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1 TIlosicHHTEJLHAA 3ANMUCKA

1.1 Ilean u 3amaum AUCHUILINHBI
Ueﬂb Oucuunﬂunbz - U3YUCHHUC TeOpCTI/I‘IeCKI/IX np06neM H IIPUKIIaIHbIX
ACIICKTOB I/IH(i)OpMaTI/I?)aL[I/II/I apXI/IBHOFO JAcjia, OCHOBHBIX HaHpaBHeHI/Iﬁ BHeI[peHI/ISI
I/IH(l)OpMaI_[I/IOHHBIX TeXHOHOFHI;'I B ICATCIIBHOCTD apXHBa.

3ara4yy JUCLUIUINHBIL:

1) u3yuyeHHe OCHOBHBIX TIOHSTHH, WCIOJNB3YEMbIX B TPOLECCe MPUMCHEHHS
MH(GOPMALIMOHHBIX TEXHOJIOIMH B apXUBHOM JIEJIE;

2) W3y4eHHE MCTOPUU MEXaHU3allMd W aBTOMATH3allMU apXWBHOIO Jeja B Hallei
CTpaHe U 3a pyOexom;

3) u3yyeHue HOPMATUBHO-NIPABOBBIX OCHOB INPHMEHEHUS HH()OPMALMOHHBIX
TEXHOJIOTUH B apXUBHOM JICJIE;
4) u3y4eHUe TEXHUYECKOTO0 M MPHKIAJHOIO MPOrPaMMHOIO  OOECIICUCHHS,

HCIIOJIb3YEMBIX [TPU OPTaHU3AIUH JICKTPOHHOTO

JIOKyMEHT0000pOoTa, MH()OPMAMOHHOM OOCCIICUYCHUH YIIPABJICHUS, OpPTaHU3aIuU
ApXHUBHOTO XPAHCHHUS JIOKYMEHTOB Ha TPAJAUIIMOHHBIX M JICKTPOHHBIX HOCHTEIISX;

5) u3ydeHHe NPHHIUIIOB BbIOOpPa M OPraHM3alUl BHEIPEHHS W HCIOJIb30BAHUS
TEXHUYECKOTO M POTrPAMMHOTO 00CCIICUCHHS;

6) u3ydeHre nHPOPMAIMOHHBIX CHCTEM M OCHOBHBIX MH(OPMAIIMOHHBIX PECYPCOB B
apXHUBHOM JIEJIE;

7) W3yd4eHHe U aHAJIU3 CPEJICTB 3alIUThl HH(POPMAIMH B MH)OPMAIIMOHHBIX CUCTEMAX,
HCIIOJIb3YEMBIX B aDXUBHOM JIEJIE.

1.2 TlepeuyeHb MIAHUPYEMBIX Pe3yJabTATOB 00y4eHUsI N0 TUCHUIIHHE,
COOTHECEHHBbIX C MHAMKATOPAMM I0CTHKEHHUsI KOMIIeTeH Ml

Komnerenmuu NuaukaTopsl PesynbTarel 00yueHus
KOMIIETEHIIU I

YK-4. Crnocoben | YK-4.3. Hcnonp3yer | 3HATH: MH(GOpPMaIIMOHHbIE CUCTEMBI,
OCYILIECTBIIATh UH(POPMAIMOHHO- UCIIOJIb3YEMBIE B JIOKyMEHTallMOHHOM
JIEJIOBYIO KOMMYHHKAI[MIOHHbIE | 00€CIEYEeHNUHN YIIPaBICHHS U apXUBHOM JIeJie
KOMMYHHMKAIMIl0 B | TEXHOJIOTHH npu | YMeTb:  HUCNOJb30BaTh  MH(POPMALMOHHO-
YCTHOMU U | IOMCKE KOMMYHHKAI[UOHHbIE TEXHOJIOTUU C LIEJIbI0
MIMCbMEHHOU HEo0X01uMon OpraHu3aluu JOKYMEHTAIL[MOHHOT O
dhopmax Ha | UHpopMaIUu B | o0ecriedeHus  ympaBJeHUST U apXUBHOTO
rocy1apCTBEHHOM IIPOLIECCE  PEILIEHUS | XpPaHEHUs JOKYMEHTOB
si3pIke  POCCHICKO | CTaHAAPTHBIX Brnanets: HaBbIKaMu BBIOOpa ONTUMAIBHBIX
denepaunn U | KOMMYHUKATUBHBIX | MHPOPMALMOHHO-KOMMYHHUKAIIMOHHBIX
MHOCTPaHHOM(BIX) 3a1a4 JUIS | pelIEHUH TpH  BBIIOJIHEHUH paboT 1o
A3bIKe(ax) JOCTHKEHUS JIOKYMEHTallMOHHOMY o0ecredyeHn o

po(ecCHOHANIBHBIX | YIIPaBJICHUS U apXUBHOMY €Ty

uenen Ha

roCy1apCTBEHHOM U

MHOCTPAHHOM  (-BIX)

A3BIKAX
OIIK-4. Cniocoben OIIK-4.1. Bnageer 3HaTh: OCHOBHbIE HH(OPMALIMOHHbIE
MMOHUMAaTh COBPEMEHHBIMU oubmuorpaduueckune pecypcsl 1Mo
IPUHIUIBI padOTHl | TEOPETUYECKUMHU U JIOKYMEHTOBEICHUIO U apXHUBOBEJCHUIO;
COBpPEMEHHBIX IIPaBOBBIMU TUIIOBOE MTPOrpaMMHOE oOecrieueHue,
MH(POPMAIMOHHBIX OCHOBaMHU npuMeHsieMoe JUIsl QyHKIIMOHUPOBAHUS
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TEXHOJIOTUH B
HCIIOJIB30BATh UX
JUTSL peIIeHUs 3a/1a4
npodeccnoHaTbEHOM
JIEeITEIBHOCTU

IPUMEHEHHS
UH(POPMAIMOHHO-
KOMMYHHKAIITHOHHBIX
TEXHOJIOTHH B cepe
JIOKYMEHTAITMOHHOTO
o0ecrnieueHus
yIpaBJICHUS U
apXUBHOTO JeJa

ABTOMATU3UPOBAHHOM CUCTEMBI
[EHTPATN30BAaHHOTO yUeTa JOKYMEHTOB
ApxusHoro ¢onga PO,
ABTOMAaTHU3UPOBAHHOTO IIEHTPAIHLHOTO
¢boHI0BOTO KaTasiora

YMeTb: OCYIIECTBIIATh IOUCK HAYYHO-
TEXHUYECKON MH(GOPMAITMH TI0 CBOSH
podecCHOHATLHOM 1A TEIILHOCTH;
paz0OupaThcs B 0a30BBIX aCTIEKTax
(GYHKIIMOHUPOBAHHS COBPEMEHHBIX
MH(OPMALIMOHHBIX CUCTEM B apXHUBHOM JIEJIE.
Brnaners: HaBbIKaMU BEIOOPA ONTHMAILHBIX
MH(OPMaLMOHHO-KOMMYHUKAIIMOHHBIX
pEIIeHU TIPU BBITIOTHEHUH paboT 110
JIOKYMEHTAIMOHHOMY 00€CIIeYeHHIO
VIpaBICHUS M APXUBHOMY JICITY

OIIK-4.2.
IIpumensier
COBPEMEHHBIE
MH(}OpPMaLOHHO-
KOMMYHHUKAIIMOHHBIE
TEXHOJIOTUH IIPU
peleHnn
OpraHU3alMOHHO-
YIPaBIEHYECKUX
3aja4 B
npodeccuoHaIbHON
JIeSITEIIbBHOCTH

3HaTh: HH()OPMAITMOHHBIC CHCTEMBI,
I/ICHOJ'II)?:yeMI)Ie B I[OKYMGHTaHI/IOHHOM
00ECIICYCHUHN YITPABIICHHSI U ADXUBHOM JIEJIe
YMeTh: UCnoap30BaTh HHPOPMALTMOHHO-
KOMMYHHKAI[HOHHBIE TEXHOJIOTUH C LEJIBIO
OpFaHI/IBaHI/II/I I[OKYMGHTaIlI/IOHHOFO
o0ecrieueHHs yIpaBJICHUSI H apXUBHOTO
XpaHEHUs JOKYMEHTOB

Bnagerb: HaBbIKaMU BHIOOPA ONTHMAIbHBIX
MH(}OPMaLMOHHO-KOMMYHUKAIIMOHHBIX
peIIeHUI TIPH BBIIOJHECHUH pa0OT 110
JIOKYMEHTAIIMOHHOMY 00€CTICUeHUIO
YIIPaBJICHUS] K ADXUBHOMY JICITy

OIIK-4.3 O6nanaer
HaBBIKAMHU
UCIIOJIb30BAHUSI
UH(POPMAIMOHHO-
KOMMYHHKAIIHOHHBIX
TEXHOJIOTHH B cepe
JIOKYMEHTAIMOHHOTO
o0ecrieueHus
yIpaBICHUS U
aApXUBHOTO JIeJia

3HaTh: HUH(POPMALIMOHHBIE CUCTEMBI,
UCIOJIb3yeMbl€ B IOKyMEHTAIlMOHHOM
o0ecrieyeHNn! yrpaBJIeH!s U apXUBHOM JieJie
YMeThb: UCOIb30BaTh MH(POPMAIIMOHHO-
KOMMYHUKAIIIOHHBIE TEXHOJIOTHH C LENbI0
OpraHu3aluy JOKYMEHTAlMOHHOTO
oOecrnieyeHus ynpaBiIeHUs U apXUBHOTO
XpaHEeHHUs JOKYyMEHTOB

Brnanets: HaBbIKaMu BbIOOpa ONTHUMAaJIbHBIX
UH(POPMALIMOHHO-KOMMYHHKALIMOHHBIX
pelIeHnit IPpU BBIIOJHEHUH paboT Mo
JOKYMEHTAIlMOHHOMY 00€ecIeueHUI0
yIpaBJIeHUS U ApXUBHOMY JIETY

OIIK-8. Cnocoben
ITOHUMATh
MPUHITUIIBI PAOOTHI
COBPEMEHHBIX
WH(POPMAIIMOHHBIX
TEXHOJIOTUH U
HCITOIB30BaTh UX
JUTSL PEIIeHus 3a1a4
npodeccnoHanbHOM
JEeATETLHOCTH

OIIK-8.1. 3naer
CoJIepXKaHue,
CTPYKTYpY U
MPUHITUTIBI pa0OTHI
COBPEMEHHBIX
WH(pOPMAITMOHHBIX
TEXHOJIOTUH,
MIPUMEHSEMBIX JIJIsI
pelieHus 3aaaqy
po¢eCCHOHATBHON

3HaTh: HH()OPMAIIMOHHBIE CUCTEMBI,
UCIIOJIb3YEMbIE B JOKYMEHTAI[MOHHOM
o0ecreyeHn! yIpaBiIeHHs U apXUBHOM JIeNe
YMeTh: uCnoap30BaTh HHPOPMAIIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTUH C LIEbI0
OpraHu3aIy TOKyMEHTAllHOHHOTO
o0ecrieyeHus yrpaBJIeHUs] U apXUBHOTO
XPaHEHHUs JOKYMEHTOB

BrnaneTs: HaBbIKaMH BHIOOPA ONITUMAIBHBIX
MH(OPMallMOHHO-KOMMYHHUKAIIMOHHBIX
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JCATCIIbHOCTH

PEILICHHIA TIPU BBITOJHECHUH Pa0OT 110
JIOKYMEHTAI[MOHHOMY 00€CIICYCHHIO
yIIpaBJICHUS ¥ ADXUBHOMY €Ty

OIIK-8.2. YMmeer

3HaTh: HH()OPMAIIMOHHBIC CHCTEMBI,

000CHOBaHHO UCIIOJIb3YEMbIE B JOKYMEHTAI[MOHHOM
BBIOMPATH o0ecrieueHUN yIpaBJICHUS U apXUBHOM JIEJIe
COBpPEMEHHbBIE YMeTh: UCT0Ib30BaTh UHPOPMALIMOHHO-
uH(OPMaIMOHHBIE KOMMYHUKAI[MOHHBIE TEXHOJIOTUH C LIEIBIO

TEXHOJIOTUH IS
perieHus 3aaaqy
npodeccuoHanbHOM
JIeATETbHOCTH

OpraHU3alUH JOKYMEHTAIHOHHOTO
oOecrnieueHus ynpaBiIeHUs U apXUBHOI'O
XpaHEHUs JOKYMEHTOB

BHaI[CTbI HaBbIKaAMH BBI60pa OIITUMAJIbHBIX
UH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX
PELICHMIA TTPU BBIITOJHEHUH PAOOT 11O
JOKYMEHTAIMOHHOMY 00€CIIeYeHHUIO
YIPaBIECHUS U ADXUBHOMY JIEILY

OIIK-8.3. Bnageer

3HaTh: OCHOBHEIC I/IH(l)OpMaI_II/IOHHBIe

HaBBIKAMHU oubrorpaduyeckue pecypcsl 1o
PUMCHCHHS JIOKYMCHTOBEJICHUIO M apXUBOBEIICHHIO;
COBPEMEHHBIX TUIIOBOE MPOTPaMMHOE 0OecIieueHue,
UH(POPMAIIMOHHBIX npuMeHsieMoe JUTsk QYHKITMOHUPOBAHHS

TEXHOJIOTU IpH
pelIeHnN 3a1a4
poQeCCHOHAIBHON
JESATEIIBHOCTH

ABTOMATH3UPOBAHHOHN CUCTEMBI
[EHTPAIM30BAaHHOTO yYeTa JOKYMEHTOB
ApxusHoro ¢onna PO,
ABTOMAaTU3UPOBAHHOTO IICHTPAIHHOTO
(dboHI0BOrO KaTajgora

YMeTh: 0CyIIeCTBIATh MOUCK HAYYHO-
TEXHUYECKOH MH(OPMAIMH 1O CBOCH
poeCCUOHATILHOM JIeATEILHOCTH;
pa3zOupaThcs B 0230BBIX aCTIEKTax
(YHKLIMOHUPOBAHUS COBPEMEHHBIX
MH(POPMAIMOHHBIX CHCTEM B apXUBHOM JIETIE.
BrnaneTs: HaBbIKAMH UCIIOJIB30BaHUS
KOMITHIOTEPHON TEXHUKH U MHPOPMAITMOHHBIX
TEXHOJIOTUI, OCHOBHBIMH METOJIAMH,
crocobaMu U CpeCTBaMU MOJTyYEHUS,
XpaHeHus1, nepepaboTKu UH(OpMaINY;
HaBBIKAMHU BBIOOPA MTPOTPAMMHOTO
oOecrieyeHus 1J11 THPOPMALTMOHHOTO
o0ecrieyeHns JIesITeTbHOCTH aPXUBOB.

1.3 MecTo TUCHUIJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30oBaTe/bHOI
NMPOrpaMmbl

HNucuumnunaa  «MHQOpMalMOHHbIE TEXHOJOTMUM B apXMBHOM JI€JIe» OTHOCHTCS K
00s13aTeNIbHOM YacTH 0JIOKA TUCIUILIMH Yy4eOHOTO IJIaHa.

J171 OCBOEHMSI AUCHUIIIMHBI HEOOXOIMMBI 3HAHUS, YMEHUS U BIIaZIeHHsI, CPOPMHUPOBAHHBIE
B XOJI€ U3yYEHUS CIEAYIOMUX JAUCHUIUIMH U MPOXOXKAeHUs npakTuk: - «MHbopmanroHHbIe
texHosioruu B 10Y»; « IHPpOpMaLIMOHHBIE TEXHOJIOTHUNY», «APXHUBOBEICHUEY.

B pesynpraTe OCBOCHHS AMCUMILIUHBI (GOPMUPYIOTCS 3HAHUS, YMEHUS WM BIAJCHUSA,
HE00XO0IMMBIE JIJIs1 U3YUECHHUS CIEAYIOMINX TUCIHUILIMH U MPOXOXKACHUS MPAKTHK:
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«CHcTeMbl XpaHEHUS IEKTPOHHBIX TOKYMEHTOBY, «I'0cy1apcTBEHHbIE, MyHULIUIIAIbHBIE

N BCAOMCTBCHHBIC apXUBED», IPCAAUITIIIOMHAs IIpaKTHUKa.

2 CTpyKTypa JUCHUNIHHBI

OO01mast TpyA0eMKOCTh JUCIUILIINHBI cocTaBiseT 3 3.e., 108 u.

CTpyKkTypa IMCUMIVIMHBI IS 04HO# GopMbI 00y4eHH st

OO0beM AUCHUILTUHBI B (OpME KOHTAKTHOW PabOTHI OOYYAFOIIUXCS C MEAArorHYecKUuMU
pabOTHUKAaMU U (WMJIH) JIUI[AMH, IPUBJIEKAEMBIMH K peai3alii 00pa3oBaTelIbHON MPOrpaMMbl Ha

UHBIX YCIIOBHSX, IIPH MTPOBEACHUH YUCOHBIX 3aHATHIL:

Cemectp | Tum yueOHBIX 3aHATUI KosmuectBo
4acoB
6 Jlexum 16
6 CemMuHapbl/1abopaTtopHbie paboThI 24
Bcero: 40

O0beM TUCIUILIMHEI B (popMe caMOCTOSTENTbHON PabOThl 00YyUYAIOIIKUXCsI COCTABIsET 68

AKaJCMHUYCCKHX 4aCOB.

3 Coaep:xkanue IUCHUTLTHHBI

Ne | HaumeHnoBanue Copaepxanue
pa3aena
AUCHMIITUHBI
1 | 1.Beenenwue. [Ipenmer, nenp u 3a1aun Kypca. VICTOUHUKY | TUTEpaTypa mno

Kypcy. XapakTepuCcTUKa 3aKOHOJAaTEJIbHBIX, HOPMAaTUBHBIX U
METOJNYECKUX JOKYMEHTOB, HALIMOHAJIBHBIX U MEKyHapOIHBIX
CTaHJapTOB I10 U3y4aeMoil mpoodyiemarnke. MecTo Kypca cpenu
JpYTUX AMCUMILINH. B3auMocCBsI3b Kypca ¢ IUCHUIIIIMHAMU
«loxymentoBenenue», «OCHOBBI M TEXHOJIOTHUS
JIOKYMEHTAIMOHHOTO 00eCreueH s yIpaBIeHUs» U JIp.
OcHoBHbIE IOHATHS Kypca: MEXaHU3alusl, aBTOMaTU3alus U
uHpopmartuzanus JJOY u apxuBHOro z1ena, HHPOPMaIMOHHBIE
texHonoruu (UT), nundpopmanmonnsie cucremsl (UC),
KOpITOpaTHBHbIE HH(OPMAIIMOHHBIE CUCTEMBI,
aBromaruzupoBanHbie cuctemsl JJOY (AC IOY), anekTpoHHbIE
JIOKYMEHTBI, JIEKTPOHHBIN apXUB, apXUB 3JIEKTPOHHBIX
JIOKYMEHTOB, aBTOMaTU3UPOBAHHbIE APXUBHBIE TEXHOJIOTUU U JIP.
ComnocTaBieHre MeXIyHapOAHOH U 0TedecTBEHHOH NMpo(UIbHON
TepMHHOJIOrHH. Poib Kypca B COBEpILIEHCTBOBAaHUH OpraHU3aluu
paboThI ¢ JOKYMEHTaMH B yIIPaBJIEHUH, CO3/1aHUHM ONMTUMAIbHBIX
yCIIOBUHM pabOTHI CITYKO TOKYMEHTAIIMOHHOTO 00ecTIeYeHHs
yIpaBJIeHUS U apXuBa. 3HaYCHHE UHPOPMATU3ALUN APXUBHOTO
Jiesa Ha coBpeMeHHOM dTarne. OcHOBHbIE HH(POPMAIIMOHHbBIE
TEXHOJIOruH, puMeHsemsie B JIOY u apxuBHOM Jene.
HNupopmaninoHHble CBOMCTBA JJOKYMEHTOB. 3aKOHOMEPHOCTH
pOCTa U CTapeHus JOKYMEHTHOW HHPOpMaLUH.
ABTOMaTH3MPOBAHHBIE HH()OPMAIIMOHHO-TTIONCKOBBIE CUCTEMBI U
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ux kinaccupukanus. OrpacieBas cUCTeMa HAyYHO-TEXHUYECKON
uHpopMaluu B 00JIaCTH JOKYMEHTOBEICHHS U apXUBHOT'O JIEa.

Pazgen 2. Ucropus
MEXaHHU3alud U
aBTOMAaTHU3aIIUU
apXUBHOTO JeTia B
Hallle¥ cTpaHe | 3a
pyoexom

OrtaIbl aBTOMaTU3allMU apXUBHOTO Jiena B KoHle XIX — KoHLe
XX BB.: pa3BUTHE TEXHUYECKOTO 0OeCIIeUeH s, HOCUTENeH
uHpOpPMAaILIKH, TPOTPAMMHOTO M JIMHTBUCTHYECKOTO 00ECTICYCHUSI.
[IepBble IEHTPBI XPaHEHUS MAITMHOYUTAEMbIX TOKYMEHTOB:
apXMBBI OTPACIIEBBIX BBIUUCIUTEIBHBIX IIEHTPOB U IIaBHBIX
BBIYMCIUTENbHBIX IIeHTPOB (I'BL). Biusaue aBromatusamnum B
opranax Hay4Ho-TexHuueckor nHpopmanuu (HTH) Ha apxusHOe
Jenno. YueTHble 1 HHPOPMAIIMOHHO-TIOMCKOBBIE
aBTOMATU3UPOBAHHBIE CUCTEMBI B apxuBax. [lakeTbl mpUKIaIHBIX
IporpaMM AJis apXuBHOTO zena. MHpopMalnoHHO-TOMCKOBBIE
Te3aypychl. MexapxuBHbie aBToMatusupoanusie UTIC.
ABTOMaTH3UWPOBAHHAS CUCTEMA HAYYHO-TEXHUYECKON
unpopmanuu (ACHTH) na ocHoBe LienTpansHoro

donnosoro katanora (LIOK) rocynapcTBeHHOr0 apXUBHOTO
donga CCCP. ApxuBoBecHNE MAIITMTHOUYUTAEMBIX JIOKYMEHTOB
(MY ). Baenpenue naHpopManmoHHOTO OIX0/1a B
apxusoseaenue. Tpynsl B.H. ABrokparosa, K.b. ['enpmana-
Bunorpanosa, K.W. Pynenscon, P.H. Ebumenko u ap.
[IpumeneHne aBTOMaTU3UPOBAHHBIX CUCTEM 00pabOTKH
n300paxeHuit st pectaBpauuu JokymeHToB (ACOU3).

OnbIT aBTOMAaTU3aLMKA APXUBHOTO Jieia 3a pyoeskoM B 1940-
1970-e rr. O6cyxnenue npobdieM nHGOpMaTU3ALUU APXUBHOTO
nena Ha koHrpeccax MCA, coznanue Komurera mo
aBromaruzanu MCA. Undopmaruzanus B crpanax CILA,
3anaanoii EBponsl, crpanax COB. Coznanue AUTIC, navano
MPUMEHEHUS KOMIBIOTEPHBIX CETeH,

CO3/IJaHME aPXHUBOB MAIIMHOYUTAEMBIX JAHHBIX. APXUBOBEACHUE
MaIIMHOYUTAEMbIX JJOKYMEHTOB 3a pyoexxom. Tpyast [Ixx. Poyaca,
Jx. Tecrona, Y. Jonmapa, M. Keppoua.

Pazpen 3.
HopmatusHo-11paBoBas
0a3a nH(pOopMaTH3aUU
ApXHUBHOTO JIeTia.

PernamenTanus nHpopMaTU3alluy apXUBHOTO JIeJ1a B POCCUIICKOM
3akoHozaarenbCcTBe. 3akoH PO «O0 nnpopmanuu,
MH(POPMALIMOHHBIX TEXHOJIOTHAX U 3amuTe HHGopmaum», «O0
apxuBHOM jene B Poccuiickoit denepannn», 3aKk0Hbl CyObEKTOB
denepauuu u gpyrue HopMaTHUBHbBIE akThl. [IpobiemMbl aBTOpCKOTro
IpaBa U JOCTymna K 0a3aM JaHHbBIX, 3alllUThl HH(OpMaIuH,
MHPOPMALMOHHOM Oe30macHOCTH. PerimamMenTanys BOnpocoB
MH(pOpPMAaTU3ALINY aPXUBHOTO JIeJia B IOCTAHOBJIEHUSX
[TpaButenscTBa PD, cyobekToB penepanuu, npukazax Pocapxusa
U IpYTUX HOPMATUBHBIX akTax. denepanbHble U pernOHAIbHbBIE
nporpaMMsl HH(popMaTH3anuu apxuBoB. Konnenuus
uH(popMaTu3anuy apxuBHoro jeia B PO, nporpamma
uHpopmatuzanun degepaabHOr0 apXUBHOIO areHTCTBA U MOJI-
BEJIOMCTBEHHBIX eMy yupexaeHui Ha 2011-2020 rr.
HopmartuBHo-MeToanueckue pazpabotku PocapxuBa 1 apXUBHBIX
yupexnenui.«lIpaBuiia opranuzanuy XpaHeHus,
KOMIUIEKTOBAHMSI, yU€Ta U UCIIOJI30BAHUS JOKYMEHTOB...» B
roCy/1apCTBEHHBIX, MYHUIIUNIAJIIbHBIX apXHUBaX, My3€X,
oubsnmorekax, apxuBax PAH 06 nnpopmarusanuu apXuBHOTO
JIeJ1a U XpaHEHHUH 3JIeKTPOHHBIX T0KyMeHTOB. KoHuenuus
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nH(popMaTH3aluy apXuBHOTO Jiena B Poccuu;

oTpacJieBas rporpamMma nHpopMaTuzanuu apxXxuBHOTO aena B Poc-
cuun. @enepanpHas LeneBas nporpamma «ieKTpoHHas Poccus»
Ha 2002-2010 rr. (2002 r.) 1 apxuBsl. [lepcriekTHBHOE U TEKYyIlEe
IUIaHUpOBaHKe paboThl 1o uH(popmaTuzanuu otpaciu. [lnansr
HUP. Ponp ®@enepanbHoro apxuBHoro arenrcrsa 1 BHUMIAL.
LlenTp nHbOpMaIIMOHHBIX TeXHOJIOTUI PocapxuBa. [lesTepHOCTh
DKCIEePTHON KOMUCCUU 10 aBTOMATU3UPOBAHHBIM aPXUBHBIM
texnosiorusm Pocapxusa. Cexuust LIC Poccutickoro o6mecta
ucTOpukoB U apxuBUCTOB (POMA) «DnekTpoHHbIE TOKYMEHTHI U
apXUBBIL: MPOOJIEMBI U petieHus». MexxayHapoaHbie (GopMaThl U
cranaaptel onucanus. Cranaapt ISADC(G) (1994).

Paznen 4.

OcHOBHBIE OOBEKTHI U
TIPUHIHITBI
aBTOMAaTH3aLIMH
apXHUBHOTO JieTa.

OOBeKThI, IPUHIIMIIBL, 1ENH, 331241 U HAIIPABICHUS
MH(pOpMaTU3aluU apXUBHOTO Aena. Buasl HHPOpMamOHHBIX
TEXHOJIOTU, IPUMEHSIEMBIX B ApXUBHOM JIEJIE.

Opranuzanus HHPOpPMATU3aLUKN HA YPOBHE apXUBa.
[TnanupoBanue padbotsl 1o BHenpennto AAT B apxuBax.
ITporpammsel nH(pOpMaTU3aLMU OTAEIBHBIX (helepalIbHBIX,
LEHTPaJIbHBIX PECIyOIMKAHCKUX U FOCYIapCTBEHHBIX KPAEBbIX,
00J1aCTHBIX, MyHUIIUTIATIbHBIX apXUBOB. CTPYKTYpHBIE
MOJIpa3/IeICHUs] apXKBa, OTBEYAIOIINE 32 MHPOPMATU3AIHUIO.
Oranbl BHeapeHust AAT B apxuse. Jtanel BHeApeHus AAT B
apxuBe. Bbi0op nporpaMMHoro obecriedueHus U pa3paboTyuKa.
CxJaibIBaHHE COBPEMEHHOT'O PhIHKA IPOrPAMMHOI0 00eCTIeYeHUs
B 00nactu apxuBHOro jAena. LleHTpsl pa3paboTunky nmporpamMm
JUIS QpXUBHOM OTPACIIM: apXUBBI, CHCTEMHbIE HHTETPATOPHI,
Hay4yHbI€ yupexJeHus U By3bl. [locTaHOBKA 3a7auu U
TeXHUYecKoe 3aanue. Jloroop ¢ pa3paboTuukoM. Y CTaHOBKa

U ajanTtanus nporpaMmsl. [Ipo0GiemMa KOHBEpTHPOBAHNUS JAHHBIX B
HOBBIE BepcHU nporpamMMbl. O6ydeHune nepcoHaa.

Paszen 5. ba3el JjaHHBIX
B apXUBHOM JIeJIe.

CucreMsl ynpapieHusi 6a3amMu JaHHBIX, IPUMEHSIEMbIE B apXUB-
HOM jene. PensuinonHas 1 uepapxudeckas CTpyKTypa 6a3bl
nanHbIx.IlocTpoenue nHdoaornueckoi Moieaun u
natanoruyeckoit moaenu bJI. Beibop THIIOB 00BEKTOB, HX
aTpuOyTOB, HACHTH(PUKATOPOB OOBEKTOB, OMPEICTICHUE THIIOB
CBsi3el, BIOOP MOJIENIN TaHHBIX, CTPYKTYPUPOBAaHUE JTAaHHBIX,
npoekTupoBanue oTueToB. [Ipobiema co3naHus TUIIOBOTO
(o01Ie0TpacieBoro) MporpaMMHOTO 0OecTIeYeHUs.
®yHKUMOHaANBHBIN noaxon (pa3padorkun BHUU-

JAJT) n unTerpupoBaHHbIil moaxon (pa3padotku PocapxuBa).
WuTerpupoBanHas MoJielb MHPOPMAIIMOHHON CUCTEMBI apXUBa,
OCHOBaHHOI Ha MHOTOYPOBHEBOM onucaHuu. CucTemsl
ynpapiieHus: 6a3aMH JaHHBIX, IPUMEHSIEMbIE B apXUB-

HOM JIEJIE.

Pazgen 6. Ilpukmagaoe
MPOTPaMMHOE
obecrieueHue s
ABTOMATHU3UPOBAHHBIX
apXI/IBHBIX TeXHOJIOI‘I/II‘/‘I

(AAT).

Buael v pa3sHOBUIHOCTH aBTOMAaTU3UPOBAaHHBIX
MH(OPMAaLIMOHHBIX CUCTEM B apXUBHOM Jene. [Ipusnaku
KJaccu(uKanuy HHHOPMAIIMOHHBIX CUCTEM: YPOBEHb HHTETpalluu
JAHHBIX B paMKax apXuBa, HA3HAUYE€HUE CUCTEMBI (yueTHasl,
UH(POPMALMOHHO-TIOMCKOBAs!, 3 IMUHUCTPATUBHO-
ynpaieHuecKas); QyHKIUU CUCTEMBI (YUeT, KOMIUIEKTOBaHUE,
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CIIPaBOYHO-TIOMCKOBBIE CPEJICTBA, UCIIOJIb30BAHUE U JIP.);
YPOBEHB OMHCAHUS JAHHBIX (MEXapXUBHBIC, MEK(DOHIOBEIE,
BHYTpH(OHIOBBIC); 00BEKT onucanus (PoH]I, OMKCH, IETI0,
JIOKYMEHT); BUJ] TPAIUIIMOHHOTO CIIPAaBOYHHKA (3JIEKTPOHHAs
OIHCh, KaTaJIoT U JIP.); BUJ ApXUBHOTO YUPEKICHUS
(nH(OpPMAIIMOHHBIE CUCTEMBI JJII APXHUBOB OPTaHHU3AIHH,
rOCy/IapCTBEHHbIX U MYHHUIIMIIAJIbHBIX apXHBOB,

OpraHOB YIPaBJICHUS apXUBHBIM JesIoM), popma peanmnzanuu (ITK
u JIBC, HTEpHET, THPOXKUPOBAHUE HA HOCUTEIISX).
CoBpeMeHHbIE aBTOMATU3UPOBAHHBIC APXUBHBIE TEXHOJIOTHH:
MPOrpaMMBbI JIJIsl aBTOMATU3ALMU y4eTa, KOMIUIEKTOBAHMUSI,
HKCHEPTHU3BI IIEHHOCTH, 00ECIICYEHUS] COXPAHHOCTH,
HCIIOJIb30BaHUs JOKYMEHTOB, aBTOMaTU3UPOBAHHBIC
WH(OPMAIMOHHO-TIOUCKOBEIE CHUCTEMbI. IHTErpupOBaHHBIC
MHOTO(YHKIIOHAIbHBIE Tporpammbl. MTHbopMamonHbie
MPOIIECCH U QYHKIMH B cUCTEME «YYeT apXUBHOTO (OH/Ia»
(MucodT). O6mmeoTpacieBasi cicTeMa aBTOMaTU3UPOBAHHOTO
ydeTa JOKyMeHTOB ApxuBHOTO poHma PO. [Tporpammer
«ApxuBHbIN HoHI», «DOHIOBBIN KaTanory. MexxapXuBHbIe 0a3bl
JAHHBIX (peecTp YHUKAIBHBIX JOKYMEHTOB ApXHBHOTO (OH/Aa,
aBromarusupoBanublii HOK, «ApxusHas Poccuka» u ap.).
WNnpopmaruzanus apxuoB opranuszanuii. OCHOBHbIE IPOOJIEMBI
KOMIIbIoTEepHU3aui nHGopManronHoro noucka. UIIC
JOKyMEHTalbHbIe U (pakTorpapudeckue. Kiaccuduxamms
nH(}OPMaILIMOHHO-TIOUCKOBBIX S3BIKOB. becTezaypycHblit
nouck. Tezaypycsl u ux penakruponanue. Kinaccupukaropsl
JIOKYMEHTHOM nHpopMauu — ux yHUPUKAIUs U
penaktupoBanue. Ctanmaptusanus GopMaToB ONUACAHUS
nokymeHToB. EK/IW. DnekTpoHHBIE yTEBOAUTENH, OIIUCH,
Karanoru, ykazatenu. Mexapxususie AUTIC. bank qanHbix
«Kuura namsitny», «ApxuBHasa Poccukay, ALIOK.
[TonmnotexcToBbie AUTIC. MHTErpripoBaHHBIE TOMCKOBBIE
CHUCTEMBI U IPOTpaMMHOE 00eCIieueHre A UX peallh3allii.
OmneiT 'maBapxuBa r. Mockssl, TAP®, ApxuBa PAH,
peruoHanbHbIX apxuBOB. [Iporpammusiil kommieke «Kaucca-
ApxuB» U ero BHeApeHne. Mexa1yHapOoaHbIe POEKThI
KOMITHIOTEPHU3ALUU aPXUBHBIX TEXHOJIOTUM — «APXUB
Komunrepna», «CBAI».

Pazgen 7.
WHTEepHET-TEXHOJIOTHH
1 nHQOpPMAIIHOHHEIE
pecypchl,
WCIIONIb3YEMBIE B
apXUBHOM Jeie.

[IpumMeHeHne ceTeBbIX TEXHOJIOTHUH B MH(POPMAITMOHHOM
o0ecrieyeHnH paboThl APXUBOB, CO3IAaHUH MEXAPXUBHBIX
MH(OPMaLIMOHHO-TIOUCKOBBIX CIIPABOYHUKOB, YIIPABJICHUU
oTpaciblo. [ 100anbHbIe BBIUUCIUTENBHBIE CETH U APXUBBI.
[TpoGiema co3nanus pecypcoB OTE€UECTBEHHBIX apXUBHBIX
yupexaenuit B IatepHere. O01erocy1apcTBeHHbIE apXUBHBIE
MOpTaIbl — «APXUBBI YKpauHbl»; «ApxuBsl bemopyccun»;
«Apxussl JIutee». Caiit Pocapxusa «Apxussl Poccun».
Meroanueckue ykaszanus PocapxuBa 1o co3IaHuIo caiita
ApXUBHOTO YUPESKJICHHS. XapaKTepUCTHKa UH()OPMAIIMOHHBIX
PECYPCOB POCCUIMCKUX apXWBOB B IJ100aJTbHOM CETH: CAMTHI
npecTaBuTeNbekue U HaydHble. [Ipobnemsl myonukanun HCA u
nokymeHToB B HTepHeTe. bubnmoreku ccpumok. CalT « ApXUBBI
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mupa» KOHECKO. Opranuzanus 1octyna K 3J1eKTPOHHBIM
pecypcam o 1oKkyMeHTax ApxuBHOro gonaa PO, pasmenieHHbIM
Ha nopraine «Apxusbl Poccun», B ToM unciie «LleHTpanbHOMYy
GOHIOBOMY KaTaory»; «PeecTpy yHUKabHBIX JOKYMEHTOBY.
Coznanne «EquHOM HHTETparimOHHON I1aT(HOPMBI
WH(OPMAIIMOHHBIX PECYPCOBY» POCCUICKUX aPXHUBOB.

Pa3nen 8. Texnonorus
XpaHEHUS SJICKTPOHHBIX
JTOKYMEHTOB U 3aIlIUTa
nHPOpPMALINH B
WHPOPMALMOHHBIX
CHCTEeMaXx.

[TpoGiiema coxpaHeHUs FTEKTPOHHBIX TOKYMEHTOB Ha
coBpeMeHHOM dtarne. [Toustusa «MY/», « IMH», «31eKTpOHHBII
nokyMeHT» (D/]) 1 uX HOPMATUBHO 3aKpeIUIeHHbIE 1e(DUHULINU.
Huckyccuu o npupoze DJ1. OcoOGeHHOCTH MAITMHOYUTAEMBIX
JIOKYMEHTOB Kak 00bEKTOB apXMBHOT0O XpaHeHUsl. Bormpocsl
IOPUAMYECKOMN CHUIIBI U «J10KA3aTeNbCTBA» HA/IEKHOCTU HOCUTETIEH,
OTJIEJICHHOCTH UH(OPMALIMK OT HOCUTES, HEOTPAaHUYEHHOCTH
BOCIIPOU3BEICHHSI OPUTHHAJIOB, BEICOKOI ce0ecTOMMOCTH
XpaHEHUs; CTaApEHUE TEXHUYECKOr0 U MPOTPaMMHOI0
obecnieuenus; (HopMaTHOI HECOBMECTUMOCTH, OTIMCAHHS

u ap. [lpaBoBoe perynupoBanue puInyecKor cuibl D/ B Hamen
CTpaHe U 3a pyOexxoMm. DIIeKTpoHHAast HU(PPOBasi MOAIHUCH.
TexHoI0rnuu ONepaTUBHOTO XPAHEHHUSI SJIEKTPOHHBIX JOKYMEHTOB
(3amuTa OT BUPYCOB, COOEB 3JIEKTPOIUTAHHS, PE3EPBHOE
KonupoBaHue u Jip.). [lpobrema 101roBpeMeHHOro XpaHeHUs
AIIEKTPOHHBIX IOKYMEHTOB U MOJIEPKAHUS UX ayTEHTUYHOCTH.
OcoOenHoctu kinaccupuKaluu, y4eTa, ONMCaHus U IKCIEPTU3BI
LIEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB. TpeboBaHus
nH(OPMaLIMOHHON 6€30MaCHOCTH K aBTOMaTH3UPOBAHHBIM
cuctemaMm B J/IOY u apxuBHOM aene. OCHOBHbIE HAIIpaBJICHUS U
MeEpBbI 1O 3a1uTe UHPOpPMALMK OT HECAHKIIMOHUPOBAHHOTO
noctyna. Co3manue 3JeKTPOHHOTO (OHAA MOTB30BAHMS.
Cozpnanue LleHTpa XxpaHeHUs 3JIEKTPOHHBIX JOKYMEHTOB
POCCHICKHX apXHBOB.

4 (OQo0pa3oBaTesibHbIE TEXHOJIOT U

HaunmenoBanue
pasaena

Buabl yueOHbIX
3aHATHH

Oo0pa3oBare/jibHbIE TEXHOJOTHHI

2

3

4

1.BBenenue.

Jlexknns 1.

CamocTosTenpHast
pabota

BBomnast neknus ¢ HCHOJb30BaHUEM
BUJIEOMATEPHATIOB

KoncynsTupoBanue u
JOMAIHUX 3alaHUI
3JIEKTPOHHOU IMOYTHI

npoBepKa
MOCPEICTBOM

Paznen 2. Uctopus
MEXaHHU3alu: U
aBTOMAaTHU3aIlUU
apXUBHOTO JIeIa B HallleH
CTpaHe H 3a pyoe:KoM

Jlexnus 2.

CamMmocTogTenpHas
paborta

Jlexuus-Buzyannsanys. ¢ NPUMEHEHHEM
CIIali I-TIPOEKTOpA.

[ToaroroBka K KOHTPOJIBHOM paboTe.

Pazngen 3. HopmaruBHO-
mpaBoBas 06a3a
nHpOpMaTU3ANN
apXHUBHOTO JeTIa.

Jlexnus 3.

CamMocTogrenpHas
paborta

Jlexuus-Busyanusanus ¢ HIPUMEHEHUEM
CIIAMA-TIPOEKTOPA.

[ToaroroBka K KOHTPOJIBHOM padoTeE.
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Paznen 4. Jlexnus 4. Jleknus-Busyanuzanuss ¢ NPUMEHEHUEM
OcHOBHbBIC 00BEKTHI 1 ClauI-TIpOeKTOpa.
TPUHIUIIBL CamocrositensHas  |KoHcynbTHpOBaHue u MpoBepKa
aBTOMAaTHU3ALMH paborta JIOMAITHUX 3aaHui MIOCPEJICTBOM
ApXWBHOTO JI€TIa. 3JIEKTPOHHOMU ITOYTBHI.
Paznen 5. basel nanneix B |JIekuus Jlexkuuss ¢ pa3dOpOM  KOHKPETHBIX
apXUBHOM JIeJIe. 5. CUTYAaLHIl.
CamocrosTenpHas |BbllonHeHHe NpakTUYECKOro 3a1aHus 110
pabora. aHaJIM3y TNpaBUI pabOThl apXWBOB U
CTaHJapTOB.
KoncynsTupoBanue u IIPOBEpPKA
JOMAIIHUX 3a1aHUI MIOCPEJICTBOM
3J€KTPOHHOU MOYTHI.
[loaroroBka K KOHTpPOJIBHOM paboTe u
3aI0JIHEHNIO paboyell TeTpaiu.
Pasnen 6. [lpukiagnoe Jlexnus 6. Jlexuus-Bu3zyanuzauuss ¢ MNPUMEHEHUEM
POrpaMMHOE ClalI-TIpoeKTOpa.
obecrniedeHue s
aBTOMATHU3WPOBAHHBIX CamocrositenbHas  |KoHcynbTHpOBaHue u MIpOBEpPKa
apXUBHBIX TEXHOIOTUH  |paboTa JIOMAIIHUX 3a1aHUI MIOCPEJICTBOM
(AAT). 3JIEKTPOHHOM TTOYTHI.
Paznen 7. Jlexknusa 7 Jlekuus-Busyanusauuss ¢ MPUMEHEHUEM
WHTEepHET-TEXHOIOTUU U CHalI-TIPOEKTOpA.
WHPOPMATUOHHBIE
pecypcbl, ucnons3yeMele B | CamocrositenbHas  |KoHcynbTUpOBaHue u MpOBEpPKa
apXMBHOM JIeJIe. paborta JIOMAITHUX 3aaHui MOCPEACTBOM
3JIEKTPOHHOMU MOYTHI.
Paznen 8. Texnonorus Jlexmus 8. Jlekuusa-Bu3yanusanuss ¢ MPUMEHEHUEM
XpaHEHUs JIEKTPOHHBIX CHauI-IPOEKTOpA.
JIOKYMEHTOB U 3a1ura
uHpopmanuu B CamocrositenbHass  |KoHcynbTHpOBaHMe u MpoOBEpKa
MH()OPMAIMOHHBIX paborta JIOMAITHUX 3aJaHui MOCPEACTBOM
cucTeMax.

3JICKTpOHHOI>i ITOYTHI

B nepuon BpeMeHHOro HpPUOCTAHOBIEHHUS MOCEUICHHS OOYYaroLIUMUCS MOMELIEHUN u
tepputopun PITY g opranmzanum ydyeOHOro mporecca ¢ MNPUMEHEHHEM 3JIEKTPOHHOTO
oOydeHHs W JUCTAHLIMOHHBIX OO0pPa30BATEIbHBIX TEXHOJOTMH MOTYT OBITh MCIOJIb30BaHbI
cieayronme o0pa3oBaTesIbHbIE TEXHOIOTHH:

— BUIIEO-JIEKI[UH,

— OHJIaMH-JICKIIUU B PEKUME PCAJIbHOTO BPEMCHHU;,

— JJICKTPOHHBLIC y‘I€6HI/IKI/I, yLIe6HI)I€ HOC06I/I$[, HAayY4YHBIC U3JaHUA B DJICKTPOHHOM BUJIC U
JOCTYII K HHBIM 3JICKTPOHHBIM O6p3.30BaTeJ'ILHLIM pecypcam;

— CUCTEMBEI IJI SJICKTPOHHOT'O TCCTUPOBAHNA,
— KOHCYJIbTallU C UCIIOJIb30BAHHUECM TCIICKOMMYHUKAIUOHHBIX CPCIACTB.

5 OneHka IVIAaHUPYEMBIX Pe3yJabTATOB 00y4eHHA

5.1 Cucrema oeHUBaHUA

H(I)opMa KOHTPOJISl

\MaKc. KOJIMYeCTBO 0a/1710B H
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3a onny (Bcero
padory

Tekymuii KOHTPOJIb:
- onpoc Ha npakmuyeckom 3anamuu |5 oannos |30 6annos

3ayém

- KOHmponvHas paboma (pepepam,) 10 10 6annos
- pabouas mempaosb cmyoeHma 5 6annos |20 banrnos
(memwt 1-3),
151 cmyoenmos 3a0uH020 omoeneHus
1-4
[IpomesxyTouHas arrectanus 40 6annos
(umozosas KOoHmpoibHas paboma)
HToro 3a cemectp (Oucyuniumny) 100 6annos

[TosrydeHHBIH COBOKYITHBIN pe3yJIbTaT KOHBEPTHPYETCS B TPAAUIIMOHHYIO IIKAITY OIICHOK U B
HIKaTy OlleHOK EBporieiickoii cucteMsl nepeHoca 1 HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM € TabIUIIEH:

100-0annpHas lxana
iKaa TpaauimoHnHas IKaia ECTS
95— 100 OTJINYHO A
83-94 B

68 — 82 XOpOIIIO 3a4TEHO C

28 : g; YIIOBJICTBOPUTEIHHO [E)
20-49 FX
0_19 HEYJIOBJICTBOPUTEIIBHO HE 3aYTEHO F

5.2 Kputepum BbICTaBJIE€HUSI OLEHKH MO JUCUMUILINHE

bannsl/ Onenka no Kputepun onieHku pe3ynbTaToB 00yueHus 0 JUCIUIUINHE
[lxana ECTS | nucuuniune

100-83/ «OTIUYHOY BricTaBnsiercs o0ydaromemMycsi, €Ciu OH TITyO0KO U

AB IIPOYHO YCBOWJI TEOPETUYECKUN U MPAKTHYECKUI

MaTepHall, MO>KET MPOJIEMOHCTPUPOBATh 3TO HA 3aHATUAX U
B X0J1€ POMEKYTOYHON aTTECTALUN.

OOyuaromnuiicss HCUEPIBIBAIOLIE U JTOTMYECKH CTPOITHO
M3JaraeT yueOHbI MaTepuall, yMEeeT yBSI3bIBATh TEOPHUIO C
MIPAKTUKOH, CIIPABIISETCA C pellIeHueM 3aay
poheCCHOHATTLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, NPaBUJILHO 0OOCHOBBIBACT MIPUHSATHIE
peueHus.

CB000/IHO OpUEHTHPYETCS B yUeOHOI U
npodeccHoHaIbHON JIUTepaType.

OneHka o JUCHUIUIMHE BBICTABIISAIOTCSA 00YJarOIEMYCs C
y4€TOM PE3YJIBTATOB TEKYIIEH U IIPOMEKYTOUHON
aTTECTALlUN.
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Bamuisr/
lxkama ECTS

Ornenka 1o
JOUCLIAIIIIMHE

Kputepuu onieHku pe3ynbTaToB 00yueHus 0 JUCIUIUINHE

Komnereniuu, 3aKkpeniénnpie 3a JUCUUILTMHON,
c(hOpMUPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/

«XOopouo»

BrictaBisiercst o0yyaromemMycs, €Cli OH 3HaeT
TEOPETUYECKUM U IPAKTUYECKUNA MaTEpHas, FPaMOTHO U I10
CYLIECTBY M3JIaraeT €ro Ha 3aHATHSIX U B X0/
IIPOMEXYTOYHOM aTTeCTaluy, He JOIyCKasl CYILIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiics IpaBUIbHO IPUMEHSAET TEOPETUUECKHE
II0JIOXKEHHUS [IPU PELICHNUN IPAKTUUECKUX 3a7a4
po¢ecCHOHAILHON HANPaBJIEHHOCTH Pa3HOI'O YPOBHS
CJIO’KHOCTH, BJIa/IEET HEOOXOJUMBIMH IS TOTO HABBIKAMH
W OpUEMaMU.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUEOHON U
npogeccuOHaILHOMN JINTEpaType.

OneHka no JUCHUILIMHE BBICTABISAIOTCS 00y4daromeMycst ¢
Y4€TOM pEe3yJIbTaTOB TEKYLIEH U IPOMEKYTOUHON
aTTeCTallUu.

Komnerennuu, 3akpeni€Huble 3a AUCUUTIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUI».

67-50/
D,E

«YyHAOBJICTBOPU-
TCIIBHO»

BeicTaBisiercs o0yyaromemMycs, €cii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U IPAKTUYECKUNA MaTepual,
JIONYCKAET OT/AEIbHbIE OIINOKH MPH €ro U3JI0KEHUHU Ha
3aHATUAX U B XOJ€ IPOMEKYTOYHOU aTTECTALIUH.
OOyuaronuiics UCTIBITHIBACT ONpeIEIEHHbIE 3aTPYAHEHUS
B IPUMEHEHHUH TEOPETUYECKUX ITOJI0KEHUN ITPU PEILIECHUN
MPAKTUYECKHX 3a/1a4 TPO(ecCUOHATbHON HAlPaBIEHHOCTH
CTaHJApTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOOXOAUMBIMU JJISl 3TOT0 Oa30BBIMH HAaBBIKAMU U
NpUEMaMHU.

JleMOHCTpHUpYET 10CTaTOYHBIN YPOBEHb 3HAHUS y4eOHOM
JIUTEpaTypHl 110 AUCLUILIVHE.

OneHka 1Mo JUCHHUIUIMHE BBICTABISAIOTCS 00YJaIOIEMYCs C
Y4ETOM PE3YIbTATOB TEKYILIEW U IPOMEKYTOUHOU
aTTeCTaluu.

Komniereniuu, 3aKkpeni€éHnble 3a JUCUUTITMHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F,FX

«HCYHOOBJICTBOPUTE
JIBHO»

BeictraBnsercs oOyuaromemMycs, €ClIM OH HE 3HAeT Ha
6a30BOM ypOBHE TEOPETUYECKUI U MPAKTUUECKUI
MaTepua, J0IMycKaeT rpyObie OMHUOKH IIPH €ro
U3JI0’KEHUU Ha 3aHATHAX U B XOZ€ MPOMEKYTOUHON
aTTeCTallUH.

OOyuaronuiics: UCTIBITHIBACT CEPhE3HBIE 3aTPYAHEHUS B
MPUMEHEHUH TEOPETHUECKUX TOJI0KEHUH MPHU peleHUH
MPAKTUYECKHX 3a/1a4 MPO(eCCHOHAIbHON HApaBIeHHOCTH
CTaHJAPTHOI'O YPOBHS CIIO)KHOCTH, HE BJIaJI€ET
HEOOXOAMMBIMU JIJISl 3TOTO HAaBBIKAMU M MPHUEMaMHU.
JlemoHcTpupyeT (hparMeHTapHble 3HaHUS y4eOHOM
JIUTEPATypPHI 110 TUCLHUIIIMHE.
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banmsr/ Ouenka no Kpurepuu oneHku pe3ynbTaToB 00y4eHHUsI IO JUCITUTIIINHE
[lxana ECTS | nucuumiune

OreHka 1Mo JUCHHUIUIMHE BBICTABISIOTCS 00YJaIOIEMYCS C
y4€TOM pe3yJbTaTOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTalUu.

KomnereHuy Ha ypoBHE «10CTaTOYHBIN», 3aKPEIIIEHHbIE
3a AMCUUIUINHON, HE C(OPMHUPOBAHBI.

5.3 OueHouyHbIe cpeacTBa (MaTepHAJIbI) JAJI TEKYILIEr0 KOHTPOJIS
ycnneBaeMocCTu, HpOMe)I(yTO‘IHOﬁ arTrecranmuu 06yqa1011mxcn 1o
JAUCHHUIIJIMHE

IIpumepnvie mecmul Ona OaUY-KOHMPOIALHOI padOMbl.

Bapuanm 1.

1. O6meoTpacieBoe mporpaMMHOE 00ECTIeYeHIE apXHUBOB ATO —

A. enuHbIE IpaBUiIa CO3aHMs HHPOPMAIIMOHHBIX PECYPCOB PErHOHA;

b. enunble cTaHIapThI OMMCAHUS APXUBHBIX IOKYMEHTOB;

B.obmepoccuiickue kiaccuukaTopsl JOKYMEHTHOM HH(DOPMALINY;

I mporpaMMbl WIM KOMIUIEKCHI MpPOTpaMM, IMpeAHa3HAYeHHbIE JJIS aBTOMATHU3allud

OTpeieIEHHOM TEXHOJIOTHH B OIMPEIEICHHON KaTeropuu apXUBHBIX YUPEKICHUH.

2. JIunrBuctTuyeckoe odbecrnedyeHne nHHOpMaMOHHO-TIOUCKOBON CUCTEMBI 3TO —

A. KOMIUIEKC NTPUKJIAJHBIX IPOrpaMM;

b. cucrema ynpaBinenust 6a3aMu 1aHHBIX;

B. COBOKYIHOCTH UCKYCCTBEHHBIX HH(POPMALIMOHHO-TIOMCKOBBIX SI3bIKOB U CPEJICTB IMIOMCKA;

I'. COBOKYHNHOCTb  NpPOrpaMMHO-ANNapaTHBIX CPEACTB BBOJA, OOPaOOTKM M XpaHEHUs
uH(pOopMaLIUH.

3. OCHOBHBIM IPUHIUIIOM UH(POPMATU3AIUHN APXUBHOTO JeJIa SABISETCS MPUHIUI :
A. co3naHus pacnpeeneHHbIX HHPOPMAIMOHHBIX PECYPCOB;
b.MozepHu3alny NpUMEHsIEMbIX TEXHOIOTHIM U IPOrpaMMHOTr0 00ecTieueHus;
B.BHeIpeHM S HCKITIOUNTENEHO MEXKAPXUBHBIX HH()OPMAIIMOHHO-TTOUCKOBBIX CUCTEM;
I'. mpeeMCTBEHHOCTH TPaJULIMOHHBIX U ABTOMATU3UPOBAHHBIX TEXHOJOTUN MEXKITY COOO0M.

4. BHenpenue nHPOPMAIIMOHHBIX TEXHOJOTUI B MacIITabax apXUBHON OTPAC/IU PETYIUPYETCs U
IUTAHUPYETCS COTJIACHO

A. ®enepanbHOMY 3aKOHY 00 «ApXUBHOM Jiesie B POy;

b. apxuBHOMY 3aKOHOAATENBCTBY CYOBEKTOB (heaeparuu;

B.«OcHoBHBIM npaBUiaM pabOThl ApXUBOB OpraHU3aLUI;

I'. «IIporpamme undpopmaruzannu denepanbHOro apXUBHOTO ar€HTCTBAY;

5. OCcHOBBI BHEJJPEHUS aBTOMATU3MPOBAHHOTO Y4eTa U CIIpaBOYHO-TIOUCKOBBIX cpenctB (AUIIC)
B MYHUIIUITAJIHHBIX apXHBaX 3aKPETIJICHBI

A. B 3akoHe «O0 apxuBHOM jerne B POy;

b. apxuBHOM 3aKOHOAATENHCTBE CYOBEKTOB (heeparuu;

B. «OcHOBHBIMM ITpaBUIIAMU PAOOTHI APXUBOB OPraHU3ALIUI;

I'. «llpaBruiaMu OpraHU3aIK XPAaHEHUs, KOMIUIEKTOBAHHS, Y9€Ta U UCIIOIb30BaHUS TOKYMEHTOB
A® P®D u 1pyrux apXuBHBIX JOKYMEHTOB B TOCYAAPCTBEHHBIX U MyHUIIUTIAIBHBIX apXUBaX).

6. Enunas ABTOMATHU3UPOBAHHAA OTpPACIICBAad CUCTEMA BHCIPCHA B ApXHUBHOM /[ICJIC B o0iactu
A. KOMIIJIEKTOBaHUS APXHBOB;
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b. OKCIICPTU3BI HCHHOCTU JOKYMCHTOB;

B. yuera 1oKyMeHTOB;

I'. uconp3oBaHus JOKYMCHTOB.

7. Buenapenue o011eoTpaciaeBbIX IporpaMM B apXUBHOM JIENIE CIOCOOCTBYET
A. MOJIepHHM3aIINT TEXHIYECKOTO 00ECTIeYeHUS apXUBOB;
b. noBbimennro 3¢ (peKTHBHOCTH MIIAaHUPOBAHUS pabOUYero BpeMEHH apXUBUCTA;

B. co3nanuo yHUKaNbHBIX HHPOPMAIIHOHHO-TIONCKOBBIX PECYPCOB;

I'. uaTerpanuu u yauduxanuu GopMaToB TaHHBIX M CO3IAaHHIO MEKAPXUBHBIX HH(POPMALIMOHHBIX

CHCTEM.

8. C nenbto cozanus crpaxoBoro ¢onaa u GoHaa MoIb30BaHUS B apXUBaX MPUMEHSETCS
A. MyJIbTUMENITHBIE TEXHOJIOTHH;
b. uH(bOpMalnOHHO-TIOUCKOBBIE CUCTEMBI;

B. cereBbie TEXHOIOrHNY,

I'. TexHonorus onupoBaHus.

9 . Lenbto nHpopMaTH3aLUK APXUBHOTO JI€J1a SBIISETCS:
A. OGecrieueHne yJaqeHHOTO JIOCTYIIa MOJIb30BaTeel K HH(OPMAIIMOHHBIM pECypcaM apXHBOB;
b. IloBblllIEeHHE TOYHOCTH U ONIEPATUBHOCTH Y4€Ta JOKYMEHTOB;

B. Co3nanue panmoHanbHON CHCTEMBI KOMILJICKTOBAaHUS, XpaHEHHMs M TMOWCKAa WH(pOpMaIuu
ApxusHoro ¢ponjga P® ¢ nomoripto nHPOPMAIMOHHBIX TEXHOJIOTHA;

I'. Bce BhllIEnIEpEYHCIEHHOE.

10. DnekTpoHHBIE JOKYMEHTHI BKIIFOUEHBI B cOcTaB ApxuBHOro pouga PO
A. Ha ocHoBanuu ¢enepanpHoro 3akoHa «O0 3yexkTpoHHOH mudposor moxmucu» Ne 1-@3 ot

10.01.2002

b. H a ocHoBanuu ¢enepansHoro 3akoHa Poccuiickoir @enepamun «O0 apXuBHOM Jene B
Poccuiickoit ®enepammu» Ne 125-03 ot 22.10. 2004.
B. Ha ocnoBanuu denepanpaoro 3akona «O06 nHpopmanyu, HHOOPMAITHOHHBIX TEXHOJIOTHAX U
3amure uHpopmanum» Ne 149- @3 ot 27.07.2006
I'. Ha ocHoBanuu ¢eaepanbHOro 3akoHa «O06 00s13aTeIbHOM 3K3eMIUIsIpe JoKyMeHTOB» Ne 77-D3

or 29.12.1994

Bapuanm 2.

1. ba3za maHHBIX C NPUBEACHHBIM HIKE IEPEYHEM TTOJIEH B APXUBE UCIIOJIB3YETCS JJIS:

A. KoMmiekToBauus.
b. Yuera nokymeHTOB.

B. Iloucka 10OKyMEHTOB U IOKyMEHTHOH HH(OpMAIIHH.
I'. KoHTpOIIS MCIOJIHEHNS 3aPOCOB.

Apxue \Haszeanue B/] lona.
I'A Teepckoti obaracmu «Pewenus u pacnopsoscenusiPane yupescoenus
(npumensemcs Kanununckoeo  2opoocko2oBuo ookymenma;

makoce 6 apxueax TiomeHu u
Tobonvcka 074
Kamanoa2uzayuu @onoos
LUCNOTKOMOB 20PCOBEMO8)
MH(OPMUPOBAHUE TPaxJIaH O
CO3aHHBIX umy|
MH()OPMAIMOHHBIX pecypcax

cosema H.0. 1980-91 22.»

We ooxymenma;

Hauanvnas oama,

Koneunas oama;

Cooepoicanue;

[ "eoepacghus;

Ompacnv,

Haszeanue yupedcOenus, 6 omHouleHuu
KOMOpOo20 NPUHAM OOKYMEHM,

Dono No;
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/]eno No;
Onuce No;
VIucm No.

1. K mexxapXuBHBIM 0a3aM JaHHBIX OTHOCSITCS:

A. DIIEKTPOHHBIN KaTaJlor «APXUTEKTYypa M IpagocTpoTenbcTBO MockBbl, CaHk-IleTepOypra u
npuroposioBy» Ha caiite PI'A HT/;

b. baza nanupix «OnbITHO-KOHCTPYKTOPCKas fokymenTanusi B PICA HT[»;

B. CD-ROM “IO.A. I'arapun» u ero cereBas Bepcus Ha caiite PI’A HT/I;

I'. Onexrponnsiii myreBoautens mo PI'A HT/I.

3. K MexxapxuBHBIM 6a3aM JaHHBIM OTHOCSITCS

A. AnHoTtupoBanHbIil peectp onuceld PI'’A BM®;

b. Omuce donma Cubupckoro-reHepan ryoepHaropa B ['A  Owmckoit obnactu;
B. IIporpamma «Yuet apxuBHoro gonma» B 'ocapxuBe BopoHexckoii obnactu;

I'. PeecTp yHHKaNbHBIX TOKYMEHTOB ApxuBHOTO Qonaa PD.

4. UnterpupoBaHHbie 0a3bl JAHHBIX OTINYAIOTCS:

A. HAIMYMEM ONTUCAHUIA JTOKYMEHTOB pa3HbBIX (POHIOB;

b. Hanuuuem onucaHuii TOKYMEHTOB Pa3HBIX 3M10X;

B. Hanmuuuem pa3HbIX ypoBHEM onucanus (HoHm, ONUCh, IO U Ap).
['. HanuuueM onucaHuil TOKYMEHTOB Pa3HbIX apXUB

5.YueTHbie 0a3bl JaHHBIX MTPEAHA3HAYEHBI JJIS
A. OCYIIIECTBIICHUS CTATUCTUUECKHUX OTIEPAIIHiA.
b. opranuzanuu sKcriepTU3bl IEHHOCTH;

B. onpenenenns CpokoOB XpaHEHHUs JOKYMEHTOB;
I'. moucka TOKyMEHTHOI HH(OpMAIIHH;

6. K agMuHHCTpaTUBHO-YIIPAaBICHUECKUM 0a3aM JIaHHBIX OTHOCSITCS:
A. B/l o yueTy JOKYMEHTOB B apXUBE;

b. B/I o y4eTy UCHOIb30BaHUs JOKYMEHTOB B ApXUBE;

B. b/ «Karanor penienuii ropucroiaKoMa B TOPOJICKOM apXHUBE;

I'. B/l 10 BeAEHUIO IIAHOBO-OTYETHOM JOKYMEHTALIMK B apXUBaX

7. K nn(opMalinoHHO-TIONCKOBBIM 0a3aM JaHHBIX OTHOCSTCS

A. B/l o y4eTy JOKYMEHTOB B apXUBE;

b. B/I o yueTy ucnoab30BaHus JOKYMEHTOB B ApXUBE;

B. b/l «Karanor penienuii ropucrojikomMa» B TOPOJCKOM apXUBE;
I'. B/l Mo BeneHUIO IIAaHOBO-OTYETHOM TOKYMEHTAIIMM B apXUBAX

8. baza maHHBIX CO CIEAYIOMIMMHU TOJISIMH SIBIISIETCSI:
A. YuerHoM

b. NUHTErppOBaHHOM.

B. AIMUHHUCTPAaTUBHO-YIIPABICHUECKOM.

I'. IToMHOTEKCTOBOIA.

Apxue Haszeanue oazvillons
OaHHbIX
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{AOAM

«ObuecmeenHo-
noaumuiecKue napmuu
U OBUIICEHUSY

Haumenosarnue opeanuzayuu;
Hanpasnenue oesmenvnocmu napmuu,
Buo ooxymenma;

3acon0680k Ookymenma

Jlama ooxymenma,

Ilonnoma mexcma,

Cnocob eocnpoussedenusi;
Hoonunnocmo,

Bpems nocmynnenus 6 apxus;

10 Touckosvie dannvie,

CoN~wWNE

11. Texcmul ycmaso u npoepamm napmuil.

9. baza maHHBIX CO CIEAYIONIMMU MOJISIMH SIBIISETCS:
A. YuerHoit
b.ITouckoBoii.

B. AnMUHUCTpaTUBHO-YIIPAaBIEHYECKOM.

I'. [IoTHOTEKCTOBOM.

Apxus \Hazeanue b/] lons

[XU]IK (PI'BA) |b/] no eoennonnennvim|l. @amunus
epacxcoanam I'epmanuu,|2. Hwms
Snonuu. Aecmpuu,|3. HUms omya;
Umanuu, 4. Jlama poorcoenus
VItokcembypea, 5. Mecmo pocoenus;
Benepuu, Honvwu|6. Mecmo sicumenvcmea,
nepuooa emopoti [. Bepoucnogeoanue;
muposoti  eotinbl  (no|8. Cemetinoe nonodicenue;
donoy I'VIIBU). 9. Ilpogeccus;

10. Bounckoe 3sanue;

11. Bounckas wacmo,

12. Mecmo naenenus;

13. Mecmo codepocanus (naceps);
14. Mecmo 3axoponenus.

10. baza JAaHHBIX CO CIICAYIOIIUMH ITOJISAMU ABJIACTCA:

A. DnekTpo

HHOU OITHMCHIO

b. DneKTpOHHBIM KaTaJorom.
B. DnexTpoHHBIM yKa3zarenem.
I". DNEKTPOHHBIM ITYTEBOIUTENIEM.

Apxue Hazeanue 6asvl oannvix  |[lons Omuembi
"ocyoapcme|b/] «Mempuueckue knueuy|l.Ye30. [ lepeuenv mempuueckux KHU2
CHHbIL -c 1720 no 1916 2. 2.Hacenennwiii nynxm. no oame, MeCMONIOHNCEHUIO
apxue 3.1]epro6b, npuxoo, cobop. npuxooa, yepKau.
Ceeponiosck 4.1'00 3anucu.
ol obnacmu 5.Ne honoa.
(I'ACO) 6.Ne onucu.

7.Ne oena

8. Ne qucma.

Ilpumepnwie onpocwl 014 KONN0KEUyMa
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1) Kak n3MEHWINCh OCHOBHBIC II€IM M HampaBieHUs WH()OpMaTH3allMd apXMBHOTO Jeia Ha
COBPEMEHHOM 3Tane Mo cpaBHEHUIO ¢ 1990-mu rogamu (Ha OCHOBE OTPACIEBBIX NPOrpaMM U
TJIaHOB)?

2) B yem npeumyIiecTBa 00IIEOTPACICBOIO MPOrPAMMHOIO O0CCIICUCHUSI U KaKHe Pe3yJbTaThl
JOCTUTHYTHI B €ro pa3paboTKe U BHEIPEHUHU B apXUBHBIX yupexaeHusx Poccun?

3) PackpoiiTe Ha npuMepax OCHOBHBIC IPUHIIMITBI HH)OPMATU3AIMU apXUBHOTO Jerna B PO.
4)Korma MalmIMHOYMTaeMbIC JOKYMEHTHI OBbUTM  O(QHIMAIBGHO BKJIIOYCHBI B  COCTaB
roCy/1apCTBEHHOTO apXUBHOT'O ¢donma
crpanbl? Kakue npoOiembl apXMBOBEIEHHS MAIIMHOYUTAEMBIX JIOKYMEHTOB OOCYXAaIHCh
yaeHbIMH B 1960-80-¢ roap1?

5)arite omnpeaeieHue JIOKYMEHTa Ha MAIIMHHOM HOCHUTEJIE. Ka-
KHE CIIOPBI BELyTCS YUYEHBIE BOKPYT 3TOrO ONPEACIICHUs?

6)B dem crenugpuka MAIIMHOYUTAEMbIX JOKYMEHTOB KaK 00bEKTOB ApXUBHOI'O XpPaHEHUsA?
7)Kakue cymiecTBYIOT KOHILENIUU HOCTOSIHHOTO XPAaHEHUS MAllMHOYUTAEMBbIX JOKYMEHTOB B
3apyOexHOM apxuBoBeneHUU? KakoBbl cOCTaB JOKYMEHTOB U (DYHKLMU apXHUBOB 3JEKTPOHHBIX
JIOKYMEHTOB 3a pyOeXoM (IIPUBEIUTE IPUMEPhI TAKUX XPAHUIIUILL)?

8)KakoBbl cniennpuyeckue (TEXHOIOIMYECKHE) KPUTEPUU IKCIEPTH3bl IEHHOCTH 3JIEKTPOHHBIX
JIOKYMEHTOB?

Temamuxka umozo6vix NUCbMEHHBIX PAOOm
1. Temaruueckue AUIIC B apxuBHOM nese B 1970-80-e ropr.
2. Temarnueckue AUIIC B apxuBnoMm aene B 1990-e — 2000-e rozpr.
3. Coznmanue TUMOBOTO (0OIIEOTPACIEBOr0) MPOrpaMMHOTo obecriedeHust B apxuBax B 1990-e-
2000 roapr.
4. llenTpanu3oBaHHas cUCTEMa aBTOMATU3UPOBAHHOTO y4eTa JOKYMEHTOB ApxuBHOro ¢oHa
PO.
. [IpaBoBoOe perynupoBanue nHpopmatuzauuu apxuBHoro neia B 1990-e — 2010-e roasr.
. OCHOBHBIE HaMpaBIEHUS U UTOTH HHPOpMaTH3aluu apxuBHOro jeia B 1990-e — 2000-e rozsi.
. OCHOBHBIE HaNPaBIIECHUS PA3BUTHSI MHTEPHET-TEXHOJIOTUI B apxuBHOM Aene 1990-2000-x rr. u
nH(pOpPMaILMOHHBIE PECYpPChl apXUBHBIX yupexieHui B lHTepHeTe.
8. ApxuBBl MAIIMHOYMTAEMBIX JaHHBIX MHpA: HCTOPHs, COCTaB, CHelu(pUKa XPAHIIIUXCS
JIOKYMEHTOB.
9. IlepciekTUBHBIE HAMIPABICHUS Pa3BUTHS HHPOPMATH3AIMU aPXUBHOTO Jelia Ha COBPEMEHHOM
JTare.
(Cm. Taxke MeToIMYecKue peKOMEHAAINH 0 MOATOTOBKE MUCbMEHHBIX PadoT).

~ O O1

6 YuyeOHo-MeTOAUYECKOEe U HH(pOPMAIMOHHOE 0O0ecTieYeHrue TUCITUTTMHBI
6.1 Cnmcoxk HCTOYHUKOB M JTUTEPATYPbI

Hcrounuxku
OcHoBHBIE

®enepanbHblif 3aK0H 0T 22 okTA0ps 2004 . Ne 125-D3 "O6 apxusHOM fene B Poccuiickoit
Oenepanun” B pen. 11.02.2013 r.//Cobpanue 3akoHogaTenbctBa Poccuiickoit @enepanyu. 2004.
Ne 43. Cr1. 4169. I'nmaBa 6. Cr. 5.

[Toctanosnenue IIpaButenscTBa Poccuiickoit @eaepanun ot 15 utons 2009t. Ne 477 «O6
YTBEPXKJICHUM TPaBUII JEJIONPOU3BOACTBA B (hefepalbHBIX OpraHax HCIOJHUTEIBHOW BIACTH
//Cobpanue 3akoHomarenscTBa Poccuiickoit deneparuu. 2009. Ne25. C1.3060.

[Tocranosnenue IlpaButenscrBa Poccuiickoit @enepanuu ot 7 centsiops 2011 r. Ne 751
«O BHeceHnuu uzMenenui B [IpaBuna nenonponsBoJCTBa B eiepabHBIX OpraHax
UCTIONTHUTENBbHOM BiacTiy// CoOpanue 3akoHoaarenbcTBa Poccuiickoit denepanuu, 12.09.2011,
Ne 37, c1.5263.
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ITpuka3z Munkomcssizu Poccun ot 02.09.2011 Ne 221 «O6 yrBepxaeHUN TpeOOBaHUN K
WH()OPMAIMOHHBIM CHUCTEMaM 3JICKTPOHHOTO JOKYMEHTOO0OpoTa (enepatbHbIX OPTraHOB
WCTIOJTHUTEIILHOM BJIACTH, YYUTHIBAIONINX B TOM YHCIIE HEOOXOUMOCTh 00pabOTKH OCPEICTBOM
JIAHHBIX CUCTEM CITy>)KeOHOH MH(pOPMAIIMK OTPAaHUICHHOTO J0CcTyMay //Poccuiickas razera. N 261.
21.11.2011

I'oCT 52292-2004. VYnpapneHue  opraHuzamuend. DJIEKTPOHHBIM  perjaMeHT
aJMHHHUCTPATUBHON U cyXkeOHOH fesTenbHocTH. OcHoBHBIE nonoxenus. C 1 uromns 2005 r. M.,
2005.

I'OCT P HCO 15489-1-2007 «CUBUIA. VYupasinenwe noxkymeHntamu. OOmime
TpeboBanus». M.: Cranmgaptundopm, 2007

I'OCT P 54471-2011/1SO/TR 15801:2009 «Cuctembl 3JIeKTPOHHOTO JOKYMEHTO000pOTA.
Yupasnenue nokymentanueit. Mudopmanus, coxpansemas B 3JIEKTPOHHOM BHjie. Pexomennanuu
Mo 00ECHEeUYEeHHUIO JIOCTOBEPHOCTU M HAJEKHOCTH», YTBEPKACHHBIM IpuKazoM PDenepaabHOTO
areHTCTBA M0 TEXHUYECKOMY pEeryJnupoBaHuto U metposiorur ot 18.10.2011 Ne 466-cT.

I'OCT P 54989-2012/ISO/TR 18492:2005 «Ob6ecniedeHne 10aroBpeMeHHONH COXPaHHOCTH
JJIEKTPOHHBIX JTOKYMEHTOB», YTBEPXKIEHHBIM mpukazom @enepanbHOr0 areHTCTBa IO
TEXHUUYECKOMY PeryJnpoBaHuio U MeTposoruu ot 17.09.2012 Ne 325-cr.

AHanu3 MOpPOTrpaMMHBIX  MPOIYKTOB, MpeJHA3HAYEHHBIX ISl  MH(OpMaTU3alUU
BHYTPHAPXUBHOU JCSITEIBHOCTH TOCYIaPCTBEHHBIX U MYHHUIIMTIIATBHBIX ApXUBOB: aHAIHT. 0030p B
2-x 1. T. .1: Ananus...; T. 2: CpaBHUTEIbHBIN aHANU3... TaONUIBI CPABHUTENHLHOTO aHAIN3a / pyK.
npoekTa, oTB. ucnoid. F0.FO. FOmamena; ots. ucnonn. H.A. Tkauenko; ucnonu. M.B. Tapacosa,
M.JI. Haropnas, /JI.[l. Konosanos; BHUMJA.— M., 2015.— T.1: 157 c.; T. 2: 97 c. - llen. B
OOHTM 1no  pgokymeHToBeAaeHHI0O W apxuBHomy geany  02.03.2016, Ne 269
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-
archive.pdf

Enunbiii nopsok 3anosHeHus nojied EquHoit aBTOMaTH3MpOBaHHONW MH(OPMAIMOHHON
CHCTEMBI, COCTOSIIEH U3 MPOrPAMMHBIX KOMILIEKCOB «APXUBHBINA (OHY, «DOHIOBBIN KaTaIor,
«Uentpanbubiii ¢onmoBeiii katanor»/O00 «Apant»y. M., 2014./OnybnukoBaHo Ha calTe
denepanbHOil apxuBHOI ciryxOb1 http://archives.ru/documents/methodics.shtml

Konnenmus nudopmaruzanuu apxuHoro aena / Becthuk apxuBucta.1996. N 1. C. 60-
82. http://portal.rusarchives.ru/informatization/conseption.shtml

[Iporpamma  uHbOpMaTHU3aHH denepalbHOTO ApPXUBHOTO are’HTcTBa W
MOJIBEJOMCTBEHHBbIX eMy yupexxaeHuil Ha 2011-2020 rr. (YTBepxkaena IIpukazom Pocapxusa Ne
104 or 2 npexabps 2011 r.) //OnybnaukoBaHo Ha caiite «ApxuBsl Poccunm», pasgen
«Mudopmaruzanus». WWW.rusarchives.ru/informatization/conseption.shtml.

[Iporpamma wuHpopmatuzanuu  apxuBHoro nena Poccum (1997-2000) // BectHuk
apxuBucrta. 1996. N 6. C. 55-65. http://portal.rusarchives.ru/informatization/programm.shtml|

[IpaBuia opranu3aiii XpaHeHus: KOMIUIEKTOBaHUS, Y4eTa U UCIOJIb30BaHUS IOKYMEHTOB
A® P® u apyrux apXuBHBIX JOKYMEHTOB B TOCYIAapPCTBCHHBIX M MYHHUIIUIIATBHBIX apXHBaX,
My3esix, Oubnmotekax, opranm3amusx PAH. M., 2007. IIm. 2.9.-2.11, 3.1, 3.6, 5.6, 5.8, 5.12,
5.13,.5. 16, 5.17.

JlonosiHUTEIbHBIE

PJ1 50-524-84 «Ilopsinok XpaHEeHUs! TOKyMEHTOB Ha MAllIMHHBIX HOCUTEISIX». M,, 1985.

I'OCT 6.10.4-84. «YHUQUIMpPOBAHHBIE CHCTEMbl JOKyMeHTauuu. llpunanue
IOPUAMYECKON CHIIBI JOKYMEHTaM Ha MAIIMHHOM HOCHUTENE M MAallMHOTPaMME, CO3/1aBa€MbIM
CpeICcTBaMU BBIYHMCINUTEIBHON TEXHUKM». M,, 1985.

I'OCT 28388-89. «Cuctembl 06paboTku uHpopMmaryu. JIOKyMEHThl Ha MAarHMTHBIX
HOcUTENSX NaHHBIX. [1opsaI0K BRIMONTHEHNS U 00pallleHus»;

ApxuBoBe4eCcKME€ U JOKYMEHTOBEIUYECKHE (YHKIHMOHAJIbHBIE TpeOOBaHHUS K
WH(POPMAIMOHHBIM CHCTEMaM, 00ECIIEUYNBAIOIINM JJIEKTPOHHBIN JOKYMEHTOOOOPOT B Mpolecce
BHYTPEHHEH NeATeNbHOCTH (peepalbHbIX OpraHoB HcmonHuTensHOU BiactH. Otuer mo HUP.


http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://archives.ru/documents/methodics.shtml
http://portal.rusarchives.ru/informatization/conseption.shtml
http://www.rusarchives.ru/informatization/conseption.shtml
http://portal.rusarchives.ru/informatization/programm.shtml
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M..BHUNJAL, 2013. //Omy0nuKOBaHO Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

Meroanueckue peKOMEHJAIMU 0 3JIEKTPOHHOMY KOIMUPOBAHUIO APXUBHBIX JOKYMEHTOB
U YOPaBJICHUIO TMOJIyYeHHbIM HH(oOpManoHHeiM MaccuBom/ FO.}OmameBa. Pocapxus,
BHUMIA/, 2012. http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

PekoMenganuu 1o KOMIUJIEKTOBAaHHIO, Y4€Ty W OpPraHM3allMM XPaHEHUS SJIEKTPOHHBIX
apXMBHBIX JIOKYMEHTOB B apxuBax opranmzanmii. M.: BHUNIAA/L, 2013//OnybnukoBano Ha
caiite «ApxuBbl Poccun». http://www.rusarchives.ru/methodics/index.shtml

Pexomenpanum no KOMIUIEKTOBAHHUIO, YYETy U OPraHU3alMU XPAHEHHUS SJICKTPOHHBIX
ApXUBHBIX JIOKYMEHTOB B TOCYJApCTBEHHBIX M MyHUIMNAIbHbIX apxuBax M.. BHUUJIAJL,
2013//Ony6nukoBano Ha caiire «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

CocraBiieHHE apXUBHBIX ONHCEH B OJJIGKTPOHHOW (opMe W UX UHTETpanus B
MH(OPMALIMOHHYIO HH(PACTPYKTYypy TOCYJAapCTBEHHBIX M MYHHUIMNAIbHBIX apXWBOB. M.:
BHUNJIAL, 2013//Ony6nukoBano Ha caite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml

CpaBuutenbHbll aHanu3 ¢GopMatoB (alIoB AIEKTPOHHBIX JOKYMEHTOB IOCTOSHHOTO

(monroBpemenHoro) xpanenusn». Otduer on HUP. M.:PITY, 2013 //Ony6nukoBaHno Ha caiTte
«Apxusl Poccumny. http://www.rusarchives.ru/methodics/index.shtml .
AHanutuueckuil 0030p «lI3yueHue oOmbITa MPENCTABICHHUS CHCTEMbl HAay4YHO-CIPAaBOYHOIO
amnmapara TOCYJApCTBEHHBIX M MYyHMUMIAIBHBIX apXuBOB Pocculiickonn ®Penepanuu B ceTH
WUutepuer». M: BHUUIAJ, 2014. //OnybnukoBaHo Ha caiite DenepalbHOrO apXWBHOTO
arenrctsa http://archives.ru/documents/methodics.shtml

W3ydeHue TUIUIOrUH U 3BOJIOLUU HCTOpUUYECUX (DOPM apXUBHOM YUE€THOH TOKyMEHTallUU
¥ BO3MOKHOCTH UX TIPEACTaBICHUs B diieKTpoHoH cpene. M: BHUN AL, 2014. //Ony6mukoBaHo
Ha caiite DenepaabHOro apXxMBHOIo areHrcTBa http://archives.ru/documents/methodics.shtml

OyHKIMOHATBHBIE TPeOOBaHUS K WHPOPMAIMOHHBIM CHCTEMaM apXHBOB AJICKTPOHHBIX
TOKyMeHTOB opranmzamuii. M:Pocapxus, BHUUJA. 2014 //OnybnukoBaHo Ha caiite
denepanbHOro apxuBHOro areHTcTBa http://archives.ru/documents/methodics.shtml

Jlureparypa
OcHoBHast

Adanacwesa JLII. S wny Ha 3aHATHS 110 aBTOMATU3UPOBAHHBIM APXUBHBIM TEXHOJIOTHSIM.
VYuebHo-MeTonnueckuit Mmoayib. M.: PITYVY, 2005.

Omna xe. Dnexktponnbiit HCA apxuBOB: HOBBIN STamn B pa3Butuu // Jlenonpon3BoacTBo.
2013. Ne 1. C. 85-97; https://www.top-personal.ru/officeworkissue.hntml?266 Ne 2.
https://www.top-personal.ru/officeworkissue.html?290

Kucenes U.H. ApxuBHble nHGOpMAIIMOHHBIE TEXHOJIOTHH Ha coBpeMeHHOM dtare / 1. H.
Kucenes // OreuectBennbie apxuBbl. — 2008. — Ne 4, — C. 24-31. ba3a nannbix East View.

Tuxonos B.UM. IlpuMeHeHue TpaguIMOHHBIX METOJIOB B JKCIEPTH3E IIEHHOCTH
ANIEeKTPOHHBIX ToKyMeHTOB / B.W. TuxonoB // OteuectBeHHble apxuBbl. — 2009. — Ne 3. — C.
37-47. baza nanusix East View.

OH >xe. 3a1auyu apXUBHOTO XPAHEHUS AJIEKTPOHHBIX JTOKYMEHTOB: u3 omnbita [TAJIOHM /
B.U. Tuxonos // OteuectBennble apxuBbl. — 2010. — Ne 3. — C. 51-60. ba3a nannbix East View.

JlonmostHUTEIbHAS
Anuckuna E.B. VHpopmaluoHHbIE TEXHOJOTHUM — OOECIEYEHUI0 COXPAHHOCTH
nokymeHToB 'AP®// OreuectBennblie apxuBbl. 2013. Ne 1. C. 37-39. ba3a nanubix East View.
Antonenko B.B. KommnexkroBanue apXuBHBIX Y4pexaeHH AnTaiickoro kpas ¢oro-
JIOKYMEHTaMH B 3JeKTpoHHOI popme // OteuecTBenHble apxuBbl. — 2009. — Ne 6. — C. 46-48.
baza nanneix East View.


http://www.rusarchives.ru/methodics/index.shtml
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
https://www.top-personal.ru/officeworkissue.html?266
https://www.top-personal.ru/officeworkissue.html?290
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lankuna E.B. CoBpeMeHHbIe MHGOPMAITMOHHBIE TEXHOJIOTUH TSI ONTHMH3AIUH PabOThI
KOHTPOJIbHO-KJIMMaTH4YecKoi ciryx0bl ['ocapxuBa Tynbckoit o6iacTtu / OTeuecTBEHHBIC apXUBBHI.
—2013. — Ne 5. — C. 26-29. ba3a nannbix East View.

I'opsieea T.M, «OmnbiT BHeapeHus: nudpoBbix uWHHOBammid B PI'AJIM... oTkphiBaeT
00JIbIIIe UHTETPAIIMOHHBIE TEPCIIEKTUBEL. .. ». // OTeuecTBeHHble apxuBbl. — 2013. — Ne 3. — C.
46-48. ba3a nanueix East View.

I'yzanoB E.JI. «Co3maHue enuHOTO WH(OPMAIMOHHOTO pecypca — MPUOPUTETHOE
HanpasieHue». O BHeIpeHUH HHGOPMALMOHHBIX TEXHOJOTHUI B apXMBHBIX YUPEXKICHUSAX
SApocnasckoii o6nactu// OtedectBenHbie apxuBbl. — 2009. — No 6. — C. 46-48. ba3a maHHBIX
East View.

Hpoxos C.B. Pexomenmanun MCA mo pabote C 3J€KTPOHHBIMH JOKyMEHTaMH IS
apxuBUCTOB opranu3anuii // OreuectBennble apxuBbl. — 2010. — Ne 3. — C. 65—73. ba3a nanHbIx
East View.

«3amaya CerofHsAIIHEr0 JHS — KOMIBIOTEpU3alMsl BCEX MPHUBBIYHBIX APXUBHBIX
npoueccoBy. Mutepsrio C.B. Muponenko u O.H. KonbinoBoit k 90-netuto I'ocynapcTBeHHOTO
apxuBa Poccuiickoit @enepannn // OteyectBeHHbie apxuBbl. — 2013. Ne 2. ba3za nanubix East
View.

Muponenko C.B. "[lamsiTb: cTapble 3a1aud HOBBIE TEXHOJIOTMH': UHTEPBBIO AUPEKTOpA
I'AP® //3nanne-cuma. 2015. Ne 8. M., 2015;

Kuuuruna  C.C.  ABromartusupoBaHHass  HHQOPMAIMOHHO-TIOMCKOBAasi  CHCTEMa
CBepaoBCKOit 001acTH O apXUBHBIM JJOKyMeHTaM // OtedecTBeHHBIE apXUBbL.— 2016.— Ne 6.—
C. 40-42. ba3za nanusix East View.

Kypuep A.E. Hudbopmanuonnas cucrema ydera ApxuBHoro ¢onma PD: moaxomsl K
peanuzauun// Bectauk apxusucra. — 2014, — Ne 3. — C. 37-43. Ony0auKoBaHO 4aCTUYHO:
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-
podhody-k-realizacii.html

Jlepuenko JI.JI. ObecnieueHre COXpaHHOCTH JIEKTPOHHBIX JJOKYMEHTOB B HAIMOHATIHLHOM
apxuBe CIIIA // Becrhuk apxuBucra. — 2013, — Ne 4 — C. 212-223.
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-
nacionalnom-arhive-soedinennyh-shtatov-ameriki.html

JleonoB A.B., barypun IO.M. 3D- n0OKyMEHT — HOBBIM THN HayYHO-TEXHUYECKOU
nokymentauun// Tam xe. C. 192-205. http://www.vestarchive.ru/2013-2/2608-3d-dokyment-
novyi-tip-naychno-tehnicheskoi-dokymentacii.html

Kynpuna JIL.P. Ilpumenenue uHpopManMoHHbIX TexHonorud B Hapo-domuHckoM
paiionHoMm apxwuBe // OredecTBeHHble apxuBbl. — 2007. — Ne 5. — C. 85-88. baza ganneix East
View.

Hazaposa M.B. DJIAP roroB BbINOJNHATH camble clokHble 3anaun / M.B. Hazaposa //
OteuectBenHble apxuBbl. — 2008. — Ne 4. — C. 138. ba3a nannbix East View.

Cso Iroxysit. YmpaBieHHe 53JIEKTPOHHBIMU JOKyMeHTamMu B Kwutae: cocrosiHue u
nepcnekTuBbl // OteyecTBeHHbIe apXuBbl. — 2010. — Ne 6. — C. 59—-64. ba3a nannsix East View.

Tepexuna T.A. baza nannsix «['eneanorus» B Mcropuueckom apxuBe OMckoit obmactu //
OteuectBenHble apxuBbl. — 2010. — Ne 6. — C. 124-125. baza nannbix East View.

Vapsaunkuit Kb,  Enunas  apxuBHO-uH(poOpManmoHHass cpeJa B KOHTEKCTE
uHpopmatuzanuu obmectsa / OredectBeHHble apxuBbl. — 2009. — Ne 3. — C. 31-37. baza
nmanabix East View..

®ponosa E.B. Dnekrponnsiii apxuB TromeHckoit obnactu / OTedecTBEHHbIE apXUBbI. —
2009. — Ne 6. — C. 43—46. ba3za naunsix East View.

[Hapanosa U.JI. U3 ombita PTAHT/] mo pecraBpamuu H300pa3uTENbHBIX APXHUBHBIX
marepuanoB // Bectmmk  apxuBucra. — 20100 — N 4. — C. 55-63.
http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-
materialov-iz-opyta-rgantd.html



http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-podhody-k-realizacii.html
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-podhody-k-realizacii.html
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-nacionalnom-arhive-soedinennyh-shtatov-ameriki.html
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-nacionalnom-arhive-soedinennyh-shtatov-ameriki.html
http://www.vestarchive.ru/2013-2/2608-3d-dokyment-novyi-tip-naychno-tehnicheskoi-dokymentacii.html
http://www.vestarchive.ru/2013-2/2608-3d-dokyment-novyi-tip-naychno-tehnicheskoi-dokymentacii.html
http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-materialov-iz-opyta-rgantd.html
http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-materialov-iz-opyta-rgantd.html
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Omamesa 10.1O. Undopmaruzamnus apxuHoro nena B Poccuiickoit @eneparuu (1991-
2015 rr.). Hayunsie uccinenoBanusi B 00JacTH TPUMEHEHHs WH(POPMAIMOHHBIX TEXHOJIOTHH:
MoOHOTpadus: pEeKOMEHJOBaHO K IeyaTu pemeHuem Yuenoro cosera BHUMJIAJL / FO.1O.
Omarena. M.; bepinun: Hupekt-Menua, 2016. 355 C.
http://www.hist.msu.ru/Science/Disser/Yumasheva.pdf

IOmamera 10.}O. IlenTpanbHblii (OHIOBBIA KaTaJIOT: WICOJIOTHS CUCTEMBl U aHAIIN3
pe3yIbTaTOB MEPBOTO rofa ¢pyHKunoHupoBanus // Bectuuk apxusucra. — 2013. — Ne 2 — C.
175-191.  OnyG6aukoBano  wactuuHo:  http://www.vestarchive.ru/2013-2/2607-centralnyi-
fondovyi-katalog-ideologiia-sistemy-i-analiz-rezyltatov-pervogo-goda-fynkcionirovaniia.html

6.2 IlepeyeHb pecypcoB HHGOPMALMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTH

«HHTEepHET»
ApxuBbl Poccun. [Ilopran ®DenepaibHON apXUBHOW chyxObl|; [DNeKTpoHHBIH pecypc] —
OnekTpoH, gaH.— M., [2001].— Pexum moctyma: www.rusarchives.ru, cBOOOHBIA. — 3ari. ¢
JKpaHa.

Bcepoccuiickuii HaydHO-HCCIEA0BATENbCKUN HHCTUTYT JTOKYMEHTOBEACHHS U apXUBHOTO
nema (BHUNIAA) [Dnexrponnsiii pecypc] / BHUNIAAJL — Bnexrpon. mgan.— M., [2001].—
Pexum nocryna: www.vniidad.ru, cBOO0IHBIH. — 3ari. ¢ 3KpaHa.

EDOU.RU [3Onextponnsiii pecypc|: LleHTp KOMMETEHIIMM MO BOIPOCAM JOKYMEH-
TAIMOHHOT0 00eCIeueHHs YIIPaBIECHUS U apXUBHOTO Jesia. — DIEKTPoH. 1aH. — [M.], cop. 2013.
— Pexxum pocryma: http://www.edou.ru/dou/. — 3ari. ¢ skpaHa.

ApxuBbl benapycu [DnektponHbiii pecype] — DiektpoH. maH. — M., [2006-2013].—
Pexxum moctyna: http://archives.gov.by/. cBoOOIHBII. — 3ari. ¢ 3KpaHa.

l'ocynapcrBennsiit apxuB Poccuiickoit @enepanuu [DIEKTPOHHBIN pecypc]: DIEKTpPOH.

maH. — [b.m., 2012]. — Pexum pocryma: http:// www.statearchive.ru/index.html. — 3arn. ¢
JKpaHa.

Poccuiickuil rocynapcTBEHHbI apXUB HAayYHO-TEXHUYECKOW JOKYMEHTaluu [DJIeKT-
pOHHBII pecypc]. — DnektpoH. nmaH. — [b.m.], cop. 2002-2013. — Pexum poctyma:

http://rgantd.ru/. — 3aru. ¢ sxpaHa.

6.3 IlpodeccuonaibHbie 6a3bl JAHHBIX U HHPOPMAIHOHHO-CIIPABOYHbIE
CHCTEMBI

Hoctym k podeccroHanbHbIM 0a3aM qaHHbIX: https://liber.rsuh.ru/ru/bases
NudopMarnoHHbIe CITPaBOYHBIC CUCTEMBI:

1. KoncynbranT [lmtoc
2. Tapant

7 MartepuajbHO-TeXHHYECKOE o0ecnevyeHne TUCIUIINHBI
AYJII/ITOpI/II/I JJI TIPOBCACHU A J'ICKIII/If/'I U CEMHUHAPCKHUX 3aHATHH C TEXHUYECKIMH cpeacTBaMu
o0yueHHs (MyIbTUMEIUA-TIPOEKTOP (BUACONPOEKTOP), IKpaH (IIEPEHOCHOM WIIM CTAI[HOHAPHBIN)),

KOMIIBIOTEPHBIN KJIacc JUIsl MPOBeIeHUs Ta00paTOPHBIX 3aHATUH.

1. Iepeuens IO

Nenn Haumenosanue 110 [TpousBoauTenn Croco0
/m pacnpocTpaHeHus
(ruyenszuonnoe unu



http://www.hist.msu.ru/Science/Disser/Yumasheva.pdf
http://www.vestarchive.ru/2013-2/2607-centralnyi-fondovyi-katalog-ideologiia-sistemy-i-analiz-rezyltatov-pervogo-goda-fynkcionirovaniia.html
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c80600HO
pacnpocmparsiemoe)
1. Adobe Master Collection CS4 Adobe JIMIIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JUIEH3UOHHOE
3. Windows 7 Pro Microsoft JIALEH3MOHHOE
4, Microsoft Office 2013 Microsoft JUIEH3UOHHOE
5. Windows 10 Pro Microsoft JIALIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JIMICH3HOHHOE
8. Zoom Zoom JIMLIEH3UOHHOE

2. Hepeuens Bl u UCC

Nent HanmeHnoBanue
/m
1 | MexnayHapoansle pedepaTuBHbIe HayKoMeTpuieckue bJl, 1ocTynHbIe B paMKax

HanuoHaJlpHOU moanucku B 2020 r.
Web of Science
Scopus

[Ipodeccuonanbubie moHOTEKCTOBBIE B/I, JOCTYIHBIE B paMKax HaIlMOHAILHON
noanucku B 2020 r.

XKypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Xypuaner Taylor and Francis

[Ipodeccuonanbubie MOJIHOTEKCTOBBIE B/
JSTOR
W3 aanus o o0IIeCcTBEHHBIM U TYMaHUTAPHBIM HayKaM
Dnextponnas 6ubarorexa Grebennikon.ru

KomnbloTepHble cipaBOYHbIE PABOBBIE CUCTEMBI
Koncynprant [lmtoc,
I'apanT

8 ObecneuyeHue 00pa3oBaTeJIbLHOI0 MPOIECCA IS JIUI] C OTPAHUYEHHBIMH

BO3MOKHOCTAMMH 3/I0POBbSI U HHBAJIHUI0B

B X0[€ peain3daiu AUCHUIIIIMHBI UCITOJB3YIOTCA CIACAYIOMUEC NOIMOJTHUTCIIBHBIC
MCETO/bI O6y‘{eHI/I$I, TCKYHICTO KOHTPOJIA YCIICBAEMOCTH U HpOMeH(YTOqHOﬁ aTTeCTalluu
06yqaloumxcs{ B 3aBUCHUMOCTH OT UX HHAUBHUAYAJIbHBIX 0COOEHHOCTEH:

® IS CHEMNBIX U CIA00BUIAAIINX:

- JeKiuu O(QOpPMISIOTCS B BHUAEC JJIEKTPOHHOTO JOKYMEHTa, JOCTYIMHOTO C TIOMOIIBIO
KOMIIBIOTEPA CO CIENUaTN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUeHUEM;

- TIMCbMEHHBIC 3aJlaHUS BBITIOJHSIOTCA Ha KOMIIBIOTEpE CO CHEIUATU3UPOBAHHBIM
MPOrpaMMHBIM 00€cTIedeHUEM, U MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM,;

- obecrnieunBaeTCsl MHIWBUIyAIbHOE paBHOMEPHOE ocBerieHue He meHee 300 Jrokc;

- Q7S BBINIONHEHUS 3aJaHusl TMPH HEOOXOAMMOCTH TMPEIOCTABISCTCS YBEIMYUBAIOIIEE
YCTPONCTBO; BO3MOKHO TaK)K€ UCITOJIb30BaHUE COOCTBEHHBIX YBEITMUUBAIOIINX YCTPOUCTB;

- MIUCbMEHHBIE 3a/1aHusl OPOPMIIIOTCS YBEIMUEHHBIM IpU(TOM;
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- 9K3aMeH M 3au4€T MPOBOAATCS B YCTHOU (hOpMe I BBHITIOIHSIOTCSA B TUCBMEHHOU (hopMme Ha
KOMIIBIOTEPE.

® Ui TIYXHX U CIa0O0CTBIIIAIIHX:

- JleKuud Oo(pOpPMIISIIOTCA B BHJE 3JIEKTPOHHOIO JOKYMEHTa, JIMOO NpeAoCTaBIsAeTCs
3BYKOYCHWJIMBAIOILAs alllapaTypa MHAUBUAYAIBHOIO II0JIb30BAHUS;

- IUCbMEHHBIE 3aJJaHUs BBIIIOJIHAIOTCS Ha KOMIIBIOTEPE B TUCbMEHHOM (hopMe;

- 9K3aMEeH M 3a4€T MMPOBOJISATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO ITPOBE/ICHUE
B (hopMe TECTUPOBAHUS.

e JUIs JIMI C HAPYLIEHUSIMH OIIOPHO-/IBUTaTENILHOTO arniapara:

- JeKIUH O(OPMISIIOTCSA B BHJE AJIEKTPOHHOIO JOKYMEHTA, JOCTYHHOIO C MOMOIIBIO
KOMIIbIOTEPA CO CHELMATM3UPOBAHHBIM IIPOrPaMMHBIM 00€CIIeUeHHEM;

- TMCbMEHHbIE 3a/laHusl BBIIIOJIHAIOTCS HA KOMIBIOTEPE CO CIELHMAIU3UPOBAHHBIM
IIPOrpaMMHBIM 00€CIIEYCHUEM;

- 9K3aMeH M 3a4€T MPOBOAATCSA B yCTHOW (hOpME MU BBITIOJIHSIOTCS B MMCBMEHHOM (hopme Ha
KOMIIBIOTEPE.

[Ipu HEOOXOIMMOCTH NPENYCMATPUBAETCS YBEIMUEHNUE BPEMEHH IS ITOJTOTOBKH OTBETA.

IIponenypa  mpoBeieHUsT  HPOMEXYTOUHOM  arrectauuu Ui OOy4aroLIUXCs
YCTaHABIMBAETCS € Y4YETOM UX HUHAMBUIYAJIBHBIX ICUXO(QU3UYECKUX OCOOEHHOCTEM.
[TpomexyTo4Hast arTecTalus MOXKET IIPOBOJUTHCS B HECKOJIBKO 3TAIIOB.

[Ipu nmpoBeneHun npouesypsl OLIEHUBAHUS PE3YIBTATOB OOYUYEHHS MpPEAyCMaTpUBAETCS
UCIIOJIb30BAaHME TEXHUYECKHUX CpEACTB, HEOOXOAMMBIX B CBS3U C HMHJIUBUAYAJIbHBIMHU
0COOEHHOCTAMHU O0YYaroIIMXCsl. DTU CPEACTBA MOTYT OBITH IIPEIOCTABIEHBI YHUBEPCUTETOM, MU
MOTYT MCII0JIb30BaThCsl COOCTBEHHbBIE TEXHUYECKHE CPECTBA.

[IpoBenenre mpoueaypbl OLEHUBAHUS — pe3ylIbTaToB  OOy4YeHHUsS  JIOMYCKaeTcs C
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOIHH.

ObecnieunBaeTcs A0CTyN K MH(POPMAIMOHHBIM U OMOIHOrpa)uIeckuM pecypcaMm B CETH
WutepHer Ui Kaxaoro oOydarouierocs B (opMmax, aJalTHPOBAHHBIX K OrpPAaHMYEHHMSM HX
3JI0POBBSI ¥ BOCTIPHSITUS HHPOPMALIH:

® JUIs CJICIBIX U CIa0OBUIAIIUX:

- B ICUaTHOM (pOpMe yBEITUUYEHHBIM HIPUPTOM;
- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B opme aynuodaiina.

e U TIIYXHX U claboCibIIIaIuX:

- B Ie4aTHoM (opme;

- B (hOpMe 3JIEKTPOHHOTO JOKYMEHTA.

e IS 00yYaroIMXCs C HAPYIIEHUSIMU OIOPHO-/IBUTaTENILHOTO anapara:
- B Ie4aTHou opme;

- B (hOpMe IIEKTPOHHOTO JOKYMEHTA;

- B (hopme aynuodaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOATENbHOIN paOoThl, HaydHas
O0uOIMOTEeKa W MHBIE NMOMEUICHUs NIl O0y4YeHHs! OCHAIIEHbI CIelHaIbHbIM 000pY/JI0BaHUEM U
y4eOHBIMU MECTaMHU C TEXHUYECKMMHU CPEACTBAMHU O0YUEHUSI:

e JUIS CIENbIX U cIa00BUIAIIMX:

- YCTPOMCTBOM Jisl CKaHUpOBaHUs U yTeHus ¢ kamepoir SARA CE;

- mucrieeM bpaiina PAC Mate 20;

- npuHTepoM bpaiins EmBraille ViewPlus;

® Ui TIIYXUX U CIa0OCIHbIIIAIINX:

- aBTOMATHU3MPOBAHHBIM pPA0OYMM MECTOM JUISl JIIOJEH C HapylIeHHeM cliyxa |
¢J1a00CIIBIIIAIINX;

- aKYCTHYECKHM YCUIINTENb U KOJIOHKH;

e s 0O0YYarOMIMXCS C HAPYLIEHUSIMU ONIOPHO-/IBUTaTEILHOTO anmapara:

- IepeIBUKHBIMU, PETYINPYEMBIMH dproHoMuueckumu napramu CU-1;
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- KOMIBIOTEPHON TEXHUKOM CO CTIEUAIHBIM IPOrPAMMHBIM 00ECIIEYCHUEM.
9 MeTtoauyecKue MaTepuabl

9.1 IlnaHbl Ja00PATOPHBIX 3AHATHIA.

Tema 1. OcHOBHBIC OOBEKTHI ABTOMATH3allUK 0a3bl JaHHBIX B apXUBHOM Jiejie. 12 4acoB.
Cosznanue snexkrponHoit apxuHoit omucu B CYBJ] FoxPRO for Windows. 4 gaca.

Lenp paGoThl: H3y4YeHHE TNPUMEHEHHS TEXHOJIOTMM 0a3 JaHHBIX IPH CO3JaHUU
ABTOMATU3UPOBAHHBIX HHPOPMAITMOHHO-TIONCKOBBIX CUCTEM.

B pe3ynbrare paboThl CTyA€HT JOKEH 3HATD:

- KJIaccu(pUKauIo 1 OCHOBBI ocTpoeHus apxuBHbIx AUTIC;

- npeumyliecTsa U HemocTaTku pessiuoHHbix CYBJ[ mpu co3manuu apXuBHBIX
AUIIC;

- MPUHIIAIT TPEEMCTBEHHOCTH TPAIUIIMOHHBIX U aBTOMATHU3HPOBAHHBIX APXHMBHBIX
CIIPAaBOYHHMKOB U €r0 OCYIIECTBICHUE HA TIPAKTHUKE.

B pe3ynbrate paboThl CTYIEHT AOKEH YMETh:

- BBICTYIIUTH B POJIM TIOCTAHOBIIMKA 33/1a4¥ U pa3paboTaTh TEXHUYECKOE 3aJaHue
npu coznanuu AUIIC Ha 6a3e apXuBHOI ONUCH.

[Tporpammuoe obecrieueHme:

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

Pasgatounbie maTepuansr:

- Ornuceh ponna.

- IIpakTHueckoe 3a1anue

[lepen HauyagoM pabOTHI BCIOMHHUTE:

- Uto nmoHuMaroT moj; 6a30il TaHHBIX?

- KakoBa cTpykTypa 6a3 IaHHBIX M B 4YeM OCOOEHHOCTH PEINSIUOHHON MOeNu
TAHHBIX?

- KakoBbl aTamsl coznanus 6a3 TaHHBIX?

- KakoBbl pazHoBuHOoCTH apxuBHbIX AUTIC?

ABTOMAaTU3UPOBaHHBIE HH(DOPMAITMOHHO-TIONCKOBBIEC CITPABOYHHUKHU B apXHUBaX CO3/IAI0TCS
JUIsl YCOBEPIIEHCTBOBAHUSI HAYUYHO-CIIPABOYHOI'O anmnapara, MHOI0AaCIIEKTHOTO 11€JIEEBOI0 IMTOUCKA
PETPOCIEKTUBHOM TOKYMEHTHON UH(pOpMaIIUH.

Cozpanne AUIIC BrIouaeT B ce0s1 HECKOJIBKO ATAIlOB.

1. OO0m1as mocTaHOBKA 3a/1a4yM, pacyeT 3aTpaT Ha BHeApenue AUTIC,
pacuet sKkoHOMHUYecKoM 3 pexTuBHOCTH BHeApeHuss AUIIC.
2. Coznanue uadomnorunueckot monenu bJ[. Ha atom stane nan

npoektoM AUIIC pabotaer apxusuct. Onpenensercs Te-

Ma WM KoMIuleKkc JokyMmeHToB, Tun AWIIC (mMexdoHaoBas, MexapXHUBHas),
OTIpeNIeNAI0TCA 00BEKThI ONUCAHUS U UX aTPpUOYTHI, HA3HAYAIOTCS UHACHTU(DUKATOPHI 0OBEKTOB U
OTIPEEIISAIOTCS TUIIBI CBS3€H MEXIY 00BEKTaMHU.

3. Co3nanue paranorndyeckoi mojenu bJl Ha sTOoM »Tame apxuBUCT paboTaeT
COBMECTHO ¢ mporpammucTtoM. Ilpoucxoautr BbIOOp Moaenu (CTPYKTYphl JIaHHBIX), B
COOTBETCTBUM C HEW MPOBOJUTCA CTPYKTYpUPOBAHUE IAHHBIX, HOpMaJIM3alusi TaOiuI, BbIOOp
kioueit, Beroop CYB/I.

4. Cosznanue ¢usznueckoit BJ[. Ha 3Tom sTame nporpaMMHCT peainzyeT cpeacTBaMu
KOHKPETHOW CHUCTEMBI yIIpaBiieHUs 6azaMu

nanHbix CYB/] nmpoekt AUIIC.
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WNndopmanus B b/l tuna d BASE, k kotopsim otHOCUTCSt CYB/]

FoxPro, xpanutcs B AByMepHbIX Tabnunax. Ctonder Tabaulpl Ha3bIBa€TCA MOJIEM, CTPOKa
— 3anuchio. Daiin-radiuiia uMeeT Npou3BoIIbHOE (Tr000e) uMst u pacmupenne *.DBF.

Coznmare ~.DBF-¢aiin — 3Ha4uT ONpeAeauTh Ha3BaHWE, TUI W JUIMHY (B CHMBOJAX)
KaXJI0TO CTOJI011a TAOIHIIBL.

Cosnaiite daitel fond.DBF, opis.DBF, delo 1.DBF u delo 2.DBF.

3arpy3ure FoxPro.

Haitaure B MeH10 myHKT «Daiiny, MEeIKHUTEe 10 HEMY, HAAUTE B

MOJMEHIO MYHKT «CO3/1aTh», MEIKHUTE TI0 HEMY.

[TosiButcst nuanorosoe okHO «Co3aate» LllenkauTe mo «Tabnuia.

DBF.».

[TosiBuTCs nuanorosoe okHO «CTpyKTypa Tabauis». Beeaure

MMEHA TIOJICH, TUTIBI U Pa3MepHI.

[IpaBuiia, 10 KOTOPHIM MO>KHO /1aBaTh UMEHA MOJISIM:

- TOJILKO JJATUHCKUE OYKBBI;

- He OoJibiie 10 3HAKOB;

- HEJIb3sI UCTIOIB30BATh MPOOEIT;

- BMECTO Ipo0esa MOKHO UCTOIb30BaTh MoquepkuBanue: delo n4;

- HEJIb3s1 HAYMHATH UM OIS ¢ TUGPBI, HO TU(PBI UCTIOIB30BaTh MOYKHO.

Hampuwmep:

Nomer fond («a» He MOMECTHIIOCH, T. K. 3T0 11-ii 3HAK).

Turnbl nonei:

Carascher — cumBombHOE, T.€. TEKCT (pazmep 1o 254 Oair).

Numeric — umcio, MOKHO Ipo0b (10 10 Gaiir).

Data — nara (8 6aiit: 00.00.00).

Logical — tpebyroriee orBeta 1a uiau HeT (Beeraa 1 0aiT: 0 wiu 1).

Memo — nmpumeuanue. Pazmep He orpaHuyeH, HO MOUCK 3a4acTyIO 3aTPyIHEH.

General — BcraBka 00bekTa (KapTHHKH, TEKCTA), CO3IaHHOTO

JIpYroi mporpaMmmoi.

ITocne BBona Bcex nodeit menxaute OK.

CoxpaHuTe TabIUILy MO COOTBETCTBYIOIIUM UMEHEM.

[IporpamMma nipeioxkuT BBecTH 3anucu. Beeaure 10 3anuceii B Ta-

omuny: delo 1.DBF u delo_2.DBF. B ocranbHble — 1O OHO# 3aIUCH.

st BBoa npumeuanuid: {CTRL+PGDN}.

CoxpanuTth nanubie U 3akoHYUTh BBOJ: {CTRL+F4} unu daitn —

3aKkpbITh. JJaHHBIE COXPaHATCSI ABTOMAaTHYECKH.

2. 3arpy3uTe cHauaua oJHy TaOnuily.

BFA3A JTAHHBIX — ITPOCMOTP — OTKPbITh.

VYKaxuTe IUCK, KaTajor U (ailyl HyKHOH TaOJINIIbL.

3. 3arpysuB tabnuiy delo 2.DBF, naiigure B Helt Bce 3anucu, B

KOTOPBIX YIIOMUHAIOTCS TIPUKA3bI.

3AIIMCB-ITIOUCK.

B oxne «ITounck» menkuute «/jis» — oTkpoercs okHO «I'eHepaTop BbIpakeHuii». CieBa
BbIOEpUTE MOJIe, IBAXKIbI IIEIKHUTE 110 HEMY (BaM HY>KHO T0JIe C BUJaMH J0KyMeHTOB). [TosiBuTCS
OKHO C UIMEHEM TaOIuIbl UM 1osisd. BBeaure 3HaueHne Mol B KaBbIYKaX: «IIPUKa3bD» (BCE, 4TO
HE YHCJI0, BBOAUTCS B KaBbrukax). [llemxkante «OK».

[TpunymaiiTe 1 BBIOTHUTE €I1le HECKOJIBKO YCIOBUI MOUCKA JUTsS BeeX (paiiiioB.

4. PenaktupoBaHue TaOJIUIIBI.

Jlo6aBbTe emle 3anuch B Tadnuiy delo 2.DBF.

Ortkpoiite ee (11. 2). Beibepure pexxum npocMoTpa (TabInyHbINA

WJIY TIO 3aITUCSM).
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Jlo6aBbTe MycTYIO CTpOKY B KoHIe Tabmuubl: {CTRLAN}.

Breaute nadopmanmro.

W3menuTe naHHble B yKE TOTOBOM IOJIE: IBAYK/bI HIEIKHUTE 110

HEMY 1 BBEJIUTE HOBBIC IaHHbIE.

VY nanurte nocneqHio 3anuck Tadbauns delo 2.DBF.

Haiinure o6peueHnyro 3amuch. LLleTKHUTE MBIIIBIO IO TEMHO-

My TpPSMOYTOJIBHUKY CJ€Ba OT COOTBETCTBYIOUIEH CTpoKH Tabmumpl. Haiinute B MeHIO
«bA3A JTAHHBIX», menkaute «Y 1alIuThy

(«YnaxoBatby), menkuute «1Ay». pyroit Bapuant — «3AITMChy,

«YJAJIATDb».

Jlo6aBbTe B daiin fond.DBF none «Opisi» 11si BHECEHUS CBEICHHI O KOJUYESCTBE OMMCEH
Kaxaoro Goumaa.

«OKHO» — «BU[l». OTkpoiite n3mensemytro tadauity. lllenkau-

Te 1o «Y craHoBkay. [losiBurcs nuanorooe okHo «Y CTAHOBKAY.

Ileaxkaute mo «CTPYKTYPA — U3MEHUTDy. IlosiBuTCS OKHO

«CTPYKTYPA TABJINLbI». Jlucraiite criucok mojei 10 KOHIA.

YcTaHoBUTE Kypcop Ha HIKHEM, ITyCTOM ToJie. BBenuTe ero xapakTepucTuku (UMs, TUIL
U pa3Mmep).

OcHoBbl HHPOPMAITMOHHOTO TIOUCKA.

3asepmute BBOJ 10 3amuceit B daitiel fond.dbf, opis.dbf, delo.dbf,

delol.dbf.

Otcoprupyiite 3anucu Tadbauisl delol.dbf. mo Bo3pacranuio

Ne ponna, onucu, 1ena u 3amucu.

Otkpoiite Hyknyto Tadnuiy OKHO-BUJI-ITPOCMOTP-BA3A-COPTHUPOBKA.

Bri6epute nose B criucke «BCE I1OJIS», qBax /bl MIETKHUTE IO HEMY.

Bribepute cOpTUpPOBKY MO BO3pacTaHUI0 WM 1O YOBIBAaHWIO, IIEIKHUTE IO
COOTBETCTBYIOIIEMY (PIIAXKKY.

Bribepure cnenyrolee mosie aHaJIOTHIHO, meiakHuTe 1o ¢axky BO3P/YBbIB.

CoxpaHHTbh, BBEAUTE UM (haiia.

[lenkanTe «OKH».

2. [Tpounnexcupyiite 3anucu tadauusl delol.dbf no andasuty

BHJIOB JJOKYMEHTOB.

B menrto nHaligute nyHkT BA3A — HACTPOUKA.

B o6mactu UHAEKCBI — JIOBABUTD. [laiite unaexcy umsa c pacmupenuem CDX
(KOMILJIEKCHBIN caMOOOHOBIIAIOIINKCS HHACKC) U uMeHeM delol, coxpanuTte ero.

B crincke [1OJIS menkHuTe 110 UMEHU TOJISI, TI0 KOTOPOMY OyAeT

MIPOBOAUTHCS UHIEKCHPOBaHUe. BriOepuTe, 0 BO3pACTaHHIO HIIN

yOBIBaHUIO Oy/I€T€ UHJIEKCUPOBATH, IEIKHUTE 110 COOTBETCTBYIOIIEMY (piiakky. Breaure
cieayroniee UMs mojisi M cHoBa mienkHuTe 1o (uaxky BO3P/YBBIBAHUS. Illenkuure mo
JOBABUTD, OK.

3. OcymiecTBUTE MOUCK BCEX MPOTOKOJIOB B ponae Moxaiickoro YUKA.

«3AITNCH — UCKATDB». Tak MO’KHO UCKaTh TOJIBKO MO MPOUHIEKCHPOBAHHOMY IOJIO.
[MosiButcs «kKOHCTPYKTOP BBIPAXKEHUM». B o6nactu «3nauenue mis SEEK» BBectH
3HAYEHHE JIJIs1 TIOMCKA B KaBBIUKAX, €CIIH 3TO TEKCT («mpoTokoib»). lllenkaute OK.

4. Ocy1ecTBUTE MOUCK BCEX TOKYMEHTOB (hOH/1a, aBTOPOM KOTO-
peIx sBisercs Moxaiickuit YUK.

Hatigure neno Ne 5. 3AIIUCH — HAWUTH. HNunexc He BakeH.
[lenkxute o «FOR» ().

Bri6epute nmone B ciucke «I[1OJIE», mBaXKp1 METKHATE 110 HEMY.
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ITocTaBbTe TOrMUECKUii orepaTop (B JaHHOM cilydae =) U BBEIUTE 3HAUEHUE (B KaBbIUKaX,
eciu 3T0 TekceT): aBTop= «Moxarickuit YUKy, Hlenxkaute «OK».

5. Ocy1iecTBUTE MOUCK BCEX JOKYMEHTOB, T/I€ YIOMUHAETCs 0 che3fgax COBETOB.
«([TIPABKA — HAUTW». be3 Bcakux kaBreiuek BBeaute «Crne3m» u HaXMUTE «OK».
6. OcymecTBUTe MOUCK BCeX MPOTOKOIOB Moxaiickoro YUKA B 1 omucu douma

Moxarickoro YUKA. [l 3T0ro Hy’KHO ITOCTPOUTH

sanpoc: DANIT — CO3JATh. Ilenkuure no ¢uaxky 3AITPOC — CO3JIATh.

noine «KPUTEPUM OTBOPA» BBemutre 10Js, ONEPaTOphl MU HUX 3HAYCHUS
(BU_JOKYMEHTOB — I0oXx0xke Ha — «[IpoTokons» u ap.)

Bri6epuTe mosst pesynbrara.

[lenxaute o «BBITIOJIHUTD 3ATTPOCH.

KoHTposbHBIE BOIIPOCHL:
Hazosure stansl coznanus AUIIC. KakoBa poibs apXMBHUCTa HA K&KIOM U3 ATANOB?
HazoBure n3zBectHble BaM MOAEIH (CTPYKTYpPbI) TaHHBIX ?
B ueMm npeumyiecTBa 1 HEIOCTATKH PEISIIUOHHON MOJEIH TaHHbIX ?
KakoBa Meronuka noucka napopmanuu 8 AUIIC?
Kakum oOpasom obnerdaercss TpyA COCTaBUTENS SJICKTPOHHOM OMUCH TO
CPaBHEHUIO C TPATUIIMOHHON?

6. B uem npenmyniecTBa 31€KTPOHHOW ONUCH NEepe TPAJAULUOHHON C TOUKH 3pEHUs
METOJIUKH TTOMCKA HHPOPMAITUH?

orwdPE

Jlureparypa:

I'apckoBa 11.M. ba3bl u 6aHKM JaHHBIX B UCTOPHYECKUX HcclenoBanusax. M., 1994, Yacts
2. Texuomorus 6a3 manueix. C. 47-84.

Kucenes N.H. O6 aBromatuzauuu HCA k apxuBnbiM nokymentam / U.H. Kucenes //

Wupopmannonuslii OrojuieTenb acconuanuu «Mcropus u komnsrotep». — M., 1998, — Ne 23. —
C. 22-30.

Tema 2. CocraBieHue y4eTHBIX JOKYMEHTOB U CO3/IaHUE IAclopTa apXHUBa ¢ NOMOUIbIO
00111e0TpacIeBhIX MPOrpaMM «APXHUBHBIN GoHI» U «DOHAOBBIN KaTaior». 4 yaca.

Ienb pa®oTHI: OCBOEHHME CTYJEHTaMU OCHOB (DYHKIIMOHHPOBAHUS OTPACIEBOIl CHCTEMBI
aBTOMATHU3UPOBAHHOTO LIEHTPAIU30BAHHOTO YUeTa JOKYMEHTOB.

B pe3ynbrate paboThl CTYI€HT JOJDKEH 3HATh:

- Ha3HayeHHe U QyHKIMU, OCHOBBI HHTEep(delica mporpaMmbl «ApXUBHBINA HOHIY;

- Ha3zHaueHue U (GYHKINHU, OCHOBBI HHTEpdeiica nporpaMmbl «DOHIOBBIHN KaTaaor.

B pe3ynbrate paboThl CTYI€HT AOKEH YMETh:

1. pabotath ¢ mnporpamMmoil «ApXxHBHBI (OHI» B pEKUME NOIB30BATENS U
aJIMIHUCTPATOPA;
2. BBOJIUTH JIaHHBIE U3 JIOKYMEHTOB BHYTPEHHETO YUET apXH1Ba

(ytucta ¢onpa, onucei) B pa3aenbl OCHOBHOTO MEHIO MPOTrPaMMbl «APXUBHBIN POHT» —
¢doHT, onHCh, IBUKEHUE TOKYMEHTOB;

3. CO3/1aBaTh C MOMOIIbIO IPOrpaMMbl «ApXUBHBIN (HOHI» MacCIOPT apXUBa;

4. HacTpauBaTh nporpamMmy «@DOHIOBBIN KaTallor» B PEKUME aJMUHHUCTpaTOopa U
OCYIIECTBIISITh SKCIOPT JAaHHBIX U3 IpOrpaMMbl « ApXuBHBIN poug» (AD);

5. II0JIy4aTh CBOJIHBIN NacnopT apxusa B nporpamme «PoH10BeIN Katanor» (PK).

[IporpamMmmMHoe obecrieueHue:

1. Iporpamma «APXVBHBINM ®OH» 2.0 uwmm 3.0 for Windows (Penepanbaas
apXHWBHAas CIIyXx0a).

2. Iporpamma «®OHJIOBBIM KATAJIOI CYBBEKTA ®EIEPALIUN» 1.0 for
Windows (®enepanbHast apxuBHast ciryx0a).

PaznaTounbie MaTepuabl:
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- 3ar0JIHEHHBIH JHCT QOHTA.
[IpakTrueckoe 3amanue:
Ilepen HauaaoM paOOTHI BCIOMHUTE:

1. KaxoBbI riaBHbIE 3a71a4M y4eTa JOKYMEHTOB B apxXuBe?

2. B ueM oTnuume BHYTpEHHEro ydera JOKYMEHTOB OT LIEHTPAJIU30BAHHOIO yudeTa
JIOKYMEHTOB?

3. Uro sBisieTcst eAMHUIEH yyeTa apXUBHBIX JOKYMEHTOB?

4. KakoBbl OCHOBHBIE (DOPMBI y4eTa TOKYMEHTOB B FOCYJAapCTBEHHOM U BEIOMCTBEHHOM
apxuse?

OO611ee 3HAKOMCTBO € TIPOrPAMMOM

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

[MPOI'PAMMEI, CTPYKTYPA UHOOPMALIMOHHOI'O MACCHUBA.

[Ipocmorpute pasmenst M3MEHEHUE ITIAPOJIEM, MEHIO B PEXUME
[TOJIB3OBATEJIA U PEJAKTOPA, ITYTEBOIAUTEJIb.

CaepHuTe (aiin, He 3aKpbIBasi €ro.

Bossmute JIMCT ®OHJIA u BBeauTe nanubie B Tadiuibl B

«ApXUBHBIN HOHIY.

[ns sToro:

3arpysute nporpammy A®D u BoiinuTe B Hee Mo napoiem «2» (peaakropa);

BbIOepuTe B rimaBHOM MeHro myHKT GOHJI; mepen Bamu mosiBUTCS CITMCOK BBEICHHBIX
panee ¢hona0B; HaXxkmuTe Enter. Bol Boiinere B pazgen POH/I.

Haurure ¢ TTOCJIIEJHEI'O mo Bpemenum mnepenMeHoBaHUs ¢GoHIo00pazoBarens. Ero
BBeauTe B Tabnuiy ®OHJI, nepBblit akpaH,

I10JIs1 «TI0JIHOE Ha3BaHUeE (OHJIa», «COKPAIIEHHOE Ha3BaHUE (POHJIa».

BBenure Takke naHHBIE B MOJS «HOMEpP (OHIA», «KATETOPHsS», «HAYaJbHAs IaTay;
«KOHEYHas /1aray.

Bbonee pannue Ha3zBanus ¢ponmoodpaszoparens seeaute B pazaen [IEPEMMEHOBAHUA
(mynkt BepxHero MeHto PA3JIEJIbI), 0603HauuB gaThl KaX/10r0 Ha3BaHUS.

Urak, Ber BBenu B B/l oOurue cBenenust o ¢oHIe U3 MEPBLIX pa3ienoB JucTa (HoHA.
IIponomkaeM Mocaea0BaTeNbHO MONOJIHATh

naHHble o Hamem Qouae. Cnenyromuii pa3aen jucra GoHga — «Y4eT HEONMMCAHHBIX
MaTepuaIoBy (T.e. pOCCHIIN).

1. BBenuTe naHHBIE O KOJIMYECTBE €IUHUI] XPaHEHHUS POCCHINU U3 pasjena jucta GoHaa
(yuet HeonncaHHbIX MaTepuaios) B pazaen «IBMKEHUE JJOKYMEHTOB. [lns atoro:

- BbIOepuUTE MyHKT BepxHero MeHio «PA3JIEJIbI»;

- BoiOepute noanyHkT «IBVDKEHUE JOKYMEHTOBy, nanee — JIOBABUTD,
POCCHIIIb, ENTER. IlociaenoBareabHO

COXpaHsisl, BBEAUTE BCE MOCTYIIJICHUS U BCE BHIOBITUS POCCHINHY, YKa3aHHbIE B TUCTE (QOHIA.

2. Crnenyromuit pa3aen jmucta poHIa — ydeT ONMUCAaHHBIX JOKYMEHTOB. BBeaute B
nonapazaen OIMMCU (mynkr BepxHero meHio PA3JIEJIbI) nanneie o HOMepax, Ha3BaHMSIX
KpallHUX Jarax OIKCeH, 3allMCaHHBIX B JUCT (oHAa. BriOepure COOTBETCTBYIOIIMIA BUAAM
JIOKYMEHTOB «THII OTIUCH».

3. Beenute B nonpazaen «ABUXXEHUE IOKYMEHTOBY (yHKT BepXHEro MeHIO
PA3JIEJIbI) nannbie 000 BCceX MOCTYIUICHUS M BHIOBITUAX OMMCAHHBIX MaTEPUAIOB, YKa3aHHBIX B
mucte douma. [ns atoro obparurecy k nmoanyHkry meHio «JIBUKEHUE JIOKYMEHTOB»,
BeiOepute JIOBABUTD. Kak Bunute, nepen Bamu Bo3Huk cnmcok onmcedt (onna. Beibepure
HY)KHYIO OIIMCh, B KOTOPOM MPOM30LUIO ABWKEHUE JTOKYMEHTOB. BBenuTe roj ABUKEHUS,
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BLI6epI/ITe BUJ ABWXCHUA, U, CAMOC TIaBHOC, KOJIUYCCTBO MOCTYNHMBIIUX HJIHA BI:I6BIBH_II/IX A€,
MOCJIEIOBATEILHO COXPaHssl KKy 3amuch (MyHKT HkHero MeHio «COXPAHUTDy).

4. CuoBa obparutece k Word for Windows. Ilpouwraiite pasgen 8§ «MEHIO
AJIMUHUCTPATOPA. 3anumure MyHKTHI MEHIO. 3aKpouTe Qaii.
o. 3akpoiite mnporpammy AD U CcHOBa 3arpy3ure ee moja mapoiieM «3»

(ammuamCTpaTopa). Bolinure B pazgen [TACIIOPT. 3anonnnte Ha3BaHWE apXuBa, YKA3aHHOE B
mucre ponpa. lenkaure mo CHUUTATD CBO/IHBIE. U nomyunte cBOAHBIC JaHHbBIE MACIOpTa.
Llenkuure no CJIEAYIOIUM DKPAH u npocmotpute [TACIIOPT APXIVBA.

3akpoiite nporpammy A®.

6. 3arpy3ute MS Word.

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

7. 3aKOHCHEKTUPYUTE pa3ieiibl:

Ha3nauenue nporpamMmsl,

Crtpykrypa nH()OPMALIMOHHOTO MAaCCHUBA,

OOHOBNIEHHUE TAHHBIX.

8. Barpysute mporpammy ®OHJOBBIM KATAJIOI mnox mapomeM  «3»
(amMuHUCTpaATOpA).

Boitaute B paznen OPI'AH YIIPABJIEHI L.

Beenenue B paznen [IOJITHOE HA3BAHUE nanubie 00 oprane

yIpaBJIeHUs apXUBHBIM AesioM. Hanpumep, ApXUBHBIM OTET IpU

aaMuHHCcTpanuu Bosoroackoi obnacru.

B paznen COKPAILIEHHOE HA3BAHUE — AO Bonorojackoit

obacTH.

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

CoxpaHuTte JaHHBIE.

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

B I10JIAL:

[IOJIHOE HA3BAHUE APXWUBA; COKPAILIEHHOE HA3BAHUE (nanpumep,
'ABO).

AJIPEC APXUBA, Beibepute cooterctByrommit YPOBEHb u TUII (mampumep, mis
[IMAM — myHununanbHelid apxuB). CoXpaHUTE JaHHBIE.

Bri6epuTe B ciricke Bamn apxus. Haxxmure ENTER, Ha Bonpoc iporpammsbl 00 HCTOUHUKE
nauueix BBeaute aapec G\Wwfond\DBF, menkuute no SELEKT, B mynkre I'OJ] moctaBbTe camblit
paHHUil roj, 3a KOTopslil y Bac 6b1710 n13MeHeHue (OCTYIIEHUE UITH BHIOBITHE) YUETHBIX JAHHBIX.
Haxxmute ENTER. Jloxxautecs nossiaenus Hagmucu OBHOBJIEHUE JAHHBIX YCIIEIIHO
3ABEPHIEHO. /lannsie nporpamMmmbel A® ckonupoBanuch B nporpammy @K. Haxxmute ENTER.

10.  3akpoiite nporpammy @K u ermie pa3 3arpysute ee ¢ nmaposem «2» (perakropa).

Tenepp MaccuB y4eTHBIX JaHHBIX PETrMOHA MOIMOJHMICS JaHHBIMU Bariero apxusa.
Yo6emutecs B 3ToM. Otkpoiite paznen APXVBOWIIbTP. Breibepure Bam apxuB, Haxxmurte
BBITIOJIHUTD.

Boiinute B paznen ®OH/] BeiGepute Bamr apxus, Haskmute ENTER.

[IpocmoTpuTe u3rorosneHHblt Bamu Ilacmopt apxuBa B pazgene ITACIIOPT (myHkr
BepxHero meHio PA3JIEJIBI).

Pabotast ¢ mporpamMmoii, MOXHO TIOJYYUTh CBOAHBIM MacmopT mo Bamemy apxuBy 3a
pasHble rojisl (moapaszzaen «CBOAHBIN MacmopTy).

Jlst wero cimyskat nmoapasaensl «/nnamuka — adc.»; «Jluaamuka %»?

KoHTposbHBIE BOITPOCHL:
1. IToueMy MMEHHO y4eT JOKYMEHTOB CTaJl OJTHUM U3 IIEPBOOYEPEIHBIX HAIIPABICHUN
KOMIIBIOTEPHU3ALMHN apXUBHOTO Jena’?
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2. B uem BaXHOCTH TPHMEHEHHUs OOIIEOTPACIEBBIX (THUMOBBIX) 0a3 MAHHBIX LIS
BEJICHUS y4eTa TIOKYMEHTOB ApXuBHOTO (hoHIa PD?

3. KakoBbl  mpeumymiecTBa  aBTOMAaTU3UPOBAHHBIX  CHUCTEM  y4yeTa  Iepel
TPaJULMOHHBIMU YYETHBIMHU CIIPABOYHUKAMHU?

4. Ha3zoBure ocnoBubie Gpynkiun AUIIC «ApxuBHbiii GoHa» 1 «DOHIOBBIN KaTalor
cyonekra denepannny».

5. Kak crpoutcsi aBTOMaTH3MpOBaHHAS CUCTEMa IICHTPAIN30BAHHOTO YUeTa JOKYMEHTOB
ApxusHoro ¢ponga PD?

Jlureparypa:

1. BpemeHHBII1 NOpAIOK aBTOMAaTU3UPOBAHHOTO T'OCYIAPCTBEHHOIO Y4eTa JOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoit ®epepanmu, XpaHAMMXCS B TOCYIAapCTBEHHBIX U
MYHHUITUTIATBHBIX apXuBax (yTBEpKIeH mpuka3zom Pocapxusa ot 23.10.2000 Ne 64.

2. EnuHbIi OpSA0K 3aMoJIHEeHUs 1MoJiel EquHoi aBTOMaTH3HPOBaHHON HH(DOPMAIIMOHHON
CUCTEMBI, COCTOAIIECH U3 MPOrPaMMHBIX KOMILJIEKCOB «ApXUBHBIN QoHI», «DOHIOBBINA KaTaior,
«UenTpanbHbiii poumoBeIii katanory. [Ipoekr. / M.: 3A0 «AJIAIIT», 20135 Poccus (2002—2010
TOJIBI)»

Tema 4. Co3naHue y4yeTHbIX JOKYMEHTOB apXMBa M NACIOpTa apXWBa € MOMOUIBIO
MpOrpamMMBbl «Y YeT apXuBHOTO (POHa». § YacoB.

Llenb paboThl: OCBOEGHUE CTYJEHTAMH METOJUKHA aBTOMATH3MPOBAHHOTO BHYTPEHHETO U
LEHTPAJIM30BAHHOI0 y4e€Ta apXUBHBIX JOKYMEHTOB, MpUMEHseMON B | naBapxuBe r. MOCKBBI,
NpUOOpPETEHUE HABBIKOB CPABHEHHSI IPOTPAMMHBIX IPOTYKTOB.

B pe3ynbrare paboThl CTYICHT JOKCH 3HATH:

- Ha3Ha4YeHWe W (PYHKIHMHU, OCHOBBI MHTepdeiica mporpaMMbl «Y4eT apXUBHOIO
dbonmay;

- paznuuue Mexay pexumom nonosHenus b/l B pexume ®OHJI- OIIMCH u B
pexume AKT.

B pe3ynbrate paboThl CTYIEHT AOKEH YMETh:

- HacTpauBaTh Mporpammy «Yd4eT apXuBHOTO (OHIA» B PEKUME aIMUHHCTPATOPA,
BBOJMTH MOJIb30BaTeNeil U BEIOMPATh (OPMBI OTUETA;

- paborath B mporpamme «Yuer apxuBHoro (oumga» B pexxume OOHJI-OIMUCH,
BBOJWTH JJaHHBIC U3 JJOKYMEHTOB BHYTPEHHEro y4yeT apxuBa (ucta ¢oHJa, OMHUCei) B pa3aessl
OCHOBHOTO MEHIO Tporpammbl «Yuer apxuHoro ¢ouga»y — OOHJ — ITOINIOJIHEHUE B/I;
OIINCDH — ITOITOJIHEHUE B/1, EII. XPAHEHUW .

- C03/1aBaTh C MOMOIIBIO IPOTPAMMBI «YYeT apXUBHOTO (HOHIa»

TuCT QoHIa, KHUTY y4eTa MOCTYIIEHUH apXuBa, CIIHCOK (hOoH-

JIOB U IPyTHU€ IOKYMEHTHI BHYTPEHHETO yUeTa.

[IporpamMmmMHoe obecrieueHue:

WuTerpupoBanHas aBTOMAaTU3MpPOBAaHHAs cuUcCTeMa «Y4eT apxuBHOro ¢onga» (AO
Wnucodr).

PaznaTouHble MaTepuabl:

- 3anosHeHHbIe JTUCTHI (HOHIO0B Ha /1Ba (PoHIA,

- Omnwuce aen Gpouaa,

- PykoBoJCTBO MOIb30BaTENsI IPOrPaMMBI «YUeT apXUBHOTO (OHIa.

IIpakTuyeckoe 3ananue 1-4 gaca. [lepen Hagamom paboThI

BCIIOMHUTE:

1. Kakue y4yeTHble TOKYMEHTHI MO3BOJISIET MOJYYHTh W pacledaraTb Mporpamma
«ApXUBHBIA HOHI»?
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2. KakoBbl OCHOBHBIE JOKYMEHTBI U JOINOJTHUTENbHBIE JTOKYMEHTHI BHYTPEHHETO
yueTa B TOCYJJapCTBEHHOM apXxuBe?
3. KakoBbl OCHOBHBIE JOKYMEHTHI U JIOMOJHUTENIbHBIC JIOKYMEHTHI BHYTPEHHEIO

yueTa B TOCYJapCTBEHHOM apXxuBe?

HNHTerpupoBanHas aBTOMaTU3UpOBaHHAas cucTeMa «YdeT apxuBHOro Gouma» (VAD)
IpeHa3HaueHa JJIs BEJeHUS IEHTPAIM30BaHHO- I'O yueTa JOKYMEHTOB KaK I10 apXMBY, TaK U 110
aApXUBOXPAHWIHILLY.

Cuctema paszpabdorana ¢pupmoii «Mucodpt» st 'AY r.MocksbI.

HauynuTe 3HaKOMCTBO C MPOrpaMMOM € JEMOBEPCHH.

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

B nonte «anmpec» BBequTe www.insoft.ru. JlokauTech 3arpy3ku caira.

[Ilenkuute no 3acraBke «JlemoBepcumny. Jloxkaurech 3arpy3ku CTpaHUIIbI.

[IlenknuTe 1o mnepBod crpoke «lHTErpupoBaHHas aBTOMATU3MPOBAaHHAs CHCTEMA
MoCKOBCKOTO rOpoJICKOr0 00bEAMHEHUS APXHUBOBY.

JlosxiuTech 3arpy3Ky CTPAHHUIIBL.

Bri6epute nmynkt menio «[IOMOIIby», Boliaute B pa3aen «O cucTeMe», BBHIITUIINTE B
TeTpaab JaHHbIC O MporpaMmme U pazpadboruuke. [llenkuure mo OK.

Boiinure B nyHkT MeHio «AKT». LllenknuTe no «HOBBIU AKT»

CJIeBa, CaMOCTOSITEJIbHO OMPEEIUTEe W 3alUIINTE IOCJIEeI0BATEIbHOCTh NEUCTBUHN IS
BBEJICHUS B aKT MepepaboTKU OMUCEH:

BBenenus yuetHbix nanHbix no HoBoit onncu Ne 3.

VY nanenus Bcex nen onucu Ne 3.

Boiinure B nynkt mento BEJIEHUE YUETHBIX TIOKYMEHTOB.

CaMoCTOATENbHO YCTAHOBUTE MOCIIEI0BATEIBHOCTD JEHCTBHI:

HE0OXOIMMBIX JJIsl BBEJICHUS CBEICHUI B JTUCT (POHAA;

HEOOXOMMBIX JUTS BEJICHUS CIHCKa (POHIOB;

HEOOXOIUMBIX, AJISi MONYyYEHUS CBEACHHUHM O COCTOSIHMHM KaXKIOM €IWHUIBI XPaHEHUs
(BHMMATEIBLHO CMOTPUTE Ha pa3/ielibl IIIaBHOTO MEHIO BBEPXY).

VYCcTaHOBUTE M 3aIUIINATE, KAKME JOKYMEHTBI BHYTPEHHEIO Y4eTa IO3BOJSET COCTABUTH
CUCTEMAa. YCTaHOBHUTE U 3alMIIUTE, KaKWe JOKYMEHThI LIEHTPAJIM30BAHHOTO y4eTa IO3BOJSET
COCTaBHUTb CUCTEMA (ITYHKT MeHIO «BeieHne y4eTHbIX JOKYMEHTOBY).

Kakum 06pa3om MOKHO COCTaBUTh MAcHoOpT apXuBa?

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

menkHyB Mbieio 1o [TYCK — I[TPOT'PAMMBI — YUYET APXUB HOI'O ®OHIA —
AJIMUHUCTPATOP. ITporpaMma 3amycTuTcs B pexxume aiMuHACTparopa. LllenkHuTe Mblbo
o HACTPOUKA BJI.

Cozpnaiite bJI. Beenute B okHo CO3JAHUE B/I anpec G/arhive/dbf.

Ilenxaure CO3ATD, OK. Bbl Beprerech B ocHoBHOe Merio. Illenkunte ®AMIIBI
OTYETOB. Beeaute B oTkpsiBIneecs okHo aapec C:/ arhive/reports. Hlenkaute SELEKT, OK.

[lenkaute mo mnyakty [IOJIB3OBATEJIN rnaBHoro mento. Bam cremyer BBecTH
MOJI30BAaTENE ¥ MPUCBOUTH UM IPABA, HA3HAUYUTD MTAPOIIH.

Wrak, Haunute ¢ ukonku «HoBast 3anmck» BHU3Y (Jiuctouek). B mone MO BBeauTe cBOIO
damunuto, npucBoiite cedbe GyHKIUN aJIMUHHCTPATOPA, HIETKHYB M0 (PIaXXKy M BHIOpaB IMyHKT
«AIMUHUCTPATOP» u3 BepxHero MeHIo. YKaKWUTE Mapoiib «1» W moaTBepkaeHue «I».
[enkuute mo nkonke COXPAHUTD (auckera BHU3Y).

Cucrema rotoBa k pabdote. [l{enxkaute mo BbIXO/I.

7. 3amyctuTe mporpammy B pexkume nosb3oBarens. lllenknure mbimbto no ITYCK-
I[TPOI'PAMMBI — YUET APXMBHOT'O ®OHJIA — YA®.
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HaiinuTe BBEpXy CTPOKY INIaBHOTO MEHIO. B 1ieHTpe pabodero okHa HaXOIUTCS Ha3BaHUE
apxuBa. YToObI Ha4aTh pabOTy C CUCTEMOM CIIEIyeT BBECTH CBOIO (DaMIIIUIO M TTApOJIh «1».

[Iporpammoi npeayCMOTpPEHBI IBE CUCTEMBI yueTa — 110 coxpaHeHnus llacriopra apxusa u
nociie coxpanenus [lacnopra. Pexxum ydera no coxpanenus [lacnopra apxuBa npeHa3HaueH s
BBOa OobImx MaccuBoB uHpopmammu 3A TTPEJIBIAYIIME I'OAbIL. 3T0 mOAroTOBUTEIHHBIN
sran yudera. [locie coxpaHeHus nacrnopra 3TOT PEKHM CTAHOBUTCS HEAOCTYITHBIM — U3MEHEHUS
B IaHHBIX MOYKHO OCYIIECTBIIATH TOJBKO yepe3 myHKT MeHio AKT. [IpencraBum cebe, uro qanHas
cucrema BBejieHa B apxuBe B 2001 roay, a ydetHble H1OKyMeHTbl umerorcs 3a 40 ner. CHavana
CJIEZIyeT BBECTH JIaHHBIE 000 BceX (POHAX M OMHCAX apXHBa, OTJIOKUBIIMXCS 3a 40 jeT.

B pexume nepBoHa4aIbHOIO MOMOJIHEHHS TaHHBIX OCHOBHBIMU

spisitorcs Tpu nyHkra: @OHI-OIMUCH-EJI.XP. Pabora HauMHaeTrcs ¢ MyHKTa MEHIO
®OOH/I. Pexxum onucy CTaHOBUTCS aKTUBHBIM ITOCJIE BBOJIa U BEIOOpA (hOH/Ia, YTOOBI HE HAPYIITUTH
CKBO3HYIO HyMEpaIUIO OMKCEH B paMKax (GoHAa.

8. lllenkHuTe MBIIBIO 1O MYHKTY rnaBHoro MeHro ®OHJI. 3arem BBIOEpUTE MYHKT
[TOITOJIHEHUE BA. Bo3pmure nuct nepBoro ¢Gouaa. Beequre B kapTouky (HoHAA CBEACHUS O
donme:

- Homep oHna;

- Kareropuio (GoHa (BBIOEPUTE, HCXOAS U3 €ro IIEHHOCTH );

- cocrosiHue GoHAA (IIETYOK M0 CTPEIIKE CIIPaBa, «B HATUYHHY);

- uH(GOpPMAIIMI0O O TOCTYIUIEHWU (BBEAUTE [aTy IMEPBOTO MOCTYIUICHUS C JIMCTa

- BBeaMTE HOMep apxuBoxpanwimia B noie APXNUBOXPAHWUIJIMIIE 1;

- KoMuecTBO HeonucaHHbIX MaTepuainos B osie HEOIIMCAHBIE MATEPUAJIBI;

- OT KOT'0 MOCTYNIIKU MaTepuaisl (0T hoHI000pa3oBarTes).

OcranpHble MOJII KapTO4KH (hOHIA HEIOCTYNHBI, TaK KaK JaHHBIE CIEyeT BBOJIUTH B
nyHkTe rasHoro MeHro OINNCh.

OpnHako 3amonHeHHEe KapTouku (oHjaa eme He 3akoHueHo. lllenkHuTe mo BKIaake
HA3BAHUE ®OHJIA, ykaxute mocieaoBaTeIbHO BCe Ha3BaHUs (POHIA, yKa3aHHBIE B IIEPBOM
paznene mucta pouaa u ux kpaitaue natel (monst HASBAHUE ®OHJIA, JIATA HAUYAJIbHASL,
JATA KOHEYHAS).

Buumanue!

ITocne BBos1a KaXkJ0ro Ha3BaHMs (POHIA HA/I0 €T0 COXPAHUTH (IIEIKHUTE 110 MUKTOrpaMMe
C KenTol nuckeroil BHM3Y). Ecnu Ha3zBaHue (oHIa HE MMEET TOYHBIX KpallHMX JaT, ClIeayeT
BPYYHYIO PacIoJIOKUTh Ha3BaHUS B TOM MTOCIIEN0BATEIBHOCTH, B KOTOPOH OHU

NpPUBEACHbl B JUCTE (oOHJA (KCIOJIb3YHTE KHOMKH CO CTPEIOYKAMU BBEPX-BHM3).
ITpenBapuTENBHO HYKHO BBIIEINUTD MBIIIBIO CTPOKY C HA3BAHUEM, A 3aTE€M IIEPEMECTUTD €T0 BBEPX
WIM BHU3 HYXHOM KHonkoiu. Emie pa3 coxpanure naHHbele B KoHLe. lllenkHuTe Mo MKOHKE C
neepbto BHM3Y. lllenknure mno Bxmanke AHHOTAIIMA. Beenurte KpaTkyr0 aHHOTALUIO
JIOKYMEHTOB (OHJa (BUbI JOKYMEHTOB, TeMaTuka). Coxpanute ganusle. lllenkHure no nkoHke ¢
JIBEPbIO BHU3Y.

Bxnaaky COCTAB ®OH/IA He Tporaiite, oHa 3anmoJHUTCS aBToMatuuecku. Lllenkuaure
[0 MKOHKE C JiBepbio BHU3Y. Eciin Bbl 3a0bUTH COXpaHUTh JaHHbIE, TOSBUTCS «BOIMPOIIAOIIEE)
oKkHO. Beibepute

BBIXOJI C IIPOBEPKOM. Hu B xoem ciydae He BhIOHpaiite OTMEHUTH
NU3MEHEHUA! Torna Bce Bamm crapanus mnpomanyT BTYHE W HOBBIE JaHHBIE OynyT
YHUUYTOKEHBI!

AHanoruuHpIM 00pa3oM BBEIUTE JaHHbBIE CO BTOPOro Jincra (GoHAa ¥ U3 onucu (oHaa
(POH/-TIOITOJIHEHHUE BJ).

9. BBenute naHHbIE O KOJIMYECTBE €UHUI] XpaHeHus onucedt pouaa 1, 2 (uctsl pouaa) u
3 (ommuch poupga). s storo HyxkHo Boiitr B paznen OIIMCh. domkHo ObITh, Bl 3ameTwiu, 4to
MOCJIe COXpaHEHUs NepPBOM KapTOUKU (OHJIA, 3TOT MMYHKT MEHIO CTaJl aKTUBHBIM.
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Opnnako a7 Toro, 4roOsl BBecTu AaHHbIe B pazaen OIIMCh, cnauana cnenyet Hailtu GoHz,
omnucu kotoporo Ber 6yaere BBonuTh. Jiist 3Toro HyxHO BoiTH B yHKT MeHI0O @OHJI-BBIBOP
OOHJA. Ilepen Bamu Bo3HUKHET (hopMa /1715l BBOAA KPUTEPHUEB MOKMCKA.

OcymectBute nouck ¢GoHAa MO PSAY KpUTEpHEB (HOMEp, COCTOSIHUE — B HAIUYUH).
[enxuute no uxkonke [IONCK (xpachast tyna BHU3Y). CaMblif IpOCTOM CIIOCOO MOJYYUTh CIIUCOK
BCEX BBEJICHHBIX ()OHIOB — IIEIKHYTH 10 nKOHKe JIYIIA BHHM3Y, BOOOIIIE HE BBOIS

KpUTepHeB TMoucka. HaBenure Kypcop Ha Ha3BaHHE MEPBOTO (POHIA B CIHCKE, ITBAXKIBI
nienkHurTe no Homepy ounaa. INosButcs kaprouka gonga. Tenepb MOXKHO IPUCTYNIUTH K BBOJY
cBeZicHH 00 onucsx Goumaa.

[Ilenkuute Mpimplo 1Mo myHKTy miaBHoro MeHwo OIIMUCH. IlosBuTca kapTtouka omucu
nepBoro Gouaa.

BosbmuTe aUCT COOTBETCTBYIOMIETO (POHIA M MOOYEPETHO BHECUTE CBEIACHUS O KaXKIOM
OTHMCH: HOMEP ONUCH, Ha3BaHWE OIMUCH, THIl OMHCH M CIIOCOO BOCIPOU3BEICHUS BBHIOCPUTE U3
criicka (ctpenka cnpasa) o cMeiciy. B moine KOJIMYECTBO TOMOB mnoctaBete 1, B m0JIE
AHHOTAIMA BnumnTe KpaTKyro XapaKTEpUCTUKY COCTaBa U COJEP)KaHUs JOKYMEHTOB OIUCH;
B noiie CPOK XPAHEHUA — Brnummre «octostHHO». O0s3aTeIbHO TPOCTABhTE KOJTMYECTBO
€MHMII XPaHEHUS B OIUCH (CM. JIUCT (POHJIA) U KpaillHUE JaThl JOKYMEHTOB OMUCH (CM. TaM XKe).
[Menkuute nmo nuktorpamme COXPAHUTD (auckera BHu3y). Ecnu BbI 3a0bUlM COXpaHUTH U
menkayan BBIXOJI, BeiGepure B nosiBusienmcs okae BhIXOJ] C [IPOBEPKOM.

Taxum xe ciocooom (OITUCh-ITOTIOJIHEHUE BJ1) BBenute cBeneHrs 000 BCEX OMUCAX
nanHoro gonaa. 3atem Haiinute Bropoit ponn (POH/-BBIBOP ®OH/IA). Brenu-

te cBegeHus ¢ Jlucta gonga 060 Bcex omucax AaHHOTO GoHA. 3aTeM BO3bMUTE OMHCH
donga u BBeAuTe AaHHBIE 00 3ToM omucu. OTkpoiTe nmyHKT riaaBHoro menro EJIMHUIIA
XPAHEHMUI u BBeauTe 3arojioBKM IISITH AEJI U3 OMMCH. B HaHHBI MOMEHT BBI CO3IAacTE HE
TOJIbKO YYETHBIHN, HO U TIOUCKOBBIN CIIPABOYHUK — apPXUB-HYIO OTHCH.

10. OcymecTBuTe NOUCK MHPOPMAIIH 00 OMUCSIX BBEICHHBIX (DOHJIOB.

Juist aToro Beidbepute myHKT raaBHoro Mmeno OIMMCh-BbIBOP OITMCH.

[losiBUTCS OKHO JUIsl YCTAaHOBKM KpUTEpUEB noucka. OCylecTBUTE MOUCK 110 HAa3BaHHUIO
onucu. Jlisa 3roro abcoimoTHO HeoOs3aTenbHO BBOAMTH B mosie HABBAHHWE OIIMCHU Bce
Ha3BaHus. JlocTaTrouHo ofHOrO cioBa. Ho mpu 3TOM cieayeT BBIMOIHATH MpaBUjla COCTABICHUS
3ampoca:

%ot1nen% — cJI0BO BCTpeyaeTcs B JII000OM MECTe Ha3BaHUS;

o11en% — CJI0BO BCTpeyaeTcst 00513aTeIbHO B Havajle Ha3BaHUS;

%0Tae1 — Ha3BaHHUE 3aKaHYMBAETCS TAHHBIM CIIOBOM;

%otnen%xkanpo%ynpaBieHus% — o00e coueTaHHe CIOBO+

CJIOBO1CIJIOBO.

Otmetste BHN3Y nepexitodatesis COOTBETCTBUE XOTS Bbl

OZJHOMY VYCJIOBUIO. lenkuure no kuonke [IOMCK BHuU3y.

AHaJIOTUYHBIM CIIOCOOOM OCYIIECTBUTE TIOMCK IO KpailHUM JaTam

JIOKYMEHTOB OMMCEH; M0 aHHOTaMu onucu. B pesynpraTe Bcex ycunuil nepen Bamm
MOSIBUTCS CIIMCOK onucen. [IpocMoTpuTe KapTOuKu

HalJIEHHBIX ONUCEH, IeJIKasi IO UX HOMEDY.

Haiins onuch, monpoOyiiTe HallTH BBeJEHHBIE jea. OCYIIECTBUTE MTOUCK MO KITFOYEBOMY
CJIOBY (XO0Ts OBI O/THO CIIOBO U3 3aroJIOBKa Jes, KoTopoe Bel moMHuUTE).

O6patute BHUMaHMe, 4To pexxum AKT HenocTyneH.

11. Otkpoiite myHkT TiaBHOro Mmearo COCTABJIEHUE YUETHBIX JIOKYMEHTOB.

[TonpoOyiiTe caMOCTOATENBHO, CIEAYS YKa3aHUSIM MIPOTPAMMBI,

COCTaBUTH CIHCOK (DOHIOB apXuBa, PEECTp OMHCEH T000T0 U3 BBEACHHBIX Bamu ¢doHna,
muct oaHoro u3 (onmoB. CpaBuute monydeHHoit u3 bJl Jluct ¢onna ¢ opurunanom. Kakue
pas3zienbl JucTa QOHJa OCTAJIMCh HE3alOJIHEHHBIMU?
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B TeTpamM COCTaBbTE CpPABHUTEIBHYIO XapaKTEpHCTHKy mnporpamm «APXVBHbIN
OOH/I» nu «YUET APXMBHOI'O ®OH/IA» ¢ Touku 3peHHs TpeOOBaHUN K O0OpPYIOBAaHHMIO,
(GyHKUMH, ONTHMHU3ALMKM y4yeTa, yAoOcTBa HHTepdeiica, oTueToB, croumoctu. Crenairte
3aKJII0YEHHUE M0JIb30BaTells.

KoHTpoIbHBIE BOIPOCHI:

1. B uem cxozactBo M paznuune QyHKIME mporpamMm «ApXUBHBIH (GOHI» U «YUeT
apxXuBHOTO (oHIa»?

2. Kakue yuerHble NOKyMEHTbI Bbl MoOXeTe€ MOIy4YUTh B KaueCTBE OTYETOB C
MTOMOIIIBIO TPOTPaMM «APXUBHBIN GOHI» U «YUET apXUBHOTO (POHIA»?

3. KakoBbl JTOCTOMHCTBA M HENOCTATKM KAaXXKJOW M3 MpOrpaMMm C TOYKH 3pEHUs
apXUBHCTA, UCIIOJIB3YIOLIErO UX JUIsl OPraHU3aluy aBTOMAaTU3UPOBAHHOIO y4eTa B apXUBE?

4. Kakue paznenst Jlucra ¢ponga Bam He ynanock cOCTaBUThH B JaHHOM pexumMe?

Jlureparypa:

l'openex T.H. KowmmneroTepusamuss MOCKOBCKHMX apxuBOB: OT npoctoil bJl
UHTETpUPOBaHHON MHpopMannoHHO# cucreme. 1986-2002 rr. // OteuecTBeHnble apxubl. 2002.
Ne 5. C. 20-26.

[IpakTrueckoe 3ananue 2-4 yaca.

[Tporpammuoe obecrieueHme:

- WuTerpupoBanHas aBTOMaTU3UPOBAaHHAS CUCTeMa «Y4eT apxuBHOTo ¢onaa» (AO
NHCO®DT).

- PykoBoaCTBO MOBb30BaTES.

Paspgatounbie maTepuansr:

- auct GoHAa,

- aKTBhI:

npueMa-fepeadyu Jaem,

BBIJICTICHUS JIe]I HA YHHUYTOXKCHUE,

HAyYHO-TEXHUYECKOH 00paboTKu (OHIOB.

[lepen HauyagoM pabOTHI BCIOMHHUTE:

1. KaxoBsl mpaBuiia 3anonnenus aucta pouaa?

2. Kakue BHUIBI aKTOB (PUKCHUPYIOT H3MEHEHHS B COCTaBe JOKYMEHTOB apXHBa WU
JIBIDKEHHUE TOKYMEHTOB?

1. Otkpoiite porpammy «Y ADy» B pexxume nonb3oBatess (ITYCK ITPOI'PAMMBI-
YUYET APXUBHOI'O ®OHJA-YUET APXMBHO-I'O ®OHJA). Csowo damunuio Bei,
KOHEYHO, He 3a0puti. BBenute ee u mapoib — «1» — B cooTBeTcTByoIMe mnojsi. Obparute
BHuUMaHue, uto pexuM AKT nemoctymen. (ITompoOyii-re BBecTH cBeneHust o6 akre AKT-
HOBBIU AKT). JIst BBeieHHs CBEICHHIT 10 aKTy IIpHeMa-Iiepeiadl JOKYMEHTOB HEOOXOIMMO
CHayaja co3JaTh U 3alIUTUTh NAcnopT apxuBa. lI[eKHUTE MBILIBIO IO MTyHKTY TJIABHOTO MEHIO
BEJAEHUE TTACIIOPTOB, Bribepute CO3AHUE, menkuaute no JA. [Iporpamma monpocut
Bac nopoxnaTth, MOTOM 3aBEpHT, UTO MacnopT apxusa co3fgad. Ho Bel Huuero He Bugute. YToOBI
MOCMOTPETh Ha pe3yjibTaT CBOUX TpynoB, mienkHute no OK, BeiOepuTe B MYyHKTE MEHIO
BEJAEHUE ITACIIOPTOB noanynkr [IPOCMOTP. IllenkHuTe mo MKOHKE ¢ KpacHOW Jymou
Huzy. [IponucraiiTe moaydeHHbIN nTacnopT (BKJIAIKKU cBepXy). Bl yoenureck, 4To O0IBIINHCTBO
pa3aeioB MyCThl, OJJHAKO MMPOrpaMMa YECTHO IOJICYMTAIA BBEICHHBIE BAMU JAHHBIE U CBEJIA UX
BOEJIMHO B pazzene |

u pazzgene 3.1.

Cnenyer 3ammtuth mnacnopT ot yaaineHus. Brwidepute BEJIEHUE TTACTOPTOB-
KOPPEKTHUPOBKA, menkHuTe 1o NKOHKE ¢ rajno4ykoil BHU3y. Ha Bommpoc porpaMmel o 3amure



37

nacniopta BeiOepute oTrBeT «J{A». YOemurech B TOM, YTO HAMPOTHB JaThl cO3MaHUs Barero
nacrnopra nosBuiack kpacHas otMetka «3AIIMIIEH».

2. s Havana paboThl ¢ aKkTaMH HEOOXOAMMO CHOBA MEPEHACTPOUTH MPOTPAMMY B
pexume AIIMUHUCTPATOPA.

OTHbIHE, ITOCTIE COXPAaHEHUS MacIOPTa apXMBa, BCE U3MEHEHUS B KOJMYECTBE ed (oHaa
OCYILECTBISAIOTCA yepe3 NyHKT MeHto AKT.

ITogymaiite, mouemy.

[lenkuure mo nyHkty MeHio BbBIXO/I. 3amyctute nporpamMmy 3aHOBO B pPEXHUME
AJIMUHUCTPATOPA (npuaercst 3aHOBO BBECTH NAPOJIb).

CHoBa menKHuUTE 110 MYHKTY MeHio II0JIb30BATEJIb-HOBbIN

I[TOJIb3OBATEJIb. Beeaute ums (3alIOMHUB €T0), TAPOJIb «2», MOATBEPKIACHHUE «2.

Teneps npeacrout camoe uHTepecHoe. Cieayer co3aats HOBYIO poiib — «HAYAJIBHUK
OTHAEJIA YUETA». [lns 5TOro HIENKHUTE MO KHOIKE «PeJaKToOp poJjei» (TearpanbHas Macka
BHU3Y). Ha skpane nosButTcs okHO penaktupoBanus poseil. lllenkuure no nukrorpamme

HOBAS POJIb (nucTouek BHHW3Y) MBIIIKOW, BIHUIIUTE B OKHO Ha3BaHUE POJIH
«HAYAJIbBHUK OTHEJIA YUYETA», OK. IloctaBere ¢uaxkn B momix AKT (mpocmortp,
nonoinenue bJ[) u B npyrux nomusx. llenkaure mo COXPAHUTD (nuckera BHu3y). lllenkuure
no nukrorpamme BbIXO/] Buu3y. B okue IIOJIbB3OBATEJIU, ¢ kotoporo Brl HaunHanu padorty,
B niosie POJIb BbiOGepuTe HOBYIO poiib «HavanbHUK OTzENA yueTay.

[[lenkHuTe MO AMCKETE BHU3Y (COXpaHUTh) U 110 nKoHKe BBIXO/I.

Jlanee 3akpoiiTe mporpaMmy M CHOBa 3allyCTUTE €€ I0J] MMEHEM M C MapojieM
HAYAJIbBHUKA OT/JEJIA YYETA B pexume 1oib30BaTes.

Bri6epute mynkt merto AKT — HOBBIN AKT. Bo3bMmuTe aucT dboHaa, BBEAUTE TaHHBIC
u3 paznena «IBKEHUE JOKYMEHTOB 06 aktax npuema-niepeaaydu Aell, BhIICICHUs Jell
Ha YHUYTOXXEHHE, Hay4HOTEXHUYECKOW 00paboTku ¢ouaoB. Hailimute B nucte doHma pasaen
«YYET HEOITMCAHHBIX MATEPHUAJIOB», BBeauTe AaHHBIE O MOCTYIUICHUH MaTepHUAJIOB
pocceinu. Haiinure naty nepBoro nocTyruieHus: pocchiny. Beeaure B MeHIO HOBBIN AKT HOMEp
¢doHpa, naty akra (mepsas rpada — 1aTa IepBOro MOCTYIUICHUS! POCCHIH), BRHIOEPHUTE TUIT aKTa
—munpuema-nepenaun. B mone «OTkyga NOCTYNMIM — JOKYMEHTBD» BBEIUTE — OT
dbongoodpazosatenss. B mone MCIIOJIHUTEJIb 1 BBemute cBoto dammmmio. llenknure mo
JUCKETE BHU3Y, YTOOBI COXPAHHUTh 3aIHCh.

HoBblii akT co31aH, HO HE 3apETrUCTPUPOBAH.

UToOB! 3aMOTHUTH HWKHIOKO YacTh aKTa O JBUXKEHUU JOKYMEHTOB HE BBIXOS U3 PEKUMA
AKT, menknute no nyHkry riaBHoro wmeHro ®OHJI — IIOCT. HEOIIMCAHHBIX
MATEPHAIJIOB. BBeaute kpaliHW€ JaThl MOCTYNUBIIEH POCCHIIA U KOJIUYECTBO EIUHUIL
xpanenus (u3 nucra ¢ponna). lllenkuure no aquckere BHU3y (COXPAHUTD).

B nynkre mento AKT menkaure no AKT — PETUCTPALIAA

AKTA — 1A — OK. Teneps aKkT 3aperucTpupoBaH, a CBEACHHS O ABMXKEHUHU IOKYMEHTOB
BHECEHBI B CUCTEMY.

TaxkuM ke oOpasoM 3apeructpupyiite apyroe mocrymierne poccsima. AKT-HOBBIA
AKT; ®@OHA-IIOCTYIUIEHUE HEOIIucannsix ; AKT-PETUCTPALIMA AKTA.

BbIObITHE pOCCHIIM BCIEACTBUE COCTABIIECHHS OMUCEH Ha Jejia perucrpupyercs Oosee
cinoxno. AKT-HOBBIU AKT. B none TUIT AKTA — BriGepute AKT OITUCAHUSI.

Hanee, He Beixoas u3 pexuma AKT, Beioepute nynkt @OH/I B riiaBHOM MEHIO, TOITYHKT
— BBIBbITUE HEOITMCAHHBIX MATEPUAJIOB, BBeaute mo smcty HoHIa KOTUIECTBO H
JIaThl BHIOBIBIIIEH POCCHINH, T.€. BCIO pocchillb. COXpaHUTe (IMCKETa BHU3Y).

Bri6epute nynkt mento OIIMCh, kotopslii ctan aktuBHbIM, a B HeM — HOBAS OITMCb.
Beenute no nucty ¢oHIa HOMEp ONKCH, BBEAUTE HA3BaHUE OMMCH, KpailHUEe JaThl MaTepHAalIOB,
KOJIMYECTBO €IUHUIl XpaHeHHs. BwliiguTe M3 pexuma ONMUCH 4Yepe3 ABepb BHHU3Y (MKOHKA),
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COXpaHMB U3MEHEHUs, coxpanute uzMeHenus B pexxume AKT, 3apeructpupyiite AKT (AKT —
PETMCTPALIA AKTA).

PaznenaBimmch ¢ y4eToM pocchind, oOpMUTE BCE aKThl HA MOCTYIUIEHHWE OMMCAHHBIX
MatepuanoB. [yt aToro Bo3eMute cBenenus u3 ucra ponna — paszaen « YUHET OITMCAHHBIX
MATEPUAJIOB». Ecnu Bbl eme He aoragaiuch, Kak CO3[A€TCA aKT IMOCTYIUICHHS OIHCH,
neiictyiite Tak: AKT — HOBBIM AKT, BBoa HOMepa (hoH/a, AaThl akTa (BCe Ta Ke mepBast
rpaga), TUII akta — npuema-niepenaun. CoxpaHure.

Janee, e Bexons u3 myHkra MmeHio AKT, BeIOepUTE MyHKT MEHIO. ..

npaBuibHo, OIIMCh — HOBAS OIIUCh. Benurte cBeaeHust 0 HOBOW onucH (Kpome
MEepPBOH, TaHHBIE O KOTOPOM BBI yke BBeNH). Co XpaHUTE. 3apeTUCTPUPYHUTE aKT.

Teneps 3an0Bo cocraBbTe JIMCT ®OHUA (BEAEHUE YYET-

HBIX JOKYMEHTOB — JIUCT dounna-BbIBPATH ®OH/). I1o-

YyBCTBYITE pa3HUIly — B JIaHHOM CJIy4yae 3aloJHEHbI pa3zaen 3 u 4

mucTa GoHIa O ABMKEHUU HEONMCAHHBIX M ONMUCAHHBIX TOKYMEHTOB.

Coznaiite CBEJJEHU A Ob UBMEHEHUAX B COCTABE JOKYMEHTOB ®OH/IA;
MOCMOTpPUTE, KaKhe U3MEHEHUs B 00beMe (oH 1a IPOU3OIILIH.

JlomoyiHUTE 3aKIII0OYEHHE, CAEIAHHOE Ha IIOCIIEAHEM 3aHATHH.

KoHTposibHBIE BOIIPOCHL:

1. KakoBa nocieoBarenbHOCTh BHECEHUS! U3MEHEHUM B YUETHBIC
JTaHHbBIE TIOCTIE COXpaHEHUs nacrnopra apxuBa? YeM BbI3BaHa 3Ta
I10CJIE0BATENBHOCTD?

Jlureparypa:

l'openex T.H. Kommbrorepu3anuss MOCKOBCKHX apXWBOB: OT mnpoctod bJ[ k
WHTETpupoBaHHOM nHpopMmannonHoi cucteme. 1986-2002 rr. / T.H. 'openek // OteuecTBeHHbBIE
apxuBbl. — 2002. —Ne 5. — C. 20-26.

Tema 5. UHpopManiMOHHO-1TOMCKOBBIE (DYHKIIUU IPOTPaMMBbl

«ApxuBHbIH HoHIY. 4 Yaca.

Henp pabGoTbl: OCBOEHHE CTyIEHTaMH HH(OPMAIIMOHHO-TIOMCKOBOTO  MOJYJIs
o011eoTpacieBoil MporpaMmbl «ApXUBHBIN (POHI» M CO3/IaHUE ITYTEBOAUTENS IO GOHIAM apXUBa.

B pesynbTate pabGoThl CTYIEHT JOJKEH 3HATh: OCHOBBI MH(OPMAIMOHHOTO IOMCKAa B
AMUIIC (KOHTEKCTHOTO MOUCKa, TOUCKA MO KIK0YEBOMY CIIOBY, 110 KJIaCCUPUKATOPY).

B pe3ynbrate paboThl CTYI€HT AOKEH YMETh:

1. BBOJAUTh JaHHble B bJl mporpammbl «ApxuBHBI (OHI» W3 IYTEBOAMUTENS H
onucel, GopMHUPYs IIEKTPOHHBIN YTEBOINUTENb;

2. pelaKTUpOBaTh KiacCU(PUKATOp MPOrpaMMbl «APXUBHBINA (HOHY;

3. OCYIIECTBIISITh MOMCK HMHQOpPMAIMM BO BCEX peXHMax, MIPeIyCMOTPEHHBIX
nyHkroM meHro OUJIbTP;

4. (GbopMHUpPOBATH OTYETHI.

[IporpamMmmMHoe obecrieueHue:

[porpamma «APXVUBHBIN ®OH/I» 2.0 for Windows (Pezepanbras apxuBHas cIyx6a).

Paspgatounbie matepuansr:

Onuce ¢onpa, myreBoauTenasb 1no ¢oHaaMm apxuBa, «Cxema eIUHON KiIacCU(pUKAIIH
JOKYMEHTHOM MH(OpMaliy B CUCTEMaTHYECKHX KaTalorax rocyaapcTBeHHbIX apxuBoB CCCPy»
(coBeTckuii IEpUON).

IIpakTnueckoe 3aganue. 4 yaca.
- [lepen HauanoM paOOTHI BCIOMHUTE:
- OcHOBHBIE HTHPOPMALIMOHHO-TTOUCKOBBIE CIIPAaBOYHUKH apXUBA.
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- Mecro B cucteme HCA myTeBoauTENs 110 apXUBY, COCTAB XapaKTEPUCTUKH (POHJIA
B IIyTEBOJUTEIIE.

- MeTtouKy onucaHusi JOKYMEHTOB B IIyTEBOJIUTEIIE.

- Ha3znauenne wu cTpyktypy «CxeMbl €IWHOW KiacCU(PHUKaUU JOKYMEHTHOM
UH(POPMALIUU B CUCTEMAaTHYECKUX KaTajorax rocyapcrBeHHbIx apxuBoB CCCPy.

1. 3arpysure nporpammy «ApxusHbsiil Goum». [1Y CK-ITPO-

I'PAMMBI-APXVBHbBIN ®OH/I-APXUBHBIN ®OH/I. Beexure apoib «2». OOBIYHO
JUISL CO3JaHUsl AJICKTPOHHOIO IMYTEBOAMUTENS MCIOJIB3YETCS TPATUIMOHHBIN ITyTEBOIUTENb.
Bo3pMuTe  TpamuIMOHHBIM TYTEBOAWTEIh [0 apxXuBy. BpiOepuTe HWHIWBHIYAIbHYIO
XapakTepucTuky ¢onma. Beeaure cBeneHus o BeIOpaHHOM (oHIE B 0a3y JaHHBIX. BBeaute B
paznen «®OHJI» mouckoBble naHHbIE 0 GoHAE (Ha3BaHUE, HOMEP (OHIA, KOJIMYECTBO CIUHHII
XpaHEeHUs, ICTOPUYECKYIO CIIPAaBKY, aHHOTAIUIO U . ).

Jnst 5TOTO MIEeTKHUTE MBIIBI0 10 MyHKTY @OH/I rimaBHOro MeH1o.

[MosiButcst cicok GpouaoB, BBeneHHbIX panee. Lllenknute mo ENTER.

[enxkaute mo nyHkty HmwkHero MeHo JIOBABUTD. Breaute nomep donma (ENTER,
MIPUHSATH), TIOJTHOE M COKpAIllEHHOE Ha3BaHUe (POH/A,

ucropuueckuit nepuoa  (1-coBerckmii, 0-ITOpPEBOJMIONMMOHHBIN), THI (OHAA, JaThI
noxymenTos. llenkanre COXPAHUTD, CJIELY LN

OKPAH. Bce 31tu onepanuu Bam y»xe 3HaKOMBI 110 BBIIOTHEHUO 3a1aHus No 1.

2. [enkuute mo nyHkry HuxkHero MeHio PEJIAKTHUPOBATD. K stomy nyHKTYy
cienyet oOpamarhes Kbl pa3 Mocie COXpaHeHUsI TaHHBIX.

Beenure o0Obem enuHul xpaHeHuss B coorBercTBytomiee noie. COXPAHUTb —
CJIEAYIONIUI DKPAH.

Beeaure UCTOPUYECKYIO CITPABKY u AHHOTAILIMIO B cooTBeTCTBYIOIIEE TOJIE.
Hns sroro Hano wenkuyTts 1o PEJJAKTUPO- BATD B nrxxnem Mento, 3atem UICTOPUYECKA S
CITPABKA, PE-

JJAKTHUPOBATD, BBeCTH TEKCT UCTOPUUECKON CIIPABKU U3 MYTEBOAUTEINS, IIETKHYTh 110
COXPAHUTD — CJIEAVIOIUN DKPAH.

Beemure xmoueBnie ciaoBa B moia [IEPCOHAJIMM, TEOI'PA®U-UECKUE

CBEJEHUA, TEMATUKA. Ilepconanmun — Qamuauu; reorpauueckue CBEICHUS —
reorpapueckue Ha3BaHusl, YIOMUHAEeMble
B aHHOTauuu (OHAA; TeMaTHKa — KIIOYEBbIE CIIOBA, MNEPENAIOIIUE COJACpPKAHUE

JIOKYMEHTOB. Bubl JOKYMEHTOB HE SIBISIIOTCS KJIFOYEBBIMH clioBaMu. Kaxkoe KIIFoueBO€ CI0BO
BBOJIUTCS B OTACJIBHYIO CTPOUKY, IOCJIE BBOIA ciienyeT HaxkaTh F4. [ BbIXoa U3 pexkruma BBo1a
KJIFOUEBBIX CJIOB caeayetr HaxaTh ESC.

3. B Tom cnyuae, ecnu xapakTepucTUku GOHAA HET B TPATUIIUOHHOM ITyTEBOJAUTEIIEC
(momycTuM, OH ycTapen), AJis BBOJA JIaHHBIX MCIIOJB3yeTcs onmuch (ponma. Bo3pMute omuch
dbonaa. Haunnte Bce cHauana. Boitaute B paznen ®OH/I. [lenkaute no JJOBABUTD. Breaute
HoMmep HoBoro ¢onna. Beeaure B pazmen ®OHJ] mocnennee HasBanue QoHma, a pasnaen
[NEPEUMEHOBAHUWS nepBbie HazBanusi (oHga (cM. 00OpOT THUTYJIBHOTO JIHCTa OIHCH).
Kaxnoe nepenmMeHoBaHUE BBOAUTCS OTAEIBHO, C IaTaMH.

4, Bepuurecs B paznen @®OHJI. BBenure ucTopruieckyro CripaBKy (CM. IPEAUCIOBUE
k omucu), AHHOTALIUIO (cMm. cobctBeHHO omuch), kiatoueBble cioBa — TEMATUKY,
['EOT'PAOUIO, UMEHA (cMm. yka3aTenu K ONUCH). AHHOTAIMIO HEOOXOAMMO COCTaBUTH Ha
ocHoe omucu. Kax o6bruno, Haxxumaiite CJIEJYIOIIUN DKPAH, mnoka He Haiigere HYXXHbIE
TIOJISL.

5. BrzoBuTe mpenopaBaTenss W B €r0 MPUCYTCTBUU  OCYILIECTBUTE IOUCK
uHpopmanuu. Boiinure B myHkT BepxHero MeHto ®UJIBTP.

Ocy1iecTBUTE NOUCK IO BBEACHHBIM Bamu:

- MepEeUMEHOBAHUSM;

- KJIFOUEBBIM CJIOBaM;
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- TEKCTY UCTOPUYECKOM CIPABKU MM aHHOTALIUH.

Ecnu Bbl He moMHUTE BBEJCHHBIX BaMu KIIIOUEBBIX CJIOB, IIEIKHUTE MO IMYHKTY MEHIO
CIIMCOK cmpaga.

6. Otkpoiite mynkr wMeHro OTYETBI wu mnpocmorputre Heckoiabko ¢aiiios,
0053aTeNbHO 3arpy3UTe IIyTEBOAUTEN (ILIEIKHUTE IO pa3/ieiaM OIJIaBICHU ) U yKa3aTelU K HEMY.
3akpoiite APXUBHBIN ®OHJT (PA3JIEJIBI-BBIXO).

1. Orxpoiite porpammy APXHUBHBIN ®OH]I B pexkuMe aiMUHICTPaTOpa (BBEIUTE
napoiib «3»). Otkpoiite myHktr meHro PYBPUKTOP. llenkaure mo JJOBABUTHL. Bremute
pyOpuky 6. (I'ocymapcTBeHHBIC yupeKaeHHs coBeTCKOTOo nepuoa). Haxmure CTRL-N. Beeaure
mogpaszensl  6.1-6.9, wucmomb3ys  cootBercTByrommii  pasmen CXEMBI  EJIMHOU
KIIACCUOUKAILIMUN. 3amenute OyKBeHHO-IIM(POBBIE MHICKCHl HA COOTBETCTBYIOIUE
nrdpoBbie. 3akporTe MPOrpamMmy.

8. 3anmycTuTe MPOrpaMMy B peXUME peaaKTopa (Iapoib «2»).

Haiinure B criucke ¢honaoB BBeAeHHbIE Bamu dhonasl. [IpoctaBeTe pyopuky. CoxpaHuTe.

9. [TomeTtpTe Kk yHHUTOXEHUIO GoHa Moxaiickoro YUKA (BAIINCH-YJJAJINTb-
JA). Ilokaxurte pe3yapTaThl padOThl IPENOAABATEIIIO.

10. VYuuuroxsre 3anuck o Moxaiickom YUKE. 3akpoiite A®. 3arpysure AD B
pexume agmunuctpaTopa (mapons «3»). llenkaure mo COKATUE B/I-IA-ENTER.

11. Yo6enurecs, 4To 3anuch yHHUTOXKEHA. 3akpoiite AD (BBIXO/I).
12.  3arpysute AD B pexxume peaaktopa (mapoib «2»). [lpocmorpute crucok GoH10B
(pazmen ®OH/I) u yoenurech, uro ¢ponna Moxaiickoro YUKA B HeM Her.

KoHTposbHBIE BOIIPOCHL:

1. Ha xakom ypoBHe ocymiecTBisiercs: onucanue nnpopmanuu B AUIIC nporpamMmel
«ApxuBHBINA (HOHIY, BepcHs 27

2. Kakue BO3MOXHOCTH U1 TOMCKA MH(DOPMAIUK NTPEeI0CTaBIISET 3Ta IporpaMma?

3. B yem 10CTOMHCTBA M HETOCTATKU MPOTPAMMBI KaK MIOMCKOBOM CUCTEMBI?

Jlureparypa:

Kucenes U.H. Nudopmannonnas cucrema apxuBa — MoJiesib U Borutomenue / M.H.
Kucenes // OreuectBennsie apxuBbl. — 1997. —Ne 6. — C. 28-33.

Jlapuna B.I'. Enunblii knaccupukaTop NOKYMEHTHOM HMH(pOpManuMM — BaXHEHIIMH
asieMeHT nH(popmarusanuu apxuBHoi otpaciu / B.I'. Jlapuna // OteuectBernbie apxuBbl. — 2002.
—Ne 1. —C. §8-14.

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

enb paboThl: U3ydeHrne MeToAuKU norcka nHpopmanuu B apxusHoit AUTIC na npumepe
nyreBoaurens no PI'AJIN.

B pe3ynbrarte paboThl CTYI€HT AOJKEH 3HATH:

- Ha3HauY€HUe U COCTaB MH(POPMAIMOHHOIO MaccuBa myteBoautens no PI'AJIN Ha
CD-ROM.

B pesynbrare paboThl CTYIEHT JOKEH YMETh:

- Ocy1ecTBISTh MOUCK BO BCEX BO3MOXKHBIX PEXKHUMaX, a TAKKE

KOIMPOBATh HalIeHHYI0 HH(popMaruto o myresoautento no PITAJIN.

[IporpammHBIe cpencTBa:

- 3NIeKTPOHHBIN myTeBoauTens no PITAJIN. CD-ROM.

[IpakTnueckoe 3amanne Ne 5. 4 gaca.

Ilepen HauaaoM pabOTHl BCHOMHUTE:

1. Pa3zHOBUAHOCTH MyTEBOAUTEIEH.

2. CTpyKTypy NOCTPOEHHUS ITyTEBOJUTEIS.
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3. BcenomorarenbHblii ClIpaBOYHBIN aIapar K IMyTEBOAUTEIO.

4. 3amyck nporpammsbl. i MHCTAUIALMK pOrpamMmbl B OKHE «MoO#l KOMIBIOTEP»
obpaturech k aucky H: (Guest). Ha nmucke nHaiiaute manky “D-ROJVb, oTkpoiite manky
Rgali/EXE.

Ecnm nporpamma yxe ycTaHOBIIEHA, IPOCTO 3AIYCTUTE €€ IBOMHBIM LIEITUYKOM I10 HUKOHKE
RGALI nmu [IYCK — ITPOI'PAMMBI —PI'AJIA — Apxus PT'AJIN. PaccmoTpute riaBHoe
MeH. Boitaute B myHkT MeHro Help — About. Ilepenuimre B TeTpanb BeixoaHble qanHbie CD-
ROM. YT0o0BI BEepHYTHCS B TJIABHOE MEHIO, IEIKHUTE B JIFOOOM MECTE€ OKHAa C BBIXOIHBIMHU
JTAHHBIMHU.

2. [Touck nHpOpMaNKK IO pa3aesiaM IIyTEBOAUTENS.

2.1. VYcranoBure coaBTopa B.A. KaBepumna mno cuenapuio kuHO- ¢uiabma «/[Ba
KaluTaHa.

JIBoitHbIM miemukoM Mbiiu Boraute B pazaen «JIMYHBIE ®OH/IbI» cnpasa.

B oxne «ITOMCK» (cnpaBa) Habepute dhamunuto «KaBepuny. LllenkHuTe 1Mo KapToUuke C
dbamunuen mucarens cieBa. BeIMUIIMTE HOMEp, XPOHOJIOTHYECKHE TpaHUIbl U 00beM (oHIa,
dbamunnio coaBTopa B TETPab. TakKe YKaKUTE dJIEMEHT HH(POPMAIUH, KOTOPBIH TOIXKEH ObITh,

HO OTCYTCTBYET B JJAaHHOW XapakTepucTuke (HoHaa B myreBoautTesne. UToObl BEpHYTHCS B
OCHOBHOE MeHI0, Haxkmute ESC.

2.2.  Bemmmute B TeTpans Bce Gouasl PI'AJIN, koTopeie comepkaT HHPOPMAIIHIO 110
uctopuu MXAT (ux HOMEpa, XPOHOJIIOTUYECKUE TPAHUIIBI, O0BEM).

[ns sToro:

Haunute c¢ paznena «TEATPBI, XOPbI», nienkHyB MbIblO [0 Ha3BaHUIO pasjeda.
[Tponucraiite kapTOTeKy ciieBa ¢ NHOMoOIIb KiaBuuictpenouek: Page Up, Page Down. lns
MIPOCMOTpa KapTOUKH CIIETYET

HIEJIKHYTh MBIIIBIO 110 HAJAMKUCH HA HEW, NIl BO3BpallleHHs B KapToTeKky — HaxaTh ESC.
Brimumure nepcoHalny akTepPOB U PEKUCCEPOB TeaTpa, YHIOMUHAEMbIE B aHHOTAIMIX (HOH/A.

Bepuurech B 0CHOBHOE MEHIO. AHAJIOTHYHO TPOCMOTPUTE pa3ael

«Komnexknuu u cobOpanus». Beimummmre cBefeHHS O KOJUIGKLHUAX, KOTOPBIE COJEpKaT
JTOKyMeHTHI 110 uctopun MXAT.

Beinuiinre nepcoHalvyu akTEpOB U PEXHUCCEPOB TeaTpa, YIIOMUHAEMbIE B aHHOTALUSAX
donma.

BepHurech B OCHOBHOE MEHIO. AHAJIOTHYHO TPOCMOTPUTE pa3ell

«JIMYHBIE ®OH/1bl», nHabupas B okae « [ IOCK» cnpasa pamunuu

BeITMCaHHBIX Bamu geareneii MXAT. Brimuinre cBegeHUs 00 MMEIOIMUXCS JTAYHBIX
dbongax.

1) CamocTosiTeIbHO, TYTEIMIECTBYS IO pas3jeinaM IyTeBOAWTENA, HaWauTe U
BBINUIINTE — HOMepa U Ha3BaHUs (POH/I0B:

1. JIUTEPATYPHBIX MY3€EB;

2. JKYPHAJIOB, MOCBSIIEHHBIX H300pa3UTEIbHOMY UCKYCCTBY;

3. xopeorpaguueckux y4eOHbIX 3aBEICHUN.

2) [Towck mo HOMepy oHAA.

[[enkHuTe MO M300pakeHuto crona ciesa BHU3y (Card index by fond number).

VYcranoBute xommuectBo GoumoB PI'AJIM, BkItOYEHHBIX B MyTeBOAUTENh. st TOTO
MPHUIETCS TIPOJIUCTATh BCIO KAPTOTEKY. Y KAXKUTE

HOMEp W Ha3BaHHE mocieaHero GoHma.

Haiinute n ykaxxute Ha3BaHMsI, XpOHOJIOTHYECKUE TPpaHUIlbl, 00beM (ponmoB Ne 28, 156,
234, 1038. 1ns satoro B okHe «llonck» crnpasa

BBeaMTEe HOMED (hoHna u Haxkmute ENTER.
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3) [Touck no andasuty Ha3zBaHUI POHIOB.

Brisacaure, ckonbko GoumoB CtpaBuHCcKkux umeetcs: B PITAJIN.

JU1st 5TOTO LIETKHUTE M0 AUIUKY ¢ OykBOU «C» B BEpXHEM JIEBOM

yriy. Habepure B rpade «Ilonck» «CTpaBUHCKUI.

Tem xe crmocoOOM YCTaHOBUTE M BBINMIINTE HOMEPAa M XPOHOJIOTHYECKHE TPAHULIBI
dboHI0B:

- kommnosutopa /1.b. Kabanesckoro;

- pexuccepa A.S. Tanposa;

- xKypHasa «Kpokogmn — yKaKuTe, ¢ Kakoro roja u3aaercs;

- I'ocynapctBeHHOM TpEeThIKOBCKOM rajiepeu.

4) [Touck 1O TEKCTY aHHOTALIUU.

Haiinure Bce honasr komno3utopos B PITAJIN.

[IlenxkHuTe MO CcTONY € JamMIol BHU3Y cipaBa. B okHe «llouck» BHU3Y clipaBa BBEAUTE
KiaroueBoe ciaoBo «Kommosuropy». B BepxHem Mmenro menkaure mo Action-Search-Start. Tlo
3aBepieHnn noucka menkaure «OK». CoxpaHuTe MOTy4eHHBIH CIUCOK HAalIHHBIX (POHIOB Ha
KeCTKOM Jucke. [y 9TOro meqKHUTE 1Mo MyHKTaM BepxHero MeHto Action-Search-Save search
result to file. B umenudaiina ykaxure Bamy dpamuinuio, Hanpumep, ivanov.srf. llenkaure «OK».
[IpocMoTpuTE MOTYYEHHBIN CHUCOK. [1Ji1 STOTO CBEpHUTE

nporpammy PGALI, Haiinute B okHe «Moii kommbroTep» U oTkpoiite daitn C:/Program
FilessRGALI/Sresults/ivanov.srf. Illenkaute mo ero HasBanuio. Ecam Windows cmpocur, ¢
MOMOIIIBI0 KaKOW MporpamMMmbl OTKpHITH (aiin, Beioepure WordPad, «OKy». IIpocmorpure
MOJTyYEHHBIH CITUCOK.

CHoBa pa3BepHuTe OKHO mporpammbel Rgali. Ilepenumure B Terpans (amunuu
KOMITO3UTOPOB, (DOHABI KOTOPBIX XpaHATCS B apXUBE, IOCIEAOBATEILHO INPOCMATpUBasi C
MIOMOILBIO IIETYKA MBIIIBIO KOO U3 HAMIEHHBIX KapTOUEK.

5) Tem e cioco6oMm (cM. 1. 4) onpeIeTuTe U 3aMUIIUTE B TETPA/Ib:

- aBTOpa KuHocteHapus k/¢p «KotoBckuii»,

- aBTOPOB MY3BIKAIBHBIX PabOT no npoussenenuto J. baiipona «3emis u HeO0»,

- apTucTOB, HcnoJHsBIIMX naptuu B Oanmere [I.M. YaiikoBckoro «JlebeamHoe
03epo».

CocTaBbTe apXUMBHYIO CHpaBKy (OTBET Ha 3alpoc) <«JIOKYMEHTBl O IIOCTaHOBKaX
«CHerypouku» OcTpoBckoro». TekcT apXMBHOW crpaBku (popmynupyercs nmpuMmepHo Tak: «B
OTBET Ha Balll 3a1poc coolI1aeM, 4To B PoccuiickoM rocyaapcTBEHHOM apXHBE JHUTEPATyphl U
HCKYCCTBA I10 TEME ... BBISIBJICHBI CIIEIYIOIINE JOKYMEHTHI:

1. (XapakTepucTHKa JOKYyMEHTOB, ccbliika Ha Ne poHpa);

2. (xapakTepucTHKa JOKYMEHTOB, cchliika Ha Ne (hoHza).

[Moxmuces nupexropa. lara.»

JleficTByiiTE TEM K€ CIIOCOOOM (CM. T1. 5).

6) 3anuiuTe KOPOTKOE 3aKitoueHue o myresogurene no PITAJIN:

- MOJIHOTA TTOMCKOBOM MH(MOPMAITIH, TOJIPOOHOCTh XapaKTepUCTUK (HOH/A,

- MOMCKOBBIE BO3MOKHOCTH (OBICTPOTA M YA0OCTBO MOKCKA);

- BO3MO>KHOCTH 3KCHIOpPTa HH(OpMannuy (COXpaHEHUs Ha JIUCKeE,

pacrieyaTtky, KOHBEpTHPOBAHUA);

- IV3alH.

Cpnaiite TeTpazap MpenogaBaTelto.

KoHTtposbHbIE BOIPOCHI:

1. KakoBa meronuka mowcka wH(OpMAIMK MO DJIEKTPOHHOMY IYTEBOJMUTEIIO IO
PI'AJIN?

2. B ueM 10cTOMHCTBA M HETOCTATKU AJIEKTPOHHOTO myTeBoAuTest mo PTTAJIA?
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3. B yem cxoncTBO M paznuuue 3JIEKTPOHHOTO IMYyTEBOIUTEINS, (GOPMUPYEMOTO C
MOMOUIBI0 TTporpaMmbl AD, 1 351eKTpOHHOTO ITyTeBoauTels no PITAJIA?

Jluteparypa:
Jlapuna B.I'. Cucrema HCA rocymapCTBEHHBIX apXHMBOB Kak OCHOBa (OPMHPOBAHUS

obmero apxuBHO-uH(MOpMarmonHoro npocrpancTBa / B.I'. Jlapuna // OTeuecTBeHHBIE apXHBBI.
2002. — Ne 3. —C. 14.

9.2 MeTOI[l/I‘IeCKI/Ie PEKOMEHIAIUMA 110 MOATOTOBKE MUCbMEHHBIX paﬁoT

[TucebmeHHas KOHTpOJIbHAs padoTta (pedepaT) npeacTaBiasieT coO0r pe3ynbTaT U3YICHHS
UCTOYHUKOB M JIUTEPATYphl MO OJHON M3 MpoOsieM WH(POpMATU3ALKUU APXHUBHOTO Jiena. Tembl
KOHTPOJBbHBIX PabOT chopMyaupoBaHbl TakUM 00pa3oM, 4YTO HEOOXOAMMO H3ydeHue
HOPMATHUBHBIX U METOJAMYECKHX MATEPUAIOB, JUTEPATYPHI, OTPAXKAIOIIECH ONBIT pabOTHl OAHOTO
WM HECKOJIBKUX apXMBHBIX yupexaeHuil. PaboTta JomKkHaA COCTOATH U3 BBEIEHUS, TEMATUYECKUX
pa3zenoB, 3aKIOYEHMs], CIIMCKAa HCIOJIb30BAHHBIX HCTOYHMKOB M JUTepaTyphl. Bo BBeneHuu
PAaCKpBIBAETCS aKTyaJIbHOCTh MPOOJIEMBI, ONPEAEISAIOTCS Lellb U 3a7a4l padoThl, 1aeTCs aHAIU3
UCTOYHHKOB U JIUTEPaTypbl, OOOCHOBBIBACTCS CTPYKTypa paboTbl. B oOcCHOBHOW wyacTtw,
pa3/ieleHHOM Ha TeMaTH4yecKHe paslienbl, u3jaraercs (akTHUECKUl MaTepuall, ONUCHIBAeTCA
ONBIT KOHKPETHBIX apXuBOB. Bce (akTmueckne CBENEHUS COMPOBOXKAAIOTCS CChUIKaMHU. B
3aKJIFOYEHUU U3J1araroTcs BHIBOJBI O COBPEMEHHOM YPOBHE PAa3BUTHUS TOW MM MHOM TEXHOJIOTHUH,
0 TIPEUMYIIECTBE METOAOB MH()OPMATH3AIMH WM MPOTPAMMHBIX MPOAYKTOB, HCIOIB3YEMBIX
ciyxx6amu JIOY u apxuBa u. K padore 00s13aTeIbHO COCTABIIAETCS CIUCOK UCIOIb30BAHHBIX

HCTOYHUKOB: JIUTEPATYPHBIX, UHTEPHET-PECYPCOB U IPOIPAMMHBIX IPOJYKTOB.

Henonyctumo npepocTaBiieHHe B KaueCTBE KOHTPOJIbHOM paboThl KOHCIIEKTA CTaThU MIIN
KONIMM HOPMATHUBHBIX JOKYMEHTOB @DenepanbHONM apXMBHOW CIIy:KOBI, pa3MELIEHHBIX B
HNuTepHere.

Tewmst 17, 27-30, noCBsIILIEHHbIE U3YYEHHUIO KAKOT0 JINOO HallpaBJIeHUS

uHpopmaruzauuu {0V u apxuBa (yuet, komruiekroBanue, HCA u np.), paccMaTpuBaroTcst
Ha OCHOBE CpPaBHEHHUS OIbITa HECKOJIbKMX OpraHu3alliii WM apXWBOB B JIaHHOW oOiacTu.
BHuMaTenbHO U3y4nTe pEKOMEHOBAHHYIO JUTEPATYpPy K JaHHBIM TEMaM B CIIMCKE UCTOYHHUKOB
u nueparypst PI1IL.

[Toompsiercss HanMcaHNEe KOHTPOJIbHBIX PadOoT, MOCBSIIEHHBIX

aHaJIM3y OMbITa aBTOMaTu3auuu ciyxOel JJOY wmnm apxuBa Ha mpUMepe KOHKPETHOTO
yupexaeHus apxusa (tTemsl 17, 23, 26, 37).

B nanHoMm ciydae umeetcst B Buay uH@opmaruzaius padbotel ciayxx0sl JJOY u apxuBa B
LeJIOM, a He OTAeNbHOe ee HampaBieHue. I[IpuMeHsemble 0a3bl JaHHBIX IIeJI€CO00Pa3HO
CUCTEMATHU3UPOBaTh B COOTBETCTBUU C OCHOBHBIMM HaIlpaBIICHUSIMU pabOThl — HalpuMep, B
00J1aCTH KOHTPOJISl UCIIOJTHEHUS JOKYMEHTOB, KaIpOBOT'0 JIEJIONPOU3BO/ICTBA, KOMIUIEKTOBAHUS U
OUJ, yduera, HCA, ucnonb3oBaHus, yHpaBieHUS apXuBOM. JlJIs KaXX7I0ro MPOrpaMMHOTO
IPOAYKTa XkenarenbHo ykasarh nosigs bJ[ m oruersr, CYB]/] mnm a3bIk mporpaMmMHupoOBaHus, B
koTopoM pazpaborana BJI[. llemecoobpasHo oxapakTepu3oBaTh Kaxayto 0Oa3y JaHHBIX Ha
KapTOuKe, 3aTeM KapTOYKM CHUCTEMAaTU3UPOBATh UX IO HANpaBJICHUSM PabOThl U MPHUCTYNUTH K
HaIUCAHUIO PaOOTHI.

Havars ciegyer co cmucka JuTepartypbl K Iporpamme, riae Bbel Halinere crarhby,
nocBseHHble apToMatu3anuu IOV nnm apxuBa KOHKPETHOTO yupexaeHus. Ho 3To He 3HauwuT,
YTO MOKHO OTPAHHYMUTHCS KOHCIEKTOM OJHOHM CTaTbu Takoro ponaa. B paGore nomKHBI OBITh
UCIIOJIb30BAaHbl ~ METOJUYECKHE Pa3pabOTKM W OMUCAaHUS MPOrPaMMHBIX  IPOAYKTOB,
UCIIOJIb3YEMBIX B apxuBe. ONTUMAaIbHBIA BApUAHT — 3KCKYPCHS B OTENI aBTOMATH3alMU JaHHOTO
apXuBa, KOTOPYIO MOKHO COBMECTUTbH C MOCEIIEHHEM YUTAIBHOTO 3ajla BO BpeMsl pabOThl HaJ
KypCOBOM WM JUIIIOMHOM paboToii. Ecim 310 He ynanocs ocyiiectButs, noceture CM® OLITHTU
BHUUNIAJ (yn. [Ipodcoro3nas, 72) wim ero cait. B kapToTeke mpocCMOTpUTE COOTBECTBYIOIIHE
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TeMe paszensl (Hampumep, 3.2.6.12.2. — aBTOMaTU3MpPOBAaHHBIE HH(POPMAITMOHHBIE CUCTEMBI U
3.2.6.12 — mexaHu3aIMs ¥ aBTOMAaTH3alKs TOMCKa HH(OpPMAIIUK B apXUBaX ), H3YUYUTE O CAHUS
IpOTpaMM U PyKOBOJICTBA MOJIH30BATEINS IPOTPaMM, MaTepHaIbl

koH(pepenumii. Kpome Toro, ceenenus 06 apXuBHBIX 0a3aX JaHHBIX HUMEIOTCSA Ha caiiTe
«ApxuBsl Poccuny, B paznenax «basel qanneix» (www.rusarchives.ru/bd/list.shtml), «ApxuBHbie
CIIPAaBOYHHKH» (www.rusarchives.ru/guide/index.shtmlj, «ApXUBHBIE MIPOCKTHI»
(www.rusarchives.ru/projects/index.shtml). M3yuure caiit BpIOpaHHOrO apxuBa (CHOCKH Ha
apXUBHBIE CAalThI CM. TaM e, B pa3zesiax «(peaepanbHble apXUBbI», «PETHOHAIbHBIE APXUBBI») —
BO3MOXHO, Ha HEM pa3MelnieHa uHpopMalus O TNPUMEHIEMBIX aBTOMAaTH3UPOBAHHBIX
TEXHOJIOTHUSIX.

Temsbl pepeparos:

1. Mexanuzanust W aBToMartuzauus apxuBHoro nema B 1970-80-e romet B CCCP:
TEXHUYECKOE, MIPOrpaMMHOE, JUHTBUCTUYECKOE obecnieueHue, MpUMEHEHUE
ABTOMATH3UPOBAHHBIX TEXHOJIOTHI B apXHBHOM JIEJIE.

2. Mexanuzanuss 1 aBToMaru3aius apxuBHoro nena B 1950-90-e roxer 3a pybexom (Ha
IIpUMeEpE HECKOJIBKUX CTPaH).

3. [IpoGnembr aBTOMaTh3ammu apxuBHOro nena 1950-80-x romax B OTeUeCTBEHHOM
apXMBOBEAYECKOU HAYKE.

4. CoBpemeHHass HOpMaTUBHO-TIPaBOBas 6a3a MHPOPMATH3AUN ApXUBHOTO Jena B Poccun.
S. Opranuzanus napopMaTH3amu apxuBHOro nena B PO Ha denepansHom yposre B 1990-¢
— 2010 rozsl.

6. Wudopmarnzanus AesTeIbHOCTH apXUBHOTO YUPEKACHUS: OPTaHU3AIMS U TIPAKTHKA.

7. LenTpbI-pa3paboTYNKU IPOTrpamMMm JIjIsl ApXUBHOM OTPACIIH.

8. [TpoGembr nHGOpPMaTH3aAMK apXUBHOTO Jeia Ha KoHrpeccax MCA U MEKITyHApOTHBIX

coBenanusax apxuBuctoB B 1950-2000-¢ ropr.
9. Bueapenne MH(MOPMAIMOHHBIX TEXHOJIOTHI B pabOTy apxXxuBa OpraHu3aluu (Ha mpuMepe
KOHKPETHOT'O MUHUCTEPCTBA, BEAOMCTBA, yupexaeHus) B 1960-1990-¢ roasr.

10. CoBpemeHHblE  MHQOPMALlMOHHO-KOMMYHHUKAIIMOHHbIE ~ TEXHOJOTMU B  o0siacTu
KOMIUJICKTOBAHUSl apXUBOB M S3KCIEPTU3bl LEHHOCTH JIOKYMEHTOB (CpaBHEHHE HECKOJIBKHX
apXUBOB).

11.  CoBpemeHHble HH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIIOTUN TEXHOJIOTU B 00JIACTH
ydeTa JOKYMEHTOB B apXHBe (CPAaBHEHHE HECKOJIBKUX apXHUBOB).

12. CoBpemeHHbIe HH(OPMAIIMOHHO-KOMMYHHMKAIIMOHHbIE TEXHOJIOTUU TEXHOJOIM B 00JIaCTH
co3faHusl MHGOPMAIMOHHO-TIONCKOBBIX ~apXUBHBIX CIPaBOYHUKOB (OMHCEH, KaTaJOroB,
yTEeBOJUTENEH, yKka3aTenel u 1p.) — BO3MOXKHO Ha IpUMeEpe OJHOTI0 apXHUBa WIIM HECKOJIbKUX
apXHUBOB.

13. CoBpeMeHHblE  MH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE ~TEXHOJOTMH B  0O0JIaCTH
MCIIOJIb30BaHUs JOKYMEHTOB B apXMBE (CpaBHEHHE He-

CKOJIBKHUX apXUBOB).

14. Coznanue 0aHKOB JaHHBIX HOPMATUBHOW U METOJAMUYECKOM TOKYMEHTAIlMU B ApXUBHOM JIEI€.
15.  DOnexTpoHHBIE apXUBBl KAK YYPEXKIEHHUS, OCYILECTBISAIOUINE NOJIrOBPEMEHHOE XPaHEHHE
AIIEKTPOHHBIX IOKYMEHTOB, B HAILIEH CTpaHe U 3a pyOeKOM.

16. MexayHapoJHble CTaHJIAPThl OMUCAHUS APXUBHBIX JOKYMEHTOB B MOMCKOBBIX CHCTEMax B
1990-e u 2010-e romp!.

17. Co3pmanme 0a3 JaHHBIX 10 APXUBHBIM HCTOpUYECKMM uHcTOYHMKaM B 2010-e rojsl
(ucropuueckasi ”HGOPMaTUKA U APXUBBI).

18.  HMudopmanmoHHbIe TEXHOJIOTHH B MyOJUKAIIUN JOKYMEHTOB B apXUBaX.
19.  HudopmanmoHHBIE TEXHOJIOTHH B PECTaBPAIIMH HCTOPHUECKUX JOKYMEHTOB.
20.  XpaHeHHE 3JEKTPOHHBIX JOKYMEHTOB B OpraHM3alliM: HOpPMAaTHBHAs W METOIMYECKas

Oaza.
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Ipuioxenue 1

Annomayus oucyuniaunvl (Mooynis)

Hucnunnuna «MHpOpMaIMOHHBIE TEXHOJIOTHU B apXHBHOM JIeNie» peaan3yeTcs: Ha (aKyabTeTe
ApXUBOBEACHUSI U JOKYMEHTOBeIeHUs KaeIpoil apXuBOBEACHHUS.

[ens AUCIUTUTMHBI - U3YUCHUE TEOPETUIECKUX TTPOOTIEM U TPUKITATHBIX
aCmeKTOB HWH(OpMATH3AIMM apXUBHOTO J€Nla, OCHOBHBIX HampaBleHUN BHEAPEHUS
WH(OPMAITMOHHBIX TEXHOJIOTUH B IEATEILHOCTh apXHBa.
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3a;[aq1/1 JUCHUITIINHBI:

1) U3y4CHHE  OCHOBHBIX  TIOHSATHH, HCIOJIb3yeMBIX B  MpPOIECCe  MPUMEHEHHUS
UH(POPMALIMOHHBIX TEXHOJIOTUN B apXUBHOM JIEIIE;

2) U3y4YCHHE HCTOPUHU MEXAHHU3AIMK M aBTOMATU3AI[MU apXUBHOTO JeJIa B HAIlICH CTpaHe u 3a
pyOexoM;

3) U3y4eHHE HOPMATUBHO-TIPABOBBIX OCHOB MPUMEHEHHs MH(OOPMAIMOHHBIX TEXHOJIOTHIA B
ApXHMBHOM JIEJIE;

4) M3y4YCHHE TEXHHUYECKOrO M MPHKIAJHOTO MPOrPAMMHOIO OOECIEUYCHHUS, UCIIOIb3YEMBIX

MIPU OpraHU3alUU SJIEKTPOHHOTO
JIOKyMEHT0000pOoTa, MH(POPMALIMOHHOM OOECHEUYeHUU YIPABJICHUS, OpPraHU3alliyd apXHUBHOTO
XpaHEeHUs! JOKYMEHTOB Ha TPAAUIIMOHHBIX U 3JIEKTPOHHBIX HOCUTEIISIX;

5) M3Y4YeHHE TPUHLMUIIOB BbIOOpPa ¥ OpraHU3alMd BHEIPEHHUS U HUCIOJb30BaHUS
TEXHUYECKOTO U MPOTPAMMHOT0 00SCIICUCHUS;

6) U3ydYeHue HH(OPMAIMOHHBIX CHCTEM W OCHOBHBIX HH(OPMALMOHHBIX PECypCcoB B
aApXUBHOM JIETIE;

7) M3Y4YCHHE M aHaIM3 CPEJICTB 3alUThl MH(OpManuu B HMH(YOPMALMOHHBIX CHUCTEMaXx,
UCIIOJIb3YEMBIX B apPXHBHOM JIETIE.

JlucuuruiiHa HarpaBieHa Ha GOPMHUPOBAHUE CIECIYIOMUX KOMITETECHIIHNA:

VK-4. Crioco6eH OCyIIECTBIATh J1eJ0BYI0 KOMMYHHMKAIIMIO B YCTHON U NMUCBbMEHHOM opmax Ha
rocynapcTBeHHOM si3blke Poccuiickoit denepanuu 1 MHOCTpaHHOM(bIX) si3bIKe(ax)

OIIK-4. CniocobeH noHuMaTh NPUHLUIBI pab0Thl COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJIOTUI
Y UCNOJb30BaTh UX JJIS PELICHUS 33134 NpopeCCUOHATbHON AESITENbHOCTH

OIIK-8. CriocobeH noHuMaTh NPUHLUIBI pabOThl COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJIOTUI
¥ MCIIOJIb30BATh UX VIS PEUICHUs 3a7a4 MPO(PeCCHOHATBHON NesTeTbHOCTH

B pe3ynbraTe 0CBOGHUS TUCHMITIIMHBI O0y4YarOIIUNACS TOJIKEH:

3HaTh — OCHOBHBICE HWH(OPMAIIMOHHBIE  OMOMUMOTpadUUecKHe  PEecypchl IO
JIOKYMEHTOBE/IEHUIO U apXUBOBE/ICHUIO; TUIIOBOE IPOTPaMMHOE 00ecriedeHre, IpUMEeHsIeMoe IS
(GYHKIIMOHUPOBAHUSI aBTOMAaTU3UPOBAHHOM CHCTEMbI IIEHTPAJIM30BAHHOIO ydyeTa JOKYMEHTOB
ApxusHoro ¢ponga PO, ABTOMaTH3MPOBAHHOTO IIEHTPAIBLHOTO (POHJOBOTO KaTajiora

YMeTp — OCYyWIEeCTBISTh TMOWUCK HAay4YHO-TEXHHYECKOW HMH(OpManMu 10 CBOEH
npodeCcCHOHATIBHON JIEATENIbHOCTH; pa30uparbcsi B 0a30BbIX acHeKkTaxX (yHKIMOHHPOBAHUS
COBPEMEHHBIX NTH(POPMAIIMOHHBIX CUCTEM B apXUBHOM JIeJie

Bnanets - HaBBIKAMHU HCIIOJIb30BAaHUS KOMIBIOTEPHON TEXHUKH U MH()OPMAIIMOHHBIX
TE€XHOJIOTHI, OCHOBHBIMH METOJIaMH, CIOCOOaMHU M CpPEACTBAMU MOJIYYEHMS, XPAHEHUS,
nepepaboTKH  HMH(pOpMalMKW», HaBbIKAMH BbIOOpa NpPOrpaMMHOro  obOecredyeHus s
MH(OPMaLIMOHHOTO 00ecneueHNUs AesITEIbHOCTH apXHUBOB.

Paboueli mporpammoii npeaycMoTpeHa MpOMeXyTouHasl artectauusi B (opMme 3adera ¢
OLICHKOM.

OO11ast TPyA0€MKOCTh OCBOCHHUS AUCLUIUIMHBI COCTABISAET 3 3a4E€THBIX €JMHUIIBI.



