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3. ConeprxkaHue TMCUUILIHHBI (M00Y/1:1)

Ne

HaumenoBanue
pasnena
JUCHMILINHBI

Conep:xkanue

1.BBenenue.

[Ipenmer, uens u 3agauu Kypca. Mictounuku u nutepatypa mno
Kypcy. XapakTepuCTHKa 3aKOHOAATEIbHbBIX, HOPMAaTHBHBIX U
METOJIMYECKUX TOKYMEHTOB, HALIMOHAIBHBIX U MEXIYHAPOIHBIX
CTaH/IapTOB M0 MU3y4aeMoi mpodiemarruke. MecTo Kypca cpenu
JAPYTrUX JUCUUIUIMH. B3anMOoCBs3b Kypca ¢ AUCHUIUIMHAMHE
«JloxymeHnroBeaeHue», «OCHOBBI U TEXHOJIOTHS
JTOKYMEHTAIIMOHHOTO 00eCTIeYeHHs yIIPaBICHUS» U JIp.
OcHoBHbIE MOHATHA Kypca: MeXaHU3alusl, aBTOMaTHU3alus U
uHpopmaruzanus JJOY u apxuBHOTO Aea, HHPOPMALMOHHEIE
texHosioruu (UT), muadopmanmonnsie cucrems! (MC),
KOpPIIOpaTHBHBIE HH()OPMAIIMOHHBIE CHCTEMBI,
aBromarusupoBanubie cuctemMbl JIOY (AC IOVY), 37eKTpOHHbIC
JTOKYMEHTBI, JJIEKTPOHHBIN apXUB, apXHUB JIEKTPOHHBIX
JIOKYMEHTOB, aBTOMaTU3MPOBAHHBIE apPXUBHbBIE TEXHOJIOTUH U JIP.
ComnocraBneHne MeX/IyHapOAHON U 0TEYECTBEHHON MPOPHUIBLHON
TepMHUHOJIOTHH. Posb Kypca B COBEpILIEHCTBOBAaHUH OpPraHU3alluu
paboThI ¢ JOKYMEHTaMH B YIIPABJICHUH, CO3AaHUN ONTUMAIBHBIX
yCIOBUH pabOThI CIY>KO TOKYMEHTAIMOHHOTO 00eCIIeYeHHUSI
yIIpaBJICHUS U apXuBa. 3HaAYCHHE UHPOPMATU3ALUN APXUBHOTO
JieNia Ha cOBpeMeHHOM aTare. OcHOBHBIE HH(POPMAIIMOHHbBIE
TexHoJIoruH, npuMensemsie B JIOY u apxuBHOM Jiere.
WHudopmanroHHbIe CBOICTBA JOKYMEHTOB. 3aKOHOMEPHOCTH
pocTa ¥ CTapeHHs JOKYMEHTHOW HHPOPMAaLINH.
ABTOMaTH3UPOBAaHHBIE HH(OPMAIIMIOHHO-TIOUCKOBBIE CUCTEMBI U
ux knaccupukanus. OtpaciaeBasi CUCTEMa HayYHO-TEXHUYECKON
uHpopMalMy B 00JIaCTH JOKYMEHTOBEICHHS U apXUBHOT'O JIea.

Paznen 2. Ucropus
MEXaHMU3alUU U
aBTOMAaTH3alUU
ApPXUBHOTO JIeNIa B
Hallle cTpaHe U 3a
pyOexoM

DTarnbl aBTOMATU3AIMH apXUBHOTO Jiena B KoHIe XIX — KkoHIe
XX BB.: pa3BUTHE TEXHUYECKOTO 00eCreYeH sI, HOCUTENei
nH(}OpMaLIUY, TPOrPAMMHOTO U JIMHTBUCTUYECKOTO 00ECIIEUEHHUS.
[IepBble IEHTPHI XpaHEHHS] MAIIMHOYUTAEMBIX IOKYMEHTOB:
apPXUBBI OTPACIIEBBIX BHIUUCIUTEIBHBIX IIEHTPOB U TIIaBHBIX
BBIUHUCIUTENbHBIX 1IeHTpoB (I'BL]). Biusnue aBromarusanmu B
opranax Hay4Ho-TexHuuyeckoil undopmaruu (HTU) na apxusHoe
neno. Y4ueTHble 1 HHPOPMAIIMOHHO-TIOMCKOBBIE
ABTOMATU3MPOBAHHBIC CUCTEMBI B apXuBax. [lakeThl mpUKIa HBIX
MIpOrpaMM JJIs apXUBHOTO Aena. MHPpOopMaIlmOHHO-TIOUCKOBBIE
Te3aypychl. MexxapxuBHble aBToMatu3npoBanubie UIIC.
ABTOMaTHU3MPOBAHHAS CUCTEMA HAYYHO-TEXHUYECKOU
unpopmanuu (ACHTH) na ocaoBe LlenTpansHOTO

dhonmoBoro karanora (LIPK) rocymapcTBeHHOro apXuBHOTO
¢donna CCCP. ApxuBoBeieHIE MAITTHOYNTAEMBIX TOKYMEHTOB
(MYJ]). Buenpenue nHpopMaioHHOT0 MOAX0/1a B
apxuoBeznenue. Tpyns! B.H. AprokpaTosa, K.b. ['ennbmana-
Bunorpanosa, K.W. Pynenscon, P.H. Edumenko u ap.
[IpumeHeHre aBTOMaTH3UPOBAHHBIX CHCTEM 00pabOTKH
n3o0pakeHui 1 pectaBparuu 1okymMeHToB (ACOU3).

OneIT aBTOMATH3AIMH APXUBHOTO Jieia 3a pyoeskom B 1940-




1970-¢ rr. O6cyxaenue nmpodiaem nHGOpPMATH3AUNA APXUBHOTO
nena Ha konrpeccax MCA, coznanue Komurera o
aBromatusanuu MCA. Uaudopmaruzamus B crpanax CIIA,
3anaanoit EBponsl, crpanax COB. Coznanue AUTIC, navano
MIPUMEHEHUS KOMITBIOTEPHBIX CETEH,

CO3/IaHHE APXWBOB MAIIMHOYUTAEMBIX JTAHHBIX. APXUBOBEICHUC
MalIMHOYUTAEMbIX JTOKYMEHTOB 3a pyoexxom. Tpyast [Ix. Poynca,
JIx. Tectona, Y. Jomtapa, M. Keppona.

Pazpmen 3.
HopmartusHo-nipaBoBas
0a3a nHDopMaTH3AITNN
ApXUBHOTO JIeTIa.

Pernamenranus napopmMaTU3anuy apXuBHOTO JIEJIa B POCCUICKOM
3akoHoJaTenbCcTBe. 3akoH PD «O6 nndopmarnmm,
MH(OPMALIMOHHBIX TEXHOJOTUSX U 3amuTe nHpopmanumn», «O0
apxuBHOM Jiesie B Poccuiickoit denepanuny, 3aKOHBI CYOBEKTOB
(denepanuu u 1pyrue HopMaTuBHbIE aKThl. [IpobiieMbl aBTOpCKOTO
IpaBa u J0CcTyna K 0a3aM JaHHBIX, 3aIIUTH HHPOPMAIIHH,
nHpopMannoHHOU Oe3omacHOoCTU. PernamenTaius BOmpocos
nHGOPMATHU3ALUU APXUBHOTO JIe]Ia B IIOCTAHOBIICHHIX
[IpaButensctBa PO, cyobekToB (penepannu, npukazax Pocapxusa
U ApYruX HOPMATUBHBIX akTax. denepanbHble U peruoHaIbHbIE
nporpaMMbl HHGOpMaTH3auu apxuBoB. Konuenims
nH(pOpMATH3aLNUU apXUBHOTO fena B PD, mporpamma
nnpopmaruzanuu OeneparbHOrO ApXUBHOTO areHTCTBA U MO~
BEJIOMCTBEHHBIX eMy yupexaeHuit Ha 2011-2020 rr.
HopmartuBHo-MeToanueckue pa3paboTku PocapxuBa u apXUBHBIX
yupexaeHun. «l [paBuiia opranu3anuu XpaHeHHs,
KOMILIEKTOBaHUS, y4eTa U UCIOJIb30BaHUs JOKYMEHTOB...» B
roCy/1apCTBEHHbIX, MyHUIIUAJIBLHBIX apXUBaX, My3esX,
6ubnuorekax, apxuBax PAH 06 nnpopmaruzannu apxuBHOr0
JieJia U XpaHEHUH JIEKTPOHHBIX TOKyMEHTOB. KoHuennus
nHopMaTHU3aluu apXuBHOro aena B Poccuu;

oTpaciieBas IporpaMma nH(opMaTu3aluy apxXuBHoOro sena B Poc-
cun. PenepanbHas LeneBas nporpamma «JaeKTpoHHas Poccus»
Ha 2002-2010 rr. (2002 r.) 1 apxuBsbl. [lepcnekTHBHOE U TEKyIIee
IUTAHUPOBaHKUe paboThI 10 HH(pOpMaTH3aUu oTpaciu. [1nansl
HUP. Ponp ®@enepanbHoro apxusHoro arenrcra u BHUMIA/L.
HenTp nndopmannonHsix TexHonoruit Pocapxusa. JlesTensHOCTD
DKCNepTHOM KOMUCCUU 110 aBTOMATU3UPOBAHHBIM apXHUBHBIM
texHonorusm Pocapxusa. Ceknus LIC Poccuiickoro obmiectBa
nucTopukoB U apxuBUCTOB (POUA) «DneKTpOHHBIE TOKYMEHTHI U
apXMBBI: MPOOJIEMBI U pelIeHus». MexayHapoiHble GopMaThl U
cranaptel onucanus. Ctangapt ISADC(G) (1994).

Paznen 4.

OCHOBHBIE OOBEKTBI U
HpI/IHHI/IHI)I
aBTOMAaTU3aInn
ApPXUBHOTO JIeJNa.

OOBeKThI, NPUHIIMIIBL, 1SN, 3a/1a41 U HAIIPABICHHS
nH(pOpMaTHU3alUK apXUBHOTO Jiena. Bunibl nHGOpMamoHHBIX
TEXHOJIOTHH, MPUMEHSIEMbIX B apXUBHOM JIEJI€.

Opranuzanys HHPOPMATU3AIMK HA YPOBHE apXHUBa.
[InanupoBanue padbotsl 1o BHeapeHuto AAT B apxuBax.
IIporpammsl HH(pOpMATH3aMK OTAEIBHBIX (DeepaIbHBIX,
LEHTPAIBHBIX PECIyOIUKAHCKUX U FOCY/IapCTBEHHBIX KPAEBbIX,
00JIaCTHBIX, MyHUIIUNAJIBHBIX apXUBOB. CTPYKTYpHBIE
MOJIpa3/IeIeHUs apXHUBa, OTBEYAIOLINE 32 HHPOPMATU3ALUIO.
Oranel BHeApeHust AAT B apxuBe. Jtansl BHeApeHus AAT B
apxuBe. BeiOop nmporpaMMHOT0 oOecrieueH s U pa3paboTIHKa.
CkJaibIBaHHE COBPEMEHHOT'0 PHIHKA MPOTrPaMMHOT0 00eCTIeYeHHS




B 00J1acTH apXUBHOTO jena. [{eHTpsl pa3paboTunku mporpamMmm
JUIsL QpXUBHOU OTPACIIU: aPXUBBI, CUCTEMHBIE HHTETPATOPHI,
HayYHbIC YUPESKICHUS U BYy3bl. [locTaHOBKA 3a/1aun U
TeXHUYEcKoe 3a1anue. JJoroBop ¢ pa3paboTunkoM. Y CTaHOBKA

W ajanTanus nporpaMmel. [Ipo0iemMa KOHBEpTHPOBAHUS JTaHHBIX B
HOBBIE BepcHH nporpamMMbl. O0ydeHue nepcoHaa.

Pasznen 5. ba3sl maHHBIX
B apXUBHOM JIeJI€.

Cucremsl ynpaBieHus: 6a3aMu JaHHBIX, IPUMEHICMbBIC B apXUB-
HOM Jiene. PersiiimonHas u uepapxudeckasi CTpykTypa 0a3bl
nannbix.Iloctpoenne nHporornyeckoit Moaenu u
naranorunyeckoi mogenu bJ1. BeiGop TuoB 00BEKTOB, NX
aTpuOyTOB, UIEHTU(PUKATOPOB OOBHEKTOB, ONPEICICHUE TUIIOB
CBs3€H, BEIOOP MOJIEIHN JaHHBIX, CTPYKTYPUPOBAHHE JIAHHBIX,
npoekTupoBaHue oTueToB. [Ipodiema coznaHus TUIIOBOTO
(oO1mreoTpacieBoro) NporpaMMHOTO 00eCIeYeHUSI.
OyHKIMOHANBHBIN Moax0A (pa3padborku BHUN-

JAJl) n unterpupoBanHblil noaxo (pazpabortku Pocapxusa).
WNuTerpupoBannas Mojieinb HHPOPMAIIMOHHON CUCTEMBI apXHUBa,
OCHOBaHHOM Ha MHOTOYPOBHEBOM omnucaHuu. Cuctemsl
ynpaBieHus 0a3aMu JaHHBIX, IPUMEHSIEMbIE B apXUB-

HOM JIeJI€.

Paznen 6. [IpuknagHoe
pOrpaMMHOE
obecreueHne s
ABTOMATU3UPOBAHHBIX
ApXMBHBIX TEXHOJIOTHH
(AAT).

Bunbl 1 pa3HOBUIHOCTH aBTOMaTU3UPOBAHHBIX
WH(POPMAIIMOHHBIX CUCTEM B apXuBHOM Jene. [Ipu3Haku
KJaccu(ukanuu UHOOPMAIIMOHHBIX CUCTEM: YPOBEHb MHTErPALIH
JAaHHBIX B paMKax apXuBa, HA3HAUEHUE CUCTEMBI (yyeTHas,
UH(pOPMAIMOHHO-TIOMCKOBAs!, aIMUHUCTPATUBHO-
ynpaBieHuecKas); QYHKLIHUN CUCTEMBI (Y4eT, KOMIUIEKTOBAHUE,
CIIPaBOYHO-TIOMCKOBBIC CPENICTBA, UCTIOIB30BAHUE U JIP.);
YpOBEHb ONHCAaHUs JAHHBIX (MEXapXUBHBIE, MEX(DOHIOBBIE,
BHYTpH(OHAOBBIE); 00bEKT onucanus (HoH[, ONKCH, N0,
JIOKYMEHT); BUJI TPaJULIMOHHOTIO CIIPABOYHUKA (3JIEKTPOHHAs
OIMCh, KATaJIOr U Jp.); BUI APXUBHOIO YUPEKICHUS
(MH(pOpMAIMOHHBIE CUCTEMBI JJI1 ApXHUBOB OpraHU3aIHii,
roCyapCTBEHHBIX 1 MYHHUIIMIIAJIBHBIX apXUBOB,

OpraHoB yINpaBJICHUs apXUBHBIM JesoM), hopMma peanuzanuu (11K
u JIBC, UnTepHer, THpa)XxupOBaHUE HA HOCUTEISX).
CoBpeMeHHbIE aBTOMAaTU3UPOBAHHbBIE APXUBHBIE TEXHOJIOTHHU:
IIPOrpaMMBbI JUJIsl aBTOMAaTU3ALUN y4eTa, KOMIIJIEKTOBaHMS,
9KCIIEPTHU3bI IEHHOCTH, O0ECTIeYeHUSI COXPAHHOCTH,
HCII0JIb30BAaHUS JOKYMEHTOB, aBTOMaTU3UPOBAHHBIE
MH(OPMAIIMOHHO-TIOUCKOBBIE CUCTEMBI. IHTerpupoBaHHbIE
MHOTO()YHKIIMOHAJIbHBIE TIpOorpaMMbl. HpOpManinoHHble
rporuecchl U QYHKIUHU B cUcTeME «YYeT apXUBHOTO (HOHIa»
(Mucodrt). ObmeoTrpacneBas cucTeMa aBTOMaTH3UPOBAHHOTO
ydyeTa JoOKyMeHTOB ApxuBHOro (onna PO. [Tporpammer
«ApxuBHBIN HoHI», «DOHIOBBIN KaTanor». MexxapXuBHbie 0a3bl
JAHHBIX (peecTp YHUKAIbHBIX TOKYMEHTOB APXUBHOTO (OHAA,
aBromatusupoBanubiii LIOK, «Apxusnas Poccukay u ap.).
Wndopmaruzanus apxuBoB opranuzanuii. OCHOBHbIE MPOOIEMBI
KOMITbIOTEepHU3auu nHGpopMarnonHoro rnmoucka. UIIC
JIOKyMeHTalbHbIe U pakTorpapudeckue. Kiaccuduxamms
MH(POPMaITMOHHO-TIONCKOBBIX S3BIKOB. becTe3zaypycHbrit

nouck. Tesaypycsl u ux penakruponanue. Kimaccupukatopsl




JTOKYMEHTHOUN MH(pOpMai — UX YHUDHUKAIUS U
penaktupoBanue. Ctanmapruszaius GopMaToB OMUCAHHS
nokyMeHToB. EKJIM. DneKkTpoHHbIE yTEBOIUTENH, OIKCH,
katasioru, ykazarenu. MexxapxuBubie AUTIC. bank nanHbix
«Kuura nmamsitny, «ApxuBHas Poccuka», ALIOK.
[TonunotexcToBbie AUTIC. HTErpripoBaHHBIE IOUCKOBHIE
CUCTEMBI U POrpaMMHOE O0eCTieueHune sl UX pean3alluu.
OmneiT I'naBapxuBa r. Mockssl, 'AP®, Apxusa PAH,
peruoHanbHbIX apxuBoB. [Iporpammuslii komruieke «Kancca-
ApxuB» U ero BHeApeHne. Mexx1yHapOoaHbIe MPOESKThI
KOMITBIOTEPU3ALUU apXUBHBIX TEXHOJIOTUN — «APXUB
Komunrepna», «CBAI.

Paznmen 7.
WNHTepHeT-TeXHOI0T NN
1 nH(OpMAIMOHHBIC
pecypcsl,
UCIIOJIb3yEeMbIC B
apXUBHOM JIeJie.

[IpuMeHEeHHE CETEBBIX TEXHOJIOTHUH B MH(GOPMAITMOHHOM
obecrnieueHnr pabOThl ApXUBOB, CO3JaHIH MEKAPXUBHBIX
MH(POPMAIIMOHHO-TIOMCKOBBIX CIIPABOYHUKOB, YITPABICHUH
oTpaciibio. ['106anbHbIe BEIUUCIUTENBHBIE CETH U aPXUBBHI.
[IpoGnema co3ganust peCypcoB OTE€UECTBEHHBIX apXUBHBIX
yupexaenuii B Iarepuete. O6merocyaapcTBeHHbIC apXUBHBIE
nopranbl — «ApXUBBI YKpauHb»; «ApxuBbl benopyccumny;
«Apxusbl JIutBei». Caiit PocapxuBa «Apxussl Poccuny.
Meroanudeckue ykazanus Pocapxusa 110 CO3JaHUIO caiTa
ApPXUBHOTO YUPEXKICHUS. XapaKTepUCTHKa HH(POPMAITMOHHBIX
PECypCoOB POCCUICKUX apXHUBOB B IJ100aTbHOM CETH: CANTHI
npeacTaBuTeNnbekue u HayuHbie. [Ipoonemsl myonukanyu HCA u
nokymeHToB B HTepHeTe. bubmmoreku cepiiok. CalT « ApXUBBI
mupa» FOHECKO. Opranuszanus 10cTyna K 3JIEeKTPOHHBIM
pecypcam o fokymeHTax ApxuBHoro (ponnga PD, pazmernieHHbIM
Ha noptaiie «Apxussl Poccun», B Tom uncie «LleHTpassHOMY
(dhoHm0BOMY Katanory»; «Peectpy yHUKaJIbHBIX TOKYMEHTOB.
Co3nanune «EnnHON HHTErpallMOHHON M1aT(hOpPMBbI
MH(OPMAIIMOHHBIX PECYPCOBY POCCUNCKUX apXUBOB.

Paznen 8. Texuonorus
XPaHEHUS JICKTPOHHBIX
JTOKYMEHTOB U 3aIlliTa
nHGpOpPMAIUH B
UHGOPMAITUOHHBIX
CUCTEMaX.

[Tpobnema coxpaHeHus SIEKTPOHHBIX JOKYMEHTOB Ha
coBpeMeHHoM dtarne. [ouarus «MY/», « IMH», «3nekTpoHHbIi
nokymeHT» (D/]) 1 MX HOPMATUBHO 3aKpETUICHHbIE 1e(PUHULIAN.
Huckyccuu o npupoze DJ1. Oco6eHHOCTH MaIIMHOYUTAEMBIX
JIOKYMEHTOB KaK 00BEKTOB apXMBHOTO XpaHeHus. Borpocsl
IOPUJIMYECKON CUJIBI U «JI0KA3aTENbCTBA» HAJIEXKHOCTH HOCUTEIIEH,
OTJIETIEHHOCTH MH(GOPMAIIK OT HOCUTEISI, HEOTPAHHYCHHOCTH
BOCIIPOU3BEICHUSI OPUTHHAJIOB, BEICOKOW C€0ECTOMMOCTH
XpaHEHHS; CTAPEHUE TEXHUUECKOTO W MPOTPAMMHOTO
obecnieueHus; popmMaTHON HECOBMECTUMOCTH, OMMUCAHUS

u np. [TpaBoBo€ perynnpoBaHue pUaANIecKor cuitbl D/ B Halei
CTpaHe | 3a pyOekoM. DIIeKTpOHHAs U(POBas MOHUCH.
TexHOmOoruu ONepaTUBHOIO XPAaHEHUSI SJIEKTPOHHBIX JOKYMEHTOB
(3amuTa OT BUPYCOB, COOEB AIEKTPOIUTAHUS, PE3EPBHOE
KomupoBaHue u jp.). [IpobiieMa 10ATOBPEeMEHHOTO XpaHEHHS
AJIEKTPOHHBIX JOKYMEHTOB U MOJICPKAHUS UX ayTEHTUYHOCTH.
OcoOenHocTH KIacCU(pUKAIIUH, yIeTa, OMIMCAHUS U IKCIIEPTU3BI
LIEHHOCTH AJIEKTPOHHBIX JTOKYMEHTOB. TpeboBaHus
nH(OPMAIIMOHHON OE30MaCHOCTH K aBTOMATU3UPOBAHHBIM
cuctemaM B JIOY u apxuBHOM Jene. OCHOBHBIE HAITPABJICHUS U
MepBI IO 3aIUTe HHPOPMAIHH OT HECAHKIIMOHUPOBAHHOTO




nocryna. CoziaHue 3JeKTPOHHOTO (OH/IA MOJIb30BaAHUS.
Coznanue LlenTpa xpaHeHUs 3JIEKTPOHHBIX JTOKYMEHTOB
POCCUICKHX apXHUBOB.

4. O0pa3oBaTe/ibHbIe TEXHOJOTHU

Ne Buabl yueOHbIX
HaumenoBanmue pasagena . O0pa3zoBaTesbHbIE TEXHOJIOTHHU
n/n 3aHATHI
1 |2 3 4
1. |Bsenenune Jlexmus 1. BBoaHas JIEKIIUSI c
HCII0JIb30BAaHNUEM
BUJIEOMATEPHAIIOB
CamocTosTenbHas
pabora KoncynpTupoBaHue u npoBepka
JOMAIIHUX 33JJaHUi MOCPEICTBOM
AJIEKTPOHHOW MOYTHI
2. |Pazmen 1. Jlexmus 2. Jlekuus-susyanusanus c
MIPUMEHEHUEM CIalA-TIPOEKTOPA.
Camocrostenbnas |[loarotoBka K KOHTPOJIBHOM
pabota paborte.
3. [|Pazgen 2. Jlexums 3. Jlexuusi-Bu3yanuzanus c
MIPUMEHEHUEM CIIANA-TIPOEKTOPA.
IlogrotoBka ~ K KOHTPOJIBHOM
CamocrosTensHas  |paGore.
pabota
4. |Pazgen 3. Jlexus 4. Jlexuus-Bu3yanuzamms c
MPUMEHEHUEM CIIANA-TIPOEKTOPA.
KoncynpTupoBaHue u npoBepka
JOMAIlIHUX 3aJaHuil MOCPEeACTBOM
AIEKTPOHHOMW MOYTHI.
[TpakTueckoe Beimmonnenue IIPAKTUYECKOTO
3aHATHe 1. 3alaHus 1o aHaIn3y
tepmuHonorudeckux 'OCTos.
Camocrostenbnas ([logrotoBka K = KOHTPOJBHOM
pabora paboTe ¥ 3amoJHEHHUIO pabouei
TETpau.
5 |Pazgen 4. Jlexuus Jlexuust ¢ pa300poM KOHKPETHBIX
5. CUTYalUH.
CamocrositenpHasi |Beinonnenue IIPAKTUYECKOTO
pabora. 3alaHdsl 1O  aHalW3y MpaBUil

paboThI apXHUBOB M CTaHJIAPTOB.
KoHcynpTupoBaHne u NpoOBEpKa
JOMAIIHUX 3aJaHuil MOCPEACTBOM
AIIEKTPOHHOM MOYTHI.

IlogroroBka ~ K KOHTPOJIBHOM
paboTe ® 3amojHEHHIO0 padouei
TETpaJu.
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6. |Pasmen 5. Cranmapruszanus Jlexmmst N Jlekmmst ¢ pa3bopoM KOHKPETHBIX
XPaHEHMS ayITMOBU3Y- 6. CUTyaLuil.
aJbHBIX JOKYMEHTOB.

[IpakTrueckoe Beinonnenue MIPaKTUYECKOTO

3aHATHE 2 3aJlaHusl 10  AaHAIW3y IPaBUII
paboThl apUXBOB U CTaHJAPTOB.
KoHcynbTHpOBaHME U IpOBEpKa
JOMAIHUX 3aJaHuil MOCPEACTBOM
AJEKTPOHHOM MOYTHI.

CamocrosarenpHas |I[IOATOTOBKA K KOHTPOJIBHOM

pabora. pabote u 3amojHeHUIO0 paboueit
TEeTpaau.

7. |Pa3zgen 6. Jlexkmus N Jlexuus-Bu3zyanuzanus c
Crangap-Tusanus 7. MPUMEHEHUEM CIIaliI-ITPOEKTOpA
XpanCHUsA HAyIHO-TEX~ KoHcyneTHpOBaHME U IIpOBEpPKa
HHUYCCKUX NOKYMCHTOB. NOMAIIIHUX 3aJaHul IIOCPEACTBOM

AJIEKTPOHHOM MOYTBHI.
CamocrosTensHas  |[ToaroroBka K KOHTPOJIBHOU
pabora. pabote U 3amojHEHUI0 paboueit
TeTpaau.
8 |Pasmen 7. Jlexuus Ne 8. Jleknust ¢ pa3b0poM KOHKPETHBIX
Crangapruzanus XpaHeHus CUTYalUH.
JOKYMEHTOB ~ Ha  MallMHHBIX
HOCHTIISIX (sextponnsx |l IpakTnyeckoe Beinonuenue [IPAKTUYECKOr0
JIOKYMEHTOB). 3aHartue 3. 3aJlaHusl 10  aHaNu3y  IPaBUI
paboThl apXHUBOB U CTAHAPTOB.
KoncynpTupoBanue u mnpoBepka
JOMAIIHUX 3aJaHuil MOCPEACTBOM
AJEKTPOHHOMW MOYTHI.
CamocTosTensuas |1 IOATOTOBKA K KOHTPOJIbHOM
paGora. paboTe U 3amoJHEHUIO pabouei

TEeTpaau.
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5. Ouenka njiaHUpPyeMbIX Pe3yJbTATOB 00yYeHUs
5.1. Cucrema onieHUBaHUS
Cucmema oyeHusanus Modxcem Oblms NPedCmasieHa KaK 8 meKcmogou, max u 8 mabaudHou

dopme.
Hanpumep:

®opmMa KOHTPOJIS

Makc. KOJIH4eCcTBO 0aJ1710B

3a onny |Bcero
padory
Tekymuii KOHTPOJIb:
- ONPOC HA NPAKMUYECKOM 3AHAMUU 5 bannos |30 6annos
- KoHmponvHas paboma (peghepam) 10 10 6annos
- pabouas mempadsb cmyoenma (memwl |5 6annos |20 6annos
1-3),
s cmyodenmog 3a0unoeo omoeneHusi I-
4
IIpoMexxyTouHas arrecrauus 40 6annos
(umoecosas konmponvnas paboma)
3auem ¢ OYeHKOlL)
HToro 3a cemectp (Oucyuniumy) 100 6annos

ITonmy4eHHBIM COBOKYITHBIN PE3yJIbTAT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO IIKAJIy OLIEHOK U B
HIKay olleHOK EBporieiickoii cucteMsl nepeHoca 1 HakorieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM € TabIUIIEH:

100-6annpHast mkana | TpaauiroHHAas MIKaia kama ECTS
95-100 A

83 04 OTJINYHO B

68 — 82 XOpOIIO 3a4TEHO C

56 — 67 D

50 55 YJOBJIETBOPUTEIHEHO E

20-49 FX

019 HEYJIOBJIETBOPUTEIHEHO HE 3a4TCHO F
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5.2.Kputepuu BbICTaBICHUS OLIEHKHU 110 JUCHUILIMHE

Bbanabl
/
Ixaxa
ECTS

Onenka o
JTUCIHUIIINHE

Kpurepun oueHku pe3yjbTaToB 00y4eHHs 1O
AUCHHIIMHE

100-83/
AB

«OTIIMYHOY/
«3a4TeHO (OTIUYHO)»/
«3a4YTEHO»

BricTaBnsiercs oOy4aromemMycsi, eCiu OH TIyO0KO U MTPOYHO
YCBOMWJI TEOPETUYECKUI U IPAKTUYECKUNA MAaTEepUa, MOKET
MIPOJIEMOHCTPUPOBATH 3TO HA 3aHATUSX U B X0OJI€
IIPOMEKYTOUYHOM aTTECTALUU.

OO0y4armMiics UCUYEPITBIBAIOIIE U JOTHYECKUA CTPOMHO
u3Jaraet yueOHbIi MaTepHuall, yMeeT yBSI3bIBaTh TEOPHIO C
MIPaKTUKOM, CIIPABJISETCS C PEIICHUEM 3a/ad
npodeccuoHaNbHOM HallPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0HOCTH, MPABUILHO 0OOCHOBBIBAET MPUHSTHIC PELICHUS.
CBOOOTHO OPHEHTHUPYETCS B y4eOHOH U PO ECCHOHATBHON
JuTeparype.

OreHka o JUCIUILIMHE BBICTABISIOTCS 00ydaromeMycs ¢
Y4E€TOM PE3YNbTATOB TEKYIEH U TPOMEKYTOUHON
aTTeCTalUu.

Komnerenuuu, 3akpeni€éHuble 3a ITUCHUILIIMHOM,
c(hOpMUPOBaHbBI HA YPOBHE — «BBICOKHID.

82-68/

«XOPOMIO»/
«3a4TEHO (XOpOIII0)»/
«3aYTCHO»

BeicraBisiercs o0y4aromemycs, €Ciu OH 3HaeT
TEOPETUYECKUM U IPAKTUYECKUNA MaTEpUas, FpaMOTHO U 110
CYILIECTBY M3JIAraeT €ro Ha 3aHATUAX U B X0/
IIPOMEKYTOUHOM aTTECTAllUH, HE TOIYCKas CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics NpaBUIbHO MPUMEHSET TEOPETHUECKUE
ITOJIOXKEHUS ITPU PEIICHNUN MPAKTHYECKUX 3a/1a4
npodeccCHOHATBLHON HAMPABIEHHOCTH Pa3HOIO YPOBHS
CJI0HOCTH, BJIaJI€€T HEOOXOAUMBIMHU JIJIsl 3TOTO HaBBIKAMU U
pUEMaMHU.

JlocTaTouHO XOpOIIO OPUEHTUPYETCS B yUeOHOU U
npodeccuOHATBLHOM JINTepaType.

OrneHka o JUCIUIUIMHE BBICTABIIAIOTCA 00y4aromeMycs ¢
y4ETOM PE3YNbTATOB TEKYILIEH U TPOMEKYTOUHOU
aTTeCTalUN.

Komnerenuyu, 3akperi€HHble 3a TUCHUIIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOIIHNIY.

67-50/
D,E

«yIOBIETBOPH-
TEIIbHOY/
«3a4TEHO
(ynoBneTBopu-
TEJILHO)»/
«3aUTEHOY

BeicraBisiercs: o0y4aromemycs, €cii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUI U IPAKTUYECKUNA MaTepual,
JIOITyCKAeT OTAETbHBIE OMIMOKHU MPHU €T0 U3JI0KEHUU Ha
3aHATHUAX U B XOJ€ MPOMEXYTOYHOU aTTECTALUH.
OO0yuaromuiics UCTIBITHIBACT ONpeIeIEHHBIE 3aTPYAHEHUS B
IIPUMEHEHNN TEOPETHUYECKUX MMOJIO0KEHUN MTPU PEIICHUH
NPaKTUYECKHX 3a/1a4 MPOo(eCCHOHATLHON HANPaBIEHHOCTH
CTaH/IapTHOI'O YPOBHS CII0)KHOCTH, BJIaZieeT HEOOXOIUMBbIMU
JUIs 3TOr0 0A30BBIMU HABBIKAMH U IPUEMAMHU.
JleMOHCTpHUpYET TO0CTAaTOYHBIN YPOBEHb 3HAHUS yUeOHOM
JUTEPATYpPHI 110 TUCLUIUINHE.

OrneHka 1o JUCHUIUIMHE BBICTABIIAIOTCSA 00yYaroIEeMycs C
y4E€TOM PE3YNTATOB TEKYLIEH U TPOMEKYTOUHOU
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banabl | Ouenka no Kpurepun oueHku pe3yjbTaToB 00y4eHHs 10O

/ JUCIHIIINHE JMCIUILINHE
I xaxa
ECTS

aTTeCTaLMU.

Komnerenuuu, 3akpeni€éHuble 3a JTUCHUIIIMHOM,
c(hopMUPOBaHbBI HA YPOBHE — «IOCTATOYHBINY.

49-0/ «HEY/IOBJICTBOPUTENIb | BricTaBisieTcs o0ydaronemMycs, €Clid OH He 3HaeT Ha 0a30BOM
FFX HO»/ YPOBHE TEOPETHYECKUI U IPAKTUUCCKUN MaTepual,
HE 3aUTEHO JIOITYCKaeT TpyObIe OMMOKH MTPH €ro U3II0KEHUHU Ha 3aHITHSIX

U B X0JI€ IPOMEXKYTOYHOH aTTecTalu.

OO0yyaronuiicst UCIIBITHIBAET CEPhEIHBIE 3aTPYAHEHUS B
HPUMEHEHUH TEOPETUYECKUX MTOJIOKEHUH IPU PELIeHUN
NPAaKTUYECKHX 3a/1a4 MPO(ECCHOHAILHON HAPaBICHHOCTH
CTaHJAPTHOI'O YPOBHS CJI0)KHOCTH, HE BJaJieeT
HEOOXOJUMBIMH JIJIsl 3TOTO HABBIKAMH H ITPHUEMaAMH.
JleMoHCTpHpYeT (parMeHTapHbIe 3HaHUS Y4eOHOM
JUTEPATyPHI 1O JUCIUTUIMHE.

OneHka 1o JTUCHUIUIMHE BBICTABIISAIOTCS 00yJaromeMycs C
Y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalHH.

KomnereHuu Ha ypoBHE «10CTaTOYHbII), 3aKpPEIIEHHBIE 3a
JVICIATUTMHOM, He ¢(hOPMUPOBAHBEI.

5.3. OueHouHble cpecTBa (MaTepuabl) sl TEKYIIEr0 KOHTPOIIS yCIIeBaeMOCTH,
IPOMEKYTOYHOM aTTeCTallMK 00yJaroIuXcs Mo AUCHuIuInHe (modymo) (OIK-2, OITK-6)

Ilpumepnvie mecmot 01: O1UY-KOHMPOTALHOU PAOOMBbL.
Bapuanm 1.
1. OGmreoTpaciaeBoe MporpaMMHOE 00ECTICUEHHE apXUBOB ATO —
A. enuHbIE IpaBUiIa CO3aHMs HHPOPMAIIMOHHBIX PECYPCOB PErHOHA;
b. CANHBIC CTAHAAPTHI OMMUCAHUS apXHUBHBIX JOKYMCHTOB;
B.obmepoccuiickue kiaaccuukaTopsl JOKyMEHTHOUM HH(pOpManuuy;
I. IporpamMmaI 1501051 KOMITJICKCBI nporpamm, NnpeaHa3HAa4YCHHBIC JJIA aBTOMAaTHU3allnu
OTpeieIEHHON TeXHOJIOTHH B OMPEIeTICHHON KaTerOpuu apXUBHBIX YUPEKICHUH.

2. JIunrBHCcTHYECKOE oOecneueHne HH(OPMAIIMOHHO-TIOUCKOBON CHCTEMBI 3TO —

A. KOMIUIEKC MPUKJIAJIHBIX TPOrPaMM;

b. cucrema ynpanenus 6a3amMu JaHHBIX;

B. COBOKYITHOCTH HCKYCCTBEHHBIX HHPOPMAIIMOHHO-TIONCKOBBIX SI3bIKOB U CPECTB IOUCKA;

I'.  coBokymHOCTBH pOrpaMMHO-aINNapaTHBIX CPEACTB  BBOJA, OOpAaOOTKM U XpaHEHHS
uH(pOpMaLIUH.

3. OCHOBHBIM MTPHHIIUTIOM HH(POPMATU3AINH APXUBHOTO JeJIa SBISETCS MPUHITAI :
A. co3naHus pacnpeeneHHbIX HH(POPMAIIMOHHBIX PECYPCOB;
b.MozepHU3anuy NpUMEHsIEeMbIX TEXHOJIOTHHM U IPOrpaMMHOT0 0OecTieueHus;
B.BHEIpeHMS NCKITIOUUTENEHO MEXKAPXUBHBIX HH()OPMAIIMOHHO-TTOUCKOBBIX CUCTEM;
I'. mpeeMCTBEHHOCTH TPAJUIIMOHHBIX U ABTOMATU3UPOBAHHBIX TEXHOJIOTUI MEXy COOOM.

4. Buenpenune nHGOPMAIIMOHHBIX TEXHOJIOTHI B MacITabax apXUBHOM OTPACIN PETYIHPYETCS U
IUIAHUPYETCA COTJIACHO
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A. ®enepanbHOMY 3aKOHY 00 «ApXHUBHOM Jiesie B POy,

b. apxuBHOMY 3aKOHOJATENbCTBY CYOBEKTOB (heaeparuu;

B.«OcHOBHBIM npaBuiaM pabOThl apXUBOB OpraHU3aLU;
I'.«IIporpamme mHudopmaTuzanuu denepanrbHOr0 apXUBHOTO areHTCTBAY,

5. OcHOBBI BHEJPEHHUSI aBTOMAaTU3UPOBAHHOI'0 Y4€Ta U CIIPaBOYHO-NIOMCKOBBIX cpeacTs (AUIIC) B
MYHHULIMIIAJIBHBIX apXUBaX 3aKpEIlJICHbI

A. B 3akoHe «O0 apxuBHOM feiie B POy;

b. apxuBHOM 3aKOHOJATENbCTBE CYOBEKTOB (hesiepaluy;

B. «OcHOBHMU TpaBMIIaMu pabOTHI ApXHBOB OPTaHU3AIII;

I'. «IIpaBunaMu OpraHu3alMyd XpaHEHMs], KOMIUIEKTOBAaHUs, y4€Ta U UCIOJIb30BaHUs TOKYMEHTOB
A® PO u 1pyrux apXuBHBIX JOKYMEHTOB B FOCYAAPCTBEHHBIX U MYHUIIUTIIAJIIBHBIX apXUBaX)».

6. Enunas aBTOMaTH3MpOBaHHAS OTPACiIeBasi CUCTEMa BHEIPEHA B apXUBHOM Jielie B 00JacTu
A. KOMIUIEKTOBaHUsI apXUBOB;

b. sxcnepTr3bl HEHHOCTH I0OKYMEHTOB;

B. ydyera n10KyMeHTOB;

I'. ucnonp30BaHusl JOKYMEHTOB.

7. Bueapenue o01ieoTpaciaeBbIX IpOrpaMM B apXUBHOM JieJie CIIOCOOCTBYET

A. MOJIepHHM3aLIUHN TEXHUYECKOTO 00eCTIeYeH s apXHBOB;

b. noBeimennto 3¢ (heKTUBHOCTH IJIAHUPOBAHUS pabodero BpeMeHH apXUBUCTA;

B. co3manuio yHUKaNbHBIX HHPOPMAIIMOHHO-TIOUCKOBBIX PECYPCOB;

I'. maTerpanumn u yaudukanuu GopMaToB JaHHBIX U CO3/IaHUIO MEKAPXUBHBIX HHPOPMALIMOHHBIX
CHCTEM.

8. C menbio co3anus ctpaxoBoro ¢oHaa U GoHa MOIb30BaHUS B apXUBAX MPUMEHSIETCS
A. MyJIbTUMEINITHBIE TEXHOJIOTHH;

b. nHbOpMaIMOHHO-TIOUCKOBHIE CUCTEMBI,

B. ceTeBbIe TEXHOIOTH,

I'. TexHonorus o poBaHus.

9 . Lenbto nHOpMaTH3aLMK APXUBHOT'O J1eJ1a ABISAETCS:

A. ObecrieueHne yaaJeHHOTO JOCTYIa MoJIb3oBaTeseil K MHPOPMAIMOHHBIM pecypcaM apXUBOB;
b. IloBbllIeHNE TOYHOCTH U ONIEPATUBHOCTH Y4eTa JOKYMEHTOB;

B. Co3nanue panuMoHaJIbHOM CHCTEMbl KOMIUIEKTOBAaHUS, XpPaHEHMs] M IOMCKa HHGPOpMalun
ApxusHoro ¢ponja P® ¢ nomorpro HH(HOMAPIIMOHHBIX TEXHOJIOTHIA;

I'. Bce BhllIenIepevrCIEHHOE.

10. DneKTpOHHBIE TOKYMEHTHI BKJIIOUEHBI B COCTaB ApxuBHOTro (hoHna PO

A. Ha ocnoBanuu ¢enepanpHoro 3akona «O0 snekTpoHHON 1udpoBoit moamucu» Ne 1-D3 ot
10.01.2002

b. H a ocnoBanuu ¢enepanbHoro 3akoHa Poccuiickoii @enepaunn «O0 apXUBHOM Jeji€ B
Poccuiickoit @enepanun» Ne 125-03 ot 22.10. 2004.

B. Ha ocHoBanuu QenepanpHoro 3akoHa «O6 uHdopmanuu, MHOOPMAIIMOHHBIX TEXHOJIOTUAX U
3amute napopmarum» Ne 149- @3 ot 27.07.2006

I'. Ha ocHoBanuu (penepanbHoro 3akoHa «O06 00s3aTeIbHOM K3eMILISIpe JOKYMEHTOBY Ne 77-D3
o1 29.12.1994

Bapuanm 2.

1. ba3a qaHHBIX ¢ TPUBEACHHBIM HIDKE MEPEYHEM T0JIEH B apXUBE UCIOJIb3YETCS JUJIS:
A. KoMiuiekroBanus.

b. Yuera 10KyMeHTOB.
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B. [Toncka 1OKyMEHTOB U JOKYMEHTHOW HH(POPMAIIUH.
I". KOHTpOJIs HCITOJIHEHUS 3alIPOCOB.

UCNOTKOMOB 20PCOBEN08)
MH(POPMHUPOBAHUE TPaXaaH O
CO3JIaHHBIX UMHU
WH(OPMAIIMOHHBIX pecypcax

OmHOUeHUU
0OKyMenm,

Apxue \Hazeanue BJ[ [ lons.

I"A Teepcxoti obnacmu «Pewenuss u pacnopsiocenus|  Pane yupesicoenus
(npumensiemcs Kanununckoeo  eopoockoeo|  Buo ooxymenma;
maroice 8 apxusax Tromenu ucosema n.0. 1980-91 22.» Ne ooxymenma,
Toboavcka oAl Hauanvnas oama;
Kamanoauzayuu @onoos Kouneunas oama;

Cooeporcanue,
Teocpaghus;
Ompacns;
Hassanue yupescoenus, 8

Komopozo NPUHAM,

Dono No;
Jleno No;
Onucwo No;
Jlucm No.

1. K MexxapXuBHBIM 06a3aM JaHHBIX OTHOCATCS:
A. DnexTpOoHHBIM Katajor «ApXHUTEKTypa U rpagoctporenbctBo Mocksel, Cank-llerepOypra u
npuropojioB» Ha caiite PI'’A HT/J;
b. baza nanubix «OnbITHO-KOHCTpYKTOpCKas gokymeHTauus B PUA HTI»;

B. CD-ROM

I'. Dnexropuubiit myreBoautens mo PICA HT/I.

3. K mexxapxuBHBIM 0a3aM JaHHBIM OTHOCSTCS

A. AHHOTHPOBAHHBII peecT
b. Omnuce dbonga

Cubupckoro-resepan

p onuceit PI’A BM®;

ry0epHaTopa B

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

I'A Owmckoii o0Onactu;

B. IIporpamma «Yuet apxuBHoro (onna» B 'ocapxuse Boponexckoii obnactu;

I'. PeecTp yHMKaNbHBIX JOKYMEHTOB ApxuBHOro ponaa P®.

4. NnTerpupoBaHHble 0a3bl

JaHHBIX OTJINYAarTCA:

A. HaJM4YueM OMMCaHUI JOKYMEHTOB pa3HbIX (POHIOB;
b. Hanu4rem onMcaHuil TOKYMEHTOB Pa3HbIX 3I10X;

B. Hanuuuem pas3HbIX ypoBHEH onucanus (pOHI, ONUCH, 1EJI0 U Jp).
I'. HanmuuMeMm onucaHuil JTOKYMEHTOB Pa3HbIX APXUB

5.YuerHbie 0a3bl JaHHBIX NTPEAHA3HAYEHBI JIJIS
A. OCYIIIECTBIIEHUS CTATUCTUYECKUX OTIEPALINIA.
b. opranuzarum 3KcriepTH3bI IIEHHOCTH;

B. onpenenenust cpokoB XpaHEHUs! JOKYMEHTOB;
I'. moucka NOKyMEHTHOI HHpOpMaINH;

6. K amMUHHCTpaTHBHO-YMPABICHUYECKUM 0a3aM JaHBIX OTHOCSTCS:

A. B/l o yueTy JOKYMEHTO

B B ApXUBC;

b. B/ o yueTy ucnoap30BaHus JOKYMEHTOB B ApXUBE;
B. B/I «Karanor pemeHuii ropuciojikoMa B FOpoJICKOM apxuse; @
I'. B/ o BeaeHMIO MJIAaHOBO-OTYETHOM JOKYMEHTAIMU B apXHUBaX

7. K uHbOpMaIImIOHHO-TTIOMCKOBBIM 0a3aM JaHHBIX OTHOCSTCS

A. B/l o yueTy JOKYMEHTOB B apXUBE;
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b. B/] no y4eTy ucnosab30BaHus JOKYMEHTOB B apXUBE;
B. B]I «Karanor pemeHuii ropucioKoMa» B FOPOJICKOM apXUBE;
I'. B/] o BeaeHMIO MJIAaHOBO-OTYETHOM JOKYMEHTAIIMU B apXUBaX

8. baza JAaHHBIX CO CICAYIOIIUMU IIOJISAMHU ABJIACTCA:

A. YuerHoit

b. nTerpupoBaHHOM.

B. AnMUHUCTpaTUBHO-YIIPABIEHYECKOM.

I'. Ilo1HOTEKCTOBOIA.

Apxus \Haszseanue oazvillons
OaHHbIX
[AOIIM «ObuecmeenHo- 1. Haumenosarnue opeanuzayuu,
noaumuveckue napmuy| 2. Hanpaenenue dessmenvrnocmu napmuu,
U OBUIICEHUSY 3. Buo doxymenma;
4. 3aconosok 0okymenma,
5. [lama ooxymenma;
6. Iloanoma mexcma,
7. Cnocob socnpoussedenusi;
8. Iloonunnocmen;
9. Bpems nocmynnenus 6 apxus,
10. IHouckoswie Oannvie;
11. Texcmul ycmagos u npoepamm napmuil.

9. baza AaHHBIX CO CJIICAYIOIIUMU ITOJISIMU ABJIACTCA:

A. YyerHoit
b.ITonckoBoii.

B. AnMuHUCTpaTUBHO-YIIPABIEHYECKOM.

I'. ITorHOTEKCTOBOA.

Apxue Haszeanue b/ llona

[[XU]IK (PI'BA) |b/] no eoennonnennvim|l. @amunus
epasicoanam ['epmanuu,|2. HUmsa
Snonuu. Aecmpuu,|3. Hms omya;
Umanuu, 4. Jlama pooicoenus
VItokcembypea, 5. Mecmo poowcoenus;
Benepuu, THonvwu|6. Mecmo scumenvcmasa;
nepuooa emopoti . Bepoucnogeoa-nue;
muposoti  eotinbl  (no|8. Cemetinoe nonodcenue;
donoy I'VIIBH). 9. Ilpogeccus;

10. Bounckoe 36anue;

11. Bounckas uwacmo,

12. Mecmo naenenus;

13. Mecmo cooepacanus (nazepw),
14. Mecmo 3axoponenus.

10. ba3za naHHbBIX CO CIAEAYIOMIUMHU MOJISIMU SABIISIETCS:
A. DIIEKTPOHHOH ONMHCHIO

b. DnekTpOHHBIM KaTaIOTOM.

B. DnexkTpoHHBIM yKa3aTeyem.

I'. DJIeKTpOHHBIM yTEBOIUTEIIEM.

Apxus Haszseanue 6azvl 0aHHBIX

Ions Omuemui

"ocyoapcms|b/] «Mempuueckue kHueuy»

1.Ves30. [ lepeuens Mempuyeckux
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eHHbIU -c 1720 no 1916 ¢ . 2.Hacenennwiii nynkm. KHUZ no oame,
apxue 3.1]epro6b, npuxoo, coO0p. MeCmMonIodNCeHulo  npuxood,
Ceeponiosck 4.1'00 3anucu. YEepPKEU.
ol obracmu 5.Ne honoa.
(I'ACO) 6.Ne onucu.

7.Ne oena

8. Ne iucma.

Ilpumepnuie onpocwl 0151 KONNOKGUYMA
1) Kak M3MEHWINCh OCHOBHBIC LI€IM M HampaBlieHHS HH(POpMATU3AIMK apXMBHOTO Jielia Ha
COBPEMEHHOM JTare 1o cpaBHeHHIO ¢ 1990-mMu romamMu (Ha OCHOBE OTpPACIEBBIX MPOTPAMM H
J1aHOB)?
2) B yeMm mpeumyiecTBa OOIIEOTPACICBO MPOTPAMMHOIO OOECIICUYEHHSI U KaKHUE PE3YJIbTaThl
JIOCTUTHYTHI B €r0 pa3paboTKe U BHEIPEHUH B apXUBHBIX yupexaeHusx Poccun?
3) Packpoiite Ha mpuMepax OCHOBHbIC IPUHIIUITBI HH()OPMATH3AIMH apXUBHOTO 1eiia B POD.
4)Korma  MalIMHOYMTAeMble  JOKYMEHTBI  ObUIM  O(HUIMAIbHO  BKIIOYEHBI B  COCTaB
roCy/IapCTBEHHOTO aApXUBHOTO donma
ctpanbl? Kakue npoOieMbl apXHWBOBEICHHS MAIIMHOYUTAEMBIX JOKYMEHTOB OOCYXIaIUCh
yueHsiMHu B 1960-80-¢ roas?

5)Haiite onpeneneHue JIOKyMEHTA Ha MalIMHHOM HOCHTEIIE. Ka-
KM€ CIIOPBI BEIyTCS YUEHbIE BOKPYT 3TOI'0 ONpeAesIeHUs?
6)B 4em cnenuduka MalIMHOYUTAEMBIX JIOKYMEHTOB KaK 00BeK-

TOB apXUBHOT'O XpaHEHUs?

7)Kakue CymecTBYIOT KOHIENIMM [OCTOSIHHOTO XPaHEHMsI MAlllMHOYHUTAeMbIX JOKYMEHTOB B
3apyOexHOM apxuBoBeAeHUN? KakoBBI cocTaB JOKYMEHTOB M (DYHKIIMHM apXHUBOB 3JEKTPOHHBIX
JIOKYMEHTOB 3a pyOe:KoM (IIpUBEAUTE IPUMEPHI TAKUX XPAHUIIUILL)?

8)KakoBbl crnienuduueckue (TeXHOJIOIMUYECKUE) KPUTEPUU SKCIEPTHU3bl LIEHHOCTHU 3JIEKTPOHHBIX
JIOKYMEHTOB?

Temamuka umozoewvix nucwueuublxpaﬂom

1. Tematnueckue AUIIC B apxuBHOM zaene B 1970-80-e roxsr.

2. Temarnueckue AUIIC B apxuBnoMm ene B 1990-e — 2000-e rozp!.

3. Coznianue TUIOBOTO (0OILIEOTPACcIeBOro0) MporpaMMHOro odecrieueHust B apxuBax B 1990-e-
2000 rogsl.

4. llenTpani30BaHHAas CUCTEMa aBTOMAaTU3UPOBAHHOIO yyeTa JOKyMEHTOB ApXuUBHOTo ¢oHna PO.

5. IIpaBoBoe perynupoBanne nHpopmaTuzanuu apxuBHoro aena B 1990-e — 2010-e roxsr.

6. OCHOBHBIE HaNpaBJICHUS U UTOTH HH(OpMaTH3aUK apXuBHOTO /1ena B 1990-e — 2000-¢ rofsr.

7. OCHOBHBIE HAIIPABIICHHS PA3BUTHSI HHTEPHET-TEXHOJOTHI B apxuBHOM Jnienie 1990-2000-x rT. u
WH(POPMAIMOHHBIE PECYPCHI apXUBHBIX YUpexaeHui B IHTepHeTe.

8. ApXuBBI MAIIMHOYMTAEMBIX JaHHBIX MHpA: HCTOPHS, COCTaB, CIEIMUPHUKA XPAHIIIHXCS
JIOKYMEHTOB.

9. [lepcnieKTHBHBIE HANpaBJICHUS PA3BUTHS WHPOPMATU3ANNN apXHBHOTO JIela Ha COBPEMEHHOM
JTame.

(Cm. Takxke METOAMYECKUE PEKOMEHIALIMH 110 MOATOTOBKE MUCbMEHHBIX PadoT).
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6. YueOHO-MeTOAMYECKOE M NH(POPMALMOHHOE 0O0eceuyeHue TUCIHILIMHBI

6.1. CHHCOK HCTOYHHKOB M JTIHTEPATYPbI"

HUcTounuku

OcHoBHBIE

®denepanbHbiii 3aK0H OT 22 oKTA0ps 2004 r. Ne 125-D3 "O6 apxuBHOM Jnene B Poccuiickoi
Oeneparun" B pen. 11.02.2013 r.//Cobpanue 3akoHoarenbcTBa Poccuiickoit deneparui.
2004. Ne 43. Cr. 4169. I'nmasa 6. Cr. 5.

[Tocranosnenue IlpaButensctBa Poccuiickoit @enepanuu ot 15 utons 2009r. Ne 477 «O6
YTBEPKACHUU MTPABUII JCJIONPOU3BOCTBA B (pe/iepalibHbIX OpraHax UCIOIHUTEIbHOM BIACTH
//Cobpanme 3akoHonarenscTBa Poccuiickoit denepanuu. 2009. No25. Ct.3060.

[TocranoBnenue [IpaButenscrBa Poccuiickoii @eneparuu ot 7 ceHTsi0ops 2011 1. Ne 751 «O
BHECEHMHU M3MeHeHu# B [IpaBuia nenonponsBojcTBa B eiepaabHbIX OpraHax
HCIIOTHUTENIbHON BiacThy// CoOpanue 3akoHoaarenbcTBa Poccuiickoit deneparuu, 12.09.2011,
Ne 37, ¢1.5263.

[Tpukaz MunkomcBszun Poccun ot 02.09.2011 Ne 221 «OO6 yrBepkaeHUH TpeOOBaHMM K
UH(POPMALIMOHHBIM CHUCTEMaM d3JICKTPOHHOTO JIOKyMEHTO0OOpoTa ¢enepaabHbIX OpraHoB
WCIIOTHUTENIbHOM  BJIACTH, YYMUTBHIBAIOIIMX B TOM 4YHCIIe HEOOXOAUMOCTh 00paboTKH
MOCPEJCTBOM  JAaHHBIX CHCTEM CIy)KeOHOW wWH(OpManmuu OrpaHMYEHHOTO  JIOCTYIIa»
//Poccuiickas razeta. N 261. 21.11.2011

I'OCT 52292-2004. YupasieHue opranuzanuei. JJIIeKTPOHHbBIN perjJaMeHT aJIMUHUCTPATUBHON
u ciy:ke6Hoi nestensHocTi. OcHoBHBIE TonoxkeHus. C 1 urons 2005 r. M., 2005.

I'OCT P UCO 15489-1-2007 «CUBU/I. Ynpasnenune nokymentamu. O61mme tpedoBanus». M.:
Cranpaptungopm, 2007

I'OCT P 54471-2011/1SO/TR 15801:2009 «CucteMbl 3JIEKTPOHHOTO JIOKYMEHTOOOOpPOTA.
VYmopasnenne nokymeHtauued. WHdopmanms, coxpaHsemas B DJIEKTPOHHOM  BHJE.
Pexomenpanuu no obecrneyeHuo JOCTOBEPHOCTH M HAJEKHOCTUY», YTBEP)KIEHHBIM NPUKa30M
@denepallbHOTO areHTCTBA 110 TEXHUUYECKOMY PETyJIHpoBaHHi0 U MeTposoruu oT 18.10.2011 Ne
466-cT.

I'OCT P 54989-2012/ISO/TR 18492:2005 «OGecneyeHne AOITOBPEMEHHOM COXPaHHOCTH
DIIEKTPOHHBIX  JIOKYMEHTOB», YTBEP)KACHHBIH mpukazoM @DenepanbHOTO areHTCTBa 110
TEXHUYECKOMY peryaupoBaHuto u Merposioruu ot 17.09.2012 Ne 325-cr.

AHaIM3 IPOrpaMMHBIX TIPOAYKTOB, MPEIHA3HAYCHHBIX TSI HH(POpPMATH3AIMK BHYTPHAPXHUBHON
JESTENIbHOCTH TOCYAApCTBEHHBIX U MYHUIIMTIAIBHBIX apXWBOB: aHaiuuT. 0030p B 2-x T. T. .1:
Ananus...; T. 2: CpaBHUTENbHBIN aHANW3... TaOIUIIBI CPABHUTEILHOTO aHa/U3a / PyK. MPOEKTa,
otB. ucnoiad. FO.JO. FOmamesa; ots. ucnonu. H.A. Tkauenko; ucnons. M.B. Tapacosa, M.JL.
Haropnas, [.[{. Konosanos; BHUNJIA.— M., 2015.— T.1: 157 c.; T. 2: 97 c. - en. 8 OUHTAU
110 TOKyMEHTOBEACHUIO U apxuBHOMY feny 02.03.2016, Ne 269

Enunenii mopsimok  3amosiHeHMsi mojiedl EnuHON  aBTOMAaTHM3MpOBaHHOW WHGOPMAIMOHHON
CUCTEMBI, COCTOSIIIEH U3 TMPOTPAMMHBIX KOMIUIEKCOB «ApXuBHBINH (oHA», «DOHIOBHII
karanory, «llentpanpabiii GonmoBeiil kaTtanory/O00 «Anpant». M., 2014.//Ony0aukoBaHo Ha
caiite @eaepanbHON apXUBHOM cy)0bI http://archives.ru/documents/methodics.shtml
Konmnernus napopmaTrzanmuu apxuBHOTO nena // Bectauk apxusucrta.1996. N 1. C. 60-82.
[Tporpamma nHpopMmaTu3anuu deaeparbHOT0 ApXUBHOTO areHTCTBA U MOABEIOMCTBEHHBIX MY
yapexaenuit Ha 2011-2020 rr. (YtBepxkaena [Ipukaszom Pocapxua Ne 104 ot 2 nexabps 2011
r.) //OnybnukoBano Ha caiite «ApxuBbl Poccum», pasgen «Mupopmaruzanusy.
www.rusarchives.ru/informatization/conseption.shtml.

1 PekomeHZyeTcs BKMoYaTh B CNUCKM He Gonee 15 nevaTHbIX U3gaHui.



[Iporpamma nnpopmaTuzanuu apxuBHoro nena Poccum (1997-2000) // BectHuk apxuBHCTA.
1996. N 6. C. 55-65.

[IpaBuia opraHu3anny XpaHEHUs] KOMIIEKTOBAHHSI, y4eTa U HCIIOJIb30BaHMsI JOKYMEHTOB AD
P® u apyrux apxuBHbBIX JOKYMEHTOB B TOCYJapCTBEHHBIX U MYHULIUIIAIBHBIX apXUBaX, My3€sIX,
oubmuorekax, opranusanusx PAH. M., 2007. IIm. 2.9.-2.11, 3.1, 3.6, 5.6, 5.8, 5.12, 5.13,. 5. 16,
5.17.

JlomosiHUTEIbHBIE

PJ1 50-524-84 «Ilopsimok XpaHEHHs TOKYMEHTOB Ha MallTMHHBIX HOCUTEISIX». M,, 1985.

['OCT 6.10.4-84. «YHuduuupoBaHHbIE CHUCTEMbI JTOKyMeHTauuu. [Ipunanue ropuandecKoi
CHJIBl JIOKyMEHTaM Ha MAalIMHHOM HOCHUTENE U MalllMHOIpaMMe, CO3[aBacMbIM CpEACTBAMHU
BBIUMCIIUTEIBHON TEXHUKI». M,, 1985.

I'OCT 28388-89. «Cucrembl 00paboTku nHpOpManuu. JJOKyMEHThI Ha MarHUTHBIX HOCHTEIISIX
naHHbIX. [1OpsI0K BBIIOIHEHUS M 00palleHUS,

ApXuBOBeIYECKHE U JOKYMEHTOBeIUeCKHEe (DyHKIIMOHAIbHbIE TpeOOBaHUS K MH(POPMALIMOHHBIM
cucreMaM, OOECHEeUMBAIONIMM JJIEKTPOHHBIA JIOKyMEHTOOOOPOT B Ipoliecce BHYTPEHHEH
NeSITeNbHOCTH  (peiepalbHbIX OpPraHoB  HcHOJHUTEeNbHOM Biactu. Ortuer no HUP.
M.:BHUNJAL, 2013. //OmyOIMKOBaHO Ha cauTe «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

MeTtoanueckiue pPEeKOMEHAAIMH MO JJIEKTPOHHOMY KONHUPOBAHUIO ApXHWBHBIX JTOKYMEHTOB H
YIpaBJIEHUIO TOJXY4eHHbIM HHpoOpMauunoHHbIM MaccuBoMm/ lO.FOmameBa. Pocapxus,
BHUWAAL, 2012.

PexomeHanuu 1o KOMIJIEKTOBAaHUIO, YUETY M OPTaHU3alUN XPAHEHUS JIEKTPOHHBIX apXHUBHBIX
JNOKYMEHTOB B apxuBax opranusamumii. M.. BHUMIAJ], 2013//OnybnukoBano Ha caiiTe
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml).

-PexoMeHaanny Mo KOMIDIEKTOBAHHIO, YUETY ¥ OpPTaHU3aIUN XPAHEHUS SJICKTPOHHBIX apXHBHBIX
JOKYMEHTOB B TOCYJapCTBEHHbIX W MyHHLIMNalIbHBIX apxuBax M.: BHUUIA/,
2013//OnybaukoBaHo Ha caiire «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

CocraBieHne apXUBHBIX ONHUCEW B AIEKTPOHHOW (OpME M UX WHTETpanusi B MHPOPMALMOHHYIO
UHPPACTPYKTYPY TOCYAAPCTBEHHBIX M MYHULUNAIBHBIX apXUBOB. M.: BHUMNIAL,
2013//OnybaukoBaHo Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

CpaBHuTenbHBI aHanu3 QopmaToB (aHIOB AJIEKTPOHHBIX JOKYMEHTOB ITOCTOSIHHOTO
(tonroBpemeHHoro) xpanenusi». Otuer on HUP. M.:PITYVY, 2013 //Ony0aukoBaHo Ha caiite
«Apxussl Poccun». http://www.rusarchives.ru/methodics/index.shtml).

Ananutudeckuit 0630p «M3ydeHue ombiTa MPEACTABICHHS CHUCTEMBl HAayYHO-CIPABOYHOTO
ammapaTta TOCYJApCTBEHHBIX M MYHHMIMIAIBHBIX apXuBOB Poccuiickonn ®Penepanyu B ceTH
Wntepner». M: BHUNJA, 2014. //OnybnukoBaHno Ha caiite deaepaqbHOr0 apXUBHOIO
areHrcTBa http://archives.ru/documents/methodics.shtml

W3yueHune TUIJIOTMM M 3BOJIIOLIMU HUCTOpHYECHX (HOPM apXUBHOW YUETHOW NOKYMEHTALUU U
BO3MOXKHOCTH UX IIPEJCTaBlIeHUs B ekTpoHoi cpeae. M: BHUMNJA/, 2014. /OnybaukoBaHo
Ha caiite @enepalbHOTO apXUBHOTO areHTCcTBa http://archives.ru/documents/methodics.shtml
OyHKIIMOHANBHBIE TpPeOOBaHUS K WHGOPMAIMOHHBIM CHCTEMAaM apXUBOB JJEKTPOHHBIX
nokyMeHTOB opranuzanuii. M:Pocapxus, BHUMJAJL. 2014 //OnyOaukoBaHo Ha caiite
denepanbHOro apxuUBHOTO areHTCTBa http://archives.ru/documents/methodics.shtml
Jlutreparypa

OcHoBHas

AdanacbeBa JLII. SI way Ha 3aHATHS MO ABTOMATU3UPOBAHHBIM APXHUBHBIM TEXHOJOTHSIM.
YuebHo-MeToanmueckuit Mmoayib. M.: PITY, 2005.

Omna sxe. Dnexrponnsliit HCA apxuBoB: HOBBIH 3Tan B pa3Butuu // Jlenonpoussoactso. 2013. Ne
1. C. 85-97; Ne 2.
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Kucenes U.H. ApxuBHble nH(OpMaAIIMOHHBIE TEXHOJIOTUU HAa cOBpeMeHHOoM dTarie / M.H.
Kucenes // OreuectBennbie apxuBbl. — 2008. — Ne 4, — C. 24-31.

Kypuep A.E. Undopmanmonnas cucrema ydera ApxuBHoro gouaa PO: moaxoas! k
peanmu3anun// Bectauk apxuBucra. — 2014, — Ne 3, — C. 37-43.

Tuxonos B.U. [IpuMeHeHrE TpaJULIUOHHBIX METOJIOB B 3KCIIEPTU3€ LEHHOCTH 3JIEKTPOHHBIX
nokymeHToB / B.. Tuxonos // OteuectBennbie apxuBbl. — 2009. — Ne 3. — C. 37-47.

OH xe. 3aaun apXUBHOTO XPaHEHUS SJIEKTPOHHBIX TOKyMEHTOB: U3 omnbita [IA/IOHM / B.1.
TuxonoB // OreuectBennble apxuBbl. — 2010. — Ne 3. — C. 51-60.

FOmamesa FO.1O. LlenTpanbHblii (DOHTIOBBINA KATAJIOT: UICOJIOTHS CUCTEMBI U aHAIIN3
pe3ynbpTaToB MepBoro roaa GpyHkimonuposanus // Bectnuk apxuBucra. — 2013, — Ne 2 — C.

175-191.

JlomostHUTEAbHAS
Anpnepcon K. Amuantos FO.H., Haymos O.B. Dnekrponnas Bepcus apxusa 1.B.Ctanuna //
Becrauk apxuBucra. — 2008. — Ne 2. — C. 134-1309.
Amnuckuna E.B. MHpopmanoHHbIe TEXHOJIOTUU — 00ECTIEYEHUIO0 COXPAHHOCTH JOKYMEHTOB
['AP®// OteuyectBennsie apxusbl. 2013. Ne 1. C. 37-39.
AnToHenko B.B. KommniekToBanue apXuBHbIX yupexaeHui Anraiickoro kpas (GoTo-
JOKYMEHTaMH B 3J1eKTpoHHOM (hopme // OtedectBernble apxuBbl. — 2009. — Ne 6. — C. 46-48.
[Nankuna E.B. CoBpeMeHHbIe MH()OPMALIMOHHBIE TEXHOIOTUHU AJIS1 ONTUMU3ALUU paboThI
KOHTPOJILHO-KJIIMMaTHUeCKOU ciry:k0bI I"'ocapxuBa Tynbckoit obmactu // OtedecTBeHHBIE
apxuBbl. —2013. — Ne 5. — C. 26-29.
['opsiea T.M, «OmnbiT BHeApeHus nndpoBbix nHHOBanuid B PIAJIN. .. oTKpbIBaeT GoJbInme
MHTETPAIMOHHBIE TEPCIEKTHUBEL...». // OTtedecTBeHHbIE apXxuBbl. — 2013. — Ne 3. — C. 46-48.
I'yzanoB E.JI. «Co3znanue equHOro MHGOPMAIMOHHOTO pecypca — IPUOPUTETHOE HAIIPaBJICHUEY.
O BHeapeHuU MH(OPMAIIMOHHBIX TEXHOJOTHH B apXUBHBIX YUpeXaAeHUsAX SpociaaBckoit
obnactu// OreuectBernbie apxuBbl. — 2009. — Ne 6. — C. 46-48.

Hpoxos C.B. Pexomennannu MCA no paboTe ¢ 3JeKTPOHHBIMU JJOKYMEHTaMH JUIs
apxXuBHUCTOB opranm3anuii // OredectBeHHbie apxuBbl. — 2010. — Ne 3. — C. 65-73.
«3a/1a4ya CeroIHAIHEr0 AHS — KOMIIBIOTEpU3aIUs BCEX MPUBBIYHBIX APXUBHBIX IPOLIECCOBY.
Nurepsrio C.B. Muponenko u O.H. Konsutosoit k 90-netuto ['ocygapcTBeHHOTO apXuBa
Poccuiickoii @eneparuu / OtedecTBeHHbIe apXuBbL. — 2013, Ne 2.
Muponenko C.B. "[TamaTtb: cTapble 3a7jaun HOBbIE TEXHOJIIOTUU'": HHTEPBbIO TupekTopa 'AP®
//[3nanune-cuma. 2015. Ne 8. M., 2015;
Kuuuruna C.C. ABromMaTH3upoBaHHas HHGOPMAIMOHHO-TIOUCKOBast cucTtema CBepAIOBCKOM
00J1aCTH 110 apXUBHBIM JOKyMeHTaM // OteuecTBeHHbIe apxuBbl.— 2016.— Ne 6.— C. 40-42.
JleBuenko JI.JI. OGecnieueHrne COXpaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB B HAllHOHAJILHOM apXHBe
CIIA // Bectnuk apxusucra. — 2013. — Ne 4 — C. 212-223.
JleonoB A.B., barypun FO.M. 3D- 10KkyMeHT — HOBBII THI Hay4YHO-TEXHUYECKON
nokymenTaruu// Tam xe. C. 192-205.
TuxonoB B.M. Meroauueckne u NpakTUYECKHUE ACIIEKThI SKCIEPTHU3bI LEHHOCTH AJIEKTPOHHBIX
nokyMmeHToB // BectHuk apxuBucrta. — 2007. — Ne 3. — C. 120-130.; Ne 4. — C. 148-179.
Kynpuna JI.P. [Ipumenenne unpopmanmoHHbsix Texuonoruit B Hapo-®@omuHckoM pailoHHOM
apxuBe // OteuectBeHHble apxuBbl. — 2007. — Ne 5. — C. 85-88.
Hazaposa M.B. DJIAP roToB BbINOJIHATE camble ciioxHbIe 3a1aun / M.B. Hazaposa //
OteuectBennble apxuBbl. — 2008. — Ne 4. — C. 138.
Csio Lroxys#t. YopaBieHue dJeKTPOHHBIMH TOKYMeHTaMu B KuTae: coCTOsTHUE M IEPCIIeKTUBHI //
OteuectBennbie apxuBbl. — 2010, — Ne 6. — C. 59-64.
Tepexuna T.A. baza nannsix «['eneanorus» B Mcropuueckom apxuBe OMckoit oomacta //
OrteuectBennblie apxuBbl. — 2010. — Ne 6. — C. 124-125.
Vapsaunkuit K.b. Enunas apxuBHo-mHGOpMaIIMOHHAs cpeia B KOHTEKCTe HHPOPMATH3AITUN
obmiectBa // OreyectBennbie apxuBbl. — 2009. — No 3. — C. 31-37.
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®ponosa E.B. Dnextponnslii apxus TromeHckoit o01actu / OredectBennble apxuBbsl. — 20009.
— No 6. — C. 43-46.

lapanosa W.J1. 13 onsita PTAHT/] o pecraBpanmu n300pa3uTeabHBIX apXUBHBIX MAaTepHAIOB
// Bectauk apxuucra. — 2010. — Ne 4. — C. 55-63.

FOmamesa 10.1O. Madopmatuzanus apxuHoro nena B Poccuiickoii @eneparnuu (1991-2015
rr.).Hayunble wuccrienoBanusi B 00JacTH NPUMEHEHUS HHOOPMALMOHHBIX TEXHOJOTH:
MoOHOTpadus: pEeKOMEHJOBaHO K meyaTu pemeHuemM YueHoro coBera BHUMJIAJZ / HO.IO.
OmameBa. M.; bepnun: Iupexkt-Menua, 2016. 355 c.

Ilepeyenn pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKALMOHHOI ceTH « MHTEepHET,
He00XO0IUMBIH /1J151 OCBOCHUS U CIUILIMHBI (MOIYJIs1)

Apxussl Poccun. [[Topran @eaepanbHoi apXUBHOU CIY>KOBI |; [ DIEKTpOHHBIN pecypc| —
OnekTpoH, gad.— M., [2001].— Pexum goctyna: www.rusarchives.ru, cBOOOJHBIN. — 3ari. ¢
JKpaHa.

Bceepoccuiickuii HaydHO-HCCIE10BATEIbCKII MHCTUTYT JOKYMEHTOBEICHUS U apXUBHOTO JIeia
(BHUUA) [Dnexkrponnstit pecypc| / BHUUJIA ] — Dnekrpon. nan.— M., [2001].— Pexum
noctyna: www.vniidad.ru, cBOOOJHBINH. — 3ari. ¢ 3KpaHa.

EDOU.RU [OnexTponHslii pecypce]: LleHTp koMneTeHuuu 1o BorpocaM J0KyMEH-TallHOHHOTO
oOecrnieueHus ynpaBiIeHUs U apXUBHOTO Jienia. — JNeKTpoH. n1aH. — [M.], cop. 2013. — Pexum
noctyna: http://www.edou.ru/dou/. — 3ari. ¢ sxpaHa.

Apxusbl benapycu [DnexkTponHbIil pecypc] — DnekTpoH. naH. — M., [2006-2013].— Pexum
nocrymna: http://archives.gov.by/. cBoboaHbIN. — 3ari. ¢ skpaHa.

I'ocynapcrBennslii apxuB Poccuiickoin @enepannu [DneKTpOHHBIN pecypc|: DIEKTPOH. JaH. —
[b.M., 2012]. — Pexwum moctyna: http:// www.statearchive.ru/index.html. — 3ar. ¢ sxpana.
Poccuiickuii rocyaapcTBEHHBIM apXyUB HAYYHO-TEXHUYECKON JOKYMEHTANH [ DIEKT-POHHBIH
pecype]. — Daextpon. gan. — [b.m.], cop. 2002—-2013. — Peskum poctymna: http:/rgantd.ru/. —
3ari. ¢ ’KpaHa.

7. MarepuajibHO-TEXHHYECKOE o0ecniedeHne U CHUITIUHBI (M00Y15)

B kauecmse  mamepuanbHO-MeEXHUYECKO20 — obecneveHusi  OUCYUNIUHLL — YKA3bIBAEMCS
Heobxoo0umoe O 00yYeHus JUYEH3UOHHOe NPOSPAMMHOe obecneyeHue, 000py0osaHue,
0eMOHCMPAYUOHHbIE NPUOOPLI, MYTLbMUMEOUlIHbIE CPeOCmBa, YyeOHble DUIbMbl, MpeHaxcepol,
Kapmul, N1aKamel, Ha2us0Hble nocobus;, mpebo8aHus K ayoumopusim — KOMNbIOMepHble KIAcchl,
axkademuyecKkue Uil CneyuaibHo 060py0osanHvle ayoumopuu u 1abopamopuu, Haiuyue 00CKU U
m.o.

8. Obecneyenne 00pa3oBaTeIbLHOIO MpoIecca VIS JUL ¢ OTPAHUYEHHBIMH
BO3MOKHOCTAMMU 3/10POBbA U UHBAJIMAOB

B X0[4€ peain3aii AUCHUIIIIMHBI UCITOJB3YIOTCA CICAYIOMUE TOIMOJTHUTCIIbHBIC
METOJbI O6quHI/I5{, TCKYLICTO KOHTPOJIA YCIICBAEMOCTHU 1 HpOMC)KYTOQHOI‘/JI aTTeCTalnuu
06yqa10m1/1xcs[ B 3aBUCHUMOCTH OT UX MHAWBUAYAJIbHBIX 0COOCHHOCTEH:

® IS CHEMNBIX U CIIA00BUAAIINX:

- JeKiuu O(QOpPMISIOTCS B BHUJAEC JJIEKTPOHHOTO JOKYMEHTA, JOCTYIMHOTO C TIOMOIIBIO
KOMIIBIOTEpA CO CIEeNUaTN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUeHUEM;

- TIMCbMCHHBIC 3aJlaHUS BBITIOJHIIOTCSA HA KOMIIBIOTEPE CO CHEIUATN3UPOBAHHBIM
MPOrPaMMHBIM 00€CTIEYEHUEM, UITU MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM,;

- obecrnieunBaeTCsl MHIUBUIyAIbHOE paBHOMEPHOE ocBelieHue He meHee 300 Jirokc;

- Q7S BBITIONHEHUS 3aJaHUsl TMPH HEOOXOAMMOCTH MPEIOCTABIISCTCS YBEIMYUBAIOIICE
YCTPONCTBO; BO3MOYKHO TaK)Ke€ UCIOJIb30BaHNE COOCTBEHHBIX YBEIMUYUBAIOIIUX YCTPOUCTB;

22



- MUCHbMEHHBIE 3a7]aHNs O(POPMIISIOTCS YBETUUEHHBIM HIPUPTOM;

- 9K3aMEH M 3a4€T MPOBOAATCS B YCTHON (hOpMe UM BBIIOIHSIOTCA B TUCbMEHHON (hopMme Ha
KOMIIBIOTEPE.

® Ui IIIYXMX U cIa00CTBIIIALHX:

- Jekuud OGOpPMIIAIOTCA B BHJIE AJIEKTPOHHOIO JIOKYMEHTa, JHUOO MpPEdOCTaBIsAETCS
3BYKOYCHJIMBAIOIIAs anapaTypa UHAWBUIYAIbHOTO MT0JIb30BaHMS;

- MUCHbMEHHBIC 3aJJaHUs BBITIOJIHAIOTCS Ha KOMITBIOTEPE B MTUCHbMEHHOM (hopMme;

- 9K3aMeH M 3auéT MNpOBOAATCA B NHUCbMEHHOW (hopME Ha KOMIBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHMS.

e JUIsl JIUL C HApPYILIEHUSIMH OINIOPHO-/IBUIATEIBHOTO alapaTra:

- JeKUuM O(OPMIISIIOTCA B BHJE 3JIEKTPOHHOI'O JOKYMEHTA, JOCTYIHOI'O C IOMOILBIO
KOMITBIOTEpA CO CHEIHMATH3UPOBAHHBIM ITPOIPAMMHBIM 00eCTIIeUeHHEM;

- IHCBMEHHbIC 33JaHUS BBINOJHAIOTCA HA KOMIBIOTEPE CO CHELHATM3HMPOBAHHBIM
MIPOrpaMMHBIM 00€CIIEeYeHUEM;

- 9K3aMeH M 3au4€T MPOBOAATCS B YCTHON (hOpMe UM BBIIOIHSIOTCSA B TUCbMEHHON (hopMme Ha
KOMIIBIOTEPE.

ITpu HEOOXOMMOCTH MpeycMaTpUBAETCs YBEIMUYEHUE BPEMEHHU AJIs IIOATOTOBKU OTBETA.

[Ipouenypa  mnpoBeneHHs  NPOMEXKYTOYHOW  arTecTaluu A oOydarouuxcs
YCTaHABIMBAeTCSI C Y4€TOM UX MHIUBHIYaJbHBIX ICUXO(PU3MUECKUX OCOOEHHOCTEH.
[TpomexxyTouHast arTecTalys MOXKET IPOBOJUTHCS B HECKOJIBKO 3TAIOB.

IIpu npoBeneHNM NPOLEAYPHl OLICHUBAHUS PE3YNbTaToOB OOY4YEHHUs IpPEeAyCMaTpUBACTCS
UCTIOJIb30BAaHNE TEXHUYECKUX CPEICTB, HEOOXOOUMBIX B CBA3M C WHAWBUAYAJbHBIMU
0COOEHHOCTSAMHU O00yYaroIuxcs. DTU CPEACTBA MOI'YT ObIThb IPEAOCTaBIEHbl YHUBEPCUTETOM,
WJIA MOT'YT HCITOJIb30BaThCSI COOCTBEHHBIE TEXHUYECKHE CPEACTBA.

[IpoBeneHue mpoueAypbl OLIEHUBaHMUA  pE3yIbTaroB  OOydeHHUs  JIONyCKaeTcss ¢
MCIIOJIb30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHUH.

ObecneunBaeTcs A0CTyN K MH()OPMAIMOHHBIM U OuMOIMOrpauyeckuM pecypcaM B CETH
WuTepHer s kaxkaoro oOywaromierocst B gopmax, aJalTUPOBAHHBIX K OTPaHUUYEHUSIM HX
3JI0pOBbsI U BOCTIPUSTHS MHPOPMALIUU:

® IS CHEMNBIX U CIIA00BUIAAIINX:

- B [Ie4aTHOM (hopMe YBEITUYEHHBIM IIPUPTOM;
- B (hOpMe IJIEKTPOHHOTO JOKYMEHTA;

- B (popme aynuodaiina.

e Ui DIIYXUX U CIa0OCIHbIILIAIINX:

- B IeyaTHOH popme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

e Ui O0yYaroImuXcs ¢ HApYIICHUSIMU ONIOPHO-ABUTaTeIbHOIO arnmapara:
- B Ie4yaTHOH opme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

Y4eOHble ayAuTOPUH IS BCEX BUAOB KOHTAKTHOW M CaMOCTOSTENBHOIN pabOThI, HAydHAs
6ubnMoTeKa M MHbIE MOMEIICHUsS ISl 0OyueHHs] OCHAIICHbI CIEIHaIbHBIM 000pY/JI0BaHHEM U
y4eOHBIMH MECTaMH C TEXHUIECKHMHU CPEICTBAMHU O0YUICHUSI:

® IS CJICIIBIX U CIIA0OBUISIINX:

- YCTpOMCTBOM JIJIs1 CKaHUpoBaHus U uTeHus ¢ kamepoit SARA CE;

- mucrieeM bpaiins PAC Mate 20;

- npuntepoM bpaitnss EmBraille ViewPlus;

e U DIIYXUX M CIa0OCIHbILAIINX:

- aBTOMATU3MPOBAaHHBIM pPAOOYMM MECTOM JUIsl JIIOJEH C HapylleHMEeM cilyXa H
C71a00CIIBIIIAIINX;

- AKyCTUYECKHH YCUIUTENb U KOJIOHKH;

e Ui 00yYaroIuXcs ¢ HApYIICHUSIMU ONIOPHO-ABUTaTeIbHOTO armapara:
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- IepEeIBUKHBIMH, PETYJINPYEMBIMU d3proHoMuueckumu napramu CHU-1,;
- KOMIIBIOTEPHON TEXHUKOM CO CIIELUAIbHBIM IPOrPaMMHBIM 00€CIIEUCHUEM.

9. MeToanyeckue MaTep](IaJIblz
9.1. Ilnans! 1abOpaTOPHBIX (IPAKTUYECKHUX) PAOOT U METOIMUECKUE YKA3aHUS IO UX
BBINOJIHEHUIO

Tema 1. OcHOBHBIE OOBEKTHI aBTOMATHU3AIMH 0a3bl TAHHBIX B aPXUBHOM Jelne. 12 Jacos.
Cosnanue >nextponnoi apxusHoit ornucu B CYB/] FoxPRO for Windows. 4 yaca.

Lenp paOoThl: H3y4YeHHE TMPUMEHEHHUS TEXHOJOTHHM 0a3 JaHHBIX IPH CO3JaHUU
ABTOMATU3UPOBAHHBIX HHPOPMAIIMOHHO-TIOUCKOBBIX CUCTEM.

B pe3ynbrare paboThl CTYI€HT JOKEH 3HATh:

- KJ1accu(UKanuio U OCHOBBI ocTpoeHust apxuBHbIX AUTIC;

- npeuMyIiecTBa U HepocTaTku pensiuuoHHbiX CYBJl mpu co3maHuu apXHUBHBIX
AUIIC;

- MPUHIUIT TPEEMCTBEHHOCTH TPATUIIMOHHBIX U aBTOMATHU3UPOBAHHBIX APXUBHBIX
CIIPAaBOYHHMKOB U €r0 OCYLIECTBIICHUE HA ITPAKTUKE.

B pe3ynbrate paboThl CTYIEHT AOKEH YMETh:

- BBICTYITUThH B POJIM MOCTAHOBIIHMKA 33Ja4d U pa3paboTaTh TEXHUUYECKOE 3aJaHHe
npu coznanuu AUTIC Ha 6a3e apxuBHOM onucH.

[IporpamMmmMHoe obecrieueHue:

- CVYB]] Fox Pro for Windows ot ot 2.6.

PazgaTounbie maTepuans:

- Omnuce onpa.

- [IpakTrueckoe 3aganne

[Tepen HagamoM pabOTHI BCIOMHHUTE:

- Uro noHMMaroT 1o 0a30i JaHHBIX?

- KakoBa cTpykTypa 6a3 HaHHBIX U B 4e€M OCOOEHHOCTH PENSLUOHHON MOJeNn
JTaHHBIX ?

- KaxkoBbl aTamnsl co3nanus 6a3 1aHHBIX ?

- KaxoBsl pasHoBuHOCTH apxuBHbIX AUTIC?

2 MeToauyeckme matepuansl No AUCLMNIIMHE MOTYT BXOAUTb B COCTaB paboyei nporpammbl, Mubo paspabaTbiBaTbes

oTAeNbHbIM OOKYMEHTOM.
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ABTOMAaTH3UpPOBaHHbIE  WH(GOPMALMOHHO-TIOUCKOBBIE ~ CIIPABOYHUKM B apXHUBax
CO3JAIOTCSl I YCOBEPLICHCTBOBAHMS HAy4YHO-CIIPABOYHOI'O ammapara, MHOTOACIIEKTHOI'O
IEJIEEBOTO MOUCKA PETPOCIIEKTUBHOM TOKYMEHTHOM NH(POPMAIIHH.

Coznmanue AUIIC Bxiarodaer B ce0si HECKOJIBKO ITAIoB.

1. OO6mras mocTaHOBKa 3a71a4M, pacyeT 3aTpar Ha BHeapenue AUIIC,

pacuet sKoHOMHUYEcKOH P pexTuBHOCTH BHEeApeHus AUTIC.

2. Co3nanue unponornyeckoit mogenu b/[. Ha atom stane Han

npoektoM AUIIC pabGotaet apxuBuct. Onpeaensercs Te-

Ma WM KoMIuiekc jJokymeHToB, Tun AUWIIC (mexdonmoBas, MexapXxuBHas),
onpeAensoTcs 00bEKThl OMUCAHUS U UX aTpUOYThl, HA3HAYAIOTCA UHACHTU(DUKATOPBI OOBEKTOB
U OIIPE/IEIISIOTCS TUIIBI CBA3EH MEXAY OObEKTaMHU.

3. Coznanme paranormueckod Mmoxaenu b/l Ha 3TOM 3Tame apxuBUCT paboTaer
COBMECTHO C mporpammucTtoM. lIpoucxoautr BbIOOp Moaenu (CTPYKTYphl [aHHBIX), B
COOTBETCTBUHM C HEW MPOBOJHUTCS CTPYKTYPUPOBAHHE AAHHBIX, HOpMAJIM3aIlUs TAOIUI], BEIOOD
kioueit, Beioop CYB/I.

4. Coznanue ¢usnueckoit bJ[. Ha sTom aTamne mporpaMMHUCT peanu3yeT cpeacTBaMu
KOHKPETHOW CUCTEMBI yIIpaBieHUus 6azaMu

nauubix CYB/] mpoext AUTIC.

WNudopmanus B b1 tuna d BASE, k kotopsiM otHOCHTCst CYBJ]

FoxPro, xpanutcs B JIByMepHbIX Tabmuuax. Cronberl TaOmuIbl Ha3bIBaeTCs IOJIEM,
cTpoka — 3amnuckro. Qailn-Tabauna umeer npousBoibHoe (Jto0oe) nms u pacmupenue *.DBF.

Coznare ~.DBF-¢aiin — 3Ha4uT OmpeAenuTh Ha3BaHUE, TUM W JUIMHY (B CHMBOJAX)
KaXJI0T0 CTOJI011a TAOIHIIBL.

Coznaiite daiinsl fond.DBF, opis.DBF, delo 1.DBF u delo_2.DBF.

3arpysure FoxPro.

Haiinnre B MeHIO yHKT «Paiiny, MENKHATE 110 HEMY, HalJIUTE B

MIOJIMEHIO NMYHKT «CO03/1aThy», IEIIKHUTE 10 HEMY.

[TosiButcst nuanoroBoe okHO «Co3narey» Lllenkuute no «Tabnuna.

DBF.».

[TosiBuTcst nuanoroBoe okHO «CTpyKTypa TaOauIel». Beeaute

MMEHA MOJIEH, TUIIBI U Pa3MEPHI.

IIpaBuiia, 10 KOTOPBIM MO>KHO /1aBaTh HMEHA MOJISM:

- TOJIBKO JJATUHCKUE OYKBBI;

- He Oosbiie 10 3HAKOB;
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- HEJIb3s1 NCIIOJIh30BaTh pooer;

- BMECTO Ipo0ea MOKHO UCTIOIB30BaTh noaquepkuBanue: delo n4;

- HEJb3s HAYWHATH UM TOJIS ¢ HU(PBI, HO TU(PBI UCITOIB30BATh MOKHO.
Hanpumep:

Nomer fond («a» HEe TOMECTHIIOCH, T. K. 3TO 11-ii 3HAK).

Turmbl onein:

Carascher — cumBombHOE, T.€. TEKCT (pas3mep 1o 254 OaiT).

Numeric — umcio, MokHO 1poOb (10 10 Gaiir).

Data — mara (8 6aiit: 00.00.00).

Logical — tpebytoriee orBeta 1a wiau Het (Beeraga 1 0ait: 0 wiu 1).

Memo — nmpumeuanue. Pazmep He orpaHnueH, HO MOUCK 3a4acTyIO 3aTPYAHEH.

General — BcraBka 00bekTa (KAPTHHKH, TEKCTA), CO3aHHOTO

JOPYroW IMporpaMMon.

[Tocne BBoa Beex noneit menkaute OK.

CoxpanuTte TaONUIly MO COOTBETCTBYIOLIUM UMEHEM.

[Iporpamma nipeasiokuT BBecTU 3anucu. Beenure 10 3anuceit B Ta-

omuiy: delo 1.DBF u delo 2.DBF. B octanbHble — 10 OTHOM 3aMKCH.

st BBoma npumeuanuid: {CTRL+PGDN}.

CoxpanuTth nanubie U 3akoHYUTH BBOJ: {CTRL+F4} unu daitn —

3akpeITh. /JJlaHHBIE COXPaHATCS aBTOMAaTUYECKH.

2. 3arpy3uTte cHavaja OJHYy TaOJIuIy.

BA3A JAHHBIX — ITPOCMOTP — OTKPbBITh.

VYKaxure IUCK, KaTajor U (ailyl HyKHOH TaOJIUIbL.

3. 3arpy3us tabnuny delo 2.DBF, naiinute B Heil Bce 3amnucu, B

KOTOPBIX YIIOMHUHAIOTCS TIPUKA3HI.

3AIINCBH-ITOUCK.

B oxue «llouck» menkaute «lis» — OTKpoercss OKHO «l'eHepaTop  BBIPAXKEHUI».
Crnesa BpIOepUTE TOJE, ABXK/BI MIETKHUTE IO HEMY (BaM HYXKHO I0JI€ C BUJIaMHU JIOKYMEHTOB).
[TossBUTCST OKHO C WMEHEeM TaOJWIbl UMsI ToJisi. BBeauTe 3HAUEGHHWE MO B KaBBIYKAX:
«mpuKa3b» (BCE, YTO HE YMCII0, BBOIUTCA B KaBbIukax). [llenkanure «OK».

[TpugymaiiTe 1 BHIOTHUTE €I1I€ HECKOJIBKO YCIOBUH MOMCKaA I BeeX (hailiioB.

4. PemaktupoBaHue TaOIUIIBL.

Jlob6aBbTe eme 3anuck B Tadbnuiry delo 2.DBF.

Otxkpoiite ee (1. 2). Beidepute pexxum nmpocMoTpa (TabaudHbII
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WJTU TIO 3aITUCSIM).

Jlo6aBbTe MycTyIO CTpOKY B KoHIe Tabmuubl: {CTRLAN}.
Benure nHdpopmauio.

M3MeHuTe faHHbIE B y’Ke TOTOBOM I0JI€: ABAKIbI IEIKHUTE 10
HEMY 1 BBEJIUTE HOBBIC IaHHbIE.

VY nanurte nocneaHiow 3anuck Tadbaumnsl delo 2.DBF.

Haiinute o6peuennyto 3anuch. Ll{enkHUTE MBIIIBIO IO TEMHO-

My MpPSIMOYTOJBHHUKY CJ€Ba OT COOTBETCTBYIOUIECH cTpoku Tabmuubl. Haiinure B MeHro

«bA3A JTAHHBIX», menkaute «Y 1aIuThy

(«YnakoBaTb»), wenkHute «IA». [Ipyroii Bapuant — «3AIINUCby,
«YAAJIATb».

Jlo6aBbTe B daiin fond.DBF none «Opisi» 11si BHeCEHUS CBEICHHI O KOJUYESCTBE ONMMCEH

Kaxaoro Goumaa.

«OKHO» — «BUI». OTkpoiite usmensemyro tabnuny. lllenkuu-
Te o «YcranoBkay. [logsutcsa guanorosoe okHo «YCTAHOBKA».
[lenkuute mo «CTPYKTYPA — U3MEHUTDby. [TosiBUTCS OKHO
«CTPYKTYPA TABJIMLIbI». JIucraiiTe criucok moseit 10 KOHIIA.

YcraHoBUTe Kypcop Ha HIDKHEM, ITyCTOM ToJie. BBequTe ero XxapakTepuCTHUKU (UMsI, THIT

U pasmep).

OcHoBbI HTHPOPMAITMOHHOTO TIOUCKA.

3asepmmrte BBoA 10 3amuceit B aitsibr fond.dbf, opis.dbf, delo.dbf,

delol.dbf.

Otcoptupyiite 3anucu Tabnuisl delol.dbf. mo Bo3pacTanuro

Ne donna, onucu, 1ena u 3amucy.

Otkpoiite Hy)kHyt0 Tabmuiy OKHO-BUI-ITPOCMOTP-BA3A-COPTHUPOBKA.
Bri6epute nmone B cnucke «BCE T10JIS», nBaXkibl MIETKHUTE TIO HEMY.

BeiOepure COpPTHpPOBKY 1O BO3PACTaHMIO WJIM 10 YOBIBAaHMIO, UIETKHUTE II0

COOTBETCTBYIOLIEMY (IIAXKKY.
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BriGepuTe crnemayroriee mosie aHaloru4dHo, menkauTe mo ¢uaxky BO3P/YBbIB.
CoxpaHuThb, BBeIuTe UM Qaiina.

lenkuaute «OK».

2. [Tpounnexcupyiire 3anucu tadbmuns delol.dbf o andasuty

BUJIOB JJOKYMEHTOB.

B menro nHaligute myHkT BA3A — HACTPOMKA.



B ob6nactu UHJAEKCBI — JIOBABUTD. [laiite unnekcy ums c¢ pacmmpennem CDX
(KOMILIEKCHBIN caMOOOHOBIISIOIININCS HHACKC) U uMeHeM delol, coxpanuTte ero.

B criucke [TOJIS menkHUTE IO UMEHU TOJIS, 10 KOTOPOMY OyieT

MIPOBOAUTHCS UHIEKCHpOBaHUe. BpiOepuTe, 0 BO3pACTaHHIO WU

yObIBaHUIO OyJeTe UH/IEKCUPOBATh, ISJIIKHUTE [0 COOTBETCTBYIOLIEMY (hiaxky. Beenure
ciemyioniee UMs mojisi M cHoBa menkHute 1no ¢(uaxky BO3P/YBBIBAHUS. Illenkuure mo
JOBABUTD, OK.

3. Ocy1iecTBUTE MOUCK BCEX MPOTOKOJIOB B one Mosxkaiickoro YUKA.

3AITNCH — NCKATDb». Tak MOXHO UCKaTh TOJIBKO MO MTPOUHACKCUPOBAHHOMY IOJIIO.
Hosieurcst «KOHCTPYKTOP BbIPAXKEHUM». B o6nactn «3mauenue misi SEEK» BeecTH

3HAYCHHE JIJIs1 TIOMCKA B KaBbIUKaX, €CIIU 3TO TEKCT («poTokoibl»). [llenkuure OK.

4. Ocy1ecTBUTE MOUCK BCEX TOKYMEHTOB (OHJIa, aBTOPOM KOTO-

pbIx sABisiercss Moxkarickuin Y UK.

Haiinure memo Ne 5. BAIIMCH — HAMTU. Mnaexc He BaxeH.

Hlenxuute mo «FOR» (amns).

Bri6epuTte nose B criucke «[IOJIEy», nBax bl MIETKHUTE IO HEMY.

[TocTaBbTe normyeckuii omeparop (B JAaHHOM ciydae =) M BBEAUTE 3HA4YeHHE (B
KaBBIUKaX, €CJIM 3TO TeKCT): aBTOp= «Moxatrickuit YUK». Hleaxkaure «OK».

5. Ocy1iecTBUTE MOUCK BCEX TOKYMEHTOB, /1€ YIOMUHAETCS 0 che3gax CoBETOB.

«ITPABKA — HAWTW». Be3 Beskux KaBbiuek BeeauTe «Chesn» u Haxmute «OKy.

6. OcymecTBuTe MOUCK BceX MpoTokosioB Moskaiickoro YUKA B 1 onucu donma
Moxaiickoro YUKA. [l 5TOro Hy’KHO OCTPOUTH

3amnpoc: ®ANI — CO3JIATD. IllenkHure mo ¢dmaxky 3AITPOC — CO3JATD.

nonte «KPUTEPHUMU OTBOPA» BBenure 1o, ONEpaTopbl M MX 3HAYEHUS
(BUI_JIOKYMEHTOB — Ioxoxe Ha — «[IpoTokons» u ap.)

BriGepuTte mons pesynprara.

[lenxaute o «BBITIOJIHUTD 3ATTPOCH.

KoHTposbHBIE BOTPOCHL:

1. HazoBute srtanmbr cozmanmst AUIIC. KakoBa posnb apXwBHUCTa HA KaXIOM U3
3TanoB?

2. HazoBuTe n3BecTHbIE BaM MOJIEIH (CTPYKTYPbI) JTAHHBIX ?

3. B dyem npeuMymiecTBa 1 HEJOCTATKH PEIISIIIMOHHON MOJEIH JaHHBIX?

4, KakoBa meroanka noucka nadopmaruu B8 AUTIC?
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5. Kakum oOpa3zom oOserdaercst TpyJd COCTaBUTEIS JJICKTPOHHOM OMHCH TIO
CPaBHEHUIO C TPATUIIUOHHON?
6. B uem npenmyniecTBa 31€KTPOHHOM ONKCH IIepel] TPAAULMOHHON C TOYKU 3PECHHUS

METOMKHU TTOMCKa nHpopmaruu?

Jlureparypa:

I'apckoBa .M. Ba3pl u OaHKM JaHHBIX B HCTOPUYECKUX HCCleAoBaHUAX. M., 1994.
Yacre 2. Texnomorusa 6a3 nanabix. C. 47-84.

Kucenes M.H. O6 aBromarmzanuun HCA x apxuBHbiM nokymentam / U.H. Kucenes //

WNnpopmannonusiii Oroiierens accounanuu «Mcropus n komnbrorep». — M., 1998. — Ne 23.
— C. 22-30.

Tema 2. CocraBieHue y4eTHBIX JOKYMEHTOB M CO3/IaHME IACIOpTa apXHBa C ITOMOLIBIO
oOuieoTpacieBbIx IporpaMM «ApxuBHbIA GoHI» U «DOHIOBBIN KaTanory. 4 yaca.

Lenp pa®oTHI: OCBOCHHE CTYJEHTaMH OCHOB (DYHKIIMOHHPOBAHUSI OTPACICBON CHCTEMBI
aBTOMATU3UPOBAHHOI'O LIEHTPAIU30BAHHOIO Y4eTa JOKYMEHTOB.

B pe3ynbrare paboThl CTYI€HT JOJKEH 3HATh:

- HazHauyeHue U QPyHKIUHU, OCHOBBI HHTEp(delica mporpaMMbl « ApXUBHBIN QOHI;

- HazHauyeHue U QyHKIMHU, OCHOBBI HHTEp(deiica mporpammbl «DOHIOBBIN KaTaior.

B pe3yiabTaTe pa6OTBI CTYACHT HOJI’KCH YMCTh!:

1. pabotate ¢ mnporpamMmMoi «ApxXHUBHBIH (OHI» B pEKUME MOIB30BATENS U
aJIMMHHCTPATOPA;
2. BBOJIUTH JIaHHBIE U3 JIOKYMEHTOB BHYTPEHHETO y4YeT apXuBa

(;mucta onpa, onuceil) B pazziesibl OCHOBHOTO MEHIO IPOTrpaMMBbl «ApPXUBHBIN (HOHI» —
¢boHI, onHCh, IBUKEHUE TOKYMEHTOB;

3. CO3JIaBaTh C TIOMOIIBIO TIPOTPAMMBI «APXUBHBINA (DOH TACTIOPT apXHBa;

4. HacTpamBaTh nporpammy «@DOHIOBBI KaTajor» B peXHMe aJMHHHUCTPATOpa U
OCYIIECTBIISITH IKCIOPT JAaHHBIX U3 POrpaMMbl «ApXUBHBIN QoHI) (AD);

5. MOJIy4aTh CBOJIHBIN MacmopT apxuBa B mporpamme «PoH0BbIN KaTtamory» (DPK).

[IporpamMmmMHoe obecrieueHue:

1. [porpamma «APXUBHBIM ®OH/» 2.0 mwm 3.0 for Windows (®exepanbHas
apxuBHas CIIyx0a).

2. Iporpamma «®OHJIOBBII KATAJIOI' CYBBEKTA ®EJIEPALIMU» 1.0 for
Windows (®enepanbHast apxuBHast clyx0a).

Paznarounbie MmaTepuarnebr:
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- 3aroJIHeHHBIN JTUCT POoHA.
[IpaxkTrueckoe 3ananue:

Ilepen HauaaoM paOOTHI BCIOMHUTE:

1. KaxkoBrbI riaBHbIE 3a1a4M y4eTa JOKYMEHTOB B apxuBe?

2. B yem oTnamyme BHYTpEeHHEro ydera JOKYMEHTOB OT LIEHTPAJIM30BaHHOTO ydyeTa
JIOKYMEHTOB?

3. UYro sBisieTCsl €AMHULEH yueTa apXUBHBIX JOKYMEHTOB?

4. KakoBBl OCHOBHBIE (bOpMBI yu€Ta JOKYMCHTOB B I'oCyAapCTBEHHOM U BEJOMCTBECHHOM

apxuBe?

OO611ee 3HAKOMCTBO € IPOrPAMMOM

Barpysute Word for Windows. Ortkpoiite daiin  C:/WFOND/DOC/manual.doc.
3akoncnektupyiite pazaens: HASHAYEHUE

[TPOI'PAMMBI, CTPYKTYPA UHOOPMAIIMOHHOI'O MACCHUBA.

Ipocmorpure  pasgenst M3MEHEHME ITIAPOJIEM, MEHIO B PEXWUME
[TOJIB3OBATEJIA U PEJAKTOPA, ITYTEBOIAUTEJIb.

CaepHuTe (Qaili1, He 3aKpbIBas €ro.

Bossmute JIMCT ®OHJIA u BBeauTe nanHbie B Ta0muibl B

«ApXUBHBIN HOHIY.

Jns atoro:

3arpy3ute nporpammy A®D u BoliauTe B HEe o nmapoiieM «2» (perakTopa);

BbIOEpuUTE B riaBHOM MeHio nmyHKT ®OHJI; nepen Bamu mosiBUTCSL CIMCOK BBEIEHHBIX
panee ponaos; Haxxmute Enter. Bol Boiinere B paznen ®OH/I.

Haunute ¢ ITOCJIEJJHET'O mo Bpemenu mnepenMeHoBaHusi (poHmooOpazoBarens. Ero
BBeauTe B Tabnuiy ®OHJI, nepBblit 5kpaH,

T0JISl «TI0JTHOE Ha3BaHue (OHJIa», «COKpAIIEHHOE Ha3BaHUE (OHIay.

BBenure Takke naHHBIE B TOJNS «HOMEP (OHIA», «KATETOPHUS», «HAYallbHAs JaTay;
«KOHEYHAs 1aTay.

bonee pannue nazBanus ¢onmoodbpazoBarens Beeaute B pasznen [IEPEMMEHOBAHUA
(mynkt BepxHero MeHto PA3JIEJIbI), 0603HauuB AaThl KaX/10r0 Ha3BaHUS.

Urak, Ber BBenmu B B/l oOuiue cBeneHus o ¢oHIE W3 MEPBLIX pa3AeioB JTucTa (GoHzaa.
ITponomxaeM Mocie0BaTENbHO MOIOIHATh

nanHbie 0 HameM (ouae. Crnemyrommii pa3aen aucta GoHAa — «YYEeT HEONMMCAHHBIX

MaTepHayoBy (T.€. POCCHITIN).
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1. BBenuTe naHHBIE O KOJIMYECTBE €IUHUI] XPAHEHUS POCCHINU U3 pas3zena JucTta GoHaa
(yuet HeonucanHbix MaTepuanioB) B pazaen «IBVUXXEHUE JOKYMEHTOBY. [lns sToro:

- BbIOepuTe MyHKT BepxHero mento «PA3JIEJIbI»;

- BeiOepuTe noanyHkT «/IBVDKEHUE JJOKYMEHTOB», nanee — JIOBABUTD,
POCCHIIIb, ENTER. IlociaenoBareasHO

COXpaHsis, BBEAUTE BCE IOCTYIUICHUS M BCE BBIOBITHS POCCHINM, YKa3aHHBIC B JIUCTE

donna.

2. Caenyroummii paznen nucra poHAa — ydeT OIMCAHHBIX JOKYMEHTOB. Benute B
noapazaen OIIMCU (mynkr Bepxnero menio PA3JIEJIbl) mannpie 0o HOMepax, Ha3BaHHUAX
KpalfHUX JaTax ONHCEH, 3amMCaHHBIX B JHCT (oHma. BriOepuTe COOTBETCTBYIOUIMIA BHIaM
JOKYMEHTOB «THII OITUCH».

3. Beenute B nonpazaen «AIBUKEHUE JJOKYMEHTOB)Y (myHKT BEpXHEro MEHIO
PA3JIEJIbI) nannuble 060 BceX MOCTYIUIEHUS U BBIOBITUSAX ONMCAHHBIX MaTEpUajIOB, YKa3aHHBIX
B ymcte ¢onma. s atoro odparurecs k moanyHkry meHo «/IBVDKEHUE JJIOKYMEHTOB»,
BoiObepute JIOBABUTD. Kak Bumute, nepen Bamu Bo3HuK criucok omuceit ¢onna. Beibepure
HY)KHYIO OIIMCh, B KOTOPOM IPOM30LUIO JBMXKCHHE JOKYMEHTOB. BBenuTe ol IBHIKEHUS,
BbIOEpUTE BUJ ABW)KEHHUS, U, CAMOE€ IJIaBHOE, KOJIMYECTBO MOCTYNMBIINUX WM BBIOBIBIIMX JEII,
MOCJIEI0BATENbHO COXPaHsIsl KXyt 3auCh (MyHKT HUkHEro MeHio «COXPAHUTDy).

4. CuoBa obparurech k Word for Windows. Ilpountaiite pasmen 8 «MEHIO
AIMUHUCTPATOPA. 3anummre MyHKTHI MEHIO. 3aKpoiiTe daii.

5. 3akpoiite mnporpammy AD U CHOBa 3arpy3utre ee IMojA MmapoyieM <«3»
(ammunmCcTpatopa). Boiinute B pazaen [TACIIOPT. 3anonauTe Ha3BaHUE apXHBa, YKa3aHHOE B
mucte ponna. [enkaure no CAUTATD CBO/IHBIE. U nonyunte cBOAHBIE JaHHBIE MAcOpTa.
Ilenxnute o CJEJYIOIINI SKPAH u npocmotpure ITACTIOPT APXHBA.

3akpoiite nporpamMmy AD.

6. 3arpy3ure MS Word.

3arpysute aitn FK/DOC/Manual./doc.

7. 3aKOHCTIEKTUPYWUTE Pa3aeibl:

Hasnauenue nporpammsl,

CrpykTypa nH()OPMALIMOHHOTO MAacCHUBa,

OOHOBIIEHUE TAaHHBIX.

8. Barpysute mporpammy @®OHJIOBBIA KATAJIOI moxm mapomeM  «3»
(amMuHHCTpATOPA).

Bongure B pazgen OPI'AH YIIPABJIEHM L.
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Brenenue B paznen [IOJIHOE HA3BAHMUE nannbie 06 oprane
yIIpaBICHUS apXUBHBIM JesioM. Harpumep, ApXUBHBIN OTAET pU
anMuHUCTpanuu Bomoroackoii obmacrtu.

B paznen COKPAILIEHHOE HA3BAHUME — AO Bonoroackoit

o0OJacTu.

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

CoxpaHuTe JaHHBIE.

9. Boiinute B paznen APXUB, BBequte nanabie (13 aucta GoHaQ)

B I10JISL:

[IOJJIHOE HA3BAHUE APXVBA; COKPALIEHHOE HA3BAHUWE (manpumep,
'ABO).

AJIPEC APXUBA, Boibepute cooterctBytommii YPOBEHb u TUII (manpumep, mis
[IMAM — myHununaibHbliil apxus). CoxpaHUTE JaHHBIE.

Bribepute B crucke Bam apxuB. Haxkmute ENTER, Ha Bompoc mnporpammsl 00
ucrounuke aaHHbix BBeaute anpec G\wfond\DBF, menkuure mo SELEKT, B mynkre 'O/l
[IOCTaBbTE€ CaMblii paHHMM Tof, 3a KOTOpbIl y Bac Obulo u3MeHeHue (NOCTYIUIEHHE WU
BbIObITHE) Yy4eTHbIX JAaHHbIX. Haxmure ENTER. [loxxaurtech NOsBIEHUS  HAJIUCU
OBHOBJIEHUE JJAHHBLIX VCIIEIIHO 3ABEPHIEHO. J[lanusie mnporpamvbl Ad
ckonupoBaiuchk B mporpamMmmy OK. Haxxmure ENTER.

10.  3akpoiite nporpammy @K u erie pa3 3arpy3uTe ee ¢ maposieM «2» (peaakropa).

Tenepp MaccuB y4eTHBIX JaHHBIX PETrMOHA MOIMOJHMICS NaHHBIMU Bariero apxusa.
VYo6enurecy B 3toM. Otkpoiite paznen APXUBOWJIBTP. Boibepute Bam apxuB, Haxmwure
BBIIIOJIHUTB.

Boiinute B paznen ®OHJ] BeiGepute Bam apxus, Haxxmute ENTER.

[IpocmoTpuTe usrorosieHHwlii Bamu Ilacnoptr apxusa B pazaene ITACIIOPT (mynkr
BepxHero meHto PA3JIEJIBI).

Pabotast ¢ mporpamMmoi, MOXHO MOJYYMTh CBOJHBIA macnopT mno Bamemy apxuBy 3a
pasHble rojibl (moapaszzaen «CBOAHBIN MacnopTy).

Jlst wero cimyskat moapaszaensl «/nnamuka — adc.»; «Jluaamuka %»?
KoHTpo1bHBIE BOIPOCHI:

1. Iloyemy UWMEHHO yYeT JOKYMEHTOB CTaJl OJHMM H3 II€pBOOYEPEIHBIX

HaIpaBJICHU KOMIBIOTEPU3AIMN apXUBHOTO Aena?
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2. B dem BakHOCTh MpUMEHEHHS OOIIEOTPACIEBHIX (THMOBBIX) 0a3 JaHHBIX IS
BE/ICHUS y4yeTa JOKyMEHTOB ApxuBHOro (orna PD?

3. KakoBsl  mpeumyiecTBa  aBTOMaTHU3UPOBAHHBIX  CUCTEM  ydyeTa  Iepel
TPaJMLIMOHHBIMU YYETHBIMHU CIIPABOYHUKAMHU?

4, HazoBute ocHoBHbie ¢GyHkmmun AWIIC «ApxuBHblii GoHa» u  «DOHIOBBIHA

Katayor cyobekra deneparumy.

5. Kak CTPOUTCA aBTOMAaTHU3UpPOBaHHAA CUCTEMA LHECHTPAIU30BAHHOI'0 yU€Ta JOKYMCHTOB

ApxusHoro ¢honga PO?

Jlureparypa:

1. BpeMeHHbIH MOPSIOK aBTOMATU3UPOBAHHOI'O T'OCYAAPCTBEHHOIO ydeTa JIOKyMEHTOB
ApxuBHoro (¢onna Poccuiickoit ®egepauuu, XpaHSAIMXCA B TOCYAAPCTBEHHBIX U
MYHULIMIIAJIBbHBIX apxuBax (yTBepikzeH npuka3zom Pocapxusa ot 23.10.2000 Ne 64.

2. Enusblii mopsamok  3amojHeHWss  nojed  EnuHOW  aBTOMAaTW3MpPOBAHHOM
UH(POPMALIMOHHOM CHCTEMBI, COCTOSAIIEH M3 NMPOrpaMMHBIX KOMIUIEKCOB «ApXHMBHBIN (OHI,
«DoHa0BbIN Katanory», «LlenTpanbHblii ¢poHIOBBIM KaTanory». IIpoekt. / M.: 3A0 «AJAIIT»,

20135 Poccus (2002—2010 roasr)»

Tema 4. Co3gaHue y4yeTHBIX JIOKYMEHTOB apXuMBa W IAclopTa apxuBa C IOMOIIbIO
IpOTrpaMMbl «YUYeT apXUBHOTO (HOHIa». 8 4acoB.

Lenb paboTHI: OCBOCHHE CTYACHTAMH METOJIWKH aBTOMAaTH3WPOBAHHOTO BHYTPEHHETO U
[EHTPAJIM30BAaHHOTO Yy4YeTa apXMBHBIX JOKYMEHTOB, IpuMeHseMoil B [nmaBapxuBe r. MOCKBHI,
nproOpeTeHre HaBbIKOB CPaBHEHUS TPOIPAMMHBIX TPOJTYKTOB.

B pe3ynbrare paboThl CTYIEHT JOJDKEH 3HATh:

- HazHavyeHWe W (PYHKIMH, OCHOBBI MHTEpdeiica mporpaMMbl «Y4YeT apXHUBHOTO
dbonHmaY;

- paznuuue Mexnay pexumoM nonosHeHus b/l B pexume ®OH/- OIIMCH u B
pexume AKT.

B pesynbrare paboThl CTYyIEHT TOIDKEH YMETh:

- HACTpamBaTh MPOTrpaMMy «YdUeT apXuBHOTO (poHIa» B pekHMe aJIMUHUCTPATOPA,
BBOJIUTH MOJIb30BaTeNeil U BEIOUPATh (OPMBI OTUETA,

- pabotate B mporpamme «Yuer apxuBHoro ¢ouaa» B pexxume ®OH/I-OITUCH,

BBOJWTH JaHHBIE U3 JIOKYMEHTOB BHYTPEHHETO Y4eT apxuBa (Jiucta GoHaa, onuceid) B pa3aesbl
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OCHOBHOTO MEHIO Tporpammbl «Yuer apxuHoro ¢ouga» — DPOHJ — ITTOIIOJIHEHUE B/I;
OIINCBH — TTOITOJIHEHUE B/1, EII. XPAHEHUW .

- CO3/1aBaTh C IOMOIIBIO TPOTPaAMMBbI «YYeT apXuBHOTO (HOHTA»

JTUCT QOoHa, KHUTY y4eTa NOCTYIUIEHUH apXuBa, CIIUCOK (HOH-

JIOB U JpyTrye JOKYMEHThI BHYTPEHHETO y4eTa.

[Tporpammuoe obecrieueHue:

WuTerpupoBaHHas aBTOMAaTU3MpPOBAaHHAs cuUcTeMa «Y4eT apxuBHOro ¢onga» (AO
Hucodr).

Paspgatounbie maTepuansr:

- 3amoHeHHBIE JIUCTHI (POHIOB Ha jJBa GoHIa,

- Omuck nen Gonma,

- PykoBozcTBO 10J1b30BaTENS IPOTrPaMMBbI «Y YeT apXUBHOTO (hOHIa».

[IpakTruyeckoe 3amanue 1-4 gaca. [lepen Hagamom paboThI

BCIIOMHUTE:

1. Kakue yuyeTHble TOKYMEHTBI IO3BOJISET MOJYYUTh M pacleyaraTb IporpaMma
«ApXUBHBIA (HOHII»?

2. KakoBbl OCHOBHBIE TOKYMEHTHI W JIOTIOJHUTEIFHBIE JOKYMEHTHI BHYTPEHHETO
ydeTa B TOCYJJapCTBEHHOM apXuBe?

3. KakoBbl OCHOBHBIE JOKYMEHTHI M JIOTMOJHUTENIbHBIE JOKYMEHTbl BHYTPEHHEIo

y4€Ta B roCyJapCTBECHHOM apXI/IBe?

WuTerpupoBanHas aBTOMAaTU3UpOBaHHAs cucTeMa «YdeT apxuBHoro ¢onna» (YAD)
IIpeHa3HaueHa JJIs BEJEHUS LEHTPAIU30BaHHO- I'O y4eTa JOKYMEHTOB KaK II0 apXMBY, TaK U 110
apXMUBOXPAHWINILLY.

Cucrema paszpabotana ¢upmoit «ucodT» mmst 'AY r.MoCKBBI.

HaynuTte 3HaKOMCTBO C MPOrpamMMoN € IEMOBEPCHH.

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

B mone «agpec» BBeauTe www.insoft.ru. Jloxaurecs 3arpy3ku caiita.

[IenxuuTe o 3acraBke «/lemoBepcun». JloKauTeCh 3arpy3Kn CTpaHULIBL.

[IlenknuTte mo mnepBou crpoke «VIHTErpupoBaHHAas aBTOMAaTU3UPOBAHHAS CHUCTEMA
MOCKOBCKOT0 TOPOJICKOTO 00BETUHEHUS APXHUBOBY.

Jloxautech 3arpy3Ku CTpaHHIIbL.
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Bri6epute mynkr menio «[IOMOIIby, BoiiauTe B pazaen «O cucreme», BHITUIINTE B
TETpajb JaHHbIE O porpamme U pazpadorunke. Llenxuure mo OK.

Boiinure B myHkt MeHio «AKT». LllenkauTe no «HOBBIN AKT»

CJIEBa, CAMOCTOATEIBHO OIpPENEIUTe M 3alUIIMTE MOCIEeI0BAaTeIbHOCTh JACUCTBUN IS

BBEJICHUS B aKT NepepabOoTKU OMUCEH:

BBenenus yuernbix nansbix mo Hooit ommcu No 3.

Vnanenus Bcex aen omucu Ne 3.

Boitaute B nynkt mento BEJIEHUE YUETHBIX JIOKYMEHTOB.

CaMoCTOSATENbHO YCTAaHOBUTE MOCIIEI0BATENLHOCTD JICHCTBUI:

HEOOXOAMMBIX JUTsl BBEJICHHSI CBEJCHUN B JIUCT (HOH/IA;

HEO0OXOIMMBIX JJIsl BEACHHUs criicKa (POHIOB;

HEOOXOIUMBIX, JJISi TMONYyYEHUS CBEACHHMM O COCTOSHUM KaXI0H €IMHUIIBI XPaHCHHS
(BHMMATEIBLHO CMOTPUTE Ha Pa3/Ielibl IJIaBHOTO MEHIO BBEPXY).

VYcTaHOBUTE U 3alUIINTE, KAKHE JOKYMEHTbl BHYTPEHHEIO Y4eTa IO3BOJIIET COCTABUTH
cucTeMa. YCTaHOBUTE U 3aAIMIIUTE, KaKUE€ JOKYMEHThI LIEHTPAJIU30BAHHOIO Y4eTa MO3BOJSET
COCTaBUTH cUCTeMa (ITYHKT MeHIO «BeeHne y4eTHbIX TOKyMEHTOBY).

Kakum 06pa3om MOKHO COCTaBUThH MAaCHOPT apXuBa?

2. Tenepb nepexoanuM K MpakTuke. 3arpy3ute nporpammy «Y Ady,

menkHyB Mblibio 1o [ITYCK — I[TPOI'PAMMBI — YYET APXVB- HOT'O ®OHJJA —
AJIMUHUCTPATOP. ITporpamma 3ammycTurcs B pexkume aaMuHucTparopa. LllenkHure Mplbio
o HACTPOMKA B/]I.

Cosnaiite BJI. Beeaute B okno CO3JAHUE B/I aapec G/arhive/dbf.

[enxkaute CO3ATH, OK. Bbl BepHeTech B ocHOBHOE MeHR0. lllenkHute ®ANJIBI
OTUYETOB. Beenute B oTkpbiBIeecs okHo aapec C:/ arhive/reports. Illenxkuute SELEKT, OK.

[llenkaure mo myHkty I[IOJIB3OBATEJIM rnaBHoro meHto. Bam ciemyer BBecTH
M0JIb30BaTENIeH U MPUCBOUTH UM NpaBa, HA3HAUUTH MAPOJIH.

Utak, nauaute ¢ ukoHku «HoBas 3amuch» BHM3Y (nucrouek). B mone ®MO BBeaute
CBOIO (paMMJIHIO, IPUCBONTE cebe PYHKUMU aJIAMUHUCTPATOPA, MIEIKHYB MO (IaXKy U BHIOpaB
nyHKT «AJIMUHUCTPATOP» u3 BepxHEro MeHI0. YKaKUTe€ Mapoiib «1» U MOATBEpKICHHE
«1». Hlenkuute mo ukonke COXPAHUTD (auckera BHU3Y).

Cuctema rotosa k padote. llenkaure mo BBIXO/.

7. 3amyctuTte mporpamMmy B pexxume mnoib3oBarens. lllenknure mbimbio o ITYCK-

I[TPOI'PAMMBbI — VUHET APXMBHOI'O ®OH-IA — YAO.

35



Haiinmure BBEpXyY CTPOKY TJIaBHOTO MEHIO. B 11eHTpe pabodero okHa HaXOAUTCS Ha3BaHUE
apxuBa. YToObl HauaTh pabOTy C CUCTEMOM ClIeyeT BBECTH CBOIO (DaMMIIMIO U TTapoiib «1».

IIporpamMmmMon npeaycMOTPEHBI IBE CUCTEMBI ydeTa — 10 coxpaHeHus Ilacropra apxusa
u nocne coxpanenus [lacnopra. Pexum yuera 1o coxpanenus [lacnopra apxuBa npegHa3HaueH
s BBoja Oompmux  MaccuBoB  mHGopmamumu  3A  TIPEABIAYIIWUE TOAbI. 3to
NOArOTOBUTENBHBIN 3Tan ydera. [locie coxpaHeHus macmopra 3TOT PEXUM CTaHOBMUTCSA
HEJOCTYITHBIM — M3MEHEHHMSI B JIAHHBIX MOKHO OCYILIECTBIIATH TOJIBKO uepe3 MyHKT MeHio AKT.
[IpencraBum cebe, uTo maHHas cuctema BBeneHa B apxube B 2001 roay, a ydeTHbIC JOKYMEHTBI
umerorcs 3a 40 ner. CHauana cielyeT BBECTH JaHHble 00OBceX (OHIIAX U OMUCSIX apXUBa,
oTnoxxupLuxcs 3a 40 ner.

B pexume nepBoHaYaTIbHOTO MOMOJIHEHHS TAHHBIX OCHOBHBIMHU

apisitorest Tpu nyHkTta: @OH-OIMTUCB-EJI. XP. Pabota HaumHaeTcsi ¢ MyHKTa MEHIO
OOHJI. Pexxum omucu CTAaHOBHUTCA aKTUBHBIM IOCIIe BBOJa W BbIOOpa ¢oHma, uyTOOBI HE
HApYyIIUTHh CKBO3HYIO HYMEPAIHIO ONKCEH B paMKax (hoH/a.

8. IlenkHuTe MblIbIO MO NYHKTY M1aBHoro MeHo ®OH/I. 3arem BbIOEpUTE MYHKT

[TOITOJIHEHUE BA. Bozbmure nuct nepBoro ¢honaa. Beeaute B kapTouky (HoHAA CBEACHUS O

donne:

- HoMmep QoH/a;

- Kkateropuio (GoHaa (BBIOEPUTE, UCXOMIS U3 €ro IEHHOCTH);

- cocrosiHre GoHa (IIIETYOK MO CTPENIKE CIpPaBa, «B HATHUUNY);

- nH(OPMAILIUI0O O TOCTYIUICHUH (BBEIUTE AATy MEPBOrO MOCTYIUIEHHUS C JUCTa
donma);

- BBeUTE HOMep apxuBoxpanunuia B nmoie APXNBOXPAHUJINIIIE 1;

- KOJIM4YECTBO  HeomucaHHblx  marepuasioB B none  HEOIIMCAHBIE
MATEPUAIJIBI;

- OT KOTO TIOCTYITHJIN MaTepuaiibl (0T GOHI000pa30oBaTENS ).

OcTanpHble MOJSI KapTOYKH (OHJA HEAOCTYIHBI, TaK KakK JaHHbIE CJIEIyeT BBOJIUTH B
nyHkTe rinasHoro MeHto OINNCh.

OnHako 3amosiHeHHE KapTouku (oHJa emie He 3akoHueHo. lllenkHuTe Mo BKIaaKe
HA3BAHUWE ®OHJIA, ykaxxuTte mociieoBaTeIbHO BCe Ha3BaHUs (POHIA, YKa3aHHBIE B MIEPBOM
pasnene ymcta Gonna u ux kpaiaue natel (moast HASBBAHUE ®OHIIA, IATA HAYAJIBHAS,
JATA KOHEUHAZ).

Buumanue!
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Ilocne BBOma KaxIoro Ha3BaHMA (OHJA HAJO €ro COXPaHUTh (IIEIKHUTE II0
NUKTOTpaMMe C JKENTOH auckeroil BHHM3Y). Ecnu Ha3Banue (oOHAA HE MMEET TOYHBIX KpaHHUX
J1aT, CIE1YEeT BPYUHYIO PACIIOJIOKUTh Ha3BaHUS B TOM IOCJIEN0BATEIILHOCTH, B KOTOPOIl OHU

IpUBEJEHb B JHcTe (POHAA (MCIOJAB3YyHTE KHOIKH CO CTpEIOYKaMHU BBEPX-BHM3).
IIpenBapuTENIbHO HYXXHO BBIACIUTH MBIIIBIO CTPOKY C HA3BAHHMEM, & 3aT€M IIEPEMECTUTH €ro
BBEPX WIM BHU3 HY>)KHOM KHONKOM. E1ie pa3 coxpanure naHHble B KoHLE. [IlenkHuTe 110 MKOH-

ke c asepbto BHM3Y. llenkuure no Bkimaake AHHOTALIMSA. Beemute kpartkyro
AQHHOTALIMIO JOKYMEHTOB (OHAA (BUAbI JOKYMEHTOB, TeMaTuka). Coxpanute nanssle. lllenkaure
10 UKOHKE C JABEPHIO BHU3Y.

Bxnaagky COCTAB ®OH/IA He Tporaiite, oHa 3anojHuTcs aBroMatuyecku. lllenkuure
10 UKOHKE C Bepbl0 BHU3Y. Ecnu Brl 3a0b11M cOXpaHUTH JaHHbBIE, MOSBUTCS «BOIPOIIAIOIIEE)
OKHO. Bribepure

BBIXOJI C IIPOBEPKOM. Hu B xoem ciydae He BhIOMpaiite OTMEHUTD
NU3MEHEHUA! Torna Bce Bamm crapanus mnpomanyT BTYHE M HOBBIE JaHHbIE OyAyT
YHUUYTOKEHBI!

AHanoruyHeIM 00pa3oM BBEAUTE JAaHHBIE CO BTOPOro jucra (oHIa U u3 onucu (oHna
(POH/-TIOITOJIHEHHUE BJ).

9. BBenute maHHBIC O KOJIMYECTBE CAMHUI] XpaHeHUs onuced Gounaa 1, 2 (uctel hoHaa)
u 3 (onucek poupa). s saroro HyxHO Boiitu B pa3aen OIIMCh. domkHo ObiTh, Bbl 3ameTiiin,
YTO MOCJIE COXPAHEHUs MEePBON KapTOUKH (HOHJIA, STOT MYHKT MEHIO CTall aKTUBHBIM.

Onnako Ui Toro, utoObl BBecTH AaHHble B paznen OIIMCbh, chHavana ciexyer HaWTH
dona, onucu koroporo Ber Oynere BBoauTh. JlJist 5TOr0 HY)KHO BOWTH B MyHKT MeH0 @OH/I-
BBIBOP ®OHJIA. [Tepen Bamu Bo3HUKHET popMa 1si BBOJA KPUTEPUEB MOUCKA.

OcymectBuTe MOUCK (OHJA MO psAY KpUTEpHEB (HOMEp, COCTOSHHE — B HAIMYUHM).
Hlenkaure no umkonke [TOUCK (kpachas myma BHH3Y). Camblif mpocToil crmoco0 MOITy4uTh
CIIMCOK BCEX BBEJEHHBIX (POHIOB — IEIKHYTH 10 ukoHke JIVIIA BHU3Y, BOoOOI1IIE HE BBOIS

KpuTepueB novcka. HaBenure Kypcop Ha Ha3BaHME MEpPBOTO (oHAA B CIMCKE, JABAXKIbI
HIeJIKHUTE 110 HoMepy (onaa. [losBuTcsa kaprouka gonaa. Tenepb MOKHO MPUCTYMHUTH K BBOAY
cBesieHuil 00 onucax GpoHaa.

[IlenkauTe MpImbo 10 MyHKTY m1aBHOro MeHro OIIMCD. ITlosButcs kaprodka Oomuch
nepBoro GhoHma.

Bo3pMuTe IHCT COOTBETCTBYIOLIETO (DOHMA M MOOYEPETHO BHECUTE CBEACHUS O KaXKIOH
OIKCHU: HOMEpP OIHKCH, Ha3BaHHE OMHUCH, THUI OMHCH M CIOCOO BOCIPOU3BEICHHS BBIOCpUTE U3
criicka (ctpenka crpasa) o cMbicity. B more KOJIMYECTBO TOMOB mnoctasete 1, B mose

AHHOTAIMSA Bnumure KpaTKyl0 XapaKTEPUCTUKY COCTaBa M COJIEPKAHHUS JOKYMEHTOB
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onucu; B noie CPOK XPAHEHUS — Brnummmre «moctossHHO». O0s3aTeTbHO MPOCTaBHTE
KOJIMYECTBO CMHHUI] XpPaHEHHUsS B OMUCH (CM. TUCT POHIA) U KpailHUE NaThl JOKYMEHTOB OITHCU
(cMm. Tam xe). llenkaute nmo nuktorpamme COXPAHUTD (auckera BHu3y). Ecnu Bl 3a0bu1H
coxpaHuTh 1 mwenkHynn BBIXO/I, BeiGepute B nosiBuieMcs okae BBIXOJ] C IPOBEPKOM.

Takum xe crmocobom (OITMCH-IIOIIOJIHEHUE BJl) BBemute cBemenums 000 Bcex
onwucsx gJaHHOro doumaa. 3atem Haiiaute BTopoid houa (POH/I-BBIBOP ®OH/IA). Brenu-

Te cBepenus ¢ Jlucra Gormga 000 Beex omucsax AaHHOTO GoHIA. 3aTeM BO3BMHTE OIHCH
dboHga W BBeaWTEe AaHHBIE 00 3TOM omucu. OTKpoWTe MyHKT TiaBHoro meHioo EJIMHUIIA
XPAHEHMUI u BBemuTe 3arojioBKU IISITH ACJI U3 OIMMCH. B HaHHBEIM MOMEHT BEI CO3/IA€TE HE
TOJIbKO YYETHBIN, HO ¥ TIOUCKOBBIN CIIPABOYHUK — apXUB-HYIO OTHCH.

10. OcymecTBuTe MONCK HH(POPMAITK 00 ONMHUCSIX BBEIACHHBIX (DOHIIOB.

Jist aToro Beibepute myHKT riaaBHoro MmeHo OIMMCh-BbIBOP OITMCH.

[TosiBUTCS OKHO 1711 YCTAaHOBKU KpuTepueB Moucka. OCyliecTBUTE MOUCK M0 HA3BAHUIO
onucu. Jlisg 3roro abcoioTHO HeoOs3aTenbHO BBOAMTH B mosne HA3BAHUME OITMCU Bce
Ha3BaHus. JloctaTouHo ogHoro cioBa. Ho mpu 3ToM cieayeT BBIMOIHATH IIpaBujla COCTaBICHUS
3arpoca:

%oT1nen% — cIoBO BCTpedaeTcs B JIF0OOM MecTe Ha3BaHMUS,

otnen% — CI0BO BCTpeUaeTcs 00s13aTebHO B HAYalle Ha3BaHUS,

%0Taes1 — Ha3BaHME 3aKAaHYMBAETCS JTAHHBIM CIIOBOM;

%otnen%xanpo%ynpapineHus% — mn000e coueTaHHe CIOBO+

CJIOBO+CIIOBO.

Otmerbte BHM3Y nepexiitouatens COOTBETCTBUE XOTA BbI

OHOMY VYCJIOBUIO. llenkuure no kaonke [IONCK BHU3Y.

AHaJOTHYHBIM CIIOCOOOM OCYIIECTBUTE MOUCK MO KpaHUM JaTaM

JIOKYMEHTOB OMHCEH; MO0 aHHOTaluu onucu. B pe3ynprare Bcex ycuiuil nepen Bamu
MOSIBUTCS CIIMCOK onucel. [IpocMoTpuTe KapTOuKu

HaICHHBIX OIMUCEH, IIeJIKas [0 UX HOMEPY.

Haiins onuck, monpoOyiiTe HaiiTu BBeAeHHbIE Aena. OCyIIecTBUTE TOUCK MO KIIFOUEBOMY
CJIOBY (XO0Ts OBI OJTHO CIIOBO M3 3aroJIOBKa Jell, KOTopoe Bbl moMHUTE).

Ob6patute BHUMaHue, 4To pexum AKT Henoctrynes.

11. Otkpoiite myHkt rnasaoro meHro COCTABJIEHUE YUETHBIX IOKYMEHTOB.

[TonpoOyiiTe caMOCTOATENBHO, CAEIYs YKa3aHHUsIM ITPOrpaMMBI,
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COCTaBHUTh CIHCOK (DOHIIOB apXHBa, PEECTp OMHCEH T000T0 U3 BBEACHHBIX Bamu doHna,
muct oxHoro u3 (onmoB. CpaBHute nonydeHHbii u3 bBJl Jluct donna ¢ opurunamom. Kakue
paszensl ucTa (GOHIa OCTAINCh HE3aOJTHEHHBIMU?

B TeTpaad cocTaBbTe CPaBHHTEIbHYIO XapaKTepUCTUKy mporpamm «APXVBHBIN
OOH/I» nu «YUET APXMBHOI'O ®OH/IA» ¢ Touku 3peHusi TpeOoBaHUN K 000PYIOBaHUIO,
GyHKUMH, omTHMHU3AIMM y4era, yaoOcTtBa wuHTepdelica, oT4eToB, ctroumoctu. Crenaite

3aKJIFOYCHUC I10JIb30BAaTCIIA.

KoHTpOoIbHBIE BOIPOCHI:

1. B uwem cxoxctBo M paznuune QyHKIMA mporpaMMm «ApXuBHBIA GOoHI» U «YUeT
apXUBHOTO (oHIa»?

2. Kakue yueTHble NOKyMEHTBHI BBl MOXeT€ MONY4UTh B KadyeCTBE OTYETOB C
HOMOILBIO IPOTpaMM «APXUBHBINA (GOHI» U «YUeT apXUBHOTO (hoHma»?

3. KakoBbl TOCTOMHCTBA M HENOCTATKM KaXIOW M3 IPOrpaMM C TOYKH 3PEHUS
apXMBUCTA, UCIIOJIB3YIOIIEr0 UX JIJIsl OPraHu3alliy aBTOMATU3UPOBAHHOTO y4eTa B apXuBe?

4, Kakwue paznenst JIucra ¢ponna Bam He yaanoch cOCTaBUTh B JaHHOM pexuMe?

Jlureparypa:
l'openex T.H. Kowmmnerotepuzamuss MOCKOBCKHMX apxuBOB: OT mnpoctoil bJl
MHTETpUpOBaHHOM HHPopMarroHHoi cucteme. 1986-2002 rr. // OteuectBeHHbIe apxuBbl. 2002.

Ne 5. C. 20-26.

[IpakTrueckoe 3axanue 2-4 yaca.

ITporpammHoe oOecrieueHue:

- WuTerpupoBanHas aBTOMAaTU3UPOBAaHHAs cUcTeMa «Y4eT apXuBHOro ponaa» (AO
NHCODT).

- PykoBoacTBo nosp3oBates.

PaznaTounble MaTepUab:

- et $oHJa,

- aKTBI:

npueMa-Tepeaun e,

BBIJICJICHUS /1€ HA YHUYTOKEHHE,

HAyYHO-TEXHUYECKOH 00paboTKu (OHIOB.

[lepen HawaaoM pabOTHI BCHOMHUTE:
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1. KaxkoBbl mpaBwita 3anosHeHus aucra Goxma?
2. Kakue Buabl akTOB (PUKCHUPYIOT U3MEHEHHS B COCTaBE JOKYMEHTOB apXuBa U

JBUKEHHUE TOKYMEHTOB?

1. OTtkpoiite mporpammy «Y ADy» B pexxume nosb3oBatess (ITYCK ITPOI'PAMMBI-
YUYET APXUBHOI'O ®OHJA-YUYET APXMBHO-I'O ®OHJIA). Crow dammwmo Bbsi,
KOHEYHO, He 3a0buth. BBeaute ee u maponb — «1» — B cooTBeTcTByoImmMe mnois. O0parure
BHuMaHue, 4to pexxuM AKT nemoctymen. (IlompoOyii-Te BBecTtn cBeaeHust o0 akre AKT-
HOBBI AKT). [l;ist BBeieHUS CBEACHUH 1O aKTy MpUeMa-Tepeaadyn JOKyMEHTOB HEOOX0IUMO
CHayaja co3JaTh U 3alIUTUTh NacnopT apxusa. [1[eKHUTE MBILIBIO 110 MYHKTY IVIABHOI'O MEHIO
BEJIEHUE TIACIIOPTOB, Brioepute CO3JJAHUE, menkuute no JA. [IporpamMmma mornpocut
Bac nonoxxnath, MOTOM 3aBEpUT, UTO MacopT apxuBa co3aan. Ho Bel Huuero e Bugute. YToObBI
MOCMOTPETh Ha pe3yJbTaT CBOMX TpyaoB, menkHuTe no OK, BbiOepuTe B MYHKTE MEHIO
BEJAEHUE ITACIIOPTOB noanynkr [TPOCMOTP. IllenkHuTe Mo MKOHKE ¢ KpacHOM Jynou
Huzy. [Iponucraiite moayyeHHbI nacnopT (BKJIaJAKU CBepXY). Bol yoenurech, 4To OOJIBIIMHCTBO
pa3zieNoB MyCThI, OJIHAKO MPOrpaMMa YECTHO MOJICUUTAla BBEJACHHbIE BAMH JJAHHBIE U CBEJa UX
BOEJIMHO B pazzene 1

u pazzaene 3.1.

Cnenyer 3amututh macnopT ot yaanenus. Breideputre BEJIEHUE ITACTOPTOB-
KOPPEKTHUPOBKA, mienkHuTe MO HMKOHKE C Talloukoil BHM3Y. Ha Bompoc mporpamMmsl o
3aluTe macnopTra BeiOepuTe oTBeT «J{A». YOemuTech B TOM, YTO HANpPOTHUB JAAThl CO3JIaHUS
Bamero nacnopra nosiBuiach kpacHast orMerka «3ALLUIIIEH».

2. Jliia Havana paboThl C aKTaMU HEOOXOAMMO CHOBA MEPEHACTPOUTH NMPOrpaMMy B
pexxume AIMMUHUCTPATOPA.

OTHbIHE, TTOCTIE COXpaHEeHHs TAcTIopTa apX1Ba, BCE U3MEHEHUS B KOMUYecTBe /el GoH/Ia
OCYyIIECTBIsAIOTCA Yepe3 MyHKT MeHio AKT.

[Tonymaiite, mouemy.

[lenkuure mo nyHkry MeHro BbBIXOJI. 3amyctute mnporpamMmy 3aHOBO B DPEKHUME

AJIMUHHUCTPATOPA (npuaercst 3aHOBO BBECTHU MAPOJIb).

CHoBa meNKHHUTE 110 MYHKTY MeHio 1I0JIb30BATEJIb-HOBbIN
[TOJIB3OBATEJIb. Beeaute umsi (3alIOMHUB €T0), TAPOJb «2», MOATBEPKACHHUE «2».
Tenepr mpeacrour camoe wuHTepecHoe. Crneayer co3Aarb HOBYIO poOjib  —

«HAYAJIBHUK OTHEJIA YUETA». JIns 3TOro MmIEJKHUTE MO KHOIMKE «PEHAKTOp PpOJIeii»
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(TearpanpHas Macka BHU3Y). Ha skpaHe mosiBUTCS OKHO penakTupoBanus posie. lllenkaute mo
IUKTOTpaMMe

HOBAA POJIb (aucToyek BHHU3Y) MBIIIKOW, BIMIIMTE B OKHO Ha3BaHUE pOJIU
«HAYAJIbBHUK OTHEJIA YYETA», OK. IlocraBpre dmakku B moisax AKT (mpocmotp,
nonosnenue bJl) u B npyrux nomsix. [llenkanre mo COXPAHUTD (nuckera BHu3y). lllenkuaure
no nukrorpamme BbBIXOJl Buuzy. B okne IIOJIB3OBATEJIU, ¢ koroporo Bsl Hauunamu
paborty, B nosie POJIb BriOepuTe HOBYIO posib «HauanbHUK OTIENa yueTay.

[lenkaUTE MO TUCKETE BHU3Y (COXpaHUTH) U 10 MKOHKEe BBIXO/I.

Jlanee 3akpoiiTe mporpaMmy M CHOBa 3allyCTUTE €€ IOJ HMEHEM U C Hapojem
HAYAJIbBHUKA OT/JEJIA YYETA B pexume 1nonb30BaTes.

BriGepute nynkr menio AKT — HOBBIM AKT. BosbMuTe auCT (JOHIA, BBEIHTE
nannueie w3 pasnpena «/IBVDKEHUE JIOKYMEHTOB» 00 akrax mnpuema-mepenadd e,
BBbIJICTICHHS [Nl Ha YHHUUTOXKEHHE, HayYHOTeXHU4YeCKor oOpabotku ¢donmoB. Haiinure B nucre
donga paznen «YUHET HEOIIMCAHHBIX MATEPUAJIOBy, BBequTe aHHBIE O MOCTYIUICHHHI
MarepualoB pocceinv. Haiaure nary nepBoro NOCTYIUIEHHMs POCCHIIA. BBeaure B MEHIO
HOBBII AKT Homep ¢oHma, gary akrta (mepBas rpadga — JaTa MEpPBOTO MOCTYIICHUS
POCCBHININ), BBIOEPUTE THI aKkTa —IIpueMa-rnepenadn. B none «OTKyaa NOCTYIWIN TOKYMEHTBI»
BBeauTEe — OT (poHmooOpazoBarens. B mone MCIIOJIHUTEJIb 1 BBeaute cBoro (daMuiuio.
[[lenxkHUTE MO AUCKETE BHU3Y, YTOOBI COXPAHUTH 3aIUCh.

HoBplii akT co3aaH, HO HE 3apETUCTPUPOBAH.

YroOBbI 3aMOIHUTh HUXKHIOIO YacTh aKTa O ABM)KEHUH JIOKYMEHTOB HE BBIXOJIS U3 PEeKUMa
AKT, menknute no mnyHkry riaBHoro wmeHro ®OHJ[ — IIOCT. HEOIIMCAHHBIX
MATEPUAIJIOB. Brenute kpaiiHM€ AaThl TMOCTYIHUBIIEH POCCHIMM M KOJHMYECTBO €IUHUIL
xpanenus (u3 nmucra ¢onna). lllenkuure no quckere BHU3y (COXPAHUTD).

B nynkre mento AKT menkaure no AKT — PETUCTPALIAA

AKTA — JIA — OK. Tenepp akT 3aperucTpupoBaH, a CBEICHUA O JBUKCHUU
JTOKYMEHTOB BHECEHBI B CUCTEMY.

Takum ke 006pa3soM 3aperucTpupyiiTe apyroe mocrymienue pocchimu. AKT-HOBBIN

AKT; ®OHA-TIOCTYIUIEHUE HEOIIucanneix ; AKT-PETMCTPAILIMA AKTA.

Br10bITHE pOCCHINIM BCIEACTBHE COCTAaBJICHUS OIMCEN Ha Jefla perucTpupyercs Oosee
cnoxno. AKT-HOBBIU AKT. B none TUIT AKTA — BriGepute AKT OITMCAHUSI.

Hanee, ne Boixons u3 pexuma AKT, Beibepute mynkr ®@OHJ[ B riaBHOM MeHIO,
noanyHkT — BBIBBITUE HEOITMCAHHBIX MATEPUAJIOB, BBemute mo ymcty (oHma

KOJIMYECTBO U JaThl BBIOBIBIIEH POCCHIINH, T.€. BCIO pocchib. COXpaHUTE (IUCKETA BHUY).

41



Bri6epute nmynkr mentro OIIMCb, kortopwiii cram aktuBHbIM, a B HeM — HOBAS
OIINCh. Beeaute mo ynwmcty GoHIa HOMEp OMUCH, BBEAUTEC HA3BAHUE OIMCH, KPAHHUE TaThl
MaTepuasoB, KOJIMYECTBO €AMHMII XpaHEHUs. Bpliiaure U3 pexuma OnuCH 4epe3 ABEPb BHU3Y
(MKOHKA), COXpaHUB U3MEHEHHS, coxpaHuTe n3mMeHeHus B pexxume AKT, 3apeructpupyiite AKT
(AKT — PETUCTPALISA AKTA).

PaznenaBimmch ¢ y4eToM pocchini, OOpMUTE BCE aKThl Ha MOCTYIUIEHHUE OMHCAHHBIX
matepuaioB. J{s 3Toro Bo3pMuTe cBefeHus u3 aucra ponga — pasaen «YUYET OIIMCAHHBIX
MATEPUAJIOB». Ecnu Bl elie He goragaiuch, Kak CO3JaeTCs aKT MOCTYIJICHUS OMKUCH, JeH-

ctByiite Tak: AKT — HOBBIU AKT, BBO1 HOMepa hoHa, AaThl aKTa (Bce Ta XKe IepBast
rpaga), TUII akta — npuema-niepenaun. CoxpaHure.

Hanee, He BeIxoas u3 nyHkra MmeHio AKT, BeiOepuTe MyHKT MEHIO....

npasmwibHo, OIIMCh — HOBAS OIIMCh. Beenute cBeneHus 0 HOBOM omucu (Kpome
€pBOM, JaHHBIE O KOTOPOH BbI ke BBenn). Co XxpaHuTe. 3aperucTpupynTe akr.

Teneps 3anoBo cocraBpTe JIMCT ®DOHIA (BEAEHUE YUET-

HBIX JOKYMEHTOB — JIUCT ¢ouna-BbIBPATH ®OH/). I1o-

YyBCTBYMTE pa3HUIlY — B JAHHOM CJly4yae 3aroJjHEeHbl pa3aen 3 u 4

mucTa GoHIa O ABMKEHUU HEOMMCAHHBIX M OMUCAHHBIX TOKYMEHTOB.

Coznmaiite CBEJJEHU S Ob UBMEHEHUAX B COCTABE JOKYMEHTOB ®OH/IA;
MIOCMOTpPUTE, KaKH€ U3MEHEHHUs B 00beMe (OH/1a IPOU3OIILIH.

Z[OHOJ'IHI/ITG 3aK/IIOYCHHUEC, CACIIAaHHOC Ha ITOCJIICAHEM 3aHATHUHN.

KoHTposbHBIE BOITPOCHL:
1. KakoBa nocneoBaTenbHOCTh BHECEHUS] U3MEHEHHM B yUeTHBIE
JaHHBIE TI0CJIE COXPAaHEHU Macnopra apxusa? Yem BrI3BaHa 3Ta

HOCHGHOB&TGHLHOCTB?

Jluteparypa:
I'openex T.H. KommnbroTepuszanuss MOCKOBCKMX apXHMBOB: OT mpocto bJl
UHTErpupoBaHHON MH(popMarmonHoi cucteme. 1986-2002 rr. / T.H. I'openek // OteuecTBeHHBIE

apxuBbl. — 2002. —Ne 5. — C. 20-26.

Tema 5. IHpopMarmoHHO-TTOUCKOBBIE (PYHKLIUU TPOTPAMMBI

«ApxuBHBIN GOHIY. 4 Haca.
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Ilenp  pa®oTBI: OCBOGHME  CTyJEHTaMH HH(OPMALMOHHO-TIOUCKOBOIO  MOJIYJIS
o0mieoTpacineBoil MporpaMmbl «ApXUBHBIA (OHI» W CO3JaHUE IYTEBOAMTENS IO (QOoHIAAM
apxuBa.

B pesynbrare paboThl CTYIAEHT JOJDKEH 3HATh: OCHOBBI MH(OPMALMOHHOIO IOHMCKa B
AMUIIC (KOHTEKCTHOTO MOMCKa, TOUCKA IO KJIFOYEBOMY CIIOBY, 110 KJIaCCU(PUKATOPY).

B pesynbTare paboThI CTYI€HT HOJIKEH YMETh!

1. BBOJUTH JaHHbIe B BJ] mporpamMmmMel « ApxuBHBII HOHI» U3 TTyTe-

BOJIUTEJISA U OIMCEN, POPMHUPYS DJIEKTPOHHBII TyTEBOANUTEID;

2. pelakTUpoBaTh KJIaCCU(PUKATOP MPOrpaMMbl «APXHUBHBIA (HOHIY;

3. OCYIIECTBIISATH MOUCK HH(OPMAIMH BO BCEX peKUMaxX, Pedy-

CMOTpPEHHBIX ITyHKTOM MeH0 OUJIbTP;

4, (hopMHUPOBATH OTYETHI.

[Tporpammuoe obecrieueHme:

porpamma «APXHMBHBII ®OH/I» 2.0 for Windows (Pexepais-

Hasl apXUBHas CIIyx0a).

Pa3narounbie MaTepuansl:

Onuce ¢onma, myreBoauTenb Mo (oHgam apxuBa, «Cxema eauHON KiaccUUKAIUU
JOKYMEHTHOW MH(OPMALIMU B CHCTEMAaTHYECKHX KaTajorax rocyaapctBeHHbIX apxuBoB CCCP»

(coBeTcKkuil mepuoxn).

[IpakTuueckoe 3ananue. 4 Jaca.

- [lepen HauasoM pabOTHI BCIOMHUTE:

- OcHoBHbIE HH()OPMAITMOHHO-TTOUCKOBBIE CIIPAaBOYHUKH apXUBa.

- Mecro B cucteme HCA myTeBoauTENs 110 apXUBY, COCTaB XapaKTEPUCTUKU (HOHIA
B ITyTE€BOJUTETIE.

- Meroauky ONnucaHus TOKYMEHTOB B ITyTE€BOJUTEIE.

- Hasnauenune u cTpykTypy «CXeMbl eIuUHON KiacCU(PUKAMU JTOKYMEHTHOMN

I/IH(I)OpMaI_II/II/I B CUCTCMATUUCCKHUX KAaTaJIOTraX roCylapCTBCHHBIX apXUBOB CCCPy.

1. 3arpy3ure nporpamMmmy «ApxuBHbiil pouay. [TY CK-TTPO-

'PAMMObBI-APXUBHbBIN ®OH/I-APXMBHBIN ®OH/I. Beexute napoib «2». OOBIYHO
JUISL CO3JaHMUsl DJIEKTPOHHOTO ITYyTEBOJIUTENS HCIOJIb3YETCSl TPAAULMOHHBIN IyTEBOJUTED.
Bo3pmMuTe  TpaguIMOHHBI MyTeBOAMTENb IO apXuBy. BpliOepure MHAMBUIYAIBHYIO

xapakTepucTuky (onma. BBemure cBegeHuss o BeiOpaHHOM ¢oHAE B 0a3y NaHHBIX. BBeauTe B
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paznen «®OH/I» mouckoBbie naHHbIE 0 GoHAE (HazBaHHE, HOMEp (DOHA, KOTMYECTBO €IMHHUIIL
XpaHEeHUs, ICTOPUYECKYIO CIIPaBKY, aHHOTAIUIO U Jp.).

Jlig aTOrO0 mIeNKHUTE MBIIIBIO 110 MyHKTY @OH/] rmaBHOrO MEH10.

[TosiBuTcst ccok ¢hoHa0B, BBeAeHHBIX paHee. [llenkuure mo ENTER.

[enxkaute mo nyHkty HwkHero MeHio JIOBABUTD. Beeaute nomep dponma (ENTER,
MIPHUHSITH), IOJTHOE U COKPAIICHHOE Ha3BaHue (OHIa,

ucropudeckuii mnepuoa (l-coBerckuid, 0-IOPEBONIONUOHHBIN), TUN (OHIA, HATHI
nokymeHToB. [llenknure COXPAHUTD, CJEAYLIUN

OKPAH. Bce 3tu onepanun Bam yxe 3HakOMBbI 110 BbINOJHEHHIO 3agaHus No 1.

2. [enkuure no nyHkry HuxkHero MeHio PEJIAKTUPOBATD. K stomy nyHKTY
ciemyeT oOpamaThCsl KaK/bli pa3 mociae COXpaHEHUs JaHHBIX.

Beenute oObem enuuuiy xpaHeHuss B cooTBercTBytomee moje. COXPAHUTb —
CJIEAVIOLIMI DKPAH.

Beeaute UCTOPUYECKYIO CITPABKY u AHHOTAIIMIO B cooTBeTCTBYIOIIEE TOJIE.
Hns osroro wHamo mwmenkHyth 1o PEJAKTHUPO- BATbL B HmkHEM MEHIO, 3aTeM
NCTOPUYECKAA CITPABKA, PE-

JAKTHUPOBATD, BBECTH TEKCT HCTOPUYECKON CIIPABKU U3 IMMYTEBOAUTENS, IIEIKHYTh 110
COXPAHUTD — CJIEAYIOIINI DKPAH.

BBemnte «wmoueBsle ciaoBa B moaa [IEPCOHAJIMM, T'EOI'PA®U-YECKHE
CBEAEHUS, TEMATHUKA. Ilepconanuu — ¢amMuianu;, reo rpapuuecKue CBEICHUS —
reorpauueckre Ha3BaHUS, YIIOMUHAEMbIE

B aHHOTaluMu (OHIA; TeMaTHKa — KIIOUEBBIE CJIOBA, MEpEalolue CoJepKaHue
JTIOKYMEHTOB. BUbI JOKYMEHTOB HE SIBIISIOTCS KJIFOYEBBIMH clioBaMU. Kaxk0e KIII04eBoe CIOBO
BBOJIUTCSA B OTAEJBbHYIO CTPOYKY, IOCJIE BBOAA ciieayer Haxarb F4. Jlng BbIxona u3 pexuma
BBO/Ia KIIFOUEBBIX CJIOB cieayeT HaxaTh ESC.

3. B Tom ciyuae, ecnu xapakTepucTHKA (OHIA HET B TPATUIIMOHHOM MTYTEBOIUTEIIES
(momycTuM, OH ycTapen), JUIs BBOJA JAHHBIX HMCIOJb3yeTcs omuch Qonma. Bo3pmure ommch
¢onna. Haunure Bce cHavyana. Boiiaure B pazgen ®OH/. [lenxuure no JJOBABUTD. Breaute
HoMep HoBoro ¢onna. Beemure B pazmen ®OHJ] mocnennee nHasBanue QoHma, a pasnuern
[TEPEMUMEHOBAHUSA nepBeie HazBanust QoHga (CM. 00OpOT TUTYJIBHOTO JIUCTa OIHUCH).
Kaxxnoe nepenMeHoBaHNE BBOAUTCS OT/IETBHO, C TATAMHU.

4, Bepuurecs B paznen ®OHJI. BBeaute nucropuueckyro cupaBky (CM. IpeIucIOBUE
k omucu), AHHOTALIUIO (cMm. cobctBeHHO omuch), KiatoueBble cioBa — TEMATUKY,

I'EOT'PA®UIO, UMEHA (cM. yka3arenu K Omuch). AHHOTAIIMI0O HEOOXOIUMO COCTaBUThH Ha
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ocHoBe onrcH. Kak 00BIYHO, HAXKUMaKMTE CJIEI[YIOHH/II7I OKPAH, noka He HaiiieTe HyXHbIE
OJIS.

S. BoizoBuTe mpemnogaBaTenss U B €r0  NPUCYTCTBUM  OCYIIECTBUTE IOMCK
uHpopmanuu. Boligute B myHKT BepxHero meHo ®UJIBTP.

OcymecTBUTe MOUCK 11O BBEIEHHBIM Bamu:

- [IEpEUMEHOBAHUSM;

- KJIFOUEBBIM CJIOBAM;

- TEKCTY HCTOPUYECKOM CIIPAaBKH MJIM AHHOTALUH.

Ecnn Bel He moMHUTE BBEJCHHBIX BaMu KIIIOUEBBIX CIIOB, ILEIKHUTE IO IIYHKTY MEHIO
CIIMCOK cmpaga.

6. Otkpoiite nyHkt MeHto OTYETBI u mnpocmorpute HeCKoJabKO (haidios,
00s13aTeJIbHO 3arpy3uTe MyTEBOAUTENb (LLEJKHUTE IO pa3zeiaM OIJIaBJIEHHUS) M YKaszaTeld K
HeMy. 3akpoiite APXVIBHBIN ®OHJT (PA3JIEJIBI-BBIXO).

7. Orkpoiite mporpammy APXUBHBIM ®OHJ[ B pexuMe agMUHHCTPAaTOpPa
(BBenute maposib «3»). Otkpoiite nmyHKT MeHio PYBPUKTOP. Ilenxkuute no JJOBABUTD.
Beenute pyopuky 6. (I'ocynapcTBeHHble yupexaeHus coBeTckoro nepuona). Haxxmute CTRL-
N. Beenure moapaszens! 6.1-6.9, ucromb3ys cootercTBylommii pasgen CXEMBI EJIMHOU
KITACCUOUKAIINN. 3amenute OykBeHHO-UM(POBBIE MHAEKCHl HAa COOTBETCTBYIOLINE
1 poBble. 3aKpoiTe Iporpammy.

8. 3amycTuTe NporpamMmy B pexXHMe peaakTopa (mapoib «2»).

Haiigure B criucke honmoB BBeneHHbie Bamu dhonasl. [IpoctaBbre pyOpuky. CoxpaHure.

9. [TomerbTe k yHuutoxkeHuto ¢pona Moxaiickoro YUKA (BAIIUCH-YJAJIUTD-
JA). TTokaxure pe3yapTaThl pabOThI MPENoJaBaTeNo.
10.  Vaumutoxsre 3anmuch o Moxaiickom YUKE. 3akpoiite A®. 3arpysure AD B

pexume aamuHUcTparopa (mapossb «3»). Henkaute mo COKATUE B/I-JIA-ENTER.

11.  VYO6eaurecsh, yTo 3anKch yHUUTOXEHA. 3akpoiite AD (BbIXO/).
12.  3arpysure AD B pexxume penakropa (mapoib «2»). [lpocmorpute cimcok ¢poHI0B

(pazmen ®OH/) u yoeautech, uro honaa Moxaiickoro YMKA B HeM HeT.

KoHTpo1bHBIE BOIPOCHI:
1. Ha xakom ypoBHe ocymiectBisiercs: onucanue nnpopmarmu B AUIIC nporpammbl
«ApxuBHbIN PoHTY», Bepcus 2?7

2. Kaxue Bo3MoKHOCTH U1 TTOMCKA HH(POPMAIUH MPEAOCTABISIET 3Ta porpamma?
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3. B 4yem 10CTOMHCTBA U HEAOCTATKH MPOrpaMMBbl KaK MOUCKOBOM CHCTEMBI?

Jlureparypa:

Kucenes U.H. Mudopmamnmonnas cucremMa apxuBa — Mojeidb U BomutomeHue / M.H.
Kucenes // OtedectBennbie apxuBbl. — 1997. —No 6. — C. 28-33.

Jlapuna B.I'. Enunbiii KinaccupukaTop ITOKYMEHTHOH HMHGOpMAlMM — BaKHEUIIHMHA
aNieMeHT MH(popMaTtuzauuu apxuBHoi otpaciu / B.I'. Jlapuna // OtedecTBeHHBIE apXHBBI. —

2002. — Ne 1. — C. 8-14.

Tema 6. [lyreBonurens no PI'AJIN. 4 yaca.

Lens pabGoTel: m3ydeHHe MeTonuKd moucka uHpopmanuu B apxuBHod AUIIC Ha
npumepe nmyresogutens no PIAJIN.

B pe3ynbrare paboThl CTYI€HT JOJKEH 3HATh:

- Ha3HAYCHUE U COCTaB MH(POPMAIMOHHOTO MaccuBa myTeBoautens mo PIAJIM Ha
CD-ROM.

B pe3ynbrare paboThl CTYIEHT JOJDKEH YMETh:

- OcCyIEeCTBIATH OMCK BO BCEX BO3MOKHBIX PEKUMAX, a TAKKE

KOMHUPOBATh HalIeHHYIO HH(OopMaIuio 1o myreBoautento no PITAJIN.

[IporpammHBIe cpeacTaa:

- 3J1eKTpOoHHBIN myTeBoauTens no PITAJIN. CD-ROM.

IIpakTnueckoe 3aganue Ne 5. 4 yaca.

[lepen HauagoM pabOTHI BCIOMHUTE:

1. PasHoBHUIHOCTH ITyTEBOAUTENIEH.

2. CTpyKTypy IOCTPOEHHUS ITyTEBOJUTEIS.

3. BcenomorarenbHbii CIIpaBOYHBIN allapaT K MIyTEBOIUTEIO.

4. 3anyck nporpaMMsbl. JlJIsi MHCTAUISILUU TPOrpaMMbl B OKHE «MOM KOMIIBIOTEP»

oboparutech k aucky H: (Guest). Ha nucke naiiaure manky “D-ROJVb, otkpoiite mnamnky
Roali/EXE.

Ecnu nporpamMma ye yCTaHOBIIEHA, TPOCTO 3aITYyCTUTE €€ IBOWHBIM HIEITYKOM 110 UKOHKE
RGALI nmn I[TYCK — TTPOI'PAMMBI —PT'AJIM1 — Apxus PT'AJIN. PaccMmoTpute rinaBHoe
meHio. Boiiaure B mynkt meHto Help — About. [lepenumute B TeTpaab BeIxoaHble JaHHbIE CD-
ROM. UYT0o0BI BepHYTHCS B TJIABHOE MEHIO, IIEIKHUTE B JIFOOOM MECTE OKHA C BBIXOJHBIMU
JAaHHBIMHU.

2. [Touck napOpMaIMH 1O pa3aeiiaM MyTEBOIUTEIS.
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2.1. YcranoBure coaBtopa B.A. KaBepumna mno cuenapuio kuHO- ¢uibma «/[Ba
KarnuTaHa.

JIBOWHBIM 11esT9KOM MbIIH Boiaute B pazaen «JIMUYHBIE ®OHJIbI» cnpasa.

B oxne «ITOMCK» (cnpaBa) Habepure pammnio «Kapepuny. [llenkHure mo kapTouke ¢
damunuel mucaTens cieBa. BeImummTe HOMEp, XPOHOJIOTHYECKHE TPAaHUIBI U 00BeM (OH/A,
daMuIHIO coaBTOpa B TETPadb. TakKe YKOKUTE dJIEMEHT HHPOPMAITUH, KOTOPBIA JTOJKCH OBITh,

HO OTCYTCTBYET B JJaHHOM XapakTepucTuke (GoHaa B myreBoauTene. UToObl BEpHYTHCS B
ocHoBHOE MeHI0, HaxxmuTe ESC.

2.2.  Bemwmmute B TeTpans Bce Gouasl PI'AJIN, koTopsie coaepkaT HHPOPMAIUIO TIO
uctopuu MXAT (ux HOMepa, XpOHOJIOTMYECKHE TPAHULIbI, O0BEM).

Ji1s1 aTOrO:

Haunute ¢ pasznena «TEATPBI, XOPbI», nmienkHyB MbIIbIO [0 Ha3BaHUIO pas3zela.
[Tponucraiite KapTOTeKy ciieBa ¢ MHOMoOIIb KiaBuuictpenouek: Page Up, Page Down. lns
MIPOCMOTpPa KapTOUKH CIETYET

LIEJIKHYTh MBIIIBIO 110 HAJIMUCH HA HEW, JIJIs1 BO3BpallleHHs B KapToTeKy — HaxaTh ESC.
Brimuimuire nepcoHaliny akTEPOB U PEKUCCEPOB TeaTpa, YIOMUHAEMbIe B aHHOTAIUAX (poHAa.

BepHurtech B 0CHOBHOE MEHIO. AHAJIOTHYHO TPOCMOTPHUTE pa3iel

«Konnekmuu u coOpanus». Beimuimre cBeIeHUs 0 KOJUICKIUAX, KO-

TOpBIE coAepkKaT JOKYMEHTHI 1o ucropun MXAT.

Brinuimre nepcoHainy akTepoOB U PEXKHUCCEPOB TEATPA, YIOMU-

HaeMble B aHHOTAIUAX (OH/IA.

BepHurtech B 0CHOBHOE MEHIO. AHAJIOTHYHO TPOCMOTPHUTE pa3iel

«JIMYHBIE ®OH/Ibl», Habupas B okne «[IOUCK» cnpaBa pamunun

BeIMMCcaHHBIX Bamu nesiteneit MXAT. Beimumute cBefieHust 00 UMero-

IIUXCS JIMYHBIX (POHIaX.

1) CaMOCTOHTCJ'ILHO, OyTCHICCTBYSA IO pasaciiaMm IMyTECBOAUTCIIA, algure u

BBIITUIIUTEC — HOMCPA U HA3BAHUA (I)OHI[OBI

1. JIUTEPaTypHBIX MY3€EB;

2. KYPHAJIOB, TIOCBSIIIEHHBIX H300pa3UTEILHOMY HCKYCCTBY;
3. XxopeorpapuuecKkux yuyeOHBIX 3aBEICHUI.

2) [Touck mo Homepy GoHa.

[lenkuure mo u3o0paxenuio crona ciesa BHu3y (Card index by fond number).
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VYcranoBute kommuectBo GoumoB PI'AJIM, BkItOYEeHHBIX B MyTeBOauTENb. [lyist TOrO
MPUACTCS MPOJIUCTATh BCIO KAPTOTEKY. Y KaXKUTE

HOMEp U Ha3BaHHE mocieaHero Gouna.

Haiinure n ykakute Ha3BaHUsI, XPOHOJIOTHYECKHE TpaHullbl, 00beM doHmoB Ne 28, 156,
234, 1038. s atoro B okHe «Ilouck» crpaBa

BBeaMTE HOMEp (hoHna u Haxkmute ENTER.

3) [Touck no andasuty HazBaHUI (OHIOB.

Brisacaure, ckonbko GonmoB CtpaBuHcKux umeetcs: B PITAJIN.

J1J1s 3TOTO MIENIKHUTE MO AIUKY ¢ OykBOil «C» B BEpXHEM JIEBOM

yriy. HaGepute B rpade «Ilorck» «CTpaBHHCKHI.

TeM ke crocodbom YCTAaHOBUTC U BBIIHIIUTEC HOMCPA U XPOHOJOTMYCCKHUEC TI'paHUIBI

$boHI0B:
- kommosutopa JI.b. Kabanesckoro;
- pexuccepa A.S. Tauposa;
- KypHana «Kpokoaum» — yKaxKHUTe, C KaKOro roJia U31aeTcs;
- l'ocynapcrBeHHOM TPEThIKOBCKOM rajepeu.
4) [Touck no TekcTy aHHOTAIUH.

Haiinure Bce ponasl komno3utopos B PI'AJIN.

[llenkuuTe MO cToNMy ¢ JaMnoi BHU3Y cipaBa. B oknHe «Ilownck» BHU3Y ciipaBa BBEIUTE
KiodeBoe cioBo «Kommosurop». B BepxHem MmeHro mienknute mo Action-Search-Start. o
3aBepiueHnu noucka menkaure «OK». CoxpaHuTe MonydeHHbIH CIMCOK HalJIeHHBIX (DOHIOB HA
JKECTKOM JucKe. J[JIs 9TOro ImenKHWTe 1Mo MyHKTaM BepxHero meHro Action-Search-Save search
result to file. B umenudaiina ykaxure Bamry dpamunuro, Hanpumep, ivanov.srf. [llenkaure «OK».
ITpocMoTpuTE MOMYYEHHBIN CIUCOK. I 9TOrO CBEPHUTE

nporpammy PGALI, Haiinute B okHe «Moii KommbloTep» U oTKpoiite ¢aiin C:/Program
FilessRGALI/Sresults/ivanov.srf. Illenkaute mo ero HasBanuio. Ecimu Windows cropocurt, ¢
MOMOIIbI0 Kakoil mporpammbl OTKpbITH (ain, BbeiOepure WordPad, «OK». Ilpocmotpure

HOJ'Iy‘ICHHBIfI CIIMCOK.

CHoBa pasBepHHTEe OKHO mporpamMmbl Rgali. Ilepenummre B Terpanp Qamunuu
KOMITO3UTOPOB, (DOHIBI KOTOPHIX XpaHSATCS B apXHBE, IOCIEAOBATEILHO IMPOCMATpUBas C
MOMOIIBIO IETYKA MBIIIBIO KOKIYIO U3 HalIEHHBIX KapTOUEK.

5) Tem e ciocobom (cM. 1. 4) onpeaeNnuTe U 3aMUIINTE B TETPAb:

- aBTOpa KuHOCcIeHapus K/ «KoToBckuity,

- aBTOPOB MY3BIKJIBHBIX PA0OT Mo npousBeneHuro /. baiipona «3emiis u HeGo»,
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- aptuctoB, ucnonHsBmmx naptun B Oanmere I[I.M. YaiikoBckoro «JlebeamHoe
03epo.

CocraBbTe apxXUBHYIO CIpaBKy (OTBET Ha 3alpoc) <«JIOKYMEHTBI O IOCTaHOBKax
«Cuerypouku» OcTpoBckoro». TekcT apXUBHOU crHpaBku (GopmynHupyercs mpuMepHO Tak: «B
OTBET Ha Balll 3ampoc coodiaem, uTo B PoccuiickoM rocyaapCcTBEHHOM apXuBe JUTEPaTyphl U
MCKYCCTBA 10 TEME ... BBISBIICHBI CJIEIYIOIINE JOKYMEHTHI:

1. (XxapakTepHucTHKa IOKyMEHTOB, ccblika Ha Ne ponma);

2. (xapakTepucTHKa TOKYMEHTOB, cchliika Ha Ne (hoHma).

[Toanuces qupexropa. Jlara.»

JleicTByiiTE TEM K€ CrIocoOoM (cM. 1. 5).

6) 3anumnmTe KOPOTKOE 3aKiIrodeHue o myreoautene no PI'AJIN:

- MOJIHOTA MOMCKOBOM MH(OpMaIIUH, TOJPOOHOCTh XapaKTEPUCTUK (PoHAA;

- MTOMCKOBBIE BO3MOKHOCTH (OBICTPOTA M YA0OCTBO MOKCKA);

- BO3MO>KHOCTH IKCIIOPTAa UH(POpMaLIUK (COXpAaHEHHUS Ha JTUCKE,

pacrnevyaTky, KOHBEpTUPOBAHUS);

- TU3alH.

Cpaite TeTpaap MpenogaBaTelio.

KoHTposbHBIE BOITPOCHL:

1. KakoBa Meronuka moucka HHGOpMAIMU MO SJIEKTPOHHOMY ITYTEBOAMTENIO IO
PI'AJIN?

2. B yem 1ocTOMHCTBA M HEIOCTATKH 3JIEKTPOHHOTO ImyTreBoauTens no PI'AJINA?

3. B uyeM cX0ICTBO M pas3inyue 3JIEKTPOHHOIO IyTEBOAUTENSA, (POPMHUPYEMOIO C

nomouibto nporpammel A®, u 3nekTpoHHOro nyresoautens no PIAJIN?

Jluteparypa:
Jlapuna B.I'. Cuctema HCA rocynapcTBEHHBIX apXHMBOB KakK OCHOBa (hOPMHUPOBAHUS
o0riero apxuBHO-UH(pOpMaImonHoro mnpoctpanctsa / B.I'. Jlapuna // OTeuecTBeHHbIE apXUBBL.

2002. — Ne 3. —C. 14.

9.2. MeTonnyeckue peKOMeHIAUM 10 MOAT0TOBKE MHCbMEHHbIX paﬁoT3

3 B pasgen BknioyaloTcs TpeboBaHWA K MOATOTOBKE, COAEPXKaHWio, WM OMOPMMEHWMI0 MUCbMEHHbIX paboT
npesycMOTPeHHbIX Y4ebHbIM nnaHoM munu paboyen nporpammoli (KypcoBast paboTa, acce, pedepat, AoKknag v T.n.).
Mpy Hanuuum KadenpanbHbIX MU akynbTETCKMX pekoMeHaaLuii no noarotoBke NMUCbMEHHBIX paboT pasgen

BkntovaeTcs B Pl no ycmMoTpeHuto npenopasarens - coctaButens. Ecnu nucbMeHHas pabota He npegycMoOTpeHa,

pasgen He BKN4aeTca.
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[TucpbmenHast KOHTposbHasipaboTa (pedepaT) mpeacTaBisieT co00i pe3yabTaT U3Y4EeHUs
UCTOYHUKOB M JIMTEPATyphl MO OJHOM M3 MpobiieM MH(pOpMaTU3aLUU apXUBHOIO Jena. Tembl
KOHTPOJBbHBIX PAa0OT copMyIupoBaHbl TakUM 0OOpa3oM, 4YTO HEOOXOJUMO H3y4deHUe
HOPMAaTUBHBIX U METOJUYECKUX MATEPHUATIOB, JUTEPATYPhl, OTPAXKAIOIIEH OIBIT pabOThl OJHOIO
WM HECKOJIBbKUX apXHUBHBIX yupexaeHuil. PaboTta qomkHa COCTOSATH U3 BBEICHUS, TEMATUYECKUX
pa3eiioB, 3aKIIOYEHHUs, CIIUCKA MCIOJIb30BaHHBIX MCTOYHHMKOB M JUTEpaTypsl. Bo BBeneHuun
PACKpBIBAETCS aKTyaJIbHOCTh NPOOJIEMBI, ONPEAEIIAIOTCS Lelb U 3a7auyd padoThl, 1aeTCsl aHAIU3
UCTOYHUKOB M JIUTEpaTypbl, OOOCHOBBIBAE€TCS CTPyKTypa paboTbl. B ocHOBHOI wyacTw,
pa3leNIeHHONM Ha TeMaTHUYeCKHUE pa3jeiibl, u3jaraercss (akTUYECKUil Marepual, ONUCBIBAETCA
ONBIT KOHKPETHBIX apXuBOB. Bce (akTuueckue cCBeneHUS CONPOBOXKAAIOTCS CChUIKaMu. B
3aKJIFOYEHUU U3J1araroTcs BHIBOJBI O COBPEMEHHOM YPOBHE Pa3BUTHUS TOW MM MHOM TEXHOJIOTHH,
0 TIPEUMYIIECTBE METOAOB MH()OPMATH3AIMK WM TPOTPAMMHBIX IMPOIYKTOB, HUCIHOIB3yEMBIX
cnyx6amu JIOY u apxuBa u. K pabote 06513aTebHO COCTABIIAETCS CIIMCOK HCTIOIBb30BAaHHBIX

HCTOYHUKOB: JINTEPATYPHBIX, UHTEPHET-PECYPCOB U IIPOIPAMMHBIX IPOAYKTOB.

Henonyctumo npepocTaBieHe B KaueCTBE KOHTPOJIbHOM pabOThl KOHCIIEKTa CTaThbH UIIH
KONUM HOPMATHUBHBIX JOKYMEHTOB @DenepasbHONM apXMBHOW CIYKOBI, pa3MELIEHHBIX B
WHuTepHere.

Temsr 17, 27-30, nocBsiieHHbIE U3YYEHUIO KAaKOT0 TUOO HAIIpaBICHUS

uHpopmaruzaumun  JIOY wu apxuBa (yder, KkommiekroBanue, HCA wu np.),
paccMaTpuBalOTCS Ha OCHOBE CPAaBHEHMs OIbITA HECKOJBKHX OpraHU3alluil WM apXUBOB B
JTaHHOW oOjacTu. BHUMAaTEeNbHO M3y4UTEe PEKOMEH/IOBAaHHYIO JUTEPATypy K JaHHBIM TeMaM B
CIIMCKE UCTOYHUKOB uimepatypsl PIT/I.

[Toompsiercss HanmMcaHUE KOHTPOJIbHBIX PadOT, MOCBAIIEHHBIX

aHaJIM3y OMbITa aBTOMaTu3auuu ciayxObl JIOY wmnm apxuBa Ha mpUMepe KOHKPETHOTO
yupexeHus apxusa (temsl 17, 23, 26, 37).

B nannom ciiyuae umeercs B BUay uHpopmaruzanus padbotsl ciyx0sl IOY u apxusa B

JIOM, a He OT/AeNIbHOe ee HampasieHue. [IpumeHsiemble 0a3bl JaHHBIX IEIECO00PA3HO
CUCTEMATU3UPOBATE B COOTBETCTBHMH C OCHOBHBIMH HAaIlIPABJICHUAMH pa60TLI — HanpuMmeEp, B
00JacTi KOHTPOJISl UCOITHEHHS JTOKYMEHTOB, KaJIpOBOTO JEIIOMPOU3BOJICTBA, KOMILIEKTOBAHUS
n DI/, yuera, HCA, ucnonb3oBanus, ynpaBieHusi apXuBoM. JIJisi KaXa0ro mporpaMMHOIO
MpOAYKTa *keJaTeabHo yka3arh nosist b/l u otuers, CYBJl win s3bIK porpaMMupOBaHUsl, B

koTtopoM pazpaborana BJI[. llemecoobpa3Ho oxapakTepu3oBaTh KaxAylo 0a3y JaHHBIX Ha
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KapTO4YKe, 3aTeM KapTOYKHA CHCTEMATU3UPOBATh WX IO HAIPABJICHUSM pabOTHl W MPUCTYIHTH K
HAITUCAHWIO Pa0OTHI.

Hauate criegyer co cmucka JuTepaTypbl K mporpamme, rae Bsl Haiinzere crathbw,
nocBsIeHHbIe apTomMaru3anuu JJOY wim apxuBa KOHKPETHOTO yupexaeHus. Ho 3To He 3Ha4wr,
YTO MOXXHO OTPaHUYMTHCS KOHCIIEKTOM OJHOM CTaThU TAaKOTo poja. B paboTe HMOKHBI OBITH
UCTIOJIb30BaHbl  METOJUYECKHE pPa3pabOTKM W  ONHUCAHHUS TMPOTPAaMMHBIX  IPOJIYKTOB,
UCTIONB3yeMbIX B apxuBe. ONTUMalbHBIA BapHaHT — O3KCKYpPCHS B OTJAEN aBTOMAaTH3alUU
JTAHHOTO apXWBa, KOTOPYID MOXXHO COBMECTHTH C TIOCCIICHHEM YHTAIBHOTO 3ajla BO BpeMs
paboThI HaJl KYpCOBOM MIJIM TUIUIOMHOHM paboToii. Eciiu 3TO He ynaiochk OCyIIeCTBUTD, TTOCETHTE
CU® OUHTU BHUUJAA (yn. IIpodcoro3nas, 72) wim ero cait. B xaproreke mpocMoTpure
COOTBECTBYIOIIIME TeMe pasnensl (Hampumep, 3.2.6.12.2. —  aBTOMaTU3UPOBAHHBIC
UH(POPMALMOHHBIC CUCTEMBI 1 3.2.6.12 — MexaHM3alus U aBTOMATH3aIUs TOUCKa HHPOPMAILIUU
B apXMBaX), U3yYUTE ONMMUCAHUS IPOTPAMM U PYKOBOJICTBA MOJIH30BATEIISI TPOrPAMM, MaTepPHAaIIbI

koH(pepeHwmii. Kpome Toro, cBenenus 00 apxuBHBIX 0a3zax JaHHBIX MMEIOTCS Ha CalTe
«ApxuBel Poccum», B pazgenax «ba3el maHHBIX» (Www.rusarchives.ru/bd/list.shtml),
«ApxuBHBIE crHpaBoYHHKN» (Www.rusarchives.ru/guide/index.shtmlj, «ApxuBHBIE NPOEKTHD)
(www.rusarchives.ru/projects/index.shtml). M3yuwure caiiT BbIOpaHHOTO apXuBa (CHOCKH Ha
apXUBHBIE CalTBI CM. TaM JKe, B pa3zeniax «(enepaabHble apXUBBD», «PETHOHAIBHBIC apPXUBBI»)
— BO3MOXHO, Ha HEM pa3MenleHa HH(QOpPMalus O NPUMEHIEMBIX aBTOMATH3UPOBAHHBIX

TCXHOJIOTHUAX.

Temsbl pedepaToB:

1. Mexanuzanust W aBTomMarm3anus apxuBHoro nema B 1970-80-e romer B CCCP:
TEXHUUYECKOE, IIPOrPaMMHOE, JIMHTBUCTHYECKOE obecrievyeHue, IIPUMEHEHNE
ABTOMATU3MPOBAHHBIX TEXHOJOTHUN B apXHUBHOM JIEJI€.

2. Mexanuzanust 1 aBToMaTu3anus apxuBHoro nena B 1950-90-e rogwl 3a pybexom (Ha
IpUMepe HECKOJIBKUX CTPaH).

3. [Ipobnembl aBTOMaTH3auuu apxuBHoro nena 1950-80-x romax B OTe4eCTBEHHOU
apXMBOBEAYECKON HAYKE.

4. CoBpeMeHHas HOPMAaTHBHO-TIpaBoBas 0a3a MHPOPMATU3ALMU apXUBHOTO Jena B Poccun.
S. Opranu3zanus nHpopmaruzanuu apxuBHoro jeia B PO Ha denepansHom ypoBHe B 1990-
e — 2010 roxsr.

6. Nudopmaruzanus 1esTeIbHOCTH apXUBHOTO YUPEKIECHUS: OpraHU3aIis U IPaKTUKA.

7. LleHTpBI-pa3pabOTUUKK TPOTrPaMM JIJIsl ApXHUBHOM OTpaciu.

8. [TpobnemMbr nHpOpMAaTU3AIIUK ApXUBHOTO Jena Ha KoHrpeccax MCA 1 MexayHapOIHBIX

coBemanusax apxuBucToB B 1950-2000-¢ roasr.

9. Baenpenue HMHPOPMAIIMOHHBIX TEXHOJOTHHI B padOTy apXuBa OpraHuzaluu (Ha MpuMepe
KOHKPETHOT'O MUHHUCTEPCTBA, BEZJOMCTBa, yupexaeHus) B 1960-1990-e roapr.

10. CoBpeMeHHbIE  WH(POPMAITMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJOTHM B O0JacTH
KOMILJICKTOBAHUSI ApPXUBOB M O3KCIEPTU3bl IEHHOCTH JIOKYMEHTOB (CpaBHEHHE HECKOJIBKHX
ApXHUBOB).
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11. CoBpemeHHbIE HTHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIC TEXHOJIOTHH TEXHOJIOTH B 00J1aCTH
ydera JOKYMEHTOB B apXHBE (CPAaBHEHHE HECKOJIBKHUX apXHUBOB).

12. CoBpemenHble WH(GOPMAITMOHHO-KOMMYHUKAIIMOHHBIC TEXHOJOTUU TEXHOJIOTH B 00JacTH
co3maHus WHOOPMAIMOHHO-TIONCKOBBIX ~aPXUBHBIX CIIPAaBOYHUKOB (OMHCEH, KaTaJoroB,
MyTeBOAUTENEH, yKa3zaTenen U Jp.) — BO3MOKHO Ha MPUMEPE OJHOTO apXHBa MIM HECKOJIBKUX
apXHBOB.

13. CoBpemeHHbIE  UH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE
WCITOJIH30BaHUS IOKYMEHTOB B apXHBE (CpaBHCHHE He-

CKOJIbKUX apXHBOB).
14. Co3nganue 0aHKOB JaHHBIX HOPMAaTHBHOW M METOJMYECKOW JOKYMEHTAIIMH B apXWBHOM
Jene.

15. DNeKTpOHHBIE apXUBBI KaK YUPEIKICHHUS, OCYIIECTBISIONINE TOJITOBPEMEHHOE XpaHEHHUE
AJIEKTPOHHBIX IOKYMEHTOB, B HAIIICH CTpaHE U 32 PyOe)KOM.

16. MexnyHapoaHbIe CTaHAAPTHl OMUCAHUS APXUBHBIX JOKYMEHTOB B IOMCKOBBIX CHCTEMaxX B
1990-e u 2010-€e rompl.

17. Co3manume 0a3 JaHHBIX 1O aAPXWMBHBIM HCTOpUYECKMM HcTOYHMKaM B 2010-e romasl
(ucropuueckast HHPpOpPMaTHKA 1 APXUBBI).

TEXHOJIOruM B  00nactu

18. WNudopmanoHHbIe TEXHOJIOTUH B ITyOIMKAIIUY JIOKYMEHTOB B apXHBaXx.

19. WudopmanroHHbIe TEXHOJIIOTUH B PECTaBPALlUU NCTOPUIECKUX JTOKYMEHTOB.

20. XpaHeHHE 3JCKTPOHHBIX JOKYMCHTOB B OpPraHM3allMW: HOPMATHBHAs W METOJMYECKAs
Oaza.

9.3. Unble MaTepHabl’

Bun Copepxanue Bun |Copepxanue
paboThI pabor

bl
[ToaroroBka|l. Drarnbl MeXaHu- 6 4. |Adanacwena JLII. Hcto-
K 3allMy U aBTOMATHU- pHsl MEXaHU3AllUU U aB-
aexn Ne  3a1um apXuBHOTO TOMATH3aI[UH APXUBHOTO
1. nena. JieNa: UTOTH U YPOKH //
Ucropus 2. Kakue mexap- Cekperapckoe Aeno.
Mexanuzanu | xusaeie AUTIC 2004. Ne 2-3.
51 OBLITU CO3/IaHBI B I'ensman-Bunorpanos
u aBToma- [1980-e rr.? K.b. MammHounTaemblie
THU3AIAN 3. Kaxue mpo0ie- nokymeHTsl B CCCP. Yueo6-
ApPXUBHOTO |MBI TEOPHH U TIPAK- Hoe nocoOue. Beim. 1. M.:
Jiena B THKHU XPaHEHUS MI'MAUN, 1980. C. 7-14.
Hallen MUY/] mpITanuch 17-33, 48-81.
CTpaHe W 3a |peluTh apXu-
pyOexxoM.  |BHCTHI?
IToaroroBka |Kakumu HOp- 6 4. |Adanacwena JLII. A uny
K MaTUBHBIMU Ha 3aHATHUS 110 aBTOMATHU-
Jexkn Ne  |akTaMu perjiaMeH- 3HUPOBAHHBIM APXUBHBIM
2. TUpyercs HHop- TEXHOJIOTUSIM. Y4eOHO-

4 Pasgen codepxuT MaTtepuanbl, HeobxoauMmble ANS  M3YYeHUs AUCUMNAWHBL  (MOAysIs):  MEeTOAMYecKue
pekoMeHaauuM oBy4aloLMMCsl MO OCBOEHWIO AUCUWNMWHBL (Mogysis), pabouyto TeTpafb CTyAEHTa, cueHapuu
[enoBbIX Urp, HAbop KeWCoB, yNpaxHeHUs, 3aaaHnsl Afisi CaMoCTOSITENbHOW paboTbl, XPOHOMOrMYeckme Tabnuubl u

7.n. Pasgen Bkntoyaetca B PN no ycMOTpeHUio npenogasaTens.
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Hopmartusu
0_

MaTHU3alus apXuB-
Horo aena B PO nHa

METOJINYECKUN MOJTYIb.
M.: PITY, 2005. Jlekmus 2.

npaBoBasi  |ypoBHE APXHBHOIO Nnu AdanaceeBa JLII.
6aza ¢donga PD? WNudopmaruzanus apxus-
uHpOop- Kakumu HOpMa- Horo aena. Opranuszanus
MaTHU3allii |TUBHBIMU aKTaMHU u yrpasienue // Jleno-
ApXUBHOTO |periaMeHTUpPYyeTCs npou3BoAcTBO. 2004.
Jena. nH(pOpMaTHU3AIHS Ne 2-4.
apXMBHOTIO JieJIa Ha
ypOBHE CYOBEKTa
dheneparuun?
KakoBbl OCHOBHBIE
00BEKTHI IPAaBOBO-
r0 peryjaupoBaHus
B o0yractu UHQOp-
MaTHU3allU apXUB-
Horo aena?
Kaxkos nmpaBoBoi
CTaTyC JIEKTPOH-
HOTO JIOKyMEHTa
B PD?
IToaroroBka |KakoBbl OCHOBHBIE 44, |Konnenuwms uapopmaru-
K LIeJIN U 3a/1a41 3allUy apXUBHOTO Jiena //
nexyu 3. (mHpOpMaTH3aMH BectHuk apxuucra.1996.
OCHOBHBIE |apXUBHOTIO J€na. Ne 1. C. 60-82.
00BbekThl U |KakoBbI OCHOBHBIE
HOPUHIUINB]  |HAIPaBJICHUs
aBTOMaTH3a |MH(pOpMaTH3aIuU
- apXUBHOTO ziena?
U KakoBbI TpUHIIUTIBI
apxuBHO-  |MH(pOpPMATU3ALUU
ro Jiena. apXHUBHOTO j1esa’?
Hamncanue (cMm. TeMatuky 1249 [Cm. Cnucok JmTeparypsl
pedepara |pedepaToB mo ISt pepepupoBaHus,
pazzeny. HuTepHeT-pecypcoB B
METOJIMYECKUX YKA3aHUAX
11 MEKCECCHUOHHOM
aTTecTaluu.
[ToaroroBka|l. KakoBsl mpu3Ha- 12 4. |I'openex T.H. Komnsro-
K KM KJ1accuuKaluu TepHU3aIUsi MOCKOBCKUX
JEKIUH 5.  [COBPEMEHHBIX apXMBOB: OT IIpocToi b/
ITpukmagno [AAT? K UHTETPUPOBAHHON MH-
e 2. Ilpusenute npu- (dbopManoHHOI cucTeme.
poTrpaMM- |Mepbl BHEPEHUS 1986-2002 rr. // Oteyecr-
Hoe obOecrie- | B/ mo paznuuHbiM BeHHbIEe apxuBbl. 2002.
YeHHE JUTSl  |HAIpaBICHUSIM pa- Ne 5. C. 20-26.
aBTOMATHU- |OOTHI APXUBOB. Hepycosa E.B. O BHe-
3UpOBaHHBI |3. KakoBsl 3Tarsl JPEHUH aBTOMAaTU3U-
X BHeapeHus AAT B POBaHHOMN apXUBHOU
apXMBHBIX |apxuBe? texHosioruu B PICAD //
TEXHOJIOTHil OTeuecTBEHHBIE aPXUBBHI.

(AAT).

1994. Ne 2. C. 104-106.
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Edumenxo P.H., Tonou-
ko B.B. Pazpabotka u
BHE/IPCHHE aBTOMATH-
3UPOBAHHON apXUBHOU
texHosoruu // CoBeTckue
apxuBbl. 1989. Ne 5.

C. 24-30.

8.MartepuajibHO-TEXHHYECKOE o0ecnevyeHne JUCUUIINHBI

B npoyecce uzyuenus oucyuniunsbl UCNOAb3VIOMCA KOMNbIOMEPHbLE KIACCHL C 8bIXOOOM 8
Humepnem, I1K ¢ npoekmopom 0Jis1 0eMOHCmpayuu npe3eHmayuil, 31eKmpoHHble pecypcbl piaoa
2ocyoapcmeennvix apxueos, oudauomexka PIT'Y. J{na noocomosku cmyoenmamu pegpepamos u
npe3eHmayuil K HUM peKomMeHOYemcsi UCHONb308AHUE

CNeYUaIbHO20 NPOSPAMMHO20 0DeCnedeHuUs.

Ilpocpammnoe obecneuenue:

Ocgucnviii naxem npunosicenuii Microsoft;

ABBYY FineRider;
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Ilpunooicenue 1
AHHOTALNUA AUCHOUTTJIINHBI

JuctummHa (Modynv) peanusyercs Ha (akyinbTere apxuBHoro aena MAU PITY kadenpoii
ApPXUBOBE/ICHHUSI.

He.flb ducuumunbz - UI3YUCHHUEC TCOPECTUUCCKUX npo6neM " [IPHUKJIIATHBIX
aCIICKTOB I/IH(i)OpMaTI/ISaL[I/II/I APXUBHOI'0 Acjia, OCHOBHBIX HaHpaBJICHI/Iﬁ BHCAPCHUA

I/IH(bOpMaI_II/IOHHLIX TEXHOJIOTHH B ACATCIIbHOCTDb apXUBa.

3amaun JUCIUTIIMHBI (MOIYJIs):

1) u3yyeHHe OCHOBHBIX IIOHSATHH, HCIIOJB3YEMbIX B TIPOIECCE NPUMCHEHHUS
MH()OPMAIMOHHBIX TEXHOJIOTHI B apXHUBHOM JICIIC;

2) W3y4YeHHe HUCTOPUH MEXaHW3allMd W aBTOMATH3allMK apXHWBHOTO Jeja B HaIle
CTpaHe U 3a pyoexom;

3) u3yueHHe HOPMATHUBHO-IIPABOBBIX OCHOB TMPUMEHEHHUS HWH(POPMAIMOHHBIX
TEXHOJIOTMI B apXUBHOM JIEJIE;

4) u3ydeHue TEXHUYECKOr0 ¥ IMPHKJIAJAHOTO MPOrpaMMHOrO  obecredeHus,
UCIOJIb3YEMBIX TPU OPTaHHU3AIUH SJIEKTPOHHOTO

JIOKyMEHTO000pOTa, WH()OPMANMOHHOM OOCCIICUYCHUH YIIPABJICHHS, OPraHU3alNN
ApPXUBHOTO XPaHCHHS JOKYMEHTOB Ha TPAJUIIMOHHBIX M AJICKTPOHHBIX HOCUTEIISX;

5) u3ydyeHne TPUHIKIOB BHIOOpA W OpPraHU3AIMH BHEAPEHUS W HCIOJb30BAHUS
TEXHUUYECKOTO U MPOTPaMMHOT0 00eCTIeUeHNUS;

6) uszyueHre HHOOPMAIMOHHBIX CHCTEM U OCHOBHBIX MH()OPMAIMOHHBIX PECYPCOB B
aApXWUBHOM JIeJIC;

7) W3ydeHHEe W aHaJIM3 CPEACTB 3aIlUThl HHOOPMAIMH B HWHPOPMAITHOHHBIX

CUCTCMAX, UCIIOJIb3YCMBIX B apXHUBHOM JCJIC.

Jucuunirza (Modyns) HampaBiieHa Ha (GOPMUPOBAHHE CIEAYIONIMX KOMIETEHIUI:

Koabl komnerenuuu | ConepskaHue KOMIeTEeHUI

OIIK-2 BJIaficHEeM 0a30BBIMM 3HAHUSIMU B 00JI1aCTH

MH(OPMAIIMOHHBIX TEXHOJIOTUH

OIIK- 6 - CIOCOOHOCTH pelIaTh CTaHIaPTHBIC 3a/1a91

npodeCCHOHATLHOM IeATEIEHOCTH Ha OCHOBE
nH(pOpMallMOHHON 1 Onbnorpaduvyeckon KyJlbTyphl C
IpUMEHEHHEM MH()OPMAITMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTHI M C YI€TOM OCHOBHBIX TPEOOBaHMI
UH(POPMALIMOHHOM 0€30MacHOCTH;

B pesynbrare 0OCBOCHUS AUCHUILTUHBI (MOOY/s) 00ydalOUIHiCs JOKEH:
3HaTB. TUIOBOE MpOrpaMMHOE oOecredyeHue, NpUMEHseMoe M (PYHKIHOHUPOBAHUS
ABTOMATH3UPOBAHHOM CHCTEMBI LIEHTPAIIM30BAHHOTO y4YeTa TOKyMEHTOB ApXxuBHOro Gouaa Pd,
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ABTOMAaTHU3MPOBAHHOTO IEHTPAIHHOTO (POHAOBOrO KaTajiora, OCHOBHbIE WH(pOpPMAIMOHHbIE
Ooubnuorpaduyeckre pecypcsl o TOKYMEHTOBEACHHUIO U apXUBOBEICHUIO.

YMmerb: pazbupaTbcsi B 0a30BBIX  acmeKkTax  (YHKIMOHMPOBAHUS  COBPEMEHHBIX
MH(QOPMAIIMOHHBIX CHUCTEM B apXMBHOM JI€JI€; OCYIIECTBISATH IMOMCK HAyYHO-TEXHHYECKOM
uH(OpPMaLIKK IO CBOEH Mpo(dhecCHOHAIBHOM eI TeTbHOCTH.

Biagerb: HaBbIKaMH  BBIOOpa IIPOTPaMMHOrO obOecneueHHs Ui HMH(GOPMALMOHHOTO
oOecrieyeHns NIEATENPHOCTH apXMBOB; HABBIKAMHU HCIOJIB30BAHUS KOMIBIOTEPHON TEXHUKU U
MH()OPMAIIMOHHBIX TEXHOJIOTHH, OCHOBHBIMH METOJ[AMH, CIIOCOOAMH M CPEACTBAMH ITOTyYCHHS,
XpaHeHus1, IepepaboTKH HHPOPMAITUI.

[To qucuuruinHe (MoOynt0) MPEeAYCMOTPEHa MPOMEXKYTOUHAS aTTecTalus B popme 3auéma c
OUEHKOL.

OO61mas TpyA0€MKOCTh OCBOEHUS TUCHUIUIHHBI (M0O0)Jis1) COCTABISAET 2  3a4ETHBIX €AUHHIIBI.
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Ilpunooicenue 2

JUCT UBMEHEHUH
No | Tekcr akTyanuzanuu uiau npuiaraembiil kK PII nokymenr, Hara No
COZIEPIKAILNI U3MEHEHHUS MPOTOKOJIA
1 | Hpuaoxenue Nel 23.06.2019 8
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[Ipunoxxenue k nucty n3mMeHeHui Nel

e CTpyKTypa IMCHUILUIMHBI (K 1. 2 )

CTpykTypa IMCUMIVIMHBI (M0O0YA) NJISl 0UHO-32049HON GopMbI 00yUeHusI

OO0mast Tpy10EMKOCTb AUCHUILIMHBI COCTABIISET 2 3.€., 76 4., B TOM YMCIie KOHTaKTHas paborta
oOyyaromuxcs ¢ mpernojapareneM 16 4., camocrosTensHas pabora ooy4arommxcs 60 4.

Bupl yueGHO# paboThI

Dopmbl
(B Hacax) TEKYIIETO
KonrakTHas
Cowl o KOHTPOJIS
Paszen o 2 g5 5 YCIEBAEMOCTH,
/1 | AUCLUAILUIMHBL/ TEMBI 5 g £ g & 2 dbopma
ol o | & % 5| £ w a:> £ < Lc% IPOMEKYTOYHOM
S E |EE| & S S| £ & arrecrauuu (no
3| & 5 |5 €= I% § S ‘;“ cemecmpam)
o5 o |E8 58§
1 Beenenue 1
2. | Paznen 1. Ucropus 6 |1 10 Kountponbnas
MEXaHH3AIUHU H pabora
aBTOMaTH3AIUU (pedepar),
apXMBHOIO JIeJIa B YceTHBIR onpoc.
HaIlIel CTpaHe U 3a
pyoexom.
3. | Pazgen 6 1 10 Kontponbnas
3.HopmarusHo- pabota
npaBoBas 0a3a (pedepar),
nH(popMaTHU3aLuu
apXUBHOTO Jiefa. PaGouas Tetpanp
CTYJICHTA,
4. 6 |1 8 KonTponbHas
Paznen 4. OcHoBHBIE pabota
OOBEKTHI U IPUHIUIIBL (pedepar),
aBTOMATH3AINH PaGouas Tetpanp,
apXWBHOTO Jena. YCTHBIW OITPOC
Ha
MIPAKTUICCKOM
3aHSTHU.
5. | Pazmen 5. Basmr 6 |1 2 8 KontponbHas
JAaHHBIX B ApXUBHOM pabota
Jene. (pedepar)
PaGouas Tepanp,
6. | Pa3nmen 6. 6 |1 2 8 KonrponbHas
[Ipuknagnoe pabora
IIPOrpaMMHOE (pedepar)
oOecrieueHne I Pabouas Terpanas
ABTOMATHU3HPOBAHHBIX CTYJCHTA,
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apXHUBHBIX YCTHBIN OITPOC

TtexHosioruit (AAT). Ha
MIPAaKTUYECKOM
3aHATHUU.

7. | Pazgen 7. UnTepuer- 2 8 Kontposnbnas
TEXHOJIOTUHU U pabota
UH(POPMAIIMOHHBIC (pedepar)
pecypchl, Pabouas terpanp
HCIIOJb3YyEMBIC B CTYJICHTA,
apXHUBHOM JIEJI€.

8. | Pa3pmen 8. 2 8 KontponbHas
Texnosorus pabora
XpaHEeHUS (pedepar),
AJIEKTPOHHBIX Pabouas rerpans
JOKYMEHTOB U CTYJICHTA,
3amuTa HHpopMauH YCTHBIH OIPOC
B MH(OPMALIMOHHBIX Ha
CUCTEMaX. MPaAKTUYECKOM

3aHATHUU.
[Ipomexxyrounas 3ayeT ¢ OLICHKOM.
aTTecTaIus
NTOT'O 8 60
e Ilepeyens B/l u UCC (k 1. 6.2)
Nenn HaunmenoBanue
/m
1 | MexnayHapoaHble pedepaTuBHble HayKomeTpudeckue bJl, mocTynHble B paMKax
HaloHaIILHOM moanucku B 2020 T.
Web of Science
Scopus
2 | Ilpodeccuonanpubie momHOTEeKCTOBBIE B/], MOCTymHBIE B paMKax HallMOHAIBHOM
noamucku B 2020 T.
Kypuansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnansr Taylor and Francis
3 | [IpodeccrnonanpHbIe MOHOTEKCTOBBIC BJ]
JSTOR
N3 nanns mo o01ecTBEHHBIM U TYMaHUTAPHBIM HayKaM
OnekrponHas oubanoreka Grebennikon.ru
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e Cocras nporpammHoro odecneuenus (I1O) (k m. 7)

Nert
Javi

Cmoco0
pacpoCTpaHCHHS

Haumenosanue 110 [IpousBogurens




60

(JZI/H/;GHSMOHHOQ uniu

¢c60000HO
pacnpocmparsiemoe)
1 Adobe Master Collection CS4 Adobe JIUIEH3HOHHOE
2 Microsoft Office 2010 Microsoft JIMLEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
6 SPSS Statisctics 22 IBM JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIULEH3HOHHOE
8 SPSS Statisctics 25 IBM JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
10 | OC «Anbt O6pazoBanue» 8 000 «bazanpt CIIO | nM1IEH3MOHHOE
11 | Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
12 | Windows 10 Pro Microsoft JIALIEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE
14 | Microsoft Office 2016 Microsoft JIMLIEH3UOHHOE
15 | Visual Studio 2019 Microsoft JIUIEH3HOHHOE
16 | Adobe Creative Cloud Adobe JIMLIEH3UOHHOE
17 Zoom Zoom JIMIICH3UOHHOE




