MMHOBPHAYKU POCCUU

o o,
s s 7

W 3
%, P
Tt g

Y. &
\\X‘g‘

®denepalibHOE TOCYJapCTBEHHOE OI0/KETHOE 00pa30BaTEIbHOE YUPEKICHHE
BBICIIIETO 00pa30BaHUs
«Poccuiickuii rocy1apcTBeHHbII T'YMAHUTAPHbIIA YHUBEPCUTET»
(®PI'BbOY BO «PITY»)

UCTOPUKO-APXUBHBIH UHCTUTYT
DPAKYJIPTET APXUBOBEJ/[EHUA U J[OKYMEHTOBE/[EHUA
Kageopa apxusoseoenus

HHDOOPMAIIHOHHBIE TEXHOJ/IOI'HHU B APXHBHOM JIEJIE

PABOYAS ITPOTPAMMA JJUCITUTIJIMHBI

46.03.02 «/lokymMeHTOBeleHHE U APXHUBOBeeHH e

Koo u naumenosanue nanpaenenus no020moeKu/cCneyuaibHOCmu

AyIll/IOBI/II}yaJILHble, HAYYHO-TEXHUYECCKHE U IKOHOMHYECCKHUEC ApPXUBbI

Haumenosanue nanpagiennocmu (npoghuns)/ cneyuaruzayuu

YpoBeHb BHICIIETO 0O0pa30BaHUs: Oaxaiaspuam

dopma o0yyeHus:: ouHas

PIIJl amantupoBaHa s aun
C OTPAaHUYCHHBIMU BO3MOKHOCTSIMHU
3710pOBbSl U UHBAJIUI0B

Mocksa 2022



Hngpopmayuonnsvie mexnonocuu 6 apxusHom oee
Pabouast mporpaMma IUCITUTITUHBI
CocraBurens(n):

Kanouoam ucmopuuecxkux nayx, ooyenm, ooyenm xageopwi apxueosedenus JI.I1. Agpanacvesa

YTBEPXIEHO
[Iporoxon 3aceganust kKapeapsl
Ne'5 or31.03.2022r.



OraasJjienue

1. IlogcHuTennHas 3amycKa

1.1 Ilenpb u 3amaun JUCIUILINHbI

1.2 Tlepedenp MIaHUPYEMbIX PE3yIbTaTOB O0yUEHUS MO JUCHUIINHE (MOAYIIO),
COOTHECEHHBIX C MHIUKATOPAMHU JTIOCTHXKCHHS] KOMIIETEHIIUN

1.3. MecTo JUCHMILTUHBL B CTPYKTYpe 00pa30oBaTeIbHOM MPOrpaMMBbI

2. CTpyKTypa JTUCITUTUTHHBI
3. Cojiep)KaHue AUCIUTIIINHBI
4. OO6pa3oBaTeabHbIC TEXHOJIOTHH

5. OrneHKa TUIAHUPYEMBIX Pe3yJIbTaTOB 00YUCHHUS

5.1. Cucrema onieHUBaHUA

5.2 . KpuTtepun BbICTaBJICHHS OILIEHOK

5.3. OueHouHble cpeacTBa (Marepuasbl) il TEKYLIErO KOHTPOJs yCHEBA€MOCTH,
MIPOMEKYTOUYHON aTTECTAIIMU 00YYAIONTUXCS IO TUCIUTIINHE (MOJTYIIIO)

6. Y4ueOHO-MeTOAMYeCKOe M HHPOPMAIIMOHHOE 00SCTICYCHUE UCITUILIMH

6.1. CHUCOK UCTOYHUKOB M JINTEPATYPHI
2. [Tepeuens pecypcoB MHPOPMAITMOHHO-TEIICKOMMYHHUKAIIMOHHOW CETH
«HTEepHET)

6.3 IIpodeccronanpHble 0a3bl JaHHBIX U MHOOPMAIIMOHHO-CIIPABOYHBIE CHCTEMBI

7. MatepuanbHO-TeXHUYECKOe 00ecredeHne JUCIMILTUHBI (MOJTYIs)

8. OGecrneyenne oOpa3oBATEIBLHOTO TPOIIECcca ISl JIUI] C OTPAHUYCHHBIMUA BO3MOXKHOCTSMHU
3JI0POBbSI 1 HHBAJIUIOB

9. Meroanueckue MaTepralIbl

9.1. [InaHpl IPaKTHYECKUX (CEMUHAPCKUX, JIAOOPATOPHBIX) 3aHITHIA

9.2. MeTtoanyeckne peKOMEH 1AM 110 TOJITOTOBKE MMChMEHHBIX padoT

9.3. Hble MaTepuabl

[Tpunoxenue 1. AHHOTAIMS TUCIMILIAHBI




1. [TosgicHUTEALHAA 3aNMUCKA

1.1. e 1 3amaun JUCIUILINHBI

Lenv Oucyunnunwvl - N3y4eHNE TEOPETUIECKUX MPOOIIEM U MTPUKIIATHBIX
acTeKTOB MH(pOPMATU3AIMN apXUBHOTO Jejla, OCHOBHBIX HAIpaBJICHUN BHEAPEHUS
MH(GOPMAIIMOHHBIX TEXHOJIOTHH B IEATEIILHOCTh apXHBa.

3amaun TUCIUIUINHEI:

1) u3yyeHre OCHOBHBIX TOHSATHH, WCHOIB3YEMBIX B TIpOIlECCe MPUMEHEHUs
WH(POPMAITMOHHBIX TEXHOJIOTHIA B apXUBHOM JICIIC;

2) u3yueHHe UCTOPUHM MEXaHU3allMd W aBTOMATH3allMd apXMBHOTO JieJa B HaIleH
CTpaHe | 3a pyOeKoM;

3) u3ydyeHre HOPMATHBHO-NIPABOBBIX OCHOB TMPUMEHEHHsS] WHGOPMAIIMOHHBIX
TEXHOJIOTUI B apXUBHOM JIETIE;
4) u3yuyeHHne TEXHUYECKOTO U TPUKIATHOTO MPOrpaMMHOTO  oOecreueHus,

UCIIOJIb3YEMBIX MPU OPTaHU3ALNU FIEKTPOHHOTO

JTOKYMEHTO0000pOoTa, HWH(POPMAIIMOHHOM OOECIIEUEHNUHN YIPaBIICHUs, OpraHU3aLUuU
ApXUBHOT'O XpaHEHUS JOKYMEHTOB Ha TPAJAULIMOHHBIX U AJIEKTPOHHBIX HOCUTEISX;

5) u3yueHHe NPUHIMIIOB BBHIOOpPA M OpPraHM3aLUU BHEJPEHUS U HCIIOJIb30BaHUA
TEXHUYECKOTO U MPOTPAMMHOI0 00eCIIeUeHus;

6) u3zyueHre MH(HOPMAITMOHHBIX CHCTEM U OCHOBHBIX MH()OPMAIIMOHHBIX PECYPCOB B
apXUBHOM JI€JIE;

7) u3yuyeHHue M aHaIM3 CPEACTB 3alMThl HMHOpManuu B HH(YOPMAITMOHHBIX
CUCTEMaXx, HCIIOJIb3yEMbIX B apXUBHOM JIEeJI€.

1.2. ®opmupyemble KOMIETEHIINN, COOTHECEHHBIE C IUIAHUPYEMBIMH pE3yJbTaTaMU
00y4eHus 10 TUCIUILINHE!

1.2. Tlepedenp mIaHUPYEMBIX PE3yJIHTATOB O0YUYEHUS 10 TUCIHUIUIUHE (MOIYJITI0), COOTHECEHHBIX

C MHAMKATOpaMH JOCTHIKCHUA KOMIETCHIIUN

Komnerenuus HNuauxkaropsl IlepedyeHb MIaHMPYEeMbIX Pe3yJbTaTOB
(xon m KOMITeTEeHII Ui o0y4eHHUsI 0 AUCHMUILIMHE
HAaMEHOBAHHE) (Ko ¥ HAMMEHOBAHUE)

OIIK-4 Cnocoben OIIK 4.3. Obnanaer 3HaTh — OCHOBHBIC HH(POPMALIMOHHBIE
MOHUMATh HaBbIKaMU 6ubanorpaduyeckue pecypesl 1o
NPUHIUIBI pabOTHl | UCHOJIB30BAHUS JIOKYMEHTOBE/ICHUIO U aPXUBOBEACHHUIO;
COBPEMEHHBIX nH(GOPMaLMOHHO- TUIIOBOE IPOrpaMMHOE 0OecIiedeHue,
MH(POPMALIMOHHBIX KOMMYHHUKAITHOHHBIX npuMeHsiemMoe st QyHKIIMOHUPOBAHUS
TEXHOJIOTHH U TEXHOJIOTHi B cepe ABTOMATHU3UPOBAHHOW CHUCTEMBI
UCIIOJIb30BaTh UX JOKYMEHTAIl[MOHHOTO LEHTPAJIN30BaHHOIO y4€eTa JOKYMEHTOB

JUTSL pEIICHUs 3a/1a9
pohecCHOHATLHOM
JeSITEIbHOCTH

oOecrnieueHus ynpaBiIeHUs
1 apXUBHOIO Jieja

ApxusHoro ¢onga PO,
ABTOMaTU3UPOBAHHOTO LIEHTPAJILHOTO
(hoHmOBOrO KaTaiora

YMeThb — OCYIIECTBIIATh MOUCK HAYYHO-
TEXHUYECKON MH(POPMAIIMH TI0 CBOSH
npodeccCHoHaNBLHOM I TEIILHOCTH,
pazoupaThcsi B 0a30BBIX aCTIEKTax
(YHKITMOHUPOBAHHS COBPEMECHHBIX
UH(GOPMAIIMOHHBIX CUCTEM B apXHUBHOM
Jelie.

Buiajgerb -  HaBBIKAMU UCIOJIB30BaHUS
KOMIIBIOTEPHOU TEXHUKU U
MHGOPMAIIMOHHBIX TEXHOJIOTHIA,




OCHOBHBIMH METOJ]aMHU, CIIOCO0aMHU 1
CpeACTBaMU TIOTY4YCHUS, XPaHEHHS,
nepepadoTKy HHPOPMALIMNY; HABBIKAMU
BBIOOpA IPOTrPAMMHOTO 00eCTIeUeHUST TSt
MH(POPMALIMOHHOTO 00ecTeueHus
JeSITEITbHOCTH apXHUBOB.

1.3. MecTo TUCIUILIMHBI B CTPYKTYPE OCHOBHOI 00pa3oBaTeIbHOM IPOrpaMMbl

Huctmmuinaa  «MHOpManMOHHBIE TEXHOJIOTMH B ApXUBHOM JIeNie» OTHOCHTCS K
00s13aTeNbHON YacTH OJI0Ka TUCIUIUIMH y4eOHOTO IUIaHa.

Jni  OCBOGHMS  IUCHUIUIMHBI ~ HEOOXOJMMBI  3HAHMS, YMEHUS W  BIAJCHHSA,
cOpMUPOBAHHBIC B XOJA€ U3YYCHUS CICAYIOMIMX AMCHUIUIMH W MPOXOXICHHS IPAKTHK: -
«udopmarmonnas  sppuctuka»; «MHpopmaTuka»; «HDOpMALMOHHBIE  TEXHOJIOTHN,
«ApXHUBOBEJICHUEY.

B pesynbrare OCBOCHMS NUCHUILIMHBI (OPMHUPYIOTCS 3HAHHS, YMEHHS M BIIAJCHUS,
HEOOXOAMMBIC Ui M3YYCHHUS CICAYIOMIMX IUCHUIUIMH M TPOXOXKICHUS MPAKTUK: «CHCTEMBI
XpaHEHHs JICKTPOHHBIX TOKYMEHTOBY; «Hay4dHO-TeXHHYECKHE apXUBBY; «AyIHNOBU3YyaJbHBIC
apxuBbD», «VHQOPMAIMOHHBIH MEHEIKMEHT B ayAMOBHU3yalbHBIX M HAayYHO-TEXHUYECKUX
apXuBax».




2. CTpyKTYypa AUCHHUIIMHBI

0611_18.51 pr,[[OéMKOCTB JUCITUIITIMHBI COCTABJIACT 2 3.C., 72 aKaJCMHUYCCKHUX Yaca.

CTpyKTypa IMCUMIJIMHBI JI151 04HOH (popMbI 00yUeHusI

O6bemM AUCIUIUITHHBI B ()OpME KOHTAKTHOW PabOThI 0OyYaromuxcsl ¢ MeAaroruaecKuMu
paboTHUKaMU U (WJIH) JTUIAMH, TPUBIEKAEMBIMH K pealn3alu 00pa30BaTeIbHONU MPOTPaMMBbl

Ha MHBIX YCJIOBUSAX, IPU MPOBEJACHNUN YUEOHBIX 3aHITHIA:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
6 Jlekuu 16
6 JlabopaTopHbie pabOThI 24
Bcero: 40

O6beM AuCHUILTHHBI (MOIYJIsl) B JOpME CAMOCTOSITEIbHOM PAaObOThl 00YYAIOIINXCS COCTABIISIET

32 akageMHUYECKHX Yaca.




3. Copepxxanme IMCHUILIHHBI (M00Y/1:1)

Ne

HaumenoBanue
pa3nena
JTUCIHHUILIMHBI

Conepxanue

1.BBenenue.

[Ipenmer, nens u 3agaun Kypca. VICTOYHUKH U IuTepaTypa Mo
Kypcy. XapakTepucTHKa 3aKOHOJATeNbHbIX, HOPMATUBHBIX U
METOANYECKHUX JOKYMEHTOB, HAIIMOHAJIBHBIX U MEKIYHAPOIHBIX
CTaHAApPTOB IO U3y4aemMoi nmpobiemaruke. MecTo Kypca cpenu
JpyTUX JUCUUIUINH. B3auMocBs3b Kypca ¢ JUCHUIUIMHAMU
«JloxymenroBenenue», « OCHOBBI U TEXHOJIOTUS
JOKYMEHTAIMOHHOTO 00eCTeYeHNs yIpaBIeHUs» U JIp.
OcHoBHbIE IOHATHUS Kypca: MEXaHHU3allusl, aBTOMaTH3aLuUs U
uHpopmaruzanus JJOY u apxuBHOro J1ena, HHGOpMaIMOHHbIE
texnonoruu (UT), nadpopmarmonnsie cuctemsl (UC),
KOpPIOpaTUBHbIE HH(OPMAIIMOHHbBIE CUCTEMBI,
aBromatuszupoBanHbie cuctemsl JIOY (AC ZIOY), anekTpoHHbIE
JIOKYMEHTBI, 3JIEKTPOHHBII apXUB, apXUB AJIEKTPOHHBIX
JIOKYMEHTOB, aBTOMaTU3MPOBAHHbIE ApXUBHbBIE TEXHOJIOTUHU U JIP.
ComnocTaBneHne MeXIyHapOAHOM U 0Te4eCTBEHHOH NMpoduiIbHOM
TEPMHUHOJIOTMH. Poib Kypca B COBEpILIEHCTBOBAaHUM OpraHU3aluu
paboThI ¢ JOKYMEHTaMHU B YNPaBJIEHUH, CO3JaHIUH ONTUMAJIbHBIX
YCJIOBHM pabOTHI CITY>KO JOKYMEHTAIIMOHHOTO 00eCTICUeHMSI
yIpaBJIeHUs U apXuBa. 3HAYCHUE HHPOPMATU3ALUN APXUBHOTO
nena Ha coBpeMeHHOM dTare. OCHOBHBIE HH()OPMAITHOHHBIE
TexHoJoruu, npumensiemslie B JIOY u apxuBHOM Jene.
WudopmanoHHbie cBOMCTBA JOKYyMEHTOB. 3aKOHOMEPHOCTH
pOCTa U CTapeHUsl JOKYMEHTHON MH(POpMaLIUH.
ABTOMaTH3UpPOBaHHBIE NH()OPMALIOHHO-TIOUCKOBBIE CUCTEMBI U
ux Kinaccugukanus. OTpacieBas cucTeMa Hay4YHO-TEXHUYECKOM
UH(POpPMAaLUHU B 00J1aCTH TOKYMEHTOBEJICHHUS U apXUBHOTO JIENa.

Pazpen 2. Uctopus
MEXaHU3alUU U
aBTOMAaTHU3alluU
apXUBHOTO Jena B
Halllel CTpaHe U 3a
pyOexom

DTanbl aBTOMaTU3alUKA apXUBHOTO Jiea B KoHIe XIX — KoHIe
XX BB.: pa3BUTHE TEXHUYECKOTO 00ECTIeUeHHS, HOCUTEIICH
nH(pOpMalU, TPOTPAMMHOIO U JTMHTBUCTHYECKOTO 00eCIIeYeHHUS.
[TepBble HEHTPHI XpAHEHHS] MAIIIMHOYUTAEMBIX JOKYMEHTOB:
apXUBBI OTPACIIEBHIX BBHIUUCIUTEIHHBIX IIEHTPOB M TIIaBHBIX
BbIUKCIUTENbHBIX IIeHTpoB (I'BL]). BiusHue aBTomMatusanuu B
opranax Hay4yHo-TexHudeckoil nnpopmanuu (HTU) Ha apxuBHoe
neno. YueTHble M HHPOPMAIIMOHHO-TTONCKOBBIS
ABTOMAaTU3HPOBAHHBIE CUCTEMBI B apXHBax. [akeThl mpUKIIaIHBIX
nporpamm AJis apXuBHOTO Jena. MH(opMalnoHHO-TTOUCKOBEBIE
Te3aypychl. MexapxuBHble aBToMaTtu3upoBannbie UIIC.
ABTOMAaTU3UPOBAHHAS CUCTEMA HAYUYHO-TEXHUUECKOU
nnpopmanuu (ACHTU) Ha ocHoBe LlenTpanpHOro

donmoBoro karanora (LIPK) rocynapcTBeHHOr0 apXUBHOTO
donmga CCCP. ApxuBoBecHIE MAIITMTHOYUTAEMBIX TOKYMEHTOB
(MY/l). Bueapenue nHPOpPMAIIIOHHOTO MOAXO0/a B
apxuBoBenenue. Tpynsl B.H. ABrokparosa, K.b. ['enbmana-
Bunorpanosa, K.W. Pynenscon, P.H. Epumenko u np.
[IpumeHneHnre aBTOMaTU3UPOBAHHBIX CUCTEM 00paOOTKH
n300pakeHuid U1t pecTaBpanuu fokyMmeHToB (ACOW3).




OnbIT aBTOMATH3AIMH APXUBHOTO Jielia 3a pyoekoM B 1940-
1970-e rr. O6cysxnenue npodieM nHOOPMATU3AIMHA APXUBHOTO
nena Ha koHrpeccax MCA, co3znanue Komurera o
aBromatusanuu MCA. Uadopmatuzamnms B ctpanax CIIA,
3anaanoi EBpomnsl, ctpanax COB. Co3znanue AUIIC, Hauano
NPUMEHEHUsI KOMIIBIOTEPHBIX CETEH,

CO3/JaHUE aPXHUBOB MAIIMHOYUTAEMBIX JAHHBIX. APXUBOBEICHUE
MaIIMHOYUTAEMBIX JOKYMEHTOB 3a pyoexom. Tpyast [Ix. Poyaca,
JIx. Tecrona, Y. omrapa, M. Keppoua.

Pazmen 3.
HopMmatuBHo-nipaBoBas
0a3a mHpOpMaTH3AINH
apXUBHOTO JIeTa.

Pernamenranust nHpopMaTU3aLUU apXUBHOTO JI€J1a B POCCUHCKOM
3aKkoHoAaTenbCcTBe. 3akoH PO «O6 nndopmanuu,
UH(QOPMALMOHHBIX TEXHOJIOTUAX U 3amuTe HHpopmarm», «O0
apxuBHOM Jiene B Poccuiickoit denepanuny, 3aKk0HbI CyObEKTOB
(benepauuu u qpyrue HopMaTUBHbIE akThl. [IpobaemMbl aBTOPCKOTO
npaBa M IOCTyIa K 0a3aM JaHHBIX, 3aIUTH HH()OpMAIHIH,
UHPOpMaLMOHHON Oe30macHOCTH. PernamenTanus BOnpocoB
uH(pOpMaTU3aLMU APXUBHOTO JIeJ1a B IOCTAHOBJICHUSIX
[IpaButensctBa PO, cyObekToB (henepannu, npukazax Pocapxusa
U IpyrMX HOPMAaTUBHBIX akTax. PefepanbHble U perMOHAIbHBIC
nporpaMMsl HH(popMaTH3aLuu apxuBoB. Konnenuus
uHpopMaTU3aluu apxuBHoro nena B PO, nporpamma
uHpopmaruzauu degeparbHOro apXUBHOIO areHTCTBA U MO
BEJIOMCTBEHHBIX eMy yupexaeHuit Ha 2011-2020 rr. HopmaTusHo-
MeToanYecKHe pa3paboTku PocapxuBa 1 apXUBHBIX
yupexaenuil.«lIpaBuia opranu3anuy XpaHeHus,
KOMIUIEKTOBaHUs, y4eTa U UCIOJIb30BaHUs JOKYMEHTOB...» B
roCy/1apCTBEHHBIX, MyHULIUIIAJIbHBIX apXUBaX, My3esX,
o6ubmmorekax, apxuBax PAH 00 nndopmaTuzaium apXuBHOTO
Jiera U XpaHEHUH JJIEKTPOHHBIX JOKyMeHTOB. KoHnenmus
UH(pOpMaTU3alK apXuBHOTO Aena B Poccuu;

oTpaciieBas rporpaMma nHpopMaTu3aluy apxuBHoOro nena B Poc-
cun. OenepanbHas LeneBas nporpamma «ieKTpoHHas Poccus»
Ha 2002-2010 rr. (2002 1.) 1 apxuBsl. [lepcnekTUBHOE U TEKYyIIEe
IUTAHUPOBaHKE PaObOThI O HHPOpMaTU3aK oTpaciu. [Inansl
HUP. Ponp ®enepanbHoro apxusHoro areHrctsa 1 BHUMIA/L.
HenTp undopmannoHHbIx TexHoJoruil Pocapxusa. JlestenbHOCTh
DKCNepTHOW KOMUCCUH 10 aBTOMATU3UPOBAHHBIM apXUBHBIM
texHonorusiMm Pocapxusa. Cekuus L{C Poccuiickoro o0miectsa
UCTOPUKOB U apxuBUCTOB (PONA) «OneKTpOoHHBIE TOKYMEHTHI U
apXxMBbI: TPOOJIEMBI U pelIeHus». MexayHapoiHble GopMaThl U
craugaptsl onucanus. Ctangapt ISADC(G) (1994).

Pasnen 4.

OcHOBHBIE O0OBEKTEI U
MIPUHIUTIBI
aBTOMAaTH3aLIUU
ApXUBHOTO JIeJa.

OObeKTbl, NPUHIUIIBL, 1IeJI1, 33Ja4d U HallpaBJICHUS
uHGOpMaTU3AIIMU APXUBHOTO Jiena. Busl nHGOpMAIIMOHHBIX
TEXHOJIOTHi, TPUMEHSIEMbIX B apXUBHOM JIeJI€.

Opranuzaius nHGOpPMaTU3alMK HA YPOBHE apXuBa.
[TnanupoBanue paboTs! o BHenperuio AAT B apxuBax.
[IporpamMmMbl HHGOpMATH3AIUH OTACTBHBIX (eAepatbHbIX,
LEHTPAJIbHBIX pPecyOIMKaHCKUX U FTOCYAapCTBEHHBIX KPAeBhbIX,
00JIaCTHBIX, MyHHUIIUTIATHHBIX apXUBOB. CTPYKTYpHBIE
Mo/Ipa3/IeNIeHusl apXuBa, OTBEUAIOIIHE 3a MHPOPMATU3AIIHIO.
Otanbl BHepeHust AAT B apxuse. Jtanbl BHeapeHuss AAT B




apxuBe. BeiOop mporpaMMHOT0 o0ecTieueHus U pa3padoTIHKa.
CkJiagpIBaHHE COBPEMEHHOT'O PHIHKA IIPOrPAMMHOTO 00eCIeYeHUS
B 0o0J1acTH apXUBHOTO Aena. LIeHTpsl pa3paboTunku mporpamm st
apXMBHOMW OTPACIIH: apXHUBbI, CACTEMHBIE HHTETPATOPbI, HAY4YHBIC
yupexaeHus 1 By3bl. [locTaHOBKa 3ajaun ¥ TEXHUYECKOE 3a/1aHHE.
JloroBop ¢ pa3paboTynkoM. Y CTaHOBKa

U ajanTtaiys nporpammsl. [Ipo0GiemMa KOHBEPTUPOBAHUS TaHHBIX B
HOBBIE BepcHH NporpamMmMbl. OOydyeHune nepcoHania.

Pasnen 5. ba3el qanHBIX
B apXHUBHOM JIEJIE.

CucteMsbl ynpasieHus: 6a3aMu JaHHBIX, IPUMEHSIEMBIE B apXUB-
HOM jiesie. PensnimonHas u nepapxudeckas CTpyKTypa 6a3bl
naHHbIX.[TocTpoeHne nHdonoruueckoi Moaenu u
natanorndeckoit moaenu bJI. Beibop THmnoB 00bEKTOB, UX
aTpuOyTOB, HIEHTU()UKATOPOB OOBEKTOB, ONIPEIEIIEHIE TUTIOB
CBsi3eH, BBIOOP MOJIENIN JaHHBIX, CTPYKTYPUPOBAHUE TaHHBIX,
pOeKTHpOBaHue 0T4eTOB. [Ipobiema co3maHust THIIOBOTO
(obmIeoTpacieBoro) mMporpaMMHOTO 00ecTIieueHusl.
@yHKIMOHANBHBIN noaxo (pazpadorku BHUU-

JAJl) u uaTerpupoBanHbIil moaxox (pa3padotku Pocapxupa).
WuTerpupoBanHast Mo/ieb HHGOPMAIIMOHHOMN CHCTEMBI apXUBa,
OCHOBAHHOM Ha MHOTOYPOBHEBOM ONUcaHUU. CUCTEMBI
ympaBieHus: 0a3aMu TaHHBIX, IPUMEHSIEMbIE B apXHUB-

HOM JIeJIe.

Paznen 6. [lpuknagnoe
MPOrpaMMHOE
obecrieueHue s
ABTOMATHU3UPOBAHHBIX
ApPXUBHBIX TEXHOJIOTUN
(AAT).

Buasl 1 pa3HOBUIHOCTH aBTOMATU3UPOBAHHBIX WH(POPMAIIMOHHBIX
CUCTEM B apxuBHOM jene. [Ipu3naku knaccuduxanmuu
UH(POPMALMOHHBIX CUCTEM: YPOBEHb HHTETPALIMH JIAHHBIX B
paMKax apxuBa, Ha3HaUY€HUE CHUCTEMBbI (ydeTHas,
UH(POPMALMOHHO-TTOMCKOBAs, aIMUHUCTPATUBHO-
ynpaBiieHuecKas); pyHKIHUN CUCTEMBI (Y4eT, KOMIUIEKTOBaHUE,
CIPaBOYHO-IIOMCKOBBIE CPEJICTBA, UCIIOJIB30BAHUE U JIP.);
YpOBEHb ONKCaHUS JaHHBIX (MEXXapXUBHbIE, MEK(DOHIOBEIE,
BHYTpH(OHI0BBIE); 00BEKT onucanus (PoHI, ONUCH, JIEIO,
JIOKYMEHT); BUJ TPAJULIMOHHOTO CIIPAaBOYHMKA (IJIEKTPOHHAs
OIMCh, KAaTaJIOT U Jp.); BUI ApXUBHOIO YUPEXKIECHUS
(MHpOpPMAIMOHHBIE CUCTEMBI JUIsl apXUBOB OpraHU3aIHil,
rOCy/IapCTBEHHBIX 1 MyHHUIIMIIAJIbHBIX apXUBOB,

OpraHoB yMpaBJICHUS apXUBHBIM JiesioM), hopma peanuzanuu (11K
u JIBC, MHTEpHET, TUPAKUPOBAHNE HA HOCUTEIIAX).
CoBpeMeHHbBIE aBTOMAaTU3HPOBAHHBIE APXUBHBIE TEXHOJIOTHH:
IIPOrpaMMBI JUIsl aBTOMATU3aLMHU YUETa, KOMILIEKTOBAHHUS,
9KCIIEPTHU3bI LIEHHOCTH, 00ECIIeUeHUsI COXPAaHHOCTH,
UCIIOJIb30BaHUs JOKYMEHTOB, aBTOMaTU3UPOBAaHHbBIE
MH(OPMAaLIMOHHO-TIOUCKOBBIE cCTeMbI. IHTEerpupoBaHHbIE
MHOTO(YHKIIMOHAJIbHBIE TIporpaMMbl. THpOpManmoHHsle
rpouecchl U (GYHKIUHU B cHCTEME «YUeT apXUBHOTO (poHIa»
(Mucodr). ObmmeoTpacieBas cuCTeMa aBTOMAaTH3UPOBAHHOTO
ydera JoKyMeHToB ApxuBHoro ¢onna PO. [Iporpammsl
«ApxuBHBIHA GOHTY, «DPOHAOBBIN KaTaor». MexapX1UBHbIE 0a3bl
JaHHBIX (peecTp YHUKAJIbHBIX JOKYMEHTOB ApXHUBHOTO (OH/A,
aBToMaTu3upoBanHbliil LIOK, «Apxusnas Poccuka» u ap.).
HNndopmartuzanus apxuBoB opranuzanuii. OCHOBHbIE POOIEMBI
KOMITbIOTepH3anuu HHpopmarmonHoro novcka. UI1C




JOKyMeHTalbHbIe U pakTorpapudeckue. Knaccuduxanms
nHGOPMaIMOHHO-TIONCKOBBIX S3bIKOB. becTe3aypycHblit
nouck. Te3zaypycsl U ux penakrupoanue. Kiaccupukatopsr
JIOKYMEHTHOM UH(OpMALIUK — UX YHU(PUKAUSI U
penaktupoBanue. Ctanmapruzamnus GopMaToB OMUCAHUS
noxkymeHToB. EKJIM. DnekTpoHHbIE MyTEBOAUTENH, OIKCH,
karanory, ykazarenu. Mexapxusasie AUTIC. bank ganabix
«Knura namsarn», «ApxuBHas Poccuka», ALIOK.
[HonnotexctoBbie AUIIC. UHTErpripoBaHHbIE TOUCKOBBIE
CUCTEMBI U MporpaMmMHoe o0ecrieueHue i ux peanuzauuu. Onsit
I'maBapxuBa r. Mocksbl, 'AP®, ApxuBa PAH, peruonanbHbIx
apxuBoB. [Iporpammublii komiuieke «Kancca-ApxuB» u ero
BHeJIpeHuE. MexX1yHapOIHbIE POEKTHl KOMITbIOTEPHU3AIUU
apXUBHBIX TexHOJIOTUM — «ApxuB Komunrepnay», «CBAI».

Paspen 7.
HuTepHeT-TeXHOI0THN
1 THPOPMAIIHOHHBIE
pecypcsl,
KCIIOJIb3yEeMBbIE B
apXUBHOM Jee.

[IpuMeHeHHe ceTeBbIX TEXHOJIOIMH B MHPOPMALIMOHHOM
obecrieueHnn pabOTHI APXHUBOB, CO3/ITAHUN MEKAPXUBHBIX
UH(POPMALMOHHO-ITOMCKOBBIX CIIPABOYHUKOB, YIIPABICHUN
oTpaciibto. ['11006anbHbIe BEIUUCIUTEIbHBIE CETH U aPXUBBHI.
[Ipob6nema co3nanust pecypcoB OT€UECTBEHHBIX apXUBHBIX
yupexeHuil B Inrepuete. O61erocy1apcTBEHHbIE apXUBHBIE
nopTajsl — «ApxuBbl YKpauHb»; « ApxuBbl benopyccumny;
«Apxussl JIuts». Caiit Pocapxusa «Apxussl Poccuny.
Metoanueckue ykazanust Pocapxua mo co3nanuto caiita
APXUBHOTO YUPEXKJICHHS. XapaKTEPUCTHKA HH()OPMAIIHOHHBIX
pECypcoB POCCUICKMX apXMBOB B II100aJIbHOM CETH: CAlWTBhI
npeacTaBuTeNnsckue u HaydHble. [Ipoonemsr myonukamm HCA u
nokyMeHTOB B MHTepHeTe. bubnuoreku ccpuiok. CaT «ApXUBBI
mupa» FOHECKO. Opranuzanust 1octyna K 3JIeKTPOHHBIM
pecypcam o 10KyMeHTax ApxuBHOTO GoHaa PO, pa3menieHHbIM
Ha nopTajne «Apxusbl Poccumn», B ToMm unciie «l{enTpanibHoMy
(doHI0BOMY KaTanory»; «PeecTpy yHUKaJIbHBIX JOKYMEHTOBY.
Co3nanne «EnnHol HHTErparimoHHON TUIATPOPMBI
UH(QOPMALIMOHHBIX PECYPCOBY» POCCUICKUX apXHUBOB.

Pasnen 8. TexHomorus
XPaHEHHUsI AJICKTPOHHBIX
JIOKYMEHTOB U 3alllUTa
nH()OPMAITIH B
“H()OPMAITHOHHBIX
CHUCTEMaX.

[IpobGnema coxpaHeHUs ATCKTPOHHBIX TOKYMEHTOB Ha
coBpeMeHHOM rtarne. [Torarus «MY/», « IMH», «35meKTpOHHbII
nokymeHT» (D/1) 1 uX HOPMATUBHO 3aKpETUICHHbIE AeUHUIINN.
Huckyccuu o npupoze D/1. OcoGeHHOCTH MAIIMHOYUTAEMBIX
JIOKyMEHTOB KaK OOBEKTOB apXUBHOTO XpaHeHus. Bompocsr
IOpPUIUYECKOMN CHIIBI U «JI0KA3aTENbCTBAY» HA/IEKHOCTH HOCUTEIIEH,
OTJIETIEHHOCTH MH(GOPMAIIH OT HOCUTEIISI, HEOTPaHUYEHHOCTH
BOCTIPOM3BEICHHS OPUTHHAIOB, BEICOKON ce0€CTOMMOCTH
XpaHEeHUS; CTAPEHUE TEXHUYECKOTO B MPOTPAMMHOTO
obecnieueHus; GopMaTHON HECOBMECTUMOCTHU, OTIUCAHUS

u 1p. [IpaBoBo€ perynrpoBaHue OpUANYECKON cuitbl D/ B Hamiei
CTpaHe U 3a pyOe:koM. DIeKTpOHHas 1TU(POBast MOAIMHUCH.
TexHOIOoTHN OTIEPATHBHOTO XPAHEHUS dJIEKTPOHHBIX JOKYMEHTOB
(3ammTa OT BHPYCOB, COOEB DIIEKTPONUTAHUS, Pe3EPBHOE
KommupoBaHue u ap.). [IpobGiema 10AroBpeMEHHOTO XpaHECHHSI
3JIEKTPOHHBIX JIOKYMEHTOB U MOAJIEPKAHUS UX Ay TEHTUYHOCTH.
OcoOeHHOCTH KITacCCU(pUKAIIUK, YUETa, ONMMCAHUS U IKCIEPTU3bI
IIEHHOCTH JIEKTPOHHBIX JOKYMEHTOB. TpeOoBaHMs
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UHPOPMAITMOHHON 0€301IaCHOCTH K aBTOMATH3UPOBAHHBIM
cuctemaM B JIOY u apxuBHOM Jienie. OCHOBHBIE HAIIPaBJICHUS U
MEpBHI TI0 3a1uTe HHPOpPMAIMK OT HECAHKIIMOHUPOBAHHOTO
noctyna. Co3maHue 3JeKTPOHHOTO (OH/IA MTOTH30BaAHHUS.
Coznanue LlenTpa xpaHeHUs 3JIEKTPOHHBIX JOKYMEHTOB
POCCHUICKHX apXHBOB.

4. OOpa3oBaTe/ibHble TEXHOJOTHU

Ne |HammenoBaHue Buanbi yueOHbIX
. OO0pa3oBaTe/ibHbIE TEXHOJIOTUH
n/n |pa3ngeJia 3aHATHH
1 |2 3 4
1. |1.BBenenue. Jlexknus 1. BBomHas nekmusg ¢ HCHOJIB30BaHHEM
BHJIEOMATEPHUATIOB
CamocrositenbHas | KoHcynpTHpoBaHue 51 IIPOBEPKA
paboTta JIOMAIIHUX 3a/1aHAN IIOCPEJICTBOM
AJIEKTPOHHOW IOYTHI
2. |Pazgen 2. Hcropus Jlexuus 2. Jlekuus-Busyanusanus € IMPUMEHEHUEM
MEXaHU3aIUU 1 CIalI-TIPOEKTOPA.
aBTOMaTu3alluu
apXUBHOTO Jienia B Hamel |CamoctositenbHas  |[1oAroToBKa K KOHTPOJILHOI paborTe.
CTpaHe U 3a py0OeskoM paboTa
3. |Pasmen 3. HopmaruBHo- |Jlekius 3. Jlekuus-Bu3yanuszanus ¢ HMPUMEHEHUEM
npaBoBast 0aza JlaGopaTtopHas CIalI-TIPOEKTOPA.
uH(pOpMaTH3aIUK pabota [IpoBepka BBINIOJIHEHUS 3aJaHUS
apXHBHOTO Jera. [TonroroBka K KOHTPOJIBHOU paboTe.
CamocrosiTenbHas
pabota
4. |Pazgen 4. Jlexnus 4. Jleknus-Bu3yanuzanus ¢ MPUMEHEHUEM
OcHOBHBIE OOBEKTHI 1 JlaboparopHas CIaNA-TIPOEKTOPA.
TIPHHIAIIBI pabota [TpoBepka BBITIOIHEHUS 3aaHUS
aBTOMATH3ALMH CamocrositenbHas | KoHcynpTupoBaHue u MpOBEpPKa
apXHBHOTO JieJa. pabota JOMAIIHUX  3aJaHui MIOCPEACTBOM
AJIEKTPOHHOU IOYTHI.
5 |Pa3men 5. Ba3bl nanubix B |JIekius Jlekimst ¢ pa3boOpoM  KOHKPETHBIX
apXUBHOM JIeJIe. 5. CUTyaLUil.
JlaGopaTtopHas BrinosiHeHNE MPaKTUYECKOTO 3aJaHUS 110
pabota aHanmu3y TmpaBuil pabOTHl apXMBOB U
CamocrosTenbpHast | CTaHAAPTOB.
paboTa. KoHncynbsTpoBanue u IIPOBEpPKa
JOMAIIHUX  3a/JaHHUK MOCPEACTBOM
AJIEKTPOHHOM MOYTHI.
[TonroroBka K KOHTPOJBHOW paboTe u
3aMoJHEHUI0 pabouel TeTpaau.
6 |Paznen 6. [lpuknagnoe  |JIekus 6. Jleknus-Busyanuzanus ¢ HNPUMEHEHUEM
pOrpaMMHOE JlaGopaTtopHas CIalI-IIPOEKTOPA.
obecrieueHue st paboTta IIpoBepka BBINIOJIHEHUS 3aaHUS
ABTOMAaTHU3UPOBAHHBIX KoncynberupoBanue 51 MpoBEPKa
apXUBHBIX TeXHONOTMH  |CaMOCTOSITEebHASL | TOMAITHUAX 3aJlaHui MOCPEJICTBOM

(AAT).

pabota

AJIEKTPOHHOW MOYTHI.
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Paznen 7. Jlexkuus 7 Jlekuus-Busyanuszanus ¢ MPUMEHEHUEM

HntepHer-TexHonoruu 1 |JlabopaTopHas CIaNA-TIPOEKTOPA.

nH(pOpMAIIOHHBIE pabota [IpoBepka BBITIOTHEHUS 3aJaHUS

PeCypChl, HCIOJIb3yeMble KoHncynbTupoBanue 51 IIPOBEPKA

B apXUBHOM JieJie. CamocrosiTenbHas  |IOMaITHUX 3alaHui MOCPEACTBOM
pabota AJIEKTPOHHOW IOYTHI.

Pa3znen 8. Texnonorus Jlexuus 8. Jleknus-Busyanusanus € IPUMEHEHUEM

XpaHEHUS AIMEKTPOHHBIX CIIAMI-IIPOEKTOPA.

JOKYMEHTOB M 3aIlUTa JlaboparopHas IIpoBepka BBINIOIHEHUS 3aJaHUS

uH(opmanuu B pabota KoucynbTupoBanue u MpoBEpKa

MH(POPMAIMOHHBIX CamocrosiTenbHas |IOMalIHUX 3a7aHuM MOCPEJICTBOM

cucTeMax. pabota AJIEKTPOHHOW IOYTHI

B nepuos BpeMEHHOro NPUOCTAHOBJICHUS IOCEIICHUS OO0YYaroIMMHCS TOMEUICHUNH U
teppuropun PITY mis opranuzamuu ydeOHOro mpolecca C MPUMEHEHHEM 3JIEKTPOHHOI'O
oOydeHusT W JAMCTAHIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTMH MOTYT OBITh HCIOJB30BaHbI
cieayronme oopa3oBaTebHbIe TEXHOIOTHUU:

— BUJEO-JICKIINH;

— OHJIANH-JIEKLIUU B PEKUME PEaJIbHOTO BPEMEHH;

— DIJIEKTPOHHbIE YUeOHUKH, yueOHbIE TOCOOMS, HayuHble U3aHUS B 3JIEKTPOHHOM BHJIE U
JOCTYI K MHBIM 3JIEKTPOHHBIM 00pa30BaTebHBIM pecypcam;

— CUCTEMBI JIJISl 3JIEKTPOHHOT'O TECTUPOBAHNUS;

— KOHCYJIbTAllUM C UCIIOJIb30BAHUEM TEJIEKOMMYHUKAIIMOHHBIX CPEICTB.

5. OneHka JIaHMPyeMbIX Pe3yJbTATOB 00y4eHHs
5.1. Cucrema o1ieHUBaHUS

®opMa KOHTPOJIS Makc. K0J1M4ecTBO 0aJ1JI0B
3a ogny (Bcero
padoty
Texynmi KOHTPOJIb:
- onpoc Ha rabopamopHom 3auamuu |5 oannos |30 dbannos
- KonmponvHas paboma (pepepam) |10 10 6annos
- pabouas mempadsb cmyoeHma 5 6annos |20 6annos
(memwt 1-3),
151 cmyoenmos 3a04H020 omoeneHus
1-4
IIpomMexxyTouHas arrecranus 40 6annos
(umozosas KOHmMmpoIbHAsA paboma)
HTroro 3a cemectp (Oucyuniuuy) 100 6annos
3auém

[Tonmy4yeHHBII COBOKYIHBIN Pe3yIbTaT KOHBEPTHPYETCS B TPATUIIMOHHYIO KAy OIICHOK H B
IIKaTy OIIeHOK EBporieiickoii cucteMbl nepeHoca 1 HakorieHus kpeantos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM C TaOIHIICH:

100-0asutpHas TpazmionHas mKaa Ikana
[IKaIa ECTS
95 -100 OTJINYHO A
83-94 3a4TEHO B
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68 — 82 XOPOIIO C
56 — 67 D
5055 YIOBJICTBOPUTEIILHO B
20 — 49 FX
0_19 HEYJIOBJICTBOPUTEIILHO HE 3a4TEHO v

5.2.Kputepuu BbICTaBIEHUS OLICHKH MO JUCHUIUIMHE

Bbanibl
/
Ixana
ECTS

OneHnka mno
JAUCHHUILINHE

Kpurepun oueHku pe3yJibTaToB 00y4eHHS 1O
AUCIHHUIJINHE

100-83/
AB

«OTIAYHOY/
«3a4TE€HO (OTIUYHO)»/
«3aYTEHO»

BricTaBnsercs oOy4daromemMycsi, €Cii OH TITyO0KO U TPOYHO
YCBOMWJI TEOPETUYECKUI U IPAKTUYECKUNA MATEpUall, MOKET
MIPOJIEMOHCTPUPOBATH 3TO HA 3aHATHUSAX U B X0OJI€
IIPOMEKYTOYHOM aTTECTALUU.

OOyuaromuiicss KICUEPIBIBAIONIE U JIOTHYECKH CTPOUHO
u3JaraeT yueOHbI MaTepuall, yMeeT yBsI3bIBaTh TEOPUIO C
MIPAKTUKOM, CIIPABIIAETCS C PEUICHUEM 3a]a4
npodeCCHOHATIBLHON HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJI0HOCTH, MPAaBUIHLHO 0OOCHOBBIBAET MPUHSATHIC PEILICHUS.
CB00OIHO OpUEHTHUPYETCS B Y4eOHOH 1 npodeccrnoHalbHOM
JTuTepaType.

OneHka o AUCUMILTMHE BBICTABJISIOTCS 00ydarolemMycs ¢
Y4E€TOM pE3yJIbTAaTOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTal1H.

Komnerenuuu, 3akpeninéHuble 3a JUCUUIIMHOM,
c(hopMHUPOBaHbI HA YPOBHE — «BBICOKHIIY.

82-68/

«XOpomIoy/
«3a4TEHO (XOPOIII0)»/
«3aYTEHO»

BricTaBisiercs 00y4JaromeMycsi, €CJIi OH 3HACT
TEOPETHUYECKUI U MPAKTUUYECKUH MaTepHrall, [PaMOTHO U MO
CYLIECTBY HU3JIaraeT €ro Ha 3aHATHSIX U B XOJIE
MIPOMEKYTOUYHOM aTTECTAllMH, HE JIOITyCKasl CyIIECTBEHHBIX
HETOYHOCTEH.

OOyyaromuiics MPaBUIILHO MPUMEHSET TEOPETUUECKUE
MOJIOKEHUS MIPU PEUICHUN MPAKTUYECKUX 3a]1a4
npodecCHoHaTbHOM HAMIPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’)KHOCTH, BJIaJIe€T HEOOXOAMMBIMHU JIJIsi ’TOTO HABBIKAMU U
NpuEMaMH.

JlocTaTouHO XOPOIIIO OPUECHTUPYETCS B yUSOHOU U
npodeccuoHanbHOM TUTepaType.

OreHka 1o JUCIUIITNHE BBICTABIISIOTCS 00yUJaIomeMycs C
Y4ETOM pe3yibTaTOB TEKYIIEH U MPOMEXYTOUHOM
aTTECTallNH.

Komnerenuuu, 3akperi€HHble 3a TUCIMILINHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIIHIi).

67-50/
D.E

«YIOBJIETBOPH-
TEIbHOY/
«3aUTEHO
(ynosneTrBopu-
TEJILHO )»/
«3aYTEHO»

BeicraBisiercs o0yyaromemycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUIN U IPAKTUYECKUN MaTepHral,
JIOITyCKAeT OTAEIbHbIE OIIMOKHU MPH €ro U3JI0KEHUU Ha
3aHATUAX U B XOJ€ POMEXKYTOYHOU aTTECTALUH.
OOyuaronuiicsi UCTIBITHIBAET ONpeIeEHHbIE 3aTPyAHEHHS B
IIPUMEHEHUHN TEOPETUYECKHX MTOJIOKEHUI ITPU PEeIIEHUN
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Bbanasl | Ouenka mo Kputepun oneHkn pe3yibTaToB 00y4eHuUs 10
/ AUCHHUILINHE AUCHHUILINHE

IIxana
ECTS

NPaKTUYECKUX 3a/1a4 MPO(eCCHOHATBLHON HANPaBIEHHOCTH
CTaH/IapTHOT'O YPOBHS CIIO)KHOCTH, BIIaIe€T HEOOXOUMBIMU
JUISL ATOTO 0A30BBIMU HABBIKAMH U PUEMAMH.
JleMOHCTpHUpYET TO0CTaTOYHBIN YPOBEHb 3HAHUS y4eOHOM
JUTEPATYpPHI 110 TUCLUILINHE.

OnenHka o AUCUUILTMHE BBICTABJISIOTCS 00ydarolemMycs ¢
Y4E€TOM pE3ysIbTaTOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTal1H.

Komnerenuuu, 3akpeniénnble 3a JUCUUILIIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «IOCTATOYHBINA.

49-0/ «HEYJIOBJICTBOPUTENL | BrIcTaBisieTcst 00yJaromemycs, €Clid OH He 3HAeT Ha 0a30BOM
F.FX HOY/ YpOBHE TEOPETUYECKUI U MPAKTUYECKUI MaTepuall,
HE 3a4TEHO JIOTTYyCKaeT TpyOble OMUOKH MPU €ro U3JI0KEHUU Ha 3aHITHUIIX

U B XOZI€ TPOMEXYTOUYHOMN aTTeCTal|H.

OOy4aronMiicst UCTIBITBIBACT CEPhE3HBIC 3aTPyIHEHHS B
IIPUMEHEHNU TEOPETUUECKUX TOJI0KEHUH NPU PELICHUH
MPaKTUYECKUX 3a/1a4 MPOo(eCCHOHATBLHON HANPaBIEHHOCTH
CTaHIapTHOTO YPOBHS CIIO)KHOCTH, HE BJIa/I€ET
HEOOXOUMBIMHU JJI1 TOTO HAaBbIKAMU U MPUEMaMH.
JlemoHCTpHpyeT parMeHTapHble 3HaHHS y4eOHOH
JIUTEPATYPBI 110 JUCLUIUIMHE.

OneHka o AUCHUILUINHE BBICTABIISAIOTCS 00Y4atOEMYCs C
Y4ETOM pE3ysbTaTOB TEKYIIEH U TPOMEKYTOUHON
aTTecTalyu.

KoMmnereHnny Ha ypoBHE «JIOCTaTOYHBIN), 3aKPETUIEHHBIE 3a
JWCLUIUIMHON, He c(hOPMUPOBAHBHI.

5.3. OneHouHsble cpeacTBa (MaTepuaibl) Ul TEKYLEro KOHTPOJIs yCIIEBaeMOCTH,
MIPOMEXKYTOUHOM aTTecTalli 00y4arouxcs 0 JUCLUILIINHE

Ilpumepnvie mecmul 01: O1UY-KOHMPOILHOU PAOOMBL.
Bapuanm 1.
1. OOmeoTpaciaeBoe NpoOrpaMMHOE 0OSCTICUCHHE aPXUBOB ATO —
A. euHbIE IpaBUiIa CO3aHMs HHPOPMAIIMOHHBIX PECYPCOB PETHOHA;
b. CAWHBIC CTAHAAPTHI OIMUCAHUA apXHUBHBIX JOKYMCHTOB;
B.obmepoccuiickue kinaccuuraTopbl JOKYMEHTHOM HH(OpMALINK;
T. nmporpaMmMbl  HWJIM KOMIUICKCBI IIpOorpaMm, IMpPCJAHA3HAYCHHBIC [JId aBTOMAaTU3allun
OTIpeIeTICHHON TEXHOJIOTHH B ONPEICIICHHON KaTeTOPUU apXUBHBIX YUPEKICHHIM.

2. Jlunrsuctuueckoe odbecrneuyeHne HHHOpMaMOHHO-TIOUCKOBOM CUCTEMBI 3TO —

A. KOMILIEKC MPUKIATHBIX IPOTpamm;

b. cucrema ynpasienust 6a3aMu 1aHHBIX;

B. COBOKYIHOCTb HCKYCCTBEHHBIX HHPOPMAIIMOHHO-TIOMCKOBBIX SI3bIKOB M CPE/ICTB MTOMCKA;

I'. COBOKYNMHOCTP  HpPOTrpaMMHO-ANNapaTHBIX CPEACTB BBOJA, OOPaOOTKM M XpaHEHUs
uH(popMaLuu.

3. OCHOBHBIM NPUHIMIIOM HH(OPMATU3ALKUN APXUBHOTO JIeja SIBJISETCS MPUHLIMII
A. co3naHus pacnpeeeHHbIX HHPOPMALIMOHHBIX PECYPCOB;
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E.MO,Z[epHI/IBaL[I/II/I MMPUMCHSCMBIX TEXHOJIOTHUI U porpaMmMHOTO O6€C1’[€‘-ICHI/ISI;
B.BHe)IpeHI/If{ HUCKIIIOYUTCIBbHO MCKAPXHUBHBIX I/IH(i)OpMaHI/IOHHO-HOI/ICKOBI)IX CUCTEM,
I. MPECMCTBCHHOCTH TPAAUIIUMOHHBIX U aBTOMATH3UPOBAHHBIX TEXHOJIOTUI MCKAY COOOM.

4. Bueapenue nH(pOpMAIIMOHHBIX TEXHOJOTHI B MacIITabax apXUBHOM OTPaciy PEryIupyercs U
IUTAHUPYETCS COTVIACHO

A. ®epepanbHOMY 3aKOHY 00 «ApXUBHOM Jiene B PDy;

b. apxuBHOMY 3aKOHO/ATENILCTBY CYyOBEKTOB (eaepaluy;

B.«OcHOBHBIM IpaBuiiaM pabOThl apXUBOB OpraHU3aIui;

I'. «IIporpamme undopmaruzanmu denepaabHOTO0 apXUBHOTO ar€HTCTBAY;

5. OcHOBBI BHEJIpEHHsI aBTOMAaTU3UPOBAHHOIO y4eTa U CIPaBOYHO-NOUCKOBBIX cpeacTs (AUIIC)
B MYHHMIIMIIAJIbHBIX apXUBaX 3aKpEIICHbI

A. B 3akoHe «O0 apxuBHOM Jiefie B PDOy;

b. apxMBHOM 3aKOHOJATEILCTBE CYOBEKTOB (heiepalny;

B. «OcHOBHBIMU NTpaBUIaMH pabOTHl ApXUBOB OPTaHU3ALININ»;

I «llpaBuiiaMu OpraHMsalMyd XpaHEHUs, KOMIUIEKTOBAHMs, Yyde€Ta M MHCIOJIb30BAHUS
nokymMeHTOB AD P® u npyrux apXuBHBIX JOKYMEHTOB B F'OCYJAapPCTBEHHBIX U MYHMIIMIAIBHBIX
apxXuBax».

6. Enunas aBTOMaTH3MpOBAaHHAS OTPAciIeBas CUCTEMa BHEJIPEHA B apXUBHOM Jielie B 00JacTh
A. KOMIIJIEKTOBAaHUS apXUBOB;

b. sxcnepTH3sl HEHHOCTH TOKYMEHTOB;

B. ydyera 1oKkyMeHTOB;

I'. ucnonp30BaHUsA JOKYMEHTOB.

7. BHenpenue o0I1eoTpacieBbiX IpOrpaMM B apXUBHOM JIEJI€ CITIOCOOCTBYET

A. MOJIEpHHU3AINN TEXHUUECKOTO 00ECTICYCHHS apXHUBOB;

b. noBsIeHno 3 PeKTUBHOCTH TDTAHUPOBAHHSI pad0Yero BPeMEHU apXUBHUCTA;

B. co3nannio yHUKaIBHBIX WH()OPMAITMOHHO-TTOMCKOBBIX PECYPCOB;

I wuHrerpanuu u yHUPUKaMU (HOpPMATOB JAaHHBIX U  CO3JAAHHUIO  MEKAPXUBHBIX
MH()OPMAITMOHHBIX CUCTEM.

8. C nesnbio co3manus cTpaxoBoro ¢poHa 1 poH/a MOIb30BaHUS B apXUBaX MPUMEHSETCS
A. MyJbTUMEANITHBIE TEXHOJIOTHH;

b. nHbopMalnoOHHO-TIONCKOBBIE CUCTEMBI;

B. cereBble TexHOIOTHY;

I'. TexHonorus onudpoBaHus.

9 . llenpto nHpOpPMATH3AITIN APXUBHOTO JIeJIa SBISETCS:

A. OGecrieueHue yJalIeHHOTO JIOCTYyTIa MOJIb30BaTesel K HH(OPMAIIMOHHBIM pecypcaM apXHUBOB;
b. [ToBbIlIeHHE TOYHOCTH U OTIEPATUBHOCTHU yuyeTa IOKyMEHTOB;

B. Co3nanue panmoHalbHOW CHUCTEMbl KOMIUIEKTOBAHMS, XpAaHEHHsS W TOUCKAa HHPOpMALUU
ApxusHoro ¢onna PO ¢ nomouisio nHGOPMAIIMOHHBIX TEXHOJIOTHIA;

I'. Bce BhllIEIEPEUHCIIEHHOE.

10. DnexTpoHHbIE JOKYMEHTHI BKIIFOUEHBI B cOCTaB ApXuBHOTO (hoHaa PO

A. Ha ocHoBanuu ¢enepanpHoro 3akona «O0 anekTpoHHOH mudposoi moxmucu» Ne 1-@3 ot
10.01.2002

b. H a ocHoBanuu ¢QenepanbHoro 3akoHa Poccuiickoit @enepanun «O06 apXuBHOM Jene B
Poccuiickoit ®enepammu» Ne 125-@3 ot 22.10. 2004.
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B. Ha ocHoBanuu ¢enepanbHoro 3akoHa «O0 uHbopMaiuu, nHOOPMAIMOHHBIX TEXHOIOTHIX U
3amute nHpopmarum» Ne 149- @3 ot 27.07.2006
I'. Ha ocHoBanuu (henepanpHoro 3akoHa «O0 00s3aTeIbHOM SK3EMILIAPE JOKYMEHTOB» Ne 77-

@3 ot 29.12.1994

Bapuanm 2.

1. baza JaHHBIX C MTPUBCIACHHBIM HUKC IICPCUHCM IoJIeii B APXUBC UCIIOJIB3YCTCS IJIA:

A. KommiexkroBanus.
b. Yuera nokymeHTOB.

B. [loncka 10KyMEHTOB U JOKYMEHTHON MHGOpMAaIUH.
I". KOoHTpoJIsl HCIIOJIHEHUS 3aIIPOCOB.

maxkoice 6 apxueax Tiomenu u
Tobonvcka oAl
Kamano2uzayuu @onoos
LCNONIKOMOB 20PCO8emos)
MHPOPMHUPOBAHUE TPAXKAAH O
CO3JJAaHHBIX UMY
MH(POPMALMOHHBIX pecypcax

cosema H.0. 1980-91 22.»

10.
11.
12.

Apxue Haszeanue b/] [lons.
I'A Teepckoti obnracmu «Pewenus u pacnopsocenusy  Pane yupescoenus
(npumensemcs Kanununckozo 2opoockoeo  Buo ookymenma,

Ne ooxymenma,
Hauanvnas oama,
Kouneunas oama,
Cooeporcanue,
Teocpagpus;
Ompacns;
Ha3zseanue
omuowenuu
OoKyMeHm,
Dono No;
Jleno No;
Onucw No;

Komopozco

13.

Jlucm Ne.

yupedxicoeHus,

8
NpUHAM

1. K MexapxuBHbIM 0a3aM JJaHHBIX OTHOCSTCS:
A. DneKTpOHHBIN KaTanor «ApXUTEKTypa U rpagocTpoTenbcTBo Mockssl, Cank-IlerepOypra u
npuropos1oB» Ha caiite PI'’A HT/I;
b. ba3za nanubIX «ONBITHO-KOHCTpYKTOpCKas AokyMeHTauust B PUA HT /I »;

B. CD-ROM

I'. Dnexrpounsrit myreBoaurens mo PICA HT/I.

3. K MexapxuBHBIM 0a3aM JaHHBIM OTHOCSTCS
A. AHHOTHpOBaHHBIN peectp onuceid PI'’A BM®;

b. Omuce dbonma

Cubupckoro-resepan

ry0epHaTopa

“lO.A. I'arapun» u ero cereBas Bepcus Ha caiite PI’A HT/];

B T['A Owckoi

B. IIporpamma «Y4et apxuBHoro ¢hoHaa» B ['ocapxuse BopoHexckoit o01acT;
I'. Peectp yHHKaNbHBIX TOKYMEHTOB ApXUBHOTO (poHma PD.

4. NnTerpupoBaHHble 0a3bl

JaHHBIX OTJIMYarOTCA:

A. Hanu4yKMeM ONMUCaHUN JJOKYMEHTOB pa3HbIX (POH/IOB;
b. Hanm4Mem onKcaHuil JOKYMEHTOB Pa3HbIX 3I10X;

B. Hanmuuuem pasHbIX ypoBHEH onucanus (GOH[, OMUCH, €10 U Jp).
I'. Hanmm4Mem onucaHuil JOKYMEHTOB Pa3HbIX APXUB

5.Y4etHble 0a3bl TaHHBIX TIPETHA3HAYCHBI JIJIS

A. OCYHICCTBIICHUA CTATUCT

NMYCCKUX onepaunﬁ.

b. OopraHu3alr SKCIICPTU3BI HCHHOCTU,
B. OIIpCACIICHUA CPOKOB XpaAHCHHA JOKYMCHTOB,
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I'. noucka 10KyMeHTHON HH(opMaIuuy;

6. K agMuHHCTpaTUBHO-YIIpaBICHUECKUM 0a3aM JaHHBIX OTHOCSTCS:
A. B/] no y4eTy TOKyMEHTOB B apXHBE;

b. b/] o yueTy ncnosib30BaHusl JOKYMEHTOB B apXUBE;

B. B/I «Karasor pemeHui ropuciojikoMa B TOPOJCKOM apXHBE;

I'. B/] o BeneHMIO TNIaHOBO-OTYETHON JJOKYMEHTAIMU B apXUBax

7. K uH(pOpMamoHHO-OUCKOBBIM 06a3aM JaHHBIX OTHOCSTCS

A. B/] no y4eTy TOKyMEHTOB B apXHUBE;

b. b/] o yueTy ncnosib30BaHusl JOKYMEHTOB B apXUBE;

B. B/] «Karaior pemeHui ropuciojikoMa B TOPOJCKOM apXHBE;
I'. b/] o BeneHMIO TNIaHOBO-OTYETHON JOKYMEHTAIMU B apXUBax

8. baza naHHBIX CO CIEAYIOIMMU MOJISAMU SBISIETCA:
A. YaetHOU

b. MaTerpupoBaHHoON.

B. AIMHHHCTPAaTUBHO-yIIPABICHYECKOMN.

I'. IIoTHOTEKCTOBOM.

Apxue Ha3zeanue bazvillons
OaHHbIX
{AOIM «Obwecmeento- 1. Haumenosanue opeanuzayuu;
noaumuyeckue napmuy, 2. Hanpaenenue oesmenvHocmu napmuul;
U OBUINCEHUSY) 3. Buo doxymenma;
4. 3aeconosox 0oKymenma,
5. Hama ooxymenma,
6. Ilonnoma mexcma;
7. Cnocob 6ocnpouszsedenusi;
8. Ioonunnocmo;
9. Bpems nocmynienus 6 apxus;
10. Ilouckoswvie oanmbie;
11. Texcmul ycmagos u npoecpamm napmulii.

9. baza maHHBIX CO CIEAYIONIMMU MOJISIMH SIBISICTCS:
A. YuetHon

b.ITonckoBoi.

B. AIMHHHCTPAaTHBHO-yIIPABICHUYCCKOM.

I'. IToHOTEKCTOBOIA.

Apxue Haszeanue B/] llons
[[IXU][K (PI'BA) b/ no eoennoniennvim . Damunus
epascoanam 'epmanuu,|2. HUms
Snonuu. Aecmpuu,|3. Hwmsa omya;
Hmanuu, 4. Hdama poocoenus
Ulokcembypea, 5. Mecmo poocoenus;
Benepuu, Tonbwu 6. Mecmo orcumenvcmea;
nepuoda emopotl 7. Bepoucnoseoanue,
muposoul  eotinbl  (no 8. Cemetinoe nonodicerue;
ponoy I'VIIBU). 9. Ilpogheccus;
10. Bounckoe 36anue;
11. Bounckasa uacmo,
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12. Mecmo nnenenus;

14. Mecmo 3axoponenus.

13. Mecmo cooepoicanus (nazepnv);

10. baza gaHHBIX CO CIAEAYIOMIMMHU MOJSMU SBJISIETCS:
A. DJIEKTPOHHON ONHUCHIO
b. DnexTpoHHBIM KaTajgorom.

B. Dnekrpo

HHBIM YKa3aTCJIEM.

I". DJIeKTPOHHBIM YTEBOIUTEIIEM.

Apxus Haszsanue 6asvl Oannvix  [[lons Omuyembl
l'ocyoapcme|b/] «Mempuueckue kunueuml.Yeso. [lepeuenb Mmempudeckux KHU2
eHHbIU -c 1720 no 1916 2. 2.Hacenennwiii nynxm. no oame, MeCMONIONCEHUIO
apxue 3.1[epxosb, npuxoo, cobop. npuxooa, yepkeu.
Ceeponosck 4.1 00 3anucu.
ou obnacmuyl 5.Ne ghonoa.
(I'ACO) 6.Ne onucu.

7.Ne oena

S.Ne iucma.

Ilpumepnuie onpocwel 0151 Konnokeuyma
1) Kak u3MeHMIMCh OCHOBHBIE LI€IM W HAIpaBlICHUS HMH(POPMATU3ALMM apXUBHOTO JAeja Ha
COBPEMEHHOM JTare nmo cpaBHeHHIO ¢ 1990-mu romamu (Ha OCHOBE OTpACJIEBBIX MPOTpaMM U
TJIaHOB)?
2) B yem npeunmyiecTBa 00IIEOTPACICBOTO MTPOTPAMMHOTO 00€CTICUeHUS M KaKHe Pe3yJIbTaThl
JOCTUTHYTHI B €r0 pa3paboTKe 1 BHEJIPEHUU B apXUBHBIX yupexaeHusx Poccun?
3) Packpoiite Ha mpuMepax OCHOBHBIE IPUHIHUITBI HH)OPMATH3AUN apXUBHOTO Jiena B PO.
4)Korma MammMHOYMTAeMble JOKYMEHTHl ObUTM  OQUIMAIbHO BKIIOYEHHI B  COCTaB
roCy/1apCTBEHHOIO apXUBHOTO ¢donna
crpanbl? Kakuwe npoOieMbl apXUBOBEICHHS MAIIMHOYMTAEMBIX JOKYMEHTOB OOCYKIATUChH
yueHbIMH B 1960-80-€ roaps1?
5)Maiite onpeeeHre JIOKyMEHTa Ha
KHE CIIOpPBI BEYTCS YUEHBIE BOKPYT 3TOr0 ONpeesIeHus?
6)B ueMm criennpuKa MaITMHOYUTAEMBIX JOKYMEHTOB KaK 00bEKTOB apXUBHOT'O XpaHEHH?
7)Kakue cymecTByIOT KOHLEMIUM MOCTOSHHOTO XPAaHEHHWs MAallMHOYMTAEMBIX JOKYMEHTOB B
3apy0eKHOM apxuBOBeZeHUU? KakoBbI cOCTaB JOKYMEHTOB U (DYHKIUH apXUBOB IJIEKTPOHHBIX
JOKYMEHTOB 3a py0e:koM (IpUBEAUTE MPUMEPB] TAKUX XPaHHWIIHUIL)?
8)KakoBbl cnienugpuueckre (TEXHOIOTHYECKUE) KPUTEPUN HKCIEPTU3bl LIEHHOCTU 3JIEKTPOHHBIX
JIOKYMEHTOB?

MAaIlIMHHOM HOCHUTEIJIE. Ka-

Temamuxa umoz06bix NUCbMEHHBIX PadOm

1. Tematuueckue AUIIC B apxuBHOM neine B 1970-80-e ronpl.
2. Tematnueckue AUIIC B apxuBHOM gene B 1990-¢ — 2000-e rofpi.
3. Coszganue TUTIOBOTO (OOIIEOTPACIEBOT0) MPOrPaMMHOTO OOECNedYeHus: B apXuBax B
1990-e-2000 rozpl.
4. lleHTpanu3oBaHHas CHCTEMa aBTOMAaTU3MPOBAHHOTO Yy4eTa JOKYMEHTOB ApXMBHOIO
¢donna PO.

5. IlpaBoBoe perymupoBanue nHGOpMaTU3AUK apXUBHOTO jena B 1990-e — 2010-e romsr.
6. OcHOBHbIE HaNpaBJIeHUs] U UTOTU MHPOPMATU3ALUHN apXUBHOTO jena B 1990-e — 2000-e
TOJBI.
7. OcHOBHBIE HalPaBJIEHUS Pa3BUTHsI MHTEPHET-TEXHOJIOTUH B apxuBHOM zene 1990-2000-x
IT. 1 ”HPOPMALIMOHHBIE PECYPChl ApXUBHBIX yupexaeHuil B UnTepHere.
8. ApXuBBI MaIIMHOYUTAEMBIX JAaHHBIX MHUpaA: UCTOPUS, COCTaB, CHELU(UKA XPaHSILIIXCS
JIOKYMEHTOB.
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9. HepCHeKTI/IBHHe HaITpaBJICHUS pa3BUTUA I/IH(l)OpMaTI/IBaHI/H/I APXUBHOI'O [1€JiIa HA COBPEMCHHOM
oTarie.
(CM TAaKKC MCTOAUYCCKHUC PCKOMCHAAINU T10 ITOATOTOBKE IMMCbMCHHBIX pa60T).

6. YueOHO-MeTOoqMYecKOe U MH(GOPMAIIMOHHOE o0ecTiedeHne JUCHTUIIIMHBI

6.1. CnucOk HCTOYHHKOB M JINTEPATYypPbl
HUcTouHuku
OcHoBHBIE

®denepanbubiii 3ak0H 0T 22 okTsiOps 2004 r. Ne 125-@3 "OO apxuBHOM Jeie B
Poccuiickoii ®eneparu” B pen. 11.02.2013 r.//Cobpanue 3akoHOmarenbcTBa Poccuiickoit
Oenepanuu. 2004. Ne 43. Ct. 4169. I'naBa 6. CT. 5.

[locranoBnenue IlpaBurenscrBa Poccuiickoit ®@enepanun ot 15 urons 2009r. Ne 477
«O0 yTBEp)KACHUM TPaBUJI JEJONPOU3BOJACTBA B (elepalbHBIX OpraHax HCIOIHUTEIbHOU
Biactu» //Cobpanue 3akoHogarenbcTBa Poccuiickoit @eneparun. 2009. Ne25. C1.3060.

[Toctanornenue IlpaButennpcTBa Poccuiickoit @eaepamnuu ot 7 ceHtssops 2011 r. Ne 751
«O BHeceHuu u3MeHeHui B [IpaBuia nenonpon3BoAcTBa B eliepaibHbIX OpraHax
HCIIOTHUTENbHOH BiacTn»// Cobpanue 3akoHoaarenbeTBa Poccuiickoit @enepanuu, 12.09.2011,
Ne 37, ¢1.5263.

[Tpuka3z MunkomcBszu Poccun ot 02.09.2011 Ne 221 «O06 yTBepxkacHUN TpeOOBaHUN K
MHPOPMALIMOHHBIM CHUCTEMaM  3JIEKTPOHHOTO JIOKYMEHTO0O0OpoTa (enepalbHbIX OpraHoB
UCIIOTHUTENIbHOM  BJIACTH, YYMTBHIBAIOUIMX B TOM 4YHCIE HEOOXOAMMOCTh 0O0pabOTKH
MOCPEJICTBOM  JAHHBIX CHCTEM CIYy)KeOHOH MH(OpPMauM  OrpaHHMYEHHOTO JOCTYIa»
//Poccuiickas razeta. N 261. 21.11.2011

I'OCT  52292-2004. VYunpaieHue opraHu3zanuei.  OJIEKTPOHHBIM  PETJIaMEHT
aIMUHUCTPATHUBHOU U ciIy>ke0HO0# aesTenpbHOoCcTH. OcHOBHBIC nojoxkenus. C 1 uronst 2005 r. M.,
2005.

I'OCT P HCO 15489-1-2007 «CHUBUJ. VYmnpaBnenue nokymeHtamu. OOmue
tpeboBanus». M.: Crannapruadopm, 2007

I'OCT P 54471-2011/ISO/TR 15801:2009 «Cuctemsbl 3JIeKTPOHHOTO JOKYMEHTO000pOTA.
Vnpasinenue gokymeHrtanmed. MHdopmanumsi, coxpaHsemas B 3JCKTPOHHOM  BHJE.
Pekomenpanuu mo oOecrie4eHHuI0 JOCTOBEPHOCTU U HAJEKHOCTH, YTBEPKACHHBIN NPUKA30M
@DenepalIbHOTO areHTCTBA 110 TEXHUYECKOMY PEryJMpoBaHHI0 U MeTposioruu oT 18.10.2011 Ne
466-cT.

I'OCT P 54989-2012/ISO/TR  18492:2005 «ObecnieueHue  IOATOBPEMEHHOM
COXPAHHOCTH AJIEKTPOHHBIX JOKYMEHTOBY, YTBEPKICHHBIN Mprka3zoM DenepasbHOTO areHTCTBa
10 TEXHUUYECKOMY PETYJIUPOBaHUIO U MeTposoruu ot 17.09.2012 Ne 325-cr.

AHanu3 MpOrpaMMHBIX  MPOAYKTOB, NpeJHA3HAYEHHbIX [Uid  UHGOpMaTH3ALUU
BHYTPUAPXUBHOU JIEATEILHOCTH TOCYIaPCTBEHHBIX U MYHHUIIUTIAIIBHBIX apXUBOB: aHAIHUT. 0030P
B 2-x T. T. .1: Anaimms...; T. 2: CpaBHUTENbHBIA aHATU3... TabIUIIBI CPAaBHUTEIIBHOTO aHau3a /
pyk. npoekta, orB. ucnoid. [O.JO. Omamesa; ors. ucnons. H.A. Tkauenko; ucnoiasH. M.B.
TapacoBa, M.JI. Haropnas, J1.JI. Konosanos; BHUMJIAJ.— M., 2015.—T.1: 157 ¢.; T. 2: 97 c. -
Hen. B OLHTHU mno poxkymentoBeaeHuto u apxuBHomy geiny 02.03.2016, Ne 269

http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-

archive.pdf
Enunbiii mopsaok 3anoiaHeHus mojei EquHoil aBTomMatu3npoBaHHOW MHGOPMAIIMOHHON

CHCTEMBI, COCTOALICH W3 NPOTPAMMHBIX KOMILUIEKCOB «ApPXHUBHBIH (GoHI», «DOHIOBBIN
karanor», «llenrpanpubiii GoHmoBeiii kaTanor»/O00 «Amant»y. M., 2014.//OnybaukoBaHo Ha
caiite DenepanbHON apXUBHOM CITY»KObI http://archives.ru/documents/methodics.shtml

Konnenmuus nadopmaTuzanuu apxuBHoro jaena / Becrnuk apxuBucta.1996. N 1. C. 60-
82. http://portal.rusarchives.ru/informatization/conseption.shtml
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http://portal.rusarchives.ru/informatization/conseption.shtml
http://archives.ru/documents/methodics.shtml
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf

[Mporpamma  uHpopmatuzammu  DenepaabHOTO apXMBHOTO areHTcTBa U
MOJIBEIOMCTBEHHBIX eMy yupexxaeHuit Ha 2011-2020 rr. (YTBepxkaeHa IIpukaszom PocapxuBa Ne
104 or 2 npexabps 2011 r.) //OnybnukoBaHo Ha caiite «ApxuBbl Poccum», pasgen
«uadopmarmzanus». www.rusarchives.ru/informatization/conseption.shtml.

[Iporpamma wuHpopmatuzanuu  apxuBHoro nemna Poccum (1997-2000) // BectHuK
apxuBucTa. 1996. N 6. C. 55-65. http://portal.rusarchives.ru/informatization/programm.shtml

[IpaBuna opraHuzanud XpaHEHHsS KOMIUICGKTOBaHHUS, y4eTa H  HUCIOJIb30BaHUS
NOokyMeHTOB A®D P® u npyrux apXuBHBIX JIOKYMEHTOB B TOCYJAAPCTBEHHBIX M MYHHIIUTIATBHBIX
apxuBax, My3esx, ombnuorekax, opranm3amusx PAH. M., 2007. TIIm. 2.9.-2.11, 3.1, 3.6, 5.6,
5.8,5.12,5.13,.5. 16, 5.17.

JlonmosiHuTEbHBIE

P/1 50-524-84 «Ilopsinok XpaHEHHs TOKYMEHTOB Ha MAIIMHHBIX HOCUTEISIX». M,, 1985.

I'OCT 6.10.4-84. «YuubuupoBaHHbIE CHCTEMBl JOKyMeHTanuu. l[lpunanue
IOPUAMYECKON CHIIBI JOKYMEHTaM Ha MAIlMHHOM HOCHUTENIE M MallMHOTPaMMeE, CO3aBa€MbIM
CPEICTBAMH BBIYUCIUTEIBHON TEXHUKN». M,, 1985.

I'OCT 28388-89. «Cuctembl 06paboTku uH(popManmu. J{OKyMEHTHl Ha MarHUTHBIX
HOCHUTENSX NaHHbBIX. [1ops10K BRIMOTHEHNS U OOpallleHus»;

ApxuBoBeIYeCKHE U JOKYMEHTOBeIYeCKHE (YHKUMOHAJbHble TpeOOBaHHA K
MH()OPMAITMOHHBIM CHCTEMaM, 00ECIIEYMBAIOIINM JJIEKTPOHHBIN JTOKYMEHTOOOOPOT B MpOIEcce
BHYTpPEHHEH NIeATeNbHOCTH (he/iepalbHbIX OpraHoB HCIOJHUTENbHON BiactH. Otuer mo HUP.
M.:BHUNJA, 2013. //Omy0IMKOBaHO Ha caiire «ApPXHBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

MeTtoauueckrie peKOMEHIAMK 10 3JIEKTPOHHOMY KOIHPOBAHUIO apXUBHBIX TOKYMEHTOB
U YOPaBJICHUIO TONy4YeHHbIM HH(popManuoHHbIM MaccuBoM/ FO.}OmameBa. Pocapxus,
BHUNIAUN, 2012. http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

PexoMeHganmu 1o KOMIUIEKTOBAHMIO, YY€Ty W OPTraHU3ALMU XPAHEHUS JJIEKTPOHHBIX
apXUBHBIX JIOKyMEHTOB B apxuBax opranuzauui. M.: BHUUJAJL, 2013//Ony6nukoBano Ha
caiite «ApxuBsl Poccum». http://www.rusarchives.ru/methodics/index.shtml

PekoMenaanuyu mo KOMIUIEKTOBAHHIO, YU€Ty M OpTaHU3alW{ XPAHEHHs 3JIEKTPOHHBIX
apXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX M MyHMLUNAIbHbIX apxuBax M.: BHUMJIA/,
2013//Ony6nukoBaHo Ha caiire «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

CocraBneHrne apXuMBHBIX ONHCEH B JJIEKTPOHHOM ¢GopMe U MX UHTerpanus B
MHPOPMALIMOHHYIO HH(PACTPYKTypy TOCYAapCTBEHHBIX M MYHHULUMOAIBHBIX apXWBOB. M.:
BHUNIA/, 2013//Ony6nukoBano Ha caite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml

CpaBHuTENbHBIN aHaiu3 ¢GopMaToB (aillIoB ANEKTPOHHBIX JOKYMEHTOB MOCTOSIHHOTO

(monroBpemenHoro) xpanenus». Otdaer on HHUP. M.:PITYVY, 2013 //OnybnukoBaHo Ha caiite
«Apxussl Poccuny». http://www.rusarchives.ru/methodics/index.shtml .
Ananutnueckuii 0030p «M3ydeHue omblTa MPEJCTABICHUS CUCTEMbl HAyYHO-CIIPAaBOYHOTO
anmapara roCyJlapCTBEHHBIX M MYHHMIMINAIBHBIX apxuBoB Poccuiickoit ®denepanum B ceTH
Wutepner». M: BHUNJA, 2014. //OnybnukoBano Ha caiite ®enepaqbHOro apXHBHOTO
areHTcTBa http://archives.ru/documents/methodics.shtml

W3ydyenne TUMJIOTMM W SBOJIIOLMH HCTOpUYecHX (OpM  apXHMBHOM  y4yeTHOM
JTOKYMEHTallud W BO3MOXKHOCTH HMX MpPEACTaBICHHS B 3JeKTpoHO cpene. M: BHUMA/L,
2014. //Ony0nUKOBaHO Ha caire ®denepanbHOro apXHUBHOTO arcHTCTBa
http://archives.ru/documents/methodics.shtml

@OyHKIMOHANbHBIE TPeOOBaHUS K MHPOPMALMOHHBIM CHCTEMaM apXUBOB AJIEKTPOHHBIX
NoKyMeHToB opranuzauuii. M:Pocapxus, BHUUJA. 2014 //Ony6GnukoBaHo Ha caiite
denepallbHOTO apXUBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml
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http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
http://www.rusarchives.ru/methodics/index.shtml
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Jluteparypa
OcHoBHas

Adcanacbea JLII. S uay Ha 3aHATUS IO ABTOMAaTHU3UPOBAHHBIM aPXHUBHBIM TEXHOJIOTHSIM.
YyebHo-Meroauueckuit moayis. M.: PITY, 2005.

Ona xe. Onekrponnslit HCA apxuBOB: HOBBIM 3Tam B pa3BuTHH // JlenonpousBoacTBO.
2013. Ne 1. C. 8597, https://www.top-personal.ru/officeworkissue.html?266 Ne 2.
https://www.top-personal.ru/officeworkissue.html?290

Kucenes U.H. ApxuBHble HHPOpPMAIIMOHHBIE TEXHOJIOTUN Ha coBpeMeHHOM dtane / U.H.
Kucenes // OreuectBenHble apxuBbl. — 2008. — Ne 4. — C. 24-31. baza nannbix East View.

TuxonoB B.M. IlpuMeHeHne TpaguIMOHHBIX METOJOB B OSKCIEPTH3€ LEHHOCTH
3NIEKTPOHHBIX 10KyMeHTOB / B.W. Tuxonos // OreuectBeHHble apxuBbl. — 2009. — Ne 3. — C.
37-47. ba3a nanusix East View.

OH xe. 3aaun apXUBHOTO XpaHEHUS JIEKTPOHHBIX JOKYMEHTOB: U3 onbiTa LIAJIOHM /

B.M. Tuxonos // OteuectBenusie apxuBbl. — 2010. — Ne 3. — C. 51-60. baza nannsix East
View.
JonmostnuTeIbHAs

Anuckuna E.B. VHpopmanuoHHbIE TEXHOJIOTMM — OOECHEYEHHUI0 COXPAaHHOCTHU

nokymeHToB I'’AP®// OteuectBennbie apxuBbl. 2013. Ne 1. C. 37-39. ba3za nanusix East View.

AnTtonenko B.B. KommnekroBaHue apXuBHBIX YupexaAeHUH AdnTaiickoro kpas (oto-
JOKyMEHTaMH B 3J1eKTpoHHOU hopMme // OtedecTBeHHbIE apXuBbl. — 2009. — Ne 6. — C. 46—48.
baza mannnix East View.

lNankuna E.B. CoBpeMenHble HH(GOPMAIIMOHHbIE TEXHOJIOTHH JJIi ONTHUMHU3ALUN PaOOThI
KOHTPOJIbHO-KIMMaThyeckoil ciyxObl ['ocapxuBa Tynbckoit obnactu // OtTedecTBEeHHbIE
apxuBbl. —2013. — Ne 5. — C. 26-29. ba3a nannsix East View.

['opsieea T.M, «OmneiT BHenpeHus UppoBbiX HHHOBauuil B PI'AJIM... oTkpbIBaeT

OoJblIIMie MHTErPallMOHHbBIE MEPCIIEKTUBHL...». // OTedecTBeHHbIe apXUBbl. — 2013. — Ne 3. —
C. 46-48. ba3a naguerx East View.
I'yzanoB E.JI. «Co3gaHue eauHOro HWH(GOPMALMOHHOTO pecypca — MPHOPUTETHOE

HanpasieHue». O BHeIpeHUH WH(GOPMALMOHHBIX TEXHOJOTMM B apXMBHBIX YUPEXKJIECHUSIX
SIpocnaBckoit obnactu// OredectBeHHbIe apxuBbl. — 2009. — Ne 6. — C. 46—48. ba3a gaHHBIX
East View.

HpoxoB C.B. Pexomenmaimu MCA 1o paboTe C 3JIeKTPOHHBIMH JOKYMEHTaMH IS

apxuBUCTOB opranuzauuit // OredectBeHHble apxuBbl. — 2010. — Ne 3. — C. 65-73. baza
naHHbIX East View.
«3ajaya CETONHSALIHET0 JHS — KOMIIBIOTEpU3allis BCEX MPHUBBIYHBIX APXHUBHBIX

npoueccoB». UurepBbio C.B. Muponenko u O.H. Konsinosoit k 90-netuto ['ocynapctBeHHOTO
apxuBa Poccuiickoit ®enepauuu // OredectBeHHble apxuBbl. — 2013. Ne 2. ba3a nannsix East
View.

Muponenko C.B. "[lamsTb: cTapbie 3a7a4i HOBbIE TEXHOJOTMU'": HHTEPBBIO JTUPEKTOpA
I'AP® //3nanune-cuma. 2015. Ne 8. M., 2015;

Kuunruna  C.C.  ABTroMatu3mpoBaHHass  MHGOPMAIMOHHO-TIOMCKOBAs  CHCTEMa
CBepUTOBCKOM 00J1acTH 10 apXUBHBIM JOKyMeHTaM // OtedecTBeHHbIe apXUBbL.— 2016.— Ne 6.—
C. 40-42. ba3a nangueix East View.

Kypuep A.E. HWudopmanuonnas cucrema ydera ApxuBHoro ¢onma P®D: moaxonsl k
peanu3anun// Bectauk apxuBucra. — 2014, — No 3. — C. 37-43. Ony0JuKOBaHO YaCTHYHO:
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-
podhody-k-realizacii.html

JleBuenko JI.JI. OGecnieueHne COXpaHHOCTH AJIEKTPOHHBIX IOKYMEHTOB B HAIIHOHATHHOM
apxue CIHA // Bectnuk apxuBucra. — 2013. — Ne 4 — C. 212-223.
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-
nacionalnom-arhive-soedinennyh-shtatov-ameriki.html
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JleonoB A.B., barypun IO.M. 3D- 10KyMEHT — HOBBIM THIl HAyYHO-TEXHUUYECKOMN
nokymernranuu// Tam xe. C. 192-205. http://www.vestarchive.ru/2013-2/2608-3d-dokyment-
novyi-tip-naychno-tehnicheskoi-dokymentacii.html

Kyapuna JILP. Ilpumenenue wuHpoOpManMoHHBIX TexHonoruid B Hapo-DomuHckom
paifonHom apxuse // OteuecTBeHHble apXuBbl. — 2007. — Ne 5. — C. 85-88. baza nannsix East
View.

Hazaposa M.B. DJIAP roToB BBINOJHATH caMble ciOkHBIE 3a1aun / M.B. Hazaposa //
OteuectBennbie apxuBbl. — 2008. — No 4, — C. 138. ba3a nannsix East View.

Cso llroxysi. YmpaBieHHME 2JIEKTPOHHBIMU JoKyMeHTamMM B Kwurtae: cocrtosHue u
nepcnekTuBbl // OredecTBeHHble apXuBbl. — 2010. — Ne 6. — C. 59-64. ba3a nanubix East
View.

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

Vapsauukuit  K.b.  Enunas  apxuBHO-MHpOpMAIMOHHAs cpeaa B KOHTEKCTE
uHpopmatuzanum obmectsa / OredectBeHHbIe apXxuBbl. — 2009. — Ne 3. — C. 31-37. baza
nmaHHbIX East View..

®ponosa E.B. Dnekrponnslit apxuB TromeHckoil o6sactu / OTedecTBEHHbIE apXUBBI. —
2009. — Ne 6. — C. 43-46. baza nauaeix East View.

Hlapanosa W.JI. U3 ombita PTAHT/] mo pecraBpanuu M300pa3UTENbHBIX apXHBHBIX
matepuaioB // Bectnuk apxuBucta. — 2010 — Ne 4. — C. 55-63.
http://www.vestarchive.ru/arhivovedenie/1220-problemy-restavracii-izobrazitelnyh-arhivnyh-
materialov-iz-opyta-rgantd.html

IOmamresa 10.1O. Uudopmaruzanus apxusHoro aena B Poccuiickoit @enepanuu (1991-
2015 rr.). Hayunsle uccrienoBanusi B o0jacTd HMpUMEHEHUS MH()OPMAIMOHHBIX TEXHOJIOTH:
MOHOTpadus: pEeKOMEHJOBaHO K meyaTu pemeHueM YueHoro coeta BHUMJIAZL / HO.IO.
Omamena. M.; bepnun: Hupekr-Menua, 2016. 355 C.
http://www.hist.msu.ru/Science/Disser/Yumasheva.pdf

OmameBa 10.}O. IlenTpanbHbiii (POHIOBBIN KaTamoT: WACOJIOTHUS CHUCTEMBI U aHAIU3
pe3yabTaTOB MEPBOTo rofa ¢pyHKIMOHUpoBaHus // BectHuk apxusucra. — 2013. — Ne 2 — C.
175-191.  OmyOGnukoBaHO  dYacTW4HO:  http://www.vestarchive.ru/2013-2/2607-centralnyi-

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

6.2. Ilepeuenn pecypcoB MH(POPMAIHMOHHO-TEJIEKOMMYHMKAIMOHHOI ceTn « UHTEpHETY,
HEeOO0XOAMMBIH 1JIsl OCBOCHUS U CHUIJIMHBI (MOLYJIs1)

Apxussl Poccun. [I[Topran ®enepansHoil apXUBHOUM CITyKOBI|; [ DIeKTpOHHBIN pecypc] —
OnektpoH, AaH.— M., [2001].— Pexum goctyma: www.rusarchives.ru, cBoOOHBIN. — 3ari. ¢
JKpaHa.

Bcepoccuiicknii HaydyHO-MCCIIEI0BATENbCKAA HHCTUTYT JOKYMEHTOBEICHHS M apXUBHOIO
nena (BHUUIA) [Dnextponnsiii pecypc] / BHUUIA — Dnekrpon. nan.— M., [2001].—
Pexxum noctyma: www.vniidad.ru, cBoO0oaHBIN. — 3ari. ¢ 3KpaHa.

EDOU.RU [Dnexrponnsiii pecypc]: LleHTp KoMIeTeHUHMH IO BOMpOCaM JIOKYMEH-
TAIIMOHHOTO O0ECTICUCHUsI YMPABICHUS W apXWUBHOTO Jena. — OJeKTpoH. JdaH. — [M.], cop.
2013. — Pexxum poctyna: http://www.edou.ru/dou/. — 3arin. ¢ sxpaHa.

Apxussbl benapycu [OnexkTpoHHBIH pecypc] — DaexTpoH. gaH. — M., [2006-2013].—
Pexxum noctyna: http://archives.gov.by/. cBoGoHBIN. — 3ari1. ¢ 3KpaHa.

['ocynapctBennsiii apxuB Poccuiickoit @eaepanuu [DIEKTPOHHBIN pecypc]: DIEKTPOH.

nan. — [b.m., 2012]. — Pexxum noctyna: http:// www.statearchive.ru/index.html. — 3arx. ¢
JKpaHa.

Poccuiickuil rocy1apCTBEHHBIN apXUB HAyYHO-TEXHMUYECKON JOKyMEHTallMM [OJIeKT-
poHHBII pecypc]. — OmektpoH. maHn. — [b.m.], cop. 2002-2013. — Pexum pgocrtyma:

http://rgantd.ru/. — 3aru. ¢ skpaHa.
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6.3 IIpogeccnonaibHbie 0a3bI JAHHBIX U HHPOPMAIHOHHO-CIIPABOYHBIE CHCTEMbI
Hoctyn k mpodeccuonanbHbIM 0a3am gaHHbIX: https://liber.rsuh.ru/ru/bases

WNHupopmaniioHHble CIIPaBOYHBIE CUCTEMBI:
1. Koncynsrant Ilnroc
2. Tapant

7. MartepuaJIbHO-TeXHHYECKOe o0ecrevyeHne JUCHUUILINHbI

Jnst mpoBenenust jekuuii TpeOyercs yueOHble ayAUTOPHUM, OCHAIICHHBIE CIHEIUATbHBIM
obopymoBaHueM (MHUKPOQOHBI, MYJIbTUMEIUIHBIE CpeAcTBa). s CEeMHHApCKUX 3aHITHIA
HEOOXOAMMBI ~ayJAWTOPUH, OOOpyAOBaHHBIE JOCKOW. Jlmsi mpoBeneHUss TPOMEKYTOUHOM
aTTecTallul HYXXHa KOMIBIOTEpHAs TEXHHUKA C TMOJAKIIOUYEHHEM K HWH(POPMAIMOHHO-
KOMMYHHKAIIMOHHON cetn «lHTepHeT» M J0CTynmoM B 53IEKTPOHHYIO HH(GOPMalMOHHO-
obpazoBarensHyto cpeny PITY (mpoBomHOoe coequHEHHE WM OECIPOBOJHOE COSAMHEHHUE IO
texHoaorun Wi-Fi).

Cocras nporpammuoro odecnevenus (I1O)

Nent Haumenosanue 10 [IpownsBogurens Crioco6
/i pacrpocTpaHeHHUs
(tuyenzuonnoe unu
c80000HO
pacnpocmpansemoe)

1 Adobe Master Collection CS4 Adobe JIMLIEH3UOHHOE

2 Microsoft Office 2010 Microsoft JINLIEH3UOHHOE

3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE

4 AutoCAD 2010 Student Autodesk CBOOOIHO

pacnpocTpaHsIeMoe
5 Archicad 21 Rus Student Graphisoft CBOOOJTHO
pacnpocTpaHsIeMoe

6 SPSS Statisctics 22 IBM JIMLIEH3UOHHOE

7 Microsoft Share Point 2010 Microsoft JIMIIEH3HOHHOE

8 SPSS Statisctics 25 IBM JIMLIEH3UOHHOE

9 Microsoft Office 2013 Microsoft JIALIEH3HOHHOE

10 | OC «Anbt O6pazoBanue» 8 00O «bazanst CIIO | nH1IEH3UOHHOE

11 Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE

12 | Windows 10 Pro Microsoft JIMIIEH3HOHHOE

13 | Kaspersky Endpoint Security Kaspersky JIUTIEH3MOHHOE

14 | Microsoft Office 2016 Microsoft JIALIEH3UOHHOE

15 Visual Studio 2019 Microsoft JIMLIEH3UOHHOE

16 | Adobe Creative Cloud Adobe JIMLIEH3UOHHOE

17 Zoom Zoom JIMIICH3UOHHOE

8. Oobecneuenue

0o0pa3oBaTeIbHOI0

npomecca  JIJst

BO3MOKHOCTAMHU 310POBbA U UHBAJIMAOB
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JINIY

¢ OrpaHM4Y¢HHBIMU




B xozxe peanuszanyy AMCLUIUIMHBI UCIOJB3YIOTCS CIEAYIOLIUE JOMOJIHUTENBHBIE METOIBI
o0OydeHusi, TEKyIIero KOHTPOJIS YCIEBAEMOCTH M NMPOMEKYTOUHOM aTTecTali 00y4aroIuxcs B
3aBUCUMOCTH OT UX MHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

oISl CIENBbIX W CIAa0OBHIAIIMX: JIGKIUU O(QOPMIISIOTCS B BHUJAE AJIEKTPOHHOTO
JOKYMEHTa, JOCTYIIHOTO C TIIOMOILIBIO KOMIIBIOTEpAa CO CHENUAIN3HPOBAHHBIM
POTPaMMHBIM O0OECTIeYeHHEM; TTMCbMEHHBIE 3a/IaHMsI BBIMOIHSAIOTCS Ha KOMITBIOTEPE CO
CHEIHMATU3UPOBAHHBIM TMPOTPAMMHBIM OOECTI€YeHUeM WM MOTYT OBITh 3aMEHEHBI
YCTHBIM OTBETOM; 00€CIeunBaeTCs HHANBHUIYaTIbHOE PABHOMEPHOE OCBEILIEHHE HE MEHEE
300 mrokc, I BBIMOJIHEHUS 3aJlaHUs TpU  HEOOXOIUMOCTH MPEAOCTAaBISETCS
YBEIUUMBAIOIIEE YCTPOWCTBO; BO3MOXKHO TaKXe MCIIONb30BaHME COOCTBEHHBIX
YBEJIMYUBAIOIIUX YCTPOMCTB; MUChMEHHbIE 3aJaHusi OQOPMIISIOTCS YBEIMYEHHBIM
mpUPTOM; SK3aMEH M 3a4éT MPOBOJAATCS B YCTHOM (popMe WM BBINOJHSIOTCS B
MUCbMEHHOU (hopMe Ha KOMIIbIOTEpE.

oI TIYXUX M CJAa0OCHBILAININX: JIEKIUH O(QOPMIISIOTCS B BUJAE 3JIEKTPOHHOIO
JOKYMEHTa, THO0 MpeaoCTaBIseTCs] 3BYKOYCUIMBAIOLIasl anmnapaTypa UHIUBUIYaIbHOTO
MOJIb30BAaHNUS; MUCHMEHHBIE 3aJaHMs BBIMOJHAIOTCS Ha KOMIIBIOTEpPE B MUCHMEHHOU
¢dbopmMme; 3K3aMeH U 3a4€T MPOBOJATCS B MUCHbMEHHON (pOpMe Ha KOMITBIOTEPE; BO3ZMOXKHO
poBeJieHHE B OpME TECTUPOBAHUS.

e/Ulsl JMI C HApyLICHWSIMH OIOPHO-ABUIATENIBHOIO  ammapara: JIEKLUUU
oopMIIsIIOTCSA B BHJIE JIEKTPOHHOIO JIOKYMEHTA, JOCTYIHOTO ¢ TIOMOILIbI0 KOMIBbIOTEpA
CO CIEUUATU3UPOBAHHBIM IMPOTPAaMMHBIM OOECleYeHHEM; MUCbMEHHbIE 3a/laHus
BBINOJIHAIOTCS. HA KOMITBIOTEPE CO CIIELUATN3UPOBAHHBIM IIPOrPAMMHBIM 00€CIIEUCHUEM;
9K3aMeH U 3a4€T MPOBOMAATCS B YCTHOM (pOPME HMIIM BBIMTOJHSIOTCS B MUCHBMEHHOU popme
Ha KOMITIBIOTEPE.

ITpu HEOOXOIUMOCTH MpelyCMaTPUBAETCS YBEINUYEHUE BPEMEHHU JJIs TIOATOTOBKU OTBETA.

[Iponienypa  mpoBeaeHHS  NPOMEXKYTOUHOW  aTTecTallMi  JUIsl  OOydarolMxcs
YCTaHABIMBAETCSI C Y4ETOM HUX MHIUBHIYaJIbHBIX ICUXO(PU3MUECKUX OCOOCHHOCTEM.
[TpomexxyTo4YHasE aTTeCTAIMsI MOXKET IPOBOAUTHCS B HECKOJIBKO 3TATIOB.

[Tpu npoBeneHNM NpoLELYpbl OLEHHBAHUS PE3yIbTaTOB OOyudeHHs IpeLyCcMaTpUBaeTCs
UCTIOJIb30BaHUE TEXHUYECKHX CpEACTB, HEOOXOJMMBIX B CBS3M C HMHIUBUAYAJIbHBIMU
0COOEHHOCTAMH O0y4aromuXxcsi. DT CPEACTBa MOTYT OBbITh IPEIOCTABIEHBI YHHUBEPCHUTETOM,
WJIA MOTYT HCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKHE CPEICTBA.

[IpoBenenne mpouedypbl OLIEHUBaHMA  pe3ylbTaToB  OOydeHUs  JOIyCKaeTcs ¢
WCTIOJIb30BaHUEM JAUCTAHIIMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOTUH.

ObecneunBaeTcsi AO0CTyn K MHPOPMAIMOHHBIM U OHOIHOTpadUuecKuM pecypcaMm B CETH
WutepHer 1 kaxaoro oOydaromierocs B (opMax, aJanTHPOBAHHBIX K OTPAHUYCHUSM HX
3JI0POBbsI U BOCHIPUATHUS MH(OPMAIIH:

® Uil CJIETBIX W CJIA0OBUIALIMX: B MEYaTHON (popMe YBEIUYEHHBIM WIPUPTOM, B
(opme IIEKTPOHHOTO JOKYMEHTa, B (hopMe ayanodaiina.

e Ui TIyXUX M ciaabocibllalmx: B HedaTHoW ¢opme, B (Hopme 3JIEKTPOHHOTO
JOKyMEHTA.

eIl OOydJaloUmIMXCsl C HApYIICHWSIMH OMOPHO-JBHTATEIBHOTO ammapaTa: B
neyaTHoi Gopme, B popMe IIEKTPOHHOTO TOKYMEHTa, B (hopMme ayanodaiina.

VueOHbIe ayIUTOPUH Ul BCEX BUIOB KOHTAKTHON M CAMOCTOSTEIHLHOM padOTHI, Hay4YHAs
O6ubsimoTeKka M WHBIE TIOMEIIEHHs [UIs 00y4YeHHs OCHAIIEHBI CHEeNHATbHBIM 000pyIOBaHUEM H
y4eOHBIMU MECTaMH C TEXHUYECKHUMHU CPEICTBAMHU OOyUCHHS:
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eI CIEMbIX U CIA0OBUISMIUX: YCTPOMCTBOM MJIsi CKAaHMPOBAHUS M UTEHUS C
kamepoir SARA CE; aucnneem bpaiing PAC Mate 20; npunrepom bpaitng EmBraille
ViewPlus;

o I TIIYXUX U CJ'I8.6OCJ'ILIIJ.I&IJ_[I/IXI ABTOMATU3UPOBAHHBIM paGO‘II/IM MCECTOM IJId
J'II-O,Z[CfI C HAPYIICHUEM CllyXa U CJ'Ia6OCJ'IBIIHaH_[I/IX; aKYCTI/I‘IeCKI/Iﬁ YCUIIUTEIIb U KOJIOHKH,

e oOydalomuxcss ¢ HapyHICHUSMH OMOPHO-ABUTATENBHOTO  ammapara:
MEPEIBUKHBIMU, PEryJIHUpyeMbIMU 3proHomuueckuMu mnapramu CH-1; koMmbroTepHOI
TEXHUKON CO CTICIIHAIIBHBIM MPOTPAMMHBIM 00€CTIEUYEeHUEM.

9. MeTogu4eckue MaTepuaJbl
9.1. Ilmansl 1a60paTOPHBIX PAOOT U METOJAMYECKUE YKA3aHUS TI0 UX
BBITIOJTHEHUIO

Tema 1. OcHOBHBIE 0OBEKTHI aBTOMATU3AIUKN 0a3bl JaHHBIX B apXUBHOM Jeine. 12 4acos.
Coznanue anextponHoi apxuBHoi onucu B CYB/] FoxPRO for Windows. 4 yaca.

Lenp paOoThl: H3yyeHHE MPUMEHEHHUS TEXHOJOTMM ©0a3 JaHHBIX MpPU CO3AAHUHU
aBTOMATHU3UPOBAHHBIX HH(POPMAIIMOHHO-ITOMCKOBBIX CHCTEM.

B pesynbrare paboThl CTyI€HT JOJDKEH 3HATh:

- KJIaCCU(UKALUIO U OCHOBBI ocTpoeHust apxuBHbix AUTIC;

- IIPEUMYyIIEeCTBa U HeNOoCTaTku persinMoHHbIX CYB/ mpu co3maHum apXuBHBIX
AUIIC;

- IPUHLUI IPEEMCTBEHHOCTH TPAaJULMOHHBIX M aBTOMAaTHU3UPOBAHHBIX apXUBHBIX
CIPaBOYHHMKOB U €r0 OCYIIECTBIIEHUE Ha MPAKTUKE.

B pesynbrare paboThl CTyI€HT IOJKEH YMETh:

- BBICTYIIUTH B POJIM MOCTAHOBIIMKA 33Jja4l U pa3paboTaTh TEXHUYECKOE 3aJaHUE
npu coznannu AUTIC Ha 6a3e apXuBHOMN OMHUCH.

[IporpamMmMHoOe obecrieueHue:

- CVYB/ Fox Pro for Windows ot ot 2.6.

Pazpgatounbie maTepuansl:

- Omnuck poHpa.

- [IpakTnueckoe 3axanue

[lepen HayamoM paboThl BCIOMHUTE:

- Uro noHuMarot noj 6a3oil JaHHBIX?

- KakoBa crpykrypa 0a3 JaHHBIX U B 4eM OCOOEHHOCTH PEJSLMOHHON MOJAEIH
TAQHHBIX ?

- KakoBsl 3Tansl co3ganus 6a3 JaHHbBIX?

- Kaxossl pasHoBugHoCcTH apxuBHbIX AUTIC?

ABTOMAaTH3UPOBaHHBICE  HWH(POPMAIIMOHHO-TIONCKOBBIE  CIPABOYHUKKA B apXHBax
CO3JAl0TCA Uil yCOBEPILIEHCTBOBAHMSI HAay4YHO-CIIPABOYHOIO alfapara, MHOI'0ACIIEKTHOTO
LIEJIEEBOT0 [TOMCKA PETPOCIIEKTUBHOM TOKYMEHTHOM HH(OpMaLuu.

Cosznmanue AUTIC BrmarodaeT B ce0s1 HECKOJIBKO JTAIOB.

l. O61as noctaHOBKa 3ajauu, pacueT 3aTpaT Ha BHenpeHue AUIIC,
pacuet s3KkoHOMHUecKoi ¢ dexTruBHOCTH BHeApeHus AUTIC.
2. Coznanne uadomornueckond mogenu bJI. Ha stom stame nan

npoektoM AUIIC pabGotaeT apxuBuct. Onpezensiercs Te-

Ma WIM KoMmIulekc jgokymeHToB, tun AUWIIC (mexdonnoBas, MexapXuBHas),
OIPENIEIIAIOTCS OOBEKThI OMUCAHUS M UX aTpUOYThI, HA3HAYAIOTCS WHACHTU(PHUKATOPHI OOBEKTOB
U OTIPE/IETISIOTCS TUIIBI CBSA3EH MEXAYy O0BEKTaMHU.
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3. Co3nanue paranormueckoil mozenu bJ[ Ha 3ToM 3Tame apXuBHUCT paboTaer
COBMECTHO C mporpammucTtoMm. Ilpomcxoautr BbIOOp Mojenu (CTPYKTYphl JaHHBIX), B
COOTBETCTBHM C HEW NMPOBOAMUTCS CTPYKTYpHUPOBAHME JAHHBIX, HOpMalu3alus TalOiuil, BHIOOD
kiroueit, Beioop CYB/I.

4. Cosnanue ¢usndeckoit b/1. Ha 3Tom sTane nmporpaMMHUCT peaausyeT CpeCTBaMu
KOHKPETHON CHUCTEMBI yIpaBieHus 0azaMu

nanHbix CYB/] npoekt AUIIC.

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

FoxPro, xpanutcs B nBymepHbIX TaOnumax. Ctosnbeny TaOiauIbl Ha3bIBaeTCsA IMOJIEM,
CTpoka — 3anuchlo. Daiin-Tadnuia uMeeT MPou3BOJIbHOE (TH000e) uMs u pacmupenue *.DBF.

Coznate ~.DBF-daitn — 3HauuT ompenenuTh Ha3BaHUE, TUI U JJIUHY (B CHMBOJIAX)
Ka)KJI0r0 CTONIOIA TaOJIUIIB.

Cozpnaiite daitnel fond.DBF, opis.DBF, delo 1.DBF u delo 2.DBF.

3arpysure FoxPro.

Haiinure B MeHIO MyHKT «Paiim», MEIKHUTE 110 HEMY, HaliIUTE B

NOJIMEHIO ITyHKT «CO03/1aTh», HIEIKHUTE 110 HEMY.

[TosiBuTcst muamoroBoe okHO «Co3matey [lenkauTe mo «Tabnwmma.

DBF.».

[TostBuTCs uanoroBoe okHO «CTpyKTypa Tabauis». Beeaure

MMEHa T0JIEH, TUIBI U pa3MEpHI.

[TpaBuiia, MO0 KOTOPHIM MOKHO J1aBaTh UMEHA MOJISIM:

- TOJILKO JIATUHCKUE OYKBBI;

- He Ooibiie 10 3HAKOB;

- HeJb3s UCTOJIb30BaTh MPOOEIT;

- BMECTO TIpo0eria MOXKHO MCTIONIb30BaTh noauepkuBanue: delo n4;

- HeJb3 HauMHATh UMS MO ¢ IU(PBI, HO U(PBI UCTIOIB30BAaTh MOXKHO.

Hampumep:

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

Tunel nonen:

Carascher — cuMBOJIBHOE, T.€. TEKCT (pa3mep 10 254 GailT).

Numeric — 9uciio, MOKHO ApoOs (110 10 Oaiir).

Data — pnara (8 6aiit: 00.00.00).

Logical — tpebytomee orBera aa win HeT (Bceraa 1 Gaiir: 0 umu 1).
Memo — npumedanue. Pazmep He orpaHuyeH, HO TTOUCK 3a4acTyIO 3aTPY/IHEH.
General — BcTaBka 00bekTa (KAPTUHKH, TEKCTA), CO3aHHOTO

JIPYroi MporpaMMON.

[Tocne BBoga Becex noneit menkaure OK.

CoxpaHuTe TaOIUILY TI0J] COOTBETCTBYIOIINM UMEHEM.

[Iporpamma npeu1oxuT BBecTH 3anucu. Beeaure 10 3anuceii B Ta-
ommmiy: delo 1.DBF u delo 2.DBF. B octanbHBIe — 110 OJTHOM 3aMHCH.
s BBona npumeuannii: {CTRL+PGDN}.

Coxpanuth nanubie U 3akoHYUTH BBOJ: {CTRL+F4} nnu Daitn —
3aKpbITh. JlaHHbBIE COXPAHATCS ABTOMATUYECKH.

2. 3arpy3uTte cHavajia OJIHy TaOJIUILy.

BA3A JAHHBIX — [TIPOCMOTP — OTKPbBITh.

VYKaxkuTe IUCK, KaTajor U (aiy HyKHOU TaOIUIIbI.

3. 3arpy3us tabnuiy delo 2.DBF, naiinute B Heil Bce 3amucu, B
KOTOPBIX YIIOMHHAIOTCS TIPHKA3BI.

3AIINCB-ITOUCK.
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B oxne «Ilouck» menkaute « sy — OTKpoeTcs OKHO «l'€Heparop  BBIpaXKEHUI».
Crnesa BbIOCpUTE TIOJIC, ABAXK/IBI MIECTKHUTE 10 HEMY (BaM HYKHO TOJIE€ C BUJIAMU JOKYMEHTOB).
[TosiBUTCST OKHO ¢ WMeHeM TaOJuIbl WMs TOJs. BBeautre 3HaueHHWE TONS B KaBBIYKAX:
«TIpUKa3b» (BCe, UTO HE YHCIO0, BBOAUTCS B KaBblukax). Lllenxkuurte «OK».

[IpuaymaiiTe U BEINOTHUTE €Ile HECKOJIBKO YCIOBUN MTOKCKA TS BceX (hailiioB.

4. PenaktupoBaHue TaOJIUIIBI.

Jo6aBbTe eme 3anuchk B Tabnuiy delo 2.DBF.

Ortkpoiite ee (11. 2). BeiGepure pexxum npocmoTtpa (TabInIHbIN

WJIU TIO 3aITUCSIM).

Jlo6aBbTe mycTyto cTpoky B KoHIle Tabmuibl: { CTRL+N}.

Beeaure nundopmaruio.

W3menuTe maHHBIC B YK€ TOTOBOM ITOJIE: IBAXK/IBI MICIKHUTE TI0

HEMY U BBEJIUTE HOBBIC JIAHHBIE.

VY nanute nocneaHroro 3anuck Tabmuipsl delo 2.DBF.

Haiigure o6peuennyto 3anuck. [1[enKHIUTE MBIIIBIO 110 TEMHO-

My MPSMOYTOJIBHUKY CJI€Ba OT COOTBETCTBYIOIICH CTpoku TaOiwmipl. Haligute B MEHIO
«BA3A JIAHHBIX», menkaute «Y 1aIuThby»

(«YmakoBathy), menkaute «JJA». pyroi Bapuant — «3AIINChy,

«YAAJINTby.

JHo6asbte B daitn fond. DBF nose «Opisi» 111 BHECEHUS CBEIEHUM O KOJIMYECTBE ONMUCEH
Kaxsoro (oHma.

«OKHO» — «BUl». OTtkpoiite namensiemyto tadnuity. Lllenkau-

Te 1o «Ycra"HoBKay. [losBurcsa quanoroBoe okHO «YCTAHOBKAY.

Ilenxaute mo «CTPYKTYPA — U3MEHUTDy. [losButcs okHO

«CTPYKTYPA TABJIMLIbI». JIucTaliTe circok mojiei 10 KOHIIA.

YcTraHoBHUTE Kypcop Ha HHKHEM, ITyCTOM IoJie. BBenure ero XxapakTepucTHKH (MMsl, THIT
U pa3Mmep).

OcHOBBI HH(POPMALIMOHHOTO MTOKUCKA.

3aepmmre BBoA 10 3amuceit B daiinbr fond.dbf, opis.dbf, delo.dbf,

delo1.dbf.

Otcoptupyiite 3anucu Tadmwmip! delol.dbf. mo Bo3pacranuro

Ne ponna, onucu, nena u 3anucu.

Otkpoiite Hy)Hyt0 Tabnuyy OKHO-BUI-ITPOCMOTP-BA3A-COPTHUPOBKA.

Bri6epure none B circke « BCE TTOJIS», ABaXkap! MEIKHUTE 10 HEMY.

Breibepute COpPTHPOBKY 1O BO3pacTaHUIO WM 1O YOBIBaHUIO, UICJIIKHUTE I10
COOTBETCTBYIOLIEMY (DIIAXKKY.

Bri6epuTe cneayroliee nosie aHaJOrH4HO, menkHuTe 1o ¢guaxky BO3P/YBbIB.

CoxpaHuTh, BBeIUTE UM (Qaiina.

[lenxkaute «OK».

2. [Ipounnexcupyiite 3anucu tadnuibl delol.dbf mo andasury

BUJIOB JIOKyMEHTOB.

B menro Haifnute mynkT BA3A — HACTPOMKA.

B o6nactu UHAEKCBI — JOBABUTD. [aiite unnekcy ums ¢ pacmupenueM CDX
(KOMIUTEKCHBIH caMOOOHOBIISIOIIMIACS MHIEKC) 1 uMeHeM delol, coxpanurte ero.

B criucke T1OJIS menkHuTEe 110 IMEHU TOJIA, TI0 KOTOPOMY OyIeT

NPOBOJIUTHCS MHIEKCUpOBaHKe. BriOepuTe, M0 BO3pacTaHUIO WIH

yObIBaHUIO OyJieTe MHEKCUPOBATD, IIIEIKHUTE MO COOTBETCTRYIOIIEMY (iaxkky. BBenure
cleAyroiee UMs Nojs U cHoBa wmienkHuTe no ¢uaxky BO3P/YBbIBAHUS. Illenkuute mo
JNOBABUTD, OK.

3. OcymiecTBUTE MOKUCK BCeX MPOTOKONIOB B poHae Moxaiickoro YUKA.
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«3AITNUCH — UCKATDB». Tak MOXHO MCKaTh TOJBKO MO MPOUHIEKCUPOBAHHOMY IOJIIO.
IMosButcs «KOHCTPYKTOP BBIPAXEHWU». B oOmactu «3Hauenme mia SEEK» BBectn
3HAUEHHUE JIJIsl IOMCKA B KaBbIUKaX, €CJIU 3TO TEKCT («poTokob»). [llenkaute OK.

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

pbIx aBisieTcss Moxkarickuit Y UK.

Haiinure neno Ne 5. 3ATIMCh — HAWTH. Uujekc He BaXKeH.

[enxaute mo «FOR» (myist).

Bri6epure none B cincke «I1OJIE», mBakIbI MIEIKHUTE IO HEMY .

[TocraBbTe sOrMuyeckuit omeparop (B JaHHOM cllydae =) W BBEAMTE 3HA4YeHUE (B
KaBBIYKaX, €CJIH 3TO TeKCT): aBTop= «Mosxkaiickuit YUK». enkaute «OK».

5. Ocy1ecTBUTE MOUCK BCEX JOKYMEHTOB, I'JIe YIIOMUHAETCS O Che3iax COBETOB.
«ITPABKA — HAUTU». be3 Bcsakux kaBeruek BBeauTe «Coe3ay u HAXMHUTE «OKy.
6. OcymiecTBUTE MOUCK BceX MpoTokojoB Moxkaiickoro YMKA B 1 omucu donma

Mosxaiickoro YUKA. JIns 3TOro Hy»HO ITOCTPOUTH
sanpoc: @AM — CO3JIATD. llenkuute o duaxxy SAITPOC — CO3IATb.
noe «KPUTEPUM OTBOPA» BBenute 1moiid, ONEpaTopbl W HMX  3HAYEHHUSA
(BUA_JOKyMEHTOB — 1noxoxe Ha — «[Iporokonb» u ap.)
Bribepure nosst pesyibTara.
[lenkuure no « BBITIOJIHUTDH 3AITPOC.

KoHTposIbHBIE BOIIPOCHI:

l. HazoBure srtanel co3manus AUIIC. KakoBa ponb apxuBHCTa Ha KaKIOM U3
3TanoB?

2. HazoBute u3BecTHbIC BaM MOJIENN (CTPYKTYpPHhI) TaHHBIX?

3. B yem npeuMyniecTBa U1 HEAOCTATKH PEIISIITAOHHON MOJEIN JaHHBIX?

4. KakoBa meronuka noucka uadopmarun 8 AUIIC?

5. Kakum o06pa3om obOserdaercss TpyJd COCTaBUTENS JJICKTPOHHOW OIKCH TI0
CPaBHEHHUIO C TPAIULIMOHHOM?

6. B uem npeumyiiecTBa 37€KTPOHHON OMUCH Mepes TPAAULIMOHHON ¢ TOUKH 3pEHUs

METOAMKH MOUCKa nHpopMaun?

Jlureparypa:

['apckoBa V.M. ba3bl u OaHKM AAaHHBIX B MCTOPUYECKHX HccleoBaHUAX. M., 1994.
Yacts 2. Texnonorus 6a3 ganusix. C. 47-84.

Kucenes M.H. O6 aBromatuzanmmun HCA k apxuBHbIM aokymentam / M.H. Kucenes //
WNudopmannonHslii 6rossieTeHs accouuanuu «Mcropust u kommnerorep». — M., 1998. — Ne 23.
— C. 22-30.

Tema 2. CocTaBiieHHE YYETHBIX JOKYMEHTOB M CO3/IaHHE IMAclopTa apXuBa C MOMOIIbIO
o01eoTpaciaeBbIX MporpamMm «ApxuBHbIN GoH» 1 «DOHIOBBIN KaTanor». 4 yaca.

Llenb paboTHI: OCBOCHUE CTYAEHTAaMU OCHOB (YHKIIMOHHUPOBAHHUS OTPACIEBON CHCTEMBbI
aBTOMAaTU3UPOBAHHOIO LEHTPAIU30BAHHOTO y4eTa JOKYMEHTOB.

B pe3ynbraTe paboThl CTYyIEHT AOKEH 3HATh!

- Ha3HaueHHe U (PYHKLUHU, OCHOBBI HHTEpdeiica mporpaMMbl « ApXUBHBIN (GoHY;

- HazHayeHHe U PyHKLINHU, OCHOBBI HHTEep(deiica mporpaMMbl « DOHIOBBIN KaTaior».

B pesynbrare paboThl CTyI€HT IOJKEH YMETh:

1. pabotatb ¢ mporpaMmor «ApXHMBHBIM (OHI» B peXKUME TOIB30BATENA U
aIMUHHCTPATOPA;
2. BBOJINTH JAHHBIE U3 IOKYMEHTOB BHYTPEHHETO YUET apXuBa

(;mucra onna, onuceil) B pazaenbl OCHOBHOTO MEHIO MPOrpaMMbl « ApXMBHBIN (OHD —
(GoHJI, ONIUCH, IBUKEHUE TOKYMEHTOB;
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3. CO3J1aBaTh ¢ IOMOIIBIO IPOTPAMMBI «APXHUBHBIN (HOH» MACTIOPT apXHBa;

4. HacTpauBaTh nporpammy «®OOHIOBBIA KATAJIOr» B PEKHUME AJIMUHUCTpATOpa M
OCYIIECTBIATH SKCIIOPT NAHHBIX U3 MPOTrpaMMbl « ApXuBHBIH poHI» (AD);
5. 0JIy4aTh CBOJIHBIN Macnopt apxuBa B nporpamme «PoHnoBseIi katanory (PK).

[Iporpammuoe obecnieueHue:

1. I[porpamma «APXMBHBIA ®OH» 2.0 nmn 3.0 for Windows (®enepanphast
apXHBHas CIIyx0a).

2. Iporpamma «®OHJIOBBII KATAJIOI' CYBBEKTA ®EJIEPALIMN» 1.0 for
Windows (®PenepanbHas apxuBHast cayx0a).

Pa3narounsle marepuansl:

- 3aIO0JTHEeHHBIN JHCT QOHTA.

[IpakTHueckoe 3a1anue:

[lepen HayamoM paboOThl BCIOMHUTE:

l. KaxoBbI rinaBHbIE 3a71a4M y4eTa JOKYMEHTOB B apxuBe?

2. B ueMm ornuyne BHYTpEHHEro ydera JOKYMEHTOB OT LIEHTPAJIM30BaHHOIO ydeTa
JOKYMEHTOB?

3. UYro sBiseTCS €AUHUIIEN yueTa apXUBHBIX JOKYMEHTOB?

4. KakoBbl OCHOBHBIE (DOPMBI yuyeTa JOKYMEHTOB B TOCYJapCTBEHHOM U BEJOMCTBEHHOM
apxuBe?

O6111ee 3HaKOMCTBO € MTPOrPaMMOit

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

[NPOT'PAMMBI, CTPYKTYPA NHOOPMAIIMOHHOI'O MACCHBA.

Ipocvmotpure  pasmensi M3MEHEHHWE TIAPOJIEM, MEHIO B PEXUME
ITOJIb3OBATEJIA U PEAAKTOPA, ITYTEBOJUTEJIb.

CaepHuTe (aili1, He 3aKpbIBas €ro.

Bossmure JINCT ®OHJIA u BBeauTe NaHHBIE B TaOIHIIBI B/

«ApXUBHBINA HOHIY.

Jitst aTOTO:

3arpysute nporpammy A® u BoWauTe B HEe MO/ MapoyieM «2» (pemakTopa);

BbIOepuTe B riaBHOM MeHo MyHKT POH/I; nepen Bamu mosBUTCS CHMCOK BBEIEHHBIX
panee dhonaoB; HaxxmuTe Enter. Ber Boiinere B paznen @POH/I.

Haunute ¢ ITOCJIEJJHET'O mo Bpemenu mnepenMeHoBaHUs (oHmooOpazoBatens. Ero
BBenuTe B Ta0nuiyy ®OHJI, nepBblit kpaH,

HOJIs1 «TIOJTHOE Ha3BaHUE (OHIA», «COKpAIlCHHOE Ha3BaHUE (OHIa».

BBenuTte Takke HaHHbIE B MOJSI «HOMEpP (OHIA», «KATETOpUs», «HAdalbHAs /JaTay;
«KOHEYHasl 1aTay.

bonee pannue nHazBanus Gponmoobpaszoparens Beenute B pazaen [IEPEUMEHOBAHUA
(mynkT BepxHero meHto PA3/IEJIbI), 0603HauMB JaThl KaXKAO0TO Ha3BaHMUS.

Urak, Ber BBenmu B B/ oOmue cBenenust o GpoHae M3 MEpBBIX pa3aeiioB JmcTa (HoHma.
IIponomxaeM nocie0BaTeabHO MOMOTHAT

nanHeie 0 HameM (ouae. Craemyrommii pazaen aucta ¢oHAa — «YUeT HEONMHUCAaHHBIX
MaTepHuaaoBy (T.€. POCCHIIN).

1. BBenuTe naHHBIE O KOJIMYECTBE €UHHI] XPaHEHUS! POCCHIIM U3 pasjena jucta poHaa
(yuet HeonncaHHbIX MaTepuainos) B pasaen «ABMKEHUE JIOKYMEHTOB». [lns atoro:

- BbIOepHTE MyHKT BepxHero MmeHio «PA3JIEJIbD»;

- BeiOepute noanyHkt «IBVMOKEHUE JJOKYMEHTOB»Y, nanee — JIOBABUTD,
POCCHIIIb, ENTER. ITocaenoBateasHO

COXpaHsisi, BBEJUTE BCE IOCTYIUIEHUS M BCE BBIOBITUS POCCHINHM, yKa3aHHBIC B JIUCTE
dbonma.
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2. Crnenyromuit pa3aen nucta poHIa — y4deT ONMHMCaHHBIX JOKyMEHTOB. BBenute B
nonapazaen OIIMCU (mynkr Bepxuero meHro PA3JIEJIbI) nanHple 0 HOMepax, Ha3BaHUSX
KpalHMX JaTax ONHUCEH, 3amuCaHHBIX B JUCT (oHma. BribepuTe COOTBETCTBYIOUIUN BHUAAM
JOKYMEHTOB «THII OITACHY.

3. Beenure B nonpazaen «IBUWKEHUE JJIOKYMEHTOB)Y (mmyHKT BepXHEro MeHo
PA3/IEJIbI) nanHble 0060 BceX MOCTYIMJICHUS M BBIOBITUSAX ONMHMCAHHBIX MAaT€pPHAaJOB, YKa3aHHBIX
B nucte ¢onna. s sroro obparutecy k noanyHkty meHio «IBMKEHUE JIOKYMEHTOBY,
BoiOepute IOBABUTD. Kak Bunute, nepen Bamu Bo3Huk crmcok ommceil ¢onna. Beibepure
HY’)XKHYIO OIIMCh, B KOTOPOM MNPOM30LUIO JABWKEHUE JTOKYMEHTOB. BBenure roj ABMXKEHUS,
BbIOEpUTE BUJ JIBUXKEHUS, U, CAMOE€ TJIaBHOE, KOJIMYECTBO MOCTYMUBIIMX WJIM BBIOBIBIIUX JElI,
MOCJIEI0BATEIBHO COXPAHSIS KX Iyt0 3aUCh (MyHKT HIkHEero MeHio « COXPAHUTD).

4. CuoBa obparutecb k Word for Windows. Ilpouwntaiire pasmen 8§ «MEHIO
AJIMUHUCTPATOPAY. 3anuimmuTe MyHKTHI MEHIO. 3aKponTe (aii.
5. 3akpoiite mporpammy AD U CcHOBa 3arpy3ure ee Moja mapojeMm  «3»

(ammunHECTpaTopa). Boiinure B paznen [TACIIOPT. 3anonHuTe Ha3BaHWE apXHWBa, YKa3aHHOE B
mucte ponna. enkaure mo CYUTATD CBO/IHBIE. U nonmyunte cBOAHbBIE AaHHBIE MAaCHOPTA.
Ienxuure no CJELYIOINM SKPAH u npocmotpute ITACIIOPT APXUBA.

3akpoiite nporpammy AD.

6. 3arpysute MS Word.

3arpysure ¢aitn FK/DOC/Manual./doc.

7. 3aKOHCIEKTUPYUTE pa3/ieibl:

Ha3nauenue nporpammsl,

CtpykTypa HH()OpPMAILIMOHHOTO MAacCUBa,

OOHOBIIEHUE TAaHHBIX.

8. Barpysute mporpamvy @POHJOBBIM  KATAJIOI' mox mapomem  «3»
(amMuHHUCTpaTOpA).

Boiiaure B pazgen OPI'AH YIIPABJIEHUW .

Beenenue B paznen [IOJIHOE HA3BAHUE nanubie 00 opraHe

YIPaBJICHUS apXUBHBIM JeoM. Harpumep, ApXuBHBIN OTIEN NIPH

aaAMUHHUCTparmu Bomoroackoi odnactu.

B paznen COKPAILIEHHOE HA3BAHUE — AO Bomnoroackoit

o0macT.

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

CoxpaHuTe TaHHBIE.

9. Boiinute B paznen APXUB, BBeauTe nanuble (U3 aucta GoHaa)

B TOJIS:

[IOJIHOE HA3BAHUE APXMBA; COKPALIEHHOE HA3BAHUE (nanpumep,
I'ABO).

AJIPEC APXUBA, Boibepure coorBerctBytommii YPOBEHb u TUII (nanpumep, s
[IMAM — myHununanbHelil apxus). CoxpaHuTe JTaHHbBIE.

Breibepure B crnmcke Bam apxuB. Haxmwure ENTER, Ha Bompoc mporpammbsl 00
ucrounnke AaHHbIXx BBenute aapec G\wfond\DBF, menkuure mo SELEKT, B mynkre I'OJ]
MOCTaBbTEC CaMbli paHHMH TOJA, 3a KOTOphli y Bac Obuto m3MeHeHHe (MOCTYIUIEHHE WIIH
BbIObITHE) YyueTHbIX JaHHbIX. Haxkmure ENTER. [loxkautech mOsBIEHUS  HAJIIUCH
OBHOBJIEHME JAHHbIX VYCIIEHIHO 3ABEPIIEHO. Jlansele mporpamMMmbel A®
ckonmpoBaimch B nporpammy OK. Haxxmure ENTER.

10. 3akpoiite nporpammy @K u eme pas 3arpy3ure ee ¢ mapoiieM «2» (peakropa).

Tenepp MaccUB yuYeTHBIX JaHHBIX PETMOHA TOMOJIHWJICS NaHHbIMU Bamero apxwusa.
VYoenurecy B 3ToM. Otkpoiite pasnen APXMB®WIIBTP. Beibepure Bam apxuB, Haxmure
BBITTIOJIHUT.
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Boiinute B paznen ®OH/I BeiGepute Bamr apxus, Haskmute ENTER.

[Tpocmotpute m3rotoBneHHsld Bamu [lacmopt apxuBa B pasnene [TACIIOPT (myHkT
BepxHero meHio PA3JIEJIbI).

PaGoTas ¢ mporpamMMoi, MOXHO TIOJYYUTh CBOAHBIA MacmopT mo Bamemy apxuBy 3a
pasHble rojsl (noapasaen « CBOAHBIN MacnopTy).

st gero cimyskat moapasaensl «Jlnaamuka — a6c.»; «lunamuka %»?

KoHTposIbHBIE BOIIPOCHI:

l. [loueMy uMEHHO yuyeT JOKYMEHTOB CTaJl OJHUM U3 II€PBOOUYEPEIHBIX
HaIpaBJIEHUN KOMIbIOTEPU3AINN apPXHUBHOTO Jiefa?

2. B yem BaXHOCTb NMpHUMEHEHHs OOIICOTPACIIEBBIX (TUMOBBIX) 0a3 JAAHHBIX JUIS
BEJICHUS y4yeTa JOKyMEeHTOB ApxuBHoro (ouaa PD?

3. KakoBsl ~ mpeummymiecTBa  aBTOMaTHU3UPOBAHHBIX  CHCTEM  ydyeTa  IEpel
TPaJMMOHHBIMU YYETHBIMU CIPAaBOYHUKAMHU?

4. HazoBure ocHoBHble ¢yHkimu AWIIC «ApxuBHblii Qoumn» u  «DOHIOBBIM

Katajor cyobekTa deaeparmm.

5. Kak cTpoutcst aBTOMaTH3UpOBaHHAs CUCTEMa IIEHTPaIM30BaHHOTO y4eTa JIOKyMEHTOB
ApxusHoro ¢ponga PD?

Jlureparypa:

1. BpemeHHBI MOPSAAOK aBTOMAaTU3MPOBAHHOIO T'OCYJAPCTBEHHOTO y4eTa JIOKYMEHTOB
ApxuBHoro (¢onma Poccuiickoii ®exepanmu, XpaHANMXCS B TOCYAapCTBEHHBIX H
MYHHUIMINAJIBHBIX apxuBax (yTBepkaeH npuka3zoMm Pocapxusa ot 23.10.2000 Ne 64.

2. Enuublii  mopsAmok  3amojiHeHMs — nojed  EnuHOM  aBTOMAaTW3MpOBAHHOMU
MH(GOPMALIMOHHON CHUCTEMBI, COCTOSIIEH M3 MPOrPaMMHBIX KOMIUIEKCOB «APXUBHBIN (HoHIY,
«®DoHoBbIN KaTanory, «LlenTpanbubiii ponmoBeIA KaTtaigor». [Ipoekt. / M.: 3AO «AJIAIIT»,
2013s Poccust (2002—2010 roasn)»

Tema 4. Co3naHue ydyeTHBIX JOKYMEHTOB apXuWBa M IAcHopTa apXuWBa C IOMOIIbIO
IpOTrpaMMbl «YUeT apXuBHOTO (hOHIa». 8 4acoB.

Llenb paboThI: OCBOEHUE CTYJEHTAMHM METOIMKU aBTOMATU3HMPOBAHHOTO BHYTPEHHETO U
LEHTPAJIM30BAHHOIO y4eTa apXUBHBIX JOKYMEHTOB, IpuMeHseMol B I'naBapxuBe r. MOCKBBI,
pHOOpeTEeHNEe HABBIKOB CPABHEHUSI IPOTPAMMHBIX MTPOTYKTOB.

B pesynbrare paboThl CTyI€HT JOJDKEH 3HATh:

- Ha3HayeHWe M (YHKIHMHM, OCHOBBI MHTepdelica mporpaMMbl «Y4eT apXUBHOIO
bonga;

- paznuune Mexay pexumoM nonosiHeHust bJ[ B pexxume ®OH/- OIINUCH u B
pexume AKT.

B pe3ynbraTe paboThl CTYyI€HT AOTKEH YMETh:

- HACTpauBaTh NMpOrpaMmy «Y4eT apXUBHOTO (HOHIIA» B pEKUME aJMHUHUCTPATOPA,
BBOJIUTH 110JIb30BaTeENeH U BHIOMPATh GOPMBI OTUETA;

- pabotate B mporpamme «Yuer apxuBHoro ¢onna» B pexxume ®OHJ(-OITMCH,
BBOJUTH JaHHBIEC U3 JIOKYMEHTOB BHYTPEHHErO y4eT apxuBa (Jucta (oHaa, onuceil) B pa3ziessl
OCHOBHOTO MEHIO IporpaMmsl «Yuer apxuBHoro ¢ouna» — ®OHJ — IIOIIOJIHEHUE B/JI;
OIINCDH — ITOITOJIHEHUE B/I, EJl. XPAHEHM .

- CO3/1aBaTh C IOMOIIBIO IPOTPAMMBI «YYeT apXUBHOTO (OHIa»

aucT poHAa, KHUTY ydeTa NOCTYIUIEHUH apXuBa, CIIUCOK (HOH-

JIOB U IpyTHE TOKYMEHTbI BHYyTPEHHETO YYeTa.

[IporpammHoe obecnieueHue:
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WuTerpupoBanHas aBTOMAaTH3MpOBAaHHAs cUCTeMa «YueT apxuBHoro ¢ouma» (AO
Wnucodr).

Pa3narounbie Marepuansl:

- 3anonmHeHHbIe TUCTHI (OHIOB Ha 1Ba (DOHTA,

- Omnwuce aen Gpouaa,

- PykoBo/1cTBO MOIB30BaTENSI IPOrPAMMBI «YUET apXUBHOTO (POHIA.

[IpakTruyeckoe 3ananue 1-4 gaca. [lepen Hayamom paOoThI

BCIIOMHHUTE:

l. Kakue yueTHble JOKYMEHTBI MO3BOJSET MOJIYYUTh M pacledararb MporpaMma
«ApXHUBHBIN (HOHI»?

2. KakoBbl OCHOBHBIE JOKYMEHTBHI M JOINOJHUTEIBHBIE JOKYMEHTBHl BHYTPEHHEIO
ydeTa B TOCY/IapCTBEHHOM apXuBe?

3. KakoBbl OCHOBHBIE JOKYMEHTBHI M JONOJHUTENIBHBIE JAOKYMEHTBHl BHYTPEHHEIO
ydeTa B TOCY/IapCTBEHHOM apXuBe?

WuTerpupoBanHas aBTOMaTH3UpOBaHHas cucTeMa «YueT apxuBHoro ¢ounga» (YAD)
IIpelHa3HayeHa AJIs BEEHUS LEHTPAIN30BaHHO- IO y4eTa JOKYMEHTOB KaK 10 apXUBY, TaK U IO
apXHWBOXPAHWIHIILLY.

Cuctema pazpabotana ¢pupmoit «ucopt» mist 'AY r.Mocksbl.

HaynuTte 3HaKOMCTBO C MPOrpaMMoN C IEMOBEPCHHU.

3arpy3ure Microsoft Internet Explorer (Ilyck — IIporpammer — MS Internet Explorer).

B none «aapec» BBeauTe www.insoft.ru. Jloxxaurecs 3arpy3ku caifta.

[I{enxnuTe no 3acraBke «JlemoBepcum». Jloxxanureck 3arpy3ku CTpaHULBI.

[Ilenxkuute mo mnepBoll cTpoke «VHTerpupoBaHHasi aBTOMATU3MPOBAHHAS CHCTEMA
MOCKOBCKOTO TOpO/ICKOT0 00BEAMHEHUS apXUBOBY.

Jloxxaurech 3arpy3Ku CTpPaHULIBL.

Bri6epute nyHkt menio «[IOMOIIby», Boiiaure B paznen «O cucreme», BHINHUIIUTE B
TeTpajb JaHHbIE O porpamme u pazpadorunke. Lllenxuure nmo OK.

Botinute B myHKkT MeHIO «AKTy. lllenkauTe mo «HOBBIU AKT»

CJIEBA, CAMOCTOATEIBHO OIPENEIUTE M 3alUIIMTE MOCIEI0BAaTENbHOCTh ACUCTBUN IS
BBEJICHUS B aKT NepepaboTKU OMUCEH:

BBenenuns ydyetHbix qaHHbIX 10 HoBo# onmucu Ne 3.

VY manenus Bcex aeit omucu Ne 3.

Boiinute B myHkT meHto BEJIEHWE YUETHBIX JJOKYMEHTOB.

CaMocCTOsATEeNBbHO YCTAHOBUTE MOCJIEI0BATEILHOCTh ACHCTBUI:

HEOOXOMMBIX JJIS BBEJCHUS CBEJICHUI B TUCT (HOH/IA;

HEOOXOMMBIX JIJIsl BEJACHUS CITUCKA (DOHJIOB;

HEOOXOJAMMBIX, IS TIOJYyYEHUS CBEACHUH O COCTOSHUU KaXKIOW EIUHHUIIBI XPaHCHUS
(BHUMATEIBLHO CMOTPUTE Ha Pa3zelibl TTTABHOT'O MEHIO BBEPXY).

VYcraHoBUTE W 3alUINNTE, KaKWE JTOKYMEHTHI BHYTPEHHETO y4eTa IMO3BOJISIET COCTaBUTH
CUCTEMA. YCTAaHOBUTE W 3alUIINTE, KAKHE JOKYMEHTHl LIEHTPAJIM30BAHHOTO y4eTa MO3BOJISIET
COCTaBUTH cucTeMa (IIyHKT MeHI0 «BeeHne y4eTHbIX JOKYMEHTOB ).

Kakum 06pa3oM MOKHO COCTaBUTh MACIOPT apxuBa?

2. Tenepp nepexoquM K MpakTHUKE. 3arpy3uTe nporpaMmy «Y ADy,

niesnkHyB MbIibio 1o [ITYCK — I[TPOT'PAMMBI — YUYET APXHB- HOI'O ®OHIA —
AIMHNHUCTPATOP. IIporpamma 3armycTuTcst B pexxuMe aaMuHucTpaTopa. lllenkauTe Mplbro
no HACTPOMKA B]I.

Cosnaiite b/I. Beegute B okHo CO3JIAHUE B/I anpec G/arhive/dbf.

[enkaure CO3ATH, OK. Bbl BepHerech B OCHOBHOE MeHIo. lllenknure ®ANJIBI
OTYETOB. Beenute B oTkpsiBiieecs: okHo anpec C:/ arhive/reports. lllenkaute SELEKT, OK.
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enxkuute no nynkty [IOJIb3OBATEJIM rnaBHoro MeHroo. Bam ciegyer BBecTH
0JIb30BaTENIe U MPUCBOUTH UM MpaBa, HA3HAYUTh MAPOIH.

Wrak, naunute ¢ ukonku «HoBas 3amuce» BHM3Y (nmcTouek). B mone ®UO BBenute
cBOIO (haMuIIMIO, IPUCBOITE ceOe PyHKUIMU aJMUHHCTpATOpa, IIEIKHYB MO (UIaXKy U BbIOpaB
nyHKT «AJIMUHUCTPATOP» u3 BepxHEro MeHwo. YKaXuTe napoib «1» M moaTBep:KIcHHE
«1». Hlenkaute mo nkoanke COXPAHUTD (auckera BHUBY).

Cuctema rotosa k padore. [llenkaure mo BBIXO/.

7. 3amyctute mporpammy B pexume noib3zoBatend. lllenxknute mpimpio no ITYCK-
I[TPOT'PAMMBbI — VUYET APXMBHOI'O ®OH-IA — YAD.

Haiinure BBepXy CTpOKy INIaBHOTO MeHIO. B 1ieHTpe pabouero okHa HaXOJUTCsl Ha3BaHUE
apxuBa. YToObI HaYaTh paboTy ¢ CUCTEMOM ClIeyeT BBECTH CBOIO (DaMHIIMIO U MApOIb « 1.

[Iporpammoin npeaycMOTpPEHBI IBE CUCTEMBI ydyeTa — A0 coxpaHeHus Ilacropra apxusa
u nocisie coxpanenus [lacnopra. Pexum ydera 1o coxpanenus Ilacriopra apxuBa npegHa3Ha4eH
st BBoma  Oombmmx  MaccuBoB  mHpopmanmu  3A  TIPEABIAYIIWME T'OAbI. 3to
MOArOTOBUTENBHBIN JTan ydera. [locie coxpaHeHMs nacmopra 3TOT PEKUM CTAHOBUTCA
HEJOCTYIHBIM — U3MEHEHUS B IAaHHBIX MOKHO OCYILIECTBJIAThH TOJIbKO uepe3 MyHKT MeHio AKT.
[IpencraBum cebe, uTo NaHHas cuctema BBeAeHa B apxuse B 2001 rojy, a ydeTHbIE JOKYMEHTHI
nmeroTcs 3a 40 mer. CHavana ciemyeT BBECTH JaHHBIE 000Bcex (OHAAX M OMHUCAX apXUBa,
otnoxxuBmmxcs 3a 40 ner.

B pexxrMe nepBoHa4alIbHOTO MOIMOJHEHUS JAHHBIX OCHOBHBIMU

apisitorest Tpu nmyHkra: @OHJ[-OITMCh-E/I.XP. Pabora HaunHaeTcs C IMyHKTa MEHIO
®OH/JI. Pexxum omucH CTAaHOBUTCS aKTUBHBIM IIOCJIE€ BBOJAA W BbIOOpa ¢oHAA, YTOOBI HE
HapyIIUTh CKBO3HYIO HyMEpaIlio onucel B pamkax (oHna.

8. lllenkauTe MBIIIBIO TO MyHKTY rnaBHOro MeHro DOHJI. 3arem BbIOEpHTE MYHKT
[TOITIOJIHEHUE B/. Bo3zbmure nuct neporo ¢honaa. Beeaure B kapTouky (oHIIA CBEICHUS O
dbonme:

- HOMep (oHIa;

- kateropuio (oHa (BRIOEPUTE, HCXOISI U3 €r0 IIEHHOCTH);

- cocTosiHuE (QoHAA (ILIEITYOK MO CTPEJIKE CIpaBa, «B HATUYHNY);

- nH(pOpMaLIMI0O O TMOCTYIUIEHWH (BBEOUTE ATy MEpPBOr0 MOCTYIUIEHUS C JIHCTa
doHpna);

- BBeUTE HOMep apxuBoxpanuiauna B nosie APXVMBOXPAHMJIMIIIE 1;

- KOJIMYECTBO  HeonucaHHbIXx  marepuasioB B noine  HEOIIMCAHBIE
MATEPUAIJIBI;

- OT KOT'0 MOCTYNUIN MaTepuaisl (0T poHI000pa3oBaTes).

OcranbHble MO KapTOYKH (OHJA HEJOCTYIHBI, TaK KaK JaHHbBIC CIIEAYeT BBOJHUTH B
nmyHkTe riaBHoro MeHio OITHCD.

Opnako 3amonHeHue KapTouku ¢oHna emie He 3akoHueHo. lllenkHuTe mo BKIaake
HA3BAHUE ®OHJIA, ykaxkuTe mociaenoBarelbHO Bce Ha3BaHUs (OHAA, YKa3aHHBIE B IIEPBOM
pasnene ymcta Gonna u ux kpataue aatel (most HASBAHUE ®OHJIA, IATA HAUAJIbHAA,
JHATA KOHEYHAS).

Buaumanmue!

Ilocne BBoma KaxJaoro Ha3BaHMsA (OHAA HAIO €ro COXPaHUTH (ILEJKHUTE II0
MUKTOTpaMMe C KeJNTOM AuckeTod BHHU3Y). Eciau Ha3zBaHue QoHIa HE MMEET TOYHBIX KpaWHUX
JaT, CIeyeT BPyUHYIO PacIloIOKUTh HA3BaHUA B TOM IOCIIE0BATEILHOCTH, B KOTOPOH OHH

npuBeleHbl B JUCTe (oHAa (MCHOJB3YHTE KHONKH CO CTPEIOYKaMH BBEPX-BHU3).
IIpenBapuTENbHO HYXHO BBIACIUTH MBIIIBIO CTPOKY C Ha3BaHUEM, a 3aTEM IEPEMECTUTH €r0
BBEPX WJIM BHU3 HYXKHOM KHONKOW. Eme pa3 coxpanute gaHHble B KOHIE. [IlenkHuTe o NKOHKE
c nseppto BHM3Y. lllenknute mo Bkimaake AHHOTAILIMS. BBenute KpaTKyr0 aHHOTALUIO
JOKYMEHTOB (hoH/a (BUIBI JOKYMEHTOB, TemaTtuka). Coxpanure nanusle. lllenkaure no ukoHke
C JIBEPBIO BHU3Y.
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Bxnanky COCTAB ®OHJIA He TporaiiTe, oHa 3anoyHATCs aBToMartndecku. Lllenxkuure
10 MKOHKE C JBepbio BHU3Y. Ecnu Bbl 3a0b11M COXpaHUTH JaHHBIE, MOSBUTCS «BOMPOILAOIIEE)
okHO. Bribepure

BbIXOJIT C IIPOBEPKOI. Hu B koeMm cinyuae He BpiGupaiite OTMEHMTH
N3MEHEHUS! Torma Bce Bamm crtapanus mnpomaayT BTyHE M HOBBIE JaHHBIE OyIyT
YHUYTOXKEHBI!

AHaJIOTHYHBIM 00pa30M BBEAWUTE JAHHBIE CO BTOPOro jucTa (oHIa M U3 onucH (GoHIa
(DOHA-TTOITOJIHEHUE BJI).

9. BBenuTe naHHBIE O KOJIMYECTBE €AMHUI] XpaHeHus onucelt ponna 1, 2 (muctsl ponma)
u 3 (omuck ponnma). s atoro HyxkHO BorTH B pazaen OIIMCH. omxkHo ObiTh, Bl 3ameTwiin,
YTO MOCJIe COXPaHEHUs NepBOM KapTOUKH (POH/IA, STOT IMYHKT MEHIO CTall aKTUBHBIM.

Opmnako st Toro, 4to0Osl BBecTH AaHHbIe B pasznen OIIMCh, cnavana cinemgyer HaWTh
¢doHnn, onmcu kotoporo Brl Oyaere BBoiuTh. i 3TOro Hy)XHO BOWTH B MyHKT MeHio @OH/I-
BbIBOP ®OH/IA. Ilepen Bamu Bo3HUMKHET popma Jisl BBOJIa KPUTEPUEB MTOUCKA.

OcymiectBuTe MOUCK (HOHJA MO psAY KPUTEpHEB (HOMEp, COCTOSHHME — B HAJIWYMM).
Henxuaute mo uxkonke [IOMCK (xpacHas myna BHU3Y). CaMblil mpocToil croco® MOIy4YHUTh
CIMCOK BCEX BBEACHHBIX (POHI0B — HIENKHYTh N0 uKoHke JIYIIA BHU3Y, BOOOIIIE HE BBOIS

KpuTepueB noucka. HaBenure kypcop Ha Ha3BaHME MEpPBOTO (POHAA B CIUCKE, JBAXKJIbI
HIeTIKHUTE 110 HoMepy (onaa. [losBurcs kapTouka ¢onna. Tenepb MOXKHO MPUCTYNUTH K BBOY
cBenieHni 00 onucsax GoHma.

[IlenxkHuTe ™Mbl 10 NMyHKTY rnaBHoro MeHwo OIIMCD. IlosBuTcs kapTouka OnmucH
nepBoro GoHma.

Bo3bpMuTe nHMCT COOTBETCTBYIOLIETO (POHIA M MOOYEPETHO BHECUTE CBEICHUS O KaXIO0i
OIHCH: HOMEpP OMMCH, Ha3BaHUE OMKCH, THUIl OMKCHU U CHOCOO BOCIPOU3BEACHMS BbIOEPUTE U3
cnucka (crpenka crnpasa) o cmeiciy. B none KOJIMYECTBO TOMOB nocrasbte 1, B mosne
AHHOTAIM S BnummTe KpaTKyIo XapaKTepUCTUKY COCTaBa U COJIEP KaHUs JOKYMEHTOB OIUCH;
B monie CPOK XPAHEHUS — Brnuiute «mocTossHHO». O0s3aTeNbHO MPOCTABHTE KOJIMYECTBO
€IMHHULl XpaHEHUS B OIUCH (CM. JTUCT (POoHAA) U KpallHUE AAaThl JOKYMEHTOB OIUCH (CM. TaM XKe).
[enkuute mo mukrorpamme COXPAHUTD (auckera BHU3Y). Ecnu BbI 3a0bLTH COXPAaHUTH H
menknynu BbIXOJI, BeiGepute B nossusmemcs okae BBIXOJ[ C [IPOBEPKOI.

Takum xe crnocodom (OIUCH-TIOIIOJIHEHUE BJI) BBeaute cBeaeHus 000 Bcex
onucsax AaHHoro gonaa. 3atem Haiaute Bropoit pouna (POH/I-BBIEOP ®OHJIA). Beenu-

Te cBeneHus ¢ Jlucta gonma 000 Becex ommcax JaHHOTO ¢GoHIa. 3aTeM BO3bMHTE OIHUCH
dbonga m BBeaWTe AaHHBIE 00 ATOM ommcu. OTkpoiite myHKT rinaBHoro Mmenro EJIMHUIIA
XPAHEHMS u BBeauTe 3aroiaoBKU IIATH J€]I U3 ONUCU. B JaHHBIM MOMEHT BBl CO3IacTe HE
TOJIBKO YUETHBIN, HO U TIOUCKOBBII CIIPAaBOYHUK — apXUB-HYIO OIKUCh.

10. OcymectBUTE MOUCK MH(OPMAIK 00 OMUCSIX BBEJCHHBIX (POHIOB.

Jns sToro Bei6epute myHKT riaBHoro meHtro OIIMCbh-BbIBOP OITMCH.

[TosiBUTCS OKHO ISl YCTAaHOBKU KpUTEpUEB Moucka. OCylecTBUTE MOUCK IO Ha3BaHWIO
omucu. J[ms storo abcomoTHO HeoOs3aTeapbHo BBOAUTH B mmone HA3BAHUE OIIMCU Bce
Ha3BaHuA. JlocTarouHo oaHOro cioBa. Ho mpu 3TOM cienyeT BBINOIHATH NIPaBUIa COCTABICHMUS
3amnpoca:

%ot1aen% — cIoBO BCTpeyaeTcs B TF000OM MeCTe Ha3BaHUS;

ot1en% — CI0BO BCTpeyaeTcsi 0053aTeNIbHO B Havajle Ha3BaHUS;

%0Tn€en — Ha3BaHUE 3aKaHYMBACTCS JAHHBIM CJIOBOM;

%otnen%xkanpo%ynpaBieHus% — JHO00€ COYETaHHUE CIOBO+

CIIOBO+CJIOBO.

Otmetpre BHM3Y nepexmodaresss COOTBETCTBUE XOTS bbl

OHOMY VYCJIOBHIO. llenkuute no kHonke [IONCK BHu3y.

AHaJOTMYHBIM CTIOCOOOM OCYIIIECTBUTE IMOUCK MO KpalHUM JaTaM

JIOKYMEHTOB OIMCEH; 10 aHHOTAlUM onucu. B pesynbrate Bcex ycunuil nepen Bamm
MOSIBUTCA CIHCOK onrcel. [IpocMoTpuTe KapTOuKu
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HaWJICHHBIX OIUCEH, IIEJIKast 110 UX HOMEDY.

Haiins onuce, nonpoOyiiTe HaiiTu BBeAeHHBIE Aena. OCyIIecTBUTE MOUCK M0 KIOYEBOMY
CJIOBY (XOTs1 OBI OZTHO CJIOBO M3 3aroJioBKa Jiell, KoTopoe Bbl momuuTe).

O6parute BHUMaHue, 4to pexxum AKT HenocTymneH.

11. Orkpoirre myHkT rnmaBHoro MeHro COCTABJIEHUE YUETHBIX JJOKYMEHTOB.

[TonpoOyiiTe caMOCTOATENbHO, CIIeAYys YKa3aHUSAM MIPOTPaMMBl,

COCTaBUTh CMHCOK (POHJIOB apXMBa, pEECTp Omuceil 1rodoro u3 BBeeHHbIX Bamu donna,
et ogHoro u3 ¢ouaoB. CpaBuute noiydenuslid u3 bl Jluct ¢onga ¢ opurunasoMm. Kaxue
paszzesnbl IucTa QOHIa OCTAJIMCh HE3aNOJIHEHHBIMU?

B TeTpamM COCTaBbTE CpPABHUTEIBHYIO XapaKTEpHCTHKy mporpamm «APXVBHbIN
OOHI» u «YUET APXMBHOI'O ®OHJIA» ¢ Toukm 3peHus TpeOOBaHHI K 00OPYIOBAHHMIO,
GyHKUMH, ONTHMHU3AIMM YyuyeTa, yJnoOcTBa wuHTepdeiica, oTueToB, croumMoctu. Crenaiite
3aKJIFOYEHUE T0JIb30BATEIIS.

KoHTpoIbHBIE BOIIPOCHI:

l. B uem cxozacTBO M paznuuue GyHKIMHA MporpamMm «ApXUBHBIH GoHA» U «Yyer
apxuBHOTO (poHIA»?

2. Kakue yueTHble NOKyMEHTHI BBl MOXET€ MONy4YUTh B KAauecTBE OTYETOB C
MOMOMUIBIO IPOTpaMM «APXUBHBIN GOHI» U «YUeT apXUBHOTO hoHma»?

3. KakoBbl 1OCTOMHCTBAa M HENOCTATKM KaXKIOW M3 IMPOrpaMM C TOYKH 3pEHUS
apXUBHUCTA, UCIIOJIb3YIOLIET0 UX JUIsl OpraHU3al[ii aBTOMAaTU3UPOBAHHOTO yueTa B apXHBe?

4. Kakue pasnenst Jlucra ¢ponga Bam He yaanock COCTaBUTh B JaHHOM pexuMe?

Jlureparypa:

I'openex T.H. Kowmmnbrotepuzanusi MOCKOBCKUX apXuBOB: OT mpoctoil bJ[ k
MHTErpUpPOBAaHHON MHpOopMannoHHoM cucteme. 1986-2002 rr. // OteuecTBenHble apxuBbl. 2002.
Ne 5. C. 20-26.

[IpakTrnueckoe 3ananue 2-4 yaca.

[IporpammHoe obecnieueHue:

- HuTerpupoBanHas aBTOMAaTU3UPOBaHHAsI cucTeMa «YueT apxuBHoro gouaa» (AO
NHCODT).

- PykoBoacTBO nosip30BaTes.

PaznaTouHble MaTepuab:

- muct GhoHa,

- aKThI:

npueMa-nepesaun e,

BBIJICJICHUS JIe)l HA YHUUTOXECHHUE,

HAyYHO-TEXHUUECKOW 00paboTku POHIIOB.

[lepen HauamoM pabOTHI BCIIOMHUTE:

1. KaxoBsl paBuiia 3anonHeHus jgucra ¢ponua’?

2. Kakue BUIBI aKTOB (PUKCHPYIOT M3MEHEHHSI B COCTaBE JOKYMEHTOB apXuBa U
JBUYKEHUE JJOKYMEHTOB?

l. Ortkpoiite nporpammy «YAdD» B pexxume nonb3osarens (ITYCK ITPOI'PAMMEBI-
YYET APXHMBHOI'O ®OHJA-YUET APXUBHO-I'O ®OHJIA). Csoro ¢damunuio Bel,
KOHEYHO, He 3a0buTu. BBeaure ee u mapoinb — «1» — B cooTBercTByomue nois. Obparture
BHUMaHue, uto pexxuM AKT nenmoctynen. (IlompoOyii-te BBectu cBenenHust o6 akre AKT-
HOBBIU AKT). Jlns BBe/IeHHs CBEIGHMIA 10 aKTy NpHeMa-Tiepejaul JOKyMEHTOB HEOOXO0IIMO
CHauaja co3JaTh W 3alIUTUThH NacnopT apxuBa. lllenkHUTE MBIIIBIO MO MYHKTY IJIABHOI'O MEHIO
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BEJAEHUE ITACIIOPTOB, Beibepure CO3/IAHUE, menkuute no JA. I[Iporpamma monpocut
Bac nmogoxnate, moToM 3aBEpUT, UTO MacmopT apxuBa co3nan. Ho Ber Hudero He Bugute. UTOOBI
MIOCMOTPETh Ha pe3yJbTaT CBOUX TpPYyAoB, menkHute no OK, BbiOepuTe B IYHKTE MEHIO
BEJAIEHUE ITACIIOPTOB noanynkr I[TPOCMOTP. lllenkHuTe MO MKOHKE C KPacHOM JIyNou
Hu3y. [Iponucraiite moay4yeHHbl nacnopt (BKIaJKHU cBepXy). Bel ybeaurecs, 4To GOJIBIIMHCTBO
pa3esioB MycCThl, OJHAKO IIpOrpaMMa YeCTHO MOJICUMTala BBEJIEHHbIE BaMU JJaHHBIE U CBEJa UX
BOE/IMHO B paznene 1

u pazzene 3.1.

Crnenyer 3amuTtuTh nacrnopT oT ynanenus. Broibepure BEJIEHME ITACTOPTOB-
KOPPEKTHUPOBKA, mienkHATe MO MKOHKE C Tajoykod BHU3Y. Ha Bompoc mporpammel o
3ammrTe nacrnopra BelOepute oTBeT «JlA». YOeautech B TOM, YTO HAmpOTHB JAThl CO3/1aHUS
Bamero macnopra nosiBuniachk kpacHast ormetka «3AIUIIIEH».

2. Jlns Hagana paboTHI C aKkTaMH HEOOXOAMMO CHOBA MEPEHACTPOUTH MPOrPaMMy B
pexume AIIMUHUCTPATOPA.

OTHbIHE, 1TOCIIE COXPAaHEHHUs MaclopTa apXKBa, BCE U3MEHEHHUs B KOJMUECTBE e GoHIa
OCYILECTBIISIOTCS yepe3 MyHKT MeHo AKT.

[Tonymaiite, mouemy.

[[lenkaure o nyHkTy MeH BbBIXO/I. 3amyctuTe mnporpamMMmy 3aHOBO B peXUME
AJIMUHUCTPATOPA (npuaetcs 3aHOBO BBECTH MapoJib).

CHoBa ImeNKHHUTE 110 MyHKTY MeHio 1I0JIb30BATEJIb-HOBbIN

[TOJIB3OBATEJIb. BBenute nMs (3alIlOMHHB €T0), TAPOJIH «2, TOATBEPKICHUE «2».

Tenepp mnpeacrour camoe uHTepecHoe. Crnenyer co3maTh HOBYKO poOidb  —
«HAYAJIbBHUK OTHEJIA YUYETA». [lng 3TOro mIENKHUTE MO KHOIMKE «PEIAaKTOp PpOJeh»
(TeaTpanbHas Macka BHU3Y). Ha skpaHe mosSBUTCS OKHO pegakTHpoBaHus poineil. lllenkuure mo
MUKTOTpamMme

HOBAS POJIb (ucTo4ek BHM3Y) MBIIIKOM, BIOHUIIUTE B OKHO Ha3BaHUE pOIHU
«HAYAJIBHUK OTHAEJIA YUYETA», OK. IloctaBere ¢maxku B momsix AKT (mpocmortp,
nonosHenue bJ1) u B npyrux nomnsx. llenkaute no COXPAHUTD (nuckera BHuzy). Lllenkuure
no nukrorpamMme BbBIXO/[ BHmzy. B okxne I[IOJIB3OBATEJIN, ¢ kotoporo Bbel HaumHamm
paborty, B mose POJIb BriGepuTe HOBYIO posb «HadanpHUK OT/AETa yUeTay.

[enxHuTe MO AMCKETE BHU3Y (COXpaHUTh) U 1o ukoHke BbIXO/I.

Jlanee 3akpoiiTe mporpaMMmy U CHOBa 3allyCTHUTE €€ II0J HMEHEM M C MapoJeM
HAYAJIbBHUKA OTAEJIA YUETA B pexxume 1mosib30BaTessl.

BuiGepure mynkt menio AKT — HOBBIM AKT. BosbMuTe IucT (OHIA, BBEIUTE
nanneie u3 pasgena «JABVDKEHUE JOKYMEHTOB» 06 aktax mnpuema-riepefadu e,
BBIJICJICHUS €71 HAa YHUUTOXKEHHE, HAyYHOTEeXHUUECKOH 00paboTku ¢oHnoB. Haiinute B nmcre
donmga paznen « YHET HEOIIMCAHHBIX MATEPUAJIOBY, BBeauTe NaHHBIE O MOCTYTUICHUH
MaTepuaioB poccbinu. Haiiniute paTty mepBOro MHOCTYIUIEHHs pocChiiM. BBeaure B MEHIO
HOBBII AKT momep ¢omma, maTy akrta (mepBas rpadpa — JaTa MEpBOTO MOCTYIUICHHS
POCCHITN), BBIOEpUTE THI aKTa —IpueMa-nepenaadd. B none «OTKyna mocTynuian JOKYMEHTbD)
BBenuTe — OT QongoobpaszoBarens. B mone UCIIOJIHUTEJIb 1 BBeaute cBoro amumuto.
[IlenkHUTE MO AUCKETE BHU3Y, YTOOBI COXPAHHUTh 3aIHUCh.

HoBblii akT co3/1aH, HO HE 3aPErUCTPUPOBAH.

UtoOBbI 3aMOIHUTH HIKHIOKO YacTh aKTa O ABMXKEHHM JTOKYMEHTOB HE BBIXOS U3 peXKHUMa
AKT, menkaure no mnyHkry miaBHoro MeHio @DOHJ[ — IIOCT. HEOIIMCAHHBIX
MATEPHAIJIOB. Bgeaute kpaiiHue AaThl MOCTYHHMBIIEH POCCHINIM W KOJUYECTBO €IMHMIIL
xpanenus (u3 ymcta Gonna). lenkuure mo nuckere Buu3y (COXPAHUTD).

B nynkte mento AKT menkaure no AKT — PETUCTPALIAA

AKTA — JJA — OK. Temepb akT 3aperucTpupoBaH, a CBEACHHS O IBM)KCHUU
JIOKYMEHTOB BHECEHBI B CUCTEMY.
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Takum ke 06pa3oM 3aperucTpupyiite apyroe mocrymienue pocchimu. AKT-HOBBIM
AKT; ®@OHA-ITIOCTYIIJIEHUE HEOIIucannsix ; AKT-PETUCTPALINA AKTA.

BrIObITHE pOCCHITI BCIEACTBHE COCTABJICHUS OINMWCEH HA Jiejla PEerucTpupyercst Oosiee
croxno. AKT-HOBBIU AKT. B none TUIT AKTA — Bri6epure AKT OITUCAHUSL

Hanee, ne Beixoms m3 pexxkuma AKT, Beioeputre mynkr ®OHJ[ B rinaBHOM MeHIo,
noanyHKT — BBIBbBITUE HEOITMCAHHBIX MATEPUAJIOB, BBeautre mo nucty ¢oHaa
KOJIMYECTBO M JIAThI BBIOBIBIIIEH POCCHITIH, T.€. BCIO pOocChinb. CoxpaHuTe (IMCKETa BHUZY).

Bribepure nmynkr mento OIIMCb, xotopslif cran akTuBHBIM, a B HeM — HOBAJ
OIINCB. Beegute mo nucty (oHAa HOMEpP OINKMCH, BBEAWTE HA3BAHWE OIMCH, KpaWHHUE NaThl
MaTepualoB, KOJIUYECTBO €IUHUI XpaHEHUs. BrIiiauTe U3 pexuma OMHMCH 4Yepe3 JBEpb BHHU3Y
(MKOHKa), COXpaHUB U3MEHEHUs, coxpaHute n3mMenenus B pexume AKT, 3apeructpupyiite AKT
(AKT — PETUCTPALIUA AKTA).

PaznenaBmichk ¢ yuyeToMm pocchini, opopMUTE BCE aKThl Ha MOCTYIUICHHUE OMHCAHHBIX
MatepuainoB. Jljisg 3Toro Bo3pbMuTe cBeAeHus u3 ucta ¢ponna — pasznen « YUET OITMCAHHBIX
MATEPUAJIOB». Ecnu Bl eme He goragaivch, Kak CO3/1a€TCsl aKT MOCTYIUICHHUS OIMCH,
neiicTyiite Tak: AKT — HOBBIU AKT, BBO1 HOMepa (oHZa, ATl aKTa (BCE Ta xkKe IepBas
rpada), TUIT akta — npuema-nepenaun. CoxpaHure.

Janee, He BoIx0s u3 myHKTa MeHI0 AKT, BEIOepUTE MyHKT MEHIO...

npasuibHO, OIIMCh — HOBAS OIIMCb. Beaute cBeneHuss 0 HOBOM Oomucu (Kpome
MEepBOMH, TaHHBIE O KOTOPOM BB yke BBenu). Co XpaHUTE. 3aperucTpupymure axT.

Teneps 3anoBo cocraBbTe JIMCT ®OHIAA (BEAEHUE YUET-

HbIX JOKYMEHTOB — JIUCT ¢onna-BbIBPATH ®OH). I1o-

YyBCTBYUTE PAa3HUILy — B JAHHOM CITy4ae 3al0JIHEHbI pa3zaen 3 u 4

nucta (poHAa O IBIKEHUU HEOMMCAHHBIX M OMUCAHHBIX TOKYMEHTOB.

Cozmaiite CBEJIEHU S Ob U3MEHEHUAX B COCTABE JOKYMEHTOB ®OH/IA;
MMOCMOTpPUTE, KaKhe U3MEHEHHUs B 00beMe (POH 1A TIPOU3OIILIH.

JlonoHUTE 3aKII0OUYEeHUE, CACTAaHHOE Ha MOCIEIHEM 3aHATHH.

KoHTposIbHBIE BOITPOCHI:

1. KakoBa 1ociie1oBaTeabHOCTb BHECEHUS U3MEHEHU B YUETHBIE
JTaHHBIE TOCIIE COXpaHEHUs nacnopra apxuBa? Yem BbI3BaHa 3Ta
NOCIIEA0BATENBHOCTD?

Jlureparypa:

I'openex T.H. KommbroTepuszanuss MOCKOBCKHMX apXHWBOB: OT mpoctod bJ[ k
MHTErpupoBaHHON MHpOpMarmonHoi cucreme. 1986-2002 rr. / T.H. 'openek // OteyecTBeHHBIE
apxuBbl. — 2002. —Ne 5. — C. 20-26.

Tema 5. IHpopMaimoOHHO-TTIOUCKOBBIE (PYHKIIUU TPOrPaMMBI

«ApxuBHBIN (HOHIY. 4 Haca.

Ilens  paOoThI: OCBOEHHE  CTyJIEHTaMH HH(OPMALMOHHO-IOUCKOBOTO  MOJIYJIS
o01eoTpacieBoi MmporpaMMmbl «ApXUBHBIH (OHI» W CO3JaHME IyTeBOAUTENs MO (oHIam
apxuBa.

B pesynbrate paboThl CTYJIEHT JOJDKEH 3HATh: OCHOBBI MH()OPMAIIMOHHOTO IMOUCKA B
AMUTIC (KOHTEKCTHOTO MOUCKA, TIOMCKA 110 KIIF0UEBOMY CJIOBY, IO KJIIACCHU(PHUKATOPY).

B pesynbrare paboThl CTyI€HT IOJKEH YMETh:

1. BBOAUTH JaaHHble B BJ] mporpammbl «ApXuBHBIM (GOHI» U3 MyTEBOIUTENS M
ornucei, GopMHUpYst FNEKTPOHHBIN MyTEBOUTENb;

2. peAaKTHPOBaTh Ki1accu(uKaTop nporpammbl «ApXUBHBINA (HOHIY;

3. OCYILECTBIIATh TMOUCK MH(MOPMAIMM BO BCEX pEXUMaX, IMPEeIyCMOTPEHHBIX

nmyHkToM MeHo OUJIBTP;
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4. dbopMUpPOBATH OTUYETHI.

[IporpammHoe obecnieueHue:

Iporpamma «APXMBHBIA ®OH/l» 2.0 for Windows (DenepansHas apXuBHAS
ciryx0a).

Pa3narounsle marepuansl:

Onwuce ¢onna, myreBogutensb mo ¢oHgam apxuBa, «Cxema eIUHOM KiacCU(UKAIIH
JOKYMEHTHOW MH(pOpMaIluu B CUCTEMaTHYECKUX KaTajiorax rocyaapcTBeHHbIX apxuBoB CCCP»
(coBeTckuil mepuon).

[IpakTrueckoe 3aganue. 4 yaca.

- [lepen HauaaoM pabOTHI BCIOMHHUTE:

- OcHoBHbBIE HTHPOPMAITMOHHO-TIOUCKOBBIC CITPABOYHUKHU apXUBA.

- Mecto B cucteme HCA myTteBoauTens 1Mo apXuBYy, COCTaB XapaKTEPUCTUKH (HOHIA
B ITyTEBOAUTEIIE.

- MeTtoauKy onucanus JOKYMEHTOB B ITyT€BOJUTEIIE.

- Hasnauenne u cTpykTypy «CxeMbl eAuHOW Kiaccu(UKAMU JOKYMEHTHOU
nH(OpMAINK B CUCTEMAaTUYECKHUX KaTajiorax rocyaapctBeHHbIX apxuBoB CCCPy.

1. 3arpy3ure nporpammy «ApxuBHbiil Gouay. [TY CK-ITPO-

I'PAMMBI-APXUBHbBIN ®OH/I-APXMBHbIN ®OH/I. Beexute napoib «2». OObIYHO
IUIS CO3JAaHMS DJEKTPOHHOIO IyTEBOAUTENS HCIOJB3YETCSl TPAAMIMOHHBIA IyTEBOIAUTENb.
Bo3pMuTe  TpaauIMOHHBIM MyTEBOAMTENb IO apXuWBy. BblOeputre WHAMBUIYAIbHYIO
xapakTepucTuky (onHma. BBemute cBeaeHus o BeiOpanHOM (oHne B 0a3y gaHHBIX. BBemute B
paznen «®OH/I» mouckoBele qaHHBIe O QoHAE (Ha3BaHHe, HOMEP (POHMIA, KOTUYECTBO EAMHUIL
XpaHeHUs!, ICTOPUYECKYIO CIPaBKY, aHHOTAIUIO U JIp.).

Jlig sToro mienkHuTe Melbko 1o myHkty @OH/I rmaBHOro MeH1o.

[TostBuTCs ciucok (oHm0B, BBeAeHHbIX paHee. llenknure mo ENTER.

HlenkuuTte mo nmyHkTy HukHero MeHio [IOBABUTD. Breaure nomep ¢onma (ENTER,
MIPUHSTH), TIOJTHOE U COKpaIlleHHOe Ha3BaHue (oHIa,

uctopuueckuii nepuon (l-coBerckuit, 0-TOpEBONIONMOHHBIN), THUN (OHIA, OATHI
nokyMeHToB. [llenkaute COXPAHUTD, CHE}IYIHI/Iﬁ

OKPAH. Bce 31u onepanuu Bam yxe 3HaKOMBI 110 BBIOJHEHUIO 3a1aHust Ne 1.

2. [[{enkaure o myHkty HuxkHero MeHo PE/JAKTHPOBATDL. K stomy myHKTY
clielyeT oOpalaTbes KaX /bl pa3 mociie COXpaHEeHUs! TaHHbIX.

Beeaute oOwveM emuuull XpaHneHuss B coorBercTByromee mone. COXPAHUTH —
CJIEAVIOIIUI DKPAH.

Beenure UICTOPUYECKYIO CITPABKY u AHHOTALMIO B cooTBeTCTBYIOIIEE MOJIE.
Hns  sroro Hago menkHytb 1o PEJAKTHUPO- BATH B HWwKHEM MEHI, 3aTeM
NCTOPUYECKAS CITPABKA, PE-

JAKTHUPOBATD, BBECTH TEKCT HCTOPUUECKON CIIPABKU U3 ITyTEBOAUTENS, IIEIKHYThH 110
COXPAHUTD — CJIEAYIOLMI DKPAH.

Beegute xmoueBnie cimoBa B mois  IIEPCOHAJIMKM, TEOI'PAOU-UECKUE

CBEJIEHNSA, TEMATUKA. Ilepconamun — ¢damunuu; reorpapuueckie CBEACHUS —
reorpauueckue Ha3BaHusl, yIIOMUHAaeMble
B aHHOTallMM (OHAA; TeMaTHKa — KIIOUEBBbIE CJIOBA, IIEPElAIOIINE COAEpIKaHUE

JOKYMEHTOB. BHUJIbI JOKYMEHTOB HE SIBJIAIOTCS KIIOUEBBIMM ciioBaMu. Kak0e KIt04eBoe CII0BO
BBOJUTCA B OTACIBHYIO CTPOYKY, IIOCJIEC BBOJA CICAYCT HAXKATH F4. JIJ'IH BbIXOJla U3 PEKHUMa
BBOJIa KJIFOUEBBIX CJIOB cienyeT HaxaTh ESC.

3. B ToM cnyuae, eciiu xapakTepucTHKU (OHIA HET B TPaJIULMOHHOM IyTEBOJIUTEIIE
(omycTuM, OH ycTapen), A BBOJA JaHHBIX HCHOJb3yeTcss omuch (oHna. Bospmure omnuch
dbonga. Hauanrte Bce cHauana. Boitnure B paznen ®OH/I. lenkuure mo JJIOBABUTD. Beenute
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HOoMep HoBoro (onnma. Beenute B pazgen ®OHJl nocnenHee Ha3zBanue (oHIA, a paszien
[NIEPEMUMEHOBAHUSA nepBbie Ha3zBaHus (oHaa (cM. 0OOpPOT THUTYJIBHOIO JIMCTA OIHCH).
Kaxknoe nepernMeHoBaHNE BBOJUTCS OTAENIBHO, C JaTAMHU.

4. Bepuutecs B paznen @®OHJI. BeenuTe uctopuueckyo cripaBky (CM. IpeIncIOBHE
k omucu), AHHOTALIUIO (cM. coOcTBeHHO ommch), KiarodeBblie cioBa — TEMATHUKY,
I'EOT'PAOUIO, UMEHA (cM. yka3aTenu K OmUCH). AHHOTalMIO HEOOXOIHWMO COCTaBUTh Ha
ocHoBe omucy. Kax 06bruno, Haxumaiite CJIEJJYIOINI DKPAH, moka He Haiinere HYXHBIE
TOJIA.

5. BeizoBute mpenopaBatens M B €r0  NPUCYTCTBUM  OCYLIECTBUTE IIOMCK
nHpopmanuu. Boiinure B myHkT BepxHero meHto ®UJIBTP.

Ocy1iecTBUTE MOUCK 10 BBEAECHHBIM Bamu:

- NIeperMEHOBAHUSIM;

- KJIIOYEBBIM CII0BAM;

- TEKCTY UCTOPUYECKON CIIpaBKU MM aHHOTAIINU.

Ecin Bbl He mOMHHUTE BBEACHHBIX BamMu KIIIOYEBBIX CIIOB, LIEJIKHUTE 110 IIYHKTY MEHIO
CIINCOK cmpaga.

6. Otkpoiite nyHkr MeHto OTYETBI u mnpocMoTputre HECKOIbKO (aiiioBs,
00s13aTeIbHO 3arpy3uTe MyTEBOAMTENb (IIETKHUTE MO pa3/esaM OIJaBJICHUs) U yKa3aTelu K
HEeMy. 3aKpouTe APXVBHBIN ®OH/] (PA3JIEJIBI-BBIXO[).

7. Otkpoiite mporpammy APXWBHBIM ®OHJ[ B pexuMe aIMHHHCTPATOPA
(BBenute maposb «3»). Otkpoiite myHkT MeHro PYBPUKTOP. lenkaure no JOBABUTD.
Beeaute pyopuky 6. (I'ocymapcTBeHHbIE yupexaeHus: coBeTckoro nepuoaa). Haxxmure CTRL-
N. Beenure moapaszens! 6.1-6.9, ucronssys cootercTByrommii pasgen CXEMBI EJIMHOM
KIIACCUDOUKAILINN. 3amenute OyKBEeHHO-IMGPOBBIE HWHICKCH Ha COOTBETCTBYIOLIHE
uQpoBbIe. 3aKpOHTE MPOrpamMmy.

8. 3amycTuTte mporpaMmy B PeKUME pefakTopa (Imapoiib «2»).

Haiinute B cniucke GponnoB BBeaeHHble Bamu ponnbl. [IpoctaBbre pyOpuky. Coxpanure.

9. [MometbTe Kk yHHuTOXeHUIO (hoHA Moxkaiickoro YUKA (BAIINCH-YJAJIUTD-
JIA). Ilokaxkure pe3yabTaThl pabOThHI MPENO1aBaATENIO.

10.  VYaumurtoxere 3anuck o Moxaiickom YUKE. 3akpoiite A®. 3arpyzure AD B
pexume agMuHUCTparopa (maponb «3»). lllenkaure mo COKATUE B/I-JIA-ENTER.

11.  VYOemutech, uto 3anuck yHuuTOXKeHa. 3akpoite AD (BBIXO/).
12. 3arpys3ure A® B pexxume peakropa (maposb «2»). I[lpocMorpure cicok (poHI0B
(paznen ®OH/I) u y6eautecs, uro dhonmaa Moxarickoro YUKA B HeM Her.

KoHTposIbHBIE BOITPOCHI:

1. Ha kakom ypoBHe ocymiectBisieTcs: onucanue nHpopmanuu B AUTIC nporpammsl
«ApxuBHbIH (HOHI», Bepcus 27

2. Kakue Bo3MOXXHOCTH A1 TTOMCcKa MH(DOpMAIMK MIPEIOCTABIISET Ta mporpamMmma’?

3. B yem 1OCTOMHCTBA M HEAOCTATKU MPOTPAMMBI KaK MMOMCKOBON CUCTEMBI?

Jlureparypa:

Kucenes M.H. Nudopmanmonnas cucrema apxuBa — Mojeidb U Boriomenue / W.H.
Kucenes // OteuectBeHHble apxuBbl. — 1997. —Ne 6. — C. 28-33.

Jlapuna B.I'. Enunblil KnaccupHUKaTOp JOKYMEHTHOW HWHGpOpMAlUd — BayKHEHIIHIA
aneMeHT uHpopMaTu3anuu apxuBHOW orpaciu / B.I'. Jlapuna // OTedecTBeHHBIE apXUBBI. —
2002. — Ne 1. — C. 8-14.

Tema 6. [IyreBonurens no PI'AJIU. 4 gaca.
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Lenp paGoThl: m3yueHHEe METONMKU Moucka uHpopMmanuu B apxuBHoil AUIIC Ha
npumepe myresoautess no PIAJIN.

B pesynbrate paboThl CTyI€HT JOJDKEH 3HATh:

- Ha3HA4YCHHE W cOCTaB MH(popMaIrmoHHOro MaccuBa myteBoaurens mo PI'AJIN Ha
CD-ROM.

B pe3ynbraTe paboThl CTYyI€HT AOTKEH YMETh:

- OcCyLIEeCTBIISTh TOMCK BO BCEX BO3MOYKHBIX PEKHUMAX, & TAKKE

KONUPOBATh HaiieHHYy10 HHPOpMaIHio 1o myTeBoauTento mo PI'AJIN.

IIporpamMHEBIe cpencTBa:

- 31eKTpOHHBIN ImyTeBoauTens o PITAJIM. CD-ROM.

[IpakTnueckoe 3aganue Ne 5. 4 yaca.

[lepen HauamoM pabOTHl BCIIOMHUTE:

l. Pa3HoBUIHOCTH ITyTE€BOIUTENIEH.

2. CTpyKTypy ITOCTPOEHUS ITyTEBOAUTEIIA.

3. BcenomoraTenbHbIi cripaBOYHBIN anmapar K IyTeBOIUTEIIO.

4. 3amyck nporpaMmsl. JlJIs MHCTAJUIALMU [IPOrpaMMbl B OKHE « Mo KOMIIBIOTEP»
obpatutech k aucky H: (Guest). Ha nucke naiinure manky “D-ROJVb, oTkpoiite manky
Rgali/EXE.

Ecnu mporpaMma y»e yCTaHOBJIEHA, IPOCTO 3AIIyCTUTE €€ IBOWHBIM IIEITYKOM 10 UKOHKE
RGALI nmn ITYCK — TTPOI'PAMMbBI —PI'AJIN — Apxus PI'AJIM. Paccmorpure riaBHOE
MeHIo. Boiiaure B myHkT MmeHto Help — About. [lepenuinute B TeTpaab BeIxoaHble JaHHBIe CD-
ROM. Yt00bI BepHYTbCS B IJIaBHOE MEHIO, IEJKHUTE B JIIOOOM MECT€ OKHA C BBIXOJHBIMHU
JTAaHHBIMHU.

2. [Touck nupopmanuu no pasjenam myTeBOIUTES.

2.1.  YcranoBure coaBtopa B.A. KaBepuna mno cuenaputo kuHO- ¢uibMa «JlBa
KalUTaHa.

JBoliHbIM 1miemukoM Mbliu Boraute B pazaen «JIMYHBIE ®OH/IbI» cnipasa.

B okne «IIOUCK» (cnpaBa) Habepute pamunuto «Kapepun». lllenkaure no kaprouke c
¢dbamunueil mucarens cieBa. BeimuimTe HOMEp, XpPOHOJIOIMYECKHE I'paHHIbl U 00beM (oHIA,
(dbamMuIMIo coaBTOpa B TETPaib. Takke YKaKUTE 3JIeMEHT UH(OpMaLuy, KOTOPBIN JOKEH ObITh,

HO OTCYTCTBYET B JIaHHOW XapakTepucTuke (GoHaa B myTeBoauTene. YToObl BEpHYTHCS B
ocHOBHOE MeH10, Haxkmute ESC.

2.2.  Bomummre B TeTpaab Bee Gouast PITAJIM, koTopbie conepxar HHGOPMAIUIO 110
uctoput MXAT (ux HOMepa, XpOHOJIOTUYECKUE TPAHUIIBI, 00HEM).

Jitst aTOTO:

Haunurte ¢ pasznena «TEATPBI, XOPbBI», menkHyB MbIIbIO MO Ha3BaHUIO paszjena.
IIponncraiite kapToTeKy cieBa ¢ nomolns kinasuuictpenodek: Page Up, Page Down. s
IIPOCMOTpPA KapTOUKH CIIETYyET

IIEJIKHYTh MBIIIBIO 10 HAJIIMCH Ha HEH, A BO3BpalLIeHMs B KapToTeKy — Haxkatb ESC.
Brimmuimunre nepcoHanny akTepoB U PEKUCCEPOB TeaTpa, YIIOMUHAEMbIE B aHHOTAIUIX (hOH/A.

BepHutech B 0CHOBHOE MEHIO. AHAJIOTUYHO ITPOCMOTPUTE pa3Ien

«Konnexkun u cobpaHus». Beimummre cBeieHHs O KOJJIEKLHUSAX, KOTOPBIE COJEpKaT
JNOKYMeHTHI 1o ucropun MXAT.

BeInummTe nepcoHaIuy akTepoB M PEKHUCCEPOB TEaTPa, YIIOMHUHAEMBbIE B aHHOTALMIX
donna.

BepHuTech B OCHOBHOE MEHIO. AHAJIOTHYHO MPOCMOTPUTE pa3ien

«JIMYHBIE ®OH/IbI», nabupas B okae «I[IOMCK» cnpaBa pamunmu

BeimicaHHbIX Bamu nearenedi MXAT. Brimuiinre cBefeHus 00 MMEIOINMXCA JTAYHBIX
donmax.
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1) CaMOCTOHTCHBHO, MMyTCHICCTBYSA IO pasaciaM IMyTCBOAUTCIIA, HayguTe u
BBIITUIIUTE — HOMCPA U HA3BAHUA (1)OHJIOB:

1. JUTEPATYPHBIX MY3€EB;

2. JKYPHAJIOB, TIOCBSIIIICHHBIX N300pa3uTEIIbBHOMY HCKYCCTRY;
3. xopeorpaduueckux y4eOHBIX 3aBeICHUH.

2) [Touck o Homepy ouma.

[lenxkauTe Mo n300paskenuro croia ciaeBa BHU3y (Card index by fond number).

Ycranosure konuyectBo (oHnoB PI'AJIM, BKIIIOYEHHBIX B MyTeBOIUTENb. st 3TOrO
MIPUJIETCS TIPOJIUCTATh BCIO KAPTOTEKY. YKaKHUTE

HOMEp U Ha3BaHME MocieaHero Gounna.

HaiinuTe m ykakute Ha3BaHUS, XPOHOJIOTHYECKUE TpaHUIlbl, 00beM GoHmoB Ne 28, 156,
234, 1038. s storo B okHe «Ilouck» crpasa

BBeuTe HOMEp ponaa u Haxkmute ENTER.

3) [ouck no andasuty HazBaHUIl (POHIOB.

Brrsicaute, ckonbko ponaos CtpaBunckux umeercs B PIAJIN.

JUJ1s 3TOT0 MIETKHUTE MO0 AHUKY ¢ OyKBOM «C» B BEpXHEM JIEBOM

yriy. Ha6epute B rpade «Ilonck» «CTpaBUHCKUID.

Tem e crmocoOOM YCTaHOBUTE M BBHIMMIIMNTE HOMEpPA U XPOHOJIOTMYECKUE TPaHMIIBI
($hoHI0B:

- xommnosutopa /1.b. Kabanesckoro;

- pexuccepa A.A. Tauposa;

- KypHana «Kpokogun — yKaKuTe, ¢ Kakoro roja u3aaercs;

- I'ocynapctBenHON TpeThAKOBCKOM rajepeu.

4) ITouck 1o TekcTy aHHOTALMH.

Haiinute Bce houapr kommozutopor B PITAJIN.

[IlenxkHUTE MO CTOY C JIaMIIOM BHU3Y cripaBa. B okHe «Ilounck» BHM3Y clipaBa BBEAMTE
kioueBoe cnoBo «Kommosurop». B BepxHeM MeHio mienkaure no Action-Search-Start. Ilo
3aBepiieHnH noucka menkaure «OKy». CoxpaHnuTe MoMy4eHHBINH CIMCOK HalIGHHBIX (POHIOB Ha
KECTKOM JAuCKe. J[Js ATOro menaKkHUTe Mo IMyHKTaM BepxHero MeHro Action-Search-Save search
result to file. B umenudaiina ykaxure Baury pamuiuio, Haripumep, ivanov.srf. Llleaxaure «OK».
[IpocmoTtpuTe nosry4eHHbId CIUCOK. /{1151 3TOr0 cBepHUTE

nporpammy PGALI, Haiinute B okHe «Moit KoMmbioTep» U oTkpoiTe daiin C:/Program
Files/RGALI/Sresults/ivanov.srf. [llenkaure mo ero HasBanuwio. Ecnmu Windows cmpocur, ¢
MOMOIIIBI0 KakoW TMporpamMmbsl OTKpBITh (aiin, BbeiOepure WordPad, «OKy». IIpocmorpure
ITOJTYYEHHBIN CIHCOK.

CHoBa pas3BepHuTe OKHO mnporpammbl Rgali. Ilepenumure B Terpans (amumumn
KOMIIO3UTOPOB, (POHIBI KOTOPBIX XpaHATCS B apxHBe, IOCIEAOBAaTENLHO INpOCMaTpUBas ¢
MOMOMUIBIO IIETYKa MBIIIBIO KaX/IyI0 U3 HalJCHHBIX KapTOUeK.

5) Tem xe ciocoOoM (cM. 1. 4) onpesiennuTe U 3aMUIINTE B TeTPab:

- aBTOpa KuHOCIeHapus K/ «KoToBckuiiy,

- aBTOPOB MY3bIKAIBHBIX paboT 1o npousseneHuo /1. baiipona «3emist u HeOOY,

- aptuctoB, ucnoiaHsBmmx maptuu B Oanere I[L.M. YaiikoBckoro «Jlebemunoe
03EpO».

CocraBbTe apXWBHYIO CIpPaBKy (OTBET Ha 3alpoc) <JIOKYMEHTBI O TIOCTaHOBKax
«Caerypoukm» OcTpoBckoro». TeKCT apXUBHOHM CIpaBKH (HOpMYJIHpPYETCs NMpUMEpHO Tak: «B
OTBET Ha Balll 3alpoc coobmiaeM, 4To B Poccuiickom rocy1apcTBEHHOM apXuBe JUTEpaTyphl U
UCKYCCTBa I10 TEME ... BBISBIICHBI CIEAYIOLINE TOKYMEHTHI:

l. (xapakTepucTHKa JOKYMEHTOB, cchliika Ha Ne ponpaa);

2. (xapakTepHucTHKa TIOKYMEHTOB, cCbUIka Ha Ne ¢poHzaa).

[Tonnmucey nupexropa. Jlara.»
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JleiicTByliTe TeM ke cmocoboMm (CM. 1. 5).

6) 3anumuTe KOpOTKOE 3aKiIt0ueHue o myrepoaurtee no PI'AJIN:

- MOJTHOTA TOMCKOBOW MH(pOpPMAIUH, MOAPOOHOCTh XapaKTEPUCTHK (HOH/IA;
- TTOMCKOBBIE BO3MOXKHOCTH (OBICTPOTA U yJI0OCTBO MOUCKA);

- BO3MOKHOCTH JKCTIOpTa HHGOPMAIIMU (COXpaHEHHS Ha TUCKE,
pacrneyaTky, KOHBEPTUPOBAHMUS);

- Iu3aiig.

Chaiite TeTpaap MpENnoaaBaTelo.

KoHTposIbHBIE BOIIPOCHI:

l. KakoBa meronuka moucka HHGOpPMAIMU TO SJICKTPOHHOMY ITyTEBOAMTENIO IO
PI'AJIN?

2. B uem 10CTOMHCTBA M HEJOCTATKU NEKTPOHHOIO ITyTeBoauTens no PITAJIN?

3. B 4eM cXoICTBO M pa3iuuue 3JIEKTPOHHOTO ITyTEBOAUTENS, (POPMUPYEMOIO C

noMouibto nporpammel A®, 1 31eKTpoHHOTO ITyTeBoauTens no PITAJIN?

Jlureparypa:

Jlapuna B.I'. Cuctema HCA rocyaapcTBEHHBIX apXHMBOB Kak OCHOBa (POpPMHpPOBaHUS
ob1iero apxuBHO-UH(popMaIoHHOro npocrpanctsa / B.I'. Jlapuna // OteyecTBeHHBIE apXHBBHI.
2002. — Ne 3. —C. 14.

9.2. MeToanuyecKkue peKOMEHIaluH 0 MOAT0TOBKE NMMCbMEHHBIX padoT

[TucemenHast KOHTpOJbHAs padoTta (pedepar) nmpeacTaBisieT coO0N pe3yIbTaT U3yUeHUS
MCTOYHUKOB M JIMTEPATyphl MO OJHOM M3 MpobieM HH(POpMATU3ALMU APXUBHOTO Jena. Tembl
KOHTPOJIBHBIX paboT CcQOpMyJIUpOBaHbI TakKUM 00pa3oM, YTO HEOOXOJAWMO H3y4YeHHUE
HOPMATHUBHBIX U METOAMYECKHX MATEPUAIIOB, JTUTEPATYphl, OTpaXKaroIIel OMBIT pabOThl OJJHOTO
WM HECKOJIBKUX apXUBHBIX yupexaeHuil. PaboTa 1omkHa COCTOATH U3 BBEICHUS, TEMATHYECKUX
pa3aeioB, 3aKIIOYEHHUs, CIIMCKA HCIOJb30BaHHBIX MCTOYHHMKOB M JUTEpaTypel. Bo BBeneHun
pacKpbIBaeTCs aKTyaJIbHOCTh MPOOJIEMBI, OMPENESIIOTCS 1IeTb U 3aJja4ui padoThl, JaeTcs aHAIIN3
UCTOYHUKOB U JIUTEpaTypbl, OOOCHOBBIBAeTCS CTPYKTypa pabOoTbl. B ocHOBHOI wyacTw,
pa3lesieHHOM Ha TeMaTW4yecKue pasJienbl, u3yaraercs (pakTHUecKuid MmaTepual, OMHCHIBAETCS
OINBIT KOHKPETHBIX apXuBOB. Bce (akTHueckue cCBeleHHs COMPOBOXKIAIOTCS CChbUIKaMu. B
3aKJIFOUEHUH M3J1araloTcs BHIBOJIBI O COBPEMEHHOM YPOBHE PAa3BUTHS TOM WM HHOW TEXHOJIOTHH,
0 MPEHMYILECTBE METOA0B HMH(POPMATHU3ALMU WIH NMPOTPAMMHBIX NPOIYKTOB, HCIOJIb3YEMBbIX
cyx6amu JIOY u apxuBa u. K pabore 00s13aTeIbHO COCTABISAETCS CIIUCOK MCTIOIB30BAHHBIX

MCTOYHHUKOB: JINTEPATYPHBIX, UHTEPHET-PECYPCOB U MPOTrPAMMHBIX ITPOTYKTOB.

Henomyctumo npenocraBieHue B KaueCcTBE KOHTPOJIBbHON pabOThl KOHCIIEKTa CTaTbU MU
KOIMM HOPMAaTUBHBIX JOKyMEHTOB @DenepanbHOM apXMBHOM CiIyKObl, pa3MEIIEHHbIX B
WNHrephere.

Tems! 17, 27-30, mocBsiIIeHHbIE U3YYSHHUIO KAKOTO JINOO HaNpaBJIeHUs

unpopmatuzaumu  JJOY wu apxuBa (yuer, komiuiektoBanue, HCA wu np.),
paccMaTpuBaIOTC HAa OCHOBE CPAaBHEHHS OIbITA HECKOJIBKHMX OpraHM3allMii WM apXHWBOB B
JNaHHOM oOyacTu. BHUMAaTEeNnbHO M3y4yHTE PEKOMEHJOBAHHYIO JUTEpPaTypy K JaHHBIM TeMaM B
CIIUCKE UCTOYHUKOB U jueparypst PIL/I.

[Toomipsiercss HanMcaHWe KOHTPOJIbHBIX PabOT, MOCBALICHHBIX

aHanmu3y ombITa aBToMartu3anuu ciayxOel JIOY win apxuBa Ha mpUMepe KOHKPETHOTO
yupexeHus apxusa (temsl 17, 23, 26, 37).

B nanHoMm ciydae umeetcs B Buay uHpopmaruzanus padbotsl cinyxk6s1 IOY u apxuBa B
L[eJIOM, a He OTHelbHOe ee HampaBieHue. IIpumensiemble 0a3bl JaHHBIX Lieraecoo0pa3HO
CHCTEMaTU3UPOBATh B COOTBETCTBHM C OCHOBHBIMH HAIpPaBJICHUSMHU pabOThl — HAIpUMeEp, B
00acTi KOHTPOJISI UCTIOIHEHUS JIOKyMEHTOB, KaJpOBOTO JEIONPOU3BOICTBA, KOMILIEKTOBAHUS
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n O/, yuera, HCA, ucnonp3oBanus, ynpaBieHHs apXuBoM. JlJIg KaKAOro IpOrpaMMHOIO
NpOAYyKTa >kenarenbHo yka3zarh nosisi bl m otdersl, CYB/l mnm s3bIK NporpaMMupoOBaHHUs, B
KoTopoM paspabotana BJI. llemecooOpa3Ho oXapakTepu3oBaTh KaXKAylo 0a3zy ITaHHBIX Ha
KapTOYKe, 3aTeM KapTOYKHU CUCTEMATHU3MPOBATh HUX IO HANPABIECHUSAM pabOThl M MPUCTYIUTH K
HaMMCaHUIO paboTHI.

Hauare cnemyer co chnmcka auTepaTypbl K Tporpamme, rae Bbl HaligeTre craThu,
NOCBsIIeHHbIe aBToMaTn3aunu JJOVY nim apxuBa KOHKpETHOrO yupexaeHusa. Ho 3To He 3Hauwr,
YTO MOYKHO OTPaHHUYUTHCS KOHCIIEKTOM OJIHOM CTaThbM Takoro poaa. B paGoTe nomKHBI OBITH
UCTOJIb30BaHbl ~ METOJUYECKUE pPa3pabOTKM W ONUCAHHS TMPOTPAMMHBIX  MPOJYKTOB,
UCIONB3YEMBIX B apxuBe. ONTHUMalIbHBIM BapuaHT — OJKCKypCcHs B OTJIEN aBTOMAaTHU3allH
JAHHOTO apXuBa, KOTOPYIO MOXHO COBMECTUTH C IIOCELICHMEM YHUTAJIBHOIO 3ajla BO BpEMs
paboTHI HaJl KypCOBOM WU TUTIJIOMHOM paboToil. Eciu 3T0 HE y1anoch OCyIIeCTBUTD, TTOCETUTE
CHU® OUHTU BHUMJAL (ya. [Ipodcoro3nas, 72) unu ero caiit. B kapToTeke mpocMoTpure
COOTBECTBYIOIIME Teme pasaensl (Hampumep, 3.2.6.12.2. —  aBTOMaTH3WPOBAHHBIC
MH(POPMAaLIMOHHBIE CUCTEMBI 1 3.2.6.12 — MexaHu3alus ¥ aBToMaTu3alus Moucka HHPpopMauu
B apXMBax), U3y4YHUTE OMHUCAHUS IPOrPaMM U pyKOBOJICTBA MOJIB30BATEINS IPOTrPAMM, MaTepraibl

koH(pepeHuuid. Kpome Toro, cBeneHust 00 apXMBHBIX 0a3axX JaHHBIX MMEIOTCS Ha caiiTe
«ApxuBbl Poccum», B pasmenax «ba3el  maHHBIX» (Www.rusarchives.ru/bd/list.shtml),
«ApXUBHBIE CIPaBOYHUKM» (Www.rusarchives.ru/guide/index.shtmlj, «ApXuBHBIE MPOEKTH»
(www.rusarchives.ru/projects/index.shtml). M3yuurte cailT BBIOpaHHOTO apxuBa (CHOCKH Ha
apXUBHBIC CAalTBI CM. TaM JKe, B pazienax «peaepanbHble apXUBbD), «PETHOHAIBHBIC apXUBBI»)
— BO3MOXHO, Ha HeM pa3MmelieHa HH(poOpMalus O MPUMEHSIEMbIX aBTOMAaTH3UPOBAHHBIX
TEXHOJIOTHSIX.

Temsl pedepaTos:

1. Mexanuzanusi ¥ aBTomMaTu3anusi apxuBHoro naena B 1970-80-e romer B CCCP:
TEXHUUYECKOE, IIPOrPaMMHOE, JIMHTBUCTUYECKOE o0ecrieyeHue, IIPUMEHEHNE
aBTOMATHU3UPOBAHHBIX TEXHOJIOTUI B apXUBHOM JIelIE.

2. MexaHu3zalus M1 aBTOMaTH3alus apxuBHOro nena B 1950-90-e rogsl 3a pyOexxoMm (Ha
IIpUMepe HECKOJIBKUX CTPaH).

3. [Ipobnembl aBTOMaTH3auuMu apxuBHOro nena 1950-80-x rogax B OTEUECTBEHHOM
apXMBOBEIUYECKON HayKe.

4. CoBpeMeHHas HOpMATHBHO-IIPaBoOBas 6a3a HHPpOpPMATU3AIMK apXUBHOTO jAena B Poccun.
5. Opranuzanus napopmaruzanuu apxuBHoro nena B PO Ha denepanbHom yposHe B 1990-
e — 2010 rozxel.

6. WNndopmaruzanus AesITeNbHOCTA apXUBHOTO YUPEKICHHS: OpraHu3alus U MpaKkTHKa.

7. LeHTphI-pa3paboTUuKy IPOrpaMM JJIsi apXUBHOM OTpaciu.

8. [IpoGnembr nHPOpPMATH3AIMN ApXUBHOTO Jena Ha KoHrpeccax MCA u MeXITyHapOIHBIX

coBemnaHusax apxuBucToB B 1950-2000-e rosl.

9. Baenpenue MHQOPMAIMOHHBIX TEXHOJIOTMH B padOTy apXuBa opraHu3aluu (Ha mpumepe
KOHKPETHOT'O MUHHMCTEPCTBA, BEJOMCTBA, yupexkaeHus) B 1960-1990-e ronsl.

10. CoBpeMeHHbIe  HMH(POPMAITMOHHO-KOMMYHHKAIIMOHHBIE ~ TEXHOJOTHHM B o0macTu
KOMILJICKTOBAHUSI AapXUBOB M DJKCIEPTU3bl IHEHHOCTH JIOKYMEHTOB (CpaBHEHHE HECKOJIbKHX
apXUBOB).

11.  CoBpemeHHbIE HH(POPMAITMOHHO-KOMMYHHKAIIMOHHbIE TEXHOJIOTUH TEXHOJIOTH B 00JIACTH
ydeTa JOKYMEHTOB B apXMBe (CpaBHEHHE HECKOJIBKHX apXHBOB).

12. CoBpemeHHbIE MH(DOPMAITMOHHO-KOMMYHHKAIIMOHHbIE TEXHOJIOTUM TEXHOJIOTH B 00JacTh
CO3/1aHUsl HMH(QOPMAIIMOHHO-TIOUCKOBBIX apXMBHBIX CIPAaBOYHHMKOB (OMUCEH, KaTaJjoros,
MyTEeBOJUTENEH, yKa3aTeel u Ap.) — BO3MOXKHO Ha MPUMeEPE OAHOTO apXHBa MIIM HECKOJIIBKUX
apXUBOB.

13. CoBpemeHHbIE  MH()OPMALMOHHO-KOMMYHHUKAIIHOHHBIE ~ TEXHOJOTHM B  00JacTu
UCIIOJIb30BaHUs JOKYMEHTOB B apXMBe (CpaBHEHHE He-
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CKOJIbKHUX apXHBOB).

14. Coznmanue OaHKOB JaHHBIX HOPMATUBHOW M METOAMYECKOW JOKYMEHTAIIMH B apXUBHOM
Jene.

15.  DneKTpOHHBIE APXUBBI KaK YUPEXKIACHUS, OCYIICCTBISIONIUE JOJITOBPEMEHHOE XPaHEHUE
ANIEKTPOHHBIX JOKYMEHTOB, B HAILIEH CTpaHE U 32 pyOeKOM.

16. MexayHapoHbIe CTaHAAPTHI OMMCAHUS APXWBHBIX JTOKYMEHTOB B MOMCKOBBIX CHCTEMax B
1990-¢ u 2010-¢ roagl.

17. Co3manme 0a3 JaHHBIX TIO0 APXUBHBIM HCTOPUYECKMM HcTouyHHKaM B 2010-¢ TOmBI
(ucropuyeckas ”HGOPMATHKA U APXHBHI).

18. WHupopMalinoHHbIE TEXHOJIOTUH B MyOIMKAIIMK TOKYMEHTOB B apXUBax.
19.  HudopmannoHHbIE TEXHOJOTHH B PECTaBPALUU HCTOPUUECKUX TOKYMEHTOB.
20.  XpaHeHHE DJIEKTPOHHBIX JOKYMEHTOB B OpPraHU3allMM: HOPMAaTHBHAs M METOANYECKas

Oaza.

44



Ipunoowcenue 1
AHHOTAIUA JUCIHHUITJIUHBI

HuctunnuHa «HPOpMAIIMOHHBIE TEXHOJIOTUHM B apXUBHOM JIeJie» pealn3yercss Ha
(dakynpTeTe apXUBOBEICHUS U JJOKYMEHTOBEICHUS Kadepoii apXUBOBEICHUS.

Lenp IUCIUTUIMHEI - U3YYEHHE TEOPETHUECKHUX MPOoOJIeM U MPUKIIATHBIX
acTmeKToB HMH(OpPMATH3allMM apXWBHOTO Jiejla, OCHOBHBIX HaANpaBJICHUH  BHEAPCHUS
MH(GOPMAIIMOHHBIX TEXHOJIOTHH B IEATEIHHOCTh apXHBa.

3amayn OTUCIUILIAHEL:

1) U3yYCHHE  OCHOBHBIX  TMOHSTHHA, HCHOIB3YEeMBIX B  TpOIEccCe  MPUMEHEHUS
MH(GOPMaLIMOHHBIX TEXHOJIOTHI B apXUBHOM JIEIE;

2) U3yYCHHUE UCTOPUHM MEXaHU3aIllMU M aBTOMATH3aI[Ml apXMBHOTO JeJia B HAIlIeW CTpaHe U
3a pyoexom;

3) U3yYeHHE HOPMATHUBHO-IIPABOBBIX OCHOB MPUMEHEHHS UH()OPMAIIMOHHBIX TEXHOJOTHI B
apXWBHOM JIEJIC;

4) U3YyYCHHUE TEXHUYECKOTO WM MPHUKIATHOTO MPOTPAMMHOIO O0ECHEUeHHs, UCTIOIb3yEeMBbIX

MIPYU OpraHU3aLUH JIEKTPOHHOTO
JOKYMEHTO0000poTa, MH(OPMAIIMOHHOM O00ECHeueHHH YIPABICHHUS, OPraHU3alUU APXUBHOTO
XpaHeHUs TOKYMEHTOB Ha TPaJUIIMOHHBIX U 3JIEKTPOHHBIX HOCUTEISIX;
5) U3yueHHe TMPHUHLIMIOB BbHIOOpAa M OpraHU3allMd BHEAPEHHs M HCIIOJIb30BAHUS
TEXHUYECKOTO U MPOTrpaMMHOI0 00ecreYeHNUS;
6) u3yueHre WH(POPMAIMOHHBIX CHCTEM M OCHOBHBIX MH(OPMAIMOHHBIX PECYpCOB B
apXUBHOM JIeJIE;
7) U3yueHHE M aHaJU3 CPEJCTB 3alUThl MHPOpPMALUU B HMH(OPMAIMOHHBIX CHCTEMaXx,
HCIIOJIb3YEMBIX B apXUBHOM JIEIIE.

JlucuumuinHa HampasieHa Ha OPMUPOBAHUE CIETYIONMX KOMITETSHIIUH:

OIIK-4. CnocobeH wucnonp30BaTh 0a30Bble 3HaHUS B 00JacTHM HH(POPMALMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTH B cepe cBoeit mpodeccHoHaNbHOM NesITeIbHOCTH

B pe3ynbraTe 0OCBOCHUS NUCHUILUIMHBI 00YyYaromIUiCs JOJKEH:

3HaTb — OCHOBHbIE  WH(pOpPMALMOHHBIE  OubIMorpaduyeckue  pecypcol IO
JOKYMEHTOBE/ICHUIO U apXMBOBEJEHHUIO; TUIIOBOE IMPOrpaMMHOE obOecriedeHue, MpUMEHseMoe
s (QYHKUMOHUPOBAHMS ~ aBTOMATHU3UPOBAaHHON  CHUCTEMbl  LIEHTPAJIM30BAaHHOTO  ydera
NOKyMeHTOB ApxuBHOro ¢onna P®D, ABTOMATH3MPOBAHHOIO UEHTPAIHHOTO (HOHIOBOTO
Karajora

YMeTp — OCYyWIECTBIATh TMOWUCK HAay4YHO-TEXHHYECKOW HHGOpMalMKU 10 CBOEH
npoeCCUOHATIBHON JIEATEIbHOCTH; pa30uparbcsi B 0a30BbIX acmeKkTax (YHKIMOHUPOBAHUS
COBPEMEHHBIX HHPOPMAIIMOHHBIX CUCTEM B apXUBHOM JIeJie

Bnagets - HaBBIKAMHU HMCIIOJIb30BaHUS KOMIBIOTEPHON TEXHUKU M WH(POPMAIMOHHBIX
TEXHOJOTHM, OCHOBHBIMH METOJaMH, CIIOCOOAaMU M CpEACTBAMM IOIYYEHHs, XpaHEHUS,
nepepaboTku  HMHGpOpMAlMKW»; HaBBIKAMH  BbIOOpa MPOTrpaMMHOrO  obecreueHus s
MH(GOPMaLIMOHHOTO 00eCIIeYeHHUs eI TeIbHOCTH apXHBOB.

Paboueii mporpamMMoii mperycMoTpeHa poMeKyTouHas arTectauust B (popme 3auera.

O61mas TpyA0eMKOCTh OCBOEHUS IUCHUIUIMHBI COCTaBISEeT 2 3a4E€THBIX €MHUIIBI.
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