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1 TIlosicHUTEJBLHAA 3aNMUCKA

1.1 Ieas u 3aga4u AU CHUATTHHBI
Lenv oucyunaumnsvl - N3y4eHUE TEOPETUYECKUX MPOOIEM U MPUKIATHBIX
ACIIEKTOB I/IH(l)OpMaTI/I?)aL[I/II/I APXUBHOI'0 ac€jia, OCHOBHBIX HaHpaBJ’IeHI/Iﬁ BHEAPCHUA
I/IH(i)OpMaL[I/IOHHBIX TEXHOJIOTHH B ACATCIIbHOCTD apXuBa.

3aga4u AUCIUTUIUHBL:

1) u3yueHre OCHOBHBIX IIOHATHH, WCIOJNB3YEMBIX B TMpOIEcce NPUMEHEHUS
WH(POPMAIIMOHHBIX TEXHOJIOTHI B apXUBHOM JIEJIE;

2) u3ydeHNe WCTOPUM MEXaHHW3AallMd W aBTOMATH3allMM apXHWBHOTO Jeja B Halei
CTpaHe ¥ 3a pyOexom;

3) uzyyeHue HOPMATHBHO-IIPABOBBIX OCHOB MPUMEHEHHs UHGOPMAIMOHHBIX
TEXHOJIOTHI B apXHUBHOM JIEJIE;
4) uzyyeHue TEXHUYECKOTO U TMPUKIATHOTO MPOrpaMMHOT0  obecreueHus,

HCIOJI3YCMBIX ITPU OpTraHrU3aluu 3JICKTPOHHOT'O

JTIOKyMEHTO000pOTa, WH()OPMAITMOHHOM OOECIIEUeHUH YIIPaBIEHUS, OPTraHU3aIuU
APXUBHOI'O XpaHCHUA NOKYMCHTOB Ha TPAAUIUOHHBIX U 3JICKTPOHHBIX HOCUTCIIAX

5) u3yueHWe NPUHIMIIOB BBHIOOpPA W OpPraHM3AlMW BHEIPEHUS WM WCIIOJIB30BaHUS
TEXHHYECKOTO U MPOTPAMMHOT0 00eCTICUCHHS,

6) n3yueHne HHOOPMAIIMOHHBIX CHCTEM M OCHOBHBIX HH()OPMAITMOHHBIX PECYpPCOB B
aApXUBHOM JIEJIE;

7) u3ydeHHe U aHaJIU3 CPEJICTB 3aIUTH HHPOpMaIuK B HHGOPMAIIMOHHBIX CHCTEMAX,
HCIOJIb3YCMbIX B apXUBHOM JICJIC.

1.2 TlepeyeHb IUIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUS N0 AUCIHUILINHE,

COOTHCCCHHBIX C MHAMKATOPAMH NJOCTHUKCHHUSA KOMIIETeHIIUH

KomMmnerennus NuauxaTopsl IlepeyeHb MIAHUPYEMBIX Pe3yJbTATOB
(xom m KOMIIeTeH NI 00y4eHMsI M0 JUCIHUIJINHE
HalMEHOBAHME) (ko1 1 HAUMEHOBAHME)

OIIK-4. Cniocoben
IIOHUMATh HpI/IHI_II/IHI)I
paboTBl COBPEMEHHBIX
HH(POPMAITHOHHBIX
TEXHOJIOTUH U
HCIIOJIB30BaTh MX IS
pelieHus 3a1a4
npodeccHoHANBEHON
JIEATENBHOCTH

OIIK 4.3. O0namaer
HaBBIKAMH
UCTIOJIb30BAHUS
nH(POPMAIIMOHHO-
KOMMYHHUKAI[HOHHBIX
TEXHOJIOTHH B chepe
JTOKYMEHTAIHOHHOTO
o0ecrieyeHns ynpaBJIeHUs
Y apXUBHOTO Jenia

3HaTh — OCHOBHBIE HH(POPMALIMOHHbIE
oubnuorpaduyeckre pecypcsl o
JOKYMEHTOBE/IEHUIO U apXUBOBEJCHHUIO;
TUIIOBOE MTPOrpaMMHOE oOecTieueHue,
IpUMeHsieMoe 17151 (PyHKIIMOHUPOBAHMS
aBTOMATH3UPOBAHHOM CUCTEMBbI
LEHTPAJIN30BaHHOT'O Y4eTa J0KyMEHTOB
ApxusHoro ¢ponna PO,
ABTOMAaTHU3UPOBAHHOT'O LIEHTPAIBHOIO
($hoHIOBOTO KaTamora

YMeThb — OCyLIECTBIIATh IOUCK HAYyYHO-
TEXHUYECKOH MH(pOpMAIMK IO CBOEH
po¢eCCUOHAILHOMN 1EATEIEHOCTH;
pa3zbuparbes B 0a30BBIX aCTIEKTaxX
(YHKIIMOHMPOBAHUS COBPEMEHHBIX
MH(POPMAIIMOHHBIX CUCTEM B ApXUBHOM
nene.

Baaners -  HaBBIKAMH UCIOJIB30BAHUS
KOMIIbIOTEPHOM TEXHUKH U
UH(POPMAIIMOHHBIX TEXHOJIOTHIA,
OCHOBHBIMH METOJJAMH, CIIOCOOaMHU U
CPEACTBAMU MOJIYYEHUS], XPAHCHHUS,




nepepadoTKu HHPOPMALIUNY; HABBIKAMU
BBIOOpA MTPOTPaAaMMHOTO 00€CTICUeHUS ISt
MH(POPMALIMOHHOTO 00eCcTIeueHus
JEATSILHOCTH apXHUBOB.

1.3 MecTO IMCHHUILUIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/IbHOM

NMporpamMMbI

JucimmunHa — «MH(OpMAaMOHHBIE TEXHOJIOTMHM B AapXUBHOM JIeJie» OTHOCHTCS K
00s13aTeNbHONM YacTH 0JIOKA TUCIHILINH y4eOHOTO IJIaHa.

JI7st OCBOGHHS TUCHUILTHHBI HEOOXOIMMBI 3HAHUS, YMEHUS U BIIaICHHS, CHOPMUPOBAHHBIC
B XOAC M3YUCHUA CIACAYIOIHNX AWUCHUIUIMH HW IMPOXOXKACHUA IIPAKTHUK: - ((I/IH(i)OpMaHI/IOHHaﬂ
IBPUCTUKAY; «HPOPMAIIIOHHBIE TEXHOJIOTUI», « APXUBOBEICHHUEY.

B pesynbraTe OCBOCHHMS AWCUHUILTUHBI (POPMHUPYIOTCS 3HAHUS, YMEHHUS W BIIAICHUS,
HEOOXOANMBIE JUTS U3YUYECHUS CIACTYIOMINX JUCIUILIHH U TPOXOXKACHHUS MPAKTHK:

«CucrteMsbl XpaHCHUA SJICKTPOHHBIX JOKYMCHTOBY, «FOCYZ[apCTBeHHI)IC, MYHUIUIIAJIBHBIC
Y BEJIOMCTBEHHBIEC apXHBbI», IPEIIUIIOMHAsT IPAKTHKA.

2 CrpyKrypa IMCHUILIMHBI

OO01mmast TpyA0eMKOCTh JUCHIUIUIMHBI COCTABISET 2 3.€., 72 d.

CTpyKTypa AUCHUIIMHBI 1151 04HOH (POPMBbI 00yUeHUSI

O0beM AMCUUIUIMHBI B (JOPME KOHTAKTHON PabOThI OOYYAIOIIUXCS C MEAarorH4eCKUMHU
paboTHHKAaMU U (UJTK) JIMIaMU, TIPUBJICKAEMBIMU K peasi3aliii 00pa3oBaTeILHON MPOrpaMMbl Ha
UHBIX YCIIOBHSIX, TP MIPOBEACHNUHU YUCOHBIX 3aHATHUI:

Cemectp | Tun yueOHBIX 3aHATHIA KomnyectBo
4acoB
2 Jlexnuu 16
2 CeMuHApHI/1a00paTOPHBIC PAOOTHI 24
Bcero: 40

O6beM TUCIMITIHHEI B (popMe caMOCTOATEIbHON pabOThl 00YYAIOIIUXCS COCTABIAET 32
aKaJeMUYECKUX YaCOB.

CTpyKkTypa IUCUMILIMHBI VIS 04HO-32049HOI (opMBbI 00yUeHMsI

OOBeM AUCUMIUIMHBL B (pOPME KOHTAKTHOW PAbOTHI OOy4arOIUXCS C MENaroruuecKUMu
paboTHUKaMU U (WIK) IMLAMU, IPUBJIEKAEMbIMU K peaiu3alii 00pa3oBaTeIbHOM IPOrpaMMbl Ha
UHBIX YCIIOBHSIX, TP IIPOBEACHNUHU YUCOHBIX 3aHATHUIL:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
2 Jlexuu 14
2 CemuHApHI/1a00paTOPHBIC PAOOTHI 22
Bcero: 36

O0beM TUCIHUILTUHBL B (HOpPME CaMOCTOSATENbHON paOOThI 00YYAIOIIMXCS COCTABISET 72
aKaJIeMUYECKHUX YacOB.




CTpyKTypa AUCHUNIMHBI VIS 3204HO0I ()OpMBbI 00yUeHHsI

O06bemM auCIUTUIMHBI B (hOpME KOHTAKTHOW PAOOTHI OOYyYarONIUXCs C MeJaroru4ecKuMU
paboTHUKaMU ¥ (WJIK) TUIIAMU, IPUBJICKAEMBIMHU K peair3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha
WHBIX YCIIOBUSX, IPH MTPOBEJICHUH YICOHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATHIA KommuecTBo
JacoB
2 Jlexmm 4
2 CemuHappl/1a00paTOpHbIE paOOTHI 12
Bcero: 16

O0BeM AUCIUTUTHHBI B (POpME CaMOCTOITENIbHON PaboThl 00YYAIIIMXCS COCTABIISET 56

AKaICMUYCCKUX 4aCOB.

3 Coaep:kanue TUCUUIINHBI

Ne [ HaumeHoBaHme Conep:xkanue
pasaeia
AUCHHUILIMHBI
1 1.Beenenne. [Ipenmer, nens u 3agaun Kypca. MictouHuku u mreparypa 1o

Kypcy. XapakTepucTHKa 3aKOHOJATeNIbHBIX, HOPMATUBHBIX U
METOAMYECKHUX JTOKYMEHTOB, HAIIMOHATBHBIX U MEKIYHAPOIHBIX
CTaHJapTOB M0 U3y4yaeMoii mpobiemarrke. MecTo Kypca cpenu
JPyTUX JUCUUIUIMH. B3auMOCBs3b Kypca ¢ TUCIUTUTMHAMEI
«JloxymenroBenenue», « OCHOBBI U TEXHOJIOTHS
JOKYMEHTAITMOHHOTO 00ECTIeUeHHS yIPaBICHUS» U JIp.
OcHOBHBIE IOHATHSA Kypca: MeXaHHU3aIusl, aBTOMaTU3aluUs U
uHpopmaruzamus JJOY u apxuBHOTO Nena, HHGOpMaIMOHHBIE
texnosioruu (UT), uadopmarmonnsie cucremsl (MC),
KOpITOpaTHBHbIE HH(OPMAIIMOHHBIE CUCTEMBI,
aBroMatuzupoBanHbie cucteMbl JIOY (AC JIOVY), anexkTpoHHbBIS
JOKYMEHTBI, SJIEKTPOHHBIN apXUB, apXHB IEKTPOHHBIX
JIOKYMEHTOB, aBTOMaTU3UPOBAHHbIE ApXUBHBIC TEXHOJIOTUHU U JIP.
ComnocTaBieHre MeXIyHapOAHOH U 0T€YeCTBEHHOH MPo(UIHHOMN
TepMHHOJIOTHH. PoNb Kypca B COBEpILIEHCTBOBAaHUH OpPraHu3aliu
paboThI ¢ JOKYMEHTaMH B yIPaBJICHUH, CO3/IaHUM ONTUMAIbHBIX
yCIIOBUH pabOTHI CITyK0 TOKYMEHTAIIMOHHOTO 00ecTieyeHUs
yIpaBJICHUS U apXuBa. 3HaYCHHE UHPOPMATU3AIUN APXUBHOTO
Jiesia Ha coBpeMeHHOM dTane. OcHOoBHbIE HH(POPMAIIMOHHbBIE
TEXHOJIOIMH, TpuMeHsiemble B JIOY u apxuBHOM Jeie.
HudopmaninoHHble CBOMCTBA JOKYMEHTOB. 3aKOHOMEPHOCTHU
pOCTa U CTapeHHs JOKYMEHTHOW HH(POpMAaLUH.
ABTOMaTH3UPOBaHHbIE HH()OPMALIMOHHO-ITOUCKOBBIE CUCTEMBI U
ux knaccupukanus. OtpacieBas CUCTEMa HAYYHO-TEXHUYECKOM
uHbopMaluu B 001aCTU JOKYMEHTOBEICHUS U apXUBHOTO JIea.

2 Pazpen 2. Uctopus
MEXaHU3alud U
aBTOMAaTHU3AIUU

Oranbl aBTOMaTU3alUU apXUBHOTO Jena B KoHue XIX — koHue
XX BB.: pa3BUTHE TEXHUYECKOTO 00ECTIEUEHUsI, HOCUTENEH
UH(OPMALIUK, IPOIPAMMHOI'0 M JIMHIBUCTUYECKOIO 00ECIIEUECHHUSI.




apXHMBHOTO JIeTia B
Hallei ctpaHe U 3a
pyOexom

[lepBble LIEHTPHI XpaHEHUS] MAIIIMHOYUTAEMBIX JOKYMEHTOB:
apXUBBI OTPACIEBBIX BBIUNCIUTEIBHBIX HEHTPOB U IIaBHBIX
BbIYMCIUTENbHBIX LIEHTPOB (I'BL]). Bausinue aBromatusaiuu B
opraHax HayyHo-TexHuueckor nadopmaruu (HTU) Ha apxuBHOE
neno. YueTHble M HHPOPMAIIMOHHO-TIOMCKOBBIC
ABTOMAaTU3UPOBAHHBIE CUCTEMBI B apXuBax. [lakeTsl mpuKiIagHbIX
porpaMm JJis apXuBHOTO Jena. MH(opMamoHHO-TTOMCKOBBIE
Te3aypychl. MexxapxuBHble aBToMatu3nupoBanHbie UIIC.
ABTOMAaTH3UpOBaHHAs CUCTEMA HAYYHO-TEXHUYECKOM
undopmaruu (ACHTH) na ocnose L{enTpanbpHOTrO

donnosoro karanora (LI®K) rocyaapcTBeHHOr0 apXuBHOTO
donga CCCP. ApxuBoBeicHUE MAIITMHOUYNTAEMBIX JIOKYMEHTOB
(MY]]). Buenpenune napopManmoHHOTO MOAX0/1a B
apxuBoBeaeHue. Tpynasl B.H. ABrokparona, K.b. ['enbmana-
Bunorpanosa, K.W. Pynenscon, P.H. Edbumenko u ap.
[IpumeHneHne aBTOMaTU3UPOBAHHBIX CUCTEM 00paOOTKH
n300pakeHmit 17151 pecTaBpanuu JokyMmeHToB (ACOU3).

OnbIT aBTOMaTU3aIMKA apXUBHOTO Jieiia 3a pyoexxkoM B 1940-
1970-e rr. O6cyxneHue mpodaem nHpopMaTH3aLUN APXUBHOTO
nena Ha koHrpeccax MCA, co3ganune Komurera mno
aBroMatuzarmu MCA. Undopmaruzanus B crpanax CILA,
3anagnoi EBpornbl, ctpanax COB. Coznanue AUIIC, navano
MPUMEHEHHUS KOMIBIOTEPHBIX CETEH,

CO3JJaHME apXHUBOB MAIIMHOYUTAEMbIX JAHHBIX. APXUBOBEICHUE
MAaIlMHOYMTAEMBIX TOKYMEHTOB 3a pyoexom. Tpyzast Jx. Poyzca,
JIx. Tectona, Y. lonnapa, M. Keppoia.

Paznen 3.
HopmarusHo-npaBoBas
0aza nH(OpMaTH3AITUN
ApXHBHOTO JIeTIa.

PermamenTarus ”HGOpPMATH3AIUU APXUBHOTO JIEJIa B POCCUHCKOM
3aKoHo1aTeabcTBe. 3aKkoH PO «O06 nndopmanuu,
MH(POPMALMOHHBIX TEXHOJIOTHUAX U 3aiuTe HHpopmanum», «O0
apxuBHOM Jienie B Poccuiickoii @enepanumy, 3aK0HbI CYObEKTOB
denepanuu u Ipyrue HOpMaTUBHEIC aKThL. [IpoOIeMbI aBTOPCKOTO
IpaBa U JOCTymna K 0a3aM JaHHbBIX, 3alIUThI HH(OpMaLIUH,
UH(POPMALMOHHOM Oe30macHOCTH. PermamenTayst BOnpocoB
nH($OpMaTU3aLUN APXUBHOTO Jiejla B OCTAHOBIECHUSIX
[TpaButenscTBa PD, cyobekToB denepanun, npukasax Pocapxusa
U IpyTuX HOPMAaTUBHBIX akTax. denepanbHble U perHOHaNbHBIE
nporpaMMbl nHpopMaTH3auu apxuBoB. KoHmens
uHbopMaTu3aluu apxuBHoro jena B PO, nporpamma
uHpopMaTuzanuu OenepaibHOTO APXUBHOTO areHTCTBA U MOJI-
BEJIOMCTBEHHBIX eMy yupexaenui Ha 2011-2020 rr.
HopmartuBHO-MeToanueckue pa3padboTku PocapxuBa u apXUBHBIX
yupexaenuit.«[IpaBuia oprannu3anuu XpaHeHus,
KOMIUICKTOBAHHUS, yUeTa U UCIIOJIb30BAHUS JOKYMEHTOB...» B
rOCy/IapCTBEHHBIX, MyHUIUNAIbHBIX apXUBaX, My3esX,
6ubnuorekax, apxuBax PAH 06 nnpopmaTuzanum apxuBHOTO
JieNia U XpaHeHHUH 3JIeKTPOHHBIX T0KyMeHTOB. KoHnenus
nH(pOpMaTU3alMK apXUBHOTO Niena B Poccuu;

oTpacJeBasi mporpamMma nH(opMaTHU3aluyu apXuBHOTO Aena B Poc-
cun. @eepanpHas LeneBas nporpaMma «JeKTpoHHas Poccus»
Ha 2002-2010 rr. (2002 1.) 1 apxuBsL. [lepcrekTHBHOE U TEKyIlEe
TUTAHUPOBaHKE PabOTHI 0 MH(MOpMaTHU3auu oTpaciu. [mane
HUP. Ponr denepansaoro apxusHoro arearctsa 1 BHUMJIA L.




Llentp nndopMaoHHBIX TexXHONIOTHI PocapxuBa. JlesTensHOCTh
DKCNepTHOM KOMUCCUU 0 aBTOMATU3UPOBAHHBIM aPXHUBHBIM
texnonorusim Pocapxusa. Cexuust LIC Poccuiickoro o6mecTBa
UCTOPUKOB M apxuBHUCTOB (POMA) «DnekTpoHHbIE TOKYMEHTHI U
apxuBBI: TPOOJIEMBI U pelIeHus». MexayHapoaHsie GopMaTsl 1
crangaptel onucanus. Ctangapt ISADC(G) (1994).

Pasnen 4.

OcHOBHBIE OOBEKTHI U
HpI/IHHI/IHBI
aBTOMAaTH3alUU
ApXHUBHOTO JeJa.

OOBeKThl, NPUHIIMIIBL, 1IEJIH, 3a/1a41 U HAIIPABICHUS
UH(POPMATHU3AUHN ApPXUBHOTO Jenia. Busl ”HPOpMaIMOHHBIX
TEXHOJIOTUH, IPUMEHSIEMbIX B apXUBHOM JIEJIE.

Opranmnzanys HHPOPMATU3AIUN HA YPOBHE apXHBa.
[TnanupoBanue pabotsl 1o BHeApeHnto AAT B apxuBax.
[Tporpammbl nH(pOpMATH3AIKMN OTACTBHBIX (heaepaIbHBIX,
LEHTPAJIbHBIX PECIyOIMKAHCKUX U FOCYIapCTBEHHbBIX KPAeBbIX,
00JTaCTHBIX, MYHUIIUTIATBHBIX apXUBOB. CTPYKTypHBIE
HOJpa3/IeJIeHUs apX1Ba, OTBEYAIOLIHNE 32 HHPOPMATU3ALUIO.
Oransl BHepeHust AAT B apxuBe. Jtansl BHeApeHus AAT B
apxuBe. Bbi0op nporpamMMHoro odecrieueHus U pazpaboTuuKa.
CxutagpIBaHME COBPEMEHHOTO PhIHKA IIPOTPAaMMHOTO 00€CTIeUEHUS
B 00J1acTH apXuBHOTO jAena. L{eHTpsl pa3paboTunku nporpaMm
JUIsL apXUBHOM OTpaciii: apXUBbI, CHCTEMHBIE HHTETPATOPBI,
Hay4HbIe yupekJeHus U By3bl. [locTaHOBKa 3a/1aun 1
TEeXHUUYEeCcKoe 3aaanue. JloroBop ¢ pa3paboTuyukoM. Y cTaHOBKa

U ajanrtanus nporpammsl. [Ipo0GiemMa KOHBEpTUPOBAHNUS JaHHBIX B
HOBBIC BepcuHU nporpaMmel. OOyUeHHe IepcoHaa.

Pasznen 5. ba3nl janHBIX
B apXUBHOM JIeie.

CucreMsbl ynpaBieHus: 6a3amMu JaHHBIX, IPUMEHSIEMbIC B apXUB-
HOM jiernie. PensininonHast u uepapxudeckas CTpyKTypa 0asbl
naHHbIX.[locTpoenune nH}oIOrHUIecKkoi MoIenH U
natanorudeckoi mojaenu bJ[. Beibop THIIOB 00BEKTOB, UX
aTpulyTOB, HIEHTU(HUKATOPOB OOBEKTOB, OMPEICTICHUE TUIIOB
CBsI3€i, BEIOOP MOJIETTH JaHHBIX, CTPYKTYPUPOBAHHE JIAHHBIX,
npoeKkTupoBaHue oTyeToB. [Ipobiema co3gaHus TUTIOBOTO
(o6meoTpaciaeBoro) MporpaMMHOTO 00eCTIeYeHUsI.
OyHKIMOHATBHBIN TToaxo (pa3zpabotku BHUU-

JA]T) u uaTerpUpOoBaHHbI oaxo[ (pa3padoTku PocapxuBa).
HuTerpupoBanHas MoJieinb HH(POPMAIIMOHHOM CUCTEMBI apXUBa,
OCHOBaHHOW Ha MHOTOYPOBHEBOM onucaHuu. CUCTEMBI
yropaBieHus: 6a3aMu JaHHBIX, IPUMEHSIEMbIC B apXUB-

HOM JIeTIe.

Paznen 6. [IpuknagHoe
MPOTPaMMHOE
obecrneueHue st
ABTOMATU3UPOBAHHBIX
apXI/IBHLIX TeXHOHOFHﬁ

(AAT).

Bupl 1 pa3HOBHIHOCTH aBTOMaTH3UPOBAaHHBIX
MH(POPMALIMOHHBIX CHCTEM B apXuUBHOM jene. [IpusHaku
KiIaccu(ukanuy HHHOPMAIIMOHHBIX CUCTEM: YPOBEHb MHTETPAIIH
JTAHHBIX B paMKaxX apXuBa, HA3HAYEHUE CUCTEMBI (yueTHas,
UH(POPMAIMOHHO-TTONCKOBAsI, 3 IMUHHCTPATUBHO-
ynpaBieH4YecKas); GYHKIHUU CUCTEMBI (y4eT, KOMIUIEKTOBaHHUE,
CIIPaBOYHO-TIOMCKOBBIE CPE/ICTBA, UCIIOIB30BAHHE H JP.);
YPOBEHb ONUCAHUS JaHHBIX (MeXapXUBHbIE, ME&X()OHIOBBIE,
BHYTpU(DOHIOBBIE); 00bEKT onrcanus (HoH, ONUCh, AEIO,
JIOKYMEHT); BUJI TPAAULIMOHHOTO CIIPABOYHUKA (3JIEKTPOHHAS
OIHCH, KATaJoT U JIP.); BUA apXUBHOTO YUPEKICHUS
(uH(pOpMAIMOHHbBIE CUCTEMBI JUISl ApXUBOB OpraHU3aLUi




rOCYJJapCTBEHHBIX U MYHUIIUIIATBHBIX aPXUBOB,

OpraHoOB yMpaBJeHUS apXUBHBIM AesioM), opma peanuzanuu (11K
u JIBC, MHTepHeT, THpa)kupOBaHUE HA HOCUTEISIX).
CoBpeMeHHbIE aBTOMAaTU3UPOBAHHBIE APXUBHBIE TEXHOJOTHH:
IIPOrpaMMBbI JUIsl aBTOMATU3aLMU YUETa, KOMIUIEKTOBAHHUS,
9KCIIEPTHU3bI IEHHOCTH, O0ECIICUeHUsI COXPAHHOCTH,
UCIIOJIb30BaHUs JOKYMEHTOB, aBTOMaTU3UPOBAaHHbBIE
nH(GOPMaIMOHHO-TIOUCKOBBIE cucTeMbl. IHTEerpupoBaHHbIe
MHOTO(yHKIIMOHANIbHBIE TIporpaMMbl. MHpOpMamonHsie
npouecchl U GYyHKIUHU B cUCTeME «YUeT apXUBHOTO (hOHAA»
(MucodT). O6meoTpacneBasi CHCTeMa aBTOMATH3UPOBAHHOTO
ydeTa T0KyMeHTOB ApxuBHOTO doHaa PD. [IporpamMmmel
«ApxuBHBIN (HOoHIY, «DOHIOBBIN KaTanor». MexxapXuBHbIe 0a3bl
JTaHHBIX (peecTp YHUKAIBHBIX JOKYMEHTOB ApXUBHOIO (hOHA,
aBromatusupoBaHHblil [{OK, «ApxusHas Poccuka» u np.).
Nudopmartuzamms apxuBoB opranu3zaiuii. OCHOBHBIE POOIEMbI
KOMITbIOTepH3auy HHpopmanuonHoro noucka. UIIC
JTOoKyMeHTalnbHbIe U (pakTorpaduueckue. Kinaccupukarms
UH(POPMALIMOHHO-TTIOMCKOBBIX SI3BIKOB. bectezaypycHblit
nouck. Te3zaypychl u ux pegaktupoBanue. Kinaccudukatopst
JOKYMEHTHOM MH(pOpMaluu — UX YHU(PUKALUI U
penaktupoBanue. Crangaptuzanus GopmMaToB OnUCaHus
nokymeHToB. EK/IW. DnexkTpoHHbIE MyTEBOAUTENN, OITUCH,
katajnoru, ykazaread. Mexxapxusabie AUTIC. bank nanHbix
«Kuura namsatuny», «ApxuHas Poccukay, ALIOK.
[TonnoTtekctoBbie AUIIC. MHTErpripoBaHHbBIE TOMCKOBBIE
CHCTEMBI U POTrPaMMHOE OOeCTIeYeHHE IS UX pealln3allum.
Omnbit ['maBapxuBa r. Mocksel, '’ AP®, Apxusa PAH,
pernoHalbHBIX apXuBoB. [Iporpammusiii kommieke «Kancca-
ApXuB» U €ro BHeJApeHUe. Mex1yHapOoIHbIE POEKTHI
KOMITbIOTEPU3ALIUU APXUBHBIX TEXHOJIOTHI — «ApXUB
Komunrtepua», «CBAI.

Pazpen 7.
HNHTepHeT-TexHOoI0TNA
1 THQOpMALOHHBIC
pecypchl,
HCIOJIB3yEMBIE B
apXUBHOM JIefie.

[IprMeHeHne CeTeBbIX TEXHOIOTUH B MHPOPMAITMOHHOM
obecrieueHnn padOThl apXHUBOB, CO3/IAHUN MEKAPXUBHBIX
nH(GOPMaIMOHHO-TIOUCKOBBIX CITPABOYHUKOB, YIIPABJICHUU
oTpacibio. [100anbHbIe BEIUNCIUTENBHBIE CETH U APXUBBI.
[Tpo6Giiema co3ganus pecypcoB OTE€UECTBEHHBIX apXUBHBIX
yupexaenuii B Iarepuete. O01merocy1apcTBeHHbIE apXUBHBIE
nopTainbl — «ApXHUBbI YKpauHbDy; « ApxuBbl benopyccun»;
«Apxussl JIuts». Caiit Pocapxusa «Apxussl Poccun».
Mertoanueckue yka3zanus PocapxuBa 1o co31aHuio caiita
ApPXMBHOTO YUPEXKJICHHS. XapaKTepUCTHKA UH(OPMAITMOHHBIX
PECYPCOB POCCHICKUX apXUBOB B IJ100aJTbHOM CETH: CANThHI
npezcTaBuTeNbekue 1 HayuHble. [Ipobnemsl myonukamun HCA u
nokymMeHToB B UHTepHeTe. bubnuoreku ccpimok. CalT « ApXHUBBI
mupa» FOHECKO. Opranusanust 1octyna K 3J€KTPOHHBIM
pecypcam o JoKyMeHTax ApxuBHOTO ¢hoHAa PD, pazmeneHHbIM
Ha noptaie «Apxussl Poccun», B ToM uncie «LlenTpansHomy
dbon0BOMY KaTanory»; «Peectpy yHUKaJIbHBIX JOKYMEHTOBY.
Cosznanue «Ennnoii mHTErpalluoHHON TUIaT(HOPMBI
MHGOPMaILIMOHHBIX PECYPCOB» POCCUNCKUX aPXHBOB.
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8 Paznen 8. Texnonorus
XpaHEHUS 3JIEKTPOHHBIX
JOKYMEHTOB U 3all1Ta
nH(pOpMaIH B
WHPOPMALTUOHHBIX
cucremMax.

[Ipobnema coxpaHeHMsI 3JEKTPOHHBIX TOKYMEHTOB Ha
coBpemeHHoM rtarne. [Toustus «MYl», « IMH», «351eKTpoHHBII
nokyMeHT» (/1) 1 IX HOPMAaTUBHO 3aKpETUICHHBIE Ie(UHHUIINY.
Huckyccun o npupoae /1. OcoOEHHOCTH MaITMHOYNTAEMBbIX
JIOKYMEHTOB KaK 00OBbEKTOB apXMBHOTO XpaHEHHs. Bompockr
IOPUIMYECKOM CHUIIBI U «JI0KA3aTeNbCTBA» HAIEKHOCTU HOCHUTEICH,
OTJICJIEHHOCTH WH(POPMAIIUK OT HOCUTENS,, HEOTPAHUYEHHOCTH
BOCIPOU3BEICHUS] OPUTHHAJIOB, BEICOKON c€0€CTOMMOCTH
XpaHEHUs; CTAPEHNE TEXHUYECKOTO U TPOrPaMMHOI0
obecrieueHust; GopMaTHONH HECOBMECTUMOCTH, OTTMCAHUS

u n1p. [IpaBoBoe perynupoBaHue Iopuandeckoi cuiibl D/ B Hamien
CTpaHe | 3a pyOekoM. DIIeKTpOHHAs U(PPOBast MOITHUCH.
TexHOJOornM ONepaTUBHOTO XPAaHEHUS JIEKTPOHHBIX JOKYMEHTOB
(3amuTa OT BUPYCOB, COOEB ANEKTPOIUTAHMS, PE3EPBHOE
KonupoBaHue u Ap.). [lpodiaema 101roBpeMeHHOTO XpaHEHHS
JIEKTPOHHBIX IOKYMEHTOB U MOJACPKAHUS UX ayTEHTUYHOCTH.
OcobeHHOCTH KIacCU(UKAINH, YYETa, OMMCAHUS U SKCTIEPTU3HI
[IEHHOCTH 3JIEKTPOHHBIX JJOKYMEHTOB. TpeboBaHus
UH(POPMALMOHHON 6€30MaCHOCTH K aBTOMAaTU3UPOBAHHBIM
cuctemaM B JIOY u apxuBHOM fiesie. OCHOBHBIE HAIIPABIICHUS U
MEpBI TI0 3aluTe HHpOpMAIMK OT HECAHKIIMOHUPOBAHHOTO
noctyna. Co3ianue 3JeKTPOHHOTO (OH/IA MOJIb30BaHUS.
Co3nanue LleHTpa XpaHeHUs HIEKTPOHHBIX JOKYMEHTOB
POCCHUMCKUX apXHBOB.

4 OOpa3oBaTejibHbIE TEXHOJIOT UM
J1i1st mpoBeIeHuUs yU4eOHBIX 3aHSATHH 110 AUCIUIUIMHE UCTIOJIb3YIOTCS pa3InuHbIe 00pa30BaTeIbHbIC
TexHonoruu. J[is opranu3anuu y4eOHOTO IMpoliecca MOXKET OBITh HCIIOJIE30BAHO AJICKTPOHHOE
oOydeHue U (UIM) JUCTAaHIIMOHHBIE 00Pa30BATENbHBIC TEXHOIOTHH.

S OueHka WJIaHUPYEMBbIX Pe3yJIbTATOB 00y4YeHH s
5.1 Cucrema oueHUBAHUA

®opmMa KOHTPOJIS

Makc. K0J1M4ecTBO 0AJJIOB
3a ogny |Bcero
padorty

Texymui KOHTPOJIb:

1-3),

1-4

- onpoc Ha npakxmudeckom 3auamuu |5 6annos |30 6annos

- KonmponvHasn paboma (pepepam) 10 10 6annos
- pabouas mempadsb cmyoenma (memul |5 6annos |20 b6annos

151 cmy0enmos 3a04H020 omoeneHus

IIpomexxyTouHas aTrecTanus 40 6annos
(umo2oeasi KOHmMpoILHASL paboma)

3auém

HToro 3a cemecTp (ducyuniumy) 100 6annos

[TonmyuyeHHBII COBOKYIHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAJAULIMOHHYIO LIKATY OL[CHOK U B
mKaay orneHok EBpomneiickoii cucteMbl mepenoca u HakorieHus: kpeautoB (European Credit
Transfer System; nanee — ECTS) B coorBeTcTBHM ¢ TaOnuueit:
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100-6annpHas TpaionHas mkana [xama
IIKajia ECTS
95-100 A
2304 OTJIMIHO B

68 — 82 XOPOIIIO 3a4TE€HO C

56 — 67 D
50_55 YIOBJIETBOPUTEIHHO E
20-49 FX
0-19 HEYJOBJIETBOPUTEIHHO HE 3a4TCHO F

5.2 Kpurepuu BbICTaBJeHMsI OLEHKH MO IMCIUTIHHE

Bamnel/
Ilxana ECTS

OrneHka 110
JUCHUITIINHE

Kputepuu onieHKH pe3ynbTaToB 00yUeHUs MO JUCIHUILTUHE

100-83/
A.B

«OTIIUNYHO»

BricTaBnsercst o0ydaronemycs, €Ciu OH IITyO0KO 1
MPOYHO YCBOWJI TEOPETUYESCKUHN U MPAKTUIECCKUI
MaTepHall, MOKET IIPOJIEMOHCTPUPOBATH ATO HA 3aHATHUSIX U
B X0/1€ IPOMEKYTOUHON aTTECTAIUH.

OO0yJaromuiicss HCUEPITBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3naraet yueOHbI MaTepua, yMeeT yBsA3bIBATh TEOPHIO C
NPaKTUKOH, CIIPABIISIETCS C pEIIEHUEeM 3aad
npodecCHOHATBLHON HAMPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO)KHOCTH, TIPaBHIILHO 00OCHOBBIBAET IMPUHSTHIC
pereHus.

CB00OJIHO OpHEHTHPYETCS B yueOHOU U
npodeccuOHaIbHOM TUTEpaType.

OreHka Mo JUCIUILIMHE BBICTABIISIOTCS 00YYarOIIEeMYyCs C
Y4ETOM PE3YIbTATOB TEKYIEH U IPOMEKYTOUHOU
aTTeCTalluU.

Komnerenumu, 3akpeni€éHHble 3a TUCIUIIIIMHOM,
c(hopMHpOBaHbI HA YPOBHE — «BBICOKHID.

82-68/

«XOPOILIO»

BricTaBnsiercs 00y4aromemMycsi, €CJId OH 3HaeT
TEOPETUYECKHUI U IPAKTUUECKUI MaTepHall, FpaMOTHO U IO
CYyILIECTBY HM3JIAraeT €ro Ha 3aHATUAX U B XOJ€E
IIPOMEXKYTOUYHOM aTTeCTallM, HE JOIyCKas CyLIECTBEHHbIX
HETOYHOCTEH.

OO0yuaroluiics NpaBUIbHO MPUMEHSET TEOPETHUECKUE
ITOJIOKEHUS ITPU PELICHNUH TPAKTHYECKUX 3a/1a4
npodecCHOHATBLHON HANPAaBIEHHOCTH Pa3HOIO YPOBHS
CJIOHOCTH, BJIaJIe€T HEOOXOAUMBIMHU ISl 3TOTO HaBBIKAMU
U IpUéMaMu.

JlocTaTouHO XOpOIIO OPUEHTHUPYETCS B yUeOHOU U
npodeccuOHaIBHOM TUTEpaType.

OneHka o JUCIUIUIMHE BBICTABIISAIOTCS 00Yy4arOIIEeMYycCs C
Y4ETOM PE3yIbTAaTOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUN.

Komnerenuyu, 3akperi€HHble 3a JUCHUIUIMHOM,
chopMHpOBaHBI HA YPOBHE — «XOPOIITHI.
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Banner/ Onenka 1o Kpurepun onieHKH pe3yinbTaToB 00yUeHHs 110 TUCIUILIMHE
HIxama ECTS | pucuuniube

67-50/ «yJIOBJIETBOPHU- BricTaBnsercst o0ydaromemMycs, €Ciiu OH 3HaeT Ha 6a30BOM
D,E TEJILHO» YPOBHE TEOPETUUECKUI U IIPAKTUYECKUM MaTepuall,
JIOITYCKaeT OTJEJIbHbBIC OUIHMOKH NP €ro U3JI0KEHUH Ha
3aHATUAX U B XOJ€ IIPOMEKYTOYHOM aTTECTALUHU.
OO0yyaronuiicst UCIIBITHIBAET ONPEACTIEHHBIC 3aTPYTHEHHS
B IIPUMEHEHNUU TEOPETUUECKUX MOJIO0XKEHUH NPU pEeLIEHUH
MPAKTUYECKHX 3aj1a4 MPpo(dhecCHOHANBbHOM HAIIPAaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOOXOUMBIMHU I 3TOT0 6a30BBIMU HABBIKAMU U
IpUEMaMHU.

JleMOHCTpHpYET T0CTaTOYHBIN YPOBEHb 3HAHUS yUeOHOH
JUTEPATYpPHI 110 TUCLUIUIMHE.

OreHka 1o JUCIUIUIMHE BBICTABISAIOTCA 00y4arOIIEeMycs C
y4E€TOM pE3yIbTAaTOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUu.

Komnereniuu, 3akperi€HHbIe 3a AUCIUIUIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «JIOCTATOYHBIN.

49-0/ «HEYIIOBIIETBOPUTE | BrIicTaBisercs o0ydaromemMycs, €CIi OH HEe 3HAeT Ha
F,FX JILHO» 0a30BOM YpOBHE TEOPETUYECKHUHN M MPAKTUICCKUI
MaTepHall, J0IycKaeT rpy0Obie OmMOKH IpU €ro
U3JI0KEHUHU HA 3aHATUAX U B XOJ€ IPOMEXKYTOUHON
aTTECTALIUU.

OOyuaroluiics UCTIBITHIBAET CEPbE3HbIE 3aTPYIHEHUS B
IIPUMEHEHNU TEOPETUUECKUX MOJI0KEHUH NPU peLIEHUH
MPaKTUYECKUX 3a/1a4 PO(eCCHOHAIbHON HAalpaBIEHHOCTH
CTaH/apTHOI'O YPOBHS CII0)KHOCTH, HE BIIa/IEET
HEOOXOMMBIMH ISl 3TOTO HAaBBIKAMU U TPUEMAMH.
JlemoHCTpHpYeT parMeHTapHbIe 3HAHUS Y4eOHOMH
JUTEPATYPHI [0 JUCLUIUIMHE.

OreHka 1o JUCHHUIUIMHE BBICTABIISIOTCS 00YYaIOMEMYCs C
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTECTALIUU.

KomnereHuu Ha ypoBHE «10CTaTOUHBINY, 3aKPENIEHHbIE
3a IUCIUILIMHON, He C)OPMHUPOBAHBIL.

5.3 OmueHouHble cpeacTBa (MaTepPUAJIbI) 1Sl TEKYILIEr0 KOHTPOJIS
YCII€EBA€eMOCTH, HpOMeH(yTOqHOﬁ aTTeCTallun oﬁyqamumxcn 1 (1)
JUCHUILINHE

Ilpumepnvie mecmol 0713 O1UU-KOHMPONLHOU PAOOMBbL.

Bapuanm 1.

1. OGmeoTpaciaeBoe MPOorpaMMHOE 00ECTICUeHHUE aPXHBOB ATO —

A. eMHBIC MPpaBUIIa CO3aHKs HH(POPMAIIMOHHBIX PECYPCOB PETHOHA;

B. CIUHBIC CTaHI[apTBI OITNCaHUs apXI/IBHBIX I[OKyMeHTOB;

B.o6mepoccuiickue KiacCu(pUKaToOphbl JOKYMEHTHON HH(pOpMaIIHH;

F. HpOFpaMMBI NN KOMIIJICKCBHI HpOFpaMM, npez[HasﬂaquHHe JUUIA aBTOMaTu3annuun

OMpeICICHHOM TEXHOJIOTHH B ONIPE/ICIICHHON KaTerOPHH apXUBHBIX YUPESHKICHUH.

2. JIMHrBUCTHYECKOE 00ECIIEUEHHE HH(bOpMaHHOHHO-HOHCKOBOﬁ CHUCTCMBI 3TO —
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A. KOMIUTIEKC MPUKIIAJAHBIX TPOTPaAMM;

b. cucrema ynpasnenus 6azaMu JaHHBIX;

B. COBOKYNMHOCTb UCKYCCTBEHHBIX HH(POPMAIIMOHHO-TIOMCKOBBIX SI3bIKOB U CPE/ICTB TIOMCKA;

I coBOKymHOCTH  IpOrpaMMHO-aIMapaTHBIX CPEJICTB BBOJAA, OOpPaOOTKM M XpaHEHUs
UH(pOpMaLIUH.

3. OCHOBHBIM IPUHLIUIIOM MH(MOPMATU3AIMH APXUBHOTO JeJia ABISETCS MPUHIUI :
A. co3aHus pacnpeeeHHbIX HHPOPMAIIMOHHBIX PECYPCOB;
b.MoaepHu3any npuMeHseMbIX TEXHOJIOTHI U IPOrpaMMHOT0 00ecrieueH s,
B.BHe)IpeHI/If{ HUCKIIIOYUTCIBHO MCXKAPXHUBHBIX I/IH(i)OpMaHI/IOHHO-HOI/ICKOBI)IX CHUCTEM,
I'. mpeeMCTBEHHOCTH TPAIUIIMOHHBIX U AaBTOMATU3UPOBAHHBIX TEXHOJIOTUI MEX1y cOOOii.

4. Baenpenue nH(OOPMAIIMOHHBIX TEXHOJIOTHH B MaciuTabax apXUBHOW OTPaCIU PEryIupyercs u
IUTAaHUPYETCS COTIACHO

A. ®enepanbHOMY 3aKOHY 00 «ApXUBHOM fiene B PDy;

b. apxuBHOMY 3aKOHO/AATENILCTBY CYyOBEKTOB (eaepaluy;

B.«OcHOBHBIM npaBuiiaM pabOThl apXUBOB OPTaHU3ALNI»;

I'. «IIporpamme nnpopmatuzanuu denepanbHOr0 ApXUBHOTO ar€HTCTBAY;

5. OcHOBBI BHEJIpEHHSI aBTOMAaTU3UPOBAHHOI'O y4eTa U CIPaBOYHO-NOUCKOBBIX cpeacTs (AUIIC)
B MYHMIIMIIAJIbHBIX apXUBaX 3aKPEIJICHBI

A. B 3akoHe «O0 apxuBHOM jeine B PDy;

b. apxvBHOM 3aKOHOJATENILCTBE CYOBEKTOB (eiepaluy;

B. «OcHoBHBIMU NpaBUIaMH pabOThl APXUBOB OpraHU3aLUi;

I'. «IIpaBunamu opranu3anuy XpaHeHHsl, KOMIUIEKTOBAHHUS, yUETa U UCIIOJIb30BaHUS IOKYMEHTOB
A® P® n npyrux apxuBHBIX JOKYMEHTOB B I'OCYJapPCTBEHHBIX U MyHULIMITIAJIbHBIX apXUBAX).

6. Enunas aBTOMaTHU3UpOBaHHAs OTpACIEBasi CUCTEMa BHEIPEHA B apXUBHOM JIeJie B 00JIACTH
A. KOMIUIEKTOBaHMsI apXUBOB;

b. sxcniepTH3bl HEHHOCTH JOKYMEHTOB;

B. ydera n1oKyMeHTOB;

I'. ucnonb30BaHus JOKYMEHTOB.

7. BHenpenue oO1ieoTpaciieBbIX IPOrpaMM B apXUBHOM JIEJI€ CIIOCOOCTBYET

A. MoiepHM3alUU TEXHUUYECKOTo 00ecieueH s apXUBOB;

b. noBbimennro 3¢ (heKTHBHOCTH IIAHUPOBAHUS pabOvYero BPeMEHU apXUBHUCTA,

B. co3nanuio yHHKaIbHBIX HH()OPMAIIMOHHO-TIOUCKOBBIX PECYPCOB;

I'. uaTerpanuu u yHuuKanuu GopMaToB JAHHBIX U CO3AAHUI0 MEKAPXUBHBIX HH()OPMAIIHOHHBIX
CHUCTEM.

8. C menpro co3aanus cTpaxoBoro ¢oHaa u PoH/Ia MOJIB30BaHUs B apXHBaX MPUMEHSICTCS
A. MyJbTUMEANITHBIC TEXHOJIOTHH;

b. nHpOpMaIIMOHHO-TIONCKOBBIE CHCTEMBI;

B. ceTeBbIe TEXHOIIOTHY;

I'. TexHosorus ouudpoBaHMs.

9 . Llensto nHOpMaTH3aLMK APXUBHOTI'O JIeN1a SBISETCA:

A. ObecrieueHue yaaqeHHOro JOCTya Mojb30oBaTesell K MHPOPMAILMOHHBIM pecypcaM apXUBOB;
b. IloBbllIeHNE TOYHOCTH U ONIEPATUBHOCTH y4€eTa JOKYMEHTOB;

B. Coznanue pannoHaNbHON CHCTEMBI KOMIUICKTOBAHUS, XPAHEHHUS M IOMCKa HH(OpMAINH
ApxusHoro ¢poHga PO ¢ nomopsio nHPOPMAIIMOHHBIX TEXHOJIOTHHA;

I'. Bce BhIIenepeynciaeHHoOE.
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10. DneKkTpoHHbBIE JOKYMEHTHI BKJIIOUEHBI B COCTaB ApxuBHOro ¢onga PO
A. Ha ocHoBanuu (enepanpuoro 3akoHa «O0 snexTpoHHOU 1udpoBoi moamucu» Ne 1-D3 ot

10.01.2002

b. H a ocHoBanum ¢enepanpHoro 3akoHa Poccuiickoit @eneparuu «O0 apXWBHOM Jieie B
Poccuiickoit @enepanun» Ne 125-03 ot 22.10. 2004.
B. Ha ocHoBanuu ¢enepanbHoro 3akona «O06 nHdopmannu, MHPOPMAIIMOHHBIX TEXHOJOTUSAX U
3anure uHPpopmanuu» Ne 149- @3 ot 27.07.2006
I'. Ha ocHoBanuu ¢enepanbHoro 3akoHa «O0 0053aTeIbHOM IK3EMILISIpe JOKYMEeHTOB» Ne 77-D3

o1 29.12.1994

Bapuanm 2.

1. ba3za JaHHBIX ¢ IPUBEICHHBIM HUKE IIEPEYHEM ITOJIEU B APXUBE UCITOJIB3YETCS JJIS:

A. KoMmIuiekToBauus.
b. Yuera noKymMeHTOB.

B. Iloncka 10KyMEHTOB U IOKyMEHTHON MH(pOpMaIUH.
I". KOHTpOJIsi MCTIOJTHEHHUSI 3aIPOCOB.

Apxus Hazeanue bJ[ [ lons.
I"A Teepckoii obaacmu «Pewenus u pacnopsocenusiPane yupescoenus
(npumensemcs Kanununckozo  20podcko2oBuo 0okymenma

maroice 6 apxusax Tromenu u
Tobonvcka o
Kamanoauzayuu ¢onoosg
LCNOTKOMOB 20PCOBENO08)
nH(pOpMUpOBaHUE TPaXAaH O
CO3TaHHBIX UMHU
MH(POPMAITMOHHBIX pecypcax

cosema n.0. 1980-91 22.»

Ve ooxkymenma;

Hauanvnas oama,

Koneunas oama;
Cooepoicanue;

[eoepadghus;

Ompacnv,

Haszeanue yupeosicoenuss, 8 OMHOWEeHUU|
KOMOPO20 NPUHAM OOKYMEHM;
Dono No;

Vleno No;

Onuce No;

VIucm No.

1. K MexxapXxuBHBIM 6a3aM JaHHBIX OTHOCSTCS:
A. DIEeKTpOHHBIN KaTaJlor «APXUTEKTypa U IpafgocTporenbcTBO Mocksbl, Cank-IletepOypra u
npuropoaoB» Ha caiite PI’A HT/];
b. ba3za nanHbIx «ONbITHO-KOHCTpYKTOpCcKas qokyMeHTauust B PI’A HT»;

B. CD-ROM

I'. Dnexrponnsiit nyreBoautens no PICA HT/I.

3. K MexxapXuBHBIM 0a3aM JTaHHBIM OTHOCSTCS
A. AuHoTupoBaHHbIN peecTp onuceil PI'’A BM®;

b. Omucs donma

Cubupckoro-renepai

rybepHaropa

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

B ['A Owmckoii o0Omacru;

B. IIporpamma «Y4yet apxuBHoro ¢ponma» B ['ocapxuse Boponexckoi obmactu;
I'. PeecTp yHUKaJIBHBIX TOKYMEHTOB ApXUBHOTO (poHaa PO.

4. NaTerpupoBaHHble 0a3bl TaHHBIX OTIMYAIOTCS:

A. HaJTM4HEeM ONHUCAHUK TOKYMEHTOB Pa3HbIX (POHIIOB;
b. HammuueM onucaHu JOKYMEHTOB pa3HbIX 3I0X;

B. HanmnuueM pa3HBIX ypoBHEH onucanus (HOH, ONUCH, IEJI0 U Ap).
I'. HammuueM onucaHu JOKYMEHTOB Pa3HbIX apXUB



15

5.Y4erHble 0a3bl JaHHBIX peIHA3HAYECHBI IS
A. OCyIIECTBIEHUS CTATUCTUYECKUX OTIEpaLHil.
b. opranuzanuu sKcrnepTU3bl LEHHOCTH;

B. onpenenenns CpokoB XpaHEHUS TIOKYMEHTOB;
I'. moucka nokyMeHTHON MHpOpMAIUY;

6. K agMuHHMCTpaTUBHO-YyNpaBiIeHUECKUM 0a3aM JaHHBIX OTHOCSTCS:
A. bJl o yueTy JOKYMEHTOB B apXMBE;

b. B/l o yuery ucnosp30BaHus JOKYMEHTOB B apXUBE;

B. B]I «Karanor pemenuii ropuciojkoMa B TOPOJICKOM apXUBE;

I'. B/I no BeleHNIO MIIAHOBO-OTYETHOM JJOKYMEHTALIMH B apXUBAX

7. K nH(opMannoHHO-TOMCKOBBIM 0a3aM JTaHHBIX OTHOCSTCS

A. bJl o yuety JOKYMEHTOB B apXMBE;

b. B/l no ydery ucnosnp30BaHus JOKYMEHTOB B apXUBE;

B. B]I «Karanor pemeHuii ropuciojikoMa B TOPOJICKOM apXUBE;
I'. B/l no BeleHNIO MIIaHOBO-OTYETHOM TOKYMEHTAIIMK B ApXUBAX

8. baza maHHBIX CO CIEAYIOMUMU TOJISIMU ABJISETCA:
A. YueTHol

b. MaTerpupoBaHHOM.

B. AIMHHHCTpPAaTUBHO-YIPABICHUECKOM.

I'. IloTHOTEKCTOBOIA.

Apxus Haszeanue oaszvillons
OaHHbIX
[AOIIM «ObuecmeenHo- 1. Haumenosanue opeanuzayuu,
noaumuveckue napmuy| 2. Hanpasnenue desmenvnocmu napmuu,
U OBUIHCEHUSY 3. Buo ooxymenma;
4. 3azonosox dokymenma,
5. Hlama ooxymenma,
6. Ilonnoma mexcma,
7. Cnocob socnpoussedenusi;
8. Tloonunnocmo,
9. Bpems nocmynnenus 6 apxus;
10. Ilouckosvie Oannvle,
11. Texcmul ycmasos u npozpamm napmuii.

9. baza gaHHBIX CO CIEIYIOMIMMU MOJISIMH SIBISETCS:
A. YueTHOM

b.ITonckoBoOH.

B. AnMuUHHCTPaTUBHO-YIIPaBIEHYECKOM.

I'. IlomHOTEKCTOBOIA.

Apxue Hazeanue BJ{ Tlons

[[XU]IK (PI'BA) \b/] no eoennonnennvim| 1. Damunus
epaxcoanam I'epmanuu,|2. Hwms
Snonuu. Ascmpuu,| 3. HUms omya,
Umanuu, 4. Hdama poowcoerus
UTokcembypea, 5. Mecmo poorcoenus;
Benepuu, Tonvwu| 6. Mecmo srcumenvcmea;
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10. Bounckoe 36anue;
11. Bounckas uacmo;
12. Mecmo naenenus,

14. Mecmo 3axoponenusi.

nepuooa emopotl 7. Bepoucnogedanue,
muposoti  eotinbl  (no|8. Cemetinoe nonodicenue;
onoy I'VIIBH). 9. Ipogeccus;

13. Mecmo codeparcanus (nazepyw),

10. ba3za naHHBIX CO CIAEAYIOUIMMHU MOJISIMU SIBJISIETCS:

A. DnekTpo

HHOW OITHMCBHIO

b. DneKTpOHHBIM KaTaJo0TrOM.
B. DnexkTpoHHBIM yKa3aTeneMm.
I". DNeKTPOHHBIM MYTEBOIUTEICM.

Apxue Haszseanue 6azvl Oannvix  |[lons Omuemul
["ocyoapcmab]] «Mempuueckue kHueuml.Yeso. [lepeuenv mempuuecKux KHU
eHHUbILLL -c 1720 no 1916 2. 2.Hacenennwiii nynxm. no oame, MeCMONLONCEHUIO
apxue 3.1]epxosw, npuxoo, cobop. npuxooa, yepKsu.
Ceeponosck 4.1'00 3anucu.
ou obracmu 5.Ne ghonoa.
(I'ACO) 6.Ne onucu.

7.Ne oena

8.Ne iucma.

Ilpumepnsie onpocwi 0ns KONN0KEUyMa
1) Kak u3MEeHMINCH OCHOBHBIC 1IN M HAPaBICHMS HH()OPMATH3ALNH apXUBHOTO J€Ta Ha COBPEMEHHOM JTaIle 110
cpaBHeHHIO ¢ 1990-Mu ronamu (Ha OCHOBE OTPACIIEBBIX MPOTPAaMM U TUIAHOB)?
2) B gem mpeumyIiecTBa 00IIEOTPACIEBOTO IPOTPAMMHOTO OOECTIEYCHUSI M KaKne Pe3yabTaThl JOCTUTHYTH B €TI0
pa3paboTKe ¥ BHEAPEHNUH B apXMBHBIX yupexxaeHusx Poccun?
3) PackpoiiTe Ha npuMepax OCHOBHBIE MPUHIIMITBI HH(OPMATH3aALUK apXUBHOTO fena B PO.
4)KOFI[8. MAIIMHOYUTACMBIC NTOKYMCHTBI ObLTH O(bI/IHI/IaJ'IBHO BKJIFOYEHBI B COCTaB T'OCYJAapCTBCHHOTO apXWBHOI'O
dbonma
crpanbl? Kakue npo0ieMbl apXMBOBEIEHHSI MAIIMHOYUTAEMbIX IOKYMEHTOB 00CYy»kHanuch yueHbIMH B 1960-80-¢
roapr?
5)Hatite ompesiesieHre JIOKyMEHTa
KM€ CIIOPHI BEYTCS YUEHbIE BOKPYT 3TOTO ONpeAeIeHus?
6)B uem crierudrka MaIIMHOYNTAEMBIX JOKYMEHTOB KaK OOBEKTOB apXHBHOI'O XpaHEHUS?
7)Kakue cymiecTBYIOT KOHIENIIMM TIOCTOSIHHOTO XpaHEHWS MalIMHOYHMTAEMBIX JOKYMEHTOB B 3apyOe)KHOM
apxuBoBezieHun? KakoBbl cocTaB JOKYMEHTOB M (YHKIHMH apXHBOB OJJIEKTPOHHBIX JOKYMEHTOB 3a PyOekKoM
(mpuBeanTE MPUMEPHI TAKUX XPAHHUIIHI)?
8)KaxoBs! crieruuaeckue (TEeXHOIOTHIECKIE) KPUTEPUH SKCIIEPTU3BI IIEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB?

Ha MAaIIXHHOM HOCHUTEIIE. Ka-

Temamuka umozo8six RUCbMEHHBIX padom
Tematuueckue AUIIC B apxuBHOoM zaene B 1970-80-e roasl.
Tematnueckue AUIIC B apxuBHOM zaene B 1990-e — 2000-e roasl.
Co3gaHune TAOBOTO (00IIE0TpacIeBOro) MPorpaMMHOro obecriedeHus B apxuBax B 1990-e-2000 roxsr.
HenTpannzoBaHHas cricTeMa aBTOMaTH3UPOBAHHOTO yUeTa JOKYMEHTOB ApxuBHOTO (oHna PO.
[IpaBoBoe perynmpoBanne nHGOpMaTH3aNUK apxuBHOTO Aena B 1990-e — 2010-e romsr.
OcCHOBHBIE HaINIpaBIICHHS U UTOTH HH(popMaTH3annu apxuBHOTO nena B 1990-e — 2000-e romsl.
OCHOBHBIC HANIPaBJICHUS Pa3BUTH HHTEPHET-TEXHOIOTHI B apxuBHOM feie 1990-2000-x rr. u nH(popMaioHHbIe
peCYpChl apXUBHBIX yupexacHUi B IHTepHETE.
ApXMBBI MAITMHOYUTAEMBbIX JAHHBIX MHPA: UCTOPHS, COCTaB, CHEU(HUKA XPAHSIIUXCS JOKyMEHTOB.

. IlepcnekTuBHBIE HaNIpaBIEHUs Pa3BUTHA HMH()OPMATH3ALNHI APXUBHOTO JIeJIa HA COBPEMEHHOM JTalle.

Nk =

*®
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(Cm. Taxke METOIMYECKUE PEKOMEHAAINH 10 MOATOTOBKE MUCHMEHHBIX PadoT).

6 YueOHO-MeTOaAMYeCcKOe U HH(POPMALITHOHHOE o0ecriedyeHue JUCHUIIINHbBI
6.1 Cnucoxk MCTOYHHMKOB M JIMTEPATYPbI

Hcrounuku
OcHoOBHBIE

®enepanbHblil 3aK0H OT 22 okTA0ps 2004 . Ne 125-D3 "O06 apxuBHOM Aeine B Poccuiickoit
Oenepannn" B pea. 11.02.2013 r.//Cobpanue 3akonomarenscTBa Poccuiickoit deneparuu. 2004.
Ne 43. Ct. 4169. I'nasa 6. Cr. 5.

[Toctanosnenue IIpaButennscTBa Poccuiickoit deaepammu ot 15 utonst 2009r. Ne 477 «O6
YTBEPKIACHUH TPABUII JCIOMPON3BOICTBA B (efepalbHBIX OpraHaX HUCIOJHUTEIHLHON BIIACTH
//Cobpanue 3axkoHomarenbcTBa Poccuiickoit deneparuu. 2009. Ne25. C1.3060.

[Tocranonenue [IpaButenscrBa Poccuiickoit @enepanuu ot 7 centsiops 2011 r. Ne 751
«O BHeceHuun uzMeHenui B [IpaBuna nenonpousBoacTBa B peepanibHBIX OpraHax
UCTIOTHUTENLHOU BriacThy// CoOpanue 3akoHomarenbcTBa Poccuiickoit denepanuu, 12.09.2011,
Ne 37, ¢1.5263.

[Tpuka3 Munkomcszu Poccun ot 02.09.2011 Ne 221 «O6 yTBepxkaeHUH TpeOOBaHUHN K
UHGOPMAIMOHHBIM CUCTEMaM 3JEKTPOHHOTO JOKyMEHTO0oOopoTa denepalbHbBIX OpPraHoB
UCTIOJTHUTEIILHOM BIIACTH, YIUTHIBAIONINX B TOM YUCIIE HEOOXOUMOCTh 00pabOTKH TOCPEICTBOM
JTaHHBIX CHCTEM CIYy>KeOHOW MH(pOpMaluu OrpaHHueHHOro nocTymnay» //Poccuiickas razera. N
261.21.11.2011

I'OCT  52292-2004. VYnpaBneHue  opraHusanued.  DJEKTPOHHBIM  perjaMeHT
aJIMUHUCTPATUBHOM U cyxeOHoii nestenbHocTH. OcHoBHBIE monoxkeHus. C 1 urons 2005 r. M.,
2005.

I'OCT P HCO 15489-1-2007 «CUBUA. VYupasiaerue moxkymentamu. OOmme
tpeboBanus». M.: Crangaptundopm, 2007

I'OCT P 54471-2011/ISO/TR 15801:2009 «CucTeMbl 3J€KTPOHHOTO IOKYyMEHTOO000pOTA.
VYnpasnenue nokymeHtrauuen. agopmaius, coxpansemas B 3JIEKTPOHHOM Buje. Pekomenpanuu
10 OOECIEYCHUI0 JTOCTOBEPHOCTH W HAJCKHOCTU», YTBEPXKACHHBIM Tpukazom DenepalbHOTO
areHTCTBA MO0 TEXHUYECKOMY peryJMpoBaHuto U metposioruu ot 18.10.2011 Ne 466-cT.

I'OCT P 54989-2012/ISO/TR 18492:2005 «Obecneuenne 10aroBpeMEeHHON COXPaHHOCTH
JNEKTPOHHBIX JOKYMEHTOBY», YTBEpXKACHHBbIM mpukazom dDenepaqbHOro areHTcTBa IO
TEXHUUYECKOMY PETYJINPOBaHUIO U MeTposoruu oT 17.09.2012 Ne 325-cr.

AHanu3 TNpOrpaMMHBIX  MPOAYKTOB, MpeIHAa3HAYeHHBIX ISl  HMH(OpMAaTHU3ALMU
BHYTPUAPXUBHOU ACSATEIBHOCTU TOCYAAPCTBEHHBIX U MYHUIIMITAIIBHBIX apXUBOB: aHAIHUT. 0030p
B 2-x T. T. .1: Anamus...; T. 2: CpaBHUTENbHBIN aHAIK3... TaOIHUIBI CPABHUTEILHOTO aHaIM3a /
pyk. npoekra, orB. ucnosH. F0.}O. FOmameBa; orB. ucnonn. H.A. Tkauenko; ucnoiad. M.B.
Tapacosa, M.JI. Haropnas, [{.1. Konoanos; BHUUJAA.— M., 2015.—T.1: 157 c.; T. 2: 97 c. -
Hen. B OIHTU mno pokymeHntoBeneHuto u apxuBHomy gneiny 02.03.2016, Ne 269

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

archive.pdf
Enunsenii nopsimok 3anonHeHus nojieid EquHo# aBTOMaTH3MpOBaHHON MH(DOPMAIMOHHOMN

CHCTEMBI, COCTOSIIECH 13 MPOrPAaMMHBIX KOMILIEKCOB «APXUBHBINH (GOHY, « DOHAOBBINA KaTaIor,
«llenTpanbubiii  GormoBb KaTamor»/O00 «Amant». M., 2014.//OnybnukoBaHo Ha caiTe
®denepanbHOI apxuBHOU Cityxk0b1 http://archives.ru/documents/methodics.shtml

Konnenmus nadopmatuzanuu apxusHoro aena // Bectauk apxuBncta.1996. N 1. C. 60-
82. http://portal.rusarchives.ru/informatization/conseption.shtml

[IporpaMmma  uHbOpMaTHU3aLUU ®denepabHOTO apXUBHOTO areHTcTBa U
MOABEOMCTBEHHBIX eMy yupexxaeHuit Ha 2011-2020 rr. (Yteepxkaena [Ipukasom Pocapxusa No



http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://archives.ru/documents/methodics.shtml
http://portal.rusarchives.ru/informatization/conseption.shtml
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104 or 2 pexabps 2011 r1.) //OnybnukoBano Ha caiite «ApxuBbl Poccum», pasgen
«ndopmaruzanus». www.rusarchives.ru/informatization/conseption.shtml.

[Iporpamma wHpopMaTuzanuu  apxuBHoro nema Poccum (1997-2000) // BectHuk
apxusucta. 1996. N 6. C. 55-65. http://portal.rusarchives.ru/informatization/programm.shtml

[IpaBuna opranu3anuu XpaHeHUs] KOMIUIEKTOBAHUS, yUeTa U UCTIOIB30BaHUs TOKYMEHTOB
A® PO u ngpyrux apxXuBHBIX JOKYMEHTOB B IOCYJApPCTBEHHBIX M MYHHUIMNAIBHBIX apXHUBax,
My3esix, Oubnuorekax, opranm3amusx PAH. M., 2007. IIm. 2.9.-2.11, 3.1, 3.6, 5.6, 5.8, 5.12,
5.13,.5.16, 5.17.

JlonmosHuTEIbHBIE

PJ1 50-524-84 «Ilopsnok XpaHEHHs TOKYMEHTOB Ha MAlIMHHBIX HOCUTEISIX». M,, 1985.

I'OCT 6.10.4-84. «YHuUUUpOBaHHBIE CHCTEMbl JOKyMeHTauuu. [lpumanue
IOPUINYECKON CHJIBI JOKYMEHTaM Ha MAIlMHHOM HOCHUTENIe M MallMHOIpaMMe, CO371aBaeMbIM
CpPEACTBAMU BBIYMCIUTEIBbHOU TEXHUKW». M,, 1985.

I'OCT 28388-89. «Cuctembl 06paboTku uHpopmaruu. JIOKyMEHThl Ha MarHUTHBIX
HOCHUTEISX JaHHBIX. [10pSI0K BBITIOTHEHUS ¥ OOpaICHHS»;

ApXuBOBEIYECKME U  JOKYMEHTOBEAUYECKHE (YHKLIMOHAJbHbIE TpeOOBaHUS K
UH()OPMAITMOHHBIM CHCTEMaM, 00ECIIEYNBAIOIINM JJIEKTPOHHBIN JOKYMEHTOOOOPOT B Mpoliecce
BHYTpPEHHEH NeATeNbHOCTH (pefepanbHbIX OpraHoB HCHONHUTENbHOU Biactu. Otuer mo HUP.
M.:BHUNJA, 2013. //Ony0IMKOBaHO Ha caiite «ApPXHUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

Metoandeckre peKOMEHANH 110 SJIEKTPOHHOMY KOITUPOBAHHUIO apXMBHBIX JOKYMEHTOB
U YIOPABJICHUIO TONy4YeHHbIM HH(popMarmonHeiM MaccuBoM/ HO.FOmameBa. Pocapxus,
BHUNAL, 2012. http://archives.ru/documents/rekomend el-copy-archival-documents.shtml

PexomeHganMyu Mo KOMIUIEKTOBAHHIO, YYETy M OpPTraHU3alMM XPaHEHUs 3JICKTPOHHBIX
apXUBHBIX JIOKYMEHTOB B apxuBax opranuzaumii. M.: BHUMJA/, 2013//OnybaukoBaHo Ha
caifre «ApxuBsl Poccun». http://www.rusarchives.ru/methodics/index.shtml

PexomMeHmanmmm 1mo KOMIUIEKTOBAHHIO, YUETY M OpPTaHU3AIlMH XPAaHEHHUS DJICKTPOHHBIX
apXMBHBIX JIOKYMEHTOB B TOCYJapCTBEHHBIX M MyHHMIMNAIbHBIX apxuBax M.. BHUNIA/I,
2013//Ony6nukoBano Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml .

CocraBieHHe apXWBHBIX OINHUCEH B DIEKTPOHHOH (opMe ¥ WX UWHTErpanus B
UHPOPMALMOHHYI0 HH(PACTPYKTypy TOCYAAapCTBEHHBIX M MYHHMLMNAIBHBIX apXWBOB. M.:
BHUUJIAL, 2013//Omyb6mukoBaHO Ha caire «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml

CpaBHuTenbHBIN aHaM3 (opMaToB (PaliIOB ANEKTPOHHBIX JTOKYMEHTOB ITOCTOSIHHOTO

(monroBpemenHoro) xpaneHnus». Orduer on HUP. M.:PITYV, 2013 //Ony6nukoBaHo Ha caiite
«Apxussl Poccun». http://www.rusarchives.ru/methodics/index.shtml .
Ananutnueckuii 0030p «M3ydeHue ombiTa MPEICTABICHHS CHUCTEMBbl HAayYHO-CIPAaBOYHOTO
ammapaTta TOCYJApCTBEHHBIX M MYHUIMIAIBHBIX apXuBOB Poccuiickonn ®Penepanuu B CeTH
WNurepuer». M: BHUNIAJL, 2014. //OnybnukoBano Ha caiite dDenepaibHOro apXxMBHOTO
areHTcTBa http://archives.ru/documents/methodics.shtml

M3yuenue TUIIOTUY U 3BOJIIOLMU UCTOpUYECcHX (hOPM apXMBHOH y4eTHON TOKyMEHTallun
¥ BO3MOKHOCTH UX TIPEACTaBICHUS B diieKTpoHOoH cpene. M: BHUMIA/, 2014. //Ony6nukoBano
Ha caiite PenepanbHOrO apXUBHOTO areHTCcTBa http://archives.ru/documents/methodics.shtml

@OyHKIMOHANIBHBIE TPeOOBaHMS K WHPOPMAIMOHHBIM CHUCTEMaM apXHWBOB AJIEKTPOHHBIX
NOKyMeHTOB opranmzanuii. M:Pocapxus, BHUUJIAJ]. 2014 //OnybnukoBaHo Ha caiite
denepanbHOTO apXUBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

Jlureparypa
OcHoBHast


http://www.rusarchives.ru/informatization/conseption.shtml
http://portal.rusarchives.ru/informatization/programm.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
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AdanacneBa JLII. S nay Ha 3aHATHA 110 ABTOMATU3UPOBAHHBIM APXUBHBIM TEXHOJIOTHSIM.
YuebHOo-MeToanmueckuit moayis. M.: PITY, 2005.

Ona xe. DnexkrponHslit HCA apxuBOB: HOBBIH 3Tamn B pa3BuTHH // Jlenonpous3BoacTBO.
2013. Ne 1. C. 85-97; https://www.top-personal.ru/officeworkissue.html?266 Ne 2.
https://www.top-personal.ru/officeworkissue.htm1?290

Kucenes U.H. ApxuBHble nH(GOpMallMOHHBIE TEXHOJIOTHH Ha coBpeMeHHoM a3tare / 1.H.
Kucenes // OteuectBennsle apxuBbl. — 2008. — Ne 4. — C. 24-31. ba3a nannbix East View.

TuxonoB B.M. IlpuMeHeHHMe TpaJIWLIHOHHBIX METOJOB B DKCIIEPTHU3E€ LEHHOCTH
9NEeKTPOHHBIX JoKyMeHTOB / B.W. TuxonoB // OteuectBenHbie apxuBbl. — 2009. — Ne 3. — C.
37-47. ba3a nagueix East View.

OH xe. 3aau apXMBHOTO XpaHEHHUs SJEKTPOHHBIX JOKYMEHTOB: U3 omnbita [TAJIOHM /
B.U. Tuxonos // OtevyectBennbie apxuBbl. — 2010. — Ne 3. — C. 51-60. ba3a nannbix East View.

JlonmoaHuTeAbHAS

Anuckuna E.B. HWudopmanuoHHbIE TEXHOJOTMM — OOECHEUEHUIO0 COXPaHHOCTU
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Hoctyn k npodeccuonanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases
WHdopmalmoHHbIE CIPaBOYHBIE CUCTEMBI:

1. Koncynsrant Ilnroc
2. Tapanr

7 MarepuajJibHO-TeXHHYECKOe o0ecneyeHne TUCIUIIAHbI

AynuTOopHH [T TPOBEACHUS JIEKIHA 1 CEMUHAPCKUX 3aHATHI C TEXHUYECKUMH CPEJICTBAMH
o0yueHus (MyJIbTUMETUA-IIPOEKTOP (BUIECONPOEKTOP), 3KpaH (IIEPEHOCHOM MM CTAl[HOHAPHBIN)),
KOMIIBIOTEPHBIHN KJIACC TS TPOBEACHUS JIA0OPATOPHBIX 3aHATHH.

1. Ilepeuens I1O

Nenn Haumenosanue 110 [TpousBoauTenn Croco0
/m pacrpocTpaHeHHs
(muyenzuonnoe unu
6000010
PACNpOCMpansiemoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3. Windows 7 Pro Microsoft JINLIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
5. Windows 10 Pro Microsoft JIMIICH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JINIISH3UOHHOE
7. Microsoft Office 2016 Microsoft Jlnnen3snonHoOe
8. Zoom Zoom JINIICH3UOHHOE

2. Ilepeuensb B/l u UCC

Neno Haumenosanue
/m

1 | Mexnaynaponusle pedeparuBHble HaykomeTpuueckue bJl, noctymnnbie B paMkax
HanuoHaJILHOU mmoanucku B 2020 r.

Web of Science

Scopus

2 | [IpodeccuonanbHble MoNHOTEKCTOBBIE B/, JOCTYyIHBIE B paMKaX HalMOHATIBHON
noanucku B 2020 r.

Kypnanst Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnuansr Taylor and Francis

3 | [Ipodeccuonanbubie MOTHOTEKCTOBBIC B/

JSTOR

I/ISI[aHI/ISI 10 O6H.[CCTB€HHBIM U r'yMaHUTapHbIM HayKaM
OnekTponHas oubanoreka Grebennikon.ru

4 | KoMnbroTepHbI€ CIIPaBOYHBIE TPABOBBIE CUCTEMBI
Koncynprant Ilnroc,
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| | T"apanT

8 Oobecneuenue 00pa3oBaTeJIbHOIO MpoUEcca sl JIUI ¢ OTPAHMYEHHBIMHA

BO3MOKHOCTHAMH 310POBbS U HHBAJIUIO0B
B xoze peanuzanuu JUCHUIIITMHBI HCTIOIB3YIOTCS CIIEIYIONIUE JOTIOTHUTEIbHbBIC
METOJIbI O00yYeHHMsI, TEKyIIero KOHTPOJS YCIEBAEMOCTH W MPOMEXKYTOYHOM aTTecTaluu
00y4JaromuXxcsi B 3aBUCUMOCTH OT UX UHIUBUAYATHHBIX OCOOCHHOCTEH:

® I CIENbIX ¥ cIa00OBHIAIINX:

- JIeKUMU O(OPMIISIOTCS B BUAE 3JIEKTPOHHOIO JIOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMITBIOTEpA CO CHEIMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCIieUeHUEM;

- TMCBbMEHHBIE 3aJJaHUs BBINOJHIIOTCA Ha KOMIBIOTEPE CO CIEUUATU3UPOBAHHBIM
IPOTrpaMMHBIM 00ECTIEYeHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrneynBaeTcs UHIMBHIyaIbHOE paBHOMEpHOE ocBelienne He Menee 300 Jrokc;

- s BBIOMHEHMS 3aJaHusl NPU HEOOXOTUMOCTH TPEJOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOHCTBO; BO3MOXHO TAK)K€ MCII0JIb30BaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- IUCbMEHHBIE 3aJJaHUs OPOPMIISIOTCS YBEIMYCHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T NPOBOJATCS B YCTHOM (pOpMe MM BBIIOJIHAIOTCS B MUCbMEHHOHN opme Ha
KOMIIBIOTEpE.

® I MIIyXUX U CJIA00CIIbILIAIINX:

- JekiuMu O(OPMISIIOTCA B BHJE 3JEKTPOHHOIO JOKYMEHTa, JHOO MpPeJoCTaBIIseTCs
3BYKOYCWJIMBAIOIIasl annapaTypa HHAUBUYaIbHOTO 110JIb30BaHMS;

- IUCHbMEHHBIE 33JJaHUS BBIIOJIHAIOTCS Ha KOMIIbIOTEPE B MUCHbMEHHOM (hopMe;

- 9K3aMEH U 3a4€T IPOBOJAATCS B MUCbMEHHOH (hOpME Ha KOMITBIOTEPE; BO3MOKHO IIPOBE/ICHUE
B (hopMeE TECTHUPOBAHUSI.

® IS JIUI] C HAPYIICHUSIMUA OTIOPHO-ABUTATEILHOTO armapara:

- JIeKUMU O(OPMIISIOTCS B BHUAE 3JIEKTPOHHOTO JIOKYMEHTA, JOCTYIHOTO C IOMOIIbIO
KOMIIBIOTEpA CO CIIEINATN3UPOBAHHBIM ITPOTPAMMHBIM 00€CIIeUeHUEM;

- THMCbMEHHBIE 3aJlaHMs BBINOJHSIOTCA Ha KOMIBIOTEpE CO  CIEHUATU3UPOBAHHBIM
MPOTPaMMHBIM 00€eCTIeueHUEM;

- 9K3aMEH U 3a4€T MPOBOJATCA B YCTHOM (popMe MM BBIMOJHSAIOTCS B MUCbMEHHOH (opme Ha
KOMIIBIOTEPE.

ITpu HeoOX0AUMOCTH PEyCMaTPUBACTCS YBEINUECHNE BPEMEHH /1715l HOATOTOBKU OTBETA.

[Mpomienypa  mpoBeACHWST  NMPOMEXKYTOYHOM  arTecTaliiil Ui OOYyYaroIIuxcs
YCTAHABIMBAaETCS C Y4Y€TOM HMX HMHIMBUAYAIBHBIX TCUXO(U3UYECKHX OCOOEHHOCTEH.
[TpomesxyTouHast aTTeCTaus MOXKET MIPOBOUTHCS B HECKOJIBKO ITAIIOB.

[Tpu mpoBeneHUU MpOLEAYpPhl OLEHUBAHUS PE3YJIbTaTOB O0yUeHHs MpeaycMaTpUBaeTCs
WCIIOJb30BAHNE TEXHHYECKMX CPEACTB, HEOOXOJMMBIX B CBSI3W C HWHAWBHIYaJTbHBIMH
0COOEHHOCTSAMH 00yYalOIIUXCsl. DTH CPEACTBA MOTYT OBITh ITPEOCTABIECHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsI COOCTBEHHBIE TEXHUYECKHE CPECTBA.

[IpoBeneHne mpouenypsl OLIGHUBaHMS  pe3yJbTaTOB  OOy4YeHHs JOMYCKAeTCs C
UCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOIOTHH.

ObecneunBaeTcst AOCTYN K MH(POPMALMOHHBIM M OuOIMorpaduyeckuM pecypcaMm B CETH
WNurtepner nns kaxgoro oOyuwaromierocss B ¢GopMax, aJanTUPOBAHHBIX K OTPaHUYEHUSM HX
3JI0pOBbsI U BOCIIPUATHUS UHPOPMALIUY:

® JUId CJENbIX U CI1a00BUASILINX:

- B [le4aTHOU (opMe yBEIMYECHHBIM HIPUPTOM;
- B JopMe 3IEKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.

® IS TAYyXUX U CIA0OCHBIIIAIINX:



23

- B Ie4aTHoH ¢opme;

- B hopMe IEKTPOHHOTO JIOKYMEHTA.

® i 0OYYAIOIIUXCS C HAPYIICHUSIMHU OMOPHO-IBUTATEILHOTO arapara:
- B IeyaTHou popme;

- B opMe dIEKTPOHHOTO IOKYMEHTA;

- B popme ayauodaiina.

Y4eOHble ayAUTOpUH UIS BCEX BUIOB KOHTAKTHOM M CAaMOCTOSITENILHON paboOThI, HAydHAas
OMOIMOTEKAa U WHBIE TIOMEIICHHsI Jisi 0OyYeHHUs OCHAIICHBI CIEIUaIbHBIM O00OpYyJOBaHUEM U
y4eOHBIMU MECTaMH ¢ TEXHHYECKUMHU CPEJICTBAMU O0yUEHUSI:

® IS CIIETBIX M CJIa0O0BHOSIINX:

- YCTPOMCTBOM JJisl CKaHUpOBaHUs 1 uTeHus ¢ kamepoid SARA CE;

- nuctuieeM bpaiing PAC Mate 20;

- npuHTepoM bpaiung EmBraille ViewPlus;

® IS TAYyXUX U CIA0OCHBIIIAIINX:

- ABTOMATH3MPOBAaHHBIM pa0OYUM MECTOM /s JIOJAeH C HapylleHHeM ciyXxa |
¢J1a00CIIBIIIAIINX;

- AKyCTUYECKUN YCUIUTEINb U KOJIOHKHU;

® 1151 OOyYarONIMXCsl C HAPYIICHUSIMU OTIOPHO-/IBUTATEILHOTO amnmnapara:
- IEPEABIKHBIMU, PETYIUPYEMBIMU 3proHomMuueckumu napramu CU-1;
- KOMIIBIOTEPHON TEXHUKOM CO CIIEUAILHBIM TPOTrPAMMHBIM 00ECIIEYECHUEM.

9 MerToauvecKkue MaTepHaJIbI
9.1 Ilnanbl 1a0OPATOPHBIX 3AHATHH.

Tema 1. OcHOBHBIE 00BEKTHI aBTOMATHU3AIMH 0a3bl JaHHBIX B apXHUBHOM Jene. 12 yacos.
Cosznanue snexrponHoi apxuHoi onrcu B CYBJ] FoxPRO for Windows. 4 gaca.

Lenp paOoThl: H3ydeHHE TNPUMEHEHHUS TEXHOJOrMH 0a3 JaHHBIX TPU CO3TAHHUU
aBTOMATU3UPOBAHHBIX MHPOPMAIIIOHHO-IIOMCKOBBIX CHCTEM.

B pesynbrare paboThl CTYACHT JOKEH 3HATD:

- KJIaccu(UKaIUIo 1 OCHOBBI ocTpoeHus apxuBHbIX AUTIC;

- npeuMyIiecTBa U HeaocTaTku pessiiuoHHbix CYBJ[ nmpu co3ganum apXuMBHBIX
AUIIC;

- INPUHILUI TPEEMCTBEHHOCTH TPAIUIIMOHHBIX U aBTOMAaTHU3UPOBAHHBIX aPXHUBHBIX
CIPaBOYHHMKOB M €r0 OCYLIECTBIIEHUE HA TPAKTUKE.

B pesynbrate paboThl CTyA€HT AOJKEH YMETh:

- BBICTYIIUTh B POJIM IIOCTAHOBIIMKA 33Ja4Md M pa3padbOTaTh TEXHUYECKOE 3aJaHHE
npu co3pannu AUTIC Ha 6aze apXUBHOM OIMHKCH.

IIporpamMmMHOe obecrieueHue:

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

Pasgarounsie matepuansl:

- Onucek poHna.

- [IpakTrueckoe 3aganue

[lepen Hauamom pabOThI BCIIOMHUTE:

- Uto nmoHuMaroT mnoj; 6a30i 1aHHBIX?

- KakoBa cTpykTypa 0a3 HaHHBIX M B 4e€M OCOOEHHOCTH PENSLHUOHHOW MOJENH
MaHHBIX?

- KakoBbl 3Tamnsl coznanus 6a3 TaHHBIX?

- Kaxoss! pazHoBunHocTH apxuBHbix AUTIC?
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ABTOMAaTU3UPOBAaHHBIE HH(OPMAIIMOHHO-TIOUCKOBBIE CITPABOYHUKH B apXHUBAX CO3AAI0TCS
JUTSl YCOBEPIICHCTBOBAHUSI HAYYHO-CIIPABOYHOTO amnmapaTa, MHOTOACIIEKTHOTO IIeJIEEBOTO MOUCKA
PETPOCTIEKTUBHOM TOKYMEHTHON HH(POPMAITHH.

Cozmanne AUIIC Bxiaroudaer B ce0st HECKOIBKO ITAIIOB.

1. OOm1ast mocTaHOBKa 3a/1auH, pacyeT 3aTpaT Ha BHenpenue AUIIC,
pacuet 3xkoHOMuYeckoit a3 dextuBHOCTH BHeApeHuss AUTIC.
2. Coznanmne undonoruueckoit monenu bJ[. Ha atom stane Han

npoektoM AUIIC pabotaer apxuuct. Onpezensercs Te-

Ma WIM KomIuiekc JgokymeHtoB, Tun AUIIC (MmexdonmoBas, MexapxuBHasi),
onpeAesnsaoTcs 00BEKThl OMUCAHUS U UX aTpUOYThl, HA3HAYAIOTCS UHACHTH(PHUKATOPHI 00BEKTOB
Y ONPEIEIISIOTCS TUIIBI CBSA3EH MEXKIYy 0ObEKTaMHu.

3. Co3manne patamormuecko moxaenu bJl Ha STOM 3Tame apXuBUCT padboTaer
COBMECTHO ¢ mnporpammuctoM. Ilpoucxomutr BbIOOp Mojenu (CTPYKTYpbl JaHHBIX), B
COOTBETCTBUU C HEH MPOBOJUTCS CTPYKTYPUPOBAHUE JAaHHBIX, HOpMallM3aluus TabIul, BBIOOP
kitoueit, Beroop CYB/I.

4. Coznanune ¢usnueckoit bJl. Ha 3Tom sTane mporpaMMucCT peanusyer cpeacTBaMu
KOHKPETHON CHCTEMBI YIIpaBleHHs OazamMu

nauubeix CYBJ] nmpoexkt AUIIC.

WNudpopmanusa B BJ] Tuma d BASE, k xotopsim otHOocuTes CYBJ]

FoxPro, xpanutcs B 1ByMepHbIX Tabnunax. Ctonder Tabinibl Ha3bIBaeTCA MOJIEM, CTPOKA
— 3anuchbio. Paiin-rabinna uMeeT pousBoJibHOE (J1r000€) uMs u paciupenue *.DBF.

Co3znare ".DBF-¢aitn — 3HauuT onpenenuTh Ha3BaHWE, TUN U JUIMHY (B CHUMBOJAXx)
Ka)KJ0ro CTOJI01a TaOJINLIbI.

Co3zpaiite daiinsl fond.DBF, opis.DBF, delo_1.DBF u delo_2.DBF.

3arpysure FoxPro.

Haitgure B MeHIO MyHKT «@Paiiny, WEJKHUTE 10 HEMY, HAUJIUTE B

MOJMEHIO MyHKT «C03/1aThy», LIEIIKHUTE [0 HEMY.

[TosiButcst nuanoroBoe okHO «Coznatby» Lllenknute no «Tabnuna.

DBF.».

[TosiButcs uanoroBoe okHO «CTpyKTypa Tabnuiel». Beenute

MMEHa MOoJIeH, TUIIBI U Pa3MeEpBI.

IIpaBuia, 10 KOTOPEIM MOKHO 1aBaTh UMEHA MOJISM:

- TOJIBKO JIATUHCKHUE OYKBBI;

- He Oombire 10 3HAKOB;

- HEJIb3s UCTIOIB30BaTh MPOOEIT;

- BMECTO Mpo0esia MOXKHO HCII0JIb30BaTh nouepkruBanue: delo n4;

- HEJb3s HAUWHATh UM TIOJIS € IIUQPBI, HO IU(PBI UCTIOIH30BATH MOXKHO.

Hampumep:

Nomer_fond («a» He mMOMeCTUIIOCH, T. K. 3TO 11-ii 3HaK).

Turbl onei:

Carascher — cuMBOIBHOE, T.€. TEKCT (pazmep 10 254 Oaiir).

Numeric — 4ucII0, MOKHO ApoOb (110 10 Oaidr).

Data — nara (8 6aiit: 00.00.00).

Logical — Tpebytomiee orBeTa na uian HeT (Bcerna 1 6aiT: 0 wmu 1).

Memo — npumedanue. Pazmep He orpaHHyeH, HO IOUCK 3a4acTyrO 3aTPy/JHEH.
General — BcTaBka 00beKTa (KapTUHKH, TEKCTA), CO3JAHHOIO

JpYroi MporpaMMon.

[Tocne BBoaa Beex noseit menkaure OK.

CoxpaHute TabIUILy MO COOTBETCTBYIOIIUM UMEHEM.

[IporpamMma npe10kuT BBECTH 3anucu. Beenure 10 3anuceil B Ta-
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onuy: delo 1.DBF u delo 2.DBF. B ocranpHbIe — 1O OJIHO# 3aIHCH.

Jlnst BBoga mpumeuanuid: {CTRL+PGDN}.

CoxpaHuTh naHHble U 3akOHUYUTH BBOJ: {CTRL+F4} nnu Paitn —

3akpeITh. /J[aHHBIE COXPaHATCS aBTOMAaTUYECKH.

2. 3arpy3uTe cHayaua oJ{Hy TaOJHILy.

BA3A TAHHBIX — ITPOCMOTP — OTKPbBITb.

YKaXuTe TUCK, KaTajor u (aii HyKHOM TaOIUIIBI.

3. 3arpy3us tabnuity delo 2.DBF, naiigute B Heit Bce 3ammcH, B

KOTOPBIX YIIOMUHAIOTCS TIPUKA3BbL.

3AIIUCB-ITOUCK.

B okne «Ilouck» menkuute «ns» — oTkpoercst okHO «I'eHepaTop BblpakeHui». CieBa
BbIOEpUTE MOJIE, IBAXKIBI LIEIKHUTE M0 HEMY (BaM HY>KHO T0JI€ C BUJaMu J0KyMeHTOB). [losiBuTCs
OKHO C MMEHEeM TaOnuIbl UM 1osid. BBeaure 3HaueHne 1ol B KaBbIYKaX: «IpUKa3bD (BCe, YTO
HE YUCJI0, BBOAUTCS B KaBbIukax). Lllenkaure «OK».

[TpunymaiiTe 1 BBIITOJHUTE €I11€ HECKOJIBKO yCIOBUIN MOMCKA ISt BceX (paitiioB.

4. PenaktupoBaHue TaOIUIIBI.

Jlo6aBbTe eme 3anuch B Tabnuiy delo 2.DBF.

Ortkpotite ee (11. 2). BeiGepure pexxum npocMoTpa (TabInyHbIN

WJIY TIO 3aITUCSM).

JlobGaBbTe mycTyto cTpoky B KoHIlE Tabmuibl: {CTRL+NY.

Beenute nndpopmanuto.

W3meHnute gaHHbIE B YK€ TOTOBOM IMOJI€: IBAXKIbI IIETKHUTE IO

HEMY U BBEJIUTE HOBBIE JIaHHBIE.

VY nanute nmocneanroro 3anuck Tadsmipl delo 2.DBF.

Haiinute o6peuennyto 3anuch. ll{enkHUTE MBIIIBIO [0 TEMHO-

My MpPSIMOYTOJIBHUKY CJI€Ba OT COOTBETCTBYIOLIEH CTpoku Tabmuubl. Halinure B MeHIo
«BA3A JIAHHBIX», menkaute «¥Y manuThby»

(«YnakoBaTh), menkuute «1A». pyroit Bapuant — «3AIIMCby,

«YJAAJINTb».

Jlo6aBwTe B daiin fond. DBF none «Opisi» ans BHECEHUS CBEACHUN O KOTUYECTBE OMHCEH
KaxJ10r0 (oHma.

«OKHO» — «BU[1». OTtkpoiite namensemyto tadnuiy. llenkau-

Te 110 «YcranoBkay. [losButcs nuanorooe okHo «Y CTAHOBKAY.

[lenkuute mo «CTPYKTYPA — U3MEHUTby. ITosiBUTCS OKHO

«CTPYKTVYPA TABJIMILbI». JIucraiite ciucok moJyiei 10 KOHIA.

YcTaHoBHUTE Kypcop Ha HIDKHEM, ITyCTOM Molie. BBeauTte ero xapakTepuCcTUKH (MMsI, THIT
U pa3Mmep).

OcHOBBI HTHPOPMAIIMOHHOTO TTOUCKA.

3asepmute BBO 10 3amuceii B daitier fond.dbf, opis.dbf, delo.dbf,

delo1.dbf.

Otcoprupyiite 3anmucu Tadbmuisl delol.dbf. mo Bo3pacranuto

Ne ¢honpa, onvcu, Jema v 3aIucH.

Otkpoiite Hy)nyto Tadnuyy OKHO-BUI-ITPOCMOTP-BA3A-COPTUPOBKA.

Bri6epuTte nose B ciucke « BCE [1OJIS», nBaxabl MIEIKHUTE 1O HEMY.

BriOepuTe COPTHUPOBKY IO BO3PACTaHUIO WM 10 YOBIBAHHMIO, INEIKHUTE TIO
COOTBETCTBYIOIIEMY (PIIaXKKY.

Bribepure cremyroriee nojie aHaIOTUYHO, IeakHuTe o ¢hiaaxxky BO3P/YBbBIB.

CoxpaHuTb, BBEAUTE UM (aiia.

[lenxanTe «OK».

2. [Tpounaexcupyiite 3anucu tabnuiibl delol.dbf mo andasury

BHJIOB JIOKyMCHTOB.
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B mento naiiqute nyHkt BA3A — HACTPOUKA.

B o6mactu UHAEKCBI — JOBABUTD. [laiite unaekcy ums c pacmmpenuem CDX
(KoMIIIeKCHBIN caMO0OHOBIISIFOIIMIiCS WHACKC) U uMeHeM delol, coxpanure ero.

B criucke [1OJIS menkauTe 110 UMEHU TOJISL, TI0 KOTOPpOMY OyAeT

MIPOBOJIUTHCS MHAEKCHpOBaHUe. Bribepure, 1o BO3pacTaHUIO MU

yObIBaHUIO Oy/leTe MHAEKCUPOBATh, IEIKHUTE 110 COOTBETCTBYIOIIEMY (uiakKy. BBenute
cienyroniee UMs mojist U cHoBa mienkHute no ¢uaxky BO3P/YBBIBAHUS. Illenkuure mo
JOBABUTBD, OK.

3. OcymiecTBUTE MOUCK BCEX MPOTOKONIOB B (hoHae Mosxkatickoro YUKA.

«3AIINCH — UCKATD». Tak MOKHO UCKATh TOJBKO MO MPOUHIEKCUPOBAHHOMY IOJIIO.
[Mosisurcs «KOHCTPYKTOP BBIPAXEHUM». B o6nactu «3uauenne mis SEEK» BBecTH
3HAYCHHE JIJIS TIOMCKA B KaBbIUKAX, €CIIU 3TO TEKCT («IpoToKoib»). Lllenkaute OK.

4. Ocy1ecTBUTE MOUCK BCEX TOKYMEHTOB (DOH/Ia, aBTOPOM KOTO-

peIX saBisierca Mosxkaiickuii Y UK.

Haiinute memo Ne 5. BAIIMCH — HAUTU. Hnaekc He BaxeH.

[enkuute mo «FOR» (mis).

Bri6epuTte none B crincke «[1OJIE», nBakIbl MIETKHUTE 110 HEMY.

[TocTaBbTe NOrHUECKUii onepaTop (B JaHHOM CIy4yae =) ¥ BBEIUTE 3HaUCHUE (B KaBbIUKaX,
eciu 3T0 TeKeT): aBTop= «Moxkarickuii YUKy, lenxkaute «OK».

5. Ocy1iecTBUTE MOUCK BCEX JOKYMEHTOB, I/Ie YIIOMHHAETCs 0 che3ax CoBETOB.
«[IPABKA — HAUTHN». be3 Bcakux kaBeryek BBeaute «Cohe3m» u Haxmure «OK».
6. OcymiecTBuTe MoUCK Bcex NpoTokosoB Moxkaiickoro YUKA B 1 omucu donna

Mosxkaiickoro YUKA. J{ns 3TOro Hy>KHO OCTPOUTD

3anpoc: ®ANI — CO3JIATD. IllenkHure mo ¢dnaxky 3AITPOC — CO3ATD.

none «KPUTEPUN OTBOPA» BBeaure moss, omeparopbl H UX 3HA4YCHMS
(BUA_JIOKYMEHTOB — moxoxe Ha — «IIpoTokons» u ap.)

BriGepuTte mons pesynbrara.

Ileaxaute no «BBITIOJIHUTH 3AITPOC».

KOHTpOJ'ILHBIe BOIIPOCHI:

1. Hazosute stansi cozganus AUTIC. KakoBa poiib apxuBHUCTa Ha KaXKIOM U3 3TAroB?

2. Ha3oBure n3zBecTHble BaM MOAENIH (CTPYKTYpPBI) TaHHBIX ?

3. B uem npenmytiecTBa U HEAOCTATKH PEIISIIUOHHON MOJIETTH TaHHBIX ?

4. KaxoBa meroauka noucka uapopmaruu 8 AUTIC?

5. Kakum oOpa3om o0serdaercs TpyJ COCTAaBHTENS JJIEKTPOHHON OINKCH TI0
CPaBHEHHUIO C TPAIUIIUOHHON?

6. B 1yem npeunmyiiecTBa 3M€KTPOHHON ONMUCH TMEPE]l TPAAUIIMOHHON ¢ TOYKU 3PEHUS

METOJMKH TTorcKa nHpopmarn?

Jlureparypa:

I'apckoBa 1.M. ba3bl u 6aHKM JaHHBIX B UICTOPUUYECKUX HccaeaoBanusax. M., 1994. Yacte
2. Texuomorus 6a3 manueix. C. 47-84.

Kucener N.H. O6 aBromatuzanmu HCA k apxuBHbIM nokymentam / W.H. Kucenes //
Nudopmannonnsiii 6romnetens acconuanuu «Mcropus u kommnbrotep». — M., 1998. — Ne 23.
— C. 22-30.

Tema 2. CoctaBieHue y4eTHbIX JOKYMEHTOB M CO3/IaHUE MAclopTa apXuBa ¢ NOMOIIbIO
o0mieoTpacieBbIX mporpamMm «ApxuBHbIN HoHI» 1 «DOHIOBBIN KaTanor». 4 yaca.

Lenb paboThl: OCBOEHHE CTYAEHTaMU OCHOB (DYHKIIMOHMPOBAHUS OTPACIIEBON CHCTEMBI
ABTOMATHU3MPOBAHHOTO LIEHTPATU30BAHHOTO y4eTa JOKYMEHTOB.

B pesynbrare paboThbl CTYAEHT JOKEH 3HATD:
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- Ha3HaueHUe U (PYHKINHU, OCHOBBI HHTepQeiica mporpaMmbl « ApXUBHBIN QOHIY;
- HazHayeHue U QyHKUNHU, OCHOBBI HHTEp(deiica mporpaMMbl « DOHOBBIN KaTalIo».
B pesynbrare paboThl CTyI€HT TOJKEH YMETh:

1. pabotaTh ¢ mnporpamMmoil «ApxXHUBHBIH (GOHI» B pPEXKUME MOJIb30BATENs U
aMMHHCTPATOPA;
2. BBOJWTH JJAaHHBIE U3 JJOKYMEHTOB BHYTPEHHETO YUET apX1Ba

(;mucta onpa, onuceit) B pa3zienbl OCHOBHOIO MEHIO IPOTpaMMbl «ApPXUBHBIA (poHI» —
¢onzx, onuck, ABMKEHNUE JOKYMEHTOB;

3. CO3/1aBaTh C IOMOIIBIO IPOTPAMMBI «APXUBHBIN (POH MACTIOPT apXHBa;

4. HacTpauBaTh nporpammy «DOHIOBBIA KATAJIOr» B PEKUME AJIMUHUCTpATOpa W
OCYILECTBIISATH 3KCIIOPT JAHHBIX U3 MPOTrpaMMbl « ApXUBHBIH poHm» (AD);

5. 0JIy4aTh CBOJHBIN Macnopt apxusa B nporpamme «PonHoBeIi katanory (OK).

[TporpammHoe obecnieueHue:

1. [porpamma «APXUBHBIM ®OH/I» 2.0 mwu 3.0 for Windows (DenepanbHas
apXHBHaA CIIyX0a).

2. [porpamma «®OHJIOBBIN KATAJIOI CYBBEKTA ®EJIEPALIUN» 1.0 for
Windows (®enepanbHast apxuBHas ciyxo0a).

Pasgarounsie matepuansr:

- 3aI0JIHEHHBIH JUCT POHTA.

[IpakTnueckoe 3a1anue:

Ilepen HayamoM pabOThl BCHOMHUTE:

1. KaxoBbl riaBHbI€ 3a/1a4M y4eTa JOKYMEHTOB B apXHUBeE?

2. B 4em oTinmune BHYTpEHHEro ydeTa JOKYMEHTOB OT LIEHTPAJIM30BAHHOIO Yy4yeTa
JIOKYMEHTOB?

3. Yro sBAsSETCS €AMHULIEH yueTa apXUBHBIX JOKYMEHTOB?

4. KakoBbl OCHOBHBIE (DOPMBI yueTa JTIOKYMEHTOB B FOCYJIJapCTBEHHOM U BEJIOMCTBEHHOM
apxuBe?

OO0111ee 3HaKOMCTBO € TPOrPaMMOit

3arpysute Word for Windows. Ortkpoiite ¢aitn  C:/WFOND/DOC/manual.doc.
3akoncnektupyite pazaensi: HASHAUYEHUE

[MPOI'PAMMEI, CTPYKTYPA NHOOPMALIMOHHOI'O MACCHBA.

[pocmorpure  pasgenst M3MEHEHME ITAPOJIEM, MEHIO B PEXUME
[TOJIB3OBATEJIA U PEJAKTOPA, ITYTEBOIAMTEJIb.

Caepaurte Qaiin, He 3aKpbIBas €ro.

Boszemute JIMCT ®OHJIA u BBeauTe ganubie B Ta0aunbl b1

«ApPXUBHBIN (HOHI.

s aTOro:;

3arpy3ure nporpamMmmy A® u BoiiiuTe B HEE MO/ MapojeM «2» (pegakropa);

BbIOEpuTE B riaaBHOM MeHI0 myHKT ®OH/I; mepen Bamu mosiBUTCS CHUCOK BBEACHHBIX
panee GounoB; HaxkmuTe Enter. Bol Boitnere B pazmen ®OH/I.

Haynure ¢ TIOCJIEJJHEI'O mno Bpemenu mnepenMmenoBanusi ¢donmoodpasosarens. Ero
BBeauTe B Tabnuy ®OHJI, nepBblit 3kpaH,

TOJISL «TIOJHOE Ha3BaHUe (OHMIa», «COKpalleHHOE Ha3BaHue (HOHAay.

BBenute Takke JaHHBIE B IONS «HOMEp (DOHIA», «KATETOPHs», «HAYaJbHAs aTay;
«KOHEYHas 1aTay.

Bbonee pannue Ha3zBanus GonmooOpazoBarens seeaute B pazaen [IEPEMMEHOBAHU A
(mynkt Bepxnero MeHto PA3JIEJIbI), 0003HauuB JaThl Ka)KAOTO HA3BAHMSL.

Wrak, Ber BBenu B BJl obmue cBenenus o (oHIE M3 MEPBBIX pa3ieiioB JucTa (GoHma.
[Iponomxkaem nociaea0BaTeIbHO MOMOJIHATD
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naHHple 0 HameM ¢onae. Creayromumid pasznen jaucra GoHga — «YYeT HEONMMCAHHBIX
MaTepuaioBy (T.€. POCCHIIH).

1. BBeaure naHHBIE O KOJIMYECTBE €IUHMII XPAHEHHUS! POCCHINU U3 pasjena Jucta (GoHaa
(yuet HeonmcanHbIx MaTepuainoB) B pa3zaen «IBVMKEHUE JJOKYMEHTOBy. [lns storo:

- BbIOEpUTE MyHKT BepxHero MeHto «PA3JIEJIbIy;

- Bei0epute noanyHkT «/IBVXXEHUE JJOKYMEHTOB»Y, nanee — JIOBABUTD,
POCCHIIIb, ENTER. ITocienoBaTenbHO

COXpaHsIsl, BBEAUTE BCE MOCTYIIJICHUS U BCE BBIOBITHS POCCHINH, YKa3aHHBIE B IMCTE (POHAA.

2. Crnenyromuii pa3aen imucta poHIa — ydeT ONMMCAaHHBIX TOKYMEHTOB. BBeaute B
nonpazaen OIIMCU (mynkr BepxnHero meHto PA3JIEJIbI) nanusie 0 HOMepax, Ha3BaHMSIX
KpallHUX Jarax OINHCEH, 3alMCaHHbIX B JHCT (QoHaa. BriOepuTe COOTBETCTBYIOIIMN BHJAM
JOKYMEHTOB «THII OIIUCHY.

3. Beeaure B noapaznen «IBUWKEHUE JOKYMEHTOB)Y (myHKT BEpXHEro MEHIO
PA3JIEJIbl) nanuble 060 BCeX MOCTYIUICHUS U BBIOBITHSIX OMHCAHHBIX MaTEpUANIOB, YKa3aHHBIX
B jucte donma. st atoro obparurech k noanyHkry meHio «JIBUKEHUE JJOKYMEHTOB»,
BeiOepute JJIOBABUTD. Kak Bunute, nepen Bamu Bo3HuK crnmcok ommcedt ¢onna. Beibepure
HY)KHYIO ONHUCh, B KOTOPOW NPOM3OILIO JBMXEHHE JOKYMEHTOB. BBenuTte roj IBHXKEHUS,
BbIOEpUTE BUJ JIBUKEHUS, U, CAMOE IJIaBHOE, KOJIMYECTBO MOCTYNHUBIUIMX WM BHIOBIBIIUX €I,
MOCJIEI0BATENBHO COXPAHSIS KX Iyt 3anuch (MyHKT HIbkHEro MeHio « COXPAHUTDy).

4. CuoBa obparurech k Word for Windows. Ilpouuraiite pasmen 8 «MEHIO
AJIMUHUCTPATOPAY. 3anuimute myHKTH MEHIO. 3aKpoiTe Qaiin.
5. 3akpoiite mnporpammy A® u CHOBa 3arpy3uTe ee I1oJ mapoieM  «3»

(anmunauUCcTpatopa). Boitnure B pazaen [TACIIOPT. 3amonnuTe Ha3BaHUE apXWBa, YKa3aHHOE B
mucre onna. enkaure no CAUTATD CBO/IHBIE. U nonyuute cBOJHBIE JaHHbIE MAcIOpTa.
[llenkauTe MO CHEI[YIOH.[I/IPT OKPAH u npocmotpute [TACITOPT APXUBA.

3akpoiite nporpammy AD.

6. 3arpysute MS Word.

3arpysute ¢daitn FK/DOC/Manual./doc.

7. 3aKOHCIIEKTUPYWUTE Pa3/Iebl:

Ha3znauenue nporpammsl,

CrpykTypa HH(pOPMALIMOHHOTO MacCUBa,

OOHOBIIEHUE TaHHBIX.

8. Barpysute mporpamvy @POHJOBBIM  KATAJIOI' mox mapomem  «3»
(amMuHHCTpaTOpAa).

Boiinure B paznen OPI'AH YIIPABJIEHN .

Beenenue B pazaen [IOJIHOE HA3BAHUE nanusie 06 oprane

yIpaBlieHUs apXUBHBIM JesioM. Hanpumep, ApXuBHBIM oTA€T NIpU

aaMuHHCTpanuu Bonoroackoi o6mactu.

B paznen COKPAILIEHHOE HA3BAHUE — AO Bomnoroackoi

o0nacTu.

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

CoxpaHuTe aHHBIE.

9. Boiinure B paznen APXHWB, BBenuTe qanHbie (13 aucra GoHa)

B IOJIS:

[IOJIHOE HA3BAHUE APXUBA; COKPAILIEHHOE HA3BAHUE (uanpumep,
'ABO).

AJIPEC APXUBA, Boibepute cootBerctBytoumii YPOBEHb u TUII (manpumep, mis
IOMAM — myHununanbHbii apxuB). COXpaHUTE aHHBIE.

Bri6epuTe B cniucke Bamr apxus. Haxkmute ENTER, Ha Borpoc nporpamMMbl 00 HCTOYHHUKE
nauabix Beeaute aapec G\wfond\DBF, menkanre no SELEKT, B mynkre ['O/] mocraBbTe camblit
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paHHUH roj, 3a KoTopblil y Bac Obl10 M3MeHeHue (IOCTYIUICEHUE WK BBIOBITHE) YUETHBIX JaHHBIX.
Haxxmute ENTER. Jloxxnurecs nogsienusa Hagnucu OBHOBJIEHUE JIAHHBIX YCIIEIHO
3ABEPHIEHO. /lannslie nporpamMmmbel A® ckonuposanuch B nporpammy @K. Haxxmure ENTER.

10. 3akpoiite nporpammy @K u ere pas 3arpy3ure ee ¢ maposieM «2» (pemakropa).

Tenepp MaccHB y4YeTHBIX JaHHBIX PETMOHA MOIMOJHWICSA IaHHBIMM Bamiero apxusa.
VYo6enurecy B 3ToM. Otkpoiite paznen APXUBOUJIBTP. Bribepure Bam apxuB, Haxmwure
BBITIOJIHUTD.

Boiigure B pazgen ®OHJI Bei6epute Bam apxus, Haxkxmure ENTER.

IIpocmoTpute m3rororineHHslt Bamu Ilacmopt apxuBa B pasgene ITACIIOPT (myHkT
BepxHero meHto PA3JIEJIBI).

Pabotast ¢ mporpamMmmoi, MOXHO MOJYYHThb CBOJHBIA MacnopT mno Bamemy apxuBy 3a
passbie TobI (moapasaen « CBOIHBIN TacopT»).

Jlnst uero ciy>kat nojpasnaensl «Aunamuka — adc.»; «Innamuxa %x»?

KOHTpOJ'ILHBIe BOIIPOCHI:

1. [Toyemy UMEHHO y4eT JOKYMEHTOB CTaJl OJHUM M3 IIEPBOOYEPEIHBIX HAIIPABICHUMN
KOMIIBIOTEPHU3ALMHN ApXUBHOIO Aeiia’?

2. B uem BaxHOCTh HMpHUMEHEHHS OOIEOTPAC/IEBbIX (TUIOBBIX) 0a3 JaHHBIX JUIS
BEJICHUS y4eTa JOKyMEHTOB ApXxuBHOro ¢ponga PDO?

3. KakoBel  mpeumyiecTBa  aBTOMAaTH3MPOBAHHBIX  CHUCTEM  ydeTa  Iepen
TPaJULMOHHBIMU YYETHBIMU CIIPABOYHUKAMU?

4. HazoBure ocnoBHbie pyHKInn AUTIC «ApxuBHbiii GoHa» 1 «DOHIOBBIN KaTanor

cyonekta denepannuny.

5. Kak ctpoutcst aBTOMaTU3MpPOBAaHHAsL CUCTEMa LIEHTPAU30BAHHOTO yuyeTa JOKYMEHTOB
ApxuBHoro ¢ponna PO?

Jlureparypa:

1. BpeMeHHBIN NMOPSIOK aBTOMAaTHU3UPOBAHHOIO TOCYJapCTBEHHOIO Y4eTa JIOKyMEHTOB
ApxuBHoro ¢onna Poccuiickoit ®enepauuu, XpaHAUMXCA B TOCYJapCTBEHHBIX U
MYHUIUNATIBHBIX apXuBax (yTBepxk/eH npukazom Pocapxusa ot 23.10.2000 Ne 64.

2. Enunblii mopsI0K 3anoiHeHus 1osiek EauHoli aBToMaTH3upoBaHHON HH(POPMAITMOHHOMN
CHCTEMBI, COCTOSIIIEN 13 MPOrPaMMHBIX KOMIUIEKCOB «ApXUBHBIA (OH», « DOHAOBBINA KaTalor,
«UenTpanbublii ¢ponmoBbid katamory. [Ipoekt. / M.: 3A0 «AAIIT», 2013s Poccust (2002—
2010 roapr)»

Tema 4. Co3naHue y4yeTHBIX JOKYMEHTOB apXMBa M NACIOpTa apXuBa € IHOMOIIBIO
IpOrpaMMbl «Y4eT apXUBHOTO (JOHa». 8 4acoB.

Lenp paGoTHI: OCBOCHUE CTYJEHTAMU METOJIMKH aBTOMAaTHU3UPOBAHHOTO BHYTPEHHEIO U
[EHTPAIIM30BAHHOTO y4eTa apXUBHBIX JIOKYMEHTOB, MpuMeHsieMod B [maBapxuBe . MOCKBBI,
npuoOpeTeHNe HaBBIKOB CPABHEHUSI IPOTPAMMHBIX MTPOTYKTOB.

B pesynbrare paboThbl CTYAEHT JOKEH 3HATD:

- Ha3HaYeHWe M (PYHKIMHU, OCHOBBI MHTepdelica mporpaMMbl «YYeT apXuBHOIO
dhonmay;

- paznuuue Mexay pexumom nonoiaHenus b/l B pexume ®OH/I- OIINCH u B
pexume AKT.

B pesynbrate paboThl CTyACHT AOKEH YMETh:

- HACTpauBaTh MporpamMmy «YdeT apXuBHOro (HOHIa» B PEKHME aJMHUHHCTPATOPA,
BBOJMTH I10JIb30BATENCH U BEIOMPATH (OPMBI OTUETA;

- paborarb B mporpamme «Yuer apxuBHoro ¢ouma» B pexxume OOHJI-OIINCH,
BBOJWTH JAaHHBIC U3 JIOKYMEHTOB BHYTPEHHETO Y4eT apxuBa (Jucta GoHaa, omuceil) B pas3aeibl



30

OCHOBHOT'O MEHIO mporpammsl «Yder apxuBHoro ¢onaa» — POHJ] — INOINOJIHEHUE BJ;
OIMNCHh — ITOIIOJIHEHUE B, El. XPAHEHU L.

- CO3/1aBaTh C IOMOIIBIO POTPAMMBI «YYET apXUBHOTO (OHIa»

JTUCT QOoHA, KHUTY y4eTa MOCTYIUIEHUH apXuBa, CIIUCOK (hOH-

JIOB U JPyTH€ JOKYMEHTBI BHYTPEHHEIO yUeTa.

ITporpammHoe obecnieueHue:

WuTerpupoBaHHas aBTOMAaTU3MpPOBAaHHAs cCHUCTeMa «Y4eT apxuBHoro ¢ouga» (AO
Hucodr).

Paznarounbie maTepuans:

- 3arnosHeHHbIE JUCTHI (POHIOB Ha /1Ba (HOH[A,

- Omnuce nen Gponna,

- PykoBOACTBO M0JIb30BaTENs MPOTPAMMBI «YYeT apXUBHOTO (OHIA».

[Ipaktrueckoe 3amganne 1-4 gaca. [lepen Hauasom paboThl

BCIIOMHUTE:

1. Kakne ydeTHble JOKYMEHTHI MO3BOJSET IMOJNYYUTh M pacredyaraTh IporpaMma
«ApXuBHBINA HOHI»?

2. KakoBbI OCHOBHBIE TOKYMEHTHI W JOTOJHHUTENBHBIC TOKYMEHTHI BHYTPEHHETO
yueTa B FOCyJapCTBEHHOM apXuBe?

3. KakoBbI OCHOBHBIE TOKYMEHTHI W JONOJHHUTENBHBIC TOKYMEHTHI BHYTPEHHETO
yueTa B rOCyJapCTBEHHOM apXuBe?

WNuTterpupoBanHas aBTOMaTU3MPOBAaHHAsg cUcTeMa «Yder apxuBHOro ¢Gonma» (YAD)
npeIHa3HaYeHa JIJIs BeJICHUS IICHTPATM30BaHHO- TO y4eTa JOKYMEHTOB KaK 110 apXHBY, TaK H 110
aApXUBOXPAHUIUIILY.

Cucrema pazpadotana ¢pupmoit «Muacodp» miis AY r.Mockssl.

Haynurte 3HaKOMCTBO C MpOrpaMMoi ¢ IEMOBEPCHH.

3arpy3ute Microsoft Internet Explorer (ITyck — ITporpammer — MS Internet Explorer).

B none «anpec» BBeauTe www.insoft.ru. JloxauTtecs 3arpy3Kku cainra.

Hlenxuute no 3acraBke «JlemoBepcum». JloxxauTech 3arpy3ku CTpaHULBI.

[IlenkauTe mno mnepBol crTpoke «lHTErpupoBaHHas aBTOMAaTU3MPOBAHHAS CHCTEMaA
MOCKOBCKOT0 rOpOJICKOT0 00bETUHEHUSI APXHBOBY.

JloxauTtech 3arpy3Ku CTpaHUIIBL.

Bribepure nyHkT MeHto «[IOMOILb», Boiinute B paznen «O cucreme», BHIIMIIUTE B
TeTpaJb AaHHbIE O porpamme u pazpadortuuke. lllenkuure mo OK.

Boiinure B nyHkT MeHto «AKT». IllenkHure no «HOBBIN AKT»

CJIEBA, CAMOCTOSATEIBHO OIpPENEIUTE M 3alULIMTE MOCIEN0BATEIbHOCTh AEUCTBUM s
BBEJICHUS B aKT NepepaboTKH OMMCEH:

BBenenus yuerHbix nanHbix no HoBoit onucu Ne 3.

Vnanenus Bcex aen onucH Ne 3,

Boiinure B nynkt mento BEJIEHUE YYETHBIX IOKYMEHTOB.

CaMOCTOATENbHO YCTAaHOBUTE MOCJIEI0BATENLHOCTD JEHCTBHI:

HEOOXOIUMBIX ISl BBEJICHUS CBEJICHUI B JIUCT (DOH/IA;

HEOOXOUMBIX JIJISl BEACHHS CITUCKA (DOHJIOB;

HEOOXOUMBIX, IJISl TOJMY4YEHUS CBEICHHM O COCTOSHUHM KaKI0M €IWHUIBI XPaHEHUs
(BHUMATENHLHO CMOTPHUTE Ha Pa3/eibl TNIABHOTO MEHIO BBEPXY).

YcraHoBUTE M 3alMIINTE, KAKUE JOKYMEHTbl BHYTPEHHErO y4yeTa MO3BOJIIET COCTABUTH
cucTeMa. YCTaHOBUTE M 3aIUIIUTE, KaKUe JOKYMEHTHI IIEHTPAJU30BAHHOIO Y4eTa IMO3BOJISET
COCTaBUTH cUCTeMa (ITyHKT MEHIO «Be/leHne y4eTHbIX TOKYMEHTOBY).

Kakum 06pa3om MOKHO COCTaBUThH MACHOPT apXuBa?
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2. Tenepb nepexoanuM K MpakTUKe. 3arpy3urte nporpammy «Y Ady,

mienkHyB MbIbio 1o [ITYCK — [TPOI'PAMMBI — YUET APXHB- HOI'O ®OHJIA —
AJIMUHUCTPATOP. IIporpamma 3amycTUTCs B peXuMe aiMUHUACTpaTopa. LllenkHuTe MbIIbIO
o HACTPOMKA B/I.

Coznaiite B/l. Beenute B okno CO3JIAHUE B]I anpec G/arhive/dbf.

[enxkante CO3IATH, OK. Brl BepHeTech B ocHOBHOe MeHro. [llenknute OANIIBI
OTUYETOB. Beeaute B oTkpbIBIeecs okHo aapec C:/ arhive/reports. [llenknute SELEKT, OK.

[enxkaute mo nyHkty I[IOJIB3OBATEJIN rnaBHoro menro. Bam cremyer BBecTH
I10JIb30BaTENEW U NPUCBOUTH UM MpaBa, HA3HAYUTh MAPOJIH.

Wrak, Haunute ¢ ukoHku «HoBas 3anuck» BHU3Y (Juctouek). B mone ®MO BBeauTe cBOIO
(amunuio, npucBoiTe cedbe GYHKIMU aJMUHUCTPATOPA, MIEIKHYB MO (UIaXKy U BHIOpAB IMYHKT
«AIMUHHUCTPATOP» u3 BepxHero MeHro. YKaXuTe Mapoiib «1» W moaTrBepkaeHue «I».
enxuute mo nkonke COXPAHUTD (mauckera BHU3Y).

Cucrema rotoBa k pabdore. lllenxkaute mo BBIXO/I.

7. 3amyctute mporpammy B pexxkuMme mnosb3oBarens. lllenknure mpimbio no ITYCK-
[NPOT'PAMMBI — VUYET APXMBHOI'O ®OH-IA — YAO.

HaiinuTe BBepXy CTpOKY INIaBHOTO MEHIO. B 1ieHTpe paboyero okHa HaXOIUTCs Ha3BaHUE
apxuBa. YToObl HayaTh pabOTy C CUCTEMOM ClIeIyeT BBECTU CBOIO (hPaMIIIMIO U apoib «1».

IIporpaMMoii mpenycMOTPEHBI IBE CUCTEMBI yueTa — 10 coxpaHeHus Ilacnopra apxuBa
u nociie coxpanenus [lacropra. Pexxum yuera o coxpanenus Ilacnopra apxuBa npeaHa3sHaueH
i BBoAa Oombmux MaccuBoB  uHGpopmammu 3A  TIPEJBIAYIIUE T'OAbL 310
HOJrOTOBUTENbHBIN 3Tan ydera. [locie coxpaHeHus mnacmopra 3TOT PEXHM CTaHOBUTCS
HEJOCTYIIHBIM — W3MEHEHUS B IaHHBIX MO>KHO OCYLIECTBJIATH TOJIBKO uepe3 MyHKT MeHo AKT.
[IpencraBum cebe, uyTo naHHas cucreMa BBeAeHa B apxuse B 2001 roay, a yueTHble TOKYMEHTbI
umerores 3a 40 ner. CHauana cienyeT BBECTH JaHHbIe 00OBceX (poHIAX M OMUCAX apXHBa,
otnoxuBiuxcs 3a 40 jer.

B pexxuMe nepBoHa4aJIbHOTO TOIMOJIHEHUS JAHHBIX OCHOBHBIMU

sisitoress Tpu nyHkTta: @OHJ[-OIMUCH-EJ.XP. Pabora HaunHaeTcs ¢ MyHKTa MEHIO
®OH/I. Pexxum onucu CTaHOBUTCS aKTUBHBIM 11OCIIE BBO/IA U BbIOOpa (hoH1a, 4TOOBI HE HAPYIIUTh
CKBO3HYIO HyMepaluIo onucel B pamkax (Gonzaa.

8. IllenkHuTe MBI MO NyHKTY r1aBHoro MeHo ®OHJI. 3arem BbIOEpUTE IMyHKT
[MOINOJIHEHUME BJl. Bo3pmuTte nmct neporo gouaa. Beaurte B kapTouky (oHma cBeaeHHus O
tbonme:

- HoMep (poHpa;

- Kareropuio ¢pona (BIOEpUTE, HCXO U3 €r0 IEHHOCTH);

- cocTtosiHre oH 1 (IIETUOK MO CTPEIIKE CIPaBa, «B HATHUUN);

- uHGOpPMAIIMIO O TOCTYIUIGHWU (BBEOUTE ATy MEpPBOrO MOCTYIUIGHUS C JHUCTa

- BBeAMTE HOMep apxuBoxpanuinia B noie APXNUBOXPAHUJIMIIE 1;

- KoJIM4YecTBO HeonucaHHbIX MaTepuanos B nojie HEOIIMCAHBIE MATEPUAJIBI;

- OT KOT'0 MOCTYNIINU MaTepuaisbl (0T GoHI000pa3oBaTens).

OcranbpHble MOJS KapTOYKKA (POHIA HETOCTYIIHBI, TaK KakK J@HHBIE CJIeIyeT BBOJUTH B
nyHkTe riasHoro MeHto OITNCb.

Onnako 3amosHeHHE KapToukw (oHOa emie He 3akoHdeHo. lllenkHuTe Mo BKIIAAKe
HA3BAHUE ®OH/IA, ykaxuTe mocieaoBaTeabHO BCce Ha3BaHUS (OHIA, yKa3aHHBIE B TIEPBOM
paznene nucta Gouga u ux kpaitaue natel (moast HASBAHUE ®OHJIA, IATA HAYAJIBHAA,
JATA KOHEUHAS).

Buaumanue!

[Tocne BBOA Kax/10r0 Ha3BaHUS (POH/A HAZIO €r0 COXPAHUTH (IIETKHUTE 110 MUKTOTPaMMe
C XKenTod nucketod BHM3Y). Ecnmu HazBanue (hoHIA HE MMEET TOYHBIX KpalHUX AaT, CIEIyeT
BPYYHYIO PaCIOJIOKUTh Ha3BaHUS B TOW MOCIE0BATEILHOCTH, B KOTOPO OHU
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NpUBEJCHb B JHcTe (QoHAA (MCIONB3YyHTE KHONKH CO CTpPEIOYKaMHU BBEPX-BHM3).
[IpenBapuTebHO HYXHO BBIACIUTH MBIIIBIO CTPOKY C Ha3BaHHWEM, a 3aTe€M NEPEMECTUThH €ro
BBEpX WJIM BHU3 HYKHOM KHONKOW. Emie pa3 coxpanute naHHsle B KoHIE. LllenkHuTe o nKoHke
¢ nsepbto BHU3Y. lllenknute mo Bkmagke AHHOTAILIUSA. BBenure KpaTKyr0 aHHOTAIUIO
JOKYMEHTOB (hoHI1a (BUABI JOKYMEHTOB, TeMaTuka). Coxpanurte naHuble. [l[enkHUTE MO0 UKOHKE
C JIBEpBIO BHHU3Y.

Bxnanky COCTAB ®OHJIA He TporaiiTe, oHa 3anoiaHuTca aBromaruuecku. lllenkuure
110 UKOHKE C JIBepblo BHU3Y. Ecin Bbl 3a0bUH COXpaHUTh aHHBIE, TIOSBUTCS «BOIMPOILIAIOIIEE)
okHO. Bribepure

BBIXOJI C IIPOBEPKOM. Hu B koem ciyuae He BbiOupaiite OTMEHHWTH
U3MEHEHUS! Torma Bce Bamm crapanust mnpomagyT BTYHE U HOBblE JaHHblE OynayT
YHUUYTOXKEHBI!

AHaNOTH4YHBIM 00pa3oM BBEAMTE JaHHbIE CO BTOpOro jucra (oHna u u3 onucu QGonaa
(OOH-ITOITOJIHEHME BN).

9. BBenuTe naHHBIC O KOJMYECTBE €AMHUI] XpaHeHus onucedt pouna 1, 2 (uctsl poHna)
u 3 (onuck goupaa). s atoro Hyx)HO BoiiT B pasaen OIINUCH. HomkHo ObiTh, Bel 3ameTniuy,
4TO MOCJIE COXPAHEHUS MEePBON KapTOUKH (POHJIA, STOT IYHKT MEHIO CTaJl aKTUBHBIM.

Opnnako myis toro, 4toObl BBecTH maHHbie B pazaen OIIMCh, chauana criemyer HalTH
¢onn, omrcu koroporo Ber Oyzaere BBOauTH. [t 3T70r0 HY»KHO BOWTH B MyHKT MeHI0O DOH/I-
BBIBOP ®OH/JIA. Ilepen Bamu Bo3HUKHET GopMma Ji71sl BBO/Ia KpUTEPUEB MTOKUCKA.

OcymectBuTe mouck (oHAA MO PSAAY KpUTEepHEeB (HOMEp, COCTOSHHE — B HAIWYHH).
Menxuute no uxkonke [IONCK (kpachast tyna BHu3Yy). CaMblil IpocTOi cr1ocO0 MOJy4UTh CIIHCOK
BCEX BBEJCHHBIX ()OHIOB — LIEJIKHYTH 110 UKOHKE JIVIIA BHHU3Y, BoOOIIE HE BBOAS

KpuTepueB noucka. HaBenure Kypcop Ha Ha3BaHHE IEpBOro (JOHJA B CIMCKE, JBAXK[bI
HIeJIKHUTE 110 HoMepy (onaa. [losBurcs kaprouka Gonaa. Tenepb MOKHO MPUCTYIHUTH K BBOAIY
cBeJleHni 00 onucsax GoHma.

lenkHuTte MbIb0 1o NyHKTY rinaBHoro MeHoo OIIMCD. TlosBurcs kaprouka onucu
nepsoro (oHxa.

Bo3bpMuTe aHCT COOTBETCTBYIONIETO (POHAA U MOOUYEPEHO BHECUTE CBEJICHHS O KaXKIOH
ONMCH: HOMEpP ONMCH, Ha3BaHWE ONMUCH, THUI OMHCH U CIIOCOO BOCIPOU3BENEHUS BBIOEpUTE U3
cnucka (cTpenka crnpasa) no cmeiciy. B noine KOJIMYECTBO TOMOB nocrasste 1, B mose
AHHOTAIM A BnuiuTe KpaTKyro XapaKTEpUCTHKY COCTaBa M COEPKaHUsI JOKYMEHTOB OIHCH;
B nojje CPOK XPAHEHUS — Brnummre «mmoctossHHOY». O0s3aTeNbHO MPOCTaBbTE KOJIMYECTBO
€MHUIl XpaHEHHUs B onucH (cM. JTUCT (GOHIA) U KpailHHe 1aThl JOKYMEHTOB OMMCH (CM. TaM XKe).
Hlenkuurte no nukrorpamme COXPAHUTD (auckera BHM3Y). Ecnu Bbl 3a0BUTH COXpaHUTH U
menkayan BBIXOJ, BeiGepute B nosiBuBinemcs okiae BIXOJ] C [IPOBEPKOIA.

Taxum xe ciocooom (OITNUCh-ITOTIOJIHEHUE BJ1) BBenute cBeneHns 000 BCEX OMUCIX
naHHoro ¢onaa. 3areM Haiiaure Bropoil poua (POH/I-BBIBOP ®OHJIA). Beeau-

Te cBeneHus ¢ Jlucra ¢ponaa 060 Bcex omucsx AaHHOro (onnpa. 3aTeM BO3bMUTE OMMCH
doHma u BBeAWTE NMaHHBIE 00 3TOM ommcu. OTKpoWTe MyHKT miaBHoro MeHto EJIMHUILIA
XPAHEHMUS u BBemuTe 3arojioBKM IISITH AC]I U3 OMMCHU. B HaHHBI MOMEHT BBl CO3JAETE HE
TOJIBKO YUETHBIN, HO U TIOUCKOBBII CIIPaBOYHUK — apXUB-HYIO OIHUCh.

10. OcymiecTBUTE MOMCK UH(OPMAIMK 00 OMUCSIX BBEJCHHBIX (POHIOB.

Jaist aToro Beibepute myHKT riaaBHoro mexnto OINIMCh-BbIBOP OITNCH.

[TosiBUTCS OKHO IJIs1 YCTAaHOBKH KpUTEpHEB NOUCKA. OCYyIIECTBUTE MOMCK MO HA3BAHUIO
onucu. Jlmsa storo abcomoTHO HeoOs3arenbHO BBOAWTH B mojie HASBAHUE OIIMCHU Bce
Ha3BaHuA. JlocTarouHo oxHOro ciosa. Ho mpu 3TOM ciieyeT BBIOJIHATH MPaBUjla COCTABIICHUS
3ampoca:

%o0t1aen% — cI0BO BCTpeyaeTcs B JIF0OOM MECTe Ha3BaHUS;

o11en1% — CJI0BO BCTpeUaeTcsi 00513aTebHO B Ha4aje Ha3BaHUS;

%0Tnen — Ha3BaHUE 3aKaHYMBACTCS JaHHBIM CIIOBOM;

%otnen%kxkanpo%ynpapienusi% — JI000€ COUYeTaHHE CIOBO+
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CII0BO1CII0BO.

OtmetsTe BHU3Y niepekntouaress COOTBETCTBUE XOTA Bbl

OHOMY VYCJIOBUIO. llenkuute no knonke [IOMCK BHuU3y.

AHaJOTHYHBIM CIIOCOOOM OCYIIECTBUTE IMOUCK MO KpalHUM JaTaM

JOKYMEHTOB OIIMCEH; [0 aHHOTAalUUu onucu. B pesynbrare Bcex ycunui nepen Bamm
MOSIBUTCSI CIUCOK ornucel. [I[pocmoTprTe kKapTOukn

HaWJICHHBIX OIUCEH, IIEJIKas 110 UX HOMEDY.

Haiins onuce, nonpoOyiiTe HailiTu BBeAeHHbIE Aena. OCyIeCTBUTE MOUCK M0 KIOYEBOMY
CJIOBY (XOTs OBI OZJHO CJIOBO M3 3aroJioBKa Jiell, KoTopoe Bel momuute).

O6patute BHUMaHue, 4To pexum AKT HenocTymneH.

11. Otkpoiite myHkT rnaBHoro menro COCTABJIEHUE YUETHBIX JOKYMEHTOB.

[TorpoOyiiTe caMOCTOATENBHO, CIIEeAYs yKa3aHUSIM MPOTPaMMBbl,

COCTaBUTh CIMCOK (POHJIOB apXMBa, peeCcTp onuceil 1rdoro u3 BBeeHHbIX Bamu donna,
auct ogHoro u3 ¢gouaoB. CpaBHute nomydeHHbll u3 B/ Jluct donna ¢ opurunanom. Kakue
pazzensl incta GoHJa OCTAJIMCh HE3aMOJIHEHHBIMU?

B TeTpamM COCTaBbTE CpPABHHTEIBHYIO XapaKTEpHCTHKy mnporpamm «APXVBHBIN
OOHI» u «YUET APXMBHOI'O ®OH/IA» ¢ Touku 3peHHs TpeOoBaHUN K 00OpYIOBaHUIO,
GyHKUMHA, ONTHMHU3ALUM yueTa, yaoOcTBa wuHTepdeiica, oTueToB, crouMmocTu. Crenaiite
3aKJIOYEHHUE MTOJIB30BATENS.

KoHTpoiibHBIE BOIIPOCHL:

1. B uem cxozactBo u paznuune QyHKUIUI nporpaMMm «ApXUBHBIA (GOHI» U «YUeT
apXuBHOTO QoHIa»?

2. Kakue yuerHele nOKyMEHTHI Bbl MOXETE€ IOJYyYUTh B KadyeCTBE OTYETOB C
MOMOIIbIO IPOTPaMM «APXUBHBIN GOHI» U «YUeT apXUBHOTO hoHaa»?

3. KakoBbl 1OCTOMHCTBA M HEAOCTAaTKM KaXkI0M W3 IPOrpaMM C TOUYKH 3pPEHHS
apXMBHUCTA, UCIIOJIb3YIOIIEr0 UX JUIsl OpraHU3allii aBTOMATU3UPOBAHHOTIO yUeTa B apXuBe?

4. Kakue pasnenst Jlucra ¢ponna Bam He yaanock cOCTaBUTH B JaHHOM pexume?

JIureparypa:

l'openex T.H. Komnbrorepuzamuss MOCKOBCKHX apxXuMBOB: OT npoctod B[ k
UHTErpUPOBAaHHON MHpOpMannoHHOM cucteme. 1986-2002 rr. // OteuectBenHble apxuBbl. 2002.
Ne 5. C. 20-26.

[IpakTuueckoe 3ananue 2-4 yaca.

[TporpammHOe oOecrniedeHwue:

- WuTerpupoBanHas aBTOMAaTU3UPOBAaHHAS CHCTEMA «YUeT apXuBHOTO poHma» (AO
NHCODT).

- PykoBoacTBO nosib30BaTes.

Pa3narounbie maTepuansl:

- muct ¢poHAa,

- aKThI:

npueMa-Tepenadu Jel,

BBIJICJICHHUS /1] HA YHUYTOXKCHHUE,

HAy4YHO-TEXHUUYECKON 00pabOTKU (POHIOB.

[lepen HawamoM pabOTHI BCHOMHUTE:

1. KaxkoBbl ipaBuita 3anoyiHeHus iucta hoxaa?

2. Kakue Buzabl akTOB (UMKCHPYIOT W3MEHEHHS B COCTaBE JIOKYMEHTOB apXuBa M
JBUKEHHE TOKYMEHTOB?
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1. Ortxkpoiite nporpammy «Y A®» B pexume nonbzosareins (IIYCK [TPOI'PAMMBI-
YYET APXMBHOI'O ®OHHA-YYET APXMBHO-I'O ®OHJA). Csowo ¢ammiuoo Bel,
KOHEYHO, He 3a0bputn. BBeaure ee u mapoinb — «l» — B cooTBeTcTBYIOmUE noisi. ObpaTture
BHuMaHue, uro pexxuM AKT nenmoctymen. (IlompoOyii-re BBectu cBenenusi 06 axrte AKT-
HOBBIU AKT). JInst BBeieHHS CBEISHHIT 110 aKTy NpHEMa-Iepeadl JOKYMEHTOB HEOOXO0IMMO
CHayvaja co3JaTh U 3alIUTUTh NacnopT apxusa. lI{eIKHUTE MBIIBIO [0 MyHKTY IVIABHOI'O MEHIO
BEJIEHUE ITACIIOPTOB, Beibepure CO3JJAHUE, menkuure no JJA. Ilporpamma nmomnpocut
Bac nomoxxnate, moToM 3aBEpUT, UTO TACMOpT apxuBa co3faaH. Ho Ber Huuero e Buaute. YToOb!
IOCMOTPETh Ha pe3yJbTaT CBOUX TpyAoB, menkaute mno OK, BeiOepure B MyHKTE MEHIO
BEJAEHUE ITACIIOPTOB noamynkr [TPOCMOTP. IllenkauTte Mo MKOHKE C KPacHOM JTymou
Hu3y. [Iponucraiite moay4deHHbI nacnopt (BKIaAKU cBepxy). Brl ybeaurecs, 4To GOIBIIMHCTBO
pa3aenoB MyCThl, OJJHAKO MMPOrpaMMa YECTHO MOJCUUTANIa BBEJACHHBIE BAMM JaHHbBIC U CBEJA UX
BOEJIMHO B paznene 1

u paszene 3.1.

Crnenyer 3amututh mnacrnopt oT ynanenus. Breibepure BEJIEHUE ITACTOPTOB-
KOPPEKTHUPOBKA, meiakHuTe 1o MKOHKE ¢ Tajloukoi BHU3Y. Ha Bompoc nmporpaMMel 0 3amure
nacropra BblOepuTe OTBET «/IA». YOeaurech B TOM, YTO HampoOTUB JAaThl co3jaHus Baiero
nacropTa nosiBuiach kpacHas ormerka «3AILMITIIEH».

2. Jlns Hauana paboThl ¢ akTaMH HEOOXOAMMO CHOBA MEPEHACTPOUTH MPOrpamMmy B
pexume AJIMUHUCTPATOPA.

OTHbIHE, [TOCTIE COXPAaHEHMS MacIopTa apXKBa, BCE M3MEHEHMs B KOJIMYecTBe e (hoHIa
OCYIIECTBISAIOTCA yepe3 MyHKT MeHo AKT.

[Toxymaiite, mouemy.

lenxknute no myHkty MeHio BBIXOJI. 3amyctute mnporpammy 3aHOBO B pPEXUME
AIIMUHUCTPATOPA (npuaetcst 3aHOBO BBECTH MapOJib).

CHOBa IENKHHUTE 110 YHKTY MeHio 1I0JIb30BATEJIb-HOBBIU

[TOJIb3OBATEJIb. Beeaute umsi (3alIOMHUB €T0), TAPOIb «2», TOATBEPKIACHUE «2).

Teneps npencrout camoe uHTepecHoe. Cienyer co3nars HOBYIO poinb — «HAUYAJIBHUK
OTHAEJIA YUETA». [lns 5TOTO HIEIKHUTE MO KHOIKE «PEIaKTop pojiei» (TearpaiabHas Macka
BHU3Y). Ha sKkpaHe mosBUTCS OKHO pellakTupoBaHus posei. lllenkHuTe o nukrorpamMme

HOBA POJIb (nucTouek BHH3Y) MBIIIKOM, BIHIIUTE B OKHO Ha3BaHUE pOJIH
«HAYAJIBHUK OTHEJIA YUYETA», OK. IloctaBbre ¢uaxku B mnomsix AKT (mpocmortp,
nononHenue bJl) u B npyrux nonsx. [lenxkuure mo COXPAHUTD (nuckera Bau3y). lllenkuure
no nukrorpamme BbIXO/I Buu3y. B okne [I0OJIB3OBATEJIN, ¢ koTtoporo Bsl HaunHanu padory,
B niosie POJIb BeiOepuTe HOBYIO poiib «HavuanpHUK OTHENa yueTay.

[lenkHuTE MO TUCKETE BHU3Y (COXpaHUTh) U 1o ukonke BBIXO/I.

Jlanee 3akpoiiTe mnporpaMMmy M CHOBa 3allyCTUTE €€ I0J HMMEHEM U C HapoyieM
HAYAJIbHUKA OTAEJIA YUETA B pexxume 1nojab30BaTedsl.

BriGepure myHkT Menio AKT — HOBBIM AKT. Bo3smute 1ucT GOHIa, BBEIUTE JAHHBIC
u3 pasaena « IBOKEHUE IOKYMEHTOB» 06 akTax mpuema-niepenadu e, BhIISICHUS el
Ha YHHUYTOXXCHHE, HAYYHOTEXHHUYECKOW o0paborku ¢onmoB. Haiinute B mucre ¢onHma pasnen
«YYET HEOIIMCAHHBIX MATEPHUAJIOB», BBeauTe AaHHBIE O MOCTYIUIEHUU MaTEpHAJIOB
poccainy. Haiiaure naty nepBoro nocrymienus pocchini. Beeaure B mento HOBBIN AKT Homep
¢donma, naty akra (mepsas rpada — gara NepBOro NOCTYIJIEHUSI POCCHINN), BBIOEPUTE THUIl aKTa
—Tpuema-nepeaud. B mone «OTkysa nocTynwid  JOKYMEHTBI»  BBEAUTE —  OT
tdonnoodpazosarenss. B nmone MCIIOJIHUTEJIb 1 BBenute cBoro Qamunuto. llenknute mo
JUCKETE BHU3Y, YTOOBI COXPAHUTD 3alHCh.

HoBelii akT co31aH, HO HE 3apETUCTPUPOBAH.

UToOb! 3aM0JIHUTh HUXKHIOKO YacTh aKTa O JIBUYKEHUH JOKYMEHTOB HE BBIXOJS U3 peXKUMa
AKT, menknure no nyHkry riaBHoro wmeHro POHJ[ — IIOCT. HEOIIMCAHHBIX
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MATEPUAIJIOB. Bpeaute kpaiiHu€ AaTbl NOCTYNMBIIEH POCCHINIM MU KOJIMYECTBO €IMHULL
xpareHus (u3 gucta Gonna). leaxkuure mo auckere BHu3y (COXPAHUTD).

B nynkre mento AKT menkuute no AKT — PETMCTPALIMA

AKTA — 1A — OK. Teneps akT 3aperucTpupOBaH, a CBECHUS O IBMKEHUU JOKYMEHTOB
BHECEHBI B CUCTEMY.

Takum ke o0pa3oM 3aperuCTpUPYHUTE APYroe MOCTYIUICHHWE POCCHIMH. AKT-HOBBIH
AKT; @OHA-TIOCTYIUIEHUE HEOIInucanneix ; AKT-PETUCTPAIIA AKTA.

BrIObITHE pOCCHIIM BCIIEACTBUE COCTABJIEHUS OINMCEH Ha Jiena perucrpupyercss dosee
cinoxno. AKT-HOBBIU AKT. B none TUIT AKTA — BriGepute AKT OITUCAHMS.

Hanee, He Beixos u3 pexuma AKT, Beioepute nynkt @OH/I B ri1aBHOM MEHIO, TOITYHKT
— BBIBbITUE HEOIIMCAHHBIX MATEPUAJIOB, BBeaute mo ymcty (poHIa KOTUIECTBO U
JIaThl BHIOBIBILIEH POCCHIINH, T.€. BCIO pocchilib. COXpaHUTE (IUCKETa BHU3Y).

Bri6epute nynkt mento OIIMCh, kotopslii ctan akTuBHbIM, a B HeM — HOBA S OITHMCb.
Beenute no nucty ¢oHga HoOMep ONMUCH, BBEAUTE HA3BaHUE OINUCH, KpalHUE JaThl MaTepPHAaJIOB,
KOJIMYECTBO €IUHUI] XpaHeHMs. BwliiuTe M3 pexuma ONUCH 4Yepe3 JBepb BHHU3Y (MKOHKA),
COXPAaHMB M3MEHEHUs, coxpanute n3MeHenus B pexxume AKT, 3apeructpupyiite AKT (AKT —
PEIMICTPALIUA AKTA).

PaznenaBmmmch ¢ ydyeTom pocchini, oopMUTEe BCE aKThl HAa MOCTYIUICHHWE OMMCAHHBIX
maTepuaioB. [ljig 3Toro Bo3bMuTe cBeaeHUs U3 ucra ponna — pazaen «YUYET OIIMCAHHBIX
MATEPHUAJIOB». Eciu Bbl eme He aoragaiuch, Kak CO3[A€TCA aKT MOCTYIUIEHHUS OIKCH,
neiictyiite Tak: AKT — HOBBIM AKT, BBOJ HOMepa (oHza, JaThl akTa (BCe Ta Xke meppas
rpaga), TUII akta — npuema-nepenaun. Coxpanure.

Hanee, He Bbixos u3 myHkTta MeHio AKT, BbiOepuTe MyHKT MEHIO...

npasuibHO, OIIMCh — HOBAS OIIMCbh. Beenure cBeneHus 0 HOBOW omucH (KpoMme
NEPBOM, TaHHbIE O KOTOPOH BbI yke BBesn). Co XpaHuTe. 3aperucTpupynTe aKT.

Teneps 3an0B0 coctaBbTe JIMCT ®OHIAA (BEAEHUE YUET-

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

4yBCTBYWTE pa3HUIly — B JIaHHOM CJIy4ae 3aloJIHEHBI pa3zaen 3 u 4

mucTa poHaa O IBUKEHUU HEONMCAHHBIX M ONMMCAHHBIX JOKYMEHTOB.

Cozpaite CBEJAEHWA Ob UISMEHEHHAX B COCTABE JJOKYMEHTOB ®OH/IA;
IOCMOTpPHTE, KaKue M3MEHEHUs B 00bemMe (poH1a IPOU30IILITH.

JIOTIOJIHNTE 3aKIIIOUEHUE, CAEIIAHHOE Ha MTOCIEIHEM 3aHIATHH.

KoHTposbHbIE BOIIPOCH:

1. KakoBa nocnenoBaTenbHOCTh BHECEHHSI U3MEHEHHUN B YUETHBIC
JlaHHBIE MIOCJIe COXPaHEHMs nacnopTa apxusa? Yem BbI3BaHa 3Ta
MOCJIEI0BATEIBHOCTh?

Jlureparypa:

l'openex T.H. KommnbloTepuzaiusi MOCKOBCKMX apXuBOB: OT mnpoctoid bJl k
UHTErpupoBaHHON HH(popMarmonHoi cucreme. 1986-2002 rr. / T.H. I'openek // OteyecTBeHHBIE
apxuBbl. — 2002. —Ne 5. — C. 20-26.

Tema 5. HpopMaLmOHHO-TOUCKOBBIE (DYHKIIMU TPOTPAMMBI

«ApxuBHBIN (HOHIY. 4 Haca.

Ilenp  paGoTbl: OCBOEHHME CTyJAEHTaMH  HMH(OPMAIMOHHO-TIOMCKOBOIO  MOJYJIs
00111e0TpacIeBO MPOrpaMMbl «APXUBHBIN (HOH» U CO3aHKE Ty TEBOIUTENS 1O (pOHIaM apXHBa.

B pesynbrate paboThl CTYJEHT JOJDKEH 3HATh: OCHOBBI MH()OPMAIMOHHOIO IMOMCKa B
AMUIIC (kOHTEKCTHOTO MOMCKa, MOUCKA MO KIIOUYEBOMY CJIOBY, MO KJIacCU(PUKATOPY).

B pesynbrare paboThl CTyI€HT 1OJKEH YMETh:
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1. BBOJAUTH AaHHble B BJl mporpamMmbl «ApxuBHBI (OHI» W3 MyTEBOIUTEIS M
onucel, GopMUPYs ANEKTPOHHBIN TyTEBOAUTE;

2. penakTupoBaTh KiacCU(PUKATOp MPOrpaMMbl « ApXUBHBIN (HOHITY;

3. OCYHIECTBIIATh MOMCK HHQOpPMAIMM BO BCEX peXUMax, MPerLyCMOTPEHHBIX
nyHkrom meHro OUJIBTP;

4. (hopMUPOBATH OTYETHI.

[IporpamMmmMHoe obecrieueHue:

Iporpamma « APXUBHBIN ®OH/I» 2.0 for Windows (PenepainbHas apXuBHAs CITyxk6a).

Paznarounbie maTepuans:

Onuck ¢onna, myreBoaurensb mno ¢oHgam apxupa, «Cxema eIuHON Kiaccu(UKaLuu
JOKYMEHTHOW MH(OPMAIIMU B CHCTEMAaTHYECKUX KaTajorax rocyaapctBeHHbIX apxuBoB CCCPy»
(coBeTckwii epuo).

[IpakTnueckoe 3ananue. 4 yaca.

- [lepen Hauamom pabOThI BCIIOMHUTE:

- OcHoBHbIE MH(POPMALTMOHHO-IIOUCKOBBIE CIIPAaBOYHUKH apXUBA.

- Mecto B cucteme HCA myTeBoauTENS IO apXUBY, COCTaB XapaKTEPUCTUKU (poHAa
B IIyTE€BOJUTEIIE.

- MeTtouKy onucaHusi JOKYMEHTOB B ITyTEBOUTEIIE.

- Haznauenue u crpyktypy «Cxembl eAMHOM KiacCU(UKAMK JOKYMEHTHOU
uH(bOpMaIMU B CUCTEMAaTUYECKUX KaTajorax rocyaapctBeHHbIX apxuBoB CCCPy.

1. 3arpy3ure nporpamMmy «ApxuBHbiil pouay. [TY CK-ITPO-

'PAMMBI-APXUBHbBIN ®OH/I-APXMBHBIN ®OH/I. Beexute napoib «2». OObIUHO
JUISL CO3JAHUSI DJICKTPOHHOTO IyTEBOAMUTENSI HMCIOIB3YETCS TPATUIIMOHHBIA ITyTEBOIUTEINb.
Bo3bmuTe  TpaAMIIMOHHBIA MyTEBOAWTENb IO apXuBy. BplOepuTe WHANBUAYAIbHYIO
XapakTepucTuKy Qonna. BBenure cBenenus o BeiOpanHoM ¢oHae B 0a3y naHHBIX. BBenurte B
pazaen «®OHJ]» nouckoBble nanHbie 0 (GoHAe (HazBaHue, HOMEp (HOHAA, KOJTHMUYECTBO €IUHUIL
XpaHEeHHs, HCTOPUUYECKYIO CIIPaBKY, aHHOTAIUIO U JIp.).

Jli sToro mienkHuTe MbIbko 1o myHkty @OH/I rnaBHOro MeH1o.

[TosiBuTCs cincok (hoHn0B, BBeAeHHBIX paHee. llenkuure no ENTER.

Hlenkuurte no nmyHkty HuwxkHero MeHio JJOBABUTD. Beenure nHomep ¢onna (ENTER,
MIPUHSTH), TOJTHOE W COKpAIllEHHOE Ha3BaHUe (POH/A,

uctopuueckuii mepuoa (1-coBerckuii, 0-IOPEBONIOIUOHHBIN), TUN (oHAA, HaTHI
noxymenTos. Illenkanre COXPAHUTD, CJIELY I

OKPAH. Bce stu onepanuu Bam yxe 3HakoMbI IO BBIIOJTHEHUIO 3agaHus Ne 1.

2. [Menxkuute mo nyHkty HuwxkHero MeHo PEJIAKTMPOBATD. K stomy myHKTY
cienyet odpamarbes Kbl pa3 Mocie COXpaHeHUsI JaHHBIX.

Beegute oOwveM enuuuin xpaneHuss B cooTBercTBytomee mnone. COXPAHUTH —
CJIEIYIOUIMN DKPAH.

Beeaute UCTOPUYECKVYIO CITPABKY u AHHOTAILIMIO B cooTBeTcTBY!OIIIEE TOJIE.
s sroro Hano wenkuyTh 1o PEJJAKTUPO- BATbD B nuxxnem mento, 3atem UICTOPUYECKAS
CITPABKA, PE-

JAKTHUPOBATD, BBECTH TEKCT HCTOPUUECKON CIIPABKU U3 IIyTEBOJUTENS, LIETKHYTh 110
COXPAHUTD — CJIEAYIOLINI DKPAH.

BBennTe xmioueBnie ciaoBa B moag IIEPCOHAJIMM, TEOI'PA®U-YECKUE

CBEAEHUS, TEMATUKA. Ilepconammun — ¢dammimu; reorpa@uyecKkue CBEICHHS —
reorpagpuuecKkue Ha3BaHusl, yHOMUHAaeMble
B aHHOTaIMM (HoHOA; TemMaTuka — KIIOYEBHIE CJIOBa, IEPEAAOIINEe COAEp’KaHHe

JAOKYMCHTOB. Bunpl AOKYMCHTOB HC ABJIAKOTCA KIIFOYCBBIMU CJIOBAMMU. Kamﬂoe KIIFOYECBOC CJIOBO
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BBOJMTCS B OT/IEIBHYIO CTPOUKY, I0CJIE BBOAA clieyeT HaxaTh F4. [l BeIxoa U3 pexuma BBoJa
KJIFOYEBBIX CJIOB cieayeT HaxaTh ESC.

3. B Tom cityuae, ecnu XapakTepUCTUKH (OHAA HET B TPAJIUIIMOHHOM ITyTEBOAUTEIE
(momyctuM, OH ycTapen), JUisi BBOAA JAHHBIX HCIOJIb3yeTcs onuch (GoHaa. Bozpmure omnucek
¢onna. Haunure Bce cHauyana. Boiiaure B pazgen ®OH/. lenxuure no JIOBABUTD. Beeaure
Homep HoBoro (Qonma. Beemaure B pazmen @OHJl mocnemnee Ha3zBanuwe ¢oHma, a pas3zieln
[NEPEUMEHOBAHUS nepsble HazBanus ¢onAa (CM. 00OpPOT THUTYJIBHOIO JIUCTA OIMCH).
Kaxnoe nepenmeHoBaHne BBOJUTCS OTAEIBHO, C TaTAMH.

4. Bepuutecs B paznen @POHJI. BBenure uctopuueckyro crpaBky (CM. IPEAUCIOBHUE
k omucu), AHHOTAIIMIO (cm. coOGcTtBeHHO omuck), kmoudeBble ciioBa — TEMATHUKY,
I'EOTPA®UIO, UMEHA (cM. yka3aTenu K ONWCH). AHHOTAIMIO HEOOXOAMMO COCTaBHTH Ha
ocHoBe omucu. Kak 06br4n0, Haxxumaiite CJIEYIOIINN DKPAH, moka He HaiizeTe HY/KHbIC
HOJIS.

5. BozoBuTe nmpemnonaBaTenis M B €r0 INPUCYTCTBUM  OCYIIECTBUTE MOMCK
uHpopmauuu. Boitaure B myHKT BepxHero mento ®UJIbTP.

Ocy1ecTBUTE NMOUCK IO BBEIEHHBIM Bamu:

- NEPEUMEHOBAHUAM;

- KJIFOUEBBIM CJIOBaM;

- TEKCTY UCTOPUYECKON CIIPaBKU MIIM aHHOTALIUH.

Ecnu Bpl He moMHuTE BBEJEHHBIX BaMu KiIOUEBBIX CIIOB, IIEIKHUTE MO MYHKTY MEHIO
CIIMCOK cnpasa.

6. Otkpoiite nyHkt MeHo OTYETBI u mnpocmorpute Heckosibko —(aiiios,
00s13aTeNIbHO 3arpy3uTe MyTEBOAUTENb (ILEJIKHUTE IO pa3jesiaM OIJIaBICHMS) U yKa3aTelu K
nemy. 3akpoiire APXVBHBIN ®OHJT (PA3JIEJIbI-BBIXO/T).

7. Orxpoiite mporpammy APXUBHBIN ®OH]I B pexuMe aIMHHHCTPaTOpa (BBEIUTE
napoiib «3»). Otkpoitte myHkt meHio PYBPUKTOP. Illenkaute mo JJOBABUTDL. Benute
pyOpuky 6. (I'ocynapcTBeHHbIE yupekaeHus coBeTcKoro nepuosa). Haxxmure CTRL-N. Breaute
moxpaszensl  6.1-6.9, wmcmomb3ys — cooTBercTBylommii  pasgen CXEMBI  EJIMHOM
KITACCUOUKAILIMHN. 3amenure OyKBEeHHO-UM(POBbIE MHICKCHl Ha COOTBETCTBYIOLIME
UG poBbie. 3aKpoiTe IporpamMmy.

8. 3amycTuTe NporpamMmy B pexXHMe peakTopa (Iapoib «2»).

Hatigure B crincke honmoB BBeneHHbie Bamu houapl. [IpoctaBbTe pyOprky. CoxpaHuTe.

9. [TometbTe Kk yHMuTOXEHHIO (hoHA Moxkaiickoro YUKA (BAIIUCH-YJAJIUTH-
JA). TTokaxure pe3ysbTaThl paboThl MPENOAABATENIO.

10.  VYuuurtoxbre 3amuck o Mosxkalickom YUKE. 3akpoiite A®. 3arpysute AD B
pexxume agMuHUCTpaTopa (mapois «3»). llenkaure mo CXKATUE BJI-[TA-ENTER.

11.  YOGeaurech, uro 3anuchk yHunutoxkeHa. 3akporte AD (BbIXO/).
12.  3arpysure A® B pexume pegaktopa (mapoib «2»). [Ipocmorpute cincok Goxm0B
(paznen ®OH/) u ybenutecs, uto dhonna Moxaiickoro YUKA B Hem HerT.

KoHTposnbHbIE BOIIPOCHI:

1. Ha kaxom ypoBHe ocyuiectBisercsa onucanue nopmauuu B AUIIC mporpamMmbl
«ApxuBHbIH HoHIY, Bepcus 27

2. Kakue BO3MOXHOCTH [T TOMCKa HH(POPMAIIUH MPEIOCTABIISIET ATa IporpamMma’?

3. B yem 10CTOMHCTBA U HETOCTATKU MPOrPaMMbl KaKk IOUCKOBOW CUCTEMBI?

Jlureparypa:
Kucenes M.H. Nudopmannonnas cucrema apxuBa — Mojenb U Boruromenue / M.H.
Kucenes // OreuectBeHHbIe apxuBbl. — 1997. —Ne 6. — C. 28-33.



38

Jlapuna B.I'. Enunblii knaccupukaTop IOKYMEHTHOH HMHMOpManuu — BaKHEHIIMN
aeMeHT uHpopMaTu3auuu apxuBHOU otpaciu / B.I'. Jlapuna // OteyecTBeHHbIE apXUBBL. —
2002. — Ne 1. — C. 8-14.

Tema 6. IlyreBonurens no PI'AJIN. 4 ygaca.

ens paboThl: u3yvueHne MeTOUKN norcka nHpopmanuu B apxuBHoid AUTIC Ha npumepe
nyteBoaurens no PITAJIN.

B pesynbrare paboThbl CTYACHT JOKEH 3HATD:

- Ha3HaueHHE U COCTaB MH(POPMAIIMOHHOTO MaccuBa myteBoautens no PI'AJIM Ha
CD-ROM.

B pesynbrare paboThl CTyI€HT IOJKEH YMETh:

- Ocy1ecTBIATh MOUCK BO BCEX BO3MOXKHBIX PEKUMAX, a TAKKE

KOIMPOBATh HalIeHHYI0 HH(pOpMaIuio no myteBoaurento no PITAJIN.

[IporpammHBIE cpencTBa:

- aneKTpoHHbIN yTeBoauTens no PITAJIM. CD-ROM.

[IpakTnueckoe 3ananue Ne 5. 4 gaca.

Ilepen HayamoM pabOThl BCHOMHUTE:

1. PasHoBUOHOCTH ITyTEBOAUTENEH.

2. CTpyKTypy OCTPOEHHUS ITyTEBOJUTEIS.

3. BcnomoraTenbHbli CIIpaBOYHBIN aImapar K MyTEBOAUTEIO.

4. 3anyck nporpammsbl. JlJis MHCTAUIALMK NPOrpamMMbl B OKHE «MoO# KOMIIbIOTEp»

obparutech k gucky H: (Guest). Ha nucke naiigure manky “D-ROJVb, otkpoiite mnamky
Rgali/EXE.

Ecnu nmporpaMMa yske ycTaHOBIJIEHA, IPOCTO 3aIyCTUTE €€ ABOWHBIM LETUYKOM 10 HKOHKE
RGALI umu [IYCK — TTPOI'PAMMBI —PTI'AJIM — Apxus PI'AJIN. Paccmorpure riaBHOe
MmeHro. Boiiaure B myHkT MeHio Help — About. Ilepenummure B Terpanp BbixoHble AaHHbIe CD-
ROM. YT006BI BEepHYTHCS B IJIaBHOE MEHIO, IEIKHUTE B JIFOOOM MECTE OKHAa C BBIXOJAHBIMU
JAaHHBIMHU.

2. [Touck urpopManmu 1Mo pazaenam MmyTeBOIUTENS.

2.1.  VYcranoBute coaBTopa B.A. KaepmHa mo creHapuro KuHO- QumibMa «/[Ba
KalUTaHa.

JIBoitHBIM miemykoM Mbiu Boraute B pasaen «JIMYHBIE ®OH/IbI» cipaga.

B oxne «IIOMCK» (cnpaBa) nabepure pamumnnto «Kasepuny. [l{eaxkHuTe Mo KapTodke ¢
(damunuel nucarens ciaeBa. BeIMumuTe HOMEpP, XPOHOJIOTHYECKHE TPAHHIBI U 00beM (oHIa,
(haMuHio coaBTOpa B TETPaab. Takke yKakUTe 2JIeMeHT HHPOPMAIUH, KOTOPBII T0JKEH ObITh,

HO OTCYTCTBYET B JJAaHHOU XapakTepucTuke (oHaa B myTeBoauTese. YToObl BEpHYTHCS B
ocHOBHOE McHIO, Haxkmute ESC.

2.2.  Bemwumute B TeTpans Bce Gouasl PITAJIN, koTopeie copepkat HHGOPMAIUIO TIO
uctoput MXAT (ux HOMEpa, XPOHOJIOTUYECKUE TPAHUIIBI, O0BEM).

[ns sToro:

Haunute c¢ pasznena «TEATPBI, XOPBI», menkHyB MbIlbIO [0 Ha3BaHUIO pasjena.
[Iponucraiite kKapTOTeKy ciieBa ¢ moMmoiup KiaBuuictpenouek: Page Up, Page Down. s
IIPOCMOTpPa KapTOUKH CIIETYET

HIEJIKHYTh MBIIIBIO 0 HAAMKMCH HA HEW, 7l BO3BpaIeHUs B KapToTeKy — HaxaTh ESC.
Boinummre nepcoHanuy akTepoB U PEKUCCEPOB TeaTpa, YIIOMHUHAEMbIE B aHHOTAIUAX (poHAA.

Bepuurtech B 0CHOBHOE MEHIO. AHAJIOTHYHO TPOCMOTPHUTE pa3ael

«Komnexkuu u cobpanus». Belmummre cBeAeHHS O KOJUIGKIHAX, KOTOpPBIE COJAEpKatT
JNOKyMeHTHI 110 ucropun MXAT.

Brinuiunre nepcoHanuu akTepoB U PEXHUCCEPOB TeaTpa, YIIOMUHAEMbIE B aHHOTALUAX
donna.
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Bepnurech B 0CHOBHOE MEHIO. AHAJIOTMYHO TPOCMOTPUTE pa3jelt

«JIMYHBIE ®OH/1bl», nabupas B okae «I IOMCK» cnpaBa pamumumn

BeImMcaHubIX Bamu neareneit MXAT. Bemmummre cBeneHUss 00 MMEIOIIUXCS JIMYHBIX
dbonmax.

1) CaMoOCTOSITENTbHO, TYTEHIECTBYS IO pa3fenaM IyTEBOIUTEINS, HAWAUTE U
BBIMUIIINTE — HOMEpA U Ha3BaHUS (POHIOB:

1. JIUTEPATyPHBIX MY3€€B;

2. YKYPHAJIOB, TIOCBSIIIEHHBIX N300pa3UTEIILHOMY UCKYCCTRBY;

3. xopeorpaduueckux y4eOHBIX 3aBEICHUM.

2) [Touck mo Homepy doHxa.

[enkuuTe MO M300pakeHuto crona ciesa BHU3Y (Card index by fond number).

VYcranoBute xommuectBo GoHmoB PI'AJIM, BkItoYeHHBIX B myTeBoauTenb. s sToro
IPUJETCS POJINCTATh BCIO KAPTOTEKY. Y KaXKUTE

HOMEp U Ha3BaHUE MocienHero GoHaa.

HaiinuTte n ykaxxute Ha3BaHHs, XpPOHOJOTHYECKUE IPpaHuUllbl, 00beM ponmoB Ne 28, 156,
234, 1038. ns atoro B okHe «[louck» crpasa

BBeUTE HOMED (hoHna u Haxkmute ENTER.

3) [Touck no andasuty Ha3BaHU HOHIOB.

Brisicaure, ckonbko ¢ponnoB CtpaBuHckux umeercs B PITAJIN.

J1J1 3TOrO HIENIKHUTE MO AIUKY ¢ OyKBOil «C» B BEpXHEM JIEBOM

yriy. Habepute B rpade «llouck» «CtpaBUHCKUIN.

Tem ’xe crmocoOOM YCTAaHOBHMTE U BBIIUIINTE HOMEpPAa U XPOHOJOTHYECKUE TpPaHUIIbI
¢dhoHm0B:

- xomno3utopa /[.b. Kabanesckoro;

- pexuccepa A.S. Taupona;

- KypHana «Kpokoamn» — yKakuTe, ¢ Kakoro rojia u3Jaercs;

- I'ocynapcrBeHHO# TpeTbIKOBCKOM rajepen.

4) [Tonck no TekcTy aHHOTALMH.

Haiigure Bce honapt kommozutopos B PITAJIN.

[llenkuute Mo cToiy ¢ JlamMno BHU3Y cripaBa. B okHe «llouck» BHU3Y cnipaBa BBEIUTE
kiaroueBoe ciaoBo «Kommosutop». B BepxHem MeHto menkHure mo Action-Search-Start. Ilo
3aBepuieHUH noucka menkHuTe «OK». CoxpaHuTe moslydeHHbIM CIMCOK HalIeHHBIX (JOH/IO0B Ha
AKECTKOM Jucke. JJ 3TOro IenKHUTE 1Mo MyHKTaM BepxHero MeHio Action-Search-Save search
result to file. B umenudaiina ykaxwure Bamry gpamuinio, Hanipumep, ivanov.srf. Hlenkante «OK».
[IpocMoTpuTe MOMYyUYEeHHBIN CIUCOK. I 9TOr0 CBEpHUTE

nporpammy PGALI, Haiinure B okHe «Mo#t kommbioTep» U oTkpoiite (aiin C:/Program
Files/RGALI/Sresults/ivanov.srf. [lenkuute mo ero HaszBanuro. Eciu Windows cmpocur, ¢
IIOMOIIBI0 KAaKOW MporpamMmbl OTKpHITH (aiin, BeiOepure WordPad, «OK». IIpocmorpure
IIOJIyYEHHBIN CIIUCOK.

CHoBa pas3BepHHTe OKHO mporpammbel Rgali. Ilepenummre B Terpaap Qamunuu
KOMIIO3UTOPOB, (OHJBI KOTOPBIX XPaHATCA B apXHBE, IOCIEIOBATEIbHO IpPOCMaTpuUBasl ¢
MOMOILBIO IIETYKA MBIIIBIO KKIYIO U3 HAMIEHHBIX KapTOUEK.

5) Tem xe cioco6om (cM. 1. 4) onpeIeTUuTe U 3aMUIITUTE B TETPA/Ib:

- aBTopa kuHocteHapus k/p «KotoBckuii»,

- aBTOPOB MY3BIKAJILHBIX pa0oT 1o npousBeacHuro [l. baiipona «3emis u HEOOY,

- apTUCTOB, HWcHoOJHABIMX maptuu B Oamere I[I.M. YakikoBckoro «JlebeamHoe
03€po».

CocTaBbTe apXHMBHYIO CIpaBKy (OTBET Ha 3amlpoc) <«JIOKYMEHTbl O IOCTaHOBKax
«Cuerypouku» OctpoBckoro». TekcT apXuBHOW crpaBKu (GopMynupyeTcs npuMepHo Tak: «B
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OTBET Ha Balll 3ampoc coolIiaeM, uTo B PoccuiickoM rocyapcTBEHHOM apXWBE JIMTEPATyphl U
HCKYCCTBA I10 TEME ... BBISBIICHBI CIEAYIOUINE TOKYMEHTHI:

1. (xapakTepHucTHKa JTOKyMEHTOB, CChulka Ha Ne oHma);

2. (XxapakTepHucTHKa JOKYMEHTOB, ccbuika Ha Ne oHfa).

[Toamuces nupexropa. Jlarta.»

JleficTBy#TE TEM Xe cTocoOoM (CM. 1. 5).

6) 3anuimTe KOpOTKOE 3aKitoueHue o myresogurene no PITAJIN:

- TOJTHOTA MTOMCKOBOM MH(OpMAIH, TOAPOOHOCTh XapaKTEPUCTHUK (HOHA;

- MOMCKOBBIE BO3MOXXHOCTH (OBICTPOTA U YJOOCTBO MOUCKA);

- BO3MO>KHOCTH 3KCIOPTa HH(OpMaLUU (COXpaHEHUs Ha JTUCKE,

pacrneydaTky, KOHBEPTHUPOBaHMUs);

- IU3alH.

Cpaiite TeTpazip IpenoaaBaTellto.

KOHTpOJ'ILHBIe BOIIPOCHI:

1. KakoBa meronuka mnoucka MHPOpPMAIUHU IO 3JEKTPOHHOMY IyTEBOJUTENIO IO
PT'AJIN?

2. B uem nocToMHCTBA M HEIOCTATKH 3JEKTPOHHOTO MmyTeBoauTens no PIAJIN?

3. B yeM cX0ICTBO M pa3nuyue 3JIEKTPOHHOIO MyTEBOAMTENS, (OPMHPYEMOro C

OMOIIbI0 iporpammbl AD, U 31eKTpoHHOro ImyTeBoauTens no PITAJIN?

Jlureparypa:

Jlapuna B.I'. Cuctema HCA rocynapcTBEHHBIX apXUMBOB KaK OCHOBa (hOPMHUPOBAHUS
obmero apxuBHO-MHGOpMamoHHOTo npocTpancTBa / B.I'. Jlapuna // OTedecTBEHHbIE apXUBBHI.
2002. — Ne 3. —C. 14.

9.2 MeTtoanuyeckue peKOMEHAANMH 0 MOATr0TOBKE MUCbMEHHBIX padoT

[MuceMenHas KOHTpOJIbHAS paboTa (pedepar) mpeacTaBiseT co00il pe3ynbTaT U3yICHUS
UCTOYHUKOB M JIUTEPATyphl MO OAHOW U3 mpobiieM MHPOpMaTU3aLUU apXUBHOTO nena. Tembl
KOHTPOJIBHBIX PabOT copMynupoBaHbl TakMM OOpa3oM, YTO HEOOXOIMMO H3Yy4YEeHHE
HOPMATHUBHBIX U METOJAUYECKUX MaTEPHANIOB, TUTEPATYphl, OTPAKAIOIIEH OMBIT pabOTHl OJHOTO
WM HECKOJIBKUX apXHMBHBIX yupexaeHuil. PaboTta 1omkHa COCTOATH U3 BBEICHUS, TEMAaTHYECKUX
pa3aenoB, 3aKIIOYEHHs], CIHCKA HCIOJIb30BAHHBIX HCTOYHHKOB U JIUTEparypbl. Bo BBegeHuu
PacKpbIBaeTCsl aKTYaJIbHOCTh MPOOJIEMBI, ONPEEIISIOTCS Leib U 3aJaui paboThl, JaeTCsl aHAIN3
UCTOYHUKOB U JIUTEpaTypbl, OOOCHOBBIBAE€TCS CTPYKTypa paboTel. B ocHOBHOI uactw,
pa3feneHHON Ha TeMaTHYEeCKHE pa3/ieibl, u3jaraetcs (aKTUUYEeCKUH MaTepual, OMUCHIBACTCS
ONBIT KOHKPETHBIX apXuBOB. Bce (akThueckue cBeneHUS COMPOBOXKAAIOTCS ccbulkamu. B
3aKJIFOYEHUH U3JIaraloTcs BbIBOJIBI O COBPEMEHHOM YPOBHE Pa3BUTHS TOM MM MHOW TEXHOJIOTHH,
0 IPEeUMYIIECTBE METOAO0B MHGOpPMATHU3alMU WU MPOrPaMMHBIX MPOAYKTOB, MCIOJIB3YEMBIX
cyx6amu JIOY u apxuBa u. K padore 00s3aTeIbHO COCTABIISIETCS CITUCOK UCITOJIb30BAHHBIX

HMCTOYHUKOB: JIUTEPATYPHBIX, UHTEPHET-PECYPCOB U MPOTPAMMHBIX MPOJYKTOB.

Henonyctimo npeaocTaBiieHHe B Ka4eCTBE KOHTPOJIBHOM paboThl KOHCIIEKTA CTaThU WIIN
KONUM HOPMATHUBHBIX JOKyMeHTOB @DenepanbHON apXMBHOW CIIy)KObI, pPa3MEIICHHBIX B
HurepHere.

Tewmsbr 17, 27-30, moCBsIIEHHBIC U3YYEHUIO KAKOTO JTUOO HANpaBICHUS

unpopmaruzanuu JJOY u apxusa (yuer, komruiekroBanue, HCA u 1p.), paccmarpuBaroTcs
Ha OCHOBE CpPaBHEHHUS OIbITa HECKOJIbKMX OpraHu3aluidl WM apXWBOB B JIaHHOM 0O0JacTH.
BaumaTenbHO U3yunTe PEKOMEHO0BAHHYIO JINTEPATYpy K JaHHBIM TEMaM B CIIUCKE UCTOYHUKOB
u auepatypsl PITJI.

[Toompsiercss HaMUCaHWe KOHTPOIBHBIX PAOOT, MOCBAIIEHHBIX
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aHaJIM3y OmMbITa aBTOMaTu3anuu ciyxObl JJOY wnm apxuBa Ha mpuMepe KOHKPETHOTO
yupexieHus apxusa (temsl 17, 23, 26, 37).

B nanHoM ciydae umeetcs B Buiy uHpopmaruzanus padbotsl ciayx0b1 JJOY u apxua B
LeJI0OM, a He OTAeIbHOoe ee HampasieHue. [IpumeHnsiemble 0a3bl JaHHBIX 11€J1I€CO00PA3ZHO
CUCTEeMATU3UPOBATh B COOTBETCTBUU C OCHOBHBIMU HAIPaBJICHUSMU PabOThl — HampuMep, B
00JacTl KOHTPOJISI UCHOJHEHUS JOKYMEHTOB, KaJIpOBOIO JIEIOMPOU3BOJCTBA, KOMIIEKTOBAHUS
u DI/, yuera, HCA, ucnonbp3oBanus, ynpaBieHUsi apXuBOM. JlJisi KaJ0ro MmporpaMMHOIO
NpOAYyKTa keyaresnbHo ykaszaTh nojs b/l m otuetsl, CYB/] unu s3bIk mporpaMMHUpOBaHUs, B
KoTopoM paspaborana bBJI. lLlemecooOpa3Ho oXapakTepu30BaTh KakAylo 0azy JTaHHBIX Ha
KapTOYKe, 3aTeM KapTOUYKH CHCTEMATHU3UPOBATh MX IO HAMPABICHUSM PaOOTHl W MPUCTYIUTH K
HANMCAHUIO PAOOTHI.

Hauares cnenyer co cmnmcka auTepaTypbl K mHporpamme, riae Bwl Haiinere crathw,
nocsieHHble apToMatu3zauu IOV unu apxuBa KOHKpeTHOTo yupexaeHus. Ho 3To He 3Hauur,
YTO MOKHO OTPAaHMYUTHCS KOHCIEKTOM OJHOHM CTaThu Takoro poja. B pabore momkHBI OBITH
UCTIONB30BAaHBl ~ METOAUYECKHE Pa3paOOTKM W OMUCAaHUS MPOTPAMMHBIX  TPOAYKTOB,
UCIOJIb3YEMBIX B apxuBe. ONTUMaIbHBIA BApUAHT — SKCKYPCHS B OT/IE] aBTOMAaTH3aI[MH JAHHOTO
apXxuBa, KOTOPYI0 MOKHO COBMECTHUTH C MOCEHICHHEM UYWTAIBHOTO 3ajia BO BpeMsi pabOThl HAJl
KypPCOBOM WJIM TUTTOMHOM paboToii. Ecnu 9T0 He yaanock ocymectButh, nocerute CUD OLITHTU
BHUUJA/ (yn. [Ipodcorosnas, 72) unu ero caiit. B kapToTeke MpocMOTPUTE COOTBECTBYIOIINE
TeMe pazjaensl (Hanpumep, 3.2.6.12.2. — aBTOMaTU3UPOBaHHBIC HWHGOPMAIIMOHHBIE CUCTEMBI U
3.2.6.12 — MexaHu3a1us ¥ aBTOMAaTH3AIUs MOMCKa MHPOPMAIUH B apXUBAX ), U3YUUTE ONMUCAHUS
IpOrpaMM U pyKOBOJICTBA IOJIb30BATEINS IPOrPAMM, MaTepraibl

koH(pepenumii. Kpome Toro, ceenenus 06 apXMBHBIX 0a3axX JaHHBIX UMEIOTCS Ha caiTe
«Apxussl Poccuny, B paznenax «bazbr nanapix» (www.rusarchives.ru/bd/list.shtml), «ApxuBHbie
CIIPABOYHUKN (www.rusarchives.ru/guide/index.shtmlj, «ApXUBHBIE IIPOEKTHD)
(www.rusarchives.ru/projects/index.shtml). M3yuurte cailT BbrIOpaHHOTO apxwBa (CHOCKH Ha
apXUBHBIE CAlThI CM. TaM K€, B pa3jenax «(heaepanbHble apXUBbI», «PETHOHATIBHBIC aPXUBBI»)
— BO3MOXHO, Ha HEM pa3MelleHa HH(poOpMalus O MPUMEHSIEMBIX aBTOMAaTU3WPOBAHHBIX
TEXHOJIOTUSIX.

Temsb! pedepaToB:

1. Mexanuzanust u aBroMartusamus apxuBHoro pena B 1970-80-e romst B CCCP:
TEXHUYECKOE, MPOrpaMMHOE, JIMHTBUCTUYECKOE obecrnieueHue, MIPUMEHEHNE
ABTOMATHU3HPOBAHHBIX TEXHOJIOTHUI B apXUBHOM JIEJI€.

2. MexaHuzanust 1 aBToMatu3anus apxuBHoro nena B 1950-90-e roasl 3a pybOexom (Ha
IpUMepE HECKOJIBKUX CTPaH).

3. [IpoGnembr aBTOMaTH3ammMu apxuBHOro nena 1950-80-x romax B OTEUECTBEHHOM
apXHUBOBEIUYECKON HayKe.

4, CoBpeMeHHasi HOpMaTUBHO-TIpaBoBas 0a3a MH(OpMaTU3aIMK ApXUBHOTO Jena B Poccun.
5. Opranuzaius nHGopMaTu3anuu apxuBHoro nena B PO Ha denepansaom yposae B 1990-
e — 2010 roxapr.

6. Nudopmartuzanms AesTENbHOCTH apXUBHOTO YUPEKACHHS: OpTraHU3alMsl U MPAKTHKA.

7. LleHTpBI-pa3pabOTUNKH TPOrPAMM JIJIsl apXUBHOU OTPACIIH.

8. [TpoGembr nHGOpPMaTH3AIMK apXUBHOTO Jeia Ha KoHrpeccax MCA u MeXITyHapO HBIX

coBelanusax apxuBucToB B 1950-2000-¢ rospb!.

9. Baenpenue MHPOPMAIMOHHBIX TEXHOJOTUI B pabOTy apxuBa OpraHu3aluu (Ha IpUMeEpe
KOHKPETHOT'O MUHUCTEPCTBA, BEAOMCTBA, yYupexaenus) B 1960-1990-¢ roasr.

10. CoBpemeHHBIE  HH()OPMAIIMOHHO-KOMMYHHUKAITMOHHBIE ~ TEXHOJOTMHM B o0yiacTu
KOMIUIEKTOBAHUSA apXMBOB W OKCIEPTU3bl IIEHHOCTH [OKYMEHTOB (CpaBHEHHE HECKOJBKHX
apXUBOB).

11.  CoBpemeHHble HHPOPMAIIIOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUN TEXHOJIOTH B 00JIaCTH
ydeTa JIOKYMEHTOB B apXHBE (CpaBHEHHE HECKOJILKUX apXHUBOB).
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12. CoBpemeHHbIe HH(OPMAIIMOHHO-KOMMYHHMKAIIMOHHbBIE TEXHOJIOTUU TEXHOJOIH B O0JIACTH
Co3aHHUd HMH(POPMAIMOHHO-TIOUCKOBBIX ApXHMBHBIX CIPABOYHUKOB (OMHCEH, KaTaJlOTOB,
MYTEBOJUTENEH, yKa3aTeel u 1p.) — BO3MOXKHO Ha MpUMepe OHOTO apXHBa MIIM HECKOIBKHUX
apXHUBOB.

13. CoBpeMeHHble  MH(POPMAIIMOHHO-KOMMYHUKALIMOHHBIE ~ TEXHOJIOTMH B  001acTH
WCIIOJIb30BaHUS JJOKYMEHTOB B apXHBE (CpaBHEHHUE He-

CKOJIBKMX apXUBOB).

14. Co3nanue 0aHKOB JaHHBIX HOPMATUBHON U METOIMYECKON TOKYMEHTAIIUN B ADXHUBHOM JIEJIE.
15.  DnexTpoHHBIE apXUBBI KaK YUYPEKIACHMs, OCYLIECTBISAIOIIME JOJITOBPEMEHHOE XPaHEHUE
3JIEKTPOHHBIX IOKYMEHTOB, B Halllel CTpaHe U 3a pyOe:KoM.

16. MexnyHapoAHbIE CTaHAAPTHI ONMCAHUS APXMUBHBIX JOKYMEHTOB B IIOMCKOBBIX CHCTEMaX B
1990-e n 2010-€e roaml.

17. Co3pmanme 0a3 JaHHBIX 10 AaPXMBHBIM HCTOpPUYECKMM HcTOouyHMKaM B 2010-e rojsl
(ucropuueckas nH(HOPMATUKA U APXUBBI).

18.  MudopmanunoHHbIE TEXHOJOTHH B MyOIUKALUU TOKYMEHTOB B apXHBaXx.
19. NupopmaninoHHbIE TEXHOJIOTUH B PECTaBpAllUM HCTOPUUYECKUX IOKYMEHTOB.
20.  XpaHeHHE DJEKTPOHHBIX NOKYMEHTOB B OpPraHM3allMU: HOPMAaTHBHAas U METOAUYECKas

Oaza.
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Ipuiaoxkenue 1

Annomayus oucyuniaunvl (Mooyns)

Juctumnuna « HbopMannoHHbIe TEXHOJIOTHH B apXUBHOM JIeJie» peanu3yeTcsl Ha (akyiabTeTe
ApPXUBOBEACHHS U JOKYMEHTOBEICHUS Kadeapoil apXUBOBEICHHSL.

Llenb MTUCIUTUIMHEI - U3YY€HHUE TEOPETUUECKHUX MPOOIIeM U MPUKIIATHBIX
aCmeKTOB HMH(OpMATH3aIlMM  apXHBHOTO J€JIa, OCHOBHBIX HaNpaBJICHUH  BHEAPCHUS
UHGOPMAIMOHHBIX TEXHOJIOTHH B IEATEIHHOCTh apXHBa.

3amaun JUCLUILIMHEL:

1) M3y4YCHHE  OCHOBHBIX  TMOHSTHH, HCIONB3yeMBIX B  Mpolecce  MPUMEHEHUS
MH(GOPMAILIMOHHBIX TEXHOJIOTHI B apXUBHOM JIEJIE;

2) M3Yy4YEeHHE UCTOPUH MEXaHHU3AI[MHN U aBTOMATU3AlUK ApXUBHOTO JIeJia B HAIlIeH CTpaHe U 3a
pyoexom;

3) M3y4YeHHE HOPMATHUBHO-TIPABOBBIX OCHOB MPUMEHEHUS HHPOPMAIIMOHHBIX TEXHOJIOTUN B
aApXMBHOM JIeJIE;

4) M3YYeHHE TEXHMYECKOTO M MPUKIAJHOTO MPOrPaMMHOTO OOECTeUeHUs], MCIOIb3yEeMbIX

IpU OpraHU3aLUH JIEKTPOHHOTO
JIOKYMEHTO000pOoTa, MH()OPMAIMOHHOM O00€CIEUYEeHUH YIIpPaBJIEHHs, OpraHu3allyd apXUBHOTO
XpaHEHUs JOKYMEHTOB Ha TPAIULIMOHHBIX U AJIEKTPOHHBIX HOCUTEIAX;
5) U3yuyeHHe TPUHIMIIOB BbIOOpAa ¥ OpraHU3alMM BHEJIPEHUS U  HCIHOJIb30BAHUSA
TEXHUYECKOTO U MPOrpaMMHOI0 00eCIIeUeHHU
6) u3yuyeHue HH(POPMAIMOHHBIX CUCTEM M OCHOBHBIX HMH(OPMAIMOHHBIX PECYpPCOB B
apXUBHOM JI€JIE;
7) U3yuyeHHe M aHallu3 CPeJCTB 3allUThl MHPOpPMALUU B HMH(OPMAIMOHHBIX CHCTEMaX,
UCIIOJIb3YEMBIX B ApXUBHOM JIEJIE.

JucuumnirHa HarpasieHa Ha (POPMHUPOBAHUE CIASAYIOIINUX KOMITETEHIIHHA:

OIIK-4. CnocoOeH NoHMMaTh NPUHLHUIIEI paOOThl COBPEMEHHBIX HH(POPMALIMOHHBIX
TEXHOJIOTUI U UCTOJIb30BaTh UX JUISl peIlIeHHs 3a/1a4 TPOopEeCCUOHATIBHOM 1eATEIbHOCTH

B pe3ynbraTe 0cBOEHUS AUCHUIUIMHBI 00YYarOUIUICs TOJIKEH:

3HaTh — OCHOBHbIE  HH(pOpMalMOHHbIE  OuOIMOrpaguueckue  pecypesl IO
JIOKYMEHTOBEICHUIO U apXUBOBEJICHUIO; TUTIOBOE ITPOrPaMMHOE 00ecIiedeHHe, MPUMEHIEMOE IS
(YHKIIMOHMPOBAHUS aBTOMATH3MPOBAHHOM CHUCTEMbI LIEHTPAJIM30BAHHOIO y4yeTa JOKYMEHTOB
ApxusHoro ¢ponga PO, ABTOMaTH3UPOBAHHOTO IIEHTPAILHOTO (POHIOBOTO KaTajiora

YMeTb — OCYLIECTBIATh IOUCK HAyYHO-TEXHHUYECKOW uHpOpMaluu 1O CBOeH
po(heCCHOHANTLHOM JIeATEIHbHOCTH; pa30MpaThCs B 0a30BBIX acmeKkTax (yHKIHMOHUPOBAHUS
COBPEMEHHBIX MH()OPMALIIOHHBIX CUCTEM B apXMBHOM JIeJIe

Bnagers - HaBBIKAMHU HCIIOJIb30BAaHMI KOMIIBIOTEPHON TEXHHUKH U MH()OPMAITMOHHBIX
TEXHOJIOTUHM,  OCHOBHBIMM METOJaMM, CIOCO0AaMM W CpEACTBAaMHU IOJIy4EHUs, XpaHCHMS,
nepepaboTku  uH(OpMAIMK»; HABBIKAMU  BBIOOpAa MPOrPAMMHOTO  OOECHEYeHHUsS s
UH(POPMALMOHHOT0 00ecrieueH st IesITeIbHOCTH apXUBOB.

Paboueii mporpaMMoii mpeycMOTpeHa IPOMEKyTOUHas arTecTausi B (hopme sK3aMeHa.
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