y. Jlonnapa, M. Keppoua.

Pazmen 3.
HopmatusHo-11paBoBas
0a3za uH(popmaruzanun
aApXUBHOTO JIeNa.

Pernamenranus nHpopMaTHU3aluy apXUBHOTO JIEJIa B POCCUHCKOM
3aKoHoJarenbcTBe. 3akoH PO «O06 nndopmanuu,
WH()OPMAITMOHHBIX TEXHOJOTUSIX U 3amuTe nHpopmarun», «O0
apxuBHOM Jiene B Poccuiickoit denepannny, 3ak0Hbl CYyObEKTOB
denepanuu 1 Ipyrue HopMaTuBHbIE akThl. [IpoGiiembl aBTOpCKOTrO
rpaBa M JIocTyna K 0a3aM JaHHBIX, 3aIIUThl HHPOpMAIIIH,
nHpopmannoHHON 6e30macHOCTH. PeriaMenTanys BOpocos
nH(popMaTU3alMK apXUBHOTO JIeia B IOCTAHOBJICHUSAX
[IpaButenbctBa PO, cyobekToB denepannu, npukazax Pocapxusa
U IpYruX HOPMATUBHBIX akTaxX. DenepabHbIe U PETUOHATBHBIC
nporpaMMbl HHGoOpMaTH3auu apxuBoB. KoHtemnus
nH(popMaTu3auu apXuBHOTO aena B PO, mporpamma
uHpopmatuzanuu PeseparbHOTO APXUBHOTO areHTCTBA U MO~
BEIOMCTBEHHBIX eMy yupexaenuit Ha 2011-2020 rr.
HopmartuBHo-mMeToanueckue pa3pabotku PocapxuBa u apXUBHBIX
yupexaennit.«l [paBuia opranuzanuu XpaHeHus,
KOMIUIEKTOBAHMS, y4€Ta U UCIOJIb30BaHUS JOKYMEHTOB...» B
roCyJapCTBEHHBIX, MYHULIUIIAIbHBIX apXUBaX, MY3e€sX,
oubnmoTekax, apxuax PAH 06 undopmaTuzanum apxuBHOTO
JieJia U XpaHEHUH AJIEKTPOHHBIX TOKyMeHTOB. KoHuenuus
uH(bopMaTH3aluK apXUBHOTO Jiena B Poccuu;

oTpacieBas nmporpaMma UH(popmaTuzanuu apxuBHoro iena B Poc-
cuun. @enepanbHas LeneBas nporpaMma «aekTpoHHas Poccus»
Ha 2002-2010 rr. (2002 r.) u apxuBsl. [lepcriekTuBHOE U TeKyIlee
IUTaHUpOBaHUe paboThl 10 UHPOpMaTU3auK oTpaciu. [1nanb
HUP. Posp ®enepanbHoro apxuBHoro arenrctsa 1 BHUMJIAJIL.
Lentp nndopmanmoHHsIX TeXHOJ0TUK PocapxuBa. JlearenbHOCTh
DKCHEPTHON KOMUCCUU IO aBTOMATU3UPOBAHHBIM apXUBHBIM
texHosiorusM Pocapxua. Cexumst LC Poccuiickoro o6miecTa
UCTOPUKOB U apXxuBUCTOB (POUA) «31eKTpOHHBIE TOKYMEHTHI U
apXUBBI: MPOOIEMBI U perieHus». MexayHapoaabsie popmatsl u
cranaaptel onucanus. Cranmapt ISADC(G) (1994).

Paznen 4.

OcCHOBHBIE OOBEKTEI U
TIPUHIIHITBI
aBTOMAaTH3alINH
apXMBHOIO JENa.

OOBEKTHI, NPUHIIMIIBL, 1IEJH, 33/1a41 U HAIIPaBJICHUS
UH(pOpMATU3ALMU ApXUBHOTO Aea. Buasl HHPOpPMaMOHHBIX
TEXHOJIOTUH, TPUMEHIEMBIX B ADXUBHOM JEJIE.

Opranuzanys HHPOPMATU3AIMH HA YPOBHE apXUBa.
[InanupoBanue padotsl o BHeapeHuto AAT B apxuBax.
[Iporpammsl HHGOPMATH3AMK OTACIBHBIX (pefepantbHbIX,
[IEHTPAJIBHBIX PeCcIyOIMKAHCKUX U TOCYJAPCTBEHHBIX KPAEBBIX,




00J1aCTHBIX, MyHUIIUITATBHBIX apXUBOB. CTPYKTYpHBIE
NOJIpa3/Ie/IeHUs] apX1Ba, OTBEYAIOIINE 32 MHPOPMATH3ALHIO.
Oransl BHenpeHust AAT B apxuse. Jransl BHeApeHus AAT B
apxuBe. Beibop mporpaMMHOTO 0oOecTieueHus U pa3padoTInKa.
CkJazipIBaHUE COBPEMEHHOTO PhIHKA IIPOIPaMMHOT0 00eCTIeueHUs
B 00J1aCTH apXUBHOTO Jena. LleHTpsl pa3paboTunKu porpaMm
JUIS apXUBHOM OTpaciii: apXUBbl, CHCTEMHbIE HHTETPATOPBI,
Hay4yHbI€ yupeKJaeHus U By3bl. [locraHoBKa 3aaun u
TeXHUYECKoe 3aanue. Jloropop ¢ pa3paboTYMKOM. Y CTAaHOBKA

U ajanrtanus nporpammsl. [TpobiieMa koHBEpTUPOBaHMSI TaHHBIX B
HOBBIE BepcuH mporpamMmbl. O0ydeHue nepcoHaia.

Pasnen 5. ba3el 1aHHBIX
B apXHUBHOM JIEIIE.

Cucremsl ynpaBiaeHHUs 6a3aMH TaHHBIX, IPUMEHSEMbIE B apXUB-
HOM Jienie. PensiiiionHas u uepapxudeckas CTpyKTypa 0azbl
nanHbIX.[locTpoenue nHPOIOrnuecKkoi MoAEIu U
natanornyeckoit moaenu bJ[. Berbop TunoB 00bEKTOB, UX
aTpuOyTOB, HACHTHU(PUKATOPOB OOBHEKTOB, OTIPEICTICHUE TUTIOB
CBA3€M, BBIOOP MOJENU JaHHBIX, CTPYKTYpUPOBAaHNE JaHHbIX,
MpOEKTHpOBaHUe 0T4ETOB. [Ipobiema cozaHust THIIOBOTO
(ob1reoTpacneBoro) MporpaMMHOTO 00eCIIeUeHUsI.
OyHKIMOHAIBHBIN TIox0 (pazpadotku BHUN-

JAJl) n uaterpupoBaHHbIii oaxo (pazpadbotku Pocapxupa).
WNuTerpupoBanHas Moieiab HUHPOPMAITHOHHOM CHCTEMBI apXUBa,
OCHOBAHHO Ha MHOTOYPOBHEBOM OTNIMCAHUHU. CHUCTEMBI
ynpaBJeHus 6a3aMu TaHHBIX, IPUMEHSIEMbIE B apXUB-

HOM JIeIe.

Paznen 6. Ilpukmammoe
MIPOrpaMMHOE
obecrieucHUE ISt
ABTOMAaTHU3UPOBAHHBIX
APXUBHBIX TEXHOJIOTHH
(AAT).

Bunel v pa3HOBUAHOCTH aBTOMAaTU3UPOBAHHBIX
MH(POPMALMOHHBIX CUCTEM B apXUBHOM Jene. [IpusHaku
K1accupuKay HH(POPMAIIMOHHBIX CUCTEM: YPOBEHb MHTErPALIH
JIAHHBIX B paMKax apXuBa, Ha3HAYEHUE CUCTEMBbI (yueTHas,
UH(POPMALMOHHO-TIOMCKOBAsA, aIMUHUCTPATUBHO-
ylpaBjieH4ecKas1); PYHKIUU CUCTEMBI (y4eT, KOMIUIEKTOBAaHHE,
CIPAaBOYHO-TIOMCKOBBIE CPEACTBA, HCIIOJIb30BaHUE U JIP.);
YPOBEHb OMUCAHMS JTaHHBIX (MEKapXUBHbIE, M&X()OHIOBBIE,
BHYTpU(OHI0BBIC); 00bEKT onucanust (POH/I, OTUCH, JIEII0,
JOKYMEHT); BUJI TPAJULIMOHHOTO CIIPABOYHHUKA (3JIEKTPOHHAs
OIMCh, KaTaJIOT U JIpP.); BUJ APXHUBHOI'O YUPEXKJICHUS
(uH(OpMaLMOHHBIE CUCTEMBI 1JIs1 apXUBOB OpraHU3alui,
rOCyZIapCTBEHHBIX U MYHUIIUIIAJIIBHBIX aPXUBOB,

OpraHOB YNpaBJIEHUS apXUBHBIM JIesIoM), popma peanuszanuu (11K
u JIBC, nTepHeT, THpa)kUpOBaHHE HA HOCUTENSX).
CoBpemeHHbIE aBTOMATU3UPOBaHHbBIE aPXUBHBIE TEXHOJIOTHHU:
IIPOrpaMMBbI IJIs1 aBTOMAaTHU3ALUH YYeTa, KOMIIJICKTOBAHHUS,
9KCHEPTHU3bI LIEHHOCTH, 00ECTIEYeHUsI COXPAaHHOCTH,
UCIIO/Ib30BaHUs JOKYMEHTOB, aBTOMaTU3UPOBAHHBIE
UH(POPMALIMOHHO-TIOMCKOBbIE CUCTEMBL. VIHTerprpoBaHHbIE
MHOTrO(yHKIIMOHANBHBIE IporpaMMbl. MHpOpMannoHHbIe
npolecchl U GYHKIUHU B CHCTEME «YYeT apXUBHOTO (oHa»
(MucodT). ObmeoTpacieBas cuctemMa aBTOMaTU3UPOBAHHOTO
yuyeTa JoKyMeHTOB ApxuBHoro Gonaa PO. [Iporpammbl
«ApxuBHBIN (HOHY, «DOHIOBBIN KaTanor». MexxapXuBHbIe 6a3bl
JTAHHBIX (peecTp YHUKAIbHBIX JOKYMEHTOB ApXUBHOT0 (OHAA,




aBromarusupoBanHblii LIOK, «ApxuBHas Poccuka» u ap.).
WNndopmaTtuzanus apxuBoB opranuzanuii. OCHOBHbIE TPOOIEMbI
KOMIIbIOTEepH3ay HHPopmanuonHoro mnoucka. UI1C
JTOKyMEHTabHbIC U pakTorpaduueckue. Knaccubpukanus
UH(POPMALMOHHO-TIONCKOBBIX S3BIKOB. becTe3aypyCHBbIi
nouck. Tezaypycsl u ux penakruponanue. Kiaccupukaropnt
JOKYMEHTHOU nH(pOpMaIMy — UX YHHU(DUKAIUSI U
penaktupoBanue. CtanmapTusanus GOpMaTOB OMUCAHUS
nokyMmeHnToB. EKJIW. DnexkTpoHHbIE MyT€BOIUTEINH, OIIUCH,
Karanory, ykazarenu. MexapxusHsle AUIIC. bank naHHbIX
«Kuura namsartny, «ApxusHas Poccukay, ALIOK.
[Honunotexcrossie AUTIC. MHTErprpoBaHHbIE TOUCKOBHIE
CUCTEMBI U MPOrpaMMHOE 0OecrieueHNe Ui UX pealn3alyii.
OmneiT I'maBapxusa r. Mockssl, TAP®, Apxusa PAH,
peruoHabHbIX apxuBOB. [Iporpammusbiil komiuieke «Kaucca-
ApxuB» U ero BHepeHne. MexX1yHapOoIHbIE POEKThI
KOMITBIOTEPHU3ALIMU apXUBHBIX TEXHOJOTUN — «ApXUB
Komunrepna», «CBAI.

Pazpen 7.
HNHTepHeT-TexHOI0rnu
1 nHGOpMaIOHHBIE
pecypcsl,
HCIIOIIb3yEMBIE B
ApXUBHOM JIETI€.

[IpuMeHeHne CeTeBbIX TEXHOJIOTUIM B HH(POPMAIIMOHHOM
obecrieueHnH pabOTHl ApXUBOB, CO3/ITAHUN MEKAPXUBHBIX
WH(POPMAITMOHHO-TIONCKOBBIX CIIPABOYHUKOB, YIIPABICHUN
oTpacibio. ['1o0anbHbIe BEIYNCIUTEIIBHBIC CETH U ApXUBHI.
[TpoGnema co3ganust pecypcoB OTE€UECTBEHHBIX apXUBHBIX
yapexaeanii B Uutepuere. O0merocy1apcTBeHHbIE apXUBHBIC
nopTajbl — «ApXuBBI YKpauHb»; « ApxuBbl benopyccuny;
«Apxussl JIutee». Cailt PocapxuBa «ApxuBbl Poccuny.
Meronnueckue ykazanusi Pocapxua no co3gaHuto caiita
aApXUBHOTO YUpeXkKJACHHUS. XapaKTepucTHKa HHPOPMAITMOHHBIX
PECYPCOB POCCUIMCKMX apXHBOB B TJI00AJILHOM CETH: CalThI
MpeICTaBUTENbCKUE U HayuHble. [Ipobnemsl mybnukanuu HCA u
nokymeHToB B HTepHeTe. bubnnoreku cepiiok. CalT « ApXUBBI
mupa» FOHECKO. Opranuzanus 1ocryna K 3J€KTPOHHBIM
pecypcam o fokymeHTax ApxuBHoro ¢ouaa PO, pazmenieHHbIM
Ha nopraine «Apxusbl Poccumn», B ToMm unciie «LleHTpansHoMy
dboHmOBOMY KaTallory»; «PeecTpy YyHUKaIbHBIX TOKYMEHTOB.
Coznanue «EauHoi MHTErpalMoOHHOM MIaTGopMbl
MH(OPMAIMOHHBIX PECYPCOB» POCCHIICKUX apXUBOB.

Pasnen 8. Texnonorus
XpaHEHHS SJIEKTPOHHBIX
JOKYMEHTOB H 3aIINTa
nH(popMarumn B
UH(OPMAITMTOHHBIX
cHCTEeMax.

[IpoGnema coxpaHeHUs STEKTPOHHBIX TIOKYMEHTOB Ha
coBpeMeHHOM atane. [louarus «MY/», « IMH», «3nekTpoHHBIN
nokyMeHT» (D/]) 1 X HOPMATUBHO 3aKpeIJICHHbIE Ne(DUHULIUH.
Huckyccuu o npupoae 31. OcoOGeHHOCTH MAIIMHOYUTAEMBIX
JOKYMEHTOB KaK 00bEKTOB apXUBHOT'O XpaHeHHUs. Borpockl
IOPUIUYECKON CUIIBI U «(JI0KA3aTENbCTBA» HAIEKHOCTH HOCUTEIIEH,
OTJICIEHHOCTH MH(OpPMAIMK OT HOCUTEsl, HEOTPAHUYEHHOCTH
BOCIIPOU3BEJICHHSI OPUTHHAJIOB, BBICOKOH CE0ECTOMMOCTH
XPpaHEHHUs; CTAPEHUE TEXHUYECKOTO U IIPOrPaMMHOI0
obecnieueHus; (opMaTHON HECOBMECTUMOCTH, OTIMCAHUS

u 1p. IIpaBoBoe perynnpoBaHue Iopuarnueckoi cuibsl D/ B Hamen
CTpaHe U 3a pyOexxoM. DiieKTpoHHast Hu(ppoBasi MOANUCH.
TexHOJIOTHH OIIEPAaTUBHOTO XPaHEHUs DJIEKTPOHHBIX JOKYMEHTOB
(3ammuTa OT BUPYCOB, COOEB DIEKTPONUTAHUS, PE3EPBHOE




KonupoBaHue u ap.). [Ipobiaema 10IroBpeMEHHOTO XpaHeHHs
AIIEKTPOHHBIX JOKYMEHTOB M MOACP)KAHUS UX AYTCHTUYHOCTH.
Oco6eHHoCTH KIaccu(UKAINH, yIeTa, ONMCAHUS U SKCIIEPTU3bI
[IEHHOCTH JIEKTPOHHBIX JOKYMEHTOB. TpeGoBaHus
UH(POPMALMOHHONW 0€30MaCHOCTH K aBTOMATU3UPOBAHHBIM
cucremaMm B JIOVY u apxuBHOM aene. OCHOBHbIE HalIPABJICHUS U
MEPHI 110 31U Te HHPOPMALUU OT HECAHKIIHOHUPOBAHHOTO
noctyna. Co3aHue 3IeKTPOHHOTO (DOH/A HOJIB30BAHUS.
Co3znanue LleHTpa XpaHEeHUs YIEKTPOHHBIX JOKYMEHTOB
POCCUICKUX apXUBOB.

4. Obpa3oBaTe/ibHbIe TEXHOJOTHHU

Ne (HammeHoBaHme Buabl yueoHbIX
N Oo6pa3oBarejibHbIE TEXHOJOTHHU
n/n |pasaena 3aHATHH
1 |2 3 4
1. |1.BBenenue. Jlexmms 1. BBomHass Jekmuss ¢ MCHOJIBL30BAaHUEM
BHJICOMATEPHATIOB
CamocrositennibHas  |KoHCynbTHpOBaHUE u MpoBepKa
pabora JIOMAIITHUX 3aJaHui MOCPEACTBOM
3JIEKTPOHHOM MOYTHI
2. |Pasmen 2. Hcropus Jlexnus 2. Jleknusa-Bu3yanuzanus C NPUMEHEHUEM
MEXaHU3alWu 1 ClaiA-npoeKTopa.
aBTOMAaTU3alln
apXMBHOrO siena B Hawel  (CamoctostenbHas |[ToAroToBKa K KOHTPOJILHOM padoTe.
CTpaHe U 3a pyOexxoM paGoTa
3. |Pazmen 3. HopmatuBno- |JIekmus 3. Jlexuus-Bu3yanuzanus € NPUMEHEHUEM
npaBoBas 6asa claia-nmpoexropa.
rH(popMaTH3aIIH
apXHMBHOTO €. Camocrosarensnas  |[ToaroroBka K KOHTPOJIBHOMN paboTe.
paboTta
4, |Pazgen 4. Jlexnus 4. Jlexums-Bu3yanuzanus C NPUMEHEHUEM
OcHOBHBIE 00BEKTHI H claia-nmpoexTopa.
TPUHIHIIBI CamocrosarenvHas |KoHcynbTupoBaHue u MpOBEpKa
aBTOMAaTH3aL1H paboTa JOMaITHUX 3aJaHUI MOCPEJICTBOM
apXUBHOTO Jera. 3JEKTPOHHOM MMOYTHI.
5 |Pa3men 5. ba3sl gqanubix B |Jleknus Jlekimst ¢ pa3dOpoM  KOHKPETHBIX
apXHUBHOM JIEJTe. 5. CUTYaLUil.
CamocrosTenbHas |BbInonHeHNe NPAKTUYECKOTO 3aJaHUsl 110
pabora. aHAIM3y TpaBWI pabOTHl apXUBOB U
CTaH1apTOB.
KoncynbrupoBanue u MpOBEpKa
JOMaITHUX 3aaHuN MIOCPEACTBOM
3JIEKTPOHHOM MOYTHI.
[ToaroToBka K KOHTPOJBHOU paboTe u
3aMoJHEHHIO pabouell TeTpaiu.
6 Paznen 6. [lpuknannoe Jlekuus 6. Jleknusa-Bu3yanusanus C HNPUMEHEHUEM

MPOrpaMMHOE
obecrnieueHue s

CIAA-TIPOEKTOPA.
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ABTOMATU3UPOBAHHBIX
ApXMBHBIX TEXHOJIOTHi CamocrosarensHas |KoHcynbTupoBaHue u [IpOBEpKa
(AAT). pabora JIOMAIITHAX 3a1aHnui MOCPEICTBOM
ANEKTPOHHOM MOYTHI.
7 |Pazmen 7. Jlexknusa 7 Jlekuusa-Bu3yanusanus C HNPUMEHEHHEM
WnTepHeT-TexHoI0rHN U CIalI-TIPOEKTOpA.
nH(POPMAITUOHHBIE
pecypcel, ucnons3yemeie B (CamocrostenbHas | KoHcynbTupoBanue u IpoBEpKa
apXHUBHOM Jierie. pabota JIOMAIITHUX 3aJaHui MOCPEJACTBOM
3JIEKTPOHHOM MOYTHI.
8 |Pasnen 8. Texnonorus Jlexnus 8. Jlexuusi-Bu3yanu3anus ¢ TpPUMEHEHUEM
XpaHEHUs SJIEKTPOHHBIX CIalI-TIPOEKTOpA.
JIOKYMEHTOB U 3a11uTa
uHpOpMAaLHH B CamocrosrensHas |KoHcynbTupoBanue u IIpOBEpKa
MH()OPMAIIMOHHBIX pabora JIOMAIITHUX 3aJaHui MOCPEACTBOM
CHCTEMAX. 3JIEKTPOHHOM MOYTHI

B nepwon BpeMEHHOTO MPUOCTAHOBJICHHS TOCEIICHHS OOYYalOIMMHUCS TOMEIICHUNH U
tepputopun PITY. mns opranuzanuu ydeGHOro mpoliecca ¢ MPUMEHEHHUEM 3JIEKTPOHHOTO
O6y‘-IeHI/I5[ U JIUCTAaHIIHMOHHBIX 06paSOBaTeJ'H>HI)IX TEXHOJIOTUH MOTr'yT OBITh HCIOIL30BaHbI
clieAyromue o0pa3oBaTeNIbHbIE TEXHOJIOTHH:

— BHJICO-JIEKIUH;

— OHHaﬁH-HeKHHH B PCKUME PCAJIbHOTO BPEMCHU

— JIEKTPOHHbIE YUeOHUKH, yueOHbIEe TOCOOMS, HayUHbIE U3/1aHUS B AIEKTPOHHOM BUJE U AOCTYI
K UHBIM 3JICKTPOHHBIM 00pa30BaTEIbHBIM PECYpPCaM;

— CHCTEMBI JIJIs DJIEKTPOHHOTO TECTUPOBAHMS;

— KOHCYJIBTALMU C UCTIOJIb30BAHUEM TEIEKOMMYHUKALIMOHHBIX CPEACTB.

5. Ouenka niIaHUPyeMbIX Pe3yJbTaTOB 00y4eHHU s
5.1. Cucrema olieHUBaHUS

®opmMa KOHTPOJISI Makc. KoJM4ecTBO 0aJ1JI0B
3a oany |Bcero
padory

Tekymuii KOHTPOJIb:
- onpoc Ha npakmuyeckom 3auamuu |5 6annog |30 6annos

- KoHmpovHas paboma (pepepam) 10 10 b6annos
- pabouas mempaos cmyoeuma (memsl |5 6aninos |20 d6annos
1-3),
/[ cmyodenmog 3a0unoco omoenenus 1-
4
IIpomexyrounas arrecranus 40 b6annos
(umozosas konmpoavuas paboma)
Hroro 3a cemectp (Oucyunauny) 100 6annos

3a4ém/3a4ém ¢ OYeHKOU/IK3aMeH

IToyueHHBI COBOKYIHBIN pe3y/IbTaT KOHBEPTUPYETCS B TPAJAULIMOHHYIO IIKaJly OLIEHOK U B
IKaTy oleHOK EBponeiickoii cucteMbl epeHoca u HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBETCTBUM C TaOIUIIEH:

| 100-6antpHas | Tpamuimonnas mkana | Illxana
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IKaza ECTS
95 -100 A
83904 OTJIMYHO B

68 — 82 XOPOIIIO 324TEHO C

gg — g; Y/IOBIETBOPHTEIHEHO E
20-49 FX
0_19 HEY/IOBJICTBOPUTEIIHHO HE 3a4TCHO F

5.2.Kputepuu BbICTaBJICHUS OLICHKU MO JUCIHUILIAHE

banasl
/

Ml xana
ECTS

Ouenka no
MACHUTIINHE

Kpurepuu onenku pe3yibTaroB 00y4eHuUs 10
AUCHUILINHE

100-83/
A,B

COTIUIHOY/
«3a4TE€HO (OTJIMYHO )»/
«3aUTEHOY

BrictaBnsiercst oOyuaromiemMycs, eciu OH riIy00KO U TPOYHO
YCBOWJI TEOPETUUECKUI U TPAKTUYECKUA MATEpUAI, MOXKET
MIPOJIEMOHCTPUPOBATH 3TO Ha 3aHATHUSIX U B XOJI€
MIPOMEKYTOYHOM aTTECTALlNH.

OO0yuaromuiicsi HICYEPITBIBAOIIE U JIOTUYECKUA CTPOMHO
n3naraet yueOHbI MaTepuai, yMEeT YBS3bIBaTh TEOPUIO C
MIPaKTUKOM, CTIPaBJISETCs C PEeIIeHuEM 3a/1a4y
npodeccnoHanbHOM HAaNPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0HOCTH, MMPAaBUIHLHO 0OOCHOBBIBAET MPUHSATHIEC PELLICHUSI.
CB0001HO OpUEHTHPYETCS B yueOHOH 1 TpodecCHOHAIBHON
JauTepaType.

Ornenka o TUCIUILIMHE BBICTABIIAIOTCS 00ydaromemMycs ¢
Y4ETOM PE3YNIBTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTallUu.

Komnerenuuu, 3akpeniéHHble 3a AUCUUIIINHOH,
chopMHUpPOBaHbI HA YPOBHE — «BBICOKHID.

82-68/

«Xopouioy/
«3a4TEHO (XOpOIIIOo)»/
«3aYTCHOY

BeicTraBnsercsa oOyyaromemycs, €Clid OH 3HaeT
TEOPETUYECKUI U TPAKTUUECKUI MaTepHrall, TpaMOTHO U I10
CYHIECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B X0
IIPOMEXYTOUYHOH aTTeCTalluH, HE JOIYCKasl CYLLECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics IpaBUIbHO MPUMEHSET TEOPETUUECKHUE
II0JIO’KEHHUS IIPY PELLICHUN IPAKTUYECKUX 3a7a4
npo¢ecCHOHAIBLHON HANIPaBJIEHHOCTH Pa3HOTO YPOBHS
CJI0’KHOCTH, BJIaZIeeT HEOOXOJUMBIMHU U1l TOTO HAaBBIKAMH U
IpUEMAMH.

JlocTaToO4HO XOPOIIIO OPUEHTUPYETCS B YUeOHOH U
npo¢eccuoHaILHOMN IuTepaType.

OreHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00ydaroLieMycs ¢
Y4ETOM PE3yJIBTATOB TEKYILLEN U IPOMEKYTOYHOU
aTTeCTalUu.

Komnerennun, 3akperiéHHble 3a AUCUUIIIINHOM,
c(opMUpPOBaHbl HA YPOBHE — «XOPOLIHI».
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Baaasl | Ounenka no Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
/ AUCHUILINHE AUCHUILINHE
HIxana
ECTS
67-50/ | «ymoBieTrBopH- BrictaBisiercst oOyuaromemycs, ecii OH 3HaeT Ha 0a30BOM
D,E TEIbHOY/ YPOBHE TEOPETUUYECKUI U ITPAKTUYECKHUM MaTepral,
«3aUTEHO JIOITYCKAaeT OTJEJIbHbIE OIIMOKH MPH €0 U3JI0)KEHUN Ha
(ynosnerBopu- 3aHATUSIX U B X0/1€ IPOMEXKYTOUYHOM aTTeCTaluH.
TEIIBHO)»/ OOyyaromuiics UCIBITHIBAET OINPEEIEHHbIE 3aTPYAHEHUS B
«3a4TEHOY IPUMEHEHUU TEOPETUUECKUX MOJIOKEHUN NPU PELIEHUH
NPaKTUYECKUX 337124 MPO(HECCHOHATLHOW HAPABICHHOCTH
CTaH/IaPTHOTO YPOBHS CIIOKHOCTH, BJIaJIe€T HEOOXOAUMBIMU
JUIs 3TOT0 0a30BBIMHM HaBBIKAMU U IPUEMaMHU.
JleMOHCTpHpYyET TOCTaTOUHBIN YpOBEHb 3HAHUS yUEOHOU
JUTEPATYypPhl MO TUCHUIUIMHE.
Onenka no JUCIUILIMHE BBICTABIISAIOTCSA 00yJyaroniemMycs ¢
Y4ETOM pE3YJIBTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTeCTallUu.
Komnerennuu, 3akpeninénnele 3a JUCUUIUIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «IOCTATOYHBIN».
49-0/ «HEYIOBJIETBOPUTENb | BricTaBisieTcss 00ydaronemMycsi, €Clii OH He 3HaeT Ha 0a30BOM
F.FX HOY/ YPOBHE TEOPETUUECKUI U TPAKTUYECKUN MaTepHal,
HE 3aYTeHO JIOITyCKaeT rpyObie OMMOKU MPH €T0 U3JI0)KEHUN Ha 3aHATUAX

U B XOJI€ TPOMEKYTOYHOM aTTeCTaIly.

OO0yuaromuiicst HICTIBITHIBACT CEPHE3HBIC 3aTPYTHECHUSI B
MPUMEHEHUU TEOPETHUUECKUX MOJIOKEHUH NPHU pelIeHUH
MPAKTHYECKUX 33/1a4 MPo(deccHoHaNbHOM HallpaBIeHHOCTH
CTaH/IAPTHOTO YPOBHS CII0KHOCTH, HE BIIa/ICET
HEOOXOUMBIMHU ISl 3TOTO HaBBIKAMU U pUEMaMHU.
JlemoHcTpHpyeT (hparMeHTapHble 3HaHUS y4eOHO
JUTEPaTyphl MO TUCHUTUIAHE.

OrneHka no JUCIUILIMHE BBICTABISIOTCSA 00y4YaroniemMycs ¢
y4€TOM pe3ylIbTaTOB TEKYIIEH 1 MPOMEKYTOUHON
aTTeCTallUu.

KomMrmiereHnum Ha ypoBHE «I0CTaTOUHBIN», 3aKpPEINIEHHBIE 32
JUCITUIIMHOM, HEe CPOPMUPOBAHBI.

5.3. OueHouHble cpecTBa (MaTepuabl) A TEKYLIIEro KOHTPOJIS yCIIEeBaeMOCTH,
MIPOMEXKYTOUYHOM aTTecTalluu 00yJaroIUXCs 0 JUCITUILINHE

Ilpumepnvie mecmul 01 O1UY-KOHMPOSILHOU PAOONL L.
Bapuanm 1.
1. OGuieoTpacieBoe MPOrpaMMHOE OOeCTIeYeHUE apXHUBOB ITO —

A. enuHbIe paBUiIa CO3aHMs HHPOPMAIIMOHHBIX PECYPCOB PETHOHA;
b. enuHbIe cTaHIAPTHI OMMCAHUS APXUBHBIX TOKYMEHTOB;
B.o6mepoccuiickue kiaccupuKaTopsl JOKyMEHTHOM HHpOpMAIINH;

I mporpammsl

UM  KOMIIJICKCHI

nporpaMM, IIPEAHA3HAYCHHBIC IS aBTOMAaTU3alluU

OHpC,Z[CJ'ICHHOfI TCXHOJIOTHHU B onpeneneHHoﬁ KaTCropruu apXuBHBIX y‘lpe)KI[eHHﬁ.

2. JInHTBUCTHYECKOE 00CCIICUCHHE HH(I)OpMaHHOHHO-HOHCKOBOﬁ CUCTEMBI 3TO —
A. KOMILIEKC MMPUKIIAIHBIX IIPOrpaMM;
b. cucrema YIIpaBJICHUA 06azaMu JaHHBIX,
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B. COBOKYITHOCTh MCKYCCTBEHHBIX HH(POPMALMOHHO-TIOMCKOBBIX SI3bIKOB U CPEJICTB TIOUCKA,;
I'. COBOKYMHOCTP  HpPOTPaMMHO-AIMAPaTHBIX CpPEACTB BBOJAA, OOpPaOOTKM U XpaHEHHUs
uHpOpMaLuu.

3. OCHOBHBIM MPUHLIUIIOM WH(POPMATU3ALUHN APXUBHOTO JAeJa ABISETCS MPUHIHII :
A. co3nmaHus pacnpeneneHHbIX HHPOPMAIIMOHHBIX PECYPCOB;
b.MonepHu3anyy npuMeHsieMbIX TEXHOJIOTMIH U IPOrPaMMHOI0 00ecTeueHus;
B.BHEApEeHMS HCKITIOUUTEIBHO MEKAPXUBHBIX HH()OPMAIIIOHHO-TTIOUCKOBBIX CUCTEM;
I'. mpeeMCTBEHHOCTH TPaJWLIMOHHBIX U ABTOMATU3UPOBAHHBIX TEXHOJIOTUN MEXIY COOOI.

4. Baenpenue nHPOPMAIIMOHHBIX TEXHOJIOTUH B MacmTabax apXUBHOM OTPACIN PETYIUPYETCs U
IUTAHUPYETCS COTTIACHO

A. ®enepanpHOMY 3aKOHY 00 « ApXuUBHOM jiesie B PDy;

b. apxuBHOMY 3aKOHOAATEILCTBY CyOBEKTOB (heaepariy;

B.«OcHOBHBIM IIpaBUiIaM pabOThI APXUBOB OpraHU3aALUI»;

I'. «IIporpamme nnpopmatuzanuu denepaasbHOro apXUBHOTO areHTCTBAY,

5. OcHOBBI BHEIpEHHsI aBTOMAaTU3UPOBAHHOTO y4eTa U CIPaBOYHO-NMOUCKOBBIX cpeacTs (AUIIC)
B MYHHMIIMITAJIbHBIX apXUBaX 3aKperIeHb

A. B 3akoHe «O0 apxuBHOM Jienie B PDy;

b. apxuBHOM 3aKOHOJATENbCTBE CYOBEKTOB (pesiepalny;

B. «OcHOBHBIMU MpaBUIaMH pabOThHl ApXMBOB OpraHU3aIUil;

I «lIpaBunamMu opraHu3aliyl XpaHEHUs, KOMIUICKTOBAHMS, Yyde€Ta U HCIOJb30BaHUs
TOKYMEHTOB A® P® u apyrux apXuBHBIX JOKYMEHTOB B FOCYJAapCTBEHHBIX U MYHHIUITAIBHBIX
apxuBax».

6. Enunas aBToMaTu3npoBaHHAs OTpaciieBas CUCTeMa BHEIpeHa B apXMBHOM Jelie B o0nacTu
A. KOMIUIEKTOBaHUS apXHBOB;

b. skcrepTH3bI IEHHOCTH JOKYMEHTOB;

B. yuera 1okyMeHTOB;

I'. ucnosib30BaHUs JOKYMEHTOB.

7. Baenpenue oO1ieoTpacieBbIX MPOrpaMM B apXUBHOM JI€NI€ CIIOCOOCTBYET

A. MOJilepHHM3aIMH TEXHUYECKOTO 00eCIieueHrs apXUBOB;

b. noBeimeHnto 3pGeKTUBHOCTH IJIAHUPOBAHUS PabOUEro BPEMEHH apXUBUCTA;

B. co3ganuio yHUKaNbHBIX HH()OPMAIIHOHHO-TIOMCKOBBIX PECYPCOB;

I wnrerpaumm u yHUpHUKAUU (HOpMATOB JAaHHBIX W CO3JAHUI0  MEXApXUBHBIX
MH(OPMALIMOHHBIX CUCTEM.

8. C nenblo cozanus cTpaxoBoro (ouna u hoH1a MOIb30BaHUS B apXUBaX NPUMEHSETCS
A. MynbTUMEIUITHbIC TEXHOJIOTUY;

b. nHpOPMAaLIMOHHO-TTIOMCKOBBIE CUCTEMBI;

B. cereBbie TexHONOT MY,

I'. TexHONOT ST OLIM(PPOBAHUS.

9 . Llenbto nHpOpMATH3AINN APXUBHOTO JeNa SBISIETC:

A. ObecnieueHre yIaleHHOTO JIOCTYIIA MOIb30BaTeNell K HH(OPMAIMOHHBIM pecypcaM apXHUBOB;
b. [IoBbI1IEHNE TOYHOCTH U ONIEPATUBHOCTH yUYe€Ta IOKYMEHTOB;

B. Co3paHue panpioHanbHOW CHUCTEMBI KOMIUICKTOBAHUS, XpaHEHHUS W TOWCKa WHGOpMaIuu
ApxusHoro ¢onna PO ¢ momonisio nHGOOPMAIIHOHHBIX TEXHOJIOTHI;

I'. Bce BhIlIEnEpEYNCIEHHOE.
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10. DnekTpoHHBIE TOKYMEHTHI BKJIIOUEHBI B cOcTaB ApxuBHOro (onna PO
A. Ha ocHoBanum ¢eznepanbHoro 3akoHa «O0 31exTpoHHO# 1udpoBoit noxmucn» Ne 1-@3 ot

10.01.2002

b. H a ocHoBanum ¢enepanpHoro 3akona Poccuiickoit @enepanun «O0 apXuBHOM Jene B
Poccuiickoit @enepanuun» Ne 125-03 ot 22.10. 2004.
B. Ha ocnoBanumu denepanpnoro 3akoHa «O0 nHpopmanmu, HHHOPMAITMOHHBIX TEXHOJIOTUAX U
3amute uHGopmarmm» Ne 149- @3 or 27.07.2006
I'. Ha ocHoBanuu QenepanpHoro 3akoHa «O0 00s3aTeIbHOM 3K3EMIUISIPE JOKyMEHTOB» Ne 77-

@3 01 29.12.1994

Bapuanm 2.

1. ba3a qaHHBIX C TPUBEICHHBIM HUKE MTEPEYHEM I0JIEH B ApXUBE UCIIOIb3YETCS JIJIA:

A. KomiiekroBanus.
b. Yuera nokyMeHTOB.

B. [loucka 10KkyMEHTOB U JOKYMEHTHON MH(POpPMAaIUH.
I'. KOHTpOJ1s1 MCIIOJIHEHHUS] 3aIIPOCOB.

Apxue Haszeanue B/ [lons.

I'A Teepcroii ooracmu «Pewenus u pacnopsoicenusy  Pane yupesicoenust
(npumensemcs Kanununckoeo  eopoockoeol  Buo doxymenma,
maxkoce 6 apxueax Tiomenu ucogsema n.0. 1980-91 22.» Ne ookymenma,
Tobonvcka onsl Hauanvnas oama;
Kamano2uzayuu ¢onoog Koneunas oama;

LICNOTIKOMOB 20PCO8EN08)
nH(pOpMUpOBaHUE TPAXKIAH O
CO3/TaHHBIX UMH
MH(POPMAITMOHHBIX Pecypcax

omHoweHuu
QOKyMeHm,

Cooeporcanue;
Teoepagus,
Ompacns;
Hazeanue yupeocoeHusl, 8

Komopozco npuraAm

Dono Ne;
Ileno No;
Onucwo No;
Jlucm No.

1. K MexxapXuBHBIM 06a3aM JaHHBIX OTHOCSTCS:
A. DIEKTpOHHBIN KaTalor «ApXHTEKTypa U rpagoctporenbctBo MockBbl, Cank-IletepOypra u
npuropoioB» Ha caiite PI'A HT/J;
b. baza nannbix «OnbITHO-KOHCTpYKTOpCcKas fokymeHTarus B PI'A HT»;

B. CD-ROM

I'. Dnexrponnslii myreBoautens no PI'’A HT/I.

3. K MexxapXuBHBIM 06a3aM JaHHBIM OTHOCSATCS
A. AuHoTtupoBanHsIil peectp onuceld PI'’A BM®;

b. Onucs donma

Cubupckoro-resepai

ryoepHaropa B

“FO.A. I'arapun» u ero cereBast Bepcus Ha caiite PI'’A HT/I;

I'A Owmckoii o6nacTu;

B. Ilporpamma «Yuet apxuBHoro ponaa» B ['ocapxuBe Boponexckoit o0nacty;

I'. PeecTp yHUKaIbHBIX JOKYMEHTOB ApxuBHOTO (poHIa PD.

4. NnTerpupoBaHHbie 06a3bl

JaHHBIX OTIINYarOTCsA:

A. HalMYMeM OMMCaHUM TOKYMEHTOB pa3HBIX (POHIOB;
b. HanuuueMm onucaHui TOKyMEHTOB Pa3HBIX 3I10X;

B. HanmuuneM pasHbIX ypoBHEW onucanus ((OH[, OHCH, N0 U Jp).
I'. Hanm4YreM onmMcaHui TOKYMEHTOB Pa3HbIX apXHB
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5.Y4erHple 6a3bl JAaHHBIX MTPEIHAHAYCHBI IS
A. OCYIIECTBJIEHUS CTATUCTUYECKUX OTIEPALIHIA.
b. opranusanuu skcrepTu3bl HEHHOCTH;

B. onpenenenust CpokoB XpaHEHUS JOKYMEHTOB;
I'. mowcka TOKyMEHTHOH MH(pOpMAITNH;

6. K amMuHHCTpaTUBHO-YIIPaBIEHUYECKUM 0a3aM JaHHBIX OTHOCSTCS:
A. B]] 110 y4eTy TOKyMEHTOB B apXHBE;

b. B/l no yuery ucnosp30BaHus JOKYMEHTOB B apXMBE;

B. B/l «Karasior pemienuii ropucnojKoMa» B TOPOJACKOM apXHUBE;

I'. B/I o BeleHNIO TUIAHOBO-OTYETHOM JOKYMEHTAIMM B apXUBAX

7. K na(opManinoHHO-ITOMCKOBBIM 0a3aM JJaHHBIX OTHOCSITCS

A. B]] o y4eTy TOKyMEHTOB B apXHBE;

b. b/] no ydery ucnoJyib30BaHusl JOKYMEHTOB B apXUBE;

B. B/l «Karayior penieHnii ropucoKoMa» B TOPOJACKOM apXHUBE;
I'. B/I 1o BeleHNIO TUNIAHOBO-OTYETHOM JOKYMEHTAIIMM B apXUBAX

8. baza maHHBIX CO CAEAYIONIMMH MOJISIMU SBJISIETCS:
A. Yuernoit

b. MHTerpupoBaHHOi.

B. AIMHHHCTpPaTHBHO-YPABIEHYECKOM.

I'. IloaHOTEKCTOBOIA.

Apxus Haszeanue oazvillons
OaHHbIX
L[AO/IM «Obwecmeenno- 1. Haumenosamnue opeanuzayuu;
norumuueckue napmuy| 2. Hanpaenenue desmenvnocmu napmuu,
U OBUIICEHUS» 3. Buo doxymenma,
4. 3azonoeok doxymenma,
5. Hama ookymenma,
6. lloanoma mexcma;
7. Cnocob socnpousgedenusi,
8. Iloonunnocmo;
9. Bpemsa nocmynienus 6 apxus;
10. [ouckoswvie Oarnnvie,
11. Texcmul ycmasoe u npoepamm napmuil.

9. baza 1aHHBIX CO CIELYIOIUMU HOJIIMHU SIBIISETCS:
A. YyetHoit

b.IlouckoBoii.

B. AAMMHHCTPaTUBHO-YIIPABIEHYECKOM.

I'. IlonmHOTEKCTOBOM.

Apxue \Haszeanue bJ[ lona

LIXU]IK (PI'BA) |b/l no eoennonaennvim 1. @amunus
epasicoanam I'epmanuu,|2. Hmus
nonuu. Aecmpuu,| 3. Umsa omya,
Umanuu, 4. Jlama poowcoenus
Ulokcembypea, 5. Mecmo poocoenus;
\Benzpuu, Honvwu|6. Mecmo socumenvcmaa;
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nepuooa

WMUposoti  6oliHbL
donoy I'VIIBU).

68Mopotj|
(no

Bepoucnoseoanue,

Ipogpeccus;
. Bounckoe 36anue;
. Bouncxas uacmo,
. Mecmo nnenenus;

. Mecmo 3axoponenus.

Cewmeiinoe nonosicenue;

. Mecmo coodeporcanus (nazepyw);

10. baza gaHHBIX CO CIEAYIOMIUMH TMOJSIMU SBJISICTCS:

A. Dnektpo

HHOU OITMCHIO

b. DneKTpOHHBIM KaTaIOTOM.

B. DnekTpOHHBIM yKa3aTeneM.
I'. DJIEKTPOHHBIM ITYTEBOIUTEIIEM.
Apxue Hazsanue 6azvl oannvix  |[lons Omuyembi
l'ocyoapcme|b/] «Mempuueckue knueuyl.Ye30. [ lepeuens MempudecKux|
eHHbIU -c 1720 no 1916 2. 2.Hacenennwiii nynxm. KHUE no Ooame,
apxue 3.1lepro6b, npuxood, cobop. Mecmonnioxcenuo  npuxooa,
Ceeponosck 4.1'00 3anucu. YepKeu.
ou obracmu 5.Ne ghonoa.
(I'ACO) 6.Ne onucu.
7.Ne oena
8. Ne niucma.

Ilpumepnuie onpocwl 014 Kon10KeUyma
1) Kak M3MEHMJIMCh OCHOBHBIC II€JM M HANpaBJICHUS HWHPOPMATH3AUK ApXUBHOTO Jeja Ha
COBPEMEHHOM 3Tare 1o cpaBHeHUI0 ¢ 1990-mMu romamu (Ha OCHOBE OTPACIEBBIX MPOTPAMM M
TJIaHOB)?
2) B ueM mpenmyIiecTBa 00IIEOTPACIEBOTO MPOrPaAMMHOI0 00CCIIEYEHHsT U KAaKUe Pe3yIbTaThl
JOCTUTHYTHI B €r0 pa3paboTKe ¥ BHEIPEHUH B apXUBHBIX yupexxaeHusx Poccun?
3) PackpoiiTe Ha mpuMepax OCHOBHbIC MPUHIIMITBI HHOOPMATHU3AIMK apXUBHOTO Jiesia B PO.
4)Korga MamMHOYMTaEeMble JOKYMEHTHI ObLIM  OQHIMAIBLHO BKJIKOYCHBI B  COCTaB
rocy/1apCTBEHHOTO apXUBHOTO donma
ctpanbl? Kakue mnpoOiemMbl apXMBOBEACHHUS MANIMHOYMTAEMbIX JOKYMEHTOB OOCYXIAIHCh
yaeHbIMH B 1960-80-¢ roip1?
5)darite OIpeJIeIICHUE JIOKYMEHTA Ha
KM€ CIIOPBI BEAYTCS YUYE€HbIE BOKPYT 3TOTO OIpeIeneHus?
6)B uem crnenudurKka MaIMHOYUTAEMBIX TOKYMEHTOB KaK O0ObEKTOB apXHUBHOTO XpaHEHUs?
7)Kakue cymiecTByIOT KOHIEHIIMM MOCTOSHHOTO XPAHEHUS MAIIMHOYUTAEMBIX TOKYMEHTOB B
3apyOexHOM apxuBoBeneHHH? KakoBbl cOCTaB JOKYMEHTOB U (DYHKIIUU apXUBOB AIIEKTPOHHBIX
JOKYMEHTOB 3a pyOexoM (IIPUBEAUTE MIPUMEPHI TAKUX XPAaHUIIHIILL)?
8)KakoBbl cneruduueckue (TEXHOIOTHUECKUE) KPUTEPUU IKCIEPTU3BI IEHHOCTU AJIEKTPOHHBIX
JIOKYMEHTOB?

MallTMHHOM HOCHTCIIC. Ka-

Temamuka umozo6b1x NUCbMEHHBIX padoOm

1. Temarnueckue AUIIC B apxuBHOM zaerne B 1970-80-e rozpr.

2. Tematnueckue AUIIC B apxuBHoM fene B 1990-e — 2000-e rozp!.

3. Coznanue TUNOBOTO (0OIIEOTpacIeBOro) MporpaMMHOTO obecriedeHus B apxuBax B 1990-e-
2000 ronsi.

4. IlenTpanu3oBaHHas cHCTEMa aBTOMATU3MPOBAHHOTO ydyeTa JOKYMEHTOB ApPXMBHOTO (oHIA
PO.

5. [IpaBoBoe perynupoBaHue HHGopMaTuzauuu apxuBHoro jaena B 1990-e — 2010-e rozs!.
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6. OcHOBHBIC HaIpaBieHUs W UTOTU HMH(pOpMaTH3auuu apxuBHoro nemna B 1990-e — 2000-e
TOJIBL.

7. OCHOBHbIC HANPABJICHUS PA3BUTHUSI MHTEPHET-TEXHOJIOTHH B apxuBHOM nene 1990-2000-x rr.
1 MTHPOPMALMOHHBIE PECYPCHl apXUBHBIX yUpexIeHui B HTepHeTe.

8. ApXMBBl MAIIMHOYUTAEMBIX JAHHBIX MHpA: HUCTOPUSA, COCTaB, cHenH(PUKa XpaHAIUXCST
JTOKYMEHTOB.

9. [lepcrieKTUBHBIC HAPABJICHUS Pa3BUTHSA HH(OPMATHU3ALNN APXUBHOTO Jiejla HA COBPEMEHHOM
JTame.

(Cm. Taxke METOIMYECKUE PEKOMEH AU 10 MOArOTOBKE MUCbMEHHBIX PaldoT).

6. YueOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 00eceyeHue JUCIUININMHBI

6.1. CnHcoOK MCTOYHMKOB M JINTEPATypPbl
Hcerounuku
OcHoBHBIE

@enepanbHblii 3akoH OT 22 okTs0ps 2004 r. Ne 125-®3 "OO apxuBHOM Jene B
Poccuiickoit ®@eneparuu”" B pen. 11.02.2013 r.//Cobpanue 3akoHOmaTenbcTBa Poccuiickoit
®enepannn. 2004. Ne 43. Cr. 4169. I'masa 6. Cr. 5.

[TocranoBnenue IlpaBurensctBa Poccuiickoit @enepaunu ot 15 urons 2009r. Ne 477
«O0 yTBEepXKIEHUU TPABWJI JAEIONPOU3BOJICTBA B (eAepabHBIX OpraHax HCIIOJHUTEIBHON
Bractiy //CoOpanue 3akoHoaaTenbcTBa Poccuiickoit denepamuu. 2009. Ne25. Ct1.3060.

[Toctanonenue IIpaButenscrBa Poccuiickoit @enepannn ot 7 ceHtsiOpst 2011 r. Ne 751
«O BHecennu n3MeHeHui B [IpaBuna memonpon3BoaAcTBa B (heiepalibHBIX OpraHax
WCTIOJTHUTENbHOU BiacTy»// CoOpanue 3akoHoaaTenbcTBa Poccuiickoit @enepanuu, 12.09.2011,
Ne 37, c1.5263.

[Tpuka3z MunkomcBsizu Poccun ot 02.09.2011 Ne 221 «O06 yrBepx)acHUU TpeOOBaHMIA K
WH(POPMAITMOHHBIM CHUCTEMaM DJJIEKTPOHHOTO JOKYMEHTOO0OpoTa (enepalibHBIX OpPraHoB
WCIIOJIHUTENBHON BJIACTH, YYMUTHIBAIOIIMX B TOM 4YHCIE€ HeoOXoauMocTh 00paboTKu
MOCPEJCTBOM  JIaHHBIX CHUCTEM  CIY)XeOHOHl uH(pOpMaluMKW OTPAHMYEHHOTO  JOCTYIa»
//Poccuiickas razera. N 261. 21.11.2011

I'oCT  52292-2004. VYnpaBiaeHue  opraHuzanved.  DJIEKTPOHHBIM  perjaMeHT
aIMUHUCTPATUBHOMN U ciy)keOHO# nestenbHoCcTH. OcHOBHBIEC TosiockeHus. C 1 uroms 2005 r. M.,
2005.

I'OCT P HMCO 15489-1-2007 «CHUBUI. VYupanenue mgoxkymeHTamu. OOmue
tpeboBanus». M.: Ctanaaptundopm, 2007

I'OCT P 54471-2011/ISO/TR 15801:2009 «CuctemMbl 3J€KTPOHHOTO IOKyMEHTOO00pOTA.
VYnopasnenue nokymenrtanueidl. Wudopmanus, coxpaHsemMas B 3JCKTPOHHOM  BHUJE.
PexoMeHpamu no oOecrneyeHn0 JOCTOBEPHOCTH M HAJICKHOCTH», YTBEPKIACHHBIN MPHUKA30M
@denepanbHOrO areHTCTBA MO TEXHUYECKOMY PeryinupoBaHuio U meTtposoruu ot 18.10.2011 Ne
466-cT.

IF'OCT P 54989-2012/ISO/TR  18492:2005 «OGecrnedeHre  JTOJTOBPEMEHHOM
COXPaHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB)», YTBEPKACHHBIN MprKa3zoM DenepabHOrO areHTCTBa
10 TEXHUYECKOMY PETyJINpOBaHUI0 U MeTpoaoruu ot 17.09.2012 Ne 325-crT.

AHanu3 MpOrpaMMHBIX MPOJIYKTOB, TMpEIHA3HAYEHHBIX i1  WH(GOpMAaTU3AIHNH
BHYTPUAPXUBHOH JIEATEIHHOCTH FOCYAAPCTBEHHBIX U MYHUIIUIIATIHHBIX apPXHUBOB: aHAIHUT. 0030p
B 2-x T. T. .1: Ananus...; T. 2: CpaBHUTeNnbHbIN aHaNu3... TaOIUIBl CPAaBHUTENBHOTO aHAIM3a /
pyk. npoekra, orB. ucnosH. O.}O. OmameBa; ors. ucnons. H.A. Tkadyenko; ucnons. M.B.
Tapacosa, M.JI. Haropnas, JI./l. Konosanos; BHUNJAA.— M., 2015.—T.1: 157 c.; T. 2: 97 c. -
Hen. B OLHTU mno pokymeHntoBeneHuto u apxuBHomy jgeny 02.03.2016, Ne 269
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-

archive.pdf
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http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf

Enunblii mopsnok 3anonHeHus nosieid EauHoit aBTOMaTH3npoBaHHON WH(DOPMAIIMOHHON
CHCTEMBI, COCTOSIICH M3 NPOTPAMMHBIX KOMIUIEKCOB «ApXUBHBIA (QoHA», «DOHIOBHIH
katasor», «llenTpanbubiii GounoBeiil katanor»/O00 «Axant». M., 2014.//Ony6iukoBaHo Ha
caiite denepanbHOM apxuBHOU ciyxObI http://archives.ru/documents/methodics.shtml

Konnenuus napopmaruzaumu apxuBHoro aeia // Bectnuk apxusucra.1996. N 1. C. 60-
82. http://portal.rusarchives.ru/informatization/conseption.shtml

[Iporpamma  wHpOpMaTH3aLUU ®denepalibHOTO apXUBHOT'O areHTcTBa U
I0ABEIOMCTBEHHBIX eMy yupexxaeHuil Ha 2011-2020 rr. (YTeepxaena [Ipukazom Pocapxuba Ne
104 or 2 pexabps 2011 r1.) //OnmybnukoBano Ha caiite «ApxuBbsl Poccum», pasnen
«Mudopmaruzanus». Www.rusarchives.ru/informatization/conseption.shtml.

[Iporpamma wHpopmarnzammu  apxuBHOro nema Poccum (1997-2000) // BectHuk
apxuBucta. 1996. N 6. C. 55-65. http://portal.rusarchives.ru/informatization/programm.shtmi

[IpaBuna opraHMzanMM XpaHEHHMs] KOMIUIEKTOBaHMs, YydeTa M  HCIOJIb30BAHUS
nokyMeHTOB A® P® u apyrux apXuBHBIX TJOKYMEHTOB B FOCYAapCTBEHHBIX U MYHULMIIATbHBIX
apxuBax, My3esx, ombmmorekax, opranm3amusx PAH. M., 2007. TIn. 2.9.-2.11, 3.1, 3.6, 5.6,
5.8,5.12,5.13,. 5. 16, 5.17.

JlomosiHUTEIbHDbIE

P1 50-524-84 «[lopsiiok XpaHeHHS TOKYMEHTOB Ha MAIlIMHHBIX HOCUTEISIX». M,, 1985.

I'OCT 6.10.4-84. «YuudunupoBaHHble CUCTEMBI JoKymeHTanuu. [Ipumganue
IOPUINYECKON CHIIBI JOKYMEHTaM Ha MAaIllMHHOM HOCHTENIC W MAaIlMHOTpamMMe, CO3/1aBacMbIM
CpPEeACTBAMM BBIYMCIUTEIBHON TEXHUKW». M,, 1985.

I'OCT 28388-89. «Cuctembl 00paboTku uHpopmanuu. JIOKyMEHTH Ha MarHUTHBIX
HOCHUTENAX NaHHBIX. [TopsiIoK BRIMOTHEHHS U OOpallleHUs»;

ApxuBoBeqUECKHME U JIOKyMEHTOBeAueckue (yHKIHMOHAJIbHbIE TpeOOBaHUS K
WH(POPMAITMOHHBIM CHUCTEMaM, 00€CIIEUNBAIOIIUM JJICKTPOHHBIN JOKYMEHTOOOOPOT B TIpoIlecce
BHYTPEHHEH JEATEIbHOCTH (peiepalbHBIX OPraHOB HCMOJHUTENbHON Biactu. Otuer mo HUP.
M..BHUN A, 2013. //OnyO6IMKOBaHO Ha caire «APXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

Metouyeckre peKOMEHIAIUH 10 3JIEKTPOHHOMY KOTIMPOBAHUIO APXUBHBIX TOKYMEHTOB
U YIOPaBJICHUIO TOJY4YEHHbIM HHpOpManMoHHbIM MaccuBoM/ HO.FOmameBa. Pocapxus,
BHUMJIA, 2012. http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

PekoMeHanmm mno KOMIUICKTOBAHHUIO, YUYETy U OpPraHM3allMd XPaHEHUS 3JIEKTPOHHBIX
apXUBHBIX JIOKYMEHTOB B apxuBax opranuzarmii. M.: BHUWIAJ, 2013//OnybnukoBaHo Ha
caiite «ApxuBsl Poccun». http://www.rusarchives.ru/methodics/index.shtml

PekoMeHgamm mo KOMILJICKTOBAaHHIO, YUETy M OpPraHU3aIlMU XPAHEHHUS AJIEKTPOHHBIX
apXUMBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX M MYHULMNAIbHBIX apxuBax M.:. BHUMNJIA/,
2013//Ony6ankoBaHo Ha caiire «ApPXUBBI Poccum.
http://www.rusarchives.ru/methodics/index.shtml .

CocraBieHue apXuUBHBIX ONHCEH B JJIEKTPOHHOM QopMe M UX HHTETpalus B
MH(OPMALIMOHHYIO HUH(PACTPYKTYpy TOCYJAapCTBEHHBIX M MYHHUIIMNAIBHBIX apXuBOB. M.:
BHUNJIAL, 2013//Ony6aukoBaHo Ha caiite «ApXHBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml

CpaBuuTenbHbl aHaU3 (GopMaToB (ailIoB ANEKTPOHHBIX JOKYMEHTOB MOCTOSIHHOTO

(monroBpemenHoro) xpanenus». Otuer on HUP. M.:PITYVY, 2013 /OnybnukoBaHo Ha caiite
«Apxusbl Poccumy». http://www.rusarchives.ru/methodics/index.shtml .
Ananutuyeckuii 0030p «l3yueHHe OmMbITa MPEACTABICHUS CHCTEMBbl HAay4yHO-CIPAaBOYHOTO
anmnapaTra TOCYJapCTBEHHBIX M MYHHUIMNAIbHBIX apXuBOB Poccuiickoit denepanun B CETH
Wntepner». M: BHUNIA, 2014. //OnybnukoBaHo Ha caiite denepanbHOTO apXWBHOTO
arentcTBa http://archives.ru/documents/methodics.shtml

W3ydyeHrne TUIUIOTMM M DBOJIONMUU HUCTOpUYecHX (HOpM  apXUBHOW  y4ETHOU
JOKYMEHTAIlMU U BO3MOXHOCTH MX IPEJCTAaBJICHUs B MeKTpoHOU cpene. M: BHUNIA/T, 2014.
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//Omy0IMKOBaHO Ha caiite denepanbHOTO apXHWBHOTO areHTCTBa
http://archives.ru/documents/methodics.shtml

OyHKIIMOHANBHBIE TPeOOBaHUS K MH(OPMAIMOHHBIM CHUCTEMaM apXHMBOB 3JIEKTPOHHBIX
nokymeHToB opranuzammii. M:Pocapxus, BHUMIAJL. 2014 //OnybGnukoBaHo Ha caiite
denepanbpHOro apxuBHOTO areHTcTBa http://archives.ru/documents/methodics.shtmi

Jlureparypa
OcHoBHas

Adanaceesa JLII. S uny Ha 3aHATHS 110 ABTOMATU3UPOBAHHBIM APXHUBHBIM TEXHOJIOTHSIM.
YueOHOo-MeToanueckuii Mmoaynas. M.: PITY, 2005.

Ona xe. Dnekrporasii HCA apXxuBOB: HOBBIN 3Tan B pa3BuTHH // JleIOTpPOU3BOICTBO.
2013. Ne 1. C. 85-97; https://www.top-personal.ru/officeworkissue.html?266 Ne 2.
https://www.top-personal.ru/officeworkissue.html?290

Kucenes U.H. ApxuBHble nH(OpMALIMOHHBIE TEXHOJIOTMH Ha coBpeMeHHOM dtare / M.H.
Kucenes // OteuectBennsie apxuBbl. — 2008. — Ne 4, — C. 24-31. baza nannbix East View.

TuxonoB B.W. IlpuMeHeHHMe TpaJuLIHOHHBIX METOJOB B DJKCIEPTU3€ LEHHOCTH
AMEeKTPOHHBIX JokyMeHTOB / B.W. Tuxonos // OteuectBenHbie apxuBbl. — 2009. — Ne 3. — C.
37-47. baza nannsix East View.

OH xe. 3aaun apXUBHOTO XpaHEHHUs 3JIEKTPOHHBIX TOKYMEHTOB: U3 onbita LIA/IOHM /
B.W. TuxonoB // OreuectBennbie apxuBbl. — 2010. — Ne 3. — C. 51-60. ba3a manneix East
View.

JlomostHuTEABHAS

Anuckuna E.B. WHbopManmvoHHBIE TEXHOJOTHUM — OOECHEYCHUI0 COXPaHHOCTH
nokymentoB 'AP®// OreuectBernnic apxuBsl. 2013. Ne 1. C. 37-39. baza nanusix East View.

Antonenko B.B. KommiekroBanme apXuBHBIX yupekaeHuU Anrtaiickoro kpas (orto-
JTOKYMEHTaMU B 37eKTpoHHOU opMme // OteduectBeHHbIe apxuBbl. — 2009. — Ne 6. — C. 46-48.
Basa manaeix East View.

lNankuna E.B. CoBpemenHbie HHGOPMAIIMOHHBIE TEXHOJIOTUH JIJII ONTHMU3AINHA PaOOThI
KOHTPOJIbHO-KJIUMAaTHUeCKOW Ciyx0b1 ['ocapxuBa Tynbckoirt oOmactu // OTeuecTBEHHbBIS
apxuBbl. —2013. — Ne 5. — C. 26-29. ba3za nannsix East View.

l'opsea T.M, «OmnwiT BHempeHusi mudpoBbix uHHOBamuid B PI'AJIM... oTkpwiBaeT

0OJIbIITNE MHTETPAIMOHHBIC MTEPCIEKTUBHI...». // OTedecTBeHHBbIC apxuBbl. — 2013, — Ne 3. —
C. 46-48. ba3a naussix East View.

I'yzanoB E.JI. «Co3ganue emuHOTO HWHGOPMAIMOHHOTO pecypca — MPUOPUTETHOE
HampasieHue». O BHeApeHUM HMHQPOPMAIMOHHBIX TEXHOJOTUWA B ApXUBHBIX YUPEKICHUAX
Spocnasckoii o6nactu// OteuectBeHHbie apxuBbl. — 2009. — Ne 6. — C. 46-48. baza nanubIx
East View.

HpokoB C.B. Pexkomenmanuu MCA mo paGoTe ¢ 3MEKTPOHHBIMH JTOKYMEHTAMH JUIsS
apxuBUCTOB opranuzauuii / OreuectBeHHble apxuBbl. — 2010. — Ne 3. — C. 65-73. baza
naHHbIx East View.

«3amaya CErogHSIIHET0 MJHS — KOMIBIOTEpPHU3AlMsl BCEX TMPUBBIYHBIX aPXHBHBIX

npoueccosy». MHTepsbto C.B. Muponenko u O.H. Komneuiosoit k 90-neruto I'ocynapcTBeHHOro
apxuBa Poccuiickoit @enepaunn // OredectBenHble apxuBbl. — 2013. Ne 2. ba3za nanusix East
View.

Muponenko C.B. "lIlamsATb: cTapble 3aaun HOBBIE TEXHOJIOTHH': MHTEPBBIO ITUPEKTOPA
'AP® //3nanne-cumna. 2015. Ne 8. M., 2015;

Kuynruna C.C. ABToMaruszupoBaHHass  MH(OPMAIMOHHO-TIOMCKOBAs  CHUCTEMa
CBepU10BCKO# 001acTH O apXUBHBIM JJoKyMeHTaM // OteuecTBeHHbIe apXuBbl.— 2016.— Ne 6.—
C. 40-42. basa naunasix East View.

Kypuep A.E. Hudopmanmonnas cucrema ydyera ApxuBHoro ¢onaa P®D: moaxonmsl K
peanmuzanun// Bectnuk apxuBucta. — 2014. — Ne 3. — C. 37-43. Ony0iaMKOBaHO YaCTHYHO:

21


http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
https://www.top-personal.ru/officeworkissue.html?266
https://www.top-personal.ru/officeworkissue.html?290

http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-
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Jlepuenko JI.JI. ObecnieueHre COXpaHHOCTH JIEKTPOHHBIX JOKYMEHTOB B HAIlMOHAJILHOM
apxuBe CIHA // Becrnuk apxuBucra. — 2013, — Ne 4 — C. 212-223.
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-
nacionalnom-arhive-soedinennyh-shtatov-ameriki.html

JleonoB A.B., barypun IO.M. 3D- 10KyMEHT — HOBBIH THUI HAy4HO-TEXHUYECKOU
nokymenrtanuu// Tam xe. C. 192-205. http://www.vestarchive.ru/2013-2/2608-3d-dokyment-
novyi-tip-naychno-tehnicheskoi-dokymentacii.html

Kynpuna JL.P. Ilpumenenune wuHpOpManMOHHBIX TexHOJorHi B Hapo-®oMuHCKOM
paitorHom apxuBe // OredectBennble apxuBbl. — 2007. — Ne 5. — C. 85-88. baza nannsix East
View.

Hazaposa M.B. DJIAP rotoB BbINOJIHATE camble cloxkHble 3amaun / M.B. Ha3zaposa //
OteuectBennbie apxuBbl. — 2008. — Ne 4, — C. 138. ba3a nannsix East View.

Cso Ilroxysit. VYmpaBieHue OHJIEKTPOHHBIMU JOKyMeHTamu B Kwurtae: cocrosHue u
nepcnekTuBsl // OteuectBennsie apxuBbl. — 2010, — Ne 6. — C. 59-64. baza nannsix East
View.

Tepexuna T.A. basza nannbix «I'eneanorus» B Mctopuueckom apxue OMckoit o6mactu //
OteuectBennbie apxuBbl. — 2010. — Ne 6. — C. 124-125. baza gannsix East View.

Vapsaunkut Kb,  Emunaas  apxuBHO-mH(GOpMAalMOHHass cpea B KOHTEKCTE
nHpopmaTnzanuu obmecTtBa // OteuectBennbie apxuBbl. — 2009, — Ne 3. — C. 31-37. baza
naHHBIX East View..

®ponosa E.B. Dnexrponnsiii apxuB TromeHcko# o6mactu / OTedecTBEHHbIE apXUBBI. —
2009. — No 6. — C. 43-46. baza nannsix East View.

[apanosa W.JI. U3 ompita PIAHT/] mo pectaBpamuu u300pa3UTENbHBIX apXUBHBIX
marepuaioB // Bectauk apxuBmcra. — 20100 — Ne 4. — C. 55-63.
http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-
materialov-iz-opyta-rgantd.htmi

Omamera 10.FO. Undopmaruzanus apxuBHoro nena B Poccutickoit @enepanmu (1991-
2015 rr.). Hayunsie uccneoBaHus B 00JacTH NMPUMEHEHHsS] WH()OPMAIMOHHBIX TEXHOJIOTHH:
MoHOTpadusi: pEeKOMEHJIOBaHO K Tedarn pemieHneM YueHnoro coBeta BHUMIAJL / 1O.1O.
IOmarmena. M.; bepnun: Hupekr-Menua, 2016. 355 c.
http://www.hist.msu.ru/Science/Disser/Yumasheva.pdf

IOmamesa 10.1O. IlenTpanbHblii (OHAOBBIA KaTaJIOT: WICOJIOTHS CHCTEMBl U aHAIIN3
pe3ynbpTaToOB MepBoro roaa ¢GyHkiuonuposanus // Bectauk apxuBucra. — 2013, — Ne 2 — C.
175-191.  Onyb6mukoBano  wactuyno:  http://www.vestarchive.ru/2013-2/2607-centralnyi-
fondovyi-katalog-ideologiia-sistemy-i-analiz-rezyltatov-pervogo-goda-fynkcionirovaniia.html

6.2. Ilepeuenn pecypcoB HHGPOPMALHOHHO-TEIeKOMMYHUKANMOHHOI ceTu « AHTEepHeT»,
Heo0XO0MMBbIii VISl 0CBOEHHSI IMCIMILIUHBI (MOLYJIsI)

Apxussl Poccuu. [I[lopran ®enepanbHoit apXuBHOHU CIIy>KObI|; [ DIEKTPOHHBIN pecypc]| —
OnektpoH, gaH.— M., [2001].— Pexum poctyna: www.rusarchives.ru, cBo60HbINH. — 3ari. ¢
JKpaHa.

Bceepoccuiickuii HayqHO-MCCIe10BaTeIbCKUM HHCTUTYT JOKYMEHTOBEICHHS U apXHUBHOT'O
nera (BHUUJA) [Dnextponnsiii pecype] / BHUUAJ — Dnektpon. man.— M., [2001].—
Pexxum noctyna: www.vniidad.ru, cBoG0JHBIN. — 3aril. ¢ 9KpaHa.

EDOU.RU [Onexrponssiii pecypc]: LleHTp KOMIETEHIMM IO BOIpOCaM JIOKYMEH-
TAIlMOHHOTO OOECTeYeHUsl YIpaBIEHUs M apXUBHOIO jenla. — ODIeKTpoH. JaH. — [M.], cop.
2013. — Pexxum nocrymna: http://www.edou.ru/dou/. — 3aru. ¢ skpana.

ApxuBsl benapycu [DnekTponHsiii pecypc] — DnekrpoH. gaH. — M., [2006-2013].—
Pexxum noctyna: http://archives.gov.by/. cBoOGoIHBIN. — 3ar. ¢ sKpaHa.
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l'ocynapctennslii apxuB Poccuiickoit @enepanuu [DneKTpOHHBIN pecypc|: DeKTpoH.
naH. — [b.m., 2012]. — Pexxum noctyna: http:// www.statearchive.ru/index.html. — 3aru. ¢
JKpaHa.

Poccuiickuii rocyapcTBEHHbBIN apXUB HAyYHO-TEXHUYECKONW JNOKYMEHTAalUuu [DJIeKT-
poHHBIH pecypc]. — OnektpoH. maH. — [b.m.], cop. 2002-2013. — Pexwum nocryma:
http://rgantd.ru/. — 3aru. ¢ 3kpana.

Iepeuens B/l u UCC

Norn HaunmenoBaunue
/1

1 | MexnyHnapoansie pedepaTuBHbIC HayKoMeTpudeckue bJl, nocTynHble B pamMKkax
HaMoHAIBEHON rmoanucku B 2020 r.

Web of Science

Scopus

2 | IlpodeccuonanpHbie MoHOTEKCTOBBIE BJI, TOCTYyIHBIE B paMKax HAaIMOHAIBHOM
noanucku B 2020 1.

Kypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis

3 | [IpodeccronanbHbIe MOTHOTEKCTOBBIE B/

JSTOR

W3nanus no o011ecTBEHHBIM U TYMaHUTAPHBIM HayKaM
Dnexrponnas oubmuoreka Grebennikon.ru

4 | KomnbIoTepHbIE CIIPAaBOYHBIE PABOBBIE CUCTEMBI
Koncynperant Ilmtoc,
l'apanTt

7. MaTepuajibHO-TeXHUYECKOe ofecreyeHne TUCHUTITUHbI

B npouecce nzyueHus: AUCUUIIIMHBI UCHIOIB3YIOTCS KOMIIBIOTEPHBIE KJIACCHI C BBIXOJIOM B
Wnrepner, [1K ¢ npoexTopom it IeMOHCTpPALIUU PE3EHTAIUH, 3JIEKTPOHHBIE PECYPCHI pslia
roCyJIapCTBEHHBIX apXuBoB, onbanoreka PITY. lyig moaroToBKu cTyaeHTaMu pedepaToB U
Mpe3eHTalNi K HUIM PEKOMEH/IyeTCs UCII0JIb30BaHUE

CHEIHAILHOTO MPOTPaMMHOT0 00eCIIeYeHHUS.

[Iporpammuoe oGecnieueHue:

OducHblit makeT npunokenuit Microsoft;

ABBYY FineRider.

CocraB nporpammHuoro odecneyenus (I10)

Nenn Haumenosanue 110 [TIpousBoguTens Croco6
/m pacrnpocTpaHeHus
(nuyenszuonnoe unu
c60000HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JTUICH3UOHHOE
2 Microsoft Office 2010 Microsoft JIALIEH3UOHHOE
3 Windows 7 Pro Microsoft JIALIEH3UOHHOE
4 SPSS Statisctics 25 IBM JIALIEH3UOHHOE
5 Microsoft Office 2013 Microsoft JINIEH3UOHHOE
6 Microsoft Office 2013 Microsoft JINIEH3UOHHOE
7 Windows 10 Pro Microsoft JINIEH3UOHHOE
8 Kaspersky Endpoint Security Kaspersky JTUTICH3MOHHOE
9 Microsoft Office 2016 Microsoft JINIEH3UOHHOE
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8. Olecneyenue 00pa3oBaTeLHOIO MpoIecca VIS JIUL ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMM 3/10pPOBbSl U HHBAJIU/I0B

B X0A¢ peai3alu JUCHUITIIMHBI UCIIOJIB3YIOTCA CIACAYIOIUC JOIMMOJIHUTCIIBHBIC
METO/bI O6yquH$I, TCKYHICTO KOHTPOJIA YCIICBACMOCTHU U HpOMC)KyTO'—IHOﬁ arreCrainuu
o6yqa10m1/1xcs{ B 3aBUCHUMOCTH OT UX MHAUBHUAYAJIbHbBIX 0COOEHHOCTEII:

® ISl CIICIIBIX U CIIA00BUISIIUX:

- JIeKUUU OQOPMIISIOTCS B BHUAE OJIEKTPOHHOTO JOKYMEHTa, JOCTYITHOTO C TIOMOIIBIO
KOMIBIOTEPA CO CIICUATN3NPOBAHHBIM IPOTPAMMHBIM 00€CIIeUeHUEM;

- THCBMEHHBIC 3aJaHUs BBINIOJNHSIOTCS HAa KOMIBIOTEPE CO  CIEMUATN3UPOBAHHBIM
MIPOTPaMMHBIM 00eCTieueHHEM, MIIK MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecreynBaeTcs UHIMBHIYAIbHOE paBHOMEpHOE ocBerienne He MeHee 300 Jrokc;

- JUIs BBITIOJIHEHHS 3aJaHusl TPH HEOOXOTMMOCTH TIPEIOCTaBISETCS YBEIHMYMBAIOIIEE
YCTPOKCTBO; BO3MOYKHO TaK)K€ MCIIOJIh30BaHNE COOCTBEHHBIX YBEITHMUNBAIOIINX YCTPOUCTB;

- MACHMEHHBIE 3aJaHus OPOPMIISIOTCS YBEITUIEHHBIM IIPHUPTOM;

- 9K3aMEH U 3a4€T POBOISTCS B YCTHOM (hOpMe HITH BBITIOJHSIOTCS B MMCBMEHHOM (popme Ha
KOMTIBIOTEPE.

® IS TIYXUX M CITa00CITBIIIAIIHX:

- Jexnud O(GOPMISIOTCS B BHJAE DJICKTPOHHOTO JOKYMEHTa, JHOO MpenoCTaBiIsIeTCs
3BYKOYCHJIMBAIOIIAs anmapaTypa WHAWBUAIYAILHOTO MOJIb30BAHHS,

- MNCHMEHHBIE 3aJITaHHS BBITIOJHSAIOTCS Ha KOMITBIOTEPE B MMCHbMEHHOI (hopMe;

- JK3aMEH M 3a4€T TPOBOJATCA B MHUCHMEHHOW (opMe Ha KOMITBIOTEpE; BO3MOXKHO
npoBeeHnE B (hopMe TECTUPOBAHUSL.

® JUIA JIMI] C HAPYIICHUSIMU OMIOPHO-/IBUTATEIHHOTO armapara:

- JeKnuH OQOPMIIAIOTCS B BHJIE SJIEKTPOHHOTO JOKYMEHTa, MOCTYITHOTO C MOMOUIBIO
KOMITBIOTEpA CO CHEIUATU3NPOBAHHBIM ITPOTPAMMHBIM 00ECIICUCHHUEM;

- THCHMEHHBIC 3a/aHMs BBINOJHSIOTCS HA KOMIIBIOTEpE CO  CIEHUATH3UPOBAHHBIM
POTPaMMHBIM 00€CIICUCHHUEM;

- 9K3aMeH U 3a4€T NMPOBOJSTCS B YCTHOW (hOpME WITH BBITIOJIHSIOTCS B MUCBMEHHOM (hopme Ha
KOMIIBIOTEpE.

[Tpu HEOOXOIMMOCTH MIPEAYCMAaTPUBACTCS YBEINYECHIE BPEMEHH ISl TOJITOTOBKU OTBETA.

[Mpouenypa  mpoBemeHHS  MPOMEXKYTOUHOW  aTTeCTalmMud  JUii  OOyYarolIHMXcs
YCTaHABIMBACTCA C€ Y4E€TOM HMX WHAMBUAYAJbHBIX IICUXO(U3NYECKUX OCOOCHHOCTEH.
[TpomexxyTouHast aTTeCTA MOXKET IPOBOANUTHCS B HECKOJIBKO ATAIOB.

[Tpu mpoBeneHMU MPOIEAYPHl OLIEHUBAHUS PE3Y/IBTaTOB OOYy4EHHUS MperycMaTpHBaCTCs
UCIIOJIL30BAaHNE TEXHUYECKUX CPEACTB, HEOOXOJUMBIX B CBA3M C HHIUBUAYAILHBIMU
0COOCHHOCTSAMH OOYYaroUIMXCs. JTH CPEICTBa MOTYT OBITH IPENOCTABICHBI YHUBEPCHUTETOM,
WJIM MOTYT HMCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPE/ICTBA.

[lpoBenenne mpouenypbl OLEHWBAaHHS  Pe3YJAbTATOB  OOyYEHHs  JIONyCKaeTcs ¢
UCIIOJIb30BaHUEM JIMCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHA.

ObecnieunBaercs 10CTYN K MH(OPMAIMOHHBIM U OMONIMOrpaduyeckuM pecypcam B CETH
WuTepHer mis kaxjaoro oOydaromierocst B (opmax, aganTUPOBAHHBIX K OTPAaHHYEHUSM HX
3JI0pOBBS U BOCTIPUATUS HHPOPMALIUU:

® IS CIENbIX U CIa00BUASIIUX:

- B I€4aTHON (hopMe yBETUUEHHBIM HIPUPTOM;

- B (hopMe 2IeKTPOHHOTO IOKYMEHTA;

- B hopme aynnodaiina.

® IS TIYXUX U CIa0OCIbIIAIINX:

- B I1e4aTHO! popme;

- B (hopMe 2IeKTPOHHOTO JIOKYMEHTA.

e s 0OOy4aroLUXCs C HApYIIEHUSIMU OMOPHO-ABUIaTeIbHOTO arnmapara:
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- B meyaTHoOU opme;
- B (hopMe 2IeKTPOHHOTO IOKYMEHTA;
- B hopme aynnodaiina.

VY4eOHble ayIUTOPHH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSITEIBHON pabOThI, HAydHAS
O6ubIMoTeKa W MHbBIE MOMEIICHUsS JUIsi 0OY4eHHsI OCHAIICHBI CIEIHAIbHBIM 000pYIOBaHUEM U
Y4eOHBIMH MECTaMH C TEXHUYECKHMHU CPEICTBAMHU OO0YUCHUS:

® ISl CIICIIBIX U CIIA00BUISIINX:

- YCTpoICcTBOM JuIsl cKaHupoBaHUs U uyTeHust ¢ kamepoil SARA CE;

- mucruieeM bpaiinst PAC Mate 20;

- npuaTepoM bpaiing EmBraille ViewPlus;

® IS TIYXUX U CIA0OCIBIIANINX:

- aBTOMAaTM3MPOBAaHHBIM pabOYUM MECTOM Ui JIIOJeM C HapylleHHEeM cllyXa H
¢71a00 CIIBIIIIAIINX;

- aKYCTUYECKHI YCUIIMTENb U KOJIOHKH,

e st 00yJaroIUXCs C HAPYIICHUSIMU OMOPHO-ABUTATEIBHOTO armapara:
- IepEIBMKHBIMH, PETYIIMPYEMBIMHU d3proHOMUYeckuMu mapramu CU-1;
- KOMITBIOTEPHOM TEXHUKOM CO CHEIMaTbHBIM ITPOTPaMMHBIM 00ECIICUEHUEM.

9. MeToauyeckne MaTepuaJibl
9.1. [Tmaner m1abopaTOPHBIX (MMPAKTHYECKHX) PAabOT U METOINYECKHE YKa3aHUS IO UX
BBITIOJIHEHUIO

Tema 1. OcHOBHBIE OOBEKTHI aBTOMATH3AIMK 0a3bl TAHHBIX B apXMBHOM jefie. 12 Jacos.
Coznanmne snexkrporHoi apxuBHO# omucu B CYBJl FoxPRO for Windows. 4 gaca.

Henp paOoThl: H3ydyeHHWE TPUMEHEHHUS TEXHOJOrMH 0a3 JaHHBIX MpPU CO3JAHHUU
aBTOMATU3UPOBAHHBIX HHPOPMAIIHOHHO-TIOUCKOBBIX CHCTEM.

B pe3ynbraTe paboThl CTYAEHT AOJKEH 3HATD:

- KJ1acCU(DUKAIMIO U OCHOBHI IocTpoeHus apxuBHbIX AUTIC;

- MpEeUMYyIIeCTBa U HenocTatku pensiuuoHHbIX CYBJl mpu co3maHuu apXUBHBIX
AUIIC;

- NPUHUMUIT IPEEMCTBEHHOCTH TPAJULMOHHBIX U aBTOMAaTU3UPOBAHHBIX apXMBHBIX
CIIPAaBOYHHMKOB U €r0 OCYIIECTBICHUE HA IIPAKTHUKE.

B pesynbrate paboThl CTYAEHT AOKEH YMETh:

- BBICTYIUTHh B POJIM MOCTAHOBIIMKA 33[a4l M pa3paboTaTh TEXHUYECKOE 3aJjaHHe
npu coznanuu AUTIC na 6a3ze apXuBHOM OMKUCH.

[IporpamMmmuoe obecrieueHue:

- CYB/I Fox Pro for Windows ot ot 2.6.

Pazgarounbie maTepuab:

- Onuce GoHna.

- [IpakTuueckoe 3aganue

[Tepen Hauamom paGOTHI BCTIOMHUTE:

- Y10 moHUMAIOT 10 0a30i JaHHBIX?

- KakoBa cTpykTypa 6a3 JaHHBIX U B 4eM OCOOCHHOCTH PEJSIMOHHON MOJenu
TAHHBIX?

- KakoBsl aTansl co3nanus 6a3 1aHHBIX?

- KakoBsl pasHoBunHOCTH apxuBHbix AUTIC?

ABTOME[TI/I3I/IpOBaHHBIC I/IH(I)OpMaI_II/IOHHO-HOI/ICKOBBIG CIIPpaBOYHHUKHU B apxuBax

CO3Jar0TCA IJid  YCOBCPIICHCTBOBAHUA HAYYHO-CIIPABOYHOI'O anrapara, MHOTOACIICKTHOTI'O
OCJICCBOIO IMOKUCKA peTPOCHCKTHBHOf/'I I[OKyM@HTHOfI I/IH(I)OpMaI_II/II/I.
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Coszganne AUTIC BxiIrogaeT B ce0d HECKOJIBKO ITAIIOB.

1. OO0mas mocTaHOBKA 3a/1a4d, pacueT 3aTpar Ha BHenperune AUTIC,
pacuet sKoHOMUYecKoi dppexTuBHOCTH BHEApenuss AUIIC.
2. Co3nanune nnponornyeckoit moaenu bJ[. Ha atom stane naxn

npoektoM AUITIC paboraer apxuBuct. Onpenensercs Te-

Ma Wi KomIiulekc gokymeHntoB, tun AUIIC (MexdoHmoBas, MexapxXuBHast),
OTIPENIENAIOTCS OOBEKTHI OMMMCAHUS U MX aTpUOyThl, HA3HAYAIOTCS MHACHTH(PHUKATOPHI 0OBEKTOB
Y OTIPEIEIISIOTCS TUIIBI CBSA3EH MEXIY 00ObEKTaMHU.

3. Coznanue paranormueckod mozenu bJl Ha 3TOM 3Tame apxuBuUCT paboTaer
COBMECTHO ¢ mporpamMmucTtoM. IIpoucxoautr BbIOOp Mojenu (CTPYKTYphl JIaHHBIX), B
COOTBETCTBUH C HEW MPOBOJMUTCA CTPYKTYpPUPOBaHHE JAHHBIX, HOpMaJW3alus TaOJUI, BBIOOP
kiroueit, Beioop CYB/I.

4. Coznanue pusnueckoit b/I. Ha aToM 3Tane mporpaMMHUCT peaiu3yeT CpercTBaMu
KOHKPETHOW CHCTEMBI yIIPaBICHHUS Oa3aMu

nanubeix CYBJ] nmpoext AUTIC.

Nudopmanus B BJ] Tuna d BASE, k xotopsim otHOCuTCs CYBJ]

FoxPro, xpanutcs B nBymepHbix Tabmunax. Crosler; TaOnuilbl Ha3bIBA€TCS IOJEM,
CTpoka — 3amnuchro. Paitn-Tabauia uMeer Npou3BoibHOE (Jitoboe) ums u pacmupenue *.DBF.

Coznate ".DBF-daiin — 3HauuT ompenenuTh Ha3BaHWE, TUIl U JUIMHY (B CHMBOJIAX)
Ka)KJIOTO CTOJIOA TaOIHIIbI.

Coznaiite gaitnel fond. DBF, opis.DBF, delo 1.DBF u delo 2.DBF.

3arpysute FoxPro.

Haitgute B MeHto myHKT «Daitny, MEJIKHUTE 10 HEMY, HAUIUTE B

MOAMEHIO MyHKT «C03/1aTh», UIEIKHUTE [0 HEMY.

[TosiButcst nuanoroBoe okHO «Co3aathy IllenkauTte mo «Tabnuia.

DBF.».

[TosiBuTcst qraioroBoe okHO «CTpyKTypa Tabauib». Beeaure

MMeHa TOJIeH, TUIIBI U Pa3MepBI.

[IpaBuna, Mo KOTOPHIM MOXKHO JaBaTh UMEHA MOJISAM:

- TOJIBKO JJATUHCKHE OYKBBI;

- He Ooubiie 10 3HAKOB;

- HEJb3s UCTOJIb30BaTh Mpode;

- BMECTO ITpoOesia MOKHO MCIOJIB30BaTh NoauepkuBanue: delo_n4;

- HEJb3s1 HAUWHATH UM 1TOJIsl ¢ HU(PBI, HO HU(PBI UCTIOIB30BATH MOXKHO.

Hampumep:

Nomer_fond («a» He moMecTUIOCH, T. K. 3T0 11-i 3HaK).

Tunsl noneu:

Carascher — cuMBOJIBHOE, T.€. TEKCT (pasmep A0 254 Oaiir).

Numeric — umci0, MOxHO apo0b (10 10 Gaiir).

Data — nara (8 6aiit: 00.00.00).

Logical — tpeOyroiee otBeta a niun HeT (Beeraa 1 Gaiit: 0 wim 1).

Memo — nmpumeuanue. Pasmep He orpaHuYeH, HO MMOKMCK 3a4acTyiO 3aTPy/IHEH.
General — BcraBka 00bekTa (KapTHHKH, TEKCTa), CO3IaHHOTO

JIPYroy MporpaMMOM.

ITocne BBoga Beex noneit menkaute OK.

CoxpaHuTte TaOIUILY 110J] COOTBETCTBYIOIIUM UMEHEM.

[Iporpamma npeuoxuT BBecTH 3anucu. Beeaure 10 3anuceit B Ta-

onuny: delo 1.DBF u delo_2.DBF. B ocranpHble — 1O OHOM 3aITUCH.

s BBosa npumeuanuii: {CTRL+PGDN}.

Coxpanuth naHHble U 3akOHUUTH BBOJ: {CTRL+F4} nmu ®aitn —
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3akpbITh. J[aHHBIE COXPAHSTCSI aBTOMAaTHYECKH.

2. 3arpy3uTe cHavajla OJIHy TaOJIuIly.

BA3A TAHHBIX — ITPOCMOTP — OTKPbLITE.

VYKaXure AUCK, KaTajor U (ailin HyKHOW TaOIUILIBL.

3. 3arpy3us tabnuny delo 2.DBF, naiinute B Heill Bce 3amuc, B

KOTOPBIX YIIOMUHAIOTCS IPUKA3bI.

3AIINCB-ITOUCK.

B oxne «llouck» menkaure «lsp» — OTKpoercss OKHO «l'eHeparop  BBIPAKECHHID.

CneBa BwIOepHUTE TIOJIC, ABAXKIBI MICIKHUTE TI0 HEMY (BaM HYXHO I0JIe C BHJIAMHU JIOKyMEHTOB).
[TosiBuTCS OKHO C WMeHeM TaOMuIBI UM ToNs. BBeauTe 3HAUYeHHME TOJS B KaBBIYKaX:
«TpuKa3b» (BCE, YTO HE YUCIO, BBOAUTCA B KaBbIukax). lllenkuure «OK».

[Ipunymaiite 1 BHIIOJHUTE €11€ HECKOJBKO YCIOBMM MOUCKA JJIs BceX (hailiioB.
4. PegaktupoBaHue TaOIUIIBL.

JloGaBbTe emie 3anuck B Tadbauny delo 2.DBF.

Ortkpoiite ee (11. 2). BeiGepure pexxum npocMoTpa (TabIudHbIN

WJTU TIO 3aITUCSIM).

Jlo6aBbTe mycTyto cTpoky B KoHIe Tadbuuibl: { CTRL+N}.

Breaute nndopmarmio.

W3menuTte naHHble B YK€ TOTOBOM TOJIE: IBAXK/bI IIETKHUTE IO

HEMY U BBEIUTE HOBBIE JIaHHBIE.

VY panute nocnenHiowo 3anuck Tabnunsl delo 2.DBF.

Haiigure o6pedennyto 3anuck. [1{enKHUTE MBIIIBIO IO TEMHO-

My MpPSIMOYTOJIBHUKY CJI€Ba OT COOTBETCTBYIOLIEH cTpoku Tabnuubl. Halimure B MeHIO

«bA3A JAHHBIX», menkaute «Y 1auThy

(«YmakoBathy), meiakaute «JJA». Jlpyroi Bapuant — «3AIIHNChy,
«YIAAJIATb».

Jlo6aswte B (haiin fond. DBF mone «Opisi» 11t BHECEHUS CBEICHUM O KOJTUYECTBE OMUCEH

Kaxioro (onna.

«OKHO» — «BU[I». OTkpoiiTe n3mensemyto tadauity. Lllenkau-

Te o «Ycta"HoBkay. [losButcsa nuanoroBoe okHO «Y CTAHOBKAY.

Ilenxaute mo «CTPYKTYPA — U3MEHUTDy. IlosBuTcst okHO

«CTPYKTVYPA TABJIMLbI». JIucraiiTe cuucok mojiei 10 KOHIIA.

YcraHoBHUTE Kypcop Ha HIDKHEM, ITyCTOM ToJie. BBeauTe ero xapakTepuCTUKU (UM, TUIT

U pa3mMep).

OcHoBbI HHGOPMAITMOHHOTO TOKCKA.

3asepiute BBo 10 3amuceii B ¢aitnel fond.dbf, opis.dbf, delo.dbf,

delol.dbf.

Otcoprupyiire 3anucu tadbnuisl delol.dbf. mo Bo3pacTanuro

Ne ponpna, onucu, nena u 3amnucu.

Ortkpoiite HyxHYyt0 Tabnuny OKHO-BU-ITPOCMOTP-BA3A-COPTUPOBKA.
Bri6epute none B ciucke «BCE [TOJIS», nBaxabl METKHUTE 110 HEMY.

Breibepute COpTUPOBKY 1O BO3pAacTaHWI0O WM TIO YOBIBaHUIO, IIEIKHUTE IO

COOTBETCTBYIOLIEMY (PIIAXKY.

Bribepure cneayrolee noje aHaJIOTHYHO, IieakHuTe no ¢iaaxky BO3P/YBbIB.
CoxpaHuTth, BBeuTe UM Qaiina.

Ilenxaute «OK».

2. [Ipounnekcupyiite 3anucu tadbauisl delol.dbf mo andasuty

BHJIOB IOKYMEHTOB.

B mento nHaiigute nyHkT BA3A — HACTPOMKA.

B o6nactu UHAEKCBI — JOBABUTD. [laiite unnexcy ums ¢ pacmmpennem CDX

(KOMILIEKCHBIN caMOOOHOBIISIFOIIHICS HHAEKC) 1 uMeHeM delol, coxpanure ero.
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B criucke [TOJIS menkHuTe MO MIMEHU TOJIsA, IO KOTOPOMY OyieT

IIPOBOJUTHCSI MHJEKCUPOBaHUE. BpiOepuTe, 10 BO3pacTaHUIO WK

yOBbIBaHUIO OyJIeTe HHIEKCUPOBATh, MISIKHUTE [0 COOTBETCTBYIONIEMY (hiakky. Beenure
cremyromee uUMs moJjisi U cHoBa mienkaute mno (uaxky BO3P/YBBIBAHUS. Illenkaure mo
JOBABUTD, OK.

3. OcyiiecTBUTE MOUCK BCEX MPOTOKOJIOB B ponie Moxkaiickoro YUKA.

3AIMNUCH — UCKATDB». Tak MOKHO UCKaTh TOJIBKO MO MPOUHIAECKCUPOBAHHOMY TOJIIO.
Hossutcst «KKOHCTPYKTOP BbIPAXXEHUM». B o6macti «3nauenne misi SEEK» BBecTH
3HAYEHHE /7S TIOUCKA B KaBBbIYKaX, €CJIM 3TO TEKCT («poTokoiiby). llenkuure OK.

4, Ocy1ecTBUTE MOUCK BCEX JIOKYMEHTOB (POHJIA, aBTOPOM KOTO-

pbIx saBisiercss Moxkarickuin YHUK.

Haiiyre neno Ne 5. 3AIICh — HAWTH. Unjekc He BaxkeH.

[enxuute mo «FOR» (mms).

Bri6epute nosne B ciucke «I1OJIE», nBaxapl MEIKHUTE 10 HEMY.

[locTaBpTe normueckuii omepatop (B JaHHOM Ciy4ae =) M BBEIUTE 3HaueHue (B
KaBBIYKaX, €CJIM 3TO TeKcT): aBTop= «Moxkaiickuit YUK». [llenxkaurte «OK».

5. OcyniecTBUTE MOMCK BCEX JOKYMEHTOB, I/l YIOMHHAETCs 0 che3aax CoBETOB.
«TPABKA — HAUTW». be3 Bcskux kaBbluek BBeanute «Che3m» 1 HaxMuTe «OK»,
6. OcymiecTBUTE MOKUCK BceX MpPoTokoyioB Moskaiickoro YUKA B 1 omucu donma

Moxarickoro YUKA. JIns 3TOro Hy’KHO IOCTPOUTH

sanpoc: DANI — CO3JATh. Illenkuure no puaxky SAITPOC — CO3JIATb.

none «KPUTEPUU OTBOPA» BBegute mons, omeparopel M UX 3HAYECHUS
(BUI_NMOKYMEHTOB — Mox0xe Ha — «lIpoTokomas u 1p.)

BriGepuTe mosist pesynprara.

Ilenxaute mo «BBITIOJIHUTDH 3AIIPOCH.

KoHTpoJibHBIE BOIPOCHL:

1. Hazosute stanel cozmanus AMIIC. KakoBa poib apxuBHCTa Ha KaXKIOM H3
JTaIoB?

2. HazoBuTe n3BecTHbIC BaM MOJIeTH (CTPYKTYPhI) TaHHBIX?

3. B gem npeumyiiecTBa U HEJOCTATKH PEIISIIMOHHON MOJICTN JaHHBIX ?

4, KakoBa meronuka noucka nadopmanuu B AUTIC?

5. Kakum oOpazoMm oOsierdaeTcsi TPy COCTaBHTENs SJIECKTPOHHOW OMHUCH TIO
CPaBHEHUIO C TPAJAUIIMOHHOM?

6. B uem nmpeunmyiecTBa 31€KTPOHHOM OMUCH THepe]] TPAAULIIMOHHOM C TOYKU 3pEHUS

METOJIUKH MTOMCKa HHPOpMAIUH?

Jlureparypa:

l'apckoBa .M. ba3pl u 0aHKM JaHHBIX B HCTOPHYECKHX HccieAaoBaHUsx. M., 1994,
Yacts 2. Texnonorus 6a3 ganaeix. C. 47-84.

Kucenes M.H. O6 aBromatuzanmu HCA x apxuBHbiM gokymenTtam / W.H. Kucenes //

WNudopmanmronHslii 6roserens acconmanuu «Mcropus u kommbrorepy. — M., 1998. — Ne 23.
— C. 22-30.

Tema 2. CocTaBiieHHE YYETHBIX JOKYMEHTOB U CO3/IaHUE IMACIOpTa apXHUBa C IMOMOIIBIO
o011eoTpacieBbIX nporpaMm «ApXuBHbIN GoHI» 1 «POHIOBBIN KaTajaor». 4 Jaca.

Lenb paboThl: OCBOEHHE CTYJICHTaMU OCHOB (DYHKIIMOHHPOBAHHS OTPACIEBOI CHCTEMBI
aBTOMAaTU3UPOBAHHOIO LIEHTPAJIN30BAHHOTIO yyeTa JOKYMEHTOB.

B pesynbrate paboThl CTYIEHT JOJIKEH 3HATh:

- Ha3zHaueHue U (QyHKLNHU, OCHOBBI HHTEp(delica mporpaMmbl «ApXUBHBIN GOHI»;

- Ha3zHaueHue U (yHKLNHU, OCHOBBI HHTep(eiica mporpammsbl «POHIOBBII KaTaIor».
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B pesynbrate paboThl CTYIEHT JODKEH YMETh:

1. pabotate c mporpamMmoil «ApxuBHBI (OHI» B pEKHUME IMOJB30BATENS U
aIMUHUCTPATOPA;
2. BBOJIUTH JIAHHBIE U3 JOKYMEHTOB BHYTPEHHEIO Y4ET apXUBa

(;mucta onpga, onmceit) B pa3iesibl OCHOBHOTO MEHIO IIPOTPaMMBbl «APXUBHBINA (OHI» —
(boHI, ONHCh, IBIKEHHE JOKYMEHTOB;

3. CO3/1aBaTh C MOMOIILIO TIPOTPAMMBI «APXUBHBIN (DOHID ACTIOPT apXHBa;

4. HacTpauBath nporpammy «@DOHIOBBIA KaTallor» B PEKUME aIMUHUCTpaTopa U
OCYIIECTBIISTH SKCIIOPT JAaHHBIX U3 MPOTpaMMbl «ApXuBHBIN QoHI» (AD);

o. [0JIy4aTh CBOJIHBIN Macnopt apxusa B nporpamme «Don10BbIN KaTanor» (PK).

[IporpammuOe obecnieueHue:

1. [porpamma «APXVMBHBIM ®OH/I» 2.0 mwiu 3.0 for Windows (DenepanbHas
apXuBHas CIIyX0a).

2. [porpamma «®OHJIOBBIN KATAJIOI CYBBEKTA ®EJEPALIUN» 1.0 for
Windows (®enepanbHast apxuBHas ciyx0a).

Pasgarounbie maTepuains:

- 3ar0JIHEHHBIN JTUCT QOHIA.

[IpakTrnueckoe 3a1anue:

[lepen HauasoM pabGOThI BCIOMHUTE:

1. KaxoBbI ri1aBHbIE 3a/1a4u y4eTa JOKYMEHTOB B apXuBe?

2. B ueM oTnmume BHYTPEHHEro ydera JOKYMEHTOB OT LIEHTPAJIW30BAHHOIO y4yeTa
JIOKYMEHTOB?

3. UYro sBisieTCs eAMHUIEN y4eTa apXUBHBIX TJOKYMEHTOB?

4. KakoBbl OCHOBHbBIE (JOPMBI yueTa TOKYMEHTOB B FOCYAapCTBEHHOM U BEIOMCTBEHHOM
apxuBe?

OO6m1ee 3HAKOMCTBO € MTPOTPaMMOM

Barpysure Word for Windows. Ortkpoiite daitn  C:/WFOND/DOC/manual.doc.
3akoHcnektupyirte pazaensi: HASHAUYEHUWE

[MPOI'PAMMBI, CTPYKTYPA NHOOPMALIMOHHOI'O MACCHBA.

Ipocmotpure pasmenst M3MEHEHUE IIAPOJIEM, MEHIO B PEXUME
[TOJIB3OBATEJIA U PEJAKTOPA, ITYTEBOJUTEJIb.

CeepauTe ¢aiin, He 3aKpbIBasi €ro.

Bo3pmute JIMCT ®OHJIA u BBeauTe nanHbIe B Ta0IuIb b1

«ApXUBHBIN (HOHIY.

Jli1s aToro:

3arpysute nporpaMmmy A® u BoiuTe B Hee MO MaposieM «2» (perakropa);

BbIOepuTE B rinaBHOM MeHI0 myHKT ®OHJI; nepen Bamu mosiBUTCS CMCOK BBEACHHBIX
panee dhonmoB; HaxMuTe Enter. Bol Botinete B pazgen @OHJI.

Haynure ¢ ITOCJIEJJHEI'O no Bpemenu nepenMmenoBanus (onmoobpazoBatens. Ero
BBeauTe B Tabimuiy @OH/I, nepBslii skpaH,

TOJISI KIIOJTHOE Ha3BaHUe (POH/IA», «COKpAIIEHHOE Ha3BaHue (HOHIa.

BBenure Takke naHHBIE B TOJNS «HOMEp (OHIA», «KATETOpHUS», «HAUAIbHAS JaTay;
«KOHEYHAs 1aTay.

bonee pannue Ha3Banus pongooOpazoBarens sBenute B paznen IEPEMUMEHOBAHUA
(mynkt BepxHero meHto PA3JIEJIbI), 0603HauuB qaThl KaXA0TO HAa3BaHUS.

Urak, Ber BBenmu B B/l obuiue cBenenus o (oHAe M3 MEPBBIX pa3ienioB JmcTa GoHIA.
[Iponomkaem nocinea0BaTENbHO MMOMOIHATD

nanHble 0 Hamem ¢onae. Chenyromuid pasaen aucra GoHaa — «Y4eT HEOMHCAHHBIX
MaTepuaioBy (T.€. POCCHINH).
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1. BBeaure naHHBIC O KOJIMYECTBE €IUHHII XPAHEHUS! POCCHINU M3 paszena jJucta GpoHaa
(yuet HeonucaHHbIX MaTepuanoB) B paznueln «IBVXEHUE JJOKYMEHTOBy. [lns sToro:

- BbIOepuTe MyHKT BepxHero MeHio «PA3JIEJIbI»;

- Be10epuTe noanyHkT «JIBVMOKEHUE JOKYMEHTOB», nanee — JJOBABUTD,
POCCHIIIb, ENTER. IlocienoBareibHo

COXpaHsisl, BBEUTE BCE IOCTYIUIEHUS M BCE BBIOBITUS POCCHINHU, YKa3aHHbIE B JIUCTE
donma.

2. Crnenyrommii pazmen nucra GoHIa — y4eT ONMUCAHHBIX JTOKYMEHTOB. BBenure B
noapazaen OIMMCU (nyukr Bepxuero meHto PA3JIEJIbI) mannbie 0 HOMepax, Ha3BaHMSIX
KpallHUX JaTax OIKCEH, 3alMCaHHbIX B JUCT (oHma. Bribepure cOOTBETCTBYMOMUI BHIaM
JOKYMEHTOB «THUII OTIUCH».

3. Beenute B noapaznen «IBUWKEHUE JJOKYMEHTOB)» (yHKT BepXHEro MeHIo
PA3JIEJIbI) nanHbie 060 BceX MOCTYIMJIEHUS U BBIOBITUSAX ONMMCAHHBIX MaTEPUaJIOB, YKa3aHHBIX
B jucte (onaa. s storo obparurech k noanyHkry meHio «JIBMKEHUE IOKYMEHTOBy,
BeiOepuTe [JOBABUTD. Kak Bumaute, nepen Bamu Bo3HuK crnmcok omuced ¢onma. Beibepure
HY)KHYIO OIHMCh, B KOTOpPOM MpPOM30IUIO JBHUXKEHHE IOKYMEHTOB. BBeaure roj IBUKEHMUS,
BBIOEpUTE BUJ JBWXKEHUS, U, CAMO€ TJIAaBHOE, KOJIMYECTBO MOCTYNMBIIUX WM BBIOBIBLIIUX JIEIN,
MOCJIEIOBATEIIFHO COXpaHss Kaxayto 3anuch (MyHKT HuxkHero MeHio « COXPAHUTDy).

4, CuoBa oOpatutech k Word for Windows. Ilpouwnraiite pazmen 8 «MEHIO
AIMUHUCTPATOPAY. 3anumunte MyHKTHl MEHIO. 3aKpoiTe ¢aii.
o. 3akpoiite mporpammy AQ W CHOBa 3arpy3Wre €€ TOJA TapojieM «3»

(ammunaUCTpatopa). Boitnute B pazaen [TACIIOPT. 3amonauTe Ha3BaHWE apXWBa, YKa3aHHOE B
mucte ¢onma. [lenkaure mo CHUTATH CBO/IHBIE. U nosyunrte cBOgHBIC JaHHBIC MACOPTa.
IllenxkauTe Mo CHEI[YIOHH/Iﬁ OKPAH u npocmotpure [TACITOPT APXVBA.

3akpoiite nporpammy AD.

6. 3arpy3ute MS Word.

3arpysure ¢aitn FK/DOC/Manual./doc.

7. 3aKOHCIIEKTUPYHUTE pa3/Ieiibl:

Haznauenue nporpammsl,

CrpykTypa uH(pOpPMALIMOHHOTO MaCCHUBA,

OOHOBNIEHUE TAaHHBIX.

8. Barpysute mporpammy ®OOHJOBBIM KATAJIOI' mox mapoimem  «3»
(apMuHUCTpATOpA).

Boiinute B pazgen OPI'AH YIIPABJIEHUSI.

Brenenue B paznen [IOJIHOE HA3BBAHUE nanubie 06 oprane

yIpaBJeHHs apXUBHBIM JesioM. Hanpumep, ApXuBHBIN 0TAET NpU

aaMuHHCTpanuu Bonoroackoi oGmacru.

B paznen COKPAILIEHHOE HABBAHUE — AO Bousoroackoi

obacTu.

Anpec: Bonorna, yn. Jlenuna, 20, 122151.

CoxpaHuTte 1aHHBIE.

9. Boiinute B paznen APXUB, BBeaute nanublie (13 aucta GpoHaa)

B IOJIS:

I[IOJIHOE HA3BAHUE APXWNBA; COKPALIEHHOE HA3BAHUME (nanpumep,
I'ABO).

AJIPEC APXVBA, Boibepute coorerctBytouinii YPOBEHb u TUII (manpumep, s
[IMAM — myHununanbHbii apxuB). COXpaHUTE TaHHBIE.

Bribepure B crnmcke Bam apxuB. Haxwmure ENTER, Ha Bompoc mnporpammsl 00
uctouHuke AaHHbix BBemute aapec G\wfond\DBF, menkaure mo SELEKT, B mynkre 'OJ]
MIOCTAaBbTE CaMbli paHHUIM ToJ, 3a KOTOpbId y Bac Obl10 m3MeHeHMe (MOCTYIJICHHE WIN
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BbIObITHE) ydeTHBIX gaHHbIX. Haxwmure ENTER. J[loxauTech TOSBICHUS HAIMHUCH
OBHOBJIEHUME JOAHHBIX VCIIEIIHO 3ABEPIIEHO. [lannsle nporpammsl A®
ckonupoBaiuch B nporpammy OK. Haxxmure ENTER.

10.  3axkpoiite mporpammy @K u ermie pa3 3arpy3ute ee ¢ mapoiem «2» (peaakTopa).

Tenepp MaccuB y4YeTHBIX JaHHBIX PETrMOHA NOIOJHMICS JTaHHBIMU Bamiero apxusa.
Yoemurecr B 3ToM. Otkpoiite pazgen APXMB®WJIIbTP. Bribepute Bam apxuB, HaXMuUTE
BBITIOJIHUT.

Boiigute B paznen ®OH/I Bei6epute Bam apxus, Haxxmure ENTER.

[IpocmoTpure usrorosneHHbli Bamu [lacnoprt apxuBa B pasgene ITACIIOPT (myHkT
BepxHero Mmento PA3JIEJIBI).

PaboTast ¢ mporpamMMoii, MOKHO TOJIy4HThb CBOAHBIM MacnopT mo Bamemy apxuBy 3a
pasHble rojipl (noapasaen «CBOAHBIN NacmopTy).

Jist aero ciykat noapaszaensl «J{unamuka — abe.»; «dunamuka %»?

KoHTponbHBIE BOITPOCHL:

1. [loueMy uMEHHO y4yeT JOKYMEHTOB CTajl OJHUM W3 MEPBOOYEPEIHBIX
HaIpaBJIEHUH KOMIBIOTEPU3ALMN apXUBHOTO Jienia’?

2. B uem BaxHOCTh NMpHUMEHEHHs OOLIEOTpACNIEBbIX (THMOBBIX) 0a3 JaHHBIX IS
BEJICHUS y4yeTa JOKyMEeHTOB ApxuBHOro gonaa PO?

3. KakoBel  mpeumyiiecTBa  aBTOMAaTHU3UPOBAHHBIX  CHCTEM  ydeTa  Iepen
TPaJMLIMOHHBIMU YYETHBIMU CIIPABOYHUKAMU?

4. HazoBure ocHoBHble QyHkiuu AWNIIC «ApxuBHblii ¢GoHI» U «DOHIOBBIN

Karasor cyobekta deaepanuny.

5. Kak cTpouTcs aBTOMaTH3MPOBAHHAS CUCTEMa IIEHTPAJIM30BAHHOTO y4eTa JOKYMEHTOB
ApxuBHoro ¢honga PO?

Jluteparypa:

1. BpemeHHbIi NOPSAJOK aBTOMaTU3WPOBAHHOTO TOCYJApCTBEHHOTO y4eTa JIOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoit ~@Denepanuu, XpaHAIMUXCS B  TOCYIApCTBEHHBIX U
MYHUITMTIATBHBIX apXuBax (yTBepikIeH nmpuka3zom Pocapxusa ot 23.10.2000 Ne 64.

2. Enmuneit  mopspmox  3amoiHeHus — nosied EguHOW  aBTOMATH3WpPOBaHHOM
MH(OPMALIMOHHONW CHCTEMBI, COCTOSIIENH M3 MPOrPAMMHBIX KOMILIEKCOB «APXUBHBIA (OHI,
«DoHmoBEIN KaTanory, «lleHTpanbHbiii GoHAOBEIN KaTamor». [Ipoekt. / M.: 3A0 «AJAIIT»,
20135 Poccust (2002—2010 roapr)»

Tema 4. CoznaHue y4eTHBIX JOKYMEHTOB apXMBa M IaclopTa apxuBa C IOMOILBIO
IIPOrpamMMsbl «YUeT apXuBHOTO (poHIa». 8 4acoB.

Lenp pa®oThl: OCBOCHHE CTYAEHTAaMH METOAMKHM aBTOMAaTU3HMPOBAHHOTO BHYTPEHHEIO U
LEHTPAJIU30BaHHOTO Yy4Ye€Ta apXUBHBIX JOKYMEHTOB, IpuUMeHseMON B I'naBapxuse r. MOCKBBIL,
pUOOpeTeHNE HABBIKOB CPABHEHUS IIPOTPAMMHBIX IPOIYKTOB.

B pesynbrate paboThl CTYIEHT JOJDKEH 3HATh:

- Ha3HaueHue U (PyHKLIMH, OCHOBBI MHTepdelica mporpaMMmbl «Y4eT apXUBHOTO
bonmax;

- paznuune Mexny pexumoM nonosHeHus b/l B pexume ®OH/I- OIIMCb u B
pexume AKT.

B pesynbrate paboThl CTYIEHT JOJDKEH YMETh:

- HacTpauBaTh MporpaMMy «Y4eT apXUBHOTO (pOHIa» B peXHME aIMUHUCTPATOPA,
BBOJMTH TOJIb30BaTENEH 1 BEIOUPATh (POPMBI OTUETA;

- paboTate B mporpamMmMe «Yuer apxuBHOro ¢ouaa» B pexxume OOH/I-OITNCH,
BBOJMTH JIaHHBIE U3 JJOKYMEHTOB BHYTPEHHEIO Y4eT apxuBa (JIucTa (GoHIa, ONHUCEH) B pa3/ieibl
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OCHOBHOTO MEHIO mporpamMmbl «Yuer apxuBHoro ¢onga» — D®OHJ — ITOIIOJIHEHUE B/;
OIIMCh — ITOIIOJIHEHUE B/1, EA. XPAHEHUNSL.

- C03/1aBaTh C MOMOIIBIO IPOTPAMMBI «YYeT apXUBHOTO (OHIa»

naucT GoHJA, KHUTY ydeTa IMOCTYIUICHHH apXuBa, CIUCOK (hoH-

JIOB U IPYTHE JTOKYMEHTHI BHYTPEHHETO y4eTa.

[IporpammuOe obecnieueHue:

WHTerpupoBanHas aBTOMATH3MpOBaHHAsE cUCTeMa «Yder apxuBHoro ¢onga» (AO
Wucodr).

Pasgarounbie maTepuais:

- 3aroTHeHHbIE JIMCTHI (POHIOB Ha J1Ba (hOHJA,

- Omnuce nen donmaa,

- PykoB0ACTBO MOJIB30BaTENS IPOrPAMMBI «YUET apXUBHOTO (DOHIA».

[IpaxTnueckoe 3aganue 1-4 yaca. [lepen Hauamom paboThI

BCIIOMHUTE:

1. Kakue yderHble JOKYMEHTHI MO3BOJISIET MOJYYUTh W pacleyaTrarb Hporpamma
«ApXuBHBIN (POHI»?

2. KakoBbl OCHOBHBIE JOKYMEHTBHI UM JOIOJIHUTEIbHbIE JAOKYMEHTHI BHYTPEHHEIO
ydeTa B roCyJJapCTBEHHOM apxuse?

3. KakoBbl OCHOBHBIE JOKYMEHTBHI M JONOJHUTENIbHBIE JTOKYMEHTHI BHYTPEHHEIO

ydeTa B TOCYJapCTBEHHOM apXuBe?

WuTerpupoBanHas aBTOMaTU3UpOBaHHAsl cucTema «Yduer apxuBHoro ¢ouaa» (YAD)
npeAHa3HaueHa IS BEICHHUS LICHTPAIM30BaHHO- IO ydeTa JOKYMEHTOB Kak O apXHBY, TaK H 110
apXUBOXPAHWJIHIILY.

Cucrema pazpadotana ¢pupmoit «Macodp™ miis [AY r.MockBsI.

HaunuTe 3HaKOMCTBO C TPOrpaMMoOii C JEMOBEPCHUH.

3arpysure Microsoft Internet Explorer (ITyck — ITporpammer — MS Internet Explorer).

B none «anpec» BBenqute www.insoft.ru. Jlosxkaurech 3arpysku caiira.

lenxuuTte no 3acraBke «JlemoBepcuny». Jloxxanrech 3arpy3ku CTpaHUIIbL.

lenkuute 1o mnepBoit crtpoke «MHTerpupoBaHHash aBTOMATHU3HpPOBAHHAS cHCTEMa
MOCKOBCKOTO rOpOICKOr0 00BEANHEHUS aPXUBOBY.

JloxxauTech 3arpy3Ku CTpaHHIIb.

Bri6epute mynkr menro «[IOMOIIby, BolimuTe B pazaen «O cucreme», BHIIUIIUTE B
TeTpajlb JaHHbIE O IporpaMMe u pazpadoruuke. [llenkuure mo OK.

Boiinute B myHkT MeHto «AKT». lllenkuute no «HOBBIN AKT»

CJIeBa, CAMOCTOSITENILHO OIPENEIUTE M 3alUIINTE MOCIeI0BATEeIbHOCTh NEHCTBUN Ui
BBEJICHUS B aKT MEpepabOTKU OMHCEIA:

BBenenus yuetHbix qanHbix 1o HoBoit omvicu Ne 3.

Vnanenus Bcex geir onucu Ne 3.

Boiinute B mynkt mento BEJIEHUE YYETHBIX JOKYMEHTOB.

CaMOCTOATENBHO YCTAHOBUTE MOCIEI0BATEIbHOCTD ICUCTBUM:

HEOOXOIMMBIX JJIsl BBEJICHUS CBEICHUN B JIUCT (DOHJIA;

HEOOXOIMMBIX JJIsl BEJICHHsI cTiicKa (POHIOB;

HEOOXOIUMBIX, JJISi TOJNy4EHHUS CBEACHUNM O COCTOSHUM KaXJOW €IMHMIIBI XpaHEHUS
(BHUMATENBbHO CMOTPUTE Ha Pa3/eibl TNIABHOTO MEHIO BBEPXY).

VYcraHOBUTE M 3aMILINTE, KaKWe TOKYMEHThl BHYTPEHHEIO y4eTa IMO3BOJISIET COCTaBUTh
cucTteMa. YCTaHOBUTE U 3alULINTE, KaKME€ JOKYMEHTHI LIEHTPAJIU30BAHHOIO Y4€Ta MO3BOJSET
COCTaBUTh CUCTEeMa (IYHKT MeHIO «BeieHrne y4eTHBIX TOKYMEHTOBY).

Kakum 00pa3oM MOKHO COCTaBUTh MACIOPT apxuBa?
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2. Tenepb nepexoauM K MpakTUKe. 3arpy3ute nporpammy «Y Ady,

menkuyB Mblibio 1o [ITYCK — [TPOI'PAMMBI — YUET APXHMB- HOT'O ®OHJIA —
AIMUHUCTPATOP. ITporpamma 3amycTutcst B pexume aaMuHucrparopa. LllenkHure Mplibio
o HACTPOMKA B/I.

Cosnaiite BJI. Beenute B okHo CO3IAHUE B]I anpec G/arhive/dbf.

Ilenxaure CO3JATh, OK. Bbl BepHerech B ocHoBHOe Memio. Illenxaure ®AMJIBI
OTYETOB. Beenute B otkpsiBiieecst okHo anpec C:/ arhive/reports. Illenkaute SELEKT, OK.

[Henxkuure mo nynkry I[IOJIB3OBATEJIM rnaBHoro wmento. Bam cremyer BBecTH
10JIb30BaTeNeil U IPUCBOUTH UM IpaBa, HA3HAYUTh M1APOJIH.

Wrak, Haunute ¢ ukonku «HoBas 3amuce» BHU3Y (yiucrouek). B mone ®UO BBenute
CBOIO (haMHIIHIO, TIPUCBOKTE cebe (PYHKIMH aJIMUHHCTPATOPA, IMIEIKHYB 1O (IaXXKy W BHIOpaB
nyHKkT «AIIMUHUCTPATOP» u3 BepxHero MeHwo. YKaxuTe Mapoiib «1» U MOATBEpKICHHE
«1». Hlenkuaute mo nukonke COXPAHUTD (auckera BHU3Y).

Cucrema rotoa k padore. lllenxkuure mo BBIXO/I.

7. 3amyctuTe TmporpamMmy B pexxkume mnois3oBatens. lllenkaure mpimbio mo [TYCK-
[MPOT'PAMMBI — YUYET APXVMBHOI'O ®OH-JIA — YAO.

Haiigure BBepXy cTpOKy INIaBHOTO MeHIO. B 11eHTpe pabouero okHa HaXOAWUTCS Ha3BaHHE
apxuBa. YToObl HayaTh pabOTy C CUCTEMOH ClielyeT BBECTU CBOIO (haMUIIUIO U Mapoib «1».

[IporpamMMoli pelyCMOTPEHBI JIBE CUCTEMBI yueTa — 10 coxpaHeHus [lacnopra apxuBa
u nocie coxpanenus Ilacnopra. Pexxum ydera 1o coxpanenus [lacnopra apxuBa npeaHa3sHaueH
st BBoAa Oospmmx  wMaccuBoB  mHGopmarmu  3A  TIPEJABIAYIIWUE TOJbL. D10
MOATOTOBUTENbHBIN dTanm ydera. [locne coxpaHeHuss mMmacmopra 3TOT PEXUM CTAHOBUTCS
HEJOCTYITHBIM — U3MEHEHUS B IAHHBIX MOKHO OCYIIIECTBIISITH TOJIBKO depe3 MyHKT MeHio AKT.
[IpencraBum cebe, uTo AaHHas cuctema BBeaeHa B apxuBe B 2001 romy, a y4eTHbIE JOKYMEHTHI
nmerotcst 3a 40 mer. CHauana cieayeT BBECTH JaHHBIE 000Bcex (POHIAX M OMUCAX apXHBA,
oTioxuBmuxcs 3a 40 ner.

B pexxume nepBoHAYaNbHOTO MOIMOJHEHUS JAHHBIX OCHOBHBIMU

spisitotcst Tpu myHkTa: @OH-OIMUCH-E.XP. Pabota HaunHaeTcs ¢ MyHKTa MEHIO
®OH/I. Pexum ommcH CTaHOBUTCS AaKTHBHBIM IIOCJ€ BBOJAa M BbIOOpa (oHma, 4TOOBI HE
HapYIIUTh CKBO3HYIO HyMEpaIUIO OMUCeH B paMKax (oHma.

8. IllenkHuTe MBIMBIO MO TYHKTY riaBHoro MeHio ®OHJI. 3atem BbIOEpUTE MYHKT
I[TOTIOJIHEHUE BJ. Bo3smure muct nepBoro ¢onma. Beenure B kapTouky GoHIA CBEACHUS O
donme:

- HOMED (OHIA;

- Kareroputo (GoHaa (BBIOEPUTE, HCXOIS U3 €ro IIEHHOCTH);

- cocrosiHue GoH/a (1IETYOK O CTPENKE CIPaBa, «B HATUYHI);

- uHGOPMAIIMIO O TOCTYIUIEHUU (BBEIUTE AaTy IEPBOTO MOCTYIUICHUS C JUCTa
dbonma);

- BBeAMTE HOMEp apxuBoxpanuiuia B noie APXNBOXPAHWJIMIIIE 1;

- KOJMYEeCTBO  HeomucaHHblx  marepuasioB B none  HEOIIMCAHBIE
MATEPUAJIBI;

- OT KOT'0 MOCTYMWIN MaTepualbl (0T (OHI000pa3oBaTes).

OcTtanbHble TONS KapTO4yku (OHNIA HEAOCTYIHBI, TaK KakK JaHHBbIE CJEeIyeT BBOJIUTH B
nyHkTe rinasHoro MeHo OITMCb.

Opnako 3amonHeHHE KapToukd (oHma emie He 3akoHYeHo. lllenkHuTe mo BKIaaKe
HA3BAHUE ®OHJIA, ykaxxuTe mocienoBaTebHO Bce Ha3BaHMs (OH/IA, YKa3aHHbIE B MIEPBOM
paznene nucta Gouaa u ux kpaitaue natel (monst HASBBAHUE ®OHJIA, TATA HAUAJIbHASL,
JATA KOHEUHASA).

Buumanue!

ITocne BBOma Kaxkaoro HaszBaHus (OHAA HAAO €ro COXpPaHUTh (WIEIKHUTE II0
MUKTOTpaMMe C JKeNTON nuckeToi BHU3Y). Ecnu HazBanue (OHIA HE MMEET TOYHBIX KpaHUX
JIaT, CIIEIyeT BPYUYHYIO PACIOI0KUTh HA3BAHUS B TOM MOCJIEI0BATEIbHOCTH, B KOTOPOM OHU
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MpUBEACHB B JiucTe (oHAA (HUCMOJB3YHTE KHOTKUA CO CTPEIOYKAMU BBEPX-BHH3).
[IpeaBapuTenbHO HYKHO BBIACIUTH MBIIIBIO CTPOKY C Ha3BAaHHUEM, a 3aTEM IEPEMECTUTH €ro
BBEPX WJIA BHU3 HY)KHOM KHONKOM. E1te pa3 coxpanure naHHble B KOHUE. [I[eIKHUTE IO HKOHKE
¢ asepbto BHU3Y. llenkuure mo Bxnaake AHHOTALMSA. Beeaute KpaTKyro aHHOTAIMIO
TOKyMeHTOB (oHIa (BUABI JOKyMEHTOB, TeMaTHka). Coxpanute aaHHbie. [llenkanTe IO MKOHKE
C JIBEPHIO BHH3Y.

Bxnagky COCTAB ®OHJIA nHe Tporaiite, oHa 3anmoHUTCS aBTomMaTudecku. l{enkuure
10 UKOHKE C JiBepbio BHU3Y. Ecnu Bbl 3206111 COXpaHUTH JTAHHBIE, MOSABUTCS «BOIPOIIAIOIICE)
OKHO. Bribepure

BBIXOJI C IIPOBEPKOIM. Hu B koem ciyuae He BbIGupaiite OTMEHHWTH
N3MEHEHUS! Torma Bce Bamm crapanusi mpomagyT BTYHE M HOBBIE JaHHBIE OyIayT
YHUUTOKEHBI !

AHaJIOTUYHBIM 00pa30M BBEAWTE JaHHBIE CO BTOPOTO JiMcta GoHAa M U3 onucH (HoHIa
(®OHA-TIOINOJIHEHUME B).

9. BBeaute gaHHBIC O KOJIMYECTBE €UHUI] XpaHeHHs onuced ¢onunaa 1, 2 (muctel hoHAA)
u 3 (onuck ¢onna). g storo HyxHo BoiTu B pazaen OIINCDH. JomxHo ObITh, Bbl 3aMeTniu,
YTO MOCJIE COXPAHECHHS IEPBOM KapTOUKU (POHJIA, ITOT MYHKT MEHIO CTajl aKTUBHBIM.

Onnako st Toro, ytoObl BBecTu maHHbIe B paznen OIIMCh, cHauana ciemyer HalTh
dbonn, omicu kotoporo Bel Oynere BBoauTh. s 3TOro Hy)kHO BoWTH B myHKT MeHI0 DOH/I-
BBIBOP ®OHJIA. Ilepen Bamu Bo3HUKHET opMa JUIsl BBOAA KPUTEPHUEB MMOUCKA.

OcymectBuTe MOUCK (HOHIA O PSALY KPUTEPHEB (HOMEP, COCTOSIHUE — B HAJIMYWH).
Henkuute mo ukonke I[IOMCK (kpacHas nyna BHH3Y). CaMblii mpocTOi crnoco® MOJYy4YHThH
CIIUCOK BCEX BBEJICHHBIX (DOHIOB — MIETKHYTH 10 HKOHKe JIYIIA BHHU3Y, BOOOIIIE HE BBOIA

KpuTepueB noucka. HaBeaute kypcop Ha Ha3BaHHME NEpBOTrO (pOHIA B CHHCKE, ABAXK]IBI
uiesikHuTe o HoMepy (ouaa. [losiBuTcs kapTouka ¢onna. Tenepb MOXKHO IPUCTYNUTH K BBOY
cBeZleHnH 00 omucsax (oHpa.

[[lenkuute MbIbIO MO MyHKTY TiaBHOro MeHwo OIIMCh. ITlosBurcs kapTouka ONMUCH
nepBoro (oHma.

Bo3bpmuTe nuCT cOOTBETCTBYIOMIETO (POHIA M MOOYEPETHO BHECUTE CBEIEHUS O KaKJIOM
OMKCH: HOMEp OIKCH, Ha3BaHWE OMUCH, THI OMHCH U CIIOCOO BOCIPOU3BENEHUS BHIOEpUTE U3
cnucka (crpenka cnpasa) o cmbiciy. B nmosie KOJIMYECTBO TOMOB mnocraBete 1, B moJie
AHHOTAIIMS BroummTe KpaTKyl0 XapaKTEepUCTHUKY COCTaBa M COJIEpkKaHUS JOKYMEHTOB
omucu; B noie CPOK XPAHEHUS — Bnummre «moctossHHO». O0S3aTebHO MPOCTABHTE
KOJIMYECTBO €IUHUI] XpaHEHUs B OomucH (cM. JHCT (OHA) U KpailHUe NaThl JOKYMEHTOB OIHCH
(cm. Tam xe). Llenkaute mo mukrorpamme COXPAHUTD (nuckera BHM3y). Ecnu BB 3a0b1TH
coxpaHuTh ¥ menkHya BbIXOJ], Beibepute B nosiBuBiemcs okae BbIXOJ] C IIPOBEPKOM.

Takum xe cmnocooom (OIIMCH-ITIOIIOJIHEHUE BJl) BBemutTe cBemeHus 000 Bcex
onucsx nanHoro (ouma. 3arem Haitaute Bropoi o (POH/I-BBIBOP ®OHJIA). Beenu-

Te cBegenus ¢ Jlucta gonma 060 Bcex onucsax naHHoro ¢oHpaa. 3aTeM BO3bMUTE OIHCH
dbonma u BBeauTe NaHHBIE 00 3Toi omucu. OTkpoiite myHKT rnaBHoro MeHtoo EJIMHUILIA
XPAHEHUS u BBeauTe 3arojiOBKU IISITH A€ U3 OIMMCH. B HaHHBIM MOMEHT BBI CO3JAacTe HE
TOJIBKO YUYETHBIH, HO U TOMCKOBBIN CIPABOYHUK — apXUB-HYIO OIHKCh.

10. OcymiecTBUTE MOUCK HHPOPMAITUH 00 OMUCIX BBEIEHHBIX (DOHIOB.

Jst aToro Bei6epute MyHKT riaaBHoro meHto OITMCh-BBIBOP OITMCH.

[TosBUTCS OKHO JUIsl YCTAHOBKM KpHUTEpUEB MoMcKa. OCylIeCTBUTE MOUCK MO Ha3BAHUIO
omucHu. Jlyis sroro abcomoTHO HeoOs3aTenbHO BBOAMTH B mose HA3BAHUE OITMCH Bce
Ha3BaHud. JloctaTouHo ojHOTO ciioBa. Ho mpu 3TOM cieayeT BBINOJIHATH paBuia COCTaBICHUS
3amnpoca:

%ot1aen% — CIOBO BCTpeYaeTcs B JI0OOM MECTe Ha3BaHUS;

oTnen% — CIOBO BCTpedaeTcsi 00s3aTeIbHO B HAavalle HA3BaHMUS,

%o0Taen — Ha3BaHKE 3aKaHYMBAETCSI IaHHBIM CJIOBOM,;

%oTtnen%xkaapoYymnpaBneHusi% — Jr000e coueTaHue CIOBO+
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CII0BOTCJIOBO.

OtMmetbte BHU3Y nepekiitouarens COOTBETCTBUE XOTS Bbl

OZJHOMY YCJIOBHIO. llenkuute no kuonke [IOUCK BHU3Y.

AHaNOTUYHBIM CIIOCOOOM OCYILIECTBUTE MOUCK 0 KPAHUM JaTam

JOKYMEHTOB OIMCEH; [0 aHHOTauuu onucu. B pesynbrare Bcex ycunui nepen Bamu
IIOSIBUTCS CIIMCOK ornuceld. [IpocmoTpure KapTOuKu

HAJICHHBIX OMKCEH, IIENKas [0 UX HOMEPY.

Haiins onucs, nonpoOyiite HaliTH BBeAEHHBIE Aena. OCyIECTBUTE OUCK MO KIIOUEBOMY
CIIOBY (XOTsI OBI OJIHO CJIOBO M3 3aroJIoBKa Jiell, KoTopoe Bbl moMHmTE).

Ob6patute BHUMaHue, uro pexum AKT HenoctymneH.

11. Otkpoiite nmyHkT rimaBHoro meHro COCTABJIEHUE YUETHBIX IOKYMEHTOB.

[TonpoOyiiTe caMOCTOSITENBHO, CIEAYs YKAa3aHUAM IPOrpaMMBbl,

COCTaBHTb CIMCOK (POHJIOB apXHBa, peecTp omnuceil 1rdoro u3 BBeAeHHbIX Bamu donaa,
nuct oaHoro u3 ¢ouaoB. CpaBHute noayueHHbld u3 BJl Jluct ponma ¢ opurmnanom. Kakue
paszzenbl incta GoHIa OCTaIMCh HE3aNOJTHEHHBIMU?

B TerpaiM COCTaBbTE CPABHUTEIBHYI0 XapaKTepHCTHKy mnporpamMm «APXVIBHbIN
OOHI» u «YUET APXMBHOI'O ®OHJIA» ¢ Touku 3peHus TpeOoBaHUN K 000PYAOBaHUIO,
GyHKIMM, onTHUMH3alUM ydera, yaoOcTBa wuHTepdeiica, oTdyeroB, croumoctu. Crenaiite
3aKJIFOYEHHUE TI0JIb30BATENS.

KoHTponbHBIE BOITPOCHL:

1. B yem cxoacTBO M paznuune QYHKIUI MporpaMM «ApXUBHBIA QOHI» U «YUeT
apxuBHOTO (hoHIA»?

2. Kakune yuerHble nokymMeHTHl Bbl MoXeTe MNOIYyYUTh B KauyeCTBE OTYETOB C
MTOMOTIIBIO TIPOTpamMM «APXUBHBIN GOHI» U «YUeT apxuBHOTO hoHIa»?

3. KakoBbl [0OCTOMHCTBA M HEAOCTATKH KaXJIOM W3 MPOrpaMM C TOYKU 3PEHHS
apXUBHUCTA, UCTIOJB3YIOLIETr0 UX Uil OpraHUu3aliy aBTOMaTU3UPOBAHHOTO yyeTa B apXuBe?

4, Kaxkwue paznenst Jlucta donga Bam He ynanock cOCTaBUTh B JaHHOM pexume?

Jluteparypa:

l'openek T.H. Kommnbrorepuszamus MOCKOBCKMX apxuBOB: OT mnpoctod bBJl k
WHTETpUPOBaHHON MHpopManroHHoi cucteme. 1986-2002 rr. // OtedectBeHHbie apxuBbl. 2002.
Ne 5. C. 20-26.

[IpakTnueckoe 3ananue 2-4 yaca.

[IporpamMmmHOe obecrieueHue:

- HHTerpupoBaHHas aBTOMaTU3UPOBAaHHAS CHUCTeMa «Y4eT apxuBHOro ¢ouaa» (AO
NHCODT).

- PykoBoACTBO mONB30BATENS.

Pazngarounbie maTepuab:

- auct GoHaa,

- aKThI:

npueMa-fnepeaayu aed,

BBIZICTICHUS JIeTT HA YHUUYTOKEHUE,

HayYHO-TEXHHUYECKOH 00paboTku (HOHIOB.

Hepe;[ HaydajJioM pa6OTBI BCIIOMHHUTC:

1. KaxoBbl IIpaBHJIa 3alIOJIHCHUS JINCTA (I)OHILa?

2. Kakue BUJBI aKTOB (bI/IKCI/IpyIOT HN3MCHCHUA B COCTAaB€ NJOKYMCHTOB apXuBa U
JABHIKCHUC I[OKyMCHTOB?
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1. Ortxkpoiite nporpamMmmy «Y AD» B pexxume nons3osarens (IIYCK ITPOI'PAMMBI-
YYET APXMBHOI'O ®OHIA-YUYET APXMBHO-I'O ®OHJ/IA). Cgoto ¢ammmio B,
KOHEYHO, He 3a0blau. BBemute ee u maponb — «1» — B coorBercTByromue moiiss. Obparure
BHuManue, 4yro pexuM AKT nemoctynen. (ITompoOyii-re BBectu cBepenusi o0 akre AKT-
HOBBIU AKT). Jlist BBeieHHS CBEGHHII 10 aKTy IIpHeMa-Iepeadl JOKYMEHTOB HEOOXO0IMMO
CHauaja co3/aTh U 3alIUTUTh NacnopT apxupa. [llelKHUTE MBILIBIO IO MYHKTY IVIABHOI'O MEHIO
BEJIEHUE ITACIIOPTOB, Bribepute CO3JAHUE, menkuure no JHA. Ilporpamma monpocut
Bac nopoxaare, IOTOM 3aBEpUT, YTO Hacnopt apxusa co3gad. Ho Bel Huuero He Buaute. UtoOb!
IIOCMOTPETh HA pe3yiabTaT CBOUX TpyJoB, wieikHUTE 1o OK, BbIOepuTe B MYyHKTE MEHIO
BEJAEHUE ITACIIOPTOB noanynktr [TPOCMOTP. IllenkHuTe Mo MKOHKE C KpacHOM JIyImou
Huzy. [Iponucraiite nosydeHHbIN nacnopt (BKJIAAKU CBEpXY). Bbl yoeaurech, 4To OOJIBIIMHCTBO
pa3aesoB MyCcThl, OJJHAKO MPOrpaMMa YECTHO MOJICUMTAjIa BBEJECHHbBIE BAMHU JIaHHBIE U CBeJla X
BOEAMHO B pazuene |

u pazzgene 3.1.

Cnenyer 3amututh nacnopt oT ynaneHus. Boidepure BEJIEHUE ITACTOPTOB-
KOPPEKTHUPOBKA, mienkHute mo MKOHKE C TaJoykod BHU3Y. Ha Bompoc mporpamMmsbl o
3amuTe macnopra BeiOepuTe OoTBeT «JA». YOemuTech B TOM, YTO HAMpPOTHB NAThl CO3JaHUS
Bamero nacnopta nosisiiiack kpacHast ormetka «3AUIIIEH».

2. Jlis Hayana pa®oThl ¢ akTaMU HEOOXOJMMO CHOBA MEPEHACTPOUTH IMpOrpammy B
pexume AIIMUHUCTPATOPA.

OTHbIHE, MTOCIIE COXPaHEHHsI aclopTa apXuBa, BCe U3MEHEHHsI B KOJIM4YecTBe /1e1 (HoHaa
ocyiecTBisoTcs yepe3 MyHKT MeHto AKT.

[Tonymaiite, nouemy.

[llenkaute mo nyHkTty MeHi0 BbBIXOJI. 3amyctuTe mporpaMmy 3aHOBO B PEKHUME
AIIMUHUCTPATOPA (npunercs 3aHOBO BBECTH MApOJIb).

CHOBa WIEIKHATE 110 TyHKTY MeHio II0JIb3OBATEJIb-HOBbBIN

I[TOJIb3OBATEJIb. Breaute ums (3alIOMHUB €T0), TIAPOJIb «2», TIOITBEPKIACHUE «2).

Tenepp npeacroutr camoe wuHTepecHoe. Creayer co3garb HOBYKO pojb  —
«HAYAJIbHUK OTHEJIA YUETA». [lnga 3TOro MmeJKHUTE MO KHOIMKE «PEHaKkTOp poJeii»
(TearpasibHasg Macka BHU3Y). Ha skpane mosBurcs okHo pemaktupoBaHus poiieit. lllenxkunure mo
MMUKTOrpaMMe

HOBAS POJIb (nucTouek BHH3Y) MBIIIKOW, BIUIIMTE B OKHO Ha3BaHWE pPOJIU
«HAYAJIbBHUK OTZIAEJIA YUYETA», OK. IlocraBpre ¢uiaxkku B mosisix AKT (mpocmoTtp,
nonosinenre b/1) u B apyrux nomnsx. lenkaure mo COXPAHUTD (muckera Bau3y). lllenkuure
no nuktorpamme BbBIXO/] Buu3y. B okne [IOJIbB3OBATEJIM, ¢ kotoporo Bsl HaunnHaim
paborty, B nosie POJIb BeiGepuTe HOBYIO poib «HavyanbHUK OTAEIa yueTay.

lenkHuTe MO AMCKEeTEe BHU3Y (COXpaHUTh) U 1o ukonke BBIXO/I.

Jlanee 3akpoiiTe mporpamMmy M CHOBa 3allyCTUTE €€ II0J] MMEHEM U C Hapojem
HAYAJIbBHUKA OTAEJIA YUYETA B pexxrumMe noiab30BaTedIsl.

Breibepute mynktr menio AKT — HOBBIN AKT. Bo3bMmuTe JIHCT dboHma, BBEIUTE
nanable w3 pazgena «/IBWOKEHUE JTOKYMEHTOB» 006 akrtax mnpuema-mepenadyu e,
BBIZICTICHUS JIe]l Ha YHUYTOXKEHHE, HaydHOTeXHUYeckoil o0paboTku (onmoB. Haiigure B mucre
¢donna paznen «YUET HEOITMCAHHBIX MATEPUAJIOBY, BBeauTe AaHHBIE O MOCTYILICHUU
MatepuaioB pocchinu. Haligute naTy nepBOoro mNOCTYIUIEHHS POCCHINM. BBenute B MEHIO
HOBBI AKT momep ¢domma, mary akta (mepsas rpada — JaTa IEpBOTO IMOCTYILICHHS
pOCCHITIN), BEIOEPHUTE THI aKTa —IpueMa-fepenaun. B none «OTKyna MOCTYMUIN JOKYMEHTHD)
BBenuTe — oT ¢oumoodpazosarens. B mone UCIIOJIHUTEJIb 1 BBemuTe CBOIO (haMIIIUIO.
[IenkHUTE MO AUCKETE BHHU3Y, YTOOBI COXPAaHUTH 3aIUCh.

HoBblii akT co3/1aH, HO HE 3apeTrUuCTPUPOBAH.

UTOOBI 3aMOJHUTH HIKHIOKO YacTh aKTa O JIBIDKEHHH JOKYMEHTOB HE BBIXOJIS U3 pPeKUMa
AKT, menknute no mnyHkry miasHoro wmeHto ®OHJ[ — IIOCT. HEOIIMCAHHBIX
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MATEPHAJIOB. Bpemute kpaiiHM€ JaThl MOCTYMHUBIIEH POCCHINIU W KOJUYECTBO €IMHMI]
xpanenus (u3 ymcra ¢ponna). lllenkaure no quckere BHU3y (COXPAHUTD).

B nynkre mento AKT menkuure no AKT — PETUCTPALUA

AKTA — JIA — OK. Temepb akT 3aperucTpupoBaH, a CBEACHHUS O JBUKCHHUU
JTOKYMEHTOB BHECEHBI B CUCTEMY.

TakuM e 06pasoM 3aperncTpupyiite apyroe moctywienne poccbinn. AKT-HOBBIM
AKT; ®OHA-TIOCTYIUIEHUE HEOITucannsix ; AKT-PETUCTPALIMA AKTA.

BrIObITHE POCCHITT BCIIEACTBHE COCTABJICHHUS OINMMCEW Ha Jiefla perucrpupyercs Oosee
cnoxno. AKT-HOBBIU AKT. B none TUIT AKTA — BriGepute AKT OITUCAHUSL

Hanee, He Bbixoas u3 pexuma AKT, Bwibepure nmyHktr @OHJ[ B riaBHOM MeHIo,
noanyHkt — BBIBBITUE HEOIIMCAHHBIX MATEPUAJIOB, BBemute mo jaucty Qonmaa
KOJIMYECTBO M JIaThI BBIOBIBIIIEH POCCHITH, T.€. BCIO pOCCHINb. COXpaHUTe (UCKETa BHU3Y).

Boi6epute nynkt meHo OIIHMCb, kortopeiii ctanm aktuBHbIM, a B HeM — HOBAS
OIINCh. Beaute no nucty poHIa HOMEp ONUCH, BBEIUTE HA3BAHUE OIMCH, KpaWHHE IAaTbl
MaTepHuaIoB, KOJIMYECTBO €IUHMII XpaHEHUs. Boliiaute U3 pexuma OmMCH yepe3 ABEpb BHU3Y
(MKOHKa), COXpaHUB M3MEHEHUs, coxpaHnute usmeHenus B pexxume AKT, 3apeructpupyiite AKT
(AKT — PETUCTPALIA AKTA).

Pa3znenaBmuch ¢ yuerom pocceinu, oOpMUTE BCE aKThl HA MOCTYIJIEHWE OMUCAHHBIX
Matepuainos. [[is aToro Bo3pmuTe cBeneHus u3 nucta pouna — paznen «YUYET OIIMCAHHBIX
MATEPHUAJIOB». Eciu Bel eme He noragainch, Kak CO3JAETCA AKT MOCTYIUIEHHS OIHUCH,
nerctByiite Tak: AKT — HOBBIN AKT, BBOn HOMepa (poHIa, maThl akTa (BCE Ta K€ TepBas
rpada), TUII akra — npuema-nepenaun. CoxpaHure.

Hanee, e Boixons u3 nmynkra MmeHio AKT, BeiOepuTe MyHKT MEHIO. ..

npaBuwibHO, OIIMCh — HOBAS OIINCh. Beenute cBeaeHus: 0 HOBOW OMHCH (Kpome
MepPBOH, JAHHBIC O KOTOPOU BBI yke BBeH). Co XpaHuTe. 3apeTUCTPUPYHTE aKT.

Teneps 3an0B0 cocrasTe JIMCT ®OHIA (BEAEHUE YUET-

HBIX TOKYMEHTOB — JIUCT ¢ounna-BBIBPATH ®OH/). Io-

YYBCTBYWUTE PAa3HUILY — B IAHHOM CJIy4ae 3aloJIHEHbI pa3aen 3 u 4

nmucTa QOoHJa O ABMYKEHUU HEONHMCAHHBIX U OMTUCAHHBIX JOKYMEHTOB.

Cozpmaiite CBEJIEHUA Ob UISMEHEHUAX B COCTABE JJOKYMEHTOB ®OH/IA;
MMOCMOTpPHTE, KaKhe U3MEHEHUs B 00beMe (hoH/Ia POU3OIILIH.

JlonoyHUTE 3aKII0YEHHUE, CIETaHHOE Ha MOCIEIHEM 3aHATHUH.

KOHTpOJ'IBHBIe BOIIPOCHI:

1. KakoBa MOCJIEA0BATEIIbHOCTh BHECEHUS UBMEHEHU B Y4YCTHBIC
JaHHBIC ITOCJIC COXPAaHCHUA 1TACIIOpTa apXI/IBa? YeM BbI3BaHA ATa
HOCJ'IGI[OB&TCJ'ILHOCTB?

Jlureparypa:

l'openek T.H. KommnbrloTepuzamuss MOCKOBCKHX apXuBoB: oOT mpoctoil B[ k
UHTETrpUpoBaHHON HHPopMarnoHHoi cucreme. 1986-2002 rr. / T.H. I'openek // OTedyecTBEeHHbIE
apxuBbl. — 2002. —Ne 5. — C. 20-26.

Tema 5. MHpOpMALIMOHHO-TIOUCKOBBIE (DYHKIIMU IPOTPAMMBI

«ApxuBHBIN (POHIY. 4 Haca.

enp  paboTbl: OCBOEHHE  CTyJIEHTaMU  MH(OPMAIMOHHO-TIOUCKOBOIO  MOJYJIS
oOrmieoTpacieBoil mporpaMmbl «ApXUBHBIA (OHI» M CO3/aHHE IyTEBOAMUTENS IO (OHAAM
apxuBa.

B pesynbrare paboThl CTYIEHT JIOJDKEH 3HATh: OCHOBBI MH(OPMAIMOHHOTO TOMCKA B
AWTIIC (KOHTEKCTHOTO MOKMCKa, MOUCKA MO KII0UYEBOMY CIIOBY, 110 KIACCU(PHUKATOPY).

B pesynbrate paboThl CTYIEHT JOJDKEH YMETh:
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1. BBOAMTh JaHHble B B/l mporpammbl «ApxuBHBIA (OHI» M3 MyTEBOAUTENS U
onucel, GopMUpys HNEKTPOHHBIN TYTEBOIUTENb;

2. penaKkTUPOBATh KIACCH(PHUKATOP IPOTrpaMMbl « APXUBHBINA (HOHIDY;

3. OCYIIECTBIIATh TMOUCK HMH(OpPMAIMK BO BCEX pPEXKUMAaX, MHPEIYCMOTPEHHBIX
nnyHkroM MeHio OUJILTP;

4. (opMHUpPOBATH OTYETHI.

[Iporpammuoe obecnieueHme:

Iporpamma «APXVBHBIM ®OH]I» 2.0 for Windows (DenepanbHas apxuBHas
ciryx0a).

Pasgarounbie maTepuais:

Onucey donma, myreBoauTenb Mo (oHgam apxuBa, «Cxema eAuHON KiacCH(pUKAIMT
JOKYMEHTHOM MH(pOpMaliy B CHCTEMaTHYECKUX KaTajlorax rocyaapcTBeHHbIx apxuBos CCCP»
(coBeTckuii mepuon).

[IpakTueckoe 3aganue. 4 yaca.

- [lepen Hauamom pabGOThI BCIOMHUTE:

- OcHoBHbIE THHOPMAITMOHHO-TIOUCKOBBIE CTIPAaBOUYHUKH apXUBa.

- Mecto B cucreme HCA myreBoauTENS IO apXUBY, COCTaB XapaKTepUCTUKU (HoHIa
B ITyTE€BOIUTEIIE.

- MeTtouKy onucaHusi JOKYMEHTOB B ITyTE€BOJIUTEIIE.

- Haznauenne u crpykrypy «Cxembl eawHOW Kiaccu(puKanuu TOKYMEHTHOM
MH(pOpMAIIUK B CHCTEMAaTHYECKHUX KaTajiorax rocyaapcTBeHHbIX apxuBoB CCCPy.

1. 3arpy3ute nporpammy «ApxuHbiii pormy. [IYCK-TTPO-

I'PAMMBI-APXUBHBIN qDOHI[-APXI/IBHbIPI ®OH/I. Breaute maposib «2». OObIYHO
JUISL CO3JaHUS DSJEKTPOHHOTO MYTEBOJIUTENS WCHOJB3YETCS TPAJAUIMOHHBIA ITYyTE€BOIUTEIb.
Bo3pMuTe TpamuInMOHHBIM MYyTEBOAWUTENh TIO apXuBYy. BwibepuTe HWHAMBUAYATHHYIO
xapakTepucTuKy (Gonma. BBenure cBeneHus o BeiOpaHHOM (oHIE B 0a3y naHHBIX. BBeaurte B
paznen «®OHJl» mouckoBwie paHHbIe 0 (GoHAC (HazBaHUE, HOMEP (POHA, KOJUYECTBO €AMHHIY
XpaHEHHUsI, HCTOPUIECKYIO CIIPABKY, aHHOTAIIUIO U JIp.).

st aToro menkHuTe Mbibio o nyHkty ®OH/I rmaBHoro MeHto.

[TosiButcs ciucok oua0B, BBeAeHHBIX paHee. [l{enkaute mo ENTER.

[enxaute o myHkty HmwkHero MeHio JJOBABUTD. Beenute nomep donma (ENTER,
MIPUHSATH ), TIOJIHOE M COKpAIllEHHOE Ha3BaHUe (OH/IA,

ucropudeckuii nepuoa  (1-coBerckuii, 0-TOPEBOJIIOIMOHHBIN), TUI (GOHAA, JaThI
nokymeHToB. lllenkaure COXPAHUTD, CJIEAYILIUI

OKPAH. Bce 31tu onepanuu Bam yxe 3HakoMbl 110 BBINOJHEHUIO 3a1aHus Ne 1.

2. lenknute no nyHkry HuwkHero MeHo PEJIAKTHUPOBATD. K stomy nmyHKTY
cieayeT obpamarbes Kbl pa3 Mocjie COXpaHeHUs TaHHBIX.

Beenure o0veM emuHuil xpaHeHuss B cooTBercTBywomee mnoine. COXPAHUTH —
CJIEJIVIOIMN DKPAH.

Beegute UCTOPUYECKYIO CIIPABKY u AHHOTAILIMIO B cooTBeTCTBY!OLIEE MOJIE.
Jns »sroro Hago wenkHytb 1o PEJJAKTHMPO- BATb B HWwkHEM MeHIO, 3aTeM
NCTOPHNYECKAA CITPABKA, PE-

JAKTHUPOBATD, BBECTH TEKCT HCTOPUYECKON CIIPAaBKU U3 IIyTEBOANUTENS, LIEIKHYTh 10
COXPAHUTH — CJIEAYIOILINI SKPAH.

BBegure xmoueBnic cimoBa B moist  [IEPCOHAJIMH, T'EOI'PA®U-YECKUE

CBEAEHUS, TEMATHKA. Ilepconanuu — ¢dammwinu; reorpapuyeckie CBEICHUS —
reorpaguueckie Ha3BaHusl, YIOMUHaeMble
B aHHOTaluM (OHJA; TEeMaTHKa — KIIOYEBbIE CIJIOBa, MEpeJarollue CoJIepKaHue

AOKYMCHTOB. Buast JAOKYMCHTOB HC ABJISIIOTCA KIIFOUCBBIMU CJIOBAMMU. Ka;xz[oe KIIIOYE€BOEC CJIOBO
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BBOJUTCSI B OT/AEIBHYIO CTPOUKY, IOCJIE BBOJA cieayeT HaxaTb F4. Jlyig BbIXoAa U3 pexnuMma
BBO/Ia KJIFOUEBBIX CJIOB ciieayeT Haxatbh ESC.

3. B tom ciyuae, ecnu xapakTepucTuky (poHAA HET B TPAIUIIIOHHOM MyTEBOAUTEIE
(momyctuM, OH ycTapen), A BBOJA JAHHBIX HCIIOJB3yeTcs onmuch ¢oHaa. Bo3bmure ommch
¢donma. Haunure Bce cuauana. Boiimute B pazgen ®OH/JI. [lenxaute no JJOBABUTD. Beenute
HoMmep HoBoro ¢onma. Beemute B pazgen ®OHJ] mocnennee HaszBamme (oHma, a pasziei
[NEPEUMEHOBAHMUS nepBeie HazBanus ¢oHAa (cM. 000OpOT THTYABHOTO JIMCTA OIIHCH).
Kaxxnoe nepermMeHoBaHuE BBOAUTCS OT/IEIBHO, C IaTaMHU.

4, Bepuurecs B paznen @®OHJI. BBenure uctopudeckyo cripaBky (CM. MIPEAUCIOBUE
k omucu), AHHOTALMIO (cm. cobOctBenHo omuck), kimoueBbie ciioBa — TEMATUKY,
I'EOI'PA®UIO, UMEHA (cm. yka3aTenu K OmMHCH). AHHOTAIMIO HEOOXOAWMO COCTAaBUTH Ha
ocHoBe omucn. Kak 06br4n0, Haxumaiite CJIEJYIOIUN DKPAH, moka He HaiiaeTe HYKHbIC
TOJISL.

o. BoizoBure nmpenonaBaTens M B €r0  NPUCYTCTBUU OCYHIECTBHUTE IOMCK
nHpopmanuu. Boitaure B myHkT BepxHero MmeHto @UJILTP.

Ocy1iecTBUTE MOUCK 10 BBEACHHBIM Bamu:

- TIepEUMEHOBAHUSIM;

- KIIFOYEBBIM CJIOBAM;

- TEKCTY UCTOPUUYECKOM CTIPaBKU UM AaHHOTAIIUH.

Ecnu Bel He momMHUTE BBEICHHBIX BaMmu KITIOUEBBIX CJIOB, MICIKHUTE MO MYHKTY MEHIO
CIINCOK cnpaga.

6. Otkpoiite mnyHkr wmeHio OTYETBI u mnpocmorpute HecKoiabko —(aiisios,
00s3aTeNbHO 3arpy3uTe MyTEeBOJAUTENb (LIEJKHUTE O pa3jesiaM OIJIaBJIEHHUS) U yKa3aTeld K
HeMy. 3akpoiire APXVBHBIM ®OHJT (PA3JIEJIbI-BBIXO/I).

7. Otkpoiite mporpammy APXMBHBIM ®OHJ[ B pexuMe aIMHHHCTpAaTOpa
(BBemute mapoib «3»). Otkpoiire myHKT MeHI0 PYBPUKTOP. Hlenxknure mo JJOBABUTD.
Breaute pyopuky 6. (I'ocymapcTBeHHBIE yupexaeHUs: coBeTckoro nepuoja). Haxmure CTRL-
N. Beeaute noapazaenst 6.1-6.9, ucnonszysi coorBercTByromui pazaen CXEMbI EI[HHOPT
KITACCUDUKAIIMN. 3amenute OyKBEHHO-IIM(PPOBBICE HWHIAEKCH Ha COOTBETCTBYIOIIWE
nudpoBbie. 3aKpONTe MPOrpamMMmy.

8. 3anycTuTe MporpaMMy B peKUMe peaakropa (apoib «2»).

Haiinure B circke ouaoB BBeneHHbIe Bamu donapsl. [IpoctaBere pyOpuky. CoxpaHure.

9. [TomerpTe Kk yHUYTOXKEeHHMIO oHA Moxarickoro YUKA (BAITUCH-YIAJINTh-
JIA). TlokaxkuTe pe3ynbTaThl padOTHI IPETIOIaBATEIIO.

10. VYuuutoxbTe 3anuck 0 Moxailickom YUKE. 3akpoiite A®. 3arpy3ute AD B
pexume anmMuHucTpaTopa (mapois «3»). lllenkuure mo CXKATUE B-JIA-ENTER.

11.  Yb6enmutech, uTo 3anuch yHuuToxeHa. 3akpoite AD (BbIXO/).
12.  3arpysure A® B pexxume penakropa (maposb «2»). [IpocMoTpute ciucok GoHI0B
(paznen ®OH/) u yoeaurecsh, uro dhonna Moxaiickoro YUKA B HeM HeT.

KoHTposbpHBIE BOIPOCHI:

1. Ha xakom ypoBHe ocymiectBisiercs onucanue nadopmarmu B AUIIC nmporpammsl
«ApxuBHBIN (HOHY, Bepcus 27

2. Kakue BO3MOXKHOCTH [T MOMCKA MHPOPMALIMK NPEeIOCTaBIsIET 3Ta porpamma?

3. B uem 10cTOMHCTBA M HENOCTATKH NPOTPAMMBI KaK MOMCKOBOW CHCTEMBI?

JIureparypa:

Kucenes M.H. UndopmannonHas cuctema apxuBa — Mojenb M Boruiomenue / M.H.
Kucenes // OteuectBennsle apxuBbl. — 1997. —Ne 6. — C. 28-33.
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Jlapuna B.I'. Enunblii knaccupukatop AOKYMEHTHOH HMH(OpManmuum — BaXHEUIIHN

arieMeHT uH(popMaTu3auuu apxuBHOil oTpaciu / B.I'. Jlapuna // OTeuecTBeHHBIE apXHUBBI. —
2002. — Ne 1. — C. 8-14.

Tema 6. IlyreBogutens no PI'AJIN. 4 yaca.

Henp pabGoThl: n3ydeHWe MeTOAWKH moucka uH(popmanmu B apxuBHou AMUIIC Ha
npumepe nyresoaurens no PITAJIN.

B pesynbrate paboThl CTYIEHT JOJDKEH 3HATH:

- Ha3HAUYE€HME U COCTaB MH(MOPMAIMOHHOTO MaccuBa myreBoautess no PI'AJIN na
CD-ROM.

B pesynbrate paboThl CTYIEHT JOJIKEH YyMETh:

- OcymiecTBIATh MOUCK BO BCEX BOZMOXKHBIX PEXKHMAX, a TAKKeE

KOIMPOBATh HalIGHHYIO MHpOpMaluio 1o myreBoauTento no PI'AJIN.

[IporpammHEIe cpencTBa:

- ANIEKTPOHHBIN TyTeBouTeNb o PITAJIN. CD-ROM.

[TpakTuueckoe 3aganue Ne 5. 4 yaca.

[lepen Hauamom pabGOThl BCIOMHUTE:

1. PasHoBHIHOCTH TyTEBOAUTENIEH.

2. CTpyKTypy HOCTPOEHHUS ITyTE€BOUTES.

3. BcnomoraTenbHbli ClpaBOYHBIN armapar K IMIyTeBOAUTEIO.

4. 3amyck mporpaMMsbl. JIJIsi MHCTAUISIUKM TPOrpaMMbl B OKHE « MO KOMIIBIOTEP)
obpatutech k mucky H: (Guest). Ha mucke nHaiimure manky “D-ROJVb, oTkpoiite mamnky
Rgali/EXE.

Ecnu mporpamma yxe ycTaHOBIICHA, TTPOCTO 3aITyCTUTE €€ TBOWHBIM MIETIKOM TI0 MKOHKE
RGALI nmn ITYCK — ITPOI'PAMMbI —PI'AJIM — Apxus PI'AJIN. PaccmoTpute riiaBHOE
MeHro. Boiinute B myHkT MeHio Help — About. [lepenummre B TeTpanp BeixoaHble nanubie CD-
ROM. Yto0Bl BepHYTHCSI B TJIABHOE MEHIO, IICIKHUTE B JIOOOM MECTE€ OKHAa C BBIXOJHBIMU
JAHHBIMH.

2. [Touck nHGOpPMaLHHK 110 pa3zeiiaM IMyTEBOIUTEIS.

2.1. YcranoBute coaBTopa B.A. KaBepuna mo creHaputo KuHO- ¢uiabMma «/[Ba
KaluTaHay.

JIBOIHBIM 11eTYKOM MBI BoiauTe B pazaen «JIMUYHBIE ®OH/IbI» cnpasa.

B oxne «ITOMCK» (cnipaBa) Habepute damunuto «KaBepuny. lllenkauTe Mo kapTouke ¢
dbamunueil nucatens cieBa. BeimuimnTte HOMep, XPOHOJOTHYECKHE T'paHUIBI U 00beM (oHIA,
(dbamMuIHIo coaBTOpa B TETPab. TaKKe YKKUTE dTIEMEHT HHPOPMAIMU, KOTOPBIN JOKEH OBbITh,

HO OTCYTCTBYET B JJaHHOM XapakTepuctuke (GoHma B myreBoautese. UToObl BEpHYTHCS B
OCHOBHOE MeHIo, Haxkmute ESC.

2.2.  Bemumute B TeTpans Bce Gouasl PI'AJIN, koTopsie conaep:kaT HHPOPMAIHIO 110
uctopun MXAT (ux HOMepa, XPOHOJIOTHYECKUE TPAHUIIBI, 00BEM).

s aToro:

Haunute ¢ paznena «TEATPBI, XOPBI», mienkHyB MbIIIbI0 10 Ha3BaHUIO pasjena.
[Iponucraiite kapTOTeKy clieBa C MOMOIIL KiaBuuicTpenouyek: Page Up, Page Down. [lns
MIPOCMOTpPA KAPTOUKH CIIETYET

LIEIKHYTh MBIIIBIO TI0 HAAMKUCH HA HEW, JJIs BO3BpAIleHUsl B KapToTeKy — HaxkaTtb ESC.
BrimummmTe nepcoHanuu akTepoB U PEKUCCEPOB TeaTpa, YIOMUHAeMble B aHHOTAIUAX (oHa.

BepHurech B 0CHOBHOE MEHIO. AHAJIOTUYHO TPOCMOTPUTE pa3aei

«Komneknuu u coOpanus». Belmummre CBEACHUS O KOJUIEKIHSX, KOTOPHIE COJAEpKaT
JNOKYMEHTHI 110 ucropur MXAT.

Brinumnre nepcoHaiuM aKTEPOB M PEKUCCEPOB TeaTpa, YIIOMUHAEMbIE B aHHOTALIMSIX

donma.
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BepHurtech B 0CHOBHOE MEHIO. AHAJIOTMYHO TPOCMOTPUTE pas3aei

«JIMYHBIE ®OH/Ibl», Habupas B okae « [ TOUCK» cnpaBa hamumnmn

BelnucanHbiXx Bamu pesreneii MXAT. Beinumure cBeAcHUS 00 UMEIOLIMXCS JIAYHBIX
donmax.

1) CamocTosATEeNnbHO, TMYTEHMIECTBYS MO pa3feiaM MyTEeBOIUTENS, HaWIUTe W
BBINHUIINTE — HOMEpa M Ha3BaHUS (OHIOB:

1. JIUTEPATYPHBIX MY3€€B;

2. KYPHAJIOB, TIOCBAIICHHBIX U300pa3UTEIILHOMY UCKYCCTBY;

3. XxopeorpapuuecKux ydeOHBIX 3aBEICHHH.

2) [ouck mo HomMepy GoHTA.

[lenkuuTe M0 M300paxkeHuto crona ciesa Buu3y (Card index by fond number).

VYcranoBure konmuectBo (ponaoB PI'AJIM, BkOYeHHBIX B MyTeBOAUTENb. (s 3TOTO
MPUIETCS IPOJIMCTATh BCIO KAPTOTEKY. YKaXKUTE

HOMEp U Ha3BaHUE NocieaHero GoHaa.

Haiinmure un ykaxkuTe HazBaHUs, XPOHOJIOTHYECKUE TpaHUIlbl, 00beM ponmoB Ne 28, 156,
234, 1038. s storo B okHe «I[louck» crpasa

BBeauTe HoMep Gonaa u Haxmute ENTER.

3) [Touck no andasuty Ha3zBaHuii HOHIOB.

Brisicaute, ckonpko ¢ponnos CtpaBunckux umeercs B PITAJIN.

J1J1s 3TOTO LIENKHUTE M0 SIIIUKY ¢ OykBOil «C» B BEpXHEM JIEBOM

yriy. Habepute B rpade «Ilouck» «CtpaBuHCKUN».

Tem jxe crmocoOOM YCTAHOBHTE M BBIIUIINTE HOMEPA U XPOHOJOTUYECKHE TpPaHUIIbI
($hoHI0B:

- kommno3utopa J1.b. KabGanesckoro;

- pexuccepa A.S. Tauposa;

- xKypHasa «Kpokoaun — ykaxuTe, ¢ KaKoro rojia u3Jaercs;

- lN'ocynapctBenHo TpeThsKOBCKOM rajgepeu.

4) [Touck o TekcTy aHHOTALIMH.

Haiinmure Bce ponmbl kommo3utopos B PITAJIN.

lenkHuTe MO CTONY C JaMIoi BHU3Y crpaBa. B okne «Ilouck» BHM3Y cripaBa BBEAUTE
kiaroueBoe cioBo «Kommosurop». B BepxHem Mmento mienkaute mo Action-Search-Start. Ilo
3aBepuieHNH norcka meiakaute «OK». CoxpaHuTe noyuyeHHBIH CIUCOK HaiIeHHBIX (POHIO0B HA
KECTKOM JucKe. J[yist 3Toro menkHuTe Mo myHKTaM BepxHero MeHro Action-Search-Save search
result to file. B umenudaiina ykaxxure Banry hamuiuio, Hanpumep, ivanov.srf. leaxaure «OK».
[IpocMoTpuTe MOMYy4YeHHBIN CUCOK. [[J1s 3TOro cBepHUTE

nporpammy PGALI, naiiaute B okHe «Mo#l KoMmbroTep» U oTkpoiire ¢aiin C:/Program
FilessRGALI/Sresults/ivanov.srf. Illeakuure mo ero HasBanuio. Ecam Windows cropocut, ¢
MOMOIIBI0 KaKOW MporpaMmbl OTKpBITH (aiin, Beibepute WordPad, «OKy». Ilpocmotpute
MOJTy4YEHHBIHN CIHUCOK.

CHoBa pasBepHuTe OKHO mnporpammbl Rgali. Ilepenummure B TeTpaap damunun
KOMIIO3UTOPOB, (OHABI KOTOPHIX XpaHATCA B apxHBe, IOCIEJOBATENIBHO MpPOCMAaTpuBas ¢
MTOMOIIBIO MIETYKA MBIIIBIO KAYKIYI0 U3 HalJEHHBIX KapTOUEK.

5) Tem xe criocoOoMm (cM. 1. 4) onpeAeUTe U 3aUIINTE B TETPalb:

- aBTOpa KMHOcLeHapus K/ «KoToBckuii»,

- aBTOPOB MY3bIKJIbHBIX paboT o npousseneHuto /1. baiipona «3emis u HeOO»,

- apTUCTOB, HUcHoNHABIIMX mnaptuu B Oanere [LU. YaiikoBckoro «Jlebeaunoe
03€epo».

CocraBbTe apXuMBHYIO CHpaBKy (OTBET Ha 3alpoc) «IOKYMEHTHl O IOCTaHOBKax
«CHerypoukn» OcTpoBckoro». TekcT apXuBHOW crpaBKU (OpMYIHpYyeTcss MpUMEpHO Tak: «B
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OTBET Ha Ball 3ampoc cooOlrmraeM, uTo B PoccuiickoM rocyapcTBEHHOM apXUBE JIMTEPATYPHl U
HCKYCCTBA 110 TEME ... BBISABIICHBI CIEIYIOLINE TOKYMEHTHI:

1. (XxapakTepucTHKa TOKYMEHTOB, cChUIKa Ha Ne ¢oHma);

2. (XxapakTepucTHKa TOKyMEHTOB, cChlIKa Ha Ne ¢oHza).

[Moanuce nupekropa. lara.»

JleiicTByiTE TeM ke criocoOoM (cM. 1. 5).

6) 3anuimmTe KOPOTKOE 3aKiIfoueHune o myrepoauresne no PIAJIN:

- MIOJIHOTA MMOMCKOBOW MH(POPMAIINH, TIOJPOOHOCTH XapaKTePUCTHK (HOH/IA;

- MOMCKOBBIE BO3MOKHOCTH (OBICTpOTA U YIO0OCTBO TTOUCKA);

- BO3MOKHOCTH 9KCIOPTa HHPOpMAannu (COXpaHEHHsI Ha JIUCKE,

pacredaTtku, KOHBEpTHPOBAHHUSA);

- JIM3alH.

Crnaiite TeTpaapb MpernoaaBaTeio.

KoHTponbHBIE BOITPOCHL:

1. KakoBa meroauka mnoucka MHGOpPMAaIMU MO 3JEKTPOHHOMY MYTEBOIUTEINIO IO
PT'AJIN?

2. B uem nocToMHCTBA M HENOCTATKH 3JEKTPOHHOTO MyTreBoauTens no PITAJIN?

3. B 4eM cXOACTBO M pa3nuuue NIEKTPOHHOIO IyTEBOIUTENS, (HOPMHPYEMOro C

MOMOIIBI0 TTporpaMMbl AD, 1 371eKTpoHHOTO myTreBoauTesns nmo PI'AJIN?

Jluteparypa:

Jlapuna B.I'. Cucrema HCA rocynapcTBEHHBIX apXMBOB KaK OCHOBa (DOPMHUPOBAHHS
obmero apxuBHO-UH(MOpMaImonHoro npoctpancTsa / B.I'. Jlapuna // OTeyecTBEHHbIE apXUBBHI.
2002. — Ne 3. —C. 14.

9.2. Meroanueckue peKOMeHAAIUH 10 MOAT0TOBKE MUCHLMEHHbIX padoT

[TucebmenHast KOHTpOJIbHAS paboTa (pedepaT) mpeacTaBiseT co00M pe3yIbTaT U3y4CHHS
HCTOYHHUKOB M JIMTEPATypbl IO OJHOW M3 mpolsieM HH(pOpMaTH3alMKU apXUBHOIO jAeia. TeMsl
KOHTPOJIBHBIX Pa0bOT CcHOPMYIUpOBaHbl TaKMM OOpa30oM, YTO HEOOXOOUMO H3ydeHUe
HOPMAaTHUBHBIX U METOJMUYECKUX MAaTE€pPHUaJIOB, JIUTEPATYphl, OTPAKAIOLIEH ONbIT pabOThI OJHOTO
WM HECKOJIbKUX apXUBHBIX yupexaeHuil. Pabora noykHa cOCTOSTh U3 BBEACHUS, TEMAaTHUECKUX
pa3zfesnoB, 3aKIOUEHMs], CIHUCKAa MCIOJb30BAaHHBIX MCTOYHMKOB M JMUTEparypbl. Bo BBeneHuu
PacKphIBAETCS aKTyaJlbHOCTh MPOOJIEMBI, ONIPEEISIOTCS Lelb U 3a7a4l padoThl, JAETCS aHAIIN3
UCTOYHUKOB U JIUTEPaTypbl, OOOCHOBBIBAETCA CTPYKTypa paboThl. B OCHOBHON 4acTH,
pa3fe’eHHON Ha TeMaTHuYecKHe pasjenbl, u3jaraercs (akTHUECKUil MaTepuall, OINUCHIBACTCS
ONBIT KOHKPETHBIX apXuBOB. Bce (akTuueckue cBeAECHUS COIMPOBOXKIAIOTCA CChUIKaMH. B
3aKJIIOYEHUH M3J1aratoTcs BHIBOJIbl O COBPEMEHHOM YPOBHE Pa3BUTHUS TOM UM MHOW TEXHOJIOTHH,
0 TPEUMYILECTBE METOJ0B MH(pOpMATH3aLMK WM HPOTrPAMMHBIX IPOIYKTOB, HCHOJIb3YEMBIX
ciyxx6amu JIOY u apxuBa u. K pabore 00s13aTeIbHO COCTABIIACTCS CIIUCOK UCIOIb30BAHHBIX

HCTOYHUKOB: JJUTEPATYPHBIX, HHTEPHET-PECYPCOB U MPOTPAMMHBIX ITPOIYKTOB.

Henonyctumo npegocTaBiieHle B KaUeCTBE KOHTPOJIBbHOW pabOThl KOHCIIEKTA CTaThU WIIN
KONMM HOPMATUBHBIX JOKyMEHTOB @DenepanbHON apXUBHOW CIYyXObl, pa3MeEIIeHHBIX B
HNHurepHere.

Temsr 17, 27-30, nocBsIIeHHBIE U3YYEHUIO KAaKOTO MO0 HalpaBIeHUS

unpopmatuzauun  JIOY wu apxuBa (yuer, komiuiekroBauune, HCA wu jp.),
paccMaTpuBarOTCS Ha OCHOBE CPaBHEHMS OIbITA HECKOJIBKMX OpraHu3aluil WM apXUBOB B
JTaHHOM oOnacTu. BHMMaTeNnbHO M3ydMTE PEKOMEHJOBAHHYIO JHUTEpATypy K JaHHBIM TeMaM B
CIIMCKE UCTOYHUKOB U smepatypsl PII/I.

[ToompsieTcst HanMcaHUue KOHTPOJIBHBIX PpaboT, HOCBAIIEHHBIX
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aHaJIM3y OMbITa aBTOMaTu3aluu ciayxO0bl JJOY mim apxuBa Ha mpuUMepe KOHKPETHOTO
yupexxaeHus apxusa (temsl 17, 23, 26, 37).

B nannom ciyuae umeetcs B Buay uHpopMaTuzanus padotsl ciyxObl JJOY u apxuBa B
[eJIoM, a He OTAeNbHOe ee¢ HampaieHue. l[IpuMensiemMble 0a3bl JAHHBIX LEIECO00pa3HO
CUCTEMATHU3UPOBAaTh B COOTBETCTBUU C OCHOBHBIMU HaIIpaBJICHUAMHU pabOTbl — HAINpUMEp, B
00J1aCTH KOHTPOJIS UCIIOTHEHUSI TOKYMEHTOB, KaJPOBOTO JIEIOMPOU3BOICTBA, KOMIUIEKTOBAHHS
n DL/, yuera, HCA, ucrnonb3oBaHusl, yrpaBjieHHUs apXuBOM. [[Isl KakJ0ro mporpamMMHOIO
MPOJAYKTa >KenaTenbHO yKazaTh mojist b/l m otuersi, CYBJl wim s3Ik mporpaMMUpOBaHUs, B
koTtopoMm paspaborana BJ[. ILlerecooOpa3Ho oxapakTepu3oBaTh KXyl 0a3y ITaHHBIX Ha
KapTOUKe, 3aT€M KapTOYKH CUCTEMAaTHU3UPOBATh MX 10 HANpPABICHUSIM pabOThl U MPUCTYHIUTH K
HaIUCAaHUIO PAOOTHI.

Hauate crmenyer co cmnmcka aurepaTypsl K Iporpamme, riae Bel Halinere crartby,
nocBslleHHble aBToMaruzaimu JJOVY ninm apxuBa KOHKpeTHOTroO yupexaeHus. Ho 3To He 3HauuT,
YTO MOYKHO OTPAaHMYUTHCA KOHCIEKTOM OJHOM CTaThu Takoro poja. B pabore noKHBI OBITH
UCIOJIb30BAHBI  METOJMYECKHEe pa3padOTKM U  ONHCAaHUS MPOTPaMMHBIX  IMPOJIYKTOB,
UCIOJIb3YeMBbIX B apxuBe. ONTUMaNbHBII BapuaHT — 3KCKYpCHS B OTAENl aBTOMATHU3alUU
JAHHOTO apXMBa, KOTOPYIO MOXHO COBMECTHTH C IMOCEUICHHMEM YUTAJIbHOIO 3ajla BO BpeMs
paboTHI HaJl KYPCOBOM WJIM TUTUIOMHOM paboToil. Eciin 3T0 HE yIanochk OCyIeCTBUTD, TIOCETUTE
CU® OUHTU BHUMUIAL (yn. IIpodcoro3nas, 72) unu ero cailt. B kaproTeke mpocMoTpuTe
COOTBECTBYIOIIME TeMe pasnensl (Hampumep, 3.2.6.12.2. —  aBTOMAaTU3UpPOBAHHBIC
nH(popMalroHHbIE cUCTeMBI U 3.2.6.12 — MexaHHu3aIUs U aBTOMATHU3allMs MOMCKa HH(OpMaLUn
B apXMBaX), U3Y4YHTE OMHCAHMS MPOTPaMM U PYKOBOJCTBA MOJIb30BATENS POTPaMM, MaTepHaIbl

koH(pepennuii. Kpome Toro, cBeneHns 00 apXMBHBIX 0a3ax JaHHBIX UMEIOTCS Ha cailTe
«ApxuBsl Poccum», B pasmenax «baser  manHBIX»  (Www.rusarchives.ru/bd/list.shtml),
«ApxuBHbBIE CcrpaBOYHHKW» (Www.rusarchives.ru/guide/index.shtmlj, «ApXuBHBIE TTPOECKTHD
(www.rusarchives.ru/projects/index.shtml). M3syuwre caiit BbIOpaHHOTO apxuBa (CHOCKH Ha
apXUBHBIE CalThl CM. TaM ke, B pazfenax «deaepaibHble apXUBbD), «PETHOHAIBHBIE apXUBBD»)
— BO3MOXHO, Ha HEM pa3MelleHa uHpopMamusi O MPUMEHSIEMBIX aBTOMAaTHU3UPOBAHHBIX
TEXHOJIOTUSIX.

Tewmbl pedepaTos:

1. Mexanuzanuss W aBroMaruzaiusi apxuHoro naena B 1970-80-¢ romer B CCCP:
TEXHUYECKOE, MIPOrpaMMHOE, JINHIBUCTHYECKOE oOecneueHue, IpUMEHEHHE
ABTOMAaTHU3UPOBAHHBIX TEXHOJIOTHH B apXUBHOM JIETIE.

2. Mexanuzanuss 1 aBToMmaTtu3ainus apxuBHoro aena B 1950-90-e roawl 3a pyoexom (Ha
puMepe HECKOIBKHUX CTPaH).

3. [IpoGmembr aBTOMaTM3amuu apxuBHoro gena 1950-80-x romax B OTEUECTBEHHOU
apXMBOBEIUECKON HayKe.

4, CoBpeMeHHass HOpMAaTHBHO-TIpaBoOBas 0aza MHPOpMaTHU3aIlMU apXUBHOTO Jieia B Poccun.
5. Opranuzanusa uapopmaruzanuu apxuBHoro jaeia B PO Ha denepansHom ypoBae B 1990-
e — 2010 roapl.

6. Nudopmaruzanms 1esTeNbHOCTH ApXUBHOTO YUPEKICHHUS: OpTaHU3aIUs U IPAKTUKA.

7. LeHTpbI-pa3paboTUMKy TPOTPaMM TSl ApXUBHOM OTpPACIH.

8. [IpoGnemsbl nHGOpMATU3AIUN APXUBHOTO Jena Ha KoHrpeccax MCA 1 MexayHapOIHBIX

coBemanusax apxuBuctoB B 1950-2000-e romp.

9. Baenpenue MH(OPMAIMOHHBIX TEXHOJOTHMH B pabOTy apXuBa OpraHM3alluu (Ha MpHUMeEpe
KOHKPETHOTO MUHHMCTEPCTBA, BEIOMCTBA, yupexaeHus) B 1960-1990-e rozp!.

10.  CoBpemenHble  HMH(OPMAIIMOHHO-KOMMYHUKAIIMOHHbIE  TEXHOJOIMH B  oOjacTu
KOMIUIEKTOBAHUSl apXMBOB M HKCIEPTU3bl LEHHOCTH JOKYMEHTOB (CpaBHEHHME HECKOJIBKUX
apXMBOB).

11.  CoBpemeHnHbIe HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU TEXHOJIOTH B 001aCTH
ydyeTa JOKYMEHTOB B apXUBe (CpaBHEHHE HECKOJIBKUX apXUBOB).
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12. CoBpemenHble MH()OPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUM TEXHOJIOTH B 00JacTu
co3/laHusl MH(POPMALMOHHO-TIONCKOBBIX APXMBHBIX CIIPABOYHHMKOB (OMHCEH, KaTaJloroB,
IIyTE€BOUTEIIEH, YKa3aTelel 1 JIp.) — BO3MOKHO Ha IIPUMEPE OJTHOTO apXHBa WJIM HECKOJIBKUX
apXHUBOB.

13. CoBpemennble  MH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJOTHU B 00JIacTH
UCII0JIb30BAaHUS JOKYMEHTOB B apXUB€ (CpaBHEHHUE He-

CKOJIbKMX apXUBOB).

14. Co3ganue OaHKOB JaHHBIX HOPMAaTUBHON M METOJMYECKOW HAOKYMEHTALlUU B apXUBHOM
Iene.

15. DnexTpoHHBbIE apXUBbI KaK Y4YpEXkJEHHUS, OCYILECTBISAIOLIUE I0JITOBPEMEHHOE XpaHEHUE
AJIEKTPOHHBIX JIOKYMEHTOB, B Halllell CTpaHE U 3a pyOexoM.

16. MexayHapoaHble CTaHAAPTHI ONHUCAHUS APXHUBHBIX JOKYMEHTOB B IOMCKOBBIX CHCTEMax B
1990-e u 2010-¢ rospI.

17. Co3panue 0a3 [NaHHBIX [0 ApPXUBHBIM HCTOPUYECKMM HUcTOyHMKaM B 2010-e rojml
(ucropuueckas HHGOPMATUKA U APXUBBI).

18.  MudopmanroHHbIE TEXHOJIOTHH B ITyOJIIMKAIIUN TOKYMEHTOB B apXHBaXx.
19.  HudopmanroHHBIE TEXHOJIOTHH B PECTaBPAIIMU HCTOPUIECKHUX JTOKYMEHTOB.
20.  XpaHeHHWe JJEKTPOHHBIX JOKYMEHTOB B OpraHHU3allMHd: HOPMATHBHAas M METOJNYECcKas

Oaza.
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Ipunoowcenue 1
AHHOTAIIUA AUCHUIIJIIMHBI

Huctummmaa «MHpOpMAIIMOHHBIE TEXHOJOTUH B apXWUBHOM JEJie» pealn3yercs Ha
(dakynpTeTe apXUBOBEIACHHS U JOKYMEHTOBEICHUS KadeaIpoli apXuBOBEICHHUS.

Llenb MUCIUTUTHHEI - U3YY€HHUE TEOPETUICCKHUX MPOOJIEM U MPUKIIATHBIX
acTleKTOB WH(OpMATH3AIlMK apXWBHOTO Jella, OCHOBHBIX HAIPaBIICHUH  BHEAPCHUS
MH()OPMAMOHHBIX TEXHOJIOTHH B ICATEIHPHOCTh apXHUBa.

3amaun TUCIHILINHEL.

1) W3y4EHUE  OCHOBHBIX  IOHATHH, MCHOJB3yeMbIX B  IIpOLECCE  IPUMEHEHUS
MH(GOPMAIIMOHHBIX TEXHOJIOTHI B QpXUBHOM JIEJIE;

2) M3y4YEHUE UCTOPUM MEXAHU3AlMU M aBTOMAaTU3allMM APXUBHOI'O JI€JIa B HAILIEW CTpaHe U
3a pyoexoM;

3) M3Y4E€HHE HOPMATHUBHO-TIPABOBBIX OCHOB MPHUMEHEHUS! MH(POPMAIIMOHHBIX TEXHOJIOTHH B
apXWBHOM JIeJIe;

4) M3Y4YEHHE TEXHUYECKOTO M MPUKIAJHOTO IPOTPaMMHOTO 00ECIEYEeHHMsI, NCIOJIb3YeMbIX

TP OPTaHU3AIUH YIEKTPOHHOTO
JOKYMEHTO000poTa, MH(POPMALIMOHHOM OOECHEUYEeHUU YIPaBJICHUs, OpraHU3allMl apXUBHOTO
XpaHCHHA TOKYMCHTOB Ha TPAAULIUMOHHBIX U 3JICKTPOHHBIX HOCUTEIIAX,
5) W3y4eHHEe TPHUHIMIIOB BBHIOOpAa W OpraHU3allUd BHEIPEHUS W HCIOJIH30BAHHS
TEXHUYECKOTO ¥ MTPOTPAMMHOTO 00ECIIeUeHUS;
6) M3y4YeHHe HH(OPMAIIMOHHBIX CHUCTEM M OCHOBHBIX HH(OPMAIMOHHBIX PECypcoB B
apXWBHOM JIeJIe;
7) M3Y4YeHHE M aHaIM3 CPEJACTB 3alluThl MHPOpMalUd B HH(DOPMALMOHHBIX CUCTEMaXx,
HCIOJIb3YEMbIX B apXHUBHOM JIEJI€.

JucuuninuHa HanpaBjieHa Ha (JOPMUPOBAHUE CIEIYIOIIUX KOMITETEHIIHI:

OIIK-4. CnocobeH wucConbp30BaTh 0a30BbIe 3HAHWS B 00JacTH HHQPOPMAIIMOHHO-
KOMMYHHUKAITMOHHBIX TEXHOJIOTHH B cpepe CBOCH nMpodeccnoHaIbHOM NeITeTbHOCTH

B pe3ynbraTe 0cBOEHUS AUCHUIUIMHBI 00yJaromUics TOJIKEH:

3HaTh — OCHOBHBIE WH(MOPMAIMOHHBIE  OmOMUOrpadUYecKue  pecypchl IO
JOKYMEHTOBEACHUIO W apXMBOBEJIEHUIO; THIIOBOE MPOTrpaMMHOE OOecreueHue, MpUMEeHsIeMoe
Uis  (PYHKUMOHUPOBAHUS  ABTOMATH3UPOBAHHOM  CHCTEMBI  ILIEHTPAJU30BAHHOTO  yuyeTa
nokyMeHTOB ApxuBHOro ¢onga P®, ABTOMaTHU3UPOBAHHOTO LIEHTPAIBHOTO (POHIOBOIO
Karajora

YMeTh — OCYyHIECTBISTh TMOUCK HAy4YHO-TEXHHYECKOW HHQOpMAIMK 1O CBOEH
npodeccuoHabHON AEATeNbHOCTH; pa30uparbcs B 0a30BBIX acmekTax (QYHKIHOHUPOBAHUS
COBPEMEHHBIX HH(GOPMAITMOHHBIX CUCTEM B apXUBHOM JIEJIe

Bnanets - HABBIKAMU HCIIOJIH30BAHUS KOMITBIOTEPHOM TEXHUKHU U UH(POPMAITUOHHBIX
TEXHOJIOTUH,  OCHOBHBIMH METOJaMH, croco0aMu M CpEeACTBAMH IOJIYYECHUS, XpaHEHUS,
nepepaboTkun  uHGOpMAIUUY); HABbIKAMU BbIOOpa MPOrPaMMHOTO  OOecredyeHus s
nH(OPMALMOHHOTO 00ecTIeYeHUs eI TEIbHOCTH apXUBOB.

PaGoueit mporpammoii peaycMoTpeHa NpoMeKyToyHasi arrectanusi B popme 3auera.

OO01ast TpyA0€MKOCTh OCBOSHUS IUCIUTUIMHBI COCTABIISIET 2 3a4€THBIX €MHUIIBL
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