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1. HosscHuTEAbHAA 3AIIHCKA

1.1. Ilenp v 3aga4u AUCHUTLIAHBI

Ueﬂb Oucuunﬂqul - U3YUCHUC TCOPCTHUYCCKUX HpO6JI€M U OPUKIAIHBIX ACIICKTOB
I/IH(bOpMaTI/IBaHI/II/I APXHUBHOTI'O Ac€jia, OCHOBHBIX HaHpaBJ’ICHI/Iﬁ BHCOPCHUA PIH(bOpMaI_[I/IOHHBIX
TEXHOJIOTHUH B AESITEIHFHOCTD apxuBa.

3ajaun JUCHUTIIINHBI:

1) u3y4eHre OCHOBHBIX TOHSTHH, HCIONB3YEeMbIX B IIPOLECCE MPUMEHEHUS
UHGOPMAIIMOHHBIX TEXHOJIOTHIA B apXHUBHOM JIEJIC;

2) W3y4YeHUE HMCTOPUM MEXaHM3allMM W AaBTOMATH3allMK apXHMBHOIO Jejia B HaIIeH
CTpaHe U 3a pyoexom;

3) u3yuyeHHe HOPMATHBHO-IIPABOBBIX OCHOB INPHMEHEHHs HH(MOPMAIMOHHBIX
TEXHOJIOTHI B apXUBHOM JIEJIE;
4) u3ydeHHe TEXHHYECKOr0 U MPHUKIAJHOIO MPOrPaMMHOIO  OOeCIedeHHs,

WCIIOJIB3YEMBIX IIPU OPTaHU3ALUU SJIEKTPOHHOTO

JIOKYMEHT0000pOoTa, HH(OPMALMOHHOM OOECICYEHUH YIIPABJICHUSA, OpraHU3aluu
ApPXUBHOTO XpaHEHUs JOKYMEHTOB Ha TPAIUIIMOHHBIX U JIEKTPOHHBIX HOCUTEIAX;

5) u3yyeHne NPUHIKMIOB BHIOOpAa W OpPraHU3aIlMd BHEAPCHUS W HCIOJb30BAHHUS
TEXHUYECKOTO U MIPOrpaMMHOTO 00eCIIeueHNs;

6) u3ydyenue MHPOPMAITMOHHBIX CHCTEM M OCHOBHBIX HH(POPMAI[MOHHBIX PECYPCOB B
apXUBHOM JIEJI€;

7) W3ydeHHWe W aHalIM3 CPEACTB 3aIlUThl HMHOOPMAIMK B HHPOPMAIIMOHHBIX

CUCTCMAX, UCITI0JIb3YCMBIX B apXHUBHOM ACJIC.

1.2. llepevyeHb MJIAHMPYEMBbIX Pe3yJILTATOB 00yUeHHs 0 JUCHUILINHE (MOAYJIIO),
COOTHECEHHBIX C HHANKATOPAMM J0CTHKEHHUSI KOMIIeTeHI Uil

Kommnerenuus HNuaukaTopsl IlepeyeHsb NJIAHUPYEMBIX Pe3yJIbTATOB
(xom m KOMIeTeH Ui 00y4eHHs M0 JTUCHUTIINHE
HalMEHOBAHHUE) (KoJ M HAUMEHOBAaHUE)

OIIK-4. Cnocoben OIIK 4.3. Obnanaet 3HaTh — OCHOBHBIE HH(OPMALIMOHHbIE
HCIIOJIB30BaTh HaBbIKAMH oubnorpaduueckue pecypesl 1o
0a30Bble 3HaHUS B UCIIOJIb30BaHUS JIOKYMEHTOBE/IEHUIO Y apXUBOBEJICHHIO;
o0mnactu UH(POPMAaIMOHHO- TUIIOBOE NPOrpaMMHOE 0OecIieueHue,
UH(POPMAIHOHHO- KOMMYHUKAIIHOHHBIX npuMeHsieMoe JUTsl QyHKIIMOHUPOBAHHS
KOMMYHHUKAIIMOHHBIX | TEXHOJIOTHI B cepe aBTOMaTU3MPOBAHHOW CUCTEMBI
TEXHOJIOTHH B chepe | TOKYMEHTAlMOHHOTO [EHTPAIN30BAaHHOTO Y4eTa JIOKyMEHTOB

CBOEM
npodecCHOHAIbHON
JESITEIbHOCTH

o0ecrieyeHus ynpaBiIeHUs
Y apXUBHOTO Jieja

ApxusHoro ¢onna PO,
ABTOMaTH3MPOBAHHOI'O IIEHTPAIBHOTO
(bOHIOBOTO KaTasiora

YMeTb — OCYIIECTBIISTH TOUCK HAYYHO-
TEeXHUYECKON MH(OpMAIMH 10 CBOEH
PO eCCHOHAIBHON e TENHHOCTH;
pa3buparbcs B 6a30BBIX aclEKTax
(GYHKIIMOHUPOBAHUSI COBPEMEHHBIX
MH(POPMAIIMOHHBIX CUCTEM B apXUBHOM
Jene.

Baaners -  HaBbIKaMM HCIIOJIB30BAHMUS
KOMITBIOTEPHON TEXHUKH U
MH(POPMALIMOHHBIX TEXHOJIOTUH,
OCHOBHBIMHM METO/IaMHU, CLIOCO0aMHU U




CpEIICTBAMU TIOTyUYEHUS, XPAHCHUS,
nepepaboTKku HHPOPMAIUNY ; HABBIKAMH
BBIOOpA MPOTPAMMHOTO 00SCTICUCHUS JISI
HH(pOpPMaTMOHHOTO 0OecTIeUeHUS
JIESITEIIbHOCTH apXHBOB.

1.3. MecTo TUCHMIUIMHBI B CTPYKTYPE OCHOBHOW 00pa30BaTeIbHON POTPAMMBI

Hucumumna  «VHpOpMallMOHHBIE TEXHOJOTUH B AapXMBHOM JIEN€» OTHOCUTCS K
00s3aTenpHOM YacTu 0JI0Ka AUCHMILIUH Y4eOHOTO MIIaHa.

JUis  OCBOEHMsSI JMCLUUIUIMHBI HEOOXOIMMBI  3HAHUS, YMEHHUA U  BIIAJCHMUS,
chOpMUPOBAHHBIE B XOJ€ H3YYEHUS  CICAYIOIUX TUCHUIUIMH: -  «MHpopmanmoHnHas
IBpUCTHKAY; «HDOpMAIIMOHHBIE TEXHOIOTUNY, K APXUBOBEICHHE.

B pesynbraTe OCBOGHMS AMCUMILIUHBI (GOPMUPYIOTCS 3HAHUS, YMEHUS M BIAJCHUA,
HEOOXOUMBIE U1l U3YUYEHUS CIEAYIOUIUMX AMCLUUIIIMH U MPOXOKAEHUS MpakTuk: «Cucremsl
XpaHEHUs 3JIEKTPOHHBIX TOKYMEHTOB»; «HayuHO-TeXHUYECKHE apXUBbD; «AyIUOBH3yalbHbIC
ApPXUBBI».




2. CTpyKTypa JUCUMILIIHHBI

OO6mmas TpyA0€MKOCTh TUCIUIUIMHBI COCTaBIsIeT 3 3.€., 108 akagemMuyeckux 4acos.

CTpyKTypa JTHCUMILIMHBI JIS 04HOI opMbI 00yUeHMsI

O0beM TUCIUIUIMHEI B ()OpME KOHTAKTHOW PabOThI OOYYAIOMIMXCS C MEAaroru4ecKuMHU
paboTHUKaMu W (WJIM) JTUIAMHU, IPUBJICKACMBIMH K pealn3aiuyd 00pa3oBaTeIbHOW MPOrpaMMbl

Ha WHBIX YCJIOBUSX, IPU MPOBEICHUN yUEOHBIX 3aHITHHI:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuecTBo
4acoB
6 Jlexknun 16
6 JlaboparopHbie pabOTHI 24
Bcero: 40

O0BeM AUCHUIUIHHBI (MOIYJIs) B hOPME CaMOCTOSATEILHON pabOThl 00YUYAIONIUXCSl COCTABIISIET
68 akamemMHueCcKUX Jaca.




3. ConeprxkaHue T CUUILIHHBI (M00Y/1:1)

Ne

HaumenoBanue
pa3nena
AU CHHUILINHBI

Conep:xanue

1.BBenenmue.

IIpenmer, nens u 3agaun Kypca. IcToOUYHMKHY U JInTeparypa 1o
Kypcy. XapakTepuCTHKa 3aKOHO/1aTEIbHbIX, HOPMAaTUBHBIX U
METOINYECKUX JOKYMEHTOB, HALIMOHAJIBHBIX U MEXIyHApOJHbIX
CTaHJIapPTOB IO M3y4YaeMoii mpodiemaruke. MecTo Kypca cpenu
JOpyTUX AUCLHUILIMH. B3auMOoCBs3b Kypca ¢ JUCIUIIIIMHAMU
«/loxymeHnroBenenue», « OCHOBBI U TEXHOJIOTUS
JOKYMEHTAlMOHHOTO 00eCIeyeH!s yIpaBIeHUs» U JIp.
OcHoOBHbIE IOHATHUA Kypca: MEXaHU3alusl, aBTOMaTU3aLus U
uHpopmaruzauus JJOY u apxuBHOro aena, THGOPMALUOHHbIE
texunonoruu (UT), uadpopmarnmonnsie cucremsl (MC),
KOpPIIOpaTUBHbIE HH()OPMALIMOHHBIE CUCTEMBI,
aBromarusupoBanHbie cucteMsl JJOY (AC IOY), anekTpoHHbIe
JOKYMEHTBI, JIEKTPOHHBIN apXUB, APXUB JIEKTPOHHBIX
JIOKYMEHTOB, aBTOMaTU3UPOBAHHBIE APXUBHbBIE TEXHOJIOTUHU U JIP.
ComnocraBneHne MeX,IyHapoAHOH U 0Te4eCTBEHHON NPOoPUIbLHON
TEpMHUHOJIOTHU. Posb Kypca B COBEpILIEHCTBOBAaHUM OpPraHU3aluu
paloThI ¢ JOKYMEHTAaMH B YIPABJICHUH, CO3aHUU ONTUMAIbHBIX
YCIIOBUH pabOTHI CITY>KO TOKYMEHTAIIMOHHOTO 00CCIICUCHIS
yIpaBJIeHUs U apXuBa. 3HaUeHHE HHPOPMATU3ALUN APXUBHOTO
7ena Ha coBpeMeHHOM dTare. OcHOBHBIE HH(OPMAIIHOHHBIE
TEXHOJIOIMH, TpuMeHsiemble B JIOY u apxuBHOM Jeie.
WNudopmannoHHbie CBOMCTBA JOKYMEHTOB. 3aKOHOMEPHOCTH
pocTa U CTapeHUs JOKYMEHTHOW HHpOpMaLUu.
ABTOMaTH3MpPOBAaHHBIE HH()OPMAITIOHHO-TIONCKOBBIE CUCTEMBI H
ux knaccuukanus. OTpacieBas CUCTEMa HAyYHO-TEXHUYECKOH
nHpopmanuy B 00JaCTH JOKYMEHTOBEACHUS U apXUBHOTO JIejIa.

Paznen 2. Wctopus
MEXaHUu3aluu U
ABTOMAaTH3aLUU
apXUBHOTO JIeTia B
Halllel cTpaHe U 3a
pyOexxoM

DTarnbl aBTOMaTU3AIMKI apXUBHOTO Jena B KoHIe XIX — KoHIe
XX BB.: pa3BUTHE TEXHUYECKOTO 0OecreyeHus, HOCUTeIen
nH(pOpMaLIUY, TPOrPAMMHOTO U JMHTBUCTUYECKOTO 00ECIICUEHHUS.
IIepBble HEHTPBI XpaHEHHSI MALIMHOYUTAEMBIX TOKYMEHTOB:
apXUBbI OTPACIIEBBIX BBIYUCIUTEIbHBIX LIEHTPOB U INIaBHBIX
BbIUHCIUTENbHBIX 1IeHTpoB (I'BLI). Biusiaue aBromarusaiu B
opranax Hay4yHo-TexHuuyeckoil nndopmaruu (HTU) Ha apxuBHOe
neno. YueTHble U UHPOPMALMOHHO-TIOMCKOBBIE
aBTOMATHU3HPOBAaHHBIE CUCTEMBI B apxuBax. [lakeTsbl npukiIaaHbIX
IporpamMM it apXUBHOTO Jiena. MIHpOopMamoHHO-TOUCKOBBIE
Te3aypychl. MexapxuBHbie aBToMatusupoBanasie UIC.
ABTOMaTH3UPOBAaHHAsl CUCTEMA HAYYHO-TEXHUYECKON
unpopmannu (ACHTH) Ha ocrose LlenTpansHOro

¢donnooro karanora (LI®K) rocygapcTBeHHOro apXuBHOTO
donga CCCP. ApxuBoBeeHNE MAIITMHOYUTAEMBIX JIOKYMEHTOB
(MY]l). Buenpenue nHPOpMAIIOHHOTO MOAX0/1a B
apxuBoBenenue. Tpynsl B.H. ABrokparosa, K.b. ['enpmana-
Bunorpanosa, K.W. Pynenscon, P.H. Edbumenko u ap.
[IpumeHeHne aBTOMaTU3UPOBAHHBIX CUCTEM 00pabOTKH
1300paskeHM U1 pecTaBpaiui J1okyMeHToB (ACOUN3).




OneIT aBTOMATH3AIMH APXUBHOTO Jiea 3a pyoekom B 1940-
1970-¢e rr. O6cyx)aenune mpodaemM nHHOpPMATH3AINHA APXUBHOTO
nena Ha konrpeccax MCA, coznanue Komurera no
asromatusanuu MCA. Uadopmaruzamus B ctpanax CIIA,
3anaanoit EBponsl, crpanax COB. Coznanue AUTIC, navano
MIPUMEHEHUSI KOMITBIOTEPHBIX CETeH,

CO3/IaHHE APXUBOB MAIIMHOYUTAEMBIX JTAHHBIX. APXUBOBEICHHE
MalIMHOYUTAEMbIX JOKYMEHTOB 3a pyoexxom. Tpyasl [Ix. Poynca,
JIx. Tectona, Y. Joutapa, M. Keppoia.

Pazpmen 3.
HopmartusHo-TipaBoBast
0a3a uH(pOpMaTU3AUU
apXUBHOTO JIeTIa.

PernamenTanus nHpopMaTH3alUU apXUBHOTO JIea B POCCUHCKOM
3akoHoJaTenbCcTBe. 3aKkoH PD «O06 nndopmarum,
MH(OPMALIMOHHBIX TEXHOJIOTHUSAX U 3auuTe nHpopmanuny», «O0
apxuBHOM Jiene B Poccuiickoit denepanun», 3aKOHBI CYyOBEKTOB
(benepanuu u 1pyrue HopMaTuBHbIE akThl. [IpoGiieMbl aBTOpCKOTO
IpaBa ¥ JI0CTyMa K 0a3aM JaHHBIX, 3aIIUTHl HHPOPMALUH,
nHpopManoHHOU O6e3omacHOoCTH. PeriiaMenTalus BOnpocos
nH(POPMATHU3ALNU APXUBHOTO JIE]Ia B IIOCTAHOBIICHUSIX
[IpaButensctBa PO, cyobekToB (henepannu, npukazax Pocapxusa
U APYTUX HOPMATUBHBIX akTax. denepanabHble U peruoHaIbHbIE
nporpaMMbl HHPOpMaTH3auu apxuBoB. KoHuenims
nHpOpMATH3aLNU apXUBHOTO fena B PD, mporpamma
nHpopmaruzanuu OeeparbHOrO ApXUBHOTO areHTCTBA U MO/~
BEJIOMCTBEHHBIX eMy yupexaeHuil Ha 2011-2020 rr.
HopmartuBHo-meToanueckue pa3padotku PocapxuBa u apXuBHBIX
yupexaeHui.«lIpaBuina opranusanuy XpaHeHus,
KOMILIEKTOBaHUS, y4€Ta U UCIOJIb30BaHUS JOKYMEHTOB...» B
roCy/1apCTBEHHbIX, MyHUIIUIAIbHBIX apXUBaX, My3esX,
oubnmoTekax, apxuBax PAH 06 uHpopmaTu3anumu apXuBHOTO
JieJ1a ¥ XpaHEHUH 3JIEKTPOHHBIX TOKyMeHTOB. KoHuenuus
nHpopMaTHU3aLuu apXuBHOro ena B Poccuu;

oTpaciieBas IporpaMma nH(opMaTu3alnuy apxuBHoOro nena B Poc-
cun. PenepanbHas LeneBas nporpamma «iaeKTpoHHas Poccus»
Ha 2002-2010 rr. (2002 r.) 1 apxuBsL. [lepcieKTHBHOE U TEKyIIEe
IUTAaHUPOBaHKUe paboThI 10 HH(popMaTH3aLUu oTpaciu. Ilnansl
HUP. Ponp ®enepanbHoro apxusHoro arenrcrsa 1 BHUMJIA /L.
HenTp nndopmannonHsix TexHonoruit Pocapxusa. JlesTensHOCTD
DKCNepTHOM KOMUCCUU 110 aBTOMATU3UPOBAHHBIM apXHUBHBIM
texHonorusm Pocapxupa. Ceknus LIC Poccuiickoro obmiectBa
ucTopukoB U apxuBUCTOB (POUA) «OneKTpoHHbIE TOKYMEHTHI U
apXMBbI: MPOOJIEMBI U pelIeHus». MexayHapoiHble GopMaThl U
craniaptel onucanus. Crangapt ISADC(G) (1994).

Pa3nen 4.

OCHOBHBIE OOBEKTHI U
TIPUHIUITBI
aBTOMAaTHU3aInn
apPXUBHOTO JIeJa.

OObeKTbI, NPUHIUIIBL, €U, 337a4d U HAIIPaBJICHUS
nH(pOpMaTHU3aLUU ApXUBHOTO Jiena. Buasl HHPOpPMaMOHHBIX
TEXHOJIOT U, MPUMEHSIEMbIX B apXUBHOM JIEJIE.

Opranuzanus HHPOPMATU3aIUN HA YPOBHE apXUBa.
[InanupoBanue padbotsl 1o BHeaApeHuto AAT B apxuBax.
IIporpammbl nHOpMaTH3AMK OTJEIBHBIX (peepaNbHBbIX,
LEHTPATBHBIX PECITyOIMKAHCKUX U TOCYAapCTBEHHBIX KPAEBbIX,
00JIaCTHBIX, MYHUIIUTATIBHBIX apXUBOB. CTPYKTYpHBIE
MOJIpa3/IeIeHUs apXHUBa, OTBEYAIOLIHE 32 HHPOPMATU3ALIUIO.
Otansl BHeApeHUst AAT B apxuse. Jtansl BHeApeHus AAT B




apxuBe. BbiOop nmporpaMmHoro odecrneyeHus u pa3padoTymKa.
CkragpIBaHHE COBPEMEHHOTO PhIHKA IIPOTPAMMHOT0 00eCTIeYeHNUS
B 001acTH apXUBHOTO Jiena. L{eHTphl pa3paboTuruKu mporpamMmm
ISl apXUBHOM OTpaciy: apXHUBbl, CHCTEMHBIC HHTETPATOPBI,
Hay4HbIE YUpPEKIeHUS U By3bl. [locTaHoBKa 3a/1a4H U
TeXHHYECKoe 3a7anue. Jloropop ¢ pa3paboT4ukoM. Y CTaHOBKA

W ajanTanus nporpaMmsl. [IpobGiemMa KOHBEpTHPOBAHUS JaHHBIX B
HOBBIE BepcHuH Iporpammbl. OOydyeHne nepcoHania.

Pasznen 5. basel jaHHBIX
B apXHMBHOM JIEJIE.

Cucremsbl ynpapiieHus: 6a3aMu JaHHBIX, IPUMEHSIEMbBIC B apXUB-
HOM Jiene. PersiiionHas u nepapxudeckasi CTpykTypa 0a3bl
nanabix.[loctpoenne nH(OIOrNIECKONH MOICTH U
natanorudeckoit monenu b/[. Beioop THIOB 00BEKTOB, UX
aTpuOyTOB, HICHTU(UKATOPOB OOBEKTOB, OMPEICTICHUE TUTIOB
CBsI3€ii, BEIOOP MOJIETN IaHHBIX, CTPYKTYpUPOBAHUE JAHHBIX,
npoeKkTupoBaHue oTueToB. [Ipobiema co3naHus TUIIOBOTO
(oO1mIeoTpaciaeBoro) MporpaMMHOTO 00ECTICYCHUSI.
@OyHKIMOHANBHBIN noaxoA (paspaborku BHUN-

JAl) v uHTEerpUpOBaHHBIN TTOAX0 (pa3padoTku Pocapxusa).
WNuTerpupoBanHas MoieIh HHPOPMAITMOHHON CHCTEMbI apXUBa,
OCHOBaHHOM Ha MHOTOYPOBHEBOM omnucaHuu. CUCTeMbI
yIpaBlicHUs 0a3aMu JaHHBIX, IPUMEHSIEMBIC B apXUB-

HOM JIeJie.

Paznen 6. IlpuknagHoe
IPOrpaMMHOE
obecrieyeHue s
ABTOMAaTH3UPOBAaHHbIX
APXHUBHBIX TEXHOJIOTUI
(AAT).

Buzbl 1 pa3HOBUIHOCTH aBTOMaTU3UPOBAHHBIX
WH(POPMAIIMOHHBIX CHCTEM B apXuBHOM jene. [Ipu3Haku
KJaccuukanuu UHOOPMAIIMOHHBIX CUCTEM: YPOBEHb MHTErPALIH
JAaHHBIX B paMKax apXuBa, Ha3HAUEHUE CUCTEMBI (yueTHas,
MH(pOPMALMOHHO-TIOMCKOBas!, aIMUHUCTPATUBHO-
yTpaBieHYecKast); YHKIIUN CUCTEMBI (Y4eT, KOMIUIEKTOBAaHHE,
CIPaBOYHO-TIOUCKOBBIE CPE/ICTBA, UCIIOIb30BaHUE U JIP.);
YpOBEHb ONHCaHUs JAHHBIX (MEXXapXUBHbIE, MEK(DOHIOBBIE,
BHYTPU(OHOBbIE); 00bEKT onucanus (GoH[, ONHCH, 1e10,
JOKYMEHT); BUJ TPaJAULIMOHHOTO CIIPABOYHUKA (3JIEKTPOHHAs
OIUCh, KaTaJor U JIp.); BUA APXUBHOIO YUPEXKICHHUS
(MH(pOpMAIMOHHBIE CUCTEMBI JJI1 ApXUBOB OpraHU3aIHM,
roCy/apCTBEHHBIX U MyHHUIUNIAJIBHBIX apXUBOB,

OpraHoOB yNpaBJIEHUs apXUBHBIM AesoM), hopMma peanuzanuu (11K
n JIBC, HTepHeT, THpa)KUpOBaHUE HA HOCUTEISX).
CoBpeMeHHbIE aBTOMAaTU3UPOBAaHHBIE APXUBHBIE TEXHOJIOTHH:
IIPOrpaMMBbI JIUIsl aBTOMATU3ALUN y4eTa, KOMIUIEKTOBaHUS,
9KCIIEPTU3BI IEHHOCTHU, O0ECTIEUEeHUSI COXPAHHOCTH,
HCIIOJIb30BaHUS JJOKYMEHTOB, aBTOMaTU3UPOBAHHBIE
MH(}OPMALIMOHHO-TIOUCKOBBIE CUCTeMbI. IHTEerprpoBaHHbIE
MHOTO(yHKIIMOHAJIbHBIE TIporpaMMbl. MHpOpManinoHHble
npouecchl U QyHKIUHU B CUCTEME «YYeT apXUBHOTO (hOHA»
(Mucodt). O6mmeorpacneBas cucTeMa aBTOMaTU3UPOBAHHOTO
ydera JoKyMeHToB ApxuBHoro (ouaa P®. [Tporpammer
«ApxuBHBIH (HoHIY, «DOHIOBBIN KaTanor». MexxapXuBHble 0a3bl
JaHHBIX (peecTp YHUKAIbHBIX JOKYMEHTOB ApXUBHOTO (poHa,
aBTomarusupoBaHHblii [IOK, «ApxusHas Poccuka» u np.).
WNndopmarnzanus apxuoB opranuzanuii. OCHOBHbIE TPOOIEMbI
KOMIIbIOTepHU3aIy HHpopMarnoHHoro noucka. UI1C




JIOKyMeHTalbHbIe U (akTorpapuueckue. Knaccuduxarms
MH(POPMaITMOHHO-TIOUCKOBBIX S3bIKOB. becTezaypycHblit
nouck. Te3aypycel u ux pepaktupoBanue. Kiaccupukaropst
JOKYMEHTHOM H(pOpMauyu — uX yHUPUKAIUSI U
penaktupoBanue. Ctanmapru3zanus GopMaToB OMUCAHUS
noxkymeHToB. EKJIM. DnekTpoHHbIE MyTEBOAUTENH, OIKCH,
katayioru, ykazareiau. Mexapxusubie AUTIC. bank nanubx
«Knura namaruny, « ApxuBHas Poccuka», ALIOK.
[TonunotexcToBbie AUTIC. HTErpripoBaHHBIE TOUCKOBHIE
CUCTEMBI U MPOrpaMMHOE O0eCTieueHue sl UX pean3alluu.
OmneiT I'naBapxuBa r. Mockssl, 'AP®, Apxusa PAH,
peruoHaNbHbIX apxuBOB. [Iporpammusiil kommuieke «Kauncca-
ApxuB» 1 €ro BHeApeHHe. MeXyHapO HbIE TPOESKThI
KOMITBIOTEPU3ALIMH APXUBHBIX TEXHOJIOIMI — «ApXUB
Komunrepna», «CBAI.

Paznen 7.
NHTepHEeT-TEXHOIOTHH
1 MHQOPMAIIMOHHBIE
pecypesl,
UCIIOJIb3yeMbIE B
apXUBHOM JieJe.

[IpuMeHEeHHE CETEBBIX TEXHOJIOTUH B HH(OPMAITMOHHOM
obecrnieueHnr pabOThl ApXUBOB, CO3JaHUN MEKAPXUBHBIX
MH(POPMAIIMOHHO-TIOMCKOBBIX CIIPAaBOYHHUKOB, YIIPABICHUH
oTpacibio. ['106anbHbIe BEIUMCIUTENbHBIE CETH U aPXUBBHI.
[IpoGnema co3ganust pecypcoB OTE€UECTBEHHBIX apXUBHBIX
yupexaenuit B Iarepuete. O6merocy1apcTBeHHbIE apXUBHBIE
nopTajibl — «ApXUBBI YKpauHbl»; « ApxuBsl benopyccuny;
«Apxusl JIutee». Caiit PocapxuBa «Apxusbsl Poccumy.
Meroanueckue ykazanus Pocapxusa 11o co31aHuio canura
ApPXUBHOTO YUPEXKACHUS. XapaKTepUCTUKa HH(OPMAIITMOHHBIX
PECypCcoOB POCCUICKUX apXMBOB B IJ100aJIbHOM CETH: CANTHI
npeacraBuTeNnbckue u Hayunble. [Ipoonemsr myonukanun HCA u
nokymeHToB B HTepHeTe. bubmmoreku cepimok. CalT « ApXUBBI
mupa» FOHECKO. Opranuszanus 10CTymna K 3JIEKTPOHHBIM
pecypcam o fokymeHTax ApxuBHoro (ponga PD, pazmernieHHbIM
Ha noptaiie «Apxussl Poccun», B ToM uncie «LlenTpansHomy
(dhonmoBOMY Kartajory»; «Peectpy yHUKaIbHBIX JOKyMEHTOB.
Co3nanune «EnnHoi uHTErpaliuoHHON M1aT(hOpMBbI
MH(}OPMAIIMOHHBIX PECYPCOB» POCCUNCKUX APXHBOB.

Paznen 8. Texuonorus
XPaHEHUS IEKTPOHHBIX
JTOKYMEHTOB | 3aIliTa
nH(pOpMAIUH B
WH(POPMAITMOHHBIX
cHCTEMax.

[Ipobnema coxpaHeHHs! TEKTPOHHBIX TOKYMEHTOB Ha
coBpeMeHHoM rtarne. [Tousatus «MYl», « IMH», «351ekTpoHHBII
nokyMeHT» (/1) 1 UX HOPMAaTUBHO 3aKperICHHbIE TePUHHUIINN.
Huckyccuu o npupoae I/1. OcoOeHHOCTH MaIIMHOYUTAEMBIX
JIOKYMEHTOB KaK 00bEKTOB apXMBHOT'O XpaHeHUs. Borpocs!
IOPUANYECKON CHIIBI U «JI0Ka3aTeIbCTBA» HAJEKHOCTH HOCUTEIEH,
OT/IEIEHHOCTH HH(OPMAILIUK OT HOCUTENS,, HEOTPAaHUYEHHOCTH
BOCIIPOU3BEJIEHUSI OPUTHHAJIOB, BHICOKOW c€0ECTOMMOCTH
XpaHEHUs; CTapEHNE TEXHUYECKOTO U TPOrPaMMHOI0
obecrieuenus; GopMaTHONH HECOBMECTUMOCTH, OTTMCAHUS

u ap. IIpaBoBoe perynupoBanue ropuandeckoi cuisl J/1 B Hamen
CTpaHe | 3a pyOeKoM. DIJIEKTpOHHAs U(PPOBASI TOITUCH.
TexHosI0rNK ONepaTUBHOTO XPAHEHUS MIEKTPOHHBIX JOKYMEHTOB
(3ammra OT BUPYCOB, COOEB AIIEKTPONMUTAHUS, PE3EPBHOE
KonupoBaHue u ap.). [Ipobrema 10AroBpeMeHHOTro XpaHeHus
NEKTPOHHBIX IOKYMEHTOB U MOJACPKAHUS UX ayTEHTUYHOCTH.
OcoO6EeHHOCTH KIacCU(HUKAIMH, YUeTa, OMCAHUS U SKCIIEPTU3bI
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LIEHHOCTH 3JIEKTPOHHBIX JJOKYMEHTOB. TpeGoBaHus
nH(POPMaIMOHHOM 0€30MaCHOCTH K aBTOMATH3UPOBAHHBIM
cucremaM B JIOY u apxuBHOM zene. OCHOBHBIE HallpaBJICHUS U
MEpHI 110 3a1uTe HHPOPMALUK OT HECAHKLIMOHUPOBAHHOIO
noctyna. Co3ianue 3JIeKTPOHHOTO (POH/A MOJIb30BAHMS.
Co3nanue LleHTpa XpaHeHUs 3JIEKTPOHHBIX JOKYMEHTOB
POCCUNCKHMX apXHBOB.

4. O0pa3oBaTe/ibHbIE TEXHOJOTHU

Ne |HamMmeHoBanmue Buabl yueOHbIX
. Oo0pa3oBare/ibHbIE TEXHOJIOTHHU
n/n |pasaena 3aHATHH
1 |2 3 4
1. |1.BBenenwme. Jlexuus 1. BBogHas JsiekuMs € UCIIOJIB30BAaHUEM
BHJIEOMAaTEPUAIIOB
CamocrositenvHas  |KoHcynbTHpOBaHMe u IIpOBEpKa
pabota JOMAIIHUX 3a1aHUI IIOCPEICTBOM
3JIEKTPOHHOU IMOYTHI
2. |Paspmen 2. Hcropus Jlexuus 2. Jlexuus-Bu3zyanuzauuss ¢ HOPUMEHEHUEM
MeXaHH3alMU U CIalA-IPOEKTOPA.
aBTOMAaTHu3allnunu
apXMBHOTO Jienia B Halel  |CamocTrosATenbHass  |[1oAroToBKa K KOHTPOILHOI padoTe.
CTpaHe M 3a pybexom paboTa
3. [|Paszmen 3. Hopmarusno- |Jlekuwms 3. Jlexuus-Bu3zyanuzanuss ¢ HNPUMEHEHUEM
npaBoBasi 6a3a Jlaboparopnas CIalA-IPOEKTOPA.
uH(pOpMaTH3ALUH paboTta [IpoBepka BbINOIHEHUS 3a/1aHUS
ApXHUBHOTO AcJIa. [ToaroroBka K KOHTPOJILHOM paboTe.
CamocTosTenbHas
pabota
4. |Pazpmen 4. Jlexuus 4. Jlexuus-Buzyanusanyst ¢ NPUMEHEHHEM
OcHoBHBIE OOBEKTHI U JIabopaTopHas CIIalI-IPOEKTOpA.
TPUHIHIIBI pabota IIpoBepka BBINOIHEHUS 3a1aHUS
aBTOMATU3ALUH CamocrosrensHas |KoHcynpTupoBanue U pOBEpKa
apXUBHOTO Jiena. pabota JIOMAILTHUX 3alaHui IIOCPEICTBOM
3JIEKTPOHHOU MOYTHI.
5 |Paspmen 5. basel nanubix B |JIekuus Jlekumst ¢ pa3dopoM  KOHKPETHBIX
ApXUBHOM JIeJIE. 5. CUTYaIuil.
JlaGopatopHas BrlnosTHEHNE PAaKTUYECKOTO 3aJaHus 110
pabota aHaM3y TMpaBui pPabOTHl apXUBOB U
CamocrosiTenbHasi |CTaHIAPTOB.
pabora. KoHncynbruposanue " IIPOBEpKa
JIOMAaIIHUX 3a/laHui IIOCPEICTBOM
3JIEKTPOHHOMU ITOYTBHI.
[TogroroBka K KOHTPOJBHOW paboTe U
3aIoJIHEHHIO pabouell TeTpajy.
6 |Pasmen 6. IlpukianHoe Jlekuus 6. Jlexuusa-Buszyanus3anyss ¢ MNPUMEHEHHEM
POrpaMMHOE JlaGopatopHas CIIAMA-TIPOEKTOPA.
obecrieueHue s pabota IIpoBepka BBINOIHEHUS 3a4aHUS
aBTOMATH3MPOBAHHBIX KoncynpTupoBanue " IIPOBEpKa
APXUBHBIX TEXHOJIOT Ui CamMocTosATenbpHas | JOMAaLIHUX 3aJaHUI IIOCPEICTBOM
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(AAT). pabora 3JEKTPOHHOU MOYTBHI.

Paznen 7. Jlexuga 7 Jleknusa-pusyanuzanys C MNPUMEHEHUEM

Wnrepuer-texnonoruu u |Jlaboparopnas CJIali I-TIPOEKTOpA.

HUH(POPMAINOHHBIE paboTa [IpoBepka BBINOTHEHUS 3a1aHUS

pecypcsl, HCHOIb3yeMbIe B KoncynetupoBanue u IIPOBEpKa

apXMBHOM JIeJIe. CamocTodATenbHas  |JOMalIHUX 3a/1laHui [IOCPEACTBOM
pabota JJIEKTPOHHON IOYTHI.

Paznen 8. TexHomorus Jlexuus 8. Jlexuus-Buzyanusanus ¢ NPUMEHEHUEM

XpaHEHHUsI JICKTPOHHBIX CHaN-TIPOEKTOPA.

JIOKYMEHTOB H 3aIl[1Ta Jlaboparopuas [IpoBepka BbITIOJIHEHUS 3aaHUS

uH(bopmanuy B pabota KoncynsTupoBanue u MpOBEpKa

MH()OPMAIMOHHBIX CamocrosiTenbHas | JOMAIIHUX 3a/1laHui IIOCPEACTBOM

CHCTEMaXx. pabota JIEKTPOHHOMN ITOYTHI

B nepuon BpeMEHHOro NPUOCTAHOBJIECHUS MOCEIIEHUS OOYYaroIIMMUCS MOMEIEHUH |
tepputopun PITY nng opranuzanum ydyeOHOro mpouecca C HPUMEHEHUEM 3JIEKTPOHHOIO
o0yuyeHMsI W JAUCTAHLMOHHBIX OOpPa30BaTENIbHBIX TEXHOJOTHH MOTYT OBITh MCIIOJIB30BaHbI
cienyrouie 00pa3oBaTesIbHbIE TEXHOJIOTHH:

— BUJCO-JIEKIIH;

— OHJIAMH-JIEKIIMM B PEKUME PEAIBHOIO BPEMEHHU;

— BJICKTPOHHbIE Y4eOHMUKH, yuyeOHble TOCOOUs, HayuyHble U3JaHUs B 3JIEKTPOHHOM BUJE U
JIOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM PECYPCaM;

— CHCTEMBI JJIsl JIEKTPOHHOT'O TECTUPOBAHMSI,

— KOHCYJITallMH C UCIOJIb30BAHUEM TEIIEKOMMYHHMKALIMOHHBIX CPEACTB.

5. Onenka miIaHNupyeMbIX pe3yJIbTaTOB 00y4eHHs
5.1. Cucrema olileHUBaHUA

®opma KOHTPOJIA Makc. KoJIH4ecTBO 0aJ1J10B
3a ogny |Bcero
padorty
Texymui KOHTPOIIb:
- onpoc Ha 1abopamopHom 3ausmuu |5 oannog |30 6annos
- OUY-KOHMPOIbHAs paboma 10 10 6annos
- KOJLLOKBUYM 20 20 6annos
IIpomexxyTouHas arrecTanus 40 b6annos
(umocosas konmponvnas paboma)
Hroro 3a cemectp (Oucyunaumny) 100 6annos
3auém

[TosrydeHHBI COBOKYIHBIN pe3ybTaT KOHBEPTUPYETCS B TPAIULIMOHHYIO LIKATY OLIEHOK U B
HIKaJTy OI[eHOK EBpormelickoli cucTeMsl iepeHoca 1 HakorieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHH ¢ TaOIMIIEH:

100-6ammmas TpaguunoHHas mkana Ixana
mIKaja ECTS
95 -100 A

83 -94 OTIHMHHO 3a4TEHO B
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68 — 82 XOpOIIO C
56 — 67 D
50 55 yJIOBIICTBOPUTEIHHO E
20— 49 FX
0-19 HEY/IOBJICTBOPUTEIILHO HE 3a4TCHO F

5.2.KpuTtepun BbICTABICHUS OLICHKU MO TUCHUILTNHE

Bbanasl
/
Ixaxa
ECTS

Onenka o
JTUCIHUIIINHE

Kpurepun oueHku pe3yjbTaTOB 00yUYeHHS 110
AUCIHHIJIMHE

100-83/
AB

«OTIIMYHOY/
«3a4TCHO (OTIUYHO)»/
«3aYTEHO»

BricTaBnsercs oOy4aromemMycsi, €Cu OH TIIy00KO U TPOYHO
YCBOWJI TEOPETUYECKUI U IPAKTUYECKUIA MAaTepUas, MOXKET
MIPOJIEMOHCTPUPOBATH 3TO HA 3aHATUSX U B XOJI€
IIPOMEXYTOUYHOHN aTTeCcTaluu.

OO0yuaromuiics ucueprpIBaroIle 1 JOrMYECKH CTPOHHO
u3JIaraer yueOHbIN MaTepual, yMeeT yBsI3bIBaTh TEOPHIO C
MIPAKTUKOM, CIIPABIISETCA C PEUICHHEM 3a]ad
poheccuoHaNbHOM HAIIPaBIIEHHOCTHU BHICOKOT'O YPOBHS
CJI0HOCTH, MPABUIILHO 00OCHOBBIBAET MPUHSTHIC PEIICHUS.
CB00OIHO OpUEHTUPYETCS B Y4eOHOU U TPOQPECCHOHAIBHON
JUTEepaType.

OreHka 1o JUCIUILIMHE BBICTABISIOTCS 00yYaromeMycs C
Y4ETOM PE3YJIBTATOB TEKYIIEH U IIPOMEKYTOUHOU
aTTeCTalHuu.

KomnereHnuuu, 3akpeni€éHubie 3a TUCUUIIIMHOM,
c(hOpMHUPOBaHbI HA YPOBHE — «BBICOKUIY.

82-68/

«XOpouIoy/
«3a4TEHO (XOpOoIII0)»/
«3aUTCHO

BeicraBisiercs o0ydaromemycs, €Ciu OH 3HAaeT
TEOPETUUECKUH U MPAKTUYECKUN MaTepuai, FpaMOTHO U 10
CYyILIECTBY M3JIAraeT €ro Ha 3aHATUSAX U B XOJE
IIPOMEKYTOUYHOM aTTECTAllUH, HE TOIyCKasl CyLIECTBEHHBIX
HETOYHOCTEH.

OO0yuatomuiics NpaBUIbHO PUMEHSET TEOPETHUECKUE
ITOJIOXKEHUS ITPU PEIICHNUN MPAKTHYECKUX 3a/1a4
npodeccHOHAIBHON HAMIPABICHHOCTH Pa3HOTO YPOBHS
CJI0HOCTH, BJIaJIE€T HEOOXOIUMBIMHU JIJIsl 3TOTO HABBIKAMU U
pUEMaMHU.

JlocTaTouyHO XOpOIIO OPUEHTUPYETCS B yUEOHOU U
npodeccHOHATBLHOM JINTepaType.

OrneHka o JUCIUILIMHE BBICTABISAIOTCS 00ydaromeMycs ¢
Y4ETOM PE3yIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTeCTalUN.

Komnerenmnuu, 3akpeni€HHble 3a AUCIUIIIIMHOM,
c(hOpMHPOBaHbI HA YPOBHE — «XOPOLIMII».

67-50/
D,E

«yIOBIETBOPH-
TEIIbHOY/
«3a4TCHO
(ymoBieTBOpH-
TEIILHO)»/
«3a4TECHOY

BricraBisiercs: o0yyaromemycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUI U TPAKTUYECKUI MaTepural,
JIOITyCKaeT OT/eNbHbIE OIMIMOKY MPHU €ro U3JI0KEHUN Ha
3aHATHUAX U B XOJ€ MPOMEXYTOYHOU aTTECTALUH.
OOyuaromuiics UCTIBITHIBACT ONpeIeEHHbIEC 3aTPY/AHEHUS B
IIPUMEHEHHUH TEOPETHUYECKHUX MMOJI0KEHNUN ITPU PEIICHUH
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Banaasl | Onenka mo Kpurtepun oneHkn pe3y1bTaToB 00y4eHus 10
/ AUCHHUILINHE AUCHHUILINHE
HIkana

ECTS

NPaKTUYECKHX 3a/1a4 MPO(PEeCCHOHATLHON HANPaBIEHHOCTH
CTaHJapTHOIO YPOBHS CIOXHOCTH, BJIaJIeeT HEOOXOIUMBIMH
JUIsL 3TOTO 0A30BBIMU HABBIKAMH U IPUEMAMH.
JleMOHCTpHUpYyeT TOCTaTOUHBIN YPOBEHb 3HAHUS yUeOHOU
JIUTEPaTyphI 110 JUCLUIIIIMHE.

Ouenka 1o JUCIUILIMHE BBICTABISIOTCS 00ydaromeMycs ¢
Y4ETOM PE3yJIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUU.

KomnereHuuu, 3akpeniénnple 3a JUCUUILIMHON,
c(hOopMHUPOBaHbI HA YPOBHE — «IOCTATOYHBIN».

49-0/ «HEYIOBIETBOPUTENb | BricTaBnsieTcs o0yyaroniemMycs, €Clii OH He 3HaeT Ha 0a30BOM
FFX HO»/ YPOBHE TEOPETUUECCKUI 1 TPAKTUUECKUIA MaTepural,
HE 3a4TEHO JIOITYCKaeT TpyObIc OMMOKH TP €T0 M3JI0KCHUH Ha 3aHATUAX

U B XOZI€ IPOMEKYTOYHON aTTECTALlUU.

OO0yuaronuiicst UCIIBITHIBAET CEPbE3HBIE 3aTPYAHEHUS B
IIPUMEHEHUN TEOPETUYECKUX TI0JI0KEHUH NPU PELICHUU
NPaKTUYECKHX 3a/1a4 MPO(eCCHOHATLHON HANPaBIEHHOCTH
CTaHIapTHOI'O YPOBHS CII0)KHOCTH, HE BIIa/IEET
HEO0OXOUMBIMHU ISl 3TOTO HaBbIKAMU U IIpUEMaMHU.
JleMoHCTpHpYeT pparMeHTapHble 3HaHUs y4eOHOMH
JIUTEPaTyphl 10 JUCLUILIIMHE.

OneHka 1o JTUCHUIUIMHE BBICTABIISIOTCS 00yYaromeMycs C
Y4ETOM PE3YJIbTATOB TEKYIIEW U IPOMEKYTOYHOU
aTTECTALINH.

KoMnereHumn Ha ypoBHE «JIOCTaTOYHBIN», 3aKPEIUIEHHBIE 32
JMCLUIUIMHOM, He chOpPMUPOBAHBHI.

5.3. OneHouHble cpeAcTBa (MaTepuabl) Ul TEKYIEr0 KOHTPOJIS yCIIEBaeMOCTH,
IIPOMEXKYTOUHOM aTTecTaly 00y4aromuxcs Mo JUCIUILIINHE

Ilpumepnvie mecmul 01: O1UY-KOHMPOIbHOU PAOOMDbL.
Bapuanm 1.
1. OGmeoTpaciaeBoe MpOrpaMMHOE 00ECTICUCHHE aPXUBOB ATO —
A. enuHbIE IpaBUiIa CO3aHMs HHPOPMAIIMOHHBIX PECypCOB PErHOHA;
b. CANHBIC CTAHAAPTHI OMMUCAHUSA apXHUBHBIX JOKYMCHTOB;
B.obmepoccuiickue kinaccuukaTopsl JOKYMEHTHOM HH(DOPMALINY;
I. nporpamMmbl  WJIM  KOMIUICKCBI IIporpamMMm, MNOPC€AHA3HAYCHHBIC [JId aBTOMAaTHU3allun
OTIpeIeIEHHOM TeXHOJIOTHH B OMPEIETICHHON KaTerOpUH apXUBHBIX YUPEKICHUH.

2. JIunrBucTHYECKOE obecneueHne nH(HOPMAIIMOHHO-TIOUCKOBON CHCTEMBI 3TO —

A. KOMIUIEKC NMPUKJIAJHBIX TPOrpaMM;

b. cucrema ynpaBieHus 6a3aMu JaHHBIX;

B. cCOBOKYIHOCTb HCKYCCTBEHHBIX HHPOPMAI[MOHHO-TIONCKOBBIX SI3bIKOB U CPECTB IOUCKA;

['. COBOKYNMHOCTP  NPOTrpaMMHO-ANNapaTHBIX CPEICTB BBOJA, OOPaOOTKM M XpaHEHUs
uH(pOpMaLIUH.

3. OCHOBHBIM ITPUHIIUTIOM UH(POPMATU3AIIUHN aPXUBHOTO JIeJIa SBISETCS MPUHITA :
A. co3naHus pacnpeeneHHbIX HH(POPMAIIMOHHBIX PECYPCOB;
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b.MozaepHU3aluy NpUMEHAEMbIX TEXHOJIOTHIM U IPOrpaMMHOT0 0OecTieyeHus;
B.BHEIpeHMS HCKITIOUUTEIIBHO MEKAPXUBHBIX HH(DOPMAIIMOHHO-TIOMCKOBBIX CHCTEM;
I'. mpeeMCTBEHHOCTH TPAIULMOHHBIX U ABTOMATU3UPOBAHHBIX TEXHOJIOTUI MEXKIY COOOM.

4. Bueapenue nHGOPMAIIMOHHBIX TEXHOJIOTHI B MaciITabax apXMBHON OTPaCiIy PEryIupyeTcs u
IUIAHUPYETCS COTJIACHO

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

b. apxuBHOMY 3aKOHOJATENBCTBY CYOBEKTOB (hereparium;

B.«OcHOBHBIM npaBuiamMm paboOThl apXHUBOB OpraHHU3aAIUI;

I'. «IIporpamme nnpopmaruzanuu deaepaabHOTO0 apPXUBHOTO areHTCTBAY,

5. OcHOBBI BHEJIpEHMSI aBTOMAaTU3MPOBAHHOIO Y4€Ta U CIPaBOYHO-NTOUCKOBBIX cpeacTs (AUIIC)
B MYHHMIMITAJILHBIX apXUBaX 3aKPEIJICHBI

A. B 3akoHe «O0 apxuBHOM Jeiie B POy;

b. apxuBHOM 3aKOHOJATENIbCTBE CYOBEKTOB (hesiepaluy;

B. «OcHOBHBIMH ITpaBUJIAMU PAOOTHI APXHUBOB OPTaHU3ALUI;

I «lIlpaBunamu opraHM3anMyM XpaHEHHs, KOMIUIEKTOBAHMs, Yy4e€Ta U HCIOJIb30BaHUSA
n0kyMeHTOB AD P® u npyrux apXuBHBIX JOKYMEHTOB B TOCYJAapPCTBEHHBIX U MyHHUIMIAIbHBIX
apXuBax».

6. Enunas aBTOMaTU3MpOBaHHAs OTPACIIEBas CUCTEMA BHEJIPEHA B apXUBHOM Jielie B 00JIaCTH
A. KOMIUIEKTOBaHUS apXUBOB;

b. skcriepTH3bl IEGHHOCTH IOKYMEHTOB;

B. yuera 10KyMeHTOB;

I'. ucrios1b30BaHMs TOKYMEHTOB.

7. BHenpenue oO11eoTpacaeBbiX IporpaMM B apXUBHOM JIEJi€ CITIOCOOCTBYET

A. MOJIepHM3aIMY TEXHUUECKOT0 00ECIIeUEeHNs apXUBOB;

b. nobiennto 3 GeKTUBHOCTH MIJIAHUPOBAHUS padOYero BpeMEeH! apXUBUCTA;

B. co3nanuio yHUKaNbHBIX HTHPOPMAIIMOHHO-TIOUCKOBBIX PECYPCOB;

I wmHTerpamuum u  yHU(UKauuu (OpMATOB JAHHBIX M CO3JaHHUI0  MEXAPXHUBHBIX
MH(OPMALIMOHHBIX CUCTEM.

8. C nenpto co31anus cTpaxoBoro GpoxHaa u (hoHa MOJb30BaHUs B apXHBaX MPUMEHSETCS
A. MyTbTUMEINIHBIE TEXHOJIOTUH;

b. nadopManmoHHO-IONCKOBBIE CUCTEMBI;

B. ceTeBbie TeXHOIOTHY;

I'. TexHonorust o poBaHus.

9 . Llenwro nHpOpMATHU3AIMU APXUBHOTO JIEJa SIBISETCS:

A. OGecnieueHue yJaJleHHOTO JI0CTYyIa M0JIb30BaTesel K HH(OPMAIlMOHHBIM pecypcaM apXHBOB;
b. IloBbIeHre TOYHOCTH U OTIEPATUBHOCTH Y4eTa IOKYMEHTOB;

B. Co3nanue panuoHanbHOM CHCTEMbl KOMIUIEKTOBAHMS, XpaHEHHMs M MOUCKa HHopMaluu
ApxusHoro ¢ponaa PO ¢ nomomipio HHGOPMAIIMOHHBIX TEXHOJIOTUH;

I'. Bce BhllIEnIEpEYHCIIEHHOE.

10. DnexTpoHHBIE JOKYMEHTHI BKJIIOUEHBI B cocTaB ApxuBHOro honaa PO

A. Ha ocHoBanuu ¢enepanpHoro 3akoHa «O0 anekTpoHHOH 1udpoBoi moamucu» Ne 1-O3 ot
10.01.2002

b. H a ocHoBanumu ¢enepanbHoro 3akoHa Poccuiickoit @enepauuu «O0 apXuBHOM Jenie B
Poccuiickoit @eneparum» Ne 125-d3 ot 22.10. 2004.
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B. Ha ocroBanmnu denepanproro 3akona «O06 napopmaimu, nHGOPMAIIMOHHBIX TEXHOJIOTHIX U
3amute uHpopmanum» Ne 149- @3 ot 27.07.2006
I'. Ha ocHoBanmu denepaibHOro 3akoHa «O0 00s13aTeILHOM DK3EMIUIIPE TOKYMEHTOB» Ne 77-

@3 or 29.12.1994

Bapuanm 2.

1. baza JaHHBIX C IPUBECACHHBIM HUXKE IICPECUYHEM roJiei B APXUBEC UCIIOJIB3YCTCA IJIA:

A. KoMmmiexkToBaHusl.
b. Yduera nokymeHTOB.

B. Iloncka JOKyMEHTOB U JOKyMEHTHON HH(DOpMAIUH.
I". KoHTpOJIs1 HICIOJIHEHUS 3aIIPOCOB.

makace 6 apxueax Tiomenu u
Tobonvcka ol
Kamano2usayuu @onoos
UCNOTKOMOB 20PCOBEN08)
MH(POPMHUPOBAHUE TPaXaaH O
CO3JIaHHBIX UMHU
WH(OPMAIMOHHBIX pecypcax

cosema n.0. 1980-91 22.»

Apxus Haszeanue B/ [ lons.
I'"A Teepcxoti obnacmu «Pewenuss u pacnopsocenus|  Pane yupesicoenus
(npumensemcs Kanununckoeo  eopoockoeo|  Buo ooxymenma;

Ne doxymenma,
Hauanvnas oama;
Koneunas oama;
Cooeporcanue,
Teoepagpusi;
Ompacins;
Ha3zsanue
omHoueHuu
0OKyMenm,
Dono No;
Jleno No;
Onuco No;

Komopozo

Jlucm Ne.

yupesxcoeHus,

6
NpuHAm

1. K MexxapXuBHBIM 06a3aM JaHHBIX OTHOCATCS:
A. DIEKTpOHHBIN KaTaor «ApXUTeKTypa U rpagoctporenbctBo Mocksel, Cank-IletepOypra u
npuroponos» Ha cante PI'A HT/I;
b. baza nanubix «OnbITHO-KOHCTpYKTOpCcKas qokyMeHTanus B PICA HTD»;

B. CD-ROM

I'. DnexTponnsiit myreBoautens mo PICA HT/I.

3. K mexxapxuBHBIM 6a3aM JaHHBIM OTHOCSITCS
A. AnnoTtupoBaHHbIil peectp onuceir PI'’A BM®;

b. Onuce dbonga

Culupckoro-renepan

rybepHaTopa

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

B ['A Owmckoit

B. Ilporpamma «Yuet apxuBHoro ¢onna» B 'ocapxuse Boponexckoii obnactu;
I'. PeecTp yHUKaNIbHBIX TOKYMEHTOB ApxuBHOro ponaa PD.

4. NnTerpupoBaHHble 0a3bl

JaHHBIX OTJIMYAaKTCA:

A. HaJMYUEeM OMMCaHUI JOKYMEHTOB Pa3HbIX (POHIOB;
b. Hanuuuem onucaHuil JTOKYMEHTOB Pa3HbIX 3110X;

B. HanmuuneMm pa3HbIX ypoBHEW onucaHus ((POHI, OMHCH, €10 U Jp).
I'. HamuuMeMm onvcaHuil JTOKYMEHTOB Pa3HbBIX APXUB

5.YuerHbie 0a3bl JaHHBIX NMPEAHA3HAYCHBI IS
A. OCYILIECTBIICHUS CTATUCTUUECKUX ONEpalluil.
b. opranuzanuu 3KcriepTH3bI IIEHHOCTH;

B. onpenenenust cpoKOB XpaHEHHsI TOKYMEHTOB;
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I'. moncka MOKyMeHTHOH HHGOPMAITUH;

6. K aaMuHHCTpaTUBHO-YNIpaBICHUYECKUM 0a3aM JaHHBIX OTHOCSTCS:
A. B/l o yueTy JOKYMEHTOB B apXUBE;

b. B/] no yuery ucnoiab30BaHus JOKYMEHTOB B apXHBE;

B. B/l «Karanor pemeHuid ropucioiKoMa» B rOPOJICKOM apXHBE;

I'. B/] o BeaeHMIO MJIAaHOBO-OTYETHOM JOKYMEHTAIIMU B apXUBaX

7. K undopmaninoHHO-TIOUCKOBBIM 0a3aM JaHHBIX OTHOCSTCS

A. B/l 1o yueTy JOKYMEHTOB B apXUBE;

b. B/] no yuery ucnonab30BaHus JOKYMEHTOB B apXHBE;

B. B/l «Karanor pemeHuid ropucioiKoMa B rOpOJICKOM apXHBE;
I'. B/] o BeaeHMIO MJIAaHOBO-OTYETHOM JOKYMEHTAIIMU B apXUBaX

8. ba3za 1aHHBIX CO CAEAYIOMIMMU HOJISIMHU SIBIISIETCS:
A. YyerHoi

b. HTErpupoBaHHON.

B. AIMMHUCTPAaTHUBHO-yIIPABICHYECKOM.

I'. [IoTHOTEKCTOBOM.

Apxus \Hazeanue oazvillons
OaHHbIX
[[AOIM «Obwecmeento- 1. Haumenosarnue opeanuzayuu,
noaumuueckue napmuy| 2. Hanpaenenue dessmenvHocmu napmuil,
U OBUICEHUSL) 3. Buo doxymenma,
4. 3azonosok 0okymenma,
5. Hama ookymenma,
6. Iloanoma mexcma,
7. Cnocob socnpousgeoenust;
8. [Iloonunnocme;
9. Bpems nocmynienus 6 apxus;
10. Ilouckoswie Oannvie,
11. Texcmul ycmagos u npocpamm napmuil.

9. baza maHHBIX CO CIEAYIONIMMU MOJISIMH SIBIISIETCS:
A. YueTHoit

b.ITonckoBoi.

B. AIMUHHCTpPAaTUBHO-YIPABICHUECKOM.

I'. ITomHOTEKCTOBOA.

Apxus Hazeanue B/ llona
[[XU]]K (PI'BA) |b/] no soennonnennvim|l. @amunus
epasicoanam I'epmanuu,|2. Hms
Tnonuu. Aecmpuu,|3. Hwmsa omya;
Umanuu, 4. Jlama poocoenust
Vokcembypea, 5. Mecmo poorcoenus,
Benepuu, Honvwu|6. Mecmo scumenvcmsa;
nepuooa emopotl| 1. Bepoucnogedanue;,
muposotl  eotinbl  (no|8. Cemetinoe nonodxcenue;
ponoy I'VIIBH). 9. Ilpogeccus;
10. Bounckoe 36anue;
11. Bounckas uacms,
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12. Mecmo naenenusi;
13. Mecmo cooepoicanus (nazceps),
14. Mecmo 3axoponenus.

10. ba3za 1aHHbBIX CO CIEAYIOIMUMHU MOJISMU SBIISIETCS:
A. DIEKTpPOHHON OMHUCHIO

b. DnekTpOHHBIM KaTaIOTOM.

B. DnekTpoHHBIM yKazaTesiem.

I'. DJIeKTPOHHBIM YTEBOJIUTEIIEM.

Apxues Hazearnue 6aszvl oannvix  |[lons Omuembi
"ocyoapcms|b/] «Mempuueckue kHueun|l.Ye30. [ lepeuens Mempuyeckux
eHHbIU -c 1720 no 1916 ¢ . 2.Hacenennwiit nynkm. KHUZ no oame,
apxue 3.L]epro8b, npuxoo, cobop. mecmonniodceHuro  NpPuUxood,
Ceeponiosck 4.1'00 3anucu. YEepPKEU.
ot obracmu 5.Ne honoa.
(I'ACO) 6.Ne onucu.

7.Ne dena

S.Ne iucma.

Ilpumepnvie 6onpocwl 014 KONI10KEUYMaA
1) Kak M3MEHWINCh OCHOBHBIC LM M HAIPaBJICHUS WHPOPMATH3alUK ApXHUBHOIO Jielia Ha
COBPEMEHHOM 3Tane 1o cpaBHeHUIO ¢ 1990-mu rogamu (Ha OCHOBE OTpPACIEBBIX MPOTrpaMM U
TJIaHOB)?
2) B uem mpeumyInecTBa OOIICOTPACICBOrO MPOrPAMMHOTO 00CCIICUCHHS U KaKUE PE3yJIbTaThl
JIOCTUTHYTHI B €r0 pa3paboTKe U BHEIPEHUH B apXUBHBIX yupexaeHusx Poccun?
3) PackpoiiTe Ha mpuMepax OCHOBHBIC TPUHIIMITBI MH(QOpMATH3aIMK apXUBHOTO Jiesia B PO.
4)Korma MalmIMHOYMTAEMbIC JOKYMEHTHI ObUTM  O(QHUIMAIBGHO BKJIIOYCHBI B  COCTaB
roCyAapCTBEHHOTO apXUBHOT'O donna
crpanbl? Kakue npoOiembl apXUBOBEIEHHs MAIIMHOYUTAEMBIX JOKYMEHTOB OO0CYXIAINCh
yuenbiMu B 1960-80-¢ roap1?
5)aiite OIIpezie/ICHUE JOKYMEHTa Ha MalIMHHOM HOCHTEJIE. Ka-
KM€ CIIOPBI BELyTCs YYEHBIE BOKPYT 3TOTO OIIPEAEIECHUA?
6)B ueMm criennpuka MaIMHOYUTAEMBIX JOKYMEHTOB KaK 00bEKTOB apXUBHOT'O XpaHEHUs?
7)Kakue cymecTByIOT KOHIIETIUN MOCTOSHHOTO XPaHEHHs MallMHOYMTAEMbIX JIOKYMEHTOB B
3apy0exHOM apxuBoBeZieHHH? KakoBbl COCTaB JOKYMEHTOB M (DYHKIMHM apXMBOB JIEKTPOHHBIX
JIOKYMEHTOB 3a pyOexoM (IpUBEIUTE IPUMEPHI TAKUX XPAaHHUIUIL)?
8)KakoBbl crniennpuyeckrue (TEXHOIOTUYECKHE) KPUTEPUN IKCIEPTH3bl IEHHOCTH AJIEKTPOHHBIX
JIOKYMEHTOB?

Temamuka umozoewvix NUCbMEHHBIX padOm

1. Tematnueckue AUIIC B apxuBHOM zene B 1970-80-e roxpr.

2. Temarnueckue AUIIC B apxuBHoM aene B 1990-e — 2000-e rozpr.

3. Coznmanue TUMIOBOTO (00IIEOTpacIeBOro) MporpaMMHOTo obecrieueHusi B apxuBax B 1990-e-
2000 roxsi.

4. llenTpanu3oBaHHasl CHUCTEMa aBTOMATHU3MPOBAHHOTO yuyeTa TOKYMEHTOB ApXMBHOro (hoHmaa
PO®.

5. IIpaBoBoe perynunpoBanue nHpopmatuzanuu apxusHoro jaena B 1990-e — 2010-e roasl.
6. OcHOBHBIE HampaBJeHHUs U UTOTM WHPOpMaTH3auuu apxuBHOro zaena B 1990-e — 2000-e
TOIBI.

7. OCHOBHBIE HANpaBJICHUsS] Pa3BUTHs MHTEPHET-TEXHOJOTHH B apxuBHOM jene 1990-2000-x rr.
U MH(OpPMAIIMOHHBIE PECYPChI ApXUBHBIX YUpexaeHui B IHTepHeTe.

8. ApXuBBl MAaIIMHOYMTAEMBIX JaHHBIX MHpaA: HCTOpPHUS, COCTaB, cCleUu(pUKa XPaHIIUXCSI
JIOKYMEHTOB.
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9. [lepcnieKTUBHBIE HAMpPaBICHUS PA3BUTUS HH(POPMATU3ALUU apXUBHOT'O Jejia Ha COBPEMEHHOM
JTamne.
(Cm. Takxke METOAMYECKUE PEKOMEHAALINH 110 MOATOTOBKE MMCbMEHHBIX padoT).

6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 00eceuyeHue TUCIHILINHBI

6.1. CnHCcOK HCTOYHHMKOB M JIUTEPaTypbl
HUcTounuku
OcHoBHBIE

®denepanpublii 3ak0H OT 22 okTs0ps 2004 r. Ne 125-®3 "OO apxuBHOM jelie B
Poccwuiickoit ®@enepamun” B pen. 11.02.2013 r.//CoOpanue 3akoHOmaTenbcTBa Poccuiickoi
®enepanun. 2004. Ne 43. Ct. 4169. I'naBa 6. CT. 5.

IlocranoBnenue IlpaBurenscrBa Poccuiickoit @enepanuu ot 15 urons 2009r. Ne 477
«O0 yTBep)KIEHUM NPaBUI JEJIONPOM3BOACTBA B (helepaabHBIX OpraHax HCIOJHUTEIbHON
Biacti» //Cobpanue 3akoHoaTenbcTBa Poccuiickoii @enepanuu. 2009. Ne25. Ct.3060.

[TocranoBnenue [IpaButensctBa Poccuiickoii @enepanuu ot 7 ceHTsi0ps 2011 1. Ne 751
«O BHecennn n3MeHeHu B [IpaBuna nemonpousBoAcTBa B enepaabHbIX OpraHax
HCITOTHUTENIbHON BiacTh»// Cobpanue 3akoHoAaTeNbcTBa Poccuiickoit denepanun, 12.09.2011,
Ne 37, ¢1.5263.

[Tpukaz MunkomcBszu Poccun ot 02.09.2011 Ne 221 «O6 yTBepkaeHHUN TpeOOBaHUN K
UHPOPMALMOHHBIM CHUCTEMaM 3JICKTPOHHOTO JIOKYMEHTOoOOpoTa ¢enepaabHbIX OpraHoB
UCIIOTHUTENIbHON  BJIACTH, YYHUTHIBAIOIIMX B TOM UHCJIE€ HEOOXOIMMOCTh 00paboTKU
MOCPEJICTBOM  JIaHHBIX CHCTEM  CIY>KeOHOW MH(pOpMAlMK  OTPAHUYECHHOTO  JIOCTYIIa»
//Poccuiickas razeta. N 261. 21.11.2011

I'OCT  52292-2004. VYupaBneHnue opraHuzaiued. DJIEKTPOHHBIH  pPErJIAMEHT
aIMUHHUCTPATUBHON U cy>keOHOU nestenbHocTH. OcHoBHBIE nonoxeHus. C 1 utons 2005 r. M.,
2005.

I'OCT P HCO 15489-1-2007 «CUBUA. VYupaBinenue noxkymeHtamu. OOrmiue
tpeboBanus». M.: Crangaptundopm, 2007

I'OCT P 54471-2011/ISO/TR 15801:2009 «CucteMbl 3J€KTPOHHOTO TIOKyMEHTOO00pOTA.
VYhopasnenne nokymentauued. WHdopmaums, coxpaHsemas B 3JEKTPOHHOM  BHUJE.
PexoMenpanuu mo oOecredeHnIo JOCTOBEPHOCTH M HAJIEKHOCTH», YTBEPXKICHHBIA MPHKA30M
@denepallbHOTO areHTCTBA 10 TEXHUYECKOMY peryiupoBaHuio U Merposnoruu ot 18.10.2011 Ne
466-crT.

I'OCT P 54989-2012/ISO/TR  18492:2005 «Obecrneuenre IOJTOBPEMEHHOM
COXPAHHOCTH DJIEKTPOHHBIX JJOKYMEHTOBY, YTBEPXKICHHBIN npuka3zom denepaibHOT0 areHTCTBA
10 TEXHUYECKOMY PETYJIHPOBaHMIO U MeTposoruu ot 17.09.2012 Ne 325-cr.

AHanu3 MPOTPaAaMMHBIX  MPOIYKTOB, TMPEIHA3HAYCHHBIX JUISI  WH(OpMATH3ANN
BHYTPUAPXUBHOU JIEATENHHOCTH TOCYAAPCTBEHHBIX U MYHHIIMIIAJIBHBIX apXUBOB: aHAIUT. 0030p
B 2-x T. T. .1: Anamu3...; T. 2: CpaBHUTENbHbIN aHanu3... TabIULbl CPAaBHUTEIBHOTO aHaIu3a /
pyk. npoekra, ote. ucnoid. O.JO. Omamesa; ors. ncnons. H.A. Tkauenko; ucrons. M.B.
TapacoBa, M.JI. Haropnas, [1.J1. Konosanos; BHUNJA/].— M., 2015.— T.1: 157 ¢c.; T.2: 97 c. -
Hen. B OLHTU mno nokymeHnroBeneHutro u apxuBHomy geny 02.03.2016, Ne 269
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-
archive.pdf

Enunbnii nopsnok 3anonHenust nojied EquHoit aBTOMaTH3MpOBaHHONW WH(POPMAITMOHHOMN
CUCTEMBI, COCTOSIIIE U3 TMPOTPAMMHBIX KOMIUIEKCOB «ApXxuBHBIH (oHI», «DOHIOBBIN
karanor», «llenrpanpubiii pormoBeIN Katamor»/O00 «Axant». M., 2014.//OnybnukoBano Ha
caiite @enepanbHON apXUBHOH ciry>x0bI http://archives.ru/documents/methodics.shtml

Konuenmus nadpopmaruzanuu apxuBHoro aena // Bectauk apxusucta.1996. N 1. C. 60-
82. http://portal.rusarchives.ru/informatization/conseption.shtmi
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http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://archives.ru/documents/methodics.shtml
http://portal.rusarchives.ru/informatization/conseption.shtml

[Iporpamma  uHboOpMaTH3aLK denepalibHOTO apXUBHOTO areHTCcTBa U
MOABEAOMCTBEHHBIX eMy yupexaeHuit Ha 2011-2020 rr. (Yteepxaena [Ipukazom Pocapxupa No
104 or 2 npekabps 2011 r1.) //OnybnukoBaHo Ha calte «ApxuBbl Poccum», pasnmen
«Mudpopmaruzanms». www.rusarchives.ru/informatization/conseption.shtml.

[Iporpamma uHpopMaTuzamuu  apxuBHOro neina Poccum (1997-2000) // BectHux
apxuBucrta. 1996. N 6. C. 55-65. http://portal.rusarchives.ru/informatization/programm.shtml

[IpaBuna opraHuzanuu XpaHeHHs] KOMIUIEKTOBAHMS, Y4yeTa U  HCIIOJIb30BAHUS
noKkyMeHTOB AD P® u apyrux apXvWBHBIX JOKYMEHTOB B TOCYJAPCTBEHHBIX U MYHHUIHUITAIBLHBIX
apxmBax, My3esx, ombnuorekax, opranmzanusax PAH. M., 2007. IIm. 2.9.-2.11, 3.1, 3.6, 5.6,
5.8,5.12,5.13,. 5. 16, 5.17.

JlomosiHMTEIbHBIE

ApXxuBOBeqUECKHE U  JIOKyMEHTOBeAueckue (yHKUIMOHANbHBIE TpeOOBaHUS K
WH(OPMAIIMOHHBIM CUCTEMaM, 00eCIEUHBAIOIINM SJICKTPOHHBIA JOKYMEHTOOOOPOT B IpOIIecce
BHYTpPEHHEH ACATENBHOCTH (henepanbHBIX OpraHOB MCHOJHUTETbHON Biacth. OTtuer mo HUP.
M.:BHUUJAL, 2013. //Omy6IMKOBaHO Ha caiite «ApXuUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

Meroanueckue peKOMEHIAIMHU 110 3JIEKTPOHHOMY KOITMPOBAHUIO APXUBHBIX JJOKYMEHTOB
U YIPaBJICHUIO TMONYy4YeHHbIM uH(OpManroHHeiM MaccuBoMm/ FO.FOmameBa. Pocapxus,
BHUUNOA/, 2012. http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

Pexomenaanmm no KOMIUIEKTOBAHHMIO, YYETy M OpraHHU3alud XPAaHEHHUS 3JIEKTPOHHBIX
apXHMBHBIX JIOKyMEHTOB B apxuBax opranmzammii. M.: BHUNJA/L, 2013//Ony6nukoBaHo Ha
caiite « Apxusbl Poccun». http://www.rusarchives.ru/methodics/index.shtml

Pexomenpanmm mo KOMILJIEKTOBAHMIO, YUYETYy U OpPraHU3AIMU XPaHEHUS AJICKTPOHHBIX
apXMUBHBIX JIOKYMEHTOB B TOCYJapCTBEHHBIX M MyHHIMHOAIbHbIX apxuBax M.. BHUMNJA/,
2013//Ony6mukoBano Ha caiire «APXUBBI Poccunm».
http://www.rusarchives.ru/methodics/index.shtml .

CocraBneHrue apxXWBHBIX OIKUCEH B DJIJIEKTPOHHOW (opmMe U UX HHTErpauus B
UH(GOPMALIMOHHYI0 HH(PACTPYKTYypy TOCYJApPCTBEHHBIX U MYHHUIMNAIBHBIX apXWBOB. M.:
BHUMIAL, 2013//Ony6nmrkoBano Ha caire «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml

CpaBuuTtenbHbll aHanu3 ¢GopmatoB (alIoB AIEKTPOHHBIX JOKYMEHTOB MOCTOSHHOTO

(monroBpemenHoro) xpanenus». Otuer on HUP. M.:PITY, 2013 //Ony6nukoBaHno Ha caiite
«Apxusbl Poccun». http://www.rusarchives.ru/methodics/index.shtml .
AHanutnueckuil 0030p «VI3ydeHue oOmbITa MPENCTABICHUS CHCTEMbl HAay4YHO-CIPAaBOYHOTO
amnmapaTta TOCYyJAapCTBEHHBIX M MYHUIHMIIAIBHBIX apxuBOB Poccuiickon denepanum B ceTH
Wnrepner». M: BHUNIA, 2014. //Ony6nukoBano Ha caiite denepaJbHOr0 apXWBHOTO
arenrctsa http://archives.ru/documents/methodics.shtml

W3ydyeHne TUIUIOTMM W DBOJIOLUM  HUCTOpHYecHX (GopM  apXMBHOW  yueTHOU
JIOKYMEHTAIlM ¥ BO3MOXXHOCTH WX TIPEACTaBJIeHHs B 2yiekTpoHoi cpeae. M: BHUNIAL, 2014.
//Omy6IUKOBaHO Ha caiite denepanbHOTO apXUBHOTO areHTCTBa
http://archives.ru/documents/methodics.shtml

OyHKIMOHATbHBIE TPeOOBaHUSA K WH(GOPMAIMOHHBIM CHCTEMaM apXHBOB JJIEKTPOHHBIX
IOKyMeHTOB opranuzanuii. M:Pocapxus, BHUUJIA. 2014 //OnybnukoBaHo Ha caiite
denepanbHOTO apXuBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

Jlureparypa
OcHoBHas

AdanacneBa JLII. S nay Ha 3aHATHS 110 aBTOMATU3UPOBAHHBIM APXUBHBIM TEXHOJIOTHSIM.
YuebHo-MeToanmueckuit Moayis. M.: PITY, 2005.

AdanaceeBa JLII. Onextponnsiii HCA apxuBoB: HOBBIA 3Tam B pa3BUTUH //
Jlesonpou3BOACTRO. 2013. Ne 1. C. 85-97; https://www.top-
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http://www.rusarchives.ru/informatization/conseption.shtml
http://portal.rusarchives.ru/informatization/programm.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
https://www.top-personal.ru/officeworkissue.html?266

personal.ru/officeworkissue.html?266 No 2. https://www.top-
personal.ru/officeworkissue.html?290

Kucenes U.H. ApxuBHble nHpOpMAIIMOHHBIC TEXHOJOTUH Ha coBpeMeHHOM dtane / 1.H.
Kucenes // OtreyectBennbie apxuBbl. — 2008. — Ne 4, — C. 24-31. basa gannbix East View.

TuxonoB B.U. IlpuMeHeHue TpaaWIIMOHHBIX METOJOB B OJKCIEPTU3€ IEHHOCTU
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On xe. 3a1aun apXUBHOTO XPAHEHUS JIEKTPOHHBIX JIOKYMEHTOB: U3 omnbita [[AJ[OHM /
B.M. Tuxonos // OreuectBennbie apxubbl. — 2010. — Ne 3. — C. 51-60. ba3a nannbeix East
View.
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na”HbIX East View.
«3agaya CEroMHSANIHETO JHS — KOMIIBIOTEPH3aIlUsl BCEX MPHUBBIUHBIX APXUBHBIX
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JKpaHa.

Bcepoccniickuii Hay4HO-HCCIEA0BATENBCKUN HHCTUTYT TOKYMEHTOBEIEHUS U ApXUBHOTO
nena (BHUNIOAN) [Dnexktponnsiii pecype] / BHUUIAJL — Dnekrtpon. man.— M., [2001].—
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lNocynapcrBennsiit apxuB Poccuiickoit @enepanuu [DIeKTPOHHBINA pecypc]: DIEKTPOH.

nan. — [b.m., 2012]. — Pexum gocrtyna: http:// www.statearchive.ru/index.html. — 3arn. ¢
JKpaHa.
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6.3 IIpodeccuonanbHbie 6a3bl JAHHBIX U HHGOPMALMOHHO-CIIPABOYHbIE CHCTEMbI
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Joctyn k npodeccronaibHbIM 0a3zam maHHbIX: https:/liber.rsuh.ru/ru/bases

HHdopMaLroHHbIE CLIPABOYHBIE CUCTEMBI:
1. Koncynbrant [lmtoc

2. Tapant

7. MarepuajbHO-TEXHHYECKOe o0ecriedeHne T CHUTITHHbI

Jns npoBenenus jekuuii TpeOyeTcs: yueOHble ayIUTOPHH, OCHAIICHHbIE CHEIUAIbHBIM
obopynoBanueM (MHKpOGOHBI, MYJIbTUMEIUWHBIC CcpenctBa). s ceMUHApCKUX 3aHITUN
HEOOXOUMBI ayJUTOpPUH, O0OOpyAOBaHHbIE HOCKOW. [[ns mpoBeneHUs MNPOMEKYTOUYHOU
aTTecTallid HY)XHa KOMIBIOTEPHAs TEXHHKAa C MOAKIIYEHHEM K HH(OpMaIMOHHO-
KOMMYHHMKAIIMOHHON cetu «MHTepHET» M JOCTYNOM B D3JIEKTPOHHYIO HH(OPMAIMOHHO-
obpazoBarenbuyto cpexy PITY (mpoBogHOoe coenvHeHWE WM OSCIPOBOIHOE COSAMHECHHE IO
texunosoruu Wi-Fi).

8. ObecneuyeHue oO0pa3oBaTeJILHOIO mpouecca JJsi  JHIl € OrPaHUYEeHHBIMH
BO3MOKHOCTSIMM 3710POBbsI 1 HHBAJIN/I0B

B xone peanuzanuy JUCHUTUIMHBI HUCHIONB3YIOTCS CIEIYIOIINE JOTOTHUTEIBHBIE METO/IBI
00yuyeHHMs, TEKYILEro KOHTPOJISI yCIIEBAEMOCTH U IMPOMEXYTOUHOM aTTecTalui 00ydaronuxcs B
3aBUCUMOCTH OT UX UHIUBUAYAIbHBIX OCOOEHHOCTEH:

oI ClleNbIX M CHa0OBUAALIMX: JEKIMU OQOPMISIOTCS B BUAE 3JIEKTPOHHOIO
JOKYMEHTa, JIOCTYITHOTO C IIOMOINBIO KOMIIBIOTEpa CO  CHEIHATN3UPOBAHHBIM
IPOTPaMMHBIM OOECTIEYCHHEM; TTMCHbMEHHBIE 3a/IaHUs BBITIOIHAIOTCS Ha KOMITBIOTEPE CO
CHEMATM3UPOBAHHBIM TPOTPAMMHBIM 00€CIIEUeHHEM WJIM MOTYT OBITh 3aMEHEHBI
YCTHBIM OTBETOM; 00€CIIEUNBACTCS MHINBHIyalbHOE PABHOMEPHOE OCBEIICHNE HE MEHEe
300 mrokc; [ BBINOJIHEHUS 3a/laHusl NpU  HEOOXOIMMOCTH  IPEIOCTaBIIAETCS
YBEJIMYMBAIOILIEE YCTPOMCTBO; BO3MOXHO TakXe MCIIOJIb30BaHHE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPOWCTB; MHUCBMEHHbIE 3a7aHus OQOPMISIOTCS YBEIMYCHHBIM
mpUPTOM; SK3aMEH M 3a4€T MPOBOJATCS B YCTHOM (popMe MM BBINOJHSIOTCS B
NUCbMEHHON (hopMe Ha KOMITBIOTEPE.

oI MIIYXUX U CHA0OCHBIIAIIUX: JIEKIUH O(QOPMIISIOTCS B BHUJIE AJIEKTPOHHOIO
JIOKYMEHTa, THOO0 Mpe0oCTaBiIsIeTCsl 3ByKOYCHIIMBAIOIIAs annaparypa HHIMBUYaIbHOTO
NI0JIb30BAHNS; NUCBMEHHBIE 3aJaHMs BBIIOJIHAIOTCS Ha KOMIIBIOTEPE B IHCBMEHHOU
dopme; 3K3aMeH M 3a4€T NMPOBOAATCS B MMCbMEHHOH (hopMe Ha KOMIIBIOTEPE; BO3MOKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.

eIl JMI C HApyWIEHUSMU OIOPHO-IBUIATEIbHOIO  ammapara: JeKLIUU
0(OpMIIIOTCS B BUJIE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C MOMOIIBIO KOMITBIOTEPA
CO CHEIHMATM3UPOBAHHBIM IPOrPaMMHBIM OOECIeYeHHeM; MUCbMEHHBIE 3aJaHHs
BBITOJIHSIOTCS. HA KOMITBIOTEPE CO CHEIHATN3UPOBAHHBIM POTPaMMHBIM 00€CTIEYEHHEM;
9K3aMeH U 3a4€T MPOBOJATCS B YCTHOM (pOpMe MIIM BBIMOIHAIOTCS B MUCBMEHHOM opme
Ha KOMIIbIOTEPE.

[Tpu HE0OXOIUMOCTH IMpeyCMaTPUBAETCS YBEIMUEHNE BPEMEHH ISl TOITOTOBKU OTBETA.
[Iponienypa  mpoBeleHHS  NPOMEXKYTOUYHOW  arTecTaluu Uil  OOydarommxcs
YCTaHABIMBAETCS € YYETOM UX HMHAWBHUIYAIbHBIX ICUXO(PU3NYECKUX OCOOEHHOCTEH.
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[TpomexyTo4Hast aTTECTAIHsI MOYKET TPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

[Tpu mpoBeneHUM TPOLEAYPHl OLIEHUBAHMUS PE3YJIbTATOB OOYyYEHHUS IpEILyCMaTpUBACTCS
UCTIOJIb30BAaHNE TEXHUYECKHUX CPEICTB, HEOOXOAMMBIX B CBSI3W C HHIUBUAYAIbHBIMU
0COOCHHOCTSAMHU O0yYaroImuXcsi. DT CPEACTBA MOTYT OBITh MPEJOCTABICHBI YHHUBEPCUTETOM,
WJIA MOTYT MCIIOJIb30BaThCSI COOCTBEHHBIE TEXHUYECKHE CPECTBA.

[IpoBeneHre mpoUEAYpbl OLIEHUBAHHUA  PE3YIbTAaTOB  OOy4YEeHHs JOMyCKAaeTcs ¢
UCIIOJIb30BaHUEM JMCTAHIIMOHHBIX 00Pa30BaTeIbHBIX TEXHOIOTHH.

ObecneunBaeTcs A0CTYN K MHPOPMALMOHHBIM M OHOIMOrpaduyeckuM pecypcaMm B CETH
WuTepHer uisi Kakaoro oOydaromierocs B ¢Gopmax, aJalTHPOBAaHHBIX K OTPAHUYCHUSM HUX
3JI0pOBbBsI U BOCTIPHATHS HHPOPMALIH:

oISl CIICTBIX M CIa0OBHIIIMX: B MEYAaTHOW (hOpME yBEIUYCHHBIM IIPH(PTOM, B
dbopmMe IEKTPOHHOTO TOKYMEHTa, B (popme aynuodaiina.

oI TAOyXUX W ciaabocipllalux: B medaTtHoil ¢opme, B (popme 3IEKTPOHHOIO
JIOKYMEHTA.

o/Isi OOy4YalOUIMXCS C HApPYIICHUSIMU OIOPHO-JABHTaTEeIbHOIO —armapara: B
nevyatHoil popme, B popme 31EKTPOHHOTO TOKYMEHTa, B popme ayaunodaiina.

Y4eOHbIC ayAUTOPHUH IS BCEX BUIOB KOHTAKTHOW M CAMOCTOSITEIILHON pabOThI, HAydHAas
OubnuoTeKka W WMHBbIC MOMEUICHUS 7S O0y4YeHUs OCHAIICHBI CIEIHAlbHBIM 00OPYIOBaHHEM U
Y4eOHBIMA MECTaMH ¢ TEXHHYECKUMHU CPEJICTBAMU O0yUCHUS:

oI CJENbIX W CHA0OBUIANINX: YCTPOMCTBOM [UIsi CKAaHUPOBAHUS W YTEHHUA C
kamepoii SARA CE; mgucmneem bpaiing PAC Mate 20; npunrepom bpaitns EmBraille
ViewPlus;

® U1 IIIyXHUX H cna600111>m1an11/1x: ABTOMAaTU3WPOBAHHBIM pa60‘~II/IM MECTOM JId
J'II-OI[GfI C HAPYHICHUEM CllyXa U CJ'I8.6OCJ'ILII_HaH_[I/IX; aKYCTI/I‘IeCKI/Iﬁ YCUIIUTECIIb U KOJIOHKH,

eyii  oOydaloIUXCSl € HapyLIEHUSMH  ONOPHO-ABUIATEIbHOTO  armapara:
NEPEIBIKHBIMU, PEryIMPYyEMBIMU 3proHomMuueckuMu napramu CH-1; xomnbroTepHON
TEXHUKOH CO CHEIMAIbHBIM IPOrPAMMHBIM 00€CIIeYeHUEM.

9. MeToauyeckue MaTepuaJbl
9.1. Iliianbl 1a60PATOPHBIX PAGOT U METOAMYECKUE YKAZAHHUS 110 X
BBITOJTHEHH IO

Tema 1. OcHOBHbIe 00bEKTHI aBTOMaTH3aluM 0a3bl JAHHBIX B APXHBHOM [eJie.
Co3nanue 3i1ekTponHoit apxuBHoi onucu B CYB/] FoxPRO for Windows.

ens paboThl: uH3y4YeHHE MPUMEHEHHS TEXHOJIOTMKW 0a3 JaHHBIX TPU CO3JaHUHN
aBTOMATH3UPOBAHHBIX HH(POPMALIMOHHO-TTOUCKOBBIX CUCTEM.

B pesynbrare paboThl CTyACHT JOKEH 3HATH:

- KJ1accu(UKALMIO M OCHOBBI ocTpoeHust apxuBHbIXx AUTIC;

- IIpeuMyIIecTBa U HeAOoCTaTKu pensunoHHbIX CYDBJl mpu co3maHnM apXMBHBIX
AUIIC;

- MPUHIIMIT TPEEeMCTBEHHOCTH TPAJUIIMOHHBIX U aBTOMAaTU3UPOBAHHBIX apPXUBHBIX
CIIPAaBOYHHMKOB M €T0 OCYLIECTBIIEHUE Ha IPAKTUKE.

B pesynbrare paboThl CTyA€HT AOKEH YMETh:

- BBICTYNIUTh B POJIM IOCTAHOBIIMKA 337]auydl U pa3paboTaTh TEXHUYECKOE 3aJlaHHe
npu coznanuu AUTIC Ha 6a3e apXxuBHOM onuCH.
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[IporpamMmMHoe obecrieueHue:

- CVYB]] Fox Pro for Windows ot ot 2.6.

Pa3narounbie MaTepuansl:

- Onucek poHpa.

- [IpakTuueckoe 3agaHue

Ilepen HauaaoM paOOTHI BCIOMHUTE:

- Yro nmoHUMaroT oy 0a3on JaHHBIX?

- KakoBa cTpykrypa 0a3 JaHHBIX U B 4e€M OCOOCHHOCTH PEISIUOHHONW MOJENn
NAHHEBIX?

- KakoBbl aTamnel co3nanus 6a3 TaHHbIX ?

- KakoBsl pazHoBuanoct apxuBHbix AUTIC?

ABTOMAaTH3UPOBAaHHbIE  WH(GOPMAIMOHHO-TIONCKOBBIC ~ CIIPABOYHUKH B apXHBax
CO3MAIOTCSl I YCOBEPIICHCTBOBAHMS HAYYHO-CIIPABOYHOrO armrmapara, MHOTOACIIEKTHOTO
I[EJICEBOT0 TIOMCKA PETPOCIICKTUBHOM JOKYMEHTHOM HH(pOpMAaIIHH.

Cosznmanne AUTIC BxarodaeT B ce0st HECKOJIBKO 3TAIIOB.

1. OOw1ast mocTaHOBKA 3a]1auu, pacueT 3arpat Ha BHeapenue AUIIC,
pacuet sKkoHOMHUYEcKOH dpdextuBHOCTH BHEeApeHus AUTIC.
2. Co3nanune unponornueckoit monenu b/1. Ha atom sTane Han

npoexktoM AUIIC pabortaer apxusuct. Onpeznensercs Te-

Ma WM KomIuiekc gokymeHtoB, tun AUIIC (MmexdonmoBas, MexapxuBHasi),
OIpeAesaoTCcs 00BEKThl OMUCAHUS U X aTpUOYThl, HA3HAYAIOTCS MHACHTU(PUKATOPBI OOBEKTOB
U OIIPEJEIIAIOTCS TUIIBI CBSA3EH MEXIY OObEKTaMHU.

3. Co3manue paramormyeckoii mozenu bJl Ha 3TOoM 3Tame apxuBHCT paboTaer
COBMECTHO ¢ mporpammucrtoM. Ilpoucxomutr BbIOOp Mojenu (CTPYKTYphl JAaHHBIX), B
COOTBETCTBUU C HEH MPOBOJIUTCS CTPYKTYPUPOBAHUE JaHHBIX, HOpMaJu3alus Tabaul, BBIOOP
kitoueit, Beioop CYB/I.

4. Co3nanune ¢usnyeckoit B/I. Ha aTom sTame mporpaMMHCT pean3yeT CpeacTBaMu
KOHKPETHON CHCTEMBI YIIpaBiIeHHs 6azamMu

nauubix CYB]] npoexkt AUTIC.

WNndpopmanus B BJ] Tuma d BASE, k xotopsim otHOcuTcs CYBJ]

FoxPro, xpanutcs B nByMmepHbIX TaOnuuax. Cronber; TaOMuIbl Ha3bIBAe€TCs IIOJIEM,
CTpoka — 3amnucklo. Qailn-Tadbauna uMeer NpousBojbHoe (J1r000e) nms u pacumpenue *.DBF.

Coznare ".DBF-¢aiin — 3HauuT ompenenuTs Ha3BaHWe, THUIl U JIMHY (B CHMBOJIAx)
Ka)KJI0TO CTOJI011a TaOIHIIEL.

Co3snaiite ¢aiinsl fond.DBF, opis.DBF, delo 1.DBF u delo_2.DBF.

3arpysure FoxPro.

Haiinure B MeHIO yHKT «Daiiin», METKHUTE 110 HEMY, HAUIUTE B

MOJMEHIO MyHKT «C03/1aTh», HIEIIKHUTE 110 HEMY .

[osiButcst auanoroBoe okHO «Coznath» Hlenkuute no «Tabnuua.

DBF.».

[TosiBuTcs uanoroBoe okHO «CTpyKTypa Tabnuiel». Beenute

MMEHA TIOJIeH, THITBI U Pa3MepHl.

[IpaBuia, 1O KOTOPBIM MOKHO JJaBaTh UMEHA MOJISIM:

- TOJIBKO JIATUHCKHE OYKBBI;

- He Oounbine 10 3HaKOB;

- HEJb3s1 HCTI0JIb30BaTh MPOOEIT;

- BMECTO Mpo0eia MOXKHO MCIIOJIb30BaTh noayepkuBanue: delo n4;

- HEJb3s1 HAYMHATH UMS TIOJISI € IIUQPBI, HO IIUQPPHI UCTIOIH30BATH MOXKHO.

Hamnpumep:

Nomer fond («a» HE TOMECTHIIOCH, T. K. 3TO 11-ii 3HAK).
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Tunel nonei:

Carascher — cumBomnbHOE, T.€. TEKCT (pazmep 1o 254 6aiT).
Numeric — umcio, MoskHO 1poOb (10 10 Gaiir).

Data — mara (8 6aiit: 00.00.00).

Logical — Tpebyroriee orBeta 1a uiau Het (Beeraa 1 0aiT: 0 wiu 1).

Memo — nmpumeuanue. Pazmep He orpaHuyeH, HO MOUCK 3a4acTyIO 3aTPyAHEH.
General — BcraBka 00beKkTa (KAPTUHKH, TEKCTA), CO3IaHHOTO

JIPyTroi MporpaMmmon.

[Tocne BBoa Bcex nosneit menkaure OK.

CoxpanuTte TabIHIly MO COOTBETCTBYIOIIUM UMEHEM.

[IporpamMma npeioxkuT BBecTH 3anucu. Beeaure 10 3anuceii B Ta-

ommuny: delo 1.DBF u delo 2.DBF. B ocTanpHbIe — 110 OTHOM 3aMKCH.

Jns BBosia nmpumevanmii: {CTRL+PGDN}.

CoxpanuTth nanable U 3akoHUUTh BBOJI: {CTRL+F4} nnm daitn —

3akpeITh. JlaHHbBIE COXPaHATCS aBTOMAaTUYECKH.

2. 3arpy3uTe CHayaua oJHy TabJuiLy.

BA3A JAHHBIX — ITPOCMOTP — OTKPbITh.

VYKaKuTe IUCK, KaTajor v (aii Hy>KHOM TaOJIUIIBL.

3. 3arpy3uB tabnuiy delo 2.DBF, naiinure B Hell Bce 3amvicH, B

KOTOPBIX YIIOMUHAIOTCS IPUKA3bI.

3AIINCBH-TITOUCK.

B okne «Ilouck» menkuure «Jlns» — OTKpoeTcss OKHO «l'€HepaTtop BBIPAXKECHUN.

CrnieBa BbIOEpHTE TI0JI€, ABAXKIBI HMICIKHUTE 1O HEMY (BaM HY>KHO T0JI€ C BUJAMU JIOKYMEHTOB).
[TostBUTCS OKHO ¢ WMeHeM TaOJuIbl UMs ToJs. BBeauTe 3HaueHHWE TMONs B KaBBIYKAX:
«TpUKa3bl» (BCE, YTO HE YUCII0, BBOAUTCA B KaBbIukax). Lllenkaure «OK».

[IpunymaiiTe U BBIIOTHUTE €Ille HECKOIbKO YCIOBUN MOUCKa [Tl BeeX (ailios.
4. PepaktupoBaHue TabJIUIIBI.

JloGaBswTe emre 3anuck B Tabauiy delo 2.DBF.

Ortkpoiite ee (11. 2). BeiGepure pexxum npocMoTtpa (TabInyHbINA

WJIY TI0 3aITUCSM).

JlobGaBbTe mycTyto cTpoKy B KoHIE Tabiuibl: { CTRL+N}.

Beenure undpopmanuto.

N3meHnuTe naHHble B YK€ TOTOBOM MOJIE: IBAXKIbI IIETKHUTE O

HEMY U BBEJIUTE HOBBIE IAHHBIEC.

VY nanute nocneaHio0 3anuch Tadsuiel delo_2.DBF.

Haiinute o6peuennyto 3anuch. ll{enkHUTE MBIIIBIO IO TEMHO-

My MpSIMOYTOJIBHHUKY CJi€Ba OT COOTBETCTBYIOUIEH cTpoku Tabiuubl. Haiinure B MeHIo

«BA3A JTAHHBIX», menkaute «Y 1anuThy

(«YnakoBaTh), menkaute «A». Ipyroit Bapuant — «3AIIMCby,
«YJAAJINTb».

Jlo6asbTe B daiin fond.DBF nose «Opisi» a1 BHECEHUs CBEIEHUH 0 KOJIMUYECTBE ONMcei

Kaxs1oro (hoHma.

«OKHO» — «BU[l». OTkpoiite uamensemyto tadnuiy. Llenkau-

Te o «Ycra"noBkay. [Togsurca quanoroBoe okHo «YCTAHOBKA».

[enkaute mo « CTPYKTYPA — U3MEHUWTDby. [losiBuTCS OKHO

«CTPYKTYPA TABJIMLbI». JIucraiTe cmicok mojiei 10 KOHIA.

YcraHoBuTe Kypcop Ha HHXKHEM, ITyCTOM MoJie. BBeauTe ero XxapakTepuCcTUKU (MMsl, THIT

U pa3Mmep).
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OcHoBbI HHPOPMAITMOHHOTO TIOUCKA.
3aBepmmrte BBoA 10 3amuceit B daitiel fond.dbf, opis.dbf, delo.dbf,



delol.dbf.

Otcoptupyiite 3anucu Tabnuisl delol.dbf. mo Bo3pacTanuro

Ne ponna, onucwu, 1ena u 3anucu.

Ortxpoiite Hy)HY10 Tabauy OKHO-BU/I-ITPOCMOTP-BA3A-COPTHUPOBKA.

Bri6epuTte nosne B ciucke « BCE ITOJIS», aBaxapl MEIKHUTE TI0 HEMY.

BriOepuTe COPTHUPOBKY IO BO3pPACTaHUIO WU 1O YOBIBAaHHWIO, INEIKHUTE IIO
COOTBETCTBYIOIIEMY (PIIaXKKY.

Bribepure cneaytoliee mosie aHaTIOTHYHO, MeiakHuTe 1o ¢axky BO3P/YBbIB.

CoxpaHuTb, BBEAUTE UM (haiia.

[enkanTe «OK».

2. [Tpounaexcupyiire 3anucu Tadbmunbl delol.dbf mo andasurty

BHJIOB JOKyMEHTOB.

B mento naiinure myHkT BA3A — HACTPOWVKA.

B o6mactu UHAEKCBI — JJOBABUTD. [laiite unaekcy umsa ¢ pacmupenuem CDX
(KOMIUICKCHBIN CaMOOOHOBJISIONINKCS HHIEKC) 1 UMeHeM delol, coxpanute ero.

B criucke [TOJIS menkHrUTE IO UMEHU TIOJIS, IO KOTOpOMY OyieT

MIPOBOAMUTHCS UHIEKCHpOBaHUe. BpibepuTe, 1o Bo3pacTaHUIO WM

yObIBaHUIO Oy/1eTe MHACKCHPOBATh, MEIKHUTE 110 COOTBETCTBYIOMEMY (uiakky. BBeaute
cienyromiee uMs mojis U cHoBa wenkHuTe no ¢uaxky BO3P/YBBIBAHUS. llenkuute mno
JOBABUTD, OK.

3. Ocy1ecTBUTE MOUCK BCeX MPOTOKONIOB B (hoHae Moxkaiickoro YUKA.

«3AITUCH — UCKATDBy». Tak MOXHO MCKaTh TOJIBKO MO MPOUHACKCUPOBAHHOMY TOJIIO.
[MosiButcs «KOHCTPYKTOP BBIPAXKEHUM». B obnactu «3uauenue mis SEEK» BBectu
3HAYCHHE JIJISl TIOMCKA B KaBbIUKaX, €CIIU 3TO TEKCT («poTokoibh»). [llenkuute OK.

4. Ocy1iecTBUTE MOUCK BCEX JOKYMEHTOB ()OHIA, aBTOPOM KOTO-

pbIx sBisercs Moxkarickuii Y UK.

Haiinure neno Ne 5. 3ATIMCh — HAWTH. Unjekc He BaKeH.

Hlenxuute mo «FOR» (ains).

Bri6epute nose B crincke «11OJIE», qBax /bl EIKHUTE 110 HEMY.

ITocraBpTe normyeckuit omepatop (B AAHHOM clyyae =) U BBEIUTE 3HaueHHE (B
KaBbIYKaX, €CJIN 3TO TeKCT): aBTop= «Moxkaiickuit YUK». Hlenkaute «OK».

5. Ocy1iecTBUTE MOUCK BCEX TOKYMEHTOB, T/I€ YIIOMUHAETCs O che3gax COBETOB.
«[IPABKA — HAUTHN». be3 Bcakux kaBeryek BBeautTe «Cohe3m» u HaxXmure «OK).
6. OcymecTBUTe MOUCK BceX MpoTokonoB Moxkaiickoro YUKA B 1 omucu douga

Moxaiickoro YUKA. {1 5TOro Hy’KHO IOCTPOUTH

3amnpoc: ®ANI — CO3JIATH. IllenkHure mo ¢dmaxky 3AITPOC — CO3JATD.

note «KPUTEPUN OTBOPA» BBeaure 1o, omepaTtopbl M HX 3HAYEHHUS
(BUJ_JIOKYMEHTOB — Moxoxe Ha — «IIpoTokonb» u ap.)

BriGepuTte nosnis pesynbrara.

[lenxuute mo « BBITIOJIHUTH 3ATTPOCY.

KOHTpOJ’ILHHG BOIIPOCHI:

1. HazoBute srtambr cozmanmst AUIIC. KakoBa posib apXwBHUCTa HA KaXJAOM U3
3TanoB?

2. HazoBute n3BecTHbie BaM MOJIETH (CTPYKTYPbI) TaHHBIX ?

3. B ueM npeumy1iecTBa 1 HEAOCTATKH PEISLUOHHON MOJEIHN TaAHHBIX ?

4. KaxoBa meronuka noucka napopmanuu 8 AUTIC?

5. Kakum oOpa3om oOnerdaercs TpyA COCTABUTENS HIIEKTPOHHOW OINHUCH T10
CPaBHEHUIO C TPATUITMOHHOM?

6. B uem npeunmy1iecTBa 371€KTPOHHOM ONUCH MEPe TPAAULMOHHON C TOUKHU 3pEHUS

METOMKHU TToucKa nHpopmarmun?
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Tema 2. CocraBjieHHEe YYeTHBIX [JOKYMEHTOB M CO3laHHE MNACIOpPTa apxuBa C
NOMOIIBIO 0011e0TPAC/IEBBIX POrPaMM «APXUBHBIN POHA» H «DOHIOBBIH KATAJI0D»

Iesnp pa®oOTHI: OCBOCHHME CTYJEHTaMU OCHOB (D)YHKIIMOHMPOBAHUS OTPACICBON CHUCTEMBI
AaBTOMATHU3UPOBAHHOI'O LIEHTPAJIU30BAHHOIO Y4eTa JOKYMEHTOB.

B pesynbrare paboThl CTyI€HT JOJDKEH 3HATh:

- Ha3zHauyeHue U (YHKINHU, OCHOBBI HHTep(eiica mporpaMMbl « ApXUBHBIN (OHI»;

- Ha3zHaueHue U (yHKIHU, OCHOBBI HHTep(eiica mporpaMMbl « DOHAOBBINA KaTalor».

B pesynbrare paboThl CTyI€HT TOJKEH YMETh:

1. pabotath ¢ mnporpamMmoil «ApxuBHBI (OHI» B pPEKUME MOJIb30BATENs U
aJMMHHCTPATOPA;
2. BBOJIUThH JIaHHBIC U3 IOKYMEHTOB BHYTPEHHETO YUYET apXuBa

(;mucta ponpa, onmceil) B pa3esibl OCHOBHOTO MEHIO IIPOTPaMMBbl « ApXUBHBIN (HOHID» —
(doHJ, onuCh, IBUKEHUE T0KYMEHTOB;

3. CO3J1aBaTh C TIOMOIIBIO IPOTPAMMBI «APXUBHBIN (POH MACTIOPT ApPXHBA;

4. HacTpauBaTh nporpammy «@OHAOBBIA KaTajor» B pexHUMe aIMHHHUCTpaTopa U
OCYILECTBIISATH 3KCIIOPT JAAHHBIX U3 MPOTrpaMMbl « ApXuBHBIN QoHI» (AD);

S. [OJIy4yaTh CBOJIHBIN NAcTIOpT apxuBa B porpamme «PonaoBeIi katanor» (PK).

[Tporpammuoe obecnieueHme:

1. Iporpamma «APXVBHBIM ®OH/I» 2.0 mwmm 3.0 for Windows (DenepanbHas
apXuBHas CIIyx0a).

2. [porpamma «®OHJOBBIN KATAJIOI' CYBBEKTA ®EJEPALIMW» 1.0 for
Windows (DenepanbHast apXuBHAsI CITyKOQ).

PaznaTouHbie MaTepUab:

- 3aIOTHCHHBIHN JTUCT QOHA.

[IpakTuyeckoe 3a1anue:

[lepen HauaaoM pabOTHI BCIOMHUTE:

1. KaxoBbl rmaBHbIC 3a/1a4H y4eTa JOKYMEHTOB B apXHUBe?

2. B uem ornmume BHyTpeHHEro ydera JOKYMEHTOB OT LIEHTPAJIM30BAHHOIO yueTa
JIOKYMEHTOB?

3. Uro sBisieTCs] eIMHUIIEH yueTa apXUBHBIX JTOKYMEHTOB?

4. KakoBbl OCHOBHbIE (DOPMBI YUeTa JOKYMEHTOB B IOCYJapCTBEHHOM U BEIOMCTBEHHOM
apxuse?

OO11ee 3HaKOMCTBO C ITPOrpaMMOi

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

[MPOI'PAMMBI, CTPYKTYPA UHOOPMAIIMOHHOI'O MACCHUBA.

Ipocmorpute  pasnenst M3MEHEHME ITAPOJIEM, MEHIO B PEXUME
[TOJIB3OBATEJIA U PEAAKTOPA, ITYTEBOJUTEJIb.

CaepHurte (Qaiin, He 3aKpbIBas €ro.

Bossmure JIMCT ®OHJIA u BBeauTe nanHbie B Ta0iuibl B

«ApPXUBHBIHA (HOH.

s sToro:

3arpy3ure nporpaMmy A® u BoiiuTe B HEE MO MAaposieM «2» (peaakTopa);

BbIOEpuTE B riaBHOM MeHio nmyHKT ®OHJI; mepen Bamu mosiBUTCS CIIMCOK BBEIEHHBIX
panee ¢ponos; Haxxmute Enter. Bol Bolinere B paznen @®OH/I.

Haunure ¢ TIOCJIEJHEI'O mo Bpemenu mepemmeHoBaHus (onmooOpazoBatens. Ero
BBeauTe B Tabnuiy @OHJI, nepBblit 3kpaH,

T0JIsl «TI0JIHOE Ha3BaHUe (POH/Ia», «COKpALIEHHOE Ha3BaHUE (HOHAAY.

BBenute Takke AaHHBIE B MMOJs «HOMEp (DOHIA», «KATETOPHs», «HAdajdbHAs JaTay;
«KOHEYHas JaTay.
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bonee pannue nazBanus dponmpoodpazoBarens Beeaute B pasznen [IEPEMMEHOBAHUA
(mynkT BepxHero meHto PA3/IEJIbI), 0603HauMB JaThl KaXKA0T0 Ha3BaHMS.

Nrak, Ber BBenmu B B/l oOmue cBenenus o ¢GoHAe W3 MEPBBIX pas3aeiioB JucTa (GoHma.
[Iponoikaem nociie10BaTENBHO MONOJIHATh

nanHble o HameMm Qouae. Cnenyromuii pa3aen aucra GoHaa — «Y4eT HEOMHCAHHBIX
MaTepHuanoBy (T.€. POCCHIIN).

1. BBenuTe naHHBIE O KOJIMYECTBE €IUHUI XPAHEHUS POCCHINU U3 paszjena jJucta (GoHaa
(yuer HeonncanHbIX MaTepuaios) B pazaen «ABMKEHUE JIOKYMEHTOBy. [lns storo:

- BbIOEpHTE IMyHKT BepxHero MeHio «PA3JIEJIbIy»;

- Be1OepuTe noanyHkT «JIBVDKEHUE JOKYMEHTOBY, nanee — JOBABUTD,
POCCHIIIb, ENTER. IlociaenoBareasHO

COXpaHSIsI, BBEIUTE BCE TMOCTYIUICHHUS M BCE BBIOBITHS POCCHINH, yKa3aHHBIC B JIUCTE

dbonma.

2. Crnenyroumii paznen iucra GoHIa — y4eT ONUCAaHHBIX JTOKyMEHTOB. BBenute B
noapazaen OIIMCHU (nmyukr Bepxuero meHto PA3JIEJIbl) nannble o HOMepax, Ha3BaHHUAX
KpallHUX Jarax OIHKCEeH, 3aluCaHHBIX B JUCT (poHaa. BriOepure COOTBETCTBYIOLIUI BUIAM
JIOKYMEHTOB «THIT OITUCH.

3. Beenure B nonpazaen « IBUWKEHUE JIOKYMEHTOB)Y (mmyHKT BepXHEro MeHIO
PA3JIEJIbI) nannuble 060 BCEX MOCTYIUIEHUS U BBIOBITUSX OMMCAHHBIX MaTEpUAOB, YKa3aHHBIX
B mcte ¢onaa. s atoro odparurecy k noanyHkty MeHio «IBIDKEHUE JJIOKYMEHTOB»,
BeiOeputTe JIOBABUTD. Kak Bumute, nepen Bamu Bo3HHK criucok omnmceid ¢onma. Beidepure
HY>)KHYIO OIIMCh, B KOTOPOM MPOM3OLUIO ABUKEHUE JIOKYMEHTOB. BBenute roja ABUKEHUS,
BBIOCPUTE BUJ JABWKCHUS, U, CAMOE TJIABHOE, KOJMYECTBO MOCTYIHUBIINX WM BHIOBIBIIMX JIEI,
MOCIIE0BATEIHHO COXPAHSIS KAXKIyI0 3anmuch (MyHKT HuxkHEro MeHio «COXPAHUTD).

4. CuoBa obparurech k Word for Windows. Ilpountaiite pazmen 8 «MEHIO
AJIMUHUCTPATOPAY. 3anumure MyHKTh MEHIO. 3aKkpoiite dai.
S. 3akpoiite mnporpammy A® u CHOBa 3arpy3uTe €€ TMOJ MapoieM «3»

(ammunucTparopa). Boiingute B pasnen I[IACIIOPT. 3anonnure Ha3BaHWE apXvBa, yKa3aHHOE B
mucte ¢ponna. lllenkuure mno CHUTATH CBO/IHBIE. 1 nonyuuTe cBOAHBIE TaHHBIE MacMoOpTa.
[IenkHute mo CHEI[YIOH_[I/II?'I OKPAH u npocmotpute [IACITOPT APXHNBA.

3axpoiite nporpammy A®.

6. 3arpy3ute MS Word.

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

7. 3aKOHCIIEKTUPYWUTE pa3eibl:

Ha3nauenue nporpamMmsl,

CrpykTypa uH(OPMAIIMOHHOTO MAacCUBa,

OO0OHOBIEHHE TAaHHBIX.

8. Barpysute mporpammy @®OHJOBBIM KATAJIOT moxm mapomeM  «3»
(amMuHUCTpaTOpA).

Boiinure B paznen OPI'AH YIIPABJIEHU L.

Beenenue B paznen IIOJITHOE HA3BAHUE nanubie 00 oprane

yIpaBIeHUs apXUBHBIM JesioM. Harmpumep, ApXuBHBINM 0TAEN IpU

agMuHUCTparuu Bonoroackoit oomactu.

B paznen COKPAILIEHHOE HA3BAHUWE — AO Bosnorojckoi

o0nacTu.

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

CoxpaHuTte nTaHHBIC.

9. Boiinure B paznen APXUB, BBenute nannsie (u3 aucta GoHAQ)
B TIOJISL:
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[IOJIHOE HA3BAHUE APXUBA; COKPAIIEHHOE HA3BAHUE (uanpumep,
'ABO).

AJIPEC APXUBA, Breibepute cooterctByronuii YPOBEHb u TUII (mampumep, mis
[IMAM — myHununanbHbiil apxuB). COXpaHUTE 1aHHBIE.

Bribepute B crmcke Bam apxuB. Haxkmure ENTER, Ha Bompoc mporpammsel 00
ucrounuke manubix BBemute aapec G\wfond\DBF, menkaute mo SELEKT, B nynkre I'OJ]
MOCTaBbTE€ CaMblii paHHUI roja, 3a KoTopblii y Bac Obuio m3MeHeHue (MOCTYIUICHHE WU
BbIObITUE) YyueTHbIX JaHHbIX. Haxwmure ENTER. Jlokautech MOSBICHUS — HAJIIUCH
OBHOBJIEHME JAHHBIX VCIIEHIHO 3ABEPHIEHO. [anuble mporpammbel  AD
ckonupoBaiuch B nporpammy OK. Haxxmute ENTER.

10.  3axkpoiite nporpammy @K u eme pa3 3arpy3uTe ee ¢ rnmapoyieM «2» (peaaKTopa).

Tenepr MaccHB yYEeTHBIX JAHHBIX PErMOoHa MOMOJIHUJCSA JaHHBIMM Bamiero apxwuBa.
Yo6enutech B atom. Otkpoiite pasgen APXUBOUIIbTP. Bribepute Bam apxuB, HaxxmuTe
BBIITOJIHUTD.

Boiinure B paznen ®OHJI Beioepute Bam apxus, Haxxmute ENTER.

IIpocmotpute usrorosieHHblii Bamu Ilacnopr apxuBa B paspene ITACIIOPT (myHkT
BepxHero meHio PA3JIEJIbI).

Paboras ¢ mporpamMmoii, MOKHO TIOJYYUTh CBOJHBIH MacmopT mo Bamemy apxuBy 3a
pasHbie rojsl (mopaszzaen «CBOAHBIN MAacopT»).

Jlist uero cimyskat noapaszaensl «Junamuka — adc.»; «dunamuka %o»?

KoHTposbHBIE BOIIPOCHL:

1. [ToueMy uMEHHO Yy4YeT JOKYMEHTOB CTal OJHHUM W3 [EPBOOYECPEIHBIX
HaIpaBJICHUN KOMITbIOTEPHU3AIIMK aPXUBHOTO JieJia’?

2. B dWem BaXHOCTh MPHUMEHEHHS OOIICOTPACIEBHIX (THIOBBIX) 0a3 JaHHBIX IS
BEJICHUS y4eTa JJOKyMEHTOB ApxuBHOTO (oHa PD?

3. KakoBsl  mpeumyiiecTBa  aBTOMAaTHU3UPOBAHHBIX  CHUCTEM  yueTa  Iepes
TPAIUIIMOHHBIMU YUETHBIMHU CIIPABOYHHKAMHU?

4, HazoBute ocHoBubie ¢yHkiuu AWUIIC «ApxuBHbli pouay u «DoHIOBBIM

Karajor cyobekra denepanum.

5. Kak ctpoutcst aBTOMaTH3MpPOBaHHAS CHCTEMa IICHTPATM30BAHHOTO yUYeTa JJOKYMEHTOB
ApxusHoro ¢ponga PD?

Tema 4. Co3nanue y4eTHBIX JOKYMEHTOB apXHBa M MACHOPTAa apXMBa C MOMOUILIO
NMPOrpamMMbl «Y4eT apXUBHOI0 (pOHIA»

[enb paboThl: OCBOEHHE CTYJIEHTAaMU METOJUKH aBTOMATH3WPOBAHHOIO BHYTPEHHEIO U
LEHTPAJIM30BAaHHOIO y4eTa apXUBHBIX JOKYMEHTOB, IIpuMeHseMoN B ['nmaBapxuse I. MOCKBBI,
pUOOpETEeHNE HABBIKOB CPABHEHUSI TPOTPAMMHBIX MTPOTYKTOB.

B pesynbrare paboThl CTyI€HT JOJKEH 3HATh:

- Ha3HaYeHWe M (PYHKIMH, OCHOBBI MHTep(eiica mporpaMMbl «YYeT apXUBHOTO
bonga;

- paznmuuue Mexay pexumom mnononHerus bJl B pexxume ®OHJI- OITUCH u B
pexume AKT.

B pe3ynbrare paboThl CTyA€HT AOKEH YMETh:

- HacTpauBaTh MPOrpaMMy «YUeT apXHBHOTO (poHAa» B pexHMe aJIMUHUCTPATOPA,
BBOJUTH MOJIb30BaTeNel U BHIOMPATh (OPMBI OTUETA;

- pabotate B mporpamme «Yuer apxuBHOro ¢ouaa» B pexxume ®OHI-OITUCH,
BBOJWTH JaHHBIE U3 JIOKYMEHTOB BHYTPEHHEro Y4eT apxuBa (Jiucta (oHa, onucei) B pas3ienbl
OCHOBHOT'O MEHIO mporpammsbl «Yuer apxuBHoro ¢gonaa» — ®OHJ| — ITIOINIOJIHEHUE BJ;
OIINCHh — ITOITOJIHEHUE B, EXI. XPAHEHW .
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- CO3/1aBaTh C IOMOIMIBIO IPOTPAMMBI «YYeT apXUBHOTO (OH/Ia»
ucT (OHJIA, KHUTY y4yeTa IOCTYIUICHUH apXuBa, CIUCOK (POH-
JIOB M IPYTHE JOKYMEHTHI BHYTPEHHETO Y4eTa.

IIporpammHuoe oOecrieueHue:

WuTerpupoBanHas aBTOMAaTH3MpPOBAaHHAs cUCTeMa «YueT apxuBHOro ¢Gouma» (AO
HNucodr).

PasgaTounbie maTepuansr:

- 3arnoyiHeHHbIE JTUCTHI (POHI0B Ha ABa (HoHa,

- Onwucek nen Gouna,

- PykxoBoACTBO MoJib30BaTeNs MPOrPaMMBbl «YYeT apXUBHOIO (DOHJIa.

[IpakTruyeckoe 3amanue 1-4 gaca. [lepen Hagamom paboThI

BCIIOMHUTE:

1. Kakue yueTHble HOKYMEHTHI MO3BOJSET MOJIYYUTh M pacliedarartb Mporpamma
«ApxuBHBIHA HOHI)?

2. KakoBbl OCHOBHBIE JOKYMEHTBHl WM JIONOJHUTENIbHBIE JOKYMEHTHl BHYTPEHHETO
yudeTa B FOCyJapCTBEHHOM apXuBe?

3. KakoBbl OCHOBHbBIE JOKYMEHTHI M JOIOJHUTEIIbHBIE JOKYMEHTbl BHYTPEHHETO
yudeTa B FOCyJapCTBEHHOM apXuBe?

WuTerpupoBaHHas aBTOMAaTU3MpPOBAHHAs CUCTeMa «Y4eT apXuBHOro ¢onga» (YAD)
npeaHasHadcHa JJisd BEACHUS HCHTPAJIU30BAHHO- I'O YUCTa JOKYMCHTOB KaK I10 apXUBY, TaK U I10
apXHUBOXPAHIIIHIIL.

Cucrema paszpabdorana pupmoii «Mucodt» mist TAY r.Mocksbl.

HauynuTe 3HaKOMCTBO C POrpaMMOM € AEMOBEPCHH.

3arpysute Microsoft Internet Explorer (ITyck — ITporpammer — MS Internet Explorer).

B none «anpec» BBequTe www.insoft.ru. JloxxauTech 3arpy3Ku caira.

Hlenxuute 1o 3acraBke «JlemoBepcum». JlokIuTech 3arpy3Ku CTpaHUILIbL.

[IlenknuTe mo mnepBod cTpoke «MHTErpupoBaHHAas aBTOMATU3MPOBAaHHAs CHCTEMA
MOCKOBCKOT0 TOPOACKOT0 OObEJUHEHUST apXUBOBY.

JlosxxuTech 3arpy3Ku CTPaHULIBI.

Bribepure nmyHkT MeHio «[IOMOILby», Boiinute B paznen «O cucreme», BHIIUILIUTE B
TeTpajJb JaHHbIE O Iporpamme u pazpadotuuke. [llenxkuure mo OK.

Boiinure B nyHkT MeHto «AKT». Illenkunure no «HOBBIM AKT»

CJIEBAa, CaMOCTOSITENIBHO OIPEIECIUTE W 3ANULIMTE ITOCIIEI0BATEIbHOCTh JECHCTBUM IS
BBEJICHUS B aKT NepepaboTKU OIMHUCEH:

BBenenus yuerHbix nansbix no Hooit onrcu Ne 3.

Vnaneuuns Bcex men omucu Ne 3.

Boiinure B nynkt mento BEJIEHUE YUETHBIX TOKYMEHTOB.

CamMocTosITeIbHO YCTAHOBUTE TTOCIIEIOBATEILHOCTD JICUCTBUM:

HEO0OXOUMBIX JJIsl BBEJICHUS CBEICHUN B THCT (HOH/A;

HEOOXOIUMBIX TSl BEJICHUS CITUCKA (DOHITIOB;

HEOOXOTUMBIX, NJISl TIONYyYEHUS CBEACHHMM O COCTOSIHMHM KaXKIOW EIWHHUIIBI XpPaHEHUS
(BHUMATEIHFHO CMOTPHUTE Ha Pa3eIibl TJIABHOTO MEHIO BBEPXY).

YcraHoBUTE M 3aNMILINTE, KAaKUE JTOKYMEHTBI BHYTPEHHEIO yuyeTa MO3BOJIIET COCTaBUTh
cucTeMa. YCTaHOBUTE M 3aIUIIUTE, KaKue JOKYMEHTHI IIEHTPATU30BAaHHOTO y4yeTa IMO3BOJISET
COCTaBUTH CUCTeMa (TyHKT MEHIO «BelleHne y4eTHbIX TOKYMEHTOBY).

Kaxum 06pa3oM MOKHO COCTaBUTh MMACIOPT apXuBa’?

2. Tenepb nmepexoauM K MpaKTHKE. 3arpy3uTe nporpammy «Y ADy,
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menkHyB Mbiibio 1o [IYCK — [TPOI'PAMMBI — YYUET APXMB- HOI'O ®OHJJA —
AJIMUHUCTPATOP. IIporpamma 3amyCcTuTcs B pexxume aiMuHucTparopa. LllenkHure Mplbio
o HACTPOMKA B/I.

Cozpnaiite B/1. Beenute B oknHo CO3JIAHUE B]I anpec G/arhive/dbf.

[lenxkuure CO3JATDH, OK. Bbl BepHerech B ocHOBHOE MeHIo. Lllenkuute ®ANJIbI
OTYETOB. Beenute B oTkpsiBiicecs okHO anpec C:/ arhive/reports. Llenkuute SELEKT, OK.

[lenkuure mo nyHkty IIOJIB3OBATEJIN rnaBHoro meHwoo. Bam ciemyer BBecTd
[10JIb30BATENEN U IPUCBOUTH UM IIpaBa, HA3HAUUTh MAPOJIH.

Wrak, nauante ¢ mkoHku «HoBas 3amuchk» BHHM3Y (Jucrodek). B mome ®UO BBegute
CBOIO (paMMJIHIO, IPUCBONTE ceOe (YHKIMU aAMUHUCTPATOPA, HICTKHYB 1O (IaXKKy W BHIOpaB
nyHKT «AJIMUHUCTPATOP» u3 BepxHero MeHro. YKaxuTe mapoib «1» U MOATBEpPKICHUE
«1». Hlenkuure no ukonke COXPAHUTD (auckera BHU3Y).

Cucrema rotoBa k padote. [l{enkuute mo BBIXO/I.

7. 3amyctuTe nporpamMmmy B pexkume mnodib3oBateind. lllenknure mbimbio o ITYCK-
I[TPOI'PAMMBI — YUET APXMBHOI'O ®OH-JIA — YA®.

HaiinuTe BBEpXy CTPOKY IIaBHOTO MEHIO. B 1ieHTpe pabodyero okHa HaXOAWTCS Ha3BaHHE
apxuBa. YToObl HayaTh paboOTy C CUCTEMOM ClieZlyeT BBECTH CBOIO (haMIIIMIO U Mapoib «1».

[Iporpammoi mpeaycMOTpEeHBI JBE CUCTEMBI yueTa — A0 coxpaHeHus [lacnopra apxua
u nocne coxpanenus [lacnopra. Pexum yuera 1o coxpanenus [lacnopra apxuBa npegHa3HaueH
uisi  BBoga Oombmmx MaccuBoB  mHGMopmammu  3A  TIPEJBIAYIIWME TOHbL D10
MOATrOTOBUTENbHBIA 3Tanm yuera. [locine coxpaHeHMs macmopra 3TOT PEXHM CTAaHOBUTCS
HEJOCTYIHBIM — W3MEHEHHUS B JAHHBIX MOXHO OCYLIECTBIIATH TOJIbKO uepe3 MyHKT MeHio AKT.
[IpencraBum cebe, 4To naHHas cucteMa BBeaeHa B apxuse B 2001 roay, a yueTHble JOKYMEHTHI
umerorcs 3a 40 ner. CHauana ciexyeT BBECTH JlaHHbIE 00OBceX (POHJAX U ONUCAX apXuBa,
oTioxuBIIMXcs 3a 40 ner.

B pexxumMe nepBoHayaJIbHOTO TIOTIOJIHEHUS JAHHBIX OCHOBHBIMU

apisitorest Tpu nyHkTa: @OHJ(-OITUCH-E/I.XP. Pabora HauMHaeTcst ¢ MYyHKTa MEHIO
®OH/JI. PexxuMm omwich CTAaHOBHTCS aKTUBHBIM IIOCJIC BBOJa W BbIOOpa (oHAA, YTOOBI HE
HapYLIMTh CKBO3HYIO HyMEpaIuIo OMKcel B paMKax (oHza.

8. lllenkHuTe MBIMBIO MO TYHKTY TiaBHoro meHro M®OHJI. 3arem BbIOEpUTE MyHKT
[TOITOJIHEHUE BA. Bozpmure nuct nepBoro ¢Gouaa. Beenute B kapTouky (poHIa cBEIEHUS O
donme:

- HoMep (oHaa;

- kareroputo (oHaa (BeIOEpUTE, UCXOS U3 €T0 LIEHHOCTH);

- cocTosiHue (oHAA (ILEITYOK M0 CTPEJIKE CIIpaBa, «B HATUUUI);

- nH(}OPMALIMI0O O MOCTYIUIEHWH (BBEOUTE JaTy MEPBOrO MOCTYIUIEHHS C JIHCTa
donma);

- BBeIUTE HOMep apxuBoxpanuiuina B noise APXNBOXPAHWJINILE 1;

- KOJIMYECTBO  HeomucaHHblIx  marepuanoB B none  HEOIIMCAHBIE
MATEPUAIJIBI;

- OT KOT'0 MOCTYNHIIM MaTepuaiisl (0T poHJ000pa3oBaTens).

OcTanpHble MOJSI KapTOUYKU (OHJIA HEJOCTYIIHBI, TaK KaK JaHHbBIE CIEIyeT BBOJIUTH B
nyHkTe rinasHoro MeHto OITNCh.

Opnako 3amonHeHHWe KapTouku ¢oHnaa emie He 3akoHueHo. lllenkHuTe mo BKIaake
HA3BAHUME ®OHJIA, ykaxure 1nocieaoBaTeIbHO Bce Ha3BaHUs (OHJIA, yKa3aHHbIE B IEPBOM
paznene ymcta Gponna u ux kpaiaue natel (moiast HASBAHUE ®OHIIA, TATA HAYAJIBHAA,
JATA KOHEUHAZ).

Buumanue!

Ilocne BBoma KaxIoro Ha3BaHMA (OHJA HAIO €ro COXPaHUTh (IIEIKHUTE TI0
MUKTOTpaMMe C KEJITOM AuckeToi BHU3Y). Ecnm HazBaHue QoHIa HE MMEET TOUHBIX KpaHHX
JIaT, CIENYET BPYUHYIO PACIIOJIOKUTH Ha3BaHUS B TOHM MOCJIEI0BATEIILHOCTH, B KOTOPOIl OHU
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MpuBeeHbl B JHCTe (GoHAA (WCIONB3YHTE KHONMKH CO CTPEJIOYKaMHU BBEPX-BHU3).
[IpeaBapUTENIbHO HYXHO BBIIETUTH MBIIIBIO CTPOKY C Ha3BaHUEM, a 3aT€M IEPEMECTUTh €ro
BBEPX WJIM BHU3 HYXXHOH KHONKOW. Elte pa3 coxpanute gaHHble B KoHIE. [IlenkHuTe no HKoHKE
¢ naseppto BHM3Y. lllenknure mo Brxianke AHHOTAILIMSA. Benurte KpaTkyro aHHOTALUIO
JOKYMEHTOB (poH7a (BUABI JOKYMEHTOB, TeMaTHka). Coxpanurte aanuble. LleIKkHUTE 110 HKOHKE
C JIBEPBIO BHU3Y.

Bxianky COCTAB ®OHJIA He TporaiiTe, oHa 3anojJHUTCS aBToMatndecku. Lllenkuure
110 MKOHKE C JBepbi0 BHU3Y. Eciy Bel 32011 COXpaHUTH TaHHBIE, TTOSBUTCS «BOIIPOLIAIOIIEE)
OKHO. Bribepure

BBIXOJI C IIPOBEPKOM. Hu B xoem ciyuae He BuiGupaiite OTMEHUTH
N3MEHEHMUS! Torma Bce Bamm crapanus mnpomaayT BTyHE M HOBBIC JaHHBIE OyayT
YHUUYTOKEHBI!

AHanoruuHeIM 00pa3oM BBEIUTE JaHHBIE CO BTOpOro Jincra GoHAa ¥ u3 onucu (oHaa
(POHA-TIOITOJIHEHUE B).

9. BBenurte gaHHBIC O KOJIMYECTBE AMHUIL XpaHeHUs onucen ¢onaa 1, 2 (muctel Gonma)
u 3 (omuck pouma). s atoro HyxkHO BoiiTH B pasnen OIIHMCh. domkuo ObiTh, Bel 3ameTiiiu,
YTO TMOCJIE COXPAaHEHUS MEPBOIl KApTOUKHU (POH[A, STOT MYHKT MEHIO CTaJl aKTUBHBIM.

Opnako st Toro, ytoObl BBecTu AaHHble B paznen OIIMCb, cnavana cinepyer HailTu
donn, onucu koroporo Ber Oynere BBoAUTH. J1jig 3TOro Hy)HO BONTH B MyHKT MeHro ®OH/I-
BBIEOP ®OHJIA. Ilepen Bamu Bo3HHKHET (hopMma I BBO/Ia KPUTEPHEB MOUCKA.

OcymectBute nouck (GoHAA MO PSAY KpUTEpHEeB (HOMEp, COCTOSIHHE — B HAJIUYUH).
Hlenkaure mo mkoHke [TOUCK (kpacnas myma BHU3Y). Camblil mpOCTOH crmoco® MOIYYHTh
CIIUCOK BCEX BBEJEHHBIX (POHIIOB — IIENKHYTH 10 ukonke JIVIIA BHU3Y, BooOIIIe HE BBOS

KpuTepueB noucka. HaBenure Kypcop Ha Ha3BaHHE NEPBOro (OHJA B CIHCKE, JABAXK]IbI
nienkHute mo Homepy ¢ouzga. INosButcs kaprouka Gonaa. Tenepb MOKHO IPUCTYIUTH K BBOAY
CBeZIcHHI 00 onucsx (GoHmaa.

lenkHuTe Mplb0 1o MyHKTY riaBHoro MeHro OIIMCD. IlosBuTcs kaprodka onucu
nepBoro Gounaa.

Bo3bmuTe IMCT COOTBETCTBYIOIIETO (POHIA M MOOYEPETHO BHECUTE CBEACHHS O KaXKIOU
ONKCHU: HOMEp ONUCH, Ha3BaHUE ONMUCH, THUI OMUCH U CIOCO0 BOCIPOU3BEACHUS BbIOEpHUTE U3
cnucka (cTpenka crpasa) no cmeiciy. B mone KOJIMUECTBO TOMOB mnocraBeTe 1, B mone
AHHOTAIUS BnummTe KpaTKyl0 XapaKTEPUCTUKY COCTaBa U COJAEpPXKaHUS JIOKyYMEHTOB
onucu; B noie CPOK XPAHEHUS — Boummute «moctostHHO». OO0s3aTeIbHO MPOCTaBbTE
KOJIMUECTBO €MHUI] XpaHEHUs B OMUCH (CM. JIUCT QOHIA) U KpailHHE JaThl TOKYMEHTOB OIHCU
(cMm. Tam xe). llenxkuute no nuktorpamme COXPAHUTD (auckera BHU3y). Ecnu BbI 3a0b11H
coxpaHuTh ¥ menkHynu BbIXOJ/I, Beibepure B mosiBuBmemcs okae BBIXOJI C TIPOBEPKOIA.

Takum xe cmocobom (OIIUCH-TIOIIOJIHEHUE BJ) BBeaute cBenmeHus 0060 Bcex
onucsx AaHHoro ¢onna. 3arem Haiaute BTopoi pona (POH/-BBIBOP ®OH/IA). Brenu-

Te ceneHus ¢ Jlucra Gonaa 000 Bcex omucsx AaHHOro (oHIA. 3aTeM BO3bMUTE OMMCH
donga w BBeAWTe AaHHBIE 00 3TOM omucu. OTkpoWTe MyHKT TiaBHoro meHto EJIMHUIIA
XPAHEHMS n BBeauTe 3arojIOBKH IISITH €N U3 OMHMCH. B JTaHHBI MOMEHT BEI CO3JAeTe HE
TOJIBKO YYETHBIN, HO U TIOUCKOBBII CIIPAaBOYHUK — APXHUB-HYIO OMHKCh.

10. OcymiecTBUTE MOUCK MHPOPMALIUN 00 OMUCAX BBEJCHHBIX (DOHJIOB.

Jnig sToro Beioepute myHKT riaBHoro meHto OIIMCbh-BbIBOP OITMCH.

[TosiBUTCS OKHO 1711 yCTAaHOBKM KpUTEpHEB Noucka. OCyIIeCTBUTE MOUCK 110 HA3BAHUIO
onrcu. Jlms storo abcomoTHO HeoOs3arenbHO BBOaUTH B moile HASBAHHWE OIIMCHU Bce
Ha3BaHHUs. JlocTaTrouHo ofHOro ciioBa. Ho mpu 3TOM cieayeT BBINOJIHATH MpaBuia COCTABICHUS
3arpoca:

%ot1nen% — cJI0BO BCTpeyaeTcs B JIIOOOM MeCTe Ha3BaHUS;

o11en% — CJI0BO BCTpeyaeTcsi 00s13aTeIbHO B Havajle Ha3BaHUS;

%0Taen — Ha3BaHHUE 3aKaHYMBAETCS TAHHBIM CIIOBOM;

%otnen%kxanpo%ynpaBieHusi% — JIO00€ COYETaHHE CIIOBO+
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CJIOBO1+CIJIOBO.

OtmertbTe BHM3Y nepexmodaress COOTBETCTBUE XOTSA Bbl

OJHOMY VYCIIOBUIO. Hlenkuute no kaonke [IONCK BHu3y.

AHAJIOTUYHBIM CITIOCOOOM OCYIIECTBUTE MOUCK O KpaifHUM JaTam

JOKYMEHTOB OIMCEH; 110 aHHOTalUuu ONHcU. B pesynbrare Bcex ycunmii nepen Bamu
IIOSIBUTCS CIIMCOK onucer. [IpocMoTpure KapTouKku

HaNJCHHBIX OIIMCEH, IEIIKAs [10 UX HOMEPY.

Haiins onmck, nonpoOyiiTe HalWTH BBeAeHHBIE Jena. OCyIEecTBUTE MOUCK 110 KIF0YEBOMY
CJIOBY (XOTs OBl OZJHO CJIOBO M3 3ar0JIOBKA Jie]1, KoTopoe Bbl momHuTeE).

Ob6parute Baumanue, uro pexxuM AKT HegocTyneH.

11. Otkpoiite myHkt raaBaoro menro COCTABJIEHUME YUETHBIX JOKYMEHTOB.

[TonpoOyiiTe caMOCTOATEIBHO, CIENYs YKa3aHHUsIM IIPOTrPaMMbl,

COCTaBHUTb CIIUCOK (DOHJIOB apXMBa, PEECTpP OMHUCEH JII000ro U3 BBeACHHBIX Bamu donna,
auct oxHoro u3 ¢oumoB. CpaBHute noiydeHHbld U3 bJl Jluct ¢donma ¢ opurmnanom. Kakue
paszensl ucTa (GOHIA OCTAIMCh HE3AaIOTHEHHBIMU ?

B Terpamu coCTaBbTE CpPaBHUTEIBHYH) XapaKTEPUCTUKY IIPOrPaMm «APXUBHBIN
OOH/» u «YUET APXMBHOI'O ®OH/IA» ¢ Touku 3peHusi TpeOoBaHUN K 000PYI0BAHUIO,
byHKIMI, onTHMMM3AlMK ydera, yAoOcTBa wuHTepdeiica, oTtueToB, croumocTH. Crenaiite
3aKJIFOYEHUE M10JIb30BATENS.

KoHTposbHBIE BOIIPOCHL:

1. B uem cxozactBo M paznuune QyHKIM nporpamMMm «ApxuBHbBIM GoHI» M «Y4yer
apXUBHOTO QoHIa»?

2. Kakue ydeTHble IOKyMEeHThl BBl MO)XeTe NOIy4YMTh B KauecTBE OTYETOB C
MIOMOIIBIO IPOTPaMM «APXUBHBINA (OHI» U «YUeT apXuBHOTO (HOoHIa»?

3. KakoBbl /0OCTOMHCTBA M HEJOCTAaTKH KaX10Hl W3 MporpaMM C TOYKHU 3PEHUs
apXMBHUCTA, UCIIOJIb3YIOIIEro UX JUIsl OpraHU3aluy aBTOMaTU3UPOBAHHOIO yUeTa B apXHUBe?

4. Kakue pasnenst Jlucra ¢ponga Bam He ynanock coCTaBUTh B JaHHOM pexumMe?

[IpakTryeckoe 3a1anue

[IporpamMmmMHoe obecrieueHue:

- WHuTerpupoBaHHas aBTOMAaTU3UPOBAaHHAs cUCTEMA «YueT apXuBHOro ponna» (AO
NHCODT).

- PykxoBozCTBO Mosib30BaTeNsl.

Paspgatounbie matepuansr:

- et GoHJa,

- aKTHI:

npuema-repesauu e,

BBIJICJICHUS JIeT HA YHUYTOKEHHE,

Hay4YHO-TEXHUYECKOH 00paboTKu (HOHIOB.

[lepen HauagoM pabOTHI BCIOMHHUTE:

1. KaxoBbl mpaBwita 3anosiHenust tucta Gonga?

2. Kakue BuIBI akTOB (UKCHUPYIOT U3MEHEHHUS B COCTaBe JOKYMEHTOB apXuBa H
JIBUKEHUE TOKYMEHTOB?

1. OTtkpoiite mporpammy «Y ADy» B pesxxume nonb3oBates (IITYCK ITPOT'PAMMBI-
YUYET APXUBHOI'O ®OHJA-YUYET APXHMBHO-I'O ®OHJA). Cporo damunuio Bel,
KOHEYHO, He 3a0putd. BBenute ee u mapoib — «1» — B cooTBeTCTByIomMe mojisi. OOparute
BHuMaHue, 4yto pexxuM AKT nemoctymen. (IlompoOyii-te BBectn cBemenus o0 akre AKT-
HOBBIM AKT). [list BBeieHUsS CBEJCHUH MO aKTy MpUeMa-Tepeaadd JOKyMEHTOB HEOOX0 MO
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CHayaJla co3JaTh M 3alIUTUTh nacnopt apxusa. LI[eKHUTE MBIIIBIO 10 MYHKTY INIABHOTO MEHIO
BEJIEHUE ITACITIOPTOB, Beibepure CO3/JAHUE, menkaute no JJA. IIporpamma mompocut
Bac nonoxxate, MOTOM 3aBEpUT, UTO MacopT apxua co3aan. Ho Brl Hudero e Bugute. UToOn!
IOCMOTPETh Ha pe3yJbTaT CBOUX TPyAoB, mmenkaure no OK, BbIOepUTE B IYHKTE MEHIO
BEJEHUE ITACIIOPTOB noanyukt [TPOCMOTP. IllenkHuTe 1O MKOHKE C KPAaCHOM JIYNOM
Hu3zy. [IponucraiiTe momydeHHBIN MacnopT (BKIAAKH CBEpXY). Bbl yoeautech, 4To OOIBITHHCTBO
pa3zienoB MyCThl, OAHAKO IMPOrpaMMa YECTHO IOJICUMTAJa BBEACHHBIE BAMM JIAHHBIE U CBEJIa UX
BOEIMHO B pazjene |

u pazaene 3.1.

Cnenyer 3amututh macrnopt ot ynpaienus. Breioepute BEJIEHUE TTACTOPTOB-
KOPPEKTHUPOBKA, mienkHuTe Mo MKOHKE C rajouykodl BHU3Y. Ha Bompoc mporpammsl o
3amTe nacrnopra BeiOepure oTBeT «JIA». YOemurech B TOM, 4TO HANPOTHUB JaTbl CO3JaHHS
Bamero nacnopra nosiBunach kpacHasi ormetka « 3AILUIIIEH».

2. Jnst Havasna paboThl ¢ aKTaMH HEOOXOAMMO CHOBA MEPEHACTPOUTH MPOTPaMMy B
pexume AIMUHUCTPATOPA.

OTHbIHE, ITOCTIE COXpAaHEHMS MacIopTa apXrBa, BCE U3MEHEHHUs B KOJIMYECTBE Ae (oHIa
OCYLLIECTBIISIOTCS uepe3 MyHKT MeHto AKT.

[Toxgymaiite, mouemy.

lenxknute no myHkry MmeHroo BbBIXOJ/I. 3amycture nporpammy 3aHOBO B pPEXUME
AJIMUHUCTPATOPA (mpuaercst 3aHOBO BBECTH APOJIb).

CHOBa IENKHHUTE 110 YHKTY MeHio 110JIb30BATEJIb-HOBbIN

[TOJIb3OBATEJIb. Beeaute umsi (3alIOMHUB €T0), TAPOIIb «2%», MOATBEPKACHUE «2).

Tenepp mnpencrour camoe uHTepecHoe. Crenyer co3naTh HOBYHO pojib  —
«HAYAJIbBHUK OTHEJIA YUETA». [Ins 3TOro IIEIKHUTE MO KHONKE «PEAAKTOp PpOJICiD)
(TeaTpanpHas Macka BHU3Y). Ha skpaHe mosiBUTCS OKHO penaktupoBaHus poselt. lllenknHute mo
IIUKTOTpaMMe

HOBA POJIb (nuctouek BHH3Y) MBIIIKOM, BIWIIMTE B OKHO Ha3BaHUE POJIH
«HAYAJIbBHUK OTHEJIA YYETA», OK. IloctaBere ¢naxku B monsix AKT (mpocmotp,
nonosnnenue bJl) u B npyrux nomsx. llenkaure mo COXPAHUTD (nuckera BHu3y). lllenkuure
no nukrorpamme BbBIXOJ/[ Bruzy. B okxne IIOJIb3BOBATEJIM, ¢ xoroporo Brl Haumnaim
paboty, B osie POJIb BeiOepute HOBYIO poiib «HauanbHUK OTAENa yueTay.

[lenkHuTe MO 1UCKETe BHU3Y (COXpaHUTh) U 1o ukonke BBIXO/I.

Jlanee 3akpoiiTe mnporpaMMmy U CHOBa 3allyCTUTE €€ I0J HMEHEM U C MaposeM
HAYAJIbBHUKA OTAEJIA VUETA B pexume nonb30BaTels.

BuiGepute nmyHkT Menio AKT — HOBBIM AKT. BosbMuTe aucT (OHIA, BBEIHTE
nanHele u3 pasgena «/JIBVDKEHUE JOKYMEHTOB» 06 akrtax mnpuema-mepenadyu e,
BbIJIEJICHUS €]l Ha YHUYTOXKEHHE, Hay4YHOTeXHU4Yeckol o0paboTku ¢onnoB. Haiinure B nucre
donna pazgen «YUET HEOIIMCAHHBIX MATEPHUAJIOBY, BBenuTe JaHHBIE O MOCTYIJICHUH
MaTepualoB pocceind. Halaure naTy nepBoro MOCTYIUIEHUS POCCHIIA. BBeauTe B MEHIO
HOBBII AKT momep ¢omma, mary axta (mepsas rpada — gaTa IEpBOTO MOCTYILICHHS
pocchIny), BEIOEpUTE THI akTa —IpreMa-niepenaun. B none «OTkyaa NOCTynmId TOKyMEHTBD)
BBequTe — OT (ponmoobOpazoBarens. B mone MCIIOJIHUTEJIb 1 BBeaute cBoro (haMumuio.
[[lenxkHUTE MO AUCKETE BHU3Y, YTOOBI COXPAHUTD 3aIUCH.

HoBplii akT co3aaH, HO HE 3apETUCTPUPOBAH.

UToOb! 3aMOTHUTH HUKHIOKO YacTh aKTa O JIBUYKEHUU JOKYMEHTOB HE BBIXOJIA U3 peKuMa
AKT, menknute no nyHkry riaBHoro wmeHro ®OHJ[ — IIOCT. HEOIIMCAHHBIX
MATEPHAIJIOB. BBeaute kpaliHHE [aThl MOCTYNHMBIIEH POCCHIIA M KOJHWYECTBO EIUHUIL
xpanenus (u3 mucra ¢onna). lllenkuure no quckere BHU3y (COXPAHUTD).

B nynkTe mento AKT menkaure mo AKT — PETUCTPALIAA

AKTA — JIA — OK. Temepp akT 3aperucTpupoBaH, a CBEACHUS O JBUKCHUM
JIOKYMEHTOB BHECEHBI B CUCTEMY.

35



TaxuMm ke oOpa3oM 3aperucTpupyiite apyroe mocryrienue poccsimi. AKT-HOBBIA
AKT; ®@OHA-TIOCTYIUUIEHUE HEOIIucanusix ; AKT-PETUCTPALIMA AKTA.

BrIOBITHE POCCHINTA BCIEACTBHE COCTABJICHHsS OMUCEH Ha Jelia peructpupyercs Ooiee
cnoxxno. AKT-HOBBIN AKT. B none TUII AKTA — BeiGepure AKT OITUCAHMS.

Hanee, He Bbixons u3 pexxuma AKT, BeiGepute mynkr ®OHJ] B riaBHOM MeHIO,
noanyHkT — BBIBBITUE HEOIIMCAHHBIX MATEPUAJIOB, BBemute mo ymcty Qonmaa
KOJIMYECTBO U JaThl BBIOBIBIICH POCCHIIH, T.€. BCIO POCChINb. COXpaHUTE (TUCKETA BHU3Y).

Bribepute mynkr menro OIIMCb, koropsiii ctanm aktuBHbIM, a B HeM — HOBAS
OIIMCb. Beaute mo siucty (oHIA HOMEp OIMCH, BBEIUTE HA3BaHUE OMHCH, KpailHUE NaThl
MaTepHUaloB, KOJIUYECTBO €IWHULl XpaHEHUs. BwlinTe U3 pexxrma ONUCU 4Yepe3 JBEpPb BHU3Y
(MKOHKa), COXpaHUB U3MEHEHUs, coxpaHute nsmenenus B pexxume AKT, 3aperucrpupyiite AKT
(AKT — PETUCTPALISA AKTA).

PaznenaBmmchk ¢ y4eToM pocchilid, opOpMHUTE BCE aKThl HA MOCTYIUICHHWE OIMHMCAHHBIX
MartepuaioB. [yt aToro Bo3eMute cBeneHus u3 aucta ponaa — paszaen « YUHET OITMCAHHBIX
MATEPUAJIOB». Eciiu Bwl eme He Aorajainch, Kak CO3/a€TCA aKT MOCTYIUICHUS OIMKCH,
nercrByite tak: AKT — HOBBIN AKT, BBOI HOMepa (oHIa, naThl aKkTa (BCEe Ta XKe IepBas
rpaga), TUII akta — npuema-niepenaun. CoxpaHure.

Hanee, He Boixozs u3 nmyHkta MeHto AKT, BeiOepuTe MyHKT MEHIO. ..

npaBuibHo, OITMCh — HOBAS OIINCh. Beenurte cBeaeHust 0 HOBOW omucH (Kpome
MEePBOM, JaHHBIE O KOTOPOH BbI yke BBenn). Co XpaHuTe. 3aperucTpupymure akr.

Teneps 3anoBo cocraBpTe JIMCT ®DOHUA (BEAEHUE YUET-

HBIX JOKYMEHTOB — JIUCT dounna-BbIBPATH ®OH/). I1o-

YyBCTBYMTE pa3HUIly — B JIaHHOM CJTy4yae 3anoJiHeHbl pa3zen 3 u 4

mucTa GoHIa O ABMKEHUU HEONMCAHHBIX M OMUCAHHBIX IOKYMEHTOB.

Coznmaiite CBEJJIEHU S Ob UBMEHEHUAX B COCTABE JOKYMEHTOB ®OHJIA;
MOCMOTpPUTE, KaKhe U3MEHEHUs B 00beMe (hOH/1a TPOU3OIILIH.

JlomonHuTe 3aKII0YeHUE, CIeTaHHOE Ha MTOCTIEAHEM 3aHATHH.

KoHTposibHBIE BOIIPOCHL:

1. KakoBa nocienoBaTebHOCTh BHECEHUSI U3MEHEHUN B YUETHBIE
JaHHbBIE TIOCTIE COXpaHEeHUs macrnopTta apxuBa? Uem BbI3BaHa 3Ta
IIOCJIE0BATENBHOCTD ?

Tema S. UndopMaLMOHHO-TIOUCKOBBIE (P)YHKIIMHU IIPOrPAMMBI

«ApxuBHBbIH GoHI»

Henp pabGoTbl: OCBOEHHE CTyJIEHTaMH HH()OPMALMOHHO-TIOMCKOBOTO  MOJYJIA
o0rmieoTpacieBoil MporpaMmbl «ApXUBHBIA (OHI» W CO3/1aHUE IyTEBOAMTENS MO (QoHIAAM
apxuBa.

B pesynbrate paboThl CTYJEHT JOJKEH 3HATh: OCHOBBI MH(OPMALMOHHOIO MOHMCKAa B
AUIIC (KOHTEKCTHOTO MOUCKA, MOUCKA M0 KIIFOYEBOMY CJIOBY, 10 KJIACCU(DHUKATOPY).

B pesynbrare paboThl CTyI€HT IOJIKEH YMETh!

1. BBOJUTH AaHHble B bJl mporpammbl «ApXuBHBIM (DOHA» W3 MyTEBOAUTENS U
onuceil, GopMuUpys 3JIEKTPOHHBINA MyTEBOIUTENb;

2. peAaKTHUPOBATh KiIacCU(PUKATOP MPOrpamMmMbl «ApXUBHBINA (HOHIN;

3. OCYWIECTBIIATh TMOUCK MH(OpMAIMM BO BCEX pEeXKUMaX, IMPETyCMOTPEHHBIX
nyHktoM MeHo OUJIBTP;

4. (bopMHpPOBATH OTYETHI.

ITporpammHuoe oOecrieueHue:
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[porpamma «APXUBHBIM ®OH[l» 2.0 for Windows (DexepanbHas apxXuBHas
ciyx0a).

PaznaTounbie MaTeprab:

Onucek ¢donma, myreBoauTens 1mo ¢GoHmaMm apxmpa, «Cxema eAMHOW KIacCU(PUKAINU
JOKYMEHTHOW MH(OPMAIIMU B CUCTEMAaTHYECKHX KaTajorax rocynapcrBeHHbIx apxuBoB CCCPy»
(coBeTckuit mepuon).

[IpakTnueckoe 3ananue. 4 yaca.

- [lepen HauasoM pabOTHI BCIOMHUTE:

- OcHoBHBIE HH(POPMAITHOHHO-TTOUCKOBBIE CIIPABOYHHUKH apXUBA.

- Mecto B cucteme HCA myTteBoauTens o apXuBy, COCTaB XapaKTEPUCTUKH (HoHAa
B IIyTEBOAUTEIIE.

- Meroanky onucaHus JOKYMEHTOB B ITyT€BOJUTEIE.

- Hasnauenne u crpykTypy «CXeMbl eAMHOW KiIacCU(UKAIMH JOKYMEHTHOM
nH(pOpMallMU B CUCTEMAaTUYECKUX KaTajiorax rocygapcTBeHHbIX apxuBoB CCCPy.

1. 3arpysure nporpamMmmy «ApxuBHbiii pouay. [TY CK-ITPO-

I'PAMMBI-APXUBHBIN ®OH/I-APXUBHbBINA ®OH]I. Beeaute napois «2». OGbIHHO
JUISL CO3JaHMsl DJIEKTPOHHOIO ITyTEBOJIUTENS HCIOJIB3YETCS TPaJULMOHHBIN ITyTE€BOIUTENb.
Bo3pmure TpagMLMOHHBIA MyTEBOAUTENb IO apXuBy. BplOepuTe UHAMBUAYAIbHYIO
XapakTepucTuky Qonaa. Beenute cBeneHus o BbIOpaHHOM (oHzAe B 0a3y AaHHBIX. BBenure B
pasaen «®OH/I» mouckoBbie nanHble 0 GoHIe (Ha3BaHue, HOMEp (OHIA, KOIMYECTBO €ITUHHUIL
XpaHEeHUs1, UICTOPUYECKYIO CIIPaBKy, aHHOTALMIO U JIp.).

Jlig sToro mienkHuTe Mplbko 1o myHkty ®OH/I rnmaBHOro MeHto.

[TosiBuTCs cicok ¢oHA0B, BBeAeHHBIX paHee. Lllenkuute mo ENTER.

lenkaure mo myHkry HmwkHero meHio JJOBABUTD. Beenure nomep ¢onma (ENTER,
IPUHSATH), IOJHOE U COKpAIlleHHOE Ha3BaHHe (HOH/Ia,

ucropuuecknii mepuox (l-coBerckuii, 0-ZOpEBONIOLMOHHBIN), THN (OHIA, JATHI
nokymeHToB. lenkaure COXPAHUTD, CJEQYIIUN

OKPAH. Bce atu onepanuu Bam yxe 3HaKOMBI 110 BBITOJTHEHHIO 3aaHust Ne 1.

2. lenxkuute no nmyHkry HuxkHero MeH0 PEJJAKTHUPOBATD. K stomy myHKTY
cienyet oOpamarbes KaKIblid pa3 Mocie COXpaHeHMsI TaHHBIX.

Beenute o0Obem eauHul XxpaHeHuss B cooTBercTBytomiee none. COXPAHUTH —
CJIEAVIOIINI DKPAH.

Beeaute UCTOPUYECKVYIO CITPABKY u AHHOTALHMIO B cooTBeTCTBYIOLIEE MOJIE.
Hns sroro wHamo mwenkHyTh 1o PEJAKTHUPO- BATH B HmkHeM MeHIO, 3areM
NCTOPUYECKAA CITPABKA, PE-

JAKTHUPOBATD, BBeCTH TEKCT UCTOPHUUECKON CIPABKU U3 MYTEBOIUTENS, METKHYTh 110
COXPAHMTD — CJIEYIOIIIN SKPAH.

Beegure xmoueBnie cioBa B mois  IIEPCOHAJIMH, T'EOI'PA®U-UHECKUE

CBEJAEHUS, TEMATHUKA. Ilepconanuum — ¢damunuu; reorpaduyeckue CBEACHUS —
reorpauueckre Ha3BaHUs, yIIOMUHAEMbIe
B aHHoTauuu (oHIa; TeMaTHMKa — KIIOYEBbIE CJIOBA, MEpeJarolliue CoJepKaHue

JIOKYMEHTOB. BUIbI JOKYMEHTOB HE SIBISIOTCS KJIKOYEBBIMH clIOBaMU. Kak0oe KIIF04eBO€ CI0BO
BBOJMTCS B OTAEIBHYIO CTPOUKY, IOCJIE€ BBOZAA cieayeT HaxaTh F4. Jlng BeIXoma U3 pexuma
BBOJIa KJIFOUEBBIX CIIOB clieayeT Haxath ESC.

3. B tom ciyuae, eciau xapakTepucTUKU (OH/IA HET B TPAAUIIMOHHOM IyTEBOJUTENE
(TomyctuM, OH ycTapen), AJii BBOJA JAaHHBIX HCIIONb3yeTcs onuch (Gonaa. Bo3pMurte ommch
¢onna. Haunure Bce cHavana. Boiiaure B pazgen ®OH/. lenxuure no JJOBABUTD. Breaute
Homep HoBoro (ouma. Beemute B pazmen ®OHJl mocnemnnee Ha3Banue (oHma, a pasaen
[TEPEUMEHOBAHMUS nepBbie Ha3zBanus ¢oHAa (cM. 000OpPOT TUTYJIBHOTO JIUCTA OIIHCH).
Kaxtoe nepenMeHOBaHUE BBOAUTCS OTAEIBHO, C TATAMH.
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4, Bepnurecs B pazgen @®OHJI. BBenure uctopudeckyro CripaBKy (CM. MIPEIUCIOBUE
k omucu), AHHOTALIUIO (cMm. coOctBeHHO ommch), KiatoueBble cioBa — TEMATUKY,
I'EOI'PA®UIO, UMEHA (cM. yka3arenu K OnucH). AHHOTAIIMI0O HEOOXOIUMO COCTaBUTh Ha
ocnose onucu. Kak o6sruno, Haxumaiite CJIEJYIOIUN DKPAH, mnoka He HaiijeTe HyXHbIE
OJISL.

o. BrzoBuTe mnpenopaBaTesiss W B €r0 MPUCYTCTBUU  OCYIIECTBUTE IOUCK
nHpopmanuu. Boiigute B myHkT BepxHero meHto ®UJIBTP.

Ocy1iecTBUTE NOUCK IO BBEACHHBIM Bamu:

- [IEPEUMEHOBAHHUSIM;

- KJIFOUEBBIM CIIOBAM;

- TEKCTY UCTOPUYECKOU CIPAaBKU MJIM aHHOTALIUH.

Ecnan Bbl He moMHMTE BBEJIEHHBIX BaMM KITIOUEBBIX CJIOB, MICJIKHUTE MO MyHKTY MEHIO
CIINCOK cnpasa.

6. Otkpoiite mynkr wmeHto OTUYETBI u mpocMoTpuTe HECKONbKO —(haidios,
00s3aTeNbHO 3arpy3uTe MyTEBOAUTENb (LIEIKHUTE IO pa3jefiaM OrJIaBJICHUS) U yKazaTelu K
Hemy. 3akpoiite APXVBHBIN ®OH/ (PA3JIEJIbI-BBIXOT).

7. Otkpoiite nporpammy APXWBHBIM @®OHJI B pexnMe aaMHHHCTPATOpa
(BBegute mapoisib «3»). Otkpoiite nmyHKT mMeHro PYBPUKTOP. Hlenknure no JJOBABUTD.
Beenute pyopuky 6. (I'ocynapcTBeHHbIe yupexaeHusi coBeTckoro nepuonaa). Haxmure CTRL-
N. Beemute moapaszaenst 6.1-6.9, ucmonssys cootBercTByiomuii pasaen CXEMbI EJMHOMN
KITACCUOUKAILINN. 3amenute OykBeHHO-UM(POBBIE HMHAEGKCHI Ha COOTBETCTBYIOIIHE
1 poBble. 3aKpoiTe IporpamMmy.

8. 3anmycTUTe MPOrpaMMy B pexKUMeE peaakTopa (Mapoib «2»).

Hatigure B crincke honmoB BBeneHHbIe Bamu honabl. [IpoctaBeTe pyopuky. CoxpaHuTe.

9. [TomerpTe kK yHHYTOXKEHUIO Qona Moxaiickoro YUKA (BAIIUCH-YJAJINTh-
JA). IlokaxuTte pe3ynbTaThl paboThl IPETOAABATEIIO.

10.  Vamutoxbre 3amuch o Moxaiickom YUKE. 3akpoiite A®. 3arpysute AD B
pexxumMe aaMuHucTpaTopa (napoib «3»). lllenkaure mo COKATUE B/I-JJA-ENTER.

11.  VYOeaurecs, yTo 3anmuch yHUUTOXKEHa. 3akpoite AD (BBIXO/I).
12.  3Barpysute AD B pexxume pemakTopa (mapoib «2»). [I[pocmorpute criucok GoHI0B

(pazgen ®OH/I) u yoeaurecs, uto ponga Moxkaiickoro YUKA B Hem Her.

KOHTpOHLHbIe BOIIPOCHI:

1. Ha xaxkom ypoBHe ocymiectsisiercst onrcanue nupopmannuu B AUIIC nporpammel
«ApXuBHBIN (HOHIY, Bepcus 27

2. Kaxkue Bo3MOKHOCTH 1)1 TOMCKa MH(POPMAIIMK MPEOCTABIISIET 3Ta Iporpamma’?

3. B uem 1ocTOMHCTBA M HEIOCTATKH NPOTrPaMMBbl KaK IOMCKOBOW CHCTEMBI?

Tema 6. IlyreBogurens no PI'AJIN

Henp paboThl: M3yueHHE METOAUKU moucka uHPopmanuu B apxuBHoi AWIIC Ha
npumepe nmyresoaurens no PITAJIN.

B pesynbrare paboThl CTYACHT JOJKEH 3HATh:

- Ha3HA4YEHHUE U COCTaB MH(POPMALMOHHOTO MaccuBa myteBoautens no PIAJIN Ha
CD-ROM.

B pesynbrare paboThl CTYA€HT OJIKEH YMETh:

- Ocy1ecTBIATh MOUCK BO BCEX BO3MOXKHBIX PEKNMAX, a TAKKE

KOIIMPOBATh HalJIeHHYI0 HH(POpMaIUIo o myTeBoauTento mo PIAJIN.

[IporpammHBIe cpeacTBa:

- aJIeKTpOHHBIN myTeBoauTens no PITAJIM. CD-ROM.

[TpakTnueckoe 3aganue Ne 5. 4 gaca.
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[lepen HawasoM pabOTHI BCHOMHUTE:

1. Pa3sHoBUIHOCTH ITyTEBOAUTEIICH.

2. CTpyKTypy OCTPOEHHUS ITyTEBOAUTEIIS.

3. BcniomoraTenbHbli ClIpaBOYHbIN alllapaT K IMIyTEBOJAUTEIIO.

4. 3amyck nporpammsl. Jljisi MHCTAJUISIIMKM NPOTrpamMMbl B OKHE «MOH KOMIIBIOTEP)
obpatutech k aucky H: (Guest). Ha mucke nHaiiaute manky “D-ROJVb, otkpoiite mnamnky
Rgali/EXE.

Ecnm nporpamMma yxe yCTaHOBIIEHA, IPOCTO 3AIYCTUTE €€ IBOMHBIM LIEITUYKOM 110 UKOHKE
RGALI umu [IYCK — ITPOI'PAMMBI —PTI'AJIA — Apxus PT'AJIN. PaccmoTpute riaBHoe
MeH. Boiiaute B mynkt menio Help — About. Ilepenummre B TeTpanp BeixoaHble qanHbie CD-
ROM. YT0o0BI BEepHYTHCS B TJIABHOE MEHIO, IEIKHUTE B JIFOOOM MECTE OKHA C BBIXOJHBIMU
JTAHHBIMHU.

2. [Touck nHpoOpMaIMK MO pa3aenaM MyTeBOAUTEIS.

2.1. YcranoBure coaBtopa B.A. KaBepuna mno cuenapuio kuHO- ¢uiabMma «J[Ba
KaIlluTaHay.

JIBoitHBIM miemyKkoM Mbliu Bouaute B pasaen «JIMYHBIE ®OH/IbI» cipasa.

B oxne «IIOUCK» (cnpaBa) Habepute dhamunuto «Kapepuny. IllenkHuTe 1Mo kapTouke ¢
dbamumel mucaTelns cieBa. BeIMUImMTEe HOMEp, XPOHOJIOTHYECKHE T'PaHUIBI U 00beM (OoHIA,
dbamunnio coaBTopa B TETpab. TakkKe YKaKUTE dJIeMEHT HHGOPMAIIUHU, KOTOPBII T0JKEH ObITh,

HO OTCYTCTBYET B JJaHHOM XapakTepuCTHKe (oHIa B myTeBoAuTeNe. UTOOBI BEpPHYTHCS B
OCHOBHOE McHI0, Haxkmute ESC.

2.2.  Bemwumute B TeTpans Bce Gouasl PI'AJIN, koTopeie coaepkaT HHPOPMAIUIO TIO
ucropurt MXAT (ux HOMEpa, XPOHOJIOTMYECKHE TPAHUIIBI, 00BEM).

[ns sToro:

Haunute c¢ paznena «TEATPBI, XOPbI», mienkHyB MbIIIbIO [0 Ha3BaHUIO pasjena.
[Iponucraiite KapTOTEKy cieBa ¢ THomollnb KiaBumictpenouek: Page Up, Page Down. [ns
IIPOCMOTpPa KapTOUKH CIIEYET

HIEJIKHYTh MBITIBIO TI0 HA/IMMUCH Ha HEW, NIl BO3BpalleHHs B KapToTeky — HaxaTh ESC.
Brimummre nepcoHalny akTEPOB U PEKUCCEPOB TeaTpa, yIOMUHAEMbIe B aHHOTAIMSIX (OH/IA.

Bepuutech B 0CHOBHOE MEHIO. AHAJIOTHYHO TPOCMOTPHUTE pa3ael

«Konnekun u coOpanus». Belmummre cBeleHUs O KOJJIEKIHUAX, KOTOPBIE COJEpIKAT
TOKyMeHTHI 110 uctopun MXAT.

Brinummre nepcoHanuu akTepoB U PEXHUCCEPOB TeaTpa, YIIOMUHAEMbIE B aHHOTAIUSAX
donma.

Bepaurtech B OCHOBHOE MEHIO. AHAJIOTHYHO TPOCMOTPUTE pa3aei

«JIMYHBIE ®OH/1bl», nabupas B okae «I IOUCK» cnpasa pamunuun

BeITMCaHHBIX Bamu gesreneii MXAT. Bemmummre cBefeHUs 00 MMEIOIMIUXCS JTHYHBIX
dbonmax.

1) CamocTosiTenbHO, TYTENMIECTBYs IO pas3feiaM IyTEeBOAMWTEN, HaWIuTe U
BBIMUIIIUTE — HOMEpa U Ha3BaHUA (HOHIOB:

1. JIUTEPaTypPHBIX MY3€EB;

2. KYPHAJIOB, TIOCBAIIEHHBIX H300pa3UTEIILHOMY UCKYCCTBY;

3. xopeorpaduuecknx y4eOHbBIX 3aBEICHUMN.

2) [Touck o Homepy (oHma.

[enkuute no u3obpaxenuto croia ciesa Buu3y (Card index by fond number).

VYcranoBute xommuectBo GoumoB PI'AJIM, BkItOYeHHBIX B MyTeBOAWTENh. st TOTO
NPUIETCS IPOJIUCTATH BCIO KAPTOTEKY. YKaXKHUTE

HOMEp W Ha3BaHUE TMocieaHero GoHa.
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Haiinmure n ykaxuTe Ha3BaHHs, XPOHOJOTHYECKHE TpaHHIIbl, 00beM (hoHI0oB No 28, 156,
234, 1038. lns atoro B okHe «I[louck» crpasa

BBeauTe HOMep donaa n Haxkmute ENTER.

3) [Touck no andasuty HazBaHui (OHIOB.

Brrscaute, ckonbko GonmoB CtpaBuHcKux umeetcs: B PITAJIN.

JUJ1st 5TOTO LMIETKHUTE IO AUIUKY ¢ OyKBOM «C» B BEpXHEM JIEBOM

yriry. HaGepute B rpade «llouck» « CTpaBUHCKHI.

Tem xe crmocoOoOM YCTaHOBUTE M BBINHUIINTE HOMEPAa M XPOHOJOTHYECKHE TPAHULIBI
dboHI0B:

- kommnosurtopa /[.b. KaGanesckoro;

- pexuccepa A.S. Tauposa;

- KypHasa «Kpokoamn — yKaKuTe, ¢ Kakoro roja u3faercs;

- l'ocynapcrBenHol TpeThSIKOBCKOM rajepeu.

4) [Touck 1o TeKCTy aHHOTAIIHH.

Haiinure Bce honasr komno3utopos B PITAJIN.

[IlenkHuTe MO CcTONY € JamMnon BHU3Y crpaBa. B okHe «llouck» BHM3Y clipaBa BBEOUTE
KiroueBoe cioBo «Kommosutop». B BepxHem Menro mienkaute mo Action-Search-Start. Tlo
3aBepiueHnn nmoucka menkauTe «OK». CoxpaHuTe moTy4eHHBIH CIUCOK HAlIEHHBIX (HOHIOB HA
KECTKOM Jucke. [y 9TOro menKHUTE 1O MyHKTaM BepxHero meHto Action-Search-Save search
result to file. B umenudaiina ykaxure Bamry dhamunuro, Hanpumep, ivanoV.Srf. [lenkauTte «OK».
[TpocMoTpuTE MOTYYEHHBIN CIUCOK. [1Ji 3TOTO CBEpHUTE

nporpammy PGALI, nHaiinute B okHe «Moii kommbroTep» u oTkpoiite daiin C:/Program
FilessRGALI/Sresults/ivanov.srf. Illenkuute mo ero Haspanuio. Ecimu Windows cropocur, ¢
MOMOIIIBI0 KaKOW MporpamMMbl OTKpHITH (aiin, BeiOepuTe WordPad, «OKy». IIpocmorpure
MOJTyYEHHBIH CITUCOK.

CHoBa pa3BepHuTe OKHO nporpammbl Rgali. Ilepenumure B Terpags GdamMuianu
KOMITO3UTOPOB, (DOHABI KOTOPBIX XpaHATCS B apXHBE, IOCIEAOBATEILHO IPOCMATpUBasi C
MIOMOUIBIO II€TTYKA MBIIIBI0 KaXAYI0 U3 HalJCHHBIX KapTOUYEK.

5) Tem ke ctoco6oM (cM. 1. 4) onpeeTuTe U 3aMUIITUTE B TETPAIb:

- aBTOpa KHHOcLeHapus K/¢ «KoToBckuiiy,

- aBTOPOB MY3bIKAJIBHBIX paboT 1o npousBeaeHuto /. baiipona «3emiisa u HeO60»,

- apTUCTOB, HcnoynHsABMX mnaptuu B Oanere [L.M. YaiikoBckoro «Jlebenunoe
03epo».

CocTaBbTe apXMBHYIO CHpaBKy (OTBET Ha 3alpoc) <«JIOKYMEHTHl O IIOCTaHOBKax
«CHerypouku» OcTpoBckoro». TekcT apXxuBHOW crpaBku (opmyiupyercs npuMepHo Tak: «B
OTBET Ha Balll 3a1poc coolIaeM, 4To B PoccuiickoM rocyjapcTBEHHOM apXHBE JIUTEPaTypbl U
HCKYCCTBA I10 TEME ... BBISBJICHBI CIEIYIONINE JOKYMEHTBHI:

1. (XapakTepHuCTHKa JOKyMEHTOB, ccblUlka Ha Ne ponzaa);

2. (xapakTepucTuKa JOKYMEHTOB, cchbuika Ha Ne poHfa).

[Moanuces gupexropa. lara.»

JleficTBy#iTE TEM XK€ CIIOCOOOM (CM. TI. 5).

6) 3anuuuTe KOPOTKOE 3aKitoueHue o myresoaurene no PITAJIN:

- MOJTHOTA MTOMCKOBOW MH(OpMAIUH, TOAPOOHOCTh XapaKTEPUCTHK (HOH/IA;

- MTOUCKOBBIE BO3MOXHOCTH (OBICTPOTA U y100CTBO MOUCKA);

- BO3MOXXHOCTH 3KCIIOpTa HH(pOpMaluu (COXpaHEHHUs Ha JIHCKe,

pacrneyaTky, KOHBEPTUPOBaHMS);

- U3alH.

Cpnaiite TeTpaap MpenogaBaTelto.

KOHTpOHLHLIC BOIIPOCHI:
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1. KakoBa meronnka moucka WH(pOpMaNUy MO 3JIEKTPOHHOMY ITyTEBOIAUTEIIO IO
PI'AJIN?

2. B yem 10CcTOMHCTBA M HEAOCTATKU JIEKTPOHHOTO IyTeBoauTeNsa no PI'AJIA?

3. B 4em cXO0ACTBO W paziuuue 3JICKTPOHHOTO IyTEBOIUTEINSA, (GOPMUPYEMOTO C
MOMOIIBI0 TTporpaMMbl AD, U 35IeKTpOHHOTO ImyTeBoauTess no PITAJIN?

9.2. MeToauyeckne peKOMEHIAIUM 110 MOATOTOBKE MUCbMEHHBIX padoT

[TucemeHHas KOHTpOJIbHAsA padoTta (pedepaT) npeacTaBiseT coO0H pe3yIbTaT U3yUCHHS
UCTOYHUKOB M JIUTEPATYphl MO OJHON M3 MpobiieM WHPOpMATHU3ALUU APXUBHOTO jAena. Tembl
KOHTPOJBHBIX PAa0bOT cOpMYyJIMpPOBaHBl TaKMM OOpa3oM, 4YTO HEOOXOJUMO H3yueHHE
HOPMATHUBHBIX U METOJAMYECKHX MATEPUANIOB, JUTEPATYPhI, OTPAXKAIOIICH OMBIT pabOTHl OAHOTO
WIN HECKOJIBKUX apXMBHBIX yupexaeHuil. PaboTta 1omkHA COCTOATh U3 BBEIEHUS, TEMAaTHYECKUX
pa3esioB, 3aKIIOYEHHUs, CIIMCKAa HCIOJIb30BAHHBIX MCTOYHMKOB W JUTEparypbl. Bo BBeneHuu
PACKpBIBAETCS aKTyaJIbHOCTh MTPOOJIEMBI, ONPEAEIAIOTCS Lelb U 3a7aul padoThl, 1aeTCs aHAIU3
UCTOYHUKOB U JIUTEPaTypbl, OOOCHOBBIBAE€TCS CTPYKTypa paboTbl. B ocHOBHOI uactw,
pa3/ieJIeHHOM Ha TeMaTH4yecKHe pasJienbl, u3jaraercsd (akTHUYEeCKUH MaTepuall, OIMUCHIBAeTCA
ONBIT KOHKPETHBIX apXWBOB. Bce (akTuyeckme cBemeHUS CONMPOBOXKAAIOTCSA CChUIKaMH. B
3aKJIFOYEHUU U3J1araroTcs BEIBOJBI O COBPEMEHHOM YPOBHE Pa3BUTHUS TOW WM MHOM TEXHOJIOTHUH,
0 TPEUMYIIECTBE METOAOB MH(OPMATH3AIMKM WM MPOTPAMMHBIX MPOAYKTOB, HCIIOJIB3YEMBIX
ciy:x6amu JIOY u apxuBa u. K padore 00s13aTeIbHO COCTABIIAETCS CIUCOK MCIOIb30BAHHBIX

HCTOYHUKOB: JIUTEPATYPHBIX, UHTEPHET-PECYPCOB U IPOIPAMMHBIX IPOJYKTOB.

Henonyctumo npeaocTaBiieHHe B KaueCTBE KOHTPOJIBHOM pabOThl KOHCIIEKTa CTaThU WU
KOIIMM HOPMATHUBHBIX JOKYMeHTOB @DenepanbHONM apXUBHOW Cily)KObl, pa3sMELICHHBIX B
HNuTepHere.

Tewmst 17, 27-30, nocBsIILIEHHbIE U3YYEHUIO KAKOT0 JIN0O HaIlpaBJICHUS

uHpopmaruzaumn  JIOY wu apxuBa (yuer, kommiekroBanue, HCA u 1p.),
paccMaTpuBalOTCd Ha OCHOBE CPAaBHEHMSI OIbITA HECKOJBKMX OpraHu3aluil WM apXUBOB B
JaHHOHM oOnactu. BHUMaTenbHO M3yuuTEe PEKOMEHJIOBAHHYIO JUTEpaTypy K JaHHBIM TeMaM B
CIIMCKE UCTOYHUKOB M smepatypsl PIT/I.

[Toompsiercss HanMcaHNE KOHTPOJIbHBIX padOoT, MOCBAIIEHHBIX

aHaJIM3y OmbITa aBTOMaTu3auuu ciyxObl JJOY wnm apxuBa Ha mpuMepe KOHKPETHOIO
yupexxaeHus apxusa (temsl 17, 23, 26, 37).

B nanHoMm ciywae umeercst B BUly UH(popmatusanus padotsl cinyx0bl JJOY u apxua B
LeJIOM, a He OTAeNbHOe ee HampaBieHue. I[IpuMeHsemble 0a3bl JaHHBIX II€JI€COO00Pa3HO
CUCTEMATHU3UPOBAaTh B COOTBETCTBUU C OCHOBHBIMU HaIlpaBJICHUSIMH pabOThl — HalpuMep, B
00J1aCTH KOHTPOJISI UCIIOJHEHUS JOKYMEHTOB, KaJIpOBOT0 JIEIONPOU3BOJICTBA, KOMIUIEKTOBAHHUS
u OIJ, yuera, HCA, ucnonb3oBanus, ynpaBieHHUs apXuBoM. [l Kakqoro mporpaMMHOTO
IPOAYKTa KenarenbHo ykaszarb nossg b/l m oruersl, CYDB/] wnm A3bIk mporpamMmmupoBaHus, B
kKoTopoM pazpaborana BJ[. llemecoobpasHo oxapakTepu3oBaTh KaXKIyr0 0a3y [aHHBIX Ha
KapTOuKe, 3aTeM KapTOYKHU CHUCTEMAaTU3UPOBATh UX IO HANpaBJICHUSAM PabOThl U MPHUCTYNHTH K
HaIUCAHUIO PaOOTHI.

Havare ciegyer co cmucka JuTepaTtypbl K Iporpamme, rae Bl Halijere craThi,
nocBseHHble apToMatu3anuu OV nmm apxuBa KOHKpeTHOro yupexaeHus. Ho ato He 3HauwT,
YTO MOKHO OTPAaHHMYMUTHCS KOHCIEKTOM OJHOH CTaTbu Takoro ponaa. B paGore 1omKHBI OBITh
UCIIOJIb30BAaHbl ~ METOJUYECKHE Pa3pabOTKM W OMUCAaHUS MPOrPaMMHBIX  IMPOAYKTOB,
UCIIOJB3YEMBIX B apxuBe. ONTUMaIbHBI BapuaHT — DOKCKypcuUs B OTAE] aBTOMAaTHU3alUU
JAHHOTO apXHBa, KOTOPYI0 MOXHO COBMECTHTH C IOCEIIEHHEM YHUTAJIbHOIO 3ajla BO BpeMs
paboThl HaJl KypCOBOW MJIM TUIUIOMHOM paboToii. Eciiu 3To He ynanoch oCylecTBUTh, OCETHTE
CU® OLUTHTU BHUUIA/L (yn. [Ipodcoroznas, 72) unu ero caidt. B xaproTeke nmpocMoTpute
COOTBECTBYyIOIlUE TeMe pasfensl (Hampumep, 3.2.6.12.2. —  aBTOMaTU3MpPOBAHHBIE
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nH(popMaInmoHHbIe CUCTeMBbI U 3.2.6.12 — MeXxaHu3alus ¥ aBTOMaTH3alus MOUCcKa HHopMaIuu
B apXMBaXx), U3yUUTE OMKMCAHUS MPOrPaMM U PYKOBOJICTBA MOJIb30BATEIS MPOrPaMM, MaTepHAITBI

koH(pepeHiwmii. Kpome Toro, cBeieHus 00 apXuBHBIX 0a3ax JaHHBIX MMEIOTCS Ha caiTe
«ApxuBbl Poccum», B paszmenax «basel  pmaHHBIX»  (Www.rusarchives.ru/bd/list.shtml),
«ApxuBHBIC CIpaBOYHHKKW» (Www.rusarchives.ru/guide/index.shtmlj, «ApXuBHBIC TPOECKTHD)
(www.rusarchives.ru/projects/index.shtml). M3yuure caiit BpIOpaHHOTO apxuBa (CHOCKH Ha
apXHWBHBIC CalTBI CM. TaM JKe, B pa3jeniax «deaepaibHble apXUBbD», «PETHOHAIBLHBIC apXHBBI)
— BO3MOXHO, Ha HEM pa3MelieHa WHGOpMalUs O MPUMEHSIEMBIX aBTOMATH3UPOBAHHBIX
TEXHOJIOTUSIX.

Temsbl pepeparos:

1. Mexanuzanust W aBromMaruzanus apxuBHoro ngena B 1970-80-e romer B CCCP:
TEXHUYECKOE, MIPOrpaMMHOE, JUHTBUCTUYECKOE obecrnieueHue, pUMEHEHUE
ABTOMATU3UPOBAHHBIX TEXHOJIOTUN B APXUBHOM JIEJIC.

2. Mexanuzanus 1 aBToMaru3aius apxuBHoro naena B 1950-90-e roxer 3a pybexom (Ha
IIpUMEpE HECKOJIBKUX CTPaH).

3. [IpoGnembr aBTOMaTh3ammu apxuBHOro nena 1950-80-x romax B OTeUeCTBEHHOM
apXHUBOBEIUYECKON HayKe.

4. CoBpemeHHass HOpMaTUBHO-TIPaBOBas 0a3a MHPOPMATH3AIUN apXUBHOTO fena B Poccun.
S. Oprannzanus nHpoOpMaTU3aLUU apXuBHOTO Aena B PO Ha denepansuom yposae B 1990-
e — 2010 rozapl.

6. Nudopmaruzamnus qesTeIbHOCTH ApXUBHOTO YUPESIKICHUS: OPTaHU3AIMS U TPAKTHKA.

7. LenTpbI-pa3paboTYNKU IPOTrpamMMm JIJIsl ApXUBHOM OTPACIIH.

8. [TpoGnembr nHGOpPMaTH3AIMK apXUBHOTO Jiea Ha KoHrpeccax MCA u MeXITyHapO HBIX

coBenanusax apxuBuctoB B 1950-2000-¢ ropr.

9. Bueapenne MH(MOPMAIMOHHBIX TEXHOJOTHH B pabOTy apxuBa OpraHu3aluH (Ha IpuUMepe
KOHKPETHOT'O MUHUCTEPCTBA, BEAOMCTBA, yupexaenus) B 1960-1990-¢ roapr.

10. CoBpemeHHblE  MHQOPMAIIMOHHO-KOMMYHHUKALlMOHHBIE ~ TEXHOJOTMM B  obnactu
KOMIUIEKTOBAHHSI apXUBOB W OSKCIEPTU3bl I[EHHOCTU JIOKYMEHTOB (CpaBHEHHE HECKOJIbKHX
apXUBOB).

11.  CoBpemeHnHbIe HH(DOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU TEXHOJOTH B 00JaCTH
ydeTa JIOKYMEHTOB B apXHBe (CpaBHEHHE HECKOJIBKHX apXUBOB).

12. CoBpemeHnHble WH(GOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUU TEXHOJIOTH B 00JacTh
co3faHusl HMHGOPMAIMOHHO-TIONCKOBBIX ~apXUBHBIX CIPAaBOYHUKOB (OMHCEH, KaTaJOroB,
MyTEeBOJUTENEH, yKa3aTenel u Jip.) — BO3MOKHO Ha MIPUMEPE OJJTHOTO apXUBa UM HECKOJIBKUX
apXHUBOB.

13. CoBpemeHnHble  MH()OPMAIIMOHHO-KOMMYHUKAIIMOHHBIE ~ TEXHOJOTHU B  0O0JacTu
MCIIOJIb30BaHUs JOKYMEHTOB B apXMBe (CpaBHEHHE He-

CKOJIbKUX apXUBOB).

14. Co3nanue 0aHKOB JaHHBIX HOPMAaTUBHOM M METOJUYECKOW JTOKYMEHTALlUH B apXUBHOM
Jene.

15. DnexTpoHHBIE apXUBbI KaK YUPEKJACHMS, OCYIIECTBISIOLIME JI0JITOBPEMEHHOE XpaHEHHUE
AJIEKTPOHHBIX JOKYMEHTOB, B HaIllel CTpaHe U 3a PyOesKOM.

16. MexnyHapoaHbIe CTaHAAPTHI OMUCAHUS apXMBHBIX JOKYMEHTOB B IMOMCKOBBIX CHCTEMax B
1990-e u 2010-e roas!.

17. Co3manme 0a3 JaHHBIX TIO apPXWBHBIM HCTOpUYECKMM HcTOYHHMKaM B 2010-e romabl
(ucropuueckas ”HGOPMaTUKA U APXUBBI).

18.  MudopmanmoHHBIE TEXHOJIOTHH B ITyOJIMKAIIUN TOKYMEHTOB B apXHUBaX.
19.  HudopmanmoHHbIe TEXHOJIOTHH B PECTaBPALIUN UCTOPHUECKUX JJOKYMEHTOB.
20.  XpaHeHHWE SJEKTPOHHBIX JOKYMEHTOB B OpPTraHW3allMU: HOPMATHWBHAS W METOIMYECKAs

Oaza.
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Tlpunooiwcenue 1
AHHOTAIIUSI PABOYEHN NIPOT'PAMMBI JUCLIUILJIMHBI
Llenp OUCHUIIIMHBI - W3YYCHHE TEOPETUUYCCKUX MPOOJIEM W MPHUKIATHBIX aCIEKTOB
uH(pOpMATH3AlNYA APXUBHOTO JIEJIa, OCHOBHBIX HAIPABJICHUN BHEAPEHUS HH(POPMAIIMOHHBIX
TEXHOJIOTHH B JICSITEIIBHOCTh apXHBa.
3amaun TUCHMILINHbI:

1) WU3y4CHWE  OCHOBHBIX  TIOHSATHUH, HCIOJb3YyEMbIX B  HpOILECCe  MPUMEHEHHUS
UH(POPMALIMOHHBIX TEXHOJIOTUN B apXUBHOM JIEIIE;

2) W3yUYCHUE MCTOPUU MEXaHHM3allMU U aBTOMATH3AIMK apXUBHOTO Jiejia B Halllel CTpaHe U
3a py0OexoM;

3) U3y4YCHUE HOPMATUBHO-TIPABOBBIX OCHOB MPUMEHEHHS MH()OPMAIIMOHHBIX TEXHOJIOTHI B
apXHUBHOM JIEJIe;

4) H3yUYCHHUE TEXHUYECKOTO M MPHUKJIAIHOTO MPOrPAMMHOIO OOECIICUCHHUs, UCIIONIb3YEMbIX

MIPU OpraHU3alUU SJIEKTPOHHOTO
JTIOKYMEHTO000pOTa, MHMOPMAIIMIOHHOM OOECIEYeHUH YIIPaBJICHUS, OPraHU3allud apXUBHOTO
XpaHEeHUs! JOKYMEHTOB Ha TPAAUIIMOHHBIX U 3JIEKTPOHHBIX HOCUTEIISIX;
5) M3y4YeHHE TMPUHIMUIIOB BbIOOpPa ¥ OpraHu3alMd BHEAPEHHUS M  UCIOJIb30BaHUS
TEXHUYECKOTO U TPOTrPaMMHOTO 00ECIIeUEHUS;
6) u3y4eHre HH()OPMAIMOHHBIX CHCTEM U OCHOBHBIX HH(OPMALMOHHBIX PECypCcoB B
apXUBHOM JIEJIE;
7) M3y4YeHHE W aHalIM3 CPEJICTB 3aluThl MHpOpManuu B HHPOPMAIMOHHBIX CHCTEMaXx,
UCIIOJIb3YEMBIX B aPXUBHOM JIETIE.

B pesynbrare ocBOEHUS IUCHUIUIMHBI O0YYaIOIIHICS TOJIKEH:

3HaTh — OCHOBHBICE HWH(OPMAIIMOHHBIE  OMOIUMOrpaduUecKkue  pecypchl IO
JOKYMEHTOBEJICHUIO U apXHBOBEJICHHUIO; THUIIOBOE MPOTpaMMHOE OOecreueHue, MpUMEHsIEMoe
It QYHKIIMOHMPOBAHUS  aBTOMATHU3UPOBAHHOM  CHUCTEMBbI  IIEHTPAIU30BAHHOTO  ydeTa
TOKyMEHTOB ApxuBHoro ¢onaa P®, ABTOMaTH3MPOBAHHOTO LIEHTPAIBLHOTO (POHIOBOTO
Karajora

YMeTh — OCYWIECTBISTh TOUCK HAyYHO-TEXHHYECKOW HH(OpManuu 1O CBOEH
MpoECCHOHAIBHON JIeATEIbHOCTH; pa3dupatbcs B 0a30BBIX aclekTax (yHKIIMOHUPOBAHUS
COBpPEMEHHBIX HH(HOPMAITMOHHBIX CUCTEM B apXUBHOM JIeTie

Bnaners - HaBBIKAMH HCTIOJIB30BaHUSI KOMITBIOTEPHONU TEXHUKU U MH(GOPMAITMOHHBIX
TEXHOJOTHI, OCHOBHBIMH METOJAaMH, CIIOCOOAMU M CpPEACTBAMH TOTy4YeHUS, XpaHCHHS,
nepepaboTkn  WH(OpMAIMK»; HaBbIKAMU BBIOOpAa MPOTPAaMMHOTO  OOCCTIEUYEHHS ISt
nH(}OPMAIIMOHHOTO 00ecreYeHUs e TEIbHOCTH apXUBOB.

43



