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1. ITosicHUTEeILHAS 3AIMHCKA
1.1. Ilean ¥ 3aAa4M JUCHHATLTAHBI

Llenv ucyunaumnvl - N3y4CHUE TEOPETUYECCKUX HPOOIEM M IPHKIATHBIX
acreKTOB MH()OPMATH3AIlMH ApXMBHOTO Jefid, OCHOBHBIX  HAIMPABICHUI BHEIPCHHS
WH(OPMALMOHHBIX TEXHOJIOTHIT B ICSITEILHOCTh apXHBA.

3aaun JUCIUTUIAHEL.

1) u3yyeHne OCHOBHBIX IIOHATHIl, HCHOIB3yeMBbIX B
NH(GOPMAIOHHBIX TEXHOJIOTUH B apXUBHOM IEIIE;

2) M3yYeHHe UCTOPHH MEXaHH3al[MH H aBTOMATH3ALMK apXUBHOTO JIeJIa B HAIleH CTpaHe U
3a pyOexom;

3) u3ydeHHe HOPMATHBHO-TIPABOBBIX OCHOB IPHMEHEHHs HH()OPMALMOHHBIX TEXHOJIOTHIl
B apXHBHOM JI€JIE;

4) u3ydeHHe TEXHUYECKOrO ¥ MPHUKJIAJHOrO IPOrPaMMHOTO 00ECIICUCHYISI, HCIOIb3YEMbIX
TPH OPraHN3aIUH SIEKTPOHHOTO

JIOKyMEHTO000pOTa, HMH(POPMALIMOHHOM  OOECICYEHUH  yNpPAaBJICHHMS,
APXUBHOT'O XPAaHEHHUS JOKYMCHTOB Ha TPAAULUOHHBIX U SJIEKTPOHHBIX HOCHTEIAX;

5) usyueHue NPUHLMIIOB BbHIOOpAa M OpPraHU3allid BHEJPEHHMS U  HCIIONB30BAHUS
TEXHUYECKOTO ¥ IPOrpaMMHOT0 00ECIICUCHUS;

6) m3yueHne HHPOPMALMOHHBIX CHCTEM H OCHOBHBIX HH(OPMALHOHHBIX PECYpCOB B
ApPXMBHOM JIelIe;

7) u3ydeHHe W aHaIU3 CPEICTB 3amUThl MHQOpMaMu B WHGOPMALMOHHBIX CHCTEMaXx,
HCIIOJIB3YeMbIX B aDXHBHOM Jelle.

1.2. ®opmupyemble KOMIICTCHIIMH, COOTHECEHHBIC C IUIAHHPYEMBIMH pe3yJbTaTaMH
00y4eHus 110 JUCIUILTHHE!

mporecce  MPUMEHEHHUS

OpraHu3aIyu

1.2. l'[epeqem, IUIAHUPYEMBIX pe3yJjIbTaTOB 06y'1emm o JIMCHUIIJIHHE, COOTHECCEHHBIX C

MHIUKATOPAMH JOCTH:KEHHS KOMIeTeHIu i

KomnereHuust
(KO M HaUMEHOBAHUE)

HHAMKATOPbI KOMITETEeH Ui
(K0 M HAaUMEHOBAaHKE)

Pe3yabTaThl 00yyeHust

OIIK-4. Cnocoben
[TOHUMATh HPHHIIHIIBI
paboTHI COBPEMEHHBIX
HH(OPMALIMOHHBIX
TEXHOJIOTUH U
HCITIOJIb30BaTh UX IS
peuieHus 3anau
po¢ecCHOHANTBEHON
JIEATETLHOCTH

OIIK 4.3. O6nagaer HaBbIKAMUA
HCIOJIB30BaHMS HH()OPMALIOHHO-
KOMMYHHUKAIMOHHBIX TeXHOIOT Ui
B chepe TOKyMEHTAIIMOHHOTO
o0ecrieueHNs YIPaBJICHUS U
ApXMBHOTO Jena

3HaTh — OCHOBHBIC HH()OPMAIIMOHHBIC
6ubnuorpadudeckue pecypesl 1o
JIOKYMEHTOBEICHHUIO M aDXHBOBEICHUIO;
THIIOBOE IPOrpaMMHoOe obecriedeHue,
HpUMEHseMOe I (pyHKIIMOHUPOBAHUS
ABTOMATH3HUPOBAHHOM CHCTEMBI
[EHTPAIU30BAHHOTO y4eTa JOKyMCHTOB
ApxusHoro ponna PD,
ABTOMAaTH3UPOBAHHOTO LIEHTPAILHOTO
(oHIoBOrO Karaigora

YMeTb — OCYIIEeCTBIIATh IIOUCK HayIHO-
TEXHUYECKOI NH(OPMAIUH 110 CBOCH
npodeccHoHaIBHOM e TeNbHOCTH;
pa3buparbcs B 6a30BBIX aCIIEKTaxX
(YHKIMOHUPOBAHHSI COBPEMEHHBIX
HUH(POPMAIMOHHBIX CUCTEM B aDXUBHOM
Jerne.

Baaners - HaBbIKaMH MCII0JIb30BaHUA




KOMIIBIOTEPHOM TEXHUKH U
NH(OPMAIOHHBIX TEXHOJIOTHIH,
OCHOBHBIMHU METOZIaMH, CII0CO0aMHU U
CpeICTBAMHU IOIYyYCHUS, XPAHCHUS,
nepepaboTK HHPOPMALUID; HABBIKAMH
BBIOOpA MPOrpaMMHOT0 00eCTIeUeHuUs IS
NH(OPMAIIOHHOTO 00ECIIeUCHU
JIeATeNbHOCTH apXHBOB.

1.3. MecTo IMCIMIIJIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl

Jucuurumza «HpOopMallMOHHBIE TEXHOJIOTUU B apXUBHOM JIENIC» OTHOCUTCS K 00s3aTeNbHON YacTu
07I0Ka AUCHUILIMH y4eOHOT o IIaHa.

Jlyist ocBOEHMsI JAMCUHUIUIMHBI HEOOXOIUMBI 3HAHUSI, YMEHHUs W BIaJeHus, chOpMHUPOBAHHBIC B XOJe
U3y4YeHUs CIEIYIOMUX AUCUUIUIMH M TPOXOXKACHUS NPakTHK: «/H(pOpMalMOHHbIE TEXHOJOTHMH B
JOVY», «/lokymeHTOBEICHNEY, K APXUBOBEICHUEY.

B pesynbprare ocBoeHUs IUCHMIUIMHBL GOPMHUPYIOTCS 3HAHUSL, YMEHUS U BJIaJACHHs, HEOOXOIUMBbIE /IS
W3yYEHHs CIIECAYIOMNX AUCHUIUINH M MPOXOKACHUS MPaKTUK: «CHCTEMBI XpaHEHUs SJIEKTPOHHBIX
JIOKYMEHTOBY, «OpraHu3aiys XpaHeH s, KOHCEPBAIHs U PECTaBpalus JOKyMEHTOBY, PEIAUIIOMHAS
MPaKTHKA.

2. CTpyKTYpa AMCUMILUIMHBI
O01mas Tpy10EMKOCTh TUCHUILIMHBI COCTABISCT 2 3.€., /2 aKaJJeMUUECKUX Jaca.

CTpyKTypa AUCUMILIMHBI JJ151 04HOH GopMBbI 00yUyeHHs

O0beM IUCHMIUIMHBL B (opMe KOHTAKTHOW paGoTBl OOYYAIONMXCS € MEJarorH4eCKHMH
paboTHUKAMK W (WIM) JIMIIAMH, NPUBJIEKAEMBbIMH K peanu3aluud o0pa3oBaTeNbHOM NpPOrpaMmbl Ha
UHBIX YCIIOBHSAX, IPH IIPOBEACHUH YUCOHBIX 3aHATUI:

Cewmectp | Tun y4eOHBIX 3aHITHI Konnyecto
94acoB
5 Jlexuuu 16
5 CeMuHapbl/1abopaTopHbie padoThI 24
Bceero: 40

O0BbeM TUCHHUIUIMHBI B JOPME CAMOCTOSATENBEHOW PA00Thl 00YYAIOIIMXCS COCTABIISET 32
aKaJeMUYECKHIX Jaca.

3. Conep:xkaHue AUCHMILIHHBI

Ne | HammeHoBaHue Conep:xxanue
pasznena
JHCHHUILITHHBI
1 1.Beenennue. IIpenmer, nens u 3anaun Kypca. FIcTouHMKH 1 TUTEpaTypa 1o

Kypcy. XapaKTepUCTHKa 3aKOHOIATeNIbHbIX, HOPMAaTUBHBIX U
METOANYECKUX JOKYMEHTOB, HALIMOHATBHBIX M MEXKIYHAPOJHBIX
CTaHJapTOB I10 U3y4aeMol Impobiemaruke. Mecrto kypca cpenu
JPYTuX JUCHUILIMH. B3auMocBa3b Kypca ¢ IUCHUILTMHAME
«JlokymenToBenieHne», «OCHOBBI U TEXHOIOTHUS
JIOKYMEHTallHOHHOT0 00ecriedeHusl yIpaBIeHUs» U Ap.
OcHOBHBIC IOHATHSA Kypca: MEXaHU3alHsl, aBTOMAaTU3aLHs U
nadopmaruszanms JIOY u apxuBHOTO Jiea, ”HPOPMAITHOHHEIE




texraonoruu (UT), uadopmannonusre cucrems (MC),
KOpIIOpaTHBHbIE HH(OPMAILIOHHbIE CUCTEMBI,
apToMaTH3upoBaHHbIe cucTeMsl JJOY (AC JIOVY), s3nekTpoHHBIE
JIOKYMEHTBI, JICKTPOHHBIH apXHB, apXUB 3JIEKTPOHHBIX
JOKYMEHTOB, aBTOMATH3UPOBAHHbIE apPXUBHBIC TEXHOIOTHH U JP.
CorocTaBiieHHe MEXK/YHAPOAHON U OTEYECTBEHHON MPOMUIBHOM
TepMHUHOJIOrHU. Poilb Kypca B COBEpIIEHCTBOBAHUU OPraHU3aIUU
PpaboTEI ¢ JOKYMEHTaMH B YIPABICHUH, CO3aHUU ONTUMAIBHBIX
yCI10BUi paboThI CTyK0 TOKYMEHTallMOHHOIO 00eciedeHUs
yIpaBIeHHS U apXUBa. 3HaueHUE HH(YOPMATU3ALUN APXUBHOTO
Jiella Ha COBpeMEHHOM 3Tane. OCHOBHEIE HH()OPMALOHHbIC
TexHonoruu, npumensiembie B 10V 1 apxuBHOM Jene.
HubopmarioHHbIe cBOiicTBa JOKYMEHTOB. 3aKOHOMEPHOCTH
pOCTa U CTapeHus JJOKYMEHTHOH HH(pOpPMAIHH.
ABTOMAaTH3UPOBaHHbBIC HH()OPMAIMOHHO-TIOUCKOBBIE CHCTEMBI 1
nx knaccudukanus. OTpacieBas CHCTeMa HayYHO-TEXHHIECKOH
nHbopManuy B 06JaCTH JOKYMEHTOBEJCHHS U apXUBHOTO Jiena.

Pazpnen 2. Uctopus
MEXaHHU3alluu U
aBTOMAaTU3ALHU
apXUBHOTO JieJ1a B
Hallei cTpaHe U 3a
pyoexom

DTarnbl aBTOMATU3aUK apXUBHOTO Jena B KoHne XIX — koHme
XX BB.: pa3BUTHE TEXHHUYECKOTO 00ECIIEUeHH s, HOCUTEINeH
nH(OPMALUHK, IPOrPaMMHOTO M JIMHTBHCTHYECKOTO 00ECIICUCHYIS.
[lepBble HEHTPBI XPaHEHUS] MALTMHOYUTAEMbBIX JIOKYMEHTOB:
ApXUBBI OTPACIIECBBIX BBIYUCIUTEIIBHBIX LICHTPOB U INIABHBIX
BBIUUCIUTENbHBIX IIeHTpoB (['BLI). Brusuue aBromarusanmy B
opraHax HayuHo-TexHu4Yeckor unpopmauuun (HTH) na apxuBHoe
Zeno. YueTHble M HH(POPMAIHOHHO-TIONCKOBEIE
ABTOMATHU3UPOBAHHbIE CUCTEMBI B apxuBax. [lakeTsl NpuKIIaJHbIX
IIPOrPaMM JUIS apXUBHOTO Aena. MIHpopManuoHHO-IONCKOBBIC
Te3aypychl. MexapxuBHble aBToMaTH3upoBanHbie UIIC.
ABTOMaTH3MPOBAHHAs CUCTEMA HAyYHO-TEXHUYIECKOI
nudopmanyu (ACHTU) Ha ocHOBe LleHTpansHOrO

¢dhonmoBoro karanora (LI®K) rocysapcTBeHHOro apXuBHOTO
¢donna CCCP. ApxuBoBeeHHE MAIIMHOYUTAEMbIX JOKYMEHTOB
(MYJ). Baenpenue nHPOPMAIMOHHOTO ITOIX0a B
apxusoBezeHue. Tpyast B.H. Asrokparosa, K.b. ['enbmana-
Bunorpanosa, K.1. Pynenscon, P.H. Edumenko u ap.
[IpumeHeHne aBTOMAaTU3MPOBAHHBIX CHCTEM 00PabOTKH
n300paxkeHui Ui pecTaBpanuu JokyMeHToB (ACOI3).

OnbIT aBTOMaTH3alKUU apXUBHOTO Jiena 3a pybesxom B 1940-
1970-¢ rr. Obcysxaenue npobiieM HHGOPMATU3AHUH APXUBHOTO
nena Ha koHrpeccax MCA, co3nanne Komurera mo
aBromatusauu MCA. Uudopmatusanus B ctpanax CILA,
3amagnoit EBponsl, ctpanax COB. Co3nanne AUIIC, Havano
MIPUMEHEHUS KOMITbIOTEPHBIX CeTeH,

CO3/1aHHE aPXHMBOB MAalIMHOYUTAEMBIX JaHHBIX. APXHBOBECHHE
MaIIMHOYMTAEMBIX JOKYMEHTOB 3a pyoesxom. Tpynst k. Poyaca,
Jx. Tectona, Y. Jonnapa, M. Keppoina.

Paznen 3.
HopmatusHo-mipaBoBast
6a3a nH(pOpMATH3ALNH
apXUBHOTO JIENA.

PernamenTanus nHpopMaTH3aLUKH apXUBHOTO JIeNia B POCCUHCKOM
3aKoHoarenbeTBe. 3akoH PD «O6 nHpopmarum,
nH()OPMALMOHHBIX TEXHOJIOTHAX U 3amuTe HHpopManun», «O0
apxuBHOM jieie B Poccuiickoit Denepannmy», 3aKk0HbI CyObEKTOB
(denepanuu U Apyrue HOPMaTHBHBIC aKThl. [Ipo6IIEeMBbI aBTOPCKOTO




MpaBa U JIOCTyIa K 6a3aM JTaHHBIX, 3aLIUTHl HHPOPMALIUH,
uH(pOpMalMOHHOU Oe30macHOCTH. PernaMmeHTaiius Bopocos
HH(pOPMATU3ALUH APXUBHOTO JIeNa B IOCTaHOBJICHUSIX
IIpaBurenscTBa PO, cyobpekToB denepanmu, nprkasax Pocapxusa
U IpyrUX HOPMaTHBHBIX akTax. PenepaibHble U perHOHAIbHBIC
porpamMMsl HH(pOpMaTU3aIMK apxuBoB. KoHuenmus
uH(popMaTU3aUK apXUBHOTO Jena B PO, nporpamma
nHpopmaruzanun OeaepanbHOro apXxuBHOTO areHTCTBA U MO/~
BEJOMCTBEHHBIX eMy yupexaeHuid Ha 2011-2020 rr.
HopmatuBHO-MeTonueckue pa3pabotku PocapxuBa U apxuBHBIX
yupexaeHuil. «[IpaBuna opranuzanuy XxpaHeHus,
KOMIUIEKTOBAaHUS, y4eTa ¥ UCIIOIb30BaHUS JOKYMEHTOB...» B
rOCY/AapCTBEHHBIX, MyHHUIHIIAIBHBIX apXHBaX, My3esX,
oubarorekax, apxuBax PAH 06 uHpopMaTuzanmu apxuBHOr0O
Jieia ¥ XpaHEHUH JJIEKTPOHHBIX JOKyMeHTOB. KoHuenius
nH(OpMaTH3aIMK apXUBHOTO Jena B Poceun;

oTpaciieBas mporpaMmma uH(GopMaTH3alu apxuBHOro ena B Poc-
cun. DenepanbHas LeseBas nporpamma «nekTponHas Poccus»
Ha 2002-2010 rr. (2002 r.) u apxuBsl. [IepcrieKTHBHOE U TEKYIIIEE
IUTaHUPOBaHUE PabOTHI O HH(POPMATU3aLUK OTpaciu. [linaHbt
HUP. Ponb ®enepansHoro apxusHoro areurcrsa 1 BHUWUJIA L.
LenTp nHpopManMoHHbIX TexHONOrui Pocapxusa. JlearenbHocTh
DKcIepTHONH KOMUCCHH 110 aBTOMAaTH3UPOBAHHBIM apXUBHBIM
texHonorusiM Pocapxusa. Cekius L{C Poccuiickoro obmectBa
HUCTOPHKOB U apxXuBHCTOB (POMA) «DneKTpOHHbIE JOKYMEHTHI U
apXUBBIL: IPOOJIEMBI U perieHus». MexayHapoaHsie GopMaThl U
craugaptel onucanust. Ctangapt ISADC(G) (1994).

Paznen 4.

OCHOBHBIE 0O0BEKTHI U
TIPUHLUITBI
aBTOMaTH3allMU
apXUBHOTO JeJa.

OOBEKTHI, IPUHLIUIIBL, 1IEJIU, 331a41 U HalpaBJICHUS
HH(pOpPMATU3ALUH APXUBHOTO Aena. Buibl MHGOpMaMOHHBIX
TEXHOJIOTHH, IPUMEHSIEMBIX B apXHBHOM JIETIC.

Opranuzanus “HGOPMATU3alMU HA YPOBHE apXUBa.
[TnarupoBanue padots! no BHeapeHuro AAT B apxuBax.
IporpammMsel HHGOPMATH3ALMU OTACIBHBIX (erepaabHbIX,
LIEHTPAJIbHBIX PECIyOIMKaHCKUX U FOCY/IapPCTBEHHBIX KPAeBbIX,
00JTaCTHBIX, MyHUIIMIIATIBHBIX apXUBOB. CTPYKTYpHBIE
MOJpa3/IeNIeHNs] apX1Ba, OTBEUYAIOLINE 32 HH(OPMATH3ALUIO.
Orans! BHeapenns AAT B apxuse. Otansl BHeapeHus AAT B
apxuBe. Bei6op nporpammuoro obecrieueHus u pazpaboryuka.
CkJ1aipIBaHie COBPEMEHHOTO PhIHKA ITPOrPaMMHOT0 00eCIeUeHUs.
B 001aCTH apXUBHOTO Jena. LIeHTphl pa3paboTYHKy MporpamMm
JUISL apXUBHOMW OTPACIIU: apXUBbI, CHCTEMHBIE HHTEIPATOPBI,
Hay4HBIC yUPEKACHHS U By3bl. [locTaHOBKA 331441 U
TEeXHUYECKoe 3aJanue. JJoropop ¢ pazpaboTyukoM. Y cTaHOBKa

U aganTauys nporpamMmbl. [IpoGnemMa KOHBEPTHPOBAHHUS ITAaHHBIX B
HOBBIE BepcuH nporpaMmbl. OOyueHne nepcoHaa.

Paznen 5. ba3er nanHbIX
B apXUBHOM JIeJIe.

Cucrembl ynpasieHus 6a3aMu JaHHBIX, IPUMEHSIEMBIC B apXUB-
HOM Jienie. PersinnonHas u nepapxudeckas CTpyKTypa 0a3sl
nanHbix. JToctpoeHre HHPOIOrHIECKOH MOJIEIH U
naranorndeckoi mogenu bJ{. Beibop THIIOB 00BEKTOB, UX
aTpuOyTOB, UICHTH(PUKATOPOB OOBEKTOB, ONPE/ICIICHUE THIIOB
CBsI3€i, BBIOOP MOJIENH JIAHHBIX, CTPYKTYPHPOBAHUE JAHHBIX,




IIPOEKTUPOBAHKE OTYETOB. [Ipobiema co3aHus TUIIOBOTO
(0011IE0TpacIeBOr0) MPOrpaMMHOT0 00ECIICYCHUSI.
ynknnoHaneHbIM Hoaxox (paspadorku BHUI-

JIAJT) v MHTErpupOBaHHbIN MOAX0 (paspaboTku Pocapxusa).
WHrerpupoBaHHas MOJIETb HHPOPMAIIMOHHON CHCTEMBI apXHBa,
OCHOBAaHHOI Ha MHOT'OYPOBHEBOM OIHCaHHU. CHCTEMbI
yhpaBieHus 6a3aMu TaHHbIX, IPUMEHSIEMBIC B apXUB-

HOM JIele.

Pasznen 6. [IpuknagHoe
MIpOrpaMMHOE
obecrieyeHune st
ABTOMATH3UPOBAHHBIX
apXMBHBIX TEXHOJIOT Ui
(AAT).

Bussl 1 pa3HOBHIHOCTH aBTOMATH3UPOBAHHBIX
“H()OPMAIMOHHBIX CHCTEM B apXUBHOM geie. [Ipu3Haku
Kk1accuukanuy HHGOPMALMOHHBIX CUCTEM: YPOBEHb MHTETPalluH
JAHHBIX B paMKaX apXWBa, HA3HAYCHUE CUCTEMBI (YUeTHas,
NH(OPMALIOHHO-TIOMCKOBAsl, IMUHHUCTPATUBHO-
ynpasieHueckas); GyHKIUU CUCTEMBI (Y4eT, KOMIUIEKTOBaHHE,
CIIPaBOYHO-IIOMCKOBBIC CPECTBA, UCIIOIB30BAHKE U IIP.);
YPOBEHb OIMCAHHs JAHHBIX (MEXapXUBHbIE, ME&K(DOHIOBLIE,
BHYTpHU(OHOBEIE); 00BEKT omucanus ((hoHN, OIHCH, JENO,
JOKYMEHT); BHJ TPaIULMOHHOTO CIIPaBOYHHKA (IICKTPOHHAS
OIIUCH, KATaJIOT | JP.); BUJ APXUBHOTO YUPEXKICHUS
(nH(pOpPMaLOHHBIE CHCTEMBI IJIsI apXUBOB OpraHU3AIMH,
rOCyJapCTBEHHBIX U MYHUIIUIIATIbHBIX apXUBOB,

OPraHOB YIPaBICHHUS apXUBHBIM JenoM), Gpopma peamnzanun (ITK
u JIBC, UHTepHeT, THpa)XHpOBaHHE Ha HOCUTEIISX).
CoBpeMeHHbIE aBTOMAaTU3HPOBAHHBIC APXUBHBIC TEXHOJIOTHH:
IIPOrPaMMBI JUIS ABTOMATH3AIMH y4eTa, KOMIUICKTOBAaHHS,
9KCIEPTU3bI IEHHOCTHU, 00ECIIEYeHUsI COXPAHHOCTHY,
HCIIONB30BaHUS JOKyMEHTOB, aBTOMaTU3HPOBAHHBIC
MH(POPMAIOHHO-TIONCKOBBIE CUCTEMEBI. IHTerpHpoBaHHbIE
MHOTO(YHKIHOHATIbHBIE IporpaMMbl. MIHGopManuonHbie
MIPOLIECCHI ¥ (DYHKIMHU B CUCTEME « YUeT apXUBHOTO (HOHIa»
(Uucodr). ObmeoTpacieBas cucTeMa aBTOMaTH3UPOBAHHOTO
ydeTa 10KyMeHToB ApxuBHOro ¢onzna P®. [Tporpammsr
«ApxuBHBII QoHIY», «DOHIOBEIN KaTajuor». MexxapXUBHbIE Oa3bl
JAHHBIX (PeecTp yHHKANbHBIX JOKyMEHTOB APXUBHOTO (OHIA,
aBTroMarnsupoBaHHblil L{OK, «ApxusHas Poccuka» u nip.).
Wudopmaruszanus apxuBoB opranuzauuii. OCHOBHbIE TIPOOIEMBI
KOMIIBIOTepHU3auy nHpopMaronHoro moucka. UI1C
JIOKyMeHTalbHbIe U (hakTorpaduueckue. Kinaccudukamums
“H()OPMALOHHO-NIONCKOBBIX A3bIKOB. bectesaypycHblit
nouck. Te3zaypychl U ux penakruposanue. Kinaccudukarops
JOKYMEHTHOH uH(popManun — ux yHUuGUKAUs 1
penaktupoBanue. CtangapTH3anus GopMaTOB ONMHCAHHS
nokymentoB. EKJIW. DnekTpoHHbIe IyTeBOAUTEIH, OIUCH,
Karajuoru, ykaszarenau. Mexapxusasle AWUIIC. bank naHHBIX
«Kuwnra mamstny, «Apxusnas Poccukay, ALIOK.
[onnorexcroBbie AUTIC. MHTErprpOBaHHbIE TOUCKOBBIE
CHCTEMBI ¥ IPOTpaMMHOE 00ECIIeUeHHE NI UX PeaTn3ariH.
OnsiT ['maBapxuBa r. Mocksbl, TAP®, Apxusa PAH,
pernoHanbHbIX apxuBoB. IIporpamMmuslii kommiaeke «Kaucca-
ApXUB» U €ro BHeIpeHUe. MexayHapoIHbIe TPOSKTHI
KOMIBIOTEPU3ALIY APXUBHBIX TEXHOJIOTHH — «ApXUB




Komunrepna», «CBAI».

Paznmen 7.
VHTepHET-TEXHOIOT I
1 UHPOPMAIHOHHbIE
pecypesi,
HCIIOJIb3YEMBIC B
aApXUBHOM JIeJIe.

[IpumMeHeHune ceTeBbIX TEXHOIOTHH B MHPOPMALMOHHOM
oOecrieueHnH paboThl apXUBOB, CO3JAHUH MEXKAPXHBHBIX
MH()OPMALOHHO-NIOMCKOBBIX CIIPABOYHHUKOB, YIIPABICHUU
oTpaciblo. ['100aIbHbIE BBIYUCIUTENBHBIE CETU U aPXUBBL.
IIpo6aema co3jaHus pecypcoB OTEYECTBEHHBIX apXHUBHBIX
yupexaeHuii B Iareprete. OOmErocy1apcTBeHHbIC ApXUBHBIC
nopTaibl — «APXHBBI YKpanHbl»; «ApXuBEI benopyccun»;
«Apxussl JIutee». Caiit PocapxuBa «Apxussl Poccumn».
Meroauueckue ykazanus PocapxuBa 1o cozganuo caifta
apXHBHOI'O YUpEeXAeHUs. XapaKTepUCTHKa HHPOPMALHOHHBIX
PeCypCoB POCCUICKUX apXUBOB B IJI00AJIBHOI CETH: CAThI
IpelcTaBUTeNIbcKUE U HayuHble. [Ipo6aemsl myonukanun HCA u
JNOKyMeHTOB B MIHTepHeTe. bubnnorexu cebuiok. CallT « ApXHBBI
mupa» FOHECKO. Opranusanus qoctymna K 3JIeKTPOHHBIM
pecypcam o 1oKkyMeHTaX ApxuBHoro ¢oxna PD, pasmenieHHbIM
Ha nopraiie «Apxusbl Poccuny, B Tom uncine «lleHTpansHOMY
(oHIOBOMY KaTanory»; «Peectpy YHHKaIbHBIX TOKYMEHTOB).
Co3nanue «EnnHoi MHTErpalioHHOM miaTgopmbl
MH(OPMALOHHBIX PECYPCOBY» POCCHICKHX apXHBOB.

Pasnen 8. TexHonorus
XPAHCHMUS TEKTPOHHBIX
JIOKyMEHTOB H 3all[UTa
nHdopmarmu B
nH(OPMALIMOHHBIX
cHCTeMax.

IIpo6aema coxpaHeHHs 2IeKTPOHHBIX JOKYMEHTOB Ha
coBpemeHHOM 3tane. [Tonsatus «MU/», « IMH», «31eKkTpoHHBII
nokyMeHT» (3/]) 1 UX HOPMAaTHBHO 3aKPEIUICHHbIE IEQUHULIAY.
Juckyccun o npupone 1. OcoOeHHOCTH MATMHOYUTAEMbBIX
JOKYMEHTOB KaK 00BEKTOB apXHBHOI'O XpaHEeHUs. Borpocsl
IOPUITYECKOH CHIIBI M «10KA3aTeIbCTBA» HAJIGKHOCTU HOCUTENEH,
OTAEJICHHOCTH HH(OPMAUH OT HOCUTEIIS, HeOT PAHHICHHOCTH
BOCIIPOHM3BEICHNS OPUTHHAJIOB, BEICOKOH ce0ECTOMMOCTH
XpaHEHHs; CTaApEeHUE TEXHUYECKOrO U IPOrPaMMHOTO
obecreueHust; popMaTHOI HECOBMECTHMOCTH, OITUCAHUS

u ap. [IpaBoBoe perynupoBanue opuandeckoil cuibl D/] B Haeit
CTpaHe U 3a pyOesxoM. DIeKTpoHHas MU pOBas MOIUCE.
TeXHOIOrnY ONEPaTHBHOIO XPAHEHHS JJICKTPOHHBIX JOKYMCHTOB
(3auMTa OT BUPYCOB, COOEB IEKTPONHUTAHUS, PE3EPBHOE
KonupoBanue u 1p.). [Ipobiiema 10AroBpeMEHHOT0 XpaHeHUs
JJIEKTPOHHBIX JOKYMEHTOB U NOAAEPKAHUS UX ayTEeHTUYHOCTH.
OcobeHHOCTH KTacCU(UKAINNY, ydeTa, OMUCAHHS U SKCIICPTU3BI
LIEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB. TpeboBaHus
HH(POPMALMOHHON 0€30MaCHOCTH K aBTOMaTH3UPOBAHHBIM
cucremam B JIOY u apxuBHOM J1ene. OCHOBHBIC HANIPABJICHUS U
MepbI 10 3aluTe HHGOPMAIUU OT HECAHKIIMOHUPOBAHHOIO
nocrymna. Co3iaHue IEKTPOHHOTO (POH/IA MOTb30BAHHS.
Cosznanue LleHTpa XpaHeHHs 2J1€KTPOHHBIX JOKYMEHTOB
POCCHUICKHX apXUBOB.

4. Odpa3oBaTebHbIe TEXHOJOTHH

[Ipy peanu3anuu MPOrpaMMBl THCLMIUIMHBI HCIOJB3YIOTCS Pa3sIMYHbIe 00pa3oBaTeNbHbIC
TEXHOJIOTMM — BO BpeMs ayJAWTOPHBIX 3aHATHI 3aHATHA OPOBOAATCA B (opMme IeKIuid ¢
ucnonb3oBanueM IIK M KOMIIBIOTEPHOTO IPOEKTOpPa, BO BpeMs CEMUHAPCKUX 3aHATUH ¢
3aCIyIIMBaHUEM U OOCY’KICHHEM JOKJIaZ0B MarucTpaHToB. CaMocTosATeIbHAas paboTa MaruCTPaHTOB
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nojipasymMeBaeT paboTy IOJ PYKOBOJICTBOM MperogaBatelis (KOHCYJIbTAllMK U IMOMOIIb B HAMCAHUU
pedepaToB U TOKIA0B) U HHIAMBHIYAIBHYIO pad0OTy MariCTPaHTOB B OMOIMOTEKaX M apXUBax.

B nmepuong BpeMEHHOTO IIPHOCTAHOBIEHHS MOCCIICHHS OOYYalOIMMUCS MOMEIICHHH U
tepputopun PITY nnst opranusanuu yyeGHOro mpouecca ¢ IpUMEHEHHEM JIEKTPOHHOI0 00yUYeHUs U
JCTAHIMOHHBIX ~ 00pa30BaTEJbHBIX TEXHOJOTHMH MOTYT OBITH  HCIIOJNB30BaHbI  CICAYIOIIUE
00pa3oBaTENILHBIC TEXHOIOTHU:

— BUJICO-JICKIIHH;

— OHJIAMH-JIEKIINY B PEXKUME PEaIbHOTO BPEMCHY;

— DJIEKTPOHHBIE YUeOHUKHU, YueOHbIe T0COOHS, HAYUHBIC H3JJaHUS B JJIEKTPOHHOM BHUJIE U JIOCTYI
K MHBIM 3JICKTPOHHBIM 00pa30BaTelIbHBIM pecypcam;

— CHUCTEMBI JUISl SJIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJIbTAIIMU C UCHOJIb30BAHHEM TEJICKOMMYHHUKAIIMOHHBIX CPEJICTB.

5. OneHka INIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHust

5.1 Cucrema oueHUBaAHUA

Texymmii KOHTPOJIb OCYIIECTBIISICTCS B BHJE OICHOK KOHTPOJIBHOW PaOOTBHI M BBITOJHEHUS
3aJaHUi Ha MPAKTHYECKUX 3aHATHAX. KoHTposbHas paboTa MPOBOAMTCS HA MEPBOM IPAKTHUECKOM
3aHATHH, BBISBIISET TOTOBHOCTh CTYACHTOB K MPAKTHYECKOH paboTe W orneHuBaercs a0 20 Oaios.
MaxkcumanbHast OLIEHKA BBITIOJHEHUS KXKI0TO MPAKTUYeCKOro 3ausaTus — 10 0aos.

ITpomexyTOUHBIH KOHTPOJIb 3HAHUM NPOBOJUTCA B (hOpME UTOTOBOI KOHTPOIBHOH paboTH,
BKJTIOYAIOUICH TEOPETHYECKHE BOIPOCH! M MpaKTHYECKOe 3ajaHue, U oueHuBaercs 1o 40 Gamios. B
pe3yJbTaTe TEKyIEro ¥ IPOMEKYTOYHOTO KOHTPOJISI 3HAHUH CTYJICHTBI OIYYAIOT 3a4€eT 110 KypCy».

dopma KOHTPOJIS Makc. Kou4ecTBO 6aioB
3a ogHy pabory|  Bcero
Texyuuii KOHTPOJIb:
- ompoc 5 bamioB 20 6amnos
-pedepat 20 GamioB 20 GamtoB
- KOHTpOJIbHAs paboTa (Tema 1, 3, 6) 20 GamutoB 20 6annoB
IIpomexyTouHast aTTecTamus 40 6amoB
(3a4eT ¢ OIEeHKOH)
Hroro 3a cemecTp (AUCUMILTHHY) 100 GamtoB

Tlomy4eHHBIit COBOKYIHBIH Pe3y/IbTaT KOHBEPTUPYETCS B TPAIULHOHHYIO IIKATY OLICHOK U B LIKAIY
oreHok EBporneiickoii cuctemsl mepeHoca i HakomteHus kpeaurtos (European Credit Transfer System;
nanee — ECTS) B cooTBeTcTBHHM C TaOIHIIEH:

100-6amnbHast mkana | TpagunuoHHas mkana lIxana ECTS
95-100 A

83_o4 OTJIMYHO B

68 — 82 XOpOLIO 3aYTEHO C

56 — 67 D

50_55 YIOBJICTBOPHUTEIHHO E

20-49 FX

0-19 HEYIOBJICTBOPUTEIBHO HE 3a4TCHO F

5.2.Kputepuu BbICTaBlICHHS OLIGHKH 110 TUCLUILUIUHE
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Bbanabl/
Ikana
ECTS

OueHka no
JUCHMILUIAHE

KpuTepun onenku pe3yjbTaToB 00y4eHusi 1o
AMCHHUIIHHE

100-83/
AB

«3a4YTCHO»

BeicraBnsiercs o0yuaromemycsi, €Clii OH IyOOKo U
HPOYHO YCBOWJI TEOPETHUYECKUIT I IPAKTHYECKHI
Marepual, MOXeT IIPOAEMOHCTPUPOBATh ATO Ha 3aHATUSIX
U B XOZI¢ IPOMEXKYTOYHOI aTTeCTalluH.

OOyJaromuiicss NCYEPITBIBAIOIIE U JJOTHYECKH CTPOHHO
U3JaraeT yuaeOHbIH MaTepual, yMeeT yBsI3bIBaTh TEOPHIO C
HPAaKTHKOM, CIIPABIIETCS C PEICHHEM 3a/1ad
NPoQeCcCHOHAIBHOM HANPaBICHHOCTU BBICOKOTO YPOBHS
CIIOKHOCTH, NIPAaBUIBHO 0OOCHOBBIBACT MIPHHATHIC
peIIeHus.

CBOOOJHO OpPUEHTUPYETCS B y4eOHOIH U
npodeccnoHaBHOM IHTEpaType.

O1eHKa MO TUCHHUILIMHE BBICTABIISAIOTCS 00y4YaronieMycs ¢
Y4ETOM pe3yIbTaTOB TEKYyLIEH 1 MPOMEKYTOUHON
aTTEeCTalllH.

KomrmieTeHum, 3akpeniéHHbIe 3a TUCIUTUINHON,
c(OpMHPOBaHbI HA YPOBHE — «BBICOKHI».

82-68/

«3a4YTCHO»

BricraBnsiercs o0y4atomemycsi, €Clid OH 3HaeT
TEOPETUYECKUH U NPAaKTUIECKUH MaTepHal, TpaMOTHO U
0 CYLIECTBY M3JIaraeT ero Ha 3aHATUSX U B XOJIe
MPOMEKYTOYHON aTTeCTalUU, He OIycKast
CYIIECTBEHHBIX HETOYHOCTEH.

OO0yyarommuiics NpaBUILHO IPUMEHSET TEOPETUUECKUE
MOJIOKEHUS [IPU PELIEHUH TIPAKTUUECKUX 33134
npo(eCCHOHANBHON HaNPaBJICHHOCTH Pa3HOTO YPOBHS
CJIOHOCTH, BJIJIeeT HEOOXOAUMBIMH JUIS 3TOTO
HaBbIKAMU U NPUEMAMM.

JloCTaTOYHO XOPOIIO OPUEHTHPYETCS B y4eOHOM 1
npodecCHOHAIBHON IUTEepaType.

O1eHKa M0 TUCLUILIMHE BBICTABIIAIOTCS 00y4aroneMycs ¢
Y4ETOM pe3yJIbTaTOB TEKYIIEH U MPOMEXYTOUHON
aTTecTalluu.

Kommnerenuuu, 3akpeniéHHble 3a AUCUUTUIMHOM,
cpopMHUPOBAHBI HA YPOBHE — «XOPOLIUH).

67-50/
D.E

«3a4YTCHO»

BeicTaBisercs oOyuaromeMycs, €CIIU OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETHUECKUH U NPAKTUUECKUI MaTepual,
JOIIyCKaeT OTAEIbHbIC OIIUOKH IIPU €ro U3I0KEHHH Ha
3aHATUAX U B X0JI€ IPOMEKYTOUHOI aTTecTaluy.
OOyuaromuiics UCIIBITHIBACT ONpeeIEHHBIC 3aTPy JHEHUS
B IIPUMEHEHUU TEOPETUYECKUX MOJI0KEHUH NIPU PELIEHHH
HPAKTHYECKHX 3a]a4 NPOo(ecCHOHATEHON
HAIpPaBJIEHHOCTH CTaHJAPTHOTO YPOBHS CIOXKHOCTH,
BJ1aieeT HEOOXOJUMBIMH JJIsl TOT0 0a30BBIMU HAaBBIKAMU
U npuéMamu.

JleMOHCTpupyeT JO0CTaTOYHBII yPOBEHb 3HAHUS y4eOHOI
JIUTEpaTyphl 110 AUCLUILIHHE.

OueHKa [0 JUCHUILIMHE BBICTABIIOTCA 00yJaromemMycs ¢
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Baniby/ OueHka no KpuTepnu oueHKH pe3yJbTaToOB 00y4eHHsI 0
IIxana AMCUMILTHHE AMCHUILTHHE
ECTS

Y4ETOM pe3ybTaTOB TEKYIIEH 1 POMEKYTOUHON
aTTecTaluy.

Kommnerennnu, 3akperniéHHble 3a AUCHUITIIHHON,
c(OpMHUPOBAHBI HA YPOBHE — «IOCTATOYHBIN).

49-0/ BricraBnsiercs o0y4aromeMycsi, €Clii OH He 3HaeT Ha
F,FX HE 3a4TCHO 0a30BOM ypOBHE TEOPETHUCCKHUIT U MTPAKTHYCCKHUI
Martepuall, I0IycKaeT rpyOble OMNOKHU IIPU ero
W3JI0KCHUH Ha 3aHATHSIX U B XOJI¢ TPOMEXYTOYHOM
aTTecTaluy.

OO0yuyaromuiics UCIIBITHIBACT CEPbE3HBIE 3aTPYAHEHHUS B
MPUMEHEHUH TEOPETUUSCKUX MOJIOKCHUI TIPH PEIICHUN
MPAaKTHYECKUX 3a/1a4 NPOoeCcCHOHANBHOI
HAIpPaBJICHHOCTH CTaHIAPTHOTO YPOBHS CIIOKHOCTH, HE
BJ1ajieeT HeOOXOIMMBIMH JIJISl TOTO HaBbIKAMH U
NpUEMaMH.

JleMoHCTpHpYyeT GparMeHTapHbIe 3HAHHS Y4eOHOH
JIUTEPaTypbl 110 AUCLUIUIHHE.

O1eHKa MO TUCHHUILIMHE BBICTABIISIOTCS 00ydYaroneMycs ¢
Y4ETOM pe3yibTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTecTaluy.

KomrieTeHIInM Ha YpOBHE «JOCTAaTOYHBIN), 3aKPETUIEHHBIC
3a AUCLUIUIMHON, HE COPMHUPOBAHBI.

5.3. OneHo4HbIe cpeacTBA (MaTepUaJIbl) A/ TEKYIIEero KOHTPOJIsl yCIIeBaeMOoCTH,
NMPOMEKYTOYHOMN aTTeCTALNHN 00YYAIOMIMXCS N0 TUCIHUIINHE
ITpumepnoie mecmut 013 6O1UY-KOHMPONLHOU PAOOMBbL.
Bapuanm 1.
1. ObureoTpacneBoe NporpaMMHOE 00ECIIEYCHHE apXHBOB 3TO —
A. enuHBIE IPAaBHUIIA CO3JaHMS HH(POPMALMOHHBIX PECYPCOB PETHOHA;
b. enviHBIC CTaHAAPTHI ONMCAHHS APXUBHBIX JOKYMCHTOB,;
B.o6umepoccuiickue knaccuukaTopsl JOKyMEHTHOI nHdopmanuu;
I'. mporpamMMsl HJIM KOMIUICKCHI IIPOTpaMM, IpeIHa3HAYCHHbIE Ul aBTOMATU3aLUM ONPEIEICHHOM
TEXHOJIOTHHU B OIPEICICHHOM KaTErOPHU apXUBHBIX YUPESIKICHHUI.

2. JlunrsucTuyeckoe odecrneyeHre HHGOPMaLOHHO-IOMCKOBOI CHCTEMBI 3TO —

A. KOMIUIEKC NIPUKIAJHBIX IPOrPaMM;

b. cucrema ynpapieHus 6azaMu JaHHBIX;

B. coBOKYITHOCTb HCKYCCTBEHHBIX HH(OPMAIMOHHO-TIOUCKOBBIX SI3BIKOB U CPEICTB IOHCKA;

I'. coBOKYITHOCTE IIPOrpaMMHO-ANIIAPATHBIX CPEACTB BBOJA, 00PaOOTKU U XpaHEHHs HH()OPMaLUHL.

3. OCHOBHBIM NIPUHIUIIOM HH(GOPMATH3AIUH APXUBHOTO [eNa SABIACTCS IPHHIINI
A. co3naHus pacnpeneieHHbBIX HHYOPMAOHHBIX PECYpPCOB;
b.MoaepHH3aMy IPUMEHAEMBIX TEXHOIOTHI U IPOrpaMMHOT0 o0ecedeHus;
B.BHeIpEHNUS NCKITIOUUTEIBHO MEKAPXUBHBIX MH(POPMAIIHOHHO-TIONCKOBBIX CHCTEM;
I'. npeeMCTBEHHOCTH TPaAULIMOHHBIX U aBTOMATU3MPOBAaHHBIX TEXHOJIOTUH MKy COOO0i.

4. BrenpeHue MH(GOPMAIMOHHBIX TEXHOJOTHH B MacITa0aX apXWBHOW OTPAcid PEryIupyercss U
IUIAHUPYETCS COIIacHO
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A. ®enepanpHOMY 3aKOHY 00 «APXHBHOM ziene B PDy;

B. apXMBHOMY 3aKOHOIATENILCTBY CYOBEKTOB (heneparum;

B.«OcHoBHBIM npaBuiiamM padoThl apXUBOB OpraHU3aLUI»;

I'. «IIporpamme nudopmarusanyu OenepaabHOro apXUBHOTO areHTCTBAY;

5. OCHOBBI BHEJPEHHs aBTOMATHU3UPOBAHHOIO ydeTa M CIIPaBOYHO-NIOMCKOBBIX cpeacTtB (AUIIC) B
MYHHMLUIAIBHBIX apXUBAX 3aKPEIICHBI

A. B 3akoHe «O0 apxuBHOM zene B POy;

b. apXyBHOM 3aKOHOZATENLCTBE CyOBEKTOB (eneparin;

B. «OcHOBHBIMU TpaBUIIaMH PA0OTHI APXUBOB OpPraHU3aLUI;

I'. «IIpaBunamu opraHu3alvu XpaHEHUs!, KOMIUIEKTOBAHUS, yueTa U HCIONb30BaHUs JOKyMEeHTOB AD
P® 1 1pyrux apXMBHBIX JJOKyMEHTOB B FOCYJaPCTBEHHBIX M MYHHIHIIATBHBIX apXUBAX).

6. EnunHas aBTOMaTH3HpOBaHHAs OTPACIEBas CHCTEMa BHEJPEHA B apXUBHOM Jiele B 001aCTH
A. KOMIUIEKTOBaHUS apXUBOB;

B. sxcnepTu3bl HIEHHOCTH JOKYMEHTOB;

B. y4era TOKyMEHTOB;

TI'. HCTIOJIb30BaHMSI JOKYMEHTOB.

7. BHeapenue o0LIe0TpacieBbIX IPOrpaMM B apXHUBHOM JieJle CHOCOOCTBYET

A. MOJICpHU3AIMN TEXHUYECKOTO 00ECIICUCHHS apXUBOB;

b. noBbienuio 3G pekTHBHOCTH IIIAaHUPOBAaHUS pabOvero BpeMEeHU apXHUBHUCTa,

B. co3nanuio yHHKanbHbIX HHPOPMALMOHHO-TIOUCKOBBIX PECYPCOB;

[. uHTerpaunu ¥ yHU(pUKAIMUA (OPMATOB JAHHBIX M CO3/IAHHUI0 MEXKAPXMBHBIX HH(OPMAIMOHHBIX
CHCTEM.

8. C uenpro co3aanus cTpaxoBoro GpoHAa U GpoH/Ia MOJIb30BAaHHS B apXUBaX MPUMEHSETCS
A. MynbTUMEIUITHBIE TEXHOIOTUH;

B. uHdopMaIOHHO-TIOMCKOBBIE CHCTEMBI,

B. ceTeBbie TeXHOI0THY;

TI'. TexHo0TMS OUM(pPOBAHUSI.

9 . Lensro nHGOPMATH3ALUK APXUBHOTO €M1 SBIACTCS:

A. ObecrieyeHne y1aJIeHHOTO IOCTYIIa NOTB30BaTeNeil K HH(POPMAaIMOHHBIM pecypcaM apXHBOB;

b. IloBbImeHre TOYHOCTH U OLEPATUBHOCTH yUeTa JOKYMEHTOB;

B. Co3nmaHme panuoHaIbHOM CHCTEMBI KOMIUICKTOBAHHSA, XPaHCHUS ¥ IOHCKa HHGOPMAIUU
ApxusHoro ¢ponja PO ¢ momonpio HHGOPMALUOHHBIX TEXHOJIOTHIHA;

T'. Bce BbllIEnIEpEUUCIEHHOE.

10. DyteKTpOHHBIE JTOKYMEHTHI BKIIIOYEHBI B COCTaB ApXUBHOTO (oH1a PD

A. Ha ocnoBanuu ¢enepanbHoro 3akoHa «O0 snmextpoHHOH mudposoil moamucu» Ne 1-®3 ot
10.01.2002

b. H a ocHoBanuu ¢enepansHoro 3akoHa Poccuiickoii @enepaumu «O0 apXUBHOM jene B
Poccuiickoii @enepannm» Ne 125-03 ot 22.10. 2004.

B. Ha ocHoBanum ¢enepanpHoro 3akoHa «OO6 wHpopMauuu, HHPOPMAIMOHHBIX TEXHOJOTUSIX H
3amute uHpopmarmn» Ne 149- @3 ot 27.07.2006

I'. Ha ocHoBanmuu ¢enepansHoro 3akoHa «O0 00s3aTeIbHOM SK3eMIULIpe TOKyMeHToB» Ne 77-D3 ot
29.12.1994

Bapuanm 2.
1. ba3a naHHBIX ¢ IPUBEICHHBIM HUKE MEPEUHEM IOJIeH B apXUBE UCTIONb3YETCS IS
A. KommiekroBanus.
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B. IToncka TOKyMEHTOB M JOKyMEHTHOH HH(MOpMAaIHIH.
I". KoHTpOJIs1 HCIOIHEHMs 3aIIPOCOB.

Upxus \Haszeanue B/ oz

'A Teepckoii obonacmu «Pewenuss u pacnopsiicenus)  Paue yupescoenus
(npumensiemcs \Kanununckozo 20podckoeo|  Buo ooxymenma,
maroice 6 apxueax Tromenu ucosema H.0. 1980-91 22.» Ne ookymenma,
Tobonvcka ons Hauanvnas oama;
Kamanoauzayuu ¢honoog Koneunas oama;

UCNONIKOMOB 20PCo6emos)
MHGOPMUPOBaHHE TPAKAAH O
CO3JJAHHBIX UMH
MHGOPMAIMOHHBIX pecypcax

Cooeporcanue;
Teoepaghus;
Ompaciw,
Hazeanue
omuowenuu
Ookymenm,
Dono Ne;
[eno No;
Onuce Ne;
Jlucm No.

yupesicoeHus, 6
KOMopo2o npuHsm

1. K MexapXuBHBIM 0a3aM JaHHBIX OTHOCSITCS:

A. DneKkTpoHHBI KaTajgor «ApXHUTEKTypa H TIpafocTpoTenbcTBo Mocksbl, Cank-lletepbypra u
npuroponos» Ha caiite PI’A HT/];

b. baza nanubix «OnbITHO-KOHCTpYKTOpCKas nokyMeHnrauus B PUA HTI»;

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

I'. Onexrponnslii myreBogurens mo PI'A HT/I.

3. K MexxapXuBHBIM 0a3aM JaHHBIM OTHOCSTCS

A. AHHOTHpOBaHHHIH peectp onmceit PITA BM®;

b.  Omnucs ¢donga  Cubupckoro-reHepan rybepraropa B ['A  Omckoi
B. Ilporpamma «Yuer apxuBHoro ¢onma» B ['ocapxuse Boponexckoi oodnacry;

I'. PeecTp yHUKaJIBHBIX JOKYyMEHTOB ApXUBHOTrO (oHna PD.

001acTH;

4. MarerpupoBaHHble 6a3bl JaHHBIX OTJIMYAIOTCS:

A. HaTMYMEM ONHMCAHUI TOKYMEHTOB Pa3HbIX (JOHIIOB;

b. HaymuneM onucaHui JOKYMEHTOB Pa3HBIX I10X;

B. Hanuunem pas3HbIX ypoBHeH onucanus (pOHM, OMUCH, JEI0 U JIp).
I'. Hann4uem onmucaHuit JOKyMEHTOB Pa3HBIX APXUB

5.YuerHble 6a3bl JaHHBIX MPEAHA3HAYCHBI IS
A. OCYIIECTBIICHUS CTATUCTHYECKHUX OIEpaIHi.
b. opranuszanuu sKcrepTU3bl HIEHHOCTH;

B. onpenenenust cpokoB XpaHEHUs TOKYMEHTOB;
T'. moucka 10KyMEHTHOI MHPOpMAIHH;

6. K aZMHHUCTpaTHBHO-YIPABICHYECKUM 0a3aM JaHHBIX OTHOCSTCS:
A. B/l no yuery 1OKyMEHTOB B apXHB€;

b. B/l o y4ety ncnonp30BaHus JOKYMEHTOB B apXHBE;

B. b1 «Karanor peuieHuii ropuciioKoMay B TOPOJICKOM apXHBE;

T". B/l mo BeneHUIO IIIaHOBO-OTYETHON TOKYMEHTAIIUH B apXUBAX
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7. K vHpOpMaMOHHO-IOMCKOBBIM 0a3aM JaHHBIX OTHOCATCS

A. B/l 1o yuery J10KyMEHTOB B apXMBE;

b. B/l mo yuety ucnoab30BaHUs JOKYMEHTOB B apXHBE;

B. B]1 «Karanor penienuii ropucioJkoMay B TOPOJICKOM apXHBE;
I'. B/l o BeeHuUIO MIIaHOBO-OTYETHOM JOKYMEHTAIMH B apXUBax

8. baza taHHBIX CO CIIEAYIOLMMU MOJISIMU SBIISIETCS:
A. YuerHoii

b. UnterpupoBanHoii.

B. AnMuHHCTpaTHBHO-YIIPABIEHUECKOM.

I'. ITonHOTEKCTOBOIA.

Upxue \Hazsanue bazvillons
Oannvix
{AOOM «Obwecmsenno- 1. Haumenosanue opeanusayuu,
norumuyeckue napmuy| 2. Hanpaenenue oessmenvrHocmu napmuu;
U OsudICeHUAY 3. Buo ooxymenma,
4. 3aconosok dokymenma
5. [ama ooxymenma,
6. Iloanoma mexcma;
7. Cnocob socnpouseedenusi;
8. Iloonunnocmo;
9. Bpems nocmynienus 6 apxus;
10. IHouckoewvie Oannvie;
11. Texcmul ycmasos u npoepamm napmuil.

9. ba3a 1aHHBIX CO CIIETYIOIIUMHU MOJISIMH SBIISETCS:
A. YuetHoit

B.ITouckoBoii.

B. AnMuHHCTpaTHBHO-YIIPaBICHYECKON.

I". ITOTHOTEKCTOBOM.

Upxue \Hazsanue B/ lons

[[XU]IK (PI'BA) B/ no eoennoniennvim|l. @amunus
epancoanam I'epmanuu,|2. Hms
Unonuu. Aecmpuu,|3. Hma omya;
\Umanuu, 4. Jama poocoenus
UTrokcembypea, 5. Mecmo pooicoenus,
\Benepuu, Tonvwu|6. Mecmo sicumenvcmaa,
nepuooa emopoul| 1. Bepoucnosedanue;

uposoui  eotinbl  (no|8. Cemelinoe nonodicenue;

iponoy I'VIIBH). 9. Ilpogheccus,

10. Bounckoe 36anue;

11. Bounckas uacmo;

12. Mecmo nnenenus;

13. Mecmo codeparcanus (nazeps);
14. Mecmo 3axoponenusi.

10. baza gaHHBIX CO CIICAYIOMINMH ITOJISIMH SIBIISICTCSI:
A. DIeKTpOHHOHU ONHUCHIO

B. DnekTpoHHBIM KaTaJIoroM.

B. DnekTpoHHBIM yKa3aTeneM.
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I'. DneKTpOHHBIM Iy TEBOAUTEIEM.

Upxue \Hazeanue b6aszvl dannvix  [[lons Omuemul,
locyoapecms|b]] «Mempuyeckue xnueuy|l.Yeso. [ lepeuens MEMPUUECKUX|
eHHbLL ~c 1720 no 1916 2. 2. Hacenennvlii nynkm. KHU2 no oame,
lapxue 3. L{epkogb, npuxo0, cobop. \mecmonniodxcenuto  npuxood,
Ceeponosck 4.1'00 3anucu. yepxeu.
oii obnacmul 5.Ne ghonoa.
(I'ACO) 6.Ne onucu.

7.Ne oena

8. Ne aucma.

IIpumepnvie onpocwl 014 KONIOKGUYMA
1) Kak W3MEHWINMCh OCHOBHBIC LEIM M HANpaBlIeHHs HHPOpPMATH3ALMH apXMBHOTO Jeia Ha
COBPEMEHHOM 3Tane 1o cpaBHeHHUIo ¢ 1990-Mu rogamu (Ha OCHOBE OTPACIIEBBIX MPOrPAMM U IUIAHOB)?
2) B 4em mpenmyinecTBa OOIICOTPACICBOrO MPOrPAMMHOIO OOECTICYCHUSI M KAKHE Pe3yJIbTaThl
JOCTHTHYTHI B €r0 pa3paboTKe U BHEIPEHUH B apXUBHBIX yupexaeHusax Poccun?
3) Packpoiite Ha IprMepax OCHOBHBIC IPUHLMITBI HH)OPMATH3ALNK APXUBHOTO Jiena B PO.
4)Korza MallHHOYMTAECMBIE JOKYMEHTHI ObUIM O(HIMATBHO BKIFOYCHBI B COCTAaB I'OCYJapCTBEHHOTO
ApXUBHOTO ¢bonna
crpanbl? Kakue npo0ieMbl apXUBOBEACHUS MAIIMHOYUTAEMBIX JOKYMEHTOB 0OCY>KIaJINCh YYCHBIMU B
1960-80-e roxsr?
5)Maiite OIIpeJIENIEHUE JIOKYMEHTa Ha MaIliHHOM HOCHTEJE. Ka-
KH€ CIIOPBI BEAYTCS YUCHBIC BOKPYT 3TOTO ONpeIeIeH s ?
6)B uem crienupuKa MalIMHOYNTAEMbIX JOKYMEHTOB KaK 00BbEKTOB apXUBHOTO XpaHEHUs?
7)Kakue cymecTBYIOT KOHIEHLIUM IOCTOSHHOTO XPaHEHUs MAlIMHOYMTAEMBIX JOKYMEHTOB B
3apy6exxHOM apxuBoBeleHHMH? KakoBbl COCTaB JOKYMEHTOB M (DYHKIMH apXHBOB DJIEKTPOHHBIX
JIOKYMEHTOB 3a py0ex oM (ITPUBEANTE MPUMEPHI TAKUX XPaHWIHI)?
8)KakoBbl crenupuyeckue (TEXHOJOTUYECKHE) KPUTEPHUHM OSKCIIEPTHU3Bl IIEHHOCTH JJICKTPOHHBIX
JIOKyMEHTOB?

Temamuxa umozo6six nucCbMeHHbIX PAGOm

1. Temaruueckne AUIIC B apxuBHOM nene B 1970-80-¢ rozp.

2. Temaruueckue AUTIC B apxusHOM zene B 1990-e — 2000-e roxsr.

3. Co3manue TuUmoBoro (00IIEOTpacIeBOro) MpOrpaMMHOrO obecredeHus B apxusax B 1990-e-2000
rOJpbIL.

4. llenTpann3oBaHHasi CUCTEMA aBTOMATU3MPOBAHHOTO YueTa IOKyMEHTOB ApXuBHOro ¢onna Po.
5. TIpaBoBoe perynupoBanue uHpopmaTuzanuu apxusHoro nena B 1990-e — 2010-e roas.
6. OCHOBHBIEC HANpPaBJIEHHs ¥ UTOTH HHpOpMaTH3aLUuK apXUBHOTO aena B 1990-¢ — 2000-¢ rosr.
7. OCHOBHBIC HallpaBJICHHS Pa3BUTHS HHTCPHET-TEXHOJOrHi B apxuBHOM znene 1990-2000-x rr. u
HUH(OPMAILIMOHHBIC PECYPCHI apXUBHBIX YUpexkAeHuil B IHTepHETE.
8. ApXHBBI MAIIMHOYUTACMBIX JAHHBIX MHPa: HCTOPHsI, COCTAB, CrieU(pHKa XPAHSIIUXCS JOKYMEHTOB.
9. [lepcrieKTHBHBIC HAMpaBICHUS Pa3BUTUS HMH(OPMATH3alMK ApXHBHOTO Jeja Ha COBPEMCHHOM
Tare.
6. YueOHO-MeTOMUYECKOE U HH(POPMaLHOHHOE 00ecTeyeHHe U CIHUTNIINHbI
6.1 Cnucox HCTOYHHMKOB H JIHUTEPaTyphl
Hcrouynnkn
OcHoOBHbIE

DenepanbHblii 3ak0H 0oT 22 okTA6ps 2004 r. Ne 125-03 "O6 apxusHOM 1ene B Poccuiickoit
@enepauun” B pen. 11.02.2013 r.//Cobpanue 3akononarenscrsa Poccuiickoit @eneparmu. 2004. Ne
43. Cr. 4169. I'nasa 6. Ct. 5.



17

IMocranosnenue IlpaBurenscTBa Poccuiickoit denepanuu ot 15 umrons 2009r. Ne 477 «O6
YTBEPXKICHUM IPaBUI JICJIONPOU3BOJACTBA B (helepajbHbIX OpraHax HCIHOJHUTEIBHOW BIACTH
[ICob6panne 3axoHomarenscTBa Poccuiickoit @eneparuu. 2009. Ne25. C1.3060.

IMocranosnenue IIpasurenscrBa Poccuiickoit denepanun ot 7 centsadps 2011 r. Ne 751 «O
BHECEHUU M3MeHeHu B [IpaBuiia 1enonpou3BoACTBa B (heiepanbHbIX OpraHax HUCIOJIHUTEIBHOM
Biactuy// CoOpanue 3akoHoaarenbctBa Poccuiickoit @enepanuu, 12.09.2011, Ne 37, ¢r.5263.

[Iprka3 Munkomesszu Poccrn ot 02.09.2011 Ne 221 «OO6 yTBepkaeHHUH TpPeOOBAaHHI K
MH(GOPMALMOHHBIM ~ CHCTEMaM  JJIGKTPOHHOTO  JIOKYMEHTOOOopoTa  (¢enepaibHbIX  OpPraHOB
WCIIOJHUTEIBHON BIACTH, YYMTHIBAIOIIMX B TOM YHCIE HEOOXOAMMOCTh OOpPaOOTKH MOCPEACTBOM
JIAHHBIX CHCTEM CIy)kKeOHOW MH(pOpMAIMU OrpaHuyYeHHoro nocrymna» //Poccuiickas razera. N 261.
21.11.2011

roct 52292-2004. VYnpasienue opraHu3alme. DNEeKTPOHHBIN periaMeHT
aJIMUHUCTPAaTHBHOH U CIly)keOHOM nesrenbHocTi. OcHoBHbIE nostoxkenus. C 1 urons 2005 r. M., 2005.

I'OCT P UCO 15489-1-2007 «CUBU/]. Ynpasnenue nokymentamu. O0mme tpedboBanus». M.:
Cranpaptuadopm, 2007

I'OCT P 54471-2011/ISO/TR 15801:2009 «CucTtembl 3J€KTPOHHOTO JOKYMEHTOOOOPOTA.
VipasneHue nTokyMeHTauueil. MHpopmarys, coxpaHsemas B 3JEKTPOHHOM BHJIe. PekoMeHmanuu o
00eCneyeHUI0 TOCTOBEPHOCTH U HAJEKHOCTH», YTBEPKIACHHBIH mprkazom denepanbHOr0 areHTCTBa
0 TEXHUUECKOMY PEryJaupoBaHuio U merposoruu ot 18.10.2011 Ne 466-cr.

I'OCT P 54989-2012/ISO/TR 18492:2005 «OGecrie4yeHue H0JIrOBPEMEHHON COXPAHHOCTH
JNEKTPOHHBIX JOKYMEHTOBY», YTBEPXKICHHBII nprkazoM DenepalbHOro areHTCTBa MO TEXHUYECKOMY
perynupoBaHuio 1 MeTposoruu ot 17.09.2012 Ne 325-cr.

AHanu3 nporpaMMHBIX MPOAYKTOB, MPEAHA3HAYSHHBIX I HH)OPMATU3alMK BHY TPUAPXUBHOM
JIeSITEIIbHOCTH MOCYAapPCTBEHHBIX X MYHHUIMITIAIBHBIX apXUBOB: aHAIUT. 0030p B 2-x T. T. .1: AHanus...;
T. 2: CpaBHuTenbHBIH aHanu3... TaOnUIBl CPAaBHUTENBHOIO aHaNU3a / PyK. IPOEKTa, OTB. MCIOJH.
10.10. IOmamesa; ots. ucronH. H.A. Tkauenko; ucromdH. M.B. Tapacosa, M.JI. Haropras, ..
KonoBanos; BHUUJAIL.— M., 2015— T.1: 157 c.; T. 2: 97 ¢. - Hen. B OLUHTHU mno
JIOKYMEHTOBEICHUIO " apXUBHOMY Jeny 02.03.2016, Ne 269
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf

Enunblii nopsinox 3amonHeHus nosedt ExaMHOM  aBTOMaTH3upoBaHHOM HMH(MOPMAIMOHHOM
CHCTEMBI, COCTOSIICH M3 MPOrPAaMMHBIX KOMILUICKCOB «ApXUBHBIA (oHI», «DOHIOBBII KaTanory,
«enTpanbueiii  GonmoBeid  katanor»/O00 «Apant». M., 2014./OnybnukoBaHo Ha caiite
DenepanbHO apxUBHOM ciryx6bI hitp://archives.ru/documents/methodics.shtml

Konuenuus uadopmaruszanun apxusHoro nena / Bectuuk apxuBucra.1996. N 1. C. 60-82.
http://portal.rusarchives.ru/informatization/conseption.shtml

[Iporpamma uHpopmaruzauuu DenepanbHOr0 apXMBHOTO AareHTCTBA M MOABEAOMCTBEHHBIX
emy yupexaenuii Ha 2011-2020 rr. (Vteepxkaena ITpukasom Pocapxusa Ne 104 ot 2 nexabpsi 2011 r.)
//Omy611KoBaHO Ha caiite «ApPXHBBI Poccuny, paszen «Mupopmaruzanusa».
www.rusarchives.ru/informatization/conseption.shtml.

[porpamma undopmaruzauuu apxusHoro aena Poccuu (1997-2000) / BectHuk apxuBucTa.
1996. N 6. C. 55-65. http://portal.rusarchives.ru/informatization/programm.shtml

[IpaBuia opraHu3aluy XpaHEHHUs KOMIUIEKTOBAHMS, ydeTa M MCIONb30BaHUs JOKYMEHTOB AD
P® u apyrux apXuBHBIX TOKYMEHTOB B TOCYJApCTBEHHBIX M MYHHIHMIIAIBHBIX apXHUBax, My3esX,
oubnmorekax, opranusanusax PAH. M., 2007. TIIn. 2.9.-2.11, 3.1, 3.6, 5.6, 5.8, 5.12, 5.13,. 5. 16,
5.17.

JlomosTHUTEILHBIE

PJ1 50-524-84 «Ilopsnok XpaHEeHHs JOKyMEHTOB Ha MalIMHHBIX HOCHTEIAX». M,, 1985.

I'OCT 6.10.4-84. «YHUpUIMPOBAHHBIE CHCTEMBl JOKyMeHTalMu. [IpuaaHue OpUANYECcKO
CHJIbI JOKYMEHTaM Ha MAaIlMHHOM HOCHTENe M MAalIMHOTpaMMe, CO3/1aBaeMbIM CpEICTBAaMU
BBIYUCIIUTCIILHOM TEXHUKW». M,, 1985.


http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://archives.ru/documents/methodics.shtml
http://portal.rusarchives.ru/informatization/conseption.shtml
http://www.rusarchives.ru/informatization/conseption.shtml
http://portal.rusarchives.ru/informatization/programm.shtml
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I'OCT 28388-89. «Cuctemsl 06paboTku nHbOpManuu. JJOKyMEHTHl Ha MATHUTHBIX HOCUTEIIX
JaHHBIX. [I0psIOK BBITOIHEHNS M 00pAICHH;

ApxHUBOBEIYECKME W JIOKyMEHTOBequeckue  (QyHKUMOHAJIbHBIE  TpeOoBaHHA K
MH()OPMALMOHHBIM CHUCTEMaM, OOECIICUMBAIOIINM DJICKTPOHHBIH JTOKYMEHTOOOOpPOT B Ipolecce
BHYTpeHHEH JeATenbHOCTH (eepalbHbIX OpraHOB MCIOJHUTENbHOH BiacTH. Otuer mo HMP.
M.:BHUUJAL, 2013. //Omy61IKOBaHO Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml .

MeTtoaudeckue peKOMEHIAMU IO 3IEKTPOHHOMY KONUPOBAHUIO APXUBHBIX JOKYMEHTOB U
YIPaBICHHIO IOJNYYCHHBIM HH(pOpManuoHHEIM MaccuBoM/ lO.}Omamesa. Pocapxus, BHUWJA/,
2012. http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

PexoMeHIanMu MO KOMIUICKTOBAHHIO, y4YeTy M OpTaHM3allld XPaHCHUS BICKTPOHHBIX
apXMBHBIX JIOKYMEHTOB B apxuBax opranmsanuid. M.:. BHUUIAJL, 2013//Ony6nukoBaHo Ha caiite
«Apxust Poccumy». http://www.rusarchives.ru/methodics/index.shtml

PexoMeHIAIMM 1O KOMIUICKTOBAHHMIO, Yy4YEeTy ¥ OPraHH3allM XPaHEHHS SJICKTPOHHBIX
apXMBHBIX JIOKYMEHTOB B TOCYJapCTBEHHBIX M MYHHULIMNAJIbHBIX apxuBax M.: BHUUIAAL,
2013//Omy6nukoBano Ha caiite « ApxuBsl Poccuny. http://www.rusarchives.ru/methodics/index.shtml

CocTaBieHHE apXUBHBIX OIHCEH B JIEKTPOHHOU (popMe U MX UHTErpalys B HHGOPMALOHHYIO
UHOPACTPYKTYpy  TOCYJApPCTBEHHBIX W  MYHHIMIAIBGHBIX  apXUBOB. M.: BHHUIAZL,
2013//Ony6nukoBano Ha caiite «Apxusl Poccuny. http://www.rusarchives.ru/methodics/index.shtml

CpaBHUTENBbHBI aHamM3 (opMaToB (HaiIoB 3JIEKTPOHHBIX JIOKYMEHTOB ITOCTOSIHHOTO

(nonroepemenHoro) xpanenus». Oruer on HUP. M.:PTTV, 2013 //Ony6ankoBaHO Ha caiiTe « ApXHUBBI
Poccumy. http://www.rusarchives.ru/methodics/index.shtml .
Amnanurnueckuit 0030p «V3ydeHue onbiTa NPEeICTaBICHUSI CHCTEMbl HAYYHO-CIPABOYHOIO amnmapara
TOCYApCTBEHHBIX M MYHHIMIAIBHBIX apXuBoB Poccuiickoit ®enepammu B cetu MHTepHET». M:
BHUUAAL, 2014. //OnybnukoBano Ha caiite ®epepalbHOro  apxXMBHOTO  areHTCTBa
http://archives.ru/documents/methodics.shtml

V3y4yeHre THIUIOTMH W 3BOJIOLMH UCTOPHYECHX (GOpPM apXUBHOW YYETHOW NOKYMEHTALUH H
BO3MOKHOCTH MX IpEJACTaBlIeHUs1 B dJ1eKTpoHoi cpeae. M: BHUUJIA/L, 2014. //Ony6nukoBaHo Ha
caiite MemepanbHOro apxUBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

OyHKUMOHAIBHBIE TpeOoBaHUs K HH(MOPMALMOHHBIM CHCTEMaM apXUBOB 3JIEKTPOHHBIX
JOoKyMeHTOB opranusanuid. M:Pocapxus, BHUUJA/. 2014 //Omy6aukoBano Ha caiite DegepalbHOro
apxuBHOTro arentcrsa http://archives.ru/documents/methodics.shtml

Jluteparypa
OcHoBHast

AdanaceeBa JLII. S npy Ha 3aHATHA [0 aBTOMATHU3HPOBAHHBIM APXUBHBIM TEXHOJOTHSM.
VYuebHo-MeToauueckuii Moayss. M.: PITY, 2005.

Omna xe. Onexrponssiii HCA apxuBoB: HOBbIN 3Tan B pa3Butud // Jenonpoussoactso. 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 .H. ApxuBHble HH(OpMAIOHHBIE TEXHOJIOTHH Ha COBpeMeHHOM dtame / M.H.
Kucenes // Oreuectsennbie apxusbl. — 2008. — Ne 4. — C. 24-31. Basa nannsix East View.

Tuxonos B.U. IlpuMmeHeHne TpaguLIMOHHBIX METOJIOB B OKCHEPTHU3E LIEHHOCTH 3JIEKTPOHHBIX
nokymeHToB / B.W. Tuxonos // OreuectBennbie apxuBbl. — 2009. — Ne 3. — C. 37-47. ba3a nanHbIx
East View.

OH xe. 3aa4y apXUBHOTO XPaHEHHUS JIEKTPOHHBIX HOKyMEeHTOB: U3 ombita [IAJIDHM / B.1.
Tuxonos // OteuectBennsie apxuBbl. — 2010. — Ne 3. — C. 51-60. Basa nannsix East View.

JlomotHUTEILHAS


http://www.rusarchives.ru/methodics/index.shtml
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
https://www.top-personal.ru/officeworkissue.html?266
https://www.top-personal.ru/officeworkissue.html?290
https://www.top-personal.ru/officeworkissue.html?290
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Annckura E.B. HHpopManuoHHbIC TEXHOIOTHH — OOECIIEUCHUIO COXPAaHHOCTH IOKYMEHTOB
TAP®// OteuectBennsie apxuBbl. 2013, Ne 1. C. 37-39. Basa nanusix East View.

Antonenko B.B. KommiekroBaHue apXUBHBIX YUpexIeHUH Aunraiickoro kpas (¢oro-
JOKYMEHTaMH B 3IIeKTpOHHOU (opme // OteuecTBenHble apxuBbl. — 2009. — Ne 6. — C. 46—48. baza
naHHbIX East View.

Il'ankuna E.B. CoBpemeHHble HH(OPMAI[MOHHBIE TEXHOIOTHH Ui ONTHMHU3AIHUU PabOTHI
KOHTPOJIbHO-KIIMMaTH4YecKol ciyx0bl ['ocapxusa Tynbckoil oonactu / OTedecTBEHHBIE apXUBBI. —
2013. — Ne 5. — C. 26-29. ba3a nannsix East View.

I'opseBa T.M, «OnbIT BHenpeHus nudposbix uHHOBamii B PIAJIN... oTkpeiBaeT OoJbuue
HMHTErPalMOHHbIE IEPCIEKTUBEL...». // OTedecTBeHHble apxuBbl. — 2013. — Ne 3. — C. 46-48. baza
nanHbIX East View.

I'yzanoB  E.JI.  «Co3ganue eauHOro HH(OPMALMOHHOTO pecypca — IPHOPUTETHOE
HAIpaBJICHUEY. O BHenpeHMH MH(POPMALMOHHBIX TEXHOJIOTMH B AapXUBHBIX YUYPEIKACHUAX
SIpocnaBckoit oomactu// OreuectBenHble apxuBbl. — 2009. — Ne 6. — C. 46-48. ba3a nannbix East
View.

JpoxoB C.B. Pexomenmammum MCA mo paboTe ¢ 3ICKTPOHHBIMH JOKYMEHTAMH TS
apXuBUCTOB opranuszanuii / OtedectBennslie apxuBbl. — 2010. — Ne 3. — C. 65-73. ba3a naHHbIX
East View.

«3amada CEroAHSILIHETO JHS — KOMIIBIOTEPU3alys BCEX NPHUBBIYHBIX aPXHBHBIX IPOLECCOBY.
Hurepsrio C.B. Muponenko u O.H. KomnbutoBoii k 90-neruto ['ocynapcrBenHoro apxusa Poccuiickoii
Denepanun // OredectBennbie apxussl. — 2013. Ne 2. Basa nanusix East View.

Muponenko C.B. "IlamsTh: crapbie 3ajaui HOBbIE TEXHOJIOTHH'": HHTEPBBIO tupekropa [ APD
//3unanue-cuna. 2015. Ne 8. M., 2015;

Kuunruna C.C. ABromMarH3upoBaHHas MH()OPMAIMOHHO-TIOUCKOBas cucTeMa CBepAIoBCKOH
obyacti 1o apXuBHbIM AoKymMeHTaM // OteuectBeHHble apxuBblL— 2016.— Ne 6.— C. 40-42. baza
naHHbIX East View.

Kypuep A.E. HWudopmanmonnas cuctema ydera ApxuBHOro ¢onma P®: momxompl k
peammsanuy// Bectaux apxuBucra. — 2014. — Ne 3. — C. 37-43. OmyOnuKOBaHO YaCTHYHO:
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-podhody-
k-realizacii.html

Jleuenko JI.JI. OGecrieueHHE COXPAHHOCTH 3JICKTPOHHBIX JOKYMCHTOB B HAIIMOHATEHOM
apxuBe CIIA // Becruuk 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- pn0OKyMEHT — HOBBII THI HAy4YHO-TEXHHUUYECKOH
nokymenranun// Tam xe. C. 192-205. http://www.vestarchive.ru/2013-2/2608-3d-dokyment-novyi-tip-
naychno-tehnicheskoi-dokymentacii.html

Kynpuna JL.P. IIpumenenne uHpoOpManuoHHBIX TexHonorui B Hapo-domuHCKOM pailoHHOM
apxuse // OredectBennbie apxuBbl. — 2007. — Ne 5. — C. 85-88. Basa nannsix East View.

Hasaposa M.B. DJIAP rotoB BHINONHATH camble cloxHble 3amaun / M.B. Haszaposa //
OreuectBennbie apxuBsl. — 2008. — Ne 4, — C. 138. Basa nanusix East View.

Csio Lroxyaii. YrpasieHue 3JeKTPOHHBIMU JOKYMEeHTaMH B KuTae: cocTosiHue U NepCreKTHBEI
// OreuectBennnie apxuBbl. — 2010. — Ne 6. — C. 59-64. Basa nanusix East View.

Tepexuna T.A. basa manubix «['eneanorusi» B Mcropuueckom apxmee OMmckoit obmactu //
OreuectBennbie apxuBbl. — 2010. — Ne 6. — C. 124-125. ba3za nannbix East View.

Vipsaunxuit K.b. Enunas apxuBHO-nH(OpMAaIOHHAs cpelia B KOHTEKCTE MH()OpPMAaTHU3ALIN
o6iecrsa // OreuectBenHbie apxuBbl. — 2009. — Ne 3. — C. 31-37. baza nannbix East View..

®pornosa E.B. Dnexrponnslit apxus TromeHckol obnactu // OtedectBeHHbIe apxuBel. — 2009.
— Ne 6. — C. 43-46. basa naunsix East View.

lapanoBa W.JI. M3 ombita PIAHTJ/I no pecraBpauuu u300pa3sUTENbHBIX apPXUBHBIX
MmarepuanoB //  Becrmmk  apxuBmcra. — 20100 — N 4. — C. 5563



http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-podhody-k-realizacii.html
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-podhody-k-realizacii.html
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-nacionalnom-arhive-soedinennyh-shtatov-ameriki.html
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http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-
materialov-iz-opyta-rgantd.html

Omamesa F0.10. Uudopmaruzanus apxusHoro nena B Poccuiickoit @enepauuu (1991-2015
IT.). Hay‘IHLIC HCCIICAOBAHUSA B 06J’IaCTI/I IIPUMCHCHUSA I/IH(l)OpMaL[I/IOHHLIX TEXHOJIOTHH: MOHOFpa(I)HSII
pEKOMEH/IOBaHO K revatH pemenneM Ydenoro copera BHUMA] / 10.10. FOmamesa. M.; bepnun:
JIupexr-Menna, 2016. 355 c. http://www.hist.msu.ru/Science/Disser/Y umasheva.pdf

FOmameBa 1O.}O.  IleHtpanbHblii (OHAOBBIA KaTalor: HACOJOTHS CHUCTEMbl M aHAJIH3
pe3ybTaToB HepBoro roga GyHkiuoHuposanus // Bectaux apxusucra. — 2013. — Ne 2 — C. 175-
191. Ony6aukoBano wactuuso: http://www.vestarchive.ru/2013-2/2607-centralnyi-fondovyi-katalog-
ideologiia-sistemy-i-analiz-rezyltatov-pervogo-goda-fynkcionirovaniia.html

6.2 TlepeuyeHb pecypcoB HH(OPMANMOHHO-TeJIEKOMMYHHKALMOHHOIT ceTn «AHTEpHET».

HauunonanpsHas snextponnas 6udnmuoreka (HOB) www.rusneb.ru

ELibrary.ru Hayunas anekrponnas 6ubanorexa www.elibrary.ru

Dnektponnas 6udimorexa Grebennikon.ru www.grebennikon.ru

Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

Bceepoccuiickuii  Hay4HO-HMCCIIENOBATENbKUA WMHCTUTYT JOKYMCHTOBEJICHHMS M AapXHWBHOTO Jiena
(BHUUOAL) [Dnexrponuslii pecypc] Pexxum nocryna: www.vniidad.ru

Koncantunrosas rpynna «Tepmuxa». [HopmatuBHO-IipaBoBast 0a3a JaHHBIX IO JENOMPOU3BOACTBY,
JNOKYMEHTOOOOpOTY M apXuBHOMY  geny| [OnekrpoHHBIi  pecypc] Pexum — mocryma:
http://www.termika.ru/Catalog/catalog.html

Apxussl Poccun. [Ilopran ®enepanbHON apXuBHOW CHyxObl]; [DmekTpoHHBIH pecypc] Pexum
nocryna: www.rusarchives.ru

Apxussl benapycu [DnexTponHblii pecypc] Pexum mgocryma: http://archives.gov.by

6.3 IIpodeccnonaabubie 6a3bl JAHHBIX M HH()OPMALNOHHO-CIPABOYHbIE CHCTEMBI

Iocrym k mpoeccroHanbHbIM Gazam nanubix: https://liber.rsuh.ru/ru/bases

MNHdopMamoHHbIE CIIPABOYHBIE CHCTEMBI:
1. Koncynwrant [Intoc
2. Tapanr

7. MaTepuaJibHO-TeXHUYeCKOe ofecnevyeHue U CIHILIUHbI

Jus obecriedeHuss — JMCUMIUIMHBL  HCIOJB3YeTCS  MaTepUalbHO-TEXHUYECKas  Oa3a
00pa30BaTENbHOr0 YUPEXKJICHUs: yueOHblE ayJUTOPUU, OCHAIIEHHBIE KOMIBIOTEPOM U IPOEKTOPOM
JUISL IEMOHCTPALUH y4EOHBIX MaTEPHAIIOB.

CocTaB IpOrpaMMHOTO 00ECIICUCHUS:
1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security


http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-materialov-iz-opyta-rgantd.html
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8. O0ecneyenne 006pa3oBaTeILHOIO NMPOLECCa sl JUL ¢ OFPAHUYEHHBIMH BO3MOKHOCTSIMU
30POBbSI U HHBAJIHIOB

B xonme peanmuzanuy AMCHMIUIMHBL HCIHOJNB3YIOTCS CIIEAYIOMINE JOTOJHHUTEIBHBIC METO/BI
00yueHHs, TEKYyLIEro KOHTPONIS YCIIEBAEMOCTH W HPOMEXKYTOYHON aTTecTaudH OOYyYaroluXcs B
3aBUCHMOCTH OT UX MHAUBHIYAIBHBIX OCOOCHHOCTEI:

e ISl CIENBIX U CIA0OBHISIIMX: JICKIUU OQOPMILIOTCS B BHJIE DJICKTPOHHOTO JOKYMEHTa,
JOCTYIIHOTO C IIOMOIIBIO KOMIIBIOTEPa CO CHCLHAIM3UPOBAHHBIM IMPOrPAMMHBIM 00ECIICUCHUEM;
MUCbMCHHBIC 3aJaHus BBINOJHIIOTCS HAa KOMIIBIOTEPE CO CICHUATH3UPOBAHHBIM IPOTPAMMHBIM
o0eCrieyeHHeM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECIIECYMBACTCS WHIMBHIYalbHOE
paBHOMepHOe ocBerieHne He MeHee 300 JIOKC; AJIs BBINOJHEHHS 3aaHus MPU HEOOXOJHUMOCTH
HPEJOCTABISACTCS YBEIMYMBAIOIICE YCTPONUCTBO; BO3MOXKHO TAKXKE MCIIONB30BAHUE COOCTBEHHBIX
YBEIHYMBAOLINX YCTPOUCTB; MUCbMEHHBIC 3aaHUs OOPMIISIOTCS YBEIUYCHHBIM IPHATOM; IK3aMEH
1 3a4€T MPOBOAATCS B YCTHOM (hOpME MM BBIMOJHSIOTCS B TUCHbMEHHOW (hopMe Ha KOMIBIOTEPE.

o Uil TIyXUX U CIa0OCIHBILIANIMX: JICKIUH OGOPMISIOTCS B BHAE DJICKTPOHHOIO JOKYMEHTA,
nub0  MPEeNoCTaBIACTCS — 3BYKOYCHJIMBAIOLIAs — amlmaparypa WHIMBHIAYaJIbHOTO  IIOJIb30BAHMS;
NUCHMCHHBIC 3a/IaHUS BBIMONHSIOTCS HA KOMITBIOTEPE B MHCBMEHHOH (opme; 3K3aMeH u 3a4éT
MPOBOJATCS B MUCbMEHHOH (hOpMe Ha KOMITBIOTEPE; BO3MOXKHO MPOBEICHNE B (POPME TECTHPOBAHUSL.

® ISl JIMI] C HapyUICHHSIMH OIOPHO-IBUIAaTSILHOTO ammapara: JEKIUH oGpOpMISIIOTCS B BUJC
JNIEKTPOHHOIO JOKYMEHTA, JOCTYIIHOIO C IIOMOIIBIO KOMIIBIOTEpa CO CICHHATU3HPOBAHHBIM
NporpaMMHBIM ~ O0ECIeYeHHEM; [UCbMEHHbIC 3aJlaHMsl  BBINOJHSAIOTCS Ha KOMIBIOTEpPE CO
CIICHUATIN3HPOBAHHEIM IIPOTPAMMHBIM O0ECIIeYeHHEM; 9K3aMeH U 3a4éT IPOBOATCS B YCTHOH (opme
WITH BBITIOJIHAIOTCS B IUCBMEHHOM (opMe Ha KOMITBIOTEpE.

ITpu HEOOXOAUMOCTH MPELyCMaTPUBACTCS YBEIMUCHNE BPEMEHH IS TOJrOTOBKH OTBETA.

Ipoueaypa MpoBeACHUsS] TPOMEKYTOYHON aTTecTaluu Uisi 00yYarOIHXCS YCTaHABIMBACTCS C
YU€TOM HX UHMBUAYaIbHBIX MCUXO(PHU3UIECKUX 0coOeHHOCTeH. [IpoMeKyTOUHAasT aTTecTanus MOXKET
HPOBOJUTHCS B HECKOJIBKO ITAIIOB.

Ilpu npoBeAEHHWH TMPOLELYPHl OLICHUBAHWUS PE3YJIBTATOB OOYYCHHUs IIPEAyCMATPUBACTCSI
UCIIOJIb30BAHME TEXHUUECKHX CPE/ICTB, HEOOXOAMMBIX B CBS3M C WHIMBHIYaJbHBIMH OCOOCHHOCTSIMH
o0yJarolmxcs. OJTH CPEACTBA MOTYT ObITh NPEJOCTABICHBI YHHBEPCUTETOM, HIH MOTYT
UCTIOJIB30BATHCSl COOCTBEHHBIE TEXHUUECKHE CPEICTBA.

ITpoBeneHne MpoLEAypH! OLICHUBAHHS PE3YJIBTaTOB OOYYEHHMs JOIMYCKACTCS C HCIIONB30BAHHEM
JMCTaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHIA.

OOecrieunBaeTcss OOCTyn K WHOOPMAIMOHHBIM M OuOnHorpaduueckuM pecypcam B CETH
HHTepHeT A1 Kaxaoro ody4aromierocs B GopMax, afanTHPOBAHHBIX K OTPAHHYCHHSM HX 3I0POBbS U
BOCHPUSATHUS HH(POpMALHK:

eIl CICHBIX W CIa0OBHSIIMX: B IeyaTHOH (opme yBenmuueHHBIM wmipudrTom, B (dopme
JNIEKTPOHHOTO JOKYMEHTa, B hopMe ayanodaiina.

® JIJIsI TAIYXUX M CJIa0OCIBIIIAIINX: B [Ie4aTHOH hopme, B popMe IISKTPOHHOTO IOKYMEHTA.

® 17151 00Y4YAIOIINXCSI ¢ HAPYUICHUSMH OIOPHO-IBUIATEIBHOIO allliapara: B Me4aTHOH (popme, B
(hopMe 2IEeKTPOHHOT0 JOKYMEHTa, B hopme ayuodaiina.

VY4eOHble ayqUTOPUU JUI BCEX BUAOB KOHTAKTHOW M CaMOCTOSTEIBHOH pPabOThI, HaydHas
OuOMMOTEeKa W WHBIE MOMEUICHHs Uil OOy4YeHHs OCHAIIEHBI CICHHMAIBHBIM O00OpYIOBaHHUEM U
Y4eOHBIMU MECTaMH C TEXHHYECKHMMH CPEJICTBAMHU O0yUYCHUSI:

® ISl CJICTIBIX U CITa0OBHSIIIMX: YCTPOWCTBOM ISl CKAHMPOBAHUS U YTeHUs ¢ kKamepoid SARA
CE; nucruieem Bpaiins PAC Mate 20; npunrepom Bpaiinst EmBraille ViewPlus;

o UIsi TIIyXUX W CJIa0OCHbIIAIIUX: ABTOMATH3MPOBAHHBIM PabOYMM MECTOM Ui JIIOJEH C
HapyIICHUEM CITyXa U CIa0O0CIBIIIAIINX; aKYCTUUYECKUN YCUIIUTENb U KOJIOHKH;

e Uil O0yYaIOMIUXCSl € HapyUICHHSIMH OIOPHO-ABUTATEIBHOIO amnmapaTa: I[epeABHKHBIMH,
perynupyeMbIMU dpronoMuueckumu napramu CH-1;, KOMIBIOTEpHOH TEXHUKOW CO CIEIHMAIbHBIM
IPOTrPaMMHEIM 00ECIICUCHUEM.
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9. MeToanyecKkne MaTepuasbl

9.1 Ilnanbl ceMUHAPCKUX 3aHATHI

Tema 1. OcHOBHBIE OOBEKTHl ABTOMATH3AaLUM 0a3bl JAHHBIX B apXWBHOM jene. 12 4acos.
Cosnanue snexkrponHoit apxusHo# onricd B CYB/] FoxPRO for Windows. 4 gaca.

Lenp paGoOTBI: H3ydYeHHWE NPUMEHEHHS TEXHOJOrMM 0a3 JaHHBIX TpU  CO3JaHHU
ABTOMAaTH3UPOBAHHBIX HHPOPMALIMOHHO-TTOUCKOBBIX CHCTEM.

B pesysbrare paboThI CTYACHT AOJDKEH 3HATH!

- KJIacCU(UKAIMIO M OCHOBBI OcTpoeHus apxuBHbIX AUTIC;

- npeumyiiectsa u Hepocratku pensinnoHHbix CYB/] npu co3nanunu apxuBabix AUIIC;

- MPUHLHUI TPEEMCTBEHHOCTH TPAJIMIHOHHBIX M aBTOMATU3MPOBAHHBIX aPXHBHBIX
CIPAaBOYHHUKOB M €r0 OCYIIECTBIICHHE Ha MTPAKTUKE.

B pesysnbrare paboThI CTYACHT JI0JDKEH YMETh!

- BBICTYIIUTh B POJIM MOCTAHOBIIMKA 3aJa4d U pa3padoTaTh TEXHUYECKOE 3a/laHHe MpU
co3nannu AUTIC Ha Ga3e apXUBHOM OMKCH.

IIporpammHOe obecneueHue:

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

PazngaTounsle MaTepuasl:

- Omuck donpa.

- [IpakTuueckoe 3aganue

[epen HauanoM pabOTHI BCIOMHHTE:

- Yo MOHUMAIOT Mo 0a301 JaHHBIX?

- KakoBa cTpykTypa 0a3 JaHHBIX U B 4eM OCOOCHHOCTH PEIISIIMOHHONW MOJIENN JaHHBIX?

- KaxkoBbI 3Tans! co3anus 0a3 JaHHBIX?

- KakoBbl pazHoBunHOCTH apxuBHbIX AUTIC?

ABTOMaTH3MPOBaHHbIE HHPOPMAIMOHHO-IIOMCKOBBIE CIIPABOYHUKH B apXMBaX CO3MAIOTCS JUIS
YCOBEPILICHCTBOBAHHMS HAY4HO-CIIPABOYHOT'O ~ ammapara, MHOTOACIEeKTHOIO LeJIEeBOr0  IOHMCKa
PETPOCIEKTUBHOM JOKYMEHTHOM HH(POPMAIIHH.

Cosnanue AUTIC BxiroyaeT B ce0s1 HECKOJIBKO ATaIlOB.

1. OO01as mocTaHoBKa 3aaul, pacyet 3arpar Ha BHeapenue AUIIC,
pacuet sxoHOMHYECKOi1 A3 dexTrBHOCTH BHeApeHuss AUTIC.
2. Co3pnanue nadonorndeckoit moaenu bJ{. Ha atom srane nan

npoexkroM AUIIC paboraer apxusuct. Onpenensiercs re-

Ma WM KoMIUleKC noKkymeHToB, Tun AWIIC (MexdonnoBas, MexapXuBHAs), ONPENESISIOTCS
OOBEKTBHl ONMCAHMA M MX aTpuUOyTHl, HA3HAYAIOTCS HHACHTH(GHUKATOPH OOBEKTOB M ONPEIEIAIOTCS
THIIBI CBSI3€H MEXy 00bEKTaMu.

3. Co3pnanue naranoruyeckoi mojaenu b/ Ha 3ToM sTane apxuBUCT paboTaeT COBMECTHO C
nporpamMmucToM. Ilpoucxoaut BeIGOp Mozenu (CTPYKTYphl JaHHBIX), B COOTBETCTBMM C HeEi
HPOBOAUTCS CTPYKTYPUPOBAHHE JAHHBIX, HOpMaInu3aLys Tadnul, BeIOop Kimoueid, Beioop CYB/I.

4. Coznanue ¢usnueckoil B/I. Ha sToM srame mporpaMMHCT peanu3yeT CpeacTBaMU
KOHKPETHOI CHCTeMbl YIpaBleHUs 6azaMu

nanabix CYB/] npoexkt AUTIC.

Hudopmanus B B/] Tuna d_BASE, x kotopeiv otHOCcuTCest CYB/]

FoxPro, xpanurcs B 1ByMepHbIX Tabiuax. Ctonden TaGiIUIbl Ha3bIBAaeTCS MOJIEM, CTPOKa —
3anucelo. Daitn-radbauia uMeeT npou3BoiibHOE (J1r000e) nMs U pacuupenue * . DBF.

Cozgars *.DBF-¢aitn — 3HauuT ompenenuTs Ha3BaHUE, THI U JUIMHY (B CHMBOJIAX) KaXIOTO
cT0JIOIA TAOIHUIIBL.

Cospaiite ¢aiinst fond. DBF, opis.DBF, delo_1.DBF u delo_2.DBF.

3arpysute FoxPro.
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Haiinure B Menro myHKT «®Daiin», MENKHATE [0 HEMY, HalliuTe B
MoJAMeHI0 MyHKT «C03/1aThy, MIEIKHUTE 10 HEMY.

IosiBuTcst nuanorooe okHo «Co3matey» Illenkuure mo «Tabnuma.
DBF.».

[MosiButcst muanoroBoe okHO «CTpyKTypa Tabnuien»y. BBeaure

HMEHa NOJIeH, TUIIBI U pa3MepBbl.

[IpaBuiia, MO0 KOTOPHIM MOXKHO JaBaTh UMEHA TIOJISIM:

- TOJILKO JIATUHCKUE OYKBBI;

- He Oombire 10 3HaKOB;

- HEJb3s1 UCIOJIB30BaTh MPo0e;

- BMECTO Mpo0ena MOXKHO HUCIIOb30BaTh moauepkuBanue: delo_n4;
- HEJTb351 HAUMHATD UM TI0JISI ¢ HUQPBI, HO U PBI KCIOIB30BATh MOXKHO.
Hanpumep:

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

Tunel nonei:

Carascher — cumBoBHOE, T.€. TEKCT (pasmep 10 254 Gaiir).

Numeric — uuciio, MoxkHO apo0b (10 10 Gaiit).

Data — nara (8 6aitt: 00.00.00).

Logical — tpebyromiee oTBera aa wiau Het (Bceraa 1 6aiT: 0 wmm 1).
Memo — npumedanue. Pazmep He orpaHIdeH, HO IOUCK 3a4acTyIO 3aTpy/JHEH.
General — BcraBka 00bekTa (KAPTHHKH, TEKCTA), CO3TAHHOTO

JIPYyTO# POrpaMMoON.

ITocite BBoaa Beex nosnel menkanre OK.

CoxpaHuTe TaOJIHILy N0 COOTBETCTBYIOLIUM UMEHEM.

IIporpamma npenoxutT BBecTH 3anucy. Beeaure 10 3anuceii B Ta-
onuny: delo 1.DBF u delo 2.DBF. B ocranbHbIe — 110 OHOI 3aITUCH.
Jlns BBoza npumedannii: {CTRL+PGDN}.

CoxpaHuTb 1aHHbIE U 3aKOHYUTH BBOA: {CTRL+F4} nnu daiin —
3akpbITh. JlaHHBIE COXPAHATCSI ABTOMATUYECKH.

2. 3arpys3ure CHa4ana oJHy TaOJIHuIy.

BA3A JAHHBIX — ITPOCMOTP — OTKPBITb.

YkaxuTe IHUCK, KaTalor U (aill Hy>KHOH TaOIuIbL.

3. 3arpysus Tabnuny delo 2.DBF, HaiinuTe B Heil Bce 3amucH, B
KOTOPBIX YIIOMHHAIOTCS IIPUKA3bL.

3AIINCB-TTIOUCK.

B okne «Ilouck» IenKHUTE «HJ’IS{)) — OTKPOCTCs OKHO «FeHepaTop‘ BBIpa)KeHPIﬁ». CrneBa [ﬂoﬁasneno npumeuanme ([M1]):

BBIOCPUTE T0JIE, ABAX/bI IISIKHUTE M0 HeMy (BaM HY)KHO MOJIe C BHJIAMHU JOKyMeHTOB). [losButcs
OKHO C MMEHEM TaOJHUIbI_MMs TI0Js. BBeanuTe 3HAYCHHE MOJIS B KaBbIUKAX: «IPHKa3b» (BCE, YTO HE
YHCII0, BBOAUTCS B KaBblukax). Llenxuurte «OK».

IIpuaymaiite 1 BBITOJIHAUTE €IIIe HECKOIBKO YCIOBHIA OKMCKaA I BceX (aiinos.

4. PenaktupoBaHue TaOJIUIIbI.

Jlo6aBbTe eme 3anuck B Tabmuiyy delo_2.DBF.

Ortkpoiite ee (11. 2). Beibepure pesxum npocMoTpa (TabIHaHbIi

WJIH TIO 3aTHCSM).

Jlo6aBbTe mycTyto cTpoky B KoHue Tabmunbl: {CTRL+N}.

Beenute nnpopmaruio.

V3MenuTe naHHbIC B YK€ TOTOBOM I10JIE: ABAXK/bI LISTKHUTE IO

HEMY M BBEIUTE HOBBIC JaHHEIE.

YV panute nocnenHiow 3anuch Tabnuusl delo 2.DBF.

Haiinure o6peuenHyto 3anuck. LlleKHITE MBIIIBIO 10 TEMHO-
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My HpSIMOYTOJIBHUKY CI€Ba OT COOTBETCTBYIomIeil cTpoku Tabmunel. Haiinute B MeHIO « BA3A
JIAHHBIX», menkauTe «Y 1aIuTh»

(«YmnakoBatby), menkuure «JJA». Ipyroi Bapuant — «3AIINUCby,

«YIAJIUTby.

Jobaeete B ¢aitn fond. DBF mome «Opisi» A1 BHECEHHS CBEICHHH O KOJIMYECTBE OMHUCEi
Kax0ro (o,

«OKHO» — «BUI». Otxpoiite u3menseMyo tabmuy. [lenxau-

Te 1o «YcranoBkay. [TosBurcs nuanoroBoe okHO « YCTAHOBKA».

Ilenxuute o «CTPYKTYPA — U3MEHUTDBy. IlosBuTCS OKHO

«CTPYKTVYPA TABJIULIbI». JIucraiiTe cnucok mosei 10 KOHIa.

VYcraHoBUTe Kypcop Ha HM)KHEM, IIYCTOM IIoyie. BBenuTe ero XapakTepuCTHKH (MM, THII U
paszmep).

OcHOBBI HHOPMAITHOHHOTO MTOUCKA.

3aBepuute BBox 10 3amuceii B daiinsl fond.dbf, opis.dbf, delo.dbf,

delol.dbf.

Ortcoprupyiire 3anucu tabmuns! delol.dbf. o Bo3pacranuto

Ne ¢honpa, onucu, nena v 3amKcH.

Ortkpoiite HyxHyto Tabnuiyy OKHO-BU/I-ITPOCMOTP-BA3A-COPTUPOBKA.

Bri6epure none B ciicke « BCE T1OJIS», ABaXabI IIEIKHUTE 110 HEMY.

Beibepure  cOpTMPOBKY 1O  BO3pPACTaHMIO MM 1O  YOBIBaHHIO, IMICJIKHUTE IO
COOTBETCTBYIOLIEMY (IIAXKKY.

Bs1Oepurte cnenyromee moje aHaTOTHYHO, MeNKHUTe 1o ¢aaxxy BO3P/YBbIB.

CoxpaHHTb, BBeUTE UMs (haiina.

[lenkuute «OK».

2. IMpounnekcupyiire 3anucu tabmuis delol.dbf mo andasuty

BUJIOB JIOKYMEHTOB.

B mento maiiaure myskt BA3A — HACTPOUKA.

B o6mactu MHIAEKCBHI — JOBABUTDL. [aiite mnaekcy ums ¢ pacmmpenneM CDX
(KoMIIIEeKCHBII caMOOOHOBIIsIOIMICS MHAEKC) U uMeHeM delol, coxpaHuTe ero.

B crincke [1OJIS wenkHUTe 10 MIMEHH TIOJIS, TI0 KOTOpOMY OyeT

IIPOBOIUTHLCS MHJIEKCHpOBaHKe. Bpibepure, 110 BO3pacTaHUIO MK

yObIBaHHIO OyZeTe HMHACKCHPOBATh, ILEIKHUTE IO COOTBETCTBYIOIEMY (uaxky. Beaute
clenyromee WMs I[ois M CHoBa mienkHuTe 1o ¢uaxky BO3P/YBBIBAHUS. Illenkuute mo
JOBABUTD, OK.

3. OcyIiecTBUTE MOUCK BCEX MPOTOKOJIOB B poHIe Moxaiickoro YUKA.

«3AIIUCh — MCKATDby». Tak MOXHO HMCKAaTh TOJBKO IO NPOUHJIEKCHPOBAHHOMY IIOJIO.
TMosisurcs «KOHCTPYKTOP BLIPAXKEHWI». B 06mactu «3Hauenue s SEEK» BBecTH 3HaueHHE
JUIsl TIOMCKA B KaBbIUKaX, €CIIM 3TO TeKCT («mmpoTokoib»). lenkunrte OK.

4., OcyIiecTBUTE MOUCK BCEX TOKYMEHTOB (hOH/Ia, aBTOPOM KOTO-

pbIx siBsieTcss Moskatickuii YUK.

Harigure nemo Ne 5. BATIMCh — HAUTHU. Wuaekc He BaXkeH.

[enkuaute mo «FOR» ().

Bri6epure nosne B criucke «I1OJIE», nBaxabl MIENIKHUTE 110 HEMY.

[TocraBpTe NOrM4eckuii oneparop (B JaHHOM Clly4ae =) W BBEIUTE 3HAUYCHHE (B KaBBIYKAX,
eciu 310 Tekct): aBrop= «Moxaiickuii YUKy. llenkaute «OK».

5. OcyIecTBUTE MOUCK BCEX TOKYMEHTOB, TJIe YIIOMHHAETCS 0 ¢be3nax COBETOB.
«[TPABKA — HAUTW». Bes Bcsikux kaBbruek BBeauTe «Coes3ny u Haxmute «OK».
6. OcymecTBUTe MOHCK BCeX HPOTOKONOB Moxaiickoro YUKA B 1 omucu donma

Moskaiickoro YVKA. Jljist 5TOro Hy»HO MOCTPOUTD
3anpoc: PANII — CO3JATD. Llenkuure no ¢naxxxy 3AITPOC — CO3JATb.
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none «KPUTEPUM OTBOPA» BBeauTe mouns, OIepaTopsl M X 3HA4eHUS (BUJI_JOKYMEHTOB
— noxoxe Ha — «IIpoTokosns» u 1p.)

Beibepure nosns pesysbrara.

[lenxuaure o «BBITIOJIHUTH 3ATTPOC).

KoHTposbHBIE BOTIPOCHI:
Haszosure stams! cosnanus AUIIC. KakoBa poib apXMBHCTa Ha Ka)XXOM U3 3TarnoB?
HasoBute n3BecTHbIE BaM MO/IENH (CTPYKTYPBI) JaHHbIX?
B weM npenMyIecTBa U HEJOCTATKH PENISIUOHHON MOJEIH JaHHbIX?
Kakosa metoauka noucka undopmaimu 8 AUTIC?
Kaxum o6pazoM obnerdaercst TpyA COCTaBUTENS MIEKTPOHHON ONUCHU IO CPABHEHHIO C
TPagUIIMOHHO’?

6. B uem npeumymiecTBa 37EKTPOHHOH OMWUCH MEpes TPAJULMOHHOM C TOYKH 3pEHUS
METO/IUKH ITOHCKa HH(popManuu?

gL E

Jlureparypa:

I'apckoBa 11.M. Ba3bl u O0aHKM JaHHBIX B UCTOpPHYECKUX HcciienoBaHusix. M., 1994. Yacts 2.
Texunonorus 6a3 ganneix. C. 47-84.

Kucenes U.H. O6 apromarmzaumu HCA k apxuBHbIM pokymentam / W.H. Kucenes //
MNupopmannonHnsiii OromereHs accoruanun «Mcropust u komnprorep». — M., 1998, — Ne 23. — C.
22-30.

Tema 2. CocraBieHue y4YeTHBIX JOKYMEHTOB H CO3JaHHE IIacIOpTa apXHBa C IMOMOIIBIO
00LIe0TpacIeBEIX IPOrpaMM «ApPXUBHBII GoHI» U «POHIOBBIN KaTaiaor». 4 Jaca.

Ilenb paboTHI: OCBOGHHE CTYJAEGHTAMHM OCHOB (DyHKIHOHHPOBAHHS OTPACIEBOIl CHCTEMBI
ABTOMATH3MPOBAaHHOTO [ICHTPATN30BAHHOTO y4eTa JOKYMEHTOB.

B pesynbrare paboThI CTY/ICHT JOJKEH 3HATD!

- Ha3HaueHHe U QyHKIUH, OCHOBBI HHTep(elica mporpaMMbl « APXHUBHBIH GOHIY;

- Ha3Ha4yeHHe U QyHKIUH, OCHOBEI HHTep(elica mporpaMMel «DOHIOBEII KaTaION).

B pesynbrare paboThl CTYICHT JOJDKEH YMETh:

1. paboTate C IporpaMMoi «ApPXHBHBIH (OHD» B pEXKHUME IOIB30BATENI U
aJIMMHUCTPATOPA;
2. BBOJUTH JJaHHBIE U3 IOKYMEHTOB BHYTPEHHETO y4eT apXuBa

(yucta donza, onmceil) B pa3aessl OCHOBHOI'O MEHIO TPOrpaMMBl « ApXHUBHEIN GoHm» — doHx,
OIMCB, ABHXKEHHE JIOKyMEHTOB;

3. CO371aBaTh C HOMOIIIBIO IIPOTPAMMBI « APXUBHBIN (HOHI TACIOPT apXUBA;

4. HacTpauBaTh IporpamMMmy «@OHIOBBII Karajor» B peXUME aJMUHUCTpaTopa U
OCYIIECTBIIATH SKCIIOPT JaHHBIX U3 IPOrpaMMBbl « ApXuBHEIH GoHI» (AD);

5. MOJTy4aTh CBOJHBIM macnopT apxusa B mporpamme «PounoBbli katanor» (PK).

Iporpammuoe obecreueHune:

1. [porpamma «APXUBHbBIA ®OH/l» 2.0 mwm 3.0 for Windows (Penepansuas
apxXUBHas CIIyK0a).

2. Mporpamma «POHIOBBIA KATAJIOT CYBBEKTA @OEJEPALIM» 1.0 for
Windows (®enepaiibHasi apxUBHasI ClIyxk0a).

PazngaTounslie MaTepuansl:

- 3aII0JIHCHHBIH JIUCT (OoHAA.

[pakTHyeckoe 3agaHue:

[epen HauanoM pabOTHI BCIOMHHUTE:

1. KakoBblI I71aBHBIE 331241 Y4€Ta JIOKYMEHTOB B apXuBe?
2. B uem oTnMuMe BHYTPEHHEro0 ydeTa OKyMEHTOB OT LEHTPAIM30BaHHOTIO Yyd4era
JIOKYMEHTOB?

3. Uro sBiIsieTCS €AMHULICH yueTa apXUBHBIX JOKyMEHTOB?
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4. KaxoBbl OCHOBHBIE ()OpPMBI ydeTa IOKYMEHTOB B TOCYIapCTBEHHOM M BEIOMCTBEHHOM
apxuse?

O011ee 3HaKOMCTBO € IPOrpaMMOit

3arpysure Word for Windows. Ortkpoiite ¢aitn  C:/WFOND/DOC/manual.doc.
3akoHcniektupyiire pasaensi: HASBHAUYEHUE

ITPOI'PAMMBI, CTPYKTYPA UHOOPMALIMOHHOI'O MACCHUBA.

[Ipocmotpute paszgenst U3MEHEHUE [IAPOJIEN, MEHIO B PEJXXUME I10JIb30BATEJIS
N PEJAKTOPA, ITIYTEBOAUWTEJIb.

CaepHure (ailn, He 3aKpbIBast €To.

Bosbpmure JIMCT ®OHJIA u BBenuTe naHHbIe B TaOIUIBI B/

«ApxuBHBIN QOHIY.

st sToro:

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

BbIOepHTE B Ii1aBHOM MeHI0 MyHKT ®OH/I; mepen Bamu mosiBUTCS CIMCOK BBEAEHHBIX paHee
donnos; Haxxmute Enter. Ber Boiinere B pazgen ®OH/I.

Haunure ¢ IIOCJIEJHEI'O no Bpemenu nepenMeHoBaHus Gonnoobpaszosarens. Ero Begute
B Tabuny ®OH/I, mepBslii 3kpaH,

0JIs «IIOJHOE Ha3BaHUe (POHMA», «COKPAIEHHOE Ha3BaHue (POHAA».

BBenute Taxke JaHHBIC B IOJIA «HOMEP (OHIA», «KATETOPUSL», «HaYalNbHAs JaTa»; «KOHEUHAs
JiaTay.

bonee pannme HasBaHusa (onmooOpasoBatens seexute B pasnen I[IEPEMMMEHOBAHUS
(myHkt BepxHero MeHto PA3/IEJIbI), 0003HauuB AaThl KaX/J0ro Ha3BaHHUSI.

Wrak, Bl BBenu B B/l oOmme cBexenus o ¢GoHme U3 HEpBBIX fpa3\uen03 qcra QGoHza.
IIponomkaem mocne10BaTENILHO IONOTHATh

naHHble o HameMm ¢onzxe. Cnenyromuii pasnen snucra ¢oHza — «Y4yeT HEONMCaHHBIX
MAaTepuaIoB» (T.€. POCCHIIIN).

1. BBeauTe naHHBIC O KOJMYECTBE SAMHUIl XPAaHEHHS! POCCHINM U3 paszaena Jucra GpoHaa (yder
HeonucaHHbIX MaTepuanos) B paszaen «/IBMKXEHUE JIOKYMEHTOBY. [{ns atoro:

- BBIOEpHTE MyHKT BepxHero MeHio «PA3/IEJIbly;

- BeiOepute noanyHkT «JABIMKEHUE JOKYMEHTOB», nanee — JIOBABUTD,
POCCHBIIIb, ENTER. ITocnenoBarenbHO

COXpAaHsIs, BBEAUTE BCE IIOCTYIICHUS U BCE BBIOBITHS POCCHINTH, YKa3aHHBIC B JIUCTE HOHIA.

2. Crenyromuii pasgen imcra (OHOa — YydYeT OIMCAHHBIX JOKyMEHTOB. Bpexure B
nonpaznen OIIMCU (mynkr Bepxuero menro PA3JIEJIbI) nanHble 0 HOMepax, Ha3BaHHAX KpailHHUX
JlaTax OINHUCEH, 3aMMCaHHBIX B JIUCT (oHIa. BpiOepuTe COOTBETCTBYIOMINI BHIAM TOKYMEHTOB «THII
OITHCH».

3. Beeaute B mompasgen «ABWXEHUE JIOKYMEHTOB» (myHKT BepXHEro MeHIO
PA3/IEJIbI) mannble 000 BCEX IOCTYIUIEHHS M BBIOBITHSX OIMCAHHBIX MAaTEPHANOB, yKa3aHHBIX B
micre Qoupa. nst sroro obparutech k mnoanmyHkry MeHoo «JIBWJKEHWE JOKYMEHTOB»,
Beioepute JJOBABUTD. Kak Buaure, nepex Bamu Bo3HUK criucok onucelt Gpouna. Beioepute HyXHYIO
OINUCh, B KOTOPOH MNpPOW3OLUIO JABW)KEHHE JIOKyMEHTOB. BBenure roj ABM)KEHHS, BbIOEpUTE BUJ
JIBIDKEHUSI, U, CaMOe TIJIaBHOE, KOJIMYECTBO MOCTYMMBIIMX WM BBIOBIBIIMX J€J, MOCIEIOBATEIbHO
coxpaHsisi Kakayto 3anuck (myHKT HiokHero MeHio «COXPAHUTDy).

4. CuoBa oOparutece k Word for Windows. Ilpouwmraiite pasgen 8 «MEHIO
AJIMUHUCTPATOPAY. 3anummuTe MyHKTH MEHIO. 3aKpoiiTe daii.
5. 3akpoiite mporpaMmmy A®D u CHOBa 3arpy3uTe e€e IoJi mapoyieM «3» (aJMHHUCTpATOpa).

Boiinute B pasaen [IACIIOPT. 3anonxure HasBaHue apxusa, ykasaHHOE B aucte (opa. llenkuure
o CYHUTATDH CBOJAHBIE. U nomyunte cBonHbe aanHble nacrnopta. llenkante mo CJIEAYIOUNU
OKPAH u npocmotpute [TACTIOPT APXUBA.

[ﬂoﬁasneuo npumeuanme ([M2]):
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3akpoiite mporpammy Ad.

6. 3arpysute MS Word.

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

7. 3aKOHCTIIEKTUPYHTE pa3aemnbl:

Hasnauenue nporpammsl,

CrpykTypa HH()OPMAIIMOHHOTO MacCHBa,

OGHOBIIEHUE TaHHBIX.

8. 3arpysute  nporpammy ~ @OHJIOBBIA  KATAJIOI  mox  mapomem  «3»
(amMuHHCTpaTOpA).

Boiiaure B paznen OPI'AH YIIPABJIEHU .

Beenenue B pazaen [IOJITHOE HA3BAHUE nanubie 06 opraune

yIpaBJIeHHs apXUBHBIM aesioM. Hanpumep, ApXUBHBIH OTelN IpU

aaMUHUCTpanuu Bonoroackoii obnacTy.

B paznen COKPAIIIEHHOE HA3BAHUE — AO Bomnoroackoit

obnactu.

Anpec: Bonorpa, yn. Jlennna, 20, 122151.

CoxpaHHTE AaHHBIE.

9. Boiigure B pasznen APXUB, BBequte qanubie (13 ucra GoHaa)

B TIOJIS:

I[NIOJIHOE HA3BAHUE APXHNBA; COKPAILIEHHOE HA3BAHUE (nanpumep, TABO).

AJIPEC APXUBA, Boi6epure coorBerctBytomnii YPOBEHbD u TUII (manpumep, s [IMAM
— MyHHUIUIAIbHBIA apxuB). COXpaHUTE NaHHBIC.

Bribepute B crimcke Bam apxu. Haxkmute ENTER, Ha [Borlpoc‘ IIpOrpaMMbl 00 HMCTOYHHKE
naunaeix Beeaute aapec G\wfond\DBF, menkuute mo SELEKT, B mynkre 'O/l moctaBbTe camblit
paHHHI IO/, 32 KOTOpBIH y Bac Obuto M3MeHEeHHe (IOCTYIUICHHE WM BBIOBITHE) YYETHBIX JAHHBIX.
Haxxmure ENTER. Jloxnmurech mnosiBaenuss Hamgnmucu OBHOBJIEHUME JAHHBIX YCIIEIIIHO
3ABEPIHIEHO. Jannsie nporpamMmbel AD cxonupoBanucs B mporpammy ®K. Haxmute ENTER.

10. 3akpoiite nporpammy OK u emie pas 3arpysure ee ¢ maposuem «2» (pegakTopa).

Teneps MaccuB Y4ETHBIX JaHHBIX PErHOHA IOMOJHWICS JaHHbIMU Barero apxusa. Yo6eaurech
B 3ToM. OTkpoiite pasnen APXVIBOUJILTP. Beibepure Bam apxus, Haxkmure BBIIIOJTHUTD.

Boiinute B paznen ®OH/] Beioepute Bam apxus, Haxmute ENTER.

ITpocmotpute usrorosnernHsli Bamu [lacopt apxusa B pazgene [IACIIOPT (myHKT BepxHEro
menro PA3JIEJIBI).

Paborast ¢ mporpammoii, MOXKHO HOJIyYHTh CBOJHBIH Hacnopt no Bamemy apxuBy 3a pa3Hbie
rozs! (moxpasen «CBOITHBIA TacopT»).

Jlist yero ciysxat nozapasaens! «/unamuka — a6c¢.»; «Aunamuka %o»?

KOHTpOJ'[BHBIC BOIIPOCHI:

1 IToueMy HMMEHHO y4yeT AOKYMEHTOB CTal OJHHM U3 IIE€PBOOYEPEIHBIX HaNpaBICHHH
KOMITbIOTE€PU3aLIUH aPXUBHOTO Jena?

2. B uem Ba)XHOCTh MPUMEHEHUs OOILIEOTPACIEBBIX (THIIOBBIX) 0a3 JTaHHBIX ISl BEICHHS
ydeTa IOKyMeHTOB ApxuBHOro ¢onna PO?

3. KaxoBbl npenMyIiecTBa aBTOMaTH3UPOBAHHBIX CHCTEM ydeTa Hepei TpaJuLHOHHBIMU
YUYETHBIMH CIIPABOYHUKAMH?

4. HazoBute ocHoBHble ¢yHkumu AMNIIC «ApxuBHbli GoHm» n «DOHIOBBIH Karaior

cyobekra Depepanumy.

5. Kak cTpoHTCs aBTOMAaTH3MPOBAaHHAs CHCTEMa IIEHTPAIM30BAHHOTO YdeTa JOKYMEHTOB
ApxusHoro ponna PD?

JIuteparypa:

[ﬂoGasneuo npumeuanme ([M3]):




28

1. BpeMeHHBIH HOPSAJOK AaBTOMAaTHU3HPOBAHHOIO TIOCYAApCTBEHHOIO YydeTa JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoii Denepanny, XpaHAIHUXCS B TOCYAAPCTBEHHBIX U MYHHIMIIAIBHBIX
apxuBax (yTBeprkaeH npuka3zom Pocapxusa ot 23.10.2000 Ne 64.

2. EnuHplii mopsimok 3amosiHeHust noseit EnuHoit aBTOMaTH3MpoBaHHOW HH(OPMALMOHHON
CHCTEMBI, COCTOSILIEH M3 HPOrpaMMHBIX KOMIUIEKCOB «ApXUBHbIH (oHI», «DOHIOBBIA KaTaiory,
«enTpansueiii ¢hoHgOBBIA KaTamor». IIpoekxt. / M.: 3AO0 «AJJAIIT», 20135 Poccus (2002—2010
TOMBI)»

Tema 4. Co3paHue y4eTHBIX JOKYMEHTOB apXUBa ¥ MACHOPTA apXUBa C IIOMOIIBIO TPOrPaMMEI
«Yuer apxuBHOro (hoHIa». 8 YACOB.

Llens paboTH: OCBOGHHE CTyJACHTAMH METOJUKH aBTOMATHU3HPOBAHHOTO BHYTPEHHEIO H
LEHTPAJIM30BaHHOTO yuYeTa apXHBHBIX JOKYMEHTOB, IpuMeHsemoi B ['naBapxuBe r. MOCKBBI,
NpUOOpETEHNE HABBIKOB CPABHEHUSI POIPAaMMHBIX ITPOTYKTOB.

B pesynbrare paboThI CTYJEHT IOIKEH 3HATh:

- Ha3HaYeHHe U (HYHKLUU, OCHOBBI HHTEp(elica NporpaMMbl «Y4YeT apXUBHOTO (OHIaN;

- pasmuune Mexay pexumom nononHeHus bl B pexume @OHJI- OITUCH u B pexxnme
AKT.

B pesysbraTe paboThI CTYACHT JI0JDKEH YMETh!

- HACTPaWBaTh IPOTpaMMy «Yd4eT apXUBHOrO ()OHIa» B PEKHUME aIAMHHHCTPATOpA,
BBOJIUTH I10JIb30BATENEH U BEIOUPATh (POPMBI OTYETA;

- pabotats B mporpamme «Yder apxuBHoro ¢poxna» B pexxume ®OH/I-OIMUCD, BBOINTS
JITaHHBIE U3 JIOKYMEHTOB BHYTPEHHEIo yueT apxuBa (JqucTta ¢oHza, onuceil) B pas3lieinbl OCHOBHOIO
MEHIO HporpaMmsl «Yuer apxuBHoro ¢onga» — POHJ — I[IOIIOJIHEHUE BJ; OIIUCh —
[TOITIOJIHEHUE B, EJ. XPAHEHUSI.

- €03JaBaTh C MOMOLIBIO TIPOTPaMMBbI «YUeT apXUBHOTO (POHIA»

JHCT (OHMA, KHUTY y4eTa IIOCTYIUICHUI apXuBa, CIIHCOK (oH-

JIOB U JIPYTHe JJOKyMEHTbI BHYTPEHHET0 y4era.

[IporpamMmmHOe obecrieueHue:

WurerpupoBaHHas aBTOMaTU3UpOBaHHAs cucTeMa «Y4deT apxuBHoro gonga» (AO MHcodr).
Pa3natouHble MaTepHaIIbL:

- 3arnoyHEeHHbIE JIUCTHI POHIOB Ha J1Ba OHA,

- Onucs nen ¢pounaa,

- PyKOBOJCTBO 1OJI630BaTENs HPOrPaMMBI « YUET apxXUBHOTO (oHAaY.

[MpakTuyeckoe 3ananue 1-4 yaca. [lepen Hauanom paGoTsl

BCIIOMHUTE:

1. Kakue ydeTHble IOKYMEHTHI IO3BOJISIET MOIYyYMTh M pacledaraTb Hporpamma
«ApxuBHBIH GoHI»?

2. KakoBbl OCHOBHBIC JOKYMEHTHI U JOIOJIHUTEIbHBIC JOKYMCHTHI BHYTPCHHETO y4eTa B
rOCyAapCTBEHHOM apXxuBe?

3. KaxoBbI OCHOBHBIC JOKYMEHTHI M JONOJIHHUTENbHBIC JOKYMEHTHl BHYTPEHHETO ydyeTa B

roCylapCTBEHHOM apXuBe?

WHTerpupoBaHHass aBTOMaTH3UpOBaHHas cucTeMa «Yder apxuBHoro ¢ormay (YAD)
NpeqHA3HAuCHA [UIS BEACHHUS LCHTPAIM30BAHHO- IO ydeTa AOKYMEHTOB KaK MO apXuBy, TaK U IO
ApXMBOXPAHUITHILLY.

Cucrema paspaborana ¢pupmoii «Mucodh™ 11t [AY r.MockBbI.

HauHuTe 3HaKOMCTBO € IPOrpaMMOH € IEMOBEPCHUH.

3arpysure Microsoft Internet Explorer (ITyck — ITporpammsr — MS Internet Explorer).
B none «agpec» BBenure www.insoft.ru. Jloskaurecs 3arpys3kH caiira.

lenkuute no 3actaBke «JemoBepcuny. Jloxaurech 3arpy3Ku CTpaHUIIbL.
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Ienkaure mno mnepBoii  cTpoke «lIHTerpupoBaHHas aBTOMAaTU3UPOBAaHHAs —CHCTEMa
MoOCKOBCKOr0 TOPOACKOT0 00BEJUHEHUS aPXUBOBY.

JloxkanTech 3arpy3KH CTpaHHILIBL.

Bri6epure myHkT MeHto «[IOMOILby, Boiinute B pazaen «O cucremey, BBITHIINTE B TETPAIb
JJaHHBIE 0 IIporpamme H paspaborduke. Ilenxuure no OK.

Boiiaure B mynkt menro «AKT». llenkuute no «HOBBIN AKT»

ClleBa, CaMOCTOATENILHO OIpPEAeNUTe M 3alMIIUTE I10CIEA0BATeIbHOCTh JEHCTBUN  JuIst
BBEJICHUS B aKT NepepabOTKH OMMCEH:

Beenenus yuernbix nanubix no Hosoii onmcu Ne 3.

VY nanenus Bcex mein ormucu Ne 3.

Boiinute B mynkr mento BEJIEHME YYETHBIX JOKYMEHTOB.

CaMOCTOATENbHO YCTAHOBUTE T10CIIE0BATEILHOCTD IEUCTBHUIL:

HEOOXOAMMBIX JUIsl BBEICHUS CBEICHUH B JIHCT (QOH/A;

HEOOXOIMMBIX ISl BeJIeHHs CIHCKa ()OHIIOB;

HEOOXOAUMBIX, [UIS TOMYYCHHS CBEACHHH O COCTOSHHU Ka)KHOH €IUHUIBI XPAHCHUS
(BHUMATEIbHO CMOTPHUTE Ha Pa3/iesbl INIABHOI'O MEHIO BBEPXY).

VYcraHOBUTE M 3alUIINTE, KaKue JOKYMEHTbl BHYTPEHHEro ydyera II03BOJISIET COCTAaBUTH
cucTeMa. YCTaHOBUTE WU 3alUIIUTe, KAaKWEe JOKYMEHTBl LEHTPAIM30BAaHHOIO YdeTa MO3BOJISIET
COCTaBUTB cUCTeMa (IIyHKT MEHIO «BejeHne yueTHbIX TOKYMEHTOBY).

Kaxum 06pa3oM MOXHO COCTaBUTb ITaCIIOPT apXuBa?

2. Tenepb nepexouM K IMpakTUKe. 3arpy3ure nporpamMmmy «Y ADy,

menknyB Meibio o [IYCK — TIPOT'PAMMBI — YYET APXUMB- HOI'O ®OHAA —
AJIMHUHUCTPATOP. Ilporpamma 3amycTUTCsS B peXUMe aJAMHUHUCTpaTopa. lllenkHuTe MBIIIBIO 110
HACTPOWKA BJI.

Cospnaiite B/I. Beenure B okno CO3JAHUE B/] anpec G/arhive/dbf.

Ienkaure CO3JIATH, OK. Bbel BepHerech B OcHOBHOe MeHIo. IllenxHure DANIIBI
OTYETOB. Bseaurte B otkpbiBiieecs okHo agpec C:/ arhive/reports. Il{enxuute SELEKT, OK.

Hlenkante mno mnynkry [IOJIB3OBATEJIM rnaBHoro wmenro. Bam cnenyer BBecTn
M0JIb30BaTeNel U IPUCBOUTh UM TIpaBa, HA3HAYUTD MAPOJIH.

Wrak, Haunute ¢ ukoHku «HoBas 3anmce» BHM3Y (JHcTouek). B mone ®UO BBeaute cBOrO
¢damunuio, npucsoiite cebe (QYHKUMM aAMHUHUCTPATOpA, LIEIKHYB IO (JIAKKYy M BBIOpaB IyHKT
«AIMHMHUCTPATOP» n3 BepxHero MeH1o. Ykaxure napons «1» u noarsepikaeHue «1». lenxuute
o nkouke COXPAHMUTD (nuckera BHU3Y).

Cucrema rorosa k padote. Llenkaure no BBIXO/I.

7. 3amycture mnporpamMmy B pexume mnonb3oBarens. llenkaute Mpmbio mo ITYCK-
IIPOTPAMMBI — YYET APXUBHOI'O ®OH-JJIA — YAD.

Haiinute BBepXy CTPOKY INIABHOTO MEHIO. B meHTpe pabouero oxHa HaXOJWTCS Ha3BaHUE
apxuBa. UYToObI Ha4aTh paboTy C CHCTEMOM CIIELYeT BBECTH CBOKO (haMIIIMIO U Mapoiib « 1».

[IporpamMmoii mpeaycMOTpEHBI BE CUCTEMBI ydyeTa — 10 coxpaHeHus [lacmopra apxuBa u
nociie coxpaHenusi Ilacnopra. Pexxum yuera no coxpanenus Ilacnopra apxuBa npenHasHaueH st
BBO/1a Oonbinnx MaccuBoB uHpopMmarmu 3A [TPEJBIIVIIIUE I"OJIbl. DT0 moAroToBUTENbHBIN dTAIl
yuera. [locne coxpaHeHuUs MacoOpTa ITOT PEKUM CTAHOBHUTCSI HEAOCTYITHBIM — U3MEHEHUs B TaHHBIX
MOXHO OCYLIECTBIATh TOJbKO uepe3 MyHKT MeHio AKT. IlpexcraBum cebe, uro naHHas cucrema
BBezieHa B apxuBe B 2001 roay, a yueTHble 1oKyMeHTHl uMeroTest 3a 40 ner. CHavana cienyer BBECTH
JTaHHBIE 000BceX (hOHAX U OMUCAX APXUBA, OTIOKUBIIMXCS 32 40 J1eT.

B pexume nepBoHavanbHOTO MONOIHEHHUS TAHHBIX OCHOBHBIMHU

seistrorest Tpu nyHkTa: @OHJI-OIIUCh-EJ]. XP. Pabota Haunnaercs ¢ mynkra mento ®OHJI.
Pe)xuM OIMCH CTaHOBUTCS aKTUBHBIM I10CIIC BBOJIA M BbIOOpa (GoHIa, YTOOB! HE HAPYLIUTH CKBO3HYIO
HyMepaLuio onucei B pamkax Gonza.
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8. IllenxHuTe MBINBIO HO IMyHKTy riaaBHOro MeHto DOHJI. 3arem BbIOepHTE IYHKT
[TOIIOJIHEHUE BJI. Bossmure muct nepsoro ¢onna. Beemure B KapTouky (oHIA CBENCHUS O
¢donge:

- HoMmep (oHxa;

- KaTeropuio GpoHaa (BeIOEpPUTE, UCXO/IS U3 €T0 IICHHOCTH);

- cocTosiaue (hoHAA (IIEITIOK 10 CTPEIIKE CIpaBa, «B HATMYHUNY);

- HHGOPMALHIO O MOCTYIUICHUH (BBEAUTE ATy MEPBOrO MOCTYILICHHS C JicTa GoHxa);

- BBeUTE HOMep apxuBoxpanunuma B noite APXUBOXPAHUJIUIIE 1;

- KoJIuecTBO HeonucaHHblx Marepranos B nosie HEOIIMCAHBIE MATEPUAIJIBI;

- OT KOT'0 MOCTYNMWIN MaTepuaisl (0T ¢poHoo0pa3zoBaTens).

OcranpHble O KapTO4YKU (OHAA HETOCTYIHBI, TaK KaK JaHHbIE CIEAyeT BBOAUTH B IIyHKTE
rinaBHoro MeHio OITMCb.

OnHako 3amojHEHHe KapTouku (oHAa eme He 3akoH4YeHo. lllenkHuTe ©HO BKIagKe
HA3BAHUE ®OHJIA, ykaxuTe MOCIEAOBATEILHO BCE Ha3BaHHsS (OHIA, yKa3aHHBIC B IEPBOM
pasgene nucra (onma U ux kpaitnue aatel (nons HASBAHUE ®OHJA, JATA HAYAJIbHAS,
JATA KOHEYHAS).

Buumanue!

ITocne BBOJA Ka)XHOro Ha3BaHHUA (OHIA HAJO €r0 COXPAHUTH (ILIEIKHHUTE IO MUKTOIPaMMe C
JKENTOH Juckerol BHU3Y). Ecim Ha3Banme oHIA He MMEET TOYHBIX KpalHHX JaT, CIeAyeT BPYYHYIO
PAacIOIOKUTh Ha3BaHUA B TOH IIOC/IEI0BATEIbHOCTH, B KOTOPOI OHH

npuBeneHsl B JmcTe  (GoHAAa (MCIONB3YiHTE KHOMKH CO CTPEJNIOYKAMHU  BBEPX-BHH3).
IIpenBapuTenbHO HY)KHO BBIICIUTH MBIIIBIO CTPOKY C Ha3BaHMEM, a 3aTEM IIEPEMECTHTh €ro BBEPX
WM BHU3 HY)KHOW KHOMKOi. Eme pa3 coxpanurte nanHbeie B KoHIe. lllenkHuUTEe O HKOHKE C IBEPBIO
BHu3y. Ulenknute no Bxmagke AHHOTAILIMS. Beeaure kpaTKylo aHHOTAIMIO JOKYMEHTOB (OHIa
(BUABI IOKYMEHTOB, TemaTHka). Coxpanute naHHble. lI[eKHUTE O HKOHKE C JBEPHIO BHU3Y.

Brnagky COCTAB ®OHJIA He Tporaiite, oHa 3anoiHuTcs aBToMaruuecku. lllenkHute mo
UKOHKe C ABepblo BHHM3Y. Eciu Bpl 3a0bUIM COXpaHUTH JaHHBIE, IOSBUTCS «BOIPOIIAIOIIEE» OKHO.
Beibepure

BBIXOJ] C ITPOBEPKOM. Hu B xoem ciydae He Bbibupaiite OTMEHUTH M3MEHEHHA!
Torna Bce Bamu crapanus nponagyT BTyHE U HOBBIE JJaHHbIE OyLyT YHUUTOXKCHbI!

AHanorn4HeIM 00pa3oM BBEOWTE INAaHHBIE CO BTOpOro Jmcra (oHZa W U3 omucu (GoHIA
(POHA-TIOIIOJIHEHUE BJ).

9. Beenute naHHBIC O KOJNMYECTBE €IUHUI XpaHeHUs omuceil ¢ponna 1, 2 (aucTer dorma) u 3
(ommuck ponna). s atoro HyxHO Boiiti B pazaen OIIMCb. JomkHo ObITh, Bel 3aMeTniiy, 4o mocie
COXpPaHEeHUsI IepBO KapTOUKH (POHMA, STOT ILyHKT MEHIO CTaJl AKTUBHBIM.

Onuako ms Toro, 4ToObI BBecTH HaHHBEIE B pasaen OIIUCD, cHavana ciemyer HaiTH (OHT,
omnucu Kotoporo Ber Oynere BBOmuTh. s storo HyxHO Boiith B myHKT MeHro ®OHJI-BBIEOP
DOHJA. Ilepen Bamu Bo3HUKHET hopMa A1 BBOJA KPHUTEPHEB MOHCKA.

OcymectBuTe MOUCK (OHAA TO psALYy KPHUTEpPUEB (HOMEp, COCTOSHHEC — B HAJIWYHH).
lenkuure nmo ukonke ITIOMCK (xpacHas myma BHu3y). CaMblil IPOCTOH cHOCOO IOIYYHTh CIIHCOK
BCEX BBEACHHBIX (POHIOB — HIENKHYTH 1o nkoHke JIVIIA BHU3Y, BoOOLIE HE BBOISL

KpuTepueB moucka. Haeemure kypcop Ha HaszBaHue mHepBoro (oHIa B CIHCKE, IBaKAbl
menkHuTe no HoMmepy Qonpma. IlosBurcs kaprouka Qonpma. Temepp MOXKHO NPUCTYIHTh K BBOXY
cBesieHH 00 onucsx GpoHxa.

llenkHuTe MBIIBIO 10 MyHKTY raaBHOTO MeHo OIIMCb. IlosBuTCS KapToYKa OMHCH IEPBOTO
¢donna.

Bosbmure nuct coorBercTByOMmEro GoHIa U HOOUEPEIHO BHECUTE CBEICHHS O KX 0l ONUCH:
HOMep OIIMCH, Ha3BaHHUE OIUCH, THI OIUCH U CIOCOO BOCIPOM3BEICHUS BEIOCPUTE U3 CIIHCKA (CTpeIKa
cnpaga) o cmeiciny. B mone KOJIMYECTBO TOMOB nocrasete 1, B none AHHOTALIMS Binmmte
KPaTKy0 XapaKTepPUCTUKY COCTaBa M COJepxaHMs J0KyMeHToB onucy; B mone CPOK XPAHEHW A —
BIHILINTE «HOCTOSHHO». OO0s3aTeIbHO POCTaBbTE KOJMYECTBO CANHUI] XPAaHCHUS B OIHCH (CM. JIHCT
¢onma) W KpallHMe JaThl JOKyMeHTOB omucu (cM. TaMm ke). llenkHure no muKTOrpamme
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COXPAHUTD (muckera BHH3Y). Eciu BBl 3a0bumu coxpanuts u menkHynu BbIXOJ/I, Beibepute B
nosiBuBiemMcs okae BBIXOJ] C IIPOBEPKOIA.

Takum sxe cnocobom (OITMCH-IIOINNIOJIHEHUE BJl) BBeaute cBemeHusi 000 BCEX OIMUCSX
nanHoro ¢onzaa. 3arem Hainute Bropoit ponn (POH-BBIBOP ®OH/IA). Beeau-

Te cBenenus ¢ Jlucra ponna 060 Beex onucsax JaHHOro ¢oHzxa. 3aTeM BO3bMHTE OnKch GoHaa
U BBeAUTe NaHHble 00 3Toi ommcu. Otkpoiite myHkT rnaBHoro menio EJJUHUIIA XPAHEHUSA u
BBE/IMTE 3ar0JIOBKH ISATH € U3 ONMKCH. B TaHHBI MOMEHT BBI CO3/IaeTe HE TOJBKO YYETHBIH, HO U
MOUCKOBBII CIIPABOYHUK — ApXUB-HYIO OIHCh.

10. OcymiectBute OUCK HHGOpPMALU 00 OMICAX BBEACHHBIX (DOHJIOB.

Jns atoro Beibepute myHKT rinaBHoro Mexio OITMCh-BBIBOP OIMUCH.

[MosiBUTCS OKHO /U1l YCTAaHOBKH KpHTEpUEB Mmoucka. OCylIeCTBUTE MOKCK MO HA3BAHHIO OMHUCH.
Jns aToro abconoTHO HeoOs3atenbHO BBOAMTH B mojde HA3BAHUME OIIMCU Bce Ha3BaHwMs.
JloctaTouHo oaHOrO cinoBa. Ho npu 3TOM clieyeT BBIIOJIHATE IPaBUIla COCTABICHHSI 3aIpoca:

%otnen% — cI0BO BCTpedaeTcs B JIIOOOM MECTe Ha3BaHUS,

oTnen% — CII0BO BCTpedaeTcs 00s3aTeIbHO B HavYajle Ha3BaHMUS,

%0T/eNn — Ha3BaHHE 3aKAHYUBACTCS IAHHBIM CIIOBOM;

Y%ornen%kanpo%ynpasieHus% — 1000e coueTaHue CI0BO+

CJIIOBO+CIIOBO.

OtmersTe BHU3Y nepekitrodatenss COOTBETCTBUE XOTS bbl

OJHOMY YCJIOBUIO. llenkuure no kHonke [IONCK BHusy.

AHaNOrHYHBIM CIIOCOOOM OCYILECTBUTE MOUCK IO KpailHUM JataM

JIOKyMEHTOB OIIMCEH; 110 aHHOTalluu onucH. B pesynbraTe Bcex ycunuii nepen Bamu nosiButcs
cnmcok onuceit. [IpocmoTpute KapToukn

HaWJICHHBIX OMMCEH, LIENKast 10 UX HOMEpY.

Haiins omuck, mompoOyiite HaiiTh BBeneHHbIe jaena. OCYIIECTBUTE IOMCK 10 KIIHOUEBOMY
CJIOBY (XOTs1 OBI OJTHO CJIOBO M3 3aroJioBKa Jiell, KoTopoe Bel moMHuUTE).

Ob6parute BHuMaHue, uyTo pexkuM AKT HenmocTtymeH.

11. Otkpoiire myHkT rinasHoro MeHto COCTABJIEHUE YUETHBIX JJOKYMEHTOB.

[TonpoOyiiTe caMoCTOSATENBbHO, CIACAYS YKa3aHUSIM IIPOrPaMMBbl,

COCTaBUTH CIUCOK (POHIOB apXUBa, PEECTp ONMHUCEH IF000T0 U3 BBEJECHHBIX Bamu doHpa, nuct
onHoro u3 ¢onnos. CpapHute nonydeHssiii u3 bJ1 JIuct dponna c opurunanom. Kakue pasaenst iucra
¢doHIa OcTanUCh HE3AMOIHEHHBIMU?

B Terpaau coctaBbTe CPaBHUTEIBHYIO XapaKTEPUCTHKY IMPOTrpaMMm «APXUBHBIN ®OH/I» n
«YUYET APXMBHOI'O ®OHJIA» c Touku 3peHust TpeOOBaHMI K 00OpymoBaHHIO, (yHKIM,
ONTHMHU3ALMK yd4eTa, ymoOcTBa wuHTepdelica, oT4eToB, crouMocTd. Crenaiite 3aKIIOYeHHE
10J1b30BATENIS.

KOHTpOJ'[BHBIC BOITPOCHI:

1. B uyem cxoactBo u paznuume (yHKUME nporpamMm «ApxuBHBIA (poHI» M «Yuer
ApXUBHOTO (OHIA»?

2. Kakue ydeTHble JOKYMEHTHI Bbl MOXKETE IOIyYHTh B KaueCTBE OTYETOB C HMOMOLIBIO
HpOrpaMM «ApPXUBHBIN HOHI U «YUeT apXuBHOro GoHman?

3. KaxoBbl 10CTOMHCTBA U HEIOCTATKU KaKJI0H M3 MPOrpaMM ¢ TOYKM 3pEHHUS apXHBHUCTA,
HCHOJIB3YIOLIEro UX AJIs OpraHu3alliy aBTOMaTU3HPOBAHHOIO y4eTa B apxuBe?

4, Kakue paszaenst Jlucra ponaa Bam He yaanock coCTaBUTh B JAHHOM pexuMe?

Jlureparypa:

Tlopenex T.H. Komnberotrepusanuss MOCKOBCKHX apXHBOB: OT npoctoid B/ k mHTErpripoBaHHON
uaopmanonHoi cucreme. 1986-2002 rr. // OteuectBeHnsle apxuBbL. 2002. Ne 5. C. 20-26.

[Ipaktuueckoe 3anaanue 2-4 yaca.
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IIporpammHOe obecneueHue:

- MHTerpupoBaHHas aBTOMAaTHU3MPOBaHHas CHCTeMa «Yder apxuBHoro donma» (AO
WHCOO®T).

- PykoBoIcTBO MOJIB30BATEIIS.

PaznaTo4Hble MaTepHAaIbL:

- mcT GoHna,

- AKTBIL:

npremMa-repesadu aer,

BBIICJICHUS JIe]l Ha YHHYTOXKCHHE,

Hay4HO-TE€XHHYECKOH 00paboTku (HOHIIOB.

Hepez[ Ha4daJoM pa60TI>I BCIIOMHHUTE!

1. KakoBbl npaBuiia 3anonHeHus jucra Gonga?
2. Kaxue BuibI aKTOB (PUKCHUPYIOT H3MEHEHHS B COCTaBE JOKYMEHTOB apXHBa M ABIDKCHHE
JIOKYMEHTOB?

1. Otkpoiite nporpammy «YA®» B pexume monb3oBarens ([IYCK TTPOI'PAMMBI-
YYET APXMBHOI'O ®OHJA-YYET APXUBHO-T'O ®OHJIA). CBoro damunuio Bel, koHEUHO, HE
3a0buH. BBequTe ee u mapoib — «1» — B COOTBETCTBYIOMIME 10I1. OOpaTuTe BHUMAHUE, YTO PEXKUM
AKT nenocrynen. (ITonpoOyii-te BBecTH cBeneHHs 00 akTe AKT-HOBBIN AKT). [ns BBeneHus
CBEACHHUII 10 aKTy IMpHeMa-Tiepeaydl JOKYMEHTOB He00X0JUMO CHaJala CO3AaTh M 3alIUTUTh NAcIOpT
apxuBa. lllenxaure Mpimbio mo nyHkty riaBHoro MmeHro BEJIEHUE ITACIIOPTOB, eibepure
CO3JAHUE, menkuute no JA. IIporpamma nonpocut Bac mogosxaats, HOTOM 3aBEpPHT, YTO MACHOPT
apxuBa co3gad. Ho Bwl Huuero He BuamTe. UTOOBI IOCMOTpETH Ha pe3yiabTaT CBOMX TPYIOB,
wenkuure no OK, BwiOepure B nmynkre meno BEJJEHUE ITACIIOPTOB noanynkr [TPOCMOTP.
IllenkHUTE IO HKOHKE C KPAcHOII JTymnoii Hu3y. [Iponucraiite IOIy4eHHBIH TacnopT (BKIAIKU CBEPXY).
Bel yOemurech, uyTO OOJBIIMHCTBO PAa3feNoB IYCThl, OAHAKO MPOrpaMMa YECTHO IOJCYUTAIA
BBEJICHHBIC BAMU JIaHHBIC U CBENA UX BOCIMHO B pasjene 1

u pazgene 3.1.

Crnenyer 3ammtuth nacnoptr ot ynanenus. Bwibepure BEJEHWE ITACTOPTOB-
KOPPEKTHUPOBKA, mienkHuTE MO MKOHKE C Tanodkoil BHM3y. Ha Bompoc mporpammsl o 3ammuTe
nacnopra Beioepute oTBeT «JIA». Yb6eaurech B TOM, UTO HAIIPOTHB AAThl co3faHus Barero nacnopra
nosiBunack kpacHas ormerka «3AIHIIEH».

2. Jnst Havanma paboTBl ¢ aKTaMHM HEOOXOIMMO CHOBAa IIEPEHACTPOMTH IPOrpaMMy B
pexume AJIMUHUCTPATOPA.

OTHBIHE, TIOCNIC COXPAHCHUS IIacllOpTa apXWBa, BCE H3MEHEHUS B KOJIMYECTBE Jel (OoHIA
OCYILECTBIIAIOTCS Yepe3 myHKT MeHio AKT.

IMoxymatite, moyemy.

lenkuute no mnynkty MeHo BBIXOJ. 3amycrure mnporpaMmy 3aHOBO B pexHUMeE
AJIMUHUCTPATOPA (npunercst 3aHOBO BBECTH NApOJIb).

CHoBa menKHUTe [0 MyHKTY Merio II0JIb30BATEJIb-HOBBIM

ITIOJIb3OBATEJIb. Beenute nMs (3allOMHUB €T0), IAPOIIb «2%», TIOATBEPIKACHUE «2).

Tenepp mpexncrout camoe mHTEepecHoe. Crnemyer co3nath HOBYI0 poinb — «HAYAJIBHUK
OTJEJIA YUETAY. [ly1s1 3TOro mEeNKHUTE MO KHOIKE «PEAAKTOp poieil» (TeaTpalbHas Macka BHU3Y).
Ha skpaHe nosiBUTCS OKHO petakTHpoBaHus posieid. lllenkHuTe 1o nukTorpaMme

HOBAS POJIb (aucTouek BHU3Y) MBIIIKOH, BIUIIMTE B OKHO Ha3BaHue posn « HAYAJIbHUK
OTJIEJIA YUETA», OK. IloctaBsTe daaxku B monsx AKT (mpocmotp, mononuenue BJ1) u B apyrux
nonsix. Lenkaure mo COXPAHUTD (nuckera BHu3y). llenkaute no nukrorpamme BbIXO/] BHU3Y.
B oxre IIOJIbB3OBATEJIU, ¢ xotoporo Ber Haunnanu pabdory, B moae POJIb BeiGepute HOBYIO poiib
«HavanpHuK oTmena ygeray.

IlenkHuTe MO qUICKETE BHU3Y (COXpaHKTH) U 10 MKOHKe BBIXO/I.
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Janee 3akpoiiTe mporpaMmy U CHOBa 3alycTuTe ee moa uMeHeM u ¢ naposem HAYAJIBHUKA
OTIEJIA YUETA B pexuMe moiab30BaTels.

Bribepure nyHkT mento AKT — HOBBIA AKT. Bo3bMHTE JIHCT (doHza, BBenUTE JaHHBIE U3
paznena «/IBMOKEHUE JOKYMEHTOB» 00 akrax mpuema-mepenaddl Jell, BBIISICHUS el Ha
YHHUUYTOXXCHUE, HAyYHOTEXHHYECKO 00paboTku ¢onmos. Haiigure B nucre ¢donaa pazmen «YUET
HEOIIMCAHHBIX MATEPUAJIOB», BBeanTe naHHBIE O IOCTYIUIEHHH MaTEpHallOB POCCHIIH.
Haiiiute 1aTy mepBoro nocTyrienus pocchini. Beeaute B Merto HOBBIM AKT nHomep doua, naty
akTa (mepBas rpada — Jara NEpBOro MOCTYIJICHHS POCCBHIIN), BBIOEPUTE THII aKTa —IpHeMa-
nepenaun. B none «OTkyna MOCTYyNMIM JOKYMEHTBI» BBeqUTe — OT (poHmo0OpaszoBatens. B mone
WCIIOJIHUTEJIb 1 BBenute cBoro ¢ammiuio. lllenkHure mo aumckere BHHU3Y, YTOOBI COXPaHUTH
3aITUCh.

HoBblit akT co3/1aH, HO He 3aperucTpUpPOBaH.

UroOb! 3aM0IHUTD HIXKHIOIO YacTh aKTa O ABWKEHHHU JTIOKYMEHTOB He Bbixozs u3 pexxuma AKT,
mienkHUTe 1o myHKTy rinaBHoro meHio ®OHJI — ITIOCT. HEOIIMCAHHBIX MATEPHAIJIOB.
BBenute kpaiiHue 1aThl MOCTYIMBIIEH POCCHIIM M KOJIMYECTBO €IUHHUI] XpaHeHus (U3 yucra (GoHza).
enkuure no nuckere BHu3y (COXPAHUTD).

B nmynkre mento AKT menkaure mo AKT — PETUCTPALIUA

AKTA — JJA — OK. Tenepp axT 3aperHCTPUPOBaH, a CBEACHUS O ABIKCHHU JOKYMEHTOB
BHECCHBI B CHCTEMY.

TaxuM e 06pas’oM 3aperHcTpupyiite apyroe moctymienue pocesimn. AKT-HOBBIN AKT;
OOH/I-ITIOCTYIUUIEHUE HEOIIucanusix ; AKT-PETUCTPALISA AKTA.

Br10bITHE pOCCHIIN BCIEACTBUE COCTABICHHS ONMMCEH HA Jiela PerucTpUpyeTcs Ooliee CIOKHO.
AKT-HOBBII AKT. B none TUIT AKTA — Bri6epute AKT OITUCAHMSL.

Janee, ne Bbixoas u3 pexxuma AKT, Beioepute nynkt @OH/] B riaBHOM MEHIO, MOJMYHKT —
BBIBBITUE HEOIIMCAHHbBIX MATEPUAJIOB, BBenute mo nucty (OHAA KOJIUYSCTBO U JIAThH
BBIOBIBIIIEH POCCHINH, T.€. BCIO pocchinb. CoXpaHHTE (JUCKETa BHU3Y).

Bri6epure myskt mento OITHCb, xotopslii cran akTuBHEIM, a B HeM — HOBAS OITHCb.
BBeaute mo snmcty ¢oHIa HOMEp OIMCH, BBEIUTE HA3BaHHE OIMCH, KpailHWE NaThl MaTepUaloB,
KOJIMYECTBO €IMHULl XpaHEeHHs. BpliiiuTe U3 pekuMa OIMCH 4Yepe3 JBepb BHU3Y (MKOHKA), COXPAaHUB
U3MEHEeHus, coxpaHute wusMmeHeHuss B pexume AKT, 3apeructpupyiire AKT (AKT —
PETUCTPALISA AKTA).

PasnenaBmmce ¢ yd4eTroM pocchImy, OQOpMHUTE BCE aKThl Ha MOCTYIUICHHE OIMCAHHBIX
MmarepuaioB. J[ns 3Toro Bo3pMuTe cBeneHUs u3 aucta donma — pasnen «YUET OIMMCAHHBIX
MATEPHAJIOB». Ecnu Bbl elie He noragannch, Kak co3qaeTcs akT NOCTYIUICHHS OIIMCH, AEHCTBYHTE
tak: AKT — HOBBIU AKT, BBox HOMepa hOH/Ia, JaThl aKkTa (Bce Ta ke mepeas rpaga), THIT axra —
npuema-nepenaun. CoxpaHure.

[anee, He BbIX0AA U3 IMyHKTa MeHIO AKT, BhIOSpHUTE IYHKT MEHIO...

npasuibHo, OIIMCh — HOBAS OITMCbh. Beeaute cBenenust o HOBOI onucu (KpoMe 1epBoid,
JaHHBIE 0 KOTOPOH BbI yxke BBenu). Co XpaHuTe. 3aperucTpupyiTe aKT.

Teneps 3anoBo cocraseTe JINCT ®OHAA (BEAEHUE YUET-

HBIX TOKYMEHTOB — JIUCT ¢onna-BbIBPATb ®OHJ). Ilo-

4YYBCTBYHTE pa3HHIly — B JaHHOM CJIy4ae 3alloJIHEHBI paszen 3 u 4

nucTa GoH/Ia O IBHMKEHUH HEOMCAHHBIX 1 ONMCAHHBIX JTOKYMEHTOB.

Cozpaiire CBEJEHHA Ob M3MEHEHHUAX B COCTABE JOKYMEHTOB ®OHJA;
HOCMOTPHTE, KaKHe H3MEHEHHs B 00beMe (hOH/Ia IIPOU3OLLIH.

JlonosHuTe 3aKI0YeHHE, CACTaHHOE Ha IIOCIEIHEM 3aHATUH.

KoHTposbHBIE BOIPOCHI:

1. KakoBa mocie10BaTebHOCTh BHECCHUSI M3MEHEHHUH B yUETHBIC
JTaHHBIE MTOCJIe COXPaHEHUs racrnopra apxuBa? Uem BrI3BaHa 3Ta
[0CJIE0BATEIBHOCTD?
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Jluteparypa:

I'openex T.H. KommbroTepusaliys MOCKOBCKMX apXUBOB: OT npocToi B/l k mHTErpupoBaHHOM
nHpopMaroHHoi cucreme. 1986-2002 rr. / T.H. I'openek // OredectBeHHbIe apxuBbl. — 2002, —Ne
5.—C. 20-26.

Tema 5. UHpopManmoOHHO-TTIONCKOBEIE (DYHKIUH IIPOTrPaMMEI

«ApxuBHBII HoHaY. 4 Haca.

Llens paboTHI: OCBOCHHE CTYAEHTaMH MH()OPMALMOHHO-TIONCKOBOTO MOAYJIS 00IIE0TpacIeBoM
MporpaMMbl «ApXUBHBIH (OHI» U CO3/IaHUE Y TEBOIUTEIS 110 (POH/IAM apXUBa.

B pesynbrate paboThI CTYICHT IOJDKEH 3HATh: OCHOBBI MH(opMmanuonHoro noucka B AUIIC
(KOHTEKCTHOTO ITOUCKA, TIOMCKA IO KIII0YEBOMY CJIOBY, 110 KilaccudukaTopy).

B pesynbrare paboThI CTYACHT I0JDKEH YMETh!

1. BBOAUTH JaHHBIC B BJ] mporpamMel «ApXUBHBIH (OHI» U3 ITyTEBOMUTENS M ONUCEH,
(dbopMUpYs 21EeKTPOHHBIHA Ty TEBOIUTENb;

2. PeIaKTHPOBaTh KIACCU(PUKATOP IPOrPaMMbI «APXUBHBIA (GOHIY;

3. OCYIIECTBIATh MOMCK MH(MOPMAIMM BO BCEX PEKHMMaxX, MPEIyCMOTPEHHBIX ITyHKTOM
meno OUJIbTP;

4. (hopMHPOBATH OTYETHL.

IIporpammHOe obecneueHue:

Iporpamma «APXUBHBIA ®OH/I» 2.0 for Windows (DeepanbHas apxuBHasi ciryx06a).

PaznaTounslie MaTepuansl:

Omuck Qonma, nyreBomutedab 1o ¢(oHIaM apxuBa, «Cxema eIMHOH KIIacCHHKALUH
JIOKyMEHTHOM HMH(pOpPMAaLMM B CHUCTEMAaTHYECKUX KaTajorax rocyiaapcTBeHHbIX apxuBoB CCCP»
(coBeTckuii epuoxm).

IIpakTyeckoe 3aganue. 4 yaca.

- I[lepen HayanoM paboThl BCIIOMHHTE:

- OcHoBHbIe HH()OPMALMOHHO-IIOMCKOBBIE CIIPABOYHUKH APXUBA.

- Mecto B cucreme HCA myTteBoamTeNns 1o apxuBy, COCTaB XapaKTepUCTUKH (oHIa B
IyTEBOAUTEIIE.

- MeTonuKy OIMHCaHUS JOKYMEHTOB B ITyT€BOAUTEIE.

- Hasnauenue u  cTpykTypy «CXembl eAMHOW KJIacCH(HKAUUH  JTOKYMEHTHOM
nH(opMaKK B CUCTEMAaTHYECKUX KaTajorax rocyaapcrBeHHbix apxuBoB CCCPy.

1. 3arpy3ute nporpamMmy «ApxusHbiil pormy. [TY CK-ITPO-

T'PAMMBI-APXUBHbBIN CDOHI[-APXHBHBI?I ®OH/I. Beeaute mapoipb «2». OObIMHO s
CO3JIaHMsI 3JICKTPOHHOTO MYTEBOJHUTENS HCIOJIB3YETCsl TPaIUIMOHHBIA IyTeBOAUTENb. Bo3pmmure
TPaAMLHOHHBII MyTEeBOAUTENb MO apXuBy. BriOepuTe HMHIMBHIYabHYIO XapaKTEpUCTHKY (GOHIA.
Beenute cBenennsi o BeiOpaHHOM (oHzae B 0a3dy manHbIX. BBeaute B paszgen «©OHJI» mouckoBbie
JaHHble 0 GoHne (Ha3BaHMe, HOMep (OH/A, KOJMYECTBO €AMHMI] XPAHEHHUS, UCTOPUUECKYIO CIIPABKY,
AQHHOTAIIUIO U JIp.).

Jns atoro menkHuTe MbIb0 1o nyHkTy ®OH/I rmaBHOTO MEH'O.

[MostBuTcs ciucok GoHmoB, BBeAeHHBIX paHee. [l]enkuute mo ENTER.

Hlenknure no mynkry HmwkHero MmeHo JIOBABUTDL. Beemure Homep ¢onnma (ENTER,
TIPUHATH ), TIOJIHOE U COKpalleHHOe Ha3BaHue GoHna,

ucropuueckuit mepuoy (1-coBerckuii, 0-10pEeBONIONNOHHBIH), THI (OHAA, AATHl JOKYMEHTOB.
Ilenxanre COXPAHUTD, CJIEJYIINN

OKPAH. Bee st1 onepauuu Bam yie 3HaKOMBI 110 BBINOTHEHHIO 3a1aHus Ne 1.

2. lenkaure mo mynkry HmxHero MeHio PEJJAKTUPOBATD. K stomy nyHKkTy ciiexyer
o0palaThCst KAKAbIH pa3 ocie COXpaHeHHs JaHHBIX.
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Bemure o00beM enguHMI] XpaHeHHs B coorBerciByromee mome. COXPAHUTb —
CJEAYIOLMI SKPAH.

Beeaute UICTOPMYECKYIO CIIPABKY u AHHOTALMIO B coorBercTBytomee nose. st
storo Hamo menkHyTs no PEJIAKTHUPO- BATDH B Hmxuem wMmento, 3ateM NCTOPUYECKAS
CITPABKA, PE-

JAKTHUPOBATD, BBeCTH TEKCT MCTOPHYECKOWH CIIPABKU M3 ITyTEBOAMTENS, ILEIKHYThb IO
COXPAHUTD — CJIEAYIOUMIA DKPAH.

Beeaute wmroueBsie cioBa B mosisi [IEPCOHAJIMU, TEOT'PA®U-UECKUE CBEJEHUS,
TEMATUKA. Ilepconamnu — ¢damunnn; reorpadpuyeckue CBeIeHHs — reorpaduyuecKie Ha3BaHHUS,
yIIOMUHaeMbIe

B aHHOTaIUX (oHMA; TeMaTHKa — KIIOUEBEIE CIIOBA, TEPEIAIONIe COAEPKAHUE JOKYMEHTOB.
Buznbl 710KyMEHTOB He SBISIOTCS KIIIOUEBBIMU ciioBaMH. Kaxaoe KiroueBoe CIOBO BBOAUTCS B
OTAENBHYIO CTPOYKY, MOCIE BBOZAA cieayeT Haxarb F4. Jng BbIXoAa M3 pexuma BBOJA KIHOUEBBIX
cioB ciexyer Haxatb ESC.

3. B Tom cnyuae, eciau XapakTepUCTHKU (OHIA HET B TPAJULMOHHOM IyTEBOJIUTENE
(momycTtuM, OH ycTapen), A7 BBOJA AAaHHBIX UCIONB3yeTcs omuch GorHma. Bospmute ommch donza.
Haunute Bce cHawana. Boitmute B pazgen ®OH/I. Ulenkaute mo JJOBABUTD. Beaure HOMEp
HoBOoro ¢onma. Beemure B pazgen DOHJI mnocnennee HasBanue (¢oHma, a  pasuen
INEPEUMEHOBAHUS nepseie HasBanus (oHga (cM. 060pOT THTYJIBHOrO JucTa omuch). Kaxnoe
MepeMMEeHOBaHHE BBOAUTCS OT/IENIBHO, C JaTaMU.

4. Bepraurecs B paznen ®OH/I. Beenure mcTOpmYecKyro CHpaBKy (CM. MPEIUCIOBHE K
ommucu), AHHOTALIMIO (cMm. cobctBeHHO omuck), kimoueBbie cioBa — TEMATHUKY,
TEOI'PA®UIO, UMEHA (cM. yka3arenu K onmucu). AHHOTALMIO HEOOXOJUMO COCTAaBUTh HA OCHOBE
onmcn. Kak 06b14n0, Haxumaiire CJIELY IOLLMMA DKPAH, noka He Haiinere HY>KHBIE I1OJISL.

5. Bei3oBuTe mpenojaBaTens U B €ro HNPUCYTCTBUM OCYIIECTBUTE IOMCK HH(OpMALMH.
Boiinure B mynkr BepxHero mexto GUJIbTP.

Ocy1ecTBUTE MOUCK 10 BBEIECHHBIM Bamu:

- HEepEIMCHOBAHUAM;

- KITIOYEBBIM CIIOBAM;

- TEKCTY UCTOPUUYECKON CHIPABKH MJIM aHHOTAIIWH.

Ecmn Brl He mOMHHTE BBEACHHBIX BaMu KIIIOYEBBIX CIJIOB, HIENKHHUTE IO IIYHKTY MEHIO
CIIMCOK cnpaga.

6. Ortkpoiite mynkr MeHro OTUETBI u mpocMmoTpute HecKOnbKko (aiiioB, 00s3aTenbHO
3arpy3uTe IyTeBOAMTENb (IISNKHUTE IO pasjeiaM OIJIaBICHMS) M yKasaTedd K HeMy. 3akpoiire
APXUWBHBIU ®OH]T (PA3EJIBI-BBIXO]T).

7. Otkpoiire mporpammy APXMBHBINA ®OHJI B pexume aaMuHHCTpaTopa (BBEIHTE
napoiib «3»). Otkpoiite myHkT MeHr0 PYBPUKTOP. Ulenkuute no JJOGABUTD. Beeaure pyopuky 6.
(TocynapcTBenHble yupexxaeHus coerckoro nepuopaa). Haxmure CTRL-N. Bemure moapasnenst
6.1-6.9, ucnons3ys coorBercTByIouIHit pasaen CXEMBI EJUHOMN KJIIACCUOUKALIMN. 3amenute
OyKBEHHO-LM(POBBIE HHAEKCHI HA COOTBETCTBYIOIHME LIM(POBBIE. 3aKPONTE MPOrpamMmy.

8. 3amycTuTe IporpaMMy B pexXuMe peilaktopa (Iapoiib «2»).

Haiinure B criicke ¢gonaoB BBeneHHble Bamu donnpl. IlpocraBbre pyopuxy. Coxpanure.

9. IMomersTe Kk yHHYTOXKEHHIO (poHA Mokaiickoro YUKA (BAITUCH-YIAJIUTH-IIA).
TlokaxuTe pe3yabTaThl pabOTHI MPENOAABATENIO.

10. Yanurtoxsre 3anmuck o Moxaiickom YUKE. 3akpoiite A®. 3arpysure AD B pexume
aamuuucTparopa (napoib «3»). lllenkaure no COKATUE B/I-JTA-ENTER.

11. Yo6enurecs, 4ro 3anuck yHHuTOKEHA. 3akpoiire AD (BBIXO/).
12.  3arpysute A® B pexume pemakropa (maponb «2»). Ilpocmorpure cnmcok (oHIOB
(pa3men ®OH/I) u ybeaurecs, uro ¢ponna Moxaiickoro YUKA B HeMm Her.
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KoHTposbHBIE BOIIPOCHI:

1. Ha kaxoMm ypoBHe ocymiectisiercss onmcanue nHopmammu B AWIIC mporpammst
«ApxuBHbIi GoHa», Bepcus 2?7

2. Kaxue BO3MOXXHOCTH 11 TOKCKA HH(OPMAIUHK IIPEIOCTaBIIeT 3Ta Iporpamma’?

3. B ueM OCTOMHCTBA U HEOCTATKH IIPOrpaMMbl Kak OMCKOBOH cHCTeMbl?

Jluteparypa:

Kucenes .H. UndopmanmonHas ciucrema apxuBa — mozeins u Borutomenue / M.H. Kucenes //
OteuecTBeHHbIe apxuBbl. — 1997. —Ne 6. — C. 28-33.

Jlapuna B.I'. Enunbiii kinaccuukaTop JOKYMEHTHOH MH(OPMAIMM — BaKHEHIIUH SJIEMEHT
uabOopMaTH3anuy apxuBHOH otpacau / B.I'. Jlapuna / OteuectBeHHsle apxuBbl. — 2002. — Ne 1. —
C. 8-14.

Tewma 6. ITyreBoaurens no PI'AJIN. 4 vaca.

Lenp paboTel: M3ydeHHe MeToauMKu moucka uHpopmanuu B apxuBHoit AUIIC Ha mpumepe
myteBoutesst mo PI'AJIN.

B pesysbrare paGoTHI CTYAEHT J0JDKEH 3HATH:

- Ha3Ha4YeHHE U COCTaB MH(OPMAIMOHHOrO MaccuBa myTeBoautens no PI'AJIM rma CD-
ROM.

B pesynbrate paboThl CTYIEHT JOIKEH YMETb:

- OcCyIEeCTBIIATh IOMCK BO BCEX BO3MOMKHBIX PEXHMMAX, a TaKKe

KOIMPOBATh HaliieHHYyI0 nHpopMamio 1o myteBoauteinto no PITAJIN.

[IporpamMHBbIe cpencTBa:

- 9NIEKTPOHHEI myTeBoauTens no PIAJIM. CD-ROM.

[MpakTuyeckoe 3aganue Ne 5. 4 yaca.

ITepen HauaaoM pabOTHI BCIOMHHTE:

1. Pa3HoBHIHOCTH TyTEBOAUTENCH.

2. CTpyKTypy HOCTPOEHHUS ITyTEBOIUTEIS.

3. BcromorarenbHbIi CIpaBOYHBIN armapar K IyTeBOIUTEITIO.

4, 3amyck mporpaMmsbl. Js HWHCTAUISUHM TPOTPAaMMBI B OKHE «MOH KOMITBIOTEp»

obparutech K aucky H: (Guest). Ha nucke naiinute manky “D-ROJVb, otkpoiite manky Rgali/EXE.
Ecnau mporpamma y»e yCTaHOBJIEHA, IPOCTO 3allyCTUTE €€ IBOWHBIM ILICTYKOM II0 MKOHKE
RGALI nnu ITYCK — I[TPOT'PAMMBI —PI'AJIM — Apxus PI'AJIU. PaccMmoTtpuTe riiaBHOE MEHIO.
Boiinure B nmynkr menio Help — About. [lepenuimure B Terpanp Bbixoassle nanHbie CD-ROM.
YroObI BEepHYThCS B [JIABHOE MEHIO, ILEIKHUTE B JIIOOOM MECTE OKHA C BHIXOJAHBIMH JaHHBIMHU.
2. [Nouck nndopmaruu 1o pazjaenam MyTeBOAUTENS.

2.1.  Ycranosure coaBTopa B.A. KaBepyHa 1o cueHapuro KuHO- (priibMa «/[Ba kanmuTaHay.

JIBoitHbIM mmienukoM Melim Boiaute B pazaen «JIMYHBIE ®OH/IbI» cripasa.

B oxne «IIOMCK» (cnpaBa) Habepute dammmuro «Kasepun». lllenkHure mo kaprouke c
(damunueir nucatens cieBa. BeimuimMTe HOMEp, XPOHOJIOTHYECKHE TpaHUIl U 00beM (¢oHaa,
(hamMuIIHIO COAaBTOpA B TETPab. TaKkKe yKaKUTE IEMEHT HH(OPMAIMU, KOTOPBIH J0JDKEH ObITh,

HO OTCYTCTBYET B JIaHHOW XapakTepucTuke (oHga B myrteBoiuresie. UToObl BepHYTbCsS B
ocHOBHOE MeHI0, HaxkmuTe ESC.

2.2. Bpmummure B Terpaab Bce Qouast PIAJIM, xotopble coiepkar HH(MOPMALHUIO IO
uctopurn MXAT (ux HOMepa, XPOHOJIOTHYECKHE TPAHHIIbL, 00BEM).

st sToro:

Haunute c pasmena «TEATPBI, XOPbIl», menkHyB MbIIBIO 110 Ha3BaHUIO pa3Jiena.
IIponucraiiTe KapTOTEKy cieBa ¢ MOMOIIb KiaBuuicTpenoudek: Page Up, Page Down. [lns npocmoTpa
KapTOYKH ClIeJlyeT
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HIENKHYTh MBIIIBIO 110 HAANMCU HAa HEH, IJIs BO3BpallleHUs B KapToTeKy — Haxkarth ESC.
BrInuimTe NepcoHaIMK aKTEPOB U PEXKHUCCEPOB TeaTpa, YIIOMUHAEMbIe B aHHOTAMSX (HOH/A.

BepHuurtech B OCHOBHOE MEHIO. AHAJIOTUYHO IIPOCMOTPUTE pasiel

«Komnexkun u coOpaHusi». BplnuimuTe CBEACHHS O KOJUICKIHAX, KOTOpPBIC COAEPXKAT
JIOKYMeHTHI 110 ucropunt MXAT.

Brinummre nepcoHanuu akTepoB U PeXKUCCEPOB TeaTpa, YIOMHHASMBbIE B aHHOTAIMAX (OH/A.

BepHuTech B OCHOBHOE MEHIO. AHAJIOTHYHO ITPOCMOTPUTE Pa3ielt

«JIMYHBIE ®OH/Ibl», Habupas B okre «[IOMCK» crpasa dpamumiu

BbINcaHHbIX Bamu nesiteneit MXAT. Beinuiure cBeieHUs] 00 MMEIOIIUXCS JIMYHBIX (hOHIAX.

1) CaMOCTOSATENBHO, IyTENIECTBYS 110 pa3jenaM IIyTeBOJUTEN, HallIuTe U BHIIUIINTE —
HOMepa U Ha3BaHus (HOHIOB:

1. JIUTEPATypPHBIX My3€eB;

2. XKyPHAJIOB, IIOCBSIICHHBIX H300pa3UTEIbHOMY HCKYCCTBY;

3. xopeorpaduueckux y4yeOHbIX 3aBeICHUH.

2) IMouck no HoMepy doHza.

lenkuure o u3obpaxenuro crona cieea Buu3y (Card index by fond number).

VYcranosure konndecTBo GonnoB PI'AJIN, BKIIOYEHHBIX B MyTEBOAUTEINb. [{JIsl TOr0 NpUaeTCst
MPOJIUCTATh BCIO KAPTOTEKY. Y KOXKUTE

HOMeEp U Ha3BaHHE MOCIeaHero GoHa.

Haiigure 1 ykakute Ha3BaHHs, XPOHOJOTHUECKHE IpaHMIBl, 00beM (ougoB Ne 28, 156, 234,
1038. dns atoro B okHe «Ilonck» cnpasa

BBeuTe HoMep GoHna u Haxmure ENTER.

3) IMouck no andasuty Ha3BaHUH (HOHIOB.

Brrsacuure, ckonbko Gornos CtpaBuHCckux umeercs B PIAJINL.

JL1st 5TOro IIENKHUTE M0 SAIMKY ¢ OyKBOI «C» B BEpXHEM JICBOM

yriry. Habepure B rpade «Ilouck» «CTpaBUHCKHID».

TeM e crioco6oM yCTaHOBHUTE U BBIIMIINTE HOMEPA M XPOHOIOIMYECKUE IPAHULIEI (POHTOB:

- kommo3utopa J1.b. Kabanesckoro;

- pexuccepa A.Sl. Tauposa;

- xypHaia «Kpokoaum» — yKakuTe, ¢ Kakoro roja u3aercs;

- I'ocynapcreennoii TpeTbsKkoBCKoOil ranepen.

4) IToHck 1O TEKCTy aHHOTALMH.

Haiinure Bce ¢onapl komnosuropos B PI'AJIN.

llenknure Mo croidy ¢ jammoil BHH3Y cmpaBa. B okHe «Ilomck» BHHU3Y cIpaBa BBEIHTE
KioyeBoe cinoBo «Kommosuropy. B BepxHem MeHio menknute 1o Action-Search-Start. ITo
3aBepuieHnd noucka menkaure «OK». CoxpaHuTe NOTydYeHHBIH CHHCOK HalWJeHHBIX (OHIOB Ha
JKECTKOM Jiiicke. JIJst 3TOro INEeJKHUTE 110 MMyHKTaM BepxHero meHro Action-Search-Save search result
to file. B wumenudaiina ykaxure Bamy ¢ammnunio, Hampumep, ivanov.srf. Ieaxuute «OK».
ITpocMoTpHTE TTOIYYCHHBINH CIUCOK. J{JIst 3TOro cBepHUTE

nporpammy PGALIL naiimute B okHe «Moii koMmbroTep» U OTKpoiiTe ¢aiin C:/Program
Filess/RGALI/Sresults/ivanov.srf. Il{enxuunte mo ero HazBauuwo. Eciit Windows cripocur, ¢ moMOIIbi0
KaKoM MporpaMmbl OTKphITh (aiii, Beioepute WordPad, «OK». ITpocMoTpHTE MOMy4YEHHBIN CITHCOK.

CHoBa pa3BepHUTE OKHO Iporpammsl Rgali. [TepenummTe B TeTpans haMuiIny KOMIO3HTOPOB,
(hOHBI KOTOPBIX XpaHATCS B apXUBE, IOCIEI0BATEILHO IPOCMATPHUBAs C MOMOLIBIO ILENYKA MBIIIBIO
Ka)X/IyI0 U3 Hall/ICHHBIX KapTOYCK.

5) Tem xe crioco6oM (cM. 11. 4) oTIpe/IeTUTe U 3aIHIINTE B TETPab:

- aBTOpa KuHocueHapus k/¢ «KoTtoBckuit»,

- aBTOPOB MY3BIKAIBHBIX padoT o npousseneHuto J1. baiipona «3emist n HeGOY,

- apTUCTOB, UcnoNHsBIIUX napTuu B 6anete [1.1. YaiikoBckoro «Jlebemaunoe 03epoy.
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CocraBbTe apXHBHYIO CIPaBKY (OTBET Ha 3alPOC) «IOKYMEHTHI O MOCTaHOBKaxX « CHETYypOUKH»
OctpoBckoro». TekcT apXuBHOH CripaBKu (GOpMYIHpPYETCsl NPUMEPHO Tak: «B oTBeT Ha Bamn 3ampoc
coobmaem, 4yro B PoccHiiCKOM ToCylapCTBEHHOM apXUBE JHMTEpaTypbl M HCKYCCTBAa IO TeMe
BBIBJICHBI CIICTYIOIINE TOKYMECHTBL:

1. (xapakTeprcTHKa JOKYMEHTOB, cChuIKa Ha Ne (hoHza);

2. (XapakTepUCTHKa JOKYMEHTOB, CChlIKa Ha Ne hoHa).

[Tonmuce nupexropa. Jlarta.»

JleticTByiiTe TeM ke crocoOoM (CM. 1. 5).

6) 3anummTe KOPOTKOE 3aKiItoueHne o myresoautene mo PITAJIN:

- MOJTHOTA IMOUCKOBOW MH(OpMAIIHH, TOAPOOHOCTh XapaKTEPUCTHK (HoHIa;

- MIOMCKOBBIC BO3MOXKHOCTH (OBICTpOTa U yJ0OCTBO IIOUCKA);

- BO3MOKHOCTH 9KCIIOpTa MH(POPMALUH (COXpaHEHHs Ha JUCKe,

pacneyarky, KOHBEpTUPOBAHUS);

- J3aiH.

Craiite TeTpajb MPernoiaBaTeito.

KOHTpOJ'ILHBIe BOITPOCHI:

1. KakoBa MeToanka rnovcka uH(GOpMaIuu 1o eKTpOHHOMY IyTeBonutento no PCAJIN?
2. B 4yem mocTonHCTBa M HEIOCTATKH AJIEKTPOHHOTO IyTeBouTens mo PITAJIN?
3. B 4em cxoICTBO U pa3iiuyuKe dJIEKTPOHHOIO Iy TeBOAUTENS, (POPMHUPYEMOTrO C MOMOIIBIO

nporpamMmsl AD, 1 31IEKTPOHHOTO MyTeBoauTens no PITAJIN?

JIuteparypa:

Jlapuna B.I'. Cucrema HCA rocynapcTBeHHBIX apXHBOB Kak OCHOBa (pOpPMUPOBAHWS OOLIEro
apXMBHO-HH(pOpManMoHHOro npoctpanctsa / B.I'. Jlapuna // OteuectBennsie apxuBbl. 2002. — Ne 3.
—C. 14.

9.2 MertoauyecKkne peKoMeH/1alMH 110 NOAr0TOBKe NUCbMEHHbIX padoT

[Mucemennbie paboTsl (pedepatsl, peLeH3uH) MPOSBISIOT KaK TEOPETHYECKUE 3HAHUS, TaK U
IPAKTHYECKH HABBIKM CTYJCHTOB. TeopHs IOJpa3yMeBacT 3HAKOMCTBO C IOHATHUSAMHU «IOKYMEHT»,
UCTOPUYECKHI HMCTOYHHK», «IOKyMEHTalbHas IyONUKAIUs» W Ap. U HUX KiacCUPUKAIUIMH.
IIpaxTuueckne HaBBIKH 3aKIIOYAIOTCA TAKXKE B YMEHHH INOATOTOBUTH HA IIPaKTUKE, B KadecTBE
HNPWIOKEHU K paboTe, NOKYMEHTaJIbHYIO ITyONMKAlWIO, OLECHUTh M IPOAHAIN3HPOBATH yXKe
MMEIOIIMECS U3/IaHHs, @ TAKoKe TPAMOTHO U3JIOXKUTh Pe3yJIbTaThl CBOUX HAOIIIOJCHUH B COOTBETCTBHU
¢ npaBwIaMu 0()OpPMIICHHS KBaTH(HUKAIMOHHBIX PadoT.

Ilpn BBIOOpE TEMBI HCCIENOBAHMS, a TaKKe MNpeaMeTa W OOBEKTa HU3ydEHHUs Cleyer
OPHCHTHPOBAThCA Ha YK€ HUMEIOIIUHCS B 3TOM jene OmbIT. PaboTsl mo apxeorpaduu MOryT OBITh
HOCBSIIECHB! BONPOCAM TEOPHH, WUCTOPHHM WIM METOIWKH apxeorpaduu. TeopeTwyeckue acHeKThl
CBSI3aHBI, KaK MPAaBUJIO, C IPaHHUIAMU apxeorpapuu Kak Hay4HOIl AMCLMIUIMHBI, ¢ 3aJadaMH H
COOTHOIICHUEM C IPYTUMH JUCIUIUINHAMU U HaIlPaBICHHUSIMU.

Hcropust apxeorpaduu BKIIOYAeT aHAINW3 M3JAHUH MCTOYHUKOB OIPENETICHHBIX BHJOB WM
3MO0X, WIM HUCTOYHUKOB, OOBECIMHEHHBIX TEMAaTHYeCKH. BO3MOXKHO Takke pacCMOTpeHHE BKIaja B
apxeorpauio OTAENBHO B3STOTO JIMIA WIH YUPEKACHHS.

Meroaudeckue acHeKTsl MOAPa3yMEBAIOT M3Y4YEHHMsI OTACIbHBIX ITAlOB apxeorpadudaecKkoi
paboTHI, TaKUX, HAPUMEp, KaK Iepelaya TEeKCTa MCTOYHHKOB WM BBIOOP TecTa JUId ITyONHKAIIUH.
IIpoGneMbl, CBSI3aHHBIE C COACPIKAHMEM PACCMATPUBAEMbBIX H3MAHHH (TO €cTb OIMyOJIMKOBAHHBIX
HCTOYHMKOB), TaKKe MOTY COCTaBJIATH IpeAMeT Jisi M3ydeHus. B omHO#l BhITyckHON paboTe Ha
HPAKTUKE BO3MOXKHO COUETAHHE CPa3y HECKOIBKHUX ITOJXO0JI0B.

XPOHONOrNYECKHEe U TEMaTHYECKHe TPaHHIbl P BbIOOpe TeMbl PaboThl MO apxeorpaduu
JOCTaTOYHO LIMPOKH, YTO MO3BOJIET JOCTATOYHO JIETKO NPHOIM3UTh UX K HAayYHBIM HHTEpecaM
CTyZICHTA.
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Ilpn HanmcaHuu paboOTHl BHayane, Kak MPAaBUIO, CTYACHT HAa OCHOBAaHUH CBOETO
HEePBOHAYATFHOTO 3HAKOMCTBA C MCTOYHHKAMM W JIUTEPATYpOH M NPH KOHCYJIBTAUUH C HAayYHBIM
PYKOBOIUTENEM OINpenessieT OOLIyI0 MCCIeNOBaTeNIbCKYI0 NpOoOJeMy, pELIeHHI0 KOTOpod Oyner
HOCBSIIEHA ero paboTa. B TekcTe 3aKOHYEHHOT0 HUCCIIeOBaHUS 3Ta IIpodIeMa JOIKHA ObITh BUTHA U3
Ha3BaHUs paboThl, ee 00beKTa U mpeaMera. s yTOUHEHMs HampaBieHHUs AaJlbHEHIINX NeHCTBUI
CTYJEHTY CIEIyeT, C y4eTOM BEIOPAHHOTO TeHEPAITBHOTO IIyTH, 00JIee OCHOBATEIBHO IIO3HAKOMUTHCS C
MCTOYHHMKAMHU M JIMTEPATypOil 10 WHTEPECYIOIIUM €ro mpobiieMaM. Pe3ynbTaTtoM 5TOro 3HaKOMCTBa
ABJIACTCA COCTAaBJICHUME CTYICHTOM IUIaHA pPabOTBl M IPEABAPUTENBHOTO BapHaHTa CIIHCKa
UCIIOJIL30BAHHBIX MICTOYHHUKOB W JIMTEPATyphl. M IUTaH, M CIHCOK COIIACOBBIBAIOTCS C HAyYHBIM
pykoBoauteneM. [lanpHeimue OeHCTBHSA CTYAEHTa 3aK/IIOYAIOTCA B PELICHUU IIOCTABJICHHBIX UM
3amad. [Ipu 3TOM HEOOXOIMMO YUUTHIBATE CICTYIOIINE MOMCHTEL.

JIro6as nmucbMeHHas paboTa MMEET OIpPEENEHHbIH COCTaB: TUTYJbHBIH JIHCT, OIIaBlCHHE,

BBEJCHHE, TJIABBI, 3aKIIOYCHHE, CIHCOK HCIOJIb30BAHHBIX MCTOYHHKOB M JTHUTEPATYPHI, IPUIOKEHUSL
(BO3MOXHBI).
Kaxxnast cocraBHas 4acTh pabOThl UMEET CBOIO CTPYKTYpPY U CTPOMUTCS B COOTBETCTBHHU C HAay4yHOH
JOTHKOH M (opManbHBIMU TpeboBaHMAMH K odopmieHHIo paboT. Hanbomee crporo cobmomarorcs
TpaJULMK HAUCAaHUs BBEJICHHsA, KOTOPOE TPAJUIMOHHO UMEET CIIEyIOIUE pa3fielibl: aKTyalbHOCTh
TEMBl MHCCIIEIOBaHUs, WCTOYHHKM HCCIeA0BaHUs, ucropuorpadusa. Paccmorpenme sToro OGioka
BBEJICHHS ONpEAeNsieT OOBEeKT, NPEIMeT, LI M 3aJa4d paboThl, a TAK)KE METOABI MCCIEHOBAHUS,
Hay4YHY0 HOBH3HY U CTPYKTypy paboTsl. Ilopsnok pa3nenoB B HEKOTOPBIX CIydyasX MOXKET MEHSIThCS,
HO HUX Hanuuue oO0s3aTeNnbHO BO BBENCHHM K pabore. IIpu HU3IOXKCHHH pPe3ylbTaTOB CBOETO
UCCIIeJOBaHUs CTYCHT J0JUKEH BJIaJieTh HEOOXOAUMON KyIbTYpOi IUTHPOBAHMUS, KOTOPast MO3BOJISET
CTPOr0 OTAEIATH BBIBOABI aBTOpa OT HaOMONeHUH M (HaKTOB, 3aHKCHPOBAHHBIX B UCTOYHHKAX U
nuTepatype. TONBKO Takoil MOAXOX IO3BOJSET BIOJIHE OLEHHTH CTCIICHb HOBU3HBI M 3HAYMMOCTH
paboTbl. B 3akinroueHun K paboTe B 1eTI0M (a TakXkKe B 3aBepLIAlONIMX a03alax B KOHIIE TJ1aB) TOKHbBI
OBITh IIPHBE/ICHBI BHIBOJIBI, K KOTOPBIM CTYACHT IPUILET B pe3yJbTaTe MPOBEJCHHON paboThl. BrIBOIBI
JIOJKHBI OBITh apryMEHTHPOBAHBI.
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IIpunoxenune 1. AHHOTaAIHSA
paboueii PorpamMMsbl JTUCIUILIAHBI

AHHOTALMA PABOYEN ITPOT'PAMMBI JTUCIHATIIAHBI

Jucturuinaa « MHGOpMaIMOHHBIE TEXHOJIIOTHH B ApXUBHOM JISIIe» pealnn3yercs Ha (aKyJbTeTe
ApXMBOBE/ICHUS U JJOKYMEHTOBEICHUS Kadepoil apXUBOBEICHUS.

ConeprxkaHue JHUCILMIUIUHBI OXBaThIBAET KPYT BOIPOCOB, CBSI3aHHBIX C HCHOJIbB30BAaHUEM
MH(MOPMALOHHBIX TEXHOJIOTHI B JOKYMEHTAHOHHOM OOCCIICYCHHUH YIIPABICHHS.
Lenp QUCHUIUIMHBI - U3yYCHUE TEOPETUUSCKUX HPOOIEM M IPUKIIATHBIX
aCreKTOB MH(OPMATHU3AIMU apXUBHOI'O JIe/la, OCHOBHBIX HAIPaBJICHUH BHEPEHUS HH(POPMAIIHOHHBIX
TEXHOJIOTHH B IEATEIIbHOCTD apXUBa.

3aj1aun JUCIUTUIAHEL.

1) N3y4YCHUE OCHOBHBIX MOHITHH, MCIOJBb3YEMBIX B IpOLECCEe NPUMEHEHHs WH()OPMAMOHHBIX
TEXHOJIOTHH B ApXUBHOM J€JIC;

2) HU3y4YeHHE HCTOPUU MEXaHW3allMd W aBTOMATU3allMM apXWBHOTO Jiejia B Halleld CTpaHe U 3a
pyoOexom;

3) W3ydeHHe HOPMATHBHO-NIPABOBBIX OCHOB IPHMEHEHUs] HH()OPMAIMOHHBIX TEXHOIOTHH B
APXUBHOM JIE€JIE;

4) NU3YyUYCHUE TEXHUYCECKOTO W HNPUKIIAAHOI'O ITPOrpaMMHOI0O OGCCHe‘{CHI/IH, HCIIOJIB3YCMBIX TIpU

OpraHU3alUH IEKTPOHHOTO
JOKYMEHTO000pOTa, HH(GOPMALMOHHOM OOECIICYCHHH YNpPaBICHHS, OPraHU3allMHd apXUBHOTO
XpaHeHUs JIOKYMEHTOB Ha TPaJIMIIMOHHBIX ¥ 3IeKTPOHHBIX HOCHTEIISX;

5) U3y4YeHUE NPUHLUIOB BbIOOpA M OpPraHM3allMy BHEAPEHHS U MCIOJIb30BAaHMSI TEXHHUYECKOTO U
IPOrpaMMHOr0 o0ecHeyeHus;

6) n3y4yeHue MH(POPMALMOHHBIX CHCTEM U OCHOBHBIX WH(OPMALMOHHBIX PECYpCOB B apXMBHOM
Jiene;

7) U3ydyeHHEe W aHaJIM3 CPEACTB 3allUThl HHQOpMAMKM B HHPOPMALMOHHBIX CHCTEMaXx,

HCHOJIb3YyEMBIX B apXUBHOM [JI€JIC.
JII/ICLII/II'[JTHHa HalipaBJICHa Ha (I)OpMI/[pOBaHI/Ie CJICAYIOIINX KOMH@TGHHHﬁZ

OIIK-4. Crioco6eH oHNMAaTh IPHHIUIIEL PAaGOTEI COBPEMEHHBIX HH(POPMAIMOHHBIX TEXHOJIOTHH 1
UCIOJIB30BATh UX JJIS PelleHUs 3a1a4 PodecCHOHAIbHOM AesTeIbHOCTH

B pe3syibTare 0CBOCHHS IUCUUIUTHHEL O0YYArOIINICS TOJDKEH:

3HaTh — OCHOBHbIE HH(OPMALIMOHHBIE OMOIHOrpadUecKkue pecypehl O JOKYMEHTOBECHUIO U
apXUBOBE/ICHUIO; THUIIOBOE IIPOrPaMMHOE oOOecIliedeHHe, NpHMEHseMoe Ui (QyHKIMOHHPOBAHUSL
ABTOMAaTH3UPOBAHHOM CHCTEMBbI IIEHTPAIM30BAHHOTO ydYeTa IOKyMEeHTOB ApxuBHOro Qonma PO,
ABTOMATH3UPOBAHHOTO IIEHTPAIBHOTO (POHIOBOTO KAaTaIOra

VYMeTh — OCYIIECTBIATH IIOMCK  HAyYHO-TEXHHYECKOH HMHGOpPMAIMH IO  CBOCH
npodeccnoHanbHOW — AEATENBHOCTH; pa30upaTbcss B 0a30BbIX  acHekrax (YHKIMOHUPOBAHHUS
COBPEMEHHBIX HH(MOPMAIIMOHHBIX CHCTEM B apXUBHOM JEJIe

Bnajgers -  HaBBIKAMH HCIIOJIB30BAHUS KOMIIBIOTEDHOW TEXHHUKM M HH(MOPMAIMOHHBIX
TEXHOJOTHH, OCHOBHBIMH METOAAMHU, CIOCOOAMH M CPEJICTBAMHU IOTy4YEHHUS, XPAHECHHS, IIepepaboTKu
MH(pOpPMAIMI»; HAaBBIKAMH BBIOOpa MPOrpaMMHOrO  oOecriedeHus Uil HMHGOPMAIHOHHOTO
obecreueHust IesITEILHOCTH apXUBOB.

PaGoueii mporpaMMoii IpeycCMOTPEHA IPOMEXKYTOYHAs aTTecTalus B (popMe 3auera.

OO6mast TpyJ0EMKOCTh OCBOSHUS JJUCIHUILIMHBI COCTABIISIeT 2 3a4STHBIX SANHULIBL.



