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IMosicHUTeIbHAsA 3anmMCcKa
1.1 Ilenb u 3aJauM AUCIUIIAHBI

Llenp AMCLUIUIMHBI COOTHeceHa C pe3ysbTaToM ocBoeHusi OIT BO (dopmupyembiMu
KOMITeTEHLIUSIMHU).

Henp AUCHUNVIMHBI - MOATOTOBUTH CHELMAIMCTA, 3HAIOLEr0 TeopeTHUYecKue OCHOBBI
apXMBOBe/IeHHsI 3/IEKTPOHHBIX JOKYMEHTOB, B/aJielollero MeTO/MKON OpraHv3alyd XpaHeHWUs,
KOMIIZIEKTOBAaHHUSI, ydyeTa M WCIIO/Ib30BaHUS 3/€KTPOHHBIX JOKYMEHTOB pas/MUHBbIX BH/OB
nipeficTaBeHus nH(opMaLy U ¢opMaTOB Ha COBPEMEHHOM 3Tarle.

3agauu JUCIUII/IHHDI:

- U3yuuTbh 0COOEHHOCTH 3/IEKTPOHHBIX JAOKYMEHTOB KaK OObEeKTOB apXHUBHOTO XPaHEHUs
B OTEUeCTBEHHOU U 3apy0eKHOM ncToprorpaduy;

- chopMHpOBaTh TIPE/CTaBI€HUS O HOPMATHBHOM MeTOAWUYECKOW 0a3ze XpaHeHHS
3/IEKTPOHHBIX JJOKyMEHTOB, B. T. U. B cCOCTaBe APXMBHOT0 ¢oHza PD;

- chopmupoBath Tpe/cTaB/ieHre 00 obOecrieueHWH COXPAaHHOCTH, ydeTe W OMMCAaHUU
3/IeKTPOHHBIX JJOKYMEHTOB, OpraHu3al{ii UX OIepaTUBHOIO U [J0JTOBPEMEHHOI'0 XpaHEeHUS;

- U3YUUTh KIaCCU(UKALIUIO 3/1IeKTPOHHBIX JJOKYMEHTOB;

- W3YYMUTb OpPraHMU3all0 KOMILIEKTOBaHMWSI apXWBOB OpPraHM3alvii, TOCyapCTBEHHBbIX U
MYHULIATIATbHBIX aDXUBOB 3/IEKTPOHHBIMHU JIOKYMEHTaMU;

- U3YUMTb KDUTEPUU 3KCIIEPTU3bI LIeHHOCTU D/];

- U3y4UTh TIPOrpaMMHOe obecrieueHre /ijisi 37IeKTPOHHBIX apXHUBOB.

1.2. ITepeueHb MJIAHUPYEMbIX Pe3y/IbTaTOB 00y4YeHHs MO AUCLUIIIHHE, COOTHECeHHBIX
C MHUKaTOopaMM 0CTH)XeHHUA KOMIIeTeHIMI

KomnereHuust NHauKaTopsl IlepeueHn IUIAHUPYeMbIX pe3y/IbTaToB

(xon 1 | KOMIIeTeHIIHH 00yueHHs M0 AUCHUTTHHE

HauMeHOBaHHe) (xoz, v

HarvMeHOBaHUe)

OITK-4. Cnocoben | OIIK 4.3. 3HaTh:

TOHUMATh [Monb3yeTcs - OCHOBBI T€HZEHLIUY MMPaBOBOTO peryIMpOBaHUs

TIPUHLIATIEI  PaboThl | HAaBBIKAMU XpaHeHUsI 3JIEKTPOHHBIX AOKymMeHTOB (3/1) B

COBpPEMEeHHbBIX WCII0JTb30BaHus POCCUICKOM  3aKOHOJATe/NbCTBe,  OCHOBHbIE

WHGOPMAI[MOHHBIX HMH(MOPMaI[OHHO- TeH/IEHLIHSIX B Pa3BUTUU MTPaBOBOM 0a3bl;

TeXHOJIOT U Y | KOMMYHUKAI[MUOHHBIX | - POJIb 37IeKTPOHHBIX apXWBOB B COCTaBe

HCTI0/Tb30BaTh WX | TeXHOJOTHM B cdepe | HALMOHANBHBIX apXUBHBIX C/Iy)K0 MHpa, HUX

IJIsl pellieHUsi 3ajjau | JOKyMEeHTalUHMOHHOTO | GYHKIMU U NPOdUIb;

nipocdeccroHabHONM | 0becrieueHUs - OCHOBHbIE MeXyHapOoJHble u

JesiITe/IbHOCTY; yTpaB/ieHust U | MEXXTOCYJapCTBeHHble CTaHJapThl B 00/1acTH

apXUBHOTO Jlefa JIOJITOBPEMEHHOT'0 1 TIOCTOSTHHOTO XpaHeHust J/1;

- TIOJIOKEeHUs HalMOHa/MbHBIX M OTpac/ieBbIX
CTaH/IJaPTOB M METOAUYECKUX pPeKOMeH/al[ui o
MeTO/[UKe OpraHu3aLuu XpaHeHwus,
KOMIIJIEKTOBaHUSI, Yy4yeTa MW  HCIOJIb30BaHUs
JIEKTPOHHBIX JIOKYMEHTOB B P®, MeTtoguueckue
pa3pabotku deaepanbHBIX W PErvOHATBHBIX
apXuBOB, BeloMCTB PD ;
- pOJib 3JIEKTPOHHBIX /IOKYMEHTOB B COCTaBe
ApxuBHoro doHza PP Ha coBpeMeHHOM 3Tarle,;




VX LIEHHOCTb KaK UCTOPUUECKHUX UCTOYHUKOB;
- TpPUHLMIBI M TPU3HAKU  KjlaccuuKauyu
3/IeKTPOHHBIX JJOKYMEHTOB;

- 0CcO00EHHOCTH yueTa W OTMCaHUs 37IeKTPOHHBIX
JIOKYMEHTOB  Ha  OCHOBe  METOJUYeCKHX
pa3paboOTOK  POCCHUMCKMX ¥ 3apyOeXKHBIX
apXUBOB;

- OCHOBBI ~ obecrieueHHsi  COXPAaHHOCTH
3/IeKTPOHHBIX JIOKYMEHTOB 1pu
Jl0JITOBPEMEHHOM U ITOCTOSIHHOM XPaHeHU! B T.4.
Ha OCHOBE OIbITa U MeTOJUYeCKHX pa3paboTok
POCCHICKUX U 3apyOe’KHBIX apXUBOB;

- COBpEMEHHBbI  OMNBIT MO  CO3ZAaHHUI0
3JIEKTPOHHBIX apXVMBOB B Halllel CTpaHe U 3a
pyOexoM KakK  yupex/eHWid, CTPYKTYPHBIX
NOZipasfie/IeHui  MUHMCTepCTB U BeJOMCTB,
KOpIiopaLui OCYLL[eCTB/ISIOLUX
JIONITOBpeMeHHOe U TOCTOAHHOe XxpaHeHue I/,
cocTtaB UX (OHJI0B, UCTOYHUKU KOMILIEKTOBaHUS,

byHKIMY;

yMeThb:

- OpraHu30BaTh MOCTOSTHHOE u
[IO7ITOBPEMEHHOe ~ XpaHeHue 3J1eKTPOHHBIX

JOKYMEHTOB B COOTBeTCTBMM C HAyYHbIMU
MIPUHIUIIAMHA U HOPMaTUBHBIMH TPeOOBaHUSIMH, a
Takke  CTaHjapTaMM M MeTOJUYeCKUMU
pPeKOMeHaLUsIMU ;

- MCII0/Ib30BaTh CYLeCTBYHOLMe MeToJuuecKue
pa3paboTKM U CTaHAApPTHI  [AJsl  CO3ZAHHS
JIOKa/IbHbIX HOPMAaTUBHBIX aKTOB, MHCTPYKLUH U
PYKOBOZCTB, perjiaMeHTUPYIOLLHX yuer,
omnucaHue, XpaHeHUe 3J1eKTPOHHBIX JOKYMEHTOB;
- OpraHM3oBaTb KOMIUIEKTOBaHWe  apxuBa
OpraHu3allii  3JIeKTPOHHBIMU  [JOKYMeHTaMHu,
o(popMHUTH COOTBETCTBYHOLL[YIO
COTIPOBOJIUTE/IBHYIO U YUYEHYIO [JOKYMEHTAL1I0 B
COOTBETCTBMM C HAyYHBIMUA T[IPUHLIATNIAMU U
HODMAaTHUBHbIMKA  TpeOOBaHUSIMU, a  TaKXKe
CTaHZapTaMu 5 MeToAuYeCKUMU
PeKOMeH/aLVsIMU;

- COCTaBUTh pPeKOMeHaIuu A/ ciyxoel T mo
BbIOODY  TEXHMYECKOTO U MPOrpPaMMHOTO
obecrieueHrsi s 3JIeKTPOHHOTO  apXuBa
OopraHusald B COOTBETCTBUU C HAYUYHBIMU
MIPUHIUIIAMHA U HOPMaTUBHBIMH TPeOOBaHUSIMH, a
Takke  CTaHjapTaMM M MeTOJUYeCKUMU
PeKOMeHIaLhIMU;

- COCTaBUTH JIOKa/IbHble HOPMAaTUBHbIE aKThl U
PYKOBO/ZICTBA [iyisi pabOThI JIEKTPOHHOTO apXuUBa
OpraHusaLuy;




B/1/leTh:
- TexXHONOTWsIMM  Kjaccu(puKaluy, TOoucKa
JIOKYMEHTOB B 3/IEKTDOHHOM apXUBe);

- TIOMCKOM TMpPO(UIbHBIX HH(OPMALIMOHHBIX
pecypcoB B cetu IHTepHerT;

- HaBbIKaMH BbIOOpa ¥ CpaBHEHUs MIPOTrPaMMHBIX
KOMIUIEKCOB ~ [JIi  3JIEKTPOHHOTO  apXuBa
OpraHu3aLuy;

- HaBBIKaMH yueTa U obecrieueHusi COXPaHHOCTH

e

1.3. MecTo AMCLMIUINHBI B CTPYKTYpe 00pa3oBaTe/IbHON NPOTrpaMMbI

JucuuruiiHa BXOUT B COCTaB 00s13aTe/TbHOM YacTH yueOHOTO IJIaHa.

[7nisi oCcBOeHUsT JUCLIMIUIMHBI HeoOXOJUMbl KOMITETeHL[MH, C(HOPMHUPOBAHHbIE B XO/e
W3y4eHust ClefylolMuX — JUCLUIUIMH U TPOXOXK/eHUus npakTuk: MHdbopmaTuKa,
WHudpopmaronHble TexHonoruM, VH(poOpMalMOHHbIE TEXHOJIOTMM B JOKyMEHTAalMOHHOM
obecrieuenny yripaB/ieHust, TH(pOpPMallMOHHbIE TEXHOJIOTHUH B aDXUBHOM JIeTIe.

B pe3synbTaTe 0CBOeHUsI AUCLIMIUIMHBI (DOPMHUDPYIOTCS KOMITeTeHLMH, HeoOXoAuMble ISt
W3ydyeHus C/IeAyILIMX AUCLUIUIMH M TIPOXOXKAeHus mnpakTuk: Co3fjaHue M SKCIUTyaTalust
apXuBOB OLM(POBaHHBIX [JOKYMeHTOB, CeTeBble TEXHOJIOTWMA B apXWBHOM jese, [IpoekTHas
npakTuKa, [IpeaurioMHast pakTHKa.

2. CTpyKTypa AUCLUI/IMHbI
OO0111as1 TPYAOEMKOCTE AUCLUTUIUHBI cOCTaB/sieT 3 3.e., 108 akafieMUueCKHX UacoB.

CTpyKTypa AMCLUILUIMHBI /151 0UHOH (popMbI 00yueHHs

O6beM AWCIUTUIMHBL B OpMe KOHTAKTHOM paboThl 00yuaroUXcs C TeJaroruyecKiMu
paboTHUKaMH U (WIM) JHLIaMU, TIpUBJIeKaeMbIMU K peanv3alui 00pa3oBaTe/bHON MPOrpamMMbl
Ha WHBIX YCIOBUSX, TIPY MPOBe/IeHNN YueOHbIX 3aHSATHIL:

Cemectp | Tun yueOHBIX 3aHITUN KonunuecTBO yacoB
7 Jlekuyu 24
7 JlabopaTopHble paboThbl 36

Bcero: 60

O6bemM gucCLUIUIMHBI B (hOpMe CaMOCTOATebHOW paboThl obyuarommxcs cocrasiser 30
aKa/[eMUYeCKHX Yaca.

3. CopepxaHue AUCIUILIAHBI

Ne | HaumeHnoBaHuMe CopgeprkaHue
paszena
JIACLIATI/TUHBI
1 1.BBejeHue. [Ipegmer, nenb u 3a7aud Kypca. VICTOYHMKM W jUTepaTypa IO
KypCy. TepMUHBI U TIOHATUS: 3/IeKTPOHHBIN  [JOKYMEHT,

3/IeKTPOHHBIN apXUB, 3/IEKTPOHHAs TIOJTUCH U ee BU/bl, apXUBHBIM
dbopmat, sKcrepTH3a LeHHOCTH, KaaccupuKalys [JOKYMEHTOB,
eIMHUI]A yueTa, e[WHUIIA XpaHeHWs, eAWHHUI]A OIMUCAHUS
3/IEKTPOHHBIX /IOKYMEHTOB, MWIrDallvsi, KOHBepTalysi, KOHTelHep




3JIEKTPOHHBIX OOKYMEHTOB, MeTd[dHHbIe, CTaHAApPTbl H (I)OpMaTbI
OITMCaHUusA dPXHBHBIX JOKYMEHTOB, YPOBHH OITMCaHus n
I/IH(i)OpMaL[I/IOHHO-HOI/ICKOBbIe XdPaKTePUCTHUKH, SJIEKTPOHHOE [eJio,
HOCHTEeJ/IM 3JIEKTPOHHBIX TOKYMEHTOB 1 MX BU/bI.

Pa3zpen 1.
O/1eKTPOHHbIe
JJOKYMEHTBI Kak

00bEKT apXUBHOTO
XpaHEeHUsI.

Oco6eHHOCTH 3/IeKTPOHHBIX IOKyMEHTOB KaK 0OBeKTOB apXHUBHOTO
XpaHeHus1 B MHMPOBOM apXMBOBeJUeCKOM HaykKe. ApXUBOBeJeHUe
3/IEKTPOHHBIX JOKYMEHTOB B Hallleli CTpaHe U 3a pyOeskoMm.

O/eKTPOHHbIE [JOKyMeHTbl B cocTaBe ApxuBHOro ¢onHga PO.
Knaccudukanyst nHpopMalioHHBIX pecypcoB P® (dhenepanbHbIX U
pervoHajgbHbIX) KaK MCTOPUUYECKUX HWCTOUHUKOB. DesepanbHble
1jeJieBble TIPOrPaMMbI Pa3BUTHS 3JIEKTPOHHOTO JAOKYMeHT0000pOTa,
oTpacieBble W pervoHajbHble [pOrpamMmbl HMH(GOpPMaTHU3ALIMY,
crcTeMa MeXBeJOMCTBEHHOTO 3/IeKTPOHHOTO JOKyMeHT0000poTa 1

Me)KBeJIOMCTBEHHOI'O 371eKTPOHHOT' O B3aUMO/IENCTBUS
9/IEKTPOHHOTO ~ TpaBUTeNbCTBA W MpobsieMa  COXpaHeHUst
3/IEKTPOHHBIX ~ [JOKyMEHTOB. Knaccudukaiys — 3/1eKTPOHHBIX

JOKYMEHTOB: TpPH3HAKM U  TIOAXOAbI K  KaacCH(UKaI[UU.
[ModopmaTHass  KjJaccuUKalusi  37€KTPOHHBIX  JJOKYMEHTOB.
ApxuBHbIe (MexXI1aThopMeHHbIe) (hopMaThI.

Pazpnen 2.
HopwmarvBHas
MeToAuueckass 0Oasa
XpaHeHUst
371eKTPOHHBIX
JIOKYMEHTOB.

HopmatvBHasi 6a3a XpaHeHUsT 3/IEKTPOHHBIX JOKYMEHTOB B Hallei
CTpaHe: 0OBEeKTHI PABOBOTO perynupoBaHus. DefepanbHbIM 3aKOH
«O6 wuHbopMalMM, WHPOPMALIMOHHBIX TEXHOJOTUAX U 3alluTe

UHGbOpMaIIH». 3aKOHBI CyOBeKTOB beneparyu 06
MHPOPMAaLIMOHHBIX pecypcax. [lpaBuia [ie/iorpouM3BO/CTBA B
heepanbHBIX opraHax HCTIOTHUTE/IbHOM BJIaCTH u

roCy/lapCTBeHHbIX OpraHu3alusax O xpaHeHuu OJI. PesepanbHbIi
3akoH P® «O06 snekTpoHHOU moxanuck» oT 6 ampens 2011 r. u
MO/J;3aKOHHbIE aKThl O TpeOOBaHMSIX K Ppa3lMuHbIM BHUJAM U
Pa3sHOBUJHOCTSIM  37eKTPOHHOM  TOAMNMCH,  CTaHJapTU3aLus
Kpunrorpaduyeckoi 3alL{AThI vH(opMaLu. [Tpo6niema
yAOCTOBepeHus  lopuauueckoil cunbl I B mpolecce
[IO/ITOBPEMEHHOI'0 M TIOCTOSIHHOTO  xpaHeHus. IIporpamma
vHbopMarusauuy  PefepasibHOTO  ApPXMBHOTO — areHTCTBa U
MO/IBEJOMCTBEHHbIX eMy yupexzaeHnd Ha 2011-2020 rr. o
XpaHeHuu /1.

HopmatvBHasi 6a3a 37eKTPOHHOIO TpaBUTE/bCTBA. [lo/3aKOHHbBIE
akTbl  (peflepa/ibHBIX ~ OpPraHOB  MCIOJHUTENbHOM  BJ/ACTH,
perjiaMeHTUPYIOIIMe 37eKTPOHHBIA JOKYMeHTO000pOoT. 3HaueHHe
pernaMmeHTaiud  Tpeboanmii kK C3OJ]  deaepanbHBIX u
pervoHabHbIX OpPraHOB BJACTU [JI1 COXPAHEHWUS 3JIeKTPOHHBIX
JIOKyMEHTOB.

PernamenTanus xpanenus O/ B [IpaBuiax opraHvsaniu XpaHeHUs,
KOMIUIEKTOBAHMS, y4yeTa U WCIIO/Mb30BaHUSA [OKYMEHTOB B
roCy/lapCTBeHHbIX Y  MYHMLMNAIbHBIX  apxuBaX, My3esx,
oubnrorekax, opranm3auusax PAH, a Takke B  opraHax
roCy/lapCTBeHHOM B/acTH, OpraHax MeCTHOrO CaMOYIIpaB/IeHUs U
opranuzaiusx. IIpaBuma  paboTel C  HAyYHO-TEXHUUECKOMH
JIOKyMeHTalel U coxpaHeHue J/].

TunoBele (QyHKIMOHaMBEHBIe TpeboBanusi kK COO u CX3/.
Metonueckue pazpabotku BHUMIA I o opraHu3alyii XpaHeHust




3J1eKTPOHHBIX JIOKYMEHTOB B apxuBax OpraHu3aLui,
rOCy[apCTBeHHBIX U MyHULUIIA/IbHBIX apxuBax 2013 r.
Ob6s13aHHOCTH Brajesblja UH(POPMAL[MOHHBIX PECYPCOB TIO 3allfuTe
vHpopMayu. 3aljUTa WHTeNIeKTyaJbHOU COOCTBEHHOCTH Ha
KOMIIbIOTEePHBIE MPOrpaMMbl U 0a3bl JAHHBIX.
Crangaptel MICO. CraHzapTysalnyus ylpaB/eHUs KadyeCTBOM U
KOpropaTvBHble MH(pOpMalLMOHHble cucTeMbl. CTaHJapTbl Ha
XpaHeHye JIOKyMEHTOB Ha MalllMHHBbIX HOCUTeJNSIX. OJIEKTPOHHBIN
peryiaMeHT ymipaBseHusi opranusauueit. Ctanaapt MCO 15489-2001
(2007).
Metoiuueckre  peKoMeHjalMu W pa3pabotku  PocapxwuBa,
BHUNOALI, PITY, pervoHaqbHbIX OpraHoOB  yIIpaBjeHUs
apXMBHBIM [leJIOM, apXUBOB, KaMIaHuii, BefoMcTB P® u opraHoB
MECTHOTO caMOyTIpaB/ieHus B 0bmactu xpaneHust 3.
PernameHTalvsi  JIMHTBUCTUUECKOTO  obecrieueHUsi  CUCTeM
3JIEKTPOHHOTO  /IoKyMeHTooOopoTta.  IloHsATHE  MeTa/laHHBIX.
MexziyHapo/iHble M POCCHICKWEe CTaHZapThl, perjiaMeHTHpYIOoLe
JleJI0NIPOM3BO/ICTBEHHbIe MeTa/laHHble U UX pPOJIb B 3JIEKTPOHHOM
JIOKYMeHT000opoTe.

Paznen 3.
KomriekToBanve u

oL .

Kpurepuu  omnpegeneHuss  WCTOYHUKOB KOMIL/IEKTOBAHUS
3J1eKTPOHHBIX apXWBOB. Knaccudukarnus VICTOUHUKOB
KOMIUJIEKTOBAHUS apXUBOB 3JIGKTPOHHBIMU JOKyMeHTaMu Ilopsmok
KOMIUIEKTOBaHMUSI apxuBa opraHus3aiuu 3/l B COOTBETCTBUU C
TpeboBanusimu [IpaBui opraHu3alii XpaHeHHs, KOMIUIeKTOBaHMS,
yudeTa Y UCIO/b30BaHUS JOKYMEHTOB B OpraHax rocy/jJapCTBeHHOM
BJIaCTH, OpraHax MeCTHOI'0 CaMOyIIpaB/IeHUs U OpraHu3aLiysX.
OnbIT KOMIIEKTOBaHUS FOCYapPCTBEHHBIX apXWBOB 3/1eEKTPOHHBIMU
nokymeHTamu. Pabora I'AP® ¢ MCTOYHMKaMH KOMIUIEKTOBAHMSI.
[IpuieM 31eKTPOHHBIX JOKyMeHTOB B ¢opmaTe C3/I, B apXHMBHOM,
r1aTOpMeHHO He3aBUCMMOM (opmare.

Kputepun 3kcrieptussl 1jeHHOCTH D/I: o0ique U crieljuduyeckue.
CrerneHb coXpaHHOCTH (oHZA. B03MOXHOCTH TiepefjlauM Ha
xpaHeHne  6Ge3  opuruMHasbHOro  ¢opmMaTta,  BO3MOXKHOCTb
OCYILeCTB/IeHUS] MUTPALIUU.

Pazpnen 4.
Ob6ecrieueHue
coxpaHHOCTH, D/I.

@aKTophl, BAUSIOL[ME Ha COXPAHHOCTb. AHTHUBUDYCHas 3alllWTa,
CTabWTLHOCTh 3/IeKTPOTTUTAHUS, 3aluTa oT
HECAHKIIMOHUPOBAHHOTO  JIOCTYTIa, HaZIe)KHOCTb ~ HOCHUTeJIeH.
HopMmaruBHbIe yCIOBUSI XpaHeHUs 3/€KTPOHHBIX JOKYMEHTOB Ha
pa3uuHbIX ~ Hocutensx.  OOopyzoBaHWe — AT XpaHeHUs
9JIEKTPOHHBIX ~ /JOKYMEHTOB. Knaccudukarys HOCUTeIeM.
CrpaxoBoii hoHZ, JOKYMEHTOB Ha ONTUUECKUX JUCKaX.
OOGecrieueHre  COXPAHHOCTH  37IEKTPOHHBIX  JOKYMEHTOB B
JIOITOBpPeMeHHOM TepcriekTrBe. [lepe3anuch, MUATpAIUs, IMYJISLIUS
WHKATCy/IsALus AaHHBIX. [Tpo6/ieMa KOHBepTaIy JaHHbBIX.

Paspen 5. Yuyer,
onucaHue
UCIo/b30BaHue JD/I.

Crangaptel onucanus J/]. OO6bekThl omucaHusi U (opma OMHCH.
Envnuia yueta u eguHMLia xpaHeHus: D[], ydeTHble (OpMbI /i
pervctpauuu  awkenus  O/I.  IlpaBuna  ommcanusa O/
WHpopmalioHHO-TIOMCKOBas XxapakTepucTuka J/I. Yuer Murpanuum
v nepe3anucy. Konrelineps! 3/1.

Vcrionb3oBaHue 3/1eKTPOHHBIX JOKYMeHTOB. OpraHu3arus JOCTyIa




K J/[. Ilouck B cucTemMe 31eKTPOHHOrO apxuBa: be3bymakHoe
WHGOPMAaLIMOHHOe 00CTy)KMBaHKE TI0/Tb30BaTe e,

7 Pazzen 6. | Buabl apxuBoB 3/IEKTPOHHBIX [JOKYMEHTOB. CtpykTypa u
O/IeKTPOHHbIe OpraHu3alis apXvBa 3JIEKTPOHHBIX [JOKYMEHTOB Yy4YpeXIeHus U
apXuvBbI KaK | MpeArnpusTusl. JIokanbHbIe HOPDMAaTUBHbIE aKTHI,
PasHOBU/HOCTb perjiaMeHTUpYyIoliie paboTy 37eKTPOHHOro apxuBa. DyHKIMH
MPOrpaMMHOI0 3JIEKTPOHHOTO apxuBa. Posb ciyk6e1 [IOY, apXuBHOH C/Ty>KOBI U
obecrieueHust: c1y>x0b1 IT B opraHu3anyy fie 3/1eKTPOHHOTO apXyBa TPeATPUSITHS.
CTaHZapTH3aLus ONeKTPOHHBI JOKYMEHTOOOOPDOT ¥ apXWBbI 37IeKTPOHHBIX
TpeOOBaHUA. JIOKYMEHTOB. Knaccudukariys CUCTEM 3JIeKTPOHHOT O

JOKyMeHTO000pOoTa MCXOZsS W3 3aJau /I0JITOBPEMEHOr0 XpaHeHWs
JOKyMeHTOB. ~ KoprnopaTuBHble = MH(OPMALIMOHHbIE  CHUCTEMBI.
Texnonoruss Docflow u Worflow. Knaccudukarusi mporpaMMHOTo
obecrieueHrsi MH(POPMAIIMOHHBIX CHUCTEM [JOKyMEHTAL[MOHHOTO
obecrnieuenus1. Knaccudukaiusi dopmator 3/1 (pa3pabotku PITY).
TpeboBaHusi K  WHTETPUPOBAHHOM  CHUCTeMe  3JIEKTPOHHOTO
JOKYMEHTO000pOTa C TOUKHU 3PeHUsT apXUBHOTO xpaHeHUst /I,
O/eKTPOHHbIE ~ apXMBbl  KaK  Pa3HOBUAHOCTb  TPUK/IaJHOTO
nporpaMMHOro obecrieueHust. Knaccudukaiys mynbTrhOpMaTHBIX
TIOMCKOBBIX cucTeM. [IporpaMMHOe obecrieyeHue, WCIOIb3yeMoOe
JUIsl  CO3[laHUsl  37IeKTPOHHBIX apXWBOB JlaHHBIX. [IpobieMsl
coxpaHeHHUs1 rpaduKu, My/JbTUMeAUNHBIX A0KyMeHTOB, CAIIP u
reoMH(OPMaL[MOHHBIX CUCTEM.

OcHOBHBIE TIOAXOABI K BBIOOPY TEXHHUUECKOro obecrieyeHus

3JIEKTPOHHOI'O  apXuBa. Pacyer 3aTpaT ¥ 9SKOHOMHUECKOMH
sddektrBHOCTU. CO3[jaHKe MPOeKTa 371eKTPOHHOTO apXuBa.

8 Pazpnen 7. | LeHnTpanu3oBaHHbIE U pacripefie/leHHbIM TOAX0[ K CO3/laHHIO
Opranusanus apXUBOB 3JIEKTPOHHBIX [JOKYMeHTOB. OIBIT TroCyJapCTBeHHbIX,
OrepaTUBHOIO U | BeZIOMCTBEHHBIX, KOPIIOPAaTUBHBIX apXWBOB MO OTOOpY, MpHeMmy,
JIO/ITOBPEMEHHOI 0 XPaHeHUIO U UCII0JIb30BaHUIO 3/IEKTPOHHBIX JJOKYMEHTOB.
xpaHeHus /. 3apyOe)XHBIH  OIMBIT 10 CO3JAHHI0 ApPXWUBOB  3JIEKTPOHHBIX

JOKyMeHTOB. [IpakThueckas, HayyHas M MeToAudeckass pabora
5/IeKTPOHHBIX apXUBOB.
Krnaccudukaiysi 371eKTPOHHBIX apXHMBOB B Halllell CTpaHe.

4. O6pa3oBare/ibHbIe TEXHOJIOTHU

B pasgene ykasaHel oOpa3oBaTesibHble TEXHOJIOTHH, HCIIO/Ib3yeMble TIPU peanr3anu
Pa3IMUHbIX BUJOB Y4eOHBIX 3aHATUH i1 Hanbosee 3((hEKTUBHOTO OCBOEHMS JUCLIATUIUHBI.
[Tpu mipoBeseHMM y4eOHBIX 3aHSATUN oObOecrieunBaeTCs pa3BUTHE Y OOyuyarOL[UXCs HABBIKOB
KOMaH/IHOW PaboThI, MEXX/TMUHOCTHON KOMMYHUKAIIUHY, TIPUHSATHS PELeHUH, TJepCKUX KauecTB
(Bk/THOUasi TIpU HEOOXOJUMOCTH TIPOBe/leHe WHTEePAKTUBHBIX JIEKIUH, TPYITIOBBIX AWCKYCCHH,
DOJIEBBIX WIrD, TPEHWHIOB, aHA/JW3 CUTyallud M WMHTALUOHHBIX MOJe/el, TperiojiaBaHue
JUcHUIIvH (Mozysieil) B (opme KypcoB, COCTaB/IeHHBIX HAa OCHOBe pe3y/IbTaTOB HAyUHBIX
WCC/Ie[JOBaHW, B TOM YHCJIe C YYETOM pEerdoHaNbHBIX 0COOEHHOCTel TpodeccroHaNIbHON
JlesITeIbHOCTY BBIITYCKHUKOB U MOTpeOHOCTel paboTojareneii.

[nsi mpoBe/ieHWs 3aHATUH JIEKIMOHHOTO THIIA TI0 [JUCLIMTUTMHE TIPUMEHSIFOTCS TaKuhe
oOpa3oBaresibHble TEXHOJOTMM KAaK WHTEpaKTWBHBbIE JIeKLWH, MpobsemHoe oOyuenue. s
TIPOBEJIEHUsT 3aHSITUH CEeMMHAPCKOT0 THIIA WCIOJB3YIOTCS TPYITIOBBIE JUCKYCCHH, pOJIEBBIE
WTPbI, aHA/IM3 CUTYALMi ¥ UIMUATALIMOHHBIX MOJIeJIei.

INe |HaumenoBanne |Buapi yueGHoii paGore1 |MHdopmanmoHHble W  06pa3soBaTe/bHbIe|




n/n |pasgena TEeXHOJIOTUH
1 2 3 5
1. |1.BBenenue. BBogHas nekuus KoHcysibTpOBaHve U 1poBepKa JOMallHUX
CamocrosiTenbHasi paboTa |3a[jaHui MOCPeCTBOM 3JIEKTPOHHOM IOUTHI
2. |Paszgen 1.|JTekus 1 Jlek1usi-BU3yanu3alvsi ¢ TIpUMeHeHueM Crau-
OJIeKTPOHHbIE TpOeKTopa.
JOKYMEeHTBhl  KakK
00BEKT CamocrosiTenbHast pabota |3anonHenue PTC, Tema 1.
apXHWBHOIO
XpaHeHwUs.
3. |Pazgen 2.|Jlekius 2. Jlekuyisi-BU3yanu3alys C TIpUMeHeHueM CJlau[i-
HopmarvBHas IpOeKTopa.
MeTou4YecKas
6asa  xpanenwusi| CamocrtositensHas pabora |3aronHeHue PTC, Tema 2.
371eKTPOHHBIX
JIOKYMEHTOB
4. |Pa3pen 3.|/Tekuus 3. Jlexuys-Bu3yanusalys C NPpUMEHeHUeM CJlan[-
KowmriiekroBanue TIPOeKTopa.
u DL S/1. JlabopatopHbie 3aHSTHSA 1|YCTHBIN OMPOC Ha TaOOPAaTOPHOM 3aHSITHH.
u?2
3anoaHeHue PTC, tema 3.
CamocrosiTenbHasi paboTa
5 |Pasgen 4.|Jlekuus 4. Jlexuys-Bu3yanusalys C NPpUMEHeHUeM CJ1an[-
ObecrieueHne JlabopaTopHble 3aHsiTHe 3 |POeKTopa.
COXPaHHOCTH, YCTHBIN orpoc Ha 1ab0paTOPHOM 3aHSTHH..
/. CamocTrosiTeibHasi pabota. |3anonHenne PTC, Tema 4. Y. 1.
6. |Pasmen 5. VYuer,|J/lekuus 5. Jlekuys-Bu3yanusalys C NpUMeHeHUueM CJ1an[-
OrrcaHue JTabopartopHoe 3aHsTHE4. |TIpOEKTOpa.
ucrosib3oBaHue  |CamocTosiTesbHasi paboTa. | Y CTHBIN Orpoc Ha 1ab0paTOPHOM 3aHSITHH..
/. 3anosiHenue PTC, tema 4. Y. 2.
7. |Pa3gen 6.|/Iekuus 6. Jlekuys-Bu3yanusalys C NpUMEHeHUeM Cl1an[-
OJIeKTPOHHbIE JlabopartopHoe 3aHsTHE 5 |TpoeKTopa.
apXUBBI Kak|CaMOCTOos-Te/IbHast YCTHBIN OMpoc Ha 1ab0paTOPHOM 3aHSATHH.
Pa3HOBUAHOCTL  |paboTa. KoHcynbTpoBaHue U npoBepka pedepara
MPOrpaMMHOTI0
obecrieueHust:
CTaHZAApTU3aLus
TpeOOBaHMM.
8 |Pasmen 7.|JIekums 7. Jlekuysi-BU3yanu3alys C TIpUMeHeHueM CJlaui-
Opranusanys JIabopaTopHoe 3aHsATHE 6 |TIpOeKTOpa.
ornepaTuBHOro u|CamMocCTOs-TenbHas YCTHBIN orpoc Ha 1ab0paTOPHOM 3aHSTHH..
JIOJITOBPEMEHHOT 0 | paboTa. KoHcynbTHpoOBaHue U MpoBepKa pedepara.
xpaHenus /1.
Kaxzaplii  oOyuwaromquiics B TeueHHWe BCero Tmepuosia o0yueHusi  obecrieueH
VIHJVBU/lya/IbHbIM HeOrpaHUYeHHbIM JIOCTYTIOM K 5JIEKTPOHHOU

nHOopMalMOHHOOOpa3oBaTebHOM cpesie PI'TY 13 /o060l TOUKH, B KOTOPOH UMEeTCs1 JOCTYIT K




rHGbOPMaLOHHO-Te/IeKOMMYHUKAIIMOHHOUW ceTH "MHTepHeT", Kak Ha Tepputopuu PI'TY, Tak u
BHe ee. J/IeKTpOHHas WHPOPMaLMOHHO-00pa3oBarenbHasi cpesia PITY obecrieunBaet: JOCTyTI K
yueOHbIM TUIaHaM, pabouMM TporpaMMaM JAWCLMIUIMH (MoZyseid), TporpaMMaM TpaKTHK,
3JIEKTPOHHBIM yueOHBIM W3ZIaHUSIM U 3JIEKTPOHHBIM 00pa30BaTe/lbHbIM pecypcaM, yKa3aHHbIM B
pabounx TmporpamMmax [AUCLUIUIMH (MoAynei), mporpamMmax TpakTUK; (OpMHpOBaHKe
3JIEKTPOHHOTO TIOPT(HOJIMO 00yYarolerocs, B TOM YuUC/ie COXpaHeHHe ero paboT U OLIeHOK 3a 3TH
paboTbl. B ciydae peanu3aiu mporpaMMbl OakanaBpuaTa C TIPUMEHEHWEM 3JIeKTPOHHOTO
o0yueHus, JVICTaHL[MOHHBIX obpa3oBaTeTbHbBIX TeXHOIOT U 3/1eKTPOHHAs
uHopMaroHHooOpa3oBarenbHass  cpegqa  PITY  obecrieunBaeT: — uKcanuioo  Xofa
oOpa3oBaTesbHOTO TPOL[eCca, pe3y/JbTaTOB TIPOMEKYTOUHOW aTTecTalid W pe3y/bTaToB
OCBOEHMsI TIpOrpaMMbl OakajaBpuaTa; TpoBeZieHHe YueOHBIX 3aHSTUM, TPOLeJyP OLIeHKH
pe3y/nbTaToB 00yueHUs, peasr3aliusi KOTOPbIX TPeAyCMOTPeHa C TIPpUMeHeHHeM 3JIeKTPOHHOTO
0o0yJeHMs], [AWUCTAaHIMOHHBIX O00pa30BaTe/bHBIX TEXHOJIOTWH; B3aUMOJIEHCTBHE  MEXIY
yuaCcTHUKaMu 00pa30BaTe/lbHOrO TpoIjecca, B TOM YWC/Ie CHHXPOHHOe U (WIM) aCMHXPOHHOE
B3aUMOJeNcTBUs  mocpeAcTBOM ceTd "VHTepHeT". (DyHKIMOHMpDOBaHWE 3JIEKTPOHHOM
MHpOPMaLIMOHHO-00pa30BaTeIbHOM Cpe/ibl 00ecrieurnBaeTCss COOTBETCTBYIOIIMMHU CpPeACTBaMHU
MH(OPMaIMOHHO-KOMMYHHUKAIIMOHHBIX ~ TEXHOJOTUH ¥ KBamuuKaruelr pabOTHUKOB, ee
WCTIOJIB3YIOUIMX U TOJAepXUBatonX. DyHKIMOHUPOBaHUE 3eKTPOHHOW WHGOpPMAI[MOHHO-
obpa3oBaresnbHOM cpesibl PI'T'Y cooTBeTCTBYyeT 3aKoHOAATeNLCTBY Poccuiickoit dezepariyu.

B mepuos BpeMeHHOr0 MPHOCTAHOB/IEHUSI TIOCEIIeHUs] O0YUYarIUMUCS TOMeleHUA U
tepputopuu PTTY s opraHusaimu ydyeGHOTO Mporjecca C TIPUMEHEHHWEeM 37eKTPOHHOTrO
o0yueHUsT ¥ [UCTAHLMOHHBIX OOpa30BaTeNbHBIX TEXHOJOTMM MOTYT OBbITh HCIOJH30BAHBI
criefytoie obpa3oBaTe/ibHble TeXHOIOTUK:

— BU/|€0-JIeKLIUH;

— OHJIAMH-/IEKL[UM B Pe)KUMe peasbHOr0 BpeMeHH;

— 97IeKTPOHHbIe yueOHUKH, yueOHbIe TIOCOOUs], HayuHble W3/IaHUS B 3JIEKTDOHHOM BHJe U
JOCTYT K UHBIM 3JIEKTPOHHBIM 00pa30BaTe/IbHbIM pPecypcam;

— CUCTeMBI JI/151 3J7IeKTPOHHOTO TeCTUPOBaHMUS;

— KOHCYJIbTaLIUU C UCII0/Ib30BaHKeM TeJIeKOMMYHUKALMOHHbBIX CPe/ICTB.

5. OneHKa NJIAHUPYEMbIX pe3y/IbTaToB 00yueHus!

5.1 Cucrema orjeHUBaHUs

CucTeMa OLIeHMBaHUSI BBICTPOEHA B COOTBETCTBUM C YUeOHBIM TIJIaHOM, T/ie OTIpe/iesieHbl (POpMBI
MPOMEXXYTOUHOM aTTecTaldy (3auéT/3auéT C OLeHKOW/3K3aMeH), U CTPYKTYPOW AUCLIMIUIUHBI,
rje orpejeneHbl (OpPMBI TeKyIero KOHTPOJs.  YKa3blBaeTCs pacrpefiefieHHe 0as/uioB TI0
dbopMaM TeKylillero KOHTPO/S U TPOMEKYTOUHON aTTecTal[id, CPOKH OTUETHOCTH. MOoXeT
TIPOBO/IUTLCS KaK B TPAJMI[MOHHOM, TaK U B UHHOBAIIMOHHOM (hopMe (3alijuTa MpOeKTOoB, JeoBast
Wrpa, Kemcel v T.[.).

®dopma KOHTPOJIsSt Makc. K0/IH4ecTBO 0a/I10B
3a oany|Bcero
pabdoty

TeKylMi KOHTPOJIb:

- onpoc 5 bannoe 30 6annos

- yuacmue 8 06CyJHcOeHuU Ha 1abopamopHOM 3aHsmuu 5 banios 10 6annos

- KOHMposbHAsi paboma (membl 1-3) 10 6annoe 10 6annoe

- KOHMpo/bHas paboma (membl 4-5) 10 6annos 10 6annos

ITpomMesKyTOUYHast aTTeCTallusi — SK3dMeEH 40 6an10B




Htoro 3a cemecTp

1100 GatoB |

[TonydeHHBIN COBOKYNHBIN pe3y/bTaT KOHBEPTUPYETCS B TPAJULMOHHYIO LIKaay OLeHOK U
B LIKaay oleHOK EBporeiickoil cucteMbl riepeHoca M HakorieHusi KpeautoB (European Credit
Transfer System; fganee — ECTS) B cOOTBeTCTBUM C Tab/1[eH:

100-6annbHas TpaionHas Kana [Tkana
1IKajaa ECTS
95 -100 A
8394 OTJIMYHO B

68 — 82 XOPOILO 3aUTEeHO C

56 — 67 D

50 _c5 YZ0BJIETBOPUTEBHO 5

20 —49 HEeY/IOBJIETBOPUTE/IbHO He 3aUTeHO FX
0-19 F

5.2 KpuTepum BbICTaB/IeHHMS OLIeHKHU M0 AUCIUIIUHE

Bbanasy/
IIIkana
ECTS

Onednka 1o
JHUCIUILTHHE

KpuTepuu onjeHKH pe3y/IbTaTOB 00yUeHHsl Mo JUCHHUIUITHHE

100-83/
AB

OT/INYHO/
3a4TeHO

BeicTraBssiercst oOyyatomemMycsi, eclyd OH TJIyOOKO U TIPOYHO YCBOWI
TeopeTHU4eCKUM v MpaKTUYeCKUN MaTepuari, MO>KeT
NIPO/IEMOHCTPHPOBaTh 3TO Ha 3aHATUSX U B XOJe MPOMEXYTOUYHOMH
aTTecTalyu.

OOyuaronuiicsi WCYeprbiBaiollle W JIOTHUECKH CTPOMHO W3/1araeT
yueOHBI MaTepuasn, yMeeT VBs3bIBaTb TEOPUI0 C TIPAKTHKOM,
CIpaBJIsIeTCs C pelleHreM 3azau npodeccroHaIbHON
HampaB/IeHHOCTA  BBICOKOIO  YPOBHSl ~ CJIOXKHOCTH,  TPaBWIBHO
000CHOBBIBaeT NMPUHSTHIE PEIIeHMSI.

CBoOOZHO opueHTHpyeTCss B yueOHOW W TpOQeCcCHOHATBHOM
JuTepartype.

OueHKa MO AWCOUIUIMHE BBICTAB/SIOTCS OOydYaromeMycsi ¢ y4éToM
pe3y/IbTaToB TeKYyLel U TPOMeXXYTOUHOU aTTeCTaluH.
KomnerteHuyy, 3akpernyiéHHble 3a JUCLIMILIMHOM, C)OPMUPOBaHbl Ha
YPOBHE — «BbICOKUIN».

82-68/

xoporo/
3aUTeHO

BricTaBnsieTcsi oOydaroiiemMycsi, eCjii OH 3HaeT TeOpeTHUeCKUd u
TIPAKTUUeCKUM MaTepHasl, TPaMOTHO U TI0 CYIIIeCTBY M3/1araeT ero Ha
3aHATUSIX W B XOZle TIPOMEXYTOUHOW aTTecTal[ud, He JIOmycKas
CYI[eCTBEeHHbIX HETOUHOCTEH.

OOyuaronuiicsi MpaBWILHO TIPUMEHSIET TeOPeTHUeCKHe TTOJI0KEeHHS
MpU  pellleHWd  TPaKTUYeCKWX  3afiau  npodeccroHaIbHON
HarpaB/IeHHOCTH  pasHOrO0  yPOBHS  CJOXKHOCTH,  BJafieeT
He0OXO0UMBIMU ZIJIsI TOT'0 HaBbIKaMU U MPHEMaMHU.
HoctaTrouHo  XOpOIIIO ODUEHTUDYeTC B
ripoeCcCMOHA/ILHOM JIUTepaType.

OrleHKa IO AUCIUIUTMHE BBICTABJISIOTCS O0ydaroieMycst C yYETOM
pe3yJ/IbTaTOB TEKYIIel U TPOMEeXXYTOUHOM aTTeCTar|H.
KommeTreHIMY, 3aKperyiéHHbIe 3a [UCIUIUIMHOMN, chopMUPOBaHbI Ha

yueOHOM U




Bbanasy/
IIIkana
ECTS

Onenka 1o
JHUCIUIIIHHE

KPI/ITEPI/II/I OL€HKH pe3y/IbTaTOB OﬁleEHI/Iﬂ o JUMCIMII/INHE

YPOBHE — «XOPOIIHI».

67-50/
D,E

Y/I0BJIETBO-
pUTeLHO/
3a4YTeHO

BricTaBisiercsi obyyaroiemycsi, ecid OH 3HaeT Ha 06a30BOM ypOBHe
TeOpeTUYeCKUM U TpaKTUYeCKUM MaTepuas, AOIyCKaeT OT[esbHble
OILIMOKY TIPU ero U3/I0’KeHUU Ha 3aHATHUSX U B XO7ie TIPOMEeXXYTOUHOM
aTTecTaLyu.

OOyuaronuiicsi  UCIBITBIBAeT — OTpeJesiéHHble  3aTPyJHeHUsT B
NIPUMEHEHNY  TeOpeTMYeCKUX  IOJI0KeHWW NPy pelleHuun
MpakKTUUeCKUX  3aZau  NpodeccUOHarbHOM  HarpaB/ieHHOCTH
CTaH/]aPTHOTO YPOBHS CJIOXKHOCTH, B/aZieeT HeoOXOAUMBIMU [IIs
3Toro 6a30BbIMU HaBbIKaMH U TIPUEMaMHU.

IleMOHCTPUpYeT  /IOCTaTOUHBIA  YpPOBEHb  3HAHUS  yueOHOU
JIUTEepaTyphl N0 JUCLUIIVHE.

OueHKa MO AWCOUTUIMHE BBICTAB/ISIOTCS OOYYaromieMycsi ¢ y4éToM
pe3yJIbTaTOB TeKyIleld ¥ TPOMeXXYTOUHOU aTTeCTal|uH.
KomneTteHiyy, 3akperniéHHble 3a JUCLIMILIMHOMN, CpOPMUPOBaHbI Ha
YPOBHE — «/I0CTaTOYHBII».

49-0/
F,FX

Hey/l0BJIeT-
BOPUTETLHO/
He 3aUTeHO

BeicTaBnisiercsi oOyuaronjemycs, ecd OH He 3HaeT Ha 0a30BoM
YPOBHe TeOpeTHYeCKHW W TIPAaKTHUeCKHH MarepHas, [JOIycKaeT
rpyOble OLIMOKM TP €ro W3/I0KeHWH Ha 3aHATHAX U B XOfie
MIPOMEKYTOUHOM aTTecTalyu.

OO6yyaroI1iiCs UCTIBITIBAET CePhE3HBIE 3aTPYAHEHHUS] B IPUMEHEHUN
TEOPeTUUECKUX TIONIO)KEHUH TIpY DeIleHHH TMPaKTHUeCKUx 3afiau
npoeCCUOHANILHON ~ HAMpaB/IeHHOCTH  CTAHAAPTHOTO  YPOBHS
CJIOKHOCTH, He BiafieeT HeOOXOJUMBIMH [jii 3TOTO HaBBIKAMU U
IprUéMamu.

MemoHCTpUpyeT (parmMeHTapHble 3HaHUSI y4eOHOW MTEpaTyphl IO
JUCLUATUTHHE.

OLeHKa MO AWCLMIUIMHE BBICTaBJISIFOTCS 00yvarolemMycst C y4éToM
pe3y/IbTaToB TEeKYIel ¥ POMEXKYTOUHOH aTTeCcTallyu.

KoMmrmeTeHI[MM Ha YpPOBHE «IOCTaTOYHBIN», 3aKpeIUvIEHHbIE 3a
JUCIUTUTHHOMN, He chOPMHUPOBaHBI.

5.3 OmneHouHble cpejcTBa (MaTepuasbl) /sl TEKYIero KOHTPOJISl yCIleBaeMOCTH,
NMPOME)XyTOUHOM aTTecTaniy 00yJaroImuXcs 1o JUCIUIIHHE

B pmaHHOM pasjene MNpUBOASTCS TIPUMeEPhI OLIEHOYHBIX CPEJCTB B COOTBETCTBUM CO

CTPYKTYPOU [MCLIAIIJIMHBI M CUCTEMOM KOHTPOJIS: BapUaHThl TECTOB, TeMaTHMKa MHUCbMEHHbIX
paboT, mpuMepsl K3aMeHal[MOHHbIX OWIeTOB, THUMOBBIE 3aJauM, KeWcbl U T.N. OIjeHOYHbIMU
CpeACTBa [JO/DKHBI ObITh ObOecrieueHbl Bce (DOPMBI TEKYIIErO KOHTPOJISI U TIPOMEXYTOUHOMN
arrectariuid. OHU [JO/DKHBI OBITH OPUEHTHPOBAHbI HE TOJIBKO Ha MPOBEPKY C(HOPMHPOBAHHOCTH
3HaHWM, HO TaKXXKe YMeHUM U BllaZleHUM.

Temamuka éonpocog 0s151 N0020MoeKuU K KOHmMposibHOU pabome (membl 1-3).

1. DnekTpOHHbIe apxXWBbl KaK I[EHTPbl COXpaHeHHUs IM(PPOBOro Hacaequsi B Hallleil
CTpaHe W 3a pyOexxoM (Ha TNpUMepe He MeHee /IBYX apXWBHBIX YUPEXIEHHH, CTPYKTYPHBIX
rofipa3ie/ieHiii MUHUCTEPCTB, Be/IOMCTB, OpraHU3aliui).



2. Co3paHue 3/1IeKTPOHHOTO apXMBa OpraHW3aliuv, MUHUCTEepCTBa(Ha MpUMepe He MeHee
[ByX AapXUBHBIX YYpeX/JeHWM, CTPYKTYDHbIX T0/ipas/ie/ieHuii MUWHUCTePCTB, BeJOMCTB,
OpraHu3aLyn).

4. O630p TPHUKIAJHOTO TMPOrPaMMHOTO O0ecreueHus, WCIOIb3yeMOro TMpH CO3/IaHu
5/IeKTPOHHOT'O apXUBa.

5. YueT u onucaHue 3/1IeKTPOHHBIX JOKYMEHTOB (Ha MpUMepe He MeHee /IByX apXUBHBIX
yupeXxZieHu, CTPYKTYPHBIX MO/Ipa3/ie/IeHuii MUHHUCTEPCTB, BeJOMCTB, OpraHU3alyi).

7. Knaccudukaiusi 9/eKTPOHHBIX JOKYMEHTOB B apxvBe (Ha MpUMepe He MeHee JIBYX
apXMBHBIX YUpeX/eHUM, CTPYKTYPHBIX MOJpa3zesieHuii MUHUCTEPCTB, BeZJIOMCTB, OpraHu3alyi).

8.CeTeBble 3/IeKTPOHHBIE apXUBBI (0030p 3apyOeXXHOTO U POCCHIICKOTO OITBITA).

9. HopmaTtuBHO-IpaBOBOe W  MeTojuueckoe  obecrieueHWe  CO3[aHUs U
(GYyHKIL[MOHHMPOBAHUS 3/IEKTPOHHOTO apxuBa (Ha TpuMepe He MeHee [BYX apXUBHbBIX
yupexXZeHu, CTPyKTYPHbIX MO/Ipa3/ie/ieHuii MUHHUCTEPCTB, BeJOMCTB, OpraHU3aLyi).

10. ITpobsiemMbl OIEPAaTUBHOTO U [IOJITOBPEMEHHOTO XpaHeHHs 37IeKTPOHHBIX JIOKyMEHTOB
(0630p ucroprorpadumn).

11. TexHOMOrM ONEPATUBHOIO U [OJIFOBPEMEHHOI'0 XPaHeHHs 3JIEKTPOHHBIX JOKYMEHTOB
(0630p cTaHAPTOB ¥ METOAUYECKOTO 00ecrieueHws).

12. ®enepanbHble 0a3bl JaHHBIX: CTPYKTYpa, KOMITJIEKTOBaHMe W XpaHeHHe (Ha MpuMepe
He MeHee (pe/lepabHBIX OPTaHOB UCTIOTHUTETLHOU B/lacTu PD).

13. CpaBHUTe/IbHBLIM aHa/IW3 M BBIOOP MPOrPaMMHOI0 OOecTieueHus: /11 3JIeKTPOHHOIO
apxvBa OpraHu3aluu (Ha TIpUMepe He MeHee [IBYX apXWBHBIX YUpeXJeHWM, CTPYKTYPHBIX
rofipa3ie/ieHUii MUHUCTEPCTB, Be/IOMCTB, OpraHU3aliui).

14. 3ammra wuH(bOpMalMd B 3/IEKTPOHHBIX apxXuBaxX (Ha TIpUMepe He MeHee [BYX
apXUBHBIX YUpeXKJeHU, CTPYKTYPHBIX TI0/Ipa3zie/ieHuii MUHUCTEPCTB, BeIOMCTB, OpraHu3aLyil).

Temamuka eonpocoe 0/151 N0020MOo6KU K KOHMpos/bHoU pabome (membl 4-5).
1. Oco6GeHHOCTH 3/IEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB apXWBHOTO XpaHeHHWs (aHasiu3
rcropuorpadum).

2. ONeKTPOHHBI apXWB KaK COBOKYIMHOCTb TEeXHOJIOTUM [OJITOBPEMEHHOro U
TIOCTOSTHHOTO XpaHeHust J]1 : aHa/IM3 CTaHZAPTOB U METOIUYECKOTO 00ecrieueHusl.

3. ONeKTPOHHbI apXUB KaK apXUBHOe yupeXjeHue WIA CTPYKTypHOe
no/ipasfiesieHre, OCYILeCTB/Isifolee CcoxpaHeHue LUpPOBOro Hacieusi (UCTOpUs, TMPOQUIb,
(GYHKI[MH, COCTaB IOKyMEHTOB).

4. [IpaBoBOe  peryivpoBaHHe  XpaHEHUS  JJIEKTPOHHBIX  JOKYMEHTOB B
MEXKTYHapOJHOM U POCCUICKOM TpaBe (aHa/Iu3 MpaBOBOi 6a3sbl).
5. ONeKTPOHHBI apXWB KakK pa3sHOBUJHOCTh TIPUK/IAJHOTO TPOrPaMMHOTO

obecrieyeHusi (cpaBHUTeNbHBIN aHanu3 [10 1 pe3y/bTaTOB €ro BHEJPeHus).

Bonpocbl 0151 UM0208020 KOHMPO/1A 3HAHULI (IK3AMEH):

1.TepMUHBI U TIOHSTUS: 3JIEKTPOHHBIN JOKYMEHT, 3/IEKTPOHHBIM apXUB, 3/I€KTPOHHAas
1udpoBas TMOANKCh, apXUBHBIA (hOpMaT, MOIb30BaTe/NbLCKUM (hopMaT, 3KCrepTh3a I[eHHOCTH,
K/laccu(UKaL1s OMKCaHre 3/IeKTPOHHBIX JOKYMEHTOB.

2. TIpaBoBOe pery/vpoBaHUe HOPUAUUECKON CUJIbI 3/IEKTPOHHOTO JOKyMeHTa, XpaHeHUs
JIOKYMEHTOB Ha pa3/MUHbIX BUJIaX HOCUTeJIeH.

3. CraHzapThl Ha XpaHeHHe JOKyMEeHTOB Ha MarHUTHBIX HOCUTEJISX.

4. Knaccudukauys 371eKTPOHHbBIX J0KyMEeHTOB.

5. OKcrnepTr3a [IeHHOCTH 3/IEKTPOHHBIX JOKYMEHTOB: KDUTEPUH OOIIHE U CIiel[Ha/bHbIe.

6. KomrmuiekToBaHMe  apXMBOB  37IeKTPOHHBIMH  JOKyMEHTaMM:  KOHLIETIL[UU
L|eHTPa/IM30BaHHOTO U PaCIipe/ie/IeHHOTO XPaHeHUsl.

7. OpraHusaijusi mprveMa 3/1eKTPOHHBIX JJOKYMEHTOB Ha XpaHeHue.



8. Yuer u oncaHue 3/1eKTPOHHBIX JOKYMeHTOB. ONUCh 3/IEKTPOHHBIX [JOKYMEHTOB.

9. CornpoBoguTenbHas foKyMeHTanus K I /1.

10. OGecrieyeHre COXPaHHOCTU 3/E€KTPOHHBIX JOKYMeHTOB. (PaKTOphl, BAMSIOIIME Ha
COXPaHHOCTb.

11. HopmaTuBHBIe YC/IOBUS XpaHEHUs] SJ€KTPOHHBIX [OKYMEHTOB Ha pa3/MUHBIX
HOCHUTeJISAX.

12. DneKTpOHHBIE apXMBbI KaK CTPYKTYPHbIe Mo/pa3/iefeHus U opranusanuu. Vcropus,
3a/aui, (GYHKIMM, COCTaB JOKyMEHTOB.

13. D/ileKTpOHHBIE apxXWBbl KaK pPa3sHOBUJHOCTb IIPUMK/IAJHOTO MPOrpPaMMHOIO
obecrieuenus. Knaccudukaryst My ibTU(QOPMAaTHBIX TIOMCKOBBIX CUCTEM.

14. TIpobnembl coxpaHeHWs TpauKd, MyJbTUMEIUNHLIX A0KyMeHTOB, CAIIP wu
reorH($OpMaLMOHHBIX CUCTEM.

15. OuudpoBanue JOKYMEHTOB Ha TPaJULIMOHHBIX HOCUTEJISIX.

16. @YHKIMKU KOHKPETHOW MY/IbTH(OPMAaTHOU MOMCKOBOW CHUCTEMBI.

17. DneKTpOHHbIN apXWB OpraHU3alldd: Co3/jaHue, 00Oopy/0oBaHHe, TIPOrpaMMHOe
obecrieueHre, PyHKIUH.

18. DnekTpoHHbIE JOKYMEHThI KaK 00BeKThl apXUBHOTO XpaHEeHHUsl.

19.ITpo6ieMbI MOCTOSTHHOTO XPAHEHUST 3/IEKTPOHHBIX I0KYMEHTOB.

20. CoxpaHeHue 1M(POBOro KyAbTypHOro Hacsieusi. CeTeBble apXMBBI.

22. ®enepanbHble U perMoHaIbHBIE 0a3bl AHHLIX B PD 1X XxpaHeHue.

6. YueOHO-MeTOogHUeCKOe U HH()OPMAI[HOHHOE 00ecreueHHe AUCIUITHHBI
6.1 CnMCOK MCTOYHUKOB U JIMTepaTypbl

[Mpu pa3paboTke CIHMCKAa WCTOYHWKOB W JIATEpaTypbl OB yuTeHbl TpeOOBaHUS
oOpa3oBaTe/TbHbIX CTaH/JaPTOB TI0 KHUT000eCIie4eHHOCTH.

NUcTouHuku

HcmouHuku ocHOBHble

depepanbHbIi 3akoH «O6 HHbOpMaLyy, THPOPMALMOHHBIX TEXHOJIOTUSAX U 3alluTe WH-
dopmaruu» ot 26.07.2007. Ne 149-®D3 »//Poccuiickas razerta. 29 urons 2006 r. Ne 4131.

denepanbHbli  3akKoH «OO6 3/eKTpoHHOM 1Mdporoi mogmuck» ot 10.01.2002 N
1-®3//Cobpanue 3akoHoaTenbcTBa Poccuiickont @epepariyu. 2002. N 2. Ct. 127.

denepanbHbIM 3aK0H «O6 apxuBHOM fesie B Poccuiickoii ®ezepariui» 0T 27 OKTAOps
2004 r. //Poccuiickasi rasera. 2004, 27 okta6ps. Ne 36 CM. Takxe:
www.rusarchives.ru/lows/fz.shtml

®enepanbHbIi 3aK0H PD «O6 37eKTpoHHOM TIognuck» oT 6 ampens 2011 r. N 63-@3 //
Poccutickas razera. 2011, 8 arpensi. Ne 5451.

Ykas3 Ilpe3sugenra P® ot 09.05.2017 Ne 203 «O Crpareruv pa3BUTHsi MHPOPMAL[IOHHOTO
obmectBa B Poccuiickoit ®@epeparuu Ha 2017 - 2030 roabi» // CobpaHue 3aKOHO/ATe/IbCTBA
P® //15.05.2017 Ne 20. ct. 290.

[TocraHnoBnenue IpaBurtenbcTBa Poccuiickoit @eneparuu ot 06.07.2015 Ne 676 (pef. oT
or 11.04.2019) «O TpeboBaHMSIX K TIOPSIKY CO3/jaHUs, Pa3BUTHsS, BBOZA B JKCILTyaTalHio,
JKCIUTyaTallUd U BbIBOZA M3 3KCIUTyaTallUM TOCYJapCTBEHHbIX HMH(OPMALIMOHHBIX CUCTEM WU
JayTbHeHIIIero XxpaHeHusl coiep Kaltielicst B ux 06a3ax AaHHBIX HH(OpMaLn».

[TpuMepHasi UHCTPYKLMS 110 [eJI0NPOM3BO/CTBY B TOCY/JapDCTBEHHBIX OpPraHu3alysax. Y TB
ripuka3oM desepasbHOro apxuBHOro areHTcTsa ot 11.04.2018 N 44.



[Tporpamma MH(pOopMaTH3aLuu desepanbHOTO apXUBHOTO areHTCTBa v
M0/IBe/JOMCTBEHHbIX eMy yupexxaeHuit Ha 2011-2020 rr. (YTBepxaeHa [Iprikasom PocapxuBa Ne
104 ot 2 pekabps 2011 r.) //OnybaukoBaHo Ha caiite «ApxuBbl Poccum», pasgen
«MHpopmaruzarusi». www.rusarchives.ru/informatization/conseption.shtml.

[TocranoBnenue I1paButensctBa P® ot utons 2009r. Ne 477 «O6 yTBepKeHUU TIPaBUII
JIeJIONIPOM3BOAICTBA B (efiepa/ibHBIX — OpraHaxX —MCIIOJHUTeNbHOM Biactu»  //CobpaHue
3aKoHoiaTenbcTBa Poccurickont ®epeparuu. 2009. Ne25. C1.3060.

[ToctanoBnenue IlpaButenbcTtBa Poccutickoit @eneparun ot 7 ceHTss0pst 2011 r. Ne 751
«O BHecenuM wu3MeHeHuWd B IlpaBwsia  [Jiesionpov3BOACTBa B (efepanbHbIX OpraHax
HCTIOJTHUTE/ILHOM BacTv»// CobpaHMe 3aKoHO/jaTeibcTBa Poccuiickoii @eaeparuu, 12.09.2011,
Ne 37, cT.5263.

'OCT P 54471-2011/ISO/TR 15801:2009 «CucTtembl 3/1eKTPOHHOTO JOKYMeHTOOO0pOoTa.
YnpaBnenue foKymeHTauued. MH@opmaiusi, coxpaHsemas B 9/eKTPOHHOM  BHJe.
PekomeHalmy 10 00eCreueHur0 JOCTOBEPHOCTH W Ha/IeXKHOCTW», YTBEPKAEHHBINH TPHUKa30M
@dezepa/IbHOTO areHTCTBA 10 TeXHUYECKOMY peryaupoBaHuio U Metposioruu oT 18.10.2011 Ne
466-cT.

'OCT P 54989-2012/ISO/TR  18492:2005 «Ob6ecrieueHre  [OATOBpPeMeHHOM
COXPAHHOCTU 3/IEKTPOHHBIX JOKYMEHTOB», YTBEP)KJeHHbIN MprKa3oM PejiepasbHOTO areHTCTBA
I10 TeXHUUYECKOMY peryJrupoBaHuio U Metposioruu ot 17.09.2012 Ne 325-cT.

OcHoBHBbIe MpaBu/ia paboTkl apXUBOB opranu3aruil./ Pocapxus. BHUMIIA/. M., 2002.

[lpaBuna opraHusanyy XpaHeHUss KOMIUIEKTOBaHUS, ydveTa U  MCIO/b30BaHUS
NOKyMeHTOB A® P® u pyrux apXvBHBIX JOKYMEHTOB B I'OCY/JapCTBEHHBIX U MyHULIUMNATIbHBIX
apxuBax, My3esix, bubsnmorekax, opranusanusx PAH. M., 2007.

[IpaBusia opraHv3alMM XpaHeHWs, KOMIUIEKTOBaHUS, yyeTa M HCII0JIb30BaHUs
JokyMeHTOB ApxuBHOro ¢oHja Poccubickoit ®Pesiepaliii U APYIUMX apXWBHBIX JOKYMEHTOB B
OpraHax roCy/lapCTBeHHOM BJ/IaCTH, OpraHax MeCTHOrO CaMOYTpaB/eHUsi YW OpraHu3alusiX.
M.,2015

PekoMeHzaLy M0 KOMIUIEKTOBAHHUIO, YYeTy M OpraHU3aliii XpaHeHMs 3JIeKTPOHHBIX ap-
XWBHBIX JOKYMEHTOB B apxuBax opranu3auuii. M.: BHUM A/, 2013//Omny6/MKOBaHO Ha caiiTe
«ApxuBbsl Poccum». http://www.rusarchives.ru/methodics/index.shtml).

‘PekoMeHjallii MO0 KOMIUIEKTOBaHUIO, YUeTy M OpraHU3aliii XPaHeHUs 3JIeKTPOHHBIX
apXMBHBIX [JOKYMEHTOB B T'OCYJAapCTBEHHBbIX M MyHULMIAAbHBIX apxuBax M.: BHUWIIAL,
2013//Omyb6muKoBaHO Ha caiite «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).

TpeboBanusi K WHGOPMALMOHHBIM CHUCTEMaM 3JIeKTPOHHOTO  JJOKYMeHTO00OOopoTa
(benepasbHBIX OPraHOB MCIIOJTHUTETHFHOM BJIACTH, YUMTHIBAIOIIUX B TOM UHC/Ie HEOOXOAMMOCTh
ob6paboTky WH(pOpMaIUK, AOCTYN K KOTOpoW orpaHuueH. IIpuka3 MuHKOMCBs3u P® ot
02.09.2011 Ne 221, 3apeructpupoBaHo B Muntocte P® 15 Host6psi 2011 1. Ne 22304.

TunoBble GyHKIMOHATbHBIE TPeOOBaHUS K CUCTEMaM 3JIEKTPOHHOTO JOKYMeHTO00opoTa
Y CUCTEeMaM XpaHeHWs 5JIeKTPOHHBIX [OKYMEHTOB B apXuWBaX TIOCYJapCTBEHHBIX OPIaHOB.
BHUNOAO, PocapxuB. IIpoekT. 2018.http://archives.ru/sites/default/files/2018-06-14-project-
tft.doc

OyHKI[MOHAMbHBIE TpeOOoBaHUS K WH(POPMALIMOHHBIM CHUCTEMaM apXWBOB 3JIEKTPOHHBIX
JIOKyMeHTOB opranusaimii. M:PocapxuB, BHUMIA/. 2014 //OnybavkoBaHO Ha caiite
®eepaIbHOTO apXUBHOTO areHTCTBa http://archives.ru/documents/methodics.shtml

Hcmounuku donosHumesbHble.

P1 50-524-84 «Ilopsifok XpaHeHHs JOKYMEHTOB Ha MalllMHHBIX HOCUTeNIAX». M,, 1985.



http://www.rusarchives.ru/methodics/index.shtml

I'OCT 6.10.4-84. «YHuuIMpOoBaHHbIe CHUCTEeMbI  JOKyMeHTal[uu. [IpujaHue
IOPUIMUECKOM CWIbI JIOKYMEHTaM Ha MalllMHHOM HOCHTesle U MalllMHOTpaMMe, CO3/laBaeMbIM
CpefCTBaMM BbIUMC/IUTEIbHON TeXHUKW» .M., 1985.

'OCT 28388-89. «Cuctembl 06pabotku uHboOpMaru. [JOKyMeHThl Ha MarHUTHBIX
HOcUTensX JaHHbIX. [TopsI0K BIMOMHeHUs U obpailieHusi». M, 1991.

OcHOBHBIe TpaBWIa pabOThl C HAYYHO-TEXHUUECKOW JOKyMeHTalleld B OpraHu3alusx U
Ha npeanpusatyuax. M., 2003.

[TepeyeHb TUIOBBIX apXMWBHBIX JOKYMEHTOB, 00pa3yOL[UXCsl B HAYYHO-TEXHUUYECKOU U
TPOU3BO/ICTBEHHOM ZesiTe/IbHOCTA OpraHu3aljyi, ¢ yKa3aHueM CpPOKOB XpaHeHust / denep. apx.
arentctso, BHUUIA. M., 2008. — 382 ¢

JIuteparypa.

OcHoeHasa numepamypa
ApxuBoBefUecKre U [JOKYMeHTOBeAueckKue (yHKIMOHa/lbHble TpeboBaHUS K

WH(POPMALIMOHHBIM CHUCTeMaM, 00eCreurBaroIM 3/eKTPOHHBIN T0KyMeHT0000pOoT B Tiporiecce
BHYTpeHHel /lesiTe/IbHOCTH (eiepasbHbIX OPraHOB MCIOMHUTeNbHOU Biaacti» (M.:BHUMIOAL,
2013), //Ony6MKoBaHO Ha caiite «ApPXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).

bobeiea M.II. K Bompocy o0 1IeJIOCTHOCTA W ayTEeHTUYHOCTU YIIpaB/IeHUECKUX
3JIEKTPOHHBIX JOKYMEHTOB B IpolLiecce Ux xpaHeHus//[lenonponssosactso. 2018. Ne 3.

OnHa xe. HekoTopble BOIPOCHI >XKU3HEHHOTO LMKJIa YIPaBJe€HUYECKHUX 3SJIeKTPOHHBIX
JIOKyMeHTOB // [lenoripousBozcTtso. 2017. Ne 4.

BapnamoBa JI.H., Kopsaruna W.A.Dopmatbl XpaHeHUs 3/1€KTPOHHBIX [OKYMEHTOB//
HenornpousBoactso. 2018. Ne 3.

IOpokoB C.B. Pekomenzaiiun MCA 10 paboTe C 37eKTPOHHBIMU [JOKYMEHTaMH [IIsI
apxXuBUCTOB opraHu3saiuii // OteuectBeHHble apxuBbl. 2010. Ne 3. C. 65-73.

Kysnerio C.JI. HoBble TpeGoBaHMS K CHUCTeMaM VIIpaBjieHUs JIOKyMEHTaMU W
371eKTPOHHBIM apxuBam// [lenonpousBogcteo. 2018. Ne 4.

OH ke. DJIeKTPOHHbIE apXMBbI U 3/IeKTPOHHAs moAnuck // JenonpousBoactBo. 2017. Ne
4. C. 20-34.

OH xe. [IpuMeHeHHe TpaJULMOHHBIX METOZOB B SKCII€PTU3€ LIeHHOCTH 3JIeKTPOHHBIX
IokyMmeHTOB // OTeyectBeHHbIe apxuBbl. 2009. Ne 3. C. 37-47.

OH e. 3aZjauv apXUBHOI'O XpaHeHUs 3/IeKTPOHHBIX JOKYMeHTOB: 13 onbita LIAZIOHM.//
OreuectBeHHsble apxuBbl. 2010. Ne 3. C. 51-60.

JonoinumenbHas aumepamypa

AHTOHeHKO B.B. KomrninekToBaHre apXUBHBIX YUupeXK[JeHUM AJTalCcKoro Kpast
dboTofoKyMeHTamMu B 3/1eKTPOHHOU popme// OteuectBeHHbIe apxuBbl. 2009. Ne 6. C. 46-48.
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KysnenioB C.JI. MeTtoauueckve U TpakKTUYECKHE AaCIeKTbl SKCIIepTU3bl LIeHHOCTH
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OreuectBeHHbIe apxuBbl. 1998. Ne 6. C. 39-46.

TuxonoB B.M., FOmmmH B.A. CoBpeMeHHble KOHLIETILUU 3/I€KTPOHHBIX JOKYMEHTOB //
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6.2 IlepeueHnb pecypcoB HH(OPMaLIOHHO-Te/IeKOMMYHHKAI[HOHHOM ceTH
«/AHTepHeT».

1. ApxuBbl Poccuu. [OTpacieBoii moprtan "ApxuBbl Poccun' HaxoAUTCS 1O/, TaTPOHATOM
denepa/ibHOTO apXUBHOTO areHTCTBa (PocapxuBa)l; [DsiekTpoHHBIM pecypc] — DJIeKTPOH.
JIaH. — M., [2001-2015]. — Pexxum JlocTymna:
http://www.rusarchives.ru/guide/fed_gd.shtmlwww. cBo6oaHbI#. — 3ar/. ¢ sKpaHa.

2.1IeHTp KOMITETEHLIMH TI0 BOTIPOCaM JOKYMEHTALIMOHHOTO 00ecrieueHusl yIripaB/aeHus U
apXUBHOTO Jiefia; [DeKTpoHHbIN pecypc] — DJeKTpoH. AaH. — M., [2013]. — Peskum gocTymna:
www.edou.ru, cBoO0JHbBINH. — 3arJI. ¢ KpaHa.

3. DOC-Online. He3aBUCHMBIM TIOpTas O CUCTeMax 37eKTPOHHOTO J0KyMeHToobopoTa.
www.doc-online.ru

4. Docflow. Bce o Mupe 3/1eKTPOHHOTO AOKYMeHTO0O0poTa. [DJIeKTPOHHbLIN pecypc] -
OnekTpoH, gaH.- M., 2002-2004r — www.docflow.ru, cBo6oHbIN. — 3arJi. ¢ 3KpaHa.

5. Tlepuiognueckoe wu3ZaHWe 10 TMpobsemMaM 3/1eKTPOHHOTO J/IOKyMeHT00OopoTa.
www.directum-journal.ru
Cailimbl KAMNAaHUli-pazpabomuuKo8 NPo2Ppamm:

6. D/eKTpOHHBIM apxuB Ajiee ApxuB 3. www.alee-archive.ru
7. Jlerorpad. Cucrema JIETOI'PA® — KoMmI/IeKCHOe pellieHre T0 YTIpaB/IeHUI0 JOKyMeHTaMH,
aBTOMaTU3alMK OM3HeC-TPOLIeCCOB U UHTETPaLvy NPUIoXKeHuH. www.letograf.ru
8. Directum. CucreMa 5/eKTPOHHOTO [JOKYMeHTOOOOpOTa W ympaB/eHHs B3aWMO/|eHCTBHEM.
www.directum.ru
9.Digital Design - NndbopmaiiionHbie CucteMbl YTipaBieHusi busHecom --/1e0mpon3BOACTBO U
apxuB. www.didges.ru
10. Fly-Doc. CucTema 371eKTpoHHOT0 apxuBa rpearnpustus. www.FlyDoc.ru
CaliTbl opraHu3aliii, OCyLeCTB/ISIOIUX CO3/laHre 3/IeKTPOHHBIX apXHBOB.
11.Kopriopaiust « neKTpOHHbIN apxuB». www.elar.ru
12.Kopyc Koncantunr. www.korusesm.ru
6.3 IIpodeccuoHaibHbIE 0a3bl JAHHBIX H HHGOPMAIHOHHO-CIIPABOYHbIE CHCTEMBI

Hoctyn K npodeccruoHanbHbIM 0a3am JaHHbIX: https://liber.rsuh.ru/ru/bases

VHdopmaloHHbIe CIIpaBOUHbIe CUCTEMBI:
1. KoHcynstasT ITnroc
2. T'apaHt


http://www.korusesm.ru/

Ne | HammeHoBaHue
n/m
1 MexxayHapo/Hble pedepaTUBHbIe HayKoMeTpuueckue B]I, mocTymnHble B paMKax
HalMOHaIbHOU NOAMUCKA B 2022 T.

WebofScience

Scopus
2 [TpodeccronanbHble OMHOTEKCTOBBIE B/], moCTynHbIe B paMKax HallMOHA/IbHOU
noanucku B 2022 r.

JKypnHanbsiCambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

2Kypuansi Taylor and Francis
3 [TpodeccroHanbHbIe TTOTHOTEKCTOBLIE B/]
JSTOR
V3panus 1o o011ieCTBEHHBIM U TYMaHUTapHBIM HayKaM
OnekTpoHHast bub/moTeka Grebennikon.ru
4 KomribroTepHsbIe CripaBOYHbIE MIPABOBbIE CUCTEMBI
Koucynbrant Iltoc,
I'apaHT

7. MarTepHa/IbHO-TEXHHYECKOoe o0ecrneyeHHe JUCHUTUITHHBI

B pa3mene yka3aHel  HeoOxogumoe it OOyueHWs JIMI[eH3MOHHOE TPOTrpaMMHOe
obecrieueHre (M3 PeKOMEH/IOBAHHOTO CITMCKa), 000pYZ0BaHUe, JAEeMOHCTPAlMOHHbIE TIPUOOPHI,
MyJIbTUMeHbIE Cpe/iCTBa, yueOHbIe (DUIBMBI, TpeHa)Kepbl, TpeOOBaHUS K ayJUTOPUSM —
KOMITBIOTEPHbIE K/IaCChl, aKa/JleMU4YecKhe WA CIe[UaibHO 000py/0BaHHbIE AyJUTOPUUA U
nabopaTopuu, HaIMuKe JJOCKU U T.7I.

Insi  obecrieueHUst JUCLIMTUTMHBI  UCIIO/B3YeTCS  MaTepHabHO-TeXHWUecKass 0asa
oOpa3oBaTe/bHOTO  yupeXx/eHus: yuyeOHble ayJAWTOPWH, OCHAI[EHHble KOMIBIOTEPOM U
TIPOEKTOPOM /I/Is IEMOHCTPALUK Y4eOHbIX MaTepHasoB.

Ons  TipoBefieHWs  ayJUTOPHBIX  3aHATHM  HEOOXOAWUM  CTaHAAPTHBIM  Habop
CrielMaM3upPOBaHHON yueOHOH Mebenw M yueOHOro 00OpyZOBaHMs, B TOM UHC/Ie ayJUTOpHas
Jocka (C MarHUTHOM TIOBEPXHOCTbIO Y HAabOOpOM TIpUCTIOCOOEeHWN [T KpervieHus
JIeMOHCTPAIIMOHHBIX MaTepuaioB), 3KpaH (Ha INTaTUBe WIM HaBeCHOH). s mpoBeseHUs
MPAaKTUYeCKUX 3aHSATHM, a TakKKe OpraHu3alid CaMOCTOSITeJIbHOM paboThl  CTY[eHTOB
HeoOXOZMM KOMITBIOTEPHBIM Kjaacc ¢ pabourMMy MecTamd, O0eCreurBalOLIMMHU BBIXOZ, B
WutepHet. Kpome Toro, /st HHGOPMaI[MOHHO-PeCypCHOTO 00ecrieueHus IPaKTUYeCKUX 3aHSTHN
HeoOXOZMM JIOCTYTI K CKaHepy, KOTTMPOBaIbHOMY arirapary U [IPUHTepY.

Peanu3aiusi yueOHOM TIpOrpaMMbI  [JOJDKHA 0OO0ECIeurBaTbCsl AOCTYTIOM  KaXK0To
CTy/leHTa K WH(OPMAIlMOHHBIM pecypcaM — YHHBEPCUTETCKOMY OubivoTeuHOMY GOHAY U
cereBbIM pecypcam WHtepHer. [Inisi ucnonb3oBanusi UKT B yuebHOM mpoijecce HeoOXOAMMO
Ha/IMuKe MPOrPaMMHOTO 00ecrieueHus, TI03BOJISFOIIETO OCYIIEeCTB/ISATh MOWCK WH(POPMaIvy B
cetu VIHTepHeT, cuCTeMaTHU3allUI0, aHa/IM3 U Mpe3eHTal[|ii0 MHPOPMaLiH, SKCIIOPT WHPOpPMaLuu
Ha 1M pOBbIe HOCHUTE/H.

Ins obecrieyeHusi yueOHOTO Tpoliecca HWCTob3yeTcs JureH3uoHHoe [10 Microsoft
(onepaimonHass cucrema WindowsXP Professional Bepcusi 2002 ServicePack 3, Word,
PowerPoint).

CocTaB IporpaMMHOTr0 0becreueHus:
1. Windows



2.  Microsoft Office

8. OGecrieuenne o00pa3oBaTe/ILHOIO TpoOIecca /Jisi JIML C OrpaHUYEeHHBIMHU
BO3MO)XHOCTSAIMM 3/I0POBbSl U UHBA/IH/IOB

B xopme peanu3aiiu AUCLIMIIIMHBI UCTIO/IB3YIOTCS CIeAYIOL[He OTIOIHUTETbHbIE METO/IbI
o0yueHus1, TEKYIIIeTO KOHTPOJISI YCIIeBaeMOCTU U TIPOMEXKYTOUHOM aTTeCTalliy 00yJaroluxcs B
3aBUCUMOCTH OT UX UHAWBU/YaTbHbIX 0COOEHHOCTEM:

® N7l C/IeTbIX U CIa00BUISAIINX: JIEKIIUH 0(DOPMIISIFOTCS B BH/Ie 3JIEKTPOHHOTO JJOKYMEHTa,
JIOCTYITHOT'O C TIOMOIIBI0 KOMITbIOTEepa CO CrelaTu3MPOBAaHHBIM TTPOrPaMMHBIM 00ecTieueHreM;
MTUCbMEHHbBIe 3a/IaHus BBITIOJTHSIOTCS Ha KOMITBIOTEPE CO CIel[Ma/Ii3UPOBaHHBIM MMPOrPaMMHbBIM
obecrieueHreM WM MOTYT ObITh 3aMeHEHbI YCTHBIM OTBETOM; 00eCrieunBaeTCsl MHAUBUYaTbHOE
paBHOMepHOe ocBelrleHre He MeHee 300 JIFOKC; /I/1s1 BBITIOJTHEHUS 3a/[aHUsI TIPU HEeOOXO[UMOCTH
TIPe/IOCTAB/ISIETCS YBETUUMBAIOIIEe YCTPOMCTBO; BO3MOXKHO TaKXKe MCI0/b30BaHUe COOCTBEHHBIX
YBEJIMUMBAIOIINX YCTPOWCTB; MUChbMEHHbIe 3afiaHusi O(GOPMIISIOTCS YBeTUYeHHBIM IIPU(PTOM;
9K3aMeH U 3a4éT TPOBOJATCS B YCTHOUW (hOopMe WM BBITIO/NHSIOTCS B MUCbMEHHOW (opme Ha
KOMIIbIOTEpE.

® I TIyXUX W CAa0OC/BIIIANIMX: JeKIUA O(QOPMJISIOTCS B BHAE 3/I€KTPOHHOTO
JOKyMeHTa, /100 TIpeAoCTaB/sieTCs 3BYKOYCUIMBAOIASl —armapaTypa HWHIWUBHAYaTbHOTO
T0/Ib30BaHMsA; THMCbMEHHbIe 3a/laHusl BBLITIOJHSIOTCS Ha KOMIbIOTEPe B IMHCBMEHHOUW (opme;
9K3aMeH U 3auéT MPOBOJATCS B MUCbMEeHHOU (hopMe Ha KOMITbIOTEpe; BO3MOXKHO TPOBE/IEHHE B
¢dbopMe TeCcTUpPOBaHUSI.

® /I WL} C HapyLIeHUsMUA OTIOPHO-JBUTATe/IbHOTO arapaTa: JIeKI[UH OhOpMIISIOTCS B
BUJle  J7eKTPOHHOTO  [JOKyMeHTa,  [OCTYITHOTO C  TIOMOIIbIO  KOMIIbIOTEpa  CO
CrielLMaM3UPOBaHHBIM TIPOTPAMMHBIM 00ecriedeHreM; TMCbMeHHbIe 3aZIaHHsI BHITIOMHSIOTCS Ha
KOMIBIOTEPE CO CIEIMaIM3UPOBAHHLIM TIPOTPaMMHBIM 00ecrieueHreM; 3K3aMeH M 3auéT
TIPOBOZSTCS B YCTHOM (hopMe WU BBITIOJHSIIOTCSL B TMCbMEHHOM (hopMe Ha KOMIbIOTepe.

[Tpu HEOOXOJUMOCTH MpeyCMaTPHUBAETCS YBETUUEHHE BPEMEHU JIJ1s1 TIOATOTOBKY OTBETa.

[Mpoieypa  mpoBeJjeHUsT ~ TMPOMEXKYTOUHOW  aTTeCTaluM [/ OOyYaroIuxcs
yCTaHABIMBaeTCsI C YY6TOM WX UHUBUAYATbHBIX TICUXOPU3NUECKHUX 0COOeHHOCTel.
[TpomesKyTOUHast aTTeCTaIvsi MOXKeT TIPOBOAUTHLCS B HECKOJTBKO 3TarioB.

[Tpu TpoBe/eHUM TIPOLIeYPhl OLEHWBAHHUSI Pe3y/IbTaTOB O0yueHHs TpeayCMaTpUBAeTCs
WCTIO/Ib30BaHWe TeXHUYEeCKUX CPEe/ICTB, HeOOXOAWMbIX B CBSI3W C WHUBUAYaTbHBIMU
0COOEHHOCTIMU 00yYaroLUXCsl. ITH CPeACTBA MOTYT OBbITb MPEeAOCTaB/IeHbl YHUBEPCUTETOM,
WA MOT'YT UCII0/Tb30BaThCs1 COOCTBEHHBIE TEXHUUeCKHe CPe/CTBa.

[TpoBesieHHe TIPOLIEAIYPbl  OLIEHWBAHWS  pe3y/bTaTOB  OOyuyeHWs1  [JIONyCKaeTcs C
WCTI0/Ib30BaHUEM JAUCTAaHIIMOHHBIX 00pa30BaTeIbHbIX TeXHOIOTHH.

ObGecrnieunBaeTcs A0CTyN K MH(GOPMAIMOHHBIM 1M OMO/MOrpaduueckKuM pecypcam B CETH
WuTepHeT [y Kakaoro oOyudatorerocss B ¢opmax, afaTUPOBAHHBIX K OTPAaHUYEHUsSIM HX
3/I0POBBS U BOCTIPUSATHS UH(POPMAI[UK:

® N7IsI CJIeTIbIX W C/Ia0OBUASIMX: B Me4aTHOW (opMe yBeTMUYeHHBIM IIPUGTOM, B Gopme
3JIEKTPOHHOTO IOKyMeHTa, B (hopme ayauodatiina.

® [/ TJIYXUX U C/1ab0C/TBIIIAIIMX: B TIeuaTHOU (opme, B popme 3/1IeKTPOHHOTO TOKYMEeHTa.

e 711 OOyYalOIIUXCSl C HapyIIeHUsIMU OTOPHO-[BUTaTe/IbHOrO arirapara: B Te4aTHOM
dbopme, B popMe 3/1eKTPOHHOTO IOKyMeHTa, B hopMe aygrodaiina.

YueOHbIe ayJUTOPUM /JIS1 BCEX BH/IOB KOHTAKTHOM M CAMOCTOSITEJIbHON pab0Thl, HayuHast
O6ubsoTeKa M WHBbIe TIOMeIleHus [ijiss 00yueHUsi OCHAIIeHbI CTiellasbHbIM 000py/IOBaHUEM U
yueOHBIMU MECTaMH C TEXHUUYEeCKUMH CPe/ICTBaMH 00yUeHUs:



® /I CJIEMBIX U C/Ia00BUASAIIMX: YCTPOWCTBOM /11 CKAHUPOBAaHUS U UTEHHsI C Kamepou
SARA CE; gucnineem Bpaiinsg PAC Mate 20; npuntepoMm bpaiing EmBraille ViewPlus;

® /I TJIyXUX U C/1a00OC/IBbIIAIIMX: aBTOMAaTU3UPOBAHHBIM PAabOUMM MECTOM ISt TIOel C
HapyllleHWeM C/TyXa ¥ C/1ab0C/BIIIAINX; aKyCTUUeCKUN YCUINUTETb U KOJIOHKY,

® 11711 00YyYalOLUXCsl C HAPYIIIEHUsIMU OTIOPHO-/IBUTaTe/IbHOTO arraparta: repeiBKHBIMHU,
peryivpyeMbIMM  3proHoMudeckumu  mnaptamu CHU-1; KOMIIBIOTEDHOM  TEXHUKOM  CO
CrielMabHBIM TTPOrPaMMHBIM 06ecrieueHHEM.

9. MeToanuyeckue MaTepuabl

9.1 IlnaHbl 1a00PaTOPHBIX 3aHATHI

MeToauueckue yKa3aHus M0 OpraHu3alui U NpoBeAeHHI0
TTosscHUTE/IBEHAA 3armcKa.

[lenp 3aHATHIA — W3yueHWe W CPABHUTE/IbHBINA aHA/U3 C YUETOM CHelUbUKA TTpobuIs
TIOJITOTOBKY, TIOJIO)KEHUM CTaHJ]aPTOB M MeTOJUYeCKUX pa3paboToK, periaMeHTHDPYIOIINX
TEXHOJIOTHU JI0JITOBPEMEHHOTO U TIOCTOSIHHOT'O XpaHEeHHUsT 3/IEKTPOHHBIX ZIOKYMEHTOB.

Beibop Tem st 3aHSATHM CBsiaH C AByMsi Haubosiee 3HAUMMBIMU HaripaB/IeHUSMU
Pa3BUTUSI TEXHOJIOTUH XpaHeHWs 3/IeKTPOHHBIX [JOKYMEHTOB — yueTa, omucaHus O]l u
obecrieueHHsI WX COXpaHHOCTH. TakKe CTYZEeHTbl HW3ydalOT TpPeOOBaHUS POCCHUMCKUX W
MEXKYHAapPOAHbIX CTaHAAPTOB K TMPOrPaMMHOMY OOeCTeueHHWI0 [l CO3/aHus U BeJIeHUs
3JIEKTPOHHOTO apXWBa OpraHu3alui. MeToAuKa MpOoBe/ieHrsT TIPAKTUUeCKUX 3aHITUN TI0 KypCy
CBsi3aHa C 3ajauell BbIOOpa MPOrpaMMHBIX MPOAYKTOB. CTyAeHTbl yuaTCs JaBaTh OLIEHKY
npodecCUOHAIOB MPOTrPaMMHBIM TIPOAYKTaM, CO3/[aHHBIM DPa3/IMYHbIMU pa3pabOTUMKaMu JIJist
WHGpOPMATH3al[UM OJHOW apXWBHOW TeXHOJIOTHMM (B [JAaHHOM C/y4yae — yuyeTa JOKYMEHTOB U
HMH(OPMaI[IOHHOTO TIOUCKA).

B Xxozme 3aHATHS CTy/leHTbl CHauaja HW3y4yalOT M KOHCIEKTUPYIOT CTaHJApThl U
MeToANUYecKre pa3pabOTKH, PYKOBOJCTBA I10/Ib30BATeNs], 3aTeM BBITIOHSIOT TPAaKTHUECKYHO
paboty. 3alaHus TIOCTPOEHBI M0 TIPUHIIMITY MO/E/UPOBaHMs peanbHONW cUTyaru. CTyIeHTb
JIOJDKHBI TIOJTyUUTh MacropT apXuBa, 3/IeKTPOHHBINA MyTeBOAUTE/b WIM OMWCh U T.A. [Ipu 3TOM
3a/laHUsl TIOCTPOEHBbI TaK, UTOObI OPUEHTMPOBATh CTY/IEHTAa Ha CAMOCTOSITEJIbHOE pellleHre
3a/laud M0 CO3/IaHHI0 Ha OCHOBe HWMeROIelicsi HOPMaTUBHO-METOJUUeCKOW 0a3bl JIOKaTIbHBIX
HOPMAaTHBHBIX aKTOB W Pa3pabOTOK /IS apXHUBa OpraHU3alivu.

B 3ak/toueHWe CTYZEHThI eal0T BBIBOABI O COBPEMEHHOM COCTOSIHUM HOPMaTUBHO-
MeTOoAMUeCcKor 0a3bl XxpaHeHus. D/I.
3aHATUS TIPOXOAST B KOMITBIOTEDHOM Kijacce, i paboTbl HEOoOXOJWMO TIPOTPaMMHOE
obecrieueHyre, yKa3aHHOeE /IJIs1 KaXKJ0H TeMbI 3aHSATHSL.

BbImonHeHre TeopeTUUeCcKor 1 MPaKTHUeCKOM UacTy 3a[jaHusI 110 KaXK0l TeMe OLIeHUBaeTCs Ha
1-5 6asnnos.

Tema 1 (4 uaca). Knaccudukaiiyist 371eKTPOHHBIX JOKYMEHTOB. 4 yaca.

Lleab pabompbl: N3ydyeHne NMPU3HAKOB KacCU(UKALMN 37IeKTPOHHBIX JOKYMEHTOB.

3adaHue:
V3yueHre TIpU3HAKOB KjiacCU(UKALMK 3M€KTPOHHBIX JIOKYMEHTOB, 00pa3yIoIUxcs B
JlesiTeNTbHOCTYA OpTraHK3al[ii Ha OCHOBEe HOPMAaTHBHO-MEeTOMUeCKUX JOKYMEHTOB.
Cucremarusalys pe3y/bTaToB B Tabsuile:

Ncrounuky nHdopmanuu [IpusHak KnaccudukauyoHnx
(HOpMaTUBHO-METOJUUECKHE TIOCOOWS) knaccudukal | ple rpynmbl, O/,
v D1 BbI/le/IeHHbIe Ha




OCHOBAHWU JIAHHOTO
TIpU3HAKa.

[TpaBuna OpraHu3anuu XpaHeHwus,
KOMITJIEKTOBaHUSI, ydyeTa U WCII0/Ib30BaHUS
JOKyMeH-TOB ApxuBHOro (oHza Poccuiickoi
desepaliiy U IPYTUX apXUBHBIX JOKYMEHTOB
B OpraHax rocyZiapCTBeHHOM B/IacTH, OpraHax
MEeCTHOTO CaMOYTIpaB/eHUs] U OpraHU3alusX.
M.,2015

PexkomeHOoayuu no KOoMnjieKmoeaHuro, yuemy
U OpeaHu3ayuu XpaHeHusi  3/1eKMpPOHHbIX
apxugeHblx ~ OOKYMEHMo8 8  dpXugax
opeaHuzayuli. M.: BHUUWTALL
2013//OnybaukosaHo Ha caiime «Apxuebl
Poccuu».
http://www.rusarchives.ru/methodics/index.sh
tml).

[TepeueHb TUIIOBBIX apXMBHBIX [IOKYMEHTOB,
00pasyronyxcss B Hay4YHO-TEXHUUECKON WU
NPOX3BO/CTBEHHOU JesITe/IbHOCTH
OpraHusalyi, C yKa3aHueM CpPOKOB XpaHeHUs
/ ®epep. apx. arentcrso, BHUUIA/. M.,
2008. — 382 c

'OCT P 54989-2012/ISO/TR 18492:2005
«Ob6ecnieuenye Jl0JITOBpEMEHHOM
COXPAaHHOCTU 3JIEKTPOHHBIX [JJOKYMEHTOB»,
yTBEPXK/IEHHbIM TpuKa3oMm PejepanbHOrO
areHTCTBa 1o TeXHUYEe-CKOMY
DEry/MpOBaHMUI0O M METPOJIOTUH  OT

17.09.2012 Ne 325-cT.

Hpyrue...

2. U3yueHue

Ha OCHOBe
JIOKYMEHTOB TMOCTOSTHHOTO ([0JITOBPEMEHHOI0) XpaHeHHUs».

MIPUHLMIOB NO(OPMaTHOM K/lacCU(PUKALMK 3/1IeKTPOHHBIX JOKYMEHTOB (Harpumep,

oryeta o HUP «CpaBHuTenbHbIM aHanu3 ¢opMaToB (aiioB 371eKTPOHHBIX
M.:PITY, 2013 //Onyba1koBaHO

Ha calite «ApxuBbl Poccumn». http://www.rusarchives.ru/methodics/index.shtml).,

Bbizenenvue Haubosee pacrpocTpaHeHHbIX (DOPMATOB M apXWBHBIX (DOPMATOB B KaXKAOH
Pa3HOBU/IHOCTHU TIpe/iCTaB/IeHUs] HHPOPMaIUH.
CucTeMaTH3anysi JaHHbBIX B TaOuIe:

Bup nipe/icTaBieHust | PacpocTpaHeHHbIe
rHbopMaLr

TI0/Tb30BaTe/IbCKIe
(hopMaThl.

ApxuBHBIe (popMaThl

CumBoOIbHad

['uneprekcroBas

'paduueckas
BEeKTOpHas1)
3BYK, BU/IEO U T.IL.

(pactpogas,

3./3yuenne coctaBa 0a3 [aHHbIX M 3JIEKTPOHHBIX DPeCypCcOB Ha TIIpUMepe KOHKPeTHOM
OpraHu3aryy.




CucreMaTu3alysi pe3y/ibTaToB B Tabsiuile:

[MpusHaku knaccudukanuu | KnaccudukaliioHHbie Ha3Banue
TPYTIIIBI MH(POPMALIMOHHBIX CHUCTEM,
VH(bOPMaLMOHHBIX

PeCypPCOB OpraHu3alu1

DyHKLUS, CTPYKTypHOe
nojipasziesieHue

LeneBoe HasHaueHue
VH(OPMaI[MOHHOW CHUCTeMbI
(aBTOMaTH3MpOBaHHAs CUC
TeMa yIpaB/eHUs, CHUCTeMa
KOHTPOJIS WCTIOJTHEeHUST
JIOKYMEHTOB, cucTema
aBTOMaTU3UPOBAHHOTO
MIPOEKTHPOBaHUS,
reorHbOpMal[MOHHas
CUCTEMa, 3KCIepTHast
cucTeMa M Jip.)

YpoBenb yripaBieHusi VC
(oTpacneBasi, peruoHabHasl,
cucreMa yrpaB/ieHUst
TIpe/ITIPUSITHEM, cucTema
yrpaBJieHust
TeXHOJIOTUUeCKUM
TIPOLIeCCOM)

Bus TipecTaB/ieHUst
vHdopmalmu, hopmarsbl.

[Mpouienypa yAocToBepeHust
OD.CHJIBI

Jpyrue npusHaku. ...

4. CocrapjieHHe TepeyHsi 37IeKTPOHHBIX JOKYMEHTOB OpraHM3al[uM, KaK yIpaBjieHueckuX, Tak U
Hay4YHO-TeXHUUYECKUX, C yKa3aHHeM CPOKOB XpaHeHUsl.
KoHmposbHble 80npochbi:
1) KakoBa crierjuguika npusHakoB Kjaaccupukanuu J/17?
2) C KakuMH LieJIsIMU OCyILleCTB/sieTcs Knaccupukarms I/17
3) B uem coctout 3HaueHre noopMaTHOM Knaccudukarmu S/ ?
Cnucok UCmoYHUKO8 U Aumepamypbi:
1.MicmoYHUKU OCHOBHble
1.0OcHoBHbIe rpaBusia paboThl apXyMBOB opraHu3atuii. M.,2003. I1. 4.
2.IlpaBuna opraHv3alMM XpaHeHWs, KOMIUIEKTOBaHUS, ydeTa U MCIO/b30BaHUS
JIokyMeHTOB ApxuBHOro ¢oHja Poccuiickoit ®esepaliii U ADYIrUX apXWBHBIX JOKYMEHTOB B
opraHax TroOCy/lJapCTBEHHON B/aCcTH, OpraHaXx MeCTHOTO CaMOYIIpaB/eHUsI M OpraHu3aLUsX.
M.,2015
3. TlepeueHb THUIOBBIX apXMBHBIX JOKYMEHTOB, 00pa3yrOIUXCs B HAYUHO-TEXHUIECKON
Y TIPOU3BO/ICTBEHHOM JIesiTe/TbHOCTH OpraHK3al[|ii, C yKa3aHWeM CpPOKOB xpaHeHuUs / ®Pejiep. apx.
arentctBo, BHUNAA. M., 2008. — 382 ¢
4. PekoMeH/lal[uM TI0 KOMIT/IEKTOBaHUIO, YUeTy W OpraHM3aliy XpaHeHUsl 3/IeKTPOHHBIX
apXVBHBIX [JOKYMEHTOB B apxvBax opraHusatui. M.: BHUUJA]], 2013//Ony6imKoBaHO Ha
caiite «ApxuBbl Poccumn». http://www.rusarchives.ru/methodics/index.shtml)



5. CpaBHuUTe/IbHBIN aHamu3 (GopMaToB (aiisioB 3/1IeKTPOHHBIX JJOKYMEHTOB TMOCTOSTHHOTO
(monroBpeMeHHoro) xpaHeHusi». Otuer o HUP. M.:PTTY, 2013 //OnybsmMkoBaHO Ha caiite
«ApxuBbl Poccun». http://www.rusarchives.ru/methodics/index.shtml).

2.MlcmoyHuKu 0ono/nHuUmesnbHble.

OcHOBHBIE TIpaBU/Ia PabOTHI C HAYUHO-TEXHUUECKOW IOKYMeHTallell B OpraHu3alusax
Ha npegnpuaTusx. M., 2003. T1.3.1.

F'OCT P 54989-2012/ISO/TR  18492:2005 «ObecrieueHre  [JOATOBPEMEHHOM
COXPAHHOCTU 3/IEKTPOHHBIX JOKYMEHTOB», YTBeP)KJeHHbIN MprKa3oM PejiepasbHOTO areHTCTBa
I10 TeXHUUYECKOMY peryJrupoBaHuio U MeTposioruu ot 17.09.2012 Ne 325-cT.

2.1. Jlumepamypa OCHOBHAS.

3anaes I'.3. AHanu3 U KiaccU(UKaLYs 3/1IeKTPOHHBIX J0KYMeHTOB//BeCTHUK apXWBHUCTa.
1999. Ne 2. C . 60-61.

BapnamoBa JI.H.,, fraHoBa A.A. OTKpbITble CTaHJApThl U OTKPbITbie (OpPMaThI
3/IeKTPOHHBIX 0KymMeHTOB // [denonpousBoacto. 2009. Ne 4. C. 23 — 28. ehttp://www.top-
personal.ru/officeworkissue.html?8

Onm xe. CBoOoIHOE MporpaMmHoe obecrieueHre W OTKPbIThle (opmatbl B Poccuu  //
HenorpousBozactBo. Ne 2010. Ne 1. C. 29 — 33

2.2.  Jlumepamypa 0OnoAHUmMeAbHasl.
3apy0OesKHbIN OMBIT YIIpaB/ieHUs 3/IEKTPOHHBIMU I0KYMEHTaMU U OpraHu3aliiy Ux
apXMBHOr0 XpaHeHus. — M., 2014.

TuxonoB B.M., FOmmH B.A. CoBpeMeHHble KOHLIETILUU 3/I€KTPOHHBIX JOKYMEHTOB //
OreuecTBeHHbIe apxuBbl. 1999. Ne 1.

TrxoHoB B.M. 3amauv apxvMBHOr0 XpaHeHHUs 3/IEKTPOHHBIX JOKYMEHTOB: M3 orbiTa L[A-
O2OHM// OteuectBeHHble apxuBbl. 2010. Ne 3. C. 51-60.

3.I1epeuenb pecypcoe UHGPOPMAYUOHHO-MeAeKOMMYHUKAYUOHHOU cemu «MIHmepHem».

1. ApxuBel Poccun. [OtpacneBoit moprtan "ApxuBbl Poccuu" HaxXoAuTCs TIOf

naTpoHaToM ®eflepasbHOTO apXUBHOTO areHTCTBa (PocapxuBa)]; [DniekTpoHHBIN pecypc]
— OeKTPOH. JIaH. — M., [2001-2015]. — Pexxum JocTymna:
http://www.rusarchives.ru/guide/fed_gd.shtmlwww. cBo6oaHbI#. — 3ar/. ¢ sKpaHa.

2. Koncantunrosas rpyra Tepmuka [3n1eKTpOHHbIN pecypc]. — DeKTpoH. JaH. — M.,

[2012]. — Pexkum goctyma: http://www.termika.ru/. — 3arJ. c 3KpaHa.

3. EDOU.RU [JnekTpoHHbId pecypc]: LleHTp KoOMMeTeHLMH 10 BOMpPOCAM
JIOKYMEHTAI[MOHHOT'O 00ecrieueHus yrpaBIeHUs] U apXUBHOTO Jieyla. — JJIeKTPOH. JaH. — [M.],
cop. 2013. — Pexxum poctyna: http://www.edou.ru/dou/. — 3ars. c sKpaHa.

5.MamepuanbHo-mexHuUueckoe obecneyeHue OUCYUNAUHDI.

YyeOHBIM KOMITbIOTEPHBIA Kacc (CM. 1. 8. Marepua/ibHO- TeXHHUeCcKoe obecrieueHre
MUcLUIUIMHGL ) TIporpaMMHOe obecrieueHue:

WHudopmaiiioHHo-cripaBoyHasi cucreMa apxuBHOM otpaciu (MCCAO),]. — 3neKTpoH.
naH. — M., [2012]. — Pexkxum goctyna: http://www.termika.ru/. — 3ars. c 3KpaHa.

Tema 2. (4 waca) MeTtojiueckre OCHOBBI yueTa 3/1eKTPOHHBIX JOKyMEHTOB.

Lenb 3ausamus: usyyeHue TmoHsTHM «Eaunuia xpanenus O/» u «Eavnuia ydyera 3/»,
CUCTeMbl apxXMBHOTO ydyeTa U omnucaHus O]l COrnacHO CylecTBYHOIIel HOPMAaTUBHO-
MeToAnUeCcKoi Oase.

3aoaHus:

N3yuuTh HOpMaTUBHO-METOAUYECKOe JOKYMEeHTHI 110 yueTy O/I.

Pe3ynbTaThl CUCTEMATHU3MPOBATh B BU/ie TabIULbI:

Metouueckue Enuauna [Eavauna yHETa’l(OHTeﬁHep )il SJIeKTPOHEDOpMLI
rmocooust XpaHEeHUsI Hoe fieyio [yueta /]



http://www.rusarchives.ru/methodics/index.shtml

2.

3.

4.

OCHOBHBIE TIpaBWJIA
paboTbl ~ apXWBOB
OpraHu3aLyi.

M.,2003. II. 4.

[IpaBuna
OpraHu3aLu
XpaHeHus,
KOMII/IEKTOBaHUS,
yueTa Y
VICII0/Ib30BaHUs
[TOKYMEHTOB
ApxvBHOro (hoH/aA
Poccuiickou
Dejepalyu U
NPYTUX  apXUBHBIX
[TOKYMEHTOB B
OopraHax
roCyZ,apCTBeHHOU
B/IACTH, opraHax|
MeCTHOIO
CcamoyTipaB/ieHUs] U
OpraHu3arysx.
M.,2015

PekomeHzalm 110
KOMIL/IEKTOBaHUIO,
yueTy i
OpraHu3alu
XpaHeHUst
9JIEKTPOHHBIX
APXUBHBIX
NTOKYMEHTOB B
apxuBax
opraHusauu. M.:
BHUMOAL, 2013/
Ony6/MKOBaHO — Ha|
caure «ApXUBBI
Poccun».
http://www.rusarchi
ves.ru/methodics/in

dex.shtml)

N3yuuth ABUKEHUS U TeXHOJIOTUUeCKUe MUTpaLiiy, IIPOUCXOAILIMe C KoMIuleKcoMm O/ B apxuBe
OpraHu3aLvy.
Ha ocHoBe 3aiauu 110 y4yeTy COCTaBUThL KapTOUKY yueTa eJuHULbI yueTa O/I, akThl MUTpaLIUA U
riepesanucy JO/], )KypHasibl MUTPaLMU U [1epe3arvicy, KHUI'y yuyeTa U NoCTyIuleHus D/,
CocTaBUTL Ha OCHOBE METOAUYECKUX [JOKYMEHTOB COCTaBUTb WHCTPYKLMIO M0 yueTy O/l B
KOHKDeTHO!M OpraHu3aliiy, OTpa3uB yueTHble (DOpPMbI, B KOTOpble 3aHOCATCS BCe /BIWKeHUs O]
(mocTyrieHue, BHIObITHE, YHUUTOXKEHHe, MUTPaLVisi, TIepe3arich)

5. CdopmupoBaTs geno dhoHza.
KonmposnbHble onpocbi:



1)

2)
3)
4)

[aitTe onpejeneHyvsi eJMHULIBI XpaHeHNUs U eUHULIBI yueTa O/]. Kakue pa3nuuHble MOAXOAbI K
OTpe/ie/IeHUI0 STUX MOHSATUM CyLL[eCTBYIOT B MeTOMUeCKOU uTeparype?

[aiiTe onpefiesieHrie TEPMHHOB «3/IEKTPOHHOE JIeJ10», «KOHTelHep D/I».

Ha3oBute ocHOBHbIe yueTHbIe (hopMbl /1.

B yem otmums fena donga 3/ ot fena ¢hoHa JOKYMEHTOB Ha TPaJULIMOHHBIX HOCHUTEJISX?

Cnucok ucmoyHuKo8 u aumepamypbl
1.McmoyuHUKu OCHOBHble
OcHOBHBIe TIpaBw/Ia pabOTh apXKUBOB opraHu3anuii. M.,2003. I1. 4.

[IpaBusia opraHu3alu XpaHeHWs,, KOMILIEKTOBAaHUS, yueTa U MCIOJb30BaHUS [OKYMEHTOB
ApxuBHoro ¢onga Poccubickoii ®esepalii U JAPYrMX apXWBHBIX [OKYMEHTOB B OpraHax
rocy/lapCTBeHHOM B/IaCTH, OpPraHax MeCTHOT0 CaMOyTpaB/ieHust U opranusanusix. M.,2015
PekomMeHziaLMy 10 KOMIJIEKTOBaHUIO, YUETY U OpraHU3aliii XpaHeHHUs 37IeKTPOHHbBIX apXUBHbBIX

JOKYMEHTOB B apxuBax opraHusammii. M.:. BHUMIOA]], 2013//OnybivkoBaHO Ha caiite
«ApxuBbl Poccun». http://www.rusarchives.ru/methodics/index.shtml)
PekomeHzalMu 1o KOMIJIEKTOBAHUIO, YUeTy U OpraHU3aliii XpaHeHUs 371eKTPOHHBIX apXHUBHBIX
JOKYMEHTOB B TOCyJapCTBeHHbIX M MYyHUIMNaJbHbIX apxuBax M.: BHUUJA],
2013//Omyb6mKoBaHO Ha caiite «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).

2.MlcmouHuKu 0ono/sHuUmesbHble.
OcHoOBHBIE TIpaBWIa pabOThl C HAayYHO-TEXHUUECKOW AOKyMeHTaleli B OpraHW3aiusx W Ha
npeanpusatuax. M., 2003. I1.3.1.
2.1. Jlumepamypa OCHOBHUS.
2.2.  Jlumepamypa 0ono/sHUmMebHasl.

3apy0Oe)KHBIN OTBIT YIIpaB/ieHUsT JIEKTPOHHBIMH JJOKYMEHTaMH M OpTraHM3al[ui UX apXUBHOTO
xpaHeHus. — M., 2014.
Tuxonos B.M., HOmwwmH B.A. CoBpeMeHHble KOHLEMLIUU 3JIEKTPOHHBIX [JOKYMEHTOB //
OreuectBeHHbIe apxuBbl. 1999. Ne 1.
TuxoHoB B.M. 3amauv apXyMBHOIO XpaHEHWs 3JIeKTPOHHBIX [OKYMEHTOB: U3 ombiTa LIA-
O2HM.// OteuectBenHble apxusbl. 2010. Ne 3. C. 51-60.
3.ITepeyeHb pecypcoe UH(POPMAYUOHHO-MeAeKOMMYHUKAYUOHHOU cemu «MHmepHem».

1. ApxuBbl Poccuu. [OtpacneBoii mopran "ApxuBbl Poccuu" HaxXxoAWTCS 10/ TaTPpOHATOM
denepa/ibHOTO apXUBHOTO areHTCTBa (PocapxuBa)l; [DsiekTpoHHBIM pecypc] — DJIeKTPOH.
JIaH. — M., [2001-2015]. — Pexxum JocTymna:
http://www.rusarchives.ru/guide/fed_gd.shtmlwww. cBo6oaHbI#. — 3ari. ¢ sKpaHa.

2. KoHcanrtunrosas rpymma Tepmuka [9neKTpoHHbIN pecypc]. — JneKTpoH. gaH. — M., [2012].
— Pexxum poctyma: http://www.termika.ru/. — 3aru. ¢ skpaHa.

3. EDOU.RU [DnektponHbIii pecypc]: LleHTp KOMIIeTeHIIMU 10 BOMPOCAM JA0KYMEHTALIMOHHOTO
obecrieueHus yIipaB/ieHUsI U apXUBHOTO Jiefia. — DMeKTPoH. JaH. — [M.], cop. 2013. — Pexxum
pJocrtyna: http://www.edou.ru/dou/. — 3ar. ¢ skpaHa.

5.MaTepuanbHO-TeXHHUYeCcKoe obecrieueHre JUCIUTIAHBL.

YueOHBI KOMITBIOTEPHBIA Kimacc (cM. 1. 8. MaTepuanbHO- TexXHHUUecKoe obecrieueHue
MUcLUIUIMHGL ) TIporpaMmMHOe obecrieueHue:

NudopmaiiioHHo-cripaBoyHasi cuctemMa apxuBHoi otpaciu (MCCAOQO), ]. — OneKTpoH. JjaH. —
M., [2012]. — Peskum pocTtyta: http://www.termika.ru/. — 3ar. ¢ skpaHa.

Tema 3. (4 waca) MeTojiueckrie OCHOBBI OIHCAHUSI 3/IEKTPOHHBIX JOKYMEHTOB.


http://www.rusarchives.ru/methodics/index.shtml

Henb 3ausamusi:u3yueHue  TOHATHMM «eJuHULA onMcaHus Ol» , CylecTBYIOLUX
CTaH/lapToB ornucaHus D/] cornacHo CylecTBYOLel HOpMaTUBHO-MeTOInuecKoi base.
3adaHus:
1. HM3yunTb HOPMATUBHO-METOJUYECKOe JOKYMEHTHI 10 ONUCcaHuio /1.
Pe3ynbTaThl CHCTEMATHU3MPOBATh B BH/ie TabIULBI:
Metoauueckre [EnuHuLA HbopMarioHHO Br/b CocraB
moco6ust (evHMLIBI) -[IOUCKOBBIE MH(OPMAaLMOHHO CONIPOBOAU-
orvcaHus O[]  [XapaKTepUCTUKU FITOUCKOBBIX TeTbHOU
eJUHUL] CIIDAaBOYHUKOB  |[JOKyMeHTAaL1H,
OTTCAHUS TpeOOBaHUS K ee
COCTaBJ/IEHUIO.

OCHOBHBIE
rnpaBuia pabOTHI
ApXWBOB
OpraHu3aLuil.
M.,2003. IT. 4.
[TpaBua
OpraHu3aLu
XpaHeHUs,
[KOMIL/IEKTOBaHUS
, yuera 5]
MCII0JIb30BaHUS
[TOKyMEHTOB
/ApPXUBHOTO
boHzga
Poccurickon
Deneparuu 15|
APYIuX
APXUBHBIX
[TOKyMEHTOB B
opraHax
rOCy/apCTBEHHO
1 BJIACTH,
opraHax
MeCTHOT O
CcaMOyIipaBJ/IeHUs
M OpraHu3aLusx.
M.,2015
PekoMeHgaruu
o
KOMILIEKTOBaHH!
0, yuyery W
OpraHu3aLyu
XpaHeHUst
S7IeKTPOHHBIX
APXMBHBIX
[JOKyMEHTOB B
apXuBax
OpraHu3aLui.
M.: BHUUOA




2013//Ony6auko
BAaHO Ha caire
«APpXUBBI

Poccun».  http:/.
www.rusarchives

.ru/methodics/ind

ex.shtml)
2. V3yuuTh repeueHb MHGOPMALIMOHHBIX CUCTEM U 0a3 JaHHBIX OpraHu3aiuu (cM. Temy 1.).
3. Ha ocHOBe mepeuHss COCTaBUThH OMNUCh O]l TMOCTOSHHOTO XpaHEHWs OpraHu3allvy,
BCIIOMOTaTe/IbHBINM CIIPaBOUHbIN arirapar K Hel, COTIPOBOAUTE/TbHYIO 10KyMeHTaLIUIO.
4, CocTaBUTh Ha OCHOBE METOAMUYECKUX [JOKYMEHTOB MHCTPYKIMIO M0 omucaHuio D/ B

KOHKDETHOM OpraHu3aliiy, OTpasvB BU/bl HH(OPMALIMOHHO-TIOUCKOBBIX CIIPABOUHUKOB,
00BEKThI OMHCaHUs,, WHGOPMAI[MOHHO-TIONCKOBBIE XapaKTEPUCTHUKUA Pa3/UUHbIX 00BEKTOB
ornvcaHusl (eJUHULIBI yUeTa, IOKyMeHTa, TUPeKTOpHH, (hatina, Tabiumilel 6a3bl JaHHBIX).
KoumponbHble onpochl:

1) Kak pa3iuuaroTcs eJUHULIBI onrcaHus O/] B pa3/TMuHBIX METOJUUECKUX TTOCOOUIX?

2) Kakue cnenuduryeckie MH(OOPMAaI[MOHHO-TIOMCKOBbIE XapaKTepUCTUKU D/I MCIo/b3yHTCs TIpU
HX OIUCaHUU?

3) KakoB coctaB M Ha3HaueHWe COMPOBOAUTE/NIbLHON [AOKyMeHTauuu? KakumMu  cTaHAapTaMu
perjiaMeHTHpOBaH ee COCTaB?

Cnucok ucmouyHuKo8 u Aumepamypbl
1.Md\cmoyYHuUKu OCHO8Hble
OcHoBHbIe TIpaBU/Ia paboThl apXuUBOB opraHu3anuii. M.,2003. I1. 4.

[IpaBuia opraHu3alMu XpaHeHWs, KOMIIEKTOBaHMS, yueTa M MCIO/b30BaHUS JOKYMEHTOB
ApxuBHoro ¢osga Poccuiickoit ®epepaliid W [ADYTHUX apXWBHBIX [JOKYMEHTOB B OpraHax
rocyZlapCTBeHHOM B/IaCTU, OPraHax MeCTHOTO CaMOYyTIpaB/ieHus1 U opraHu3aiusx. M.,2015
PekomeHzialy 1o KOMIUIEKTOBaHUIO, YUeTYy U OPraHU3aliii XpPaHeHUs 3JIeKTPOHHBIX apXUBHbBIX
JIOKYMEHTOB B apxuBax opraHwzamui. M.: BHUUJA, 2013//OnybnukoBaHo Ha caiiTe
«ApxuBbl Poccum». http://www.rusarchives.ru/methodics/index.shtml)

PekoMeHzialy o0 KOMILJIEKTOBAHUIO, YUETY U OpPraHM3aliy XpaHeHUsl 3/1eKTPOHHBIX apXUBHbBIX
JOKYMEHTOB B TOCYJapCTBeHHbIX M MYHUIMNAIbHbIX apxuBax M.: BHWUIA]
2013//Ony6mKoBaHO Ha caiire «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).
CocraBrieHre apXUBHBIX OINUCEN B 37IeKTPOHHOM (pOpMe U MX MHTerpanusi B MH(pOPMAaLMOHHYIO
MHQPaCTPyKTypy TOCYZApCTBEHHbIX M MYHULMNA/IbHBIX apXHBOB. M.:. BHUWOAL,
2013//Ony6mKoBaHO Ha caiire «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).
1.2.McmoyHuUKu 0ono/sHUmMesbHble.
'OCT 28388-89. «Cucrembl 06paboTky uHpopManyu. [JOKyMeHTbl Ha MarHUTHBIX
HOCUTeNsX JaHHbIX. [TopsIOK BIMOIHeHUs U obpaiieHus». M, 1991.
OcHOBHBbIe TpaBU/Ia PaboOThI C HAYUHO-TeXHUUECKOW /JOKYMeHTalliell B OpraHu3aLusax
Ha nipeanpusatuax. M., 2003.
2.1 J/lumepamypa OCHOBHaS.
TuxoHoB B./. 3amaun apxXvBHOTO XpaHEeHUs! 3/IEKTPOHHBIX JOKYMeHTOB: U3 onbita LIAJIOHM.//
OrteuectBenHsble apxuBbl. 2010. Ne 3. C. 51-60.
2.2. Jlumepamypa donoaHumenbHas.
3apyOe>KHBIN OIBIT YTIPaB/IeHUs 3JIeKTPOHHBIMUA JJOKYMEHTaMH M OpraHM3aljiyd WX ap-XUBHOTO
xpaHeHus. — M., 2014.-388 c.
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1)
2)
3)

3.IlepeueHb  pecypcoe  UH(POPMAYUOHHO-MeNeKOMMYHUKAYUOHHOU  cemu  «MHmepHem»,
Heobx00uMblll 0151 0C80eHUS OUCYUNIUHBI (MOOY/S1)

1. ApxuBbl Poccun. [OtpacneBoii mopran "ApxuBbl Poccuu" HaxoAMUTCS 107, MaTpOHATOM
denepa/ibHOTO apXUBHOTO areHTCTBa (PocapxuBa)l; [DsiekTpoHHBIM pecypc] — DJIeKTPOH.
JIaH. — M., [2001-2015]. — Pexxum JlocTymna:
http://www.rusarchives.ru/guide/fed_gd.shtmlwww. cBo6oaHbI#. — 3ars. ¢ sKpaHa.

2.1leHTp KOMITeTEHLIMM TI0 BOIPOCAM [JOKYMEHTAl[MOHHOTO O0ecreueHusi yIpaB/ieHUs |
apXUBHOTO Jiefia; [DneKTpoHHbIN pecypc] — DJeKTpoH. AaH. — M., [2013]. — Peskum gocTymna:
www.edou.ru, cBoO0JHbBINA. — 3arJl. ¢ KpaHa.

4.MarepuanbHO-TeXHUUeCKoe obecrieueHre AUCIUTIIUHEI.

YueOHBI KOMITBIOTEPHBIA Kimacc (cMm. 1. 8. MaTepuanbHO- TexXHHUUecKoe obecrieueHue
MUCLUMIUIMHGL ) TIporpaMMHOe obecrieueHue:
NudopmaiiioHHo-cripaBoyHasi cuctemMa apxuBHoi otpaciu (MCCAOQ), ]. — OneKTpoH. JjaH. —
M., [2012]. — Peskum poctyta: http://www.termika.ru/. — 3ars. ¢ skpaHa.

Tema 4. (4 uaca). CTpyKTypa ¥ OpraHv3aliyisi apXvBa 371eKTPOHHbBIX JOKyMEHTOB.

Ienb 3auamus: wW3ydyeHHWe MeTOAUYECKUX OCHOB CO3/laHUSl 3JIEKTPOHHOI'O apXvBa
OpraHu3allii B COOTBETCTBUU C HOPMATUBHBIMU yCJIOBUSIMU XpaHEeHUSI.

3adaHue:
V3yunTh HOpPMAaTHBHO-METOAUUECKYl0 0a3y XpaHeHUsl 3/eKTPOHHBIX [JOKyMeHTOB B P®,
TpeboBaHMSI K XpaHWIHWIy, O00Opy/JOBaHMIO, PpeXWMaM XpaHEHUs, TeXHHUUECKOMY H
MporpaMMHOMY oOecTieueHHt0, MepcoHany. BBISBUTb OCHOBHbIe (YHKLMM, HarpaBjieHHble Ha
obecrieueHrie COXPaHHOCTHU JIOKYMEHTOB.
Ha ocHOBe HOpMAaTMBHO-METO/WYECKOW 0a3bl COCTAaBUTH I0JIOYKEHHE 00 3/IeKTPOHHOM apXHBe
KOHKDeTHOM OpraHu3alyy, yKas3aB 3alaud M (YHKLMU 5/eKTPOHHOIO apXvBa, ero IIpasa,
00s13aHHOCTH ¥ OTBETCTBEHHOCTb, B3aMMOOTHOIIIeHUs ¢ cayxboi UT, cnyx6oit [JOY, apxuBom,
OT[e/IOM KaZIpOB U [IPYTMMHU CTPYKTYPHBIMU T[OJpa3fe/leHUssMU, B [1eATe/lbHOCTH KOTOPBIX
00pa3yroTcs 371eKTPOHHbBIe JOKYMEHThI TIOCTOSIHHOTO U /10/ITOBPEMEHHOI0 XpaHeHusl.
PaspaboTaTth TexHWYeCKOe 3a/[aHe TI0 OCHAIL[eHWIO0 37eKTPOHHOI0 apXvBa He00XOJUMbIM
obopyJoBaHueM /il XpaHeHUsl [JOKYMEHTOB Ha pa3/IMuHbIX TWIaxX HocuTene. PaccuuraThb
V3/1eP’KKU Ha peasn3aljyio NIPOeKTa.
CocTaBUTh HWHCTPYKIMIO 1O obecrieueHW0 coxXpaHHOCTH O] B apxXxuBe OpraHu3alyy,
BK/TIOUAIOILYIO OTMKCaHKe TPOoLeyp, He0OXOAUMBIX [/l TIO//iePyKaHus >KU3HEHHOro Iukia O/
CO CChUTKaMU Ha HeoOxouMoe 0bopyZoBaHue (CM. 1. 3) U yueTHbIe (POPMBbI, PUKCUPYIOIHE 3TH
nipoLeAypsl (CM. 3aaHue 2.)
KonmponbHble 80npochl.
KakoBsl (hyHKIMY apXUBa 371eKTPOHHBIX JOKYMEHTOB?
KakoBbl HOpMaTUBHBIe TpeOOBaHUS K XpaHUIHUIIY D/?
KakoBbl HOpMaTHBHBIE TPeOOBaHHS K pe)KUMaM XpaHeHust D/1?
Kakue npoueaypsl HeOOXOAUMO OCYLIECTB/SATb [JJis TOJJep)KaHUs >KU3HEHHOro LWKaa J/?
Kakue yyeTHble JOKyMeHTbI UX (GUKCHUPYIOT?

CnMCoOK UCTOYHUKOB U JTUTEPATyPbl
1.IcTOYHHKH OCHOBHBIE
OcHOBHBIe MpaBu/a paboThkl apXHUBOB opraHu3anuii. M.,2003. TI. 4.



[IpaBuia opraHu3salMM XpaHeHWs, KOMIUIEKTOBaHMS, yueTa M MCIO/b30BaHUS JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @epepaliid W [APYTHMX apXWBHBIX [OKYMEHTOB B OpraHax
rocyZlapCTBEHHOM B/IaCTU, OPraHax MeCTHOTO CaMOYyTIpaB/ieHus1 U opraHu3aiusx. M.,2015
PekoMeHzaLMy 10 KOMIJIEKTOBaHUIO, YUeTy U OpraHU3aliii XpaHeHHs 37IeKTPOHHbBIX apXUBHbBIX
JOKYMEHTOB B apxuBax opraHusammi. M.. BHUMIAJ], 2013//Ony6ivkoBaHO Ha caiTe
«ApxuBbl Poccun». http://www.rusarchives.ru/methodics/index.shtml)

PekomMeHzia1y o KOMILJIEKTOBAHUIO, YUETY U OpraHM3allid XpaHeH!sl 3/1eKTPOHHBIX apXUBHbBIX
JOKYMEHTOB B T[OCYyJapCTBeHHbIX W MyHULMNalbHBIX apxuBax M.: BHUUIAL,
2013//Ony6/mKoBaHO Ha caire «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).

I'OCT P 54989-2012/ISO/TR 18492:2005 «OGecreueHre AOATOBPEMEHHOM COXPAaHHOCTH
3/IeKTPOHHBIX JOKYMEHTOB», YTBep)KJeHHbI mprKa3oM @PejepasbHOTO areHTCTBa IO
TeXHUYeCKOMY pery/aupoBaHuio U MeTpoJioruu ot 17.09.2012 Ne 325-cT.

@OyHKI[MOHa/IbHBIE TpeOOBaHUSI K WH(MOPMALIMOHHBIM CHCTEMaM apXWUBOB 3JIeKTPOHHBIX
JIOKyMeHTOB opraHusaimii. M:PocapxuB, BHUMIA/. 2014 //OnybivkoBaHO Ha caiite
®ezepaIbHOTO apXUBHOTO areHTCTBa http://archives.ru/documents/methodics.shtml

1.2.VICTOUHHKHU [OIOJIHUTE/bHEIE.

I'OCT P[] 50-524-84 «IlopsifoK XpaHeHUs JOKYMEHTOB Ha MalllMHHBIX HOCUTeIaX». M, 1985.
'OCT 28388-89. «Cucrembl 00paboTku nHbopMarui. JoOKyMeHTbI Ha MarHUTHBIX HOCHUTEJISIX
JaHHBIX. [TopsiIOK BBITIOJIHEHUS U obOpaitieHus». M, 1991.

OcHoOBHBIE TIpaBWIa pabOThl C HAayYHO-TEXHUUECKOW AOKyMeHTaleli B OpraHW3aiusx W Ha
npeanpuaTuax. M., 2003.

CpaBHUTeNbHBIM aHanu3 @opmaToB (ali/ioB  3/1IeKTPOHHBIX  JOKYMEHTOB TOCTOSIHHOTO
(monroBpeMeHHoro) xpaHeHusi». Otuer om HUP. M.:PITY, 2013 //OnybiukoBaHO Ha caiiTe
«ApxuBbl Poccun». http://www.rusarchives.ru/methodics/index.shtml).

2.1 Jlureparypa OCHOBHas.

TuxoHoB B.Y. 3azauu apXUBHOI'O XpaHeHUs! 3/IeKTPOHHBIX JOKYMeHTOB: 13 ornbita LIAZIOHM.//
OteuectBeHHble apxuBbl. 2010. Ne 3. C. 51-60.

2.2.  Jluteparypa [OIO/IHUTe/IbHAS.
3apyOe)KHbIN OMBIT YIIpaBAeHUs] 3/IEKTPOHHBIMHU [OKyMEHTaMH W OpraHU3alliy WX apXWBHOTO
xpaHeHnus. — M., 2014.-388 c.

3.IlepeueHb  pecypcoB  WHGOPMAI[MOHHO-TE/IEKOMMYHUKALIMOHHOW — ceTH  «VIHTepHeT»,
He0OXOIUMBIH /IJ1s1 OCBOEHUS! AUCIUITUHBI (MO/Y/Is1)

1. ApxuBbl Poccun. [OtpacneBoii mopran "ApxuBbl Poccuu" HaxoAMTCS T0f, MaTpOHATOM
denepa/ibHOTO apXUBHOTO areHTCTBa (PocapxuBa)l; [DsiekTpoHHBIM pecypc] — DJIeKTPOH.
JIaH. — M., [2001-2015]. — Pexxum JlocTymna:
http://www.rusarchives.ru/guide/fed_gd.shtmlwww. cBo6oaHbI#. — 3ars. ¢ sKpaHa.

2.1leHTp KOMITeTEHLIMM TI0 BOIPOCAM [JOKYMEHTAl[MOHHOTO O0ecreueHusi yIpaB/ieHUs |
apXUBHOTO fiefia; [DeKTpoHHbIN pecypc] — DJeKTpoH. AaH. — M., [2013]. — Peskum gocTymna:
www.edou.ru, cBoO0JHbBINA. — 3arJl. ¢ KpaHa.

4.MarepuanbHO-TeXHUUeCKoe obecrieueHre AUCIUTIIUHEI.

YueOHBI KOMITBIOTEPHBIA Kimacc (cM. 1. 8. MaTepuanbHO- TexXHHUUecKoe obecrieueHue
MUcLUIUIMHGL ) TIporpaMmMHOe obecrieueHue:
NudopmaiiioHHo-cripaBoyHasi cuctemMa apxuBHoi otpaciu (MCCAOQO), ]. — OneKTpoH. JjaH. —
M., [2012]. — Peskum pmocTtyta: http://www.termika.ru/. — 3ars. ¢ skpaHa.
CD-ROM «O6opyoBaHue /s roCy/jlapCTBeHHBIX apxuBoB» (M.:BHUMJA/, 2201-2015)



Tema 5. (4 uyaca) MeTouuecKre OCHOBBI BbIOOpPa MpOrpaMMHOe obecrieueHue [jisi CO3ZaHus
3JIEKTPOHHBIX apXUBOB OpraHU3aL|ui.

Ilenb 3aHamusi: u3yueHWe TpeOOBaHWM U KpUTepHeB BbIOOpa COBPEMEHHOTO
MIPOrPaMMHOTO 00ecrieueHUs: B 00/1aCTU 1[@HTPA/IM30BaHHOTO XPAaHEHWs JJaHHBIX Pa3/IMYHBIX
¢dbopmaToB.

3adaHue:

V3yunte HOpPMaTMBHO-MeTOJWYECKHWEe [JOKYMEHTBI, perjiaMeHTHUpyIoiie TpeboBaHUS K
MIPOrPaMMHOMY 00eCITeUeHHI0 3/IEKTPOHHOTO apX1Ba.
WToru cucreMaTU3UpyWTe B BU/e TaO/IHL[BI

O6uume [ononuurensHble ¢pyHKMKM [10, ocyiecTBASAIOLIEr0 NOAAEPKKY
(yHKLMOHAMBHBL | XpaHeHus D[]
e TpebOBaHUSA K
C3/[,
Ynpasnenueckux | HayuHo- AyopuoBusyanbHel | ['TIC
Yl IPaBOBBIX TeXHUYECKUX | X
Crnenmguueckue (hopMaThl IPU XPaHEHUU
O6mue BU/BI | YripaBieHuyeckux | HayuHo- Ayopuosusyanbnel | ['YIC
(opmaros, Y TIPaBOBBIX TeXHUYeCKUX | X
00pa3yroImxcs
IIPU  XpaHeHWUu
)| pasHbIX
BU/0B

2. V3yuuTe mMakeTbl MO/b30BAaTeNbCKOM [JOKyMEHTAlMKd MPOrpaMMHBIX MPOAYKTOB [J/s1 Be/eHusi

3JIEKTPOHHOTI'0 apXuBa.
Ha ocHoBe aHamm3a peiHKa I1O B 00/1aCTH CO3[j@HUSI 3JIEKTPOHHOTO apXHBa OpraHU3aI|H
COCTaBbTe CJIEAYIOLIYIO TaOMUUKY.

Wcnonp3yiite moptambl  Doc-online.ru, Docflow.ru (katasor) u caiThl pa3pabOTUHUKOB
TIPOTPaMM.
Pe3ynbTaThl 060011MTE B Tab/HIIE:

[Iporpamma | @yukuu | [lopzepkvBaemMble | COOTBeTCTBYE g kakoro Buza
U v (opMarsl apXUBOBEJUECKHUM | 3/IEKTPOHHOTO
pa3paboTuuK TpeOOBaHUSIM K | apXWBa  MOJKET
Co/[ KCI10JIb30BaThCS.
(yripaBiieHUeCKOM
JIOKyMeHTaL1H,
HT,
ay/IMOBU3ya/IbHOU
JIOKyMeHTaL1H)

3. Pa3pabotarh TexHHWYeCKOe 3aZlaHHe TI0 OCHAL[eHWI0 3/IEKTPOHHOTO apXWBa OpraHW3aluu

TEXHUUYECKUM U IMPOrpaMMHBIM OGECHequI/IEM, HEO6XO'E[I/IMBIM OGOPYAOBEIHI/IEM AJId XpAaHEHUA



1)

2)

3)

4)

JOKYMEHTOB Ha pa3/MUHbIX TUMaxX HOCUTeNell (MpU CO3/jaHUM 3JIeKTPOHHOTO apXuBa
yTpaB/leHYeCKHX [JOKYMEHTOB, ay/IMOBU3YyalbHOM U HAyYHO-TeXHUYEeCKOH 0KyMeHTalllH)
PaccunraTh U3/lep’KKU Ha peasnu3aliyio IPOeKTa.

KoHmposbHble 80npochl:
@DyHKI[UM 3TeKTPOHHBIX apXHMBOB KaK BH/la IPOrPaMMHOT0 00ecTieueHusl.

Kakue ¢opmarsl AaHHBIX HEOOXOAWMO XPaHWUTh MPU CO3JAHUMU B OpraHU3alluM 3/1eKTPOHHOTO
apxuBa yIpaB/eHUeCKOM, HayUHO-TeXHUUeCKOH, ayJMOBU3yaJTbHOW JOKYMEHTaL[uK?

KakoBbl TpeboBanus K 1O /151 371eKTPOHHOT'O apXyBa’?

KakoBbl BO3MO>kHOCTH coBpemeHHoro IIO B obnacté BBoz@a WHGOPMALMH, OIHCAHUS,
K/1acCcU(UKaL1Io, TOMCK, MUTPaLii0 (KOHBepTUPOBaHUE) JAHHBIX ?

Cnucok ucCmoyHuUKo8 U Aumepamypbl

1.MicmoYHUKU OCHOBHble

ITpuka3 MwunkomcBsi3u Poccuu ot 02.09.2011 Ne 221 «O6 yTBep)kAeHWM TpeOOBaHMMA K
WH(OPMAIMOHHBIM ~CHCTEMaM 3JIeKTPOHHOTO /IOKyMeHTooOopoTa (efepanbHBIX OpPraHOB
WCTIO/THATE/IbHOW ~ B/IaCTH, YUYMTHIBAKOIIMX B TOM 4YHCIe HeoOXOAWMOCTh 00paboTKu
TIOCPeZICTBOM JIaHHBIX CUCTeM CJTykKeOHOM MHpOPMaIuy OrpaHIYeHHOTO JJOCTYTIa)
PekoMeHziaLMy 110 KOMIJIEKTOBaHUIO, YUETY M OPraHU3aliii XpaHeHHs 37IeKTPOHHbBIX apXUBHbBIX
JOKYMEHTOB B apxuBax opraHusaimii. M.:. BHUMIAJ], 2013//Ony6ivkoBaHO Ha caite
«ApxuBbl Poccumn». http://www.rusarchives.ru/methodics/index.shtml)

PexkomeHzaLy 10 KOMITZIEKTOBAHHUIO, YUeTy U OpraHv3aliy XpaHeHUs 3/IeKTPOHHBIX apXHBHBIX
JOKYMEHTOB B TOCyJapCTBEHHbIX W MYHMULUWIAIbHBIX apxuBax M.: BHUUIOA/L
2013//Ony6mMKoBaHO Ha caure «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).

'OCT P 54989-2012/ISO/TR 18492:2005 «OGecrieueHre AOITOBPEMEHHONW COXPAHHOCTU
3/IeKTPOHHBIX JOKYMEHTOB», YTBep)KJEeHHbIM mpHKa3oM @PejepasbHOTO areHTCTBa IO
TeXHUYeCKOMY pery/aupoBaHuio U MeTposioruu ot 17.09.2012 Ne 325-cT.

I'OCT P 54471-2011/1SO/TR 15801:2009 «CucTembl 3/IEKTPOHHOTO JOKYMEHTO0OOpOTa.
YnpaBnenue fokyMmeHTauued. MH@opmainusi, coxpaHsemMas B 3/eKTPOHHOM  BHJe.
PekomeHgalMy 110 00ecrieueHuI0 JOCTOBEDHOCTH W HaZIeXKHOCTW», YTBEPIKAEHHbBIH TPHUKa30M
@ezepa/IbHOTO areHTCTBA 10 TeXHUYECKOMY peryaupoBaHuio U Metposioruu oT 18.10.2011 Ne
466-cT.

dyHKUMOHaNMBHBIe TpeOOBaHWS K WH(OPMAIMOHHBIM CHCTEMaM apXUBOB 3JIEKTPOHHBIX
JIOKYyMeHTOB opraHu3anui. M:Pocapxus, BHUMJA. 2014 //OnybnvkoBaHO Ha caiiTe
denepanbHOro apxuMBHOro areHTcTBa http://archives.ru/documents/methodics.shtml

1.2.McmouHuKku 0ono/iHuUmesbHble.

I'OCT 52292-2004. YripaBieHue opraHu3salyeid. D/IeKTPOHHBIM perjiaMeHT aJMUHHUCTPaTUBHOM
u cny>xeOHOM pestebHOCTH. OcHOBHBIE rosioxkenusi. C 1 urosist 2005 .

I'OCT P MCO 15489-1-2007 «CUBU/I. YnpaBienue gokymeHtamu. O6ire TpeboBaHus». M.:
Crangaptungopm, 2007.

ApxuBOBeJUeCKHe U JOKyMeHToBeJUecKre (DyHKIMOHa/IbHbIe TpeboBaHus K MH(OPMaIlMOHHBIM
cucteMam, 00eCIeurBarOIMM 3/eKTPOHHBIA /TOKYMeHTOO0OpOT B TIporiecce BHYTpeHHel
JlessTeTbHOCTU (befilepaZlbHBIX OPraHOB MCIOJHUTeNbHOM Biacti» (M..BHUWOA, 2013),



//Ony6/MKOBaHO Ha caire «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).

2.1 Jlumepamypa 0CHO8HAas.
TuxonoB B./. 3amaun apXvBHOIO XpaHEeHUs! 3/IEKTPOHHBIX JOKYMeHTOB: U3 onbita LIAZIOHM.//
OreuectBeHHble apxuBbl. 2010. Ne 3. C. 51-60.

2.2.  Jlumepamypa 0ono/HUMe/nbHasl.
3apy0exXHbIll OTBIT yIpaB/e€HUST eKTPOHHBIMU [JOKYMEHTaMH W OpraHu3al[id WX ap-XUBHOTO
xpaHeHus. — M., 2014.-388 c.

9.1.2. [1naHbl 1a00PaTOPHBIX 3aHATHH U METOJUUECKHE YKa3aHHUSA 10 UX

BreinosiHeHHU10.

[Tnanb! 1abOpPaTOPHBIX 3aHATUM TI0 AUCLIUTUTHHE «IeKTPOHHbBIE apXUBHI. U, 1»

Tema 1. Ponb 371€KTPOHHBIX [OKYMEHTOB B COBpeMeHHOM Mupe. [IoHSITHE 3/1eKTPOHHOTO
JIOKyMeHTa. 2 vaca.

Bonpockl K 3aHATUIO:

1) [ToHsATHe 3/IEKTPOHHOTO [OKyMeHTa, JOKyMeHTa Ha MallMHHOM HOCuTesled, B
3akoHozarenscTBe, F[OCTAX mno nHbopMaTHKe, apXUBHOMY ey, U3/jaTe/IbCKOMY JIefy.

2) Crerivika 3/1eKTPOHHBIX IOKYMEHTOB KaK 00beKTOB apXUBHOT'O XpaHeHHsl.

3) [rcKyccuu o cTaTyce 3/1eKTPOHHBIX JOKYMEHTOB B JJOKyMEHTOBeIeHUH.

Jluteparypa OCHOBHas:

@enepanbHblii 3aKkoH oT  26.07.2007. Ne 149-®3 «O6 wuHbopmalyy, WHGOPMaIMOHHBIX
TeXHOJIOTUSIX U 3alliTe UH(popMalun» »//Poccuiickas rasera. 29 utonst 2006 1. Ne 4131.

3akoH P® «O6 »snekTponHOW 1WMdpoBoii moammcu» ot 10.01.2002 N 1-®3//Cobpanue
3aKoHo/laTenbcTBa Poccutickoit @egeparuu. 2002. N 2. Ct. 127.

'OCT 52294-2004. SnekTpoHHBIN 00MeH nHpopMarueit. Tepmunsl u onpezenenus. C 1 urons
2005 r.

I'OCT 7.83-2001. CUBU/. OnekTpoHHble u3aaHusA. OCHOBHbIE BUbI U BBIXOJHbIE CBeJeHUs
ot 01.07.2002

I'OCT 52292-2004. YripaBieHue opraHu3alyeid. DJIeKTPOHHBIM perjiaMeHT aJMHUHHUCTPaTUBHOM
U cimykebHOU AestenbHOCTA. OcHOBHBIe monoxkeHusi. C 1 wronist 2005 T.

I'OCT P 51141-98. [1enonpousBOACTBO U apxXUBHOe [esio. TepMuHbl U onpefesieHus. — M.,
1998.

['OCT 28388-89. [JoKymMeHTbl Ha MarHUTHBIX HOCUTENSAX AaHHbIX. [IOpsAJOK BBINOJHEHUS U
obpamenust ot 01.01.91

TuxoHoB B.V. DneKTpoHHbIE JOKYMEHTBI U apXUBBI. Y 4eOHO-MeToiuuecKoe ocobue. M., 2008.
C. 5-20.

Jluteparypa JOIOMHUTe/IbHAS:

TuxonoB B.M. OpraHusanus apXxvBHOIO XpaHEHWs 3/1eKTPOHHBIX [JOKyMeHTOB//Kpyr upeii:
aJIrOPUTMbI U TEXHOJIOTUU McTopudeckor nHdopMatuku. Tpyasl IX Kondepenium accoruaiyu
«Mcropus u komnsrotep». M-bapnayii, 2005. C. 393-395.

Kucenes W.H. OnekTpoHHble [JOKYMEHTBbI: OCHOBHbIe HarlpaBjieHUs UCC/efoBaHuI//BecTHHUK
apxusucra. 2000. Ne 3-4. C. 162-166.

MuxaiinoB O.A. D/eKTpOHHbIe JOKyMeHTHI B apxuBax. U3g. 1-e. M.: Iuanor-MI'Y, 2000.

Tema 2. [TpaBoBO# CTaTyC /IeKTPOHHOTO B Hallleil CTpaHe U 3a pybexkoM. 4 vaca.
1) PernameHTanusi 1OpUAMYECKOM CUIbI 3/IEKTPOHHOTO J[OKYMEHTa B MeXJyHapOAHOM
TOproBoM npase. MogienbHbie 3aKk0HbI FOHCUTPAJIL.



2) BJ'IEKTPOHHOE MMpaBUTEJILCTBO W perjlaMeHTalud IOPHAHHECKOﬁ CWJIbl 3JIEKTPOHHOI'O

JIOKyMeHTa.

3) HupektyBa EC 00 3/1eKTPOHHBIX LU(POBBIX MOATMCAX U 3aKOH PP «O6 SLIT».
4) PernameHTaiiusi 1opunuueckoi cuibl O] B Hallleit cTpaHe.

5) ABTOpCKOe I1paBO U UHTepHeT.

6) ABTOpCKHe MpaBa Ha 3/1eKTPOHHbIE JOKYMEeHThI.

JluTepaTypa OCHOBHas:

denepanbHbIM 3aKOH 0T  26.07.2007. Ne 149-®3 «O6 wuHbpopmarmu, WHGOPMAI[HOHHBIX
TeXHOJIOTUSIX U 3alljuTe WHPopMaLu» »//Poccuiickas rasera. 29 urosst 2006 1. Ne 4131.

3akoH P® «OO6 »snekTpoHHOUM 1wMdpoBoi mnoamucu» ot 10.01.2002 N 1-®3//CobpanHue
3aKoHoiaTenbcTBa Poccutickont @egeparuu. 2002, N 2. Cr. 127.

[TpaBuia opraHu3alyy /1e/0TPOU3BO/ICTBA B (heJjepasbHbIX OpraHaxX MCIOIHUTETbHOW BIACTH.
YTBepxzaeHsl nocraHoBneHreM IlpaBurensctBa Poccuiickort ®efepauyu ot 15 urons 2009 r. N
477.

I'OCT 6.104-84. YHudbuiMpoBaHHbIe CHUCTeMbI [JOKyMeHTaluu. [IpujaHue HOpUAAYeCKOU
CU/bl [IOKYMEHTaM Ha MalllMHHOM HOCHUTe/le W MallMHOrpamMMe, CO3/iaBaeMbIM CpeJCTBaMU
BBIUMC/IUTE/TbHOW TeXHUKU. OCHOBHBIE M0JIOXKEHHSI.

Jlappya M.B., PrickoB O.M. DjieKTpOHHbIe [JOKYMEHTbI B yTIpaBJeHWU: MeToj. Mocobue /
BHUNJAL. — M., 2008. — C. 123-205.

JluTeparypa JOIMOJHUTe/IbHAS.

Jlapyn M.B., PeickoB O.U. YnipaBieHue JOKyMeHTaMH Ha OCHOBE MeXIYHapOJHOI0 CTaHAapTa
NCO 15489-2001: meTog. mocobue / BHUMIOA. — M., 2005. — C. 5-90..

CokoBa A.H. /JokymeHTOBe/ieHHe: TeopHs W MpakThKa: u3op. tp. / BHUMIA/L. M., 2009. C. 3-
117.

Tema 3. BxoxgeHue [OKyMEHTOB, CO3/aHHBIX CpeJCTBAMHU 3/1€KTPOHHO-BBIUNCIUTETbHOU
TeXHUKA U UMEIOL[UMX T0JIUTUYeCKOe, Hay4yHOe, HCTOPUUYECKOe U COLMA/IbHO-KY/IbTYPHOE
3HayeHue B coctaB ApxuBHoro ¢osga P®. 4 vaca.

1) Crierjudvika «TpaULIMOHHBIX» KpuTepreB DL/ 3/1eKTPOHHBIX JOKYMEHTOB.

2) Kpurepuii cTerneHu arperupoBaHHoCTH UH(opMaimu D/,

4) Texnonornueckue kputepuu I I /1.

5) [lepemaua 371€KTPOHHBIX JOKYMEHTOB Ha XpaHeHHWe B apxXuB OpraHu3allliy,

roCy/lapCTBeHHbIi M MYHULIUINAIbHBIA apXWB: TMOPSZOK U Mpolielypa COrJlaCHO HOPMAaTHBHO-
MeTOANUECKUM JIOKYMeHTaM.

Jluteparypa OCHOBHas:

OcHoBHBIe TIpaBWIa pabOTbI  apXWBOB  opraHu3anuii /OmoOpeHbl pelieHreM KOJUIeTHH
Pocapxuga ot 06.02.2002. M.,2003. C. 9 (n.2.1.4), C. 58. (1n.6.6), C.67-69 (11.7.7).

TuxonoB B./. IIpumeHeHHe TPaAULIMOHHBIX METO/IOB B 3KCIEPTU3e I[€HHOCTH 3JIEKTPOHHBIX
IokyMmeHTOB // OTeyectBeHHbIe apxuBbl. 2009. Ne 3. C. 37-47.

TuxoHoB B.Y. 3azauu apXUBHOI'O XpaHeHUs! 3/IeKTPOHHBIX JOKYMeHTOB: 13 ornbita LIAZIOHM.//
OreuectBeHHsble apxuBbl. 2010. Ne 3. C. 51-60.

TuxonoB B.M. MeToguueckre U MpakTUYeCKHEe aCreKThbl SKCIEePTU3bl LIeHHOCTU 3JIEKTPOHHBIX
NokyMeHTOB // BectHuk apxusucta. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

JIuTtepaTypa [0MO/THUTe/IbHAs:

OcHOBHBIe TpaBWIa paboThl C HAYUHO-TEXHUUECKOW JoKyMeHTalued. M, 2003.

PekomeHgaly 1o 0TOOPY Ha XpaHeHHe 3/IeKTPOHHBIX HayUYHbIX U TeXHUUECKUX JIOKYMEHTOB/
BHUNJAL., B.M. JXurynos. M.,2002. 98 c.



TuxoHoB B.M. «XpaHUTb He/b3s1 YHUUTOXUTH?» MeTof0o/0rnueckre v rpakTuiyeckre acreKThbl
B OJKCMepTu3e 1|eHHOCTH 3/eKTPOHHBIX [OKyMeHTOB//Kpyr wuzei : MeXAUCLMIIMHAPHBIE
MOJXO0/Ibl B KcTOpUUeckor nHopmaruke. .M.:131-80 MI'Y, 2008. C.16-63.

TeMma 4. OnpIT rocyiapCTB€EHHbBIX W BeJOMCTBEHHBLIX dDXWBOB I10 OT60py, rnpueMy, XpaHeHHIO U
HCII0/Ib30BAHHIO 3JIEKTPOHHBIX NOKYMEHTOB B Haren CTpaHe. 2 yaca

1) Buibl apXvBOB 371€KTPOHHBIX JOKYMEHTOB.
2) CTpyKTypa 1 opraHu3aliysi apxuBa 3/1eKTPOHHBIX JOKYMEHTOB.
3) AHanu3 cocTaBa U MPUHLMIIOB KOMILJIEKTOBAHUS CETEBBIX apXUBOB.

Jluteparypa OCHOBHas:

TuxoHoB B.V. DneKTpoHHbIE JOKYMEHTBI U apXUBBI. Y 4eOHO-MeToiuuecKoe ocobue. M., 2008.
C. 21-45.

JluTepaTypa J0NOTHUTE/IbHAS:

CaBuH B.A. ApxuBHbIe 371eKTPOHHbIe MH(MOpPMalMOHHbIE pecypchl Poccuiickoit ®enepalyu:
uaeHTudukaims u knaccudukaius /OreyectBeHHble apxuBbl. 2008. Ne 4. C. 31-38.

TuxoHoB B.M. OpraHuzaiiusi apXvBHOTO XpaHEeHWs 371eKTPOHHBIX [JOKyMeHTOB//Kpyr upeii:
aJICOPUTMBI U TEXHOJIOTUU McTopudeckor nHhopMmatuku. Tpyzasl X KoHdepeHiu accorpaiiyiu
«Ucropus u komneroTep». M-bapnayi, 2005. C. 393-395.

TuxonoB B./M. 3amaun apXvBHOIO XpaHEeHUs! 3/IEKTPOHHBIX JOKYMeHTOB: U3 onbita LIAZIOHM.//
OreuectBeHHble apxuBbl. 2010. Ne 3. C. 51-60.

®posioBa E.B. DnekTpoHHbIi apxuB TioMeHCKoM 006/acTu. // OTeuecTBeHHbIe apXUBbl. 2009. Ne
6. C. 43-46.

Tema 5. 3apy0eskHBIM OITBIT TI0 CO3/JaHUI0 APXHUBOB 3/IEKTPOHHBIX JOKYMEHTOB. 2 Jaca.

1) VcTopusi apxMBOB MallIMHOUMTAeMbIX JaHHBIX B Hallleli cTpaHe U 3a pybekoM.
2) CocTaB [JOKyMeHTOB apXMBOB MallIMHOUNTAeMbIX IaHHBIX.
3) OCHOBHBIe HafpaBJ/ieHUs [1eITe/IbHOCTH apXHMBOB MAllIMHOYMTAeMbIX JaHHBIX.

Jluteparypa OCHOBHas.

TuxoHoB B.V. DneKTpoHHbIE JOKYMEHTBI U apXUBBI. Y 4eOHO-MeToiuuecKoe ocobue. M., 2008.
C. 21-45TuxoHoB B.M. DneKkTpoHHbBIe IOKYMEHThI U apXUBBI. YueOHO-MeTouuecKoe mocobue.
M., 2008. C. 21-45

Jluteparypa JOIO/HUTe/IbHAS.

I'apckoBa .M. Ba3bl u 6aHKU JaHHBIX B UICTOPUUYECKUX HCCIeoBaHMSIX. M., 1994,

MuxaiinoB O.A. D/eKTpOHHBIE JOKYMEHThI B apXvBaX: MpobieMbl Tmpuema, obecrieueHUs
COXPaHHOCTH, UCTIO/H30BaHUs. AHAUTHUECKUI 000p 3apy0e>KHOr0 M 0TeUeCTBEHHOTO OTIbITa. /
Pocapxus, POUA, PI'A HT/. 3-e u3g., gon. M .,2002. Ku. 1,2.

HoceBnu B.JI. DnekTpoHHbIe [OKYMeHTbI B OpuraHCKux apxuBax// WHbopMaioHHbIH
OronsieTeHb accoraniuu “Victopusi U KomnbioTep” . M., 1998. Ne 22. C.117-121.

OH xe. ADPXMB 3/7IeKTPOHHBIX JJOKYMEHTOB: Oeopycckuii onbiT// OTeuecTBeHHBIE apXuBbI. 2002.
Ne 1. C. 44-52.

CsioLItoxysii. YripaB/ieHre 3/1eKTPOHHBIMU JOKyMeHTaMU B KuTae: COCTOsIHHE U TIepCIeKTUBbI//
OrteuectBeHHble apxuBbl. 2010. Ne 6. C. 59-64.

XabubymmHa T.A. Poccuiicko-06enmopycckuii  cemuHap "PecraBpaiusi ¥ CTpaxoBoe
KOIMpOBaHVe apXyUBHBIX JOKYMeHTOB" // OteuecTBeHHble apxuBbl. 2009. Ne 6. C. 114-115.

9.2. [IpumepHasi memamuka KOHMpPO/AbHbIX pabom.

1. DnekTpOHHbIe apxWBbl KaK LIEHTPbl COXpaHeHHsl LU(PPOBOro Hacjaefusi B Hallel
CcTpaHe W 3apy0exoMm (Ha TIpUMepe He MeHee JBYX apXUBHBIX YUPEXIEHHWH, CTPYKTYPHBIX
rofipa3ie/ieHiii MUHUCTEPCTB, BeIOMCTB, OpraHU3aliui).



2. Co3paHue 3/1IeKTPOHHOTO apXMBa OpraHW3aliuv, MUHUCTEepCTBa(Ha MpUMepe He MeHee
[ByX AapXUBHBIX YYpeX/JeHWM, CTPYKTYDHbIX T0/ipas/ie/ieHuii MUWHUCTePCTB, BeJOMCTB,
OpraHu3aLyn).

4. O0630p TPUKIAJHOTO TIPOrPAMMHOrO OOecrieueHusi, WCI0/b3yeMOro TPUCO3aHu
5/IeKTPOHHOT'O apXUBa.

5. YueT u onucaHue 3/1IeKTPOHHBIX JOKYMEHTOB (Ha MpUMepe He MeHee /IByX apXUBHBIX
yupeXxZieHu, CTPYKTYPHBIX MO/Ipa3/ie/IeHuii MUHHUCTEPCTB, BeJOMCTB, OpraHU3alyi).

7. Knaccudukaiusi 9/eKTPOHHBIX JOKYMEHTOB B apxvBe (Ha MpUMepe He MeHee JIBYX
apXMBHBIX YUpeX/eHUM, CTPYKTYPHBIX MOJpa3zesieHuii MUHUCTEPCTB, BeZJIOMCTB, OpraHu3alyi).

8.CeTeBble 3/IeKTPOHHBIE apXUBBI (0030p 3apyOeXXHOTO U POCCHIICKOTO OITBITA).

9. HopmaTtuBHO-IpaBOBOe W  MeTojuueckoe  obecrieueHWe  CO3[aHUs U
(GYyHKIL[MOHHMPOBAHUS 3/IEKTPOHHOTO apxuBa (Ha TpuMepe He MeHee [BYX apXUBHbBIX
yupexXZeHu, CTPyKTYPHbIX MO/Ipa3/ie/ieHuii MUHHUCTEPCTB, BeJOMCTB, OpraHU3aLyi).

10. ITpobsiemMbl OIEPAaTUBHOTO U [IOJITOBPEMEHHOTO XpaHeHHs 37IeKTPOHHBIX JIOKyMEHTOB
(0630p ucroprorpadumn).

11. TexHOMOrM ONEPATUBHOIO U [OJIFOBPEMEHHOI'0 XPaHeHHs 3JIEKTPOHHBIX JOKYMEHTOB
(0630p cTaHAPTOB ¥ METOAUYECKOTO 00ecrieueHws).

12. ®enepanbHble 0a3bl JaHHBIX: CTPYKTYpa, KOMITJIEKTOBaHMe W XpaHeHHe (Ha MpuMepe
He MeHee (pe/lepabHBIX OPTaHOB UCTIOTHUTETLHOU B/lacTu PD).

13. CpaBHUTe/IbHBLIM aHa/IW3 M BBIOOP MPOrPaMMHOI0 OOecTieueHus: /11 3JIeKTPOHHOIO
apxvBa OpraHu3aluu (Ha TIpUMepe He MeHee [IBYX apXWBHBIX YUpeXJeHWM, CTPYKTYPHBIX
rofipa3ie/ieHUii MUHUCTEPCTB, Be/IOMCTB, OpraHU3aliui).

14. 3ammra wuH(bOpMalMd B 3/IEKTPOHHBIX apxXuBaxX (Ha TIpUMepe He MeHee [BYX
apXUBHBIX YUpeXKJeHU, CTPYKTYPHBIX TI0/Ipa3zie/ieHuii MUHUCTEPCTB, BeIOMCTB, OpraHu3aLyil).

9.2 MeToauuecKre peKOMeHAAIMH T0 MOAr0TOBKe MMCbMEHHBIX padoT

B pasgen BkmoueHbl TpeOOBaHMSI K TIOJTOTOBKe, COZEP)KaHUIO, U OGhOPMIIEHUIO
MTUCbMEHHBIX PAa0OT TPeyCMOTPEHHBIX yUueOHBIM IJIaHOM WK paboueit mporpaMMoi (KypcoBast
pabora, 3cce, pedepar, moknag U T.1.). [Ipy Hanuuuu KadeapanbHbIX WM (HaKy/TbTEeTCKUX
pPeKOMeH/Ial[|ii 10 TI0/ITOTOBKEe MUChbMEHHBIX paboT pa3zen BKarouaetcs B PIT/I mo ycMoTpeHuMto
TIpero/iaBaTesisi - COCTAaBUTEISI.

B fgaHHBIN pa3sen Mbl BKIIOUWIM pPeKOMEHZALMA K TIOATOTOBKE, COJIeP)KaHUI0 U
oopMeHHIO TIHMCBMEHHBIX pPaboT, TIPeAyCMOTPEHHBIX YyueOHbIM TIJIaHOM WM paboueit
nporpamMmoii (KypcoBasi paboTa, 3cce, pedepar, fokiaj U T.1.). Takum 06pa3oM, peKOMeH/1aliu
OTpakaroT o01ire TpebOBaHMs K MMCbMEHHOU paboTe, TpeOOBaHUS K ee COZIeP)KaHHI0, 00beMy U
CTPYKTYpe.

[MucbmeHHass paboTta sBasiercss (OpMOM  OpraHu3alii  HAyyHOTO MaTepuara,
OTpaXKarolllel JIOTUKY MCCIefoBaHus, 00ecrieunBaroleil e[MHCTBO U B3aMMOCBSI3aHHOCTb BCEX
3/IeMeHTOB  cofiepkaHust. CTpyKTypa Maructepckodl paboThl [O/DKHA COOTBETCTBOBATh
KPUTEPHSIM 11€/IOCTHOCTH, CUCTEMHOCTH, CBSI3HOCTM W COpPa3MEepPHOCTH (COOTBETCTBUS 0OBbeMa
(parMeHTa TeKCTa ero HayuHOW eMKOCTH).

[Tpu BBIOOpE Ha3BaHUsI pabOTHI CaeAyeT TMOMHUTb, UTO OHO [IO/DKHO OBITb SICHBIM,
O6ubmorpadueckr TOYHBIM, COZI€P>KaTe/bHO OIpeZie/ieHHbIM, MPOOeMHBIM, KOMIAKTHBIM U
JIUTepaTyPHBIM.

Obs13aTe/IbHBIMUA CTPYKTYPHBIMH 3JIEMEHTaMH TTUCbMEHHOW paboThI SIB/SFOTCS BBe/IeHHe,
OCHOBHasi 4aCTh, 3aK/JlOueHHe U OubiuorpadyyecKuii CIMCOK/CIIMCOK WCTOYHWKOB U
JIUTEPAaTypBHIL.

PaboThI MOTYT BBITIOJTHATLCS B Pa3HBIX >KaHpax. VI cieyeT U3HauaJbHO OMNPEZIETUTh 3TOT
»aHp. OfHO [eno, ecyid TOTOBUTCA yueOHbIM TekcT. OH ZI0/DKeH TMPOAEeMOHCTPUPOBATh HAITy



KBa/M(UKalLMio, COOCTBEHHO UCC/IejoBaTe/lbCKUe pe3y/bTaTbl TaM JKejaTe/lbHbl, HO He
obsi3aTenbHBL. [Ipyroe - ec/ii peub WJET O CaMOCTOSITe/TbHOM HCC/iefloBaTeNbCKOM paboTe,
KOTOpas obOpaiijeHa K npodeccroHanam. TpeTbe - eC/iM MbI 33/[yMaJid TaK Ha3bIBaeMblii HayYHO-
TIOTTY/ISIPHBIM TEKCT, KOTOPBIM aZipecoBaH He TOJBbKO MPOg)eCCHOHATBHOM, HO U OoJsiee IMPOKOM
ayJIUTOPUH.

OOyuatonuiicsi [O/DKeH TPOZEMOHCTPUPOBATh B KOHTPOJBHOM paboTe BiajieHHe
TEePMUHOJIOTUYECKUM ~arrapaToM MeX/JUCLIMIIMHADHOCTH, 3HaHWe MeTOJ0B COLIMa/IbHBIX,
I'YMaHUTapHbIX, eCTeCTBEHHOHAYYHbIX [UCLMIUIMH, NPHUMeHsieMbIX B HCTOpUOrpaduyeckon u
VCTOYHMKOBe/IUeCKOW TMpakThke. [Ipy 3TOM aKTHMBHO WCIIOBb3YIHOTCS TIOMy4YeHHble B XOje
OCBOEHUSl [JUCLMIUVIMHBI 3HaHUSl MEXJUCLUIUVIMHADHBIX  TOAXO/0B, WCMONb3yeMbIX B
ycTtoprorpaduu u3yvyaemMoi TeMbl U PO/ICTBEHHOMH eli Mpob/ieMaTHKe.

CtpykTypa paboThl [0/DKHA COOTBETCTBOBATH YTBEPXKJEHHOMY pykoBoauTenem BKP
IJlIaHy Y, KakK TpaBWU/IO, COCTOSITh M3 CJ/IeAYIOIIMX YacTel: TUTY/IbHOTO JIMCTA, OIJIaBJeHWs,
BBe/leHHs, 0003HaueHWN W CoKpalleHud (rpu HeoOXOJUMOCTH), OCHOBHOW dYacTu (T/laB U
naparpagoB), 3aK/IFOUeHHs], CITUCKa MCTO0Ib30BaHHOMW JINTepaTyphbl U NCTOYHUKOB, MPUIOXKEHUH,
BCIIOMOTaTe/IbHBIX YKa3aresei (Tpyu HeoOX0[UMOCTH), rpaduuecKoM YacTu (M/UTFOCTPAIMOHHbBIN
Marepuasi/mipe3eHTaryst). O01mii 06beM JUITIOMHOM paboThl 6e3 mpuiokeHnit —100 cTpaHULI.

9.3 NHble maTepHasibl

MemooduuecKue ykazaHus 0/18 00yuarnwjuxcs no 0C80eHuI0 OUCYUNAUHbI

Buod pabombl Cooepacarue Tpyooemkocmb Pexkomenoayuu
(nepeueHb camocmosmenb
8onpocos) -Holl pabombl
(8 uacax)
[MogrotoBka K | 1)Pazauuue 1.®enepanbHbii  3akoH PD ot
BBOJIHOM OepuHuyuu 4. 10.01.2002 N 1-®3 «O6 31eKTpOHHOM
JIEKLIUU 5/1eKMPOHHO20 udpoBoii  moamuck»  //CobpaHue
O0oKyMeHma 8 3aKOHO/IaTe/TbCTBa Poccurickoun
uHgopmamuke, ®epepayuu. 2002. N 2. Cr. 127.
u30amenbCKom 2.Dedepanbhblli 3akoH PD om 6
Oese, anpeas 2011 2. N 63-@3 "O6
O00KyMeHmMogeoeHU 31eKkmpoHHoU noonucu"// Poccutickas
u u eazema. 2011, 8 anpensi. Ne 5451.
apxugogedeHuu ? 3. Jlapun M.B.  3neKmpoOHHble
2) Kakue OOKYMEHMbl: HOpMAMuegHO-
onpeoesneHust Mmemoouueckoe obecneueHue//
NoHsAMus BecmHuk apxueucma. 2008. Ne 4. C.
«3/1EKMPOHHO20 106-124.
O0OKyMeHmMa» ecmb 4. TuxoHos B.A., FOwuH B.A.
8 MeHCOYHapOOHbIX CmaHoeneHue u paseumue apxueos
U  HAYUOHA/bHbIX myn 8 1960-80-e
cmaHoapmax u 22.//OmevyecmeeHHble  apxuebl. 1998.
HOPMAMUBHbIX Ne 6. C. 39-46.
akmax? 5. I'enbmaH-BuHo2pados K.B.
3) Kak u3meHu10chb MawuHouumaemble  0oKymeHmbl 8
noHsimue CCCP.  YuebHoe nocobue.Bbin. 1.
«3/1IEKMPOHHO20 M.:MI'MAH, 1980.C. 7-14. 17-33, 48-
O0OKYyMeHma» 8 81.




¢edepanbHbix
3akoHax 06 «3L[IT»
u 06 «3I1»?

4) B uem pazauuue
noHsimuli
3/1eKMPOHHO20
O0OKymeHma u
O0OKyMeHma Ha
MAWUHHOM
Hocumese 8
3aKoHOOame/nbLCMe
e, TOCTAX?

4) Kak Ha pasHblx
amanax MeHsIUCh
¢dopmampil, u
Hocumesnu 3/7?

5) Kakoebl 3manbl
passumust
asmomamusupogaH
HO20
00KyMeHmMoobopo
ma ?

6)Kak  meHsuch
ynpaeneHuecKue
¢yHkyuu
3/1eKMPOHHBIX
O0OKyMeHmog?

ITogroroeka
Jekiuu 1.

K

1. Kakue
0cobeHHOCTH
371eKTPOHHBIX
JIOKyMEHTOB  Kak
00BEKTOB
apXHMBHOT'O
XpaHeHUs1  ObLIH
BbIZesieHbl B 1980-
e ro/Ibl B
apXMUBOBEJeHUU?
2. Kakue MHeHus 0
cTaTyce
371eKTPOHHBIX
JIOKyMEHTOB
BbICKA3bIBa/IUCh B
OTeueCTBEHHOM
apXvBOBeICHUU U
JIOKyMEeHTOBe/IeH!
u?

3.Kakue TpakTOBKHU
TIOHSITHUS
«3JIEKTPOHHBIN

8 uacos

1. TuxonoB B.M. 3OnekTpoHHbIE
JOKYMEHTbI ¥  apXuBbl. YueOHO-
MeTo[uyeckoe mocobue. M., 2008. C.
5-20.

2.Kucenes N.H. OJIeKTPOHHBIE
JIOKyMEHTbI: OCHOBHbIE€ HarlpaBJIeHHUs
ViCC/ieJ0OBaHU//BeCcTHUK — apXMBUCTA.
2000. Ne 3-4. C. 162-166.




JOKYMEHT»

BBI/IBUTAIOT
y4eHble?

IMogroroBka K | 1)Kakosebl 10 uac. 1)/IapuH M.B. O/1eKmpOHHbIe

JIEKLIU 2. ceoticmea OOKYyMeHMbL: HOPpMAMUGHO-
O0OKyMeHma Memoouueckoe obecneueHue//
CO2/1aCHO Irocr Becmuuk apxusucma. 2008. Ne 4. C.
15498-1-2007? 106-124.
2) Kakoebl 2)AdanaceeBa JL.II. DneKTpoHHbIE
cpedcmea JOKYMEHTbl B [IeJIONPOM3BO/ICTBE U
YCMAaHoe/1eHus apxuBe opraHusanuy// Cekperapckoe

aymeHmu4Hocmu u
yenocmuocmu 3/07?
3) Kak
pe21amMeHmMuposaHa
npoyedypa
yoocmoeepeHus
1opuouyecKoll Cubl
I/ 8 MoOenbHbIX
3aKOHax,
paspabomaHHbIX
FOHCUTPAJT?

4) B uem pasnuuue
peanameHmayuu
npoyeoypbl
yoocmogepeHusi 1op
CUWibl eJi| 8
Jupexmuee EC 06
3/1eKMPOHHBIX
yupposbix
noonucsix U 3aKoHe
P® «O6 JSLIl»
2002 200a?
5) Kak
nepexoo
¢edepanbHbix
op2aHos
UCNoMHUMe/bHOU
eracmu Ha pabomy
8 pamkax
«3/1EKMPOHHO20
npasumenbLcmea»
Ha peznameHmMayuio
ropuouyecKoll Cubl
3/1eKMPOHHO20
dokymeHma 8 P®
HaA  COBPeMEeHHOM
smane?

6) Kakue

noesusin

neno. 2006. Ne 1-3.

3) Jlapup M.B.,, PrickoB O.U.
DJIeKTPOHHBIE JOKYMEHTBI B
yrpaB/ieHnu: MeTof. Tmocobue  /

BHUMIAJ. — M., 2008. — C. 123-
205.




HOpMAMUeHble
OOKyMeHMbl
peznameHmupyom
yoocmoeepeHue
ropuouyecKoli Cubl
3/l 8 cospemeHHOM
poccutickom
3aKoHoOamesbCcmee
? 7) Kakue uobl
3/1€eKMPOHHOU
noonucu
nepeuuc/eHbl 8
¢edepanbHOoM
3aKOHe «06
3/1eKMPOHHOU
noonucu» 2011 2.?
8) Kakosbi
npobembil
yoocmoeepeHusi
ropuduyeckol
Cu/bl 21 8
npoyecce
apxueHoz2o
XpaHeHus?
9)Kakue
HOpMamueHble
O0OKyMeHmMbl
ycmadaenugarom
0bs3aHHOCMU
cobcmeeHHUKa no
XpaHeHuto /117

IToaroroeka
JieKuu 3

K

1)B KaKux
MeHCOYHAPOOHbIX
U  HAYUOHAAbHbIX
cmaHoapmax
3aKpensieHbl
mpebosaHus K
cmpykmype u
nocmpoeHuro
UH(OPpMAYUOHHDIX
cucmeM,  OCHOB8bl
Kaaccuguxayus
cucmem
3/1eKMPOHHO20
00KyMeHmMoobopo
ma?

2)Kakue
mpebosaHus
npeodssaeAsAoOmMca K
KOpNopamugHbIM

5 yacoes.

Tuxonos B.A., HKwuH B.A.
DeKmpoHHble apxuebl u
9/1eKMpPOHHBILL  00OKyMeHmoobopom//

OmeuecmeeHHble apxugbl. 1999. Ne 2.
C. 12-26.

TuxoHoe B.W. 3adauu apxugHO20
XpaHeHUs1 31eKMPOHHbIX OOKYMEHMO8:
us onbima HAIIDHM.//
OmeuecmeeHHble apxusbl. 2010. Ne 3.
C. 51-60.




UH(OPpMAYUOHHBIM
cucmemam?3)B
uem pasauyue
mexHo/102UU
Docflow u
Worflow npu
nocmpoenuu C3/1?
4) Kakue
Memoouyeckue
paspabomxu
BHUWJIAL,
Pocapxuea,
De2UOHA/bHBIX
apXUBHbIX
yupedcoeHull
pe2nameHmupyiom
mexHo/n02uU
XpaHenus 3/7?

5) Kakue
MeHCOyHApOOHble

U  HAYUOHA/bHble

cmaHoapmnl

peznameHmupyom

mexHo/102UU

XpaHeHus J/]?

6) B Kakue

acnekmbl

XpAaHeHus 21

paccmampugarome

1 8 cmaHoapmax u

MemoouyecKux

peKomeHOayusix?
[TogroroBka K 1) Kakosebl TuxoHoe B.M. 3adauu apxusHO20
71abopaTOPHOM | NPU3HAKU 5 yacos XpaHeHusi 31eKMPOHHbIX OOKYMEHMO8:
3aHATHIO 1 Kaaccugpukayuu us onbima HAIIDHM.//

2?7 2) B uem OmeuecmgeHHble apxugbl. 2010. Ne 3.

3HaueHue no C. 51-60.

¢opmamHuoli Kykoea M.I1. KomnaekmosaHue

Kaaccuguxkayuu apxueos 3/1€KMPOHHbIMU

o/7? 0okymeHmamu//OmeyecmeeHHble

3) Kakoebli apxuebl. 2000. Ne 2. C. 5-17.

OCHOBHble 8uObl U CasuH B.A. ApxueHble 3/1eKMpPOHHbIE

pa3HOBUOHOCMU UH(pOPpMAYUOHHbLe pecypchbl

UH(OPpMAYUOHHDIX Pocculickoti dedepayuu:

cucmem?

4) Kakosbi
OCHOBHble 8UuObl U
pasHoguUOHoCMu
¢opmamos  3/1?
5) IIpusedume

udeHmucukayus u Kaaccugpukayus //
OmeuecmeeHHble apxusbl. 2008. Ne 4.
C. 31-38
26.

TuxoHos B.M. 3aoauu apxueHo20
XpaHeHusi 31eKMPOHHbIX OOKYMEHMO8:




npumepbl
apXueHbIX
(medxcnaamepopmer
Hble) popmamos.
6)Hazoeume
ompacnesble u
memamuyecKue
KOMN/IEKCbl
3/1eKMPOHHBIX
O0OKyMeHmo8,
¢opmupyrowjuxcs 8
P® 7) B uem
YeHHOCMb Kaxcooll
u3 epynn
KOMN/IEKco8  Kak
ucmopuyeckux
UCMOYHUKO8  NO
ucmopuu
nocmcogemckoli
Poccuu?
8)Hazoeume
usgecmuble  Bam
npoexkmbl no
nepegooy
ucmopu4eckux
UCMOYHUKO8 8
MawuHoyumaembl
u 8ud

(oyupposauro).

us onbima HAIIDHM.//
OmeuecmeeHHble apxusbl. 2010. Ne 3.
C. 51-60.

/Jpokos C.B. PexomeHoayuu MCA no
pabome c 5/1€KMPOHHbIMU
JoKymeHmamu 041  APXUBUCMO8
opeaHuzayuli.// OmeuecmeeHHble
apxusebl. 2010. Ne 3. C. 65-73.

IToarotoBka K
nabopaTopHOM
3aHATHUIO 2

1)Kakue ¢pakmopbl
oKasblearom

eAusIHUe Ha
onepamugHoe
coxpaHeHue  3/1?
2) Kakue
HOpMamueHble U
Memoouyeckue
O0OKyMeHmMbl
peznameHmupyom

YCA08Usl  XpaHeHust
3/1eKMPOHHBIX
O0OKyMeHmo8  Ha
Pa3AuuHbIX
Hocumensix?
3)Kakoe
obopydosaHue
Heobxo0umo 0
XpaHeHust
3/1eKMPOHHBIX
JoKymeHmog?

10 yacos




4) Kakue

npobembl
COXpaHeHusi
3/1eKMPOHHBIX
O0OKyMeHmMoe8 8
00/1208peMeHHOl
nepcnekmuee
obcyxcoaromess 8
apxueogeoeHuu?

5) Kakosa ponb
muepayuu u
KOHgepmayuu
OaHHbIX u
O0OKyMeHmos8 8
obecneueHuu  ux
COXpaHHocmu?

6) B cywHocmb
aMyasayuu u
UHKancynsyuu
OaHHbIX npu

coxpaHeHuu 2/]?
7) Kakosa poab
cmaHdapmu3ayuu
¢opmamos u
MemaoaHHbIX
O0OKyMeHmo8 8 Uux

XpaHeHuu?
ITogroroBka K | 1)KakoBbl 2 uaca
JIEKLIUH 5. TeopeTuyecKre
MO/XO/bI K
o0BeKTamM u
YPOBHSIM OMUCAHUS
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2) Kakue
CYLLeCTBYIOT
MeXyHapOJHbIe
CTaHAAPThI
OMUCAHUS v
rpaBW/ia OINWCaHUs
o0,
peKOMeHJaluu 110
MX OIMCAHUI0?
3) B yem
cnieliuuka
VMH(pOpPMaLMOHHO-
MOMCKOBBIX
XapaKTepUuCTuK J/]
M0 CPaBHEHUID C
TPaZAULIMOHHBbIMU?
[TogrotoBka K | 1) Kak | 4 uaca OcHOBHBIE TIpaBU/Ia  PabOTHI




nabopaTopHOM
3aHATUIO 3.

orpe/ie/ieHbl
TIOHATHUSL «eIMHULIA
ydeTa», «eJUHULIA
XpaHeHUs» o4,

3/IEKTPOHHOT O
[leno,  KOHTeHHep
CJIi| B
HOPMAaTUBHBIX U
MeTOIYeCKUX
JOKYMEHTax.

2) Kakue ¢dopmbl
JBYKEHUS o
TMO/I/IEXKaT yueTy.

3) Kakosbl
yuemHble  (popmbl
3/ 8  apxuee

apxuBOB opranu3auui. M.,2003. I1. 4.

OcHoOBHBIE TIpaBWIa paboTHI C
Hay4YHO-TeXHUYeCKON JIOKyMeHTalel
B OpraHu3alUsaxX U Ha MNpeJIpUsATHUSX.
M., 2003. I1.3.1.

opeaHu3zayuu u
20cy0apcmeeHHOM
(MyHUYunaabHOM)
apxuse.
[MogroroBka k)| Jatime 4 uaca

nabopaTopHOM | onpedeneHue

3aHATUIO 4 eO0uHuybl (eOuHuy)
onucanus /1.
2)Kakosbl
uHgopmayuoHHo-
NoOUcKoeble
Xapakmepucmuku
eO0uHuUYy XxpaHeHus ?
3) Kakosbi
mpebosaHus K
cocmasy u
cocmasneHuio
conpogooumMebHO
U OoKyMeHmayuu.
4) Kakoebl 8uobl
UH(OpMAYUOHHO-
NOUCKOB8bIX
cnpasoyHukos /]
u 6 uem Uux
omauyus om
CNpaso4Ho-
UH(OPpMAYUOHHDIX
cpeocms K
mMpaouyuUOHHbIM
O0OKyMeHmam.

[TogrotoBka K | 1) Kakoeb! | 5 uacos Xapuenko O.A., Knumosa A.D. ,

JieKLuu 6 OCHOBHble Kynpswesa H.K. ILmocbl U MUHYCbI

apxugosedyeckue

Op2dHU3ayuu 3/eKMpPOHHO20 apxuea//




mpebo8aHus
MeHCOYHAPOOHbIX
U  HAYUOHAAbHbIX
cmaHoapmos K
Npo2pamMmMHOMY
obecneueHuro
3/1eKMPOHHO20
apxuea?

2) Kakue 6uobl
¢opmamos
O0OMIICHDI
noodepaicusamb
3/1eKMPOHHbIE
apxuebl?

3) Kakosbl
Npu3HaKu
Kaaccugpukayuu
Npo2pamMmMHO20
obecneueHus  0/15
3/1eKMPOHHO20
apxuea?

OmeuecmeeHHble apxugbl. 2009. Ne 6.
C. 48-52.

ITooeomoska K
nabopamopHom
3aHAMUIO 5
IIpoepammHoe
obecneueHue
014  Co30aHus
3/1eKMPOHHBIX
apxueoe.
Mynabmucgpopma
MHble
NOuUCKo8ble
cucmembil.

1)KakoBbI
byHKLMU
3JIEKTPOHHBIX
apXMBOB KakK BHJa
TIPOTPAaMMHOTO
obecrieueHusi?
2)Kakosbl
Kpumepuu eblbopa
IO 0asa pasznuuHbix
8U008 apxuea
3/1eKMPOHHBIX
0OKyMeHmosg?
3)Kakosebl
mpebosaHus K
MexHU4YeCcKoMy
obecneueHuro
apxuea
3/1eKMPOHHBIX
JoKymeHmo8?

4 yaca

1. DOC-Online. He3aBucumblii
TopTal O CHUCTeMaX 3JIeKTPOHHOTO
JOKyMeHTO000pOTa. www.doc-
online.ru

2. Docflow.  Bce o mupe
3/1eKMpPOHHO20  00KyMeHmoobopoma.
[DnekmpouHbiil pecypc] - SnekmpoH,
OdQH.- M., 2002-20042 —
www.docflow.ru, ceo600HbIll. — 3aen.
C 9KpaHMa.

ITogroToBKa K
JieKLyu 7.

1) KakoBsl
¢byHKUMM  apXvBa
3/1eKTPOHHBIX
JIOKYMEHTOB?
2) KakoBsl
HOpMaTVBHbIe
yCJIOBUSI XpaHeHUsi
3/1eKTPOHHBIX
JIOKYMEHTOB?
3) KakoBbl BHUJpI

4 yaca

OcHOBHBIe TIpaBW/Ia pabOTHI
apxuBOB opranusauui. M.,2003. I1. 4.

OcHoBHBIe TpaBWia paboThl C
Hay4YHO-TEeXHUUECKOU [OKyMeHTaleu
B OpraHMu3alusiX U Ha MpeANpUsITUSX.
M., 2003. I1.3.1.



http://www.doc-online.ru/
http://www.doc-online.ru/

oT/ie/ieHre

apxvBa
5JIEKTPOHHBIX
JIOKYMEHTOB?

4) KakoBbl
VICTOpUsI  apXWBOB
MallMHOYUTaeMbIX
Jl@HHBIX U

cocTaB

JIOKYMEHTOB
apXVBOB
MallMHOYUTaeMbIX
JlaHHBIX?

Harvicanue
pedepara.

Cwm. CITUCOK
pedepaToB

10 yacoB

Kypcy

Cwm.

CIIMCOK JIUTepaTyphbl

110

Hanucanue
pedepara.

Cwm. CIIHCOK
pedepaToB

10 yacos

Kypcy

Cwm.

CTIMCOK JTUTEPaTyphbI

o

Hmoeo no
oucyunauHe
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PABOYASA TETPAJADb CTYAEHTA

ApXUBBI 3/IEKTPDOHHBIX IOKYMEHTOB

Crygent (®M0O)

®akynbTeT

Kypc

I'pymma




[TpenogaBaresns (PUO)
HotienT Adanacwkesa JIIT.
Mocksa 2010



[TIOACHUTEJ/IbHAA 3AIINCKA

Pabouast TeTpajjp CTy[eHTa MO CHELUaJbHON JUCLUIUIMHE «DJIEKTPOHHbIE apXMBB»  TI0
cretuanbHocT 080801 “TlpuknagHas wuH(popMatvka B uHGOpMalMOHHONW cdepe” 5 Kypca
(dakynbTeTa 3 3a0UHOTO OTZe/IeHUs.

Pabouas TeTpajb  MpeJHa3HaueHa /il OpraHu3alUd CaMOCTOSITeIbHOTO W3y4YeHHsl
CTyZIeHTaMHM 5 Kypca 3/0 TeopeTHUeCKOr0 Mareprasia OCHOBHBIX TéM Kypca U Haubosiee Ba)KHOU
HayuyHOU U MEeTOJUYeCKOW JIUTepaTypbl, pecypcoB VIHTepHeTa, a TakKe MPUK/IaJHOrO MPOrpaMMHOI0
obecrieueHust B 00/1aCTH CO37IaHUS 3/IEKTPOHHBIX U3/laHWA.  Pabouast TeTpafb  COJIEPXKUT 3a/jaHMS,
KOTOpbIe aKLIeHTUPYIOT BHHMaHHWe CTYZEeHTOB Ha K/IIOUEBBIX acrieKTax  TeMaTUuecKUX pas3/esioB
Kypca. 3a/laHusl BBITIOJIHSIOTCS CaMOCTOSITE/IbHO Ha OCHOBE OCBOEHUSI peKOMeH1yeMOU JIuTepaTyphl K
KaXK/101 Teme.

B cootBerctBMM €  pasgenaMu nporpamMmbl - aucuuiuiMHel, PTC coctour u3 cemu Tem.
3arnosiHeHre Ka)K0ro K3 pas/ie/ioB OLIeHUBAeTCs 10 MATHOa/uIbHOM cucTeMe. [lepBasi YacTh TeTpaau
Bkmtoyaer 4 3aganus (0-20 GamtoB). [lnst morycka K 9K3aMeHy HeobOxoauMo HabpaTth 11 Gasos.
Bropas uacte BktouaeT 3 TeMbl (0-15 GasnoB). [Iyis 3aueta Heobxogumo HabpaTth 10 GannoB. B
1[eJIOM 3arlo/THeHHe TeTpaZii MoXKeT ObITh orjeHeHO oT 0 10 35 OasioB. Pabouast TeTpage caaercs
rperiofiaBaTenito /sl TIPDOBEPKM, TIOC/Ae Yero OCBOEHME MaTepuasa I[IpoBepsieTCcsi B Xoje
WH/IVBUAYanbHOTO cobecemoBanust. CTy[eHTY 3a/lal0TCS BOTPOCHI TI0 pa3zienaM TeTpaau. [ist
MoJTyueHHsl 3aueTa MOMUMO C/lauyd MaTepuasja paboueil TeTpajy HeoOXOAMMO Takxke TOCeIeHHe
MPaKTAUeCKUX 3aHSTUM U BBIMIOJIHEHHE 3a/IaHUM.

Tema 1. Beefpenue

1. Ilpu m3yyeHUM [AHHOW TeMbI ceAyeT oOpaTuTh ocoboe BHYMaHWe HA TOHATUHHBIA

darrapar.

Kak B 3akoHe P® «0O6 wmHboOpMaImy, HWHOOPMAIMOHHLIX TEXHOJIOTUAX M 3aIluTe

vH(opMalrr» AaHbl JeUHUALIUU TTOHSATHN
vH(bopMaTHr3aLus

JIOKyMeHTHpOBaHHasi MH(opMaLys (JOKyMeHT)

vH(bOopMallMOHHasl cucTeMa

CpaBHuTte
Hebuvnuimio  TepmMuHa  «JlokymeHT  Ha | JedbuHuLyo TepMUHa «DIEKTDOHHbIE

MamHHOM HocuTene» B ['OCT P 51141-98. | nokymeHT»
Henompon3BoACcTBO W apxuBHOe  Jeno. | OO0 37meKTpoHHOM 1[MdPOBOI MOATTMCH»
TepMUHBI U OrIpeie/ieHUs

B ueMm pa3zauunrie MeKAy 3TUMH NOHITUAMMU?
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Tema 2. IIpaBoBoe pery/MpoBaHHe 3/1eKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe aHanM3a 3aKOHO/IaTe/IbCTBA OTBEThTe Ha BOMPOCHI.
1. KakoBel TipaBa co6CTBeHHHKA MH(DOPMALIMOHHBIX PeCypCOB?

2.Kakue 00513aHHOCTH IO/DKEH BBITIOJMHATh COOCTBEHHMK TIO 3alluTe KOH(PHEHIMATbHBIX U
TepCcoHa/bHbBIX TAHHbBIX?

3.Kak
pecypcam?

3aKOH rapaHTUpyeT MpaBO  Ha JOCTyN K TrOCy/apCTBeHHbIM WH(OPMAalMOHHbIM

4. CpaBHUTe I1paBOBOE peryaMpoBaHue

IOpUNUeCKON CUJIbI | FOPUIUYECKOU CUJBbI | FOPUINYECKOU CHJIbI
JIOKyMeHTa Ha MaIlIUHHOM | JOKYMEHTa, MOJyUYeHHOIO W3 | 3JIeKTPOHHOrO [JOKyMeHTa B
HOCHUTeTIe B WHGOPMAI[MOHHON  cUCTeMBI | 3aKoHe  «O0  371eKTpOHHOM
I'oCT 6.10.4-84. | B cT1.5 3akoHa  «OG6 | 1udporoii noamcu» (2002)
YHUpUIMpOBaHHbIe CHUCTEMBbI | UHPOpPMaLUH,

JIOKyMeHTaL1H. [Mpuganue | nHGOPMAI[MOHHBIX

IOpUNUeCKON CWIbI | TEXHOJIOTHSIX WU 3aljuTe

JIOKyMeHTaM Ha MaIIMHHOM | nHbopMaiun» (2006

HOCUTe/le M MalllHOrpamme, | )

C03/1aBaeMbIM CpeCTBaMH

BBIUMC/IUTE/IbHOM ~ TeXHUKH.

OCHOBHBIE TT0/I0KeHUS
T'OCT ot 01.07.87 N 6.10.4-
84

B ueM cyTtb npousomenmyx 3a 20 jeT M3MeHEHUM?

JIuTepaTrypa K 3a/iaHHIO:

denepanbhblii 3akoH Poccutickoit ®Pepepanyu ot 27 wutons 2006 r. N 149-d3 «06
vH(opMali, UHGOPMALIMOHHBIX TEeXHOJIOTUSX M O 3aluTe HWH(OpMalun»// Poccuiickas raseta. 29
nrons 2006 1. Ne 4131.

4. 3akoH P® «O6 snekrpoHHOl 1Mdposoi moamucu» ot 10.01.2002 N 1-®3//Cobpanue
3akoHogaTenbcTBa Poccutickor @epeparmu. 2002, N 2. Cr. 127.

I'OCT 6.10.4-84. YHuduiMpoBaHHble CHCTeMbl AOKyMeHTaluM. [IpujaHue HOpUAAYECKOU
CUMbl JOKyMEHTaM Ha MallMHHOM HOCWTeJle U MallMHOTpaMMe, CO3/laBaeMbIM CpeACTBaMHU
BBIUKUC/IUTE/ILHOU TeXHUKHU.

['OCT P 51141-98. [1enonpor3BoACTBO U apXUBHOeE [1e10. TepMUHBI U onpefie/ieHusl.
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AdanacbeBa JLIL. WHpopmartusarus apXUBHOTO Jena: OpraHu3aLys 51
ynpasienue//[lenorponsBozcTtso. 2004. Ne 2.

Kykapuna FO.M. OjeKTpoHHble [OKYMEHTbI B  3aKOHOZATe/bHbIX akrax crtpaH CHIY/
OrteuectBeHHble apxuBbl. 2002. Ne 1. C.41-44.

Tema 3. Knaccugukanus 3/1eKTPOHHBIX /JOKyMEHTOB.

Ha ocHoBe wu3syueHus HAy4YHOW JIUTEpaTypbl 10 mpobseMaM XpaHeHUs 3/eKTPOHHBIX
JIOKYMEHTOB OTBeTbTE Ha CJIe[yHoL1e BOIPOCHI:
1. KakoBbI coBpeMeHHbIe K/1acCU(MKaLMK MallIMHOUHMTaeMbIX JOKYMEHTOB

JIuTeparypa K 3a/jaHHIO:

3anaeB I'.3. AHanu3 U K1accrurKaLus 3/1eKTPOHHbIX JOKYMeHTOB//BecTHUK apxuBucTta. 1999.
Ne 2. C . 60-61.

Tema 4. KoMmiiekToOBaHue U 3KCIIepTH3a LeHHOCTH 3/IEKTPOHHBIX {0KYMEHTOB.

Ha ocHoBe wu3syueHus HAy4YHOW JIUTEpaTypbl 10 mpobseMaM XpaHeHUs 3/eKTPOHHBIX
JIOKYMEHTOB OTBeTbTE Ha CJIe[yroL|1e BOPOCHI:
1. Kakue moaxonpl B KoHrenmmy vHGOpMaTU3aL[ii apXUBHOTO /lefla  TpeJJararoTcs B 06/acTH
repeZiauy Ha IIOCTOSIHHOe XpaHeHHe [JOKYMEHTOB Ha HeTPaJWULIMOHHBIX HOCHUTesSX?

JIutepaTypa K 3a/JaHHIO:

Konuenuuys nHpopMatu3aiuu apxuBHOro fena // BectHuk apxuBucta.1996. N 1. C. 60-82.

2. Kakoe 3HaueHHe MMeeT BHe/ipeHMe HMH(OPMALMOHHBIX TEXHOJOTWW B [1€/1I0MPOM3BO/CTBO
JU/Isl  KOMITIEKTOBaHUSI MMM TOCYZApCTBEHHBIX apxuBoB? Kakue T1pob6sieMbl BO3HUKAIOT Tepef
apxvBamu B CBsA3M ¢ peann3anuent OLIT «3OnektpoHHas Poccus»?

JIutepaTypa K 3a/JaHHIO:

Tuxonos B.M. IOmmn B.A. bygyr i B «37IeKTPOHHOW» Poccur  5/1eKTPOHHBIE
apxuBbl?//OtevecTtBeHHble apxuBbl.2002. Ne 5. C.12-19.

3. Kakue Cy1eCTBYIOT KOHLIENIIMY XpPaHeHUs] MalllMHOUYMTaeMbIX JOKYMEHTOB?

JIuTepaTypa K 3a/JaHHIO:

TuxoHOB B.M. FOwmmH B.A. CoBpeMeHHbIe KOHL|eTILINU 3/IeKTPOHHBIX
IoKyMmeHTOB//OTeuecTBeHHbIe apxuBbl. 1999. Ne 1.

4. Ha3oBHTe KPUTEPUM KCIEPTU3bI LIECHHOCTH 3/IeKTPOHHBIX JOKYMEHTOB.

JIuTepaTypa K 3a/JaHHIO:

OcHoBHbIe TipaBw/ia paboTh apXKUBOB opranm3anuii. M.,2002. Hacts 3.

Tema 5. O0ecrieueHre COXPaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe usyuenusi TpeboBanuii 'OCTOB OTBeTbTe Ha C/eJyIOLie BOMPOCHI:

1. ®akTopsl, BAUAIOLMEe HA COXPAHHOCTb D/,

2. HopmaTuBHbIe ycioBusi xpaHeHus J/1.

JIutepaTypa K 3a/JaHHIO:

Pl 50-524-84 ITopsijoK XpaHeHUs! JOKYMEHTOB Ha MalllMHHBIX HOCUTEJISX.

'OCT 28388-89. Cucremsl 06paboTky nHpopMaryu. [JOKyMeHTbl HA MarHUTHBIX HOCHUTEJISIX
JaHHbIX. [TopsII0K BBITIOJHEHHST U 0OpalljeHUs.

Tema 6. J/1IeKTpOHHbIE apXMBBI.

Ha ocHoBe wu3syueHus Hay4YHOM JMTepaTypel 10 TpobsieMaM XpaHeHHUsI 37eKTPOHHBIX
JIOKYMEHTOB OTBeTbTe Ha C/Ie/IyIOLie BOIIPOChHI:

1. KakoBa po/ib MallIMHOYMTaeMbIX JJOKYMEHTOB B Jiejionpou3Bo/ctee 1960-80-x rogos ?

2. B Kakux OTpac/isiX YIpaB/jeHUs CO3/laBajMCh OOJ/bIIMEe MacCHBBI MAlIMHOUYHTAEMbIX
JIOKYMEHTOB.

3. Korga wammHounTaemMble [JOKYMEeHTHI Obutd O(UWIMaTbHO BKJIFOUEHBI B COCTaB
roCy/lapCTBEHHOI'0 apXMBHOT0 ()OH/|a CTPaHbI?

4. B uem crie¢Ka MalIMHOUMTAeMbIX JOKYyMEHTOB Kak 0OBEKTOB apXMBHOTO XpaHEHUsT?

5.Kakum o6pa3om rpobsieMa MalllMHOUMTaeMbIX JOKYMEHTOB pellleHa 3a pybexom?
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6.KakoBeI 3a7jau ¥ (PyHKLMH, COCTaB JOKYMEHTOB apXUBOB MallIMHOYMTAeMbIX [JaHHbIX?

JIuTepaTypa K 3a/JaHHIO:

I"'apckoBa N.M. ApXuBUpOBaHUE MallIMHOYUTAEMBbIX JlaHHbIX//MexXnyHapoHble
nuckyccun//Ub accoruanmm «Mctopust 1 komnbroTep» 1995, Ne 13. C. 15.

TuxonoB B.M., FOmmH B.A. OnekTpoHHbIe apXUBbI W 3J€KTPOHHBIA [JOKYMeHT0000poT//
OreuectBeHHble apxuBbl. 1999. Ne 2.

OHu xe. Bygyr mm B «3/1eKTpOHHOW» PoccuM 37eKTpOHHBIEe apxXuBbI?//OTeuecTBEHHbIE
apxuBbl.2002. Ne 5. C.12-19.

Tema 7. OneKTPOHHbIE apXUBbl KakK Pa3HOBUAHOCTb TPHUK/IAJHOTO TPOrPaMMHOI0O
obecreueHus.

Ha ocHoBe aHanmu3a pbiHKa I1O B 00/1aCTH CO3/1aHUS 3JIEKTPOHHOIO apXWBa OpraHM3alldd
COCTaBbTe CJIeYIOIIYIO TaO/INUKY.

IIporpamMma Pa32860T‘-II/IK DYHKIINU
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[Ipunoxxenue 1. AHHOTaLUA
paboueii porpamMmmsbl AUCLUTTAHbI

AHHOTAIIMA PABOYEM ITPOT'PAMMGBI JICITATI/TUHBI

HuciuniimHa «CurcTemMbl XpaHeHHs 3JIEKTPOHHBIX JIOKYMEHTOB» pead3yeTcsl Ha (akyJibTeTe
apXUBOBe/IeHHUs M JOKYMeHTOBeZleHHs Kadepoii apXUBOBeeHHsl.

Lens pucuurmebl - [logroToBUTH — CriellanucTa, 3HAIOLIEr0 TeOpeTHUYeCKHe OCHOBBI
apXUBOBEJIEHNsI 3/IeKTPOHHBIX JIOKYMEHTOB, B/AJI€IOLer0 MeTOJUKOM OpraHv3alid XpaHeHus,
KOMIIJIEKTOBAHUSI, yueTa U MCIO/Ab30BaHUSI SJIEKTPDOHHBIX JIOKYMEHTOB DPa3/MuHbIX BHU/IOB
rpe/icTaB/eHys MHGOpMaLMu U (popMaTOB HAa COBPEMEHHOM 3Tarle.

3afiauu AUCLUIUIMHBI: - W3yYUTb OCOOEHHOCTU 3/eKTPOHHBIX  JOKYMEHTOB KaK OOBLeKTOB
apXVBHOTO XpPaHEHHs B OTeUeCTBEHHOW U 3apy0eXHOU ncropuorpaduy;

- chopmrpoBaTh Mpe/CTaBleHUs 0 HOPMAaTUBHOM MeTo/uuecKo 0a3ze XpaHeHHsl 3/1IeKTPOHHBIX
JIOKYMEHTOB, B. T. U. B cocTaBe ApXHUBHOro (hoHja PD;

- copmupoBarth TpejcTaBieHre 006 obecriedeHHH COXPAHHOCTH, yueTe U OMUCAHWUU JIeKTPOHHBIX
JIOKYMEHTOB, OpraHv3aliiy UX ONepaTUBHOIO U [J0JIFOBPEMEHHOI'0 XpPaHeHus;

- U3YUMUTh KIaCCU(UKALUIO 3/IEKTPOHHBIX JJOKYMEHTOB;

- U3yUUTb OpraHM3alMil0 KOMIUIEKTOBAHWS AapXWBOB OpraHv3aldl, TIOCyAapCTBEHHBIX U
MYHULIMIAIbHBIX aDXUBOB 3/IEKTPOHHBIMU [JOKYMEHTaMu;

- U3YUUTb KPUTEPUU IKCIIePTU3bI LIeHHOCTU J/I;

- U3y4UTh TIpOrpaMMHoOe obecrieyeHre /i/isi 37IeKTPOHHBIX apXHBOB.

JucuunuivHa Harpas/ieHa Ha (pOpMUpOBaHUe CeyIOLMX KOMITeTeHLIUMI:

OIIK-4. CrnocobeH wucrosb3oBaTh 0a30Bble  3HaHUSI B 00/acTW  WMHGOPMALIMOHHO-
KOMMYHMKAI[MOHHBIX TeXHOJIOTUM B chepe cBoeli TTpodecCHoHaIbHOU [esiTe/IbHOCTU

B pesysibTaTe 0CBOEHUS JUCLIMTIMHBI 00yUaroLuiics 10/DKeH:

3HaTh:!

- OCHOBBI TeH/IeHL[MM NPaBOBOT0 PeryjJMpOBaHusl XpaHeHHUsl 37eKTPOHHbIX JOKymMeHTOB (J3/1) B
POCCHICKOM 3aKOHOZATe/IbCTBE, OCHOBHBIE TEH/IEHL[USIX B PAa3BUTHH ITPABOBOH 0a3bl;

- pOJib 3JIEKTPOHHBIX apXMBOB B COCTaBe HALIMOHAJIBHBIX apXWMBHBIX C/TY>KO MHpa, UX GYHKLUU U
rpoduib;

- OCHOBHbIE MeXXyHapOo/JHble U MeXXI0Cy/JapCTBeHHbIe CTaHAapThl B 00/1aCTH [10JITOBPEMEHHOT0 U
MOCTOSIHHOT'O XpaHeHus1 J/1;

- TIOJIO)KEeHUWS] HallMOHANbHBIX M OTPAC/eBbIX CTaHJAapTOB M MeTOJUUYECKHMX peKOMeHJalyi To
MeTO/JMKe OpraHv3allid XpaHeHWs, KOMIUIeKTOBaHMS, ydeTa W HCIIO/Ib30BaHUS 3JIEKTPOHHBIX
JoKyMeHTOB B P®, metoguueckue pa3paboTKu ¢esepaabHbIX U pervoHalbHBIX apXWBOB, BEJJOMCTB
PO ;

- PpO/b 3JIEKTPOHHBIX JOKYMEHTOB B cocTaBe ApxuBHOro ¢oHja PP Ha coBpeMeHHOM 3Tare; Ux
LIeHHOCTb KaK UCTOPUYECKUX UCTOUHUKOB;

- MPUHLMIbI ¥ NIPYM3HAKU K1acCU(UKALUY 31eKTPOHHBIX [JOKYMEHTOB;

- 0COOEHHOCTM yueTa W OIHMCAHUS SJeKTPOHHBIX [OKYMEHTOB HAa OCHOBE MeTOAMYeCKHX
pa3paboTOK POCCUMCKUX U 3apyOe’KHBIX apXHBOB,;

- OCHOBBI ODecrieueHHsi COXPAHHOCTH 3JIEKTPOHHBIX [OKYMEHTOB TIPU JOJTOBPEMEHHOM W
MOCTOSIHHOM XPaHeHWM B T.U4. Ha OCHOBe OMbITa W METOAMUeCKHMX pa3pabOTOK DPOCCUMCKUX MU
3apy0e)KHBIX apXUBOB;

- COBpeMeHHbI! OMBIT M0 CO3/JaHUI0 3/IEKTPOHHBIX apXMBOB B Halllell CTpaHe U 3a pybexoMm Kak
yUYpeXJeHul, CTPYKTYpHbIX  TMOJpa3fejieHud  MUHUCTepPCTB W BeJOMCTB,  KOPIOpaLyi
OCYILIeCTBJISIFOLMX [I0ITOBPEMEHHOE M TIOCTOSIHHOe XpaHeHue O/, cocTaB uMxX (OH[0B, UCTOYHUKHU
KOMI/IEKTOBaHUS, (PYHKLUH;

- (YyHKLMM 3/1eKTPOHHBIX apXMBOB KaK Pa3HOBH/HOCTH TPOrpaMMHOr0 obecrieueHUs], KpUTEPUU
Bbibopa I10 zy1s1 3/1eKTPOHHOTO apXH1Ba;

- OCHOBbI OPraHU3aLM 3/IEKTPOHHOTO apXvBa Ha NPeANpUsTHH, YUPeXXIeHUH.
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yMeThb:

- OpraHu3oBaTb IIOCTOSSHHOE W [0JIFOBPeMeHHOe XpaHeHWe 3/IeKTPOHHBIX [OKYMEHTOB B
COOTBETCTBUM C HAYYHBIMH TPUHIIUTIAMA ¥ HOPMAaTUBHBIMU TPEOOBaHUSIMU, a TakKKe CTaHAapTaMu U
MeTOJUYeCKUMU PeKOMeHALUSIMU ;

- WCII0JIb30BaTh CYIIECTBYIOIHE MeTOAWYecKre pa3pabOTKU U CTaH[apThl /IS CO3/aHMUS
JIOKA/IbHbIX HOPMAaTHBHBIX aKTOB, MHCTPYKLIMKM U PYKOBOJCTB, PeriaMeHTUPYIOLIUX Y4eT, OM1CcaHue,
XpaHeHHe 3/IeKTPOHHBIX JOKYMEHTOB;

- OpraHM30BaTh KOMILIEKTOBAHME apXWBa OPraHU3aljuM 3JIeKTPOHHBIMM JOKyMeHTaMH, 0()OPMUTH
COOTBETCTBYHOIIYIO CONPOBOJUTE/NBHYIO M YYEeHYH0 JOKYMEHTAlMl0 B COOTBETCTBUM C Hay4YHbIMU
MPUHLMIMAMA W HODPMATUMBHBIMH TpeOOBaHUSIMU, a TakKKe CTaHJApTaMM U MeTO[UUeCKUMHU
PeKOMeH/aLUsIMU;

- COCTaBUTh peKOMeHZAUWU st caykbel T mo  BbIOODY TeXHUYECKOro M IPOrpaMMHOIO
obecrieueHust [ijisk 37IEKTPOHHOTO apXWBa OpPraHW3alid B COOTBETCTBUU C HAYYHBIMU TMPUHIUTIAMUA U
HOPMAaTHBHBIMU TPeOOBaHUSIMHU, a TaK)Ke CTaHJapTaMu U MeTOJUUeCKUMU peKOMeHALIUsIMY;

- COCTaBUTh JIOKA/IbHbIe HODMAaTHBHbBIE AKThI M PYKOBO/ICTBA /i PAOOThI 3/IEKTPOHHOTO apXWBa
OpraHu3aLuy;

CO371aBaTh CIIPAaBOYHO-TIOMCKOBBIE CPe/ICTBA [I/Is1 apXMBA 3/IEKTPOHHBIX JOKYMEHTOB

BJIaJleTh:

- TEXHOJIOTUSIMU KlacCU(UKALUU, TIOMCKa TI0OKYMEHTOB B 37IeKTPOHHOM apXHBe;

- MIOMCKOM NPOQMIbHBIX MH(OPMAaLIMOHHBIX peCcypcoB B ceTy VIHTepHeT

- HaBBIKAMHU BbIOOpAa W CpaBHEHWs TPOTPaMMHBIX  KOMILIEKCOB [IjIsi 3JIEKTPOHHOTO apXWBa
OpraHu3aLiu.

- HaBBIKaMH yueTa 1 obecrieueHust coxpaHHocTu O/,

[To gucuunuivHe npeyCMOTpeHa POMeXXyTOUHas aTTectalus B (hopMe 5K3aMeHa.

OO6111ast TPYI0EMKOCTh IUCIMITUHBI COCTABJISIET 3 3.€.
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