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1 TIlosicHuTeJbHAA 3aMMCKA
1.1 Ileapb m 3aga94 AACHUATITIHHBI
Lenv oucyunaunsl - N3y4eHHE TEOPETUUECKHX TIPOOIEM U HPHUKIIAJHBIX
aCIICKTOB I/IH(bOpMaTI/BaLII/IPI APXUBHOI'O 1€j1a, OCHOBHBIX HanpaBneHnﬁ BHEAPCHUA
I/[H(l)OpMaLlI/IOHHbIX TeXHOHOFHﬁ B ACATCIIBHOCTH apana.

3agaun JUCHUILTAHBL:

1) u3yuyeHue OCHOBHBIX MOHSATUH, HCHOIb3YEeMbIX B MpOLECCe INPUMEHEHUs
NH(POPMAIMOHHBIX TEXHOJIOTHH B apXUBHOM JIEIIe;

2) U3ydeHHE HCTOPUHM MEXAHM3AlMK M ABTOMATH3ALMH apXMBHOTO Jeja B HalIel
CTpaHe U 3a pyOexom;

3) u3yyeHHEe HOPMATHBHO-TIPABOBBIX OCHOB IPUMEHEHHsS WH(OPMAMOHHBIX
TEXHOJIOTHl B apXHBHOM JIEJIE;
4) u3yueHHe TEXHHYECKOr0 M MPUKIAAHOTO IPOrPaMMHOrO  oOecreyeHus,

HCIIOJIB3YEMBIX IIPH OPraHU3aLlHH SIEKTPOHHOTO

JOKYMEHTOO00pOTa, MH(OPMALOHHOM O00€CIeUeHNH YIpPaBICHUS, OpraHU3aluu
apXMBHOTO XPaHEHHMS JOKYMEHTOB Ha TPAAHIIMOHHBIX M YJIEKTPOHHBIX HOCUTETIAX;

5) U3y4eHHe NPHHIMIIOB BHIOOpPAa W OPraHM3aUUM BHEIPEHHS M HCIIONB30BAHUSL
TEXHHYECKOTO U MPOrpaMMHOT0 00eCIIeUeHYs;

6) m3ydenre HHGOPMAIIMOHHBIX CHCTEM M OCHOBHBIX HH(QOPMAIOHHBIX PECYPCOB B
apXUBHOM JIeJIe;

7) u3ydeHHe ¥ aHAJIU3 CPEJICTB 3aUTHI HHPOPMALUU B MHPOPMALIMOHHBIX CUCTEMAX,
HCIIOJIB3YEMBIX B aDXHBHOM JIEJIE.

1.2 IlepeyeHb IVIAHMPYEMBIX Pe3yJbTATOB 00y4YeHHUSI 10 AUCHHUILINHE,

COOTHECEHHBIX C MHAMKATOPAMU JOCTHKCHUS KOMIeTeHUM il

Komnerenuus
(ko u
HaNMEHOBaHHeE)

HNHaukaTopbl
KOMIeTeHIn i
(K01 1 HANMEHOBAHUE)

IlepeueHb NIAHUPYEMBIX Pe3yJIbTATOB
00y4eHHsI 0 TUCIMIJINHE

OIIK-4. Cnoco6en
TIOHUMAaTh IPUHIUIIBL
pﬁ60TBI COBPEMEHHBIX
HH(POPMALIMOHHBIX
TEXHOJIOTHH U
HCIIOJIB30BaTh UX JJIsA
peleHus 3anady
npodeccHoHaNbHOI
JACATEIIBHOCTH

OIIK 4.3. O6nagaer
HaBBIKAMH
HCIOJB30BAHHS
nH(pOpPMALIMOHHO-
KOMMYHHKAIHOHHBIX
TEXHOJIOT Uil B cepe
JIOKYMEHTallMOHHOTO
o0ecreyeHus ypaBIeHust
U apxXuBHOTI'O Jcjia

3HaTh — OCHOBHBIC HH()OPMAIIMOHHBIC
oubnmorpaduyeckue pecypcsl 1mo
JIOKYMEHTOBE/ICHHUIO M apXUBOBE/ICHHIO;
THIIOBOE TIPOrpaMMHOe obecredeHue,
HpUMeHseMoe 1T pyHKIIHOHUPOBAHUS
ABTOMATH3HPOBAHHOMH CUCTEMBI
LEHTPAIM30BaHHOTO y4eTa JOKyMEHTOB
Apxuszoro ¢ouia PO,
ABTOMaTH3HPOBAHHOT'O LIEHTPAILHOTO
(hoHI0BOTO KaTajgora

YMeTb — 0CyLIECTBISATH TIOUCK HAYYHO-
TEeXHUYECKOH HH(OPMALIMH 110 CBOCH
po(eCcCHOHATBHON e TeIbHOCTH;
pa3bupatbcsi B 0a30BBIX acHEKTax
(DYHKIIMOHUPOBAHHSI COBPEMEHHBIX
UH(POPMALIMOHHBIX CHCTEM B apXUBHOM
nerne.

Baagerh - HaBBIKAMM HCIIONB30BAHUS
KOMITBIOTEPHO TEXHUKH U
HUH(OPMALIMOHHBIX TEXHOJIOTHH,
OCHOBHBIMH METOJIaMH, CIIOCOOaMHU 1
Cpe/ICTBAMU IOJTyUYCHUsI, XPAaHCHHUS],




nepepaboTKH HHPOPMALIHN»; HABBIKAMH
BBIOOpA IPOrPaMMHOTO O0ECTIeUeHHs IS
HHPOPMAIIHOHHOTO 00eCTICUYeHHUS
JIeSITEIIbHOCTH apXHBOB.

1.3 MecTto AMCUMIJIMHBI B CTPYKTYPE OCHOBHOI 00pa30BaTeIbHOI
NporpamMmbl

Jucnpmmnaa — «MHQOpPMANVOHHBIE TEXHOJOTMM B apXUBHOM JielI€» OTHOCHTCS K
00s3aTenbHON YacTy OJI0Ka AUCLMILIMH YU4eOHOroO IIaHa.

Jlns ocBOEHUS AUCIUILIMHBI HEOOXOIMMBI 3HAHUS, YMEHHS U BIaJIeHUs, COPMUPOBAHHbIC
B XOJI¢ M3Y4YCHHS CIICIYIOINX NUCUUIUIMH W IPOXOXKIEHUA HpakTHK: - «HbopManyoHHas
9BpUCTHKA»; «VH(POPMALIMOHHbBIE TEXHOIOTUWY, K APXHUBOBEICHUEY.

B pesympraTe OCBOGHMS AMCHUIUIMHBI (OPMUPYIOTCS 3HAHHSA, YMEHHS H BIAJICHHS,
HEO0OXOMUMBbIE JUIS U3YyYEHHUS CIESYIOIHUX AUCLUIUIMH U IIPOXOXKICHUS NPAKTHK:

«CHCTEeMBI XpaHSHUs JIEKTPOHHBIX JIOKYMEHTOBY, «["0Cy1apcTBEeHHbIE, MyHHULIUITATbHbIC
1 BEIOMCTBCHHBIC apXHBBD», IPEINUIIIOMHAS IIPAKTUKA.

2  CrpyKTypa AMCHUIJIMHBI

OO0u1ast TpyJO€MKOCTb AUCIUIUINHBI COCTABIsET 2 3.€., 72 4.

CTpyKTypa AMCIMILIHHBI VISl 04HOIi (OpMBI 00yUeHHst

OO0beM aucHUILIMHBL B (JOpME KOHTAKTHOH PadoThl 00YYaIOMIUXCS C MeJarorn4eCKUMH
PabOTHUKAMU U (WITH) JINLAMH, TIPUBJIEKAEMBIMH K peali3alini 00pa30BaTeNbHOM MPOrpaMMbl Ha
HHBIX YCIIOBHSX, IIPH IIPOBEICHUY YUCOHBIX 3aHATHM]:

Cemectp | Tun y4eOHBIX 3aHATHIH Konuuectso
4acoB
2 Jlexuuu 16
2 CemuHapbl/1a00paTopHbIe PaObOTHI 24
Bcero: 40

O0BeM TUCIHIUIAHBI B GOpME CAMOCTOATENBHOM Pa00ThI 00YYAIOIIMXCSI COCTABISET 32
aKaJIEeMHUYECKUX YacoB.

CTpyKTypa JAMCUMILVIHHBI UIsl 04YHO-3204HOIT (popMBbI 00yUeHUsI

O0beM IUCLMIUIMHBI B ()OPME KOHTAKTHOH pabOThl 0O0Y4aIOIMXCS C IEAarorHdecKuMu
paboTHUKAMHU ¥ (WIIH) JTUIIAMH, IPUBIEKAeMBbIMH K Peal3aliii 00pa30BaTeIbHON IPOrpaMMbl Ha
MHBIX YCIIOBUSIX, IIPH NIPOBECHUH YUeOHbIX 3aHITHHI:

Cemectp | Tun y4eOHbIX 3aHITHI Konnuectso
4acoB
2 Jlexin 14
2 CemuHapbl/nabopaTopHble pabOThI 22
Bcero: 36

OO0beM AUCUUILIMHEL B JOpME CaMOCTOATENbHOM paboThl 00yYaronmxcs cocTaBsier 72
aKaJJeMHYECKUX YacOB.



CTpyKTypa INCHMILIMHBI 1JI 3209HOH (hopMbI 00ydenust

O0beM IUCUHMIUIMHBI B ()OpME KOHTAKTHOH pabOThl 0O0YHAIOIIMXCS C IeAarorudecKuMu
paboTHHKAMH U (MJIM) JIMLIAMHU, IIPUBJIEKAEMBIMHU K pean3aluy 00pa30BaTeNbHOM POrpaMMBbl Ha
MHBIX YCIIOBUSIX, IIPH IIPOBECHUN YUeOHbIX 3aHITHIA:

Cemectp | Tun y4eOHBIX 3aHATHI KommaectBo
4acoB
2 Jlexumu 4
2 CemuHapbl/1abopatopHbie paboTh 12
Bcero: 16

O0beM IUCLHUILTHHEI B JOpPME CaMOCTOATENbHOH paboThl 00YUAIOIIMXCS COCTABISIET 56
aKaJ[EeMUYECKUX acOB.

3 Copep:xkanue JUCHHUILIMHBI

Ne | HammenoBanue Conep:xanne
pa3nena
JHCIUTLTMHbBI
1 1.BBenenue. IIpenmer, nens u 3anaun Kypcea. VICTOUHUKY U TUTEpaTypa 110

Kypcy. XapaKTepUCTHKa 3aKOHOJaTeIbHBIX, HOPMATUBHBIX U
METOJNYECKHX JOKYMEHTOB, HAIIMOHAIBHBIX U MEXKITyHapOIAHBIX
CTaHJIapTOB 110 N3y4aeMoi npobiiemMaTrke. Mecto Kypca cpeau
JpYTHX AUCHUIUINH. B3anmocBs3p Kypca ¢ ANCIUIIINHAMA
«JlokymeHTOBeieHHE», «OCHOBBI M TEXHOJIOTHS
JIOKYMEHTAIL[HOHHOT0 00ECIICUCHNUS YIIPABICHUS» U JP.
OCHOBHBIC TIOHATHS Kypca: MEXaHU3aLHsl, aBTOMATH3ALHS 1
nurpopmaruzanust JJOY u apxuBHOTro aena, HHGOPMAIOHHBIE
texnonoruu (UT), napopmannonnsie cucremst (UC),
KOpHOpaTHUBHBIE HH()OPMAIMOHHBIE CHCTEMBI,
aBromarusupoBanubie cucteMbl IOV (AC JI0Y), anekTpoHHbIE
JTOKYMEHTBI, 3JIEKTPOHHBIN apXUB, apXUB ICKTPOHHBIX
JIOKyMEHTOB, aBTOMAaTH3UPOBAHHBIE APXHUBHBIE TEXHOJIOTHH U JIP.
ConocTaBiieHHe MEXIyHAPOJHON U OTEUECTBEHHOH NPO(HILHOM
TEepMUHOJIOTHH. POIb Kypca B COBEPILICHCTBOBAaHUH OPraHH3aIMN
PaboThI C TOKYMEHTAMH B YIIPaBJICHUH, CO3JJaHUU ONTHMAJIbHBIX
yCIIOBHUiT pabOTHI CiTyKO TOKYMEHTAI[IOHHOTO 00€CIIeUeHNUs
YIpaBJICHUS U apXuBa. 3Ha4eHHe nH(OpMaTH3aIUKl apXHBHOTO
Jieia Ha cCOBpeMeHHOM 3Tare. OCHOBHBIE HH(OPMAIHOHHbIE
TeXHoJoruy, npumensiemsie B JIOY u apxuBHOM fierne.
HudopmanmoHHbIe CBOHCTBA JOKYMEHTOB. 3aKOHOMEPHOCTH
pocTa U cTapeHHs JOKyMEHTHON HH(pOpMarIyu.
ABTOMAaTH3UPOBaHHbBIC HH(POPMALIHOHHO-TTOUCKOBBIE CHCTEMBI U
nx knaccudukanus. OTpacieBas cCHCTeMa HayYHO-TEXHUYECKOH
nHpopManuy B 001aCTH JOKYMEHTOBE/ICHUS U apXUBHOTO Jiela.

2 Paznen 2. Uctopus Drambl aBTOMaTH3aIMN apXUBHOTO feja B KoHIe XIX — KoHIe
MEXaHHM3alluu 1 XX BB.: pa3BUTHE TEXHUIECKOTO 00ECTIeUCHUs], HOCHTEINEH
ABTOMATH3aHUN nH(OpMaLUH, TPOrPAaMMHOTO M JINHTBUCTHYECKOTO 00ECICYCHHSI.
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apXUBHOTO JIea B
Halllel cTpaHe U 3a
py6exom

IlepBble LEHTPBI XPaHEHHS MAIIHHOYUTAEMBIX JOKYMECHTOB:
apXUBBI OTPACIIEBBIX BBIYUCINTENBHBIX IEHTPOB M TIIABHBIX
BeIYMCIUTENbHBIX IeHTpoB (I'BLY). Bnusxue aBToMaTn3auuu B
opraHax Hay4HO-TexHuueckoi nHpopmaru (HTU) na apxusHoe
Jie71o0. Y4eTHbIe ¥ HHOPMAIIMOHHO-TIONCKOBEIE
ABTOMATU3MPOBAHHbBIE CUCTEMBI B apXuBax. [1akeThl MpUKIaaHbIX
HpOrpaMMm JUist apXUBHOTO Jena. MHopMalMoHHO-TTONCKOBbIE
Te3aypychl. MexkapxuBHble aBToMaTu3npoBanHbie UIIC.
ABTOMaTH3MpPOBAaHHAs CHCTEMA HAy4YHO-TEXHUYECKON
unpopmauun (ACHTU) na ocHose LlentpansHoro

¢onnosoro karanora (I{®K) rocyrapcTBeHHOr0 apXHUBHOTO
¢ona CCCP. ApxuBoBe/ieHHE MAaITMHOYNTAEMBIX JOKYMEHTOB
(MYJ). Buenpenne nHPOPMAIIMOHHOTO ITOIX0/1a B
apxuBoBenenue. Tpynst B.H. ABrokparosa, K.b. 'enpmana-
Bunorpanosa, K.U. Pynenscon, P.H. E¢pumenko u ap.
IIpumeHeHNe aBTOMAaTH3UPOBAHHBIX CHCTEM 00pabOTKI
n300paxeHnit st pecraBpanun qokymentos (ACOU3).

OmnbIT aBTOMATU3aKMU apXUBHOTO Aeja 3a pyoexom B 1940-
1970-e rr. O6cyxaeHue mpobieM HHPOPMATH3AMUH APXUBHOTO
nena Ha koHrpeccax MCA, cozganue Komurera no
aBromaru3aimu MCA. Uadopmarnzanus B crpanax CILIA,
3anagnoit EBpomnsl, ctpanax COB. Coznanne AUTIC, Hayano
MPUMEHEHHS] KOMITBIOTEPHBIX CEeTeH,

CO3/IaHHE aPXMBOB MAIIMHOYNTAEMBIX JaHHBIX. APXUBOBE/ICHUE
MaIIMHOYUTAaeMBbIX IOKYMEHTOB 3a pyoexom. Tpyasr k. Poyaca,
Jx. Tecrona, Y. Jlonnapa, M. Keppona.

Paznen 3.
HopmatuBHO-TIpaBoBast
6a3a nxdopmarusaun
apXMBHOTO JieIa.

Pernamenranus uHGpOpMaTH3aLUK APXUBHOTO JIeJ1a B POCCHHCKOM
3aKOHOAATENbCTBE. 3akoH PO «O6 uHbOpMaImH,
MH(POPMALMOHHBIX TEXHOJOTHAX U 3auuTe HHGopMmarmm», «O00
apxuBHOM sene B Poccuiickoit @enepannmy, 3aK0HBI CyOHEKTOB
(enepanyu 1 Ipyrue HOpMaTUBHEIE akThL. [Ipo0ieMbl aBTOPCKOro
npaBa ¥ I0CTyma K 0a3aM JaHHbBIX, 3aIIUTHl HHYOPMALIUH,
nH(pOpPMaIMOHHOM Oe30nmacHocTH. PerimamenTarus Borpocos
nH(OpPMaTH3aLUK apXUBHOTO JIe/a B IOCTAaHOBJICHHSX
[IpaButensctBa PO, cyOorexToB denepanny, npukazax Pocapxusa
U JIpYruX HOPMATHUBHBIX akTax. PefepanbHble U perHOHANbHbIE
nporpammsl HHGOpMaTu3aluy apxuBoB. KoHmemnus
uH(OpMaTH3aLUK apXUBHOTO Aena B PO, nporpamma
nHpopmarnzanuu deepaabHOro apXUBHOTO ar€HTCTBA U IO
BEJIOMCTBEHHBIX eMy yupeskaeHuit Ha 2011-2020 rr.
Hopmatusro-mMeTonnueckue paspaborku PocapxuBa n apXxuBHBIX
yupesxaenuit.«IIpaBuina oprann3anuy XpaHeHusI,
KOMIUIEKTOBAHNS, y4€Ta W MCIOJIb30BaHMUS JOKYMEHTOB...» B
TOCY/IapCTBEHHBIX, MyHHUIIUIIATbHBIX aPXUBaX, My3€siX,
Oubnnorexax, apxusax PAH 00 undopmaruzanun apxuBHOro
Jie1a ¥ XpaHeHHH SJIEKTPOHHBIX TOKyMeHTOB. KoHuemnmust
nH(pOpMaTH3aIUK apXUBHOTO Aena B Poccun;

oTpacieBas nporpamma nHdpopMaTH3aunuKl apXUBHOTO feia B Poc-
crn. enepanbHas 1e7eBast mporpamMma « NeKTponHas Poccus»
Ha 2002-2010 rr. (2002 r.) u apxuBbl. [IlepcriekTHBHOE U TEKyIIee
[UTAaHUPOBaHUE PabOTHI MO HHPOPMATH3ALMK OTpaciy. [limaHbt
HUP. Ponp PenepanpHoro apxusHoro arearcTsa 1 BHUMJIA L.
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Lentp nndopmaronnsix Texnonorui Pocapxusa. [lestensHocTb
OKCIEepTHONH KOMUCCHH IO aBTOMAaTH3HPOBAHHBIM apXHBHBIM
texHonorusiM Pocapxusa. Cexnus L{C Poccuiickoro obmiecta
UCTOPUKOB U apxXUBUCTOB (POUA) «DneKTpoHHBIE JOKYMEHTHI U
apXUBBI: IPOOJIEMBI U peneHus». MexyHapogable GopMaThl 1
crannaptel onucanus. Crangapt ISADC(G) (1994).

Paznen 4.

OCHOBHBIE 00BEKTHI K
TIPHHIAIIBI
aBTOMATU3ALUU
apXHMBHOTO JieIa.

OOBEKTHI, MPUHIUIIEL, IENH, 3aJa4H 1 HalpPaBICHH
nH(pOpMaTH3alNY ApPXUBHOTO Jien1a. Buabl mHGOpMaOHHBIX
TEXHOJIOT Ui, TPUMEHSIEMbIX B apXHBHOM JICJIC.

Opranun3zanust ”HGOPMATH3alKUK Ha YPOBHE apXHUBa.
TTnanupoBanue paboTel o BHeapeHnio AAT B apxuBax.
IIporpammbl nHGOpMaTH3aLUK OTACIBHBIX (EeACPATBHBIX,
[EHTPAIBHBIX PECITyOIMKAHCKUX M TOCYAAPCTBEHHBIX KPAeBBIX,
00JIaCTHBIX, MyHUIUIIAIBHEIX apXUBOB. CTPYKTypHbIE
HOJpa3eNeH s apXx1uBa, OTBEYAOIIHE 32 HHYOPMATHU3ALHIO.
Oranel BHenpenust AAT B apxuse. Otansl BHeAperus: AAT B
apxuBe. Bbibop nporpaMMHOro odecreueHus 1 pa3paboTduKa.
Cki1afpIBaHNE COBPEMEHHOTO PHIHKA IIPOrPAMMHOTO o0ecredeH s
B 00J1aCTH apXUBHOTO Jiena. [{eHTpsl pa3paboTyuky mporpaMm
JUTSL apXUBHOM OTPACIN: apXUBbI, CHCTEMHBIC HHTETPATOPBI,
Hay4HbIE YUpeXAeHHs U By3bl. [locTaHOBKa 3a1a4n 1
TeXHHYECKoe 3a/1aHue. JIoroBop ¢ pa3paboT4ukoM. YCTaHOBKA

W ajanrauus nporpammel. [IpoGiiemMa KOHBEPTHPOBaHHUS JAHHBIX B
HOBBIC Bepcuy nporpammel. OOyueHNe nepcoHaa.

Pasnen 5. ba3el qanHbBIX
B apXHMBHOM JIeTe.

CucreMsl ynpasieHus 0a3aMu IaHHBIX, IPUMEHSCMBIE B apXUB-
HOM fene. PensinnonHast 1 nepapxudeckas CTpyKTypa 6asbl
nanHbIx.[locTpoenne nH(pomOrnueckoi MoaeIH 1
natanoruaeckoit Monenu bJ1. Beibop THIIOB 00BEKTOB, X
aTpuOyTOB, HACHTU(PUKATOPOB 0OBEKTOB, OIPEICTICHIE THIIOB
CBsI3eH, BBIOOP MOZIENN JaHHBIX, CTPYKTYPUPOBAaHNE JaHHBIX,
HPOEKTUPOBaHUE 0TYETOB. [IpobiieMa co3jaHus THIIOBOTO
(0O1Ie0TpacieBoro) MporpaMMHOTr0 00eCeYeHHSI.
OyHKIMOHANBHBIN mTonxox (pa3paborkn BHUU-

JA /1) n uHTerpupoBaHHbIi noxxox (paspaborku Pocapxusa).
WHTerpupoBaHHas MOZAENb HHPOPMALOHHON CHCTEMBbI apXUBA,
OCHOBAaHHOW Ha MHOTOYpPOBHEBOM onucaHui. CHCTEMbI
ynpaBieHus 6a3aMu JaHHBIX, IPHMEHSEMBbIC B apXHB-

HOM JIeJIe.

Paznen 6. IlpuxnanHoe
MPOrpaMMHOE
obecrieyeHue st
ABTOMATHU3MPOBAHHBIX
ApXMBHBIX TEXHOJIOTHI
(AAT).

Buib! 1 pa3HOBHUIHOCTH aBTOMATH3HPOBAHHBIX
MH(POPMALMOHHBIX CHCTEM B apXUBHOM Jee. [Ipu3Haku
KiaccupuKaniy HHHOPMAIMOHHBIX CUCTEM: YPOBEHb HHTEIPALIUH
JTAHHBIX B paMKaX apXHBa, HA3HAYCHHE CUCTEMBI (y4YeTHasl,
MH(POPMALMOHHO-TIONCKOBAsI, 3 IMUHUCTPATHBHO-
yrpasieH4YecKas); QYHKLHU CUCTEMBI (YYeT, KOMILUICKTOBAaHHUE,
CIPaBOYHO-TIONCKOBBIE CPEJICTBA, HCIIOJIB30BAHUE H JIP.);
YPOBEHb ONUCAHUs JaHHBIX (MEKapXUBHbIE, MEXK()OHIOBEIE,
BHYTpU(OHAOBBIE); 00BEKT onucanus ((HOH/, OMKCH, IENO0,
JTIOKYMEHT); BUJ TPAIUIIMOHHOTO CIIPAaBOYHHKA (ICKTPOHHAS
OIKCh, KATAJIOT U JI.); BUI apPXUBHOTO YUPEKIACHHS
(uH(pOPMAIMOHHBIE CUCTEMBI JJIs1 apXHBOB OpPraHHU3aLHH,




9

TOCYAAapCTBEHHBIX U MyHHUIUNAIBHBIX apXUBOB,
OpraHOB YIpaBIECHHUS apXUBHBIM JienioM), popma peanmsanuu (ITK
u JIBC, HurepHer, TUpa)XUpOBaHHUE HA HOCUTEIIAX).
CoBpeMeHHbIE aBTOMAaTH3UPOBAaHHBIC APXUBHbIC TEXHOIOTUH:
IPOTPaMMBI JJIsI aBTOMATH3AIMU y4eTa, KOMIUIEKTOBAaHHS,
SKCIIEPTHU3BI LIECHHOCTH, 00ECIICYECHHsI COXPAaHHOCTH,
UCTIONB30BaHMS JOKYMEHTOB, aBTOMATH3HPOBAHHBIE
MH(OPMaIMOHHO-TIONCKOBBIE CHCTEMBI. IHTErpupoBaHHbIE
MHOro()YHKIHOHAIbHbIE nporpaMmel. MHpopManoHHbIe
HpOLECCHl M GYHKIMH B CHCTEME «Y4eT apXUBHOTO (OHAa»
(Mucodr). ObmeoTpacieBas cucreMa aBTOMaTH3UPOBAHHOTO
yuera JJoKyMeHToB ApxuBHoro ¢onzna PD. [Iporpammsl
«ApxuBHBIH HoHIY», «DOHTOBEIH KaTaJor». MexapXuBHbIE 0a3bI
JTAHHBIX (PeeCTp yHUKAIBHBIX JOKYMEHTOB ApXUBHOTO (hoHAa,
aBToMatusupoBanHblii LIOK, «Apxusnas Poccuxa» u ap.).
MuadopmaTtnzanus apxuBoB oprann3anuii. OCHOBHBIE TPOOIEMBI
KOMITBIOTEpU3ALMHU HHpOopManonHoro noucka. UI1C
JOKyMeHTasbHbIe U (akrorpaduueckue. Knaccubpuxarms
MH(OPMaMOHHO-TIONCKOBBIX SI3bIKOB. becTesaypycHblii

nouck. Tesaypycsl 1 ux pegaktupoBanue. Kinaccuduxatops
JTIOKyMEHTHON MH(OPMAIMN — X YHHDHUKAMA U
penakrupoBanue. CtanaapTH3anys GopMaToB ONHMCAHUS
noxymenToB. EK/IV. DnekTpoHHbIE Ty TEeBOANTENH, OIIHCH,
KaTanord, ykaszatenu. Mexxapxusasie AUIIC. bank naHHBIX
«Kuura namsatuy», «ApxusHas Poccukay, ALTOK.
TonnorexkctoBrie AUTIC. MHTErpupoBaHHbIE MOMCKOBBIE
CHCTEMBI U IIPOrpaMMHOE 00eCIIeueHHUE TS UX peali3aliu.
OnmnsiT 'maBapxuBa r. Mockssl, 'AP®, Apxusa PAH,
pernoHaIbHBIX apxXuBOB. [IporpamMmHsit komiuteke «Kancca-
ApxuB» U ero BHeIpeHne. MexXTyHapoHbIE TPOCKTHI
KOMIIBIOTEPH3aLUH APXUBHBIX TEXHOIOTUI — «ApXUB
Komuntepnay, «CBAI.

Pazpen 7.
HuTepHeT-TexHOI0rNu
1 UH(POPMAILIMOHHBIE
pecypcsl,
HCHOJIb3yeMBIE B
apXUBHOM JIeIe.

IIpuMeHeHHe ceTeBbIX TEXHOIOTHH B MHQOPMALMOHHOM
obecriedeHnH paboThI APXUBOB, CO3JAHIH MEKAPXUBHBIX
MH()OPMAIMOHHO-TIONCKOBBIX CIIPAaBOYHHUKOB, YIIPABICHUT
oTpacibio. [1106abHbIe BBIYUCIUTENIBHBIE CETH U APXHBBI.
ITpoGiiema co3aaHus PECypCOB OTEUECTBEHHBIX apXHBHBIX
yupexzaenuii B Marepuere. O01erocy1apcTBEeHHbIE apXUBHbIE
nopTajbl — «ApXuBbl YKpauHbl»; «Apxussl benopyccuny;
«Apxussl JIutee». Caiit PocapxuBa « ApxuBsl Poccuny.
Meroanueckue ykazanusi PocapxyBa 1o Co3aHuUIO caidTa
APXMBHOTO YYPEXKACHUS. XapaKTePUCTUKA MHYOPMALIMOHHBIX
PECYPCOB POCCUIICKUX apXHWBOB B TTI00AIBHON CETH: CalThI
HpeacTaBUTeNbCKUE U HayuHble. [IpoOnemsl myOnukanuu HCA u
nokymeHnToB B MHTepHeTe. bubmmorexu ccputok. CallT « ApXHUBBI
mupa» FOHECKO. Oprann3zanust 1ocTyna K 3JIeKTPOHHBIM
pecypcam o 1okyMeHTax ApxuBHoro ¢onzia P®, pasMenieHHbIM
Ha nopraine «Apxussl Poccumn», B Tom uncie «LieHTpamsHOMY
(oHIOBOMY KaTaory»; «PeecTpy yHUKaJIbHBIX JIOKyMEHTOBY.
Coznanune «EnuHoit mHTErpanioHHoN matdopmMbl
MH(OPMAMOHHBIX PECYPCOB» POCCHHCKHX apXHUBOB.
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8 Paszen 8. Texnomorus
XpaHECHUS DJIIEKTPOHHBIX
JIOKyMEHTOB U 3all[UTa
nndopmanuu B
MH(QOPMAIMOHHBIX
CHCTEMax.

IIpobnema coxpaHeHHs HMEKTPOHHBIX JOKYMEHTOB Ha
coBpemeHHOM dtane. [lorsatus «MY», «IMH», «onexTpoHHbII
JokyMeHT» (D]]) 1 X HOPMATHUBHO 3aKPETUICHHBIC Ae(DHHHUIIUH.
Juckyccuu o npupone /1. OcoGeHHOCTH MallIMHOYHTAEMBbIX
JTIOKyMEHTOB KaK 00BEKTOB apXMBHOTO XpaHeHHUs. Bonpocsl
IOPUINYECKON CHIIBI U «JI0KA3aTEJILCTBA» HAJICKHOCTH HOCUTEIICH,
OT/ENCHHOCTH NH(OPMAINK OT HOCHUTESI, HEOTPAHUIEHHOCTH
BOCIIPOM3BEIEHNS OPUTHHAJIOB, BBICOKOH CE0ECTOMMOCTH
XpaHEHUs, CTAPEHUE TEXHUYICCKOTI'O U IPOrpaMMHOT0O
obecrieueHus; HOPMaTHOI HECOBMECTUMOCTH, OTUCAHHS

u 1p. [IpaBoBoe perynupoBanue opuideckoi cuisl D) B Hamel
CTpaHe ¥ 3a pyOe:xoM. DIIeKTPOHHAs IIM(POBast HOAIKCH.
TexHONIOrNM ONEPaTHBHOTO XPaHEHHUS MIEKTPOHHBIX JOKYMEHTOB
(3ammTa OT BUPYCOB, COOCB AIIEKTPOITUTaHUS, PE3EPBHOE
KomupoBaHue U jp.). [IpoGiema 1onMTrOBpeMEeHHOT0 XpaHEeHUS
3NIEKTPOHHBIX JOKYMEHTOB U MOAJAEPKAHHUS UX ayTEHTUIHOCTH.
Oco0eHHOCTH KIIacCU(UKALNY, yYeTa, OMUCAHUS U DKCIIEPTU3BI
LEHHOCTH DJIEKTPOHHBIX 1OKyMeHTOB. TpeboBaHus
nH(OPMaNMOHHON 6E30ITaCHOCTH K aBTOMAaTH3UPOBaHHBIM
cuctemaM B JIOY u apxuBHOM jieie. OCHOBHbIE HaNpaBJICHHs U
MepBI 10 3aIUTe HHPOPMALMU OT HECAHKIIMOHUPOBAHHOTO
nocrtymna. Co3gaHue 3JIEKTPOHHOTO (OH/A MOJIB30BaHUS.
Cosnanne LleHTpa XpaHeHUs YIEKTPOHHBIX JOKYMEHTOB
POCCHICKHX apXHUBOB.

4 Oo0pa3oBaTejbHbIE TEXHOJOTUH
[t npoBeneHus y4eOHbIX 3aHATHIH 110 TUCIUIUTHHE UCTIONB3YIOTCS pa3InIHbIe 00pa30oBaTeNbHbBIE
TeXHOJOTruM. s opraHu3anuu y4eOHOTO Mpolecca MOXKET OBITh HCIOJB30BAHO 3JICKTPOHHOE
o0y4eHue U (MJI1) AUCTAHIOHHbIE 00pa30BaTEIbHbIC TEXHOIOTHH.

5 OmueHkKa NJIAHAPYEMbIX Pe3yJIbTATOB 00y4eHHsI
5.1 Cucrema oneHUBAHUS

®opma KOHTPOJISA

Makc. KOJTH4eCTBO 0AJLI0B
3a oany |Bcero
paboty

Texkymuii KOHTPOJIb:

(memwr 1-3),

14

- onpoc Ha npakmuyeckom 3ausmuu |5 6annog |30 6annos

- KOHmpobHas paboma (pepepam,) 10 10 6annos
- paboyas mempaosb cmyoeHma 5 6annog |20 6annos

ﬂfl}l cmydeHmos 3A0UHO20 OMOENIeHUs.

ITpomeskyTouHas aTTectanus 40 6annos
(umoecosas konmponvhas paboma)

3auém

Hroro 3a cemecTp (Oucyuniury) 100 6annos

TloyueHHbIH COBOKYIHBII pe3ysIbTaT KOHBEPTUPYETCS B TPAJAULMOHHYIO LKAy OLICHOK U B
Ky oueHok EBpormeiickoii cucTeMsl epeHoca 1 HakoruieHns kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBHHM € TabIMIEH:
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100-6annbHas S p— [kana
[IKajna ECTS
95 -100 A

83 -4 OTJINYHO B

68 — 82 XOPOIIO 3a4TE€HO C

56 — 67 D
5055 YJOBJIETBOPUTEIBHO E
20-49 FX
0-19 HEYI0BJICTBOPUTEIIBHO HE 3a4TeHO F

5.2 Kpurtepuu BbICTABJIEHUS OLEHKH MO TUCHHUILINHE

Bamiel/
IIkana ECTS

OreHka 1o
JUCLUTLINHE

Kpurepuu onieHkn pe3ynbTaToB 00y4YEeHUS 110 JUCIUILIMHE

100-83/
AB

«OTJIIMYIHO»

BeicTaBnsercs 00y4aronieMycsi, €CJid OH rIy0OoKo 1
MPOYHO YCBOMJI TEOPETHIECKUH M MPaKTHICCKUH
Marepuai, MOXeT IPOAEMOHCTPUPOBATh ITO HA 3AHSTHSX H
B XOJI€ TIPOMEXYTOYHON aTTECTALIUH.

OOyuaronuiics: NCYEPIBIBAIOLIE H JIOTHYECKH CTPOHHO
u3laraer y4eOHbIH MaTepua, yMeeT YBs3bIBaTh TEOPUIO C
MPaKTHKOM, CIIPABIISETCS C PEIICHHEM 3aj1a4
npo¢eCCHOHANBHOM HAIPABICHHOCTH BHICOKOTO YPOBHS
CJIO)KHOCTH, IIPAaBUJIIBHO 06OCHOBblBaeT TIIPUHATBIC
peLeHHsI.

CB0OO/THO OPHEHTHPYETCS B Y4COHOH 1
npo¢eccHOHaNbHOM IUTepaType.

O1ieHKa 110 AUCHUMUITIMHE BBICTABISAIOTCS 00yYaroIeMycs ¢
y4€TOM pe3yIbTaToOB TEKYIIEH U TPOMEKYTOUHOM
aTTECTAIIUH.

Komnereniuuy, 3akperiéHHble 3a JUCHUILIHHOMN,
c(OpPMHUPOBAHBI HA YPOBHE — «BBICOKHIN».

82-68/

«XOPOLIO»

BeicTaBnsiercst 00y4aronieMycsi, €Clii OH 3HaeT
TEOPETUUECKUI U MPaKTUYECKUI MaTeprall, FpaMOTHO U 1O
CYLIECTBY M3JIaraer ero Ha 3aHsTUSIX U B X0J€
TIPOMEKYTOYHOM aTTECTAINH, HE IOIMYCKas CyIIeCTBEHHBIX
HETOYHOCTEH.

OOyuaronuiics: paBUIbHO NPUMEHSET TeOPETHYECKUEe
TIOJTIOKEHUS TIPH PEIICHUN TPAKTHIECKHUX 33124
npodecCHOHANBHOM HAIPaBICHHOCTH Pa3HOI0 YPOBHS
CJIOXKHOCTH, BJIaJICET HEOOXOJMUMBIMH JUISl 3TOTO HaBBIKAMU
U npuéMamu.

JlocTaTOYHO XOPOIIO OPHEHTUPYETCS B Y4eOHOIH 1
npo¢ecCHOHANBHOM JIUTepaType.

OmeHKa 1o AUCUUITIIMHE BBICTABIIAIOTCS 00yJaroIeMycs ¢
yuE€TOM pe3yIbTaToOB TEKYLIEH U TPOMEKYTOUHOM
aTTECTALUH.

Komnerennuuy, 3akperiéHHble 3a JUCHUILIHHOM,
copMHpPOBaHbI Ha YPOBHE — «XOPOLIHID.
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Bamiel/ OreHka 1o Kputepuu onieHKH pe3ynbTaToB 00yUYCHUS 10 JUCIHUILTHHE
IIkana ECTS | aucuuruinae

67-50/ «yIIOBJICTBOPH- BeicTaBnsiercst o0y4daronieMycsi, €Clii OH 3HaeT Ha 6a30BOM
D.E TEJIBHO» YPOBHE TEOPETHUUECKUIN U MPAKTUYECKUI MaTepual,
JIOIYCKAaeT OT/CIIbHbIC OLINOKH IIPU €ro U3JI0XKCHUH Ha
3aHATHSX U B XOJI€ POMEXXYTOTHOH aTTECTAIIH.
OOyyJaronuiicst NCIBITHIBAET ONPEACIEHHBIE 3aTPy IHEHHS
B IPUMEHCHUHU TEOPETHUCCKUX MOJI0KEHUH MPHU PEeLICHUN
MPaKTHYECKUX 33/1a4 NPO(eCCHOHATLHON HalPaBIeHHOCTH
CTaHJIAPTHOT'O YPOBHS CIIOKHOCTH, BIaZeeT
HE0OXOMMBIMH ISl TOTO 0a30BHIMU HaBBIKAMH U
npuéMamu.

JleMOHCTpHpPYET IOCTaTOYHBIH YPOBEHb 3HAHUS YUeOHOM
JIUTEPATypPhI [0 AUCIUIUINHE.

OmeHKa 1o AUCUUIUIMHE BBICTABIIAIOTCSA 00yJaroIeMycs ¢
yu€TOM pe3yIbTaToOB TEKYLIEH U TPOMEKYTOUHOM
aTTECTALlUH.

Komnerennuu, 3akperiéHHble 3a JUCHUILIMHOM,
c(OpMHPOBaHbI Ha YPOBHE — «JOCTATOYHBIII».

49-0/ «HeyznoBieTBopure | BoicTaBisercs oOyuaromemMycs, Clii OH He 3HaeT Ha
FFX JILHO» 0a30BOM YPOBHE TEOPETUUECKHI U PAKTUUSCKUH
MaTtepHal, JI0MycKaeT rpy0ble OMMOKHU MPH €ro
M3JI0’KCHUHM HA 3aHATUSX U B XOJIC IIPOMEXYTOYHON
aTTeCTAIUH.

OOydJaroIMicst CIIBITBIBAET CEPhE3HBIC 3aTPYAHEHHS B
MPUMEHEHUH TEOPETHYECKHUX MONOKEHHI ITPU PEHICHUI
MPaKTHYECKUX 33/1a4 NPO(eCCHOHATEHON HAMPaBIeHHOCTH
CTaHJIapTHOT'O YPOBHSI CIIOKHOCTH, HE BIIajieeT
HE00XOJUMbIMH JUISl 3TOrO HaBbIKAMHU U IPUEMaMH.
JleMoHCTpHpYeT pparMeHTapHbIE 3HAHUS yUeOHON
JIUTEPATYPHI 110 AUCIUIIINHE.

OneHka 1o AUCUUIIINHE BBICTABIIAIOTCS 00yJaroImeMycs ¢
Y4ETOM pPe3yJIbTaTOB TEKYLIEH U POMEKYTOUHON
aTTeCTALUH.

Komnerenimm Ha ypoBHE «10CTaTOUHBINY, 3aKPEIIEHHbBIC
3a IUCLUIUINHON, HE CPOPMUPOBAHBL.

5.3 OueHouHbIe cpeACTBA (MATEPHUAJIBI) [JISl TEKYIIET0 KOHTPOJISI
ycIeBaeMoCTH, IPOMEKYTOYHOMH aTTecTaluy 00y4armuxcs mno
AUCHHUILINHE

ITpumepnsie mecmel Ona dnuy; HOUL p

Bapuanm 1.

1. O6uieoTrpaciaeBoe MPOrpaMMHOE 0OECIICUEHHE aPXUBOB 3TO —

A. enuHBIC TTPaBHJIa CO3IaHU HH()OPMALIMOHHBIX PECYPCOB PETHOHA;

b. enuHbIe cTaHIAPTHI ONMMCAHNS APXUBHBIX IOKYMECHTOB,

B.ob6uiepoccuiickue kinaccu(puKaTopsl JOKyMEHTHOW HH(pOpMaLHY;

I mporpamMMel WIM KOMIUIEKCEI MpOTpaMM, TNpeJHA3HAYeHHBIC JUIi aBTOMATH3AI[UU
OIIpe/IeNICHHOH TEXHOIOTHHU B ONPEJIEIIEHHON KaTeTOPUH apXUBHBIX YUPEXKICHUH.

2. Jluareuctuueckoe odecnedeHne NHPOPMaHOHHO-TIONCKOBOH CUCTEMBI 3TO —
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A. KOMIUIEKC NPHUKIIAIHBIX TPOrPaMM;

b. cucrema ynpasnenus 6a3aMu JaHHbIX;

B. COBOKYIIHOCTb UCKYCCTBEHHBIX I/IHCbOpMaL[I/IOHHO-l'IOI/ICKOBbIX SA3BIKOB U CPEJICTB IIOUCKA,

I'. coBokymHOCTHP  HpPOTrpaMMHO-AaNNApaTHBIX CPEACTB BBOJA, OOpabOTKM W XpaHEHHS
nHpopMaruu.

3. OCHOBHBIM NIPUHIUIIOM HH()OPMATH3AIMI aPXUBHOTO JieJIa SBIISACTCS IPUHIINII :
A. co3naHus pacnpeeIeHHBIX HHPOPMaMOHHBIX PECypCOB;
b.MoznepHU3aIMU TPUMEHAEMBIX TEXHOJIOTHH U IPOrPaMMHOT0 00eCIIeUeHNS;
B.BHEApEHNSs HCKITIOUNTEIFHO MEXAPXUBHBIX NH()OPMAIIMOHHO-TIONCKOBBIX CHCTEM;
I'. mpeeMCTBEHHOCTH TPaJUIMOHHBIX M ABTOMATH3UPOBAHHBIX TEXHOJIOTUH MEXKIY COOOI.

4. BHenpenne MHGOPMAIOHHBIX TEXHOJIOTHI B MacIITa0ax apXUBHON OTPACIIH PETYIHPYETCS U
IUIAHUPYETCst COTTIACHO

A. ®enepansHOMY 3aKOHY 00 « ApXUBHOM Jenie B PDy;

B. apxuBHOMY 3aKOHOAATENECTBY CYOBEKTOB (hesepalun;

B.«OcHoBHBIM npaBuIaM paboTHl apXUBOB OPTaHU3ALIUI;

I'. «IIporpamme nadopmarnzannn PenepaabHOr0 apXUBHOTO ar€HTCTBAY;

5. OCHOBBI BHEIPEHUsI aBTOMATU3MPOBAHHOTO yYeTa M CIIPaBOYHO-NIOMCKOBBIX cpencts (AUIIC)
B MYHHIMIIAIBHBIX aPXUBAX 3aKPEILICHBI

A. B 3axoHe «O0 apXxuBHOM Jiene B POy;

b. apxUBHOM 3aKOHOZATENBCTBE CyOBEKTOB (heepanuy;

B. «OcHOBHBIMH IpaBHIaMU PaOOTHI ApXUBOB OPraHU3AHII»;

I'. «IIpaBunamu opraHu3anuu XpaHeHs, KOMIUIEKTOBAHMUS, Y4€Ta U UCTIOIb30BaHHs JJOKyMEHTOB
A® PD u apyrux apXMBHBIX IOKYMEHTOB B FOCYapPCTBEHHBIX M MYHUIIMNAIBHBIX apXHBaX».

6. Ennnas aBTOMaTH3MpPOBAaHHAs OTPACIIeBasl CHCTEMa BHEAPEHA B ApXUBHOM Jielie B 001aCTH
A. KOMIIJICKTOBaHUS apXUBOB;

B. sxcnepTH3bl IEHHOCTH JIOKYMEHTOB;

B. ydera nokymMeHTOB;

I'. ncnonb30BaHYUs JOKYMEHTOB.

7. Buenpenune o01e0TpacaeBbIX IPOrpaMM B apXUBHOM JIElie CIIOCOOCTBYET

A. MOJIepHM3ALU TEXHHYECKOr0 00ecieyeHus! apXHUBOB;

b. nosblenuio 3¢ eKTUBHOCTH IIaHUPOBAHUS PabOUero BpeMEHH apXHUBHCTA,;

B. co31aHNIO YHUKAIBHBIX HH)OPMAIIHOHHO-TIONCKOBBIX PECYPCOB;

I'. uaTerpanuy u yHudHKanyu GopMaToB JaHHEIX U CO3JaHUIO MEKAPXUBHBIX HHPOPMAIMOHHBIX
CHCTEM.

8. C nenblo co3anus cTpaxoBoro Gonaa u GpoHaa NoIb30BAaHUS B APXUBAX NPUMEHSETCS
A. MyIbTUMEIUIHBIC TEXHOIOTUH;

B. uadopManmoHHO-TOUCKOBBIE CHCTEMBI,

B. cereBbie TEXHOJIOTHUH;

I'. TexHOMOTHS OLM(PPOBAHHS.

9 . Llenbto nH(pOpMATH3AMT APXUBHOTO JeTIa SIBISETCS:

A. ObecrnieyeHne yaJIeHHOTO 0CTYTIA MT0JIb30BaTeNeil K MH(POPMAIOHHBIM PeCypcaM apXUBOB;
b. IloBeIlIeHNe TOYHOCTH U OIEPATUBHOCTHU Y4eTa JOKYMEHTOB;

B. Co3nanue panoHanbHOH CHCTEMbI KOMIUIEKTOBAHHS, XPAaHEHUs M IOMCKAa HH(POpMALUH
ApxuBHoro ¢ponaa PO ¢ moMonipro HHGOPMAMOHHBIX TEXHOJIOTHIA;

I'". Bce BhlenepevncieHHoe.
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10. DneKTpOHHBIE JOKYMEHTHI BKJIIOUEHBI B cOCTaB ApXUBHOTO (onna PO
A. Ha ocHoBanuu ¢enepanbHoro 3akoHa «O0 a5ekTpoHHO#H 1udpoBoi noamucu» Ne 1-O3 or

10.01.2002

b. H a ocnoBanuu denepansHoro 3akona Poccuiickoit ®enepanuun «OO apXuBHOM Jene B
Poccuiickoit @enepannu» Ne 125-03 ot 22.10. 2004.
B. Ha ocnoBannu ¢enepansaoro 3akoHa «O6 nH(popManuy, "HGOPMAIMOHHBIX TEXHOJIOTUSAX U
samute nHpopmarmu» Ne 149- d3 ot 27.07.2006
I'. Ha ocHoBanuu (enepanpHoro 3akoHa «O0 00s13aTeNbHOM dK3eMILIIpe JOKyMEeHTOBY Ne 77-D3

or 29.12.1994

Bapuanm 2.

1. baza naHHBIX C IIPUBEACHHBIM HUXKE IEPEUHEM oJiek B APXUBE UCIHOJIB3YCTCA IS

A. KoMmIuieKTOBaHus.
b. Ydera nokymeHTOB.

B. IToucka TOKyMEHTOB M JOKyMEHTHOH HH()OPMALIUH.

I". KoHTpOI HCHOTHEHNS 3aIIPOCOB.

Upxue \Haszsanue bBJ] \ons.
\I'A Teepckoui obnacmu «Pewenus u pacnopsicenusPane yupexcoenus
(npumensemcs \Kanununcrkoeo 20p0o0cko20Buo ookymenma,

maxoice 6 apxusax Tiomenu u
Tobonvcka o5l
Kamanoeuzayuu ¢onoosg
UCNOJTIKOMOB zopcoeemos)
MHGPOPMUPOBAHUE TPAKIAH O
CO3aHHBIX umH
MH()OPMAIIMOHHBIX PECypcax

cosema n.0. 1980-91 22.»

We doxymenma;

Hauanvnas oama;

\Koneunas oama,
Cooepocanue;

\leoepagpus;

Ompacnv,

\Haszsanue yupesicoenust, 8 OMmHOWEHUL
KOMOPO20 NpuHsm OOKYMEHM,
Dono No;

eno No;

Onuceo No;

VIucm Ne.

1. K MexapXuBHBIM 6a3aM JaHHBIX OTHOCSITCS:
A. DIeKTpOHHBIN KaTaJor « ApXHTEKTypa M rpagoctporenascTBo Mocksel, Cank-IlerepOypra u
npuropoos» Ha caiite PIA HT/I;
b. baza nannbix «OnMBITHO-KOHCTpYKTOpCcKas JokymeHTarust B PCA HT[»;

B. CD-ROM

I'. Onexrponnslit myreBoaurens no PI'A HT/I.

3. K MexapxuBHbIM 6a3aM JaHHBIM OTHOCSATCS
A. AnnoTrpoBaHHBIH peecTp onuceit PIA BM®;

b. Omnuce dorma

Cubupckoro-reHepain

ryoepHaTopa B

“lO.A. T'arapun» u ero cereBas Bepcus Ha caiite PTA HT/;

I'A Owmckoii ob6macrw;

B. IIporpamma «Yuer apxuBHoro ¢ponna» B ['ocapxuse Boponexckoit obnactu;
I'. Peectp yHHUKaIBHBIX JOKYMEHTOB ApxuBHOro (oHma PD.

4. NurerpupoBanHble 0a3bl JaHHBIX OTIMYAIOTCS:

A. HalMYMeM ONMCaHUH TOKYMEHTOB Pa3HbIX (JOH/IOB;

b. Ha/M4ueM ONMCAHUI JOKYMEHTOB Pa3HBIX 3II0X;
B. HannuneM pasHbIX ypoBHEH onucanus ((OHI, OMHUCH, JETO0 U JIp).
I'. HaIYHeM OIMCAHUI JOKYMEHTOB Pa3HBIX apXUB
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5.Y4eTHble 6a3bl JAHHBIX IIPeIHA3HAYCHBI UL
A. OCYyILIECTBICHHS CTATUCTUYECKUX ONEPaLUi.
b. opraHu3anmy SKCHepTU35I LIEHHOCTH;

B. onpenenenus cpokoB XpaHEHUs! JOKYMEHTOB;
I'. moucka 1OKyMeHTHOH HH(pOpMALIUH;

6. K aqMUHHCTpAaTHBHO-YIIPaBICHYECKUM 0a3aM JaHHBIX OTHOCSTCS:
A. B]] o yuety TOKyMEHTOB B apXHBE;

b. B/I o ydery ucnons30BaHus JOKYMEHTOB B apXHUBE;

B. B/l «Karanor penieHuii ropucroikoMay B TOPOACKOM apXHBeE;

I'. B/] 1o BeJieHHIO MITaHOBO-OTYETHON TOKYMEHTAI[N B apXUBaX

7. K uH(OpMAIMOHHO-TTOMCKOBBIM 0a3aM JAHHBIX OTHOCSTCS

A. B]] o yueTy TOKyMEHTOB B apXHBE;

B. B/1 o y4ery ucnons30BaHus JOKYMEHTOB B apXUBE;

B. B/l «Karanor penieHuii ropucrionkoMay B TOPOACKOM apXHBE;
I'. B/l no BeIeHHIO TIIaHOBO-OTYETHOM TOKYMEHTALMU B aDXHMBAX

8. ba3za maHHBIX CO CIEeqYIOIINMH HOISIMH SIBISIETCS:
A. YueTHoi

b. MuTerpupoBanHoii.

B. AnMUHHCTPaTHBHO-YIPaBICHYESCKOM.

I". IloTHOTEKCTOBO.

Apxus \Hazeanue 6asvillons
OanHbix
\[JAOIM «Obwecmeento- 1. Haumenosanue opeanuzayuu,
nonumuueckue napmuy| 2. Hanpasnenue deamenvrnocmu napmuu;
u OsudIcenusy 3. Buo dokymenma,
4. 3azonosox ooxymenma;
5. Hama ooxymenma;
6. ITlonnoma mexcma;
7. Cnocob socnpoussedenus;
8. Tloonunnocmo;
9. Bpems nocmynieHus 6 apxus;
10. ITouckoewvie oannvie;
11. Texcmol ycmasos u npoepamm napmuii.

9. ba3a JaHHBIX CO CIEIYIONIMMU MOJISIMH SIBIISICTCS:
A. YuerHou

b.ITouckoBoii.

B. AaMUHUCTpaTHBHO-YIPABIECHYECKOM.

I'. ITonHOTEKCTOBOIA.

Upxus \Hazeanue BJ[ Ilona

\LIXHUJIK (PI'BA) B/l no eoennonnennvim 1. Damunus
epasicoanam 'epmanuu,|2. HUwmsa
Unonuu. Aecmpuu,| 3. HUmsa omya;
Umanuu, 4. Jlama podcoenus
Ulroxcembypea, 5. Mecmo pooicoenusi;
\Benzpuu, Tonvwu 6. Mecmo scumenvcmea,
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nepuoda emopotl 7. Bepoucnogedanue;
upoeoii  eounbl  (no8. Cemelinoe nonodxcerue;
donoy I'VIIBU). 9. Ilpogpeccus;

10. Bounckoe 36anue;

11. Bounckas wacms,

12. Mecmo naenenus;

13. Mecmo cooeporcanus (nazeps);
14. Mecmo 3axoponenus.

10. ba3a maHHBIX CO CIEAYIOIUMH IOJISIMH SBISIETCS:
A. DIIEKTPOHHOH OIHUCHIO

B. DneKTpOHHBIM KaTaJoroM.

B. DiekTpoHHBIM yKa3aTeeM.

I'. DNEeKTPOHHBIM ITyTEBOTUTENIEM.

Apxue \Hazsanue 6a3vl oannvix  |[lons Omuempvl
I'ocyoapcme|\BJ] «Mempuyeckue knucux|l.Yeso. [lepeuenv Mmempuueckux KHu
ennblil -c 1720 no 1916 2. 2. Hacenenmvlil nynxm. no oame, MeCMONIOINCEHUIO
apxue 3.L{epxosb, npuxoo, cobop. npuxooa, yepKau.
Ceeponosck 4.100 3anucu.
ol obnacmu, 5.Ne ghonoa.
(I'ACO) 6.Ne onucu.

7.Ne oena

8. Ne aucma.

Ilpumepnvie onpocol 013 KONNOKEUYMA
1) Kak u3MeHHINCh OCHOBHBIC LIEJIM U HANpaBiIeHHUs: HHGOPMATH3ALMK apXUBHOTO JIe/1a HA COBPEMEHHOM 3Tarle 1o
cpaBHeHHIO ¢ 1990-Mu rogamu (Ha OCHOBE OTPACIIEBEIX NPOTPaMM U IIAHOB)?
2) B uem mpeumymiecTBa 00IIEOTPACIEBOTO IPOrPAMMHOIO 00€CHeYeHUsI U KaKHe Pe3yJIbTaThl JOCTUTHYThI B €r0
pa3paboTKe M BHEPEHNH B apXHBHBIX ydpexieHusax Poccuu?
3) Packpoiite Ha IpEMepax OCHOBHbIE IPUHIUIIEI HH)OPMATH3ANN APXHBHOTO jiena B PO,
4)Korna MamuHOYHTaeMble JTOKYMEHTBI OBUIH O(HIMAIBFHO BKIIOYEHBI B COCTAB I'OCYIAapCTBEHHOTO apXHBHOTO
donga
crpanbl? Kakue mpoGnemMsl apXMBOBE/ICHHS MAIIMHOYUTAEMBIX JOKYMEHTOB O0OCYXIAlHuCh ydeHbIMH B 1960-80-¢
Toabl?
5)Maiite omnpeneneHne JIOKYMEHTa Ha MaIIHHOM HOCHTEIIE. Ka-
KH€ CIIOPBI BElyTCs yUeHbIe BOKPYT 3TOr0 ONpeJieieH s ?
6)B uem cnenuduka MaIIMHOYNTAEMBIX JOKyMEHTOB KakK 00BEKTOB apXHBHOTO XPAaHEHHUS?
7)Kakne CyImEeCTBYIOT KOHIICHIIMH IOCTOSHHOIO XPAaHCHHs MAIIMHOYHTAEMBIX JIOKYMCHTOB B 3apyOC:KHOM
apxuBoBezieHHH? KakoBbl cOCTaB JOKyMEHTOB M (DYHKIMHM apXUBOB JJIEKTPOHHBIX JOKYMEHTOB 3a PyOeKoM
(pUBENTE IPUMEPBI TAKMX XPaHHUJINIL)?
8)KaxoBbI crieruduyeckune (TeXHOIOIrNYECKUe) KPUTEPUH SKCIEPTH3bI IEHHOCTU DIEKTPOHHBIX JOKYMEHTOB?

Temamuxa umozoguix nUCbMeHHBIX padom

. Temaruueckue AUIIC B apxusHoM jene B 1970-80-¢ rozpl.

. Temaruueckne AUTIC B apxuBHOM jene B 1990-e — 2000-¢ rofsl.

. Co3zpanue THIIOBOro (00IIE0TPACIICBOr0) IIPOrpaMMHOro obecriedenus B apxuax B 1990-¢-2000 robl.

. LlenTpanu3oBaHHast cHCTeMa aBTOMATU3HPOBAHHOTO yUeTa JOKyMEHTOB ApXuBHOTo (onga PD.

. TIpaBoBoe perysmpoBanie HHGpOPMATH3ALMK apXUBHOTO aeia B 1990-¢ — 2010-¢ robl.

. OCHOBHBIE HaIpaBJICHU U UTOTU HH(POPMaTH3ALUK apXUBHOTO Aena B 1990-¢ — 2000-¢ rozsl.

. OCHOBHBIC HANPABJICHNUS PA3BUTHS HHTCPHET-TEXHONOTHH B apxuBHOM jeie 1990-2000-x rr. 1 HHpOPMAIHOHHBIE
pecypchbl apXMBHBIX yupekieHui B HTepHeTe.

. ApXHMBBI MAIIHMHOYNTAEMBIX JQHHBIX MHpA: HCTOPHUSI, COCTaB, CICLH(pHKA XPAHSIIMXCS TOKYMCHTOB.

. IlepcriekTHBHBIC HaMpaBIeHHs Pa3BUTHS HHYOPMATH3ALMH APXHUBHOTO JIE/a Ha COBPEMEHHOM JTarle.

~N NN kAW =

O
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(CM. Tarxe METOANYECKHUE PEKOMEHIALMH I10 TTOrOTOBKE MHUChbMEHHBIX paboT).

6 YueOHO-MeTOAMYecKOe U MH(OPMaNMOHHOE 00ecneyeHue A CHUIIUHBI
6.1 CnHCOK HCTOYHHMKOB U JTUTEPATYPbl

Hcrounuxu
OcHoBHBIE

DenepanbHsbiii 3aK0H 0T 22 okTs10pst 2004 1. Ne 125-D3 "O6 apxuHOM fene B Poccuiickoit
Oepepaunn” B pen. 11.02.2013 r.//Cobpanue 3akonoaarenbpcTBa Poccuiickoit enepamum. 2004.
Ne 43. Cr. 4169. I'masa 6. Cr. 5.

IMTocranosnenue IIpaBurenscTBa Poccuiickoit @enepanun ot 15 urons 2009r. Ne 477 «O6
YTBEp)KIACHUU IPaBWII JEIONPOU3BOJACTBA B (heJiepalbHbIX OpraHax HCIOJHHUTEIBHON BIIACTI»
//Cobpanue 3akoHonarensctBa Poccniickoit @enepanuu. 2009. Ne25. Ct.3060.

Ilocranosnenue [IpaButensctBa Poccuiickoit @enepannu ot 7 centsiops 2011 r. Ne 751
«O BHeceHny U3MeHeHHH B [IpaBmila 1eONIPON3BOICTBA B (heepaIbHBIX OpraHax
ucnonHuTenbHON Biactny// Cobpanue 3akoHoaaTenscTBa Poccuiickoit deneparun, 12.09.2011,
Ne 37, ¢1.5263.

IMpuka3 Munkomcesaszu Poccun ot 02.09.2011 Ne 221 «O6 yrBepxaeHur TpeGoBaHMH K
MH()OPMALIMOHHBIM  CHCTEMaM 3JICKTPOHHOTO JIOKYMEHTOOO0poTa (erepalbHBIX OpPraHOB
WCTIOJIHUTENIFHON BIIACTH, YYUTHIBAIOMINX B TOM YHCIIE HEOOXOAUMOCTH 00PaOOTKHU MOCPEICTBOM
JTAHHBIX CUCTEM CIIy:KeOHOW HH(OpPMaLUK OrPaHUYCHHOTr 0 JocTynay //Poccuiickas razera. N 261.
21.11.2011

IF'OCT 52292-2004. VYupaeneHue oOpraHu3aldeid. OJEKTPOHHBIA  pErjaMeHT
aIMHUHUCTPATUBHOM U ci1yxeOHOH nearensHocTu. OcHoBHbIe nosnoxenus. C 1 nroas 2005 r. M.,
2005.

TOCT P HCO 15489-1-2007 «CHUBUJ. VYmpapnenue nokymeHTamu. OOriue
tpeboBanus». M.: Crangaprundopm, 2007

T'OCT P 54471-2011/ISO/TR 15801:2009 «CucTeMbl 2JIEKTPOHHOTO IOKYMEHTO000POTa.
Ynpasnenue nokymeHranueid. Mapopmanus, coxpaHsemas B 3JI€KTPOHHOM Bujie. PekomeHnarmm
M0 O0ECIEYCHHUIO JOCTOBEPHOCTH U HAJEKHOCTH», YTBEPXKICHHBIH HpukazoM denepanbHOTO
areHTCTBa [0 TEXHUIECKOMY PeryIHpoBaHuio H MeTposorud oT 18.10.2011 Ne 466-cr.

I'OCT P 54989-2012/ISO/TR 18492:2005 «O6ecneyeHne 10ITOBPeMEHHON COXPAaHHOCTU
9JIEKTPOHHBIX JIOKYMEHTOBY», YTBEP)XKICHHBI mpukazom DeaepanpHOr0 areHTCTBa 10
TEXHUYECKOMY PEeryJTHUpOBaHHIO U MeTpoioruu ot 17.09.2012 Ne 325-cT.

AHanuM3 TpOrpaMMHBIX  INPOXYKTOB, MpeIHA3HA4YCHHBIX I MH(OpMaTH3aLuH
BHYTPHAPXHUBHOM JIEATEITBHOCTH TOCYJAPCTBEHHBIX M MyHHUIUITAIBHBIX apXHBOB: aHATHT. 0030p B
2-x 1. T..1: Ananus...; T. 2: CpaBHUTENbHBIN aHANH3... TaONUIBI CPABHUTEIBHOTO aHAIIN3a / PYK.
npoekta, oTB. ucnond. F0.10. FOmamesa; ots. ncons. H.A. Tkauenko; ucnona. M.B. Tapacosa,
M.JI. Haropnas, I.1. KonoBanos; BHUUJAAL.— M., 2015~ T.1: 157 c.; T. 2: 97 c. - Jlen. B
OLIHTU 1o  JOKyMeHTOBeIeHHMI0O UM apxuBHomy jgeay  02.03.2016, Ne 269
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-
archive.pdf

Enuneeblit nopanok 3anonHeHus noseid EnuHoi aBTOMaTH3MpOBaHHOI MH(OpPMAMOHHON
CHCTEMBI, COCTOSIIEH N3 TPOrPAMMHBIX KOMIIIIEKCOB «ApXHUBHBINA GoHm», « DOHIOBBII KaTaIor»,
«entpanpubiii ¢oHOBBI Katanor»/O00 «Amant». M., 2014./Omy6mukoBaHo Ha caiite
DenepanbHOit apXUBHOH cityxObI http://archives.ru/documents/methodics.shtml

Konrenuus nHpopMaTH3amy apxuBHoro aena // Bectauk apxusucra.1996. N 1. C. 60-
82. http://portal.rusarchives.ru/informatization/conseption.shtml

IMporpamma  mHpOpMaTH3aLUN denepaibHOTO ApPXHUBHOTO areHTcTBA W
TTOJIBEIOMCTBEHHBIX eMy yupexxaenuit Ha 2011-2020 rr. (YTepkaena [Ipukazom Pocapxusa Ne
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104 or 2 pmekabps 2011 r.) //OnybnukoBano Ha caiite «ApxuBel Poccum», pasmen

«udpopmartuzanus». www.rusarchives.ru/informatization/conseption.shtml.
IIporpamma wuH(popmaTHzanmu  apxuBHoro zaena Poccum (1997-2000) // BectHuk

apxuBucta. 1996. N 6. C. 55-65. http://portal.rusarchives.ru/informatization/programm.shtml

TIpaBuia opraHu3anuy XpaHeHHs: KOMIUIEKTOBAHHS, y4eTa ¥ UCIIOIb30BaHUS JOKYMEHTOB
A® P® u apyrux apXuBHBIX JOKYMEHTOB B TOCYJAapPCTBEHHBIX M MYHMIMIIAIBbHBIX apXHBaX,
My3esix, onbnmorekax, opranuzanmsix PAH. M., 2007. TIlm. 2.9.-2.11, 3.1, 3.6, 5.6, 5.8, 5.12,
5.13,.5. 16, 5.17.

JlonmoJIHUTE/IbHbIE

PJ1 50-524-84 «Ilopsi0ok XpaHEeHHs JOKyMEHTOB Ha MallIMHHBIX HOCUTENAX». M,, 1985.

I'OCT 6.10.4-84. «YuuduuupoBaHHbIE CHCTEMBbI — JOKyMeHTauuu. Ilpunanue
FOPUANYECKON CHIIBI JOKYMEHTaM Ha MallMHHOM HOCHUTENIC M MaIlMHOIPaMMe, CO3JaBacMbIM
CpeACTBaMHU BBIUUCIUTENbHON TeXHUKI». M,, 1985.

I'OCT 28388-89. «Cucrembl 00paboTku nHpOpMAmu. JIOKyMEHTHI Ha MarHHTHBIX
HOCHTEIISIX JaHHBIX. [1OpsI0K BBIOIHEHNS U OOPAICHUS;

ApxuBOBeqUECKHE ¥ JOKYMEHTOBEAYeCKHe  (DYHKIMOHAIbHBIE TpeOOBaHUS K
HH(OOPMALIMOHHBIM CHCTEMaM, 00ECTICYHBAIOIIMM JICKTPOHHBI JOKYMEHTO000pOT B mpolecce
BHYTPEHHEH JeATeNbHOCTH (peiepalbHbIX OPraHOB HCIOIHUTENbHON Bnactu. Ortuer no HUP.
M.:BHUNJAL, 2013. //Ony0nuKoBaHoO Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml .

Meroaudeckrue peKOMEHIAlUH 10 JIEKTPOHHOMY KOIMPOBAHMIO apXUBHBIX JOKYMEHTOB
W YIOPaBICHHIO IOJNyYeHHBIM HH(MOpMarmoHHbiM MaccuBoM/ 1O.FOmameBa. Pocapxus,
BHUUWIOA/L, 2012. http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

PexomeHaanuu M0 KOMILICKTOBAHHUIO, YYETYy W OPraHU3allH XPAaHEHWs 3JIEKTPOHHBIX
apXUBHBIX OKYMCHTOB B apxuBax opranmsauumit. M.: BHUUIAAJL, 2013//Ony6nukoBano Ha
caiite «ApxuBbl Poccum». http://www.rusarchives.ru/methodics/index.shtml

PexomeHmanuy MO0 KOMIUIEKTOBAHHUIO, YYETY M OPraHH3al[MUd XPAaHCHHS SJICKTPOHHBIX
apXHMBHBIX JTOKYMEHTOB B TOCYIApPCTBEHHBIX M MYHHIMIANBHBIX apxuBax M.. BHUMIAAZ,
2013//Ony6mukoBaHo Ha caiite «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml .

CocTaBieHHe apXUBHBIX ONUCEHl B O3IEKTPOHHOW (OopMe M HMX HHTETpanus B
MH()OPMALMOHHYI0 HMH(PACTPYKTYPy TOCYAApPCTBEHHBIX M MYHHLMIATIbHBIX apXWBOB. M.
BHUMIA/ 2013//Ony6nukoBaHo Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml

CpaBHuTenbHbI aHanu3 (GopmatoB (ailiIoB IEKTPOHHBIX JOKYMEHTOB IIOCTOSIHHOIO

(monroBpemenHoro) xpaneHus». Oraer on HUP. M.:PTTYV, 2013 /Ony6nukoBaHo Ha caiite
«Apxusl Poccumy». http://www.rusarchives.ru/methodics/index.shtml .
AHanmuTHueckuil 0030p «l3yueHue ombiTa NPENCTABICHHS CHCTEMBl HAyYHO-CIPABOYHOTO
ammapara TOCYIapCTBEHHBIX M MYHHIHMINAIBHBIX apxuBoB Poccuiickoit dexepanmu B ceTH
Wareprer». M: BHUMUIAJ, 2014. //Ony6nukoBaHo Ha caiite DenepaibHOro apXMBHOTO
areHTcTBa http:/archives.ru/documents/methodics.shtml

Vi3y4eHre THIUIOTHH U SBOJIIOIIMYU UCTOpUYECcHX (pOpPM apXUBHOH y4ETHOH JIOKyMCHTAIINH
Y BO3MOXKHOCTH UX IPEACTaBICHHUS B 21eKTpoHoi cpene. M: BHUMJIAL, 2014. //Ony6ankoBaHo
Ha caiite ®exepaapHOrO apXUBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

OyHKIMOHAIBHEIE TPeOOBaHMS K MH()OPMAIIMOHHBIM CHCTEMaM apXHMBOB 3JICKTPOHHBIX
JNOKyMeHTOB opranuzaumii. M:Pocapxus, BHUUIAJ. 2014 //Ony6nukoBano Ha caiite
DdepepabHOTO apxUBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

Jlutepatypa
OcHoBHast
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Adanaceepa JLIL. Sl nay Ha 3aHSTHS 10 aBTOMATH3UPOBAHHBIM aPXUBHBIM TEXHOJIOTHSIM.
YuebHno-meronuueckuii Mmoxyns. M.: PITY, 2005.

Ona xe. DnextponHblit HCA apXuBOB: HOBBIN 3Tan B pa3BUTHH // J|enONpPOU3BOACTBO.
2013. Ne 1. C. 85-97; https://www.top-personal.ru/officeworkissue.html?266 Ne 2.
https://www.top-personal.ru/officeworkissue.html?290

Kucenes 1.H. ApxuBHble HH()OPMALIMOHHBIC TEXHOJIIOTUM Ha coBpeMeHHOM srane / U.H.
Kucenes // OteuectBennbie apxuBbl. — 2008. — Ne 4. — C. 24-31. ba3a nannbix East View.

TuxonoB B.M. IlpuMeHeHWEe TpPaJUIMOHHBIX METOJOB B OJKCIEPTH3EC [ECHHOCTH
9JIeKTPOHHBIX J0KyMeHTOB / B.U. Tuxonos // OtedectBennbie apxuBsl. — 2009. — Ne 3. — C.
37-47. ba3a nanasix East View.

OH >xe. 3a1a4ui apXHUBHOTO XPAaHEHMS HJIEKTPOHHBIX JIOKyMEeHTOB: U3 onbita LIAJIOHM /
B.U. Tuxonos // OteuectBennbie apxuBbl. — 2010. — Ne 3. — C. 51-60. ba3a naunusix East View.

JlononHuTeAbHAS

Anncknaa E.B. HMHdopmanmoHHEIE TeXHONOrMM — O0OECHEYEHHIO COXPAaHHOCTH
nokymeHToB 'AP®// OreuectBennbie apxuBsbl. 2013. Ne 1. C. 37-39. ba3a nannbix East View.

Antonenko B.B. KommiekroBaHue apXMBHBIX yupexaeHuii Aunraiickoro kpas (oTo-
JOKYMEHTaMH B 3JIeKTPOHHOH (popme // OreuectBernbie apxuBbsl. — 2009. — Ne 6. — C. 46-438.
Baza nanneix East View.

l'anxuna E.B. CoBpemeHHble HHPOPMALMOHHBIC TEXHOIOTHU A1 ONTUMHU3ALMH PabOThI
KOHTPOJIbHO-KIIMMaTH4YeCKOH ciryk0bI ['ocapxuBa Tynbckoii obnacty // OTedecTBEeHHbIE apXHBBI.
—2013. — Ne 5. — C. 26-29. baza nannsix East View.

lopsieea T.M, «OmbiT BHempenus nudpoBbix wHHOBaimidi B PLAJIU... oTkpbiBaer
0oJIBIIIE MHTETPAlMOHHEIE TIEPCIIEKTHBEI. ..». // OTedecTBeHHBIE apXuBBL. — 2013. — Ne 3. — C.
46-48. baza nannbix East View.

I'y3anoB E.JI. «Co3manme exmHOr0o WH(MOPMAIMOHHOTO pecypca — TPHOPUTETHOE
HanpaBieHue». O BHeApeHMH WHQPOPMALMOHHBIX TEXHOJOTHH B apXMBHBIX YUYPEIKICHUIX
SIpocnasckoit obiactu// OredectBeHHble apXuBbl. — 2009. — Ne 6. — C. 46—48. ba3a naHHbIX
East View.

JpoxoB C.B. Pexomennammu MCA mo paboTe C 3JIEKTPOHHBIMH JOKyMEHTaMH IS
apXxuBHCTOB oprann3auuii // OteuectBeHnsie apxuBbl. — 2010. — Ne 3. — C. 65—73. ba3a qanHbIxX
East View.

«3amadya CEroJHSIIHEr0 [HS — KOMIBIOTEPH3AlMs BCEX IPHUBBIYHBIX apPXHBHBIX
nporeccoBy». Uurepsrio C.B. Muponenko n O.H. KonsutoBoii k 90-netuto I'ocynapcTBeHHOTO
apxuBa Poccuiickoit @eneparmu // OteuectBennbie apxuBbl. — 2013. Ne 2. Ba3za nannbix East
View.

Muporenko C.B. "IlaMsTh: cTapble 3a1aud HOBBIE TEXHOJIOTHH'": HHTEPBBIO JHPEKTOpa
TAP® //3nanue-cuna. 2015. Ne 8. M., 2015;

Knuurmara C.C.  Apromaru3upoBaHHass  MH()OPMALMOHHO-TIONCKOBAas ~ CHCTEMa
CBepUTOBCKOI 00J1aCTH 110 apXUBHBIM JToKyMeHTaMm // OtedecTBeHHBIE apXUBBL— 2016.— Ne 6.—
C. 40-42. baza nanHbix East View.

Kypuep A.E. Undopmanmonnas cucrema ydera ApxuBHoro ¢onma P®: moxxomsr
peanmzanun// Bectauk apxuBucta. — 2014. — Ne 3. — C. 37-43. OnyOJauKOBaHO YaCTUYHO:
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-
podhody-k-realizacii.html

Jlesuenko JI.JI. OGecniedeHre COXpPaHHOCTH JIEKTPOHHBIX JOKYMEHTOB B HAal[IOHAJILHOM
apxuse CIIA // Becruuk apxuBucra. — 2013, — Ne 4 — C. 212-223.
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-
nacionalnom-arhive-soedinennyh-shtatov-ameriki.html

JleonoB A.B., Barypun IO.M. 3D- n0KyMeHT — HOBBI THI Hay4YHO-TE€XHHYECKOM
nokymentanun// Tam sxe. C. 192-205. http://www.vestarchive.ru/2013-2/2608-3d-dokyment-

novyi-tip-naychno-tehnicheskoi-dokymentacii.html
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Kynpuna JIL.P. Ilpumenenne wuHGOpManHOHHBIX TexHOJormii B Hapo-®omuHCcKOM
paiionHoM apxuBe // OreuectBeHHbIe apXuBBL. — 2007. — Ne 5. — C. 85-88. ba3a nanupix East
View.

Hazaposa M.B. DJIAP roToB BbINONHAT camble ciioxHbie 3amaun / M.B. Hasaposa //
OteuectBennbie apxuBbl. — 2008. — Ne 4. — C. 138. baza nannsix East View.

Cso Ilioxysii. VYmpapieHue 3JIEKTPOHHBIMM JOKyMeHTamMH B Kwutae: cocrosHue u
niepcnektuBsl // OtedectBeHHbIe apXuBBl. — 2010. — No 6. — C. 59—64. ba3a nannsix East View.

Tepexuna T.A. baza nannsix «I'eneanorus» B Mcropuueckom apxuse OMcKkoit obnactu //
OreuectBennbie apxuBbl. — 2010. — Ne 6. — C. 124—125. ba3a naunsix East View.

Vimesannkuit  K.b.  Engunas  apxuBHO-MHQOpManuMoHHas cpeia B KOHTEKCTE
unpopmarusauu odmecrsa / OredectBeHHble apxuBbl. — 2009. — Ne 3. — C. 31-37. Baza
nanubeix East View..

®ponosa E.B. Dnextponnstit apxus TiomeHckoit o0nacTu // OTe4eCTBEHHBIC apXUBBL. —
2009. — Ne 6. — C. 43-46. baza nannbix East View.

apanoBa W.JI. 13 ompita PTAHT/] mo pecraBpamuy H300pa3sHTENbHBIX apXHBHBIX
matepuanoB // Bectmmk apxuBmcra. — 2010, — Ne 4. — C. 55-63.
http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-
materialov-iz-opyta-rgantd.html

Omamesa 10.10. Mudopmarusauust apxusHoro nena B Poccuiickoit ®enepaunn (1991-
2015 rr.). Hayunbie uccnemoBanusi B 00JaCTH HNPHUMEHEHUS MH(POPMAI[MOHHBIX TEXHOJOTH:
MoOHOTpadus: pPEeKOMEHIOBaHO K Te4yaTd pemieHueM Yuenoro coera BHUUJAJ / 10.1O.
IOmamesa. M.; bepnun: Jupexr-Menna, 2016. 355 c.
http://www.hist.msu.ru/Science/Disser/Yumasheva.pdf

IOmamea 10.10. IlenTpanbHblil (pOHIOBEINA KaTalor: WJICOJNOTHS CHUCTEMBI M aHAIN3
pe3ynbTaToB HepBoro roxa ¢GyHkuuoHuposanus // Becruuk apxusucra. — 2013. — Ne 2 — C.
175-191.  OmyG6nukoBaHo  yacTH4HO:  http://www.vestarchive.ru/2013-2/2607-centralnyi-
fondovyi-katalog-ideologiia-sistemy-i-analiz-rezyltatov-pervogo-goda-fynkcionirovaniia.html

6.2 Ilepeuenb pecypcoB HH(OPMANMOHHO-TEJIEKOMMYHHKAIUOHHON CeTH

«HHTepHET»
ApxuBel Poccun. [[lopran ®denepanbHOil apXWBHOW CIYXObI]; [DNEKTpOHHBIH pecypc] —
OnekTpoH, gan— M., [2001].— Pexum nocryma: www.rusarchives.ru, cBoGoHbIH. — 3ari. ¢
9KpaHa.

Bceepoccuiickuii Hay4HO-HCCIIEI0BATEILCKUI HHCTUTYT JOKYMEHTOBE/ICHUS X apXUBHOTO
neina (BHUUJAN) [Dnexrponnsiit pecype] / BHUMJAJ — Dnekrpon. man— M., [2001].—
Pexum nocryna: www.vniidad.ru, cBOOOAHBIN. — 3ari. ¢ skpaHa.

EDOU.RU [OnexrponHsiii pecypc]: LleHTp KoMmeTeHIMM IO BOIpPOCaM JOKYMEH-
TAIIMOHHOTO 00ECTIeYeHNs YIIPaBICHISI M apXUBHOTO Aea. — DIeKTpoH. AaH. — [M.], cop. 2013.
— Pexxum noctymna: http://www.edou.ru/dou/. — 3ari. ¢ skpaHa.

Apxussl benapycn [DnekTpoHHBIi pecypc] — DnekTpoH. gaH. — M., [2006-2013].—
Pexum moctyma: http://archives.gov.by/. cBo6oaubIi. — 3ari. ¢ 3kpaHa.

T'ocynapcrBennsiii apxus Poccuiickoit @enepanun [DneKTpoHHBIH pecypc]: DIeKTpoH.

naH. — [B.m., 2012]. — Pexum pocryna: http:/ www.statearchive.ru/index.html. — 3aru. ¢
JKpaHa.

Poccuiickuii rocyapcTBEHHBIH apXHB HAyYHO-TEXHHYECKOH HOKYMEHTAluu [DIeKT-
poHHBIH pecypc]. — OmektpoH. maH. — [b.m.], cop. 2002-2013. — Pexwum noctyna:

http://rgantd.ru/. — 3arm. ¢ sxpana.

6.3 IlpodeccuoHanbHbIe 0a3bl JAHHBIX H HH(POPMALNOHHO-CIIPABOYHbBIE
CHUCTEMBI
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Joctyn k mpodeccnoHampHbM 6a3am ganHbIX: https:/liber.rsuh.ru/ru/bases
WHpopMalnOHHbIE CIIPABOYHbIE CHCTEMBI:

1. Koncynsrant [lmoc
2. Tapanr

7 MarepuajbHO-TeXHUYECKOe ofecnedeHne 1 CUMILTUHbI
AyIuTOpHH JULS TPOBEICHHMS JICKIUI U CeMHHAPCKHX 3aHATHIH C TEXHUYECKUMH CPeICTBAMU
o0y4eHus (MyIbTHMEIHA-IPOEKTOP (BUACOIPOEKTOP), SKpaH (IIEPEHOCHON MIIN CTAI[OHAPHBIN)),

KOMHBIOTepHLIﬁ KJ1acC sl IPpOBEACHUSA J'Ia60paT0pHI>IX 3aHATHH.

1. Tepeuens IO

Nerr Haumenosaunue 10 [Ipou3BoauTennb Crioco0
/m PacIpoCTpaHeHUs!
(nuyensuonnoe unu
c60600HO
pacnpocmpansiemoe)
1. Adobe Master Collection CS4 Adobe JTUIIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JIMIIEH3HOHHOE
4. Microsoft Office 2013 Microsoft JTHIIEH3UOHHOE
5. Windows 10 Pro Microsoft JIMLIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JlnneH3noHHOE
8. Zoom Zoom JIMIICH3UOHHOE

2. Ilepeyenn B/l u UCC

Nort HaumenoBanue
/

1 | Mexnynaponssie pedepatiuBHble HaykoMeTpudeckue B/, nocTynHble B pamkax
HalMoHaIbHOM moanucku B 2020 r.

Web of Science

Scopus

2 | IIpodeccronanbuble nMoIHOTEKCTOBBIE B/], HOCTYIHBIC B paMKaX HAaIlMOHAIBHOM
noamucku B 2020 1.

XKypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypuanst Taylor and Francis

3 | IIpodeccronanbHbIe MOTHOTEKCTOBBIE B/

JSTOR

I/ISﬂaHI/Iﬂ o O6LLIeCTBeHH])IM U TYMaHUTapHBIM HayKaM
Onektponnas 6ubnuoreka Grebennikon.ru

4 | KoMnplOTepHBIE CMPaBOYHBIE ITPABOBBIE CHCTEMbI
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Koucynsrant Ilntoc,
T"apant

8 Oobecneuenne 06pa30BaTeJ1bl-[0F0 nmpouecca aJist vl ¢ OrpaHun4eHHbBIMHA
BO3MOKHOCTAMH 3}]0[)03])51 1 UHBAJIN10B
B X0J€ peann3alii JUCHUIIMHBI HCIIOJIB3YIOTCA CICAYIOINE JONTOJIHUTCIbHBIC
METOIBI 06y‘I€HI/Iﬂ, TEKYUIEr0 KOHTPOJIA YCIIEBAEMOCTU H HpOMe)KyTO‘wIHOI\/'I aTTeCTalun
06yqa}omuxca B 3aBUCUMOCTH OT UX UHAUBUYAIBHBIX 0COOCHHOCTEIH:

® JUIA CTIETIBIX U CIa0OBUIAIIHX:

- Jnexuuu Oo(OPMILIOTCS B BHAE DIEKTPOHHOIO JOKYMEHTA, HOCTYIHOIO C IOMOLIBIO
KOMITBIOTEPA CO CIICIUATIN3HPOBAHHBIM IIPOTPAMMHBIM 00€CIICUCHHEM;

- IHCBMEHHBIC 3aJaHHs BBHIIOJHAIOTCA HAa KOMIBIOTEPE CO CIICHATN3HPOBAHHBIM
HPOrpaMMHBIM 00ECIIeUEHHEM, HIIM MOTYT ObITh 3AMEHEHbI YCTHBIM OTBETOM;

- obecreunBaeTcsl HHANBUAYaIbHOE paBHOMEpHOE ocBemieHne He Menee 300 Jokc;

- I BBINOJHEHHs 3alaHUs IIPU HEOOXOJMMOCTH IPEJOCTABISETCS YBEIMYUBAIOLIEE
YCTPOHCTBO; BO3MOKHO TaKKe UCIIOJIB30BAHUE COOCTBEHHBIX yBEIMUUBAIOLINX YCTPONUCTB;

- IUCbMCHHBIE 3aJaHUs OQOPMIIAIOTCS YBEIMICHHBIM MIPHBTOM;

- 5K3aMEH U 3a4€T MPOBOIATCS B YCTHOIH (pOpMe MIIH BBIIONHAIOTCS B MICBMEHHOH (hopMe Ha
KOMITBIOTEDE.

® Ui TIIYXHX M CIa00CITBIIAIIHX:

- JeKIMH O(QOPMISIOTCS B BHJAC OJICKTPOHHOIO NOKYMCHTa, JHMOO IIPeJOCTaBIACTCS
3BYKOYCHJIMBAFOIIAs aNlapaTypa HHANBUILYaIbHOTO MOIb30BAHNUS;

- IUChbMEHHBIE 3aJJaHUs BHIIONHAIOTCS Ha KOMIIBIOTEPE B IUCHMEHHOI opMe;

- 9K3aMEH M 3a4éT NPOBOJATCS B IMCbMEHHOH (JOpMe Ha KOMITBIOTEPE; BO3MOXKHO IIPOBECHUE
B (popMe TeCTHpOBaHWUS.

® UL JIUI C HAPYLICHUSAMH OIIOPHO-JBUIATEIBHOTO alllapara:

- JeKiuM OGOPMIIOTCS B BHJE SJICKTPOHHOTO TOKYMEHTA, JOCTYIHOTO € IHOMOIIBIO
KOMITBIOTEPA CO CIIEIUATI3UPOBAHHBIM IIPOTPAMMHBIM 00€CIICUCHHEM;

- TIHCBMEHHBIC 3alaHHsA BHIIONHSIOTCA HAa KOMIBIOTEPE CO  CIICHATU3HPOBAHHBIM
HPOrPaMMHBIM 00ECIICUCHUEM;

- 3K3aMeH U 3a4€T POBOIATCS B YCTHOH (OpMe MIIH BBIIOJNHAIOTCS B MICBMEHHOH (hopMe Ha
KOMIIBIOTEpE.

ITpu HeOOXOIMMOCTH IpeyCMaTPHBACTCS yBEIMIEHIE BPEMEHH IS IIOATOTOBKU OTBETA.

IIponienypa  mpoBeNeHUS  IPOMEXKYTOUHOH  aTTecTalMu I OOydaromIUXCs
YCTaHABIMBAETCS C YYETOM HX MHIUBHIYAIbHBIX ICHXO(DU3MYECKUX OCOOCHHOCTENL.
ITpomesxyTouHast aTTecTanus MOKET HPOBOAUTHCS B HECKOJIBKO TAIIOB.

IIpu mpoBeACHHUY MPOLEAYPH! OLCHUBAHUS PE3YIbTaTOB OOyYEHHUs HPEXyCMATpHBACTCS
UCHOJb30BAHME TEXHUYECKHX CPEICTB, HEOOXOOMMBIX B CBS3M C MHIMBHIYaJbHBIMU
0COOEHHOCTAMH 00yJaroIHuXcs. DTU CPeICTBA MOTYT OBITh IPEIOCTABICHBl YHHBEPCUTETOM, HIIH
MOTYT UCIO/IB30BaThCs COOCTBEHHBIC TEXHUUECKHE CPEICTBA.

IIpoBenenne mpouexypsl OLEHHBAHHMS  PE3YJbTAaToB  OOyYeHHs  JONYyCKaeTcs ¢
HCIOJIB30BaHHEM TUCTAHIIMOHHBIX 00Pa30BaTENIbHBIX TEXHOIOTUH.

ObecneunBaeTcst JOCTYN K MHGOPMALMOHHBIM M OuONHorpaduyeckuM pecypcam B CETU
HurepHer nns kaxjaoro oOydaromierocs B ()opMax, aJanTHPOBAHHBIX K OTPaHMYEHUSIM HX
370pPOBbs. X BOCHPUATHS HHQOpMALUH:

® JUIf CIEIBIX U CI1a00BUISAIIHX:

- B IIEYATHOH (opMe yBETUUCHHBIM HIPH(TOM;
- B (hopMe EKTPOHHOTO TOKYMEHTA;

- B popme ayauodaiina.
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® Ul TIYXUX W CIa0OCIBINIAIINX:

- B IeYaTHOU (opme;

- B (popMe IIEKTPOHHOTO JOKYMEHTA.

e Ul 00YYAIOIIUXCS C HAPYLICHUSIMH OIIOPHO-ABUTATEIBHOTO allapara:
- B IeYaTHOU (opme;

- B (popMe IIEKTPOHHOTO JJOKYMEHTA;

- B popme ayauodaiina.

Yd4eOHbIe ayAUTOPUH [UIS BCEX BUIOB KOHTAKTHOH M CaMOCTOSTENbHOU paboThl, HayYHAs
O6nbIMOTeKa M WHBIC TTOMENICHHs JUlsi 00Y4eHHs] OCHAIICHBI CIEIHaIbHBIM 000pYIOBaHHEM H
y4eOHBIMU MECTaMH C TEXHUYECKIMHU CPEICTBAMH O0YICHUS:

® IS CJICTIBIX U CIA0OBUISIINX

- YCTpOICTBOM A7 CKaHUpOBaHHsA U uTeHus ¢ kamepoit SARA CE;

- muctuteeM bpaiins PAC Mate 20;

- npunrepoM bpaiins EmBraille ViewPlus;

® Ui TIOYXHX U CIa0O0CIHBIIIAIINX:

- aBTOMATH3HPOBAaHHBIM pPabOYMM MECTOM [UIsi JIOJeH C HapylleHHeM ciyXxa |
CJ1a00CIBIIIALIHX

- aKYCTHUYECKUIl YCHINTEIb U KOJIOHKH;

e Ui 00YYAaIOIIUXCs C HAPYLICHUSIMH OIIOPHO-ABUTATEILHOTO allapara:
- IepeIBMKHBIMH, PETYINPYEMBIMHU dproHOMIYeckuMu mapramu CU-1;
- KOMIIBIOTEPHOH TEXHUKOH €O CIeHaIbHBIM IPOrPaMMHBIM 00€CIIeYeHHEM.

9 MeTtoanueckue MaTepHAaJIbI

9.1 Ilaansbl JaOOPATOPHBIX 3aHSATHIA.

Tema 1. OcHOBHBIC 00BEKTHI aBTOMATH3ALMK 0a3bl JAHHBIX B apXHBHOM Jjeie. 12 Jacos.
Cosznanmue anextpornoi apxuHoii orrcu B CYBJ] FoxPRO for Windows. 4 aca.

Ilenp paOoThl: W3ydYeHHE IPUMEHEHMs TEXHOJIOTMM 0a3 JaHHBIX IIPU CO3JaHUH
AQBTOMATHU3MPOBAHHBIX HH()OPMALIMOHHO-TIONCKOBBIX CHCTEM.

B pesynbTate paboTHI CTYICHT TOJDKSH 3HATH:

- KJIacCH(UKALMIO U OCHOBBI TocTpoeHust apxuBHeIx AUTIC;

- IperMyInecTBa U HemocTaTku penmsnuoHHelx CYBJ] mpu co3maHum apXWUBHBIX
AWIIC;

- MIPUHLMIT IPEEMCTBEHHOCTH TPAJUILHOHHBIX W aBTOMATH3MPOBAHHBIX APXHUBHBIX
CTPaBOYHUKOB U €r0 OCYIIECTBICHNE HA MPAKTHKE.

B pesynbrate paboThI CTYICHT JOJDKEH YMETh:

- BBICTYIIUTH B POJIM ITOCTAHOBIIMKA 33/1a4l U pa3paboTaTh TEXHUYECKOE 3a/laHUE
nipu coznanun AUTIC Ha 6a3e apXUBHOH OMHCH.

IIporpammHOe obecnieyeHue:

- CYB/I Fox Pro for Windows ot ot 2.6.

Pa3naTounble MaTepHabL:

- Onuce ponaa.

- [IpakTHueckoe 3aganue

IMepen HayanoM pabOTHI BCIIOMHHTE:

- UYro noHUMAIOT noj 6a30ii JaHHBIX?

- KakoBa cTpykTypa 6a3 JaHHBIX W B 4eM OCOOCHHOCTH PEISIMOHHON MOJIEIH
JAHHBIX?

- KakoBsl aTansl co3ganus 6a3 TaHHBIX?

- KakoBsl pazHoBunHOCTH apXxuBHBIX AUTIC?
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ABTOMAaTH3UPOBaHHBIC HH(POPMALHOHHO-ITOUCKOBBIE CIIPABOYHHUKHU B apPXMBAX CO3JAt0TCS
JUISl yCOBEPILICHCTBOBAHMS HAyYHO-CIIPABOYHOT'O anapaTa, MHOTOaCHEeKTHOTO 1IEJIEeBOr0 MOMCKa
PETPOCIEKTHBHO JOKYMEHTHOH HH(POPMALIHH.

Cospnanne AUTIC Bkimroyaer B cebsl HECKOIbKO 3TAIoB.

1. OO01ast MOCTaHOBKA 3a1auH, pacyeT 3arpar Ha BHeapenue AUIIC,
pacuet 3koHOMIYecKoi appexTuBHOCTH BHeaperuss AUTIC.
2. Cosnanue undonormyeckoit mogenu bJI. Ha atom atame Haj

mpoextom AUIIC pabotaet apxuBuct. Onpenemnsercs Te-

Ma wWiH KomIuieke gokymentoB, Tun AMWIIC (mexdoHmoBas, MexapXuBHasi),
onpeeNnsioTcss 00bEKThI ONUCAHUS U UX aTPHOYThI, HA3HAYAIOTCS MHICHTU()UKATOPBI 00BEKTOB U
OTIPEIEINSFOTCS TUTIBI CBSI3eH MEXITy 00BEKTaMHU.

3. Co3nanne patanormdeckoil momenu BJl Ha sTOoM 3Tame apxXxuBHCT paboTaeT
COBMECTHO ¢ mporpammucroM. IIpoucxomur BbIOOp MoAenu (CTPYKTYpbl [aHHBIX), B
COOTBETCTBHHM C HEW NMPOBOJIHUTCS CTPYKTYPHUPOBAaHME AAHHBIX, HOpMaJIM3alus TaOIHI[, BBHIOOD
Kimoueit, Beioop CYB/I.

4. Co3znanune ¢pusnueckoii bJI. Ha 5ToM srane nporpaMMHCT peanusyeTr cpeicTBaMH
KOHKPETHOW CHCTEMBI yIpaBIeHHs Oa3aMu

nanseix CYBJ] npoext AUIIC.

Wudopmanus B B/ tuna d_BASE, k kotopsim otHOCcHTCs CYB/]

FoxPro, xpanutcs B 1ByMepHbIX Tabnuax. Crosaber Tabauiibl Ha3bIBaeTCs II0JIEM, CTPOKA
— 3anmchio. Paiin-Tabnua nmeeT mpou3BosIbHOE (JT1000¢) uMs U pacumpenue *.DBF.

Coznate .DBF-¢aiin — 3HauuT OmpeneiuTh Ha3BaHWE, THI H JUIMHY (B CHMBOJIAX)
Ka)KJI0T0 cTOJI01a TaOIMIIBL.

Cosnaiite ¢aitnst fond.DBF, opis.DBF, delo 1.DBF u delo 2.DBF.

3arpysure FoxPro.

Haiinute B MeHIo myHKT «@aiin», METKHUTE IO HEMY, HAANUTE B

MIOAMEHIO IMTyHKT «C037aTh», MIEIKHUTE IO HEMY.

IosiBurcs nuanorosoe okHO «Co3nare» Illenkuure no «Tabmuna.

DBF.».

IosBuTcs nuanorosoe okHO «CTpykTypa Tabnuusny. Beeante

HMEHa TI0JIeH, THITBI U pa3MepBl.

IpaBumna, MO KOTOPBIM MOYKHO AaBaTh NMEHA MOJISAM:

- TOJIBKO JJATUHCKUE OYKBBI,

- He 6osbiie 10 3HaKOB;

- HEJIb3sl MCIOJIb30BaTh MPoOe;

- BMECTO ITpoOesIa MOXKHO MCIONIB30BaTh oquepkuBanue: delo n4;

- HeJIb351 HAYMHATB UMS HOJISL ¢ LUQPBI, HO LH(PBI HCIIOJIB30BATh MOXKHO.

Hanpuwmep:

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

Tumer nomneit:

Carascher — cHUMBOIBHOE, T.€. TEKCT (pa3mep 10 254 6aiT).

Numeric — uucio, MmoxHO 1pobsk (1o 10 Gaiir).

Data — nara (8 6aiit: 00.00.00).

Logical — tpeOyromee oTBera na uian Het (Bceraa 1 6aiT: 0 mmm 1).

Memo — npumeuanne. Pa3mep He orpaHWYeH, HO TIOMCK 3a4acTyI0 3aTpyTHEH.
General — BcraBka 00bekTa (KapTHHKH, TEKCTa), CO3JaHHOTO

JIPYTOif IPOrpaMMOi.

ITociie BBoga Bcex modei menkaure OK.

Coxpanure TabJIMIly IO/l COOTBETCTBYIOIIINM UMEHEM.
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Iporpamma npeanoxut BeecT 3anucy. Beeante 10 3amuceii B Ta-
omuiy: delo 1.DBF u delo_2.DBF. B ocranpHble — 110 OTHOH 3aIUCH.
Jlnst BBoga npumevanuit: {CTRL+PGDN}.

Coxpanuts faHable ¥ 3akoHYUTh BBOA: {CTRL+F4} nmm daitn —
3akpbITh. JlaHHBIE COXpaHATCS ABTOMAaTHYECKH.

2. 3arpy3ute cHauajna oJHy TaOJIHILy.

BA3A JAHHBIX — ITPOCMOTP — OTKPBITb.

VkaxuTe JUCK, KAaTaNor u (aila Hy)KHOM TaOIHIBL.

3. 3arpy3uB tabmuny delo 2.DBF, naiiaute B Hell Bce 3amnucH, B
KOTOPBIX YIIOMHHAIOTCS TIPUKA3BI.

3AIINCH-TIOUCK.

B oxne «Ilouck» menkuure «1s» — OTKpOETCsI OKHO «[l"eHepaTop\ BeIpakeHH». CreBa 06 (Im11):

BBIOEPHUTE MOJIE, IBAXKIBI ETKHUTE I10 HEMY (BaM HY>KHO I10JI€ C BUJIaMH JIOKyMeHTOB). [TosBuTCS
OKHO C HIMEHEM TaOJuIbl MM 1ojis. BBeanTe 3Ha4YeHME MOJI B KaBBIYKAX: «IIPUKa3bD» (BCE, YTO
HE 9HCII0, BBOAWTCA B KaBbrukax). LllemxanTe «OK».

IpunymaiiTe 1 BBIOJIHUTE €IIE HECKOIBKO YCIIOBUH IOMCKA IJIst BCeX (ailiioB.

4. PegaktupoBanue TaOIUIIBL.

Jlo6asbte emre 3anuck B Tabmuiy delo 2.DBF.

Ortxkpoiite ee (11. 2). Boibepure pesxum npocMoTpa (TaGIIM4HbIH

WJIH TIO 3aITHUCSM).

Jlo6aBbTe mycTyto cTpoky B koHIe Tabmuipl: {CTRLAN}.

Beenure nudopmanuto.

V3MeHnTE naHHBIE B YK€ TOTOBOM IIOJIE: ABAXKABI IEIKHUTE 110

HEMYy ¥ BBEJIUTE HOBBIC JaHHBIC.

Y nanute nocieaH:ow 3anuck Tadauusl delo_2.DBF.

Haiinute oOpedennyto 3amuch. llleNKHUTE MBIIIBIO TTO TEMHO-

My IpPSMOYTOJIBHUKY CJICBa OT COOTBETCTBYIOLIEH cTpoku Tabuuuel. Haiinure B MeHIO
«BA3A TAHHBIX», menkuure «Yaanurb»

(«YmakoBatb), menkaute «JA». Ipyroit Bapuant — «3AIINCby,

«YJAJINTby.

Jo6aebte B (aitn fond. DBF mone «Opisi» it BHECEHHS CBEICHUI O KOJIMYECTBE OMHCEei
Ka)xao0ro GpoHma.

«OKHO» — «BUl». OTkpoiite n3mensemyto Tadnumy. Llenkau-

Te 1o «YcranoBka». ITossurcs quanorosoe okHo «YCTAHOBKA».

lenkuaute no «CTPYKTYPA — U3MEHUWTDy. [TosiBuTCS OKHO

«CTPYKTVYPA TABJIMLbI». JIucraiite Cliucok mose 10 KOHIA.

YcTaHOBHTE KYypCcOp Ha HHYKHEM, ITyCTOM ToJie. BBeuTe ero XapakTepuCTUKH (MMsl, THTT
U paszmep).

OcHOBBI HH(OPMAITIOHHOTO TIOMCKA.

3asepiuute BBoJ 10 3anmceii B ¢aiinsl fond.dbf, opis.dbf, delo.dbf,

delol.dbf.

Otcoprupyiite 3anucu Tadiuis! delol.dbf. mo BozpacTanuro

Ne ¢oHpza, onucw, ea 1 3amucy.

Ortxpoiite Hyx)HY0 Tabmuiyy OKHO-BU/I-TTIPOCMOTP-BA3A-COPTUPOBKA.

Bri6epure none B criricke «BCE T1OJIS]», aBa) bl METKHUTE 110 HEMY .

BeiGepuTe COPTHPOBKY 1O BO3PACTAaHHIO MM 1O YOBIBAaHWIO, MWICJIKHUTE 10
COOTBETCTBYIOLIEMY (ITaXKY.

BriOepute crnenyrolee 1oje aHaJIOrM4YHO, enkHuTe 1o ¢uaaxky BO3P/YEbIB.

CoxpaHuTsb, BBeUTE UM (aiiia.

Ienxaute «OK».

2. [pounnekcupyiire 3anucu Tadiupl delol.dbf no andasury
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BUJIOB IOKyMEHTOB.

B menro Haliaute myHKT BA3A — HACTPOWMKA.

B o6nactu UHAEKCBI — JJOBABUTD. [aiite unnexcy ums ¢ pacmupennem CDX
(KOMIUIEKCHBIN caMOOOHOBIISIFOIIMITCS nHACKC) U nMeHeM delol, coxpanute ero.

B criucke I[1OJI menkHUTE IO UMEHH T10J15, 10 KOTOPOMY OyJeT

IIPOBOJMTHCS MHIEKCUpOBaHue. Boibepute, 1o BO3pacTaHUIO WK

yOBIBaHUIO Oy/1€Te HHIIEKCUPOBATh, MIEIKHUTE 110 COOTBETCTRYOIIEMY (naxky. Beeante
clieqyroliee UMs I1oist M cHoBa ImenkHute no umaxky BO3P/YBBIBAHUMS. IllenkHute mo
JOBABUTD, OK.

3. OcyIIecTBHTE MOUCK BCEX MPOTOKONIOB B (oHae Moxkaiickoro YUKA.

3AIINCH — UCKATDB». Tak MOXKHO HCKaTh TOJIBKO 110 MPOUHIEKCUPOBAHHOMY II0JIIO.
Moseurcst «kKOHCTPYKTOP BBIPAYKEHUM». B o6nactu «3HadcHue mis SEEK» BBectn
3HAUCHUE JUIA TIOMCKA B KaBBIYKAX, €CIIH 3TO TEKCT («poTokoib»). [lenkanTte OK.

4. OcymiecTBUTE TONUCK BCEX JOKYMEHTOB (hOH/IA, aBTOPOM KOTO-

pbIx sBisieTcst Mosxatickuii YUK.

Haitgute meno Ne 5. 3AITUCh — HAMTU. Ungekc He BaeH.

enxaute mo «FOR» (mus).

Bri6epute none B cniucke «I1OJIEy, nBaskabl IEIKHUTE 110 HEMY.

[ToctaBbTe OruyecKkuii omneparop (B JaHHOM Cilydae =) U BBEJUTE 3Ha4YCHHE (B KaBBIUKAX,
€CITi 9TO TeKCT): aBTop= «Moxkaiickuii Y K». lllenkaute «OK».

S. OcyIecTBUTE MOUCK BCEX JOKYMEHTOB, I/i¢ YIIOMHHAETCs 0 che3qax CoBETOB.
«I[TPABKA — HAUTUW». Be3 Beakux kaBbruek BBeaute «Crhe3m» u HaxxmuTe «OK».
6. OcymiecTBUTE TOUCK BceX MpOTOKoJoB Moxatickoro YUKA B 1 omucu donma

Mozxkaiickoro YUKA. JIyist 3TOro Hy’>KHO HOCTPOUTH

3ampoc: AN — CO3JATD. Llenkmute mo dmaxky SAITPOC — CO3ATb.

none «KPUTEPMUW OTBOPA» BBemute monsi, OHEpaTOpel M HX 3HAYEHHS
(Buz_noKyMeHTOB — noxoske Ha — «[IpoTokonsi» u ap.)

BriGepuTe nosns pesynbrara.

[enkuute no « BBITIOJIHUTD 3ATIPOC».

KOHTpOJ'H)HLIe BOIIPOCHI:

1. Hasosute stansl coznanus ANUIIC. KakoBa poib apxuBHcTa Ha KaXIOM U3 9TaOB?

2. Ha3zoBute n3BecTHBIC BaM MOAENHU (CTPYKTYPHI) JaHHBIX?

3. B uem npenmyIiecTBa ¥ HEAOCTATKH PEJISIIMOHHON MOJIEIN JaHHbIX ?

4. KakoBa metosuka roucka nadopmarmu 8 AUTIC?

5. Kaknum oOpa3zom obnerdaercs TpyJd COCTAaBHTENS BJIEKTPOHHOW OIHCH II0
CPaBHECHUIO C TPaJUIHOHHOMN?

6. B yem npenmMymiecTBa 21€KTPOHHON OITMCH Hepe]] TPaJUIIMOHHON C TOYKH 3PSHHUS

METOAMKH TIONCcKa HHpopMarim?

JIurepatypa:

I'apckoBa .M. ba3bl n 0aHKH JaHHBIX B HCTOPUYECKUX HccienoBanusax. M., 1994. Yacte
2. Texunonorus 6a3 naHueix. C. 47-84.

Kucenes M.H. O6 aBromarmzammu HCA k apxuBHbIM nokymeHntam / W.H. Kucemnes //
HNudopmanmonssiii 6roiuteTeHp acconuanyu «cropus u komnbiorep». — M., 1998. — Ne 23. —
C. 22-30.

Tema 2. CocTraBeHHe y4eTHBIX JOKYMEHTOB U CO3JIaHME MAaclopTa apXuBa C IMOMOLIBIO
o01ieoTpacieBbIx IporpaMM «ApXuBHbIH Gonm» 1 «POHIOBEI KaTanor». 4 yaca.

Llens paboThl: OCBOGHHE CTYJIEHTAMH OCHOB (DYHKIMOHMPOBAHHS OTPACIEBOH CHCTEMBI
aBTOMAaTU3MPOBAHHOTO IIEHTPAIM30BAHHOIO y4eTa JOKyMEHTOB.



27

B pesynbpTaTe paboThl CTYAEHT NOKEH 3HATh!

- Ha3HavyeHue M QyHKLUH, OCHOBBI UHTepdeiica nporpaMMbl « APXUBHBIHA QOHI»;

- Ha3Ha4YeHue U GyHKLIUH, OCHOBBI HHTEp(eiica nporpaMMbl « DOHIOBEII KaTaaor».
B pesynprare paboTHI CTYICHT TOJDKEH YMETh:

1. paboTaTh ¢ mnporpaMMoil «ApXHUBHBIH (OHZ» B pexHUMe MONIB30BATENs |
aIMUHUCTPATOPA;
2. BBOJIUTH JaHHBIC U3 JIOKYMCHTOB BHYTPEHHETO yUET apXuBa

(ytucra onza, omuceil) B pa3fesibl OCHOBHOTO MEHIO MPOrPaMMbl « APXUBHBIH (GOHI —
(hoHI, ONKCH, IBHKCHUE JOKYMEHTOB;

3. €03/1aBaTh € IOMOIIBIO NPOrpaMMbl « ADXUBHBIH (GOH» MACIIOPT apXHUBa;

4. HacTpauBaTh nporpammy «DOHIOBBII KaTajaor» B peXuMe aJIMUHHCTpaTopa H
OCYILIECTBIISITh OKCIIOPT JAHHBIX M3 MIPOrpaMMbl «ApXHUBHBII HoHI» (AD);

5. MOJyYaTh CBOJHBIIM MAcopT apxuBa B mporpamme «PoH1oBbIH KaTanor» (DK).

ITporpammHoOe obecnieuenue:

1. Iporpamma «APXUBHBIN ®OH/I» 2.0 nmx 3.0 for Windows (Penepanshas
apXHBHAs CITyK0a).

2. Iporpamma «®OHJOBBIA KATAJIOI' CYBBEKTA ®EJEPALIMN» 1.0 for
Windows (DexnepanbHast apxUBHasI Ciiyx0a).

Paznarounsle MaTepuabl:

- 3aMOJIHEHHBIN JHUCT (OoHA.

IpakTHyeckoe 3a1aHue:

ITepen HayanoM pabOTHI BCIIOMHUTE:

1. KakoBsI raBHBIE 3271241 y4eTa JOKYMEHTOB B apXuBe?

2. B yem oTiuMe BHYTPEHHErO ydeTa JOKYMEHTOB OT IICHTPAIM30BAHHOIO ydeTa
JIOKYyMEHTOB?

3. Yro sBIIsAETCS IMHULIEH ydIeTa apXUBHBIX JOKYMEHTOB?

4. KakoBbl ocHOBHbIE (DOPMBI ydeTa JOKyMEHTOB B FOCYJapCTBEHHOM U BEIOMCTBEHHOM
apxuse?

Ob1m1ee 3HAKOMCTBO C IPOTPaMMOi

3arpy3ure Word for Windows. Ortkpoiire ¢aitn C:/WFOND/DOC/manual.doc.
3akoncnextupyite pazaensi: HASBHAUYEHUE

IMPOI'PAMMBI, CTPYKTYPA HHOOPMAIIMOHHOI'O MACCHBA.

Ipocvorpure pasmenst M3MEHEHME IIAPOJIEM, MEHIO B PEXUME
TTIOJIb3OBATEJIS U PEAAKTOPA, ITYTEBOAWUTEJIb.

CaepHute (aiii, He 3aKpbIBast €ro.

Bosbpmute JINCT ®OHJIA v BBeauTe AaHHbIe B Ta0 MBI BJ]

«ApXxuBHBINA QOHIY.

st aToTO:

3arpysure nporpammy A® u BoiiauTe B Hee MOJ mapoieM «2» (perakropa);

BeIOepHTE B m1aBHOM MeHI0 myHKT ®OHJI; mepen Bamu mosiBUTCSl CIIMCOK BBEIEGHHBIX
panee ponnos; Haxxmute Enter. Bl Boitnere B pazgen ®OH/I.

Haunnte ¢ ITOCJIEJHETO no Bpemenu nepeuMeHoBaHusi (oHmoodpaszosarens. Ero
BBequTe B Tabmmiry ®OH/I, nepBsrit okpaH,

TIOJISL «TIOJTHOE Ha3BaHUE (POH[Ia», «COKpAIIEHHOE Ha3BaHUE (hOHIA».

BBeauTe Takke NaHHbIE B MO «HOMEp (DOHIA», «KAaTEropus», «HadaJbHas OaTay;
«KOHEYHas J1aTay.

bonee pannue HazBanus ponnoodpaszosarens Beeaute B pasnen IIEPEMMEHOBAHUSA
(mynkr Bepxuero MeHto PA3JIEJIbI), 0603HauuB JaThl KaXJ0ro Ha3BaHUs.

Wrax, Bel BBenn B BJI o6mie cBeneHus o (OHIE W3 IEPBBIX Pa3IeloB ucTa GoHma.

No6

Hpoz[omKaeM II0CII€A0BATCIIBbHO ITOIIOJIHATH

([m2]):
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naHHele 0 HameM Qoune. Crnenyromuii pasnen jucra GpoHaa — «Y4eT HEONMHCaHHBIX
MaTEepPHAIOBY (T.€. POCCHIIIH).

1. BBeanTe qaHHbBIC O KOJIMYECTBE SAMHHIL] XPAHEHUs POCCHINHM M3 pas3jeina Jiucra GpoHaa
(yuet HeomucaHHbIX MaTepuaioB) B pazaen «IBVJKEHUE JOKYMEHTOBY. [{ns atoro:

- BhIOEpHUTE IyHKT BepxHero MeHio «PA3JIEJIbI»;

- Beioepute noanyHkt «ABWOXKEHUE JIOKYMEHTOB»y, nanee — JJOBABUTD,
POCCHIIIb, ENTER. ITocnenoBarensHo

COXpaHsIs, BBEJJUTE BCE MOCTYIICHHS ¥ BCE BHIOBITHS POCCHIITH, YKAa3aHHBIC B JIUCTE (POH/IA.

2. Cremyrommuii pazaen nucta GoHIAa — y4YeT ONMHMCaHHBIX JIOKyMEHTOB. BBemure B
noapaznen OINMCU (nmynkr BepxHero meHio PA3JIEJIbI) nanHble o HOMepax, Ha3BaHHSIX
KpaHMX JaTax OmMCel, 3amucaHHBIX B JUCT (oHAAa. BbiOepuTe COOTBETCTBYIOIIMH BUIAM
JTIOKYMEHTOB «THII OITHCHD.

3. Beenure B noapazaen «ABIDKEHUE JIOKYMEHTOB)Y (IyHKT BepXHEro MEHIO
PA3/IEJIbI) nanHbie 000 BCeX MOCTYIUICHHS M BEIOBITHSAX ONMMCAHHBIX MaTEpUaiOB, YKa3aHHBIX B
miucre ¢onma. s srtoro odparurecs k noamyHkry merto «IBVXXEHUE JJOKYMEHTOB»,
Beibepure JJOBABUTD. Kak Buaure, nepen Bamu Bo3HuK cnimcok omuceit gonma. Beibepure
HYXHYIO OIINCh, B KOTOPOH IPOM3OLIIO ABIJKCHHE NOKYMEHTOB. BBemurte roj IBIKEHHS,
BBIOEpUTE BHJ JBHXXEHMS, U, CAMOE IJIABHOE, KOJIMYECTBO IOCTYNMBIINX MJIM BBHIOBIBIIUX JIElI,
TIOCIIEIOBATENBHO COXPaHsA KaXIyro 3anuch (MyHKT HkHero MeHio « COXPAHUTDy).

4. CuoBa obOparutece k Word for Windows. Ilpouwnraiite pasmen 8 «MEHIO
AJIMUHVCTPATOPAY. 3anumuTe MyHKTHI MEHIO. 3aKpoiite daiin.
5. 3akpoiite mporpammy AQ u cCcHOBa 3arpysure e€e IOd TapoieM «3»

(ammuHUCTpaTopa). Boitmute B pasmen [TACIIOPT. 3anonHute Ha3BaHUE apXHBa, YKa3aHHOE B
mucte ¢pouna. Ulenkanre mo CHUTATD CBOJAHBIE. U noayuure cBogHbIC JaHHBIE NACIOPTA.
lenkuute o CJAEAYIOLMI SKPAH u npocmotpure IIACITOPT APXMBA.

3akpoiite nporpammy A®.

6. 3arpysure MS Word.

3arpy3ure daitn FK/DOC/Manual./doc.

7. 3aKOHCIIEKTUPYHTE pa3/ieibl:

Hasnauenue mporpamMmel,

CrpykTypa nHGOPMAIMOHHOTO MacCHBa,

OOHOBJICHUE TaHHBIX.

8. 3arpysute nporpammy ®OHJOBBIA KATAJIOT rmox mapomem  «3»
(amMuHHCTpaTOpA).

Boiinute B paznen OPI'AH YIIPABJIEHI L.

Beenenue B pazaen [IOJITHOE HA3BAHUE nannsie 06 oprane

YIpaBJICHUS apXUBHBIM JiesioM. Hanpumep, ApXuUBHBIH 0T IPH

aaMuHECTpanuu Bomoroackoit obnacty.

B pazgen COKPALLIEHHOE HA3BAHUE — AO Bomoroackoit

001acTH.

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

CoxpaHute JaHHbIE.

9. Boiinure B pa3nen APXVB, BBeaute nanusie (3 aucra Gonma)

B TIOJISL:

I[TOJIHOE HA3BAHUE APXUNBA; COKPAIIEHHOE HA3BAHUE (manpumep,
T'ABO).

AJIPEC APXUBA, BbiOepute coorserctBytomuii YPOBEHDb u TUII (nanpumep, nis
IIMAM — MynununansHelii apxus). CoxpaHuTe JaHHbIC.

Bribepure B criucke Bam apxus. Haxxmure ENTER, Ha ‘BOHpOC‘ IIPOrpaMMbI 00 UCTOYHHKE

No6

nanubix BBequre aapec G\wfond\DBF, menkaurte no SELEKT, B mynkre ['O/] mocTaBsTe camslit

([m31):
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paHHHII T01, 32 KOTOPHI y Bac 66110 H3MeHeHHe (TTOCTYTIIEHNE HITH BEIOBITHE) yUETHBIX JaHHBIX.
Haxxmure ENTER. Joxaurecs nossiaenus Haagnucu OBHOBJIEHUE JAHHBIX VCIIEIIIHO
3ABEPHIEHO. lannsie nporpamMmbl AD ckomuposanuch B nporpammy ®K. Haxmure ENTER.

10.  3axkpoiite mporpammy @K u eme pa3 3arpysure ee ¢ mapoieM «2» (pegakropa).

Tenepp MacCHB y4YETHBIX JaHHBIX PErMOHa IIONMOJHWICS NaHHBIMU Barero apxusa.
VYo6enurecs B s1oM. Otkpoiite pazpen APXVB®OUIIBTP. Bribepure Bamr apxus, Haxmunre
BBITIOJIHUTD.

Botinute B pazgen ®OH/] Boibepure Bamr apxus, Haxkxmure ENTER.

[Ipocmotpute m3rotoBneHHelli Bamu [lacmopt apxuBa B pasmene [TACIIOPT (myHKT
BepxHero meHio PA3/IEJIBI).

Pabotast ¢ mporpaMMoi, MOXHO INOJY4YHTh CBOAHBIH macnopt mno Bamemy apxuBy 3a
pasHele roasl (moapaszaen «CBOAHBII MacmopT»).

Jlnst gero ciryxaT nozpaszaens! «J{uaamnka — aoc.»; «Annamuka %»?

KOHTpOJ'H:HLIe BOIIPOCHI:

1. IToueMy MUMEHHO y4eT JOKYMEHTOB CTaJl OJIHHM H3 IEPBOOYEPEHBIX HAIIPaBICHHI
KOMIBIOTEPU3AIMH apXUBHOTO fera?

2. B deM BaXHOCTH NMpHMEHEHHUS OOIIEOTPAcNeBBIX (TUIOBBIX) 0a3 MAHHBIX UIS
BEJCHUS ydeTa JOKyMEeHTOB ApxuBHOro donna PO?

3. KakoBel ~ mpemMymnecTBa  aBTOMAaTU3MPOBAHHBIX  CHCTEM  ydeTa  Mepen
TPaJMIMOHHBIMHI YYETHBIMH CIIPABOYHMKAMH?

4. Hazosure ocnoBusle ¢pynkiuu AUTIC «Apxusnslil ponn» u «POHIOBEII KaTaaor

cyonekra enepanum».

5. Kak cTpoutcst aBTOMaTH3MpOBaHHAs CHCTEMa LICHTPAIM30BAHHOTO y4yeTa JJOKyMEHTOB
ApxusHoro ¢ponma PO?

JIurepatypa:

1. BpeMeHHBIII HOPSANOK aBTOMAaTH3MPOBAHHOIO T'OCY[AapCTBEHHOTO y4eTa JOKyMEHTOB
ApxuBHoro ¢onma Poccuiickoii ®enepaiyu, XpaHAIUXCS B TOCYAAPCTBEHHBIX U
MYHHUIUNIAIBHBIX apXuBax (yTBepikaeH mprukazoM Pocapxusa ot 23.10.2000 Ne 64.

2. Equnbtit nopsnok 3anoiaHeHus moiei Equnolt aBToMaTu3npoBaHHO# HHDOPMAMOHHON
CHCTEMBI, COCTOSIILIEH U3 IPOrPAMMHBIX KOMIUIEKCOB «APXUBHBII (OHIY, «DOHIOBBIH KaTAJIO,
«UenTpanbHbiit ponmoBsiii katamory». [Ipoexrt. / M.: 3AO «AJIAIITy, 20135 Poccust (2002—2010
TOJIBI)»

Tema 4. Co3nmaHue y4eTHBIX JOKYMEHTOB apXHBa M IAcloOpTa apXuBa C IOMOIIBIO
MIpOrpaMMBbl «Y4eT apXHBHOTO (hOH/a». 8 4acoB.

Llens paboTel: OCBOGHHE CTYyJCHTaMH METOAWKH aBTOMAaTH3MPOBAHHOTO BHYTPEHHETO M
[IEHTPAIIM30BaHHOTO ydYeTa apXWBHBIX JOKYMEHTOB, IMpUMeHseMoi B I'maBapxmse r. MOCKBBI,
HpHOOPETEHNE HABBIKOB CPABHEHHS IIPOrPAMMHBIX MIPOIYKTOB.

B pesynbTare paboTHI CTyCHT IOJDKEH 3HATD:

- Ha3HaueHUWEe W (YHKIWH, OCHOBBI MHTepdeiica mporpamMmsl «Y4eT apXHBHOTO
(donma;

- pasnmuune Mexnay pexxumom mononHenuss b/l B pexxume ®OHJ- OIIMCH u B
pexume AKT.

B pesynbeTate paboTHI CTYAEHT JOIKEH YMETh:

- HacTpauBaTh IPOrpaMMy «YUeT apXuBHOro (poHIa» B peKHME aJIMHHHCTPATOPA,
BBOJUTb 110JIb30BaTeNeil ¥ BbIOUPATh (HOPMBI OTUETA;

- paboTats B mporpamme «Yder apxuBHoro ¢ouaa» B pexume ®OHJ-OITUCH,
BBOJIUTH JaHHBIC U3 JOKYMEHTOB BHYTPEHHETrO ydeT apxuBa (Jmcra (oH[a, ONUCEi) B pa3/ieisl
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OCHOBHOT'O MEHIO NpOrpaMMmbl «Y4ueT apxuBHoro ¢onma» — POHJ — INOIIOJIHEHUE BJI;
OITUCh — ITOTIOJIHEHUE B/I, E/l. XPAHEHU L.

- CO3/1aBaTh C TIOMOLIBIO TPOrPaMMBbI «YUeT apXHUBHOTO (oHIa»

nMcT GoHa, KHUTY yueTa HOCTYIUICHHH apXUBa, CITUCOK (hOH-

JIOB M JIpyrue JOKYMEHTHI BHYTPEHHETO Y4eTa.

ITporpammHoOe obecnieuenue:

HuTerpupoBaHHas aBTOMAaTH3UPOBAaHHAs cucremMa «Yder apxuBHoro ¢onma» (AO
Hucodr).

Pa3znarounsle MaTepuabl:

- 3anonHeHHbIe JTUCTHI (OHIOB Ha JBa (OHIA,

- Onuce gen donza,

- PykoBOzICTBO MOJIB30BaTENs IPOTPAMMBI « Y UeT apXHUBHOTO (GoHIa».

IMpakTuueckoe 3aganue 1-4 gaca. [lepen HauamoM paboTh

BCIIOMHHTE:

1. Kakue yueTHble NOKyMEHTHI I103BOJIET HOJYYHTb M pacredaraTh Hporpamma
«ApxuBHBIi HOHI»?

2. KakoBbl OCHOBHBIE JOKYMEHTHI M JIONOJHHUTEIbHbIE JOKYMEHTHI BHYTPEHHETO
ydeTa B TOCy1apCTBEHHOM apXuBe?

3. KakoBbl OCHOBHBIC ITOKYMEHTBI WM JIONOJIHHUTEIbHbIE JOKYMEHTbI BHYTPEHHETO
ydeTa B TOCy1apcTBEHHOM apXuBe?

WHTerpupoBaHHas aBTOMATH3MpPOBaHHAs cucTeMa «YdeT apxXxuBHOro Qonzpa» (YAD)
npeHa3HaYeHa JUlsl BEJICHHUS [IEHTPAIN30BaHHO- I'0 y4eTa JOKYMEHTOB KakK 110 apXHBY, Tak U IO
APXUBOXPAHMIIHUILLY.

Cucrema paszpaborana dupmoit «Mucodt» aust TAY r.MockBbI.

HauHuTe 3HAKOMCTBO € NPOTPaMMOH € IEMOBEPCUH.

3arpy3ure Microsoft Internet Explorer (ITyck — IIporpammer — MS Internet Explorer).

B none «azgpec» BBenute www.insoft.ru. Jloxkaurecs 3arpysku caira.

lenxauTe mo 3actaBke «JlemoBepcum». Jloxkaurech 3arpy3Ku CTPAHHIIBI.

llenxaute mo mnepoil cTpoke «MHTErpupoBaHHAs aBTOMATH3MPOBAHHAS CHCTEMA
MOCKOBCKOT0 TOPOJCKOT0 OOBEAUHEHHS aDXHUBOBY.

JloxxanTech 3arpy3Ku CTPAaHMIIBL.

Bei6epute myHkr meHio «[IOMOILby, Boiimure B pazaen «O cucreme, BBIIMIIUTE B
TeTpajb JaHHbIC O porpamme u paspadoruuke. llenaxnure no OK.

Boiinure B myHkT MeHI0 « AKT». llenkaure mo «HOBBIN AKT»

CJIeBa, CaMOCTOSTENBHO ONPENEINTEe W 3allUIIUTE MOCIECH0BATeILHOCT AECHCTBUN JUIS
BBEJICHUS B aKT I1epepabOTKH OIUCEH:

BBenenus yueTHsIX JaHHBIX 10 HoBoit onmcu Ne 3.

V nanenus Bcex meinr onmucu Ne 3.

Boiinure B mynkt menio BEJJEHUE YUYETHBIX TJOKYMEHTOB.

CaMOCTOSTEIbHO YCTAaHOBHUTE M10CIE0BATEIbHOCTD ICHCTBUIMA:

HEOOXOIMMBIX ISl BBEJCHUS CBEACHHH B JIUCT (OH/A;

HEOOXOMMBIX JUISl BEICHUS CITUCKA (DOHIOB;

HEOOXOIMMBIX, Al MOTYYEHHsS CBEICHHH O COCTOSHHM K)KIOH EIMHHUIBI XpaHEHHS
(BHEMAaTEIBHO CMOTPHTE Ha pa3/ieibl TIaBHOTO MEHIO BBEPXY).

YcraHoBUTE M 3allMLINTE, KAKWE JOKYMEHTHI BHYTPEHHEIO ydeTa I03BOJISIET COCTaBUTH
cucTeMa. YCTaHOBHUTE M 3alMIINTE, KaKWe JOKYMEHTH! LEHTPAJH30BAHHOTO y4yeTa IO3BOJIIET
COCTaBHTH cucTeMa (IIyHKT MEHIO «Be/ieHne y4eTHbIX JOKYMEHTOBY).

KakumM 00pa3oM MOXHO COCTaBUTb I1aCIIOPT apXuBa?
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2. Temieps epexoanM K MpakTHKe. 3arpy3uTe mporpamMmy «Y ADy,

mienkHyB MbImbio 1o [ITYCK — [TPOTPAMMBI — YYET APXHMB- HOI'O ®OHJJA —
AJIMHUHUCTPATOP. IIporpaMma 3amycTutcs B pexxume aaMuHUCTpaTopa. LlleakHuTe MpIibio
o HACTPOMKA BJI.

Cosnaiite /1. Beemute B okHo CO3JJAHUE B]] anpec G/arhive/dbf.

Ienxkuure CO3JIATH, OK. Bbl BepHeTech B ocHOBHOe MeHIo. lllenkHure OAMJIBI
OTYETOB. Beenure B oTkpsiBieecs okHo aapec C:/ arhive/reports. lenkanre SELEKT, OK.

lenxante no nyskry ITOJIB3OBATEJIM rnaBHoro meHio. Bam ciemyer BBecTH
TI0JIb30BaTENEH M MPUCBOUTD MM IIPaBa, HA3HAYUTh MAPOJIH.

Urak, HauauTe ¢ ukoHku «Hosas 3ammce» BHU3Y (fuctodek). B moe ®UO BBemuTe cBOIO
(bamunuio, npucBoiiTe cede GYHKIUN aIMUHUCTPATOPA, IIEIKHYB 0 (UIaXKy ¥ BbIOpAB ITyHKT
«AIMHUHHUCTPATOP» u3 BepxHero MeHro. YKaxkuTe mapoib «l» u moarepxkaeHue «1».
enkuure o nkonke COXPAHUTD (muckera BHU3Y).

Cucrema rorosa k padore. llenkuute mo BBIXO/.

7. 3amyctHTe TporpamMMmy B pexkume momb3oBarend. lllenxaure Mbmmero mo ITYCK-
ITPOT'PAMMbBI — YUYET APXUBHOI'O ®OH-JA — YA®.

Haiinure BBEpXy CTPOKY IJIaBHOTO MEHIO. B 1eHTpe pabouero okHa HaXOAUTCS Ha3BaHHE
apxuBa. UToObI Ha4aTh pabOTY C CHCTEMOH CIIE€AyeT BBECTH CBOIO (PaMHUIIHIO M ITapOoib «1».

IIporpammoii npeaycMOTpeHs! 1Be CUCTEMbI yueTa — 110 coxpaHeHus [lacnopTa apxuBa u
nocie coxpanenus [lacropra. Pesxum ydera 1o coxpanenus [lacriopra apxuBa npeiHa3HaueH AJIs
BBo/a Oonbix maccuBoB uH(Gopmanuu 3A TTPEABIIVIIIUE I'OJIbl. 310 moAroTOBHTENBHEIH
oran y4era. [locne coxpaneHus nacropra 3TOT PEXKUM CTaHOBHTCSI HEOCTYIIHBIM — U3MEHEHHS
B IAHHBIX MOKHO OCYIIECTBIIATH TOJbKO uepe3 myHKT MeHio AKT. IIpeacraBnm cebe, 4To naHHAsS
cucrema BBesieHa B apxuBe B 2001 romy, a y4eTHble JOKyMeHTHI umetotcs 3a 40 ner. CHavana
CIIeyeT BBECTH JIaHHbIE 000BceX (POHIAX U OMHCSIX apXHBa, OTIOKUBLINXCS 32 40 ser.

B pexrMe nepBoHaYaIBHOTO MOMOTHEHHS JAHHBIX OCHOBHBIMHA

spistoress Tpu nmyHkra: @OHJI-OITUCH-EJ.XP. Pabora HauMHaeTcs C IyHKTa MEHIO
®OHJI. Pexxum ormucH CTaHOBUTCS aKTHBHBIM 110CJIE BBOZA M BbIOOpa (hOHA, 4TOOBI HE HAPYLINTh
CKBO3HYIO HyMEpaIHIO ONuceil B paMkax (GoHza.

8. IllenkHuTe MBIMIBIO MO MyHKTY riaaBHoro meHro @OHJI. 3arem BbIOepHUTE ITyHKT
TIOTIOJIHEHUE BJ1. Bo3emute muct nepsoro ¢ouaa. Beenure B kapTouky GoHIa CBEICHHS O
tdouze:

- HoMep (oH/a;

- KaTeropuro GpoH/a (BbIOEpUTE, HCXO/S U3 €r0 LIEHHOCTH);

- cocTosiHie (GoHMA (IIETIOK M0 CTPEJIKE CIIPaBa, «B HATMYHUUY);

- nHGOPMALUIO O IMOCTYIUICHUM (BBEAUTE HATy IIEPBOrO IOCTYIUICHUs C JIHCTA

BBeMTe HOMep apxuBoxpanmwiniia B moie APXMBOXPAHUJIUILIE 1;

- KOJIN4eCTBO HeonrcaHHbIX MaTepraioB B noine HEOIIMCAHBIE MATEPUAJIBI;

- OT KOT'O TIOCTYIIIJIA MaTepHaibl (0T GOHI000pa3oBaTes).

OcranbHbIe O KapTOYKH (POHIA HEHOCTYIHBI, TaK KaK JaHHbIE CIEAYeT BBOJWUTH B
nmyHkTe raasHoro mexto OITHCh.

OpHako 3amojHeHHe KapTouku (oHma eme He 3akoHueHo. lllenxHuTe mo BKIagke
HA3BAHUE ®OH/IA, ykaxuTe 1mocieoBaTensHO Bce Ha3BaHKUsA (OHAA, yKa3aHHbIE B IEPBOM
paszene nmcta Gponaa u ux kpaitaue aatel (moiast HASBBAHUE ®OHA, JATA HAYAJIBHAA,
JATA KOHEUHAS).

Buumanue!

INocne BBOza KaXkaoro Ha3BaHUsA (DOH/A HAZIO €r0 COXPAHUTH (IIETKHUTE MO MHUKTOrPaMMe
c kenToil auckeroi BHu3y). Eciu HasBanue (oHIA HE UMEET TOYHBIX KpPaHHUX JaT, Clexyer
BPYYHYIO PacIONOKHUTh Ha3BaHMA B TOH MOCIEA0BATEIBHOCTH, B KOTOPOil OHH

npUBeAEHbl B JmucTe (OHAAa (UCHONB3yHTEe KHONKH CO CTPEJIOYKAMH BBEPX-BHU3).
IIpenBapuTEenBbHO HY)KHO BBIICIHTH MBIIIBIO CTPOKY C HA3BaHHUEM, a 3aTEM IIEPEMECTUTH €T0 BBEPX
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WM BHHU3 Hy)XKHOW KHOmKod. Eme pa3 coxpanuTe nanHble B KoHIe. lllenkHuTE MO MKOHKE C
neeppio BHH3Y. lllenkaute mo Bkimagke AHHOTALIMSA. Beaure KpaTKyl0 aHHOTAIHIO
JOKYMEHTOB (hoH/a (BU/IbI JOKYMEHTOB, TeMaTnka). Coxpanute fanHbie. Ll{enkHnuTe M0 NKOHKE C
JBEPHIO BHU3Y.

Brnanky COCTAB ®OH/JIA He TporaiiTe, oHa 3amoiHuTcs aBToMatuuecku. [llenkaure
110 UKOHKE C JBepblo BHU3Y. Eciu Bbl 3a0buti COXpaHUTD JaHHbIC, HOSBUTCS «BOIMPOLIAIOIICE)
okHo. Beibepure

BBIXOJ] C IIPOBEPKOW. Hu B koeMm ciyuae He Bbibupaiire OTMEHUTB
UBMEHEHUS! Torma Bce Bamm crapanus mnpomaayT BTYHE M HOBBIC JaHHBIE OyayT
YHHYTOKEHBI!

AHaJOrMYHBIM 00pa30M BBEJWTE JaHHBIE CO BTOPOro JMcTa (GOHIA M M3 OmUcH (GoHIa
(®OH/-TTOTIOJIHEHUE BI).

9. BBenuTe naHHbIC O KOJIMYECTBE SIUHUI] XpaHeHus onuceil ponna 1, 2 (uctsl GpoHma) u
3 (onuch ponna). s atoro HyxHO Boitty B pasnen OITUCH. [lomkHo ObITh, Bel 3ameruiu, 4to
TI0CJIe COXPAHEHH IePBOH KapTOYKX (POHMA, ITOT MMyHKT MEHIO CTaJl aKTUBHBIM.

OpHako [uist TOro, 4ToOkl BBecTH nanuble B pazaen OIIVCh, cHavana cienxyet HalTH GoHI,
onucu Kotoporo Brl Oynere BBoguTh. {71 oTOr0 Hy*)HO BolTH B IyHKT MeHio @OH/I-BbIEOP
OOHJA. [lepex Bamu Bo3HUKHET (hopMa T BBOJA KPHTEPUEB ITOUCKA.

OcyuiecTBuTe MOMCK (OHIA MO PSRy KPUTEPHEB (HOMEp, COCTOSHUE — B HAIMYHM).
lenkuure no uxonke [IOMCK (xpachas nyna Buu3y). Camblii IpOCTOH CIIOCOO MOTYYUTh CITUCOK
BCEX BBE/ICHHBIX (POHIOB — IIEJIKHYTH 110 UKoHKe JIYIIA BHHU3Y, BooOIIe HE BBOAS

KpuTepueB noucka. HaBequre Kypcop Ha Ha3BaHHE IIEpBOrO (POHIA B CIIUCKE, JBasK/IBI
mienkHUTe 10 HoMepy donaa. [losBurcs kaprouka ¢onaa. Termepb MOKHO MPUCTYITUTh K BBOIY
cBelleHHi 00 ormucsx (GoHma.

lenxaute Mpimbio 1o myHKTY riaaBHoro menio OITMCD. IlosButcs kapTouka omucu
mepBoro ¢GpoHa.

Bo3bMuTE JTUCT COOTBETCTBYIOLIEro ()OHMA U [TOOYEPETHO BHECUTE CBEICHUS O KaKITOW
OITMCH: HOMEP OMNKCH, Ha3BaHHE OMKCH, THII OMKMCH M CHOCO0 BOCIPOHM3BEACHUS BbIOEpHUTE M3
crnmcka (crpenka cnpasa) o cmbicny. B mone KOJIMYECTBO TOMOB mocrasere 1, B mone
AHHOTAIIMS Bnnimyte KpaTKylo XapaKTepUCTUKY COCTaBa U COAEPKAHMS IOKYMEHTOB OINCH;
B moige CPOK XPAHEHUS — Bnummre «mocTostHHOY». O0s3aTeIbHO MPOCTABBTE KOJIHMYECTBO
€IMHUIl XPAaHEHNUs B ONHCH (CM. JIUCT (hOHMA) ¥ KpalfHHE JaThl JIOKyMEHTOB OIHCH (CM. TaM JKe).
Hlenxuaure no nukrorpamme COXPAHUTD (muckera BHU3Y). Ecnu BBl 3a0bUIH COXpaHHUTH H
wenkaymi BBIXOJI, BeiGepuTe B mosBuBmemMcs okae BBIXOJI C IIPOBEPKOIA.

Taxum ke ciocodom (OITUCH-ITOTTIOJIHEHUE BJ]) BBeuTe cBefieHust 000 BCEX OMUCAX
naHHoro ¢onja. 3arem Haiaure Bropoit poun (POH-BBIBOP ®OHJIA). Beenu-

Te cBeneHus ¢ Jlucra ¢onma 060 Bcex onmcsx HaHHOTO (oHAa. 3aTeM BO3BMHUTE OINHUCH
dboHma W BBemuTe AaHHBIE 00 dTOM omucu. OTKpoWTe MyHKT miaBHoro meHio EJIMHUIIA
XPAHEHUMS n BBenuTe 3aroiOBKM NSATH A€ M3 ONMKMCH. B JaHHBIM MOMEHT BBI CO3/Ia€TE HE
TOJIBKO YHETHBIH, HO U TOUCKOBBIN CITPAaBOYHUK — apXUB-HYIO OITHCH.

10. OcymectBuTe MOKCK HHPOPMALUH 00 OMHUCIX BBEAECHHBIX (HJOHIOB.

Jlnst aToro BeIGepuTe MyHKT riaasHoro mexio OITMChb-BbIBOP OITMCH.

IMosiBUTCS OKHO U YCTaHOBKM KpuTepueB noucka. OCyIecTBUTE MOHUCK 110 Ha3BAHHIO
omucu. J[ns storo abcomoTHO Heobs3aTenbHO BBOAUTH B mone HASBAHUE OIIMCU Bce
Ha3BaHUA. JlocTaTouHO ofHOTO cioBa. Ho mpu 3TOM ciemyeT BBIIOMHATH NMPaBHUiIa COCTABICHUS
3ampoca:

%0T11en% — CI0BO BCTpeUyaeTcsl B JIIOOOM MECTe Ha3BaHMUS;

otzaen’% — CI0BO BCTpedaeTcs 0043aTENbHO B Ha4ae Ha3BaHUS;

%O0Ten — Ha3BaHHUE 3aKAaHYMBACTCS JAHHBIM CIIOBOM;

%ot1aen%xanpo%ynpasieHusn% — I000e coyeTaHHe CI0BO+

CJIOBO+CIIOBO.

OtwmetsTe BHU3Y nepekmouaresb COOTBETCTBUE XOTS Bbl
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OJHOMY YCJIOBHUIO. llenkuure no kaonke [IOVCK BHH3Y.

AHaJIOTMYHBIM CIOCOOOM OCYIIECTBUTE MOUCK IO KPAHUM JaTaM

JIOKYMEHTOB OITHCEH; 10 aHHOTalUH OMHUCH. B pesynpTare Bcex ycunuit mepen Bamu
TIOSIBUTCSI CIMCOK omurce. [IpocMoTpuTe KapTOukn

HaWJICHHBIX OIMCEH, IIeJIKast 10 UX HOMEpY.

Haiins onuce, nonpoOyiite HaiiTi BBeaeHHbIe Aeina. OCyLIECTBUTE IIOUCK I10 KIIOUEBOMY
CIJIOBY (XOTs OBI O/THO CIIOBO U3 3aroJIOBKa JIel, KoTopoe Bel moMHuMTE).

O6patute BHUMaHue, uto pexxum AKT HemocTyneH.

11. Otkpotite mynkT rnaBHoro Mearo COCTABJIEHUE YYETHBIX JOKYMEHTOB.

IMonpo0yiiTe caMOCTOATENBHO, CIIeLys yKa3aHUSIM IIPOrPaMMBbI,

COCTaBHUTH CIMCOK (DOHIIOB apXmBa, peecTp omuceil 1odoro u3 BBeAeHHbIX Bamu doHna,
mct oxHoro u3 (ounoB. CpaBuute nonydeHnsld u3 B/l Jluct donna ¢ opurunaiom. Kakue
pazzaesbl mucta (OHa OCTAIMCH HE3arOJTHEHHBIMU?

B Tterpamu cocTaBbTe CpPaBHHUTEIBHYIO XapaKTEPUCTHKY IPOrpaMm «APXVBHBbIH
OOH» u «YUET APXUBHOI'O ®OH/IA» ¢ To4ku 3peHHs TpeOOBaHHN K 00OpYyIOBaHHIO,
GyHKIMI, onTHMHM3auMM ydeTa, ynoOcTBa wuHTepdeiica, oTueroB, crommoctu. Crenaiite
3aKITI0YEHHE MTOTb30BATEIS.

KoHTponpHbIE BOIPOCHI:

1. B uem cxoxctBo M pasnuuue GyHKUMI mporpaMm «ApXUBHbBIA QoOHI» U «Yuer
apxuBHOTro hoHIga»?

2. Kakue ydeTHble IOKyMeHTHI BBl MOXETE NOIyYMTh B KaueCTBE OTYETOB C
MOMOIIBIO ITPOrpaMM «APXUBHBIH GoHI» 1 «YueT apXHBHOTO HoHIa»?

3. KakoBbl JTOCTOMHCTBA M HEIOCTATKM Ka)KAOW M3 MPOTpaMM C TOUYKH 3PEHUS
apXMBHCTA, UCIOJIb3YIONIEro X Ul OpraHU3allii aBTOMAaTU3MPOBAHHOTO yueTa B apXuBe?

4. Kaxue pasgenst JIucra ¢ponna Bam He ynanock cocTaBUTh B JAHHOM peskuMe?

Jluteparypa:

I'openex T.H. Komnbrorepusamus MoOCKOBCKMX apxuBoB: oOT mpoctod BJ] k
WHTETPUPOBAHHON HHpOpMaoHHO# cucteme. 1986-2002 rr. // OtedectBenHbie apxuBbl. 2002.
Ne 5. C. 20-26.

[Ipaktiueckoe 3aganue 2-4 gaca.

IIporpammHoe obecnieyeHue:

- HuTerpupoBaHHas aBTOMaTH3UPOBAaHHAs cUcTeMa «YdeT apxuBHOro Gonga» (AO
NHCODT).

- PykoBoZCTBO MOJTB30BATEIIS.

Paznarouynsie MmaTepuans:

- et GoHna,

- AKTHI:

preMa-Tepeayun aen,

BBIICJICHHUS JIET HA YHUYTOXKEHHE,

Hay4YHO-TEXHHUUYECKOW 00paboTKH (hOHIOB.

ITepen Hayanom paGOThI BCIIOMHUTE:

1. KaxoBbl nmpaBuiia 3anonHeHus nucta ¢onga?

2. Kakne Bumpl akToB (QHKCHPYIOT U3MCHEHHS B COCTaBE IOKYMEHTOB apXHBa U
JIBIDKEHHE JOKYMEHTOB?

1. Ortkpoiite mporpammy «YA®d» B pexxume nonb3oaters (IIYCK [TIPOTPAMMEBI-
YUYET APXMBHOI'O ®OHHIA-YUYET APXVBHO-I'O ®OHJA). Cporwo damuuio Bel,
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KOHEYHO, He 3a0pumn. Beante ee m mapoms — «1» — B coorBercTByromue momsi. O6parure
BHuManue, 4ro pexxum AKT nemoctymeHn. (IlonmpoOyii-re BBectH cBemeHust o6 akte AKT-
HOBBII AKT). Jlns BBefeHHs CBeIEHH MO aKTy HpHeMa-Tepeadn JOKyMEHTOB HE0OX0ANMO
CHadayla CO3/1aTh M 3alIUTUTh MacropT apxusa. LlleIKHUTE MBIIIBIO 1O MyHKTY IJIABHOTO MEHIO
BEJIEHUE ITACIIOPTOB, Bsioepure CO3JAHUE, menkuute no JJA. IIporpamMma nonpocur
Bac noposkate, HOTOM 3aBEPUT, YTO HACHOPT apxuBa co3ziad. Ho Ber Huyero He Bumure. UtoOb!
MIOCMOTPETh HA pe3yJbTaT CBOMX TpyaoB, menkaure nmo OK, BbIOepuTe B IYHKTE MEHIO
BEJJEHUE ITACIIOPTOB mnoamynkr [TPOCMOTP. IllenkHute 1o MKOHKE ¢ KPacHOM JIynoi
Husy. [Iposnucraiite momydyeHHbIN macmopt (BKIaAKK CBEPXY). Bl yoeauTecs, 4To OOIBMINHCTBO
Pa3aernoB IyCTHl, OHAKO MPOTpaMMa YeCTHO TMOJICUNTala BBEJACHHbBIC BAMHU JaHHBIC M CBEJa MX
BOEJMHO B pazzene 1

u pazzgene 3.1.

Crnenyer 3ammTuTh mnacmopT oT ynanenws. Beidepure BEJEHUE ITACTOPTOB-
KOPPEKTHPOBKA, mienknure no nKOHKe ¢ rajjoukoi BHu3y. Ha Bonpoc nporpammel o 3amure
macriopta BeiOepute oTBeT «JJA». YOenurech B TOM, YTO HAampOTHB JaThl co3jlaHus Bamero
MacropTa nosiBuiIach kpacHas ormetka «3ALLUIIIEH».

2. Jlns Hauana paGoThI ¢ aKTaMH HEOOXOJMMO CHOBA IEPEHACTPOUTH MPOrpaMMy B
pexxume AJIMUHUCTPATOPA.

OTHBIHE, TT0CJIE COXPAHEHHMs IIACIIOPTa apXUBa, BCE M3MEHEHMS B KOJIMYECTBe Jed GoHaa
OCYIIECTBISIOTCS Yepe3 MyHKT MeHio AKT.

[Honymaiire, mouemy.

Hlenxuute mo myHkry MeHio BbBIXOJI. 3amycture nporpamMmy 3aHOBO B pEXHME
AIIMUHUCTPATOPA (mpunercst 3aHOBO BBECTH HapOJIb).

CHoRa me/KHUTE 110 MyHKTY Menio [I0JIb30BATEJIb-HOBBIN

[TIOJIb3OBATEJIb. Beenute uMs (3aIIOMHUB €T0), TAPOJIb «2%, TOATBEPKICHHE «2).

Teneps npeacTont camoe uutepecHoe. Cnenyer co3narh HoBYyo poiab — « HAYAJIbHUK
OTIEJIA YUETA». lns 5TOro IIEIKHHUTE O KHOIKE «PefaKkTop ponei» (TeaTpaibHas Macka
BHU3Y). Ha sKkpane mosiBUTCS OKHO pefjakTHpoBaHus poieil. lllenkHure no mukrorpamMme

HOBASl POJIb (nucrodyexk BHH3Y) MBIIIKOH, BIUIIMTE B OKHO HAa3BaHHE pOJIH
«HAYAJIbBHUK OT/EJIA YYETA», OK. IlocraBere ¢aaxku B momsix AKT (mpocmotp,
nononHenue bJ1) u B apyrux nomsix. llenxaure mo COXPAHUTD (nuckera Bau3y). lllenkaure
no nukrorpamme BbIXO/] Buu3y. B oxne I[IOJIb3OBATEJIU, ¢ xoroporo Bel HaunHanu paboty,
B nosie POJIb BriOepuTe HOBYIO posb «HauanpHHK OTAENa yUeTay.

[llenxHuTe 10O AUCKETE BHU3Y (COXPaHMUTH) U 1o MKoHKe BBIXO/I.

Jlanee 3akpoiiTe mporpaMMy M CHOBa 3allyCTUTE €€ II0J] UMEHEM U C IapoyieM
HAYAJIbHUKA OTAEJIA YUETA B pexume mMoiap30BaTeIs.

Bribepute nyHkT mento AKT — HOBBIN AKT. Bo3bmure jmcT (onma, BBeIUTE TaHHBIC
3 pasgena «IBVDKEHUE JIOKYMEHTOB)» 06 akrax npuema-niepefaqn e, BBIACICHUS e
Ha yYHHYTOXKCHHE, HAyYHOTEXHHYECKoil 00paboTkm Qonmos. Haifnure B mucte dorma pasmen
«YYET HEOIIMCAHHBIX MATEPUAJIOB», BBenuTe NaHHBIE O MOCTYIUIEHHM MaTepHAaloOB
poccsimu. HaiijiuTe naty nepeoro noctymienus poccsinu. Beeaute B menio HOBBIN AKT Homep
¢doHna, nary axra (mepBas rpada — Jara NepBOro MOCTYIUICHHS POCCHINN), BBIOGPUTE TUII aKTa
—unpueMa-niepefaun. B mone «OTKy#a MOCTYNWIM — JOKYMEHTBI» BBEAUTE — OT
tdonnoodpazoBatens. B mone WCIIOJIHUTEJIb 1 BBemute cBoto dammmmio. lllenkante mo
JIICKETE BHU3Y, YTOOBI COXPAHUTh 3aIUCh.

HoBblif akT co31aH, HO HE 3apeTUCTPUPOBAH.

YT0OBI 3aIOTHUTH HIKHIOIO 9acTh aKTa O JBMKEHHUH JJOKYMEHTOB HE BBIXOAS U3 PEXKNMa
AKT, menkuure mno mnyHkTy raasHoro wmenio ®OHJI — IIOCT. HEOIIMCAHHBIX
MATEPUAIJIOB. Bsenute kpaifHue aThl HOCTYNMBLIEH POCCHIIM M KOJUYECTBO EIMHUI
xpaHenus (u3 micra ponna). lenkuure o muckere Bau3y (COXPAHUTD).

B nynkre mento AKT menkuute no AKT — PETUCTPAIINA
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AKTA — JIA — OK. Teneps aKT 3aperucTpupoBaH, a CBEACHHUS O IBI)KEHHN JOKyMEHTOB
BHECCHBI B CHCTEMY.

Takum jxe 00pa3oM 3aperuCTPUPYHTE APYroe MOCTYIUICHHE POCCHIIH. AKT-HOBBIi1
AKT; @OH-TIOCTYIIJIEHUE HEOITucannsix ; AKT-PETUCTPALIUA AKTA.

BbIObITHE POCCHIU BCIEGACTBHE COCTABICHMS OIMCEH Ha Jella perucTpupyercs Oolee
cioxuo. AKT-HOBBIN AKT. B mone TUII AKTA — Bri6epure AKT OITMCAHWS.

Janee, ve Beixos u3 peskuma AKT, Beibepure myrkt @OH/I B ri1aBHOM MEHIO, HOAITYHKT
— BBIBbITUE HEOITMCAHHBIX MATEPUAJIOB, BBequte 1o sucty GoHAA KOIUYECTBO U
JIaThl BEIOBIBIIEH POCCHINH, T.€. BCIO pocchinb. COXpaHUTE (AUCKETa BHU3Y).

Bri6epute mynkt mento OITUCh, kotopslii cTan akTuBHbIM, a B HeM — HOBASI OITHCb.
Beenute no nucty GoHIa HOMEP ONUCH, BBEAUTE HAa3BaHHE ONMUCH, KpaiHHUE aThl MATEPHAIIOB,
KOJIMYECTBO €IMHUIl XpaHEHHs. Brpliinure W3 pexmma ommcH uepes3 ABEph BHHU3Y (MKOHKA),
COXpaHHMB U3MEHEHUs1, coxpaHute usmeHenus B pexume AKT, 3apeructpupyiite AKT (AKT —
PETUCTPALIMA AKTA).

Pa3penaBoiuchy ¢ y4eToM poCCHIIM, OQOPMUTE BCE AKTHI Ha MOCTYIUICHHE OIMCAHHBIX
Matepuanos. J{ys 9Toro Bo3bMuTe cBeieHus u3 aucta ponna — pasnen «YUET OIIMCAHHBIX
MATEPUAJIOB». Ecnmun Brl eme He moraganuch, Kak CO3[JaeTCs aKT MOCTYIUICHHS OIHCH,
nedictyiite Tak: AKT — HOBBIU AKT, BBOJ HOMepa (oHjIa, ATl aKTa (BCE Ta XKe TepBast
rpada), TUII akta — npuema-nepenaun. CoxpaHure.

Janee, He BbIXoas U3 myHkTa MeHI0 AKT, BEIOepUTE ITyHKT MEHIO...

npaswibHo, OITMCh — HOBASI OIIMCD. Brenure cBeneHust 0 HOBOM omucu (Kpome
TIEpBOii, JTaHHBIE O KOTOPOH BEI yke BBenH). Co XpaHHUTE. 3aperuCTpUPYHTE aKT.

Temneps 3an0BO coctaBpTe JINCT ®OHAA (BEJEHUE YUET-

HbIX JOKYMEHTOB — JIUCT ¢ouna-BbIBPATH ®OH/). ITo-

9yBCTBYHTE pa3HHUIly — B JAHHOM CIIydae 3aloJHEHbI paszaen 3 u 4

ncTa GOHIA O IBIXKEHUN HEONMCAHHBIX U ONUCAHHBIX JTOKYMEHTOB.

Cospaiite CBEJIEHWS Ob UISMEHEHUAX B COCTABE JJOKYMEHTOB ®OH/IA;
TIOCMOTpPHUTE, KaKHe H3MEHEHHs B 00beMe (hOH/Ia PON3OIIIH.

JlononHuTe 3aKII0OUeHUE, CACIaHHOE Ha [IOCIEHEM 3aHATHH.

KOHTpOIIBHBIE BOIPOCHI:

1. KakoBa mnocie0BaTebHOCTh BHECEHUS] U3MEHEHHH B ydETHBIC
JTaHHBIE TTOCTIe COXpaHeHHs naciopTa apxuBa? UeM BeI3BaHa Ta
HOCJIe10BATENbHOCTD?

Jluteparypa:

T'openek T.H. KommbloTepuzanus MOCKOBCKMX apXUBOB: OT mpocroil B[ k
HWHTErpupoBaHHON nH(opMannonuoi cucreme. 1986-2002 rr. / T.H. I'openek // OtedecTBeHHBIC
apxuBbl. — 2002. —Ne 5. — C. 20-26.

Tema 5. IHOpMAaLMOHHO-IOMCKOBBIE (DYHKIIMU MPOTPaMMBI

«ApxuBHBIH (HoHI». 4 yaca.

Llens  pabGoTBI:  OCBOGHME  CTYyICHTAMH HMH()OPMALMOHHO-NIOMCKOBOTO  MOJYJIS
00IeoTpacIeBoi MporpaMMbl « APXUBHBIH (GOHI» M CO3/IaHUE ITyTEBOIUTEIS 110 (POHIAM apXHBa.

B pesynbrare paboOThl CTYACHT AOJDKEH 3HATH: OCHOBBI MH(OPMAIIOHHOTO IIOWCKA B
AWIIC (KOHTEKCTHOTO TTOKCKA, MOUCKA 110 KIHYEBOMY CIIOBY, TI0 KIaCCU(PHUKATOPY).

B pesynbTate paboTHI CTYICHT JOJIKEH YMETh!

1. BBOAUTH JaHHble B BJ mporpammbl «ApXuBHBIH (OHI» U3 IMyTEBOJUTENS H
onuceit, GopMHpPys AEKTPOHHBIN Ty TEBOAUTED;

2. PEeIaKTHPOBATh KIACCH(UKATOP MPOrPaMMBbl K APXHBHBIN (QOHI;
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3. OCYIIECTBIISITh TOUCK HH(GOPMAIMM BO BCEX PEKHMMAX, IPELyCMOTPEHHBIX
nyHkroM mMeHro ®UJIbTP;
4. (hopMHpOBaTH OTYETHI.

IIporpammHoOe obecnieyeHue:

Iporpamma « APXUBHBIN ®OH/I» 2.0 for Windows (Penepanbuas apXxuBHas ClIyK6a).

Pa3narounsle MaTepHasl:

Onuck ¢GoHma, MyTeBOAUTENb N0 (GoHAaM apxuBa, «Cxema eIUHON KiacCU(PHUKAIUH
JOKYMEHTHOW MH()OpPMALMK B CHCTEMaTHYECKHUX Karaaorax rocynapcrBeHHbix apxuBo CCCPy»
(coBeTckuii mepuoxn).

[IpakTrueckoe 3aganue. 4 Jaca.

- IMepen HayanoMm paGOTI BCIOMHUTE:

- OcHoBHbIe HH()OPMAILIMOHHO-TTOMCKOBBIE CIIPABOYHUKH apXUBA.

- Mecro B cucreme HCA myTeBonuTens 1o apxuBy, COCTaB XapaKTEPUCTHKH (oHa
B ITyTEBOAUTEIIE.

- MeToanKy OnMcaHus JOKyMEHTOB B ITyT€BOJUTEIE.

- HasnayeHne u CTpyKTYpy «CXeMbl €IMHOM KIacCH(QUKAIUU ITOKYMEHTHOH
MH(POPMALIUK B CHCTEMATHUECKHX KaTaJIorax rocyjapcTBeHHbix apxusos CCCPy.

1. 3arpys3ure nporpamMmmy «ApxuBHbiid Gormy. [IY CK-TTPO-

I'PAMMBI-APXUBHBIN ®OH/I-APXMBHBIN ®OHJI. Beexute naposis «2». OOBIYHO
JUIL CO3JaHMS DJIEKTPOHHOTO ITyTEBOJAWTENS MHCIIOIb3YETCS TPAAWUIMOHHBIA IyTEBOIAUTEINb.
BosbMuTe  TpaguWIMOHHBIA  ITyTEBOAWTENb IO apXuBy. BplOepure HMHANBHIYaIbHYIO
xapakTepucTuky (onzma. Beenure cBeaeHus o BeiOpaHHOM (oHzae B 0a3y naHHBIX. BBemure B
pazaen «®OH/l» nouckoBble naHHble 0 (GoHIe (Ha3BaHHEe, HOMep (OHIA, KOIUYECTBO SANHHUILL
XpaHEHUs, HICTOPHYECKYIO CIIPaBKY, aHHOTALMIO U JIP.).

Jist 3TOTO HIENKHUTE MBIIIBIO 10 MyHKTY @OHJI rnaBHOTO MEH0.

[NosiBuTCS crimcok (poHmoB, BBeAeHHbBIX panee. Ll{enkaure mo ENTER.

lenxuute no nmyHkty HmwkHero MeHio JJOBABUTD. Beenure nomep donna (ENTER,
TIPUHATB), IOJTHOE M COKPAIleHHOe Ha3BaHue (oH/a,

ucropuuecknii neproa (1-coBerckmid, 0-IOPEBONIONMOHHBINA), THI (OHAA, OAThl
noxymenToB. lllenkuure COXPAHUTD, CJ'[E)IYH.H/H?I

OKPAH. Bcee atr oneparuu BaM y»xe 3HaKOMBI IO BBITIOJIHEHHUIO 3a1aHus Ne 1.

2. enxuute no mynkry HmwxHero meHio PEJIAKTHPOBATD. K stomy myHKTY
cliefyeT 00paIaThCst KaK/AbIi pa3 Mocjie COXPaHeHUs! JaHHBIX.

BBenure o0beM enuHUIl XpaHeHHs B coorBercTByromee moine. COXPAHUTHL —
CJIEYIOIIMIA SKPAH.

Beequre UICTOPUYECKVYIO CITPABKY n AHHOTALIUIO B cooTBeTcTBYy!OIIEE TIOIE.
st aToro Hano menkHyTh 1o PEJJAKTHUPO- BATbD B HmxHem mento, 3ateM UICTOPUYECKA S
CITPABKA, PE-

JAKTHUPOBATD, BBeCTH TEKCT HCTOPHYECKOH CIPABKH U3 Iy TEBOAUTESL, IEJIKHYTh I10
COXPAHUTD — CJIEJYIOLINI DKPAH.

Beemute kmoueBsie ciaoBa B mois  [IEPCOHAJIMM, TEOI'PA®U-YECKHUE

CBEJEHUS, TEMATHUKA. Ilepconamuum — dQamunnm; reorpaduyeckue CBEICHUS —
reorpagpuueckie Ha3BaHusl, yTIOMUHACMbIE
B aHHOTAaNMH (OHAA; TEMaTUKa — KIIOYEBbIE CJIOBA, MEPENAIOIINE COACp)KaHHE

JOKYMEHTOB. BHIIbI JOKYMEHTOB He SIBIISIFOTCS KIIIOUEBBIMU ClIOBaMHU. Kakioe KIIro4eBoe cioBo
BBOJIUTCS B OT/CNIBHYIO CTPOUKY, IOCJIE BBOJIA ceayeT HaxaTh F4. Jns BbIxo/1a U3 pexkruMa BBOJa
KIIFOUEBBIX CJIOB ciieayeT Haxath ESC.

3. B ToM ciy4ae, eciu XapaKTepUCTHKU (OH/A HET B TPaJULIMOHHOM IIyTEBOIHUTENES
(momyctuM, OH ycTapen), Il BBOJA JAHHBIX HCIHOJB3yeTcsl onuch (onma. Bospmure omnmch
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¢douma. Haunure Bece cHavana. Boiiaute B pazmen ®OH/L. Llenkuute no JJOBABUTD. Beeaure
HOMep HoBoro ¢onma. Beenute B pasmen POHJ] mocnennee HasBanme (oHOA, a pasneln
INEPEUMEHOBAHUS nepebie Ha3Banus (oHAa (cM. 00OPOT THUTYJIBHOTO JIMCTA OITHCH).
Kaxnoe mepenMenoBaHNe BBOAUTCS OTAETBHO, C JaTaMH.

4. Bepnurecs B pazaen @OH/I. Beeaure uctopuyueckyro CrpaBky (CM. IpeJUCIOBUE
k omucu), AHHOTAIIUIO (cMm. cobctBeHHO omuch), kimoueBbie cimoBa — TEMATUKY,
TEOI'PA®UIO, UMEHA (cM. ykazarenu K OmmcH). AHHOTaIMIO HEOOXOAWMO COCTAaBUTH Ha
ocHoBe ormicH. Kak o060, Haxumaitre CJIEJIYFOIMN DKPAH, noka He Haiinere HY>KHbIE
TIOTIA.

5. BezoBuTe mpenomaBaTenst M B €r0  HPHCYTCTBHM  OCYNIECTBUTE ITOWCK
unpopmannu. Boiiaute B myHkt Bepxuero mento @UJIBTP.

Ocy1iecTBHUTE MOUCK 110 BBEAECHHBIM Bamu:

- IIepeUMEHOBAHNSM;

- KJIFOYEBBIM CJIOBAM;

- TEKCTy HCTOPHYECKOHN CIPABKU MIIM aHHOTAIIUH.

Ecian Bbl He TOMHHTE BBEIICHHBIX BaMU KITFOYEBBIX CIIOB, IIEIKHUTE IO ITYHKTY MEHIO
CIIMCOK cnpaga.

6. Otkpoitite nynkr wmento OTYETBI u mpocmoTpute HeECKONbKO —(aiiios,
00513aTeIbHO 3arpy3UTe MyTeBOAUTENb (ILEIKHUTE 110 pa3/ieiaM OIJIaBICHNUS ) U YKa3aTeI K HeMYy.
3axpoiite APXUBHbIN ®OHJI (PA3JIEJIbI-BHIXOI).

7. OTKkpoiiTe mporpamMmy APXUBHBIN ®OH/I B peXHMe aIMUHHCTpATOpa (BBEIUTE
naponb «3»). Orkpoiite mynkr meHio PYBPUKTOP. Llenkuute no JOBABUTD. Beenute
pyOpuky 6. (I'ocynapctBeHHbIe yupexaeHus coBeTckoro nepuona). Haxxmure CTRL-N. Beaute
monpasaensl  6.1-6.9, wmcmonp3yst  coorBercTByrommii  pazmen  CXEMBbI EZ[I/IHOI71
KIIACCUDPUKAIIMN. 3amenure OykBeHHO-LM(POBbIE HMHICKCHI HAa COOTBETCTBYIOLIHE
nudpoBbie. 3aKpoiiTe MporpamMmy.

8. 3amycTuTe mporpaMmy B peKMMeE peaakTopa (mapoib «2)).

Haitinute B cincke Gpona0B BBeneHHbie Bamu donasl. [IpocraBsre pyOpuky. Coxpanure.

9. ITomerbTe kK yHHuTOXeHUIO (oHI Moskaiickoro YUKA (BAIIMChH-YIAJINTh-
JA). [lokaxxure pe3ynbTaThl padOTHI MPENoaaBaTeIo.

10.  Yumutoxere 3ammck o Moxairickom YUKE. 3akpoiite A®. 3arpysure AD B
pexume agMuHucTpaTopa (mapois «3»). Hlenkuure mo COKATUE B/I-JIA-ENTER.

11.  Y6eaurecs, 4To 3anuch yHUYTOXKEHa. 3akpoiire AD (BbIXON).
12.  3arpysure AD B pexume penakropa (napois «2»). [Ipocmorpure criucok GpoHnoB
(paszzen ®OH/) u yoenurecs, uro ¢ponma Moxaiickoro YUKA B HeM HeT.

KonTpospHBIE BOIPOCH:

1. Ha xakom ypoBHe ocymiecTsisieTcst onucanue nnpopmanuu 8 AUIIC nporpammsl
«ApxuBHBIi HoHIY», Bepcust 27

2. Kaxue BO3MOXHOCTH JUIsl HOMCKa MH(OPMALMH NIPEAOCTABISET 9Ta MporpamMma’?

3. B ueM 10cTOMHCTBA M HEAOCTATKH IIPOrPaMMBI KaK MOMCKOBOH CHCTEMbI?

Jluteparypa:

Kucenes M.H. Unpopmanmonnas cucrema apxuBa — Mojenb U Borwtomenue / W.H.
Kucenes // OreuectBeHnbie apxuBbl. — 1997. —Ne 6. — C. 28-33.

Jlapuna B.I'. Enueblil KinaccuuKaTop DOKYMEHTHOH HWHGOpPMALUH — BaKHCUIIHIA
9JIeMeHT HHpopMaTH3auy apxuBHoi otpaciu / B.I'. Jlapuna // OteuecTBeHHble apxuBbl. — 2002.
—Ne 1. —C. 8-14.

Tema 6. ITyreBoaurens o PI'AJIN. 4 gaca.
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Llems paboThI: H3yUeHHe METOANKY Moncka nHpopmarmu B apxuHoit AUTIC Ha mpumepe
myteBogurest o PTTAJIN.

B pe3synbraTe padoThl CTYACHT AOKEH 3HATh:

- Ha3HAYCHHE M COCTaB MH(MOPMALMOHHOTO MaccuBa myTeBoauTens nmo PIAJIN na
CD-ROM.

B pesynbTare paboThl CTYICHT AOKEH YMETh:

- OcymIecTBIATh MOMCK BO BCEX BO3MOXKHBIX PEXUMAaX, a TaKKe

KOMHUPOBATh HAWJACHHYIO HH(MOPMAIHIO 1O TTyTeBoauTemo o PTAJIN.

[IporpammHuBIe cpencTBa:

- 9NEeKTPOHHBIN myTeBoauTens mo PITAJIM. CD-ROM.

INpaxTuueckoe 3aganue Ne 5. 4 gaca.

INepen HaganoM paGOTHI BCTIOMHUTE:

1. Pa3HOBUAHOCTH ITyTEBOAUTENEH.

2. CTpyKTYypy HOCTPOEHHUS ITyTEBOUTEIS.

3. BcernomorarenpHeIi CIpaBOYHBIH anmapar K IIyTeBOAUTEIIO.

4. 3amyck nporpamMmsl. JIs HHCTAUISIIAKM MPOrpaMMbl B OKHE «Moii KOMIIBIOTEp)

obpaturecs k aucky H: (Guest). Ha mmcke mnaiimure mamky ~D-ROJVb, otkpoiite manky
Rgali/EXE.

Ecan nporpamMma y»e yCTaHOBJICHA, IPOCTO 3aITyCTUTE €€ JBOMHBIM IIEIYKOM 110 HKOHKE
RGALI mwmm [TYCK — TTPOTPAMMbBI —PI'AJIM — Apxus PI'AJIN. PaccmoTpute rnaBHOE
MmeHio. Boiinure B myHkr mento Help — About. Ilepenumiute B TeTpans BbixoHble gaHHbIe CD-
ROM. Yro0sl BepHYThCS B IJIaBHOE MEHIO, ILENKHMTE B JI0OOM MECTE OKHA C BBIXOJHBIMU
JIaHHBIMU.

2. IMouck nHpOpMAaLUHK 1O pa3aesiaM My TEeBOIUTEIS.

2.1.  VYcranoBure coaBropa B.A. KaBepuna mno cuenapuio kuHo- ¢uibMa «/IBa
KalyuTaHay.

JIBOWHBIM mIeTgKkoM MBIIH Boiaute B paznen «JIMYHBIE ®OH/IbI» crpasa.

B oxne «IIOUCK» (cnpaBa) Habepure dammnuio «Kasepun». Illenkaure o xapTouke ¢
(amunueit nucatens cieBa. BimummTe HOMEp, XPOHOJIOTHYECKUE IPaHHIbBI 1 00beM (oHIa,
(haMuITHIO CoaBTOpA B TETPab. TaKKe yKa)XKUTE JIEMEHT HH(POPMAINU, KOTOPBIi JJOJKEH OBITh,

HO OTCYTCTBYET B JaHHOH XapakTepucTuke (oHIa B myreBoautese. UToObl BEpHYTHCS B
OCHOBHO€ MeHI0, Hakmute ESC.

2.2.  Bwmummure B tetpaas Bee Gouasl PITAJIN, kxoTopsle conepxar HHGOPMALHIO 11O
ucropun MXAT (ux HOMepa, XPOHOJIOTHYECKNE TPAHHLIBL, 00BEM).

st aTorO:

Haunure ¢ pasgena «TEATPBI, XOPbBI», menkHyB MBINIbIO [0 HAa3BaHUIO pasJielna.
IIponucraiite kaproTeKy cieBa ¢ momolmus kiasumcTpenodek: Page Up, Page Down. s
TIPOCMOTpPA KapTOUKH CIETYET

HIENKHYTh MBIIIBIO 110 HAJMUCH Ha HEM, /Ul BO3BPAILCHUs B KapToTeKy — HaxaTb ESC.
Beinmuninte nepcoHaIny akTepOB M PEXKUCCEPOB TeaTpa, YIOMUHAEMbIC B aHHOTALHSAX (OH/A.

BepHHTECH B OCHOBHOE MEHIO. AHAJIOTHYHO IIPOCMOTPHTE Pa3ziel

«Komexunu u cobpanus». Beinuimre cBeleHHs O KOJUIGKLHMAX, KOTOPBIC COIEpiKar
JOKyMeHTHI 1o ucropu MXAT.

BeimummTe nepcoHanul akTepoB U PEXUCCEPOB TeaTpa, YHOMHUHAEMbIE B aHHOTALMAX
¢donna.

BepHuTech B OCHOBHOE MEHIO. AHAJIOTHYHO IPOCMOTPHTE Pa3zel

«JIMYHBIE ®OH/Ibl», nabupas B okne «[TOMCK» cripaBa damunuu

BeINMCaHHBIX Bamu gesareneit MXAT. Beimuimure cBeIeHHS 00 MMEIOIIMXCS JTUYHBIX
thonmax.
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1) CaMOCTOSTETbHO, MyTEHmIeCTBYST 10 pasfenaM IIyTeBOIUTEN, HalauTe o
BBIITUIINTE — HOMEpa U Ha3BaHHA (OHIIOB:

1. JIUTEPATYPHBIX MY3€EB;

2. )KyPHAJIOB, TOCBSIICHHBIX H300pa3UTEIbHOMY HCKYCCTBY;

3. Xopeorpagu4ecKux y4eOHbIX 3aBEACHHUI.

2) INownck o HoMepy doHpa.

[enkuuTe M0 M300paxkeHuto crona cieBa BHU3Y (Card index by fond number).

VYcranoBure konuuectBo ¢GouaoB PI'AJIN, BxmroueHHBIX B myTeBoAuTeNb. st 3TOrO
TIPUIETCS MPOJINCTATh BCIO KAPTOTEKY. Y KaXKUTE

HOMEp U Ha3BaHHeE MOCIIEAHEro Gonma.

HaiiguTe 1 ykaxxute Ha3BaHUs, XPOHOIOTHYECKHE IpaHuLbl, 00beM (ormos Ne 28, 156,
234, 1038. [1yis1 aToro B okHe «I[lonck» cripaBa

BBeauTe HoMep (onna u Haxxmure ENTER.

3) [owuck mo andasuty Ha3BaHUK (OHIOB.

Beusichure, ckonbko ¢ponnoB CtpaBuHckux umeercst B PCAJIN.

J1u1s1 3TOTO LIENKHUTE M0 SIIHKY ¢ OykBOit «C» B BEpXHEM JICBOM

yray. Habepute B rpade «Ilonck» «CTpaBHHCKHID.

TeMm ke croco6OM YCTAaHOBHTE M BBINMIINTE HOMEpPAa U XPOHOJIOTMYECKHUE I'PAHHIBI
¢oH10B:

- kxommosuropa /1.b. KabGanesckoro;

- pexuccepa A.S. Tauposa;

- xypHana «Kpokoaum» — ykaxure, ¢ Kakoro rojia H3facTcs;

- T'ocynapcrBenHolt TpeTbsikoBCKOH rajepeu.

4) Iownck Mo TeKcTy aHHOTALUH.

Haiinure Bce dponapr kommo3utopos B PITAJIN.

[lenxHuTe 1O CTONY € JIaMIO# BHU3Y crpaBa. B okne «Ilonck» BHU3Y cHpaBa BBEAUTE
KimoueBoe cioBo «Kommosuropy». B BepxHeMm MeHio mienkHute no Action-Search-Start. ITo
3aBepiueHNH noncka menkanTe «OKy». CoxpaHuUTe IMOTydeHHBIH CIIMCOK HaliIeHHBIX (POHIOB Ha
JKECTKOM JIMcKe. J[JIst 3TOro IIeJIKHUTE 10 IIyHKTaM BepxHero MeHio Action-Search-Save search
result to file. B umenudaiina ykaxure Baury pamunuro, Hanpumep, ivanov.srf. Hlenkuaure «OK».
IIpocmoTpuTe MOTy4eHHBIH cucok. J{yis 3Toro cBepHUTE

nporpammy PGALI, naiinute B okHe «Moii kommbiotep» 1 oTKpoiTe (aitn C:/Program
Files/RGALI/Sresults/ivanov.stf. Illenkante mo ero nassanmro. Ecmu Windows cropocurt, ¢
MIOMOIIBIO KAaKOW IpOrpaMMbl OTKpBITH (ain, Bbibepure WordPad, «OK». Ilpocmorpure
MOJTy4EHHBIN CIHCOK.

CHoBa pasBepHMTEe OKHO mnporpammbl Rgali. Ilepenmmmmure B Terpaab (amuiuu
KOMITIO3UTOPOB, (OHIBI KOTOPBIX XPAHATCS B apXmBe, IIOCIENOBATENBHO IPOCMATPHUBAS C
MOMOUIBIO IETYKA MBIIIBIO KAXKIYI0 U3 HallIeHHBIX KapTOYeK.

5) Tem e criocob6oM (cM. 11. 4) onpenenuTe U 3aluIuTe B TETPaab:

- aBTOpa KUHOCLeHapHus K/¢ «KoToBckHit»,

- aBTOPOB MY3BIKaJbHBIX paboT 1o npoussenenuto J1. baiipona «3emis u HeOGo»,

- apTUCTOB, MCHONHABIIMX naptuu B Oanere ILU. YaiikoBckoro «Jlebenunoe
03epo».

CocraBbTe apXMBHYIO CIpaBKy (OTBET Ha 3alpoc) <«IOKYMEHThl O IIOCTaHOBKax
«Cuerypoukn» OcTpoBckoroy». TekcT apXMBHOH cnpaBku (HOPMYIHPYeTCs MPUMEPHO Tak: «B
OTBET Ha Balll 3alpoc cooOIIaeM, 4To B PoccHiiCKOM rocynapcTBEHHOM apXHBE JUTEPATYPHI U
HCKYCCTBA I10 TEME ... BBISABJICHBI CIISYIOIINE JOKYMEHTbI:

1. (XapaKTepHCTHKA JOKYMEHTOB, cChlika Ha Ne oHza);

2. (XxapakTepUCcTHKa JOKYMEHTOB, cChuTka Ha No (hoHIa).

IMoxmuce qupexTopa. Jlara.»
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JleiicTByiiTe TEM ke crocoOoM (CM. 1. 5).

6) 3anuimTe KOPOTKOE 3aKIIt0UeHNe o myTeBoauTeie no PIAJIN:

- HOJIHOTA MTOUCKOBOIT MH(pOPMALUH, TOAPOOHOCTh XapaKTEPUCTUK (oHAa;
- MTOMCKOBBIE BO3MOKHOCTH (OBICTPOTA M y0OCTBO TOKCKA);

- BO3MOXHOCTH 3KCIIOpTa HH(pOpMAIMK (COXpaHCHHUS Ha AUCKE,
pacrne4aTKkH, KOHBEpPTHPOBaHMs);

- JIU3alH.

Craiite TeTpaab NPenoaBaTeIro.

KOHTpOJ'II:HLIe BOIIPOCHI:

1. KakoBa Meronmka moucka MH(GOPMAIMH IO 3JIEKTPOHHOMY IMYTEBOJMUTEIIO IO
PI'AJIN?

2. B 4yeM 1oCTOMHCTBA M HEJJOCTATKH AIEKTPOHHOTO myTeBoautens no PI'AJI?

3. B uyeM CXOACTBO M pa3iInuue SJIEKTPOHHOTO IyTEBOAUTENS, (OPMHPYEMOro C

TTOMOIIBIO TTporpaMMbl AD, U AJIEKTPOHHOTO ImyTeBoauTes o PITAJIN?

JIurepatypa:

Jlapuna B.I'. Cucrema HCA rocynapcTBeHHBIX apXHBOB KaK OCHOBa (DOPMHPOBAHHS
obmiero apxuBHO-uH(popMannoHHoro npocrpancrsa / B.I'. Jlapuna // OTeuecTBeHHbIE apXUBBL
2002. — Ne 3. —C. 14.

9.2 MertoanyecKkue peKOMEHIAIUH N0 IOAT0TOBKE NHCbMEHHBIX padoT

IuceMmennas koHTponbHast padota (pedepar) npencrasisier co00i pe3yabTaT U3ydeHHs
WCTOYHUKOB W JIMTEPATYpHl 1O OMHOM M3 MpodieM MHGOPMATH3AMMN apXUBHOTO Jeia. Temsl
KOHTPOJBHBIX PadoT CcOpMyIHpPOBaHBI TakUM 00pa3oM, 4YTO HEOOXOJUMO H3y4eHHE
HOPMAaTHUBHBIX M METOAMYECKUX MAaTEPHAIIOB, IUTEPATYPbI, OTPAKAIOLICH OMBIT pabOTHI OJHOTO
WM HECKOJIBKHX apXMBHBIX YUpexaeHui. PaboTa 10/KHA COCTOATH U3 BBEACHHUS, TEMATHUECKUX
pa3aesoB, 3aKIIOYCHHMS, CHHMCKA MCIIOJIb30BAHHBIX MCTOYHHMKOB M JIUTEpATyphl. Bo BBeaeHHH
PacKpbIBaeTCsl aKTyalbHOCTb MPOOJIEMBbI, ONPEACISIOTCS Lelb U 3aa4i pabOThl, AAaeTCs aHAIIM3
HUCTOYHUKOB W JIUTEpPaTypbl, OOOCHOBBIBAcTCS CTPyKTypa pabGoThl. B ocHOBHOW wactH,
pa3JeieHHOW Ha TEMaTH4YeCKHE pasZenbl, u3naraercs (aKTHYECKUil MaTepuall, OIMCHIBACTCS
ONBIT KOHKPETHBIX apXHBOB. Bce (akTHueckue CBEACHUS CONPOBOXKIAIOTCS CChUIKaMH. B
3aKJTIOYEHHUH U3/1araloTCs BBIBOIBI O COBPEMEHHOM YPOBHE Pa3BUTHS TOW MM HHOI TEXHOJOTHH,
0 MPEHMYIIECTBE METOJO0B MH(POPMATH3ALMU HIM HPOrPAMMHBIX HPOAYKTOB, HCIOJIB3YEMBIX
ciyx6amu JIOY n apxuBa n. K pabote 00s3aTesHO COCTaBISETCS CIIUCOK HCMONB30BAaHHBIX

HCTOYHUKOB: JINTEPATYPHBIX, HHTEPHET-PECYPCOB U IIPOTPAMMHBIX IIPOYKTOB.

Hepomycrumo npenocraBieHie B KaueCTBE KOHTPOILHON pabOThl KOHCIIEKTa CTaThbH HIIN
KONMM HOPMAaTHBHBIX JOKyMeHTOB @enepasbHOW apXHUBHOW CIy)XOBI, pa3MEIICHHBIX B
HuTtepuere.

Temsr 17, 27-30, mocBsIeHHbIE U3YYEHUIO KAKOTO JTHO0 HAaNpaBICHHS

napopmarmzanyu 10V u apxusa (yder, komruiekroBanue, HCA u ap.), paccMaTpuBaroTcst
HAa OCHOBE CPAaBHEHHMS OIbITA HECKOJIBKMX OpPTraHW3alMil WIM apXMBOB B JAHHOH 001acTH.
BauMarensHO H3yunTe peKOMEHOBAHHYIO JIUTEPATYPy K JAaHHBIM TEMaM B CIHMCKE HCTOYHUKOB
u nuepatypsl PILJI.

[Moorpsiercs HanMcaHWe KOHTPOJIBHBIX PaboT, OCBSIICHHBIX

aHanu3y OmbITa aBTOMaru3anuu ciayxOel JJOY mmm apxuBa Ha mpuMmepe KOHKPETHOTO
yupexaeHus apxusa (tTems 17, 23, 26, 37).

B manHOM ciydae mMeercs B BHAy nH(opmaTnsaums padbotsl ciyx6s1 JJOY u apxusa B
[eJIOM, a HEe OTJACNbHOE ee¢ HampapieHHe. [IpuMmeHsemble 0a3bl IAaHHBIX II€IECOOOPa3HO
CHCTEMaTH3MPOBaTh B COOTBETCTBUHM C OCHOBHBIMH HAalpaBJICHHAMH pabOTHI — Hampumep, B
0071aCTH KOHTPOJISI HCIIOJTHEHHS JOKYMEHTOB, KaJPOBOTO JEJIONPOU3BO/ICTBA, KOMIUICKTOBAHHS U
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OL/J, ydera, HCA, wncmonp3oBaHHsA, yNpaBieHHS apXuBoM. [l KaXIOTO MPOTPaMMHOTO
MPOAYKTa KelaTenbHO yKa3arh nomst b/l um otuersr, CYB/] wim sA3bIKk mporpaMMHpOBaHUS, B
koTopoM paspaborana BJI. IlenecooOpa3Ho oxapakTepu3oBaTh Kaxaylo 0a3y MAaHHBIX Ha
KapTOYKe, 3aTeM KapTOUKH CHCTEMATU3MPOBATh MX IO HANPABJICHHUAM PabOTHl M MPUCTYIHUTH K
HaIUCAHUIO PabOTBHI.

Hauate cnemyer co cnmcka JuTepatypsl K Hporpamme, rae Bel Halinere craThbi,
nocBsinieHHbIe aproMaru3anuu JJOY uim apxuBa KOHKpeTHOTo yupexxaeHus. Ho 3to He 3HauwT,
YTO MOXKHO OTPAaHHYMUTHCS KOHCIIEKTOM OJIHOH CTaThH Takoro poja. B paboTe NOMKHBI OBITH
WCTIONB30BaHBl  METOAWYECKHE Pa3padOTKM W ONHCAHHWSA IPOTPAMMHBEIX  IPOAYKTOB,
HCTIONB3yeMbIX B apxuBe. ONTHMAaNbHbBIA BapHaHT — 3KCKYPCHS B OT/IE)I aBTOMATH3AIIH JaHHOTO
apXuBa, KOTOPYIO MOXHO COBMECTHTb C IOCEIICHHEM YUTAIBLHOIO 3aja BO BpeMsl paboThl HaJ
KyPCOBOM MITH JUTUTOMHOM pabotoii. Ecin 310 He yaanock ocyiiectBuTh, nocerute CU® OLITHTU
BHUUIA/ (yn. [Ipodcoro3nast, 72) wnm ero caidT. B kapToTeke MPOCMOTPUTE COOTBECTBYIOIIUE
Teme pasiensl (Hampumep, 3.2.6.12.2. — aBTOMAaTU3UPOBAaHHbIE HH()OPMALMOHHBIE CHCTEMBI U
3.2.6.12 — MexaHH3alus U aBTOMATH3aIHs TIONCKAa HH)OPMALIUH B apXHUBAaX ), U3yUUTE OMHCAHHUS
MIporpaMM U PyKOBOJICTBA IT0JIb30BATEIS IPOTPaMM, MaTepHaIbl

koHpepenuuii. Kpome Toro, cBeneHus 00 apXMBHBIX 0a3ax JaHHBIX UMEIOTCS Ha calTe
«ApxuBsl Poccuny, B pazaenax «bassl qanueix» (www.rusarchives.ru/bd/list.shtml), « ApxuBHbIC
CTPaBOYHUKH» (www.rusarchives.ru/guide/index.shtmlj, «ApXUBHbIE MIPOEKTHD»
(www.rusarchives.ru/projects/index.shtml). W3yuure caiit BbiOpaHHOro apxuBa (CHOCKH Ha
apXUBHBIC CAUTHI CM. TaM e, B pa3zienax «(eaepaibHble apXUBBI», PETHOHAIBHbBIE APXHUBBD)) —
BO3MOXKHO, Ha HEM pa3MenieHa HHGpOpPMAUUs O HPUMCHACMBIX aBTOMAaTH3MPOBAHHBIX
TEXHOJIOTUSIX.

Temsl peeparos:

1. MexaHn3anss ¥ aBToMatu3anusi apxuBHoro gena B 1970-80-e romer B CCCP:
TEXHUYECKOE, IIPOrpaMMHOE, JTUHTBHCTHYECKOE obecrevyeHue, NIpUMEHEHHE
ABTOMATH3MPOBAHHBIX TEXHOJIOTHI B apXUBHOM JIelie.

2. MexaHu3amusi 1 aBTOMaTu3anusi apxuBHoro nena B 1950-90-e romer 3a pyOexom (Ha
MpUMepe HECKOJBKHUX CTPaH).

3. [IpobGnemsl aBroMaTH3amuu apxuBHOTO Jnenma 1950-80-x romax B OTEUECTBEHHOM
apXHBOBEIYECKON HAyKe.

4. CoBpeMeHHast HOpMaTHBHO-TIPaBOBasi 6aza HH(POPMATH3ALMK APXUBHOTO Aena B Poccun.
5. Opranun3anus nHGOpPMaTH3aLUK apXUBHOTO jena B PO Ha penepansaom yposHe B 1990-¢
— 2010 rogsl.

6. WnhopmaTuzanust AesSTEIbHOCTH apXUBHOTO YUPEIKICHUS: OPraHU3alHs U IPAKTHKA.

7. LleHTpBI-pa3paboTIHKK TPOTPaMM IS APXUBHON OTPACIIH.

8. [TpoGiemMbl HHGOPMATH3AIUH ApXUBHOTO Jeia Ha koHrpeccax MCA M MeKITyHApOIHBIX

COBEIIaHUAX apxXxuBUCTOB B 1950-2000-¢ rompr.
9. Buenpenne MH(QOPMANNOHHBIX TEXHOJOTHH B pa0OTy apXWBa OpraHu3aluu (Ha TpHMeEpe
KOHKPETHOTO MHHHCTEPCTBA, BEJIOMCTBA, yupexaeHus) B 1960-1990-¢ roxsl.

10. CoBpeMeHHbIe  HH(POPMALOHHO-KOMMYHHKAIIMOHHbIE ~ TEXHONIOTMH B 00JacTH
KOMIUJICKTOBAHUSI apXWBOB M OKCIEPTU3bI ILEHHOCTH JIOKYMEHTOB (CpaBHEHHE HECKOIBKHUX
apXHUBOB).

11. CoBpeMeHHbIe HHPOPMAIIMOHHO-KOMMYHHUKAINOHHBIE TEXHOJIOTUH TEXHOJIOTH B 00JIacTH
y4eTa JOKYMEHTOB B apXuBe (CpaBHEHUE HECKOJILKUX apXUBOB).

12. CoBpemeHHbIe MH()OPMALMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH TEXHOJOTH B 00JacTH
co3maHusi HMH(OPMAILMOHHO-TIOMCKOBBIX ~ApXHBHBIX CIIPABOYHUKOB (OMHCEH, KaTaloroB,
IyTEeBOAMTENICH, yKa3aTenel U Ip.) — BO3MOXKHO Ha IPHMEPE OJJHOTO apXUBa WM HECKOIBKUX
ApXHBOB.

13. CoBpeMeHHbIE  HH()OPMAMOHHO-KOMMYHUKAIIHOHHBIE ~ TEXHOJIOTHH B 00JacTH
HCIIOJIb30BaHMS IOKYMEHTOB B apX¥BE (CpaBHCHHUE He-
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CKOJIBKUX apXHUBOB).

14. Co3nanue 6aHKOB JaHHBIX HOPMAaTUBHON U METOJMYECKOH JTOKyMEHTAllUH B apXUBHOM JIETIE.
15. DnexTpoHHBIE apXUBBI KaK YUPEKAEHHs, OCYIIECTBISIONINE JOJIrOBPEMEHHOE XpaHEHHE
JJIEKTPOHHBIX JOKYMEHTOB, B HAIlIel CTpaHe U 3a PyOeKoM.

16. MexayHapoJHble CTaHIAPThl OIMMCAHUS APXMBHBIX JOKYMEHTOB B IOMCKOBBIX CHCTEMax B
1990-e u 2010-e roasl.

17. Cozganme 06a3 [AaHHBIX IO apXUBHBIM HCTOpPUYECKUM HCTouHHKaM B 2010-e romsl
(uctopudeckas HHHOPMATHKA U APXHBBHI).

18. WubopMannoHHbIe TEXHOIOTUH B MyOIMKAIIMK JOKYMEHTOB B apXHBaXx.
19.  HMHbopManroHHBIE TEXHOIOTHN B PECTaBPAIIH HCTOPHIECKHX JOKYMEHTOB.
20.  XpaHeHue SNEKTPOHHBIX JOKYMEHTOB B OPraHM3allMH: HOPMAaTUBHAs M METOAMYECKAs

6aza.
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Hpunnoxenue 1

Annomayus oucyunaunsvt (Mooyns)

Juciunnuna «VH(popMannoHHbIe TEXHOJIOTHH B apXUBHOM JIelIe) peaiu3yeTcst Ha (akyibTeTe
apXUBOBEJCHHS M JOKYMEHTOBEICHNUS Kadeapoil apXUBOBEICHHS.

Llenb AMCLUILTMHBI - H3y4YEHHE TEOPETHYECKUX MPOOIEM U NPUKIATHBIX
aCIeKToB HMH(OpPMAaTH3alMM apXMBHOTO JIeJla, OCHOBHBIX HaNpaBlIeHU  BHEIPEHUS
MH(OPMAIMOHHBIX TEXHOJIOTHH B JIEATEIBHOCTh apXUBa.

3aga4n JUCIUILIHHBL:

1) U3yYeHHE  OCHOBHBIX  IIOHSTHH, WCIOJB3yeMbIX B  IIpoLEcCe  NMPHUMEHEHHS
HHMOPMALIMOHHBIX TEXHOJIOTHI B @pXUBHOM JIEJIe;

2) U3yYeHHE HCTOPUH MEXaHHU3AlMH ¥ ABTOMATH3AL[MH apXUBHOTO JeJia B HAIlIeH CTpaHe U 3a
pyOexom;

3) U3y4YeHHE HOPMATHUBHO-IIPABOBBIX OCHOB NPUMEHEHUS MH(OPMALMOHHBIX TEXHOJIOTHI B
apXUBHOM JIeJIe;

4) M3yYCHHE TEXHMYECKOrO M IMPHUKJIAJHOTO MPOrPaMMHOIO O0ECIICUEeHHsI, HCIONIb3YEeMbIX

[IPU OPTaHU3aLUH HIEKTPOHHOTO
JOKYMEHTO000pOTa, MH(GOPMAIMOHHOM OOECHEeUYCHHUH YIPABICHHS, OPraHU3alMy apXHBHOTO
XpaHEHHUs! JOKYMEHTOB Ha TPAJAUIHOHHBIX M SIEKTPOHHBIX HOCUTEIISIX;
5) U3yYeHHe NPHMHLMIOB BbIOOpA M OpPraHM3alMM BHEAPEHHS M MCIOJIb30BAHMS
TEXHHYECKOTO U MPOTrPaMMHOTO 00eCTIeueHH s;
6) n3y4yeHne WH(OPMAIMOHHBIX CHCTEM M OCHOBHBIX MH(OPMAIMOHHBIX PECYpCOB B
apXUBHOM JIeJIe;
7) M3yYCHHE M aHaJW3 CPEJACTB 3alluThl WHGOpMAnuH B HH)OPMALMOHHBIX CHCTEMaX,
HCIIOJIb3YEMbIX B QDXUBHOM JIEIIC.

JlucuunuiiHa HanpapiieHa Ha (POPMUPOBAHUE CIEAYIONIMX KOMIETEHIINH:

OIIK-4. CriocoOeH TOHUMATh IPUHIUIIEI pa0OTHl COBPEMEHHBIX HH()OPMAMOHHBIX
TEXHOJIOTUH M MCTIONB30BATh UX JUIS PELIeHUs 3a/1a4 NTPO(hecCHOHANBHON NesTebHOCTH

B pe3synbTaTe 0CBOCHMS IUCLMILIMHBL 00YYaIOIIHICS TOIDKEH:

3HaTh — OCHOBHbIE MH(pOpMaLMOHHBIE OuOIMOrpaduueckne  pecypchl IO
JOKYMEHTOBE/ICHHIO H aPXUBOBEACHHUIO; TUIIOBOE POrPaMMHOE 00eCIIeueH e, IPUMEHIEMOe 115
(GYHKIMOHUPOBAHHS aBTOMAaTH3HUPOBAHHOH CHCTEMbI IICHTPAJIN30BAHHOIO ydeTa JOKYMEHTOB
ApxuBHoro poxga PO, ABTOMaTH3HPOBAHHOTO LIEHTPAIBHOTO (POHIOBOrO Karajiora

YMeTh — OCYIIECTBISTh MOWCK HAYYHO-TEXHHYECKOH WH(pOpMALMH MO CBOEH
npoeCCHOHANIBHOM JIeATENBHOCTH; pa30uparhcsi B 0a30BBIX acneKkTax (YHKIHOHHPOBAHMS
COBPEMEHHBIX HH(OPMAI[OHHBIX CHCTEM B aDXUBHOM JIeTIe

Bnaners - HaBBIKAMH HCIIOJIb30BaHUs KOMITBIOTEPHOI TEXHHKH M MH(POPMALIMOHHBIX
TEXHOJIOTUH,  OCHOBHBIMH METOJIaMH, CIIOCOOaMH M CpEIACTBAMHU IIOJy4YCHHS, XPaHCHHUS,
nepepaboTkn  MHOOPMALMM»; HABBIKAMM  BBIOOpPAa  MPOTrPAaMMHOTO  OOECleYeHMs  Julst
HHPOPMALIMOHHOTO 00ECTICUSHH s JeATEIbHOCTH apXHUBOB.

PaGoueii mporpamMMmoii perycMoTpeHa MpOMEeXyToYHast arTecTalus B hopMe IK3aMeHa.

OO011ast TPYA0€MKOCTh OCBOCHHMS AUCLMILIMHBI COCTABIISIET 3 3aUETHBIX SMHULIBI.
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