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1. MosicHUTEIbHAS 3aIIMCKA

1.1. Heans u 3224 JUCHUNIIHHBI

L[GJ'II) JAUCHUIUIMHBL - HM3YYCHHUE TCOPCTUUCCKUX np06neM U TPUKIIAAHBIX ACIICKTOB

JOKyMEHTaIeH 3a pyOexoM.

3amaun:

ynpasieHus: MHpopManuen u

- U3y4eHHE MMOJUTUKH MEXTyHAPOJIHBIX OpraHu3anuii B cepe ynpasieHUs HHPOPMAMOHHBIMU PECYypPCaMU;
- U3yYCHUE OCHOBHBIX MEKIyHAPOIHBIX IIPOEKTOB I10 COXPAHEHHIO IIU(POBOro HACIIEus;
- W3y4YCHHWE OCHOBHBIX MEXIYHApOIHBIX OOIIECTBEHHBIX OPraHM3aINH, 3aHUMAIOUINXCS MPOOIEMaMH YIPaBICHUS

MH()OPMAMOHHBIMH PECYPCaMH;

- U3y4YeHHUE CYNIECTBYIOINX OPraHN3alMOHHBIX ()OPM YIIpaBiIeHHUs MHOOPMAITMOHHBIMU peCypcaMi 3a pyOeskom;
- paccMOTpeHHE BOIIPOCOB 3aKOHOATEILHOTO ¥ HOPMATUBHOT'O PETYJIMPOBaHUS PabOTHI ¢ HHPOPMALIMOHHBIMH pECypCaMu

3a pyoexKoM;

- OCBEILIEHHE JICSITENEHOCTH 3apyOesKHBIX OpraHu3alyi 10 yrpaBieHH0 HHPOPMALMOHHBIMU PECypcamu;
- UCCTIeJOBaHHE COBPEMEHHBIX TEXHOJIOTUI paboThl ¢ MH(OOPMAIMOHHBIMU PECYpCaMu 3a PyOeKOM.

1.2. [lepeyeHb NJIaHUPYeMBbIX Pe3yJbTATOB 00y4eHHUsI M0 JUCHHUILIMHE, COOTHECEHHBIX ¢ MHIUKATOPAMH

JOCTHKEHHsI KOMIIeTeHINii

Komnerenuus
(kK011 ¥ HANMEHOBAHUE)

HNnaukaTopbl KOMIETEeHUNH
(KoIl 1 HANMCHOBAHUE)

Pe3yabTaThl 00y4eHust

ITK-2 Cnocoben
COBEPIIEHCTBOBATH CUCTEMY
JOY opraHusanuu u apxuBa Ha
OCHOBE COBPEMEHHBIX
MH()OPMAIMOHHBIX TEXHOJIOTUI

T1K-2.1 3HaeT OCHOBHBIE TEHIECHIINN
Pa3BUTHSI COBPEMEHHBIX
UH(POPMAIIMOHHO-KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH B YIIPaBJICHUN
JIOKYMEHTaMH

3HaTh: OCHOBHBIE  3apyOe)KHbBIE
NPOEKTBl M TpOrpaMMbl B cdepe
yhnpaBieHus  HH()OPMAIMOHHBIMU
pecypcamu;

OCHOBHBIE NPUHIUIIBI OPTaHU3AINH CITYXO

Ji(0)% u apXUBHOTO nena B
rOCYapCTBEHHBIX OpraHHU3aHIX u
OpraHM3aIHsiax Pas3IUYHBIX bopm
COOCTBEHHOCTH

IK-3 CriocobeH ymnpaBisTh IIK-3.1 pa3pabaTbIBaeT NOIUTUKY YMeTh: TBOPYECKH TMOIXOIUTH K

,HOKyMeHTaHPICﬁ OpraHmu3anuun

OpraHM3aIiK B 00JIACTH YIIPaBICHH
JIOKYMEHTaMU U OCYILECTBIIATh
KOHTPOJIb 3a JEATEIBHOCTBIO
COTPY/JHHKOB OpraHH3aliK B 00JIacTH
paboThI ¢ TOKyMEHTaMH B YIIPABICHUN
U apXuBe

V3YYCHHIO W HCIIOJIH30BAHHIO
3apyOeKHOTO OTIBITA;
OpPTraHM30BBIBATH PabOYMil TpoIlece
B ciyx0ax JIOY u apxuBHOTO nena
B TOCYJAapCTBEHHBIX OPTaHU3AIUIX
U OpraHu3alusAX pa3IuYHBIX (Gopm
COOCTBEHHOCTH

Brnagers: HaBblkamu paboOTBl €
opUIHATEHBIMA calitaMu
MEXIyHApOAHBIX, PETUOHAIBHBIX U
HAI[MOHATLHBIX OpTraHoOB
yIpaBiIeHUs TOKyMEHTAIHEH.

HaBbIKAMU OpraHu3aluu u
ynpaBieHus ciayxbamu  JIOY u
apXUBHOTO nena B

TOCY/IapCTBEHHBIX OpPTaHHU3aIUsIX U
OpraHu3alMsIX pPa3IUYHBIX  (QOpM
COOCTBEHHOCTH

IIK-4 Crniocoben
OpPTraHU30BBIBATH Pa3pabOTKy U
BHEJIPEHHE KOPIIOPaTUBHOM
CHCTEMBI DIIEKTPOHHOTO
JIOKYMEHT0000pOoTa

IIK-4.1 ucnons3yet B padboTe
MPUHITAITE] OPTAaHU3AINH DIICKTPOHHOTO
JIOKYMEHTO000POTa, B TOM UHCIIE HA
MEXBEIOMCTBEHHOM YPOBHE

3HaTh:  CYLIHOCTb  IIPOLIECCOB,
IIPOUCXOIAIINX B obuacTu
YIIpaBJICHHUS JOKYMEHTaMH B

COBPEMEHHBIH MepHo/y




MIPUHITATIBI yIOPSA0USHUS cocrasa
JOKYMCHTOB M ONTHMH3AIlMK PabOThI ¢
HAMH

Brnanets: npodecCHOHATbHBIMU 3HAHHUSMH,
METOJIaMHU 00001IeHuS, aHaiIu3a
uHpOpMANUU Ui BBIOOpA ONTUMATIBHOTO
OyTH  pemieHdst 3agad B o0JylacTu
YIpaBJICHUS TOKYMCHTAMHU

METOIaMu COBEPIIICHCTBOBAHUS
YIpaBJICHUS TOKYMCHTAMHU:

IK-4.2 ompenenser (QyHKIMOHAIBHBIC | 3HATh: OCHOBHBIC NPUHIMIEI M METOMBI
TpeOOBaHUSA K CHCTEMaM DJIEKTPOHHOTO | OCYIISCTBICHHS HAyYHO-METOINICCKOM
JIOKYMEHT0000poTa u cucremMaMm | pabOTBl B apxWBax ©  pa3paboTKu
XPaHEHUs JIEKTPOHHBIX TOKYMEHTOB HOPMATHUBHBIX aKTOB o
JIOKyMEHTOBEJCHHUIO I apXUBHOMY JIENTY
YMeTh: IpOBOJIUTH HAYYHO-METOIUYECKYIO
paboty B TOCYJapCTBEHHBIX,
MYHHIUOATBHBIX ~ apXHWBaX H  apXuBax
OpTaHU3aIHA, pa3pabaTbIBaTh
HOpMAaTHBHEIC aKThI o
JIOKYMEHTOBEACHUIO U apPXUBHOMY JIEITY
BJ'IaI[eTL . HaBbIKAMH
OCYIIIECTBIICHUS HAay4YHO-
MCTOI[I/HICCKOI\/II ACATCIIBHOCTHU B
rOCYyJ1apCTBEHHBIX,
MYHHUIUIIAIBHBIX apxXuBax u
apxuBax OpraHu3alui, pa3paboTKu
HOPMAaTUBHBIX aKTOB 10
JIOKYMeHTOBe)IeHI/IIO 158 apXI/IBHOMy

Ty

IK-5 CriocobGeH opraHn3oBaTh IIK-5.1 ucrone3yeT 3apyOeKHBII OMBIT | YMETh:  BBIBIATH, aHATU3UPOBATh U
XpaHeHHe JTOKYMEHTOB B XpaHEHUS HJIEKTPOHHBIX TOKYyMEHTOB HCIIOJIb30BaTh MEPCIIEKTUBHBIE IPOLIECCH U
OpraHM3aINH{ C UCTIOIH30BAHIEM METOJIBI yIpaBIIeHUS ApXHUBHBIMH
COBPEMEHHBIX TEXHOJIOTHH U 9JIEKTPOHHBIMH JIOKYMEHTaMHU;
3apy0eXHOTO ONbITA HaXOJHUTh OpTraHU3aLOHHO-
yIIpaBJI€HYECKHE peuenus 1o
ONTUMU3ALMM JECHCTBYIOIUX TEXHOJIOIHH
pabOTBl C apXUBHBIMH 3JEKTPOHHBIMHU
JOKyMEHTaMH

1.3. MecTo MCHUIVIMHBI B CTPYKType 00pa30BaTeJIbHOM NPOrpaMMbl

JuciurminHa «YpasieHue nHpopMalueil 1 JOKyMeHTalel 3a pyOexxoM» OTHOCHTCS K YaCTH OJIOKA AJIEKTHBHBIX
JUCUUIUIMH y4eOHOro miaHa, GopMUpyeMoll y4acTHUKaMH 00pa30BaTeIbHBIX OTHOIICHHH.

Jnst OCBOGHHUSI MUCHHUIUTHHBI HEOOXOAMMBI 3HAHHSI, YMCHHS M BIaJCHUs, CHOPMHPOBAHHBIE B XOJE H3YUCHUS
CIIEYIONIMX TUCHUIUIMH W TPOXOXKICHUS MPakTUK: «VHQOpMAMOHHBI MEHE/DKMEHTY, «YTpaBlIeHHE MPOSKTaMH B
opranusanumny», « THQopMaIOHHbIE CHCTEMEI B YIIPABJICHUH JOKYMCHTAMI.

B pesynbrate OCBOCHUS AMCIUILTAHBI (QOPMUPYIOTCS 3HAHUS, YMCHUS U BJIAJCHUS, HCOOXOAUMBIC U H3YYCHUS
CIIEIIOLIUX TUCLHHUILTHH U NPOXOXKICHUS NPaKkTuk: «H(pOpMaIIMOHHBIE CUCTEMBI B apXHBaX M IPOCKTUPOBAHUE PabOT 10
COBEPIIICHCTBOBAHHUIO  XPAHCHUS, yd4eTa M HCIOJh30BAHUS APXUBHBIX JOKYMEHTOB», [IpOM3BOJCTBCHHAs NpPaKTHKa
(maydHO-mCcnefoBaTenbcKast paboTa), MpeaIUIUIOMHAS TIPAaKTHKA.

2. CTpyKTypa AMCHMILTHHBI
OO6mmast TpyZOEMKOCTh TUCIMIDIMHEI COCTaBisAeT 3 3.¢., 108 akageMUdecKknx 9acoB.

CTpyKTypa AUCHMILIMHBI 1JIs1 04HOH GopMbI 00y4eHUs1

OO0beM QUCUMIUIMHBL B (popME KOHTAKTHOW Pa0OThI OOYYAIOIIMXCS C MEJarorn4ecKUMH pPaOOTHUKaMH W (WITH)
JIMIAMH, TPUBJIEKAEMBIMU K peann3aluu 00pa3oBaTeNIbHOM MPOrpaMMbl Ha MHBIX YCIIOBHSIX, NIPU HPOBEACHUH Y4eOHBIX
3aHATHUI:




Cemectp Tum yueOHBIX 3aHATHN Komngectso
4acoB
3 Jlexnun 24
3 CemuHapbl/1abopaTopHble padoThI 36
Bcero: 60

O0beM TUCHUILIHHEI B (popMe caMoCTOsATeIbHON paboThl o0yyaromuxcs cocraisier 30
aKaJeMUUYECKUX YaCOB, KOHTPOJIb — 18 akaJeMHYecKnX 4acoB.

3. Conep:xanue JUCUMNIHHBI

Pazpgen 1. MexayHapoaHasi HoJIMTHKA B cepe ynpasJjieHUs: JOKYMeHTAMHA

[IpoOnemMbl  MOCTPOEHUWSI COBPEMEHHOI'O  HMH(GOPMAIMOHHOIO O0OLIecTBA ¥ YNPaBJICHUS  MHPOBBIMHU
MH()OPMaMOHHBIMH PECYPCaMH.

[TpoGnemsbl nocTpoeHus: HHGOPMAIMOHHOTO OOIIECTBa KaK IPEIMET MPUCTAILHOTO BHUMAHHUSI MEXIYyHApPOIHBIX
MEKIPABUTEIBCTBEHHBIX U HENPABUTEILCTBEHHBIX OPraHU3alni.

OxuHaBckas XapTus ra06ansHoro nHpopMarronHoro odmectsa, 2000 roza.

Bceemupnspnii cammuT o mH(opMamoHHOMy obmectBy mon srumoir OOH. «/lexmapanus nmpuHOUIOB» OT 12
nexabps 2003 T u «[lnan peficteuit» ot 12 nexadbps 2003 roga.

Jlumupyromas pors FOHECKO (United Nations Educational Scientific and Cultural Organisation) mo Bompocam
00pa3oBaHus, HAYKH U KyJIbTYphl B cepe BEIpabOTKH HHTEPHALIMOHAILHON HH(POPMAIIMOHHOHN MTOJIUTHKHY.

Ycras FOHECKO 16 nHos16ps 1945 ronma. «Bceobmas nexnmapanus FOHECKO o kynbTypHOM pazHooOpaszum»,
«IInan nmeiictBuii mo peanusaimu Beeoodmien nexmapanuu FOHECKO o kyasTypHOM pasHooOpasum», «PexomeHmanuu o
Pa3BUTUH U MCIOJI30BAHUH MHOTOSI3BIUMSI U BCEOOILEM AOCTYIIE K KHOEPIIPOCTPAHCTBYY.

«Xaptus o coxpaneHnu udpoBoro Hacnenws» ot 17 oxtsi0pst 2003 r. HoBrie JOKyMEHTHI.

Mexnaynapoanas nmporpamma FOHECKO «Ilamsite Mupay.

[porpamma «MuabOpMarms it Beex», 2000 T., Kak miatdopma s MeXIYHAPOTHBIX JUCKYCCHIA U ICATEIEHOCTH
B ctepe MHOOPMAMOHHONW MONWUTHKH, AT Pa3sBUTHS IOCTyHa K HWHGOPMAIMH M COXPAHEHUS JTOKYMEHTHPOBaHHBIX
3HaHUil.

Poccwuiickuit komurer IIporpammer FOHECKO «Mudopmanns mis Beex». Beepoccuiickuit gopym «Bnacts u
00111ecTBO: po0IeMbl MyOIMYHOTO JocTyna K odunuansHoi uHpopManuu B Poccuiickoit Mepepanum» (25-26 utons 2002
r., MockBa) W eXeromHble MeXIyHapoiaHble KoH(epeHumid: «MHpopmanms s Beex», «lIpaBo u HuTepher»,
«DIeKTpOHHbIE M300pakeHns U Bu3yasbHbIe nckyccTBay (EVA), « 3X0JIOT» (ayauoKyIsTypOIOTHs, ayIH0apXUBICTHKA
1 HOBBIE TEXHOJIOTHH), «DIEKTPOHHBINA BEK KyJIbTYPBI» U JIp.

MexnyHaponusiii  coser apxuBoB  (International Council on Archives) — MCA. Komurer mno
JIEITOTIPON3BOICTBEHHBIM TOKYMEHTaM B 3nekTpoHHoU cpene npu MCA (Committee on Current Records in an Electronic
Environment). IIpakTrdyeckoe nocobre KOMHUTETa MO YNPaBICHHUIO, XPAHEHUIO U OOECIIEYeHHUIO TOCTYNA K JJIEKTPOHHBIM
JOKyMEHTaM I10/1 Ha3BaHueM «DJIEKTPOHHbIE JOKyMeHTHl: Pabouas kaura apxusuctoBy» (Electronic Records: A Workbook
for Archivists) u «PykoBonctBo MCA 1o ynpaBlieHHIO 3JIEKTPOHHBIMHU JIOKYMEHTaMU C apXUBHOW To4kH 3peHus» (ICA
Guide for Managing Electronic Records from an Archival Perspective).

Pernonansapie otaeneans MCA. [lestensHOCTs EBpoa3naTckoro pernoHaIbHOTO OTAETeHHs MeXIyHapOoIHOTO
coBeTa apxuBoB (EBPA3UKA).

IIporpamma InterPARES (International Research on Permanent Authentic Records in Electronic Systems), kak
OJTHA M3 BXKHEHIIINX MEXIYHAPOAHBIX MPOTPaMM, ITOCBAIIEHHBIX TOJITOBPEMEHHOMY XPaHEHHIO IU(POBBIX JAHHBIX.

Posb apXMBHBIX OpraHOB 3apyOEXKHBIX CTPaH B 00J1aCTH YIIPaBICHUS HHPOPMAIMOHHBIMH PECYPCaMH.

Mexnaynapoansie apxuBable opranm3anua. UNESCO Archives Portal; 1st International Congress on Architectural
Archives; International Council on Archives; Association of Commonwealth Archivists and Records Managers;
International Records Management Trust; Association of Records Managers and Administrators (ARMA); List of various
archives around the world; Historical Archives of the European Communities; Archives of the Organization for Economic
Co-operation and Development; Pacific Manuscripts Bureau u gpyrue.

MextyHapOoIHBIi YPOBEHD PEryJHMpOBaHMs BOIIPOCOB YNPABICHUS JJICKTPOHHOHN HOKyMEHTAIMe: IeTeTbHOCTh
Opraamanun OOH mo Bompocam mpocBemeHus, Haykd U KynsTypsl — FOHECKO u MexayHapogHOTO coBeTa apXWBOB
(MCA). JestenpHocth Komutera MCA 10 1€710IPOM3BOICTBEHHBIM JOKYMEHTAM B 3JIeKTpOoHHOU cpene (Committee on
Current Records in an Electronic Environment).

Pa3gen 2. Me:xayHapojaHble 00LecTBeHHbIe OPraHU3anuu, padoTawuiue B 3Toi chepe

MexayHapogHble OOLIECTBEHHbIE OpraHU3alUH, 3aHUMAIONIHecs IpoOIeMaMyl yIIpaBIeHNus] HHPOPMALIMOHHBIMU
pecypcam, 3JIeKTPOHHBIMHI JOKYMEHTaMH M COXPaHEeHUs H(POBOro KyJIbTYpHOTO HACHeIus: ACCOLMANUs yIPaBIISIONIUX
JMOKYMEHTaIen u anMuHICTpaTopoB (Association of Records Managers and Administrators), MexxIyHapOaHBIA TPECT 10
ynpasieHuto ntokymeHTanuei (International Records Management Trust).

OO1ecTBeHHbIe (OJIAarOTBOPUTENBHBIE) OpPraHM3allMK, COAEHCTBYIOLIME pa3BHBAIOIIMMCSA CTpaHaM B 00JacTH
pa3pabOTKU HOBBIX CTpaTETrMid 10 YNPaBIEHHIO TOCYNApCTBEHHBIMH JoKyMeHTaMu. CoBMecTHBIH mpoekT Tpecta u



Bcemuproro 6anka (World Bank) mo ympaBieHHIO 3J€KTPOHHBIMH JIOKYMEHTaMH IPAaBUTEIbCTBEHHBIX YUPEKICHUI
(Evidence-based Governance in the Electronic Age).

Poms n BnmsiHEE OOIMIECTBEHHBIX OPTaHW3AIMA M YIeOHBIX 3aBeleHHM Ha (HOpPMUpPOBaHWE HOPMATUBHOW 0a3wl B
o0iacTi yImpaBleHHS 3JIEKTPOHHBIMH IoKyMmMeHTamu B Poccum u 3a pybesxxom — IRMT, ARMA International, GERA,
Cohasset Associates Inc., Yausepcurera [IutcOypra, YauBepcutera HIMaHBI 1 MHOTHX APYTHX OPTaHU3AIMHA.

Pa3nen 3. EBpocoro3 u ero mosimtuka B cepe ynpasjieHusi JOKYMEHTAMH

Ponb u nesitensHOCTh EBpomeiickoit komuccuu mo mporpamme Interchange of Data between Administrations
(IDA) — “O0MeH aHHBIMU MEXIly OpraHamy yIpasJieHus”, a Takxke poib DLM-(popyMa B HOpMaTHBHOM PEryJIMPOBaHUH
paboTBl C SIEKTPOHHBIMH IOKYMEHTAMH B cTpaHax EBporeiickoro coro3a (pa3paborka «MoJenbHBIX TpeOOBaHHUN K
YIpaBICHUIO 3JIEKTPOHHBIMU TOKyMeHTaMm» — MoReq).

Uctopuueckne apxupbl EBpomeiickoro Cotroza (Historical Archives of the European Communities), ApXuBbI
OpraHuzanuy 3KOHOMHYECKOro coTpyaHuuectBa U pazBuths (Archives of the Organisation for Economic Co-operation
and Development)

Paznen 4. YnpaBiienue J0OKyMeHTaMHi B Pa3BUTBHIX CTPaHAX MUpa

Omnpwit CIIIA

Poms n 3nagenne HammonamsHoro apxme CIIA (National Archives and Records Administration (NARA)) B
obnacT ympaBiieHUs MHPOPMALMOHHBIMHA pecypcaMH CTpaHbl LIeHTp »1neKTpoHHOH nokyMeHTauuu HamumoHnansHOTO
apxuBa CIIIA.

Apxusel CIIA: Utah State Archives, State Historical Society of Wisconsin, Georgetown University Library:
Special Collections Division.

[IpaBoBoe perynupoBaHue ynpasieHus uHpopmanuoHHeiMu pecypcamu B CHIA. 3akon 1950 roma o
¢denepansabix gokymenrax (Federal Records Act of 1950) u 3axkon 1984 roma o HanMOHAIBHOW apXUBHO-
nokyMmeHTtarmonHon ciyx6e (National Archives and Records Administration Act of 1984). 3akon CIIIA 00 351eKTpOHHBIX
MTOJITUCSIX B MEXIYHAPOIHBIX M BHYTPHUTOCYAAPCTBEHHBIX TOProBeix oTHomeHusx (“Electronic Signatures in Global and
National Commerce Act” 2000) u gpyrue.

OcHoBHBIE TpeOoBaHUS K paboTe ¢ JOKYMEHTaMH B (pe/lepalibHbIX yUPEXKICHUSIX conepkamuecs B 44-if rmase
Csona 3akonHoB CIIIA (44 United States Code) u 36-it rmaBe CBosna (henepanbHBIX IPaBUTEIBCTBEHHBIX HOPMAaTHBHBIX
akToB (36 Code of Federal Regulations). HopMbI 1o co3ianmnio, HCIIOIB30BaHUIO M XpaHEHHIO (DeepabHBIX IEKTPOHHBIX
JIOKyMEHTOB, 3aKperuieHHble B 1234-if yactu 36-ii r1aBbl CBoja (enepaibHbIX PaBUTEIbCTBEHHBIX HOPMATHBHBIX aKTOB
(36 Code of Federal Regulations, Part 1234 — Electronic Records Management).

[Iporpamma aBTOMaTH3aLMK yrpaBieHus nokymenTauueir Munucrepcrsa Odoponst CIIA (Records Management
Software Application). Crarmapter DoD 5015.2-STD, Design Criteria Standard for Electronic Records Management
Software Applications, Bepcun 1997 u 2002 r. Ceptuduxar JITC (Joint Interoperability Test Command).

[Ipumeps! cucTeMHBIX QYHKIMIA Ui yIpaBieHUs IeKTpoHHbIMU AokyMeHTamu (Examples of
System Functions for Electronic Recordkeeping (ERK) and Electronic Records Management (ERM) /
NARA. 2000.).

KoHuenust 3JeKTPOHHOTO MpaBUTENbCTBA. MHUIMAaTHBAa «YNpaBiIeHUE HICKTPOHHBIMH
JOKYMEHTaMH 3JIEKTpOHHOTO MpaBuTenbcTBa» (the E-Government Electronic Records Management
Initiative) kak ojHa U3 24 MHULMATHUB B PAMKax CO3JJaHUA AJIEKTPOHHOTO npaButenbcTBa B CLIA.

DNeKTpoHHAs MouTa: MUQPHI ¥ (aKTHl M0 JAHHBIM AMEPHKAHCKOW acCOIUAIMA MEHEIKMEHTA
(American Management Association). YpaBieHHe 3JIeKTpOHHON ouToii, onbiT CILA.

OnbIT ABCTpasinu.

[IpaBoBBIEC aKThI ABCTpaluy, perylupylone yrpaBieHue HHPOPMAIMOHHBIMU pecypcamMt. 3aKOHOM 00 apXHuBax
(Archives Act, 1983); 3akon o cBoboze undopmanun (Freedom of Information Act, 1982); 3akoH 0 KOHpHIECHINATBHOCTH
nHpopMannn o dactHOU ku3HU (Privacy Act, 1988); 3akon o (cyneOnbIx) mokaszatensctBax (Evidence Act, 1995); 3akon
00 snexTponHBIX caenkax (Electronic Transaction Act, 1999) 1 ux HOBBIE pegaKkIny.

Ponpb u 3Hauenne HanmonansHoro apxuBa ABctpanuu (Archives of Australia, Directory of Archives in Australia)
B perjJaMeHTalM MpOLECCOB YIPaBICHUS JOKyMEHTAlMEeH IPaBUTEILCTBEHHBIX YUPEXKACHHH HAa TEpPUTOPUH
ABctpanuiickoro Coro3a.

UccnenoBanus HanmonansHOTOo apxmBa ABCTpalMu: «YIpaBJIeHHE DJIEKTPOHHBIMU JOKyMeHTamn» (Managing
Electronic Records), «Pabota c¢ oanektponnbiMu pokymeHtamm» (Keeping Electronic Records), «YmpasineHue
COOOILIEHUSIMH DJIEKTPOHHOM NOYTHI Kak JokymeHTamu» (Managing Electronic Messages as Records) u apyrue.

Konmemus XpaHeHnss MOKyMEHTOB B HammoHanmbpHBIM apxwB ABCTpanmu. XpaHCHHWE W YIpaBJcHHE BeO-
nokyMmeHTamu. KoHmenmms 1 Mmoaenu ynpasineHus HHQOPMALMOHHBIMU pECypCaMi ABCTPAIIHH.

«DJNEKTPOHHON TIPABUTENBCTBO» ABCTPAIMU W TOCYIAPOCTBEHHBIH McTaHAapT merananubelx (AGLS). Teszaypyc
HMHTEPaKTUBHBIX (PyHKIMI aBCTPAIMHCKUX rocyaapcTBeHHBIX yupexaenuit (AGIFT).

3aKOHBI 0 JOKyMEHTAIMH aBCTPATUICKUX IITATOB.



locynapcTBeHHbIE M pernoHalbHbIE apxHBbI conpykectBa Apctpanuu (Commonwealth, State and Territory
archives): Archives Office of Tasmania; National Archives of Australia; Northern Territory Archives Service; Queensland
State Archives; Public Record Office of Victoria; State Records of South Australia; State Records Office of Western
Australia, uX UcclieIoBaTeIbCKask © HOPMOTBOPYECKAst ACATEIBHOCTb.

rar Buxropust. [Ipoexkt VERS (Victorian Electronic Records Strategy). Cranmapt PROS99/007 «Ymnpasnenue
ANeKTPOHHBIMH ToKyMeHTaMm» (Management of Electronic Records).

[TpoexTsr apxuBHOH ciy>x0bI mTaTa HoBbiit KOXHBI Yanbe — YrpaBieHHs rocy1apCTBEHHBIX
nokymeHToB: State Records Authority of New South Wales, cokpamenno State Records NSW;
Standard on full and accurate records; Standard on records management programs; Standard on
physical storage of State records; Standard on recordkeeping in the electronic business environment;
NSW recordkeeping metadata standard; Standard on counter disaster strategies for records and

recordkeeping systems u apyrue.

BrnusiHue OOIIECTBEHHBIC OpraHM3allii Ha MPOIECCH  yOpaBieHHS WHGOPMAIMOHHBIMU pecypcaMu —
Agcrpanuiickoe obmecTBo apxuBucToB (Australian Society of Archivists) u ABcTpanuiickas acconuanus ynpasJsioIx
nokymenranueii (Records Management Association of Australia).

Ponb ¥ 3HaueHHe ABCTPAJIMUCKOTO HAIMOHAJIBHOTO opraHa crangaptusamud (SAI — Standards Australia
International Ltd.).

Pa3gen S. Ynpasiienne nokymentamu B crpanax CHI'

IMomutuka CHI' B 0o0nacTn ynpasiieHHsI JOKYMEHTaMH.

«Cornamrenre o coznannu CozpykecTBa HE3aBUCHMBIX I'OCYAapCTB» Kak 0a30BbIi 3akoHOnatenbHbIil akt CHI'.
[IpaBoBbIe M HOPMATHBHBIE AKTHI, HAIIPABJIEHHBIC HA CO3JIaHNE €AMHOTO MH()OPMALMOHHOTO NPOCTPAHCTBA CPEAH CTPaH —
ynenoB CHI'. OcHoBHble mpoOiieMbl B JaHHOW cdepe M MyTH UX pelieHus. ['ocylapcTBeHHbIE M OOIIECTBEHHBIC
OpraHu3aIlH, 331eHCTBOBaHHBIC B JAHHOM IIpOIiecce.

OO0mrre TeHIEHINH U pa3Iidus B oaxonax crpad — wieHoB CHI k mpoGiiemam ynpaBieHust HHPOPMAITHOHHBIMHI
pecypcamu B IIETIOM U 3JIEKTPOHHOTO TOKYMEHTO000POTa B YACTHOCTH.

Ompit Pecniy6niku benapycs.

OCHOBHBIE TEHCHIIMM W NPOOJIEMBI 110 YIPaBIEHUIO HHGOPMAIMOHHBIME pecypcamu B PecriyOnmke bemapycs.
locynapcTBeHHBIE OpraHbl, OTBEYAIOIIUE 32 3TY padory.

[IpaBoBbie nokymeHTHl PecnyOmuku benapych, peryiaupyroiiye BONPOCHI ympaBieHUs HH()OpMalMOHHBIMU
pecypcamu. 3akoH PecryOnmku benapycs ot 10.01.2002 1. «O6 3nekTpoHHOM ITOKyMeHTe»; 3akoH Pecrybmuku benapych
ot 06.09.1995 r. «O6 undopmaruzauum»; ['paxxnanckuii konexc Pecniyonuku benapych. 1998. — cr.161 «IlucemenHas
¢dopma chemkm», c1.404; T'paxkmaHcko-TipomeccyanbHBIH Koaekc PecmyOmukm bemapycs. — cr.192. «IlucemeHHBIE
nokazarenbcTBay; Ilocranosnenne CoBera MunnctpoB Pecmybmmku bemapycs ot 22.12.1998 r. «O6 yTBepkIaeHHH
[lonoxkeHnss O TOCYZAapCTBEHHOM Haa30pe 3a COONIOZEHHEM 3aKOHOAATENIbCTBA IO apXMBHOMY /€Ny M BEICHHIO
nenonponsBojacTBa B Pecnybmuke Benapyce»; IlocranoBnenune benkomapxmBa ot 24.07.2003 1. «O0 yTBep)KICHUH
WHcTpyknmn 110 ohOpMIIEHUIO TOKYMEHTOB € UCIIOJb30BaHUEM KOMIIBIOTEPHBIX TEXHOJIOTHH B PECIYOJIMKaHCKUX OpraHax
rOCYAapCTBEHHOTO YINPAaBIEGHUs M MHBIX TOCYJapCTBEHHBIX OpraHax, IoquuHeHHbIX [IpaButensctBy PecryGnuku
Benapyce». HoBble TOKyMEHTHI.

HopmaTtuBHO-MeToqMueckue JOKyMEHTbl W crangapTtbl PecnyOnuku benapych, peryiaupyromye BOIPOCHI
yTIpaBIeHUS] HHPOPMAIMOHHBIMH PECYPCaMH

OmnriT Pecniy6rmmkn Kazaxcran

OCHOBHBIE TEHICHIMH W MPOOJIEMBI IO YIPaBICHNIO HH(POPMAIIMOHHBIME pecypcamu B Pecryonmuke Kazaxcran.
Oprasbl, OTBEYaIOIIKE 3a 3Ty padoTy.

[IpaBoBbie nokymenTsl PecnyOnmkn Kaszaxcran, peryiaupyroliye BOINpPOCH! YIIpaBieHHs HH()OPMAIHOHHBIMU
pecypcamu. 3akoH PecnyOnmkm Kaszaxcran ot 07.01.2003 r. «O BHeceHMHM W3MEHEHHMU W JOMOJHECHUN B HEKOTOPHIC
3aKOHOJATENbHBIE aKThl pecnyOiuku KazaxcTaH Mo BompocaM AIIEKTPOHHOTO JOKYMEHTa, SJIEKTPOHHOM Hu(pOoBOil
noanucu U uHpopmaruzauum». 3akoH Pecnybnuku Kazaxcrana ot 07.01.2003 r. «O0 3JIeKTPOHHOM JOKYMEHTE H
ANEeKTPOHHOHN T poBoi moammch». I'paxxnanckuii kogekc Pecryonmku Kasaxcran ot 27.12.1994. O6mas gacts. — Pazgen
. — I'maBa 4. — Cr. 152. «I[lucemennas ¢opma cuenkm». Komexc PecmyOmukm Kazaxcram ot 30.01.2001r .«O6
aJIMUHHUCTPATUBHBIX MpaBOHapymeHusx». — pazgen 1. — Cr. 615 «Jokymentsl»; Paznen 2. Cr. 497-1. «Hapymenue
TpeOOBaHUH 110 HKCIITyaTallii CPEACTB 3alINTH HHPOPMAMOHHBIX pecypcoBy; cT.497-2 «HapyieHnne 3akoHOIaTeIbCTBA
Pecniyonukn Kazaxcran 00 27ME€KTPOHHOM JIOKYMEHTE M AJIEKTPOHHOM HuQpoBoi moamucmy»; cr. 497-3 «Hapymenne
3aKoHO/AaTeNbCTBa pecnyoianku Kasaxcran 06 nHpopmaTuzanumy; ct. 615 «JlokymenTs». HoBbIe JOKYMEHTHI.

HopmaTnBHO-MeTOAMYECKHE TOKYMEHTHI M CTaHmapTel PecmyOnmuku KazaxcraH, perynupyromuye BOIPOCH
yIpaBJeHUs] MHPOPMAIIMOHHBIMH PECYpCaMu

OmbIT ynpaBiieHHus TOKYMEHTaMH B ocTanbHbIX cTpaHax CHI.

OCHOBHBIE TEHIEHIMH W NPOOJIEMBI IO YNPABICHUIO MH(GOPMAIIMOHHBIMH PECYpCaMH B OCTAIBHBIX CTpaHaX -
ynenax CHI': AzepOaiimkanckoil pecryonuke, Pecrrybnnke Apmenus, Kelpresckoit pecryonuke, Pecrry6miuke MosoBa,
Pecryonuke Tamxukucran, Pecniyonuke Y30ekucran u apyrux. ['ocyapcTBeHHbIE OpraHbl, OTBEYAIONINE 3a IPOBEACHHE
JTAHHOM pabOTHI.



[IpaBOBbIE JOKYMEHTBI 3THX TOCYAAPCTB, PETYIMPYIOIIUE BOIPOCH! yIPaBiIeHUs] HHOPMAIIMOHHBIMHU PECYpCaMHy,
3JIEKTPOHHOTO JOKYMEHTO000POTa U AIEKTPOHHOTO JOKYMEHTA.

HopmaTHBHO-MeTOAMYECKHE TOKYMEHTBI U CTAHAAPTHI OTHUX TOCYIApCTB, PETYNHPYIOLIME BOINPOCH! YIPABICHHUS
MH()OPMAINOHHBIMH PECYPCaMH.

4. O0pa3oBaTeJIbHbIC TEXHOJOTHH

Jlnist mpoBeieHns YUeOHBIX 3aHATHM 10 JUCHUIUIMHE UCTIONB3YIOTCS Pa3IMyHble 00pa3oBaTebHbIe TEXHOIOrUu. Jiist
OpraHM3ali y4e0HOro IPOIecca MOXKET OBbITh HCIOJIB30BAHO JIIEKTPOHHOE OOy4YeHHe W (WIH) JUCTAHIIMOHHBIE
00pa3oBaTeIbHbIC TEXHOJIOTHH.

5. OneHka mJIaHUPYeMbIX pe3yJIbTATOB 00y4eHUs

5.1 Cucrema oueHUBaHUS

Texkymuii KOHTPOJNb OCYIIECTBIAETCS B BHJE OLCHOK KOHTPOJBHOW pPabOTHI M BBINOJHEHUS 33JaHUH Ha
MPaKTHYECKUX 3aHATUsAX. KOHTponbHas paboTa MPOBOAWTCS Ha MEPBOM IPAKTUYECKOM 3aHSATHH, BBISABISIET TOTOBHOCTB
CTYJIEHTOB K HpakTH4YecKod pabore u oueHuBaercss 10 20 GautoB. MakcuMalibHash OLCHKa BBIIOJHEHUS Ka)JOTro
MpaKTUdecKkoro 3ausaTus — 10 Gansos.

[TpoMexxyTOUHBI KOHTPOJIb 3HAHMU TNPOBOJAMTCS B (OPME HTOrOBOM KOHTPOJIBHOH pPabOThl, BKIIOYAIOLICH
TEOpPETHUECKHE  BOMPOCH M MpaKTHUYECKOE 3ajaHue, W oueHumBaercs 10 40 OamnoB. B pesynpraTe Tekymero u
MIPOMEKYTOYHOTO KOHTPOJIS 3HAHUH CTYIEHTHI ITOJTy4aloT 3a4€T IO KypCy».

dopma KOHTpONA Makc. Konu4ecTBo 0ajuIoB
3a omHy paboTty Bcero
Texyuuii KOHTPOIIb:
- YCTHBIH OMPOC 20 6ammoB 60 OamoB
[IpomexyTodHas aTTeCcTaIus 40 6amtoB
HUroro 3a ceMecTp (IUCHHATUTAHY) 100 GammoB

[Mosy4eHHbII COBOKYITHBIN pe3y/IbTaT KOHBEPTHUPYETCS B TPAAUIIHOHHYIO [IKATY OIIEHOK U B IIKaTy OIleHOK EBpomneiickoii
CHCTEMBI iepeHoca 1 HakorieHus kpeautoB (European Credit Transfer System; manee — ECTS) B COOTBETCTBUH C
TaOJIHUIICH:

100-6ampHas mKaga TpanuimonHas nikaza Ixama ECTS
95 -100 A

83 _ 9 4 OTJINYHO B

68 — 82 XOpOILO 324TEHO C

56 - 67 D

50-55 Y/IOBIETBOPUTENHHO 5

20-49 FX

0-19 HEY/IOBJICTBOPUTEIILHO HE 3a4TEHO F

5.2.Kputepuu BEICTaBICHHUS OLEHKH 110 TUCIHILUTHHE

Banasl/ Ouenka no Kputepnu onieHKH pe3yabTaTOB 00y4eHHUsI 10 AUCHUILINHE
Mxana ECTS | nucouniauze

100-83/ BricTaBnsercs o0ydaromemycs, €CIH OH TITyOOKO H IMTPOYHO YCBOWII

AB «3aYTEHO TEOPETUUECKUN U MPAKTUUECKUI MaTepHrall, MOXKET
MPOJEMOHCTPUPOBATH 3TO HA 3aHATHUAX U B XOJI€ TPOMENKYTOUHON
aTTeCTalHy.

OO0y4aroUHiics UCUSPITBIBAONIC U JIOTHYECKU CTPONHO U3J1araet
Y4eOHBIH MaTepHuall, yMEeT YBI3bIBATh TCOPHIO C PAKTUKOM,
CIPABJISIETCS C pEllIeHHEM 3a/1a4 IPO(eCCHOHATBLHOM
HanpaBJICHHOCTU BBICOKOT'O YPOBHA CJIOKHOCTH, IPABUJIILHO
000CHOBBIBACT IPHHSATHIC PELICHUSL.

CB060OHO OpUEHTHPYETCS B yueOHOM 1 MpodeccCHoHaIEHON
JUTEeparype.
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Banasl/
IIkana ECTS

OueHka no
JMCHUIINHE

KpuTepnn OLICHKH pe3yJibTaTOB oﬁyqe}mﬂ mo TMCHHUIIJINHE

OreHKa Mo JUCHUILUINHE BBICTABISIOTCS 00yJaromeMycs ¢ YI6ToM
PE3YNBTATOB TEKYIIEH U IPOMEXYTOUHON aTTeCTallUH.
Komnerenuun, 3akperiéHHbIC 3a JUCIUILTHHOMN, C(hOPMHUPOBAHEI HA
YPOBHE — «BBICOKUI.

82-68/

«3a4YTCHO»

BricTaBistercs o0ydaroniemMycsi, €y OH 3HaeT TEOPETUIECKUH U
MpaKTHYIECKUI MaTeprall, TPaMOTHO U T10 CYIIECTBY M3JIaracT ero Ha
3aHATHAX U B XOJI€ TPOMEXYTOUHOHN aTTECTAllUH, HE TOITyCKas
CYIIECTBEHHBIX HETOUHOCTEN.

OOyuaronuiicst MpaBUIILHO IPUMEHSET TEOPETHIECKUE MTOTI0KESHHS
NP pEeLICHNH MPAKTHYECKUX 33/1a4 podeccroHaILHOM
HaMpaBIEHHOCTH Pa3HOTO YPOBHS CJIOKHOCTH, BIaJCET
HEOOXOIUMBIMH IS TOTO HaBBIKAMH U IPUEMaMHU.

JlocTaTo4yHO XOpOLIO OPUEHTUPYETCS B YUeOHOU U
npodeccroHanbHOM TUTEpaTypE.

O1eHKa M0 AUCIMIUIMHE BBICTABIISIIOTCS 00yYaroMeMycsi ¢ yIETOM
pE3yIabTATOB TEKYLIEH U MPOMEXKYTOYHOHN aTTECTAIUH.
KommneTenmyn, 3akperuiéHHble 3a TUCIUIUTMHONW, c(DOPMHUPOBAHbI Ha
YPOBHE — «XOPOILIUIY.

67-50/
D.E

«3a4YTCHO»

BeicTaBnseTcst o0yuaronieMycs, €clid OH 3HaeT Ha 0a30BOM YPOBHE
TEOPETHYECKUI U MPAKTUYECKUH MaTepHual, JOIMyCKaeT OTACIbHbIE
OIINOKHU IIpU €TI0 U3JIOKCHUM Ha 3aHATUAX U B XOJI€ HpOMC)KyTO‘IHOﬁ
aTTeCTalHy.

OOyJaronuiicst NCTIBITBIBAET ONPEACIEHHBIC 3aTPyTHEHUS B
MPUMEHEHUU TEOPETUUECKUX TON0KEHUH NPU PELLICHUN
MPaKTHYECKUX 33/1a4 podecCHOHAIFHOM HaNpaBIeHHOCTH
CTaHJapTHOT'O YPOBHS CJI0XHOCTH, BJIajieeT HEOOXOIUMBIMU JUIS
9TOro 0a30BHIMH HaBBIKAMU M IPUEMAMH.

JleMOHCTpHpYET TOCTaTOYHBII YPOBEHb 3HAHUS YIeOHOH IHTEpaTyphI
10 AUCLIHMIITIUHE.

Or1eHKa 1Mo AUCIMIUIMHE BBICTABIISIIOTCS 00ydaomeMycsi ¢ y4EToM
PE3YNBTATOB TEKYILIEH U IPOMEXKYTOUHOM aTTeCTalUH.
KommneTenmun, 3akperiéHHble 3a TUCUUILUTHHONW, c(hOPMHUPOBaHbI Ha
YPOBHE — «IOCTaTOUYHBIIN.

49-0/
F,FX

HC 3a4TCHO

BricTaBnsiercs oby4daromemMycs, €Cii OH He 3HaeT Ha 6a30BOM ypOBHE
TEOPETHYECKUH U TIPAKTUYECKUI MaTepual, I0IycKaeT rpyobie
OIIMOKY IIPU €T0 M3JI0KECHUH Ha 3aHATUSIX U B XOJ€ IPOMEXXYTOUHOH
aTTECTAlHH.

OOyuaronuics NCTIBITHIBAET CEPhE3HBIE 3aTPYAHEHHUS B IPUMEHEHUN
TEOPETUYECKHX MOJIOKEHUH MTPH PELICHUU MPAKTUYECKUX 33134
npodeccroHaNnbHON HANPaBJIeHHOCTH CTaHAaPTHOTIO YPOBHS
CJIOKHOCTH, HE BJIaJIceT HEOOXOIMMBIMH JJIsl 3TOTO HaBBIKAMH U
IpUEMaMH.

JleMoHCTpHpYyeT (parMeHTapHble 3HaHHUS Y4EOHOH JINTEpaTyphl MO
JUCLIATUINHE.

O1eHKa M0 AUCIMIUIMHE BBICTABIISIIOTCS 00YYaoIIeMycsl ¢ yIETOM
pe3yIabTATOB TEKYILIEH U MPOMEXYTOYHOM aTTECTALUH.
KomnereHiyy Ha ypoBHE «10CTaTOYHBIN», 3aKPEIUIEHHBIE 32
JWICHUILIMHOHN, HE C()OPMUPOBAHBI.

5.3. OneHouHble cpeacTBa (MaTepUAJIbI) 1JIsl TEKYIIEro KOHTPOJIS YCIIEBAeMOCTH, IIPOMEKYTOUHOI aTTecTaluu
00y4aromuXxcsi Mo JMCUUNIUHE

KoHTponpHbIe BOIIPOCHI 1 3a/JaHUs I YCTHOTO OIIPOCa M MIPOMEKYTOYHOM aTTECTAIlMU 10 UTOTaM OCBOCHUS

JHUCHUIIINHEIL:

1.

BzaumocBs3p npobieM yrpaBieHHs HHPOPMAIMOHHBIME PeCypcaMy ¢ IpoOiieMaMy 3JeKTPOHHOTO

JOKyMEHTO000pOTa 1 HOPMATHBHO-IIPABOBBIM 0OECIIEUCHIEM ATOTO TIpoLecca.

2.

OcCHOBHBIE MCKAYHAPOJAHbIC HOPMATHUBHBLIC JOKYMCHTHI 10 YHPABJICHHUIO I/IH(l)OpMaIII/IOHHLIMI/I

pecypcamu (0OMEHY TaHHBIMH, COXPAHCHHUIO ITU(PPOBOTO HACICIUS — I10 BHIOOPY CTYICHTA).

3.

[MonuTrKa MeXTyHapOIHBIX OPraHu3alui B cepe yrnpasieHus: ”HPOPMaIMOHHBIMU PECYPCaMH.
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1. IOHECKO u ee nporpaMmBsl.
2. OOH u ee mporpamMMsl.
3. MeXIyHapoOHBIH COBET apXWBOB H €r0 POJb B YIPABICHWH WH()OPMAIMOHHBEIMHE PEeCypcaMy U
COXpaHEeHHU LU(PPOBOTO HACIIC UL
. Acconyanysi ynpaBISIIOIIMX JOKYMEHTallMed ¥ aJAMHUHUCTpaTopoB (Association of Records
Managers and Administrators): HCTOPHsI CO3AaHMs, HAIPABICHUS ACSTEILHOCTH, IPOCKTHI.

5. MexayHapOHBIA TPEeCT MO ynpasieHuio nokymeHTanueil (International Records Management
Trust): ucTopust co3aanus, HAIIPABJIECHHUS AEATEIBHOCTH, IPOSKTHI

6. [Monuruka EBpocoro3a B chepe ynpasineHus: HHGOPMAIIHOHHBIMHU PECYypCaMH.

7. HopmaTuBHO-1IpaBOoBoe  oOecrieueHHe  ymnpaBlieHUs WH(DOPMALMOHHBIMU  pecypcamu B
EBpocotro3e.

8. VYnpasienne nHOOPMAITIOHHBIME PeCypcaMy B CTpaHax MHpa (CTpaHa o BEIOOpY)

9. HopwmaTuBHO-TIpaBoBOe oOecrieueHne ynpaBieHUs] MHOOPMAMOHHBIMU PEeCypcaMH B CTpaHax
Mupa (CTpaHa 1o BEIOOPY CTYICHTA).

10. VYnpasnenne nHpopManroHHbIME pecypcamu B crpaHax CHI™ (ctpana no Beibopy)

11. HopmaTuBHO-1IpaBoBoe oOecrieueHue ynpapieHUs MHOOPMALMOHHBIMU PEecypcaMH B CTpaHax
CHI (ctpana no BEIOOPY CTYAEHTA).

12. CpaBHHUTENBHBI aHATN3 HOPMATHUBHO-IPABOBBIX JOKYMEHTOB, PETIaMEHTHPYIOUINX BOIPOCHI

yrpaBiIeHus HHPOPMAHOHHEIMU pecypcamu B ctpaHax CHI' (mpoGiieMsl IpuMeHEHUs IIEKTPOHHOTO JOKyMEHTO000poTa
B IIEJIOM, 3JIEKTPOHHOM IOANKCH U T.II. — Ha BEIOOD CTYIEHTA).

6. YueOHo-MeToAu4ecKOe U MH(pOpManHOHHOE o0ecneyeHue AU CUMIJIMHbI

6.1 CrnHCOK HCTOYHHKOB M JINTEPATYPHI
1 TOCT P NCO 23081 NHPopmaumsa n gokymeHTtauums. Npoueccel ynpasneHus
AOKyMeHTamMun. MeTagaHHble gokymMeHTOB. M., 2007 http://www.referent.ru.

2 TOCT P CO 8439:1990. CMBNA,. PaspaboTka 61aHKOB fOKyMeHTauun. OCHOBHble
nonoxeHus. M., 2007 http://www.referent.ru.

3TOCT P NCO 22310 CNBNA. Hdopmaums n jokyMeHTaumsa. TpeboBaHNA K ynpaBAeHUIo
AOKYMeHTaMu, cogep alimecs B ctaHgapTax. M., 2006 http://www.referent.ru.

4 TOCT P NCO 15489-2001. Hdopmauma 1 JoKyMeHTauus YnpasneHue jokymeHTamum. M.,
2007 http://www.referent.ru.

5 MNCO 23081-1:2001 (R). HPopmauua n gokyMmeHTauums. lNMpoueccbl yripaBneHus
AoKyMeHTaMu. MeTagaHHble ana gokymeHToB: YacTb 1 MpuHumnsl. M., 2008
http://www.referent.ru.

6 NCO 22310:2006 (R). Hdopmauma 1 gokyMmeHTaums. PyKOBOACTBO A/15 pa3paboTumnkoB
CTaHAAPTOB, YCTaHAB/IMBAKOLLNX TPeboBaHWSA K yrpaBieHnto gokymeHTamu. M., 2008

http://www.referent.ru.

7 M3K 82045-1:2001 (R). YnpaBneHue gokymeHTamun. Hactb 1MpurHUUNBI 1 MeToabl. M.,
2009 http://www.referent.ru.

8 Mpuka3s MuHuctepcTBa dpmHaHcoB Poccuiickon Pegepaynimnot22.12.2003r.Ne117H
http://www.referent.ru.

OcHoBHas1 JIMTEpaTypa
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HdokymeHTtanuss B HMH(POPMAIMOHHOM OOILNECTBE: YIpaBieHHE JOKyMeHTanued Kak cdepa mpodeccCHoHATBHOM
JeATeNbHOCTH [DNEeKTPOHHbIH pecypc] : noki. u coodu. Ha XIV MexayHap. Hayy.-npakT. kKoH(., 20-21 Hos10. 2007 T.
Pexwm ngoctyma : http://lib.rsuh.ru:34001/macro/29.txt

YnpaBieHrne TOKyMeHTanueil [DIeKTpOHHBIA pecypc] : mpomuioe, Hactosimee u Oyaymee : marepuansl 11 Mexmynap.
Hayd4.-TIpakT. KoH(d., MockBa, 19-20 mapra 2015 r. / MockBa : PITY, 2015. - 545 c. - Pexum pocryma :
http://elib.lib.rsuh.ru/elib/000009821

JononnureabHast

1. Bams0Oepr, X. DiekTpoHHbIE JOKYMEHTHI B apxuBax [['epmanunu] // Oreu. apxussl. — 2004. — Ne 1. — C. 72
—79.

2. Bapmamosa JI.H. Dnexrponssiii moxymenToobopor Kaszaxcrana. IlpaBoBast 1 HOpMaTHBHO-METOINYECKas
6aza. // Cexperapckoe nemo. 2005. Ne 1. C. 50-56.

3. Bapmamoa JI.H. IIpaBoBas u HOpMaTnBHO-METOAWYECKass 0aza 3JIEKTPOHHOTO JOKyMEHTO0OOpoTa
VYxpaunsl // Cexperapckoe aeino. 2005. Ne 2. C.59- 64.

4. Hcnonkom MexayHapoaHoro coBeta apxuBoB B Poccun // Oreu.apxuBsl. 2003. Ne 4.

5. JleontseBa O.I'. PaboTa apXMBUCTOB C AJIEKTPOHHBIMU JOKYMEHTaMU U TEXHOJIOTUSIMHU: 3apy0. onbIT // Oteu.
apxuBsl. 2000. Ne 3. C. 86—90.

6. Hosoxarckuii K.E. HoBas penakuus apxuBHoro 3akona Ykpaussl // Oteu. apxussl. 2002. Ne 3. C.10-12.

7. Jlapur M.B. DOnektpoHHBIE NOKyMeHTH B ympasieHun: Metoxn. Ilocobme./Jlapuan M.B., PrickoB O.U.,
BHUUIAL, 2008. - 208 c.

ApXUBBI M yIpaBJleHHE AOKyMeHTalmei 3a pyoexom: OcHOBHbIe mpoOsiembl: AHamuTnieckuii 0630p / A.H.

Cokoga. M., 1989. 60 c.

6.2 TlepeueHb pecypcoB HHPOPMALMOHHO-TEJIEKOMMYHUKANIMOHHOM ceTn « AHTepHEeT».

HanmonansHas snekrponHas 6nbmmorexa (HOb) www.rusneb.ru

ELibrary.ru Hay4nas snextporHas 6nbnnoreka www.elibrary.ru

OnektponHas 6bubmmoreka Grebennikon.ru www.grebennikon.ru

Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

OdunmanbHbi callT MextyHapogHo# opranmuzaiuu o crangaprusanuu (MCO) [DnekTpoHHBIH pecypc] — Pexnm

noctyna: www.ISO.org

OdunmanbHbil callT MexyHapoHoit anekTporexHudeckor komuccuu (MIK) [OnekrponHslil pecypc] — Pexxum
noctyna: www.IEC.org

Odunmansaenii caiit ARMA International [DnexTponHEIH pecypc] — Pexxnm nocryma: www.ARMA.org
Odunmansaeni caitt IRMA [DnexrporHsIi pecypc] — Pexum noctyma: www.IRMA .org

OdurnmanbHeIi caiiT PenepaIbHOro areHTCTBa 10 TEXHMYECKOMY PETYIIMPOBAHUIO U METPOJIOTHH. — Pexum noctyna:
www.GOST.ru

OdunmanbHbIN callT Beepoccniickoro HayYHO-HUCCIIeI0BATEIbKOT0 HHCTUTYTA JIOKYMEHTOBEICHHSI M apXUBHOTO Jeiia
(BHUNJAL) [DnexrpoHHslii pecype] Pexxum nocryma: www.vniidad.ru

6.3 IIpodeccuonajabHble 0a3bl JAHHBIX U HHGOPMALMOHHO-CIIPABOYHbIE CHCTEMbI

Joctyn k mpodeccruoHanbHBIM 0a3aM naHHbIX: https://liber.rsuh.ru/ru/bases

NudopmanmoHHbIe ClIpaBOYHBIC CUCTEMBI:
1. Koncynsrant [lmoc
2. Tapanr

7. MaTtepuajbHO-TeXHHYeCKoe o0ecneyeHue AUCHMIIIMHbI
Jis obecriedeHnsT AUCIUILTHHBI HCIIONB3YETCS MaTepHaTbHO-TEXHHYECKas 0a3a 00pa30BaTENFHOTO YUPEKICHHS:
y4eOHbIC ayTUTOPUHU, OCHAMIEHHBIC KOMITBIOTEPOM U IIPOCKTOPOM TS JEMOHCTPALUHN YISOHBIX MaTepPHAJIOB.

CocTaB nIporpaMMHOTO 00ecTIeueHUS:
1.  Windows


http://www.vniidad.ru/
http://www.GOST.ru/
http://www.IRMA.org/
http://www.ARMA.org/
http://www.IEC.org/
http://www.ISO.org/
http://elib.lib.rsuh.ru/elib/000009821
http://lib.rsuh.ru:34001/macro/29.txt
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2. Microsoft Office

8. ObGecnieuenne 00pa3oBaTeILHOIO Mpouecca ISl JML € OTPAHHMYEHHBIMH BO3MOKHOCTSIMHM 30POBbSl U
HHBAJUA0B

B xozme peamu3alnuy AMCUUILIMHBI HCHOJB3YIOTCS CIENYIOIINE NOIONHHUTEIbHbIE METOIBl OOYYCHHUS, TEKyIIero
KOHTPOJISl yCIIEBAEMOCTH M IPOMEXYTOYHOM aTTecTaluu OOyd4alolmuXcs B 3aBHCUMOCTH OT WX WHAWBUIYaIbHBIX
0COOEHHOCTEH:

® JJIsA CJICIBIX U CJ'[a6OBI/II[$IH_U/IXI JICKIITUU O(I)OpMJ'ISHOTCSI B BUJIC DJICKTPOHHOI'O JOKYMEHTA, JOCTYIIHOT'O C ITIOMOIIBIO
KOMIIBIOTEpPA CO CHEHUAIM3UPOBAHHBIM MNPOrpaMMHBIM o6ecnequHeM; IIMCBMCHHBIC 3aJaHUsl BBIIIOJHAIKOTCI Ha
KOMIIBIOTEPE CO CIEHUATM3UPOBAHHBIM IPOrPaMMHBIM OOECIICUYCHHEM WIIM MOTYT OBITH 3aMEHEHBI YCTHBIM OTBETOM;
obecrieunBaeTcsl MHAMBHIyaJbHOE paBHOMEpHOE ocBemieHne He MeHee 300 JFOKC; IS BBIIONHEHUS 3aJaHus IpH
HEOOXOJUMOCTH TPEJOCTABISETCS YBEJIMYMBAIOLICE YCTPOMCTBO; BO3MOXKHO TaKXKe HCIIONb30BAHHE COOCTBEHHBIX
YBEJIMYUBAIOIINX YCTPOUCTB; MMCEMEHHBIE 3aaHus OQOPMIIIOTCS YBEIMYESHHBIM MIPH(TOM; IK3aMEH M 3a4ET MPOBOJISTCS
B YCTHOH (hOpMe HJIH BBITIOJIHSIOTCS B MIMCBMEHHOM (hOpMe Ha KOMIIbIOTEpE.

® JUUISI TITYXHX U CabOoCIbIIanyX: JeKIUH 0QOPMIITIOTCS B BHJIE JJIEKTPOHHOTO JIOKYMEHTA, JIN0O0 MpeI0oCTaBIIseTC s
3BYKOYCHUJIMBaromiasd arnmnaparypa UHANBUAYAJIbHOT'O IMMOJb30BaHNA; MMCbMEHHBIC 3aJaHUs BBINTOJTHAIOTCA Ha KOMIIBIOTECPE B
MMMCbMEHHON (OopMe; dK3aMeH M 3a4ET NPOBOISATCS B NMHCBMEHHOH ()OpME Ha KOMITBIOTEPE; BO3MOXKHO MPOBEJCHUE B
(dhopme TecTUpOBaHUSI.

® UIA JUI C HApYUICHUSAMMU OIIOPHO-ABUIaTCIIBHOTO armapara: JICKOHUU O(I)OpMJ'[HIOTCS[ B BHUIAEC DJJICKTPOHHOI'O
JOKYMEHTA, IOCTYITHOTO C IIOMOLIBI0 KOMIIBIOTEPa CO CIIENNATH3UPOBAHHBIM IIPOTPaMMHBIM 00€CTIeYeHHeM; THChMEHHBIC
3aJaHMs BBIIOJHAIOTCA HAa KOMIBIOTEPE CO CIICLHMATM3HPOBAHHBIM IPOTPAaMMHBIM obecredeHHeM; JK3aMeH M 3auéT
MIPOBOASATCS B YCTHOH (hOpME MM BBINIOJHSIOTCS B MMCBMEHHOW (hOpMe Ha KOMIIBIOTEpE.

Ipu HEOOXOAMMOCTH MPELyCMaTPUBACTCS YBEIMUYCHHE BPEMEHH [UIs TOATOTOBKH OTBETA.

[Mpouenypa mnpoBeneHHsT NPOMEXKYTOYHOW arTecTaly [yl OOydYaloIMXCsl YCTaHaBIMBaeTcsd C Y4€TOM UX
WHIMBHUIYAIBHBIX TNcuxoduinueckux ocobeHHocreil. [IpoMexyTouHas arTecTalyss MOXKET NPOBOAUTHCS B HECKOJIBKO
9TaroB.

IIpu mpoBeneHMM MPOIEAYPHl OLEHUBAHUSA PE3YJABTATOB OOyYEHHUs IpPeIyCMaTpUBACTCS HCIIOJIB30BAHUE
TEXHUYECKHUX CPEICTB, HEOOXOAUMBIX B CBSI3H C HHIMBHIYaIEHBIMH OCOOCHHOCTSIMH O0YYalOIIUXCs. DTH CPEICTBA MOTYT
OBITh NPEJOCTABICHEl YHHBEPCUTETOM, HJIM MOT'YT UCIIOJIB30BAThCS COOCTBEHHBIE TEXHUYECKHE CPEICTBA.

[IpoBenenne mponenypsl ONEHUBAHHS PE3YJIbTATOB OOYYEHHs JIOMYCKAeTCsl C HMCHONB30BAHMEM JHMCTAHIIMOHHBIX
00pa30BaTebHBIX TEXHOJIOTHH.

OO6ecnieunBaeTcst AOCTYI K MH(POPMAIIMOHHBIM M OMOIMOrpaduueckuM pecypcam B ceTH MHTEepHET Al KasKaoro
oOyuatorierocs B popmax, afaiTHPOBAHHBIX K O'PAHUYEHHSM HX 3[J0POBbSI M BOCIIPHUATHS HHQOpMALIUH:

® JIUIsl CIICTIBIX M CITA0OBUISIIMX: B [I€YaTHOW (DOpMeE yBeIHMUYEHHBIM IIPU(PTOM, B pOpMe 3JIEKTPOHHOIO JOKYMEHTA,
B opMme aynuodaiina.

® JUIS DIIyXHX M CIa0OCIBIIANINX: B IEYaTHOH (opMe, B popMe 37IeKTPOHHOTO TOKYMEHTA.

e st o0y4aloUmIMXCsi C HapyIIEHUSMH OIOPHO-IBHIaTENIbHOrO anmapara: B Mme4aTHoi ¢opme, B ¢opme
AJIEKTPOHHOTO IOKyMEHTa, B popMe ayauodaiina.

Y4eOHbIe ayIUTOPUHU IS BCEX BUAOB KOHTAKTHOW W CaAMOCTOSTENBHON PabOTHI, HAyYHAs OMOIMOTEKa W WHBIC
MTOMEMICHUS I 00YYEeHUS OCHAIICHBI CTIEHAFHBIM 000PYIOBaHIEM U YICOHBIMU MECTAaMH C TEXHIHYSCKIUMH CPEJCTBAMU
o0yJeHHS:

® JUIsS CJICTBIX M CIa0OBHIAIIMX: YCTPOWCTBOM I CKaHHUpOBaHWsA W ureHHs ¢ kamepoii SARA CE; mucmieem
Bpaiing PAC Mate 20; npunrepom bpaiins EmBraille ViewPlus;

® JUIS TIIyXUX U CIa0OCIBINIANIMX: aBTOMATU3UPOBAHHBEIM PabOYMM MECTOM ISl JIIOACH C HApyIICHHEM Clyxa U
CITa0OCHTBIIAIINX; aKYCTUISCKUNA YCUIIUTENb M KOJIOHKH;

e yisi OOy4alOUUMXCSd C HApYIIEHUSIMU OIOPHO-JABUTaTEIbHOTO afmapara: IMepPEeABIKHBIME, PETyINpyeMbIMU
spronomudeckuMu napramu CH-1; KOMITBIOTEpHON TEXHUKOH CO CTICITHATEHBIM IPOTPaMMHBIM 00€CIICUCHIEM.

9. Meroauyeckue MaTepuajbl
9.1 IlnaHbl CEeMMHAPCKMUX 3aHATUI

Tema: MexyHapo Has MOJIUTHKA B chepe yrpaBiieHHs TOKYMECHTaMU
Pa6ora ¢ opunmansaeiMu caiitamu OOH, FOHECKO wu 1.m1. [Tom6op JOKYMEHTOB IO 3aJaHHOM Teme, paboTa ¢
HHUMH.

Tema: MexyHapoaHbIe OOIIECTBEHHBIE OpraHU3aIlNH, paboTaromue B 3Toi chepe (2 gaca)

Pabora ¢ odurmansHbIME caliTaMn MeXIyHapOAHBIN TPECT 110 yrpaBieHuo fokyMenTanueil (International Records
Management Trust), Accormaius yrpaBIIsSIOMIUX JOKyMEHTaNueH u aaMuHUCTpaTopoB (Association of Records Managers
and Administrators), u Ipyrux oOuiecTBEeHHBIX opranuzanuid. [Ion0op TOKyMEHTOB 0 3aaHHOI TeMe, padoTa ¢ HUMH.
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Tema: EBpocoro3 u ero nonutuka B cdepe ynpasieHus: JokymeHtamu.Pabora ¢ odunuanbHeiMu caidTaMu U Ap.
[Mombop MOKYMEHTOB 110 3alaHHOI TeMe, paboTa C HUMH.

Tema: Yr[paBneHI/Ie JAOKYMCHTAaMH B pa3BUTLIX CTPAHAX MHUPaA.

IInan:

1. OOcyxneHue co CTyA€HTaMH COBPEMEHHOW CHUTYalllH, CIIOKHBILICHCS B cepe yInpaBIeHHH JTOKyMEHTaluel B
pa3HBIX CTpaHax MHpA.

2. 3aciylIMBaHUE AOKJIAJ0B U 3CCE, MOArOTOBIEHHBIX CTYACHTaMH MO JaHHOo# TeMe. CTpaHa 1o BEIOOPY CTyJIeHTa.

3. AHanm3 Moiy4eHHOW WH(POPMANUU Ha TIPEAMET 3aNMCTBOBAHHS 3apyOEIKHOTO OITBITA.

Tema: Ynpasnenue nokymentamu B crpanax CHI'

[Lnan:
1. OOcyxaeHue co CTyICHTAMU COBPEMEHHOM CUTYaIlH, CIOKUBIICHCS B cepe YIpaBICHUN JTOKyMEHTAIUCH B
ctpanax CHI'.
2. 3aciymdBaHHe IOKJIAJ0B M 3CCE, MOATOTOBJICHHBIX CTyICHTaMH MO MaHHON Teme. CrTpaHa 1o BBIOOpY
CTYJICHTA.

3. AHamm3 noixydeHHOW MH(OpMAaIuM Ha MPEAMET 3aMMCTBOBAHMS OIBITA YIPABJICHHUS HOKYMEHTalMEH CTpaH
CHTI'.
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