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1. IlosicHuTEeIbHAA 3aIIUCKA
1.1. lean u 3agau JAUCHUILIHHDI

Lenp nucuMmianHbl CcOOTHeceHa ¢ pesyinbratoM ocBoeHus OII BO (popmupyembiMu

KOMITETCHITHSIMHU ).

He.]'[b AUCHUIVIMHBI - M3YYCHHUE TCOPCTUYCCKUX HpO6J'IeM U TPUKIAJHBIX ACIICKTOB

nH(pOpMaTU3allMd AapXUBHOIO JieJla, OCHOBHBIX  HAaNpaBlieHUN BHEIpPEeHUs WHGOPMAIIMOHHBIX
TEXHOJIOTUH B IEATEIILHOCTD apXHBa.

3agaum AMCUUILINHBI:

1) u3yyeHre  OCHOBHBIX TMOHSTHH, HCIOJB3YeMbIX B  Mpollecce  NPUMEHEHUs
MH(OPMALIMOHHBIX TEXHOJIOTUI B apXUBHOM JIEJIE;

2) u3y4yeHue UCTOPHH MEXaHU3AllMU U aBTOMAaTH3aI[Mi apXUBHOTO Jieia B HaIllel cTpaHe U
3a pyoexKoM;

3) u3ydeHre HOPMATHBHO-IIPABOBBIX OCHOB MPUMEHEHHs] MH(GOPMAIIMOHHBIX TEXHOJIOTUN
B apXUBHOM JIeJIC;

4) u3ydyeHne TeXHUUECKOTrO U MPUKIAJTHOTO IPOTPaMMHOTO 00€CIIeYeHHsI, CTIONb3YEMBbIX
TIPH OpPraHU3aIluu JICKTPOHHOTO

JOKYMEHTO00OpOoTa, HH(POPMAIIMOHHOM  O0ECIIEYeHUH  YOpPaBIEHUS, OpraHu3aluu
apXI/IBHOFO XpaHeHI/If{ }IOKYMCHTOB Ha TpaI[I/IIII/IOHHI)IX nu SHGKTpOHHBIX HOCHUTCIIAX,

5) u3ydeHWe NPUHILMIIOB BBHIOOpA U OpraHU3alMd BHEAPEHUS H HUCHOIb30BaHUS
TEXHHYECKOTO M MPOTPAMMHOTO 00SCIICUCHHUS,

6) uzydeHne HMH(POPMAIMOHHBIX CHUCTEM M OCHOBHBIX HH(OPMAIMOHHBIX PECYpPCOB B
ApXUBHOM JIeJIC;

7) U3y4eHHe W aHalu3 CPEJCTB 3amMThl MHpOpMamuu B MHPOPMAIMOHHBIX CUCTEMAX,
I/ICHOJ'[B?,yeMI)IX B apXI/IBHOM aelie.

1.2. ®opmupyembie KOMIETEHIIMH, COOTHECEHHBIE C IUIAHHUPYEMBIMU pe3yJlbTaTaMu
O6y‘-I€HI/I$[ 110 JTUCHOUITJINHEC:

1.2. Hepeqeﬂb IJIAHUPYEMBIX PpPE3yJIbTAaTOB Oﬁy‘lel-ll/lﬂ nmo AUCHUIIJIMHE, COOTHECCCHHbIX C

HHIMKATOPAMU JA0CTHKEHUS KOMIIeTeHIU i

Komnerenuus HNnapukatopsl Ilepeyenr mJIaHMPyeMBbIX PpPe3yJabTATOB
(Kol 1 HAMEHOBAHUE) KOMIIeTeHII Ui 00y4eHHUsI 1O AUCUMILJINHE
(KoJ ¥ HAaMEHOBAHHUE)
OIIK-4. Crnocoben | OIIK  4.3.  OGnanmaer | 3HaTb — OCHOBHbIEe HH(GOPMAIMOHHbIE
MMOHUMATh IPUHLIMIBI | HABBIKAMH oubnmorpaduyeckue pecypcsl 1o
paboThl  COBPEMEHHBIX | MCIOJIB30BAHUS JIOKYMEHTOBEJICHUIO M  apXHUBOBEJCHUIO;
MH(POPMALMOHHBIX UH(POPMALIMOHHO- TUIIOBOE  TPOrpaMMHOE  oOeclieueHue,
TEXHOJIOT U U | KOMMYHHKAIIMOHHBIX npuMeHsemMoe JUisi  (QyHKUMOHMPOBAHUS
UCHOJb30BaTh MX JUIS | TEXHOJNIOTUH B cdepe | aBTOMaTH3UPOBAHHOM CUCTEMBI
pelieHus 3aj1a4 | JOKyMEHTAllHOHHOTO LEHTPaJIN30BaHHOTO y4yeTa JOKYMEHTOB
npogeccuoHaIbHON oOecrieueHHs ynpaBieHus! | ApXUBHOTO donna PO,
NeSITeNIbHOCTH; Y apXUBHOTO Jiea ABTOMaTHU3UPOBAHHOTO LEHTPAIBLHOTO
(GboHIOBOTO KaTasiora
YMeTh — OCYIIECTBISATH MOMCK Hay4YHO-
TEXHUYECKOH MH(pOpMamuu 1o  CBOEH
npodeccuoHanbHOM NeSITeNIbHOCTH;
pa3bupatbcss B 0a30BBIX  acleKTax
(GYHKIIMOHUPOBAHUS COBPEMEHHBIX

HH(bOpMaLII/IOHHBIX CUCTCM B ApPXUBHOM
JCIIC.




Baaners -  HaBbIKAMHM  HCIHOJIB30BAHUS
KOMITBIOTEPHOH TEXHUKH u
MH(POPMALIMOHHBIX TEXHOJIOTHUH,
OCHOBHBIMH ~ METOAAaMH, CIocob0aMu U
CpeICcTBaMu HOJTyYeHUS, XpaHeHUs,
nepepaboTkn  WHPOpMaNUM»; HABBIKAMH
BbIOOpa NPOTrpaMMHOTO OOECICUeHUs s
nH()OPMAITMOHHOTO obecrieueHus
JeSITeIbHOCTH APXHBOB.

1.3. MecTo mucuMnIMHbI B CTPYKTYpe 00pa3oBaTeIbHON NPOrpaMMbl

Jucuummna «MHpopMaMoHHbIE TEXHOJIOTMH B apXUBHOM JIEJIe» OTHOCUTCS K 00s13aTebHON
JacTH OJIOKa JUCITUTIINH Y4eOHOTO TUIaHa.

Jnist ocBOEHUS AUCHUILTUHBI HEOOXOAUMBI 3HAHUS, YMEHUS U BIaJeHHs, c(HOPMUPOBAHHbBIE B
XOl€ H3yYeHHs CIEIYIOUMX AWCHMIUIMH W TPOXOXAEHHWS TpakTuk: — «MHpopMmanmoHHas
sBpucTHKay; «MHbpopMmaTkay; «H(POpMAIIMOHHBIE TEXHOJIOTUN», K APXUBOBEICHHUEY.

B pesynpraTe OCBOEHUWS AMCHUIUIMHBI (OPMHUPYIOTCS 3HAHUS, YMEHHS M BIIAJACHUS,
HE00XOIUMBIE JIS1 U3YUYECHHUS CICAYIOUINX AUCIUILINH U TPOXOKACHUS PAKTHUK:

«CHCcTeMBl XpaHEHHUsS 3JEKTPOHHBIX JOKYMEHTOB»; «Co3maHue W OKCIUIyaTalus apXHUBOB
our(poBaHHBIX TOKYMEHTOBY» U «VICTOpHUECKUE HCTOYHUKH B HH(POPMAIIMOHHOM OOIIIECTBEY.

2. CTpyKTYypa AMCUHUIIIMHBI
O6m1ast TpyA0EMKOCTh TUCIMIUIMHBI COCTABIISIET 2 3.€., 72 aKaJIeMHUYECKUX YacCOB.

CTpyKTypa IHCUMILIMHBI I 04HOI opMbI 00yUeHMsI

O6bvemM jauctUmIuHBI B (popMe KOHTAKTHOM paboThl O00ydaromMXCsl C TMeJarorn4ecKuMu
paboTHUKaMU W (WJIM) JUIAMH, TPUBJICKAEMBIMU K peaju3alii 00pa30BaTeIIbHOW MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, IPU MPOBEICHUH YIeOHBIX 3aHATHH:

Cemectp | Tum yueOHBIX 3aHATHIA KonuuectBo
4acoB
6 Jlexuuu 16
6 JlaGopaTopHble pabOThHI 24
Bcero: 40

O6beM aucHUIUIMHBL B (OpME CaMOCTOSATENbHOM paboThl 00y4YaroIIMXCsl CcocTaBisieT 32
aKaJIeMUYECKUX Yaca.

3. Conepxanue M CHUILTHHBI

Ne | HammeHnoBaHue pasnena | Conepxxanue
JUCIHIIJINHBI
1 1.BBenenue. [Ipenmer, uenp u 3amaun  kKypca. HcTouHukn wu
nuTeparypa 10
Kypcy. XapaKTepucTuKa 3aKOHOJATEJIbHEIX,

HOPMAaTUBHBIX u METOANYCCKUX JOKYMCHTOB,
HAaIlMOHAJIBHBIX M MEXKIYHapOAHBIX CTaHJApTOB IO
n3ydaeMon npobiematike. MecTo Kypca cpeu Ipyrux
IUCLUUIUIMH. B3auMocBs3p Kypca ¢ JUCHMIUIMHAMHU
«JlokymeHTOBeIcHHE», «OCHOBBI M TEXHOJIOTHS




JTOKYMEHTAIIMOHHOTO 00ECTICYCHHS YIIPABICHUS» U JIp.
OcHOBHbIE MOHATHUSA Kypca: MEXaHU3alus,
aBToMaTH3anusa u uapopmatuzanusa JJOY u apxuBHOTO
nena, nH(pOpMaITMOHHBIC TEXHOJIOTHH (UT),
uHpopmannonnsie cucrembl (MC), koprmopaTHBHBIE
MH(OPMALIMOHHBIE CHCTEMbI, AaBTOMATH3UPOBAHHBIC
cuctemsl JIOY (AC IOVY), aneKTpoHHBIE TOKYMEHTHI,
3JIEKTPOHHBIN apXuB, apXuB 3JEKTPOHHBIX
JIOKYMEHTOB, ABTOMAaTU3UPOBAHHbIE apXUBHBIE
TexHoJoruu U Ap. ComnocraBieHUe MEXKIyHApOIHOU U
OTEYECTBEHHON mNpoduiIbHON TepMuHONIOTHH. Poib
Kypca B COBEPIICHCTBOBAHUHU OpraHMU3alMHU pabOTHI €
JOKYMEHTaMH B yNPaBICHUH, CO3JaHUN ONTUMAJIbHBIX
yCIOBUH  pabOThl  CIY)KO  JTOKYMEHTAIIHOHHOTO
obecrieyeHHuss YNpaBIeHUS MW apxuBa. 3HAYECHUE
nH(pOpMaTU3alUd apXUBHOTO Jejla Ha COBPEMEHHOM
srare. OCHOBHbIE HWH(OPMALMOHHBIE TEXHOJIOIHH,
npumensiemble B JIOY u  apxuBHOM  [iene.

WNudopmannoHHsle CBOMCTBA JIOKYMEHTOB.
3aKOHOMEPHOCTH pPOCTa W CTAPEHUSI JTOKYMEHTHOH
uHpOpMaLnH.

ABTOMaTH3UpOBaHHbIE  MH()OPMAIIOHHO-TIOMCKOBBIE
cucTeMbl U UX Kinaccuukanus. OtpacneBas cucrtema
HAay4YHO-TEXHUYECKOW  wHpopMamuu B 00JacTu
AOKYMCHTOBCACHUA U apXHUBHOT'O JCJIa.

Pazgen 2. Uctopus MexaHuszanuu u
aBTOMAaTHU3AINU

apXMBHOIO JI€JIa B HAIIEW CTpaHe U
3a pyoexxom

DTanbl aBTOMAaTH3allMKd apXUBHOTO jena B koHie XIX
— KOHIIE

XX BB.. pa3BUTHE TEXHUYECKOTO OOecTeueHHs,
HOCHUTEJIeH uH(popMalum, MPOrPaMMHOTO u
JUHTBUCTUYECKOTO oOecnieueHus. llepBble 1EHTpBI
XpaHEHUsI MalIMHOYUTAEMbIX JIOKYMEHTOB: apXHUBBI
OTPACIIEBBIX BBIUUCIUTENBHBIX LIEHTPOB U TJIABHBIX
BBIYMCIUTEIbHBIX LIEHTPOB (I'BLI). Bnusinue
aBTOMATHU3allUM B OpraHax Hay4YHO-TEXHUYECKOU
nnopmanuu (HTU) na apxuBHOE neno. YUeTHbIE U
MH(POPMALIMOHHO-TIONCKOBbIE  aBTOMAaTHU3WPOBAHHBIE
cucTeMbl B apxuBax. [lakeThl MpUKIaJHBIX TpOrpaMm
UL apXuBHOTO Jena. MH)OpMaoHHO-TIOMCKOBBIE
Te3aypychl. MexapXuBHbIE  aBTOMAaTU3UPOBAHHBIE
NIIC.  ABTOMaTu3MpOBaHHasg  CHUCTEMa  HAy4yHO-
texunyeckod wuHpopmanmu (ACHTU) Ha ocHOBe

[enTpansHOrO
¢dongoBoro karamora (LIPK) rocymapcTBeHHOTO
apXUBHOTO donna CCCP. ApxuBOBeJIEHUE

MalmHO4YHTaeMbIX gokymeHToB (MYJ/l). Brenpenue
MH(POPMALIMOHHOTO MOX0/1a B apXUBOBEACHHE. Tpyabl
B.H. ABtokparosa, K.b. I'enbMmana-Bunorpanosa, K.H.
Pynenscon, P.H. Epumenko u ap.

[IpuMeHeHne aBTOMAaTU3UPOBAHHBIX CUCTEM 00pabOTKH
M300paeHWl Uil pecTaBpallid  JIOKyMEHTOB
(ACOU3).




OmnbIT aBTOMATH3aIMKA apXUBHOTO JieNa 3a PyOeKoM B
1940-

1970-e rr. OGCyx)nenue mnpobiem WHPOpPMATU3ALUU
apxuBHOro Jena Ha koHrpeccax MCA, co3naHue
Komurera no aBromatuzanuu MCA. Madopmaruzanus
B crtpanax CIHIA, 3anmannoii EBpombl, ctpanax COB.
Coznanue AUIIC, Hay4aJo IIPUMEHEHHUS
KOMITBIOTEPHBIX CETeH,

CO3JlaHUE  apXMBOB  MAIMHOYHMTAEMBIX  JAHHBIX.
ApXUBOBEJICHHE MAIIMHOYUTAEMBIX JIOKYMEHTOB 3a
pyoexom. Tpynmer [Ix. Poynca, JIx. Tecroma, Y.
Hommapa, M. Keppoaa.

Pasnen 3. HopmaruBHo-npaBoBas
6a3a nHpopmaTu3au
ApPXUBHOTO nena.

Pernamenranust nH(pOpMaTH3aIMK apXUBHOTO JeNa B
pOCCHIICKOM  3aKOoHOnareiabcTBe. 3akoH PD  «O6
nHpopManuy, WHOOPMANMOHHBIX TEXHOJOTHIX H
3amute uHbopManuuy, «0OO0 apxXuBHOM Jene B
Poccuiickoit ~ ®denepauun»,  3aKOHbl  CyOBEKTOB
denepanuu U Ipyrue HopMaTHUBHBIE akThl. [IpoOiembl
aBTOPCKOTI'O IIpaBa U JocTyna K 0a3aM JaHHBIX, 3aLUTHI
nHpopmanuu,  uWHQOpPMAIMOHHOW  OE30MaCHOCTH.
Pernamenranus BOIIPOCOB UHPOpPMATHU3ALUT
apXMBHOTO Jejla B NocTaHOBJIEeHUsX [IpaButenbcTBa
P®, cybwekroB Qenepanun, npuxaszax PocapxuBa u
JpYruX HOpPMaTUBHBIX akTax. denepaibHble U
pernoHaNbHbIe TPOrpaMMbl HH(OpMaTH3AIMH aPXHBOB.
Konnenmus wHbopMaTH3anuu apxuBHOTO jaena B PD,
IporpaMma uHpOpMaTU3ALUU ®denepabHOTO
apXHUBHOTO areHTCTBa u noJ-
BEJIOMCTBEHHbIX eMy yupexaeHuit Ha 2011-2020 rr.
HopmartuBHo-mMeToanueckue paspadotku PocapxuBa u
apxuBHbBIX  yudpexacHuil.«IIpaBuwia  opraHusauuu
XpaHEHMs, KOMILJIEKTOBAHMSI, yU4€Ta U HCIOJb30BaHUS
JIOKYMEHTOB...» B TOCYJIapPCTBEHHBIX, MYHHUIIUIATbHBIX
apxumBax, My3esx, OuOnmorekax, apxuBax PAH 00
uHpOpMATU3ALMN  apXUBHOTO Jlela W  XPaHEHUH
3IEKTPOHHBIX JIOKYMEHTOB. Konuenuus
uHpoOpMaTH3aMU  apXWBHOTO Jaena B Poccuwy;
oTpaciieBasi mporpamMma HH(pOpMaTH3AIUK APXUBHOTO
nena B Poc-
cun. GenepanbHas 1eneBas NporpaMma «JIEKTPOHHAsS
Poccus» na 2002-2010 rr. (2002 r.) U apXwuBHIL
[lepcriekTHBHOE U TEKyllee IJIaHUPOBAHUE PAOOTHI IO
uHpopmaruzanuu  orpaciau. [lmamst HHWP. Pomnb
®enepanpHoro apxuBHoro areHrcrea 1 BHUMIA/L
Lentp wuHpopManMOHHBIX TexHONOrMi PocapxuBa.
JledaTenbHOCTh DKCIEepTHOU KOMHCCUHU o
aBTOMATHU3HPOBaHHBIM ApXUBHBIM  TEXHOJOTHUSIM
PocapxuBa. Cexmuss IIC Poccuiickoro o0rmecTBa
ucropukoB u apxuBuctoB (POUA) «DnexTpoHHble
JOKYMEHTBl M apXHBBI: TPOOJEMBI U PEIICHUN.
MexayHapoansie (opMaThl U CTaHIAPTHI OMHCAHUS.
Crangapt ISADC(G) (1994).




Pazgen 4.

OcHOBHBIE OOBEKTHI W TPHHIIHUITHI
aBTOMATH3AlAN
ApPXUBHOTO JIeTa.

OOBbeKThl, MPUHLMUIIBL, LIETH, 33Ja4d W HaIpaBlICHUS
nH(popMaTH3aIu ApXUBHOTO nena. Buast
MH(GOPMALIMOHHBIX ~ TEXHOJIOTUH, TMPUMEHSIEMBIX B
apXUBHOM JIeJI€.

Opranuzanus uHQOpMATH3AIMK HA YpPOBHE apXHBa.
[InanupoBanue pabotrel 1o BHeapeHuto AAT B
apxuBax. [Iporpammbl uHbOpMaTH3alMU OTAEIBHBIX
dbenepanbHBIX, ICHTPAIBHBIX PECIyOJUKAHCKUX U

rOCYyJIapCTBEHHBIX KpaeBbIX, 00JIaCTHBIX,
MYHHIUITIAJIbHBIX apXUBOB. CtpyKkTypHBIE
MoApa3IeICHUs apxuBa, OTBEYAIOLINE 3a

nHpopmaruzanuto. Jtansl BHeapeHuss AAT B apxuse.
Oranet  BHenpenuss AAT B apxue. BriOop
NpOrpaMMHOTO  o0ecreyeHus ©  pa3paboTyuka.
CxiiagpiBaHH€ COBPEMEHHOTO pBhIHKA MPOTPaMMHOIO
obecrieyeHnss B 00JacTH apXuBHOTO jeina. LIeHTpbI
pa3paboTYUKK TpOrpaMM JJisi apXHUBHOW OTpaciu:
apX¥WBBl,  CHCTEMHBIE  MHTETPAaTOpbl,  HAy4YHBIE
yupexnaeHus W By3bl. llocraHoBka 3amaud U
TeXHUUYeckoe 3anaHue. JloroBop ¢ pa3pabOTUMKOM.
¥YcranoBka

u ajanTamus MpOrpamMMBl. [Ipobnema
KOHBEPTHPOBAHUS TaHHBIX B

HOBBIE BepCHH ITporpamMmMbl. OOydeHune mepcoHaia.

Paznen

5. ba3spl [OaHHBIX B

apXMBHOM JIeJIe.

Cucremsl ympaBiieHus 0a3aMu JaHHBIX, IPUMEHSIEMbIC
B apXuB-
HOM jene. PensiuuoHHas U uMepapxuyeckas CTPyKTypa
6a3bl nanHbIX.IlocTpoenune nudonoruueckoit Moaenu u
natanorndeckoil Mmoaenu bJI. Beibop TuoB o0BHEKTOB,
ux  aTpubyToB,  UACHTU(PUKATOPOB  OOBEKTOB,
OTpe/ieNieHue THUIOB CBSI3€H, BHIOOP MOJEIH JAHHBIX,
CTPYKTYPUPOBaHHUE JAHHBIX, TPOCKTUPOBAHHE OTUYETOB.
[IpoGnema co3maHust THUMOBOTO (OOIIEOTPACTIEBOTO)
nporpaMMHOTO  obecrnieuenusi.  DyHKIIMOHATBHBIN

OIXOJ (pa3paboTku BHUU-
JNAJl) u wuHTEerpupoBaHHBIH moAX0oA (pa3paboTku
Pocapxuga). WuTerpupoBanHas MOJICTTb

MH(OPMALIMOHHON CHUCTEMBl apXuBa, OCHOBAaHHOM Ha
MHOIOYpOBHEBOM omnucaHud. CucTeMBl YIpaBlIeHHS
0azaMM  JaHHBIX, TPUMEHAEMBIE B  apXUB-
HOM JIeJIE.

Paznen

6. [Ipuknagnoe

nporpaMMHOe obOecrieyeHue Uit
ABTOMATU3UPOBAHHBIX  APXUBHBIX
texHosoruii (AAT).

Bunel u pa3HOBUIOHOCTM  aBTOMAaTU3MPOBAHHBIX
MH(OPMALIMOHHBIX ~ CHUCTEM B  apXMBHOM  JieJIe.
[Tpu3Haku knaccupukau MHOOPMAIIMOHHBIX CHUCTEM:
YpOBEHb MHTETpAllUd JAHHBIX B paMKax apxuBa,
Ha3HAuYE€HUE CHUCTEMBbl (ydeTHas, HH(OPMAIMOHHO-
MOMCKOBas, aJMHUHHCTPATUBHO-YyNIPaBICHUECKas);
GyHKIMH ~ CHCTEMBI (yuer, KOMIUIEKTOBAaHHE,
CIIPaBOYHO-IIOUCKOBBIE CPEJICTBA, HCIIOJIB30BAaHUE U

ap.);




YPOBEHb ONMCAaHUs  JAHHBIX  (MEKapXUBHEIE,
MeX(OHIOBBIE, BHYTPU(POHIOBBIE); OOBEKT OMHCAHUS
(pona, omuck, A€NO, TOKYMEHT); BUA TPAIUIIMOHHOTO
CIPaBOYHHKA (3JIEKTPOHHAS OMUCH, KATaJOr U JIp.); BU]
apXMBHOTO yupexaeHus (MHPpOPMAalMOHHBIE CHCTEMbI
JUIS  apXMBOB OpraHM3alfii, TOCYJapCTBEHHBIX H
MYHHIHITATEHBIX apXHBOB,
OpraHOB yIpaBJIEeHUS apXUBHBIM JejoM), ¢dopma
peanmzauuu (IIK n JIBC, UHTepHeT, THpaXXxupoBaHUE
Ha HOCHUTEJISIX).

COBpeMeHHBIe ABTOMATHU3UPOBAHHBIC APXUBHBIC
TEXHOJIOTHUH:

nporpamMmmal JJIs aBTOMaTHu3alnun yucTa,
KOMINIJICKTOBaHU A, SKCIICPTU3BI HEHHOCTH, obecnieueHus
COXPAaHHOCTHU, HUCIIOJIB30BaHUA JOKYMCHTOB,

aBTOMATHU3HpPOBaHHBIE  HMH(POPMALIMOHHO-TTOMCKOBBIE
cuctembl. HTEerpupoBaHHbIE MHOTO(YHKIIMOHATHHBIS
nporpammbl. UHpopManimonHsie mpomeccsl U PyHKITUN
B CUCTEME «Yuer ApPXUBHOTO dbonma
(Uucodr). O6meoTrpacieBas cucremMa
ABTOMATHU3MPOBAHHOTO y4YeTa JOKYMEHTOB APXHBHOTO
dbonga PD. Ilporpammbl  «ApXHBHBIA  (OHIY,
«DOoHIOBBIN KaTamor». MexapXuBHbIE 0a3bl JTaHHBIX
(peecTp YHUKaANBHBIX TOKYMEHTOB ApXuBHOTO (hoHIA,
aBTomarusupoBanHblii LIPK, «ApxuBHas Poccuka» un
ap.). HWudopmatuzammss  apXMBOB — OpraHH3allvU.

OcHoBHbIE poOIeMbI KOMIIBIOTEPU3ALUU
nHpopmanmonHoro noucka. UIIC noxymeHTanbHbIC U
¢axTorpapuueckue. Knaccudukanums
MH(POPMALMOHHO-TTOMCKOBBIX A3BIKOB.
becresaypycHblil

nouck.  Tesaypycbl M HMX  pEAAKTUPOBAHUE.
Knaccuukaropsl JOKyMEHTHOW HHPOpPMALUU — HX
yHubuKauusg u penaktupoanue. CraHIapTU3alUsL
¢dbopmaroB OIKMCAHUSA JIOKYMEHTOB. EKJIN.

ONEeKTpOHHBIE  IIyTEBOAMTENN, OIMCH, KaTaJorH,
ykazarenu. MexapxuBaele AMIIC. bank paHHBIX
«Kuura mnamsatu», «ApxuBHas Poccuxay, ALIOK.
ITonHOTEKCTOBBIE AUIIC. WNHurerpupoBaHHble
ITOMCKOBBIE

CHUCTeMBl M MporpaMMHoe oOecreueHue M HX
peanuzauuu. OmnbiT ['maBapxuBa r. Mocksel, ["TAPO,
ApxuBa PAH, pernonanbsbsix apxuBoB. [IporpamMMHbIit
koMmiuieke  «Kawmcca-ApxuB» W €ro  BHEAPEHHE.

MexnyHapoaHble IIPOEKTHI KOMIIBIOTEPU3ALUU
apXMBHBIX TexXHOJOrMiH — «ApxuB KomuHTepHaY,
«CBAI».
Paznen 7. IIpumeHeHue CETEBBIX TEXHOJIOTU B
HNHTepHeT-TeXHOI0THI 1 | "HPOPMAIIMOHHOM ~ OOeCrieYeHH paboThl apXUBOB,
UH(POPMALIMOHHBIE pecypcehl, | CO31aHUN MEXApXUBHBIX MH(POPMALMOHHO-TOUCKOBBIX

HCITI0JIB3YEMbBIC B ApXHWBHOM JECJIC.

CIIPABOYHHUKOB, VIIPABIICHUH OTpacibio. [ o0aibHbIE
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BBIUMCIIUTENIFHBIC CETH U apXuBbl. [Ipobiema co3nanus
PECYPCOB OTEUECTBEHHBIX APXUBHBIX YUYPEKICHHUHI B
Wurepuere. OOmierocynapcTBeHHbIE apXUBHBIE
nopraibl —  «ApXuBbl  YKpawiHbD);,  «APXUBbI
benopyccun»; «Apxusbl Jluteb. CailiT Pocapxuba
«ApxuBbl  Poccum».  Metonuueckue — yKazaHUs
PocapxuBa 1o  co3gaHui0  caiUTa  ApXUBHOIO
yupexaeHus. XapakTepucThka HH(OPMAIMOHHBIX
PECYPCOB POCCHHCKHX apXWBOB B TJIOOAIBbHOHN CeTu:
CalliThl MpeacTaBUTENbCKUE U HayuHble. [IpoOiembl
nyomukaumu HCA u  poxkymentoB B MHTepHere.
bubmuorexkn  ccputok.  CalT  «ApXUBB  MHUpa»
IOHECKO. Opranusanus poctyna K 3JI€KTPOHHBIM
pecypcam o0 gokymeHTax ApxuBHOro ¢onma PO,
pa3MelIeHHbIM Ha nopTaiie «Apxusbl Poccum», B ToM
gyucne «llenTtpanbHOMy  (QOHIOBOMY  KaTalloTy»;
«Peectpy yHHMKalbHBIX JOKyMeHTOB». (Co3naHue
«Enunoit WHTETPALIMOHHOMN m1aThOPMBI
MH(GOPMALIMOHHBIX PECYPCOB» POCCUHCKUX apXHBOB.

Paznen 8. TexHonorus XpaHEHUS
ANEKTPOHHBIX JIOKYMEHTOB u
3aImTa uHhopmauu B
WH(POPMAITMOHHBIX CUCTEMaX.

[IpoGnema coxpaHeHHs JIEKTPOHHBIX JOKYMEHTOB Ha
coBpeMeHHOM artane. [lowatus «MYd», «IMH»,
«ONEKTPOHHBIN aokyMmeHT» (DJ]) U WX HOPMATUBHO
3aKkperieHHble  AeuaunmuA. J[MCKyccuu o TpHUpoje
3/1. Oco0eHHOCTH MAIIMHOYNUTAEMBIX TOKYMEHTOB Kak
00BEKTOB apXHUBHOTO XpaHEeHHUS. Bomnpocsr
IOPUAMYECKON CHIIBI U «0Ka3aTelIbCTBa» HAACKHOCTH
HOCHTENICH, OTIEICHHOCTH MH(POPMAIIUU OT HOCHUTEJS,
HEOTPAaHUYEHHOCTH BOCIPOU3BENICHUS OPUTHHAJIOB,
BBICOKOW  ce0ECTOMMOCTH  XpaHCHHsS,  CTapCHHE
TEXHHYECKOT0 M  IpOorpaMMHOro  oOecredyeHus;
(hopMaTHO HECOBMECTHUMOCTH, OMTUCAHUS

u 1p. IlpaBoBoe perynupoBaHue HOPUIUUYECKOU CHITBI
OJ1 B Hamen

CTpaHe U 3a pyOexxoM. DIeKTpoHHas HHU(PpoBas
MO/TMHKCH.

TexHomoruu omnepaTUBHOTO XpaHEHUS SJIECKTPOHHBIX
JTOKyMEHTOB

(3ammTa OT BUPYCOB, COOEB  AJIEKTPONUTAHMUS,
pesepBHOe  KomupoBaHue W ap.). l[Ipobiema
JOJITOBPEMEHHOTO XpaHeHus ANEKTPOHHBIX
JOKYMEHTOB U TOJJEPKAaHUS WX ayTEHTUYHOCTH.
OcobenHoctu KiIacCU(pUKAIMK, y4Ye€Ta, OINHUCAHHS U
AKCMEPTU3bl IEHHOCTH JJEKTPOHHBIX JIOKYMEHTOB.
TpeboBanust wHGOpPMAIMOHHOW  0€30MACHOCTH K
aBTOMaTU3HpPOBaHHBIM cucteMaM B JIOY u apxuBHOM
nene. OCHOBHBIE HANPaBJICHUS U

MephI o 3alluTe uH(pOpMaIUU oT
HECaHKLIMOHUPOBAHHOTO J0CTyTa. Coznanue
9JIeKTpOHHOTO (oHaa nons3oBanusd. Co3nanue LlenTpa
XpaHEHUs! JJIEKTPOHHBIX JOKYMEHTOB POCCHHCKHUX
apXMBOB.
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4. O0pa3oBare/ibHbIE TEXHOJIOTHHU

B pasnene ykazanel 00pa3oBaTebHbIe TEXHOJIOTUH, UCIIOIB3yEMbIE ITPH peau3alliy pa3InyHbIX
BUJIOB y4YeOHBIX 3aHATUH i Haubosee 3¢G(HEKTUBHOIO OCBOCHMS AMCUUIUIMHBL. [Ipu mpoBeaenun
y4eOHbIX 3aHATUH oOecrmeuynBaeTcs pa3BUTHE Yy OOYyYalOMIMXCsl HAaBBIKOB KOMAaHJHOM paloTHI,
MEXJIMYHOCTHOM KOMMYHHMKAIUU, TPHUHATHS pEHIeHUH, JHUAEPCKUX KadecTB (BKJIOYas MpH
HEOOXO/IMMOCTH TPOBEJCHUE MHTEPAKTUBHBIX JIEKIMH, TPYNMOBBIX JUCKYCCUH, DPOJIEBBIX WID,
TPEHHHIOB, aHAJIN3 CUTyalluil M MMUTAIMOHHBIX MOJEJEH, MpernojaBaHue TUCUUIUIMH (MOIyJiei) B
¢dopmMe KypcoB, COCTAaBICHHBIX Ha OCHOBE pE3yJbTAaTOB HAYYHBIX HCCIIEZIOBAaHHUH, B TOM YHCIE C
y4€TOM PETHOHAJIBHBIX OCOOCHHOCTEH MNpPO(EeCcCHOHATBHOM NI€ATENbHOCTH  BBIMTYCKHUKOB U
notpeOHoOcTeH paboTonarenei.

Jis mnpoBeAeHHsS 3aHATUN JICKIMOHHOTO THIA 10 JUCHUIUIMHE MPUMEHSIOTCS TaKue
o0pa3oBaTenbHbIEe TEXHOJIOIMH KaK MHTEPAaKTUBHBIC JIEKIIUH, po0ieMHoe oOyuenue. st mpoBeieHus
3aHATUN CEMUHAPCKOI0 TUIA UCTIONB3YIOTCS IPYIIOBBIE AUCKYCCHUH, POJIEBBIE UTPHI, aHAJIU3 CUTYyalUi
Y UMUTALIMOHHBIX MOJEIEH.

Ne Bunpnl yueOHBbIX
HaumenoBanmue pasgeina . Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHI
n/n 3aHATHH
1 |2 3 4
1. |1.BBenenue. Jlexkuus 1. BBognass  nmekuMs ¢ HMCMOJNB30BaHHEM
BUJICOMATEPHATIOB
CamocTosTenbHas KoHcynbTupoBanue u npoBepka JOMAaIIHUX
paboTta 3aJlaHui OCPEICTBOM DJIEKTPOHHOM MOYTHI
2. |Pazgen 2.  HUcropus|Jlexuus 2. Jlexums-Buzyanusanuss C  IOPUMEHEHUEM
MeXaHU3AINH u CIIalI-IIPOEKTOpA.
aBTOMAaTHU3aINH
apXuBHOro JAena B Hauiel|CamocTosTenbHas ITonroToBka Kk KOHTPOJILHOM paboTe.
cTpaHe © 3a pyOexom|paboTa
3. |Pasmen 3. HopmatusHo-|JIekmus 3. Jlexums-Bu3zyanuzanus C  OPUMEHEHUEM
paBoBas 6aza CIIalI-IIPOEKTOpA.
nH(popMaTU3aLNU
apXUBHOTO nena.|CaMocTosTeNnbHAs [TonroToBka K KOHTPOJILHOM padoTe.
paboTa
4. |Paznen 4. Jlexuus 4. Jlexuus-Bus3yanusauus C  IPUMEHEHUEM
OcHOBHBIE  OOBEKTHI | CIalI-TIPOEKTOpa.
TIPUHIIATIBI CamocTrosTenbHas KoHcynpTupoBanue u npoBepka JOMAIIHUX
aBTOMAaTHU3aINH pabota 3aJlaHui OCPEICTBOM JIEKTPOHHOM MOYTHI.
ApXMBHOIO Jieja.
5 [|Pasnmen 5. ba3wl mauubix B|JIexims Jlexumst ¢ pa300pOM KOHKPETHBIX CUTYAIIHA.
apXHUBHOM JIEJI€. 3.
BoinonHenue mNpakTUYECKOTO 3aJaHUs TIo
CamocrosTenbHass  |aHanM3y MOpaBUiI  pabOTBl  apXHBOB U
paborTa. CTaH/IapTOB.
KoHcynbTupoBaHue u npoBepka JOMAIIHUX
3aJlaHui OCPEICTBOM JIEKTPOHHOM MOYTHI.
[ToarotroBka K KOHTPOJBHOH pabore
3aMoJHEHUI0 paboyeil TeTpaiu.
6 |Pazgen 6. Ilpuknaanoe|Jlekuus 6. Jlexuus-Buszyanusanuss € [PUMEHEHHEM
IpOrpaMMHOE CIaliI-MpOeKTOopa.
o0ecnieueHue JUIs
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ABTOMATU3UPOBAHHBIX CamocrosiTenbHas KoncynpTupoBanue u mpoBepka JOMAIIHUX
ApXUBHBIX TEXHOJIOTHIA |paboTa 3aJJaHU MMOCPEICTBOM JIEKTPOHHOM MOYTHI.
(AAT).
7 |Paspen 7. Jlexmsa 7 Jleknus-Bu3yanuzanusa €  OPUMEHEHHEM
NHTEpHET-TEXHOJIOTUN U CIaNI-IIPOEKTOPA.
uH(GOpMaIlMOHHbBIE
pecypchbl, ucronb3dyembie B|CaMocTosTeIbHAs KoncynpTupoBanue u mnpoBepka JOMAIIHUX
apXUBHOM JieJIe. paboTta 3aJlaHui OCPEICTBOM DJIEKTPOHHOM MOYTEHI.
8 |Pazmen 8. Texnomnorus|Jlekuus 8. Jlexuus-Bu3zyanuszanuss € [PUMEHEHHEM
XpaHEHUs  AIEKTPOHHBIX CaliI-MpOeKTOopa.
JOKYMEHTOB W  3allliTa
uHbOopMaIuu B|CaMocTosTenbHAS KoHncynbTupoBanue u mpoBepka JOMAITHUX
UH(POPMAITMOHHBIX pabora 3a/IaHUH TIOCPEACTBOM DJICKTPOHHOM MOYTHI
CUCTEMaX.

Kaxnpiii oOyuaromuiics B TE€YEHHE BCEro Inepuoja oO0ydeHus oOecnedyeH WHIAUBUAYaTbHBIM
HEOIPAaHMUYEHHBIM JIOCTYIIOM K 3JIEKTPOHHON HH(popManmoHHooOpa3oBarenbHoil cpene PITY wu3
J000W TOYKH, B KOTOPOM HUMEETCs JIOCTYNl K HMH()OPMALMOHHO-TEIEKOMMYHUKALIMOHHON CETH
"NntepHer", kak Ha Tteppuropun PITY, Tak u BHe ee. OiekTpoHHass HH(POPMAIMOHHO-
oOpazoBatenbHas cpena PITY obGecneunBaer: noctyn K y4eOHBIM IUIaHaM, pabOYuMM IMpOrpaMMam
JUCHUIUIMH (MOAyJEeH), mporpaMMaM MpPaKTHK, 3JIEKTPOHHBIM YYeOHBIM H3IAHUSAM U 3JIEKTPOHHBIM
o0pa3oBaTelIbHBIM ~pecypcaM, YKa3aHHbIM B pabouyMx @porpamMmax JIUCUUIUIMH (MoIyJiei),
nporpaMMax IpakTHK; (OpMHUpOBaHHE 3JIEKTPOHHOrO HOPT(OIHO oOydaroumierocs, B TOM YHUCIE
COXpaHEHHe ero padboT M OLIEHOK 3a 3TH paboThl. B ciyuae peanusaruu nporpaMmbl OakaiaBpuarta
NPUMEHEHHEM  3JIEKTPOHHOro  OOyuyeHMs, JWUCTAHLMOHHBIX  00pa30BaTEIbHBIX  TEXHOJIOTHH
aNeKTpoHHas uH(opMannoHHooOpa3zoBarenbHas cpena PITY oOecneumBaer: ¢ukcanuioo xoja
00pa30BaTEeILHOTO MpOIlecca, Pe3yJIbTATOB MPOMEXYTOUHOH aTTeCTallMM U pe3yJIbTaTOB OCBOCHUS
IIporpaMMbl OakajaBpuara; MpoBeieHue YUEOHbIX 3aHITHIA, TPOLEAYP OLEHKH Pe3yJbTaTOB 00yUYeHMUs,
peanu3aiys KOTOPbIX HPEIyCMOTpPEHa C MPUMEHEHHMEM 3JIEKTPOHHOTO OOydYeHUs, JUCTAHIIMOHHBIX
00pa30BaTeNIbHBIX TEXHOJIOTHH; B3aUMOAEUCTBUE MEXAY y4aCTHUKaMU 00pa3oBaTENIbHOTO Ipoliecca,
B TOM YHCJIE€ CHHXPOHHOE M (WJIM) aCHHXPOHHOE B3aUMOJEHCTBMS mocpenctBoM cetu "HTepHer'.
OyHKIIMOHUPOBAHUE AIIEKTPOHHOH HH()OPMAITMOHHO-00pa30BaTeIbHON  CpeAbl  00eCIeYnBaeTCs
COOTBETCTBYIOIIUMHM  CPEICTBAMH  HMH(POPMALMOHHO-KOMMYHUKALMOHHBIX  TEXHOJIOTHH U
KBaMM(pUKaMed paOOTHUKOB, €€ WCIOJNB3YIOMUX M MoaAepKuBaronmx. @OyHKIMOHHPOBAHUE
3JIEKTPOHHON HH(opMarmoHHO-00pa3oBaTenbHO cpeabl PITY cooTBeTCTByeT 3aKOHOIATENLCTBY
Poccuiickoit deneparum.

B nepuon BpeMEHHOro NPUOCTAHOBJIEHHS MOCEIIEHUS OOYyYaloLUMHCS MOMEIICHUH W
tepputopuu PI'TY mist opranuzanuu yaeOHOTO mpolecca ¢ MpUMEHEHUEM 3JIEKTPOHHOTO 00y4YeHUS U
JUCTAHIIMOHHBIX ~ 00pa30BaTENbHBIX TEXHOJIOIMH MOryT OBITh  HCIIOJIB30BaHbl  CIIEAYIOLIME
00pa3oBaTeNIbHbIC TEXHOJIOTUHU:

— BUJCO-JIEKIINH;

— OHJIANH-JIEKLIUU B PEKHUME PEaJIbHOTO BPEMEHU;

— 3JIEKTPOHHbIE YUEOHUKH, yUeOHbIE TOCOOMS, HAyYHbIE U3AaHUS B SJIEKTPOHHOM BHUJIE U JOCTYI
K MHBIM 3JIEKTPOHHBIM 00pa30BaTENIbHBIM pecypcam;

— CUCTEMBI JIJIS JJIEKTPOHHOT'O TECTUPOBAHMSI,

— KOHCYJIbTAllUM C UCIIOJIb30BAaHUEM TEJIEKOMMYHUKAIIMOHHBIX CPECTB.

5. Ounenka nJIaHMPyeMbIX pe3yJbTaTOB 00y4eHHs

5.1 CucremMa oneHUBAHUA
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Cucrtema OLEHMBAHUS BBICTPOCHA B COOTBETCTBHM C Y4E€OHBIM IIJIAHOM, TJIe ONpeieNeHbl (POpMbI
MIPOMEXYTOUHOM arTecTauu (3a4éT/3a4éT C OLEHKON/IK3aMEH), U CTPYKTYpPOW IUCIHIUIMHBI, T7Ie

OIIPCACIICHBI (I)OpMLI TCKYIICTO KOHTPOJIA.

VYkaspIBaeTcss pacrpejeieHue OaiioB 1o (Gopmam

TEKYIIEro KOHTPOJIS U MPOMEKYTOUYHON aTTECTAllMH, CPOKH OTYETHOCTH. MOXKET MIPOBOAUTHCA KaK B
TPaJULIMOHHOMN, TaK ¥ B MHHOBAIMOHHOM (popMe (3aluTa MpOEeKTOB, EI0Bast UTPa, KEHCHI U T.11.).

Cucmema ouenusanus modicem Ovlmb npeocmasiend KaK 6 MmeKcmosol, maxk u 6 maoiuyHou

dopue.
Hanpumep:

dDopMa KOHTPOJIA Makc. KoJ1H4ecTBO 0a/1710B
3a oany |Bcero
padoTy

Texymuii KOHTPOJIb:

- onpoc 5 bannos 30 6annos

- yuacmue 8 OUCKYCCUU HA CeMUHape 5 bannos 10 b6annos

- KOHmMpoavbHas paboma (memwl 1-3) 10 bannos 10 b6annos

- KOHMpPObHas paboma (memol 4-5) 10 6annos 10 6annos

IIpoMexxyTouHas arTecTanus — 3auem 40 6amtoB

HToro 3a cemecTp 100 6amnoB

[Tosryd4eHHBI COBOKYIHBIA PE3YJIbTaT KOHBEPTUPYETCA B TPAAMLIMOHHYIO LKAy OLIEHOK U B
mKany oneHok EBponeiickoit cuctemsl nepenoca u HakorieHus kpeautoB (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBHU C TaOJIUIICH:

IIxana
100-6anmnpHas mkana | TpaguuuoHHas 1IKaia ECTS
95 -100 A
23 04 OTJINYHO B
68 — 82 XOPOIIO 3a4TCHO C
56 — 67 D
50_55 YIOBJIETBOPUTEIHHO E
20-49 FX
0-19 HEYJOBJICTBOPUTEIHHO HE 3a4TEHO v

5.2 Kpurtepuu BbICTABJICHHS] OLIEHKH 10 JUCHHUILIHHE

banabl/ | Ouenka mno | Kpurepuu oneHku pe3yibTaToOB 00y4eHHUS M0 JUCHHUILIUHE

HIkajga | AUCHUILTIMHE

ECTS

100-83/ | ornmuno/ BrictaBnsiercss oOyuaromeMycs, €Clid OH TIyOOKO M IMPOYHO YCBOMI
A,B 3a4TEHO TEOPETUUECKUI u MPaKTUYECKU I Marepuall, MOXET

MPOAEMOHCTPUPOBATh ATO HA 3aHATUAX M B XOJ€ IPOMEKYTOUHOU
aTTeCTalUU.

OOyyaromuiicss WMCUEPNBIBAIONIE W JIOTHYECKH CTPOMHO H3laraet
y4eOHBIi MaTepuajn, yMeeT YBS3bIBaTh TEOPUI0 C TPAKTHUKOH,
CIPABIISETCS C PEIICHHEM 3a1ad Mpo(ecCHOHATLHOW HAIPAaBICHHOCTH
BBICOKOT'O YPOBHS CJIOKHOCTH, NMPABUIBHO OOOCHOBBIBACT MPHUHSTHIE
peLIeHHUs.
CBo0OoHO
JIATEepaType.

OpPUEHTHpYETCS B y4eOHOW U  mpodecCHOHATBHOU
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Banael/
HIxana
ECTS

Ounenka mno
JIUCHUILIMHE

Kputepun onieHkH pe3yibTaTOB 00y4eHHUs 110 AN CHMUILIMHE

OneHka MO IUCHUIUIMHE BBICTABISAIOTCS OOy4aromiemycs ¢ ydEToM
pe3yabTaTOB TEKYIIEH U MPOMEKYTOUYHOM aTTECTALINH.

KommereHmmu, 3akperi€éHHbIe 33 JUCIUIUIMHOW, c(HOpMHpOBaHBI Ha
YPOBHE — «BBICOKHI».

82-68/

X0poIIo/
3a4TECHO

BrictaBnsiercss  oOydaromiemycsi, €ClIM OH 3HAaeT TEOPETHUYECKHH |
MPaKTUYECKUI MaTepual, TpaMOTHO M IO CYIIECTBY H3JIaraeT €ro Ha
3aHATHAX W B XOJ€ IPOMEXYTOUHOM aTTeCTallud, HE JOIycKas
CYILIECTBEHHBIX HETOYHOCTEH.

OOyuJaronuiicss TPaBUIBHO MPUMEHSET TEOPETUUECKHUE TOJ0KEHUS TIPH
pElIeHNH TPAaKTHYECKUX 3aJad MNpodecCHOHAIbHONW HaNpaBIE€HHOCTH
pa3HOrO YpPOBHS CJOXHOCTH, BIIQJAEET HEOOXOAMMBIMHU JJIsI 3TOTO
HaBbIKAMU U IPUEMAMM.

JlocTaTOYHO XOPOIIIO OPUEHTHPYETCS B y4eOHOUW M npodeccrnoHaIbHON
IuTeparType.

OneHka NO IUCHMIUIMHE BBICTABISIOTCS OOydaromeMmycs C Y4ETom
PEe3yabTAaTOB TEKYIIEH U MPOMEKYTOUYHOM aTTECTALIUH.

KommereHmuu, 3akperi€éHHbIe 332 JUCIUIUIMHOW, c(HOpMHpOBaHBI Ha
YPOBHE — «XOPOLIUIN.

67-50/
D.E

Y/IOBJIETBO-
puTenBHO/
3a4YTEHO

BricTaBmsiercs oOydaromemMycsi, €clidi OH 3HaeT Ha 0a30BOM YypOBHE
TEOPETUYECKUN W MPAKTHUYECKUN MaTrepuan, JIO0NYCKaeT OTAENIbHbIE
OIIMOKHU TPU €Tr0 HM3JIOKCHHU Ha 3aHATHSIX U B XOJI€ MPOMEKYTOUHOM
aTTECTalUU.

OOyvarommiicss ~ WCHBITHIBACT  OMPENCIIEHHBIC  3aTPYJAHCHUS B
MIPUMEHEHUN TEOPETUYECKUX MOJIOKEHUN MPHU PEIICHUH MPAKTUYECKUX
3ama4  Tpo(eCCUOHATBLHOW HAMPABICHHOCTH CTaHAAPTHOTO YPOBHS
CJI0)KHOCTH, BJIaJIeeT HEOOXOUMBIMHU ISl 3TOr0 0a30BBIMU HABBIKAMH U
IpUEMaMH.

JIeMOHCTpHUpYET TOCTATOYHBIN YpOBEHb 3HAHUS y4eOHOU JUTEpaTypbl
0 TUCLUIUIAHE.

OneHka MO OUCHUIUIMHE BBICTABISAIOTCS OOydaromiemycss ¢ yd4éToMm
pe3yJIbTaTOB TEKYILEH U MPOMEKYTOYHOM aTTECTALUY.

Komnerennuu, 3akpemiéHHble 3a TUCHUILUIMHON, chOopMHpOBaHBI Ha
YPOBHE — «TOCTATOYHBIIN).

49-0/
F,FX

HEYJIOBJIET-
BOPUTENHHO/
HE 3a4TCHO

BricTaBnsiercs oOyuaroniemycs, €cii OH He 3HaeT Ha 0a30BOM ypOBHE
TEOPETUYECKUI U MPAKTUUECKUN MaTepHuall, JOMyCKaeT rpyoble OmnOKN
IIPpU  €ro H3JI0KEHUU Ha 3aHATUAX M B XOAE€ HPOMEKYTOUHOM
aTTeCTallu.

OOyyaromuiics HCIBITHIBAET CEphE3HBIE 3aTPYAHEHUS B MPUMEHEHHH
TEOPETUYECKUX TIOJIO)KEHUM TMpU pelIeHHMM MPAaKTHYECKHX 3adad

npodeccroHanbHOM HaIpaBJIE€HHOCTH CTaHAAPTHOIO YPOBHS
CJIIOKHOCTH, HE€ BJIaJleeT HEOOXOJMMBIMU [IJIi 3TOTO HaBBIKAMU U
MpUEMAMHU.

JleMoHCTpHpYyeT (parMeHTapHble 3HAHUS Y4YeOHOH JIMTepaTyphl IO
JUCLIUIUINHE.

OneHka TO IUCHMIUIMHE BBICTABISIOTCS OOydaromeMycs C Y4EToM
pe3yJIbTaTOB TEKYIIEH U MPOMEKYTOYHOM aTTECTaLlUU.

KoMmnerennuu Ha ypoBHE  «JIOCTaTOYHBIN», 3aKpEIUIEHHBIE 34
JUCLUIUINHON, HE COPMHUPOBAHBI.
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5.3 OueHouHble cpeacTBA (MaTepHabl) IS TEKYHIEro KOHTPOJS YCIHEeBAEMOCTH,
NMPOMEKYTOYHOM ATTeCTAMH 00y4aI0IIUXCS M0 TUCHUIINHE

B nanHOM paszaene npuBOASITCSA MPUMEPHI OLIEHOYHBIX CPEJICTB B COOTBETCTBUU CO CTPYKTYPOU
JTUCIUTIIMHBI ¥ CHCTEMOM KOHTPOJISI: BapUaHTHI TECTOB, TEMAaTHWKa MHUCHBMEHHBIX padOT, MPUMEPHI
HK3aMEHAIIMOHHBIX OWIIETOB, TUTIOBBIC 3aJauH, KeWchl U T.M. OIEHOYHBIMU CPEACTBA JOJKHBI OBITH
obecriedueHbl Bce (OPMBI TEKYIEro KOHTPOJIS W MPOMEXKYTOUHOW arrectanmd. OHU JOKHBI OBITh
OpUEHTUPOBAHBI HE TOJIBKO Ha MPOBEPKY CHOPMUPOBAHHOCTH 3HAHHI, HO TAK)K€ YMEHUN U BIIaJICHUH.

Ilpumepnvie mecmovt 01N KORMPOILHOU padbomol.

Bapuanm 1.

1. O6meoTpacieBoe MPorpaMMHOE 00ECTIeYeHIUE apXUBOB ATO —

A. eMiHBIE MTpaBWJIa CO3aHUs MHPOPMAIIMOHHBIX PECYPCOB PETHOHA,

b. equHbIE cCTaHIAPTHI ONMUCAHUS APXUBHBIX IOKYMEHTOB;

B.o6mepoccuiickue kinaccupukaTopbl TOKYMEHTHON HH(MOpPMAITUH;

I". mporpamMmbpl WM KOMIUIEKCHI MPOTPAaMM, MPEAHA3HAUYEHHBIC NJIsi aBTOMATH3AI[MH OINpeaeIeHHON
TEXHOJIOTUH B OTPEICIICHHON KaTErOpUy apXUBHBIX YUPEKICHUH.

2. JluarBuctrueckoe obecrnedeHne HHPOPMaIMOHHO-TIOUCKOBOW CHCTEMBI 3TO —

A. KOMIUIEKC NIPUKJIAJHBIX IPOrPaMM;

b. cuctema ynpasnenusi 6azaMu TaHHBIX;

B. COBOKYIMHOCTb UCKYCCTBCHHBIX I/IHq)OpMaLII/IOHHO-HOI/ICKOBBIX SA3BIKOB U CPCACTB IIOUCKA,

I'. COBOKYIHOCTh MPOrpaMMHO-AINIAaPaTHBIX CPEICTB BBOJA, 0OpaOOTKU U XpaHEHUS] HHPOPMAIIH.

3. OCHOBHBIM NPUHIUIIOM HH(OPMATHU3ALUN APXUBHOTO JIejia SIBISETCS MPUHIIMII
A. co3maHus pacnpeaeneHHbIX HHPOPMAIIMOHHBIX PECYPCOB;
b.MozaepHu3aluy NprMeHseMbIX TEXHOJIOTHIA U IPOrpaMMHOT0 00ecTieyeHMs;
B.BHEIpeHMS HCKITIOUUTENBHO MEXKAPXUBHBIX HH(DOPMAIIMOHHO-TTOMCKOBBIX CHCTEM;
I'. mpeeMCTBEHHOCTH TPAJULMOHHBIX U ABTOMATU3UPOBAHHBIX TEXHOJIOTUN MEXTY COOOM.

4. Buenpenue wHGOPMAIMOHHBIX TEXHOJOTHHM B MacmTabax apXWBHOW OTPACIM PETYJIHPYETCS U
IUIAHUPYETCS COTIACHO

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

b. apxuBHOMY 3aKOHOAATENBCTBY CyOBEKTOB (heaepanuu;

B.«OcHOBHBIM NpaBUiiaM pabOThl ApXUBOB OpraHU3ALUI;

I'. «IIporpamme nnpopmaruzanuu degeparbHOTO ApXUBHOIO areHTCTBAY;

5. OCHOBBI BHEJIPEHHS] aBTOMATU3MPOBAHHOTO y4e€Ta U CIPaBOYHO-TIOMCKOBBIX cpenacTB (AUIIC) B
MYHUITUTIATBHBIX apXUBaX 3aKPEIICHBI

A. B 3akoHe «O0 apxuBHOM jene B POy;

b. apxuBHOM 3aKoHOJATENbCTBE CyOBEKTOB (peepaluy;

B. «OcHOBHBIMY MpaBUIaM# pabOThI ApXUBOB OPraHU3AIIHID;

I'. «IIpaBriamu opraHu3alid XpaHEHUs, KOMIUIEKTOBaHUS, yU4€Ta U UCIOIb30BaHUs JOKYMEHTOB AD
P® u npyrux apXuBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX U MyHUIIUNIATbHBIX apXUBaxX).

6. Enunas aBTOMaTH3MpOBaHHAs OTpacieBas CUCTEMa BHEIPEHA B apXMBHOM Jiesie B 00JIaCTH
A. KOMIUIEKTOBaHUS apXUBOB;

b. skcnepTH3sl HEHHOCTH TOKYMEHTOB;

B. ydyera 10KyMeHTOB;

I'. ucnonp30BaHUs JOKYMEHTOB.
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7. BHenpenue o0IieoTpacieBbIX IPOrpaMM B apXUBHOM JIEJI€ CIIOCOOCTBYET

A. MOJIepHU3AIUN TEXHHUECKOTO 00eCTIeYeHHUsI apXUBOB;

b. noBsIienuo 3 PeKTUBHOCTH IIAHUPOBAHUS padOUYEeTo BPEMEHU apXUBHUCTA;

B. co3nannio yHUKaThHBIX WH()OPMAIITMOHHO-TIOMCKOBBIX PECYPCOB;

I'. uaTerpanuu u yHudukanuu ¢GopMaTOB JAHHBIX M CO3/IaHUI0 MEXKAPXUBHBIX WHGOPMAIIMOHHBIX
CHCTEM.

8. C nenpro co3manus cTpaxoBoro ¢hoHaa u PoH/Ia MOJIB30BAHUS B apXHBaX MPUMEHSIETCS
A. MyTbTUMEINIHBIE TEXHOJIOTUY;

b. nuaopManinoHHO-MTONCKOBBIE CUCTEMBI;

B. ceTeBbIe TEXHONOTHH;

I'. TexHonorust onugpoBaHus.

9 . Llenpto nHpOpMATU3AIIUN APXUBHOTO JIE€TIa SBIISETCS:

A. OGecrieueHne yJalIeHHOTO OCTYIa M0JIb30BaTeNei K HH(OPMAIIMOHHBIM pECypcaM apXHBOB;

b. [ToBbIlIeHNE TOYHOCTH U ONIEPATUBHOCTH yueTa JIOKYMEHTOB;

B. Coznanue panuMoHaqbHONW CHUCTEMbl KOMIUJIEKTOBAaHMS, XpaHEHUs M TOUCKa HHpopMaluu
ApxusHoro ¢ponaa PO ¢ nomomipio HHGOPMALIMOHHBIX TEXHOJIOTU;

I'. Bce BrilIENIEPEYUCIEHHOE.

10. DneKTpoHHbIE JOKYMEHTHI BKJIIOUEHBI B cOCTaB ApxuBHoro ¢onna PO

A. Ha ocHoBanuu denepanbHoro 3akoHa «OO0 anekTpoHHON mudpoBoi moamucu» Ne 1-d3 or
10.01.2002

b. H a ocHoBanuu ¢enepanpHoro 3akoHa Poccuiickoii ®enepanuu «OO0 apXuBHOM Jeiie B
Poccuiickoit @enepanumn» Ne 125-03 ot 22.10. 2004.

B. Ha ocHoBanuu ¢enepanbHoro 3akoHa «OO0 uHpopmanuu, MHPOPMALUOHHBIX TEXHOJIOTUIX H
3amure uHGopmarum» Ne 149- @3 ot 27.07.2006

I'. Ha ocHoBanum QenepanbHoro 3akoHa «O0 00s3aTeIbHOM SK3eMILIApE T0KyMeHTOB» Ne 77-D3 ot
29.12.1994

Bapuanm 2.

1. ba3za gaHHBIX C NPUBEICHHBIM HIUKE NIEPEYHEM TOJIEH B ApXUBE UCIIOIB3YETCS JUIS:
A. KommiekroBanus.

b. Yuera nokymMeHTOB.

B. [loucka 1OKyMEHTOB U JOKYMEHTHON HH(POpMAIUH.

I". KOHTpOJIsI MICTIOJTHEHHS 3aIIPOCOB.

Apxue Hazeanue BJ] [ lons.

I'A Teepckoti obnacmu «Pewenus u pacnopsoicenusiPane yupescoenus
(npumensemcs Kanununckozo  20poO0cko2olBud 0oxymenma,
maxoice 6 apxueax Tromenu ucosema H.0. 1980-91 22.» WNe ookymenma;
Tobonvcka onst Hauanvnas oama;
Kamano2usayuu ¢onoog Koneunas oama;

UCNONIKOMOB 20PCO8Een08)
MH(GOPMUPOBAHNUE TPaxJIaH O
CO3aHHBIX uMH
MH()OPMAITMOHHBIX pecypcax

Cooepoicanue;

[eoepaghus;

Ompacnv,

Hazeanue yupeoicoenus, 6 OmHoueHul
KOMOpO20 NPUHAM OOKYMEHM;

Dono Ne;

V[eno No;

Onucb Ne;

VIucm Ne.
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1.K mexxapXuBHbBIM 0a3aM JaHHBIX OTHOCSTCS:

A. DIeKTpOHHBIM KaTajor «ApXUTEKTypa M TrpagocTpoTenbcTBO Mocksbl, Cank-llerepOypra u

npuropoioB» Ha caiite PI’A HT/I;

b. ba3za nanHbIX « ONBITHO-KOHCTpYKTOpCKas AokyMeHTanus B PI'A HTI»;
B. CD-ROM “IO.A. I'arapun» u ero ceteBas Bepcus Ha caiite PI'A HT/I;
I'. DnexrponHsIii nyteBoauTens no PI'A HT/I.

3. K MmexxapxuBHBIM 0a3aM JTaHHBIM OTHOCSTCS

A. AHHOTHpOBaHHBIN peectp onucer PI'’A BM®;

b. Onuce ¢onna  Cubupckoro-renepan rybepnatopa B ['A  Owmckoit
B. IIporpamma «Y4et apxuBHoro ¢houma» B ['ocapxube Boponexckoi obmacTu;

I'. PeecTp yHHKaIbHBIX TOKYMEHTOB ApXUBHOTO (poHaa PD.

4. NuterpupoBaHHble 0a3bl JaHHBIX OTIMYAOTCS:

A. HaJIMYMEM OMUCAHUM TOKYMEHTOB pa3HbIX (POHIIOB;

b. Hanuuuem onucaHuil TOKyMEHTOB Pa3HbIX 3I10X;

B. Hanmnumem pa3HBIX ypoBHEH onucanus (HOHI, ONMUCH, IET0 U Ap).
I'. HanuuueM onucaHuil TOKyMEHTOB Pa3HbIX apXUB

5.YVuerHble 0a3bl JaHHBIX NPEAHA3HAYCHBI JUIS
A. oCyIlIeCTBIIEHUS CTATUCTUYECKUX ONepaIuil.
b. opranusanum sKcrepTU3bl LIEHHOCTH;

B. onpenenenust CpokoB XpaHEHHs! IOKyMEHTOB;
I'. noucka 10KyMeHTHOH HH(pOpMaIuy;

6. K aaMuHHCTpaTHUBHO-YNPaBICHUYECKUM 0a3aM JaHHBIX OTHOCSATCS:
A. B/l o yueTy TOKYMEHTOB B apXUBE;

b. b/] o yuery ucnosap30BaHKs JOKYMEHTOB B apXUBE;

B. b/] «Karanor pemenuii ropucroiKkoMa» B TOPOJICKOM apXHBE;

I'. b/] o BeleHMIO IJIAHOBO-OTYETHOM JOKYMEHTALMU B apXUBaX

7. K nnhopMainoHHO-TIOUCKOBBIM 0a3aM JTaHHBIX OTHOCSTCS

A. B/l no yueTy JTOKYMEHTOB B apXUBE;

b. B/l no yuery ucnonb30BaHusl JOKYMEHTOB B apXUBE;

B. b/] «Karanor pemenuii ropucroKoMa» B TOPOJICKOM apXHBE;
I'. b/] o BeIeHMIO MJIAHOBO-OTYETHOM JOKYMEHTALMU B apXUBaX

8. baza gaHHBIX CO CIEAYIONIMMU NOJISIMHU SIBIISICTCS:
A. YyeTHoii

b. UHTErpupoBaHHOM.

B. AIMHHHCTPAaTHBHO-yIIPABICHYECKOM.

I'. [ToTHOTEKCTOBOM.

o0JacTu;

Apxue Haszeanue oazvillonst
OaHHbIX
[[AOIM «ObwecmeenHo- Haumenosanue opeanuzayuu;

Hanpaenenue oesmenvrocmu napmuu,
Buo ookymenma;

3azonosok dokymenma;

Jlama ooxymenma,

llonnoma mexcma,

nosumuyeckue napmuyl
U OBUIICEHUSY

SR W~
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7. Cnocob socnpoussedenus;

8. IoonunHnocmo;

9. Bpems nocmyniienus 8 apxue;

10. [Touckoswie Oannbie,

11. Texcmul ycmagos u npocpamm napmuil.

9. baza naHHBIX CO CIEIYIOUIUMU MOJISIMH SIBISIETCS:
A. YuetHoU

b.ITouckoBoii.

B. AaMuHHCTpaTUBHO-yIPaBICHYECKO.

I'. IToIHOTEKCTOBOM.

Apxue \Hazeanue B[ Hons

[IXU][K (PI'BA) |b/] no seoennonnenuvim|l. Damunus
epasxcoanam I'epmanuu,|2. Hwms
nonuu. Ascmpuu,|3. Hma omya,
Umanuu, 4. Jlama poorcoenus
UIlrokcembypea, 5. Mecmo pooicoenus;
Benepuu, Honvwu| 6. Mecmo scumenvcmea;
nepuooa emopotl| 7. Bepoucnosedanue;,
muposoti  eouinbl  (no|8. CemetiHoe nonoxcenue,
donoy I'VIIBU). 9. Ilpogheccus;

10. Bounckoe 36anue;

11. Bounckxas uacmo;

12. Mecmo nnenenus,

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

10. baza maHHBIX CO CAEAYIOMIMMHU MOJSIMU SBJISIETCS:
A. DIIEKTPOHHOH ONKCHIO

b. DyeKTpOHHBIM KaTaaorom.

B. DnexkTpoHHBIM yKa3aTenem.

[". DJIeKTPOHHBIM TYTEBOIUTEIIEM.

Apxue Haszeanue 6azvl dannvix  |[[lons
l"ocyoapcmab/] «Mempuueckue krueum|l.Yeso0. [lepeuens Mempuyeckux
eHHbl -c 1720 no 1916 2. 2.Hacenenmwiii nynxm. KHUS no oame,
apxue 3.1]{epro6b, npuxoo, cobop. (Mecmonnioxcenuio  npuxooa,
Ceeponoeck 4.100 3anucu. YepKaU.
ou obaracmu 5.Ne ghonoa.
(I'ACO) 6.Ne onucu.

7.Ne oena

S.Ne iucma.

IIpumepnsle onpocwl 014 KONI0KeUyma

1)Kax usmeHunucy OCHOGHblE yYeau U HANPAGIEHUS UHDOPMAMU3AYUU ApXUHO20 Oend Ha
cospemennom amane no cpasueruio ¢ 1990-mu cooamu (Ha 0OCHO8e OMPACIE8bIX NPOCPAMM U NIAHOB)?
2)B uem npeumywecmea 00ueompacieoco NpoSPAMMHO20 o0becneyeHus U Kakue pe3yabmamsl
docmuzHymul 8 e20 pazpabomke u 6HeOpeHUU 8 apXusHuIX yupesxcoenusx Poccuu?

3)Packpotime Ha npumepax 0CHOBHbLE NPUHYUNBL UHGOPMAMUIAYUU APXUBHO20 Oend 8 Pd.

4)Korna mammHounTaeMble TOKYMEHTB ObUTH O(ULIMATBHO BKJIIOYEHBI B COCTAB T'OCYIapCTBEHHOIO
apXUBHOTO ¢bonna
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crpanbl? Kakue npo0iaeMbl apXMBOBEACHUS MAIIMHOYUTAEMBIX JJOKYMEHTOB 00CYKJIAINUCh YUYECHBIMHU B
1960-80-¢ roan1?

5)Haiite oIpezeyieHne JOKYMEHTa Ha MalIMHHOM HOCHTEJIE. Ka-
KM€ CIIOPBI BEIyTCsl YUEHbIE BOKPYT 3TOTO ONpeeIeHUs?

6)B ueMm crnennuka MaIIMHOYUTAEMBIX JOKYMEHTOB KaK 00bEKTOB apXMBHOTO XpaHEHUs?

7)Kakue CymecTBYIOT KOHIIETIUK IOCTOSHHOTO XpaHEHUs MAIIMHOYUTAEMbIX JOKYMEHTOB B
3apyOexHOM apxuBoBeqeHMH? KakoBbl cOCTaB JOKYMEHTOB M (DYHKIMH apXHUBOB 3JIEKTPOHHBIX
JIOKYMEHTOB 32 pyOe:koM (IIpUBEAUTE MPUMEPHI TAKUX XpaHWINIL)?

8)KakoBbl crnenuduueckue (TEXHOJIOTHYECKHE) KPUTEPUM OSKCIEPTU3bl IIEHHOCTU 3JIEKTPOHHBIX
JIOKYMEHTOB?

Temamuka umozoewvix nucwnennblxpaﬁom

1. Tematuueckue AUIIC B apxuBHoM neie B 1970-80-¢ ropl.

2.Tematnueckue AUIIC B apxuBHOM aeie B 1990-e — 2000-e roapi.

3.Co3nanue TUIOBOTO (0OIIEOTPaACIEBOr0) MpOorpaMMHOTO obecrieueHus B apxuBax B 1990-e-2000
TOJBL.

4.1lenTpanu3oBaHHasi CUCTEMAa aBTOMATU3HUPOBAHHOTO y4eTa TOKyMEeHTOB ApxuBHoro ¢onma PD.

5.IIpaBoBoe perynupoBanue nHGopMaTu3auu apxuBHOro nena B 1990-e — 2010-e rosl.

6.OcHOBHBIC HaIpaBJIeHUs U UTOTU HH(POopMaTu3auu apxuBHOro fena B 1990-e — 2000-e romasr.

7.OCHOBHBIE HANPaBJICHUS DPA3BUTUS MHTEPHET-TEXHOJOrMi B apxuBHOM gaene 1990-2000-x rr. u
nH(pOpPMalLMOHHBIE PECYPChl ApXUBHBIX yupexaeHui B IuTepHere.

8.ApXUBBI MAIIMHOYUTAEMBIX IAHHBIX MUpA: UCTOPUS, COCTaB, CIeM(HKA XPAHSIIIUXCS TOKYMEHTOB.

9.IlepciekTUBHBIE HAIIPABIIEHUS PA3BUTUS HHPOPMATH3ALUN ApXUBHOTO JIeJIa HA COBPEMEHHOM JTarle.

(Cm. Takxke METOJMUYECKUE PEKOMEHIALINH 10 MIOATOTOBKE MUCbMEHHBIX PaboT).

6. YueOHO-MeTOAU4YecKOe U MHGOPMAIMOHHOE o0ecnedeHne I CHUTITTUHbI
6.1 Cnucox HCTOYHHKOB M JINTEPaTypbl

I[Ipu pa3zpaboTke CHUCKa UCTOYHHUKOB M JUTEpaTypbl ObUIM yUYTEHBI TpeOOBaHUS
00pa3oBaTeNIbHbIX CTAaHAAPTOB [0 KHUTOO0OECIIEYEHHOCTH.

HUcTounuku
OcHoBHBIE

®denepanbHbiii 3ak0H OT 22 okTsi0pst 2004 1. Ne 125-d3 "OO6 apxuBHOM aene B Poccuiickoit
®eneparun” B pen. 11.02.2013 r.//Cobpanue 3akoHoxarensctBa Poccuiickoit @enepannn. 2004. Ne
43. Cr. 4169. I'masa 6. Cr. 5.

[TocranoBnenue [lpaBurensbcrtBa Poccuiickoit ®enepamuu ot 15 urtons 2009r. Ne 477 «O6
YTBEPKICHUM NPaBUJ JIEJIONPOU3BOJACTBA B (elepalbHbIX OpraHax MCIOJIHUTEIBHOW BIACTU»
//Cobpanue 3akoHoaatenbcTBa Poccuiickoit @enepanuu. 2009. Ne25. Ct.3060.

[TocTanosnenue I[IpaBurensctBa Poccuiickoit @enepanuu ot 7 centsops 2011 r. Ne 751 «O
BHeceHUU u3MeHeHuil B IlpaBuna nenompousBoACTBa B (enepajbHbIX OpraHax HCIOJIHUTEIbHON
Bractny// Cobpanue 3akoHoaarenbcTBa Poccniickoit @enepanuu, 12.09.2011, Ne 37, ¢1.5263.

ITpukaz MunkomcBszu Poccun ot 02.09.2011 Ne 221 «OO0 yTBepxkaeHUM TpeOOBaHUM K
MH(POPMALIMOHHBIM ~ CHCTEMaM  3JIEKTPOHHOIO  JIOKyMEHTooOOpoTa  (efepaibHbIX  OpPraHoOB
UCTIOJIHUTEJIBHOW BJIACTH, YYHMTBHIBAIOIIMX B TOM YHUCIIE HEOOXOIUMOCTh OOpabOTKH MOCPEICTBOM
JAHHBIX CUCTEM Cily’keOHOM MH(popManuu orpaHuueHHOro jaoctyma» //Poccuiickas razera. N 261.
21.11.2011

I'oCT 52292-2004. VYnpasnenue OopraHu3aIuei. DNEeKTPOHHBIN periiaMeHT
aJIMMHUCTPATUBHOM U ciy>ke0HOMU AestensHocTH. OcHOBHBIE mojoxkeHus. C 1 utons 2005 r. M., 2005.

I'OCT P UCO 15489-1-2007 «CUBU/I. YnipaBnenue nqoxkymentamu. O6mue TpedoBanus». M.:
Crannaptundopm, 2007
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I'OCT P 54471-2011/ISO/TR 15801:2009 «Cuctemsl 3JIEKTPOHHOTO JOKYMEHTOOOOPOTA.
VYmpasnenue noxymentanueid. Uapopmanus, coxpansemas B 2JIGKTpPOHHOM Buje. Pexomenaanuu mo
00eCreyeHHIO T0CTOBEPHOCTU U HAAEKHOCTH», YTBEP)KICHHBIN npukazom denepanbHOro areHTCTBa
10 TEXHHYECKOMY PETyIrpoBaHuio U meTposoruu ot 18.10.2011 Ne 466-cr.

I'OCT P 54989-2012/ISO/TR 18492:2005 «OOGecneueHne HOITOBPEMEHHON COXpPaHHOCTHU
AJIEKTPOHHBIX JOKYMEHTOBY», YTBEPXKACHHBIN Npukazom denepalibHOTO areHTCTBA M0 TEXHUYECKOMY
perynupoBanuio 1 Merposoruu oT 17.09.2012 Ne 325-cr.

AHanu3 NporpaMMHBIX MPOAYKTOB, MPeAHA3HAYEHHBIX JJI1 HH(OPMaTU3allii BHYTPUAPXUBHOM
JEeSITeTbHOCTH FOCYTapCTBEHHBIX M MYHUIIMIIATbHBIX apXUBOB: aHATUT. 0030p B 2-x T. T. .1: AHanus...;
T. 2: CpaBHHUTENbHBINA aHaNW3... TaONHIBI CPABHUTEIBHOTO aHaln3a / PyK. MPOEKTa, OTB. MCIOJIH.
10.10. Omamesa; orB. ucnondH. H.A. Tkauenko; ucnondH. M.B. Tapacoa, M.JI. Haropunas, I./1.
Konomanos; BHUMIAA— M., 2015— T.1: 157 c.; T. 2: 97 ¢. - Jlen. 8 OLHHTU mo
JIOKYMEHTOBEACHUIO u apXUBHOMY neiry 02.03.2016, Ne 269
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf

Enqunpiii mopsimox 3amoiHeHUs Tmosied EnuHOW aBTOMAaTH3MpPOBAaHHOW HH(POPMAIIMOHHOM
CHCTEMBI, COCTOAIIEH W3 TPOrPAMMHBIX KOMIUIEKCOB «ApXUBHBIN (DOHI», «DOHMOBBIA KaTaJIO»,
«Uentpanbubiii  pounoBbll  katanor»/O00  «Amant». M., 2014./OnybnaukoBaHo Ha caiite
®enepanbHOil apxuBHOH ciyxkO0b1 http://archives.ru/documents/methodics.shtml

Konnenuust napopmaruzauuu apxuBHoro nena // Bectnuk apxuBucta.1996. N 1. C. 60-82.
http://portal.rusarchives.ru/informatization/conseption.shtml

[Iporpamma uHbpopmaruzauuu denepanbHOr0 apXWBHOIO areHTCTBA M IMOJBEIOMCTBEHHBIX
emy yupexaenuit Ha 2011-2020 rr. (Y1Bepxkaena [Ipukaszom Pocapxusa Ne 104 ot 2 nexabps 2011 r.)
//Ony06nuKOBaHO Ha caiite «ApXuBBI Poccuny, pazznen «MupopmaTuzanus».
www.rusarchives.ru/informatization/conseption.shtml.

[Iporpamma mHdpopmaruzanuu apxuBHoro aena Poccun (1997-2000) // BecTHUK apXuBHUCTA.
1996. N 6. C. 55-65. http://portal.rusarchives.ru/informatization/programm.shtml

[IpaBuna opraHu3any XpaHEeHUs] KOMIUIEKTOBAHUS, y4€Ta U UCIIOJIb30BAHUS JOKYMEHTOB AD
P® u npyrux apXuMBHBIX JOKYMEHTOB B TOCYJApCTBEHHBIX U MYHHIMIAJIBHBIX apXuBaxX, My3esXx,
oubnmorekax, opranm3amusax PAH. M., 2007. IIm. 2.9.-2.11, 3.1, 3.6, 5.6, 5.8, 5.12, 5.13,. 5. 16,
5.17.

JlomoJIHUTEIbLHBIE

PJ1 50-524-84 «Ilopsinok XxpaHEeHHUs TOKYMEHTOB Ha MAaIlIMHHBIX HocUTesIX». M,, 1985.

I'OCT 6.10.4-84. «YHuuuupoBaHHbIE CHUCTEMBbI JOKyMeHTauuu. [Ipunanue ropuanyeckont
CWJIBl JIOKYMEHTaM Ha MAaIlMHHOM HOCHTENe M MAalIMHOIpaMMe, CO3/1aBa€MbIM CpEACTBAMHU
BBIYMCIUTEIHHON TEXHUKI». M,, 1985.

I'OCT 28388-89. «Cuctembl 00padoTkn nHDopMayu. JJOKyMEeHTH Ha MarHUTHBIX HOCHTEISIX
JMaHHbIX. [TopsI0K BBINOIHEHUS U 0OpalleHHsD»;

ApxuBOBEeTYECKHE M JIOKyMEHTOBEQYecKne  (pyHKIMOHANbHBIE  TpeOOBaHHA K
MH(POPMALIMOHHBIM CHCTEMaM, OOECHEeUUBAIOIIUM 3JIEKTPOHHBIH JOKYMEHTOOOOPOT B IHpolecce
BHYTPEHHEH JEATENbHOCTH (eepalibHBIX OpraHoOB HCHONHUTENbHOW Biactu. Otuer mo HUP.
M.:BHUNIA, 2013. //Omy6IMKOBaHO Ha caiite «ApXUBBI Poccumy.
http://www.rusarchives.ru/methodics/index.shtml .

Metoauueckie peKOMEHJAUHN IO JIEKTPOHHOMY KONMPOBAHHIO apXMBHBIX JOKYMEHTOB WU
YIPaBJICHUIO TONy4YeHHBIM HH(popManmoHHBIM MaccuBoMm/ FO.FOmameBa. Pocapxus, BHUMJIA/L,
2012. http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

PexoMeHpanuu 1O KOMIUIEKTOBAHHIO, YYETYy M OpraHMU3allMM XPAaHEHUS 3JIEKTPOHHBIX
apXUBHBIX JOKYMEHTOB B apxuBax opranuszauuii. M.: BHUNJIA/JL, 2013//Ony6nrukoBano Ha caiite
«Apxusbsl Poccumn». http://www.rusarchives.ru/methodics/index.shtml

PexomeHmanMu 1o KOMIUIEKTOBAHUIO, Yy4YeTy M OpraHM3allud XpaHEHHUs SJIEKTPOHHBIX
apXMBHBIX JIOKYMEHTOB B TOCYJAapCTBEHHBIX M MyHULHMNAIbHbIX apxuBax M.: BHUUJIA/,
2013//Omy6nukoBano Ha caiite «ApXUBBI Poccumy.
http://www.rusarchives.ru/methodics/index.shtml . CoctaBiieHre apXWBHBIX OMUCENH B AJICKTPOHHOU



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
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
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¢dopme 1 ux uHTErpanus B UHOOPMAILIMOHHYIO HHPPACTPYKTYPY TOCYAAPCTBEHHBIX U MyHULIUTIAIBHBIX
apXHUBOB. M.: BHUUIOAL, 2013//OnybnukoBaHo Ha  caiite  «ApxuBbl  Poccumy».
http://www.rusarchives.ru/methodics/index.shtml .CpaBHuTenbHbIM aHanu3 ¢opmatoB  (ailioB
AJIEKTPOHHBIX JIOKYMEHTOB MOCTOSHHOTO (JOJATOBpeMeHHOro) xpaHenusi». Otuer on HUP. M.:PITYV,
2013 //Onmy0GIHUKOBaHO Ha caiite «ApxuBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml .

Ananutnueckuit 0630p «M3ydeHue ombiTa MpeICTaBICHUs] CUCTEMbl HayYHO-CIIPABOYHOIO amrmapara
rOCyJapCTBEHHBIX M MYHHUIUMIIAIBHBIX apXxuBOoB Poccuiickon ®Penepannn B cetn MHTepHeT». M:
BHUMIAL, 2014. //OnyGnukoBaHo Ha caiite @eaepanbHOr0O  apXMBHOIO  areHTCTBA
http://archives.ru/documents/methodics.shtml

W3ydeHue TUIUIOTUU U 3BOJIONMU HCTOpUYECHX (OPM apXHUBHOM YUYETHOH JOKyMEHTalUu U
BO3MOKHOCTH HMX TIpEACTaBJICHHS B 3JekTpoHou cpeae. M: BHUUA, 2014. //OnybnukoBaHo Ha
caiire denepanbHOT0 apXUBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

OyHKIMOHANbHBIE TpeOoBaHUs K HWH(OPMALMOHHBIM CHUCTEMaM AapXUBOB 3JIEKTPOHHBIX
nokyMeHToB opranuzanuii. M:Pocapxus, BHUNIA/L. 2014 //Ony6nukoBaHo Ha caiite deaepanbHOrO
apxuBHOro areHTcTBa http://archives.ru/documents/methodics.shtml
Jlureparypa
OcHoBHas

AdanacbeBa JLII. S may Ha 3aHATUS MO aBTOMATH3HPOBAHHBIM APXUBHBIM TEXHOJIOTHSM.
Yyebno-meroauueckuit moayis. M.: PITY, 2005.

Omna xe. DnextponHbiii HCA apxuBoB: HOBBIM 3Tan B pa3utuu // [lenonpoussoactso. 2013.
Ne 1. C. 85-97; https://www.top-personal.ru/officeworkissue.html?266 Ne 2. https:// www.top-
personal.ru/officeworkissue.html?290

Kucenes U.H. ApxuBHble MHpOpMalMOHHbIE TEXHOJIOTMH Ha coBpemMeHHOM stane / W.H.
Kucenes // OteuectBennbie apxuBbl. — 2008. — Ne 4. — C. 24-31. baza nannbsix East View.

OH xe. 3agaun apXUBHOTO XPaHEHUs AJIEKTPOHHBIX TOKyMEHTOB: u3 omnbita [{AJIOHM / B.U.
Tuxonos // OreuectBeHHble apXxuBbl. — 2010. — Ne 3. — C. 51-60. ba3a nannsix East View.

[Tonoe A.B. Pycckoe 3apy0Oexbe U apxuBHas poccuka B IU(PpoBoil cpene / ['ymanuTapHbie
uccinenoBanuss U uudponas cpena: Hayka u mpaktuka. COopHuk Hayusblii Tpynos. — CIIO.:
[Ipesunentckas 6udbnuoteka, 2019. — C. 129-142

ITonos, A. B. MHpopmarmonHsie TexHosnoruu B apxuBHoMm jene / A. B. Ilonos // Poccus -
BeIMKasi apXWBHAs Jep)KaBa: DJIEKTPOHHAs apxuBHas sSHIuKIonenuss / Poccuiickoe o00mecTBo
UCTOPUKOB-apXuBHUCTOB. — MockBa: 6e3 u3narensctBa, 2020. — EDN CWURFB. - Pexxum pocryma:
https://encarch.kaisa.ru/enc/article/422594

TuxonoB B.WM. IlpumeHeHue TpaauIIMOHHBIX METOJOB B OSKCIEPTH3€ LIEHHOCTH
IeKTPOHHBIX TOKyMeHTOB / B.U. TuxoHoB // OteuectBernbie apxuBbl. — 2009. — Ne 3. — C. 37-47.
Bbaza nannwix East View.

JlomostHMTEALHAS

Anuckuna E.B. MHpopMalmoHHble TEXHOJOTUM — OOECHEUEHHIO COXPAaHHOCTH JOKYMEHTOB
['AP®// OreuectBennsie apxuBbl. 2013. Ne 1. C. 37-39. ba3a nannbix East View.

Antonenko B.B. KommuiekroBaHue apXMBHBIX YupexxaeHMH AunTaiickoro kpas ¢oto-
JOKYMEHTaMH B 3JIeKTpoHHOH (hopme // OteuectBenHbIe apxuBbl. — 2009. — Ne 6. — C. 46—48. baza
nagHbix East View.

lankuna E.B. CoBpemenHbie MH()OpMAIMOHHBIC TEXHOJOTHH IS ONTUMHU3AIMH PaOOTHI
KOHTPOJIbHO-KIMMaTHUecKoi ciayxObl ['ocapxuBa Tynbckoil o0nactu // OTeuecTBEeHHbIE apXUBbL. —
2013. — Ne 5. — C. 26-29. ba3a nannsix East View.

I'opsea T.M, «OnbiT BHenpenust nuudpossix nHHOBanuii B PICAJIN... oTkpbiBaeT Ooibline
MHTETPAIlMOHHBIC TIEPCIIEKTUBHI...». // OTtedecTBeHHBIEe apXuBbl. — 2013. — Ne 3. — C. 46-48. baza
nagHbix East View.

I'yzanoB E.JI. «Co3manue eawHOro HMH(DOPMAIIMOHHOTO pecypca — MPHOPUTETHOES
HarpaBJICHUEY. O BHeapeHuH HHQOPMAIMOHHBIX TEXHOJOTUH B AapPXMBHBIX YUYPEXKIECHHUIX



http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://archives.ru/documents/methodics.shtml
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SApocnasckoit obmact// OreuectBeHHble apxuBbl. — 2009. — Ne 6. — C. 46-48. ba3a nanusix East
View.

HpoxoB C.B. Pexomenmanun MCA 10 paboTe ¢ 3IeKTPOHHBIMHU JOKYMEHTAMU JIJIst
apxuBHCTOB opranuzanuii / OtedectBeHHble apxuBbl. — 2010. — Ne 3. — C. 65-73. ba3za maHHbBIX
East View.

«3afaya CEroJHSNIHEr0 JAHS — KOMIBIOTEPHU3AIMs BCEX MPHUBBIYHBIX aPXHUBHBIX MPOIECCOBY.
Nurepsbio C.B. Muponenko u O.H. Konsinooit k 90-neruto I'ocynapcrBenHoro apxusa Poccuiickoit
®enepanuu // OredectBeHnble apxuBbl. — 2013. Ne 2. ba3a nannbix East View.

Muponenko C.B. "IlaMmaTb: cTapble 3ajaud HOBBIE TEXHOJIOTMU': HHTEPBBIO nupekTopa [TAPD
//3nanne-cuima. 2015. Ne 8. M., 2015;

Kuunruna C.C. ABTomMaTH3MpoBaHHas WH(GOPMAIMOHHO-TIOMCKOBass cuctemMa CBepasioBCKON
obmacti mo apxuBHBIM AokyMmMeHTaMm // OtedectBeHHBIe apxuBbl.— 2016.— Ne 6.— C. 40-42. baza
naHabIX East View.

Kypuep A.E. Hudopmanumonnas cucrema yuera ApxuBHoro ¢onma P®: moaxonasl k
peanmuzanuy// BectHuk apxuBucra. — 2014, — Ne 3. — C. 37-43. OmnyOiaMKOBaHO YaCTHYHO:
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-podhody-
k-realizacii.html

Jleuenko JI.JI. ObecrieyeHre COXpaHHOCTH AJIEKTPOHHBIX JIOKYMEHTOB B HAalMOHAJIBHOM
apxue CIIA // Becruk apxuBucra. — 2013. — N 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- 10KyMEeHT — HOBBIH THUI HAyYHO-TEXHHYECKOM
nokymentanuu// Tam xe. C. 192-205. http://www.vestarchive.ru/2013-2/2608-3d-dokyment-novyi-tip-
naychno-tehnicheskoi-dokymentacii.html

Kynpuna JI.P. Ilpumenenue nHpopmannoHHbIXx TexHosnoruid B Hapo-domuHckoM pailoHHOM
apxuse // OteuectBeHHbIe apXxuBbl. — 2007. — Ne 5. — C. 85-88. baza nannbix East View.

Hazaposa M.B. DJIAP roroB BbINOJHATH camble cioxHble 3amaun / M.B. Hazaposa //
OteuectBennbie apxuBbl. — 2008. — No 4. — C. 138. ba3a nanubix East View.

Cso Iroxyaii. YnpaBiieHUE 2IEKTPOHHBIMU JOKYMeHTaMu B Kurtae: coCTOsIHUE U NTEPCIIEKTUBBI
/I OteuectBeHHbIe apXuBBl. — 2010. — Ne 6. — C. 59-64. ba3a nannsix East View.

Tepexuna T.A. baza mannbeix «l'eHeanorus» B Mcropuueckom apxuBe Omckoil obnactu //
OteuectBennbie apxuBbl. — 2010. — No 6. — C. 124—-125. baza nannsix East View.

Vapsaaunkuit K.b. Enunast apxuBHO-MH(OpMaIMoHHas cpella B KOHTEKCTe MH(pOpMaTH3aluu
obmectBa // OreuectBeHHbIe apXUBBL. — 2009. — Ne 3. — C. 31-37. ba3a nannbix East View..

®ponosa E.B. DnexkrponHslit apxus TromeHckoi o0nactu // OteyecTBeHHbIE apXuBbl. — 2009.
— No 6. — C. 43—46. ba3za nauusix East View.

[apamoBa W.JI. W3 ombita PIAHT]/] mo pecraBpaiuu W300pa3UTENbHBIX apXHUBHBIX
matepuasioB  //  BectHmk  apxuBucra. — 20100 — Ne 4. — C. 55-63.
http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-
materialov-iz-opyta-rgantd.html

IOmamesa 10.}O. Undopmaruzanus apxuBHoro nena B Poccuiickoit @eneparuu (1991-2015
rr.). Hay4nsle nccienoBanust B 00JacTH MPUMEHEHUS] HHOOPMAIIMOHHBIX TEXHOJIOTHI: MOHOTpadus:
pEeKOMEHI0BaHO K meuaTu perienneMm YdeHoro coBeta BHUNJA]JL / FO.JO. FOmamesa. M.; bepaun:
Hupext-Menua, 2016. 355 c. http://www.hist.msu.ru/Science/Disser/Yumasheva.pdf

IOmamesa O.}HO. IleHnTpanbHblli (OHMOBBIA KaTalor: HICOJIOTHS CHCTEMBl W aHAJIH3
pe3yabTaTOB MEPBOro rojxa GyHkunonupoBanus // Bectauk apxusucra. — 2013. — Ne 2 — C. 175-
191. OmyOnukoBaHo yacTuyHO: http://www.vestarchive.ru/2013-2/2607-centralnyi-fondovyi-katalog-

ideologiia-sistemy-i-analiz-rezyltatov-pervogo-goda-fynkcionirovaniia.html

6.2 IlepeyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH « UHTEepHET».
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EDOU.RU [DnekrponHnsiii pecypc]: LleHTp koMneTeHuuu no Bonpocam JOKYMEH-TallMOHHOTO
obecrieueHHs yIPaBJICHUS] U apXUBHOTO Jiefa. — OJEeKTpoH. daH. — [M.], cop. 2013. — Pexum
noctyna: http://www.edou.ru/dou/. — 3arun. ¢ axpaHa.

ELibrary.ru Hayunas snexktponHas 6ubanoreka www.elibrary.ru

Apxussl benapycu [DnekTpoHHBIN pecypc] — OnekTpoH. 1aH. — M., [2006-2013].— Pexum
noctyma: http://archives.gov.by/. cBoO0HBIN. — 3ari. ¢ sKpaHa.

ApxuBbl Poccun. [Ilopran denepanbHOil apXWBHON CHyKObI|; [DNEKTpOHHBIH pecypc| —
OnekTpoH, gad.— M., [2001].— Pexum goctyna: www.rusarchives.ru, CBOOOHBIN. — 3arii. ¢ SKpaHa.

Bceepoccuiickuii HayuyHO-UCCIEI0BaTEIbCKUI HHCTUTYT JOKYMEHTOBEIEHUS U apXUBHOT'O Jiena
(BHUNAAJ) [Onextponnsiii pecypc| / BHUMAAL — Onexrpon. gan.— M., [2001].— Pexum
nocryna: www.vniidad.ru, cBoOOIHBIN. — 3ari. ¢ sKpaHa.

lNocynapctBennsiit apxu Poccuiickoit deneparuu [DneKTpoHHBIN pecypc]: DIeKTpoH. JaH. —
[b.M., 2012]. — Pexwum moctyna: http:// www.statearchive.ru/index.html. — 3arn. ¢ skpana.

HanwmonanwsHas snextponnas oubnumoreka (H3b) www.rusneb.ru

Poccuiickuil rocy1apCTBEHHBIN apXUB HAayYHO-TEXHUYECKOH JOKYMEHTAUUH [DJEKT-pOHHBIN
pecypc]. — Dnaexktpos. nan. — [b.m.], cop. 2002-2013. — Pexum goctyma: http://rgantd.ru/. — 3arm.
C 3KpaHa.

6.3 IIpodeccnonabHbIe 0a3bl JaHHBIX H MH(POPMAIMOHHO-CIIPABOYHbIE CHCTEMbI
Joctyn k npodeccuonanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases

WHdopmanroHHbIe CIIPABOYHbIE CUCTEMBI:
1. Koncynsrant [lmroc

2. Tapanr
No | HaumeHoBaHue
/1
1 MexayHnapoansle pedepatuBHble HaykoMeTpuueckue bJl, 1ocTynmHble B pamKax
HalMOHAJILHOU IMoanucKku B 2022 T.
WebofScience
Scopus

2 [Tpodeccuonanbuble monHOTEKCTOBBIE BJl, HOCTYmHBIE B paMKax HAI[MOHAJILHOU
noanucku B 2022 r.

XKypnansiCambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

2Kypnansr Taylor and Francis
3 [TpodeccrnonanbHbie MOJHOTEKCTOBBIE b]]
JSTOR
N3nanus o oOMEeCTBEHHBIM U TYMaHUTAPHBIM HAyKaM
DnekrponHas oubanoreka Grebennikon.ru
4 KomMribroTepHbie ClIpaBOYHBIC TIPABOBEIC CHCTEMBI
Koncynbrant Ilmtoc,
I'apant

7. MaTepuaJIbHO-TeXHHYECKOE o0ecnevyeHne TUCHUIINHBI

B paznmene ykazansl HeoOXoauMoe AJisi OOY4YEHHUs JIMIEH3MOHHOE MPOrpaMMHOe o0ecTiedeHne
(M3 PEeKOMEHJIOBAaHHOTO CIHCKa), 000pyJ0BaHUE, JEMOHCTPALIMOHHBbIE MPUOOPHI, MYJIbTHUMEIUNHBIC
cpencTBa, ydeOHbIe (HIBMBI, TPEHAXKEPHI, TPEOOBAHUS K AYAUTOPHSIM — KOMITBIOTEPHBIC KJIACCHI,
aKaJeMHYeCKHEe WM ClIelnaibHO 000pyA0BaHHBIE ayAUTOPUU U JIaDOpATOPUH, HAJTMUKE JOCKH U T.1I.


http://www.elibrary.ru
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Jns  obecriedeHuss  AUCUUIUIMHBI  MCIIONB3YeTCs  MaTepHajbHO-TEXHHMYecKas  0asza
00pa30BaTeNIbHOTO YUPEXKJEHUS: y4eOHbIe ayIUTOPHH, OCHAIIEHHbIE KOMIBIOTEPOM U MPOEKTOPOM
JUIS IGMOHCTpAlUU Y4eOHBIX MaTEepUaIOB.

Jlns npoBesieHust ay TMTOPHBIX 3aHATUN HEOOXOAMM CTaHAAPTHBIA HAOOP CreNHaIN3uPOBAHHOM
yueOHOoll meOenu U y4yeOHOro 0OOOpYAOBaHHS, B TOM YHCIIE ayJUTOpHAas J0CKa (C MarHUTHOM
MOBEPXHOCTHIO U HAOOPOM MPHUCTIOCOOTEHUM [Tl KPETJIEHHSI IEMOHCTPAI[MOHHBIX MaTepUasoB), SKpaH
(Ha wTaTMBe WM HaBecHOW). [l mpoBeneHUS NPaKTHUECKUX 3aHATHM, a TakkKe OpraHu3aluu
CaMOCTOSITENIbHOM paboOThl CTYJIEHTOB HEOOXOIMM KOMIBIOTEPHBIH Kilacc ¢ pabOYUMHU MECTAMH,
oOecneunBaromiuMu Beixo]] B IHTepHeT. Kpome Toro, 11 nHpopMamoHHO-pPECYpPCHOTO 00ecredeHus
MPAKTUYECKHUX 3aHATUN HEOOXOAMM JOCTYI K CKaHEPY, KOMMMPOBAJIILHOMY alnapary v MpuHTepy.

Peanuzanus yueOHOM mporpamMmbl J0JDKHA 00ECHEeUMBATBCS JOCTYNOM KaKJOro CTYAEHTa K
MH(OPMALIMOHHBIM pecypcaM — YHHUBEPCUTETCKOMY OuOnnoTedHoMmy (OHIY M CETEBBIM pecypcam
Wntepner. s ucnonszoBanus MKT B yueOHOM mporiecce HEOOXOAMMO HalM4Me MPOrPAMMHOIO
oOecrieyeHus, TO3BOJISIOLIETO  OCYIIECTBISATh MOMCK HHpopmanmmu B cetu MHTepHer,
CHCTEMaTHU3allii0, aHAIM3 W TMpe3eHTalul0 HHGOpMAIMM, 3KCIOPT HHGOpMAIMM Ha IUPPOBBIC
HOCHUTEIIN.

Jns  obecniedyeHust yueOHOro mporecca ucnoib3yercs mauueHznonHoe IIO  Microsoft
(onepaunonHas cucreMa WindowsXP Professional Bepcust 2002 ServicePack 3, Word, PowerPoint).

CocraB nporpaMMHOT0 00ECTICUCHHS:
1. Windows
2. Microsoft Office

8. O0ecneuenue 00pa3oBaTeIbLHOI0 MPOLECCa IS JHI ¢ OTPAHNYEHHBIMH BO3MOKHOCTSAMU
310POBbSI  HHBAJIU/I0B

B xone peanuzanuu IUCHUIIIUHBI HCHOJB3YIOTCS CIEAYIOIIME JIOMOJHHUTEIBHBIE METObI
0o0y4eHHs, TEKyIIero KOHTPOJsS YCIEBA€MOCTH W MPOMEXKYTOUHOH aTTecTaluu OO0y4aroluxcs B
3aBUCUMOCTH OT WX UHAUBUIYATBHBIX OCOOCHHOCTEH:

® s CHENbIX U CHA0OBUISIIMX: JEKIUU OQPOPMISIFOTCS B BHJAE JJEKTPOHHOTO JOKYMEHTA,
JIOCTYITHOTO C TIOMOIIBI0 KOMIBIOTEPA CO CHEIUATM3UPOBAHHBIM TMPOTPAMMHBIM OOECIICYCHUEM;
MMCbMEHHBIE 3a/1aHUs BBINIOJHIIOTCA HAa KOMIIBIOTEPE CO CHEHHAIM3UPOBAHHBIM MPOTPAMMHBIM
obOecreyeHHeM WJIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOCCIICUMBACTCS HHIUBUIYATHHOE
paBHOMepHOe ocBelieHHe He MeHee 300 IIOKC; A BBIOJHEHHUS 33JaHUi TPU HEOOXOAUMOCTH
MPEAOCTABIIACTCS yBEJIMYHMBAIONIEE YCTPOMCTBO; BO3MOXKHO TAaKXKe HCIOIb30BaHUE COOCTBEHHBIX
YBEIMUYMBAIOIINX YCTPOUCTB; MUCbMEHHBIE 3aJaHus OPOPMIISIFOTCS YBEIMYEHHBIM MIPUPTOM; SK3aMEH
1 3249€T MPOBOJATCS B YCTHOM (DOpPME MITH BBITIOJHSIOTCS B MUCHMEHHOM (DOpMe Ha KOMIIBIOTEPE.

® I TIAYXUX M CIa0OCHBIIAIINX: JEKIUA O(GOPMISIOTCS B BHJE 3JICKTPOHHOTO JOKYMEHTA,
nub0  MPEIOCTABISICTCS  3BYKOYCHJIMBAIOIIAs — ammapaTypa HWHIWBUIYaJIbHOTO  TOJb30BaHUS;
MMMCbMCHHBIC 3a/JIaHMS BBITIOJHSAIOTCS Ha KOMITBIOTEpPE B NHUCHBMEHHOH (opMme; dK3aMeH U 3auéT
MIPOBOJISITCS B MUCEMEHHOM (POpME Ha KOMITBIOTEPE; BO3MOYKHO MTPOBEICHUE B (JOPME TECTUPOBAHHUS.

® I JUI] C HApYyIICHUSMHU OMOPHO-IABUTATEIBHOIO ammapara: JeKIHU ohOpMISIOTCS B BHJE
AJIEKTPOHHOTO JOKYMEHTA, JOCTYMHOTO C TIOMOIIBI0 KOMIIBIOTEpPA CO CIEHUATU3UPOBAHHBIM
MPOrpaMMHBIM ~ O00CCIICYCHHEM; IMHChbMEHHBIC 3aJlaHHsl  BBITIOJIHSIOTCS Ha KOMITBIOTEPE CO
CHEIUATN3UPOBAHHBIM MPOTPAMMHBIM 00€CTI€UeHUEM; FK3aMEH U 3a4€T MPOBOJAATCS B YCTHOU (hopme
WJIU BBITIOJHSIOTCS B TUCbMEHHON (DOpME Ha KOMITBIOTEPE.

[Ipu HEOOXO0AMMOCTH MTPEAYCMATPUBACTCS YBEIIMUECHUE BPEMEHH TSI IIOJTOTOBKH OTBETA.

[Ipouenypa npoBeAeHUsS MPOMEKYTOYHON aTTeCTAllMU AJisi OOYyYarOIIMXCsl YCTaHABIMBAETCS C
V4IETOM MX MHIUBUIYATBHBIX MCUXO(PH3UIECKIX 0COOCHHOCTEH. [IpoMekyToUHasT aTTecTalus MOXKET
MIPOBOJIUTHCS B HECKOJIBKO ATATOB.

[Ipu mpoBeneHHM NPOLEAYpPHl OLICHUBAHUS PE3YyJIbTATOB OOYYEHHS MpeaycMaTpUBaCTCA
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UCTOJIb30BaHUE TEXHUYECKHX CPEICTB, HEOOXOIUMBIX B CBSI3U C MHAMBHYaJbHBIMH OCOOCHHOCTSMU
oOydJaromuxcsi. OTH CpeAcTBa MOTYT OBbITh MPEIOCTaBIEHbl YHHUBEPCUTETOM, WJIM MOTYT
MCTIOJIb30BaTHCS COOCTBEHHBIE TEXHUUYECKHE CPEJICTBA.

[IpoBenenue npoueaypsl OLIEHUBAHUS PE3yJIbTaTOB OOYUEHHUS TOIYCKAETCs C MCIOJIb30BaHUEM
JUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTHH.

ObecnieunBaeTcss IOCTyNl K WHGOPMAIMOHHBIM M OuOIMOrpaguueckuM pecypcam B CETH
WuTepHer 11 Kaxkaoro odydatomierocs B popMax, alalTUPOBAHHBIX K OTPAaHUYEHUSAM UX 370POBbS U
BOCHPUATHS UH(POPMALIUU:

® sl cIenblX M cHaboBUIANIMX: B IMEYaTHOW (opMe yBETUUEHHBIM MIpUPTOM, B (dopme
AJIEKTPOHHOTO IOKyMEHTa, B (hopme ayauodaiina.

® JUIs TIYXUX U caa0oCTbIIaluX: B HeyaTHoil popme, B popMe 3IIeKTPOHHOTO TOKYMEHTA.

® 17151 00y4aloOUIMXCs ¢ HapyLIEHUSIMH ONOPHO-IBUTATEIBHOIO ammapara: B neyaTHoi ¢opme, B
(bopme 3MEeKTPOHHOTO JOKYMEHTa, B (hopMme ayaunodaiina.

VY4eOHble ayIUTOpUU MAJisi BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIbHOM paboThl, HayuyHas
OubsimoTeka M UWHBIE TOMELIEHHUs i OOY4YEeHHs OCHAIEHBI CIEHUaTbHBIM O0OPYAOBAaHHEM U
y4eOHBIMU MECTaMH C TEXHUUYECKUMHU CPEJICTBAMU O0yUEHUS:

® IS CHENbIX U CIa0OBUIAIINX: YCTPOWCTBOM Ul CKAaHUPOBAHMS U YTEHUs ¢ Kamepoil SARA
CE; nucnineem bpaiing PAC Mate 20; npuntepom bpaitng EmBraille ViewPlus;

® sl DIIyXUX M Cla0OCTBIIIANIMX: aBTOMATH3HMPOBAHHBIM pabOYUM MECTOM Ui JIIOJEH C
HapyLIEHUEM CiIyXa U cIa0O0CIbIIalX; aKyCTUUECKHIN YCUIIUTENb U KOJIOHKH;

® 11 OOy4YaroUMXCs C HapyLICHUSMH OIOPHO-JABUraTeIbHOIO ammapara: IepeABHKHBIMHU,
perynupyeMbpiMu 3proHoMuueckumu mapramMmu CHU-1; KOMIOBIOTEpHON TEXHUKOH CO CIEIHAIbHBIM
POTrPaMMHBIM 00€CIIeUEeHHEM.

9. MeToan4yecKkne MaTepHaJIbl

9.1 Ilianbl 1a00paTOPHBIX 3aHATHI

Tema 1. OcHOBHbIE OOBEKTHI aBTOMATH3allMKM 0as3bl JAHHBIX B apXWBHOM Jeie. 12 yacos.
Coznanue snextponHoii apxuBHoi onucu B CYB/] FoxPRO for Windows. (4 yaca)

ens pabGoThl: wu3ydyeHHE TPUMEHEHUS TEXHOJIOTMH 0a3 JaHHBIX TIPU  CO3JaHHUH
aBTOMATHU3HPOBAHHBIX HH(POPMAIIMOHHO-TTIOMCKOBBIX CHCTEM.

B pesynbrare paboThl CTYJEHT T0KEH 3HATH!

- KJ1acCU(UKALMIO U OCHOBBI ocTpoeHwus apxuBHbIx AUTIC;

- npeumMyliecTsa u HepocTaTku perssuuoHHbiX CYBJI npu coznanuu apxusabix AUIIC;

- MOPUHIIUIT TPEEMCTBEHHOCTH TPAAUIIMOHHBIX W aBTOMATHU3MPOBAHHBIX APXHBHBIX
CIIPAaBOYHUKOB M €T0 OCYIIECTBICHUE Ha MIPAKTUKE.

B pesynbrare paboThl CTYACHT JOHKEH YMETh:

- BBICTYIIUTh B POJIM MOCTAHOBIIMKA 33Ja4d U pa3paboTaTh TEXHUYECKOE 3aJaHUE MpU
co3ganuu AUIIC Ha 6a3e apXuUBHOM OMKCH.

[IporpammHOe obecrieueHue:

- CYB/ Fox Pro for Windows ot ot 2.6.

PazpgaTounbie maTepuansr:

- Omnuck poHpa.

- IIpakTHueckoe 3aanue

[lepen Hauamom pabOThI BCIIOMHUTE:

- Urto moHUMaroT 1o 630 JaHHBIX?

- KakoBa cTpykTypa 0a3 JaHHBIX U B 4eM OCOOEHHOCTHU PESLUOHHON MOJIEIH JaHHBIX ?

- KaxoBsl aTamnsl co3nanus 6a3 qaHHBIX?

- KakoBsl pazHoBuiHocT apxuBHbIX AUTIC?
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ABTOMaTI/ISI/IpOBaHHLIC I/IH(l)OpMaI_II/IOHHO-HOI/ICKOBBIe CHpaBO‘-IHI/IKI/I B apXI/IBaX CO31Aa0TCA JIA
YCOBEPIIICHCTBOBAHUSI HAYyYHO-CIIPABOYHOIO  aflfapaTa, MHOTOACTIEKTHOTO IIEJIEEBOTO  TOWCKA
PETPOCTIEKTUBHOM TOKYMEHTHOU HH(DOpMAaIIHH.

Cosmanne AUIIC Bxirouaer B ce0s1 HECKOIBKO DTAIIOB.

1. OOm1ast mocTaHOBKa 3a]a4u, pacueT 3arpat Ha BHeapenue AUIIC,
pacuet skoHoMuYeckoi 3¢ dextruBHOCTH BHeApeHuss AUTIC.
2. Coznanne undonoruueckoit moaenu bJ[. Ha sTom stane Hasn

npoexktoM AUIIC pabotaer apxusuct. Onpeaensiercs Te-

Ma WA KOMIUIeKC noKymeHToB, Tun AUIIC (MmexdoHmoBas, MexxapxuBHasi), OMPEAestOTCs
0OBEKTHI OMHCAHUS M WX aTpUOyTHI, HA3HAYAIOTCS WHIACHTU(DHUKATOPHI OOBEKTOB M OIMPEACIISIOTCS
THUIIBI CBSI3€H MKy 00BEKTaMHU.

3. Coznanne naranornyeckoi Mmoaenu bJl Ha 3TOM 3Tare apXuBUCT pabOTAaET COBMECTHO C
nporpamMmmuctoMm. [lpoucxoautr BBIOOp MoAenu (CTPYKTYypbl HaHHBIX), B COOTBETCTBUU C HEWH
MIPOBOAMTCS CTPYKTYPHUPOBAHKUE JaHHBIX, HOpMaIu3anus Tabaull, BeIOOp kiroueid, Beioop CYB/I.

4, Coznanme ¢usmueckoir bJI. Ha a3ToM sTame mporpaMMUCT peanusyeT CpeacTBaMHu
KOHKPETHOW CHCTEMBI YIIpaBlieHUs 0azamMu

nanubix CYB/] npoexktr AUIIC.

Wndopmanus B b1 tuna d BASE, k kotopsiM otHOCcHTCst CYB/]

FoxPro, xpanurcs B aAByMepHbIX Tabnuuax. Ctonden Tabauibl Ha3bIBAeTCs MOJIEM, CTPOKA —
3anuckro. Daitn-rabnuia uMeeT Mporus3BoiasHOe (JI0b0e) uMs u pacuupenue *.DBF.

Coznate *.DBF-¢aiin — 3HauuT onpeaenuTh Ha3BaHUE, TUIl U JJIUHY (B CUMBOJIaX) Ka)KJI0ro
CTOJI011a TaOIUIIBI.

Cozpnaiite daitnel fond.DBF, opis.DBF, delo 1.DBF u delo_2.DBF.

3arpysure FoxPro.

Haitgure B MeHIO MyHKT «Paiiiy, MIEIKHUTE 110 HEMY, HAMAUTE B

HOIMEHIO MyHKT «Co3/1aThy, IEIKHUTE 110 HEMY.

[TosiBuTcs muanoroBoe okHO «Co3aaTtey» lenkuaure mo «Tabmuia.

DBF.».

[osiButcst quanoroBoe okHO «CTpyKTypa Tabnuiel». Beenute

MMEHa MOJIeH, TUTIBI U pa3Mephl.

[IpaBuna, Mo KOTOPHIM MOXKHO JTaBaTh HMEHA MOJISIM:

- TOJIBKO JTATUHCKHE OYKBHI,

- He Ooybiie 10 3HAKOB;

- HEJb3s UCTI0Ib30BaTh MPooeT;

- BMeCTO Mpo0ena MOKHO UCTIONB30BaTh Mo quepkuBanue: delo n4;

- HeJb3s1 HAUWHAThH UM OIS ¢ HUdPBI, HO HUGPBI UCTIOIB30BATh MOXKHO.

Hanpuwmep:

Nomer fond («a» He TOMeCTUIIOCH, T. K. 3T0 11-if 3HaK).

Tunel nonen:

Carascher — cuMBOJIBHOE, T.€. TEKCT (pa3mep A0 254 GailT).

Numeric — 4ncio, MOXHO JpoOb (1o 10 6aiT).

Data — nara (8 6atit: 00.00.00).

Logical — tpebytomee orBeta aa win HeT (Bceraa 1 6aiit: 0 umu 1).

Memo — npumeuanue. Pa3mep He orpaHUYeH, HO MMOUCK 3a4acTyIO 3aTPy/THEH.
General — BcTaBka 00beKTa (KAPTUHKH, TEKCTA), CO3JJaHHOTO

JIPYrou mporpaMMoOn.

IToce BBoma Becex mosel menkaute OK.

CoxpaHuTe TaOJIHIly 0] COOTBETCTBYIOIIUM UMEHEM.

[Tporpamma npeyioxkUT BBecTH 3anucu. Beenute 10 3amnuceii B Ta-

omuy: delo 1.DBF u delo 2.DBF. B ocransHbIe — 110 OJTHOM 3aITUCH.



27

Jns BBona npumeuanuii: { CTRL+PGDN}.

CoxpanuTth nanublie U 3akoHYUTH BBOJ: { CTRL+F4} min @aitn —

3akpeITh. JlaHHBIE COXpPAHATCS aBTOMATUYECKH.

2. 3arpy3uTte cHavaja OJHY TaOJIuILy.

BA3A JAHHBIX — [TPOCMOTP — OTKPbBITh.

VYKakuTe IUCK, KaTajor 1 (ailsl Hy>KHOM TaOJINLIbI.

3. 3arpy3us tabnuity delo 2.DBF, naiinute B Heil Bce 3amnucu, B

KOTOPBIX YIIOMHHAIOTCS TIPUKA3HI.

3AIIUCH-ITIOUCK.

B oxne «llouck» menkaure «[ns» — oTkpoercss okHO «['eHepartop BbIpakeHmit». CrieBa
BbIOEpUTE MOJIe, ABAX/bI IIEIKHUTE 10 HEMY (BaM HY’KHO IOJIe ¢ BUJaMH J0KyMeHToB). ITosBurcs
OKHO C MIMEHEM TaOJHIBI_MMs TOJIsl. BBeauTe 3HaUeHWe MO B KaBBIUKAX: «IPHKa3bD» (BCE, UTO HE
YHCII0, BBOAUTCA B KaBblukax). [llenknute «OK».

[TpunymaiiTe U BBINOIHUTE €I1€ HECKOIBKO YCIOBUM MOUCKA ISl BceX (ailyioB.

4. PegakTupoBaHue TaOIUIIBL.

JloGaBbTe eme 3anuck B Tabnuny delo 2.DBF.

Ortkpoiite ee (1. 2). BeiOepure pexxum npocMoTpa (TabIuuHbINA

WJIH TIO 3aITUCSIM).

Jlo6aBbTe mycTyto cTpoKy B KoHIe Tabiuubl: {CTRL+N}.

Brenute nndopmarmro.

W3menuTte naHHble B y>K€ TOTOBOM IOJI€: JBAX/IbI IIEIKHUTE IO

HEMY ¥ BBEJIUTE HOBBIE JIAHHBIE.

Y nanute nocienHow 3anuck Tadmuis delo 2.DBF.

Haiinure obpeuennyto 3anuck. l1{enKHUTE MBIIIBIO 10 TEMHO-

My NPSIMOYTOJIBHUKY CJIEBAa OT COOTBETCTBYIOIIEH cTpoku Tabnuisl. Haiinute B meHio «BA3A
JAHHDBIX», menkaute «Y 1aiuThb

(«YmakoBaTh»), menkuute «JJA». pyroit Bapuant — «3AIINCby,

«YAAJIUTDb».

Ho6aswsre B ¢aiin fond.DBF mone «Opisi» it BHECEHHs] CBEIEHUNW O KOJMYECTBE OIMHCEH
Kaxxaoro Gouma.

«OKHO» — «BU1». OTtkpoiiTe n3zmensiemyto Tabnuiy. Lenxan-

Te o «YcranoBkay. [Togsutcsa nguanorosoe okHo «YCTAHOBKAY.

Ilenkaure no «CTPYKTYPA — MU3MEHUWUTD». IlosBuTCS OKHO

«CTPYKTYPA TABJIMILbI». JIucraiiTe cimcok mojiei 10 KOHIIA.

VYcraHoBUTE Kypcop Ha HIDKHEM, IyCTOM Tojie. BBeauTe ero XapakTepucTUKH (MMs, THI U
pasmep).

OcHoBBI HHPOPMAILITMOHHOT'O TIOUCKA.

3asepuute BBoJ 10 3amuceii B aitnb fond.dbf, opis.dbf, delo.dbf,

delol.dbf.

Otcoptupyiite 3anucu Tabnuisl delol.dbf. mo Bo3pactanuro

Ne ¢onpa, onucu, Aena u 3anuc.

Ortkpoiite Hyx)Hyto Tabauy OKHO-BUI-ITIPOCMOTP-BA3A-COPTUPOBKA.

Bri6epute none B cniucke « BCE I1OJIS», nBaXkapl METKHUTE IO HEMY.

Bribepute  cOpTUpPOBKY 1O  BO3pAacTaHUIO WJIM 1O  YyOBIBaHHIO, IIEJIKHUTE IO
COOTBETCTBYIOIIEMY (PIIAXKKY.

Bri6epurte crenyromiee moje aHanoru4Ho, meiakauTe no ¢iaxky BO3P/YEbIB.

CoxpaHuTs, BBeIuTE UM (Qaiina.

Ilenxkaute «OK».

2. [Tpounaexcupyiite 3anucu tadymibl delol.dbf mo andasury

BUJIOB JIOKyMEHTOB. 5
B mento naiinute nynkt BA3SA — HACTPOUKA.
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B o6mactu UHJIEKCbl — JIOBABUTDL. Jlaiite wnaekcy ums c pacmmpenuem CDX
(KOMIUIEKCHBIN cCaMOOOHOBIISIONIUNCS UHIIEKC) 1 UMeHeM delol, coxpanute ero.

B criucke [TOJIS menkauTe Mo UMEHU OIS, 10 KOTOpoMy Oyet

MIPOBOJIUTHCS MHJIEKCUpOBaHKEe. BriOepuTe, MO BO3pacTaHUIO WIIH

yOBIBaHUIO OyJeTe WHACKCUPOBATh, IIEIKHUTE IO COOTBETCTBYIOIIeMY (iaxkKy. BBemute
cinenyromee uMsi modsi W cHoBa ImenkHuTe 1o Quiaxkky BO3P/YBBIBAHUSA. Illenkaute 1m0
JOBABUTH, OK.

3. OcymiecTBUTE OUCK BCEX MPOTOKOJIOB B poHie Mosxkaiickoro YUKA.

«3AIINCb — MCKATDB». Tak MOXHO HCKaThb TOJIBKO II0 IPOUHIAEKCUPOBAHHOMY IIOJIIO.
[osisurcs «KOHCTPYKTOP BBIPAYKEHWI». B 06acT «3HaYeHHE mwit SEEK» BBecTH 3HaueHne
JUTSI TIOUCKA B KaBBIYKAX, €CJIA ATO TEKCT («mpoTokoibl»). Lllenkaure OK.

4. Ocy1iecTBUTE MOUCK BCEX JOKYMEHTOB (POH/A, aBTOPOM KOTO-

pbIx aBisieTcss Moxkarickuin YUK.

Haiimure neno Ne 5. 3AIICh — HAWTH. VHaekc He BaeH.

Menxuute no «FOR» (ans).

Bri6epure none B ciiricke «I1OJIE», nBaX1pl MIETKHUTE IO HEMY.

[ToctaBbTe Jormyeckuii oneparop (B JaHHOM cCily4yae =) U BBEAWUTE 3HAa4YCHHE (B KaBbIUKaXx,
eciy 3To TeKcT): aBTop= «Moxaiickuii YUK». Hlenkuute «OK».

5. Ocy1iecTBUTE TIOUCK BCEX JTOKYMEHTOB, TJI€ YIIOMUHAETCs O che3gax COBETOB.
«[TIPABKA — HAUTW». be3 Bcakux kaBbruek BBeautTe «Che3m» U HaxMuTe «OK).
6. OcymecTBUTE MOUCK BceX MpoTokosioB Moskaiickoro YUKA B 1 ommcu Qonna

Mosxatickoro YUKA. JIns 3TOro Hy’KHO IOCTPOUTH

sanpoc: DANI — CO3JATh. llenkuure no ¢uaxky SAIIPOC — CO3JATb.

none «KPUTEPUN OTBOPA» BBenute moss, onepaTopsl U UX 3Ha4eHUs (BUJ_JOKYMEHTOB
— noxoke Ha — «[IpoTokonb» u ap.)

Bribepure nosst pesyibTara.

[enxaute mo «BBIIIOJIHUTH 3ATTPOC.

KoHTposibHBIE BOITPOCHL:

1. Ha3zoswute stansl coznanus AUIIC. KakoBa poib apXMBHCTa Ha KaXX/10M U3 3TaroB?

2. HazoBuTe n3BecTHBIE BaM MO/IETH (CTPYKTYPbI) TaHHBIX ?

3. B ueMm npeumy1iecTBa 1 HEAOCTATKH PEISUUOHHON MOJEIH TaHHbBIX ?

4. KakoBa meronnka noucka uapopmarun B AUTIC?

5. Kakum o6pazom oOnerdaercs Tpyd COCTaBUTENS dJIEKTPOHHOMN OMUCH MO CPABHEHUIO C
TPAAUITUOHHON?

6. B uem mpeumyiiecTBa 3NEKTPOHHOW OMHMCHU TEpel TPAIAUIMOHHON C TOYKH 3PEHHS

METOJIMKH TTOMCKA HHPOPMAITUH?

Jlureparypa:

I'apckoBa .M. ba3el u OaHKM aHHBIX B MCTOPHYECKUX HccienoBaHusx. M., 1994. Yacts 2.
Texnonorus 6a3 gauuex. C. 47-84.

Kucenes M.H. O6 aBromatmzauum HCA x apxuBHbIM nokymentam / WM.H. Kucenes //
Wudopmannonsslii 6royuteTeHs acconuanmu «Vctopus n kommnbrotepy. — M., 1998. — Ne 23. — C.
22-30.

Tema 2. CocTaBiieHHE YYETHBIX JOKYMEHTOB M CO3JlaHHE IaclopTa apXuBa C IOMOLIbIO
00I1e0TpacieBBIX MPorpaMM « ApXUBHBIN QoHI» 1 «DOHIOBHIN KaTamory. (4 yaca)

[lene paboThL: OCBOEHHE CTYJIEHTAMU OCHOB (DYHKLIHMOHUPOBAHHS OTPACIEBOM CHUCTEMBbI
aBTOMATH3MPOBAHHOTO LIEHTPAIM30BAHHOTO Y4eTa JOKYMEHTOB.

B pe3ynbrate paboThl CTYyI€HT JOJKEH 3HATh:

- Ha3zHaueHUe U QYHKINHU, OCHOBBI HHTep(eiica mporpaMmbl « ApXUBHBIN (OHI»;
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- Ha3zHaueHue U QYHKIMHU, OCHOBBI HHTep(eiica mporpammbl «POHAOBBIN KaTalor.
B pe3ynbraTe paboThI CTYyIEHT JOKEH YMETh:

1. pabotate ¢ mporpaMMoil «ApXHBHBIM (OHI» B pexXHUME TOIb30BaTENd U
aJIMUHHICTPATOPA;
2. BBOJIUTH JIaHHBIE U3 JOKYMEHTOB BHYTPEHHETO YUET apXHUBa

(stucta GoHaa, onuceil) B pa3/ienbl OCHOBHOTO MEHIO MPOrpamMmbl « ApXUBHBIA GoHm» — hoH,
OIIHCh, IBUKEHUE IOKYMEHTOB;

3. CO3/1aBaTh C OMOIIbIO MPOTPaMMbl «APXUBHBIN (HOHI» NACHIOPT apXUBa;

4. HacTpanBaTh nporpaMMmy «@DOHIOBBI KarTajaor» B pEXUME aIMHUHHCTpaTopa |
OCYUIECTBIIATH HKCIOPT AAHHBIX U3 MPOrpaMMbl « ApXUBHBIN GoHI) (AD);

3. MOJIy4aTh CBOJHBIN MAcCMOPT apxuBa B nporpamme «PoHaoBeIN KaTanory (OK).

[TporpamMmMHoOe obecrieueHue:

1. Iporpamma «APXHBHBIM ®OH[l» 2.0 wm 3.0 for Windows (Penepanbhas
apXuBHAas CIIyx0a).

2. [Iporpamma «®OHJIOBbI1 KATAJIOI CYBBEKTA ®EJEPALIMU» 1.0 for
Windows (®enepanbHas apXxuBHas CIyk0a).

PaznaTounble MaTepuabl:

- 3aroJHEHHBIN JUCT (POoHTA.

[IpakTuyeckoe 3aanue:

[lepen HauamoM pabOThI BCIIOMHUTE:

1. KaxoBbI rinaBHble 3ajauM yueTa JOKYMEHTOB B apxuBe?

2. B dWem oTimumMe BHYTpEHHEro yd4eTa JOKYMEHTOB OT IIEHTPAJIM30BAaHHOTO YyueTa
JIOKYMEHTOB?

3. Uto sBNISETCS €IUHUIICH yUeTa apXUBHBIX JIOKYMEHTOB?

4. KakoBbl OCHOBHbIE (DOpPMBI ydeTa JIOKYMEHTOB B TOCYJapCTBEHHOM M BEJOMCTBEHHOM
apxuse?

OO11ee 3HaKOMCTBO C ITPOrpaMMOoi

3arpysutre Word for Windows. Ortkpoiite ¢aiin  C:/WFOND/DOC/manual.doc.
3akoHcnektupyire pasaensl: HASHAYEHUE

[NPOTPAMMBI, CTPYKTYPA UHOOPMALIMOHHOI'O MACCHUBA.

Ipocmotpure paznenst USMEHEHUE ITAPOJIEN, MEHIO B PEXXMME TIOJIb30BATEJIA
N PEJAKTOPA, ITYTEBOJUTEJIb.

Caepnurte ¢ailn, He 3aKpbIBas €ro.

Bozbsmure JIMCT ®OHJIA u BBequTe naHHbIC B TaOIUIBI B/

«ApXUBHBINA HOHIY.

Hns saToro:

3arpysute nporpammy A® u BoiiauTe B Hee MO MaposieM «2» (peaakTopa);

BbIOepuTe B rinaBHOM MeHI0 MyHKT @OHJI; nepen Bamu mosiBUTCS CMCOK BBEACHHBIX paHee
¢dbonaos; HaxkmuTe Enter. Bor Boiinere B paznen @®OH/I,.

Haununte ¢ IIOCJIE[JHEI'O no Bpemenn nepenmenoBanus ¢pongoodpasoparens. Ero BBeaure
B Tabnuiy ®OHJI, nepBsiii 5kpaH,

OJIs1 KTIOJTHOE Ha3BaHue (OHJIa», «COKpAIEHHOE Ha3BaHue (QOHJIa».

BBenute Taxke JaHHbIE B MOJS «HOMEP (OHMIA», «KAaTEropusy, «HayalbHas JaTa»; «KOHEYHas
JaTay.

bonee pannue HazBanus ¢onmooOpasosarens Beeaute B paznen [IEPEMMEHOBAHUSA
(mynkt BepxHero MeHio PA3JIEJIbI), 0603HaunB JaThl KaXa0ro Ha3BaHUS.

Wrak, Ber BBenun B BbJl oOmue cBeneHus o (oHAE W3 NEpBBIX pas3zenoB Jjucta (oHxa.
[Iponomxaem rnocieoBaTeNbHO MONOIHATh

naHHele o Hamem ¢onae. Crnenyrommii paszmen nucta ¢oHga — «YUeT HEONUCAHHBIX
MaTepuajoBy (T.e. POCCHIIN).
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1. BBenuTe gaHHBIE O KOJIMYECTBE €IMHUII XPAHEHUS! POCCHINM U3 pasjerna jJucta Gonaa (yuer
HeonucaHHbIX MaTepuanos) B pazzaen «IBKEHUE JJOKYMEHTOBy. /lns atoro:

- BbIOepuTe MyHKT BepxHero MeHto «PA3JIEJIbIy;

- BeiOepute mnoAnyHKT «JIBVOKEHUE JIOKYMEHTOB», nmanee — JIOBABUTD,
POCCHIIIb, ENTER. IlocinenosareabHo

COXpaHsisl, BBEIUTE BCE MOCTYIJICHUS M BCE BHIOBITUSI POCCHIINH, YKa3aHHbIE B J1HcTe (OH/A.

2. Crnenyrommii pasgen naucrta (GoHIa — y4YeT OMHCAaHHBIX JTOKYMEHTOB. BBeante B
noapasnen OIMCU (nmynkt BepxHero meHio PA3JIEJIBI) nannble 0 HOMepax, Ha3BaHMAX KpalHHUX
JaTax OIMCEH, 3alHUCaHHBIX B JHUCT (oHIa. BriOeprure cOOTBETCTBYIOUINI BUIAM JOKYMEHTOB «THI
OITUCUY.

3. Beenure B mogpasznen «JABVOKEHUE JOKYMEHTOB)» (myHKT BEpXHEro MEHIO
PA3/IEJIbI) nanuble 000 BCeX MOCTYIJICHHS M BBIOBITHSX OMMCAHHBIX MaTE€pPHAajOB, YKa3aHHBIX B
mucte ¢onma. [ns srtoro obOparurech k mnoamyHkty MeHio «JIBWXEHUE JIOKYMEHTOB»,
BoiOepute JJOBABUTD. Kak Bunute, nepen Bamu Bo3HUK criucok omnuceit ¢ponna. Beibepure HyXHYIO
ONKCh, B KOTOPOM NPOM3OILIO JBHKEHHE TOKYMEHTOB. BBenurte roj IBUKEHHs, BbIOEpUTE BHJ
JBWDKEHUS, U, caMO€ IJIABHOE, KOJIMYECTBO IMOCTYNMBIIMX WJIM BBIOBIBIIUX J€], MOCJIEAO0BATEIBLHO
COXpaHss KaXIyto 3anuch (MyHKT HkHero MeHio «COXPAHUTDy).

4. CuoBa oOpatutecb k Word for Windows. IIpouuraiite pasmen 8 «MEHIO
AJIMUHUCTPATOPAY. 3anumute myHKTH MEHIO. 3aKpouTe (aii.
5. 3akpoiite nporpammy A® u cCHOBa 3arpy3uTe ee moJ napoiem «3» (aAMUHUCTPATOPA).

Boiinute B paznen ITACIIOPT. 3anonHuTe Ha3BaHWe apxuBa, ykazaHHoe B jucte ¢onaa. lllenkaure
no CYHUTATDH CBOJAHBIE. U nonyuyute cBogHbIe AaHHbIe nacnopTa. Lllenkuure no CJIEAYVIOLIUN
OKPAH u npocmotpure [TACIIOPT APXUBA.

3akpoiite nporpammy AD.

6. 3arpysute MS Word.

3arpysute ¢aitn FK/DOC/Manual./doc.

7. 3aKOHCTIEKTUPYHUTE pa3aesbl:

Hasznauenue nporpammsi,

CrtpykTypa UH()OPMALIMOHHOTO MAaCcCUBA,

OOHOBNIEHUE TAHHBIX.

8. Barpysute  mporpammy ~ ®OHJIOBBIM  KATAJIOI  moxm  mapomeMm  «3»
(amMuHHCTpaTOpa).

Boiinure B paznen OPI'AH YIIPABJIEHU .

Benenue B paznen [IOJIHOE HA3BAHUE nanusie 06 oprane

YIIPaBJICHUS apXUBHBIM Je10M. Harpumep, ApXuBHBIN OTZE IIPH

aaMuHHUCTpanuu Bomoroackoi o0nacTu.

B paznen COKPAILIEHHOE HA3BAHUE — AO Bosorockoii

obnacTH.

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

CoxpaHuUTe TaHHBIC.

9. Boiinute B paznen APXWB, BBequte nannbie (13 aucta GoHaA)

B IIOJIS:

ITOJIHOE HABBAHUE APXVBA; COKPAILIEHHOE HA3BAHUE (manpumep, ’ABO).

AJIPEC APXUBA, Bribepure cootBerctBytomuii YPOBEHD u TUII (manpumep, ans [IMAM
— MyHUIIUNAIbHBIN apxuB). CoxpaHUTE TaHHbBIE.

Bribepute B cnucke Bam apxus. Haxmure ENTER, Ha Bompoc mnporpaMmmbl 00 MCTOYHHKE
nannbix BBeauTe aapec G\wfond\DBF, menkuure mo SELEKT, B mynkte 'O/ mocraBbTe camblit
paHHMI roj, 3a KoTopblii y Bac Obl10 M3MeHeHue (MOCTYIUIEHHE MM BBIOBITHE) YUETHBIX JTAHHBIX.
Haxvure ENTER. Jloxaurecr mnossiaenus Haamucu OBHOBJIEHUWE JIAHHBIX VYCIIEIIHO
3ABEPIHIEHO. Jlannsie nporpamMmmbl AD ckonuposanucs B nporpammy @K. Haxxmure ENTER.
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10.  3akpoiite nporpammy @K u ermie pa3 3arpy3ure ee ¢ mapojiem «2» (peaakropa).

Tenepb MaccuB y4eTHBIX JJaHHBIX PETMOHA MOMOJHUIICS JaHHBIMH Bariero apxusa. Y0enurech
B 3ToM. OTKpOiiTe pa3nen APXVUB®UIIBTP. Bribepute Bamr apxus, Haxkmutre BBITIOJIHUTD.

Boiinute B paznen ®OH/I Boi6epute Bamr apxus, Haxkmute ENTER.

[Ipocmotpute msrorosneHusiil Bamu Ilacropt apxusa B pazzaene IIACIIOPT (myHKT BepxHero
meHio PA3JIEJIBI).

Paboras ¢ nmporpamMmmoii, MOXHO HOJIYYUTh CBOJHBIA macmopt nmo Bamemy apxuBy 3a pa3Hble
roJibl (moapaszaen « CBOIHBIN macopT»).

Jnist gero ciysxaT noapaszaens «luHamuka — adc.»; «Anunamuka %»?

KOHTpOHBHLIC BOIIPOCHI:

1. [Toyemy MMEHHO ydYeT JOKYMEHTOB CTaJl OJHHM W3 TIEPBOOYEPEIHBIX HAMPABICHUN
KOMITbIOTEPU3ALIUK APXUBHOTO Jeia?

2. B dem BaxHOCTH MpUMEHEHHUSI OOIIEOTPACIEBHIX (THIMOBBIX) 0a3 JaHHBIX IS BEICHUS
ydera JOKyMeHTOB ApxuBHoro ¢onma PDO?

3. KakoBbl mpenMyIiiecTBa aBTOMaTU3UPOBAHHBIX CHCTEM ydYeTa Tepeia TPaauIHOHHBIMU
YYETHBIMH CIIPABOYHUKAMMU?

4. HazoBute ocHoBubie QyHkiuu AUIIC «ApxuBHblii GoHm» u «DOHIOBBIM KaTajor

cyobekta deneparumy.

5. Kak crpoutcsi aBTOMAaTH3UpPOBAHHAs CUCTEMa LIEHTPAIM30BAaHHOIO YydYeTa JOKYMEHTOB
ApxusHoro ¢ponna PO?

Jluteparypa:

1. BpeMeHHBII NOpPSAJOK aBTOMAaTU3UPOBAHHOIO TOCYJIApPCTBEHHOIO Yy4eTa JIOKyMEHTOB
ApxuBHoro ¢onaa Poccuiickoit @enepanuu, XpaHsIIUXCsl B FOCYJAapCTBEHHBIX U MYHMIIMIAIbHBIX
apxuBax (yTBep:kJeH npuka3zoM Pocapxusa ot 23.10.2000 Ne 64.

2. Enunplii mopsAoK 3amojHeHus mojed EaumHoil aBTOMaTH3MpOBaHHOW WH(OPMAIMOHHOMN
CHCTEMBI, COCTOSIIEH M3 MPOrPaMMHBIX KOMIIJIEKCOB «ApXHBHBIH (oHI», «DOHIOBBIN KaTajory,
«Uentpanbubiit houaoBeiii katasnor». [Ipoekt. / M.: 3AO «AJAIIT», 20135 Poccust (2002—2010
TOJIBI)»

Tema 4. Co3naHne y4yeTHbIX JOKYMEHTOB apXMBa M MACIOpPTa apXMBa C MOMOILBIO TPOTrpaMMbl
«Yuaet apxuBHOTO (HOoHIAY. (8 YacoB)

[lenp paboOTHI: OCBOGHHE CTYACHTAMH METOJUKUA aBTOMATH3UPOBAHHOTO BHYTPEHHETO H
[EHTPAIM30BAaHHOTO YYeTa apXHWBHBIX JIOKYMEHTOB, NpuUMeEHsemMol B I[maBapxuBe . MOCKBBI,
MpHOOpEeTEHNE HABBIKOB CPABHEHMSI IPOTPAMMHBIX MTPOTYKTOB.

B pesynbrare paboThl CTYAEHT JOJIKEH 3HATh:

- Ha3HayeHHe U QYyHKINHU, OCHOBBI HHTEp(deiica mporpaMMbl « YUeT apXuBHOTO (POHIA;

- paznuuue Mexay pexumom nonosHeHus bl B pexume ®OH/I- OIMUCH u B pexume
AKT.

B pesynbrare paboThbl CTYAEHT JOKEH YMETh:

- HACTpauMBaTh MpOrpamMMmy «YdYeT apXuBHOrO (OHAA» B pPEKUME aIMUHUCTPATOPA,
BBOJIUTH TOJI30BaTENECH U BRIOUPATH (POPMBI OTUETA;

- paboTaTh B mporpamMmme «Yuet apxuBHoro ¢onaa» B pexume ®OH/I-OITUCH, BBoauTh
JAaHHBIC W3 JIOKYMEHTOB BHYTPEHHEro ydeT apxuBa (mcra (DOHIA, OMKCEH) B pa3eiibl OCHOBHOTO
MeHI0 mporpammbl «Yuer apxuBHoro ¢ouma»y — DOHJI — I[IOIIOJIHEHUE BJI; OIIUCh —
[TOTIOJIHEHUE B, EJl. XPAHEHIM .

- CO3/1aBaTh C IOMOMIBIO MPOTPaAMMBI «YUeT apXUBHOTO (POHIa»

aucT GoHAa, KHATY y4eTa OCTYIUICHUH apXuBa, CIIUCOK (OH-

JIOB ¥ JIpyTHE IOKYMEHTbI BHyTPEHHETO YUeTa.
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[Iporpammuoe obecrieuenue:

HHTerpupoBaHHasi aBTOMAaTH3MpOBaHHAs cucTeMa «Y4uet apxuBHOTO dhoHaa» (AO UucodT).
Paznarounbie MaTepuab:

- 3anosHeHHbIE JTUCTHI (DOHOB Ha J1Ba POHIA,

- Omnuce aen Gpouaa,

- PykxoBOACTBO 1MOJIB30BaTENS IPOTPAMMBI « Y YeT apXUBHOTO (hOHIAY.

[Ipaktuueckoe 3amanue 1-4 gaca. [lepen Hauamom paboOThI

BCIIOMHHUTE:

1. Kakue ydeTHble NOKyMEHTHI IIO3BOJSET IIOJIYYUTh M pacnedaraTb Iporpamma
«ApXUBHBIN HOHI»?

2. KakoBbl OCHOBHBIE JOKYMEHTBI U JOMOJHUTEIbHBIE JOKYMEHTHI BHYTPEHHETO yUyeTa B
rocy/1apcTBEHHOM apxuBe?

3. KakoBbl OCHOBHBIE JOKYMEHTBI U JONOJHUTEIbHBIE JOKYMEHTHI BHYTPEHHETO yUyeTa B

rocy/1apCcTBEHHOM apxuBe?

WuTerpupoBanHasi aBTOMATH3MpOBaHHas cucreMa «YyeT apxuBHoro ¢onaa» (YAOD)
IIpeHa3HaueHa JJI1 BEACHHUS LICHTPAIW30BAHHO- T'O ydeTa JOKYMEHTOB KaK II0 apXWBY, TaK WM IIO
apXHWBOXPAHWIHILLY.

Cucrema pazpabotana pupmoii «Mucop» st TAY r.Mocksbl.

HaynuTte 3HaKOMCTBO C MPOrpaMMON € IEMOBEPCHH.

3arpysure Microsoft Internet Explorer (Ilyck — Ilporpammel — MS Internet Explorer).

B none «aapec» BBeaute www.insoft.ru. Jloxxaurech 3arpy3Ku caita.

[I{enxnuTte no 3acraBke «lemoBepcumn». JloxauTech 3arpy3ku CTpaHULIBI.

[IlenkuuTte 1O mnepBoil crTpoke «lMHTerpupoBaHHas aBTOMATU3MpPOBaHHAs CHUCTEMa
MOCKOBCKOT0 ropo/icKoro 00beIMHEHHS apXUBOBY.

Jloxxaurech 3arpy3Ku CTpaHUIIBL.

Bri6epute nynkt meHto «[IOMOILby, Boiinute B paznen «O cucteMe», BBIIUILIUTE B TETPAdb
JaHHbIE 0 Mporpamme u pazpadotuuke. [lleaxkaure no OK.

Boitgute B myHKT MeHto «AKT». [llenkauTe mo «HOBBIM AKT»

ClIeBa, CaMOCTOATENBHO ONPENECIINTE W 3alUIIUTE IOCIEI0BAaTEIBHOCTh JIEUCTBUN  JUIA
BBEJICHHS B aKT IEePepabOTKH OMHICEH:

BBenenus yuernsix gannbix no HoBoit onucu Ne 3.

YV manenus Bcex geit ommcu Ne 3.

Boiinute B nynkt merro BEJIEHUE YYETHBIX JOKYMEHTOB.

CaMOoCTOATEIHbHO YCTAHOBUTE MOCIIEI0BATEILHOCTD EHCTBUI:

HEOOXOIMMBIX IS BBEJICHHS CBEACHUH B TUCT (HOHIIA;

HEOOXOUMBIX JIJIsl BEJICHUS CITUCKa (DOHJIOB;

HEOOXOJUMBIX, JJIs TOJIYy4EHHUS CBEJACHUH O COCTOSHUU KaXKIOW EIUHUIBI XpaHEHUS
(BHUMATENBFHO CMOTPUTE Ha pa3/eNibl TTIAaBHOTO MEHIO BBEPXY).

YcraHoBUTE M 3alMIIUTE, KaKUE€ JOKYMEHThl BHYTPEHHETO Yy4eTa II03BOJISIET COCTaBHUTh
cUCTeMa. YCTAaHOBUTE M 3alUIINTE, KaKUe JOKyMEHTHl LEHTPAaTU30BAHHOTO YyyeTa MO3BOJISET
COCTaBUTH cUcTeMa (MIYHKT MeHIO «BelieHne y4eTHbIX TOKYMEHTOBY ).

Kakum 06pa3oM MOKHO COCTaBUTH MACIIOPT apXuBa’?

2. Tenepb nepexoauM K MpaxkTUKe. 3arpy3ute nporpammy «Y Ady,

mienkHyB Mbibio 1o [IYCK — [MPOI'PAMMBI — VUET APXMB- HOI'O ®OHJIA —
AIMUHUCTPATOP. Ilporpamma 3amycTUTCsS B pexume agMuHucTpaTopa. LleaKHuTEe MBIIIBIO 110
HACTPOWMKA B/I.

Cospnaiite B/1. Beenute B okHo CO3JAHUE BJ] anpec G/arhive/dbf.

[lenxkuure CO3JJATbH, OK. Bbl BepHeTech B OCHOBHOE MeHio. lllenkHure OANJIBI
OTYETOB. Beenute B oTkpbiBIeecst okHo aapec C:/ arhive/reports. Illenxkaure SELEKT, OK.
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[Menxkuute mno nyHkty I[IOJIb3OBATEJIM rnaBHoro wmeHwo. Bam cnenyer BBecTH
M0JIb30BaTeNe U MPUCBOUTH UM MpaBa, HA3HAYUThH MAPOIIH.

Urak, naunure ¢ ukonku «HoBas 3amuch» BHM3Y (nuctouek). B mome ®UO BBeaute cBoro
dbamunmio, npucBoiTe cede (YHKUMM aJIMUHUCTPATOpa, LIEJKHYB NO (UIakKKy M BbIOpaB MyHKT
«AIMHUHHUCTPATOP» u3 BepxHero MeHo. YKaxxure napoib «1» u noarsepxnaenue «1». lllenkaure
o nkonke COXPAHUTD (auckera BHHU3Y).

Cuctema rotosa k pabore. Lllenxaure no BBIXO/I.

7. 3amyctute Tmporpammy B pexume mnonb3zoBarens. lllenkaute wMbmmpio mo [TYCK-
I[TPOT'PAMMBbI — VUET APXMBHOI'O ®OH-IA — YVAO.

Haiinute BBepxy CTpoKy riaBHOro MeHIO. B 1ieHTpe pabouero okHa HaxOJUTCS Ha3BaHHE
apxuBa. YToObI HaUaTh pabOTy ¢ CUCTEMOM ClIelyeT BBECTH CBOIO (DaMMIIMIO U MApOib «1».

[Iporpammoli mpenycMOTpPEHBbI IBE CHCTEMBI yyeTa — 110 coxpaHeHus [lacmopra apxuBa u
nocne coxpanenus [lacmopra. Pexxum ydera no coxpanenus Ilacmopra apxuBa mpeaHasHaudeH Jis
BBOJIa Oonpiux MaccuBoB mHGopManmu 3A TIPEABIAYIIIWUE I"O/Ibl. DTo moAroToBUTEBHBIN dTAIl
yuera. [lociie coxpaneHus nacnopra 3TOT PEKUM CTAaHOBUTCSI HEAOCTYIHBIM — U3MEHEHMSI B JaHHBIX
MOXXHO OCYIIECTBIISATh ToJbKO depe3 myHKT MeHro AKT. IlpencraBum cebe, 4TO JaHHAs cuUCTEMa
BBeseHa B apxuse B 2001 roay, a yueTHsle JOKyMeHTbl uMmetoTcs 3a 40 ner. CHavasia cieyeT BBECTH
JaHHble 000BceX (POHAAX M OMUCSIX apXUBa, OTIOXKUBIIUXCA 3a 40 JeT.

B pexume nepBoHayanbHOIO NONOJIHEHUS JAHHBIX OCHOBHBIMU

spisitorcst Tpu nyHkTa: POH/-OIMUCh-E/I. XP. Pabota Haunnaercs ¢ nmynkra mearo @OHJI.
PexxuM onucH CTaHOBUTCS aKTHBHBIM IOCJIE BBOJA M BbIOOpa (hoHsa, YTOOBI HE HAPYIIUTh CKBO3HYIO
HyMepaluIo onuceld B pamkax Gonzaa.

8. IllenkHuTe MbIMBIO MO MNyHKTY IaBHoro MeHro @®OH/I. 3arem BbiOepuTe MMyHKT
[TOTIOJIHEHUE B/I. Bo3pmute muct mepBoro ¢onma. Beeaute B kapTtouky (oHIa CBEICHUS O
dbonze:

- Homep QoHIa;

- Kateroputo (poHaa (BbIOEpUTE, UCXOMAS U3 €0 LIEHHOCTH);

- cocTosiHMe (oHa (IIeTYOK M0 CTPENIKE CIpaBa, «B HAJTMUUNY);

- MH(POPMALIMIO O MOCTYIJICHUH (BBEAUTE JIaTy MEPBOrO MOCTYIJICHUS C JIUCTa (HOH/IA);

- BBeIuTe HOMep apxuBoxpanminia B noae APXNBOXPAHWMJINIIE 1;

- KonuuecTBO HeonucaHHbIXx MaTtepuanos B noie HEOIIMCAHBIE MATEPUAJILI;

- OT KOTO TIOCTYIIUIIU MaTepHalibl (0T (POHI000pa30BaATENS).

OcranbHble MO KapTouyku (OHIA HEAOCTYIHBI, TaK KaK JaHHBIE CJIEIyeT BBOJIUThH B MyHKTE
rinaBHoro mexto OITMCb.

Opnako 3amonHeHHe KapTouku ¢oHma eme He 3akoHueHo. I[lledkHuTe MO BKJIaAKe
HA3BAHUE ®OHJIA, ykaxute TOCISIOBAaTEIBHO BCe Ha3BaHWs (OHMIA, YKAa3aHHBIC B IEPBOM
pasnene nucta ¢onaa u ux kpaitnue natel (mons HASBAHUE ®OHJA, JATA HAYAJIbHAA,
JATA KOHEYHAS).

Buumanue!

[Tocne BBOJA Kaka0ro Ha3BaHUs (OHJA HAAO €ro COXPAaHUTH (ILIEIKHUTE MO MUKTOTPAMME C
JKENTOM nuckeToil BHU3Y). Ecnu Ha3BaHue QoHIa He UMEET TOYHBIX KpallHUX AaT, CleqyeT BPYUYHYIO
PaCIIOJIOKUTh HAa3BaHUS B TOM MOCIENOBATEIBHOCTH, B KOTOPOH OHU

npuBeieHbl B jmcTe (oHAa (UCMONB3YHTE KHONKU CO CTPEJIOYKaMU BBEPX-BHH3).
[IpenBapuTeNbHO HYKHO BBIJECJINUTH MBIIIBIO CTPOKY C Ha3BaHHEM, a 3aT€M IEPEMECTUTh €ro BBEpX
WM BHU3 HYKHOM KHOmNKoOW. Emnie pa3 coxpanute nanHble B KOHIE. l[eIKHHUTE MO0 MKOHKE C IBEPHIO
BHmM3y. lllenkaure mo Brimanke AHHOTALIUS. Benure kpaTKyro aHHOTAIMIO JOKYMEHTOB (hoHma
(BUABI TOKyMEHTOB, TeMaTuka). Coxpanute naHHble. [I[eIKHUTE 10 UKOHKE C IBEPHIO BHU3Y.

Bxnagky COCTAB ®OHJIA He TporaiiTe, oHa 3amojHUTCA aBToMaruuecku. llleaknure mo
UKOHKE C JIBephl0 BHU3Y. Ecnu Bbl 3a0blTu COXpaHUTH JaHHBIEC, MOSIBUTCS «BOMPOIIAOIIEE» OKHO.
Bri6epute

BBIXOJ] C ITPOBEPKOW. Hu B koem ciyuae He BeiGHpaiite OTMEHWUTH U3MEHEHUS!
Toraa Bce Baiu crapanust nponaayT BTYHE U HOBBIE JaHHbIE OYIyT YHUUTOKEHBI!
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AHaJOTMYHBIM 00pa3oM BBEIUTE JaHHBIE CO BTOpOro nucta (oHmaa W w3 onucu QoHaa
(DOHA-TTOITOJIHEHUME BA).

9. BBenurte gaHHbBIe O KOJIMYECTBE €AMHUI] XpaHeHUs onuced ¢onna 1, 2 (uctel Gonma) u 3
(onuck onpaa). st atoro HyxHo Boitu B pazaen OIINCh. lomkHo 6bITh, Bbl 3ameTHiu, 4To nocie
COXpaHEeHHUs NePBOM KapTOUKH (POH/A, 3TOT MYHKT MEHIO CTaJl aKTUBHBIM.

Onmnako nmst Toro, 4toObl BBecTH jgaHHbie B paznen OIIMCb, chayama cnemyer Haittu GoH,
ornucu Kotoporo Bwl Oynere BBOAMTH. [y 3TOro Hy*HO BOHTH B myHKT MeHio ®OH/[-BBIBOP
OOHJIA. Ilepen Bamu Bo3HukHeT hopMa AJisi BBOAA KPUTEPHUEB IMOUCKA.

OcymiectBute MoucK (oHAa TO psALy KpUTEpHEB (HOMEp, COCTOSHHE — B HAJIUYHH).
[enxuute no uxonke [IOUCK (xpacHas nyna BHH3Y). CaMblii TpOCTONW CHOCOO MOJYYHUTH CIHCOK
BCEX BBEJICHHBIX (POHIOB — ILENKHYTh 110 UKoHKe JIYIIA BHU3Y, BOOOIIIE HE BBOSA

KpuTepueB mnoucka. HaBeaure Kypcop Ha Ha3BaHHE INEpBOro (oHIa B CIUCKE, ABaXKIbI
menaKkHuTe no HoMepy ¢ouzaa. IlosButcs kaprouka ¢onaa. Termepb MOXXKHO HPUCTYNUTh K BBOIY
cBenieHni 00 onucsax GoHmaa.

[{enkuuTe MbIbIO 10 MyHKTY TiaBHOro MeHo OIIMCh. [losBuTCs KapTOUKa OMUCU MEPBOTO
dbonma.

Bo3bMuTe TUCT COOTBETCTBYIOIIETO (DOHIA M TOOYEPETHO BHECUTE CBEJICHHS O KAXKJIOW OMUCH:
HOMEp OIMCH, HA3BAHNUE OMKCH, TUI ONKCU U CIIOCOO BOCIIPOM3BEIEHNUS BEIOEPUTE U3 CIHCKA (CTpesiKa
cnpasa) o cmbicy. B mone KOJIMUECTBO TOMOB mnoctasste 1, B mone AHHOTAIUSA Briummre
KpPaTKYI0 XapaKTepUCTUKY COCTaBa M cojiepkanust JokymeHToB onwucH; B moie CPOK XPAHEHUA —
BITUIINTE «HOCTOSHHO». O0s3aTeIbHO MPOCTABbTE KOJIMUYECTBO €IMHUI] XPAaHEHUs B OMUCH (CM. JHCT
dboHma) W KpaWHUE JaThl JOKYMEHTOB omucu (cM. Tam ke). lllenkaure mo mnuKTOrpamme
COXPAHUTD (auckera BHU3Y). Ecnu Bbl 3a0bumn coxpanuts u menknynu BBIXO/I, Beibepure B
nosBuBIIeMcst okie BBIXOJ] C [IPOBEPKOIA.

Takum xe cnocodom (OIIMCB-IIOIIOJIHEHUE BJl) BBenuTe cBeaeHHs 000 BCEX OMHUCSX
naHHoro ¢onpaa. 3arem Haiaute Bropoit ponn (POH/I-BBIBOP ®OH/IA). Beenu-

Te cBeAeHus ¢ Jlucra Gponma 060 Beex onucsax naHHOroO (oHaa. 3areM BO3bMUTE ONMUCH (HOHA
W BBeaUTE JaHHbIE 00 3ToM omucu. OTkpoiire nmyHKT rinaBHoro meHto EJIMHUIIA XPAHEHUSA u
BBEJIUTE 3aroJIOBKHU IIATH €Nl U3 ONUCU. B NaHHBIM MOMEHT BBl CO3[Ja€TE HE TOJIBKO YUYETHBIH, HO U
MTOMCKOBBIN CIIPAaBOYHHUK — apXHUB-HYIO OMHCh.

10. OcymectBuTe MOUCK MH(POpMAIK 00 ONUCAX BBEJCHHBIX (POHIIOB.

Mg storo Bei6epute myHKT riaBHoro meHro OIIMCbh-BbIBOP OITUCH.

[TosiBUTCSI OKHO JUIsl yCTAaHOBKU KpUTEpUEB MOUCKA. OCYIIECTBUTE TTOUCK 110 Ha3BaHUIO OIHUCH.
Jns sroro abcomoTHO HeoOs3aTenbHOo BBOaUThL B mosie HASBAHUME OIIMCHU Bce Ha3BaHHS.
HocTtatouno ogHoro cinoBa. Ho mpu 3ToM cienyeT BbINOJHATH MPaBUiia COCTaBIEHUS 3aMpoca:

%oTnen% — CcI0BO BCTpeUaeTcs B JIIOOOM MECTE Ha3BaHMUS;

otnen% — CIOBO BCTpeuaeTcsi 00s3aTebHO B Havalle Ha3BaHUS;

%0Tnen — Ha3BaHUE 3aKaHYMBACTCS JaHHBIM CJIOBOM;

%oTtnen%xkanpoY%ynpasneHus% — m000e coueTaHHe CI0BO+

CJIOBO+CJIOBO.

OtmetsTe BHM3Y nepekmodaress COOTBETCTBUE XOTS Bbl

OJHOMY VYCJIOBUIO. lenkuute no kuonke [IOMCK BHuU3y.

AHaJOTUYHBIM CTIOCOOOM OCYIIECTBUTE MOUCK MO KPaHUM JaTaM

JIOKyMEHTOB OIIMCEN; I10 aHHOTAalMU onucu. B pe3ynbrare Bcex ycwini nepex Bamu nosBurcs
cnucok onuceil. [I[pocMoTpure kapTouku

HalJICHHBIX OIKCEM, IIEJIKas [0 UX HOMEPY.

Haiins omwmceh, mompoOyiiTe HaiiTu BBeaeHHble naena. OCylIeCTBUTE IMOMCK MO KIHOYEBOMY
CJIOBY (XOTs1 OBI OZTHO CJIOBO M3 3arojIoBKa Jiell, KoTopoe Bl momuuTE).

O6patute BHUMaHue, 4To pexuM AKT HenoctymneH.

11. Otkpoitte nmyHkT rnmaBHoro Menro COCTABJIEHUE YUETHBIX JIOKYMEHTOB.
[TonpoOyiiTe caMOCTOATENBHO, CIELYs YKa3aHUSIM IIPOTrPaMMBbl,
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COCTaBUTh CIHMCOK (DOH/IOB apXuBa, PEECTp OMHUCEH JIt0OOro U3 BBEJICHHBIX Bamu ¢oHaa, nuct
onHoro u3 Gounos. CpaBHute nonydeHusiit u3 b/l Jluct ¢ponna ¢ opurunanom. Kakue pasznenst aucta
¢doHIa OcTanuCh HE3aOJIHEHHBIMU?

B TeTpaju cOCTaBbTE CPABHHUTENBHYIO XapaKTepHCTHKY mporpamMM «APXVBHBINM ®OH/» u
«YUYET APXMBHOI'O ®OHIIA» c¢ TOYkM 3peHHs TpeOoBaHUH K 000pya0BaHHIO, (YHKIHH,
ONTUMM3AIMKM ydeTa, ynoOcTtBa wuHTepdeiica, oTyeToB, cTouMocTH. CrenaiiTe 3aKiIrO4YeHHE
10JIb30BATEIS.

KoHTposbHBIE BONPOCHL:

l. B uem cxonctBo u paznuuue (yHKUUH mporpamMMm «ApxuBHBIA (oHa» u «Yuer
apXuBHOTO QoHAA»?

2. Kakne yderHble TOKyMeHTHI BBl MOKeTe MOJy4UTh B Ka4ECTBE OTYETOB C IOMOUIBIO
nporpamMm «ApXuBHBIA GOHI» U «YUeT apXUBHOTO (hoHIa»?

3. KakoBbI OCTOMHCTBA M HEAOCTATKU KaKJI0M U3 NMPOTPaMM C TOYKHU 3PEHUS APXUBUCTA,
MCIOJIb3YIOLIETO UX JJI OpraHU3alii aBTOMaTU3UPOBAHHOIO yUeTa B apXHUBe?

4. Kakwue paznenst Jlucta ¢ponna Bam He yaanoch cOCTaBUTh B JaHHOM pexXHUMe?

Jluteparypa:
I'openex T.H. Komnbrorepuzanus MockoBCKHUX apXuBOB: OT npoctoil b/] k nHTErpupoBanHoi
nHpopmannonHoi cucreme. 1986-2002 rr. // OreuectBeHusle apxuBbl. 2002. Ne 5. C. 20-26.

[TpakTnueckoe 3ananue 2-4 yaca.

[Iporpammuoe obecnieuenue:

- WuTerpupoBaHHasi aBTOMAaTU3MpOBAaHHAsg cucTeMa «Yder apxuBHoro ¢onaa» (AO
NHCODT).

- PykoBoacTBO nosp3oBarels.

PaznaTouHble MaTepuabl:

- nuct GhoHaa,

- aKThI:

npuemMa-repeadn e,

BBIJICJIEHUS J1e]1 HA YHUUTOKEHHE,

HAyYHO-TEXHHUYECKON 00paboTKH (POHIOB.

[lepen Hauamom pabOThI BCIIOMHUTE:

l. KaxoBbl paBuiia 3anonHenus aucra ponnua’?
2. Kakue Buabl akTOB (DUKCUPYIOT U3MEHEHUS B COCTABE JIOKYMEHTOB apXHBa U JIBU)KEHUE
JIOKYMEHTOB?

l. Otkpoiite mporpammy «YA®D» B pexume mnonb3oBarens ([IYCK TTPOI'PAMMBI-
YUET APXMBHOTI'O ®OHIA-YUYET APXMBHO-I'O ®OHJZIA). Ceoto dhamunuio Bel, koHEUHO, HE
3a0bpuTH. BBequTe ee u nmapoiab — «1» — B COOTBETCTBYMOIIKE MoJisl. OOpaTuTe BHUMAHHE, YTO PEKUM
AKT menocrynen. (Ilonpo6yii-re BBectn cenenns o6 akre AKT-HOBBIM AKT). Jlns BBeneHus
CBEICHMIA [0 aKTy MpHeMa-Mepeiad TOKyMEHTOB HE00X0JMMO CHavalla Co3/1aTh U 3alIUTHTh MaCIOpT
apxuBa. lllenkuure mpimpio 1o nyHkTy rinaBHoro meHio BEJIEHUE ITACIIOPTOB, BwiGepute
CO3JAHME, menkuute no JJA. [Iporpamma nonmpocut Bac nonoxaars, IOTOM 3aBEPUT, YTO MACTIOPT
apxuBa co3nadH. Ho Bbl Huuero He Buaure. YToObI MOCMOTpETh Ha peE3yJbTaT CBOMX TPYAOB,
menkaure o OK, Beibepute B mynkre meHro BEJIEHUE ITACIIOPTOB noamynkr [TPOCMOTP.
[lenxkHUTE IO UKOHKE C KpacHOU Jynoi Hu3y. [IponucTaiite nony4deHHbIi nacnopT (BKJIaJKU CBEPXY).
Bol yOenutech, 4TO OOJBIIMHCTBO pa3elioB MYyCThl, OJHAKO MporpamMma YeCTHO MOJcYUTaIa
BBEJICHHBIE BaMHU JJaHHbIE U CBEJIa X BOEAMHO B pazeie 1

u pazuene 3.1.



36

Crnenyer 3amututh mnacnopr ot ynanenus. Beidepute BEJEHUE ITACTOPTOB-
KOPPEKTHUPOBKA, mienkHuTe MO MKOHKE C Tajouykol BHM3Y. Ha Bompoc mporpammel o 3amiure
nacrnopra BeiOepute oTBeT «/JA». Yoenurecs B ToM, YTO HAPOTUB JIAThl co3/1aHus Bariero macnopra
nosiBuiack kpacHas otMetka «3ALLIIIEH».

2. Jis Hauvama paboTBl C akTaMH HEOOXOJIMMO CHOBA IMEpPEHACTPOUTH IpPOrpammy B
pexume AIMUHUCTPATOPA.

OTHbIHE, TOCJE COXPaHEHHs IacropTa apxuBa, BCe M3MEHEHUs B KOJIUYecTBE Jien (oHIa
OCYIIECTBISAIOTCS yepe3 myHKT MeHio AKT.

[Tonymaiite, nouemy.

[Menxkuute no mnyHkry wMeHto BbIXOJ[. 3amycture mnporpammy 3aHOBO B peXHME
AJIMUHUCTPATOPA (npunetcst 3aHOBO BBECTH HapOJib).

CHoBa menKHATE 110 MyHKTY MeHio II0JIb30BATEJIb-HOBBIN

[TOJIb3OBATEJIb. Beenute ums (3alIOMHUB €T0), TAPOJIb «2)», MOJATBEPKIECHUE «2».

Tenepp mpencrout camoe uHTepecHoe. Cnexyer cosnath HOByw poib — «HAYAJIbHUK
OTHEJIA YUETAy. [Ins1 5TOr0 MIEIKHUTE TI0 KHOMIKE «PEAAKTOp POJIeiD» (TeaTpasibHasi Macka BHU3Y).
Ha sxpane nosiBuTCs OKHO pefaktuposanus poaeil. lllenkuure no nukrorpamme

HOBAA POJIb (nucTouexk BHU3Y) MBILIKOM, BOUIIKUTE B OKHO HazBaHue poiau «HAYAJIbBHUK
OTAEJIA YUETA», OK. [locraBere ¢naxku B nossix AKT (nmpocmotp, nononuenue bJ1) u B npyrux
noysix. enxkaure mo COXPAHUTD (auckera BHu3y). lllenkuure no nukrorpamme BBIXO/] BHU3Y.
B okne ITIOJIb3OBATEIJIN, ¢ kotoporo Brl Haunnanu padoty, B noje POJIb BbiOepuTe HOBYIO poiib
«HauanbHUK oTAENa yueTay.

[lenkHuTE MO AUCKETE BHU3Y (COXpaHUTh) U o ukoHke BBIXO/I.

Janee 3akpoiiTe mporpaMMy U CHOBa 3alyCTHTE €€ 1o uMeHeM u ¢ maposiem HAYAJIbHUKA
OTJIEJIA YUYETA B pexume nosiab30BaTels.

BriGepure nyHkT Menio AKT — HOBBIM AKT. Bo3smure nucT (OH/Ia, BBEIUTE JAHHEIE U3
paznena «JABWXEHUWUE JOKYMEHTOB» 006 akrax mpuema-niepenadu Ael, BbIACICHHUS Il Ha
YHUUTOXKEHHE, HAay4YHOTeXHUYeckol o0paboTku ¢onnoB. Haiinure B mucre ¢onna pasgen «YUET
HEOIITMCAHHBIX MATEPHUAJIOB», BBeauTe IaHHBIE O IOCTYIUIEHMM MAaTE€pHaIOB POCCHIMH.
Haiiiute aTy mepBOro mocTyIuIeHus pocchinu. Beequre B Menio HOBBIM AKT Homep domnna, naty
akTa (mepBas rpadga — Jara MEpPBOro MOCTYIUICHHS POCCHINM), BBIOEpUTE THUI aKTa —IIpUeMa-
nepegaun. B mone «OTKyma mMOCTymwiIM TOKYMEHTBD BBeauTe — OT (poHmooOpazoBatens. B moime
NCIIOJIHUTEJIb 1 BBeaute cBoro (amumnuto. IllenkHuTe 1mo QUCKeTe BHU3Y, YTOOBI COXPAHUTh
3aIUCh.

HoBplii aKkT co31aH, HO HE 3apETUCTPUPOBAH.

UToObI 3aI0THUTh HIKHIOIO YacTh aKTa O JIBM)KEHUH TOKYMEHTOB He BBIXOs u3 peskuma AKT,
menkHure no nyHkry raasHoro meHro ®OHJI — IIOCT. HEOIIMCAHHBIX MATEPHUAJIOB.
BBenute kpaifHue naThl TOCTYMUBIICH POCCHITH U KOJMYECTBO €IWHUI] XpaHeHHS (M3 TucTa (QOHMA).
[enkuute no auckete B3y (COXPAHUTD).

B nynkre mento AKT menkuute no AKT — PETMCTPALIMA

AKTA — JIA — OK. Tenepp axkT 3aperucTpupoBaH, a CBEIECHUS O JIBMIKEHHH JOKYMEHTOB
BHECEHBI B CUCTEMY.

TakuM sxe 06pa3oM 3aperucTpupyiite apyroe nocrymienne pocchimn. AKT-HOBBIM AKT;
OOH-ITOCTYIIVIEHUE HEOIIucannsix ; AKT-PETUCTPALIA AKTA.

Br10bITHE pOCCHINM BCIIEICTBUE COCTABIICHUSI ONIUCEH Ha Jiesla pErucTpUpyeTCst O0JIee CII0XKHO.
AKT-HOBBIN AKT. B none TUIT AKTA — Bri6epute AKT OITUCAHHS.

Hainee, e Beixond u3 pexuma AKT, BeiOepure nynkr @OHJI B rimaBHOM MEHIO, MOAIMYHKT —
BBIBBITUE HEOIIMCAHHBIX MATEPUAJIOB, BBenute mo nucty (oHAAa KOJIUYECTBO U JIATHI
BBIOBIBIIICH POCCHIINH, T.€. BCIO pocchilib. COXpaHHTE (IUCKETa BHUZY).

Bri6epute nynkt meHto OIIMCH, kotopsiii ctan aktuBHbIM, a B HeM — HOBAS OIIMCb.
Beeaute mo nucty QoHma HOMEp ONKCH, BBEAUTE Ha3BaHUE OIMCH, KpaHHE aThl MaTEPHAJIOB,
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KOJINYECTBO €MHHUIl XpaHEeHUs. BuliiinuTe U3 pexrMa OMUCH 4epe3 ABEeph BHU3Y (MKOHKA), COXpaHUB
U3MEHeHHus, coxpanute wusmeHenus B pexume AKT, 3zapeructpupyiite AKT (AKT —
PEIMICTPALIA AKTA).

PaznenaBmmich ¢ yderomM pocchllid, O(QOpMHTE BCE€ aKThl Ha MOCTYIJICHHE OMUCAHHBIX
MaTtepuanoB. i 3Toro Bo3pMHUTE cBeaeHus u3 aucta ¢onma — pasgaen «YUET OIMMCAHHBIX
MATEPHAIJIOB». Ecniu Brl emie He moraganuch, Kak CO3Ja€TCsl aKT MOCTYTUICHHSI OTUCH, IEHCTBYHTE
tak: AKT — HOBBIU AKT, BBOI HOMepa doH/a, 1aThl akTa (Bce Ta ke mepBas rpada), TUIT akra —
npuema-nepenayn. CoxpaHure.

Hanee, He BbIxoas u3 nynkra MmeHio AKT, BeiOepuTe MyHKT MEHIO. ..

npasuibHo, OIIMMCh — HOBAS OIIMCh. Beeaute cBeieHus: 0 HOBOM onucH (KpoMme MepBoii,
JaHHbIE 0 KOTOPOH BBI yike BBesn). Co XpaHuTe. 3aperucTpupyinTe akT.

Teneps 3anoBo cocraBsTe JIMCT ®OHA (BEAEHUE YUET-

HBIX JOKYMEHTOB — JIUCT ¢ouna-BbIBPATH ®OH/). Ilo-

YyBCTBYMTE pPa3HUIly — B JAHHOM CJIy4ae 3all0JIHEHBI pa3nen 3 u 4

aucta GoHIa O IBMKEHUU HEOMMCAHHBIX U OMMCAHHBIX JTOKYMEHTOB.

Cozpaite CBEJJIEHUA Ob MU3MEHEHUAX B COCTABE JOKYMEHTOB ®OHJ/IA;
MIOCMOTpPHTE, KaKue U3MEHEHUs B 00beMe (poH1a IPOU30LLIH.

JlononHuTE 3aKII0YeHUE, CIETaHHOE Ha MOCIEAHEM 3aHATHH.

KoHTpoJIbHBIE BOITPOCHL:

1. KakoBa 11ociie1o0BaTeIpHOCTh BHECEHUS U3MEHEHUH B YUETHbIE
JTaHHbBIE TIOCTIE COXpaHEeHUs nacnopTa apxupa? Yem BbI3BaHa 3Ta
I10CJIE0BATEIBHOCTD?

Jlureparypa:

I'openex T.H. KoMmnberorepusanus MOCKOBCKHX apXUBOB: OT NpocToil b/l k mHTErprpoBaHHOM
uHpopmannonHoi cucreme. 1986-2002 rr. / T.H. I'openek // OteuectBenHble apxuBbl. — 2002. —Ne
5.—C. 20-26.

Tema 5. UndpopmanioHHO-1TOMCKOBBIE (YHKIIUU POTPaMMBbl

«ApxuBHBINA (GOHIY. (4 yaca)

Ienb paboOTHI: OCBOCHUE CTYJIEHTaMU MH()OPMAIIHOHHO-TIONCKOBOTO MOJYJISI 00IE0TpacIeBOn
porpaMMbl « ApXUBHBIN (pOHI» U cO3/1aHNe ITyTeBOANTENS 1O (POHJAM apXUBa.

B pesynbraTe paboThl CTyACHT JOJKEH 3HATh: OCHOBHI MH(opManuoHHoro moucka B AUIIC
(KOHTEKCTHOTO MOKMCKa, TOUCKA MO KIK0UYEBOMY CIIOBY, 110 KIaCCUPUKATOPY).

B pesynbrare paboThbl CTYAECHT JOKEH YMETh:

1. BBOANUTH NaHHbIe B bJl mporpammbl « ApXuBHBIA (OHI» U3 MYyTEBOIUTENS U OIHUCEH,
(bOopMUPYS ANEKTPOHHBIN TyTEBOAUTEII;

2. pEeIaKTHPOBATh KIaccUu(PUKATOP MPOTrpamMMbl K APXUBHBIN (HOHIY;

3. OCYIIECTBIIATh TIOUCK WMH(OPMAIMA BO BCEX PEXKHMAX, MPEAYCMOTPEHHBIX ITYHKTOM
meHo OUJIBTP;

4. (GhOpMHUPOBATH OTUYETHI.

[Iporpammuoe obecnieueHue:

Iporpamma « APXUBHBIN ®OH/I» 2.0 for Windows (PenepanbHas apXuBHas cIyx6a).

PazpgaTounsle maTepuainsr:

Onucy ¢Qouma, mnyreBoautenb Mo Gouaam apxuBa, «Cxema eAuHON Kiaccu(UKAMU
JIOKYMEHTHOW WH(POpMAIMd B CHUCTEMAaTHYCCKUX KaTajorax rocyaapcTBeHHBIX apxuBoB CCCP»
(coBeTCKuUl Mepuo).

[IpakTrueckoe 3aganue. 4 yaca.
- Ilepen HauanoM pabOTHI BCIOMHUTE:
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- OcHoBHbBIE MH(POPMAITMOHHO-ITOUCKOBBIE CIIPABOYHUKH apXUBA.

- Mecto B cucreme HCA myteBoauTens MO apXuBY, COCTaB XapaKTepUCTUKU (OHIA B
ITyTEBOJUTEIIE.

- MeTtoauky onucaHusi JOKYMEHTOB B ITyTEBOIUTEIIE.

- Hasnauenne wu crpykrypy «CxeMmbl eIMHOM Kiaccu(UMKAaLUU — JTOKYMEHTHOM
nH(pOpMallMK B CUCTEMATUYECKUX KaTajiorax rocyaapcTBeHHbIX apxuBoB CCCPy.

l. 3arpy3ure nporpamMmy «ApxuBHbiil pouay. [TY CK-ITPO-

T'PAMMBI-APXUBHBIN @OHI[-APXHBHBIPI ®OH/JI. Beeaure maponb «2». OObIMHO i
CO3/1aHUS DJIEKTPOHHOTO ITyTEBOJAUTENS HCIONb3yeTCsS TPAaJUIMOHHBIM myTeBoAuTENs. Bo3bmure
TPaIUIMOHHBII MyTEBOIUTENb MO apXWBY. BpiOepuTe HHIUBUAYaATBHYIO XapaKTePHCTUKY (OHMA.
BBenure cBenenus o BeiOpaHHOM (oHAe B 6a3y naHHbIX. Benute B paznen «®OHJ/l» mouckossie
naHHble 0 (oHne (Ha3BaHue, HoMep (PoHMA, KOJTMUYECTBO €IMHHI] XPAaHEHUS, HICTOPUUECKYIO CIIPABKY,
AHHOTAIIMIO U JIp.).

Jlig sToro menkHuTe MbIbko 1o myHkry ®OH/I rmaBHOro MeH:o.

[TostBuTCs ciucok (GoHm0B, BBeAeHHbIX paHee. [llenkuure no ENTER.

Hlenkaure no nyHkTy HuwkHero MeHio JIOBABUTDH. Beenute Homep ¢onma (ENTER,
IIPUHSITH), TIOJTHOE U COKpAIIeHHOEe Ha3BaHue (OHa,

ucropudeckuii nepuoa (l-coserckuii, 0-10peBOIOLMOHHBIN), TUIT (OHIA, AAThl JOKYMEHTOB.
lenxaure COXPAHUTD, CJIEJY LM

OKPAH. Bce 31n onepanuu Bam yxe 3HakOMBI 110 BBIIIOJIHEHUIO 3a1aHus Ne 1.

2. [enkuute no nyHkry HuwxkHero MeHio PEJIAKTUPOBATD. K stomy nyHkTy cineayet
oOpamarbes Kax/Iblii pa3 nocie COXpaHeHus TaHHbIX.

Benute o00bem emuHuil xpaHeHuss B coorBercTBytomee moie. COXPAHUThH —
CJIEAYVIOIIUI DKPAH.

Beenute UICTOPUYECKVYIO CITPABKY u AHHOTALIUIO B cootBercTBytomee mose. s
storo Hago wenkHyTs no PEJJAKTHUPO- BATDL B Hmwxsem Mmenrwo, 3atem MCTOPUYECKAZA
CIIPABKA, PE-

JAKTHUPOBATD, BBeCTHM TEKCT HMCTOPUYECKOW CIIPAaBKM W3 ITyTEBOJAUTENS, LICJIKHYThH IIO
COXPAHUTD — CJIIEAYIOILMIT DKPAH.

Beegute xmoueBnie cioBa B mojias IIEPCOHAJIMU, TEOT'PA®U-HECKUE CBEIEHNA,
TEMATHUKA. Ilepconanuu — ¢damuinu; reorpapuueckie CBeleHnus — reorpauueckue Ha3BaHUs,
YIOMHUHAEMBbIE

B aHHOTauuu (OHJA; TEMaTHKa — KJIIOYEBBIE CIIOBA, MEpEAaloIINe COIepKaHne JOKYMEHTOB.
Bunael TOKyMEHTOB HE SBIISIFOTCS KJIHOYEBBIMU ciloBaMU. Kaxmoe KiIH04eBOe CIOBO BBOJWUTCSA B
OTJIEIbHYIO CTPOYKY, IOcie BBOJAa cienyeT Haxarb F4. [{ns BbIxoga W3 pekuMa BBOJA KIIFOUEBBIX
cinoB cnenyet Haxatb ESC.

3. B Tom cnmywae, ecnu xapakTepuUCTHKH (OHIA HET B TPATUIMOHHOM IyTEBOIUTEIE
(omycTuM, OH ycTapeis), A BBOJAA JAHHBIX MCIIOJB3yeTcs onuch GoHaa. Bo3pmure onuck donna.
Haunute Bce chHauama. Boitnure B pazmen ®OHJ. Illenkuute mo JOBABUTD. Beeaute nHomep
HoBoro (Qonma. Beeaure B pasgen DPOHJ| mnocnenHee HasBanue (¢GoHIa, a  pasgen
[NEPEMMEHOBAHUS nepBeie Ha3BaHus ¢GoHIA (CM. 000pPOT THUTYJIBHOrO JUCTa omucH). Kaxkmoe
IIEPEUMEHOBAHUE BBOJUTCS OTIENBHO, C JaTaAMH.

4. Bepnutecs B paznen @OHJI. Beenute uctopuueckyro crpaBKy (CM. MPEIUCIOBHE K
omucu), AHHOTAIIMKO (cm. cobctBeHHO omuck), KiaroueBsle cinoBa — TEMATHUKY,
I'EOI'PAOUIO, UMEHA (cMm. yka3aTenu K onucH). AHHOTalUIO0 HEOOXOJUMO COCTaBUTh Ha OCHOBE
onucu. Kak 06b14Ho, Haxknmaiite CJIEJIY IO DKPAH, noka He Haiimere HY KHBIE TI0JISI.

5. Br13oBure mpernonaBaTenss U B €ro NMPUCYTCTBHU OCYIIECTBUTE TMOUCK WH(pOpPMAIUU.
Boiinure B nyHKT BepxHero meHo OUJIBTP.

Ocy1iecTBUTE MOUCK 10 BBEIEHHBIM Bamu:

- [IEPEUMEHOBAHUSAM;

- KIIIOUEBBIM CJIOBaM;
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- TEKCTY UCTOPUUECKOM CIIPaBKH MJIM AaHHOTALUH.

Eciu Bl He mOMHUTE BBEACHHBIX BaMu KJIIOYEBBIX CJIOB, IIETKHUTE IO MYHKTY MEHIO
CIIMCOK cnpasa.

6. Otkpoiite nmyHkT mMeHro OTUETDBI u npocmotpute Heckonbko (ailioB, 00g3aTeNbHO
3arpy3uTe IMyTEeBOAMUTENb (IIETKHUTE IO pasjiesiaM OIJIaBICHHs) W yKa3aTelud K HeMy. 3akpoiire
APXUBHBIN ®OH/I (PA3JIEJIBI-BBIXO/).

7. Orkpoiite mporpammy APXVBHBIM ®OHJI B pexuMe agMUHHCTPAaTOpa (BBEIMTE
napoiib «3»). Otkpoiire myHkT MmeHi0 PYBPUKTOP. enkaute mo JIOBABUTD. Beeaute pyopuky 6.
(I'ocynapctBeHHble yupexaeHuss coBerckoro mnepuonaa). Haxmure CTRL-N. Bpeaute noapasnenst
6.1-6.9, ucronb3ys coorBercTByomuii pasgen CXEMbI EJIJMHOM KJIIACCU®UKALIMN. 3amennte
OyKBEHHO-IIM(PPOBBIE MHJEKCHI HA COOTBETCTBYIOIINE I (pOBLIE. 3aKpoiiTe MporpaMmy.

8. 3amycTUTe MporpaMMy B PEXKHME pelakTopa (Maposb «2»).

Haiinute B criucke GponnoB BBeaeHHble Bamu gonabl. [IpoctaBbre pyopuky. Coxpanure.

9. [Tometrpre K yHHuTO)eHHIO (hoHA Moxkaiickoro YUKA (BAIIUCH-YJAJIUTH-JA).
[Toxaxkute pe3yabTaThl pabOTHI MIPETIOIABATEITIO.

10. Yuunutoxbete 3anuch 0 Moxaiickom YUKE. 3akpoiite A®. 3arpy3zure AD B pexume
agmuHucTparopa (maponsb «3»). lenkaute mo C)KATUE B/I-JIA-ENTER.

11.  YOenurecs, uto 3anuck yHuuTokeHa. 3akpoiire AD (BbIXO/).
12.  3arpysute A® B pexume penakropa (mapoib «2»). IIpocmorpute cnucok (hoHIIOB
(paznen ®OH/I) u y6eautecs, uro honaa Moxarickoro YMKA B HeM HeT.

KoHTpoJIbHBIE BOIIPOCHL:

1. Ha xakom ypoBHe ocymectBisercss onucanue uHpopmamuu B AUIIC mporpammsl
«ApxuBHbIH (HOHI», Bepcus 27

2. Kakue BO3MOXHOCTH U151 IOMCKA MH(OpMaIUK MTpeJoCTaBIsIeT 3Ta mporpaMma?

3. B yem 10CcTOMHCTBA ¥ HEOCTATKH MTPOTrPAMMBI KaK MOMCKOBOW CUCTEMBI?

Jlureparypa:

Kucenes U.H. UnpopmannonHas cucrema apxua — mozenb 1 Borutonienue / M.H. Kucenes //
OteuecTBeHHbIe apXuBbl. — 1997. —Ne 6. — C. 28-33.

Jlapuna B.I'. Equnblil knaccudukatop TOKYMEHTHON HMHGpOpMalMM — BaXKHEUIIMHA 3JIEMEHT
uHpopmaTnzanuu apxuBHoi orpaciu / B.I'. Jlapuna // OreuectBeHnbie apxuBbl. — 2002. — Ne 1. —
C. 8-14.

Tema 6. [lyreBogutens no PI'AJIN. (4 yaca)

Hens paOGoThl: n3yueHre MeTOAUKU noucka nHpopmauuu B apxuBHoil AUIIC Ha mpumepe
nyteBoautens no PITAJIN.

B pesynbrare paboThl CTYJEHT H0KECH 3HATH!

- Ha3Ha4YeHHe M cocTaB HH(popmanroHHOro MaccuBa myteBoautens mo PI'AJIN na CD-
ROM.

B pesynbrare paboThl CTYACHT JOKEH YMETh:

- OcyecTBISTh MOUCK BO BCEX BO3MOXKHBIX PEKUMAX, a TAKKE

KOMUPOBATh HailIeHHYy10 HHpopMaIuio o myTteBoauTento no PIAJIN.

[IporpammHBIe cpencTBa:

- ANEeKTpOHHbIN IyTeBoauTelb o PI'AJIM. CD-ROM.

[IpakTuueckoe 3aganue Ne 5. 4 yaca.

[Tepen Hadamom pabOThI BCIIOMHHUTE:

l. Pa3zHOBUAHOCTH Iy TEBOAUTEIEH.

2. CTpyKTypy NOCTPOEHUS ITyTEBOAUTEIIS.

3. BcrnomorarenbHbIN CITpaBOYHBIN anmnapar K MyTEBOIUTEIIO.
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4. 3anyck mnporpammsl. JUIi WHCTAULIUU NOpPOrpaMMbl B OKHE «MOH KOMIIBIOTEP)
obpatutech k aucky H: (Guest). Ha nucke naiinute nanky ~D-ROJVb, otkpoiite nmanky Rgali/EXE.

Ecnu mporpamma yske yCTaHOBIIEHA, MPOCTO 3allyCTUTE €€ JBOWHBIM IIEITYKOM MO HKOHKE
RGALI wn ITYCK — ITPOT'PAMMbI —PT'AJIN — Apxus PI'AJIN. PaccmoTpute IilaBHOE MEHIO.
Boiimure B mynkt meHio Help — About. Ilepenummure B Terpaas Beixoansle mgaHHbie CD-ROM.
YroObl BEpHYTHCS B INIABHOE MEHIO, IIIETIKHUTE B JIIOOOM MECTE OKHA C BBIXOJHBIMU JJAHHBIMH.

2. [Touck nadopmanum 1Mo pas3aenam myTeBOIUTENS.

2.1.  VYcranoBute coaBropa B.A. KaBepuna no cuenaputo kuHo- puiabma «JIBa kanutaHay.

JIBoiHBIM 1eT4KOoM MbIU Boiinute B pasnen «JIMYHBIE ®OH/IbI» cnpasa.

B okue «IIOUCK» (cnpaBa) nHabepute ¢amunuio «Kaepun». lllenkHure mo kapTouke c
damunueil mucarens cieBa. BwimuiinTe HOMEp, XPOHOJIOTMYECKHE TpaHUIBI U 00beM (oHsa,
(bamuIMio coaBTopa B TETpab. TakKe YKaXKUTE 3JIEMEHT HHPOPMAIIH, KOTOPBIH JOJIKEH OBITh,

HO OTCYTCTBYET B JIaHHOW XapakTepucTHke (oHaa B myTteBoauTesne. UToObl BEpHYThCS B
OCHOBHOE McHIO, Haxxmute ESC.

2.2. Bpmummure B Tetpaabp Bce ¢ouHasl PIAJIM, koTtopble conepxar HH(DOPMALUIO 10
uctopun MXAT (ux HOMepa, XpOHOJIOTUYECKUE TPAHUIIBI, O0BEM).

Jiist aTorO:

Haunute c¢ pasmena «TEATPBI, XOPBbI», mienkHyB MBIIBIO 10 HA3BaHUIO pasjena.
IIposncraiite KapTOTEKy clieBa ¢ omolus Kiasuuicrpenouyek: Page Up, Page Down. g npocmorpa
KApTOYKH CJIEyeT

LIEJKHYTh MBIIIBIO [0 HAANMCH Ha HEH, JUld BO3BpallleHHs B KapToTeKy — HaxkaTb ESC.
Boinuiure nepcoHaliuy akTepOB U PEKUCCEPOB TeaTpa, yIOMUHAEMbIE B aHHOTAlMIX (HOH/A.

BepHutech B 0OCHOBHOE MEHIO. AHAJIOTUYHO ITPOCMOTPUTE pa3ziei

«Komnekuun u coOpanusi». Beinuimmre cBefeHHs O KOJUJIEKUUSAX, KOTOpbIE coAepxkar
JIOKYMEHTHI 110 ucropun MXAT.

Boinummure nepcoHanuy akTepoB U PEKUCCEPOB TeaTpa, yIIOMUHAEMble B aHHOTAUAX (poHAa.

BepHutech B OCHOBHOE MEHIO. AHAJIOTUYHO ITPOCMOTPHUTE pa3ziei

«JIMYHBIE ®OH/Ibl», nadupas B okae «I IOUCK» cnpasa pamunun

BbINMcaHHbIX Bamu nesteneit MXAT. Beimummre cBefieHus 00 UMEIOIIUXCS TUYHBIX (PoHIaX.

1) CamocTosATeNnbHO, MyTEIECTBYS 10 pa3aenaaM IMyTEeBOIUTENS, HAlIuTe U BBIMUIINTE —
HOMEpa U Ha3BaHUs (HOHJIOB:

1. JTUTEPATyPHBIX MY3€EB;

2. ’KYPHAJIOB, TIOCBSIIIEHHBIX H300pa3uTEILHOMY UCKYCCTBY;

3. xopeorpaduueckux y4eOHbIX 3aBeICHUH.

2) [Touck no Homepy oHAa.

[enkauTe 110 M300pakeHuto croiia ciea Bau3y (Card index by fond number).

Ycranosure konuuectBo Gounos PI'AJIV, BKIIIOUEHHBIX B MyTEBOAUTENb. J{J1s1 3TOr0 mpuaeTcs
MIPOJIMCTATh BCIO KAPTOTEKY. Y KAXKUTE

HOMEp M Ha3BaHUE MocienHero GoxHia.

Haiinute n ykaxuTe Ha3BaHUsS, XPOHOJIOTHYECKHE IPaHUIBI, 00beM (GoumoB Ne 28, 156, 234,
1038. Jlyst aToro B okHe «Ilouck» crnpapa

BBeuTe HOMEp ponaa u Haxmute ENTER.

3) [Touck no andaButy Ha3BaHU (HOHIOB.

Brrsicaure, ckonbko ¢ponnoB CrpaBuHckux umeetcst B PITAJIN.

J1J1s 3TOTO LIENKHUTE MO SIIUKY ¢ OyKBO# «C» B BEpXHEM JIEBOM

yriy. HaGepute B rpade «Ilouck» «CTpaBUHCKUI.

Tewm >xe cnoco60M yCTaHOBUTE U BBIMHILIKUTE HOMEpa U XPOHOJIOTHYECKHE TPAHULIBI JOHIIOB:

- komnosutopa J1.b. Kabanesckoro;
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- pexuccepa A.S. Tauposa;

- KypHasa «Kpokoamn — ykakuTe, ¢ Kakoro roja u3gaercs;

- I'ocynapcrBenHOM TpeThaKOBCKOM rajiepen.

4) ITouck o TexkcTy aHHOTALMH.

Haiinure Bce ¢ponasl komnozutopos B PIAJIN.

[llenkaute 1O cTONy C Jlammoll BHU3Y chpaBa. B okHe «llonck» BHU3Y cnpaBa BBEAUTE
kiaoueBoe ciaoBo «Kommosutop». B BepxHem wMeHo 1menkHute mno Action-Search-Start. Ilo
3apepuieHHH moucka menkHute «OK». CoxpaHuTe MHOIy4YeHHBIH CIUCOK HAWACHHBIX (POHIOB Ha
JKECTKOM JHCcKe. J{JIsl 3TOro LenKHUTE Mo MyHKTaM BepxHero MeHio Action-Search-Save search result
to file. B wumenudaiina yxaxwure Bamy ¢damuinio, Hanpumep, ivanov.srf. Illenkaure «OK».
IIpocMoTpuTE NMOTYUYEHHBIN COIUCOK. [[J11 9TOTO CBEpHUTE

nporpammy PGALI, naiimute B okHe «Mo#t kommbeioTep» u oTKpoute (aitn C:/Program
Files/RGALI/Sresults/ivanov.srf. lllenkaute o ero Ha3Bauuto. Ecim Windows cripocuT, ¢ MOMOIIBI0
KaKoW ImporpaMMbl OTKpHITh (haiii, Beioepute WordPad, «OK». IIpocMoTpuTe nomy4eHHbIN CIIHCOK.

CHoBa pa3BepHuTe 0KHO nporpammsl Rgali. [lepenumure B TeTpaas GpamMuium KOMIO3UTOPOB,
(OHIBI KOTOPBIX XPAHATCS B apXUBE, MOCIEA0BATEIBHO MPOCMATPUBasi C MOMOIIBIO MIETYKa MBIIIBIO
KQKIYI0 U3 HaJIEHHBIX KapTOYeK.

5) Tem xe ciocoboM (cMm. 1. 4) onpeneauTe U 3aullIuTe B TeTPab:

- aBTOpa KuHocueHapus k/¢ «KoTtoBckuit»,

- aBTOPOB MY3bIKaJIbHBIX paboT 1o npoussenenuto /1. baiipona «3emist u HeOO»,

- apTHCTOB, UCTIONMHABIIUX mapTuu B 6anete [1.M. YaitkoBckoro «Jlebenunoe o3epoy.

CoctaBbTe apXUBHYIO CIIPaBKY (OTBET HA 3aIlPOC) «IOKYMEHTHI O MOCTaHOBKaX «CHETypouKmn»
OctpoBckoro». TekcT apXuBHOM crpaBKu (HOpMYyJIHpYETCs MPUMEPHO Tak: «B oTBeT Ha Bail 3arpoc
cooOmraeM, 4ro B PoccuiickoM rocyaapCTBEHHOM apXHBE JIMTEpAaTypbl M HMCKYCCTBa IO TeMe
BBISIBJICHBI CJIEYIOIINE JOKYMEHTBI:

1. (XxapakTepHuCcTHKa JOKYMEHTOB, ccbluika Ha Ne poHza);

2. (xapakTepucTUKa JOKYMEHTOB, cchliika Ha Ne poHza).

ITonnucs nupexropa. Jlara.»

JHelicTByiiTe TEM Ke CIOCOOOM (CM. TI. 5).

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

- MIOJTHOTA ITOMCKOBOM WH(pOpMAIHNHU, TIOAPOOHOCTh XapaKTEPUCTHK (OH/IA;

- MTOMCKOBBIE BO3MOKHOCTH (OBICTPOTA M YAOOCTBO MOKCKA);

- BO3MOYKHOCTH JKCIIOpTa WH(POpMAIMY (COXPAHEHHUS Ha JHCKE,

pacre4yaTtky, KOHBEepTUPOBAHUS);

- JIU3aliH.

CraiiTe TeTpanb MIpenogaBaTellto.

KOHTpOJ’IBHHe BOITPOCHKI:

l. KakoBa meTonnka novcka HH(pOpMaIum 1o 31eKTpoHHOMY mmyTeBoauTeto mo PITAJIN?
2. B ueM nocToMHCTBa M HEIOCTATKU 3EKTPOHHOTO mmyTeBoauTens no PIAJIN?
3. B uem cX0/CTBO U pa3mugue 3JICKTPOHHOTO IyTEBOAUTENSI, (POPMHPYEMOTO C TTIOMOIIHIO

nporpammbl AD, u 31eKTpoHHOr0 myteBoauTens no PITAJINA?

Jlureparypa:

Jlapuna B.I'. Cuctema HCA rocyaapcTBEHHBIX apXMBOB Kak OCHOBa (hopMHpOBaHHs OOIIETO
apxuBHO-UH(popmannoHHoro npoctpancTsa / B.I'. Jlapuna // OteuectBennbie apxuBbl. 2002. — Ne 3.
—C. 14.

9.2 MeToauuecKkue PEKOMEHIANMHA 110 ITOATOTOBKE MUCbMECHHBIX paGOT
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B pasnen BkmtodeHsl TpeOOBaHUS K MOATOTOBKE, COACPKAHUIO, U OQOPMIICHUIO MTUCHMEHHBIX
paboT MpeayCMOTPEHHBIX YUYeOHBIM ITUTAHOM WM pabouel mporpamMmoin (KypcoBasi paborta, 3cce,
pedepar, moxman u T.m.). [lpu Hammuuu xadeApanbHBIX WIM (aKyJIbTETCKUX PEKOMEHIAIUN 10
MOATOTOBKE TMHCBMEHHBIX paboT paznen Briatouyaetcs B PIIJ] mo ycmorpenuto mpemomaBaTens -
COCTABUTEISL.

B nmanHbIi paznen Mpl BKIIOYUIN PEKOMEHIAIMH K TTOATOTOBKE, COJEPKAHUIO M 0(OPMIICHHIO
MUCBMEHHBIX Pa0OT, MPEAYCMOTPEHHBIX y4eOHBIM IJIAHOM WK paboueil mporpammoi (KypcoBas
paborta, oscce, pedepaT, DOKIax W T.I.). TakuM oO0pa3oM, PEKOMEHIAIUU OTPaXKalT oOIue
TpeOoBaHUs K MUCBMEHHOU paboTe, TpeOOBaHUS K €€ COACPKAHUIO, 00bEMY B CTPYKTYpE.

[TucemenHass pabota sBisieTcss GOpMOIl OpraHM3al Hay4dHOIO MaTepHuala, OTpa)karolien
JIOTUKY WCCIEJOBaHUS, OOeCleUYnBalolel eIWHCTBO M B3aUMOCBSI3aHHOCTH BCEX JIIEMEHTOB
conepkanusi. CTpyKTypa Maructepckoi paboThl JOKHA COOTBETCTBOBATH KPUTEPUSAM LIETTOCTHOCTH,
CUCTEMHOCTH, CBSI3HOCTH U COPa3MEPHOCTH (COOTBETCTBHUS 0OBbeMa (parMeHTa TEKCTa €ro Hay4YHOU
€MKOCTH).

[Ipu BbIOOpe Ha3BaHUS pPAOOTHI CJlEAyeT TOMHUTh, YTO OHO JOJDKHO OBITH SICHBIM,
Ooubmuorpadueck TOYHBIM, COJIEPYKATEIIBHO OMNPENCIECHHBIM, TPOOJIEMHBIM, KOMITAKTHBIM |
JUTEPATYPHBIM.

[lucemenHasi KOHTpoJbHas pabora (pedepar) mpencTaBiseT cOOO0M pe3yiabTaT H3IYyUCHHS
UCTOYHUKOB M JIUTEPATyphl MO OJHON U3 mpobieM uH(OpMaTU3alMKM apXUBHOTO JAena. TeMbl
KOHTPOJIBHBIX pad0T cHOpMYIUPOBAHBI TAKMM 00pa3oM, 4TO HEOOXOIUMO M3yUYeHHE HOPMATHBHBIX U
METOJIMYECKUX MAaTEPHUaoB, JUTEPATYPhl, OTPAXKAIOIIECH OMBIT PadOTHI OAHOTO WM HECKOJbKUX
apXMBHBIX yupexaceHuil. PaboTra MO/DKHAa COCTOSTH W3 BBEICHHUSA, TEMAaTHUECKHX pa3JelioB,
3aKJIIOYEHUs, CHHMCKAa HMCIHOJIb30BAaHHBIX HCTOYHUKOB W JIUTEpaTypbl. Bo BBeneHHHM pacKpbIBaeTCs
aKTyaJIbHOCTb MPOOJIEMBbI, ONPENENAIOTCS 1eJb U 3aJadd paloThl, JAaeTcs aHalu3 HCTOYHUKOB U
JTUTEpaTypbl, 000CHOBBIBAETCS CTPYKTypa paboThl. B OCHOBHOI YacTH, pa3/ieIeHHON Ha TeMaTHYECKHE
pasnensl, u3araercs (PaKTUYECKUd MaTepual, OIMMCHIBACTCS OIBIT KOHKPETHBIX apXuBOB. Bce
(dakTUYeCKUE CBENEHUS COMPOBOXKIAIOTCA CChUIKAMU. B 3aKiIIOYeHHMH W31araloTcs BBIBOJBI O
COBPEMEHHOM YpOBHE pa3BUTHsA TOM WIM HWHOM TEXHOJOTHH, O TMPEUMYIIECTBE METO0B
uH(pOpMaTU3alUKA UM TMPOrPaMMHBIX MPOIYKTOB, HCMONb3yeMbix ciyxkOamu JIOY u apxuBa u. K
paboTte 00s13aTEIBLHO COCTABJISETCS CITUCOK MCIOJIb30BaHHBIX MCTOYHUKOB: JIUTEPATYPHBIX, HHTEPHET-
PECYPCOB U MPOTrPaMMHBIX MPOAYKTOB.

Henonyctumo mpenoctaBieHne B KayeCTBE KOHTPOJIBHOM pPabOThI KOHCIEKTA CTATbU WU
KOITUU HOPMATHUBHBIX TOKyMEHTOB DenepalibHOI apXUBHOM CIIyKObI, pa3MelieHHbIX B IHTepHeTe.

Tewmsr 17, 27-30, mocBsAICHABIE U3YYCHHUIO KaKOTO MO0 HarparieHus nHpopmaTuzamuu JJOY
u apxuBa (yder, komrekroBanue, HCA u np.), paccMaTpuBarOTCsl Ha OCHOBE CpPaBHEHHUS OIbITa
HECKOJBKMX OpraHM3alliii WM apXWBOB B  JaHHOM oOjacTu. BHHUMarenbHO U3y4yuTe
PEKOMEHIOBAaHHYIO TIUTEPATYPY K JaHHBIM T€MaM B CITUCKE UCTOYHUKOB U uepatypsl PT1JI.

[ToompsieTcst HamMcaHue KOHTPOJIBHBIX pabOT, MOCBAIICHHBIX aHAM3Y OMbITa ABTOMATHU3AIMI
ciyx0b1 JIOY unu apxuBa Ha mpuMepe KOHKPETHOTO yupekaeHus apxusa (temsl 17, 23, 26, 37).

B nanHom ciydae umeetcs B Buay uHpopmaruzamms padoTsl ciryk0sl JJOY u apxuBa B 11e510M,
a He oTAenbHOE ee HampaBieHue. [Ipumensiembie 60a3bl JaHHBIX IEIECO00PA3HO CHCTEMAaTU3UPOBATh B
COOTBETCTBUHU C OCHOBHBIMH HAMPABICHUSIMHU pabOThl — HANPUMEDP, B 00IaCTH KOHTPOJIS UCTIOJTHEHUSI
JIOKYMEHTOB, KaJIpOBOTO JI€TIONPOU3BOICTBA, koMiiekToBanus u DL/, yuera, HCA, ucnonb3oBanus,
yrpaBiaeHus: apxXxuBoM. JlJIs KaXI0ro MporpaMMHOTO MPOAYKTa >KellaTelbHO yKazaTh mosst B/ u
otuetsl, CYBJl wmnm s3bIK mporpamMmupoBaHusi, B KOTopoM pa3pabortana BJI. IlemnecooOGpasHo
0XapaKTepu30BaTh KaXAyl0 0a3y JaHHBIX Ha KapTOUKE, 3aTe€M KapTOYKU CHUCTEMATHU3UPOBATH UX IO
HAIpPaBIEHUSM PadOThl U MPUCTYMUTH K HAITMCAHUIO PAOOTHL.

Hauate crnenyet co cnucka JqurepaTyphl K IporpaMmme, rie Bel HalifieTe cTaThi, MOCBAIICHHbBIE
apromatuzanmu JIOY wunu apxuBa KOHKPETHOTO YyupexkaeHus. Ho 3To He 3HAUUT, 4TO MOXKHO
OTPAaHUYUTHCS KOHCIIEKTOM OJIHOM CTaThU Takoro poaa. B pabore MOJDKHBI OBITH HCIIOIH30BAHbI
METOJIMYECKUE Pa3pabOTKM M OMHCAaHUS TPOTPAMMHBIX MPOAYKTOB, HUCIOJIB3YEMBIX B apXHBeE.
OnTuManpHBI BapuaHT — SKCKYpCHUsI B OTZIENT aBTOMATH3AIlMHM JAHHOTO apXWBa, KOTOPYIO MOKHO
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COBMECTHTh C TOCCIIEHHEM YHTaJIbHOTO 3ajla BO BpeMsi paboThl HaJl KypCOBOH WM JUIUIOMHOMN
paboroii. Ecnm »sT10 He ymamochk ocymiectBuTh, mocetutre CUD OLHTU BHUMIAJ (ym.
[Tpodcoro3nas, 72) unu ero caiT. B kapToTeke NMPOCMOTPHUTE COOTBETCTBYIOIIME TeME pa3zeiibl
(mampumep, 3.2.6.12.2. — aBTOMaTU3UpOBaHHbIE HWHPOpPMAIMOHHbIE cHCTeMbl U 3.2.6.12 —
MeXaHHU3alMsl U aBTOMaTHU3alus MOMCKa MH(OpMAIMM B apXHBax), U3y4UTe OMUCAHHS MPOrpamMm U
PYKOBOJICTBA MOJIb30BATENsl IPOrpaMM, MaTepuabl KOHPEpeHIUH.

Tembl pedepartos:

1. Mexanuzanus 1 aproMaruszanusi apxuBHoro aena B 1970-80-e roast B CCCP: texnuueckoe,
MPOTrpaMMHOE, JIMHTBUCTHYECKOE OOECTEUCHHE, MPUMEHEHHE aBTOMATH3WPOBAHHBIX TEXHOJIOTHH B
apXUBHOM JIEJI€.

2. Mexanu3amus 1 aBTOMaTu3amus apxuBHoro jaena B 1950-90-e roasl 3a pyOexxoM (Ha mpumMepe
HECKOJIBKUX CTpPaH).

3. [IpoGmembr  aBTOMaTu3amuu apxuBHOro nena 1950-80-x romax B OTEYECTBEHHOM
apXUBOBEIUECKOM HayKe.

4. CoBpemeHHast HOpMAaTHBHO-IIpaBoBas 6a3a MHPpOpMATH3ALUU apXUBHOTO Jena B Poccun.

3. Opranuzanus uHGOpMaTu3anuu apxuBHoro aena B PO na denepansnom yposae B 1990-e —
2010 roapr.

6. HNndopmaruzanus AeATeIbHOCTH apXUBHOTO YUPEKICHUS: OPraHU3alisl U IPAaKTUKA.

7. LenTpbI-pa3paboTYNKy IporpamMm Jjisl apXUBHOU OTPACIIH.

8. [Ipo6nembl MHpOpPMaTH3aMKM apXUBHOrO jaena Ha KoHrpeccax MCA M MeEXIyHapOAHBIX

coBenaHusax apxuBuctoB B 1950-2000-e rosebr.
9. Baenpenue uHGOPMALMOHHBIX TEXHOJOIMH B paboOTy apxuBa OpraHuzaluu (Ha mpumepe
KOHKPETHOI'0 MUHUCTEPCTBA, BEAOMCTBA, yupexaeHus) B 1960-1990-e roasb!.

10.  CoBpemeHHBbIE MH(POPMALMOHHO-KOMMYHHUKALIMOHHBIE TE€XHOJIOTUH B oOnactu
KOMIUIEKTOBAHUS apXHUBOB U SKCIEPTU3bI [IEHHOCTH JIOKYMEHTOB (CpaBHEHUE HECKOJIBKHX apXUBOB).
11.  CoBpemeHHbIe HH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHMM TEXHOJOTH B 00JacTu

ydeTa JIOKYMEHTOB B apXHBe (CpaBHEHUE HECKOIBKUX apXHUBOB).

12. CoBpemeHHBIE HHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH TEXHOJOTH B o0jactu
co3gaHusi  MH()OPMAIMOHHO-TIONCKOBBIX  APXMUBHBIX  CIPAaBOYHHKOB  (OMHCEH,  KaTaJoros,
MyTEBOAMTEIIEH, yKa3aTelel U Jp.) — BO3MOKHO Ha MPUMEPE OJHOTO apXHUBa MUIM HECKOJIBKUX
apXHBOB.

13. CoBpemeHnHble WH(GOPMALMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUH B OOJIACTH HCIIOJIb30BAHUSA
JIOKYMEHTOB B apXHBeE (CpPaBHEHHE HE-
CKOJIbKMX apXUBOB).

14. Coznanue 6aHKOB JJAaHHBIX HOPMATUBHON M METOJIMYECKON JJOKYMEHTAIIMU B apXUBHOM JIETIE.

15. DJEKTPOHHBIE apXUBHI KaK YYPEKACHUS, OCYIIECTBISIONIUE TOJITOBPEMEHHOE XpaHEHHE
AJIEKTPOHHBIX JIOKYMEHTOB, B HaIllel CTPaHE U 3a PyOEKOM.

16. MexyHapoJHbI€ CTaHIAPThI OMMCAHUS APXUBHBIX JOKYMEHTOB B IMOMCKOBBIX cucTeMax B 1990-e
u 2010-e ropr.

17. Co3nanue 6a3 AaHHBIX MO APXMBHBIM UCTOpUYECKUM HcTOUYHUKAM B 2010-e roasl (McTopuueckas
MHPOpPMATHKA U APXUBHI).

18.  MudopmannoHHbIE TEXHOJOTUH B ITyOIMKALUU TOKYMEHTOB B apXHBaXx.
19.  HudopmannoHHbIE TEXHOJIOTHH B PECTaBPALIUU HCTOPUIECKUX TOKYMEHTOB.
20.  XpaHeHHE 3IEKTPOHHBIX JOKYMEHTOB B OpraHU3alli: HOpMaTUBHAs U MEeTouYecKas 6asa.

OO0s3aTeNbHBIMU  CTPYKTYPHBIMU 3JIEMEHTAaMHU TMHCBMEHHOH paboThl SIBISIOTCS BBEICHUE,
OCHOBHAs 4acTh, 3aKJII0UEHIE U OnOImorpadnyeckuii CIMCOK/CIMCOK UCTOYHUKOB H JTUTEPATYPHI.

PaGoTbl MOTYT BBINOJHATHCS B pasHbIX kaHpax. U cienyer HM3HAYalIbHO OMPEAENTUTh 3TOT
s)kaHp. OJHO Jen0, €clii TOTOBUTCA Y4ueOHBIM TekcT. OH JIOJDKEH MTPOJEMOHCTPUPOBATH HAILy
KBaJIM(UKAIMIO, COOCTBEHHO HCCIEIOBATEIbCKIE PE3yIbTaThl TaM KelaTeIbHbl, HO HE 00s3aTeNbHBI.
pyroe - ecnmu pedb HAET O CAMOCTOSATEIBHOW HCCIIEAOBATEIbCKOW paboTe, KOoTopas oOpaiieHa K
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npodeccuonanam. Tperbe - €cnu Mbl 33aJyMald TaK Ha3bIBaeMblil HAy4YHO-TIOMYJSPHBIA TEKCT,
KOTOPBIN aJpecOBaH HE TOIHKO MPO(EeCCHOHABEHOM, HO U 00JIee ITMPOKON ayAUTOPHUH.

OOyuaromuiics JOJDKEH MPOAEMOHCTPUPOBATH B KOHTPOJBHOW  paboTe  BiajeHUE
TEPMHUHOJIOTHYCCKHUM arrmapaTom MCXKIUCHUILIMHAPHOCTH, 3HaHUEC METOJ0B CoaJIbHBIX,
TYMaHUTapHBIX, E€CTECTBEHHOHAYYHBIX JUCIHUIUIMH, NPUMEHSEMBIX B HCTOpUOTpAdUUECKON U
HCTO‘IHHKOBG}I‘I@CKOﬁ IMPAKTHUKE. HpI/I 9TOM AKTHBHO HCIIOJB3YIOTCA IOJYYCHHBIC B XOJ€ OCBOCHUA
TUCIUIUIMHBI 3HAHUS MEKTUCIUIUIMHAPHBIX MOIX00B, UCTIOIB3YEMBIX B UCTOpHOrpaduu n3ydaeMoit
TEMBbI U POJCTBEHHOM el mpobieMaTHKe.
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[Ipunoxenue 1. AHHOTaIU
paboueil mporpaMMBbl TUCIUILTAHBI

AHHOTAIIAA PABOUYEM ITPOT'PAMMBI JIUCIIUILINHBI

Jucuunnuna « MHpopManoHHbIe TEXHOJIOTHH B apXUBHOM JIEJIe» peau3yeTcs Ha (paKyapTeTe
apXMBOBECHUS U JOKYMEHTOBEACHUS Kadeapoi apXUBOBEICHHUS.

Henap IMCHUNIMHBI - U3yYE€HUE TEOPETUYECKUX NMPOOIEM U MPUKIAIHBIX
acleKTOB MH(POPMATU3AIMH apXUBHOTO JIe]1a, OCHOBHBIX HAalpaBJIeHUH BHEAPEHUS MHPOPMAIIMOHHBIX
TEXHOJIOTH B IESITEIIBHOCTh apXHBa.

3agauu AMCHMIIMHBI:

1) M3Y4YEHHE OCHOBHBIX IMOHSTHM, HCMONb3YyEMBbIX B IpOIEcCe MPUMEHEHHUS HWH(OPMALMOHHBIX
TEXHOJIOTUI B apXUBHOM JICJIC;

2) M3y4YEHHE HCTOPUM MEXaHU3allMM M aBTOMATU3allMM apXWMBHOIO JieJla B HAIIEW CTpaHe U 3a
pyOexoM;

3) M3y4eHHE HOPMATUBHO-IPABOBBIX OCHOB NPHUMEHEHUS HH(OPMALMOHHBIX TEXHOJIOTUH B
apXUBHOM JIEJIC;

4) M3Y4YEHHE TEXHUYECKOTO0 U MPHUKJIAJHOTO MPOrPaMMHOI0 00ECTeYeHUs, UCIOIb3YEMBIX IMPHU

OpraHU3alH IEKTPOHHOTO
JIOKyMEHT0000pOTa, MH(POPMAIMOHHOM OOECIIE€UYEeHUN YIPABJICHUS, OPraHu3alldd apXUBHOTO
XpaHEeHHUs JOKYMEHTOB Ha TPAJAUILIMOHHBIX U AJIEKTPOHHBIX HOCUTEIIAX;

5) M3y4YeHHE MPUHIUIIOB BbIOOpA M OpraHMU3alMK BHEAPEHHUS U UCIOJIb30BAaHUS TEXHUYECKOTO U
IPOTPaMMHOr0 00ecreueHus;

6) n3y4eHre MH(POPMALMOHHBIX CHUCTEM U OCHOBHBIX MH(OPMALIMOHHBIX PECYpPCOB B apXHUBHOM
Jene;

7) W3y4eHHE U aHallu3 CpeACTB 3aluThl HHGOpMaluu B HHPOPMAIMOHHBIX CHUCTEMaX,

UCIIOJIb3YEMBIX B aDXUBHOM JIEJIE.

JucuuninHa HanpasJ/ieHa HAa (OPMHPOBaHHe CJIeIYIOIUX KOMIIeTeHIMI:

OIIK-4. CrnocobeH wucmonp3oBaTh ©0a30Bble 3HaHMA B 00jacTh  HMH(GOPMAIMOHHO-
KOMMYHMKAIIMOHHBIX TEXHOJIOTHH B chepe cBoel mpodhecCuOHaIBbHOM NeSTeIbHOCTH

B pesynbrare 0OCBOCHUS AUCHUILIMHBI 00YYaIOLIMHACS JOJKEH:

3HaTh — OCHOBHBIE HH(OpMaLIMOHHBIE OMOIHOrpaduuecKkre pecypcehbl 0 JOKYMEHTOBEACHUIO U
apXMBOBEICHUIO; THUIIOBOE IpPOrpaMMHOe oOecreueHue, HpuMeHseMoe A (YHKIHOHUPOBAHUS
aBTOMATHU3MPOBAaHHOW CHUCTEMBl LIEHTPAJIU30BAHHOIO Y4eTa JIOKyMEHTOB ApxuBHOro ¢onma PO,
ABTOMAaTU3UPOBAHHOI'O LIEHTPAIBHOIO (POHIOBOTO KaTaiora

YMeTb —  OCYWIECTBIISITh IMOWCK  HAYYHO-TEXHHUYECKOW  HMH(OpMamuum 1Mo  CBOEH
npoeCCUOHATIBHON ~ esTeIbHOCTH; pa30upaThCsi B 0a30BBIX acmeKkTax (yHKIMOHUPOBAHUSA
COBPEMEHHBIX HHPOPMAIIMOHHBIX CUCTEM B apXUBHOM JIeJie

Bnanetp — HaBbIKAMH HCIHOJB30BAaHUS KOMIIBIOTEPHOM TEXHMKM UM HH(POPMALMOHHBIX
TEXHOJIOTHIl, OCHOBHBIMH METOJIaMH, CIIOCOOAMH U CPEACTBAMM IOJyUEHUs, XpaHEHUs, IepepadOTKU
uHpOpMaLMKy; HaBbIKAMM BbIOOpa HporpaMMHoro obecneueHuss Uit  HUH(GOPMAIMOHHOTO
oOecreyeHust eI TEIbHOCTH apXHUBOB.

Paboueii nporpamMmMoii mperycMOTpeHa MpOMeKyTOUHas aTTecTanus B opme 3ayera.

OO6mas TpyA0EMKOCTh TUCIMIUIUHBI COCTABIISIET 2 3.€.



