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1 TlosicHuTeJbHAaA 3aNHuCKa

1.1 Ileasb u 3aga4u TUCHUIIIHHBI
HGJIB M 3aa4 JUCHUIIJIUHBI.
HO,Z[FOTOBI/ITI: CrieMaJrucTa, 3HAOUICT0 TCOPECTUYCCKUC OCHOBLI APXHUBOBCACHHA JJICKTPOHHBIX
AOKYMCHTOB, BJIAACHOLICTO MGTOI[HKOﬁ opranu3alvi XpaHCHUA, KOMIIJICKTOBAHUA, Yy4YCTa U
HCIOJIb30BAHHUA J3JICKTPOHHBIX HOKYMCHTOB PA3JIMYHBIX BUAOB MPCACTABJICHUA I/IH(I)OpMaLII/II/I 158
(dhopMaTOB Ha COBPEMEHHOM 3Tarle.

3aoauu oucyuniunol:
- W3YYUTh OCOOCHHOCTH JJIEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB apXMBHOI'O XpaHEHHUS B
OTEYECTBEHHOH M 3apyOeKHOM NCTOpUOTpaduu;
- copMupOBaTh MPEICTABICHUS] O HOPMATUBHON METOJMUECKON 6a3e XpaHEHHUs SICKTPOHHBIX
JOKYMEHTOB, B. T. 4. B cocTaBe ApxuBHoro ¢ponja Pd;
- cdopmupoBaTh TMpeacTaBiIeHHE 00 OOECNEYeHHH  COXPAHHOCTH, Yy4YeTe U OMHCAHUU
3JIEKTPOHHBIX JOKYMEHTOB, OPTraHU3alUU X ONEPATUBHOTO U TOJITOBPEMEHHOTO XPaHEHUS;

- U3YYUTH KJIACCUPHUKAIIIO SJTEKTPOHHBIX IOKYMEHTOB;

- HU3YYUTb OpPraHUu3aluMilo KOMIIJICKTOBAHUA apPXHBOB OpFaHHBaHI/Iﬁ,

FOCYyJIapCTBEHHBIX U

MYHUILUIAIBHBIX apXUBOB 3JIEKTPOHHBIMU JOKYMEHTAMU;
- U3YYUTb KPUTEPUH IKCIIEPTU3bI LIEHHOCTH D/I;
- U3YYHUTH MPOrpaMMHOE 00ecTIedeHre ISl SJIEKTPOHHBIX apXHUBOB.

1.2 Hepequb IJIAHUPYEMBIX PE3yJbTaTOB oﬁyqemm o IMCIOMIlJIMHE,
COOTHCCCHHBIX ¢ MHAUKATOPAMH NOCTU/KCHHUSA KOMHeTeHIII/Iﬁ

Komnerenuus Nupukatopsbl IlepeyeHs MUIAHMPYEMBIX Pe3yJ1bTATOB
(xon m KOMITeTEeHI U o0y4eHHUsI 110 NUCHMUILIMHE
HaWMEHOBAHHE) (xox u

HalMEHOBAHUE)
OIIK-4 CriocoGen OIIK 4.3. O6namaer | 3HATh:
MOHUMATh HaBBIKAMU - OCHOBBI TEH/ICHIIUU MIPABOBOTO PETryJIUPOBAHUS
IPUHIUIBI pa0OTHl | UCIIOJIB30BAHUS XpaHEeHHUs AIIEKTPOHHBIX JOKyMeHTOB (D/1) B
COBPEMEHHBIX MH(POPMALMOHHO- POCCUIICKOM 3aKOHOAATENbCTBE, OCHOBHBIE
MH(POPMALIMOHHBIX KOMMYHUKAIIMOHHBIX | TEHJICHIMIX B Pa3BUTHH ITPABOBOM Oa3bl;
TEXHOJIOTHH U TEXHOJIOTHH B chepe | - poJib SNEKTPOHHBIX aQPXHBOB B COCTaBE
MCTIOJIb30BATh UX JOKYMEHTAIIMOHHOTO | HAI[MOHAJIBHBIX aPXUBHBIX CIY>KO MUpa, UX
IUISL pelIeHus 3a1a4 | obecrevyeHus ¢byHKIMU ¥ TpoUIIb;

npodeccrnoHaIbHOM
ACATCIIbHOCTHU

YIPABJICHUS U
apXMUBHOTIO Jeja

- OCHOBHBIE MEXTyHAPOJHBIE U
MEXTOCyIapCTBEHHBIE CTAaHAAPTHI B 00JIaCTH
JOJTOBPEMEHHOI'O U TIOCTOSIHHOTO XpaHeHus D/1;
- I0JIO)KEHHS HAIlMOHAJIBHBIX U OTPACIEBBIX
CTaHJapTOB U METOJUYECKUX PEKOMEHIAUI 110
METOJIMKE OpraHU3aluy XpaHEHHUs,
KOMIUIEKTOBAHHUS, yUeTa U UCII0JIb30BAHUS
JJIEKTPOHHBIX TOKYMEHTOB B PD, meTonuueckue
pa3paboTku enepaTbHbIX U PETHOHAIBHBIX




apXuBOB, BeAOMCTB PD ;

- pOJIb BJEKTPOHHBIX JTOKYMEHTOB B COCTaBE
ApxuBHoro ¢onga P® Ha cOBpeMEHHOM 3Tare;
UX LIEHHOCTb KaK UCTOPUYECKUX UCTOYHHUKOB;

- TPUHLUIBI W TpPHU3HAKA  KJIaccCH(HUKAIUU
AJIEKTPOHHBIX TOKYMEHTOB;

- OCOOCHHOCTHU ydYeTa U OMHCAHUS JIEKTPOHHBIX
JOKYMEHTOB ~ Ha  OCHOBE  METOAMYECKUX
pa3paboOTOK  POCCHMCKUX M 3apyOeKHBIX

apXUBOB;
- OCHOBBI ~ O0ECIEYECHUS  COXPAHHOCTH
DIEKTPOHHBIX JIOKYMEHTOB npu

JOJITOBPEMEHHOM U TIOCTOSIHHOM XPaHEHUH B T.4.
Ha OCHOBE OMbITA U METOJUYECKUX pa3zpaboTOK
POCCUICKHX U 3apyOeKHBIX apXHUBOB;

- COBPEMEHHBIM  OMNBIT 1O  CO3AAHUIO
JIEKTPOHHBIX apXMBOB B HAIlIeW CTpaHe U 3a
pyOe)xoM  Kak  YUYPeXKICHHH, CTPYKTYPHBIX
MOJIpA3JCICHUi MUHHUCTEPCTB U  BEJOMCTB,
KOpIIOpauuii OCYIIECTBJISIOLINX
JOJTOBPEMEHHOE M IOCTOSIHHOE XpaHeHue O/,
COCTaB MX (POHIOB, ICTOUHUKU KOMILJICKTOBAHUS,
dyHKumm;

yMeTh:

- OpraHU30BaTh IOCTOSIHHOE U
JOJITOBPEMEHHOE XPAHEHUE AJIEKTPOHHBIX
JOKYMEHTOB B COOTBETCTBUM C HAyUYHBIMH
NPUHIUIIAMA 1 HOPMaTHBHBIMH TPEOOBAHUSAMH,

a TaKKe CTaHAApTaMU U METOIUYECKUMU
PEKOMEHIALINSAMY ;

- HCII0JIB30BATh CYIECTBYIOIINE METOINYECKUE
pa3paboOTKU M CTAaHAAPTHI I CO31aHUS
JIOKQJIbHBIX HOPMATUBHBIX aKTOB, UHCTPYKLIMH U
PYKOBOJICTB, pETJIAMEHTHPYIOIIHUX YUET,
OINHCaHUE, XPAaHEHHUE AIEKTPOHHBIX TOKYMEHTOB;
- OpraHM3oBaThb  KOMIUIEKTOBaHHUE  apXHBa
OpraHM3alMM  3JEKTPOHHBIMU  JOKYMEHTaMH,
oopMuTh COOTBETCTBYIOIILYIO
COINPOBOJUTENIBHYIO M YUYEHYIO TOKYMEHTALMIO B
COOTBETCTBUM C HAyYHBIMM MpPUHIUIAMH U
HOPMATUBHBIMU  TpeOOBaHUAMH, a  TaKkKe
CTaHJapTaMH u METOINYECKUMU
PEKOMEHIALIUSAMY;

- COCTaBUTH pekoMeHparmu st cimyxos1 UT mo
BBIOOPY  TEXHMYECKOTO U MPOrPaMMHOIO
obecrieyeHuss  JUIsL  DJICKTPOHHOTO  apXHBa
OpraHM3allii B COOTBETCTBUU C HAy4HBIMHU
NPUHIUIIAMA U HOPMAaTHBHBIMH TpeOOBaHMIMHU,
a TakKe CTaHgapTaMd M METOJWYECKUMH




pPEKOMEHIALUSIMH;

- COCTaBUTh JIOKAJIbHbIE HOPMATHUBHBIE aKThl U
PYKOBOJICTBA JJIs1 pabOThI JIEKTPOHHOTO apXUBa
OpraHu3aIuy;

BJa/1eTh:

- TEXHOJIOTUSIMH KJIaCCH(PUKALINK, TOMCKA
JOKYMEHTOB B JICKTPOHHOM apXHBe);

- MOMCKOM NMPO(UIBHBIX HHPOPMALIMOHHBIX
pecypcoB B cetu UHTEpHET;

- HaBbIKaMH BbIOOpA M CPABHEHUS IIPOTPAMMHBIX
KOMIIJIEKCOB IS QJIEKTPOHHOTO apXHBa
OpraHu3aIuy;

- HaBBIKAMHU y4yeTa U 00eCTIeYeHUs] COXPAaHHOCTH

e

1.3 MecTO AMCHUILIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM
MPOrpamMmbl

JlucuumuirHa BXOAUT B COCTaB 0053aTEIbHONM YacTH Y4eOHOTO TIaHa.

JUis OCBOGHHUSI UCHMIUIMHBI HEOOXOAWMBI KOMIIETECHIIMH, C(HOPMHUPOBAHHBIE B XOJ€
U3yYEHUS CIEIYIOIUX AUCIUIUIMH U TPOXOXKACHUS MpakTUK: VHpOopMalnoOHHbIE TEXHOJIOTHH,
WudpopmallMoHHbIE  TEXHOJIOTMH B  JOKYMEHTAI[MOHHOM  OOECHeueHHH  YIpaBICHHS,
WNudopmanroHHbIe TEXHOJIOTHH B ApXUBHOM JIETI€.

B pesynbTare 0CBOCHMS TUCHMILIMHBI (POPMHUPYIOTCS KOMIIETEHIIMH, HEOOXOAUMBIE ISt
U3YYEHHs CIEAYIOINX AUCUMILIMH U MPOXOKICHUS MPAKTHK: ABTOMAaTHU3UPOBAHHBIE CUCTEMBI
JOKYMEHTAIMOHHOTO o0ecriedeHus: ymnpasieHus, MHpopMalmoHHbIE CHCTEMBI B KaJIpOBOM
ciryx0e, [IpoexTHas mpaktuka, [IpeaumiomMnaas npakTuka.

2 CrpyKrypa JUCUHUILJIMHBI

OO01mast TpyA0eMKOCTh TUCIUIUTHHBI COCTaBisieT 3 3.e., 108 .

CTpykTypa AUCHHUILIMHBI VI 04HOI (opMBI 00yYeHH

O0beM AUCHUILTUHBI B ()OpME KOHTAKTHOW PabOTHI OOYYAIOMIMXCS C IMeJarormyecKuMu
paboTHUKaMU U (WJIH) JTUIAMU, TPUBIIEKAEMBIMH K peanu3aliui 00pa3oBaTebHON MPOTrpaMMBI
Ha WHBIX YCIIOBUSX, PU MPOBEACHUN YISOHBIX 3aHSATHI:

Cemectp | Tum yueOHBIX 3aHATHIA KonuuectBo
4acoB
2 Jlekuuun 24
2 Cemunapsl/1abopaTopHbie pabOThI 36
Bcero: 60




O0beM TUCHHILTUHBL B (HOPME CaMOCTOSTENbHON pabOTHI 00YYAIOIINXCS COCTABISET 48

AKaJJCMHUYCCKUX 4aCOB.

CTpyKTypa JTUCHUILIMHBI JJI51 04HO-3204HOI (opMbI 00yUeHUs

OO0beM IUCHMIIMHBI B (pOpME KOHTAKTHON paboOThl OO0yYaromMXCs C MeJarormyecKuMH
paboTHUKaMu U (MJIM) JTUIIAMU, IPUBIECKAEMBIMHU K peau3aliu 00pa3oBaTeIbHON MpOrpaMMBI
Ha MHBIX YCJIOBUSX, IIPU MPOBEICHUN YUCOHBIX 3aHATHHI:

Cemectp | Tum yueOHBIX 3aHATHIA KonuuectBo
4acoB
2 Jlexnu 12
2 Cemunapsl/mabopaTopHbie pabOThI 20
Bcero: 36

O0beM OUCIHILTUHBL B (POPME CaMOCTOSTENBHON pabOThI 00YYAIOIIMXCS COCTABISET 76

AKaJJCMHUYCCKUX 4aCOB.

CTpyKTypa JTUCHUIIMHBI JJI51 3204HO (PopMBbI 00yUeHUs1

OO0beM IUCHMIIMHBI B (pOpME KOHTAKTHON paboOThl O0yYaromUXcs € MeIarormyecKuMH
paboTHUKaMU U (MJIM) JTUIAMU, TPUBJIECKAEMBIMHU K peau3aliu 00pa3oBaTeIbHON MPOrpaMMBI
Ha MHBIX YCJIOBUSX, IIPU MPOBEICHUN yUCOHBIX 3aHATHHI:

Cemectp | Tum yueOHBIX 3aHATHIA KonuuecTBo
4acoB
2 Jlexuun 8
2 Cemunapsl/mabopaTopHbie pabOThI 16
Bcero: 24

O0beM OUCIHILTUHBL B (DOPME CaMOCTOSTENBHON pabOThI 00YYAIOIIMXCS COCTABISET 84

AKaJICMHUYCCKUX 4aCOB.

3 Coaepxanue IUCHHUIINHBI

Ne | HaumeHoBanue
pasaena
JTUCHUATIINHBI

Conepxanue

1 1.BBenenue.

IIpenmer, wenp u 3agauu Kypca. McTouHMKM UM juTeparypa IO
KypcCy. TepMUHBI W TIOHATHS: ANEKTPOHHBIA JOKYMEHT,
AJIEKTPOHHBIA apXUB, FIEKTPOHHAS MOJNUCH U €€ BUJbI, apXUBHBIN
dopMat, HKcrepTH3a IEHHOCTH, KIAacCUpUKALUI JTOKyMEHTOB,
eANHUIA ydyeTa, €AUHHUIA XPAHEHHs, €IUHUIA OIMUCAHUSA
JJIEKTPOHHBIX JOKYMEHTOB, MHIpalUs, KOHBEPTALMs, KOHTECHHEp
ANEKTPOHHBIX JOKYMEHTOB, METAa/JaHHBIC, CTAaHAAPTHl U (OPMATHI
OMHCAHUSl APXUBHBIX JOKYMEHTOB, VyPOBHHM ONHUCaHUSA U
MH(OPMALMOHHO-TIONCKOBBIE XapaKTEePUCTHKH, AJICKTPOHHOE JIEO,




HOCHUTCJIN 3JICKTPOHHBIX JOKYMCHTOB U UX BUbI.

Pazpmen 1.
ONEeKTpOHHBIE
JOKYMEHTBI KaKk
00BEKT apXUBHOTO
XpaHEHHUSI.

OCOOEHHOCTH 3JEKTPOHHBIX JJOKYMEHTOB Kak OOBEKTOB apXMBHOTO
XpaHEHUs B MUPOBOW apXMBOBEIYECKOW HayKe. ApPXUBOBEICHHE
AJIEKTPOHHBIX JOKYMEHTOB B HallIel CTpaHe U 3a pyOexoMm.

DJNEeKTpOHHBIE JOKYMEHTBI B cocTaBe ApxuBHOro ¢ounma PO.
Knaccudukanus napopmannonssix pecypco PO (dhenepanbHbix u
PETHOHAIBHBIX) KaK MCTOPUYECKUX HCTOUHUKOB. DenepaibHble
IIEJIEBbIE TIPOTPAMMBbI Pa3BUTHS AJIEKTPOHHOTO JIOKYMEHTO00O0pOTa,
OTpacjeBble W pPETHOHAIbHBIE MpOrpaMMbl HH(pOpPMATHU3ALNH,
crcTeMa MEKBEJOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTO000pOTa U

MEKBEIOMCTBEHHOI'O 3JIEKTPOHHOIO B3aUMOJICUCTBUSA
AJIEKTPOHHOTO  TPaBUTEIbCTBA M MpolieMa  COXpaHEHUs
JJIEKTPOHHBIX  JOKYMEHTOB. Knaccudpukanuss  3meKTpOHHBIX

JOKYMEHTOB: MpPHU3HAKHM M  TOAXOAbl K  KJIACCHU(HKAIMH.
ITopopmatHast  knmaccuukanust  SJICKTPOHHBIX  JIOKYMEHTOB.
ApxuBHBbIE (MEXIIIATOPMEHHBIE) HOPMATHI.

Pasnen 2.
HopmaTtusHas
MeTOIUYECKast 0a3za
XpaHeHUs
ANEKTPOHHBIX
JTOKYMEHTOB.

HopmaruBHas 6a3a XpaHEHUs 3JEKTPOHHBIX JOKYMEHTOB B Hallei
cTpaHe: 00BEKTHI MPABOBOTO perynupoBanus. degepanbHbI 3aKOH
«O6 wuHpopmanyy, HHGOPMAITMOHHBIX TEXHOJIOTHUSX U 3alluTe

uHpOpMALIUN. 3aKOoHBI CyOBEKTOB benepauun 00
UH(QOpPMAIIMOHHBIX pecypcax. [lpaBuia AelONpOU3BOJICTBA B
(benepanbHbIX opraHax UCTIOJTHUTEIbHOU BJIACTH u

roCy/IapCTBEHHBIX OpraHu3anusax o xpaHeHuun OJ1. denepanbHbIii
3akoH P® «OO0 snexTponHoil momamucu» ot 6 ampens 2011 r. u
MOJ3aKOHHBIE AaKThl O TPeOOBaHMAX K pa3IMYHBIM BUAAM U
Pa3HOBUAHOCTSIM  DJIGKTPOHHOM  NOJIUCH,  CTaHJApTU3ALM
KpUnrorpaduyeckon 3aILUTHI UHpOpMaLIUH. [Tpobnema
yAOCTOBEpEHUs  ropuauueckod cuiael /[ B mponecce
JOJITOBPEMEHHOIO M IOCTOSHHOTO  XpaHeHus. IIporpamma
uHpopmatnzauuun  DenepanbHOr0  apXWBHOTO — areHTCTBA U
MIOJIBEIOMCTBEHHBIX €My yupexnaeHud Ha 2011-2020 1r. o
xpaHeHuu J/1.

HopmaruBHas 6aza 3JeKTpOHHOTO IpaBHUTENbCTBA. [lon3akoHHBIE
aKThl  (efepaJbHBIX ~ OpPraHOB  HCIIOJHUTENBHONW  BJACTH,
periIaMeHTHPYIOIUE 3JIEKTPOHHBIH JOKYMEHTOOOOpOT. 3HAaYeHHE
permamenTauun  TpeboBanuit k  COJ]  denepanbHbIX U
PETHOHAIBHBIX OPraHOB BIACTH MAJII COXPAHEHUS AJIEKTPOHHBIX
JOKYMEHTOB.

PernamenTtanus xpanenus O/ B [IpaBunax opraHu3anuy XpaHeHHUs,
KOMIUIEKTOBAHMS, Y4e€Ta M MCIOJIb30BaHUS JOKYMEHTOB B
rOCyJapCTBEHHBIX M  MYHULUIAIbHBIX  apXHBaX, My3esX,
oubnmorekax, opranmzauusx PAH, a Takke B opraHax
roCy/IapCTBEHHOW BJIACTH, OpraHaX MECTHOTO CaMOYIIPABIICHUS U
opranmzanusx. IlpaBuma paboTbl ¢ Hay4yHO-TEXHHUYECKOM
JOKyMEHTaluen u coxpanenue J/1.

TunoBsle ¢yHkunoHanmpHble TpeboBanus k CO u CXD/I.
Metonuueckue paspadorku BHUMJIAJl mno  opranuzanuu
XpaHEHUsl D3JEKTPOHHBIX JIOKYMEHTOB B apXuBax OpraHMU3aluii,
rOCy/IapCTBEHHBIX M MYHUIIMIAJIBHBIX apxuBax 2013 r.




OO0s3aHHOCTH BIaJENbIa WHPOPMALIMOHHBIX PECYPCOB IO 3alllUTe
uHpopManuu. 3aliuTa HMHTEIJICKTYalIbHOM COOCTBEHHOCTH Ha
KOMIIBIOTEPHBIE POrpaMMBbl M 0a3bl JAHHBIX.

Crangaptel MMCO. Cranpgaptusanus yHpaBi€HHS KadeCTBOM U
KOpIIOpaTHBHbIE MH(POPMALMOHHbIE cHcTeMbl. CTaHAapThl Ha
XpaHEHUE JOKYMEHTOB Ha MAIMHHBIX HOCHUTENSAX. DJIEKTPOHHBIN
pernameHT ymnpasieHus opranuzauued. Cranmapt MUCO 15489-
2001 (2007).

Mertoauyeckne peKkoMeHIanuu W pa3pabotku  Pocapxusa,
BHUMJAZ, PITY, peruoHaJbHbIX OpraHoOB  YIIPaBJICHUS
apXMUBHBIM [I€JIOM, apXUBOB, KaMmIaHui, BeAoMCTB PP u opraHos
MECTHOTO CaMOyIpaBJieHus: B o0acTi xpaneHus D/1.
Pernamenranusi ~ JIMHIBUCTUYECKOTO  0OECHEUEHHUS]  CUCTEM
AJIEKTPOHHOTO  JOKyMeHTooOopoTa.  [loHsATHE  MeTagaHHBIX.
MexayHapoaHble U POCCUICKHE CTAaHIAPTHI, PErIaMEHTUPYIOLIUE
JIEJIONPOU3BOACTBEHHBIE METAJaHHbIE U MX POJIb B 3JIEKTPOHHOM
JOKYMEHTO000pOTE.

Paznen 3.
KoMmiuiekroBanue u

S OA.

Kpurepun  onpeneneHuss  HCTOYHUKOB KOMILJICKTOBAHUS
AJIEKTPOHHBIX apXHBOB. Knaccudukanus HCTOYHUKOB
KOMIUJICKTOBAHUSI apXUBOB 3JIEKTPOHHBIMU JOKyMeHTaMu llopsiiok
KOMIUICKTOBAHUSl apXuBa opraHu3aimuu D/ B COOTBETCTBUU C
TpeboBanusMU [IpaBuil opraHu3anuu XpaHeHUs,, KOMIUIEKTOBaHHUS,
ydeTa U HCHOJb30BAHUS JOKYMEHTOB B OpraHax rocyJapCTBEHHOMN
BJIACTH, OPraHaxX MECTHOTO CAMOYIIPABICHHS U OPTaHU3AIHIX.
OMnBIT KOMIUIEKTOBAHHSI TOCYIaPCTBEHHBIX APXUBOB 3JIEKTPOHHBIMH
nokymeHntamu. Pabora 'AP® ¢ ucTOYHMKAMU KOMIUICKTOBAHHS.
[Tpuem 31eKTPOHHBIX JOKYMEHTOB B ¢opmare CO/l, B apXUBHOM,
1aT(OPMEHHO HE3aBUCUMOM (opMmarte.

Kpurepun skcnieptusbl neHHoctd J/1: obmme u cneunpuyeckue.
Crenenb coxpaHHOCTH ¢oHIa. BO3MOXHOCTH Tiepeqaud Ha
XpaHeHne  0e3  OpurMHaNbHOro  ¢opmara,  BO3MOXKHOCTh
OCYIECTBIICHHSI MUTPAITHH.

Pasnen 4.
Ob0ecnieuenue
COXpaHHOCTH, D/I.

@DaxToppl, BIMSIOIIME HAa COXPAHHOCTb. AHTUBUPYCHas 3allWTa,
CTaOMIIBHOCTh JJIEKTPONUTAHMS, 3aIuTa oT
HECAaHKIMOHUPOBAHHOIO  JIOCTYyIIA, HAJeKHOCTb HOCHUTEIEH.
HopmaTtuBHBIE yCIIOBUS XPaHEHUS JJIEKTPOHHBIX JTOKYMEHTOB Ha
pasnuuHbIX ~ HocuTenax.  OOopynoBaHMe — AJi  XpaHEHHUS
JJIEKTPOHHBIX  JIOKYMEHTOB. Knaccudukanuss ~ HocuTenei.
CrpaxoBoii (poHT JOKYMEHTOB Ha ONTHYECKUX JHCKAX.
OOecnieueHne  COXPAHHOCTU  DJEKTPOHHBIX  JOKYMEHTOB B
JOJICOBPEMEHHOM IepcriekTuse. Ilepesanucs, Murpanus, SMyssinus
WMHKANCysiuus JanHbIx. [Ipobiema KoHBEpTaIK JaHHBIX.

Paznen 5. VYuer,
OITMCaHUeE

ncnonb3oBanue DI,

Crangaptel onucanuss DJ[. OOBEKTHI onmucaHusi U GopMma OIMKCH.
Enununa ydera m eaununa xpanenus DJI, ydetHele Gopmbl ams
peructpauuu  gBuwkenus  OJ1.  IlpaBuna  ommcanus  OJ1.
NudopmannoHHo-IoNCKOBass ~ xapakrepuctuka /1. VYuer
Murpaunuu u nepesanucu. Konrelinepst /1.

Vcrosib30BaHUE  3JEKTPOHHBIX  AOKYMEHTOB.  OpraHusanus




noctyna k OJI. Ilouck B cucTeMe 3JIEKTPOHHOIO apXHBa:
be3bymaxaoe nHGOpMaIMOHHOE 00CITY)KHBAHHE MTOJIb30BATEIICH.

7 | Paznen 6.
ONEeKTpOHHBIE
apXMBBI KaK
Pa3HOBUIHOCTD
IPOTPaAaMMHOTO
o0ecreyeHus:
CTaH/apTU3aIUs
TpeGOoBaHUI.

Bunel apxuBOB  AJEKTPOHHBIX JAOKyMeHTOB.  CTpykTypa H
OpraHu3alys apxuBa JJICKTPOHHBIX JOKYMEHTOB YUYpEXKACHUS U
MPEATIPUATHSL. JlokanbHbIE HOPMAaTUBHBIC aKTBhI,

periaMeHTHpyomue paboTy dJIEKTPOHHOro apxuBa. DyHKIMU
3JIeKTpOHHOTO apxuBa. Ponpb ciryx6s1 JJOY, apxuBHO# ciaykObl U
ciry>x0b! I'T B opranuszanuu ae 3JIeKTPOHHOTO apXHUBa MPEIIPUSTHS.
DJEKTPOHHBI ~ JOKYMEHTOOOOPOT Y  apXMBBI  3JEKTPOHHBIX
JOKYMEHTOB. Knaccuduxanums CUCTEM IJEKTPOHHOIO
JOKYMEHTOO00pOTa MCXOJs M3 3a7ad JIOJTOBPEMEHOT0 XpaHEHUS
noKyMeHTOB.  KopropaTuBHble  HMH(POPMALMOHHBIE  CHCTEMBI.
Texunonorus Docflow u Worflow. Knaccudukanus nporpaMMHOTo
obecrieyeHUss HWHQPOPMALMOHHBIX CHCTEM JIOKYMEHTAIlMOHHOTO
obecnieuenus. Knaccuduxauus gopmaros 3] (pazpadorku PITY).
TpeGoBaHust K  HMHTETPUPOBAHHONH  CHUCTEME  BJIEKTPOHHOTO
JOKYMEHTO000pOTa ¢ TOUKH 3pEHUS apXUBHOTO XpaHeHus /1,
DJNEeKTpOHHBIE  apXHMBBl KaK  PAa3sHOBUAHOCTh  IMPHUKIATHOTO
nporpaMMHOro obecrieuenus. Knaccudpukarust MyibTU(HOPMATHBIX
MIOUCKOBBIX cHcTeM. lIporpamMMHoe obecrieueHue, HCIOIb3yeMoe
Ui CO3JAaHMsl OJEKTPOHHBIX apXUMBOB JaHHBIX. [IpobGiembl
cOoXpaHeHUs rpadukd, MyJIbTUMEAMHHBIX AoKymMeHToB, CAIIP wu
reOMH(OPMALIMOHHBIX CUCTEM.

OcCHOBHBIE TIOAXOABI K BBIOOPY TEXHHYECKOTO OOecreueHHs
JJEKTPOHHOIO  apXuBa. Pacuer 3arpar M 3KOHOMMYECKOU
s dextuBHOCTH. Co3/1aHUE TPOEKTA IIEKTPOHHOTO apXHBA.

8 Paznmen 7.
Opranuzanus
OTIePaTHUBHOTO U
JOJICOBPEMEHHOTO
xpaHeHus J/1.

[lenTpayiM30BaHHBII W PACHPENEICHHBIA MOAX0J K CO3JaHUI0
apXUBOB DJIEKTPOHHBIX JIOKYMEHTOB. OIBIT TOCYJapCTBEHHBIX,
BEJIOMCTBEHHBIX, KOPIOPATUBHBIX AapXHBOB MO OTOOpY, MpUEMY,
XPaHEHHUIO U UCIIOJIb30BAaHUIO AIEKTPOHHBIX JOKYMEHTOB.
3apyOeHBId  OMBIT TIO CO3JAHUIO APXUBOB  JJIEKTPOHHBIX
nokyMeHTOB. [IpakTudeckas, Hay4dyHass W MeETOAMYECKas pabora
3JIEKTPOHHBIX aPXUBOB.

Krnaccudukanus 2IeKTpOHHBIX apXHUBOB B HAIICH CTpaHe.

4 OoOpa3oBaTejibHbIE€ TEXHOJIOTHH

Jns  mpoBeneHHs  y4eOHBIX  3aHATHH 1O  AMCUUIUIMHE  HCHOJB3YIOTCA — Pa3IMYHbIC
oOpa3zoBaTenpHbIe TEXHOJOTMM. [l opraHuzanmuu y4eOHOro mpolecca MOXeT OBITh
HCTIOJIb30BAHO JIEKTPOHHOE 00yUYeHHE U (WJIM) TUCTAHLIMOHHBIE 00pa30BaTEIbHbBIE TEXHOJIOTHH.

5 OueHka nIaHNUpPyeMbIX Pe3yJibTaTOB 00y4eHU s
5.1 Cucrema onieHUBaAHHUSA

Dopma KOHTPOJIA

Makc. KoJIH4YecTBO 0aJ1J1I0B
3a ogny |Bcero
padory

Texymui KOHTPOIIb:




IOK3AMEH

- 8bINONIHEHUEe 3a0aHUS HA 10 30 6annos

1a60paAmMopHOM 3aHAMUU bannos
10

- KoHmponvHas paboma (peghepam) 10 10 6annos

- paboyas mempads cmyoenma (memol |6a1108
1-2). 20 b6annos
[TpomexxyTouHas aTTecTanus 40 6annos
(umo2oeas KOHMpoabHAs paboma)
HToro 3a cemectp (Oucyuniuny) 100 6annos

ITomy4yeHHBI COBOKYIHBIN PE3YJIbTAT KOHBEPTUPYETCS B TPAAULIMOHHYIO LKAy OLICHOK U B

LIKaJly OLEHOK EBpONEencKoN CHUCTEMBI IEPEHOCA U HAKOIUIEHUs KPEIUTOB
(EuropeanCreditTransferSystem; nanee — ECTS) B coorBeTcTBUM ¢ TaOnMLIeH:

100-6amnpHast TpaionHas mkata IIkana
[IKaja ECTS
95 -100 A
304 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 —67 D

50 55 yIOBJIETBOPUTEIHHO E

20 — 49 FX
0-19 HEYIOBJIETBOPUTEIHHO HE 3a4TCHO F




5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCHHUIIJINHE

Bamnel/
lxkama ECTS

O1ueHka 1o
JNIUCIUATUINHE

Kputepun onieHKH pe3yiabTaToB 00yUEHUs 10 TUCIHUILINHE

100-83/
A.B

«OTJIUYHO»

BricraBnsiercs oOyuaromemMycs, €Ciid OH IITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U NIPAKTUUECKUI
MaTrepua, MOXET IIPOAEMOHCTPUPOBATE ITO HA 3aHATUAX U
B X0JI¢ IPOMEKYTOYHON aTTECTALUU.

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABISICTCA C PEIICHUEM 3aad
npodeCCUOHATILHON HANIPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO OOOCHOBBIBACT MIPUHSATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOIEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOopouio»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUN U IIPAKTUYECKUNA MaTepua, IpaMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B XOJE
IIPOMEKYTOYHON aTTECTAllUU, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO IPUMEHSET TEOPETHUECKHUE
IIOJIOKEHUS IIPU PELLIEHNUHN ITPAaKTUYECKUX 3a/1a4
npodeCCHOHATBLHON HAMPABICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH JJIsl ’TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOuHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnereniuu, 3akperniéHuble 3a AUCIUITUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHUN.

67-50/
D.E

«yIOBJIETBOPU-
TEIILHO

BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUUECKUN MaTepUall,
JIOITYCKAaeT OTENIbHbIC OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUSAX U B X0JI€ TPOMEKYTOUHOM aTTECTAIIHH.
OOyyJaromuiicst UCTIBITHIBAET OMPEICIEHHBIE 3aTPYAHCHUS
B IIPUMEHEHUU TEOPETHUUECKUX TIOJIOKEHUH MPU pelICHUH
MPAKTUYECKHX 33729 MPOo(hecCHOHATLHON HAIIPABICHHOCTH
CTaHJIaPTHOTO YPOBHS CII0)KHOCTH, BIIAJCET
HEOOXOIUMBIMH JUISl 5TOTO 0A230BBIMH HABBIKAMHU U




Bamnel/ O1ueHka 1o Kputepuu onieHKH pe3ynbTaToB 00yUeHUs IO JUCIUILTHHE
Hlkana ECTS | qgucuuruinae

IPUEMAMH.

JIeMOHCTpHpPYET I0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUIIIUHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnereniuu, 3akperniéHuble 3a AUCIUTUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/ «HEYIIOBIIETBOpPHUTE | BricTaBisercs oOyyaromemMycs, eciii OH He 3HaeT Ha
F,FX JIILHO» 06a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, 1oMycKaeT rpyOblie OUIMOKY IpU ero
U3JI0’)KEHUU Ha 3aHATHSX U B XOJ€ IPOMEXYTOUHON
aTTeCcTaluu.

OOyuJaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHNUN TEOPETUUECKUX TOJIO0KEHUH NPU pPELIEHUU
MPAaKTUYECKHX 3a/1a4 MPO(HEeCCHOHAIBHONW HAPaBICHHOCTH
CTaHJIapTHOI'O YPOBHS CJIO)KHOCTH, HE BJIa€eT
HEOOXOUMBIMU JIJIS1 3TOTO HAaBBIKAMU U IPHUEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS Y4eOHOMH
JUTEPATYpPHI 110 TUCLHUIUIMHE.

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCcTaluu.

KomMmnereHuu Ha ypoBHE «JOCTaTOUHBII», 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHPOBAHBI.

5.3 OueHo4yHbIe cpeacTBa (MaTEpHUAJIbI) 1Sl TEKYLIEro KOHTPOJIS
ycneBaeMoCTH, HpOMe)I(yTO‘IHOﬁ arTrecranmmu oﬁyqammnxcsl o
JTUCIHUILINHE

Ilpumepnaa memamuxka KOHmMpPoObHBIX padom ( pedpepamos).

1. DnekTpoHHBIE apXMBBI KaK IIEHTPHI COXpaHEHHUs IM(PPOBOro Hacienuss B HalleH
CTpaHe W 3a pyOexoM (Ha MpUMepe He MEHee IBYX apXUBHBIX YUPEKACHUH, CTPYKTYPHBIX
noApa3iesieHuii MUHUCTEPCTB, BEIOMCTB, OpTraHU3aIlHil).

2. Co3nanue 3J€KTPOHHOIO apXHBa OpraHu3alluy, MUHUCTEPCTBAa(HA IPUMEPE HE MEHEE
IBYX AapXWUBHBIX YYpPEXKIEHUH, CTPYKTYpPHBIX IOApa3JeIeHUH MHMHHUCTEPCTB, BEJOMCTB,
OpraHu3aluii).

4. O030p TPUKIATHOTO MPOTPAMMHOTO OOECIeUeHUS, HCIOJIBb3YEeMOTO MPHU CO3JaHU
AJIEKTPOHHOI'O apXHUBa.

5. VYder u onucaHue NIEKTPOHHBIX JOKYMEHTOB (Ha IPUMEPE HE MEHEE JBYX aApXUBHBIX
YUPEXKJEHUHN, CTPYKTYPHBIX NTOAPA3IEICHUA MUHUCTEPCTB, BEOMCTB, OpPraHU3aLHi).

7. Knaccudukaiysi 3IeKTpOHHBIX JOKYMEHTOB B apXuBe (Ha MpuUMepe HE MEHee JBYX
ApPXUBHBIX YUPEKIEHUM, CTPYKTYPHBIX [TOIPA3EIIEHNI MUHUCTEPCTB, BEAOMCTB, OPTaHU3ALIAN).

8.CeTeBble 3JIEKTPOHHBIE apXUBBI (0030p 3apy0eKHOTO U POCCUICKOTO OIBITA).



9.  HopmaTuBHO-paBOBOE M  METOAMYECKOE  OOECIIEYeHHWE  CO3MaHUSA |
(YHKIMOHMPOBAHUS JJIEKTPOHHOIO apxuBa (Ha TpUMEpe HE MeEHee JBYX apXMBHBIX
YUPEXKJEHUHN, CTPYKTYPHBIX NTOAPA3I€ICHUA MUHUCTEPCTB, BEOMCTB, OpraHU3aLHii).

10. ITpoGeMbl ONEepaTUBHOTO U JOJATOBPEMEHHOTO XPAaHEHHUS SIEKTPOHHBIX JOKYMEHTOB
(0630p uctopuorpadum).

11. TexHOJIIOrM ONEPATUBHOTO U JOJITOBPEMEHHOIO XPAHEHNUS 3JIEKTPOHHBIX JOKYMEHTOB
(0630p CTaHAAPTOB U METOIUIECKOTO 0OECTICUCHUS).

12. ®enepanbHble 0a3bl JAHHBIX: CTPYKTYpa, KOMIUIEKTOBAaHUE U XpaHEHHE (HA MpUMepe
He MeHee (peepabHBIX OPraHOB UCTIOTHUTENBHOH BiiacTu PD).

13. CpaBHHTENbHBIN aHATU3 U BBIOOP MPOrpaMMHOTO 0OECHeueHUs Ui 3JIEKTPOHHOTO
apxuBa OpraHu3aluy (Ha NIpUMEpEe HE MEHEE [BYX AapXMBHBIX YUPEKIECHHH, CTPYKTYpPHBIX
nojApa3iesieHuii MUHUCTEPCTB, BEIOMCTB, OpTraHU3aIHil).

14. 3amwura wHQOpPMALUU B SIEKTPOHHBIX apXuBax (Ha NpuUMepe HE MEHee JBYX
ApPXUBHBIX YUPEKIEHUM, CTPYKTYPHBIX [TOIPA3EII€HUI MUHUCTEPCTB, BEAOMCTB, OPTaHU3ALINAN).

Ilpumepnaa memamuxa umozo6vlx KOHMPOIALHHIX PAdOM:

1. OCOOCHHOCTH BJIEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB apXMBHOTO XpaHEHUS
(ananmu3 ucropuorpadun).

2. DJNEeKTPOHHBIA apXWB KaK COBOKYIHOCTh TEXHOJIOTUH JIOJTOBPEMEHHOIO U
MIOCTOSIHHOTO XpaHeHus /1 : aHaJInu3 CTaHAAPTOB U METOAUYECKOTO 0OECTICUECHHSI.

3. DJNEeKTPOHHBIA  apXMB KaK apXWBHOE  YUYPEXJECHHE WIH CTPYKTYpPHOE
MOJpa3/ieIeHue, OCYIIECTBISIONEE COXpaHeHHue IHM(poBoro Hacienus (MCTOpusi, NPOdUIb,
(GyHKINH, COCTaB JOKYMEHTOB).

4. [IpaBoBoe  peryiupoBaHuUE  XpaHEHUs  DJIEKTPOHHBIX  JOKYMEHTOB B
MEXTyHAPOIHOM U POCCHIICKOM IpaBe (aHAIH3 MPaBOBOM 0a3bl).
5. DNEKTPOHHBIM apXWB KakK pPa3HOBUAHOCTh MPHUKIAAHOTO MPOTPAMMHOIO

obecnieuenus (cpaBHUTENbHBIN aHanu3 [10 u pe3yabTaToB €ro BHEAPSHUS).

Bonpocwot 0nsa umoz06020 Konmpona 3HaHUIL:

1. TepMHHBI ¥ NOHSATHUSA: DJIEKTPOHHBIM JTOKYMEHT, JEKTPOHHBIM apXWB, JIEKTPOHHAsS
udpoBas MOANUCH, apXUBHBIH (opMaT, MOIB30BATEIbCKUI (hopMaT, SKCHEpTH3a LEHHOCTH,
KJaccu(UKaLus ONMUCAHNE SIIEKTPOHHBIX JOKYMEHTOB.

2. IIpaBoBO€ peryianpoBaHUE OPUAMYECKOMN CHIIBI 3JEKTPOHHOIO JOKYMEHTA, XpaHEHHUS
JOKYMEHTOB Ha Pa3JIMYHbIX BU/IaX HOCUTEJIECH.

3. CranmapTel Ha XpaHEHHE JOKYMEHTOB HA MAarHUTHBIX HOCUTEIISX.

4. Knaccudukanus 31eKTPOHHBIX JOKYMEHTOB.

5. DKcnepTu3a UEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB: KPUTEPUH OOIIKE U CIELIMATIbHBIE.

6. KommulekroBaHue  apXMBOB  AJIGKTPOHHBIMH  JOKYMEHTAaMHU:  KOHIICTILUH
LEHTPAJIN30BAaHHOTO U PACTIPEAEIEHHOTO XPAHEHUS.

7. Opranuzanus nprueMa 3JIeKTPOHHBIX JJOKYMEHTOB Ha XpaHEHHUE.

8. Yuer u onucaHue 3J1€KTPOHHBIX TOKyMEHTOB. ONUCH 3JIEKTPOHHBIX JOKYMEHTOB.

9. ConpoBoautenbHas ToKyMeHTanus K O/1.

10. OO6ecrieueHne COXPaHHOCTU AIIEKTPOHHBIX JOKYMEHTOB. (DaKTOpHI, BIUSIOUINE HA
COXPAHHOCTb.

11. HopmaTuBHBIE YCIOBUS XpaHEHHMS ODJICKTPOHHBIX JIOKYMEHTOB Ha Pa3IHYHBIX
HOCHUTETIAX.

12. DnexTpoHHBIE apXUBbI KaK CTPYKTYpHBIE MMOApa3IeiIeHHs U opranusanuu. Mcropus,
3aau, (QYHKIMH, COCTaB JJOKYMEHTOB.

13. DnekTpoHHbIE apXWMBBl KaK pa3HOBUIAHOCTb MPUKIAJAHOIO IMPOrPaMMHOIO
obecnieuenus. Kimaccudukarust MynbTH(POPMATHBIX ITOMCKOBBIX CHCTEM.



14. TIpoGiembl coxpaHeHHs TpaduKd, MyJIbTUMEAMUHBIX JH0KymeHTOB, CAIIP wu
reOMH(OPMALIMOHHBIX CUCTEM.

15. OuudpoBanue JOKYMEHTOB Ha TPAAULUOHHBIX HOCUTEISX.

16. ®yHKIMN KOHKPETHON MyJIbTU(OPMATHOMN MOMCKOBOM CUCTEMBI.

17. DnekTpoHHBIH apxXWB OpraHU3alMM: CO3JaHUE, O0OpYZOBaHHE, IPOrPaMMHOE
obecnieueHue, QyHKITUH.

18. DneKTpoHHbIE JOKYMEHTHI KaK 00bEKThI apXUBHOT'O XPaHEHUSI.

19.I1poGieMbl TOCTOSIHHOTO XPaHEHHS AJIEKTPOHHBIX JOKYMEHTOB.

20. Coxpanenue (ppoBOro KyabTypHOTo Hacieaus. CeTeBble apXHBHI.

22. ®enepanbHble U perUOHANbHBIE 0a3bl JaHHBIX B PO ux Xxpanenue.

Ilpumepnaa memamuxka KOHmMpoObHBIX padom ( pedhpepamos).

1. DnekTpoHHBIE apXMBBI KaK IIEHTPHI COXpaHEHHUs IM(PPOBOro Hacienuss B HalleH
cTpaHe M 3apy0exoM (Ha IpUMepe He MEHee JBYX apXUBHBIX YUPEKICHHH, CTPYKTYPHBIX
noApa3iesieHuii MUHUCTEPCTB, BEIOMCTB, OpTraHU3aIlHil).

2. Co3nanue 3J€KTPOHHOIO apXHWBa OpraHu3alluy, MUHUCTEpCTBAa(HA IPUMEPE HE MEHEE
IBYX AapXMBHBIX YYPEXKIEHUH, CTPYKTYpPHBIX MOJApa3JeIeHUH MHMHHUCTEPCTB, BEJOMCTB,
OpraHu3aIuii).

4. O030p UPHUKIATHOTO MPOTPAMMHOTO OOECIEUEHHUs, HCIOIb3yeMOr0 MPHUCO3TaHU
AJIEKTPOHHOI'O apXHUBa.

5. VY4er u onucaHue NIEKTPOHHBIX JOKYMEHTOB (Ha IPUMEPE HE MEHEE JBYX apXUBHBIX
YUPEXKJEHUHN, CTPYKTYPHBIX ITOAPA3/IEICHUA MUHUCTEPCTB, BEOMCTB, OpPraHU3aLHii).

7. Knaccudukaiys 3IeKTpOHHBIX JOKYMEHTOB B apXuBe (Ha MpuUMepe HEe MEHee JBYX
ApPXUBHBIX YUPEKIEHUM, CTPYKTYPHBIX ITOIPA3EIIEHNH MUHUCTEPCTB, BEAOMCTB, OPTaHU3aLINN).

8.CeTeBble 3JIEKTPOHHBIE apXUBHI (0030p 3apy0eKHOTO U POCCUICKOTO OIBITA).

9.  HopMaTuBHO-paBOBOE M  METOAMYECKOE  OOECIIEYeHHWE  CO3MaHUS |
(YHKIMOHMPOBAHUSl JJIEKTPOHHOIO apxuBa (Ha TpUMEpe HE MeEHee JBYX apXMBHBIX
YUPEXKJEHUHN, CTPYKTYPHBIX NTOAPA3IE€ICHUA MUHUCTEPCTB, BEOMCTB, OpPraHU3aLHii).

10. ITpoGaeMbl ONEepaTUBHOTO U JOJATOBPEMEHHOTO XpAaHEHHUS SIEKTPOHHBIX JOKYMEHTOB
(0630p uctopuorpadum).

11. TexHoJIIOTM ONEPATUBHOIO U JOJITOBPEMEHHOI'O XPAHEHNUS 3JIEKTPOHHBIX JOKYMEHTOB
(0630p CTaHAAPTOB U METOJIUIECKOTO 0OECTICUCHUS).

12. ®enepanbHble 0a3bl JAHHBIX: CTPYKTYpa, KOMIUIEKTOBAaHHE U XpaHEHHE (Ha MpUMepe
He MeHee (peepabHBIX OPraHOB UCTIOTHUTENBLHOH BiiacTu PD).

13. CpaBHHTENbHBIN aHATU3 U BBIOOP MPOrpaMMHOTO 0OECHeueHUs Ui 3JIEKTPOHHOTO
apxuBa OpraHu3aluy (Ha NIpUMEpe HE MEHEE [BYX AapXMBHBIX YUPEKICHHH, CTPYKTYpPHBIX
noApa3iesieHuii MUHUCTEPCTB, BEIOMCTB, OpTraHU3aIlHil).

14. 3amwura wHGOpPMALUU B 3IEKTPOHHBIX apXuBax (Ha NpuUMepe HE MEHee JBYX
aApPXUBHBIX YUPEKIEHUM, CTPYKTYPHBIX [TOIPA3EIIEHUNH MUHUCTEPCTB, BEOMCTB, OPTaHU3aLIAMN).

6 YueOHO-MeTOaMUYecKOe U HH(POPMAIIMOHHOE O0ecTiedeHUe QU CHUIIIMHBI
6.1 CnucOK HCTOYHHUKOB M JIUTEPATYPHI

6.1.1. Mcmounuku ocHogHble.
®enepanbhblii 3akoH «O0 uH(popMaIy, HHPOPMALMOHHBIX TEXHOJIOTUIX U 3alUTE UH-
dopmarum» ot 26.07.2007. Ne 149-d3 »//Poccuiickas razeta. 29 utons 2006 . Ne 4131.



®enepanbhblii 3akoH «OO0 3nekTpoHHON IMdpoBoK moamucu» ot 10.01.2002 N 1-
@3//Cobpanue 3akoHogarenbcTBa Poccuiickoit @eneparun. 2002. N 2. Ct. 127.

®enepanbublii 3akoH «O0 apxuBHOM jaene B Poccuiickoit ®Denepanum» o1 27 OKTAOps
2004 r. //Poccumiickas razera. 2004, 27  oxTabps. Ne 36, Cm. Takxke:
www.rusarchives.ru/lows/fz.shtml

®enepanbublii 3akoH PO «O6 anexkrponHoil noanucu» ot 6 ampens 2011 r. N 63-03 //
Poccuiickas razera. 2011, 8 anpens. Ne 5451.

Va3 [Ipesunenta PO ot 09.05.2017 Ne 203 «O Crpareruu pa3Butusi HHPOPMAITHOHHOTO
obmmectBa B Poccuiickoii ®enepannu Ha 2017 - 2030 rogsn» // CoOpanue 3akoHoarenbcTBa PO
//'15.05.2017 Ne 20. ct. 290.

[Toctanosnenue [IpaBurensctBa Poccuiickoit denepanuu ot 06.07.2015 Ne 676 (pen. ot
or 11.04.2019) «O TpeboBaHUAX K MOPSAAKY CO3MaHUS, PAa3BUTHUS, BBOJA B 3KCILUIyaTallHIo,
SKCIUTyaTallil M BBIBOJA M3 AKCIUTyaTallMM TOCYAAapCTBEHHBIX HMH()OPMAIIMOHHBIX CHUCTEM H
JambHEHIIero XpaHeHHs coJieprKalleics B uX 0a3ax JaHHBIX HH(OpMaIm.

[TpumepHasi HHCTPYKIMSA 110 AETONPOU3BOICTBY B TOCYJAapPCTBEHHBIX OpraHU3aLusAX. YTB
npukazom denepanpHoro apxuBHoro areHrcrsa ot 11.04.2018 N 44.

[Iporpamma  uHpOpmaruzamuun  DenepaabHOrO apXHBHOTO areHTcTBa M
MOABEAOMCTBEHHBIX eMy yupexaeHui Ha 2011-2020 rr. (YtBepxaena [Ipukaszom Pocapxusa No
104 or 2 pexabps 2011 r1.) //OnmybnukoBano Ha caiite «ApxuBbl Poccum», pasgen
«Unpopmatuzanus». www.rusarchives.ru/informatization/conseption.shtml.

[Tocranosnenue IIpaButenscrBa PO ot uronst 2009r. Ne 477 «O06 yTBepKICHUU MPaBUII
JIeNONIPOU3BOICTBa B (efiepalibHBIX OpraHax HCIOJHUTENbHOW BiacTw» //CoOpaHue
3akoHoarenbcTBa Poccuiickoit denepanuu. 2009. Ne25. C1.3060.

ITocranosnenue [IpaBurenscrtBa Poccuiickoit @eneparuu ot 7 centsiops 2011 r. Ne 751
«O BHecenuun wu3MeHenuil B IlpaBunma  genmompou3BoacTBa B (peaepanbHBIX —OpraHax
UCTIONHUTENBbHOW BriacTi»// Cobpanue 3akoHoaarenbeTBa Poccuiickoit denepanum, 12.09.2011,
Ne 37, ¢1.5263.

I'OCT P 54471-2011/ISO/TR 15801:2009 «CucreMsI 3J€KTPOHHOTO IOKyMEHTOO000pOTA.
Vnpasinenue gokymenranuei. Wupopmanms, coxpaHsemas B JJIEKTPOHHOM  BHJE.
PexomeHnganmu mo o0ECrEeYeHUI0 JOCTOBEPHOCTH M HAICKHOCTH», YTBEP)KICHHBIM NPHKA30M
@enepalIbHOTO areHTCTBA 110 TEXHUYECKOMY pEryiupoBaHHio U MeTposnoruu ot 18.10.2011 Ne
466-cT.

I'OCT P 54989-2012/ISO/TR  18492:2005 «Ob6ecrieueHne  1OITOBPEMEHHON
COXPAHHOCTH 3JIEKTPOHHBIX JOKYMEHTOBY», YTBEPKICHHBII Mpuka3zoM deaepaibHOTO areHTCTBa
10 TEXHUYECKOMY pEryIMpoBaHuio U MeTposoruu ot 17.09.2012 Ne 325-cr.

OcHoBHBIE TIpaBuIa paboThl apxuBoB opranuzanuii./ Pocapxus. BHUNJIA. M., 2002.

[lpaBuna opraHu3alMu XpaHEHHs KOMIUICKTOBAaHHUS, Y4eTa U  HCIOJIb30BAHUS
NoKyMeHTOB A® P® u npyrux apXuBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX M MYHUITUIAIBHBIX
apxuBax, My3esx, oubnmorekax, opranuzanusx PAH. M., 2007.

[lpaBuna opraHuM3alMy XpaHEHHWs, KOMIUICKTOBAHUS, Y4e€Ta M HCIOJIb30BAHUSA
IOKyMeHTOB ApxuBHoro ¢onnga Poccuiickoit @enepaunu u APYyrux apXvBHBIX JOKYMEHTOB B
opraHax TroCyJapCTBEHHOW BJAcTH, OpPraHaXx MECTHOTO CaMOYIMpPABJICHUS W OpPraHU3aLUSX.
M.,2015

PexomeHanmu 1o KOMIIEKTOBAHUIO, YUETY M OpraHU3alMK XpaHEHHS 3JICKTPOHHBIX ap-
XHMBHBIX JTOKYMEHTOB B apxuBax opranuzanmii. M.: BHUNJIA/L, 2013//Ony0nukoBaHo Ha caiiTe
«ApxuBsl Poccun». http://www.rusarchives.ru/methodics/index.shtml).

‘PexoMeHaaMu 1O KOMIUIEKTOBAHMIO, YUETY W OpPTraHU3allMM XPAaHEHUs SJICKTPOHHBIX
apXUBHBIX JTOKYMEHTOB B TOCYJapCTBEHHBIX M MYyHHMIMNAIbHBIX apxuBax M.:. BHUMNIA/I,



2013//Ony6nukoBaHo Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).

TpeboBanust K WHPOPMALMOHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTOOO0OpOTa
(benepanbHBIX OPraHOB MCIOJHUTENBFHON BJIACTH, YUUTHIBAIOUIMX B TOM YHCIIE HEOOXOIUMOCTh
00paboTku HMH(POpPMALUH, IOCTYN K KOTOpoil orpanmueH. [Ipukaz Munkomcesizu P® or
02.09.2011 Ne 221, 3apeructpupoBano B Muntocre PO 15 HosOps 2011 r. Ne 22304.

TunoBsle pyHKIMOHATBHBIE TPEOOBAHUS K CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO00OpOoTa
U CHCTEMaM XpPaHCHHUS D3JCKTPOHHBIX JOKYMEHTOB B apXHBaX TIOCYJapCTBEHHBIX OPTaHOB.
BHUMNIA/, Pocapxus. Ilpoext. 2018.http://archives.ru/sites/default/files/2018-06-14-project-
tft.doc

dyHKIMOHANBHBIE TPEOOBaHMS K WH(POPMAIIMOHHBIM CHCTEMaM apXHBOB JJIEKTPOHHBIX
NOKyMeHTOB opranuzanmii. M:Pocapxus, BHUMNJIAJl. 2014 //OnybnukoBaHo Ha caiiTe
denepanbHOTO apxuUBHOTO areHTCcTBa http://archives.ru/documents/methodics.shtml

6.1.2. Ucmounuku dononrHumensHule.

PJ1 50-524-84 «Ilopsanok XxpaHEeHHs TOKyMEHTOB Ha MAallIMHHBIX HOCUTEISIX». M,, 1985.

I'OCT 6.10.4-84. «YHupuumupoBaHHblE CHCTEMBl JOKyMeHTauuu. Ilpunanue
IOPUIMYECKON CHIIBI JOKYMEHTaM Ha MAIlMHHOM HOCHUTENIe M MallMHOTpaMMe, CO37aBaeMbIM
CpeICcTBaMU BbIYUCIUTEIbHON TeXHUKU» .M., 1985.

'OCT 28388-89. «Cuctembl 00paboTku uHpopmaruu. JIOKyMEHTHI Ha MarHUTHBIX
HOCUTEISAX JaHHbIX. [1opsIoK BEIOTHEHUS U oOpateHus». M, 1991.

OcHoBHBIE TIpaBUIa PabOTHI ¢ HAYYHO-TEXHUYECKOH TOKYMEHTAlMeH B OpraHu3alusix U
Ha npennpuaruax. M., 2003.

[TepeyeHb THUIOBBIX ApPXUBHBIX JOKYMEHTOB, OOpa3yIOMIMXCS B HAYYHO-TEXHUYECKOH U
MIPOU3BOJICTBEHHOW JEATEIILHOCTH OpraHu3alluid, C YyKazaHHEM CpOKOB xpaHeHus / denep. apx.
areurctBo, BHUMUIA. M., 2008. — 382 ¢

6.2. Jlumepamypa.

6.2.1. Ocnoseunas numepamypa

ApxuBOBeIUECKHE M JOKYMEHTOBEAUECKHE (DYHKIMOHAJIbHBIE TpeOOBaHHUS K
MH(POPMALIMOHHBIM CUCTEMaM, 00ECIIEUMBAIONIUM 3JIEKTPOHHBIA JOKYMEHTOOOOPOT B MpoLecce
BHYTPEHHEH JEATEIIbHOCTH (elepajbHbIX OPraHOB MCIOMHUTENbHOM BiacTm» (M.:BHUUJA,
2013), //Ony6nHUKOBaHO Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).

boobuiesa M.II. K Bompocy O IHETOCTHOCTH W ayTEHTUYHOCTH YHPABICHUYECKHX
3JIEKTPOHHBIX JOKYMEHTOB B Ipoliecce ux xpanenus//[lenonponssoactso. 2018. Ne 3.

Ona xe. Hexoropsie BOIPOCH XHU3HEHHOTO IUKJIA YIPABICHUECKUX SICKTPOHHBIX
nokymeHToB // JlenonpousBoactso. 2017. Ne 4.

Bapnamosa JI.H., Kopsaruna WN.A.©Qopmarbl XpaHEHHS OHIIEKTPOHHBIX JIOKYMEHTOB//
HenonpousBoactao. 2018. Ne 3.

Hpoxo C.B. Pexomengaunuu MCA mo pabore C 3IEKTPOHHBIMH JAOKYMEHTaMH ISt
apxuBHCTOB opranu3zauuii // OredectBeHHble apxuBbl. 2010. Ne 3. C. 65-73.

KysnenioB C.JI. HoBble TpeOoBaHuS K cCHCTEMaM YIpaBJIE€HUS JOKYMEHTaMU U
3JIeKTPOHHBIM apxuBam// JlenonpousBoactso. 2018. Ne 4.

OH xe. DIeKTPOHHBIE apXHBBI M AJIEKTPOHHAst moanuck // JlenonpousBoacto. 2017. Ne
4. C. 20-34.

On xe. IlpuMeHeHHEe TPaJUIMOHHBIX METOJOB B 3KCIEPTHU3E LIEHHOCTH 3JIEKTPOHHBIX
nokyMmeHToB // OteuecTBeHHBIE apxuBhL. 2009. Ne 3. C. 37-47.




OH xe. 3amaun apXUBHOTO XPAHEHUS JEKTPOHHBIX JTOKYMEHTOB: u3 onbita LIAJIDHM.//
OteuectBennble apxuBbl. 2010. Ne 3. C. 51-60.

6.2.2. [lononnumenvras iumepamypa

AHToHeHko B.B. KoMIuiekToBaHME apXUBHBIX YUpEXKIEHUH AnTaiickoro Kpas
¢dorookyMeHTaMHt B 3NeKTpoHHOH popme// OteuectBeHHble apxuBbl. 2009. Ne 6. C. 46-48.

Adanacnea JLII. DnekTpoHHBIE TOKYMEHTHI B I€JIONPOU3BOJICTBE U apXHUBE Op-

ranuzauuu// Cexperapcekoe nemno. 2006. Ne 1-3.

Acduann B.JO., 3no6un E.B. 8-1 EBpomneiickas koHdepeHLUs IO 3JIEKTPOHHOMY
apxusupoBanuio (ECA-2010)// OreuectBennsie apxusbl. 2010. Ne 5. C. 135- 136.

I'enpman-BunorpagoB K.b.  MammHountaemble nokymentsl B CCCP.  YyeGHoe
nocobue.Brim. 1. M.:.MI'MAU, 1980.C. 7-14. 17-33, 48-81.

I'opoxoB C.H. Jlo6anoB E.M. CoBpeMeHHBIE TEXHOJIOTUM XpAaHEHHS DSJICKTPOHHBIX
nokymeHToB // Bectuuk apxusucta. 2014. Ne 1. C. 193-200.

Kucenes W.H. DnekTpoHHBIE DOKYMEHTBHI: OCHOBHBIC HAINPaBICHHUS MCCIENOBaHUMN //
Becthuk apxusucra. 2000. Ne 3-4. C. 162-166.

KysnenoB C.JI. Meroandyeckue M TNPAKTHUYECKHE ACHEKTHl SKCIEPTU3bl IIEHHOCTU
AJIEKTPOHHBIX JOKYMEeHTOB // BectHuk apxusucra. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

Jlapyug ~ M.B.  AkTyanbHble = mpoOJIEeMBI  apXMBHOTO  Jiena B IU(POBOU
skoHoMuKe//JlenonponsBoactso. 2019. Ne 2.

MomkoBa O.M.ABTOMaTu3alsi XpaHEHUs SJICKTPOHHBIX JOKYMEHTOB B apXuBe
opranuszanu, pemienne J0C//denonpounsBoactso. 2019. Ne 3.

CaBun B.A.  ApxuBHbBIE 3JIEKTpOHHBIE HH(POpPMaIMOHHBIE pecypchl Poccuiickoit
Oenepanun: uaeHTUGUKanus u kiaccuduramms //OredectBennbie apxuBbl. 2008. Ne 4. C. 31-38

Cso Ilroxysii. YmnpaBieHHe D3JIEKTPOHHBIMH JOKyMeHTaMu B Kwurae: cocrossHue H
nepcnekTuBbl//OtedecTBeHHble apxuBbl. 2010. Ne 6. C. 59-64.

TuxonoB B.A., FOmun B.A. CranoBnenue u pasurue apxuos MUJI B 1960-80-¢ rr. //
OteuecTBeHHbIe apXuBbl. 1998. Ne 6. C. 39-46.

Tuxonos B.U., FOmuu B.A. CoBpeMeHHbIE KOHIEHIINH JICKTPOHHBIX JOKYMEHTOB //
OteuecTBeHHbIE apXuBbL. 1999. Ne 1.

®ponosa E.B. Dnexrponnsiii apxuB TromeHckoi o6mactu. // OTeyecTBEeHHbIE apXHBHI.
2009. Ne 6. C. 43-46.

AHIII0-pyCcCKuUll ciioBapb apXuBHOM TepmuHonoruu. M.:PITY, 1992.

Dictionnaire de la terminologie archivistique. K. G. Saur. Munchen; New-York; London;
Paris, 1988, 2 éd, 1988. P. 212. No 33

CioBapb COBPEMEHHOM apXUBHOM  TEPMHHOJOTUU COLMATUCTUYECKUX CcTpaH. Brim. 1.
M..BHUNJA/, 1982

VYupasnenne nokymentamu. Tepmunsl 1 onpenenenus. M. BHUNJIAL, 2014.

6.2 Tlepeuenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKAIMOHHOM CETH

«AHuTepHeT»
1. Apxussl Poccun. [OtpacneBoit noptan "Apxussl Poccun" Haxoaurtes nox naTpoHaToOM
®denepanbHOro apxuBHOro areHtcTBa (Pocapxuga)]; [DnekTpoHHbIN pecypc] — DIAEKTPOH.
JIaH. — M., [2001-2015]. — Pexum JIOCTyIa:

http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHbIII. — 3arm. ¢ skpaHa.



2.1leHTp KOMIETEHIIMH 10 BOIPOCAM JOKYMEHTALMOHHOTO 00ecreueH s YIpaBIeHUs U
apXUBHOIO JieNa; [DNEeKTpOHHBbIN pecypc] — DnekTpoH. naH. — M., [2013]. — Pexum nocryna:
www.edou.ru, cBoOOJHBIN. — 3aril. ¢ FKpaHa.

3. DOC-Online. He3aBucuMBlii mOpTain 0 CUCTEMax AJIEKTPOHHOIO JTOKYMEHTO00OpOTa.
www.doc-online.ru

4. Docflow. Bce 0 Mupe 3JIeKTPOHHOTO JOKYMEHTOO0OpOTa. [DNEeKTPOHHBIN pecypc] -
DnexTpoH, nad.- M., 2002-2004r — www.docflow.ru, cBoO0HBII. — 3ari. ¢ 3kpaHa.

5. llepuonnyeckoe wu3gaHWe 10 TNpoOIEMaM 3JIEKTPOHHOTO JIOKYMEHTO0O0OpoTa.
www.directum-journal.ru
CaiiTbl KaMIaHUuR-pa3pabOTYMKOB MIPOTPaAMM:
6. DnexkTpoHHbIN apxuB Asnee ApxuB 3. www.alee-archive.ru
7. Jlerorpad. Cucrema JIETOI'PA® — koMIUIEKCHOE peIIeHUe MO YIPABICHUIO TOKYMEHTaMH,
aBTOMaTH3alMK OU3HEC-TIPOLIECCOB U MHTErpaliy npuioxkeHuid. www.letograf.ru
8. Directum. Cucrema 3JEKTPOHHOTO TOKYMEHTOOOOpPOTa M YIPABJICHUS B3aWMOJICHCTBHEM.
www.directum.ru
9.Digital Design - Madopmanmonnsie Cucremsl YnpasineHus buznecom --JlenonponsBoacTso u
apxuB. www.didges.ru
10. Fly-Doc. Cucrema snekrponHoro apxusa npeanpustis. www.FlyDoc.ru
CaiiTbl Opranu3almii, OCyIeCTBISIONINX CO3aHNE JICKTPOHHBIX apXHBOB.
11.Kopnopanus «DneKTpOHHBII apxuBy». www.elar.ru
12.Kopyc Koncantunr. www.korusesm.ru

6.3 IIpodeccnonanbHble 0a3bl JAHHBIX U1 HHPOPMALIMOHHO-CIIPABOYHbIE
CHCTEMbI

Hoctyn k npodeccuonanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases
WudopmanroHHbIe CIIPaBOYHbBIE CUCTEMBI:

1. Koncynsrant Ilntoc
2. Tapanr

7 MaTepl/IaJILHO-TeXHI/I‘IeCKoe o0ecrneueHue ANCHUIIINHbBI
Aynuropun Uisl TPOBEACHMsI JIEKIMH M CEMMHApPCKUX 3aHATUH C TEXHUYECKUMU
cpeactBaMu oOyueHHs (MyJIbTUMEIUA-POEKTOp (BUAEONPOEKTOP), 3KpaH (MEPeHOCHON WIn

CTaLlMOHAPHBII)), KOMIBIOTEPHBIN KJ1acc A7l MPOBEACHUS J1a00PATOPHBIX 3aHATHH.

1. Ilepeuens ITO

Nent Haumenosanue [10 IIpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
6000010
pacnpocmpaunsemoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3MOHHOE
3. Windows 7 Pro Microsoft JINLIEH3UOHHOE




4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JINLIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMILIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInuensuoHHoe
8. Zoom Zoom JINLIEH3UOHHOE

2. Ilepeyens Bl m UCC

Nenn HaunmenoBanue
/1

1 | MexayHaponusie pedepatuBHble HaykomeTpuueckue b/I, moctynHeie B paMkax
HanuoHaILHOM noanucku B 2020 T.

Web of Science

Scopus

2 | [IpodeccuonanpHble MonHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIBHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | [Ipodeccruonanbubie momHOTEKCTOBBIE B]]

JSTOR

N3nanus mo oOmecTBEHHBIM U TYMaHUTAPHBIM HayKaM
DnekrponHas 6ubnroreka Grebennikon.ru

4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
l"apanT

8 Oolecneuenne 00pa3oBaTeJIbHOIO NMpoUECCa AJIA JUI ¢ OTPAHUYECHHBIMHU

BO3MOKHOCTHAMH 310POBbA 1 HHBAJINAO0OB
B xoze peanuzanyy IUCHMILIMHBI UCIIOJIB3YIOTCS CIEAYIOIINE JOIOJHUTEIbHBIC
METOABl OOyYeHHUs, TEKYIIEro KOHTPOJIS YCHEBAEeMOCTH M IPOMEXKYTOYHOH aTTecTallu
00yyYaromuxcs B 3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® IS CIENBIX U CITAa0OBUAAIIMNX:

- JeKuuu O(OpMISIIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEPA CO CIEIHMATN3UPOBAHHBIM ITPOrPAMMHBIM 00€CTICUeHUEM;

- IUCbMEHHBIE 3a/JlaHHS BBINOJHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIM3UPOBAHHBIM
MPOTpaMMHBIM 00€CTieueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieuynBaeTCs MHIMBUIYallbHOE paBHOMEpHOE ocBenieHrne He MmeHee 300 IoKc;

- JUIs BBIIOJNHEHMS 3aJaHusl NPH HEOOXOIUMOCTH TIPEAOCTABISETCS YBEIUYHBAIOIEE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEINYHMBAIOIINX YCTPONUCTB;

- MUCBbMEHHBIE 3aJ]aHNs OPOPMIISIOTCS YBEIIMUESHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOATCA B YCTHOM (hOpMeE MM BBIMTOJIHSAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.



® IS TIYXMX M CIa0O0CHbIIIAIINX:

- Jekuud O(OPMIISIIOTCS B BHJIE 3JCKTPOHHOTO JOKYMEHTa, JHOO MpPeJoCTaBiIseTCs
3BYKOYCHJIMBAIONIAs anmapaTypa WHAWBUIYATbHOTO MOJIb30BaHMS;

- MUCHbMEHHBIE 33JJaHUS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCBMEHHOM (hopMe;

- 9K3aMeH M 3auéT MNPOBOAATCA B NHUCHMEHHOW (opMe HAa KOMIBIOTEPE; BO3MOXKHO
npoBesieHue B (popMe TeCTUPOBAHMUS.

® IS JIUI] C HAPYIIEHUSIMH OTIOPHO-BUTATEJILHOTO amnapara:

- JeKuuu O(OpMISIOTCS B BHUJAE 3JIEKTPOHHOTO JIOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEPA CO CIEIMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTICUeHUEM;

- THChMEHHBIC 3aJ]aHMsl BBINOJHAIOTCA Ha KOMIBIOTEpE CO CIEHUATU3UPOBAHHBIM
MIPOTPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOATCA B YCTHOM (hOpMe MM BBIMIOIHSAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEpE.

[Tpu HEOOXOMMMOCTH MPeyCMaTPUBACTCS YBEIIMUCHNUE BPEMEHH Il IOATOTOBKH OTBETA.

[Iponienypa  mpoBefeHHs  NPOMEXYTOUHOH  arTecTaumu  JUIsl  OOyvaromuxcs
YCTAHABIMBACTCS C Y4Y€TOM UX HMHIUBUAYAIbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTeCTAIMs MOXKET MTPOBOJAUTHCS B HECKOJIBKO ATAIIOB.

[Ipu npoBeneHNH MpoLEayphl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs IpeaycMaTpuBaeTCs
UCTIOJNIb30BAaHME TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYaJIbHBIMH
0COOEHHOCTSAIMU O0yYaroImuxcsi. OTH CPEACTBa MOTYT OBITh MPEJOCTABICHBI YHUBEPCUTETOM,
WJIA MOTYT MCTIONIb30BAThCSl COOCTBEHHBIE TEXHUYECKHE CPEIICTBA.

[IpoBenenue mpoueaypbl OICHHMBAHHUS  PE3yAbTaTOB  OOy4YeHHs JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTyN K MH()OPMAIMOHHBIM M OuOIMoOrpaduyeckuM pecypcaM B CETH
WuTepHeT Ui Kaxkaoro oOydvamomerocss B (opmax, aganTUPOBAHHBIX K OTPAHUYCHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS HH(POPMALTUH:

® IS CIENBIX U CITAa00BUASAIINX:

- B Ie4aTHON (opMe yBEIIMUECHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

® Ui TIIyXHX U CJIA0OCIHbIIAIINX:

- B IeYaTHOM (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYLICHUSIMU ONOPHO-/IBUTATEIBHOTO arapara:
- B TIeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanoddaiina.

VY4eOHble ayIUTOPHH Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSATENbHOM paboThl, HayyHAs
O6ubIMOTEeKa U MHBIE MOMEIICHUS JIJIs1 0Oy4eHHUS OCHAIECHBI CIEHUATBbHBIM O00OpPYJIOBaHUEM U
y4eOHBIMH MECTaMU C TEXHUYECKHMHU CPEACTBAMHU O0YUCHUS:

® IS CIENBIX U CIAa00BUASAIIMX:

- YCTpOMCTBOM Uil cCKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiinsg PAC Mate 20;

- mpunTepoMm bpaitis EmBraille ViewPlus;

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- aBTOMATH3MPOBAHHBIM paboOuMM MECTOM s JIIOJeH C HapylmIeHHEM CciyXa H
¢71a00CIIBIIIAIINX;

- aKyCTHYECKHH yCUIIUTENh U KOJIOHKH;

e s O0yYaroImuXcs ¢ HAPYLICHUSIMU ONOPHO-/IBUTATEIBHOTO arapara:



- IEPEABMKHBIMU, PETYIUPYEMBIMHU 3proHOMHUecKUMHU napramMu CHU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CHEUATBbHBIM ITPOrPaMMHBIM 00€CIICUEHUEM.

9 MeTroanueckne MaTepuabl

9.1 Ilinanbl Ja0OPaTOPHBIX 3AHATHH.

MeTtoanuyeckure yKa3aHHus 10 OPraHU3alud U NMPOBeJIeHHIO.
TlogacHuTensrHad 3ammcka.

Llenp 3aHATHI — W3yYeHUE M CPABHHUTEJIBbHBIN aHAIM3 C YYETOM CIeUu(pUKU Tpoduiis
MOJTOTOBKH, IMOJIOKEHUIH CTAaHAAPTOB M METOAMYECKHX pPa3pabOTOK, periaMeHTHPYIOIIUX
TEXHOJIOT'MH JIOJITOBPEMEHHOI'O U ITOCTOSIHHOT'O XPaHEHUS MJIEKTPOHHBIX JTOKYMEHTOB.

Beibop Tem ans 3aHATHH CBsi3aH C JABYMS HamOosiee 3HAUYMMBIMU HAarpaBlICHUSIMH
pa3BUTHS TEXHOJIOTUH XpaHEHMsI AIIEKTPOHHBIX JOKYMEHTOB — ydera, onucanus O/ u
o0ecrieyeHuss UX COXPAaHHOCTH. Takke CTYIEHTbl M3Yy4aloT TpeOOBaHUS POCCUHCKUX U
MEXIYHApPOAHBIX CTAHIAPTOB K NPOTPAMMHOMY OOECIICUEHHUIO JJIS CO3JaHUsS M BEICHHSA
JJIEKTPOHHOI'O0 apXWBa OpraHusauuu. Meroauka MpoBEACHUS IIPAKTUYECKUX 3aHATUHU 10 KypCy
CBsi3aHa C 3ajadell BbIOOpa MPOrpaMMHBIX MPOAYKTOB. CTyAEHTHl ydyaTcs JaBaTh OIICHKY
npoeCCUOHATIOB MPOTrPAMMHBIM NPOIYKTaM, CO3JAaHHBIM Pa3IMYHBIMU Pa3paOOTUUKAMU IS
nHPOPMATH3aLMU OJHOM apXMBHOM TEXHOJIOTWH (B JaHHOM Cllyyae — ydeTa JOKYMEHTOB H
MH(POPMALMOHHOTO MTOHCKA).

B xome 3aHATHSA CTyNEHTBl CHadajlla WM3y4alOT U KOHCIEKTUPYIOT CTaHIApThl U
METOAMYECKUE pPa3pabdOTKH, PYKOBOJCTBA II0JIb30BATENs, 3aTE€M BBINOJIHIIOT IMPAKTUYECKYIO
paboty. 3amaHusi MOCTPOCHBI MO MPHUHLUIY MOJEIUPOBAHUS peanbHOM curyanuu. CTyICHTHI
JOJDKHBI TIOJIy4UTh IACHOPT apXWBa, IEKTPOHHBIN ITyTEBOAMUTENIb WX ONUCH U T.4. IIpu 3TOM
3aJJaHUs TIOCTPOEHBI TaK, YTOOBI OPUEHTHPOBATH CTYJCHTA Ha CAMOCTOSATEIBHOE peIllIeCHHE
3aJjaud 10 CO3JaHMI0 Ha OCHOBE MMEIOUICHCS HOPMAaTUBHO-METOAMYECKOW 0a3bl JIOKAJIbHBIX
HOPMATHBHBIX aKTOB U pa3pabOTOK JJIsl apX1UBa OpraHU3aIHH.

B 3akiroueHue CTYNEHTBHI JIENal0T BBIBOJABI O COBPEMEHHOM COCTOSIHUM HOPMATHUBHO-
METOINYeCcKOU 0a3bl xpanenus. J/I.
3aHATUS TPOXOAAT B KOMIIBIOTEPHOM Kiacce, Al paboThl HEOOXOIUMO MPOTrpaMMHOE
o0ecrieyeHne, yka3aHHoe JJIsl KKJIO0W TEeMbl 3aHATHS.

BrinosiHeHNE TEOPETUYECKON U MMPAKTUYECKON YACTH 3aaHUs M0 KaXKI0M TEME OLIEHUBAETCA Ha
1-5 6amnos.

Tema I (4 yaca). Knaccudpukanus 31eKTPOHHBIX JOKYMEHTOB. 4 yaca.

Llenv pabomul: n3yueHNe MPU3HAKOB KIACCU(PHUKAIIMH HJIEKTPOHHBIX JOKYMEHTOB.

3aoanue:
M3ydenne MPU3HAKOB KIACCU(PHUKAIMM DIEKTPOHHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B
JesITeTbHOCTH OPTaHU3aIlMH HA OCHOBE HOPMATUBHO-METOAMYECKUX JOKYMEHTOB.
Cuctemartu3zaysi pe3yJbTaToB B TaOJIHUIIE:

HcTounuku uHGOpManuu ITpusnak Knaccudukanmonn
(HOpMaTHUBHO-METOANYECKHE TOCOOUS) knaccudukan | pie  Tpymnmsl, O/,
uu D1 BBIJICJICHHBIC Ha
OCHOBAaHUU
JAHHOTO MPHU3HAKA.




[IpaBuna OpraHu3alu XpaHEeHHs],
KOMIUIEKTOBAHUsA, y4de€Ta W HCIOJIb30BaHUsA
IOKyMeH-TOB ApxuBHOTO hoHma Poccuiickoii
denepauny U IPpyrUX apXUBHBIX JOKYMEHTOB
B OpraHax rocyJapCTBEHHOM BJIACTH, OpraHax

MECTHOTO CaMOYTNPABIEHUS U OpraHU3aLUsX.
M.,2015

Pekomeﬂdauuu no KOMN1eKmoearnur, ydenty
u opcaruzayuu  XpaHenust  IJNEeKmMpPOHHbLX

APXUBHBIX OOKYMEHMOo8 8 apxueax
opeanu3ayull. M.: BHUM][AT,
2013//Onybnukosano na cavime «Apxuswvi
Poccuuy.
http://www.rusarchives.ru/methodics/index.sh
tml).

Hepequb TUIIOBBIX APXMBHBIX JOKYMCHTOB,
0o0pa3yromuxcsi B HAYYHO-TEXHHUYECKOU U
Hp0H3BO,[[CTBeHHOI>'I ACATCIIbHOCTHU
OpraHu3aI|ii, ¢ YKa3aHUEM CPOKOB XpaHCHHS
/ ®enep. apx. arenrctBo, BHUNJAJl. M.,

2008. —382 ¢
I'OCT P 54989-2012/ISO/TR 18492:2005
«Obecrnieuenue JOJATOBPEMEHHOMN

COXPAaHHOCTH DJIEKTPOHHBIX JOKYMEHTOB),
YTBEPKICHHbIM npuKa3oM DenepanbHOro

areHTCTBa o TEXHHUYE-CKOMY
pEryJIMPOBAHUIO u METPOJIOTHUHU oT
17.09.2012 Ne 325-cr.

Hpyrue...

2. WM3ydeHue NpUHIMIIOB MOGOPMATHOM KIacCU(PUKALMU SJICKTPOHHBIX JOKYMEHTOB (Hampumep,
Ha ocHoBe oTueta nmo HUP «CpaBuutenbHbli aHamu3 ¢opmMaToB (HaiIOB 3IIEKTPOHHBIX
JOKYMEHTOB IOCTOSHHOTO (IOJroBpeMeHHOro) xpaHeHus». M.:PITY, 2013 //OnyGnukoBaHo
Ha caiite «ApxuBbl Poccum». http://www.rusarchives.ru/methodics/index.shtml).,

Briienenune Hambonee pacnpocTpaHEHHBIX (OpPMATOB M apXUBHBIX (OPMATOB B KaXKIOH

Pa3HOBUIHOCTH MPECTABICHHS UH(POPMAIIHH.
Cuctemaru3zaiysi JaHHBIX B TaOJIHIIE:

Bun npexacrasieHus | Pacripoctpanennsie
uHpopMauu MI0JIb30BATEIbCKHE
¢dbopmartsl.

ApxuBHBIE (OpPMATHI

CuMBoJIbHAS

I'uneprekcroBas

I'paduueckas  (pactpoBas,
BEKTOPHAsI)
3BYK, BUJIEO U T.II.

3.M3yuenne cocraBa 0a3 MAAHHBIX W D3JEKTPOHHBIX PECYPCOB Ha MpPUMEPE KOHKPETHOM

OpraHu3alLNH.
Cuctemartu3zanys pe3yabTaToB B TaOIUIIE:




[Tpusnaku knaccudukanuu | Knaccuduxannonnsie HazBanue

TPYIIIIbI MH(OPMAIIMOHHBIX CUCTEM,
MH(POPMALIMOHHBIX
pPECYPCOB OpraHu3aluu
OyHKIMA, CTPYKTYypHOE
MIO/Ipa3ieiICHUe
LleneBoe Ha3HauYCHUE

WH(OPMAIIMOHHONW CHCTEMBI
(aBTOMaTU3UpOBaHHASL  CHC
TeMa YIpaBJCHHUsS, CHCTEMa
KOHTPOJIS UCTIOJTHEHUS
JTOKYMEHTOB, cucrema
aBTOMAaTH3HPOBAHHOTO
MIPOEKTHUPOBAHUS,
reonH(pOpMalMOHHAS
cucrema, SKCIepTHAS
CUCTEMA U JIp.)

VYposenb ynpasinenus HC
(oTpacneBasi, peruoHaIbHas,

cHcTeMa yIpaBiaeHUs
MPEANPUITHEM, cHcTeMa
YIPABJICHUS
TEXHOJIOTHYCCKUM
MIPOLIECCOM)

Bunnl NIPECTABJIEHUS

uHpopmanuu, GopmaTsl.

[Ipouenypa ynocroBepeHUst
I0p.CHJIBI

Jpyrue npu3Haku. ...

4. CocraBiieHUE NEPEYHS AIEKTPOHHBIX JOKYMEHTOB OpraHM3allMM, KaK yNpaBICHUYECKHUX, TaK U

HAy4YHO-TEXHUUYECKUX, C YKA3aHUEM CPOKOB XpaHEHHUS.
Konmponvnwvie 6onpochwi:
1) KakoBa crnienn¢uka npuzHakoB kiaccudurammu 317
2) C KaKuMHU MENsIMU ocyliecTBIsieTcs kinaccudurarms D17
3) B uem coctout 3HaueHune noopmaTHoi knaccupukammu I/ ?
Cnucok ucmoyHuKos u 1umepamypbi:
1.HUcmounuku ocHogHbvle

1.OcHoBHBIE IpaBUiIa paboThl apxuBoB opranuzauuii. M.,2003. I1. 4.

2.IlpaBuina opraHu3alyy XpaHEHUs, KOMIUIEKTOBAHHUS, YUE€Ta M UCIOIb30BAHUS

IOKyMeHTOB ApxuBHOTro (ponna Poccuiickoit deneparuu v Apyriux apXUBHBIX JOKYMEHTOB B
OpraHax rocyJapCTBEHHOH BJIaCTH, OPraHaX MECTHOI'O CAMOYTIPABICHUS U OpraHU3aLUsIX.
M.,2015

3. IlepeueHb TUIIOBBIX APXUBHBIX JOKYMEHTOB, 00pa3yOIMXCsl B HAYYHO-TEXHUIECKOM
Y TIPOU3BOJICTBEHHOM JCSITETLHOCTH OPTaHU3aIlHii, C yKa3aHHEM CPpOKOB XpaHeHwus / Dexep. apx.
areurctBo, BHUMJIA. M., 2008. — 382 ¢

4. PexoMeHaIMK IO KOMIJICKTOBAHUIO, YUETy U OPTaHU3AIMH XPAaHEHHUS IIEKTPOHHBIX
apXMBHBIX JOKYMEHTOB B apxuBax opranuzanuii. M.: BHUNIA]/, 2013//Ony6nukoBaHo Ha
caiite «Apxussl Poccum». http://www.rusarchives.ru/methodics/index.shtml)



5. CpaBHuTENbHBIN aHanu3 (GopMaToB (ailIoB AMEKTPOHHBIX TOKYMEHTOB MOCTOSIHHOTO
(monroBpemennoro) xpa"enusi». Order on HUP. M.:PITY, 2013 //Ony6nukoBaHo Ha caiite
«Apxussl Poccun». http://www.rusarchives.ru/methodics/index.shtml).

2. Hcmoynuxu oononHumeinvHble.

OcHoBHBIE TIpaBUIa PabOTHI ¢ HAYYHO-TEXHUYECKOH TOKYMEHTAlMeH B OpraHu3alusix U
Ha npennpuaruax. M., 2003. I1.3.1.

I'OCT P 54989-2012/ISO/TR  18492:2005 «Ob6ecneuenue  1OITOBPEMEHHON
COXPAHHOCTH DJIEKTPOHHBIX JOKYMEHTOBY», YTBEP)KJIECHHBII Mpuka3zoM deaepaibHOTO areHTCTBa
10 TEXHUYECKOMY pEryIMpoBaHuio U MeTposoruu ot 17.09.2012 Ne 325-cr.

2.1. Jlumepamypa ocHosHasl.

3anaes I'.3. AHanu3 u kiaaccu(uKaus JIEKTPOHHBIX JOKYMEHTOB//BeCTHHK apXuBHUCTA.
1999. Ne 2. C . 60-61.

Bapnamosa JILH., SlranoBa A.A. OTKphITBIE CTaHAAPTHI M OTKPBITHIE (hOpMaTHI
AJIEKTPOHHBIX JO0KyMeHToB // JlemompousBoactBo. 2009. Ne 4. C. 23 — 28. <http://www.top-
personal.ru/officeworkissue.html?8

Onu xe. CBobosHOE MporpaMMHOe obOecrieueHre U OTKpbIThie (opmatsl B Poccun //
Henonpouzsoactso. Ne 2010. Ne 1. C. 29 —33

2.2.  Jlumepamypa 0ononHumenvHasl.
3apyOeKHBIN OMBIT YIPABICHUS 3JEKTPOHHBIMU JOKYMEHTAMH M OpraHU3alud UX
apXuBHOTrO XpaHeHus. — M., 2014.

Tuxonos B.U., FOmun B.A. CoBpeMeHHbIE KOHIEHIINH JICKTPOHHBIX JOKYMEHTOB //
OteuecTBeHHbIE apXuBbL. 1999. Ne 1.

Tuxonos B.M. 3amaum apXuBHOIO XpaHEHUs 3JIEKTPOHHBIX TOKYMEHTOB: U3 onbita [[A-
JOHM// OteuectBennsie apxussl. 2010. Ne 3. C. 51-60.

3.Ilepeuens pecypcos unghopmayuorHno-menreKoMmyHuKayuonHou cemu «Mumepnemny.

1.  ApxuBbl Poccun. [OtpacneBoii mnopran "ApxuBbl Poccun" nHaxomurcs non
narponaroM degepanbHOro apxuBHoro areHtcTsa (Pocapxusa)l; [DneKTpoHHBIN pecypc]
— DNEeKTpPOH. JIaH. — M., [2001-2015]. — Pexxum JIOCTyIa:

http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHbIII. — 3arm. ¢ skpaHa.

2. Koncantunrosas rpynna Tepmuka [DneKTpoHHBIN pecypc]. — DneKTpoH. gaH. — M.,
[2012]. — Pexxum gocryma: http://www.termika.ru/. — 3ar. ¢ skpana.

3. EDOU.RU [Dnektponusiii pecypc]: LleHTp KOMIeTeHIMM MO BOIpOcam
JOKYMEHTAIIMOHHOTO 00eCIeueHus yIpaBIeHUs U apXUBHOTO Jesia. — DIEKTPOH. JaH. — [M.],
cop. 2013. — Pexum noctyna: http://www.edou.ru/dou/. — 3arm. ¢ skpana.

5.Mamepuanvro-mexunuueckoe obecneuenue OUCYUNTUHDL.

Y4eOHbI KOMIBIOTEPHBIN Kitace (cM. 1. 8. MaTepuanbHO- TEXHHYECKOE O0OecredeHHe
mucuuiuinHbl.) [Iporpammuoe obecnieuenue:

HNudopmannonHo-crpaBoynas cucrema apxuBHoil otpaciu (MCCAO),]. — DnexTpoH.
nan. — M., [2012]. — Pexxum goctyma: http://www.termika.ru/. — 3arz. ¢ skpana.

Tema 2. (4 waca) Metoauueckue OCHOBBI y4eTa 3JIEKTPOHHBIX JOKYMEHTOB.

Lenv 3auamusa: nzydenue noHstui «Enununa xpanenust D/» n «Equauna yuera 31y,
CHUCTEMbl apXMBHOrO YyuyeTra W onucaHuss ][ cOrmacHo CymiecTByroIeii HOPMAaTUBHO-
METOJINYECKOi Oaze.

3aoanus:

N3yunTh HOpMaTUBHO-METOIMYECKOE JOKYMEHTHI 110 yuety J/1.
Pe3ynbTarhl ccTeMaTU3upOBATh B BHJIE TAOIUIIBI:



MeTtonnueckue
mocoous

Enmnanna
XpaHEHHUS

Ennanna
ydeTa

Konreitnep 9/1

DIEKTPO
HHOE
nesno

DopMbl
yuaera D]

OCHOBHBIC
rpaBuia
paboThbI
ApPXHUBOB
OpraHu3aluil.
M.,2003. I1. 4.

[IpaBuna
OpraHu3alu
XpaHEeHUs,
KOMILJIEKTOBaH
us, yuera M|
MCII0JIb30BaHU
51 JJOKYMEHTOB]
IApXMBHOI'O
donma
Pocculickoi
Denepanuu U
NpPyTrux
APXUBHBIX
NTOKYMEHTOB B
Oprasax
rOCy/1apCTBEHH
ol BJIACTH,
Oprasax
MECTHOT'O
caMOyIpaBJieH
ust 7|
OpraHu3aLMsIX.
M.,2015

PexomeHnpanyuu
1o
KOMILICKTOBAH
M0, YYeTy W
OpraHu3alnu
XpaHEHUS
PIEKTPOHHBIX
ApPXUBHBIX
TTOKyMEHTOB B
apXuBax
OpraHU3aLNN.
M.:
BHUUJIA/L,
2013//Ony6mn
KOBaHO HA|
caiiTe

«ApXUBBI




Y

2)
3)
4)

Poccuny.
http://www.rus
archives.ru/met
hodics/index.sh
tml)

W3yunth IBUXKEHUS U TEXHOJOTMYECKHE MUTPALIMH, IPOUCXOAIINE ¢ KOMIUIEKCcOM D/] B apxuBe
OpraHu3alLNH.
Ha ocHOBe 3a1auu 10 y4eTy COCTaBUTh KapTOUKY y4yeTa €IMHUILBI yueTa D/I, akTbl MUTpalluu U
nepesanucu D1, )KypHajlbl MUTPALlUU U MIEPE3aNUCH, KHUTY yueTa U MOoCTyIuieHus D/1.
CocTaBUTh Ha OCHOBE METOAMYECKHUX JIOKYMEHTOB COCTABUTh MHCTPYKLMIO IO yuery O/ B
KOHKPETHOW OpraHu3alllM, OTPAa3HB y4eTHbIE (OPMBI, B KOTOPHIE 3aHOCITCS BCE NBUKEHUS DJ]
(moctymuieHue, BEIOBITHE, YHUYTOKECHUE, MUTPALIHSL, TIEPE3aIiCh)

5. CdopmupoBats nemno dhona.
Konmponvnwvie éonpochwi:
Haiite onpeneneHns eAUHULBI XpaHeHUsl U equHuLbl yueta DJ1. Kakue paznuuHble MOaXoabl K
OIIPEAEIICHUIO ATUX NOHATUH CYIECTBYIOT B METOAMUYECKOH IuTEparype?
Jlaiite onpeiesieHne TEPMUHOB «IJIEKTPOHHOE AENI0», KKOHTeHHep D /1».
HazoBute ocHOBHBIE yueTHbIE (hopMbI D 1.
B yem otnmuus nena ¢ponnga /1 ot gena GoHna T0KyMEHTOB HA TPAJAUIIMOHHBIX HOCUTEIISX ?

Cnucok ucCmoyHuKos u iumepamypbl

1.Ucmounuku ocHogHbvle

OcHoBHBIE TIpaBUIIa pabOTHI apXUBOB opranuzanuii. M.,2003. II. 4.

[IpaBuna opraHu3anuM XpaHEHHs, KOMIUIEKTOBaHMSA, Y4e€Ta M HCIIOJIB30BaHHUS JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @enepaunu M APYyrux apXUBHBIX JOKYMEHTOB B OpraHax
roCy/1apCTBEHHOW BIACTH, OpraHaX MECTHOI'O CaMOYIIPaBJIEHUs U opranu3anusax. M.,2015
PexomeHarmu 1mo KOMIUIEKTOBaHHIO, YUETY U OpraHU3alMK XpPaHEHHUS HJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B apxuBax opramm3anuii. M.: BHUUJAJ, 2013//OnybnukoBaHo Ha caiite
«Apxussl Poccun». http://www.rusarchives.ru/methodics/index.shtml)

PexomeHanmu no KOMIUICKTOBAHUIO, YUETY U OPraHU3alUU XPAaHEHHUS SJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHbIX U MyHMIMNAAbHBIX apxuBax M.:. BHUNIA/L,
2013//Ony6nukoBaHo Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).

2. Ucmounuku 0onoinumensvHule.
OcHOBHBIE TIpaBWJIa PabOTHl C HAYyYHO-TEXHUYECKOM NOKYMEHTAllMel B OpraHuM3alusX U Ha
npeanpusatusx. M., 2003. I1.3.1.
2.1. Jlumepamypa ocHosHasl.
2.2.  Jlumepamypa 0OnonHumenbHasl.

3apyOeKHBIN OMBIT YIPABICHUS IEKTPOHHBIMU JOKYMEHTAMH M OPTaHMU3aLUU X apXUBHOTO
xpaHeHus. — M., 2014.
TuxonoB B.M., KOmwmun B.A. CoBpeMeHHbIE KOHICMIIUU DSJICKTPOHHBIX JTOKyMEHTOB //
OteuecTBeHHbIE apXuBbL. 1999. Ne 1.
TuxonoB B.M. 3agaun apXuBHOrO XpaHEHHs AIIEKTPOHHBIX JOKYMEHTOB: M3 ombiTa [[A-
JAOHM.// OteuectBennsie apxusbl. 2010. Ne 3. C. 51-60.
3.Ilepeuenv pecypcos uHhopmayuoHHO-meneKOMMYHUKAYUOHHOU cemu « Mnmepnem»y.

1. Apxubl Poccun. [OtpacneBoil mopran "ApxuBsl Poccun" Haxomurcs mox naTpoHaToM



®denepanbHOro apxuBHOro areHTcTBa (PocapxuBsa)]; [DnexTpoHHbIN pecypc] — DIAEKTPOH.
JIaH. M., [2001-2015]. Pexum JIOCTyIa:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHbIIl. — 3arm. ¢ skpaHa.

2. Koncantunrosas rpynmna TepMuka [DneKTpoHHBIHN pecypc]. — DnekTpoH. nqadH. — M., [2012].
— Pexxum noctyna: http://www.termika.ru/. — 3aru. ¢ skpaHa.

3. EDOU.RU [Dnektponnslii pecypc]: LleHTp koMneTeHIuy no BONpocaM JOKYMEHTAIIMOHHOTO
o0ecrievueHus YIpaBJICHUS U apXUBHOTO JieJa. — DIEKTpoH. gaH. — [M.], cop. 2013. — Pexum
nocrymna: http://www.edou.ru/dou/. — 3aru. ¢ 3kpaHa.

5.MarepuanbHO-TEXHHYECKOE 00ECTIeYeHUE AUCITUTITUHBI.

VY4eOHbIII KOMIBIOTEpHBIA Kiace (cMm. 1. 8. MaTepuaibHO- TEXHHUYECKOe olecreueHue
mucuuiuinHel.) [Iporpammuoe obecnieuenue:

WNudopmannonHo-crpaBounas cucrtema apxuBHoit otpaciu (MCCAO), |. — DnekTpoH. AaH. —
M., [2012]. — Pexxum poctyma: http://www.termika.ru/. — 3ari. ¢ skpana.

Tema 3. (4 waca) MeToanueckue OCHOBBI OMMCAHUS SJIEKTPOHHBIX IOKYMEHTOB.
Llenv 3anamus:A3ydeHUE  TOHATUH «eauHMLA omucaHus OJ» , CylecTBYOMUX
CTaHJapTOB onucaHus D] cormacHo cymecTByOLIEH HOpMAaTHBHO-METOINYECKOil Oa3e.
3aoanus:
N3y4nTh HOPMAaTUBHO-METOANYECKOE JOKYMEHTHI 10 onucanuio /1.
Pe3ynbraThl cUCTEMAaTU3UPOBATH B BUJIE TAOJIHUIIBL:

Meroauueckue |EnuHuna WudpopmanroHHOBu kI Cocras

mocoous

(e AMHUIIBI)
orcanus D/

-[IOMCKOBBIE
XapaKTEPUCTUKU
€AIMHHIL
ONHCaHUs

MH(POPMALIMOHHO
-IIOMCKOBBIX
CIPAaBOYHHUKOB

COIIPOBOJTH-
TEJILHON
MOKyMEHTaIUH,
TpeOOBaHUS K €¢
COCTaBJICHUIO.

OcHOBHBIE
npaBuia padboThH]
ApXH1BOB
OpraHU3aLNN.
M.,2003. II. 4.

[IpaBuna
OpraHu3alu
XpaHEeHUs,
KOMILIEKTOBAHHUS
, ydera u
MCIIOJIb30BaHUs
NTOKYMEHTOB
IApXMBHOI'O
bonma
Pocculickoi
Denepannu
NpyTrux
APXUBHBIX
NTOKYMEHTOB B
Oprasax
rOCy/1apCTBEHHO

i

It BJIACTH,




1)
2)

3)

opraHax
MECTHOI'O
CaMOYIIPaBJICHUS

1 OpraHu3alLusX.
M.,2015

PexoMmenmanuu
1o
KOMILICKTOBaHU
[0, y4eTry W
OpraHHU3aIiH
XpaHEHUS
PIIEKTPOHHBIX
APXUBHBIX
TTOKYMEHTOB B
apXUBax
OpraHu3aLuiil.
M.: BHUUJIA/,
2013//Omy6nuko
BaHO Ha cauTe
«ApXUBBI
Poccuny.
http://www.rusar
chives.ru/method
ics/index.shtml)

2. W3yunte nepeueHs MHOOPMAIIMOHHBIX CUCTEM U 0a3 JaHHBIX OpraHu3anuu (cM. Temy 1.).
3. Ha ocHoBe mnepeuHs cocTraBUTh omuch /] NOCTOSHHOIO XpaHEHHUs OpraHU3aLuH,
BCIIOMOTI'aTeJIbHBIN CIIPAaBOYHBIN aIlllapaT K HEl, CONMPOBOAUTEIIBHYIO JTOKYMEHTALIHIO.

4. CocTaBuUTh Ha OCHOBE METOJMYECKUX JOKYMEHTOB MHCTPYKLHIO IO onucaHuio JJ1 B

KOHKPETHOW OpraHu3aliy, OTpPa3uB BUABI HH(OPMAIIMOHHO-TIOMCKOBBIX CIIPAaBOYHHKOB,
OOBEKTHl OINMUCAHMSA, WHPOPMALMOHHO-TIOMCKOBBIE XapaKTEPUCTHUKH Pa3IUYHBIX OOBEKTOB
onucaHus (eIUHMILBI yueTa, JOKyMEHTa, TUPEeKTOpuH, (haiina, Tabnuiel 6a3sl JaHHBIX).
Konmponvnvie éonpochwi:

Kak paznuyarorcs eaunuipl onucanus J/1 B pa3nuyHbIX METOAMYECKUX TOCOOMIX?

Kakue cnenmduueckne nHPOPMAIIMOHHO-TIOMCKOBBIE XapaKTEPUCTUKH D]l UCTONB3YIOTCS MPH
UX ONUCaHUU?

KakoB cocraB M Ha3zHaueHUE COMPOBOJIUTENHHON noKkymMeHTanuu? Kakumu  cranaapramu
pErIaMEHTUPOBAH €€ COCTaB?

Cnucok ucCmoyHuKos u iumepamypbl
1.HUcmounuku ocHogHbvle

OcHoBHBIE TIpaBUIIa pabOTHI apxXUBOB opranuzanuii. M.,2003. II. 4.
[IpaBuna opraHu3anMy XpaHEHUs, KOMIUIEKTOBAHMS, y4e€Ta M HCIIOJIb30BaHUSA JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @enepauuu M APYyrux apXUBHBIX JOKYMEHTOB B OpraHax
roCy/IapCTBEHHOW BJIACTH, OpraHaX MECTHOI'O CaMOYIIPaBJIEHUs U opranu3anusax. M.,2015
PexoMeHamy no KOMIUIEKTOBAHHUIO, YUYETY M OPraHU3allii XpPaHEHUS JIEKTPOHHBIX apXHUBHBIX
JOKYMEHTOB B apxuBax opranm3anuii. M.: BHUUJIAJ, 2013//OnybnukoBaHo Ha caiite
«Apxussl Poccun». http://www.rusarchives.ru/methodics/index.shtml)
PexoMeHaanuy no KOMIUIEKTOBAHUIO, yUYETy U OpraHU3alMi XpPaHEHUS IEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHbIX U MyHMIMNAiIbHBIX apxuBax M.:. BHUNIA/L,



2013//Ony6nukoBaHo Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).
CocraBieHre apXUBHBIX ONKMCEH B JIEKTPOHHON (OpME U UX MHTErpauus B HHPOPMALMOHHYIO
UHPPACTPYKTYPY TOCYIJApCTBEHHbIX U MYHHUIMIIAIBHBIX apXHBOB. M.: BHUMJIAL,
2013//Ony6nukoBaHo Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).
1.2. Mcmoynuku oonoaHumenvHule.
I'OCT 28388-89. «Cuctembl 00paboTku wuHpopMmanuu. J[OKyMEHThl Ha MAarHUTHBIX
HOCHUTEISAX JaHHbIX. [1opsIoK BEIOTHEHUS U oOpateHus». M, 1991.
OcHoBHBIE TIpaBUIa PadOTHI C HAYYHO-TEXHUYECKOH TOKYMEHTAlMeH B OpraHu3alusix U
Ha npennpuaruax. M., 2003.
2.1 Jlumepamypa ocrogHasl.
Tuxonos B.M. 3anaum apXxMBHOTO XpaHEHUs 3JIEKTPOHHBIX JOKYMEHTOB: U3 onbita LIAJIOHM.//
OteuectBennble apxuBbl. 2010. Ne 3. C. 51-60.
2.2.Jlumepamypa 0onoiHumenbHas.

3apyOeKHBIN ONBIT YNPaBICHUS 3JEKTPOHHBIMH JIOKYMEHTAMH M OPraHU3allld WX ap-XUBHOTO
xpaHeHus. — M., 2014.-388 c.

3.Ilepeuenv  pecypcog  UHDOPMAYUOHHO-MENEKOMMYHUKAYUOHHOU — cemu  «MnmepHemy,
HeobXo0uMblil 0151 0C80EHUsL OUCYUNIUHBL (MOOY/I5)

1. ApxuBbel Poccun. [OtpacneBoii mopran "Apxusel Poccun" HaxonuTcs moa mnaTpoHaToM
®denepanbHOro apxuBHOTO areHTcTBa (PocapxuBa)]; [DnekTpoHHbIN pecypc] — DIAEKTPOH.
JIaH. — M., [2001-2015]. — Pexum JOCTyIIa:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHbIII. — 3arm. ¢ skpaHa.

2.1leHTp KOMIETEHLMH II0 BOMPOCAaM JIOKYMEHTAIIMOHHOTO OOEeCHeueHHsl YNpaBlIeHUS U
apXUBHOIO JieNa; [DNEeKTpOHHBbIN pecypc] — DnekTpoH. naH. — M., [2013]. — Pexum nocryna:
www.edou.ru, cBoOOJHBIN. — 3aril. ¢ FKpaHa.

4.MatepuanbHO-TeXHUYECKOE 0OecrieueHre JUCIUTUINHBL.
Y4eOHbI KOMIBIOTEpHBIM Kiace (cMm. m. 8. MarepuanbHO- TEXHHUYECKOE OOecredeHue
mucuuiuinHbl.) [Iporpammuoe obecnieueHue:
WNudopmannonHo-crpaBounas cuctema apxuBHoit otpaciu (MCCAOQO), |. — DnekTpoH. gaH. —
M., [2012]. — Pexxum poctyma: http://www.termika.ru/. — 3ari. ¢ skpana.

Tema 4. (4 uaca). CTpyKTypa U OpraHu3alys apXruBa MEKTPOHHBIX TOKYMEHTOB.

Llenv 3anamus: W3y4eHHE METOJUYECKUX OCHOB CO3JaHMS DJICKTPOHHOTO apXHBa
OpraHu3aIH B COOTBETCTBUHU C HOPMATUBHBIMU YCIOBUSMH XPAHEHHUS.
3aoanue:

1. M3yuuth HOPMAaTHBHO-METOIMYECKYIO 0a3zy XpaHEHHs DJICKTPOHHBIX JOKYMEHTOB B PO,
TpeOOBaHUS K XpaHWIMILY, OOOPYIOBaHUIO, pEKUMAM XpaHCHHsS, TEXHHUUYECKOMY H
IPOrpaMMHOMY OOECIeUeHHIO, MepcoHany. BBIIBUTH OCHOBHBIE (DYHKIIMH, HAIlpaBJICHHbIC Ha
o0ecreyeHne COXpPaHHOCTH JJOKYMEHTOB.

2. Ha ocHOBe HOPMaTHMBHO-METOAWYECKON 0a3bl COCTaBUTH MOJOXKEHHUE 00 IEKTPOHHOM apXUBE
KOHKPETHOW OpraHu3aliy, yKa3aB 3aJadyd U (YHKIMH DIIEKTPOHHOTO apXHBa, €ro Ipasa,
00s13aHHOCTH ¥ OTBETCTBEHHOCTh, B3aUMOOTHOIIICHUs ¢ ciryx00it UT, ciyx60it JIOY, apxuBom,
OTIENIOM KaJIpOB M JPYTUMH CTPYKTYPHBIMH MOJPA3JCICHUSIMH, B IESITEIBHOCTH KOTOPBIX
00pa3yIoTCs 3JEKTPOHHBIE JOKYMEHTBI TOCTOSIHHOTO U JI0JITOBPEMEHHOTO XPAaHEHHUS.



3.

PazpabotaTe TEeXHHMYECKOE 3aJaHWE I10 OCHAIIEHHUIO AJIEKTPOHHOI'O apXHWBa HEOOXOAMMBIM
00OpyIOBaHUEM Ul XpPAHEHHUS TOKYMEHTOB Ha pPa3JIMYHbIX THUIAX HocuTenedl. Paccumrars
U3JIEP’KKH Ha PeaTn3alliio IIPOEKTa.

CocTaBUTh HHCTPYKIMIO MO OOECIEYeHHI0 CoxXpaHHOCTH OJI B apxuBe OpraHu3aIuH,
BKJTIOYAIOIIYIO OMUCAHUE MPOIEIYp, HEOOXOJUMBIX Ul MOIJCPKAHUSA KU3HEHHOTo HuKiIa D1
CO CCBUIKaMH Ha HE0OXoauMoe o0opyaoBaHue (cM. M. 3) U y4eTHbIE POPMBI, (GUKCUPYIOIIHE ITH
npouenypsl (cMm. 3aganue 2.)

Konmponvhuvie 6onpocbi.

KakoBbI (hyHKIMM apXUBa 3JIEKTPOHHBIX TOKYMEHTOB?

KakoBbl HOpMaTHBHBIE TpeOOBaHUS K XpaHumuiyy 31?7

KakoBbl HOpMaTUBHBIE TPeOOBaHUS K pexkuMaM XpaHeHust /1?7

Kakue nporuenypsl HEOOXOIUMO OCYIECTBIIATE ISl MOACPKAHUS )KU3HEHHOTO 1TuKia D/1?
Kakue yueTHble JOKYMEHTBI UX (PUKCUPYIOT?

CHuCOK UCTOYHHUKOB M JIUTEPATYPHI
1.MlcTOYHNKHN OCHOBHBIE

OcHoBHBIE TIpaBUIIa pabOTHI apxXUBOB opranuzanuii. M.,2003. II. 4.

[IpaBuna opranu3anuy XpaHeHUs,, KOMIUIEKTOBAHHUS, y4eTa 1 UCIOJIb30BAHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit deaeparnyu u Ipyrux apXuBHBIX TOKYMEHTOB B OpraHax
roCy/1apCTBEHHOW BIACTH, OpraHaX MECTHOI'O CaMOYIIPaBJIEHUs U opranu3anusax. M.,2015

PexomeHa1my no KOMIUIEKTOBAHHUIO, YUETY U OPTaHU3ALUN XPAHEHHS SJIEKTPOHHBIX apPXUBHBIX
JOKYMEHTOB B apxuBax opranuzauuii. M.: BHUMJIA/L, 2013//Ony06ankoBano Ha caidTe
«ApxuBsl Poccumy. http://www.rusarchives.ru/methodics/index.shtml)

PexomeHamy no KOMIUIEKTOBAHUIO, YUETY U OPTaHU3AINH XPAHEHHS HJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B I'OCYJapCTBEHHBIX U MyHULIMIIANBbHBIX apxuBax M.: BHUNIA/],
2013//Ony6nukoBaHo Ha caiite «ApxuBbl Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

I'OCT P 54989-2012/ISO/TR 18492:2005 «Obecneuenue 10IroBpeMEeHHON COXPAaHHOCTH
AJIEKTPOHHBIX JOKYMEHTOBY, YTBEPKICHHBINH Nprka3oM denepanbHOro areHTCTBa 1o
TEXHUUYECKOMY pEryIMpoBaHHI0 U MeTposoruu ot 17.09.2012 Ne 325-cr.

@OyHKIIMOHANbHBIE TPeOOBaHUS K MH()OPMAITMOHHBIM CHCTEMaM apXUBOB 3JIEKTPOHHBIX
nokyMeHToB opranuzauuid. M:Pocapxus, BHUUJIAL. 2014 //Ony0aukoBaHo Ha caidTe
denepanbHOTO apxuBHOTO areHTCcTBa http://archives.ru/documents/methodics.shtml

1.2.MIcTOYHMKH 1OTIOJTHUTEIBHBIE.
I'OCT PJ1 50-524-84 «Ilopsaok XxpaHeHUs: JOKYMEHTOB Ha MallIMHHBIX HOCUTENAX». M, 1985.
I'OCT 28388-89. «Cuctembl 06paboTku nHpopMayu. JJOKyMEHTHl HA MAarHUTHBIX HOCUTEIISAX
naHHbIX. [Topsaok BeIMoMHEHUS 1 oOpameHus». M, 1991.
OcHoBHBIE TIpaBUIIa Pa0OTHI C HAYYHO-TEXHUYECKOIM TOKYMEHTAlMEeH B OpraHu3alusix U Ha
npennpusatusx. M., 2003.
CpaBHUTENBHBIN aHATU3 (HOPMATOB (PaMIOB ANEKTPOHHBIX JOKYMEHTOB IIOCTOSIHHOT'O
(monroBpeMeHHor0) XpaneHnus». Order on HUP. M.:PITYVY, 2013 //Ony6nukoBaHo Ha caiite
«ApxuBsl Poccun». http://www.rusarchives.ru/methodics/index.shtml).
2.1 JIureparypa oCHOBHasl.
Tuxonos B.M. 3ana4un apXuBHOTO XpaHEHUs 3JEKTPOHHBIX JOKYMEHTOB: 3 onbiTa LIAJIDHM.//
OteuectBennble apxuBbl. 2010. Ne 3. C. 51-60.

2.2.  Jlurepatypa IONOJIHUTEIbHAS.



3apyOeKHBIN OTBIT yIPaBICHUS 3JICKTPOHHBIMU JOKYMEHTAMH U OPTaHU3aIUH UX apXUBHOTO
xpaHeHus. — M., 2014.-388 c.

3.ITepedens pecypcoB HHGOPMAITMOHHO-TEIEKOMMYHHUKAITMOHHOM ceTh « IHTepHETY,
HEOOXOUMBIIA JUISI OCBOCHUSI TUCITUTUIAHBI (MOJTYJIS)

1. Apxussl Poccun. [OtpacneBoit noptan "Apxussl Poccun" HaxoauTtes o naTpoHaToM
®denepanbHOro apxuBHoro arenrcrna (Pocapxusa)l; [DnexTpoHHBbIH pecypc| — DIEKTPOH.
naH. — M., [2001-2015]. — Pexwum gocryna:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHbIII. — 3arm. ¢ skpaHa.

2.1leHTp KOMIIETEHIIMH TI0 BOIIPOCAM TOKYMEHTALIMOHHOTO 00ecreueH s yIpaBIeHUs U
apXUBHOTO JieNa; [ DIEKTPOHHBIN pecypc| — DnekTpoH. gaH. — M., [2013]. — Pexum nocryna:
www.edou.ru, cBoOOJHBIN. — 3aril. ¢ FKpaHa.

4.MatepuanbHO-TeXHUUECKOE 0OecrieueHre JUCIUTUINHBL.
Y4eOHbII KOMITBIOTEPHBIN Ki1ace (cM. 1. 8. MarepHuaabHO- TEXHHYECKOEe 0OecreueHne
mucuuiuinHbl.) [Iporpammuoe obecnieuenue:
HNudopmannonHo-crpaBouHas cucrema apxuBHoii orpaciu (MCCAOQO), |. — DnexTpoH. AaH. —
M., [2012]. — Pexxum poctyma: http://www.termika.ru/. — 3ari. ¢ skpana.
CD-ROM «O06opynoBanue ajst rocynapctBeHHbIx apxuBos» (M.:BHUNJA/L, 2201-2015)

Tema 5. (4 vaca) Meronuueckue OCHOBBI BbIOOpa MpOrpaMMHOE OOECTeueHHe ISl CO3aHUs
AJIEKTPOHHBIX APXUBOB OPraHU3ALUI.

Llenv  3amamus: wu3ydeHue TpeOOBaHUM W KpUTEpUEB BBHIOOpPA COBPEMEHHOTO
IIPOTPaAaMMHOT0 00eclieueHus] B OOJIACTH LEHTPAIM30BAHHOTO XPAHEHUS JAaHHBIX Pa3IMYHBIX
¢dopmaros.

3aoanue:

1. U3yuure HOPMATUBHO-METOAMYECKHE TOKYMEHTBHI, perjaMeHTHpYIomue TpeOoBaHUS K
IPOTPaMMHOMY 00ECTIE€YEHHUIO AIIEKTPOHHOTO apXHBa.
Wroru cucrematusupyiite B BuJIe TaOIUITHI

OOmrme Jononuurenshbie GpyHkimn [10, ocymecTBASIONEro Noaep XKy
(byHKIMOHATBHBIE | XpaHeHus D]
TpeboBaHUs K
coa
VYmupasnenyeckux | Haydno- Ayonunosusyanbsbix | [IC
U TIPaBOBBIX TEXHUYECKHUX
Crnenuduueckue GpopMaThl Ipu XpaHSHUH
OOmrme BUIBI | YpasieHdyeckux | Hayuno- Ayonunosusyanbsbix | [YIC
¢dopmaros, U TIPAaBOBBIX TEXHUYECKUX
00pa3yromuxcs
Opu  XpaHEHUHU
e)i| pa3HbIX
BUJIOB

2. W3yunrte makeThl NOJIb30BATENbCKOW JOKYMEHTALMM IMPOTPAMMHBIX HMPOAYKTOB I BEICHUS
3JIEKTPOHHOT'O apXMBa.
Ha ocnoBe ananmmsza peika [IO B o0sacTu co3fmaHMs 3JEKTPOHHOTO apXHMBa OpPraHU3ALUHU
COCTaBBTE CJIEAYIOUTYIO TaOIHUKY.



3.

)
2)

3)

4)

Ucnone3yiite moptamet  Doc-online.ru, Docflow.ru (karamor) u caidTel pa3pabOTUYHMKOB
IPOTPaMM.
PesynbraTel 06001uTe B TabIHILIE:

[Iporpamma | @yukuuu | [logaepxxuBaembie | COOTBETCTBUE JIns xakoro Buaa
u dbopmatsl apXUBOBEAUECKUM | 3JIEKTPOHHOTO
pa3paboTYnK TpeOOBaHUSAM K | apXHBa  MOXKET
Coll HCIIOIL30BaThCS.
(ympaBieHUEeCKOM
JOKYMEHTAlLlUH,
HTJ,
ayIMOBU3YyAJILHOU
JIOKYMEHTAIUN )

PazpaboTtaTe TEXHHMUYECKOE 3aJ]aHNE 110 OCHAILIEHHUIO 3JIEKTPOHHOTO apXUBa OpraHu3aluu
TEXHUYECKUM U MPOrPaMMHBIM obecrieueHueM, He0OX0IMMBIM 000pYI0BaHUEM Ui XpaHEHUS
JOKYMEHTOB Ha Pa3jM4YHbIX TUIIAX HOCUTEJEH (IIPU CO3JaHUM IEKTPOHHOTO apXHUBa
YIPaBIECHUYECKUX JOKYMEHTOB, ay/IHOBU3YaIIbHON U HAyYHO-TEXHUYECKON JOKYMEHTAI1H )
Paccunrath n3nepKKH Ha peann3anuio IpoeKTa.

Konmponvnwvie éonpochwi:
@DyHKIUH TEKTPOHHBIX aPXUBOB KaK BHJIa IPOTPAMMHOTO 00ECTICYCHHUS.

Kakue ¢opmarel gaHHBIX HEOOXOAMMO XPAaHUTh NPU CO3JAaHUU B OPTaHU3ALMUHU SJIEKTPOHHOTO
apxuBa yNpaBJICHUECKOH, HAyYHO-TEXHUUECKON, ay TMOBU3yaJIbHOM TOKyMEHTaluu?

KakoBsl Tpe6oBanus k I1O mist anekTpoHHOTrO apxuBa’?

KakoBel BO3MOkHOCTH coBpemenHoro IIO B obOnactu BBOAa WH(pOpPMAIMM, OINUCAHMS,
KJ1acCU(UKALMIO, TIOMCK, MUTPAIHIO (KOHBEPTUPOBAHKE) TaHHBIX ?

Cnucox ucmouHuKko u iumepamypol

1.HMcmounuku ocHogHble

[Mpukaz Munkomcsizsu Poccun ot 02.09.2011 Ne 221 «OO6 yTBepkIeHHHM TpeOOBaHUHN K
MHPOPMALIMOHHBIM CHUCTEMaM BJIEKTPOHHOTO JIOKYMEHT0000poTa (hefepalibHBIX OpraHoB
UCTIOJTHUTENILHOM  BJIACTH, YYUTHIBAIOIIMX B TOM YHCIE HEOOXOOUMOCTh 00pabOTKH
MIOCPEJICTBOM JAHHBIX CUCTEM CIyKeOHOW MHPOPMALIMU OIPaHMYEHHOTO JIOCTYTIA)
PexomeHaImu 1mo KOMIUIEKTOBaHHIO, YUETY U OpraHU3alMK XpPaHEHHUS HJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B apxuBax opramm3anuii. M.: BHUUJAJ, 2013//OnybnukoBaHo Ha caiite
«ApxuBsl Poccumy. http://www.rusarchives.ru/methodics/index.shtml)

PexomeHanmu no KOMIUICKTOBAHUIO, YUETY U OpraHU3aLUU XPAaHEHHUS SJICKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHbIX U MyHMIMNAiAbHBIX apxuBax M.:. BHUNJIA/L,
2013//Ony6nukoBaHo Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).



I'OCT P 54989-2012/ISO/TR 18492:2005 «OOecneueHne IOATOBPEMEHHONH COXPAaHHOCTH
AJIEKTPOHHBIX  JIOKYMEHTOB», YTBEP)KICHHBIM TpukazoM @DenepaabHOro areHTcTBa IO
TEXHUUYECKOMY pEryIHpoBaHHio U MeTposoruu ot 17.09.2012 Ne 325-cr.

I'OCT P 54471-2011/ISO/TR 15801:2009 «Cucrembl 53IE€KTPOHHOTO JOKYMEHTOOOOpOTA.
Vnpasinenue gokymenranuei. Wupopmanms, coxpaHsemas B JJIEKTPOHHOM  BHJE.
PexomeHnganmu mo o0ECrEeYeHUI0 JOCTOBEPHOCTH M HAICKHOCTH», YTBEP)KICHHBIM NPHKA30M
@enepalIbHOTO areHTCTBA 110 TEXHUYECKOMY pEryiupoBaHuio U MeTposnoruu ot 18.10.2011 Ne
466-CT.

@OyHKIMOHANbHBIE TpeOOBaHUS K HWH(POPMAIMOHHBIM CHCTEMaM apXWUBOB 3JIEKTPOHHBIX
NOKyMeHTOB opranuzammii. M:Pocapxus, BHUMNJIAJl. 2014 //OnybnukoBaHo Ha caiiTe
denepanbHOTO apxuBHOTO areHTCcTBa http://archives.ru/documents/methodics.shtml

1.2. Mcmoynuku oononHumenvHoie.

I'OCT 52292-2004. YnpasneHue opranuzaneil. DJIeKTPOHHBIM perIaMeHT aAMUHUCTPaTUBHON
u ciykebHoit nesrenbHocTH. OcHOBHBIE NosoxkenHus. C 1 urons 2005 r.

I'OCT P UCO 15489-1-2007 «CUBU /. Ympasinenue nokymeHtamu. O6mue TpedoBanus». M.:
Crannaptundopm, 2007.

ApXUBOBEIYECKHE U JOKYMEHTOBEAUECKUE (PYHKIMOHAIbHbIE TPEOOBaHHUS K MHPOPMALIMOHHBIM
cucremMaM, O00eCHEeuMBAIONIMM JJIEKTPOHHBIA JOKYMEHTOOOOpOT B TMpOLEcce BHYTPEHHEH
NesITeNbHOCTH (henepanbHbIX OpraHoB HcnonHuTensbHON Biactw» (M.:BHUMJAJ, 2013),
//Omy0GIMKOBaHO Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).

2.1  Jlumepamypa ocnogHas.
Tuxonos B.M. 3anaum apXuBHOTO XpaHEHUs 3JIEKTPOHHBIX JOKyMEHTOB: U3 onbita LIAJIOHM.//
OteuectBennble apxuBbl. 2010. Ne 3. C. 51-60.

2.2, Jlumepamypa oonornumenvHas.
3apyOeKHBII OMBIT YIPABICHUS JIEKTPOHHBIMH JOKYMEHTAMH U OPTaHHU3aIlUH UX ap-XUBHOTO
xpaHeHus. — M., 2014.-388 c.

IL1aHBbI cCeMUHAPCKHUX 3aAHATHI U METOAUYECKHE YKAa3aHHUA 10 UX

BeinosHeHuo.

[1naHbl CEeMMHAPCKUX 3aHATUH 0 AUCHUIIIMHE « DJIEKTPOHHBIE apXuBbl. Y, 1»

Tema 1. Ponb 351€KTpOHHBIX JOKYMEHTOB B COBPEMEHHOM Mupe. IToHsTHE 2IEKTPOHHOTO
JOKyMEHTa. 2 4Jaca.

Bormpocs! k 3aHATHIO:

1) [ToHsTHE 27EKTPOHHOIO TOKYMEHTA, JOKYMEHTA Ha MAallIMHHOM HOCUTENIEH, B
3akoHogarenbcTBe, ' OCTAX o nunpopmaTuke, apXUBHOMY A€y, U3AATEIbCKOMY AETy.
2) Crieruduika 31€KTPOHHBIX IOKYMEHTOB KaK 00BEKTOB apXUBHOT'O XPaHEHUSI.

3) Jluckyccun o ctatyce 31€KTPOHHBIX TIOKYMEHTOB B JOKYMEHTOBEACHUH.

JIureparypa ocHOBHas:

®enepanbhblii 3akoH 0T  26.07.2007. Ne 149-03 «O6 undpopmanuu, UHGOPMAITHOHHBIX
TEXHOJIOTUSX U 3amuTe uHpopMmamn» »//Poccuiickas razera. 29 urons 2006 r. Ne 4131.

3axoH P® «O0 snexTponHoi nugposoii mognucu» ot 10.01.2002 N 1-P3//Cobpanue
3akoHopaarenscTBa Poccuniickoit ®@enepanun. 2002. N 2. Ct. 127.

I'OCT 52294-2004. DnexTponHblii 00MeH unpopmaruenn. Tepmunsl u onpenenenus. C 1 uromns
2005 r.



I'OCT 7.83-2001. CUBU /. DnextponHbie u3aanus. OCHOBHBIC BU/Ibl U BHIXOJHBIE CBEICHUS

ot 01.07.2002

I'OCT 52292-2004. YnpasneHue opranuzanueil. JNeKTPOHHBIN PErIaMEeHT aAMUHUCTPAaTUBHON
u ciyxeOHoi nestenbHocTH. OcHOBHBIE TonokeHus. C 1 urons 2005 T.

I'OCT P 51141-98. Jlenonpou3BoACTBO U apXUBHOE /1e10. TepMuHbl U onpeeneHus. — M.,
1998.

I'OCT 28388-89. JlokyMEHTBI HAa MATHUTHBIX HOCUTEIAX JaHHBIX. [lopsAa0K BBIIONIHEHUS 1
obpamenuss ot 01.01.91

Tuxonos B.M. DnekTpoHHbIE JOKYMEHTHI U apXUBBI. YUeOHO-MeToIuueckoe nocooue. M., 2008.
C. 5-20.

JIureparypa AONOIHUTENbHAS:

Tuxonos B.M. Opranu3zanusi apXuBHOTO XpaHEHHUs AIIEKTPOHHBIX JOKYMeHTOB//Kpyr nzeii:
JITOPUTMBI U TEXHOJIOTUU ucTopudeckoit nHpopmatuku. Tpynsl X Kondepenuu acconuanuu
«HMcropusa n xomnsrorep». M-bapnayi, 2005. C. 393-395.

Kucenes U.H. DnekTpoHHBIE JOKYMEHTBI: OCHOBHBIC HAIIPaBJICHUs UCCIIe0BaHU//BecTHUK
apxusucta. 2000. Ne 3-4. C. 162-166.

MuxaiinoB O.A. DieKTpoHHbIE TOKyMEHTHI B apxuBax. M3a. 1-e. M.: Iuanor-MI'Y, 2000.

Tema 2. [IpaBoBOii cTaTyc 3JIEKTPOHHOIO B HAIlIeH CTpaHe U 3a pyOexoM. 4 yaca.

1) PernameHTanus 10puanyeCcKoi CUIIbI AEKTPOHHOIO JOKYMEHTA B MEXTyHAPOIHOM
ToproBoM npase. MonenbsHble 3akoHbl FOHCUTPAJL

2) DNEKTPOHHOE MPaBUTENILCTBO U pErJIaMEHTALMSI FOPUIUYECKON CHIIBI 3JIEKTPOHHOTO
JOKYMEHTA.

3) HupextuBa EC 00 371eKTpOHHBIX HUPPOBBIX MOAMHUCX U 3aK0H PO «O0 DLI».

4) PernamenTanus ropunuueckoi cuiasl D/ B Hallel cTpaHe.

5) ABTOpPCKOE ITPaBO U UHTEPHET.

6) ABTOpCKHE IpaBa Ha dJIEKTPOHHBIE JOKYMEHTHI.

JIureparypa ocHOBHas:

®enepanbhblif 3akoH 0T 26.07.2007. Ne 149-03 «O6 undpopmanuu, UHGOPMAITHOHHBIX
TEXHOJIOTUSX U 3amuTe nHpopMmamn» »//Poccuiickas razera. 29 urons 2006 r. Ne 4131.

3akoH P® «O0 snexTponHoi nugposoii mognucu» ot 10.01.2002 N 1-P3//Cobpanue
3akoHopaarenscTBa Poccniickoit ®@enepanuu. 2002. N 2. Ct. 127.

[TpaBuia opraHu3anuy IEIONPOU3BOJACTBA B (heAepalIbHBIX OpraHax UCIOJHUTEIBHON BIACTH.
VYTBepxaeHs! nocranoBieHueM [IpasutenscrBa Poccuiickoit @enepanuu ot 15 urons 2009 r. N
477.

I'OCT 6.104-84. YHuduuupoBaHHble CUCTEMBbl NOKyMeHTauuu. Ilpuaanue ropuanueckoi
CWJIBI IOKyMEHTAM Ha MAIlIMHHOM HOCHUTEJIE U MAlIMHOTpaMMeE, CO34aBacMbIM CPEICTBAMU
BBIYHUCIUTENBbHON TeXHUKU. OCHOBHBIE ITOJIOKEHMUS.

Jlapun M.B., PeickoB O.U. DneKTpoHHBIE JOKYMEHTHI B YIIPaBJIEHUH: METO/I. mocooue /
BHUMJAL. — M., 2008. — C. 123-205.

JlutepaTypa 1ONOJHUTENBHAS.

Jlapun M.B., PsickoB O.U. YpaBneHne 10KyMEHTaM1 Ha OCHOBE MEXAYHAapOAHOIO CTaHAapTa
HCO 15489-2001: meton. mocooue / BHUUJAL. — M., 2005. — C. 5-90..

CoxoBa A.H. JlokymMeHTOBeIeHHE: TEOpHs U IpakTuka: u3op. tp. / BHUUJIAL. M., 2009. C. 3-
117.

Tema 3. BxoxeHue J0KyMEHTOB, CO3aHHBIX CPEICTBAMHU IEKTPOHHO-BBIUNCIUTEIBHON
TEXHUKHU ¥ UMEIOIUX MMOJIUTUYECKOE, HAYUYHOE, HCTOPUUECKOE U COLUATIBHO-KYJIBTYPHOE
3Ha4YeHue B coctaB ApxuBHoro ¢onaa PO. 4 yaca.



1) Crienuduka «TpaaAuIUOHHBIXY» KputepueB D[] 31eKTpOHHBIX JOKYMEHTOB.

2) Kpurepnii crenenu arperupoBaHHocTd uHGopmanuu /1.
4) Texnonoruueckue kpurepuu I D/1.
5) [lepenaua 37eKTPOHHBIX JOKYMEHTOB HA XpaHEHHUE B apXUB OpraHU3allly,

rOCyJapCTBEHHBIM U MYHHULIMIIAJIBHBINA aPXUB: MIOPSAI0K U IIPOLIEyPa COINIACHO HOPMATUBHO-
METOANYECKUM JOKYMEHTAM.

JIureparypa ocHOBHas:

OcHoBHBIE TIpaBMIIa pabOTHl apXMBOB opraHu3anuii /OmnoOpeHbl peleHneM KOJIeTuu
Pocapxusa ot 06.02.2002. M.,2003. C.9 (n.2.1.4), C. 58. (11.6.6), C.67-69 (11.7.7).

TuxoHos B.I1. IlpuMeHeHHE TpaAULIMOHHBIX METOIOB B OKCIIEPTU3E LICHHOCTH DJIEKTPOHHBIX
nokymMeHToB // OredectBeHHble apxuBbl. 2009. Ne 3. C. 37-47.

Tuxonos B.M. 3ana4un apXuBHOTO XpaHEHUs SJIEKTPOHHBIX JOKYMEHTOB: U3 onbiTa LIAJIDHM.//
OteuectBennble apxuBbl. 2010. Ne 3. C. 51-60.

TuxoHoB B.I1. Meroauueckue U NpaKTUYECKUE aCIIEKThI SKCIIEPTU3BI LICHHOCTHU JIEKTPOHHBIX
nokymeHnToB // Bectauk apxusucta. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

JlutepaTypa 1ONOJHUTENbHAS:

OcHoBHBIE TIpaBUIIa pabOTHI C HAYYHO-TEXHUYECKOM qokyMmeHTanueit. M, 2003.

Pexomennammu no or6opy Ha XpaHEHHE HJIEKTPOHHBIX HAYYHBIX M TEXHUYECKHX TOKYMEHTOB/
BHUNAL., B.M. XKXurynos. M.,2002. 98 c.

Tuxono B.M. «XpaHuTh HENb3s1 yHUUTOXKUTH?» METOA0I0IrMUECKHE U IPAKTUUECKHUE ACIIEKTHI
B HKCIIEPTH3€ LIEHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB//Kpyr uneit : MexaucumInHapHbIe
MOJXO0/bI B UCTOpHUecKol uHpopmaruke. .M.:13x-80 MI'Y, 2008. C.16-63.

Tema 4. OnbIT rocy1apcTBEHHBIX U BEIOMCTBEHHBIX apXUBOB 10 0TOOPY, IpUEMY, XPAaHEHUIO U
HCII0JIb30BAaHUIO AIEKTPOHHBIX IOKYMEHTOB B Halllel cTpaHe. 2 yaca

1) Buzsl apXuBOB 2JIEKTPOHHBIX JOKYMEHTOB.
2) CrpyKTypa 1 opraHu3aius apxuBa 3JE€KTPOHHBIX JOKYMEHTOB.
3) AHanu3 cocTaBa ¥ NPUHIUIIOB KOMIIJIEKTOBAHUS CETEBBIX apXHUBOB.

JIurepartypa ocHOBHas:

Tuxonos B.M. DnekTpoHHbIE JOKYMEHTHI U apXUBBI. YUeOHO-MeToIuueckoe nocooue. M., 2008.
C.21-45.

JlutepaTypa 1ONOJHUTENbHAS:

CaBun B.A. ApxuBHbIe JIeKTpOHHBIE HH(OpMaMoHHbIE pecypchl Poccuiickoit deneparum:
uaeHTuGuKanys u Knaccupukamys /OredectBeHHble apxuBbl. 2008. Ne 4. C. 31-38.

Tuxonos B.M. Opranu3zamusi apXuBHOTO XpaHEHHUs IIEKTPOHHBIX JOKyMeHTOB//Kpyr nzeii:
JITOPUTMBI U TEXHOJIOTUU UcTopudeckoit nHpopmaTuku. Tpynsl X Kondepennuu acconuanun
«HMcropusa n xomnsrorep». M-bapnayi, 2005. C. 393-395.

Tuxonos B.M. 3ana4un apXuBHOTO XpaHEHUs SJEKTPOHHBIX JOKYMEHTOB: U3 onbiTa LIAJIDHM.//
OteuectBennble apxuBbl. 2010. Ne 3. C. 51-60.

®ponosa E.B. Dnexrponnsiii apxus TromeHcko oOmactu. // OteuecTBeHHble apxuBbl. 2009. No
6. C. 43-46.

Tema 5. 3apyOeKHbIi OIBIT IO CO3JAHHUIO APXUBOB JEKTPOHHBIX IOKYMEHTOB. 2 Yaca.

1) HcTopus apxMBOB MAIlIMHOYUTAEMBIX IaHHBIX B HAIIIEH CTpaHe U 3a pyOeKOM.
2) CocTaB 10KyMEHTOB apXHMBOB MAIlIMHOYUTAEMbIX JaHHBIX.
3) OcHOBHbIE HaNpaBIEHUS AEATEIbHOCTH ApXUBOB MAIIMHOYNTAEMBIX TAHHBIX.

JIureparypa ocHOBHasl.



Tuxonos B.M. DnekTpoHHbIE JOKYMEHTHI U apXUBBI. YUeOHO-MeToIuueckoe nocooue. M., 2008.

C. 21-45TuxonoB B.W. DnekTpoHHBIE JOKYMEHTHI U apXUBBI. Y 4eOHO-METOINYECKOE TOCOOHE.
M., 2008. C. 21-45

Jluteparypa TOMOIHUTENIbHAS.

I'apckoBa .M. ba3bl u OaHKM TaHHBIX B UCTOPUYECKHX HCCIeqoBaHUsAX. M., 1994.
MuxaitioB O.A. DeKTpoHHBIE TOKYMEHTHI B apXHBaXx: MPOOJIeMbl MpHeMa, 00ecTIedeHuUs
COXPAaHHOCTH, UCTIOJIb30BaHUS. AHAIUTHYECKUH 000D 3apyOeKHOTO U OTEYECTBEHHOT'O OIBITA.
/Pocapxus, POUA, PT’A HT/I. 3-e u3x., non. M .,2002. Ku. 1,2.

Hocesuu B.JI. DnexTpoHHbIE JOKYMEHTHI B OpuTaHckux apxuBax// MHhopMarmoHHbII
Oroyuterens accouuaryu “Hcropus u kommeiotep” . M., 1998. Ne 22. C.117-121.

OH xe. ApXHB 3JIEKTPOHHBIX IOKYMEHTOB: Oenopycckuii onbiT// OtedecTBeHHBIE apXuBbl. 2002.
Ne 1. C. 44-52.

Csollroxyaii. YnpaBieHue 31€KTPOHHBIMU JOKyMeHTamu B Kurae: cocrosiHue u
nepcnekTuBbl//OtedecTBeHHble apXuBbl. 2010. Ne 6. C. 59-64.

Xabubymmuna I A. Poccuiicko-6enopycckuii cemunap "PectaBpariust u cTpaxoBoe
KOIMPOBAaHUE apXUBHBIX JOKyMeHTOB" // OreuectBeHHbIe apxuBbl. 2009. Ne 6. C. 114-115.

9.2 MeTtoaudeckue PEKOMEHIAIIUMA 110 ITOATOTOBKE INCHbMECHHBIX paﬁoT

B npornecce o0yuenus ctyaentsl PITY BBINONHAIOT pa3Hble BUBI TUCbMEHHBIX PaloT.

OCHOBHBIMU IIETISIMH MUCBMEHHBIX Pa0OT B By3€ SIBISIOTCA:

* 3aKpeIUICHHUE MOJTyYEeHHBIX 3HAHUH M0 CIIEIHATLHOCTH, IPUMEHEHNE 3TUX 3HAHUH MPH
peneHnH MpoeCCUOHATBHBIX 3a1a4;

* pa3BUTHE HaBBIKOB BEICHUS CAMOCTOSTEIILHON pabOTHI, OBJIaIeHIE METOAUKAMU U
MPUHIUIIAMUA CAMOCTOSITEIbHON MCCIIeI0BATEIbCKON IEATEIbHOCTH;

* (hopMupoBaHNE YMEHHUS TPAMOTHO U JIOTHYHO U3JaraTh COOpaHHbIC HAy4YHbIE JaHHbIC
U MaTepuaibl COOCTBEHHON MCCIIeI0BATEIbCKON IEATEIbHOCTH.

Haubonee npocras, HO oueHb BakHas popMa MUCbMEHHOU pabOTHI B By3€ — 3TO
KOHTpoJbHast pabota. OHa ABiIsIeTCs 00513aTENBHBIM 3JIEMEHTOM CaMOCTOSATEIBHOM paboThI
CTYZCHTA U, TIPEXKJIE BCETO, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATh U NIEpeaBaTh
UHOPMALIHIO.

OTOT BUI MUCBMEHHOM PabOThI MPEIYCMOTPEH YUeOHBIMH IUTAHAMU ITOATOTOBKH
0akanaBpoB M Ha Kadenpe apXUBOBEICHHS MTPeIaracTcsl B paMKax U3ydeHUs 0OIUX KypCcoB U
KIIB.

Taxke B mporecce 0OydeHHUs! CTYACHTY IPEICTOUT BBIOJHEHHE KYPCOBBIX padoT,
KOTOpbIE (POPMUPYIOT UCCIIEAOBATEIBCKUE HABBIKU, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3ALUH 1
OCMBICJICHHSI YK€ CYIIECTBYIOLIETO 3HAHWS M HANpPaBICHbBl HAa CaMOCTOSTEIIBHOE pELICHHE
HEKOTOPBIX TEOPETUYECKUX WM MpakTHYeckux 3amad. KypcoBas paboTa IEeMOHCTpUpYET
yMeHHue paboTaTh C UCTOUHUKAMH, UCIIOJIb30BaTh JOCTHXKEHHSI COBPEMEHHON HayKH (Harpumep,
UCTIOJIb30BaTh JOCTHKEHHSI apXHUBOBEICHUS, a TAKXKE CMEXHBIX HAyK M HAYYHBIX AMCLUIUINH),
YCIIEIIHO pelaTh MOCTaBICHHBIE 3a7ayd, o0pabareiBaTh M 0000maTh Marepuai. Hammcanue
KOHTPOJILHOM pPa0OThI, MOJArOTOBKA M 3allUTa KYpPCOBOM MMEET psAJ OpPTraHU3alMOHHBIX H
METOAMYECKUX 0coOeHHOCTeH. O3HAKOMIIEHHE C JaHHBIMH METOAWYECKHMMHU PEKOMEHIAIMSIMH
MIOMOJXKET CTYZECHTaM NpPaBUJIbHO OPraHU30BaTh CBOIO YUEOHYIO W HAyYHO-HCCIIEIOBATEIbCKYIO
pabory.

OO0mue TpedOBaHNUS K CTPYKTYpPe U COAePKAHMIO MHCbMEHHBIX padoT



BaxHoii ¢opmoii caMOCTOATENBbHOM pabOTHI CTy/ACHTA SIBJISETCS KOHTPOJIbHAs padorTa.
Ona mpemycMoTpeHa aisi OOJIBIIMHCTBA TUCIMIUIMH y4eOHOro IJIaHa, YMTaeMbIX Ha Kadenpe
apxuBoBezieHUs. Ee HanucaHue nmpecienyer 1eib yriyOnIeHHOW NpopaOOTKU AUCIUITNHEIL.

KontponbHast paboTa BBIMONHAETCS CTYJCHTaMH B COOTBETCTBHM C TEMAaTHUKOM,
©XKErogHo  yTBepknaemor  kadenpoil. KonrTponbHas paboTa  SABISETCS  3JIEMEHTOM
CaMOCTOSITENIbHON pabOThI CTYACHTOB, TO3TOMY BBIOODP TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HamucaHMs KOHTPOJBHOH pabOThl CTYJEHT JOJDKEH B IIEJIOM O3HAKOMHUTHCS C
paszzienamu Kypca, peyCMOTPEHHBIMHI Y4eOHOM POrpaMMOi.

PabGota 1m0 HamMCaHUIO KOHTPOJBHOM HAUYMHACTCA C BBIABICHUS M HW3YyYEHUS
UCTOYHHUKOB W JHUTEparypsl 1o Teme. Ilo okoHuaHuu cOopa W H3Y4YeHHs JHUTEpaTyphl H
MCTOYHUKOB CJEIyeT MpOoAyMaTh IUIaH KOHTPOJbHON paboThl. CocTaBieHUE IUIaHA — Ba)KHAS
yacTe paboTel Hajg Temol. [lman mpencraBnsieTr coOoi mepedeHb BOIMPOCOB, OTPAKAIOIIUX
coJiepkaHue uccienoBanus. OT TOro, HaCKOJIBKO YETKO OH IPOAYMaH M IOCTPOEH, BO MHOI'OM
3aBUCUT KayeCTBO KOHTPOJILHOM paboThl. B miaH 1enecoobpa3zHo BKIOYUTH HanOosee BaXKHbIC
TEOPETUYECKHE M TPAKTHYECKUE BOIMPOCHI TEMBI, KOTOPHIE MPU HEOOXOIUMOCTH MOTYT OBITH
neranu3upoBanbl. Kak mpaBuio, pabounii BapuaHT IUlaHA JOJDKEH OBITH Pa3BEpHYTBHIM, UTO
obuieruaet paboTy HaJ| TEMOM.

B okoHuaTenbHOM BapuaHTE IUIaH MOXET OBITh JJaH B COKPALICHHOM BHUJE, HO
00s3aTeNbHBIM YCIIOBHEM TIPH 3TOM SBJISIETCS OTPa)XEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOW pa 6ore. CocTaBleHHBIN IUIAH JOJDKEH HAHUTH OTpakeHUE B
OIJIaBJICHUU K KOHTPOJBbHOH pabote. PaboTa MomKHA BKIIIOYATh TUTYJBHBIN JIUCT, OTJIaBIICHHE,
BBEJICHHE, OCHOBHYIO 4YacTh, COCTOSIIYI0 W3 HECKOJBKUX pa3JesioB WM maparpagos,
3aKIII0YCHUE, CITUCOK MCTOYHUKOB M JIUTEPaTyphl. Bo BBeJeHNN HEOOXOJUMO KPAaTKO PacKpPbITh
3HAYCHHE M aKTYaJbHOCTh M3y4aeMOIo BOIpoca (TeMbl), Ha3BaTh OCHOBHBIC 3a/1a4M PalbOTHI, ee
XPOHOJIOTUYECKUE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUMl 0030p HCTOYHHUKOB H
aurepatypel 1o Teme. OO030p HMCTOYHMKOB M JIUTEPATYphl HE JOIDKEH CBOJUTBHCS K
MIEPEUNCIIEHUIO HCIOJIb30BAHHOTO aBTOPOM HOPMATHUBHOTO MaTepuana M OIyOJMKOBaHHBIX
crareil. B Hem cnenyer naTh aHaTU3 UCTOYHUKOB M JHUTEpaTyphl. B 3aBUCMMOCTH OT 0ObeMa U
IEJIEBOTO Ha3HAYeHHUs paboThl, 0030p MCTOUYHUKOB M JIUTEPATypbl MOXET OBbITh NMpEICTaBICH
OTAENbHBIM Maparpadom Uil pa3aeaoM B OCHOBHOM yacTu pabOTHI.

OcHOBHasi yacTb KOHTPOJBbHOM pabOThl MODKHA OBITH HM3JI0KEHA B COOTBETCTBUHU C
IJIJAHOM, OCBEIIATh COCTOSHME M COACPKAaTh aHAIU3 PacCMaTPUBAEMBIX BOIIPOCOB C Y4ETOM
COBPEMEHHOT'O YpPOBHS Pa3BUTUSl TEOPETUYECKUX 3HAHUH U OIBITa MPAKTUYECKOH pabOTHI
apXMBHBIX YUPEXKICHUI B 3TON 00JIaCTH.

IIpu packpblTUM TOW WM WHOM TEMBbl CTYAEHT IOJDKEH CTPEMHUTBCS MHOAPOOHO U
r7yOOKO H3JIOXKHUTHh KpPyr BONPOCOB, BXoasmmx B Hee. Ilo Mepe paccMoTpeHMs Martepuana
OTICNbHBIC TOJOXKEHUS KOHTPOJBHOM paboThl ClleqyeT WUIIOCTPUPOBATh MpUMEpaMHu U3
JUTEPATyphl U, IO BO3MOXXHOCTH, U3 MPAKTHKH paOOThl KOHKPETHBIX apXHBOB C 003aTEIbHBIMH
CCBUIKAMU Ha JIUTEPATypy M HCTOYHUKH. B 3aKiI0YeHHH KOHTPOJIHHOH paboThl HEOOXOIMMO
MIOJIBECTH UTOTH TEOPETUUECKOM M MPaKTHUECKOH pa3paboTku BOonpocoB. CIUCOK HCTOYHUKOB H
JUTEpaTyphl NPEACTaBIseT COOOH IepeyeHb HCMOIb30BAaHHBIX PAadOT MO TeMe, B KOTOPOM
yKa3bpIBalOTCsA (paMWIIMK M MHULMANBI aBTOpa (aBTOPOB), Ha3BaHUE PabOTHI, MECTO, BpEMs ee
OITyOJIMKOBAHUS M CTPAHUIIBI.

9.3 MerToanueckue yKazaHus AJs 00y4aHOIIUXCS 110 OCBOCHHUIO
AUCHHUILIAHBI (MOAYJIs1)

| Buo pabomu! | Cooepocanue | Tpyooemkocme | Pexomenoayuu




(nepeuens camocmosmens
80NpPOCO8) -HOU pabomul
(6 uacax)
[TonroroBka x| )Paznuuue l.®enepanbublii  3akoH P® ot
BBOJHOU Ooeunuyuu 4y 10.01.2002 N 1-®3 «O06 31meKTpoHHOI
b (9017171 IEKMPOHHO20 muppoBoit  moamuckw»  //Cobpanue
OOKYyMeHma 8 3aKOHOJATENILCTBA Poccuiickoit
ungopmamuxe, O®epnepauuun. 2002. N 2. Cr. 127.
u30amenbeKom 2.@edepanvrviii  3axkon P® om 6
Oere, anpens 2011 2. N 63-@3 "Ob6
OOKYMeHmMOoBeOeHUU anekmponnou noonucu"// Poccuiickas
u apxueogedenuu ? eazema. 2011, 8 anpena. Ne 5451.
2) Kaxue 3. Jlapun  M.B.  OnexkmpoHHvle
onpeoenenus OOKYMEHMb: HOpMamugeHo-
NOHAMUSA Memoouueckoe obecneuenue//
«2]IeKIMPOHHO20 Becmnuk apxusucma. 2008. Ne 4. C.

OOKYMEHmay ecmb
8 MeNCOYHAPOOHBIX
U  HAYUOHATLHBIX
cmanoapmax u
HOPMAMUGHvIX
akmax?

3) Kax usmenunocw
noHsAmue

«3NIEKMPOHHO20
OOKYMeHma» 8
ghedepanvHbix
saxonax 06 «L[I1»
u 06 «2Iy?

4) B uem paziuuue
NOHAMULU

9/IEKMPOHHO20
OOKYyMeHma u
OOKYyMeHma Ha
MAUWUHHOM
Hocumenne 8
3aKoHOOamenbcmee
, TOCTAX?

4) Kax Ha pasnvix
IManax MeHsIUCh
¢opmamul, u
Hocumenu /7

5) Kaxosevr smanvi
pazeumus
aA8MOMamu3uUpoBaH
HO20
OOKYMeHmMOoobopom
a?

6)Kax  mensanuco

106-124.
4. Tuxonose B.A., Owun B.A.

CmanoeﬂeHue u paseumue apxueoe
MY 6 1960-80-¢

2e.//Omeuecmeenuvie apxusvl. 1998.
MNe 6. C. 39-46.

5. T'envbman-Bunoepaoos KF.
Mawunouyumaemvle  OOKymenmsl 8

CCCP. Yuebuoe nocobue.Bvin. 1.
M.-MTHAH, 1980.C. 7-14. 17-33, 48-
81.




VHpasneHueckue
@yHryuu
9/1eKMPOHHBIX
OOKYMeHmMOog?

IloaroroBka
nexuuu 1.

K

1. Kaxue
0COOEHHOCTH
AJIEKTPOHHBIX
JTOKYMEHTOB
00BEKTOB
apXHBHOTO
XpaHeHuss  ObUIH
BbIIeNieHbl B 1980-
e TOZbI B
apXUBOBEAECHUN?

2. Kakue MHeHus o
craryce
AJIEKTPOHHBIX
JTOKYMEHTOB
BBICKa3bIBAIMCh B
OTEYECTBEHHOM
apXMBOBEACHUU U
JTOKYMEHTOBEICHU
u?

3.Kakue TpakTOBKH
TIOHATHUS
«DIIEKTPOHHBIN
TOKYMEHT
BBIJIBUTAIOT
yueHble?

KakK

8 uacoe

1. TuxonoB B.M. DnexrpoHHble
JOKYMEHTBl M  apXuBbl. Y4eOHO-
MeToguueckoe mocodbue. M., 2008. C.
5-20.

2.Kucenes N.H. ONEKTPOHHBIE
JTOKYMEHTBI: OCHOBHBIC HAIPABICHUS
uccieoBanmii//BectHuk  apxuBHCTA.

2000. Ne 3-4. C. 162-166.

IloaroroBka
JIEKLIAH 2.

K

1)Kaxoewl
ceoticmea
O00KyMeHma
CO2NACHO IoCcTt
15498-1-2007?

2) Kaxoswi
cpeocmaa
VCMAaHoBIeHUs
AymeHmu4HOCmu U
yenocmuocmu I/?
3) Kax
pe2namenmuposana
npoyedypa
YOocmoeepeHus.
IOPUOUYECKOU  CUTbL
I 6 mooenvhvix
3aKOHAX,
PazpadbomaHHvIx

10 wuac.

1)Jlapun M.B. Onexmponnvie
OOKYMEHMb: HOpMamugeHo-
Memoouueckoe obecneuenue//
Becmnuk apxusucma. 2008. Ne 4. C.
106-124.

2)AdanaceeBa JLII. DnekrpoHHBIE
JOKYMEHThI B JIENOMPOW3BOJACTBE U
apxuBe opranuzanuu// Cekperapckoe

neno. 2006. Ne 1-3.

3) Jlapup M.B., PrickoB O.U.
DJEeKTPOHHBIC JTOKYMEHTBI B
yOpaBJIeHUW: METOoA. mocobue /

BHUMJAL. — M., 2008. — C. 123-
205.




FOHCUTPAJI?

4) B yem paznuuue
peznamenmayuu
npoyeoypol
yoocmogepeHus 10p
cuvl )| 8
Jupexmugse EC 006
INIeKMPOHHBIX

yugpposwvix
NOONUCAX U 30KOHe

P®  «O6 OLI»
2002 200a?

5) Kax noeuusn
nepexoo
gheoepanvHbix
opaanos
UCNOTHUMENbHOU
gnacmu Ha pabomy
8 pamkax
«nekmpoHHo20
npasumenbCcmear
HA pe2nameHmayuro
IOPUOUYECKOU  CUTbL
INIEKMPOHHO20
ookymenma 6 P®
H4  CO8PEMEHHOM
smane?

6) Kaxue
HOpMamueHbvle
OOKYMeHmMbl
pe2namenmupyom
yoocmoeepeHue
IOPUOUYECKOU  CUTbL
3/ 6 cospemenHom

POCCUTICKOM
3aKoHoOamenbcmee
? 7) Kaxue suowi
9NEeKMPOHHOU
noonucu
nepeyucieHsl 8
gedepanvrom
3aKoHe «06
9NEeKMPOHHOU
noonucuy 2011 2.?
8) Kaxkoeuwt
npooemul
yoocmosepeHrus

IOPUOUYECKOTL CUTbL
3/ 6 npoyecce




apxXueHo2o
Xpanenus?
9)Kakue
HOpMamueHvle
O0OKyMeHmbl
VCMAaHABIUBaom
0bs3aHHOCMU
cobcmeeHHuKka no
xpanenuro I/?

IloxroroBka
JIEKIIAU 3

K

1)B Kaxkux
MeAHCOYHAPOOHBIX U
HAYUOHANbHBIX
cmanoapmax
3aKpenieHsl
mpebosamnus K
cmpykmype u
nOCMpOoeHUuIo
UHpOpMaYUOHHBIX
cucmem,  OCHOBbl
Kaaccugpuxayus
cucmem
INEKMPOHHO20
O00KYMEeHmMoobopo
ma?

2)Kaxue
mpebosanus
npeovABIAIOMCA K
KOPNOpamueHuLM
uHpopmMayuoHHbIM
cucmemam?3)B
uem paznudue
MexXHOI02UU
Docflow u Worflow
npu  nOCMpoeHuu
caon?

4) Kakue
MemoouyecKue
paspabomxu
BHUMJIA]L,
Pocapxusa,
PEeGUOHATIbHBIX
APXUBHBIX
yupecoeHull
PpezameHmupyom
MexXHOI02UU
xpanenus 3/[?

5) Kakue
MeAHCOYHApOoOHbvle U
HAYUOHAIbHbLE

5 yacoes.

Tuxonoe B.A., Fwun B.A.
DnexmponHvle apxuevl u
NEKMPOHHBIUL  QOKYMeHmoobopom//

Omeuecmeennvie apxusvl. 1999. Ne 2.
C. 12-26.

Tuxonoe B.U. 3aoauu apxuenoco
XpaueHust 31eKMPOHHbIX OOKYMEHMO8:
us onvima L[AJ]OHM.//
Omeuecmeennvie apxusvi. 2010. Ne 3.
C. 51-60.




cmanoapmoi
Ppe2ameHmupyom
MexXHOI02UU
xpanenus 3/[?

6) B Kaxue
acnexmul XpaHeHus

o

paccmampusaome
A 6 cmawoapmax u
MemooudecKux
pexkomenoayusx?
[TongroroBka k 1) Kaxoguvl Tuxonoe B.U. 3aoauu apxuenoeo
1a00paTOPHOM | MpU3HAKU 5 uacos XpaueHust 31eKMPOHHbIX OOKYMEHMO8:
3aHATHIO | Kaaccugpuxayuu us onvima L[AJ]TOHM.//
21? 2) B wuem Omeuecmeennvie apxusvi. 2010. Ne 3.
3HaueHue no C. 51-60.
dopmamuot Kykoea M. I1. Komnnekmosanue
Kaaccugurayuu apxueos NEKMPOHHBIMU
17 ooxymenmamu//OmevecmeenHule
3) Kaxoswi apxusevl. 2000. Ne 2. C. 5-17.
OCHOBHblE BUObL U Casun B.A. ApxusHvie snekmponHbie
PAazHO8UOHOCMU ungopmayuonuvie pecypcol
UHpOpMaAYUOHHBIX Poccuiickou Dedepayuu:
cucmem? udenmugpuxayus u  Kiaccuguxayus
4) Kaxosbi //Omeyecmeennvie apxusvi. 2008. Ne
OCHOBHblE ULl U 4. C. 31-38
PA3HOBUOHOCMU 26.
dopmamos I/[? 5) Tuxonos B.M.  3adauu apxugnozo
IIpuseoume XpaueHust 31eKMPOHHbIX OOKYMEHMO8:
npumepul u3 onvima LA/[DHM.//
APXUBHBIX Omeuecmeennvie apxusvi. 2010. Ne 3.
(meancniamegpopmen C. 51-60.
Hble) popmamos. /pokos C.B. Pexomenoayuu MCA no
6)Hazoseume pabome c NEeKMPOHHBIMU
ompacnegvle u OOKYMeHmamu Ol apXUucmos
memamuyeckue opeanusayuil.// OmeuecmeenHvle
KOMNJIEKCbl apxusevl. 2010. Ne 3. C. 65-73.
INEKMPOHHBIX
O0OKYMeHmo8,
Gopmupyrowuxcs 8
PO 7) B wuem
YEHHOCMb KAXNCOOl
u3 epynn
KOMNIEKCO8 KAk
UCOPUYECKUX
UCTOYHUKO8 no
ucmopuu
nOCMCOBEMCKONU

Poccuu?




8)Hazosume
uzeecmubvle Bawm

npoexkmul no
nepesooy
UCOPUYECKUX
UCTOYHUKO8 8
MAWUHOYUMAaemMblil
8U0
(oyughposanuio).
[ToaroroBka k | I)Kaxue ¢haxmopwi 10 yacos
JU1a00PATOPHOM | OKA3bLEAIOM
3aHATHIO 2 GAUAHUE Ha
onepamusHoe
coxpanenue  3/]?
2) Kaxkue
HOpMamueHvle U
MemoouyecKue
O0OKyMeHmbl
pezameHmupyom
VCI08UA  XPAHEHUs.
INEKMPOHHBIX
O0OKYMeHmo8  Ha
PAa3TUYHBIX
Hocumensax?
3)Kakoe
0bopydosaHue
HeoOxo0umMo 0714
XpaueHus
INEKMPOHHBIX
00KyMeHmog?
4) Kaxkue
npobemul
coxpanenus
INEKMPOHHBIX
O0OKYMEeHMO8 8
00./1208PeMeHHOL
nepcnekmuge
obcyxcoaromess 8
apxugosedenuu?
5) Kaxosa ponv
muepayuu u
KOHBepmayuu
OaHHbIX u
O0OKYMEeHMO8 8
obecneuenuu  ux
coxpanHocmu?
6) B cywnocmo
IMYIAYUU u

UHKancyisayuu




OaHHbIX npu
coxpanenuu 3/]?
7)  Kaxosa ponv

cmanoapmu3zayuu

dopmamos u

MemaoaHHbIX

OOKYMEeHmo8 6 UX

XpaneHuu?
[TonroroBka k| 1)KakoBsl 2 yaca
JIeKIuH 5. TEOpPETUYECKUE

MOJIXOJTBI K

o0BeKTaM u

YPOBHSIM OIUCAHUS

o7

2) Kaxkue

CYLIECTBYIOT

MEXTyHapOIHbBIE

CTaHIapThHI

OTHCaHUs u

MpaBWJIa OMUCAHUS

SN,

pEeKOMEHIalUK  TI0

UX OMHUCAHUIO?

3) B yeM

cienupuka

MHPOPMALOHHO-

MTOMCKOBBIX

XapaKTepUCTUK DJ]

M0 CpPaBHEHUIO C

TPAAUIIMOHHBIMU?
[Toxroroska k 1) Kax 4 yaca OcHoBHBIE TIpaBHWIa PaOOTHI
71a00paTOPHOM | OTIPEAEIICHBI apxuBOB opranuzauuii. M.,2003. IT. 4.
3aHATHIO 3. TIOHSITHS «EAMHUIIA OcHoBHBIE TIpaBHUIia PaOOTHI C

yderay, «eIMHHIIA

XpaHEHUs» o/,
3JIEKTPOHHOTO
NeJN0,  KOHTEHHEp
91 B
HOPMAaTUBHBIX U
METOINYECKUX
JOKYMEHTAaX.

2) Kakue dopmsr
NBIKEHUS OJ1
MOJTIeXKAT yUeTy.

3) Kaxkoeuwt
yuemHvle  opmbl
3/ 6  apxuse
opeanuzayuu u

Hay4YHO-TEXHUYECKON NOKyMEHTaluen
B OpPraHM3alUsAX U Ha MPEANPUATHUIX.

M., 2003. I1.3.1.




20Cy0apcmeeHHOM
(MYHUYUNATILHOM)
apxuae.

IToaroroBka
nabopaTOpHOM
3aHATUIO 4

K

Jlaiime
onpeoenerue
eOuHUYbl (eOuHuY)
onucanus /.
2)Kaxoewi
UHGOpMAYUOHHO-
NOUCKo8ble
Xapakmepucmuxu
eOuHUY XpameHus?
3) Kaxkoeuwt
mpebosanus K
cocmagy u
cOCMaegieHuo
CONnpo8OOUMENbLHO
1l OOKYMeHmayuu.
4) Kakxosbl 6uobi
UHGOpMaAyUOHHO-
NOUCKOBbIX
cnpasoynuxkos IJ]
u 6 uyem  ux
omauyus om
CNpasouHo-
UHpOpMayUOHHbIX
cpeocma K
MpaouyUOHHbIM
OOKYMeHmam.

4 yaca

IloxroroBka
JIEKUHN 6

K

1) Kaxoswi
OCHOBHbLE
apxuseogeoueckue
mpebosamus
MeAHCOYHAPOOHBIX U
HAYUOHANbHBIX
Cmanoapmos K
NPOCPAMMHOMY
obecneueHuro
INEKMPOHHO20
apxuea?

2) Kaxue 6uowi
dopmamos
O0JIHCHYL
noooepiCcUsanms
INIEeKMPOHHbLE
apxuevt?

3) Kaxkoeuwt
NpU3HAKU
Kaaccuguxayuu

5 yacos

Xapuenko O.A., Kmumosea A.D.
Kynpswesa H. K. [lnocer u munycel
opeaHuzayuu d1eKmpoHHO20 apxuea//
Omeuecmeennvie apxusvi. 2009. Ne 6.
C. 48-52.




nPOSPAMMHO20
obecneuenuss 0
NEeKMPOHHO20
apxusa?

Iloocomoska
nabopamopuHom
3AHAMUIO 5
Ilpoepammnoe
obecneuenue
o1 co30anus
INEeKMPOHHBIX
apxugos.
Mynemughopma
mHble
NOUCKoebie
cucmemsi.

1)KakoBbl
byHKIIIN
AJIEKTPOHHBIX
apXMBOB KaK BHUja
IPOrPaMMHOTO
obecrieyeHus?
2)Kaxoewi
Kpumepuu 6vl6opa
110 ona paznuynwvix
81008 apxuea
INEeKMPOHHBIX
00KyMeHmog?
3)Kaxoewi
mpebosanus K
MEeXHUYECKOMY
obecneueHuro
apxuea
INEKMPOHHBIX
0OKYMeHmog?

4 yaca

1. DOC-Online. HezaBucumsrit
MOpTaJl O CHCTEMaX AJICKTPOHHOTO
JIOKyMeHTO000opoTa. www.doc-
online.ru

2. Docflow.  Bce o mupe
INEKMPOHHO20 — OOKYMEeHmoobopoma.
[Onekmponnwiii pecypc] - OnekmpoH,
0aH.- M., 2002-20042 —
www.docflow.ru, c60600nbitl. — 3aen.
€ 9Kpama.

IlogroroBka K«
JIEKIINH 7.

1) KakoBbl
(GyHKIIUU apXuBa
ANEKTPOHHBIX
JOKYMEHTOB?

2) KakoBbl
HOpPMAaTHBHBIC
YCIIOBUSI XpaHEHUSI
ANEKTPOHHBIX
JOKYMEHTOB?

3) KakoBbI BUIBI
apxuBa
ANEKTPOHHBIX
JOKYMEHTOB?

4) KakoBbl
HCTOpUS apXUBOB
MAaIIMHOYUTAEMBIX
JTaHHBIX U

COCTaB
JOKYMEHTOB
apXH1BOB
MAaIIMHOYUTAEMBIX
JTAHHBIX?

4 yaca

OcHOBHBIE TIpaBUIa PaOOTHI
apxuBOB opranuzauui. M.,2003. IT. 4.
OcHOBHBIE TIpaBUiIa paboOTHI C
Hay4YHO-TEXHUYECKON NOKyMEHTaluen
B OpraHu3alUsIX U Ha TPEIANPUATHIX.

M., 2003. I1.3.1.

Hanucanue
pedepara.

10 gacos

CM. cnMcok JuTeparypbl IO
Kypcy




"ACIICHUC

CwMm. CIUCOK
pedepaToB

Hanucanue
pedepara.

Cwm. CITHICOK
pedepaToB

10 gacos

Kypcy

CwMm.

CIIUCOK JIUTEPATypsl 110

Hmoeo no
oucyuniune
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9.3.2. PABOYAS TETPAIb CTYAEHTA

ApXMBBI 3JIeKTPOHHBIX JOKYMEHTOB

Crynent (OPHO)

Kypc
I'pynna

[Ipenoxasarens (PUO)

Honent Adanacsena JLII.

Mocksa 2010

daxkynbTeT




[HOACHUTEJIBHASA 3AIIMCKA

Pabouas TeTpaab CTyJeHTa IO CHEUMATbHON TUCIMIUIMHE «DJIEKTPOHHBIE ApXUBBD) I10
cneunansHoctn 080801 “Ilpuxiagnas uHdopmathka B uH(pOpManmoHHOW chepe” 5 Kypca
¢bakynpTeTa 3 3a0YHOTO OT/AEJICHUS.

PaGouas  Terpagp mpeqHa3HaueHa Ui OPTaHU3AIMM CAMOCTOSTEIBHOTO W3YUEHUS
CTYACHTaMH 5 Kypca 3/0 TEOpeTHYEeCKOT0 MaTepraia OCHOBHBIX TeM Kypca U HauOoJjiee BaKHOU
Hay4yHOM U METOAUYECKOM JIUTEepaTypbl, pecypcoB IHTepHeTa, a Takke NPUKIAIHOIO
IPOTPaMMHOT0 OOecIieueHusl B 00JIaCTH CO3JaHUs JIEKTPOHHBIX M3naHuil.  PabGodas Tetpanp
COZICPKMUT 3a/laHUsl, KOTOpPhIE AKIEHTUPYIOT BHHUMAHUE CTYJCHTOB Ha KJIIOUEBBIX aCHEKTax
TEMaTUYECKHX Pa3/eloB Kypca. 3aJaHus BBIIOIHAIOTCS CaMOCTOSATEIBHO Ha OCHOBE OCBOCHHS
PEKOMEHIyEMOM JINTEpaTyphl K KaKIOU TEME.

B cootBercTBHM € pasaenamu nporpammsl aucuuiinHsl, PTC cocrout n3 ceMu tem.
3arnoyiHeHHEe Ka)X/I0T0 U3 pa3/iesioB OLIEHUBAETCA 0  MATHOauIbHOM cucteMe. [lepBas yacth
teTpaau Bkiovaet 4 3aganus (0-20 6aywioB). [ gonmycka K 3K3aMeHy HEe0OXO0IMMO HaOpaTh
11 6annoB. Bropas gacts Bximrouaet 3 temsl (0-15 6aimnos). s 3aueta Heobxonaumo Hadpats 10
O0amioB. B menom 3amonHeHHe TETpaau MOXKeT ObITh omieHeHo oT 0 o 35 Oamno. PaGouas
TeTpaab CAACTCS MPEMOAABATENIO I IPOBEPKH, TIOCIIE YETO OCBOCHHE MaTepHalia MpoBepsieTcs
B X0/i¢ MHAUBUAYAIbHOT0 cobecenoBanus. CTyIEHTY 3a/1al0TCs BOIIPOCHI IO pa3JiesaM TeTpaiu.
JUnist mosTy4eHust 3a4era MoOMHMO ClIaud MaTepHaia pabodeit TeTpaau HeoOXOAMMO TaKKe
MOCEIICHUE MPAKTHUECKUX 3aHATHI U BHIITOJTHEHNUE 3aaHUH.

Tema 1. Beenenne

1. llpy u3y4yeHMH JAHHOH TeMbI CleAyeT OOpaTUTh ocoboe BHUMaHHE Ha
IOHATUMHBIN anmnapar.

Kak B 3akone P® «0O0 wmHdopmanmu, MHOOPMALMOHHBIX TEXHOJIOTMSIX W 3allUTe

uHbopMaUny NaHbl 1ePUHUIINN TOHATHHA
uHpOpMaTU3aALUSL

JOKYMEHTHpOBaHHasi HH(popMaIus (JOKyMEHT)

UH(POPMALIMOHHAS CHCTEMA

CpaBHute
Hedunummio  tepmuHa  «Jlokyment  Ha | Jledpununuio TepMHHA «QJIEKTPOHHBIE

MammnHHOM Hocutene» B ['OCT P 51141-98. | gokymeHT»
Jlenmonpou3BoAcTBO u  apxuBHOe  jeno. | OO aneKTpoHHON UPPOBOI MOAIHCH)
TepMmuHbl 1 onpeneneHus

B uem pa3aIndmc MCXKAY dTUMHU MOHATUIMH?
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Tema 2. IIpaBoBoe peryiupoBaHHe 3JeKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe aHanm3a 3aKOHO/IATENILCTBA OTBETHTE HA BOIPOCHI.
1. KakoBbl mpaBa coOcTBEHHHKA WH(OPMAIIMOHHBIX PeCypcoB?

2.Kakue o00sa3aHHOCTH

JOJDKCH BBIIIOJIHATD

KOH(I)HZ[GHL[HEUH:HBIX " ICPCOHAJIBHBIX ,Z[aHHI:IX?

3.Kak 3aKkoH rapaHtupyer IpaBo

pecypcam?

4. CpaBHHITE IPABOBOE PETVIUPOBAHIE

COOCTBEHHUK IO  3allUTE

Ha JIOCTYN K TOCYJapCTBEHHBIM MH()OPMAIIMOHHBIM

FOPUIUYECKON CHIIBI
JIOKYMEHTa Ha MAallIHHHOM
HOCHUTEJIE B

I'OCT 6.10.4-84.
YHUGUIUPOBAHHBIE CUCTEMBI
nokyMmenrauuu. [Ipunanue
FOPUIUYECKON CHIIBI
JOKYMEHTaM Ha MAIlIUHHOM
HOCHUTEJIE U MAllIMHOTPAMME,
CO3/1aBa€MbIM CpEJICTBAMHU
BBIYHCIUTENLHON TEXHUKH.
OCHOBHBIC TTOJI0KCHHS
I'OCT ot 01.07.87 N 6.10.4-
84

FOPUANYECKON CHJIBI
JIOKYMEHTa, IOJIy4€HHOTO U3
MHPOPMALIMOHHON  CHCTEMBI
B CT.5 3akoHa  «OO0
uHpopManuy,
MH(POPMALIMOHHBIX
TEXHOJIOTUSIX M 3alluTe

uHpopmauun» (2006
)

FOPUANYECKON CHJIBI
AJIEKTPOHHOI'O JOKYMEHTa B
3akoHe «O0  DNIEKTPOHHOM

uposoit moamucuy  (2002)

B yem cyTthb npousoreamux 3a 20 jger n3MeHEeHU?
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Jluteparypa k 3ajaHHUIO:

®enepanbubiii 3akoH Poccuiickoit @enepauun ot 27 umionsg 2006 r. N 149-03 «O6
uHpopManuu, HTHPOPMAITMOHHBIX TEXHOJIOTHAX U O 3auuTe nHpopmanumny»// Poccuiickas razera.
29 nrons 2006 . Ne 4131.

4. 3akoH PO «O6 snexkrponHoit nugposoit noamucu» ot 10.01.2002 N 1-D3//Cobpanue
3akoHopaarenscTBa Poccuiickoit ®@enepanuu. 2002. N 2. Ct. 127.

I'OCT 6.10.4-84. YauduurupoBaHHbIE CUCTEMBI TOKyMeHTauuu. [Ipunanue
IOPUINYECKOI CHIIBI TIOKYMEHTaM Ha MAlTMHHOM HOCHUTEJIE M MAallIMHOTpaMMe, CO3/1aBaeMbIM
CpeACTBaMU BBIYMCIUTEIBHON TEXHUKH.

I'OCT P 51141-98. Jlenonpon3BoACTBO U apXUBHOE J1€710. TepMUHBI U ONpeAEIEHUS.

Adanacnena JLII. MndopmaTH3anms apxuBHOTO Jieja: OpraHu3anus 1
ynpasienue//JlenonpousBoactso. 2004. Ne 2.

Kykapuna KO.M. DnekTpoHHBIE JOKYMEHTHI B 3aKOHOJATENbHBIX akTax crpan CHI//
OteuectBenHble apxuBbl. 2002. Ne 1. C.41-44.

Tema 3. Kinaccudukanust 371eKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe m3yueHHss Hay4yHOH JMTEpaTyphl IO MpoOieMaM XpaHEHUs AIIEKTPOHHBIX
JOKYMEHTOB OTBETBHTE Ha CJIEIYIOIINE BOIPOCHL:
1. KakoBbI cOBpeMeHHBIE KJIacCU(UKALIUN MATMHOYNTAEMbIX JJOKYMEHTOB

Jluteparypa k 3ajaHHIO:

3anaes '.3. AHanu3 u KnaccuUKaIys IEKTPOHHBIX JTOKYMEHTOB//BecTHUK apXHUBHCTA.
1999. Ne 2. C . 60-61.

Tema 4. KomniekToBaHHMe M 3KCIIEPTH3a HEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe m3yueHHs Hay4YHOH JMTEpaTyphl IO MpoOieMaM XpaHEHUs AIIEKTPOHHBIX
JOKYMEHTOB OTBETBHTE Ha CJIEIYIOIINE BOIPOCHL:

1. Kakne monaxoxsl B KoHuenuuu uHGOpMAaTHU3allMM apXUBHOTO Jefla  MpEAaraioTcs B
o0JIacTH Tepeaayd Ha MOCTOSHHOE XPaHEHHWE JOKYMEHTOB Ha HETPaJWIIMOHHBIX HOCUTEISX?

Jluteparypa k 3ajaHHIO:

Konuenuus nadopmatuzanuu apxuBHoro jaena // Bectnuk apxuBucrta.1996. N 1. C.
60-82.

2. Kakoe 3HaueHume uMeeT BHEApPeHHE HWHPOPMALMOHHBIX  TEXHOJOTHH B
JIeTOTIPOU3BOICTBO Ul KOMIUIEKTOBAHUSI UMM TOCYJapCTBEHHBIX apxuBoB? Kakue mpoOiemsl
BO3HHUKAIOT II€pE] apXUBaMH B cBA3M ¢ peannzauueid OLIT «Onexrponnas Poccus»?

Jluteparypa k 3ajaHHIO:

Tuxonos B.1. FOmunH B.A. Bynyt 11 B «35ekTpoHHOIN» Poccum aneKTpoHHbIE
apxuBbl?//OteuecTBenHble apxuBbl.2002. Ne 5. C.12-19.

3. Kakue cymecTByOT KOHIENIMH XPaHEHUSI MAIIMHOYUTAEMbIX JOKYMEHTOB?

Jluteparypa k 3ajaHHIO:

TuxonoB  B.M. Ommua  B.A.  CoBpeMeHHBIE  KOHLEINIMU  DJIEKTPOHHBIX
nokyMeHToB//OTedecTBeHHbIE apXuBbl. 1999. No 1.

4. Ha3oBuTe KpUTEpUU IKCHEPTU3BI LIEHHOCTH 3JEKTPOHHBIX JOKYMEHTOB.

Jluteparypa k 3ajaHHIO:

OcHoBHBIE TIpaBUIIa pabOTHI apXUBOB opranu3anuii. M.,2002. Yacts 3.

Tema 5. Ob0ecnieyeHHe COXPAHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

Ha ocnoBe u3yuenus tpe6oBanuii 'OCToB oTBEThTE Ha CIEIyIONINE BOIPOCHI:

1. @akTOpHI, BIUAIONINE HA COXPAHHOCTD D/,

2. HopmatuBHbIe ycinoBus xpaHeHus J/1.

Jluteparypa k 3ajaHHIO:

PJ1 50-524-84 Ilopsaok XxpaHeHUs1 JOKYMEHTOB Ha MAIlIMHHBIX HOCUTEIISAX.

I'OCT 28388-89. Cucremsl o06paborku uHPOpManuu. J[OKyMEHTHI Ha MarHUTHBIX
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HOCUTEISAX JaHHBIX. [IOpsIOK BHIOTHEHUS M 0OpaIleHusl.

Tema 6. DJIeKTPOHHBIEC APXHUBBI.

Ha ocHoBe m3yueHHss Hay4yHOH JMTEpaTyphl IO MpoOieMaM XpaHEHUs AIIEKTPOHHBIX
JOKYMEHTOB OTBETHTE Ha CJICAYIOIINE BOTIPOCHI:

1. KakoBa posip MalllMHOYUTAEMBIX JOKYMEHTOB B Jienonpou3BoacTse 1960-80-x ronos ?

2. B Kakux OTpacisxX YHpaBJICHHUS CO3JABAINCH OOJBIINE MACCHUBBI MAITMHOYUTACMBIX
JOKYMEHTOB.

3. Korma mammHOYMTaeMble JOKYMEHTHI ObUIM O(UIIMATBHO BKJIIOYEHBI B COCTaB
rOCYJJapCTBEHHOTO apXHUBHOTO (pOH/1A CTpaHbI?

4. B yem cneuudpuka MAIIMHOYUTAEMBIX TOKYMEHTOB Kak OOBEKTOB apXHBHOTO
XpaHeHus?

5.Kakum o0Opa3zom npoOiieMa MaITMHOYUTAEMBIX JOKYMEHTOB pellieHa 3a pyoesxom?

6.KakoBbI 3a1aun ¥ pyHKINH, COCTaB TOKYMEHTOB apXHUBOB MAIIMHOYUTAEMBIX TaHHBIX?

Jluteparypa k 3a]aHHIO:

I'apckoBa .M. ApxuBHpOBaHNE MAITMHOYHUTAEMbIX JaHHBIX//MeXayHapoIHbIE
muckyccun//Ub accoumaryu «Mcropust u komnbrotep»1995. Ne 13. C. 15.

TuxonoB B.U., OmmH B.A. DnekTpoHHBIE apXUBBI U AJIEKTPOHHBIN JOKYMEHTOO00POT//
OteuecTBeHHBIE apXUBbI. 1999. Ne 2.

Onu xe. byayt nmu B «3nexktpoHHO» Poccuu anekTponHble apxuBbl?//OTedecTBEHHBIC
apxuBbl.2002. Ne 5. C.12-19.

Tema 7. DnexTpoHHbBIE apXWMBBl KaK PpPa3sHOBUJHOCTb MPHUKIAJHOTO IPOrPaMMHOIO
o0ecreyeHusl.

Ha ocnoBe ananuza peiaka [10 B o6macTu co3aaHust 3JIEKTPOHHOTO apXUBa OPraHU3aIHH
COCTaBBTE CIEIYIOUTYIO TaOJIHUKY.

IIporpamma Paspaboruuk DyHKIIUHU
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IHpuioxenue 1

AHHOmMayua oucyunaunvl (Mooyns)

JuctuiuinHa « CHCTeMbI XpaHCHHUST 3JICKTPOHHBIX JIOKYMEHTOBY pealin3yercs Ha (akKyJIbTeTe
apXWBOBEJICHUS U IOKYMEHTOBEICHUS Kadeapoil apXUBOBEICHHSI.

Henp puctumiudbl - [lOATOTOBUTH CHEHMUAIMCTA, 3HAMOIIETO TEOPETHUYSCKHUE OCHOBBI
apXMBOBEJCHUS 3JICKTPOHHBIX TOKYMEHTOB, BJIAJICIONICTO METOJAMKON OpraHMU3allid XPaHCHHS,
KOMIUICKTOBAaHHUS, y4e€Ta M HCIOJb30BAHUSA DJICKTPOHHBIX JIOKYMECHTOB pa3jIMYHBIX BHUJIOB
npeacTaBicHus HHPopMaIUi U (OpMATOB HA COBPEMEHHOM JTarle.

3amaun TUCHMIUIMHBL: - H3YyYUTh OCOOCHHOCTH 3JCKTPOHHBIX JIOKYMEHTOB Kak OOBEKTOB
apXMBHOT'O XPAHEHUS B OTCUCCTBEHHOMW U 3apy0eKHOI ncToprorpadpum;

- chopMupoBaTh TMPEACTABJICHUS O HOPMATUBHOW METOIUYECKON Oa3ze XpaHCHUs
AJIEKTPOHHBIX JOKYMEHTOB, B. T. 4. B cocTaBe ApxuBHoro (oumga Pd;

- cthopmupoBaTh mpeacTaBieHHe 00 00ECNEYeHHH  COXPAaHHOCTH, Y4YET€ U OIMUCAHUHU
AJIEKTPOHHBIX JOKYMEHTOB, OPTraHU3AIUU X OMEPATUBHOTO U TOJTOBPEMEHHOTO XPAHCHUS;

- U3YYUTH KITACCUPHUKAIMIO SJICKTPOHHBIX IOKYMEHTOB;

- W3y4YUTh OpPraHW3alMI0 KOMIUICKTOBAHHUS apXMBOB OpraHHW3allii, TOCYIapCTBCHHBIX W
MYHHUITUTIATBHBIX aPXUBOB 3JICKTPOHHBIMHU JIOKYMCHTAMH,

- U3YYUTh KPUTEPUHU IKCIIEPTHU3BI IIEHHOCTH D/I;

- U3YYHUTH MPOTPAMMHOE 00CCIICYCHUE JIJIS SJICKTPOHHBIX apXUBOB.

JlucuuiuinHa HampasieHa Ha (OPMUPOBAHUE CIIETYIOIUX KOMITETECHIIHIA:
OIIK-4. CrnocobeH wucronp30BaTh 0a30Bble 3HAHMS B 00MacTH  HMH(OPMAIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH B chepe cBoel mpodecCHOHaIbHOM e TeIbHOCTH

B pesynbrare 0CBOCHUS IUCIHUILTUHBI 00YYaIOUUICs JOKEH:

3HATh!

- OCHOBBI TEHJCHLIMM MPABOBOTO PETYIUPOBAHHMS  XPAHEHUS DJICKTPOHHBIX JOKYMEHTOB
(BM1) B poccuiickoM 3aKOHOJATENILCTBE, OCHOBHBIC TEHACHIIUAX B Pa3BUTHH IIPABOBOM 0a3bl,

- pONb BIIEKTPOHHBIX APXHWBOB B COCTaBE HAIIMOHAIBHBIX APXMBHBIX CIYX0 MHpa, HX
¢byHKIMU ¥ IpOUIIb;

- OCHOBHBIE MEXIYHapoOAHbIE M  MEXIOCyIapCTBEHHBbIE CTaHIApThl B  00JacTu
JOJATOBPEMEHHOTO U MTOCTOSTHHOTO XpaHeHus D/1;

- TIOJIOKEHUS HALIMOHAJIBHBIX U OTPACIEBBIX CTAHAAPTOB U METOAMYECKUX PEKOMEHAIU 110
METOJMKE OpPraHW3allMM XPAaHEHUs, KOMIUIEKTOBAHMSA, Y4€Ta U HCIIOJIb30BAHHS AIIEKTPOHHBIX
IOKyMeHTOB B P®, mertommueckue pa3paboTKu (eaepalbHbIX U PETHOHAIBHBIX apXHUBOB,
BeZIOMCTB PO ;

- pOJIb ANEKTPOHHBIX TOKYMEHTOB B cocTaBe ApXuBHOTo ¢oHaa PD Ha coBpeMeHHOM 3Tare;
UX HEHHOCTh KaK HCTOPHYECKUX UCTOYHUKOB,;

- IPUHLUIBI ¥ IPU3HAKH KIJIACCU(UKALUU 3JEKTPOHHBIX TOKYMEHTOB;

- 0COOEGHHOCTH y4yeTa M OIMCAHMS 3JEKTPOHHBIX JOKYMEHTOB Ha OCHOBE METOAMYECKHX
pa3paboTOK pOCCUICKUX U 3apyOeKHBIX apXHBOB;

- OCHOBBI 00ECIeUeHHsI COXPAaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB IMPU JOJITOBPEMEHHOM U
MIOCTOSTHHOM XPaHEHHM B T.4. Ha OCHOBE ONbITA U METOAMYECKHX pPa3pabOTOK POCCHMCKHUX H
3apy0OeKHBIX ApXHUBOB;

- COBPEMEHHBIN OIBIT TI0 CO3JAaHMIO JIEKTPOHHBIX aPXUBOB B HAIllCH CTpaHEe M 3a pyOexoM
KaK YYpEKICHUH, CTPYKTYPHBIX IOJIpa3JeJICHU! MUHHUCTEPCTB W BEJOMCTB, KOPIOpaLUU
OCYIIECTBIISIIOUINX JIOJITOBPEMEHHOE M TMOCTOSHHOe XxpaHeHue /I, cocraB ux (¢HOHIOB,
MCTOYHUKH KOMIUICKTOBAaHUS, (PYHKINH;

- (YHKUUU DSIIEKTPOHHBIX ApXMBOB KaK PAa3HOBHIHOCTH MPOTPAMMHOIO oOecredeHus,
Kkputepuu BbiOopa 1O 1is 31eKTpOHHOTO apXUBa;

- OCHOBBI OPT'aHU3aIIUH JIEKTPOHHOTO apXUBa Ha MPEANPHUATHH, YIPEKICHHUH.
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YMETh!

- OpraHu30BaTh IOCTOSIHHOE U JIOJTOBPEMEHHOE XPaHEHUE JIIEKTPOHHBIX TOKYMEHTOB B
COOTBETCTBUM C HAayYHbIMH TPUHIMIIAMH W HOPMATUBHBIMH TpeOOBAHMSAMH, a TaKKe
CTaHJapTaMH U METOJNYECKUMHU PEKOMEHIAIMIMY ;

- HCIIONB30BaTh CYIIECTBYIOUIME METOJMUYECKHE pa3pabOTKH M CTaHIAPTHI JUIS CO3AAHUS
JIOKAJbHBIX HOPMATUBHBIX AaKTOB, MHCTPYKIMH M PYKOBOJCTB, PEriJaMEHTUPYIOIIUX YYerT,
OIMCaHMe, XPAHEHUE FITEKTPOHHBIX TOKYMEHTOB;

- OpraHu30BaTh KOMIUIEKTOBAHWE apXUBa OPTraHU3AIMH DSJCKTPOHHBIMHU JTOKYMEHTAMH,
0(hopMHUTH COOTBETCTBYIOLIYIO COMPOBOAUTENBHYIO H YUSHYIO JTIOKYMEHTAIIUIO B COOTBETCTBUHU C
HAayYHBIMH TPUHLIUIIAMH M HOPMATUBHBIMM TPEeOOBAaHUSMH, a TaKXKe CTaHIapTaMH H
METOAMYECKUMH PEKOMEHIALUIMHY;

- COCTaBUTh pekoMeHnaruu ais ciayxO0bl UT mo BbIOOpY TEXHHYECKOTO M MPOrPaMMHOIO
obecrieyeHus Uil DJIEKTPOHHOTO apXHWBa OpraHM3alldM B COOTBETCTBUM C HAayYHBIMHU
NPUHIUIAMA ¥ HOPMAaTHUBHBIMH TpeOOBaHMUSAMH, a TaKXKe CTaHIAPTAMH U METOAMYECKUMH
pPEeKOMEHIALUSIMU;

- COCTaBUTH JIOKAJIbHbIE HOPMATHBHBIE aKThl M PYKOBOJCTBA JJs PabOTHI AJIEKTPOHHOTO
apXx#Ba OpraHU3alUH;

CO3/1aBaTh CIIPABOYHO-TIOMCKOBBIE CPEJCTBA Ul ApXHBA AIEKTPOHHBIX JOKYMEHTOB

BJIAJICTh:

- TEXHOJIOTUSIMH KJIaCCH(PHKALINH, IOMCKA JOKYMEHTOB B 3JICKTPOHHOM apXUBE);

- MOMCKOM MPO(UIBHBIX HHPOPMALIMOHHBIX peCcypcoB B cetu MHTEepHET

- HaBBIKAMU BBIOOpAa M CpPaBHEHMS MPOTPAMMHBIX KOMIUIEKCOB ISl 3JIEKTPOHHOTO apXuBa
OpraHu3aIHH.

- HaBBIKAMHU y4eTa U oOecredeHus: CoxpaHHocT /1.

[o nucuumuMHe MpeaycMOTpeHa MPOMEXKYTOUHAs aTTecTalus B (hopMe 3K3aMeHa.
OO0w1ast TPyA0EMKOCTh OCBOCHHUS AUCLUIUINHBI COCTABIISAET 3 3aU€THHIC €TUHHIIBI.



