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1. [HosicHUTEAbLHAA 3aAMNCKA

1.1. lean u 3agau JAUCHUILIHHDI
Lenv oucyuniunvl — M3ydeHUE METOIUUECKUX U TEXHOJIOTUUECKUX OCHOB TIEPEBOJIa APXUBHBIX
JIOKYMEHTOB Ha TPAJAUIIMOHHBIX HOCUTEINAX B MU(PPOBYIO GOpMY, CO3TAHHSI U IKCILTyaTaIl[UU apXHUBOB
o1 pOBaHHBIX JOKYMEHTOB M JIEKTPOHHBIX HH(POPMAIITMOHHBIX PECYPCOB.

3adauu oucyuniunbl:

1) cdopmupoBath npeacTaBiIeHne 00 OCHOBHBIX HAIPABICHUAX UCIIOIb30BAHUS TEXHOJIOTHH
OLM(PPOBaHUS B ApXUBHOM JIEJIE;

2) U3y4uTh OCHOBHBIE IIPUHIIMIIBI CO3AAHUS M IKCIUTyaTallud apXHUBOB OLU(PPOBAHHBIX JOKYMEHTOB;
3) chopMupoBaTh MpeacTaBiIeHHE 00 OCHOBHBIX IPUHIIMIIAX M TEXHOJOTUSAX OLU(PPOBKH TOKYMEHTOB;
4) n3yuuTh (PyHKIIMOHAIBHBIE U IPOU3BOACTBEHHBIE BO3MOKHOCTH CKaHHPYIOLIETO 000PY10BaHMS;

5) Aathb npencTaBiIeHUs O POJIM CIIEUANINCTA JOKYMEHTOBEIa-apXUBUCTA B POEKTaX MO CO3JaHUI0
MH(POPMALIMOHHBIX PECYpPCOB Ha OCHOBE OLM(POBAHHBIX JOKYMEHTOB;

6) maTh MPEICTABJICHHUE O CO3JaHUU U MyOauKanuu B MIHTEpHETE MOTHOTEKCTOBBIX 0a3 JaHHBIX,
CO3/1aHUH BUPTYAJIbHBIX BHICTABOK B INIOOAIBHOM CeTH;

7) chopMupOBaTh MpecTaBICHHE 00 OCHOBHBIX HAIIPABIICHUAX LIU(PPOBOM pecTaBpalluu JOKYMEHTOB.

1.2. [lepevyenb NIaHUPYEMBIX Pe3yJIbTATOB 00YUYEeHUSs MO TUCHUILINHE, COOTHECEHHBIX €
HHIMKATOPAMU JA0CTHKEHUS KOMIIeTeHIU

Komnerenuus Nupukatopsl Pe3yabTaThl 00yuenus
(Kol 1 HAMMEHOBAHUE) KOMITeTeHI U

(xom u

HAaMMEHOBAHMNC)
[TK-4 Crioco6HOCTb I1K-4.2 Cniocoben 3HaTBh - OCHOBHBIE HAIIPaBJICHUs IPUMEHEHMUS
CO3/1aBaTh U BECTH aHAITM3UPOBATh TEXHOJIOTHH OIIM(PPOBAHUS B ApXUBHOM JIEIIE;
CHUCTEMBI CUTYallMIO HA PhIHKE | - HOPMaTUBHO-METOIUUECKYIO 0a3y cO3AaHus
JOKYMEHTAITHOHHOTO WH(POPMAIIMOHHBIX apXWBOB ONM(POBAHHBIX JOKYMEHTOB H

o0ecrieyeHus ynpaBiIeHUs
U apXUBHOTO Jieja Ha 6a3ze

MIPOAYKTOB U yCIyT,
JaBaTh SKCIEPTHYIO

(hopMHUpPOBaHHUS AIIEKTPOHHBIX HHPOPMAIIMOHHBIX
pecypcos;

HOBEHILNX TEXHOJIOTUI OLIEHKY YMerb ¢GopMHpOBaTH TPEOOBAHUS K APXUBY
COBPEMEHHBIM OLIM(PPOBAHHBIX TOKYMEHTOB U 3JIEKTPOHHOMY
CHUCTEMaM MH(POPMALIMOHHOMY PECYpCy U OTPaXkaTh U UX B
JIEKTPOHHOTO TEXHUYECKOM 33JaHUU
JIOKyMeHTooOopoTa | Buiamers MeTogamMu oOpraHu3aluu —Ipoliecca
U BEJCHUS olM(ppoBaHUS APXUBHBIX TOKYMEHTOB.
AJIEKTPOHHOIO
apxuBa

[IK- 4.3. O6namaer
HaBBIKAMH 10

3HAaTh - OCHOBHEIE IMIPUHIMUIIEI, 3TAallbl W
TCXHOJIOTMH OI_II/I(prBKI/I JAOKYMCHTOB;

BHEAPEHUIO - OCHOBHBIE TPUHIIUIIBI, 3TANbl W TEXHOJIOTUH
CHUCTEMBI o pOBKU JOKYMEHTOB;
3JIEKTPOHHOTO - (pyHKIIMOHAIBHBIC U TTPOU3BOACTBEHHBIX

apxXuBa OpraHu3alin

XapaKTePUCTHKU CKAHHPYIOIIETO
o0opyI0BaHus;

- pONb apXHMBHCTA B MPOEKTAX MO

oI (pPOBBIBAHHIO CO3JITAHUIO KOMILICKCOB
APXUBHBIX JOKYMEHTOB M JIEKTPOHHBIX




MH(POPMAIIMOHHBIX PECYpPCOB HA UX OCHOBE;

- OCHOBBI TEXHOJIOTUH LIU(POBOI pecTaBpaliu
rpadUueCKuX, TEKCTOBBIX U ayJAHOBU3YaTbHBIX
apXUBHBIX JOKYMEHTOB;

- HanboJiee 3HAYMMBIE MEXKTyHAPOIHBIC TPOCKTHI
1o o POBAHUIO KOMITJIEKCOB apXUBHBIX
JOKYMEHTOB C Pa3JIMYHBIMHU LETISMU;

- HanboJjiee 3HaYUMBbIE YJICKTPOHHBIC Ty OIMKAIIUN
o pOBaHHBIX APXUBHBIX TOKYMEHTOB U
MOJIHOTEKCTOBBIE 0a3bl JAHHBIX, CO3/1aHHbIE
OTECUYECTBEHHBIMHU apXUBAMHU.

YMeTb- OCyIIECTBIATh MPOSKTUPOBAHUE U ITOUCK
nH(pOpMaIIMY B TOTHOTEKCTOBBIX 0a3axX JaHHBIX;
MIPUMEHSITh Ha IPAKTHKE TEXHUUYECKOE U
porpaMMHoOe obecrieueHne, HeoOX0IMMOoe s
oln(poBaHUs TOKYMEHTOB Ha Pa3InYHbIX
HOCHUTEJIAX

- co3JaBaTh CTPaxoBoil GOHI U POH/
MOJIb30BAHUS MTyTEM OIIU(PPOBAHUS JOKYMEHTOB;
- OpraHM30BaTh JOJITOBPEMEHHOE XpaHEHHUE U
ayTeHTU(UKAIUIO KOMITJIEKCOB OLM()POBAHHBIX
JOKYMEHTOB B COOTBETCTBHHU C OTCUECTBECHHBIMU
1 3apyOeKHBIMU CTaHJAPTaMU U IPYTUMHU
HOPMATUBHBIMH JIOKYMEHTaMHU;

- TOTOBUTH JIEKTPOHHBIE MyOIUKALIUN
onn(ppoOBaHHBIX JOKYMEHTOB;

Baagernb

- HaBBIKAMH JJOKYMEHTHUPOBAHUS TPEOOBAHMH K
ANEKTPOHHBIM apXUBaM U 3JIEKTPOHHBIM
MH(OPMALIMOHHBIM PECypcaM;

- HaBBIKaMHU PabOTHI CO CKAHUPYIOIIUM
000pYIOBaHUEM U IPUKIIAJHBIM ITPOTPAMMHBIM
obecrieyeHneM B cepe npaBiieHUsS
CKaHMPOBAHUEM M ONITUYECKOTO PAaCTIO3HABAHUS
CHMBOJIOB.

1.3. MecTo mucuMnJIMHbI B CTPYKTYpe 00pa3oBaTeIbHOM NPOrpaMMbl

Huctunnuna «Co3faHue 1 dKCIUTyaTalus apXuBOB OIU(MPOBAHHBIX JTOKYMEHTOB» OTHOCUTCS K YacCTH
0JI0Ka TUCIUIIINH yu4eOHOTO TuTaHa, popMUpYEeMOl yIaCTHHKAMU 00pa30BaTEeIbHBIX OTHOIIICHUH.

JLi1st oCBOCHMSI TUCITUTUIMHBI HEOOXOIMMBI 3HAHUSI, YMEHUS U BIIaJeHUsI, C(HOPMUPOBAHHBIE B XO/I€
M3Y4YeHUs CIACAYIOMMX JUCIUTUTIMH U MPOXOXKICHUS IPAKTUK: « ApXUBOBeneHney», « MHpopManmoHHbIe
TEXHOJOTUI», « OpraHu3anus U TEXHOIOTHs IOKyMEHTAIMOHHOTO 00eCTIeYeHHsI YIIPABICHUS.

B pesynbraTe 0CBOGHUS TUCLMITIIMHBI (OPMUPYIOTCS 3HAHUS, YMEHHS U BIIaJICHUS, HEOOXOUMBIE JUIS
M3YYEHHUS CIeAYIOUINX AUCIUILINH U MPOXOXKICHUS MPAKTUK: «Apxeorpadus», «CeTeBbie
TEXHOJIOTUH B apXUBHOM JIeJIe», Hay4YHO-UCCIIeI0BATeNbCKas paboTa, IpeAUIUIOMHAs TPAKTHKA.

2. CTpyKTypa IMCOHMIIIMHbBI
O6mast TpyA0EMKOCTh TUCIMIUIMHBI COCTABISIET 3 3.€., 108 akageMuyecKkux 4acos.



CTpyKTypa IMCUMIIIMHBI JIS 04HOiI GopMbI 00yUeHMsI

OO0bvemM jaucuUMIUHBL B (popMe KOHTAKTHOM paboThl 0OydaromMXCsl C MeJarorm4ecKuMu
paboTHUKaMU M (WJIM) JHUIAMH, TPUBIEKaEMbIMH K peaju3aluu 00pa3oBaTelIbHON MpOrpamMmbl Ha
MHBIX YCIOBHSIX, TP MIPOBEACHNN YUEOHBIX 3aHATUI:

Cemectp | Tun ydeOHBIX 3aHATHI KonuuectBo
4acoB
5 Jlexuuu 24
5 CeMuHApHI/1a00paTOPHBIE PAOOTHI 36
Bcero: 60

O6beM AUCUMILTUHBL B (hOpME CaMOCTOSATENbHON pabOThI 00YUAIOIINXCS COCTaBsAeT 48
aKaJIeMUYECKHX YacoB.

CrpyKTypa IMCOMIIMHBI JJIs1 04HO-32049HOI (pOPMBI 00yUeHHS

O0bemM aucHUIIIUHBL B (OpME KOHTAaKTHOW pPAOOTBI OOydYaromuxcsi ¢ TMeAarormuecKuMu
paOoTHUKaMu W (WJIM) JMLAMH, NPUBJIEKAaeMbIMM K pealu3alii o0pa30BaTeNbHON MporpaMMbl Ha
WHBIX YCIIOBHSIX, IIPH MTPOBEACHNN YICOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuecTBo
4acoB
6 Jlexn 14
6 CeMuHaph1/1a00paTOPHBIE PAOOTHI 20
Bcero: 34

O0BeM TUCIUIUIMHBI B (hOpME CaMOCTOATEIbHON Pab0ThI 00YYAIIIHUXCS COCTaBsAET 74
aKaJeMHYECKHX Jaca.

CTpyKTypa IMcUMIIMHBI 1JIs1 3204HOH GopMbl 00yUeHus:

OO0pvemM aucuumIuHBI B (popMe KOHTAKTHOM paboThl OOydaromMXcsl C MeJarorn4ecKuMu
paboTHMKaMu W (WJIM) JMIAMH, NPUBJIEKAEMBIMH K peanu3alii 00pa30BaTeNbHOW MpOrpaMMbl Ha
UHBIX YCIOBUSIX, TP ITPOBEACHNHU YUEOHBIX 3aHATUI:

Cemectp | Tun yueOHBIX 3aHATHI KonuuectBo
4acoB
5 Jlekuuu 12
5 CemMuHApHI/T1a00paTOPHBIC PAOOTHI 16
Bcero: 28

O0beM TUCHMIUIMHBI B (hOpMe CaMOCTOATEIbHON paboThl 00yvaromuxcs cocraniusieT 80
aKaJIeMHYECKUX YacOB.

3. Coaepxanue IMCUUNIHMHBI

Ne HaumenoBanue Coneprxanue
pasaena
AMCHMILINHBI
1 1.BBenenue. [Ipenmer, nenb u 3a1aun Kypca. ICTOUHUKH U JIATEpaTypa

10 Kypcy. B3auMOCBsA3b IUCHUIUIMHEI C
JIOKYMEHTOBEJCHUEM, apXUBOBEACHUEM, HHPOPMATUKOIA,
aApXUBHBIM IIPaBOM U JPYTMMH HAYYHBIMM JUCLUILIMHAMM.




OCHOBHBIE TEPMUHBI U IOHATHUS Kypca: 3JEKTPOHHBIN
JTOKYMEHT, 3JICKTPOHHBIH apXuB, HH(HOPMAIIHOHHBIE
pECYpPCHI, NIEKTPOHHBIC HH(POPMAIIMOHHBIC PECYPCHI,
onu(ppoBaHue, TOJTHOTEKCTOBAs 0a3a JaHHBIX H T.JI.
3HAYUMOCTE U AKTYAJIbHOCTb U3YUCHUC TCXHOJIOI'MU
onn(ppoBaHUs KaK MEPCIIEKTUBHOTO HATIPABJICHUS
nH(pOpMAaTU3AIUN APXUBHOTO JIe]la Ha COBPEMEHHOM JTare.
Ponb BeImyckHUKa (OakanaBpa, JOKyMEHTOBE/1a-
apXMBHCTA) B IPOCKTAX CO3JaHUS aPXUBOB OIM(POBAHHBIX
JOKYMEHTOB M JJICKTPOHHBIX WH(MOPMAIIMOHHBIX PECYPCOB.

1. OcHOBBI
TEXHOJIOTHH
ouu(ppoBaHusl.
Crnenuduka
onudpoBaHUI
ApPXUBHBIX
JIOKYMEHTOB.

1.1. HopmaruBHas
6a3a paboThI MO
oM poBaHUIO JTOKY-
MEHTOB

3aKOHBI 1 HOPMAaTUBHBIE aKTHI 00 HH(OpMAIHIH,
MH(GOPMALIMOHHBIX TEXHOJOTHUSX, 3alUTe UH(POpMALINH,
AIEKTPOHHON ITUPPOBOI MOAMKMCH; MK IYHAPOIHBIC U
roCy/apCTBEHHbIC CTaHIAPThI; MPaBUiIa
PEKOMEHIaTENbHOIO XapaKTepa; KOJEKChl IIOBEICHUS U
ATHUKU; OOIIECTBEHHBIE OXKHUIAHUA.

DJEeKTPOHHBIE apXUBHI B TOCYJapCTBEHHON CTpaTerun
nBuxeHust Poccum k mHGOpMaIMOHHOMY OOIIIECTBY B
Poccun. @enepanpHble 1eNIeBbIe IPOrpaMMBbl U IIPOEKTHI
onndpoBaHUsI KOMILIEKCOB JOKYMEHTOB. Pa3BuTue
AJIEKTPOHHBIX apXUBOB B HAIlIEH CTpaHE U 3a PyOEKOM.
TexHUYeCKHUEe HOPMBI U METOUYECKHE pa3paboOTKH.
OcHOBHBIE HCTOYHHUKH TexHUYecknx HopM. Cdepa
PETYIMPOBAHUS U CTATYyC TEXHUYECKUX HOPM.
OTnuuuTenbHasi 0COOEHHOCTh TEXHUYECKUX

HOPM U HEOOXOAMMOCTH MX coOmoaeHus. Micnons3oBanue
TEXHUYECKUX HOPM IpU (POPMHUPOBAHUHU TPEOOBAHHI K
AIIEKTPOHHOMY apXHBY. BO3MOKHBIE MTOCIENCTBUS
HECOOJTIOJICHNSI TEXHUYECKUX TPeOOBAaHUH MPH CO3AAHNU H
YIPaBIECHUU JIEKTPOHHBIM aPXHBOM.

OrtpacneBbie HOpMBI. MeTorueckue pa3padoTKu
3apyOexHbIx apxuBoB (NARA) u oTedecTBEHHBIX apXUBOB
(PTAHT/, I'ATIO).

[IpoGiema OTCYTCTBUSI OTEYECTBEHHBIX CTAHAAPTOB 110
our(ppOBAHUIO APXUBHBIX TOKYMEHTOB C Pa3IMYHBIMHU
LEISIMH.

JlokasibHBIE HOPMATHUBHBIE aKThl OpraHu3auu. OCHOBHBIE
HCTOYHUKHU U cepa peryInpoBaHUs JOKAIbHBIX
HOPMAaTUBHO-IIPaBOBBIX aKTOB. OCOOEHHOCTH
KOPIOPATUBHBIX HOPM U CLIOCOOBI MX 3aKpPEILICHHUS.
IOpuauueckuii ctaTyc BHyTPEHHUX HOPMaTUBHBIX
JOKYMEHTOB opranuzanuu. Onpeaenenrue KoprnopaTuBHbBIX
HOPM, BCTYIAOLIMX B IPOTUBOPEUUE C IPABOBBIMU,
TEXHUYECKUMU HOPMaMH, U METO/IbI pa3pelIeHHs] STUX
npoTuBopeunid. Icnosib30BaHUE OTPACIIEBBIX U
KOPIOPATUBHBIX HOPM TIPH (HOPMHUPOBAHUH TPEOOBAHUH K
AJIEKTPOHHOMY apXMBY.

1.2.9nexTpoHHbIE
UH(POPMALIMOHHBIE
pecypceol (OUP).

Haznauenne DUP. Lenu u 3amaun cozganus DUP.
[Tpumepsr npumenenust VP B pa3nudHbIX 001acTsIX
NeATeNIbHOCTH. JTanbl co3aanus DUP. [Tpuniumne:
dbopmupoBanus TpeboBanuii kK SUP. dopmupoBanue
TpedoBanuii kK DMP ¢ yueToM UX Ha3HAYEHHS U




IIPAKTUYECKOI0 MPUMEHEHNUS: HAallOJIHEHUE 0a3 TaHHBIX
MH(POPMALMOHHBIX CUCTEM; OpraHu3alus XpaHeHUs U
IIOMCKa 110 3aJJaHHBIM IIPU3HAKAM 3JIEKTPOHHBIX KOIUI
OyMaKHBIX JOKYMEHTOB; IIPOBE/ICHUE HAyYHBIX
UCCIICIOBAaHHI HAa OCHOBE OyMa)KHBIX HH(OPMAIIMOHHBIX
pECypcoB U T.JI.

OcHoBHble ucTOUHUKU DUMP 1 1X 0cOOEHHOCTH, KOTOpBIE
YUYUTBIBatOTCs Npu hopmupoBannu DUP: Tpaguiimonasie
UCTOYHUKHU (OyMaXKHBIE JTOKYMEHTBI, MUKPO(HIIH U TIp.),
3JIEKTPOHHBIE UCTOUHUKY (0a3bl JAHHBIX, JOKYMEHTbI
0(hHCHBIX MPUIOKEHUHN U TIP.).

1.3.Opranuzanus
paboThl 1O
CKaHMPOBAaHUIO
JIOKYMEHTATBHBIX
MaTepHaIoB.

OcHoBHbI€ 3Talbl, Henu U 3agaun. OcoO0eHHOCTH
BBITIOJIHEHHS pabO0T M0 CKAHUPOBAHMIO: YIIPABJICHUE U
KOHTPOJIb paboT; NOAroToBKa UCTOYHUKOB DUP K
CKaHMPOBAHMUIO; CKAHUPOBAHKE U pab0Ta C HCTOUHUKAMHU
OUP; npencraBieHue pe3ybTaTOB CKAHUPOBAHUSI.
CkaHnepsbl, CeMaIn3UPOBAHHOE ITPOrPAMMHOE
o0ecreYeHne ¥ OCHOBHBIC METO/IbI CKAHUPOBAHMSIL.
Pa3zHoBHIIHOCTH CKaHEPOB (IOKYMEHTHEIE, TUTaHETapHBIE
CKaHEphI; KOMIUIEKCHI BEICOKOKAYEeCTBEHHOTO
ckaHupoBaHus). MIx HazHaueHHE U QYyHKITMOHATILHBIC
BO3MOYKHOCTH.

OCHOBBI TEXHUKHU 0€30MaCHOCTH MpHU paboTe co
CKaHepaMH.

®opma npeacTaBiIeHus: OUU(POBAHHBIX JOKYMEHTOB.
OOpabOoTKH NEKTPOHHBIX KOMHUI TOKYMEHTOB 110
3aJJaHHBIM yclIoBUsAM. TpeboBaHus K COOTIOCHUIO
KadecTBa 00pabOTKH JEKTPOHHBIX 00Pa30B.

OCHOBHBIE XapaKTEPUCTUKN MaTEPHAIBLHBIX HOCUTEINICH
WH(POPMAIINH, YIUTHIBAEMBIX IPH MPOBEICHUN pabOT 110
CKaHMPOBAHUIO: KOJIMYECTBO, (hu3ndecKast COXpaHHOCTb,
pa3mepsl U 1ip. Pabouee MecTo oreparopa CKAaHUPOBAHHUSI.

1.4. Onucanue u
WHJICKCUPOBaHHE
o poBaHHBIX
JIOKYMEHTOB.

OOmrre TpeboBaHUS K HHISCKCUPOBAHUIO PEKBU3UTOB
JOKYMEHTOB B COCTaBe 3JIEKTPOHHOTO HH(POPMAITHOHHOTO
pecypca. TexHonmorust uniekcupoBanusi. CTaHIapThI
OMHCaHUs JOKYMEHTOB. MeTaJlaHHbIe U UX 3HAUYECHUE TIPU
UHAEKCUpoBaHUU. THUIIbI METaJaHHBIX

2. OCHOBHBIC
HaIpaBJICHUS
IpUMEHEHUS
TEXHOJIOTHH
oun(ppoBaHus B
ApPXUBHOM JIeJIE.
2.1. Co3panue
ANEKTPOHHBIX
apXUBOB

OpraHU3alMi IyTeM

odpoBaHUs.

OcHoBHbI€ 11eNTH oU(POBAHUS KOMILIEKCOB apXUBHBIX
JOKYMEHTOB: CO3/IaHUE JJIEKTPOHHBIX apXUBOB
OpraHM3aIliH, TOJTHOTEKCTOBBIX 0a3 JaHHBIX, (hOHIA
MOJIb30BAHUS U CTPAXoOBOTo (POH/IA, DIIEKTPOHHAS
pecTaBpanus JOKYMEHTOB, ITyOIUKaIlMsl apXUBHBIX
JIOKYMEHTOB B 3JIEKTPOHHOU popme u ap.
DNEeKTPOHHBIN apXUB KaK HHTETPUPOBAHHBIN KOMIUIEKC
MIPOrPaMMHBIX U TEXHUYECKUX cpelcTB. OCHOBHOE
Ha3Ha4YeHHe U QYHKIUHU IEKTPOHHOTO apXUBa.
[IpenmyiiecTBa 3JEKTPOHHOTO apXUBa.

CocTaB 1OKyMEHTOB.

JKW3HEHHBIN UKII MPOEKTa MO CO3JAaHUIO AIEKTPOHHOIO
apxuBa myTeM olu(poBaHUS TPATUIIMOHHBIX JOKYMEHTOB.
Ponb apxuBHCTa B €ro peain3anum.

[IpennpoekTHOe 00CIeI0BaHNE ICTOBBIX MPOIIECCOB




opraHu3alnyvu B 4aCTHU CO3JaHHA U NCII0JIb30BAHUA
MH(GOPMaLIMOHHBIX PECYPCOB; MPOBEACHUE 00CIEeIOBaHUS
HMCTOYHUKOB JIEKTPOHHOTO MHPOPMAITMOHHOTO pecypca;
aHanu3 Ha3HaueHus OUP; nokymeHTHpOBaHUE Pe3yIbTaTOB
o0crenoBaHusl.

HopMaTtuBHbIe TOKYMEHTHI B 00JIaCTH YIIpaBICHUS
MIPOCKTaAMHU.

TpeOGoBaHus K TOKYMEHTHPOBaHHIO MpoeKkTa. TpeboBaHue
K COJICP’KaHMIO PA3/IeIIOB TEXHUYECKOTO 3a/IaHUsI Ha
CO3/IaHKE AIIEKTPOHHOTO apxuBa. PazpaboTka
TEXHUYECKOro 3a/1anus Ha co3aanue DVP Ha

olU(POBKU JOKYMEHTOB Ha TPAIUIIUOHHBIX HOCUTEISX.
CocraB U coiepKaHue TEXHUYECKOTO 3a/IaHus. DTarbl
pa3paboTKH.

IIpuMmepsl peanu3anny 3J1€KTPOHHBIX apXUBOB.
Cnenunanuzupoannoe 10 gt ux cozganus. CTpykrypa
QJICKTPOHHOT'O apXuBa. cDYHKI_II/IOHa.]'HJHI:Ie BO3MOXHOCTH
10JIb30BaTENeH B 3JIEKTPOHHOM apXUBE.

2.2 .I10MHOTEKCTOBEIE
0a3bl JaHHBIX.

Pa3zButHe CripaBOYHO-TTOMCKOBBIX CPEJICTB APXUBOB C
MOMOIIIbIO TexHoJIoruu onrdposanus. Co3nanue
WH(OPMAIMOHHO-TIOUCKOBBIX CUCTEM C BKJIFOUCHHUEM
oOpasa 1 TeKkcTa JoKyMeHTa. TexHoJoruueckue npooaemMsl
(BBIOOD pa3perienusi, popmara TaHHBIX, CKaTHE (HAHIIOB).
Co3znanne MOUCKOBBIX CHCTEM, COSTUHSIONINX OMHMCAHNE U
n3o0paxkeHrne. MHOroypoBHEBOE OIHMCAHHE.
Mesx1yHapOJHbIE U OTE€UECTBEHHBIE TPOEKTHI CO3/IaHuUs
MOJIHOTEKCTOBBIX cucteM B PTAHT/I,

PIAK®/I, PTAHU. «ApxuB Komuntepna», «CBAI»,
kuHokatanor (PCAK®/), Hunepnanauka, npoekTs
PErHOHAIBHBIX aPXUBOB.

['unepTekcToBBIE CUCTEMBI, TPEUMYIIIECTBO BKIIOUCHUS
TEKCTa apXUBHOTO IOKyMEHTA B MOMCKOBBIE CUCTEMBI.
[TpoGiemMa oNTHYECKOTO paclio3HABAHUS CUMBOJIOB.
Coznanue TUHTBUCTUYECKOTO oOecreueHus (Tiaoccapuu u
Te3aypychl). [IpoeKThl peann3yeMbIX THIEPTEKCTOBBIX
cucteMm. Criennduka npuMeHsIeMOoro NporpaMMHOTO
o0ecreyeHu .

[TyOnukanuu NoJTHOTEKCTOBBIX 0a3 naHHbIX B IHTEepHEeTE.
DNEeKTPOHHBIC ITyOIUKAIIUU APXUBHBIX JIOKYMEHTOB.
BupTryanpHble BHICTaBKH.

2.3.Ilpumenenue
TEXHOJIOTHH
oun(ppoBaHUs IS
obecrieueHus
COXPAHHOCTH
apXUBHBIX
JIOKYMEHTOB.

Co3znanme ctpaxoBoro GoHaa u GpoHa MoNIb30BaHUS yTEM
oLU(pPOBaHUsI APXUBHBIX TOKYMEHTOB. [IpenmyiecTBa
TEXHOJIOTUH OI(PPOBAHUS TIEPE
MuUKpoduibMupoBanueM. TpeOOBaHKS OCHOBHBIX MTPABUII
paboThI apXUBOB OpraHU3aINN, TEXHOJIOTUIECKUX
periIaMeHTOB U CTaHAapTOB. MeToauueckue pa3paboTKu
apxuBOB. OTIBIT OTEYECTBEHHBIX APXUBOB I10 CO3AHUIO
cTpaxoBoro ¢ponHaa u GoHaa

noJp30BaHus. Opranuzanus XpaHeHUs! U UCTIOIb30BaHUS
nokyMeHTOB. [Ipo0iiema ayTeHTUYHOCTH JOKYMEHTOB
CTpaxoBoro (oHja.

OCHOBHBIE 1I€TIH, 33/1a41 ¥ HAIPaBJICHHUs IPUMEHEHHUS
TEXHOJIOTUH OIIM(POBAHHUS JUIsL PECTaBPALIMU APXUBHBIX
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JToKyMeHTOB. OCHOBHBIE METOTUKHU U (PPOBOI
pecTaBpanuu rpaduIeCcKuX, TEKCTOBBIX, Ay AHOBU3YaTbHBIX
JIOKyMEHTOB. TexHUuecKoe U MporpaMMHOE

obecrnieueHne, CTaHapThl, pe3yIbTaThl. [IpoeKThI Mo
pecTaBpanuu

KOMIIJIEKCOB apXUBHBIX TOKYMEHTOB. OundpoBanue
onucei.

4. Oo0pa3oBaTte/ibHbIE TEXHOJIOTHH

Jlns  mpoBeneHuss y4eOHBIX  3aHATUH 1O  JUCIHUIUIMHE  HUCHOJB3YIOTCS — Pa3UYHBIC
oOpa3oBaTeNbHbIe TEXHOJOTHH. Il OpraHu3aliu y4eOHOTO Mpolecca MOXKET OBITh HCIIOJIb30BAaHO
ANIEKTPOHHOE 00yueHue U (M) JUCTAHIIMOHHBIE 00Pa30BaTENbHBIC TEXHOIOTHH.

S. Onenka JIaHMPYyeMbIX pPe3yJIbTATOB 00y4YeHH s

5.1. Cucrema oneHUBaHUA

Texyuuii KOHTPOJIb OCYIIECTBIISECTCS B BUAE OICHOK KOHTPOJBHOM PAaOOTBHI M BBHIMOJIHEHUS
3aJJaHull Ha MpakTU4ecKuX 3aHATusAX. KoHTposnbHass paboTa MpoOBOIUTCS Ha MEPBOM IMPAKTUYECKOM
3aHSATHH, BBISBISAET TOTOBHOCTh CTYJCHTOB K IMPAaKTU4YEeCKOH paboTe u oreHuBaercs 10 20 Oansos.
MaxkcumannHas OLICHKA BBIMTOJIHECHUA KaXXJI0I'0 MPaKTUYCCKOTO 3aHATHUA — 10 6amoB.

[IpomexxyTOUHBIM KOHTPOJb 3HAHWH MPOBOIUTCS B (popMe UTOrOBOWM KOHTPOJIBHOM paboTHl,
BKJIIOYAIOLIEH TEOPETHUECKHE BOIPOCH U MpPAaKTHUECKOe 3aJaHue, U oueHuBaercs no 40 6amios. B
pe3yJIbTaTe TEKYILIETO ¥ MPOMEKYTOYHOIO KOHTPOJISI 3HAHUM CTYAEHTHI ITOJIy4atoT 3a4€T 10 KypCy».

®dopMa KOHTPOJIA Makc. KoIu4yecTBO 0ajioB
3a ogHy paborty Bcero

Texkymui KOHTPOJIb:
- OTIpoC 5 GamioB 20 6amoB
-pedepar 20 6amtoB 20 6amtoB
- KOHTpOJIbHAs padoTa 20 6amnoB 20 GanoB
[IpomerxyTounast arTecTanus (3a4eT ¢ OLEHKOI) 40 6ammoB
Hroro 3a cemecTp (AMCIUIUIMHY) 100 6ammoB

[TomyuyeHHBII COBOKYNHBIN PE3yIbTAT KOHBEPTUPYETCS B TPAAUIIMOHHYIO KAy OLICHOK M B IIKATY
orieHOK EBporielickoii cucteMsl mepeHoca u HakoruieHus: kpeautoB (European Credit Transfer System;
nanee — ECTS) B cooTBeTCTBHM C TaOIUIIEH:

100-6amnpHas mkana | TpaguiuoHHas mIKaiza Ixama ECTS
95 -100 A

2304 OTJINYHO B

68 — 82 XOPOIIO 3a4TCHO C

56 — 67 D

5055 YAOBIIETBOPUTEIHHO B

20-49 FX

0-19 HEYIOBJICTBOPUTEIHHO HE 3aYTEHO F

5.2.Kputepuu BbICTaBICHUS OLIEHKHU MO JUCHUILUIMHE
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Bananl/
Mlxana
ECTS

Onenka no
JTUCHHUILINHE

Kpurepun oueHku pe3yJibTaToB 00y4eHHs 10
AUCHHUIIMHE

100-83/
AB

«3a4YTCHO»

BricTaBmsiercst 00y4aromemycsi, €ciii OH TITyO0Ko u
MPOYHO YCBOWJI TEOPETUICCKUHN U TPAKTHICCKUN
MaTepuall, MOKET MPOJAEMOHCTPUPOBATH ATO HA 3aHATHUIX
U B XOJI€ TIPOMEKYTOYHOM aTTeCTAIIUH.

OOyyYaroIHiicsi HCYEPIIBIBAIONIC U JIOTMYECKU CTPOIHO
u3j1araeT yueOHbIi MaTepual, yMeeT yBsI3bIBaTh TCOPHIO C
NPAKTHKOM, CIIPABIISICTCS C PEIICHUEM 3314
npodecCHOHAIBHOM HAPABICHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTHU, IPAaBUJIBHO O60CHOBBIBaeT MIPUHATHIC
pelIeHus.

CB000IHO OpUEHTHUPYETCS B yUeOHOH U
npodecCHOHAIBHOM JIUTepaType.

OrneHka o JUCHUILTUHE BBICTABIISIOTCS 00yUaromemMycs ¢
Y4ETOM Pe3yIbTaTOB TEKYILIEH U IPOMEKYTOYHOU
aTTeCTalUu.

Komnerenuu, 3akperiéHubie 3a AUCHUIUITMHOMN,
c(hOpMUPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/

«3a4YTCHO»

BricTaBmsiercst 00y4aromemycsi, €Clii OH 3HaeT
TEOPETUUECKHUI U MPaKTUUECKUI MaTepual, rpaMOTHO U
0 CYILECTBY U3JIaraeT ero Ha 3aHATUSX U B XOJI€
MIPOMEXYTOYHOM aTTecTaluu, He JOIMyCcKas
CYHICCTBCHHBIX HETOYHOCTEH.

OOyuaromuiicsi MPaBMWIIBHO MTPUMEHSET TEOPETHUCCKUE
MOJIOKCHUS IIPU PCIICHUU MPAKTUYCCKUX 3aaa4
npodeccnoHaNbHOM HallPaBIEHHOCTH PA3HOTO YPOBHS
CJIOKHOCTHU, BJI1aACCT HCO6XOI[I/IMBIMI/I JJIs1 3TOT0
HaBbIKaMU U PUEMAMH.

JlocTaTouHO XOPOIIIO OPHUEHTUPYETCS B yUeOHOU U
npodeccuoHanbHOM JTUTEepaType.

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOIEMYCs C
YYETOM PE3YJIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCcTaluu.

KomnereHnumu, 3akpeni€éHnble 3a TUCIUIIITMHOM,
c(hOpMHPOBAHBI HA YPOBHE — «XOPOIIUIL).

67-50/
D.E

«3a4YTCHO»

BeicraBisercs o0yuaromemMycs, €Ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U ITPAKTUYECKHUM MaTepuall,
JIOITyCKaeT OT/eIbHbIEe OUIMOKHU IPU €ro U3JI0XKEHUN Ha
3aHATHAX U B X0J1€ IPOMEKYTOUHOM aTTECTalUH.
OOyuaronuiics UCTIBITHIBACT ONpPEIEIEHHbIE 3aTPyAHEHUS
B IIPUMEHEHUU TEOPETUUECKUX MOJIOKEHUH NPU pELIEHUH
IPAaKTUYECKUX 3a/1a4 PO(HeCCHOHAIBHON
HAIpPaBJIEHHOCTH CTaHAAPTHOIO YPOBHS CI0XHOCTH,
BJIaJIe€T HEOOXOAUMBIMHU AJISl 3TOT0 0a30BBIMH HAaBbIKAMU
U IpUEMaMU.

JleMOHCTpHpYET T0CTaTOYHBIN YPOBEHb 3HAHUS YIeOHOH
JUTEPATYpPHI 110 TUCLHUIUIMHE.

O1eHKa 0 JUCHUUILUIMHE BBICTABIISAIOTCS 00YYaIOMEMYCS C
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Banasl/ Onenka no Kpurepun oneHkn pe3yibTaToB 00y4eHHUs 110
Ikana AUCHUILINHE AUCHHUILINHE
ECTS

y4€TOM pe3ybTaTOB TEKYIIEH 1 MPOMEKYTOYHON
aTTeCTalUH.

Komnerenmuu, 3akpersiéHHble 3a AUCUUTUTHHOM,
c(hOpMUPOBAHEI HA YPOBHE — «JIOCTATOYHBII.

49-0/ BrictaBnsiercs oOyuaromemMycs, €Clid OH He 3HaeT Ha
F,FX HE 3a4TEHO 0a30BOM ypOBHE TEOPETUUYECKUI U MPAKTUUECKUI
MaTepuall, J10MmycKkaeT rpyOble OlIMOKH IPU €ro
M3JI0’)KEHUU Ha 3aHATHUSIX U B XO/1€ IPOMEXYTOUHOMN
aTTeCTaluu.

OOyuJaronmiicsi UCTIBITHIBACT CEPhEIHBIC 3aTPYAHEHUS B
IIPUMEHEHNN TEOPETUUECKUX MOJI0KEHUH IPU PELICHUH
MIPAKTUYECKHX 3a71a4 MpodheccunoHaIbHOM
HAIPaBJICHHOCTH CTaHAAPTHOIO YPOBHS CJIOKHOCTH, HE
BJIa/1€€T HEOOXOAMMBIMU JJIS1 TOT'O HABBIKAMU U
MpUEMaMU.

JlemoHCTpHpYeT (hparMeHTapHbIC 3HAHUS YIeOHOH
JUTEPATYpPHI 110 TUCLUIUIMHE.

OneHka no JUCUMILIMHE BBICTABISAIOTCS 00ydarolemMycs ¢
Y4€TOM pe3ysIbTaTOB TEKYIEH U IPOMEKYTOUHON
aTTeCTalUu.

KomnereHuu Ha ypoBHE «JOCTaTOYHBINY, 3aKPEIUIEHHBIC
3a JUCHMIUIMHOM, HE CPOPMHUPOBAHBL.

5.3. OueHouHble cpeAcTBA (MaTepUAaJIbl) AJIsl TEKYIIEro KOHTPOJISA yCIeBaeMOCTH,
NMPOMEKYTOYHOM ATTECTANMH 00y4ar0IHUXCS M0 JUCIUAIIIHHE

Ilpumepnuie 6onpocel 014 O1UY-KOHMPONLHOU PAdOmMbL:

1. Jlaitite ompeneneHUe TMOHSATUN «IIEKTPOHHBIA TOKYMEHT», «OLUU(PPOBAHHBINA TOKYMEHTY,
«popmat IIEKTPOHHOI'O JOKYMEHTay,
«pazperaronas CIIOCOOHOCTh CKaHepay, «3IIEKTPOHHBIN apxXuB,
«cTpaxoBoil poHnY, «paspenieHre n300paKeHUsD» U Jp.

2. HazoBuTe 3Tansl peain3anuy MpoeKTa 1Mo OnuppOBaHHIO.

3. HazoBuTe OCHOBHBIE HAIIPaBIEHUS IPUMEHEHHS TEXHOJIOTH OLU(PPOBAHUS B apXHBE.

4. IlpuBenure TpPUMEpPHI APXUBHBIX JOKYMEHTOB, pETJaMEHTHUPYIOMINX OIu(poBaHue
aApPXUBHBIX JOKYMEHTOB.

3. [IpuBennre IIPUMEPBHI peann30BaHHbIX IIPOEKTOB o CO3J1aHUIO
" JKCILTyaTaluu apXUBOB oLu(ppOBaHHBIX JIOKYMEHTOB B Haleu
CTpaHEe U 3a pyOeKOM.

Ilpumepnaa memamuka peghepamos:

1. OcHOBHBIE IPUHIUIBI (POPMUPOBAHUS FITEKTPOHHOTO HH(OPMALIMOHHOTO pecypca.

2. OyHKUHUOHAIBHBIE U TEXHUYECKHE TPEOOBAHMS K DIIEKTPOHHOMY apXMBY OpraHU3aIlIH.

3. OuudpoBaHue B U3JaHUN APXUBHBIX JOKYMEHTOB.

4. IToTHOTEKCTOBEIC apXWBHBIC 0A3bI JAHHBIX B HAIICH cTpaHe 3a PyOeKoM.

5. CranpapTtu3zanus oundpoBaHus apXUBHBIX JOKYMEHTOB B Halllel CTpaHe U 3a pyOe:KoM.

6. TexHonorust onM(pPOBAaHUS B CO3JAHHH DJICKTPOHHOTO (POHIA TOJIL30BAHUS APXUBHBIMH
JIOKYMEHTaMHU.
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7. TexHonorun ouudpoBaHus B OOECHEUYCHUH COXPAHHOCTH APXUBHBIX JIOKYMEHTOB.
[Mudposast pecTaBpaiys apXUBHbBIX JOKYMEHTOB.

8. Texuomorust ouudpoBaHWs U WCIHOIH30BAHUE APXHMHBIX JIKOYMEHTOB B KYJIBTYPHO-
HpOCBeTI/ITeJ'H)CKI/IX Ieisx.

CwM. Taxke 1. 7.3.

Bonpocwt 0nsa umoz06020 konmpona 3Hanuii:

1. IonsTus Kypca: «AIIEKTPOHHBIN JIOKYMEHTY, «DIJIEKTPOHHBII apXxuBy,
«uH(pOpMAaIMOHHbIE pecypcsl», «QJIEKTPOHHBIE UH(POPMALIMOHHBIE
pecypceh», «olu(ppoBaHUE», KIIOJTHOTEKCTOBAs 0a3a JaHHBIX).

2. 3HaueHHe TEXHOJIOTHH OlM(ppoBaHuUs Al UHHOPMATH3ALMK APXUBHOTO JIeJa.

3. HopmartuBHas 6a3a paboTsI 1o onupOBaHUIO JOKYMEHTOB.

4. DNEeKTpOHHBIE apXUBbl B TIOCYJAapCTBEHHOM cTpareruu JABWKeHUIO Poccum K
nH(popMallnoHHOMY 00111ecTBY B Poccun.

5. MexayHapoaHble CTaHAapThl O OLKU(POBAHUIO.

6. TexHuueckre HOpMBbI 10 OLU(POBAHUIO U METOIUYECKUE Pa3paOOTKHU.

Haznauenune DUP. [lenu u 3agaum coznanus DMP.

7. OcHoBHbIe ucTouHUKH DVP 1 nx ocoO0eHHOCTH.

8. CxaHepbl M1 OCHOBHBIE METO/IbI CKAHUPOBAHMUS.

10. Cnenimanu3upoBaHHOE MMPOTPAMMHOE 00eCTIeUeHrE ISl CKAHUPOBAHUS.

11. ®opma npezacTaBieHUs OLUPPOBAHHBIX JOKYMEHTOB. OOpaOOTKH 3JEKTPOHHBIX KOIMUI
JIOKYMEHTOB 10 33JJaHHBIM yCIIOBHSIM.

12. Onucanue 1 UHAEKCUPOBAHUE OLU(PPOBAHHBIX JOKYMEHTOB.

13. OcHOBHbIE HaNpaBiICHUs IPUMEHEHUSI OLIU(PPOBAHUS B APXUBHOM JIEJI€.

14. Co3nanue 2J1EKTPOHHOIO apX1UBa OpraHU3aLUU.

15.Pa3BuTne  CIpaBOYHO-TIIOMCKOBBIX  CPEACTB  APXMBOB C  IIOMOIIBIO  TEXHOJOTHH
ouudpoBaHus.

16. Ily6nukanuu noJHOTEKCTOBBIX 0a3 JaHHBIX B MIHTEepHEeTE.

17. Coznanue ctpaxoBoro (oHza 1 GoH1a MOIb30BaHUS MMyTeM OlM(pOBaHUS.

18. OcHOBHbIE 1I€NIM, 3a/la4l M HamlpaBle€HUS NMPUMEHEHHS TEXHOJOTHMU OLM(POBAHUS I
pecTaBpallii apXUBHBIX JOKYMEHTOB.

6. Y4eOHo-MeToqu4UecKoe H MH(pOPMAaLHOHHOE 00ecTedeHue AU CHUIIIMHBI
6.1. CiuCcOK HCTOYHUKOB H JINTEPATYpPbl

HcTouyHUKH OCHOBHBIE:

KoHBeHIUs 0 3amuTe KyJIbTYPHBIX IIEHHOCTEH B CiIydae BOOpykE€HHOTO KoH(pmukTa (1956 1.).
URL: https://docs.cntd.ru/document/1900810 (mara obpamenus: 01.11.2024).

3akoH P® 24.10.2004 Ne 25-®3 «O06 apxuBHOoM aene B Poccuiickoit deneparmm». URL:
https://docs.cntd.ru/document/1900810 (mnata o6pamenus: 01.11.2024).

[IpaBuna opraHu3anuy XpaHEHWs, KOMIUICKTOBAHUS, y4eTa M HCIOJIB30BaHHUA JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoii denepanuu U APyrux apXUBHBIX JOKYMEHTOB B FOCYJapCTBEHHBIX U
MYHHIIMITAJBHBIX apXHBaX, My3€sIX H OHONMOTEeKaX, HAYYHBIX OpraHm3ausax (yTB. MPUKA30M
Pocapxusa ot 02.03.2020 Ne 24. 3apeructpupoansl Muntoctom Poccun 20.03.2020. Per. Ne 58396).
URL: http://archives.gov.ru/documents/rules.shtml (mara oopamenus: 01.11.2024).

PernmaMeHT rocygapCTBEHHOr0 peecTpa YHHMKAJIBbHBIX JOKyMEHTOB ApxuBHoro ¢onna PO u
OpraHu3anus paboThI 1o ero BEJICHUIO (2001 r.). URL:
https://archives.gov.ru/documents/regulations/rgryd.shtml (mata o6pamenus: 01.11.2024).

I'OCT 7.48-2002. CUBM/I. KoncepBauus 1o0KyMeHTOB. OCHOBHbIE TEPMUHBI U OINPEACICHUS.
URL: https://protect.gost.ru/document.aspx?control=7&id=130384 (nata obpamenus 16.05.2024).



https://docs.cntd.ru/document/1900810
https://docs.cntd.ru/document/1900810
http://archives.gov.ru/documents/rules.shtml
https://archives.gov.ru/documents/regulations/rgryd.shtml
https://protect.gost.ru/document.aspx?control=7&id=130384
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I'OCT P 13.1.107-2005. Penporpadus. Muxporpadus. Mukpohopmbl apXUBHBIX TOKYMEHTOB.
O6mme Texamueckue ycmoBus. URL:  https://protect.gost.ru/document.aspx?control=7&i1d=129447
(mata obpamenus: 16.05.2024).

I'OCT P 33.3.02-2008. Enunsiii Poccuiickuii ctpaxoBoil ¢onn noxkymenrauuu. CTtpaxoBble
KOMMM JOKYMEHTAIlH, SIBJSIOIIEHCS HAlMOHAIBHBIM HAy4YHBIM, KYJIBTYPHBIM M HCTOPUYECKHUM
HaCJIeTUEM. O6mue TpeOoBaHUS K YCIIOBUSIM XpaHEHHUSl. URL6 chrome-
extension://efaidnbmnnnibpcajpcglclefindmkaj/https://meganorm.ru/Data/477/47760.pdf (mata
obpamenus: 01.11.2024).

I'OCT P 33.505-2003. Enunsiit Poccuiickuii ctpaxoBoit ¢onn moxkymenrtamuu. Ilopsmox
CO3/IaHUsl CTPAXoBOro (OHAA TOKYMEHTAIINH, SBIISIOMICHCS HAIIMOHAILHBIM HAyYHBIM, KYJIBTYPHBIM U
UCTOPUYECKUM HaclleIUEM. URL: chrome-
extension://efaidnbmnnnibpcajpcglclefindmkaj/https://meganorm.ru/Data/58/5897.pdf (mara
obpamenus: 01.112024)

I'OCT P 33.1.02-2008. Enunblii poccuiickuii ctpaxoBoil ¢oHn nokymeHTauuu. CTpaxoBble
KOIHMU KHHOJIOKYMEHTOB M (poTOJ0KyMeHTOB. O01mue rexuuyeckue ycnosus.  URL: chrome-
extension://efaidnbmnnnibpcajpcglclefindmkaj/https://meganorm.ru/Data2/1/4293831/4293831246.pd
f (nara obpamenus: 01.11.2024).

I'OCT 13.0.002-84. Penporpadus. Tepmunsl u onpeaenenus (¢ Usmenenusimu N 1, 2). URL:
chrome-
extension://efaidnbmnnnibpcajpcglclefindmkaj/https://meganorm.ru/Data2/1/4294838/4294838228.pd
f (nara obpamenus: 01.11.2024).

Metoanyeckue pekomeHnanuu K [lpaBuinaM opraHu3anuy XpaHeHUs, KOMIUIEKTOBAHHUS, y4eTa
U HCIIOJIb30BaHMs JOKYMEHTOB ApxuBHOro ¢onna Poccuiickoil ®dexepanuu U Apyrux apXHUBHBIX
JOKYMEHTOB B TOCYIApCTBEHHBIX W MYHHIMIIAIBHBIX apXHWBaxX, My3esiX M OHMONMOTEKax, HAyYHBIX

opranmzamusix /  Pocapxus,  BHUMIAAA. - M., 2021. - 330 c  URL:
https://archives.gov.ru/documents/methodics/202 1 -recommendations-pravila.shtml (mara oOparieHus:
01.11.2024).

MeTtoanyeckie PEeKOMEHIAIMH 10 OMpPEeNICHHI0 YHHKAIBHBIX JOKYMEHTOB, MOJJICKAIIIX
BKJIIOYEHHIO B ['OCYapCTBEHHBINH peecTp YHUKaJIbHBIX JIOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit
®enepanuu / [cocT. H.H. KynsieB u ap.]; BHUUIA. — M., 2020. — 68 c.

Mertoauueckie pekoMeHAaluuu 1o pabore ¢ 0co00 LEHHBIMM JOKYMEHTaMU B
rocyJapcTBeHHbIX  apxuBax P®  (OmoOpenst  PocapxuBom 6  okrsiops 2004  r.).
https://docs.cntd.ru/document/556349461 (01.11.2024).

MeTtoanyeckie peKoMeHIannuu « DIEKTPOHHBIN (OH/ ITOIb30BaHMs: CO3JaHHe, XPAaHEHUE, YIET

u HCIIOJIb30BaHUEY. M.: Pocapxus, BHUMJIA. 2023. URL:
https://rusarchives.ru/sites/default/files/2023 mr_elektronnyy-fond-polzovaniya.pdf (mata oOpaienus
01.11.2024).

Jloknag HavyalbHMKA OTAENa OOECNeUeHUs COXPaHHOCTH U TOCYJapCTBEHHOTO Y4&Ta
nokymeHToB PocapxuBa [.A. XabuOymmunoit na HMC apxuBHbIX yupexaeHuil [IpuBomxckoro
denepanpHOTO OKpyra « COBpeMEHHBIE TIPOOJIEMBI CO3JaHMs CTPAXOBOro (pOHIA KON YHUKAIBHBIX U
0c000 1eHHBIX H0KyMeHTOB ApxuBHoro ®@onna Poccuiickoit ®enepauuny». I'. YapsnoBck. CeHTIOpD

2014 1. URL: http://archives.ru/reporting/report-habibulina-2014-nms-ulyanovsk.shtml (mara
obpamenus: 01.11.2024)

HcTouyHNKH 1ONOJTHUTEIbHbIE:

Ocnogsr 3akonHonatenscTBa PO ot 07.07.1993 N 5341-1 «O6 ApxuBHoM ¢onae Poccuiickoit
®denepanuu u apxuBax» (yTpatun CUILY). URL:
https://www.consultant.ru/document/cons_doc LAW_4433/ (nara obpamenus: 01.11.2024).

TUNoBol TEXHONOTMYECKUN periaMeHT U3TOTOBJICHUS MHUKPO(UIBLMOB CTpaxoBoro (onma Ha
pyniorHo# tuieHke : yTB. [Ipukazom ['n. apx. ynp. mpu CM CCCP ot 12 uronst 1985 r. Ne 184 / I'nm. apx.
yop. npu Coere MunuctpoB CCCP, Hayu.-uccnen. uentp texH. aokymenrauuu CCCP ; [pyk.
pa3pad. I'enqpoBuy @. A. ; oTB. uci.: ['epacumona D. B., Cmupnosa JI. 1.]. - M. : [6. u.], 1986. - 132 c.



https://archives.gov.ru/documents/methodics/2021-recommendations-pravila.shtml
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TunoBol TEXHOJIOTMYECKHH PErJIaMeHT M3TOTOBJICHUS CTPaXOBBIX KOMHHA (POTOIOKYMEHTOB :
yTB. [lpukazom I'n. apx. ynp. npu CM CCCP Ne 288 ot 31.12.87 / I'n. apx. ymp. npu Cosete
Munuctpo CCCP, Hayu.-uccnen. uentp texH. aokymeHtammu CCCP ; [pyk. pazpab. @. A.
I'enpoBuy ; otB. ucnonH. D. B. 'epacumona]. - M. : [6. u.], 1988. - 57 c.

TunoBoi TEXHOJIOTUYECKUN PETrJIaMEHT U3TOTOBIECHHS CTPAXOBBIX KOMUNA (POHOJOKYMEHTOB Ha
MarHuTHBIX JIeHTax : yTB. [Ipukazom ['1. apx. ynp. mpu CM CCCP Ne 386 ot 30.12.85 / I'nn. apx. ymp.
pu Cosete Munuctpos CCCP, Hayu.-uccnen. uentp texs. nokymentauuu CCCP (HULIT CCCP) ;
[pyk. pa3zpab. ®@. A. I'eapoBud ; oTB. ucnoiH. A. M. Cepebpennukos ; ucnons.: U. B. Cromnspos, C. E.
Uykaesa]. — M. : [0. u.], 1986. — 43 c.

OO0 opraHu3anuy BbISBICHHUS, y4e€Ta YHUKAJIbHBIX M 0CO00 IIEHHBIX JOKYMEHTAJIbHBIX
MaTepHalioB U Tepefadyn ux Ha crenuansHoe xpaHenue / ['n. apx. ynp. MBJI CCCP. — Mockaa : [0.
u.], 1958. -8 c.

WHCTpyKIMS O BBIBICHMH, Yy4eTe, ONUCAaHMM W XPAaHEHWH OCO00 ILIEHHBIX JIOKYMEHTOB.
[TonoxxeHne O CO3AaHMM M OpraHU3alUU CTPaxoBOro (oHAa KOMUN 0CO0O0 IEHHBIX JIOKyMEHTOB
rocy/1apCTBEHHBIX apXUBOB. : YTBEepxkaeHa mpuka3zoM 1. apx. ynp. npu Cosere MunuctpoB CCCP Ne
54 ot 24.03.80 / I'n. apx. ymp. npu Coete Munuctpos CCCP ; [mox pen. : Jonropykosoit T. H. u
ap. ; coct. : Komocosa (oT1B. coct.) u 1p.]. - Mocksa : [0. u.], 1981. - 64 c.

MeTtonuyeckue yka3zaHUS IO ONpPENEIeHNIO YHUKaIbHBIX JokyMenToB /BHUNIAL. M., 1996.
URL:
https://www.consultant.ru/document/cons doc LAW_97749/702ec6c¢56d2efbe0af3f15988154a49df18
38aa9/ (nara obpamenus: 01.11.2024).

Metonuyeckue peKOMEHJAMHU [0  BBIBIEHUIO, YYeTy, XpPaHEHHUI0 0c000 IEHHBIX
KHUHO(POTO()OHOJOKYMEHTOB T'OCYJapCTBEHHBIX apXMBOB M CO3JaHHUI0O HA HHUX CTpaxoBoro ¢ospa /
I'AY npu CM CCCP, BHUUJA/ ; TAY npu CM CCCP, BHUNIA/ ; [pen. A. U. Yerynos]. - M. :
[6. u.], 1986. - 49c.

MeTtonuyeckue peKOMEHAALUK O AJIEKTPOHHOMY KONHUPOBAHMIO APXMBHBIX JTOKYMEHTOB M
yIpaBJIEHUIO MOJy4YeHHbIM HH(popmarmonHbiM MaccuBoM /HO.JO. FOmamesa. M. BHUNJIA. 2012.
C.16-23. http://archives.ru/sites/default/files/rekomend el-copy-archival-documents.pdf (mara
obpamenus: 01.11.2024).

Otuer o0 Hay4HO-HCcIeA0BaTeNbCKO padbote «[IpoBenenne HayyHbIX HccIeA0BaHUN B 00JIacTu
KOMIUJIEKTOBAHUS, XPAaHEHUS, y4eTa U UCIOJIb30BaHUS AapXMBHBIX JOKyMEHTOB». Ilpuioxenue:
TexHuueckue TpeOOBaHUS K OLU(PPOBKE ApPXUBHBIX JIOKYMEHTOB, HAy4YHO-CIPABOYHOIO arrmapara
(HCA) x apxuBHBIM [OKyMEHTaM, a TakKXe CO3JaHHI0, XPAHEHUIO, Y4YEeTy M HCIOJIb30BaHUIO
AIIEKTPOHHOTO (POHMIA TMONIb30BaHMs JTOKyMEHTOB ApxuBHOro (onnma Poccuiickoit ®eneparmn. M.:

Pocapxu, @ OOO  «buznecCkan», 2018. URL  (opunmaneHsiii  cailt  Pocapxusa):
http://archives.gov.ru/documents/methodics/2018-nir-tt-digitization.shtml (mara oOpareHus:
01.11.2024)

Jlureparypa oCHOBHas:

ApxuBoBeneHune : (Teopus W Meroauka) : y4deOHWK s By3oB / [E. M. Byposa, E. B.
Anexceesa, JI. I1. Adanaceesa] ; mon pea. E. M. Byposoii ; Poc. roc. rymanurapssliii yH-1, McT.-apx.
uH-T, Gak. apx. nena. — Mocksa : Tepmuxka, 2016. — 684, [1] c.

I'enpoBru @. A. Kak XpaHuUTh OpUTMHaNBl M CTPaxOBbIE KOMUHU JTOKYMEHTOB Ha IJIEHKE C
TpuaneTaTHoi ocHOBoH // OtedectBeHHbIe apxuBbl. — 2005. — NS5. — C. 48-51.

I'enpoBru @. A. HoBble HalMOHaJIbHBIE CTAaHAAPTHI Ha CO3JAAHME M XPAHEHUE CTPaXOBBIX
KOTHIA YHUKAJIBHBIX U 0CO00 IIEHHBIX JOKyMEHTOB ApxuBHoro (¢onmaa Poccuiickoit denepanmn
// OreuectBennble apxuBbl. —2010. — N 1. — C. 18-20.

Ky3znenos A.A. mmopro3amenienre B onu(poBKe apXUBHBIX JOKyMEHTOB // OTedecTBEHHBIE
apxuBbl. — 2022. — Ne 3. — C.89-92.

KysnenmoB A.A. Poccuiickoe oOopynoBanue st onu(pOBKHM apXUBHBIX JOKYMEHTOB //
OteuectBeHHble apxuBbl. — 2021. — Ne 3. — C.78-81.


https://www.consultant.ru/document/cons_doc_LAW_97749/702ec6c56d2efbe0af3f15988f54a49df1838aa9/
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Ky3ssmun E. U. CoBpemenHble mnpoOieMbl CO3JaHHMS CTPAaxoBOro (OHIAa JTOKYyMEHTAllWH,
SBIIAIOIIEHCS HAllMOHAJIBHBIM HAy4YHBIM, KYJIbTYpPHBIM W MCTOpUYECKMM HacieaueMm // BecTHuk
apxusucta. —2004. — N 1. — C. 48-51.

[MMa6anosa T. E., Xabubymiuna I''A. O pabote ¢enepanbHbIX apXUBHBIX YUYPEKICHHUH IO
CO3JIaHMIO W OpraHU3alMd XpPaHEHUs CTPaxoBOro (OHAA KOMHMHA YHUKAJIbHBIX M 0OCO0O IIEHHBIX
JTokyMeHTOB ApxuBHoro ¢onna Poccuiickoit @enepanun // Bectauk apxusucra. — 2011. — Ne 4. — C.
3-13.

Xabubymuna I A. CrpaxoBoe KONHPOBAHME YHHUKAJIBHBIX U 0CO00 ILIEHHBIX JOKYMEHTOB
(benepanbHBIX FOCY1apCTBEHHBIX apXUBOB // OTeuecTBeHHbIe apxuBBL. 2019. — Ne 6. — C.40-44.

IOmamesa 1O.1O. Dnexrponnsiii houa mons3oBanus // JlemompousBoactBo. — 2022, — Ne 3.
C.20-27.

JIntepaTtypa 10nmoTHUTEIbHAS:

lNapmam B.H. Co3nanue ctpaxoBoro ¢onma apxuBHbIX 10KyMeHTOB B CIIIA // OTeuecTBeHHbBIE
apxuBbl. — 2005. — N5. — C. 85-91.

Kucnosckas I'.A. "Co3nanue ctpaxoBoro (poHga JOKYMEHTOB M COXpaHeHue mHpopmanuu".
[Tomnporpamma "HarnumoHanbHOM mporpammbsl coxpaHeHus OuOnuoTeuHslx (onmoB Poccuiickoit
@enepauun” // Enunoe MHPOpMaMOHHO-KYJIBTYpHOE MpocTpaHcTBo O0ubauorek Poccuu. — CIIO. :
PHB, 2002. - Y. 2. — C. 64-67.

JlateimeBa E.B. Pabora mo onudpoBke MOKyMEHTOB M Co3faHUIO (OHAA TOJIL30BAHUS B
I'ocynapctBennom apxuBe PecriyOmnku Kpeim //OteuectBennblie apxuBbl. —2019. — Ne 6. — C.44-48.

[TerpoB [1.M. Kak onudpossiBatoT ApxuBHsblii pona MockoBckoil obnactu //OTeuecTBEHHbIE
apxuBbl. — 2018. — Ne 2. — C.38-41.

Pa3paboTka mpoekTa rocyJapCTBEHHOIO CTaHJapTa MO KOHTPOJIO KayecTBa 3JIEKTPOHHBIX
CTPaxoBBIX KONUI OyMaxHbIX rpaduueckux JokymMeHToB / EBceeB Erennii EBrenseuu [u ap.] ; E. E.
Escees, K. B. bonoros, II. E. 3aBanumun, B. A. 3onotyxun // JlokymeHTanus B HHQOPMAIIMOHHOM
oOmiectBe: 3¢ppexTrBHOE yrnpaBiIeHue 3JIEKTPOHHBIMU JoKyMeHTamu. — Mocksa : BHUNJIA L, 2014. —
C. 457-460.

CwmupaoBa E. K. [Tpobiaemsbl 1 nepcnekTuBbl cozganus crpaxoBoro ¢onga PI'BA // BectHux
apxusucta. —2010. — N 4. — C. 101-104.

Tuxoukas A.B. Co3manue ¢(oHIa MOIB30BaHMS AapXMBHBIX JIOKYMEHTOB Kak CIIOCO0
obecrieueHns UX coxpanHOCTH B rocapxuBax Cankr-IlerepOypra //OteuecTBennbie apxuBbl. — 2019. —
Ne 4. — C.20-24.

Xaouoymuaa I'. A. Poccuiicko-Oenopycckuii cemuHap "PecraBpamusi W cTpaxoBoe
KOIMPOBAHUE apXUBHBIX T0KyMeHTOB" // OredecTBeHHbIe apXuBbl. — 2009. — N 6. — C. 114-115.

6.2. Ilepeyenn pecypcoB HH(POPMAIUOHHO-TEJIEKOMMYHHUKAIIMOHHOH ceTH « MHTEpHET».

HanmonanwsHas anextponnas oubiaunoreka (HOb) www.rusneb.ru

ELibrary.ru Hay4nas snextponHnas 6unbinoreka www.elibrary.ru

DnektpoHHas 6mbnuoTeka Grebennikon.ru www.grebennikon.ru

Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

Apxusbl Poccun. [[Topran ®deaepanbHON apXUBHOU CITYKOBI|; [DIEKTPOHHBIN pecypc| — DIEKTPOH,
nan.— M., [2001].— Pexxum noctyna: www.rusarchives.ru

Federal Agencies Digitization Guidelines Initiative (FADGI) ([MaumuaTtuBHas Tpynmeia 1o
pa3paboTke peKOMEHJAlUi 10 OIM(PPOBAHUIO (eAepaTbHBIX areHTCTB]); CalT AccOIUanuu 110
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ynpasieHuto nHpopmarmeit u nzodpaxenusimu (Association for Information and Image Management
(AIIM)); http://www.digitizationguidelines.gov/still-image/digconv.html

Hanuonanenas opraHusauen o MH(POPMALMOHHBIM
craggaptam (National Information Standards Organization (NISO)). https://www.niso.org/

6.3. IpodeccuonanbHble 6a3bl JAHHBIX 1 HHPOPMANHOHHO-CIIPABOYHBIE CHCTEMBI
JlocTyn k npodeccuonanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases

WHudopmanroHHbIe CIIPABOYHbBIE CUCTEMBI:
1. Koncynsrant [lnroc
2. Tapanr

7. MartepuajbHO-TEXHHYECKOe o0ecreyeHne M CUNILIHHbI

s o0ecrnieyeHus JUCLHUILINHEI HCIIOJIB3YETCS MaTEepHUAIbHO-TEXHUYECKAsT 6aza
00pa30BaTEeNIbHOTO YUPEKJIEHUS: Yy4eOHBbIE ayIUTOPHH, OCHAIIEHHBIE KOMIBIOTEPOM U MPOEKTOPOM
IJI1 ACMOHCTpalun y'-Ie6HBIX MaTCpruaaoB.

CocTaB mporpaMMHOT0 00€CTICUCHHUS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. OOecneyenne 00pa3oBaTeIbHOrO Mmpomecca JAJds JHMI € OIPaHHYCHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI H HHBAJIN/I0B

B xone peanuzanuu IUCHUIIIUHBI HCHOJB3YIOTCS CIEAYIOIIME JIOMOJHHUTEIbHBIE METObI
00y4eHHs, TEKYyIIero KOHTPOJsS YCIEBA€MOCTH W MPOMEXKYTOUHOM aTTecTaluu OO0y4aroluxcs B
3aBUCUMOCTH OT WX UHAUBUIYATBHBIX OCOOCHHOCTEH:

® s CHEeNbIX U CHA0OBUASIIMX: JEKIUU OQOPMIISIIOTCS B BHJAE JJEKTPOHHOTO JOKYMEHTA,
JIOCTYITHOTO C TIOMOIIBI0 KOMIBIOTEPA CO CHEIUATM3UPOBAHHBIM TMPOTPAMMHBIM OOECIICYCHUEM;
MMCbMEHHBIE 3a/IaHUs BBIMIOJHIIOTCA HAa KOMIIBIOTEPE CO CHEHHAIM3UPOBAHHBIM MPOTPAMMHBIM
obOecreyeHHeM WJIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOCCIICUMBACTCS HHIUBUIYATHHOE
paBHOMepHOe ocBelleHHe He MeHee 300 TIOKC; A BBIMOJHEHUS 33JaHUS TPU HEOOXOAUMOCTH
MPEAOCTABIIACTCS yBEJIMYHMBAIONIEE YCTPOMCTBO; BO3MOXKHO TAaKXKE HCIOIb30BaHUE COOCTBEHHBIX
YBEIMUMBAIOIINX YCTPOUCTB; MUCbMEHHBIE 3aJaHus OPOPMIISIFOTCS YBEIMYEHHBIM MIPUPTOM; SK3aMEH
1 3249€T MPOBOJATCS B YCTHOM (DOpPME MITH BBITIOJHSIOTCS B MUCHMEHHOM (DOpMe Ha KOMIIBIOTEPE.

® I TIYXUX M CJIa0OCHBIIAIINX: JIEKIUA O(QOPMIISIOTCS B BHJE 3JICKTPOHHOTO JOKYMEHTA,
nu00  MPEIOCTABISICTCS  3BYKOYCHJIMBAIOIIAs — ammaparypa HWHIWBUIYaJIbHOTO  TOJ30BAHUS;
MMMCbMCHHBIC 3a/JIaHM BBITIOJHSAIOTCS Ha KOMITBIOTEpPE B NHUCHBMEHHOH (opme; dK3aMeH U 3auéT
MIPOBOISITCS B MUCEMEHHOM (pOpME Ha KOMITBIOTEPE; BO3MOXKHO MTPOBEICHUE B (POPME TECTUPOBAHHUS.

® I JIUI] C HApYyIICHUSMU OMOPHO-IABUTATEIBHOIO ammapara: JeKIHU ohOpMISIOTCS B BHUJE
AJIEKTPOHHOTO JOKYMEHTA, JOCTYMHOTO C TIOMONIBI0 KOMIIBIOTEpPA CO CIEHUATU3UPOBAHHBIM
MPOrpaMMHBIM ~ O0CCIICYCHHEM; IMHChbMEHHBIC 3aJlaHMsl  BBITIOJIHSIOTCS Ha KOMITBIOTEPE CO
CHEIMATN3UPOBAHHBIM MPOTPAMMHBIM 00€CTIEUeHUEM; FK3aMEH U 3a4€T MPOBOJAATCS B YCTHOUM (hopme
WJIU BBITIOJHSIOTCS B TUCBMEHHON (DOpME Ha KOMITBIOTEPE.

[Ipu HE0OXO0AMMOCTH MTPEAYCMATPUBACTCS YBEIMUECHUE BPEMEHH TSI IIOJTOTOBKH OTBETA.

[Ipouenypa npoBeAeHHsS MPOMEKYTOYHON aTTeCTallMU AJisi OOYyYarOIIMXCsl YCTAaHABIMBAETCS C
V4ETOM MX MHIUBUIYATBHBIX MCUXO(PH3UICCKIX 0COOCHHOCTEH. [IpoMekyToUHasT aTTecTalus MOXKET
MIPOBOJIUTHCS B HECKOJIBKO ATATOB.

[Ipu mpoBeneHHH NpOLEAYpPHl OLICHUBAHUS PE3YyJIbTATOB OOYYEHHS TMpeaycMaTpUBaeTCA
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UCTOJIb30BaHUE TEXHUYECKHX CPEICTB, HEOOXOIUMBIX B CBSI3U C MHAMBHYaJbHBIMH OCOOCHHOCTSMU
oOydJaromuxcsi. OTH CpeAcTBa MOTYT OBbITh MPEIOCTaBIEHbl YHHUBEPCUTETOM, WJIM MOTYT
MCTIOJIb30BaTHCS COOCTBEHHBIE TEXHUUYECKHE CPEJICTBA.

[IpoBenenue npoueaypsl OLIEHUBAHUS PE3yJIbTaTOB OOYUEHHUS TOIYCKAETCs C MCIOJIb30BaHUEM
JUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTHH.

ObecnieunBaeTcss IOCTyNl K WHGOPMAIMOHHBIM M OuOIMOrpaguueckuM pecypcam B CETH
WuTepHer 11 Kaxkaoro odydatomierocs B popMax, alalTUPOBAHHBIX K OTPAaHUYEHUSAM UX 370POBbS U
BOCHPUATHS UH(POPMALIUU:

® sl cIenblX M cHaboBUIANIMX: B IMEYaTHOW (opMe yBETUUEHHBIM MIpUPTOM, B (dopme
AJIEKTPOHHOTO IOKyMEHTa, B (hopme ayauodaiina.

® JUIs TIYXUX U caa0oCTbIIaluX: B HeyaTHoil popme, B popMe 3IIeKTPOHHOTO TOKYMEHTA.

® 17151 00y4aloOUIMXCs ¢ HapyLIEHUSIMH ONOPHO-IBUTATEIBHOIO ammapara: B neyaTHoi ¢opme, B
(bopme 3MEeKTPOHHOTO JOKYMEHTa, B (hopMme ayaunodaiina.

VY4yeOHble ayIUTOPUM A BCEX BHMJOB KOHTAKTHOM M CaMOCTOSTEIbHOH paboThl, Hay4Has
OuOnIMOTEKa M HHbIE TOMEIICHUs Ui OOy4eHHsS OCHAILEHbl CHEIHalIbHBIM 00O0pYJOBaHHEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEACTBAMHU O0YUEHUS:

® IS CJENbIX U CIA0OBUISAIINX: YCTPOMCTBOM JUIsl CKAHUPOBAHUS U YTeHUs ¢ kamepoil SARA
CE; nucnneem bpaitng PAC Mate 20; npuntepom bpaiins EmBraille ViewPlus;

® I TIIyXUX M CJIa0OCTBIIIAIIMX: AaBTOMATU3UPOBAaHHBIM pabo4YMM MECTOM sl JIIOAEH ¢
HapyIIEHUEM CIIyXa U cIa00CTBIIIANINX; aKyCTUUECKUH YCUIINTEIb U KOJIOHKHY;

® i OOy4YaroIIMXCSl C HapyLIEHUSMU OIOPHO-ABUIATEIBHOIO armapara: IepeABHKHBIMHU,
perynupyeMbiMu  dproiomudeckumu napramu CH-1; KOMIBIOTEPHON TEXHUKOH €O CHELUAIBHBIM
IIPOrPaMMHBIM 00€CTIEYeHUEM.

9. MeToanyeckne MaTepuaibl

9.1. Ils1aHBI CeMMHAPCKHUX 3aAHATHH

Tema 1. HopmaruBHas 06a3za paboTbl 1O  OUM(POBAHUIO  APXUBHBIX  JOKYMEHTOB.
Ilens paGotbl: W3yueHHMe HOPMATHUBHBIX W METOAMYECKUX JOKYMEHTOB, PpErJIaMEHTUPYIOLIUX
TEXHOJIOTHIO OLU(POBAHHUS.
3adanue: coCTaBIEHHWE METOJMYECKUX PEKOMEHIAIMA MO CO3JaHHI0 CTPaxoBoro (oHma
apXxyBa OpraHU3alUN.
Ha ocHoBe aHai3a HCTOUHUKOB CJI€IyeT MUCbMEHHO OTBETUTH HA BOMPOCHIL:
1. PernameHTanust  3J€KTPOHHOTO  JOKYMEHTOOOOpPOTa M XpaHEHHMs  BJIEKTPOHHBIX
JIOKYMEHTOB B HAILIEH CTpAHE.
2. lenu, 3Tamnsl, TEXHOJIOIHYECKHE MTPOOIEMBI pabOThI O OLU(POBAHUIO TOKYMEHTOB.
3. [IpoexTsl MO OLU(POBAHUIO AIEKTPOHHBIX JOKYMEHTOB B POCCHUMCKUX M 3apyOeimHBIX
apXxuBax.
4. Meromuueckue pa3pabOTKH POCCHMCKHX M 3apyOeKHBIX apXHWBOB IO OLUU(PPOBAHHIO
apXMBHBIX JOKYMEHTOB C PAa3JIMUHBIMU LIEISAMHU.
3areM credyem TOATAIHO COCTaBUMb UHCTPYKIIMIO U3 HECKOIBKUX PA3/IENIOB!
. OT0Op 1OKYMEHTOB Jis1 OLU(POBAHMSL.
. IlpenBaputenbHas 00pabOTKa JTOKYMEHTOB.
. Texuuueckoe obecrnieueHue.
. IlporpamMHoe obecrieueHue.
. ITapameTtps! ounppoBaHus.
. Ilouck u xpaneHue onupoBaHHBIX KOMHIA.
Konumponvnwvie 6onpochwi:
l. KaxoBbl OCHOBHBIE LIeIH OLU(POBAHUS APXUBHBIX JOKYMEHTOB?
2. KakoBsl 3Tansl paboThl 10 OLU(PPOBAHUIO APXBHBIX JOYMEHTOB?

AN DN B~ WN -
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3. KakoBbI mpUHIUIBI 0TOOPA JOKYMEHTOB Ui olu(poBaHus?
4. Kakune mepnl oOecriedeHHs COXPAHHOCTH MPHUMEHSIOTCS B Ipoliecce ouudpoBaHUs
aApPXUBHBIX JTOKYMEHTOB?

Tema 2. Texnonorust ckanupoBanusi. Opranu3zaiust padboTbl
[{enb paboTel: M3yueHre OCHOBHBIX 3TAallOB paOOTHI [0 CKAHUPOBAHUIO JOKYMEHTOB.

3aoanus :
W3zyuenue METOAMYECKIX yKazaHUi apX¥WBOB o onn(poBaHUIO
JTOKYMEHTOB.
1. CocraBnenue miaHa padoThl 10 OLU(POBAHHUIO.
2. BoinosnHenue paboThI o oTbopy Ha CKaHHPOBAHUE KOMILJIEKCa

JIOKyMEHTOB, a TaK)Ke MO WX MPEIBAPUTEITHLHON 00paboTKe.
KOHmpOﬂbele 680Nnpocsl.
1. KaxoBbl TpeOOBaHUS K pa3pelIeHHIO, [[BeTonepeaaye, popmary rpadudeckoro ¢aiina npu
our(pOBaHUM APXUBHBIX TOKYMEHTOB?

2. Kakue wnanbonee 3HauMMble MPOEKTHI O0JACTH OLMQPPOBAHUS, OCYILECTBICHHbIE
OTEUECTBEHHBIMU apXuBaMu?
3. KaxoBbl OCHOBHBIE HTOTY Pa0OTHI O OLIU(PPOBAHUIO B OTEUECTBEHHBIX apXUBax?

Tema 3. CkanHepsl, CHEIUATH3WPOBAHHOE MPOTPAMMHOE OOECIeUeHHe W OCHOBHBIC METOJbI
CKaHUPOBAHHUA .
[lenp paboThl: M3Yy4yUTh TEXHMUYECKOE oOecnedyeHue, HeoOxoaumoe Juisl ouudpoBaHuUs,
0COOEHHOCTH U XapaKTEPUCTUKH aPXUBHBIX CKaHEPOB.

3ananus:

1. U3yueHne TEeXHUUECKOW JTOKYMEHTALlMM CKaHUPYIOIEro oOOpYyIOBaHUs, MNPAaBUII €ro
skcruryatanuu.  ®dopmynupoBaHue TpeOOBaHHMN K  CIELUATM3UPOBAHHOMY CKAHUPYIOILEMY
000pyI0BaHUIO
U1 apXUBOB.

2. M3yueHune OCHOBHBIX PEKUMOB U METOJIOB CKAHUPOBAHUSI.

3. BoinosiHeHne NpPOOHOr0 CKAHWPOBAHMSI TEKCTOBBIX U TIpapUUeCKUX MaTepHalioB B
pa3IMYHBIX PEKUMAaX.

Konmponvhuvle gonpocuwi:

1. Kakue cniennanbHble TpeOOBaHMS MPEABSABISIOTCA K CKAHUPYIOIIEMY 000pYIOBAHUIO JUIs
apXUBOB?

Tema 4. ®opmaT npescTaBiieHUs OLU(PPOBAHHBIX TOKYMEHTOB

Lenb paboThI: U3y4eHUe TEXHOJIOTHH 00paboTku ANEKTPOHHBIX
KOIUI TOKYMEHTOB TIO 33JaHHBIM YCJIOBHSIM.
3agaHus:

1. U3ydyeHue nporpaMMHOTO OOeCriedeHUs JIJIsl YIIPaBICHUS! CKAHUPOBAHUEM U ONTUYECKOTO
pacrno3HaBaHMs CUMBOJIOB. M3y4ueHne pyKOBOACTBA MOJIb30BATETIS.

2. Iloaroroska rnapameTpoB CKaHUPOBAHUS BBICOKOKAYE€CTBEHHOI'O
1 KOHTPOJILHOT'O M300pa)keHMsI, HACTPOHKa IMapaMeTpOB CKAaHUPOBAHUS.

3. OcymiecTBieHNE pabOTHI IO CKAHUPOBAHHUIO KOMIUICKCA apXUBHBIX JOKYMEHTOB B Pa3HBIX
pexumax. CoxpaHeHre JaHHBIX B rpadudeckux ¢popmarax (IoJIb30BaTEIbCKUN U apXUBHBIN).

4. Ocy1iecTBICHUE ONTHYECKOTO pacro3HaBaHHUS CHUMBOJIOB. KOHTpOJIb pacro3HaBaHUS.
CoxpaHeHHE TaHHBIX B TEKCTOBOM (opmare.

Konmponvnvie sonpocnwi:

1. KakoBbl mapameTpbl pe:KUMa CKAaHUPOBAHUS, OT YETO 3aBUCUT UX BHIOOp?

2. Kakwe mnporpamMmbl HCTOJB3YIOTCS JJI ONTHYECKOTO pAClO3HABaHUS CHUMBOJIOB.
KakoBbl x orpanudyeHus?
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Tema 5. Texnonorust unaekcupoBanus. CTaHIapThl ONMCaHMs TOKyMEHTOB. MeTajaHHbIE
[{enb 3aHATHUS: U3YUUTHh OCHOBBI CO3JJaHUS MOJHOTEKCTOBBIX 0a3 TAHHBIX U MOMCKOBBIX CUCTEM
10 oM(POBAHHBIM KOMHUSAM JTOKYMEHTOB.
3amanus.
1. M3yueHune MeXyHapOIHBIX CTaHIApPTOB JEJIONPON3BOACTBEHHBIX METAJAHHbIX.
2. N3yueHune MexayHapOJHBIX CTAHAAPTOB OMUCAHUS APXUBHBIX JOKYMEHTOB.
3. MI3yueHue OTEUEeCTBEHHBIX CTAaHAAPTOB ONMCAHUSA JIOKYMEHTOB B JEJIONPOM3BOJCTBE U
apXWBHOM JIEJI€.
4. CocraBieHue kiaccu(ukaTopa Mo KOMIUIEKCY OTCKaHMPOBAHHBIX JOKYMEHTOB Ha OCHOBE
EKJIN.
5. Unaexcanust KOMIIJIEKCa CKaHUPOBAaHHBIX JOKYMEHTOB 110 CO3AaHHOMY KJIACCU(PHUKATOPY.
KoumponvHule 6onpocuwi:
1. KaxoBbl TpeOOBaHMS K ONMCAHHUIO APXUBHBIX IOKYMEHTOB B TIOUCKOBBIX CUCTEMax?
2. Kakossl crpykrypa EKJIW u meTonuka nnaexcanuu nuaopmanun?

Tema 6. Pa3zpaboTka TEXHHUYECKOTO 3aJaHMUs TI0 CO3JIAaHHIO AJIEKTPOHHOTO WH(POPMAIIMOHHOTO pecypca
Lenp 3aHATHS: U3yUeHUE TEXHOIOTUU CO3/IaHHUs MTOTHOTEKCTOBOM 0a3bl JaHHBIX.

3aoanus:

1. M3yuenue MIPUMEPHOTO TEXHHUYECKOTO 3a/laHus Ha CO3/aHHe
AIIEKTPOHHOTO Pecypca, COCTaBJICHHUE IJIaHAa TEXHUYECKOTO 3a/IaHHs.

2. CocTaBlieHuEe TEXHUYECKOTO 3a/laHusl JJI CO3/aHUS MOJHOTEKCTOBOM 0a3bl JAHHBIX IO
aApXUBHBIM JIOKyMEHTaM c OTCaHHEM
Ha ypoBHE (oHAa, omHcH, Aela, TOKyMEHTA.

3. Peammzamuss  Ga3er mamHRIX B CYBJl MS  Access, co3manme  TalOimIl
«Dounpy, «Onucoy, «Jemno», «JloxymeHT» (yuutbiBas TpeOoBaHUS
K METaJaHHBIM M CTaHJapThl ONTUCAHUS JIOKYMCHTOB).

4. Onucanne (QoHIa, OMUCH, Jlea U MacCMBa W3 BCEX JOKYMEHTOB JieJla B CO3JIaHHBIX
Tabnuiax (He MeHee 5 yen).

5. Coenunenue rpadudeckoro (aina ¢ n300pakeHueM TOKyMEHTA U 3aUCU 0a3bl JAaHHBIX C
PEKBH3UTAMH JJOKYMEHTOB.

6. [TepeBoa TpaAUIIMOHHOM OMKCH B NIEKTPOHHBIN Qopmar.
KoumponwHule 6onpocuwi:

1. KaxoBbl 3Tamnsl peanu3auy MpoeKTa coO3aHus YIEKTPOHHOTO
nH(POPMAITMOHHOTO pecypca?

2.KakoBa cTpyKTypa TEXHUYECKOIO 3aJaHUs?

Tema 7. CneunanuzupoBannoe [10 my1st cozmaHus 3IeKTPOHHBIX apXUBOB

Lenp 3aHATHS: WM3Y4YHTh OCHOBBI BBIOOpa crnemmanmsupoBanHoro I1O mus  co3maHus
AJIEKTPOHHBIX APXUBOB MTyTEM MX CPAaBHUTEIHHOTO aHAJIM3A.

3aoanus:

W3yunth omnucaHus (pPyKOBOACTBAa aJIMHHHUCTPATOPa, IMOJB30BATENsI) IBYX CHCTEM JIJIS
co3manus AekTpoHHBIX apxuBoB (FlyDoc, Directum, Documentum, Dman, ITporpamma mpocmoTtpa
apxuBoB «Corusy).

1. [Ipon3BecTH perucTpaIyio JOKYMEHTOB B Pa3HbIX CHCTEMAX.

2. IIpousBectu TpaHchopMaIyio TOKYMEHTOB U3 ¢popmara B popmar.

3. IIpousBecTH MOUCK JOKYMEHTOB.

PesynbraThl cCpaBHEHHS CUCTEMATH3UPOBATh B BUJIC TAOJIHIIBI.

Ne |Haspan (®ynknum |Hazpanmm (OTdersnl Hcnoabs3yemas |Bup

n/n (ue (ecaiu co- (s CHCTEMBbI CVYB/, CHCTEMBI
U pa3pa- |CTOMT U3 (IKPAHHBI |3JIEKTPOHHOI |(opmaTt 3J1eKTPOHHOI0
00TYHMK |[OACHCTEM [X 0 (b1) JAaHHBIX apxmuBa
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cucrem |/ ¢popmaro (apxuBa (mo crenenun
bl MoayJieii (B KOPNOPATHUBHOCTH,
3JIeKTPO [— U NoJieH MaclITA0UPOBAHMIO,
HHOTO |Ha3BaHHe |KAaKI0r0 MYJbTH(OPMATHOCT
apxuBa |H (¢popmara H,
GyHkuun byHkuusam)
KakK/10T0
MOYJIsA)
2 3 4 5 6 7

Koumponvnvie eonpocuwi:
1. Kakue tpeboBanus npeabsasisitorcs K 10 nms snekTpoHHOr0 apxusa?

9.2. MeToanyecKue peKOMEeHAAMH 110 MOAT0TOBKe MMCbMEHHBIX padoT

Pedepar npeacrasinsier co0oil KpaTKoe CKaToe U3JI0KEHUE HayYHO-TEOPETUUYECKOT0 MaTepHrala 1o
BBI6paHHOI>’I ACIMAPAaHTOM CTYACHTOM TEMC. Tema BI)I6I/IpaCTC$I M3 JucCiia MPEAIOKCHHDBIX UJIIUN MOXKET
OBITH OINpeieleHa CaMOCTOSTENFHO IO PEKOMEHIAIIMM HAyYHOTro pykoBoautens. PedepaT nomkex
BKJIIOYATh B ce0sl OTJIaBliCHHE, BBEJICHUE, OCHOBHYIO YacCTh, 3aKIIOYCHHUE, CIHCOK MCTOYHUKOB U
JUTEPATyphl, COCTABICHHBIH B COOTBETCTBUU CO CTAHAAPTHBIMHU TPeOOBAHUSIMM K O(DOPMIICHHUIO
JUTEpaTyphl, B TOM YHCJIE€ K CCBUIKAM Ha JJIEKTPOHHBIE pecypchl. Pabora momKHa HOCHTH
CaMOCTOSITEJIHBIA XapakTep, B ciydae OOHApy>XKeHUS OTKPOBEHHOIO Iularuara (JOCIOBHOTO
HUTUpOBaHUsl 0e3 cchbulOK) pedepar He 3acuuTbiBaeTcs. Charoumii pedepaT CTYIEHT IOJKEH
IPOJEMOHCTPUPOBATh yYMeHHE palboTaTh C JUTEpaTypoil M HCTOYHMKAMH, OTOMpaTh U
CUCTEMATU3UPOBATE MAaTCpHrall, ACHO U MMOHATHO U3JIaraTb CBOHU MBICJIH.

Bo BBeneHuu 00OCHOBBIBAETCSl aKTyallbHOCTh BBIOPAHHON TEMbI, OMPEACNAIOTCS LU U 3aJa4d
pedepara, nmaércs aHaIUM3  UCIOJB30BAHHONW  HMCTOYHWUKOBOW  0a3bl, KpaTKUW  aHaIM3
UCTOpUOTPAPUUECKON H3YYCHHOCTH TEeMbl, (DOPMHPYIOTCS TpeaIMeT U OOBEKT HCCIeIOBAaHUS,
TOBOPUTCS O €T0 CTPYKTYPE.

B ocHoBHOW uacTh, pa30buToil Ha pasnenbl WM maparpadbl, W3IaraloTcsi OCHOBHBIE (DAKTHI,
CBSI3aHHBIE C TEMOW WCCIENOBaHHUS MPOBOIUTCS WX aHAIW3, (OPMYIHPYIOTCS BBIBOABI (1O
naparpadam).

3aKIoueHrue COJEPKUT HMTOTOBBIE BBIBOJBI M, BO3MOKHO, TPEIINOJIOKEHUS O TMEPCIEeKTHUBAX
MPOBEJICHUS NaTbHEHIINX UCCIEAOBaHUN IO JTAaHHON TeMe.

CHUCOK MCTOYHUKOB M JIUTEPATYPHI JIOJDKEH OBITH COCTaBICH B aJI()aBUTHOM IOPSJIKE B ITOJTHOM
COOTBETCTBUU C TOCYAapCTBEHHBIMU TpeOoBaHUSIMU K Oubmmorpaduyeckomy omnucanuio. Cpenu
WMCTOYHUKOB BHAYAJIC BBIJICISIFOTCS HEOMyOJIMKOBAaHHBIC a IOTOM OIYOJIMKOBAHHBIE HCTOYHHKH.
Cchbulk B TEKCT€ JOJDKHBI OBITH O(OpPMIIEHBI Takke B COOTBETCTBHM CO CTaHAAPTHBIMHU
TpeOOBAHUSIMU.

O6béM pedepata — okono 1 m.a. (okono 40 000 3HakoB). Pedepar momken ObITh HamedaTaH (Ha
KOMITBIOTEpPE TEKCT Jyumie Habupath uepe3 1,5 mmm 2 wmaTepBana IIPUDOTOM 12 wmu 14) u
Mpe/ICTaBIeH Ha OyMa)XHOM HOCHUTEJE.

Pedepar nomkeH ObITH ClIaH NPENOJaBaTENI0 Ha NPEANOCIECIHEM CeMUHApcKoM 3aHsaTtuu. Ilo
pedepaty BbicTaBisercs 10 15 6amos. B cinydae Hecnauu pedepara CTyAeHT HE JOIMYyCKaeTcs 10
IIPOMEXKYTOUYHOTO KOHTpOJIA (3au€Ta, sk3ameHa). Kpurepuu olieHku pedepara NpUBEAEHbI B IIyHKTE
5.2.

[ToaroToBky pedepara pekOMEHIyeTCs HaYMHATh ¢ OMOIMOTrpadUUecKoro MOMCKa U COCTABIICHUS
OubsmorpauIecKoro CrucKa MCTOYHHKOB M JIMTEPATYPHI, @ TAKXKE MOJArOTOBKH IUIaHA PAaOOTHI.
KaH(IILIﬁ U3 HAMCUYCHHBIX ITYHKTOB IUIaHAa OOJDKCH OIMUPATLCA Ha Pa3jIndHbIC HCTOYHHUKU H
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autepatypy. TekcT pedepaTa J0DKEH ObITh CBA3HBIM, HEAOMYCTHUMBI TOBTOPEHUS, (hparMeHTapHBIH
nepecka3d pa3po3HEHHbIX CBeACHMM M (akTOB. TUTYNBHBIN JHCT TOTOBUTCS B COOTBETCTBUHU C
TpeOOBAHUAMHU, IPEIBIBIAEMBIMU K O)OPMIICHUIO TUTYJIBHBIX JIUCTOB AUIUIOMHBIX PadoT.



