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1. [TogcHuTENALHAA 3ANMUCKA

1.1. Lenp u 3aga4uu JUCITUTLIMHBI
Llenv oucyuniunvl - W3ydeHUE TEOPETHUECKUX MPOOJIEM M MPUKIAIHBIX aCTIEKTOB
nHpOpMaTH3alMK APXUBHOTO JIela, OCHOBHBIX HaNpaBleHUI BHEAPEHUS HHPOPMAIIHOHHBIX
TEXHOJIOTHH B IEITEILHOCTh apXHBa.

3amaun TUCITUILINHEL:

1) u3yyeHne OCHOBHBIX TOHSATHH, HCHOIB3YEMBIX B TPOIECCe MPUMEHEHUS
WH(POPMAITMOHHBIX TEXHOJIOTHIA B apXUBHOM JICIIC;

2) u3yueHHe UCTOPUHM MEXaHU3AIMM W aBTOMATH3AllMA apXMBHOTO JieJa B HaIleH
CTpaHe | 3a pyOeKoM;

3) u3ydeHre HOPMATHUBHO-NIPABOBBIX OCHOB MPUMEHEHHsS WH(POPMAIMOHHBIX
TEXHOJIOTHI B apXUBHOM JIEJIE;
4) u3yuyeHHe TEXHUYECKOTO U TPUKIATHOTO MPOrPaMMHOTO  oOecreueHus,

UCIIOJIb3YEMBIX MPU OPTaHU3AIMH FIEKTPOHHOTO

JTOKYMEHTO000pOoTa, WH(POPMAIIMOHHOM OO0ECIICUCHUU YIIPABICHHS, OpPTraHU3aLUuU
ApXUBHOT'O XpaHEHUsI TOKYMEHTOB Ha TPAJAULIMOHHBIX U AJIEKTPOHHBIX HOCUTEIIAX;

5) u3yueHue NPUHIUIIOB BBIOOpPA M OpPraHMU3ALMU BHEJPEHUS U HCIIOJIb30BaHMS
TEXHUYECKOTO U MPOrpaMMHOI0 00eCeYeHNUS;

6) u3zyueHne MH(HOPMAIIMOHHBIX CUCTEM M OCHOBHBIX MH(OPMAIIMOHHBIX PECYPCOB B
apXUBHOM JIEJIE;

7) u3yuyeHHue M aHalIMU3 CPEACTB 3alMThl HMH(OpManMu B HH(YOPMAITMOHHBIX
CUCTEMaXx, HCII0JIb3yEMbIX B apXUBHOM JIEI€.

1.2. [lepeyeHb MIIAHUPYEMBIX Pe3yJbTATOB 00yUeHHs 10 JUCIHUIJIMHE, COOTHECEHHBIX C
WHJIUKAaTOpaMU JTOCTHKEHHS] KOMIIETEH I

Komnerennust Nuauxatopsl IlepeueHs MIAHNPYEMBIX Pe3yJIbTATOB
(xom m KOMIIeTeHI U 00y4eHMsl M0 JUCHUIINHE
HAaMMEHOBAHHE) (koA 1 HAMMEHOBAaHUE)

OIIK-4. Cniocoben OIIK 4.3. O0namaer 3HaTh — OCHOBHBIC HH(POPMAIIMOHHBIE
HCII0JIb30BaTh HaBbIKaMU oubnmorpaduyeckre pecypcsl o
0a30BbIC 3HAHUS B UCIIOJIb30BaHHUSI JOKYMEHTOBEJICHUIO M aPXUBOBEICHHIO;
obsacTu UHPOPMALMOHHO- THIIOBOE MTPOTPaMMHOE oOecrieueHue,
UH(POPMAIMOHHO- KOMMYHHKAIIHOHHBIX npuMeHsieMoe sl QyHKIIMOHUPOBAHHS
KOMMYHHKAITMOHHBIX | TEXHOJIOTHH B chepe ABTOMATHU3MPOBAHHOW CHUCTEMBI
TEXHOJIOTHH B chepe | TOKYMEHTAIIMOHHOTO [EHTPAIM30BAaHHOTO y4eTa JIOKyMEHTOB

CBOEH
npogecCuoHaIbHON
NESITEIbHOCTH

o0ecrieueHns ynpaBiIeHUs
¥ QpXUBHOTO Jieia

ApxusHoro ¢ponga PO,
ABTOMAaTH3UPOBAHHOTO IIEHTPAIBHOTO
($hOHIOBOTO KaTaJiora

YMeThb — OCYIIECTBIISITh TOUCK HAYYHO-
TEXHUYECKOH HH(pOpMAIMK IO CBOEH
poheCCHOHATBLHOM JIEeATEILHOCTH;
pa3buparbcs B 0a30BBIX ACTIEKTAX
(YHKIIMOHHPOBAHUS COBPEMEHHBIX
UH(OPMAIIMOHHBIX CUCTEM B aPXHBHOM
nene.

Baanerb -  HaBBIKaMU HCIIOJIb30BAHUS
KOMITBIOTEPHON TEXHUKH U
MH(OPMAIIMOHHBIX TEXHOJIOTHH,
OCHOBHBIMH METOJIAMH, CIIOCO0aMH U




CpeaAcCTBaMU MOJTYYCHHUA, XPAHCHUAA,
nepepaboTku MHPOPMAILINKY; HABBIKAMHU
BBIOOpA MPOTPAMMHOTO 00ECTICUCHUS JIS
HH(pOPMAITMOHHOTO 00eCTICUeHHUS
ACATCIIbBHOCTH apXHUBOB.

1.3. MecTo TUCHUIUIMHBI B CTPYKTYPE OCHOBHOM 00pa30BaTeIbHOM MPOTrPAMMEBI

Hucumruinna  «MHpOpMaMOHHBIE TEXHOJIOTUM B AapXMBHOM JI€l€» OTHOCUTCS K
o0s13aTenbHONM YacTu OJI0Ka UCUUIUIMH y4eOHOTO IJIaHa.

Jns  ocBOeHMS ~ JUCUMIUIMHBI ~ HEOOXOAWMBI  3HAaHUS, YMEHHS W BIAJCHUA,
chopMUpOBaHHbIE B XOJ€ H3y4YeHHUs  cieayloummx aucuuiuind: -  «MHbopManmonHas
IBpHUCTHKAY; « THPOPMAITMOHHBIC TEXHOJIOTUNY, K APXHUBOBEICHUEY.

B pesynpTate OcBOEHUS MUCHUIUIMHBI (POPMHUPYIOTCS 3HAHHS, YMEHHUS U BIIAJCHUS,
HEOOXOIUMBIC JUISI M3YUYCHHS CIEAYIOMIMX AMCUUIUINH W MPOXOXKIEHHUS NpakTuK: «CHCTEeMbI
XpaHeHUs 3JEKTPOHHBIX IOKYMEHTOBY»; «HayuHo-TeXHUYECKUE apXUBBD»; «AyJIHOBU3YyalIbHbIC
apXUBBD».




2. CTpyKTYypa AUCHHUILINHBI

Obmas TpyA0EMKOCTh TUCIUTUTHHBI cocTaBisieT 3 3.e., 108 akaieMUYecKuX 4acoB.

CTpyKTypa IMCUMIJIMHBI /51 04HOH (popMbl 00yUeHust

O0beM AUCHUIUTHHBI B (pOpMe KOHTAKTHOW PabOThI OOYYArOMIMXCSl C TEeAarorudecKuMu
paboTHUKaMU U (WJIH) JTUIAMU, TPUBIEKAEMbIMH K peau3alii 00pa30BaTeIbHONU MPOTrpaMMBbl

Ha MHBIX YCJIOBUSAX, IPU MPOBEACHUN YUCOHBIX 3aHITHIA:

Cemectp | Tum yueOHBIX 3aHATHIA KonnuecTtBo
4acoB
6 Jlexun 16
6 JlabopaTopHbie paboThI 24
Bcero: 40

OO6beM AUCHUILTUHBL B (HOpPME CaMOCTOATENbHON PaOOThI 00YYAIOIIMXCS COCTABISET 68

aKaJJICEMHUYCCKUX Yaca.




3. Copepxxanue Q¥ CHUILTHHBI

Ne | HaumeHnoBaHnue Coaepixanue
paszjena
AUCHMILINHBI
1 1.Beenenne. ITpenmer, nens u 3axauu Kypca. MICTOYHMKY 1 IUuTepaTypa 1o

Kypcy. XapakTepucTHKa 3aKOHOJATEeNIbHBIX, HOPMAaTUBHBIX U
METOUYECKUX JOKYMEHTOB, HAIMOHAIBHBIX U MEKIYHAPOTHBIX
CTaH/IApPTOB IO M3ydaeMoi mpodiemarruke. MecTo Kypcea cpenu
OpYTUX AUCUUILIINH. B3auMocBs3b Kypca ¢ AUCHUTITHHAMHA
«JlokymeHnroBeneHue», « OCHOBBI U TEXHOJIOTHS
JIOKYMEHTAI[MOHHOTO 00eCTieUeHus yIpaBICHUs» U JIp.
OcHOBHbIE IOHATHUS Kypca: MEXaHHU3alKsl, aBTOMaTH3aLus U
unpopmatuzanusa JIOY u apxuBHOTO nena, nHHOpMalMOHHbIE
texnonoruu (UT), uadopmarnmonnsie cucremsl (UC),
KOPIIOPAaTUBHBIE HHPOPMAIIIOHHBIE CUCTEMBI,
aBromatusupoBannbie cucteMbl JJOY (AC JI0OY), anekTpoHHbIE
JOKYMEHTBI, SJIEKTPOHHBIN apXUB, apXHUB dIEKTPOHHBIX
JIOKYMEHTOB, aBTOMaTU3MPOBAHHbIE APXUBHBIE TEXHOJIOTUHU U JIP.
ConocraBneHne MeKIyHapOJHOU U 0TeYECTBEHHON MPOoGUIbHON
TepMHUHOJIOTHH. Posib Kypca B COBEpILIEHCTBOBAaHUM OpraHU3aluu
paboThI C TOKYMEHTAMH B YIPaBIEHUH, CO3JaHIH ONTHMAJIbHBIX
YCJIOBHM pabOTHI CITY>KO JOKYMEHTAIIMOHHOTO 00ECTICUeHM S
yOpaBleHUs U apxuBa. 3HaUeHUEe HHPOPMATH3AIUU ApXUBHOTO
Jienia Ha CoBpeMeHHOM dTare. OCHOBHBIE HH()OPMAITHOHHBIE
TeXHOJIOTHH, TpuMeHsembie B JJOY u apxuBHOM ferne.
HNHupopmanroHHble CBOMCTBA JOKYMEHTOB. 3aKOHOMEPHOCTHU
pocTa U cTapeHus TIOKyMEHTHON HH(OpMAaIIHiH.
ABTOMaTH3UPOBaHHBIE NH()OPMALIMOHHO-IIOUCKOBBIE CUCTEMBI U
ux knaccudukanua. OTpacieBasi CUCTEMa HAyYHO-TEXHHUECKON
UHPOpPMALIMU B 00JIaCTH JOKYMEHTOBEICHHS U apXUBHOTO JIENIa.

2 Paznmen 2. Ucropus DTanbl aBTOMaTH3alMKN apXUBHOTO Jieja B KoHIE XX — KoHIIe
MEXaHU3aLUNN U XX BB.: pa3BUTHE TEXHUIECKOTO 0OECIIeUeHMsI, HOCUTENEH
aBTOMAaTH3aNH uH(popMannu, IPOrpaMMHOIO U JIMHTBUCTUYECKOTO 00ECIICUEHHS.

aApXUBHOTO JeNa B
Halllel cTpaHe U 3a
pyOexom

[IepBble IEHTPBI XpaHEHHS] MAIIMHOYUTAEMBIX JOKYMEHTOB:
apXUBBI OTPACIIEBBIX BHIUUCIUTEIHHBIX IIEHTPOB M TIIaBHBIX
BbIUKCIUTENBHBIX 1IeHTpoB (I'BL]). Biusnue aBromarusanmu B
opraHax Hay4yHo-TexHuuyeckoit nnpopmannuu (HTU) na apxuBHoe
neno. YueTHble 1 HHPOPMAIIMOHHO-TTIOMCKOBBIS
aBTOMATHU3MPOBAHHBIEC CUCTEMBI B apXuBax. [lakeThl mpUKIaHBIX
porpamMm JJist apXuBHOTO nena. MHbopMalnoHHO-TTOUCKOBEBIE
Te3aypychl. MexxapxuBHble aBToMaTu3npoBanusie MUIIC.
ABTOMAaTU3UPOBaHHAs! CUCTEMA HAYUYHO-TEXHUUECKOM
unpopmaiuu (ACHTU) na ocHose LlenTpanbHoro

donmoBoro karanora (ILIPK) rocymapcTBeHHOT0 apXUBHOTO
donga CCCP. ApxuBoBecHHE MAITMTHOYNTAEMBIX JIOKYMEHTOB
(MY[). Baenpenne nahopMamoHHOTO MOAX0/1a B
apxusosenenue. Tpynsl B.H. ABrokparosa, K.b. ['enbmana-
Bunorpanosa, K.W. Pynenscon, P.H. Epumenko u ap.
[IpumeHneHne aBTOMaTU3UPOBAHHBIX CUCTEM 00pabOTKH
n300paxeHuii u1st pectaBpanuu fokyMmeHToB (ACON3).




OnbIT aBTOMAaTU3aLUK APXUBHOTO Jielia 3a pyoekom B 1940-
1970-e rr. O6cyxnenue nmpodieM nHGOpMATHU3AIMHI APXUBHOTO
nena Ha koHrpeccax MCA, co3znanue Komurera no
aBromatusanuu MCA. Uadopmatuzamnus B ctpanax CIIA,
3anagHoit EBpornbl, crpanax COB. Co3nanne AUIIC, Hauano
MPUMEHEHHUS KOMIIBIOTEPHBIX CETEH,

CO3/IaHHE APXWBOB MAIIMHOYHUTAEMBIX JTaHHBIX. APXUBOBEICHUE
MalIMHOYMTAEMbIX JOKYMEHTOB 3a pyoexom. Tpyast [lxx. Poyaca,
Jx. Tecrona, Y. Jomnapa, M. Keppoua.

Pazmen 3.
HopMmatuBHo-nipaBoBas
0a3a mHGOpMAaTH3AIINH
ApPXUBHOTO JIeTa.

Pernamenranus nnpopmaTH3aluu apXUBHOTO JIeJ1a B POCCUHCKOM
3akoHoJaTenbCcTBe. 3akoH PD «O6 nabopmarmm,
UH(POPMALMOHHBIX TEXHOJIOTUAX U 3amuTe HHpopmarum», «O0
apxuBHOM Jiene B Poccuiickoit denepannn», 3aK0HbI CyObEKTOB
denepauuu 1 aApyrue HopMaTHUBHbIE akThl. [IpobiemMbl aBTOpCKOTrO
npaBa M JOCTyma K 6a3aM JaHHBIX, 3aIUTH HH)OPMAIIHH,
UHPOPMALMOHHON 6e30macHOCTH. PernamMenTanys BOnpocoB
nH(pOpMaTU3allUU apXUBHOTO Jieja B IOCTAaHOBJIECHUSX
[TpaButenscTBa PO, cyObbekToB denepanuu, npukasax Pocapxusa
U IpyTuX HOPMATUBHBIX akTax. deepanbHble U perioHalbHbIE
nporpaMMsl HH(popMaTU3auuu apxuBoB. Konnenuus
uHpopMaTu3alnu apxuBHoro jena B P®, nporpamma
uHpopmaruzanun PegeparbHOro apXUBHOIO areHTCTBA U MO
BEJIOMCTBEHHBIX eMy yupexaeHuit Ha 2011-2020 rr.
HopmatusHO-MeToanueckue pazpabotku PocapxnBa n apXUBHBIX
yupexaenui.«lIpaBuina opranusanuy XpaHeHus,
KOMIUIEKTOBAHUs, y4eTa U UCIIOJIb30BaHUs JOKYMEHTOB...» B
roCy/1apCTBEHHBIX, MyHUIUNAIBbHBIX apXUBaX, My3esX,
o6ubnmorekax, apxuBax PAH 00 nndopmaTuzanmm apxuBHOTO
Jierna U XpaHEeHUH JJIEKTPOHHBIX TOKyMeHTOB. KoHuennus
UH(pOpMaTU3alUU apXuBHOro Aena B Poccuu;

oTpacJieBasl mporpaMma nH(GpopMaTu3aluy apxuBHoro nena B Poc-
cun. PenepanbHas LeneBas nporpamma «iIeKTpoHHas Poccus»
Ha 2002-2010 rr. (2002 r.) u apxuBbl. [lepcriekTrBHOE U TeKylIee
IUTaHUPOBaHKUE pabOThI MO HHPOpPMATU3aLUK oTpaciu. [Inansl
HUP. Pons @enepansHoro apxusHoro arenrcrsa 1 BHUMJIA /L.
LenTp nHbopManmoHHBIX TexHOJOTUl Pocapxupa. JlestensHOCTD
OKCHepTHOM KOMUCCUU 0 aBTOMATU3UPOBAHHBIM apXUBHBIM
texnonorusm Pocapxusa. Cekuust LIC Poccuiickoro o6miectBa
UCTOPUKOB U apxuBUCTOB (POUA) «DneKTpoHHBIE JOKYMEHTHI U
apXxuBbI: TPOOJIEMBI U pelIeHus». MexayHapoiHble GopMaThl U
crangaptel onucanus. Ctangapt ISADC(G) (1994).

Pasnen 4.

OcHOBHBIE OOBEKTEI U
MIPUHIIUIIBI
aBTOMAaTH3aLIuU
ApPXUBHOTO JIeJa.

OOBeKTbI, MPUHIUIIB, 1IEJIH, 337]a41 U HalpaBICHUS
nHbOpMaTU3alIMK ApXUBHOTO Jiena. Bunbl nHGOpMaMOHHBIX
TEXHOJIOTHH, MPUMEHSIEMbIX B apXUBHOM JIETIE.

Opranu3zanus nHbOpMaTU3allK Ha YPOBHE apXHUBa.
[TnanupoBanue padbotsl o BHenpeHnio AAT B apxuBax.
[TporpamMmel HHGOpPMATH3AIHT OTACTBHBIX (eaepatbHbIX,
LHEHTPaIbHBIX PECyOIMKAaHCKUX U TOCYIapCTBEHHBIX KPAEBbIX,
00JIaCTHBIX, MyHHUIIUTIATHHBIX apXUBOB. CTPYKTYpHBIC
noJipa3ziefieHus: apXuBa, OTBEYAIOIINE 32 HH()OPMATHU3ALIHIO.
Otanbl BHepeHust AAT B apxuBe. Jranbl BHeApeHust AAT B




apxuBe. BeiOop mporpaMMHOTO o0ecTieueHus U pa3padoTIHKa.
CkJaibIBaHHE COBPEMEHHOTO PBIHKA MPOTPaMMHOT0 00ECIICUCHHUS
B 0o0Jy1acTH apxXuBHOTO jAena. LleHTpsl pa3paboTuuku mporpamm
JUTSL QpXUBHOM OTPACIIU: apXHBbI, CHCTEMHBIC HHTETPATOPHI,
Hay4HbIE yupexaeHUs U By3bl. [locTaHOBKaA 3a1a4u U
TEXHUYECKoe 3ananue. JloroBop ¢ pa3paboT4nkoM. Y CTaHOBKA

U ajanTtanus nporpammsl. [IpoGieMa KOHBEPTUPOBAHUS TaHHBIX B
HOBBIE BepcHH porpamMmMbl. OOy4eHHE IepcoHaa.

Pasznen 5. ba3wl qanHBIX
B apXUBHOM JIEJI€.

CucteMmsl ynpasjeHus: 6a3aMu JaHHBIX, TPUMEHSIEMBIE B apXUB-
HOM jienie. PensiinoHHas u nepapxudeckas CTpyKTypa 06a3bl
naHHbIx.[TocTpoenne nHdonaornueckoi Moenu u
natanorndyeckoit moaenu bJI. Beidop THmoB 00bEKTOB, UX
aTpuOyTOB, HACHTH(PUKATOPOB OOBHEKTOB, OMPEICTICHUE TUIIOB
CBsi3€l, BBIOOP MOJIENIN IaHHBIX, CTPYKTYPUPOBAaHUE TaHHBIX,
npoekTupoBaHue otyeToB. [Ipobnema co3ganust TUIIOBOTO
(o01Ie0TpacieBoro) MporpaMMHOTO 0OecTIeyeHUs!.
@yHKIMOHANBHBIN NoaxoA (pazpadborku BHUN-

JAJl) n uaterpupoBanHbiii moaxo (pa3padotku Pocapxuga).
WuTerpupoBanHas Moenb HHGOPMAIIMOHHOHN CHCTEMBI apX1Ba,
OCHOBAHHOM Ha MHOTOYPOBHEBOM ONMUCaHUU. CUCTEMBI
ympaBieHus: 0a3aMu TaHHBIX, IPUMEHSIEMbIE B apXHUB-

HOM JieJIe.

Paznen 6. [Ipuknagnoe
MPOrpaMMHOE
obecrieueHue s
ABTOMATU3UPOBAHHBIX
APXUBHBIX TEXHOJIOTUN
(AAT).

Bunbl 1 pa3HOBUIHOCTH aBTOMAaTU3UPOBAaHHBIX
MH(GOPMAIIMOHHBIX CUCTEM B apXUBHOM jene. [Ipu3naku
KJIaccu(puKauy HH(POPMAIIMOHHBIX CUCTEM: YPOBEHb HHTETpalluy
JTaHHBIX B paMKax apXuBa, HA3HAUYEHUE CUCTEMBI (yueTHas,
UH(POPMALIMOHHO-TTOMCKOBAs!, aIMUHUCTPATUBHO-
yrpaBiieH4ecKas); pyHKIUU CUCTEMBI (YUeT, KOMIUIEKTOBAHUE,
CIPaBOYHO-TIOUCKOBBIE CPEICTBA, UCIIOIB30BAHUE U JIP.);
YpOBEHb ONKCAaHUS JAHHBIX (MEXapXUBHbIE, MEK(DOHIOBEIE,
BHYTpH(OHI0BBIE); 00BEKT onucanus (poH, ONUCH, JIeIO,
JIOKYMEHT); BUJI TPAJULIMOHHOTO CIIPABOYHHKA (3JIEKTPOHHAs
OIMCH, KAaTaJIOr U Jp.); BUA ApXUBHOTO YUPEKICHUS
(uH(OpPMAaIIMOHHBIE CUCTEMBI JJI1 apXUBOB OpraHU3aIHiH,
rOCy/apCTBEHHBIX 1 MyHHUIMIIAJIBHBIX apXUBOB,

OpraHoOB yNpaBJIEHUS apXUBHBIM JesioM), hopma peanuzannu (11K
u JIBC, UHTepHeT, THpa)KUpOBaHUE HA HOCUTEIIAX ).
CoBpeMeHHbIE aBTOMAaTU3UPOBAHHBIE APXUBHBIE TEXHOJIOTHH:
IIPOrpaMMBI JUIsl aBTOMATH3aLUHU YUETa, KOMIUIEKTOBAHHUS,
9KCIIEPTHU3bI IEHHOCTH, 00ECIICUEeHNsI COXPAaHHOCTH,
UCIIOJIb30BaHUs JOKYMEHTOB, aBTOMaTU3UPOBAHHBIE
nHGOPMaIMOHHO-TIOUCKOBbIE cUcTeMbl. IHTEerpupoBaHHbIE
MHOTO(YHKIIMOHAJIbHBIE IporpaMMbl. HpOpManmoHHsie
IpoLecchl U GYHKIMH B cUCTeME «YYeT apXUBHOTO (hOHIa»
(Mucodr). ObmeorpacieBas cucteMa aBTOMaTU3HPOBAHHOTO
ydera J0KyMeHToB ApxuBHoro ¢onaa PO®. [Iporpammsl
«ApxuBHBIH (HoHTY, «DOHIOBBIN KaTanor». MexxapXuBHbIe 0a3bl
JaHHBIX (peecTp YHUKAIBHBIX JOKYMEHTOB ApXHUBHOTO (OH/A,
aBromatusupoBanHblii [IPK, «Apxusnas Poccuka» u ap.).
WNudopmartuzais apxuBoB opranuzanuii. OCHOBHbIE TIPOOIEMBI
KOMITbIoTepH3anuu nHpopmalmonHoro noucka. UI1C




JOKyMeHTanbHbIe U pakTorpaduueckue. Knaccudukarms
nHGOPMaIMOHHO-TIOUCKOBBIX S13bIKOB. becTe3zaypycHblit
nouck. Tezaypycel 1 ux penakrupoBanue. Kiaccupukaropbt
JOKYMEHTHOM HH(OpMalUu — UX YHUPUKALUSA U
penaktupoBanue. Cranmaprusaiys GopMaToB OMUCAHUS
noxkymeHToB. EKJIM. DnekTpoHHbIE MyTEBOAUTEINH, OIUCH,
karanoru, ykazatenu. Mexapxusasie AUTIC. bank nanabix
«Knura namarn», « ApxuBHas Poccuka», ALIOK.
[HonunotexctoBbie AUIIC. HTErpripoBaHHbIE IOUCKOBBIE
CUCTEMBI U POrpaMMHOE 00eCIIeUeHUE AJIsl UX pealln3alllu.
OmneiT I'naBapxuBa r. Mockssl, 'AP®, Apxusa PAH,
pEerMoHaNbHbIX apxuBOB. [Iporpammusiil kommuieke «Kauncca-
ApxuB» 1 ero BHeApeHHe. MexT1yHapOHbIE POESKThI
KOMITBIOTEPU3ALUH APXUBHBIX TEXHOJIOTH — «ApPXUB
Komunrepna», «CBAI».

Pazgen 7.
HutepHeT-TeXHOIOrHN
Y MHPOPMAIIMOHHbBIE
pecypcHl,
HCIIOJIb3yEeMbIC B
ApXUBHOM JIEIIE.

[IpuMeHeHHe CeTEBBIX TEXHOJIOTHH B HHPOPMAITMOHHOM
obecrieueHnH pabOTHl APXUBOB, CO3AHUN MEKAPXHUBHBIX
MH(POPMAIMOHHO-TIOUCKOBBIX CIIPABOYHUKOB, YIIPABJICHUU
oTpacibto. [ mobanbHble BEIYUCIUTENbHBIE CETH U aPXUBBHI.
[IpoGnema co3ganust peCypcoB OTEUECTBEHHBIX apXUBHBIX
yupexaenuit B Iatepuete. O61erocyaapcTBeHHbIE apXUBHBIE
nopTaybl — «ApXuBbI YKpauHbD»; «Apxussl benopyccuny;
«Apxussl JIutes». Caiit Pocapxusa «Apxussl Poccun».
Meroanueckue ykazanus Pocapxusa 110 CO34aHUIO caiTa
APXUBHOTO YUPEKACHUS. XapaKTepucTuKa HHHOPMAITMOHHBIX
PECYPCOB POCCHIMCKHX apXUBOB B TJI00ATBHON CETH: CAlTBI
npeacTaBuTeNbCckue U HayuHbie. [Ipobnemsr myonukanun HCA u
nokymeHToB B HTepHeTe. bubmmoreku cepiiok. CalT « ApXUBBI
mupa» FOHECKO. Opranusanust 1octyna K 3JIeKTPOHHBIM
pecypcam o JokymMeHTax ApxuBHOTO (oHaa PO, pa3merieHHbIM
Ha nopraiue «Apxusbl Poccumn», B ToM uncie «l{eHTpanbHOMY
doHI0BOMY KaTanory»; «Peectpy yHUKaIbHBIX JOKYMEHTOBY.
Coznanne «EnnHoilt nHTErpalinioHHON TIaTHOPMBI
MH(GOPMAIIMOHHBIX PECYPCOB)» POCCUIICKUX apXHBOB.

Paznen 8. Texnomnorus
XPaHEHHUS ITEKTPOHHBIX
JTOKYMEHTOB H 3aIlUTa
HHPOpPMaIUH B
WHPOPMAITHOHHBIX
CHCTEMax.

[Ipobnema coxpaHeHHs! IEKTPOHHBIX JOKYMEHTOB Ha
coBpeMmeHHOM rtarne. [Tousatus «MY/», « IMH», «351eKTpOHHBII
nokyMeHT» (/1) 1 MX HOPMaTUBHO 3aKperICHHbIE Te(UHUIINY.
Huckyccuu o mpupojae I/1. OcoOeHHOCTH MaIIMHOYUTAEMBIX
JIOKYMEHTOB KaK 0OBbEKTOB apXUBHOT'0 XpaHeHHs. Bompockl
IOPUAMYECKOM CHUJIIBI U «JI0KA3aTeIbCTBA» HAJACKHOCTH HOCHUTENIEH,
OT/IEICHHOCTH MH(POPMALIUU OT HOCUTEJIS, HEOTPaHUUYEHHOCTH
BOCTIPOM3BEICHUS] OPUTHHAJIOB, BEICOKON ce0€CTOMMOCTH
XpaHEHUs; CTAPEHUE TEXHUYECKOTO U IPOrPaMMHOIO
obecrmieueHust; popMaTHONH HECOBMECTUMOCTH, OTTMCAHHMS

u 11p. [IpaBoBoe perynupoBaHue IOpUANYECKO cuiibl D/ B Hamien
CTpaHe | 3a pyOeKoM. DIIEKTpOHHAs TU(PpOBast MOIHUCH.
TexHoI0rny OnepaTUBHOIO XPAHEHHUS AIEKTPOHHBIX IOKYMEHTOB
(3ammuTa OT BUPYCOB, COOEB JIEKTPOIIUTAHUS, PE3EPBHOE
KonupoBaHue u 1p.). [Ipobiaema 10AroBpeMeHHOT0 XpaHEHHS
JEKTPOHHBIX IOKYMEHTOB U MOJACPKAHUS UX ayTEeHTUYHOCTH.
Oco0eHHOCTH KiIacCU(UKAIINH, YUETa, ONMCAHUS U SKCIIEPTU3bI
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[IEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB. TpeboBaHus
UH(POPMALMOHHON 6€3011aCHOCTH K aBTOMATU3UPOBAHHBIM
cuctemaM B J/IOY u apxuBHOoM zene. OCHOBHbIE HallpaBJICHUS U
MEpHI 110 3aLUTe HHPOPMALUU OT HECAHKIIMOHUPOBAHHOTO
noctyna. Co3aHue 31eKTPOHHOrO (POHIA MOIb30BaHHUS.
Co3nanue LleHTpa XpaHEeHUs JIEKTPOHHBIX JOKYMEHTOB
POCCUNCKHMX apXHUBOB.

4. O0pa3oBaTebHbIC TEXHOJIOTHH

Ne (HammeHoBaHHe Buab1 yueOHbIX
. Oo0pa3oBaTte/ibHbIE TEXHOJIOTHH
n/n |pasaeJia 3aHATHI
1 |2 3 4
1. |l.BBenenue. Jlexuus 1. BBogHasg gekuus ¢ MCHOJBb30BaHHEM
BHJIEOMAaTEPUAIIOB
CamocrositenbHas  |KoHCynbTHpOBaHuE u MpOBEpPKaA
paborta JOMAIlHUX  3aJaHud  IOCPEICTBOM
AJIEKTPOHHOMW MOYTHI
2. |Pasgen 2. Wcropus Jlekmus 2. Jleknus-Bu3yanuzanusa ¢ MOPUMEHEHHEM
MeXaHH3aluH 1 CIalI-IPOEKTOpA.
AaBTOMAaTH3alInu
apXMBHOTO Jienia B HamleH |CamocrositenbHast  ([ToAroToBKa kK KOHTPOJIBHOM paboTe.
CTpaHe U 3a pyoexom pabota
3. |Pasmen 3. Hopmatusuo- |Jleknus 3. Jlexuus-Bu3yanu3anus C MPUMEHEHUEM
npaBoBast 06aza JlaGopatopHas CIIAMI-IIPOEKTOPA.
uHbOPMATH3ALMU paboTta [TpoBepka BBITIOJIHEHUS 3aJaHUS
ApXUBHOTO A€Ja. [ToaroToBka K KOHTPOJIBHOU paboTe.
CamocTtosTenbHas
pabota
4. |Pa3snen 4. Jlexuus 4. Jlexuus-Bu3yann3anus ¢ HPUMEHEHUEM
OcHOBHBIE 00BEKTHI 1 JlabGopaTopHas CIalI-IPOEKTOpA.
HPHHIIATIBI paboTta [IpoBepka BbINOJIHEHUS 3aaHUS
aBTOMATH3AINH CamocrositenbHass  |KoHcynbTUpOBaHME u IIpOBEpPKa
apXUBHOTO Jerna. paboTta JOMAIllHUX  33JlaHuid  TOCPEICTBOM
AJIEKTPOHHOMU MOYTHI.
5 |Pa3gen 5. basel nannHbx B |Jleknus Jlekuuss ¢ pa3dOpPOM  KOHKPETHBIX
apXUBHOM JIeJIe. 3. CUTYyalUM.
JlaboparopHas BrinosiHeHNE TPAKTUYECKOTO 3a1aHUS 10
pabora aHanmM3y TmpaBWwil pabOThl apXHWBOB U
CamocrosiTenpHas | CTAaHIapPTOB.
pabora. KoncynbTupoBanue u MIpOBEPKA
JOMallHUX  3aJaHUM  TIOCPENCTBOM
3JIEKTPOHHOMU MOYTHI.
[ToaroToBka K KOHTPOJBHOW paboTe u
3aM0JHEeHUIO padoueil TeTpaau.
6 |Pa3zen 6. [IpuknagHoe Jlexuus 6. Jleknus-Bu3yanusanus ¢ OPUMEHECHHEM
IpOrpaMMHOE JlaGopatopHas CJIAUI-IIPOEKTOPA.
obecnieueHue A pabota IIpoBepka BHINIOJIHEHUS 3aaHUS
aBTOMATH3UPOBAHHBIX KoncynbsTupoBanue u IIPOBEPKa

APXUBHBIX TEXHOJIOTHIA

CaMocTosTeIbHas JOMAIIHUX 3aJaHui MoCpCACTBOM
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(AAT). pabora AJIEKTPOHHOM ITOYTBHI.

Pasnen 7. Jlexuus 7 Jleknus-Bu3yanusanus ¢ NPUMEHEHHEM

Wntepuer-Texnonorun u |JlabopaTopHas CHana-IIPOEKTOpa.

MH(POPMALIOHHbIE pabora [IpoBepka BBINIOTHEHUS 3aJaHUS

pecypcehbl, UCIIONIb3yEMbIE KoncynbsTupoBanue u IpoBEpKa

B apXMBHOM Jielie. CamocrosiTenpHass |JOMAIIHUX  3aJaHUU MIOCPEICTBOM
paboTa 3JIEKTPOHHOMU MOYTBHI.

Paznen 8. TexHonmorust Jlexuus 8. Jlekuus-Buzyanusanust ¢ IPUMEHEHUEM

XPaHEHHUs 3IEKTPOHHBIX Clal-IpoeKTopa.

JOKYMEHTOB U 3aIlIUTa JlaboparopHas [IpoBepka BBINIOTHEHHUS 3aJaHUS

vH(pOpMaIuK B paborta KoncynpTupoBanue u IIpOBEpKa

MH(POPMAIMOHHBIX CamocrosiTenpHass |JOMAIIHUX  3aJaHUM MOCPEICTBOM

CHCTEMaX. pabota DJICKTPOHHOM ITOYTEI

B mepuox BpeMEHHOTO NPHOCTAHOBJICHUS TOCEIICHUS OOYYArOIIUMUCS TOMEIECHHH U
tepputopun PITY mnis opranmzamuu yd4eOHOro mpouecca ¢ MPUMEHEHHEM 3JIEKTPOHHOI'O
o0y4eHHs W JWCTAHIMOHHBIX OO0pa30BaTEIbHBIX TEXHOJOTHH MOTYT OBITh HCIOJIH30BAHbI
creayronme oopa3oBaTesbHbIe TEXHOIOTHU:

— BUJICO-JIEKIINH;

— OHJIANH-JIEKLIUU B PEKUME PEaJIbHOTO BPEMEHH;

— DJIEKTPOHHBIE YUYeOHHKH, yueOHbIe TOCOOMs, HayYHbIC U3AAHUS B DJICKTPOHHOM BHJIE H
JOCTYI K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcam;

— CUCTEMBI JJIsl 3JIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJIbTAllMM C UCIIOJb30BAHUEM TEJIEKOMMYHHUKAIIUOHHBIX CPEICTB.

5. OneHka JIaHMPYeMbIX Pe3yJIbTaTOB 00y4eHHA
5.1. Cucrema orieHMBaHUs

®opMa KOHTPOJIS Makc. KoJIM4ecTBO 0aJ1JI0B
3a ogny [Bcero
padory
Texymmi KOHTPOJIb:
- onpoc Ha rabopamoprom 3auamuu |5 6annoe |30 6annos
- OUY-KOHMPONbHAS paboma 10 10 6annos
- KOJLULOK8UYM 20 20 6annos
[IpomexxyTouHas arTecTanus 40 6annos
(umozosas KOHMpPoILHAs paboma)
HToro 3a cemecTp (Oucyuniumy) 100 6annos
3auém

[Tonmy4yeHHBIH COBOKYIHBIN pe3ybTaT KOHBEPTHPYETCS B TPAIUIIMOHHYIO KAy OILIEHOK U B
IKkany oneHok EBponeiickoii cucteMbl mepeHoca u HakorieHus: kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBETCTBHHU C TaOIUIICH:

100-0annpHas TpajionHas mKaia IIxana
IKaia ECTS
95 -100 OTJINYHO A

83 -94 3aUTEHO B
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68 — 82 XOPOIIO C
56 — 67 D
5055 YIAOBJICTBOPUTEIIEHO E
20 —49 FX
0-19 HEYJIOBJICTBOPUTEIIBHO HE 3a4YTEHO P

5.2.Kputepuu BbICTaBICHUS OLICHKHU MO JUCHUIUIMHE

banabl
/
IIxana
ECTS

OneHka nmo
JTUCHHUILINHE

Kpurepum oueHku pe3yjbTaToB 00yUYeHHS 110
AUCIHHUIJIMHE

100-83/
AB

«OTIUYHOY/
«3a4TEHO (OTIIMIHO)»/
«3aYTEHOY

BricTaBnsiercsa oOy4aromemMycsi, €cii OH Ti1yO0KO U TPOYHO
YCBOWJI TEOPETUYECKUI U IIPAKTUYECKANA MAaTepUasl, MOKET
IIPOJIEMOHCTPUPOBATH 3TO HA 3aHATUSIX U B X0JI€
IIPOMEKYTOYHON aTTECTALUU.

OO0y4armMiics CUYEPITBIBAIOIIE U JTJOTHICCKUA CTPOMHO
u3JaraeT yueOHbIN MaTepuall, yMeeT yBsI3bIBaTh TEOPHUIO C
MIPaKTUKOM, CITPABJISETCS C PEIICHUEM 3a/1ad
npodecCHOHATBLHON HAIPABIEHHOCTH BHICOKOTO YPOBHS
CJI0HOCTH, PAaBUILHO 0OOCHOBBIBAET MPUHSTHIEC PELLICHUSI.
CB0O0OTHO OpHEHTUPYETCS B Y4eOHOU 1 MpodeccHOHATBHON
JuTepartype.

Onenka o JUCIUILIMHE BBICTABISIOTCS 00y4YaromeMycs ¢
y4E€TOM PE3yJIbTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTeCTalUU.

Komnerenuuu, 3akpeni€HHbIe 32 TUCIUIIIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «BBICOKHITY.

82-68/

«XOpomIoy/
«3a4TEHO (XOPOIII0)»/
«3aUTEHO»

BericTaBnsiercs oOy4aromemMycsi, €CiIu OH 3HaeT
TEOPETUYECKUM U IPAKTUYECKUHA MaTEpHal, FPaMOTHO U TI0
CYILIECTBY M3JIaraeT €ro Ha 3aHATHSIX U B X0
IIPOMEXYTOYHOM aTTECTALMH, HE IOIyCKasl CyIIECTBEHHBIX
HETOYHOCTEH.

OOyuatomuiics NpaBUIbHO NPUMEHSET TEOPETHUECKUE
MIOJIO’KEHUS IIPU PEIICHNUHN PAaKTUYECKUX 3a7a4
npogecCHOHATBHON HAIIPABIEHHOCTH Pa3HOIO YPOBHS
CJI0HOCTH, BJIaJICET HEOOXOAUMBIMHU JIJIsl 3TOTO HABBIKAMM U
NpUEMaMHU.

JlocTaTouHO XOpOILIO OPUEHTHUPYETCS B yUeOHOU U
npodecCUOHATIBLHOM TUTEpaType.

OreHka 1o JUCIUIUTMHE BBICTABIISIOTCS 00YYarOIEMYCs C
Y4ETOM pe3ysbTaTOB TEKYIEH U POMEKYTOYHON
aTTECTAlIUU.

KomnereHuuu, 3akperui€HHbIe 3a JUCHUIUIMHOM,
c(OpMHPOBAHbI HA YPOBHE — «XOPOLIMI1Y.

67-50/
D.E

«YIOBJIETBOPU-
TEILHOY/
«3aUTCHO
(ynosneTBopu-
TEJIBLHO)»/
«32UTEHOY

BricTaBnsercs oOydaromemMycsi, €Ci OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUIN U MPAKTUUECKUI MaTepural,
JIOTTYCKaeT OTJENbHbIE OMIMOKH MPHU €0 U3JI0KEHUH Ha
3aHATHAX U B X0JI€ POMEKYTOYHOM aTTECTALINH.
OOyyaronuiicst UCTIBITHIBAET OIpeIeTIEHHbBIE 3aTPYAHCHHUS B
MIPUMEHEHUN TEOPETUYECKUX MOJIOKEHUI PHU PEIICHUU
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Bbanasl | Ounenka mo Kpurepun oneHkn pe3y1bTaToB 00y4eHus 1o
/ AUCHHUILINHE AUCHHUILINHE

IIxana
ECTS

NPaKTUYECKUX 3a/1a4 MPO(PECCHOHATFHON HANPaBIEHHOCTH
CTaH/IapTHOT'O YPOBHS CIIO)KHOCTH, BIIaIe€T HEOOXOJUMbIMU
JUIst 3TOro 0a30BBIMM HAaBBIKAMHU U IPUEMaMHU.
JleMOHCTpHpYyeT TOCTaTOUHBIN YpOBEHb 3HAHUS yueOHOU
JIUTEPATYPBI 110 AUCLUILIMHE.

OneHka o JUCIUILIMHE BBICTABISAIOTCSA 00y4YaromeMycs ¢
y4E€TOM PE3yJIbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTalUu.

KomnereHnuuu, 3akpeni€éHHbIe 32 TUCIUIIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «JIOCTATOYHBINA.

49-0/ «HEYOBIIETBOPUTENb | BrIcTaBNsieTcss 00y4aronemMycs, €Clid OH He 3HaeT Ha 0a30BOM
F.FX HOY/ YpOBHE TEOPETHUUECKUN U MPAKTUUECKUN MaTepua,
HE 3a4TE€HO JIOTTyCKaeT TpyOble OMUOKH MPHU €ro U3JI0KEHUU Ha 3aHITHIX

U B X0JI€ TPOMEXKYTOYHOM aTTeCTaliH.

OO0yuaronuiicst UCIIBITHIBAET CEPbE3HBIE 3aTPYAHEHUS B
HNPUMEHEHUN TEOPETUUECKUX MOJIOKEHUH IPU pEeLIeHnN
NPaKTUYECKUX 3a/1a4 MPOo(eCCHOHATFHON HANPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CJIOKHOCTH, HE BIIaJCET
HEOOXOIMMBIMH JIJISl STOTO HABBIKAMH U ITPUEMAMH.
JleMoHCTpHpyeT (parMeHTapHble 3HaHUS y4eOHOH
JUTEPATyPHI IO JUCIUTUIAHE.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00YYaromeMycs C
y4ETOM PE3yJIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalMH.

KommereHnnu Ha ypoBHE «JI0CTaTOUYHBII), 3aKPETIEHHBIC 32
JMCLUIUIMHOM, He c(hOPMUPOBAHBI.

5.3. OneHouHble cpeacTBa (MaTepuaibl) Ul TEKYIEr0 KOHTPOJIS yCIIEBaeMOCTH,
MIPOMEXKYTOUHOH aTTecTali 00yJarommxcs N0 JUCIUILITUHE

Ilpumepnvie mecmot 01s OAUY-KOHMPOILHOU PAOOMBL.
Bapuanm 1.
1. O0meoTpaciaeBoe IPOrpaMMHOE 0OECIICUCHHE APXUBOB ITO —
A. equHbIE IpaBUiIa CO3aHUS HHPOPMAIIMOHHBIX PECYPCOB PETHOHA;
b. CAWHBIC CTAHAAPTHI OIMUCAHUSA APpXHUBHBIX JOKYMCHTOB;
B.obmepoccuiickue kinaccuuraTopsl JOKYMEHTHOM HH(DOPMALINY;
T. nmporpamMmbl  HWJIM KOMIUICKCBI IIporpamMm, MNIP€AHA3HAYCHHBIC [JIA aBTOMAaTU3alluu
OTIpeIeTICHHON TEXHOJIOTHH B ONPEICIICHHON KaTerOpUU apXUBHBIX YUPEIKICHHM.

2. JIunrBucTHYecKoe obecrnedyeHue HH(HOpMaIMOHHO-TIOUCKOBOM CUCTEMBI 3TO —

A. KOMILIEKC MPUKIAIHBIX IPOTpamMm;

b. cucrema ynpasieHus 6a3aMu 1aHHBIX;

B. COBOKYIHOCTb HCKYCCTBEHHBIX HHPOPMAIIMOHHO-TIOMCKOBBIX SI3bIKOB M CPEICTB MTOMCKA;

I'. COBOKYNMHOCTP  HpPOTrpaMMHO-aNNapaTHBIX CPEACTB BBOJA, OOPAaOOTKM M XpaHEHUs
uH(pOpMaLIUH.

3. OCHOBHBIM NPUHIUIIOM HH(OPMATHU3ALUK APXUBHOTO Jieja SIBJISETCS MPUHLIUII
A. co3naHus pacipeeeHHbIX HHPOPMALMOHHBIX PECYPCOB;
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E.MO,Z[epHI/IBaI_[I/II/I MMPUMCHSCMBIX TEXHOJIOTHUH U porpaMMHOTO O6CCHC‘ICHI/I$I;
B.BHeJIpeHI/IH HUCKIIIOYHUTEIIBHO MCKAPXHUBHBIX I/IH(l)OpMaIII/IOHHO-HOI/ICKOBI)IX CUCTEM,
I. MPECMCTBCHHOCTH TPAAUIIMOHHBIX U ABTOMATU3UPOBAHHBIX TEXHOJIOT Uit MCKAY co0oIi.

4. Baeapenue nH(pOpMaIIMOHHBIX TEXHOJIOTHI B MacITabax apXUBHOM OTPACiIy Peryaupyercs u
IUTAHUPYETCS COTVIACHO

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

b. apxuBHOMY 3aKOHO/ATEILCTBY CyOBEKTOB (eiepari;

B.«OcHOBHBIM npaBuiiaM paboThl apXUBOB OpraHU3AIHIi»;

I'. «IIporpamme undopmaruszanuu denepaabHOTO0 apXUBHOTO ar€HTCTBAY;

5. OcHOBBI BHEJIpEHHsI aBTOMAaTU3UPOBAHHOIO yU€Ta U CIPaBOYHO-MOUCKOBBIX cpeacTB (AUIIC)
B MYHMIIMIIAJBHBIX apXUBaX 3aKpEIICHBI

A. B 3akoHe «O0 apxuBHOM Jierie B PDy;

b. apxMBHOM 3aKOHOJATENILCTBE CYOBEKTOB (eiepalny;

B. «OcHOBHBIMU NTpaBUIaMH pabOThl ApXUBOB OPTaHU3ALIMIN;

I «llpaBuiiaMu OpraHu3alMy XpaHEHUs, KOMIUIEKTOBAHMS, Y4Ye€Ta M MHCIOJIb30BAHUS
nokymMeHTOB AD P® u npyrux apXuBHBIX JOKYMEHTOB B I'OCYJIapCTBEHHBIX U MYHHUIIMNAIbHBIX
apxXuBax».

6. Enunas aBTOMaTH3MpOBAaHHAs OTPAcieBas CUCTEMa BHEJPEHA B apXUBHOM Jielie B 00J1acTh
A. KOMIIIEKTOBaHUS apXUBOB;

b. skcnepTH3sl HEHHOCTH TOKYMEHTOB;

B. ydyera 1okyMeHTOB;

I'. ucnonp30BaHUs JOKYMEHTOB.

7. BHenpenue o01ieoTpacieBbIX IporpaMM B apXUBHOM JIEJIe CIIOCOOCTBYET

A. MOJIEpHU3AIUN TEXHHUECKOTO 00ECTIeYeHHS apXHUBOB;

b. noBsIienuo 3 PeKTUBHOCTH TUTAHUPOBAHUS pab0Yero BPeMEHU apXUBHUCTA;

B. co3nannio yHUKaTBHBIX WH(HOPMAITMOHHO-TTOMCKOBBIX PECYPCOB;

I wunrerpanuu u yHUUKaMd (HOpPMATOB JaHHBIX U  CO3JAHUIO MEKAPXHUBHBIX
MH()OPMAITMOHHBIX CUCTEM.

8. C nenbio co3anus cTpaxoBoro ¢oHa U GoHa MOIb30BaHUS B apXUBaX MPUMEHSAETCS
A. MybTUMEANITHBIE TEXHOJIOTUH;

b. nabopMamoOHHO-IONCKOBbIE CUCTEMBI;

B. cereBble TEXHOIOTHY;

I'. TexHonorust onudpoBaHus.

9 . llenpto nHpOpMATHU3AIUN APXUBHOTO JIeJIa SBIISETCS:

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

B. Co3nanue panuoHaNbHOM CHUCTEMbl KOMIUIEKTOBAHMs, XpaHEHHMS W TOUMCKAa HH(POpMAaLUU
ApxuHoro ¢onna PO ¢ nomoipio nHGOPMaMOHHBIX TEXHOJIOTHIA;

I'. Bce BhIlIENIEPEUUCIIEHHOE.

10. DnexTpoHHbIE JOKYMEHTHI BKIIIOUEHBI B cOCTaB ApxuBHOro ponaa PO

A. Ha ocnoBanuu ¢eznepanpHoro 3akona «O0 anekTpoHHOHM mudposoi moxmucu» Ne 1-@3 ot
10.01.2002

b. H a ocHoBanuu ¢QenepanbHoro 3akoHa Poccuiickoit @enepanun «O06 apXuBHOM Jene B
Poccuiickoit ®eneparum» Ne 125-03 ot 22.10. 2004.
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B. Ha ocHoBanuu ¢enepanbHoro 3akoHa «O06 uHbopMmaiuu, nHOOPMAIIMOHHBIX TEXHOIOTHIX U
3amute nHpopmarum» Ne 149- @3 ot 27.07.2006
I'. Ha ocroBanuu (henepanpHoro 3akoHa «O0 00s53aTeIbHOM SK3EMILIApE JOKYyMEHTOB» Ne 77-

@3 ot 29.12.1994

Bapuanm 2.

1. baza JaHHBIX C MPHUBCACHHBIM HUKC IICPCUHCM IoJIeH B APXUBC UCIIOJIB3YCTCA IJIA:

A. KomnnekroBanus.
b. Yuera nokymeHTOB.

B. [loucka 10KyMEHTOB U JOKYMEHTHON MH(pOpMaIUH.
I". KOHTpoJIs NCITOJIHEHUS 3aIIPOCOB.

maxoice 6 apxusax Tromenu U
Tobonvcka ol
Kamano2uzayuu @onoosg
UCTIOIKOMOB 20PCOBEN08)

MHPOPMHUPOBAHUE TPAXKAAH O
CO3/IaHHBIX UMH
MH(MOPMAIIMOHHBIX pecypcax

coeema H.0. 1980-91 22.»

10.
11.
12.

Apxue Ha3zeanue b/ [lons.
I'A Teepckoti obracmu «Pewenuss u pacnopsisicenusi  Pamue yupesicoenus
(npumensemcs Kanununckozo 2opoockoeo  Buo ookymenma,

Ne ookymenma,
Hauanvnas oama,
Kouneunas oama,
Cooeporcanue,
Teoepaghusi;
Ompacno;
Ha3zeanue
omHoueHUU
OOKYMeHm,
Dono Ne;
Jleno No;
Onucw No;

Komopozco

13.

Jlucm Ne.

yupestcoeHus,

8
NPUHAM

1. K MexapxuBHbIM 0a3aM JJTaHHBIX OTHOCSTCS:
A. DneKTpOHHBIN KaTanor «ApXUTEKTypa U rpagoctpoTenbetBo Mockssl, Cank-IlerepOypra u
npuropoioB» Ha caiite PI'’A HT/I;
b. ba3za nanubIx «ONBITHO-KOHCTpYKTOpCKas AokyMeHTanus B PUA HT/I»;

B. CD-ROM

I'. Dnexrponnsiit myreBoautens mo PICA HT/I.

3. K MexapxuBHBIM 0a3aM JaHHBIM OTHOCSITCS

A. AHHOTUPOBAHHBIN peecT
b. Onuce donma

Cubupckoro-resepan

p onuceit PI’A BM®;

ry0epHaTopa

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

B ['A Owckoin

B. IIporpamma «Ydet apxuBHoro ¢ouaa» B ['ocapxuse BopoHexckoit o01acTu;
I'. PeecTp yHHKaNBHBIX TOKYMEHTOB ApXUBHOTO (poHma PO.

4. NnTerpupoBaHHble 0a3bl

JaHHBIX OTJIMYarOTCA:

A. HanM4yMeM ONMHUCAaHUH JJOKYMEHTOB pa3HbIX (POH/IOB;
b. Hanm4uem onKMcaHui TOKYMEHTOB Pa3HbIX JI10X;

B. Hanuunem pas3HbIX ypoBHEW onucanus (GOH[, OMUCH, €10 U Jp).
I'. HamnuueMm onKcaHuil TOKYMEHTOB Pa3HbIX APXUB

5.Y4etHble 0a3bl TaHHBIX TIPETHA3HAYCHBI JIJIS

A. OCYHICCTBJICHUSA CTATUCT

HNYCCKHUX onepaunﬁ.

b. OopraHu3aly SKCIICPTHU3bI HCHHOCTH,
B. OIIpCACIICHUSA CPOKOB XpAHCHHA TOKYMCHTOB;,
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I'. noucka 10KyMeHTHON HH(pOpMaIuH;

6. K agMuHHMCTpaTUBHO-YIIpaBIeHUYECKUM 0a3aM JTaHHBIX OTHOCSITCSA:
A. B/] no y4eTy 1OKyMEHTOB B apXHBE;

b. b/] o yueTy ncnosib30BaHus JOKYMEHTOB B apXUBE;

B. B/I «Karasor pemeHuii ropucrojikoMa» B TOPOJICKOM apXHBE;

I'. B/] o BeneHMIO TIIaHOBO-OTYETHOW JOKYMEHTAIlMU B apXUBax

7. K uHopManmoHHO-IONCKOBBIM 06a3aM JaHHBIX OTHOCSTCS

A. B/] no y4eTy 1OKyMEHTOB B apXHBE;

b. b/] o yueTy ncnosib30BaHUs JOKYMEHTOB B apXUBE;

B. B/] «Karaior pemeHuii ropucrojikoMa» B TOPOJICKOM apXHBE;
I'. b/] o BeneHMIO TIIaHOBO-OTYETHOW JOKYMEHTAIlMU B apXUBax

8. baza naHHBIX CO CIEAYIOIUMU MOJSMU SBISIETCA:
A. YaeTHo

b. NaTerpupoBaHHOM.

B. AIMHHHCTPaTHBHO-yIIPABICHYECKOM.

I'. IIoTHOTEKCTOBOM.

Apxue Ha3zeanue oazvillons
OaHHbIX
[{AOIM «ObwecmeenHo- 1. Haumenosanue opeanuzayuu;
norumuueckue napmuy) 2. Hanpaenenue desmenvnocmu napmuu,
U OBUIICEHUSL) 3. Buo doxymenma,
4. 3aconosox 0okymenma,
5. Jlama ooxymenma,
6. Ilonmmoma mexcma;
7. Cnocob socnpousgedenust;
8. Iloonunnocmo,
9. Bpems nocmynienust 6 apxus;
10. Ilouckoswvie Oanubie,
11. Texcmul ycmasos u npocpamm napmuii.

9. baza maHHBIX CO CIIEAYIOUTUMU TOJIIMH SIBIISICTCSI:
A. YueTHoM

b.ITonckoBoii.

B. AAMUHHCTpaTUBHO-YTPaBICHUECKOH.

I'. ITotHOTEKCTOBOIA.

Apxus Hazeanue bJ] llona
[[IXU]IK (PI'BA) |b/ no eoennonniennvim 1. Damunus
epaxcoanam 'epmanuu,|2. Hwms
nonuu. Aecmpuu,|3. Hwma omya;
Hmanuu, 4. Nlama poscoenus
UToxcembypea, 5. Mecmo poowcoenus;
Benepuu, Honvwu 6. Mecmo orcumenvcmea;
nepuoda emopotl 7. Bepoucnosedanue;
muposou  eounbl  (no 8. Cemetinoe nonodicenue;
donoy I'VIIBU). 9. Ilpogheccus,
10. Bounckoe 36anue;
11. Bounckas uacmo;
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12. Mecmo nnenenus,
13. Mecmo codepoicanus (nazepn),;
14. Mecmo 3axoponenus.

10. baza gaHHBIX CO CAEAYIOMIMMHU MOJSMU SBJISETCS:
A. DJIEKTpPOHHON ONUCHIO

b. DnekTpoHHBIM KaTajaorom.

B. DnekTpoHHBIM yKazaTenem.

I". DJIeKTPOHHBIM YTEBOIUTEIIEM.

Apxus Haszsanue 6asvl oannvix  [lons Omuempl
l'ocyoapcme|B/] «Mempuueckue xkunueuml.¥Yeso0. [lepeuens Mempu4ecKuXx|
eHHbIU -c 1720 no 1916 2. 2. Hacenennwiti nynkm. KHUS no oame,
apxus 3.1[epko6b, npuxoo, coOOp. MeCmonioNHceHuro  npuxood,
Ceeponosck 4.100 3anucu. 1epKaUL.
ol obracmuyl 5.Ne honoa.
(I'ACO) 6.Ne onucu.

7.Ne oena

8. Ne qucma.

Ilpumepnvie 6onpocwl 014 KONI0KEUyMa
1) Kak u3MeHMIUCh OCHOBHBIE LI€JIM M HAIPaBICHUS WMH(POPMATU3ALMU apXUBHOTO Jeja Ha
COBPEMEHHOM 7Tare no cpaBHeHHIO ¢ 1990-mu romamu (Ha OCHOBE OTpPACIEBBIX MPOTpPaMM U
TJIaHOB)?
2) B yem npeunmyiecTBa 00IIEOTPACICBOTO TPOrPAMMHOTO 00€CTICUeHUS U KAKHE Pe3yJIbTaThl
JOCTUTHYTHI B €r0 pa3paboTKe U BHEIPEHUU B apXUBHBIX yupexaeHusx Poccun?
3) Packpoiite Ha mpuMepax OCHOBHBIEC IPUHIHUITBI HH()OpMATH3AUN apXUBHOTO Jiena B PO.
4)Korma MamMHOYMTAeMble JOKYMEHTHl ObUITM  OQUIMATbHO BKIIOYEHBI B  COCTaB
rocy/1apCTBEHHOIO apXUBHOTO donma
crpanbl? Kakue npoOieMbl apXHBOBEICHHS MAIIWMHOYMTAEMBIX JOKYMEHTOB OOCYXIAINCh
yueHbIMH B 1960-80-€ roas1?
5)Haiite ONnpeAeIIeHUE JIOKYMEHTa Ha MAIIMHHOM HOCHTEIIE. Ka-
KHE CIIOpPBI BEYTCs YUEHbBIE BOKPYT 3TOI0 OIpEAEIeHNsA?
6)B ueMm crnienn(rka MAITUHOYUTAEMBIX JOKYMEHTOB KaK 00bEKTOB apXUBHOTO XpaHEHHs?
7)Kakue cymecTByIOT KOHIENLUH MOCTOSHHOTO XPAaHEHHUs MAllMHOYMTAEMBIX JOKYMEHTOB B
3apyOexHOM apxuBOBeZeHUU? KakoBbI cOCTaB TOKYMEHTOB U (DYHKLIMH apXUBOB IJEKTPOHHBIX
JOKYMEHTOB 3a py0e)xoM (IpUBEAUTE MPUMEPHI TAKUX XPaHHUIIHUIL)?
8)KakoBsl cniennpuueckue (TEXHOIOTUYECKHE) KPUTEPUN HKCIEPTU3bl LIEHHOCTH AJIEKTPOHHBIX
JIOKYMEHTOB?

Temamuxa umozo6vix NUCbMEHHBIX padom

1. Tematuueckue AUIIC B apxuBHOM nene B 1970-80-e ronpr.
2. Tematnueckue AUIIC B apxuBHOM geine B 1990-e — 2000-¢e rozpi.
3. Cozmanue THIIOBOTO (0OOMIEOTPACIIEBOTO) MPOTPAMMHOIO OOECIEUYCeHHUsS B apXWBax B
1990-e-2000 rozpl.
4. lleHTpanu3oBaHHas CHCTEMa aBTOMAaTH3HMPOBAHHOTO ydeTa JOKYMEHTOB ApPXMBHOIO
¢donna PO.

5. IlpaBoBoe perynupoBanue nHGopMaTU3anuu apxuBHOTO jaena B 1990-e — 2010-e roxp.
6. OcHOBHBIE HaNpaBJIEHUS U UTOTU HHPOPMATHU3ALUHU apXUBHOTO jena B 1990-e — 2000-e
TOJBI.
7. OcHOBHBIE HalPaBJIEHUS Pa3BUTH MHTEPHET-TEXHOJIOIMM B apxuBHOM aene 1990-2000-x
IT. 1 ”HPOPMALIMOHHBIE PECYpPChl apXUBHBIX yupexaeHuil B UnTepHere.
8. ApXuBBI MaIIMHOYUTAEMBIX JAaHHBIX MHUpaA: UCTOPHUS, COCTAB, CHEUU(UKA XPAHSLIUXCSA
JIOKYMEHTOB.
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9. HepCHeKTI/IBHHe HaITpaBJICHUA pa3BUTHUIA I/IH(l)OpMaTI/ISaI_[I/II/I APXHUBHOI'O [1€JiIa HA COBPEMCHHOM
oTarie.
(CM TAKIKC MCTOAUYCCKHUEC PCKOMCHAAIIUH T10 ITOATOTOBKE ITMCbMCEHHBIX pa60T).

6. YueOHO-MeTOoAMYeCcKOEe U MH(OPMALIMOHHOE 00ecTeyeHue JUCIUIIMHBI

6.1. CnucOk HCTOYHHUKOB M JINTEPATYpPbI
HUcTouHuku
OcHoBHBIE

®denepanbubiii 3aKk0H 0T 22 okTs6ps 2004 r. Ne 125-@3 "OO apxuBHOM Jeie B
Poccwmiickoit @eneparuu” B pen. 11.02.2013 r.//Cobpanue 3akoHOmarenbcTBa Poccuiickoit
Oenepanun. 2004. Ne 43. Ct. 4169. I'maBa 6. CT. 5.

[loctanoBnenue IlpaBurenscrBa Poccuiickoit @enepanun ot 15 urons 2009r. Ne 477
«O0 yTBEp>KICHUM TpaBUJI JAENIONPOU3BOACTBA B (eAepalbHbIX OpraHax HCHOIHUTEIbHOM
Biactu» //Cobpanue 3akoHoaarenbcTBa Poccuiickoit @eneparmn. 2009. Ne25. Ct.3060.

[Toctanosnenue IlpaButenscTBa Poccuiickoit @eaepanmu ot 7 ceHtsiops 2011 r. Ne 751
«O BHecenuu n3MeHeHu B [IpaBuia nenonpou3BoACTBa B eiepalibHbIX OpraHax
WCIIOTHUTENIbHOU BiacTh»// Cobpanue 3akoHoaatesbeTBa Poccuiickoit @enepanun, 12.09.2011,
Ne 37, ¢1.5263.

[Tpuka3z MunkomcBsizu Poccun ot 02.09.2011 Ne 221 «O06 yTBepkaeHHH TpeOOBAaHUHN K
WH(POPMAIIMOHHBIM CHUCTEMaM 3JIEKTPOHHOTO JIOKyMEHTO000pOoTa (eepalbHBIX OPraHoOB
UCIIOJHUTENIbHON  BIIACTH, YYMUTHIBAIONIMX B TOM 4HCIE HEOOXOAUMOCTh 00paboTKU
MOCPEJCTBOM  JIaHHBIX CHUCTEM CIyXKeOHOW WHPOpMAlMu  OTPAaHUYECHHOTO  JOCTYIIa»
//Poccuiickas razeta. N 261. 21.11.2011

I'OCT  52292-2004. VYunpapineHnwe opraHu3aluedl.  DJIEKTPOHHBIA  pEriaMeHT
aIMUHUCTPATUBHOMN U ciIy>ke0HO0# AestenpbHOoCcTH. OcHOBHBIC nojoxkenus. C 1 urons 2005 r. M.,
2005.

I'OCT P HCO 15489-1-2007 «CHUBU]J. VYmnpaBnenue mgoxkymeHtamu. OOmue
tpeboBanus». M.: Cranmaptuadopm, 2007

I'OCT P 54471-2011/ISO/TR 15801:2009 «CuctemMsbl 3JI€KTPOHHOTO JOKYMEHTO000pOTA.
VYnpainenue pokymeHrtanuend. MHdopmanums, coxpaHsemas B 3JCKTPOHHOM  BHJE.
Pexomenganuu no oOecredeHuI0 JOCTOBEPHOCTU U HAJEKHOCTH», YTBEPKACHHBIN MPUKA30M
@DenepalIbHOTO areHTCTBA 110 TEXHUYECKOMY PErysnpoBaHuio U MeTposioruu oT 18.10.2011 Ne
466-cT.

IF'OCT P 54989-2012/ISO/TR  18492:2005 «ObecnieueHue  IOATOBPEMEHHOMN
COXPAHHOCTH AJIEKTPOHHBIX JOKYMEHTOBY», YTBEPXKICHHBIN MprkazoM DenepalbHOTO areHTCTBa
10 TEXHUYECKOMY pEryIMpoBaHuio U MeTposoruu ot 17.09.2012 Ne 325-cr.

AHanu3 NOporpaMMHBIX  MPOAYKTOB, NpeJHA3HAYEHHBIX Ui  MHGOpMaTU3alUN
BHYTPUAPXUBHOU JIESATEIBHOCTH TOCYAaPCTBEHHBIX U MYHHUIIUTIAIBHBIX apXUBOB: aHAIUT. 0030P
B 2-x T. T. .1: Anamms...; T. 2: CpaBHUTENBHBIA aHAIU3... TabIUIIBI CPAaBHUTEIBHOTO aHaIW3a /
pyk. npoekra, orB. ucnoad. 0.JO. FOmamesa; orB. ucnons. H.A. Tkauenko; ucnoiad. M.B.
Tapacosa, M.JI. Haropnas, /I.JI. Konosanos; BHUMJIAJ.— M., 2015.—T.1: 157 ¢.; T. 2: 97 c. -
Hen. B OLHTHU mno poxymentoBeiaeHuto u apxuBHomy geiny 02.03.2016, Ne 269
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-
archive.pdf

Enunbnii mopsaok 3anoiaHeHus mojied ExuHoi aBTomMaTu3npoBaHHOW MHGOPMAIIMOHHON
CHCTEMBI, COCTOAILICH W3 NPOTPAMMHBIX KOMILIEKCOB «ApPXHUBHBIH (GoHI», «DOHIOBBIN
karanory, «llearpanpubiii poHmoBbIii KaTanor»/O00 «Anmant»y. M., 2014./Ony6aukoBaHo Ha
caiite DenepanbHON apXUBHOM CITy»KObI http://archives.gov.ru/documents/methodics.shtml

Konnenmumst uadopmaTuzanuu apxuBHoro jaena / Becthuk apxusucrta.1996. N 1. C. 60-
82. http://portal.rusarchives.ru/informatization/conseption.shtml
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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

[Mporpamma  uHpopmarmzammu  DenepaabHOTO apXMBHOTO  areHTCTBA U
MOJIBEIOMCTBEHHbIX eMy yupexxaeHuit Ha 2011-2020 rr. (YTBepxkaena IIpukaszom Pocapxusa Ne
104 or 2 npexabps 2011 r.) //OnybnukoBaHo Ha caidte «ApxuBel Poccum», pazgen
«nadopmarmzanus». www.rusarchives.ru/informatization/conseption.shtml.

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

[IpaBuna opraHuzanuu XpaHeHHsS KOMIUIGKTOBaHHWS, Yy4e€Ta H  HCIOJIb30BaHUS
NOoKyMeHTOB A®D P® u npyrux apXuBHBIX JJOKYMEHTOB B TOCYAaPCTBEHHBIX H MYHHIIAIIATHHBIX
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.

JlonoJHUTEAbHBIE

ApxuBoBeqUECKME U JOKYMEHTOBEIYeCKHE (YHKLIMOHAJbHblE TpeOOBaHHS K
WH()OPMAITMOHHBIM CHCTEMaM, 00ECIIEYNBAIOIINM DJICKTPOHHBIN JTOKYMEHTOOOOPOT B MpoIecce
BHYTpPEHHEH NIeATeNbHOCTH (pe/iepanbHbIX OpraHoB HCHOJHUTEeNbHON BiactH. Otuer mo HUP.
M.:BHUNJA, 2013. //Ony0IuKOBaHO Ha caiire «ApPXHUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

Metonndeckne peKOMEHAANNH TI0 SJIEKTPOHHOMY KOTIMPOBAHUIO apXUBHBIX JIOKYMEHTOB
U YOPaBJICHUIO TONy4YeHHbIM HH(popManmoHHbIM MaccuBoM/ FO.FOmameBa. Pocapxus,
BHUNIAL, 2012. http://archives.gov.ru/documents/rekomend_el-copy-archival-
documents.shtml

PexomMeHmanmmm 1mo KOMIUIEKTOBAHHIO, YYETy W OpTaHHM3aldd XPaHEHHs AIIEKTPOHHBIX
apXMBHBIX JIOKYMEHTOB B apxuBax opranmzauuil. M.:. BHUNJA/, 2013//Ony06aukoBano Ha
caiite «Apxussl Poccum». http://www.rusarchives.ru/methodics/index.shtml

PexomeHaMu MO KOMIUIEKTOBAaHMIO, YYETy W OpraHM3allMd XPaHEHUs AJIEKTPOHHBIX
ApXMBHBIX JTOKYMEHTOB B T'OCYJAapCTBEHHBIX M MyHMUHMINAIbHbIX apxuBax M.: BHUMNIA/,
2013//Ony6aukoBano Ha caiire «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

CocraBieHne apXMBHBIX ONHUCEH B DJICKTPOHHOM ¢(opMe M UX HHTErpanus B
MHPOPMAIMOHHYIO HH(PACTPYKTYypy TOCYAapCTBEHHBIX M MYHHIMIAIBHBIX apXWBOB. M.:
BHUNJAL, 2013//Ony6nukoBaHo Ha caiire «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml

CpaBHuTeNbHBIH aHaN3 (GopMaToB (PalIOB IEKTPOHHBIX JTOKYMEHTOB IMOCTOSIHHOTO
(monroBpemennoro) xpaneHus». Otder om HUP. M.:PITYVY, 2013 //Ony6nukoBaHo Ha caiite
«ApxuBsl Poccun». http://www.rusarchives.ru/methodics/index.shtml .

Anamutnueckuii  0030p «l3yueHwe ombiTa TpeACTaBICHUS CHUCTEMBI HAy4YHO-
CIPaBOYHOI'O amrapara rocyJ1apCTBEHHBIX U MyHUIIUTIATBHBIX apXuBoB Poccuiickoit deneparuu
B cetn UaTeprer». M: BHUNJIA /L, 2014. //OnybnukoBaHo Ha caiite DenepaabHOTO apXHUBHOTO
areHTcTBa http://archives.gov.ru/documents/methodics.shtml

W3ydyeHne TUIUIOTMM W D3BOJIONUU  HCTOpUyYecHuX (OpM apXUBHOM  y4eTHOM
JOKYMEHTallul U BO3MOXHOCTM HX IpEACTaBIeHUs B 31eKTpoHoil cpene. M: BHUUIA/,
2014. //Omy6IMKOBaHO Ha caiite ®denepabHOTO apXUBHOTO areHTCcTBa
http://archives.gov.ru/documents/methodics.shtml

OyHKIIMOHANBHBIE TPeOOBaHMS K WHPOPMAIMOHHBIM CHCTEMaM apXUBOB AJIEKTPOHHBIX
JIOKyMeHTOB opranuzammidi. M:Pocapxus, BHUUIAAJL. 2014 //OnyOGnukoBaHO Ha caiite
denepalibHOTO apXUBHOTO areHTcTBa http://archives.gov.ru/documents/methodics.shtml

Jlureparypa
OcHoBHast
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http://www.rusarchives.ru/methodics/index.shtml
http://portal.rusarchives.ru/informatization/programm.shtml
http://www.rusarchives.ru/informatization/conseption.shtml

AdanaceeBa JLII. DOnextponubiii HCA apxuBOB: HOBBIM 3Tam B pa3BUTUU //
HenonpouzBoactro. 2013. Ne 1. C. 85-97; https://www.top-personal.ru/officeworkissue.html?
266 Ne 2. https://www.top-personal.ru/officeworkissue.html?290

WBanosckuit, H. M. OcoOGeHHOCTH oOpraHu3alMyd CUCTEM XpaHEHUS 3JICKTPOHHBIX
nokymeHToB B apxuBax / H. Y. UBanosckwii // Becthuk BHUMJIAJL. —2021. — Ne 3. — C. 58-66.
URL: https://elibrary.ru/item.asp?id=46565697

Kucenes N.H. ApxuBHble HH(pOpMAITMOHHBIE TEXHOJIOTHH Ha coBpeMeHHOM 3tare / M.H.
Kucenes //  OreuectBennble apxuBel. — 2008. — Ne 4. — C. 24-31.
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IOmamesa 10.}O. IlenTtpanbHbiii OHIOBBIN KaTajor: WUACOJIOTHS CUCTEMBl U aHAJIHN3
pe3yapTaToB mepBoro rojaa ¢yHkuuonupoanus // Bectauk apxuBucra. — 2013. — Ne 2 — C.
175-191.  Omyb6nukoBaHo  yacTuuHO:  http://www.vestarchive.ru/2013-2/2607-centralnyi-
fondovyi-katalog-ideologiia-sistemy-i-analiz-rezyltatov-pervogo-goda-fynkcionirovaniia.html

6.2. [lepeyenb pecypcoB HHPOPMALMOHHO-TEJIEKOMMYHUKAUMOHHOK ceTH «HTEepHETY,
HeO00XO0IMMBbIii 1151 0CBOEHMS AUCHMITIUHBI

Apxussl Poccun. [Ilopran denepanbHoil apXUBHOM CiTy>KOblI|; [ D1eKTpOHHBIN pecypc] —
OnextpoH, gaH.— M., [2001].— Pexum noctyma: www.rusarchives.ru, cBoOOHbBIN. — 3ari. ¢
JKpaHa.

Bcepoccuiickuii HayqHO-MCCIIeJ0BATENbCKUNA HHCTUTYT JTIOKYMEHTOBEICHUS U apXUBHOTO
nena (BHUUIA) [Onexrponnsiii pecypc] / BHUUIAJ] — Dnexkrpon. nan.— M., [2001].—
Pexum noctyna: www.vniidad.ru, cBOG0HBII. — 3ari. ¢ sKpaHa.

EDOU.RU [Dnexrponnsiii pecypc]: LleHTp kommeTreHIHH IO BOMpPOCaM JTOKYMEH-
TAI[MOHHOTO OOECIIeYeHUsl YNpaBJIEHUs] U apXUBHOTO jeia. — OJeKTpoH. naH. — [M.], cop.
2013. — Pexum pocryna: http://www.edou.ru/dou/. — 3armn. ¢ skpaHa.

Apxusbl benapycu [OnexkTpoHHBIN pecypc] — DnexTpoH. gadn. — M., [2006-2013].—
Pexxum moctyma: http://archives.gov.by/. cBoO60HBII. — 3ari. ¢ sKpaHa.

l'ocynapcrBennsiii apxuB Poccuiickoit @enepanyu [DNeKTpOHHBINA pecypc]: DIEKTpoH.

nman. — [b.m., 2012]. — Pexum noctyma: http:// www.statearchive.ru/index.html. — 3armn. ¢
JKpaHa.

Poccuiickuii rocyapcTBEHHBI apXUB HAyYHO-TEXHMUYECKON JOKyMEHTaluHu [DIeKT-
poHHBIIN pecypc]. — OnektpoH. nmaH. — [b.m.], cop. 2002-2013. — Pexum nocryna:

http://rgantd.ru/. — 3aru. ¢ sxpana.

6.3 Ilpodeccnonanbubie 0a3bl JAHHBIX M HHGPOPMALMOHHO-CIIPABOYHbIE CHCTEMbI
Hoctyn k npodeccroHanbHbIM 6a3am naHHBIX: https://liber.rsuh.ru/ru/bases

WHdopManoHHbIe CIIPAaBOYHbBIE CUCTEMBI:
1. KoncynbranT Ilnroc
2. Tapanr

7. MarepuajibHO-TeXHHYECKOE oOecrevyeHne TUCUMILTUHBI

Jliis mpoBeneHus JEKIU TpeOyercs y4ueOHbIE ayJAUTOPUU, OCHAIIECHHBIC CIHEIHATbHBIM
obopynoBanueM (MUKpO(MOHBI, MYyJIbTUMEAUIHBIE cpenacTBa). Jlims ceMUHapCKMX 3aHITHI
HEOOXOMUMBI ayJTUTOPUH, OOOpyAOBaHHBIE MJOCKOW. JIis TpoBeACHHS] MPOMEKYTOUHOM
aTTecTallid Hy)KHAa KOMIbBIOTEpHas TEXHHKA C [MOAKIIOYEHHEM K HWHGOPMAIMOHHO-
KOMMYHHKAITMOHHON cetn «MHTepHET» M [OCTYymOM B DJIEKTPOHHYIO WH(GOPMAIMOHHO-
oOpazoBarenbHyto cpeny PITY (mpoBomHoe coenuHeHHne WM OECIPOBOJHOE COEAMHEHHUE TI0
texHosioruu Wi-Fi).

8. O0Oecneuenne o00pa3oBaTeJBbHOIO TMpoHecca VI JHL € OrPAaHHYCHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI U HHBAJIU/I0B

B xone peanuzanuu TUCHMIUIMHBI UCTIONB3YIOTCS CIEAYIONINE TOTOJTHUTEIBHBIE METO/IbI
o0ydeHus1, TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH M MPOMEKYTOYHON aTTeCTalli 00YyJarOIIUXCs B
3aBUCUMOCTH OT WX MHIAUBUIYAITBHBIX OCOOCHHOCTEH:
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oIS CIENBIX M CIA0OBHIAIIMX: JIGKIUH OQOPMIIIFOTCS B BHUJE 3JICKTPOHHOTO
JIOKYMEHTa, JOCTYIIHOTO C TIOMONIbIO KOMITBIOTEPA CO  CIEHHAIU3UPOBAHHBIM
NPOrpaMMHBIM 00€CIeUeHNEM; TUCbMEHHBIE 3a/1aHHs BBIOJIHSAIOTCS HA KOMITBIOTEPE CO
CTEMANM3UPOBAHHBIM TIPOTPAMMHBIM 00ECTICYeHHEM WM MOTYT OBITh 3aMEHEHBI
YCTHBIM OTBETOM; 00€CIICUNBAETCSl HHANBUAYAIbHOE PABHOMEPHOE OCBEIIEHHE HE MEHEe
300 uroKC; JUIA  BBIMOJHEHHWS 3aJaHUS TpPU  HEOOXOTUMOCTH IMPEIOCTaBISAETCS
YBEIMUYNBAIONIEE yCTPOMCTBO; BO3MOXKHO TAaKXKe HCIIOJIB30BAHUE COOCTBEHHBIX
YBEJIIMYMBAIOIINX YCTPOWCTB; NHChMEHHbIE 3aJaHus O(OPMIIAIOTCS YBEIMYCHHBIM
mpUPTOM; SK3aMEH M 3a4€T MPOBOMATCS B YCTHOH (opMe WM BBITOTHSIOTCS B
MUCbMEHHOW (hopMe Ha KOMITBIOTEPE.

oI MIyXUX U CAa0OCHBIIIAIUX: JIEKIUH OQOPMIISIOTCS B BUJIE 3JIEKTPOHHOTO
JIOKyMEHTa, TUOO0 MpeloCTaBIsIeTCsl 3ByKOYCHIMBAIOIIAs anfaparypa HHIUBUAYaTbHOTO
IIOJIb30BAHNUsA;, NMHCbMEHHBIE 3aJaHUS BBIIOJHSAKTCA HAa KOMIIBIOTEPE B NHMCbMEHHOHN
¢bopme; sK3aMeH M 3a4€T MPOBOJAATCS B MUCBMEHHOM (hopMe Ha KOMITbIOTEPE; BOZMOXKHO
npoBesieHue B (hopMe TeCTUPOBAHHUS.

eI JMI C HAPYLWICHUWSMH OIOPHO-ABUIATENbHOIO  ammapara: JIeKIUU
oopMIISIFOTCS B BHJIE IEKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO ¢ TIOMOIIBI0 KOMIBIOTEpa
CO CHEIMaJIM3UPOBAHHBIM IPOrPAaMMHBIM OOECIIeYeHUEM; NHCbMEHHbIC 3a/1aHUs
BBITIOJIHSFOTCS. HA KOMITBIOTEPE CO CIICIUATU3UPOBAHHBIM IIPOTPAMMHBIM 00€CTIeUeHHEM;
9K3aMeH U 3a4€T NMPOBOJATCS B YCTHOM (pOpMe MM BBIMOJIHSIOTCS B MUCbMEHHOU (hopme
Ha KOMIIBIOTEPE.

[Tpy HEOOXOIUMOCTH MPEyCMaTPUBACTCS YBEIMUEHUE BPEMEHHU ISl TIOATOTOBKU OTBETA.

[lponenypa  mpoBemeHHMs  NPOMEKYTOYHOW  arTecTaliil A OOydarommxcs
YCTaHABIMBAETCS C Y4YETOM UX HHIAUBHIYaJbHBIX MCUXO(DU3MYECKUX OCOOCHHOCTEM.
[TpomexyTodHas aTTecTalys MOKET IPOBOIUTHCS B HECKOJIBKO TAlloB.

[Ipu mpoBeneHHM TPOLEAYPHl OLEHUBAHUS PE3yIbTATOB OOyUeHHs IMpeaycMaTphBaeTCs
UCTIONIb30BAaHUE TEXHUYECKHX CPEACTB, HEOOXOAWMBIX B CBS3M C HHAWBHAYAJIbHBIMH
0COOEHHOCTSIMH O0yYaromuxcsi. ITH CPEACTBa MOTYT OBbITh NPEIOCTaBICHbl YHHBEPCHUTETOM,
WIX MOTYT HCIIOIB30BATHCSI COOCTBEHHbBIE TEXHUYECKHE CPEICTBA.

[IpoBenenue mpouEAypbl OLIEHUBAHHUA  pE3YIbTAaTOB  OOy4YEeHHS  JOIMyCKaeTcss ¢
UCTIONIb30BAaHUEM JTUCTAHIIMOHHBIX 00Pa30BaTENbHBIX TEXHOJIOT .

Ob6ecneunBaeTcs A0CTyn K MHGOOPMAIMOHHBIM U OMOIHOrpaduuecKuM pecypcam B CETH
WNurteprer mis kaxmoro oOywaromerocs B (opMax, aZanTHPOBAHHBIX K OTPAHUYCHHAM HX
3I0POBbS U BOCHIPUATHUS HH(DOPMAITIH:

oIS CIenbIX U cIa0OBHIAIIMX: B MEYAaTHOW (hopMe yBEIMYEHHBIM HIPU(PTOM, B
(dhopme 2IEeKTPOHHOTO JTOKYMEHTa, B popMme ayanodaiina.

oI TOyXuX W crabociplmianux: B medaTHo ¢dopme, B (Hopme IIIEKTPOHHOTO
JIOKyMEHTA.

o OOydYaloIUXCsl C HApYUICHUSMHU OMNOPHO-ABUTATENIbHOTO ammapara: B
neyaTHOU Gopme, B (hopMe 2IIEKTPOHHOTO JOKYMEHTa, B popMe ayauodaiina.

VYdeOHble ayTUTOPHU AJIsl BCEX BHJIOB KOHTAKTHON M CaMOCTOSITENIbHON pabOThl, HayuHas
OMOIMOTEKAa W WHBIC TMOMEIIEHUS JUIsi OOyYEeHHsI OCHAIIEHBI CICIHATIbHBIM 000pYy/IOBaHUEM U
yqe6HbIMI/I MECTaMM C TCXHUNYCCKUMU CpeI[CTBaMI/I O6y‘ICHI/IHI
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eI CIENbIX U CIA0OBUAAIIMX: YCTPONCTBOM JJIsi CKAaHMPOBAHUS M UTEHUS C
kamepoit SARA CE; aucmneem bpaiing PAC Mate 20; npunrepom bpaitig EmBraille
ViewPlus;

o I TIIYXUX U cna6ocm>1maumx: ABTOMATHU3UPOBAHHBIM paGO‘II/IM MECTOM AJId
J'IIO,Z[CI\/'I C HAPpYIICHUCM CJIyXa U CJ'Ia6OCJ'IBIH_IaH_[I/IX; aKYCTI/I‘leCKI/Iﬁ YCUIIUTEIIb U KOJIOHKH;

e OOydYaloImUXCsl C HApYHICHUSMH OMOPHO-ABUTATEIBHOTO  ammapara:
MEePEeBUKHBIMU, PEryJIUpyeMbIMU 3proHomuueckuMu mnapramu CH-1; koMmbroTepHOiM
TEXHUKOU CO CTHEIHATBHBIM MPOTPAMMHBIM 00€CTIEUEHUEM.

9. MeTogu4eckue MaTepuaJbl
9.1. [Li1anbl 1a00PATOPHBIX PA0OT M METOAUYECKHE YKAZAHUA 110 UX
BBINIOJIHCHHIO

Tema 1. OcHOBHBbIC 00BEKTHI aBTOMATH3allMH 0a3bl JaHHBIX B APXHBHOM JeJIe.
Co3nanmne i1ekTponHoii apxusHoii onucu B CYB/l FoxPRO for Windows.

Lenp paOoThl: H3yYeHHE NPUMEHEHHMS TEXHOJOTMM 0a3 [aHHBIX MpPU CO3/AaHUHU
aBTOMATHU3HPOBAHHBIX MHPOPMAIIMOHHO-ITIOMCKOBBIX CHCTEM.

B pesynbrare paboThl CTyI€HT JOJDKEH 3HATh:

- KJIaCCU(UKALUIO U OCHOBBI nocTpoenus apxuBHbix AUTIC;

- IIpEeUMyIlecTBa U HenocTaTku persinMoHHbIX CYB/] mpu co3maHnm apXuBHBIX
AUIIC;

- IPUHLMI IIPEEMCTBEHHOCTH TPAaJULMOHHBIX U aBTOMAaTHU3UPOBAHHBIX apXUBHBIX
CIPaBOYHHMKOB U €r0 OCYIIECTBICHUE HA ITPAKTUKE.

B pesynbrare paboThl CTYAEHT 1OJKEH YMETh:

- BBICTYIIUTh B POJIM MOCTAHOBIIMKA 33Jja4ld U pa3paboTaTh TEXHUYECKOE 3aJaHUE
npu coznanuu AUIIC Ha 6a3e apXuBHOI onucH.

[TporpamMmMHoOe obecrieueHue:

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

PazgaTounbie maTepuansr:

- Onuce poHpa.

- [IpakTnueckoe 3aganue

[lepen HayamoM paboOTHl BCHOMHUTE:

- Uro noHuMarot noj 6a3oil JaHHBIX?

- KakoBa cTpykrypa 0a3 HaHHBIX U B 4eM OCOOEHHOCTH PEJSLMOHHON MOJAEIH
TAHHBIX ?

- KakoBsl 3Tansl co3ganus 6a3 JaHHbIX?

- Kaxossl pasHoBunHoctu apxuBHbix AUTIC?

ABTOMaTH3UPOBaHHBIE  HWH(POPMAIIMOHHO-TIONCKOBBIE  CIIPABOYHUKHA B apXHBax
CO3JAI0TCA ISl yCOBEPIIEHCTBOBAHMS HAay4YHO-CIIPABOYHOI'O arapaTa, MHOI'0ACIIEKTHOTO
1IEJIEEBOI0 [TOMCKA PETPOCHEKTUBHOM TOKyMEHTHON HHPOPMAIIIH.

Cosznmanune AUTIC BxiarodaeT B ce0s1 HECKOJILKO TAIOB.

l. OO1as nocTaHOBKA 3aJ1a4uu, pacueT 3aTpat Ha BHeapeHue AUIIC,
pacuet sKoHOMHuecKoi rpdexTuBHOCTH BHeApeHus AUIIC.
2. Coznanne nadonornueckoit moaenu bJI. Ha stom stame Han

npoektoM AUIIC paGotaet apxuBuct. Onpeznensercs Te-

Ma WIM KoMmIulekc JaokymeHToB, Tun AUWIIC (mexdonnoBas, MexapXuBHas),
OIPENEIIAIOTCS OOBEKTHI OMUCAHUS M UX aTpUOYThI, HA3HAYAIOTCS UHACHTUPHUKATOPHI OOBEKTOB
U OTIPEEIISIOTCS TUIIBI CBA3EH MeX Ay O0BEKTaMu.
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3. Co3nanue paranormyeckoil mozenu bJ[ Ha 3ToM s3Tame apXuWBHUCT paboTaer
COBMECTHO C mnporpammucTtoM. Ilpoucxoautr BbIOOp Mozaenu (CTPYKTYphl JaHHBIX), B
COOTBETCTBUM C HEW NMPOBOAMUTCS CTPYKTYpHUpPOBAHHME JAHHBIX, HOpMaJU3alMs TaOJull, BHIOOD
kitoueit, Beioop CYB/I.

4. Cosnanue ¢uznyeckoit b/1. Ha 3Tom sTane nmporpaMMHUCT peaau3yeT CpeCcTBaMu
KOHKPETHOW CUCTEMBI yIIpaBjieHus 0azaMu

nanubix CYB/] nmpoekt AUIIC.

WNndopmanus B b1 tuna d BASE, x xotopsiM otHOCHTCs1 CYBJ]

FoxPro, xpanutcs B nBymepHbIX TaOnumax. Ctonlerl TaOnuIbl Ha3bIBA€TCA IIOJIEM,
CTpoka — 3anuchio. Paiin-Tabnuia UMeeT Mpou3BoIbHOE (J1F000e) nMs U pacuupenue *.DBF.

Coznate ~.DBF-daitn — 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.

[TosiBuTcs muanmoroBoe okHO «Co3matey» IlenkauTe 1Mo « Tabnmma.

DBF.».

[TosiBuTCst muanoroBoe okHO «CTpyKTypa Tabauiey. Beeaure

MMEHa I0JIEH, TUIBI U pa3MEpHI.

[TpaBuiia, MO0 KOTOPHIM MOKHO J1aBaTh UMEHA MOJISIM:

- TOJILKO JJATUHCKUE OYKBBI;

- He Ooibiie 10 3HAKOB;

- HeJb3s UCTOJIb30BaTh MPOOeIT;

- BMECTO TTpo0esia MOKHO MCTIOJIb30BaTh oquepkuBanne: delo n4;

- HeJb3 HauWHATh UMS OIS ¢ IU(PBI, HO U(PBI UCTIONB30BAaTh 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 — tpebytomee oTBeta aa win HeT (Bceraa 1 6aiit: 0 umu 1).
Memo — npumedanue. Pazmep He orpaHryeH, HO TIOUCK 3a4acTyIO 3aTPY/THEH.
General — BcTaBka 00beKkTa (KapTUHKH, TEKCTA), CO3/1aHHOTO

JPYToi MporpaMMON.

[Tocne BBoaa Becex noneit menkaure OK.

CoxpaHuTe TabIUILY TI0J] COOTBETCTBYIOIINM HMEHEM.

[Iporpamma npeu1oxuT BBecTH 3anucu. Beeaure 10 3anuceit B Ta-
ommmiy: delo 1.DBF u delo 2.DBF. B ocTanbpHBIe — 110 OJTHOM 3aMHCH.
s BBosa npumeuanuii: {CTRL+PGDN}.

CoxpanuTth nannbie U 3akoHYUTH BBOJ: {CTRL+F4} nnu aitn —
3aKpbITh. JlaHHBIE COXPAHATCS AaBTOMATUYECKH.

2. 3arpy3uTte cHavaja OJHY TaOJIuILy.

BA3A JJAHHBIX — [TPOCMOTP — OTKPbBITb.

VYKaxkuTe IMCK, KaTajor U (aiy HyKHOW TaOIUIIbI.

3. 3arpy3us tabnuity delo 2.DBF, naiinute B Heil Bce 3amuc, B
KOTOPBIX YIIOMHHAIOTCS TIPUKA3HI.

3AIINCB-ITOUCK.
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B oxne «Ilouck» menkaure «lis» — OTKpoeTcs OKHO «l'eHepaTtop BBIPAXKEHHUI».
Crnesa BbIOCpHTE TIOJIC, ABAXK/IBI MIETKHUTE MO HEMY (BaM HYXKHO TOJIE€ ¢ BUJIAMU JOKYMEHTOB).
[TosiBUTCS OKHO ¢ WMeHeM TaOnuIpbpl WMs TOJis. BBeauTre 3HaueHuWe TONS B KaBBIYKAX:
«TpuKa3b (BCE, YTO HE YUCIIO, BBOAUTCS B KaBbrukax). LllenkauTe «OK».

[IpuaymaiiTe U BHIOTHUTE €lle HECKOIBKO YCIOBHIA MOKMCKA JIJIsl BceX (haitiioB.

4. PenaktupoBaHue TaOJIUIIBI.

Jlo6aBbTe eme 3anuch B Tadiuiy delo 2.DBF.

Ortxkpoiite ee (11. 2). BeiGepure pexxum npocMoTtpa (TabInYHbIN

WJIH TI0 3aITHCSIM).

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

Beeaure undopmaruio.

W3menuTe maHHbIC B YK€ TOTOBOM I10JI€: IBAXK/IBI IICIKHUTE TI0

HEMY M BBEJIUTE HOBBIC JIAHHBIE.

VY nanute mocneaHior0 3anuck Tadmmisl delo 2.DBF.

Haiigure o6peuennyto 3anuck. [1{enKkHUTE MBIIIBIO 110 TEMHO-

My MPSMOYTOJBHUKY CJI€Ba OT COOTBETCTBYIOIIEH CTpOoKM TaOiwmipl. Haiigure B MEHIO
«BA3A JTAHHBIX», menkaute «¥Y 1anuThby

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

«YAAJIUTb».

JHo6asbte B daitn fond.DBF nosne «Opisi» 171 BHECEHUs CBEIEHUM 0 KOJIMUYECTBE OMUCEH
Kaxsioro (hoHma.

«OKHO» — «BU[1». OTtkpoiite namensiemyto tadnuiy. Lllenkau-

Te o «Ycra"HoBkay. [losBurcsa quamorosoe okHO «YCTAHOBKAY.

[lenkuure mo « CTPYKTYPA — U3MEHUTDby. [losiBuTCS OKHO

«CTPYKTYPA TABJIMLbI». JIucTaiiTe ciMCOK IMOJCH 0 KOHIIA.

VYcTaHoBHUTE Kypcop Ha HWXKHEM, IIyCTOM IoJie. BBenuTe ero xapakTepucTuku (MMs, TUI
U pa3Mmep).

OcHOBBI HH(POPMAIIMOHHOTO TTOKCKA.

3aepmmre BBoA 10 3amuceit B aitnbr fond.dbf, opis.dbf, delo.dbf,

delo1.dbf.

Otcoptupyiite 3anucu Tabauiel delol.dbf. mo Bo3pacTanuio

Ne ponna, onucu, nena u 3anucy.

Otkpoiite Hy)HYy10 Tadauy OKHO-BUI-ITPOCMOTP-BA3A-COPTHUPOBKA.

Bribepure none B circke «BCE TTOJIS», ABaXkap! MIEIKHUTE 110 HEMY.

Breibepute COpPTHPOBKY IO BO3pAaCTaHUIO WM TO YOBIBaHUIO, UICJIIKHUTE I10
COOTBETCTBYIOLIEMY (IIaXKKY.

Bri6epute cremayroriee moje aHaTOru4IHo, menkauTe no ¢uaxky BO3P/YEBBIB.

CoxpaHuTh, BBeIUTE UMS (Qaiina.

[lenxkante «OK».

2. [Ipounnexcupyiite 3anucu Tabnuisl delol.dbf mo andasury

BUJIOB IOKyMEHTOB.

B menro Haifnute mynkr BA3A — HACTPOMKA.

B o6nactu UHAEKCBI — JJOBABUTD. [aiite unnekcy ums c¢ pacmupenueM CDX
(KOMIUTEKCHBIM caMOOOHOBIIsOIIMIiCS MHIEKC) 1 uMeHeM delol, coxpanurte ero.

B crniucke [1OJIS menkHuTE MO UMEHH OIS, 110 KOTOpOMY OyieT

NPOBOJIUTHCS MHIEKCHpOBaHKe. BpiOepuTe, M0 BO3pacTaHUIO WU

yObIBaHUIO OyJieTe MHIEKCUPOBATh, IIEIKHUTE IO COOTBETCTBYIONIEMY (iakky. BBenure
clieAyroliee UMs Nojs U cHoBa mienkHuTe no ¢uaxky BO3P/YBBIBAHUS. Illenkunute mo
JNOBABUTD, OK.

3. OcymiecTBUTE MOUCK BCEX MPOTOKOJIOB B poHae Moxaiickoro YUKA.
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«3AITNUCH — UCKATDB». Tak MOKHO MCKaTh TOJBKO MO MPOUHIEKCUPOBAHHOMY IOJIIO.
IMossutca «KOHCTPYKTOP BbLIPAXEHWU». B oOmactu «3Hauenune mias SEEK» BBectn
3HA4YEHHME VISl IOMCKA B KaBbIUKaX, €CJIU 3TO TEKCT («IpoToKkob»). Lllenkaute OK.

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

pbIx saBisieTcss Moxkarickuit Y UK.

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

[lenxaute mo «FOR» (mst).

Bri6epure none B cincke «I1OJIEy», qBaXbI MIEIKHUTE IO HEMY .

[ToctaBbTe sOrMyeckuil omeparop (B JaHHOM cllydae =) W BBEAMTE 3HAUYeHUE (B
KaBBIYKaX, €CJIH 3TO TeKCT): aBTop= «Moxkaiickuit YUK». lenkaute «OK».

5. Ocy1ecTBUTE MOUCK BCEX JOKYMEHTOB, I'JIe YIIOMHUHAETCS O Che3nax COBETOB.
«[IPABKA — HAUTHN». be3 Bcakux kaBbryek BBeauTe «Cohe3m» U HaxMure «OKy».
6. OcymiecTBUTE MOUCK BceX MpoTokojioB Moxkaiickoro YMKA B 1 omucu donma

Mosxaiickoro YUKA. JIns 3T0ro Hy’KHO IOCTPOUTH
sanpoc: AN — CO3JIATh. Ilenkuute o duaxky SAITPOC — CO3ATb.
none «KPUTEPUM OTBOPA» BBeauTe 1o, ONEpaTopbl M HX  3HAYCHHUSA
(BUA_JOKYMEHTOB — oxoxe Ha — «IIpoTtokonsy» u ap.)
Bribepure nosst pesyibrara.
[lenkuure no « BBITIOJIHUTDH 3ATTPOCH.

KoHTposIbHBIE BOITPOCHI:

l. HazoBure sranel co3manusa AUIIC. KakoBa posb apXwBHCTa Ha KaXIOM U3
3TanoB?

2. HazoBute u3BecTHbIC BaM MOJIENN (CTPYKTYphI) TaHHBIX?

3. B yem npeuMyIiecTBa U1 HEJOCTATKH PEIISIITUOHHON MOJEIN JaHHBIX?

4. KakoBa meronuka noucka uadopmanuu B AUIIC?

5. Kakum o06pa3om obmerdaercss TpyJ COCTaBUTENS JJICKTPOHHOW OIKCH IO
CPaBHEHHUIO C TPAIULUOHHOMN?

6. B uem npeumyiiecTBa 371€KTPOHHON OMKUCH Nepes TPAAULIMOHHON C TOUKU 3pEHUs

METOAMKH MOoKMcKa nHpopMauu?

Tema 2. CocraBijieHHe YYeTHBIX JOKYMEHTOB H CO3JaHHe MNacopTa apXuBa C
NMOMOIIBIO 00111e0TPACIeBBIX MPOrpaMM «APXUBHBIH GOoHI U «POHAOBBIN KaTAJ0I»

Llenb paboThI: OCBOEGHUE CTYJEHTAaMU OCHOB (DYHKIIMOHHPOBAHHUS OTPACIEBON CHCTEMBbI
aBTOMAaTU3UPOBAHHOI'O LIEHTPAIM30BAHHOIO y4eTa JOKYMEHTOB.

B pe3ynbrate paboThl CTyI€HT JOJKEH 3HATh:

- Ha3HaueHHe U (PYHKINHU, OCHOBBI HHTepdeiica mporpaMMbl « ApXUBHBIN QOHIN;

- HazHaueHue U QPyHKUNHU, OCHOBBI HHTEpdeiica mporpaMMbl « DOHIOBBIN KaTaior».

B pesynbrare paboThl CTYACHT IOJKEH YMETh:

1. pabotaTh ¢ mporpamMmoil «ApXHMBHBIH (QOHI» B peXUME IMOJIb30BaTENs U
aJMUHUCTPATOPA;
2. BBOJIUTH JJAHHBIE U3 JOKYMEHTOB BHYTPEHHEIO y4eT apX1Ba

(;mucta onna, onuceit) B pa3enbl OCHOBHOTO MEHIO NMPOrpaMMbl « ApXUBHBIM QOHD —
(GoHJI, ONIKCH, IBHKEHUE TOKYMEHTOB;

3. CO3/1aBaTh C IOMOIIBIO IPOTPaMMBbl «APXHUBHBIN (HOH» ACTIOPT apXHBa;

4. HacTpauBaTh Nnporpammy «®OOHIOBBIA KAaTAJIOr» B PEXKHUME aJIMHUHUCTpATOpa H
OCYILECTBIISATH SKCIIOPT JNAHHBIX U3 MPOrpaMMbl « ApXuBHBIH GoHI» (AD);

5. 0JIy4aTh CBOJHBIN Macnopt apxusa B mporpamme «PoHnoBeIHM katanory (PK).

[Iporpammuoe obecnieueHue: 5
1. [Iporpamma «APXMBHbBIM ®OH/» 2.0 unu 3.0 for Windows (denepanpHas
apXHBHas CIIyx0a).
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2. [Iporpamma «®OHJJOBBIII KATAJIOI' CYBBEKTA ®EJEPALIMU» 1.0 for
Windows (®PenepanbHasi apXxuBHas CIyk0a).

Paznarounbie MaTepuab:

- 3aroJIHeHHBIN JTUCT POoHIA.

[IpakTudeckoe 3agaHue:

[lepen HauamoM pabOThI BCIIOMHUTE:

l. KaxoBbl ri1aBHbIE 3a/1a4M y4eTa JOKYMEHTOB B apXHUBE?

2. B ueM oTnmume BHYTpEHHEro ydera JOKYMEHTOB OT LIEHTPAJIW30BAHHOIO y4deTa
JIOKyMEHTOB?

3. UYro sABIISIETCS €IMHUIIEH yYeTa apXUBHBIX TOKYMEHTOB?

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

O011ee 3HaKOMCTBO C ITPOrpaMMOit

3arpysure Word for Windows. Ortkpoiite ¢aitn C:/WFOND/DOC/manual.doc.
3akoHcnektupyire pasaensl: HASBHAYEHUE

[TPOI'PAMMBI, CTPYKTYPA NHOOPMALIMOHHOI'O MACCHBA.

[pocmotpute  pasgenst W3MEHEHUE IIAPOJIEM, MEHIO B PEXHME
[TOJIb3OBATEJIA U PEAAKTOPA, ITYTEBOJUTEJIb.

Caepnurte daiin, He 3aKpbIBas €ro.

Bossmute JIMCT ®OHJIA u BBenute nanubie B Tabmuisl b/

«ApXUBHBIN (HOH.

Hnst aToro:

3arpys3ute nporpammy A® u BoiaKUTE B Hee MO MaposieM «2» (peaakropa);

BbIOepuTe B ri1aBHOM MeHio MyHKT ®OH/I; nepen Bamu mosBUTCS CHMCOK BBEICHHBIX
panee ¢ponnoB; HaxkxmuTe Enter. Bol Bolinere B pazaen ®OH/.

Hauynute ¢ [IOCJIEJHEI'O mo BpemeHu nepeumeHoBaHus ¢oHmoodpazoBatens. Ero
BBeauTe B Tabnuiy @OHJI, nepBblit 3kpaH,

HOJISl «TIOJTHOE Ha3BaHUE (POHAA», «COKpAIllEHHOE Ha3BaHUE (OHIA».

BBenute Takke naHHBIE B TMONS «HOMEp (OHIA», «KATEropus», «HAyaJbHAs JaTay;
«KOHEYHAsl 1aTay.

Bonee pannue HazBanus ponmoodpazoatens Beeaure B pasnen [IEPEMUMEHOBAHUA
(mynkt BepxHero MeHio PA3JIEJIbI), 0603HaunB JaThl KaX/a10ro Ha3BaHUS.

Wrax, Ber BBenn B B/l oOmue cBeneHus o ¢GoHae U3 MEPBBIX pas3zesoB JMCTa (OHMA.
[Iponomxaem nocienoBaTeNbHO MOMOTHATh

naHHble 0 HameM ¢onae. Cnenyromuil paszaen aucta GoHna — «YuyeT HEONHCAaHHBIX
MaTepuaaoBy (T.e. POCCHIIN).

1. BBenuTe naHHbIE O KOJMYECTBE €MHULL XPAHEHHs POCCHINU U3 pasjiena Jucta GpoHaa
(yuet HeonmcanHbIX MaTepuainos) B pazzaen «IBMKEHUE JJOKYMEHTOBy. [lns storo:

- BeIOEpuUTE MyHKT BepxHero MeHio «PA3JIEJIbI»;

- Bei0epute noanyHkT «IBVMOKEHUE JOKYMEHTOBY, nanee — JIOBABUTD,
POCCHIIIb, ENTER. IlociaenoBareabHo

COXpaHsisl, BBEIUTE BCE IMOCTYIUIEHHS M BCE BBIOBITHS POCCHINM, yKa3aHHBIE B JIUCTE

donna.

2. Crenyromuii paszaen nucta GpoHAa — y4yeT OMMCaHHBIX JIOKYMEHTOB. BBeaure B
noapazaen OIMMCU (mynkr BepxHero meHio PA3JIEJIbl) mannple 0 HOMepax, Ha3BaHHUAX
KpallHUX JaTax omMcel, 3amMCaHHBIX B JHUCT (oHIA. BriOepuTe COOTBETCTBYIOLIMM BHIIAM
JIOKYMEHTOB «THII OITUCH».

3. Beenute B nonpasnen «ABIDKEHUE JIOKYMEHTOB) (yHKT BEpXHEro MEHIO
PA3JIEJIbI) nannbie 000 BceX MOCTYIIEHUS! M BBIOBITHSAX ONMMCAHHBIX MaTepUalioB, YKa3aHHBIX
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B sucte onna. /g sroro obpaturecs k noanyHkry 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 IBHKEHUS,
BbIOEpUTE BUJ JBIKEHHUS, U, CAMOE IJIaBHOE, KOJIMYECTBO MOCTYNMBIIUX WM BBIOBIBIIUX €T,
MOCJIEIOBATEIBLHO COXPaHss KK Iyto 3anuch (MyHKT HIkHEero MeHio «COXPAHUTDY).

4. CuoBa oOpatutech k Word for Windows. Ilpountaiite paszmen 8 «MEHIO
AJIMUHUCTPATOPAY. 3anumunTte MyHKTH MEHIO. 3aKpoiiTe (ai.
5. 3akporte mnporpamMy A® u CHOBa 3arpy3ure €€ moj mapoyieM <«3»

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

3akpoiite nporpammy AD.

6. 3arpysure MS Word.

3arpysure ¢aitn FK/DOC/Manual./doc.

7. 3aKOHCIIEKTUPYWUTE pa3/ieibl:

Ha3naueHnue nporpaMmsl,

CrpykTypa uH(HOPMAIIMOHHOTO MAacCUBa,

OOHOBIEHHE TAHHBIX.

8. Barpysutre mporpammy @DOHJJOBBIM KATAJIOI mnox mapomem  «3»
(amMuHHUCTpATOpA).

Boiinure B paznen OPI'AH YIIPABJIEHNA.

Beenenue B paznen IIOJIHOE HA3BAHUE nanubie 00 oprane

yIpaBieHUs apXUBHBIM JiesioM. Hanpumep, ApXuBHBIN 0TAET IpU

agMuHUCTparuu Bonoroackoit oomactu.

B paznen COKPAILIEHHOE HA3BAHUE — AO Bomnoroackoit

o0nacTH.

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

CoxpaHuTe 1aHHBIE.

9. Boiinute B paznen APXUB, BBenuTe nanubie (13 aucta GoHaQ)

B T1OJIS:

[TIOJIHOE HA3BAHUE APXUBA; COKPAIIEHHOE HA3BAHUE (nampumep,
I'ABO).

AJIPEC APXUBA, Beibepute cootBerctByromuii YPOBEHb u TUII (manpumep, s
[IMAM — myHununaibHbliil apxuB). COXpaHUTE TaHHBIE.

Bribepute B cnucke Bam apxwB. Haxmmre ENTER, ma Bompoc mporpammsr 00
uctounuke manHbix BBenute anpec G\wfond\DBF, menknute mo SELEKT, B mynkre 'O/
MOCTaBbTE€ CaMbI paHHUI ron, 3a KOTOphld y Bac Obulo u3MeHeHHe (MOCTYIUIGHHE WIH
BBIOBITHE) Yy4eTHBIX fJaHHbIX. Haxkmure ENTER. J[loxkauTtech TOSBIGHUS —HAJIUCU
OBHOBJIEHUE JAHHbBIX VCIIEIIHO 3ABEPIHIEHO. [lansasle mporpamMMmbel A®
ckonupoBanuch B mporpaMmy OK. Haxkmute ENTER.

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

Tenepp MaccuB y4YeTHBIX JaHHBIX PETMOHA IOMOJIHWICS JaHHBIMU Bamiero apxusa.
Yo6enutecy B atoM. Otkpoiite pasgen APXUB®WJIBTP. Bribepute Bam apxuB, Haxxmute
BBIITIOJIHUTD.

Boiinure B pazgen ®OH/J] BeiObepute Bamr apxus, Hasxkmute ENTER.

[IpocmoTpuTe usrorosineHHblid Bamu Ilacnopt apxusa B pasmene ITACIIOPT (myHKT
BepxHero meHio PA3JIEJIBI).

Paborast ¢ mporpamMmoii, MOXHO MOJYYHThb CBOJHBIM macnopT mno Bamemy apxuBy 3a
passbie TojIbI (opasaen «CBOIHBIN MacmopT).

Jist gero ciyskaT nojpasnaeisl «Annamuka — adc.»; «lnnamuka %»?
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KOHTpOJ'ILHBIe BOIIPOCHI:

l. [ToueMy uUMEHHO YyYeT JOKYMEHTOB CTall OJHHM U3 IE€PBOOYEPETHBIX
HaIpaBJIEHUN KOMIBIOTEPU3ALIMHA apXUBHOTO Aeia’?

2. B uem BakHOCTh HpUMeHEHUs oOlIeoTpacieBbIX (TUIOBBIX) 0a3 NaHHBIX IS
BEJICHUS yyeTa JOKyMEHTOB ApXuBHOro ¢onaa PD?

3. KakoBbl  mpeumylecTBa  aBTOMAaTHU3MPOBAHHBIX  CHCTEM  yyeTa  Mepel
TpaZULIMOHHBIMU YUYETHBIMU CIIPABOYHUKAMU?

4. HazoBure ocHoBuble ¢yHKiuu AWNIIC «ApxuBHbll poHm» u «DPOHIOBBIN

KaTtajaor CY6’LCKT3. (Dez[ep alm).

5. Kak cTpoutcst aBTOMaTU3MpOBaHHAs CUCTEMA LIEHTPAIN30BAHHOTO Y4eTa JOKYMEHTOB
ApxusHoro ¢onna PO?

Tema 4. Co3nanue y4eTHBIX JOKYMEHTOB apXHBAa U NacHOPTa apXuBa ¢ MOMOLIbIO
NporpamMMsbl «Y4eT apxuBHOro ¢poHaa»

Lenb pa®oThl: OCBOCHHE CTYACHTAMH METOJIMKU aBTOMATH3UPOBAHHOTO BHYTPEHHETO U
LEHTPAIIM30BAaHHOTO y4€Ta apXUBHBIX JOKYMEHTOB, npuMeHsieMol B ['naBapxuBe r. MOCKBBI,
nproOpeTeHre HaBBIKOB CPABHEHUS MPOrPAMMHBIX MTPOIYKTOB.

B pe3ynbraTe paboThl CTYyIEHT AOKEH 3HATH!

- Ha3HaueHue M (YHKIMH, OCHOBBI MHTepdeiica mporpaMMbl «YueT apXHBHOTO
dbonmay;

- paznuune Mexnay pexumoM nononaHeHus b/l B pexxume ®OH/I- OIIMCDH u B
pexume AKT.

B pesynbrare paboThl CTYACHT TOJKEH YMETh:

- HACTpauBaTh MporpaMMy «YueT apXuBHOro (oHAa» B peKUME aAMHUHHUCTPATOpa,
BBOJIUTH MOJIb30BaTeNeii U BEIOMPATh OPMBI OTUETA;

- paborate B mporpamme «Yuer apxuBHOro ¢onaa» B pexume ®OHJI-OITNCH,
BBOJIUTH JIAaHHBIC U3 JOKYMEHTOB BHYTPEHHETO YUeT apXuBa (JUcTa QOHIA, ONMHUCEH) B pa3/ieibl
OCHOBHOT'O MEHIO TIporpammsbl «Yuer apxuBHoro ¢ormay — POHJ] — INOIIOJIHEHUE B/I;
OIINCb — ITIOIIOJIHEHUME BJ1, EJl. XPAHEHUM .

- CO03/1aBaTh C MOMOIUIBbIO IPOTPAMMBI «YUeT apXUBHOTO (POoHIa»

aucT GoHa, KHUTY ydeTa MOCTYIUIEHUH apXuBa, CIUCOK (hOH-

JIOB ¥ IpyTHE TOKYMEHTbI BHyTPEHHETO yYeTa.

[TporpamMmMHoOe obecrieueHue:

WuTerpupoBanHas aBTOMAaTH3MpPOBAaHHAs cUCTeMa «YueT apxuBHOro ¢ouma» (AO
Wnucodr).

PaznaTounble MaTepHabl:

- 3anonmHeHHbIe TUCTH (OHIOB HA Ba (PoHTA,

- Omnwuce aen Gouaa,

- PykoBo/1cTBO MOIB30BaTENS IPOrPAMMBI «YUET apXUBHOTO (POHIA.

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

BCIIOMHHTE:

l. Kakne yueTHble NOKYMEHTHI MO3BOJSET IMOJYYUTh M pacredaraTh MporpaMmma
«ApXxuUBHBIN HOHI»?

2. KakoBbl OCHOBHBIE JOKYMEHTBHI M JIOIOJHUTENIBHBIE JTOKYMEHTBHI BHYTPEHHEIO
ydeTa B TOCy/IapCTBEHHOM apXuBe?

3. KakoBbl OCHOBHBIE JOKYMEHTBHl M JIOIOJHUTENIBHBIE JTOKYMEHTBHI BHYTPEHHEIO
ydeTa B TOCy/IapCTBEHHOM apXuBe?
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WNuTerpupoBaHHas aBTOMaTU3UPOBAaHHAs cucTeMa «YdeT apxuBHoro ¢ouna» (YAD)
npe€aHasHadcHa JJIsd BEACHUS HCHTPAJIUM30BAHHO- I'0O YU€Ta JOKYMCHTOB KaK I10 apXHUBY, TaK U I10
apXUBOXPaHUIIUILY.

Cucrtema pazpadorana ¢pupmoit «Macod™ myis TAY r.MockBsI.

HaunuTte 3HaKOMCTBO € MPOrpaMMOii C IEMOBEPCHUH.

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

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

[IenkuuTe no 3actaBke «JlemoBepcum». JloxxauTech 3arpy3ky CTpaHULIBI.

[[{enkaute mo mnepBod cTpoke «MHTErpupoBaHHAs aBTOMATU3MPOBAHHAs CHCTEMA
MOCKOBCKOTO FOPOACKOT0 O0bETUHEHUST apXHBOBY.

Jloxxurech 3arpy3Kku CTPAHHULIBI.

Bribepure nynkt MeHto «[IOMOIL by, Boiinute B pazgen «O cucteme», BBIUIINTE B
TeTpaab JaHHBIC O MporpaMme u pazpadoruuke. [llenkaute mo OK.

Boiimure B myrkT Mento «AKT». Illenkuute mo « HOBBIM AKT»

CJIeBa, CAMOCTOSATEIBHO OIpPENEIUTe M 3alUIIMTE MOCIEeI0BATeIbHOCTh JACUCTBUN IS
BBEJICHUSA B aKT NepepaboOTKH OMHICEH:

BBenenus ydetrnbix nannbix no HoBoit onucu Ne 3.

VYV nanenus Bcex aen onucu Ne 3.

Boiinure B nynkt mento BEJIEHUE YYETHBIX TOKYMEHTOB.

CaMOCTOSITETbHO YCTAHOBHUTE MOCJIEI0BATENBHOCTD ICUCTBUIA:

HEOOXOMMBIX JIJISl BBEJCHHSI CBEJICHUN B IUCT (POHIIA;

HEOOXOAMMBIX JJISI BEICHHS CTICKa (DOHOB;

HEOOXOJUMBIX, ISl TOJYYEHHS CBEACHHUNW O COCTOSSHUM KaXKIOW EIUHUIIBI XpaHCHUS
(BHUMATETLHO CMOTPHUTE Ha PA3/eIIbl TJIABHOTO MEHIO BBEPXY).

VYcraHoBUTE M 3alUIINTE, KaKWE JTOKYMEHTHI BHYTPEHHEIO y4eTa MO3BOJSET COCTaBUTH
CHUCTEMa. YCTAaHOBUTE W 3aNUIINTE, KAaKWe JOKYMEHTHl IEHTPATM30BAHHOTO yYeTa TO3BOJISIET
COCTaBUTH CUCTeMa (ITyHKT MEHIO «BeieHne y4eTHbIX JOKYMEHTOBY).

Kakum 06pa3oM MOKHO COCTaBUTH NMACMOPT apXuBa?

2. Tenepb nepexoauM K MpakTUKE. 3arpy3uTe nporpamMmy «Y ADy,

mienkHyB MbIbio 1o [TYCK — ITPOT'PAMMBI — YUYET APXHB- HOI'O ®OHJIA —
AIMUHUCTPATOP. IIporpamma 3aryCTUTCA B peXXUMe afMUHUCTparTopa. ll{enkHuTe Mbliibio
o HACTPOMKA B/I.

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

[enkaute CO3IATH, OK. Bbr BepHeTech B ocHOBHOE MeHIo. lllenkuute OAMIIBI
OTYETOB. Beenute B oTkpsbiBieecst okHo aapec C:/ arhive/reports. [llenkuute SELEKT, OK.

[llenkaure no myHkty [IOJIB3OBATEJIM rnaBHoro meHwo. Bam cienyer BBecTH
MOJIb30BATEJIEH U MPUCBOUTH UM TPABA, HA3HAYUThH MMAPOJIH.

Urak, Haunute ¢ ukoHku «HoBas 3ammch» BHU3Y (fiuctouek). B mome ®UO BBemgute
CBOIO (paMmIIMIO, MIPHUCBOITE cebe (PyHKIMHM aIMUHHUCTpATOpa, IIEIKHYB MO (pIakky U BbIOpaB
nyHKT «AJIMUHUCTPATOP» u3 BepxHero MeHI0. YKaXKHTE Mapoyib «1» W MOATBEPKICHHE
«1». llenkuute no ukonke COXPAHUTD (nuckera BHU3Y).

Cucrema rotoBa k padore. lllenxkaute mo BbIXO/I.

7. 3amyctute mporpammy B pexkume mnonb3oBareis. Lllenkaure mpimbio no [TYCK-
I[MTPOI'PAMMBI — YUET APXMBHOI'O ®OH-JIA — YAO.

Haiigute BBEepXy CTPOKY ITaBHOTO MEHIO. B 11eHTpe pabouero okHa HaXOJUTCS Ha3BaHUE
apxuBa. UToObl HauaTh paboTy C CUCTEMOH clieyeT BBECTH CBOIO (paMHIIUIO U TTapoJib «1».

[Iporpammoii mpeaycMOTpEHBI IBE CUCTEMBI yueTa — A0 coxpaHeHus llacnopra apxuBa
u nocse coxpanenus [lacmopra. Pexum ydera no coxpanenus Ilacnopra apxuBa nmpenHa3HaueH
mis  BBoAa Oompmux MaccuBoB  uHbopMmanmu  3A  [IPEABIAYUIME T'OJbl. 3to
MOATOTOBUTENBHBIM dTam ydera. [locime coxpaHeHHs] TacmopTra 3TOT PEXHUM CTAaHOBHUTCS
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HEJOCTYIHBIM — U3MEHEHUS B IaHHBIX MOKHO OCYIIECTBIIATH TOJIBKO Yepe3 MyHKT MeHto AKT.
[IpencraBum cebe, 4To naHHas cucteMa BBeneHa B apxuse B 2001 roay, a ydeTHbIE JOKYMEHTBI
umerotes 3a 40 ner. CHauana cienyeT BBECTH JIaHHbIE 00OBceX (DOHIAX M OINHUCAX apXHBa,
otnoxuBmmxcs 3a 40 ser.

B pexxnmMe nepBoHayaNbHOTO TIOMOJIHEHUS JAHHBIX OCHOBHBIMH

spisitotcst Tpu nyHkTa: @OHJI-OIIMCH-EJI.XP. Pabora HaumHaeTcsi ¢ MyHKTa MEHIO
@®OH/I. PexxuMm ommcH CTaHOBMUTCS aKTUBHBIM IIOCJIE€ BBOJa W BbIOOpa (oHAa, 4TOOBI HE
HapyLIUTh CKBO3HYIO HyMEpALMIO OMKCeH B pamMKax (poHza.

8. lllenkHute MbIIIBIO MO MyHKTY TiaBHoro meHro ®OHJI. 3arem BbiOepuTe MyHKT
[TOTIOJIHEHUE BJI. Bo3smuTte nuct neporo ¢Gonga. BBeaure B kapTouky (oHIA CBEICHUS O
donze:

- HoMmep GoH/a;

- KaTeropuio GpoHza (BEIOEpUTE, UCXO/IS U3 €r0 LIEHHOCTH);

- coctostHrE (poH 1 (IIETIOK TIO CTPEJIKE CIIPaBa, «B HATHUUNY);

- UHPOPMALIMIO O TMOCTYIUICHHMM (BBEAMTE JAaTy IEPBOr0 MOCTYIUIEHUS C JIUCTa
dbonma);

- BBEIUTE HOMEp apxuBoxpanminma B noae APXNBOXPAHWJINILE 1;

- KOJMYECTBO  HeonucaHHbix  marepuasioB B noine  HEOIIMCAHBIE
MATEPUAIJIBI;

- OT KOTO TIOCTYIIJIN MaTepralibl (0T (OHI000pa30oBaTENS).

OcrTanbHble MOJIs KapTOukH (DOHJIA HEJOCTYIHBI, TaK KaK JAaHHBIC CIEAYyeT BBOJHUTH B
nmyHkTe riaBHoro meHto OITMCD.

OnHako 3amoyHeHHe KapTouku (oHIa eme He 3akoHueHo. lllenkHuTe Mo BKIIAAKE
HA3BAHUE ®OHJIA, ykaxkute mociieJoBaTeIbHO Bee Ha3BaHUs (OHAA, YKa3aHHBIC B TIEPBOM
paszene nucta ¢poHaa u ux kpaitaue aatel (noiast HASBBAHUE ®OHJIA, IATA HAUAJIBHAA,
JATA KOHEUHA#).

Buaumanue!

[Tocne BBoma Kaxaoro Ha3BaHus (OHIA HAJO €ro COXpPaHWUTH (ILIEIKHUTE IO
MUKTOTpaMMe C JKeNTol auckeroil BHM3Y). Eciau Ha3BaHue (oHIa HE MMEET TOYHBIX KpalHHUX
JaT, CielyeT BPyUHYIO pPacIoIOKUTh Ha3BaHUS B TOM MOCJIEI0BATENIbHOCTH, B KOTOPOW OHU

npuBefieHbl B JucTe (oHMa (MCHOIB3YHTE KHONKM CO CTPEJIOYKAaMH BBEPX-BHU3).
[IpenBapuTebHO HYHO BBIIACIUTH MBIIIBIO CTPOKY C Ha3BaHHEM, a 3aTEM MEPEMECTUTh €ro
BBEpX WJIM BHM3 HY’KHOU KHONKOW. Emie pa3 coxpanute naHHble B KoHLE. LI[enkHUTE 0 MKOHKE
¢ nsepbto BHU3Y. lllenxkaute mo Bkinagke AHHOTAILIMSA. BBeguTe KpaTKyr aHHOTAILMIO
JTOKyMEHTOB (hoHJa (BUBI JOKYMEHTOB, TeMaTHka). Coxpanure naHsble. lllenkHuTe mo nkoHke
C JIBEpbIO BHU3Y.

Bxnanky COCTAB ®OHJIA He TporaiiTe, oHa 3anoiHATCs aBToMartndecku. Lllenkunre
10 UKOHKE C Bepbio BHU3Y. Ecnu Bbl 3a0b11M cOXpaHUTH JaHHbBIE, TOSBUTCS «BOMPOIIAIOIIEE)
okHO. Bribepure

BbIXOJIT C IIPOBEPKOM. Hu B koeMm ciyuae He BpiGupaiite OTMEHMTH
N3MEHEHUSA! Torma Bce Bamm crapanus mnpomaayT BTyHE M HOBBIE JaHHBIE OyIyT
YHUYTOKEHBI!

AHaJIOTHYHBIM 00pa30M BBEAUTE JaHHBIE CO BTOPOTO JHCTa GOHIA M U3 ONucH (GOoHIA
(DOHA-TTOITOJIHEHUE B).

9. BBenuTe naHHBIC O KOJIMYECTBE €AMHUI] XpaHeHus onucet Gouna 1, 2 (uctsl poHna)
u 3 (ommuck donma). s atoro HyxHO BouTu B pazaen OIIUCh. JomxkHo ObiTh, Bl 3ameTmm,
YTO MOCJIe COXPAHEHUs MePBOM KapTOUKH (HPOHJIA, STOT MYHKT MEHIO CTaJl aKTUBHBIM.

Opnnako mis Toro, 4ToObl BBecTH AaHHbIe B pasznen OIINUCH, chavama ciemxyer HalTh
¢doHnn, onucu koToporo Bel Oyaere BBoaUTh. i 3TOro Hy)XHO BOHTH B MyHKT MeHi0o @OH/I-
BBIBOP ®OH/IA. Ilepen Bamu Bo3HUKHET popma Jisl BBOJIa KPUTEPUEB MTOKCKA.
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OcymiecTBuTe MOUCK (DOHIA MO PSAY KPUTEPHEB (HOMEp, COCTOSHUE — B HAIWYMH).
Henxknute mo uxkonke [TIOUCK (xpacnHas snyna BHH3Y). CaMblil mpocToil crnoco0 MOIy4YUTh
CIHMCOK BCEX BBEACHHBIX (POHI0B — HIENKHYTh N0 uKoHKe JIVIIA BHU3Y, BOOOIIIE HE BBO/IS

KpuTepueB noucka. HaBenure Kypcop Ha Ha3BaHME NMEpPBOTo (OHAA B CIUCKE, JBAXKJIbI
HIeTIKHUTE 110 HoMepy (onaa. [losBurcs kapTouka ¢onna. Tenepb MOXKHO MPUCTYNUTH K BBOLY
cBenieHn 00 onucsax GoHma.

[IlenxkHuTe MBI 10 NYHKTY raBHoro MeHwoo OIIMCD. IlosBuTcs kapTouka onmucu
nepBoro GoHma.

Bo3pMuTe aHCT COOTBETCTBYIOMIETO (POHMA M TTOOYEPETHO BHECUTE CBEACHUS O KaxJ0H
OINHCH: HOMEpP OMMCH, Ha3BaHUE OMMCH, THUIl OMKCU U CHOCOO BOCIIPOU3BEACHMS BbIOEPUTE U3
cnucka (crpenka crnpasa) no cmeiciy. B mone KOJIMYECTBO TOMOB nocrassre 1, B mone
AHHOTAILIMA BnummTe KpaTKyo XapakKTEPUCTHUKY COCTaBa U COAEPKAHUS TOKYMEHTOB OIUCH;
B nosie CPOK XPAHEHUS — BnummTe «moctossHHO». O0S3aTeNbHO MPOCTaBhTE KOJTHYECTBO
€IMHHUILl XpaHEHUS B OMUCH (CM. JTUCT (POHAA) U KpallHUE AAaThl JOKYMEHTOB OMUCH (CM. TaM XKe).
[enkuute mo muktorpamme COXPAHUTD (auckera BHU3Y). Ecnu BbI 3a0bUTH COXPAaHUTH H
menknytu BbIXOJI, BeiGepute B nossusmemcs okae BBIXO/[ C [IPOBEPKON.

Takum xe crnocodom (OIMUCH-TIOIIOJIHEHUE BJl) BBenute cBeaeHust 000 Bcex
onucax AaHHoro gonaa. 3atem Haiaute Bropoit ponna (POH/-BBIEOP ®OHJIA). Beenu-

Te cBeneHus ¢ Jlucta ponna 000 Beex ommcax JaHHOTO GoHIa. 3aTeM BO3bMUTE OIMUCH
dbouga m BBeAWTe AaHHBIE 00 ATOM ommcu. OTkpoiiTe myHKT rinaBHoro Mmenro EJIMHUIIA
XPAHEHMUMS u BBeauTe 3aroioBKU IIATH J€]I U3 ONUCU. B JaHHBLI MOMEHT BBl CO3MacTe HE
TOJIBKO YUETHBIN, HO U IOUCKOBBII CIIPaBOYHUK — apXUB-HYIO OIKUCh.

10. OcymecTBuTE MOUCK MH(OPMAIK 00 OMUCSIX BBEJCHHBIX (POHIOB.

Jns sToro Bei6epute myHKT riaBHoro meHto OIIMCbh-BbIBOP OITUCH.

[losiBUTCS OKHO IIJIs1 YCTAaHOBKM KpUTEpHUEB Moucka. OCylecTBUTE NOUCK MO Ha3BaHUIO
omucu. [ms storo abcomoTHO HeoOs3arenbHO BBOAUTH B mmoine HA3BAHUE OIIMCU Bce
Ha3BaHMs. JlocTaTrouHO oAHOro cioBa. Ho mpu 3TOM cieayeT BBINOIHATH NIPaBUiIa COCTABICHUS
3ampoca:

%ot1aen% — cIoBO BCTpeyaeTcs B JIF0OOM MeCTe Ha3BaHUS;

ot1en% — CJI0BO BCTpeyaeTcsi 0053aTeIbHO B HaUajie Ha3BaHUS;

%0Tnen — Ha3BaHUE 3aKaHYMBAETCS JAaHHBIM CIIOBOM;

%otnen%xanpo%ynpaBieHusi% — J00€ COYETaHHE CIOBO+

CIIOBO+CJI0BO.

Ormetbre BHM3Y nepekmodaresss COOTBETCTBHUE XOTS bBbl

OHOMY VYCJIOBUIO. llenkunte no kHonke [IONCK BHU3y.

AHaJOTMYHBIM CTIOCOOOM OCYIIECTBUTE MOUCK MO KpalHUM JaTaM

JIOKYMEHTOB OIHMCEH; M0 aHHOTalUu onucu. B pesynbraTe Bcex ycunui nepen Bamu
MOSIBUTCSI CIIUCOK onucel. [IpocMoTpuTe KapTOuKn

HalICHHBIX ONMCEH, IIEIKas 10 UX HOMEDY.

Hatins onuck, monmpoOyiiTe HalTH BBeACHHBIC ea. OCyIIECTBUTE MOUCK MO KITFOYEBOMY
CJIOBY (XOTs1 OBI OZJHO CJIOBO M3 3aroJIOBKa Jiell, KoTopoe Bbl momHuTeE).

O6parute BHUMaHue, 4To pexxum AKT HenocTymeH.

11. Otkpoiite nyHkt rmaBHoro menro COCTABJIEHUE YUETHBIX JJOKYMEHTOB.

[TonpoOyiiTe caMOCTOATENbHO, CIeAYs yKa3aHUSIM IPOTpaMMBI,

COCTaBUThH CIMCOK (POHJIOB apXMBa, peecTp omuceil 1odoro U3 BeeeHHBIX Bamu ¢donna,
et ogHoro u3 ¢oumoB. CpaBuute noiydeHsslii u3 bl Jluct ¢onga ¢ opurunasoM. Kakue
paszzensl iucta QOHJa OCTAJIUCh HE3alOJIHEHHBIMU?

B TeTpamM COCTaBbTE CpPABHUTEIBHYIO XapaKTEpPHCTHKy mporpamMMm «APXVIBHbBIN
OOHI» u «YUET APXMBHOI'O ®OHJIA» ¢ Touku 3peHust TpeObOBaHHI K 000PYyIOBaHHIO,
GyHKIMH, ONTHMHU3AIMM yuyeTa, yJIoOcTBa HHTepdeiica, oTueToB, crouMoctu. Crenaiite
3aKJIOYEHUE TT0JIB30BATENS.

33



KoHTposIbHBIE BOIIPOCHI:

l. B uem cxozxcTBO M paznuuue QyHKIMNA nporpamMm «ApXuUBHBIA (GoHI» U «Yyer
apxuBHOTO (poHIA»?

2. Kakue yuerHple NOKyMEHTHI BBl MOXET€ MONY4YUTh B KauecTBE OTYETOB C
MOMOIUIBIO IPOTpaMM «APXUBHBIN GOHI» U «YUeT apXUBHOTO hoHma»?

3. KakoBbl 1OCTOMHCTBA M HENOCTAaTKM KaKJOW M3 MpOrpamMMm C TOYKH 3pEHUs
apXUBHUCTA, UCIIOJIb3YIOIIEr0 UX JUIsl OpraHU3allii aBTOMAaTU3UPOBAHHOIO yyeTa B apXHBe?

4. Kakue pasnenst Jlucra ¢ponga Bam He yaanock COCTaBUTh B JTaHHOM pexumMe?

[IpakTuyeckoe 3aganue

[TporpamMmMHoOe obecrieueHue:

- WuTerpupoBanHas aBTOMAaTU3UPOBaHHAas cucTeMa «YueT apxuBHoro ¢onna» (AO
NHCOODT).

- PyKkoBOCTBO MOJIb30BaTEIS.

PaznaTtounbie maTepuanbl:

- auct GpoHaa,

- aKTBI:

npuemMa-repeadu e,

BBIJICIICHUS JIEJT HA YHHUTOXCHHE,

HAYYHO-TEXHUYECKOM 00paboTKu POHIOB.

[Tepen Hawamom paboOThI BCIIOMHUTE:

1. KaxoBsl mpaBuiia 3anoaHeHus aucTa Gorma?

2. Kakue BuIBI akTOB (UKCHPYIOT U3MEHEHHUS B COCTaBE JOKYMEHTOB apXwBa U
JBH>KECHUE JJOKYMEHTOB?

1. Otkpoiite mporpammy «Y AD» B peskume nonb3oBates (ITYCK ITPOT'PAMMBbI-
YUET APXHMBHOI'O ®OHJA-YUET APXMBHO-I'O ®OHJIA). Csoro ¢damunuio Bel,
KOHEUYHO, He 3a0puti. BBenurte ee u mapoinb — «1» — B cooTBeTcTBytomue mnojs. Obpature
BHuUMaHue, uro pexuM AKT nHenoctynmen. (IlompoOyii-te BBectn cBenenus o6 akre AKT-
HOBBIN AKT). Jlns BBeIeHHS CBEICHHM 0 aKTy MpHEMa-Tiepeiadd TOKYMEHTOB HE00X0IUMO
CHayaja co3JaTh W 3alIUTUThH NacnoptT apxusa. lllenkHUTE MBIIIBIO MO MYHKTY IJIABHOI'O MEHIO
BEJIEHUE ITACITIOPTOB, Bei6epure CO3JIAHUE, menkaute mo [JA. [Iporpamma mompocut
Bac nogoxniath, MOTOM 3aBEpUT, UTO NMAacCHOPT apxuBa co3faad. Ho Bel Hudero e Bugure. YtoOb1
MOCMOTPETh Ha pe3yJbTaT CBOUX TpyHoB, mienkHutre no OK, BbiOepuTe B MYHKTE MEHIO
BEJAEHUE ITACIIOPTOB noanynkr [TPOCMOTP. lllenkHute 1mo UKOHKE C KPACHOW JIyNoOi
Hu3y. [Iponucraiite moayyeHHbIN 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 nacrnopra BeiOepute oTBeT «/IA». YOeaurech B TOM, 4TO HAampOTHB JaThbl CO3AAHMS
Bamero nacnopra nosiunace kpacHast ormetka «3AILLUIIEH».

2. Jlng Hagana paboTHl C akTaMH HEOOXOAMMO CHOBA MEPEHACTPOUTH MPOrpaMMy B
pexume AIIMUHUCTPATOPA.

OTHbIHE, TTOCTIE COXpaHEeHHsI TacopTa apXuBa, BCE N3MEHEHHUS B KOJIMUYECTBE Jiesl poHIa
OCYIIECTBIIAIOTCA yepe3 MyHKT MeHo AKT.

[Tonymaiite, mouemy.

[Ienxkuute no myHkty MeHioo BbBIXO/I. 3amycture mnporpammy 3aHOBO B pEXHME
AJIMUHUCTPATOPA (npuaercst 3aHOBO BBECTH MapOJIh).
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CHOBa HIETKHUTE IO MyHKTY MEHIO [TOJIL3OBATEJIb-HOBBIN

[TOJIB3OBATEJIb. Beeaute nums (3alOMHUB €r0), TAPOJb «2», MOATBEPKACHUE «2».

Tenepp mpeacrouT camoe uHTepecHoe. Crenyer co3laTh HOBYHO poOjb —
«HAYAJIbBHUK OTHEJIA YUETA». [Ins 3TOro IEIKHUTE MO KHOIKE «PEJAKTOp pOJei»
(TeaTpanbHas Macka BHU3Y). Ha skpaHe mosiBUTCS OKHO penakTupoBaHus poset. llenkHute mo
MIUKTOTpaMMe

HOBAA POJIb (aucroyek BHHU3Y) MBIIIKOM, BOHUIIWTE B OKHO HAa3BaHHUE POJIH
«HAYAJIbBHUK OT/EJIA YYETA», OK. IlocraBbre ¢naxkku B monsix AKT (mpocmotp,
nonosinenne bJ1) u B npyrux nmomsix. [llenkaute mo COXPAHUTD (muckera BHu3y). Lllenkaute
no nukrorpamMme BbBIXOJ[ Buu3y. B oxne IIOJIB3OBATEJIU, ¢ xotoporo Bel HaunmHanu
pabory, B mosie POJIb BeiOepuTe HOBYIO poib «HadanbHUK OTaEna yUeTay.

[IlenkHuTe MO AUCKETE BHU3Y (COXpaHUTh) U 110 ukoHKe BBIXO/I.

Jlanee 3akpoiiTe mporpaMMmy U CHOBa 3allyCTHUTE €€ IOJ HMEHEM M C MapojeM
HAYAJIbHUKA OTAEJIA VUYETA B pexume 1oyib30BaTesl.

BriGepute myHkT menio AKT — HOBBIM AKT. Bosemure mucT (oHIa, BBEIHTE
nanaple u3 pazgena «JABWOKEHUE JJOKYMEHTOB» o0 akrax mnpuema-miepenadu maed,
BbIJIEJICHUS €]l Ha YHUUYTOKEHUE, HAayYHOTeXHHUYeCcKoi 00paboTku (ouao. Haiinute B mucre
donna pazgen «YUET HEOIIMCAHHBIX MATEPHUAJIOBY, BBenuTe JaHHBIC O MOCTYIIJICHUH
MarepuaioB pocceinu. Haiiaure pary nepBoro NOCTYIUIEHMS POCCHIIM. BBeaure B MEHIO
HOBBI AKT Homep (oHma, maTy akTa (mepas rpada — JaTa HEpBOrO MOCTYIUICHHS
pOcCChINM), BBIOEpUTE TUIl aKTa —IIpueMa-nepeaadu. B mone «OTkyaa mocTynmiyd JOKyMEHTBD»
BBeaUTE — OT (hoHI000pazoBarens. B nmone MCIIOJIHUTEJIb 1 BBeaute cBOIO (haMHIIUIO.
[lenxHUTE MO AUCKETE BHU3Y, YTOOBI COXPAHUTh 3aITUCh.

HoBrlif akT co3aaH, HO HE 3apErUCTPUPOBAH.

YToObI 3aMOJIHUTH HUKHIOIO YacTh aKTa O JBUKEHUU JOKYMEHTOB HE BBIXO/S U3 peKUMa
AKT, menknute no mnyHkry rinaBHoro meHroo POHJ — IIOCT. HEOIIMCAHHBIX
MATEPHAIJIOB. BBeaute kpallHMe naThl MOCTYNUBIIEH POCCHIIM W KOJWYECTBO €IMHMIL
xpanenus (u3 nmucta onaa). llenkuute mo auckere Bau3y (COXPAHUTD).

B nmynkte merto AKT menkaure mo AKT — PETUCTPALIUA

AKTA — JJA — OK. Tenepp akT 3aperucTpupoBaH, a CBEIEHUS O JABW)KEHUU
JIOKYMEHTOB BHECEHBI B CUCTEMY .

Taxkum ke 06pa3oM 3aperucTpupyiite apyroe moctymnenue pocchimu. AKT-HOBBIM
AKT; ®@OHA-ITIOCTYIUVIEHUE HEOIIucannsix ; AKT-PETUCTPALINA AKTA.

BrIOBITHE pOCCHITIM BCIEACTBHUE COCTABIICHUS OMUCEH Ha JIeNla PEerucTpupyercs Oosee
croxno. AKT-HOBBIU AKT. B none TUIT AKTA — Bri6epure AKT OITUCAHUSL

Hanee, e Bbixons u3 pexuma AKT, BbiOeputre nmynkt ®OHJl B riaBHOM MeHIO,
noanyHkT — BBIBBITUE HEOIIMCAHHBIX MATEPHAJIOB, BBeautre mo nucty Qonma
KOJIMYECTBO M JIAThI BBIOBIBIIIEH POCCHINH, T.€. BCIO pOocChinb. CoXpaHUTE (IUCKETA BHUZY).

Bribepure nmynkt mento OIIMCb, xotopelif cran akTuBHBIM, a B HeM — HOBAS
OIINCB. Beaute mo nucty (oHAa HOMEpP OIMCH, BBEAWTE HAa3BAHHWE OIMCH, KpaHHE NaThl
MaTepuaioB, KOJUYECTBO €AUHUIl XpaHEHHUs. BeIiauTe U3 pexuMa OMHUCH 4Yepe3 JIBEpb BHU3Y
(MKOHKa), COXpaHUB U3MEHEHUs, coxpaHute n3Menenus B pexume AKT, 3apeructpupyiite AKT
(AKT — PETUCTPALIA AKTA).

PaznenaBmmchk ¢ ydeToMm pocchinu, oopMUTE BCE aKThl Ha TMOCTYIUICHHE OMHCAHHBIX
MatepuainoB. Jljisg 3Toro Bo3pbMuTe cBeAeHUs u3 ucta ¢ponna — paznen « YUET OITMCAHHBIX
MATEPUAJIOB». Eciu Bel eme He Aorajajinch, Kak CO3/1a€TCS aKT MOCTYIUICHUS OIHUCH,
neuctByite Tak: AKT — HOBBIN AKT, BBox HOMepa (oHAA, MaThl akTa (BCE Ta K€ MepBas
rpada), TUII akra — npuema-nepenaun. CoxpaHure.

Janee, He BeIxos u3 myHkTa MeHto AKT, BeIOepuTe MyHKT MEHIO...
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npasuibHO, OIIMCh — HOBAS OIIMCb. Beaurte cBeneHus 0 HOBOM omucu (Kpome
MepBOM, JaHHbIE O KOTOPOH BbI yke BBesn). Co XpaHuTe. 3aperucTpupymure akr.

Teneps 3an0B0 coctaBbTe JIMCT ®OHIAA (BEAEHUE YUET-

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

qyBCTBYITE pa3HHUIly — B JaHHOM CJIy4ae 3aloJHEHbI pa3ien 3 u 4

nucta GpoHAa O IBUKEHUU HEOMMCAHHBIX M OMMCAHHBIX JOKYMEHTOB.

Cozpanite CBEJIEHWA Ob UBMEHEHUAX B COCTABE IOKYMEHTOB ®OH/IA;
MIOCMOTpPHTE, KaK1e U3MEHEHUs B 00beMe (OH 1a IPOU3OIILIH.

JlononHuTE 3aKIIIOYEHHUE, CACIIAHHOE HA MTOCIEIHEM 3aHATHH.

KontposbHbIe BOPOCHI:

1. KakoBa mocie0BaTeIbHOCTh BHECEHUSI U3MEHEHUH B YUETHBIE
JTaHHBIE MOCTIE COXpaHEeHUs nmacnopra apxusa? YeM BbI3BaHa 3Ta
IIOCJIEIOBATEILHOCTE?

Tema S. UHpopMaLHOHHO-TIOUCKOBBIE (P)YHKIIMH IIPOrPaAMMBbI

«ApxuBHbI# PpoHI»

Lenp paboTbl: OCBOEHHE CTyJEHTaMH  HH(OPMAIIMOHHO-TIOUCKOBOTO  MOJYJIS
o0IeoTpacneBoil MmporpaMMbl «ApXUBHBIA (OHI» W CO3/IaHUE IMYTEBOAUTENS MO (oHIAM
apxuBa.

B pesynbrare paboThl CTYJIEHT AOKEH 3HaTh: OCHOBBI MH(OPMAlMOHHOIO MOWCKa B
AMUIIC (KOHTEKCTHOTO MOUCKa, TOUCKA MO KIF0YEBOMY CIIOBY, 110 KIaCCU(PHUKATOPY).

B pe3ynbraTe paboThl CTYyA€HT AOTKEH YMETh:

l. BBOJUTH JAaHHble B BJ| mporpammsl «ApXuBHBIA (OHA» U3 MyTEBOAUTENS WU
onucei, GopMUpPYs AIEKTPOHHBIN MyTEBOAUTEND;

2. penakTupoBaTh KJIAaCCU(PUKATOP MPOrpaMMbl « ApXUBHBIN (HOoHTY;

3. OCYHIECTBIISAITh MOUCK HH(OpPMAIMM BO BCEX pEeXHMAaX, MPEIyCMOTPEHHBIX
nyHkToM MeHto OUJIBTP;

4. dbopMHpPOBATH OTYETHI.

[IporpamMmMHoOe obecrieueHue:

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

PaznaTounble MaTepHabL:

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

[IpakTrnueckoe 3ananue. 4 Jaca.

- [lepen Hauamom paboOThI BCIIOMHHUTE:

- OcHoBHbIE HTHPOPMAIIMOHHO-TIOMCKOBBIE CITPABOYHUKHN apXHUBa.

- Mecto B cucteme HCA myTeBoauTens MO apXUBY, COCTaB XapaKTEpUCTUKH (oHIA
B ITyTE€BOJUTEIIE.

- MeToauKy OnMcaHus TOKYMEHTOB B IIyTEBOAUTEIIE.

- Hasznauenne wu cTpykTypy «Cxembl eIWHOW KiacCH(HUKAIMKA JOKYMEHTHOU
nH(pOpPMAIIMU B CUCTEMAaTUYECKUX KaTajorax rocyaapctBeHHbIX apxuBoB CCCPy.

l. 3arpysute nporpammy «ApxusHbsiit Goua». [TY CK-ITPO-

'PAMMBI-APXUBHBIN d)OH)I-APXI/IBHBIﬁ ®OH/I. Beeaute mapois «2». OOBIYHO
JUIA CO3JAaHMsI DJJIEKTPOHHOTO IyTEBOAUTENS HCIOJb3YETCS TPAAULMOHHBIA ITyTEBOJUTED.
Bo3spmuTe TpaaMUMOHHBIA  IMyTEBOAUTENb IO AapXuBy. BpiOeputre MHIUBUIYaTbHYIO

36



XapakTepucTuky (onna. Beenute cenenust o BeIOpaHHOM (oHze B 6a3y naHHbIX. BBenute B
paznen «®OHJI» mouckoBbie naHHbIe 0 GoHAE (Ha3BaHUEe, HOMEP (OHIA, KOJIUYECTBO EIUHUIL
XpaHEeHHUs, HCTOPUYECKYIO CIIPaBKy, aHHOTALIMIO U JIp.).

s sToro menkHuTe Mblbio 1o myHkTy @OH/I rimaBHOro MeHro.

[MosiButcs ciucok GoHaoB, BBeaeHHBIX paHee. [llenknute mo ENTER.

[Henkuute mo nmyHkty HuxkHero MeHio JJOBABUTD. Beenure nomep ¢onna (ENTER,
NIPUHSATH), TIOJTHOE U COKpallleHHOe Ha3BaHUue (OH/a,

uctopuueckuii nepuon (l-coBerckuif, 0-TOpEBONIOLMOHHBIN), TUN (OHAA, JaThl
nokymeHToB. [llenkaure COXPAHUTHD, CJIEAYIIUN

OKPAH. Bce 3tu onepanuu Bam yxe 3HaKOMBI 110 BBITIOJTHEHUIO 3aaHus No 1.

2. [Ienxkuute no myHkty HuxkHero MeHo PEJIAKTUPOBATDL. K stomy myHKTY
cienyeT oOpalarbesi Kbl pa3 Mocie COXpaHeHHsI TaHHBIX.

Beenute o0Obem eauHuly xpaHeHuss B cooTBercTByromee mnoine. COXPAHUTb —
CJIEAVIOIIUI DKPAH.

Beeaute UCTOPUYECKVYIO CITPABKY u AHHOTAIIMIO B cooTBeTCTBY!IOLIEE MOJIE.
Hmst sroro Hamo menkHyTh 1o PEJAKTHUPO- BATH B HmwKHEeM MEHIO, 3aTeM
NCTOPUYECKAA CITPABKA, PE-

JAKTHUPOBATD, BBeCTH TEKCT UCTOPUUECKON CIIPABKHU U3 IMMyTEBOAUTEIS, METKHYTh 0
COXPAHUTD — CJIIEAYIOLIMIT DKPAH.

Beemnte «kmoueBbie cinoBa B nonst  IIEPCOHAJIMHU, TEOI'PA®U-UECKHE

CBEAEHNS, TEMATHUKA. Ilepconanuu — damunum; reorpaduyeckue CBEICHUS —
reorpaduyeckre Ha3BaHUs, yIIOMUHAEMbIe
B aHHOTalMM (OHAA; TeMaTHKa — KIIOYEBBIE CJIOBA, IEpENalolIie COJep:KaHue

JOKyMEHTOB. BU/IbI TOKYMEHTOB HE SIBISIOTCSA KIFOUEBBIMU coBamu. Kaxxoe Kiro4eBoe cioBo
BBOJUTCSI B OTAEIBHYIO CTPOUKY, IIOC]IE BBOAA ciexyeT Haxarb F4. [ BbIxonga M3 pexuma
BBOJIa KJIFOUEBBIX CJIOB clieyeT Haxath ESC.

3. B tom ciyuae, ecnu XapakTepucTUKU (GOHIa HET B TPAJUIIMOHHOM ITyTEBOJUTENE
(momyctuM, OH ycTapel), JUid BBOJA JaHHBIX HCIOJIb3yeTcss onuch (onaa. Bo3pmute ommch
¢donna. Haunure Bce cHavana. Boitaure B paznen ®OH/I. Hlenkuure no JOBABUTH. Beenute
Homep HoBoro (onma. Beemure B pazmen ®OHJl mocnennee nHasBanme (oHma, a pasaen
[TEPEUMEHOBAHUS nepBblie Ha3zBanus (oHma (cM. 00OpOT THUTYJIBHOTO JIHMCTa OIKCH).
Kaxxioe nepenmeHoBaHME BBOJUTCS OTAEIBHO, C TaTaMH.

4. Bepnutecs B paznen @OH/I. BeenuTe ucTopuueckyto CrpaBKy (CM. IPEIUCIOBUE
k omucu), AHHOTALIUIO (cM. cobctBeHHO omwmch), kiarodeBblie cioBa — TEMATUKY,
I'EOT'PA®UIO, UMEHA (cM. yka3aTenu K ONMUCH). AHHOTAIMIO HEOOXOAWMO COCTaBUThH Ha
ocHoBe omucu. Kak o6brano, maxumaiire CJIEJYIOIUN DKPAH, mnoka He HafiieTe HyXHbIC
TOJIS.

5. BozoBuTe mpemnopaBaTens M B €ro  MPHUCYTCTBUU OCYUIECTBUTE IOUCK
uHpopmanuu. Boiiaure B myHKT BepxHero mento ®UJIbTP.

OcyuiecTBUTE MOUCK IO BBEACHHBIM Bamu:

- NEPEUMEHOBAHUAM;

- KJIFOUYEBBIM CIIOBAM;

- TEKCTY UCTOPUYECKON CITPaBKU MIJIM AHHOTALINU.

Ecnu Bbl He momMHHTE BBEACHHBIX Bamu KiIt04eBBIX CIIOB, IIEIKHUTE MO MYHKTY MEHIO
CIIMCOK cnpasa.

6. Otkpoiite nyHkt wMeHto OTYETBI u mnpocmoTpure Heckonbko Qaiinos,
00s13aTeNIbHO 3arpy3uTe IMyTEBOAUTENb (LIEJIKHUTE MO pas3jeiiaM OrJIaBJICHHUs) M YKa3aTelu K
Hemy. 3akpoiire APXVBHBIN ®OHJ] (PA3JIEJIbI-BBIXO/T).

7. Orkpoiite mporpammy APXMBHBIM ®OHJ[ B pexuMe aIMUHHCTPAaTOpa
(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 coorBercTBytomui pazaen CXEMBbBI EJII/IHOI71
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KIIACCUOUKAILINUN. 3amenute OyKBEHHO-IIM(PPOBBIE HWHAECKCHI Ha COOTBETCTBYIOIUE
upoBble. 3aKpoiTe MporpaMmy.

8. 3amycTuTe MporpamMmy B pexXuMe pefakTopa (mapoib «2»).

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

9. [TometbTe kK yHHuTOXkEeHHUIO GoHI Moxaiickoro YUKA (BAIIMCh-YAAJINTD-
JA). TTokaxkurte pe3ynbTaThl paboThI MPENOAaBaTeNIo.

10. VYHnutoxbre 3anuck o Moxalickom YUKE. 3akpoiite A®. 3arpysute AP B
pexxuMe agmMuHucTpaTopa (napois «3»). lllenkaure no COKATUE B/I-JJA-ENTER.

11.  VYbenureck, yTo 3anuch yHUuTOKEeHa. 3akpoite AD (BBIXO/I).
12. 3arpy3ute A® B pexxume penakropa (mapois «2»). [Ipocmorpute crimcok GpoHI0B

(pazgen ®OH/) u ydeaurecs, uto ¢ponga Moxkaiickoro YUKA B Hem HerT.

KOHTpOJ'ILHBIe BOIIPOCHI:

1. Ha kaxom ypoBHe ocymiectsisiercs: onucanue napopmainuu B AUIIC nporpammbl
«ApXuBHBIN GOHIY, Bepcus 27

2. Kakue BO3MOXHOCTH /17151 TOMCKa HH(OPMAaILIUK TPEIOCTABIISET 3Ta porpaMmma’?

3. B uem 10ocTOMHCTBA M HETOCTATKY NTPOTPAMMBI KAaK MOMCKOBOW CUCTEMBI?

Tema 6. IlyreBoaurens no PI'AJIN

Llenp paGoThl: M3ydeHHE METOAMKM Moucka uHpopmauuu B apxuBHOil AUIIC Ha
npumepe nyresoaurens no PITAJIN.

B pe3ynbpraTe paboThl CTYI€HT AOKEH 3HATH!

- Ha3HAueHHE M COCTaB MH(POPMALMOHHOrO MaccuBa myreBojautens no PI'AJIN na
CD-ROM.

B pesynbrare paboThl CTYAEHT IOJKEH YMETh:

- OcCy1ecTBIATh HOUCK BO BCEX BO3MOXKHBIX PEKUMAX, a TAKKE

KOMMPOBATh HalIeHHY10 HH(popMaIuio o myteBoaurento no PITAJIN.

[IporpammHBIe cpeacTaa:

- aneKTpoHHbIN yTeBoauTtens o PITAJIM. CD-ROM.

IIpaxtrueckoe 3amanue Ne 5. 4 gaca.

[lepen HayamoM paboOTHl BCHOMHUTE:

1. Pa3HOBUAHOCTH MTyTEBOUTEIECH.

2. CTpyKTypy OCTPOEHHUS ITyTEBOJUTEIS.

3. BcrnoMoraTenbHbIN CITpaBOYHBIN anmapar K MyTEBOIUTEIIO.

4. 3amyck nporpammsl. JlIs MHCTAUIALAKA IPOrpaMMbl B OKHE «MOH KOMIIBIOTEP»

obparutech k aucky H: (Guest). Ha nucke naiinure manky ~D-ROJVDb, oTkpoiite namky
Rgali/EXE.

Ecnu nporpaMma y»e yCTaHOBIIEHA, IIPOCTO 3aIlyCTUTE €€ IBOWHBIM IIEITYKOM 10 UKOHKE
RGALI wmn I[TYCK — TTPOI'PAMMEBI —PI'AJIN — Apxus PI'AJIM. Paccmotpurte riaaBHOe
MmeHro. Boiiaure B myHkT MeHio Help — About. [lepenummute B TeTpab BeIXOAHbIE JaHHbIE CD-
ROM. YtoOBI BepHYTHCS B TJIABHOE MEHIO, MICTKHHUTE B JIFOOOM MECTE OKHA C BBIXOJIHBIMHU
JAHHBIMHU.

2. [Touck naopmanuu 1o paszaenaM myTEeBOAUTEIIA.

2.1.  VYcranoBute coaBTopa B.A. KaBepuna mo creHapuio KuHO- ¢uibMma «/[Ba

KamuTaHay.
JIBoiiHBIM 11eT9KOM MBI BoiauTe B pasaen «JIMUYHBIE ®OH/bI» cipasa.
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B okne «IIOMCK» (cnpaBa) Habepure dpamunuio «KaBepun». LLlenkHuTe mo kapTouke ¢
dbamunuell nmucatens cieBa. Belmummre HOMeEp, XPOHOJIOTMYECKHE TPaHUIBI U 00beM (oHIa,
(bamunuio coaBTOpa B TETpaab. Takke yKaxHuTe 3JIeMeHT HHPOPMALIMU, KOTOPBIH TOJIKEH ObITh,

HO OTCYTCTBYET B JJaHHOW XapakTepucTuke (oHaa B myTeBoauTesne. YToObl BEpHYThCS B
OCHOBHOE McHI0, Haxkmute ESC.

2.2.  Bemwumute B TeTpanas Bce Gouast PI'AJIN, koTopsie coaepxaT MHGOpMAILIHIO 110
ucropud MXAT (ux HOMepa, XpOHOJIOTHYECKHUE TPAHUIIbI, 00BEM).

Hnst aToro:

Haunure ¢ pasmena «TEATPbI, XOPbI», menkHyB MbIIbI0 [0 Ha3BaHUIO pasjeia.
[Iponucraiite kapToTeKy ciieBa ¢ moMonlp kiasumictpenouyek: Page Up, Page Down. Jlns
IIPOCMOTpa KapTOUKH CIIEYET

HIEJIKHYTh MBIIIBIO 110 HAJIIACH Ha HEH, JUIs BO3BPAILCHHs B KapTOTeKy — Haxkatbh ESC.
Brinuimre nepcoHanuu aKTepoB U PEXKHUCCEPOB TeaTpa, YIIOMUHAEMbIE B aHHOTAIMX (POH/IA.

BepHuTech B OCHOBHOE MEHIO. AHAJIOTHYHO MPOCMOTPUTE pa3ies

«Konnekiun u coOpaHus». BpImuimmnTe CBEACHUS O KOJUIEKIUSAX, KOTOPBIE COJEpKaT
NOKyMeHTHI 1o ucropun MXAT.

Beinummre nepcoHalnyM akTEPOB U PEKUCCEPOB TeaTpa, YIOMHHAEMbIE B aHHOTALMSIX
dbonma.

BepHutech B 0CHOBHOE MEHIO. AHAJIOTUYHO ITPOCMOTPUTE pa3Ien

«JIMYHBIE ®OH/Ibl», nabupas B okae «[ IOUCK» cnpasa pamunuu

BeIMMCaHHBIX Bamu nesareinert MXAT. Brimuimmre cBegeHUs 00 UMEIOIMUXCA JTAYHBIX
dbonmax.

1) CaMOCTOSITENTbHO, TMYTEMIECTBYS IO pas3fenaM MyTEeBOAUTENSA, HAWIUTE U
BBIMUIIIUTE — HOMEpPA U Ha3BaHUS (DOHIOB:

1. JIUTEPATyPHBIX MY3€€B;

2. YKYPHAJIOB, TIOCBSIIEHHBIX H300pa3UTEIILHOMY UCKYCCTBY;

3. xopeorpaduueckux y4eOHbBIX 3aBEICHU.

2) [Touck mo HOMepy doHA.

[enxuuTe MO M300pakenuto crona ciea BHU3Yy (Card index by fond number).

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

HOMEp M Ha3BaHUE MocienHero ¢poxa.

HaiinuTte n ykaxxute Ha3BaHMs, XPOHOJOTHUECKUE IpaHuIlbl, 00beM (oo Ne 28, 156,
234, 1038. 1ns atoro B okHe «Ilonck» crnpasa

BBeauTe HOMep (oHaa u Haxkmute ENTER.

3) [Touck no andasuty HazBaHu# HOHJIOB.

Brricaure, ckonbko oo 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 BBINUIIWTE HOMEpPAa M XPOHOJOTMYECKHE TPaHMIIbI
(boHI0B:

- kommosutopa JI.b. Kabanesckoro;

- pexuccepa A.S. Tauposa;

- KypHana «Kpokonum» — yKaXuTe, ¢ Kakoro rojia u3/1aercs;

- I'ocynapcrBenHO#M TpeTbaKOBCKOM rajiepen.

4) [Touck 1o TeKCTy aHHOTALIMH.

Haiinure Bce ¢ponasl komnozutopos B PI'AJIN.

[llenkHuTe Mo cTosy ¢ jJaMrmol BHU3Y crnpaBa. B okHe «I[lonck» BHM3Y clipaBa BBEAUTE
kimoueBoe ciaoBo «Kommosutopy». B BepxHem MeHto menkHure no Action-Search-Start. Ilo
3aBepuieHnH noucka menkauTe «OK». CoxpanuTe nojydyeHHBIH CIUCOK HalIeHHBIX (DOHJIOB Ha
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KECTKOM JHCcKe. J{JIs1 3TOro MIENIKHUTE M0 MyHKTaM BepxHero MeHio Action-Search-Save search
result to file. B umenudaiina yxaxure Baury hamuinto, Hapumep, ivanov.srf. lllenxkunre «OK».
ITpocMmoTpuTE MOTyYeHHBIN CIUCOK. JIJIst 3TOr0 CBEpHUTE

nporpammy PGALI, naitniute B okHe «Mo# koMmbroTep» U oTKpoite daitn C:/Program
Files/RGALI/Sresults/ivanov.srf. [lenkaute mo ero HaszBanuto. Ecnmu Windows copocur, c
MOMOUIbI0 Kakoil mporpaMMbl OTKpbITH (aii, BeiOepure WordPad, «OK». Ilpocmotpure
MOJTyYSHHBIH CITUCOK.

CHoBa pa3BepHHUTe OKHO mporpammbl Rgali. [lepenummure B TeTpaas GdamMuINH
KOMITO3UTOPOB, (OHJIBI KOTOPBIX XPaHATCS B apXuBe, IOCIEIOBATEIbHO MpOCMaTpuBas C
MTOMOUIBIO IIETYKA MBIIIBIO KQXKIYI0 U3 HAalICHHBIX KAPTOYEK.

5) Tem ke cioco6oM (cM. 1. 4) oTpeIeTNTe U 3aIUIITUTE B TETPA/Ib:

- aBTOpa KMHOCcLeHapus K/ «KoToBckuiiy,

- aBTOPOB MY3BIKAJIBHBIX paboT no npousseaeHuio /1. baiipona «3emis u HeOo»,

- apTUCTOB, HcnonHsBIIMX naptuu B Oanere [LU. YaiikoBckoro «JleGeaunoe
03€po».

CoctaBbTe apXMBHYIO CHOpaBKy (OTBET Ha 3alpoc) <«JIOKYMEHTBHI O IIOCTaHOBKaX
«Cuerypouku» OcTpoBckoro». TekcT apXuBHOM crpaBku (opMynupyercs NpuMepHoO Tak: «B
OTBET Ha Ball 3alpoc coodmiaeM, 4To B PoccuiickoM rocy1apcTBEHHOM apXHBE JUTEPATyphl U
HCKYCCTBA 110 TEME ... BBISBIICHBI CIEAYIOUINE TOKYMEHTHI:

l. (xapakTepHucTHKa IOKyMEHTOB, cCbUIKa Ha Ne oHzaa);

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

[Honmuces gupexropa. larta.»

JelicTBy#TE TEM K€ CTOCOOOM (CM. TI. 5).

6) 3anuiuTe KOPOTKOE 3aKiitoueHue o nmyresoaurene no PI'AJIN:

- MOJTHOTA MTOMCKOBOM MH(MOpPMAIUH, TTOIPOOHOCTh XapaKTEPUCTHK (HOH/A;

- MOMCKOBBIE BO3MOXKHOCTH (OBICTPOTA U YJJOOCTBO MOUCKA);

- BO3MOXKHOCTH dKCIIOpTa HH(GOpMaIUU (COXpaHEHHS Ha TUCKE,

pacreyaTky, KOHBEPTUPOBAHHUA);

- JTU3aMH.

Craiite TeTpaap NpenoaaBaTellto.

KOHTpOJ'ILHBIe BOIIPOCHI:

l. KakoBa Meronuka moucka MHQOpPMAMM MO 3IEKTPOHHOMY IyTEBOJIUTENIO IO
PI'AJIN?

2. B 4yeM n10oCTOMHCTBA M HETOCTATKH JEKTPOHHOTO ImyTeBoauTens no PITAJIN?

3. B yeM cX0ICTBO M pazinuue 3JIEKTPOHHOTO IMyTEBOAUTEINSA, (POpMUPYyEeMOro ¢

nomo1nbsko nporpammsl AD, u 351eKTpoHHOTO ITyTeBoauTels no PI'AJIN?
9.2. MeToanuyecKkue peKOMEHIaluH 10 MOAr0TOBKE MMCbMEHHBIX padoT

[TucemenHast KOHTpOJbHAs padoTta (pedepar) npeacTaBisieT coO0N pe3ysbTaT U3ydeHUs
MCTOYHUKOB M JIMTEPATyphl MO OJHOM M3 MpobieM HH(pOpMATH3aLMU ApXUBHOTO jena. Tembl
KOHTPOJIBHBIX paboT cQOpMyJIUpOBaHbI TaKUM 00pa3oM, UYTO HEOOXOJWMO H3yueHUe
HOPMATHUBHBIX U METOAMYECKHX MATEPHUAJIOB, JTUTEPATypPbl, OTPaKAIOIIEH OMBIT pabOThl OJJHOTO
WM HECKOJIBKUX apXUBHBIX yupexaeHui. PaboTa 1omkHa COCTOATh U3 BBEICHUS, TEMATUYECKUX
pa3aenoB, 3aKIIOYEHHs, CIMCKAa HCIOJIb30BaHHBIX MCTOYHMKOB M JUTEpaTypbl. Bo BBeneHun
PacKpbIBaeTCs aKTyaJbHOCTh MPOOJIEMBI, OMPENESIOTCS 1eb U 3aJjaul padoThl, JaeTcs aHAIN3
UCTOYHHKOB M JIUTEpaTypbl, OOOCHOBBIBAE€TCS CTPYKTypa paboTbl. B ocHOBHOI wacTw,
pa3esieHHON Ha TeMmaTW4yecKue paslienbl, h3naraeTcs (pakTHUeCKUid MmaTepuan, OMHCHIBAETCS
OINBIT KOHKPETHBIX apXuBOB. Bce akTuueckue cBeleHHs] CONPOBOXKIAIOTCS CChUIKaMu. B
3aKJIFOUEHUH U3J1aratoTcs BHIBOJIBI O COBPEMEHHOM YPOBHE PAa3BUTHS TON WM HHOM TEXHOJIOTHH,
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0 MPEeHMYILECTBE METOAOB HMH(GOPMATU3ALUU WIM NMPOTPAMMHBIX MPOJIYKTOB, HCIOJIb3YEMBIX
ciyx6amu JIOY u apxuBa u. K pabore 00s13aTeIbHO COCTABIACTCS CIIMCOK MCTIOIB30BAHHBIX

MCTOYHHUKOB: JINTEPATYPHBIX, UHTEPHET-PECYPCOB U MIPOTPAMMHBIX ITPOTYKTOB.

Henomyctumo npenocraBieHue B KaueCcTBE KOHTPOJIbHOIM pabOThl KOHCIEKTa CTaTbU WU
KOIMM HOPMAaTUBHBIX JOKyMEHTOB @enepanbHOl apXUBHOM CIIyKObl, pa3MEIlEeHHBIX B
NHrepHere.

Tems! 17, 27-30, mocBsiIIeHHbIE U3YYSHHUIO KAKOTO JINOO HaNpaBJIeHUs

unpopmatuzauun  JJOY wu apxuBa (yuer, komiuiektoBanue, HCA wu n1p.),
paccMaTpuBarOTC Ha OCHOBE CPAaBHEHHs OIIbITa HECKOJBKHMX OpraHM3allMil WJIM apXHUBOB B
JNaHHOU oOyacTu. BHUMAaTEeNbHO M3YYUTE PEKOMEHJIOBAHHYIO JUTEpaTypy K JaHHBIM TeMaM B
CIIMCKE UCTOYHUKOB U nueparypsl PILIL.

[Toompsiercs HanMcaHWe KOHTPOJIBHBIX PaOOT, MOCBALICHHBIX

aHanmu3y ombITa aBToMaru3anuu ciayxO0el JIOY wim apxuBa Ha NpUMepe KOHKPETHOTO
yupexeHus apxusa (temsl 17, 23, 26, 37).

B nannom ciydae umeetcs B Buay nHpopmaruzanus padbotsl ciyxk6s1 IOY u apxuBa B
L[eJIOM, a He OTHelbHOoe ee HampaBieHue. [Ipumensiemble 0a3bl JaHHBIX LieJIecO00pa3HO
CHCTEMaTU3HPOBATh B COOTBETCTBHM C OCHOBHBIMH HAIpPaBICHUSMHU pabOTHl — HaIpUMeEp, B
00acTH KOHTPOJISI UCTIOJIHEHUSI IOKYMEHTOB, KaJpOBOTO JEIONPOU3BOACTBA, KOMILIEKTOBAHMUS
n O/, yuera, HCA, ucnonp3oBanus, ynpaBieHUs apXuBoM. JlJIg KaKAOro IpOrpaMMHOIO
MPOJIyKTa JKeJaTenbHO ykazaTh mosst b/l u oruersl, CYB]/] unu 36K porpamMMHUpOBaHUS, B
KoTopoM paszpaborana BbJI. lLlemecooOpa3Ho oxapakTepu30BaTh KaKAylo 0a3zy JaHHBIX Ha
KapTOYKe, 3aTeM KapTOUYKH CUCTEMATHU3HPOBATh UX IO HAIMPABJICHUSM pabOThl M MPUCTYIMUTH K
HaMMCaHUIO pabOTHI.

Hauate cnengyer co cmucka JauTepartypsl K IporpaMme, riae Bel Halinere cratby,
NOCBsIIeHHbIe aBToMatu3auuu IOV nnm apxuBa KOHKPETHOTO yupexaeHus. Ho 3To He 3HauuT,
YTO MOYKHO OTPaHHUYUTHCS KOHCIIEKTOM OJIHOM CTaThH Takoro poga. B paGoTe nomkHBI OBITh
UCTOJb30BaHbl ~ METOJMYECKHE pPa3padOTKM W OMMCAHUS MPOTPAMMHBIX  HPOAYKTOB,
UCIOJIb3YeMBIX B apxuBe. ONTHUMalIbHBIM BapHaHT — OJKCKypCcHUs B OTIEN aBTOMATHU3alMU
JAHHOTO apXuBa, KOTOPYIO MOXXHO COBMECTUTH C IOCEUICHMEM YHUTAJIBHOIO 3ajla BO BPEMS
paboTHI HaJl KypCOBOM WJTM TUIIJIOMHOU paboToi. Eciu 9T0 HE yaanoch oCyIiecTBUTh, IOCETUTE
CHU® OUHTU BHUMJAL (ya. [Ipodcoro3nas, 72) unu ero caiir. B kapToTeke npocMoTtpure
COOTBECTBYIONIIME TemMe pasfensl (Hampumep, 3.2.6.12.2. —  aBTOMaTH3WPOBAHHBIC
MH(POPMAaLIMOHHBIE CUCTEMBI U 3.2.6.12 — MexaHu3alus ¥ aBTOMaTH3alus oMcKa HHPpOpMaluu
B apXMBax), U3YYUTE OMHUCAHUS TPOrPaMM U pyKOBOJICTBA MOJIB30BATEINSI IPOTrPaMM, MaTeprabl

koH(pepeHuuid. Kpome Toro, cBeneHust 00 apXMBHBIX 0a3ax JaHHBIX MUMEIOTCS Ha caiiTe
«ApxuBbel  Poccum», B pasmenax «bas3el 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 (CHOCKHA Ha
apXMBHbIE CAalTBI CM. TaM e, B pa3zienax «(deaepalbHble apXUBbI», «PETHOHATbHbBIE aPXUBBI»)
— BO3MOXHO, Ha HEM pa3MelieHa HHPoOpMalus O MPUMEHSIEMbIX aBTOMAaTHU3MPOBAHHBIX
TEXHOJIOTHUSIX.

Temsbl pedepaToB:

1. Mexanuzanusi ¥ aBTromaTusanusi apxuBHoro naena B 1970-80-e romer B CCCP:
TEXHUUYECKOE, IIPOrPaMMHOE, JIMHTBUCTUYECKOE obecrieyeHue, IIPUMEHEHNE
aBTOMATHU3UPOBAHHBIX TEXHOJIOTUI B apXUBHOM JIEJIE.

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

3. [Ipobnembl aBTOMaTH3auuu apxuBHOro jena 1950-80-x rogax B OTEUECTBEHHOM

apXMBOBEIUECKON HayKe.
4. CoBpeMeHHass HOpMaTUBHO-IpaBoBas 0aza MHPOPMATU3ALMK apXUBHOTO Jena B Poccun.
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S. Opranuzanus nHpoOpMaTU3aLUU apXUBHOTO Aena B PO Ha denepansHom ypoBHe B 1990-
e — 2010 rozpr.

6. Nudopmatuzanus nesTeNbHOCTH apXUBHOTO YUPEKICHHUS: OPTaHU3AINS U TPAKTHKA.
7. LleHTpBI-pa3pabOTUYHNKH TPOTPAMM JIJISl APXUBHOU OTPACIIH.
8. [IpoGnembr nHpOpMaTH3aAIMK apXUBHOTO Nena Ha KoHrpeccax MCA U MeXIyHapOIHBIX

coBemanusax apxuBuctoB B 1950-2000-e rozsl.

9. Bueapenue nMH(GOPMAIMOHHBIX TEXHOJOTHI B pabOTy apXuBa OpraHu3aluu (Ha mpumepe
KOHKPETHOTO MHHHCTEPCTBA, BEIOMCTBA, yupexacHus) B 1960-1990-¢ roasr.

10.  CoBpeMeHHble  HH(MOPMAIMOHHO-KOMMYHHMKALIMOHHBIE  TEXHOJIOIMH B  001acTu
KOMIUIEKTOBAHUS apXUBOB M SKCIEPTH3bl IIEHHOCTH JOKYMEHTOB (CpaBHEHHE HECKOJIbKUX
apXUBOB).

11.  CoBpemeHHble HHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU TEXHOJIOTH B 00JIaCTH
yueTa JOKYMEHTOB B apXHBe (CpaBHEHHE HECKOJIBKHX apXUBOB).

12. CoBpemeHHble UH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUM TEXHOJOTH B 00JacTu
co3aHusT MH(OPMAIIMOHHO-TIOUCKOBBIX ~ apXMBHBIX CIPAaBOYHUKOB (OMHUCEH, KaTaJloros,
IyTeBOJUTENEH, yKa3aTenel 1 Ip.) — BO3MOKHO Ha IPUMEPE OJJTHOTO apXUBa WM HECKOJIbKUX
apXUBOB.

13. CoBpeMeHHbIe  WH(OPMAITMOHHO-KOMMYHUKAITMOHHBIE  TEXHOJIOTMM B OOJAcTH
UCIIOJIb30BaHUs JOKYMEHTOB B apXMBE (CpaBHEHHE He-

CKOJIBKMX apXUBOB).

14. Co3nanue GaHKOB JaHHBIX HOPMATHBHOM M METOJUYECKOM TOKYMEHTAllUd B apXHWBHOM
nene.

15.  DOnexTpoHHBIE apXUBBl KaK Y4pEXKIEHUS, OCYILECTBISIONINE JOJITOBPEMEHHOE XpPaHEHHE
AJIEKTPOHHBIX TOKYMEHTOB, B Halllel CTpaHe U 3a pyOeKoM.

16. MexnyHapoaHble CTaHAAPThI ONMCAHUS apXUBHBIX JTOKYMEHTOB B IOMCKOBBIX CHUCTEMAX B
1990-e 1 2010-¢ roxapwl.

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

18.  MudopmannoHHbIe TEXHOJIOTHH B ITyOIMKAIIUU TOKYMEHTOB B apXHBaXx.
19. HNupopMalinoHHbIE TEXHOJIOTUU B peCTaBpaIli HCTOPUIECKUX JOKYMEHTOB.
20.  XpaHeHHuE DJIEKTPOHHBIX JOKYMEHTOB B OPraHM3alliU: HOPMATHBHAs M METOAUYECKas

Oaza.
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Ipunoocenue 1
AHHOTAIIUSI PABOYEM TPOI'PAMMBI JUCIHUTIJINHBI
Lenp MUCHUIUIMHBI - HM3YYEHHE TEOPETUYECKUX MPOOJIeM M TMPUKIAJHBIX aCMEKTOB
nH(GOPMATH3AIMYA apPXUBHOTO JIeJIa, OCHOBHBIX HANpaBJICHUH BHEIPCHHS WH(OPMAIMOHHBIX
TEXHOJIOTHH B IeATEIHHOCTh apXHUBA.
3amayn JTUCIUILIAHEI:

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

2) U3yYCeHHUE UCTOPUH MEXaHU3aIllMU M aBTOMAaTH3aI[MU apXHBHOTO Jelia B HAlllel CTpaHe U
3a pyoexoMm;

3) U3y4YEeHHE HOPMATHUBHO-TIPABOBBIX OCHOB NMPUMEHEHHsI HH()OPMAIIMOHHBIX TEXHOJIOTHH B
apXWBHOM JIEJIC;

4) U3YyYCHHE TEXHUYECKOTO U MPHUKIATHOTO MPOTPAMMHOIO OOECIEUEHHUs, UCTIOIb3yEeMBbIX

IIPU OpraHU3aluy JIEKTPOHHOTO
JOKYMEHTO000pOoTa, MH(OPMAIIMOHHOM OOECHeueHHH YIpPaBJICHHs, OPraHU3alUU apXHUBHOTO
XpaHeHUs JOKYMEHTOB Ha TPAJUIIMOHHBIX U 3JIEKTPOHHBIX HOCUTEISX;
5) U3yueHHe TMPHUHLMIIOB BBHIOOpAa M OpraHU3allMd BHEAPEHUS M HCIIOJIb30BaHUS
TEXHUYECKOT0 ¥ MPOTrpaMMHOI0 00ecrIedeHHUs;
6) u3yueHre WH(POPMALMOHHBIX CHCTEM M OCHOBHBIX HH(OPMAIIMOHHBIX DPECYpCOB B
apXUBHOM JIEJIE;
7) U3yueHHe M aHaJU3 CPEJICTB 3alMThl MH(QOpPManuu B HH(OPMAIIMOHHBIX CHCTEMaXx,
HCIIOJIb3YEMBIX B apXUBHOM JIEIIE.

B pesynbrare 0OCBOCHUS TUCHUILTUHBI 00YYaIOIIMICS TOJIKEH:

3HaTh —  OCHOBHbIE WHGOPMAIMOHHBIE  OMONMHOrpadUUecKue  pecypchl  TO
JTOKYMEHTOBE/ICHUIO U apXWBOBEIEHHUIO; TUIIOBOE MPOTPaMMHOE oOOecledeHue, MpUMeHsieMoe
s (QYHKIMOHUPOBAHUS  aBTOMATHU3UPOBAHHOW  CHUCTEMbl  I[CHTPAJIM30BAHHOIO  yueTa
JTOKYMEHTOB ApxuBHOro ¢onaa P®d, ABTOMAaTU3MPOBAHHOIO ILEHTPAILHOTO (HOHIOBOTO
Karajora

YMeTb — OCYHIECTBIATH MOUCK HAyYHO-TEXHHYECKOW HWHQPOpPMALMU 1O CBOEH
npodeccuoHanbHOM N1eATeNbHOCTH; pa3dupaThcsi B 0a30BbIX aclekTax (yHKIMOHUPOBAHMS
COBPEMEHHBIX MH()OPMAIIIOHHBIX CUCTEM B apXHBHOM JIeJIe

Bnaners - HaBbIKaMU HCIIOJIb30BaHUS KOMITBIOTEPHOM TEXHUKH U MH(POPMAIIMOHHBIX
TEXHOJIOTUH,  OCHOBHBIMH METOJaMM, CIOCO0AMHM W CpEACTBAMHU IIOJyYEHUs, XpaHEHHMS,
nepepaboTkn  WH(OpMaIMK»; HABBIKAMH  BBIOOpAa TMPOTPAMMHOTO  OOCCIICYCHHS ISt
MH(POPMALIMOHHOTO 00ecreueH s eI TeTbHOCTH apXUBOB.
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