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ITosicuuTeILHAS 3aIMCKA
1.1. lean u 3agaun AUCHUILIHHBI

Lenp nucuuruiiHbl cooTHeceHa ¢ pe3ynbTaTtoM ocBoeHuss OIl BO (popmupyembiMu
KOMITETCHIIMSIMHU ).

Legb TMCHUIUIMHBI - TOATOTOBUTH CIIEHUAINCTA, 3HAIOIIETO TEOPETHUYECKUE OCHOBBI
apXMBOBEJCHUS DJIEKTPOHHBIX JIOKYMEHTOB, BJIAJICIOLIET0 METOAMKON OpraHM3allud XpaHEHMs,
KOMIUICKTOBAHHUS, Y4€Ta M HCIOJIb30BAHUS DJICKTPOHHBIX JOKYMEHTOB pAa3JIMYHBIX BHUIOB
npezcTaBiIeHus HHPopMaLuu U (POpMaTOB Ha COBPEMEHHOM JTarle.

3agaum JUCHMIJIMHBI:

- U3y4UTb OCOOEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB apXUBHOI'O XPaHEHHUS
B OTE€UYECTBEHHOH M 3apyOeKHOI UCTOpUOTpaduu;

- copMupoBaTh IpPEICTABICHUS O HOPMATUBHOM MeETOAMYECKOW Oaze XpaHEHUs
AIIEKTPOHHBIX JOKYMEHTOB, B. T. 4. B cOcTaBe ApxuBHOro (houna Pd;

- copMHpoBaTh IpeJCTaBIeHHEe 00 00ECIeYeHUH COXPAaHHOCTH, y4eTe U ONHMCAHUU
AIIEKTPOHHBIX JOKYMEHTOB, OPTaHU3aLMU X ONEPATHBHOTO M JOJITOBPEMEHHOTO XPaHEHUS;

- U3YYUTh KJIACCU(PHUKALNIO FJTEKTPOHHBIX JOKYMEHTOB;

- U3yYUTh OPraHU3AIUI0 KOMIUIEKTOBAaHHUS apXWBOB OPTaHM3AlWi, TOCYJAPCTBEHHBIX H
MYHULUNAIBHBIX aPXUBOB JIEKTPOHHBIMU JTOKYMEHTaMH;

- U3YYUTH KPUTEPUU IKCIIEPTU3BI IEHHOCTH D/I;

- U3YYUTh MPOrPaMMHOE OOecTIedeHre /171l 3JIEKTPOHHBIX apXHUBOB.

1.2. IlepevyeHb NIAHMPYEMBIX Pe3yJbTATOB 00y4YeHHUs MO AUCHMILINHE, COOTHECEHHBIX
¢ HHAMKATOPaMH I0CTHKEHHUSI KOMIIeTeHM i

Komnerenuus Nuaukaropsl Ilepeuenn IJIAHMPYeMbIX pe3yJibTaToB

(xon U | KOMIIeTeHIIHI o0y4eHus1 O ANUCHHILINHE

HAaUMEHOBAHUE) (xon u

HalMEHOBAHMUE)

OIIK-4. Cnocoben | OIIK 4.3. 3HATh:

MOHUMATh [Tonb3yercs - OCHOBBI T€HJCHIIUU [TPABOBOI0 PETYJINPOBAHUS

OPUHIUNBL  PabOTHl | HABBIKAMHU XpaHEeHUsl 3JEKTPOHHBIX JOoKyMeHTOoB (BO/[) B

COBPEMEHHBIX MCIIOJIb30BaHUs POCCHUICKOM  3aKOHOJATENbCTBE,  OCHOBHBIE

MH(OPMaLIMOHHBIX MH(OpPMaLIOHHO- TEHJCHIMSIX B Pa3BUTHH NIPAaBOBON Oa3bl;

TEXHOJIOT Uil U | KOMMYHHUKAIIMOHHBIX | - POJb DJIEKTPOHHBIX apXUBOB B COCTaBE

HCII0JIb30BaTh UX | TexHOJOTui B cepe | HAIIMOHAIbHBIX AapXUBHBIX CIYKO0O MHUpa, uX

JUI pelieHus 3aj1ad | JOKYMEHTALMOHHOTO | (YHKLUUHU U MPOPUIIb;

npodeccuoHanpHOM | oOecreueHus - OCHOBHbIE MEX1yHapO HbIE U

JESTEIBHOCTH; yIpaBJIEHUs U | MEXTOCYJapCTBEHHbIE CTaHJIApThl B 0O0JIACTH

apXUBHOTIO JIeJ1a JIOJITOBPEMEHHOTO M IOCTOSIHHOTO XpaHeHus D /;

- TOJIOKEHHS HAaMOHAJIBHBIX M OTPAaClIEBbIX
CTaH/JapTOB U METOJAMYECKUX PEKOMEHJAIUi 1Mo
METOJIUKE OpraHM3alyu XpaHeHus,
KOMIUIEKTOBAHMSI, Yy4eTa U  HCIIOJIb30BAHMS
ANIEKTPOHHBIX TOKYMEHTOB B P®D, MeTonnueckue
pa3paboTku  (eAepadbHbIX W PETHOHATBHBIX
apXuBOB, Be1OMCTB PO ;
- pOJib BJEKTPOHHBIX OKYMEHTOB B COCTaBe
ApxuHoro ¢onga PP Ha cOBpeMEHHOM JTarle;




UX IEHHOCTh KaK HCTOPUUYECKUX UCTOYHUKOB,;
- [PUHLOUIBL U IPHA3HAKA KJIaccu(uKanum
3JIEKTPOHHBIX TOKYMEHTOB;

- 0COOCHHOCTH ydYeTa U ONMHMCAHUS AJIEKTPOHHBIX
JOKYMEHTOB ~ Ha  OCHOBE  METOJMYECKHX
pa3pabOTOK  POCCHHCKMX U 3apyOexHbIX
apXHBOB;

- OCHOBbI ~ OOECIeueHusi  COXPaHHOCTH
3JIEKTPOHHBIX JIOKYMEHTOB npu
AOJITOBPEMCHHOM U IMTOCTOSAHHOM XpPAaHCHUH B T.4Y.
Ha OCHOBE OINbITA U METOJMYECKUX pa3pabdoTOK
POCCUICKUX U 3apyOEKHBIX apXUBOB;

- COBPEMEHHBI  OIBIT 1O  CO3AAHUIO
JJIEKTPOHHBIX APXWMBOB B HAIllEd CTpPaHe MU 3a
pyOe)xoM  KaK  YUpeXKICHHH, CTPYKTYPHBIX
MOJpAa3/IeIeHuii MHUHUCTEPCTB M BEJOMCTB,
KOpIIOpanuii OCYILECTBIISFOLINX
JIOJITOBPEMEHHOE U IOCTOSIHHOE XpaHeHue O/I,
COCTaB Ux (bOHIlOB, HCTOYHHUKU KOMIIJICKTOBAaHUA,

bynKmmm;

yMeThb:

- OpraHnu30BaThb ITIOCTOAHHOC u
IIOJIFOBpeMeHHOe XpaHeHI/Ie BHCKTpOHHLIX

JJOKYMEHTOB B COOTBETCTBUU C HAyYHBIMU
MPUHIIMIIAMA H HOPMATHBHBIMU TPEOOBaHUSMHU,
a TaKkKe CTaHgapTaMd M  METOAUYECKUMU
PEKOMEHJALIUSIMU

- HUCIOJIb30BaTh CYUIECTBYIOIIUE METOAUYECKUE
pa3pabOTKM W CTaHIAPTBl Il CO3JaHUs
JIOKaJbHBIX HOPMATUBHBIX AKTOB, UHCTPYKIUH U
PYKOBOJICTB, periIaMeHTUPYIOIIUX y4er,
ONMCaHUE, XPaHEHUE IEKTPOHHBIX IOKYMEHTOB;
- OpraHu3OBaTh KOMIUIEKTOBAaHHE  apXHBa
OpraHu3alu  JJIEKTPOHHBIMU  JOKyMEHTaMHU,
0(pOopMUTH COOTBETCTBYIOLIYIO
COIIPOBOAMUTEIBHYIO U YUYEHYIO TOKYMEHTALIUIO B
COOTBETCTBUM C HAYYHBIMU TMPUHIUIIAMHA ¢
HOPMAaTUBHBIMH  TpeOOBaHUSMH, a  TaKxKe
CTaHIApTAMH u METOAUYECKUMU
PEKOMEHIallUsIMHU;

- COCTaBUTh peKOMeHaanuu st ciayx0e1 UT mo
BBHIOOPY ~ TEXHHUYECKOTO M  MPOrPaMMHOTO
obecrieueHust s DJIEKTPOHHOTO  apXHWBa
OpraHu3alii B COOTBETCTBUM C HAayYHBIMHU
MPUHIIMTIAMA ¥ HOPMATHBHBIMH TPEOOBAHUSIMU,
a TaKXke CTaHJapTaMd U  METOJUYECKUMHU
PEKOMEHJALUSIMU;

- COCTaBHUTH JIOKAJIIbHbIE HOPMATHBHBIE aKThl U
PYKOBOJACTBA ISl PAaOOTHI JIEKTPOHHOTO apXuBa
OpraHu3aluy;




BJIA/1€Th:

- TEXHOJIOTUSMH  KJacCU(UKAIMHM, IOHCKA
JOKYMEHTOB B 3JICKTPOHHOM apXHBe);

- TOMCKOM NPOPWIBHBIX HH(POPMAITMOHHBIX
pecypcoB B cetu MHTEpHET;

- HaBBIKaMU BbIOOpA U CPAaBHEHHUS MPOTPAMMHBIX
KOMIUIEKCOB ~ JUIsI  3JEKTPOHHOTO  apXuBa
OpraHu3aIum,

- HaBBIKAMH y4YeTa U 00ECHEeUYCHUsI COXPAHHOCTH

eI\

1.3. MecTo iucuMIIMHbI B CTPYKTYpe 00pa3oBaTe/IbHOI MPOrpaMMbl

JlucumiuinHa BXOAWT B COCTAB 00s13aTEIbHON YacTH Y4eOHOTO TUTaHa.

Jlis ocBOEHUs AMCUUILIMHBI HEOOXOAMMBI KOMIIETEHIIMHU, C(HOpPMHpPOBAHHBIE B XOJE
W3yUYCHUS CIIENYIOIIUX JAUCIHUILIUH U TPOXOXKJICHUS npaktuk: HWubopmatuka,
Nudopmanvonnsle TexHomoruu, HWHpOpMalMOHHBIE TEXHOJIOTUH B JOKYMEHTAlMOHHOM
obecnieueHnn ynpasieHus, MHGopMamoOHHbIC TEXHOJIOTHH B ApXUBHOM JIETIC.

B pesynbrare ocBOeHMS TUCHUIUTMHBI (DOPMUPYIOTCS KOMIIETEHIIMU, HEOOXOAUMBIE IS
W3Y4YEHUs CIEAYIOMUX IUCHUIUIMH U MPOXOXKAeHUs mnpakTuk: Co3laHue W SKCIUTyaTanus
apXuBOB OLU(POBaAHHBIX TOKYMEHTOB, CeTeBble TEXHOJOTHMH B apXWBHOM peine, [IpoexTHas
npakTuka, [I[penaunioMHas npakTuka.

1. CTpykTypa QM CHMILITHHBI
O61mas TpyJ0EMKOCTh AUCHUIIINHBI COCTaBIsET 3 3.€., 108 akagemMuueckux 4acos.

CTpykTypa IMCUMIIMHBI 1JIs1 09HOH (popMbI 00yUeHust

O0beM TuCHUIUIMHBI B ()OpME KOHTAaKTHOM pabOThl 00yYaromMXCsl C Melaroru4ecKUMH
paOoTHUKaMU U (MJIM) JUIAMU, TIPUBJIEKAEMbIMH K pealu3aluu o0pa30BaTeIbHOM MpOrpaMMbl
Ha MHBIX YCJIOBUSX, IPH MPOBEICHNUN YUEOHBIX 3aHITHIA:

Cemectp | Tun y4eOHBIX 3aHATUIM KonnuecTBo yacoB
7 Jlexuun 24
7 JlaboparopHbie pabOTHI 36

Bcero: 60

O06beM TUCHMIIMHBI B (hopMe caMOCTOSTEIbHON paboThl oOywaromuxcs coctabiseT 30
aKaJIeMUYECKHX Jaca.

2. Conep:xaHue M CHUNIHHBI

Ne | HaumeHnoBanue Copnepxanue
paznena
JCIIUTIINHBI
1 1.BBenenue. [Ipenmer, wenb u 3amaum Kypca. VICTOYHMKM W JuTeparypa Mo

KypcCy. TepMI/IHBI N TIOHATHA: BHCKTpOHHBIﬁ JOKYMCHT,
BHGKTPOHHLII;'I ApXUB, JJICKTPOHHAA MOAINKNCH U €€ BUIBI, apXHBHLIﬁ
(I)OpMaT, 9KCIICpTHU3a MNCHHOCTH, KJ'IaCCI/I(I)I/IKaI_[I/IH JAOKYMCHTOB,
cAnHuIa yu€Tra, CIAWHUIA XpPaHCHUA, CIAWMHHUIA OIMMCAaHUA
9JICKTPOHHBIX JOKYMCHTOB, MUI'pAallvsd, KOHBCpPTALlU, KOHTCﬁHCp




AIIEKTPOHHBIX JOKYMEHTOB, METaJaHHbIE, CTAaHAAPTHl U (PopmaThbl
ONHUCAHUsl ApPXUBHBIX JIOKYMEHTOB, YPOBHU  OIHCAHUS U
MH(OPMALIMOHHO-TIOUCKOBBIE XapaKTEPUCTUKH, JICKTPOHHOE JIEJI0,
HOCHUTEJIH SJICKTPOHHBIX JOKYMEHTOB U UX BUJIBI.

Pa3nen 1.
ONEKTPOHHBIE
JOKYMEHTBI Kak

O00BEKT apXHUBHOI'O
XpaHEHUsL.

Oco0eHHOCTH 3NIEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB apXHUBHOI'O
XpaHEHUs B MUPOBOM apXMBOBEIUECKOW Hayke. ApXHUBOBEIECHUE
AIIEKTPOHHBIX JIOKYMEHTOB B Halllel CTpaHe U 3a pyOeKoM.
DJEeKTPOHHBIE JTIOKYMEHTHI B cocraBe ApxuBHOro ¢onma PO.
Knaccudukanus nadopmarmonssix pecypcoB PO (henepanbHbIX 1
PETHOHANBHBIX) KaK HCTOPUYECKUX HMCTOYHHKOB. DenepanbHble
[eJIEBbIE MPOTPaMMbl Pa3BUTHUS AJIEKTPOHHOTO JOKYMEHTO000pOTa,
OTpacieBble U pErHOHaJbHBIE MPOTpaMMbl HH(POPMATHU3ALNH,
CUCTEMa MEXBEJIOMCTBEHHOT'O AJIEKTPOHHOTO JTOKYyMEHTO000pOTa U
MEKBEJIOMCTBEHHOTO 3JIEKTPOHHOTO B3aUMOJICHCTBUS
AIIEKTPOHHOTO  MpPaBUTENbCTBA M MpodjemMa  COXpaHEHHS
DIIEKTPOHHBIX  JIOKYMEHTOB. Knaccudukamus  3meKTpOHHBIX
JOKYMEHTOB: TPU3HAKK H  MOAXOIbl K  KJIacCHU(UKAIHH.
[TopopmatHast  kmaccuuranus  DIEKTPOHHBIX  JOKYMEHTOB.
ApxuBHbIe (MeXILIaTGOpMEHHBIC) (POpMAaTHI.

Pa3nen 2.
HopmaTtusHas
Mmeroauyeckas 0aza
XpaHeHus
JEKTPOHHBIX
JIOKYMEHTOB.

HopmaTtuBHas 0a3za XpaHEHHUs 3JEKTPOHHBIX JOKYMEHTOB B Hallei
CTpaHe: 00BEKThl IPAaBOBOIO perynupoBanus. denepaabHblil 3aKOH
«O06 wuHpopMaryu, WHPOPMALMOHHBIX TEXHOJOTHAX M 3allUTe

uH(pOpMaLIUN. 3aKOHBI CyOBEKTOB benepanuun 00
MHPOPMALMOHHBIX pecypcax. [IpaBuia [enonpows3BOJICTBA B
benepanbHbIX opraHax UCTIOJTHUTEIILHOU BJIACTH u

roCyJapCTBEHHBIX Opranu3anusx o xpanenuun JDJ[. denepanbHbIii
3akoH P® «O0 snexTpoHHO# mogmucu» ot 6 ampens 2011 r. u
MO/I3aKOHHBIE aKThl O TpeOOBaHMUSAX K pa3MYHBIM BHUJIAM U
Pa3sHOBUAHOCTSM  JIEKTPOHHOM  IOAINKCH,  CTaHAApTH3aLuUs
KpunTorpaduueckoit 3aIIHTHI nH(pOpMaLUH. [IpoGnema
YAOCTOBEpeHUs:  lopuavuecko cuiael  JOJ[ B mpouecce
JOJITOBPEMEHHOIO M NOCTOSSHHOro  xpaHeHus. IIporpamma
uHpopmatuzanun  DenepanbHOr0O  apXMBHOTO — areHTCTBa U
MOJIBEJOMCTBEHHbIX eMy yupexjaeHud Ha 2011-2020 rr. o
xpaHenuu J/1.

HopmaTtuBHas 6a3a 3J€KTpOHHOTO NpaBuTenbCcTBa. [lon3axkoHHbBIE
aKkTel  (enepalbHbIX  OpPraHOB  HCIHOJHMTENBbHON  BJAcTH,
pErJIaMeHTUPYIONINE AJIEKTPOHHBIA JOKYMEHTOOOOpPOT. 3HaueHue

pernmamenTtaunun  TpeboBanuii kK CDOJl  deaepanbHbIX U
PErMOHAJIBHBIX OPTraHOB BIJIACTH JUISl COXPAHEHUS DJIEKTPOHHBIX
JIOKYMEHTOB.

PernamenTanus xpanenus J/1 B [IpaBunax opraHusanum xpaHeHus,
KOMIUIEKTOBAHMSI, Y4Ye€Ta M HCIOJb30BaHUS JIOKyMEHTOB B
FOCyapCTBEHHBIX W  MYHHUIMMNAJbHBIX  apXuBax, My3esx,
Ooubnmorekax, opranmzanusx PAH, a Take B opraHax
roCy1apCTBEHHOW BJIACTH, OpraHaX MECTHOIO CaMOYNpaBICHUS U
opranmzaiusax. IlpaBuma  paboTel € HAayYHO-TEXHUYECKOM
JIOKyMEHTalue u coxpanenue /1.

TunoBele ¢yHKIMOHANBHBIE TpeboBanus k COJ um CXD/.
Metoanueckue pazpadbotkn BHUMJIA /] o opranu3zanum XxpaHeHHs!




AIIEKTPOHHBIX JIOKYMEHTOB B apXuBax OpraHu3anui,
roCy/apCTBEHHBIX U MyHUIIMNAIbHBIX apxuBax 2013 r.
OO6s13aHHOCTH BiIajeNbla UH(OOPMAIIMOHHBIX PECYPCOB IO 3aLIUTE
uHpopManuu. 3aluTa HMHTEUIEKTYaJlbHOH COOCTBEHHOCTH Ha
KOMIIbIOTEPHBIE IPOrpaMMbl U 0a3bl JAHHBIX.

Cranpgaptet MCO. CranpapTuzanusi ynpaBiI€HUs KaueCTBOM U
KOpPIIOpaTUBHbIE MH(POpPMALMOHHbIE cHucTeMbl. CTaHIapThl Ha
XpaHEHUE JOKYMEHTOB HAa MAIIMHHBIX HOCUTENSIX. DJIEKTPOHHBIN
pernameHT ynpasieHus opranuzanued. Cranpapt MCO 15489-
2001 (2007).

Meroanyeckue pexkomMeHIaluMM M pazpaborku  Pocapxusa,
BHUMJAL, PITY, peruoHanbHbIX OpraHoB  yIpaBiICHUS
apXUBHBIM JI€JIOM, apXUBOB, KaMIaHui, Be1oMcTB P® u opranos
MECTHOTO CaMOYTIpaBJIeHus B o0nactu xpaHenus /1.
PernameHTanust ~ JMHTBUCTUYECKOIO  OOECIEUYEHHUS  CHUCTEM
AIIEKTPOHHOIO  JOKyMeHTooOopora.  [loHsiTue  MeTajaHHBIX.
Me:xyHapOoIHbIE U POCCUICKUE CTaHAAPTHI, PETIAMEHTUPYIOIINE
JIJIONPOU3BOJCTBEHHbBIE METAJJaHHbIE U UX POJb B AJIEKTPOHHOM
JJOKYMEHTOO0O0pOTeE.

Pasznen 3.
KomruiektoBanue u

DIYT DI

Kputepun  ompeneneHuss  HMCTOYHHKOB KOMILIECKTOBAHUS
AJIEKTPOHHBIX apXHUBOB. Knaccudukanms HCTOYHHKOB
KOMILIEKTOBAHHSI apXUBOB 3JIEKTPOHHBIMH JOoKyMeHTamu [lopsigok
KOMIUIEKTOBaHUS apXuBa opraHuzanud /[ B COOTBETCTBUHU C
TpeboBanusiMu [IpaBusl opranu3anuu XpaHEHUs!, KOMILUIEKTOBAHMUS,
y4eTa M UCIOJIb30BaHUs JTOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OpraHax MECTHOT'O CAMOYTIPABJICHHS U OPTaHU3AIUAX.
OnbIT KOMIUIEKTOBAHUS TOCYAAPCTBEHHBIX apXUBOB 3JIEKTPOHHBIMU
nokymentamu. Pabora 'AP® ¢ ucTouHMKaMu KOMILIEKTOBAHUSI.
[Tpuiem »neKTpOHHBIX JOKYMEHTOB B (hopmare COJI, B apXUBHOM,
maThOpMEHHO HE3aBUCUMOM (hopmarte.

Kputepun skcneptussl neHHocta JJ1: obmue u crenuduyeckue.
Crenenp coxpanHoctd (onaa. Bo3moxkHOCTh mepepauum  Ha
XpaHeHue  0e3  opurmHaIbHOTO  QopmaTa,  BO3MOXKHOCTh
OCYIIECTBIICHUS] MUTPAIUH.

Pa3nen 4.
Obecneuenue
COXpaHHOCTH, D/I.

@akTopbl, BIUSIOIINE HAa COXPAHHOCTb. AHTHBUPYCHAs 3alluTa,
CTaOUIILHOCTD AIEKTPOIHUTAHHS, 3amuTa oT
HECAaHKI[MOHUPOBAHHOIO  JIOCTYTIA, HaJeKHOCTb HOCHTEJIEH.
HopmatuBHBIE yCNOBUS XpaHEHUs SJIEKTPOHHBIX JOKYMEHTOB Ha
pa3nuuHbiX ~ HocuTensx.  OOopymoBaHue — JUIsl  XpaHEHUs
AIEKTPOHHBIX JIOKYMEHTOB. Knaccudukammst HOCHUTEJICH.
CtpaxoBoil poHT TOKYMEHTOB Ha ONTUYECKUX JUCKAX.
OOGecnieyeHre  COXPAaHHOCTH  DJIGKTPOHHBIX  JOKYMEHTOB B
JIOJITOBpeMEeHHOM nepcenekTuse. [lepezanuch, Murpanus, sMyisius
WHKanCyJsust 1aHabiX. [IpobieMa KOHBepTaluy TaHHBIX.

Paznen 5. Yuer,
OIMCaHHe
ncnonb3oBanue DJI.

Cranpaptel onucanust OJ[. O0bekThl onucaHus U ¢Gopma OIUCH.
Enuauna yyera m enunanma xpanenus D[, yueTHbie GOpMBI AJis
peructpauuu  aewxenuss O, IlpaBmwia  ommcanms O/
HNupopmannoHHo-IoucKoBasi ~ xapakrtepuctuka  OJ1. VYuer
murpaunuu u nepesanucu. Konreiinepsr /1.

Vcnonib30BaHue JIEKTPOHHBIX IOKYMEHTOB. OpraHu3aius J0CTymna




k DOJI. Ilouck B cucreme S3JIeKTpPOHHOTO apxuBa: bezdymaxHOe
nH(OpPMALMOHHOE 00CTY)KMBAHUE TTOJIH30BATEIICH.

7 Paznen 6. | Bugpl apXxuBOB  DJIGKTPOHHBIX JIOKYMEHTOB.  CTpykTypa H
ONEKTPOHHBIE OpraHu3alsl apXuBa SJEKTPOHHBIX JOKYMEHTOB YUPEKICHUS U
ApXUBBI KaK | mpeanpusTus. JlokanbHble HOpMaTUBHbBIE aKThI,
Pa3HOBUAHOCTh periJaMeHTUpyroImue padoTy AIeKTpoHHOro apxuBa. DyHkuuun
MIPOTPAMMHOI0 ANIEKTPOHHOTO apxuBa. Ponb ciayx0e1 IOV, apxuBHOU CiyKObI H
o0ecrnieuyeHus: ciy>x0s!1 I'T B opranu3zaimu fe 3JIeKTPOHHOTO apXUBa MPEAIPHUSATHSL.
CTaHapTU3AIM DNEKTPOHHBIH  JTOKYMEHTOOOOPOT M apXUBBl  3JIEKTPOHHBIX
TpeOOBaHUI. JIOKYMEHTOB. Knaccudukanus CUCTEM AJEKTPOHHOIO

JIOKYMEHTOO00pOTa MCXOAS U3 3a/ay JIOJIFOBPEMEHOT0 XpaHEHUs
nokyMeHToB.  KopmopatuBHble  MH()OpPMAIMOHHBIE  CHUCTEMBI.
Texnonorust Docflow u Worflow. Knaccudukanusi mporpammHoro
obecrieyeHnss WHGOPMAIIMOHHBIX CUCTEM JOKYMEHTAIHOHHOTO
obecnieuenus. Knaccudukamus ¢popmator D/] (pazpadbotku PITY).
TpeGoBanusi K  HMHTETPUPOBAHHOM  CUCTEME  BJIEKTPOHHOTO
JIOKYMEHTO000pOTa ¢ TOYKHU 3pEHHS apXUBHOTO XpaHeHus D1,
ONEKTPOHHbIE  apXUBbl KaK  Pa3HOBUJHOCTb  MPUKIATHOIO
nporpaMMHoro obecrneuenus. Knaccuduxarus mMmynsTudopMaTHbIX
MOMCKOBBIX cucTteM. IIporpamMmmHoe oOecrnedueHue, HCIONIb3yeMOe
JUISL  CO3MaHUsl DJEKTPOHHBIX apXUBOB JaHHBIX. [IpoOmembl
COXpaHEHUs Tpapuku, MyJIbTUMEIUNHBIX NoKymMeHToB, CAIIP u
reonH(OPMaIMOHHBIX CUCTEM.

OCHOBHBIE TOIXOABI K BBIOOPY TEXHHUYECKOTO OOECIICYCHHS

JIEKTPOHHOT'O  apXHBa. Pacyer 3atpar M HSKOHOMMYECKOU
s dexkruBHOCTH. CO3/IaHUE TIPOCKTA JJICKTPOHHOTO apXHUBA.

8 Pasznen 7. | LleHTpanu30BaHHBIi M PACIpPENEICHHBIM MOAXOX K CO3aHUIO
Opranuzanus apXMBOB AJIEKTPOHHBIX JOKYMEHTOB. OIBIT TOCyJapCTBEHHBIX,
OIIEpaTUBHOTO U | BEZIOMCTBEHHBIX, KOPIOPATUBHBIX AapXWBOB IO OTOOpPY, MpHUEMY,
JIOJITOBPEMEHHOTO XPaHEHUIO U UCTIOJIB30BAHUIO AIEKTPOHHBIX TOKYMEHTOB.
xpaneHus J/1. 3apyOeXHBI  OMBIT MO CO3/aHUI0  apXMBOB  DJIEKTPOHHBIX

nokyMeHToB. [lpakTudeckasi, HaydyHas M MeTojAMYecKas pabora
JJIEKTPOHHBIX APXUBOB.
Krnaccudukaniys 2J1eKTpOHHBIX apXHUBOB B Halllel CTpaHe.

3. O0pa3oBaTe/IbHbIE TEXHOJIOTUH

B pa3znmene ykazanbl 0OpazoBaTelbHBbIE TEXHOJIOTHUH, MCIOIb3yeMble IpPH peaau3aluu
Pa3IUYHBIX BUJIOB YUEOHBIX 3aHATUN AJi1 Haubosee 3(h(HEeKTUBHOTO OCBOCHUS JUCHUILIUHEL [1pu
IOpOBEIEHUN Y4YeOHBIX 3aHATHH oOecreunBaeTcss pa3BUTHE Yy OOy4aloIIMXCs HaBBIKOB
KOMaHAHON paOOoThl, MEKITMYHOCTHOW KOMMYHHUKAIUH, IPUHATHUS PEIICHUH, TUIEPCKUX KayecTB
(BKJTIOUAsi TIPU HEOOXOIMMOCTH HPOBEIEHHE MHTEPAKTHBHBIX JIEKLUH, TPYNIIOBBIX AMCKYCCHHA,
pPOJIEBBIX WIP, TPEHUHIOB, AaHAIU3 CUTyallMd W HMMHUTALMOHHBIX MOJeNel, MpenoiaBaHue
JTUCHMIUIMH (MOJyJei) B (opMe KypcoB, COCTaBJIEHHBIX Ha OCHOBE peE3yJbTaTOB HAy4YHBIX
UCCJIEIOBaHUM, B TOM YHCJIE C Y4YETOM PErHOHAJIbHBIX OCOOEHHOCTEH MpodeccruoHalIbHON
JeSITeIbHOCTH BBIITYCKHUKOB U IOTPEOHOCTEH paboTonaTeneil.

Jns mpoBeneHus 3aHATHA JIEKIMOHHOTO THUIA MO TUCHUIUIMHE MPUMEHSIOTCS TaKue
oOpa3oBaTeNbHbIE TEXHOJIOTUM KaK HMHTEPAKTUBHBIE JIEKLUH, MHpolieMHoe oOydeHue. s
MIPOBEJCHUS 3aHATHI CEMHUHAPCKOrO THMA HCHOJB3YIOTCS TPYMIOBBIE TUCKYCCHH, DPOJIEBBIE
UI'Pbl, aHAJIM3 CUTYAIMil U UMUTAIIMOHHBIX MOJEIEH.
|.N'9 |HanMeHOBa}me |anu>1 y4eOHOoi1 padoThI |I/IH(l)OpMaIII/IOHHbIe U 06pa30BaTeJILHbIe|




/1 |pa3aesia TEXHOJIOTHH
1 2 3 &)
1. |1.BBenenue. BBoanas nexknus KoncynbTupoBaHue u mpoBepkKa JIOMAIIHUX
CamocTosiTenbHasi padoTa [3aJaHuil IOCPEICTBOM IEKTPOHHON ITOUTHI
2. |Paspen 1.|JIexknus 1 Jlekuus-Buzyanuszanus ¢ NPUMEHEHUEM Clan-
DIIEKTPOHHBIE MIPOEKTOPA.
JOKYMEHTBI ~ KakK
00BEKT CamocrositenbHas padbora |3anonnenue PTC, tema 1.
aApXUBHOTO
XpaHEeHHUS.
3. [Pa3men 2. |Jlexug 2. Jlekuus-Buzyanuszanus ¢ NPUMEHEHUEM Clan-
Hopmarusnas MPOEKTOpa.
MeTOouYecKas
0aza  xpanenwus|CamocrositenbHas paborta |3anonuenue PTC, tema 2.
AIEKTPOHHBIX
JIOKYMEHTOB
4. |Paznen 3.|JIexnus 3. Jlexuus-Bu3zyanusanusi ¢ NpUMEHEHUEM cClaiij-
KommiekToBanue MIPOEKTOPA.
u DL O/1. JlaGoparopubie 3aHsATHA 1|YCTHBIN ONMPOC HA Ta00PATOPHOM 3aHSATHH.
u?2
3anonuenune PTC, Tema 3.
CamocrosiTenbHas paboTa
5 [Pa3men 4. (Jlexuus 4. Jlekuus-Bu3yanusanusi ¢ NPUMEHEHUEM CIan[I-
Obecneuenue JlaGoparopHble 3aHATHE 3 |IPOEKTOPA.
COXPaHHOCTH, YcTHBIN onpoc Ha Ta00paTOPHOM 3aHSITHH..
/1. CamocrositensHas padora. |3anonnenue PTC, tema 4. Y. 1.
6. |Pasmen 5. VYuer,|Jlexuus 5. Jlexuusa-Bu3yanuzanys ¢ IPUMEHEHUEM Clani-
ONHUCaHue JlaboparopHoe 3aHsATHE4. |TPOEKTOpA.
ucnons3oBanue |CamocTosTenbHas padoTa. | Y CTHBIN ONpoc Ha 1a00paTOPHOM 3aHITHH..
1. 3amonaenue PTC, tema 4. Y. 2.
7. |Pazgen 6.|JIexuus 6. Jlexuus-Bu3yanusanusi ¢ NpUMEHEHUEM claiij-
DIIEKTPOHHBIE JlaGopatopHoe 3aHATHE 5 |TPOEKTOpA.
apXWBBI kak|CamocTosi-TenbHas VYcTHBIN onpoc Ha J1a00PaTOPHOM 3aHSTHH.
pPa3HOBUAHOCTH  |paboTa. KoncynsTupoBanue u npoepka pedepara
MIPOTrPaMMHOTO
obecrnieueHus:
CTaHJaPTH3ALUS
TpeOOoBaHUIl.
8 |Pazmen 7.|Jlexuns 7. Jlexuusa-Bu3yanuzanys ¢ IPUMEHEHUEM Clani-
Opranuzanus JIaboparopHoe 3aHsATHE 6 |TPOEKTOPA.
onepatuBHOro u|CaMocCTOsI-TebHAsI YcTHBIN onpoc Ha 1a00paTOPHOM 3aHSITHH..
JOJITOBPEMEHHOT0 [paboTa. KoncynsTupoBanue u npoepka pedepara.
xpa"enus J/1.
Kaxnperit  oOywaromuiicss B TeyeHHWE Bcero mepuojga oOydeHuss — oOecrieueH
WHAUBUIYaIbHBIM HEOTpaHUYEHHBIM JOCTYTIOM K ANEKTPOHHOM

uH(popmanmoHHo oOpazoBaTenbHOU cpene PITY u3 mro6oi Touku, B KOTOPOH UMEETCs JOCTYIT




K MHQOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOU cetu "MHTepHer", kak Ha Teppuropuu PITY, Tak
U BHE ee. DJIeKTpoHHas nH(popManmoHHo-o0pa3oBatenbHas cpena PI'TY obecnieunBaet: qoctyr
K y4eOHBIM IUIaHaM, pabOyuM MporpaMmaM IUCHHUILUIUH (MOIyJeil), mporpaMmamM IpaKTHK,
3JIEKTPOHHBIM Y4eOHBIM M3JIaHHUSIM U JIEKTPOHHBIM 00pa30BaTeIbHBIM PeCypcaM, YKa3aHHBIM B
pabouux mporpamMmax JUCHMIUIMH (MOJyJei), NporpaMMax MpakTHK; (HopMupoBaHHE
3JIEKTPOHHOTO MOPT(OINO 00YUArOIIErocs, B TOM YUCIIE COXPaHEHUE ero paboT U OLICHOK 3a 3TH
pabotel. B cnmywae peanuzammu HporpaMMbl OakajiaBpuaTa € NPUMEHEHHEM 3JIEKTPOHHOTO
o0yueHus, JUCTAHIIMOHHBIX 00pa3oBaTeNbHBIX TEXHOJIOTH JIEKTPOHHAs
uHpopmMannoHHO oOpasoBatenbHas cpena PITY  obecreunmBaer:  Qukcanuioo — xoxa
00pa30BaTEILHOTO IPOLIECCa, Pe3yJbTaTOB IPOMEXYTOYHOM aTTecTalMM M pPe3yJbTaToB
OCBOCHMS IpOrpaMMbl OakajaBpuaTa; IMPOBEJICHHE YUYEOHBIX 3aHATHHA, NpPOIENyp OLEHKU
pe3yabTaTOB OOyuYeHHs, pean3alusi KOTOPBIX MPESyCMOTPEHa ¢ IPUMEHEHHUEM 3JIEKTPOHHOIO
0o0y4eHHsl, JUCTAHLIMOHHBIX O0Opa30BAaTEJIbHBIX TEXHOJOTMM; B3aUMOJEHCTBUE MEXKAY
yY4aCTHMKaMH 00pa30BaTENILHOIO IMpoLEecca, B TOM YHCIE CUHXPOHHOE M (WJIM) aCHHXPOHHOE
B3auMozeiicTBust  mocpeactBoM cetu  "HHTepHer". ®DyHKUMOHMpPOBAHUE  AJIEKTPOHHOMH
UH(POPMALIMOHHO-00pa30BaTEIbHOM cpellbl 00ecneunBaeTcss COOTBETCTBYIOIIMMU CPEICTBAMU
MH(OPMALlMOHHO-KOMMYHUKAIIMOHHBIX ~TEXHOJOTMM U KBaquukauueid pabOTHUKOB, €€
UCTONB3YIOUMX M HojAepkuBaronmMx. OYHKIMOHUPOBAHUE 3JIEKTPOHHOW HH(POPMALMOHHO-
obpasoBarenbHol cpeabl PITY coorBeTcTBYeET 3akoHOAaTeNnbCTBY Poccuiickoit deneparuu.

B nepuon BpeMEHHOro NPUOCTAHOBJIECHHUS MOCEIIEHUs OOYydYaroIIMMUCS IOMEIIEHUN |
tepputopun PITY mig opranmsanum yueOHOro mpoiecca ¢ HPUMEHEHHEM 3JIEKTPOHHOTO
o0yuyeHMs] W JAUCTAaHLIMOHHBIX OOpPa30BaTENbHBIX TEXHOJOTHH MOTYT OBITh MCIIOJIb30BaHbI
cienyomue o0pa3oBaTesIbHbIE TEXHOJIOTUU:

— BUJICO-JIEKIINH;

— OHJIAIH-JIEKLIUU B PEKUME PeaIbHOTO0 BPEMEHH;

— BJICKTPOHHbIE YUYeOHUKH, yuyeOHble TOCOOUs, HayuHble U3aHUS B HJICKTPOHHOM BHJIE U
JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM PECYPCaM;

— CHCTEMBI JJIs 2JIEKTPOHHOTO TECTUPOBAHMSI,

— KOHCYJIbTAIIMM C UCIIOJIb30BAaHUEM TEJIEKOMMYHUKAIIMOHHBIX CPEJCTB.

4. OneHka IVIAaHMPYEMbIX Pe3yJbTATOB 00y4eHHUs

4.1 Cucrema oueHUBaHUSA

Cucrema OIleHHBaHUS BBICTPOEHA B COOTBETCTBUHU € YUEOHBIM IJIAHOM, TJI€ ONpeAeIeHbl (OPMbI
IPOMEXYTOUHOM arrectanuu (3a4€T/3a4€T C OLEHKOI/3K3aMeH), U CTPYKTYpOH JMCUUIUIMHBI,
r7ie ompeneneHbl (OpMbl TEKYIIEro KOHTpPOJsA.  YKa3bIBaeTCsl pachpeiesieHue OauioB Mo
dbopMaM TEKyIIEro KOHTPOJS M TMPOMEXKYTOYHOM AaTTeCTallMd, CPOKH OTYETHOCTU. MoxkeT
IPOBOJIUTHCA KaK B TPAJUIIMOHHOM, TaK M B UHHOBALIMOHHOW (hopMe (3aluTa IpOeKTOB, J1e10Bas
Urpa, KeMCH 1 T.1.).

dopma KOHTPOJIA Makc. KoJIM4ecTBO 0a/1J10B
3a oany|Bcero
padoty

Texynmi KOHTPOJIb:

- onpoc 5 6annos 30 bannos

- yyacmue 8 00CysHcOeHUuU Ha 1a00pPamopHOM 3aHAMUU 5 bannos 10 bannos

- KOHmpoavbHas paboma (memwl 1-3) 10 6annos 10 6annos

- KOHmpoavbHas paboma (memwl 4-5) 10 bannos 10 bannos

[IpomexxyTouHas aTTecTanus — IK3ameH 40 6annoB




|I/IT0r0 3a cemecTp

| 100 Ganos |

[TosrydeHHBIM COBOKYIHBIN PE3YyJIbTaT KOHBEPTUPYETCS B TPAAULMOHHYIO KAy OLCHOK U
B IIKaJTy OIEHOK EBpomeiickol cucteMsl nepenoca u HakoruieHus: kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUH ¢ TaOIMIIEH:

100-6amnpHas TpajiHoNHas mKaa [IIxana
HIKaja ECTS
95 -100 A
8394 OTJIMYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 — 67 D
5055 YIOBIIETBOPUTEIIHHO E

20 - 49 FX
0_19 HEYJIOBJICTBOPUTEIHHO HE 3a4TCHO F

4.2 KpnTepnu BbICTABJICHHUA OCHKH IO JUCHHUIIJIMHE

Banael/
HMIxana
ECTS

Ouenka mno
JUCIHUILINHE

KpnTepml OLICHKH PE3yJbTAaTOB Oﬁy‘{eﬂlflﬂ Mo TMCHMIIJINHE

100-83/
AB

OTJINYHO/
3a4TEHO

BricTaBnsiercs oOy4aroemMycs, €ciid OH TTTyOOKO M MPOYHO yCBOWII
TEOPETHYECKUI u IIPAaKTHYECKUI Marepuail, MOXET
MPOJIEMOHCTPUPOBATh ATO HA 3aHATHSAX U B XOJE€ MPOMEXKYTOUHOM
aTTeCTallUu.

OOyyaromuiics MCYEPHBIBAIOIIE M JIOTHYECKH CTPOMHO H3Naraer
y4eOHBI MaTepuan, YMEeT YBA3bIBaTH TEOPHIO C TPAKTUKOH,
CIIPaBJIAETCS c pelIeHneM 3a1a4y npodeccuoHaIbHON
HaIlpaBJIIEHHOCTH  BBICOKOTO  ypPOBHSI  CIIO)KHOCTH, IPaBHJIbHO
00OCHOBBIBAET MPUHATHIE PEIICHUS.

CBoOOAHO OpueHTHpYeTCs B Y4eOHOM U TpodecCHOHATBHON
JUTEpaType.

OneHka Mo AUCIHMIUTUHE BBICTABISAIOTCA OOyYaromemycs ¢ y4éTom
pe3yJIbTaTOB TEKYIIEH U MPOMEKYTOUYHON aTTECTAIUU.
KomnereHum, 3akperui€éHHble 32 TUCIUILIMHON, cOpMUPOBAHBI HA
YPOBHE — «BBICOKHIN.

82-68/

X0poI11o/
3a4TEHO

BricTaBnsiercs oOyuaroimemycs, €clid OH 3HAeT TEOPETHUECKUU H
MPAaKTUYECKUN MaTepual, TPaMOTHO M MO CYUIECTBY M3JIAraeT €ro Ha
3aHATHAX M B XOAE NPOMEXKYTOUYHOM aTTECTAllMU, HE JOILyCKas
CYIIECTBEHHBIX HETOYHOCTEM.

OOyyaromuiics TPaBUIBHO MPUMEHSIET TEOPETHUYECKHUE TOJOKEHUS
MpU  peHIeHWH  MPAKTHYECKUX  3a1ad  MmpodecCHOHATBHOM
HANpPABJIEHHOCTA  PA3HOr0  YPOBHS  CIIOKHOCTH,  BIIAJIEET
HEOOXOIUMBIMH JIJISI STOTO HABBIKAMHU U IPUEMAMH.
JlocTatoyHo XOpOLLIO OPUEHTUPYETCSA B
npodeccnoHanbHOM TUTEpaTypeE.

OneHka Mo JAUCHMIUTUHE BBICTABISIOTCS OOyYaromemycs ¢ y4ETom
pe3yJIbTaTOB TEKYIIEH U MPOMEXKYTOUYHON aTTECTAIUU.
KommereHimm, 3akperui€éHHble 32 TUCIUILUIMHON, cOpMUpPOBaHBI HA

yueObHOll — u




Banapl/
HIxkana
ECTS

Onenka mno
TUCHUIIIINHE

Kputepuu oneHkn pe3yaibTaToB 00y4eHUsl MO AMCHUILJIMHE

YPOBHE — «XOPOILIHI».

67-50/
D,E

yIOBIICTBO-
purenbHo/
3a4TEHO

BeictaBnsiercs oOydaromemMycsi, €ciii OH 3HaeT Ha 0a30BOM YpOBHE
TEOPETHUYECKUN M IPAKTUYECKUNA MaTepuall, JOIyCKAaeT OTIEIIbHBIC
OLIMOKH MPH €ro U3JI0KEHUH HA 3aHATUAX U B XOJ1€ IPOMEKYTOUHOM
aTTeCTalUu.
OOyuarouuiics  HCHBITBIBAET  ONpEesIEHHbIE
IIPUMEHEHUH  TCOPETUYECKHUX  IIOJOKEHHM  NIpPH  PELICHHUH
NPAaKTUYECKUX  3a7ad  [pOoQEeCCHOHATBHONW  HANpaBIEHHOCTH
CTaH/IaPTHOI'O YPOBHS CIJIO)KHOCTH, BJa/J€eT HEOOXOIUMBIMM MJIs
3TOro 06a30BbIMU HaBBIKAMU M ITPUEMAMH.
JIeMOHCTpUpYET  JOCTAaTOYHBIM  YpPOBEHb
JIUTEPATYPBI 110 TUCLUIIIMHE.

OneHka 1o AUCHMIUIMHE BBICTABISAIOTCA OOyyaroumiemycs ¢ y4€Tom
pE3yJIbTAaTOB TEKYILEH U IPOMEKYTOUHON aTTECTALIUU.
Komnerennuu, 3akperui€éHHbIe 32 TUCIHUILIMHON, chopMUpOBaHbI Ha
YPOBHE — «JIOCTATOYHBII».

3aTpYAHCHU B

3HaHUS  y4eOHOH

49-0/
F.FX

HCYIOBJICT-
BOpPUTEILHO/
HE 3a4TEHO

BeicraBnsiercss oOyuaromemycs, €cid OH HE 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUN M MPAKTUYECKUN MaTepuall, AOIIyCKaeT
rpyOble OHIMOKM TNpU €ro M3J0KEHUM Ha 3aHATUSIX U B XOJE
[IPOMEKYTOYHOU aTTECTALUU.

OO0yyaromuiics UCTIBITBIBAET CEPhE3HBIE 3aTPYAHEHUS B IPUMEHEHUN
TEOPETUYECKUX IOJIOKEHUM IIPU PELIEHUU IPAaKTHUYECKUX 3a1ad

npodeccnoHaIbHOM ~ HANpaBJIGHHOCTH  CTaHJAPTHOTO  YPOBHS
CIIO)KHOCTH, HE BIaJieeT HEOOXOAMMBIMU JUIsI 3TOTO HAaBBIKAMH U
NpUEMaMHU.

JlemoHCcTpUpyeT (parMeHTapHble 3HAHUS Y4eOHOUW IUTepaTypbl IO
JTUCIIUTUIUHE.

OneHka Mo AUCIHMILTAHE BBICTABISAIOTCA OOydarolmeMycs ¢ y4€ToM
pe3yJIbTaTOB TEKYIIEH U MPOMEKYTOUYHON aTTECTAIUU.

KoMmnerennum Ha ypoBHE «JOCTaTOYHBIIN», 3akKperiéHHbIE 3a
JTUCITUTIIIMNHOM, HE CDOPMUPOBAHBI.

4.3 OueHouyHble cpeacTBa (MaTepHaJbl) IJsl TEKYIIEro KOHTPOJSA YCIeBaeMOCTH,
NPOMEKYTOYHOM aTTeCTAMH 00yYAI0IMXCS 10 JMCHHUILIMHE

B naHHOM paznene npHUBOAATCS INPUMEPHI OLIEHOYHBIX CPEJICTB B COOTBETCTBUU CO
CTPYKTYpOH IUCIHUIUIMHBI U CHUCTEMOW KOHTPOJISA: BapHAHTHI TECTOB, T€MaTHKa MHUChMEHHBIX
paboT, mpuMepsl SK3aMEHAIlMOHHBIX OWJIETOB, THUIIOBBIC 3aJaud, KeHUChl U T.N. OIEHOYHBIMU
CpelCTBa JOJKHBI ObITh oOecriedeHbl Bce ()OPMBI TEKYIIEr0 KOHTPOJS M TMPOMEKYTOUHOM
arrectaniud. OHM JOJDKHBI OBITH OPHEHTHUPOBAHBI HE TOJIBKO HAa MPOBEPKY CPOPMHPOBAHHOCTHU
3HAHUW, HO TaK)XK€ YMEHUW U BIaJCHUN.




Temamuxa 6onpocog 01 ROO20MOBKU K KOHMPOJIbHOUL padome (memot 1-3).

1. DnexTpoHHBIE apXMBbl KaK LIEHTPHl COXpaHEHUsS UU(POBOrO HACIEIUs B HalIeH
CTpaHe W 3a pyOexoM (Ha mpuMepe He MEeHee ABYX apXHUBHBIX YUPEXKIECHUH, CTPYKTYPHBIX
noJipa3fielieHnii MUHUCTEPCTB, BEIOMCTB, OpraHu3aluii).

2. Cozzianue 3JI€KTPOHHOIO apXKBa OpraHU3allui, MUHHUCTEpCTBA(Ha IPUMEpPE HE MEHEE
JIBYX apXUBHBIX YYPEXKACHUU, CTPYKTYPHBIX MOJApA3JEICHUA MHHHCTEPCTB, BEIJOMCTB,
OopraHu3anuil).

4. O0630p HPUKIATHOTO MPOrPAaMMHOTO OOECIeueHUs, HCIOJIb3YeMOIo IPHU CO3JaHU
AJIEKTPOHHOI'O apXUBa.

5. VYder u onucaHue AIEKTPOHHBIX JOKYMEHTOB (Ha MpUMEpe HE MEHEee JBYX apXUBHBIX
YUPEXKJIEHUHN, CTPYKTYPHBIX MOPa3/A€IeHU MUHUCTEPCTB, BEAOMCTB, OpPraHU3aLHii).

7. Knaccudukaiusi 3eKTpPOHHBIX JOKYMEHTOB B apXuBe (Ha NMpUMEpe HE MEHee IBYX
ApPXUBHBIX YUPEKIEHUH, CTPYKTYPHBIX [10APA3eIEHUI I MUHUCTEPCTB, BEIOMCTB, OpraHU3alHii).

8.CeTeBble 31EKTPOHHBIE apXUBHI (0030p 3apyOEKHOTO M POCCUICKOTO OMbITA).

9. HopmatuBHO-TIpaBOBOE W  METOAMYECKOE  oOOecleueHue  CO3JaHusl |
(GYHKIIMOHUPOBAHMSI DJIGKTPOHHOTO apxuBa (Ha TMpUMepe HEe MeHee MABYX apXHBHBIX
YUpEXKJIEHUHN, CTPYKTYPHBIX MOpPa3A€ICHII MUHUCTEPCTB, BEAOMCTB, OpraHU3aluil).

10. ITpoGyieMbl OonepaTUBHOTO U AOJITOBPEMEHHOTO XpaHEHUs SIEKTPOHHBIX JOKYMEHTOB
(0030p ucropuorpadumn).

11. TexHomnoru onepaTuBHOTO U JOJITOBPEMEHHOTO XPAHEHUS JEKTPOHHBIX JOKYMEHTOB
(0030p CTaHAAPTOB U METOIUYECKOTO OOCCIICUCHMS).

12. ®enepanphbie 6a3bl TaHHBIX: CTPYKTYpa, KOMIUIEKTOBAHUE U XpaHEHUE (Ha MpUMeEpe
He MeHee (DeIepaTbHBIX OPTaHOB UCTIOTHUTEIBLHOM BiIacTH PD).

13. CpaBHUTENBHBIA aHAU3 U BBIOOP MPOTPAMMHOIO OOECTEeUeHUs AJS JIEKTPOHHOTO
apxuBa OpraHu3aluu (Ha NIpUMEpe HE MEHEee J[IByX AapXUBHBIX YUPEKICHHH, CTPYKTYpPHBIX
noJipa3ielieHnii MUHUCTEPCTB, BEIOMCTB, OpraHU3alluii).

14. 3amuTa uMHGoOpManuu B 3JEKTPOHHBIX apXxuBax (HAa NpuUMEpe HE MEHee [BYX
ApXMBHBIX YUPEXKAECHUH, CTPYKTYPHBIX OPa3/IeIeHUil MUHUCTEPCTB, BE€IOMCTB, OPraHU3aIHi).

Temamuka 6onpocos 011 ROO20MOEKU K KORMPOIbHOU padome (membt 4-5).
1. Oco0eHHOCTH AJIEKTPOHHBIX JTOKYMEHTOB KaK OOBEKTOB apXHMBHOI'O XpaHEHHs (aHaIu3
ucropuorpadun).

2. DJEKTPOHHBIA apXMB KaK COBOKYITHOCTh TEXHOJIOTUH JIOJTOBPEMEHHOTO U
MOCTOSIHHOTO XpaHeHus DJ1 : aHau3 CTaHJapTOB U METOANYECKOT0 00eceueHusl.

3. DJEeKTPOHHBIA  apXWB KaK apXWBHOE YUYPEXKJIECHHE WIH CTPYKTYpPHOE
NOJpa3JielIeHue, OCYIIECTBIAIONIEe COXpaHeHHue HHU(poBOro Hacienus (UcTopusi, Npoduib,
(GYHKIIMH, COCTAaB JOKYMEHTOB).

4. [IpaBoBoe  perynupoBaHHME  XpaHEHHUS  DIEKTPOHHBIX  JOKYMEHTOB B
MEXIYHApOJIHOM U POCCHIICKOM TIpaBe (aHaJIu3 MpaBOBOW 0asbl).
5. DNEKTPOHHBIM apXUB KaK pPa3sHOBUIHOCTh MPUKIAAHOTO MPOTPAMMHOIO

obecnieueHus (cpaBHUTENbHBINA aHaU3 [10 1 pe3yapTaToOB €ro BHEAPEHNUS).

Bonpocul 0na umoz206020 konmpoasa 3nanuit (IK3amen).

1.TepMUHBI U TMOHATUS: BIEKTPOHHBIA JTOKYMEHT, SJIEKTPOHHBIA ApXUB, AJIEKTPOHHAS
nrdpoBas MOANMUCH, apXUBHBIA (OpMaT, MOIB30BATEIBCKUI (opMar, HKCIEpPTH3a IIEHHOCTH,
KJIacCU(UKAIMs OMMMCAHNE IIEKTPOHHBIX JOKYMEHTOB.

2. [IpaBoBOE perynmupoBaHue HOPHANYECKONW CHUIIBI JIEKTPOHHOTO JOKYMEHTA, XPaHCHHS
JIOKYMEHTOB Ha Pa3JIMYHbIX BUJAaX HOCUTEIEH.

3. CtanaapThl Ha XpaHEHHE JOKYMEHTOB HA MAaTHUTHBIX HOCUTEJISX.

4. Knaccudukanust 31eKTPOHHBIX TOKYMEHTOB.



5. DkcnepTu3a IeHHOCTH 3JIeKTPOHHBIX JOKYMEHTOB: KPUTEPUH OOIIHE U CIICIHAIbHBIC.

6. KommuiekroBaHMe  apXWMBOB  JIEKTPOHHBIMH  JOKYMEHTaMHU:  KOHLENLUHU
LEHTPAJIN30BaHHOIO U PACIPENEIECHHOIO XPaHEHUSI.

7. Opranuzanus npueMa 3JIeKTPOHHBIX JOKYMEHTOB Ha XpaHEHUE.

8. Yuer u onucaHue 3JI€KTPOHHBIX JOKYMEHTOB. ONUCH 3JIEKTPOHHBIX JJOKYMEHTOB.

9. ConpoBoauTenbHas J0KymeHTanus K /1.

10. OobecneueHre COXpPaHHOCTH SJIEKTPOHHBIX JOKYMEHTOB. DaKkTOpPHI, BIUAIOIINE Ha
COXPaHHOCTb.

11. HopmaruBHblEe YCIIOBHUS XpaHEHHUS DJJEKTPOHHBIX JIOKYMEHTOB Ha pPa3JIMYHBIX
HOCUTEJISAX.

12. DnexTpoHHBIE apXUBbI KaK CTPYKTYpHBIE MOApa3/eleHnus U opranusanuu. Mcropus,
3a7auy, (PYHKIMH, COCTaB JOKYMEHTOB.

13. DuneKTpoHHBIE apXWMBBl KaK pa3HOBUAHOCTb IPHUKJIAJHOTO IPOTrPAMMHOIO
obecneuenus. Kinaccupukanus MyIbTU(HOPMATHBIX IOMCKOBBIX CUCTEM.

14. TIpoGmembl coxpaHeHUs rpaduku, MyJIbTUMEAMHHBIX g0KymeHToB, CAIIP u
reOMH(pOPMALIMOHHBIX CUCTEM.

15. OundpoBanue JOKYMEHTOB Ha TPAIUIIMOHHBIX HOCUTEIISX.

16. ®yHKINU KOHKPETHOI MyJIbTU(HOPMATHON OUCKOBOW CUCTEMBI.

17. DOnexTpoHHBIM apxXuB OpraHU3allMu: CO3JaHHe, O00OpYyIOBaHHE, MPOrPaMMHOE
obecrnieueHue, QyHKIUU.

18. DnexTpoHHbIE JOKYMEHThI KaK OOBEKThI aDXUBHOTO XPaHEHHUS.

19.1Ipo6IieMbl HOCTOSIHHOT'O XpPaHEHUS JIEKTPOHHBIX JJOKYMEHTOB.

20. Coxpanenue nudpoBoro KyabTypHOTro Hacieausi. CeTeBbIe apXUBEI.

22. denepanbHble U peruoHaNbHble 0a3bl JaHHBIX B PO nx xpaHenue.

5. YueGHo-MeTonMuecKoe U HHGpOpMAIOHHOE 00ecnieyeHne TUCIUIINHbI
5.1 CnMcok HCTOYHHMKOB H JIUTEPATYpPhI

IIpu pa3paboTke chmuUcKa HUCTOYHUKOB M JIMTEPATypbl OBbUIM YYTEHBI TpeOOBaHUs
00pa30BaTeNbHbIX CTAHIAPTOB [0 KHUTOOOECIIEYEHHOCTH.

HUcTounukn

Hcemounuku ocnoeHbvle

®enepanbHblif 3akoH «O0 HHOpMaK, HHPOPMALMOHHBIX TEXHOJIOTUAX U 3aLIUTE UH-
dopmaru» ot 26.07.2007. Ne 149-®3 »//Poccutickas razeta. 29 utons 2006 r. Ne 4131.

@enepanbhblii 3akoH «OO0 3nekTpoHHOM 1UdpoBor moamucu» ot 10.01.2002 N 1-
®3//Cobpanue 3akoHogarenscTBa Poccuiickoit ®enepaunu. 2002. N 2. Cr. 127.

@enepanbublii 3akoH «O0 apxuBHOM nene B Poccuiickoit  @eneparum» o1 27 OKTAOps
2004 r. //Poccmiickas rasera. 2004, 27 oxTabps. Ne 36, Cm.  Takxe:
www.rusarchives.ru/lows/fz.shtml

®enepanbHblii 3ak0H PO «O6 anekrponHoii moamuckn» ot 6 anpenst 2011 r. N 63-03 //
Poccuiickas razera. 2011, 8 anpens. Ne 5451.

Vka3 IIpesunenta PO ot 09.05.2017 Ne 203 «O Ctpareruu pa3BuTus HHOOPMALILOHHOTO
obmmectBa B Poccuiickoit @enepaunu Ha 2017 - 2030 roxen» // Cobpanue 3akoHoaTenscTBa PO
//'15.05.2017 Ne 20. cT. 290.

[Toctanosnenue [IpaBurensctBa Poccuiickoit ®eneparuu ot 06.07.2015 Ne 676 (pen. ot
or 11.04.2019) «O TpeboBaHMAX K TMOPSAKY CO3JaHMs, Pa3BUTHSA, BBOJA B JKCIUTyaTallHIo,



OKCIUTyaTallil M BBIBOJA W3 OJKCIUTyaTalldd TOCYJapCTBCHHBIX HH(POPMAIIMOHHBIX CHUCTEM U
JAIbHENIIEro XpaHeHHsI co/ieprKalleiicss B uX 0a3ax JaHHBIX MH(DOpMALH.

[IpumepHas HHCTPYKLMS IO IEIONPOU3BOJICTBY B FOCYIaPCTBEHHBIX OpraHU3alUsaX. YTB
npukazoMm denepanbHoro apxuBHoro areHrcTBa ot 11.04.2018 N 44,

[Iporpamma  mH(pOpMaTH3ALUU denepalibHOTO apXUBHOT'O areHTCTBa U
MOJABEAOMCTBEHHBIX eMy yupexaeHuit Ha 2011-2020 rr. (YTBepxaeHa [Ipukaszom PocapxuBa No
104 or 2 npexabps 2011 r.) //OnybnukoBano Ha caiite «ApxuBsl Poccum», pasgen
«Mudopmaruszanms». Www.rusarchives.ru/informatization/conseption.shtmi.

[Tocranosnenue IIpaBurenscrBa P® ot uronst 2009r. Ne 477 «OO0 yTBEp ACHUU MTPABHUI
JEJIONPOU3BOJACTBA B  (elepaldbHBIX OpraHax HCIOJHUTENbHON Biactu» //CoOpanue
3akoHoaarenberBa Poccuiickoit denepanuu. 2009. Ne25. C1.3060.

ITocTanoBnenue IlpaBurenscTBa Poccuiickoit @enepamuu ot 7 ceHTs0pst 2011 1. Ne 751
«O BHecennn wu3Mmenenudt B [IpaBunma  genmompou3BoacTBa B (pelepalbHBIX —OpraHax
WCIIOTHUTENIbHON BiacThy// CobOpanue 3akoHoareabcTBa Poccuiickoit deneparuu, 12.09.2011,
Ne 37, ¢1.5263.

I'OCT P 54471-2011/ISO/TR 15801:2009 «Cuctembl 3J€KTPOHHOTO TOKYMEHTOO00POTA.
VYnpasinenne gokymenrtamueir. Mudpopmamms, coxpaHsemas B DJIEKTPOHHOM  BHJIE.
PexoMenpanuu mo obecredeHnio JOCTOBEPHOCTH M HAJICKHOCTW», YTBEPKICHHBIA MPHUKA30M
@denepalibHOTO areHTCTBA 110 TEXHUYECKOMY peryiupoBaHuio U Merposnoruu ot 18.10.2011 Ne
466-crT.

F'OCT P 54989-2012/ISO/TR  18492:2005 «OOecrieueHue  JAOJTOBPEMEHHON
COXPAHHOCTH 3JIEKTPOHHBIX JTOKYMEHTOBY», yTBEPkKACHHBII Mpukazom denepaibHOro areHTCTBa
[0 TEXHUYECKOMY pEeryJIupoBaHuio U MeTposoruu ot 17.09.2012 Ne 325-cr.

OcHoBHBIE TpaBWIIa pabOTHl apXxruBOB opranm3anuid./ Pocapxus. BHUMUJIA /L. M., 2002.

[IpaBmwia opraHuzanuu XpaHEHHMs] KOMIUIEKTOBAaHHS, Y4e€Ta M  HCIOJIb30BAHMUS
nokyMeHTOB AD P® u apyrux apXuBHBIX JOKYMEHTOB B TOCYJAapPCTBEHHBIX U MYyHHUIIUIATbHBIX
apxmBax, My3esx, onbnuotekax, opranuzanusx PAH. M., 2007.

[IpaBuna opraHu3anuu XpaHEHHs, KOMIUIEKTOBAHMS, Y4yeTa U  HCIOJIb30BAHUS
ToKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanuu M Ipyrux apXUBHBIX JTOKYMEHTOB B
opraHax TOCYJapCTBEHHOH BIJIaCTH, OpPraHaXx MECTHOTO CaMOYMPABICHHS WU OpraHU3alMsIX.
M.,2015

PexoMenaanuy no KOMIUIEKTOBAHMIO, YUETY U OpraHU3alliy XpaHEHUs JIEKTPOHHBIX ap-
XMBHBIX IOKYMEHTOB B apxuBax opranuzamuii. M.: BHUMJIA/L, 2013//Ony0nukoBano Ha caiiTe
«Apxussl Poccum». http://www.rusarchives.ru/methodics/index.shtml).

‘PekoMeH1aluy 10 KOMIUIEKTOBAHUIO, Y4€Ty M OpPraHU3allMd XPAHEHUs SJIEKTPOHHBIX
ApXMBHBIX JIOKYMEHTOB B TI'OCYJAapCTBEHHBIX M MyHHIMNAIbHbIX apxuBax M.:. BHUMNJIA/,
2013//Ony6nukoBano Ha caiire «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).

TpeboBanust Kk HMHPOPMALMOHHBIM CHUCTEMaM AJIEKTPOHHOIO JJOKYMEHTO00OpOTa
benepanbHBIX OPraHOB MCIOIHUTEIBLHONW BJIACTH, YUUTHIBAIOLUIMX B TOM UYHCJIE€ HEOOXOIUMOCTb
00paboTKH MHPOpPMALUHU, JOCTYN K KOTOpoil orpanumueH. [Ipukaz Munkomcesizu P® or
02.09.2011 Ne 221, 3apeructpupoBano B Muntocte P® 15 Hoa6ps 2011 r. Ne 22304.

TunoBsle QyHKIIMOHANBHBIE TPEOOBaHUS K CUCTEMAaM 3JIEKTPOHHOTO JOKYMEHTO00O0pOoTa
U CHUCTEeMaM XpaHEHMsI DJIEKTPOHHBIX JTOKYMEHTOB B apXHMBaX TOCYAAapCTBEHHBIX OPIaHOB.
BHUUJA/L, Pocapxus. Ilpoekt. 2018.http://archives.ru/sites/default/files/2018-06-14-project-
tft.doc

@OyHKIMOHANbHBIE TPeOOBaHMUS K MH(POPMALMOHHBIM CHCTEMaM apXUBOB AJIEKTPOHHBIX
IOKyMeHTOB opranuzanuii. M:Pocapxus, BHUUJIA/. 2014 //OnybnukoBaHo Ha caiite
denepanbHoro apxuHoro areHrcTBa http://archives.ru/documents/methodics.shtml



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

Hcmounuku oononnumenvHule.

PJ1 50-524-84 «Ilopsimok XpaHeHHs JOKYMEHTOB Ha MallTMHHBIX HOCUTESIX». M,, 1985.

I'OCT 6.10.4-84. «YuuduuupoBaHHble CHCTEMBl JoKyMeHTauuu. Ilpumganue
IOPUAMYECKON CHIIBI JOKYMEHTaM Ha MAIIMHHOM HOCUTEJE M MalllMHOTpaMME, CO3/1aBa€MbIM
Cpe/ICTBaMU BBIYMCIUTEIbHON TeXHUKNW» .M., 1985.

I'OCT 28388-89. «Cucrembl o0paboTku uHMoOpmaruu. JIOKyMEHTBI Ha MarHUTHBIX
HOcHUTENSX JaHHBIX. [Topsiok BeIMOTHEHNS U oOpameHus». M, 1991.

OcHoBHbIe MpaBuiia padoThl ¢ HAYYHO-TEXHUYECKON JOKyMEHTAlMel B OpraHu3alusax u
Ha npeanpuaruax. M., 2003.

[lepeueHp TUMOBBIX apXUBHBIX JIOKYMEHTOB, O0pa3yIOIIUXCs B HAYYHO-TEXHHUUYECKOH U
MIPOU3BOJICTBEHHOW JEATEIILHOCTH OpraHu3alliii, C yKa3aHHeM cpokoB xpaHeHwus / Demep. apx.
arearctBo, BHUMJIA/. M., 2008. — 382 ¢

Jlureparypa.

Ocnoenas numepamypa

ApXuBOBETYECKHE M JOKYMEHTOBEIYECKHE (YHKIMOHAJIBHBIE TpeOOBaHHS K
MH(GOPMALIMOHHBIM CUCTEMaM, 00eCIeUNBAIOLIMM IEKTPOHHBIA JOKYMEHTOOOOPOT B IpoLecce
BHYTPEHHEH JEATEILHOCTH (e/lepalbHBIX OPraHOB MCIOMHHUTENbHON BracTi» (M.:.BHUUJIA/,
2013), //Omy61uKOBaHO Ha caiite «ApXxuBbI Poccun».
http://www.rusarchives.ru/methodics/index.shtml).

bob6sutea M.II. K Bompocy O ILETOCTHOCTH M ayTEHTUYHOCTH YIPABICHYECKHX
AJICKTPOHHBIX JIOKYMEHTOB B TIpoliecce ux xpanenus//JlenomnpousBoactso. 2018. Ne 3.

Ona >xe. HekoTopble BONPOCHI XKM3HEHHOTO IMKJIA YIPABICHYECKHX 3JIEKTPOHHBIX
nokyMmeHTOoB // JlenonpousBoactso. 2017. Ne 4.

BapnamoBa JI.LH., Kopsruna W.A.®QopmaThl XpaHEHHUS OJJIEKTPOHHBIX JTOKYMEHTOB//
Henomnpounssoactso. 2018. Ne 3.

Hpoko C.B. Pexomenmanuu MCA no paGoTe ¢ 3JIEKTPOHHBIMHM JOKYMEHTaMH ISt
apxuBHCTOB opranm3anmii // OredectBeHHble apxuBbl. 2010. Ne 3. C. 65-73.

Ky3nenos C.JI. HoBble TpeOoBaHuS K cHCTeMaM YIpaBieHHs JOKyYMEHTaMH U
ANEKTPOHHBIM apxuBam// JlenompousBoactro. 2018. Ne 4.

OH xe. DIeKTpOHHBIE apXMBbI U 3JIEKTPOHHAsA noanuck // Jlenonponssoactso. 2017. Ne
4. C. 20-34.

On xe. [IpumMeHeHne TPaJUIIMOHHBIX METOIOB B JKCIEPTU3€E LIEHHOCTH 3JIEKTPOHHBIX
nokyMeHTOB // OteuecTBeHHbIe apxuBbl. 2009. Ne 3. C. 37-47.

OH xe. 3agaun apXMBHOTO XpaHEHHs FJIEKTPOHHBIX JOKYMEHTOB: U3 omnbita LIAJIOHM.//
OrteuectBennsie apxuBbl. 2010. Ne 3. C. 51-60.

Jonoanumensvnas numepamypa

AHTOHeHKO B.B. KoMrutekToBaHne apXMBHBIX YUYPEXKICHHM AJITaliCKOro Kpas
¢doToroKyMeHTaMHU B 31IeKTpoHHOH popme// OteuecTBenHbIe apxuBbl. 2009. Ne 6. C. 46-48.

Adanacwena JL.I1. D1aeKkTpoHHBIE TOKYMEHTHI B JIEJIONPOU3BOJICTBE U apXUBE Op-

raam3ainun// Cexkperapckoe aeno. 2006. Ne 1-3.

Aduanun B.YO., 3n06un E.B. 8-1 EBpomneiickas koHdepeHIUs O 3IEKTPOHHOMY
apxusuposanuto (ECA-2010)// OreuectBennbie apxusbl. 2010. Ne 5. C. 135- 136.

I'eneman-Bunorpano K.b.  Mamunountaemeie noxkymentsl B CCCP.  VYueGHoe
nocooue.Bom. 1. M.:MI'MAU, 1980.C. 7-14. 17-33, 48-81.

I'opoxos C.H. JlobanoB E.M. CoBpemeHHBIE TEXHOJOTUU XPAaHEHUS SJIEKTPOHHBIX
nokyMeHToB // Bectnuk apxuBucra. 2014. Ne 1. C. 193-200.

Kucenes U.H. DnexTpoHHblE JOKYMEHTBI: OCHOBHBIE HaIpaBJIEHUs HCCIeNOBaHUMN //
Bectuuk apxuBucrta. 2000. No 3-4. C. 162-166.
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KysnenoB C.JI. Meroauueckue ¥ TPAKTHYECKHE AaCMEKThl JKCHEPTU3Bl I[EHHOCTH
3JICKTPOHHBIX JOKYMeHTOB // BectHuk apxusucra. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

Jlapug  M.B.  AkryaspHble  TpoOJeMbl  apXWBHOro  Jena B IHU(POBOH
skoHoMuke//Jlenonpon3BoacTro. 2019. Ne 2.

MomkoBa O.M.ABTOMaru3anusi XpaHCHHsI DJIEKTPOHHBIX JOKYMEHTOB B apXHBE
opranu3zaruu, petmeaue D0C//[Ienonpouspoactso. 2019. Ne 3.

CaBun B.A.  ApxuBHBIE 53JEKTpPOHHBIE HH(pOPMAIMOHHBIE pecypchl Poccuiickoit
Denepannn: naeHTHGUKaIK U Knaccudukamnus //OredectBeHHbie apxuBbl. 2008. Ne 4. C. 31-38

Cso Lroxysit. VYmpaBiaeHue 53JIEKTPOHHBIMU JoKymMeHTamMmu B Kwutae: cocrosiHue u
nepcnektuBbl//OTedecTBeHHbIe apXuBhl. 2010. Ne 6. C. 59-64.

TuxonoB B.A., FOmun B.A. CranoBnenue u pasutue apxusoB MUY/] B 1960-80-¢ rr. //
OreuecTBeHHble apxuBbL. 1998. Ne 6. C. 39-46.

Tuxonos B.U., FOmun B.A. CoBpeMeHHbIE KOHIEHIMH JICKTPOHHBIX JOKYMEHTOB //
OreuecTBeHHbIC apxuBbl. 1999, No 1.

®pososa E.B. Dnekrponnsiii apxu TromeHCcko# o0siactu. // OTedecTBEHHBIC apXHBHI.

2009. Ne 6. C. 43-46.

5.2 IlepeyeHn pecypcosB HH(OPMANMOHHO-TEJIeKOMMYHHKALMOHH O ceTH
«HHTEepHET».

1. Apxussl Poccuu. [OtpacneBoii moptan "ApxuBbsl Poccun" HaxoauTces moji maTpoHaToM
®depnepanbHOro apxuBHoro arentctsa (Pocapxuga)]; [DnexTpoHHbI pecypc| — DIEKTpPOH.
JIaH. — M., [2001-2015]. — Pexum JOCTYTIA:
http://www.rusarchives.ru/guide/fed_gd.shtmlwww. cBoGoaHBI. — 3ari. ¢ 9KpaHa.

2.1leHTp KOMIIETEHIIMU IO BOMIPOCAM JOKYMEHTAIIMOHHOTO O0ECIIeUeHus yIPaBICHUS U
apXUBHOTO Jela; [DIEeKTPOHHBIN pecypc| — DnekTpoH. nan. — M., [2013]. — Pexum gocryna:
www.edou.ru, cBoOOAHBIN. — 3aril. ¢ 3KpaHa.

3. DOC-Online. He3aBucuMBIi MOPTaI O CUCTEMaX 3JEKTPOHHOTO JOKYMEHTOOOOpOTA.
www.doc-online.ru

4. Docflow. Bce 0 Mupe 3JIeKTpOHHOTO TOKYMEHTO000pOoTa. [DIEeKTpOHHBIN pecypc] -
OnekTpoH, aaH.- M., 2002-2004r — www.docflow.ru, cBoOoaHbIi. — 3ari. ¢ sKpaHa.

5. Ilepuommyeckoe wu3gaHWe 1O TpoOIEMaM AIEKTPOHHOTO JIOKYMEHTOOOOpOTa.
www.directum-journal.ru
Caiimpl KamMnanuii-pa3padomuuKo8 nPopamm:

6. DrekTpoHHbI apxuB Asee ApxuB 3. www.alee-archive.ru
7. Jletorpad. Cuctema JIETOI'PA® — xoMmiekcHOE pellieHue Mo yNpaBiIeHUIO JOKYMEHTaMU,
aBTOMAaTHU3aIMK OU3HEC-TIPOIECCOB U MHTETpalllK MPHIoKeHniH. www.letograf.ru
8. Directum. Cucrtema 3J€KTPOHHOTO JOKYMEHTOOOOpOTa M YIIpaBJIEHUS B3aUMOJIEHCTBUEM.
www.directum.ru
9.Digital Design - Uudopmarmonnsie Cucremsl Ynpasienus busHnecom --J{enonpons3BoacTBo u
apxuB. www.didges.ru
10. Fly-Doc. Cucrema 31eKTpOHHOTO apxuBa npeanpustus. www.FlyDoc.ru
CaiiThl Opranu3aiuii, OCyIIeCTBISIIOIINX CO3/IaHNe IIEKTPOHHBIX apXUBOB.
11.Koprnopauus «371eKTpoHHBINA apXuB». www.elar.ru
12.Kopyc Koncantunr. www.korusesm.ru
6.3 IIpogeccnonasibHbIe 02361 JAHHBIX U HHPOPMAILMOHHO-CIIPABOYHbIE CHCTEMBbI

Hoctyn k mpodeccuonanpHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases

WHupopmMalinoHHbIE CIIPABOYHBIE CHCTEMBI:
1. Koncynbsrant [Tiroc


http://www.korusesm.ru/

2. Tapanr

Ne | HaumenoBanue

n/m
1 MexnayHnapoanbie pedepaTUBHbIE HayKoMeTpuueckue bJl, mocTymHbie B paMKax
HAllMOHAJILHOM moanucky B 2022 r.
WebofScience
Scopus
2 [Tpodeccuonanbabie TOJHOTEKCTOBBIE BJI, 1OCTyIIHBIE B paMKaX HallMOHAIBHOM

noanucku B 2022 r.
XKypuansiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypuanst Taylor and Francis
3 [Tpodeccuonanbabie TOJIHOTEKCTOBBIC B/
JSTOR
W3nanus no oO1eCTBEHHBIM U TYMaHUTAPHBIM HAyKaM
DnekrponHas oubaunorexa Grebennikon.ru
4 KomnbroTepHble ClipaBOYHbIE MPABOBBIE CUCTEMBI
Koncynbrant Ilmtoc,
I'apanT

6. MaTepHaJbHO-TeXHHYECKOE o0ecnevyeHrue THCINTIINHbI

B pasgene ykasanbl = HeoOXxoxumoe [uid OOyYeHHUS JIMLEH3MOHHOE IPOrpaMMHOE
oOecrnieueHre (M3 PEKOMEHJOBAHHOI'O CIIMCKa), 000pYyJOBaHUE, AEMOHCTPAaLMOHHbIE HPUOOPHI,
MYJbTUMEMIHbBIE CpelcTBa, y4ueOHble (DUIBMBI, TpEeHaKepbl, TPeOOBaHUS K AyAUTOPUSIM —
KOMIIBIOTEpPHBIE KJIACChl, aKaJEMUYECKHE WJIM CIEeNHaIbHO O0OpYJOBaHHBIE AyIUTOPUU U
n1abopaTopuu, HATMYUE TOCKH U T.[.

s oOecnieyeHHsl JUCHMIUIMHBL HCIHOJB3YeTCSl MaTepHalbHO-TEXHUYecKass 0aza
00pa30BaTENILHOTO  yUpeXAEHUs: Yy4yeOHble ayJUTOpUH, OCHAIEHHbIE KOMIBIOTEPOM U
IIPOEKTOPOM JJIsl AEMOHCTPALUU yYeOHBIX MaTEpPHAJIOB.

Jiis  mpoBeleHUs — ayIUTOPHBIX  3aHATUM  HEOOXOOUM  CTaHIApTHHIE  Halbop
cHenuain3upoBaHHON yueOHOM mMebenu u ydeOHOro o0OpyAOBaHHs, B TOM YHUCIE ayJUTOpHAas
JocKa (C MarHUTHOM TOBEPXHOCTbIO M HAaOOpPOM MPUCHOCOOTIEHHUH I KperieHHs
JEMOHCTPAllMOHHBIX MaTepHalioB), 3KpaH (Ha IUTAaTUBE WM HaBecHOM). [l mposeneHus
OPAaKTUYECKUX 3aHATHH, a TakkKe OpraHu3alud CaMOCTOSATENbHOM paboThl CTYJIEHTOB
HEOOXOJUM KOMIIBIOTEPHBIM KJlacc ¢ pabouuMMM MecTaMHu, OOECIEeYMBAIOUIMMH BBIXOJA B
Wntepner. Kpome toro, 11 ”HPOPMALMOHHO-PECYPCHOTO 00ECIeUeHHsI TPAKTUYECKUX 3aHATHH
HEOOXO0IUM JIOCTYII K CKaHEpY, KOMUPOBaJIbHOMY aIlfapary U NpuHTEpY.

Peanuzanus y4yeOHOW mporpamMMbl JOJDKHA OOECIEUMBATHCA JOCTYIOM  KaXJI0To
CTyJeHTa K HH(QOPMAIMOHHBIM pecypcaM — YHHMBEPCUTETCKOMY OHOIMOTeYHOMY (OHIY u
cereBbIM pecypcam Wutepner. [lns ucnons3oBanus KT B yuebHOM mpoiecce HEOOXOIMMO
HaJIMYue MPOrpaMMHOT0 oOecredyeHHusl, MO3BOJISIONIEr0 OCYIIECTBIATh MOUCK MH(OpMalUHU B
cetu VIHTepHET, CUCTEeMaTU3aIIo0, AaHAIM3 U MPE3EHTALUI0 HHPOpMAIIUU, SKCIOPT UH(OpMaIH
Ha [IU(PPOBbIE HOCUTEIH.

Jlns oOecriedyeHust y4eOHOTO TMporiecca Hcmonb3yercs: nuiensunonnoe 10 Microsoft
(omeparmonHas cuctema WindowsXP Professional Bepcust 2002 ServicePack 3, Word,
PowerPoint).



CoctaB mporpaMMHOT0 00€CIICYCHHS:
1. Windows
2. Microsoft Office

7. 00ecnieueHne 00pa30BaTEJbHOr0 Tpolecca sl JHUI ¢ OrpaHUYeHHBIMH
BO3MOKHOCTSIMM 310POBbSI U MHBAJIN/I0B

B xozxe peanuzanuyu AMCUMILIMHBI UCIIOJIB3YIOTCS CIEAYIOLIUE JOMOJIHUTEIbHBIE METOIbI
00yueHHMs], TEKYILEr0 KOHTPOJISI yCIIEBAEMOCTH U IIPOMEXYTOUHOH aTTecTaluy o0y4yarolmxcs B
3aBUCUMOCTH OT UX HHIUBUAYAIbHBIX OCOOEHHOCTEH:

® JUIsl CIIETIBIX U CIA00BUISAIIMX: JEKIIMUA O0(OPMIISIOTCS B BHJIE HJIIEKTPOHHOTO TOKYMEHTA,
JOCTYITHOTO C ITOMOIIIBbIO KOMITBIOTEPA CO CHEIHATU3NPOBAHHBIM IIPOTPAMMHBIM 00eCTieueHHEM;
NUCbMEHHBIE 331aHUs BBIOJHSIIOTCS HA KOMIIBIOTEPE CO CHELUATU3UPOBAHHBIM IPOrPaMMHBIM
o0ecrie4eHreM UM MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM; 00€CIIEUMBAETCS UHANBHUAYAIbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JroKc; A1 BBIIOJHEHUS 3a[aHus PU HEOOXOAUMOCTH
IIPEIOCTABIISCTCS YBEJINYMBAIOLIEE YCTPOHCTBO; BO3MOYKHO TAK)K€ HCIIOJIb30BAHNE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPOUCTB; MUCbMEHHbIE 33aJaHUs O(DOPMIISIOTCS YBEIMUYEHHBIM LIPUPTOM;
9K3aMeH M 3auyé€T MPOBOJATCS B YCTHOH (pOpMe WM BBINOJHSIOTCS B NMUCBbMEHHOW (hopme Ha
KOMIIBIOTEPE.

oISl TIYyXUX U caabOCHbIIANMX: JIEKIMH O(OpPMISIOTCS B BHJIE 3JIEKTPOHHOTO
JOKYMEHTa, JU00 TMpeAoCTaBisieTcss 3BYKOYCWIMBAIOIIAs —ammaparypa HHIUBUAYaJIbHOIO
[0JIb30BaHUS; MUCbMEHHBIE 33JaHUS BBINOJHAIOTCS Ha KOMIBIOTEPE B MUCBMEHHOH (hopme;
9K3aMEH U 3a4€T MPOBOASTCA B MUCbMEHHOU (hOpMe Ha KOMIIBIOTEpPE; BO3MOYKHO IIPOBEJICHUE B
dbopme TecTUpOBaHUS.

e /Ul JIMIl C HapyLIEHUSIMH ONOPHO-ABUraTEIbHOIO ammapara: JeKIHH o(pOpMIISIOTCS B
BUJE  DJIGKTPOHHOIO  JIOKYMEHTa,  JIOCTYIIHOTO €  IIOMOIIBIO  KOMIbIOTEpA  CO
CHeLHaTU3UPOBAHHBIM MTPOrPAaMMHBIM O0ecliedeHneM; MUCbMEHHbIE 33aJJaHHs BBITIOJIHSIOTCS Ha
KOMIIBIOTEPE CO CHENHATU3UPOBAHHBIM IPOTPAMMHBIM 00€CIIEUeHHEM; SK3aMeH U 3auéT
IPOBOJATCS B YCTHOM (hOpMe M BBITIOIHSIOTCS B MUCbMEHHON (pOpME Ha KOMITBIOTEPE.

[Tpu HE0OXOIMMOCTH MPEyCMaTPUBAETCS YBEIMUEHUE BPEMEHH JIs1 TOATOTOBKH OTBETA.

[lponienypa  mpoBeleHHMs  NPOMEXKYTOYHOM  arTecTalMu  JUIl  OOydaroluxcs
YCTaHABIMBAETCS € YYETOM UX HUHAMBUIYAIBHBIX ICHUXO(U3NYECKUX OCOOEHHOCTEH.
[TpomexyTo4Hast arTecTanus MOXKET IPOBOJUTHCS B HECKOJIBKO ATAIlOB.

[Ipu mpoBeneHUM NpOLETYpPhl OLEHUBAHUS PE3yJabTaTOB OOydeHHUs IpeaycMaTpuBaeTcs
UCTIOJIb30BaHUE TEXHUYECKUX CpEICTB, HEOOXOJUMBIX B CBA3M C HWHAWBUAYAIbHBIMU
OCOOCHHOCTSAMU OO0Y4YaroIIMUXCsl. DTU CPEeICTBa MOTYT OBbITh MPENOCTAaBIECHbI YHUBEPCUTETOM,
WJIA MOTYT MCIIOJIb30BAThCSl COOCTBEHHbBIE TEXHUYECKHE CPECTBA.

[IpoBenenre mpoueAypbl OLEHUBAHUS — pe3yJabTaToB  OOyueHUs  JIOMYCKaeTcs C
UCIIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHH.

ObecnieunBaeTcss 10CcTyn K MHGOPMalMOHHBIM U OUOIHOrpaduyecKuM pecypcam B CETH
WutepHer Ui Kaxaoro oOydaromierocs B ¢opmax, aJalTHPOBAHHBIX K OrPaHUYEHUSIM HX
3JI0pOBbS U BOCTIPUATHUS HHPOPMAIUH:

® ISl CJENbIX W CIA0OBUIANIMX: B TMedaTHOW (opMe yBETUYEHHBIM IpU@TOM, B hopme
AIIEKTPOHHOI'0 IOKyMEHTa, B hopMme aynuodaiina.

® /IS TITyXUX U CJIa0OCIBIIIAIINX: B Te4aTHOU (opme, B HopMe FIMEKTPOHHOTO JOKYMEHTA.

e 11 OOy4YaIOUIMXCS C HApyLIEHUSMU OIOPHO-IBUTaTEeNIbHOTO ammapara: B I€YaTHOM
dbopme, B popMe AIEKTPOHHOTO IOKYMEHTa, B (hopme ayauodaiina.



VYyeOHble ayAUTOPUH I BCEX BUAOB KOHTAKTHOW M CaMOCTOSITEIbHON pabOThI, HayyHas
O6u0nMoTEKa M MHbIE MOMEIIEHUs ISl 0Oy4EHUs! OCHAILIEHbI CIIELHAIbHBIM 000PYAOBaHHEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEACTBAMHU O0YUCHUSI:

® Uil CIIENIBIX U CIAOOBUISIINX: YCTPOHCTBOM ISl CKAHUPOBAHMS W YTEHHS C KamMepou
SARA CE; mucnineem bpaiins PAC Mate 20; npuntepom bpaiing EmBraille ViewPlus;

® Ul TUIyXUX U CIa0OCTBIIIANINX: aBTOMAaTH3UPOBAHHBIM pabodunM MECTOM JUIsl JIFOJEH ¢
HapyLIEHUEM CIIyXa U C1a00CbIIIAINX; aKyCTUYECKUN YCUIINTEIb U KOJIOHKHY;

e Ui 00YYaroIUXCsl C HApYIIEHUSIMU OIIOPHO-JBUTATENILHOTO amiapara: nepeiBUKHBIMHU,
peryiupyeMbiMi  3proHomMuuyeckumu  mapramu  CH-1; KOMIBIOTEPHOM  TEXHMKOHW €O
CHeLMaIbHBIM IIPOrPaMMHBIM 00€CIIEUCHHEM.

8. MeToanueckue MaTepHuaIbl

8.1 Inanbl 1a00paTOPHBIX 3aHATHIH

MeToauuecKkue YKa3aHus 10 OpraHvu3alnvm 1 IMpoBEACHUIO
ITosscHuTEeIbHAS 3aIKCKa.

Lenp 3aHATUN — W3y4YEHHE U CPABHUTEIBHBIN aHANU3 C y4eToM creruuku npoduis
MOATOTOBKU, TOJOXKEHUM CTaHAApPTOB M METOAMYECKUX pPa3pabO0TOK, perIaMeHTHUPYIOIIUX
TEXHOJIOT'MH JI0JITOBPEMEHHOI'0 U TOCTOSIHHOTO XPaHEHUs! AJIEKTPOHHBIX IOKYMEHTOB.

BriGop Tem s 3aHATHI CBsi3aH C JABYMsI HanOosee 3HAYUMBIMU HalpaBJICHUSMU
pPa3BUTUSL TEXHOJOTUMM XpaHEHUs OJJIEKTPOHHBIX JOKYMEHTOB — Yyuera, omnucaHus IO/ u
obecrieueHUsT WX COXpPAHHOCTU. TakkKe CTYIEHThl HU3y4yaloT TpeOOBaHUS POCCHUUCKUX U
MEXIYHAPOAHBIX CTAaHAAPTOB K MPOTPAaMMHOMY OOECIEUEHHUIO0 JUIS CO3JaHUsl U BeleHUs
AJIEKTPOHHOIO apXWBa OpraHu3auuy. MeToInKa MPOBEACHUS MPAKTUYECKUX 3aHATHA MO KypCy
CBs3aHA C 3ajayeil BpIOOpa MPOrpaMMHBIX MPOAYKTOB. CTYOEHTHl yuyaTcsi JaBaTh OLICHKY
MpoQEeCCHOHATIOB MPOTPAMMHBIM TPOIYKTaM, CO3JAHHBIM Pa3IMYHBIMH pPa3paOOTUYMKaAMH IS
uH(pOpMaTH3alUA OJHOM apXWBHON TEXHOJOTHH (B JAHHOM Cllydae — ydeTa JOKYMEHTOB U
MH(OPMALIMOHHOTO TIOUCKA).

B xome 3aHATHS CTyIEHTHl CHadyaJla M3y4arOT M KOHCIIEKTUPYIOT CTaHAApPThl U
METOJMYECKHE pPa3pabOTKH, PYKOBOJACTBA TOJIb30BATEINSI, 3aTEM BBIMOJHSAIOT MPAKTUYECKYIO
paboTy. 3amaHus MOCTPOEHBI MO MPHUHIIUIY MOJEIHPOBAHUS peanbHO cutyaruu. CTyIeHTHI
JIOJ>KHBI TIOJIYYUTh MACIoOPT apXHBa, AJIEKTPOHHBIM MyTEBOAUTENb WA ONKCh U T.1. [Ipu 3TOM
3a/laHusl TIOCTPOEHBI TaK, YTOOBI OPHUEHTHPOBATh CTYAEHTA HA CAMOCTOSITENLHOE peIIeHHe
3a/1a4ud TI0 CO3/IaHHI0 HAa OCHOBE HMEIOIICIHCS HOPMATUBHO-METOJIWYECKON 0a3bl JIOKATBbHBIX
HOPMAaTHUBHBIX aKTOB M pa3pabOTOK JIJIsl apXHBa OpraHU3alnu.

B 3akntoueHHe CTyIEHTBI JENal0T BBIBOJABI O COBPEMEHHOM COCTOSIHUM HOPMATHBHO-
MeToanyeckor 6a3bl xpaneHus. D/1.
3aHATHS TPOXOIAT B KOMIBIOTEPHOM Kiacce, Il paboThl HEO0OXOAMMO MPOTPaMMHOE
obecrnieveHne, yKa3aHHOE /I KOKJIOW TEMbl 3aHATHS.

BrinosiHeHNE TEOPETUYECKON U MTPAKTUYECKOW YAaCTH 3a/IaHUS 110 KaXJI0W TEME OLICHUBAETCS Ha
1-5 Gamos.

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

Llenv pabomul: U3yueHue NMPU3HAKOB KIIACCU(PHUKAIIUU SJIEKTPOHHBIX JOKYMEHTOB.

3aoanue:
W3ydyeHne mpu3HAKOB KilacCU(PUKAIMM 3JEKTPOHHBIX JIOKYMEHTOB, OOpa3yloIIMUXcs B
JEATEIIBHOCTH OPraHU3allii Ha OCHOBE HOPMAaTUBHO-METOANUYECKUX TOKYMEHTOB.
CucremaTu3zanus pe3yJbTaToB B TaOIuULE:



Hcrounnku nadopmaum
(HOpMaTHUBHO-METOANYECKHE TOCOON)

[Tpusznak

Knaccudukannonu

knaccudukan | ple  Tpymmel, I/,

un D]

BBIJACIICHHBIC Ha
OCHOBAaHUH
JAHHOT'O ITpHU3HAKa.

[IpaBuna OpraHu3aluu XpaHEHHS,
KOMIUICKTOBAHMSI, y4e€Ta W HCIOJb30BaHUA
NOKyMeH-ToB ApxuBHOro (onma Poccuiickoii
®denepauyu U APYTUX apXUBHBIX JOKYMEHTOB
B OpraHax rocyJIapCTBEHHOM BJIaCTH, OpraHax
MECTHOTO CaMOYTpPAaBICHUS U OpraHU3alUsX.
M.,2015

Pexomenoayuu no xomnnexmoeanuro, yuyemy
U opeaHuzayuu  XpaHeHus  dJIEKMPOHHbIX
APXUBHBIX O0OKYMEeHMOo8 8 apxueax
op2aHu3ayull. M.: BHUNWJIA/]
2013//Onybnuxosano mna caime «Apxugoi
Poccuuy.
http://www.rusarchives.ru/methodics/index.sh
tml).

[lepeyeHb TUMOBBIX ApXUBHBIX JTOKYMEHTOB,
0o0pa3yromMXcsi B HAYYHO-TEXHHYECKOH U
MIPOU3BOJCTBEHHOMN NEeATEIbHOCTH
OpraHu3alyii, ¢ yKa3aHueM CPOKOB XPaHCHUS
/ ®enep. apx. arenrctBo, BHUNIA. M.,
2008. — 382 ¢

I'OCT P 54989-2012/ISO/TR 18492:2005
«O0ecneueHue JOJITOBPEMEHHON
COXPAaHHOCTH JJIEKTPOHHBIX JOKYMEHTOBY,
YTBEpXKACHHBIM Ipukazom deneparbHOro
areHTCTBa 1o TEXHUYE-CKOMY
pEryJIupoBaHUIO u METPOJIOTUHU oT

17.09.2012 Ne 325-cr.

Hpyrue...

2. Uzydenue

Ha OCHOBE
JIOKYMEHTOB MOCTOSIHHOTO (JIOJIFOBPEMEHHOI'0) XpaHEHUS.

MPUHIUIIOB TOPOPMATHON KiIacCU(PHUKAIIUU SJIEKTPOHHBIX JOKYMEHTOB (HampuMmep,

oryetra o HUP «CpaBHutenbHblii aHanu3 (opmaToB (aiaoB 3IEKTPOHHBIX
M..PTTVY, 2013 //OnybaukoBaHo

Ha caiite «Apxubl Poccum». http://www.rusarchives.ru/methodics/index.shtml).,

Boigenenue nHanOoniee pacnpocTpaHEeHHBIX (OpPMATOB U apXUBHBIX (OPMATOB B KaKIOM
Pa3HOBHIHOCTH TPE/ICTaBICHUS] HH()OPMALIUH.
Cucremaru3aiyisi JaHHBIX B TaOJHIIE:

Bun npencTaBieHus | PacnpoctpaneHHble
nHpopManuu MIOJIb30BATEIbCKHE

dbopmarsl.

ApxuBHble (popmMaThl

CuMBoOJIbHAS

['mneprekcroBas

I'padmueckas  (pactpoBas,
BEKTOpPHAsI)
3BYK, BUJIEO U T.II.




3.U3yyenne coctaBa 0a3 MJaHHBIX U D3JEKTPOHHBIX PECYpCOB Ha NpHUMEpPE KOHKPETHOM

OpraHH3aIiHu.
CucremaTu3zaius pe3yJbTaToB B TabJIuUIIE:
[Tpuznaku knaccudukanuu | Knaccudukanmonubie Hazpanue
TPYIIIBI WH(OPMAIIMOHHBIX CHCTEM,
MH(OPMALIMOHHBIX
pECYPCOB OpraHu3aluu
OyHKIWS, CTPYKTypHOE
110/Ipa3JIeJICHUe
IleneBoe Ha3HaYCHUE

MH(POPMALIMOHHON CHCTEMBI
(aBTOMATH3MpOBAaHHAS  CUC
TeMa YIpaBJICHHUS, CHCTEMa
KOHTPOJIS UCTIOJTHEHUS
JTOKYMEHTOB, cucrema
aBTOMATHU3UPOBAHHOTO
MIPOEKTHPOBAHUS,
reonH($opMauoHHAas
cucrema, IKCTIEpTHAS
CUCTEMA U JIP.)

VYposens ympasnenus MC
(oTpacneBasi, peruoHaibHasl,

cucreMa yIIpaBI€HUA
MPEIPUSTHEM, cucremMa
yIIpaBlIeHUsA
TEXHOJOTHYECKUM
MIPOIIECCOM)

Bunesr MpecTaBICHUS

uHpopmauu, GopMaThl.

[Ipouenypa ynocroBepeHus
FOP.CHJIBI

Jlpyrue npu3Haku. ...

4. CoctaBieHHe MepeyHs JIEKTPOHHBIX JOKYMEHTOB OpraHM3allid, KaK YIPaBICHUECKUX, TaK H
HAy4YHO-TEXHUUYECKUX, C YKA3aHUEM CPOKOB XpaHEHUS.
Konumponvuvie gonpocwi:
1) KakoBa cnienu¢uka npusHakoB kiaaccuuranuu /7
2) C xakuMU LETISIMH OCYIIECTBIIsAETCs Kiaccuuraus D/1?
3) B uem cocrout 3HaueHne nopopmatHoii knaccudurammu ] ?
Cnucok UCmoYHUKO8 U Tumepamypbol.
1.Hcmounuxu ochognbie
1.0OcHoBHBIE TpaBUiIa paboThl apxuBOB opranuzauuit. M.,2003. I1. 4.
2.IlpaBuna opraHu3alMy XpaHEHUs, KOMIUIEKTOBAaHHUS, Y4YeTa U HCIOJIb30BaHUS
NOKyMeHTOB ApxuBHOro ¢onna Poccuiickoit denepanuu u Apyrux apxXuUBHBIX JOKYMEHTOB B
OopraHax TOCYyJapCTBEHHOW BIJIACTH, OpraHaX MECTHOTO CaMOYIpPAaBJIEHUS M OpraHU3alMsIX.
M.,2015
3. TlepedyeHb THUMOBBIX APXUBHBIX IOKYMEHTOB, OOPa3yIOIIMUXCS B HAYYHO-TEXHUYECKOM
U TIPOMU3BOJICTBEHHON JIeSITEIbHOCTH OpraHMU3alui, ¢ yKa3aHHEeM CPOKOB XpaHeHus / denep. apx.
arearctBo, BHUMJIA/. M., 2008. — 382 ¢



4. PekoMeHaamuu 1Mo KOMIUIEKTOBAHHIO, YUETY U OPTaHU3AlUNA XPAHEHHS HIEKTPOHHBIX
apXMBHBIX JOKYMEHTOB B apxuBax opranusamuii. M.: BHUUJIAJL, 2013//OnybaukoBaHo Ha
caiite «ApxuBsl Poccun». http://www.rusarchives.ru/methodics/index.shtml)

5. CpaBHuUTENbHBIN aHAIN3 POPMATOB (PAilJIOB AJIEKTPOHHBIX TOKYMEHTOB MOCTOSIHHOTO
(monroBpemenHoro) xpanenus». Otuer on HUP. M.:PITYVY, 2013 //Ony0iukoBaHo Ha caiTte
«Apxussl Poccum». http://www.rusarchives.ru/methodics/index.shtml).

2.Ucmounuku oonoanumenbHule.

OcHoBHbIe MpaBuiia padoThl ¢ HAYYHO-TEXHUYECKON JOKyMEHTAlMel B OpraHu3alusax u
Ha npeanpuaruax. M., 2003. I1.3.1.

I'OCT P 54989-2012/ISO/TR  18492:2005 «OOecrneueHne  OJITOBPEMEHHOMN
COXPAHHOCTH JJICKTPOHHBIX JTOKYMEHTOB», YTBEPKICHHBIN MprKkazoM DeaepaibHOro areHTCTBa
110 TEXHUYECKOMY peryupoBaHuio U MeTposiorud ot 17.09.2012 Ne 325-cr.

2.1. Jlumepamypa ocHosHasl.

3amaeB ['.3. Ananu3 u kiaaccuUKaIs MIEKTPOHHBIX JOKYMEHTOB//BeCTHUK apXUBHUCTA.
1999. Ne 2. C . 60-61.

BapnamoBa 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.htmli?8

Onm xe. CBoOOAHOE TporpaMMHOE oOecriedyeHne U OTKpbIThie (popmatsl B Poccun //
Henonpouspoacto. Ne 2010. Ne 1. C. 29 — 33

2.2.  Jlumepamypa 0ONOIHUMENbHAS.
3apyOexHbIl ONBIT YHPABIEHUS AJIEKTPOHHBIMU JOKYMEHTAMH U OpraHU3alluu UX
apXUBHOTO XpaHeHus. — M., 2014.

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

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

3.Ilepeyensv pecypcos unghopmayuoHHO-meneKOMMYHUKAYUOHHOU cemu « MnmepHnemy.

1.  ApxuBbl Poccun. [OtpacneBoii mnopran "ApxuBbl Poccun" nHaxonutcs mnon
narponatoM ®denepanbHoro apxuBHoro areHrcTBa (Pocapxusa)l; [D5eKTpOHHBIN pecypc]
— DIEKTPOH. JaH. — M., [2001-2015]. — Pexum JOCTyTIA:

http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo6oHBII. — 3ari1. ¢ sKpaHa.

2. KoncanrunroBas rpynmna Tepmuka [DneKTpOHHBIN pecypc]. — DneKTpoH. gaH. — M.,
[2012]. — Pexum noctyma: http://www.termika.ru/. — 3ari. ¢ skpaHna.

3. EDOU.RU [Onektponusiii pecypc]: LleHTp KOMIeTeHIIMM 10 BOIPOCaM
JIOKYMEHTALMOHHOTO 00eCIeYeHus YIPaBIECHUS U apXUBHOTO Jiea. — DJIEeKTPOH. AaH. — [M.],
cop. 2013. — Pexxum noctymna: http://www.edou.ru/dou/. — 3aru. ¢ skpana.

5. Mamepuanvrho-mexuuueckoe obecnevenue OUCYUNTUHBL.

VY4eOHbIi KOMIBIOTEPHBINA Kilacc (cM. m. 8. MarepuanbHO- TEXHUYECKOE OOecredeHune
nucuuiuineel.) [IporpammHoe obecrieyenue:

Nudopmanmonno-cnpaBounas cucrema apxuBHor otpacinu (MCCAOQ),]. — DnexTpoH.
nan. — M., [2012]. — Pexxum nocryma: http://www.termika.ru/. — 3ari. ¢ skpaHa.

Tema 2. (4 waca) Metoauueckue OCHOBBI y4eTa JIEKTPOHHBIX TOKYMEHTOB.

Lenv 3anamus: n3yyenue noHsATud «EnunHuna xpanenus I/» u «Eqununa yuera 91,
CHCTEMBbl apXMBHOTO YyudeTa M onucanuss O]l COrlacHO CyIIECTBYIOIIEH HOPMAaTHUBHO-
METOUYECKOn Oase.
3aoanus:
1. U3y4yuTh HOPMATUBHO-METOAMYECKOE JOKYMEHTHI 0 yueTy D/I.


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

P C3yJIbTAaThl CUCTCMATHU3UPOBATHL B BUJIC TaGHI/IHBIZ

MeToon4YeCKHe Emnauna Eanauna KonTtelinep 21 Qnektpo [@opmbl
ocooust XPAaHEHUS [ydeTa HHOE yuera D]
eno

OCHOBHBIE TpaBUIIA|
paboThI apXHBOB
OpraHu3aIuu.
M.,2003. II. 4.
[IpaBuiia
OpraHu3auu
XpaHEeHUs,
KOMILIEKTOBAaHMUS,
ydyera u
MCIIO0JIb30BaHUS
ITOKYMEHTOB
ApxuBHOTO (HOHAA
Poccuiickoit
Denepanuu H
IIPYTUX  apXUBHBIX|
ITOKYMEHTOB B
opraHax
rOCY1apCTBEHHOM
BJIACTH, opraHax|
MECTHOT'O
CaMOYTIpaBJICHUS U
OpraHu3aIusX.
M.,2015
PekomeHmauuu 1o
KOMILJIEKTOBAHHUIO,
Y4eTy u
OpraHu3aIu
XpaHeHUus
PIIEKTPOHHBIX
APXHUBHBIX
ITOKYMEHTOB B
apXHUBax
opranmsanui. M.:
BHUNIA/,
2013//Ony6nukoBa
HO Ha caire
«ApxuBsl Poccumy.
http://www.rusarchi
ves.ru/methodics/in
dex.shtml)

2. V3yunTh ABWKEHMS U TEXHOJIOTMYECKHE MUTPAIMU, TPOUCXOsIue ¢ KomiuiekcoM D/] B apxuBe
OpraHu3aIuu.

3. Ha ocHoBe 3a1aun 10 y4eTy COCTaBUTh KapTOUKY y4eTa €AWHUIBI yueTa D1, akThl MUTpaLUU U
nepesanucu D/1, )KypHaJbl MUTpALlUU U Tepe3anuc, KHUTY yuyeTa u noctymienus /1.



4.

1)

2)
3)
4)

CocTaBUTh Ha OCHOBE METOJMYECKHX TOKYMEHTOB COCTAaBUTh HHCTPYKLUHIO TO ydery O/ B
KOHKPETHOW OpraHM3allii, OTPa3uB y4eTHbIE (DOPMBI, B KOTOpPbIE 3aHOCATCS Bce ABMKEHUs D/
(mocTyreHue, BEIOBITHE, YHUYTOKEHNE, MUTPAIIHS, TIEPE3aITHCh)

5. Cdopmuposarts neno donpa.
Koumponvnvie sonpocwi:
[aiite onpeneneHus eAUHULIBI XpaHEeHUs U eauHulbl yueta DJ[. Kakue paznuusble MOIX0abl K
ONPEJICTICHUIO ITUX MOHITUH CYHIECTBYIOT B METOAMYECKOM uTepaType?
JaiiTe onpeneneHre TEPMUHOB «IJIEKTPOHHOE JIETI0», KKOHTeHHEep D/1».
HazoBure ocHOBHBIC yueTHbIE (hopmbl D1,
B yem otinuus gena ¢pounga 3/ ot nena GpoHga TOKyMEHTOB Ha TPAAUIIMOHHBIX HOCUTEIAX ?

Cnucok ucmoyHuxkos u 1umepamypul

1.Mcmounuxu ocHogHble

OcHOBHBIE TIpaBUIa pabOTHl apXuBOB opranmu3anuid. M.,2003. I1. 4.

[IpaBuia opraHu3zalMy XpaHEHUs, KOMIUJIEKTOBaHMsS, yyeTa U HCIOJIb30BAHUSA JOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoii @enepaliii U APYTUX apXUBHBIX JIOKYMEHTOB B OpraHax
roCy/1apCTBEHHOW BJIACTH, OpraHax MECTHOI'O CaMOYIIPaBJIeHUs U oprann3zauusx. M.,2015
Pexomenaanmm no KOMIUIEKTOBaHUIO, YUETY U OPraHU3alluu XPaHEHUS JIEKTPOHHBIX apXUBHBIX
JNOKYMEHTOB B apxuBax opranusamuii. M.. BHUMJIAJL, 2013//OnybnukoBano Ha caiiTe
«Apxussl Poccum». http://www.rusarchives.ru/methodics/index.shtml)

Pexomenaaiuu mo KOMIUIEKTOBaHUIO, YUETY M OpraHU3allMU XPaHEHUs SJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHbIX M MyHUUUNadbHbIX apxuBax M.: BHUUIA/,
2013//Ony6mukoBano Ha caiire «APXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).

2. Mcmounuxu 0ononnumenbHule.
OcHoBHblE TpaBuUiia padOTHl C HAyYHO-TEXHUYECKOM JOKyMEHTAllel B OpraHu3alusx U Ha
npennpustusx. M., 2003. I1.3.1.
2.1. Jlumepamypa ocHosHasl.
2.2.  Jlumepamypa 0OnonHumenbHasl.

3apyOexHbIl ONBIT yNpPaBICHUs 3JIEKTPOHHBIMHU JTIOKYMEHTAMHU U OpPraHU3allid UX apXHBHOIO
xpaHeHus. — M., 2014,
TuxonoB B.M., KOmwmu B.A. CoBpeMeHHbIE KOHIEMIUU HICKTPOHHBIX JTOKYMEHTOB //
OteuecTBeHHbIE apXuBbl. 1999. Ne 1.
Tuxonos B.M. 3agaun apXuBHOTO XpaHEHHs DIIEKTPOHHBIX JOKYMEHTOB: M3 ombiTa L[[A-
JADHM.// OteuectBennsbie apxuBbl. 2010. Ne 3. C. 51-60.
3.Ilepeuenv pecypcos uHpopmayuoHHo-menekoOMMyHUKayuoHHou cemu « nmeprempy.

1. Apxusbsl Poccun. [OtpacneBoii mopran "ApxuBbl Poccun" HaxoauTcsi moj maTpoHATOM
®denepanbHOTO apXUBHOTO arenrcTBa (PocapxuBa)]; [DneKTpOoHHBIN pecypc| — DIEKTpoH.
JIaH. — M., [2001-2015]. — Pexum JOCTyTa:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo6oanbIi. — 3ari. ¢ skpaHa.

2. Koncantunarosas rpymma Tepmuka [DneKTpOHHBIN pecypc]|. — DnekTpoH. gadn. — M., [2012].
— Pexxum noctyna: http:// www.termika.ru/. — 3aru. ¢ skpaHna.

3. EDOU.RU [DnextponHsIit pecypc]: LIeHTp KoMIeTeHIIMN MO BOMPOcaM TIOKYMEHTAIIMOHHOTO
oOecrieyeHns yIpaBJiIeHUsI U apXUBHOTO Jiesia. — DJeKTpoH. gaH. — [M.], cop. 2013. — Pexum
noctyma: http://www.edou.ru/dou/. — 3ar. ¢ sxpana.

5.MarepuaiabHO-TEXHHUYECKOE 00ecTiedeHre TUCIUIIITMHBIL.

VY4eOHbII KOMIBIOTEpHBIM Kiacc (cM. m. 8. MarepualibHO- TeXHUYECKoe oOecredyeHne
nucuuiuinael.) [IporpammHoe obecrieuenue:


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

HNudopmannonHo-cripaBouHas cuctema apxuBHoit orpaciu (MCCAOQO), |. — DnekTpoH. gaH. —
M., [2012]. — Pexxum moctymna: http://www.termika.ru/. — 3ari. ¢ skpaHna.

Tema 3. (4 waca) MeToauuecKkre OCHOBBI OIMCAHUS 3JEKTPOHHBIX JOKYMEHTOB.
Llenv 3aumamus:M3ydyeHHE  TOHATUM «eauHMIA onucaHuda OJ» , CyIIeCTBYIOIIUX
CTaHJApTOB onucanus D/ coryiacHo CyIecTBYIONIEH HOPMATUBHO-METOIMUECKON 0asze.
3aoanus:
N3yunTh HOPpMATUBHO-METOUYECKOE TOKYMEHTHI 110 onucanuio /1.
Pe3ynbTarhl cucTeMaTU3UPOBATh B BUJIE TAOIHIIBL:

Metoqnueckne [Eanuuna NudopmanmonHoBusl CocTtaB

mocoous (eAMHULIBI) -IIOMCKOBEIC MH(OPMAIIMOHHO [COTIPOBOTHU-
onucanus D)1  [XapaKTEpUCTHKU FITOMCKOBBIX TEITbHOU

€ TN HHI] CIIPAaBOYHHUKOB  |TOKYMEHTAIIUH,
OITHCAHMS TpeOOBaHUsA K €¢
COCTaBJICHHIO.

OCHOBHbBIE
npaBuia padboThHI
ApXUBOB
OpraHu3aIui.
M.,2003. I1. 4.

[IpaBuia
OpraHu3alu
XpaHEeHHUS,
KOMILICKTOBAaHUS
, ydera u
KCTIOJIb30BAHUS
TTOKYMEHTOB
IApXMBHOTO
dhona
Poccuiickoit
Denepanun )51
NPYTUX
APXUBHBIX
NTOKyMEHTOB B
opraHax
roCcyJapCTBEHHO
154 BJIACTH,
opraHax
MECTHOTO
CaMOYTIpaBIIEHUS
U OpraHu3aIusix.
M.,2015

Pexomenmanuu
o
KOMIIJIEKTOBAaHU
0, yuery W
OpraHu3aIu
XpaHEeHUS
PIICKTPOHHBIX




1)
2)

3)

APXUBHBIX
NTOKYMEHTOB B

apXHUBax
OpraHu3aIui.
M.: BHUUJIA/,
2013//Omy6uko
BAaHO Ha calTe
«ApXUBBI
Poccuny.

http://www.rusar
chives.ru/method
ics/index.shtml)

2. N3yunth nepevyeHr HHOOPMAIIMOHHBIX CUCTEM M 0a3 TaHHBIX OpraHu3anuu (cM. Temy 1.).
3. Ha ocHoBe mepedyHs cocTaBuUTh Omuch /] TOCTOSIHHOTO XpaHEHUS OpTaHU3AINH,
BCIIOMOTaTeNbHBIN CIIPAaBOYHBIN anmnapar K Hel, COMPOBOAUTENbHYIO IOKYMEHTALIUIO.

4, CocraBUTh Ha OCHOBE METOJAMYECKHX JOKYMEHTOB HMHCTPYKIMIO 1O onucanuio D]l B

KOHKPETHOM OpraHu3allid, OTpPa3WB BUJbI HH(POPMAIIMOHHO-TIOMCKOBBIX CIIPAaBOYHUKOB,
OOBEKTHI OMUCaHUs, WH(OOPMAIMOHHO-TIOMCKOBBIE XapaKTCPUCTHKH PA3IHMYHBIX OOBEKTOB
onucaHus (eIWHUIBI y4eTa, TOKyMEeHTa, AUPEeKTOpuH, (daiina, Tabauisl 6a3bl JaHHBIX ).
Konmponvnwvie sonpocuwi:

Kak pazauvarorcs equHuIsl onvcanus D)1 B pa3IMuHbIX METOAUYECKUX TTOCOOUSIX?

Kakne cnermududeckue nHOOPMANMOHHO-TTONCKOBBIE XapaKTePUCTUKHA DJ] UCTIONB3YIOTCS TpU
HUX ONHACAHHU?

KakoB coctaB W Ha3Ha4YCHHWE COMPOBOAUTEIHHOW MOKyMeHTanuu? Kakumu — crangapramu
pErJIaMeHTUPOBAH €€ COCTaB?

Cnucok uCmouHuKos8 u 1umepamypbl
1.Ucmoyunuku ocnogHuvle
OcHoBHbIE TpaBUIIa pabOThl apxXUBOB opranuzanuii. M.,2003. I1. 4.
[IpaBuia opraHu3aly XpaHEHUs, KOMIUIEKTOBaHMS, yde€Ta M HCIOJb30BAaHUSA JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit ®enepauuu M APYruxX apxXMBHBIX JOKYMEHTOB B OpraHax
roCy/1apCTBEHHOW BJIACTH, OpraHax MECTHOI'O CaMOYIIpaBJIeHUs U oprann3zanusx. M.,2015
PexoMeHganyy 1o KOMIUIEKTOBAHUIO, yUETy U OPraHU3aLUN XPaHEHUS DJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B apxuBax opranuzauuii. M.: BHUUWUIAJ], 2013//OnybnukoBaHo Ha caiite
«Apxussl Poccumy. http://www.rusarchives.ru/methodics/index.shtml)
PexoMenaanuy no KOMIIJIEKTOBAHUIO, YUETY M OPTaHU3aLMK XPaHEHMsSI DJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TIOCYJAapCTBEHHBIX M MyHUIMNaiabHbIXx apxuBax M.: BHUNIA/,
2013//Ony6nukoBano Ha caite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).
CocraBieHne apXUBHBIX ONHUCEH B MEKTPOHHONU (OpMe M UX MHTErpalus B HHPOPMALNOHHYIO
UHPPACTPYKTYypy TOCYJApPCTBEHHBIX ¢ MYHHUIIUTNAIBHBIX apXHUBOB. M.:. BHUUIA/,
2013//Ony6nukoBano Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).
1.2.Mcmounuku donoanumenvhoie.

I'OCT 28388-89. «Cuctembl o0paboTku uH(popmanuu. J[OKyMEHThI Ha MAarHHUTHBIX

HOCUTENSAX JaHHbIX. [1ops0K BBINOIHEHUS U oOpaieHus». M, 1991.
OcHoBHbIE MpaBuia padoThl ¢ HAYYHO-TEXHUYECKON JOKYMEHTAllMel B OpraHu3alusax u

Ha npeanpuaruax. M., 2003.

2.1 Jlumepamypa ocnosHasi.

TuxonoB B.M. 3anaum apXMBHOTO XpaHEHUs JIEKTPOHHBIX JTOKyMEHTOB: u3 onbiTa HAJIDHM.//


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

2.2.

1)
2)
3)
4)

OteuectBennsie apxuBbl. 2010. Ne 3. C. 51-60.

Jlumepamypa dononnumenvHas.
3apyOe)KHBII OIBIT YIPABICHUS JJICKTPOHHBIMHU JIOKYMEHTAMHU U OpPTaHH3allUM MX ap-XUBHOTO
xpanenus. — M., 2014.-388 c.

3.Ilepeuenvy  pecypcog  UHGOPMAYUOHHO-MENEKOMMYHUKAYUOHHOU — cemu  «HMumepHemy,
HeoOX00uMblll 0151 0C80EHUsL OUCYUNIUHBL (MOOYIIs)

1. ApxuBel Poccun. [OtpacneBoil nmopran "Apxusbel Poccun" HaxoguTcs noJ NaTpoOHATOM
®denepanpHOro apxuBHOro areHrcrsa (Pocapxusa)l; [DneKTpOHHBIN pecypc| — DJIEKTPOH.
JaH. — M., [2001-2015]. — Pexum JOCTyTa:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoGoaHBINH. — 3ari. ¢ 3KpaHa.

2.lleHTp KOMIIETEHLIMH IO BOMPOCAaM JOKYMEHTALIMOHHOTO OOECI€YeHHs YIIPaBICHUS U
ApXMBHOIO Jena; [ DIeKTPOHHBIN pecypc| — DnekTpoH. nan. — M., [2013]. — Pexxum gocryna:
www.edou.ru, cBoOOOTHBINA. — 3ari. ¢ SKpaHa.

4. MarepralbHO-TEXHHUECKOEe 00eCcTieueHUe NUCIUTIIHHBIL.
Y4eOHbIE KOMIIBIOTEpHBI Kiacc (cMm. 1. 8. MarepuaiibHO- TEXHHUYECKOe obOecredeHue
muciuminiel.) [lporpammuoe obecrieyenue:
NnpopmannonHo-cupasoyHas cuctema apxuHoi orpaciau (MCCAO), |. — DnexTpoH. JaH. —
M., [2012]. — Pexum poctyna: http://www.termika.ru/. — 3aru. ¢ skpaHa.

Tema 4. (4 uaca). CTpyKTypa U OpraHu3alMsl apXrUBa 3JIEKTPOHHBIX JTOKYMEHTOB.

Llenv 3anamusa: WU3y4eHHE METOJUYECKHMX OCHOB CO3JaHHUS JJIEKTPOHHOIO apXuBa
OpraHu3alii B COOTBETCTBUU C HOPMATUBHBIMM YCIOBUSMHU XPAHEHHUS.

3aoanue:
N3yunTh HOPMATHBHO-METOJUYECKYIO0 0a3y XpaHEHHUS JJIEKTPOHHBIX JOKYMEHTOB B PO,
TpeOOBaHUS K XpaHWIMILY, OOOpPYJIOBaHHIO, peXUMaM XpaHEHUs, TEXHUYECKOMY U
IpOrpaMMHOMY OOECIIEUEHHIO, MepCOHaNy. BBIIBUTH OCHOBHBIE (DYHKIMM, HAlpaBiICHHBIE Ha
o0ecrneyeHrne COXpaHHOCTH JIOKyMEHTOB.
Ha ocHOBe HOpMaTHBHO-METOJUYECKOM 0a3bl COCTABUTH IMOJIOKEHHE 00 IJIEKTPOHHOM apXHBe
KOHKpPETHOW OpraHu3aliM, yka3aB 3afaud M (QYHKIUU DJIEKTPOHHOTO apxuBa, €ro Ipasa,
00513aHHOCTH U OTBETCTBEHHOCTh, B3aMMOOTHOIIIEHU ¢ ciryx00it UT, cmyx60it JIOY, apxuBom,
OTJIEJIOM KaJpOB M APYTMMH CTPYKTYPHBIMHM MOJpa3JelIeHUsIMU, B JESATEIBHOCTH KOTOPBIX
00pa3yIoTCs 3JIEKTPOHHBIE JOKYMEHTHI TIOCTOSIHHOTO U JOJITOBPEMEHHOTO XPaHEHHS.
Pa3paborare TexHMYeCKOe 3aJaHue M0 OCHAILEHUIO 3JIEKTPOHHOTO apXHWBa HEOOXOAMMBIM
000pyI0OBaHUEM Ul XpaHEHHUs JOKYMEHTOB Ha pa3JIMYHbIX THUIMax Hocutened. Paccuurath
U3JIEP’KKH Ha PeaIn3aluio MPOeKTa.
CocTaBUTh MHCTPYKIHMIO MO oOecrneyeHuto coxpaHHocTd O] B apxuBe OpraHu3aiud,
BKJIIOYAIOIIYIO OMKCAaHUE MPOLEAYpP, HEOOXOAUMBIX [UIsl MOJACpHKAHUS )KU3HEHHOTo 1ukia D]
CO CCBUIKaMH Ha HeoO0XxoauMoe o0opyioBaHue (CM. 1. 3) U ydeTHbIe GOpPMBI, PUKCUPYIOIIUE 3TH
npoueaypsl (cMm. 3aaHue 2.)
Konmponvnvie éonpochwi.
KaxoBbl GyHKIIMN apXHBa 371EKTPOHHBIX TOKYMEHTOB?
KakoBbl HOpMaTHBHBIE TpeOOBaHUS K XpaHuauury S/1?
KakoBbl HOpMaTHBHBIE TpeOOBaHMS K pexuMaM XpaHeHus /1?7
Kakue mpouenypsl HEOOXOOMMO OCYLIECTBIATH Ul HOJJEP)KAaHUS >KU3HEHHOTro nukina /1?7
Kakue y4yeTHble TOKyMEHTHI UX (PUKCUPYIOT?



CHnucoK UCTOYHUKOB U JIUTEPATYPHI

1.MlcTOYHMKHN OCHOBHBIE

OcHoBHBIE TpaBUIIa pabOTHI apXUBOB opranuzanuii. M.,2003. II. 4.

[IpaBuna opraHuzaluu XpaHEHUs, KOMILJICKTOBaHMs, ydyeTa M HCIOJIb30BaHUS JTOKYMEHTOB
ApxuHoro ¢onga Poccuiickoit ®enepauuu U APYruxX apXHBHBIX JOKYMEHTOB B OpraHax
roCyIapCTBEHHOM BJIACTH, OpraHaX MECTHOTO CaMOYIIpaBJIeHUs U opranuzamnusax. M.,2015
Pexomenaanum no KOMIUIEKTOBAHUIO, YUETY U OpPraHU3alUU XPAHEHUSI DJIEKTPOHHBIX apXUBHBIX
JIOKyMEHTOB B apxuBax opranmsanuii. M.: BHUMJAJL, 2013//Ony06aukoBaHo Ha caiiTe
«Apxussl Poccumy». http://www.rusarchives.ru/methodics/index.shtml)

PexkoMenaanuu no KOMIJIEKTOBAaHUIO, YUETy M OpraHU3alK XPAaHEHHS JIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHbIX W MYHMIMNaIbHBIX apxuBax M.:. BHUNIAJL
2013//Ony6imkoBaHo Ha camTe «ApXuBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

I'OCT P 54989-2012/ISO/TR 18492:2005 «ObecnieueHne MOITOBPEMEHHONW COXPaHHOCTH
AIIEKTPOHHBIX ~JJOKYMEHTOB», YTBEP)KIEHHBbIM mpukazoM @DenepasbHOIO areHTcTBa 110
TEXHUYECKOMY PEryJMpoBaHuio U MeTposioruu ot 17.09.2012 Ne 325-cr.

OyHKIMOHATBHBIE TpeOOBaHUS K HMHPOPMAIMOHHBIM CHCTEMaM apXHWBOB JJICKTPOHHBIX
TOKyMeHTOB opranmzanuii. M:Pocapxus, BHUUJIAJ. 2014 //OnybnukoBaHo Ha caiite
@enepanbHOTO apXUBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

1.2.lcTOYHHMKYN JOTIOJTHUTEIbHBIE.

['OCT PJ1 50-524-84 «Ilopsaok XxpaHeHUs: JOKYMEHTOB Ha MAIllIMHHBIX HOCUTENSAX». M, 1985.
I'OCT 28388-89. «Cucrembl 00paboTku uHPopmanuu. JJoOKyMEHTbl Ha MarHUTHBIX HOCHUTEJISX
naHHbIX. [Topsaok BeImoaHeHUs U oOpamieHus». M, 1991.

OcHOBHBIE TIpaBWJIa PAa0OTHI C HAYYHO-TEXHUYECKOH MOKYMEHTAlMEH B OpPraHM3alusAX U Ha
npeanpuarusax. M., 2003.

CpaBHHTeNbHBIM aHamM3 (opMaToB  (PAiJIOB DJIEKTPOHHBIX JTOKYMEHTOB ITOCTOSTHHOTO
(tonroBpemeHHoro) xpanenus». Oruer on HUP. M.:PITVY, 2013 //Ony6nukoBaHo Ha caiite
«Apxussl Poccumny. http://www.rusarchives.ru/methodics/index.shtml).

2.1  Jlureparypa OCHOBHasl.

Tuxonos B.W. 3amaum apxuBHOro XpaHEeHUs IEKTPOHHBIX TOKyMEHTOB: U3 onbita HAJIOHM.//
OrteuectBennble apxuBbl. 2010. Ne 3. C. 51-60.

2.2. Jlureparypa JONOJHUTEIbHAS.
3apyOeKHBIH OIBIT YIPABICHHUS AJIEKTPOHHBIMU JOKYMEHTAMH M OpPTaHU3allMM WX apXHUBHOTO
xpaHenus. — M., 2014.-388 c.

3.Ilepeuenp  pecypcoB  HMH(OPMAIMOHHO-TEIIEKOMMYHHKAIIMOHHONH  cetn  «MHTepHeT»,
HEOOXOUMBIN I OCBOCHHUS JUCLMILIUHBI (MOTYJIs1)

1. ApxuBsl Poccun. [OtpacneBoil mopran "Apxussl Poccuu" HaxomuTcs moja mnaTpoHATOM
®denepanbHOTO apXuBHOTO arenrcTBa (PocapxuBa)]; [DneKTpOoHHBIN pecypc| — DIeKTpoH.
TaH. — M., [2001-2015]. — Pexum JOCTyTA:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo6oanbIi. — 3ari. ¢ skpaHa.

2.1leHTp KOMIIETEHIIMH [0 BOINPOCAM JOKYMEHTAIIMOHHOTO oOOecreyeHusl YIpaBlIeHUus |
aApXUBHOTO JeJ1a; [DNEeKTpOHHBIN pecypc] — DnekTpoH. nad. — M., [2013]. — Pexxum nocryna:
www.edou.ru, cBOOOAHBIN. — 3aril. ¢ IKpaHa.

4.MatepuallbHO-TEXHUYECKOe 00ecrieueHHe JUCIUTUIUHBL.
VY4eOHbIi KOMNBIOTEpHBIM Kiacce (cM. m. 8. MarepuanbHO- TeXHUYECKoe oOecredyeHne
nucuuiuinael.) [IporpammHoe obecrieuenue:



HNudopmannonHo-cripaBouHas cuctema apxuBHoit orpaciu (MCCAOQO), |. — DnekTpoH. gaH. —
M., [2012]. — Pexxum moctymna: http://www.termika.ru/. — 3ari. ¢ skpaHna.
CD-ROM «O6opynoBanue Juis rocyapcTBeHHbIX apxuBoBy» (M.:BHUUIA/L, 2201-2015)

Tema 5. (4 gaca) Meroauyeckrue OCHOBBI BBIOOpA MPOTPAMMHOE OOECIICUEHUE ISl CO3TAHUS
3IEKTPOHHBIX apXUBOB OpraHU3aIUi.

Llenv  3amamus: w3ydeHwe TpeOOBAaHMUA U KPUTEPUEB BBHIOOpPA COBPEMEHHOIO
MPOrpaMMHOr0 oOecreueHuss B 00JacTH LIEHTPAIM30BAHHOTO XPAaHEHUS JaHHBIX Pa3IMYHBIX
dbopmaToB.

3aoanue:

W3yunte HOPMATHBHO-METOAMYECKUE JIOKYMEHTBI, pErJIAMEHTUPYIOUIME TpeOOBaHUA K
POrpaMMHOMY 00€CIIEUeHHIO 3JIEKTPOHHOTO apXHBa.
WToru cucreMaTH3UpyHTe B BHJIE TAOIHLIBI

O6mmue Jononmaurensapie Gynkun 110, ocymecTBISIOMIEro Mo IepKKyY
(GyHKIIMOHATIBHBIE | XpaHeHUus /]
TpeOoBaHUs K
Coll
Vnpasnenueckux | Hayuno- Ayonuosuzyanbhbix | [YIC
U TIPABOBBIX TEXHUYECKUX
Cremmnduueckue GpopMaTtsl IpyU XpaHSHUH
O6mue BUBI | YipaBieHueckux | Hayuno- AyonnoBuzyanbhbix | [IC
¢dbopmaros, Y TIPABOBBIX TEXHUIECKUX
00pa3yroImuxcs
npu  XpaHEHUH
)i pa3HbIX
BUJIOB

2. H3yunTe makeTsl MOJIB30BATENHCKOM JOKYMEHTAI[MH MPOTPAMMHBIX TPOIYKTOB JUIS BEACHUS

AJIEKTPOHHOI'O apXHUBa.
Ha ocHoBe anamu3a peiHka [IO B oOmacTu cO34aHUsl JIEKTPOHHOIO apXuBa OpraHU3aLUM
COCTaBbTE CIEIYIOLIYIO TAOINUKY.

Ucnonw3yiite moptanel  Doc-online.ru, Docflow.ru (karajgor) u caliTel pa3pabOTUYHUKOB
IPOTPaMM.
PesynbraTsl 06061MTE B Ta0IMILIE:

[Iporpamma | ®ynkuuu | [TonnepxkuBaembie | CooTBETCTBUE Jlnst kakoro Buzaa
u dopmartsl apXMUBOBEIYECKUM | DJIIEKTPOHHOIO
pa3paboTunk TpeOOBaHUSIM K | apXvBa  MOXET
Coll HCII0JIb30BaThCS.
(ympaBiieHYecKoi
JOKYMEHTAIluH,
HTJ,
ayJIMOBU3yaJIbHOI

JOKYMEHTAIIH )




3.

1)
2)

3)
4)

Pazpaborare TexHMYECKOE 3a/JlaHue [0 OCHAIIEHUIO DSJEKTPOHHOTO apXWBa OpraHU3alNd
TEXHUYECKUM U IMPOrpaMMHBIM oOecriedeHreM, HeoOXOUMBIM 000PYIOBAHUEM Ui XPaHEHUs
JOKYMEHTOB Ha pa3JIMYHBIX THUIAX HOCUTENEeW (MPU CO3JaHUU BJICKTPOHHOTO apXuBa
YIOpaBIeHYECKUX JOKYMEHTOB, ayIMOBU3YaIbHON M HAYYHO-TEXHUYECKON TOKYMEHTAIUH )
Paccuntatrh U3AEpKKHU HA pean3aluio IPOeKTa.

KOHmpOJZbele eonpocsl.
(DYHKHI/II/I QJICKTPOHHBIX apXHWBOB KaK BH/JId IIPOIrPaMMHOI'0O obOecreyeHus.

Kakue ¢gopmarel 1aHHBIX HEOOXOAMMO XPaHMUTh MPHU CO3AAHUU B OPraHU3ALMM JIEKTPOHHOI'O
apxuBa yNpaBJIeHUECKOH, HAyYHO-TEXHUYECKON, Ay IMOBU3YaJIbHOM TOKyMEHTaluu?

Kaxossl TpeboBanus k [10 niist 31eKTpOHHOTO apXuBa?

KakoBel BO3MOkHOCTH coBpemeHHoro [IO B oOnactu BBoAa HHGpOpPMAlLMM, ONUCAHMS,
KJIacCU(UKAIUIO, IOMCK, MUTPALINIO (KOHBEPTUPOBAHUE) JAHHBIX ?

Cnucok uCmouHuKos8 u 1umepamypbl

1.Ucmounuxu ocnogHvle

[Tpukaz MunkomcBsizu Poccum ot 02.09.2011 No 221 «OO6 yTBepkaeHUH TpeOOBaHUU K
UHPOPMALIMOHHBIM CHUCTEMaM 3JIEKTPOHHOTO JIOKYMEHTOoOOpoTa ¢enepaabHbIX OpraHoB
UCTIOJIHUTENIBHOW ~ BJIACTH, YYUTHIBAIOIIMX B TOM 4HCIEe HEOOXOAMMOCTh 00paboTKU
MIOCPEJICTBOM JIaHHBIX CUCTEM CIIy>KEOHON MH(POPMAIIH OTPAaHUYSHHOTO JTOCTYIIA)
PexoMeHnanuu o KOMIUIEKTOBAHHUIO, YUETY U OpraHU3alluu XpaHEHUs 3JIEKTPOHHBIX apXHUBHBIX
JOKYMEHTOB B apxuBax opranmzamuii. M.: BHUUJAJ, 2013//OnybnukoBaHo Ha caiite
«Apxussl Poccumy. http://www.rusarchives.ru/methodics/index.shtml)

PexomeHanmu 1no KOMIJIEKTOBAHUIO, YUETY U OPraHU3alMU XPAaHEHUs IEKTPOHHBIX apXMBHBIX
JOKYMEHTOB B TIOCYJAapCTBEHHBIX M MyHUIMNaiapHbIXx apxuBax M.: BHUNIA/,
2013//Ony6nukoBano Ha caite «ApXUBBI Poccum».
http://www.rusarchives.ru/methodics/index.shtml).

I'OCT P 54989-2012/ISO/TR 18492:2005 «OOGecrnieueHne IOITOBPEMEHHOH COXPaHHOCTU
AIIEKTPOHHBIX ~JJOKYMEHTOB», YTBEP)KIEHHBIH THpukazoM @DenepasbHOrO areHTcTBa 110
TEXHUUYECKOMY PETYJINPOBaHMIO U MeTposoruu ot 17.09.2012 Ne 325-cr.

I'OCT P 54471-2011/ISO/TR 15801:2009 «Cuctembl 53JIE€KTPOHHOTO JIOKYMEHTOOOOpOTA.
Vnpasinenue  nokymeHrauuei. HMHpopmanms, coxpaHsemas B DJIEKTPOHHOM  BHJIE.
PexoMenpanuu no obecrneyeHuo JOCTOBEPHOCTH M HAJEKHOCTW», YTBEPKICHHBIH MPHUKA30M
@denepallbHOTO areHTCTBA 110 TEXHUYECKOMY PETyIHpoBaHuio U MeTposnoruu ot 18.10.2011 Ne
466-CT.

OyHKUMOHANbHbIE TpeOOBaHHWA K MH(OPMAIMOHHBIM CHCTEMaM apXHWBOB 3JIEKTPOHHBIX
IOoKyMeHTOB opranuzanuii. M:Pocapxus, BHUUJIA. 2014 //OnybnukoBaHo Ha caiite
®denepanbHOTrO apxUBHOTO areHTCcTBa http://archives.ru/documents/methodics.shtml

1.2. Mcmounuku donoanumenvHbie.

I'OCT 52292-2004. YnpaBneHue opraHu3alnuei. DIEKTPOHHBIN PErIaMeHT aIMUHACTPATUBHON
u ciykeOHoi nesrenbHocTH. OcHoBHBIE nonoxkenus. C 1 urons 2005 r.

I'OCT P UCO 15489-1-2007 «CUBU/I. Ynpasnenne nokymentamu. O6mue tpedboBanus». M.:
Cranpaptungopm, 2007.

ApXHUBOBETYECKHE U JOKYMEHTOBeIUecKne (PyHKIIMOHAIbHbIE TpeOoBaHUs K HH(DOPMALIMOHHBIM
cucreMaM, OOECHEeUMBAIOIIMM JJIEKTPOHHBIA JOKYMEHTOOOOPOT B IIpoliecce BHYTpPEHHEH



NeSITeIbHOCTH  (peliepalbHbIX OpraHoB HcmonHuTensHOU Biactw» (M.:BHUMJAJ, 2013),
//OnyOIMKOBaHO Ha cauTe «ApXuBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

2.1  Jlumepamypa ocnoguas.
TuxonoB B.1. 3amaun apXuBHOTO XpaHEHUs AINEKTPOHHBIX JTOKYMEHTOB: u3 onbita [{AJ[OHM.//
OrteuectBennsie apxuBbl. 2010. Ne 3. C. 51-60.

2.2.  Jlumepamypa 0ononHumenvbHas.
3apyOeKHBIN OMBIT YIPABICHUS 3JIEKTPOHHBIMH JIOKYMEHTAMH M OPTraHHW3allMd WX ap-XHUBHOTO
xpanenus. — M., 2014.-388 c.

9.1.2. Il;1anbl 1a00PATOPHBIX 3aHATHI U MeTOAUYECKHEe YKAa3aHUS 110 UX

BoinoJsHenuo.

[Tnanb! 1aGOpaTOPHBIX 3aHATUH 110 AUCUUILIIMHE « DJIEKTPOHHBIE apXuBbl. U, 1»

Tema 1. Ponp 37€KTPOHHBIX JOKYMEHTOB B COBpeMEHHOM Mupe. lIoHsATHE 31eKTpOHHOro
JIOKyMEHTa. 2 Jaca.

Bomnpocs! k 3aHsTHIO:

1) [lonsATHE »SIEKTPOHHOrO JOKYMEHTa, JOKYMEHTa Ha MAllMHHOM HOCUTENEH, B
3akoHogarenbcTBe, ' OCTAX no nHpopmaTuke, apxUBHOMY A€y, U3AATEIbCKOMY AETy.

2) Crenuduka 371eKTPOHHBIX TOKYMEHTOB KaK 00BEKTOB apXHUBHOT'O XPAHEHUSI.

3) JlMcKyccuu 0 cTaTyce IEKTPOHHBIX JIOKYMEHTOB B JOKYMEHTOBEICHUU.

Jluteparypa ocHOBHas:

O®enepanbhblil 3ak0oH oT  26.07.2007. Ne 149-03 «O6 wunbopManuu, HHPOPMAIIMOHHBIX
TEXHOJIOTUSIX U 3ammuTe nHpopmarmm» »//Poccuiickas razera. 29 uromns 2006 r. Ne 4131.

3akon P® «OO0 »snektponHoil 1mdpoBoit moamucu» ot 10.01.2002 N 1-d3//Cobpanue
3akoHoaarenbeTBa Poccuniickoit deneparmu. 2002. N 2. Ct. 127.

['OCT 52294-2004. DOnexktponHslii 00MeH nHpopmarueil. Tepmunsl u onpeaenenus. C 1 urons
2005 1.

I'OCT 7.83-2001. CUBU/. DnexktpoHHble n3gaHusi. OCHOBHbIE BUIbl U BBIXOJHBIE CBEIACHUS
ot 01.07.2002

I'OCT 52292-2004. YnpasneHue opranu3anueil. DJIeKTPOHHBIA PETIaMEHT aIMUHHUCTPAaTUBHON
U ciryebHoi nearenbHocTd. OcHoBHBIE osoxkeHus. C 1 urons 2005 T.

I'OCT P 51141-98. [lenonpon3BOACTBO U apXUBHOE Aen0. TepMHHBI M ompeneneHus. — M.,
1998.

I'OCT 28388-89. JIoKyMEeHTHl Ha MarHUTHBIX HOCHUTENSAX AaHHBIX. [IOpSAOK BBINOJHEHUS U
obpamenust ot 01.01.91

TuxonoB B.W. DnekTpoHHbIE JOKYMEHTHI U apXUBBI. YueOHO-MeToauueckoe nocooue. M., 2008.
C. 5-20.

JlutepaTypa 1ONOJTHUTENbHAS:

TuxonoB B.M. Opranuzanus apXvBHOTO XpaHEHMs SJIEKTPOHHBIX JOKyMeHTOB//Kpyr uneit:
AITOPUTMBI U TEXHOJOTUH uctopuyeckoit uupopmaruku. Tpynel [X Kondepenuun accounanuu
«Hcropus u komnbsrotep». M-bapnayn, 2005. C. 393-395.

Kucenes M.H. DnekTpoHHBIE JOKYMEHTBHI: OCHOBHBIC HAMpaBIICHUs HCCienoBaHui//BecTHHK
apxusucra. 2000. Ne 3-4. C. 162-166.

Muxainos O.A. DneKTpoHHbIE TOKYMEHTHI B apxuBax. M3a. 1-e. M.: lnanor-MI'Y, 2000.

Tema 2. IIpaBoBoif cTaTycC 31€KTPOHHOTO B Hallleil cTpaHe U 3a pyOexxoM. 4 yaca.



1) PernamenTanus 1OpUIMYECKON CHIIBI 3JIEKTPOHHOTO JOKYMEHTa B MEXKIyHapOIHOM
ToproBom npase. Moaenbsubie 3akonbl KOHCUTPAJL.

2) DJNEeKTPOHHOE MPABUTENBCTBO W PETVIAMEHTALUS IOPUAUYECKOM CHIIBI 3JIEKTPOHHOTO
JIOKYMEHTA.

3) HupextuBa EC 00 31eKTpOHHBIX UPPOBBIX MOANHCAX U 3aK0H PO «O06 DLI».

4) PernamenTanus ropuanyueckoit cuiabl /1 B Hallei cTpaHe.

5) ABTOpPCKOE ITPaBO U HHTEPHET.

6) ABTOpCKHE ITpaBa Ha 3JEKTPOHHBIE JOKYMEHTHI.

Jluteparypa ocHOBHas:

®enepanbubiii 3ak0H 0T 26.07.2007. Ne 149-®3 «O6 wunHpopManuu, WHPOPMAITMOHHBIX
TEXHOJIOTUSX U 3ammuTe nHpopmarumn» »//Poccuiickas razera. 29 urons 2006 r. Ne 4131.

3akoH P® «O6 »snextponHoi 1umdpposoit moamucu» ot 10.01.2002 N 1-®3//Cobpanue
3akoHojaarenbcTBa Poccuiickoit deneparnuu. 2002. N 2. Ct. 127.

[IpaBuiia opranuzanuu JeJI0NPOU3BOJICTBA B (helepaibHbIX OpraHax HUCHOJIHUTEIbHOM BJIACTH.
YTBepxkaensl nocraHosienueM [IpasutenscrBa Poccuiickoit @enepanuu ot 15 urons 2009 r. N
477.

['OCT 6.104-84. YHupuoupoBaHHbIE CHUCTEMBI JOKyMeHTauuu. [IpumaHue OpuandecKon
CWJIBI JIOKyMEHTaM Ha MAIIMHHOM HOCHTENe M MAallMHOTpaMMe, CO37aBaéMbIM CpEICTBaMU
BBIUNCIUTENbHON TeXHUKU. OCHOBHBIE MTOJIOKEHUS.

Jlapun M.B., PpickoB O.W. DnekTpoHHBIE AOKYMEHTHl B YIpPaBIEHUU: METOJ. mocobue /
BHUNAAL. — M., 2008. — C. 123-205.

JlutepaTtypa HONOTHUTENIbHAS.

Jlapun M.B., PrickoB O.U. YnpasieHue 10KyMEHTaMH Ha OCHOBE MEXAYHapOJHOrO CTaHAapTa
NCO 15489-2001: meroa. mocooue / BHUMJIAJL. — M., 2005. — C. 5-90..

Coxosa A.H. JlokymeHnToBeneHue: Teopust U mpakrtuka: u3op. tp. / BHUNJAAL. M., 2009. C. 3-
117.

Tema 3. BxoxxaeHue HOKyMEHTOB, CO3JaHHBIX CPEACTBAMU 3JIEKTPOHHO-BBIYUCIUTEIHHON
TEXHUKH ¥ MMEIOIIMX IOJUTHYECKOE, HAyYHOE, HCTOPHMYECKOE U COLMAIBHO-KYJIbTYpHOE
3HaueHue B coctaB ApxuBHOro ¢ponna PO. 4 gaca.

1) Crenunduka «TpaJullMOHHBIX» KpuTepueB DI/ 21eKTpOHHBIX TOKYMEHTOB.

2) Kpurepuii crenenu arperupoBaHHocTy nHpopmanuu /1.

4) Texnonornueckue kpurepuu I D /1.

5) [lepeqaua 9IEKTPOHHBIX JOKYMEHTOB Ha XpaHEHHE B apXUB OpraHU3aluw,

FOCYI[apCTBeHHHﬁ 151 MYHI/II_II/IHaJ'ILHHﬁ ApXUB: NOPAAOK U IIpoucaypa COrjlaCHO HOPMATHUBHO-
MCTOANYCCKHUM JOKYMCHTAM.

Jluteparypa ocHOBHas:

OcHoBHBIE TpaBWiIa pabOThl  apXuUBOB  opraHuzanmii /OpoOpeHbl peIIeHHueM KOJUIerHU
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.M. IlpuMeHeHHe TpaJWLMOHHBIX METOJOB B 3KCIEPTU3€ LIEHHOCTH 3JIEKTPOHHBIX
nokymeHToB // OredectBeHHbIe apxuBbL. 2009. Ne 3. C. 37-47.

TuxonoB B.I. 3anaum apXMBHOTO XpaHEHUs JIEKTPOHHBIX JTOKyMEHTOB: u3 onbiTa HAJIDHM.//
OrteuectBennbie apxuBbl. 2010. Ne 3. C. 51-60.

Tuxonos B.M. Meronndeckue u NpakTU4YECKHE aCIEKThl SKCIEPTU3bI LIEHHOCTU 3JIEKTPOHHBIX
nokyMeHTOB // Bectauk apxusucta. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

JlutepaTypa 1ONOJTHUTENbHAS:

OcHOBHBIE TIpaBUIIa PabOTHI ¢ HAYYHO-TEXHUYECKOH ToKkyMeHTanuei. M, 2003.

PexoMenganuu no ordopy Ha XpaHEHHUE JIEKTPOHHBIX HAYYHBIX M TEXHUYECKHX JOKYMEHTOB/
BHUUJAL., B.M. XKurynos. M.,2002. 98 c.



TuxonoB B.M. «XpaHUTh HENb3s YHUUTOXKUTH?» METOA0NOIrMUYECKUE U MPAKTUYECKUE ACTIEKThI
B OKCIEPTU3€ LIEHHOCTH 3JIEKTPOHHBIX JOKyMEHTOB//Kpyr wuzmedl : MeXIUCUUILIMHAPHBIC
MOJX0/1bI B HCTOpHUecKor nHpopmaruke. .M.:13x-8o MI'Y, 2008. C.16-63.

Tema 4. OnbIT TOCY1TapCTBEHHBIX U BEJOMCTBEHHBIX apXMBOB II0 OTOOPY, IPUEMY, XPaHEHUIO U
MCII0JIb30BAaHUIO MIEKTPOHHBIX JOKYMEHTOB B Halllel CTpaHe. 2 Jyaca

1) Bubl apXuBOB 3JIEKTPOHHBIX JOKYMEHTOB.
2) CrpyKTypa 1 opranu3anus apxusa dJE€KTPOHHBIX JOKYMEHTOB.
3) AHanu3 cocTtaBa U NPUHLUIIOB KOMIUIEKTOBAHUS CETEBBIX APXUBOB.

JlutepaTtypa ocHOBHas:

TuxonoB B.W. DnekTpoHHbIE JOKYMEHTHI U apXUBBL. Y 4eOHO-MeToquuecKoe nocooue. M., 2008.
C. 21-45.

JIutepaTypa 10NOJHUTENbHAS:

CaBun B.A. ApxuBHbIe 2JIeKTpOHHBIE WH(pOpMaIMoHHBIE pecypchl Poccuiickoit deneparuu:
uaeHTuGUKanms 1 Kiaccudukamys /Oredectennbie apxuBsl. 2008. Ne 4. C. 31-38.

TuxonoB B.M. Opranuszauus apXvBHOIO XpaHEHMs 3JIEKTPOHHBIX AOKyMeHTOB//Kpyr uneit:
QITOPUTMBI U TEXHOJIOTHH UcToprueckor uHpopmatuku. Tpyasl IX Kondepenuun acconpanum
«Hcropust u kommnetotepy. M-bapnayn, 2005. C. 393-395.

TuxonoB B.J. 3anaum apXuBHOTO XpaHEHUS JIEKTPOHHBIX JTOKyMEHTOB: u3 onbita LHAJIDHM.//
OteuectBennblie apxusbl. 2010. Ne 3. C. 51-60.

®ponosa E.B. Dnekrponnsiii apxue TromeHckoi ooactu. // OtedectBenHbie apxuBbl. 2009. Ne
6. C. 43-46.

Tewma 5. 3aPY6e)KHBIﬁ OIIBIT IO CO3JaHHUIO apXUBOB JJICKTPOHHBIX TOKYMCHTOB. 2 Jaca.

1) HcTtopus apxMBOB MAalIMHOYNTAEMBIX TAHHBIX B HAIICH CTpaHE U 32 PyOEIKOM.
2) CocTaB 10KyMEHTOB apXHUBOB MAIlIMHOYUTAEMBIX JAHHBIX.
3) OcHOBHbIE HaNpPaBJICHUS 1€ATEIbHOCTH apXUBOB MAITMHOYUTAEMbIX JJAHHBIX.

JIutepatypa OCHOBHasl.

Tuxonos B.W. DnekTpoHHbIE TOKYMEHTHI U apXUBBl. YueOHO-MeToanuyeckoe nocodue. M., 2008.
C. 21-45TuxonoB B.W. DnekTpoHHbIE JOKYMEHTBHI U apXMBbI. Y 4eOHO-METOAMUYECKOE TTOCOOHE.
M., 2008. C. 21-45

Jluteparypa qONOJHUTENbHAS.

["apckoBa M1.M. ba3bl u 0aHKM JaHHBIX B UICTOPUYECKUX HCcienoBaHusIX. M., 1994,

MuxaitnoB O.A. DneKkTpOHHbIE JOKYMEHTbl B apXuBax: MpoOJieMbl IpHeMa, oOecrneueHus
COXPaHHOCTH, MCIIOJIb30BaHUs. AHAIUTUYECKUN 000p 3apyOEeKHOTO M OTEUECTBEHHOT'O OIIBITA.
/Pocapxus, POUA, PT'A HT. 3-e u3n., non. M .,2002. Ku. 1,2.

Hocesuu B.JI. DOnexkTpoHHble JTOKYMEHTHl B OpuTaHCkuX apxuBax// MHbopMarmoHHbIH
Oroiterens acconnarun “Hcropus u kommetorep” . M., 1998. Ne 22. C.117-121.

OH xe. ApXHB 3JEKTPOHHBIX JIOKyMEHTOB: Oenopycckuit omnblT// OTeuecTBeHHbIe apxuBbl. 2002.
Ne 1. C. 44-52.

Csollroxysii. VYmpaBieHHe dJIEKTPOHHBIMU  JOKyMeHTamMM B  Kwurtae: cocrossHMEe U
nepcnekTuBbl//OtedecTBenHbie apxuBbL. 2010. Ne 6. C. 59-64.

Xabubymmmna [.A. Poccuiicko-6enopycckuii  cemuHap "PecraBpauus M cTpaxoBoe
KONUPOBaHUE apXUBHBIX Jo0KyMeHTOB" // OTeuectBeHHbIe apXxuBbl. 2009. Ne 6. C. 114-115.

9.2. Ilpumepnas memamuka KOHMPOIAbHBIX PAdOM.

1. DnexTpoHHBIE apXWBBI KaK ILIEHTPHl COXpaHEHUsS LU(POBOTO HACIEIUs B HaIICH
CTpaHe W 3apyOekoM (Ha TpUMEpe HE MEHee JBYX apXUBHBIX YUPEXKICHHH, CTPYKTYPHBIX
No/pa3ieIeHnii MUHUCTEPCTB, BEJOMCTB, OpraHU3alIHil).



2. Coznianue 37I€KTPOHHOIO apXKBa OpraHU3alMi, MUHUCTEPCTBA(HA MPUMEPE HE MEHEE
JBYX AapXUBHBIX YYPEXICHHUH, CTPYKTYPHBIX IOAPA3JEICHUN MHHHUCTEPCTB, BEJOMCTB,
OopraHu3anuil).

4. O030p HPUKIAAHOTO MPOrPaMMHOI0 OOEecHeueHMsl, HCIIOJIb3YyeMOro MPUCO3/IaHU
AJIEKTPOHHOI'O apXUBa.

5. Yd4er u onucaHue IEKTPOHHBIX TOKYMEHTOB (Ha IPUMEpE HE MEHee JBYX apXMBHBIX
YUPEXKJIEHUH, CTPYKTYPHBIX OAPAa3/A€IeHUI MUHUCTEPCTB, BEAOMCTB, OpPraHU3aLHii).

7. Knaccuduxanus 3J1eKTpOHHBIX JOKYMEHTOB B apXuBe (Ha NpUMEpEe HE MEHee JBYX
ApPXUBHBIX YUPEKIEHUH, CTPYKTYPHBIX [10OAPA3AEICHU MUHUCTEPCTB, BEAOMCTB, OPraHU3aluii).

8.CeTeBble 2JIEKTPOHHBIE apXHUBBI (0030p 3apy0eKHOT0 U POCCUHCKOTO OIbITA).

9.  HopmaTtuBHO-mpaBOBOE M  METOAMYECKOE  obOecreueHue  CO3JaHus U
(YHKLIMOHMPOBAaHUS JIEKTPOHHOI'O apXxuBa (Ha TpUMEpe HE MeHee JBYX apXHMBHBIX
YUPEXKJIEHUH, CTPYKTYPHBIX MOAPa3/A€IeHU MUHUCTEPCTB, BEAOMCTB, OpPraHU3alHii).

10. IIpoGieMbl OnIEpaTUBHOIO U JOJITOBPEMEHHOT'O XPaHEHUs JIEKTPOHHBIX TOKYMEHTOB
(0030p ucropuorpadumn).

11. TexHosOrM ONEPATUBHOTO U JOJITOBPEMEHHOIO XPaHEHUS JIEKTPOHHBIX JOKYMEHTOB
(0030p CTaHAAPTOB U METOIUYECKOTO OOCCIICUCHUS).

12. ®enepanbhble 0a3bl JaHHBIX: CTPYKTYpPa, KOMIUIEKTOBAHHUE U XpaHEHHE (Ha mpUMepe
He MeHee (DeiepaTbHBIX OPTaHOB UCTIOTHUTEIBLHOU BIIacTH PD).

13. CpaBHMTENbHBIM aHAIU3 U BBIOOP MPOrpaMMHOIO OOECHEeUeHUs Ui JIEKTPOHHOTO
apxuBa OpraHu3aluu (Ha IpUMEpe HE MEHEE J[BYX apXUBHBIX YUPEKICHHH, CTPYKTYpPHBIX
NOJpa3/ieIeHuil MUHUCTEPCTB, BEIOMCTB, OPraHU3aLHii).

14. 3amumrta wHQOpMAmUM B DIEKTPOHHBIX apxuBax (Ha MpUMeEpe HE MeEHee BYX
ApXMBHBIX YUPEXKAECHUH, CTPYKTYPHBIX MOJIpa3/IeJIeHUIl MUHUCTEPCTB, BEIOMCTB, OpraHu3aIuil).

8.2 Meroanueckue peKOMeHIAIMH MO MOAT0TOBKe MUCbMEHHBIX PadoT

B pasnmen BkiroueHsl TpeOOBaHMS K TOATOTOBKE, COAEP)KAHUIO, U  O(GOPMIICHUIO
MHACBMEHHBIX Pa00T MPETyCMOTPEHHBIX YUeOHBIM TUTAHOM WM pabodeit mporpammoit (KypcoBast
paborta, 3cce, pedepar, Aokiaaa u T.m.). Ilpn Hamuumum kxadenpanbHbIX MM (PaKyIBTETCKUX
peKOMeHIalui 10 MOAr0TOBKE MUCbMEHHBIX paboT pazzen Bkitovaercs B PIT/] mo ycMorpenuto
IIpenoaaBaTess - COCTaBUTENIS.

B nannHbIi pa3gen Mbl BKIIOYWIM PEKOMEHJAIMM K TOATOTOBKE, COJEPKAHHUIO U
0opOpMIICHHIO TMHCBMEHHBIX paldoT, MPEeIyCMOTPEHHbIX YYEOHBIM IUIAHOM WM paboueit
nporpammoit (KypcoBast paboTta, scce, pedepar, 1okiaan u T.11.). Takum oOpazoM, peKOMeHIaIuu
OTpakaroT 00Iue TpeOOBaHMs K MMCbMEHHOU paboTe, TpeOOBaHUS K €€ COJlepKaHHI0, 00beMy U
CTPYKTYpE.

ITucbmennas paborta sBiasercs (opMoil  opraHM3alMud HAy4HOTO  MaTepuana,
OTpakarolllel JIOTUKY MCCIIeI0BaHus, 00ecreunBaroniel eAMHCTBO U B3aUMOCBSA3aHHOCTh BCEX
3JIEMEHTOB cojepkaHus. CTpyKTypa Marucrepckoil paboThl JIOMKHA COOTBETCTBOBATh
KPUTEPUSM IIETOCTHOCTH, CUCTEMHOCTH, CBS3HOCTHU U COpPa3MEPHOCTH (COOTBETCTBUS 0ObeMa
(dparmMeHTa TeKcTa ero Hay4YHOH eMKOCTH).

[Ipn BbIOOpe Ha3zBaHMsI PaOOTHI CleAyeT MOMHHUTb, YTO OHO JOJKHO OBITH SICHBIM,
O6ubnmuorpaguueck TOYHBIM, COAEPIKATENBHO OIpPEeICHHbIM, MPOOJIEMHBIM, KOMIAKTHBIM U
JUTEPATyPHBIM.

OO0s3aTenbHBIMU CTPYKTYPHBIMHU 3JIEMEHTAMHU MMMCHbMEHHOM pabOTHI ABISIOTCS BBEJCHHUE,
OCHOBHAasl 4YacTh, 3aKJl0YeHHe U Oubauorpaduueckuii CHUCOK/CIHCOK HCTOYHUKOB U
JUTEPATYPHI.

PaGoTbI MOTYT BBIOTHATHCS B pa3HbIX JKaHpax. M cieayeT n3HadaabHO ONMPENEIUTh 3TOT
xaHp. OIHO J1eNo, eclii TOTOBUTCS yueOHbI TekcT. OH JOJKeH MPOJeMOHCTPHPOBATh HAIy



KBATM(UKAIMIO, COOCTBEHHO WCCIEIOBATEILCKUE pPE3YJIbTaThl TaM JKENATEIbHBI, HO HE
o0si3aTenbHBL. J[pyroe - ecim pedb HIET O CaMOCTOSITEIBHOW HCCIEeNOBATEIbCKOW padoTe,
KoTopasi ooparnieHa K npodeccruoHanaMm. TpeTbe - €Clii Mbl 33IyMaJId TaK Ha3bIBAEMbI HAYYHO-
HOITYJISIPHBIA TEKCT, KOTOPBIM aJpecoBaH HE TOJBKO MPOPECCHOHATIBHOM, HO U 0oJiee MIMPOKOH
ayTUTOPHH.

OOyuaronuiicss JOJDKEH MPOJCMOHCTPHPOBATh B KOHTPOJIBHOH paboTe BIaJeHHE
TEPMUHOJIOTHUECKUM  alIaparoM MEeXIUCIUIUIMHAPHOCTH, 3HAHHWE METOJ0B COIUAIBHBIX,
TYMaHHUTApHBIX, €CTECTBCHHOHAYYHBIX TUCIHIUIMH, NMPUMEHSEMBIX B HCTOpUOTpadUYecKON U
UCTOYHHUKOBEIUYECKOW TMpakTHKe. IIpM 3TOM aKTUBHO HCIIONB3YIOTCS TOJIYy4YE€HHBIE B XOJE
OCBOCHHS JHMCUUIUIMHBI 3HAHWS MEKIUCHHUIUTMHAPHBIX  TIOJXOJIOB, HCIOIB3yEeMBbIX B
ucropuorpaduu u3yyaeMoi TeMbI U pOJICTBEHHOH el IpoOIeMaTHKe.

CrtpykTypa pabOThl JOJDKHA COOTBETCTBOBATH YTBEPKIECHHOMY pykoBoautenem BKP
IUIaHy W, KaK MPaBHJIO, COCTOSATh M3 CIEAYIONIMX YacTei: TUTYJIBHOTO JIUCTA, OTJIABJICHHSA,
BBE/ICHMS, OO0O3HAYEHUW W COKpalieHuil (Impu HEOOXOIMMOCTH), OCHOBHOW dYacTH (TJaB H
naparpagoB), 3aKJIIOYCHHUsI, CIUCKA UCTIOIB30BAHHOM JINTEPATYPhl U HCTOYHHUKOB, MPHIIOKEHHH,
BCIIOMOTATEIIbHBIX YKa3arenel (Ipu HeoOX0IMMOCTH ), TpadUveCcKOi YacTH (MILTIOCTPAIMOHHBIN
marepuai/npesenTtanus). O0muii 00beM AUTIOMHON paboThl 6€3 nputokeHui —100 crpanui.

8.3 Huble MaTepuabl

Memoouueckue ykazanus 01 00y4aOuuxcsa no 0C60EeHUI0 OUCUUNIUHDBL

Buo pabomuwi Cooeporcanue Tpyooemxocmo Pexomenoayuu
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60NPOCO8) -HOU pabomul
(6 uacax)
[TogroroBka « | I)Pasnuuue l.®enepanbublii  3akoH PO ot
BBOIHOM Ooehunuyuu 4y, 10.01.2002 N 1-®3 «O06 3meKTpOHHOU
JEKLIUU 9NEeKMPOHHO20 mudpoBoit  moanucu»  //Cobpanue
0OKyMeHma 8 3aKOHOJATENIbCTBA Poccuiickoit
ungopmamuxe, ®eneparun. 2002, N 2. Ct. 127.
u30amenbCKom 2.@eodepanvuuiti  3axkon P om 6
oeie, anpens 2011 2. N 63-@3 "Ob6
00KyMeHmogedeHUuU anekmponHou noonucu'"// Poccutickas
u apxusosedenuu ? eazema. 2011, 8 anpensa. Ne 5451.
2) Kaxue 3. Jlapun M.B.  Onexmponnvie
onpeoenenus OOKYMEHMb.: HOPMAMUBHO-
NOHAMUSL Memoouueckoe obecneuenue//
«2N1eKMPOHHO20 Becmuux apxueucma. 2008. Ne 4. C.
OOKYMEHmay ecmb 106-124.
8 MEeNCOYHAPOOHBIX 4. Tuxonos B.A., FOwun B.A.
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axkmax? MNe 6. C. 39-46.
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3)Kaxoswi
mpebosanus K
MexXHU4ecKkomy
obecneuenuio
apxuea
9NEeKMPOHHBIX
OQOKYMeHmog?

4 yaca

1. DOC-Online. He3aBucumsiii
MOpTAJI O CHCTEMax »JJICKTPOHHOTO
JIOKYMEHTO000pOoTA. www.doc-
online.ru

2. Docflow.  Bce o mupe
9NEKMPOHHO20  OOKYMeHmoobopoma.
[Onexkmponnsiii pecypc] - Snekmpon,
oam.- M., 2002-20042 —
www.docflow.ru, ceoboonwviti. — 3acn.
¢ 9Kpaua.

ITonroToBKa K
JIeKnuu 7.

1) KakoBb1
GyHKIIUM ~ apXuBa
ANEKTPOHHBIX
JIOKYMEHTOB?

2) KaxoBbl
HOpPMAaTUBHBIE
YCIIOBHSI XPaHEHUS
AIIEKTPOHHBIX
JIOKYMEHTOB?

3) KakoBbl BHBI
apxuBa
AIIEKTPOHHBIX

4 yaca

OcHoBHblE TpaBUiia PabOTHI
apxuBoB opranuzanuid. M.,2003. IT. 4.
OcHoBHbIE TNpaBuiIa paboTHI C
HAy4YHO-TEXHUYECKON OKyMEHTalUeH
B OpPraHU3aIUSIX W Ha TPEIAPHUSTHIX.

M., 2003. I1.3.1.



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

OTACICHUC

JIOKYMEHTOB?

4) KakoBsr
UCTOPHUST  ApPXUBOB
MalTuHOYHTACMBIX
JIAHHBIX U
COCTaB
JIOKYMEHTOB
apXHUBOB
MalTHHOYHTACMBIX
NAHHEBIX?
Harnucanne 10 gacoB CM. CHOHCOK JHTEpaTyphl IO
pedepara. KypcCy
Cwm. CITHCOK
pedeparon
Harnucanue 10 gacoB CM. chmMcok IJUTEpaTyphl IO
pedepara. KypcCy
Cwm. CITHCOK
pedeparon
Hmoeo no 48
oucyuniune

PABOYAS TETPAJAb CTYAEHTA

ApXMBBI 2JIEKTPOHHBIX JIOKYMEHTOB

Cryaent (OHO)

®daxkynbTeT

Kypc

I'pynna

[Ipenomasatens (PUO)

Houent Adanaceena JIII.
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[MTOACHUTEJIbHAA 3AITMCKA

Pabouast TeTpasp CTyIeHTa MO CICHUAITBHOW TUCIHHMIUIMHE «DJIEKTPOHHBIC apXHBBD) 10
cnermanbHoct 080801 “Tlpuxmagnas wHpOpMmatnka B wuHpOpMammoHHOW cdepe” 5 Kypca
¢dakynpTeTa 3 3a0YHOTO OT/ICIICHUS.

Pabouas TETpaab  NpeAHA3HAYCHA JJII OPTraHW3aIM CaMOCTOSTEIBHOTO HW3YYCHUS
CTYZICHTAaMH 5 Kypca 3/0 TEOpPETHYECKOTO Marepuania OCHOBHBIX TEM Kypca W HamOojee BaXKHOU
HAyYHOW U METOJIUYECKOU JIMTEepaTypsl, pecypcoB MHTEpHETa, a TaKXKe MPHUKIAIHOTO TPOTPAMMHOTO
oOecriedeHust B 00J1aCTH CO3JJaHUS DJICKTPOHHBIX M3/1aHuil. Pabodvast TeTpanb COACPKUT 3a7aHus,
KOTOpPbIE aKIICHTUPYIOT BHUMAHHE CTYJCHTOB Ha KJIFOUEBBIX AaCIEKTax  TEMaTHUECKUX Pa3JIeiioB
Kypca. 3a1aHus BBIOJHSAIOTCS CaAMOCTOSITEIILHO HA OCHOBE OCBOCHHSI PEKOMEHIYEMOM JIUTEPATYPHI K
KaXJ0i TeME.

B cootBercTBMM ¢ pazzmenamu nporpammbl auciumuinHbl, PTC cocrouT W3 cemu TeM.
3amoMHEeHUE KaXI0T0 U3 Pa3IeiioB OIICHUBACTCS MO0 MATHOAUTEHOU cucteme. [lepBas dacTh TeTpanu
BimrovaeT 4 3amanus (0-20 OammoB). st momycka K sk3amMeHy HeoOxomumo Habpath 11 Gamios.
Bropast gacte Brimrouaet 3 temsl (0-15 Gammom). Jlns 3auera HeoOxoammo HaOpate 10 Gamio. B
IIEJIOM 3aIlOJTHEHHUE TETPAJu MOXeT ObITh olleHeHo oT 0 1o 35 OammoB. PaGouas terpans caaercs
MperoaBaTeNlio Ui TPOBEPKH, IOCJAE Yero OCBOCHHE Marepuana IpoBepseTcss B XOJe
WHMBUIYaIbHOTO cobOecenoBanms. CTyIEHTY 3aJal0TCs BOMPOCHI MO paszaenam Tterpamd. s
MOJIyYCHHUs 3a4eTa TIOMHMO CIa4d MaTepuana pabodedl TeTpajau HEOOXOAMMO TAaKXKe ITOCEIICHUE
MPAKTUYCCKHUX 3aHSATHH U BBITIOJHCHUE 3a/I1aHUH.

Tema 1. BBenenue

1. [Ipu U3y4YeHUU HaHHOW TEMBI CIEAYET OOpaTHUTh 0OCO0OC BHUMAHHME HA TOHATUHHBIN

arrapar.

Kax B 3akoHe P® «OO0 I/IH(bODMaHI/II/I, I/IHd)ODMaI_II/IOHHLIX TCXHOJIOTUAX W 3allMTC

nHbOpMaHUKY» TaHbl JeUHUITUH TTOHSATHI
uHpopMaTu3aus

JIOKYMEHTHUpPOBaHHas HH(popMalus (JOKyMEHT)

I/IHq)OpMaI_II/IOHHaH cucrema

CpaBHuTte
Hebunummio  tepmuna  «JlokymMeHT  Ha | edbuHunmro TepMHHA «DIEKTPOHHBIE

mammHHOM Hocutene»y B ['OCT P 51141-98. | nokymeHT»
JenonpousBoAcTBO ¥ apxuBHoe  jeino. | OO 3nekTpoHHON HU(POBOM MOITUCH
TepMuHBI 1 onpeeneHus

B uem Pa3JInIYnue MEKAY 3TUMHU MOHATUIMHA?
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Tema 2. IIpaBoBoe peryJupoBaHue 3JIeKTPOHHbIX JOKYMEHTOB.

Ha ocHOBe aHasm3a 3aKOHOIATENILCTBA OTBETHTE HA BOTIPOCHI.
1. KakoBbl mpaBa cOOCTBEHHUKA WH(OPMAIMOHHBIX PECYPCOB?

2.Kakue 00s3aHHOCTH JOJDKEH BBINOJHATH COOCTBEHHHK IO 3aIIMTE KOH(UIEHIUAIBHBIX U
MEePCOHAIbHBIX JTAHHBIX ?

3.Kak
pecypcam?

3aKOH TapaHTUPYET IIPABO Ha JOCTYH K TOCYJapCTBEHHBIM HH()OPMAIIMOHHBIM

4. CpaBHHUTE IIPAaBOBOE PErYINPOBAHNE

FOPUINYECKON CUJIbI | FOPUINYECKOMN CUJIbI | FOPUIANYECKOU CHJIBI
JOKYMEHTa Ha MAIIMHHOM | JOKYMEHTA, MOJYYEHHOIO W3 | SIEKTPOHHOTO JOKyMEHTa B
HOCHUTEJIE B uHpopManMoOHHOW  cucTtembl | 3akoHe  «OO0  AIEKTPOHHOU
Ioct 6.104-84. |B ct1.5 3akoHa  «O0 | mudposoit moamucu» (2002)
YHu(UIUPOBaHHBIE CHCTEMBI | HH(OpPMAIIUH,

JIOKYMEHTaI1H. [Tpunanue | nHGOPMALIMOHHBIX

IOpUINYECKON CWJIBI | TEXHOJIOTUSAX M 3alUTe

JOKYMEHTaM Ha MalMuHHOM | uHdopmanum» (2006

HOCUTENIC M MAallHHOIpaMMe, | )

CO3/1aBacMbIM CpelCcTBaMu

BBIYUCIIUTEILHON  TEXHUKH.

OcCHOBHBIE TIOJIOKEHUS
I'OCT or 01.07.87 N 6.10.4-
84

B ueMm cyTh npounsomneamux 3a 20 jJger W3MeHEHUH?

Jlureparypa k 3agaHuio:

OenepanbHbiii 3akoH Poccuiickoit ®epepaumuu ot 27 wuronast 2006 r. N 149-®d3 «O6
nHpopmanuy, HHGOPMALIMOHHBIX TEXHOJOTHSIX M O 3amuTe nHpopmauum»// Poccuiickas razera. 29
ntons 2006 r. Ne 4131.

4. 3akoH P® «O6 nsnextponnor mmdpoBor moamucu» ot 10.01.2002 N 1-®d3//CobGpanue
3akoHojaTenbcTBa Poccuiickoit @enepanuu. 2002. N 2. Cr. 127.

['OCT 6.10.4-84. YHuduuupoBaHHbIE CHCTEMbI JOKyMeHTauuu. [Ipunanue ropuandeckoi
CHJIBI JIOKyMEHTaM Ha MAIIMHHOM HOCHUTEJIe U MAalIMHOTpaMMe, CO3/1aBaéMbIM CpEACTBAMHU
BBIYUCITUTEIIEHOW TEXHUKH.

I'OCT P 51141-98. [lenonpon3BoaCTBO U apXUBHOE J1€10. TepMUHBI U ONpEACIEHUS.
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AdanacreBa JLIL Nudopmaruzarus aApXUBHOTO nena: OpraHu3aIys "
ynpasienue//Jlenonpounssoactso. 2004. Ne 2.

Kykapuna HO.M. DnekTpoHHBIE JOKYMEHTBHI B  3aKOHOJATENbHBIX aktax crpan CHI//
OteuectBenHble apxuBbl. 2002. Ne 1. C.41-44.

Tema 3. Kiaccudukanusi 31eKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe wuzyuenus HAYyYHOM JHUTepaTypel MO mIpobiieMaM XpaHEHHUsS SJIEKTPOHHBIX
JIOKYMEHTOB OTBETHTE Ha CJIEIYIOIINE BOIPOCHI:
1. KakoBbl coBpeMeHHbIE KJIacCU(PUKALUN MAIIMHOYUTAEMBIX JOKYMEHTOB

JInteparypa K 3a1aHuIO:

3amae I'.3. AHanu3 u KinaccuguKamnys IEKTPOHHBIX JOKyMeHTOB//BecTHuk apxuBucra. 1999.
Ne 2. C.60-61.

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

Ha ocHoBe wusyueHus Hay4YHOH JMTepaTypbl IO MpoOiieMaM XpaHEHMs 3JIEKTPOHHBIX
JOKYMEHTOB OTBETHTE HA CIEAYIOIINE BOIPOCHI:
1. Kakue mnoaxonel B KoHuenuuu mHpopMaTu3aluy apXUBHOIO Jefla  IpeJylararoTcs B 00J1acTH
repelayy Ha OCTOSIHHOE XpaHEHUE JTOKYMEHTOB Ha HETPAJWLMOHHBIX HOCUTEISAX?

Jlureparypa K 3a1aHHIO:

Konnenmus nadopmaruzanuu apxuBHoro aena // Bectnuk apxusucta.1996. N 1. C. 60-82.

2. Kakoe 3HaueHue MMeeT BHEApEeHUE MH(OPMAIMOHHBIX TEXHOJIOTMH B JI€JIOIPOM3BOJICTBO
JUIs KOMIUIEKTOBAHHWS UMM TOCYAAapCTBEHHBIX apxuBoB? Kakue mnpoOneMbl BO3HHMKAIOT IEpEs]
apxuBamu B cBsA3M ¢ peanuzanueit ®LIT «9nekrponnas Poccusi»?

Jluteparypa k 3ajaHuIO:

Tuxonos B.M. IOmmn B.A. byayr mu B «OIIEKTPOHHON» Poccun  3neKTpOHHBIE
apxuBbl?//OteyecTBenHbIe apxuBbl.2002. Ne 5. C.12-19.

3. Kakue cymecTByOT KOHLENIMY XPAHEHN MAILIMHOYUTAEMBIX JJOKYMEHTOB?

Jluteparypa k 3ajaHuIO:

Tuxonon B.I. IOmun B.A. CoBpemeHHbIe KOHIICOLINH 3JIEKTPOHHBIX
nokymMeHToB//OTeuecTBeHHbIE apXuBbl. 1999. No 1.

4. Ha3oBuTE KpUTEpUU IKCIEPTU3BI LICHHOCTH JIEKTPOHHBIX JOKYMEHTOB.

Jluteparypa k 3a5aHuIO:

OcHoBHBIE TpaBuIIa pabOThl apXUBOB opranu3anuii. M.,2002. Yacts 3.

Tema 5. O0ecnieyeHue COXPAHHOCTH 3J1EKTPOHHBIX JOKYMEHTOB.

Ha ocnoBe uzyuenus tpeboanuii [OCToB 0TBEThTE Ha CIIEIYIOIINE BOIPOCHI:

1. ®akTopsl, BAUSIOMINE Ha COXPAaHHOCTH D/],

2. HopmatuBHbIe yciioBus xpaneHus J/1.

Jluteparypa k 3ajaHHIO:

P11 50-524-84 Tlopsaaok xpaHeHHs] JOKYMEHTOB Ha MAITUHHBIX HOCHUTEIISX.

I'OCT 28388-89. Cuctembl 006paboTku nHpopManuu. JJoKkyMeHTbl Ha MarHUTHBIX HOCHTENSIX
naHHbIX. [TopsI0K BEITTOIHEHUS U 00paIeHHUS.

Tema 6. D1eKTPOHHBIC aPXUBBI.

Ha ocHOBe mM3y4deHHsT  HAy4YHOH JHMTEpaTypbl IO MpoOiieMaM XpaHEHHs AIIEKTPOHHBIX
JOKYMEHTOB OTBETHTE Ha CJICAYIOIINE BOTIPOCHL:

1. KakoBa poJib MallIMHOYHTAEMBIX JJOKYMEHTOB B Jieionpon3Bojictee 1960-80-x rogoB ?

2. B Kakux OTpacisx YyOpaBJ€HHUsS CO3/1aBAIUCh OOJIBIINE MAaCCHBBI MAaIIMHOYUTaeMbIX
JTOKYMEHTOB.

3. Korma wmammHOuYMTaeMble JOKYMEHThl ObUIM O(UIMAIBHO BKIIOYEHBI B COCTaB
TOCYJJapPCTBEHHOTO apXHUBHOTO (hOH/IAa CTpaHbI?

4. B yeMm crienn(pruka MalIMHOYUTAEMBIX JOKYMEHTOB KaK 00BbEKTOB apXUBHOT'O XpaHEHUs?

5.Kakum o6pa3om npobiieMa MalllMHOYUTAEMBIX JOKYMEHTOB pellleHa 3a pyoeskom?
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6.KaxoBbl 3a1aun 1 GyHKIIUHU, COCTaB TIOKYMEHTOB apXHMBOB MAIlIMHOYUTAEMBbIX JAHHBIX?

Jluteparypa k 3a1aHHIO:

I'apckoBa N.M. ApXUBUpPOBaHUE MAIIMHOYUTAEMBIX JaHHBIX//MeXTyHapOTHbIC
muckyccun//Ub accounanuu «Vcropus u komnbrotep»1995. Ne 13. C. 15.

TuxonoB B.W., IOmmH B.A. DieKTpoHHBIE apXWUBBI M JJIEKTPOHHBIN JTOKYMEHTOOOOPOT//
OteuecTBeHHBIE apXuBbL. 1999. Ne 2.

Ouu xe. bynyr mu B «dnekTpoHHoi» Poccun snexkrpoHHbIE apxuBbl?//OTeuecTBEHHBIC
apxuBb1.2002. Ne 5. C.12-19.

Tema 7. DnekTpoHHblE apXHMBbl KaK pa3HOBUAHOCTh IMPUKIAAHOIO IPOrPaMMHOIO
obecrieyeHus.

Ha ocHoBe amamu3a peiaka [1O B oOnactu co3maHusi SJCKTPOHHOTO apXHWBa OpPTaHHU3AIUU
COCTaBbTE CICAYIOUIYIO TaOIHUKY.

IIporpamma Paspaboruuk DyHKIINN
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[Tpunoxenue 1. ABHOTaIU
pabodeii mporpaMMbl TUCIUTIITTHBI

AHHOTAIIYA PABOYEH ITPOT'PAMMBI JIJUCHUTLIAHBI

HuctumuimHa «CHcTeMbl XpaHEHHS SJIEKTPOHHBIX JOKYMEHTOB) peaiu3yercs Ha (akynbrere
apXUBOBEICHUA U JOKYMEHTOBeIeHUs Kadepoil apXMBOBEICHUS.

Henp puctmmumabl -  IlOATOTOBUTH — CHIEUANUCTA, 3HAIOLMIETO TEOPETHUYECKHE OCHOBBI
apXUBOBEJCHUS JJIEKTPOHHBIX JOKYMEHTOB, BIAJCIOIIEr0 METOJUKOW OpraHu3aluu XpaHEeHHUs,
KOMIUICKTOBAHHUS, ydY€Ta ¥ HCIHOJb30BAHUS DJCKTPOHHBIX JOKYMEHTOB pa3jIMYHBIX BHUIOB
npeacraBieHust uHGopmanuu u GopMaToB Ha COBPEMEHHOM 3Tarle.

3amaun  JUCHUIUIMHBL: - H3YYUTh OCOOCHHOCTH OJJIEKTPOHHBIX  JIOKYMEHTOB Kak OOBEKTOB
apXUBHOTO XpPaHEHUsI B OTEUECTBEHHOMN U 3apy0ekHON uctopruorpaduu;

- copMupoBaTh mpeACTaBICHUS O HOPMATHBHOM METOIMYECKOH 0aze XpaHEHHs IJIEKTPOHHBIX
JIOKYMEHTOB, B. T. 4. B cocTaBe ApxuBHOro onna Pd;

- chopMUPOBATH MPEACTABICHNE 00 00ECIICUEHNN COXPAHHOCTH, YUETE M ONMHMCAHUU SJICKTPOHHBIX
JOKYMEHTOB, OPraHU3alUU UX OMEPATUBHOTO U JOJITOBPEMEHHOIO XpaHEHHUS;

- U3YYUTH KITACCU(PHUKAIHIIO FITEKTPOHHBIX IOKYMEHTOB;

- U3yYUTh OpPraHU3alUI0 KOMIUICKTOBAHMS apXMBOB OpraHU3allMii, TOCYHapCTBEHHBIX U
MYHULUTATBHBIX apPXUBOB 3JIEKTPOHHBIMU JOKYMEHTaMH;

- U3YYUTHh KPUTEPHUH IKCIIEPTU3bI LIEHHOCTH D/I;

- U3YYHUTH IPOTPAMMHOE 00ECTIeYeHUE /TS SJIEKTPOHHBIX apXHUBOB.

JlucuuninuHa HarpaBieHa Ha GOPMUPOBAHUE CIEAYIOMINX KOMIIETCHIIUNI:

OIIK-4. Cnocoben wucmnonb3oBaTh 0a30Bble 3HaHMA B 00macTh  HMH(OPMAIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH B chepe cBoel mpodhecCuoHaNbHOM NesITeNIbHOCTH

B pesysnbrare 0CBOCHUS NUCIUILTUHBI O0YYaIOIIUICS JOKEH:

3HATh:

- OCHOBBI TCHJICHIIMM MPABOBOTO PETYJIMPOBAHUS XPaHEHHs AJIEKTPOHHBIX NTOKyMeHTOB (D/]) B
POCCUICKOM 3aKOHO/IaTeNbCTBE, OCHOBHBIE TEHICHIINSIX B PA3BUTUU MPABOBOM 0a3bl;

- pOJIb DIIEKTPOHHBIX apXHWBOB B COCTAaBE HAIIMOHAIBHBIX apXMBHBIX CIYKO0 MUpPa, UX QYHKIUU H
npoduiib;

- OCHOBHBIE MEXIyHAPOTHBIE U MEKIOCYIapCTBEHHBIE CTAaHIAPTHI B 00JIACTH JTOJITOBPEMEHHOTO H
MIOCTOSIHHOTO XpaHeHus D/1;

- TIOJIO)KEHUS! HAIMOHAIBHBIX M OTPACIEBBIX CTAHIAPTOB W METOIMYECKUX PEKOMEHIAIUH 10
METOAMKE OpraHu3allid XpaHEHHs, KOMIUIEKTOBaHMSA, ydeTa M HCIIOJb30BaHUs 3JIEKTPOHHBIX
TOKyMEeHTOB B P®, MeToamueckue pa3pabOTKU (elnepatbHbIX M PETHOHAIBHBIX apXWBOB, BEIOMCTB
PO ;

- PpOJb DIIEKTPOHHBIX JOKYMEHTOB B cocTaBe ApxuBHOTO (oHIa PD Ha coBpeMeHHOM dTare; ux
LIEHHOCTh KaK UCTOPHUYECKUX UCTOYHUKOB;

- IPUHIUTIBI ¥ IPH3HAKH KJIacCU(UKAIIUH SIEKTPOHHBIX IOKYMEHTOB;

- OCOOEHHOCTM Yy4eTa M OIMCAHUS OHIIEKTPOHHBIX JOKYMEHTOB Ha OCHOBE METOJUYECKUX
pa3paboTOK pOCCUMCKUX U 3apyOEKHbBIX apXUBOB;

- OCHOBBI O0ECNEYEHHs COXPAHHOCTH 3JIEKTPOHHBIX JIOKYMEHTOB TIPH JIOJTOBPEMEHHOM MU
MIOCTOSTHHOM XpaHEHWH B T.4. Ha OCHOBE OIBITA M METOJUYECKUX pa3pabOTOK POCCHMCKHX U
3apyOeKHBIX APXUBOB;

- COBPEMEHHBIH OIBIT 10 CO3/IaHUIO MIIEKTPOHHBIX aPXHWBOB B HAIICH CTpaHEe M 3a PyOEKOM Kak
YUPEXAEHUH, CTPYKTYpHBIX  TOApa3JeNeHHd  MUHUCTEPCTB U BEIAOMCTB,  KOpIOpauui
OCYIIECTBISIONINX JOJTOBPEMEHHOE M TOCTOSIHHOE XpaHeHne DJI, coctaB mx (HOHIOB, MCTOUHUKH
KOMIUICKTOBaHMS, (DYHKIINU;

- (yHKIIMM DIEKTPOHHBIX apXMBOB KaK Pa3HOBUIHOCTH MPOTPAMMHOTO OOeCHeueHUs, KpUTEPUU
BbIOOpa [1O a5t 2IEKTPOHHOTO apXUBa;

- OCHOBBI OpPTaHU3aIUH AIEKTPOHHOTO apXHMBa Ha MPEANIPUITHH, YIPESKICHUH.
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YMETB:

- OpraHu3oBaTh IIOCTOSIHHOE W [JOJITOBPEMEHHOE XPAaHEHUE JJIEKTPOHHBIX JTOKYMEHTOB B
COOTBETCTBUM C HAYYHBIMH NPHUHLUIAMH U HOPMATUBHBIMU TPEOOBAaHUAMHU, a TAaKXKE CTaHAApTaMu U
METOANYECKUMHU PEKOMEHIALUAMY

- HCIIOJIb30BaTh CYIIECTBYIOLIME METOAMYECKHE pa3padOTKU W CTaHIApThl JUISL CO3JaHMs
JIOKAJIbHBIX HOPMATUBHBIX aKTOB, MHCTPYKLIMM U PYKOBOJCTB, PEIVIAMEHTUPYIOIIHUX YYET, ONMUCAHUE,
XPpaHEHUE JIEKTPOHHBIX JOKYMEHTOB;

- OpPraHM30BaTh KOMIUICKTOBAHWE apXHBa OPraHU3alMU 3JIEKTPOHHBIMU JOKYMEHTaMH, 0(hOPMUTH
COOTBETCTBYIOIYIO CONPOBOJUTENNBHYIO M YYECHYIO IOKYMEHTALUIO B COOTBETCTBUM C HAYYHBIMHU
OPUHIUIIAMA W HOPMATUBHBIMHU TPEOOBAHUSMH, a TaKXKe CTaHAAPTAMH U METOAUYECKHUMHU
PEKOMEHIALUAMH;

- COCTaBUTh peKoMeHfanmuu aiasi ciayxkO0sl MUT mo  BeIOOpY TEXHHYECKOTO M MPOTPAMMHOTO
obecrieyeHus Ui JIEKTPOHHOIO apXyBa OPraHU3alMM B COOTBETCTBUM C HAyYHBIMU IPUHIUIIAMU U
HOPMAaTHUBHBIMU TPEOOBAaHUSAMH, a TAK)KE CTAHAAPTAMU U METOJUYECKUMHU PEKOMEHIALIUSIMHU;

- COCTaBUTh JIOKAJIbHbIE€ HOPMATUBHBIE aKThl M PYKOBOJCTBA JUIsl pabOThI 3JEKTPOHHOIO apXuBa
OpraHu3aluy;

CO3/1aBaTh CIIPABOYHO-IIOMCKOBBIE CPEJCTBA U1l ApXUBA 3JIEKTPOHHBIX JOKYMEHTOB

BJIAJIETh:

- TEXHOJIOTUSIMM KJIacCU(PUKALNK, TOMCKA JOKYMEHTOB B 3JIEKTPOHHOM apXUBE,;

- MOMCKOM TPO(UITBHBIX HHPOPMALIMOHHBIX peCcypcoB B cetu HTEepHET

- HaBbIKAMHM BBIOOpa M CpPAaBHEHMsI MPOTrPAMMHBIX  KOMIUIEKCOB JJIsl 3JEKTPOHHOIO apxHBa
OpraHu3alyu.

- HaBBIKaMHU y4eTa U obecrieueHus: coxpaHHocTu D /1.

[To nucuuIuIMHE IpeTyCMOTpEHa MPOMEXKYTOYHAS aTTeCTalus B (hopMe dK3aMeHa.

OO0w1ast TpyA0EMKOCTh IUCLUILIUHBI COCTABIISET 3 3.€.



