MHUHOBPHAYKH POCCHUH

“

2

%, P
%Ulrn

2
, F
Y &
u"e
5 wees®

denepalibHOE TOCYAapCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPEKICHHE
BBICIIIETO 00pa30BaHuUs
«Poccuiickuii rocyapcTBeHHbI T'YMAHUTAPHBIN YHUBEPCUTET»
(Pr'AOY BO «PITVY»)

UCTOPUKO-APXUBHBINM UHCTUTYT
OAKVIIBTET APXUBOBEJAEHUA 1 JOKYMEHTOBEJIEHUA

Kadenpa apxuBoBeaenus

CUCTEMbI XPAHEHUS DJIEKTPOHHBIX TOKYMEHTOB
PABOYAS ITPOTPAMMA JUCIHUITINHBI

46.03.02 JIoKkyMEeHTOBEACHHUE U apXHUBOBEICHNE

Koo u naumenosanue Hanpaejlenus na()zomoeku/cneuuaﬂbﬂocmu

C‘)KCHepTHaﬂ OIICHKA MU peCTaBpalria apXUBHBIX JOKYMCHTOB

Haumenosanue nanpasnennocmu (npoguist)/ cneyuanuzayuu

YpoBeHsb BhICIIETO 00pa3oBaHus: Oaxkaiaspuam

®dopma oOyuenus: Quwuas

PIIJI ananTtupoBaHa s Juil
C OTPaHUYEHHBIMU BO3MOXKHOCTSMU
370pOBbSl U UHBAJIUOB

Mocksa 2025



CUCTEMbI XPAHEHUA 3JEKTPOHHBIX JOKYMEHTOB
PaGouas mporpamma IUCIUTUTMHBI
CocTaBUTEND:

K.W.H., joueHtT H.A. MypaBneBa

YTBEPXXIEHO
[TpoTokou 3acenanus kadenpbt
Ne 2 o1 06.11.2024 r.



OT'JIABJIEHHUE

I, TTOSICHUTEIBHAS BATTHCKA .....eeeuveeeureeeureeeureeeuseessseessseesnsseesnseeesnssesssseeensseesssseesnsseesnsseesssseessseesnns
1.1. Ileab M 3a0a9M TUCHMIIIIMHDBL ........ccccoiiiiiiiiiireeeeeeeietitreeeeeeesaeeistreeeeeaeeeassesssseseseesesssssssssenes

1.2. IlepedyeHb NJIAHMPYEMBbIX Pe3yJbTATOB 00y4eHHs 110 AUCHHUIIMHE, COOTHECEHHBIX C

HHIUKATOPAMH JOCTHKECHUS KOMITCTCHIIMI . .......ooviiiiiiiiiiiiiiaiiieeiieeeiiee et e ettt e et
1.3. MecTo MCUMIVIMHBI B CTPYKTYPe 00Pa30BaTeIbHON MPOTPAMMMBI ......c..eeovuienniieiienieeneens
CTPYKTYPA JIACIIATIIHHDBL .......teenitteeiiteeiteesieeestteesaseeesaateesaseeesaseeaamteeeseeeebteeaasaeesabaeenaneeesmseeensreens
CONEPHKAHNE TUCIIHTIIIIHDL . ...c..vveeureenreeruteetteaateenseeeueeeteesaseenteesaseeseesaseenseessseeseesaseeneesseeeseenaneenne
OOPa30BATEITBHBIC TEXHOIIOTH .. c.uveeuteentreauteenseeanteesueesseesseeanseesseesseessteasseesseesseesseeenseesseesnseesaeeans
O1eHKA UTAHUPYEMBIX PE3YIIBTATOB OOYUCHUS .....venveerenreenreritenieeteeieenseenseesteseeenseensesseenseeeesaeenee
5.1  CHCTEMA OLCHMBAHMS .......coottiiauiiieniieeaitteeniteeeniteeeniteeeatteesbeeesabeeesabeeesabeeesaneeesaseeeanaeesnnseenas
6. YueOHO-METOaMUECKOe U MH(POPMAITMOHHOE O0CCTIEYCHNUE AUCIIUTITIHDI «.....vevveneienreenrenieeeenanens
6.1 CrnMcoK HCTOUYHHUKOB M JTHTEPATYPDL........vviieeiiiiieeniiiieeeaiitteeeaseeeeessnneeeessssseeeesssseeessnseees
6.2 Ilepeyennb pecypcoB HHGPOPMALHMOHHO-TEIeKOMMYHUKALNOHHOM ceTH « AHTEepHETY.....
6.3 IIpodeccuonasibHble 0a3bl JAHHBIX U HH(POPMAIIMOHHO-CIIPABOYHbIE CHCTEMBI ...........
7. MarepuanbHO-TEXHUYECKOE 00CCTICUEHUE TUCIIUTUTHHDL. ... ..eeuvveereentienereeaeesireeseesnseeseesnseeseennns

o

8. Obecneuenrne 00pa3o0BaTEIIBHOTO MPOIIECCA IS JIUI] C OTPAHNYECHHBIMUA BO3MOKHOCTSIMHU

3IOPOBBS M HMHBAIIHIIOB ......eeiiuiiiiiiiiitiiitieiiteeteesite et e saeesaneesasseaeesasesaseesasesaasesasesaaeesasesaneesasesaneesnsesaneennes
9.  METOIUUECKUE MATCPHAIIBL ... ..vvveeeeuerreeeauraeeessaseeeesansseeesasnsaeesssssseesssnssseessssssseesssnsseeesanssseeessnnsees
9.1 TIJIaHBI CEMUHAPCKMX 3AHMTHI ....ccoiutiiiiiieiiiieeitieeiieeeite e et e e siteesbeeesabeeesabeeenabeeeaseesaneens
9.2 Meroauyeckre peKOMEHIAUMH 110 NOATOTOBKE MUCbMEHHBIX PA0OT ......ccceeeevuieinnnnennnn.



1. [HosicHUTEAbLHAA 3aAMNCKA

1.1. lean u 3agau JAUCHUILIHHDI

IToaroroBuTh crienyaiamncTra,

SHAOMICTO TCOPCTUYCCKUEC OCHOBBI APXUMBOBCACHUSA SJICKTPOHHBIX

JOKYMCHTOB, BJIAJACHOIICTO MeTOHHKOﬁ opraHu3allii XpaHCHHUA, KOMIUICKTOBAHHA, Y4U€Ta H
UCTIOJIB30BAHUSI DJICKTPOHHBIX JIOKYMEHTOB pa3IMYHBIX BHJOB TPEACTABICHUS HWHPOPMAIMU U
(bopMaTOB Ha COBPEMEHHOM JTaIle.

3aoauu oucyuniumnol:

- U3YYUTH 0COOEHHOCTH SJICKTPOHHBIX

OTEUYECTBEHHOMU U 3apyOekHOM HcTopuorpaduu;
- chopMupoBaTh NPEACTABICHUS O HOPMATHUBHOM METOJMUYECKOM 0a3e XpaHEHUsS SJIEKTPOHHBIX
JIOKYMEHTOB, B. T. 4. B cocTaBe ApxuBHoro ¢onnaa PO;
- copMHpOBaTh MpeACTaBICHUE 00 O0ECIEYEeHUH COXPAHHOCTH, yUeTe W ONMHCAHUHU SJIEKTPOHHBIX
JIOKYMEHTOB, OPTaHU3ALIUU UX ONEPATUBHOTO U JIOJITOBPEMEHHOTO XPAHEHUS;

- U3YYUTh KJIACCU(PHUKALMIO FTEKTPOHHBIX JOKYMEHTOB;
-  M3YYUTh OpraHMU3allMI0 KOMIUIEKTOBAaHUS apXWBOB OpraHU3aluii, TOCYJapCTBEHHBbIX U

MYHUIUIIAJIBHBIX apXHUBOB 3JICKTPOHHBIMU NOKYMCHTAMU,

- U3YYUTb KPUTEPHUH SKCIIEPTU3bI LIeHHOCTH D/I;
- U3YYUTh POrpaMMHOE 0OecTIedeHre 71 3JEKTPOHHBIX apXHUBOB.

JOKYMCHTOB KakK 00BEKTOB APXUBHOI'0 XpaHCHUSA B

1.2. Ilepevyens MJIaHMPYEMbIX Pe3yJIbTATOB 00y4eHHS IO TUCHHUILINHE, COOTHECEHHBIX C
HHIMKATOPAMU JA0CTHKEHUs KOMIIeTeHIN i

KomnereHnuust
(Ko ¥ HAMMEHOBAHUE)

NuHaukaTopbl KOMIIEeTeH Ui
(KOJ 1 HANMCHOBAHME)

Pe3yabTaTsl 00yuyeHus

OIIK-4

CrniocoOeH moHuMaTh
MIPUHITUTIBI pa0OTHI
COBPEMEHHBIX
nH(pOpPMAITMOHHBIX
TEXHOJIOTHI U
UCIIOJIb30BATh UX IS
pelIeHus 3a1a4
npo¢eCCuOHAITBHON
NS TeIbHOCTH

OIIK 4.3. O0namaer HaBBIKAMH
MCIOJIb30BaHUS HH(POPMAITMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHH
B cdepe T0KyMEHTAIIMOHHOTO
oOecrieYeHHs yIpaBiIeHUS U
apXI/IBHOFO aclia

3HATh:

- OCHOBBI TEHJICHIIUH IIPABOBOTO
pEryIMpoBaHMsl XPaHEHUS DJIEKTPOHHBIX
nokymenToB (3/1) B poccuiickom
3aKOHOJATEIBCTBE, OCHOBHBIC TCHIICHIUAX B
pa3BUTHH IPABOBON Oa3bl;

- POJIb DIIEKTPOHHBIX aPXUBOB B COCTABE
HAIIMOHAJIBHBIX apXUBHBIX CIYkO0 MHUpa, UX
GyHKIUU U TPOPUITIB;

- OCHOBHBIE MEXIyHAPOJHbIE U
MEXTOCYJapCTBEHHbIE CTaHIapPThI B
00JIaCTH TOJITOBPEMEHHOT'0 M MTOCTOSITHHOTO
xpaHenus J/1;

- MOJIO)KEHHS HAllMOHAJIBHBIX U OTPACIEBBIX
CTaH/IapTOB U METOJUYECKHUX
peKoMeHIalnii IO METOIUKE OpraHU3aluu
XpaHeHus, KOMIUIEKTOBaHUS, y4eTa u
HCIIOJIb30BaHUs MIEKTPOHHBIX JOKYMEHTOB
B PO, metoaunueckue pazpaboTku
(benepanbHBIX U PETHOHAIBHBIX APXUBOB,
BeZIoMCTB PO ;

- POJb BJIEKTPOHHBIX JOKYMEHTOB B COCTaBE
ApxuBHoro ¢onga P® Ha coBpemeHHOM
JTamne;, MX LEHHOCTh KaK HCTOPHUYECKHX
HUCTOYHUKOB;




- MPUHLHUIBI U TMPU3HAKK KJIACCH(PHUKAIINN
AJIEKTPOHHBIX JOKYMEHTOB;

- 0COOEHHOCTH ydeTa U ONHCAHUSA
JJIEKTPOHHBIX ~ JIOKYMEHTOB HAa  OCHOBE
METOJIUYECKUX pa3padOTOK POCCUICKUX U
3apyOe)KHBIX apXUBOB;

- OCHOBBI 00€CICUeHHUs] COXPAaHHOCTH
AJIEKTPOHHBIX JIOKYMEHTOB npu
JIOJITOBPEMEHHOM U TOCTOSTHHOM XPaHCHHUH
B T.4. Ha OCHOBE OIbITa M METOJUYECKUX
pa3paboTOK POCCHIMCKMX U 3apyOeKHBIX
apXHBOB;

- COBPEMCHHBI ONBIT MO CO3JaHUIO
AJIEKTPOHHBIX APXHWBOB B HAIlIEH CTpaHE H 3a
PYOCIKOM KaK YUPESKICHHU, CTPYKTYPHBIX
MOJIpa3/IeICHUii MUHUCTEPCTB M BEIOMCTB,
KOpIIOpauuii OCYLIECTBIISIOLINX
JIOJTOBPEMEHHOE M TIOCTOSIHHOE XpPaHEHHE
O, coctaB wux (¢OHIOB, WCTOYHUKHU
KOMILUIEKTOBAaHUS, QYHKIINH;

yMeThb:

- OpPraHu30BaTh TOCTOSIHHOE U
JI0JITOBPEMEHHOE XPaHEHHE DJIEKTPOHHBIX
JTOKYMEHTOB B COOTBETCTBHUHU C HAYYHBIMHU
MPUHITUIIAMA U HOPMATHBHBIMH
TpeOOBaHUAMHU, a TAKIKE CTAHAAPTAMU U
METOAMYECKUMH PEKOMEHIAITUSIMH

- HCTIOJIK30BATh CYIIECTBYIOIINE
METOMUYECKUE Pa3padOTKU U CTAaHIAPTHI
JUTSL CO3JIaHUSI TOKATBHBIX HOPMATHBHBIX
aKTOB, MHCTPYKIIUH U PYKOBOJICTB,
PETJIAMEHTHPYIOLIHMX YUET, OUCAHUE,
XpaHCHUE JICKTPOHHBIX JOKYMEHTOB;

- OpraHu30BaTh KOMILUICKTOBAHHE apXUBa
OpraHu3aIiK JICKTPOHHBIMHU JIOKYMEHTaMH,

0(pOpMHUTH COOTBETCTBYIOILYIO
CONPOBOAUTENIbHYIO u YUYEHYIO
AOKYMCEHTAIUIO B COOTBECTCTBHUU C HAYUHBIMU
MIPUHLUIIAMH u HOPMAaTHUBHBIMHU

TpeOOBaHUSAMHU, a TaKXe CTaHIapTaMH H
METOANYECKUMU PEKOMEHIALUSAMU;

- COCTaBUTh peKOMEHAAINHU i cayk0b1 U'T
[0 BBIOOPY TEXHUYECKOTO M MPOTrPAMMHOTO
obecrieyeHus JUId DJIEKTPOHHOIO apXHBa
OpraHu3ali B COOTBETCTBUHU C HAYYHBIMHU
MIPUHIUTIAMHA " HOPMATHUBHBIMHU
TpeOOBaHUAMH, a TaKXe CTaHJIapTaMu H
METOANYECKUMHU PEKOMEHIALUSAMU;

- COCTaBUTH JIOKAJIbHBIC HOPMATHUBHBIE AKThI
U PYKOBOJCTBA i pabOThl 3JIEKTPOHHOTO
apXMBa OpraHU3aLUH;

BJIA/J€Th:




- TEXHOJIOTUSIMH KJIacCH(PUKALINH, TOMCKa
JOKYMEHTOB B 3JIEKTPOHHOM apXHBE);

- MOMCKOM NMPO(UIBHBIX HHPOPMALIMOHHBIX
pecypcoB B cetu HTepHET;

- HaBbIKaMH BBIOOpA M CPaBHEHUS
IPOrpaMMHBIX KOMIUIEKCOB JIJIst
3JIEKTPOHHOT'0 apXHBa OPraHU3ALNY;

- HaBbIKaMHM yueTa U o0ecreyeHus
coxpaHHOCTH D]

1.3. MecTo 1MCUMIVIMHBI B CTPYKTYpPe 00pa30BaTe/IbHOM MPOrPaMMbl

Jucruminaa «CHCTEMBI XpaHEHHUS HJIEKTPOHHBIX JTIOKYMEHTOB» OTHOCHTCS K 00s3aTeNbHOM dYacTh
0J10Ka JTUCUUIUIMH y4eOHOTO TUIaHa.
Jlns OCBOEHMS AMCIMIUIMHBI HEOOXOAWMBI 3HAHUS, YMEHUS W BIIAJACHUS, CPOPMUPOBAHHBIC B XOIE
U3yYEHUs CIeNYIOINX TUCIUIUIMH U TIPOXOXKACHUS MPAKTUK: «ApXHUBOBeIeHUE», «[ ocy1apCcTBeHHBIE,
MYHHUIHTATbHBIE U BEIOMCTBEHHbIE apXUBb», «IHPOpMaIonHsie TexHomorum», « Mudopmannonnse
TEXHOJIOTUH B apPXUBHOM JIETIe).
B pesynbrare ocBoeHUS MTMCHUIUIMHBI (POPMUPYIOTCS 3HAHHSA, YMEHHS U BIIAJCHUS, HEOOXOIUMBbIE IS
U3yYEHUs! CIEAYIOMNX TUCIMIUIMH U MPOXOXKICHUS MPAKTUK: «YTIPaBICHUE M SKOHOMHUKA XpaHECHUS
JOKyMEHTOBY», « MapKeTHHT apXWBHBIX JOKYMEHTOB U JOKYMEHTHOW HH(OpMALIUI.

2. CTpyKTYypa AMCUHUIIIMHBI
O6m1ast TpyA0€MKOCTh TUCIMIUIUHBI COCTABISIET 3 3.€., 108 akageMuyecKkux 4acos.

CTpyKTypa IHCUMILIMHBI JIS 04HOiI opMbI 00yUeHMsI

O0beM IUCHUIUIMHBI B (OpME KOHTAKTHOW pa0oThl OOydYaOIMUXCS C MeJaroru4ecKuMu
paboTHUKAMU | (WJIH) JTUI[aMU, PUBJIEKAEMBIMH K pea3aliii 00pa30BaTeIbHOM MPOTpaMMbl Ha HHBIX
YCIIOBHSIX, TP MTPOBEACHUHU YUSOHBIX 3aHATHIL:

Cemectp | Tum yueOHBIX 3aHATHIA KonuuecTBo
4acoB
7 Jlekuuu 24
7 CeMUHApbI/J1a00paTOPHBIC PAOOTHI 36
Bcero: 60

O6beM AUCUUIITUHBI B (hOpME CaMOCTOSATENbHON paboThl 00yvaromuxcs cocrapiseT 30
aKaJIeMHUYECKHUX YacoB, KOHTPOJIb — 18 4acos.

3. Conepxxanme M CHUILTTHHBI

Ne | HammenoBaHue Copnepxanue
pa3jaena
AMCHMILTUHBI
1 1.BBenenue. [Ipenmer, uenp U 3agayu Kypca. VMICTOYHUKM W JHUTEpaTypa IO

Kypcy. TepmMuHbl W TOHATHA:  DJIEKTPOHHBIM JOKYMEHT,
JJIEKTPOHHBIN apXUB, JJICKTPOHHAs MOAMKCHh U €€ BUJIbI, apDXUBHBIN
dopmar, sKcmepTH3a IEHHOCTH, Kiaccu(UKalus JTOKYMEHTOB,
€AVHHLIA ydera, €AWHHMLA XPAaHCHHUs, EIUHMIA OIUCAHUS
JIEKTPOHHBIX JOKYMEHTOB, MHUIPALMs, KOHBEPTALMsl, KOHTEHHEP




AIIEKTPOHHBIX JIOKYMEHTOB, METaJlaHHbIE, CTaHIApThl U (OPMATHI
ONHCaHMUs  ApPXUBHBIX JIOKYMEHTOB, YPOBHM OIMCAaHUSI MU
UH(POPMALMOHHO-TTIOMCKOBBIE XapaKTEPUCTHKH, AJIEKTPOHHOE JIEO,
HOCHUTEJIHU JIEKTPOHHBIX JIOKYMEHTOB U MX BHUJIBI.

Pazpen 1.
DIIEKTPOHHBIE
JIOKYMEHTBI KaK
00BEKT apXUBHOTO
XpaHEeHHUS.

OCOOEHHOCTH 3JEKTPOHHBIX JJOKYMEHTOB KaK 00BEKTOB apXUBHOTO
XpaHEHHUs B MUPOBOM apXMBOBeIUECKOM Hayke. ApXHBOBEACHUE
AJIEKTPOHHBIX JOKYMEHTOB B HaIlIeH CTpaHe U 3a pyOexoM.
OJEeKTpOHHBIE JOKYMEHTbl B cocTaBe ApxuBHOro ¢onma PO.
Knaccudukanus napopmannonssix pecypcoB PO (dhenepanbubix u
PETHOHANBHBIX) KAaK MCTOPHUUYECKUX HCTOYHUKOB. DenepanbHble
IeJIeBbIe TIPOTPAMMBI PA3BUTHSA HJIEKTPOHHOTO TOKYMEHTO00O0pOTa,
OTpacieBble W pPETHOHAIbHbIE MporpaMMbl HH(pOpMaTH3ALNY,
crcTeMa MEKBEJJOMCTBEHHOTO AJIEKTPOHHOTO JOKYMEHTO000pOTa U
MEXBEJOMCTBEHHOT'O 3JIEKTPOHHOT'O B3aUMO/JICICTBUSA
DIIEKTPOHHOTO  MPAaBHTENBCTBA W MpoOiieMa  COXPaHEHHS
JIEKTPOHHBIX  JIOKYMEHTOB. Knaccudukanuss  371eKTpOHHBIX
JOKYMEHTOB: TpH3HAKK M  TOAXOAbl K  KJIACCHU(HUKAIHH.
[TopopmaTHast  knaccupuKaust  3JIEKTPOHHBIX  JJOKYMEHTOB.
ApxuBHbIe (MeXKIIaTHOPMEHHBIE) POPMATHI.

Pazpnen 2.
HopmaTtusHas
MeTouyeckas 6aza
XpaHEeHus
IIEKTPOHHBIX
JIOKYMEHTOB.

HopmatuBHas 6aza XxpaHeHHUs SJEKTPOHHBIX JOKYMEHTOB B HaIlleH
cTpaHe: 00BEKTHI MpaBoBOro peryiaupoBanus. dOenepanbHbIA 3aKOH
«O06 wunpopManuu, HHPOPMAIMOHHBIX TEXHOJOTUSAX U 3aIIUTe

uHopmMaIum. 3aKoHBI CyOBEKTOB beneparuun 00
uHGOpPMaIMOHHBIX pecypcax. IlpaBuna pemompous3BoACTBa B
benepabHBIX oprasax WCTIOJTHUTEIIbHOMN BJIACTH 51

rOCy/apCTBEHHBIX OpraHuzauusax o xpaHeHuun OJI. DenepaibHblii
3akoH P® «O6 snexktpoHHoi momanucw» ot 6 ampenst 2011 r. u
NOJ3aKOHHbIE aKThl O TpeOOBaHMAX K pa3zIMYHBIM BHJIAM H
Pa3HOBUAHOCTSIM  DJIGKTPOHHOM  MOJIUCH,  CTaHAApTHU3ALMs
Kpunrorpaduyeckoi 3aIUTBI uHpOpMaLnu. [Tpobnema
YAOCTOBEpEHUs  ropuauuecko cwiel D[ B mporecce
JOJTOBPEMEHHOTO M TOCTOSIHHOrO  XpaHeHus. IIporpamma
uHpopmaruzamun ~ DexepasbHOTO  apXWUBHOTO  areHTCTBA |
MOJABEIOMCTBEHHBIX eMy yupexaeHuid Ha 2011-2020 rr. o xpaneHUn
OH.

HopmaruBHas 0aza 3JI€KTpOHHOTO IpaBHUTeNbcTBA. [lon3akoHHBIE
akThl  (elepa’dbHBIX  OpraHOB  HMCIOJHUTENBHOM  BJACTH,
periIaMeHTHPYIOLUE 3JIEKTPOHHBIN JOKYMEHTOOOOPOT. 3HaueHue
pernamenTanuu TpedoBanuii kK CO/1 penepanbHBIX U perHOHATBHBIX
OpraHOB BJIACTU AJISi COXPAHEHHUS SJIEKTPOHHBIX JOKYMEHTOB.
Pernamenranus xpanenus 3/ B [lpaBunax opraHu3anuu XpaHeHMs,
KOMIUICKTOBAaHUS, Y4eTa U MCIOJIb30BAaHUS JIOKYMEHTOB B
TrOCyJapCTBEHHBIX M  MYHULUIAIbHBIX  apXHuBaX, My3esx,
6ubnuorekax, opranmzauusx PAH, a Ttakke B opraHax
rOCy/IapCTBEHHOW BJIACTH, OpraHaX MECTHOTO CaMOYIIPaBJICHUS U
opranmsaiusax. IlpaBuna  pa®oTbl ¢ Hay4yHO-TEXHHUYECKOM
JTOKyMeHTaIuen u coxpanenue /1.

TunoBele ¢yHkuoHansHeie TpeboBanus k COJ[ u CXDU.
Meroaunueckue pazpadborku BHUN AL no opranuzamnuu xpaHeHus
JIEKTPOHHBIX JOKYMEHTOB B apxuBax oprasHuzanui,
roCy/1apCTBEHHBIX U MyHHUIMNAIbHBIX apxuBax 2013 r.
OO0s13aHHOCTH BJIafiesiblia MHGOPMALMOHHBIX PECYPCOB IO 3alllUTe




uHpOpManuu. 3alluTa HHTEIUIEKTYJIbHOW COOCTBEHHOCTH Ha
KOMIBIOTEPHBIE IPOTPAMMBI U 0a3bl JaHHBIX.

Crangaptel MUCO. Cranpgaptuszauusi ynpaBi€HHsS KadeCTBOM U
KOpIopaTtuBHble HMH(OpMaMOHHBIE cHUCTeMbl. CTaHIapThl Ha
XpaHEHUE JOKYMEHTOB Ha MAIMHHBIX HOCUTENAX. DJIEKTPOHHBIN
pernamenT ynpasienus opranuzanueid. Crangapt MCO 15489-2001
(2007).

Metoauueckue  pekoMeHmanuu U paszpabotku  PocapxuBa,
BHUMJA/JZ, PITY, peruoHaibHbIX OpraHoOB  YIpaBJICHUS
ApXUBHBIM JI€JIOM, apXUBOB, KaMmmnaHui, BeAOMCTB PD u opraHoB
MECTHOT'O CaMOYTIpaBJIeHus B o0nacTu XxpaHenus /1.
PernamenTanusi ~ JUHTBUCTHYECKOTO  OOECIIEUEHHUST  CHUCTEM
ANIEKTPOHHOTO  JOKyMeHTooOopoTa. IloHATMe  MeTagaHHBIX.
MexayHapoaHble U POCCUICKHE CTaHIAPThI, PErJIAMEHTHUPYIOLIUE
JIEJIONPOU3BO/ICTBEHHBIE METAJaHHbIE U MX POJIb B 3JIEKTPOHHOM
JIOKyMEHTO000pOTE.

Pazpgen 3.
KommnekroBanue u

Singe)t

Kputepun  ompeneneHuss  MCTOYHUKOB KOMIUIEKTOBaHUs
AIIEKTPOHHBIX apXUBOB. Knaccudukanms HNCTOYHUKOB
KOMIUIEKTOBAHHS apXHUBOB 2JIEKTPOHHBIMM JOKyMeHTaMHu [lopsimok
KOMIUIEKTOBAaHUSA apXuBa opraHu3auuu O] B COOTBETCTBHM C
TpeboBaHusMH [IpaBuil opraHu3anuy XpaHeHHsl, KOMIUIEKTOBAHUS,
ydeTa U UCIOJIb30BaHUs JOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OPraHaX MECTHOI'O CaMOYIIPABJICHUS U OPTaHU3ALHNAX.
OnpIT KOMITJIEKTOBaHMSI TOCYJaPCTBEHHBIX apXHUBOB 3JIEKTPOHHBIMU
nokymeHtamu. Pabora ['TAP® ¢ HMCTOYHMKAMH KOMIUICKTOBAHUS.
[IpueM 37eKTPOHHBIX JOKYMEHTOB B ¢opmare COJl, B apXUBHOM,
1aT(OPMEHHO HE3aBUCUMOM (opMmare.

Kpurepun skcrieptusbl neHHoctd J/: obume u cnenuduyeckue.
Crenenp coxpaHHocTH (oHaa. Bo3MoxHOCTH mepenaun Ha
XpaHeHHe  0e3  OpUTMHAIBHOTO  (opmara,  BO3MOXKHOCTh
OCYUICCTBJICHUSI MUTPALMH.

Paznen 4.
O0ecrieuenue
coxpanHoCTH, D/I.

@axTophl, BIMSIONIME HAa COXPAHHOCTh. AHTUBHUPYCHas 3allNTa,
CTaOMIIBHOCTB JIEKTPOIUTAHUS, 3aIIUTA OT HECAaHKIIMOHUPOBAHHOTO
JIOCTyIa, HAJeXKHOCTh HocuTenend. HopmartuBHbIE ycnoBuUs
XpaHEHUs IEKTPOHHBIX JOKYMEHTOB Ha Pa3jIM4YHBIX HOCHUTEIAX.
OGopynoBaHue it XpaHEHUS  DJIEKTPOHHBIX  JTIOKYMEHTOB.
Knaccudukanus nHocurenei. CtpaxoBod ()OHJ JOKYMEHTOB Ha
ONTUYECKUX JTUCKAX.

ObecnieueHue  COXpPAHHOCTU  DJEKTPOHHBIX  JOKYMEHTOB B
JOJITOBpeMEHHOU nepernekTuse. [lepesanuch, Murpanus, SMysius
MHKancysuus gaiHbix. [Ipobiema KOHBEpTalMK JaHHBIX.

Pazgen 5. Vwuer,
OIIMCaHHE

ncroab3oBanne /1.

Cranmaptel onmcanusi DJI. OO0bekThl omucaHus M (Hopma OIMHUCH.
Eguanna yyera u eauHuna xpanenus JJ1, ydeTHble GOpMBI IS
peructpauuu  gBuwxeHus  OJ[.  IlpaBuna  omwmcanus O/
HNndopmannonHo-nonckoas xapakrepuctuka /1. Yuer murpauuu
u nepe3anucu. Konreiinepst J/1.

Hcnonp30BaHne JIEKTPOHHBIX JOKYMEHTOB. OpraHu3anus A0CTyIa
k DJI. Tlouck B cucreMe HJIEKTPOHHOTO apxuBa: be3dymakHoe
UH(POPMALIMOHHOE 00CTY)KMBAaHUE MOJIb30BaTEIICH.

Pa3nen 6.
DJIEKTPOHHBIE

Buael apxuBOB ~ 2JIEKTPOHHBIX JOKyMeHTOB.  CTpykTypa u
OpraHu3allsl apXWMBa JJIEKTPOHHBIX JIOKYMEHTOB VUPEXKICHUS M




APXUBHBI KaK MpCaAnpuiaTUs. JIlokanbHBIE HOPMAaTUBHBIC aKThI,
Pa3HOBUIHOCTH periiaMeHTHpyoIme paboTy dIIEKTPOHHOTrO apxwBa. DOYHKIUU
IPOrpaMMHOTO AJIEKTPOHHOTO apxuBa. Ponb ciayxObl JJOY, apxuBHOU CiryKXObl U
o0ecTieueHHS: ciryx0bl I'T B opranu3zanuu Je JIeKTPOHHOTO apXHUBa MPEIIPHUSTHSL.
CTaHJapTH3aus DNEeKTPOHHBIA  JIOKyMEHTOOOOPOT ¥  apXWBBI  AJIEKTPOHHBIX
TpeOOBaHUIA. JIOKYMEHTOB. Knaccudukanus cUCTEM AIIEKTPOHHOTO

JOKYMEHTOO00pOTa MCXOJs M3 3aJad JIOJTOBPEMEHOT0 XpaHEHUS
nokymeHToB.  KopnopaTuBHble  MHGOpPMAIMOHHBIE  CHCTEMBI.
Texnonorus Docflow u Worflow. Kiaccudukanust mporpaMmmHOTro
oOecrieueHUs HH(POPMALMOHHBIX CHUCTEM JOKYMEHTAallMOHHOTO
obecrnieuenus. Knaccudukamus dopmaros 31 (paspadorku PITY).
TpeGoBanusi K  WHTETPUPOBAHHOW  CHCTEME  DJIEKTPOHHOTO
JIOKYMEHTO000pOTa ¢ TOYKH 3PEHUS apXUBHOTO XpaHeHus /1,
DONEeKTPOHHBIE  apXMBBl KAaK  Pa3HOBHUJIHOCTh  MPUKIATHOTO
nporpaMMHoro obecnedenus. Knaccuduxanus MyabTHPOPMATHBIX
MOMCKOBBIX cHUcTeM. [IporpammHoe obecrieueHue, HCMHOIb3yeMOe
JUISE  CO3JAaHMSI JJICKTPOHHBIX apXWBOB JaHHBIX. [IpoOieMsr
coxpaHeHus Tpaduku, MyIbTUMEAUHHBIX T0KyMeHTOB, CAIIP u
TreOMH(OPMALMOHHBIX CUCTEM.

OcHOBHBIE TMOAXONbI K BBIOOPY TEXHHUYECKOTO OOeCreueHus

JJIEKTPOHHOIO  apXuBa. Pacuer 3arpar M 3KOHOMMYECKOU
s dexTuBHOoCTH. CO3MaHNE NIPOEKTA JIEKTPOHHOI'O apXHBa.

8 | Pazgen?7. [leHTpanu3oBaHHBI W pPacHpENENCHHBbIM IMOAXO0X K CO3JaHHI0
Opranuzanus apXMBOB DJJIEKTPOHHBIX JIOKYMEHTOB. OIBIT TOCYJapCTBEHHBIX,
OIIEpaTUBHOTO U BEJOMCTBEHHBIX, KOPIIOPAaTHBHBIX apXWBOB MO OTOOpY, MpHUEMY,
JIOJITOBPEMEHHOTO XPAHEHUIO U UCIOJIb30BAHUIO 3JIEKTPOHHBIX JOKYMEHTOB.
xpanenust /1. 3apyOeXHBI  OMBIT 1O CO3JAHUI0 APXUBOB  AJIEKTPOHHBIX

TOKyMeHTOB. [IpakTudeckas, HaydyHas W MeETOJIWYECKas padora
AJIEKTPOHHBIX APXUBOB.
Kiraccudukanus 31eKTpOHHBIX apXHBOB B HAIIICH CTpaHe.

4. O0pa3oBare/ibHbIE TEXHOJOTHHU

Jl1s mpoBeieHrs y4eOHBIX 3aHITHIA 10 JUCIUILTHHE UCTIONB3YIOTCS pa3iInuHble 00pa3oBaTeIbHbIC
TexHoJoruu. JIJis opraHw3anmuu y4eOHOTO Iporecca MOMKET OBITh HCIIOJIB30BAHO 3JICKTPOHHOE
oOydeHue U (UI1) TUCTAaHIIMOHHBIE 00pa30BaTeNbHbIE TEXHOIOTHH.

5. OneHka mJIaHUPYeMBbIX Pe3yJbTATOB 00y4eHHUs

5.1 Cucrema oueHMBaHuUs

Tekymuii KOHTPOJIb OCYIIECTBISIETCS B BHJE OICHOK KOHTPOJBHOH pabOTHI M BBIOTHEHHS
3aJJaHuil Ha MpakTU4ecKuXx 3aHATusAX. KoHTposnbHas paboTa MpOBOIUTCS Ha MEPBOM IMPAKTUYECKOM
3aHATHH, BBIBIISICT TOTOBHOCTH CTYJICHTOB K IPAaKTHUECKOH pabote M oreHuBaercs 10 20 6asos.
MaxkcumannHas OLICHKA BBIMMOJIHCHUA KaXXJA0Ir0 NPaKTUICCKOTO 3aHATHUA — 10 6amwoB.

[IpoMekyTOUHBI KOHTPOJIb 3HAHWW NMPOBOAUTCA B ()OPME HTOTOBOH KOHTPOJIBHOW paboTHI,
BKJIIOUAIOIIEH TEOPETUUECKUE BOIPOCHI U MPAKTHUECKOE 3aJaHue, U oueHuBaercs 1o 40 6amios. B
pe3yJbTaTe TeKYIEro U MPOMEKYTOYHOTO KOHTPOJIS 3HAHUH CTYJICHTHI TIOJTyYaroT 3a4€T 110 KypCy».

dopma KOHTPOIIS Makc. KOIM4YecTBO OaJIIoB
3a onHy padoty|  Bcero

Texymui KOHTPOIIb:
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- ompoc 5 6ansoB 20 6anoB
-pedepar 20 GamtoB 20 6amioB
- KOHTpoOJbHas pabota (Tema 1, 3, 6) 20 6anoB 20 6asnoB
[MpomexyTouHas aTTecTanus 40 GayoB
(3a4eT C OLIEHKOM)
Hroro 3a cemecTp (AUCLUILIINHY) 100 6amnoB

[Toy4eHHBI COBOKYITHBIM pe3ysbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO KAy OLEHOK U B IIKATY
oneHOK EBporeiickoii cuctemsl nepeHoca u HakorieHust kpeautos (European Credit Transfer System;
nanee — ECTS) B cooTBeTCTBHM C TaOIUIIEH:

100-6amnpHas mkana | TpagulMOHHAS IIKalIa Ixana ECTS
95 -100 A

2304 OTJINYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 — 67 D

50_55 YIOBJIETBOPUTEIBHO B

20-49 FX

0-19 HEYAOBJIETBOPUTEIBHO HE 3a4TEHO F

SZKPI/ITepI/II/I BBICTABJICHUSA OLICHKH 110 JUCHUIIIIMHE

banasl/ Ounenka no Kpurepun oneHkn pe3yibTaToB 00y4eHuUs 10
Mxana AUCHHUILINHE AUCHUILINHE

ECTS

100-83/ BricTaBnsiercst o0ydaromnemycs, €Ciu OH ITyOOKO 1
A,B «3a4TEHO» IIPOYHO YCBOWJI TEOPETUYECKUM U NIPAKTUUECKUI

MaTepual, MOXKeT MPOJEMOHCTPUPOBATh 3TO HA 3aHITUIX
U B XOJI€ IPOMEKYTOYHON aTTECTALIUU.

OO0yJaromuiicss HICUEPITBIBAIOIIE U JJOTUIECKUA CTPOMHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBsI3bIBATh TEOPHUIO C
MIPaKTUKOI, CIIpaBIIsSIETCS C PELIEHUEM 3a/1a4y
npodeccroHabHOM HAMIPABICHHOCTH BBICOKOTO YPOBHS
CJI0KHOCTH, MPaBUILHO 0OOCHOBBIBAET MPUHSITHIE
peuenus.

CB0OOIHO OPUEHTUPYETCS B YICOHOU U
npodeccroHanbHOM TUTepaType.

OreHka o JUCHUILIAHE BBICTABISIOTCS 00ydaromeMycst ¢
y4E€TOM PE3yIbTATOB TEKYIIEH U MTPOMEKYTOUHON
aTTeCTalUU.

Komniereniuu, 3akpeni€éHnble 3a JUCUUTLTAHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHIIY.

82-68/ BricTaBnsiercst o0ydaromemycs, €Clu OH 3HaeT

C «3aYTEHO» TEOPETHUECKUI U MPAKTUUECKUNA MaTepuai, rpaMOTHO U
10 CYIIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B X0JI€
MPOMEXKYTOUHOU aTTeCTalMU, HE AOIMyCKast
CYILIECTBEHHBIX HETOYHOCTEH.

OOyyaronuiicst MPaBUIHLHO IPUMEHSET TEOPETHUECKUE
MIOJIOYKEHUS [TPU PELICHUH MPAKTUYECKUX 3a/1a4
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Banael/
HIxana
ECTS

OuneHka mo
IUCUUILIHHE

Kpurepun oneHkn pe3yjbTaToB 00y4eHHs 110
AUCLHMILIHHE

npodecCHOHAIbHON HAIIPaBJICHHOCTH Pa3HOTO YPOBHS
CJI0’KHOCTH, BIaJCCT HEOOXOUMBIMH JISI 3TOTO
HaBBIKAMH M IPUEMAMHU.

JlocTaTouHO XOPOIIIO OPUEHTUPYETCS B yUeOHOU U
npodecCHOHAIBHOM JTUTEpaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOIEMyCs C
YYETOM PE3YIbTATOB TEKYLIEH U MPOMEKYTOYHOM
aTTeCcTalnuu.

Komniereniuu, 3akperni€éHuble 3a JUCIUTLTAHOMN,
c(hopMHpOBaHBI HA YPOBHE — «XOPOIINI.

67-50/
D.E

«3a4TCHO»

BricTaBnsiercst o0ydaromiemycsi, €ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MTPAKTUUECKUI MaTepurall,
JIOTIYCKaeT OTJENIbHbIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUAX U B XOJ€ IPOMEXYTOYHOU aTTECTALNH.
OOyuaronuiicst UCTIBITHIBACT OIpeIeIEHHbIE 3aTPYAHCHUS
B IIPUMEHEHNUHU TEOPETUUECKUX ITOJO0KEHNUHN IIPU PEIICHUN
MPAaKTHYECKUX 3a7a4 IpodhecCuoHaIbHOMI
HaIIpaBJICHHOCTH CTAHAAPTHOTO YPOBHS CII0KHOCTH,
BJIa/ieeT HEOOXOAUMBIMU JJIsl ATOr0 OA30BBIMU HAaBBIKAMU
U IpUEMaMU.

JIeMOHCTpHUpYET TOCTATOYHBIN YPOBEHb 3HAHUS yIeOHOM
JIUTEPATYPBI 110 AUCLUIUIMHE.

OneHka no JUCIHUIUIMHE BBICTABISIOTCA 00y4aroIeMycs ¢
y4E€TOM PE3yJIBTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalUN.

Komnereniuu, 3akpennéHuble 3a AUCUUIIIINHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBII).

49-0/
F,FX

HC 3a4TCHO

BrictaBnsiercs oOyyaromemMycs, €Clii OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUUYECKHI U MPAKTUUECKUI
MaTepHal, JoIycKaeT rpyOobie OIHOKY pHU ero
U3JI0KCHUU Ha 3aHATHX U B XOJI€ TPOMEXKYTOUHOM
aTTeCTallUU.

OOyuarouuiics UCTIBITHIBACT CEPbE3HBIEC 3aTPYAHEHUS B
MIPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH NPU PELICHUU
NPaKTUYECKUX 3a/1a4 IPOo(hecCHOHATbHON
HaIIPaBJIEHHOCTH CTAHAAPTHOTO YPOBHS CIOXKHOCTH, HE
BJIaJIe€T HEOOXOAUMBIMU JIJIsl 3TOIO HAaBBIKAMU U
NpUEMaMH.

JleMoHCTpHpYyeT hparMeHTapHbIE 3HAHUS YU4EOHOM
JUTEPaATYphl 110 TUCLHUIUIMHE.

OneHka 1o JUCHUIUIMHE BBICTABIISAIOTCS 00Y4aIOMEMYCs C
y4E€TOM PE3yJIBTATOB TEKYIEH U TPOMEKYTOUHON
aTTeCTallHH.

KomnereHum Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AMCUUILUINHON, HE CHOPMHUPOBAHBI.

5.3. OueHo4yHbIe cpeacTBA (MaTEPHUAJIbI) /sl TEKYIIEr0 KOHTPOJIA yCIeBaeMOCTH,
NMPOMEKYTOUHOM ATTEeCTANNH 00y4AIOUIUXCH M0 UCIHUIIHHE
Ilpumepnaa memamuxka KOHMPOAbHBIX padom.
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1. DnexkTpoHHBIE apXUBBI KaK LIEHTPbI COXPaHEHUs LIU(PPOBOro HAcIeAMs B HAIlIEH CTpaHe U 3a
pyOexoM (Ha mpuMepe HEe MEHee J[BYX AapXHUBHBIX YUPEKICHHUH, CTPYKTYPHBIX MOJpa3aeleHUi
MUHUCTEPCTB, BEOMCTB, OpraHU3aLHii).

2. Co3nanue >JeKTPOHHOTO apXHBa OpraHu3alliy, MUHUCTEPCTBA(HA MpUMepe HE MEHEee ABYX
apXMBHBIX YUPEXKIECHUH, CTPYKTYPHBIX MOApa3eIeHN MUHICTEPCTB, BEIOMCTB, OpraHU3aIHii).

4. OO030p MNPUKIATHOTO TPOrPAMMHOTO OOCCIEUYCHHS, WCIOIb3yEMOTO TIPU CO3JaHU
AJIEKTPOHHOI'O apXHUBa.

5. VYder u omnucaHHe 3JIEKTPOHHBIX JOKYMEHTOB (Ha MpHMepe HEe MEHee IBYX apXHBHBIX
YUPEKACHUH, CTPYKTYPHBIX MTOJIpa3/IeJIeHNi MUHUCTEPCTB, BEOMCTB, OpraHU3aLuil).

7. Knaccuduxanus 371eKTpOHHBIX JOKYMEHTOB B apXUBe (Ha MpUMepe HE MEHEe JABYX apXUBHBIX
YUPEKACHUH, CTPYKTYPHBIX MTOJIPpa3/IeJI€HNi MUHUCTEPCTB, BEOMCTB, OpraHU3aLuil).

8.CeTeBbIe 2IIEKTPOHHBIE apXUBBI (0030p 3apyO0EKHOTO M POCCUHUCKOTO OMBITA).

9. HopmaTuBHO-IIpaBOBOE M METOJMYECKOE OOecledeHue co3/laHus U (YyHKIMOHUPOBAHUS
ANIIEKTPOHHOTO apXuBa (Ha MpUMEpe HE MeEHee JBYX AapXHUBHBIX YUYPEKICHHH, CTPYKTYpHBIX
NOJpa3/ieIeHuil MUHUCTEPCTB, BEOMCTB, OpraHU3aIuii).

10. I[Ipo6embl OIEpaTUBHOTO U JOJATOBPEMEHHOI'O XPaHEHUS JIEKTPOHHBIX IOKYyMEHTOB (0030p
uctopuorpadun).

11. TexHOIOTH ONEPATUBHOIO U JIOJITOBPEMEHHOT'O XPaHEHHUSI QJIEKTPOHHBIX IOKYMEHTOB (0030p
CTaHJApTOB U METOJIMYECKOI0 00ECIIeUEeHNU).

12. ®enepanbHble 0a3bl TaHHBIX: CTPYKTYpa, KOMIUIEKTOBAHME M XpaHEHHE (Ha MpUMeEpe He
MeHee (eepabHbIX OpPraHOB HCIIOIHUTEIbHOM BiacTH PD).

13. CpaBHUTENbHBIN aHATIN3 U BBIOOP MPOrpaMMHOI0 OOECeueHus sl AIEKTPOHHOIO apXuBa
opraHu3anuy (Ha IpUMepe HE MEHee JABYX ApXMBHBIX YUPEXKIEHUH, CTPYKTYPHBIX IOJpa3ieieHul
MUHUCTEPCTB, BEJOMCTB, OpPraHU3aIHii).

14. 3ammra MHPOPMALIMU B AJIEKTPOHHBIX apXUBax (Ha MpUMepe HE MEHee JIByX apXMBHBIX
YUpEXKJIEHUH, CTPYKTYPHBIX MOpPa3/ieIeHU MUHUCTEPCTB, BEJJOMCTB, OpraHU3aIHi).

Ilpumepnaa memamuka peghepamog:

1. OCOOEHHOCTH JIEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB apXMBHOTO XpaHEHUs (aHAJIU3
ucTopuorpadun).

2. DJEeKTPOHHBINA apXHUB KaK COBOKYITHOCTh TEXHOJIOIMH JOJITOBPEMEHHOTO U IOCTOSIHHOTO
xpaHeHus OJ1 : aHanN3 CTaHAAPTOB U METOJMYECKOTO OOECTIeUEeHUs.

3. DJNEeKTPOHHBIA apXUB KaK apXMBHOE YUPEXKAECHUE WIH CTPYKTYpHOE MOJpa3/ieleHue,
OCYIIECTBIIAIONIEE COXpaHeHHe uu¢poBoro Haciaeaus (UcTopus, Npoduiab, (GyHKIHM, COCTaB
JIOKYMEHTOB).

4. [IpaBoBOE perynupoBaHHE XpaHEHHs JIEKTPOHHBIX JOKYMEHTOB B MEXKIyHAPOIHOM U
POCCHUICKOM TpaBe (aHaJIU3 MPaBOBOM 0a3bl).

5. DJNEeKTPOHHBIA apXUB KaK Pa3HOBUIHOCTH MPUKJIAIHOTO MPOTPAMMHOTO O0OecredeHus

(cpaBHuTenbHBIN aHanu3 [10 u pe3yabTaToB €ro BHEAPEHU).

Bonpocel 0nsa umoz06020 konmpona 3Hanuil:

1. TepMHHBI U IOHATHUS: DIIEKTPOHHBIN JOKYMEHT, SJIeKTPOHHBIN apXUB, YJIEKTPOHHAS I pOBas
MOJIKCh, ApXHUBHBIA (hopMaT, TOIB30BATENBCKAN (GOpMaT, SKCIEpTHU3a IIEHHOCTH, Kiaccupukanms
ONMUCAHUE AIEKTPOHHBIX TOKYMEHTOB.

2. IlpaBoBoe peryiupoBaHHE IOPUAWYECKOM CHUJIbI AJIEKTPOHHOI'O JOKYMEHTA, XpaHEHHUS
JIOKYMEHTOB Ha Pa3JIMYHbIX BUAAX HOCUTEIEH.

3. CrangapTel Ha XpaHEHUE JOKyMEHTOB HA MATHUTHBIX HOCUTEIISX.

4. Knaccudukanus 31eKTPOHHBIX IOKyMEHTOB.

5. DKcnepTu3a HEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB: KPUTEPUH OOILKE U ClIeLUaIbHbIE.

6. KommiekToBaHue apXHWBOB 3JIEKTPOHHBIMH JIOKYMEHTAMM: KOHUEMUUU LEHTPATU30BaHHOIO
U pacIpeieICHHOIO XpaHEHUs!.

7. Opranu3zauus rnpuemMa 3J1€KTPOHHBIX IOKYMEHTOB Ha XpaHEHHUE.

8. Yuer u onucaHue 31EKTPOHHBIX T0KyMEHTOB. ONUCH 3JIEKTPOHHBIX JOKYMEHTOB.
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9. ConpoBoautenpHas foKymeHTanus kK /1.

10. OOGecneueHue COXPAHHOCTH OJIIEKTPOHHBIX JOKYMEHTOB. MDakTOpbl, BIMSIONIME Ha
COXPAaHHOCTb.

11. HopmaTuBHBIE YCTIOBHS XpaHEHUS AJIEKTPOHHBIX TOKYMEHTOB Ha Pa3IUYHBIX HOCUTEIISX.

12. DnekTpoHHBIE apXUBBI KaK CTPYKTYpHBIE IIOJIpa3AeiieHus U opranusanuu. Mcropus, 3anaum,
(GyHKIIUH, COCTAaB IOKyMEHTOB.

13. DaeKTpoHHBIE apXMBBI KaK Pa3sHOBUAHOCTb MPHUKIAJHOIO MPOTPaMMHOI0 OOECIeUeHus.
Knaccudukanus MynbTudopMaTHBIX TOUCKOBBIX CUCTEM.

14. TIlpobnembl coxpaHeHuss rpaduku, MyJIbTUMEAUHHBIX JoKyMeHTOB, CAIIP wu
reonH(OPMallMOHHBIX CUCTEM.

15. OuudpoBaHue JOKyMEHTOB Ha TPAJAULIMOHHBIX HOCUTEIISIX.

16. ®yHKUIMN KOHKPETHON MYJIbTH(POPMATHONU MOUCKOBON CUCTEMBI.

17. DneKTpOHHBIM apXUB OpraHU3alMK: Co3/1aHue, 000pyI0BaHKE, IPOrPaMMHOE 0OecIieueHue,
byHKIUH.

18. DneKTpOHHbIE JOKYMEHTbI Kak 0ObEKThl apXUBHOT'O XPaHEHHUS.

19.11po6seMbl MOCTOSHHOTO XPaHEHUS AIEKTPOHHBIX IOKYMEHTOB.

20. CoxpaHenue 1M(PpPOBOro KyJabTypHOTo Hacieaus. CeTeBble apXHBHI.

22. ®enepanpHble U peTUOHATIbHBIE Oa3bl JaHHBIX B PD nx xpaHenue.

6. YueOHO-MeTOAN4YecKOe U MHGOPMAIHOHHOE o0ecriedeHne TN CIUTITTHHbI

6.1 Cnucoxk HCTOYHHKOB M JINTePaTypPbl

6.1.1. HUcmounuku ocHosHble.

@enepanbHblii 3akoH «O0  mHpOpMannu, MHOOPMAIMOHHBIX TEXHOJOTHUAX M 3alllUTe HH-
dbopmarm» ot 26.07.2007. Ne 149-03 »//Poccuiickas razeta. 29 utomnst 2006 r. Ne 4131.

®denepanbHbli 3aKk0H «O0 31ekTpoHHOM 1MdpoBoit nognucn» ot 10.01.2002 N 1-d3//Cobpanue
3akoHosarenscTBa Poccuiickoit ®eneparuu. 2002. N 2. Ct. 127.

®enepanbHblil 3akoH «O0 apxuBHOM Jene B Poccuiickoit  denepanmn» ot 27 okTs6ps 2004
r. //Poccuiickas razera. 2004, 27 oktsi0ps. Ne 36. Cm. taxke: www.rusarchives.ru/lows/fz.shtml

®enepanbubiii 3akoH PO «OO6 snexTponHoil moxmucu» ot 6 ampens 2011 r. N 63-03 //
Poccuiickas razera. 2011, 8 anpens. Ne 5451.

Vxa3 Ilpesugenrta PO ot 09.05.2017 Ne 203 «O Crpareruun pa3Butusi MUHGOPMAIMOHHOTO
obmectBa B Poccuiickort @enepammu va 2017 - 2030 rome» / Cobpanue 3akoHomatenscTBa PO //
15.05.2017 Ne 20. ct. 290.

[TocranoBnenue IlpaButennsctBa Poccuiickoit ®enepanuu ot 06.07.2015 Ne 676 (pen. ot ot
11.04.2019) «O TpebGoBaHHUAX K MOPAAKY CO3[aHUS, Pa3BUTHSA, BBOAA B SKCILTyaTalHIO, SKCILTyaTalluu
Y BBIBOJA M3 3KCIUTyaTallMM FOCYAAPCTBEHHBIX MH(POPMAILIMOHHBIX CUCTEM U JAJIbHEHIIETr0 XpaHEHUS
cojiepxkalieiics B ux 6a3ax JaHHBIX HH(POPMALIUN.

[IpumepHass MHCTpYKLHS IO JAEJIONPOU3BOJACTBY B TOCYIAapCTBEHHBIX OpraHu3alusix. YTB
npukazoMm denepanbHoro apxuBHoro areHTcTBa ot 11.04.2018 N 44,

[Iporpamma undopmaruzanun OenepaabHOro apXUBHOTO ar€HTCTBA U ITO/IBEJOMCTBEHHBIX €MY
yupexaenuit Ha 2011-2020 rr. (YtBepxknena IIpukasom PocapxuBa Ne 104 ot 2 nexabpsa 2011 r.)
//Omy6nHUKOBaHO Ha caiite «ApXUBBI Poccuny, paszznen «MupopmaTuzanms.
www.rusarchives.ru/informatization/conseption.shtml.

[locranoBnenue IlpaBurensctBa P® or utons 2009r. Ne 477 «OO6 yTBEpKAEHUM NPABUI
JIeJIONPOU3BOCTBA B (he/iepaIbHbIX OpraHax UCIOJIHUTENbHOM BiaacThy //CobpaHue 3aKOHOJATENbCTBA
Poccuiickoit @enepanuu. 2009. Ne25. C1.3060.

[TocranoBnenue IlpaBurenscrBa Poccuiickoit @eneparun ot 7 centsiops 2011 r. Ne 751 «O
BHeceHMH m3MeHeHuil B [lpaBmna nemompow3BoACTBa B (enepaibHBIX OpraHax HCIIOJHUTEIbHON
Bract»// Cobpanue 3akoHoaarenbeTBa Poccuiickoit @enepanuu, 12.09.2011, Ne 37, ¢1.5263.
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I'OCT P 54471-2011/ISO/TR 15801:2009 «Cuctemsl 3JEKTPOHHOTO JOKYMEHTOOOOPOTA.
VYmpasnenue noxymentanueid. Uapopmanus, coxpansemas B 2JIGKTpPOHHOM Buje. Pexomenaanuu mo
00€CIEeYEeHNIO JIOCTOBEPHOCTH U Ha/IeKHOCTH», YTBEPXKACHHBIN npukazoM denepalibHOTO areHTCTBa
10 TEXHHYECKOMY PeryrpoBaHuio U meTposoruu ot 18.10.2011 Ne 466-cr.

I'OCT P 54989-2012/ISO/TR 18492:2005 «OOGecneueHne HOITOBPEMEHHON COXpPaHHOCTHU
AIIEKTPOHHBIX JOKYMEHTOBY», YTBEPX ACHHBIN NpukazomM DenepalibHOTO areHTCTBA M0 TEXHUYECKOMY
perynupoBanuio 1 Merposoruu oT 17.09.2012 Ne 325-cr.

OcHoBHbIe TpaBUiia paboThl apxuBoB opranuzanuii./ Pocapxus. BHUNJIA. M., 2002.

[IpaBuna opraHu3any XpaHEHUs] KOMIUIEKTOBAHUS, y4€Ta U UCIOJIb30BaHUSA TOKyMEHTOB AD
P® u npyrux apXuMBHBIX JOKYMEHTOB B TOCYIAapCTBEHHBIX M MYHHIMIIAJIBHBIX apXuBaxX, My3esX,
oubsmorekax, opranuzauusx PAH. M., 2007.

[IpaBuiia opraHu3aluu XpaHEHUs, KOMIUIEKTOBAaHUS, ydyeTa M MCIOJIb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit @enepauy W JIpyrux apXUBHBIX JOKYMEHTOB B OpraHax
roCyJapCTBEHHOM BJIACTH, OPraHax MECTHOTO CaMOYIIpaBJIeHNs U oprann3anusax. M.,2015

PexoMeHpay nmo KOMIUIEKTOBAHHIO, YUYETYy M OpraHHM3alMM XpaHEHUs 3JEKTPOHHBIX ap-
XMBHBIX JIOKYMEHTOB B apxuBax opranuzanuii. M.: BHUUJAJ, 2013//Ony6iukoBaHo Ha caiite
«Apxussl Poccum». http://www.rusarchives.ru/methodics/index.shtml).

‘PexoMeHjanm o KOMIIJIEKTOBAHUIO, YUETY U OPraHU3aLUN XPaHEHUS SIIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB B I'OCYJapCTBEHHbIX U MyHuUIMnaibHbIX apxuBax M.: BHUMJIA /I, 2013//OnybaukoBano
Ha caiite «ApxuBbl Poccum». http://www.rusarchives.ru/methodics/index.shtml).

TpeboBanust K ”HPOPMAIIMOHHBIM CUCTEMAM 3JIEKTPOHHOTO JOKYMEHTO000pOTa (eiepabHbIX
OpPraHOB MHCIIOJHHUTEIbHON BIACTH, YYHMTHIBAIOIIMX B TOM YHCJIE HEOOXOAUMOCTh OOpabOTKU
uHpopMaluu, J0cTyn K KoTopod orpanuueH. llpukaz Munkomcszu PO ot 02.09.2011 Ne 221,
3apeructpupoBaHo B Muntocte PO 15 HosiOps 2011 1. Ne 22304.

Tunosble (QyHKIMOHAJIbHBIE TPEOOBaHHUS K CUCTEMaM 3JEKTPOHHOTO JIOKyMEHTOOOOpoTa U
CHUCTEMAaM XPAHEHHUs JJIEKTPOHHBIX JIOKYMEHTOB B apXHMBaX rocyaapctBeHHbIx opranoB. BHUMIA/L,
Pocapxus. IIpoekt. 2018.http://archives.ru/sites/default/files/2018-06-14-project-tft.doc

OyHKIMOHANbHbIE TpeOOBaHUS K WHGOPMALMOHHBIM CHUCTEMaM apXUBOB 3JIEKTPOHHBIX
nokyMeHToB opranuzanuii. M:Pocapxus, BHUNIAJI. 2014 //Ony6nukoBaHo Ha caiite denepanbHOro
apxuBHOTO0 areHTcTBa http://archives.ru/documents/methodics.shtml

6.1.2. Ucmounuku oonosHumenvHbwie.

PJ1 50-524-84 «Ilopsinok XpaHEeHUs TOKYMEHTOB Ha MAllIMHHBIX HOcUTEISIX». M,, 1985.

['OCT 6.10.4-84. «YHuduuupoBaHHble CHCTEMbI NOKyMeHTauuu. [lpumanue ropuandeckoi
CWIBl JOKyMEHTaM Ha MAaIIMHHOM HOCUTENE U MaIIMHOTpamMMe, CO37aBaeMbIM CpPEICTBaMHU
BBIYHCIIMTEILHON TeXHUKH» .M., 1985,

I'OCT 28388-89. «Cuctembl 00padoTku nHPpopMauu. JJOKyMEeHTbl HA MarHUTHBIX HOCUTEISAX
naHHbIX. [Topsaok BeImoaHEHUs U oOpateHus». M, 1991.

OcHoBHBIC TIpaBWIIa pabOTHI ¢ HAYYHO-TEXHUYECKOW JOKYMEHTAIlUEH B OpraHW3alUsX W Ha
npeanpuatusax. M., 2003.

[lepeyeHr THUMOBBIX AapXUBHBIX JOKYMEHTOB, OOpa3yIOIIUXCSi B HAYYHO-TEXHUYECKOU U
MIPOU3BOJCTBEHHON JESATENbHOCTH OpraHu3alluii, ¢ yKa3aHHEeM CpOKOB xpaHeHus / Dexep. apx.
arearctBo, BHUNJIA. M., 2008. — 382 ¢

6.2. Jlumepamypa.

6.2.1. OcHoenas numepamypa

ApxuBoBeqUECKHE M JIOKYMEHTOBEAUYECKHME  (PYHKIMOHAIbHbIE  TpeOOBaHUS K
MH(GOPMALIMOHHBIM CHUCTEMaM, OOECHEUYMBAIOIIUM 3JEKTPOHHBIM JTOKYMEHTOOOOpPOT B Mpoliecce
BHYTPEHHEH JEATENBHOCTH (eiepabHBIX OPraHOB UCHOTHUTENbHOM Bactm» (M.:BHUMJIA/L 2013),
//Ony6nukoBaHo Ha caiite « ApxuBbl Poccun». http://www.rusarchives.ru/methodics/index.shtml).
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Bo6suteBa MLII. K Bompocy 0 11eT0CTHOCTH M ayTEHTHYHOCTH YIPABICHYECKHX JICKTPOHHBIX
JIOKYMEHTOB B TIporiecce ux xpanenus//JlenonponsBoactso. 2018. Ne 3.

Omna xe. HexoTopble BONIPOCHI dKU3HEHHOT'O LIUKJIA YIIPABJIEHYECKUX JIEKTPOHHBIX JOKYMEHTOB
/I JenompouspoctBo. 2017. Ne 4,

Bapnamoa JILH., Kopsruna W.A.@opmarbl XpaHEHHUs DSJIEKTPOHHBIX JOKYMEHTOB//
Hemonpounsoactso. 2018. Ne 3.

Hpoxos C.B. Pexomennannuu MCA 1o paboTe ¢ 371€KTPOHHBIMHU IOKYMEHTAMH JIJIsl apXUBUCTOB
opranusanuii / OreuectBeHHble apxuBbl. 2010. Ne 3. C. 65-73.

Ky3znenos C.JI. HoBble TpeGoBaHUS K cHCTEMaM YIpaBlIeHUs JOKYMEHTAaMH U 3JIEKTPOHHBIM
apxuBam// JlenompousBoactro. 2018. Ne 4.

OH e. DIeKTPOHHbIE apXHUBBI M IEKTpOHHas noanuck // JlenonpousBonactso. 2017. Ne 4. C.
20-34.

On xe. [lpumeHeHME TpPAagUIMOHHBIX METOAOB B OKCIEPTH3€ LIEHHOCTH JJIEKTPOHHBIX
nokyMeHToB // OteuectBeHHbIe apXxuBbl. 2009. Ne 3. C. 37-47.

On xe. 3agauu apXUBHOI'O XPAaHEHUs AJIEKTPOHHBIX JOKyMEHTOB: u3 omnbita LIAJIDHM.//
OteuectBennbie apxuBbl. 2010. Ne 3. C. 51-60.

6.2.2. Jlononnumenvuasn aumepamypa

AHntonenko B.B. KoMIiexkToBanue  apXUBHBIX  YUPEXKIACHMM  ANTalicKoro Kpas
¢boTogoKyMeHTaMu B 3J1eKTpoHHOM popme// OteuectBeHHbIe apXuBbl. 2009. Ne 6. C. 46-48.

Adcanacbea JLII. DnekTpoHHBIE TOKYMEHTHI B I€IOIPOU3BOJICTBE U apXHUBE Op-

ranuzanun// Cexkperapckoe nemno. 2006. No 1-3.

Acduann B.1O., 3no6un E.B. 8-1 EBpomeiickas KOH(pepeHIHs M0 3JICKTPOHHOMY
apxusupoBanuto (ECA-2010)// OreuectBennsie apxusbl. 2010. Ne 5. C. 135- 136.

I'enbman-BunorpanoB K.b. Mamunountaemsie 1okymeHTsl B CCCP. YyeOHOe nocoOue.Baim.
1. M..MI'MAUH, 1980.C. 7-14. 17-33, 48-81.

I'opoxos C.H. JIo6anos E.M. CoBpeMeHHbIE TEXHOIOTUN XPAHEHUS 3JIEKTPOHHBIX JOKYMEHTOB
// Bectnuk apxusucrta. 2014. Ne 1. C. 193-200.

Kucenes N.H. DnexkTpoHHBIE JOKYMEHTBI: OCHOBHBIE HAIIPaBIEHUs HCCle0BaHu // BecTHHK
apxusucta. 2000. Ne 3-4. C. 162-166.

Ky3znenos C.JI. Meronnueckue u NpakTUUECKHUE aCMEKThI SKCIEPTU3bI IEHHOCTHU AJIEKTPOHHBIX
nokymeHToB // Bectauk apxuBucta. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

Jlapun M.B. AKTyanbHble po0IeMbl apXUBHOI'O zena B QpoBoi
skoHOMUKe//JlenonponsBoactro. 2019. Ne 2.

MomkoBa O.M.ABTOMaTH3alMs XPAHEHUS ANEKTPOHHBIX JOKYMEHTOB B apXHUBE OpraHU3allly,
pemrenne D0C//lenonpousBoactBo. 2019. Ne 3.

CaBuH B.A. ApxuBHBIE 371€KTpOHHBIE HH(pOpPMaLMOHHbIE pecypchl Poccuiickoit ®enepanun:
uaeHTUGUKAIHS 1 Kiaccudukamys /OredectBeHHble apxuBbl. 2008. Ne 4. C. 31-38

Csao Ilroxysi. VYmpaBieHHe 3JEKTPOHHBIMH JOKyMeHTamMu B Kwurtae: cocrosHue U
nepcnekTuBbl//OteuecTBernble apxuBbl. 2010. Ne 6. C. 59-64.

TuxonoB B.A., FOmmn B.A. CranoBnenue u pasutue apxuBoB MYJl B 1960-80-e rr. //
OteuecTBeHHbIe apXuBbl. 1998. Ne 6. C. 39-46.

Tuxono B.M., IOummu B.A. CoBpeMeHHBIE KOHUEMIMU 3JIEKTPOHHBIX JTOKYMEHTOB //
OteuecTBeHHbIE apXuBbL. 1999. Ne 1.

®ponosa E.B. Dnektponnslii apxus Tromenckoi obnactu. // OtedectBeHHbie apXuBbl. 2009.
Ne 6. C. 43-46.

AHTII0-pyccKuil ciioBapb apXuBHOHN TepmuHoioruu. M.:PITY, 1992.

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

CrioBapb COBPEMEHHOM apXUBHOH  TEPMHUHOJIOTMH COLMAIMCTHYECKUX cTpaH.  Bemn 1.
M..BHUNJA, 1982
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VYnpasnenue nokymentamu. Tepmunsl u onpenenenus. M.:BHUNTAJL, 2014.
6.2 IlepeyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH « UHTEepHET.

HarmonanwsHas snextponnas 6ubnanoreka (HOb) www.rusneb.ru

ELibrary.ru Hayunas snektponnas 6ubimoreka www.elibrary.ru

OnexrponHas oubnuoreka Grebennikon.ru www.grebennikon.ru

Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

Apxussl Poccun. [DnexkTponHslit pecype| Pesxxum noctyna: http://www.rusarchives.ru/

L{eHTp KOMIIETCHIIMH IO BOIIPOCaM JIOKYMEHTAIIMOHHOTO 00SCTICUCHHS YIPABIICHUS W apXUBHOTO JIEa;
[DnekTpoHHbIi pecypc] Pexxum noctyna: www.edou.ru

DOC-Online. He3aBucuMmblii mopTaji 0 CHUCTEMax »>JEKTPOHHOTO TOKyMEHTOoOOpoTa. www.doc-
online.ru

Docflow. Bce o Mupe 35eKTpoHHOTO JOKYMEHTO000poTa. [DnekTpoHHbIH pecypc] www.docflow.ru
[Teproanueckoe nznanue mo mpobaemMam 3MEKTPOHHOTO JOKYMeHTooOopoTa. www.directum-journal.ru
Directum. Cucrema 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa W  YIPaBJICHUS  B3aUMOJCHCTBUEM.
www.directum.ru

Digital Design - Uudopmanuionnsie Crucremsl YnpasineHus buznecom --/1enonpous3BoacTBo U apXuB.
www.didges.ru

Fly-Doc. Cucrema snexTpoHHOT0 apxuBa npeanpustus. www.FlyDoc.ru

Kopnopamust « neKTpoHHBIH apXuB». www.elar.ru

Kopyc Koncantuar. www.korusesm.ru

6.3 IIpodeccuonajbHble 6a3bl JAHHBIX U HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMbI

Jloctyn k npodeccroHanbHbIM 0a3am maHHbIX: https://liber.rsuh.ru/ru/bases

WHudopManroHHbIe CITPAaBOYHBIE CUCTEMBI:
1. Koncynsrant Ilnroc
2. Tapanr

7. MaTepuaJIbHO-TeXHHYECKOe o0ecnevyeHne TUCHUIINHBI
Jnsa  obecrnieueHuss  OUCHUIUIMHBI ~ HUCHOJB3yeTCsl  MaTepuaibHO-TEXHHWYecKas  0aza
00pa30BaTEIILHOTO YUPEKJACHUS: yUeOHBIC AYAUTOPHH, OCHAIIIEHHBIE KOMITBIOTEPOM U TIPOCKTOPOM JJIS
JEMOHCTpAIMH Y4eOHBIX MAaTEPUAIIOB.

CocraB mporpaMMHOTO 00€CTICYeHUS:
1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security

8. ObecneueHne 00pa3oBaTEILHOIO MPOIECCA JUISI JIUI ¢ OTPAHHYEHHBIMH BO3MOKHOCTSIMH
310pOBbSI H HHBAJIHI0B

B xome peanuzanuu IUCHMIUIMHBL HCIOJB3YIOTCS CIEAYIOIINE JOIOJHUTEIBHBIE METOIbI
00y4eHus, TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH M TMPOMEXYTOYHOM aTTecTaluu OOyJaromIuxcs B
3aBHCHMOCTH OT UX WHANBHUAYAIbHBIX OCOOEHHOCTEH:


http://www.rusarchives.ru/
http://www.edou.ru
http://www.doc-online.ru
http://www.doc-online.ru
http://www.docflow.ru
http://www.directum-journal.ru
http://www.directum.ru
http://www.didges.ru
http://www.FlyDoc.ru
http://www.elar.ru
http://www.korusesm.ru
https://liber.rsuh.ru/ru/bases
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® ISl CIIeNBbIX M CHAOOBUAALIMX: JEKIMU O(GOPMISIOTCS B BHJE DJCKTPOHHOTO JOKYMEHTa,
JIOCTYITHOTO C TOMOUIbI0 KOMIBIOTEPA CO CHENHMATU3UPOBAHHBIM MPOTPAMMHBIM 00eCIeUeHHEM;
IIMCbMEHHBIE 33JaHMsI BBINOJHAIOTCA HAa KOMIIBIOTEPE CO CHEHUAIN3MPOBAHHBIM IPOrPaMMHBIM
o0OecredyeHreM WIM MOTYT OBbITh 3aMEHEHBl YCTHBIM OTBETOM; OOECIEeYMBAETCs WHIUBUIYaJIbHOE
paBHOMepHOe ocBemieHue He MeHee 300 JtOKC; A7 BBIMOJIHEHHS 3aJaHUsl MPU HEOOXOJUMOCTH
MIPEIOCTABIIAECTCS YBEJIMUMBAIOIIEE YCTPONCTBO; BO3MOXKHO TaKXKE HCIOJb30BaHUE COOCTBEHHBIX
YBEJIIMYMBAIOLIUX YCTPOUCTB; MUCHbMEHHBIE 3aJlaHMsI O()OPMIISIIOTCS YBEIUYEHHBIM MIPU(TOM; 3K3aMeH
1 324€T MPOBOJATCS B YCTHOU (hOpME MIIH BBIMIOJIHSAIOTCS B MUCbMEHHOM (popMe Ha KOMIBIOTEPE.

® 111 TITyXUX M C1a00CHBIIAIINX : JIEKIIUH 0POPMIISIOTCS B BUJIE SJIEKTPOHHOTO JJOKYMEHTa, 00
MIPEIOCTABIIAETCS 3BYKOYCHJIMBAIOIIAs ammapaTypa WHIMBUIYaJbHOTO IOJIb30BAHUS; MUChMEHHBIE
3aJ]aHMs BBIMOJHAIOTCS HAa KOMIIBIOTEPE B NMHUCBMEHHOH (opme; dK3aMeH W 3a4€T MPOBOJSATCS B
MUCbMEHHON (hopMe Ha KOMIIBIOTEPE; BOZMOXKHO IPOBECHUE B OpPME TECTUPOBAHUS.

® ISl JIMI] C HApPYUICHUSMHU OINOPHO-ABUTaTEeNBbHOIO ammapaTa: JEKIUH O(OpMIISIOTCS B BUJE
AIIEKTPOHHOTO JOKYMEHTa, JOCTYHOIO C IIOMOIIBI0 KOMIBIOTEPA CO CIEHUATU3UPOBAHHBIM
IpOrpaMMHBIM ~ OOecrieueHHeM; IHUChbMEHHbIE 3a/laHUsl  BBIOJHSIOTCS Ha KOMIBIOTEpE CO
CHEIHATM3UPOBAHHBIM NPOTPAMMHBIM OOECIeUeHUEM; dK3aMeH U 3a4€T MPOBOASTCS B YCTHOU (hopme
WIN BBITIOJIHSIOTCS B MUCBbMEHHOM (hopMe Ha KOMIIbIOTEpE.

[Ipu HEOOXO0AMMOCTH MPEeayCMATPUBAETCS YBEIIMYEHHE BPEMEHU /171l IOArOTOBKU OTBETA.

[Tponierypa npoBeaeHHs MPOMEKYTOUHOM aTTecTaluy Uil 00y4yaroIlUXCs yCTaHABJIMBAETCS C
y4€TOM UX MHJIUBUIYAJIbHBIX MCUXO(HU3NUECKX 0coOeHHOCTeH. [IpoMexyTouHas aTrectalus MOXKET
IIPOBOAMTHCS B HECKOJIBKO JTaIlOB.

[Ipu mnpoBeneHuMu NpPOIEAYpbl OLEHUBAHUS pPE3YJIbTAaTOB OOYy4YEHHS IpeaycMaTpuBaeTcs
UCMOJIb30BaHUE TEXHUYECKHX CPEICTB, HEOOXOIUMBIX B CBSI3U C MHAMBHIYaJbHBIMH OCOOCHHOCTSMU
oOydJarmuxcsi. OTH CpeAcTBa MOTYT ObITb HIPEJOCTAaBIEHbl YHHUBEPCUTETOM, WJIM MOTYT
HCTIOJIb30BAThCSl COOCTBEHHBIE TEXHUUYECKHE CPEJICTBA.

[IpoBenenue npoueaypbl OLIEHUBAHUS PE3yJIbTaTOB OOYyUEHHUS JOIYCKAETCs C MCIOJb30BaHUEM
JUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTHH.

ObecnieunBaeTcss 1OCTYNl K HWHGOPMAIMOHHBIM M OuOIMOrpaguueckuM pecypcam B CETH
WuTepHeT 1 Kaxkoro odydaromierocs B popMax, alaiTUPOBAHHBIX K OTPaHUYEHUSM UX 370POBbS U
BOCHPUATHS UH(POPMALIUU:

® s clenblX M craboBUIALIMX: B IMeYaTHOW (opMe yBETUYEHHBIM HIpUPTOM, B (dopme
AJIEKTPOHHOTO IOKYMEHTA, B (hopme ayauodaiina.

® JUIs TIYXUX U caa0oCbIIIaluX: B IeyaTHol popme, B popMe 3IIeKTPOHHOTO TOKYMEHTA.

® st 00yYaIOMIMXCsl ¢ HAPYIISHUSIMA OTIOPHO-JIBUTATEILHOTO armnapaTa: B rme4atHoi (opme, B
(bopMe 3MEeKTPOHHOTO JOKYMEHTa, B (hopMe ayauodaiina.

Y4eOHble ayIUTOpUU ANl BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENBHON paboOThl, HaydyHas
OubsmoTeKa ¥ MHBIE TOMEIICHUS [Tl 00yYEHUS OCHAIIIEHBI CIIEIIHATILHBIM 000PY/I0BaHUEM U YIEOHBIMU
MECTaMH ¢ TEXHUYECKUMHU CPEJICTBAMU O0yUEHUSI:

® IS CHENbIX U CIA0OBUISAIIMX: YCTPOMCTBOM JUIsl CKAHUPOBAHUS U YTEHUs ¢ kamepoil SARA
CE; nucnineem bpaiinsg PAC Mate 20; npuntepom bpaitng EmBraille ViewPlus;

® ISl TAYXUX W CIHA0OCIBINIANIMX: ABTOMAaTU3UPOBAHHBIM pPabOUYMM MECTOM I JIIOACH C
HapyIICHUEM CIyXa U cIab0CHbIIANNX; aKyCTUYECKHI YCUIIUTENb U KOJIOHKH,

® il OOy4YaroIIMXCSl C HapyLIEHUSMU OINOPHO-ABUIATEIBHOIO armapara: IepeaABHKHBIMHU,
perynupyeMbiMu dproHomudeckumu napramu CH-1; KOMIBbIOTEpHON TEXHUKOH CO CHEIHMAbHBIM
POTPaMMHBIM 00€CTICUeHHEM.

9. MeToanueckne MaTepHaJibl

9.1 Ilnanbl ceMMHAPCKUX 3aHATHI
[1naHbl CEeMMHAPCKUX 3aHATHUH 110 AUCHUIUIMHE «DJIEKTPOHHBIE apXuBbl. U, 1»
Tema 1. Ponb 351€KTPOHHBIX JOKYMEHTOB B COBPEMEHHOM Mupe. [ToHsATHE 2IEKTPOHHOIO JOKYMEHTA.
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Bormpocsl k 3aHATHIO:

1) [ToHsATHE 31MEKTPOHHOIO TOKYMEHTA, JOKYMEHTA Ha MAIIMHHOM HOCUTEJIEH, B
3akoHogarenbcTBe, [ OCTAX o nnpopmaTuke, apxUBHOMY A€y, H3/1aTEIbCKOMY JAETy.
2) Crneunguka 371eKTpOHHBIX TOKYMEHTOB KaK 00BbEKTOB apXUBHOI'O XpaHEHHUSI.

3) Jluckyccun o ctaTyce 3JIEKTPOHHBIX IOKYMEHTOB B JOKYMEHTOBEICHUN.

Tema 2. [IpaBoBoOIi CTaTycC JIEKTPOHHOIO B HAIIIEH CTpaHE U 332 PyOeKOM.

1) PernamenTanus 10puaInYeCcKOi CHUIIbI AIIEKTPOHHOTO JOKYMEHTa B MEKyHapOIHOM TOPrOBOM
npaBe. Monenbsublie 3akonsl FKOHCUTPAJL

2) DNEKTPOHHOE MPaBUTENIbCTBO U pErjlaMeHTALMsI FOPUINUECKON CHIIbI 3JIEKTPOHHOTO
JIOKyMEHTA.

3) Hupextua EC 00 31eKTpoHHBIX HIUPPOBBIX NOATUCIX U 3aKOH PO «O6 DLIT».

4) PernamenTtanus ropuandeckoi cuisl J/1 B Halel crpaHe.

5) ABTOpPCKOE ITPABO U UHTEPHET.

6) ABTOpCKHE ITpaBa Ha dJIEKTPOHHBIE JOKYMEHTHI.

Tema 3. Bxox/ieHre JOKYMEHTOB, CO3aHHBIX CPEICTBAMH JIEKTPOHHO-BBIYUCIUTENbHON TEXHUKH U
MMEIOIINX MOJUTHYECKOE, HAYIHOE, ICTOPUIECKOE U COMANBHO-KYJIBTYPHOE 3HAYEHUE B COCTAB
ApxusHoro ¢onga PO.

1) Crneuunduka «TpaguMoHHbIX» KputepueB DLIJ[ 21eKTpOHHBIX TOKYMEHTOB.

2) Kpurepuii crenenu arperupoBaHHocTd uHGpopmanuu /1.

4) Texnonornueckue kpurepuu L D/1.

5) [lepenaya 3nEKTPOHHBIX JOKYMEHTOB HAa XpAaHEHUE B ApXUB OPraHU3alliU, TOCYJapCTBEHHBIN U

MYHI/IIII/IHaHI)HBII\/’I APXUB: IOPAOOK U IMpoucaypa CoriiaCHO HOpMaTUBHO-METOAUYCCKHUM TOKYMCHTAM.

Tema 4. OnbIT roCyJapCTBEHHBIX U BEJIOMCTBEHHBIX apXUBOB 110 0TOOPY, MPUEMY, XPAHEHUIO U
UCIIOJIb30BAHUIO 3JIEKTPOHHBIX JJOKYMEHTOB B HAlICH CTPAHE.

1) Buzbl apXuBOB 3JEKTPOHHBIX JOKYMEHTOB.
2) CTpyKTypa 1 OpraHu3alys apXuBa 3JIeKTPOHHBIX TOKYMEHTOB.
3) AHanu3 coctaBa ¥ NPUHIUIIOB KOMITJIEKTOBaHUS CETEBBIX apXHBOB.

Tema 5. 3apyOe:KHbII OIBIT [0 CO3JAHUIO APXUBOB 3JIEKTPOHHBIX JOKYMEHTOB.

1) Hcropust apxuBOB MaIIMHOYUTAEMBIX JTAHHBIX B HAIIeH CTpaHEe U 3a PyOeKoM.
2) CocraB TOKyMEHTOB apXHWBOB MAIIMHOYUTAEMBIX JaHHBIX.
3) OcHoBHbIE HaMpaBIEHUS IEATETHLHOCTH APXHUBOB MAITUHOYUTAEMBIX TAHHBIX.

9.2 MeTroan4yeckue peKOMEHAAIMH N0 MOAr0TOBKE MUCbMEHHBIX padoT

[TucemenHbIe pabOTHI (pedeparhl, PELEH3UH) TMPOSBISIOT KaK TEOPETHUYECKHE 3HAHUA, TaK U
MPaKTUYECKH HABBIKM CTYACHTOB. Teopusi mojapa3yMeBaeT 3HAKOMCTBO C TMOHATUSIMH «IOKYMEHTY,
«UCTOPUYECKUN HCTOUHUKY», <«JIOKyMEHTalbHAasi MyONUKAlUS» U JAp. U HUX KIACCUPUKALUIMU.
[IpakTrueckre HABBIKM 3aKJIIOYAIOTCS TAK)K€ B yYMEHUHU TOJTOTOBUTH HA TMPAKTUKE, B KAa4YECTBE
OPUIOKEHUsT K paboTe, MOKyMEHTAIbHYIO MyOJIMKAIMI0, OLEHUTh M MPOAHATU3UPOBATH YKe
MMEIOIIHMECS U3aHMs, a TAKKE TPAMOTHO M3JIOKUTh PE3YJIbTaThl CBOMX HAOJIOJCHUI B COOTBETCTBUU
Cc mpaBuamMu 0(hopMIICHHS KBaTU(PUKAMOHHBIX PaboT.

[Ipu BBIOOpE TEMBI HCCIENOBAaHMS, a TaKKe NpeIMeTa M O00bEeKTa H3Y4YeHUs CIIEeIyeT
OpUEHTUPOBATHCS HA YK€ MMEIOIIUICS B 3TOM Jefie ombIT. PaboThl mo apxeorpaduu MOryT OBITH
MOCBSIIICHBI BONPOCAaM TEOPHUU, MCTOPUU WM METOAMKH apxeorpaduu. TeopeTHYecKhe acIeKThI
CBSI3aHbI, KaK NpPaBUJIO, C TpaHHUIAMHM apxeorpaduu Kak HAy4YHOH ITUCIMIUIMHBL, €€ 3aJadyaMu U
COOTHOIICHUEM C IPYTUMH TUCUUILUIMHAMU U HAIIPABICHUSMH.
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Hctopus apxeorpaguu BKIIOYACT aHAJIM3 W3JAaHUNA HCTOYHHMKOB OMNpPEJCNICHHBIX BHJIOB WIH
AMOX, WIM HUCTOYHUKOB, OOBEIMHEHHBIX TeMaTHYeCKU. BO3MOXXHO Takke pacCMOTpEeHHE BKJaJa B
apxeorpaguio OTeIbHO B3STOTO JIMIA UIIH YUPEKICHHUS.

MeTtonnyeckue acreKThl MOJpa3syMEBaIOT H3Y4YEeHHsI OTAEIbHBIX 3TaloB apxeorpaduueckoit
paloThl, TaKuX, HalpuUMep, Kak Iepeaada TeKCTa MCTOYHMKOB MJIM BBIOOp TecTa I IMyOJIMKaIluH.
[IpoGnembl, CBsI3aHHBIE C COAEPKAHMEM pPACCMATPUBAEMBIX H3AAHUNA (TO €CTh OMyOJIMKOBAHHBIX
HCTOYHHKOB), TaKXK€ MOTY COCTaBJATh MpeaMeT i u3yueHus. B onHOW BbIMycKHOW paboTe Ha
MIPAKTHKE BO3MOKHO COYETaHHE CPa3y HECKOJIBKUX MOJIXO0I0B.

XPpOHOJOTHYECKHE M TeMaTH4YeCKHe TPaHMIbl IpU BBIOOpPE TeMbl paboThl MO apxeorpaduun
JIOCTaTOYHO IIHUPOKH, YTO TMO3BOJSET JOCTATOYHO JIETKO MPUOIU3UTh HMX K HAyYHBIM HHTEpecam
CTYJEHTA.

[Ipn wHanucanuu paOOTHl BHauaje, KaK [paBWJIO, CTYJIEHT Ha OCHOBaHHUH CBOETO
NEPBOHAYAIIBHOTO 3HAKOMCTBAa C HMCTOYHMKAMU M JIMTEPATypOd M IMpH KOHCYJIbTAIMM C HAyYHBIM
PYKOBOAMTEIIEM OMpEaeseT OOIIyI0 HCCICAOBATEIbCKYI0 MPOOJIeMy, PEIICHUI0 KOTOpoil Oymer
MOCBAIIEHA €ro pabora. B TekcTe 3aKOHYEHHOTO UCCIIEIOBAHUS 3Ta MpobaemMa JoDKHA ObITh BUIHA U3
Ha3BaHUs paboOTHI, e¢ O0BEKTa W TpeaMerta. (s yTOUYHEHHs HalpaBiCHUS NaJbHEHITUX JCHUCTBUMN
CTYAEHTY CJIEyEeT, C yUeTOM BBIOPAaHHOI'O T'€HEPATILHOI0 MyTH, 00Jiee OCHOBATEIbHO O3HAKOMUTHCS C
UCTOYHUKAMU M JUTEPaTypol MO MHTEPECYIOIIMM ero mnpobiemam. Pe3yiabTaTom 3TOro 3HaKOMCTBA
ABIISICTCS COCTABJICHHE CTYAEHTOM IIJaHa paboThl W IPEIBAapUTENBHOTO BapuUaHTa CIIHMCKa
WCTIOJIB30BAaHHBIX MCTOYHUKOB WM JIUTEpaTypbl. M IUIaH, W CIHCOK COTJIACOBBIBAIOTCS C HAyYHBIM
pykoBonuTenem. JlanbHele AeHCTBUS CTyICHTa 3aKI04al0TCsl B PEILIEHUH TOCTaBICHHBIX UM 3a/1a4.
[Tpu 3TOM HEOOXOAMMO YUHUTHIBATH CIICAYIONINE MOMEHTHI.

JIrobasi mucbMeHHast paboTa MMeEeT OINpEeNeeHHBIH COCTaB: TUTYJbHBIN JIUCT, OIJIaBJICHHUE,

BBEJICHHE, TJIaBbI, 3aKJIIOUYCHUE, CIHCOK HCIIOJIb30BAaHHBIX MCTOUYHUKOB W JIUTEPATYPbI, TPUIOKCHUS
(BO3MOKHBI).
Kaxnas cocraBHas 4acTh pabOThl UMEET CBOIO CTPYKTYPY M CTPOMTCS B COOTBETCTBMU C HAy4YHOM
JOTUKOH M (QopManbHBIMU TpeOoBaHUAMHU K odopmieHuto pador. Haubomnee crporo cobmomarorcs
TpaJMLIMY HAIlMCaHUS BBEJIEHUS, KOTOPOE TPAAUIIMOHHO MMEET CIEAYIOIIUE pa3felibl: aKTyaJlbHOCTb
TEMbl HCCIIEZIOBAaHMs, HMCTOYHHMKHM HCCeloBaHUs, HUcTopuorpadusa. Paccmorpenue storo 0Oioka
BBEJICHUS ompezenseT o0beKT, MpeaMeT, e U 3ajaun paboThl, a TakkKe METOAbl MCCIEIOBaHMUs,
HAY4YHYIO HOBU3HY M CTPYKTYpy paboThl. [lopsaok pazesnoB B HEKOTOPBIX CIydyasX MOXKET MEHSAThCS,
HO WX Hanmu4yue oO0s3aTeNbHO BO BBEACHWM K pabote. Ilpm M3IM0KEHWH pe3yIbTaTOB CBOETO
UCCIIEIOBAaHMSI CTY/ICHT JOJDKEH BJIaJeTh HEOOXOJUMOM KyJIbTYpOl LIUTUPOBAHUS, KOTOPast TO3BOJISIET
CTPOTO OTHENATH BBIBOJBI aBTOpa OT HAOMIOACHWN W (DaKTOB, 3aUKCHPOBAHHBIX B HUCTOYHHKAX M
nutepatype. TOIbKO TaKOW MOAXOJ MO3BOJISIET BIOJHE OICHUTHh CTETEHb HOBHU3HBI U 3HAUMMOCTH
pabotbl. B 3akmouennu k paboTte B 1eoM (a Takke B 3aBEpIIAIONINX a03arax B KOHIIE IJ1aB) JOJKHBI
OBITh IPUBENICHBI BHIBOJIBI, K KOTOPHIM CTYACHT IMPHILET B pe3yIbTaTe MPOBeIeHHON paboThl. BEIBOABI
JIOJDKHBI OBITH apTyMEHTUPOBAHBEI.
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