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1 IlosicHUTEJBbLHAA 3ANMUCKA

1.1 Ieab u 3a1a4u AUMCHUTIIAHBI
Lenv oucyunaunwl - N3y4eHUE TEOPETUIECKUX MPOOIIEM M MPHUKIIATHBIX
ACIICKTOB I/IH(l)OpMaTI/ISaI_[I/II/I APXUBHOI'0 acjia, OCHOBHBIX HaHpaBJ’IeHI/Iﬁ BHCOPCHUA
HH(l)OpMaI_[I/IOHHBIX TEXHOJIOTHH B ACATCIIbBHOCTDb apXUBa.

3ajauu JUCHUTUINHBL:

1) u3yueHne OCHOBHBIX IIOHATHH, WCIIOJIB3YEMbIX B TMpoIecce MPUMEHEHHSI
WH(POPMAITMOHHBIX TEXHOJIOTHIA B apXUBHOM JICIIE;

2) U3y4eHUe MCTOPUU MEXaHHW3allMd W aBTOMATH3aIlMM apXWBHOTO Jiela B HAIICH
CTpaHe U 3a pyOexKoM;

3) u3yueHne HOPMATHBHO-NPABOBBIX OCHOB IPUMEHEHHs HMH()OPMALMOHHBIX
TEXHOJIOTMI B apXUBHOM JIEJIE;
4) n3ydyeHue TEXHUYECKOT0 U MPHUKIATHOIO IPOrpaMMHOI0  obecredyeHus,

UCIIOJIb3YEMBIX TIPU OPraHU3alUU 3JIEKTPOHHOTO

JOKYMEHT0000poTa, MH(GOPMALMOHHOM O00ECIeYeHUH YIPABIICHUS, OpraHU3aIlMU
ApXUBHOTO XpaHEHUsI JOKYMEHTOB Ha TPAIUIIMOHHBIX U 3JIEKTPOHHBIX HOCUTENSX;

5) u3ydyeHue MNPHUHLMIIOB BHIOOpAa M OpraHU3alliy BHEAPEHUS M HCIOJb30BaHUS
TEXHUYECKOTO M MPOTPAMMHOT0 00ECIICUCHHUS;

6) n3ydyeHue MHPOPMAIIMOHHBIX CUCTEM U OCHOBHBIX MH(POPMAIIMOHHBIX PECYPCOB B
apXUBHOM JIEJIE;

7) u3ydeHre | aHalu3 CPEeACTB 3amuThl HHDOpManuu B UHGOPMAIMOHHBIX
CHUCTEMax, UCIOJIb3yEeMbIX B apXHUBHOM JIEJI€.

1.2 IlepedeHb IVIAHUPYEMBIX Pe3yJbTATOB 00y4YeHUsI M0 IMCHUIIIMHE,
COOTHECEHHBIX C HHINKATOPAMHU JOCTUKEHUS KOMIIETEHIUIl

KomMnerenuuu WNHpukaTtopsl PesynbraTsl 00yueHus
KOMITETEHLIUH

YK-4. Cnocoben | YK-4.3. Hcnonb3yeT | 3HaTh: nH(pOpMaIMOHHBIC CHUCTEMBI,
OCYIIECTBIISATh UH(POPMALIMOHHO- UCIIOJIb3yEMbIE B JIOKYMEHTAIlMOHHOM
JIEJIOBYIO KOMMYHHKAIIMOHHbIE | 0OECIIEYeHUH YIIPABICHUS U apXUBHOM JieNe
KOMMYHHKAIIMIO B | TEXHOJIOTUU npu | YMeTh:  HUCHONB30BaTh  MH(POPMALMOHHO-
YCTHOM U | IOUCKE KOMMYHMKAI[MOHHBIE TEXHOJIOTUU C LEJbI0
NUCbMEHHON HEO0XO0 MO OpraHu3anuu JOKYMEHTAllMOHHOT O
¢bopmax Ha | MHopMaIH B | o0ecrieueHHsl  yNpaBiE€HUS M apXUBHOTO
roCy/1apCTBEHHOM IIPOLIECCE  PELIEHUS | XpaHEHUs IOKyMEHTOB
A3blke  Poccuiickol | cTaHIapTHBIX Brnaners: HaBblkaMM BbIOOpa ONTHMAJIBHBIX
®denepauyu ¥ | KOMMYHHKATUBHBIX | MH()OPMAIMOHHO-KOMMYHHUKAITHOHHBIX
MHOCTPAaHHOM(BIX) 3aja4 JUIA | pelleHUH TpH  BBIIOJIHEHUH  paboT 1o
sI3bIKE(ax) JOCTHKECHHUS JIOKyMEHTAllHUOHHOMY 00ecCTIeYeHNIO

NpoeCCHOHATBHBIX | YNPABICHUS U apXUBHOMY JETy

nenen Ha

rOCyapCTBEHHOM U

MHOCTPaHHOM  (-bIX)

A3BIKAX
OIIK-4. Cnocoben OIIK-4.1. Bnaneer 3HaTh: OCHOBHBIE HH(OPMAIIMOHHEIE
NIOHUMATh COBPEMEHHBIMU oubnmorpaduyeckre pecypcsl o
MPUHIUIBI pAa0OTHl | TEOPETUIECKUMU H JIOKYMEHTOBEACHUIO U apXHUBOBEICHUIO;
COBPEMEHHBIX IIPABOBBIMU TUIIOBOE ITPOrpaMMHOE 0OecIieueHue,
MH(OPMaLIMOHHBIX OCHOBaMHU npuMeHsieMoe Ut QYHKIIMOHUPOBAHHUS




TEXHOJIOTHI U
HCIOJIb30BaTh UX
JUTSL peleHust 3a/1a4
npo¢eCcCHOHATBHON
NEeSATETbHOCTH

MMPUMCHCHU
nH()OpPMAITMOHHO-
KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH B cepe
JOKYMCHTAITUOHHOT'O
obecrnieueHus
yIpaBJICHUS U
apXUBHOTO JIeja

aBTOMAaTH3HPOBAHHOM CUCTEMBI
LEHTPAJIM30BaHHOT'O y4eTa JOKyMEHTOB
ApxusHoro ¢onna PO,
ABTOMaTH3UPOBAHHOTO LIEHTPAIBHOTO
¢dboHI0BOrO KaTanora

VYMeThb: OCyIECTBIIATh IOMCK HAy4HO-
TEXHUYECKOH MH(OpPMAINH IO CBOCH
npoeCcCUOHATIBHON J1eATENbHOCTH;
pa3buparthbcs B 0a30BBIX aCIEKTaxX
(YHKLIIMOHUPOBAHUS COBPEMEHHBIX
MH(POPMALIMOHHBIX CUCTEM B apXUBHOM JIETIE.
Bnaners: HaBbIKaMH BEIOOpPA ONTUMAIBHBIX
MH(POPMALIMOHHO-KOMMYHHUKAITUOHHBIX
peLIeHUH IpY BBIITOJHEHUN PaboT 10
JIOKYMEHTAI[MOHHOMY 00€CTICYeHHUIO
YIpaBJIECHUS U ApXUBHOMY €Iy

OIIK-4.2.
[Ipumensier
COBPEMECHHBIC
nH()OpPMAITMOHHO-
KOMMYHHKAI[IOHHBIC
TEXHOJIOTUH TIPH
perieHnu
OpraHu3aIMOHHO-
YIpaBIEHYECKUX
3a7a4 B
npohecCHOHATBLHOM
JeSITeIIbHOCTH

3HaTh: HH)OPMAITMOHHBIE CHCTEMBI,
UCIIOJIB3YEMBIE B IOKYMEHTALIHIOHHOM
o0ecrieyeHNH yTpaBIICHUs U apXHUBHOM JIeJIe
VYMeTh: ucnonb30BaTh HHHOPMALIHOHHO-
KOMMYHHUKAI[MOHHBIE TEXHOJIOTHH C LIEJIbIO
OpraHu3aluy JOKYMEHTallMOHHOIO
o0ecrieueHHs ypaBJIeHUs H ApXUBHOTO
XPaHEHUS TOKYMEHTOB

Brnaners: HaBbIKaMH BEIOOpA ONITUMAIIBHBIX
MH(POPMALMOHHO-KOMMYHHUKAIIMOHHBIX
pelLIeHHIA IPY BBIITOJHEHUH Pa0OT 110
JOKYMEHTAllMOHHOMY 00€CIIeYEeHUI0
YIIPaBJICHUS U apXUBHOMY JEIIy

OIIK-4.3 O0nagaer
HaBBIKAMHU
UCTIOJIb30BaHUS
UH(POPMALIMOHHO-
KOMMYHHKAIIHOHHBIX
TEXHOJIOTHH B chepe
JOKYMEHTAITUOHHOT'O
obecrieueHus
yIpaBJICHUS U
ApPXUBHOTO JieTia

3HaTh: HH()OPMAIHOHHBIE CHCTEMBI,
I/ICHOJII)3yeMbIe B IIOKYMCHTaIII/IOHHOM
o0eCrieueHUH YIPaBICHUS U apXHUBHOM JIEJIe
YMeTh: UCHO0Ib30BaTh HHPOPMAITHOHHO-
KOMMYHHKAI[HOHHBIEC TEXHOJIOTHUH C LENBIO
OpFaHI/I3aIII/II/I I[OKYMCHTaIII/IOHHOFO
obecrieueH s yIpaBIeHUS U apXUBHOTO
XpaHeHI/ISI IIOKyMCHTOB

Brnazmers: HaBBIKaMH BEIOOpA ONITHMATIBHBIX
MH(POPMALMOHHO-KOMMYHHUKAITMOHHBIX
PEILICHHIA TIPY BBITOJHECHUH Pa0OT 110
JIOKYMEHTAI[MOHHOMY 00€CIICUYCHUTIO
yIpaBJIEHUS K APXUBHOMY JIEITY

OIIK-8. Crocoben
HOHUMATh
MIPUHIUIIBI paOOTHI
COBPEMEHHBIX
MH(OPMALIMOHHBIX
TEXHOJIOTUMN U
WCTIOJI30BATh X
JUISl peLIeHus 3a/1a4
npodeccrnoHaTEHOM
JeSITebHOCTH

OIIK-8.1. 3naer
co/iepXaHue,
CTPYKTYpYy U
MPUHIIUIIBI PAOOTHI
COBPEMEHHBIX
UHGOPMAITMOHHBIX
TEXHOJIOTHH,
MPUMEHSAEMBIX IS
pelIeHus 3a1a4
npodeccunoHaIbHON

3HaTh: HH)OPMAITMOHHBIE CHCTEMBI,
UCIIOJIb3YEMBIE B TIOKYMEHTALIMOHHOM
o0ecredeHn! ynpaBiIeHUs U apXUBHOM JIeJie
YMeTb: UCT0NIb30BaTh HH()OPMAIIHOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOTHH C LIEJIBIO
OpraHu3aluy JOKYMEHTAllMOHHOIO
oOecrnieyeHyst yIpaBiIeHUs] U apXUBHOTO
XPaHEHUs TOKYMEHTOB

Brnaners: HaBbIKaMH BEIOOpA ONITUMAIIBHBIX
MH(POPMALIMOHHO-KOMMYHHUKAIITUOHHBIX
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JIeATEIIbHOCTH pelLIeHH IPY BBIITOJHEHUN PabOoT 10
JIOKYMEHTAIlMOHHOMY 00€CTIeYeHHUIO
YIIPaBJICHUS U QDXUBHOMY JEIIy

OIIK-8.2. Ymeer 3HaTh: HHGHOPMAITMOHHBIC CHCTEMBI,
000CHOBAaHHO HCIIOJIb3YEMBIE B IOKYMEHTAIIMOHHOM
BbIOMpATH ofecrie4eHnH ynpaBiIeHUs U apXUBHOM JIeJie
COBpPEMEHHBIC YMeTh: UCTIOIB30BaTh HHPOPMAITHOHHO-
nHGOpPMaIMOHHbIE KOMMYHHKAIIIOHHBIE TEXHOJIOTHH C LENbI0
TEXHOJIOTHH JIJIS OpraHu3aly JOKYMEHTAIIMOHHOTO
pelieHus 3aaau obecrieyeHust yIpaBiIeHUs U apXUBHOTO
npo(heCCHOHANLHOM | XpaHEHUS IOKyMEHTOB

JESITEIbHOCTH Brnagets: HaBbIkaMu BEIOOpA ONTHUMAaIbHBIX

UH()OPMAIIMOHHO-KOMMYHUKAIIMOHHBIX
pELIeHUi IPX BBIOJIHEHUH PaboT Mo
JIOKYMEHTAI[MOHHOMY 00€CIICYECHUIO
YIPaBIICHUS M APXUBHOMY JEITY
OIIK-8.3. Bnaneer 3HaTh: OCHOBHBIE WH(OPMAIIMOHHEIE

HaBBIKAMH oubmmorpaduueckue pecypcsl 1Mo
MPUMEHCHUS JIOKYMEHTOBEICHHUIO U apXUBOBE/ICHHIO;
COBPEMEHHBIX TUIIOBOE MPOTPAaMMHOE 00ecIIeUeHuE,
WH(POPMAITMOHHBIX npUMEHsIeMoe JIJIsl QyHKITMOHUPOBAHHUSI
TEXHOJIOTUH MPH aBTOMATH3HPOBAHHOW CUCTEMBI
peleHnn 3aaa4q [EHTPATN30BaHHOTO y4eTa JOKYMEHTOB
npodeccuonanbHolt | ApxuBHoro ¢onma PD,

JESTSIIbHOCTH ABTOMaTH3WPOBAHHOTO IICHTPAIIEHOTO

(dboHI0BOTO KaTasora

YMeTh: OCYyIIECTBIATh TIOUCK HAYYHO-
TEXHUYCCKON MH(GOPMAITIH TI0 CBOSH
po(hecCHOHATLHOM e TEIIBHOCTH,
pa3bupatbcs B 0a30BBIX acleKTax
(GYHKITMOHUPOBAHUS COBPEMEHHBIX
MH(GOPMAIIMOHHBIX CUCTEM B apXUBHOM JIelIe.
Brnaners: HaBbIKaMH UCTIOJIB30BAHUS
KOMIIBIOTEPHON TEXHUKU U UHPOPMAITMOHHBIX
TEXHOJIOTHH, OCHOBHBIMH METOIAMH,
crocobamMu U CpeICTBAMU MOTYUYCHHUS,
XpaHeHus, epepadboTKH HHOPMAIII»;
HaBbIKaMU BBIOOpA MPOrPaMMHOTO
obecrieueHus 1711 THPOPMAITHOHHOTO
obecrneyeHust JesiTeIbHOCTH apXUBOB.

1.3 MecTOo JUCUMILIUHBI B CTPYKTYPE OCHOBHOM 00pa3oBaTe/IbHOM

MpPorpamMmMbl

Hucuunnuna  «HQOpMAIIMOHHBIE TEXHOJOTMU B apXUBHOM [I€JI€» OTHOCHTCS K
00s13aTeNbHON YacTH 0JI0Ka TUCIUIUIMH y4eOHOTO UIaHa.

Jns  ocBoeHMs]  AMCUMIUIMHBI ~ HEOOXOOUMBI  3HAHMS, YMEHUS W  BIAJCHUA,
c(OpMHPOBAHHBIE B XOJ€ M3YyUEHHUS CICAYIOIUX TUCHUIUIMH M TPOXOXKACHUS TPAKTHK: -
«Madopmanmonnple  TexHosorun B JIOVYy; «udopmalimoHHple  TEXHOJIOTHNY,
«ApXHUBOBEJICHUEY.
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B pPE3YyJIbTaTC OCBOCHHA JUCHUIIIMHBI (I)OpMI/Ipy}OTCH 3HaHWsA, YMCHUSA W BJIAJICHUA,
HCO6X0)II/IMI)Ie AJI U3YUCHUA CICAYIOIMNX JUCHUIIIIMH U IMIPOXOXKACHHUA ITPAKTHUK!

«CucremMbl XpaHCHUA SJICKTPOHHBIX TOKYMCHTOBY, ((rOC}/,Z[apCTBeHHLIe, MYHUIHUIIAJIBHBIC
1 BCAOMCTBCHHBIC apXUBED), MPCAJIUIIIIOMHAA IIPpaKTUKaA.

2  Crpykrypa ITUCUMILIMHBI

OO6mas TpyA0eMKOCTh IUCIUIUIMHEI cOCTaBisieT 3 3.e., 108 .

CTpyKTypa IMCUMIJIMHBI JJI 04HO# opMbI 00yUeHMsI

O6beM nucCHUIUIMHBI B ()OpMe KOHTAKTHOW PaboOThl 00ydaromIuXcsl ¢ MeJarorndyecKuMu
paboTHUKaMU W (WJIH) JTUIIAMU, TIPUBIICKAEMBIMH K peal3alii 00pa30BaTeIbHON MPOTPaMMBbI
Ha MHBIX YCJIOBUAX, PU MPOBEACHUN YUSOHBIX 3aHATHI:

Cemect | Tum y4eOHBIX 3aHATHIA KonnuecTBo
p 4acoB
6 Jleknun 16
6 CeMuHapbl/1a00paTOPHBIE PAOOTHI 24
Bceero: 40

O0beM AUCHUILTUHBL B (HOpPME CaMOCTOSATENbHON PaOOTHI 00YYAIOIIMXCS COCTABISET 68
aKaJIeMUYECKUX YaCOB.

3 CoaepxxaHue TUCHMIIMHBI

Ne | HammeHnoBanue Conep:xkanue
pasjaena
AUCHHUILINHBI
1 1.Beenenue. [Ipenmer, nenp u 3axaun Kypca. MIcTouHuKM 1 tuTepaTypa 1o

Kypcy. XapaKTepuCTHKa 3aKOHOJATENIbHBIX, HOPMaTUBHBIX U
METOJIMYECKUX JOKYMEHTOB, HALIMOHAJIBHBIX U MEKTyHAPOIHBIX
CTaHJapTOB MO U3ydaeMoi npobiemaruke. MecTo Kypca cpenu
JOPYTUX AUCUUIUIMH. B3auMocBsI3b Kypcea ¢ IUCUUIUITMHAMU
«/loxymeHnroBenenne», « OCHOBBI U TEXHOJIOTHS
JOKYMEHTAIlMOHHOTO 00eCieYeHus yIpaBICHUs» U Jp.
OcCHOBHBbIE MIOHATHUSA Kypca: MEXaHHU3allMsl, aBTOMaTH3aLus U
unpopmaruzauusg IOY u apxuBHOTO €na, UHPOpMaLIMOHHBIE
texnonoruu (UT), undopmarnmonnsie cucremsl (MC),
KOPIOpaTUBHbIE HHPOPMATUOHHBIE CUCTEMBI,
aBromatuzupoBanHbie cuctemsl JJOY (AC JIOY), anekTpoHHBIE
JIOKYMEHTBI, JJIEKTPOHHBIN apXUB, apXUB 3JEKTPOHHBIX
JOKYMEHTOB, aBTOMaTU3UPOBAHHBIE APXUBHBIE TEXHOJIOTUHU U JIp.
ComnocraBieHre MEeXAYHApOJHONW U OT€YECTBEHHON NPOPUIbHON
TepMHUHOJIOrHH. Posib Kypca B COBEpILIEHCTBOBAHUM OpPraHU3alun
paboThI ¢ JOKYMEHTaMH B YIIPABIIEHUH, CO3JIJAHUMU ONTUMAJIbHbBIX
yCIOBUH pabOTHI CITyKO TOKYMEHTALIMOHHOT0 00ecreueHust
yIpaBlieHUs U apxuBa. 3HaueHHEe NHPOPMaTU3ALUU apXUBHOTO
7ienia Ha coBpeMeHHOM 3Tarne. OCHOBHbIE HH(OPMAIIIOHHBIE
TexHoJoruu, npumensiemsie B JIOY u apxuBHOM Jere.
WHudopmanroHHbIe CBOMCTBA TOKYMEHTOB. 3aKOHOMEPHOCTH
pocTa U CTapeHHsl JOKYMEHTHON HHPOpMAIHH.
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ABTOMAaTU3MPOBAaHHBIE HH()OPMAIIIOHHO-TIOUCKOBBIE CUCTEMBI U
ux kinaccudukanus. OrpacieBas CUCTEMa HAYYHO-TEXHUYECKON
uHpOpMaLKU B 00JIaCTH JOKYMEHTOBEICHUS U apXUBHOTO JIeJa.

Paznen 2. Uctopus
MEXaHU3ALNUU U
aBTOMAaTHU3aluU
apXUBHOTO JeNa B
Halllei cTpaHe U 3a
pyOesxom

DTarnbl aBTOMATU3AIMKI apXUBHOTO Jena B KoHIe XIX — koHIe
XX BB.: pa3BUTHE TEXHUYECKOTO 00ecreueHus, HocUTesen
WHPOPMALINH, TPOTPAMMHOTO ¥ JIHHTBUCTHYECKOTO 00ECTICYCHNSI.
IlepBble LEHTPBI XpaHEHHUST MATMHOYUTAEMBIX JOKYMEHTOB:
apXUBbI OTPACIIEBBIX BBIYUCIUTEIbHBIX LIECHTPOB U TJIABHBIX
BbIUHCIUTENbHBIX 1IeHTpoB (I'BLI). Biusiaue aBromaTtusanmu B
opranax Hay4Ho-TexHudeckoil nanpopmanuu (HTH) Ha apxusHOE
neno. YueTHble U HHPOPMALMOHHO-TTOMCKOBBIE
aBTOMATHU3HPOBAaHHBIE CUCTEMBI B apxuBax. [lakeTbl mpukiIaaHbIX
IporpamMM it apXUBHOTO Jiena. MIHpopMamoHHO-TOUCKOBBIE
Te3aypychl. MexapxuHbie aBToMatusupoBanasie UTIC.
ABTOMaTU3UPOBAaHHAs CUCTEMA HAyYHO-TEXHUUECKON
nHpopmanuu (ACHTH) Ha ocHoBe LlenTpansHoro

¢donnosoro karanora (LI®K) rocygapcTBeHHOro apXuBHOTO
donrma CCCP. ApxuBoBeicHHE MAIITMHOYUTAEMBIX JOKYMEHTOB
(MY][]). Buenpenune nnpopmManroHHOTo MOAX0/1a B
apxuBoBenenue. Tpynsl B.H. Aprokpatosa, K.b. 'enbmana-
Bunorpanosa, K.W. Pynenscon, P.H. Ebumenko u ap.
[IpumeHeHne aBTOMAaTU3UPOBAHHBIX CUCTEM 00pabOTKU
n300pakeHui i pectaBpauu JokyMmeHToB (ACOUN3).

OnbIT aBTOMAaTH3aLMK APXUBHOTO Jiefia 3a pyoexxom B 1940-
1970-e rr. O6cyxaeHue npodiaemM nHpopMaTU3aLUU APXUBHOTO
nena Ha konrpeccax MCA, co3ganue Komurera mo
aTromatuzauuu MCA. Madopmarnzanus B crpanax CIIIA,
3anagnoit EBponsl, crpanax COB. Coznanne AUTIC, navano
IIPUMEHEHHNS] KOMIIBIOTEPHBIX CETEH,

CO3/1aHHE€ apXMBOB MAIIMHOYUTAEMBIX JAHHBIX. APXUBOBEICHNE
MAaIIMHOYUTAEMBIX TOKYMEHTOB 3a pyoexoM. Tpyzast [Ix. Poyzca,
JIx. Tectona, Y. Jomtapa, M. Keppona.

Pazmen 3.
HopmartusHO-nipaBoBas
0a3a mHpOpPMATH3AITIHI
ApPXUBHOTO JIeJIa.

PernamenTarust nHpoOpMaTU3aLUU ApXUBHOTO JeNla B POCCUICKOM
3akoHozaarenbecTBe. 3akoH PO «O06 nndopmanuu,
MH(POPMALIMOHHBIX TEXHOJIOTHAX U 3auiuTe HHGopManum», «O00
apxuBHOM Jiene B Poccuiickoit denepaninny, 3aKOHbI CyObEKTOB
benepauuu u qpyrue HopMaTUBHBIE aKThI. [IpobieMbl aBTOPCKOTO
mpaBa 1 J0CTyma K 0a3aM JIaHHBIX, 3alIUTHl HH()OPMAITUH,
MHPOPMALIMOHHOM Oe30macHoCTH. PermamenTalyst BONpocoB
nH(pOpMaTU3alUY aAPXUBHOTO Jiejia B IOCTAaHOBJICHUSX
IIpaButensctBa PD, cyobekToB denepanun, npukasax Pocapxusa
U JpyrMX HOPMATUBHBIX akTaX. PefepanbHble U peTHOHAIBHbBIE
nporpamMMsl HH(popMaTH3anuu apxuBoB. Konuenmus
nH(popMaTu3anuy apxuBHoro jeia B PO, nporpamma
uHpopmatnzanun degeparbHOro apXUBHOTO areHTCTBA U MO~
BEJIOMCTBEHHBIX eMy yupexaeHui Ha 2011-2020 rr.
HopmartusHo-MeToquueckue pa3pabotku PocapxuBa 1 apXUBHBIX
yupexaeHui.«lIpaBuna oprann3anum XpaHeHus,
KOMIUIEKTOBAHMS, Y4€Ta U UCIIOJIb30BaHUs JOKYMEHTOB...» B
roCyJapCTBEHHBIX, MyHUIIMIIAJIBHBIX apXHUBaX, My3esX,
o6ubnorekax, apxuBax PAH 006 nHbopMaTuzaimm apXxuBHOTO




JieJ1a ¥ XpaHEHUH JIEKTPOHHBIX T0KyMEHTOB. KoHuenuus
uH(pOopMaTH3aluy apXuBHOTO Jiena B Poccuy;

oTpacieBas porpaMma HHGOpMaTHU3alul apxXuBHOTO Aena B Poc-
cun. OenepanbHas 1eneBas nporpamma «ieKTpoHHas Poccusi»
Ha 2002-2010 rr. (2002 r.) u apxussl. IlepcriekTuBHOE U TeKylEe
IUTaHUPOBaHKE paboThl o UH(popmaTuzanuu otpaciu. [Tnansr
HUP. Ponp @enepanbHoro apxusHoro areHrcrsa 1 BHUMJIA /L.
Lentp nadopmarmoHHbIx TexHOIoTUi PocapxuBa. [lesareasHOCTh
DKCNepTHOW KOMUCCHUM 110 aBTOMAaTU3UPOBAHHBIM apXUBHBIM
texnosiorusm Pocapxua. Cexuust LIC Poccuiickoro o6mectsa
ucTopukoB U apxuBUCTOB (PONA) «DneKTpoHHbIE TOKYMEHTHI U
apXUBBI: IPOOJIEMBbI U petieHusD». MexxayHapogHbie (hopMaThl U
craugaptel onucanus. Ctangapt ISADC(G) (1994).

Paznen 4.

OcHOBHBIE OOBEKTEL U
TIPUHITHITBI
aBTOMAaTHU3alnun
ApXUBHOIO JIeJa.

OOBEKTHI, MPUHIIMIIBL, TSN, 32/1a41 U HAIIPABIICHHS
MH(pOpPMAaTH3aLUU apXUBHOTO Jiena. Buibl nHGOpMalMOHHBIX
TEXHOJIOT Ui, IPUMEHIEMBIX B ApXUBHOM JIEJIE.

Opranunzanus MHGOpPMaTU3aMK HAa YPOBHE apXHUBa.
[InanupoBanue padbotsl o BHenpeHuio AAT B apxuBax.
IIporpammsl HH(OpMaATH3aLKUK OTACTBHBIX (heepaIbHBIX,
LEHTPAJIbHBIX PeCyOIMKAHCKUX U FOCYAAPCTBEHHBIX KPAEBbIX,
00JIaCTHBIX, MYHUIMIATIbHBIX apXUBOB. CTPYKTYpHbIE
MO/Ipa3/IeJIeHUsl apX1Ba, OTBEYAIONINE 3a UH(POpPMaTU3ALIHIO.
Oransel BHeApeHnsa AAT B apxuse. Otansl BHeaApeHus AAT B
apxuBe. BeiOop nmporpaMMHOro obecrieueHus 1 pa3paboTunKa.
CkJasipIBaHHE COBPEMEHHOTO PhIHKA MPOrPaMMHOI0 o0ecredeHus
B o0tacTi apxuBHOTO fAena. LleHTpsI pa3paboTunku mporpaMm
U1l apXMBHOM OTpaciiu: apXMUBbI, CHCTEMHbIE HHTETPATOPHI,
HayuyHble yupexJieHus u By3bl. [locraHoBKa 3ajaun u
TeXHUYecKoe 3aanue. JloroBop ¢ pa3paboTunKoM. Y CTaHOBKA

W ajanTanus nporpaMmel. [Ipo0GiemMa KOHBEpTHPOBAHNUS TaHHBIX B
HOBbIE BepcHM porpamMmMbl. OOydeHue nepcoHaa.

Pasgen 5. ba3sl qaHHBIX
B apXUBHOM JIEJIC.

Cucremsl ynpaBieHus 6a3aMu JaHHBIX, TPUMEHSIEMbIE B apXHB-
HOM Jiene. PensiionHas u nepapxudeckasi CTpyKTypa 06a3sl
nanubix. [locTpoenne nHQPOTOTUIECKONW MOJIEIH U
natanorndeckoit Moaenu bJI. Beioop TUIoB 00BEKTOB, UX
aTpuOyTOB, HICHTU(PUKATOPOB OOHEKTOB, OMPE/ICICHUE THITOB
CBSI3€ii, BEIOOP MOJIETU TaHHBIX, CTPYKTYpUPOBAaHUE TaHHBIX,
npoekTupoBanue oTueToB. [Ipobiema coznaHus TUIIOBOTO
(ob1IeoTpaciaeBoro) mporpaMMHOTO O0eCTIeUeHUSI.
OyHKIMOHANBHBIN noaxox (pa3padborku BHUU-

JA/1) u uHTerpupoBaHHbIi moaxox (pa3padboTku Pocapxusa).
HNuTerpupoBannast Mmojies HHGOPMAITMOHHONW CHCTEMBI apX1Ba,
OCHOBAHHOM Ha MHOTOYPOBHEBOM onucaHuu. CUCTEMBbI
yIpaBjeHus1 0a3aMU JJaHHBIX, TPUMEHSEMbIC B apXHB-

HOM JIEJIE.

Paznen 6. [IpuknagHoe
IIPOrpaMMHOE
obecrieueHue s
ABTOMAaTU3UPOBAHHBIX
APXUBHBIX TEXHOJIOT UM

Buibl ¥ pa3HOBUIHOCTH aBTOMAaTU3UPOBAHHBIX
MH(GOPMALIMOHHBIX CUCTEM B apXUBHOM Jene. [IpusHaku
Kiaccuukanuy HHOOPMAIIHOHHBIX CUCTEM: YPOBEHb MHTETPALIHH
JTaHHBIX B paMKax apXHBa, HA3HAUYEHUE CUCTEMBI (ydeTHas,
MH(OPMALIMOHHO-TIONCKOBAsI, aIMUHUCTPATUBHO-
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(AAT).

ynpaBieH4ecKas); QyHKIUN CUCTEMBI (Y4eT, KOMIUIEKTOBaHNE,
CIPaBOYHO-TIOUCKOBBIE CPEACTBA, UCIOIB30BAaHUE U JIP.);
yYPOBEHB OINMCAHUS JTAHHBIX (MEKapXHUBHbBIE, MEK()OHIOBEIC,
BHYTpU(DOHAOBBIC); 00bEKT onucanus (PoHII, OMKChH, eTI0,
JIOKYMEHT); BUJ] TPAIUIIMOHHOTO CIIPABOYHHUKA (3JIEKTPOHHAs
OIHCH, KaTaJIOT U Jp.); BUA apXUBHOTO YUPEKICHUS
(nH(OpPMAIIOHHBIE CUCTEMBI IS aDXUBOB OpTaHHU3AIHH,
roCy/IapCTBEHHBIX U MyHHIIMIIAJILHBIX apXUBOB,

OpraHOB yMpaBJICHUS apXUBHBIM AelIoM), hopma peanuzanuu (ITK
u JIBC, MHTEpHET, TUPOXKUPOBAHUE HA HOCUTEIISIX).
CoBpeMeHHbIE aBTOMAaTU3UPOBAHHBIE aPXHUBHBIC TEXHOJIOTHUH:
MIPOrpaMMBbI JIJIsl aBTOMATU3alMHU YyUeTa, KOMIUIEKTOBAHMUS,
IKCIIEPTHU3BI IEHHOCTH, O0ECTICUCHUSI COXPAHHOCTH,
UCIOJIb30BaHUS JOKYMEHTOB, aBTOMAaTHU3UPOBAHHbBIE
nH(OPMAIIMOHHO-TIOUCKOBEIE CHCTEMbI. IHTErpupOBaHHBIC
MHOTo(yHKIIMOHAJIbHbIE Iporpammbl. MH(bOpManimoHHbIe
MIPOLIECCHI U (YHKIIUU B CHCTEME «YUeT apXUBHOTO (DOHIA»
(MucodT). ObmeoTpaciaeBas cucteMa aBTOMaTH3UPOBAHHOTO
yudeTa JOKyMeHTOB ApxuBHoro ¢onna P®. IIporpamMmer
«ApxuBHbIi HoHTY, «DOHIOBBIN KaTajaor». MexxapXuBHbIE 0a3bl
JTaHHBIX (peecTp YHUKAIBHBIX TOKYMEHTOB ApXUBHOTO (OHIA,
aBromatusupoBanubiil [{OK, «ApxusHas Poccuka» u ap.).
Nudopmaruzanus apxuBoB opranmu3aiuii. OCHOBHBIC IPOOIEMBI
KOMITbIOTEpHU3auu nHpopMannonHoro noucka. UIC
JOKyMeHTanbHbIe 1 (pakTorpaduueckue. Knaccuduxarms
nH($OPMallMOHHO-TIOUCKOBBIX A3BIKOB. becTezaypycHbii
nouck. Tezaypycel u ux pepakrupoBanue. Kinaccupukaropbl
JOKYMEHTHOM HH(OpMALIUK — UX YHUPHUKAUSA U
penaktupoBanue. Cranmaptuzanus GopMaToB OMUCAHUS
nokyMeHToB. EKJIM. DnekTpoHHbIE MyTEBOAUTENH, OIKCH,
karasioru, ykazarenu. Mexapxususie AUTIC. bank ganubix
«Knura namsatn», « ApxuBHas Poccukay, ALIOK.
ITonunotexkctoBbie AUTIC. MHTErpripoBaHHBIE TOUCKOBHIE
CUCTEMBI U POrpaMMHOE O0ecTieueHue sl X peau3aluu.
Omnprt I'naBapxuBa r. Mockssl, 'AP®, Apxusa PAH,
peruoHanbHbIX apXxuBoB. [Iporpammusiii komruiekc «Kancca-
ApxuB» u ero BHeapeHue. Mex1yHapOoHbIe MPOESKThI
KOMITBIOTEPU3ALUU ApXUBHBIX TEXHOJIOTUN — «APXUB
Komunrepna», «CBAI'».

Pazgen 7.
HuTepHeT-TeXHONIOT N
1 UHPOPMAIIHOHHBIE
pecypcHl,
HCIIOJIb3yEeMbIC B
ApPXUBHOM JIeTie.

[IpuMeHeHne ceTeBBIX TEXHOJIOTHUH B MH(POPMAIITHOHHOM
obecrieyeHnn paboThl apXUBOB, CO3JAHUN MEKAaPXUBHBIX
WH(POPMAIMOHHO-TIONCKOBBIX CIIPAaBOYHHUKOB, YIIPABICHUH
oTpacibto. [1oGanbHble BEIYUCIUTENbHBIE CETH U APXUBBI.
[Ipobnema co3manust pecypcoB OTEUECTBEHHBIX apXHBHBIX
yupexaenuii B Untepuere. OO1ierocy1apcTBeHHbIE apXUBHbIE
opTaibl — «ApPXUBBI YKpauHbDy; «ApxuBsl benopyccnm;
«Apxussl JIutes». Caiit Pocapxusa «Apxussl Poccun».
Meroanueckue ykazanus PocapxuBa 1o co3gaHuro cairta
apXMBHOT'O YUpPEXJICHHs. XapaKTepUCTHKa UH(OPMAIIHOHHBIX
PECYpPCOB POCCHICKUX apXHUBOB B IJ100aJTbHOM CETH: CANTHI
npeJcTaBUTeNIbCKUE U HayuHble. [Ipo6iemsbl nyonukaiun HCA u
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nokyMeHTOB B MHTepHeTe. bubnmoreku ccpuiok. CallT « ApXUBBI
mupa» FOHECKO. Opranuzanus 1octyna K 3JIeKTPOHHBIM
pecypcam o fokyMeHTax ApxuBHOTO GoHIa PD, pazMenieHHbIM
Ha nopTaiie «Apxussl Poccun», B ToMm uncie «LlentpansHomy
dboHIOBOMY KaTanory»; «PeecTpy yHUKaJIbHBIX JOKYMEHTOBY.
Coznanne «EauHOM HHTETpalMOHHON TIIaTHOPMBI
MH(GOPMAIIMOHHBIX PECYPCOB» POCCUUCKUX APXHBOB.

Paznen 8. TexHomnorus
XPaHEHHS dJIEKTPOHHBIX
JIOKYMEHTOB U 3aIlIUTa
nHpOpPMaIUH B
“H(OPMAITUOHHBIX
CHCTEeMaXx.

IIpobnema coxpaHeHHsI NEKTPOHHBIX JOKYMEHTOB Ha
coBpeMeHHoM 3Tane. [ouarus «MY/», « IMH», «3nekTpoHHbII
nokyMeHT» (3]1) ¥ X HOPMaTHUBHO 3aKpeIyICHHbIE JePUHULIUY.
Huckyccuu o pupoae DJ1. OcoOGeHHOCTH MAIIMHOYUTAEMBIX
JOKYMEHTOB Kak 00bEKTOB apXUBHOT'0 XpaHeHUs. Bonpockl
IOPUANYECKON CUIIBI U «JI0Ka3aTeIbCTBA» HAEKHOCTU HOCUTENIEH,
OTAENCHHOCTH HH(POPMALIUU OT HOCUTEJSI, HEOIPAaHUUEHHOCTH
BOCTIPOU3BEICHHSI OPUTHHAIIOB, BHICOKOH CE0ECTOMMOCTH
XpaHEeHHUsI; CTApEHUE TEXHUUECKOT0 U MPOTrPaAMMHOTO
obecrieueHust; (POpMaTHON HECOBMECTUMOCTH, OTIMCAHHS

u 1p. [IpaBoBoe perynupoBaHue ropuaudeckoi cuibsl /1 B Hamien
CTpaHe u 3a pyOekoM. DIEKTPpOHHAS IIUPPOBAst TOMTUCH.
TexHoa0rMM ONEpPaTUBHOTO XPaHEHHUs JIEKTPOHHBIX JOKYMEHTOB
(3ammra oT BUPYCOB, COOEB 3JIEKTPONUTAHUS, PE3EPBHOE
KonupoBaHue U 1p.). [Ipobiaema 1o1roBpeMeHHOro XpaHeHHs
ANEKTPOHHBIX JOKYMEHTOB U MOJICPKAHUSI UX Ay TEHTUUYHOCTH.
OcobeHHocTH Ki1accupUKalyy, yueTa, OMUCAHUSA U SKCIIEPTU3bI
LIEHHOCTH JIEKTPOHHBIX JOKYMEHTOB. TpeboBanus
MH(POPMALIMOHHOM 6€30MMacHOCTH K aBTOMATU3UPOBAHHBIM
cucremaMm B JIOY u apxuBHoM zene. OCHOBHBIE HAIIPABIICHUS U
MEpBI 110 3aIUTe HHPOPMALIUU OT HECAHKIIUOHUPOBAHHOTO
nocryna. Co3anue 3JIeKTPOHHOTO (POH/IA MOTH30BAHUS.
Co3nanue LlenTpa XpaHeHuUs 3JEKTPOHHBIX JOKYMEHTOB
POCCUICKHX apXHBOB.

Oo0Opa3oBaresibHbIE€ TEXHOJOTHHU

Ne
n/n

HanmMmenoBanue
pasjaeJsia

Buabl yueOHbIX
3aHATUN

Oo0pa3oBaTe/ibHbIE€ TEXHOJIOTUH

2

3

4

1.BBenenue.

Jlekims 1.

CaMocTtosTenbpHas
pabota

BBogHass Jekmusa ¢ HCHOJIb30BaHUEM
BUACOMATCpPHUAIIOB

KoHncynsTpoBanue u
JOMAIIHUX  3aJaHuil
AIEKTPOHHOW MOYTHI

poBepKa
HIOCPE/ICTBOM

Paznen 2. Uctopus
MEXaHU3aluHu U
aBTOMAaTHU3aIIUN
apXMBHOTO JIeJia B Halller
CTpaHe U 3a pyoexoM

Jlexnusg 2.

CamocrosTenbHas
pabora

HeKIII/ISI-BI/I?;yaHI/I?;aIII/IS{ C HIPHUMCHCHUCM
CIalI-TIPOEKTOpA.

[ToaroToBKa K KOHTPOJIBHOM padoTe.

Pazgen 3. HopmartusHO-
mpaBoBas 6a3za
uH(pOpMaTH3ALUH
APXUBHOTO JIeIa.

Jlexmms 3.

CamMocTrosgTeabpHas

HeKHI/IH-BI/I?)yaJII/I?;aI_[I/ISI C HNPHUMCHCHUCM
CIalI-IIPOEKTOPA.

[ToaroToBKa K KOHTPOJIHHOM padoTe.
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pabora
Paznen 4. Jlexuus 4. Jlekuus-Bu3yanusauus ¢ IOPUMEHEHUEM
OcHoBHbIE OOBEKTHI U CIalI-TIPOEKTOpa.
HPHHIIATIBI CamocrositenbHast | KoHcynbTHpOBaHue u IIpOBEpKa
aBTOMATH3ALMU pabota JOMAIIHUX  3aJIaHul MIOCPEICTBOM
apXUBHOTO Jerna. ANIEKTPOHHOM MOYTHI.
Pasnen 5. baser nannbix B [JIeknus Jlekuuss ¢ pa30opoM  KOHKPETHBIX
ApXUBHOM JIEJIC. S. CUTyalui.
CamocrosTenpHast | BEITOTHEHHE NPAKTUYECKOTO 3aJaHus 110
pabora. aHanmu3y TpaBwiI paboOTHl apXUBOB H
CTaH/IapTOB.
KoHncynbsTpoBanue U [IpOBEpKa
JOMAaIllHUX  3aJaHHui IIOCPECTBOM
ANEKTPOHHOMU MOYTHI.
[ToaroToBKa K KOHTPOJBHOW paboTe u
3aIoJIHEHHIO pabouell TeTpay.
Paznen 6. IlpuknanHoe Jlexuus 6. Jlekuus-Bu3yanusauus ¢ ITPUMEHEHUEM
nporpaMMHOe CIAU-IIPOEKTOPA.
obecrieueHue s
ABTOMAaTH3HPOBAHHBIX CamocrositensHast | KoHcynbTHpOBaHMe u MpOBEpPKa
apXMBHBIX TEXHONOTHH  |paboTa JOMAaIllHUX  3aJaHHi MIOCPEACTBOM
(AAT). 3JIEKTPOHHOM MOYTHI.
Paznen 7. Jlexuus 7 Jleknus-Bu3yanuzanys ¢ MNPUMEHEHUEM
WNHTepHeT-TeXHOIO0TUU U CIIalI-TIPOEKTOpA.
nHPOpPMAIOHHBIE
pecypcesl, ucnonbsyembie  |CamocrositenbHas | KoHcynpTupoBanue u MpoBepKa
B apXUBHOM JIeTIC. pabota JOMAIIHUX  3aJIaHul MIOCPEICTBOM
AJEKTPOHHOMU MOYTHI.
Paznen 8. Texnonorus Jlekuus 8. Jlekuus-pusyanusanus ¢ TPUMEHEHUEM
XPaHEHHUs DJIEKTPOHHBIX CIalI-TIPOEKTOpa.
JIOKYMEHTOB U 3aIuTa
uHbopmamu B CamocrositensHass | KoHcynbTHpOBaHME u MIPOBEPKA
MH(POPMALMOHHBIX pabora JOMAIIHUX  3aJIaHuU IIOCPEICTBOM
CHUCTEMAX.

AJIEKTPOHHOMW MOYTHI

B mepuon BpeMEHHOr0 MPUOCTAHOBICHUS TMOCEHICHUS OOYYAIOMIMMHUCS MOMEIICHUA H
tepputopun PITY nmna opranmzanum y4eOHOro mpoliecca ¢ NMPUMEHEHHEM JJIEKTPOHHOTO
06yquH51 U AHUCTAaHIMOHHBIX 06pa30BaTeJIBHbIX TEXHOJIOTUH MOTYT OBITH HKCIIOJIB30BAaHEI
cienyromye o0pa3zoBaTelibHble TEXHOJIOTHU:

— BUACO-JICKIIUU

— OHJIAIH-JIEKLIMU B PEKMME peabHOTO0 BpEMEHHU;

— DIIEKTPOHHBIE Y4eOHUKH, yaeOHbIe TOCOOMs, Hay4HbIE U3aHUS B AJICKTPOHHOM BHJE U
JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM pecypcam;

— CUCTEMBI IJIs1 3JICKTPOHHOT'O TCCTUPOBAHUS
— KOHCYJIbTallUH C UCITIOJIb30BAHHUEM TCICKOMMYHUKAIVMOHHBIX CPEICTB.
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5 OueHka IIAHMPYEeMbIX Pe3yJIbTATOB 00yUYeHHUS

5.1 Cucrema ouneHMBaHUA

®opma KOHTPOJIs Makc. K0JIM4ecTBO 0aJ1J10B
3a ogny [Bcero
padory
Texymui KOHTPOIIb:
- onpoc Ha npakmuveckom 3auamuu |5 oannos |30 d6annos
- KoHmpoavbHasa paboma (pepepam) 10 10 bannos
- pabouas mempadsb cmyoeHma 5 bannos |20 6arnos
(memwi 1-3),
151 cmyoenmos 3a0uH020 omoeneHus
1-4
IIpomexyToynas aTrecTanus 40 bannos
(umozosas KOHmMpoIbHAs paboma)
HToro 3a cemecTp (ducyuniumny) 100 6annos
3auém

[TomyuyeHHBIN COBOKYIIHBIN PE3yJIbTAT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO KAy OLIEHOK U B
IIKally OlleHOK EBporeiickoii cucteMsl nepeHoca 1 HakorieHust kpeautos (European Credit
Transfer System; ganee — ECTS) B cooTBeTCTBHHM € TabIUIIEH:

100-0annpHas R p— [xana
1IKana ECTS
95 - 100 A
3394 OTJIUYHO B

68 — 82 XOpOLIO 3a4TEHO C

56 —67 D
50_55 YIOBJIETBOPUTEIHHO E
20-49 FX
0-19 HEYJIOBJIETBOPUTEIHHO HE 3a4TEHO F

5.2 Kpurepum BbICTABJICHUS OLEHKH 110 TUCHUILINHE

bannsl/ Onenka no Kpurepuu onieHkH pe3ynbTaToB 00yUeHUs 110 JUCLUILIMHE
[kana ECTS | nucnumuivze

100-83/ COTJIIMYHO» BricTaBisiercs o0y4aromemMycsi, €ciii OH TITyO0oKo U

AB IIPOYHO YCBOWJI TEOPETUYECKUN U TPAKTUUECKUI

MaTepuai, MOXKeT IPOJIEMOHCTPUPOBATh 3TO HA 3aHIATHUIX U
B XOJI€ POMEKYTOYHON aTTECTALINN.

OO0y4aromMiiCcs ICUEPITBIBAIOIIE U JJOTUIECKUA CTPOMHO
u3JaraeT yueOHbI MaTepuall, yMeeT yBsI3bIBaTh TEOPHUIO C
MIPAKTUKOM, CIIpaBIIIETCS C peICHUEM 3aJ1ad
npodeccCHOHaTBLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, IIPpaBUIJIBHO 000CHOBBIBAET IIPUHATBIC
peLIeHuS.

CB00OIHO OpUEHTUPYETCS B YUEOHOH U
npodeCCUOHATIBLHOM TUTEpaType.

OI_ICHKa 11O JUCIHHUIIIIMHEC BBICTABJIAIOTCS O6yLIaIOH_ICMy'C$I C
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Bamnel/
[Ixama ECTS

O1eHka 1o
JIUCLIUIUINHE

Kpurepun onieHKH pe3ynbTaToB 00yUeHUs 10 TUCIUILIIMHE

y4ETOM PE3yJIhTATOB TEKYIIECH U MTPOMEKYTOUHON
aTTECTaIUU.

Kommnereniuu, 3akperi€HHbIe 3a AUCITUIUTHHOM,
c(hopMHUPOBAHBI HA YPOBHE — «BBICOKHINY.

82-68/

«XOpOoHIo»

BeicTaBisiercs o0yyaromemMycs, €Ciii OH 3HaeT
TEOPETUUYECKUH U MPAKTUYECKUN MaTEpHUaJl, IPAMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHIX U B XOJ€
IIPOMEKYTOYHOM aTTECTAllUH, HE IOITyCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicst IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIO’KEHHUS IIPH PEIICHNN NIPAKTUYECKUX 3a7a4
npodecCHOHATBFHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAUMBIMHU I 3TOTO HaBbIKAMU
U IpUEMaAMH.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npodeCCHOHATBLHOM TUTEpaType.

OreHka Mo JUCHUIUIMHE BBICTABIIAIOTCS 00YYaIOMEMYyCs C
y4E€TOM PE3YNIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTallUN.

Komnierenumu, 3akpeniéHnble 3a JTUCHUIIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOILHUI.

67-50/
D.E

«yOBJIETBOPU-
TEJIbHO»

BrictaBnsercst o0yuaromemMycs, €Ciiu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUIN U MPAKTUYECKUI MaTepuall,
JIOTTyCKAeT OTAEIbHBIE OMIMOKY MPH €r0 U3JI0KEHUHU Ha
3aHATHAX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OOyuJaronuiicst UCTIBITHIBACT ONPEICIEHHBIC 3aTPYAHEHUS
B IIPUMEHEHNUN TEOPETUUECKUX MOJIOKEHUM IIPU PELICHUH
MPAKTUYECKUX 3aj1a4 PO(heCCHOHATLHON HAIIPaBIEHHOCTH
CTaHapTHOI'O YPOBHS CJIO)KHOCTH, BJIAACET
HEOOXOMMBIMH JIJISl 3TOTO Oa30BBIMH HABBIKAMHU U
NpUEMaMH.

JleMOHCTpHpPYET TOCTaTOYHBIN YPOBEHB 3HAHUS yUEOHOM
JIUTEPATYpPHI 110 TUCLUIUIMHE.

OneHka no JUCHUILIMHE BBICTABISAIOTCS 00ydarolemMycs ¢
YYETOM PE3YIABTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTECTalUU.

Komnerenuyu, 3akpeni€HHble 3a JUCUUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBIN.

49-0/
F,FX

«HCYHNOBJICTBOPUTE
JIBHO»

BrictaBnsiercs oOyuaromiemMycs, €Ciid OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUYECKUI U MPAKTUUECKUI
MaTepuall, JI0IycKaeT rpyOblie OIMOKH IPU €ro
M3JI0KCHHUU Ha 3aHATUSAX U B XOJI€ IPOMEKYTOUHOMN
aTTeCTallUuH.

OOyuaromuiics UCIIBITHIBAET CEPhEIHBIE 3aTPYIHEHNUS B
MPUMEHEHUH TEOPETUUECKUX MOJIOKEHUH MTPU pelIeHUN
MPAaKTUIECKUX 3a/1a4 MPO(HECCHOHAILHON HAIPaBICHHOCTH
CTaHJAPTHOTO YPOBHS CJIO)KHOCTH, HE BJIAJICET
HEOOXOIMMBIMU JIJIsl 5TOTO HABBIKAMH M ITPHEMAMH.
JleMoHCTpHpYeT (parMeHTapHble 3HAHUS y4eOHOMH
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bannsl/ Onenka no Kpurepun onieHKH pe3ynbTaToB 00yUeHUs 10 TUCIUILIIMHE
[Ixana ECTS | gucuumiuge

JUTEPaTYypPHI 110 TUCHUTUIMHE.
OneHka no JUCHMILIMHE BBICTABISAIOTCS 00ydarolemMycs ¢
y4€TOM pe3yJIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTeCTaluu.

KomneTeHnuu Ha ypoBHE «JOCTaTOYHBIINY», 3aKPETIIEHHBIE
3a AMCUUILUIMHON, He C(OPMHUPOBAHBI.

5.3 OueHo4HbIE cpeCcTBa (MATEPHAJIBI) NJIfl TEKYILIEr0 KOHTPOJIA
yCIeBaeMoOCTH, IIpOMe)KYTO‘IHOﬁ aTrreCcralumu Oﬁy‘lalOlHHXCﬂ mo
JUCHUILINHE

IIpumepnvie mecmot 014 OIUY-KOHMPOTLHOU PAdOMBbL.

Bapuanm 1.

1. O0mieoTpaciaeBoe NPOrpaMMHOE 0OECTICUCHHE APXUBOB ITO —

A. equHbIe IpaBUiIa CO3aHUS HHPOPMAIIMOHHBIX PECYPCOB PETHOHA;

b. enunbie cTaHAapTHI ONMCAHUS APXUBHBIX IOKYMEHTOB;

B.obmepoccuiickue kinaccuuraTopsl JOKYMEHTHOM HH(OpMALINY;

I mporpamMMmbl WM KOMIUIEKCHI TMpPOTpaMM, TMpeAHa3HAYEHHBIE IS aBTOMAaTHU3aIluU

OTIpeIeNIEHHON TEXHOJIOTHH B ONPEICIICHHON KaTerOpyUn apXUBHBIX YUPEKICHHIM.

2. JIunreucTudeckoe odoecneyeHne HHHOPMAMOHHO-TIONCKOBOM CUCTEMBI 3TO —

A. KOMIUTIEKC MIPUKJIIATHBIX TIPOTPaAMM;

b. cucrema ynpasnenus 6a3aMu JaHHBIX;

B. COBOKYNTHOCTH MCKYCCTBEHHBIX HHPOPMALIMOHHO-TTONCKOBBIX SI3IKOB M CPEJICTB ITOMCKA,

['. COBOKYNMHOCTH  NpPOTPaMMHO-aNIapaTHBIX CPEICTB BBOJA, OOpPaOOTKM W XpaHEHUs
UHpOpPMaLIUH.

3. OCHOBHBIM IPUHIUTIOM UH(POPMATHU3AIUH APXUBHOTO JeJIa SBISETCS MPUHITAI :
A. co3naHus pacipeeeHHbIX HHPOPMALMOHHBIX PECYPCOB;
b.MozpepHu3aluy NprMeHseMbIX TEXHOJIOTUH U IPOrPaMMHOTO 00€CTIeUeHMS;
B.BHeApeHMSI HCKITIOUNTENIEHO MEXXAPXUBHBIX HH(OPMAILIMOHHO-TIOMCKOBBIX CUCTEM;
I'. mpeeMCTBEHHOCTH TPAJIULMOHHBIX U aBTOMATU3HPOBAHHBIX TEXHOJOTUI MEXKIY COOOM.

4. Baeapenne nH(pOpMAIIMOHHBIX TEXHOJIOTHI B MacIITabax apXUBHOM OTPACIIH PETYIUPYETCS U
IUTAHUPYETCS COTJIACHO

A. ®enepanpHOMY 3aKOHY 00 « ApXUBHOM Jienie B PDy;

b. apxuBHOMY 3aKOHOAATENbCTBY CyOBEKTOB (heaepanuu;

B.«OcHoOBHBIM npaBuiaM paboThl apXUBOB OpraHU3aLUI;

I'. «IIporpamme nnpopmaruzauuu degeparbHOro apXUBHOI'O areHTCTBAY;

5. OCHOBBI BHEJIpEHHsI aBTOMAaTU3UPOBAHHOTO y4€Ta U CIIPaBOYHO-MOUCKOBBIX cpeacTB (AUIIC)
B MYHULIUMTAJIBHBIX apXUBAX 3aKPETLICHbI

A. B 3akoHe «O0 apxuBHOM Jene B POy;

b. apXxuBHOM 3aKOHOIATEILCTBE CYOBEKTOB (peieparivm;

B. «OcHOBHBIME MTpaBUIaMH pabOThl ApXUBOB OPTaHU3AIIHI;

I «llpaBumamMu OpraHu3andd XpaHEHUs, KOMIUIEKTOBAHHS, Yy4ue€Ta U HCIOJIb30BAHUS
nokyMeHTOB A®D P® u npyrux apXuBHBIX TOKYMEHTOB B FOCYAAPCTBEHHBIX U MYHHUIIUIATHHBIX
apXuBaxy.



16

6. Enunas aBTOMaTH3MpOBaHHAS OTPAcieBas CUCTEMa BHEJPEHA B apXUBHOM Jielie B 00J1acTu
A. KOMILIEKTOBaHUS apXUBOB;

b. skcnepTH3sl HEHHOCTH TOKYMEHTOB;

B. ydyera 1okyMeHTOB;

I'. ucnonp30BaHUs JOKYMEHTOB.

7. BHenpenue o01ieoTpacieBbIX IporpaMM B apXUBHOM JIEJIe CIIOCOOCTBYET

A. MOJIEpHU3AIIUN TEXHHUECKOTO 00ECTIEYeHHS apXHUBOB;

b. noBsienuo 3 PeKTUBHOCTH TITAHUPOBAHKS pab0Yero BPeMEHU apXUBHUCTA;
B. co3mannio yHUKaThHBIX WH(HOPMAITMOHHO-TTOMCKOBBIX PECYPCOB;
I wunrerpanuu u yHuukanuu (HopMaToB JaHHBIX U
MH()OPMAITMOHHBIX CUCTEM.

CO3JaHHUIKOD  MCIKAPXUBHBIX

8. C nesnbio co3anus cTpaxoBoro ¢oHa 1 poHa MOIb30BaHUS B apXUBaX MPUMEHSETCS
A. MybTUMEAUITHBIE TEXHOJIOTUH;

b. nabopMamoOHHO-TIONCKOBbIE CUCTEMBI;

B. cereBble TEXHOIOTHY;

I'. TexHonorust onudpoBaHus.

9 . llenpto nHpOpMATHU3AIIUN APXUBHOTO JIeJIa SBIISETCS:

A. OGecrieueHne yJaIeHHOTO IOCTYyIa MOJIb30BaTee K HH(OPMAIIMOHHBIM pecypcaM apXHUBOB;
b. [ToBbIlIeHNE TOYHOCTH U ONIEPATUBHOCTH y4eTa JIOKYMEHTOB;

B. Co3nanue panuoHaNbHOM CHUCTEMbl KOMIUIEKTOBAHMs, XpaHEHHMS W TOUCKAa HH(POpMaLUU
ApxuHoro ¢onna PO ¢ nomoipio nHGOPMAIMOHHBIX TEXHOJIOTHIA;

I'. Bce BrilIENIEPEUUCIIEHHOE.

10. DnexTpoHHbIE JOKYMEHTHI BKIIIOUEHBI B cOCTaB ApxuBHOro ponaa PO

A. Ha ocnoBanuu ¢enepanbHoro 3akona «O0 ayekTpoHHOH 1udpoBoi moxmucu» Ne 1-@3 ot
10.01.2002

b. H a ocHoBanuu ¢QenepanbHoro 3akoHa Poccuiickoit @enepanun «O06 apXuBHOM Jene B
Poccuiickoit ®eneparum» Ne 125-@3 ot 22.10. 2004.

B. Ha ocHoBanuu ¢enepanbHoro 3akona «O06 nHpopmannu, "HGOPMALMOHHBIX TEXHOJIOTUSAX U
3amute napopmarum» Ne 149- @3 ot 27.07.2006

I'. Ha ocHoBanum QenepaibHoro 3akoHa «O0 00s13aTeIbHOM IK3EMIUIApE TOKYMEHTOB» Ne 77-
@3 or 29.12.1994

Bapuanm 2.

1. ba3a 1aHHBIX C IPUBEIECHHBIM HIDKE IIEPEUHEM MOJIEN B apXUBE UCIIOJIb3YETCS AJIS:
A. KoMIuiekToBaHus.

b. Yuera 10KyMeHTOB.

B. [loucka 10KyMEHTOB U JOKYMEHTHON MH(POpMAIUH.

I". KOHTpoJIsI NCITOJIHEHUS 3aIIPOCOB.

Apxus Haszseanue B/] [lons.
I"A Teepcroti obnacmu «Pewenuss u pacnopsicenus|Pane yupesicoenus
(npumensemcs Kanununckoeo  2opoockoco|Buo ooxymenma;

makoice 6 apxusax Tromenu u
Tobonvcka ons
Kamano2uzayuu @onoos
UCTIOIKOMOB 20PCOBEN08)

MH(GOPMHUPOBAHUE TPAXKIAH O
CO3JIaHHBIX UMH

cosema H.0. 1980-91 22.»

MHOOPMAIMOHHBIX Pecypcax

Ve ookymenma;
Havuanvnas oama;
Koneunas oama;
Cooeporcanue,
["eoepapus;
Ompacno;

\Hazearnue yqpeofcdele, 6 OMHOUWEeHUU




17

10.|Dono No;
11.|/leno No;
12.\Onuce No;
13. Vlucm No.

KOMOPO20 NPUHAM OOKYMEHM,

1. K MCKAPXHUBHBIM 6azam JaHHBIX OTHOCATCA:

A. DJIEKTPOHHBIN KaTaJloT «APXUTEKTYpa U rpagocTporenbeTBo Mocksbl, CaHk-IlerepOypra u

npuropoioB» Ha caiite PI'’A HT/I;

b. ba3za nanHbIx «OnbITHO-KOHCTpYKTOpCKas gokyMeHTanus B PA HT /I »;
B. CD-ROM “IO.A. I'arapun» u ero cereBas Bepcusi Ha caiite PI’A HT/;
I'. Dnexrponnslil nyteBoautens mo PI'A HT/I.

3. K MmexxapxuBHBIM 0a3aM JTaHHBIM OTHOCSTCS

A. AaHOoTHpOBaHHBIN peectp onuceit PI'’A BM®;

b. Omnuce ¢onga Cubupckoro-renepan rybeprnaropa B ['A  Owmckoit
B. IIporpamma «Ydet apxuBHoro ¢honaa» B ['ocapxuse Boponexckoit o01acTu;

I'. PeecTp yHHKaIBHBIX TOKYMEHTOB ApXUBHOTO (poHma PD.

4. NnTerpupoBaHHble 0a3bl JaHHBIX OTIMYAIOTCS:

A. HanMuyMeM ONUCAaHUH JOKYMEHTOB pa3HbIX (POHMIOB;

b. Hanmm4uem onKMcaHui JOKYMEHTOB Pa3HbIX JII0X;

B. Hanmuuuem pasHbIX ypoBHeEH onucanus (GOHJ, OMUCH, €10 U Jp).
I'. Hanmmyuem onKcaHuil TOKYMEHTOB Pa3HbIX ApXUB

5.Y4erHble 0a3bl JaHHBIX IPEIHA3HAYCHBI IS
A. OCYIIIECTBIICHUS CTATUCTUYECKHUX OTICPAITHA.
b. opranuzamuu 3KcrepTU3bI IEHHOCTH;

B. onpenenenust cpokoB XpaHEHHS TOKYMEHTOB;
I'. moucka NOKyMEHTHON HH(OpPMAIIHH;

6. K agMuHHMCTpaTUBHO-YIIpaBIeHUYECKUM 0a3aM JTaHHBIX OTHOCSTCS:
A. B/l o yuety 1OKyMEHTOB B apXUBE;

b. b/l no yuery ucnoap30BaHus JOKYMEHTOB B apXHBE;

B. B/] «Karaior pemeHuii ropucrojikoMa» B TOPOJICKOM apXUBE;

I'. B/l o BeIeHUIO IIAHOBO-OTYETHOM JTOKYMEHTAILIMK B ApXUBAX

7. K na(opManimoHHO-TIONCKOBEIM 0a3aM JaHHBIX OTHOCSTCS

A. B/l o yuety JOKyMEHTOB B apXHBE;

b. b/l no yuery ucnoap30BaHus JOKYMEHTOB B apXHBE;

B. B/] «Karaior pemeHuii ropucrojikoMa» B TOPOJICKOM apXUBE;
I'. B/l o BeIeHNUIO IIAHOBO-OTYETHOM JTOKYMEHTAILIMK B ApXUBAX

8. baza maHHBIX CO CIEAYIONIMMU MOJISIMU SIBIISICTCSI:
A. YyeTtHol

b. aTerpupoBaHHOM.

B. AaMuHHCTpaTUBHO-yIIPaBICHYECKOA.

I'. IIoTHOTEKCTOBOM.

obacTu;

Apxue Haszeanue oazvilllons
OaHHBIX
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[[AO/IM «Oowecmeenno-
nonumuyeckue
napmuu u OBUNCEHUSLY

Haumenosanue opeanuzayuu,
Hanpaenenue oesmenvnocmu napmuu,
Buo ooxymenma,

3azonoeok 0okymenma;

HHama doxymenma,

Tloanoma mexcma;

Cnocob socnpoussedenus;
Tloonunnocms,

Bpems nocmynnenus 6 apxus;

1 0 Tlouckosvle Oannvle;

11. Texcmul ycmagos u npocpamm napmuii.

O N A W~

9. baza naHHBIX CO CIIEAYIOUIMMU MOJIIMH SIBISICTCS:
A. YuerHol

b.ITouckoBoii.

B. AAMuUHHCTpaTUBHO-yIIPaBICHYECKOIA.

I'. IToIHOTEKCTOBOM.

Apxue Haszeanue B/{ llona

[[IXU]IK (PI'BA) |b/] no soennonnennvim|l. Damunus
epasxcoanam I'epmanuu,|2. Hwus
Snonuu. Aecmpuu,|3. Hmsa omya;
Umanuu, 4. Jlama pooicoenus
UIokcembypea, 5. Mecmo poorcoenus;
Benepuu, THonvwu|6. Mecmo sxcumenvcmea;
nepuoda emopoti| 7. Bepoucnogedanue;
muposoti  gotinbl  (no|8. Cemetinoe nonoxcenue,
donoy I'VIIBU). 9. Ilpogeccus;

10. Bounckoe 36anue;

11. Bounckas uacmo;

12. Mecmo nnenenus,

13. Mecmo codepaicanus (naceps),
14. Mecmo 3axopoHnenus.

10. baza maHHBIX CO CIAEAYIOMIMMHU MOJISIMU SBJISIETCS:
A. DNEKTpOHHOU OIUCHIO

b. DnekTpoHHBIM KaTaaorom.

B. DnekTpoHHBIM yKa3aTeleM.

I". DJIEKTPOHHBIM Ty TEBOIUTEIIEM.

Apxue Haseanue 6asvl oannvix  |[lons Omuembi
l"ocyoapcme|B/] «Mempuueckue knueuy|l.Yeso0. [lepeuens Mempudeckux
eHHbIU -c 1720 no 1916 2. 2.Hacenennwiii nynxkm. KHU no oame,
apxue 3.1]epro6wb, npuxoo, cobop. mecmonniodxcenuio  npuxooa,
Cseponosck 4.1°00 3anucu. LepKauL.
ol obracmu 5.Ne ghonoa.
(I'ACO) 6.Ne onucu.

7.Ne oena

8. Ne iucma.

Ilpumepnwie onpocwt 014 KONM0KEUYMA
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1) Kak n3MeHuIMch OCHOBHBIE LIEJIM U HAIIpaBJIeHUs] HHPOPMATU3alMU apXUBHOIO JieJla Ha
COBPEMEHHOM AJTare 1o cpaBHeHHIO ¢ 1990-mu romamu (Ha OCHOBE OTpPACJEBBIX MPOTrpamMM U
TJIaHOB)?

2) B uyem mnpeumymecTBa 00IIEOTPACIEBOIO MPOTPaMMHOIO OOECHEUeHUs U Kakue
pe3yJIbTaThl JOCTUTHYTHI B €r0 pa3padoTKe ¥ BHEIPEHUH B apXUBHBIX yupexaeHusx Poccun?

3) PackpoiiTe Ha mpuMepax OCHOBHBIE IPUHLIUITBI HHPOPMATU3ALUHN apXUBHOTO Aena B PO.
4)Korma MamIMHOYMTAeMblE JIOKYMEHTHl ObUITM  OQUIMAIbHO BKIIOYEHBI B  COCTaB
roCy/1apCTBEHHOIO apXUBHOTO ¢donma
crpanbl? Kakuwe npoOieMbl apXUBOBEICHHS MAIIWHOYUTAEMBIX JOKYMEHTOB OOCYXIAINCh
yueHbIMH B 1960-80-€ roas1?

5)Haiite oInpeeIcHue JIOKyMEHTa Ha MalllMHHOM HOCUTEJIE. Ka-
KHE CIIOpPBI BEYTCs YUEHBIE BOKPYT 3TOI0 ONPEAEICHUA?

6)B ueMm crnenn(uka MaITHHOYUTAEMBIX JOKYMEHTOB KaK 00bEKTOB apXUBHOTO XpaHEHHs?
7)Kakue cymecTByIOT KOHIENLIUU HMOCTOSHHOTO XPAaHEHHUs MAallMHOYMTAEMBIX JOKYMEHTOB B
3apyOexHOM apxuBoOBeZieHHU? KakoBbI cOCTaB TOKYMEHTOB U (DYHKLIMH apXUBOB 3JIEKTPOHHBIX
JOKYMEHTOB 3a py0e)xoM (IIpUBEAUTE MPUMEPH] TAKUX XPaHHWIIUIL)?

8)KakoBsl cniennpuueckue (TEXHOIOTUYECKHE) KPUTEPUN HKCIEPTHU3bl LIEHHOCTH AJIEKTPOHHBIX
JIOKYMEHTOB?

Temamuxa umozo8b1x NUCbMEHHBIX padom

1. Tematuueckue AUIIC B apxuBHOM nene B 1970-80-e ronpr.

2. Tematnueckue AUIIC B apxuBHoMm aene B 1990-e — 2000-e roel.

3. Coznanue TUMOBOro (OOIIEOTPACIEBOTO) MPOrpaMMHOTO obecriedeHus: B apxuBax B 1990-e-
2000 rogpt.

4. llenTpanu3oBaHHas CHCTEMa aBTOMATH3UPOBAHHOTO y4yeTa JOKYMEHTOB ApXUBHOTO (oHIA
PO.

5. IlpaBoBoe perynupoBanue nHGoOpMaTU3auu apxuBHOTO jAena B 1990-e — 2010-e roxpl.
6. OCHOBHbIE HaIPaBJICHUS U UTOTM MHPOpMaTH3aluM apxuBHOro aeia B 1990-e — 2000-e
TOJBI.

7. OCHOBHBIE HANpaBJICHUS PA3BUTHUSI UHTEPHET-TEXHOJOTUM B apXxuBHOM jAene 1990-2000-x rr.
1 MHGOPMAIIMOHHBIE PECYPChI aPXUBHBIX yupexeHuil B IHTepHEeTe.

8. ApXuBbl MAlIMHOYHUTAEMbIX JAHHBIX MHpA: HCTOPHS, COCTaB, CHEHU(UKA XPaHALUXCS
JOKYMEHTOB.

9. IlepcrieKTUBHBIEC HAMIPABJICHUS Pa3BUTHS HHPOPMATH3AILUHN apXUBHOTO JieJia HA COBPEMEHHOM
JTarne.

(Cm. Takke METOMYECKIE PEKOMEH/IAINH TI0 MTOATOTOBKE MMCEMEHHBIX padoT).

6 YdeOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE O0ecTevYeHne U CIUTITHHbI
6.1 Cnucoxk MCTOYHHMKOB M JIMTEPATYPbI

HcTounuku
OcHoBHBIE

@®enepanbHblil 3akoH 0T 22 okTsi0ps 2004 r. Ne 125-®@3 "OO apxuBHOM Jeie B
Poccuiickoit ®@eneparuu”" B pen. 11.02.2013 r.//CoGpanue 3akoHOmaTenbcTBa Poccuiickoi
Oenepannn. 2004. Ne 43. Cr. 4169. I'nmasa 6. Cr. 5.

[TocranoBnenue IlpaButenbctBa Poccuiickoit @enepanuu ot 15 urona 2009r. Ne 477
«O0 yTBEpXKIEHUU TMpPaBWI JIEJIOMPOU3BOJICTBA B (perepaibHbIX OpraHax MCIOIHUTEIHHOU
Bract» //Cobpanue 3akoHoAaTenbeTBa Poccuiickoit denepanun. 2009. No25. C1.3060.

ITocranoBnenue [IpaButenscTBa Poccuiickoit @enepanuu ot 7 ceHTs10ps 2011 r. Ne 751
«O BHecennu n3MeHeHu# B [IpaBuia nenonpou3BoicTBa B peepaabHBIX OpraHax
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UCTIONHUTENBbHOM BracTuy// CoOpanue 3akoHoaarenscTBa Poccuiickoit denepanuu, 12.09.2011,
Ne 37, ¢1.5263.

[Tpuxa3z Munkomessizu Poccun ot 02.09.2011 Ne 221 «O6 yTBepxaeHUuN TpeOOBaHUM K
MH(GOPMALIMOHHBIM ~CUCTEMaM 3JIEKTPOHHOTO JIOKyMEHTO00OpoTa (QelepalbHbIX OpraHoB
UCTIOJHUTENIBHOM ~ BJIaCTH, YYHUTHIBAIOIIMX B TOM 4YHCIE HEOOXOAMMOCTh OOpabOTKH
MOCPEJCTBOM  JIaHHBIX CHUCTEM CIIyXeOHOH uHpOpManuu OTPaHUYEHHOTO  JOCTYIa»
//Poccuiickas razera. N 261. 21.11.2011

I'OCT  52292-2004. VYmopaBieHue oOpraHuzanuel. ODJEKTPOHHBIA  PErJIAMEHT
aJIMUHUCTPATUBHON U ciykeOHOH AestenbHocTH. OcHOBHBIE nonoxenus. C 1 uronsg 2005 r. M.,
2005.

I'OCT P HCO 15489-1-2007 «CHUBM/. VYupasnenue mokymeHtamu. OOmue
TpeboBanus». M.: Cranmaptundopm, 2007

I'OCT P 54471-2011/ISO/TR 15801:2009 «CucteMbl 3JEKTPOHHOTO IOKyMEHTOO000pOTA.
VYnopasnenue  gokyMmenrtanued. Mudopmanus, coxpaHsemas B DJIEKTPOHHOM  BHJIE.
PexomeHganmu mo o0ecredyeHuto JOCTOBEPHOCTH W HA/EKHOCTHY», YTBEPXKIAECHHBIH NPUKA30M
@denepanbHOrO areHTCTBA M0 TEXHUYECKOMY PeryiaupoBaHuio U Metposioru oT 18.10.2011 Ne
466-cT.

I'OCT P 54989-2012/ISO/TR  18492:2005 «ObecneyeHne  JOJTOBPEMEHHOM
COXPAHHOCTH JIEKTPOHHBIX JOKYMEHTOBY, YTBEPKIEHHBIN NprKa3zoM PenepalbHOrO areHTCTBa
10 TEXHHYECKOMY PETYJIMPOBAHUIO U MeTposioruu ot 17.09.2012 Ne 325-cr.

AHanu3 NpOrpaMMHBIX — HPOAYKTOB, IpeJHa3HAuYeHHBIX I WHPOpMaTHU3ALUU
BHYTPHUAPXUBHOM JIEATEIBHOCTH TOCYAaPCTBEHHBIX U MYHUIIMIIAIBHBIX apXUBOB: aHAJIUT. 0030p
B 2-x T. T. .1: Ananus...; T. 2: CpaBHUTENbHBIN aHaMU3... TaONIMIbI CPABHUTEIILHOTO aHaIu3a /
pyk. mpoekra, oTB. ucnoyH. [O.}O. FOmamesa; ors. ucnoms. H.A. Tkauenko; ucrons. M.B.
Tapacosa, M.JI. Haropnas, /{.1. Konosanos; BHUUJAA.— M., 2015.—T.1: 157 ¢c.; T. 2: 97 c. -
Hen. B OIHTW mno npokymeHtroBeneHuto u apxuBHomy geny 02.03.2016, Ne 269

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

archive.pdf
EnuHblil mopsaok 3anomHeHus nojeil EnuHoit aBToMaTu3upoBaHHON WHGOPMAIMOHHON

CUCTEMBI, COCTOSIIIEW M3 MPOrPaMMHBIX KOMIUIEKCOB «ApPXUBHBIM GoHI», «DOHIOBBIM
katanor», «LlenTpanbuelii ¢poH0BbIH KaTanor»/O00 «Axant». M., 2014.//OnybnukoBaHo Ha
caiite @enepanbHON apXUBHOM ci1y»kObI http://archives.ru/documents/methodics.shtml

Konnenuus uapopmaruzanum apxuBHoro jaena / Becthuk apxuucta.1996. N 1. C. 60-
82. http://portal.rusarchives.ru/informatization/conseption.shtml

IIporpamma  uHpopmaruzanun  DenepanbHOrO apXMBHOTO  areHTCcTBA U
MOJIBEIOMCTBEHHbIX eMy yupexxaeHuit Ha 2011-2020 rr. (YTBepxkaena IIpukaszom Pocapxua Ne
104 or 2 npexabps 2011 r.) //OnybnukoBaHo Ha caidte «ApxuBbl Poccum», pasgen
«nadopmarmzanus». www.rusarchives.ru/informatization/conseption.shtml.

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

[IpaBuna opraHuzalMu XpaHEHHs KOMIUICKTOBAaHHUs, Y4eTa U  HCIOJIb30BAaHUS
nokyMeHTOB AD® P® u npyrux apXuBHBIX JOKYMEHTOB B TOCYJIapCTBEHHBIX U MyHHIIMTIAIEHBIX
apxuBax, mMysesx, ombnuorekax, opranmzamusx PAH. M., 2007. TIIm. 2.9.-2.11, 3.1, 3.6, 5.6,
5.8,5.12,5.13,.5. 16, 5.17.

JlomoJHUTEAbHBIE

P/1 50-524-84 «Ilopsinok XpaHEHHUs TOKYMEHTOB Ha MAaIlIMHHBIX HOCUTEISIX». M,, 1985.

I'OCT 6.10.4-84. «YHuduuupoBaHHble cuUCTeMBbl JoKyMeHTanuu. I[lpunanue
IOPUAMYECKON CWIIBI JOKYMEHTaM Ha MAIlMHHOM HOCHUTEJE M MallMHOTPaMMe, CO3aBa€MbIM
CpeICTBaMH BBIYUCIUTEIBHON TEXHUKN». M,, 1985.

I'OCT 28388-89. «Cuctembl 00paboTku uH(popMaryu. J(OKyMEHThl Ha MarHUTHBIX
HOcUTENSX NaHHBIX. [1ops/10K BBIMOTHEHUS U 00paIlleHus»;


http://portal.rusarchives.ru/informatization/programm.shtml
http://www.rusarchives.ru/informatization/conseption.shtml
http://portal.rusarchives.ru/informatization/conseption.shtml
http://archives.ru/documents/methodics.shtml
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
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ApxuBoBeqUECKME U JOKYMEHTOBEIYeCKHE (YHKLIMOHAJbHblE TpeOOBaHHS K
WH()OPMAITMOHHBIM CHCTEMaM, 00ECIIEYNBAIOIINM JJICKTPOHHBIN JTOKYMEHTOOOOPOT B MpoIecce
BHYTpPEHHEH NIeATeNbHOCTH (he/iepanbHbIX OpraHoB HCHoJHUTeNbHON BiactH. Otuer mo HUP.
M.:BHUNJA, 2013. //OnyOIuKOBaHO Ha caiire «ApPXHUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

MeTtoanueckre peKOMEHAANH 110 3JIeKTPOHHOMY KOIMPOBAHUIO apXUBHBIX JOKYMEHTOB
U YOPaBJICHUIO TOJNy4YeHHBIM HH(popManmoHHsM MaccuBoM/ FO.}Omamesa. Pocapxus,
BHUNIAU, 2012. http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

PexomeHaMu Mo KOMIUIEKTOBAaHMIO, YYETy W OpraHM3allMd XPaHEHUs AJIEKTPOHHBIX
apXUBHBIX JIOKyMEHTOB B apxuBax opranuzauuil. M.: BHUNUJAJI, 2013//Ony6nukoBano Ha
caiite «ApxuBsl Poccum». http://www.rusarchives.ru/methodics/index.shtml

PekoMenganuy mo KOMIUIEKTOBAHMIO, YU€Ty W OPraHU3allUKd XPaHEHHs 3JIEKTPOHHBIX
apXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX M MyHHMLHMNAIbHbIX apxuBax M.: BHUMJIA/,
2013//Omy6nrkoBano Ha caiire «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml .

CocraBieHre apXuBHBIX ONHUCEH B OJIIEKTPOHHOM ¢opMe M HX UHTerpanus B
MHPOPMALIMOHHYIO HH(PACTPYKTypy TOCYyAapCTBEHHBIX M MYHHULUMOAIBHBIX apXWBOB. M.:
BHUNAL, 2013//Ony6nukoBano Ha caire «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml

CpaBHuUTENbHBIN aHamu3 (QopMaToB (ailioB AJIEKTPOHHBIX JTOKYMEHTOB IOCTOSHHOTO

(monroBpemenHoro) xpanenus». Otder on HHUP. M.:PITYV, 2013 //OnybnukoBaHo Ha caiite
«Apxussl Poccum». http://www.rusarchives.ru/methodics/index.shtml .
Ananutuueckuit 0030p «M3ydeHue ombITa MPEJCTABICHHUS CUCTEMbl HAy4YHO-CIIPABOYHOI'O
anmaparta TOCyJIapCTBEHHBIX M MYHHMIMNAIBHBIX apxuBoB Poccuiickoit ®denepauum B ceTH
Wntepner». M: BHUNJA, 2014. //OnybnukoBaHo Ha caiite PenepaibHOro apXHBHOTO
areHTcTBa http://archives.ru/documents/methodics.shtml

W3ydyeHue TUIJIOTMM W  SBOJIIOLUMH  HUCTOpUYeCHX (OpM  apXHMBHOM  y4yeTHOM
JOKyMEHTAIlMd W BO3MOXKHOCTH WX MPEJCTaBIeHUs B dJekTpoHou cpeme. M: BHUUNJIA,
2014. //Ony0nUKOBaHO Ha caire ®denepanbHOro apXHUBHOTO arcHTCTBa
http://archives.ru/documents/methodics.shtml

@OyHKIMOHANbHBIE TPeOOBaHUS K MH(POPMAIMOHHBIM CHUCTEMaM apXWUBOB 3JIEKTPOHHBIX
nokyMeHToB opranuzauuif. M:Pocapxus, BHUMJA. 2014 //Ony6GnuxkoBaHo Ha caiite
denepalbHOTO apXUBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

Jluteparypa
OcHoBHast

Adanacbea JLII. S uay Ha 3aHATHS IO ABTOMAaTHU3UPOBAHHBIM aPXHUBHBIM TEXHOJIOTHSIM.
YyebHo-Meroanueckuit moayis. M.: PITY, 2005.

Ona xe. DnexkrponHslii HCA apxuBOB: HOBBIM 3Tamn B pa3BUTHU // Jlenonpon3BOACTBO.
2013. Ne 1. C. 85-97; https://www.top-personal.ru/officeworkissue.html?266 No 2.
https://www.top-personal.ru/officeworkissue.html?290

Kucenes U.H. ApxuBHble MHpOpPMAIIMOHHbBIE TEXHOJIOTUH HAa coBpeMeHHOM aTane / 1.H.
Kucenes // OteuectBennbie apxuBbl. — 2008. — Ne 4. — C. 24-31. baza nannsix East View.

TuxonoB B.M. IlpuMeHeHHE TpPaJUIIMOHHBIX METOJOB B OJKCIEPTU3€ [EHHOCTH
3NIEKTPOHHBIX J0KyMeHTOB / B.W. Tuxonos // OreuectBeHHble apxuBbl. — 2009. — Ne 3. — C.
37-47. ba3a nanusix East View.

OH xe. 3aaun apXUBHOTO XPaHEHUs IEKTPOHHBIX JOKYMEHTOB: u3 onbita LIAJIOHM /
B.U. Tuxonos // OteuectBennsie apxuBbl. — 2010. — Ne 3. — C. 51-60. ba3za nannsix East
View.

JonmostHuTebHAS


https://www.top-personal.ru/officeworkissue.html?290
https://www.top-personal.ru/officeworkissue.html?266
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.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/rekomend_el-copy-archival-documents.shtml
http://www.rusarchives.ru/methodics/index.shtml
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Anuckuna E.B. HMHpopmannoHHBIE TEXHOJOTMM — OOECHEYCHHIO COXPaHHOCTH
nokymeHToB 'AP®// OteuectBennnie apxuBbl. 2013. Ne 1. C. 37-39. baza nannsix East View.

Antonenko B.B. KommiekToBanue apXuBHBIX YUpexJIeHMHA Anrtaiickoro kpas (oTo-
JOKYMEHTaMH B 3JIEKTpoHHOH popme // OteuectBeHHbIe apXuBbl. — 2009. — Ne 6. — C. 46-48.
Basa nannaeix East View.

[Nankuna E.B. CoBpemeHnHble HHPOPMAIIMOHHBIE TEXHOJIOTUU JJISi ONITUMU3ALUN PabOThI
KOHTPOJIbHO-KIUMaTHuecKkoi ciayxkObl ['ocapxuBa Tynbckoit ob6nactu // OtedecTBEeHHBIE
apxuBbl. —2013. — Ne 5. — C. 26-29. baza nannsix East View.

I'opsesa T.M, «OmpiT BHeapeHus udpossix HHHOBauuid B PI'AJIM... oTkpbIBaeT

00JIbIlIMEe UHTETPALIMOHHBIE MEPCIEKTUBEI. ..». // OTeuecTBeHHbIE apXuBbl. — 2013. — No 3. —
C. 46-48. ba3a nannsix East View.
I'yzanoB E.JI. «Co3manue eawmHOr0o WH(POPMAIIMOHHOTO pecypca — MPUOPHUTETHOE

HanpaBieHue». O BHEIpPEHUH HH(POPMAIMOHHBIX TEXHOJOIMHA B apXUBHBIX YUPEKICHUIX
Apocnasckoit obmactu// OteyectBeHHbie apxuBbl. — 2009. — Ne 6. — C. 46—48. ba3a maHHBIX
East View.

HpoxoB C.B. Pexomenmaimu MCA 1o pa0oTe ¢ 3J€KTPOHHBIMHU JOKYMEHTaMH IS

apxuBHcTOB opranuzauuii // OtedectBeHHble apxuBbl. — 2010. — Ne 3. — C. 65-73. baza
naHHbIX East View.
«3amaya CEroJHSIIHEr0 JHA — KOMIIBIOTEpU3allusl BCEX INPUBBIYHBIX apXHMBHBIX

npouecco». Matepseio C.B. Muponenko n O.H. KonbioBoit k 90-neturo ['ocymapcTBeHHOTO
apxuBa Poccuiickoit ®@enepanuu // OtedectBeHHble apxuBbl. — 2013. Ne 2. ba3za nannbix East
View.

Muponenko C.B. "IlamsATh: cTapble 3aJaud HOBBIE TEXHOJOTHUU": UHTEPBHIO AUPEKTOPA
'AP® //3nanmne-cuna. 2015. Ne 8. M., 2015;

Kuunruna  C.C. ABTOMaTu3upoBaHHAas  MH(POPMAIIMOHHO-TIOMCKOBAs  CHUCTEMaA
CBepaioBCKO#l 007acTH MO apXUBHBIM JOKyMeHTaM // OtedecTBeHHbIE apXUBbL— 2016.— No 6.—
C. 40-42. ba3za nannsix East View.

Kypuep A.E. Wnudopmanmonnas cucrema ydera ApxuBHoro ¢onma P®: momxomsl k
peanuzanuy// Becthuk apxuBucra. — 2014. — Ne 3. — C. 37-43. Ony0GinMKOBaHO YaCTUYHO:
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-
podhody-k-realizacii.html

JleBuenko JI.JI. OGecnieueHne COXpaHHOCTH 3JIEKTPOHHBIX IOKYMEHTOB B HAIIMOHAIBHOM
apxuse CIHA // Bectnuk apxuBucta. — 2013. — Ne 4 — C. 212-223.
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-
nacionalnom-arhive-soedinennyh-shtatov-ameriki.html

JleonoB A.B., barypun IO.M. 3D- OOKyMEHT — HOBBIM THI Hay4YHO-TEXHUYECKOM
nokymenrtaiuu// Tam sxe. C. 192-205. http://www.vestarchive.ru/2013-2/2608-3d-dokyment-
novyi-tip-naychno-tehnicheskoi-dokymentacii.html

Kynpuna JLP. Ilpumenenue uHpOpManMOHHBIX TexHonoruid B Hapo-domuHckoM
paitonHoMm apxuBe // OteuectBeHHble apxuBbl. — 2007. — Ne 5. — C. 85-88. ba3za nannbix East
View.

Hazaposa M.B. DJIAP roroB BbINONHATH caMble ciaoxHbIe 3a1aun / M.B. Hazaposa //
OrteuectBennble apxuBbl. — 2008. — Ne 4. — C. 138. baza nannsix East View.

Cso Iroxysii. YmnpaBiaeHHUE DIIEKTPOHHBIMU JOKyMeHTaMu B Kwutae: coctositHue u
nepcrekTuBbl // OredecTBeHHble apxuBbl. — 2010. — No 6. — C. 59-64. ba3a nanubix East
View.

Tepexuna T.A. ba3za nannsix «I'eneanorus» B MctopuueckoM apxuse OMckoii o0nactu //
OteuectBennbie apxuBbl. — 2010. — No 6. — C. 124—-125. baza nannasix East View.

Vupsauunkuit Kb,  Enunas  apxuBHO-uH(pOpMalMOHHas cpeJa B KOHTEKCTE
nHpopmartuzanuu oduiectBa // OredectBeHHble apxuBbl. — 2009. — Ne 3. — C. 31-37. baza
naHHbIX East View..



http://www.vestarchive.ru/2013-2/2608-3d-dokyment-novyi-tip-naychno-tehnicheskoi-dokymentacii.html
http://www.vestarchive.ru/2013-2/2608-3d-dokyment-novyi-tip-naychno-tehnicheskoi-dokymentacii.html
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-nacionalnom-arhive-soedinennyh-shtatov-ameriki.html
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-nacionalnom-arhive-soedinennyh-shtatov-ameriki.html
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-podhody-k-realizacii.html
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-podhody-k-realizacii.html

23

®ponosa E.B. Dnekrponnsiit apxuB TromeHckoil oonactu / OTedecTBEHHbIE apXUBBI. —
2009. — Ne 6. — C. 43-46. baza nmaunanix East View.

Hlapanosa W.JI. U3 ombita PTAHT/l mo pecraBpanuu M300pa3HTENbHBIX apXHBHBIX
matepuaioB // Bectnuk apxuBucta. — 2010 — Ne 4. — C. 55-63.
http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-
materialov-iz-opyta-rgantd.html

IOmamesa FO.1O. Undopmaruzanus apxuBHoro aena B Poccuiickoii @eneparyn (1991-
2015 rr.). Hayunsle uccienoBaHusi B 00JacTu HMpUMEHEHUS MH()OPMAIMOHHBIX TEXHOJIOTHI:
MOHOTpadus: pEeKOMEHJIOBaHO K meyaTu pemieHueMm YueHoro coBeta BHUMJIAJZ / HO.IO.
IOmamesa. M.; bepnun: Hupekr-Menua, 2016. 355 C.
http://www.hist.msu.ru/Science/Disser/Yumasheva.pdf

Omamera 10.}O. IlenTpanbHbiii (GOHIOBBIN KaTagoOT: WACOJIOTHUS CHUCTEMBI M aHAU3
pe3yabTaToOB MEPBOTo roja ¢pyHKuHoHUpoBaHus // BectHuk apxusucra. — 2013. — Ne 2 — C.
175-191.  OmyOnukoBaHO  dYacTH4HO:  http://www.vestarchive.ru/2013-2/2607-centralnyi-

fondovyi-katalog-ideologiia-sistemy-i-analiz-rezyltatov-pervogo-goda-fynkcionirovaniia.html

6.2 IlepeueHnb pecypcoB HHPOPMANUMOHHO-TEJIEKOMMYHHUKAIIMOHHOM CEeTH

«AHTepHET»
ApxuBbsl Poccuu. [[lopran ®enepanbHoil apXUBHOM CIy>KObI]; [DIEKTpOHHBIA pecypc] —
OnektpoH, gaH.— M., [2001].— Pexum goctyma: www.rusarchives.ru, cBoOOIHBIN. — 3ari. ¢
JKpaHa.

Bceepoccniickuil Hay4HO-UCCIIEI0BATEIbCKUI MHCTUTYT JOKYMEHTOBEACHUS U APXUBHOTO
nena (BHUUIA) [Dnextponnsiii pecypc] / BHUUIAJ] — Dnekrpon. nan.— M., [2001].—
Pexxum noctyma: www.vniidad.ru, cBoO0ogHBIN. — 3ari1. ¢ 3KpaHa.

EDOU.RU [Onextponnbiii pecypc]: LleHTp koMIleTeHUHMHM IO BONpPOCaM JAOKYMEH-
TAlIMOHHOTO OOECTICUYCHHs YNPABICHUS M apXUBHOTO Jena. — OJeKTpoH. maH. — [M.], cop.
2013. — Pexxum poctyna: http://www.edou.ru/dou/. — 3ari. ¢ sxpana.

Apxussl benapycu [DnekTpoHHBI pecypc] — DnektpoH. gaH. — M., [2006-2013].—
Pexxum noctyna: http://archives.gov.by/. cBoGoHBIN. — 3ari. ¢ 3kpaHa.

['ocynapctBennsiii apxuB Poccuiickoit @eaepanuu [DIEKTPOHHBIN pecypc|: DIEKTPOH.

nad. — [b.m., 2012]. — Pexxum noctyna: http:// www.statearchive.ru/index.html. — 3arz. ¢
JKpaHa.

Poccuiickuil rocyapCTBEHHBI apXUB HAyYHO-TEXHMUYECKOM JOKYMEHTAalMM [OJIeKT-
poHHBII pecypc]. — OmekrpoH. man. — [b.m.], cop. 2002-2013. — Pexum pocryna:

http://rgantd.ru/. — 3aru. ¢ skpaHa.

6.3 IIpodeccnonanbHble 0a3bl JAHHBIX 1 HHGPOPMALIMOHHO-CIIPABOYHbIE
CHCTEeMbI

Jloctyn k nmpodeccrnoHanbHbIM 0a3am nanHbIX: https://liber.rsuh.ru/ru/bases
WHpopManroHHbIE CIIPaBOYHBIE CUCTEMBI:

1. Koncynsrant Ilmtoc
2. Tapant

7 MaTepI/Ia.HLHO-TeXHI/I‘IeCKOe o0ecreyeHue ANCHUIIINHBI

AymuTtopun Ais TPOBENEHUS JIeKUUH M CEeMHHAPCKUX 3aHATHM € TEXHUYECKUMHU
cpeactBaMu oOydeHHsS (MYyJIbTHMEIHA-TIPOSKTOP (BHIACOMPOEKTOP), IKpaH (NMEPEHOCHOW MWIIH
CTallMOHAPHBII)), KOMIBIOTEPHBIN KJIacC ISl TPOBEACHHUS JJaOOPATOPHBIX 3aHATUH.


http://www.vestarchive.ru/2013-2/2607-centralnyi-fondovyi-katalog-ideologiia-sistemy-i-analiz-rezyltatov-pervogo-goda-fynkcionirovaniia.html
http://www.vestarchive.ru/2013-2/2607-centralnyi-fondovyi-katalog-ideologiia-sistemy-i-analiz-rezyltatov-pervogo-goda-fynkcionirovaniia.html
http://www.hist.msu.ru/Science/Disser/Yumasheva.pdf
http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-materialov-iz-opyta-rgantd.html
http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-materialov-iz-opyta-rgantd.html
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1. Ilepeuens ITO

Nenr Haunmenosanue 110 [IpousBoauTens Croco0
/m pacrpocTpaHeHHs
(muyensuonnoe unu
6000010
pacnpocmparsiemoe)
1. Adobe Master Collection CS4 Adobe JIULEH3UOHHOE
2. Microsoft Office 2010 Microsoft JINLIEH3UOHHOE
3. Windows 7 Pro Microsoft JULIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIICH3HOHHOE
5. Windows 10 Pro Microsoft JINIICH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JUIICH3UOHHOE
7. Microsoft Office 2016 Microsoft Jlnuen3sunonHoe
8. Zoom Zoom JINLIEH3UOHHOE

2. Ilepeyens Bl m UCC

Nent HaumMmenoBanue
/T

1 | MexayHaponusie pedepatuBHble HayKoMmeTpuueckue b/I, moctynHeie B pamkax
HalrMoHaJILHOU moanucku B 2020 r.

Web of Science

Scopus

2 | Ilpodeccuonanbupie nonHoTekcToBbIe B/I, TOCTyNHBIE B paMKax HallMOHAIBHOM
nonamucku B 2020 r.

Kypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnans! Taylor and Francis

3 | [Ipodeccronanbubie MOHOTEKCTOBBIE b]]

JSTOR

W3nanust 1o oOIIECTBEHHBIM ¥ TYMaHUTAPHBIM HayKam
OnekTpoHHas 6ubimoreka Grebennikon.ru

4 | KoMmnbroTepHbIe CIIpaBOYHBIE TPABOBBIE CUCTEMBbI
Koncynbrant [Tmtoc,
I"apanT

8 Oobecneuenne 00pa3zoBaTeIbLHOIO MPOLECCA AJIA JHUI C OTPAHUYCHHBIMU

BO3MOKHOCTHAMMU 310POBbA U HHBAJIHU/I0B
B X0J¢ peaimn3anu JUCHUITIIMHBI UCIIOJIB3YIOTCA CICAYIOIUE JOIMOJTHUTCIBHBIC
METO/bI O6y‘-IeHI/I}I, TCKYILICTO KOHTPOJIsI YCHEBACMOCTU U HpOMC)KYTOqHOﬁ aTTeCTaluu
o6yt1a}01111/1xc;1 B 3aBUCHUMOCTH OT UX MHAUBHUAYAJIbHBIX OCOOCHHOCTEH:

e IS CIIEIBIX U CIA00BUIALINX:
- JIeKIMK O(QOPMIISIOTCS B BHJC DJIGKTPOHHOTO JOKYMEHTAa, IOCTYIHOI'O C ITOMOIIBIO
KOMITBIOTEPA CO CIECIMATN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUCHUEM;
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- TNHCBbMEHHBIC 3aJ[aHUsl BBINOJHAIOTCS HAa KOMIBIOTEPE CO  CHEIHATU3UPOBAHHBIM
MPOTPaMMHBIM 00€CTICUeHHEM, FITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieuynBaeTCs MHIMBUyallbHOE paBHOMEpHOE ocBelienne He menee 300 mokc;

- JUTS BBINIOJMHEHUS 3aJaHHUs TPH HEOOXOIMMOCTH TMPEIOCTABISIETCS yBEIMYHBAIOIICEe
YCTPOHCTBO; BO3MOXKHO TAaK)KE€ MCIIOJIB30BaHUE COOCTBEHHBIX YBEIUYHBAIOIIUX YCTPOICTB;

- MICHMEHHBIC 3aJ]aHusT OPOPMIISIOTCS YBEIIMICHHBIM MIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOAATCS B YCTHOM (pOpME MIIM BBIMOIHAIOTCS B MUCbMEHHOHN (opMe Ha
KOMITBIOTEPE.

® IS TIIYXMX M CIa00CbIIAIINX:

- Jekuud O(OPMIISIIOTCS B BHJE JJIEKTPOHHOTO JIOKYMEHTA, JHOO TPEedOCTaBISETCS
3BYKOYCHJIMBAIOLIAsl annapaTypa WHAUBUYaIbHOTO M10JIb30BaHMS,

- MUCHbMEHHBIE 33J[aHUs BBITTOJIHSIIOTCS HA KOMITBIOTEPE B MUCbMEHHOH (opMme;

- 9K3aMeH M 3auéT MpPOBOAATCS B NHMCbMEHHOH (oOpMe Ha KOMIIBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHHUS.

® IS JIUI] C HAPYIICHUSIMHA OTIOPHO-IBUTATEILHOTO armapara:

- JeKuuu Oo(OPMIISIIOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTA, JOCTYMHOTO C TOMOIIBIO
KOMITBIOTEpA CO CIEIMATN3UPOBAHHBIM ITPOTPAMMHBIM 00€CIIeUeHUEM;

- TNHCBbMEHHBIC 3aJlaHUS BBINOJHAIOTCS HAa KOMIBIOTEPE CO  CHEIHATU3UPOBAHHBIM
MIPOTrpaMMHBIM 00€CTICUCHUEM;

- 9K3aMeH M 3au4€T NMPOBOAATCS B YCTHOM (pOpME MIIM BBIMOIHAIOTCS B MUCbMEHHOHN (opMe Ha
KOMITBIOTEPE.

[Tpu HEOOXOMMOCTH MpeTyCMaTPUBACTCS YBEIMUEHUE BPEMEHHU IS IIOATOTOBKU OTBETA.

[lpomienypa  mpoBeaeHUS  TMPOMEXKYTOUHOW  arTeCTallik Uit OOyYarOlIuXCs
YCTAHABJIMBAeTCI C YYETOM UX HWHAMBUAYAIbHBIX MNCHUXO(QU3UYECKHMX OCOOCHHOCTEH.
[TpomexyTodHAast aTTEeCTAIMSI MOXKET IPOBOAUTHCS B HECKOJIBKO 3TaIIOB.

[Ipu npoBeneHNH NpoOIEAYpHl OLEHUBAHUS PE3yIbTATOB OOyUEHHs MpeaycMaTpUBaeTCs
WCTIOJNIb30BAaHNE TEXHUYECKHX CPEICTB, HEOOXOIMMBIX B CBS3M C HWHIUBUAYAJIbHBIMU
0COOEHHOCTIMH OOyYaroluXxcsi. ITH CPeACTBa MOTYT OBITh NMPEIOCTABICHBI YHUBEPCUTETOM,
WJIA MOTYT HCIIONTb30BAaThCSI COOCTBEHHBIE TEXHUYECKHIE CPEIICTBA.

[IpoBeneHne mpoueAypbl OLIEHUBAHMA  pE3ylIbTaToB  OOy4YEeHHs  JOIyCKaeTcss ¢
WCTIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHHA.

OO6ecneunBaeTcs 10CTyn K MHGOOPMAIMOHHBIM U OMOIHOrpadMuecKuM pecypcam B CETH
WuTepHer mis kaxzaoro oOywaromierocss B gopmax, aJaNTHPOBAaHHBIX K OrPAaHUYCHHSIM HUX
3JI0POBbS U BOCIIPUATHUS MH(OPMAIIH:

e JUIs CIENBIX U CIa00BUIAIINX:

- B Ie4aTHON (popMe yBEIMUYEHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

® I TIIyXUX U CIAOOCIbIIIAIINX:

- B Ie4aTHOH (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

® I OOYYArOIUXCsl C HAPYIICHUSIMH OTIOPHO-/IBUTATEILHOTO amapaTra:
- B Ie4aTHOH Gopme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

VY4eOHble ayTUTOPHH AJISl BCEX BHJIOB KOHTAKTHON M CAMOCTOSITENIHON pabOThl, HAyYHas
O0ubsMoTEeKa M MHBbIE TOMEIIEHUs [UId 00y4YeHMs OCHAIIEHBI CIEelHaIbHBIM 000pYylIOBaHUEM U
Y4eOHBIMH MECTaMHU C TEXHUYECKHUMHU CPEICTBAMU O0YUCHHUS:

® IS CJEMBIX U CIIA00BUAAIINX:

- YCTPOICTBOM I CKaHUPOBaHMs U uTeHus ¢ kamepoid SARA CE;

- nuctuieeM bpaitns PAC Mate 20;

- npuntepoMm bpaitns EmBraille ViewPlus;
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® I IIIyXUX U CIaOOCIHbIIIAIINX:
- aBTOMATHU3MPOBAaHHBIM pabOYMM MECTOM ISl JIIOACH C HapylleHHMEeM cllyXa H
cJ1aboCIbIIAIINX;
- aKyCTUYECKHUI yCHIINTENb U KOJIOHKH;
e I 00YYarOMIMXCS C HAPYIIEHUSIMU OTIOPHO-/IBUTaTENILHOTO arfrapaTra:
- IEPEIBUKHBIMU, PETYJINPYEMBIMH dproHoMuueckuMu napramu CHU-1;
- KOMITbIOTEPHOM TEXHUKOW CO CIIeUaTbHBIM IPOTPaMMHBIM 00€CIIEYECHUEM.

9 Meroauyeckue MaTepuaJIbl

9.1 Iltanbl 1a0OPATOPHBIX 3AHATHH.

Tema 1. OcHOBHBIE OOBEKTHI aBTOMATH3aUK 0a3bl JAHHBIX B ApXUBHOM Jiefie. 12 gacos.
Co3nanue anexrponnoii apxuBHoi onucu B CYB/] FoxPRO for Windows. 4 gaca.

[lens paboOTHI: H3yYCHHE TPUMEHEHHUS TEXHOJIOTHMH 0a3 JaHHBIX TIPU CO3JIaHUU
aBTOMAaTH3HPOBAHHBIX HH()OPMAITMOHHO-TIOUCKOBBIX CUCTEM.

B pe3ynbraTe paboThl CTYyIEHT AOKEH 3HATH!

- KJaccu(UKaluio 1 OCHOBBI ocTpoeHus apxuBHbIx AUTIC;

- IpeuMyIecTBa U HenocTaTku penssuuoHHbIXx CYDBJl mpm co3maHuy apXMBHBIX
AUIIC;

- MIPUHIIAIT TPEEMCTBEHHOCTH TPAJUIMOHHBIX U aBTOMAaTU3WPOBAHHBIX apPXMBHBIX
CIIPaBOYHMKOB U €r0 OCYIIECTBICHUE HA ITPAKTHUKE.

B pe3ynbraTe paboThl CTYyI€HT AOTKEH YMETh:

- BBICTYIIUTH B POJIM MOCTAHOBIIMKA 3a7auydl U pa3paboTaTh TEXHUUECKOE 3a/laHue
npu coznanun AUIIC Ha Ga3ze apXuBHOI onucH.

[Iporpammuoe obecnieueHue:

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

Pa3narounsie MaTepuais:

- Omnuce oHnpa.

- [IpakTueckoe 3agaHue

[lepen HauamoM pabOThI BCIIOMHUTE:

- Yrto moHUMAIOT 1oj 6a30i JaHHBIX?

- KaxoBa cTpykTypa 6a3 NaHHBIX M B 4eM OCOOEHHOCTH PESIUOHHON MOAenu
MaHHBIX?

- KaxkoBsbl oTamnsl co3mpanust 0a3 JaHHBIX?

- KaxoBsl pasHoBuiHOCTH apXuBHbIX AUTIC?

ABTOMaTH3UpPOBaHHbIE  WH(GOPMAIMOHHO-TIOUCKOBBIE ~ CIIPABOYHUKH B apXHBax
CO37AI0TCA JUISI yCOBEPIIEHCTBOBAHMS HAyYHO-CIIPABOYHOTO arfapara, MHOTOACTIEKTHOTO
I[EJIEeBOT0 MTOMCKA PETPOCIIEKTUBHOM TOKYMEHTHON HH(OPMAITHH.

Cosmanne AUIIC Bxiarodaer B ce0st HECKOIBKO DTAIIOB.

l. OOm1ast mocTaHOBKA 3aj]1auu, pacueT 3arpat Ha BHeapenue AUIIC,
pacuet s3xoHoMuYeckoi a3 dextuBHOCTH BHeApeHuss AUTIC.
2. Coznanme undonoruueckoit moaenu bJ1. Ha stom stane Han

npoexktoM AUIIC pabotaer apxusuct. Onpenensercs Te-

Ma MJIM KOMIUIEKC JoKkymeHToB, Tun AWIIC (mMexdoHnmoBas, MexapxuBHas),
OTIpe/IETIAI0TCA OOBEKTHI ONMMCAHUS M UX aTpUOyThI, HA3HAUAIOTCA MHAECHTU(UKATOPHI 0OBEKTOB
Y ONPEEIIAIOTCS TUIIBI CBSA3EH MEXIY 0ObEKTaMu.

3. Coznanmne naranorudeckod monenu bJl Ha 3TOM 3Tame apxuBHUCT paboTaer
COBMECTHO ¢ mporpammuctoM. Ilpoucxoautr BbeIOOp Mojaenn (CTPYKTYpbl JaHHBIX), B
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COOTBETCTBUM C HEHl MPOBOTUTCS CTPYKTYPHPOBAHUE NAHHBIX, HOpMalu3alus TaOIuIl, BEIOOD
kiroueit, Beioop CYB/I.

4, Coznanne ¢usnueckoit bJ[. Ha aTom sTame mporpaMMUCT peanu3yeT CpelIcTBaMu
KOHKPETHOW CHCTEMBI yIpaBlieHUus 0a3zamMu

nanubix CYB/] nmpoekt AUIIC.

WNndopmanus B b1 tuna d BASE, k xotopsiM otHOCcUTCst CYBJ]

FoxPro, xpanutcs B nBymepHbIX TaOnumax. Cronlerl TaOiuIbl Ha3bIBA€TCSA IIOJEM,
CTpoka — 3amuchio. Paiin-Tabnuia UMeeT Mpou3BoJIbHOE (J1F000e) nMms 1 pacuupenue *.DBF.

Coznate ~.DBF-daiin — 3HauuT ompenenuTh Ha3BaHUE, TUN U JAJUHY (B CHMBOJIAX)
KaX/I0T0 CTOJIO1A TaOIMIIBI.

Cozpnaiite daitnel fond.DBF, opis.DBF, delo 1.DBF u delo 2.DBF.

3arpysure FoxPro.

Halinure B MeHIO MyHKT «Paiim», MEIKHATE IO HEMY, HaliIUTE B

NOJIMEHIO ITyHKT «C03/1aTh», IEIKHUTE TI0 HEMY.

[TosiBuTCcs muanmoroBoe okHO «Co3matey» IlenkauTe 1Mo « Tabmmma.

DBF.».

[TosiBuTCs MuanoroBoe okHO «CTpyKTypa Tabauiey. Beeaure

MMEHa I0JIEH, TUIIBI U pa3MEpHI.

[TpaBuiia, MO0 KOTOPHIM MOKHO /1aBaTh UMEHA MOJISIM:

- TOJIbKO JIATUHCKUE OYKBBI;

- He OoJbmie 10 3HAKOB;

- HEJIb3s HCIOJIB30BaTh Mpober;

- BMECTO TTpo0esia MOKHO UCIOJIb30BaTh oauepkuBanue: delo n4;

- HEJIb3s1 HAUMHATH UMS TOJISL ¢ IUQPBL, HO IIUQPHI HCIOIB30BATH MOXKHO.

Hampumep:

Nomer fond («a» He TOMeCTUIIOCH, T. K. 3T0 11-if 3HaK).

Tunel nonen:

Carascher — cuMBOJIBHOE, T.€. TEKCT (pa3mep 10 254 GailT).

Numeric — 9uciio, MOKHO ApoOs (110 10 Oaiir).

Data — nmara (8 6aiit: 00.00.00).

Logical — tpebyrormiee orBera na win Het (Bceraa 1 6ait: 0 wm 1).

Memo — npumeuanue. Pasmep He orpaHnYeH, HO IOMCK 3a4acTyIO 3aTpyIHEH.

General — BcTaBka 00beKTa (KQpTUHKH, TEKCTA), CO3TaHHOTO

JIpYrou MporpaMMon.

IToce BBOa Becex nosel nmeaxauTe OK.

CoxpaHuTe TabIUILy O] COOTBETCTBYIOIIUM HMEHEM.

[Iporpamma nipeiiokuT BBeCTH 3anucu. Beeaure 10 3amucelt B Ta-

omuny: delo 1.DBF u delo 2.DBF. B ocranpHBIe — 10 OJTHO# 3amHCH.

s BBoga mpumeuanuii: {CTRL+PGDN}.

Coxpanuth nanuble 1 3akoHUUTH BBOA: {CTRL+F4} nnu Qaitn —

3akpbITh. JlaHHBIE COXPAHATCS aBTOMATHYECKH.

2. 3arpy3uTte cHayasa OJHY TaOJIHuILy.

BA3A JAHHBIX — ITPOCMOTP — OTKPHITh.

YKaKuTe TUCK, KaTajaor u (aiiyl Hy)KHOMU TaOIUIIBL.

3. 3arpy3uB tabauity delo 2.DBF, naiigute B Heit Bce 3ammcH, B

KOTOPBIX YIIOMHUHAIOTCS TIPUKA3bI.

3AIINCB-ITOUCK.

B okne «llouck» menkHure «lsp» — OTKpoeTrcss OKHO «l'eHeparop BbIpaK€HUI».
CneBa BbIOepUTE T0JI€, ABAXK/BI MIETKHUTE 110 HEMY (BaM HYXHO TOJi€ ¢ BUAAMH JOKYMEHTOB).
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[TosiBUTCS OKHO ¢ WMeHeM TaOnuIbpl WMs TOJs. BBeaute 3HaueHuWe TONS B KaBBIYKAX:
«TpuKa3b (BCE, YTO HE YUCIIO, BBOAUTCS B KaBbrukax). LllenkauTte «OK».

[IpuaymaiiTe U BHIOTHUTE €Ile HECKOJIBKO YCIOBHIA MOKMCKA JJIsl BceX (haidiioB.

4. PenaktupoBaHue TaOJIUIIBI.

Jlo6aBbTe eme 3anuch B Tabiuiy delo 2.DBF.

Ortkpoiite ee (11. 2). BeiGepure pexxum npocmoTtpa (TabInIHbIN

WJIH TI0 3aITHCSIM).

Jo6aBbTe mycTyto cTpoky B KoHIlE Tabmuibl: { CTRL+NY.

Beeaure undopmaruio.

W3menuTe maHHbBIC B YK€ TOTOBOM I10JI€: IBAXK/IBI IICIKHUTE 110

HEMY M BBEJIUTE HOBBIC JIAHHBIE.

VY nanute nocneaHior0 3anuck Tadmmisl delo 2.DBF.

Haiigure o6peuennyto 3anuck. [l{enKkHUTE MBIIIBIO 110 TEMHO-

My MPSMOYTOJIBHUKY CJI€Ba OT COOTBETCTBYIOIIEH CTpOoKH TaOywmipl. Haiigure B MEHIO
«BA3A JTAHHBIX», menkaute «¥Y 1anuThy

(«YmakoBaTh), menkuaute «JJA». Ipyroit Bapuant — «3AIINChy,

«YAAJIUTb».

Jo6aswTe B (aiin fond.DBF mone «Opisi» 115 BHECEHUS CBEACHHI O KOJTUYECTBE OMHCEH
Kaxxaoro Gouma.

«OKHO» — «BU]Jl». OTkpoiite n3mensemyto tadmuiry. [llenkau-

Te 1o «YcranoBkay. [losisurcs nuanorosoe okHo «Y CTAHOBKAY.

[lenkaute mo «CTPYKTYPA — U3MEHUTDy. [losiBuTCsS OKHO

«CTPYKTYPA TABJIMIbI». JIuctaiiTe ciicoK Mojel 10 KOHIIA.

YcTaHoBHUTE Kypcop Ha HWKHEM, IIyCTOM ToJie. BBenuTe ero xapakTepucTuku (MMsi, TUI
U pa3mep).

OcHoBbI H”HPOPMAITMOHHOTO TIOUCKA.

3asepite BBoJ 10 3amuceii B daitnb fond.dbf, opis.dbf, delo.dbf,

delol.dbf.

Otcoptupyiite 3anucu Tabmuist delol.dbf. mo Bo3pacTanuo

Ne dhonpa, onmcu, Aena u 3amuc.

Ortkpoiite Hyx)HYyt0 Tabauiy OKHO-BUA-ITPOCMOTP-BA3A-COPTHPOBKA.

Bri6epute mose B cnucke « BCE T10JI5», nBaXkibl MIETKHUTE 110 HEMY.

Bribepute COPTHUPOBKY IO BO3pACTaHUI0O WM MO0 YOBIBAHHMIO, MIEIKHUTE TIO
COOTBETCTBYIOIIEMY (PIIaXKKY.

Bribepure crneayroliee noje aHaJIOTUYHO, HeTKHUTE 1o (iaaxxky BO3P/YBbBIB.

CoxpaHuTh, BBEAUTE UM (haiia.

lenxaure «OK».

2. [Tpounnaexcupyiite 3anucu Tadbaunbl delol.dbf mo andasurty

BUJIOB JJOKYMEHTOB.

B mento naliaure myHkT BA3A — HACTPOMKA.

B ob6nactu MHJAEKCBI — JIOBABUTD. [laiite unaekcy ums c pacumpenuem CDX
(KOMIUIEKCHBIN cCaMOOOHOBJISIONIUIKCS UHIEKC) 1 UMeHeM delol, coxpanute ero.

B criucke [TOJIS menkHUTE IO UMEHU TOJIS, 110 KOTOpOMY OyieT

MIPOBOAMUTHCA MHACKCUpOBaHuE. BriGepure, o BO3pacTaHUIO WU

yOBIBaHUIO OyJIeTe HHIEKCUPOBATh, IEIKHUTE IO COOTBETCTBYIOIEMY (iaxkKy. BBenure
cnenyromee uMs moyisi u cHoBa mienkHuTe o (uaxky BO3P/YBBIBAHUS. Illenkaute mo
JNOBABUTD, OK.

3. OcymiecTBUTE TIOUCK BCeX MPOTOKOJIOB B poHe Mosxkaiickoro YUKA.

«3AIINUCH — UCKATDB». Tak MOXHO MCKaTh TOJBKO MO MPOUHIEKCUPOBAHHOMY TIOJIIO.
[Mossurcs «KOHCTPYKTOP BBIPAXEHUM». B o6nactu «3HaueHHE miga SEEK» BBectn
3HAYEHHE JIJIsl TOMCKA B KaBbIUKaX, €CIIU 3TO TEKCT («IpoTokobhy). [llenkaute OK.



29

4. Ocy1iecTBUTE MOUCK BCEX JOKYMEHTOB (POH/IA, aBTOPOM KOTO-

pbix sBisgetrcs Moxarickuii Y UK.

Haiinure neno Ne 5. 3ATIMCh — HAMTH. Unjekc He BaXKeH.

[lenxauTe mo «FOR» (mst).

Bri6epure none B cincke «I1OJIEy», nBaXIbI MIETKHUTE TIO HEMY .

[TocTaBbTe nOTMYEcKUid omeparop (B JaHHOM Ciydae =) M BBEAWTE 3Ha4YeHHE (B
KaBbIUKaX, €CJIM 3TO TeKCT): aBTop= «Moxkaiickuii YUK». Hlenkaure «OK».

5. OcyniecTBUTE MOUCK BCEX JOKYMEHTOB, IJIe YIIOMUHAETCS O Che3/iax COBETOB.
«[IPABKA — HAUTHN». be3 Bcakux kaBbryek BBeauTe «Cohe3m» U Haxmure «OK».
6. OcymiecTBUTE MOUCK BceX MpoTokojioB Moskaiickoro YUMKA B 1 omucu donna

Mosxkaiickoro YUKA. JIns 3TOro Hy’KHO IOCTPOUTH
sampoc: ®AUNIT — CO3JIATD. lenxuure mo daaxky SAIIPOC — CO3JATh.
none «KPUTEPUM OTBOPA» BBeaute 1o, ONEpaTopbl W HX  3HAYECHHUS
(BUI_NTOKYMEHTOB — IMOX0Xe Ha — «IIpoTokons» u 1p.)
Bribepure nosnst pesyibrara.
Ilenkaute o «BBIITOJIHUTH 3AITPOCy.

KoHTpoabHbBIE BOTIPOCHI:

l. HazoBute sranel co3manus AUIIC. KakoBa ponp apxuBHCTa Ha KaXKIOM U3
3TanoB?

2. HazoBuTe n3BecTHBIE BaM MOJEH (CTPYKTYpPbI) TaHHBIX ?

3. B yem npeuMymiecTBa 1 HEJOCTATKH PEIISIIMOHHON MOJEIN JaHHBIX?

4. KakoBa meronuka noucka uadopmarun 8 AUIIC?

5. Kakum oOpa3zom oOnerdaercsi TpyJ COCTaBUTENsS JJICKTPOHHOM OIMHUCH TIO
CPaBHEHUIO C TPAAUIIMOHHON?

6. B yem npeunmyiecTBa 3J€KTPOHHOW OMKCH Tepe] TPATUIIMOHHONW C TOUKHU 3pEHUS

METOAMKH MOKMCcKa nHpopMauu?

Jlureparypa:

I'apckoBa .M. ba3bl u 0GaHKM MaHHBIX B UCTOPUYECKHX HccaeoBaHusx. M., 1994,
Yacts 2. Texuomorusa 0a3 manueix. C. 47-84.

Kucenes M.H. O6 aBromatuzanmuun HCA k apxuBHbiM gokymentam / M.H. Kucener //
WNudopmannonsslii 6rosierens accounanun «Mcropust u kommerorep». — M., 1998. — Ne 23,
— C. 22-30.

Tema 2. CoctaBieHue y4ETHBIX JOKYMEHTOB M CO3/IaHUE MAcIOpTa apXuBa ¢ IOMOIIbIO
0011e0TpacaeBbIX MporpaMM «ApXuBHbIA poHI» 1 «DOHIOBBIN KaTamor». 4 yaca.

Lenb paboThl: OCBOCHHE CTYIEHTAMU OCHOB (DYHKIIMOHHPOBAHHUS OTPACIECBOM CHCTEMBI
aBTOMATU3HPOBAHHOI'O LEHTPAIN30BAHHOIO y4€Ta JOKYMEHTOB.

B pe3ynbrare paboThl CTYAEHT JOJKEH 3HATH:

- Ha3HayeHHe U QyHKIUHU, OCHOBBI HHTep(delica mporpaMMbl « ApXUBHBIN POHI;

- Ha3zHaueHue U QYHKIKHU, OCHOBBI HHTep(eiica mporpaMmbl « DOHIOBBIN KaTaJIOT.

B pe3ynbraTe paboThl CTYyACHT AOTKEH YMETh:

l. paborate ¢ mporpamMmMol «ApXHBHBIM (OHI» B pPEKUME TOIH30BATENS H
aJMUHUCTPATOPA;
2. BBOJIUTH JJAHHBIE U3 JOKYMEHTOB BHYTPEHHEIO Y4YET ApXUBa

(;tucta donma, onuceil) B pa3iesabl OCHOBHOI'O MEHIO IPOrpaMMBbl « ApXUBHBIN (HOHI» —
(G OoH]I, OTIKCH, IBMKEHUE JJOKYMEHTOB;

3. CO3/1aBaTh C OMOIIbIO MPOTPaMMbl «APXUBHBIN (HOHI» MACIOPT apXUBa;

4. HacTpauBaTh nporpammy «DOHIOBBIM KaTtalor» B pexuMe aJIMHUHHCTpaTopa U
OCYIIECTBIISITH SKCIOPT NaHHBIX U3 IpOrpaMMbl « ApxuBHBIH houm (AD);
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5. 10JIy4aTh CBOJHBIN Macnopt apxusa B nporpamme «PoH1oBeIN Katanor» (PK).

[TporpamMmMHoOe obecrieueHue:

1. Iporpamma «APXMBHBIM ®OH/I» 2.0 umn 3.0 for Windows (®enepanbhas
apXuBHAs CIIyx)0a).

2. [Iporpamma «®OHJJOBBINN KATAJIOI CYBBEKTA ®EJEPALIMW» 1.0 for
Windows (®PenepanbHasi apXxuBHas Cyk0a).

Pa3narounsie MaTepuais:

- 3aroJTHEHHBIN JTUCT (POHTA.

[IpakTuueckoe 3agaHue:

[lepen HauamoM pabOThI BCIOMHUTE:

l. KaxoBbI TnaBHBIE 331241 y4€Ta JOKYMEHTOB B apXHUBeE?

2. B yeMm ornuume BHYTpEHHEro ydera JOKYMEHTOB OT LIEHTPAJIM30BAaHHOI'O ydeTa
JIOKyMEHTOB?

3. UYro sBIIETCS €IMHULIEN yYeTa ApXUBHBIX JIOKYMEHTOB?

4. KakoBbl OCHOBHBIE (DOPMBI ydeTa TOKYMEHTOB B TOCYAaPCTBEHHOM M BEJIOMCTBEHHOM
apxuse?

OO611ee 3HAKOMCTBO € TTPOTPaMMOit

3arpysutre Word for Windows. Ortkpoiite ¢aitn  C:/WFOND/DOC/manual.doc.
3akoHncnektupyire pazaens: HASHAUYEHUE

[MPOI'PAMMEI, CTPYKTYPA NHOOPMAILITMOHHOI'O MACCHBA.

Ipocmotpute  pasmensi M3MEHEHWE TIAPOJIEM, MEHIO B PEXHME
[MTOJIb3OBATEJISA U PEAAKTOPA, ITYTEBOJUTEJIb.

CaepauTe (aiin, He 3aKpbIBasi €To.

Bossmure JINCT ®OHJIA u BBeauTe TaHHbBIE B TaOIHIBI B/

«ApxuBHBIN HOHT.

Jiist aTOTO:

3arpy3ute nporpammy A® u BolauTe B HEe Mo nmapoieM «2» (pemakTopa);

BeIOepuTe B ri1aBHOM MeHI0 myHKT @OH/I; nepen Bamu mosiBUTCS CHMCOK BBEIEHHBIX
panee ¢honao; HaxxmuTe Enter. Bor Boiiaere B pazgen @POH/I.

Haunute ¢ ITOCJIEJJHET'O mo Bpemenu mnepenmeHoBaHusi (ponmoodpazoBatens. Ero
BBeauTe B Tabmuity ®OHJI, mepBoIit 3KkpaH,

TOJIsL KTIOJTHOE Ha3BaHUE (POHIIA», «COKpAIICHHOE Ha3BaHUE (POHIIAY.

BBenure Takke HaHHbIE B TMOJS «HOMEpP (OHIA», «KATErOpUs», «HAdalbHAsl /aTay,
«KOHEYHAs J1aTa.

bonee pannue HazBanus GonmoobOpaszoBarens BBenute B pazaen [IEPEMMEHOBAHUA
(mynkT BepxHero meHto PA3/IEJIbI), 0603HauMB JaThl KaXKIOT0 Ha3BaHMUS.

Wrak, Ber BBenmu B B/ oOume cBenenus o GoHme w3 MEpBBIX pas3ziesoB JucTa (QoHma.
[Iponomkaem nocneaoBaTENbHO MOMOJHATD

nanHble o HameM (ouae. Crnemyrommuii pa3aen aucta ¢oHAa — «YUeT HEONMUCAHHBIX
MarepuanoBy (T.e. POCCHIIHN).

1. BBenuTe naHHbIE O KOJIMYECTBE €UHHI] XpaHEHUS! POCCHIIU U3 pa3jena jucta GoHaa
(yuet HeonmcaHHbIX MaTepuainoB) B pasaen «IBIMDKEHUE JJOKYMEHTOB». [lns storo:

- BbIOepHTE MyHKT BepxHero MeHio «PA3JIEJIbI»;

- Be1OepuTe noanyHkT «/JIBVDKEHUE JOKYMEHTOBY, nanee — JJOBABUTD,
POCCHIIIb, ENTER. IlocinenoBareabHO

COXpaHsisl, BBEIUTE BCE MOCTYIUICHHS M BCE BBIOBITHSI POCCHINH, yKa3aHHBIC B JIUCTE

dhonma.

2. Crnenyronmii paznmen nucta GoHIa — ydYeT ONMHMCAHHBIX JOKYMEHTOB. BBeaurte B
noapazaen OIIMCU (mynkr BepxHero meHio PA3JIEJIbI) manHple 0 HOMepax, Ha3BaHHUAX
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KpallHUX JaTax OmMceld, 3amMCaHHBIX B JHUCT (oHIA. BriOepuTe COOTBETCTBYIOLIMM BHIIAM
JIOKYMEHTOB «THII OIIHACHY.

3. Beenure B noxpazaen «ABVDKEHUE JIOKYMEHTOB» (myHKT BEpXHETO MEHIO
PA3JIEJIbI) nannbie 000 BceX MOCTYIJIEHUS! M BBIOBITHSX ONMMCAHHBIX MaTepUalioB, YKa3aHHBIX
B sucte onna. /g sroro obpaturecs k noamnyHkry meHio «/IBVDKEHUE JJOKYMEHTOB»,
BeiOepute JIOBABUTD. Kak Bumute, mepen Bamu Bo3nuk crimcok omwuceit gonma. Beibepure
HY)KHYIO OIIMCh, B KOTOPOM NPOM3OILIO IBM)XEHHE JOKYMEHTOB. BBenuTe roj IBHXKEHUS,
BbIOEpUTE BUJ JABIKEHHUS, U, CAMOE IJIaBHOE, KOJIMUYECTBO MOCTYNMBIIUX WM BBIOBIBIIUX M€,
MOCJIEIOBATEIBLHO COXPaHss KK IyHo 3anuch (MyHKT HIkHEro MeHI0 «COXPAHUTDY).

4. CuoBa obOparutech k Word for Windows. Ilpouwtaiite paszmen 8 «MEHIO
AJIMUHUCTPATOPAY. 3anumunTte MyHKTH MEHIO. 3aKpoiiTe (ai.
5. 3akporite mnporpamMmy A®d wu CcHOBa 3arpy3uTe €€ IMoJ TmapoieM «3»

(ammunucTparopa). Boiinute B pasnen ITACIIOPT. 3anonHuTte Ha3BaHUE apXWBa, YKa3aHHOE B
mucte ¢ponna. llenkaure mo CHUTATH CBO/IHBIE. 1 nonyuuTe cBOAHbBIE TaHHBIE MacloOpPTa.
lenxuute no CJIEJYIOIUN SKPAH u npocmotpure [TACIIOPT APXVBA.

3akpoiite nporpammy AD.

6. 3arpy3ure MS Word.

3arpysure ¢aitn FK/DOC/Manual./doc.

7. 3aKOHCIIEKTUPYWUTE Pa3AEibl:

Ha3naueHnue nporpaMmsl,

CrpykTypa uH()OPMAIIMOHHOTO MAacCUBa,

OO0OHOBIEHUE TAHHBIX.

8. Barpysute mporpammy @DOHJJOBBIM  KATAJIOT mox mapomeM  «3»
(amMuHHCTpATOpA).

Boiinure B paznen OPI'AH YIIPABJIEHNA.

Beenenue B paznen [IOJIHOE HA3BAHUE nanubie 00 oprane

yIpaBieHUs apXUBHBIM JesioM. Hanpumep, ApXuBHBINM 0TAEN IpU

agMuHUCTparuu Bomoroackoit oomactu.

B paznen COKPAILIEHHOE HA3BAHUE — AO Bomnoroackoit

o0rnacTH.

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

CoxpaHuTe TaHHBIE.

9. Boiinute B paznen APXUB, BBeaute nanubie (13 aucra GoHaa)

B TIOJIS:

[TOJIHOE HA3BAHUE APXWBA; COKPALIEHHOE HA3BAHUE (manpumep,
I'ABO).

AJIPEC APXUBA, Boibepure coorBerctBytommii YPOBEHb u TUII (nanpumep, mis
IMAM — myHununaibHbid apxuB). CoXxpaHUTE TaHHBIC.

Bribepure B crnucke Bam apxuB. Haxmure ENTER, Ha Bompoc mporpammsl 00
ucrounnke naHHbIX BBenute aapec G\wfond\DBF, menkaure mo SELEKT, B mynkte I'OJ]
MOCTaBbTE CaMbIi paHHMI TOA, 3a KOTOphli y Bac Obuto m3MeHeHHe (TOCTYIUIEHHE WIIH
BBIOBITHE) YyueTHbIX JaHHbIX. Haxkmure ENTER. Jlokautech TOSBICHUS  HAIIUCH
OBHOBJIEHUME JAHHBIX VCIIEIIHO 3ABEPIIEHO. [lanuele nporpammel A®
ckonupoBanuck B nporpammy OK. Haxmure ENTER.

10.  3akpoiite nporpamMmmy @K u emie pas 3arpysure ee ¢ naposem «2» (peaakropa).

Tenepp MaccHB y4YeTHBIX JaHHBIX PETMOHA IONOJIHWICS JaHHBIMH Bamiero apxusa.
VYoenurecy B 3ToM. Otkpoiite pasnen APXUB®UIIBTP. BeiGepute Bam apxuB, Haxmute
BBIITOJIHUTD.

Boiinute B paznen ®OH/I BriGepute Bam apxus, Hasxkmute ENTER.

[Ipocmotpute m3roroBneHHbiii Bamu [lacmopr apxumBa B pazgene [TACIIOPT (myHkT
BepxHero meHto PA3JIEJIBI).
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Paboras ¢ mporpammoii, MOKHO TONYYUTh CBOJHBIN macmopT mo Bamemy apxuBy 3a
passbie To/bI (mopasaen «CBOIHBIN MacopT).
Jlnst gero cimyskat noapasaensl «J{uHamuka — adc.»; «/Iunamuka %»?

KOHTpOJ'ILHBIe BOIIPOCHI:

l. [loueMy uMEHHO Yy4yeT JOKYMEHTOB CTaJl OJHUM W3 MEPBOOYEPEIHBIX
HaIpaBJIEHUN KOMIBIOTEPU3ALIMM apXUBHOTO Aeia’?

2. B uem BaXHOCTh HpUMeHEHUs OOIIeOTpacieBbIX (TUMOBBIX) 0a3 JaHHBIX AJIs
BEJICHUS yyeTa JOKyMEHTOB ApXxuBHOro ¢onaa PD?

3. KakoBbl  mpeumyiiecTBa  aBTOMaTHU3MPOBAHHBIX  CHUCTEM  ydeTa  Iepej
TpaZULIMOHHBIMU YUYETHBIMU CIIPABOYHUKAMU?

4. Hazoute ocnoBHbie ¢Gyukmun AUWUIIC «ApxuBHbii GoHay U «DOHIOBHIN

KaTtajaor CY6’LCKT3. (Dez[ep alm,).

5. Kak cTtpoutcsi aBTOMaTH3NpOBaHHAS CHCTEMa IIEHTPAIM30BAHHOTO yYeTa JOKYMEHTOB
ApxusHoro ¢ponga PD?

Jlureparypa:

1. BpeMeHHbI1 TOPSAOK aBTOMATU3UPOBAHHOIO TOCYJAPCTBEHHOTO y4eTa JOKYMEHTOB
ApxuBHoro (¢onma Poccuiickoit ®epepanmu, XpaHALNIMXCS B TOCYJAapPCTBEHHBIX U
MYHUITUTIATBHBIX apXuBax (yTBEpkIeH npuka3zom Pocapxusa ot 23.10.2000 Ne 64.

2. Enuublii  mopamok — 3anojiHeHMss — nojed  EnuHOM  aBTOMAaTW3MpPOBAHHOMN
WH()OPMAITMOHHOW CHUCTEMBI, COCTOSIIEH W3 MPOTrPaMMHBIX KOMILUIEKCOB «ApPXUBHBIA (OHIY,
«®DonnoBbI KaTanory, «LlenTpanbubiii ponmoBei kKaTamor». [Ipoekt. / M.: 3AO «AJIAIIT»,
20135 Poccus (2002—2010 roasn)»

Tema 4. Co3maHue Y4YETHBIX JIOKYMEHTOB apXvBa M TMACIOpTa apXWBa C MOMOIIBIO
IpOTrpaMMbl «YUeT apXuBHOTO (HOHa». 8 4acoB.

[lenb paboThI: OCBOEHUE CTYJEHTAMH METOIMKH aBTOMATH3UPOBAHHOTO BHYTPEHHETO U
LEHTPAIM30BaHHOTO y4eTa apXMBHBIX JIOKyMEHTOB, IpuMeHseMoil B [nmaBapxuBe r. MOCKBHI,
MpUOOpEeTEeHNE HABBIKOB CPABHEHMSI IPOTPAMMHBIX MTPOTYKTOB.

B pesynbrare paboThl CTyI€HT JOJDKEH 3HATh:

- Ha3Ha4yeHHe M (YHKIHMHM, OCHOBBI MHTepdelica mporpaMMbl «Y4eT apXUBHOIO
donmay;

- paznuune Mexay pexkumoM nononHeHus b/l B pexume @OHJI- OITMCH u B
pexume AKT.

B pe3ynbraTe paboThl CTYI€HT AOTKEH YMETh:

- HACTPaWBaTh NMporpamMmy «YUeT apXuBHOro (OHIa» B PEKUME aJIMUHUCTPATOPA,
BBOJIUTH TOJTH30BaTENIEH M BEIOUPATh (DOPMBI OTUETA,

- pabotate B mporpamme «Yuer apxuBHOro ounna» B pexxume ®OH/(-OITMCD,
BBOJUTH JaHHBIEC U3 IOKYMEHTOB BHYTPEHHETO y4eT apxuBa (JucTa (oHAa, onuceil) B pa3iessl
OCHOBHOTO MEHIO IporpaMMmbl «Yuer apxuBHoro ¢ouna»y — ®OHJ — IIOIIOJIHEHUE B/JI;
OIINCb — ITOIIOJIHEHUME BJ1, EJl. XPAHEHU L.

- CO3/1aBaTh C TIOMOIIBIO TIPOTPAMMBI «YYEeT apXUBHOTO (POHIa»

aucT poHAa, KHUTY ydeTa MOCTYIUIEHUH apXuBa, CIIUCOK (hOH-

JIOB U JIpyTHe JOKYMEHTHI BHyTPEHHETO yUeTa.

[TporpammHoe oOecnieueHue:

WuTerpupoBanHas aBTOMAaTH3MpPOBAHHAs cUCTeMa «YueT apxuBHOTO ¢GoHma» (AO
HNucodr).

PazgaTounbie maTepuansl:

- 3anoyiHeHHbIe JTUCThI (POHI0B Ha ABa (HoH/a,
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- Onuce aen Gpouaa,

- PyKoBOJCTBO MMOJIB30BaTENS MPOTPAMMBI « YUET apXUBHOTO (DOHIA».

[IpakTuyeckoe 3ananue 1-4 gaca. [lepen HayamoM paboThI

BCIIOMHUTE:

1. Kakue yuyeTHble NOKYMEHTHI INO3BOJISIET MOJYYUTh W pacliedaraTbh Mporpamma
«ApXxuUBHBIN HOHI»?

2. KakoBbl OCHOBHBIE JOKYMEHTHI M JIOTIOJHUTENIbHBIE JJOKYMEHTHI BHYTPEHHETO
ydeTa B TOCyITapCTBEHHOM apXuBe?

3. KakoBbl OCHOBHBIE JOKYMEHTHI M JIOTIOJHUTENIbHBIE JJOKYMEHTBI BHYTPEHHETO
ydeTa B TOCyITapCTBEHHOM apXxuBe?

WuTerpupoBanHas aBTOMaTH3UpPOBaHHAs cucTeMa «YueT apxuBHOro Qonga» (YAD)
IIpelHa3HaueHa AJIs BEI€HUS IEHTPAJIN30BaHHO- IO y4eTa JOKYMEHTOB KaK 10 apXHBY, TaK U IO
apXHWBOXPAHWIHILLY.

Cuctema pazpabotana pupmoii «Mucopt» nist 'AY r.Mocksbl.

HaynuTe 3HaKOMCTBO C MPOrpamMMoi ¢ IEMOBEPCHH.

3arpysure Microsoft Internet Explorer (Ilyck — IIporpamMmmber — MS Internet Explorer).

B none «anpec» BBeauTe www.insoft.ru. Jloxxaurecs 3arpy3ku caifta.

Illenkuute no 3actaBke «/lemoBepcum». Jloxkaurech 3arpy3Ku CTpaHULIbI.

[IlenxkHuTe no mnepBoll cTpoke «MHTEerpupoBaHHas aBTOMATH3MpPOBaHHAs CHCTEMA
MOCKOBCKOT0 TOpO/ICKOT0 00BEAMHEHNS apXUBOBY.

Jloxxaurech 3arpy3Ku CTpaHULBL.

Bri6epute myHkt menio «[IOMOUIby», Boiiaute B paznen «O cucreme, BHINHUIIUTE B
TeTpaab JaHHbIE O Mporpamme u pazpadoruuke. lllenxuure mo OK.

Botinute B myHKT MeHIO « AKTy. lllenkauTe mo «HOBBII AKT»

CJIEBA, CAMOCTOATEIBHO OIPENEIUTE M 3alUMIIMTE IOCIEI0BAaTEIBHOCTh JAEUCTBUN IS
BBEJICHUS B aKT NepepaboTKU OMUCEH:

BBenenus yuernoix nannbix mo Hooit onmcu Ne 3.

Vnanenus Bcex aen omucu Ne 3.

Boiinure B nynkt mento BEJIEHUE YYETHBIX TOKYMEHTOB.

CaMOCTOSITETbHO YCTAHOBUTE MOCJIEA0BATENBLHOCTD ICUCTBUIA:

HEOOXOMMBIX JIJISl BBEJCHHSI CBEICHUN B JIUCT (POHIIA;

HEOOXOAMMBIX JJIS BEICHHS CTICKa (POHIOB;

HEOOXOJUMBIX, ISl TOJYYEHHS CBEACHHUNW O COCTOSIHUM KaXKIOW CIUHUIIBI XPaHCHUS
(BHUMATENIFHO CMOTPUTE Ha pa3eibl IJIaBHOTO MEHIO BBEPXY).

VYcraHoBUTe M 3alUIINTE, KaKWe JTOKYMEHTHI BHYTPEHHEIO y4eTa MO3BOJSET COCTaBUTh
cUCTeMa. YCTaHOBHUTE W 3aMUIINTE, KaKue JOKYMEHThI LIEHTPAJU30BAHHOTO y4eTa I03BOJISIET
COCTaBUTH cUcTeMa (IIYHKT MeHIO «BelleHrne y4eTHbIX TOKYMEHTOBY ).

Kaknm 00pa3oM MOXXHO COCTaBHTh MACTIOPT apXuBa?

2. Tenepb nepexouM K IIpakTHKE. 3arpy3ute nporpammy «Y Ady,

mienkHyB Mblbio 1o [IYCK — [TPOI'PAMMBI — YUET APXHWB HOI'O ®OHJA —
A/IMUHUCTPATOP. IIporpamma 3amyCTUTCA B peXUMe aaMUHUCTparopa. ll{enkHuTe Mbliibio
o HACTPOMKA B/I.

Cozpnaiite B/l. Beenute B okao CO3JAHUE B/I anpec G/arhive/dbf.

[llenxkuure CO3JATH, OK. Bel BepHeTech B OCHOBHOE MeHIo. lllenkHure OAMIIBI
OTYETOB. Beenute B oTkphiBieecst okHo aapec C:/ arhive/reports. [llenknute SELEKT, OK.

[llenkuure no myHkty [IOJIB3OBATEJIM rnaBHoro meHw. Bam cienyer BBecTu
MOJI30BATEJIEH U MPUCBOUTH UM IPABA, HA3HAUYUTDH MMAPOJIH.

Wrak, nHaunnte ¢ nkoHku «HoBas 3amuck» BHU3Y (muctouek). B mome ®MO BBemute
CBOIO (paMmIIMIO, MTPHUCBOITE cebe (PyHKIMHM aIMUHHCTPATOpa, IIEIKHYB MO (pIakky U BBIOpaB
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nyHKT «AJIMUHUCTPATOP» u3 BepxHEro MeHw. YKaXHUTe Napoib «1» M MOATBEp:KICHHUE
«1». Hlenkuaure mo nkonke COXPAHUTD (auckera BHUZY).

Cuctema rotosa k padote. lllenkaure mo BBIXO/.

7. 3amyctuTte mporpammy B pexume mnonb3oBarens. lllenkaure mpimbo mo ITYCK-
ITPOTPAMMBI — VUET APXMBHOI'O ®OHIIA — YAD.

Haiinure BBepxy cTpOKy INIaBHOTO MeHI0. B 1ieHTpe pabouero okHa HaXOJQUTCSI Ha3BaHUE
apxuBa. YToObI HauaTh pabOTy ¢ CUCTEMOM ClIelyeT BBECTH CBOIO (DaMIIIMIO U MApOIb « 1.

[Iporpammon npeaycMOTpEHBI BE CUCTEMBI ydyeTa — A0 coxpaHeHus llacnopra apxusa
u nocsie coxpanenus [lacropra. Pexum ydera 1o coxpanenus Ilacnopra apxuBa npenHa3HauYeH
st BBoma  Oombmumx  MaccuBoB  mHpopmammu  3A  TIPEIABIAYIIWME T'OAbIL. 3to
MOATOTOBUTENBHBIN 3Tan ydera. [locie coxpaHeHMs nacmopra 3TOT PEKUM CTAHOBUTCS
HEJOCTYMHBIM — W3MEHEHHUS B IaHHBIX MOKHO OCYIIECTBIISITh TOJBKO Yepe3 MyHKT MeHio AKT.
[IpencraBum cebe, uTo aHHAs cucTemMa BBeaeHa B apxuBe B 2001 rofy, a yudeTHbIE JOKYMEHTBI
umerorcs 3a 40 nmer. CHauvana ciieqyeT BBECTU JaHHbIE 000 BceX (OHIaX M OMHCSIX apXuBa,
otnoxxuBmmxcs 3a 40 ser.

B pexrMe nepBoHa4YaIbHOTO MOIMOJHEHUS JaHHBIX OCHOBHBIMU

apisitorest Tpu nmyHkTta: @OH-OITMCh-E/I.XP. Pabora HauMHaeTcs ¢ MyHKTa MEHIO
®OH/JI. Pexxum omucu CTAaHOBUTCS AKTHBHBIM IIOCJIE€ BBOJAA W BbIOOpa ¢oHmA, YTOOBI HE
HapyIIUTh CKBO3HYIO HyMepaIiio onrcel B pamkax (hoHa.

8. IlllenkauTe MBIMBIO TO MyHKTY TmaBHoro meHto MOHJI. 3aTem BpIOEpHUTE MYHKT
[TOITIOJIHEHUE B/. Bo3bmure nuct nepBoro ¢onaa. Beeaure B kapTouky (oHIA CBEACHUS O
donme:

- HoMep (oHna;

- kareropuio ¢ponna (BeiOepuTe, UCXOAS U3 €T0 LIEHHOCTH);

- cocTosiHue (PoHAA (IIEITYOK MO CTPEJIKE CIIPaBa, «B HATUYHNY);

- nH(GOpPMaLIMI0O O TOCTYIUIEHWU (BBEOUTE JaTy IMEpPBOTO MOCTYIUIEHUS C JIMCTa
doHma);

- BBeuTe HOMep apxuBoxpanuiuia B nose APXNUBOXPAHUJINIIE 1;

- KOJIMYECTBO  HeomucaHHblx  marepuasioB B none  HEOIIMCAHBIE
MATEPUAIJIBI;

- OT KOT'0 MOCTYNUIN MaTepuaiibl (0T poHI000pa3oBaTes).

OcranbHble MOJSI KapTO4YKU (POHJA HEIOCTYIHBI, TaK KakK JAaHHbBIE CIEAYyeT BBOAWUTH B
nmyHkTe rinasHoro MeHio OITHCD.

Opnako 3amonHeHHe KapTouku ¢oHna eme He 3akoHueHo. lllenkHure mo BKIagke
HA3BAHUE ®OHJIA, ykaxkuTe mociaenoBaTeiIbHO Bce Ha3BaHUs (OHMIA, YKa3aHHBIE B IEPBOM
pasnene nucta Gorna u ux kpataue aatel (most HASBAHUE ®OHJIA, IATA HAUAJIbHAA,
JHATA KOHEYHAS).

Buaumanue!

Ilocne BBoma KaxJaoro Has3BaHMA (OHAA HAIO €ro COXPaHUTh (LIEJIKHUTE IO
MUKTOTpaMMe C KeNToi auckeTod BHU3Y). Eciu Ha3zBaHue oHIa HE MMEET TOYHBIX KpalHUX
JaT, CJIeyeT BPYUHYIO PacIlOIOKUTh Ha3BaHUS B TOM IOCJIEI0BATENBHOCTH, B KOTOPOWH OHU

npuBeleHbl B JHUCTe (oHAAa (MCHOJB3YyHTE KHOIMKH CO CTPEIOYKaMH BBEPX-BHU3).
IIpenBapuTENbHO HYXHO BBLACIUTH MBIIIBIO CTPOKY C Ha3BaHUEM, a 3aTEM IEPEMECTUTH €ro
BBEPX WJIM BHU3 HYXXHOU KHONKOW. Eme pa3 coxpanute gaHHble B KOHIE. [llenkHuTe o nkoHke
c nseppto BHM3Y. llenknure mno Bkinaake AHHOTAILIMS. BBenute KpaTKyl0 aHHOTALUIO
JOKYMEHTOB (hoH/a (BUIBI JOKYMEHTOB, TemaTnka). Coxpanure nanusle. lllenkHure no ukonke
C JIBEPBIO BHU3Y.

Bxnanky COCTAB ®OHJIA He TporaiiTe, OHa 3alOJHUTCSA aBTOMaTu4ecku. lllenkHure
110 MKOHKE C JBepbio BHU3Y. Eciin Bbl 3a0b1TH COXpaHUTH JJAHHBIC, MOSBUTCS «BOMPOILAIOIIEE)
okHO. Bribepure
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BBIXOJI C IIPOBEPKOI. Hu B xoem ciydae He BeIGupaiite OTMEHMTH
NU3MEHEHUA! Torna Bce Bamm crapanus mnpomaayT BTYHE M HOBbIE JaHHblE OyAyT
YHUUTOKEHBI!

AHaJIOTrMYHBIM 00pa30oM BBEIUTE JaHHBIE CO BTOPOro jucTta (oHIa U U3 onucHu QoHaa
(POHA-ITOITOJIHEHME BJI).

9. BBenute naHHbIe 0 KOJIMYECTBE €AMHUIL XpaHeHUs onucedt pouaa 1, 2 (muctel poHaa)
u 3 (omuck Gouma). s storo HyxHo Boitu B paznen OIIMCh. [JomxHo ObITh, BBl 3aMeTniiu,
YTO NOCTIE COXPAHEHUS MePBOM KapTOUKU (POH[A, 3TOT MyHKT MEHIO CTaJl aKTUBHBIM.

Opnnako i Toro, yToObl BBecTH AaHHble B pasaen OIIMCb, chauana crnemyer Hailtu
¢dbonx, onucu koroporo Ber Oynere BBoauTh. st 3TOr0 Hy»KHO BOWTH B MyHKT MeHr0o ®OH/I-
BbIBOP ®OHJIA. Ilepen Bamu Bo3HUKHET opMa i BBOJIa KPUTEPHUEB TIOUCKA.

OcymectBuTe mouck (oHAA MO PSAY KpUTEpHEB (HOMEp, COCTOSIHME — B HAJTUYHH).
enkaure no ukonke ITOUCK (kpacnas nmyna BHH3Y). CaMblif mpocToil crnoco0 MONTy4uTh
CIIUCOK BCEX BBEICHHBIX (POHIOB — MIETKHYTH 10 uKOHKE JIYIIA BHH3Y, BOOOIIIE HE BBOIS

KpUTEepHeB moucka. HaBenure Kypcop Ha Ha3BaHME NMEPBOTO (OHJA B CHHCKE, JIBAXKIIBI
HienKHUTe 1o Homepy (onaa. Ilossurcsa kaprouka ponaa. Ternepb MOXKHO MPUCTYIIUTH K BBOY
cBeZieHmit 00 omucsx (oHa.

[[{enkauTe MpImb0 M0 MyHKTY IiaBHoro MeHro OIIMCD. IlosButcs kapToyka ONuCH
nepBoro Gpouaa.

Bozbmute n1cT COOTBETCTBYIOMIETO (POHAA U MOOYEPETHO BHECUTE CBEACHUS O Ka)I0H
OIMCH: HOMEp OITMCH, Ha3BaHWE OMMCH, TUI OMUCH U CHOCOO0 BOCHPOM3BENEHUS BbIOEpUTE U3
cnucka (crpenka crnpasa) o cmeiciy. B mone KOJIMYECTBO TOMOB mnocraBete 1, B mose
AHHOTAIMA BoummTe KpaTKyro XapakTEpUCTUKY COCTaBa M COAEPKaHMsI JOKYMEHTOB OIHCH;
B nojie CPOK XPAHEHUSA — Bnumnte «moctossHHOY». O0s13aT€ILHO MPOCTABBTE KOJIUYECTBO
€IMHUI] XPaHEHUs B ONTUCH (CM. JTUCT (DOHIA) U KpailHUEe JaThl JOKYMEHTOB OMHUCH (CM. TaM Xke).
Henxnute nmo nukrorpamme COXPAHUTD (nuckera BHU3y). Eciu BBl 3a0bIIM COXpaHUTH U
menknymu BIXOJI, BeiGepute B mossusmemcs okae BBIXOJ[ C IIPOBEPKON.

Taxkum xe cmocobom (OITMCH-TIOIIOJIHEHUE BJl) BBegmtTe cBemeHuss 000 Bcex
onucsx gaHHoro ¢ounna. 3arem Haiinute Bropoii pona (POH/[-BBIBOP ®OHJIA). Beenu-

Te cBeneHus ¢ Jlucra ponma 060 Bcex ommcsax maHHOTO (PoHIA. 3aTeM BO3BMHTE OIMHUCH
¢doHma u BBenuTe NaHHbIE 00 3ToM ommcu. OTkpoiite myHkT rnaBHoro mento EJIMHUIIA
XPAHEHMU u BBeauTe 3arosiOBKHM MATH €I U3 ONHMCU. B ITaHHBI MOMEHT BBl CO3JAacTe HE
TOJIBKO YUETHBIN, HO U TIOUCKOBBII CIIPAaBOYHUK — apXUB-HYIO OIHCh.

10. OcymiectBuTe MOMCK HHPOPMAIMK 00 OMHCIX BBEIEHHBIX (POHJIOB.

st aToro Beidbepure myHKT riaaBHoro mexto OINIMCh-BBIBOP OITNCH.

[TostBUTCSL OKHO JUIsl YCTAaHOBKM KpUTepHeB mnoucka. OCylecTBUTE MOUCK MO Ha3BaHUIO
onucu. s storo abcomoTHO HeoOs3aTenbHOo BBOAuTh B moine HA3ZBAHUME OIIMCHU Bce
Ha3BaHMd. JlocTaTrouHo oaHOro cioBa. Ho mpu 3TOM cieayeT BBHINOIHATH MPaBUila COCTAaBICHUS
3ampoca:

%oTnen% — cI0BO BCTpEYaeTCs B TIOOOM MECTE Ha3BaHMS;

otaen% — cJI0BO BCTpeuaeTcs 00s3aTeIbHO B Hauajle Ha3BaHUS;

%o0Tnen — Ha3BaHUE 3aKaHYUBACTCS JAaHHBIM CIIOBOM;

%otnen%xkanpo%ynpapneHus% — m000€ coueTaHHe CIOBO+

CIIOBO+CJI0BO.

OtmetsTe BHM3Y nepekmodarens COOTBETCTBUE XOTS bbl

OJHOMY VYCIIOBUIO. llenkunute no kHonke [IONUCK BHH3Y.

AHaJIOTHYHBIM C1IOCOOOM OCYIIIECTBUTE MOUCK O KpaitHUM Jatam

JIOKyMEHTOB ONMCEH; [0 aHHOTaluu onucu. B pesynprare Bcex ycmnuil nepen Bamum
MOSIBUTCS CIUCOK onucei. [IpocmoTpute kapTouku

HalJICHHBIX OIMKCEM, IIeJIKas 10 UX HOMEPY.

Haiing onmck, nonpoOyiiTe HallTH BBeAeHHBIE Aena. OCyIeCTBUTE MOUCK 0 KIIOUEBOMY
CJIOBY (XOTs1 OBI OZTHO CJIOBO M3 3aroJIOBKa Jiell, KoTopoe Bel moMHHTE).



36
Ob6pature BHUManue, uto pexxuM AKT HegocTymeH.

11. Otkpoiite nyHkt raaBHoro Menro COCTABJIEHUE YUETHBIX JIOKYMEHTOB.

[TonpoOyiiTe caMOCTOATENbHO, CIeAYs yKa3aHUSIM POTPaMMBI,

COCTaBUTh CIHUCOK (DOHIOB apXxuBa, peecTp omucel J000ro u3 BBeAeHHbIX Bamu doHma,
muct ogHoro u3 QoumoB. CpaBuute noiydensslii u3 b/l Jluct ¢onga ¢ opurunamoMm. Kakue
paszensl JucTa GoHa OCTATUCH HE3aOJTHEHHBIMU?

B TerpamM COCTaBbTE CpPABHUTEIBHYIO XapaKTEpUCTHKy mporpamMMm «APXVIBHBIN
OOHI» u «YUET APXMBHOI'O ®OHJIA» ¢ Touku 3peHust TpeObOBaHHI K 00OPYIOBaHHMIO,
GyHKUMH, ONTHMHU3AIMKM yuyeTa, yJIoOcTBa HHTepdeiica, OT4eToB, crouMocTu. Cremaiite
3aKJII0YEHUE T0JIb30BaTEIs.

KoHTpobHbBIE BOTIPOCHI:

l. B uem cxozxctBO M paznuune QyHKIMHA nporpaMM «ApXHUBHBIH QOHI» U «YUeT
apxuBHOTO poHIA»?

2. Kakue yueTHble NOKyMEHTHI BBl MoO)XeTe MNOJy4UTh B KAaueCTBE OTUETOB C
MTOMOIIIBIO TTPOTPaMM «APXUBHBIN GOHI» U «YUeT apXuBHOTO GoHma»?

3. KakoBbl 1OCTOMHCTBA M HENOCTAaTKM KaKJOW M3 MpOrpamMm C TOYKM 3pEHUs
apXUBUCTA, HCIIOJIB3YIOLIErO UX Ul OpraHU3aliy aBTOMAaTU3UPOBAHHOIO y4eTa B apXHUBe?

4. Kakue pasnenst Jlucra ¢ponga Bam He yianock cOCTaBUTh B TaHHOM pexxumMe?

Jlureparypa:

I'openex T.H. Kommnbrotepuzanusi MOCKOBCKMX apXwBOB: OT mpoctoid bBJ[ k
MHTETpUpOBaHHON MHpopMannoHHo# cucteme. 1986-2002 rr. // OteuecTBenHble apxuBbl. 2002.
Ne 5. C. 20-26.

[IpakTnueckoe 3aganue 2-4 yaca.

[Iporpammuoe obecnieueHue:

- HNHTerpupoBanHasi aBTOMaTU3UPOBAHHAS cUCTeMa «Y4eT apxuBHoro ¢orma» (AO
NHCO®T).

- PykoBozcTBO Moib30BaTeNs.

Paznarounbie maTepuainsr:

- nuct dhoHAa,

- aKTBI:

npuemMa-nepesaun Jae,

BBIJICJICHUSI JIe]l HA YHUUTOXXECHHE,

Hay4YHO-TEXHUYECKOW 00paboTku POHIOB.

[lepen HayagoOM pabOThI BCHOMHUTE:

l. KakoBsl mpaBuIia 3anosnHeHus jaucra Gpounaa?

2. Kakue BUIbl akTOB (UKCUPYIOT U3MEHEHHS B COCTaBE JIOKYMEHTOB apXHBa U
JBUYKEHUE JOKYMEHTOB?

l. Ortxkpolite nporpammy «Y AD» B pexxume nosp3osarens (IIYCK I[IPOI'PAMMBI-
YYET APXHMBHOI'O ®OHJA-YUET APXMBHO-I'O ®OHJA). Csoro damunuio Bel,
KOHEYHO, He 3a0butu. BBeaure ee u mapoiab — «1» — B cooTBercTByomue nois. Obparure
BHuMaHue, 4To pexxuM AKT nemoctymen. (IlompoOyii-te BBecTn cBenmenmst o6 axte AKT-
HOBBIU AKT). [l BBeIeHUS CBEIGHHMIA 110 aKTy NpUeMa-Tiepejaull JOKyMEHTOB HEOOXO0IMMO
CHauaja co3JaTh U 3alIUTUThH NacrnopT apxuBa. lllenkHUTe MBIIIBIO MO MYHKTY IJIABHOT'O MEHIO
BEJIEHUE ITACIIOPTOB, Beibepure CO3JAHUE, menkaure o [JA. IIporpamma monpocut
Bac nmomoxxnatek, moToM 3aBEpUT, UTO MacnopT apxuBa co3nan. Ho Ber audero He Bugute. UToObBI
MIOCMOTPETh Ha pe3yJbTaT CBOUX TpPyAoB, menkHute no OK, BbiOepuTe B IYHKTE MEHIO
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BEJAEHUE ITACIIOPTOB noanynkr [TPOCMOTP. lllenkuute 1mo UKOHKE C KPACHOW JIyINOH
Hu3y. [Iponucraiite noayyeHHbIN nacnopT (BKIaIKH cBepXy). Bel yoenurech, 4To O0IBIIMHCTBO
pa3aesnoB MycCThl, OJHAKO IPOrpaMMa YECTHO IOJCYMTaIa BBEICHHBIE BaMU JJaHHBIE U CBEJa UX
BOEJIMHO B pazjene |

u paszene 3.1.

Cnenyer 3ammututh macnopT ot yaaueHus. Bwidepute BEJEHUE TTACTOPTOB-
KOPPEKTHUPOBKA, mienkHuTe MO HMKOHKE € rajoukod BHU3Y. Ha Bompoc mporpammsl o
3amuTe macrnopra BbeiOepute oTBeT «/IA». YOeaurech B TOM, 4TO HAampOTHB AaThbl CO3AAHMS
Bamero nacnopra nosiunace kpacHast ormetka «3AILLUIIEH».

2. Jlnig Havana paboThl C aKkTaMH HEOOXOAMMO CHOBA MEPEHACTPOUTH MPOTPAMMY B
pexume AIIMUHUCTPATOPA.

OTHbIHE, TTOCTIE COXPaHEeHHsI TacopTa apXuBa, BCE N3MEHEHHUS B KOJIMYECTBE Jiesl poHIa
OCYIIECTBIISAIOTCA yepe3 MyHKT MeHo AKT.

[Tonymaliite, mouemy.

[enxkuute no myHkty MmeHioo BbBIXO/I. 3amycture nporpammy 3aHOBO B PpEXHME
AJIMUHUCTPATOPA (npuaercst 3aHOBO BBECTH MapOJIh).

CHoBa menKHHUTE 110 MYHKTY MeHio 110JIb30BATEJIb-HOBbIN

[TOJIB3OBATEJIb. BBenute umMs (3alIOMHHB €T0), TAPOJIb «2), TOATBEPKICHUE «2».

Tenepp mnpeacrour camoe uHTepecHoe. Crenyer co3naTh HOBYKO pOidb —
«HAYAJIbBHUK OTHEJIA YUYETA». [lng 3TOoro mIEIKHUTE MO KHOMKE «PEJAaKTOp PpOJeh»
(TearpanpHas Macka BHU3Y). Ha skpaHe mosiBUTCS OKHO penaktupoBaHus posel. llenknute mo
MUKTOTpaMMe

HOBAS POJIb (nucToYeKk BHHU3Y) MBIIIKOW, BIMIIMTE B OKHO Ha3BaHHWE pOJIU
«HAYAJIbBHUK OTHEJIA YUYETA», OK. IloctaBbre ¢naxku B momsix AKT (mpocmortp,
nonosinenue bJ1) u B npyrux nomnsx. llenkuure no COXPAHUTD (nuckera BHuzy). Lllenkaure
no nukrorpamme BbBIXO/[ Buuzy. B okxne I[IOJIB3OBATEJIU, ¢ kotoporo Bbl HaumHamu
paborty, B mose POJIb BriGepuTe HOBYIO poisib «HadanpHUK OT/AENA yueTay.

[[lenkaUTE MO TUCKETE BHU3Y (COXpaHHUTH) U 1o MKOHKe BBIXO/I.

Jlanee 3akpoiiTe mnporpaMMmy M CHOBa 3allyCTUTE €€ IIOJ HMEHEM M C MapojeM
HAYAJIBHUKA OTAEJIA YUYETA B pexuMe nojib30BaTels.

BuiGepure mynkt menio AKT — HOBBIM AKT. BosbMuTe muCT (OHIA, BBEIUTE
nanneie u3 pasnena «JABVOKEHUE HJOKYMEHTOB» 006 aktax mnpuema-niepefadd e,
BBIJICTICHUS ]l Ha YHUYTOXKEHUE, HAyYHOTeXHUYeCcKoi 00paboTku (oumoB. Haiimute B mucre
donmga paznen « YHET HEOIITMCAHHBIX MATEPUAJIOBY, BBequTe NaHHBIE O MOCTYIUICHHH
MaTepuaioB pocchind. Halgure pary nepBOro NOCTYIUIEHMS pPOCCHIIM. BBeaure B MEHIO
HOBBIM1 AKT momep domma, maTy akra (mepBast rpada — [aTa MEpBOrO MOCTYILICHHS
POCCHINH), BBIOEpUTE THUIT aKTa —IIpueMa-nepeaadd. B mone «OTKyaa MOCTYNWINA JOKYMEHTBD)
BBeauTe — OT (oumooOpazosatens. B mone MCIIOJIHUTEJIb 1 BBemuTe CcBOIO (haMUIIHIO.
[[lenkHUTE O AUCKETE BHU3Y, YTOOBI COXPAHUTH 3AIUCH.

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

UTOoOBI 3aMOTHATH HWKHIOKO YaCTh aKTa O BHXKEHUH JTOKYMEHTOB HE BBIXOJS U3 PEKUMA
AKT, menkaure mno mnyHkTy rnaBHoro wmeHio ®OOHJ — IIOCT. HEOIIMCAHHBIX
MATEPHAIJIOB. Beaute kpaiiHue naThl MOCTYHNUBIIEH POCCHIA U KOJUYECTBO €IMHMIL
xpanenus (u3 ymcta Gonna). lenkuure mo nuckere BHu3y (COXPAHUTD).

B nynkre mento AKT menkuute no AKT — PETMCTPALIMA

AKTA — JIA — OK. Tenepb axkT 3aperucTpUpOBaH, a CBEICHHUS O JIBHKECHUU
JIOKYMEHTOB BHECEHBI B CUCTEMY .

TakuM e o6pasoM 3apeructpupyiite apyroe mocryrienne poccsimi. AKT-HOBBIN
AKT; ®OHA-TTOCTYIUIEHUE HEOIIucanusix ; AKT-PETUCTPALIMA AKTA.
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BriObITHE pOCCHIIM BCIIEACTBUE COCTABIICHHs OMHUCEW Ha Jejia peructpupyercs Oojee
cinoxno. AKT-HOBBIN AKT. B none TUIT AKTA — Bri6epure AKT OITMCAHUSL

Hanee, e Bbixons u3 pexuma AKT, BeiOepute nmynkt ®OHJ] B rimaBHOM MeHIo,
noanyHkT — BBIBBITUE HEOIIMCAHHBIX MATEPUAIJIOB, BBemute mo nucty (onma
KOJINYECTBO U JaThl BEIOBIBIICH POCCHIIH, T.€. BCIO POCChINb. COXpaHUTE (TUCKETa BHU3Y).

Breibepute nmynkt Mmenio OIIMCb, xotopsiit cran aktuBHbIM, a B HeM — HOBAJ
OIIMCb. Beaute mo nucty ¢GoHIa HOMEp ONUCH, BBEIUTE Ha3BaHHE OMMCH, KpallHUE TaThl
MaTepuaoB, KOJUYECTBO €IUHUIl XpaHEHUs. BeIiaUTE U3 pexuMma ONKCH 4epe3 IBEpb BHU3Y
(MKOHKa), COXpaHUB U3MEHEHHMsI, coXpaHuTe u3mMeHenus B pexume AKT, 3apeructpupyiite AKT
(AKT — PETUCTPALIUA AKTA).

PaznenaBimch ¢ y4eToM pocchini, 0OpPMHUTE BCE aKThl Ha MOCTYIUIEHHE OMHCAHHBIX
Matepuaios. [ljig 3Toro Bo3bMuTe cBeeHUs U3 Jincta ponna — paszaen « YUHET OIIMCAHHBIX
MATEPHAIJIOB». Ecnu Bbl emie He noraaanuch, Kak CO3/JAa€TCs aKT MOCTYIUJICHUS OIMCH,
nerictByiite Tak: AKT — HOBBIN AKT, BBO1 HOMEpa (oHIa, AaThl akTa (BCe Ta ke TepBas
rpaga), THUII akta — npuema-nepenaun. CoxpaHure.

Janee, He BbIxos u3 myHkTa MeHto AKT, BbIOepuTe MyHKT MEHIO...

npaswibHo, OIIMCh — HOBAS OIIMCb. Beaurte cBeneHus 0 HOBOM omucu (Kpome
MepPBOH, TaHHBIE O KOTOPOM BHI yke BBEH). Co XpaHUTE. 3apeTUCTPUPYUTE aKT.

Teneps 3an0B0 coctaBbTe JIMCT ®OHIAA (BEAEHUE YUET-

HBIX TOKYMEHTOB — JIUCT ¢onaa-BbIBPATH ®OHJ). ITo-

qyBCTBYMTE pa3HHUIly — B JaHHOM CJIy4ae 3aloJHEHbI pa3nen 3 u 4

nucta GpoHAa O IBUKEHUU HEOMMCAHHBIX M OMMCAHHBIX JOKYMEHTOB.

Cozpanite CBEJIEHWA Ob UBMEHEHUAX B COCTABE IOKYMEHTOB ®OH/IA;
MMOCMOTPUTE, KaKue U3MEHEHHS B 00beMe (DOHIa TTPOU30IILIH.

JlononHuTe 3aKII04YeHNUE, CETaHHOE HA ITOCIEAHEM 3aHATHH.

KontposbHble BOPOCHI:

1. KakoBa mmociae0BaTeIbHOCTh BHECEHUSI U3MEHEHUH B YUETHBIE
JTaHHBIE TMOCTIE COXpaHEeHUs nacnopra apxusa? YeM BbI3BaHa 3Ta
IIOCJIEIOBATEILHOCTE?

Jlureparypa:

I'openex T.H. KommbroTepuszanuss MOCKOBCKHMX apXHUBOB: OT mpoctod bJ[ k
MHTErpupoBaHHON MH(pOopMarmonHoi cucreme. 1986-2002 rr. / T.H. I'openek // OteuecTBeHHBIE
apxuBbl. — 2002. —Ne 5. — C. 20-26.

Tema 5. MapopManimoHHO-TTOUCKOBBIE (PYHKITUH TTPOTPAMMBI

«ApxuBHBIH (HOHIY. 4 Haca.

[lene  pabGoTBI: OCBOCHHME CTyASHTaMH HWH(POPMAIMOHHO-TIONCKOBOTO  MOIYJIS
o0meoTpacineBoil MporpaMMbl «ApXUBHBIA (OHI» W CO3JaHHE IMyTeBOAUTENs o (oHIam
apXuBa.

B pesynbrare paboThl CTYIAEHT OOJDKEH 3HATh: OCHOBBI MH(OPMAIIMOHHOTO TMOWCKA B
AUTIC (KOHTEKCTHOTO MOUCKA, MOUCKA 110 KIIF0UYEBOMY CJIOBY, TI0 KJIACCH(PUKATOPY ).

B pesynbrare paboThl CTYACHT IOKEH YMETh:

1. BBOIUTH daHHbIe B BJl mporpammbl «ApXuBHBIA (OHI» H3 MyTEBOAUTENS W
ornucei, GopMHUpYst IMEKTPOHHBIN Ty TEBOIUTEIb;

2. penaKTUPOBATh KIIaCCU(DHUKATOP MPOTrpaMMbl K APXUBHBIN (HOHIY;

3. OCYIIECTBIISITh TOHUCK HH(OpPMAIIMM BO BCEX pEXHUMAX, MPEIyCMOTPEHHBIX
nyHkToMm MeHio OUJIBTP;

4. (GhopMUPOBATH OTUYETHI.

[Iporpammuoe obecnieueHue:



39

[porpamma «APXVBHBIA ®OHJl» 2.0 for Windows (DenepansHas apXuBHAS
ciyx0a).

PaznaTounble MaTepHabl:

Onucek ¢onma, myreBoautTenb Mo ¢oHAamM apxuBa, «Cxema eauHON Kiaccudukanuu
JOKYMEHTHOW MH(OPMAIIMK B CUCTEMAaTUYECKUX KaTanorax rocyaapcTBeHHbIX apxuBoB CCCP»
(coBerckuii mepuom).

[IpakTrueckoe 3ananue. 4 gaca.

- [lepen HauamoM pabOTHI BCIOMHHTE:

- OcHoBHbIE HTHPOPMAIIIOHHO-TTIOMCKOBBIE CIIPABOYHUKHU apXHUBa.

- Mecto B cucteme HCA myTeBoauTeNs O apXUBY, COCTaB XapaKTEepUCTUKH (HoHIa
B ITyTE€BOJUTEIIE.

- MetoauKy onrcaHus TOKYMEHTOB B IIyTEBOJUTEIE.

- Ha3znauenne wu cTpykTypy «CxeMbl €IWHOW KiacCH(UKAIMU JTOKYMEHTHOU
nH(pOpPMAIIMU B CUCTEMAaTUYECKUX KaTanorax rocyaapctBeHHbIX apxuBoB CCCPy.

1. 3arpysure nporpammy « ApxusHblil pormy. [TY CK-TTPO-

'PAMMBI-APXUBHbBIN ®OH/I-APXMBHBIN ®OH/I. Beexute napoib «2». OObIYHO
JUIS CO3JAaHMsI D3JEKTPOHHOTO IyTEBOAUTENS HCIOJb3YeTCSl TPAAUIMOHHBIA MTyTEBOIUTENb.
BospmuTe  TpaAMIMOHHBIA MyTEBOAUTENh IO AapXuBy. BwiOeputre HMHIUBUIYATHHYIO
xapakTepucTuKy (onma. BBemure cBegeHus o BeiOpanHoOM (QoHze B 0a3y gaHHBIX. BBemute B
pasnen «®OHJ]» nouckoBble nanueie o ¢oHae (HazBaHue, HoMmep (GOHIIA, KOJIUYECTBO STUHUIL
XpaHeHus, ICTOPUYECKYIO CIPaBKY, aHHOTAIUIO U JIp.).

Jlnd sToro mienkHuTe Mplbko 1o myHkty ®OH/I rnaBHOro MeH1o.

[TosiBuTCS cicok GoHm0B, BBeneHHBIX panee. lllenkaute mo ENTER.

Hlenkuute no myHkTy HukHero MeHio [IOBABUTD. Breaure nomep ¢onma (ENTER,
MIPUHSATSH), TIOJTHOE M COKpaIlleHHOEe Ha3BaHUe (oH/a,

uctopuuecknii nepuon (l-coBerckuit, 0-TOpEBONIONMOHHBIN), THUN (OHIA, JATHI
nokyMeHToB. [llenkaure COXPAHUTD, CHEI[YHH/IPT

OKPAH. Bce 3tu onepanuu Bam yxe 3HaKOMBI 110 BHIIOJIHEHHIO 3aaHust Ne 1.

2. [llenknure mo myHkTy HrkHero MeHro PEJJAKTHUPOBATD. K stomy myHKTY
cienyet oOpamarses KaKAblid pa3 Mocie COXpaHSHHsI TAHHBIX.

Beeaute o0wbeM emamHull XpaneHuss B coorBercTByromiee mnoje. COXPAHUTH —
CJEAYIOLINN DKPAH.

Brenure UICTOPUYECKVYIO CITPABKY n AHHOTALMIO B cooTBeTCTBYIONIEE MOJIE.
Hns  sroro Hago menkHyth 1o PEJAKTHUPO- BATH B HmwKHEM MEHIO, 3aTeM
NCTOPUYECKAS CITPABKA, PE-

JJAKTHUPOBATD, BBECTH TEKCT HCTOPUYECKON CIIPABKU U3 ITyTEBOJUTENS, IIETKHYTH 110
COXPAHUTD — CJIEAYIOLIMI DKPAH.

Beenure xmoueBnie caoBa B moig IIEPCOHAJIMM, T'EOI'PA®U-YECKHE
CBEJAEHUNS, TEMATHUKA. Ilepconanuun — ¢amunuu; reorpaduyeckre CBEIEHUS —
reorpauueckre Ha3BaHUs, yIIOMUHAEMbIC

B aHHOTanuu (¢OHJA; TeMaTuka — KIIIOYEBBIE CJIOBa, Iepelaronife CoJep>KaHue
JIOKyMEHTOB. BU/ibl TOKYMEHTOB HE SIBISIOTCS KIIIOUEBBIMU cioBamu. Kaxioe Kito4eBoe CloBo
BBOJUTCSI B OTHAEIBHYIO CTPOUKY, IOCNie BBOAA cienyeT Haxarh F4. J{is BbIxoga U3 pexuma
BBO/Ia KJIFOUEBBIX CJIOB cleayet Haxatbh ESC.

3. B ToM cnyuae, eciiu xapakTepucTHKU (pOHAA HET B TPAJAULIMOHHOM ITyTEBOJUTEIE
(momyctuM, OH ycTapeln), Ui BBOJA JAaHHBIX HCIIOJIb3yeTcss onmuch (oHma. Bo3pmute ommch
dbonga. Hauaute Bce cHauana. Boitnure B paznen ®OH/. lenxkaure mo JJIOBABUTD. Beenure
HoMep HoBoro (Qonpma. Beemute B pazmen ®OHJl nocnennee Ha3zBanue (oHOa, a pasaen
[NEPEUMEHOBAHUS nepBeie HazBanusi (oHaa (CM. 00OpOT THTYJIBHOTO JIHCTa OIKCH).
Kaxnoe neperimeHOBaHUE BBOJUTCS OTAEIBHO, C IaTAMH.



40

4. Bepuurecs B pazaen @®OH/I. BeenuTe ncTopuueckyro CrpaBKy (CM. PEeIUCIOBUE
k omucu), AHHOTALIUIO (cM. cobctBeHHO omwmch), kiatodeBbie cioBa — TEMATUKY,
I'EOT'PA®UIO, UMEHA (cM. yka3aTenu K ONMUCH). AHHOTAIMIO HEOOXOAWMO COCTaBUTH Ha
ocHoBe omucu. Kak o6brano, maxumaiire CJIEYIOIUN DKPAH, noka He HaiineTe HyXHbIC
TOJIS.

5. BoizoBuTe mpemnopaBaTtenss U B €r0  MPHUCYTCTBHM OCYIIECTBUTE IIOMCK
uHpopmanuu. Boiiaure B myHKT BepxHero mento ®UJIbTP.

OcyuiecTBUTE MOUCK IO BBEACHHBIM Bamu:

- [IEPEUMEHOBAHUSM;

- KITFOYEBBIM CJIOBAM;

- TEKCTY UCTOPUUYECKOM CIIPAaBKH MJIM aHHOTALUH.

Ecnu Bbl He momMHHTE BBEACHHBIX Bamu KiIt04YeBBIX CIIOB, HIETKHUTE MO MYHKTY MEHIO
CIIMCOK cnpasa.

6. Otkpoiite nyHkr wMeHto OTYETBI u mnpocmorputre Heckoiabko (ailios,
00s513aTeNIbHO 3arpy3uTe IMyTEBOAUTENb (ILEJKHUTE MO pa3jeiiaM OrJIaBJICHHUS) M YKa3aTelu K
Hemy. 3akpoiire APXVBHBIN ®OHJ] (PA3JIEJIbI-BBIXO/T).

7. Orkpoiite mporpammy APXWBHBIM ®OHJ[ B pexuMe aaMHHHCTPAaTOpa
(BBemuTe mapoib «3»). Otkpoiite myHkT MeHro PYBPUKTOP. Ilenkaute mo JJIOBABUTD.
Beenure pyOpuky 6. (I'ocymapcTBeHHbIE yUpexaeHus coBeTckoro nepuona). Haxxmute CTRL-
N. Benute moapazgenst 6.1-6.9, ucnonwiys coorBercTBytomuid pazaen CXEMBbI EJII/IHOI71
KIIACCUOUKAILINMUN. 3amenute OyKBEHHO-IIM(PPOBBIE HHAECKCHI Ha COOTBETCTBYIOIUE
1upoBble. 3aKpoiTe MporpaMmy.

8. 3armycTuTe MporpaMmy B pexXHMe peJakTopa (apoib «2»).

HaiinuTe B crincke ¢ponmoB BBeAeHHBIe Bamu dhonapl. [IpoctaBsTe pyOpuky. CoxpaHuTe.

9. [TometbTe Kk yHuuTokeHuto ¢onn Moxaiickoro YUKA (BAIIUCH-YJAJIUTD-
JA). ITokaxkxute pe3ynbTaThl paboThI MPENOAaBaTeNIo.

10. YHnutoxbTe 3anuck 0 Moxalickom YUKE. 3akpoiite A®. 3arpysute AD B
pexxuMe agmuHucTpaTopa (napois «3»). llenkaure no COKATUE B/I-JJA-ENTER.

11.  YOGemutecsh, uro 3anmuch yHuuToxkeHa. 3akpoiite AD (BbIXO/).
12.  3arpysute A® B pexxume peaakropa (mapoib «2»). IlpocmoTtpute cniucok GoHI0B
(paznen ®OH/I) u y6eaurecs, uro honaa Moxarickoro YMKA B HeM HeT.

KoHTpoabHbBIE BONIPOCHI:

l. Ha xakom ypoBHe ocymiectisiercs: onucanue napopmanuu B AUTIC nporpamMmer
«ApxuBHbIH HOHIY, Bepcus 27

2. Kakue BO3MOXHOCTH U151 TOMCKA MH(OpMAINK MTPEeJOCTaBISET 3Ta Iporpamma?

3. B 4yem 10CTOMHCTBA U HEAOCTATKU MPOTPAMMBI KaK TOMCKOBOM CUCTEMBI?

Jluteparypa:

Kucenes M.H. Nudopmanmonnas cucrema apxuBa — Mojeidb U Borwiomenue / M.H.
Kucenes // OteuectBennbie apxuBbl. — 1997. —Ne 6. — C. 28-33.

Jlapuna B.I'. Enunblii KnaccupukaTop JOKYMEHTHOM WHGpOpMAalUd — BaKHEHIIHIA
anemMeHT wHbopMaTtu3anuu apxuBHOW orpaciu / B.I'. Jlapuna // OTedecTBEHHBIE apXUBBI. —
2002. — Ne 1. — C. 8-14.

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

[lens paboThl: W3ydYeHHE METOAWKHA Toucka uHGpopManuu B apxuBHod AUIIC Ha
npumepe nmyresoaurens no PITAJIN.

B pe3ynbpraTe paboThl CTYyI€HT AOKEH 3HATH!
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- Ha3HaueHHUE U COCTaB MH(POPMALMOHHOTO MaccuBa myteBoauTens no PIAJIN na
CD-ROM.

B pesynbrare paboThl CTYAEHT IOJKEH YMETh:

- Ocy1ecTBISITh MOUCK BO BCEX BO3MOXKHBIX PEKUMAX, a TAKKE

KOMMPOBATh HalIeHHY10 HH(popMaIuio o myteBoaurento no PITAJIN.

[IporpammHBIe cpeacTaa:

- ANEKTPOHHBIN IyTeBoauTens no PI'AJIM. CD-ROM.

IIpaxtrnueckoe 3amanue Ne 5. 4 gaca.

[lepen HayamoM paboOTHl BCHOMHUTE:

1. PazHOBUAHOCTH Ty TEBOAUTETIEH.

2. CTpyKTypy IOCTPOEHHUS ITyTEBOAUTES.

3. BcrnomMoraTenbHbIN CITpaBOYHBIN anmnapar K MyTEBOIUTEIIO.

4. 3amyck nporpammsl. Jljig MHCTAUIALMK NporpamMmbsl B OkHE «MoOI KOMIBIOTEP»
obpatutecy k aucky H: (Guest). Ha nmucke naiinure manky “D-ROJVb, oTkpoiite manky
Rgali/EXE.

Ecnu nporpaMma y»e yCTaHOBJIEHA, IPOCTO 3AITyCTUTE €€ IBOWHBIM IIEITYKOM 10 UKOHKE
RGALI nmu ITYCK — TTPOI'PAMMBI —PI'AJIN — Apxus PI'AJIM. Paccmorpure riaaBHOe
MeH. Boitaute B myHkT MeHio Help — About. [lepenumuTte B TeTpaas BeixoaHbie 1anabie CD-
ROM. Uro0nl BepHYThCS B TJIABHOE MEHIO, MIEIKHUTE B JIOOOM MECT€ OKHA C BBIXOJIHBIMH
JAHHBIMHU.

2. [Touck nHpOpMAIUH 11O pa3enam IMyTEBOIUTENS.

2.1.  YcranoBure coaBtopa B.A. KaBepuna mno cuenapuio kuHO- ¢(uibma «/IBa
KaluTaHay.

JBoiiHbIM mienukoM Mbiiu Boraute B pasaen «JIMYHBIE ®OH/IbI» cnipasa.

B oxne «[TOMCK» (cnipaBa) Habepute damunuio «Kasepuny. lllenkauTe Mo KapToUdke ¢
dbamunmel mucaTens cieBa. BeImuimmTe HOMEp, XPOHOJIOTHYECKUE TPAHUIBI U 00heM (oH/a,
(dbamunmio coaBTopa B TeTpab. TakkKe YKaKUTE dJIeMEHT UH(POpMAaIK, KOTOPBINA JOHKEH OBITh,

HO OTCYTCTBYET B JIaHHOW XapakTepucTuke (GoHna B myreBoautene. YToObl BEpHYTHCS B
OCHOBHOE MeHI0, Haxkmute ESC.

2.2. Bomwummure B TeTpaab Bce ponasl PI'AJIN, xoTtopblie comepxar HHGOpMAIHIIO 110
ncropurn MXAT (ux HOMEpa, XpOHOJIOTHYECKHE TPAHUIIBI, O0BEM).

Jiist aTOTO:

Haunute c pasznena «TEATPBI, XOPBI», mienkHyB MbIllIbl0 1O HAa3BaHUIO paszjena.
IIponucraiite kapToTeKy cieBa ¢ nomouns kinasumcrtpenodek: Page Up, Page Down. [luns
MIPOCMOTpA KapTOUKH CIIEAYyeT

HIEJIKHYTh MBIIIBIO 110 HAJIIMUCH Ha HEH, JJIsl BO3BpAIlEHHs B KapToTeky — Haxkatb ESC.
Brinuimre nepcoHany akTEpPOB U PEKUCCEPOB TeaTpa, yIOMUHAEMble B aHHOTalMsIX (OH/A.

BepHutech B 0OCHOBHOE MEHIO. AHAJIOTUYHO TPOCMOTPUTE paze

«Konneknun u cobpanus». Beimuimmre cBeieHHs O KOJJIEKLUSAX, KOTOpBIE COAEpKaT
JNOKYMEHTHI 1o ucropun MXAT.

Bremuimure nepcoHanuu akTEpOB U PEXKHCCEPOB TeaTpa, YIOMUHAEMbIE B aHHOTALIMAX
donna.

BepHuTech B OCHOBHOE MEHIO. AHAJIOTUYHO MPOCMOTPUTE pas3ei

«JIMYHBIE ®OH/IbI», nabupas B okae «I[IOMCK» cnpaBa pamunmn

BeIIMCAaHHBIX Bamu nesreneii MXAT. Bemumure cBeneHuss 00 UMEIOMINXCSA JTAYHBIX
donmax.

1) CaMocCTOATeNbHO, MYTEWECTBYSI MO paslenaM I[yTeBOAWUTENsS, Haiaute u
BBITNIUIIIUTE — HOMEpPA U Ha3BaHUS (DOHIOB:
1. JUTEPaTyPHBIX MY3€EB;
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2. KYPHAJIOB, TIOCBAIIEHHBIX H300Pa3UTEILHOMY UCKYCCTBY;
3. xopeorpaduuecknx y4eOHbBIX 3aBEICHUN.
2) [Touck mo Homepy doHma.

Hlenkuure no u3odpaxenuto crona ciesa BHU3Y (Card index by fond number).

VYcranoBure xommuectBo GounoB PI'AJIM, BkItOUEGHHBIX B MyTeBOAUTENb. JJis 3TOTO
MIPUJIETCS TPOJIUCTATh BCIO KAPTOTEKY. Y Ka)XKUTE

HOMEp M Ha3BaHUE MocienHero ¢poxia.

Haiinute n ykaxxute Ha3BaHMs, XPOHOJOTHUECKUE IpaHUIlbl, 00beM (oo Ne 28, 156,
234, 1038. 1ns satoro B okHe «Ilonck» crnpasa

BBeauTe HOMep (oHaa u Haxkmute ENTER.

3) [Touck no andasuty Ha3BaHUN (HOHIOB.

Brricaure, ckonbko ¢ponaoB CtpaBuHCKUX uMeeTcs B PITAJIN.

J71s1 5TOTO MIENKHUTE TIO SIIHUKY ¢ OyKBOU «C» B BEpXHEM JICBOM

yriy. Habepute B rpade «Ilonck» «CTpaBUHCKUII.

Tem ’xe crmocoOOM YCTaHOBHMTE W BBIMUIIWTE HOMEpPAa U XPOHOJOTMYECKHE TPaHMIIBI
(b oHI0B:

- komno3utopa JI.b. Kabanesckoro;

- pexuccepa A.S. Tauposa;

- KypHasa «Kpokoamm» — ykaxuTe, ¢ Kakoro rojia u3aercs;

- I'ocynapcrBeHHOM TpeTbaKOBCKOM rajiepen.

4) [Touck 1o TekcTy aHHOTALMH.

Haiinure Bce ¢ponasl komnozutopos B PI'AJIN.

[llenkHuTe Mo cToyy ¢ jJaMrol BHU3Y crnpaBa. B okHe «llonck» BHHM3Y clipaBa BBEAUTE
kimoueBoe ciaoBo «Kommosutopy». B BepxHem MeHto menkHure no Action-Search-Start. Ilo
3aBepuieHnH noucka menkauTe «OK». CoxpanuTe noiydyeHHBIH CIUCOK HalJeHHBIX (POHJIOB Ha
KECTKOM JHcKe. J{JIst 3TOro MIeNKHUTE Mo MyHKTaM BepxHero MeHio Action-Search-Save search
result to file. B umenudaiina ykaxxure Bamry ¢hamuinio, Harpumep, ivanov.srf. lllenkuute «OK».
IIpocMoTpuTE NOTYUYEHHBIN CIIUCOK. JJI1 9TOrO0 CBEpHUTE

nporpammy PGALI, naiinute B okHe «Mo# koMmbroTep» U oTKpoite daitn C:/Program
Files/RGALI/Sresults/ivanov.srf. [lenkaute mo ero HaszBanuw. Ecnmu Windows copocur, c
MOMOUIbI0 Kakoil mporpaMMmbl OTKpbITH (haiin, BeiOepure WordPad, «OK». Ilpocmotpute
IIOJIyYEHHBIH CITUCOK.

CHoBa pa3BepHHUTe OKHO nporpammbl Rgali. [lepenumure B TeTpaas GdamMuINH
KOMITO3UTOPOB, (OHJIIBI KOTOPBIX XPaHATCS B apXuBe, IOCIEIOBATEIbHO MpOCMaTpuBas C
MOMOUIBIO IIETYKA MBIIIBIO KQXKIYI0 U3 HAalICHHBIX KApTOYEK.

5) TeM xe crioco6om (cM. T1. 4) onpeIeTUTe U 3aMUIITUTE B TETPA/Ib:

- aBTOpa KuHOcLeHapus K/¢ «KoToBckuii»,

- aBTOPOB MY3bIKAJIBHBIX paboT no npousseaeHuo /. baiipona «3emis u HeOo»,

- apTUCTOB, HcHoONHABIIMX naptuu B Oanere IL.M. YaiikoBckoro «JleGennnoe
03€po».

CoctaBbTe apXMBHYIO CHOpaBKYy (OTBET Ha 3alpoc) <«JIOKYMEHTBHl O IIOCTaHOBKaX
«Cuerypouku» OcTpoBckoro». TekcT apXuBHOHM crpaBku (opMynupyercs NpuMepHo Tak: «B
OTBET Ha Ball 3alpoc coodmiaeM, 4To B PoccuiickoM rocy1apcTBEHHOM apXHBE JUTEPATyphl U
HCKYCCTBA 110 TEME ... BBISBIICHBI CIEAYIOUINE TOKYMEHTBHI:

l. (XxapakTepHuCcTHKa JOKYMEHTOB, ccblika Ha Ne GpoHa);

2. (xapakTepucTUKa JOKYMEHTOB, cchliika Ha Ne poHza).

[Honmuces gupexropa. lara.»

JericTBy#TE TEM Ke CTOCOOOM (CM. TI. 5).

6) 3anuuuTe KOPOTKOE 3aKiItoueHue o myresogutene no PITAJIN:

- MTOJTHOTA TTOMCKOBOM MH(MOPMAITUH, TTOJPOOHOCTh XapaKTepUCTUK (HOH/IA;
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- MTOMCKOBBIE BO3MOKHOCTH (OBICTPOTA M YAOOCTBO MOKCKA);

- BO3MOXXHOCTH 3KCIOPTa HH(OpMaLUY (COXpaHEHUs Ha JTUCKE,
pacreyaTky, KOHBEPTUPOBAHHUS);

- U3aig.

ChaiiTe TeTpaipb MpernoaaBaTelnio.

KOHTpOJ'ILHBIe BOIIPOCHI:

1. KakoBa Meronuka moucka MH(QOpPMAIMK MO 3JIEKTPOHHOMY ITYyTEBOJUTENIO IO
PI'AJIN?

2. B ueM nocTonHCTBa M HETOCTATKH IEKTPOHHOTO ImyTeBoauTess no PITAJIA?

3. B yeM cXO0JCTBO M pa3nuuue 3JIEKTPOHHOTO MyTEBOAUTENs, (opMupyemoro c

romo1nbsko nporpammsl AD, u 351eKTpoHHOTO IyTeBoauTels no PITAJIN?

Jlureparypa:

Jlapuna B.I'. Cucrema HCA rocynapcTBEHHBIX apXHMBOB KaK OCHOBa (hOPMHPOBAHUS
obiero apxuBHO-MH(popMaronHoro npocrpanctsa / B.I'. Jlapuna // OteyecTBeHHBIE apXUBHI.
2002. — Ne 3. —C. 14.

9.2 MeTounqecmle PEKOMEHIANHUMA 110 MMOATOTOBKE INIHNCbMECHHBIX paﬁoT

[TucpmeHHas KOHTposbHAs paboTa (pedepar) npeacraBiseT cOO0N pe3ysbTaT U3yUYEHUs
HMCTOYHUKOB M JIUTEPATyphl [0 OAHOW M3 MpobiieM HMHPOpMATH3ALUU apXUBHOro jena. Tembl
KOHTPOJBHBIX Pa0bOT cOpMyJIHMpOBaHBl TakKMM OOpa3oM, 4YTO HEOOXOAMMO H3y4eHUe
HOPMAaTUBHBIX U METOJMYECKUX MAaTEPHANIOB, JTUTEPATYphl, OTPAKAIOIIECH OMBIT pabOThl OJHOTO
WK HECKOJIBKUX apXMBHBIX yupexaeHuil. PaboTa 1omKkHA COCTOATH U3 BBEJICHHSI, TEMAaTUYECKUX
pa3enoB, 3aKIIOYEHUs, CIHMCKa HCIOJIb30BAaHHBIX HCTOYHMKOB U JUTepaTypbl. Bo BBeneHuun
PacKpbIBaeTCsl aKTyaJIbHOCTh MPOOJIEMBI, ONPEAEISAIOTCS 1LIe/b U 331a4l PadOoThl, 1aeTCs aHAIU3
HUCTOYHUKOB U JIUTEpaTyphbl, OOOCHOBBIBAE€TCS CTPYKTypa paboTel. B ocHOBHOH uacty,
pa3eleHHOM Ha TeMaTW4ecKHe pasfelibl, u3naraercss (pakTHUYeCKHi Mmarepual, ONHCHIBAETCS
OINBIT KOHKPETHBIX apXuBoB. Bce (akTuueckue cBeIEHHs] CONPOBOXKIAIOTCA CChbUIKamMu. B
3aKJIFOUEHUU U3J1araroTcs BHIBOJBI O COBPEMEHHOM YPOBHE Pa3BUTHS TON WM MHOM TEXHOJIOTUH,
0 NPEUMYILECTBE METOAO0B MH(POpPMATH3AUUU WIM IPOrPAMMHBIX IMPOJYKTOB, MCIOJIb3YyEMbIX
ciry:x6amu JIOY u apxuBa u. K padorte 00s13aTeIbHO COCTABISAETCS CIUCOK UCTIOIb30BAHHBIX

MCTOYHUKOB: JINTEPATYPHBIX, UHTEPHET-PECYPCOB U MPOTPAMMHBIX ITPOTYKTOB.

Henonyctumo npenocTaBiieHHe B KaueCTBE KOHTPOJIBHOM pabOThl KOHCIIEKTa CTaThU MU
KOIIUM HOPMATHUBHBIX JOKyMeHTOB DenepanbHON apXMBHOM CIYKObI, pa3MELIEHHBIX B
HNurepHere.

Tewmsl 17, 27-30, nocBsIIEHHbIE U3YYEHUIO KAKOT0 JIMOO HaIllpaBJICHUS

unpopmaruzamun  JIOY u apxuBa (yuer, kommiektoBanue, HCA wu g1p.),
paccMaTpuBalOTCS Ha OCHOBE CPAaBHEHHS OIbITa HECKOJBKHUX OpraHM3allMil WIM apXWUBOB B
JTaHHOM oOnacTy. BHUMaTenbHO M3y4yHTE PEKOMEHIOBAHHYIO JIMTEPATypy K JaHHBIM TeMaM B
CIIMCKE HCTOYHUKOB U ueparypsl PILI.

[oompsiercs HanMcaHUe KOHTPOJIBHBIX PadOT, MOCBAIIEHHBIX

aHaJIM3Y OmbITa aBTOMaru3auuu ciayxO0bl JJOY wnm apxuBa Ha nmpuMepe KOHKPETHOTO
yupexaenus apxusa (temsl 17, 23, 26, 37).

B nannoMm ciyuae umeetcst B Buy unpopmaruszanus padbotsl cinyx0bl IOY u apxusa B
LIEJIOM, a HE OTAeiIbHOe ee HampaBieHue. IIpumensiemble 0a3bl JaHHBIX 1LEJIECO00PA3HO
CUCTEMATHU3UPOBaTh B COOTBETCTBHM C OCHOBHBIMHU HAalpaBiICHUSIMH padOThl — HalpuMeEp, B
00JIaCTH KOHTPOJISI UCIOJIHEHUS JOKYMEHTOB, KaJpOBOTO JEJIONPOU3BOCTBA, KOMILJICKTOBAHUS
n OLJ, yuera, HCA, ucnonp3oBanus, ynpaBieHUs apXuBoM. JlJig KaXXAOro HIpOrpaMMHOrO
IIPOAYKTa kenarenbHo ykaszarh nosid b/l m oruersl, CYDB/] win s3Ik nporpaMMupoBaHUs, B
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KoTopoM paspaborana BbJI. lLlemecooOpa3Ho oxapakTepu30BaTh KaKAylo 0a3zy JaHHBIX Ha
KapTOUKe, 3aTeM KapTOYKH CUCTEMATHU3HPOBATh UX IO HAIMPABJICHUSM pabOThl M MPUCTYMUTh K
HaMMCaHUIO pabOTHI.

HauaTte cnmegyer co cmucka jauTepaTtypsl K INporpaMme, riae Bel Halinere crathby,
NOCBsIIeHHbIe aBTOMatu3auuu JJOY nunm apxuBa KOHKPETHOTO yupexaeHus. Ho 3To He 3HauuT,
YTO MOYKHO OTPaHHUYUTHCS KOHCIIEKTOM OJIHOM CTaThU Takoro poga. B paGoTe nomkHBI OBITH
UCTOJb30BaHbl ~ METOJMYECKHE pPa3padOTKM W OMMCAHUS MPOTPAMMHBIX  HPOAYKTOB,
UCIONIb3YeMBIX B apxuBe. ONTHUMalIbHBIM BapHaHT — O3KCKypcHUs B OTIEN aBTOMATHU3AlMU
JAHHOTO apXuBa, KOTOPYIO MOXXHO COBMECTUTH C IOCELICHMEM YHUTAJIBHOIO 3ajla BO BPEMS
paboTHI HaJl KypCOBOM WMJITU TUIIJIOMHOU paboToii. Eciu 9T0 HE yaanoch OCyIiecTBUTh, IOCETUTE
CHU® OUHTU BHUMJAL (ya. [Ipodcoro3nas, 72) unu ero caiir. B kapToTeke npocMoTpure
COOTBECTBYIONIIME TemMe pasfensl (Hampumep, 3.2.6.12.2. —  aBTOMaTH3WPOBAHHBIC
MH(POPMAaLIMOHHBIE CUCTEMBI 1 3.2.6.12 — MexaHu3alus ¥ aBTOMaTH3alus oucKa HHPpOpMaluu
B apXMBax), U3YYUTE OMHUCAHUS TPOrPaMM U pyKOBOJICTBA MOJIB30BATEINSI IPOTrPAMM, MaTeprabl

koH(pepeHuuid. Kpome Toro, cBeneHust 00 apXMBHBIX 0a3axX JaHHBIX MUMEIOTCS Ha caiiTe
«ApxuBbel  Poccum», B pasmenax «basel maHHBIX» (Www.rusarchives.ru/bd/list.shtml),
«ApXUBHBIE CIpaBOYHMKM» (Www.rusarchives.ru/guide/index.shtmlj, «ApXuBHBIE NPOEKTHDY
(www.rusarchives.ru/projects/index.shtml). M3yuurte cailT BbIOpaHHOTO apxuBa (CHOCKH Ha
apXMBHbIE CAalTBI CM. TaM e, B pa3zienax «(deaepalbHble apXUBbI», «PETHOHAIbHbBIE aPXUBBI»)
— BO3MOXHO, Ha HEM pa3MelieHa HHGPOpMalus O MPUMEHSIEMbIX aBTOMAaTHU3MPOBAHHBIX
TEXHOJIOTHUSIX.

Temsbl pedepaToB:

1. Mexannzauuss W aBToMaru3auus apxuBHoro nena B 1970-80-e roget B CCCP:
TEXHUUYECKOE, IIPOrPaMMHOE, JIMHTBUCTUYECKOE o0ecrieyenue, IIPUMEHEHNE
aBTOMATHU3HPOBAHHBIX TEXHOJIOTUI B apXUBHOM JIEJIE.

2. MexaHuzalyss 1 aBToMaTu3anus apxuBHoro nena B 1950-90-e rogsl 3a pydexom (Ha
IpUMepe HECKOJIBKUX CTPaH).

3. [Ipobnembl aBTOMaTH3auuMu apxuBHOro jena 1950-80-x rogax B OTEUECTBEHHOM
apXMBOBEIUYECKON HayKe.

4. CoBpeMeHHass HOpMaTUBHO-IIPaBoBas 0aza MHPOPMATU3AMK apXUBHOTO jea B Poccun.
5. Opranuzanus uadopmaruzanuu apxuBHoro nena B PO Ha denepansHom yposae B 1990-
e — 2010 rozxel.

6. WNudopmaTtuzanus AesTeIbHOCTH apXUBHOTO YUPEKIACHHSI: OpraHu3alus U MpaKkTHKa.

7. LeHTphI-pa3paboTuyuKy MPOrpaMM JJIsl apXUBHOM OTpaciy.

8. [TpoGnembr nHPOpPMATHU3AIIUN ApXUBHOTO Jeiia Ha KoHTpeccax MCA U MeXITyHapOIHBIX

coBenaHusax apxuBuctoB B 1950-2000-¢ rosl.

9. Baenpenue HHQOPMAIMOHHBIX TEXHOJOTMM B padoTy apXxuBa OopraHu3aluu (Ha mpumepe
KOHKPETHOI'O MUHHUCTEPCTBA, BEAOMCTBA, yupexaeHus ) B 1960-1990-¢ roas!.

10. CoBpeMeHHbIE  WH(POPMAIIMOHHO-KOMMYHHKAIIMOHHBIE ~ TEXHOJOTHM B 00JIacTH
KOMIIJICKTOBAHUSI apXMBOB M D3KCIEPTU3bI IIEHHOCTH JOKYMEHTOB (CpaBHEHHME HECKOJIbKHX
apXUBOB).

11.  CoBpemeHHbIE HH(POPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU TEXHOJIOTH B 00JIaCTH
ydeTa JOKYMEHTOB B apXMBe (CpaBHEHHE HECKOJIBKUX apXHBOB).

12. CoBpemeHHbIe MH(DOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU TEXHOJIOTH B 00JacTu
CO3/1aHUS HMH(POPMAIMOHHO-TIOUCKOBBIX apXMBHBIX CIPAaBOYHUKOB (OMUCEH, KaTajoros,
MyTeBOJUTENEH, yKa3zaTenel u Ip.) — BO3MOXKHO Ha IPUMeEpe OHOTO apXHBa WIIM HECKOIBKHX
apXUBOB.

13. CoBpemMeHHbIE  MH(POPMALMOHHO-KOMMYHHUKAI[MOHHBIE ~ TEXHOJOTHM B  00JacTu
MCIOJIb30BaHUs JOKYMEHTOB B apXMBe (CpaBHEHHE He-
CKOJIbKUX apXHBOB).
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14. Co3nanue GaHKOB JaHHBIX HOPMATHBHOM M METOIUYECKOM TOKYMEHTAllUd B apXHWBHOM
nene.

15.  DOnexTpoHHBIE apXUBBl KAaK YUpEXKIEHUS, OCYILECTBIISIONINE JOJITOBPEMEHHOE XpPaHEHHE
AJIEKTPOHHBIX IOKYMEHTOB, B Halllel CTpaHe U 3a pyOeKoM.

16. MexnyHapoaHble CTaHAAPTHl ONMCAHUS aPXUBHBIX JTOKYMEHTOB B IOMCKOBBIX CHUCTEMAaX B
1990-e 1 2010-¢ roxapwl.

17. Co3nanme 0a3 JaHHBIX [0 AapXMBHBIM MCTOpHYECKUM HcCTouHHKaM B 2010-e rojusl
(ucropuueckas ”HGOPMaTUKA U APXUBBI).

18.  MudopmannoHHbIe TEXHOIOTHH B ITyOIMKAIIUU TOKYMEHTOB B apXHBaX.
19. HNupopMalinoHHbIE TEXHOJIOTUU B PECTaBpaIli HCTOPUUECKUX JOKYMEHTOB.
20.  XpaHeHHUE DIJIEKTPOHHBIX JOKYMEHTOB B OPraHM3alliU: HOPMATHBHAs M METOAUYECKas

Oaza.
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Ipunoxenue 1

Annomauusa oucyunaunovt (Mooyns)

HuctunnuHa «H(bDOpMallMOHHBIE TEXHOJIOTHH B apXUBHOM JIEJIe» peann3yercs Ha (akKylbTeTe
apXUBOBEJICHMS U IOKYMEHTOBEIeHUs Kadeapoi apXUBOBEACHHUS.

Lenp MTUCIUTUIMHEI - U3YYEHHE TEOPETHUECKHUX MPOoOJIeM U MPUKIIATHBIX
acmeKkToB HMH(pOpMaTHU3aIllMU apXWBHOTO JieJla, OCHOBHBIX HaIpaBJICHUN BHEIPEHUS
MH(GOPMAIIMOHHBIX TEXHOJIOTHH B IEATEIHHOCTh apXHBa.

3amayn JUCIUILIAHEI:

1) U3yYCHHE  OCHOBHBIX  TMOHSTHHA, HWCHOIB3YEeMBIX B  TPOIECCe  MPUMEHEHUS
MH(GOPMaLMOHHBIX TEXHOJIOTHI B apXUBHOM JeJie;

2) U3yYEeHHUE UCTOPUH MEXaHW3aIllMU M aBTOMAaTH3aI[MU apXHBHOTO Jelia B HAlllel CTpaHe U
3a pyoexoMm;

3) U3yYEeHHE HOPMATHUBHO-TIPABOBBIX OCHOB MPUMEHEHHs] HH()POPMAIIMOHHBIX TEXHOJIOTHUH B
apXHWBHOM JIEJIC;

4) U3YyYCHUE TEXHUYECKOTO U MPHUKIATHOTO MPOTPAMMHOIO OOECIEUEHHUs, UCTIOIb3yEeMBbIX

IIPU OpraHU3aluy JIEKTPOHHOTO

JOKYMEHTO0000pOTa, MH(OPMAIIMOHHOM OOECHeueHHH YIpPaBJICHUs, OPraHU3alUU apXHUBHOTO
XpaHeHUus JOKYMEHTOB Ha TPAJUIIMOHHBIX U 3JIEKTPOHHBIX HOCUTEISX;

5) U3yueHHe TMPHUHLIMIIOB BBHIOOpAa M OpraHU3allMd BHEAPEHUS M HCIIOJIb30BAHUS
TEXHUYECKOT0 ¥ MPOTrpaMMHOI0 00ecriedeHHs;

6) u3yueHre HWH(POPMALMOHHBIX CHCTEM M OCHOBHBIX MH(OPMAIMOHHBIX PECYpCOB B
apXUBHOM JIeJIE;

7) U3yueHHE M aHaJU3 CPEJICTB 3alMThl MH(QOpPMaluu B HH(OPMAIIMOHHBIX CHCTEMaXx,
HCIIOJIb3YEMBIX B apXUBHOM JIElIE.

JlucuurniuHa HarpaBieHa Ha GOPMUPOBAHUE CICTYIOIIUX KOMITETESHITUI:

YK-4. CnocoGeH oCcymecTBISITh JETOBYI0 KOMMYHHUKAITUIO B YCTHOM W MUChbMEHHOH (hopmax Ha
rocyaapcTBeHHOM si3bike Poccuiickoit denepanuu 1 ”HOCTpaHHOM(BIX) sI3bIKE(aX)

OIIK-4. CniocobeH moHUMAaTh MPUHITUIIEI paOOTHI COBPEMEHHBIX MH()OPMAITMOHHBIX TEXHOJIOTHMA
Y UCTIOJIh30BaTh MX IS PEIIeHUs 3a1a4d IPpo(heCcCHOHATLHOM NesSTeIbHOCTH

OIIK-8. CnocobeH moHUMAaTh MPUHITUIIEI Pa0OTHI COBPEMEHHBIX WH()OPMAITMOHHBIX TEXHOJIOTHMA
Y UCTIOJIB30BAaTh MX IS PEeIIeHUs 3a1a4d IPpo(heCcCHOHATLHOM NesSTeIbHOCTH

B pesynbrate ocBOGHUS TUCIMITIMHBI 00yYaIOMIMNACS TOJIKEH:

3HaTh —  OCHOBHblE HWH(MOPMAIMOHHBICE  OMONMHOrpaduUUYecKue  pecypchl IO
JOKYMEHTOBEJICHUIO U apXWBOBEIEHHUIO; THUIIOBOE IPOTPAMMHOE OOECIeYeHHe, MPUMEHseMOe
s (QYHKIMOHUPOBAHUS ~ aBTOMATHU3UPOBAHHOW  CHUCTEMbl  IICHTPAJIM30BAHHOIO  yueTa
JIOKyMEHTOB ApxuBHOro ¢onaa P®d, ABTOMAaTH3MPOBAHHOTO LEHTPAIBHOTO (HOHIOBOTO
Karajora

YMeTb — OCYHIECTBIATh MOUCK HAYYHO-TEXHHUYECKOW HWHPOpPMALMU TO CBOEH
npodeccCHOHaNbHOM N1eATeNbHOCTH; pa3dupaThcsi B 0a30BbIX aclekTax (yHKIMOHUPOBAHHUS
COBPEMEHHBIX MH()OPMAIIIOHHBIX CUCTEM B apXHBHOM JIEJIe

Bnanerts - HaBbIKAMU HCIIOJIb30BAHMS KOMITBIOTEPHOM TEXHUKH U MH(GOPMAIIMOHHBIX
TEXHOJIOTUH, OCHOBHBIMH METOJaMH, CIIOCOOAMH U CpEACTBAMH TIIOJYYEHUS, XpPaHCHHUS,



47

nepepaboTku  MH(pOpMAlMKW»;, HaBbIKAMH  BbIOOpa MPOTrpaMMHOrO  obOecreueHus s
MH(GOPMaLIMOHHOTO 00ecnIeYeHUs eI TeIbHOCTH apXHUBOB.

Paboueii mporpamMmoii npeaycMoTpeHa MPOMEeXyTouHasi arTectaius B (opMme 3adeTa C
OLICHKOM.

OO011ast TPyA0E€MKOCTh OCBOCHHUS AUCIUIUIMHBI COCTABIISACT 3 3aUETHBIX €AMHUIBL.
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