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1. [TogcHUTEALHAA 3aNMUCKA

1.1. llenp u 3aga4yu JUCIUTLIMH.

Lenv oucyunaunvl — U3ydeHUE METOIUYECKUX U TEXHOJOTUYECKUX OCHOB TIEPEBO/Ia apXUBHBIX
JOKYMEHTOB Ha TPAJUIIMOHHBIX HOCUTENSX B IU(PPOBYIO POpPMY, CO3TaHUS U IKCIUTyaTaIHH
apXHUBOB OIM(POBAHHBIX IOKYMEHTOB U JJICKTPOHHBIX HHPOPMAIIMOHHBIX PECYPCOB.

3aoauu oucyuniunbol:

1) chopmupoBats npeacTaBieHne 00 OCHOBHBIX HATIPABJICHUSAX UCIIOIH30BAHUS TEXHOIOTHU
oundpoBaHUs B apXUBHOM JIEJIE;

2) U3y4UTh OCHOBHBIE TIPUHIIMITHI CO3/IaHUS M SKCIUTyaTalliy apXUBOB OIU(PPOBAHHBIX
JIOKYMEHTOB;

3) chopMupoBaTh MpeCTaBICHHE 00 OCHOBHBIX MTPUHIIMIIAX ¥ TEXHOJIOTHSIX OIU(PPOBKH
JIOKYMEHTOB;

4) n3yuuTh PyHKIHMOHAJIBHBIE U IPOU3BOJCTBEHHBIE BOZMOKHOCTH CKaHUPYIOIIETO
000pyI0BaHUs;

5) maTth mpencTaBICHUs O POJIU CIICIUATTUCTA JOKYMEHTOBEIa-apXUBHCTA B MTPOEKTAX IO
CO3/1aHHI0 HH(OPMAIIMOHHBIX PECYpPCOB Ha OCHOBE OIIM(POBAHHBIX JOKYMEHTOB;

6) 1aTh MPEICTaBICHUE O CO3/IaHUU U IyOJIMKanuy B IHTEpHETE TOJTHOTEKCTOBBIX 0a3 NaHHBIX,
CO3/IaHUU BUPTYaAJIbHBIX BHICTABOK B TTI00ATBHOMN CETH;

7) copMupoBaTh MpeCTaBIeHNEe 00 OCHOBHBIX HAIPABJICHUSIX HU(PPOBON pecTaBpaIlH
JOKYMEHTOB.

1.2. TlepeyeHb IUVIAHMPYEMBIX Pe3yJIbTATOB O00yYeHHMs MO JMCHUILIMHE, COOTHECEHHBIX C
HHIMKATOPAMH JA0CTHKEHUs KOMIIeTeHIN i

Komnerenuus HNuaukatopsbl Pe3ysabTaThl 00yueHHus
(Ko 1 HAUMEHOBAHKE) | KOMIETeHM
(ko m
HaWMEHOBAHHE)
I1K-4 CriocobHOCTB [1K-4.2 CniocobeH | 3HaTh - OCHOBHBIE HANpPaBJICHUS IPUMEHEHHS
cOo3/1aBaTh U BECTU aHAJIM3UPOBATh TEXHOJIOTUH OLM(PPOBAHUS B ApXUBHOM JIEJIE;
CHCTEMBI CUTYaIMIO Ha - HOPMaTHBHO-METOJMUYECKYI0 0a3y CO3/1aHuUs
JOKyMEHTAIL[HOHHOTO PBIHKE apXUBOB OLIM(POBAHHBIX JOKYMEHTOB U
obecrieyeHus MH(POPMALMOHHBIX | (POPMUPOBAHUSA IIEKTPOHHBIX
yIpaBJIECHUS U IIPOAYKTOB U MH(POPMALIMOHHBIX PECYPCOB;
apXMBHOTO JIeJla Ha yCIIyT, 1aBaTh YMmerb (GopMHpOBaTH TPEOOBAHUS K APXUBY
0a3e HOBEHIINX 9KCHEPTHYIO oLn(POBAHHBIX JJOKYMEHTOB U JIEKTPOHHOMY
TEXHOJIOTH OLICHKY MH(POPMALIMOHHOMY PECypCy U OTpa)aTh U UX B
COBPEMEHHBIM TEXHUYECKOM 3a/laHIH
cucreMam Buaaners Meronamu opraHu3anuu mpoiecca
JIEKTPOHHOT O oun(poBaHMsI APXUBHBIX TOKYMEHTOB.
JOKYMEHTO0000pOoTa
U BEJICHUs
3JIEKTPOHHOTO
apxuBa
[IK- 4.3. 3HATb - OCHOBHBIC NPUHIIUIIBI, TANBl U
Ob6nanaer TEXHOJIOTUH OLU(PPOBKHU TOKYMEHTOB;
HaBBbIKAMU 110 - OCHOBHBIC NPUHLIUIIBL, 3TAIBl ¥ TEXHOJOTHH
BHEAPEHHIO oun(ppOBKU JOKYMEHTOB;
CHCTEMBI - (YHKIHMOHAJIbHBIE U IPOU3BOJICTBEHHBIX




ANEKTPOHHOTO
apxuBa
OpraHHU3aINH

XapaKTePUCTHKU CKAHUPYIOIIETO
000pyI0BaHUS;

- pOJb apXWBHCTA B MIPOEKTAX IO

oM (POBBIBAHUIO CO3JAHUIO KOMILIEKCOB
APXUBHBIX JOKYMEHTOB U AJIEKTPOHHBIX
MH(GOPMALIMOHHBIX PECYPCOB HAa UX OCHOBE;

- OCHOBBI TEXHOJIOTUHU IIU(GPOBOI pecTaBpanuu
rpaduyecKuX, TEKCTOBBIX U ayAHOBU3YaTbHBIX
ApPXUBHBIX JOKYMEHTOB;

- HanboJee 3HaYUMble MEKyHapOIHbIE
MPOEKTHI O OU(PPOBAHUIO KOMILIEKCOB
aApPXUBHBIX JTOKYMEHTOB C Pa3IMYHBIMU LEISIMH;
- HanOoJee 3HAYUMBbIE SJICKTPOHHBIC
myOJIUKaIU Ol POBAHHBIX APXUBHBIX
JIOKYMEHTOB U IOJTHOTEKCTOBBIC 0a3bl TaHHBIX,
CO3/1aHHBIE OTEUYECTBEHHBIMU aPXHUBAMHU.
YMeTh- 0CyIIECTBISATH MPOSKTUPOBAHUE U
MOMCK MH(OpPMAIIUU B MOJTHOTEKCTOBBIX 0a3ax
JTAHHBIX;

MPUMEHATH Ha MPAKTUKE TEXHUYECKOEe U
IporpaMMHOe oOecrieueHne, HeoOX0IuMOoe TS
oundpoBaHus TOKyMEHTOB Ha Pa3IUYHbIX
HOCHTEJISX

- cO3/1aBaTh CTPaxoBou GoHa U HOoH
MOJIb30BAHUS ITyTeM OIIU(PPOBAHUS JOKYMEHTOB;
- OpraHu30BaTh JOJITOBPEMEHHOE XPaHEHUE U
ayTEeHTU(UKAIUIO KOMITJIEKCOB OLM(POBAHHBIX
JIOKYMEHTOB B COOTBETCTBHH C OT€UECTBEHHBIMU
1 3apyOe)KHBIMU CTaHJAPTAMHU U IPYTUMHU
HOPMAaTUBHBIMH JOKYMEHTaAMU;

- TOTOBUTH JIEKTPOHHBIE IMyOIMKAIIUN

o poBaHHBIX TOKYMEHTOB;

Biaagers

- HaBBIKaMU JOKYMEHTHPOBaHUS TPeOOBaHUMA K
AIEKTPOHHBIM apXUBaM H dJIEKTPOHHBIM
nH(})OpPMAITMOHHBIM pecypcam;

- HaBBIKaMU PabOTHI CO CKAaHUPYIOIIUM
000pyI0BaHUEM U NMPUKIIAJIHBIM POTPAMMHBIM
obecriedeHreM B cepe rpaBieHUs
CKaHUPOBAHHEM U ONTHYECKOI'0 PacliO3HaBAHUS
CHUMBOJIOB.

1.3. MecTo TUCHUIJIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMmMbl

Jucuunnuna «Co3gaHue W 3KCIUTyaTallyds apXUBOB OLU(PPOBAHHBIX JIOKYMEHTOBY»
OTHOCUTCA K 4YacTd, (GOopMUPYeMOM ydYacTHHKaMH OOpa30BaTENbHBIX OTHOLIEHUH OJoka
JUCLUMIUIMH y4eOHOro IUlaHa II0 HANpaBICHUIO IOATOTOBKH «/loKkyMeHTOBeneHue u

APXHUBOBECACHUCY .

I[J'I)I OCBOCHUA AHUCLHUIIIINHBI HGOGXOI{I/IMBI KOMIICTCHIINH, C(i)OpMI/IpOBaHHBIC B XO0AC

W3YyYECHUS  CHEAYIOIMX  JIUCUUIUIMH

IIPOXOKIACHUA IIPaKTHUK: «ApXI/IBOBeIIGHI/Ie»,




«upopmanonnsie  TexHosoruw»,  «MHpopmanmoHHbIe
«H(popMalMOHHbIE TEXHOJIIOTUH B ADXUBHOM JIETIE).

TEXHOJIOTHH

JOVY»,

B pesynpTaTe OCBOEHHS AMCHUIUIMHBI (OPMUPYIOTCS 3HAHUS, YMEHUS WM BIAJCHUSA,
HeoOxoaumeie 11t Hanucanuss BKP u npoxoxaenus npaktuk: «[Ipegaumiomuas mpakTuKa.

2. CTpyKTYypa IUCHHUILIHHBI

OO0mast Tpy10EMKOCTh TUCIUILIMHBI COCTaBiseT 3 3.e., 108 akageMuuecKuX 4acos.

CTpyKTypa IMCUMIJIMHBI 1JI51 04HOH opMbl 00yUeHust

O06bemM aucCHUIUIMHBI B ()OpME KOHTAKTHOW PabOTHI 0OyYaromuxcs ¢ MeAarorudecKuMu
paboTHUKaMU U (WJIM) JTUIAMH, TPUBIEKAEMbIMH K pealn3aluu 00pa30BaTeIbHONU MPOTrpaMMBbl

Ha MHbBIX YCJIOBUSX, IPU MPOBEACHUN YUEOHbBIX 3aHITHIA:

Cemectp | Tum yueOHBIX 3aHATHIA KonuuectBo
9acoB
8 Jlekiun 28
8 CeMuHapbl/1abopaTOpHbIC paObOTHI 32
Bcero: 60

O0BeM TUCIUTUINHBI B (hOpME caMOCTOSATENFHON padoThl 00YYaroNIMXCsl cocTaBisieT 48

aKaJCMHNYCCKHUX YaCOB.

3.Conep:kaHue QUCHUTIIAHBI

HaunmMmenoBanue
pa3nena
JTUCHUILIMHBI

Coneprxanue

1.BBenenue.

[Ipenmer, uens u 3agauu Kypca. VicTouHuku u nureparypa
1o

Kypcy. B3auMocBs3b JUCHMILIUHBI C TOKYMEHTOBEICHUEM,
apXMBOBEJICHUEM, MH(POPMATUKOM, apXMBHBIM MPAaBOM H
JPYTMMU HayYHBIMH JTUCLUIUIMHAMMU.

OcCHOBHBIE TEPMHMHBI U MOHATHS Kypca: 3JIEKTPOHHBIN
JIOKY-

MEHT, 3JIEKTPOHHBIM apXuB, MH(OPMAIMOHHBIE PECYPCHI,
3JIEKTPOHHbIE MH(GOPMALMOHHBIE PECYpChI, OLU(ppPOBaHUE,
HOJHOTEKCTOBas 0a3za JaHHBIX U T.JI.

3HaYUMOCTh M aKTYaJbHOCTh HM3yUYEHUE TEXHOJOIHH
oun(ppoBaHUsl  KaK  IEPCIEKTUBHOIO  HAaIpaBJICHUS
nH(bOpMaTU3allMu apXUBHOTO JieJla HA COBPEMEHHOM JTarle.
Ponp  BbimyckHuka — (OakamaBpa, — JOKYMEHTOBeEJa-
apXMBHCTA) B IPOEKTaX CO3/IaHUS ApXUBOB OLU(POBAHHBIX
JJOKYMEHTOB M JIEKTPOHHBIX HH(OPMAIIMOHHBIX PECYPCOB.

1. OCHOBBI TEXHOJIOTHU
ouupoBaHus.
Crenuduka

o poBaHUS
APXMBHBIX JTOKYMEHTOB.
1.1. HopmaTuBHas 6aza

3aKkoHBI W HOpPMATHUBHBIE aKThl 00 WH(pOPMAINH,
UH(QOPMALMOHHBIX TEXHOJIOTUAX, 3allUTe WHPOpPMAaLUH,
AJICKTPOHHOW TM(POBOM TMOIAMUCH; MEXKIYHAPOJIHBIE H
TOCYHapCTBCHHBIC CTaHAApPThI; npaBujia
PEKOMEHIATENbHOIO XapakTepa; KOJAEKChl MOBEACHUS U
OTHUKH, 06H_[€CTBCHHBI€ OXHNJaHus.




paboTHI 1O
our(poBaHUIO AOKY-
MEHTOB

DJEeKTPOHHBIE apXUBBI B TOCYNApPCTBEHHOW CTpATETHH
JIBYDKEHUS

Poccun k wunpopmanmmonHomy obmectsy B Poccum.
@denepanbHble  LENEBbIE  MPOrpaMMbl U IPOEKTHI
oun(ppoBaHUsl  KOMIUIEKCOB  JOKYMEHTOB.  Pa3Butue
9JIEKTPOHHBIX APXUBOB B HAlllel CTpaHe U 3a pyOeKoM.
TexHuueckue HOPMBI M METOAMYECKHE pPa3padOTKH.
OcHOBHbIE

UCTOYHUKN TexHuueckux HopMm. Cdepa peryiampoBanHusi u
cTaryc

TEXHUYECKUX  HOpM.  OminuuTenbHass  OCOOEHHOCTh
TEXHUYECKUX

HOPM M HEOOXOAMMOCTh UX coOmronenus. Vcrnonp3oBaHue
TEXHUYECKUX HOPM IpHU (HOpMUPOBaAHMM TpeOOBaHUH K
JJIEKTPOHHOMY  apXWBy.  BO3MOXHBIE  MOCIEICTBHS
HECOOJIIOCHNS TEXHUYECKUX TPeOOBAHUM MPU CO3JIaHUU U
yIpaBJICHUH 3JICKTPOHHBIM aPXUBOM.

OtpacneBble  HOpMBL. ~ Meroauueckue  pa3pabOTKH
3apyOeKHBIX

apxuBoB (NARA) u oreuectBennnix apxuBoB (PI'TAHT/I,
'AIIO).

[Tpobnema OTCYTCTBHUS OTEUYECTBEHHBIX CTaHAAPTOB IO
oun(ppOBaHUIO APXMBHBIX JIOKYMEHTOB C pa3IMYHBIMHU
LEISAMHU.

JlokanbpHbIe HOPMAaTUBHBIE aKThl opranu3anuu. OCHOBHBIE
UCTOYHUKH U chepa  peryjiupoBaHMs  JIOKAJIbHBIX
HOPMAaTHUBHO-IIPABOBBIX aKTOB. Ocobennoctu
KOPIIOPaTUBHBIX HOPM M CHOCOOBI HX 3aKpeIUIeHUs.
Opunuueckuid  craTyc  BHYTPEHHHX  HOPMATHUBHBIX
JOKYMEHTOB opranuzanuu. OmnpejeseHue KOpIopaTuBHBIX
HOpPM, BCTYNAIOIIMX B TPOTUBOpPEYHE C IIPABOBBIMH,
TEXHUYECKUMU HOPMaMHu, U

METO/bI pa3pelIeHus 3TUX NpoTUBOpeunil. Mcnons3oBanue
OTpacieBbIX U KOPIOPATUBHBIX HOPM IIpU (POPMUPOBAHUU
TpeOOBaHUI K 3JICKTPOHHOMY apXHBY.

1.2.9nexTpoHHBIE
nH()OPMAITMOHHEIE
pecypcot (OUP).

Hasznauenne OHWP. lleam wm 3agmaum  co3pganms OUP.
[Ipumepsr npumenenuss OUP B paznuuHbIX 007acTIX
aesTenbHOCTH. Jtambl  cozganusa  OUP.  IlpuHiuns
dbopmupoBanust TpeboBanuit k OUP. ®dopmmpoBanue
TpeboBanuii k DOWP ¢ yderoM wuX Ha3HaYeHUA U
PAKTUYECKOTO0 NPHUMEHEHUS: HamnojJHeHHe 0a3 JaHHbBIX
UHQOPMALIMOHHBIX CHUCTEM; OpraHM3alus XpaHEHUs |
[OMCKa MO 3a/JaHHBIM MpPU3HAKAM AJIEKTPOHHBIX KOMHM
OyMa)kKHBIX JIOKYMEHTOB; IIPOBEJICHUE Hay4YHBIX
HUCCIeJ0BaHuN

Ha OCHOBE OyMaKHBIX HH(OPMAIIMOHHBIX PECYPCOB U T.[.
OcHoBHble UcTOUHUKH DVP 1 uX 0COOEHHOCTH, KOTOpHIE
yuuThIBatOTCs npu (opmupoBanuu DUWP: TpanunuoHHbIE
UCTOYHUKN (OyMaKHBIE JOKYMEHTBI, MHKPO(QHIIN H TIp.),
9JIEKTPOHHBbIE MCTOYHMKHM (0a3bl JIAHHBIX, JTOKYMEHTbI
O(QUCHBIX PUJIOKEHUN U TOp.).

1.3.Opranuzauus

OCHOBHBIC oTanbl, NOCJIW W 3aJayMu. Oco0eHHOCTH




paboTHI 1O
CKaHUPOBAHHIO
JIOKYMEHTJIbHBIX
MaTepuasoB.

BBITIOJIHEHUS
paboT MO CKaHWPOBAHUIO: YIIPABJICHHWE U KOHTPOIIb paboT;
noAroToBka  ucroyHukoB OUP k  ckanupoBaHUIO;
CKaHMpOBaHMEe W pabora ¢ wucroyHukamu ODUP;
MIPE/ICTABIICHUE PE3YIbTATOB CKAHUPOBAHUSI.

CkaHepsl, CICIMATU3UPOBAHHOE IIPOrpaMMHOE
o0OecrieueHue u

OCHOBHBIC ~ METOJbI ~ CKaHUPOBAaHUA. Pa3HOBUIHOCTH
CKaHEepOB  (IOKYMEHTHBIC,  IIAaHETApHBICE  CKAHEPHI,

KOMIIJICKCBI BBICOKOKA4Y€CTBCHHOI'O CKaHI/IPOBaHI/IH). Hx
Ha3Ha4YCHUC U q)YHKHI/IOHaHBHbIe BO3MOXXHOCTH.

OCHOBBI ~ TeXHHKH Oe3omacHOCTH mpu  pabore Co
CKaHepaMH.
dopma mpeAcTaBlieHHS OLMU(PPOBAHHBIX JTOKYMCHTOB.
OO6paboTku

ANIEKTPOHHBIX KOIMUIl JOKYMEHTOB TI0 3aJaHHBIM YCIIOBHSIM.
TpeboBanust K COONIONEHHIO KadecTBa  OOpabOTKH
AIIEKTPOHHBIX 00Pa30B.

OcCHOBHbBIE XapaKTEPUCTHKU MAaTEpUaJIbHBIX HOCHUTEIEH
MH(GOPMAIIMHY, YYUTHIBAEMbBIX HPU IHPOBEICHUU DPAOOT IO
CKaHWPOBAHHUIO: KOJIMYECTBO, (H3MUYECKAs COXPAaHHOCTb,
pasmepsl 1 11p. Pabodee MecTo oneparopa CKAHHPOBAHUSI.

1.4. Onucanue u
WHJICKCUPOBAHUE
oI POBAHHBIX
JIOKYMEHTOB.

OO6mue TpeOoOBaHUS K HWHACKCUPOBAHUIO PEKBU3UTOB

JIOKYMEHTOB
B COCTaBe OJJIEKTPOHHOIO HMH(OPMALMOHHOTO pecypca.
TexHonorus wuHAeKkcupoBaHus. CTaHIAPTHI  OMHCAHMUS
JOKYMCHTOB. MeTa)IaHHI)IC n nux 3HAYCHUC npu

HHICKCHPOBAHUMU. Tunsl MeTagaHHBIX

2. OCHOBHbIE
HanpaBJICHUS
HNPUMEHEHUS
TEXHOJIOTHH
oungpoBaHus B
ApXHUBHOM JIeTIe.

2.1. Co3nanue
AIIEKTPOHHBIX APXUBOB
OpraHuzaluii myTeMm
ounpoBaHusl.

OcHOBHBIE TIeNW ONU(PPOBAHHUSI KOMILJIEKCOB apXUBHBIX

JIOKyMEHTOB: CO3JIaHuE 3JEKTPOHHBIX apXHUBOB
OpraHW3alWK, TOJHOTEKCTOBBIX ©0a3 maHHBIX, (oHIa
MONIb30BaHUS W CTpaxoBoro  (oHma, AJIEKTPOHHAS
pecraBpaids  JAOKYMEHTOB, MyOJIWKamus  apXWBHBIX

JIOKYMEHTOB B 3JIEKTPOHHOMU (hopme U Ap.

OJIEKTPOHHBIM apXUB KaK HMHTETPUPOBAHHBIA KOMILIEKC
IPOrPaMMHBIX M  TEXHMYECKHX cpeAcTB. (OCHOBHOE
Ha3HayeHHWe W  (QYHKIMH  DJIEKTPOHHOTO  apXHBa.
[Ipeumy1iecTBa JIEKTPOHHOTO apXHBa.

CocTaB TOKYMEHTOB.

JKW3HEHHBI LMK NPOEKTa MO CO3AAHMIO DJIEKTPOHHOTO
apxuBa

nyTeM ouu(ppOBaHUS TPAAULMOHHBIX JOKYMEHTOB. Poib
apXMBHUCTA B €r0 PeAIN3aL1H.

[IpennpoekTHoe  oOcCieOBaHNE  JIETOBBIX  IPOIIECCOB
OpTaHH3aIIH

B YaCTU CO3J[aHUS M WCIOJb30BaHHUS HH()OPMAIHOHHBIX
pECypcoB;

npoBeJicHHe OO0CIeIOBaHUS HCTOYHUKOB DJIEKTPOHHOTO
nH()OPMAITMOHHOTO pecypca; aHanu3 HasHadeHws OUP;
JTOKYMEHTHUPOBaHUE PE3yJIbTaTOB 00CIEIOBAHUS.
HopmaTuBHBIE TOKYMEHTHI B O0JIaCTH  YIIpaBJICHUSA
MIPOEKTAMM.




TpeboBanusi K JOKYMEHTHPOBAHUIO TpoeKTa. TpeboBaHue
K COJIEpP)KaHUIO pa3fesioB TEXHUYECKOro 3aJaHus Ha
co3JaHue AJIEKTPOHHOTO apxuBa. Pazpabotka
TEXHUYECKOTO 3a7aHusa Ha co3nanue DUP Ha

om(ppPOBKHA JOKYMEHTOB Ha TPAJUIMOHHBIX HOCHTEISX.
CocraB u

coJiepKaHne TEXHUYECKOTO 3aaHusl. DTarbl pa3padoTKy.
[Tpumepsr peanuzanuu AIEKTPOHHBIX apXUBOB.
CrneunanuzupoBandoe [1O mna ux coszmanusa. Ctpykrypa
JMEKTPOHHOTO apxuBa. DYHKIHMOHAJIbHbIE BO3MOXKHOCTH
M10JIb30BATEJICH B 3JIGKTPOHHOM apXHUBE.

2.2.11oJIHOTEKCTOBEBIE
0a3nl JaHHBIX.

PazButue crnpaBOYHO-TIOMCKOBBIX CPEJICTB apXHMBOB C
MOMOIIbIO

TexHosoruu onudposanus. Co3nanue HHOOPMAIOHHO-
TIOMCKOBBIX CHCTEM C BKJIIOYEHHEM o0pa3a U TeKCTa
nokyMmeHTa.  TexHomormyeckue  mpoOieMbsl  (BBIOOD
paspemienusi, ¢opmara JaHHBIX, CKaTHe (HaiiioB).
Co3aaHue MOMCKOBBIX CHCTEM, COEIUHSIONIMX OMUCAHUE U
U300paKxeHue. MHoroypoBHeBoe OIHCaHUE.
MexayHapoaHble U OTEYECTBEHHBIE IMPOEKTHI CO3/1aHUS
MOTHOTEKCTOBBIX cucteM B PTAHT/I,

PTAK®/Jl, PTAHU. «ApxuB Komunrtepna», «CBAIY,
kuHokatanor (PITAK®/), Hunepnanauka, IpOEKTHI
pPETHOHANIBHBIX apXHBOB.

I'umeprexkcToBbIlE CHUCTEMBI, TPEUMYIIECTBO BKIFOUCHUS
TEKCTa ApXUBHOIO JIOKYMEHTa B IIOMCKOBBIE CHCTEMBI.
[IpoGnema  onTHYecKOro pacrno3HaBaHHUS  CUMBOJIOB.
Co3naHue JIMHTBUCTHYECKOro obecneueHus (riioccapuu U
Te3aypychl). I[IpOeKThI peaan3yeMbIX THIIEPTEKCTOBBIX
cucreM. Cneuudpuka NPUMEHIEMOro IMPOrPaMMHOIO
o0ecreueHusl.

[TyGnukanuy MoJHOTEKCTOBBIX 0a3 naHHbIX B MHTepHere.
DJNeKTpOHHBIE  NYOJMKAllMM  apXWUBHBIX  JTOKYMEHTOB.
BuptyainbHbie Bbl-

CTaBKH.

2.3.Ilpumenenue
TEXHOJIOTHH
ounppoBaHUs IS
obecnieueHust
COXPaHHOCTH apXUBHBIX
JIOKYMEHTOB.

Co3nanue crpaxoBoro ¢poHaa u HoH/Ia TOITH30BAHUS ITyTEM
ouu(poBaHUs apXMBHBIX JOKYMeHTOB. [IpenmymiectBa
TEXHOJIOTUH oun(ppoBaHUs nepen
MUKpoGMIEMUpOBaHHEeM. TpeOoBaHHUS OCHOBHBIX IPABHI
paboTel  apXWBOB  OpPraHM3AlMNA,  TEXHOJIOTHYECKHX
pErJIaMeHTOB M CTaHAAapTOB. MeToIuuYecKre pa3paboTKu
apxuBOB. OIBIT OTEYECTBEHHBIX APXHMBOB IO CO3IaHUIO
CTPaxoBOTO donma " donma
nonb3oBanus. OpraHuzals XpaHEHHs U HCIOJIB30BaHUS
NoKyMeHTOB. [Ipobimema ayTEHTHMYHOCTH JOKYMEHTOB
CTpaxoBoro (poHma.

OCHOBHBIC 1I€JIHM, 3aJauydl W HampaBlICHHUsS TNPUMEHECHUS
TEXHOJIOTUU OLU(POBAHUS Ul PECTaBPALMH apXUBHBIX

JAOKYMCHTOB. OcHoOBHBIC MCTOJHUKHN I_II/I(I)I)OBOI\/'I
pecTaBpain Fpa(bI/ILIeCKI/IX, TEKCTOBBIX, ayAUMOBHU3YyaJIbHBIX
AOKYMCHTOB. TexHuueckoe nu porpaMMHOC

oOecrieueHue, CTaHIAPTHI, pe3yiabTaTbl. [IpoeKkThl 110
pecTaBpaluu




ONHCEN.

KOMIIJICKCOB

apXuBHBIX  JOKyMeHTOB. OuudpoBanue

4.00pa3oBaTe/ibHbIE TEXHOJOTUH

Ne |HaummenoBanu |Buasl y4eOHoit u
H(pOpMAIMOHHBbIEC H 00pa30BaTe/IbHbIE TEXHOJIOTHHU
/1 |e pasaesia padoThbI
1 2 3 5
1. |BBenenue Jlexuns 1. BBonHas JEKLIHUS c HCIIOJIb30BAaHUEM
BHUJICOMATEPHUAIIOB
CamocrosiTenbHas KoHcynbTHpOBaHHE U NPOBEpPKA JOMAIIHUX 3aJaHUN
pabota MIOCPEJICTBOM 3JIEKTPOHHOW MOYTHI

2. |HopmartuBnas |Jlexuus 2. Jlexuus-Busyanusauuss ¢ [OPUMEHEHHEM  CIIAW]-
0a3a paboThI 10 MIPOEKTOpA.
ondpoBaHUIO [IpakTHueckoe 3aHATHE MO AaHAIM3y OTEYECTBEHHBIX
apxuBHBIX 10- |[IpakTnueckoe U 3apyOEKHBIX CTaHIApPTOB
KYMEHTOB. 3aHsTHe 1. [ToaroroBka K OIMII-KOHTPOJIBHOMN padoTe.

CamocrosiTenbHas
paborta

3. |9nexkrponnsie |Jlexums 3. Jleknusa-Buszyanuzanuss ¢ NPUMEHEHUEM  CIIaiij-
nH(pOpMaILIMOH- IIPOEKTOpA.

Hble pecypcbl  |CamocTosiTenbHas [TonroroBka K GIMII-KOHTPOJILHOM paboTe
(BUP). pabora

4. |Opranumzamus |Jlexmus 4. Jleknus-Buszyanuzanuss ¢ HNPUMEHEHUEM  ClIaiij-

paboThI IO MIPOEKTOPA.
CKaHHPOBAHUIO Beinonsenue MIPaKTUYECKOI O 3aJlaHuA B
nokyMeHTanbH |[IpakTuueckue KOMIIBIOTEPHOM KJ1acce
BIX MaTepHaNoB |3aHaTHsd 2,3,4 KoHcynbTHpOBaHKE 1 NPOBEpKA JOMAIIHUX 3aJaHUN
IIOCPEJICTBOM JJIEKTPOHHOM MOYTHI.
CamocTosiTenbHas
pabora

5 |Onwucanue u [Iponomxenune Jleknus-Bu3zyanuszanusa ¢ NPUMEHEHUEM  CIalI-

WnpekcupoBa- |JICKIHH 4. MIPOEKTOPA.
HUe Brinonnenue IIPAKTHYECKOT O 3a/laHus B
OLM(POBAHHBIX KOMIIBIOTEPHOM KJIacce
JIOKyMEHTOB. [IpakTHueckoe KoHcynpTHpOBaHMEe M IpOBEpKa JOMAIIHMX 3aJaHUN
3aHATHE 5. MIOCPEACTBOM DJIEKTPOHHOM MOYTHI.
CamocrosiTenbHas
pabora.

6. |Co3nanue Jlexmus N Jlexuus ¢ pa300pOM KOHKPETHBIX CUTYaIH.
IEKTPOHHBIX  |5. Beinosnnenue IIPAKTHYECKOT O 3a/laHus B
apxuBoB opra- |IIpakTuueckoe KOMIIBIOTEPHOM KJIacce.

HU3alUI IyTeM |3aHsaThe 6 KoHcynbTHpOBaHME U MPOBEpPKA JOMAIIHUX 3aJaHUMN
ouuppoBaHUsL. MIOCPEACTBOM DJIEKTPOHHOM MOYTHI.
CamocrosiTenbHas
pabora.
7. |llomHorekcro- [Jlekums N Jlexuus-Bu3yanu3anys ¢ IPUMEHEHNUEM CIIai-
BbIC 0a3bl|6.




JTAaHHBIX. MPOEKTOpa
CamocrosTenbHas KoncynbprupoBanue u nposepka pedeparpa
pabora.

8 |[Ipumene- [Iponomxenue Jlexumst ¢ pa300pOM KOHKPETHBIX CHUTYAIIHA.
HUE JCKIUH 6 KoncynerupoBanue u mpoBepka pedepara.
TEXHOJIOTHH
omuppoBanus |CamocTosTenpHAs
TUTSt pabora.
obecrnieueHust
COXPaHHOCTH
ApPXUBHBIX JI0-

KYMEHTOB.

ﬂﬂﬂ npoeedeﬂu}z 3AHAMUL JEeKYUOHHO2O0 muna no ()ucuunﬂune npuMeHAromcsia maxKkue
06pa306ameﬂbele mexrnoJjiocuu Kaxk urmepakmueHvle JIeKYyuu, I’lpO6]Z€MHO€ 06yueHue. ﬂ]l}l
npoee()eﬂuﬂ 3AHAMUN CeEMUHAPCKO2O0 muna ucnojlb3yromcs cpynnoesvie 0uc1<yccuu, poJiesovie
uepbsl, anaius cumyauuﬁ U UmumayuOHHbLX Mmooenell.

B mepuon BpeMEHHOro MPUOCTAHOBJICHHS TMOCEHICHUS OOYYArONIMMHCS TOMEIICHUNA |
tepputopuu PITY nna opranuzanmum y4deOHOro mpouecca ¢ HPUMEHEHHEM 3JIEKTPOHHOTO
oOydeHusT W JAMCTAHIMOHHBIX OOpPAa30BATENBHBIX TEXHOJOTHH MOTYT OBITh HCIOJIB30BaHBI
cienyromuye o0pa3oBaTeNbHbIE TEXHOJIOTHH:

— BUJICO-JICKIINH;

— OHJIAWH-JIEKIIMH B PEKUME PEATbHOTO BPEMEHH;

— DIIGKTPOHHBIC YYeOHUKH, ydeOHBIC MTOCOOMS, HAyYHbIC M3aHUS B JICKTPOHHOM BHJIE U
JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM pecypcam;

— CHUCTEMBI JIJIs 3JIEKTPOHHOT'O TECTUPOBAHUS;

— KOHCYJIbTAIIMH C UCTOJIb30BAHUEM TEIIEKOMMYHHUKALMOHHBIX CPECTB.

5. OneHka mIaHNPyeMbIX Pe3yJbTATOB 00yUeHUs
5.1. Cucrema orieHUBaHUS

PDopMa KOHTPOJIA Makc. K0JIM4ecTBO 0a/1710B
3a onny |Bcero
padoty

Tekymuii KOHTPOJIb:

- onpoc Ha npakxmuveckom 3auamuu |5 6annos |30 bannos
- KonmponvHasn paboma (pepepam) |10 10 6annos
- paboyas mempaods cmyoeHma 5 6annos |20 bannos

(memwi 1-3),

/151 cmyoenmos 3a04H020 omoeneHus

1-4

[TpomexxyTodHast aTTeCTAIHS 40 6annos

3auem

Hroro 3a cemectp (Oucyuniuny) 100 6annos

3auem




[Tonmy4yeHHBI COBOKYMHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAIUIIMOHHYIO KAy OLIEHOK U B
niKany oueHok EBporneiickoil cucrtemsl nepeHoca u HakorieHus: kpenutos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHHM € TaOINIEH:

100-6annbHas TpajionHas mKaa [IIxana
IKasga ECTS
95 -100 A
2304 OTJIMYHO B

68 — 82 XOpOIIIO 3a4TE€HO C

56 - 67 D
5055 Y/IOBJIETBOPUTEITHHO E
20-49 FX
0-19 HEYJIOBJIETBOPUTEIHHO HE 3a4TEHO F

5.2.KpuTepun BbICTaBICHHS OIICHKH 0 TUCIUILIAHE

Banasl/ Ounenka no Kpurepun oueHkn pe3ynibTaToB 00y4eHus 1o
Hlkana AUCUHMIIAHE AUCUMIIUHE
ECTS
100-83/ «OTJIIMYHOY/ BricTaBnsiercsa oOyyaromemMycsi, €ciiu OH IiTyO0KO U IPOYHO
A.B «3aUTEHO YCBOMJI TEOPETUUECKUN U MPAKTUUECKUI MaTepual, MOXKeT
(oTauuHO)»/ IPOJEMOHCTPUPOBATH 3TO HA 3aHATUSAX U B XOJI€
«3aYTEHO» NPOMEKYTOUHON aTTeCTallUU.

OO0y4aromuiicsi HICUEPITBIBAIOIIE U JIOTUYECKUA CTPOMHO
u3j1araeT yuyeOHbli MaTepHuall, yMeeT yBS3bIBaTh TEOPUIO C
NPaKTUKOM, CIIPABIISIETCS C PEIICHHEM 3a/1ad
npogeccuoHaIbHON HAIIPAaBICHHOCTH BBICOKOTO YPOBHS
CJIO’)KHOCTH, TIPABHIILHO 0OOCHOBBIBACT MIPHHSATHIC PEIICHUSI.
CB000IHO OpUEHTHUPYETCs B yueOHOH U podecCHOHATBHON
JIUTEpaType.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYAIOIEMYCS C
y4E€TOM PE3yNIbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTaluu.

Komnerenuuu, 3akperi€Hnble 3a AMCHUIUIMHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKUI».

82-68/ «XOpOLIO»/ BrictaBisiercst o0yyaromemycs, €ciii OH 3HaeT
C «3a4TE€HO TEOPETHYECKHUI U MPAKTUYECKUI MaTEpHaIl, TPAMOTHO U 110
(xopom10)»/ CYILLECTBY M3JIaraeT €ro Ha 3aHATHSIX U B X0
«3aUTEHO» MIPOMEXYTOYHOM aTTecTallu, He JOMycKas CylIeCTBEHHbIX
HETOYHOCTEH.

OO0yuaromuiics MpaBUIbHO MPUMEHSET TEOPETUYECKUE
IIOJIOKEHUS IIPU PELICHUU IIPAKTUYECKUX 3a]1a4
npodeccroHanbHOM HalPaBICHHOCTH PA3HOTO YPOBHS
CJIO’KHOCTH, BJIaJIe€T HEOOXOIMMBIMHU I 3TOTO HaBbIKAMH U
NpUEMaMHU.

JloCTaToOuHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeccuoHanbHOM TUTEpaType.

OreHka 1o JUCHHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
Y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTaluu.

KomnereHumu, 3akperi€HHbIE 3a TUCIUTIIINHOM,




Bamabl/ Ouenka no Kpurtepun oueHku pe3yJbTaToB 00y4eHHs 1O

Hlkana AUCHHILINHE AUCHHILIHHE
ECTS
c(OpPMHUPOBAHBI HA YPOBHE — «XOPOLIMHA.
67-50/ «ynoBIeTBOpU- | BricTaBisiercs oOyuaronieMycs, €Il OH 3HaeT Ha 0a30BOM
D,E TEJIbHOY/ YPOBHE TEOPETUYECKUI U MPAKTUYECKHI MaTepuall,
«3a4TEHO JIOITyCKAeT OTAETbHBIE OMIMOKH MPH €T0 U3JI0KESHUHU Ha
(ymoBnerBopu- 3aHATHAX U B X0JI€ TPOMEXKYTOYHOM aTTecTal|H.
TEIJIBHO)»/ OOyuaromuiics UCIBITBIBAET OIIPEICIEHHbIE 3aTPYyAHEHUS B
«3aUTEHO» NPUMEHEHNHU TEOPETHUECKUX MOJIOKEHUN NPU pelIeHuN

NPaKTUYECKUX 3a/1a4 MPO(eCCHOHATFHON HANPaBIEHHOCTH
CTaHJIAPTHOTO YPOBHS CIIOKHOCTH, BIIa/IeeT HEOOXOIUMBIMU
JUIs 3TOTO 0a30BBIMM HAaBbIKAMU U MPUEMaMHU.
JleMOHCTpUpYET JOCTaTOYHBIA YPOBEHb 3HAHUS YUEOHOMN
JIUTEPATYPBI 110 AUCLUIUIMHE.

OreHka mo JUCHUILTUHE BBICTABISIOTCS 00ydaromemMycs ¢
y4E€TOM PE3yJIbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTalUH.

KomniereHumu, 3akpeniéHnble 3a JUCUUIIIMHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «JIOCTATOYHBIII).

49-0/ «HEYAOBIETBOPHU | BrIcTaBisieTcst 00yJaroneMycsi, €Clii OH He 3HaeT Ha 0a30BOM
F,FX TETbHOY/ YPOBHE TEOPETUYECKUI U NMPAKTUUECKUIN MaTepuall,
HE 3a4TEHO JIOITyCKaeT TPyOble OMIMOKH TP €T0 U3JT0KESHUU Ha 3aHATHIX

U B XOJZI€ TPOMEXYTOUYHOM aTTECTAlNH.

OOyuaromuiics UCIBITHIBAET CEPhE3HBIE 3aTPYIHEHUS B
IIPUMEHEHUHU TEOPETUUYECKUX TOJI0KEHU NPU PELICHUH
NPaKTUIECKUX 3a/1a4 MPO(EeCCHOHATFHON HAIPaBIEHHOCTH
CTaHJIapTHOT'O YPOBHS CJIO)KHOCTH, HE BIalEeT
HEOOXOUMBIMU JJIs1 TOIO HAaBbIKAMU U IPUEMaMH.
JleMoHCTpHpYeT (parMeHTapHble 3HAaHUS y4eOHOMH
JUTEPATYPBI 110 AUCLUIUIMHE.

OreHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3yJIbTATOB TEKYIIEH U IPOMEKYTOUHOM
aTTecTaluu.

KomnereHnm Ha ypoBHE «JIOCTaTOYHBINY, 3aKPEIUIEHHBIE 3a
JMCLUIUIMHON, He C()OPMHUPOBAHBI.

5.3. OueHouHble cpeacTBa (MaTepuaibl) ISl TEKYIIEro KOHTPOJS YCIEeBaeMOCTH,
MIPOMEXKYTOUYHOM aTTECTAIIMU 00YyYaIOUUXCsl IO TUCHHUILIINHE
Ilpumepnuie 6onpocwl 0151 6aAUY-KOHMPOTLHOU PAOOMbL:

l. JaiiTe ompeneneHue TMOHATUI <«OJICKTPOHHBIA JIOKYMEHT», «OLU(PPOBAHHBINI
JOKYMEHT, «hopmat JIEKTPOHHOIO JIOKYMEHTay,
«paspelaromas CIIOCOOHOCTB CKaHepay, «3JIEKTPOHHBIN apXuB»,
«CTpaxoBoil poHI», «paspelieHne H300pAKEHUI» U Jp.

2. HasoBuTe 3Tamnsl peaqu3anuy NpoeKTa o ou(poBaHHIO.

3. HazoBure OCHOBHBIE HalpaBiCHUS INPUMEHEHHs TEXHOJIOTW OLU(pPOBaHUS B
apXxuBe.

4. [IpuBenure  npUMepsl  ApXUBHBIX  JOKYMEHTOB,  perilaMEHTHPYIOLIMX

oun(ppoBaHUE APXUBHBIX TOKYMEHTOB.



5. [lpuBenuTe  mpUMeEpbl  pEalM30BaHHBIX  MPOEKTOB o CO3/IaHUIO
51 JKCIUTyaTaluu apXUBOB OLM(PPOBAHHBIX JIOKYMEHTOB B Hamen
CTpaHe U 3a pyOexom.

Hpumepmm memamuKka umo2oeblx Koumponbublxpaﬁom:

1. OcHOBHbIE TNPUHIMIBI  (OPMUPOBAHUS  BJIEKTPOHHOIO  MHGPOPMAIMOHHOTO
pecypca.

2. OYHKIMOHAIBHBIE W TEXHUYECKHEe TpeOOBaHUS K JIIEKTPOHHOMY apXHBY
OpraHM3alyH.

3. OnudpoBanre B U3JaHUN ApXUBHBIX IOKYMEHTOB.

4. [TomHOTEKCTOBBIE apXUBHBIE 0a3bl TAaHHBIX B HAILCH CTpaHE 3a PyOesKOM.

5. Crangaptuzanus oundpoBaHMsl apXHMBHBIX JOKYMEHTOB B Halled cTpaHe U 3a
pyOexoM.

6.TexHonorus ouuppoBaHusi B CO3JaHUU JJIEKTPOHHOTO (OHAA TMOIB30BAHUS
apXUBHBIMM JOKYMEHTaMHU.

7. Texnonorun ouupoBaHus B OOECHEUYEHUU COXPAHHOCTH apXUBHBIX JOKYMEHTOB.
[{udposast pecraBpanys apXUBHBIX JOKYMEHTOB.

8. TexHonorust onM(PPOBAHUS U HCIOIH30BAHHE APXUHBIX JKOYMEHTOB B KYJbTYpPHO-
IIPOCBETUTENIBCKUX LEIIAX.

CwMm. Taxxke . 7.3.

Bonpocut 0ns umoz06020 konmpona 3Hanuil:

1. [lonsTss  Kypca:  «JIEKTPOHHBIA  JOKYMEHT»,  «JJIEKTPOHHBIM  apXWBY,
«rH(pOpPMAIMOHHbIE pecypcesi», «QJIEKTPOHHbBIE UH(POPMALIMOHHBIE
pecypceh», «oudpoBaHUe», KIIOJTHOTEKCTOBAs 0a3a JaHHBIXY.

2. 3Ha4yeHue TEXHOJIOTUU OUU(pPOBaHUS Il HHPOPMATU3AIMH apXUBHOTO Jeja.

3. HopmaTuBHas 6a3a paboTsl 110 oLU(POBAHUIO TOKYMEHTOB.

4. ONEKTPOHHBIE  apXUBbl B TOCYJAapCTBEHHOM  CTpaTerMu  JIBHIKEHUIO
Poccun x nadopmanronHomy obmiectsy B Poccun.

5. Mesx1yHapoAHbIe CTaHIAPTHI IO OLKU(POBAHUIO.

6. TexHndyeckue HOPMbI IO OLU(PPOBAHUIO U METOJUYECKHE Pa3pabOTKH.

Haznauenune DUP. [enu u 3agaum co3znanust DMP.

7. OcHosuble uctouHuku NP u nx ocobeHHOCTH.

8. CkaHepbl 1 OCHOBHBIE METO/Ibl CKAHUPOBAHUS.

10.  Cnenumanu3upoBaHHOE MPOrpaMMHOE oOecTiedeHre sl CKAHUPOBAHMUSL.

1. ®dopma mpeAcTaBiICHUS ONMU(PPOBAHHBIX JOKYMEHTOB. OOpabOTKH 3JIEKTPOHHBIX
KOIIUI IOKyMEHTOB 110 3a/1aHHBIM YCIIOBHUSIM.

12. Onucanue U UHACKCUPOBAHUE OLU(DPOBAHHBIX TOKYMEHTOB.

13.  OcHOBHBIE HampaBJIeHUS IPUMEHEHUS OLU(PPOBAHHS B APXUBHOM JIEJIE.

14. Co3nanue 3IeKTPOHHOTO ApXUBA OPraHU3aluy.

15. PasBurue  CIPaBOYHO-IIOMCKOBBIX  CpPEACTB  apXMBOB  C  IIOMOIIBIO
TEXHOJIOTHH O POBAHUS.

16.  IlyOGnukanmu MOJHOTEKCTOBBIX 0a3 1aHHBIX B VIHTepHeTe.

17. Cosmanne CTPaxoBOTO dbonma u dbonma [IOJIb30BAHUS myTeM
ouuppoBaHUsL.

18. OcHOBHbIE 11eJH, 3a/1a4¥ U HaIpaBJIEHUS] IPUMEHEHUS TEXHOJIOTUU OIU(PPOBaHUS
JUIS pECTaBpaALlMU apXUBHBIX JIOKYyMEHTOB.

6. YueOHo-MeToaM4YecKOe M HHPOPMALMOHHOE 0O0ecnedeHue U CIUILINHBI

6.1. CnHCOK MCTOYHHMKOB M JIUTEPATyPbI

1.UcTouHNKH
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2 | Ilpodeccuonanbhbie MoTHOTEKCTOBBIE B/I, MTOCTyHBIE B paMKaxX HAI[MOHATLHOU
moamucky B 2020 r.

Kypuanst Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnanst Taylor and Francis

3 | [Ipodeccuonanbubie monHoTekcTOBBIE B]]

JSTOR

W3nanus no oOiecTBEHHBIM M T'yMaHUTAPHBIM HayKaM
OnektponHas oubnmorexa Grebennikon.ru

4 | KoMnbproTepHbIE CIIPABOYHBIE IIPABOBBIE CUCTEMBI
Koncynbrant 1lmtoc,
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6.3. IIpodeccuonanbHble 0a3bl JAHHBIX M HH(POPMALMOHHO-CIIPABOYHbIEC CHCTEMBI

Hoctyn k mpodeccuonansHeIM 0a3am gaHHbIX: https://liber.rsuh.ru/ru/bases



WHudopmanroHHbIe CIIPaBOYHBIE CUCTEMBI:
1. Koncynsrant [limroc
2. Tapanr

7. MaTtepuajibHO-TEXHHYECKOE o0ecriedeHne T CIUMILTHHBI

lna  obecneyenus  OUCYUNIUHBI  UCNONL3YEMC  MamepuaibHO-mexHudveckas 6Oaza
00pazosamenvHo2o  yupexcoeHus: yueOHvle ayoOumopuu, OCHAUWEHHbIE KOMNbIOMEPOM U
npoeKxmopom 0l OeMOHCMPAayuU y4eOHbIX Mamepuaios.

CocTaB MporpaMMHOT0 00ECIICUCHHS:
1. Windows

2. Microsoft Office

3. Adobe Master Collection

4. Kaspersky Endpoint Security

8. ObGecneuenue 00pa3oBaTEJHLHOIO MPOLIECCA sl JIMI ¢ OTPAHMYEHHBIMU
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIU/I0B

B X0Ac peain3dalu JUCHUILIMHBI HCIIOJIB3YIOTCSA CICAYIOINUE JOITOJTHUTCIbHBIC
MCTOJBI O6y‘-ICHI/I$I, TCKYIICTO KOHTPOJIA YCIICBAEMOCTHU U HpOMe)KyTOLIHOf/i aTTeCTaluu
o6yqa}oumxc;1 B 3aBUCHUMOCTH OT UX HHAWBUYAJIbHBIX 0COOEHHOCTEM:

® JId CJEMbIX U CIa00BUAAIINX:

- Jiekiuu OQOPMIIIOTCS B BHJE DJIGKTPOHHOTO JOKYMEHTA, IOCTYITHOTO C TIOMOIIBIO
KOMITBIOTEpA CO CIENHUaIN3NPOBAHHBIM MPOTPAMMHBIM 00eCIICUeHUEM;

- THUCHMCHHBIC 3aJIaHUs BBIMOJHAIOTCS Ha KOMIIBIOTEPE CO CHCIHATU3UPOBAHHBIM
MIPOrPaMMHBIM 0OecTieYeHEeM, U MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieuynBaeTCsl HHIUBUYaIbHOE paBHOMEpHOE ocBeteHue He menee 300 mokc;

- Q7S BBINOMHEHHS 3aJaHUs TpH HEOOXOAMMOCTH MPEIOCTaBISETCS YBEIHMYMBAIOIIEE
YCTPOMCTBO; BOBMOYKHO TaKKE MCIIOJIb30BAHUE COOCTBEHHBIX YBEIMIMBAIOIINX YCTPOUCTB;

- MUCbMEHHBIE 3aJ1aHusl OPOPMIIAIOTCS YBEIMUYEHHBIM HIPU(TOM;

- 9K3aMEH | 3a4€T MPOBOISTCS B YCTHOU (DOpPME MITH BBITTOJIHSIOTCS B IMUCBMEHHOM popme Ha
KOMITBIOTEPE.

® IS TIyXUX U CIa0O0CIIBIIIANIHX:

- Jexuuu Oo(OpPMIISIOTCS B BHUAE SJICKTPOHHOIO JOKYMEHTa, JUOO MpeaoCTaBiseTCs
3BYKOYCHIIMBAIOIIAS anmapaTypa WHIAUBHIyJIbHOTO TTOJIh30BaHMUS;

- MIICbMEHHBIE 3aJIaHUS BHIMOIHIIOTCS Ha KOMITBIOTEPE B MUCbMEHHOM QopMme;

- 9K3aMeH ¥ 3a4éT MPOBOJATCS B MHUCHbMEHHOW (OpMe Ha KOMIBIOTEPE; BO3MOXKHO
poBeJieHHE B OpME TECTUPOBAHUS.

® IS JIWII C HAPYIICHUSIMUA OTIOPHO-ABUTATEIHFHOTO ammapara:

- JeKiuu O(OPMIISIOTCS B BHUJIE AJIEKTPOHHOTO JTOKYMEHTA, JOCTYMHOTO C TOMOIIBIO
KOMITBIOTEPA CO CICIUATN3NPOBAHHBIM MPOTPAMMHBIM 00ECTICUCHUEM;

- THUChbMEHHbIE 3a/laHusl BBIMOJHAIOTCS Ha KOMIIBIOTEPE CO CHEIHaTU3UPOBAHHBIM
MIPOTrpaMMHBIM 00€CTIEYEeHUEM;

- 9K3aMeH U 3a4€T MPOBOAATCS B YCTHOU (hOpME WIIH BBIMIOJIHAIOTCS B MUCHMEHHOM opme Ha
KOMIIBIOTEPE.

[Tpu HeoOXOTUMOCTH MpeTyCMaTPUBACTCS YBEIMUECHNUE BPEMEHHU ISl TOTOTOBKH OTBETA.
[Mpouenypa  TpoBeACHHUS  MPOMEKYTOUHOW  arTeCTauu  JUIs  OOydaromuxcs



yCTaHaBIMBAeTCd C YYE€TOM UX UWHAMBUIYAIbHBIX MNCHUXO(U3NYECKHUX OCOOCHHOCTEH.
[IpomexxyTouHast arTecTanusi MOXKET IPOBOIUTHCS B HECKOJIBKO ATAIOB.

[Ipu npoBeneHNM NpPOLEAYPHl OLEHUBAHUS PE3yJIbTAaTOB OOyUYCHHs MpPEaycMaTpHBaeTCs
UCTIOJI30BAaHNE TEXHUYECKHX CpEICTB, HEOOXOAMMBIX B CBSI3M C HWHIUBUAYAJIHbHBIMU
0COOEHHOCTAMH O0YyYaroIuXCcsi. DTH CPEACTBA MOTYT OBbITh MPENOCTaBICHBI YHHUBEPCHUTETOM,
WM MOTYT HCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUUECKUE CPEICTBA.

[IpoBenenne mpouEAypbl OLICGHUBAHMA  pE3yIbTaToB  OOy4YEeHHs JOIyCKaeTcs ¢
UCIOJIb30BaHUEM TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHUH.

ObecneunBaetcs 10CTyn K MHGOOPMAIIMOHHBIM U OMOIHOrpauuecKuM pecypcaMm B CETH
WuTepHer s kaxzaoro oOywaromierocss B gopmax, aJanTHPOBAaHHBIX K OrPaHUYEHHSIM HUX
3JI0POBbS U BOCIIPUATHUS MH(OPMAIIH:

® IS CIIENBIX U C1a00BUISAIINX

- B IeYaTHOM (opMe yBETUUEHHBIM IIPUPTOM;
- B (hopme 3eKTPOHHOTO TOKYMEHTA;

- B (hopme ayanodaiina.

® IS TIYXUX U CIa0OCIBIIIAIINX:

- B IeyaTHOH Gopme;

- B (hpopme 37eKTPOHHOTO IOKYMEHTA.

® s 0Oy4aIOUIMXCS ¢ HApYIIEHUSIMUA OTIOPHO-JBUTaTeIbHOTO anmapara:
- B Ie4aTHOM (opme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;

- B popme ayanodaiina.

VY4eOHble ayIUTOPHU Ui BCEX BHJIOB KOHTAKTHON M CaMOCTOSTENbHON pabOThl, HayuHast
O6uOIMOTEKa M MHbIE MOMENICHUS JUIsl 00y4YeHHs OCHAILEHBI CIEUAIBbHBIM 000OpYy/IOBAaHUEM H
y4eOHBIMU MECTaMU C TEXHUUYECKUMHU CPEICTBAMH 00yUEHUS:

® IS CIIENBIX U CI1a0OBUISAIINAX

- YCTPOICTBOM I CKaHHpOBaHUA U uTeHus ¢ kamepoid SARA CE;

- nucrieeM bpaiins PAC Mate 20;

- npuntepoMm bpaitns EmBraille ViewPlus;

® IS TIYXUX U CJIa0OCIBIIIAIINX:

- aBTOMATHU3MPOBAaHHBIM pPabOYMM MECTOM JUIsl JIIOJeH C HapylIeHHeM cliyXa |
C1a00CITBIIANTNX

- aKyCTUYECKHH YCUIIUTENb U KOJIOHKH;

® g 00y4aromUXCcs ¢ HApYUICHUSIMH OMTOPHO-BUTATEILHOTO ammapara:
- IEPEBIKHBIMU, PETYJINPYEMBIMU dproHoMuueckumu napramu CU-1;
- KOMITBPIOTEPHOW TEXHUKOMU CO CIIEUAIBHBIM MPOrPaMMHBIM 00€CIICYEHHUEM.

9. MeToan4eckue MaTepuaJibl
9.1. Ilnansl 1a00paTOpHBIX (MIPAKTUYECKHUX) pabOT U METOMYECKUE YKa3aHHUs MO UX
BBITIOJTHEHUIO

[losicauTenpHas 3anucka.

JlaGoparopHble pabOThl MO JUCHUIUIMHE MpeIHA3HAYeHbl Ui U3YUYEHHS CTaHIApTOB,
METOJIMYECKUX PEKOMEHJALNN, a TaKKe ONbITa APXMBHBIX YUPEXKIECHUH [0 peanu3alnuu
MIPOEKTOB OLIM(PPOBAHUS APXUBHBIX TOKYMEHTOB.

B xone mabGopaTopHbIX pabOT M3ydaeTcs CKaHUpYIollee 00O0pyAOBaHHE, TEXHOJOTHS
ouudpoBaHus, HOCUTENM JMJIs 3alUCH U XpaHEHUS KOMUHA OUU(POBAHHBIX JOKYMEHTOB,
IporpaMMHOE OOeCTieUeHUs JJIs YIpaBJIEHHUs MPOLIECCOM CKaHUPOBAaHMSA, a TaKKe MHICKCALUU
rpaduyeckux (aityioB U OpraHU3auy apXUBOB OLU(GPOBAHHBIX JOKYMEHTOB.

3a Kaxj0e 3aHATHE B XOJI€ TeKYIIeH aTTecTallii CTYJCHT MOXKETIONYy4uTh 1-5 0aos,
Bcero 30 6amnoB 3a 6 3aHsaTHii (6 TeM U3 7 IpHUBEIEHHBIX BbIOMpatoTcs mpemnojaasarenem). llpu



OLICHMBAHUU YYHUTHIBACTCS Kak IMOJHOTa MNpopabOTKM TEOPETHYECKOro MarepHuaia, Tak |
CaMOCTOSITEPHOCTD Y KQ4ECTBO BBIITOJIHEHHSI PAKTHYECKOTO 3aaHNI.
Tema 1. (2 y. ) HopmatuBHas 6a3a paGoThl O OLU(PPOBAHUIO APXUBHBIX JTOKYMEHTOB.

Lemnb paboTHI: Nzyuenue HOPMAaTHBHBIX 51 METOINYECKUX JIOKY-
MEHTOB, PETJIAMEHTUPYIOIIUX TEXHOJIOTHIO OIIU(PPOBAHUSI.
3aoanue: COCTaBJICHHE METOINIECKUX pEeKOMEeH A o co3ja-

HUIO CTPaxoBOro (OHJa apXuBa OpraHU3alluu.
Ha ocHoBe aHanu3a HCTOYHUKOB CIIEIIIIET MUCbMEHHO OTBETUTh HA BOMPOCHI:

1. PermameHnTanus AJIEKTPOHHOI'O JOKYMEHTO000poTa U XpaHEeHUs
AJIEKTPOHHBIX JOKYMEHTOB B Halllel CTpaHe.

2. lemu, orambl, TEXHOJOTHYECKUE  NpoOieMbl  paboTbl MO  OLUdpO-
BaHHUIO TOKYMEHTOB.

3. Ilpoekthl 1O  ONU(POBAHMUIO  DBJICKTPOHHBIX  JOKYMEHTOB B  pOC-
CUICKUX U 3apyOexHBIX apXHUBaXx.

4. Meronndeckue pa3paboTKu POCCHUICKUX u 3apyOeKHBIX apxu-

BOB o onndppoBaHUIO apXUBHBIX JIOKYMEHTOB C pa3IMYHBIMU
LEJSIMH.

3areM cneoyem MO3TAITHO COCTaBUMb UHCTPYKIHIO u3 HECKOJIbKHX

pa3aennos:

1. OT60p TOKYMEHTOB AJIs1 OLIU(PPOBAHUS.

2. [IpenBaputenbHas 00paboTKa TOKYMEHTOB.

3. TexHnunueckoe obecrieyeHue.

4. [IporpamMmmHOe obecrieueHue.

5. [TapameTpsl orudpoBaHUsI.

6. ITouck u xpaHeHue oUPpPOBAHHBIX KOMHUH.

KonumponvHule éonpocuwi:

l. KakoBbI OCHOBHBIE 11€JTH OIIM(PPOBAHUS APXUBHBIX JOKYMEHTOB?

2. KakoBbl 3Tamsl paboTsl 110 01U POBAHNIO APXBHBIX IOYMEHTOB?

3. KakoBbI mpuHIUIBI 0TOOPA JOKYMEHTOB JUIs OLlM(poBaHuUs?

4. Kakue meprl obecriedeHnsi COXpaHHOCTH MIPUMEHSIOTCS B poliecce Ol poBaHus

apXMBHBIX JTOKYMEHTOB?
Cnucok uCmouHuKo8 u 1Iumepamypb.

1. Hcemounuxu.
1.1. Ocnosnvie.
1. Hctounnkn.

1.1.  OcHoBHBIE.

1. FOmamesa, FO.}O. Metonudeckue peKOMEHAAIMH IO AJIEKTPOHHOMY KOMHUPOBAHUIO
ApPXUBHBIX JIOKYMCHTOB W YIPABICHUIO TOJyYeHHBIM HH(pOopMarmoHHbEIM MaccuBoM / 1O.IO.
Omamesa, BHUUJAL.—~ M., 2013.— 125 c.- [en. B8 OLUHTHU no nOKyMEHTOBEACHHUIO U
apxuBHOMY feny 26.06.2014, Ne 256.

2.0t1yetr mo HUP «Pa3zpaboTka mpoekTa OTpacieBOro CTaHaapTa CO3IaHus dJICKTPOHHBIX
Kommuii apxuBHBIX JokymeHtoB» M: BHUUJAJ, 2014. //OnyGnukoBaHo Ha caiiTe
®enepanbHOro apXuBHOTro areHTcTBa http://archives.ru/documents/methodics

1.2 JlononnumenvHnuie.

1.Permament omudpoBku apxuBHbiX AokymMeHTOB ['KY I'OITAHO / Toc. obmiects.-
nonut. apxuB Hwuxkeropoa. o6m.— Hwxauit Hosropoa, 2012.— 12 c./ BHUUIAA/. Hen. B
OLHTH no noOKyMEeHTOBEAECHHUIO U apXUBHOMY JENY.

2. BpeMmeHHBII pernamMeHT OUM(POBKUA aAPXUBHBIX TOKYMEHTOB [ OCyIapCTBEHHOTO
apXyBa CrenuaabHON MoKymMeHTaruu Hikeropoackoi obmactu / A cmem. AOKyMEHTauu
Huxeropoa. o6m.— Hwxuamit Hosropoa, 2012.— 9 c¢. ./ BHUUJAA. den. B8 OLIHTU mo
JOKYMEHTOBEJICHUIO U apPXUBHOMY JICITY.



3. TTamsTKa MO opraHu3auy paboThl OepaTopa IEKTPOHHOTO IIBETOIEICHUs, Habopa U
BepcTku otaena AAT no ckanupoBaHuio (onudpoBKe) AJOKYMEHTOB apXuBHOro ¢gonga OKY
«T"ocapxus Kypckoit obractu» / I'A Kypek. 061.— Kypek, 2012.— 6 ¢. ./ BHUUJAL. CUD
13658.

4. Tlopsnok paGoThl MO MEPEBOYy APXUBHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTENE U
HCA x HMM B 3JI€KTpOHHBIN (pOpMAT C UCTIOIB30BaHUEM CKaHHUpYytomero ooopynoBanus B [ KY
KO I'AKO / 'A Kemep. 061.— Kemeposo, 2013.—40 c. .// BHUUJA. CUD 13699

5. PekoMenpanuu nmo oOecnedyeHH0 COXpPaHHOCTH HMH(OpMaluy, 3aIMCaHHON Ha
ONTHYECKUX JHUCKaX (TECTMPOBAHHME BBIOOPOYHOTO MacCHUBa JIOKYMEHTOB (herepalibHbIX
apxuBoB). [Toarorosnenst PITAHT/] B pamkax BeimonHeHust ['ocynapctBeHHOT0 KOHTpakTa Ne 79
oT 12urons 2011 T. //Omy0IMKOBaHO Ha caire «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml

2.Jlumepamypa
2.1.  OcHoBHas
1. bamkup b.C. MukpoduibMUpoBaHueE, ouudpoBka, dorodukca-
st apXUBHOTO JOKyMEHTa // ApXuBHBIN BECTHHK 30HAJILHOTO

Hay4yHO-MeToaudeckoro corera LlenTpansHoro paiiona Poccum.
2002. Ne 6. C. 167-177.

Mensenesa I''A. ABTOMaTHU3UPOBAHHAS cucTeMa «CoxpaHHOCTB»

1o KOHTPOJIIO 3a (U3UKO-XMMUYECKIM COCTOSTHUEM JOKYMEHTOB

Ha MJIEHOYHBIX HOCHUTEIAX B PIAHT/ // BectHuk apXUBHCTA.
2002. Ne 1. C. 272-274.

[[TanomHMKOB A.C. OcHOBHBIE HaIIpaBJICHUS u MIEPCIIEKTUBBI

ourppoBaHus B apxuBHOM jene // OreuecTBeHHble apxuBbl. 1996. Ne 3. C. 26-30.
JlomonauTeapHas
[IlyBanosa JLA. PesynbTarsl pa3paboTKu TEXHOJIOTMYECKOT O pe-
IJIAMEHTA JUTSt onu(poBaHUL JIOKyMEHTOB // Tpynsr ['ATIO. Ilepmb,

2002. Bem. 2. T. 2. C. 214-218.

3.Ilepeuenv pecypcos uHhopmayuoHHo-meneKkoOMMyHUKAYUoHHoU cemu « nmeprempy.

1. ApxuBsl Poccun. [Ilopran ®enepanbHON apXWBHOM CiyXObl]|; [DIEKTPOHHBIH
pecypc] — DOmektpoH, nman— M., [2001].— Pexwmm npoctyma: www.rusarchives.ru,
cBOOOJIHBIN. — 3ari. ¢ sKpaHa.

2.MadopmanioHHO-CIIpaBoYHas  cuctema apxuBHoil  oTtpaciu  (MCCAQO) //
Koncanrunrosas rpynna «Tepmukay. http:// www?2.termika.ru/issao?d&nd=982303573

4.Mamepuanvro-mexnuueckoe obecneuenue 3aHAmusl.

Y4eOHbII KOMIBIOTEPHBIH Kinacc (cM. . 8. MarepHaiabHO- TEXHHUYECKOe obecrieueHue
muciuiuinabl.)  [Iporpammuoe obOecneuenne: Internet Explorer wmm  apyroit  Opaysep;
ITouckossie cucremsl WWW: google .ru, yandex.ru, rambler u ap.

Tema 2. (4 wu.)Texnonoruss ckaHupoBaHus. Opranuzanusi padOTHI

Ilenp  paGotbi:  M3ydeHwWe  OCHOBHBIX  3TamoB  pabOTBl MO  CKaHHPO-
BaHHIO JOKYMEHTOB.
3aoanus :
N3y4enue METOIUYECKUX yKa3aHUu’ apXUBOB o OLU(pPOBAHUIO
JTOKYMEHTOB.
1. CocraBienue miaHa paboThI 10 O POBAHUIO.

2. Bomonnenne  paboTel TO  OTOOpPY Ha  CKAaHMpPOBaHHME  KOMIUIEKCA
JIOKYMEHTOB, a TaKXe 110 X MpeBapUTeIbHON 00paboTKe.
KOHmpOJleble 680Nnpocsl.



1. KaxoBbI TpeOOBaHUS K pa3pelIeHuIo, IBeTonepenaue, popmary rpadpuueckoro ¢aiina
pH OLU(PPOBAHUU APXUBHBIX JTOKYMEHTOB?

2. Kakue Hanbomnee 3Ha4MMBble TPOEKTHI 00IACTH OLUPPOBAHUS,
OCYIIECTBIICHHbIE OTE€YECTBEHHBIMU apXUBaMu?
3. KakoBbI OCHOBHBIE HTOTH pabOTHI IO OLIM(POBAHUIO B OTEUE-

CTBEHHBIX apXUBax?

Chucox ucmouHukog u iumepamypbol.
1. Hcemounuku.

1.1.  Ocnosnuie.

1. FOmamesa, FO.JO. Meronnueckue pekoMEeHIaUUH MO0 3JIEKTPOHHOMY KOITMPOBAHUIO
apXMBHBIX JJOKYMEHTOB U YIPABJICHHUIO MOJTy4eHHBIM HH(popMannoHHbIM MaccuBoM / FO.1O.
Omamesa, BHUUJAL.— M., 2013.— 125 c.- Jlen. B8 OHHTU no n0OKyMEHTOBEOECHHUIO U
apxuBHOMY ey 26.06.2014, Ne 256.

2.0tuer mo HUP «Pa3paboTka mpoekTa OTpacieBOro CTaHaapTa CO3/aHus JICKTPOHHBIX
KON apXuBHBIX JOoKyMeHTOoB» M: BHHUUIAJ], 2014. //OnyGiukoBaHo Ha caiiTe
denepanbHOTO apXUBHOTO areHTcTBa http://archives.ru/documents/methodics.

1.3 JlononnumenvHole.

1.Pernament omudpoBku apxuBHbIX JokymeHToB I'KY T'OITAHO / T'oc. obmiects.-
nosmt. apxuB Hmxkeropoa. o6x1.— Hmwxumit Hosropon, 2012.— 12 c.// BHUWOAH. Jemn. B
OLHTH no n0KyMEHTOBEICHHUIO U apXUBHOMY JIEITy.

2. BpemeHHbIif pernamMeHT OUM(POBKM apXUBHBIX JOKYMEHTOB ['OCynapCTBEHHOTO
apxuBa crenuanbHON JokyMeHTanuu Hipkeroponackoit obmactu / I'A cnen. JOKyMeHTaluu
Hwxeropoa. o6n.— Hwxuuit Hosropon, 2012.— 9 c¢. ./ BHUUAAL. Hen. B8 OLUHTU mo
JOKYMEHTOBE/ICHUIO U apXUBHOMY JIEITY.

4. TlamsaTka 1o opranuzauuu paboTHI ONepaTopa JIEKTPOHHOTO 1IBETOAETIECHH, Habopa U
Bepctku otaena AAT nmo ckanupoBaHuio (OU(POBKE) JOKYMEHTOB apxuBHOro ¢onmga OKY
«locapxuB Kypckoi obmactu» / I'A Kypck. 06m.— Kypek, 2012.— 6 c¢. ./ BHUUOAL. CUD
13658.

5. Tlopsimox paboThHI MO MEPeBOAY ApXUBHBIX JTOKYMEHTOB Ha OyMa)kHOM HOCHUTENE U
HCA k HUM B 3J€KTPOHHBIA (OpMAT ¢ MCIIOIB30BAaHUEM CKaHUpYlomiero obopyaoBanus B 'KY
KO I'AKO / T'A Kemep. 061.— Kemeposo, 2013.—40 c. .// BHUNJAAJ. CUD 13699

6. PexomeHganuu mo oOecreyeHHI0 COXPaHHOCTH WH(OpMAalWH, 3alMCaHHOM Ha
ONTUYECKUX JIUCKax (TECTUPOBAHHWE BHIOOPOYHOIO MacCuMBa JOKYMEHTOB (eaepaibHbIX
apxuBoB). [lonrorosnenst PI’TAHT/I B pamkax BeinonHenus ['ocynapctBeHHOro kontpakra Ne 79
oT 12nrons 2011 T. //O1my6IMKOBaHO Ha caire «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml

2.Jlumepamypa
2.1.0cnosnasn

1.Angepcon K., AmwmantoB IO.H., HaymoB O.B. DnekrtpoHHas Bepcus apxuBa

N.B.Cranuna // Bectauk apxusucta. 2008. Ne 2. C. 134-139
2.3anmaeB I'.3. AkTyaibHble BOIPOCHI CO3JAaHUS U XpaHEHHS IM(PPOBBIX KOMUH

apXUBHBIX JOKyMeHTOB //OteuecTBeHHbIE apXUBBL. 2012. Ne 2. C.55-58.

3.Kapnayxo B.H., Mep3naskoB H.C., Ocunosa H.M., PybGanos JLU.
DIEeKTpOHHBIE 0a3bl JTAaHHBIX apxuBa Poccuiickoi aKaJIeMHAA HayK //
OteuectBenHble apxuBbl. 2001. Ne 6. C. 35-41.

4.Cno6onnuk, U.b. Co3nanue dhoHaa Moabp30BaHMs Ha IEKTPOHHBIX HOocuTelsax B [IITMA
Cankr-IlerepOypra / U.b. CnoGoauuk // Oteu. apxuBbl.— 2013.— Ne 1.— C. 39-41.

3. ®ponoBa E.B. DOnekrtponnsiii apxuB  Tromenckour obmactu //  Ot-
edecTBeHHbIe apXuBbl. 2009. Ne 6. C. 43-46.

1.2.  Jlononnumenvuasl.



1.Xabubynmuna I'.A. Poccuiicko-6enopycckuii cemunap «PectaBpamust U cTpaxoBoe
KOIMUPOBAaHUE apXUBHBIX NOKyMeHTOB» / [.A. XabuOymiuHa // OTe4eCTBEHHBIC apXUBBI. —
2009. — Ne 6. — C. 114-115.

2. Mensenena I'.A. ABTOMaTU3UPOBAHHAS CHCcTEMA «CoxpaHHOCTB»
o KOHTPOJTIO 3a (UBUKO-XUMHYECKUM COCTOSIHUEM JIOKyMEHTOB
Ha IJIEHOYHBIX HOCHUTETISAX B PIAHT/ /l BectHuk apXHUBHUCTA.

2002. Ne 1. C. 272-274.

3.Ilepeuens pecypcos unghopmayuuoHHO-menreKOMMYHUKAYUOHHOU cemu « Mnmeprnempy.

1.ApxuBbl Poccuu. [Ilopran @enepanbHOil apXMBHON CiyXObI]; [DIEKTPOHHBIH
pecypc] — OmnektpoH, man— M., [2001].— Pexum goctynma: www.rusarchives.ru,
CBOOOTHBIN. — 3ari. ¢ 9KpaHa.

2. lnpopmanvoHHO-cripaBoyHas  cucrema apxuBHoi  otpaciun  (MCCAO) //
Koncantunrosas rpynna « Tepmukay. http://www2.termika.ru/issao?d&nd=982303573

4.MamepuansHo-mexHuueckoe obecneuenue 3aHAmusl.

VY4eOHbIi KOMIBIOTEPHBIHN Kiace (cM. M. 8. MarepuaibHO- TEXHUYECKOE 0OecreueHue
mucuuiuinebl.) Ckanupyomiee obopyaosanue. [Iporpammuoe obecnieuenue: I[Tporpammsl amist
YIpaBJICHUS] CKAHUPOBAaHUEM

Tema 3. (4 wuaca) CkaHepbl, CHEIHAIM3UPOBAHHOE MPOTPaMMHOE 00e-
CIIeUYeHHE U OCHOBHBIE METO/IbI CKAHUPOBAHHUS .

Lens paboTHI: HU3YUYUTH TEXHUYIECKOE obecrieuenue, HEoOXoau-
Moe TUIS onudpoBaHus, O0COOCHHOCTH u XapaKTePUCTUKHU aApPXUBHBIX
CKaHEpOB.
3amanus:
1. Wzyuenue TEXHUUYECKOMN JIOKYMEHTAIUU CKaHUPYIOIIETO obopy-
JTOBAHMS, TIPaBHIT ero IKCITTyaTaIuu. dopmynupoBaHue Tpebo-
BaHUH K CHEIHATU3UPOBAHHOMY CKaHUPYIOILIEMY 000pyI0BaHUIO
JUIA apXUBOB.
2. N3y4yeHre 0CHOBHBIX PEKUMOB U METOJIOB CKAHUPOBAHMSIL.

3. Brmonnenue MPOOHOTO CKAaHMPOBAHUS TEKCTOBBIX " rpaduye-
CKUX MaTEepHAaJIOB B PA3JIMYHBIX PEKUMAX.

KoumponwHule 6onpocuwl:

1. Kakue crienmanbHble TpeOOBaHUS MIPEIBIBIIAIOTCS K CKAHUPYIO-

nieMy o0OpyI0BaHUIO I apXUBOB?

1. Hcemounuxu.

1.1.  Ocnoegnvie.

1. FOmamesa, 10.}JO. Meronnueckne peKOMEHAAMU IO IEKTPOHHOMY KONHMPOBAHMIO
apXUBHBIX JIOKYMEHTOB U YIPAaBJIECHUIO MOJy4YeHHBIM HHpopManuoHHbIM MaccuBoM / HO.IO.
Omamesa, BHUMJA.— M., 2013.— 125 c.- [en. B8 OLUHTHU no nOKyMEHTOBEACHUIO U
apxuBHOMY feny 26.06.2014, Ne 256.

2.0tuer nmo HUP «Pa3paboTka mpoeKkTa OTpacieBOro CTaHaapTa CO3/AaHUs AIEKTPOHHBIX
KOmuii apxuBHBIX gokymeHtoB» M: BHUUJAJ, 2014. //OnyOGnukoBaHo Ha caiiTe
denepanbHOro apXuBHOTrO areHTcTBa http://archives.ru/documents/methodics

JlonoHUTEBHEIE.

PykoBozicTBa IO AKCIUTyaTallii apXUBHBIX CKaHEPOB — CM. Ha-

npumep: Ckanepsl JokyMeHTOB. Ckanepsl popMysisipos // Kopropa-

st « DIEKTPOHHBIN apXuB». Www.elar.ru

3.Ilepeuens pecypcoB HHPOPMAITMOHHO-TEIEKOMMYHUKAIIMOHHON ceTH «IHTepHeT.



1.Apxussl Poccun. [I[Topran denepanbHoii apXxuBHOM ciykObI]; [DIeKTpOHHBINH pecypc]
— DnekTpoH, nan.— M., [2001].— Pexxum goctyna: www.rusarchives.ru, cCBOOOIHBIN. — 3ari. ¢
9KpaHa.

2.MndopmanioHHO-CIpaBoYHass ~ cuctema  apxuBHou  otpaciu  (MCCAQO)  //
Koncantunrosas rpynna «Tepmukay. http:// www?2.termika.ru/issao?d&nd=982303573

4.MarepuanbHO-TEXHUYECKOE 00eCcrieueHue 3aHATHS.

Y4eOHbII KOMIBIOTEpHBIA Kiace (cM. M. 8. MarepHuaiabHO- TEXHHYECKOe oOecrieueHue
mucrutuinabl.) Ckaaupytomee obopynoanue. [Iporpammuoe obecnedenwue: [IporpamMmbr st
yTpaBJIeHUs] CKAHUPOBAaHUEM

Tema 4. (2 wu.).®opMmar mpeACTaBICHUS OLUPPOBAHHBIX JOKYMEHTOB

Hens paboThI: U3y4YeHHUe TEXHOJIOTHH 00paboTKu 3JIEKTPOHHBIX
KOMNHI JOKYMEHTOB I10 3a/IaHHBIM YCIIOBUSIM.
3agaHus:

1. HW3yuenue  mnporpamMmHOro  oOecrmeueHMs Il YIpaBlI€HHs  CKaHU-
poBaHHEM u ONTUYECKOTO pacrno3HaBaHUs CHUMBOJIOB. Nzyuenue
PYKOBOJICTBA I10JIb30BaTEIS.

2. IloaroroBka apaMeTpoB CKaHUPOBaHUs BBICOKOKAU€CTBEHHOTO
u KOHTPOJILHOTO n300paKeHUs, HacTpoika napameTpoB CKaHM-
pOBaHMUSL.

3. OcyuecTBieHnue paboThI o CKaHMPOBAHUIO KOMILJIEKCa ap-
XUBHBIX JIOKYMEHTOB B pa3HbIX pexXUMax. CoxpaHeHue JaH-
HBIX B rpapuuecKux ¢dopmarax (TIosIB30BATENBCKUI U apXMB-
HBIH).

4. OcyuiecTBieHue OITHYECKOTO pacro3HaBaHUs CHMBOJIOB. Kon-
TPOJb pacro3HaBaHMUsL. CoxpaHenue JTAHHBIX B TEKCTOBOM dbop-
Mare.

KonumponvHule 6onpocul:

1. KakoBsl mapameTpsl pexXrMa CKaHUPOBAHUS, OT YET0 3aBUCUT MX

BEIOOD?

2. Kakue nporpaMmbl UCIIOJIB3YIOTCS JUIsl ONTUYECKOTO paclo3HaBa-

HUs cuMBOJIOB. KakoBel nx orpanuuenus’?

1. Hcmounuxu.

1.1. OcHosnuie.

1. FOmamesa, F0.}1O. Meroanyeckre peKOMEHAALNH MO 3JIEKTPOHHOMY KOIMPOBAHUIO
apXMBHBIX JOKYMEHTOB M YIPABJICHUIO MOJYYSHHBIM HH(popMannoHHbBIM MaccuBoM / HO.1O.
Omamesa, BHUNJAL.— M., 2013.— 125 c.- [len. B OHHTH no noxKyMeHTOBEACHUIO U
apxuBHOMYy ey 26.06.2014, Ne 256.

2.0tuer mo HHP «Pa3paboTka mpoekTa OTpacieBOro CTaHIapTa CO3JaHUs
AJIEKTPOHHBIX KOMUI apXuWBHBIX AokymeHtoB» M: BHUUJIAJ, 2014. //OmybnukoBano Ha
caiite @enepanbHOro apxuBHOTO areHTcTBa http://archives.ru/documents/methodics

1.2 JlonmosHUTEIBHBIE.

. PykoBozcTBa nonb30BaTelis NporpaMM AJisi CKaHUPOBAHUS U

FineReader (cM. cripaBOUHBIH pa3es IPOrpaMMBl).

3.Ilepeuens pecypcoB HHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHON ceTu HTepHeT.

1.ApxuBbl Poccuu. [Ilopran ®enepanbHOil apXWBHOWU CIyXObI|; [DIEKTPOHHBIN
pecypc] — OmnekrpoH, ngan— M., [2001].— Pexum pocryma: www.rusarchives.ru,
CBOOOIHBIN. — 3ari. ¢ dKpaHa.

2. Federal Agencies Digitization Guidelines Initiative (FADGI) ([MaunuatuBHas
rpyMIbIa IO pa3paboTKe peKOMEHIAN 10 ounu(ppoOBaHUIO (eepatbHbIX areHTCTB));



caifT Accouuanuy o ynpasJieHuto nHpopmalmeit u nuzoopaxenusamu (Association for
Information and Image Management (AIIM)); omuTeT 3.
http://www.digitizationguidelines.gov/still-image/digconv.html.  Jlara
obpamenus 12.01.2019;
3. Association of Records Managers and Administrators (ARMA International)) Caiit
MexnyHapoaHolt opranuzanueit no cranaaptusanuu (ISO) Texunueckum komureTom Ne
[Tpuknanxsle CHUCTEMBI CO3JIaHMS u XpaHeHus JOKYMEHTOB
(URL;http://isotc.iso.org/livelink/livelink/open/tc171)
4. HammonanpHas ~ opraHu3anudeii  1mo  MH(OPMAIMOHHBIM
cragaaptam (National Information Standards Organization (NISO)).

7 . M amepuanvro-mexnuueckoe obecneuenue 3aHamusl.

Y4eOHbII KOMIBIOTEPHBIHN Ki1acc (cM. 1. 8. MaTepualibHO- TEXHUYECKOe o0ecTedeHne
nuctutuinHbl. ) Ckanupytomiee ooopyaoBanue. [Iporpammuoe obecrieuenue: [IporpamMmmer mis
ynpaBiieHUs ckaHupoBaHueM u FineReader

1
Tema 5. (4 wu.). TexHonorus wuHAekcupoBaHus. CTaHAAPTHI OMUCAHUS
JIOKyMEHTOB. MeTalaHHbIe

Ienb 3aHATHSA: H3YYUTh OCHOBBI CO3JIaHUs MMOJTHOTEKCTOBBIX
0a3 JTAaHHBIX H ITOMCKOBBIX CHCTEM §(0) o poBaHHBIM KOITHSIM Jo-
KYMEHTOB

3amanus.

1. Wsyuenue MEXTyHAPOTHBIX CTaH/IapTOB JIETIOTIPON3BOICTBEHHBIX
MeTaJaHHBIX.

2. HWsydenwme MEXTYHApPOTHBIX CTaHAApTOB OIMHCaHUs apXUBHBIX
JIOKYMEHTOB.

3. MHWsydenwue OTE€UYECTBEHHEIX CTaHJapTOB OIHMCaHUs JTIOKyMEHTOB B
JIEJIONIPOU3BOJICTBE U ApPXUBHOM JIETIE.

4. CocraBnenue KJaccudukaropa o KOMIUIEKCY OTCKaHMPOBAHHBIX
nokymeHToB Ha ocHoBe EKJIU.

5. MHanekcamus KOMITJIEKCa CKaHHPOBAHHBIX JTIOKyMEHTOB o co3-
JTaHHOMY KJIacCU(UKATOpy.

Konmponvnuvie sonpocuwi:

1. KakoBbl TpeOOBaHUS K OMUCAHUIO APXUBHBIX JJOKYMEHTOB B T1O-

HCKOBBEIX cHcTeMax”?

2. Kakossl ctpyktypa EKJI 1 MmeToauka nnaekcamnuu uapop-

marmu?

1. Ucmounuxu.

1.1. Ocnosnwie.

1.UCO 23081-1 (R) «Nudopmanus u JIOKyMEHTAIHSI. [Iporec-

CBI YIpaBJICHUS JTOKYMEHTaMH. MertananHbie TUISt JIOKYMEHTOB:
Yacts 1. [Ipunuuns». M.: Crangaptundopm, 2006.
2. Enunenii  xmaccudukatop JOKyMEHTHOW wuHGopmaruu ApxuBHOTO (oHIa

Poccuiickoii @eneparun / [coct.: B.I'. Jlapuna (pyxk. Temsr) u ap.]. — 2007. — 660, [1] c.: Tabn

1.2. Jlononnumenvhule.

1L.UCO  8879:1986.  O6pabotka  uHPOpManuu.  TekcToBble MU yUpexk-
JIEHYECKHUE CHUCTEMBI. CrangapTHbIN 0000111eHHBII A3BIK pa3mer-
ku (SGML). — (Odurr. mepeBo).

2.UCO  8601-2000  «DnemeHTsl  NaHHBIX WU QopmaTel  OOMeHa  JaH-
HeIMU. OOMeH nHpopmanueil. [IpoctaBienue qat u BpeMeHm».



3.1CO 15489-1:2001 «npopmarus " JOKyMEHTanuuss  —  YIpas-
JICHHE JIOKYMEHTaMI. HnCo 15489-1:2001 «uadopmanms u Jo-
KyMeHTalus — YIpaBieHrue JokyMeHTammw». M., 2007.

4.I'0OCT 7.70- 2003. Mexrocy1apCTBEHHBIN CTaH-

mapt. CUBUJ. Omnwmcanue 0a3 [MaHHBIX W MAaIIMHOYUTAEMBIX WH(POPMAIMOHHBIX
MaccuBoB. CocTraB U 00O3Hau€HUE XapaKTEPUCTUK. YTBEpKIEH MeXrocyaapcTBEHHBIM
CoBeToM IO CTaHJApTH3ALMHU METPOJIOTHU U cepTudukanum, (mporokona Ne 23 or 22 mas 2003
r.) Beenen B aeiicteue 01.07.2004.M.:Crangaptuadopm, 2008.

5.@yHKIMOHANIbHBIE TpeOOBaHUS K MHPOPMALMOHHBIM CUCTEMaM apXUBOB HJIEKTPOHHBIX
NoKyMeHToB opranuzauuii. M:Pocapxus, BHUMJA. 2014 //Ony6GnukoBaHo Ha caiite
denepanbHOro apxuBHOro areHTcTna http://archives.ru/documents/methodics.shtml

3.Ilepeuenv pecypcos uHhopmayuoHHO-meneKoOMMYHUKAYUOHHOU cemu « Mumepremy.

1.ApxuBsl Poccun. [[Topran ®@enepaibHON apXUBHOM CITyKOBbI|; [DIEKTpOHHEBIN pecypc]
— DnekTpoH, nan.— M., [2001].— Pexxum goctyna: www.rusarchives.ru, cCBOOOIHBIN. — 3ari. ¢
JKpaHa.

2.VladopmanioHHO-CIpaBoYHass ~ cuctema  apxuBHou  otpaciu  (MCCAQO)  //
Koncantunrosas rpynna «Tepmukay. http:// www?2.termika.ru/issao?d&nd=982303573

4.Mamepuanvro-mexnuueckoe obecneuenue 3aHAmusl.

Y4eOHbII KOMIBIOTEpHBIA Kiace (cM. M. 8. MarepHuaiabHO- TEXHHYECKOe oOecrieueHue
mucriuuinael.) . CYBJl MS ACCESS

Tema 6. (2 u.).Pa3paboTka TEXHWYECKOTO 3aJaHUsl MO CO3JIaHUIO AJICKTPOHHOTO
WH(GOPMAIIMOHHOTO pecypca

Lenn 3aHATHA: W3yYCHHE TEXHOJIOTHH CO3IaHNs MMOJTHOTEKCTO-
BOM 0a3nl TaHHBIX.
3aoanus:
1. MW zydenue PUMEPHOTO TEXHHUYECKOTO 3aJaHUs Ha co3JaHue
AJIEKTPOHHOTO pecypca, COCTaBJICHHE IJ1aHa TEXHUYECKOTO 3a/a-

HUSL.

2.  CocraBieHue TEXHHYSCKOIO 3aJJaHMS TS CO3JaHus MOJIHOTEK-
CTOBOM 0a3bl JTaHHBIX 1o apXUBHBIM JIOKyMEHTam c OIMCaHUEM
Ha ypoBHE (pOH[Ia, OmHCH, J1ea, TOKYMEHTa.

3. Peammzanms 6a3el ganHeix B CYBJlI MS Access, co3maHue TaOJIuII
«DoHy, «Onucey, «emo», «JlokyMeHT» (yuutbIBas TpeOoBaHUs
K METaJIaHHbIM U CTaHAApPThI ONMMCAHUS TOKYMEHTOB).

4. Omnucanune ¢oHma, ONHWCH, Jejla W MacCHBa H3 BCEX JOKYMEHTOB
JieNa B CO3/IaHHBIX TaOauIax (He MeHee S5 ae).

5. Coenunenne  rpaduueckoro  ¢aima ¢ u300pakeHWeM  JIOKYMEHTa
1 3amucy 0a3bl JAHHBIX C PEKBU3UTAMU JOKYMEHTOB.

6. [lepeBoa TpaaUITMOHHON OMTUCH B AJIEKTPOHHBIN (hopmar.
Koumponvhvie éonpochwi:
1. KakoBbI 3Tamnsl peanu3aiuu NpoeKTa Co3JaHus JIEKTPOHHOTO

nH(GOPMAIMOHHOTO pecypca?

2.KakoBa cTpyKTypa TEXHUYECKOTO 3a/1aHUS?
1. Hcmounuxu.
1.1. Ocnoegnuie.

l. I'OCT 52292-2004. VYnpasienue OpraHu3anuei. ONEKTPOHHBIN
perjiaMeHT aMUHUCTPATUBHOMN u CIIyKeOHOM NEATEIbHOCTH. OcHOB-
Hble nojoxxkenust. C 1 uronst 2005 r. — M.: 'occranpapt, 2005

2.fOmamesa, 0.}O. Meronnueckre peKOMEHIAMH IO JIEKTPOHHOMY KONUPOBAHHIO
apXMBHBIX JIOKYMEHTOB M YIIPaBJICHHIO MOJY4YeHHbIM HH(OpmMarmoHHbIM MaccuBoM / HO.IO.



Omamesa, BHUUJA.— M., 2013.— 125 c.- Hden. B OIUHTU no AOKYMEHTOBEIECHUIO U
apxuBHOMY feny 26.06.2014, Ne 256.

3. OyHKIMOHATBHBIE TPeOOBaHMS K HH(OPMAIIMOHHBIM CHCTEMaM apXHBOB AJIEKTPOHHBIX
NOoKyMeHToB opranuzauuii. M:Pocapxus, BHUMJA. 2014 //Ony6GnukoBaHo Ha caiite
®DenepallbHOTO ApXUBHOIO areHTCTBA

http://archives.ru/documents/methodics.shtml

1.2. JlononnumensHuie.

1.ISO/TR 14105:2011, Document management — Change management for successful
electronic document management system (EDMS) implementation — MeHeXKMeHT
JIOKyMeHTooOopoTa. Opranuzanys BHECEHUS U3MEHEHHMH JJIs YCIEIIHOW peanu3alii CHCTEMBbI
MEHEJKMEHTa 3JIeKTPOHHBIX JoKyMeHTOB (EDMS). // Odunmaneusiii caiit ISO. www. http.
ISO.com (mata o6pamenwns 01.05.2012)

2.Pernament omudpoBku apxuBHbIX AoKymeHToB I'KY T'OITAHO / T'oc. obmiects.-
nonmt. apxuB Hwmxeropon. o6m.— Hwkamit Hosropox, 2012.— 12 c..//BHUUAAL. CUD
ODHTH.

3.BpemenHbiii periaMeHT OUM(POBKM apXHBHBIX JOKYMEHTOB [ ocyaapcTBEHHOTO
apxuBa crenuanbHOl JokyMmMeHTanun Hipkeroponackoit obmactu / I'A cnmen. JOKyMeHTaluu
Hwxeropoa. 06— Hwxauit Hosropon, 2012.— 9 ¢./BHUUJAJl. CUD ODHTMU.

2.Jlumepamypa.

2.1. Ocnosgnas.

3anaeB ['.3. AkTyanbHble BOIPOCH CO3/IaHUS U XPaHEHUS LUPPOBBIX KOMUH apXHBHBIX
nokymeHTOoB //OtedecTBeHHbIe apxuBbL. 2012. Ne 2. C.55-58

2.2 JlonoanumenvHas.

Kapnayxos B.H., Mep3nsakos H.C., Ocunosa H.M., Py6anos JI.1.

DneKkTpoHHbIE 0a3bl JaHHBIX apXuBa Poccuiickoit akajeMun Hayk //

OrteuectBennbie apxuBbl. 2001. Ne 6. C. 35-41.

Tema 7. (2 u.).CneunanuzupoBannoe I1O 1t co3panust 3JIeKTPOHHBIX apXUBOB

[{ens 3aHATHS: U3YYUTH OCHOBBI BEIOOpA cnieruanu3upoBanHoro [10 mist co3manmst
AJIEKTPOHHBIX apXHUBOB ITyTEM UX CPAaBHUTEIIBHOTO aHAJIN3A.

3aoanus:

W3yunTh onucanus (pyKoBOACTBA aIMUHHUCTPATOPA, MOJIB30BATENs) ABYX CUCTEM IS
co3ganus ekTpoHHbIX apxuBoB (FlyDoc, Directum, Documentum, Dnan, [Iporpamma
pocMoTpa apxuBoB «Corusy).

1. [IpousBecTr perucTpanuo JOKYMEHTOB B Pa3HBIX CUCTEMAX.
2. [Ipoussectn Tpanchopmaruio JIOKyMEHTOB u3 dbopmara B
dbopmar.
3. [IpousBecT MOUCK TOKYMEHTOB.
Pe3ynbraThl cpaBHEHUSI CUCTEMATHU3UPOBATH B BUC TaOHUIIBI.
Ne (Haspan |®yuxkuuu |HazBanm [Orvernl HUcnoabdyemas (Bujg
n/n (ue (ecam co- |1 CHCTEMBI CYB/, CHCTEMBI
U pa3pa-|CTOWT U3 [IKPaHHBI |3JIEKTPOHHOTr |dopmar 3JIEKTPOHHOI'0
00TYHK |IOACHCTEM |X 0 (BI) TaHHBIX apxmBa
cucrem |/ dopmarto |apxuBa (o crenenu
bl MoayJeid |B KOPNOPATHBHOCTH,
3JIEKTPO |— U moJiei MacCIITA0MPOBAHUIO,
HHOI0 |Ha3BaHHe |Ka)KJI0ro MYJbTH(OPMATHOCT
apxmBa |u ¢popmara ,
byHkunu pynkuusam)
KAXKA0T0




MOYJIs1)

1 |2 3 4 5 6 7

Konmponvnwvie 6onpochwi:
1. Kakue tpeboBanus npeabsasisitores K 110 11 anexTpoHHOro apxusa?
1. Hcemounuxu.
1.1 Ocnognuie
IOmameBa, 10.I0. Meronuueckue peKOMEHAALUHU IO 3JIEKTPOHHOMY KOIHMPOBAHUIO
ApXHMBHBIX JOKYMEHTOB W YIIPABICHHUIO TOJy4YeHHBIM MHpOopMannoHHEIM MaccuBoM / HO.IO.
Omamesa, BHUNJA.— M., 2013.— 125 c.- [len. B OHTU no AOKYMEHTOBEIECHUIO U
apxuBHoMy ey 26.06.2014, Ne 256
@OyHKIMOHANbHBIE TPeOOBaHMSI K MH(POPMAIIMOHHBIM CUCTEMaM apXHUBOB 3JEKTPOHHBIX
IOKyMeHTOB opranu3anuii. M:Pocapxus, BHUUJAJM. 2014 //OmybnukoBaHo Ha caiite
®denepanbHOr0 apXuUBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml
2.Jlutepatypa
2.1. OcHoBHas
Ky3snenos  CJI.  Ilpobmempr  BweiGOopa  IIO  mgiga  aBromMaTu3amuu  pa-
60T1bI ¢ nokymeHTamu // Cekpetapckoe aeno. 2005. Ne 10. C. 20-24.

9.2. MeToanuyeckne peKOMEHIAIUHM 10 MOATOTOBKE NMMCbMEHHbBIX padoT.

Pedepar npencrasiser cob6oil onucanue pearn3aiy MpoeKTa 1Mo OMU(ppPOBAHUIO JOKYMEHTOB H

CO3JIAaHHMIO apxHuBa OIM(OBAHHBIX JJOKYMEHTOB, JIEKTPOHHOTO CTpaxoBoro (hoHma, GpoHma

MIOJIb30BAHMUS WIIM TIOJTHOTEKCTOBOW 0a3 TaHHBIX B KOHKPETHOM OpraHM3alliy, apXUBHOM

YUPEIKICHUU.

Marepuansl 11 pedepata coOUparoTcsi CTYAGHTAMH B XOJ1€ SKCKYPCHIA B apXHBBI, a TAK)KE Ha

OCHOBAaHUHU METOJIMYECKUX ITOCOOHN, HHCTPYKIIUH, OTYETOB ¥ OMIMCAHUI ITPOEKTOB I10

oun(ppOBaHUIO (CM. CTUCOK UCTOYHUKOB).

Pedepar nmeer cneayromuii miaH:

1. Beenenue (1ienp, 3a1a4n pabOThI, aHATTU3 JIUTEPATYPHI IO TpobIeMe ounppOBaHHS APXUBHBIX
JTOKYMEHTOB, OIIMCAHNE aPXUBHOTO YUPEKICHHSI, TJIC PEATU3YEeTCS IPOCKT).

2. llens 1 3agaun paboTHI 0 OLM(POBAHHIO, OTIMCAHHE KOMIUIEKCA JIOKYMEHTOB U KPUTEPUHU HX

otbopa.

. Texundeckoe u mporpaMMHOe 0OecrieueHHe MPOEKTa.

4. DTarbl peau3aliy MPOeKTa, BEHIOOp TEXHHYECKUX TTapaMeTpoB onudpoBaHus (pa3perieHue,
¢dopmar, 1BeTonepenaya), Co3gaHne MOMCKOBOM CUCTEMBI, peCTaBpalys, Iy OIuKaIHs
AJIEKTPOHHBIX JOKYMECHTOB.

5. Uroru peanusanuu IpoeKTa.

Pedepat nomxeH ObITh 0OPMIICH B COOTBETCTBUU C TPEOOBAHUSMHU, MPEIBSIBIIEMBIMU K
MOJATOTOBKE U 0()OPMIICHUIO MMCbMEHHBIX paboT B BY3e, KOTOpBIe OCHOBHIBAIOTCS HA
TpeOOBaHUAX K OPOPMIICHUIO HAYIHBIX PaOOT.

Pedepar Brimrouaer:

—  THTYJbHBIU JIUCT;,

—  OIJIaBJICHUE;

—  BBEJICHHUE;

—  OCHOBHYIO YacTh (TeMaTH4ECKUE TTIaBbl, HEe Oosee Tpex);

—  3aKJIIOYCHHUE,

—  CIHCOK HCIIOJIb30BAaHHBIX HCTOYHUKOB M JIUTEPATYPHI, B.T.4. PECYpCOB HH(OPMAIIHOHHO-
KOMMYHHUKAIIHOHHON CETH MHTEPHET.

O0bvem pedepara — 15-25 crpanuil Tekcra (mpu Habope yepes 1,5 uHTepBana u pazmepe

mpudTta 13—14). Pedepar pacreuaTsiBacTCsl Ha OTHON CTOPOHE CTAHAAPTHOTO JIMCTa OyMaru
¢dopmara A4 (210x197mm).

(98]



Crpanutsl pedepata HyMepyroTcs apabCKUMHU U(ppaMu Ha BEpXHEM IoJie JTUCTa, 0e3
KaBbIUCK, 1e(h)MCOB U IPYTHX 3HAKOB NMPENMHAHMS. THTYJIHLHBIN JINCT U OTJIABJICHHUE HE
HYMEPYIOT, HO BKJIIOYAIOT B 0011Mii 00beM pedepara.

Pedepar onenmnBaeTcst B paMkax MekcecCHOHHOM arrectanuu Ha 0-10 Gamos.

[Tpu oulennBaHuu pedepara yUUTHIBAIOTCA.

- CAMOCTOSITEIEHOCTh Pa0OTHI (TIPEICTaBIICHNE KOMTUH CTAThH WIIM METOINIECKIX
pEKOMEH Al - - 0 OaIJIoB);

- IOJIHOTA onucaHus mpoekTa (1-6 6amioB);

- JIOTUYHOCTb U3JI0’KEHHSI, COOTBETCTBHE IIJIaHy, OTCYTCTBUE MH()OPMAIIMOHHOTO IIIyMa
(momostHUTENHEHO 1-2 Garnia);

- oopmieHHE paboTHI (TONOTHUTENBHO 1-2 Oara).



Ipunoowcenue 1

AHHOTAIIYA PABOYEN ITPOT'PAMMBI JJUCIHUILIUHBI

Hucuuminaa «Co3laHue M AKCIUTyaTaldsi apXUBOB OLU(PPOBAHHBIX JIOKYMEHTOB)
peaninzyercs Ha paKyJbTeTe apXUBOBEIECHUS U IOKyMEHTOBEACHUS Kadeapoil apX1BOBEICHUSI.

Henp aucHUIUIMHBI — W3y4Y€HHE METOJMYECKUX M TEXHOJOTMYECKMX OCHOB IEpEBOJA
apXUBHBIX JOKYMEHTOB Ha TPaJULMOHHBIX HOCHUTEISIX B LU(GPOBYIO (GOpMy, CO3IaHUS HU
SKCIUTyaTallMM apXHBOB OLM(POBAHHBIX JOKYMEHTOB M JJIEKTPOHHBIX HH(POPMALMOHHBIX
pecypcoB.

3ana4yu IUCUUIUIMHBIL:
1) chopmupoBarh mnpeacTaBieHHe 00 OCHOBHBIX HalpaBIEHUSX MHCIIOJIb30BAHUS TEXHOJIOTUHU
oun(ppoBaHUs B ApXUBHOM JIEJIC;
2) U3y4YUTh OCHOBHBIE€ NPUHLMUIIBI CO3JaHHUA U OKCIUIyaTallud apXUBOB OLMU(POBaAHHBIX
JOKYMEHTOB;
3) chopmupoBaTh TmpeAcTaBieHHE 00 OCHOBHBIX NPHHIMIAX M TEXHOJOTHUAX OIUMPOBKH
JIOKYMEHTOB;
4) u3yunth  (QyHKUMOHAJIbHbIE M  IMPOU3BOJCTBEHHBIE  BO3MOXXHOCTH  CKaHUPYIOLIETO
000pyI0BaHUS;
5) naTh OpENCTaBICHUS O POJM CIEUUAINCTA JIOKYMEHTOBEJAa-apXMBUCTa B IPOEKTaxX IO
CO3JIaHMIO UH(OPMAIIMOHHBIX PECYPCOB HA OCHOBE OLIM(POBAHHBIX JOKYMEHTOB;
6) naTb NpeACTaBlIEHUE O CO3AaHUU U MyOnukanuu B IHTEpHETE MOJIHOTEKCTOBBIX 0a3 JaHHBIX,
CO3/IJaHMM BUPTYaJIbHBIX BBICTABOK B IJ100aJIbHOM CETH;
7) chopMupoBaTh TIpeAcTaBieHHE OO0 OCHOBHBIX HAIpaBJICHUSAX IMPPOBOI pecTaBpanuu
JIOKYMEHTOB.
JlucuunianHa HarpaBjieHa Ha GOPMUPOBAHUE CIEAYIOMINUX KOMITETEHIIH:
[IK-4 CpnocoOHOcTh co37aBaTh M BECTH CHUCTEMBI JOKYMEHTAIMOHHOTO oOOecredyeHus
YIpaBJIEHUS U ApXUBHOIO Jiejla Ha 0a3e HOBEHIINX TEXHOJOTUI
B pesynbraTe 0CBOGHUS NUCHMILIMHBI 00YYatOUUics JOIKEH:
3HaTh - OCHOBHbIE HANPABJICHUS PUMEHEHHS TEXHOJIOTUHU OLU(pOBaHUS B ApXUBHOM JIEJIE;
- HOPMAaTUBHO-METOAMYECKYI0 0a3y CO3JaHUS apXUBOB OLM(POBAHHBIX JOKYMEHTOB U
(GbopMUpPOBaHUS 3JEKTPOHHBIX HMH(OPMALMOHHBIX PECYpCOB; OCHOBHBIE NPUHLUIIBL, 3Talbl H
TEXHOJIOTUH OLU(PPOBKHU TOKYMEHTOB;
- OCHOBHbIE NPUHIIUIIBI, 3TAIbl U TEXHOJIOTUU OLU(PPOBKU JOKYMEHTOB;
- (YyHKIHMOHAJIbHBIE U IPOM3BOJICTBEHHBIX XapaKTEPUCTUKU CKaHUPYIOLIET0 000py10BaHHUS;
- poib apXUMBUCTA B MPOEKTaX MO OLMU(PPOBHIBAHUIO CO3/IaHUI0 KOMIUIEKCOB apXHUBHBIX
JOKYMEHTOB U 3JIEKTPOHHBIX HH(POPMALIMOHHBIX PECYPCOB Ha UX OCHOBE;
- OCHOBBI TEXHOJOTUHU LU(POBOM pecTaBpalil rpaduyecKuX, TEKCTOBBIX U ayJAHOBU3YaJIbHbBIX
apXUBHBIX JOKYMEHTOB;
- HauOosiee 3HAYMMblE MEXKIYHApOJHbIE MPOEKThl MO OLU(POBAHHIO KOMILJIEKCOB apXHUBHBIX
JOKYMEHTOB C pa3jINYHbIMU LIEISAMUY;
- Haubosiee 3HAUMMBbIE BJIEKTPOHHBIE MYyOJMKAUKU OUM(POBAHHBIX APXUBHBIX JIOKYMEHTOB U
MOJTHOTEKCTOBBIE 0a3bl JaHHBIX, CO3/IaHHBIE OTCUECTBEHHBIMU apXUBaMH
YMmeTsr  popmMupoBaTh TpeOOBaHMSI K apXUBY OLU(POBAHHBIX JTOKYMEHTOB U 3JIEKTPOHHOMY
MHPOPMALIMOHHOMY pecypcy U OTpakaTb W HMX B TEXHUYECKOM 3a/laHUM; OCYILECTBISATh
MIPOEKTHPOBAHNE U IOUCK UH(OPMALIMU B MTOJIHOTEKCTOBBIX 0a3ax JIaHHBIX;
Brnaners Meronamu opraHuszaluu rnpouecca onu(poBaHus apXUBHBIX JOKYMEHTOB; - HABBIKAMU
JOKYMEHTUPOBaHUS TPeOOBaHUM K 3JEKTPOHHBIM apXHMBaM U 3JIEKTPOHHBIM HH()OPMAIIMOHHBIM
pecypcam.
- HaBBIKAMHM pabOThl CO CKAHUPYIOIIMM OOOpPYJOBaHHMEM M MPUKIAJAHBIM [POrPaMMHBIM
obecriedeHreM B cepe MmpaBieHHUs] CKAHUPOBAaHUEM U ONTHUYECKOT'O PACIIO3HABAHUS CUMBOJIOB.

[To nuciumivHe npeaycMOTpeHa IpOMeXKyTOoUHas aTTectanus B opMe 3a4era.

OO011ast TpyA0€MKOCTh OCBOCHHUS AUCLUILIUHBI COCTABIISCT 3 3a4€THBIC €TUHHIIBI.
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