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1. lloicHUTEJILHAA 3AIIUCKA

1.1.  Ilenp u 3aga4u JUCIUTIIIUHBI.
[ToaroToBuTH CrenuanincTa, 3HAIOLIETO TEOPETUUYECKHUE OCHOBBI apXMBOBEJIECHUS 3JECKTPOHHBIX
JIOKyMEHTOB, BJIQJICIOIIETO METOJIWKOW OpraHM3allid XPaHCHUs, KOMIUICKTOBAHUS, ydeTa H
UCIIONE30BaHUS DJIEKTPOHHBIX JIOKYMEHTOB Pa3lMYHBIX BHUOB IMPEICTaBICHUS WH(OOPMALUU H
(dhopmaToB Ha COBPEMEHHOM JTare.

3aoauu oucyuniumot:
- U3YYUTh OCOOCHHOCTU DJEKTPOHHBIX JIOKYMEHTOB KaK OOBEKTOB apXMBHOTO XpaHEHHS B
OTEYECTBEHHOM U 3apyOeKHOM nucropuorpapui;
- copmupoBaTh MPEACTABICHUS O HOPMATUBHOW METOANYECKON 0a3ze XpaHEHUs IEKTPOHHBIX
JOKYMEHTOB, B. T. 4. B cocTaBe ApxuBHoro gonna Pd;
- chopMupoBaTh TmpeicTaBlieHHE 00 o00ecrneueHMH  COXPAHHOCTH, Y4eTe M ONUCAHUHU
AJIEKTPOHHBIX TJOKYMEHTOB, OPTaHU3allK UX ONEPATUBHOTO U JIOJITOBPEMEHHOTO XPAHEHUS;

- UI3YUUTH KJ'IaCCI/I(I)I/IKaL[I/IIO QJICKTPOHHBIX JTOKYMCHTOB;

- HW3YYUTb OpraHu3aluio KOMIUICKTOBAHUSA apXUBOB opraHmauHﬁ,

roCyadapCTBEHHBIX U

MYHMIMIIAJIbHBIX APXUBOB JIEKTPOHHBIMU JOKYMEHTaMU;
- U3yYNUTh KPUTEPUHN IKCIEPTU3BI HEHHOCTH D/I;
- U3YYUTh MPOrpaMMHOE 00ecTIedeHne IS SJIEKTPOHHBIX apXHUBOB.

1.2 IlepeyeHb IJIAHMPYEMBIX Pe3yJbTATOB O00y4YeHHsI MO AMCHUIJIMHE (MOIYJIIO),

COOTHECCHHBIX ¢ HHAUKATOPAMMU T0CTHKCHUSA KOMIIeTeHII it

Kommnerenuus Nupuxatopsi Ilepevyenn niIaHMpyeMbIX pe3yJIbTATOB
(xon m KOMIIeTeHIIN I o0y4yeHus! M0 TUCIHHUIJIMHE
HAaUMEHOBAHUE) (xon n

HAaWMEHOBAHHE)
OIIK-4 Crnocoben OIIK 4.3. O0mamaer | 3HATH:
MIOHUMATh HaBbIKaMU - OCHOBBI TEHJEHIIMH [IPaBOBOT'O PETYJINPOBAHUS
MIPUHLIUIIBI paOOTHI HCIIOJIb30BaHUs XpaHEeHUs 3JIEKTPOHHBIX JOKyMeHToB (D/]) B
COBPEMEHHBIX UHPOPMALMOHHO- POCCUICKOM 3aKOHOJIaTENIbCTBE, OCHOBHBIE
MH(pOPMaLlMOHHBIX KOMMYHHKAIIMOHHBIX | TEHACHLUAX B Pa3BUTHH NIPABOBOU 0a3bl;
TEXHOJIOTHI U TEXHOJIOTHH B cepe | - poJib JIEKTPOHHBIX apXUBOB B COCTABE
HCIIOJIb30BaTh UX JIOKYMEHTAI[MOHHOTO | HAallMOHAJIbHBIX apXUBHBIX CIIy>KO MUpa, UX
IUIS pelIeHus 3a1a4 | obecreueHus GbyHKUMU ¥ TpopuIIb;

poQeCCHOHATTBHON
JeSITeNbHOCTU

YIPABJICHUS U
apXMUBHOTIO Jeja

- OCHOBHBIE MEXTYHAPOIHbBIE U
MEXXTOCYJapCTBEHHBIE CTAaHAAPTHI B 00JIACTH
JTIOJITOBPEMEHHOTO M TIOCTOSTHHOTO Xpanenus J/1;
- TOJIOKEHUS HAllMOHAJIBHBIX U OTPACIEBBIX
CTaHJapPTOB U METOAMYECKUX PEKOMEHIAINH 110
METOJMKE OpPTraHU3alMKU XPaHEHUSs,
KOMIUIEKTOBAHMS, YU€Ta U UCTIOJIb30BaHUS
3JIEKTPOHHBIX T0KYMeHTOB B PD, MeToanueckue
pa3paboTku (heaepaIbHBIX U PETHOHAITBHBIX
apXuBOB, Be1OMCTB PO ;

- pONb BJIEKTPOHHBIX JIOKYMEHTOB B COCTaBE
ApxuBHoro ¢onna PO Ha coBpeMeHHOM JTare;
WX IIEHHOCTh KaK HCTOPUYECKUX HCTOYHUKOB;

- TPUHIMIOBI W TPHU3HAKH  KJIACCHU(UKAIIMHI




AJIEKTPOHHBIX JOKYMEHTOB;
- 0COOEHHOCTH yuyeTa U ONMMCAHMS AIIEKTPOHHBIX
JOKYMEHTOB ~ Ha  OCHOBE  METOJUYECKHX
pa3paboTOK  pPOCCHMCKMX M 3apyOeKHBIX
apXHBOB;

- OCHOBBI ~ O0ECIEYEeHUs  COXPAHHOCTHU
AIIEKTPOHHBIX JTOKYMEHTOB npu
JOJITOBPEMCHHOM U IMOCTOSAHHOM XpPAaHCHUU B T.Y.
Ha OCHOBE OMBITA WU METOIMYECKUX Pa3padOTOK
POCCHICKHX U 3apyOeKHBIX apXUBOB,;

- COBPEMEHHBI  OMBIT IO  CO3/IaHUI0
JJIEKTPOHHBIX APXUBOB B HAlIEH CTpaHe U 3a
pyOe)KOM KaK  YYPSKICHHH, CTPYKTYpPHBIX
HOI[pa?)I[eJIeHI/Iﬁ MHUHUCTCPCTB u BCIOMCTB,
KOPITOpaIHid OCYIIECTBIISOIIHX
JOJTOBPEMEHHOE U TOCTOSIHHOE XpaHeHue /I,
cocTaB MX (POHIOB, ICTOYHUKU KOMITJICKTOBAHMUS,
byHKIUY;

yMeTh:

- OpraHru30BaThb MNOCTOSIHHOC U
JOJITOBPEMEHHOE XPaHEHHE DIIEKTPOHHBIX
JOKYMCHTOB B COOTBCTCTBHUU C HAYUYHBIMHU
MPUHIMITAMA ¥ HOPMATHBHBIMH TPEOOBAHUSIMH,
a TaKiKC CTaHJapTaMUu U MCTOANYCCKUMU
PEKOMEH/IAITUSIMH

- UCMOJIb30BAaTh CYIICCTBYIOIMUC MCTOANYICCKUC
pa3pabOTKU M CTAaHAAPTHI IS CO3/IaHUS
JIOKaJIbHBIX HOPMATUBHBIX aKTOB, MHCTPYKLUHU U
PYKOBOJICTB, PETJIAMEHTHPYIOIIHX YYeT,
OTKCaHKe, XPAaHEHUE JIEKTPOHHBIX IOKYMEHTOB;
- OpraHm30BaTh  KOMIUICKTOBAaHHE  apXHBa
OopraHu3anuun OJICKTPOHHBIMHA JOKYMCHTaMU,
0hOpMHTH COOTBETCTBYIOIIYIO
CONNPOBOJUTCIIBHYIO U YYCHYIO JOKYMCHTAIIUIO B
COOTBETCTBUM C HAyYHBIMH TPUHIMIIAMHU |
HOPMATUBHBIMU  TpeOOBAaHMSMM, a  TaKXKe
CTaHJapTaMH " METOAMYECKUMH
PEKOMEHAAIUAMU,;

- COCTaBUTh peKoMeHaauu s ciaykoer UT 1o
BBIOOPY  TEXHMYECKOTO W MPOrPaMMHOTO
obOecriedyeHHuss ISl DJIEKTPOHHOTO  apXHBa
opraHu3anvi B COOTBCTCTBMU C HAYYHBIMH
NPUHIMIIAMA 1 HOPMATUBHBIMU TPEeOOBAaHUSIMH,
a TakK¥XeE CTaHAapTaMu )41 METOANYCCKUMU
PEKOMEH/TAIUSIMH;

- COCTaBUTL JIOKAJIbHBIC HOPMATUBHBLIC AKTbI U
PYKOBOJICTBA JIJIsI paOOTHI AJIEKTPOHHOTO apXuBa
OpraHu3aINH;

BJIA/IeTh:

- TEXHOJIOTUAMHU KJ'IaCCI/I(bI/IKaLII/II/I, IIOHUCKa




JOKyMEHTOB B 3JIEKTPOHHOM apXHBe);

- MOUCKOM MPO(PUIBHBIX HHPOPMALIMOHHBIX
pecypcoB B ceTu IHTepHET;

- HaBbIKaMH BbIOOpA M CPABHEHUS MPOTPAMMHBIX
KOMIUTEKCOB JISl 3JIEKTPOHHOTO apXHBa
OpraHu3aINH;

- HAaBBIKAMHM y4eTa M 00eCIIeUeHHs] COXPAHHOCTH
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1.3. MecTo AucuMILIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOIl POrpaMMbl

JucuumuinHa BXOJUT B COCTaB 0053aTeNIbHON YacTH y4eOHOTO IJIaHa.

Jlns  ocBoeHMs]  AMCUMIUIMHBI ~ HEOOXOJUMBI  3HAHMS, YMEHUS W  BIAJCHUA,
c(OPMHUPOBAHHBIE B XOJ€ H3YYEHUs CIEAYIOUIMX IUCUUIUIMH M TNPOXOXKIEHUS MPAKTUK:
«MHdopmanonnsie TexHojorunw», «MHpopManmoHHbIE TEXHOJIOTMH B JOKYMEHTAllMOHHOM
obecriedeHnu yrpasieHus», « THPOpMalmOHHbIE TEXHOJIOTHH B apXUBHOM JIEJIE».

B pesynbraTe OCBOGHMS AMCUUILIMHBI (POPMUPYIOTCS 3HAHUS, YMEHHUS U BiaJleHUS,
HEOOXOIUMBIE Ul U3YYEHHUS CIEIYIOUIMX IUCLUUIUIMH U MPOXOXKICHUS NpakTHK: «DopmaTbl
AJIEKTPOHHBIX JOKYMEHTOB, HCIOJb3yeMble B YIPABICHUM M XPAaHEHUU DJICKTPOHHBIX
JIOKYMEHTOBY.




2. CTpyKTypa IMCUMILTUHBI
Ob6mas TpyA0EMKOCTh TUCIUIUIMHEI cOCTaBisieT 3 3.e., 108 akameMudeckux 4acos.

CTpyKTypa IMCUMIJIMHBI 1JI51 04HOH (opMbI 00yUeHust

O6bemM auCHUIUITMHBI B ()OpME KOHTAKTHOW PabOTHI 0OyYaromuxcs ¢ MeAarorudecKuMu
paboTHUKaMU U (WJIH) JTUIAMH, TPUBIEKAEMBIMH K pealn3alu 00pa30BaTeIbHONU MPOTrpaMMBbl
Ha WHBIX YCIIOBUSAX, P MPOBEICHUN YUCOHBIX 3aHITHIA:

Cemect | Tun yuyeOHBIX 3aHATHIA KomnuectBo
P 4acoB
7 Jlekuun 24
7 JlaGopaTopHbie pabOThI 36
Bcero: 60

O6beM AuCUUITHHBL (MOYIIs1) B OpME CAaMOCTOSITENbHON PabOThl 00YYAIOIIHUXCS
cocTaBisieT 48 akaIeMUUECKUX YacoB.




3.Conep:xxanue JTUCUMILIMHBI

3. Conepxxanue QM CHUILTHHBI

Ne

HaumenoBanue
pasnena
JMUCIHHUILIMHBI

Conepxanue

1.BBenenue.

[Ipenmer, wenbp U 3agaun Kypca. MCTOYHUMKM W JMTeparypa IO
KypcCy. TepMUHBI W TOHATHA:  DJIEKTPOHHBIM JOKYMEHT,
3JIEKTPOHHBIN apXUB, JEKTPOHHASI MOJAIUCH U €€ BHUJIbI, apXUBHBII
dbopmar, HKcmepTH3a IEHHOCTH, KiIacCU(PUKAIMSI TOKYMEHTOB,
eIMHULIA y4yeTra, eAUHUIA XPAHEHMs, €JUHULA OIUCAHUSA
3JIEKTPOHHBIX JOKYMEHTOB, MUTrpalys, KOHBEpTAlLUs, KOHTEHHEp
ANEKTPOHHBIX JOKYMEHTOB, METaJlaHHbIe, CTaHIApThl U (opMaThl
ONMCaHMs  apXMBHBIX JIOKYMEHTOB, yPOBHU ONUCaHUS H
MH(OPMALIMOHHO-TIOUCKOBBIE XapaKTEPUCTUKHU, DIIEKTPOHHOE JIETIO,
HOCHTEJIN JIEKTPOHHBIX JTOKYMEHTOB U UX BU/IbI.

Paznen 1.
ONEeKTPOHHBIE
JOKYMEHTBI KaK
00BEKT apXUBHOTO
XpaHEeHHUs.

OCOOEeHHOCTH 3IEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB apXHUBHOTO
XpaHEHUs] B MUPOBOM apXMBOBEAYECKOM Hayke. ApPXHBOBEICHHE
AJIEKTPOHHBIX JJOKYMEHTOB B Halllel CTpaHe U 3a pyOexoMm.
DNeKTpOHHBIE JOKYMEHTHl B cocTaBe ApxuBHOro ¢onma PO.
Knaccudukarus uapopmannoHHsIx pecypcoB PD (denepanbHbIx 1
PETHOHANBHBIX) KaK HMCTOPHYECKUX HCTOYHUKOB. DenepanbHble
L[eJIEBbIE IPOTPAMMBI PA3BUTHUS SJIEKTPOHHOTO JOKYMEHTOO0OPOTa,
OTpacjeBble W pPErHOHAIBHBIE MPOTPaMMbI  HH(POPMAaTH3AIHH,
crcTeMa MEKBEJOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHT0000pOTa U
MEXBEIOMCTBEHHOTO AIIEKTPOHHOTO B3aUMOJICHCTBHUS
JIEKTPOHHOTO  TPaBHUTENbCTBA M MpoliieMa  COXPaHEHHS
AJIEKTPOHHBIX  JTOKYMEHTOB. Knaccugpukamuss  37eKTpOHHBIX
JOKYMEHTOB: TNpPHU3HAaKM M  TMOAXOAbl K  KiaccU(UKAIUH.
[ModopmatHast  kimaccupuKamus  SIEKTPOHHBIX  JOKYMEHTOB.
ApxuBHbIE (MEXIUIATHOPMEHHBIE) (hOPMATHI.

Paznen 2.
Hopmarusnas
MeToandeckas 0aza
XpaHEHUs
3NEKTPOHHBIX
JIOKYMEHTOB.

HopmartuBHas 6a3za xpaHeHUS IJIEKTPOHHBIX JOKYMEHTOB B Hamlei
CTpaHe: 00BEKTHI MPaBOBOro peryiaupoBanus. denepanbHbIl 3aK0H
«O0 wunbopManuu, HHYOPMAIMOHHBIX TEXHOJOTUAX U 3allUTe
UHPOPMAITUNY. 3aKOHBI CyOBEKTOB denepanuu 00
uHbOpMaIMOHHBIX pecypcax. IlpaBuna pemompousBojCTBA B
beneparbHBIX opranax UCTIOJTHUTEILHOM BJIACTH u
rOCy/IapCTBEHHBIX OpraHu3anusx o xpaneHuu D], DexepanbHbIi
3akoH P® «O0 snexktpoHHO#l moamucu» oT 6 ampens 2011 r. u
MOJI3aKOHHBIE AaKThl O TPeOOBaHUAX K PA3NIUYHBIM BHIAM U
Pa3HOBUAHOCTSM  DJICKTPOHHOH  TOJIUCH,  CTaHJAPTU3AIHS
Kpunrorpadguueckon 3aIUTHI nHbOpMaIuy. [Tpobnema
yAOCTOBEpeHus:  wopuanyeckod cunel O B mporecce
JONTOBPEMEHHOTO M TOCTOSHHOTO  XpaHeHusi. [Iporpamma
uHpopMaTuzaiuu  DefepaibHOrO  apXMBHOTO  areHTCTBA U
MOJABEIOMCTBEHHBIX eMy yupexaeHud Ha 2011-2020 rr. o
xpaneHuu J/1.

HopmartuBhas 6a3a s1ekTpoHHOTO mpaBuTenbcTBa. [loazakoHHBIE
aKkThl  (efepalbHBIX  OPraHOB  WCIIOJTHHUTEIHHOW  BJIACTH,




periaMeHTHPYIOIIUE 3JIEKTPOHHBIN JOKYMEHTOOOOpOT. 3HayeHHE
pernamentanmu  TpeboBanumit k COJl  denmepambHbIX u
PErMOHANIBHBIX OPraHOB BIIACTU I COXPAHEHUS SJEKTPOHHBIX
JIOKYMEHTOB.
PernamenTanus xpanenust D/ B [IpaBunax opranuzandu XpaHeHUs,
KOMIUIEKTOBAHMS, Yy4e€Ta M HCIOJIb30BaHUSA JOKYMEHTOB B
FOCYJAapCTBEHHBIX M  MYHUIUNAIbHBIX  apXUBax, My3esX,
Ooubmuorekax, opranmsamusx PAH, a Takke B opraHax
rOCyJapCTBEHHOM BJIACTH, OPraHax MECTHOI'O CaMOYIIPABIEHUS U
opramm3anmsix. [IpaBuma  paboThl ¢ HAyYHO-TEXHHUYECKOM
JTIOKyMEHTalnuen u coxpanenue /1.
TunoBele ¢yHkunonanpHele TpeboBanusas k COJ um CXD.
Meroauueckue paspaborkn  BHUUJIAJlI 1o  opranuzamuu
XpaHEHHs] SJIEKTPOHHBIX JOKYMEHTOB B apXMBaxX OpraHu3alui,
roCyIapCTBEHHBIX M1 MyHULIMNAIBHBIX apxuBax 2013 r.
O0s3aHHOCTH BIIAJEIbIIA UHPOPMALMOHHBIX PECYPCOB IO 3aIUTE
uHbopManuu. 3aniUTa MHTEUIEKTyaJIbHOM COOCTBEHHOCTH Ha
KOMITBIOTEPHBIE TIPOTPAMMBI U 0a3bl JAHHBIX.
Crangaptet UCO. Cranmaptuzanus YIpaBiIeHUS KadyeCTBOM U
KOpHopaTtuBHble HH(POpPMAIMOHHBIE CcUCTeMbl. CTaHIapThl Ha
XpaHEHHE JOKYMEHTOB HAa MAIIMHHBIX HOCHUTEJSAX. DJIEKTPOHHBIN
pernameHT ymnpasieHus opranuzauueil. Cranpapr MCO 15489-
2001 (2007).
Meronuveckne  peKOMEHmanmuu W paspabotku  Pocapxusa,
BHUWUIAL, PITY, peruoHaJbHbIX OpPraHoOB  yIpaBJICHUS
ApXUBHBIM JI€JIOM, apXMBOB, KaMIaHWW, BEAOMCTB P® u opranos
MECTHOT'O caMOyIpaBiieHus B o01actu XxpaneHus /1.
PernaMenTamnusi  JIMHTBUCTHYECKOTO  OOECHEYECHUS  CHUCTEM
JNEKTPOHHOTO  JIOKyMeHTooOopoTa.  IloHATne  MeTagaHHBIX.
MexnyHapoaHblE U POCCUKCKUE CTAHAAPTHI, PErIaMEHTHPYIOIIUE
JIEJIONPOU3BOJCTBEHHBIE METAIAHHBIE U HUX POJIb B JJIEKTPOHHOM
JIOKYMEHTO000pOoTE.

Paspgen 3.
KomiiekroBanue u

SIYI DI

Kpurepun  omnpeneneHuss  MCTOYHUKOB KOMILUIEKTOBAHUS
INEKTPOHHBIX apXUBOB. Knaccugukanus VCTOYHHUKOB
KOMIUIEKTOBAHMS apXHMBOB IEKTPOHHBIMU JOKymMeHTamu [lopsaok
KOMIUIEKTOBAaHUsl apxuBa opraHusanuu OJ[ B COOTBETCTBUU C
tpeboBanusME [IpaBui opraHu3ay XpaHEHHs, KOMIUICKTOBAHUS,
ydeTa M UCIOJIb30BaHUS JOKYMEHTOB B OpPraHax IoCyIapCTBEHHOMN
BJIACTH, OpraHax MECTHOI'O CaMOYTIPABJICHHUS U OPTaHU3ALUSX.
OnbIT KOMIUIEKTOBAHUS FOCYJAPCTBEHHBIX aPXUBOB MIEKTPOHHBIMU
nokymentamu. Pabora 'AP® ¢ uCTOYHMKAMU KOMILJICKTOBAHHS.
IIpuem 3neKTpOHHBIX AOKyMEHTOB B (gopmare COJI, B apXUBHOM,
1aT(OPMEHHO HE3aBUCUMOM (opMare.

Kpurepun skcneptussl neHHocTH D/I: obmue u crenuduyeckue.
Crenenp coxpaHHocTH (oHma. Bo3MOXHOCTH Tmepemaunm Ha
XpaHeHue  0e3  OpuUrMHaJIbHOrO  ¢opmara,  BO3MOXHOCTb
OCYILECTBJICHUSI MATPALIVH.

Paszgen 4.
O0ecrieueHne

q)aKTOPBI, BJIMAIOIIHUC Ha COXPAHHOCTD. AHTI/IBI/Ip}/CHaH 3aluTra,
CcTaOMILHOCTh OJICKTPOITUTAHUS, 3aliuTa oT




coxpaHHocTH, J/I.

HECAaHKIMOHUPOBAHHOIO  JOCTYIIA, HAJC)KHOCTb  HOCHUTEIEH.
HopmaTtuBHBIE yCIIOBUS XpaHEHMs JJIEKTPOHHBIX JOKYMEHTOB Ha
pasnuyHbIX  Hocutessax.  OOopynoBaHue — A XpaHEHUs
JJIEKTPOHHBIX  JIOKYMEHTOB. Knaccugpukamuss ~ HOCuTEnei.

CtpaxoBoii poH] TOKYMEHTOB Ha ONTHYECKHUX THCKAX.
OOecrieueHEe  COXPAaHHOCTH  3JEKTPOHHBIX  JOKYMEHTOB B
JONTOBPEMEHHOW TepcriekTuBe. [lepesanucy, MUrpamus, sMysus
WHKAIICYJISINWA JaHHBIX. Hp06ﬂeMa KOHBCPTAIMKW JAHHBIX.

Paznen 5. VYuer,
OIMcaHue
ucrojab3oBanue D/1.

Crannaptel onucanus /[, OObexThl omucaHuss U (opma OIHUCH.
Enununa ydyera u enunHuna xpanenus O/, yderHble GopMbl Ais
peructpaunn  aswkeHusa O/, IlpaBuna  onmcammsa O/
WNHpopmannonHo-nouckoBast  xapakrepucruka /1. Yyer
murpauuu u nepesanucu. Konreitnepsr J/1.

Hcnonb30BaHne AIIEKTPOHHBIX  JOKYMEHTOB. OpraHuzanus
nocryna k OJI. Ilouck B cucTeMe DJIEKTPOHHOIO apXuBa:
be30ymaxkHoe nHOpMAIMOHHOE 00CITY)KHBAaHHUE MTOJIb30BATEIICH.

Paznen 6.
ONEeKTPOHHBIC APXUBBI
KaK pa3HOBHUIHOCTb
IIPOrPaMMHOIO
o0ecreyeHus:
CTaHIAPTU3AIUS
TpeOOBaHU.

Bunel apxuBOB  DJIEKTPOHHBIX JIOKyMEHTOB.  CTpykTypa u
OpraHM3alMsl apXuBa AJIEKTPOHHBIX JOKYMEHTOB YUpEXKICHUS U
MPEAPUITHS. JlokanbHble HOpPMAaTHBHBIE aKTHl,

pernamMeHTHpyomue padboTy d3JIEKTPOHHOro apxuBa. DOyHKUUU
JIeKTpOHHOro apxuBa. Ponb ciyx0s1 JIOY, apxuBHOM cityXObl U
ciyx0b1 IT B opranuzanuu Jie 3eKTPOHHOTO apXHBa MPEANPUATHUSI.
DJNEeKTPOHHBIA JTOKyMEHTOOOOPOT W apXWBBI 3JIEKTPOHHBIX
JIOKYMEHTOB. Knaccuduxarms CUCTEM AJIEKTPOHHOT O
JOKYMEHTO000pOTa MCXOJs M3 3ajad JIOJTOBPEMEHOI0 XPaHEHHS
nokymeHToB.  KopnopaTtuBHble  UH(GOpPMAIMOHHBIE  CHCTEMBI.
Texnonorusa Docflow u Worflow. Knaccudukanus nporpaMmHoro
oOecnieueHns HH(OPMALMOHHBIX CHCTEM JOKYMEHTAI[HOHHOTO
obecnieuenus. Knaccudukanus gopmaror /1 (pazpadotku PITY).
TpeboBaHnust K  MHTErpUPOBAHHON  cHUCTEME  3JIEKTPOHHOTO
JIOKYMEHTO000pOTa ¢ TOUKH 3pEHHs] apXUBHOTO XpaHeHus /1,
DONEeKTpOHHBIE  apXMBbl KaK  Pa3sHOBUJIHOCTb  TMPHUKIAJHOTO
nporpaMMmHoro obecnedenus. Kiaccuduxauus mMmynbTrudopMaTHBIX
MOMCKOBBIX cucTeM. [IporpammHoe obecrieueHue, HCIOIb3yeMoe
JUIS  CO3JAaHUsl DJEKTPOHHBIX ApXUBOB JaHHBIX. [IpoOriemsr
COXpaHEHHUs TpaQuKu, MyJIbTUMEAUUHBIX I0KymMeHTOB, CAIIP u
reOMH()OPMALMOHHBIX CUCTEM.
OcHOBHbIE TOAXOJBl K BBIOOPY TEXHHUYECKOTO OOecreyeHus
JJIEKTPOHHOT'O ~ apXHBa. Pacuer 3atpaT W 3KOHOMHYECKOU
s dextuBHOCTH. CO3/1aHME MPOCKTA DJICKTPOHHOTO apXHBa.

Pazgen 7.
Opranuzanus
OIIEPATHBHOTO U
JIOJITOBPEMEHHOTO
xpanenus 9/1.

[leHnTpanu30oBaHHBIA W PACHPENEICHHBIM IMOAXOX K CO3JaHHIO
apXUBOB DJJIEKTPOHHBIX JOKYMEHTOB. OIBIT TIOCYyJapCTBEHHBIX,
BEJIOMCTBEHHBIX, KOPIOPATUBHBIX APXUBOB IO OTOOpPY, MpUEMY,
XPaHEHUIO U UCIOIb30BAaHUIO JJIEKTPOHHBIX JOKYMEHTOB.
3apyOeKHBI ~ OMBIT 1O CO3JAHUI0 APXUBOB  AJIEKTPOHHBIX
nokymMeHToB. llpakTuueckas, Hay4yHas M MeToaMYecKas paboTa
OJICKTPOHHBIX apXHUBOB.

Knaccugukaiys 37eKTpOHHBIX apXUBOB B HalllEH CTpaHe.




4.00pa3oBaTe/ibHbIE TEXHOJOTHH

Ne |HammenoBa B . Nudpopmanuonubie " o0pa3oBaTe/ibHbIEC
UAbI YueOHoii paGoThI
/1 |HUe pa3jena TeXHOJIOTUH
1 2 3 5
1. |1.BBenenwue.
BBoanas mekmust
CamocrosiTenbHas paboTa KoncynpTpoBaHue u mpoBepKa TOMAIIHUX
3aJlaHui TOCPEICTBOM DIIEKTPOHHOM MOYTHI
2. |Paznen 1. Jleknus Jleknus-Bu3yanusanus ¢ IPUMEHEHUEM CIIaN-
JlabopaTopHas pabora|mpoeKTopa.
ONEeKTPOHHE! |CamocToATeNbHAS pabota YcTHBIN onpoc Ha 1a00paTOPHOM 3aHITUU
€ JOKYMEHTHI 3anonnenue PTC, tema 1.
KaKk  OOBEKT
ApPXUBHOTO
XpaHeHUsl.
3. |Paznen 2. Jlexmms 2. Jleknus-Bu3yanuzanus ¢ TPUMEHEHUEM CIanI-
Hopmarusua |JIabopatoprast paboTta|mpoekTopa.
g CamocrosiTenbHas padboTa YcTHbIN onpoc Ha 1a00paTOPHOM 3aHITHH
3anonuenue PTC, Tema 2.
METOMYecKa
a1 0a3za
XpaHeHUs
AIEKTPOHHBIX
JIOKYMEHTOB
4. |Pasmen 3. Jlexuus 3. Jlexuusi-Bu3yanu3anus ¢ NpUMEHEHUEM CIIai/I-
Kommiexrosa |[JIabopaTopHas padora MIPOEKTOpA.
mue u DL|J] |CamocrositenbHas pabora VYcTHBIM onpoc Ha 1a00paTOPHOM 3aHSITHH.
L. 3anonuenue PTC, Tema 3.
5 |Paspgen 4. Jlexuus 4. Jleknus-Bu3yanuszanusa C MNPUMEHEHUEM Clani-
O6ecneyenue |JIaboparopHas paboTa|mpoexTopa.
coxpauzocTH, | CaMOCTOsITeIbHAs paborta. |YcTHBIM onpoc HAa 1aOOPATOPHOM 3aHSITHH..
1. 3anomnenune PTC, rema 4. Y. 1.
6. |Paznen 5. Jlexuust 5. Jlekuusi-Bu3yan3anus ¢ IpUMEHEHHEM CIIaii -
Vyer, JlabopaTopHas pabora MpoeKTopa
OIMCAaHIe CamocrositenpHas padoTa.
YCcTHBIN Onpoc Ha J1a00paTOPHOM 3aHSITUH. .
UCTIONB30BaH
ue OJ1. Banonuenne PTC, rema 4. 4. 2.
7. |Pa3zmen 6. Jlexmms 6. Jleknus-Bu3yanuzanusa ¢ TPUMEHEHUEM CIanI-
Dnextponns |JIaboparopHas pabora POEKTOpA.
e apxuBbI kak |CaMOCTOsITeIbHAS pa0oTa. | YCTHBIN OMPOC Ha 1a00PATOPHOM 3AHSTHH..
Pa3HOBHJIHOC KoncynerupoBanue u nposepka pedepara
Th
IPOrPaMMHOT
0

obecrieueHus:




CTaHIapTH3a
st
TpeOOBAHMIA.

Pazgen 7.
Opranuzanus
OTIepaTUBHOT
ou

Jlexuus 7.
JlabopaTopHas pabota
CamocrosiTenbHas paboTa.

Jlexuus-Bu3yanu3anys ¢ NIpUMEHEHUEM Clai-
IPOEKTOPA.

YcTHBIM onpoc Ha 1a00PaTOPHOM 3aHATHHU..

KoncynbTupoBanue u nposepka pedepara.

JIOJITOBPEMEH
HOTO
XpaHEHUs

I

B nepuon BpeMEHHOro MPUOCTAHOBJIEHUS IMOCEHIEHUs OOy4YarOIIMMUCS MOMEIIEHUN U
tepputopuu PITY. s opranusanuu y4eOHOro mpolecca ¢ NPUMEHEHHEM 3JIEKTPOHHOTO
Oo0y4yeHHs W JUCTAHLMOHHBIX O0pa30BaTEIbHBIX TEXHOJOIMH MOTYT OBITh HCHOJIb30BAHBI

cienyromme o0pa3oBaTebHbIC TEXHOJIOTHH:
— BHJICO-JICKIIHH;

— OHJIAWH-JIEKIIUY B PEKUME PEATIbHOIO BPEMEHU;

— DJIEKTPOHHbIE YUeOHUKH, yueOHbIE TOCOOUS, HAyYHbIe U3aHUS B AJIEKTPOHHOM BHJIE U

JOCTYI K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcam;
— CUCTEMBI JIs SJIEKTPOHHOI'O TECTUPOBAHUA;

— KOHCYJIbTalluU C UCIIOJIb30BAHUCM TCICKOMMYHUKAIITUOHHBIX CPCACTB.

5. OneHka MIaHNPyeMbIX Pe3yJbTATOB 00yUeHUs

5.1. Cucrema OIleHUBaHUA

®opMa KOHTPOJIS Makc. KoJIM4ecTBO 0aJJI0B
3a ogny [Bcero
padory
Texynui KOHTPOJIb:
- 8bINONIHeHUe 1abopamopHoll 5 6annos |30 6annos
\pabombi 10
10
- konmpoavHas paboma (pepepam)  |bannos |10 6annos
- paboyas mempaods cmyoeHma
(memot 1-2). 20 b6annos
[IpomesxyTouHas arTecTanus 40 6annos
(umoeosas KOHMpoOLHAS paboma)
Hroro 3a cemectp (Oucyuniuny) 100 6annos
9K3aMeH

ITomyyeHHBIN COBOKYIIHBIN PE3yJIbTAT KOHBEPTUPYETCS B TPAJAULMOHHYIO KAy OLICHOK U B

HIKaTy OLeHOK EBpOMeiicKoil cHcTeMBbl TIepeHOCca U HAKOTUICHUSI KPEIUTOB
(EuropeanCreditTransferSystem; nanee — ECTS) B cOOTBETCTBHHM C TaOJIUIIEH:




100-6amnpHas

TpanuunronHas mkana

Ikana

IKasa ECTS
95 -100 A
2304 OTJIMYHO B

68 — 82 XOpOLLIO 3a4TEHO C

56 —67 D

50 55 YIIOBJIETBOPUTEIHHO E
20-49 FX
0-19 HEYJIOBJIETBOPUTEILHO HE 3a4TEHO F




5.2.Kputepuu BbICTaBIEHUS OLICHKH MO JUCHUIUIMHE

Banael/
Ixkana
ECTS

Onenka no
TUCIHUTIINHE

Kpurepuu oneHkn pe3yjbTaToB 00yUYeHHS 10
AMCHUILINHE

100-83/
A.B

«OTIIMYHOY/
«3a4TE€HO
(OTIIMYHO)»/
«3a4TEHO»

BricTaBmsiercs 00y4aromneMycsi, €clii OH TITyO0KO u IPOYHO
YCBOWJI TEOPETUYECKUN U MPAKTHYSCKUI MaTEpUal, MOXKET
POJEMOHCTPUPOBATH 3TO HA 3aHATHUSX U B XOJI€
POMEKYTOYHOU aTTECTAIINH.

OO0yuaromuiicss HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3jaraet yueOHbIi MaTepHrall, YMEeT YBSI3bIBATh TECOPHIO C
MPAKTHKOM, CIIPABIISIETCS C PEIICHUEM 3ajad
npodecCHOHAIBHOIN HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIO)KHOCTH, MPABUIHHO 00OCHOBBIBAET MPUHSTHIC PEIICHUSI.
CB00OOAHO OpHEHTHPYETCS B yueOHOH U IpodeccrHoHaIbHOM
JaUTEpaType.

OreHka 1o JUCIHILTUHE BBICTABISIOTCS 00ydaomemMycs ¢
y4€TOM pe3ysIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTECTal|H.

Komnerenuuu, 3akperui€HHbIe 3a AUCHUTUTHHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«XOpOoIIo»/
«3a4TEHO
(xopor1o)y»/
«3a4TCHO»

BeicTaBisiercs o0yuaromemycs, €Ciii OH 3HaeT
TEOPETUYECKUM U MPAKTUYECKUN MaTEpHUaIl, IPAMOTHO U 110
CYILLECTBY M3JIaraeT €ro Ha 3aHATHSX U B XOZC
IIPOMEKYTOUYHOM aTTECTAL[UH, HE JI0ITyCKasl CyLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics MpaBUIIbHO PUMEHSET TEOPETUUECKUE
IIOJIO’KEHUS IIPU PEIICHUH NPAKTUYECKUX 3a1a4
npodeccHoHaIbHOIN HAIPABICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaJieeT HEOOXOUMBIMHU U1 3TOTO HaBbIKAMH U
puEéMamu.

JloCTaToOuHO XOPOIIO OPUEHTHPYETCS B YUEOHOH U
npodeccruoHaIbHOM TUTEeparype.

OneHka Mo JUCHHUIUIMHE BBICTABIISAIOTCS 00YYarOEMYyCs C
y4E€TOM PE3yJIbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTecTaluy.

KomniereHumu, 3akpeniéHuble 3a JUCUUIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOLIMHY.

67-50/
D.E

«YIOBJIETBOPU-
TETbHOY/
«3aUTEHO
(ymoBneTBOpH-
TEJTBHO )»/
«3aUTCHO»

BricTaBnsiercsa oOy4aromiemMycsi, €ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETHUECKHIA U MPAKTUUECKHUI MaTepuall,
A0IMYCKAa€T OTACIbHBIC OLINOKHU IIpH €T0 U3JI0KCHWU Ha
3aHATUSAX U B XOZI€ IPOMEXYTOUHOHN aTTeCTalNH.
OOyuaromuiics UCIBITBIBAET OIPEICIEHHbIE 3aTPYAHEHUS B
NPUMEHEHUN TEOPETUYECKUX TIOJIOKEHUHU TP PELICHUH
NPaKTUIECKUX 3a/1a4 MPO(ECCHOHATFHON HAIPaBIEHHOCTH
CTaH/IapPTHOTO YPOBHS CIIOKHOCTH, BIIaJIeeT HEOOXOAUMBIMH
JUTS1 9TOTO 0a30BBIMU HABBIKAMH U MIPUEMAMH.
JIeMOHCTpHpPYET TOCTaTOYHBIH ypOBEHb 3HAHHS yueOHON
JIATEPATYPHI IO JUCLIUIIINHE.




Bbanasl/ Ouenka no Kpurepuu oneHkn pe3yjbTaToB 00yUYeHHS 110
Hlkana AMCHUILINHE AMCHUILINHE
ECTS

OreHka 1o JUCIHILTAHE BBICTABISIOTCS 00ydaomemMycs ¢
Y4E€TOM PE3yIbTATOB TEKYIIEH U IPOMEXKYTOUHOM
aTTeCTal|H.

KoMnereHuuu, 3akperui€HHbIe 3a TUCIUILINHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBII).

49-0/ «HEeyJIOBIIeTBOPH | BricTaBnsercs oOy4darolemMycs, €CM OH He 3HaeT Ha 6a30BOM
F,FX TEJIBbHOY/ YPOBHE TEOPETUUECKUI U IIPAKTUYECKUN MaTepual,
HE 3a4TEHO JIOITyCKAeT TpyOble OMIMOKY MPH €ro U3JT0KEHUU Ha 3aHATHSIX

U B XOJI¢ IPOMEKYTOUHOHN aTTECTALMH.

OOyuarouuiics: UCTIBITHIBAET CEPbE3HBIE 3aTPYAHEHUS B
IIPUMEHEHUHN TEOPETUYECKUX TOJIOKEHUHN IIPU PELICHUN
NPaKTUYECKUX 3a/1a4 MPOo(eCcCHOHATLHON HalpaBIEHHOCTH
CTaHJAapPTHOI'O YPOBHS CIIOKHOCTH, HE BIAJEET
HEOOXOIMMBIMH JUISl 3TOTO HAaBBIKAMU U ITPUEMAMH.
JleMoHCTpHpYeT (parMeHTapHbIC 3HAHUS YIeOHOMH
JUTEPATypslI 110 JUCLUILINHE.

OneHka o JUCHUIUIMHE BBICTABIIIOTCS 00YYarOEMYCS C
Y4ETOM pe3yJIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTeCTalUu.

KomnereHnny Ha ypoBHE «IOCTaTOYHBINY, 3aKPEIITIEHHBIE 32
JMCIUIUINHON, HE C(HOPMHUPOBAHBI.

5.3. OueHouHble cpencTBa (Marepuaibl) Uil TEKYIIErOo KOHTPOJS YCIEBAaEMOCTH,
MIPOMEXKYTOUHOM aTTecTalli 00y4aromuXxcs N0 JUCIUILTHHE
Ilpumepnaa memamuka KOHmMpPoOAbHLIX padom ( pepepamos).

1. DJeKTpoHHBIE apXWBBI KaK IEHTPHI COXpaHECHHs ITM(GPOBOTO HACIEIUsS B HAIICH
CTpaHe W 3a pyOexoM (Ha MpUMepe He MEHee JABYX apXHMBHBIX YUYPEXKIEHHH, CTPYKTYpPHBIX
MoApa3iesieHnii MUHUCTEPCTB, BEIOMCTB, OpTaHU3AIIHi ).

2. Cozzianue 3JI€KTPOHHOIO apXHWBa OpraHU3alMi, MUHUCTEPCTBA(HA MPUMEPE HE MEHEE
JIBYX apXMBHBIX YUYPEXKACHHM, CTPYKTYpHBIX TMOAPA3ACICHU MHHHCTEPCTB, BEIOMCTB,
OpraHu3alui).

4. O0630p MNPUKIAAHOTO HPOrpaMMHOrO OOecCHedyeHHs, HCMIOIb3yeMOro HpHU CO3/JaHU
AJIEKTPOHHOI'O apXMUBa.

5. Yuer u onucaHue 3JIEKTPOHHBIX IOKYMEHTOB (Ha MPUMeEpPe HE MEHEE JIBYX apXUBHBIX
YUpEXKIECHUH, CTPYKTYPHBIX MOAPA3/IE€IEeHU MUHUCTEPCTB, BEOMCTB, OPraHU3aLNMN).

7. Knaccudukanusi 31eKTpOHHBIX JOKYMEHTOB B apXHBe (Ha NMpUMEpe HE MEHee IBYX
aApPXUBHBIX YUPEKICHUH, CTPYKTYPHBIX NIOJpa3AeeHUil MUHUCTEPCTB, BEIOMCTB, OpraHU3aluil).

8.CeTeBbie 2JIEKTPOHHBIC apXHUBHI (0030p 3apyOEKHOTO M POCCHUICKOTO OIBITA).

9.  HopmaTtuBHO-mpaBOBOE€ W  MeToIMYecKoe  oOecrieyeHHe  CO3JaHui |
(GyHKIIMOHUPOBAHUS JJIGKTPOHHOTO apxuBa (Ha TMpUMepe HE MeHee [JBYX apXHUBHBIX
YUpEXKIECHUH, CTPYKTYPHBIX OAPA3/EI€HUH MUHUCTEPCTB, BEOMCTB, OPraHNU3aLNMN).

10. ITpo6GyieMbl ONIepaTUBHOTO U JIOJITOBPEMEHHOTO XPaHEHHsI AJIEKTPOHHBIX IOKYMEHTOB
(0630p ucropuorpadun).

11. TexHOJIOTH ONEPATUBHOIO U JOJITOBPEMEHHOI'O XPaHEHUS 3JEKTPOHHBIX JOKYMEHTOB
(0030p CTAaHIAPTOB U METOUIECKOTO 0OCCIICUCHHS).

12. ®enepanbHbie 0a3bl JAHHBIX: CTPYKTYpPa, KOMIJIEKTOBAHUE U XpaHEHHE (Ha MpUMepe
He MeHee (peiepaTbHBIX OPTaHOB UCTIOTHUTEILHOM BIacTH PD).



13. CpaBHUTENbHBIN aHATU3 M BHIOOP MPOrpaMMHOrO 00€CIedYeHUsl Ui 3JIEKTPOHHOTO
apxuBa OpraHu3aluy (Ha NpUMEPE HE MEHEE JBYX AapXUBHBIX YUPEXKIECHUH, CTPYKTYpPHBIX
Mopa3ielIieHnii MUHUCTEPCTB, BEIOMCTB, OpTaHU3AIIH ).

14. 3amurta uHpOpMaMK B DJIEKTPOHHBIX apxuBax (Ha TNpHUMepe HE MeHee JBYX
apXUBHBIX YUPEKICHHUH, CTPYKTYPHBIX MOJIpa3esieHuii MUHUCTEPCTB, BEIOMCTB, OpraHU3aIuil).

Ilpumepnaa memamuxa umozo8six KOHMPOJIbHHIX PAOOM:

1. OCOOEHHOCTH AJIEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB ApXHWBHOTO XpPaHEHHS
(ananu3 uctopuorpadun).

2. DJEeKTPOHHBIA apXMB KaK COBOKYHNHOCTb TEXHOJIOTHH JOJTOBPEMEHHOIO H
MIOCTOSTHHOTO XpaHeHus D/1 : aHau3 CTaHIApTOB U METOIMIECKOTO 00ECIICUeHUSI.

3. DOJEeKTPOHHBIA  apXMB KaK apXUBHOE YUYpPEXKJIEHHE WIH CTPYKTYpHOE
MOJIpa3ielieHue, OCYIIECTBISIONIEe COXpaHeHue ImdpoBoro Haciemus (MCTOpHs, MPOQUIIb,
(byHKIMH, COCTaB JOKYMEHTOB).

4. [IpaBoBOE  perynupoBaHME€  XpaHEHUS  DJEKTPOHHBIX  JIOKYMEHTOB B
MEXYHApOJAHOM U POCCUICKOM IpaBe (aHaJu3 MpaBOBOM 0azbl).
5. ONEeKTPOHHBIM apXWB KaK pa3HOBHJIHOCTb MPHUKJIAJAHOIO IMPOTPAMMHOIO

obecrieueHus (cpaBHUTENbHBIN aHau3 [10 1 pe3ynbTaToB €ro BHEIPEHU).

Bonpocwvl ons umoz06020 Konmpons 3uanui:

1. TepMHHBI ¥ NOHATHUA: DJIEKTPOHHBIM TOKYMEHT, JJIEKTPOHHBIA apXUB, AJIEKTPOHHAS
nudpoBas MOAMUCH, apXUBHBIA (OpMaT, MOIH30BATEILCKHN (GopMar, IKCIEPTH3a IIEHHOCTH,
KJaccu(pUKaIus OMUCAHUE DIICKTPOHHBIX JOKYMEHTOB.

2. IIpaBoBo€ peryaupoBaHUE IOPUIUYECKON CUIIBI AJIEKTPOHHOIO JIOKYMEHTA, XpaHCHUS
JOKYMEHTOB Ha Pa3JIMYHBIX BUAAX HOCHUTEIIEH.

3. CranaapThl Ha XpaHEHHE IOKyMEHTOB HA MAarHUTHBIX HOCUTEIISAX.

4. Knaccugukanus 3JeKTPOHHBIX T0KYMEHTOB.

5. DkcnepTH3a HEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB: KPUTEPHH OOIIME U CTIeUaIbHbIE.

6. KomiulekToBaHME  apXMBOB  JJIEKTPOHHBIMU  JOKYMEHTAMM:  KOHLENIUHU
LEHTPAIIM30BAaHHOTO U PACTIPEAEIEHHOTO XPaHEHUSI.

7. Opranu3zanus npueMa JIEKTPOHHBIX TOKYMEHTOB Ha XpaHEHHUE.

8. YueT u onucaHue 3IEKTPOHHBIX TOKyMEHTOB. ONICH 3JEKTPOHHBIX TOKYMEHTOB.

9. ConpoBoauTenbHas JoKyMeHTanus K J/1.

10. OOecnedeHrne COXpPaHHOCTH SJIEKTPOHHBIX JOKYMEHTOB. (DaKTOpbI, BIUAIOIIME Ha
COXPAaHHOCTb.

11. HopmatuBHblEe yCIOBUS XpaHEHHsI JJIEKTPOHHBIX JOKYMEHTOB Ha PAa3IUYHBIX
HOCHUTEJISIX.

12. DnexkTpoHHBIE apXUBBI KaK CTPYKTYpHBIE NOJpa3/ieieHus n opranuszanuu. Mcropus,
3a7au, (PYHKIMH, COCTaB JOKYMEHTOB.

13. DOnexTpoHHbIE apXWBBI KAaK PAa3sHOBUAHOCTH IPHUKIAAHOTO IMPOTPAMMHOIO
obecnieuenus1. Kimaccuduxanus MyabTHGOPMATHBIX TOMCKOBBIX CHCTEM.

14. Ilpobnembl coxpaHeHHs TpadukHu, MYyJIbTUMEIUHHBIX A0KymMeHTOB, CAIIP u
reOMH()OPMAITUOHHBIX CUCTEM.

15. OuudpoBanue 10KyMEHTOB Ha TPAAUIIMOHHBIX HOCUTEIISX.

16. ®yHKINU KOHKPETHOH MYyJIbTU(POPMATHON MOUCKOBOW CUCTEMBI.

17. DnexTpOHHBI apXWB OpraHU3alMH: CO3JaHHE, O00OpYyJOBaHME, IPOTrPAMMHOE
obecrieyeHne, PyHKIUH.

18. DneKTpoHHbIE JOKYMEHTBI KaK 0ObEKThI apXUBHOTO XPAHEHUSI.

19.11po6ieMBbl TOCTOSIHHOTO XPAaHEHHUS AJIEKTPOHHBIX JOKYMEHTOB.

20. Coxpanenue 1uppoBOro KyJabTypHOro Hacieaus. CeTeBble apXUBBI.

22. ®enepanbHble U perHOHANbHBIE 0a3bl JaHHBIX B PD ux XxpaHenue.



6. YueOoHO-MeToqMYecKoe U MH(OPMAIIMOHHOE o0ecniedeHne JUCIUNTIHHBI
6.1.CniuCOK MCTOYHHKOB U JIUTEPATYPbI.

Hcmounuku ocrnosHule.

®denepanbublit 3aK0H «O0 wHOpMaIuu, THOOPMAITMOHHBIX TEXHOJIOTHIX U 3aIUTE HH-
dopmarum» ot 26.07.2007. Ne 149-D3 »//Poccuiickas razera. 29 utomns 2006 r. Ne 4131.

O®enepanbhblii 3akoH «O0 anekTpoHHOM 1HM@poBoit moxamucu» ot 10.01.2002 N
1-®3//Cobpanue 3akoHoAarenbcTBa Poccuiickoit @eneparun. 2002. N 2. Cr. 127.

@®enepanbhblil 3akoH «O0 apxuBHOM jene B Poccuiickoit ®enepanuu» oT 27 OKTAOps
2004 r. //Poccumiickas razera. 2004, 27 oxrabps. Ne 36. Cm.  Takxe:
www.rusarchives.ru/lows/fz.shtml

®enepanbublil 3akoH PO «O6 anexrponHoi nognucu» ot 6 anpenst 2011 r. N 63-03 //
Poccuiickas razera. 2011, 8 anpens. Ne 5451.

Va3 I[Ipe3unenta PO ot 09.05.2017 Ne 203 «O Crpareruu pa3BuTHs HHGOPMALOHHOTO
obmectBa B Poccuiickoit deneparun Ha 2017 - 2030 roas» // Cobpanue 3aKOHOAATEIHCTBA
P® // 15.05.2017 Ne 20. ct. 290.

[Toctanosnenwne [IpaBurenscTBa Poccuiickoit deneparuu ot 06.07.2015 Ne 676 (pen. ot
or 11.04.2019) «O TpeboBaHMAX K MOPSAKY CO3JaHMs, Pa3BUTHA, BBOJAA B HKCIUTyaTalHIio,
SKCIUTyaTallM ¥ BBIBOJA U3 SKCIUTyaTallMd TOCYIAapCTBEHHBIX HH(MOPMAIIMOHHBIX CHUCTEM U
JambHEeHIero XxpaHeHus cofiepxalieiics B ux 6a3zax JaHHBIX HH(OPMAIUN.

[TprmMepHas HHCTPYKLUS 1O JEIONPOU3BOACTBY B TOCYIaPCTBEHHBIX OpPraHU3alusix. Y TB
npuka3zom denepanpHoro apxuBHoro areHrcTsa ot 11.04.2018 N 44.

[Tporpamma nH(popMaTH3aII ®denepanbHOTO apXWBHOTO areHTCTBa 3
MIOJIBE€IOMCTBEHHBIX eMy yupexaenuit Ha 2011-2020 rr. (YTBepxaena [Ipukazom Pocapxusa Ne
104 or 2 pexabps 2011 r.) //Ony6nukoBaHo Ha caite «ApxuBbl Poccumy», paszmen
«upopmaruzanusy. www.rusarchives.ru/informatization/conseption.shtml.

[TocranoBnenue IlpaBurensctBa P® ot utons 2009r. Ne 477 «O0 yTBepKI€HUU MPaBUI
JIeTIOTIPOM3BO/ICTBA B (eiepalibHBIX ~ OpraHax MCIONHHUTENbHOH Biactu» //CoOpaHue
3akoHogaTenbcTBa Poccuniickont @enepannu. 2009. No25. C1.3060.

[TocranoBnenue IIpaBurensctBa Poccuiickoit @enepanunu ot 7 centsiops 2011 r. Ne 751
«O BHecenuun wusMeHeHuil B IlpaBuna  nmenompousBojcTBa B (efepaibHBIX OpraHax
UCTIOIHUTENbHOU BracTuy»// Cobpanue 3akoHonatenscTBa Poccuiickoit denepanuu, 12.09.2011,
Ne 37, c1.5263.

I'OCT P 54471-2011/ISO/TR 15801:2009 «CucteMbl 3IE€KTPOHHOTO IOKYyMEHTOO00POTA.
VYnopasnenue  gokymeHrtanueil. Mudopmanus, coxpaHsemas B DJIEKTPOHHOM  BHJIE.
PexomeHganuu mo oOecredyeHuI0 JOCTOBEPHOCTH W HA/EKHOCTH», YTBEPXKIACHHBIH MPUKA30M
@denepanbHOTO areHTCTBA M0 TEXHUYECKOMY PErynupoBaHuio U Merposioruu oT 18.10.2011 Ne
466-cT.

I'OCT P 54989-2012/ISO/TR  18492:2005 «OOGecnedeHrne  JOATOBPEMEHHOMN
COXPAHHOCTH JIEKTPOHHBIX JOKYMEHTOB)», YTBEPKJIEHHBIN NprKa3oM PenepabHOTO areHTCTBa
10 TEXHUYECKOMY PETYJIMPOBAaHUIO U MeTposioruu ot 17.09.2012 Ne 325-cr.

OcHoBHBIE TIpaBUIIa paboOThl apXUBOB opranu3anuii./ Pocapxus. BHUMJIAJL. M., 2002.

[IpaBuiia opraHuzaluMy XpaHEHHUsS KOMIUIEKTOBAaHHUS, ydeTa M  HCHOJIb30BaHUS
NOKYMeHTOB A® P® u 1pyrux apXuBHBIX TOKYMEHTOB B FOCYAAPCTBEHHBIX U MYHMIIUIAIBHBIX
apxuBax, My3esx, oubnuorekax, opranuzauusx PAH. M., 2007.

[IpaBuna opraHu3anuu XpaHEHMs, KOMIUIEKTOBaHMs, Yy4e€Ta U  HUCIOJIb30BaHUS
nokyMeHToB ApxuBHoOro ¢onna Poccuiickoit @enepanyu U APYyrux apXUBHBIX JOKYMEHTOB B
OpraHax TIOCyJapCTBEHHON BJIACTH, OpPraHax MECTHOIO CaMOYMpAaBIEHUS W OpraHU3aLusX.
M.,2015



PexoMenaanuu no KOMIUIEKTOBAHUIO, YUETY U OpPraHU3allMU XPaHEHUS IEKTPOHHBIX ap-
XMBHBIX JJOKYMEHTOB B apxuBax opranuzauuii. M.: BHUMN/IA/L, 2013//Ony6nukoBano Ha caiite
«Apxusbl Poccum». http://www.rusarchives.ru/methodics/index.shtml).

‘PexomMeH1any 10 KOMIUIEKTOBAHUIO, Y4ETy M OpPraHMU3allMM XPaHEHMs 3JIEKTPOHHBIX
aApXMBHBIX JTOKYMEHTOB B TI'OCYJapCTBEHHBIX M MyHUIMIAIbHbIX apxuBax M.: BHUMNJIA/,
2013//Ony6nukoBaHo Ha caiire «ApXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).

TpeboBanust K HWHPOPMALMOHHBIM CHUCTEMaM 3JIEKTPOHHOTO JIOKYMEHTO00OpOTa
(benepanbHBIX OPraHOB MCIOJIHUTEIHLHON BJIACTH, YUUTHIBAIOUIMX B TOM YHUCIIE HEOOXOIUMOCTD
00paboTku HMH(OpMAIUK, AOCTYH K KoTOopoi orpanuueH. Ilpuka3 MwunkomcBszu PO ot
02.09.2011 Ne 221, 3apeructpupoBano B Muntocte PO 15 Hos6ps 2011 r. Ne 22304.

TumnoBsle QyHKIIMOHAIBHBIE TPEOOBaHUS K CUCTEMaM 3JIEKTPOHHOTO JOKYMEHT0000pOTa
U CHUCTEeMaM XpaHEHMsI DJIEKTPOHHBIX [OKYMEHTOB B apXHMBaX TOCYAapCTBEHHBIX OPIaHOB.
BHUNIA, Pocapxus. Ilpoekr. 2018.http://archives.ru/sites/default/files/2018-06-14-project-
tft.doc

@OyHKIMOHANbHBIE TPeOOBaHUS K MH(POPMALMOHHBIM CHCTEMaM apXMBOB AJIEKTPOHHBIX
NoKyMeHToB opranuzauuil. M:Pocapxus, BHUMJA. 2014 //Ony6GnukoBaHo Ha caiite
denepanbHOro apxuBHOro areHTcTBa http://archives.ru/documents/methodics.shtml

Hcmounuku 0oononnumensHele.

PJ1 50-524-84 «Ilopsinok XpaHeHHs TOKYMEHTOB HAa MAallIMHHBIX HOCUTEIAX». M,, 1985.

I'OCT 6.10.4-84. «YHupuuupoBaHHbIE CHCTEMBbl JOKyMeHTanuu. llpunanue
IOPUAMYECKON CHIJIBI JOKYMEHTaM Ha MAalllMHHOM HOCHTENE M MalllMHOTpaMMe, CO3/aBaeMbIM
CpeICTBaMH BbIYUCIUTENBHON TeXHUKI» .M., 1985.

['OCT 28388-89. «Cucrtembl o0paboTku uHbopManuu. JOKyMEHTHl Ha MarHUTHBIX
HOCUTeNsAX JaHHbIX. [lopaaoK BhIOIHEHUS U oOpameHus». M, 1991.

OcHoBHbIE TpaBUiIa pabOTHl ¢ HAYYHO-TEXHUYECKOM JIOKyMEHTaluel B OpraHu3aluiax U
Ha npeanpusatusax. M., 2003.

[lepeueHb THUIOBBIX APXMBHBIX JOKYMEHTOB, 00Opa3yIOIIMXCS B HAyYHO-TEXHUYECKOW M
MIPOM3BOJICTBEHHOM JIEATETLHOCTH OpraHM3alui, ¢ yKa3aHHeM CpoKoB XxpaHeHus / dexep. apx.
arearctBo, BHUNJIA. M., 2008. — 382 ¢

OcnosHnas tumepamypa
ApXuBOBeIYECKHE U JIOKYMEHTOBEAUYECKHE (DYHKIMOHAIbHBIE TpeOOBaHUS K

MH()OPMAITMOHHBIM CHCTEMaM, 00ECIIEYMBAIOIINM JJIEKTPOHHBIN JTOKYMEHTOOOOPOT B MpOIEcce
BHYTPEHHEH NeATeNbHOCTH (e/iepalbHbIX OPraHOB HCHOJHUTENbHOM Biactn» (M.:BHUMIA/L,
2013), //Onmy6auKoBaHO Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

bo6siiea M.II. K Bompocy o0 LETOCTHOCTM W ayTEHTHMYHOCTH YINPaBICHUECKHUX
AJIEKTPOHHBIX JJOKYMEHTOB B Ipoliecce ux xpaHeHus//JlenonpousBoactro. 2018. Ne 3.

Ona xxe. Hexoropble BOMPOCH KU3HEHHOI'O IMKJIA YMPABICHUECKUX 3JIEKTPOHHBIX
nokymeHToB // JlenonpounsBoactso. 2017. Ne 4.

BapnamoBa JI.H., Kopsruna W.A.@opmaTbl XpaHEHHs] 3JIEKTPOHHBIX JOKYMEHTOB//
Henonpoussoactso. 2018. Ne 3.

HpokoB C.B. Pexomenmauuu MCA no pabore ¢ 3JIEKTPOHHBIMH JOKYMEHTaMU JUIs
apxuBHCTOB opranu3auuii // OreuectBeHHble apxuBbl. 2010. Ne 3. C. 65-73.

KysuenoB C.JI. HoBble TpeOoBaHMS K CHCTEMaM YIOpPABIEHUS JTOKyMEHTaMU U
3JIEKTPOHHBIM apxuBam// JlenonpousBoactso. 2018. Ne 4.

OH xe. DIeKTPOHHBIE apXUBHI U JIEKTpOHHAs noanuck // J{enompousBoactso. 2017. Ne
4. C. 20-34.



http://www.rusarchives.ru/methodics/index.shtml

On xe. IlpuMeHeHne TPaJUIMOHHBIX METOJIOB B JKCIIEPTH3€ LIEHHOCTU 3JEKTPOHHBIX
nokymeHToB // OteuectBeHHbIe apxuBbL. 2009. Ne 3. C. 37-47.

OH xe. 3amauu apXWBHOI'O XpaHEHUsI 3JIEKTPOHHBIX JOKyMeHTOB: U3 omnbita LHAJIDOHM.//
OteuectBennble apxuBbl. 2010. Ne 3. C. 51-60.

Hononnumenvuas aumepamypa

AHTOHeHKO B.B. KoMmuiekToBaHMe apXWBHBIX YUYPEXKICHHA AJTACKOro Kpas
¢boTotoKyMeHTaMH B 31IeKTpOoHHOH popme// OTeuecTBenHbIe apxuBbl. 2009. Ne 6. C. 46-48.

Adanaceena JL.II. DneKkTpoHHBIE JOKYMEHTHI B IEIIOMPOU3BOJICTBE U apXUBE Op-

rannzanun// Cexperapckoe neno. 2006. Ne 1-3.

Aduanun B.1O., 3n06un E.B. 8-1 EBpomeiickas koH(bepeHIUsS IO AIEKTPOHHOMY
apxusupoanuio (ECA-2010)// OteuectBennsie apxusbl. 2010. Ne 5. C. 135- 136.

['eneman-Bunorpagos K.b.  Mammnountaemsie gokymentst B CCCP.  YueGHoe
nocobue.Brim. 1. M.:MI'MAH, 1980.C. 7-14. 17-33, 48-81.

['opoxoB C.H. Jlo6anoB E.M. CoBpeMeHHbIE TEXHOJOTMH XpaHEHUS 3JIEKTPOHHBIX
nokymeHnToB // BectHuk apxuucta. 2014. Ne 1. C. 193-200.

Kucenes W.H. DnexTpoHHBIE TOKYMEHTHI: OCHOBHbIE HANpaBICHHUs HCCIEIOBaHHUM //
Becthuk apxusucra. 2000. Ne 3-4. C. 162-166.

Kysnenos C.JI. Mertonuueckue H MPAKTUYECKUE AaCIMEKThl SKCIEPTU3BI IIEHHOCTH
3JIEKTPOHHBIX JOKyMeHTOB // BectHuk apxuBucta. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

Jlapun  M.B.  AkrtyanbHble  mpoOJieMbl  apxXxuBHOro jaena B uudpoBoi
skoHOMUKe//JlenonponsBoactro. 2019. Ne 2.

MomkoBa O.M.ABTOMarn3anusi XpaHEHUS DJJIEKTPOHHBIX JOKYMEHTOB B apXUBE
opranusanuy, pemienne J0C//enonpousBoactro. 2019. Ne 3.

CaBun B.A.  ApxuBHble D3JEKTpOHHbIe HH(pOpPMaLMOHHBIE pecypcbl Poccuiickoit
Oenepanyu: uaeHTHGUKaUs U kiaccuduxamnms //OteuectBeHHbIe apxuBbl. 2008. Ne 4. C. 31-38

Cso Iroxysi. YmnpaBiaeHue >JIEKTPOHHBIMM JOKyMeHTamMu B Kwurtae: cocrosiHne u
nepcnekTuBbl//OTteuecTBenHble apxuBbl. 2010. Ne 6. C. 59-64.

TuxonoB B.A., IOmma B.A. CranoBnenue u pasutue apxuBoB MUJ[ B 1960-80-¢ rr. //
OteuecTBeHHbIe apXuBbl. 1998. Ne 6. C. 39-46.

TuxonoB B.U., IOmun B.A. CoBpeMeHHBIC KOHIICMIIUUA DJIEKTPOHHBIX JTOKYMEHTOB //
OteuecTBeHHbIE apXuBbL. 1999. Ne 1.

®ponosa E.B. Dnexrponnsrit apxuB TroMeHCcKoW 00macT. // OTeUeCTBEHHBIE apXUBHI.
2009. Ne 6. C. 43-46.

AHIII0-pyCcCKHil ciloBapb apXuBHOU TepmuHoaoruu. M.:PITY, 1992.

Dictionnaire de la terminologie archivistique. K. G. Saur. Munchen; New-York; London;
Paris, 1988, 2 éd, 1988. P. 212. No 33

CioBapb COBPEMEHHOM apXWBHOM  TEPMHUHOJOTHHU COLIMAIMCTUYECKUX CTpaH. Bei. 1.
M.:BHUNJAJL, 1982

VYnpasnenue nokymeHtamu. Tepmunsl u onpenenenus. M.:.BHUNUJIA/L, 2014.

6.2 Ilepeyenr pecypcoB HMHGOPMAIMOHHO-TEJIEKOMMYHMKANMOHHON  CeTH
«/HTepHeT», HEOOXOAMMBIN 1JI OCBOEHMS JUCHMILIMHBI (MOXYJISA)

1. Apxusl Poccuu. [OtpacneBoii moptan "Apxussl Poccun" HaxoauTcs 1MoJ naTpoHaTOM
®denepanbHOrO apxuBHOTO areHTcTBa (PocapxuBa)]; [DNeKTpOHHBIN pecypc| — DIEeKTPOH.
JIaH. — M., [2001-2015]. — Pexxum JOCTyTa:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHBII. — 3ari. ¢ skpaHa.



2.1leHTp KOMIETEHIIMHU TI0 BOIIPOCaM JOKYMEHTAIIMOHHOTO OOecreueH s yIpaBieHus U
apXUBHOIO JieNa; [DIeKTpOoHHbIN pecypc| — DnekTpoH. gad. — M., [2013]. — Pexum goctyna:
www.edou.ru, cBoOOHBIN. — 3aril. ¢ IKpaHa.

3. DOC-Online. He3aBucuMBbIii MOpTal O CUCTEMAaX AJIEKTPOHHOTO JOKYMEHTOOOOPOTA.
www.doc-online.ru

4. Docflow. Bce o Mupe 31eKTpOHHOTO JOKYMEHTO00OpOoTa. [DIEKTpOHHBIH pecypc]| -
OnekTpoH, nan.- M., 2002-2004r — www.docflow.ru, cBo0oaHBINH. — 3ari. ¢ KpaHa.

5. llepuonmyeckoe wu3gaHWE MO TMpoOIeMaM 3IIEKTPOHHOTO JOKYMEHTOOOOpOTa.
www.directum-journal.ru
CaiiTbl KaMIaHuH-pa3zpabOTYMKOB MPOTPaAMM:
6. DieKTpoHHBIN apxuB Anee ApxuB 3. www.alee-archive.ru
7. Jlerorpad. Cucrema JIETOI'PA® — xoMIieKCHOE pelieHHe 10 yIpaBIeHUIO JOKYMEHTaMH,
aBTOMAaTH3allUK OM3HEC-TPOIIECCOB U MHTErpalluy mpuiiokeHuil. www.letograf.ru
8. Directum. Cucrema 3JEKTPOHHOTO JOKYMEHTOOOOpOTa M YNpaBJIEHUS B3aUMOICHCTBUEM.
www.directum.ru
9.Digital Design - Mudopmarmonnsie Cucremsl Ynpasienus busnecom --/lenonponsBoacTtso u
apxuB. www.didges.ru
10. Fly-Doc. Cucrema snekTpoHHOro apxusa npeanpustus. www.FlyDoc.ru
CaiiTel opranuzanui, OCyIIeCTBIISIONIMX CO3JaHUE SJIEKTPOHHBIX apXUBOB.
11.Kopnopanus «DIeKTpOHHBIM apXuBy. www.elar.ru
12.Kopyc Koncantunr. www.korusesm.ru

6.3 IIpoeccuonabHBIC 0a3bl JAHHBIX U HH(POPMAIIMOHHO-CIIPABOYHbIE CHCTEMBI
Hoctyn k mpodeccruoHanbHbIM 0a3am AaHHBIX: https://liber.rsuh.ru/ru/bases

WHdopmanroHHbIe CIIPAaBOYHBIE CUCTEMBI:
1. Koncynsrant [limroc
2. Tapanr

7. MarepuajbHO-TEXHHYECKOe o0ecnedeHne JMCUUILITUHBI (MO1YJIs1)

Jlnst MaTeprabHO-TEXHHUECKOTO 00eCTIeueHHUs TUCIUTITUNHBI UCTIONB3YIOTCS: JabopaTopus
JOKYMEHTOBEICHUSI M  TEXHOTPOHHBIX JOKYMEHTOB, CHELHAIU3UPOBAHHBIE AyJAUTOPUHU
KMHOGOTO(GOHO- U BHUACO-JAOKYMEHTHPOBAHHS, KOMIBIOTEPHBIM  KJlacc, pa3/laTOuYHbIE
MaTepuaibl, KOJJIEKIus (OTOAOKYMEHTOB, 3ByKO3aMucel U KUHO(PUIBMOB.

CocTaB NporpaMMHOro odecnevyeHus

Nert/ Haumenosanue I10 IIpouzsonuresns Crroco6 pacrpocTpaHeHUS
o (nuyensuonHoe uau c60600HO
pacnpocmpansemoe)
1. Adobe Master Collection CS4 Adobe JINIIEH3NOHHOE
2. Windows 10 Pro Microsoft JILIEH3UOHHOE
3. Kaspersky Endpoint Security Kaspersky JUIIEH3NOHHOE
4. Microsoft Office 2016 Microsoft JIutieH3noHHOE
5. Zoom Zoom JINIIEH3NOHHOE

HpO(pGCCI/IOHaHLHBIC IMOJHOTEKCTOBBIC Oa3bl JaHHBIX

Nerr/ HanMmenoBanue
o




1 IIpodeccnonanbHble MoaHOTEKCTOBEIE BT

HanmonaneHas snekrponHas oudnuoreka (HO6) www.rusneb.ru
ELibrary.ru Hayunas snexrpoHHas Oubimorexa www.elibrary.ru
OnekrpoHHas 6udmoreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

0NN U AW~

8. O0ecneuenne 00pa3oBaTeJbHOIO NPoOLECCA JJIsI JIMI ¢ OTPAHMYCHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI U HHBAJIU/I0B

B xone peanuzanuu AMCHUIUIMHBI UCHOJIB3YIOTCS CIEIYIOIUE AONOTHUTEIbHBIE METO/IbI
00y4YeHHsI, TEKYIIEro KOHTPOJIS YCIEBAEMOCTH M MTPOMEKYTOYHOM aTTECTANU OOYJAIONINXCS B
3aBUCUMOCTH OT UX MHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® JUTS CIIETIBIX M CTa0OBUASAIINX: JICKIIMU O(OPMIISIOTCS B BHJIE 3JIEKTPOHHOTO IOKYMEHTA,
JOCTYITHOTO C IOMOIIBIO KOMITBIOTEPA CO CIICIHATH3UPOBAHHBIM ITPOTPAMMHBIM 00ECTIEYCHUEM;
MUCHbMEHHBIC 33/IaHUS BBIMTOTHIIOTCS HA KOMITBIOTEPE CO CIEUATN3UPOBAHHBIM MPOTrPaMMHBIM
o0ecreueHneM M MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; 00ECTIeUNBACTCSI MHIMBHIYIEHOE
paBHOMepHOe ocBelieHrne He MeHee 300 JItoKC; IS BHIOJTHEHUS 3aaHusl TP HEOOXOIUMOCTH
MPEIOCTaBIISCTCS YBEIMYMBAIOIIEE YCTPOUCTBO; BOSMOKHO TaK)KE MCIIOIB30BaHNE COOCTBEHHBIX
YBEIMYMBAIONINX YCTPOWCTB; MHUCHMEHHbIE 3aJaHus O(QOPMIISIIOTCS YBEIMUYEHHBIM MIPUPTOM;
9K3aMEH M 3a4€T MPOBOJATCS B YCTHOW (OpME WM BBINOJHSAIOTCS B MHCBMEHHOW (opme Ha
KOMITBIOTEpE.

oI TAYXMX U CIA0OCHBIIAIUX: JIEKIUH O(GOPMIISIIOTCS B BHIE DIEKTPOHHOTO
JIOKyMEHTa, JHOO TMpeloCTaBisieTcss 3BYKOYCWIMBAIOIIAS —amnmapaTypa HHIUBHIYaJIbHOTO
MOJIb30BAHMS; MUCHMEHHBIC 33JaHUS BBIMOJHSIOTCS HAa KOMIIBIOTEPE B IMUCHMEHHOW (hopme;
9K3aMeH U 3a4€T MPOBOAATCS B MUCBMEHHOM (hopMe Ha KOMITbIOTEPE; BO3MOXKHO MPOBEJCHNE B
dhopme TecTUpOBaHUSA.

® ISl JIMI] C HAPYIICHUSIMHU OIOPHO-JABHTATEIBHOTO ammapara: JEKIHA OQOPMIISIOTCS B
BUZEC  OJEKTPOHHOTO  JOKYMEHTa,  JOCTYIHOTO €  TIOMONIBI0  KOMIBIOTEpa  CO
CTICIIATM3UPOBAHHBIM MTPOTPAMMHBIM 00€CIIeYeHNEeM; MMChbMEHHBIEC 3aJJaHNs BHITOJIHSIOTCS Ha
KOMIIBIOTEPE CO CHEIHaIM3MPOBAHHBIM TPOTPaMMHBIM OOECIeueHHeM; 5K3aMEeH M 3auéT
MPOBOJATCS B YCTHOH (hopMe MK BBITIONHSIOTCS B IUCBbMEHHOHN (popMe Ha KOMIBIOTEPE.

[Tpu HEOOXOIUMOCTH TIPelyCMaTPUBACTCS YBETMUYEHUE BPEMEHHU ISl TIOATOTOBKU OTBETA.

[lpouenypa  mpoBeneHHs  TPOMEKYTOYHOW  arTecTallil A OOydYaromuxcs
YCTaHABIMBACTCS C Y4YETOM WX HMHIUBHIYaJbHBIX TCUXO(DU3MUYECKUX OCOOCHHOCTEH.
[TpomexyTodHas aTTecTalys MOKET IPOBOIUTHCS B HECKOJIBKO STAlloB.

[Tpu mpoBeneHNH TPOIEAYPHl OLEHUBAHUS PE3yIbTATOB OOyUEHHs IMpeayCMaTphBaeTCs
UCTIONIb30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOAMMBIX B CBS3M C HHAWBUAYAJIbHBIMH
OCOOEHHOCTSIMU O0y4aroluxcs. DTH CPEJICTBA MOTYT OBITh IPEAOCTaBIEHbl YHHBEPCUTETOM,
WIIM MOTYT HMCIIOJIb30BaThCSI COOCTBEHHBIE TEXHUYECKHE CPECTBA.

[IpoBenenne mTpoUEAYpHl OLECHUBAHHUA  PE3yIbTAaTOB  OOy4YEeHHS JOMyCKaeTcs ¢
UCTIONIb30BAaHUEM JTUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.

ObecneunBaeTcs 10CTyn K MHGOOPMAIMOHHBIM U OMOIHOrpaduuecKuM pecypcaMm B CETH
Wurteprer s kaxmoro oOywaromerocss B (opmax, aJanTHPOBAHHBIX K OTPAHUYEHHSM HX
3JI0OPOBbS U BOCIIPUSATHUS HH(DOPMAIIH:

® [l CIIENIBIX W CIA0OBUASAIIMX: B TledaTHOW (hopMe yBeNWYEeHHBIM mpudtom, B dhopme
3JIEKTPOHHOT'O IOKyMEHTa, B (hopMme ayanodaiina.

® TSI TIIYXHX U cIIa0O0CbIIIaNiX: B Ie9aTHOH (hopme, B (popMe IIeKTPOHHOTO JIOKYMEHTA.



o uiss OOydaromuXxcss ¢ HApYIICHUSIMH OTOPHO-JABUTATEIBHOTO ammaparta: B TEYaTHOU
dbopme, B popMe IEKTPOHHOTO IOKYMEHTa, B (hopme aynnodaiia.

VY4eOHble ayIUTOPUM IJI BCEX BHJIOB KOHTAKTHOH M CaMOCTOSITENIbHON pabOThl, HayuHast
O0ubsimoTeKka M WHBIC TIOMEIIEHHs Ui 00y4YeHHs OCHAIICHBI CHENHATbHBIM 000pyIOBaHUEM H
y4eOHBIMH MECTAMHU C TEXHUYECKMMHU CPEICTBAMU O0YUYEHUS:

® IS CJIETbIX M CIa0OBUIAIIMX: YCTPOHCTBOM JUIsl CKAHUPOBAHMSA M YTCHUS C KaMepoi
SARA CE; nucnneem bpaitng PAC Mate 20; npunrepom bpaiinsg EmBraille ViewPlus;

® IS TIIYXMX M cIa0OCTBIIIANINX: aBTOMAaTH3UPOBAaHHBIM pabodynM MECTOM JUIsl JIFOAEH ¢
HapyLIEHUEM CIyXa U c1a0O0CIbIIAINX; aKyCTUUECKUIM YCHUIIUTENb U KOJIOHKH;

o 11 00y4aroUIMXCsl C HapyUIeHUSIMH OTIOPHO-ABUTaTEIBHOIO arnmapara: nepeIBUKHbIMHU,
peryinupyeMbIMu  dproHoMudeckumu  mapramu  CH-1; KOMIBIOTEpHOW  TEXHHUKOH €O
CHEHMAILHBIM ITPOTrPAMMHBIM O00€CIIeYeHUEM.

9. MeToan4yeckue MaTepuaJibl
9.1.1. Iliansl 1200paTOPHBIX PadoT

MeToauueckue YKa3aHUuA 110 OpraHu3alnvu U IIPOBEACHUIO.
IlosicHuTEIbHAS 3aIlMCKA.

Henp 3aHATHIl — W3yYeHHE W CPABHHUTEIbHBINM aHAJIN3 C y4eTOM crenu(uku mpoduis
MOATOTOBKH, TIOJOKEHUM CTaHAAPTOB M METOAMYECKUX pPa3paboTOK, perIaMeHTHPYIOMNX
TEXHOJIOTUH JOJITOBPEMEHHOI'O U ITOCTOSIHHOI'O XPAHEHUS AJIEKTPOHHBIX JOKYMEHTOB.

Bribop Tem s 3aHATHH CBsi3aH ¢ JABYMsI HauOoJiee 3HAYMMBIMH HANpPaBICHUSMHU
Pa3BUTHSl TEXHOJOTMH XPaHEHHUs OHJIEKTPOHHBIX JOKYMEHTOB — Yyuera, onucanus I u
oOecrieueHUsT WX COXPAHHOCTH. TakKe CTYACHTHl H3ydalOT TpeOOBaHUS POCCHUCKHX H
MEXIYHAPOJHBIX CTaHAAPTOB K MPOTPAMMHOMY OOECIEUEHHUIO MJIsi CO3/[IaHUsS U BEACHHUS
3JIEKTPOHHOIO apXHMBa OpraHU3aluu. MeTorKa MPOBEICHUS MPAKTUYECKUX 3aHITHH MO KypCy
CBs3aHAa C 3aJadyeil BbIOOpAa MPOrpaMMHBIX NPOAYKTOB. CTyAEHTHI ydaTrcs [aBaTh OIICHKY
Mpo)eCCHOHATIOB TIPOTPAMMHBIM TMPOAYKTaM, CO3JAaHHBIM Pa3IMYHBIMH Pa3paOOTUYMKAMU ISt
nH(pOpMaTU3allMd OJHOM apXWBHOM TEXHOJOTMH (B JAHHOM Cllydae — ydeTa JOKyMEHTOB M
MH(OPMALIMOHHOTO TIOUCKA).

B xonme 3aHATMA CTyAEHTH CHayajga M3y4arOT W KOHCIEKTUPYIOT CTaHIApThl U
METOANYECKHE pPa3pabOTKHU, PYKOBOJCTBA TOJB30BATENs, 3aT€M BBIMOJIHSIIOT MPAKTUUECKYIO
paboty. 3ajaHus MOCTPOEHBI MO MPHUHIUIY MOJEIHPOBAHUS peanbHOU curyaruu. CTyIeHTHI
JOJKHBI MOJIYYUTh MACHOPT apXHBa, AJEKTPOHHBIM IyTEBOAMTENb WX ONMUCh U T.A. [Ipu s3TOM
3aJjlaHUsl TIOCTPOEHBI TaK, YTOOBI OPUEHTUPOBATH CTYJEHTAa HAa CaMOCTOSITENIBHOE pEIICHHE
3a/ladyd 10 CO3/IaHUI0 Ha OCHOBE HMEIOIICHCS HOPMAaTHBHO-METOAMYECKOW 0a3bl JOKATHHBIX
HOPMAaTUBHBIX aKTOB M Pa3pabOTOK ISl apXUBa OpraHU3aIUu.

B 3akntoueHue CTyIIEHTBI JEJal0T BBIBOABI O COBPEMEHHOM COCTOSIHUM HOPMAaTHMBHO-
MeTou4eckoii 6a3bl xpanenus. /1.
3aHATUS TPOXOIAT B KOMIIBIOTEPHOM Kiacce, Juisi paboThl HEOOXOIMMO MPOrpaMMHOE
obecrniedeHune, ykazaHHOE Ui KOKIOW TeMbl 3aHSATHS.

BrinosiHeHNE TEOPETUYECKON M MTPAKTUYECKOM YaCTH 33JIaHUS 110 KaXKJA0M TEME OLICHUBAETCS Ha
1-5 Gamnos.

Tema 1. Posib 351€eKTpOHHBIX JTOKYMEHTOB B COBpeMEHHOM Mupe. [loHsATHE 371€KTPOHHOTO
JIOKyMEHTA.
Bormpocsl k 3aHsTHIO:



1) [ToHsATHE PNEKTPOHHOTO JOKYMEHTA, IOKYMEHTA Ha MallMHHOM HOCHTEIIEH, B
3akoHogarenbcTBe, [ OCTAX o nnpopmaTuke, apxUBHOMY A€y, U3AaTEIbCKOMY AETy.

2) Crneunguka 37JeKTPOHHBIX TOKYMEHTOB Kak OOBEKTOB apXUBHOI'O XpaHEHUSI.

3) Jluckyccnn o craTyce IEKTPOHHBIX JOKYMEHTOB B JJOKYMEHTOBEICHUH.

Jlureparypa ocHOBHas:

®enepanbHblif 3akoH 0T 26.07.2007. Ne 149-@3 «O6 unpopmanuu, nHPOPMAIIMOHHBIX
TEXHOJIOTHX U 3auute nHdopmanum» »//Poccuiickas razera. 29 utons 2006 r. Ne 4131.

3akoH P® «O0 snexTponHoit nudposoit nognucu» ot 10.01.2002 N 1-P3//Cobpanue
3akoHogaTenbcTBa Poccuiickon @enepannn. 2002. N 2. Cr. 127.

I'OCT 52294-2004. DnextponHslii 00MeH nHpopmanueit. Tepmunsl u onpeneneuus. C 1 urons
2005 r.

I'OCT 7.83-2001. CUBU /. Dnextponnsie uzaanusi. OCHOBHBIE BU/Ibl U BBIXOJHBIE CBEICHUS
ot 01.07.2002

I'OCT 52292-2004. YnpasneHue opraHnu3anueil. JIeKTPOHHbBIN PErJIaMEHT aIMUHUCTPATHBHON
U cnyxebHo nesarenbHocTH. OcHOBHBIE MookeHus. C 1 utons 2005 r.

I'OCT P 51141-98. Jlenonpon3BoACTBO U apXUBHOE J1e10. TepMuHsbl U onpeaeneHus. — M.,
1998.

I'OCT 28388-89. JlokyMEHTHI HA MAarHUTHBIX HOCUTENAX JaHHBIX. [IOpsI0K BBIOIHEHMS U
obpamenust ot 01.01.91

Tuxonos B.M. DnekTpoHHBIE JOKYMEHTHI U apXUBBI. Y4eOHO-MeTouueckoe nocooue. M., 2008.
C. 5-20.

JlutepaTypa 1ONOTHUTENbHAS:

Tuxonos B.M. Opranusaiyst apXuBHOTO XpaHEHHUs AJIEKTPOHHBIX JOKyMeHTOB//Kpyr naei:
QITOPUTMBI U TEXHOJIOTUHU UcTOpHueckoi nHpopmaTuku. Tpynsl X Kondepenuuu accouumanum
«Hcropus n xomnsrorep». M-bapnaya, 2005. C. 393-395.

Kucenes M.H. DnexkTpoHHbIE JOKYMEHTBI: OCHOBHBIC HANpaBJICHU UCceaoBaHui//BecTHIK
apxusucta. 2000. Ne 3-4. C. 162-166.

Muxainos O.A. DneKkTpoHHBIE TOKyMEHTHI B apxuBax. Uzn. 1-e. M.: [lnamor-MI'Y, 2000.

Tema 2. IIpaBoBOIi cTaTyC 3JEKTPOHHOTO JOKYMEHTA B HAIIICH CTpaHE U 3a PyOeKoMm.

1) PernameHranus IopuAMYECKON CHIIBI DJIEKTPOHHOTO IOKYMEHTa B MEXIyHapOIHOM
ToproBoM npase. MonenbHble 3akoHbl KOHCUTPAJL.

2) DJEKTPOHHOE MPABUTENILCTBO U PErilaMeHTalHsl FOPUANIECKON CHUIIBI DJIEKTPOHHOTO
TOKYMEHTA.

3) HupextBa EC 00 31eKTpOHHBIX IUPPOBBIX MOANUCIX U 3aKk0oH PD «O06 SLI».

4) PernamenTanus ropuaudeckoit cuiibl D/ B Hamen cTpase.

5) ABTOpCKOE IPaBO U UHTEPHET.

6) ABTOpCKHE MpaBa Ha dJIEKTPOHHBIC TOKYMEHTHI.

Jlureparypa OCHOBHasI:

®enepanbhblif 3akoH 0T  26.07.2007. Ne 149-D3 «O6 undopmanmu, nHGOPMaIMOHHBIX
TEXHOJIOTUSX U 3aIuTe nHpopmarmm» »//Poccuiickas razera. 29 urons 2006 r. Ne 4131.
3akoH PO «O06 snexrpornoi nudposoit noamucu» ot 10.01.2002 N 1-d3//Cobpanue
3akoHozarenbcTBa Poccuiickoit denepaunn. 2002. N 2. Cr. 127.

[IpaBuiia opranu3aiuu J1eJ10MPOU3BOJCTBA B eiepabHBIX OpraHax UCIOJHUTEIbHOM BIaCTH.
VYTBepxaeHs! nocraHosieHueM IIpaBurensctBa Pocecniickoit @enepanyu ot 15 nronst 2009 r. N
477.

I'OCT 6.104-84. YHuUUUpOBaHHBIE CUCTEMbI JOKyMeHTanuu. llpumanue ropuanyeckon
CHJIbI IOKyMEHTaM Ha MaIllMHHOM HOCHUTEJIE ¥ MAalllMHOTPaMMe, CO3/1aBa€MbIM CpPEICTBAMHU
BBIUUCIIUTENLHON TeXHUKH. OCHOBHBIE MOJIOKEHHUS.



Jlapun M.B., PoickoB O.1. DnekTpoHHbIE TOKYMEHTHI B YIIPaBJICHUU: METO/I. mocodue /
BHUMJAL. — M., 2008. — C. 123-205.

JluTeparypa nOnONHUTENBHAS.

Jlapun M.B., PeickoB O./. YpaBieHne 10KyMEHTaMH Ha OCHOBE MEXyHApOJIHOTO CTaH1apTa
NCO 15489-2001: metox. mocodue / BHUMIAJL. — M., 2005. — C. 5-90..

CoxoBa A.H. JlokymeHTOBeIeHHE: TeOpHs U MpakThka: u3op. tp. / BHUMJIAL. M., 2009. C. 3-
117.

Tema 3. OnbIT rocy1TapCTBEHHBIX M BEJOMCTBEHHBIX apXHBOB MO0 OTOOPY, MPUEMY, XPAaHEHHIO U
MCIIOJIb30BAHUIO AIEKTPOHHBIX TOKYMEHTOB B Halllel CTpaHe.

1) Bunbl apXxuBOB 3JIEKTPOHHBIX JOKYMEHTOB.
2) CrpyKTypa 1 opraHu3alys apXxuBa dJEeKTPOHHBIX JOKYMEHTOB.
3) AHanus cocTaBa ¥ NPUHIUIIOB KOMIIJIEKTOBAHMSI CETEBBIX aPXUBOB.

Jlureparypa ocHOBHas:

Tuxonos B.M. DnekTpoHHBIE JOKYMEHTHI U apXUBBI. YueOHO-MeTouueckoe nocooue. M., 2008.
C.21-45.

JlutepaTypa 1ONOIHUTENBHAS:

CaBuH B.A. ApxuBHbI€ 2JIEKTPOHHBIE HHPOpPMAIIMOHHBIE pecypchl Poccuiickoit denepanun:
uaeHTuGUKanms u Knaccudukamus /OredectBeHHble apxuBbl. 2008. Ne 4. C. 31-38.

Tuxonos B.M. Opranu3zaiusi apXuBHOTO XpaHEHUsI SJIEKTPOHHBIX T0KyMeHTOB//Kpyr naeit:
aJITOPUTMBI U TEXHOJIOTUHU HcTopuueckoil napopmatuku. Tpynel IX Kondepenuuu acconpanuu
«Hcropus n komnerotep». M-bapnayin, 2005. C. 393-395.

Tuxonos B.M. 3anaun apXuBHOTO XpaHEHUS 3JEKTPOHHBIX JOKyMEHTOB: U3 omnbita LIAJIDHM.//
OrteuectBennbie apxuBbl. 2010. Ne 3. C. 51-60.

®ponosa E.B. Dnexkrponnslit apxus TromeHckoi obmacth. // OteuectBeHHbIe apxuBbl. 2009. No
6. C. 43-46.

Tema 4. 3apyOe)KHbII OIBIT [0 CO3JaHUIO APXUBOB 3JIEKTPOHHBIX JOKYMEHTOB

1) HcTopus apXMBOB MaIlIMHOYUTAEMBIX IaHHBIX B HAIlIEH CTpaHe U 3a pyOeKoM.
2) CocraB TOKyMEHTOB apXHWBOB MAIIMHOYUTAEMBIX JaHHBIX.
3) OcHOBHbIE HaNpPaBIEHUS 1E€ATENBHOCTH ApXHUBOB MAIIMHOYNTAEMBIX TAHHBIX.

Jlureparypa ocHOBHasI.

Tuxonos B.M. DnekTpoHHBIE JOKYMEHTHI U apXUBBI. Y4eOHO-MeTouueckoe nocooue. M., 2008.
C. 21-45TuxonoB B.W. DnexTpoHHbIE JOKYMEHTHI U apXUBBI. Y 4eOHO-METOIUYECKOE TTOCOOueE.
M., 2008. C. 21-45

Jlureparypa 1ONOIHUTENbHAS.

I'apckoBa 1.M. ba3bl 1 0aHKH JaHHBIX B UCTOPUYECKUX HccieqoBaHusIX. M., 1994.
Muxaitno O.A. DineKTpOHHbIE JTOKYMEHTHI B apXUBax: MPoOJIeMbl MpreMa, 00ecreueHust
COXPAaHHOCTH, UCIIOJIb30BaHUs. AHAIMTHYECKHUH 000D 3apyOeKHOT0 U OTE€UECTBEHHOTO
omebITa. /Pocapxus, POUA, PI'A HT/l. 3-e m3a., non. M .,2002. Ku. 1,2.

Hocesuu B.JI. DnekTpoHHbIe TOKyMEHTHI B OpuTaHCKUX apxuBax// HbopMaimoHHbIi
OroyutereHb accouuaryu “Hcropus u komnsiotep” . M., 1998. Ne 22. C.117-121.

OH xe. ApXUB 3JIEKTPOHHBIX JOKYMEHTOB: Oenopycckuit onbIT// OTeuecTBeHHbIe apXuBbl. 2002.
Ne 1. C. 44-52.

Csollroxysii. YripaBiieHHE JIEKTPOHHBIMU JOKYMeHTaMu B Kurtae: coctosiHue u
nepcnekTuBbl//OTeuectBenHble apxuBbl. 2010. Ne 6. C. 59-64.

Xabubynnuna ['.A. Poccuiicko-6emnopycckuii cemunap "PectaBpaimsi 1 CTpaxoBoe
KOIMPOBAHUE apXUBHBIX T0KyMeHTOB" // OredecTBeHHbIe apXuBbl. 2009. Ne 6. C. 114-115.

Tema 5. Knaccuduxanus 3J1eKTPOHHBIX JOKYMEHTOB.



Lenb pabomul: n3yueHne NPU3HAKOB KIACCUPHUKALIMH IEKTPOHHBIX JOKYMEHTOB.

3aoanue:

1. M3yuenue mpu3HAKOB KJacCUpUKAITUU

OJICKTPOHHBIX JTOKYMCHTOB, o6pa3y}011mxcs1 B

NEeSATEIbHOCTH OPTaHU3allui HA OCHOBE HOPMATUBHO-METOIMYECKHUX JOKYMEHTOB.
CucremaTtu3anus pe3yabTaToB B TabJIUIE:

HcTounnku uHpOpMaLuu

(HOpPMaTHBHO-METOAMYECKHUE TTOCOOHST)

IIpusHax

nuu D1

Krnaccudukanmonn
knaccudukar | pie  rpymmbl, O/,

BBIJICJICHHbBIE Ha

OCHOBaHUU

JAHHOI'O ITPpHU3HAKaA.

[TpaBuna OpraHu3aIu XpaHeHwus,

KOMILIEKTOBAHMSI, y4Y€Ta M HCIOJIb30BAHUS
JIOKyMeH-TOB ApxuBHOTO ¢doHma Poccuiickoit
denepanuu ¥ APyrux apXMBHBIX JOKYMEHTOB
B OpraHax rocyJapCTBEHHOH BJIacTH, OpraHax
MECTHOT'O CAaMOYIPaBJICHUS U OpraHU3alUsiX.
M.,2015

Pexomenoayuu no xomniexmosanuro, yuemy
U OpeaHu3ayuu  XPameHusi  AJNeKMPOHHBIX
APXUBHBIX OOKYMEHMO8 8 apxueax
op2aHu3ayull. M.: BHUUJ[A]
2013//Onybnukosano na cavime «Apxugvl
Poccuuy.

http://'www.rusarchives.ru/methodics/index.sh
tml).

HepequL TUIIOBBIX APXHMBHBIX JOKYMCHTOB,
00pa3yroumxcss B HAyYHO-TEXHUYECKOH H
HpOH3BOI[CTBCHHOfI JACATCIIbHOCTH
OpraHu3alyii, C yKa3aHUEM CPOKOB XpaHCHHUS
/ ®enep. apx. arearctBo, BHUNJIAL. M.,
2008. —382 ¢

I'OCT P 54989-2012/ISO/TR 18492:2005
«Obecneuenue JIOJITOBPEMEHHOMN
COXPAHHOCTH JJIEKTPOHHBIX JOKYMEHTOBY,
YTBEPXKACHHBI npukazoM @DenepaibHOTO
areHTCcTBa 1o TEXHUYE-CKOMY
PEryJIMpPOBaHUIO U METpOJOTuu oT
17.09.2012 Ne 325-cT.

Jpyrue...

2. HM3ydeHue NPUHLHUIOB MOPOPMATHOU KIACCU(UKAIMK SJIEKTPOHHBIX JTOKYMEHTOB (Hampumep,
Ha ocHoBe orueta 1o HUP «CpaBHutenvHbIl aHamu3 ¢GopMaTtoB (aiaoB dIIEKTPOHHBIX

JOKYMEHTOB TOCTOSIHHOTO ([IOJITOBPEMEHHOT0) XPaHCHHUSI.

M.:PITV, 2013 //OmybaukoBaHO

Ha caiite «ApxuBbl Poccum». http://www.rusarchives.ru/methodics/index.shtml).,
Briienenne Hambosiee pacnpocTpaHeHHBIX (OpMATOB M apXUBHBIX (POPMATOB B KaKIOH
Pa3HOBHIHOCTH IPEICTABICHUS HH(POPMALIIH.

CI/ICTeMaTI/I3aL[I/I5I JaHHBIX B Ta6JII/II_IeI

Bun IpeICTaBICHUS
uHpOpMaLIUU

PacnipoctpanenHnbie
M0JIb30BATEIIbCKHE
dhopmartsl.

ApxuBHble (QopMaThI




CuMBoOJIbHASI

['uneprekcroBas

I'paduueckass  (pactpoBas,
BEKTOPHasl)
3BYK, BUJEO U T.1I.

3.13yuenne cocraBa 0a3 JaHHBIX M OJJIEKTPOHHBIX PECYpCOB Ha MpHUMEpe KOHKPETHOH

OpraHU3alHH.
CucreMaTH3anys pe3yabTaToB B TabJIHLIE:
[Tpusnaku knaccudukanun | Kinaccudukanmnonssie Ha3Banue
IpYIIIBI MH(POPMALIMOHHBIX CUCTEM,
MH(GOPMaIIMOHHBIX

peCypcoB OpraHU3aIU

OyHKIMS, CTPYKTYpPHOE
MoApa3IeJICHUE

Ilenesoe Ha3HA4YCHHE
MH(POPMALIMOHHOW CHCTEMBI
(aBTOMATH3UpOBAHHASI  CHC
TeMa YIMpaBJICHUS, CHUCTEMa
KOHTPOJIS WCTIOJTHEHUS
JIOKYMEHTOB, cucrema
aBTOMATHU3UPOBAHHOTO
MPOEKTUPOBAHUSA,
reonH(pOpMaIMOHHAs
cucrema, SKCIIEpPTHAS
CUCTEMA U JIP.)

Vposens ympasnenuss UC
(oTpacneBasi, peruoHajbHas,
cucrema YIPaBJICHUS
MPEINPUITHEM, cucrtema
yIpaBiIeHUS
TEXHOJIOTHYECKUM
MIPOIECCOM)

Buner IpEeCTaBICHUS
uHpopmanuu, GopMarsl.

[Tponienypa ynoctoBepeHus
I0P.CUJIBI

Jlpyrue npu3HaKu....

4. CocraBiieHue NepedHsl JIEKTPOHHBIX JOKYMEHTOB OpPraHW3allid, KaK YIIPAaBJIECHYECKUX, TaK U
HAy4YHO-TEXHUUYECKUX, C YKa3aHUEM CPOKOB XpaHEHUS.
KonmponvHnuvie 6onpochwi:
1) KakoBa crienuduka npusHakoB kiaccuduxanmu /(7
2) C KakuMHM TENsIMU ocyIecTBiseTcs knaccuduxamms DJ17
3) B yem coctouT 3HaueHue nopopmaTHou kinaccupukanuu S/ ?
Cnucok ucCmoyHuKos u iumepamypboi.
1.Mcmounuxu ochognble
1.OcHOBHBIE paBUIIa pabOThl apXUBOB opranuzanuii. M.,2003. I1. 4.
2.IlpaBuia opraHu3anuyu XpaHeHHsI, KOMIUIEKTOBAHHUS, yUeTa U UCII0JIb30BAHUS
IOKyMeHTOB ApxuBHoro (onna Poccuiickoit deneparyu u Ipyrux apXuBHBIX TOKYMEHTOB B



OpraHax rocyJapCTBEHHOM BJIaCTH, OpraHaXx MECTHOTO CaMOYIIPaBJICHUS U OpraHU3alHsIX.
M.,2015

3. IlepedyeHb THUIIOBBIX ApXUBHBIX TOKYMEHTOB, 00pa3yIOIIUXCs B HAYYHO-TEXHUYECKOM
Y TIPOU3BOJICTBEHHOM JEATEIIbHOCTH OpPraHU3alMii, C yKa3aHHEeM CPOKOB XpaHeHus / Denep. apx.
arearctBo, BHUMNJIA. M., 2008. — 382 ¢

4. PexoMeHIanMy 110 KOMIUIEKTOBAHUIO, YUETY M OPTaHU3ALUN XPAaHEHUS 3JIEKTPOHHBIX
apXUBHBIX JOKYMEHTOB B apxuBax opranuzauuii. M.: BHUUJIA L, 2013//Ony0nukoBaHo Ha
caiite «ApxuBsl Poccum». http://www.rusarchives.ru/methodics/index.shtml)

5. CpaBHuTENbHBIN aHau3 GopMaToB (PailyioB 3JEKTPOHHBIX JOKYMEHTOB MOCTOSHHOTO
(monroBpemenHoro) xpanenus». Otder on HHUP. M.:PITYVY, 2013 //OnybnukoBaHo Ha caiite
«Apxusbsl Poccuny». http://www.rusarchives.ru/methodics/index.shtml).

2.Hcmoynuxu oononHumenvhble.

OcHoBHbIE TIpaBUiIa pabOTHl ¢ HAYYHO-TEXHUYECKOM TOKyMEHTaluel B OpraHu3aluiax 1
Ha npeanpusatusax. M., 2003. I1.3.1.

I'OCT P 54989-2012/ISO/TR  18492:2005 «OGecneueHue AOITOBPEMEHHOMN
COXPAHHOCTH JIEKTPOHHBIX JOKYMEHTOB)», YTBEP)KJIEHHBIN NprKa3oM PenepalbHOrO areHTCTBa
10 TEXHUYECKOMY PETYJIMPOBAaHUIO U MeTposioruu ot 17.09.2012 Ne 325-cr.

2.1. Jlumepamypa ocrogHasl.

3anaeB [.3. Ananu3 u knaccudukanus 371eKTPOHHBIX TOKYMEHTOB//BecTHHK apXuBHCTa.
1999. Ne 2. C . 60-61.

Bapnamosa JI.H., SfranoBa A.A. OTKpbITBIE CTaHAApThl U OTKPBITHIE (POpPMAThI
AJIEKTPOHHBIX JTOKyMeHTOB // JlenonpousBoacto. 2009. Ne 4. C. 23 — 28. shttp://www.top-
personal.ru/officeworkissue.html?8

Onu xe. CBoOomHOE mporpaMMHoOe oOecriedyeHne M OTKpbIThie (opmaTsl B Poccun //
HenonpouszBoactBo. Ne 2010. Ne 1. C. 29 — 33

2.2.  Jlumepamypa 0OnonHumenvbHasl.
3apyOeHbIN OIBIT YIPaBICHUS 3JIEKTPOHHBIMH JOKYMEHTAMH U OpraHU3alud UX
apXuUBHOIO XpaHeHus. — M., 2014.

TuxonoB B.U., IOmmun B.A. CoBpeMeHHBIC KOHIICMIIUU DJIEKTPOHHBIX JOKYMEHTOB //
OteuecTBeHHBIE apXuBbL. 1999. Ne 1.

TuxonoB B.M. 3amaum apXMBHOIO XpaHEHHUs IEKTPOHHBIX JOKYMEHTOB: U3 omnbiTa [{A-
JOHM// OteuectBennsbie apxuBbl. 2010. Ne 3. C. 51-60.

3.Ilepeuenv pecypcos uHhopmayuoHHO-meneKoOMMYHUKAYUOHHOU cemu « Mumepremy.

1.  ApxuBbl Poccumn. [OtpacneBoii mnopran "Apxusel Poccun" Haxomgutcs mnoa
natponaroM denepanbHOTO apxuUBHOTO areHTcTBa (Pocapxusa)l; [DnexTpoHHBIN pecypc]
— DIEKTPOH. JIaH. — M., [2001-2015]. — Pexum JIOCTyna:

http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHBIN. — 3ar. ¢ skpaHa.

2. Koncantunrosas rpynna Tepmuka [ OIeKTpoHHBINH pecypc]. — DNEeKTpoH. 1aH. — M.,
[2012]. — Pexxum moctyma: http://www.termika.ru/. — 3arm. ¢ skpana.

3. EDOU.RU [Onekrponnsiii pecypc]: LleHTp KoMIeTeHIMHM 1O BOMIpOcaM
JIOKyMEHTAITMOHHOTO 00€CTICUeHUs YIPABICHUS U apXUBHOTO Jiejla. — DJEKTPOoH. AaH. — [M.],
cop. 2013. — Pexum noctyna: http://www.edou.ru/dou/. — 3arm. ¢ skpana.

5.Mamepuanvro-mexnuuueckoe obecneuenue OUCYUNIUHBL.

Y4eOHbIIl KOMIBIOTEPHBIA Kiace (cM. 1. 8. MarepHuaiabHO- TEXHHYECKOoe oOecrieueHue
mucnuIuinHbL ) [IporpamMmmHOe obecrieueHue:

WNndopmannonHo-crnpaBoynas cucrema apxuBHoil otpaciu (MCCAO),]. — DnekTpoH.
naH. — M., [2012]. — Pexxum nmoctyma: http://www.termika.ru/. — 3aru. ¢ skpaHa.

Tema 6. MeTonyeckre OCHOBBI y4eTa 3JEKTPOHHBIX JOKYMEHTOB.



L]env 3ansamus: nzydenue noHsaTud «Eaununa xpanenus D» u «Eaununa yuera 3/1»,
CUCTEMBbl apXMBHOIO yd4eTa M onucanuss /] cormacHo CyuliecTByromeld HOPMaTUBHO-
METOIUYECKON Oase.

3aoanus:

N3yunTh HOPpMATHBHO-METOUYECKOE JOKYMEHTHI 10 yueTy /1.

Pe3ynpTaThl ccTeMaTU3UPOBATh B BUJIE TAOJIHIIbL:

MeTogu4ecKue EnnaunalE nnauna Konteitnep D/1[QnekTponHoe [@opmbl
rnocoOust XpaHEHH [yueTa nesno yuera D]
st

OCHOBHbBIE TpaBUIIA
paboThI apXUBOB
OpraHu3aIui.
M.,2003. IT. 4.
[IpaBuia
OpraHu3aIuu
XpaHEHUS,
KOMIUIEKTOBAHHUS,
ydyeTa ul
MCIIONTE30BaHUS
ITOKYMEHTOB
ApxuBHOoro  (oHza
Pocculickoi
Ddenepanuu U APyTUX
QPXUBHBIX
ITOKYMEHTOB B
opraHax
roCy/1apCTBEHHON
BIIACTH, opraHax
MECTHOTO
CaMOYTIpaBIICHUs U
OpraHu3aIusIX.
M.,2015
PekoMeHnganmu 10|
KOMILJIEKTOBAHHIO,
y4eTy ¥ OpraHu3aIuy
XPaHECHHS
AIIEKTPOHHBIX
QPXUBHBIX
ITOKYMEHTOB B
apXuBax
OpraHu3aIum. M.:
BHUNJIAL,
2013//Ony6nukoBaHoO
Ha caiiTe «ApXUBB]
Poccuny».
http://www.rusarchiv
es.ru/methodics/inde
x.shtml)




2.
3.

4.

1)

2)
3)
4)

W3yuuth IBUKEHUS U TEXHOJIOTMYECKHE MUTPALIUHU, IPOUCXOASIINE ¢ KoMIiekcoM D/l B apxuBe
OpraHM3alyH.
Ha ocHoBe 3a1aunt 0 y4eTy COCTaBUTh KapTOUKY ydeTa eIUHHIIbI yuyera D/I, akTel MUTpaluu U
nepesanucu JD/1, >KypHaibl MUTPALlMU U NIEPE3AIINCH, KHUTY Y4YeTa U ocTyruieHus /1.
CocTaBUTh Ha OCHOBE METOJWYECKUX TOKYMEHTOB COCTaBUTb MHCTPYKLIMIO 1o ydery OJ[ B
KOHKPETHON OpraHu3alliy, OTPa3uB yueTHbIE (POPMBI, B KOTOpPBIE 3aHOCATCS Bce ABMKEHHUS D]
(mocTymieHue, BEIObITHE, YHUUTOKEHUE, MUTPALIHs, TIEPE3aruch)

5. CdopmupoBats nemno hona.
Konmponvnwvie sonpocuwi:
Jaiite onpeneneHust €AMHULBI XpaHEeHNs U eAuHULBI ydeta D/]. Kakue pasnuuHble MOAXOIbI K
ONPEICIICHUIO 3THX MOHATHI CYIIECTBYIOT B METOJMYECKOM IUuTeparype?
Jaiite onpeeeHne TEpPMUHOB «JIEKTPOHHOE AEJI0», KKOHTEHHep D /1».
HazoBute ocHOBHBIE yueTHbIe hopMbl D/I.
B yem otinums nena ¢ponga D/1 ot nena poHga TOKYMEHTOB Ha TPAIUIIMOHHBIX HOCUTEIAX?

Cnucok uCmoyHuKos u iumepamypol
1.Mcmounuxu ochognble
OcHoBHbIE TpaBUIIa paboThl apXUBOB opranuzanuii. M.,2003. I1. 4.

[IpaBuna opraHuzanuu XpaHEHUs, KOMIUIEKTOBAaHUS, ydyeTa M HCHOJIb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onnga Poccuiickoit @enepauuu M APYrHMX apXHUBHBIX JIOKYMEHTOB B OpraHax
roCcyJapCTBEHHOM BJIACTH, OPraHax MECTHOIO CaMOYIIpaBieHus U opranm3zanusax. M.,2015
PexomeHanum no KOMIUIEKTOBAHUIO, YUETY U OPraHU3alluN XPAHEHHsI 3JIEKTPOHHBIX apXUBHBIX

JOKYMEHTOB B apxuBax opranmzaumii. M.: BHUMJIA, 2013//OnyGnuxoBaHo Ha caiite
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml)
PexoMenaanuy no KOMIJIEKTOBaHHIO, YUETY M OPraHU3alMK XPaHEHUS SJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TIOCYJapCTBEHHBIX W MyHULIMNAIbHbIX apxuBax M.: BHUUJA/,
2013//Ony6nukoBaHo Ha caiire «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

2. Mcmounuku 0onoinumenvHbie.
OcHoBHbIE NpaBuja padbOThl ¢ HAYYHO-TEXHUYECKOM [TOKyMEHTalluel B OpraHuM3alMsIX U Ha
npennpustuax. M., 2003. I1.3.1.
2.1. Jlumepamypa ocHosHasl.
2.2.  Jlumepamypa 0ononHumenvHasl.

3apyOexHbIN OMBIT YIPABICHUS AJIEKTPOHHBIMHU JTOKYMEHTAMU U OPraHU3alMU UX apXUBHOIO
xpaHeHus. — M., 2014.
TuxonoB B.M., KOmmua B.A. CoBpeMeHHbIE KOHIEMIAN JJIEKTPOHHBIX TOKYMEHTOB //
OteuecTBeHHbIE apXuBbL. 1999. Ne 1.
TuxonoB B.M. 3amaum apXMBHOrO XpaHEHHUs JJIEKTPOHHBIX JIOKYMEHTOB: W3 ombiTa [[A-
JOHM.// OteuectBennsie apxusbl. 2010. Ne 3. C. 51-60.
3.Ilepeuensv pecypcos unghopmayuonno-meneKoMMyHUKAYUoHHo cemu « Mumeprempy.

1. ApxuBbsl Poccun. [OtpacneBoil mopran "ApxuBbl Poccun" HaxoIuTcsi MOJ MaTpOHATOM
®denepanbHOro apxuBHOTO areHTcTBa (PocapxuBa)]; [DNIeKTpOHHBIN pecypc| — DIEeKTPOH.
JaH. — M., [2001-2015]. — Pexum JOCTyTa:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHbIil. — 3arm. ¢ skpaHa.

2. Koncanrtunrosas rpymnmna Tepmuka [DneKTpOHHBIN pecypc]. — DaekTpoH. nan. — M., [2012].
— Pexum goctyna: http://www.termika.ru/. — 3aru. ¢ skpaHa.

3. EDOU.RU [DnextponHbiii pecypc]: LleHTp KoMIeTeHIHH 10 BOMIPOCcaM JOKYMEHTAITHOHHOTO
oOecriedeHus yIpaBlIeHUsI U apXUBHOTO Jienna. — DJNeKTpoH. naH. — [M.], cop. 2013. — Pexum



nocryma: http://www.edou.ru/dou/. — 3arm. ¢ sxpana.

5.MarepuanbHO-TeXHUYECKOe 00eCTIeYeHNE TUCIUITIIHHBI.

VY4eOHbI KOMIBIOTEpHBIM Kkiacc (cMm. M. 8. MarepuanabHO- TEXHUYECKOe obecreyeHune
mucuuiuinHbl.) [Iporpammuoe obecrieuenue:

WNndpopmanmonno-cnpaoynas cuctema apxuBHoil otpaciu (MCCAQ), ]. — DnekTpoH. naH. —
M., [2012]. — Pexxum goctyma: http://www.termika.ru/. — 3aru. ¢ 3kpaHa.

Tema 7. MeTon4ecKkne OCHOBBI OIMCAHUS JIEKTPOHHBIX JOKYMEHTOB.
Llenv 3anamus:N3ydyeHue  TOHATUN «eauMHuua omnucanusd OJI» , CyHIeCTBYIOLIUX
CTaHAApPTOB omucaHus D/ coriacHO CyIEeCTBYIONMEH HOPMATHBHO-METOIMIECKOM Oase.
3aoanus:
1. M3y4uTh HOPMATHUBHO-METOAUYECKOE JTOKYMEHTHI IO onucaHuio J/1.
Pe3ynbTaThl CUCTEMAaTU3UPOBATh B BUJIE TAOJIUIIBL:
MeTogu4ecKue Ennauna NudopmanmonHoBuast

CoctaB

mocoOus

(eAMHUIIBI)
OTTMCAHHS

e

-IIOMCKOBBIE
XapaKTEPUCTHKU
€IUHUIL

MH(POPMALIMOHHO
-ITOMCKOBBIX
CIPAaBOYHHUKOB

COMPOBOIU-
TEIILHOU
I[OKyMeHTaI_II/II/I,

TpeOOBaHUS K €€
COCTaBJICHUIO.

OITMCaHHUuA

OCHOBHBIE TIPaBHJIY
paboThI apXHBOB
OpraHu3aIuii.
M.,2003. I1. 4.
[IpaBuia
OpraHu3aINH
XpaHeHus,
KOMILJIEKTOBaHMSI,
ydera
MCIIOJIb30BAHUS
TOKYMEHTOB
ApPXHUBHOT'O
Poccuiickoi
Denepanyu U Ipyrux
APXUBHBIX
ITOKYMEHTOB
opraHax
rOCYIapCTBEHHOM
BJIACTH, oprasax|
MECTHOTO
caMOyIIpaBJICHUS
OpraHU3aIMIX.
M.,2015
Pexomennaru
KOMIUIEKTOBAHHUIO,
YIETY U OpTaHHU3aIuH
XpaHeHUs
PIIEKTPOHHBIX
APXUBHBIX
ITOKYMEHTOB

donn

u

10|




ApXUBax
OpraHU3aLNi. M.:
BHUNJIAL,
2013//OmybnukoBaHO
Ha caiTe «ApXUBBH]
Poccumn».
http://www.rusarchiv
es.ru/methodics/index

1)
2)

3)

.shtml)
2. N3yunth nepeueHb HHGOOPMAIIMOHHBIX CUCTEM U 0a3 JaHHBIX OpraHu3anuu (cM. Temy 1.).
3. Ha ocHoBe mnepeyHs coctaBuTh Onuch O/ MOCTOSHHOIO XpaHEHWs OPraHU3ALMNH,
BCIIOMOTATEJIbHBIN CIIPABOYHBIN aIlapar K HEl, CONPOBOAUTEIBHYIO JIOKYMEHTALIHIO.
4. CocTaBuTh Ha OCHOBE METOJMYECKHX JOKYMEHTOB MHCTPYKUMIO 1O omnucaHuio O/ B

KOHKPETHOW OpraHM3alH, OTPa3uB BHIb HH(OPMAIMOHHO-TIOUCKOBEIX CIIPABOYHHUKOB,
OOBEKTHI OIUCAHUs, WH(POPMAIUOHHO-ITOMCKOBBIC XaPAKTCPUCTHKH PA3IHYHBIX OOBEKTOB
omucaHusi (eIUHUIIBI yueTa, TOKyMEHTa, JUPEKTOPUH, (aiiia, Tabauib! 6a3bl JaHHBIX).
Konmponvhuvle 6onpocwi:

Kak paznuuarorcst emuHUIB onrcanus D/ B pa3InIHBIX METOAMYECKUX TTOCOOUSX?

Kakue crienuduueckue WHPOPMAIMOHHO-TIONCKOBBIE XapaKTePUCTUKU DJ] MCIONb3yrTCs TpU
WX OMHUCAHUU?

KakoB cocrtaB W Ha3zHaueHHE CONPOBOJUTEIBHON JoKymeHTanmu? Kakumu — craHmapramu
periiaMeHTUPOBaH €€ COCTaB?

Cnucox ucmoyHuko8 u 1umepamypul
1.Fcmounuku ocnognble
OcHoBHBIE TIpaBUIIa pabOTH apXUBOB opranuzanuii. M.,2003. II. 4.

[IpaBuna opraHu3anuu XpaHEHUs, KOMIUIEKTOBAHUS, ydyeTa M HCIOJIb30BaHUS JOKYMEHTOB
ApxuHoro ¢onga Poccuiickoit @enepauuu M APYrHUX apXHMBHBIX JOKYMEHTOB B OpraHax
roCyJ1apCTBEHHOM BJIACTH, OpraHax MECTHOIO caMOyIpaBieHus U opranuzanusx. M.,2015
PekoMenaanuy 1o KOMIJIEKTOBAHUIO, YUETY U OPraHU3aLMK XPAHEHUS AIEKTPOHHBIX APXUBHBIX
JOKyMEHTOB B apxuBax opranumzaruii. M.: BHUMJAJ], 2013//OnybmukoBaHo Ha caiiTe
«Apxubsl Poccumy». http://www.rusarchives.ru/methodics/index.shtml)

PekoMenaanuy no KOMIJIEKTOBaHHIO, YUETY M OPraHU3alMK XPAaHEHUS 3JIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TIOCYJapCTBEHHbIX WM MyHULUNanbHbIX apxuBax M.: BHUUJA/,
2013//Ony6imkoBaHo Ha caiTe «ApXuBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).
CocraBiieHue apXUBHBIX OMUCEH B ANEKTPOHHON (opMe U UX WHTErpaius B UH()OPMALMOHHYIO
UHPPACTPYKTYPY TOCYAAPCTBEHHBIX M MYHHULUNAIbHBIX apXUBOB. M.:. BHUUIAL,
2013//Ony6imkoBaHo Ha caiTe «ApXuBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

1.2.cmoyHuku dononHumenvHbie.

I'OCT 28388-89. «Cucremsl 06pabotku nHpopManuu. JJOKyMeHTbI HA MarHUTHBIX

HOCHUTEIISIX JaHHBIX. [Topsiiok BeIMoaHEHUS U oOpamieHus». M, 1991.

OcHOBHBIE TIpaBWIJIa PabOTHI C HAYYHO-TEXHUUECKOW JOKYMEHTAIMel B OPraHU3alMiX H
Ha npennpuarusax. M., 2003.

2.1 Jlumepamypa ocrogHasl.

2.2.

Tuxonos B.M. 3agaum apXuBHOTO XpaHEHHS JJICKTPOHHBIX TOKyMEHTOB: U3 omnbiTa [IAJIOHM.//
OteuectBennble apxuBbl. 2010. Ne 3. C. 51-60.

Jlumepamypa oononrHumenvHas.
3apyOeKHBI OMBIT YIPABICHUS JJICKTPOHHBIMU JTIOKYMEHTAMU M OPTaHU3AlMU WX ap-XUBHOTO



1)
2)
3)
4)

xpanenus. — M., 2014.-388 c.

3.llepeuenv  pecypcoé — UHGOPMAYUOHHO-MENCKOMMYHUKAYUOHHOU — cemu  «HMnmepnemy,
HeobXo0umblil 0151 0C80EHUsL OUCYUNIUHBL (MOOYIS)

1. ApxuBel Poccun. [OtpacneBoil mopran "Apxusel Poccun" HaxoguTcs oA HaTpoOHATOM
denepanpHOTO apxXuBHOTO areHTcTBa (PocapxmBa)]; [DneKTpoHHBIN pecypc| — DIEKTPOH.
JlaH. — M., [2001-2015]. — Pexxum JOCTyIIa:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHBIN. — 3ar. ¢ skpaHa.

2.1leHTp KOMIIETEHIIMM IO BOIPOCAM JIOKYMEHTALMOHHOTO OO0ECIICUYEHUs YIpaBJICHUS U
ApXUBHOTO JIeNIa; [ DIEeKTPOHHBIN pecypc| — DnekTpoH. aadH. — M., [2013]. — Pexum noctyma:
www.edou.ru, cBOOOJHBIN. — 3aril. ¢ HKpaHa.

4 MarepraabHO-TEXHUYECKOE 00€CTICUeHNE TUCIIATIITUHBI.

VY4eOHbII KOMIOBIOTEpHBIH Kiacc (cM. 1. 8. MarepuanbHO- TEXHHUYECKOEe obOecreueHue
mucuuiiuHbl.) [IporpammHuoe obecrieuenue:
WNudopmannonno-crpaBounas cuctema apxuHoit orpaciau (MCCAO), . — DnekTpoH. JaH. —
M., [2012]. — Pesxxum poctyna: http://www.termika.ru/. — 3arm. ¢ skpaHna.

Tema 8. CprKTypa " opraHusanus apXuBa 3JICKTPOHHBIX TOKYMCHTOB.

Llenv 3anamua: W3y4eHUE METOJUYECKUX OCHOB CO3JAaHUS DJIEKTPOHHOIO AapXuBa
OpraHM3alMM B COOTBETCTBUU C HOPMATUBHBIMU YCIOBHUSIMH XPAHEHUS.

3aoanue:
W3yunth HOpMaTHUBHO-METOJIMYECKYIO0 0a3y XpaHEHHs OJJIEKTPOHHBIX JOKYMEHTOB B PO,
TpeOOBaHUS K XpaHWIMILY, OOOPYAOBAaHHIO, pPEKUMaM XpAaHEHUs, TEXHUYECKOMY U
MIPOrpaMMHOMY O0OecTieueHHI0, epcoHally. BBISIBUT OCHOBHBIE (DYHKIIMM, HAllpaBICHHbIE Ha
obecrieyeHrne COXpaHHOCTH JJOKYMEHTOB.
Ha ocHoBe HOpMaTHBHO-METOIWYECKOW 0a3bl COCTABUTH MOJOKEHUE 00 AJIEKTPOHHOM apXHBE
KOHKPETHOW OpraHu3alyy, yKa3aB 3aJadd MU (QYHKIMU DJIEKTPOHHOTO apXWBa, €ro Ipasa,
00513aHHOCTH ¥ OTBETCTBEHHOCTb, B3aUMOOTHOILIEHUs ¢ ciyk00it UT, cimyx60ii JIOY, apxusom,
OTIEJIOM KaJpOB M JPYTUMHU CTPYKTYPHBIMU MNOAPA3AEICHUSIMH, B JEATEIBHOCTH KOTOPBIX
00pa3yroTCcst 3JEKTPOHHBIE JJOKYMEHTHI TIOCTOSSHHOTO U JOJITOBPEMEHHOT'O XpaHEHUSI.
Pa3zpaboTaTh TeXHHYECKOE 33JaHUE MO OCHAICHHUIO DJIEKTPOHHOTO apXuBa HEOOXOJUMBIM
o0opy/0BaHUEM JJIsl XpaHEHHs JOKYMEHTOB Ha pa3IMYHBIX THUMax HocuTened. Paccuurarhb
U3JIEP’KKH Ha PeaIn3alliio IIPOEKTa.
CocTaBUTh HHCTPYKLHIO IO oOecreyeHuio coxpaHHocTd OJI B apXuBe OpraHusalui,
BKJIIOYAIOIIYI0 OMHMCAHUE MPOLEYp, HEOOXOAUMBIX ISl TOAEPKaHHs KU3HEHHOTo IuKia /]
CO CChUIKAMU Ha HeoOxoaumoe 06opyoBaHue (CM. M. 3) U y4eTHble (GOpMbI, (PUKCUPYIOIINE 3TU
npoueaypsl (cM. 3aaHue 2.)
Koumponvnuvie 6onpocui.
KakoBbl (hyHKIIMK apXHBa IEKTPOHHBIX JTOKYMEHTOB?
KaxoBbl HOpMaTHBHBIE TpeOoBaHMs K XpaHuaunyy 9/1?
KakoBbl HOpMaTHBHBIE TPEOOBaHUS K pexXxuMaM XpaHeHust D/1?
Kakwue npouenypsl He0OX0IUMO OCYIIECTBIISIT JUIsl MOAIEPKaHUs KUZHEHHOTO HuKia D17
Kakue yueTHbIe JOKYMEHTHI UX (PUKCUPYIOT?

Crnucox UCTOYHHUKOB U JIUTEPATYpPhl
1.MlcTOYHUKHM OCHOBHBIE
OcHoBHBIE TIpaBUIIa pabOTHl apXUBOB opranuzanuii. M.,2003. II. 4.



[IpaBua opraHu3auy XpaHeHHs, KOMIUICKTOBAaHUS, y4eTa M UCTIONb30BaHUS JIOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit deaepanuu 1 Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax
roCyJapCTBEHHOM BJIACTH, OPraHax MECTHOIO CaMOYIIpaBieHus U opranm3zanusax. M.,2015

PexomeHgamu no KOMIIEKTOBAHUIO, YUETY U OPTaHU3aAIMM XPAaHEHHUS HJICKTPOHHBIX apXUBHBIX
JOKYMEHTOB B apxuBax opranusamuii. M.: BHUNJIA/L, 2013//Ony6nukoBano Ha caiiTe
«Apxusl Poccumy». http://www.rusarchives.ru/methodics/index.shtml)

PexomeHmanmmm no KOMILIEKTOBAHUIO, YIETY U OPTaHU3aIMN XPAaHSHUS dJIEKTPOHHBIX apXHBHBIX
JOKYMEHTOB B FOCYZapCTBEHHBIX U MyHULIMNIAIbHBIX apxuBax M.: BHUN/IAL,
2013//Ony6nukoBaHo Ha caiite « ApxuBbl Poccum.
http://www.rusarchives.ru/methodics/index.shtml).

I'OCT P 54989-2012/ISO/TR 18492:2005 «O0ecnedenne A0ATOBPEMEHHON COXPaHHOCTH
AJIEKTPOHHBIX JJOKYMEHTOBY, YTBEPKACHHBIN NpukazoM deaeparbHOro areHTCTBa Mo
TEXHUYECKOMY PEryJMpOBaHuI0 U MeTposioruu oT 17.09.2012 Ne 325-cr.

@OyHKIMOHAIbHBIE TPeOOBaHUS K MH()OPMAIIMOHHBIM CUCTEMaM apXHBOB AJIEKTPOHHBIX
NOoKyMeHToB opranuzauuid. M:Pocapxus, BHUNJA/I. 2014 /Ony6nukoBaHo Ha caiite
denepalbHOTO apXUBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

1.2.MIlcTOYHUKY TOTIOJTHUTEIbHBIE.
I'OCT P/I 50-524-84 «Ilopsinok XpaHEeHHs TOKYMEHTOB Ha MAalIMHHBIX HOCUTEISIX». M, 1985.
I'OCT 28388-89. «Cucremsl 00padoTku nHPpopManuu. JJoOKyMEeHTbI Ha MAarHUTHBIX HOCUTEIISIX
naHHbIX. [lopsanok BeimonHeHus u oOpameHus». M, 1991.
OcHOBHbIE TpaBUIIa pabOTHI C HAYYHO-TEXHUUECKOW TOKYMEHTAIeH B OpraHn3ausaxX 1 Ha
npeanpuatusax. M., 2003.
CpaBHUTENBbHBINA aHATTN3 (GOPMATOB (PAMIOB AIEKTPOHHBIX JJOKYMEHTOB IIOCTOSTHHOTO
(monroBpemenHoro) xpaneHus». Oruer on HUP. M.:PITVY, 2013 //OnybnukoBano Ha caiiTe
«ApxuBsl Poccun». http://www.rusarchives.ru/methodics/index.shtml).
2.1 Jluteparypa ocHOBHas.
Tuxonos B.M. 3anaun apXuBHOTO XpaHEHUS JIEKTPOHHBIX JOKyMEHTOB: U3 omnbita LIAJIDHM.//
OrteuectBennbie apxuBbl. 2010. Ne 3. C. 51-60.

2.2.  JlurepaTypa JONOIHUTEIIBHAS.
3apyOeKHBIN OIBIT YIIPaBJICHHUS 3JIEKTPOHHBIMU JTOKYMEHTAMH U OPTaHU3alMU UX apXHUBHOTO
xpanenus. — M., 2014.-388 c.

3.Ilepeuens pecypcoB HHGOPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOW ceTu «IHTepHETY,
HEOOXOIUMBIN JJI1 OCBOCHUS UCIUILIIMHBI (MOJTYJIs)

1. Apxussl Poccun. [OtpacneBoit nopran "Apxussl Poccun" HaxoanuTcs o1 HaTpOHATOM
®denepanpHOTO apxuBHOTO areHTcTBa (Pocapxuga)]; [DneKkTpoHHBIN pecypc] — DIEKTPOH.
naH. — M., [2001-2015]. — Pexwum gocryna:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHBIN. — 3ari. ¢ skpaHa.

2.1leHTp KOMIIETEHLIMH 110 BOIIPOCAM JOKYMEHTAIHOHHOTO 00ECTIeYeHHs yIpaBICHUs U
apXUBHOTO JIeNa; [ DIeKTPOHHBIN pecypc] — DnekTpoH. aaH. — M., [2013]. — Pexwum nocryna:
www.edou.ru, cBOOOJHBIN. — 3aril. ¢ FKpaHa.

4 MarepuraabHO-TEXHUYECKOE 00€CTICUeHNE TUCIIUTIITUHBI.
VY4eOHbIi KOMIBIOTEPHBIN Ki1acc (M. 1. 8. MarepuanbHO- TeXHHUECKoe oOecrieueHue
mucuuiiuHbl.) [IporpammHuoe obecrieuenue:
WNudopmanmonHo-cnpaBounas cucrema apxuBHoit orpaciau (MCCAO), |. — DnekTpoH. 1aH. —
M., [2012]. — Pesxxum poctyna: http://www.termika.ru/. — 3arm. ¢ skpaHna.
CD-ROM «O06opynoBanue Jiist rocynapcTBeHHbIX apxuBos» (M.:BHUNJA/L, 2201-2015)



Tema 9 MeTtognyeckue OCHOBEI

AJIEKTPOHHBIX apXUBOB OPTaHU3AIIMIA.

TpeOOBaHUII U  KpUTEpUEB

BbIOOpa

BLI60pa IIporpaMmMHOC obOecrieucHHe 1 CO3JaHHuA

COBpPCMCHHOT'O

MIPOrpaMMHOr0 oOecreueHuss B 00JaCTH LEHTPAJIM30BAHHOTO XPAHEHMs JAaHHBIX Pa3IMYHBIX

Llenv  3amsamus: W3ydeHUe
¢dbopmaros.
3aoanue:
1. U3yuute HOpPMaTUBHO-METOANYECKUE

HAOKYMCHTBI,

MIPOrPaMMHOMY 00ECIICUCHHUIO JICKTPOHHOTO apXHBa.
Hrtoru cucteMaTu3upymuTe B BUAC TaOTUIIBI

peraaMeHTHpYIOIINeE

TpeOOBaHUS K

O61mmume JonomautenpHbie PyHKIMU [10, OCYIIECTBISAIONIETO TOIEPKKY
(GyHKIIMOHATBHBL | XpaHeHus D]]
e TpeOoBaHUA K
Co
VYnpasnenueckux | Hayuno- AyonuoBusyansubl | [TNC
Y IIPaBOBBIX TEXHUYECKHUX | X
Crenududeckue GpopmaTsl IpU XpaHEHUU
OOmme BUJbI | YpaBieHueckux | Hayuno- Ayonuosuzyansuel | [YIC
¢dbopmaTtos, Y IIPaBOBBIX TEXHUYECKHUX | X
00pa3yroImXxCs
IpU  XpaHEHUU
C)| pa3HbIX
BHJIOB
2. W3yuuTe makeTbl MOJb30BATENIbCKOM TOKYMEHTAllUU MPOTPAMMHBIX MPOAYKTOB ISl BEACHUS

3JIEKTPOHHOT'O apXHBa.
Ha ocnoBe ananmuza peiHka [1O B obmacTu co3iaHusl 3JEKTPOHHOTO apXWBa OpraHU3aluu
COCTaBbTE CIEAYIOLIYIO TAOIMUKY.

Hcnons3yiite mnoprainsl

MIPOTPaMM.

PesynbTatel 06001muMTe B TabIUIE:

Doc-online.ru, Docflow.ru (kxaraimor) u caidTel pa3pabOTYHKOB

[Iporpamma | @ynkiu | [lognepxuBaemsl
u U e Gpopmatsl
pa3paboTunk

CooTBeTcTBHE
aApXUBOBEIUECKUM
TpeOoBaHUsIM K
(GC)I|

J1s Kakoro BuIa
3JIEKTPOHHOTO
apxuBa MOXKET
HCIIOJI30BaThCH.
(ympaBieH4YeCKO
JIOKYMEHTalUH,
HTL,
ayAMOBU3YJIBHOMN
JTIOKYMEHTAITHH )

3. Pa3pa60TaTL TEXHUYCCKOC 3aaHHC 10 OCHAIICHUIO 3JICKTPOHHOI'O apXHWBa OpraHus3anuu
TCXHUYCCKHUM U IIPOrpaMMHBIM 06€CHC‘-IGHI/ICM, HCO6XOI[I/IMBIM OGOpy,[[OBaHI/IeM AJI XpaHCHUA




)
2)

3)

4)

JIOKyMEHTOB Ha Pa3JIMYHBIX TUTAX HOCHUTENEH (ITPH CO3aHHUH JIEKTPOHHOTO apXHBa
YIPABJICHUECKUX JOKYMEHTOB, ay/IMOBU3YaJIbHON U HAYYHO-TEXHUYECKON JOKYMEHTAIIH )
PaccunraTe n3nepKKH Ha peann3anuio MpoeKTa.

KOHmpOJZbele 6onpocyl.
cDyHKI_II/II/I QJICKTPOHHBIX apXHUBOB KaK BHUJld IPOTPAMMHOI'O obOecrnieueHUsI.

Kakune ¢opmarbl 1aHHBIX HEOOXOIMMO XPAaHUThH MPU CO3/aHUU B OPraHU3aLUU 3JIEKTPOHHOTO
apXvBa yIpaBJICHYECKOM, HAYyYHO-TEXHUYECKOH, ayINOBU3YAJIbHON JOKYMEHTALINH?

Kaxossl TpeboBanus k [1O miist 2eKTpOHHOTO apXuBa?

KakoBel Bo3MoOkHOCTH coBpemenHoro I[IO B oOnactu BBoja HWHGOpPMAalWHU, ONMUCAHUSA,
KJ1accu(pUKaIHIO, MTOMCK, MUTPAIHIO (KOHBEPTHPOBAHUE) TAHHBIX 7

Cnucok uCmouHuKo8 u iumepamypbl
1.Hcmounuku ocnogHvle

[Tpuka3 MunkomcBsizu Poccun ot 02.09.2011 Ne 221 «O6 yTtBepkaeHMH TpeOOBaHUN K
MHPOPMALMOHHBIM CHUCTEMaM DJJIEKTPOHHOTO JIOKYMEHTO0O0OpoTa (QenepaabHbIX OpraHoOB
UCTIOJIHUTENIbHOW ~ BJIACTH, YYHUTHIBAIOIIMX B TOM 4YHCI€ HEOOXOAUMOCTh 0OpabOTKH
MOCPEACTBOM JaHHBIX CUCTEM CITy>KeOHOU MH(OpMALIMK OTPaHUYEHHOTO JOCTYTIA)
PexomeHanmu no KOMIUIEKTOBAHUIO, YUETY U OPraHU3allul XPaHEHHsI 3JIEKTPOHHBIX apXUBHBIX
JIOKyMEHTOB B apxmBax opraHmsamuid. M.: BHUMIAJ], 2013//Omy0GnukoBaHo Ha caiite
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml)
PexomeHmanmm 1mo KOMIJIEKTOBAHHIO, YUETY ¥ OPTaHU3AIMH XPAHEHUSI SJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHbIX M MYHULIMNAIbHbIX apxuBax M.: BHHUUA/L,
2013//Ony6nmkoBano Ha caiite «ApXUBBI Poccumy.
http://www.rusarchives.ru/methodics/index.shtml).
I'OCT P 54989-2012/ISO/TR 18492:2005 «OGecreyeHnne AONTOBPEMEHHOW COXPaHHOCTH
AJIEKTPOHHBIX JIOKYMEHTOB», YTBEP)KICHHBIH mpukazom @DenepanbHOr0 areHTcTBa 10
TEXHUYECKOMY PETyJIUpPOBaHUIO U MeTpoioruu oT 17.09.2012 Ne 325-cr.
I'OCT P 54471-2011/ISO/TR 15801:2009 «CucteMsl 3JI€KTPOHHOIO JOKYMEHTOO0OpOTA.
VYnopasnenue  gokymeHrtanueil. Mudopmanus, coxpaHsemas B 3JIEKTPOHHOM  BHJE.
PexomeHganuu mo o6ecnedyeHuro0 JOCTOBEPHOCTH U HAEKHOCTH», YTBEPXKAECHHBIH NPUKAa30M
@enepalibHOTO areHTCTBA M0 TEXHUYECKOMY perysnpoBaHuio U metposioruu oT 18.10.2011 Ne
466-cr.
@OyHKIMOHAIBHBIE TPeOOBaHUS K WH(POPMAIMOHHBIM CHCTEMaM apXUBOB 3JIEKTPOHHBIX
IOKyMeHTOB opraHuzauuid. M:Pocapxus, BHUWIAJ]. 2014 //OnyGnukoBaHO Ha caiiTe
®enepanbHOTO apxXuBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

1.2.Mcmoynuku dononnumenvuoie.

I'OCT 52292-2004. YnpasieHne opraHu3anueil. JNEKTPOHHBIN PErVIaMEHT aIMUHUCTPATUBHOM
u cityxe0Hoi nestenbHocTH. OcHoBHBIE NoJokeHus. C 1 urons 2005 .

I'OCT P UCO 15489-1-2007 «CUBU/I. YrpaBnenue nokymentamu. Oouiie tpedoBanus». M.:
Crangaptuadopm, 2007.

ApXuBOBeIYECKHE U JOKYMEHTOBeIUeCKHE (PyHKIIMOHAIbHBIE TPeOOBaHUS K MH()OPMAIIMOHHBIM
cucreMaM, OOECIeUMBAIOIIMM DIIEKTPOHHBIH JTOKYMEHTOOOOpOT B Tpoliecce BHYTpPEHHEH
NesTeNbHOCTH (peiepalibHbIX OpraHoB ucHoilHUTensHOW Biactu» (M..BHUUIAJ, 2013),



//OnyOIMKOBaHO Ha cauTe «ApXuBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

2.1  Jlumepamypa ocnogHas.
Tuxonos B.M. 3amaun apXxuMBHOTO XpaHEHUs ANEKTPOHHBIX TOKyMEHTOB: U3 onbita LIAJIDHM.//
OteuectBennsble apxuBbl. 2010. Ne 3. C. 51-60.

2.2.  Jlumepamypa 0onoiHumenbHas.
3apyOeKHBIN OTBIT YIPABICHUS JCKTPOHHBIMH JTIOKYMEHTAMH W OPTaHM3AIMN UX ap-XHBHOTO
xpaHeHus. — M., 2014.-388 c.

9.2. Ilpumepnan memamuka KOHmpoabHvIX padom ( pehepamoas).

1. DnekTpoHHBIE apXMBBI KaK ILIEHTPbl COXpaHEHHUs LU(POBOTO HACIEHs B Halleil
CTpaHe U 3apy0OexoM (Ha MpUMepe HE MEHee JBYX apXMUBHBIX YUPEKACHUN, CTPYKTYpPHBIX
M0JIpa3ieIEHui MUHUCTEPCTB, BEIOMCTB, OpraHU3aLuil).

2. Coznianue 3JeKTPOHHOTO apXHUBa OpraHU3allMi, MUHUCTEpCTBA(HA MpUMEPE HE MEHee
IBYX AapXMBHBIX YYPEXKIEHUH, CTPYKTYpHBIX IOJpa3AEIEHUl MHHUCTEPCTB, BEIOMCTB,
OpraHu3aINi).

4. OO030p NOPUKIATHOTO MHPOTPAMMHOTO OOECIIEYEHHUs, HCIIOIB3YEeMOT0 IPHCO3AaHU
AJIEKTPOHHOI'O apXMBA.

5. Yuer u onucaHue 3JIEKTPOHHBIX TOKYMEHTOB (Ha IPUMEPE HE MEHEE JIBYX apXUBHBIX
YUpEeXKIEHUH, CTPYKTYPHBIX MOAPa3/IeIeHU MUHUCTEPCTB, BEOMCTB, OPraHU3aIIui).

7. Knaccudukanus 37IeKTPOHHBIX JOKYMEHTOB B apxHBe (Ha IMpHUMepe He MeHee ABYX
apXUBHBIX YUPEKICHHUH, CTPYKTYPHBIX MOJIpa3esieHuii MUHUCTEPCTB, BEIOMCTB, OpraHU3aIuil).

8.CeTeBble 2JIEKTPOHHBIE apXUBHI (0030p 3apyOEKHOTO U POCCUHUCKOTO OIBITA).

9. HopmatuBHO-TIpaBOBOE ¥  METOAMYECKOE  OOECleYeHWe  CO3JIaHus |
(YHKIIMOHMPOBAHUS AJIEKTPOHHOTO apxuBa (Ha TpuUMepe HE MEHee JIByX apXUBHBIX
YUpEeXIEHUH, CTPYKTYPHBIX MOAPa3/IeIeHU MUHUCTEPCTB, BEOMCTB, OPraHU3aIui).

10. ITpoGieMbl ONIEpaTUBHOTO U JOJITOBPEMEHHOTO XPAHEHUS AJIEKTPOHHBIX TOKYMEHTOB
(0630p uctopuorpadun).

11. TexHOIIOTM ONIEPATUBHOTO U AOJITOBPEMEHHOIO XPAHEHUS DJIEKTPOHHBIX TOKYMEHTOB
(0030p CTaHIAPTOB U METOIUYECKOTO OOCCTICUCHHS).

12. ®enepanbhble 0a3bl JaHHBIX: CTPYKTYpa, KOMIUIEKTOBAHUE U XpaHEHUE (Ha mpumepe
He MeHee (heepaTbHBIX OPraHOB UCTIOJHUTEIHHON Bi1acTu PD).

13. CpaBHMTENbHBIH aHATU3 U BBIOOP MPOTPAMMHOIO OOECTIEUECHHUs IS AJIEKTPOHHOTO
apxuBa OpraHu3alluu (Ha NpuUMepe He MEHee JBYX AapXUBHBIX YUPEXKJIECHUH, CTPYKTYpPHBIX
M0/Ipa3ieIEHui MUHUCTEPCTB, BEIOMCTB, OpraHU3aLuil).

14. 3amuTta uHGOpMaUM B 3JEKTPOHHBIX apxXuBax (Ha NpuUMEpe HE MEHee [BYX
apXMBHBIX YUPEKICHUM, CTPYKTYPHBIX HOJpa3eIeHHi MUHICTEPCTB, BEIOMCTB, OpraHU3alIii).

9.3 Uuble MaTepHAaJIbI.
9.3.1. MeToauyeckne YKa3aHus Ui 00YYAOUIMXCS 10 OCBOCHHUIO TUCHUILJIMHBI (MOYJIs1)

Buo pabomui Cooeporcanue Tpyooemkocmo Pexomenoayuu
(nepeuens camocmosnmens
80NPOCO8) -HOU pabomul
(6 wacax)
[TogroroBka K | /)Paziuyue l.®enepanbubii 3akoH  PD ot
BBOJHOU oehunuyuu 4u. 10.01.2002 N 1-®3 «O06 31eKTpOHHOM




JIEKINH INEKMPOHHO2O nudposoit  moamucw»  //CoOpaHue
OOKyMeHma 8 3aKOHOJATENIbCTBA Poccuiickoii
ungpopmamuxe, ®enepanun. 2002. N 2. Ct. 127.
U30amenbCcKom 2.@edepanvhoviil  3akon P® om 6
oene, anpers 2011 2. N 63-@3 "0O6
OOKYMeHmMOoBeoeHUU anekmponHou noonucu'"// Poccuiickas
u apxusosedenuu ? easema. 2011, 8 anpena. Ne 5451.

2) Kaxue 3. Jlapun M.B.  OnexmponHvle
onpeoenenus OOKYMEHMb: HOPMAMUBHO-
NOHAMUSA Memoouueckoe obecneuenue//
«NIEKMPOHHO2O Becmuux apxusucma. 2008. Ne 4. C.
OOKYMEHmay ecmv 106-124.

8 MENHCOYHAPOOHBIX 4. Tuxonos B.A., wun B.A.
U  HAYUOHANLHBIX Cmanosnenue u pazeumue apxusos
cmanoapmax u MY 8 1960-80-¢
HOPMAMUBHbIX ee.//Omeuecmeennvie apxugvl. 1998.
akmax? Ne 6. C. 39-46.
3) Kax usmeHnunocs 5. T'envbman-Bunoepados K.b.
noHsmue Mawunoyumaemvle  OOKyMeHmbl 6
«2]IeKMPOHHO20 CCCP.  VuebHnoe nocobue.Bvin. 1.
OOKYMeHma 8 M.-MI'HAU, 1980.C. 7-14. 17-33, 48-
pedepanbHbix 81.
sakonax 06 «L[I1»
u 06 «3l1y?
4) B uem paznuyue
NOHAMUU
9/1eKMPOHHO20
OOKyMeHma u
O00KyMeHma Ha
MAUWUHHOM
Hocumerne 8
3aKoHoO0amenvcmee
, TOCTAX?
4) Kax Ha pasHblx
IMaANax — MeHAIUCD
Gopmamet, u
Hocumenu 3/[?
5) Kaxoewvt smanwi
pazeumust
aA8MOMAMu3UPO8aH
HO20
O0KYMEeHmMoobopom
a?
6)Kax  mensinuco
VHpasneHuecKue
@yuryuu
9/1EeKMPOHHBIX
OOKYMEeHMO08?
[loaroroBka K | 1. Kaxkue | 8 uacos 1. TuxonoB B.M. DuexkrpoHHbIe




Jexm 1. 0COOEHHOCTH JOKYMEHTBI W  apXuBBl. Y4eOHO-
3JIEKTPOHHBIX metoandeckoe nocooue. M., 2008. C.
JOKYMEHTOB  Kak 5-20.
00BEKTOB 2 .Kucenes N.H. DNeKTpOHHBIE
apXUBHOTO JIOKYMEHTBI: OCHOBHbBIE HampaBlIeHUS
XpaHeHuss  ObUIH uccnenoBanuii//BecTHUK — apXuMBHCTA.
BbIAeNIeHEI B 1980- 2000. Ne 3-4. C. 162-166.

e TOJIBI B
apXUBOBEICHUM?
2. Kakue MHeHus o
cTaryce
ANEKTPOHHBIX
JIOKYMEHTOB
BBICKA3bIBAIHCH B
OTE€YECTBEHHOM
ApXUBOBEJCHUU U
JIOKYMEHTOBE/ICHU
u?

3.Kakue TpakTOBKH
TTOHSITHSI
«QIIEKTPOHHBIN
JOKYMEHT)
BBIIBUTAIOT
yudeHble?

[lonroroBka k| /)Kakoswl 10 uac. 1)Jlapun M.B. OnexmponHvle

JIEKLIWH 2. ceoticmea OOKYMeHmbl.: HOPMAamugHo-
OOKyMeHmda Memoouyeckoe obecneuenue//
CO2NIACHO 1oCcr Becmuux apxusucma. 2008. Ne 4. C.
15498-1-2007? 106-124.

2) Kaxoswv 2)AdanaceeBa JLII. DnekTpoHHbIE
cpeocmea JOKYMEHTHI B JEIIOTPOU3BOJACTBE U
VCMAHOBIeHUs! apxuBe opranuzanuu// Cekperapckoe

aymeHmu4HoCcmu  u
uenocmuocmu I/[?
3) Kax
Pe2amMeHmuposana
npoyeoypa
YOOCMOBEPEHUSL
IOPUOUYECKOU  CUTbI
3/ 6 mooenvhbix
3aKOHAX,
PaspabomamHvlx
FOHCUTPAJIT?

4) B uem paznuuue
peanamenmayuu
npoyeoypul
yoocmogepeHus 10p
cuvl o 8
Jlupexmuse EC 006

neao. 2006. Ne 1-3.

3) Jlapup M.B., PwickoB O.U.
ONEeKTpOHHbBIE JIOKYMEHTBI B
YVIOpaBJICHUH: METoA. Tmocobue /

BHUUIA — M., 2008. — C. 123-
205.




IIeKMPOHHBIX
yugpposwvix
NOONUCAX U 3AKOHe
PO  «O6 DSlI»
2002 200a?

5) Kax nosuusn
nepexoo
ghedepanvhbix
opearnos
UCNOTHUMENbHOU
eracmu Ha pabomy
8 pamkax
«INeKmpoHHO20
npasumenbCcmear
HA peciameHmayuio
IOPUOUYECKOU  CUTbI
INIEKMPOHHO20
ooxymenma 6 P®
HA  COBPEMEHHOM
smane?

6) Kaxue
HOpMamueHbvle
OOKYMeHmbl
pe2namenmupyiom
yoocmosepeHue
IOPUOUYECKOU  CUTbL
3/ 6 coepemeHrHoMm

POCCUTICKOM
3aKoHOO0amenbcmee
? 7) Kaxue 6uovi
9NIeKMPOHHOU
noonucu
nepeyuciensl 8
gedepanvrom
3aKoHe «06
91eKMPOHHOU
noonucu» 2011 2.?
8) Kakosbi
npobnemol
yoocmosepeHus

HOPUOUYECKOLL CUTbL
3/ 6 npoyecce
aApXUBHO20
Xpanenus?
9)Kaxue
HOpMamueHble
OOKYMeHMmbl
VCMAaHasueam
obs3aHHOCMU
COOCMBeHHUKA  No




xpanenuro I/?

IToaroroBka
JIeKnu 3

K

1)B Kakux
MeNCOVHAPOOHBIX U
HAYUOHANbHBIX
cmanoapmax
3aKpeniensl
mpebosanus K
cmpykmype u
nOCMPOEHUIO
UHpOPMAYUOHHBIX
cucmem,  OCHOBbl
Kaaccugpuxayus
cucmem
INEKMPOHHO20
O0OKYMEeHMOo0O0opo
ma?

2)Kaxue
mpeboganus
npeovABIAOmcs K
KOPNOpamueHuiM
UHpOPMAYUOHHBIM
cucmemam?3)B
uem paznuyue
MexXHOI02UU
Docflow u Worflow
npu  NOCMpoeHuu
con?

4) Kaxue
MemoouyecKue
paspabomku
BHUWI[AL
Pocapxusa,
PEeCUOHATIbHBIX
APXUBHBIX
VupercoeHull
peznameHmupyrom
MEeXHOI02UU
xpanenus 3/[?

5) Kaxue
MeNCOYHAPOOHblE U
HAYUOHATbHBLE
cmanoapmoi
Ppe2ameHmupyom
MexXHOI02UU
xpanenus 3/[?

6) B Kakue
acnexmul XpaHeuus
on
PaccmMampusaome
5 8 cmanoapmax u

5 yacoes.

Tuxonoe B.A., Fwun B.A.
DnexmponHvle apxuewl u
9NEKMPOHHBIL  OOKYMeHmoobopom//

Omeuecmeennvie apxusvl. 1999. Ne 2.
C. 12-2¢.

Tuxonosé B.M. 3aoauu apxusnoco
XpaHenus 271eKMPOHHBIX OOKYMEHMOB:
u3 onvima L[AJ[DHM.//
Omeuecmeennvie apxugvl. 2010. Ne 3.
C. 51-60.




Memoou4ecKux

pekomMeHOauusx?
[TonrotroBka K 1) Kaxkosul Tuxonoe B.M. 3aoauu apxuenoco
1a00paTOPHOM | MpU3HAKU 5 uacos XpaueHust d1eKMpOHHbIX OOKYMEHMOB:
3aHATHIO 1 Knaccuguxayuu u3 onvima L[AJ[DHM.//
/1? 2) B wuem Omeuecmeennvie apxugvl. 2010. Ne 3.
3HaueHue no C. 51-60.
Gopmamnoi Kykoea M.I1. Komnaekmoganue
Kraccughuxayuu apxueos 9NeKMPOHHbIMU
1?7 ooxymenmamu//Omevecmeenvle
3) Kaxoswvi apxusewt. 2000. Ne 2. C. 5-17.
OCHOBHble 6UOblL U Casun B.A. ApxusHvie 31eKmpoHHblE
PA3HOBUOHOCMU ungopmayuonHvlie pecypcul
UHPOPMAYUOHHBIX Poccuiickoii Deodepayuu:
cucmem? uoenmuguxayus u
4) Kaxoewl kiaccuguxayus  //OmeyecmeenHvle
OCHOBHbBlE BUObL U apxuevl. 2008. Ne 4. C. 31-38
PA3HOBUOHOCMU 26.
¢dopmamos I/[? 5) Tuxonoé B.M.  3adauu apxusnoco
IIpuseoume XpaueHust d1eKmMpOHHbIX OOKYMEHMOB:
npumepwl us onvima LAJIDHM.//
APXUBHBIX Omeuecmeennvie apxugvl. 2010. Ne 3.
(mescniamepopmer C. 51-60.
Hble) popmamos. lpokos C.B. Pexomenoayuu MCA no
6)Hazosume pabome c 91eKMPOHHBIMU
ompaciesvie u Ookymenmamu  OAs  APXUBUCIO8
memamudeckue opeanuzayuil.// OmeyecmeaenHvle
KOMNJIEKCbl apxuewt. 2010. Ne 3. C. 65-73.
9/1eKMPOHHBIX
OOKYMEHMO8,
dopmupyrowuxcsa 6
P® 7)) B uem
UEHHOCMb KadHCOOU
u3 epynn
KOMNJIEeKCO8  KakK
UCOPUYECKUX
UCTNOYHUKO8 no
ucmopuu
noCcmco8emcKou
Poccuu?
8)Hazosume
uszgecmuvie  Bawm
npoexmbl no
nepesooy
ucmopu4eckux
UCMOYHUKO8 8
MAwUHOYUmMaembli
6u0
(oyugposanuio).
ITonroroBka k | /)Kaxue ¢haxmopoi 10 uacos




n1abopaToOpHOM
3aHATHUIO 2

oxazvlearom
8IUAHUE Ha
onepamusHoe
coxpanenue  3/]?
2) Kaxue
HOpMamusHvle U
MemoouyecKue
OOKYMeHMbl
PpezameHmupyom
VC08UA  XPAHEHUs.
INEKMPOHHBIX
OOKYMeHmo8  Ha
PA3UYHBIX
Hocumensax?
3)Kaxoe
0bopydosarue
Heobxooumo  0ns
XpaueHust
INEKMPOHHBIX
OOKYMeHmo8?

4) Kaxue
npoodemul
coxpanenus
INEKMPOHHBIX
OOKYMEHMO8 8
001208peMeHHOU
nepcnekmuge
obcyxcoaromes 8
apxusogedenuu?
5) Kaxosa ponv
muepayuu u
KOH8epmayuu
OaHHbIX u
OOKYMEHMO8 6
obecneveHuu  ux
coxpanHocmu?

6) B cywnocmo
IMYIAYUU u
UHKancyisayuu
OQHHBIX npu

coxpanenuu /7

7) Kakoea ponv
cmanoapmuzayuu
dopmamos u
MemaodanHvLx
OOKYMEHmMO8 8 UX
xpanenuu?

IlogroroBka Kk
JIEKIIHAH 5.

1)KaxoBsl
TEOpPETUYECKHE
10JIXOJIbI K

2 yaca




o0BeKTam u
YPOBHSIM OIHCAHUS
D7

2) Kakue
CYILLECTBYIOT
MEXTyHapOTHBIE
CTaHJIaPThI
OTHCaHUS u
MpaBUJia OIMUCAHUS
oA,
pEeKOMEHaluu  T0
WX OMHUCAHUIO?

3) B qeMm
cienudpuka
nH(pOpMaITMOHHO-
MTOMCKOBBIX
XapakTepucTuk /|
M0 CpaBHEHUIO C
TPaJIULIMOHHBIMU ?

ITonroroBka K
J1a00paTOpHOM
3aHITHIO 3.

1) Kaxk
OIIpeIeJIEHBI
MOHSTHUS «EIAMHULA
ydeta», «eAMHULA
XPaHCHUS» SN,
3JIEKTPOHHOTO
JIeJI0,  KOHTEUHEP
o1 B
HOpPMAaTUBHBIX U
METOAMYECKUX
JOKYMEHTaX.

2) Kaxume ¢dopmbl
JIBIKCHUS 91
MOJIeXKAT yUeTy.

3) Kaxoswvi
yuemHvle  hpopmbl
3/ 6  apxuse
opeaHuzayuu u
20Cy0apcmeeHHoM
(MYHUYUNATILHOM)

apxuee.

4 yaca

OcHoBHble TIpaBHJIA PAaOOTHI
apxuBoB opranuzanuii. M.,2003. I1. 4.

OcHoBHBIE TIpaBWiia paboTHI ¢
Hay4YHO-TEXHUYECKOM TOKYMEHTalMEeH
B OpraHu3alusix U Ha MPEANpHUATHIX.
M., 2003. I1.3.1.

[loaroroBka k)
J1abopaToOpHOM
3aHATHIO 4

Jlaiime
onpeoeneHue
eOuHUYbl (eOUHUY)
onucanusi /1.
2)Kaxkosbi
uHGoOpMayuoHHo-
nouckogule
Xapakxmepucmuxu
eOuHUY Xxpanenus?

4 yaca




3) Kaxoswvi

mpeboganus K
cocmagy u
cocmasneHuo
CONnPOBOOUMENbHO

1l OOKyMeHmayuu.
4) Kakosbl 6uowi
UHGDOPMAYUOHHO-
NOUCKOBbIX
cnpasoynuxkos /]
u 6 uem  ux
omauyus om
CNPasouHo-
UHpOPMAYUOHHBIX
cpeocma K
MpaouyUOHHbIM
OOKYMEHMAaM.

IlogroroBka Kk
JIeKu 6

1) Kaxoewvi
OCHOBHbLE
apxuseoeeoueckue
mpebosanus
MENCOYHAPOOHBIX U
HAYUOHANbHBIX
cmanoapmos K
NPOSPAMMHOMY
obecneyenuio
NEKMPOHHO20
apxuea?

2) Kakue
dopmamos
O0JIHCHDL
noooepaicusams
9IEKMPOHHBLE
apxuevt?

3) Kaxoswvi
NpU3HAKU
Knaccuguxayuu
NPOCPAMMHO20
obecneuenusi  0nA
INEKMPOHHO20
apxuea?

8UO0bL

5 yacoe

Xapuenxo O.A., Kmumosa A.D.
Kynpswesa H.K. Ilnocel u mumycel
opeaHuzayuy 1eKmMpoOHHO20 apxuea//
Omeuecmeennvie apxusvi. 2009. Ne 6.
C. 48-52.

Ilooecomoska «k
1a6opamopHom
3AHAMUIO 5
Ipocpammnoe
obecneyenue
o1 CO30aHus
INEeKMPOHHBIX
apxueos.
Mynomughopma

1)KaxoBsl
byHKIIUN
ANEKTPOHHBIX
apXUBOB KaK BHUIA
MIPOTPaMMHOTO
obecrieueHus?
2)Kaxkosbi
Kpumepuu 8v100pa
110 ona paznuunwvix

4 yaca

1. DOC-Online. He3zaBucumerit
MOPTAJ O CHCTEMAX JIEKTPOHHOTO
JIOKyMEeHT000opoTa. www.doc-
online.ru

2. Docflow.  Bce o mupe
NEKMPOHHO20  OOKYMEHMO0bopoma.
[Onexkmponnwiii pecypc] - OnekmpoH,
OaH.- M., 2002-20042 —
www.docflow.ru, c6o600nbvlIll. — 3aan.




mHble 81008 apxuea € 9Kpaua.
nouckosvle 9NEeKMPOHHBIX
cucmembl. O0OKYMeHmoa?
3)Kakoewl
mpebosanus K
MexXHU4ecKomy
obecneuenuro
apxuea
91eKMPOHHBIX
O0OKYMEHMO8?
[TogroroBka K | 1) KakoBsl 4 yaca OcHOBHBIE TIpaBWiIa PaOOTHI
nexuuu 7. ¢byHKIMM apXuBa apxuBoB opranuzauuid. M.,2003. I1. 4.
AIIEKTPOHHBIX OcHoBHble mpaBuia paboOThl C
JIOKYMEHTOB? Hay4YHO-TEXHUYECKOW NOKyMEHTaluen
2) KakoBbl B OpraHM3alysaX U Ha OPeIIpUATHAX.
HOpMaTUBHBIE M., 2003. I1.3.1.
YCIIOBUSL XpaHEHUS
AIIEKTPOHHBIX
JIOKYMEHTOB?
3) KakoBbI BubI
apxuBa
AIIEKTPOHHBIX
JIOKYMEHTOB?
4) KakoBbl
HCTOPUS apXUBOB
MalIMHOYUTAEMBIX
JTaHHBIX U
COCTaB
JIOKYMEHTOB
apXUBOB
MalIMHOYUTAEMBIX
MAHHBIX?
Hanucanue 10 yacoB CM. cmucok mauTeparypsl IO
pedepara. Kypcy
Cwm. CITUCOK
pedeparon
Hamnucanue 10 gacos CM. cnMcok JMTEpaTypbl IO
pedepara. Kypcy
Cwm. CITUCOK
pedeparon
Hmozo no 48
oucyuniume

9.3.2. PABOYAS TETPAJIb CTYAEHTA

ApXMBBI 3J1eKTPOHHBIX TOKYMEHTOB




Crynent (®HO)

@daKkyJsbTeT

OTACICHUC

Kypc
I'pynma

[Ipenonasatens (PUO)
Houent Adanacbepa JLII.
Mocksa 2010



[TOACHUTEJIbBHASA 3AIIMCKA

Pabouas TeTpaap cTyieHTa [0 ClIENUANbHON JUCHMILIUHE «DJIEKTPOHHBIE ApXUBBD»  I10
cneuuanbHoctn 080801 “Ilpuknannas uHpopmaTuka B HMHGOPMALMOHHOM cdepe” 5 Kypca
¢dakynbpTeTa 3 3a0YHOTO OTACIEHUS.

Pabouas  Tterpagp mpeaHAa3HAYeHA Ui OPTaHU3AMHU CaMOCTOSATENILHOTO H3y4YeHHS
CTYJIEHTaMHU 5 Kypca 3/0 TEOpEeTHYECKOT0 MaTepuana OCHOBHBIX TeM Kypca U Haubosiee BayKHOM
HAayyHOM W METOJIMYECKOW JIUTEpaTypbl, pecypcoB VHTepHETa, a TaKke MNPUKIATHOTO
MIPOrpaMMHOT0 O0ecrieueHusi B 00JIaCTH CO3/IaHusl AMEKTPOHHBIX M3AaHul.  Pabouas Terpaab
COJEP/KUT 3a/aHus, KOTOPbIE AKLUEHTUPYIOT BHMMAHHE CTYJECHTOB Ha KIIIOUEBBIX AacCIEKTax
TEMaTHYECKHX pa3fesioB Kypca. 3aJaHUs BBIOJHSIOTCS CaMOCTOSITENIbHO HA OCHOBE OCBOEHUS
PEKOMEHIyEMOM JIUTEPATYpPhl K KaXJA0H TEME.

B cooTtBercTBHM ¢ paszpenamu nporpaMMsl aucnuiuinHbl, PTC cocTout u3 cemu tem.
3anosHeHHE KaX/10T0 U3 pa3/ieioB OlIEHUBAaeTCs o MATHOabHOU cucreme. [lepBas gactp
terpaau BkItouaeT 4 3aganus (0-20 6amios). s qomycka K 9K3aMeHy HE0O0XO0auMo HabpaTh
11 6annoB. Bropas yacte BimtouaeT 3 temsl (0-15 6amnos). [l 3auera HeoOxoaumo Hadpath 10
OamoB. B menom 3amoiHeHUe TeTpaad MOXKeT ObITh olleHeHo ot 0 1o 35 GamnoB. PaGouas
TETpaJb CAAETCS MPETOAABATENIO Ul IPOBEPKHU, IIOCIIE UETO OCBOEHUE MaTepualla IpOBEPSETCs
B XOJIe MHJIMBUyalIbHOTO cobecenoBanusi. CTyJeHTY 3a7at0TcCsl BOIIPOCHI 10 pa3ziesiaM TeTPaIu.
Jlist mosTydeHus 3aueTa MOMHUMO cJJauu MaTepuaia paboueil TeTpaan HeoOX0AUMO TaKxKe
MOCEIEeHNE MPAKTUYECKUX 3aHITUN U BBITIOJIHEHHE 3a/IaHUM.

Tema 1. BBegenne

1. Tlpu w3ydeHuM JaHHOM TeMBI clleqyeT oOpaTUTb  ocoboe BHUMaHHWE Ha

NOHATUMHBIN anmapar.

Kak B 3akone P® «O6 wmHdopManmu, WHOOPMAITMOHHBIX TEXHOJIOTHUSAX W 3allHUTE
uHGbOPMaIIMN TaHbl JePUHUINH MTOHATHIA
uHbopMaTH3auUsl

JOKYMEHTHUpOBaHHast HHpopManus (TOKyMEHT)

nHbOpMaIMOHHAs CUCTEMA

CpaBHute
Hebunummio  tepmuHa  «JlokymeHT  Ha | JleduHunmmo TEPMHHA «DIEKTPOHHbIE

MammaHOM HocuTene» B 'OCT P 51141-98. | nokymeHT»
Jlenmonpou3BoAcTBO W  apxuBHOe  1eno. | OO aneKTpoHHON UG POBOI MOAIICH
TepMuHBI U onIpeAeIeHus

B yewm pazanume Me)Ay dTUMU HOHITHUSIMH ?




Tema 2. IIpaBoBoe peryjMpoBaHue 3JIEKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe aHanM3a 3aKOHOJIATEIBCTBA OTBETHTE HA BONIPOCHI.
1. KakoBbl mpaBa coOCcTBEHHMKA HH(OPMAIIMOHHBIX PeCypcoB?

2.Kakue o00s3aHHOCTH

JOJIKEH BBIITOJIHATDH

KOH(I)I/II[GHLII/IELHBHLIX U ICPCOHAIIBHBIX )laHHLIX?

3.Kak 3aKkoH rapaHTupyeTr IpaBo

pecypcam?

4. CpaBHHTE IPABOBOE PErYIMPOBAHUE

FOPUIMYECKON CHJIIbI
JOKyMEHTa Ha MalllMHHOM
HOCHUTEIIE B

I'OCT 6.10.4-84.
YHUGUIMpPOBaHHBIE CUCTEMBI
nokymenTtauuu. [Ipunanue
FOPUIMYECKON CHJIIbI
JOKyMEHTaM Ha MalllMHHOM
HOCHUTEJIE U MAIlIMHOTPAMME,
CO37]aBa€MbIM CPEICTBAMH
BBIYUCIUTEILHON TEXHUKHU.
OCHOBHBIE TIOJIOKEHUS
I'OCT o1 01.07.87 N 6.10.4-
84

COOCTBEHHHUK 1O  3alllUTe

Ha OOCTYI K IroCydapCTBCHHBIM I/IH(I)OpMaI_H/IOHHBIM

FOPUINYECKON CHJIBI
JIOKYMEHTa, MOJYyYEeHHOTO U3
UHQOPMALMOHHOW  CHCTEMBI
B CT.5 3akoHa  «0O06
uHpOpMaLUH,
nH()OPMAITMOHHBIX
TEXHOJNOTHSIX W 3aluTe

undopmarun» (2006
)

FOPUINYECKON CHJIBI
NIEKTPOHHOTIO JIOKyMEHTa B
3akoHe «OO0  3IEKTPOHHOM

nudposoit moamucu» (2002)

B yem cyTh npousomenmumx 3a 20 €T W3MEHEHUN?




Jluteparypa Kk 3aJaHUIO:

®enepanbHblii 3akoH Poccuiickoit @enepaunu ot 27 utong 2006 r. N 149-03 «O6
nH(popMaluu, THPOPMAITMOHHBIX TEXHOJIOTHAX U O 3a1uTe nHpopmaumn»// Poccuiickas rasera.
29 nrons 2006 . Ne 4131.

4. 3akoH P® «O06 snexrponnoit mudposoit moamucw» ot 10.01.2002 N 1-d3//Cobpanue
3akoHoxarenbcTBa Poccuiickoit @enepaunn. 2002. N 2. Cr. 127.

['OCT 6.10.4-84. YuuduuupoBaHHble CHCTEMBbI TIOKyMeHTauuu. [Ipunanue
IOPUAMYECKOM CHIIBI JOKYMEHTAaM Ha MAIIMHHOM HOCHUTEJIE U MAalIMHOIPaMME, CO3/1aBa€MbIM
CpEICTBaMH BBIYUCIIUTEIBHON TEXHUKH.

I'OCT P 51141-98. Jlenonpon3BoACTBO U apXUBHOE /1€J10. TepMUHBI U ONpeAcIeHUs.

Adanacwesa JI.I1. Uadopmaruzaiius apXuBHOTO Jiejia; OpraHu3amus u
ynpasienue//[Ienonpoussoactso. 2004. Ne 2.

Kykapuna KO.M. DnexkTpoHHble JOKYMEHTHI B 3aKOHOJATeNbHbIX akTtax ctpaH CHI//
OteuectBennsble apxuBbl. 2002. Ne 1. C.41-44.

Tema 3. Kinnaccudukanus 31eKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe m3yueHuss Hay4yHOM JIUTEpaTypbl IO MpoOIeMaM XpaHEHMs AJIEKTPOHHBIX
JOKYMEHTOB OTBETBHTE Ha CJIEYIOIINE BOIPOCHL:
1. KakoBrs1 COBpPECMCHHEIC KJ'IaCCI/I(l)I/IKaHI/II/I MAalIMHOYUTACMBIX TOKYMCHTOB

Jluteparypa k 3a1aHHIO:

3anaeB [.3. Ananu3 u kinaccuuKkanus MEKTPOHHBIX JOKYMEHTOB//BecTHUK apXUBHUCTA.
1999. Ne 2. C . 60-61.

Tema 4. KomniekToBaHue M 3KCNEPTH3a HEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe m3yueHusi Hay4yHOM JIUTEpaTypbl IO MpoOJIeMaM XpaHEHMs AJIEKTPOHHBIX
JOKYMEHTOB OTBETHTE Ha CIEAYIOIINE BOIPOCHI:

1. Kakue momxompl B Konmenmuum uHpOpMaTH3amuy apXWBHOTO Jefla  MPEJIaraioTcs B
o0JlacTH Tepeaayy Ha MOCTOSHHOE XPaHEHUE JOKYMEHTOB Ha HETPaIUIMOHHBIX HOCUTEINAX?

Jluteparypa K 3a1aHUIO:

Konuenmus nndopmatuzanuu apxuBHoro jaena // BectHuk apxuucta.1996. N 1. C.
60-82.

2. Kakoe 3HaueHHMe MMeeT BHEIpPEHHE HMH(DOPMAIMOHHBIX TEXHOJIOTUH B
JIeJIONPON3BOICTBO JJI1 KOMIUIEKTOBAHUS MMHU TOCYJapCcTBEHHBIX apxuBoB? Kakue mpoOiembl
BO3HUKAIOT NI€PENT apXUBaMH B cBsA3M ¢ peannsauueid OLIT «Onexrponnas Poccusa»?

Jluteparypa K 3a1aHUIO:

Tuxonos B.1. IOmun B.A. Byayt 11 B «3nekTpoHHOI» Poccun anekTpoHHbIE
apxuBbl?//OteuecTBeHHbIe apxuBbL.2002. Ne 5. C.12-19.

3. Kakue cymecTByOT KOHIENIIUN XPaHEHUSI MAIIMHOYNTAEMBIX TOKYMEHTOB?

Jluteparypa K 3a1aHUIO:

TuxoHos B.N. IOmun B.A. CoBpeMeHHbIE KOHIICOIINHU 3JIEKTPOHHBIX
nokyMeHToB//OTedecTBeHHbIE apXuBBL. 1999. Ne 1.

4. Ha3oBuTe KpUTEPUM SKCIEPTU3BI LIECHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB.

Jluteparypa K 3a1aHHI0:

OcHoBHBIE TIpaBuIiIa pabOThl apXUBOB opranuzaiuii. M.,2002. Yacts 3.

Tema 5. O0ecnieyeHne COXPAHHOCTH 3J1€KTPOHHBIX JOKYMEHTOB.
Ha ocnoBe u3yuenust tpebosanuit [OCToB oTBeThTE Ha ClIeyIOIIKE BOMPOCHI:
1. ®akTopsl, BAUAIOLIME HA COXPAaHHOCTD D/1,
2. HopmaTtuBHbIe ycnoBus xpaHeHus J/1.
Jluteparypa k 3a1aHHIO:
P/1 50-524-84 ITopsiniok xpaHeHUs] JOKYMEHTOB Ha MAIIMHHBIX HOCUTENSX.
I'OCT 28388-89. Cuctembl 00paGoTku uHpopMmanuu. JIOKyMEHTbI Ha MarHMTHBIX



HOCUTENSX NaHHbBIX. [1ops10K BEIMOTHEHNS U 0OpaleHusl.

Tema 6. D1eKTPOHHBIC APXHUBBI.

Ha ocHoBe m3yueHuss Hay4yHOM JIUTEpAaTypbl MO MpoOIeMaM XpaHEHMs AJIEKTPOHHBIX
JOKYMEHTOB OTBETBHTE Ha CJIEYIOIINE BOIIPOCHL:

1. KakoBa poJib MalIMHOYHUTAEMBIX JJOKYMEHTOB B Jieaonpou3Boctee 1960-80-x ronos ?

2. B Kakux OTpaciix yHpaBJICHUS CO3AAaBAJIUCHh OOJbIINE MACCHBBI MAIIMHOYHTAEMBIX
JIOKYMEHTOB.

3. Korma mammHOunTaeMble JOKYMEHTHl ObUIM OQUIMAIBHO BKIIOYEHBI B COCTaB
roCy/1apCTBEHHOI'0 apXHUBHOTO (OHJIa CTPAHBI?

4. B yem cnemuduka MAIIMHOYUTAEMBIX JOKYMEHTOB KaK OOBEKTOB apXHUBHOIO
XpaHEeHHUs?

5.Kakum o6pa3zom npobiieMa MalIMHOYNTAaeMbIX JOKYMEHTOB peIleHa 3a pyoexom?

6.KaxoBbl 3a1aun 1 GyHKIIUH, COCTaB TIOKYMEHTOB apXHMBOB MAllIMHOYUTAEMBbIX JAHHbBIX?

Jluteparypa k 3ajaHHIO:

I"apckoBa 1.M. ApxuBrupoBaHHe MallIMHOYUTAEMBIX JaHHBIX//MeXIyHapoIHbIe
muckyccun//Ub accoumanmu «Mcropust u komnbrotep» 1995. Ne 13. C. 15.

TuxonoB B.U., IOmuH B.A. DiekTpoHHbBIE apXUBBI U JJIEKTPOHHBIN JTOKYMEHTOO0OPOT//
OteuecTBeHHBIE apXUBBL. 1999. Ne 2.

Onu xe. bynyt nmu B «dnekTponHoi» Poccun anekTpoHHble apxuBbl?//OTeuecTBEHHBIC
apxuBbl.2002. Ne 5. C.12-19.

Tema 7. DnexTpoHHBIE apXWBBl KaK Pa3HOBUIAHOCTh MPHKIATHOTO MPOTPAMMHOIO
oOecrieueHus..

Ha ocnHoBe ananu3a peinka [10 B ob6macTu co3anus SJIEKTPOHHOTO apXHBa OPraHU3AINH
COCTaBbTE CJICTYIONIYIO TaOJTUYKY.

IIporpamma Pa3paboTunk DvyvHKIINH




Ilpunosicenue 1
AHHOTALIUA

JuctumnnHa «CHCTEMBI XpaHEHUS SJICKTPOHHBIX JIOKYMEHTOBY» pean3yercs: Ha (haKkyIbTeTe
apXUBOBEICHUS U JOKYMEHTOBEIEHUS Kadeapoit apXUBOBEICHUS.

Henp aucturummasl - [loAroToBUTh chenManucTa, 3HAIOIIETO TEOPETUYECKHE OCHOBBI
apXMBOBEJICHMSI 3JIEKTPOHHBIX JIOKYMEHTOB, BJIAJCIOIIET0 METOAMKOW OpraHU3ALMHM XpaHEHUS,
KOMIUIEKTOBAHMSI, Y4Y€Ta W HCIOJb30BAHUSA DJIEKTPOHHBIX JOKYMEHTOB pa3jIUYHBIX BHUJOB
npencraBieHus nHpopmanuu U GopMaTOB HA COBPEMEHHOM 3Tarle.

3ajaud JAUCHUILUIMHBL - U3YYUTh OCOOCHHOCTH JJIEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB
apXUBHOTO XPAaHEHHUS B OTEUECTBEHHOW U 3apyOekHOI ucTopuorpaduu;

- chopMUpOBATh TPEACTABICHUS O HOPMATHBHOW METOMWYECKOW 0aze XpaHCHUs
AJIEKTPOHHBIX TOKYMEHTOB, B. T. 4. B cocTaBe ApXuBHOrO oHna PO;

- cdopMHpOBaTH MpenCTaBleHHEe 00 00ecneueHHH  COXPAHHOCTH, y4deTe M OIMCAHHU
3JIEKTPOHHBIX IOKYMEHTOB, OPTaHU3AIMH UX ONEPATUBHOTO U JI0JITOBPEMEHHOIO XPAHECHHS;

- I3YYHUTh KJIACCU(DUKAIHIO JIEKTPOHHBIX JOKYMEHTOB;

- W3YYUTh OPraHU3alMI0 KOMIUIEKTOBAHMS APXUBOB OPraHMU3allUi, TOCYJAapCTBEHHBIX U
MYHUIUTIATIBHBIX apXUBOB JJIEKTPOHHBIMU JTOKYMEHTAMU;

- U3yYUTh KPUTEPUHU IKCIIEPTU3BI HEHHOCTH D/I;

- U3yYUTh MPOTPAMMHOE 00€CTIeUeHUE SIS DJIEKTPOHHBIX apXHUBOB.

JlucuuinHa HarpaBieHa Ha (POPMUPOBAHUE CIICTYIOIINX KOMIICTCHIIUI:
OIIK-4. Cmnocoben wucmoap30BaTh 0a3oBble 3HAHMSA B 00JacTH  WHGOPMAIMOHHO-
KOMMYHHKAITHOHHBIX TEXHOJIOTHH B c(hepe cBoel podeCCHOHATBHON e TeILHOCTH

B pesynbraTe 0OCBOCHUS NUCIUILTMHBI 00YYaIONUICS TOKEH:

3HATh:

- OCHOBBI TEHJECHIMM IPABOBOTO PETYJIMPOBAHMUS  XPAHEHHS AJIEKTPOHHBIX JIOKYMEHTOB
(3M1) B poccuiickoM 3aKOHOJATENbCTBE, OCHOBHBIE TEH/ICHIIUAX B Pa3BUTHH MIPABOBOM 0a3bl;

- poJb D3JEKTPOHHBIX apXWBOB B COCTAaBE€ HALIMOHAJIBHBIX ApPXMBHBIX CIIYy)KO MuHpa, HX
GbyHKIMH B TPOGUIIE;

- OCHOBHBIE MEXAYHapoIHbIE M MEXIOCYJapCTBEHHbIE CTaHAApTBl B  o0nactu
JOJITOBPEMEHHOTO U MOCTOSTHHOTO XpaHeHus J/1;

- TIOJIOXEHUS HAIIMOHAJIBHBIX U OTPACIEBBIX CTAHIAPTOB U METOJANYECKUX PEKOMEHAALNN 110
METOAMKE OpraHU3alluM XPAHEHHs, KOMIUIEKTOBaHUS, y4yeTa M HCIOJIb30BaHUS 3JIEKTPOHHBIX
IoKyMeHTOB B P®, meroamueckue pa3paboTku ¢enepaqbHbIX M PErHOHAIbHBIX apXHBOB,
BenOMCTB P® ;

- PpOJIb BIIEKTPOHHBIX IOKYMEHTOB B cocTaBe ApxuBHOTO (poHma PP Ha coBpeMEHHOM 3Tare;
UX IIEHHOCTh KaK UCTOPUYECKUX UCTOUYHUKOB;

- IPUHIIMITBI ¥ TIPU3HAKK KIIACCU(PUKAIIUN DJICKTPOHHBIX JOKYMEHTOB;

- O0COOEHHOCTH y4eTa M OIHUCAHUS SJEKTPOHHBIX JOKYMEHTOB Ha OCHOBE METOJUYECKHX
pa3paboTOK pOCCUNMCKHX U 3apyOEKHBIX apXUBOB;

- OCHOBBI 00€CIHEYEHHUsI COXPAHHOCTU 3JEKTPOHHBIX JOKYMEHTOB IPHU JOJITOBPEMEHHOM U
MIOCTOSSHHOM XPAaHEHUHU B T.4. HA OCHOBE OIIbITa U METOJUYECKHX Pa3pabOTOK POCCHUNCKUX U
3apyOexKHBIX apXHUBOB;

- COBPEMEHHBIH OMBIT M0 CO3/IAaHUIO AJIEKTPOHHBIX apXMBOB B HAIIEH CTpaHe U 3a pyOEeKOM
KaK YYpEXKICHUH, CTPYKTYPHBIX MOAPA3IACICHUM MUHUCTEPCTB U BEIOMCTB, KOPIOpPALMi
OCYIIECTBISIONIMX JOJrOBPEMEHHOE M TOCTOSIHHOE XpaHeHue OJJ[, cocrtaB ux (QOHIOB,
HMCTOYHUKU KOMIUIEKTOBaHUS, (yHKIUY;

- (YHKIMH DIEKTPOHHBIX apXMBOB KaK pPa3HOBUIHOCTH TPOTPaMMHOTO oOOecreueHus,
Kkputepuu Bbidopa [10 11 31eKTpOHHOTO apXuBa;

- OCHOBBI OPT'aHM3AIIMH IEKTPOHHOI'O apXMBa Ha MPEAIPUATUH, YUPEKACHUU.



YMETb:

- OpraHu30BaTh IIOCTOSHHOE W JOJTOBPEMEHHOE XPAHEHHUE JJIEKTPOHHBIX JTOKYMEHTOB B
COOTBETCTBHUM C HAyYHbIMM MPUHIMUIIAMA W HOPMATHBHBIMU TpPEeOOBaHMSIMM, a TaKXKe
CTaHJAapTaMU U METOJUYECKMMH PEKOMEHIALUAMU ;

- HCTOJIb30BaTh CYHIECTBYIOLIUME METOJUYECKHE pa3pabOTKU M CTaHAAPTHI ISl CO3/aHUs
JIOKQJIBHBIX HOPMAaTHBHBIX AaKTOB, WHCTPYKUMH M PYKOBOACTB, DPETIAMEHTUDPYIOLIUX YYET,
OIHCaHUE, XPaHEHHE AJIEKTPOHHBIX TOKYMEHTOB;

- OpraHM30BaTh KOMIUIEKTOBAHUE apXWBa OPraHU3allUd DJIEKTPOHHBIMU JIOKyMEHTAMH,
0(OPMHUTH COOTBETCTBYIOLIYIO COITPOBOAUTEIBHYIO M YUEHYIO IOKYMEHTALIUIO B COOTBETCTBHH C
HAyYHBIMH TPUHIUIAMH ¥ HOPMATUBHBIMU TpPEOOBaHHMSIMH, a TakkKe CTaHAapTaMu U
METOJIMYECKUMH PEKOMEHAAINSIMY;

- COCTaBUTh peKoMeHnarmu ais ciayxk0el UT mo BeIOOpY TEXHHMUYECKOTO M MPOTPaMMHOTO
o0OecnieyeHuss [UIsl 3JEKTPOHHOTO apXuBa OPraHM3allUd B COOTBETCTBUUM C HAyYHBIMH
MPUHIIUIIAMA W HOPMATHBHBIMU TPEOOBAHMSIMH, a TakXKe CTaHAApPTaMU U METOTUYECCKUMH
PEKOMEHIalUsAMU;

- COCTaBUTh JIOKAJIbHbIE HOPMATHBHBIE aKThl U PYKOBOJCTBA Ui pabOThI 3JIEKTPOHHOTO
apXuBa OpraHU3allNH;

CO3/1aBaTh CIIPABOYHO-IIOMCKOBBIE CPEJICTBA JJIsl apXUBA DJIEKTPOHHBIX JOKYMEHTOB

BJIAJIETh:

- TEXHOJIOTHSIMH KJIaCCU(UKALIMH, TOMCKA JOKYMEHTOB B 3JICKTPOHHOM apXHBe);

- IOMCKOM NPOQHMIbHBIX HH(GOPMAIIMOHHBIX PeCypcoB B ceTu MHTepHeT

- HaBBIKAMHU BBIOOpAa M CPaBHEHUS MPOTPAMMHBIX KOMILJIEKCOB JJISl 3JIEKTPOHHOIO apXHBa
OpraHM3alHH.

- HaBBIKAMHU y4eTa U obecrieueHus: coxpaHHocTu /1.

[To mucruIuiHe MpeIyCcMOTPEeHA TPOMEXKYTOUHAs aTTecTalus B (hopMe IK3aMeHa.
OO6m1ast TpyA0€MKOCTh OCBOCHHUS TUCIUTIIIMNHBI COCTABIISICT 3 3a4CTHBIC STUHUIIBI.
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