MHAHOBPHAYKH POCCHH
®egepanbHOe rOCy1aPCTBEHHOE 5]0)1;12‘6TH06 o0pa3oBaTe/bHOE YUpeKIeHHe
BbICIIEr0 00PA30BaAHUS

«Poccuiickuii rocy1apcTBeHHbII TYMAHUTAPHbIIA YHUBEPCUTET»
(®I'bOY BO «PITY»)

MCTOPUKO-APXUBHBIM UIHCTUTYT

daKkyJabTeT apXHMBOBEIEHUS U IOKYMEHTOBEAeHUs

Ka(l)enpa AOKYMCEHTOBECACHUS, AYAUOBU3YAJIbHbBIX U HAYYHO-TEXHUICCKHUX aPpXUBOB

CUCTEMBbI XPAHEHUSA SJIEKTPOHHBIX TOKYMEHTOB

PABOYAS ITPOTPAMMA JIMCLTATTJIMHBI

46.04.02 JTokyMEHTOBE/ICHUE U apXUBOBEICHUE

Koo u naumenosanue Hanpaejlerusl nodzomoeku/cneuuaﬂbl-tocmu

HNHpopMalinoHHO-TOKYMEHTALMOHHOE 00eCTIeYeHHE YIIpaBIeHHs

Haumenosanue nanpasnennocmu (npoghuns)/ cneyuanuzayuu

YpoBeHb BhICIIET0 00pa3oBaHUs: Oakanaspuam

dopma OOYUCHHUS: OUHAsA, OUHO-3A0UHAA, 3A04HAS

PII/I anantupoBaHa Jjis1 U1l
C OTPaHUYEHHBIMU BO3MOXHOCTSMU
370pOBbSI U UHBAIUIOB

Mockgsa 2023



CucremMbl XpaHeHH S 3J1eKTPOHHBIX JOKYMEHTOB

Pabouast nporpamMmMa JIUCIUTUTNHBI
CocraBuTenb:
Adanacwesa JLIL., kano. ucm. nayk, ooyenm

YTBEPXEHO
[Tporoxon 3aceqanust kapeapsl
Ne8 ot 12.04.2023 1.



OI'JTABJIEHUE

1 TTOSCHUTEITBHAS BATTHCKR ...uvvveiutriesstreesstesessteessssseesssesssssesssssssssssesssssesssssesssssessnssessssssssnsesssnsnsens 4
1.1 LS00 T 1 e 07 01 1 (63107 00 0107050 S PP PR 4
1.2 IMepedveHs MIaHUPYEMBIX PE3yJILTATOB 00YUCHHS 0 AUCIMIUIMHE, COOTHECESHHBIX C
HUHIHUKATOPAMH JTOCTHIKCHHS KOMITETCHITHE «..v.vvuviuvessesvesseseeseesessessessestessesseseessessssessessessessessessessesessessensens 4
1.3 MecTo AMCUHIUINHEI B CTPYKTYPE OCHOBHON 00Pa30BaATEIBHOMN MPOTPAMMBIL.........vveveereeeeeenenes 6

2 CTPYKTYPA JHCIIATIIIHBL ....cc.vieueiteeteassesseesseasst st esbeassesseesbeass e ase e beasnesse e b e e s e abe e beesnenneenne e e e 6

3 COHCPIKAHUE JTUCIIHTIIIIIHBL ... vveeuvvressseessssessssseessssessssssessssssssseessssesssssesssssesssssessnssessnssessnseessnsees 7

4 OOPA3OBATEIBHBIE TEXHOIOTHH’ ... .veneriesreesureasreessneaseessreasseessneaseessneasseessneasnessnneasneessnseseees 10

5  OlmeHKa IUIAHUPYEMBIX PE3YIBTATOB OOYUCHHMS ...c.vvivveeuriiiiisiiesiisiiesieere s v sne s 10
5.1 CHICTEMA OLICHIBAHII 1.vvvvvvvussssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssnsns 10
5.2 Kputepnu BHICTAaBICHUS OMEHKH IO TUCTIATIITITHE ........vveevesreasseeteesseessnessneanseesseessesssessnnssnnesnns 12
5.3 OrneHouHbBIE CpeACcTBa (MaTepHalibl) ISl TEKYIIEr0 KOHTPOJIS yCIIEBAEMOCTH, TIPOMEKYTOYHON
ATTECTALUU O0YYAFOIIUXCS IO JIACIIHTITIHE ... vvevvveesveesseesteestesssessssesssesssesssesssesssesssssssseessesssesssesssesssesnns 13

6  YueOHO-MeTOMMYECKOE U MH(DOPMAMOHHOE 00CCTICYCHNUE AUCIIHILTUHBI «...c.vvvevveeiveeneene 15
6.1 CIHACOK MCTOTHUKOB H JTATEPATYPBI ....vveevviureaseeesteesteesueesssessseasseesseessesssesssssssseessesssesssessnsssesnns 15
6.2 [lepeueHs pecypcoB HHGOPMAIIMOHHO-TEIIEKOMMYHHUKAIIMOHHOMN ceTH «VIHTEPHET............... 18
6.3 [Ipodheccrnonanpubie 0a3bl JAHHBIX U HHPOPMAIIMOHHO-CIPABOYHBIE CUCTEMBI......c.vvereeeeeenne 19

7 MatepuanbHO-TEXHUYECKOE 00ECTICUCHHNE TUCIIUTIIIIHBI ......vvevrrereeesnreateesnneessnesneessneenneenes 19

8  Oo0ecreueHune 00pa3oBaTEIHLHOTO MPOIIECca JIIS JIUII C OTPAHMYECHHBIMUA BO3MOKHOCTSIMHU

3 (0 010):308 7 705 TR0 01 (o) : J TP OO PPRPPPRPPPPRPPPN 20

LI\ [ (00107 e (5100294 (S Y 2 <) 0) €2 11 03 (P TRPPR TP 22
9.1 I11aHBI TAOOPATOPHBIX BAHITHIHL. ...uvvevreereasreasreesseesteesueessseassesseesseesseestesasseanseesseesseessesssnesnnesnne 22
9.2 MeToauueckre peKOMEH/IAIUH 110 TIOATOTOBKE MACBMEHHBIX PAOOT.....vvvvvirreeeieeriiesieesieesieennne 37
9.3 MeToauueckue yka3zaHus s 00y4aronuXcs 0 OCBOCHUIO JUCIUTUIAHBL (MOIYJIIA) ...vvevevee. 38

AHHOTAIMS TUCIUTUTAHBL (MOJTYIIS) +...vterteesteenteeasseesseessseessesssseesssessseessesssseessseaseesssessesssnssnsessseeas 54



1 IlosicHuTebLHAS 3aMUCKA

1.1 Ieab u 3agaun AMCHUILINHbI

Llens u 3amaun AUCHMUILINHBL.
HOIIFOTOBI/ITB CricnuajancTa, 3HArmEero TCOPpCTUYCCKUC OCHOBBI apXUBOBCACHUA BJICKTPOHHBIX
JOKYMCHTOB, BJIaJACIOLICTO MeTO,HHKOfI opraHu3allii XpaHCHHUA, KOMIINICKTOBaHHWsA, y4d€Ta U
HNCITOJIb30BaHU I-)HGKTpOHHBIX IIOKYMGHTOB paSJII/I‘IHBIX BHUJIOB HpeI[CTaBHeHI/IH I/IH(i)OpMaI_II/II/I nu
dbopmMaToB Ha COBPEMEHHOM JTarle.

3aoauu oucyuniunol.
- U3YyYUThb OCOOCHHOCTH HJIEKTPOHHBIX JIOKYMEHTOB KaK OOBEKTOB apXMBHOI'O XpPaHEHUS B
OTEYECTBEHHOH U 3apyOeKHOM ncTopruorpaduu;
- copMupoBaTh MPEICTABICHUSI O HOPMATUBHOM METOAMUYECKON 0a3e XpaHEHUs 3JIEKTPOHHBIX
JIOKYMEHTOB, B. T. 4. B cocTaBe ApxuBHOro ¢onna PD;

- cdhopMHpoBaTh TpEACTaBlIeHHEe 00 O00ecIeUYeHUH

COXPAHHOCTHU, Y4YC€TC U OIHUCAHUU

AJIEKTPOHHBIX JJOKYMEHTOB, OPTraHU3alMU UX ONIEPATUBHOIO U JOJITOBPEMEHHOIO XPAHECHUS;

- U3YYUTh KJIACCU(PHUKALMIO FIEKTPOHHBIX TJOKYMEHTOB;

- W3Y4YUThb OPraHMU3alUI0 KOMIUIEKTOBAHMS apXWBOB OPraHHU3alui, TIOCYJapCTBEHHBIX U
MYHULUIIAIBHBIX apPXUBOB 3JIEKTPOHHBIMU JOKYMEHTAMY;

- U3YYUTb KPUTEPUH SKCIIEPTU3BI LIeHHOCTU D/1;

- U3y4UTh NPOrpaMMHOE oOecieueHue JUIsl EKTPOHHBIX apXHUBOB.

1.2 TlepeyeHb NJaAHMPYEMBIX Pe3yJIbTATOB 00yUeHUsI MO JUCHUIIIHHE,
COOTHECEHHBIX C HHAUKATOPAMH J0CTHKEHUS KOMIIETEHIIUil

Komnerenuus HNuaukatopsl IlepeyeHb MNJIAHUPYEMBIX Pe3yJIbTATOB
(xom m KOMIeTeH Ui 00y4YeHHs M0 JTUCHUTIINHE
HalMEHOBaHMUE) (koo u

HAaWMEHOBAHHE)
OIIK-4 Cnocoben OIIK 4.3. O6nanaer | 3HATh:
MIOHUMATh HaBBIKAMHU - OCHOBBI TEHJICHIIUH TPABOBOTO PETYIUPOBAHHMS
OPUHIUIBI pa0OTHl | HCHOJIB30BAHUS XpaHEeHHUs AJIEKTPOHHBIX JOKyMeHTOB (D]1) B
COBPEMEHHBIX UH(POPMAITMOHHO- POCCHIICKOM 3aKOHOAATENbCTBE, OCHOBHBIC
UH(POPMALIMOHHBIX KOMMYHHUKAIIMOHHBIX | TEHAEHIMIX B Pa3BUTUH ITPABOBOM 0a3bl;
TEXHOJIOTHH 1 TEXHOJIOTHH B chepe | - posIb AIIEKTPOHHBIX aPXUBOB B COCTaBE
UCTOJIb30BaTh X JIOKYMEHTALMOHHOTO | HAllMOHAIBHBIX apXMBHBIX CITY>KO MUpa, UX
JUISl pellieHus 3a1a4 | oOecreueHust GYHKIUHN U TPO(PUIIB;

npodecCHoHaNBHOM
JCSITeTbHOCTH

yIpaBJIeHUS U
apXUBHOTO Jea

- OCHOBHBIE MEXIYHAPOIHbIE U
MEXTOCYyAapCTBEHHBIE CTaHIAPTHI B 00J1aCTH
JIOJITOBPEMEHHOTO M TIOCTOSIHHOTO XpaHeHust D/1;
- TMOJIOKEHUSI HAIIMOHAJIbHBIX U OTPACIIEBBIX
CTaHJIAPTOB U METOAUYECKUX PEKOMEHIALIMI 110
METOJIMKE OpPTraHU3aly XPaHECHUS,
KOMIUIEKTOBAHUS, YYETA U UCIIOJIb30BaAHUS
AJIEKTPOHHBIX JOKYMEHTOB B PD, MeTonueckue
pa3paboTku deaepanbHBIX U PETUOHATBHBIX
apXuBOB, Be1OMCTB PD ;

- POJIb DJIEKTPOHHBIX JOKYMEHTOB B COCTaBE




ApxuBHoro ¢onga P® Ha COBpeMEHHOM JTare;
UX IIEHHOCTh KaK UCTOPHUUYECKUX UCTOYHUKOB;

- MPUHLUUIBI M TOpHU3HAKKM  Kiaccuukanuu
AJIEKTPOHHBIX JIOKYMEHTOB;

- 0COOEHHOCTHU y4eTa U OMHCAHMSI IEKTPOHHBIX
JIOKYMEHTOB ~ Ha  OCHOBE  METOJIMYECKHX
pa3paboOTOK  pPOCCHMCKUX U 3apyOeKHBIX

apXHBOB;
- OCHOBBI ~ OOECNEYEHUs  COXPAaHHOCTH
AJIIEKTPOHHBIX JIOKyMEHTOB pu

JIOJITOBPEMEHHOM U IIOCTOSIHHOM XPAaHEHHH B T.Y.
HAa OCHOBE OIBITA U METOJUYECKUX pa3paboToK
POCCHUHCKHX U 3apyOeKHBIX apXUBOB;

- COBPEMEHHBI  ONBIT MO  CO3JAHUIO
JJIEKTPOHHBIX APXMBOB B HAIllEd CTpaHe U 3a
pyOe)KoM  Kak  YUYpEeXKACHHH, CTPYKTYPHBIX
MOApPAa3eICHUd MHHUCTEPCTB U BEJOMCTB,
KOpIIOopauuii OCYILIECTBIISIOIINX
JIOJITOBPEMEHHOE M TOCTOSIHHOE XpaHeHue /I,
cocTaB UX (POHJIOB, HCTOYHUKH KOMIUICKTOBAHUS,
bynKmmm;

yMeTh:

- OpraHU30BaTh IMOCTOSIHHOE U
JIOJITOBPEMEHHOE XpaHEHUE DJIEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBUU C HAyUHBIMU
MPUHIIMIIAMUA ¥ HOPMATUBHBIMH TPEOOBAHUSIMH,
a TaKXe CTaHAapTaMU U METOANYECKUMU
PEKOMEHIAlUSIMH ;

- UCMOJB30BaTh CYLIECTBYIOINE METOANYECKUE
pa3pabOTKH U CTAaHAAPTHI IJIs1 CO3JIaHUS
JIOKaJIbHBIX HOPMATUBHBIX aKTOB, UHCTPYKLUN U
PYKOBOJICTB, PETJIAMEHTUPYIOIIHUX yUET,
ONMCaHUE, XPaHEHUE IEKTPOHHBIX IOKYMEHTOB;
- OpraHuM3oBaTh KOMIUICKTOBAaHHE  apXuBa
OpraHu3aly  AJEKTPOHHBIMU  JOKyMEHTaMHU,
0(pOopMUTH COOTBETCTBYIOLIYIO
CONPOBOJUTENBHYIO M YUCHYIO IOKYMEHTALIUIO B
COOTBETCTBUM C HAYYHBIMU TMPUHIUIIAMHA |
HOPMAaTUBHBIMH  TpeOOBaHUSMH, a  TaKKe
CTaHJapTaMH u METOIMYECKUMU
PEKOMEHIallUsIMHU;

- COCTaBUTh peKOMeHaanuu st ciayx0e1 UT mo
BHIOOPY  TEXHHUYECKOTO M MPOTrPaMMHOTO
obecrieueHHst s DJIEKTPOHHOTO  apXHWBa
OpraHu3alii B COOTBETCTBUM C HayYHBIMHU
MPUHIIMTIAMA ¥ HOPMATHBHBIMH TPEOOBAHUSIMU,
a TaKXKe CTaHJapTaMd W  METOJUYECKUMHU
PEKOMEHIallUsIMHU;

- COCTaBHTH JIOKAIbHBIC HOPMATHBHBIE aKThl M




PYKOBOZACTBA JUI PabOTHI AIIEKTPOHHOTO apXHBa
OpraHu3aIum;

BJIA/1€Th:

- TEXHOJIOTUSIMH KJIaCCU()MKALIMH, TOUCKA
JOKYMEHTOB B 3JICKTPOHHOM apXHBe);

- MOMCKOM MPO(UIBHBIX UHPOPMALIMOHHBIX
pecypcoB B cetu HTEpHET;

- HaBBIKAMHU BBIOOpA U CPaBHEHUS MPOTPAMMHBIX
KOMIUIEKCOB ISl 3JICKTPOHHOTO apXHBa
OpraHu3aIum;

- HaBBIKAMHU y4eTa U 00eCIIeUeHHs COXPaHHOCTH

el

1.3 MecTo TMCHMILUIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTeIbHOM
NporpaMMbl

JlucuuIuinHa BXOAWT B COCTAB 00sI3aTEIILHOM YacTH Y4eOHOTO TUIaHa.

Jlis OCBOGHUSI JHCIUILTMHBI HEOOXOJAMMBI KOMIIETEHIIUH, C(HOpPMHpPOBAHHBIE B XOJE
M3YYEHHUS CIEeIYIONMX AUCHUIUIMH U MPOXOXKJIEHUsT MNpakTuk: MHbopMalmoHHbIE TEXHOIOTHH,
Nudopmaniionubie  TEXHOJOTHHM B JOKYMEHTAI[MOHHOM  OOCCIICYCHHH  YIpaBICHUS,
HudopmalinoHHbIE TEXHOJIOTUN B ApXUBHOM JIEJIE.

B pesynbrare 0CBOCHHS TUCIUIUTHHBI ()OPMUPYIOTCS KOMIICTCHIIUN, HEOOXOAMMBIE IS
W3YYEHHUSI CIEAYIOMUX AUCIUIUIMH U MPOXOXKIACHUS MPAKTUK: ABTOMAaTHU3UPOBAHHBIE CHCTEMBI
JIOKYMEHTAIlMOHHOTO o0ecrieueHusi ympasienus, MHbopmalmoHHple CHUCTEMBI B KaJIpOBOM
ciyx06e, [IpoexTHas npakTuka, [IpeaunioMHas npakTHka.

2 CTpyKTypa TUCHUNIHHBI

OO0mmast TpyJ0eMKOCTh JTUCIUTIINHBI cocTaBiseT 3 3.e., 108 u.

CTpyKTypa TUCHUIIMHBI JJI51 04YHOI (PpopMBbI 00yUeHUs

O06bemM nuCHMIUIUHBI B ()OpME KOHTAKTHON pabOoThl 0OYyYArOUIUXCs C IMeIarorndecKuMU
paboTHUKaMU W (WJIM) JTUIAMH, TPUBIEKaeMbIMH K peaii3alii 00pa30BaTeIbHONW MPOTrpamMMbl
Ha WHBIX YCJIOBHSX, TIPU MPOBEICHUN YICOHBIX 3aHATUMN:

Cemectp | Tum yueOHBIX 3aHATHIA KommuecTBo
4acoB
2 Jlexmun 24
2 Cemunapsl/mabopaTopHblie padoThI 36
Bcero: 60

O0beM TUCIUILTIHEI B (JopMe caMOCTOSTETbHON PabOoThl 00yUaromMXCcst cocTaBisieT 48
aKaJeMUYECKHX YacoB.




CTpyKTypa IMCUMIJIMHBI JJISI 0YHO-32049HO (opMbI 00yUeHH st

O0beM TUCHUTIIMHBI B (hOpME KOHTAKTHOW pabOThl OOYYAIOMIUXCS C IMeJarorndecKUuMH
paboTHUKaMU W (WJIH) JUIIAMH, TPUBIIEKAEMbIMH K peai3aliii 00pa30BaTeIbHONU MPOTPaMMBbl
Ha WHBIX YCJIOBHSX, IIPU MPOBEICHUH YICOHBIX 3aHATHMN:

Cemectp | Tunm yueOHBIX 3aHATHIA KonnuecTBo
4acoB
2 Jlexkun 12
2 Cemunapsl/mabopaTopHblie pabOoThI 20
Bcero: 36

O0BeM AUCIUIUTHHBI B (POpME CaMOCTOATEIbHON PaboThl 00YYaIIIMXCS COCTaBIsAET /6
aKaJIEMHUYECKUX YaCOB.

CTpyKTypa JTUCHUIIMHBI VIS 3204HOi ()OpMBbI 00yUeHH sl

O6bveM nuCHUIUIMHBL B (pOpME KOHTAKTHOW Pa0OTBhI OOYYAIOMIMXCS C IMEAarorHYeCKUMHU
paboTHUKaMU U (WJIM) JTUIAMH, TPUBIEKaeMbIMH K pead3aiiu 00pa30BaTeIbHONW MPOrpamMMbl
Ha WHBIX YCJIIOBUSX, P MPOBEICHNUN YUCOHBIX 3aHSITHIA:

Cemectp | Tum yueOHBIX 3aHATHI KommuecTBo
4acoB
2 Jlexiuun 8
2 CemuHapbl/1ab0paTopHbIe pabOTHI 16
Bcero: 24

O0beM TUCHUIIIMHBL B (pOpMe caMOCTOATENbHON pabOThl 00yUaronmxces cocTaBiuser 84
aKaJIEMUICCKIX JacOoB.

3 Coaepxanue TUCHMILTHHBI

Ne | HammenoBanmne Conepxxanue
pasaena
AUCHHILIMHBI
1 1.BBenenue. [Ipenmer, nenp u 3agaum Kypca. MICTOYHUKM W JUTEpaTypa IO
Kypcy. TepMuHBl M TOHATHSA:  SJEKTPOHHBIM JOKYMEHT,

BHGKTPOHHLII;'I ApPXUB, JJICKTPOHHAA IMOAIKUCH U €€ BU/bI, apXHBHLIﬁ
dopmar, sKcmepTH3a IEHHOCTH, Kiaccu(uKaius IOKYMEHTOB,
€AUHHUIa yu€Tra, CAUHUIA XpaHCHUA, CAMHULA OIMCaHUA
AIIEKTPOHHBIX JOKYMEHTOB, MMIpalVs, KOHBEpTALus, KOHTEHHEP
SJICKTPOHHBIX OOKYMCHTOB, MCTAaJaHHBIC, CTAHAAPTHI U (1)OpMaTI)I
ONMCAHHUA  ApXUBHBIX JOKYMEHTOB, YPOBHM OIIMCAaHUSA U
MH(OPMaLMOHHO-TIOUCKOBBIE XapaKTEPUCTUKHU, AJIEKTPOHHOE JIEJIO,
HOCHUTEIH 3JIEKTPOHHBIX JOKYMEHTOB U UX BHJIbI.

2 | Pazmen 1. Oco0eHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB KaK 0OBEKTOB apXUBHOIO
ONEKTPOHHBIE XpaHEHUs B MUPOBOM apXMBOBEAYECKON HayKe. ApXHUBOBEIECHHE
JOKYMEHTEI KaK AJIEKTPOHHBIX JIOKYMEHTOB B Halllel CTpaHe U 32 pPyOesKOM.




00BEKT apXUBHOTO
XpaHECHMUS.

DJIEeKTPOHHBIE JOKYMEHTBI B cocTaBe ApxuBHoro ¢onaa PO.
Knaccugukarus uHGpopManmoHHbIX pecypcoB PD (denepanbHbIX U
pPErHOHANIBHBIX) KaK HCTOpUYECKHMX HCTOYHUKOB. DenepanbHbie
IEJIEBbIE TIPOTPAMMBI PA3BUTHS AJIEKTPOHHOTO IOKYMEHTO00O0pOTa,
OTpacjieBble W peruoHalbHbIE MPOrpaMMbl HH(OpMaTHU3ALNH,
crcTeMa MEKBEJIOMCTBEHHOTO AJIEKTPOHHOTO JOKYMEHTO000pOTa U
MEXBEIOMCTBEHHOTO 3IEKTPOHHOTO B3aMMO/JICICTBUS
AIIEKTPOHHOTO  TPAaBHUTENbCTBA U MpoOiieMa  COXpaHCHHS
AIIEKTPOHHBIX  JOKYMEHTOB. Knaccudukanusa 3aeKTPOHHBIX
JOKYMEHTOB: TpPH3HAaKM M  TOAXOABl K  KJIACCHU(HUKAIHH.
[TopopmaTHass  kmaccuukanuss  SIEKTPOHHBIX  JOKYMEHTOB.
ApxuBHbBIE (MeXKIUIATHOPMEHHBIE) (HOPMATHI.

Paznen 2.
HopwmatuBHas
MeToandeckas 6aza
XpaHeHus
AJIIEKTPOHHBIX
JIOKYMEHTOB.

HopmartuBHas 6a3a XpaHeHHs 3JEKTPOHHBIX JOKYMEHTOB B Hallel
cTpaHe: 00BEKThI IPaBOBOIo peryiaupoBanus. denepaabHbliil 3aKOH
«O6 wuHpopManuy, MHGOPMALMOHHBIX TEXHOJIOTUAX U 3allUTe

uH(pOpMAITINY. 3aKOHBI CcyOBEKTOB benepanuun 00
uH(GOPMAIIMOHHBIX pecypcax. I[IpaBuia AelIOMpPOM3BOJACTBA B
benepabHBIX oprasax WCIIOJTHUTEIBHOMN BJIACTHU 51

roCyJIapCTBEHHBIX OpraHu3alusax o xpaHeHun JOJ1. PenepanbHbIi
3akoH P® «O0 snexktponHoil moamucu» ot 6 ampens 2011 r. u
NOJ3aKOHHbIE aKTbl O TpeOOBaHMAX K pa3IMYHBIM BHAAM MU
Pa3HOBUAHOCTSIM  QJIGKTPOHHOM  NOJIMUCH,  CTaHJapTU3alUs
KpUnTorpapuieckoi 3aIUTHI uHdOopMaIuu. [Ipobiema
yAOCTOBEepEeHUs  ropuauueckod cuiael O B mporecce
JIOJTOBPEMEHHOIO M NOCTOSIHHOrO  xpaHeHus. IIporpamma
uHpopmaruzauun  DenepanbHOro  apXMBHOINO  areHTCTBA U
MIOJIBEOMCTBEHHbIX €My yupexaenuii Ha 2011-2020 r1r. o
xpanenuu J/1.

HopmartuBHas 0a3za 3JeKTpPOHHOrO mpaBuTenbcTBa. Iloa3akoHHBIE
akTbl  (enepa’dbHBIX  OpPraHOB  HMCIHOJHUTENBHOM  BJAcTH,
perIlaMeHTHPYIONUE AJIEKTPOHHBIN JOKYMEHTOOOOPOT. 3HaueHue
pernamentannu  TpeboBanui k  CDOJl  demepanbHbIX u
PETHOHAJIBHBIX OPraHOB BJIACTH ISl COXPAHEHMs DJIEKTPOHHBIX
JIOKYMEHTOB.

PernamenTanus xpanenus O/1 B [IpaBunax opranu3anuy XpaHeHHUs,
KOMIUIEKTOBAHMSI, Yy4e€Ta M HCIOJb30BaHUS JOKYMEHTOB B
rOCyJapCTBEHHBIX M  MYHULUMIAIbHBIX  apXHMBaX, My3esX,
oubnunorexax, opranusanusx PAH, a Takke B opraHax
rOCyJIJapCTBEHHOM BJIACTH, OPraHAX MECTHOIO CaMOYINpAaBICHUS U
opranm3arusx. IlpaBuma  paboTel €  HAYYHO-TEXHUYECKOU
JIOKyMEHTaluen u coxpanenue D/

Tunossle ¢yHKUMOHANBHBIE TpeboBanus k COJ] um CXDOU.
Metonuueckne paspaborkn BHUMJAJL mno opranuzanuu
XpaHEHUsl DJIEKTPOHHBIX JOKYMEHTOB B apXuBaxX OpraHu3alluii,
rOoCy/apCTBEHHBIX U MyHUIIMNIAIBHBIX apxuBax 2013 r.
OO6s13aHHOCTH Biajeblia UH(YOPMALIMOHHBIX PECYPCOB MO 3alllUTe
uHpopManuu. 3aliuTa HHTEIUIEKTYaJIbHOM COOCTBEHHOCTH Ha
KOMIIBIOTEPHBIE IPOTpaMMbI U 0a3bl JaHHbIX.

Crangaptel MCO. CranpapTtusanysi ynpaBieHHs KadeCTBOM U




KOpIopaTuBHble HMHQOpPMALMOHHBIE cUCTeMbl. CTaHIapThl Ha
XpaHEHUE JOKYMEHTOB Ha MAIIMHHBIX HOCHUTENSAX. DJIEKTPOHHBIN
pernameHT ynpasieHus opranuzauueit. Crangapt MCO 15489-
2001 (2007).

Metoauueckie  pekoMeHganuu W paszpabotku  Pocapxusa,
BHUMJAL, PITY, peruoHaJibHbIX OpraHoB  YIpPaBJICHUS
apXMUBHBIM JI€JIOM, ApXUBOB, KaMIlaHWil, BeAoMCcTB P® u opraHoB
MECTHOTO CaMOYTIpaBJIeHus B oonactu xpaHenus /1.
PernamenTtanusi ~ JMHIBUCTHYECKOTO  OOECIEUEHHUSI  CHCTEM
AJIEKTPOHHOTO  JOKyMeHTooOopoTa.  IloHATHE  MeTagaHHBIX.
MexayHapoaHble U POCCUICKHE CTaHIAPThl, PErJaMEHTUPYIOLINE
JIEJIONPOU3BOJCTBEHHBIE METAJaHHbIE U MX POJIb B 3JIEKTPOHHOM
JIOKYMEHTOO000pOTE.

Paznen 3.
KomimiekroBanue u

oA 9.

Kputepun  ompeneneHus  MCTOYHHKOB KOMIIJICKTOBaHUS
AIEKTPOHHBIX apXHUBOB. Knaccudukanus HCTOYHHKOB
KOMILIEKTOBAHUSI apXUBOB 3JIEKTPOHHBIMU JOKymMeHTamu [lopsaok
KOMIUIEKTOBaHHUSI apXxuBa opranu3audu JJ[ B COOTBETCTBUHM C
TpeboBaHussMu [IpaBui1 opraHu3anuu XpaHeHHs, KOMIUICKTOBAaHMSI,
y4yeTa U UCIOJIb30BaHUs JTOKYMEHTOB B OpPraHax rocyJapCTBEHHOM
BJIACTH, OpraHax MECTHOI'O CAMOYMPABIICHUS U OPTraHU3aLUAX.
OIBIT KOMITJIEKTOBAHUSI TOCYIAPCTBEHHBIX apXHUBOB JIEKTPOHHBIMHU
nokymentamu. Pab6ora 'AP® ¢ ucTOYyHMKaMU KOMIUJIEKTOBAHHSL.
[Tpriem 25IeKTPOHHBIX AOKYMEHTOB B opmate COJI, B apXHBHOM,
m1aThOpPMEHHO He3aBUCUMOM (hopmare.

Kpurepun skcnieptussl neHHocTH D/ obmme u crenududeckue.
Crenenp coxpaHHocTd ¢oHIa. Bo3MOXHOCTH Tiepeaud Ha
XpaHeHue  0e3  opuruHaibHOro  ¢dopmara,  BO3MOXKHOCTH
OCYILIECTBJICHUS] MUTPALlUH.

Paznen 4.
Obecnieuenue
coxpanHocTH, D1,

dakToppl, BIMSAIONME HAa COXPAHHOCTh. AHTHUBUPYCHAs 3allluTa,
CTaOUITBLHOCTD AIEKTPONHUTAHMS, 3aluTa oT
HECaHKI[MOHUPOBAHHOTO  JIOCTYTIA, HAJEKHOCTb HOCHUTENEH.
HopmatuBHBIE YyCIOBUSL XpaHEHMS 3JIEKTPOHHBIX JOKYMEHTOB Ha
pasnuuyHbiX ~ HocuTensx.  OOopymoBaHwe Il XpaHEHUsA
ANEKTPOHHBIX  JOKYMEHTOB. Knaccudukanus  HOCUTENEH.
CtpaxoBoil poH/T TOKYMEHTOB Ha ONITUYECKHUX JUCKAX.
OOlecrieueHe  COXPAHHOCTH  DJEKTPOHHBIX  JOKYMEHTOB B
JIOJITOBPEMEHHOM mepcriekTuBe. lepe3anuck, MUrpamus, SMysIus
WHKancynsnus qaHabix. [Ipo6Giema koHBepTaliy JaHHBIX.

Paznen 5. Vuer,
OITKCaHHE

ncnonb3oBanue JDJI.

Cranpaptel onucanus DJ[. OObexThl omucanus U (Gopma OIHUCH.
Enununa ydyera u enumuuna xpaneHus O/, yderHbie GopMbl ais
peructpauuu  aBwkeHus  OJ[.  IlpaBuna  ommcanms  O/1.
HNupopmanmoHHo-ouckoBass  xapakrepucruka /1. VYuer
murpanuu u nepesanucu. Konreiinepsr /1.

Hcnonb3oBaHne  3MEKTPOHHBIX  JOKyMEHTOB.  Opranuzanus
nocryna k OJI. Ilomck B cuctemMe 53JIEKTPOHHOIO apXHBa:
be3bymaxkHoe HHpOpMaIMOHHOE 00CITy)KMBaHHE M0JIb30BATENICH.

Paznen 6.
DIIEKTPOHHBIE

Bunael apxuBOB ~ DJIEKTPOHHBIX JOKyMeHTOB.  CTpykTypa u
OpraHM3aIysl apXvBa SJIEKTPOHHBIX JTOKYMEHTOB YUPEXKACHUS U




apXUBBI KaK
Pa3HOBUIHOCTD
IIPOrPaMMHOTO
00ecCIIcYCHHUS:
CTaHIapTH3AIUS
TpeOOBaHUM.

HPEITPHUITHSL. JlokanbHbie HOPMAaTUBHbBIE aKThI,
perJaMeHTUpYIOIMEe padoTy 3JIEKTPOHHOTO apxuBa. QDYyHKIUU
ANEKTPOHHOTO apxuBa. Ponb ciyx0b1 JIOY, apxuBHOU CIIyKObl U
ciy>x0s!1 I'T B opranu3zamuu Jie 3JIeKTPOHHOTO apXHUBa MPEIIPUATHSL.
DNEeKTPOHHBIH  TOKYMEHTOOOOPOT U  apXUBBI  DJIEKTPOHHBIX
JIOKYMEHTOB. Knaccudukanums CUCTEM AJIEKTPOHHOIO
JIOKYMEHTOO0OpOTa UCXOAsl U3 3aJad JOJITOBPEMEHOI0 XpaHEHUS
nokyMeHToB.  KopropatuBHble  MH(POPMALMOHHBIE  CHCTEMBI.
Texnomorust Docflow u Worflow. Kiaccudukarus nmporpaMmmHOro
oOecrieyeHnss HWH(POPMALMOHHBIX CHCTEM JOKYMEHTALMOHHOTO
obecnieuenus. Knaccudukanus dopmaror D/ (pazpadorku PITY).
TpeOGoBanusi K  HWHTETPUPOBAHHOW  CHCTEME  DJICKTPOHHOTO
JIOKYMEHTO00O0pOTa C TOUKHU 3pEHUS apXUBHOTO XpaHeHus /1,
ONEKTPOHHbIE  apXMBBl KaK  PAa3sHOBUJIHOCTb  NPHUKIATHOIO
nporpaMMHoro odecrneuenus. Knaccudukanus MynbTudopMaTHbIX
IIOMCKOBBIX cucTeM. lIporpammHoe obecrieueHue, HCHOIb3yeEMOE
JUISL  CO3JaHMsI AJEKTPOHHBIX apXWBOB JaHHBIX. [IpoGiemsr
coxpaHeHHs Trpaduku, MyJIbTHMEIUHHBIX NOKyMeHTOB, CAIIP wu
reonH()OPMAaLIMOHHBIX CUCTEM.

OcHOBHBIE MOAXOJbI K BBIOOPY TEXHUYECKOTO OOECIeueHus
AIIEKTPOHHOTO  apXHUBA. Pacyer 3arpaT M 9SKOHOMHYECKOU
s dekruBaOCTH. CO3/1aHUE TIPOCKTA JJICKTPOHHOTO apXHUBA.

8 Paznen 7.
Opranuzanus
OIIEPaTUBHOTO U
JIOJTOBPEMEHHOTO
xpaneHus J/1.

[lenTpanu3oBaHHBId M PpACHpPElENICHHBI MOAXOA K CO3JaHUI0
apXMBOB DJJIEKTPOHHBIX JOKYMEHTOB. OMBIT TOCYJapCTBEHHBIX,
BEJIOMCTBEHHBIX, KOPIIOPAaTUBHBIX AapXHWBOB IO OTOOpY, MpHUEMY,
XPAHEHUIO U UCIIOJIB30BAHUIO 3JIEKTPOHHBIX JOKYMEHTOB.
3apyOeXHBIi  OMBIT 1O CO3JAHUIO0  APXUBOB  3JIEKTPOHHBIX
nokyMeHTOB. [lpakTuueckasi, HayyHass W MeToAMuYecKas pabora
JJIEKTPOHHBIX APXUBOB.

Krnaccudukaiiys 2J1eKTpOHHBIX apXHUBOB B Halllel CTpaHe.

4 (OoOpa3zoBaTesibHbIE TEXHOJIOTUH

I[J'IH IMPOBCACHUA y‘~IC6HI>IX 3aHSTUHI 10 JUCHUIIJINHE HCIIOJIB3YIOTCA Ppa3jIn4YHbBIC
oOpa3oBaTenbHble TeXHONOTWU. [l opraHuzanMu y4eOHOTO TpoIecca MOXKET ObITh
MCITOJIb30BAHO DJIEKTPOHHOE 00ydeHHe U (MJIH) IMCTAaHIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTHH.

5 OneHka IVIAaHUPYEMBbIX Pe3yJ1bTATOB 00y4eHHs
5.1 Cucrema onleHMBaHUs

dopmMa KOHTPOJIA

Makc. KoJIH4eCcTBO 0aJ1710B

3a ogny |Bcero
padory
Texymui KOHTPOJIb:
- 8bINONHEHUE 3A0anUs Ha 10 30 6annos
1aO0pamopHOM 3aHAMUU bannos
10
- KoHmpoavHas paboma (pegepam) 10 10 6annos




IK3AMEH

- pabouas mempaos cmyoeuma (memvl |6a1106
1-2). 20 bannos
[TpomexxyTouHast aTTecTalus 40 6annos
(umozosas KOHMpobHAs paboma)
HToro 3a cemectp (Oucyuniuny) 100 6annos

ITomy4yeHHBI COBOKYIIHBIN PE3YJIbTAT KOHBEPTUPYETCS B TPAAULMOHHYIO LKAy OLICHOK U B

IIKaJTy OLEHOK EBpOIelicKoi cucTeMbl TIepeHOCca M HAKOIUICHUS KPEIUTOB
(EuropeanCreditTransferSystem; nanee — ECTS) B cooTBeTCTBHH ¢ TaOnULIEH:

100-6ammpHast TpazmHonHas mKana [xaia
nIKasa ECTS
95— 100 OTJIMYHO A

83 -94 B

68 — 82 XOpOIIIO 3a4TEHO C

28 :g; YJIOBJICTBOPUTEILHO [E)
20—49 FX
0_19 HEYJIOBJICTBOPUTEIIBHO HE 3aYTCHO =




5.2 Kputepum BbICTABJIEHHUS OLEHKH IO JUCIUIINHE

Bamnel/
HIxkama ECTS

OueHka 110
IUCLIUIUINHE

Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE

100-83/
AB

«OTJIUYHO»

BricTaBnsiercs oOydaromeMycsi, €Ciii OH TTyO0Ko U
IIPOYHO YCBOWJI TEOPETUYECKUN U NIPAKTUYECKUI
Marepuai, MOXeT IPOAEMOHCTPUPOBATh 3TO HA 3aHATUAX U
B XO/I€ IPOMEKYTOYHON aTTECTALINH.

OO0yyaromuiicss HICUYEPITBIBAIOIIE U JIOTUYECKUA CTPOMHO
M3JIaraeT yueOHbIi MaTepuall, yMeeT yBS3bIBATh TEOPHUIO C
MIPAKTUKOM, CIIPABIISECTCA C PEIICHUEM 3aJad
npo¢ecCHOHATLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0)KHOCTH, MPAaBUILHO OOOCHOBBIBAET MPUHSATHIC
pelIeHus.

CB00OIHO OpUEHTUPYETCS B Y4eOHOI U
npoeCCHOHATILHOM JITepaType.

OueHka 1o JUCIUILIMHE BBICTABIIAIOTCS 00y4JaromeMycs ¢
Y4YETOM PE3yIbTATOB TEKYLIEH U POMEKYTOYHON
aTTECTALUN.

Komnerenuu, 3akpenia€HHble 3a AUCHUTIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «BBICOKHI.

82-68/

«XOpOoUIo»

BrictaBisercs o0yyaromemMycs, €Cii OH 3HaeT
TEOPETHYECKUMN U MPAKTUYECKUN MaTepHUall, IPaMOTHO U 110
CYILLECTBY M3JIaraeT €ro Ha 3aHATHSAX U B X0
MIPOMEKYTOYHON aTTECTAllUU, HE JIOMYCKasl CYyLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics MpaBUJIbHO IPUMEHSET TEOPETHUUECKHE
MIOJIOXKEHUS [IPU PELICHUN NTPAKTUYECKUX 3a1a4
npodeccnoHalbHOM HANIPaBIEHHOCTH PA3HOTO YPOBHS
CJIO’KHOCTH, BJIa/Ie€T HEOOXOUMBIMHU I TOT'O HABBIKAMU
U IpUEMaAMH.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOMH U
npodeccnoHanbHOM TUTEpaType.

OneHka 1Mo JUCHUIUIMHE BBICTABISAIOTCS 00yYaromeMycs ¢
Y4ETOM pE3yIbTaTOB TEKYIIEH U IIPOMEKYTOYHOU
aTTeCTaluu.

Komniereniuu, 3aKkpeni€éHuble 3a JUCUUTITMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHI».

67-50/
D,E

«YyAOOBJICTBOPHU-
TCIIBHO»

BricTaBnsiercs oOy4aromemMycsi, €Cii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUN U MPAKTHUECKUI MaTepuall,
JIOTTYCKaeT OT/JENIbHbIE OMIMOKH MPH €T0 U3JI0KEHNUH Ha
3aHATHUSAX U B XOJI€ IPOMEXYTOUHOM aTTecTauu.
OOyyaromuiics UCIBITHIBAET ONPeIeIEHHbBIE 3aTPYAHEHUS
B IPUMEHEHUU TEOPETUUECKUX MOJOKEHUN PU peIIeHUuN
MPaKTUYECKHX 3a71a4 MpodheccuoHalbHOM HallPaBIEHHOCTH
CTaHJAPTHOTO YPOBHS CIIOKHOCTH, BJIA/IEET
HEOOXOMMBIMH JIJISl 3TOTO 0a30BBIMH HABBIKAMH U




Bamnsl/ OrieHka 110 Kpurepuu oneHkn pe3yabTaToB O0yYESHHS 110 TUCITUTIIINHE
HlIkama ECTS | nucuuminue

NIpUEMaMH.

JIeMOHCTpHUpPYET 10CTaTOYHBIN YPOBEHb 3HAHUS y4eOHOM
JUTEPATYPBI 110 AUCLUILIMHE.

OneHka 1o JUCLHUIUIMHE BBICTABIISAIOTCS 00Y4ar0OEMyCs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTECTaLlUN.

Kommnereniuu, 3aKkpeniénnble 3a JUCUUILIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOYHBIIH».

49-0/ «HEYIIOBIIETBOPHUTE | BricTaBiseTcst oOydaromieMycsi, €Ciid OH He 3HAaeT Ha
F.FX JILHOY 0a30BOM YpOBHE TEOPETUUECKHUHN M MPAKTUICCKUI
MaTepual, J0IycKaeT rpyOble OmMUOKH P €ro
U3JI0’KEHUU Ha 3aHATHAX U B XOA€ IPOMEXYTOYHON
aTTeCTalUu.

OOyuaronuiics UCTIBITHIBAECT CEPhE3HBIC 3aTPYAHEHUS B
MIPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH NPU pELIeHUH
MPAKTUYECKHX 3a/1a4 TPO(HeCCHOHAIbHONW HalpaBI€HHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, HE BJIa/I€ET
HEOO0XOAUMBIMU JIJIS1 3TOTO HaBBIKAMU U IPUEMaMHU.
JleMoHCTpHpYET (pparMEeHTapHbIC 3HAHUS YIeOHOMH
JIUTEPATYPBI 110 TUCLUIIIMHE.

OneHka no JUCHUILIMHE BBICTABIISAIOTCS 00ydarolemycs ¢
Y4YETOM PE3yIbTATOB TEKYLIEH U POMEKYTOYHON
aTTeCTalUu.

KomMmnereHun Ha ypoBHE «JOCTaTOUYHBIN», 3aKPEIUIEHHBIE
3a JUCIUIUIMHOM, HE CPOPMHUPOBAHBI.

5.3 OueHouHble cpeacTBa (MAaTEPHAJIBI) JJIsl TEKYIIIET0 KOHTPOJISI
yCIIeBaAeMOCTH, IPOMEKYTOYHOM aTTECTAMU 00Y4AIOIIMXCS 110
AMCUUILIMHE

Ilpumepnaa memamuxka KOHmponvHvlX padom ( peghepamos).

1. BHCKTpOHHHe APXUBbI KaK HCHTPBI COXPAHCHUA I_II/ICI)pOBOFO HacjacIus B Halein

CTpaHe M 3a pyOexXoM (Ha IpuUMepe HEe MEHEE IBYX apXUBHBIX YUPEKICHHH, CTPYKTYpPHBIX

HOI[paSI[GJ'IeHI/Iﬁ MHUHHUCTCPCTB, BCAOMCTB, 0pFaHH3aHHfI).

2. Coznianue 3J€KTPOHHOIO apXKBa OpraHU3alMi, MUHHUCTEPCTBA(HA MPUMEPE HE MEHEe

JIBYX AapXUBHBIX YYPEXKICHUH, CTPYKTYPHBIX IIOAPA3IEICHUN MHUHUCTEPCTB, BEIOMCTB,

OpTraHU3aIHi).

4, O630p MMPUKJIIAAHOTO HOPOTrpaMMHOIO OGCCHC‘ICHHH, HCIIOJIB3YEMOI'0 MIpHU CO3JaHU

SJICKTPOHHOI'O apXuBa.

5. Ydyer u onmcaHue OJICKTPOHHBIX JJOKYMCHTOB (Ha MpuUMEpe HC MCHEC JIBYX apXUBHBIX

YUpEXKJIEHUH, CTPYKTYPHBIX MOpPa3IeIeHU MUHUCTEPCTB, BEOMCTB, OpPraHU3aIIHii).

7. Knaccuduxaius 3IeKTpOHHBIX JOKYMEHTOB B apXuBe (Ha NMpUMepe HE MEHee JBYX

APXUBHBIX YUPEKICHHH, CTPYKTYPHBIX TOIpa3IeIeHIl MUHUCTEPCTB, BEOMCTB, OPTaHU3AINN ).

8.CeTeBble JIEKTPOHHBIE apXUBHI (0030p 3apyO0eKHOTO U POCCUIMCKOTO OMbITA).



9. HopmaTtuBHO-mpaBOBO€ M  METOAMYECKOE  oOOecreueHue  CO3JaHus U
(YHKIMOHMPOBAHUS JIIEKTPOHHOTO apxuBa (Ha TpuUMepe HE MEHee [ByX apXHUBHBIX
YUPEKACHUH, CTPYKTYPHBIX [IOJIPa3/1€JI€HNI MUHUCTEPCTB, BEJOMCTB, OpraHu3aLuil).

10. ITpoGiieMbl ONIEpaTUBHOTO U JAOJITOBPEMEHHOIO XpPaHEHUs 3JIEKTPOHHBIX JOKYMEHTOB
(0630p uctopuorpadun).

11. TexHOIOTH OMEPATUBHOTO U JIOJTOBPEMEHHOTO XPAaHEHHUS AIEKTPOHHBIX IOKYMEHTOB
(0630p CTaHIAPTOB U METOIMUYECKOTO OOCCIICUCHMS ).

12. ®enepanbubie 0a3bl JaHHBIX: CTPYKTYPa, KOMIUIEKTOBAHUE U XpaHEHHE (Ha MpUMEpe
He MeHee (heZiepabHbIX OPraHOB UCIIOHUTENIbHON BiaacTu PD).

13. CpaBHHTENBHBIM aHATU3 U BBIOOP MPOTPAMMHOTO OOECTIEUCHHS ISl AIEKTPOHHOTO
apxuBa OpraHu3anuu (Ha NpUMepe He MEHEe JIByX apXUBHBIX YUPEKAECHUH, CTPYKTYPHBIX
no/pa3iesieHuii MUHUCTEPCTB, BEJOMCTB, OpraHU3aIIHil).

14. 3amurta uHGOpManuM B SJIEKTPOHHBIX apxuBax (Ha INpUMepe HE MeHee JBYyX
APXUBHBIX YUPEKACHUH, CTPYKTYPHBIX MOIPA3ICIIEHUIl MUHUCTEPCTB, BEIOMCTB, OPTaHU3AIHH ).

Ilpumepnas memamuka umo208vlxX KOHMPOIbHHIX PAOOM:

1. Oco0eHHOCTH 3JEKTPOHHBIX JAOKYMEHTOB KaK OOBEKTOB apXHBHOTO XPaHEHUS
(ananu3 ucropuorpadun).

2. DNEKTPOHHBIM apXWB KaK COBOKYIHOCTh TEXHOJOTHI JIOJTOBPEMEHHOTO H
MOCTOSTHHOTO XpaHeHus D/ : aHamu3 CTaHAapTOB U METOUICCKOTO 00CCIICUCHHMS.

3. DNEKTPOHHBIM  apXWB KaK apXWMBHOE YUYPEKACHHE WM  CTPYKTYpPHOE
MoJIpa3JieliecHre, OCYIIECTBISIONICe COXpaHEHUE IUQPPOBOTO HAcIeAus (HCTOpHs, MPOQHIb,
GYHKIIUH, COCTaB IOKyMEHTOB).

4. IIpaBoBOE  perynupoBaHHE  XpaHEHUs  DJIEKTPOHHBIX  JIOKYMEHTOB B
MEXYHApOJAHOM U POCCUIMCKOM IpaBe (aHaJIu3 IpaBOBOM 0a3bl).
S. ONEKTPOHHBIM apXuB Kak pPa3sHOBUJHOCTb MPUKIATHOTO IIPOrPaMMHOIO

oOecnieueHus (cpaBHUTENbHBIN aHanu3 [10 1 pe3yabTaToB €ro BHEAPEHUS).

Bonpocwt 0nsa umoz06020 konmpona 3HanuiL:

1.TepMuHBI U MOHATHS: DJIEKTPOHHBIN JOKYMEHT, 3JIEKTPOHHBIM apXWB, JEKTPOHHAs
udpoBas MOANUCH, apXMBHBIM (hopMaT, MOJIB30BATEIbCKHM (hopMmaT, 3KCIepTH3a LEHHOCTH,
KJIacCU(pUKaLMs OMHMCAHUE 3JIEKTPOHHBIX JOKYMEHTOB.

2. IIpaBoBO€ peryianpoBaHUE OPUAWYECKON CHIIBI DJIEKTPOHHOTO JOKYMEHTA, XPAHEHHUS
JIOKYMEHTOB Ha pa3JIU4HbIX BUJIaX HOCUTEIEH.

3. CraHzapThl Ha XpaHEHUE TOKYMEHTOB HA MAarHUTHBIX HOCUTEIISIX.

4. Knaccugukanust 31eKTpOHHBIX I0OKYMEHTOB.

5. DkcnepTu3a IeHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB: KpUTEPUH OOLIME U ClIeUAIbHBIE.

6. KommuekToBaHWE  apXMBOB  3JEKTPOHHBIMM  JOKYMEHTaMH:  KOHIENLUU
LEHTPAJIN30BaHHOTO U PACIPENEICHHOIO XPaHEHUS.

7. Opranuzanys nprueMa J1eKTPOHHBIX TOKYMEHTOB Ha XpaHEHHUE.

8. Yuer u onucaHue 3JIEKTPOHHBIX JOKYMEHTOB. ONUCH 3JIEKTPOHHBIX JOKYMEHTOB.

9. ConpoBoauTenbHas JOKymMeHTanus K /1.

10. OO6ecrneueHne COXpaHHOCTU AIIEKTPOHHBIX JOKYMEHTOB. DakTOpbl, BIUSIONIME Ha
COXPaHHOCTb.

11. HopmaruBHblE YCIOBHS XpaHEHHUS DJIEKTPOHHBIX JIOKYMEHTOB Ha pPa3IMYHBIX
HOCUTEJISIX.

12. DnekTpoHHBIE apXUBbI KaK CTPYKTYpPHBIE NTOApA3eNeHNus U opranusanuu. Mcropus,
3a1aun, (YHKIUH, COCTaB JOKYMEHTOB.

13.  DOuneKkTpoHHBIE apXWMBBl KaK pa3HOBUAHOCTb IPHUKJIAJHOTO IMPOTrPAMMHOIO
obecneuenus. Knaccudukanus MynbTu(OPMATHBIX TOUCKOBBIX CUCTEM.



14. TIpoGnembl coxpaHeHus Tpadukd, MyIbTUMEAUHHBIX H0KyMeHTOB, CAIIP u
reOMH(pOPMALIMOHHBIX CHCTEM.

15. OuudpoBanue 10KyMEHTOB Ha TPAJUIIMOHHBIX HOCUTEIISIX.

16. ®yHKIIMK KOHKPETHON MYJIbTU(OPMATHOMN MMOMCKOBOM CUCTEMBI.

17. DnexTpOHHBIM apxXuB OpraHU3allMu: CO3JaHHe, OO0OpYyIOBaHHE, MPOrPaAaMMHOE
obecnieyeHne, GyHKINU.

18. DnekTpoHHbIE JOKYMEHThI KaK OOBEKThl apXUBHOTO XPaHEHHS.

19.1Tpo6ieMbl IOCTOSIHHOTO XPaHEHMSI 3JIEKTPOHHBIX TOKYMEHTOB.

20. Coxpanenue 1uppoBoro KyabTypHOTO Hacneaus. CeTeBbIe apXUBHI.

22. ®enepanbHbIC U peTHOHATBHBIC 0a3bl JaHHBIX B PD ux xpaHeHue.

Ilpumepnaa memamuxka KOHmponbHoix padom ( peghepamog).

1. DnekTpoHHBIE apXMBBI KaK LIEHTPbl COXpaHEHUs LMU(POBOro Hacieaus B HaleH
CTpaHe U 3apy0exoM (Ha NpUMEpe HE MEHEE JIBYyX AapXUBHBIX YUPEXKJIEHUH, CTPYKTYpPHBIX
HOJpa3/ieIeHuil MUHUCTEPCTB, BEIOMCTB, OPraHU3aIHii).

2. Coznianue 3J€KTPOHHOIO apXKBa OpraHU3alMi, MUHUCTEPCTBA(HA MPUMEPE HE MEHEE
JBYX AapXUBHBIX YYPEXICHUH, CTPYKTYPHBIX IOAPA3JEICHUNH MHHHUCTEPCTB, BEIJOMCTB,
OpraHu3aIuii).

4. OO030p HPUKIAAHOTO MPOrPaMMHOI0 OOeCHeueHHs, HUCIOJIb3YyEeMOro IPUCO3/aHH
AJIEKTPOHHOI'O apXHUBa.

5. Yd4er u onucaHue IEKTPOHHBIX TOKYMEHTOB (Ha IPUMEpE HE MEHee JBYX apXMBHBIX
YUPEXKJIEHUH, CTPYKTYPHBIX MOJPa3/IeIeHUI MUHUCTEPCTB, BEOMCTB, OpPraHU3aLHi).

7. Knaccuduxanus 3J1eKTpOHHBIX JOKYMEHTOB B apXuBe (Ha NpUMEpEe HE MEHee JBYX
ApPXUBHBIX YUPEKIEHUH, CTPYKTYPHBIX [10APA3IEICHUI MUHUCTEPCTB, BEAOMCTB, OpraHUu3aluii).

8.CeTeBble 3JIEKTPOHHBIE apXUBBI (0030p 3apy0eKHOT0 U POCCUHUCKOTO OIbITA).

9. HopmatuBHO-TIpaBOBOE W METOAMYECKOE  OOECIICUeHHE  CO3JaHUs U
(YHKIMOHMPOBAHUS AJIEKTPOHHOIO apxuBa (Ha TMpuUMepe HE MEHee [JIByX apXUBHBIX
YUPEXKJIEHUH, CTPYKTYPHBIX MOPa3/IeIeHUI MUHUCTEPCTB, BEOMCTB, OpPraHU3aIHii).

10. IIpoGieMbl ONEpaTUBHOTO U JJOJATOBPEMEHHOTO XPaHEHUs AIEKTPOHHBIX IOKYMEHTOB
(0630p ucropuorpadpun).

11. TexHosor® ONEPaTUBHOTO U JOJITOBPEMEHHOIO XPAHEHUS 3JIEKTPOHHBIX JOKYMEHTOB
(0630p cTaHIAPTOB U METOJMUYECKOT0 00ECIeUSHHMS).

12. ®enepanbHble 0a3bl JAHHBIX: CTPYKTYpa, KOMIUIEKTOBAHHUE U XpaHEHHE (Ha MpuMepe
He MeHee (eZiepabHbIX OPraHOB UCTIOHUTENBHON BiacTu PD).

13. CpaBHUTENBHBIA aHAU3 U BBIOOP MPOTPAMMHOI0 OOECHeUeHUus IJs 3JIEKTPOHHOTO
apxuBa OpraHu3anuu (Ha MpUMepe He MEHee JIByX apXUBHBIX YUPEXKAEHUH, CTPYKTYPHBIX
Mo/ipa3/ieIeHuii MUHUCTEPCTB, BEIOMCTB, OpraHU3aIIHi ).

14. 3amurta uHGOpPMaUU B SIEKTPOHHBIX apXuBax (Ha NpUMepe HE MeHee JBYX
ApPXUBHBIX YUPEKIEHUH, CTPYKTYPHBIX MTOApPA3IeICHUI MUHUCTEPCTB, BEAOMCTB, OpraHU3alnii).

6 YueOHo-MeTOoaMYecKOe H HH(POPMAIIMOHHOE 00ecTeyeHHue TUMCIUTIIMHbI
6.1 Cnucok HCTOYHUKOB M JJUTEPATYPbI

6.1.1. Ucmounuku ocHogHble.
®denepanbHblil 3akoH «O0 HHPOpMAIKN, HHPOPMAIIMOHHBIX TEXHOJIOTHSIX U 3aIIUTE WH-
dopmarm» ot 26.07.2007. Ne 149-®3 »//Poccutickas razeta. 29 utomns 2006 r. Ne 4131.



®enepanpublii 3akoH «O0 snekTpoHHON mHdpoBor moamucu» oT 10.01.2002 N 1-
@3//Cobpanue 3akoHonarenbcTBa Poccuiickoit @eneparmm. 2002. N 2. Cr. 127.

®denepanpubiii 3ak0H «O0 apxuBHOM jaene B Poccuiickoit ®denepanumn» 0T 27 OKTIOps
2004 r. //Poccumiickas raszera. 2004, 27 oxTaOps. Ne 36, Cm.  Takxke:
www.rusarchives.ru/lows/fz.shtml

®enepanbhblii 3akoH PO «O6 snextponnoit noanucu» ot 6 ampens 2011 r. N 63-03 //
Poccuiickas razera. 2011, 8 anpesns. Ne 5451.

Va3 [Ipesunenta PO ot 09.05.2017 Ne 203 «O CtpaTeruu pazButsi HHOOPMAIIHOHHOTO
obmectBa B Poccutickoit @eneparnuu Ha 2017 - 2030 roasn» // Cobpanue 3akoHOoAaTeIbcTBa PD
1/'15.05.2017 Ne 20. cr. 290.

[Toctanosnenue IIpaBurenscrBa Poccuiickoit deneparuu ot 06.07.2015 Ne 676 (pen. ot
or 11.04.2019) «O TpeboBaHUAX K MOPSAIKY CO3MAaHUS, PA3BUTHUS, BBOJA B OIKCIUIyaTallHIO,
9KCITyaTalldd W BbIBOJIA W3 JKCIUIyaTallUd TOCYAAPCTBEHHBIX HWH(GOPMAIMOHHBIX CHCTEM H
JABHEHIIET0 XpaHeH sl CoJleprKalleics B UX 0a3ax JaHHBIX HH()OpMAIH.

[IpumepHas UHCTPYKILMSI IO JIEIOMPOU3BOJCTBY B TOCYIaPCTBEHHBIX OpraHU3aIMsIX. YTB
npukazom denepanpHoro apxuBHoro arenrcrsa ot 11.04.2018 N 44.

[Iporpamma  uHbOpMaTHU3aLHH denepalbHOTO aApXUBHOTO areHTCTBa U
[I0JIBEJOMCTBEHHbIX eMy yupexxaeHuil Ha 2011-2020 rr. (YTBepxkaena IIpukazom Pocapxusa Ne
104 or 2 pexabps 2011 r.) //OmybnukoBano Ha caite «ApxuBbl Poccumy», pazmen
«Mudpopmaruzanmsy. www.rusarchives.ru/informatization/conseption.shtml.

[TocranoBnenue [IpaBurensctBa PO ot utons 2009r. Ne 477 «O06 yTBepKIACHUH TPABUI
JEJIONPOU3BOJACTBA B (DeepanbHBIX OpraHax HCIOJHUTENbHOH Biactw» //CobOpanue
3akoHojatenbcTBa Poccuiickont @enepannu. 2009. No25. C1.3060.

[TocranoBnenue IIpaBurenscrBa Poccuiickoit @enepanun ot 7 ceHtsiops 2011 r. Ne 751
«O BHecenun wusMmenenudd B IlpaBuma  gemompou3BoAcTBa B (elepalibHBIX OpraHax
UCTIOJTHUTENIbHOM Biacti»// CoOpanue 3akoHomaTelbetBa Poccuiickoit @eneparnuu, 12.09.2011,
Ne 37, c1.5263.

I'OCT P 54471-2011/1SO/TR 15801:2009 «Cuctembl 3JIEKTPOHHOTO JJOKYMEHTO000pOTA.
Vnpasnenue  nokymeHrtanuei. HMHdpopmanms, coxpaHsemas B DJIEKTPOHHOM  BHJIE.
PexomeHnganuu mo o6ecrnedyeHuro JOCTOBEPHOCTH U HAJEKHOCTH», YTBEPXKIECHHBIH MPUKA30M
®enepallbHOTO areHTCTBA 10 TEXHUYECKOMY peryiaupoBaHuio U Merposnoruu ot 18.10.2011 Ne
466-crT.

F'OCT P 54989-2012/ISO/TR  18492:2005 «OOecrieueHue  JAOJTOBPEMEHHON
COXPAaHHOCTH JIEKTPOHHBIX JOKYMEHTOBY», YTBEpKJIE€HHBIN MpHuka3zoM denepabHOr0 areHTCTBa
[0 TEXHUYECKOMY PEryJIHpoBaHuI0 U MeTposoruu ot 17.09.2012 Ne 325-cr.

OcHoBHbIE MpaBuIIa paboThl apxuBOB opranuzanuii./ Pocapxus. BHUNUJIA. M., 2002.

[IpaBuia opraHuMzanuu XpaHEHHs] KOMIUIEKTOBAHMS, Y4Ye€Ta U  HCIOJb30BAHUSA
nokyMeHTOB AD P® u apyrux apXuWBHBIX JOKYMEHTOB B TOCYJAapPCTBEHHBIX U MYyHUIIUIATBHBIX
apxmBax, My3esx, onbnuotekax, opranuzamnusx PAH. M., 2007.

[IpaBuna opraHu3alMu XpaHEHHs, KOMIUIEKTOBAaHUS, Y4YeTa U HCIOJIb30BAHUS
ToKkyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanuu U Ipyrux apXuBHBIX JTOKYMEHTOB B
OpraHax TroCy/JapCTBEHHOW BIAaCTH, OpPraHaXx MECTHOI'O CaMOYINpAaBJIECHUS W OpPraHU3aLUsAX.
M.,2015

PexoMenaanuu no KOMIUIEKTOBAHHIO, YUETY U OpraHU3alluu XpaHEHUs JIEKTPOHHBIX ap-
XHMBHBIX IOKYMEHTOB B apxuBax opranuzammii. M.: BHUMJIA/L, 2013//Ony6inkoBaHo Ha caiite
«Apxussl Poccum». http://www.rusarchives.ru/methodics/index.shtml).

‘PekoMeH1alluy 110 KOMIUIEKTOBAHUIO, YUYETy M OpPraHM3alMM XpPaHEHUs DJIEKTPOHHBIX
apXMBHBIX JIOKYMEHTOB B TI'OCYJAapCTBEHHBIX M MyHHIMNAIbHbIX apxuBax M.. BHUMNJIA/,



2013//Ony6imkoBaHo Ha caire «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

TpeboBanuss K MHPOPMALMOHHBIM CHCTEMaM 3JEKTPOHHOTO JOKYMEHTO0OOpoTa
denepanbHBIX OPraHOB MCIIOTHUTEIBHOW BIIACTH, YYUTHIBAIOIINX B TOM YHCIIE HEOOXOIUMOCTh
00paboTkn wHOpMAaIMU, AOCTyn K KOTOpoil orpanmueH. Ilpumkaz MwunkomcBsizu P® ot
02.09.2011 Ne 221, 3apeructpupoBano B Muntocte PO 15 HosOps 2011 r. Ne 22304.

Tunossle QyHKIIMOHAIBHBIE TPEOOBAHUS K CUCTEMaM AJIEKTPOHHOTO JOKYMEHTO0O0pOTa
U CHUCTEeMaM XpaHCHHs JJIEKTPOHHBIX JOKYMEHTOB B apXHWBaX TOCYJapCTBEHHBIX OPTaHOB.
BHUUNJA, Pocapxus. Ilpoekr. 2018.http://archives.ru/sites/default/files/2018-06-14-project-
tft.doc

OyHKIMOHANIbHBIE TPeOOBaHUS K MH(GOPMAIMOHHBIM CHCTEMaM apXHBOB 3JEKTPOHHBIX
NOKyMeHTOB opranuzanmii. M:Pocapxus, BHUMNJIAJL. 2014 //OnybnukoBaHo Ha caiite
denepanpHOro apxuBHoro arenrcrsa http://archives.ru/documents/methodics.shtml

6.1.2. Ucmounuku oonoinumenvHuie.

PJ1 50-524-84 «Ilopsimok XpaHEeHUs JOKYMEHTOB Ha MAallIMHHBIX HOCUTEISIX». M,, 1985.

I'OCT 6.10.4-84. «YHuUIMpPOBAHHBIE CHCTEMbl JOKyMeHTauuu. llpumanue
IOPUINYECKON CUJIBI JOKYMEHTaM Ha MAIIMHHOM HOCUTEJE W MAIIMHOTPAMME, CO37aBa€MbIM
CpEICTBAMU BBIYUCIUTEIbHOU TEXHUKW» .M., 1985.

I'OCT 28388-89. «Cucrembl o0paboTku wuH(popmarnuu. JIOKyMEHTHI Ha MarHUTHBIX
HOCHUTEISIX JaHHBIX. [Topsiiok BeIMOIHEHUS U oOpareHus». M, 1991.

OcHoBHBIE TpaBWJIa PadOTH C HAYYHO-TEXHHUYECKOM IOKYMEHTAllUe B OpPraHU3alusix U
Ha npennpusTusax. M., 2003.

[lepedyeHb THMOBBIX ApPXUBHBIX JTOKYMEHTOB, OOPa3yIONIUXCS B HAYYHO-TEXHUYECKOU U
MIPOU3BOJICTBEHHON JEATENIbHOCTH OpraHu3allui, ¢ ykazaHueMm cpokoB xpaHeHus / denep. apx.
arenrctBo, BHUUJIA . M., 2008. — 382 ¢

6.2. Jlumepamypa.

6.2.1. Ocnoenas numepamypa

ApxuBoBeTYECKME M JOKYMEHTOBeIYeCKHE (YHKIMOHAJIbHBIE TpeOOBaHMS K
WH(POPMAIMOHHBIM CHCTEMaM, 00ECIIEYNBAIOIINM JIEKTPOHHBIN JOKYMEHTOOOOPOT B Tpoliecce
BHYTPEHHEH JIEATEIIbHOCTH (ellepalbHbIX OPraHOB UCMOMHUTENbHON BracT» (M.:BHUUJA/,
2013), //Omy6iuKOBaHO Ha caiite «ApXUBBI Poccumy.
http://www.rusarchives.ru/methodics/index.shtml).

bo6siiea M.II. K Bompocy O II€IOCTHOCTH M AyTEHTUYHOCTH YIPaBIEHYECKUX
AIIEKTPOHHBIX IOKYMEHTOB B Tpoliecce ux xpanenus//JlenonpousBoactso. 2018. Ne 3.

Ona xe. Hexoropble BONPOCH KM3HEHHOTO IMKJA YMNPaBICHUYECKUX 3JIEKTPOHHBIX
nokyMeHToB // Jlenonponssoactso. 2017. Ne 4.

BapnamoBa JI.LH., Kopsaruna W.A.®opmaTel XpaHEHHUS JJIEKTPOHHBIX JOKYMEHTOB//
Henonpounssoacrso. 2018. Ne 3.

HpokxoB C.B. Pexomengaunu MCA mno paboTe C 31€KTPOHHBIMU JOKYMEHTAMH IJIs
apxuBHCTOB opranu3anuii // OredectBeHHsle apxusbl. 2010. Ne 3. C. 65-73.

KysnenoB C.JI. HoBble TpeOoBaHuS K cHCTEMaM YIpaBJI€HUS JOKYMEHTaMH H
3NIeKTPOHHBIM apxuBam// JlenonpounsBoactso. 2018. Ne 4.

OH sxe. DIIeKTPOHHBIE apXUBHI U JIEKTpOHHAs noanuch // JlenompousBoactso. 2017. Ne
4. C. 20-34.

On xe. [IpumeHeHHe TPaJUIIMOHHBIX METOJIOB B 3KCIEPTU3€ LIEHHOCTHU 3JIEKTPOHHBIX
nokyMeHTOB // OtedectBeHHbIe apxuBbl. 2009. Ne 3. C. 37-47.



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

On xe. 3aga4yn apXUBHOTO XPAHEHUS JICKTPOHHBIX TOKYMEHTOB: 13 omnbita [IAJIDHM.//
OteuectBennsie apxusbl. 2010. Ne 3. C. 51-60.

6.2.2. [{lonoanumenvHas aumepamypa

AntoHeHnko B.B. KommiektoBanvue apXuMBHBIX YUYpeKACHUU AJNTalicKOoro Kpas
¢doTookyMeHTaMHu B 3NIeKTpOHHOH popme// OteuecTBenHbie apxuBbl. 2009. Ne 6. C. 46-48.

Adanacwena JI.I1. DnekTpoHHBIC JOKYMEHTHI B JISJIOMPOU3BOJICTBE U APXHUBE OP-

raam3anun// Cekperapckoe aeno. 2006. Ne 1-3.

Aduann B.YO., 3n060un E.B. 8-1 EBpomneiickas koHdepeHIUs IO 3JICKTPOHHOMY
apxusuposanuto (ECA-2010)// OreuectBennbie apxussl. 2010. Ne 5. C. 135- 136.

I'enbman-Bunorpagos K.b.  Mammnountaembie aokymeHnTsl B CCCP.  VueGnoe
nocobue.Brim. 1. M.:MI'MAH, 1980.C. 7-14. 17-33, 48-81.

I'opoxoB C.H. Jlo6anoB E.M. CoBpeMeHHbBIE TEXHOJOTHU XPaHEHHUS AJICKTPOHHBIX
nokymeHToB // Bectauk apxuBucra. 2014. Ne 1. C. 193-200.

Kucenes U.H. DnexTpoHHbIE JOKYMEHTBI: OCHOBHBIC HAIpPaBJICHUs HCCIEIOBAaHUMN //
Becrauk apxuBucra. 2000. Ne 3-4. C. 162-166.

KysnenoB C.JI. Meroauueckue M TPAKTHUECKHE AaCMEKThl 3KCIEPTHU3bl IEHHOCTU
JIEKTPOHHBIX TOKYMEHTOB // BecTtHuk apxusucta. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

Jlapun  M.B.  AkryanbHble  TpoOlieMbl  apXMBHOro jaeira B uudpoBoi
skoHoMuKe//JlenonpounsBoctro. 2019. Ne 2.

MomikoBa O.M.ABTOMAaTu3anus XpaHEHUS DSJICKTPOHHBIX JOKYMEHTOB B apXuBe
opranu3zaiun, pemenne JOC//[denonponsBoactso. 2019. Ne 3.

CaBun B.A.  ApxuBHbIE 3JEKTpOHHBIE HWH(MOPMAIMOHHBIE pecypchl Poccuiickoit
Oenepanun: uaeHTuuKanus u kiaaccupukanus /OredectBeHHsie apxusbl. 2008. Ne 4. C. 31-38

Cso Lioxysit. YmpaBieHue OSJIEKTPOHHBIMU JOKyMeHTamu B Kwutae: coctosHue u
nepcnekTuBbl//OteuectBennbie apxuBbl. 2010. Ne 6. C. 59-64.

TuxonoB B.A., Omun B.A. CranoBnenue u pasutue apxusos MUY/I B 1960-80-¢ rr. //
OteuectBeHHbIe apxuBbl. 1998. Ne 6. C. 39-46.

TuxonoB B.U., FOmmn B.A. CoBpeMeHHbIE KOHIENIUU IEKTPOHHBIX JOKYMEHTOB //
OtreuecTBeHHbIE apXuBbl. 1999. Ne 1.

®ponora E.B. Dnexrponnsiii apxuB TromeHCcKo# obnactu. // OTeuecTBEHHBIE apXUBHI.

2009. Ne 6. C. 43-46.

AHTno-pycckuii cinoBapb apxuBHoOi TepmuHonoruu. M.:PITY, 1992,

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

CroBapb COBPEMEHHOM apXUBHON  TEPMHHOJOTUM COIMATUCTHYECKUX cTpaH. Beim. 1.
M..BHUNJIA/, 1982

VYnupasnenue nokymerntamu. Tepmunsl u onpenenenus. M.:BHUNJIA L, 2014.

6.2 IlepeyeHb pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHMKAIMOHHOM CETH

«AHTepHeT»
1. ApxuBsl Poccuu. [OtpacneBoit noptan "Apxussl Poccun" HaxoAauTcs 1o naTpoHaTOM
®denepanbHOro apxuBHoro areHtctsa (Pocapxusa)]; [DneKTpOoHHBIN pecypc| — DIeKTpoH.
JIaH. — M., [2001-2015]. — Pexum JOCTYyTIA:

http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoOoanbIit. — 3ari. ¢ skpaHa.

2.1leHTp KOMITETEHIINU TI0 BOITPOCaM JOKYMEHTAITMOHHOTO 00SCTICUCeHHUS YIIPABICHUS U
apXUBHOTO Jela; [DNeKTPOHHbBIN pecypc| — DnekTpoH. nad. — M., [2013]. — Pexum gocrymna:
www.edou.ru, cBOOOAHBIN. — 3aril. ¢ IKpaHa.



3. DOC-Online. He3aBucuMbIil mopTai 0 CUCTEMaxX 3JIEKTPOHHOTO JOKYMEHTOOOOpOTA.
www.doc-online.ru

4. Docflow. Bce 0 Mupe 2JIeKTpOHHOTO IOKYMEHTO000poTa. [DIEKTpOHHBIA pecypc] -
DnekTpoH, aaH.- M., 2002-2004r — www.docflow.ru, cBoboaHbIi. — 3ari. ¢ sKpaHa.

5. llepuomuueckoe wuzgaHue MO MpodiieMaM 3JIEKTPOHHOTO JOKYMEHTOO0OOpOTa.
www.directum-journal.ru
CaiiTpl KaMIaHUN-Pa3pPabOTIYMKOB MTPOTPaMM:
6. DnekTpoHHbBIN apxuB Asiee Apxus 3. www.alee-archive.ru
7. Jlerorpad. Cucrema JIETOI'PA® — koMIIIEeKCHOE pellIeHHE IO YIPaBICHUIO TOKYMEHTAMH,
aBTOMATHU3AIMK OU3HEC-TIPOIECCOB U MHTETPAINH NMPIWIOKEeHH. www.letograf.ru
8. Directum. Cuctema 3J€KTPOHHOTO JOKYMEHTOOOOpOTa M YIIPaBJICHUS B3aUMOJICHCTBUEM.
www.directum.ru
9.Digital Design - Uudopmarmonnsie Cucremsl Ypasiaenus busnecom --J[enonpons3BoacTBo u
apxuB. www.didges.ru
10. Fly-Doc. Cucrema 3eKTpoHHOTO apxuBa npeanpustas. www.FlyDoc.ru
CaiiThl Opranu3anuii, OCyIIECTBISIFOIINX CO3/IaHUE IIEKTPOHHBIX aPXUBOB.
11.Koprniopanus «31eKTpOHHBINA apXuB». Www.elar.ru
12.Kopyc Koncantunr. www.korusesm.ru

6.3 IlpogeccuonanbHbie 6a3bl JAHHBIX U HH(YOPMAIHOHHO-CIIPABOYHbIE
CHCTEMBI

Hoctyn k npodeccronanbHbIM 6a3am nanHbIX: https://liber.rsuh.ru/ru/bases
WHpopMalnoHHbIE CLIPAaBOYHBIC CHCTEMBI:

1. Koncynbrant [lmtoc
2. Tapant

7/  MarepuajJibHO-TeXHHYECKOe o0ecnevyeHue TN CIUIINHBI

Ayautopun Uil TPOBEACHMSI JIEKIMM M CEMHUHApPCKUX 3aHATUH C TEXHUYECKUMU
cpeacTBaMu OOyuYeHHs (MyJIbTUMEIUA-NIPOEKTOp (BUAEOMPOEKTOP), SKpaH (MEPeHOCHOM WiIn
CTaIlIOHAPHBIN)), KOMIBIOTEPHBIN KJIacc JUIsl TPOBEIEHUS J1a0OpaTOPHBIX 3aHATUH.

1. Ilepeuens 1O

Nort Haumenosanue 10 [IpouzBoaurens Crnioco6
/m pacrpocTpaHeHHsI
(nuyenszuonnoe unu
c60000H0
pacnpocmparsiemoe)
1. Adobe Master Collection CS4 Adobe JIAIIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIUIEH3HOHHOE
3. Windows 7 Pro Microsoft JINIEH3UOHHOE
4, Microsoft Office 2013 Microsoft JINIEH3UOHHOE
5. Windows 10 Pro Microsoft JIUIEH3HOHHOE
6. Kaspersky Endpoint Security Kaspersky JTUIICH3UOHHOE



http://www.korusesm.ru/

7. Microsoft Office 2016 Microsoft JInneHnsnonHoe

8. Zoom Zoom JINLIEH3UOHHOE

2. Ilepeuenb bl u HCC

Ner HaunmenoBaunue
/11

1 | MexnyHnapoansie pedepaTuBHbIE HayKoMeTpudeckue b/l, mocTymHeie B pamkax
HanMoHaJILHOU moanucky B 2020 r.

Web of Science

Scopus

2 | Ilpodeccuonanbupie momHoTekcToBbIe B/I, MocTynHbIE B paMKax HalMOHAIBHOM
nonamucku B 2020 .

Kypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuansr Taylor and Francis

3 | [Ipodeccrnonanbubie MOHOTEKCTOBBIC B]]

JSTOR

W3anus 1Mo o0IIeCTBEHHBIM U T'yMaHUTAPHBIM HayKaM
Onekrponnas oubaroreka Grebennikon.ru

4 | KoMmnbloTepHbI€ CLIPABOYHBIE IIPABOBBIE CUCTEMBI
Koncynbrant [Tntoc,
["apanT

8 ObecneuyeHue 00pa3oBaTeJIbLHOI0 MPOIECCA IJISI JIUI] C OTPAHUYEHHBIMH

BO3MOKHOCTAMH 3I0POBbSI U HHBAJTUIAO0B
B X0J€ peamr3ai JUCHUIIIIMHBI UCITIOJIB3YIOTCA CICAYIOMKUEC TOITOJTHUTCIBHBIC
MCETO/bI o6yquH${, TCKYHICTO KOHTPOJIAA YCIICBAEMOCTH U HpOMe)KYTOqHOﬁ aTTeCTalinun
06yqa}0umxca B 3aBUCUMOCTH OT UX MHAWBUAYAJIbHBIX 0COOCHHOCTEH:

® JUIS CIENBIX U CTa00BUISAIINX:

- JeKIUU OQOPMISIOTCS B BHUAE JJIEKTPOHHOTO JOKYMEHTA, JOCTYMHOTO C TOMOIIBIO
KOMIIBIOTEpA CO CTEHUATN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUeHUEM;

- INHUCBMCHHBIC 3aJaHHs BBIIIOJIHAIOTCA Ha KOMIIBIOTEPE CO CICHUATM3UPOBAHHBIM
MPOrpaMMHBIM 00€cTiedeHUEM, U MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrnieunBaeTCsl MHIWBUIyIbHOE paBHOMEPHOE ocBelieHue He meHee 300 Jrokc;

- Q7S BBITIONHEHUS 3aJaHusl TMPH HEOOXOAMMOCTH TMPEIOCTABISETCS YBEIHYMBAIOIIEE
YCTPOMCTBO; BOZMOKHO TaKK€ UCIIOJIb30BAHUE COOCTBEHHBIX YBETUYHMBAIOIINX YCTPONUCTB;

- IUCbMEHHBIE 3a/1aHusl OPOPMIIAIOTCS YBEITHUEHHBIM IPpU(TOM;

- 9K3aMEH U 3a4€T MPOBOASTCS B YCTHOM (pOpMe UM BBIMOJHSIOTCS B MUCbMEHHOU (popme Ha
KOMIIBIOTEPE.

® IS TIIYXUX U CIa0OCTBIIIAIINX:

- Jexuuu OoQOpMIISIOTCS B BHUJIE 3JIEKTPOHHOTO JOKYMEHTa, JUOO MpeaocTaBiseTcs
3BYKOYCHJIMBAIOIIAs anmapaTypa UHIUBUIyAIbHOTO MOJIb30BAHMUS;



- IUCbMEHHBIE 3aJIaHUs BBIIIOJIHAIOTCS HA KOMIIBIOTEPE B IMCbMEHHOMN (hopMe;

- 9K3aMeH M 3auéT MNPOBOAATCA B NHUCbMEHHOW (opMe HAa KOMIBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHHUS.

e JUIs JIUL C HAPYIIEHUSIMU OIIOPHO-/IBUTATEJIBHOTO alapaTra:

- JeKIUH O(OPMISIIOTCS B BHJIE AJIEKTPOHHOTO JOKYMEHTa, IOCTYIMHOTO C IOMOIIBIO
KOMIIbIOTEPA CO CHELMATM3UPOBAHHBIM IIPOrPaMMHBIM 00€CIIEUeHHEM;

- TMCbMEHHBIE 3a/laHusl BBIIIOJIHAIOTCS HA KOMIIBIOTEPE CO CHELHATIU3UPOBAHHBIM
IIPOrpaMMHBIM 00€CIIEUCHHEM;

- 9K3aMeH M 3a4€T MPOBOAATCS B YCTHON (hOpME MIIH BBITIOIHSIOTCS B TUCHbMEHHON (hopme Ha
KOMIIBIOTEPE.

IIpu HEOOXOIMMOCTH NPENYCMAaTPUBAETCS YBEIMUEHNUE BPEMEHH IS ITOJATOTOBKH OTBETA.

IIponenypa  mpoBeAeHHs  IPOMEXKYTOYHOM — arrecramuu Ui OOy4aroLIUXCs
YCTaHABIMBACTCS C YYETOM UX HMHIUBUAYAIbHBIX IICUXO(PH3MUYECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTecTalysi MOKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

[Ipu nmpoBeneHun mpoueayphbl OLEHUBAHMS PE3yIbTaTOB O0yuYeHUs MpeaycMaTpuBaeTcs
UCIOJIb30BaHUE TEXHUYECKUX CpEICTB, HEOOXOAMMBIX B CBS3M C UHAUBUAYaJIbHBIMU
0COOCHHOCTSAMU O0YyYaroIIUXCcsi. DTHU CPEACTBA MOTYT OBITh MPEIOCTABICHBI YHUBEPCHUTETOM,
WJINA MOTYT MCIIOJIb30BaThCsl COOCTBEHHbBIE TEXHUYECKHE CPECTBA.

[IpoBenenure mpoueaypbl OLEHUBAHUS  pe3yJabTaToB  OOyueHHUs  JIOMYCKaeTcs C
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOIOIHH.

ObecneunBaeTcst AOCTYN K MH(POPMAITMOHHBIM M OMOIMOrpaduyeckuM pecypcaMm B CETH
WutepHer Ui Kaxkaoro oOydaromierocs B (opMmax, aJalTHPOBAHHBIX K OIPAaHUYEHUSIM HX
3JI0POBBSI ¥ BOCTIPHSITUS HHPOPMALIH:

® IS CIICNIBIX U CIIA0OBUISIINX:

- B ICYaTHON (pOopMe yBEIMUEHHBIM HIPUPTOM;
- B (hopme 31EKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

e Ui TIIYXMX M CIa0OCHbIIAIINX:

- B Ie4aTHoM (opme;

- B (hOpMe 3JIEKTPOHHOTO JOKYMEHTA.

e Ui 00yYaroImuXxcs ¢ HApYLUICHUIMHU OMOPHO-ABUTaTeIbHOIO arnmapara:
- B Ie4aTHou opme;

- B (hOpMe IIEKTPOHHOTO JOKYMEHTA;

- B (hopme ayauodaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSITEIbHON paboThI, HayyHas
O0uOIMOTEKa W MHBIE NMOMEUICHUs 11 O0y4YeHHUs OCHAIIEHbI ClelHaIbHbIM 000pyAOBaHUEM U
y4eOHBIMH MECTaMU C TEXHUYECKMMHU CPEACTBAMU O0YUEHUS:

® IS CJIENBIX U CIIA0OBUISIIUX:

- YCTPOMCTBOM Ui CKaHUpOBaHUs U uTeHus ¢ kamepoir SARA CE;

- mucruieeM bpaitng PAC Mate 20;

- npuHTepoM bpaiins EmBraille ViewPlus;

® I TUIYXUX U CIa0O0CTBIMIANTNX:

- aBTOMATHU3MPOBAaHHBIM pPAOOYMM MECTOM JUIsl JIIOJEH C HapylIeHHeM ciyXa |
CI1a00CITBIIAIINX

- aKyCTHYECKHUM YCWINTENb U KOJIOHKH;

e Ui 00yYaroImuXxcs ¢ HAPYUICHUSIMHU OMOPHO-ABUTaTeIbHOIO arnmapara:
- IEPEABMKHBIMU, PETYINPYEMBIMH 3proHomuueckumu napramu CHU-1,
- KOMITbIOTEpHOM TEXHUKOW CO CIIeUaTbHBIM IPOrPaMMHBIM 00€CIIEYEHUEM.



9 MeTtoanuyeckne MaTepualbl

9.1 IlnaHbl Ja00PATOPHBIX 3AHATHIA.

MeToauuyecKkue YKa3aHUs 110 OPraHu3aluy U NNPOBEACHUI0.
IlosicauTeIbHAS 3aITHCKA.

Leny 3aHATHIA — W3YYCHHE W CPABHUTEIBHBIN aHAIM3 C YY4ETOM crernuduku npoduis
MOJATOTOBKH, TOJIOKCHHUA CTaHJAPTOB U METOJAMYECKUX Pa3padOTOK, PEerJaMeHTHPYIOIIHX
TEXHOJIOTHH JOJTOBPEMEHHOTO ¥ MTOCTOSTHHOT'O XPAHEHUS AJIEKTPOHHBIX JOKYMEHTOB.

Bribop Tem uis 3aHATHIA CBS3aH C JOBYyMS HauOoliee 3HAYMMBIMU HAMPABICHUSIMHU
pPa3BUTHUS TEXHOJIOTUM XpAaHEHUs DJJEKTPOHHBIX JOKYMEHTOB — YydeTa, onucaHus O[] u
obecrieueHUsT WX COXPAaHHOCTH. TakXe CTyIEHTBl HW3Yy4yaloT TpeOOBaHUS POCCHUHUCKUX U
MEXIYHApOAHBIX CTaHAAPTOB K MPOTPAMMHOMY OOECIEUEHUIO Jii CO3JaHHs M BEICHUs
AJIEKTPOHHOIO apXWBa OpraHu3auuy. MeToaMnKa MPOBEACHUS MPAKTUYECKUX 3aHATHN MO KypCy
CBsA3aHA C 3aJayeil BpIOOpa MPOrpaMMHBIX MPOAyKTOB. CTyOeHTHl ydaTcsi JaBaTh OLIEHKY
Mpo(eCCHOHATIOB MPOrPAMMHBIM TPOAYKTaM, CO3JaHHBIM Pa3IMYHBIMH pa3padOTUYUKAMH IS
uH(pOpMaTU3allUd OJHOM apXWBHON TEXHOJOTHH (B JAHHOM cCllydae — ydeTa JOKYMEHTOB U
MH(OPMALIMOHHOTO TIOUCKA).

B Xonme 3aHATUS CTYIEHTHl CHayaja M3y4alOT M KOHCHEKTUPYIOT CTaHAApThl U
METOJMYECKUE pPa3pabOTKH, PYKOBOACTBA IOJIb30BATEIISI, 3aTEM BBIMOJHAIOT MPAKTUYECKYIO
paboTy. 3amaHus MOCTPOEHBI MO MPHUHIIUITY MOJEIHPOBAHUS peanbHOU cutyaruu. CTyIeHThI
JIOJ>KHBI TIOJIYYUTh NACIOPT apXUBa, dJIEKTPOHHBIN MyTEBOJAUTENb WM OMKUCH U T.1. [Ipu 3TOM
3aJjaHUsl TIOCTPOEHBI TaK, YTOOBI OPUEHTHUPOBATH CTYJIEHTA Ha CaMOCTOSATEIbHOE pElICHUE
3a/1a4¥ [0 CO3JIaHUI0 Ha OCHOBE HMMEIOMICHCS HOPMATHBHO-METOJIWYCCKOW 0a3bl JIOKAIBHBIX
HOPMAaTHUBHBIX aKTOB M pa3pabOTOK JIJIsl apXHBa OpPraHU3allNu.

B 3akntoueHue CTyIEHTBI JENal0T BBIBOJABI O COBPEMEHHOM COCTOSISHUM HOPMATHBHO-
MeToanyeckor 6a3bl xpaneHus. D/1.
3aHATUS TPOXOJAT B KOMIBIOTEPHOM Kiacce, Il paboThl HEOOXOJAMMO MPOTPaMMHOE
obecrnieueHne, yKa3aHHOE /I KaKJO0W TeMbl 3aHATHS.

BrinosiHeHUE TEOPETUYECKON U MPAKTUYECKOM YACTH 3aaHUs 10 KaXJ0M TEME OLICHUBAETCS HA
1-5 6amos.

Tema 1 (4 uaca). Knaccudukanus 31eKTPOHHBIX TOKYMEHTOB. 4 yaca.

Lenv pabomul: U3yueHue NPU3HAKOB KIIACCU(PHUKAIIUU SJIEKTPOHHBIX JOKYMEHTOB.

3aoanue:
W3ydyeHne mpuU3HAKOB KiIacCHU(PUKAIMM DBJEKTPOHHBIX JIOKYMEHTOB, OOpa3yloIIMuXcsi B
JEATEIIBHOCTH OPraHU3allii Ha OCHOBE HOPMaTUBHO-METOANUYECKUX IOKYMEHTOB.
CucremaTu3zalus pe3yJbTaToB B TabJIuUIE:

Hcrounuku uHpopmManuu IIpu3znak Knaccupukanmonn
(HOpMaTUBHO-METOJUYECKHE TOCOOUS) kinaccudukan | pie  rpynmbl, O]l
un O] BbI/ICJICHHbBIE Ha
OCHOBaHUU

JAaHHOT'O IMTPU3HAKaA.

[IpaBuna OpraHu3aIu XpaHEHHs,
KOMIUIEKTOBaHMS, yde€Ta W MCHOJIb30BaHUS
JOKyMEH-TOB ApxuBHOTO GoHma Poccuiickoi
QPenepaluy U IPYrux apXMBHBIX JOKYMEHTOB




B OpraHax rocyJapCTBEHHOH BJIacTH, OpraHax
MECTHOI'O CAMOYIIPAaBJICHUS M OpraHU3aLUsX.
M.,2015

Pexomenoayuu no xomniexmosanuto, yuemy
U opeaHuzayuu  XpaHeHus  JeKMpPOHHbIX
aAPXUBHBIX OOKYMEHMO8 8 apxueax
Op2aHU3ayUli. M.: BHUUJ[A]]
2013//Onybnukosano na cavime «Apxugvl
Poccuuy.
http://www.rusarchives.ru/methodics/index.sh
tml).

Hepequb TUIIOBBIX APXUBHBIX JOKYMCHTOB,
00pa3yloluxcs B HAayYHO-TEXHUYECKOH H
HpOH3BOI[CTBeHHOﬁ ACATCIIbHOCTH
OpraHU3aluii, ¢ yKa3aHHEM CPOKOB XpaHCHHs
/ ®enep. apx. arenrctso, BHUMIAJ. M.,

2008. — 382 ¢
I'OCT P 54989-2012/ISO/TR 18492:2005
«ObecnieueHue JIOJITOBPEMEHHOMN

COXPAHHOCTH dJEKTPOHHBIX JOKYMEHTOBY,
YTBEpXKACHHBIN mpuKkazom DegepanbHOro
areHTCTBa o TEXHUYE-CKOMY
PETyJIUPOBAHUIO u METPOJIOTHH oT
17.09.2012 Ne 325-cr.

Hpyrue...

2. Wzydenuwe mpuHOMIIOB MO(OpPMATHOW KiIacCH(UKAIUN SJIEKTPOHHBIX JTOKYMEHTOB (Harpumep,
Ha ocHoBe oTueta mo HUP «CpaBuutenbHblil aHanu3 ¢opmaroB (¢aillioB 3JI€KTPOHHBIX
JIOKYMEHTOB MOCTOSIHHOTO (J10JIroBpeMeHHOro) xpaneHus». M.:PITY, 2013 //Ony0ankoBaHo
Ha caiite « ApxuBbl Poccumy». http://www.rusarchives.ru/methodics/index.shtml).,

Brienenne Hambonee pacnpocTpaHeHHBIX (OPMATOB M apXMBHBIX (OPMATOB B KaxkJIOH
Pa3HOBUHOCTH NPECTABIICHUS HHPOPMAIUH.
Cucremaruzanus JaHHBIX B TaOJIMILIE:

Bun npencTaBieHus | PacnpoctpaneHHsie ApxuBHble (popmMaTs
uHpopmanuu IIOJIb30BATEIbCKHE
dopmarsl.

CuMBoOJIBHAS

FI/IHepTeKCTOBaH

I'paduueckass  (pactpoBas,
BEKTOpHas!)
3BYK, BUJIEO U T.II.

3.U3yyenne coctaBa 0a3 JNaHHBIX M DJEKTPOHHBIX PECYpCOB Ha NpUMEpPE KOHKPETHOM

OpraHM3aIiHy.
CucremaTu3zalus pe3yJbTaToB B TabJIuUIIE:
[Tpusznaku knaccudukanmu | Knaccuduxannonnsie HazBanue
TPYTIITEI MH(OPMALIMOHHBIX CHCTEM,
MH(POPMALIMOHHBIX

pECYpPCOB OpraHu3aIiu




OyHKIWS, CTPYKTYpHOE
1I0/Ipa3JeJIeHUe

LleneBoe Ha3Ha4YeHUE
MH(POPMALIMOHHON CHCTEMBI
(aBTOMaTH3MpOBAaHHAS  CUC
TEeMa yIMpaBJICHUS, CUCTEMa
KOHTPOJIS UCTIOJTHEHUS
JIOKYMEHTOB, cucrema
aBTOMATHU3UPOBAHHOTO
POCKTUPOBAHUS,
reonH($opManuoHHAas
cucrema, IKCTEepTHAS
crcTeMa U JIp.)

VYposens ympaienusi MC
(oTpacneBasi, peruoHaibHasl,

cucreMa yIIpaBI€HUA
MPEITIPUATHEM, crcremMa
yIIpaBiIeHUA
TEXHOJIOTUYECKUM
MIPOIIECCOM)

Bunsr NIPECTaBIICHUS

uHbopmanuu, GopMaThl.

[Ipouenypa ymocroBepeHUs
FOP.CUJIBI

Jpyrue npu3Haku. ...

4. CocraBieHHE TEPEYHs IEKTPOHHBIX JIOKYMEHTOB OpPTraHW3allMH, KaK YNPaBJICHYECKHX, TaK U
HaYYHO-TEXHUYECKHX, C YKa3aHHEM CPOKOB XpaHEHHUS.
Konmponvhuvie 6onpocuwi:
1) KakogBa crienuguka npusHakos kinaccuduxanum /1?7
2) C KakuMHU LIeTSMU ocyIecTBiseTcs kinaccuduxarus ?
3) B uem cocrout 3Hauenue nopopmatHoii kiaccuduxanuu /1 ?
Cnucok uCmouHuKo8 u Iumepamypbol.
1.Ucmoynuku ocnosHnuvle
1.OcHoBHBIE ITpaBMIIa pabOTH apXUBOB opranuzanuii. M.,2003. I1. 4.
2.IIpaBuna opraHu3alnuy XpaHEeHUs, KOMIUIEKTOBaHUS, y4eTa U UCIIOJIb30BaHUS
ToKyMeHTOB ApxuBHoOro gonaa Poccuiickoit denepanuu u 1pyrux apXuBHbBIX JOKYMEHTOB B
OpraHax rocyJJapCTBEHHOH BJIaCTH, OpraHaX MECTHOTO CaMOYTNpPaBJICHUS U OpraHU3aLusX.
M.,2015

3. IlepeueHb TUMIOBBIX APXUBHBIX JOKYMEHTOB, 00pa3yIOIMXCsl B HAYYHO-TEXHUYECKOMH
Y TIPOM3BOJICTBEHHOM JICATEIIEHOCTH OPTaHU3aIHid, C YKa3aHUEM CPOKOB XpaHeHUs / Denep. apx.
arentctBo, BHUMIAL M., 2008. — 382 ¢

4. PekoMeHIaIMK IO KOMIUIEKTOBAHUIO, YUETY W OPTaHU3AINH XPAaHEHHS DIIEKTPOHHBIX
apXMBHBIX JOKYMEHTOB B apxuBax opranuzanuii. M.: BHUMIA/, 2013//Ony6iukoBaHo Ha
caiite «Apxusl Poccum». http://www.rusarchives.ru/methodics/index.shtml)

5. CpaBHUTENbHBIN aHanu3 (GopMaToB (aiiIoB AIEKTPOHHBIX TOKYMEHTOB MOCTOSHHOTO
(monroBpemenHoro) xpanenus». Otuer on HUP. M.:PITYVY, 2013 //Ony6nukoBaHo Ha caiite
«Apxussl Poccum». http://www.rusarchives.ru/methodics/index.shtml).

2. Mcmounuku 0ononHumesnvHule.



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

OcCHOBHEBIE ImpaBujia pa6OTH C Hay‘{HO-TeXHH‘ICCKOﬁ ,I[OKYMeHTaI_[I/IefI B OpraHu3alugx U

MetonnueckueEqununa Enunua KonTtelinep 21 Qnektpo [@opmbl
ocooust XPaHECHUS ydgera HHOE yuera D]
eno

Ha npeanpustusax. M., 2003. I1.3.1.

I'OCT P 54989-2012/ISO/TR  18492:2005 «Ob6ecrieuenne  1OJTOBPEMEHHON
COXPAHHOCTH 3JIEKTPOHHBIX JOKYMEHTOBY», YTBEPKICHHBIN mpukazom deaepanbHOro areHTCTBa
110 TEXHUYECKOMY peryJupoBaHuio U MeTposiorud ot 17.09.2012 Ne 325-cr.

2.1. Jlumepamypa ocHosHasl.

3amae ['.3. Ananu3 u kimaccuuKanys IEKTPOHHBIX JOKYMEHTOB//BecTHUK apXWBHUCTA.
1999. Ne 2. C . 60-61.

Bapnamosa JI.H., SranoBa A.A. OTKpbITBIE CTaHAAPTHI U OTKPBITHIE (POpPMATHI
IEKTPOHHBIX AOKyMeHTOB // [lemompousBoactBo. 2009. Ne 4. C. 23 — 28. ehttp://www.top-
personal.ru/officeworkissue.html?8

Onu xe. CBoOomHOE TporpaMMHOE oOecriedyeHne U OTKpbIThie (opmatsl B Poccun  //
Henonpouspoacto. Ne 2010. Ne 1. C. 29 — 33

2.2.  Jlumepamypa 0ONnOIHUMENbHAS.
3apyOexHbIl ONBIT YHPABICHUS AJIEKTPOHHBIMU JOKYMEHTAMH U OpraHHU3alMH HX
apXUBHOTO XpaHeHus. — M., 2014.

Tuxonos B.U., FOmun B.A. CoBpeMeHHbIE KOHUEHIMH AJIEKTPOHHBIX JOKYMEHTOB //
OteuecTBeHHbIE apXuBbl. 1999. Ne 1.

Tuxonos B.M. 3anauu apXuBHOTO XpaHEHHS IIEKTPOHHBIX JOKYMEHTOB: U3 ombITa [{A-
JADHM// OteuectBennbie apxussl. 2010. Ne 3. C. 51-60.

3.Ilepeuensv pecypcos uHghopmMayuoHHO-mMeneKOMMYHUKAYUOHHOU cemu « MnmepHnem».

1.  ApxuBbl Poccun. [OtpacneBoii mnopran "ApxuBbl Poccun" nHaxonurcs mnon
narpoHatoM denepanbHoro apxuBHoro areHrcTBa (Pocapxusa)l; [D7eKTpOHHBIN pecypc]
— DJIEKTPOH. JIaH. — M., [2001-2015]. — Pexum JIOCTYyTIA:

http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo60oHBIH. — 3ari1. ¢ sKpaHa.

2. KoncanrunroBas rpynmna Tepmuka [DneKTpOHHBIN pecypc]. — DIeKTpoH. gaH. — M.,
[2012]. — Pexwum moctyma: http://www.termika.ru/. — 3ari. ¢ skpana.

3. EDOU.RU [DOnektponHslii pecypc]: LleHTp KOMOETEHIIMM TIO  BOIPOCaM
JIOKYMEHTALMOHHOTO 00eCIIeYeHus YIPaBIECHUS U apXUBHOTO Jiea. — ODJIEeKTPOoH. AaH. — [M.],
cop. 2013. — Pexxum noctymna: http://www.edou.ru/dou/. — 3aru. ¢ skpana.

5. Mamepuanvro-mexuuueckoe obecneuerue OUCYUNTUHDL.

VY4eOHbIi KOMNBIOTEPHBIA Kilacc (cM. m. 8. MarepuanbHO- TEXHUYECKOE OOecredeHue
mucuuiuiveel.) [IporpammHoe obecrieyenue:

Nudopmannonno-cnpaBounas cucrema apxuBHou otpacnu (MCCAOQ),]. — DnekTpoH.
naH. — M., [2012]. — Pexxum goctyma: http://www.termika.ru/. — 3arm. ¢ skpaHa.

Tema 2. (4 waca) MeToauueckue OCHOBBI y4yeTa 3JIEKTPOHHBIX TOKYMEHTOB.

Lenv 3anamus: n3yyenue noHsatui «Enununa xpanenus D/» u «Eqununa yuera 91,
CHCTEMBbl apXMBHOTO YyudeTa M onucaHnuss O]l COrlacHO CyIIECTBYIOIIEH HOPMAaTHBHO-
METOUYECKOn Oase.

3aoanus:

N3yunTh HOPMATUBHO-METOIUYECKOE JOKYMEHTHI 10 yueTy D/1.
Pe3ynbTarhl cuCTEMaTH3UPOBATEH B BHJIE€ TAOHIIHI:



OCHOBHBIE
MpaBuia
paboThI
ApPXUBOB
OpraHu3aIuu.
M.,2003. I1. 4.

[IpaBuiia
OpraHu3aIu
XpaHEHHS,
KOMIUICKTOBaH
v, yudera WU
MCIIOJIb30BaHU
s JTOKyMEHTOB
ApXHBHOI'O
dboHga
IPoccuiickoit
Denepanun U
TPYTUX
APXUBHBIX
ITOKYMEHTOB B
opraHax
rOCYJapCTBEHH
o BJIACTH,
opraHax
MECTHOT'O
CaMOYTIpaBJieH
WSt u
OpraHU3aIHsX.
M.,2015

IPexoMeHmammmu
1o
KOMILIEKTOBAH
M0, YYeTy ¥
OpraHu3aIu
XpaHeHUs
PIIEKTPOHHBIX
APXHUBHBIX
ITOKYMEHTOB B
apXHUBax
OpraHu3aIuu.
M.
BHUWJIA/,
2013//Ony6mnn
KOBaHO Ha
caiite
«ApPXUBBI
[Poccuny.
http://www.rus
archives.ru/met




1)

2)
3)
4)

hodics/index.sh
tml)

N3yunTh IBUXKEHUS U TEXHOJIOTMYECKUE MUTPALIMH, IIPOUCXOISIINE C KOMIUIEKcoM D] B apxuBe
OpraHu3aIuy.
Ha ocHoBe 3agaun no y4eTy COCTaBUTh KapTOYKY ydeTa eIMHUIIbI yueTa /], akTbl MUTpaIuu U
nepesanucu D1, )KypHallbl MUTPAIlMU U TIepe3arucy, KHUTY yueTa U nmoctyrieHus D /1.
CocTaBUTh Ha OCHOBE METOJMYECKHX TOKYMEHTOB COCTAaBUTh HHCTPYKLIHIO TO ydery O/ B
KOHKPETHOW OpraHU3allH, OTPa3uB YUYETHBIC (DOPMBI, B KOTOPBIC 3aHOCSTCS BCE JABMKEHUSA DJ]
(mocTyrIeHne, BEIOBITHE, YHUYTOKEHNE, MUTPAIIHS, TIEPE3aIHCh)

5. Cdopmuposarts neno donpa.
Konmponvnsie 6onpocuwi:
Jaiite onpeneneHus eAUHULIBI XpaHEeHUs U eauHullbl yueta DJ[. Kakue paznuuHble MOIX0abl K
OTPEICTICHUIO ATUX MOHITUM CYHIECTBYIOT B METOANYECKOM TuTepaType?
JlaiiTe onpeneneHre TEPMUHOB «IJIEKTPOHHOE JIETI0», KKOHTeHHep DJ1».
HazoBure ocHOBHBIC yueTHbIC hopmbl D/1.
B yem otnnuus gena ¢ponnga 3/ ot nena GoHga TOKyMEHTOB HA TPAAUIIMOHHBIX HOCUTEINAX ?

Chucox ucmouHukoe u 1umepamypol

1.Ucmounuku ocnogHuvle

OcHoBHbIe TpaBuiia paboThl apxuBoB opranuzanuii. M.,2003. I1. 4.

[IpaBmia opraHu3zali XpaHEHUs, KOMIUJIEKTOBaHMs, yuye€Ta WU HCIOJIb30BaHUS JIOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoil ®enepauuu M APYrux apxUBHBIX JOKYMEHTOB B OpraHax
roCy/1apCTBEHHOW BJIACTH, OpraHax MECTHOI'O CaMOYIIPaBJIeHUs U oprann3zauusx. M.,2015
PexoMeHganmy 1o KOMIUIEKTOBAHUIO, yUYETy U OPraHU3alUN XPaHEHUS 3JIEKTPOHHBIX apXHUBHBIX
JOKYMEHTOB B apxuBax opranusammii. M.. BHUMJIAJL, 2013//OmybnukoBano Ha caiiTe
«Apxussl Poccumy». http://www.rusarchives.ru/methodics/index.shtml)

PexoMeHgamm no KOMIJIEKTOBAHUIO, yUETy U OpraHM3al[Mi XPAaHEHUS AJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX W MYHHMIMNANbHBIX apxuBax M.. BHHUMIAJL,
2013//Ony6nukoBano Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

2. Ucmounuxu 0ononnumensHule.
OcHoBHbIE TpaBUia padOTHl C HAyYHO-TEXHUYECKOM JOKyMEHTAllMell B OpraHu3alusx U Ha
npennpustusx. M., 2003. I1.3.1.
2.1. Jlumepamypa ocHosHasl.
2.2, Jlumepamypa 0ononHumenbHasl.

3apyOexHbIl ONBIT yNPaBICHUs 3JIEKTPOHHBIMHU JTIOKYMEHTAMHU U OpPraHU3allid UX apXHBHOTO
xpaHeHus. — M., 2014.
TuxonoB B.M., HOmmua B.A. CoBpeMeHHbIE KOHIEIMINUUA JICKTPOHHBIX JTOKYMEHTOB //
OreuecTBeHHbIE apXuBbl. 1999. Ne 1.
TuxonoB B.M. 3agaum apXMBHOTO XpaHEHHs DJIEKTPOHHBIX JOKYMEHTOB: M3 omblta [[A-
JADHM.// OteuectBennsie apxusbl. 2010. Ne 3. C. 51-60.
3.Ilepeuenv pecypcos ungopmayuoHHo-menekoOMmMyHUKayuoHHou cemu « Mnmeprempy.

1. Apxussl Poccun. [OtpacneBoit mopran "ApxuBbl Poccun" Haxomurtcs moj maTpoHATOM
®denepanbHOTO apXuBHOTO arenrcTsa (PocapxuBa)]; [DneKTpOoHHBIN pecypc| — DIeKTpoH.
JIaH. — M., [2001-2015]. — Pexum JOCTYyTIA:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoboanbIi. — 3ari. ¢ skpaHa.


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

2. Koncantunrosas rpynna Tepmuka [DIeKTpOHHBIN pecypc]. — DaeKkTpoH. nad. — M., [2012].
— Pesxxum noctyna: http://www.termika.ru/. — 3aru. ¢ skpana.

3. EDOU.RU [OnekTpoHHbIN pecypc]|: LIeHTp KOMIIETeHIIMK 0 BONPOCaM JOKYMEHTAIMOHHOTO
obecrieueHust ypaBJIeHUs U apXUBHOTO Jiesna. — DNEeKTpoH. naH. — [M.], cop. 2013. — Pexum
noctyma: http://www.edou.ru/dou/. — 3ari. ¢ s3kpaHa.

5.MatepuaabHO-TEXHUYECKOE 00eCIIeYCHHIE TUCIIUTLTNHBL.

Y4eOHBI KOMIBIOTEPHBIM Kiacc (cM. 1. 8. MarepuaibHO- TEXHUYECKOe obecreueHne
muciuIuivHeL. ) [lporpammMuoe obecriedeHue:

Nudopmannonno-cipaBouyHas cuctema apxuBHoi orpaciu (MCCAQ), |. — DiekTpoH. gaH. —
M., [2012]. — Pexxum goctyma: http://www.termika.ru/. — 3ari. ¢ skpana.

Tema 3. (4 waca) Metoauueckre OCHOBBI ONMCAHUS 3JIEKTPOHHBIX JTOKYMEHTOB.
Llenv 3anamus:M3ydyeHue  TMOHATUM «eAMHMLA onucaHus O[]» , CyllecTBYOIUX
CTaHJApTOB onucaHus D/ coriacHo CyliecTBYOIEH HOpMAaTUBHO-METOANYECKOH Oase.
3aoanus:
N3yunTh HOPMAaTUBHO-METOANYECKOE TOKYMEHTHI 110 onucanuio /1.
PesynbpTaThl cUCTEMAaTU3UPOBATh B BUJIE€ TAOJIUIIBL:

Metonnueckue [Exnanna NudopmanmonHoBusl CocTaB
mocoOus (€ TMHUIIBI) -ITIOMCKOBBIC WH(OPMAITMOHHO COITPOBOIH-
onucanus D)1  [XapaKTEpUCTHKU FIIOMCKOBBIX TEIIbHON

€ TUHHNI] CIIPABOYHHUKOB  |[TOKYMEHTAIUH,
OITMCaHUS TpeOOBaHUs K €¢
COCTaBJICHHIO.

OCHOBHbBIE
npaBuia padboThHI
ApXUBOB

OpraHu3aIui.
M.,2003. IT. 4.

[IpaBuia
OpraHu3alNU
XpaHEeHMUS,
KOMILIEKTOBaHUS
, ydera u
MCII0Ib30BAHUS
TTOKYMEHTOB
ApPXHUBHOTO
dhona
Poccuiickoi
Denepanun 41
NPYTUX
APXUBHBIX
TOKyMEHTOB B
opraHax
rocyJapCTBEHHO
I3 BJIACTH,
opraHax
MECTHOTO
caMOYIIpaBJICHUS




1)
2)

3)

W OpraHu3alusx.
M.,2015

PexomeHnanuu
(4]
KOMILIEKTOBAHH
0, yuery W
OpraHU3aINH
XpaHEHUS
PIICKTPOHHBIX
ApPXHUBHBIX
TTOKYMEHTOB B
apXHUBax
OpraHu3aIui.
M.: BHUUJIA,
2013//Ony6mnuko
BaHO Ha caiTe
CAPXHUBBI
Poccuny.
http://www.rusar
chives.ru/method
ics/index.shtml)

2. N3yunTh nepeueHb nHGHOPMAIIMOHHBIX CUCTEM U 0a3 JaHHBIX OpraHu3anuu (cM. Temy 1.).
3. Ha ocHoBe mnepeuHss cOCTaBUTh ONUCh /] MOCTOSHHOIO XpaHEHHUs OpraHHU3aluy,
BCIIOMOTATEJIbHBIN CIPAaBOYHBIN alIapar K HEH, CONPOBOAUTEIBHYIO IOKYMEHTALIHIO.

4. CocTaBuUTh Ha OCHOBE METOAMYECKMX JOKYMEHTOB MHCTPYKLUIO 0 onucaHuio D] B

KOHKPETHOH OpraHu3alii, OTpa3uB BHJbl HH(OPMALMOHHO-TIOMCKOBBIX CIIPAaBOYHUKOB,
O0BEKTHl ONUCaHMs, WH(POPMAIMOHHO-TIOUCKOBBIE XapaKTEPUCTUKU PA3JIUYHBIX OOBEKTOB
onucaHus (eIMHUILBI y4eTa, TOKyMEeHTa, AUPEKTOpUH, (aiina, TabauIbl 0a3bl JaHHBIX ).
Konumponvuvie gonpocwi:

Kak paznuyaroTcst enuHuIb onvcanus D/ B pa3InyHbIX METOAMYECKUX MOCOOUSX?

Kakue crenuduueckue nHGOPMaMOHHO-TIOUCKOBBIE XapaKTePUCTUKHU DJ[ MCIIONB3YIOTCS MpU
UX ONUCAHUU?

KakoB cocTtaB M Ha3Hau€HHUE CONPOBOAUTENBHOM JOKyMmeHTaumu? Kakumu  cranpapramu
perIaMeHTHPOBaH €€ cocTaB?

Cnucok ucmouHuKos u 1umepamypbl
1.Hcmounuxu ocHogHble

OcHoBHBIE MpaBWiIa paboTH apXrUBOB opranmu3zaiuii. M.,2003. I1. 4.
IIpaBuia opraHu3anMy XpaHEHUs, KOMIUIEKTOBAHMs, ydyeTa M HCIIOJIb30BaHUS JIOKyMEHTOB
ApxuBHoro ¢onaa Poccuiickoit ®exepanu U Jpyrux apXUBHBIX JOKYMEHTOB B OpraHax
roCy/1apCTBEHHOW BIIACTH, OpraHaX MECTHOI'O CaMOYIIPaBJIEHUS U oprann3anusx. M.,2015
PexoMeHnaanuy no KOMIUIEKTOBAHUIO, YUETY M OPraHU3ALMN XPaHEHUS 3JIEKTPOHHBIX apXHUBHBIX
JOKYMEHTOB B apxuBax opranm3amuii. M.: BHUUJAJ, 2013//OnybnukoBaHo Ha caiite
«Apxussl Poccumy. http://www.rusarchives.ru/methodics/index.shtml)
PexoMeHanum no KOMIUIEKTOBAHUIO, YUETY U OpPraHU3al[My XPaHEHUs dJIEKTPOHHBIX apXHUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX M MyHUIMNaIbHbIX apxuBax M.: BHUUWIA/,
2013//Ony6nukoBano Ha caiite «ApXHBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).
CocraBieHne apXUBHBIX OMHUCEH B IEKTPOHHON (opMe U UX MHTErpanus B UH(OOPMAIIMOHHYIO



UH(PPACTPYKTYypy TOCYJApPCTBEHHBIX M MYHHUIIUINAIBHBIX apXHBOB. M.: BHUUIA/,
2013//Ony6mukoBano Ha caiire «APXUBBI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).
1.2.Hcmounuku donoanumenvHble.
I'OCT 28388-89. «Cucrtembr o0paboTtku uHpopmaruu. JIOKyMEHTBI HAa MarHUTHBIX
HOcHUTENSX JaHHBIX. [Topsiok BeIMOTHEHNS U oOpameHus». M, 1991.
OcHoBHbIe MpaBuia paboThl ¢ HAYYHO-TEXHUYECKON JOKYMEHTAIMe B OpraHu3alusx u
Ha npeanpuarusax. M., 2003.
2.1 Jlumepamypa ocnosHas.
TuxonoB B.J. 3anaum apXxMBHOTO XpaHEHUs 3JIEKTPOHHBIX JTOKyMEHTOB: u3 onbiTa HAJIDHM.//
OreuectBennbie apxuBbl. 2010. Ne 3. C. 51-60.
2.2 Jlumepamypa 0onoiHumenbHasl.
3apyOexHbI ONBIT YIPaBJIEHUS JEKTPOHHBIMU JTIOKYMEHTAMU M OpPraHM3allMH UX ap-XUBHOTO
xpanenus. — M., 2014.-388 c.

3.Ilepeuenv  pecypcog  UHGOPMAYUOHHO-MENEKOMMYHUKAYUOHHOU — cemu  «HMumepHemy,
HeobX00uMblll 0151 0C80EHUsL OUCYUNIUHBL (MOOYIIA)

1. ApxuBbel Poccuun. [OtpacneBoii moprtan "ApxuBsl Poccun" HaxoauTcs moja MaTpoHATOM
®depnepanbHOro apxuBHoro arentctsa (Pocapxuga)]; [DnexTpoHHBI pecypc| — DIeKTpoH.
JIaH. — M., [2001-2015]. — Pexum J0CTyTa:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo6oaHBIN. — 3ari. ¢ skpaHa.

2.1leHTp KOMIIETEHIIMH [0 BOINPOCAM JOKYMEHTAI[MOHHOTO OOecleueHusl YIpaBJICHUS U
apXUBHOTO Jela; [DIEeKTPOHHBIN pecypc| — DnekTpoH. nan. — M., [2013]. — Pexum gocryna:
www.edou.ru, cBoOOAHBIN. — 3aril. ¢ 3KpaHa.

4 MatepualibHO-TEXHHUECKOE 00ECTICUCHHE TUCIIUTUIUHBI.
Y4eOHBIE KOMIBIOTEPHBIM Kiacc (cM. 1. 8. MarepuanbHO- TEXHHUYECKOe obecreueHue
muciuminHel.) Ilporpammuoe obecrieuenue:
HNudopmannonHo-ciipaBoyHas cuctema apxuBHoit orpaciu (MCCAOQO), |. — DnekTpoH. AaH. —
M., [2012]. — Pexxum poctyna: http://www.termika.ru/. — 3aru. ¢ skpaHa.

Tema 4. (4 uaca). CTpykTypa U OpraHu3alMsl apXrUBa AMEKTPOHHBIX TOKYMEHTOB.

Llenv 3amamus; W3y4EHUE METOJIMYECKMX OCHOB CO3J@HHUSI DJIEKTPOHHOTO apXuBa
OpraHu3aIi B COOTBETCTBUU C HOPMAaTUBHBIMU YCIIOBUSIMU XPAHEHUS.
3aoanue:

1. U3yunTh HOPMAaTHBHO-METOAMYECKYIO 0a3y XpaHEHHUS DJIEKTPOHHBIX JIOKyMEHTOB B PO,
TpeOOBaHUSI K XpPaHWIUILY, OOOPYJOBAaHMIO, PEKUMAM XpPAaHEHUs, TEXHUUYECKOMY U
MPOrpaMMHOMY OO€CIIeUeHHI0, TIepCOHaNy. BBIIBUTH OCHOBHBIE (YHKIIMH, HANpaBICHHBIE Ha
o0ecreyeHre COXpaHHOCTH IOKyMEHTOB.

2. Ha ocHOBe HOPMATHBHO-METOJUYECKOW 0a3bl COCTABUTH TMOJOKEHUE 00 AIEKTPOHHOM apXHBE
KOHKPETHOW OpraHM3alliy, yKazaB 3ajJadyd ¥ (YHKIHH DJIEKTPOHHOTO apXWBa, €ro IIpasa,
00s13aHHOCTH U OTBETCTBEHHOCTh, B3aMMOOTHOIIIEHUS ¢ ciryxk00it UT, cmyx60it JIOY, apxuBom,
OTAEJIOM KaJapOB W APYTMMH CTPYKTYPHBIMH TIOJIPA3JCIICHUSIMU, B ACSATEIBHOCTH KOTOPBIX
00pa3yroTCs NMEKTPOHHBIE JOKYMEHTHI IOCTOSTHHOTO ¥ JIOJITOBPEMEHHOTO XPaHEHHSI.

3. Pa3paboTarh TEXHHYECKOE 3aJaHWE TI0 OCHAIICHHIO JJICKTPOHHOI'O apXvBa HEOOXOIUMBIM
o0opysoBaHHEM il XpaHEHHS TOKyMEHTOB Ha pa3IUYHBIX TUINAX Hocuteneil. PaccuurtaTh
M3AEPKKU HA pean3aluio MPOeKTa.


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

4.

1)
2)
3)
4)

CocTaBuTh MHCTPYKIMIO 10 OOECHEUEeHUI0 COXpaHHOCTH OJJ] B apxuBe OpraHu3alu,
BKJTIOYAIOIYI0 OMHMCAHUE TPOLEAYDP, HEOOXOAMMBIX IS OJACPKAHUS JKU3HEHHOTO IuKia D/
CO CCBIJIKAMH Ha He0OXxoammoe o0opyaoBaHue (cM. 1. 3) U ydeTHbIe (POpMBI, GUKCUPYIOIIHE ITH
npoueaypsl (cMm. 3aaHue 2.)

KoumponsHuie gonpocul.

KakoBbl GyHKITUN apXHUBa SJICKTPOHHBIX JJOKYMEHTOB?

KakoBbl HOpMaTHBHBIC TpeOOBaHMs K XpaHuaumry D/1?

KakoBbl HOpMaTHBHBIE TPEOOBAaHUS K pexkUMaM XpaHeHus /1?7

Kakwue npouenypbl HEO6X0IUMO OCYIIECTBIISITH ISl MOACPKAHUS )KU3ZHEHHOTO 1ukia D17
Kakue y4eTHbIe TOKyMEHTHI HX (PUKCUPYIOT?

CnucoK UCTOYHUKOB U JIUTEPATYPHI
1.MlcTOuYHMKHN OCHOBHBIE

OcHoBHble NpaBuiia padoThel apxuBoB opranuzanuii. M.,2003. I1. 4.

[IpaBuia opranu3anuu XpaHeHHs, KOMIUIEKTOBAHUS, yueTa U UCIIOJIb30BaHUS JOKYMEHTOB
ApxusHoro ¢ponna Poccuiickoit deaepanuu U Ipyrux apXuBHBIX TJOKYMEHTOB B OpraHax
roCy/IapCTBEHHOW BIACTH, OpraHax MECTHOT'O CaMOYIpaBlieHUs U opranuzanusx. M.,2015

PexoMeHaanuy 1o KOMIUIEKTOBAHUIO, YUETY U OPraHU3alMK XPaHEHUs JIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB B apxuBax opranuzanuii. M.: BHUMJIA/L, 2013//Ony6nukoBaHo Ha caiiTe
«ApxuBsl Poccumy». http://www.rusarchives.ru/methodics/index.shtml)

PexoMenaanuu no KOMIJIEKTOBAaHUIO, YUETY U OPraHU3alUK XPaHEHUS AJIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB B TOCYZapCTBEHHBIX U MyHUIIMTIATBHBIX apxuBax M.: BHUNIA L,
2013//Ony6nukoBaHo Ha caiite «ApxuBbl Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

['OCT P 54989-2012/ISO/TR 18492:2005 «Obecrnieyenre 10IroBPEMEHHON COXPAaHHOCTH
AIIEKTPOHHBIX IOKYMEHTOBY, YTBEPKACHHBIN Npuka3zoM PenepabHOr0 areHTCTBa 10
TEXHUYECKOMY PEryJMpoBaHuto U MeTposioruu ot 17.09.2012 Ne 325-cr.

@yHKIMOHAIbHBIE TPEOOBAHUS K MH(POPMAIIMOHHBIM CUCTEMAaM apXHMBOB 3JIEKTPOHHBIX
nokyMeHToB opranuzauuid. M:Pocapxus, BHUNJIA/L. 2014 //Ony6aukoBaHo Ha caiiTe
®enepanbHOro apxuBHOro areHTCcTBa http://archives.ru/documents/methodics.shtml

1.2.MICTOYHMKY TONIOJHUTEIBHBIE.
['OCT P 50-524-84 «ITopsimok XpaHEHUs TOKYMEHTOB Ha MalllMHHBIX HOCHTEISIX». M, 1985.
I'OCT 28388-89. «Cucremsl 00paboTku nHpopManuu. JJokyMeHTbl Ha MarHUTHBIX HOCUTENSAX
naHHbIX. [opsiiok BeinmonHeHus u oOpaieHus». M, 1991.
OcHOBHBIE TIpaBUIIa pPabOTHI C HAYYHO-TEXHUYECKOH TOKyMEHTaluel B OpraHu3alusix 1 Ha
npennpustusx. M., 2003.
CpaBHUTENbHBIN aHAN3 HOPMATOB (PaiiyIOB FMEKTPOHHBIX TOKYMEHTOB OCTOSIHHOTO
(tonroBpeMeHHoro) xpaneHus». Oruer on HUP. M.:PITYV, 2013 //Ony6nrkoBano Ha caiite
«Apxussl Poccun». http://www.rusarchives.ru/methodics/index.shtml).
2.1  Jluteparypa OCHOBHAS.
TuxonoB B.M. 3agaun apXuBHOTO XpaHEHHUs HIIEKTPOHHBIX JOKYMEHTOB: U3 onbita HAJIDHM.//
OrteuectBennbie apxuBbl. 2010. Ne 3. C. 51-60.

2.2. Jlurepartypa IOTOJHUTEIHHAS.
3apyOeKHBIN OIBIT YIPaBJIEHHs SJEKTPOHHBIMU JTIOKYMEHTAMH U OpTaHU3allMH UX apXHUBHOTO
xpanenus. — M., 2014.-388 c.



3.Ilepedenp pecypcoB HHPOPMALMOHHO-TEIEKOMMYHUKAMOHHON ceTu «HTepHeT»,
HEOOXOJUMBIN 11 OCBOCHUS JUCLMILIUHBI (MOTYJIs1)

1. ApxuBsl Poccun. [OtpacneBoii nopran "Apxussl Poccun" Haxoaures noJ naTpoHaToM
®denepanbHOro apxuBHOTO areHrcTBa (Pocapxusa)l; [DneKTpOHHBIN pecypc] — DIEKTPOH.
naH. — M., [2001-2015]. — Pexum gocryma:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHbIN. — 3ari. ¢ 3KpaHa.

2.1leHTp KOMIIETEHIIMU TI0 BOTIPOCAM JIOKYMEHTAIIMOHHOTO 00eCIIeueHUs YIIPaBICHUS U
ApXMBHOIO JIeJ1a; [ DIeKTpOHHBIN pecypc| — DnekTpoH. gaH. — M., [2013]. — Pexxum goctyna:
www.edou.ru, cBoOOOIHBINA. — 3ari. ¢ 3KpaHa.

4. MarepualibHO-TEXHHUUECKOe 00ecrieueHue TUCIUTIIHHBL.
Y4eOHbII KOMITBIOTEPHBIN Ki1acc (cM. 1. 8. MarepralbHO- TEXHHUECKOE 00ecTieueHUe
mucituminiel. ) [lporpammuoe obecrieuenue:
NupopmanmonHo-cnpasoynas cucrema apxuBHoi otpaciu (MCCAO), |. — DnekTpoH. gaH. —
M., [2012]. — Pexwum poctyna: http://www.termika.ru/. — 3aru. ¢ skpaHa.
CD-ROM «O6opynoBanue Juis TocyAapcTBeHHBIX apxuBoBy» (M.:BHUNUIA/L, 2201-2015)

Tema 5. (4 gaca) Meronuveckue OCHOBBI BBIOOpa MPOTPaMMHOE OOECTICUCHUE IS CO3TaHHS
3JIEKTPOHHBIX APXUBOB OpraHU3aLU.

Llenv 3amamus: w3ydyeHue TpeOOBaHMM W KpPUTEpUEB BbIOOpAa COBPEMEHHOIO
IpOrpaMMHOro obecreueHus: B 00JacT IEHTPATU30BAaHHOTO XPAaHEHMs JaHHBIX PAa3JIMYHBIX
dbopmaros.

3aoanue:

W3yunte HOPMATHBHO-METOAMYECKUE JIOKYMEHTBI, pErilaMEHTUpYIOUIMEe TpeOOBaHUA K
IPOrpaMMHOMY 00€CIIEUEHHUIO JIEKTPOHHOIO apXMBa.
Htoru cucremMatu3upyire B BUje TaOIHLbI

Oo6ume Jononuurensusie yHkun [10, ocyecTBIAIOMIEro NOJAEPKKY
(GyHKIMOHANBHBIE | XpaHEeHUs D]
TpeboBaHus K
coa
VYmpasnenueckux | Hayuno- Ayonuosuzyanbnbix | ['IC
U IIPaBOBBIX TEXHUYECKUX
Crennduueckue GpopMaTtsl IpU XpaHEHUH
Ob6mue BHUIBI | YpaBineHdyeckux | Hayuno- Ayonuosuzyanbhbix | [YIC
¢dbopmaros, Y TIPAaBOBBIX TEXHUUYECKUX
oOpa3zyromuxcs
IpY  XpaHEHUH
C)l| pa3HbIX
BHJIOB

N3yunTe makeTbl MOJIb30BATENIbCKOM JTOKYMEHTALUU MPOTPAMMHBIX MPOAYKTOB JUIsl BEACHUS
AJIIEKTPOHHOTO apXMBa.

Ha ocnoBe ananuza peiaka I10 B oOmacTtu co3fgaHuisi 3JIEKTPOHHOTO apXWMBa OpraHU3alldd
COCTaBBTE CJICYIONIYIO TaOIHUKY.

Ucnone3yiite mopranel  Doc-online.ru, Docflow.ru (karamor) u caiiTel pa3pabOTUYHMKOB
IPOTPaMM.



3.

1)
2)

3)
4)

Pesynbrarel 0000muTe B TAOIHIIE:

[Iporpamma | ®ynkuun | [TonnepxkuBaemele | CooTBETCTBUE Jlist kakoro Buzaa
u dopmartsl apXUBOBEIUYECKUM | JIIEKTPOHHOTO
pa3paboTYnK TpeOOBaHUSAM K | apXUBa  MOXKET
Coll HUCII0Ib30BaThCS.
(ympaiieHYeCKOM
JOKYMEHTaluH,
HTJ,
ayJIMOBU3yaJIbHON
JIOKYMEHTAIUH )

Pa3paboTtaTh TeXHHYECKOE 33JaHUE 110 OCHAILEHHUIO 3IEKTPOHHOTO apX1Ba OpraHU3aLuu
TEXHUYECKHUM U IPOrpaMMHBIM 0OecrieueHneM, HEOOXO0AUMbBIM 000pYI0BAaHUEM JIJISl XPAHEHUS
JIOKYMEHTOB Ha PA3JIMYHBIX TUIIaX HOCUTEJIEH (IIPU CO3/1aHUM IEKTPOHHOTO apXHBa
YIPaBIEHYECKUX JOKYMEHTOB, ayIMOBU3YaIbHON U HAYYHO-TEXHUYECKON TOKYMEHTAIUH)
PaccunraTh U31EpKKH HA PeAIU3aLUIO IIPOCKTA.

Koumponvnvie sonpochwi:
@OyHKIUH 3JIEKTPOHHBIX aPXUBOB KaK BHJIa TIPOTPAMMHOT0 00ECTICUCHHSI.

Kakune dopmarbl qaHHBIX HEOOXOIWMO XPAaHUTH TMPU CO3/JaHUU B OPraHU3ANNU DJIEKTPOHHOTO
apXuBa yIpaBJIeHYECKON, HAyUYHO-TEXHHUYECKOM, ay AMOBU3YaATbHOM TOKyMEHTAIIUN?

Kaxossl TpeboBanus k [1O nist 21€KTPOHHOTO apXuBa?

KakoBbl BO3MOxkHOCTH coBpeMeHHoro IIO B obGinactu BBOja uHGOpMaNuu, ONHCAaHUS,
KJIacCU(UKAIUIO, TOMCK, MUTPaLHIO (KOHBEPTUPOBAHUE) JAHHBIX?

Cnucok ucmouHuKos u 1umepamypbl

1.Mcmounuxu ocHoeHble

[Ipukaz MunkomcBszu Poccum ot 02.09.2011 Ne 221 «OO6 yTBepkaeHUU TpeOOBAHUU K
UHPOPMALIMOHHBIM CHUCTEMaM 3JIEKTPOHHOTO JIOKYMEHTO0oOOpoTa (¢enepaabHbIX OpraHoB
UCTIOJIHUTENIBHOW ~ BJIACTH, YYUTHIBAIOIIMX B TOM UHCIE HEOOXOJUMOCTh 00pabOTKH
MOCPEACTBOM JAHHBIX CUCTEM CITy’K€OHOW MH(pOpMaIlMK OTPAaHUYEHHOIO JJOCTYTIA)
PexoMeHganmy 1o KOMIUIEKTOBAHUIO, yUYETY U OpraHU3allui XpPaHEHUS 3JIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B apxuBax opranuzaumuii. M.: BHUUWUIAJ], 2013//OnybnukoBaHo Ha caiite
«Apxusbl Poccun». http://www.rusarchives.ru/methodics/index.shtml)

PexoMenaanuy no KOMIJIEKTOBAaHUIO, yUETy M OpraHU3alMK XPAaHEHUS AJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHbIX U MYHHMIMNaIbHBIX apxuBax M.. BHUNIAJL,
2013//Omy6nukoBano Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).

I'OCT P 54989-2012/ISO/TR 18492:2005 «ObecrnieyeHne TOJTOBPEMEHHOM COXpaHHOCTU
NIEKTPOHHBIX JOKYMEHTOB», YTBEP)KIEHHBIM TmpukazoM @DenepaJbHOIO areHTcTBa 110
TEXHUYECKOMY PEryJMpoBaHuI0 U MeTposioruu ot 17.09.2012 Ne 325-cr.



I'OCT P 54471-2011/ISO/TR 15801:2009 «Cuctembl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTA.
VYnpasnenue gokymeHtanuei. Mudopmamnms, coxpaHsemas B JJIEKTPOHHOM  BHJIE.
PexomeHnganuu no o6ecrnedyeHuro JOCTOBEPHOCTH U HAJEKHOCTH», YTBEPXKIECHHBIH IPUKA30M
®enepalIbHOTO areHTCTBA 110 TEXHUYECKOMY pEeryaupoBaHuio U Merposoruu ot 18.10.2011 Ne
466-crT.

QOyHKUMOHANBHbIE TpeOOBaHMS K HWH(MOPMAIMOHHBIM CHCTEMaM apXUBOB 3JIEKTPOHHBIX
TOKyMeHTOB opranm3anuid. M:Pocapxus, BHUUNIAJ. 2014 //OnyOnukoBaHo Ha caiTe
denepanbHoro apxuHoro areHrcTsa http://archives.ru/documents/methodics.shtml

1.2. Hcmounuku donoanumenvHbie.

I'OCT 52292-2004. YnpaiieHue opraHu3aiueil. IJIEKTPOHHBIA PErIaMEeHT aIMUHUCTPATUBHOU
u ciy>xe0Hoi nestenbHocTH. OcHoBHBIE nosokeHus. C 1 nrons 2005 r.

I'OCT P UCO 15489-1-2007 «CUBU/I. Ynupasnenune nokymeHtamu. O0mme TpedoBanus». M.:
Crannaptundopm, 2007.

ApXHBOBeTYECKHE U JOKYMEHTOBeIYeCcKue (QyHKIMOHAIbHBIE TpeOOBaHUS K HH()OPMALIMOHHBIM
cucreMaM, OOECHEeUMBAIONIMM JJIEKTPOHHBIA JIOKYMEHTOOOOPOT B TMpoOllecce BHYTPEHHEH
JeATEeILHOCTH (pelepanbHBIX OpPraHoB HcCHONHHUTENbHOUW Biacty (M.:BHUMUJA, 2013),
//Omy0nMKOBaHO Ha caiite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).

2.1  Jlumepamypa ocHosHasl.
TuxonoB B.J. 3anaum apXuBHOTO XpaHEHUS JIEKTPOHHBIX JTOKyMEHTOB: n3 onbiTa LHAJIDHM.//
OrteuectBennble apxuBbl. 2010. Ne 3. C. 51-60.

2.2.  Jlumepamypa oonoanumenvHas.
3apyOeKHBIN OMBIT YIPABICHUS 3JIEKTPOHHBIMH TOKYMEHTAMH W OPTaHM3allud UX ap-XHWBHOTO
xpaHenus. — M., 2014.-388 c.

ILnaHbl ceMUHAPCKHUX 3aHATHH M METOANYECKHE YKA3aHUA 110 UX

Boinosinenuro.

[TnaHbl CeMMHAPCKUX 3aHATHH 10 AUCHUIUIMHE «DNEKTPOHHbIE apXUBBL. Y, 1»

Tema 1. Ponb 351€KTpOHHBIX JOKYMEHTOB B COBPEMEHHOM Mupe. I1oHATHE 251€eKTPOHHOTO
JIOKYMEHTa. 2 4aca.

Borpocs! k 3aHATHIO:

1) [ToHsiTHE 31EKTPOHHOTO JOKYMEHTA, IOKYMEHTA Ha MAIllIMHHOM HOCUTEJEH, B
3akoHonatenscTBe, ' OCTAX no undopmaTrke, apXUBHOMY €Ty, U34AaTEIbCKOMY AETy.
2) Crieunguka 3J€KTPOHHBIX TOKYMEHTOB KaK O0OBEKTOB apXUBHOI'O XpaHEHUSI.

3) JlcKyccuu 0 cTaTyce IEKTPOHHBIX IOKYMEHTOB B JOKYMEHTOBEICHUU.

Jluteparypa ocHOBHas:

®enepanbHblif 3akoH oT  26.07.2007. Ne 149-03 «O6 unpopmanmu, HHOOPMAITMOHHBIX
TEXHOJIOTHUAX U 3auuTe nHdopmanuny» »//Poccuiickas razera. 29 utonst 2006 r. Ne 413 1.

3akoH P® «O0 snexTponHoit nudposoii nognucu» ot 10.01.2002 N 1-®3//Cobpanue
3akoHOAaTenscTBa Poccuiickoit ®denepamuu. 2002. N 2. Cr. 127.

['OCT 52294-2004. DnextponHslii 00MeH uHpopmanueid. Tepmunsl u onpenenenus. C 1 utomus
2005 1.

I'OCT 7.83-2001. CUBU /1. DnextponHbie u3aanusi. OCHOBHBIE BU/Ibl U BEIXOJHBIE CBEICHUS
ot 01.07.2002

I'OCT 52292-2004. YnpasneHue opranu3anueil. IeKTPOHHBIN PErJIaMEHT aIMUHUCTPaTUBHON
U ciyeoHo nesarenbHocTH. OcHOBHBIE mojoxkeHus. C 1 urons 2005 T.



I'OCT P 51141-98. [lenonpous3BOJACTBO U apXUBHOE J1e710. TepMuHbl u onpeaeneHus. — M.,
1998.

I'OCT 28388-89. JIokyMEHTbl Ha MATHUTHBIX HOCUTEJISIX TaHHBIX. [1OpsAI0K BHIMOJHEHUS U
obpamenus ot 01.01.91

TuxonoB B.W. DnekTpoHHbBIE JOKYMEHTHI U apXUBBI. Y4eOHO-MeToauueckoe mocodue. M., 2008.
C. 5-20.

JIutepaTypa 10NOJHUTENbHAS:

TuxonoB B.1. Opranuzanusi apxuBHOT'O XpaHEHHS JIEKTPOHHBIX TOKyMeHTOB//Kpyr uaeii:
QITOPUTMBI U TEXHOJOTHU uctopudeckoit uupopmatuku. Tpyasr X Kondepennuu acconuanmu
«Hctopus u komnbrorepy». M-bapnayi, 2005. C. 393-395.

Kucenes 1.H. DnexTpoHHBIE TOKYMEHTHI: OCHOBHBIC HAIPaBIICHUS MCCIeA0BaHnl//BecTHIK
apxusucta. 2000. Ne 3-4. C. 162-166.

MuxaitnoB O.A. DneKTpoHHbIE JOKYMEHTHI B apxuBax. M3a. 1-e. M.: Tuanor-MI'Y, 2000.

Tema 2. IIpaBoBoii cTaTycC 31€KTPOHHOTO B HallleH cTpaHe U 3a pyOexxoM. 4 yaca.

1) PernaMenTanus 10puanYeCcKOi CUIIBI AIEKTPOHHOTO JTIOKYMEHTa B MEKIYHAPOTHOM
ToproBom npase. Moaenbsubie 3akonsl KOHCUTPAJL

2) DIEeKTPOHHOE MPABUTENIBCTBO U PErJaMEeHTAIIUS IOPUINUYECKON CHIIBI 3JIEKTPOHHOTO
JOKYMEHTA.

3) Hupextua EC 00 371eKTpOHHBIX HUPPOBBIX TOAMUCIX U 3aKOoH PD «O06 DLII».

4) PernamenTanus ropuanyeckoit cuisl J/] B Halielt crpane.

5) ABTOpCKOE IIPABO U HHTEPHET.

6) ABTOpCKHE IpaBa Ha JIEKTPOHHBIE JOKYMEHTHI.

Jlutepatypa OCHOBHasI:

®enepanbublii 3akoH oT  26.07.2007. Ne 149-03 «O6 unpopmanmu, HHOOPMAITHTOHHBIX
TEXHOJIOTUSX U 3amuTe nHpopmanumny» »//Poccuiickas razera. 29 urons 2006 r. Ne 4131.

3akoH P® «O0 anexkrponHoit mudposoit noanucu» ot 10.01.2002 N 1-d3//Cobpanne
3akoHozaarenbcTBa Poccuiickoit denepanuu. 2002. N 2. Ct. 127.

[TpaBuia opranuzanuy JIeIONPOU3BOJCTBA B (heiepalibHBIX OpraHax UCIOIHUTEIbHOM BIACTH.
YTBepkaeHsl nocranosieHnueM [IpasutensctBa Poccuiickoit @eneparuu ot 15 urons 2009 r. N
477.

['OCT 6.104-84. YuuduuupoBaHHble cucTeMbl AoKyMeHTanuu. [lpunanue ropunnyeckoi
CHJIBI IOKYMEHTAM Ha MAIlIMHHOM HOCHUTEJNIE U MAIIMHOTPaMME, CO37aBacMbIM CPEICTBAMU
BBIUMCIUTENbHON TeXHUKU. OCHOBHBIE MOJIOKEHUS.

Jlapun M.B., PeickoB O.1. DneKTpoHHBIE JOKYMEHTHI B yIIPaBJIEHUH: METO/I. mocooue /
BHUUAAL. — M., 2008. — C. 123-205.

JIutepaTtypa 1ONOJHUTENIBHAS.

Jlapun M.B., PsickoB O.M. YnpaBieHue 10KyMeHTaMH Ha OCHOBE MEXIlyHapOJAHOIO CTaH1apTa
HNCO 15489-2001: merox. mocooue / BHUMJIAL. — M., 2005. — C. 5-90..

CokoBa A.H. JlokymeHTOBeieHHE: TeOpUs U npakTuka: uzop. tp. / BHUMJA. M., 2009. C. 3-
117.

Tema 3. BxoxkaeHHEe TOKYMEHTOB, CO3/IJaHHBIX CPEACTBAMU JIEKTPOHHO-BBIYUCIUTEIBHON
TEXHUKHU ¥ UMEIOIUX MTOJIUMTUYECKOE, HAYUYHOE, HCTOPUUECKOE U COLMAIbHO-KYJIbTYPHOE
3Ha4YeHHE B cocTaB ApxuBHOTO (hoHIa PD. 4 yaca.

1) Crenuduka «TpaAuMOHHBIX» KputepueB DLJ[ 21eKTpOHHBIX TOKYMEHTOB.

2) Kpurepuii crenenu arperupoBanHocty nHpopmanuu /1.

4) Texnonorunueckue kpurepuu I I/1.



5) [lepenaya 371€KTPOHHBIX JOKYMEHTOB Ha XpaHEHUE B apXUB OPraHU3aLUH,
roCy/apCTBEHHBIM U MYHULIUIIAIBbHBIN apXUB: IOPSAAO0K U IIPOLEAYypa COrJIaCHO HOPMaTUBHO-
METOJANYECKUM JOKYMEHTaM.

JlutepaTtypa ocHOBHas:

OcHoBHbIE TIpaBHJIa padOTHl apXWBOB opraHu3anmii /Omo0peHbl peneHueM KOJUIETHI
Pocapxusa ot 06.02.2002. M.,2003. C.9 (n.2.1.4), C. 58. (11.6.6), C.67-69 (11.7.7).

Tuxonos B.W. IlpuMeHeHue TpagULIIMOHHBIX METOJOB B 3KCIIEPTU3E LIEHHOCTH 3JIEKTPOHHBIX
nokyMeHTOB // OreuecTBeHHbIe apxuBbl. 2009. Ne 3. C. 37-47.

TuxonoB B.M. 3agaun apXuBHOTO XpaHEHHUs HIIEKTPOHHBIX JOKYMEHTOB: U3 onbiTa LIAJIDHM.//
OreuectBennbie apxuBbl. 2010. Ne 3. C. 51-60.

Tuxonos B.1. Meroauyeckue U MpakTUYECKHUE ACTIEKThI SKCIIEPTU3BI LICHHOCTHU JIEKTPOHHBIX
nokymMeHToB // Bectauk apxusucta. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

Jluteparypa JIOTOIHUTEIIbHAS:

OcHOBHBIE TIpaBUIIa Pa0OTHI C HAYYHO-TEXHUYECKOH ToKkyMeHTanuei. M, 2003.

PexomeHammu o oroopy Ha XpaHEHHE JJICKTPOHHBIX HAYYHBIX M TEXHUYECKUX TOKYMEHTOB/
BHUUJAL., B.M. XKurynos. M.,2002. 98 c.

TuxonoB B.U. «XpaHUTb HEb3s1 YHUUTOXKUTH?» METOI0JOTHUECKUE U TPAKTUICCKHUE aCTICKThI
B DKCIIEPTH3E IICHHOCTH AJICKTPOHHBIX JIOKyMEHTOB//KpyT nieit : MeXIuCIUITNHAPHBIC
MOAXO0ABI B HcTOpHUecKor nHpopmartuke. .M.:M3a-8o MI'Y, 2008. C.16-63.

Tema 4. OnwIT roCyJapCTBCHHbBIX W BCJOMCTBCHHBIX apXHBOB I10 OT60py, [puemMy, XpaHCHUIO U
HCIIOJIb30BAHHNIO 3JICKTPOHHBIX JOKYMCHTOB B HaIeu CTpaHe. 2 yaca

1) Buzbl apXuBOB 3J€KTPOHHBIX JOKYMEHTOB.
2) CrtpyKTypa 1 opraHu3ainus apxuBa 3JE€KTPOHHBIX JOKYMEHTOB.
3) AHanus cocTaBa ¥ NPUHIUIIOB KOMIJIEKTOBAHUS CETEBBIX apXHUBOB.

Jluteparypa ocHOBHas:

TuxonoB B.M. DnekTpoHHBIE JOKYMEHTHI U apXUBBI. YueOHO-MeTo1nueckoe nocooue. M., 2008.
C.21-45.

JlutepaTypa 1ONOJHUTENbHAS:

CaBuH B.A. ApxuBHbIe 2JIeKTpOHHBIE HH(POPMaLIMOHHBIE pecypchl Poccuiickoit deneparym:
uaeHTUGUKaKs 1 Kiaccudukanms /OredectBennbie apxuBsl. 2008. Ne 4. C. 31-38.

TuxonoB B.M. Opranuzaius apXuBHOTO XpaHEHUs JIEKTPOHHBIX JOKYMEHTOB//Kpyr nueii:
AITOPUTMBI U TEXHOJIOTMH ncTopudeckoi nHpopmatuku. Tpyasl 1X Kondepenuun accounanuun
«Hcropus u komnbsrotep». M-bapnayn, 2005. C. 393-395.

Tuxonos B.M. 3anauu apXuBHOIO XpaHEHUS 3JEKTPOHHBIX JOKYMEHTOB: U3 omnbita [{AJIOHM.//
OrteuectBennble apxuBbl. 2010. Ne 3. C. 51-60.

®ponosa E.B. Dnexrponnsiii apxuB TromeHckoit oonactu. // OreuectBenHbie apxuBbl. 2009. No
6. C. 43-46.

Tema 5. 3aPY6e)KHBIﬁ OIIBIT IO CO3JaHNIO apXUBOB JJICKTPOHHBIX TOKYMCHTOB. 2 yaca.

1) HcTopust apXxuBOB MalllMHOYNWTAEMBIX JIAHHBIX B HaIlIeH CTPaHE U 3a PyOeKoM.
2) CocTaB 10KyMEHTOB apXHUBOB MAIIMHOYUTAEMBIX JAHHBIX.
3) OCHOBHBIE HaNPABJICHUS IEATEIBHOCTH aPXUBOB MAIIMHOYUTAEMBIX JaHHBIX.

Jluteparypa OCHOBHasI.
Tuxonos B.M. DnekTpoHHbIe TOKYMEHTHI U apXUBbI. YueOHO-MeToanueckoe nocooue. M., 2008.

C. 21-45TuxonoB B.W. D1ekTpoHHbIE JOKYMEHTHI U apXUBBI. Y 4eOHO-METOANYECKOE IOCOOHE.
M., 2008. C. 21-45



JIureparypa HONOIHUTENIBHAS.

I"apckoBa 1.M. ba3bl u 0aHKM TaHHBIX B UCTOPUUYECKUX HCCienoBaHusIX. M., 1994,
MuxaitnoB O.A. DIeKTpOHHbIE JOKYMEHTHI B apXUBax: IPoOJIEMbl IpuemMa, 00ecreueHus
COXPAaHHOCTH, UCIIOJIb30BAHUA. AHATUTUYECKUI 000p 3apyOeKHOTO M OTEYECTBEHHOT'O OIbITA.
/Pocapxus, POUA, PT'A HT/I. 3-¢ u3a., non. M .,2002. Ku. 1,2.

Hocesuu B.JI. DnekTpoHHBIC JOKYMEHTHI B OpUTaHCKHUX apxuBax// MHGOpMaIMOHHBIN
Oroyerens accounarnun “Hcropus u kommeiorep” . M., 1998. Ne 22. C.117-121.

OH xe. ApXUB 3JIEKTPOHHBIX JJOKYMEHTOB: Oenmopycckuii onbIT// OTedecTBeHHbIE apxuBhI. 2002.
Ne 1. C. 44-52.

Csiollroxysii. YnpaBieHue 31€KTPOHHBIMY TOKyMeHTaMH B Kutae: cocrosinue u
nepcnekTuBbl//OteuectBennbie apxuBbl. 2010. Ne 6. C. 59-64.

XabuoOymnuna I'.A. Poccuiicko-6enopycckuii ceMunap "PectaBpaius U cTpaxoBoe
KOIIMPOBAHUE apXUBHBIX TOKyMeHTOB" // OredecTBeHHbIe apxuBbl. 2009. Ne 6. C. 114-115.

9.2 MeToanuyeckue peKOMeHAALMHU M0 MOAr0TOBKe NMMCbMEHHBIX padoT

B npouecce o0yuenus cryaeHTs PITY BbINoNHAIOT pa3Hble BUJIbI THCbMEHHBIX Pa0oT.

OCHOBHBIMU LIETSIMH ITUCBMEHHBIX pa0OT B By3€ SIBJISIOTCA:

* 3aKpeIIeHUE MOJTYUYEHHbBIX 3HAaHUM 110 CTIELNaIbHOCTH, IPUMEHEHUE 3TUX 3HAHUN ITPU
peleHnH NpodecCHOHATIBHBIX 3aa4;

* Pa3BUTHE HABBIKOB BEICHUSI CAMOCTOSITEIILHON pabOThI, OBJIaJICHHE METOAUKAMU U
IIPUHLIAIIAMU CaMOCTOSITENILHOM HCCIIE10BATENIbCKON JESTEIbHOCTH;

* (popmHupoBaHUE YMEHUS TPAMOTHO U JIOTUYHO U3J1araTh COOpaHHbIE Hay4HbIE JaHHBIE
U MaTepuainbl COOCTBEHHOM MCCIIEeI0BATENbCKOM 1€ TeIbHOCTH.

Haubonee npocrasi, HO oueHb BaxHasi opmMa MMCbMEHHOMN pabOThI B By3€ — 3TO
KOHTpoJbHas paboTa. OHa sBiIETCs 00s13aTeIbHBIM 3JIEMEHTOM CAMOCTOSITENILHOU PabOoThI
CTYJ€HTa U, IPEXkKE BCET0, JEMOHCTPUPYET YMEHHE BOCIPUHUMATD U IIepeaBaTh
UH(OPMALIHIO.

DTOT BUJI TUCBMEHHON PabOTHI MPEIYCMOTPEH YUE€OHBIMU TUIAaHAMHU OJITOTOBKU
OakanaBpoB M Ha Kadeape apXUBOBEICHMS MTpeIaraeTcsi B paMKax U3ydeHUs OOIIUX KypCoB U
KIIB.

Taxke B mporecce oOyueHHs! CTYAEHTY MpPEICTOUT BBIIOJHEHHE KYpCOBBIX paloT,
KOTOpBIE€ (POPMUPYIOT HCCIIEA0BATEIbCKIE HABBIKU, Pa3BUBAIOT CIOCOOHOCTH CUCTEMAaTU3AlUU U
OCMBICJIEHHS YK€ CYIIECTBYIOUIETO 3HAHUS M HAIPaBICHbl Ha CAMOCTOATEIBHOE PEIIECHUE
HEKOTOPBIX TEOPETHYECKUX WM MpakTH4Yeckux 3anad. KypcoBas paboTa AeMOHCTpUpPYET
yMeHHe paboTaTh ¢ UCTOYHHUKAMH, UCTIOJIB30BaTh JOCTH)KEHUSI COBPEMEHHOM HayKu (Harmpumep,
MCIIOJIb30BATh JOCTUKEHHSI apXUBOBEIEHHUS, @ TAaK)K€ CMEXKHBIX HAyK M HAYYHBIX JUCUUIUIMH),
YCIIEIIHO pelIaTh MOCTaBICHHbIE 3a7ayH, oOpabareiBaTh U 0000maTh Marepuan. Hamucanue
KOHTPOJIbHOM pa0oThl, MOJATOTOBKA M 3allMTa KYpCOBOW HMeEET psijJ OpPraHu3allMOHHBIX U
METOANYECKHX 0coOeHHOCTeH. O3HaKOMIIEHHE C JAaHHBIMH METOJUYECKUMH PEKOMEHIALUIMU
MOMOXET CTYJEHTaM MPaBUIbHO OPTaHMU30BATh CBOIO YUEOHYIO0 U HAYYHO-HCCIIEIOBATEIbCKYIO
paborty.

OO0mme Tpe6OBaAHMSA K CTPYKTYpE U COJeP:KAHMI0 NMCbMEHHBIX padoT

Baxhoit ¢opmoii caMOCTOATENbHONW pabOTHI CTy/AEHTA SIBJISETCSI KOHTPOJIbHAs paboTa.
Ona npegycMoTpeHa ajisi OOJBIIMHCTBA AUCHMILIMH Y4eOHOTO IIaHa, YNTAEMbIX Ha Kadenpe
apxuBoBezieHUs. Ee HanucaHue npecienyeT 1eib yriayOoleHHoH TpopabOTKU TUCIUIIIMHEIL.



KontponbHast paboTa BBINONHAETCS CTYJEHTaMHd B COOTBETCTBHMM C TEMATHKOI,
eXKeromHo  yTBepxkmaemon  kadempoi.  KoHTponmpHasi pabora  SBISETCS — AJIEMEHTOM
CaMOCTOSITENIbHON PabOThI CTYZEHTOB, I0O3TOMY BBIOOD TEMBI MPEIOCTABISETCS CTYACHTY.

Jlo HamucaHus KOHTPOJBHOH paOOThl CTYICHT [OJDKEH B LIEJIOM O3HAKOMHTHCS C
paszenaMmu Kypca, IpeyCMOTPEHHbIMH yu4eOHO ITporpaMmoi.

PabGora 1m0 HamMcaHUIO KOHTPOJIHOW HAYMHAETCS C BBIABICHHS W HM3YUYCHHS
UCTOYHUKOB M JHUTEpaTypbl Mo TeMe. Ilo OokoH4YaHHMM cOOpa M H3yYeHHs JIMTepaTypbl U
HCTOYHUKOB CJEIyeT MpOoAyMaTh IUIaH KOHTPOJIbHON paboTbl. CocTaBieHUE IUIaHA — BaKHAS
yacTh paboThl Haj TeMol. Ilman mpencraensier coOoi IepedyeHb BOIPOCOB, OTPAKAIOLIUX
coJiepkaHue uccienopanus. OT TOro, HaCKOJIbKO YETKO OH IPOAYMaH U MOCTPOEH, BO MHOI'OM
3aBUCUT KayeCTBO KOHTPOJIbHOW paboThl. B miaH 1nenecooOpa3Ho BKIHOYUTH Hanbosee BakHbIE
TEOPETUYECKHE U TMPAKTUYECKHE BOIPOCHl TEMBI, KOTOPHIE NMPH HEOOXOJMMOCTH MOTYT OBITH
neranu3upoBaHbl. Kak mpaBuio, pabounii BapuaHT IUIaHA JOJDKEH OBITh Pa3BEPHYTHIM, UTO
oberdaer paboTy HaJl TEMOIA.

B okoHuaTenbHOM BapuaHTE IJIaH MOXET OBbITh JaH B COKPALIEHHOM BHUJE, HO
00s3aTeNbHBIM YCJIOBHEM IIPU 3TOM SIBJISIETCS OTPaX€HHWE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMbIX B KOHTPOJIbHOU pa 6oTe. COCTaBIEHHbIN IJIaH JOJDKEH HAWTH OTpa’KeHHE B
OIJIaBJIEHUU K KOHTPOJbHOU pabote. PaboTa no/mkHA BKIHOYATH TUTYJIBHBINA JIUCT, OTJIaBICHUE,
BBEJICHUE, OCHOBHYIO 4YaCTh, COCTOSIIYIO W3 HECKOJbKUX pa3JesioB WM naparpagos,
3aKJII0UYEHUE, CIIMCOK UCTOYHUKOB U JUTEpaTyphl. Bo BBegeHUH HEOOXOIUMO KPAaTKO PacCKpBITh
3HA4YE€HUE U aKTYaJbHOCTh U3y4yaeMOIo BOIIpoca (TeMbl), Ha3BaTh OCHOBHBIE 33Jauu paboThl, €e
XPOHOJIOTUYECKUE paMKH, OOOCHOBaTh CTPYKTYpy, JaTb KpaTKUil 0030p HMCTOYHHUKOB U
autepatypel 1o Teme. (OO030p HMCTOYHHMKOB U JIMTEPAaTypbl HE JOJDKEH CBOJIUTHCS K
NEPEYUCIICHNIO HCIOJIb30BAaHHOIO aBTOPOM HOPMATHBHOI'O MarepHaja M OIyOJIMKOBAaHHBIX
crareil. B Hem cnenyer naTh aHaIU3 UCTOYHUKOB M JIMTEpATyphl. B 3aBucMMocTH 0T 00BbeMa U
[IEJIEBOTO0 Ha3HA4YEeHUs1 pabOThI, 0030p MCTOYHHKOB U JHMTEPATYpPhl MOXKET OBITH INPEICTaBIICH
OTJeNIbHBIM Naparpadom Wi pa3eoM B OCHOBHOI yacTu paboThlI.

OcHOBHass 4acCTh KOHTPOJBHON paOOThI JOJKHA OBITH W3JIOKEHA B COOTBETCTBUU C
IUIAHOM, OCBEIIATh COCTOSHUE M COJAEP)KATh aHAJIN3 PacCMATPUBAEMBIX BOIPOCOB C YYETOM
COBPEMEHHOT'0 YPOBHS Pa3BUTUSl TEOPETUUECKUX 3HAHUHW M OIBITa NPAKTUYECKOH paboThI
ApXUBHBIX YUPEKJIEHUI B 3TOM 00s1acTu.

[Ipu packpbITUM TOH WIM WHOM TEMBbl CTYJEHT AOJDKEH CTPEMHUTBCS HOAPOOHO M
IyOOKO H3JI0KUTh KpPyr BOINPOCOB, BXxonsaumx B Hee. [lo Mepe paccMoTpeHuss marepuana
OT/JENIbHBIE MOJIOKEHHUsI KOHTPOJBHOM paboThl cleqyeT WIICTPUPOBaTh NpUMEpaMH U3
JUTEPATYphl U, 10 BO3MOKHOCTH, U3 MPAKTUKUA paOOThl KOHKPETHBIX ApXUBOB C 0053aTeIbHBIMU
CCBUIKAMU Ha JIMTEPATypy M HCTOUYHUKU. B 3aKiIOYeHHH KOHTPOJIBHOH paboThl HEOOXOIMMO
MOJIBECTU UTOTY TEOPETUUECKON U MPaKTU4YECKON pa3paboTKu BOIpocoB. CIUCOK UCTOYHUKOB U
JUTEpaTyphl HpPEACTaBIseT COOON IMepeyeHb HCIOJIb30BaHHBIX PabOT MO TeMe, B KOTOPOM
yKa3blBalOTCAd (paMHJIMKM M WHULUAJIBI aBTOpa (aBTOPOB), Ha3BaHHE pabOThI, MECTO, BpEeMs €€
OIyOJIMKOBAHUS U CTPAHUIIBI.

9.3 Metoanueckue yKa3zaHus JJisi 00y4arOmuXcsi M0 0CBOEHUIO
TUCUMILTHHBI (MOYJIf1)

Buo pabomut Cooepoicanue Tpyooemxocmo Pexomenoayuu
(nepeuens camocmosmens
60npocos) -HOU pabomul
(6 uacax)




IToaroroska
BBOJTHOH
JIEKIINHU

K

1)Paznuuue
Odehunuyuu
9NIEKMPOHHO20
0OKyMeHma 6
unghopmamuxe,
u30amenbCKom
oeie,
OO0KYMeHmMOo8edeHUuU
u apxugogedenuu ?
2) Kaxue
onpeoenerus
NOHAMUSA
«3J1eKMPOHHO20
OOKYMeHmay ecmbv
8 MEeNCOYHAPOOHBIX
U HAYUOHATBHLIX
cmanoapmax u
HOPMAMUBHbIX
akmax?

3) Kax usmenunocw
noHsIMue

«3J1eKMPOHHO20
OOKYMeHmay 8
gedepanvrbix
saxonax oo « L1y
u 06 «2l1»?

4) B uyem paznuuue
NOHAMUU

9/1eKMPOHHO20
0OKyMeHma u
O0OKyMeHma Ha
MAWUHHOM
Hocumerne 8
3aKoHoO0amenbcmee
, ITOCTAX?

4) Kax mna pasnvix
oManax — MeHsIUCD
gdopmamet, u
Hocumenu J/{?

5) Kaxoevr smanvl
pazeumust
aA8MOMamu3upOBaH
HO20
00KyMenmoobopom
a?

6)Kax  mensnuco
YnpaenenuecKkue

Qyuxyuu
9IEKMPOHHBIX

l.®denepanbupii 3akoH  PD ot
10.01.2002 N 1-®3 «O06 3meKTpOHHOU
nudposoit  moamucu»  //CobOpaHue
3aKOHOJATEIILCTBA Poccuiickoit
®enepanun. 2002. N 2. Cr. 127.

2.@eodepanvhuiti 3akon P om 6
anpers 2011 2. N 63-@3 "0O6
anekmponnou noonucu'"// Poccuiickas
easzema. 2011, 8 anpena. Ne 5451.

3. Jlapun  M.B.  OnexmpomnHble
OOKYMeHmbl.: HOPMAMUeHO-
memoouueckoe obecneuenue//

Becmuux apxusucma. 2008. Ne 4. C.
106-124.

4. Tuxonos B.A., Owun B.A.
Cmanoénenue u passumue apxusos
MYl 8 1960-80-¢
2e.//Omeuecmeennvie apxusvl. 1998.
Ne 6. C. 39-46.

5. I'envman-Bunoepados Kb.
Mawunouumaemovie  OOKyMeHmMbl
CCCP.  Vuebnoe nocobue.Boin. 1.
M.:MI'MIAU, 1980.C. 7-14. 17-33, 48-
81.




00KyMeHmog?

IloaroroBka x| 1. Kaxkue | 8 wacos 1. TuxonoB B.WM. DnexrpoHHbIE
nekuuu 1. 0COOEHHOCTH JOKYMEHTHI ¥  apXUBBL.  Y4eOHO-
3JIEKTPOHHBIX MeToauyeckoe nocoodue. M., 2008. C.
JIOKYMEHTOB  KakK 5-20.
00BEKTOB 2.Kucenen N.H. DJIEKTPOHHBIE
APXUBHOTO JOKYMEHTBI: OCHOBHBIC HAIpPaBICHUS
XpaHeHUs ObLTH uccienoBannii//BecTHUK ~ apXHWBUCTA.
BbIIeTieHBl B 1980- 2000. Ne 3-4. C. 162-166.
e TOJIBI B
apXUBOBEICHUU?
2. Kakue MHeHus o
cTaryce
AIEKTPOHHBIX
JIOKYMEHTOB
BBICKA3bIBAINCH B
OTECYECTBCHHOM
ApXUBOBEACHUU U
JIOKYMEHTOBE/ICHA
u?
3.Kakue TpakToBKH
MOHSITUSA
«AIJIEKTPOHHBII
JIOKYMEHT
BBIJIBUTAIOT
y4eHble?
[ToaroroBka  k | 1)Kakoswt 10 wuac. 1)Jlapun M.B. DnekmponHvle
JIEKLIWH 2. ceoticmea OOKYMeHmbl.: HOPMAmMueHo-
00KyMeHma Memoouieckoe obecneuenue//
CO2NACHO TI'oCT Becmnux apxueucma. 2008. Ne 4. C.
15498-1-20077? 106-124.
2) Kaxkoswl 2)AdanaceeBa JLII. DnexTpoHHbBIE
cpeocmea JOKYMEHTHI B JENONPOHU3BOJACTBE U
VCmMaHosneHus apxuBe opranuzanuu// Cekperapckoe

AYMEHMUYHOCIU U
yenocmuocmu I/[?
3) Kax
pecnameHmuposana
npoyedypa
YO00oCmosepeHtus.
IOPUOUUECKOU  CUTbL
I/ 6 mooenvbHbIX
3aKOHAX,
PaspabomaHHIx
FOHCUTPAJT?

4) B uem paznuuue
peanamenmayuy

neno. 2006. Ne 1-3.

3) Jlapun M.B., PwickoB O.U.
DJEeKTPOHHBIE JIOKYMEHTBI B
yOpaBleHUU: MeToA. Tmocodue /

BHUMAAL. — M., 2008. — C. 123-
205.




npoyeoypul
yoocmogepeHus  1op
Cuvl e 8
HHupexmuse EC 00
9/IeKMPOHHBIX
yugpposwvix
NOONUCSX U 3AKOHE
P®  «O6 JSlI»
2002 200a?

5) Kax noeuusn
nepexoo
gedepanvhbix
opearnos
UCHONIHUMENLHOU
eracmu Ha pabomy
8 pamkax
«nekmpoHHo2o
npasumenbCmear
HA pe2nameHmayuro
IOPUOUYECKOU  CUTTbL
9/IEKMPOHHOZO
Odokymenma 6 P
H4  COBPEMEHHOM
amane?

6) Kaxue
HOpMamueHbvle
OOKYMeHmbl
pecnamenmupyom
yoocmosepeHue
IOPUOUYECKOU  CUTbL
I & cospemenrnom

POCCULICKOM
3aKoHoO0amenbcmee
? 7) Kakue 6uowvi
971eKMPOHHOLL
noonucu
nepeuuciensl 8
¢edepanvrom
3aKoHe «06
9JIeKMPOHHOU
noonucuy 2011 2.?
8) Kaxoswi
npoo.emol
yoocmosepeHus

1OPUOUYECKOLL CUNBL
3/ 6 npoyecce
apxueHo2o
Xpanenus?
9)Kaxue




HOpMAmMusHble
O0OKyMeHmbl
YCMAHABIUBAIOM
00s3aHHOCMU
cOOCMEeHHUKA 1o
xpanenuro I/?

IToaroroBka
JIEKIIUHU 3

K

1)B KaKux
MeHCOYHAPOOHBIX U
HAYUOHANbHBIX
cmanoapmax
3aKpeniensl
mpebosanus K
cmpykmype u
HOCMPOEHUIO
UHGOPMAYUOHHBIX
cucmem,  OCHOBbI
Kaaccugpuxayus
cucmem
NEKMPOHHO20
00KYMeHmoob0opo
ma?

2)Kakue
mpebosanus
npeovAsIAomcs K
KOPNOPAMuEHbIM
UHGOpMayuoHHbIM
cucmemam?3)B
uem paznuyue
MeEXHON0UU
Docflow « Worflow
npu  nocmpoeHuu
caon?

4) Kaxue
MemoouyecKue
paspabomku
BHUHITAJ,
Pocapxusa,
PecUOHAIbHBIX
APXUBHBIX
yupercoeHull
peznameHmupyom
MeXHON0UU
xpanenus 3/[?

5) Kaxue
MeAHCOYHapOoOHble U
HAYUOHAIbHBLE
cmauoapmol
peznameHmupyom
MEexXHON02UU

5 yacos.

Tuxonoe B.A., wun B.A.
Onekmponnvie apxuevl u
9NeKMPOHHBIL  OOKYMeHmoobopom//

Omeuecmeennvie apxusvl. 1999. Ne 2.
C. 12-26.

Tuxonos B.U. 3adauu apxuenozo
XpaHeHus 3J1eKMPOHHBIX OOKYMEHMOB:
us onvima LIAJ[DHM.//
Omeuecmeennvie apxuevi. 2010. Ne 3.

C. 51-60.




xpanenus I/[?
6) B Kaxue
acnekmuol XpameHus

o

paccmampusaomc
A 8 cmaHoapmax u
MemoouyecKux
pexomeHoayusix?
ITogroroBka K 1) Kakosbi Tuxonoé B.HM. 3aoauu apxusnoco
71a00paTOPHOM | MpU3HAKU 5 uacos XpaueHust d1eKmMpOHHbIX OOKYMEHMOB:
3aHATHIO 1 Kraccuguxkayuu u3s onvima L[AZIDHM.//
/1?7 2) B uem Omeuecmeennvie apxugvi. 2010. Ne 3.
3HaueHue no C. 51-60.
¢dopmamnuou Kykosa M. I1. Komnnekmosanue
Kaaccugpurayuu apxueos INEKMPOHHBIMU
21? ookymenmamu//OmevecmeeHnnbvie
3) Kaxoswvi apxusvl. 2000. Ne 2. C. 5-17.
OCHOBHblEe 6UObl U Casun B.A. ApxusHvle s1ekmpoHHble
PA3HOBUOHOCU ungopmayuonmvie pecypcul
UHDOPMAYUOHHBIX Poccuiicrotii @eodepayuu.
cucmem? uoenmuuxayus u - Kiaccuguxayus
4) Kaxoswi //Omeuecmeennvie apxusvl. 2008. Ne
OCHOBHblEe BUObL U 4. C. 31-38
PA3HOBUOHOCIU 26.
gopmamos 3/? 5) Tuxonoe B.M.  3aoauu apxuenoco
IIpuseoume Xpauenust d1eKmMpOoHHbIX OOKYMEHMOB:
npumepbl u3 onvima LHAJIDHM.//
APXUBHBIX Omeuecmeennvie apxusvi. 2010. Ne 3.
(medrcniamepopmen C. 51-60.
Hble) hopmamos. llpokos C.B. Pexomenoayuu MCA no
6)Hazoseume pabome c INEKMPOHHBIMU
ompacneguvle u OOKYMEHmamy 01 ApXUBUCMO8
memamuyeckue opeanuzayutl.// OmeuecmaenHvle
KOMNJIEKCbL apxuswl. 2010. Ne 3. C. 65-73.
NEKMPOHHBIX
O0OKYMEHmMO8,
Gopmupyrowuxcs 6
P® 7)) B uem
YEHHOCMb KaNHCOOU
u3 epynn
KOMNJIEKCO8 KAk
UCOPUYECKUX
UCTOYHUKOS no
ucmopuu
nOCMco8emcKou
Poccuu?
8)Hazosume
usgecmuvie  Bam

npoeKmaol no




nepesooy

UCOPUYECKUX
UCTOYHUKOB 8
MawuHoYumaemblil
8u0
(oyughposanuio).

[ToarotoBka K | /)Kaxue gpaxmopot 10 uacos

J11ab0PaTOPHOM | OKA3bI8AOM

3aHSTHIO 2 BNUSHUE Ha
onepamugHoe
coxpanenue  I/?
2) Kaxkue
HOpMamueHvle U
MemoouyecKue
O0OKYMeHmbl
peznameHmupyom
VCIOBUSL  XPAHEeHUs.
INEKMPOHHBIX
0OKYMeHmMo8  Hd
PA3IUUHBIX
Hocumensax?
3)Kaxoe
obopyoosanue
Heobxoo0umo  0ns
XpaueHust
INEKMPOHHBIX
O0OKYMeHMmMOo8?

4) Kaxue
npoo.emol
coxpanenus
NEKMPOHHBIX
O0OKYMEHmMO8 8
00./1208peMeHHOl
nepcnekmuee
obcyscoaromes 8
apxusogeoenuu?
5) Kakosa ponv
muepayuu u
KOHBepmayuu
OaHHbLX u
O0OKYMeHmo8 8
obecneueHuu  ux
coxpannocmu?

6) B cywnocmos
IMYAAYUU u
UHKANCYIAYUU
OaHHbIX npu

coxpanenuu I/?
7) Kakosa poiv




cmanoapmuzayuu
Gopmamos u
MemaoaHHvix
O0OKYMEHmMOo8 6 Ux

Xpaumenuu?
[TogroroBka «k | 1)KakoBbl 2 yaca
JIEKIUH 5. TEOPETUYECKHE

MOIXO0/IbI K

o0BeKTaM u

YPOBHSIM OIHCAHUS
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2) Kaxkue

CYLLIECTBYIOT

MEX1yHapO HbIE

CTaHJapThI

OmMHUCaHus u

MpaBUJia ONUCAHUS

oA,

pPEKOMEHIaluu  TI0

UX ONHUCAHUIO?

3) B yeMm

cnenuduka

nH(pOpMaIMOHHO-

MTOMCKOBBIX

XapakTepucTuk /[

[0 CpPaBHEHUIO C

TPaJAULIUOHHBIMU?
[Toaroroska k 1) Kak 4 yaca OcHoBHBIE TIpaBuia pabOTHI
71a00paTOPHOM | OTIPE/IEIEHBI apxuBoB opranusanuid. M.,2003. IT. 4.
3aHATHUIO 3. MOHATHS «EAUHULIA OcHoBHBIE TpaBWiia pabOTHI ¢

ydeTay, «EeIWHHLA
XpaHEeHUs» O/,

JJIEKTPOHHOTO
JIen0,  KOHTEHHEep
CJ| B
HOPMAaTHBHBIX U
METOAMYECKUX
JIOKYMEHTax.

2) Kakue dopmbl
IBUKEHUS O]1
MIOJIeXKAT yUETy.

3) Kaxkoeswi
yuemHvle — hopmbi
I/ 6  apxuse
opeanuzayuu u
20Cy0apcmeeHHOM
(MYHUYUNATILHOM)

apxuse.

HAy4YHO-TEXHUYECKOW JOKYMEHTALUEN
B OPraHM3alUsAX W Ha MPEANPUATHSIX.
M., 2003. I1.3.1.




IToaroroBka
1ab0paTopHOM
3aHATHIO 4

K

Jatime
onpeoeneHue
eouHuybl (eouruy)
onucanus I/].
2)Kaxoewi
ungopmayuonHo-
nOUcKogvle
xapakxmepucmuxu
eoOuHuYy xpanenusa?
3) Kaxkoeuvt
mpebosanus K
cocmagy u
COCMasnenuio
conposoouUmenbHo
1l OOKYMeHmayuu.
4) Kakosbl 6uobl
uHopmayuouHo-
NOUCKOBbIX
cnpasoynuxkos 3/[
u 6 uem  ux
omau4us om
CNpagoyHo-
ungopmayuonHvix
cpeocme K
MPaAOUYUOHHBIM
O0OKYMEHmMAM.

4 yaca

IToaroroska
JIEKIAH 6

K

1) Kaxoswvi
OCHOBHblE
apxusoseoueckue
mpebosanus
MeANCOYHAPOOHBIX U
HAYUOHANbHBIX
cmanoapmos K
NPOCPAMMHOMY
obecneyeHuro
NEKMPOHHO20
apxuea?

2) Kaxue 6uovl
dopmamos
001HCHbI
noooepacusams
9NEeKMPOHHbBLE
apxuewvt?

3) Kaxoswi
NPU3HAKU
Kraccuguxayuu
NPOSPAMMHO2O
obecneyenuss 014
NEKMPOHHO20

5 uacos

Xapuenxko O.A., Kmumosa A.D.
Kynpsawesa H.K. Ilnocer u munycol
opeaHu3ayuu 3JeKmpoHHO20 apxusa//
Omeuecmesennvie apxusvi. 2009. Ne 6.

C. 48-52.




apxuea?

Iloocomoska k| 1)KakoBbl 4 yaca 1. DOC-Online. He3aBucumbiii
nabopamoprom | GYHKIUU TIOPTAJ O CHCTEMAX JICKTPOHHOTO
3aHAMUIO 5 | IeKTpOHHBIX JIOKyMEHTOOOOopoTa. WWw.doc-
Ilpocpammnoe | apXvBOB Kak BHJA online.ru
obecneyenue IPOTrPaMMHOTO 2. Docflow.  Bce o mupe
ons  cos0anus | obecrieueHus ? 9NEKMPOHHO20  OOKYMEHmMOoobopoma.
971eKMPOHHBIX 2)Kaxogwi [Onekmponnswiii pecypc| - Onekmpon,
apxusoe. Kpumepuu 6bl00pa Oau.- M., 2002-20042 —
Mynemugpopma | I10 ons paznuunvix www.docflow.ru, ceoboonwiii. — 3aen.
MHble 8U006 apxuea C 9Kpaua.
NOUCKOBbLE INEKMPOHHBIX
cucmembl. OOKYMEHMO08?

3)Kakoewi

mpebosanus K

MexXHUYecKoMy

obecneuenuo

apxusa

NEKMPOHHBIX

00KYyMeHmog?
[TonroroBka k | 1) KakoBsl 4 yaca OcHoBHblE TpaBuiia PabOTHI
aexkuuu 7. (GyHKIUHU apXxuBa apxuBOB opranuzauuii. M.,2003. I1. 4.

AJIEKTPOHHBIX OcHOBHBIE TpaBWia pPabOTHI C

JIOKYMEHTOB? Hay4YHO-TEXHUYECKOW JOKyMEHTaIUen

2) KakoBsl B OpPraHU3aIysIX ¥ Ha TPEANPHSITUSX.

HOpMaTHUBHbBIE M., 2003. I1.3.1.

YCIIOBUS XpaHEHUS

IIEKTPOHHBIX

JIOKYMEHTOB?

3) KakoBsl BuBI

apxuBa

DIIEKTPOHHBIX

JIOKYMEHTOB?

4) KakoBsl

UCTOPHS apXHBOB

MaITHHOYUTAEMBIX

JTAHHBIX U

cocTaB

JIOKYMEHTOB

apXUBOB

MAaIHHOYHTAEMBIX

JTaHHBIX ?
Hamnucanue 10 yacos CM. cIOHMCOK IUTEpaTyphl IO
pedepara. Kypcy
Cm. CIIMCOK
pedepaToB
Hanucanue 10 yacos CM. CIOHCOK JIUTEpaTyphl IO



http://www.doc-online.ru/
http://www.doc-online.ru/

pedepara.
Cwm. CIIUCOK
pedepaToB

Kypcy

Hmoeo no 48
oucyuniune

9.3.2. PABOYAS TETPAJb CTYAEHTA

ApXHBBI 3JIEKTPOHHBIX JIOKYMEHTOB

Cryanenr (®HO)

OTACICHUC

Kypc
I'pynma

[Ipenonasatens (OHO)
Houent AdanacseBa JLII.
Mocksa 2010

DaKyJbTET




I[MTOACHUTEJIbHAA 3AITMCKA

PaGouas TeTpaap cTyZeHTa [0 CHEUMATBbHON TUCHUIUINHE «DJIEKTPOHHBIC apXUBBD»Y IO
cnenmansHocTrn 080801 “Tlpuknagnas wHpopMaTuka B uH(OpMammoHHOW cdepe” 5 Kypca
dakynbrera 3 3a0YHOTO OTACICHUS.

Pabouas  terpagp mpeaHa3HAueHA Ui OPTaHU3AIMHM CAMOCTOSTEIBHOTO H3YyYEHUS
CTYJEHTaMH 5 Kypca 3/0 TEOPETHUECKOro MaTeprasa OCHOBHBIX TEM Kypca U HanOoJjiee BaXKHOMN
Hay4YHOM M METOAUYECKOM JIMTepaTypbl, pecypcoB IHTepHeTra, a Takxke IPUKIATHOTIO
POrpaMMHOT0 OOecrieueHus B 00JIaCTH CO3/IaHUs AJICKTPOHHBIX M3gaHuil.  Pabouas TeTpans
COJCPXKHUT 3aJaHUs, KOTOPbIE AKIEHTUPYIOT BHUMaHHUE CTYJCHTOB Ha KJIFOYEBBIX AaCHEKTax
TEMaTHUYECKHUX pa3fesioB Kypca. 3aJaHus BBIIOJHAIOTCS CaMOCTOSITEIbHO Ha OCHOBE OCBOGHUS
PEKOMEHIyEMOM JINTEPaTyphl K KaXKIOU TEME.

B cootBercTBUU € pazaenamu nporpammbl aucuuiuinabl, PTC coctout u3 cemu tem.
3armosHEeHHE KaX/I0T0 U3 Pa3/IeoB OLIEHUBAETCS 0 MATHOAUIbHOU cucteme. [lepBas yacTh
terpaau BkItouaeT 4 3aganus (0-20 6amios). g monmycka K Sk3aMeHy HE0O0XO0JIMMO HaOpaTh
11 6amnoB. Bropas gacte Birouaet 3 temsl (0-15 6amnos). Jlns 3agera HeoOxoaumo Hadpats 10
OamioB. B menom 3amonHeHue TeTpaau MoxKeT ObITh orieHeHo oT 0 o 35 OGamnoB. PaGouas
TETpaab CAACTCS MPETOAABATEINIO I POBEPKH, TIOCIIE YETO OCBOCHHE MaTepHalia MpoBepseTcs
B XOJIe UHIMBUyallbHOTO cobecenoBanus. CTyAEHTY 3aat0TCs BOIIPOCHI MO pa3jenaM TeTPaiu.
Jis moy4eHus 3a4era MoMUMO ClIaud MaTtepuaia pabodeit TeTpaa HeoOXOqMMO TaKkKe
MOCEIIEHUE MPAKTUYECKUX 3aHATHH U BBIMIOJIHEHNUE 33aJaHUM.

Tema 1. Beenenue

1. Tlpu wu3yyeHun JaHHOW TEMbI ClEQyeT O0paTuTh  0coboe BHUMaHue Ha
MOHATUMHBIN anmapar.

Kak B 3akone P® «O06 I/IHd)ODMaHI/II/I, I/IHd)ODMaI_II/IOHHLIX TCXHOJIOTUAX M 3alllMTC

uHdopmaium» aaHbl JeUHULIUN TOHATUN
nHpopMaTuzamnus

JOKYMEHTUpPOBaHHas nHGopMalus (JOKyMEHT)

HH(bOpMaHHOHHaH CHUCTEMA

CpaBHuTe
Hebunummio  tepmuna  «JlokyMeHT  Ha | JleduHunuo TepMHHA «DIEKTPOHHBIE

mammHHOM Hocutene»y B ['OCT P 51141-98. | mokymeHT»
JenonpousBoAactBo ¥ apxuBHOoe  feno. | OO anekTpoHHON UG POBOI MOAIHCH
TepMuHBI 1 onpeeneHus

B dgem Pa3InuInue MEXay dTUMHU MOHATUIMHA?
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Tema 2. IIpaBoBoe peryJiupoBaHue 3JIeKTPOHHbIX JOKYMEHTOB.

Ha ocHOBe aHanm3a 3aKOHO/IATEIILCTBA OTBETHTE HAa BOTIPOCHI.
1. KakoBsl mpaBa coOCTBEHHUKA WH()OPMAIIMOHHBIX PECYPCOB?

2.Kakne o00sg3aHHOCTH

JOJIDKEH BBIIIOJIHATH

KOH(l)I/II[GHI_II/IaJIbHBIX " NCPCOHAJIbHBIX I[aHHBIX?

3.Kak 3akoH rapantupyer mpaBo

pecypcam?

4. CpaBHHUTE IIPAaBOBOE PErYJIMPOBAHNUE

COOCTBEHHUK 1o 3alIuTC

Ha JIOCTYN K TOCYAapCTBEHHBIM HH(DOPMAIIMOHHBIM

FOPUINYECKON CHJIBI
JIOKYMEHTa Ha MalllMUHHOM
HOCHTEJIE B

I'OCT 6.10.4-84.
YHU(DUIUPOBAHHBIC CHCTEMBI
nokymeHTtauuu. [Ipunanue
FOPUINYECKON CHJIBI
JOKYMEHTaM Ha MallluHHOM
HOCHUTEJIE U MAllIMHOTPAMME,
CO3J1aBa€MbIM CpEJCTBaMU
BBIYMCIIUTEIbHON TEXHUKH.
OCHOBHBIE TIOJIOKEHUS
I'OCT ot 01.07.87 N 6.10.4-
84

FOPUANYECKON CHJIBI
JOKYMEHTa, TOJIYyYEeHHOTO W3
WHPOPMAIIMOHHON  CHCTEMBI
B CT.5 3akoHa  «0O06
nH(pOpMaIny,
MH(OPMALIMOHHBIX
TEXHOJIOTUSIX W 3aluTe

napopmanun» (2006
)

FOPUANYECKON CHJIBI
AJIEKTPOHHOTO JIOKYMEHTa B
3akoHe «O0  DIEKTPOHHOI

nudposoit noamucu» (2002)

B yeM cyTth nponsomenmux 3a 20 jger u3MeHEeHUn?
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Jlureparypa Kk 3aJaHHUIO:

@enepanbublii 3akoH Poccuiickoit @enepaunu ot 27 utons 2006 r. N 149-03 «O6
uH(popManru, HGOPMAITMOHHBIX TEXHOJOTHUAX U O 3amuTe nHbopManum»// Poccuiickas rasera.
29 uronst 2006 . Ne 4131.

4. 3akoH P® «O06 snekrponnoit mudposoit noamucu» ot 10.01.2002 N 1-®d3//Cobpanue
3akoHozarenbcTBa Poccniickoit @enepauun. 2002. N 2. Cr. 127.

I'OCT 6.10.4-84. YHuduimpoBaHHble CUCTEMBI JOKyMeHTauu. [Ipunanue
IOPUIMYECKON CUIIBI JOKYMEHTaM Ha MAllIMHHOM HOCHUTEJE U MAallIMHOTPAMME, CO3/1aBaeéMbIM
CPEICTBAMU BBIUYMCIUTEIbHON TEXHUKH.

I'OCT P 51141-98. [lenonpou3BoICTBO U apXHMBHOE Jes10. TepMUHBI U OTPEICTICHUSI.

Adanacwena JI.II. MadopmaTHu3aiys apXuBHOTO Jieia; OpraHu3aIus u
ynpasienue//lenonpounsBoactso. 2004. Ne 2.

Kykapuna FO.M. DnekTpoHHBIE JOKYMEHTBHI B 3aKOHOJATENbHBIX akTtax crpan CHI//
OreuectBennble apxuBbl. 2002. Ne 1. C.41-44.

Tema 3. Kinaccudukanusi 31eKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe u3yueHMs Hay4YHOH JMTEpaTypbl IO MpoOieMaM XpaHEHUs JIEKTPOHHBIX
JIOKYMEHTOB OTBETHTE Ha CIEAYIOLIUE BOIPOCHI:
1. KakoBbI cOBpeMeHHbIE KIacCU(PUKALIMY MAIIMHOYUTAEMBIX IOKYMEHTOB

Jluteparypa K 3aaHHIO:

3anaes I'.3. AHanu3 u kinaccupuKanus 3JeKTPOHHBIX JTOKYMEHTOB//BecTHUK apXuUBHCTA.
1999. Ne 2. C . 60-61.

Tema 4. KoMniiekToBaHMe M 3KCIIEPTH3a HEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe u3yueHus Hay4HOH JuTepaTypbl IO HpoOIeMaM XpaHEHHs JIEKTPOHHBIX
JIOKYMEHTOB OTBETHTE Ha CJIEYIOIINE BOIIPOCHL:

1. Kakue mnoaxonel B KoHuenuuu uH(pOpMaTH3alMM apXWBHOTO J€ia  IPEUIaraiorcs B
o0jacTu mepenauyd Ha MOCTOSTHHOE XpaHEHUE JOKYMEHTOB HA HETPAJULMOHHBIX HOCUTENSAX?

Jlureparypa K 3a1aHHIO:

Konnenmus nuapopmaruzanuu apxuBHoro nena // Bectruk apxusucta.1996. N 1. C.
60-82.

2. Kakoe 3HaueHMe UMeeT BHeApeHHE UH(POPMALMOHHBIX TEXHOJOTUH B
JIeNIOTIPOU3BOJICTBO JUIsl KOMIUIEKTOBAHUS UMM TOCYJapCTBEHHbIX apxuBoB? Kakue npoGiiembl
BO3HUKAIOT N€pe/l apXuBaMu B cBsA3M ¢ peanuzauueid OLIT «Onexrponnas Poccus»?

JIutepaTypa K 3a1aHHIO:

Tuxonos B.U. IOmun B.A. Bynyt nmu B «3nekTpoHHOI» Poccuu 35eKTpoHHbIE
apxuBbl?//OteuecTBenHble apxuBbl.2002. Ne 5. C.12-19.

3. Kakue cymecTByOT KOHIENIIMH XpaHEHUS! MAIIMHOYUTAEMBIX JTOKYMEHTOB?

JIutepaTypa K 3a1aHHIO:

Tuxono  B.M. Omwmu B.A.  CoBpemeHHbIE  KOHIENIMH  3JIEKTPOHHBIX
JOKyMeHTOB//OTeuecTBeHHbIE apxuBbl. 1999. Ne 1.

4. HazoBUTE KpHUTEpPUU SKCHEPTU3HI LIEHHOCTH 3JEKTPOHHBIX TOKYMEHTOB.

JIuteparypa K 3a1aHHIO:

OcHoBHbI€ MpaBuia padoTkl apxuBoB opranuzanuii. M.,2002. Yacts 3.

Tema 5. O0ecnieyeHne COXpaHHOCTH JIEKTPOHHBIX JOKYMEHTOB.

Ha ocnoBe u3yuenus tpe6oBanuii [OCToB oTBeThTE Ha CieIyIONIUE BOIPOCH:

1. ®akTOpHI, BIASIONIME HA COXPAHHOCTD J/I,

2. HopmatuBHble ycinoBus xpaHeHus /1.

Jlureparypa K 3a1aHHMI0:

PJ1 50-524-84 Tlopsinok XpaHeHHs JOKYMEHTOB Ha MAITMHHBIX HOCUTEIISX.

'OCT 28388-89. Cucrtembl 00paboTku uHpopManuu. JIOKyMEHThl Ha MarHUTHBIX
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HOCcUTENSAX NaHHBIX. [1opsI0K BEIMOMHEHNS U 00palleHusl.

Tema 6. D1eKTPOHHBIC aPXHUBBI.

Ha ocHoBe u3yueHuss Hay4yHOU JuTEpaTypbl IO MpodiIeMaM XpaHEHUS SJIEKTPOHHBIX
JIOKYMEHTOB OTBETHTE Ha CJIEIYIOIINE BOIPOCHL:

1. KakoBa poJib MalllmHOYMTAEMBIX JOKYMEHTOB B Jiesionpon3BoacTee 1960-80-x roaoB ?

2. B Kakux OTpacisgxX YHpaBJICHUS CO3JaBAIUCh OOJBIINE MACCHBBI MAITMHOYUTAEMBIX
JIOKYMEHTOB.

3. Korma mammHOYMTaeMble IOKYMEHTHI ObUIM O(UIIMATBFHO BKJIIOYEHBI B COCTaB
roCyAapCTBEHHOT0 apXUBHOTO ()OH/Ia CTPAHBI?

4. B yem cneuupuka MaAIMIMHOYUTAEMBIX JOKYMEHTOB Kak OOBEKTOB apXHWBHOTO
XpaHeHus1?

5.Kakum o6pa3zom npobiiema MalIMHOYNTaeMbIX JOKYMEHTOB pelIeHa 3a pyoexom?

6.KaxoBbl 3a71auu 1 GyHKIIUH, COCTaB IOKYMEHTOB apXUBOB MAIlIMHOYNTAEMBIX JaHHBIX?

JlutepaTypa K 3aJaHMIO:

I"apckoBa 1.M. ApxuBHpOBaHNE MAITMHOYUTAEMBIX JTaHHBIX//MEXTyHapO HbIC
muckyccun//Vb accounanuu «Vcropus u komnbrotep»1995. Ne 13. C. 15.

Tuxonos B.U., FOmun B.A. DiekTpoHHbIE apXUBBI U 3JIEKTPOHHBINA JOKYMEHTO000POT//
OteuecTBeHHbIE apXuBbl. 1999. Ne 2.

Onu xe. bynyr nu B «3nekrponHoi» Poccun snektpoHHbie apxuBbl?//OTe4ecTBEHHbBIE
apxuBb1.2002. Ne 5. C.12-109.

Tema 7. DnekTpoHHBIE apXWBBI KaK pPAa3HOBHIHOCTH MPUKIAJHOTO IMPOTrPAMMHOTO
obecreyeHus..

Ha ocHoBe ananu3a peiaka [10 B 065acTi co31aHus SJIEKTPOHHOTO apXUBa OpraHU3aIluu
COCTaBbTE CIICAYIOUIYIO TAOJIHUKY.

IIporpamma Paspaboruuk DyHKIIMH
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Hpunoxenne 1

AnHomayus oucyunaunvl (Mooyns)

Juctummaa «CHCTeMbl XpaHEHUs DJIEKTPOHHBIX JOKYMEHTOBY» peaan3yercs Ha (aKylbTeTe
APXUBOBCACHUA N JOKYMCHTOBCACHUSA Ka(berOﬁ APXHUBOBCACHUA.

L[e.]’[b OUCLHUIIJINHBI - HOHFOTOBI/ITB cricnyaincra, 3HArMmCro TCOPECTUYCCKUC OCHOBLL
APXUBOBCACHUA JJICKTPOHHBIX JOKYMCHTOB, BJIaJACIOLICTO MeTOHHKOﬁ OopraHu3aliuy XpPaHCHU,
KOMIUJICKTOBAaHUA, Y4Y€Ta MW HCIIOJb30BAHUA OJICKTPOHHLBIX AJOKYMCHTOB pPa3JIMUYHBIX BHUHI0B
npeAcTaBiIeHUS HHGOPMAIMU U (OPMATOB Ha COBPEMEHHOM 3Tarle.

33,2[21‘-11/[ AUCHUIUIMHBL - HU3YYUTH OCO6€HHOCTI/I OJICKTPOHHBIX HOKYMCHTOB KakK OGT:GKTOB
ApXUBHOTO XpaHEHHUS B OTEYSCTBEHHOU M 3apy0eHOI ucTopuorpaduu;

- chopMUpOBaTh TMPEACTABICHUS O HOPMATHBHOW METOIMWYECKOW 0aze XpaHCHHUS
3JICKTPOHHBIX JOKYMEHTOB, B. T. 4. B cOCTaBe ApXuBHOTO (hoHIa PD;

- chopMUpOBaTh TpPEICTaBICHHE 00 OOECIEUYCHWH  COXPAHHOCTH, yYe€Te W ONHCAHHUU
OJICKTPOHHBIX TOKYMEHTOB, OpraHu3alii UX OIICPATHUBHOI'O U JOJII'OBPEMCHHOI'O XPaHCHUSA

- UI3YYUTH KJIaCCI/I(bI/IKaIII/IIO SJICKTPOHHBIX JOKYMCHTOB,

- H3YUUTHb OPraHU3alui0 KOMIIICKTOBAHUA apXUBOB Opl"aHI/I?»aHI/II‘/‘I, TOCYJapCTBCHHBIX U
MYHUIUIIAIBHBIX apXHUBOB 3JICKTPOHHBIMH JOKYMCHTAMMU,

- U3YYUTH KPUTCPHUHU SKCIICPTU3bI HEHHOCTU :‘)I[,

- UI3YYUTH NPOrpaMMHOC O6CCHC'-ICHI/IC AJId BJICKTPOHHBIX apXHWBOB.

JuciumuinHa HarmpasiieHa Ha GOPMHUPOBAHKE CIICTYIONTIX KOMITCTCHITHIA:
OIIK-4. CnocobeH wucmonb30BaTh 0a3oBble 3HAHUSA B o0jacTd WHGOPMAIMOHHO-
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA B chepe cBoel poheCCHOHATLHOM NeSTeIbHOCTH

B pe3ynbrare ocBO€HUS AUCHUIIIMHBI 00yYaOLIUICS TOJKEH:

3HATh:

- OCHOBBI TEHJEHIMH IPABOBOTO PETYJUPOBAHUS  XPAHEHMs JIEKTPOHHBIX JIOKYMEHTOB
(O[1) B poccuiickoM 3aKOHOAATENbCTBE, OCHOBHBIE TEHCHIIMAX B Pa3BUTHU IIPABOBON 0a3bl;

- poJIb DJEKTPOHHBIX apXHWBOB B COCTAaBE€ HAlMOHAJIBHBIX apXMBHBIX CIYKO0 Mupa, HX
(byHKIMU ¥ TPOpUIIb;

- OCHOBHBIE MEXJAyHapoIHbIE M MEXIOCyJapCTBEHHbIE CTaHAApTBl B  o0nactu
JIOJITOBPEMEHHOTO U TIOCTOSIHHOTO XpaHeHus D/1;

- TIOJIOKEHHS HAIlMOHAJIbHBIX M OTPACIEBBIX CTAHAAPTOB U METOAMUYECKUX PEKOMEHAINH 110
METOJMKE OpPraHM3allMM XPAaHEHUs, KOMIUIEKTOBAHMsS, y4eTa M MCIOJIb30BAaHUS 3JIEKTPOHHBIX
JTOKyMEeHTOB B P®, Meronumueckue pa3zpaOoTKu (QenepalbHbIX M PETHOHAJIBHBIX apXHUBOB,
BeIOMCTB PO ;

- POJIb AJIEKTPOHHBIX TOKYMEHTOB B cocTaBe ApXUBHOTO (poHaa PO Ha coBpeMeHHOM 3Tarie;
UX LIEHHOCTh KaK UICTOPUUYECKUX UCTOYHHUKOB;

- IPUHLIMIBI ¥ IPU3HAKU KJIACCU(UKALIUU JIEKTPOHHBIX JOKYMEHTOB;

- 0COOEHHOCTH y4yeTa M ONHUCAHUS IJIEKTPOHHBIX JOKYMEHTOB Ha OCHOBE METOIUYECKUX
pa3paboTOK pOCCUIMCKUX U 3apyOEeKHBIX apXUBOB;

- OCHOBBI O0ECIEYEeHHsI COXPAHHOCTU JIEKTPOHHBIX JOKYMEHTOB IIpU JOJTOBPEMEHHOM M
MOCTOSSHHOM XPAaHEHUWU B T.4. HA OCHOBE OIbITA U METOJMYECKUX pa3pabOTOK POCCUMCKHX U
3apyOeKHBIX apXHUBOB,;

- COBpPEMEHHBIN OMBIT M0 CO3/IaHUIO AJIEKTPOHHBIX apXMBOB B Halllel CTpaHE U 3a pyOekoM
KaK YUYPEXICHHMM, CTPYKTYpHBIX IIOApA3JEICHUA MHUHUCTEPCTB M BEIOMCTB, KOpHOpanuil
OCYHIECTBIISIIOIIUX JIOJITOBPEMEHHOE U TMOCTOSIHHOe XxpaHeHue OJI, coctaB ux (¢HOHJIOB,
UCTOYHUKU KOMILIEKTOBAaHUS, (PYHKIUH;

- (QYHKUUH SJIEKTPOHHBIX apXMBOB KaK pPa3HOBUAHOCTH IPOrpaMMHOro oOecredyeHus,
Kkputepuu Bbidbopa [10 asis 21eKTpOHHOTO apXuBa;

- OCHOBBI OPraHN3alMK NIEKTPOHHOI'O apXMBa Ha NPEANPUATUH, YUPEKACHNH.
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YMETh!

- OpraHu30BaTh IIOCTOSIHHOE U JJOJTOBPEMEHHOE XPAHEHHUE JJIEKTPOHHBIX TOKYMEHTOB B
COOTBETCTBUM C HAyYHbIMH INPUHIMIIAMH W HOPMATUBHBIMU TpeOOBAHUSAMH, a TaKKe
CTaHJapTaMHU U METOJNYECKUMHU PEKOMEHAALNSIMU ;

- HCHOJb30BaTh CYLIECTBYIOIIME METOAMYECKHE pa3pabOTKM W CTaHJAApPThl I CO3JaHUS
JIOKQJIbHBIX HOPMAaTHBHBIX AaKTOB, WHCTPYKUUH M PYKOBOJCTB, PErJIaMEHTUPYIOIIUX Y4ET,
OINKCaHKe, XPaHEHUE JIEKTPOHHBIX IOKYMEHTOB;

- OpraHM30BaTh KOMIUIEKTOBAaHUE apXHWBa OPraHU3alUU D3JIEKTPOHHBIMU JIOKYMEHTaMH,
0(OPMHUTE COOTBETCTBYIOLLYIO COMPOBOJAUTEIbHYIO U YUEHYIO JOKYMEHTAIUIO B COOTBETCTBUHU C
HAaYYHBIMH TPUHLIMIAMH W HOPMATUBHBIMU TpPEOOBAaHMSAMH, a TakkKe CTaHAApTaMU U
METOAMYECKMMH PEKOMEHIALUSIMH;

- COCTaBHUTh peKoMeHJanuu ajs ciayx0el UT mo BeIOOpPY TEXHHMUYECKOTO M MPOTPAMMHOTO
oOecrieyeHHs Ui DJIEKTPOHHOIO apXWBa OpPraHU3allMd B COOTBETCTBUUM C HAayYHBIMHU
OPUHIUIIAMA ¥ HOPMATHBHBIMH TPEOOBAHUSAMH, a TaKKE CTaHAAPTAMH U METOIUYECKUMHU
pPEKOMEHIalUsIMU;

- COCTaBUTb JIOKAJbHbIE HOPMAaTUBHBIE AKTbl U PYKOBOJACTBA ISl pabOTHI 3JIEKTPOHHOI'O
apxuBa OpraHU3aLNY;

CO3/1aBaTh CIIPaBOYHO-ITIOMCKOBBIE CPEJICTBA JJIsl apXUBA 3JIEKTPOHHBIX JOKYMEHTOB

BJIAJICTh:

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

- IOUCKOM NPO(UIBHBIX HHPOPMALMOHHBIX PEeCYpCcoB B ceTu MHTepHeT

- HaBbIKaMHU BBIOOpA M CpPaBHEHUS MPOTPAMMHBIX KOMILJIEKCOB JUIsl 3JEKTPOHHOTO apXuBa
OpraHu3aluy.

- HaBbIKaMU yueTa 1 obecrieueHust coxpanHoctu /1.

[To nucruIuinHe IpeaycMOTpEeHa IPOMEXKYyTOUHas aTTecTalus B opMe IK3aMEeHa.
OO011ast TpPy0€MKOCTb OCBOCHHUS AUCLUIUIMHBI COCTABIISAET 3 3aU€THBIC €JMHUILIBI.



