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IlosicHuTeNbHAA 3aNIHCKA

1.1 Heab u 3aaa4n TUCUMTIIHHBI

Lenp qucuuIuinHbl cOOTHECeHa ¢ pesynbraTtoM ocBoenus Ol BO (dhopmupyembivu

KOMHGTCHI_[I/IHMI/I) .

Leap AMCHUIUIMHBI - TIOATOTOBUTH CHELMAIUCTA, 3HAIOIIETO TEOPETUUECKUE OCHOBBI
apXUBOBEICHHUS MIEKTPOHHBIX JTOKYMEHTOB, BJIaJICIONIET0 METOAUKON OpraHU3alii XpaHEeHHUs,
KOMIUIEKTOBAHUS, y4eTa U UCII0JIb30BAHUS IEKTPOHHBIX IOKYMEHTOB PAa3INYHBIX BUI0B
npejcTaBieHus HHPopMaLuu U (POpMaTOB Ha COBPEMEHHOM 3Tarle.

3agayu AMCUMIIMHBI:

- U3Y4UTh OCOOEHHOCTH IEKTPOHHBIX JOKYMEHTOB Kak OObEKTOB apXUBHOTO XpaHEHHUs
B OTE€YECTBEHHOH M 3apyOeKHOU uctopuorpaduu;

- chopMHpOBATh NPECTABICHUS O HOPMATUBHOM METOAMYECKON Oa3e XpaHeHHUs
AIIEKTPOHHBIX JJOKYMEHTOB, B. T. 4. B cocTaBe ApxuBHOro (horna PD;

- chopMupoBaTh MpeaCTaBIeHUE 00 00ECTIEYeHUH COXPAHHOCTH, YU€Te U ONUCAaHUU
AJIEKTPOHHBIX JOKYMEHTOB, OPTaHU3allUK UX ONEPATUBHOTO U JIOJIFOBPEMEHHOTO XPAHEHUS;

- U3YYUTh KIACCUPUKALMIO 3JEKTPOHHBIX IOKYMEHTOB;

- U3YYUTh OPTaHU3ALIMI0 KOMILJIEKTOBaHUS apXUBOB OpraHU3aluil, rOCYJapCTBEHHBIX U
MYHHIMIIAIbHBIX APXUBOB JIEKTPOHHBIMU JOKYMEHTaMU;

- U3YYUTb KPUTEPUH IKCIIEPTU3bI LIEHHOCTH D/I;

- U3YYUTh IPOrpaMMHOE oOecTiedeHne sl 3JEKTPOHHBIX apXHUBOB.

1.2. IlepevyeHb NJIAHNPYEMBIX Pe3yJbTATOB 00y4eHUs MO AUCHUILINHE, COOTHECEHHbIX
€ MHAUKATOPAMH JOCTHKEHUS] KOMIIeTeH Mt

KoMnerenuust Nuaukatopbl IlepeyeHn MIAHMPYEMBIX Pe3yJIbTATOB
(xom m KOMIIeTeHITHit 00y4eHHUsI MO AUCUUILIINHE
HAaUMEHOBAHUE) (xon n

HalMEHOBAHMUE)
OIIK-4. Cnocoben | OIIK 4.3. O6mamaer | 3HaTh:
MMOHUMATh HaBBIKAMH - OCHOBBI TEHJICHIIMH MPABOBOTO PETYIUPOBAHUS
MPHUHIATIEI ~ PaOOTHI | MCTIOJIB30BAHUS XpaHEHUS JIEKTPOHHBIX JoKyMeHTOB (D]1) B
COBPEMEHHBIX UH(GOPMAIMOHHO- POCCUICKOM 3aKOHOJIATEIbCTBE, OCHOBHBIC
WH(POPMAITHOHHBIX KOMMYHHKAITHOHHBIX | TEHACHIIUSX B Pa3BUTHH IMPABOBOU 0Oa3bl,
TEXHOJIOTHIA U | TEXHOJOTHI B chepe | - posib IJIEKTPOHHBIX APXUBOB B COCTaBE
HCITOJIH30BAaTh UX | TOKyMEHTAllMOHHOTO | HAIIMOHAJIBHBIX aPXUBHBIX CITYkKO MUpPa, UX
JUTSL pelieHus 3ajad | oOecreueHus GyHKIUN 1 Ipouis;
po(heCCHOHATLHONW | YIPaBICHUS H - OCHOBHBIE MEKTyHAPOIHBIC U
JIeATEeILHOCTH; aApXUBHOTO JIea MEXTOCYJapCTBEHHBIE CTAaHAAPTHI B 00JIACTH

JIOJITOBPEMEHHOTO U MOCTOSHHOTO XpaHeHus J/1;
- TOJIOKEHHUS HAIIMOHAJIBHBIX U OTPACIEBBIX
CTaHJaPTOB U METOJIMUECKUX PEKOMEHAAIUHN 110
METOAMKE OpTraHU3aLMK XPaHEHUS,
KOMIUTEKTOBAHMS, yueTa U UCTIOJIb30BaHUS
AIEKTPOHHBIX IOKYMeHTOB B PD, MeToanueckue
pa3paboTku (heaepabHBIX U PETHOHATBHBIX
apXuBOB, Be1OMCTB PO ;

- pOJIb 3JEKTPOHHBIX JOKYMEHTOB B COCTaBe
ApxuBHoro ¢onna PO Ha cOBpeMEHHOM IJTare;




UX LIEHHOCTb KaK UCTOPUYECKUX UCTOYHUKOB;
- TNPUHLMIIBI M TpU3HAKM  KiIaccuukauum
AJIEKTPOHHBIX JOKYMEHTOB;

- OCOOECHHOCTH ydeTa U ONMCAHUS 3JIEKTPOHHBIX
JOKYMEHTOB ~ Ha  OCHOBE  METOJMYECKHX
pa3paboOTOK  pPOCCHUHCKMX W 3apyOexHbIX
apXUBOB;

- OCHOBBI ~ O0ECIEYEeHUSI  COXPAHHOCTH
AIIEKTPOHHBIX JIOKYMEHTOB npu
JOJITOBPEMEHHOM U IIOCTOSIHHOM XPaHEHUU B T.U.
Ha OCHOBE OIbITa U METOJWYECKUX Pa3pabOoTOK
POCCUICKHX U 3apyOeKHBIX apXUBOB;

- COBPEMEHHBIM  OMNBIT IO  CO3JAHHUIO
NIEKTPOHHBIX apXWBOB B HAlIeW CTpaHe U 3a
pyOexoM Kak  YYpeXACHUH, CTPYKTYPHBIX
[OpA3JCICHUi MUHHUCTEPCTB U BEJOMCTB,
KOopIiopauui OCYIIECTBIISIOIIUX
JOJTOBPEMEHHOE U TIOCTOSIHHOE XpaHeHue O/,
cocTaB UX (OHJIOB, ICTOYHUKH KOMIUIEKTOBaHUS,
INZINIVH

yMeTb:

- OpraHM30BaTh IOCTOSIHHOE U
JOJITOBPEMEHHOE XPaHEHHUE AJIEKTPOHHBIX
JOKYMEHTOB B COOTBETCTBHU C HAYYHBIMU
MPUHLIAIIAMU U HOPMATUBHBIMU TPEOOBaHUSIMH, a
TaK)Ke CTAHIAPTaAMU U METOJUYECKUMHU
PEKOMEHIaLIUsIMU

- HCII0JIB30BATh CYIECTBYIOIINE METOINYECKUE
pa3pabOTKu U CTaHAAPTHI JUIsl CO3AaHUS
JIOKQJIbHBIX HOPMAaTUBHBIX aKTOB, HHCTPYKLIMH 1
PYKOBOJICTB, pEriIaMEHTHPYIOIIHUX yUeT,
OIMCAaHUE, XPAHEHUE IEKTPOHHBIX JOKYMEHTOB;
- OpraHM3oBaThb  KOMIUIEKTOBAaHHE  apXxuBa
OpraHM3allMM  JJIEKTPOHHBIMU  JTOKYMEHTaMH,
opopMUTD COOTBETCTBYIOLIYIO
COIIPOBOJUTENIBHYIO M YUEHYIO JOKYMEHTALUIO B
COOTBETCTBUM C HAyYHbIMU MPUHIUNAMH U
HOPMAaTUBHBIMU  TpeOOBaHMAMM, a  TaKKe
CTaHJapTaMu U METOINYECKUMU
PEKOMEHIALUAMU;

- COCTaBUThH pexkomeHjanuu g ciayxoel UT mo
BBIOOpY  TEXHMYECKOIO M MPOrpaMMHOI0
o0ecnieueHuss  JUid  DJIGKTPOHHOTO  apxuBa
OpraHM3allUd B COOTBETCTBUU C HAay4YHBIMHU
MPUHLIAIIAMU U HOPMATUBHBIMU TPEOOBaHUSIMH, a
TaKKe  CTaHAApTaMd U METOAMYECKUMHU
PEKOMEHIalUsAMU;

- COCTaBUTH JIOKAJIbHBIE HOPMATUBHBIE aKThl U
PYKOBOJCTBA AJis1 pabOThl 3JIEKTPOHHOTO apXHBa
OpraHM3alNH;




BJIA/IETh:

- TEXHOJIOTHSMH Kiaccu(UKaIy, MOUCKa
JOKYMEHTOB B 3JIEKTPOHHOM apXUBE);

- IOUCKOM MPOQHUILHBIX HHHOPMAITUOHHBIX
pecypcoB B ceTu IHTepHET;

- HaBBIKAMH BBIOOpA U CPABHEHUS MPOTPAMMHBIX
KOMIUIEKCOB JIJIS1 JJIEKTPOHHOTO apXHBa
OpraHH3aLuy;

- HaBbIKaMHU y4€Ta U oOecrieyeHus COXPAaHHOCTH

e

1.3. MecTO IMCUMIVIMHBI B CTPYKTYpPe 00pa30BaTeILHON NPOrpaMMbl

JuctumninHa BXOIUT B COCTaB 00s13aTEIbHON YacTH y4eOHOTO TIIaHa.

Jlis ocBOGHHUSI JHUCHMUIUTMHBI HEOOXOJHWMBI KOMIIETEHIINH, C(HOPMUPOBAHHBIE B XOJE
M3yUYEHUs CICNYIOMUX  JAUCIUTUIHH U TPOXOXKJICHUS npaktuk: HMudopmaTuka,
Nudopmanmonnpie TexHoJoruu, HWH(MOpMAlMOHHBIE TEXHOJIOTHH B JOKYMEHTAIIHOHHOM
obecrieueHnu ynpasieHus, THGopMaImoHHbIE TEXHOJIOTUN B apXUBHOM JICIIC.

B pesynbrare ocBOCHUS TUCIUILUIMHBI (POPMUPYIOTCS KOMIIETEHIMH, HEOOXOIUMBIE IS
M3Y4YEHUS CICIYIONUX TUCIUIUIMH W TPOXOXKIAeHUs mnpakTuk: Co3maHue W OIKCIUTyaTarus
apXUBOB OLM(POBAHHBIX JOKYMEHTOB, CeTeBble TEXHOJIOTMH B apXuBHOM jene, [IpoekTHas
npakTuka, [IpenaumioMHas mpakTuka.

2. CTpyKTYpa AUCHUNIHHBI
O6mas TpyA0EMKOCTh TUCIUIUIMHEI cocTaBsieT 3 3.e., 108 akageMuyecKkux 4acosB.

CrpykTypa IMCOMIIMHBI 1JIs1 04HOH (hopMbI 00yUeHust

O6beM TUCHUIUTUHBI B (popME KOHTAKTHOM pabOThl 00y4HaromUXCsl C MeNaroruiyecKuMu
paOoTHUKaMU U (MJIM) JTUIAMHU, IPUBJIEKAaEMbIMH K peaju3aluu o0pa30BaTeIbHOW MPOrpaMMbl
Ha MHBIX YCJIOBUSX, IPU MPOBEJACHNUN YUEOHBIX 3aHITHIA:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
7 Jlekuu 24
7 CeMuHapbl/1abopaTopHbIC PabOTHI 36
Bcero: 60

OO0beM TUCHMIUIMHBEL B (hOpME CaMOCTOATENBbHOM paboThl 0OydaroLIuXcsi cocTaBiseT 48

aKaJJICMHUYCCKUX Yaca.

3. Conepxanue QM CUMILTHHBI

No HanmenoBanune Conepxanue
paszena
JCHUTUIUHBI
1 1.BBenenue. [Ipenmer, uenp u 3amgaun Kypca. ICTOUHHKY M IUTEpaTypa MO KypCy.

TepMHHBI U MOHATHSA: DIEKTPOHHBINA JOKYMEHT, JJIEKTPOHHBIN apXUB,
AJIEKTPOHHASI MOJNMCh M €€ BUAbI, apXUBHBIM (opmar, 3KcrepThs3a
LICHHOCTH, KJIacCU(pUKalMs AOKYMEHTOB, €IMHHUIA YydYeTa, eIMHUIA




XPAaHEHMsI, €MHUIA ONMCAHUS JIEKTPOHHBIX JIOKYMEHTOB, MHUIpalLus,
KOHBEpTalLUs, KOHTCHHEDP OJJIEKTPOHHBIX JIOKYMEHTOB, METAJaHHBIE,
CTaHIApThl U (opMaThl ONUCAHUS APXMBHBIX JOKYMEHTOB, YPOBHH
ONnMCaHus 51 MH(POPMALMOHHO-TIONCKOBBIE XapaKTEPUCTHUKH,
AJIEKTPOHHOE J€JI0, HOCUTEIN AIEKTPOHHBIX JTOKYMEHTOB U UX BUJBI.

Pazpmen 1.
DJIEKTPOHHBIE
JIOKYMEHTBI KaK
O00BEKT apXUBHOTO
XpaHEeHHUS.

OCOOEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB apXHBHOIO
XpaHEeHUs] B MHPOBOM apXMBOBEIYECKOW Hayke. ApXHMBOBEICHHE
AJIEKTPOHHBIX JOKYMEHTOB B Halllel CTpaHe U 3a pyOexoMm.

DNeKTpOHHBIE JOKYMEHThI B cocTtaBe ApxuBHOro ¢onga PO.
Knaccudukanus uHpopManmoHHsix pecypcoB P®D (denepanbHbIX U
pPErHOHANIBHBIX) KaK HMCTOPUYECKUX HCTOUYHUKOB. DenepanbHbie
[IEJIEBbIE TPOTPAaMMBbl Pa3BUTHA SJEKTPOHHOTO JOKYMEHTO00OpOTa,
OTpaciieBble U PETMOHANIbHBIE MPOrpaMMbl HH(OpPMATHU3ALUH, CUCTEMA
MEXBEIOMCTBEHHOTO AIIEKTPOHHOTO JOKYMEHTO0000poTa u
MEXBEJOMCTBEHHOTO AJIEKTPOHHOTO B3aWMOJICUCTBUS DIIEKTPOHHOTO
MPAaBUTENILCTBA M MPOOJIEMA COXPAHEHMS SJIEKTPOHHBIX JOKYMEHTOB.
Knaccudukanus 371eKTpOHHBIX JOKYMEHTOB: MPU3HAKU U MOJIXOABI K
knaccupukanuu.  IlopopmarHas  kmaccudukamus — SIEKTPOHHBIX
JIOKYMEHTOB. ApXUBHBIE (MeXIUIaTHOpPMEHHBIC) (hOopMaThI.

Paznen 2.
HopmatusHnas
MeToauyeckas 0aza
XpaHEeHUs
ANIEKTPOHHBIX
JIOKYMEHTOB.

HopmaruBHast 0a3a XpaHeHUs 3JEKTPOHHBIX JIOKYMEHTOB B Hallei
cTpaHe: OOBEKTHI IPABOBOrO peryiaupoBaHusi. denepanbHbIl 3aKOH
«O6 wuHbopMmammy, WHPOPMAIMOHHBIX TEXHOJOTHAX M  3aIIUTE
uHpopManun». 3aKoHbl cyOBbeKTOB ¢enepaunu 00 MHPOPMALMOHHBIX
pecypcax. IIpaBuma pnermonpousBoacTBa B (pelepaabHBIX OpraHax
UCIIOJIHUTENIBHOM BJIACTU M TOCYJApCTBEHHBIX OpraHu3alusax o
xpanenun J/J1. @enepanbhblil 3akoH PO «OO0 31eKTpOHHON moAnucH»
or 6 ampens 2011 r. W moOA3aKOHHBIE aKThl O TPEOOBaHUAX K
pa3aMyYHBIM BHJAM U PA3HOBUJIHOCTSM AJIEKTPOHHON IOATMMCH,
CTaHAApTH3alMg  KpunTorpaduyeckoil  3amuThl  MH(OPMAIMH.
[Tpobnema ynmocToBepeHus ropuamueckod cuiasl D) B mporecce
JNOJNTOBPEMEHHOIO M NIOCTOSIHHOro  xpaHeHus.  IIporpamma
uHpopmatuzamun  DepeparbHOTO  apXMBHOTO  areHTCTBA U
MOABEAOMCTBEHHBIX eMy yupexaeHuil Ha 2011-2020 rr. o xpaHeHUH
OH.

HopmartuBHas 6a3a 31eKTpOHHOTO MpaBUTENbCTBA. [1013aKOHHBIE aKThI
(benepanbHBIX OPTaHOB UCIIOJIHUTEIHFHON BIIACTH, PETIAMEHTHPYIOIINE
JIEKTPOHHBI  JOKYMEHTOOOOpOT.  3HayeHuWe  perjaMeHTaluu
TpeboBanuii k COJl GenaepanbHbIX U PETMOHAIBHBIX OPTaHOB BIIACTH
IUI COXPAHEHHUs SJIEKTPOHHBIX TOKYMEHTOB.

PernamenTanus xpanenuss O/ B [IpaBunax opraHuzanuu XpaHeHus,
KOMIUIEKTOBAaHHS, Yy4y€Ta M HCIOJIb30BaHUS JIOKyMEHTOB B
roCy/apCTBEHHBIX U MyHHMIIMIIAJIbHBIX apXUBax, My3esX, OuOInoTeKax,
opranm3anmsax PAH, a takxke B opraHax rocyJapCTBEHHOM BIIACTH,
OpraHax MECTHOTO CaMOyIpaBjieHMs U opraHuzauusax. IlpaBuia
paloThI ¢ HAYYHO-TEXHUYECKOH JOKyMeHTanuel u coxpanenue D/1.
TumoBele  QyHKMoHanbHBIE TpeOoBammsas k COJl u  CXD/.
Metonuueckue pa3paborku BHUWNJAJ] no opraHuzanmu XpaHeHHUs
AJIEKTPOHHBIX IOKYMEHTOB B apXMBaX OpraHHU3allil, rocyJapCTBEHHBIX
1 MyHUIMNANbHBIX apxuBax 2013 r.

OO0s13aHHOCTH  BIIAIETIbIIa MH(MOPMAIMOHHBIX PECYPCOB MO 3aIINTE




uHopmaruu. 3ammMTa  HMHTEIUICKTyaIbHOW  COOCTBEHHOCTH  Ha
KOMITbIOTEPHBIE NIPOrpaMMBbI U 0a3bl JaHHBIX.

Cranmaptet  MUCO. CrangapTtu3aiids yNOpaBlIeHHS KadyeCTBOM H
KOpIopaTuBHble ~ MH(OpMaIMoHHbIE  cucTeMbl. CTaHmapTel  Ha
XpaHeHUe JOKYMEHTOB Ha MAIIMHHBIX HOCHUTENSX. OJEKTPOHHBIN
pernameHnT ynpasieHust opranuszanueil. Cranmapt MCO 15489-2001
(2007).

Metoandeckue pekoMeHaanuu 1 pazpadorku Pocapxusa, BHUMJIA/L,
PITY, pernoHaJbHBIX OPraHoOB YNPABICHHUS apPXHUBHBIM JEIIOM,
apXuBOB, KaMmIaHuii, BeaoMcTB P® u OpraHoB MeCTHOrO
caMOyTIpaBJieHUs B o0actu xpaHeHust J/1.

PernameHranust ~ JMHTBHCTHYECKOTO  OOECHEUEHHMsS  CHCTEM
3JIEKTPOHHOIO JIOKYMEHTO000pOoTA. [TonsTne METa/IaHHBIX.
MexyHapoIHbIE U POCCHUMCKHE CTaHAAPTHI, PETIAMEHTUPYIOLINE
JIEJIONIPOU3BOCTBEHHbBIE METaJaHHblE M HMX pPOJb B DJJIEKTPOHHOM
JTOKYMEHTO000pOoTE.

Pasnen 3.
KomiuiekroBanue u

SIYT DI

Kpurepuu onpeneneHuss MICTOUHUKOB KOMIUJIEKTOBAHHUS JIEKTPOHHBIX
apxuBoB. Kiaccudukanuss HCTOYHUKOB KOMIUIEKTOBAaHUS apXHBOB
9JEKTPOHHBIMU JIOKYMEHTaMH [lopsiiok KOMILJIEKTOBAaHUSI apXHBa
opranmzatmu O/ B coorBercTBUM C TpeOoBaHusiMu [IpaBun
OpraHu3allMi XPaHEHHUS, KOMIUICKTOBAHUS, y4eTa U HCIOJIb30BaHUS
JOKYMEHTOB B OpraHax rocyJapCTBEHHOU BJIACTH, OPraHaxX MECTHOIO
CaMOYTIPABJICHUS U OpTraHU3aIUsX.

OnpIT KOMIUIEKTOBaHUSl TOCYAAPCTBEHHBIX apXMWBOB 3JEKTPOHHBIMU
nokymeHntamu. Pabora T'AP® ¢ uCTOYHMKAMH KOMIUICKTOBAHUSI.
[IpueM 351eKTpOHHBIX TOKyMeHTOB B ¢opmare COJI, B apXuBHOM,
w1aTOPMEHHO HE3aBUCUMOM (opmarte.

Kputepun skcneptusbl nenHoctu JJI: obumme u crneuuduueckue.
Crenenn coxpanHocTd (oHma. Bo3MOXKHOCTh Tiepenadyn Ha XpaHEHHE
06e3 opuruHagbHOro ¢opmarta, BO3MOXKHOCTb  OCYILECTBJICHUS
MUTPAIIH.

Pa3znen 4.
Obecneuenue
COXpaHHOCTH, D/I.

@DakTophl, BIUAIOIINE HA COXPAHHOCTh. AHTHBUpPYCHAs 3allluTa,
CTaOMJIBHOCTh DJICKTPONMTAHMS, 3allUTa OT HECAHKIIMOHUPOBAHHOTO
JOCTyMa, HAaIEKHOCTh HOocuTene. HopmaTuBHbBIE yCIOBUS XpaHEHUS
9JIEKTPOHHBIX JOKYMEHTOB Ha Pa3MUHbIX Hocutemsix. OO0opymaoBaHue
Ui~ XpaHEeHHUs  DIEKTPOHHBIX  MOKyMeHToB.  Krnaccuduxarms
HocuTtene. CTpaxoBoil (OHI TOKYMEHTOB Ha ONITUYECKHUX TUCKAX.
ObecrieyeHrie  COXpPAaHHOCTH  DJEKTPOHHBIX  JOKYMEHTOB B
JOJITOBpEMEHHOM TiepcnekTuBe. [lepesamnuch, MUrpamus, SMYJISIUS
WHKaICysus qaHHbIX. [IpoGiema KoHBepTaluy JaHHbBIX.

Pazgen 5. VYwuer,
OIIMCaHUe

ucnonb3oBanue JJI.

Cranpmaptel ommcanuss OJI. OOBeKTH omucaHus U (QopMa OIHCH.
Enununa ydera u enuHuua xpaHeHus OJI, yderHble ¢Gopmbl Uist
peructpaunn  gawkenus O/, IlpaBuna  ommcanms O/
WNudopmannoHHO-TIOMCKOBas Xapakrepuctuka J/1. Yuer murpauuu u
nepesanucu. Konreinepsr /1.

Hcnonp30BaHue 3JIEKTPOHHBIX JOKYMEHTOB. Opranmsanus Joctyna K
O/1. Tlouck B cucTeMe OJJIEKTPOHHOro apxuBa: bes0ymaxkHoe
MH(GOPMALIMOHHOE 00CTYKMBAaHUE TTOJIb30BaTeNEH.

Paznen 6.

Bunbsl  apxuBoB AJIEKTPOHHBIX  JOKYMEHTOB. CTpykTypa U




DIEeKTPOHHBIE
apXMBBI KaK
Pa3HOBHUIHOCTH
IPOTPaMMHOTO
o0ecrie4yeHus:
CTaHJapTH3AIHS
TpeOOBaHMIA.

OpraHu3alMsl AapXuBa OJJIEKTPOHHBIX JIOKYMEHTOB YUYPEXKICHHUS |
npeanpuAtys. JIokanbHble HOPMATHUBHBIE AKThI, PETIIAMEHTUPYIOLIUE
paloTy 37eKTpOHHOro apxuBa. OYHKIUU JIEKTPOHHOro apxusa. Posb
ciyx0b1 JIOY, apxuBHOM ciayxObl u ciayxObl IT B opranuzanuu e
3JIEKTPOHHOIO apXHUBa MPEANPUATHS.

DJEeKTPOHHBIA  JIOKyMEHTOOOOPOT W apXUBBI  AJIEKTPOHHBIX

JTIOKYMEHTOB. Knaccudukanus CHUCTEM 3JIEKTPOHHOTO
JOKYMEHTOO0OpOTa HCXONs M3 3373y JIOJTOBPEMEHOTO XpaHEHUS
JTIOKYMEHTOB. KopnoparuBHubie nH(pOpMaAITMOHHBIE CHUCTEMBI.

Texnonorus Docflow u Worflow. Knaccudukanus nporpammHoro
oOecnieueHrss  HMH(OPMALMOHHBIX  CHCTEM  JOKYMEHTAI[MOHHOTO
obecnieuenus. Knaccudukanus ¢opmatoB 31 (paspabotku PITY).
TpeGoBanusi K  WHTETPUPOBAHHOM  CHUCTEME  DJIEKTPOHHOTO
JOKYMEHT0000pOTa ¢ TOUKH 3pEHHsI apXUBHOTO XpaHeHus D1,
DJeKTpOHHBbIE  apXUBbl  KaKk  Pa3HOBUJIHOCTb  MPHUKIATHOTO
nporpaMMHoro obecneuenus. Knaccudukamus MynbTH(OpPMATHBIX
MOMCKOBBIX cucteM. [IporpammHoe oOecniedyeHue, UCMIONIb3yeMoe st
CO3JIaHMs JJIEKTPOHHBIX apXWMBOB JaHHBIX. IIpoOiembl coxpaHeHUs
rpaduku, MYJIbTUMEINIHBIX JIOKYMEHTOB, CAIIP 51
reOMH()OPMAITMOHHBIX CUCTEM.

OcHOBHbIE TOJAXOABl K BBIOOPY TEXHMYECKOTO 0OecredeHHs
AJIEKTPOHHOTO  apXHBa. Pacyer 3aTtpar ¥ = SKOHOMHYECKOU
s dextuBHOCTH. CO3/1aHME MPOCKTA DJICKTPOHHOTO apXHBa.

Pazpnen 7.
Opranuzanus
ONEePaTUBHOTO U
JOJITOBPEMEHHOT'O
xpaHeHus O/1.

[{enTpasn30BaHHBIN U PACIPEAEIEHHBINA OAX0 K CO3JaHUI0 apXHUBOB
3JEKTPOHHBIX JOKYMEHTOB. ONBIT rOCYJapCTBEHHBIX, BEIOMCTBEHHBIX,
KOpIIOPaTUBHBIX apXUBOB TIO OTOOpY, TNpUEMYy, XPAHCHUIO H
HCIIOJIb30BAHUIO 3JIEKTPOHHBIX JOKYMEHTOB.

3apyOexHbIN OIBIT IO CO3/IaHUI0 APXUBOB AJICKTPOHHBIX JOKYMEHTOB.
[IpakThueckasi, HayudHas U MeTOAMYECKas padoTa dSIEKTPOHHBIX
apXUBOB.

Krnaccudukanus 2J1eKTpOHHBIX apXHUBOB B HallleH CTpaHe.

4. O6pa3zoBaTre/ibHbIe TEXHOJIOTHH

B pa3znene ykazanbsl 00pa3oBaTebHbIE TEXHOJIOTUH, UCIIONb3YEMbIE IPU PeaTu3aluu
Pa3IMYHbIX BUAOB YUEOHBIX 3aHATUH 17151 Haubosee 3(pPEeKTUBHOTO OCBOECHUS TUCIIUILIMHBL.
IIpu npoBeneHnn yueOHbIX 3aHIATUI 00ecIeYrBaeTCsl pa3BUTHE y 00yYarOIIUXCsl HABBIKOB
KOMaHHON pabOThl, MEKINYHOCTHOM KOMMYHUKAIIUH, IPUHATHS PEILIEHHUH, TUEPCKUX KaUeCTB
(BKJTIOYAst TPU HEOOXOAMMOCTH MPOBEICHNE UHTEPAKTUBHBIX JIEKIIUH, TPYIIIIOBBIX IUCKYCCH,
POJIEBBIX UT'P, TPEHUHIOB, AHAJIN3 CUTYallul 1 IMUTALMOHHBIX MOZEIIEH, IPENOJaBaHNe
TMCUUIUIMH (MOyJieil) B (hopMe KypCOB, COCTaBJICHHBIX HA OCHOBE PE3yJIbTATOB HAYUHBIX
HCCIIEIOBAaHMM, B TOM YHUCIIE C YUETOM PErHOHAIBHBIX 0COOEHHOCTEHN NMpodecCHOHANBHOM
NEeSITeTFHOCTH BBIMTYCKHUKOB U TTOTPEOHOCTEH paboToaTeneil.

JUig poBeeHUS 3aHATHH JIEKIIMOHHOIO TUIA 110 AUCLUIUIMHE IPUMEHSIOTCS TaKUE
o0pa3zoBaTebHBIE TEXHOJIOTUU KaK MHTEPAKTUBHBIC JIEKIMH, TIPpoOIeMHoe o0yueHne. J{ist
IIPOBEJIEHUS 3aHATHI CEMMHAPCKOTO THUIIA UCIIOJIB3YIOTCS IPYNIIOBBIE TUCKYCCUH, POJIEBBIE
WIPbl, aHAIW3 CUTYALMI M IMUTALMOHHBIX MOJIEIEH.

Ne
n/n

HaumenoBa |Buanl
HHe pa3jesa |y4eOHoil

NudopmanuonHbie 1 00pa3oBaTe/ibHbIE TEXHOJIOTHH




padoThI

2 3 5
1.Beenenue. |BBomnas |KoHcynbTupoBaHMEe M NpOBEpKa JAOMAIIHUX 3aJaHUM MOCPEICTBOM
JEKIMs  |JIEKTPOHHOM ITOYTHI
CamocTto
SITEIIbHAS
pabota
Paznen 1.|Jlexuus |Jlexuus-Bu3yanuszanusi ¢ IPUMEHEHUEM CIalA-IPOEKTOPA.
DnexTpoHHsI |1
€ JOKYMEHTHI
Kak  OOBEKT
APXHBHOTO Camocro |3anonnenue PTC, tema 1.
XpaHEHus, sITeJIbHAs
pabora
Pasnen 2. Jleknusa |Jlexkuus-Bu3yanusanus ¢ IPUMEHEHUEM CIIANA-IIPOEKTOPA.
HopmarusHa |2
'
METOAUYESCKA
4 6aza Camocro |3anonnenne PTC, tema 2.
XpaHeHus SITCITbHAS
3JIEKTPOHHBIX pabora
JIOKYMEHTOB
Paznen 3. Jlexums |Jlexknuusa-Busyanusanus ¢ IPUMEHEHUEM CIANA-IIPOEKTOPA.
KomrmiekToBa | 3.
aue u DL/
1. JIaGopar |YCTHBII ONIPOC Ha Ta0OPATOPHOM 3aHATHU.
OpHBbIE
3aHATHUS
lu?2
Camocro |3anonnenne PTC, Tema 3.
SITEJIbHAS
pabota
Pasnen 4. Jleknusa |Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM CIANA-IPOEKTOPA.
O6ecneyenue |4.
COXPAHHOCTH, Jlabopar |YcTHBIN onpoc Ha JTa00paTOPHOM 3aHSITHH. .
1. OpHBIE
s3anathe |3amosHenue PTC, tema 4. Y. 1.
3
CamocTo
STCIbHAS
pabora.
Pasgen 5. Jleknus  |JIexknusi-BU3yain3aius ¢ MPUMEHEHUEM CIIaiI-IPOCKTOPA.
Vuer, 5. VYcTHBIH onpoc Ha 1a00paTOPHOM 3aHSITHH..
OIHUCaHUE Jlabopar
ucnons3opan |OPHOC
we D1 3aHaTHE4

3anonuenue PTC, Tema 4. U. 2.




Camocto
SITeIbHAs
paborTa.

7. |Pazmen 6. Jexuus |JleKuus-BU3yanu3anus ¢ IPUMEHEHHEM CIIali-TIPOEKTopa.
DneKTpoHHbI |6.

€ apXUBBI KaK
Pa3HOBUIHOC JlaGopat |YcTHbI onpoc Ha 1a6OpaTOPHOM 3aHATHH. .

T OpHOE
MIPOTrpaMMHOT ;aHHTHe
g6ecnequI/m: KoncynpTHpoBaHue u npoeepka pedepara
Camocro
CTaHJapTH3a |
st _ |renbHas
TpeOOBAHMIA. pabora.
8 |Pasgen 7. Jlexums |Jlexuusa-Bu3yanuszanus ¢ IPUMEHEHUEM CIANA-IIPOEKTOPA.
Opranunsanus | 7-
OTEPATHBHOT YCcTHBIN Onpoc Ha J1a00paTOPHOM 3aHSITUH. .
ou JIabopar
nonrospemen |OPHOC
HOTO 3aHATHE
XpaHEHUs 6
1. Camocro |KoHcynbTupoBaHue U MpoBepKa pedepara.
;[_
TeJIbHAs
paboTa.

Kaxnapiii  oOywaromuiics B TEYCHHWE Bcero mepuoia oOydeHus obecriedeH
VHUBUTyaIbHBIM HEOTPaHUYEHHBIM JOCTYIIOM K AIEKTPOHHOM
nHpopMannoHHooOpazoBarenbHoi cpene PITY u3 moboii Touku, B KOTOPOH UMeeTCst JOCTYIT K
nH(pOpMaAITMOHHO-TEIEKOMMYHHUKAITMOHHON ceTH "MHTepHeT", kak Ha Tepputopuu PITY, Tak u
BHE ee. DIIeKTpOHHAss WHPOpMAIMOHHO-00pa3oBarenbHast cpena PITY obecnieunBaet: moctym K
y4eOHBIM IUIaHaM, pabouyMM mporpamMMmMaM JHCHUIUIMH (MOAyJel), MporpaMmaM MpaKTHK,
AJIEKTPOHHBIM YYCOHBIM M3JIaHUSM H JJICKTPOHHBIM 00pa30BaTEIbHBIM pecypcaM, YKa3aHHBIM B
pabounx mporpaMMmax JIUCHUIUIMH (MOAYyJei), MporpaMMax MpakTHK; (OpMHUPOBaAHUE
AIIEKTPOHHOTO NOPT(OINO 00yUaIOMIET0oCs, B TOM YHCJIE COXpaHEHUE ero padoT U OLIEHOK 3a 3TH
pabotel. B ciydae peanmzanuu mporpamMmbl OakalaBpuaTa ¢ IPUMEHEHUEM DIEKTPOHHOTO
oOyueHwus, JTUCTAaHITMOHHBIX o0pa3oBaTeIbHbIX TEXHOJIOTHU AJIEKTPOHHAS
uHpopmanmonHooOpa3oBatensbHass  cpega  PITY  oOecneumBaer: — ¢dukcanuoo  xojna
00pa3oBaTENBLHOTO TMpOLEcca, pe3yJbTaTOB MPOMEKYTOUHOW AaTTeCTallid W  Pe3yJbTaToB
OCBOEHHUSI TpOrpaMMbl OakalaBpuaTa, MNpPOBEACHHE YYEOHBIX 3aHATUN, MPOLEAYP OILICHKH
pe3yJIbTaTOB 00YyYEHHMs, peaan3anusi KOTOPhIX MPEIyCMOTPEHA C MPUMEHEHHEM AJIEKTPOHHOTO
oOyudeHusi, JUCTAHLIHMOHHBIX OOpa30BATENBHBIX TEXHOJOTHH; B3aMMOACHCTBHE  MEXIY
Y4aCTHUKaMH 00pa30BaTEbHOIO IMPOLECCa, B TOM YHUCIIE CHUHXPOHHOE U (MJIM) aCUHXPOHHOE
B3aUMOJICUCTBUS  mocpenctBoM cetd  "HHTepHer". @OyHKIIMOHMpPOBAHWE  AJIEKTPOHHOU
MH(POPMALMOHHO-00pPa30BaTENbHON Cpellbl 00eCHeunBaeTCS COOTBETCTBYIOIIMMHU CpPEACTBAMHU
MH(GOPMAIIMOHHO-KOMMYHUKAIIMOHHBIX ~ TEXHOJIOTMH ¥ KBanudukanueir pabOTHHKOB, ee
UCTIONB3YIONNX W TOJiepKuBarouX. DyHKIMOHUPOBAHUE SJICKTPOHHOW HWH(MOPMAIMOHHO-
obpazoBarenbHOM cpenbl PITY cooTBeTcTBYeT 3akoHOMaTenbCcTBY Poccuiickort denepariuu.

B nepuon BpeMEHHOro NPHOCTAHOBJICHUS TMOCEHICHUS O0Y4YaIOIUMHCS TMOMEIICHUN U
tepputopuu PITY nna opranuzamum y4deOHOro mpolecca ¢ NPUMEHEHHEM JIJIEKTPOHHOTO




O6y‘IeHI/I$I n AJUCTAaHIIMOHHBIX 06p330BaTCJII)HI>IX TEXHOJIOTHI MOTYT OBITL HCIIOJIE30BaHEI
CJICAYIOIIHUC O6pa3OBaTCJ'IBHLIe TCXHOJIOI'HU:

— BHUACO-JICKIIUHU

— OHHaﬁH—HeKHHH B PCKUMC PCAJIbHOT'O BPEMCHU;

— JJICKTPOHHBIC y‘Ie6HI/IKI/I, y‘~I€6HI)IC HOCO6I/I$I, HAaY4YHBIC U3OaHUA B 3JICKTPOHHOM BUAC U
AOCTYII K MHBIM 3JICKTPOHHBIM 06pa3OBaTCJ'ILHBIM pecypcam;

— CUCTEMBI IJIs1 3JICKTPOHHOTO TCCTHUPOBAHUSA,;

— KOHCYJIbTAllHU C UCIIOJIb30BAHNUECM TCICKOMMYHUKAIIUOHHBIX CPCIACTB.

5. OneHka JIAaHUPYeMbIX Pe3yJbTATOB 00y4eHHs

5.1 CucremMa onleHUBaHUA

Cucrema OIEHUBaHUS BRICTPOCHA B COOTBETCTBUU C YUCOHBIM IIAHOM, TJIE ONPeaeIeHBI (HOPMBI
MIPOMEKYTOYHOM aTTeCTalMU (3a4€T/3a4€T C OIICHKON/3K3aMeH), U CTPYKTYPOU JAUCITUTUINHBI,
rJIe onpeAeseHbl HOPMBI TEKYIIETO KOHTPOJIA. Y Ka3bIBAeTCs pacipe/IesiecHne OaJlIoB 10
(dbopMaM TEKyIIEero KOHTPOJIS U MPOMEKYTOYHOM aTTeCTaI[H, CPOKU OTYETHOCTH. MOXkeT
MIPOBOAMTHCS KaK B TPAJUIIMOHHOW, TaK U B MHHOBAIIMOHHOW (hopMe (3aIuTa MPOEKTOB, JII0BAs
urpa, Ke|cel u T.11.).

dopmMa KOHTPOJIA Makc. Ko1u4ecTBO 0a/1710B
3a oany Bcero
padoty

Tekymuii KOHTPOJIb:

- onpoc 5 6annos 30 b6annos

- yyacmue 8 OUCKYCCUU HA CeMUHAape 5 bannos 10 bannos

- KoHmpoavHasa paboma (memwl 1-3) 10 bannos 10 6annos

- KOHmpovbHas paboma (memwl 4-5) 10 bannos 10 b6annos

[IpomexxyTodHas aTTecTanus — 9K3aMeH 40 6annoB

HToro 3a cemectp 100 6ammoB

ITosry4eHHBINM COBOKYIHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO KAy OLICHOK U
B IIKaJTy onieHOK EBpormeiickoii cucremsl nepeHoca u HakomieHus kpeautos (European Credit

Transfer System; nanee — ECTS) B cooTBeTCTBHM C TaOIHIICH:

100-6au1pHas TpasmionHas mKaa kana
HIKajia ECTS
95 -100 A
2304 OTJIINYHO B

68 — 82 XOPOIIO C

56 — 67 D

5055 yJIOBJICTBOPUTEILHO E

20-49 FX
0-19 HEYIOBJIETBOPUTEIHLHO HE 3a4TEHO F

5.2 KpnTepuu BBICTABJICHHUA OLICHKH IO JUCHUILIMHE




Banasl/
HIxkana
ECTS

Ouenka nmo
JTUCHHUILINHE

KpuTtepun oueHkn pe3yabTaToB 00yUeHHs 10 TUCHUIIINHE

100-83/
AB

OTJINYHO/
3a4TEHO

BeicTaBmsiercst 00y4aronieMycsi, €ciii OH TITyOOKO ¥ MPOYHO YCBOMJI TEOPETHYECKUN U
[IPAKTUYECKUI MaTepual, MOXKET IPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX U B X0
MPOMEXYTOYHOU aTTECTalUH.

OO0y4arontuiicsi HCUEPITHIBAIOIIE U JIOTHIECKH CTPOWHO M3JIaraeT ydeOHbI MaTepua,
YMEET YBSI3BIBATH TEOPHIO C MTPAKTHKOMH, CIIPaBISIETCSI C pEIICHNEeM 33134
npohecCHOHALHON HAIIPABICHHOCTH BEICOKOTO YPOBHSI CIIO)KHOCTH, IPABUIILHO
000CHOBBIBAET PHHSTHIE PELICHHUSL.

CB00OOHO OpUEHTHPYETCs B yueOHOM 1 PO ecCHOHATIBHOM TUTEpaType.

Or1eHKa 0 JUCLHUIUINHE BBICTABISIIOTCS 00yJaromeMycs ¢ y46TOM pe3yIbTaToB
TEKYLIEW U IPOMEXKYTOUHOM aTTECTALUH.

Kommerennmu, 3akperui€éHHbIE 3a TUCIUIUIMHON, COPMHUPOBAHBI HA YPOBHE —
«BBICOKHIY.

82-68/

X0poI11o/
3a4TEHO

BeicraBmsiercst o0y4aronieMycsi, eCiii OH 3HaeT TEOPETUUCCKUN 1 PAKTHIECKUI
MaTepHal, IPaMOTHO U 10 CYIECTBY H3JIaraeT ero Ha 3aHATUSAX U B XOJIe
MIPOMEKYTOUHON aTTECTALUH, HE IOMYCKasl CyI[ECTBEHHBIX HETOUYHOCTEH.
OOyuaronuiicst MPaBUIIBHO IPUMEHSET TEOPETHUECKUE MOJI0KEHHSI IPU PEIICHUH
MPAaKTUYIECKUX 3a/1a4 IPo¢eCcCHOHATBHON HAIPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaZIceT HEOOXOAMMBIMH IIJISl 3TOTO HaBBIKAMU M MPUEMAMH.
JlocTaTo4HO XOPOIIO OPUEHTHPYETCS B yUeOHOH 1 TPOo(eCcCHOHANBHON JIUTEpaType.
O1eHKa 10 AUCLMIUIMHE BBICTABISIIOTCS 00yYaronieMycst ¢ y4éTOM pe3yJIbTaToB
TEKyIEH ¥ IPOMEXYTOUYHON aTTECTAIUH.

KommnereHmmu, 3aKperuiéHHbIC 3a TUCIMIUIMHON, COPMHUPOBAHBI HA YPOBHE —
«XOPOUIHHY.

67-50/
D.,E

YJIOBJIETBO-
pUTENBHHO/
3a4TEHO

BeicTaBmsiercst o0y4aromiemMycsi, €ClIi OH 3HaeT Ha 0a30BOM yPOBHE TEOPETUIECKUH U
MpaKTUYECKUI MaTepual, IOMyCKaeT OTAEIbHBIC OMIMOKH IIPU €T0 M3JI0KECHUH Ha
3aHATUSX U B X0JI€ IPOMEXKYTOUYHOH aTTECTAIHH.

OOyyaronMics NCTIBITHIBACT ONPEACIEHHBIE 3aTPyJHEHHS B IPUMEHEHUH
TEOPETHYECKUX MOJIOKEHNH MPH PEIICHUH NTPAKTHUECKHUX 3a1a4 MPOoQecCHOHaNTbHON
HaIpaBJIeHHOCTH CTAHJaPTHOTO YPOBHSI CIIOKHOCTH, BJIaZieeT HEOOXOAUMBIMHU IS
9TOro 0a30BBIMU HABBIKAMH U MPHUEMAMHU.

JleMOHCTpHpYeT A0CTaTOUHBIN YyPOBEHb 3HAHHSI Y4EOHOW JINTEPATYPhI M0 AUCIUTUINHE.
O1eHKa M0 AUCIMIUIMHE BBICTABISIFOTCS] 00yYarOMIeMyCsl C y4ETOM pe3yIbTaToB
TEKyLIeW U IPOMEXKYTOUHOM aTTECTALUH.

Komnerennnu, 3akperui€HHbIe 3a JUCHUIIIMHON, C(hOPMUPOBAHBI HA YPOBHE —
«JIOCTaTOYHBINA.

49-0/
F,FX

HEYI0BJICT-
BOPUTEIHHO/
HE 3aYTCHO

BricTaBnserca oOyuaromeMycs, eClii OH He 3HaeT Ha 0a30BOM YpOBHE TEOPETUYECKUI
U NIPAKTUYECKUI MaTepHal, A0IyCcKaeT rpyOble OMMOKY IIPU €ro M3JI0KESHUH Ha
3aHATHUSX U B XOZ€ IPOMEXYTOYHOM aTTecTalyuu.

OOyuaroUiCs UCTIBITHIBAET CEPhE3HBIC 3aTPYAHEHHS B IPUMEHEHHN TEOPETUUECKUX
TOJIOXKEHHH TPH PEIICHUHN NMPAKTHYECKHX 3a]a4 MPOPECCHOHATBHON HAIPABICHHOCTH
CTaHAAPTHOT'O YPOBHS CI0KHOCTH, HE BIIa/Ie€T HEOOXOAUMBIMH IS 3TOTO HABBIKAMH 1
IpUEMAMH.

JleMoHCTpHpYeT (hparMeHTapHbIC 3HaHUS YIEOHOM IUTepaTypsl 10 JUCIUIUINHE.
O11ieHKa 10 AUCIMIUIMHE BBICTABISIFOTCS 00y4aronieMycst ¢ y4éToM pe3yIbTaToB
TeKyIleH ¥ IPOMEeXYTOUHOH aTTeCTalUH.

Kommerennmy Ha ypoBHE «JIOCTaTOUHBINY, 3aKPEIUIEHHBIE 32 TUCIUIUIMHON, HE
c(OpMHUPOBaHBbI.

5.3

OuneHouHble cpeAcTBAa (MaTepHaJbl) AJ TEKYyLIero KOHTPOJISI YCIeBaeMOCTH,
NMPOMEKYTOYHOM aTTecTaluM 00y4aroIuXcs M0 TUCHHUIINHE

B nanHoM paznesne npuBOASTCS MPUMEPHI OLIEHOYHBIX CPEJICTB B COOTBETCTBUU CO
CTPYKTYPOU NUCLUIUIMHBI U CUCTEMOU KOHTPOJIS: BAPUAHTHI TECTOB, TEMATUKA MUCbMEHHBIX
paboT, MpUMEpHI 3K3aMEHAIIMOHHBIX OMIIETOB, TUTIOBBIC 337]a4d, KEHUCHI U T.1. OLIEHOYHBIMH




CpPEeJICTBA JIOJDKHBI OBITH 00€CIIeYeHBI BCE (JOPMBI TEKYIIIETO KOHTPOJIS M MPOMEKYTOTHON
atrecranuu. OHHM JOJKHBI OBITH OPHEHTUPOBAHBI HE TOJILKO HAa MPOBEPKY CHOPMHUPOBAHHOCTH
3HaHUM, HO TaK)K€ YMEHUW U BIaJCHUN.

Ilpumepnas memamuka konHmponvHvix padom ( pegpepamog).

1. DnekTpoHHBIE ApXMBBI KaK LIEHTPbl COXpaHEHHUs LHU(POBOTO HAcieusl B Halueil
CTpaHe M 3a pyOexoM (Ha mpuMepe He MEHee JABYX apXMBHBIX YUPEXKJEHUH, CTPYKTYpPHBIX
NOJpa3/ieIeHNil MUHUCTEPCTB, BEIOMCTB, OpTaHU3aLHii).

2. Coznianue 3JeKTPOHHOIO apXHUBa OpraHU3alMi, MUHUCTEPCTBAa(HA MPUMEPE HE MEHEe
IBYX AapXMBHBIX YYPEXKIEHUH, CTPYKTYpHBIX IOJIPA3AEICHUII MHHUCTEPCTB, BEIOMCTB,
OpraHu3aluii).

4. OO030p MNPUKIATHOIO MPOTrPAMMHOIO OOECHeUeHUs,, MCIOJIb3YyeMOro MpH CO3/AaHU
JJIEKTPOHHOI'O apXUBA.

5. Yd4er u onucaHue 3JIEKTPOHHBIX TOKYMEHTOB (Ha IpUMepe He MEHee JIByX apXUBHBIX
YUpEXKJIEHUHN, CTPYKTYPHBIX MOAPa3/IeIeHU MUHUCTEPCTB, BEOMCTB, OPraHU3alIuiN).

7. Knaccuduxanus 371eKTpOHHBIX JOKYMEHTOB B apXuBe (Ha MpHUMEpe HE MEHee IBYX
aApXUBHBIX YUPEKICHUH, CTPYKTYPHBIX MOJIpa3AeeHuii MUHUCTEPCTB, BEIOMCTB, OpraHU3aluil).

8.CeteBble 2JIEKTPOHHBIE apXUBBI (0030p 3apyOeKHOTO0 U POCCUHUCKOTO OIBITA).

9. HopmartuBHO-mpaBOBOE W  MeETOIMYECKoe  oOecriedyeHWe  CO3JaHus |
(YHKIMOHMPOBAHUS AJIEKTPOHHOIO apxuBa (Ha TpuMepe HE MEHee JIByX apXUBHBIX
YUpEXJIEHUH, CTPYKTYPHBIX MOAPa3/I€IeHU MUHUCTEPCTB, BEOMCTB, OPraHU3alui).

10. IIpoGieMbl ONEpaTUBHOTO U JOJITOBPEMEHHOTO XPAHEHUS AJIEKTPOHHBIX TOKYMEHTOB
(0630p ucropuorpadun).

11. TexHoIIOTM ONEPATUBHOTO U AOJITOBPEMEHHOIO XPAHEHUS JJIEKTPOHHBIX TOKYMEHTOB
(0030p CTaHIAPTOB U METOIUYECKOTO OOCCTICUCHHS).

12. ®enepanbHble 0a3bl JaHHBIX: CTPYKTYpa, KOMIUIEKTOBAHUE U XpaHEeHUe (Ha mpumepe
He MeHee (elepabHBIX OPraHOB UCTIOJHUTEIBHOM BiacTu PD).

13. CpaBHMTENbHBIH aHATIU3 U BBIOOP MPOTrPAMMHOIO OOECTeYEeHUs ISl AJIEKTPOHHOTO
apxuBa OpraHu3aluu (Ha NpUMEpe He MEHee JBYX AapXUBHBIX YUPEXKIEHUH, CTPYKTYpPHBIX
NOJpa3/ieIeHNil MUHUCTEPCTB, BEAOMCTB, OpTaHU3aLHii).

14. 3ammra wHQOpMAMK B SIEKTPOHHBIX apxuBax (Ha TNpHMepe HE MeEHee BYX
apXMBHBIX YUPEXKIECHUM, CTPYKTYPHBIX MOJpa3e/ieHNi MUHICTEPCTB, BEIOMCTB, OpraHU3alHii).

Ilpumepnaa memamuka umoz206vix KOHMPOIbHBIX PAOOM:

l. OCOOEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB KaK OOBEKTOB apXMBHOIO XpaHEHHUs
(ananu3 ucropuorpadun).

2. ONEKTPOHHBIM apXHWB KAaK COBOKYIHOCTb TEXHOJIOTMM JIOJIFOBPEMEHHOTO U
MIOCTOSTHHOTO XpaHeHus D/ : aHanu3 cTaHIapTOB U METOJUYECKOI0 00ECIIeUeHHUS.

3. OJNEKTPOHHBIM  apXWB KAaK AapXUBHOE YYPEXKIECHUE WIM CTPYKTypHOE
MOJpa3/ielieHue, OCYIIECTBISIONIEe CoXpaHeHue mHdpoBoro Haciemus (MCTOpHs, MPOQUIIb,
(GyHKINH, COCTaB JOKYMEHTOB).

4. [IpaBoBoe  perynupoBaHHME  XpaHEHUS  DJIEKTPOHHBIX  JOKYMEHTOB B
MEXYHapOJAHOM U POCCUHMCKOM IpaBe (aHaJu3 MpaBOBOM 0a3bl).
5. DJNEeKTpPOHHBIA apXMB KaK pa3HOBUAHOCTh MPHUKJIAJHOTO IMPOTPAMMHOIO

obecnieueHus (cpaBHUTENbHBIN aHau3 [10 u pe3ynbTaToB €ro BHEIPEHU).

Bonpocut ona umoz06020 konmpona 3nanuii:

1. TepMuHBI ¥ TOHATHS: SIIEKTPOHHBIA JOKYMEHT, JEKTPOHHBIH apXWB, dJICKTPOHHAS
muQpoBasi MOMMUCH, apXUBHBIN (hopMaT, MOJIB30BATENBCKUN (OpPMAT, SKCIEPTU3a IIEHHOCTH,
KJIacCH(UKAIMs OTMCaHNE SJIEKTPOHHBIX TOKYMEHTOB.

2. IIpaBOBOE perynupoBaHHEe OPHINIECKON CHIIBI DJIEKTPOHHOTO JOKYMEHTA, XPaHEHHS
JOKYMEHTOB Ha Pa3lIMYHBIX BUIAaX HOCUTEICH.



3. CranaapThl Ha XpaHEHHE JOKyMEHTOB HA MarHUTHBIX HOCUTEIISAX.

4. Knaccugukanus 3JeKTPOHHBIX T0KYMEHTOB.

5. DKcnepTH3a EHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB: KPUTEPUH OOIIME U CTIeHUaIbHbIE.

6.  KommulekroBaHne  apXuMBOB  DJIEKTPOHHBIMH  JOKYMEHTaMH:  KOHLEIMIHH
LEHTPaIN30BaHHOIO U PACIIPEIEICHHOIO XpPaHEHUsI.

7. Opranu3zanus npueMa 3JIeKTPOHHBIX JOKYMEHTOB Ha XpaHEeHHE.

8. YueT u onucaHue 31EKTPOHHBIX TOKyMEHTOB. ONICH 3JEKTPOHHBIX TOKYMEHTOB.

9. ConpoBoauTtenbHas fokyMeHTauus K /1.

10. OOecnedyeHrne COXpPaHHOCTH 3JEKTPOHHBIX JOKYMEHTOB. (DaKTOpbI, BIMAIOIIKE Ha
COXPAHHOCTb.

11. HopmaTuBHbIE YyCJIOBUS XpaHEHMsI JJIEKTPOHHBIX JOKYMEHTOB Ha PAa3JIMYHBIX
HOCHUTEJISIX.

12. DnexkTpoHHbIE apXUBBI KaK CTPYKTYpHBIE MOJpa3JesieHns u opranuzauuu. Mcropus,
3ajauy, (PYHKIMH, COCTaB JOKYMEHTOB.

13.  DnexTpoHHbIE apXUBbl KaK pPa3HOBUIHOCTb MPHUKIATHOTO MPOrPaMMHOIO
obecnieyenus. Knaccuduxanus MyabTH(GOPMATHBIX TOMCKOBBIX CUCTEM.

14. TIpoGmembl coxpaHeHHs TpaduKd, MYJIbTUMEIUHHBIX ToKyMeHTOB, CAIIP wu
reOMH()OPMAIIUOHHBIX CUCTEM.

15. OuudpoBanue JOKYMEHTOB Ha TPAJAUIHUOHHBIX HOCHTEIISIX.

16. ®yHKIMN KOHKPETHON MYJIbTH(POPMATHONH MOUCKOBON CUCTEMBI.

17. DnexTpoHHBIM apXWB OpraHU3alMM: CO3JaHHE, O0OpYyJOBaHME, IPOTrPAMMHOE
obecnieuenune, QyHKITIH.

18. DneKTpoHHBIE JOKYMEHTHI KaK 00bEKThI apXUBHOT'O XPaHEHUSI.

19.I1poGieMbl OCTOSIHHOTO XPAaHEHHUs AJIEKTPOHHBIX JOKYMEHTOB.

20. Coxpanenue uu(ppoBoro KyabTypHoro Hacieaus. CeTeBble apXUBBI.

22. ®enepanbHble U perHOHANbHBIE 0a3bl JaHHBIX B PO 1x XpaHenue.

6. YueOHO-MeTOAN4YecKOe U HHPOPMANIHOHHOE O0ecTieyeHre M CUMILTHHBI
6.1 Cniucoxk HCTOYHUKOB H JINTEPATYPbI

ITpu pa3paboTke crucKa KICTOUHUKOB U JIUTEPATYPhl ObUIN YUTEHBI TPEOOBAHUS
00pa3oBaTEeNbHBIX CTAHIAPTOB 110 KHUTOOOECTIEYEHHOCTH.
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«HHTEepHET».

1. Apxussl Poccun. [Otpacnesoit nmopran "Apxussl Poccnn" HaxonuTes o naTpoHaToOM
®denepanpHOTrO apxuBHOTO areHTcTBa (PocapxmuBa)]; [DneKTpOoHHBIN pecypc| — DIEeKTPOH.
JTaH. — M., [2001-2015]. — Pexum JOCTYyTIa:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBoOoaHBIN. — 3ari. ¢ skpaHa.

2.1leHTp KOMIETEHIIUU TI0 BOMPOCaM JOKYMEHTAIIMOHHOTO O0eCTIeueH s YIIPaBIeHUs U
apXUBHOTO JieNa; [ DIEeKTPOHHBIN pecypc| — DnekTpoH. aadH. — M., [2013]. — Pexum noctymna:
www.edou.ru, cBOOOIHBINA. — 3ari. ¢ 9KpaHa.

3. DOC-Online. He3aBucHMBIi MOpTain 0 CUCTEMax 3JICKTPOHHOTO JOKYMEHTOOOOPOTA.
www.doc-online.ru

4. Docflow. Bce o Mupe 31eKTpOHHOTO JOKYMEHTO000pOTa. [DIeKTPOHHBINA pecypc]| -
DnexTpoH, naH.- M., 2002-2004r — www.docflow.ru, cBoOoaHBII. — 3ari. ¢ 3KkpaHa.

5. ITlepuommveckoe wu3gaHWE MO TPoOOIEMaM BIIEKTPOHHOTO JOKYMEHTOOOOpOTa.
www.directum-journal.ru
Caiimpl KAMRAHUII-PA3PaAdOMUUKOE RPOPAMM:

6. DnekTpoHHbIN apxuB Anee Apxus 3. www.alee-archive.ru

7. Jlerorpad. Cuctema JIETOI'PA®D — koMIUIeKCHOE pelIeHHe MO YIIPABJICHUIO JOKYMEHTAMH,
aBTOMAaTH3alUK OM3HEC-TIPOIIECCOB U MHTETpalluy mpuiiokeHuit. www.letograf.ru

8. Directum. Cucrema 3JEKTPOHHOTO JIOKYMEHTOOOOPOTa M YIPAaBJICHUS B3aUMOICHCTBUEM.
www.directum.ru

9.Digital Design - Undopmannonnsie Cucremsbl YnpasiieHus: buznecom --/[eonpon3BoacTBO
apxuB. www.didges.ru

10. Fly-Doc. CucteMa 351eKTpOHHOTO apxuBa npeanpusatus. www.FlyDoc.ru

CaliTpl opraHu3anuii, OCyIeCTBISIFOIINX CO3/IaHNE JIEKTPOHHBIX apXUBOB.

11.Kopnopanus «31eKTpOHHbIN apXuB». www.elar.ru

12.Kopyc Koncantunr. www.korusesm.ru



http://www.korusesm.ru/

6.3 IIpodeccnonaybubie 0a3bl JaHHBIX U HH(POPMAIMOHHO-CIIPABOYHbIE CHCTEMBbI
Hoctyn k mpodeccroHanbHbIM 0a3am AaHHBIX: https://liber.rsuh.ru/ru/bases
HNudopManmoHHBIE CIPABOYHBIE CUCTEMBI:

1. Koncynsrant Ilimroc
2. Tapanr

No HaumenoBanue
/1
1 | MexnyHnaponnsie pedepaTuBHbIe HaykoMeTpudeckue bJl, moctymHbie B paMkax
HalMOHAJIILHOU MoanucKky B 2022 .
WebofScience
Scopus
2 | Ilpodeccuonanbhplie MOTHOTEKCTOBBIE B/I, mOCTyIHBIE B paMKaxX HAIlMOHAIBEHON
noamucku B 2022 T.
KypnansiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypuansr Taylor and Francis
3 | IlpodeccuonanbHbIC MTOTHOTEKCTOBBIC b /]
JSTOR
W3nanust 1o 0OMIECTBEHHBIM U TYMaHUTAPHBIM HAyKaM
OnektpoHHas 6mbanoreka Grebennikon.ru
4 | KomnproTepHbIe CIPaBOYHBIEC MPABOBBIE CUCTEMBI
Koncynpranr [ltoc,
["apanT

7. MatepuajbHO-TEXHHYECKOE o0ecrieueHne T CIUMILTHHBI

B paznene ykazansl HE0OX0auMOe Ut 00yUeHHs JTUIEH3NOHHOE ITPOTPaMMHOE
obecrieyeHne (U3 peKOMEHI0BaHHOTO CIHCKa), 000py10BaHKE, IEMOHCTPAILIMOHHbIE PHOOPHI,
MYJIbTHMEINWHBIE CPECTBA, yueOHbIE (DMIIEMBI, TPEHAKEPHI, TPEOOBAHUS K Ay AUTOPHUSIM —
KOMITbIOTEPHBIE KJIACCHI, aKaIEMUUECKUE UM CIEIMaIbHO 000PYAOBaHHbIE Ay AUTOPUH U
naboparopuu, HATMIUE TOCKU U T.]1.

Jlns obGecniedeHnss AMCUUILTMHBI UCTIONIb3YyEeTC MaTepUallbHO-TEXHIUECKas 06asa
00pa3oBaTEIBLHOTO YUPEKICHHS: YIeOHbIE ayIUTOPHH, OCHAIIEHHBIE KOMITBIOTEPOM U
MIPOEKTOPOM JIJIsl IEMOHCTPAIMM YUYeOHbIX MaTepHasoB.

Jns  mpoBeAeHWsT  AyOUTOPHBIX — 3aHATHH  HEOOXOOWUM  CTaHAAPTHBIM  Habop
CHeLMAIN3UPOBaHHON yueOHON Mebenu u ydyeOHOro oO0opyAOoBaHMs, B TOM YHCIE ayIUTOpHas
JO0CKa (C MAarHUTHOM TIOBEPXHOCTbIO M HA0OpOM MPUCHOCOONEHUN Ui  KpEerJIeHHs
JI€MOHCTPALIMOHHBIX MaTepualioB), 3KpaH (Ha IUTaTUBE WIM HaBecHoW). Jlns mpoBeneHus
NPaKTUYECKUX 3aHATHH, a TakKe OpraHM3aldh CaMOCTOSATENFHOW paboTBhl CTYICHTOB
HEOOXOUM KOMIBIOTEPHBIM Kiacc ¢ paboyMMM MeCTaMH, OOECIEeUYMBAIOIIUMH BBIXOJ B
Wutepner. Kpome toro, st mHGOPMaIIMOHHO-PECYpCHOTO 00ECTIeYeHUST TPAKTUIECKUX 3aHIATHI
HE00XO0/IUM JIOCTYT K CKaHEepy, KOMUPOBAJIILHOMY aIlnapaTy U NPUHTEPY.

Peanuzanus yueOHONM mporpaMMbl JOJKHA 00€CleYuBaThCsl JOCTYIIOM  KaXKAOro
CTyIeHTa K HH(OPMAllMOHHBIM pecypcaM — YHHUBEPCUTETCKOMY OuOIMoTe4HOMY (OHIY U
ceteBbIM pecypcam Mutepuer. Jlns ucnons3oBanus MKT B yueOHOM mpouecce HE0OOX0IUMO



HAJIMYHME MPOTPAMMHOTO OOECIIEYEeHHsI, MO3BOJISIONIETO OCYIIECTBIATh MOMCK HH(pOpMaruu B
cetn MIHTEepHET, cucTeMaTH3aIUI0, aHAIHU3 U MIPE3CHTALUI0 HHPOPMAIINH, SKCTIOPT HHPOpMAIHH
Ha [UPPOBbIE HOCUTEIH.

Jlns obecrieyenust ydueOHOTo TMpoliecca Hcmonb3yerca aurensnonHoe [1O Microsoft
(omepammonnas cuctema WindowsXP Professional Bepcus 2002 ServicePack 3, Word,
PowerPoint).

CocraB IporpaMMHOTO 00ECTICUCHHS:
1. Windows

2.  Microsoft Office

3. Adobe Master Collection

4. Kaspersky Endpoint Security

8. OOecneuenne o0pa3oBaTeJILHOrO mMpoLecca I JHIl € OrPaHUYEHHBIMHU
BO3MOKHOCTSIMH 3/I0POBbSI 1 HHBAJIU/I0B

B xone peanuzanuu JUCHUIUIMHBI UCHOIB3YOTCS CICIYIOIIUE JTOMOTHUTEIBHBIC METOIbI
o0ydeHus1, TeKYIIero KOHTPOJIS YCIEBAEMOCTH M MPOMEKYTOYHOH aTTeCTAIlMH OOYJArOIIUXCS B
3aBUCUMOCTH OT WX WHIMBHYaJIbHBIX 0COOCHHOCTEH:

® JJId CIICMBIX U CJ'I3,6OBI/I)I$[HII/IX: JICKIOUHU O(i)OpMJ'ISIIOTC?I B BUJC 3JICKTPOHHOT'O JOKYMCHTA,
JOCTYITHOTO C TTOMOIIBI0 KOMIIBIOTEpA CO CHEIUATM3HPOBAHHBIM MTPOTPAMMHBIM 00€CIICUCHUEM;
IMUCBbMCHHBIC 3aJIaHUS BBITIOJIHAIOTCS HAa KOMIIBIOTEPEC CO CIICHUATIU3HUPOBAHHBIM IMIPOTrpaMMHBIM
00ECIIeYeHNEM WIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; 00ECIICUMBACTCS WHANBUIYaIbHOEC
paBHOMepHOe ocBeleHrne He MeHee 300 JIIoKC; IS BBITOJTHEHHS 3aaHusl TP HEOOXOIUMOCTH
MPEJOCTABIISETCS YBEIIMYUBAIOIIEE YCTPOUCTBO; BOBMOXKHO TAKXKe MCIIOJIb30BAHUE COOCTBEHHBIX
YBEIIMYMBAIONINX YCTPOWCTB; NMHUChMEHHBIE 3aJaHus O(QOPMIISIFOTCS YBEIHMYEHHBIM MIPUPTOM;
9K3aMeH M 3a4€T MPOBOJATCS B YCTHOW ()OpME WM BBIMONHSAIOTCS B MHCbMEHHOH (Qopme Ha
KOMITBIOTEPE.

® Ui TIyXUX M CIHa0OCHBIINIANIMX: JIGKIUA O(GOPMIISIOTCS B BHUJAE AJIEKTPOHHOTO
JIOKYMEHTa, JHOO TPENOCTaBIsIeTCs 3BYKOYCHWIMBAIOIIAS —amnmapaTypa HHIUBHIYaTbHOTO
MOJIb30BAHMUS; MUCHMEHHBIC 3aJIaHUS BBIMOJHAIOTCS HAa KOMIIBIOTEPE B MUCHMEHHOW (opme;
9K3aMeH U 3a4€T MPOBOMASATCS B MUCHMEHHOHN (hOpMe Ha KOMITBIOTEPE; BO3MOXKHO MPOBEJCHNE B
dbopme TecTHpOBaHUSI.

® JId JIUIL C HAapyHmICHUAMU OIIOPHO-ABUTATCIIBHOI'O armapara: JCKIHUN O(l)OpMJ'ISII-OTC?I B
BUJC  OJJEKTPOHHOTO  JOKYMEHTa,  JOCTYIHOTO C  TIOMOIIBIO  KOMIIBIOTEpa  CO
ClricnuaJinu3upPOBaAHHBIM ITPOTPaAMMHBIM O6€CH€'—ICHI/ICM; IINCBMCHHBIC 3aaHUsA BBIIIOJHAKOTCA Ha
KOMIIBIOTEPE CO CHEIHaIM3UPOBAHHBIM TPOTPAMMHBIM OOECIICUeHHEM; 5K3aMEH M 3auéT
MIPOBOJIATCS B yCTHOW (hOpME HITH BBITIONHSAIOTCS B THCBMEHHOH ()OpMe Ha KOMITBIOTEpE.

[Tpu1 HEOOXOMUMOCTH MPEyCMAaTPUBACTCS YBEIUUCHUE BPEMEHH IS TIOATOTOBKU OTBETA.

[Ipouenypa  mpoBeaeHus MPOMEKYTOUHON arrecrauuy A 00y4arImmxcs
YCTaHABIIMBACTCI C YYE€TOM WX HWHAMBHIAYAIbHBIX MNCHUXO(U3NYECKHUX OCOOCHHOCTEH.
HpOMC)KYTO‘IHaSI arTecTausd MOXKET MMPOBOAUTHCA B HECKOJIBKO 3TAIlOB.

[Tpu mpoBeneHUH TPOIECAYPHl OLEHUBAHUS PE3yIBTATOB OOYUYCHHsS MPEdyCMaTpHUBAETCs
HCIIOJIB30BAHUEC TEXHUYCCKUX CPCACTB, HGO6XOI[I/IMI)IX B CBi3M C HWHAWBUAYAJIbHBIMU
OCOOCHHOCTSIMU OOYYaIOIIUXCA. DTH CPElCTBA MOTYT OBITh MPEAOCTaBIEHBI YHHUBEPCHUTETOM,
WJIF MOTYT HMCIIOJIB30BaThCSl COOCTBEHHBIC TEXHUIECCKUE CPEIICTBA.

[IpoBenenue TpoOLEAYpbl  OIICHWUBAHHS  PE3yJIBTaTOB  OOYYEHHS  JOMyCKAaeTcss ¢
HUCITIOJIb30BAHUEM NUCTAHIIUOHHBIX 06p2130BaTeJ'H)HI)IX TEXHOJIOTHH.



ObecneunBaeTcs 10CTyN K MHOOPMAIIMOHHBIM U OMOIHOrpaduuecKuM pecypcaMm B CETH
WuTepHer s Kaxkaoro oOydarouierocs B (opMax, aJanTHUPOBAHHBIX K OTPAHUYEHUSM HX
3I0OPOBBS U BOCIIPUSATHS HH()OPMAITIH:

® Ui CIENbIX M CIa0OBUIAIIMX: B MEYaTHOW (opMe YBEIMUYEHHBIM HIpUPTOM, B Gopme
AJIEKTPOHHOTO JOKYMEHTa, B popme ayauodaiina.

® [l TIYXUX ¥ cIa0O0CbIIIAINX: B IeYaTHON popme, B popMe 3JIeKTPOHHOTO TOKYMEHTA.

® i1 OOYYarOIIUXCs C HApYIICHUSIMH OIIOPHO-IBUTATENIFHOTO armapara: B IeYaTHOU
dbopme, B popMe 2NIEKTPOHHOTO TOKyMEHTa, B (hopme aynuodaiina.

VYdeOHble ayIUTOPHH Il BCEX BHIOB KOHTAKTHON M CAMOCTOSITENILHON paOOTHI, HaydHas
O0ubsMoTeKa M MHBIE TOMEIEHHs [UId 00y4YeHMs OCHAIIEHBI CHEelHalTbHbIM 000pYylOBaHUEM U
Y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEICTBAMHU O0YUCHUSI:

® Ul CIeNbIX U CIa0OBUISAIIMX: YCTPOWCTBOM JJISi CKAHUPOBAaHUS U YTEHHs C Kamepou
SARA CE; nucmineem bpaiinsg PAC Mate 20; npunatepom bpaitnis EmBraille ViewPlus;

® Ul TJIyXUX U CJa0OCIHbIIAIINX: aBTOMAaTU3UPOBAHHBIM PabOYMM MECTOM ISl JIIoJiel C
HapyIIEHHEM CIIyXa M CIa0O0CIBIIIANINX; aKyCTHIECKUN YCHUIIUTENh M KOJIOHKH;

® Ui 00YYarOLIMXCS ¢ HAPYUICHUSIMHU OMOPHO-/IBUTATEIILHOTO ammapara: nepeIBUKHbIMH,
perynupyeMbIMu  3proHoMudeckumu  maptamu  CH-1; KOMIBIOTEpHOW  TEXHUKOH €O
CMeLMaAIbHBIM IIPOTPaMMHBIM 00€CTIeYeHHEM.

9. MeToau4eckne MaTepuaJibl

9.1. ILnanbl 1a0OPATOPHBIX 3aAHATHI

MeToauueckue YKa3aHHUus 10 OpraHu3anvu U IMPOBEACHUIO
ITosicHuTEenbHAS 3aIKCKa.

[lenp 3aHATHII — H3y4YeHHE M CPABHUTENBHBIN aHAIMU3 C Y4ETOM crelu(UKu Tpouis
MOJTOTOBKH, TIOJIOKCHUH CTAaHAAPTOB W METOJIWYCCKUX pPa3pabOTOK, PETIAMEHTHPYIONIUX
TEXHOJIOTMH JI0JITOBPEMEHHOTO U TOCTOSHHOT'O XPaHEHUS AJIEKTPOHHBIX IOKYMEHTOB.

Bribop Tem s 3aHSATHN CBsi3aH ¢ JABYMsI HauOoJjiee 3HAYMMBIMU HANpPaBIICHUSMHU
Pa3BUTHSl TEXHOJOTMH XPaAHEHUs OHJIEKTPOHHBIX JOKYMEHTOB — Yyuera, onucanus ) u
oOecrieueHrsT WX COXPAaHHOCTH. Takke CTYACHTHI H3ydaloT TPeOOBaHUS POCCUHCKUX W
MEXAYHAPOAHBIX CTaHAAPTOB K MPOTPAMMHOMY OOECIEUEHHUIO MJIsi CO3/[aHUsS U BEACHHUS
3JIEKTPOHHOIO apXHMBa OpraHu3aluu. MeTorKa MPOBEICHUS MPAKTUYECKUX 3aHITHH MO KypCy
CBs3aHAa C 3aJadyeil BbIOOpAa MPOrpaMMHBIX HPOAYKTOB. CTyAEHTHI ydarcs [aBaTh OIICHKY
MPOo(ECCHOHATIOB TIPOTPAMMHBIM TPOAYKTaM, CO3JaHHBIM Pa3IMYHBIMH Pa3padOTUYMKAMU ISt
uH(bOpMaTU3allMd OJHOM ApXWBHOM TEXHOJOTHMH (B JAHHOM Cllydae — ydeTa JOKYMEHTOB M
MH(POPMALIMOHHOTO MTOHCKA).

B xome 3aHATHS CTyAEHTBl CHayalda MU3y4alOT M KOHCHEKTUPYIOT CTaHIApThl H
METOANYECKUE pPa3paboOTKHU, PYKOBOJCTBA TOJB30BATENs, 3aT€M BBIMOJIHSIIOT MPAKTUYECKYIO
paboty. 3ajaHus MOCTPOEHBI MO MPUHLHUITY MOJEIHPOBAHHS peanbHON cutyaruu. CTyIeHTbI
JOJDKHBI TIOJYYUTh MACTOPT apXHBa, SJIEKTPOHHBIN MyTEBOJIUTEIh WM OMHUCH U T.A. [Ipu sTomM
3aJjaHUsl TIOCTPOEHBI TaK, YTOOBl OPUEHTUPOBATH CTYJEHTa HAa CaMOCTOSITENIBHOE pEIICHHE
3a/layd MO0 CO3/IaHUI0 Ha OCHOBE HMEIOIICHCS HOPMAaTHBHO-METOAMYECKOM 0a3bl JOKAIHHBIX
HOPMATUBHBIX aKTOB M pa3pabOTOK ISl apXUBa OpraHU3aIUu.

B 3akntoueHne CTyIEHTBI JENal0T BBIBOABI O COBPEMEHHOM COCTOSIHUM HOPMAaTHMBHO-
MeTou4eckoii 6a3el xpanenus. /1.
3aHATUST TPOXOIAT B KOMIIBIOTEPHOM Kiacce, Juisi pabOThl HEOOXOIMMO MPOrpaMMHOE
obecrniedeHune, ykazaHHOE Ui KOKIOW TeMbl 3aHSATHS.



BrinosiHeHNE TEOPETUYECKONW M MPAKTUYECKOW YaCTH 33JIaHUS 110 KaKJA0W TEME OLICHUBAETCS Ha
1-5 6amnos.
Tema 1 (4 yaca). Knaccuduranus 3IeKTPOHHBIX JOKYMEHTOB. 4 daca.
Lenv pabomul: ©3yueHUe MPU3HAKOB KIACCU(PUKAIIUU IIEKTPOHHBIX JOKYMEHTOB.
3aoanue:
1. W3yuenue mNpPU3HAKOB KIACCU(UKALMUU OJICKTPOHHBIX JOKYMEHTOB, OO0pa3ylolmuxcs B
JEATEeIbHOCTH OPTraHU3allii Ha OCHOBE HOPMATHBHO-METOANYECKUX TOKYMEHTOB.
Cucremaru3aiys pe3yiabTaToB B TaOIHIIE:

HcTounuku nnpopmanuu [Ipu3Hak Knaccudpukanuonn
(HOPMATUBHO-METOANYECKHUE TTOCOOMS) knaccudukan | pie  rpynmbl, /I,
171,861 | BBIJICJICHHBIE Ha
OCHOBAHHU JIAHHOTO
IpU3HAKa.
[TpaBuiia OpraHHU3aINH XpaHeHwus,

KOMIUIEKTOBAHUS, Y4Y€Ta M HCMOJb30BAHUS
TOKYMeH-TOB ApxuBHOTO (poHma Poccuiickoit
denepauuy U IPyrUX apXUBHBIX TOKYMEHTOB
B OpraHax rocyJapCTBEHHOW BJIACTH, OpraHax
MECTHOTO CaMOYMPABJIEHUSA U OpraHU3alUsX.
M.,2015

PeKOMeH()auuu no KOMNJieKmoeaHuio, yuemy
u opcaruzayuu  XpaHeHusl - 31eKnpOHHbIX

aApXUBHBIX O0OKYMeHmMo8 8 apxueax
opeanu3ayull. M.: BHUHJ[A/,
2013//Onybnukosano wHa catime «Apxugol
Poccuuy.
http://www.rusarchives.ru/methodics/index.sh
tml).

[lepeueHb TUMOBBIX APXMBHBIX JTOKYMEHTOB,
00pa3yromumxcs B HAyYHO-TEXHUUYECKOW U
MIPOU3BOJICTBEHHON JeSITeIbHOCTH
OpraHu3alMii, ¢ yKa3aHUEM CPOKOB XPAHEHHS
/ ®enep. apx. arenrctBo, BHUUJIAJL. M.,

2008. —382 ¢
['OCT P 54989-2012/ISO/TR 18492:2005
«O0ecnieueHue JOJITOBPEMEHHOMN

COXPAaHHOCTH JJIEKTPOHHBIX JOKYMEHTOBY,
YTBEPXKACHHbI npuKa3zoM DenepanbHOro
areHTCTBa 1o TEXHUYE-CKOMY
PEryJINpOBaHUIO u METPOJIOTUH oT
17.09.2012 Ne 325-cr.

Hpyrue...

2. W3zydenue npuHUUIOB NO(OpPMATHON KiIaccu(UKAMKM 3JIEKTPOHHBIX JOKYMEHTOB (Hampumep,
Ha ocHoBe oTueta 1no HUP «CpaBHurenbHblii aHanu3 (opmaToB (aiaoB 3JIEKTPOHHBIX
JOKYMEHTOB IOCTOSIHHOTO (JoJiroBpeMeHHoro) xpanenusi». M.:PITVY, 2013 //Ony6iukoBano
Ha caiite «ApxuBbl Poccum». http://www.rusarchives.ru/methodics/index.shtml).,

Broinenenne HaunOosiee pacnpocTpaHEHHBIX ()OpPMaTOB U apXUBHBIX (OPMATOB B KaXKJOU
Pa3sHOBUIHOCTH MPEACTABICHUS HHPOPMALIUH.
CucremaTtu3anus JaHHbIX B TaOJIULE:



Bun npexacrasienus | PacnpoctpaneHHsble ApxuBHble (QopMaThI
UHpOpMALUU II0JIb30BATENbCKUE
(dbopMaThl.

CumMBoJIbHAS

I'mneprekcroBas

I'padmyeckas  (pactposas,
BEKTOpHAas)
3BYK, BUJEO U T.II.

3.M3yuenne cocraBa 0a3 JaHHBIX M OJJIEKTPOHHBIX PECYpCOB Ha MpHUMEpe KOHKPETHOMH

OpraHU3aIlNH.
CucremaTu3anus pe3yabTaToB B TaOIHUIIE:
[Tpusnaku knaccudukamun | Knaccudukanmonusie HasBanue
T'pyHIibl I/IH(i)OpMaIII/IOHHI)IX CHUCTEM,
MH(GOPMaIIMOHHBIX
pECypCOB OpraHu3aIuu
OyHKIWS, CTPYKTYpPHOE
MO/Ipa3/iesieHre
LleneBoe HazHauYCHUE

MH(GOPMALIMOHHON CHCTEMBI
(aBTOMaTU3UpOBAaHHAS  CHUC
TeMa YIpaBJeHMs, CUCTEMaA
KOHTPOJIA UCIIOJTHEHUS
JIOKYMEHTOB, cucrtema
ABTOMAaTU3UPOBAHHOTO
MIPOEKTUPOBAHUS,
reoMH(pOpMalMOHHAS
CUCTEMa, JKCIIepTHAs
cucTeMa u Ap.)

VYposens ymnpasienuss MC
(oTpacneBasi, peruoHaibHasl,

cucremMa YIIPaBIICHUS
MPEANPUITHEM, cucTeMa
YIIpaBJICHUS
TEXHOJIOTHYECCKHM
IPOIIECCOM)

Bunanr MPECTABIIEHUS

uHdopmaruu, hopmarl.

[Ipouenypa ynocToBepeHUs
F0P.CHJIBI

Hpyrue npusHaku. ...

4. CocraBlieHHE TEPEYHs JIEKTPOHHBIX JIOKYMEHTOB OpPTraHW3alluH, KaK YNPaBICHUYECKHX, TaK W
HaYYHO-TEXHUYECKHX, C YKa3aHUEM CPOKOB XpaHECHHUS.
Koumponvhuvle 6onpocwi:
1) KakoBa cnienuduka npuzHakos kiaccuduxanuu 37
2) C KakuMHM LIETSIMU OcylecTBiseTcs knaccupukanus /7
3) B uem cocrout 3nauenue nopopmaTHoil kiaccuduxanuu 371 ?
Cnucox ucmouHuKo8 u 1umepamypbi:
1.HUcmounuku ocHogHble



1.OcHoBHBIE ITpaBmIIa pabOTHI apxUBOB opranuzauuid. M.,2003. I1. 4.
2.IlpaBuina opraHu3aluy XpaHEH!Us, KOMIUIEKTOBAHUS, Y4€Ta U UCIOIb30BAHUS
IoKyMeHTOB ApxuBHOro (hoHna Poccuiickoit deneparym u Ipyrux apXuBHBIX TOKYMEHTOB B
opraHax rocyJapCTBEHHOM BJIaCTH, OPraHax MECTHOT'O CAMOYIIPABJIEHHS U OPraHU3aIMIX.
M.,2015

3. IlepeueHb TUIIOBBIX apXMBHBIX JOKYMEHTOB, 00Pa3yIOLIMXCS B HAYYHO-TEXHUUECKOM
Y TIPOU3BOICTBEHHOM JEATEIILHOCTH OpPTraHU3allHid, C yKa3aHHEeM CPOKOB XpaHeHus / Denep. apx.
arearctso, BHUMUJIA. M., 2008. — 382 ¢

4. PexoMeHIAMY TI0 KOMITJIEKTOBAHUIO, YUETY U OPTaHU3AIMN XPAaHEHUS dJIEKTPOHHBIX
apXMBHBIX JOKYMEHTOB B apxuBax opranuzanuii. M.: BHUMIA/L, 2013//Ony6inkoBaHo Ha
caiite «Apxussl Poccum». http://www.rusarchives.ru/methodics/index.shtml)

5. CpaBHuTENBHBINA aHaMU3 (HopMaTOB (HAIIOB AJIEKTPOHHBIX JOKYMEHTOB MOCTOSHHOTO
(monroBpemenHoro) xpanenus». Otder on HHUP. M.:PITYV, 2013 //OnybnukoBaHo Ha caiite
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml).

2.Ucmounuxu oonoanumensHule.

OcHOBHbIE TIpaBMJIa PabOThl C HAYYHO-TEXHUUECKOW JOKyMEHTAalMel B OpraHu3aluix U
Ha npeanpusatusax. M., 2003. I1.3.1.

'OCT P 54989-2012/ISO/TR  18492:2005 «OGecneuenue AOJITOBPEMEHHOM
COXPAHHOCTH DJIEKTPOHHBIX JTOKYMEHTOBY», YTBEP)KICHHBIN TpuKazoM DenepaabHOro areHTCTBa
10 TEXHUUYECKOMY PETYJIMPOBAHUIO U MeTposoruu ot 17.09.2012 Ne 325-cr.

2.1. Jlumepamypa ocrogHasl.

3anae I'.3. AHanu3 u knaccuukanms 3JIeKTPOHHBIX JOKYMEHTOB//BecTHUK apXxuBHCTA.
1999. Ne 2. C . 60-61.

Bapnamosa JI.H., SlranoBa A.A. OTKpbITBIE CTaHIAPThl M OTKpPBITBIE (OPMATHI
AJIEKTPOHHBIX A0KyMeHTOB // [lemonpousBoactBo. 2009. Ne 4. C. 23 — 28. <http://www.top-
personal.ru/officeworkissue.html?8

Onm xe. CBoOomHOE TIporpaMMHOE oOecriedeHne M OTKpbIThie (opmaTel B Poccun //
HenonpoussoactBo. Ne 2010. Ne 1. C. 29 — 33

2.2, Jlumepamypa 00OnoaHumebHasl.
3apyOeKHBIN ONBIT YNPaBJIECHUS JIEKTPOHHBIMHU JOKYMEHTAMH M OpTaHU3aIMH X
apXuBHOTrO XpaHeHus. — M., 2014.

Tuxonos B.U., FOmun B.A. CoBpeMeHHblE KOHLEMIUHN 3JIEKTPOHHBIX JTOKYMEHTOB //
OteuecTBeHHbIE apXuBbL. 1999. Ne 1.

Tuxono B.M. 3anaun apXxMBHOro XpaHEHUs 3JIEKTPOHHBIX JOKYMEHTOB: U3 onbiTa L1A-
JOHM// OteuectBennsie apxuBbl. 2010. Ne 3. C. 51-60.

3.Ilepeuenv pecypcos uHhopmayuoHHo-meneKoOMMYHUKAYUOHHOU cemu « Mumeprem .

1.  ApxuBbl Poccun. [OtpacneBoit mnoprtan "Apxusbsl Poccun" Haxomutcs mnoa
natponatoM denepanbHoro apxuBHoro areHrcTBa (Pocapxusa)l; [OnexTpoHHBIN pecypc]
— DIEeKTPOH. JIaH. — M., [2001-2015]. — Pexum JIOCTYyTIA:

http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo6oaHbIi. — 3ari. ¢ 3kpaHa.

2. Koncantunarosas rpynna Tepmuka [DIeKTpOHHBIN pecypc]. — DIeKTpoH. JaH. — M.,
[2012]. — Pexxum nocryna: http://www.termika.ru/. — 3ari. ¢ 3kpaHa.

3. EDOU.RU [Dnektponnsiii pecypc]: LleHTp KoOMIeTEeHIIMM 1O BOMpOcCaM
JTOKYMEHTAIIHOHHOTO 00ECIICYCHHUS yIIPABICHUS U apXUBHOTO Aea. — DJEeKTpoH. JaH. — [M.],
cop. 2013. — Pexum moctyna: http:// www.edou.ru/dou/. — 3ari. ¢ skpana.

5.Mamepuanvro-mexnuueckoe obecnederue OUCYUNTUHDL.

Y4eOHbII KOMIBIOTEPHBIA Kiace (cM. 1. 8. MarepuaiabHO- TEXHHYECKOe oOecriedeHne
auctuuinHbL. ) [IporpamMmmHoOe oOecnieueHue:

HNudopmanmonno-crpaBoynast cucrema apxuBHoit otpaciu (MCCAO),]. — DnektpoH.
naH. — M., [2012]. — Pexwum noctyna: http://www.termika.ru/. — 3ari. ¢ 3kpaHa.
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1)

2)
3)
4)

Tema 2. (4 uaca) MeTouuecKkue OCHOBBI y4yeTa JIEKTPOHHBIX JOKYMEHTOB.

Lenv 3anamus: nyyenue noHsaTui «Ennnuna xpanenus O/» n «Egununa yuera 9/1»,
CHUCTEMBl apXMBHOTO yd4eTa M omnucanus /] cormacHo CyIlIecTBYIOImEeH HOPMaTUBHO-
METOAUYECKOM Oase.

3aoanus:

N3yunTh HOPMAaTUBHO-METOJUYECKOE JOKYMEHTHI 10 yueTy /1.
Pe3ynbratel cucteMaTH3UpOBATh B BHUJIE€ TAOJHIIBI:

W3yunTh NBUKEHUS U TEXHOJIOTUYECKAE MUTPALINH, IPOUCXOIAIINE ¢ KOMITIeKcoM D/ B apxuBe
OpraHu3alHH.
Ha ocHoBe 3aauu 1o y4eTy COCTaBHTh KapTOYKY ydeTa eIWHHIBI yueta /], akThl MUTrpanuu u
nepesanucu D/, )KypHaibl MUTPaLUU U NI€PE3aNUCH, KHUTY y4yeTa U noctymieHus D/1.
CocTaBUTh Ha OCHOBE METOJMUYECKUX JOKYMEHTOB COCTaBUTh MHCTPYKLHIO 1O ydery O]l B
KOHKPETHON OpraHu3ally, OTpa3uB yueTHbIE (POPMBI, B KOTOpPbIE 3aHOCATCS Bce ABMKEHUS DJ1
(moctymiieHue, BEIOBITHE, YHUITOXKEHUE, MUTPAIIHS, TIEPE3aATIHCh)

5. Ccdopmuponats neno onna.
KoumponwHuvle 6onpocuwi:
JlaiiTe onpeneneHus eAUHULBI XpaHeHus U eauHuIbl yueta DJ1. Kakue pasnuunble mOaXoabl K
OTIPEJICIIEHUIO 3TUX MOHATHH CYIIECTBYIOT B METOIMYECKOM uTeparype?
JlaiiTe onpezeneHre TEPMUHOB «3JIEKTPOHHOE AETI0», «KOHTeHep D/1».
HazoBute ocHOBHBIC yueTHBIC (hopMbI D/I.
B yem otinuus nena ¢ponga B/1 ot nena poHga TOKyMEHTOB Ha TPAIULIMOHHBIX HOCUTENAX?

Cnucok uCmouHuKo8 u iumepamypbl
1.Hcmounuku ocnogHbvle
OcHoBHbIE TpaBUIIa paboTh! apxXUBOB opranuzanuii. M.,2003. II. 4.

[IpaBuia opraHuzanuu XpaHEHUs, KOMIUIEKTOBAaHUS, ydyeTa M HCIOJIb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @enepauuu M APYrHMX apXHUBHBIX JIOKYMEHTOB B OpraHax
roCy/1apCTBEHHOM BJIacTH, OpraHaX MECTHOTO caMOyMpaBieHus U opranuzauusax. M.,2015

PexomeHanmu no KOMIIEKTOBAHUIO, YUETY U OPraHU3allul XPAHEHHsI 3JIEKTPOHHBIX apXUBHBIX
JIOKyMEHTOB B apxmBax opraHmsamuid. M.: BHUMIAJ], 2013//Omy0GnukoBaHo Ha caiite
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml)
PexomeHmanmm 1mo KOMIJIEKTOBAHHIO, YUETY M OPTaHU3AIMH XPAHEHUSI dJIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHbIX M MYHULIMNAIbHbIX apxuBax M.: BHHUUA/L,
2013//Ony6mmkoBano Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

2. Hcmounuku 0ononanumenvhbie.
OcHoBHblE NpaBuia padbOThl ¢ HAYYHO-TEXHUYECKOM JTOKyMEHTalMed B OpraHM3alMsIX U Ha
npeanpuatusx. M., 2003. I1.3.1.
2.1. Jlumepamypa ocHosHasl.
2.2.  Jlumepamypa 0ononHumenvHas.

3apyOexHbIl OMBIT YIPABJIECHUS JIEKTPOHHBIMHU JTOKYMEHTAMU U OPraHU3AlUU UX apXUBHOIO
xpanenus. — M., 2014.
TuxonoB B.W., IOmwma B.A. CoBpeMeHHBIE KOHIICNIUN JJICKTPOHHBIX JTOKYMEHTOB //
OteuecTBeHHbIE apXuBbL. 1999. Ne 1.
TuxonoB B.M. 3amaum apXuBHOro XpaHEHUS 3JEKTPOHHBIX JOKYMEHTOB: W3 ombiTa L[A-
JOHM.// OteuectBennsie apxusbl. 2010. Ne 3. C. 51-60.
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3.Ilepeuensv pecypcog ungopmayuoHHo-meneKoMMyHUKayuoHHou cemu « Mumepnemy.

1. Apxusbsl Poccun. [OtpacneBoil mopran "ApxuBbl Poccun" HaxoauTcsi MoJ HaTpOHATOM
denepanbHOro apxuBHOro areHrcrsa (Pocapxusa)l; [DneKTpOHHBIN pecypc| — DIEKTPOH.
JIaH. M., [2001-2015]. Pexum JOCTYTIA:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo6oaHbIi. — 3ari. ¢ 3kpaHa.

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

3. EDOU.RU [DnextponHsiii pecypc]: LleHTp KoMIeTeHIHH 10 BOIIPOCcaM JOKYMEHTAI[HOHHOTO
obecrieyeHus yIpaBiIeHUs! U apXUBHOTO Aena. — DIeKTpoH. naH. — [M.], cop. 2013. — Pexum
nocryma: http://www.edou.ru/dou/. — 3ari. ¢ skpaHa.

5.MarepuanbHO-TeXHUYECKOE 00eCTIeYeHNe TUCIUITIINHBI.

VY4eOHbIi KOMIBIOTEpHBIM Kiacc (cMm. 1. 8. MarepuanabHO- TEXHUYECKOE obOecreueHue
aucuuiuinHbl.) [Iporpammuoe obecrieuenue:

Nudpopmanmonno-cnpasoynas cuctema apxuBHoil otpaciu (MCCAQ), . — DnekTpoH. naH. —
M., [2012]. — Pexxum goctyna: http://www.termika.ru/. — 3aru. ¢ skpaHna.

Tema 3. (4 yuaca) MeToauueckre OCHOBBI OINMUCAHUS 3JIEKTPOHHBIX JOKYMEHTOB.
Llenv 3anamus:M3ydyeHue  TMOHATUN «enuHuna omnucanus OJI» , CyIIECTBYIOLIUX
CTaHAApPTOB omucaHus D/ coriacHO CYIECTBYIONIEH HOPMATHBHO-METOIMYECKOM Oase.
3aoanus:
N3yunTh HOPMAaTHBHO-METOINIECKOE TOKYMEHTHI 110 onucanuio J/1.
Pe3ynbTaThl CHCTEMAaTU3UPOBATh B BHJIE TAOJIUIIBI:

Metonnueckrne |Eannuna NudopmannonHoBuas! CocrasB

rmocoous

(e TMHMIIBI)
orcanus DJ]

-ITOMCKOBBIC
XapPaKTEPUCTHKU
€ IMHHLI
OIMMCaHUS

MH(POPMALIMOHHO
-TIOMCKOBBIX
CIPaBOYHHKOB

COIIPOBOU-
TEJIbHOMN
NTOKYMEHTaLH,
TpeOOBaHUS K €€

COCTaBJICHUIO.

(OCHOBHBIE
npaBuia padoTh]
APXMBOB
OpraHu3aLuiil.
M.,2003. II. 4.

[IpaBuiia
OpraHu3alNu
XpaHEeHMUS],
KOMILJIEKTOBAHMS
, ydeTa u
MCITOJIb30BAHUS
ITOKyMEHTOB
ApXHWBHOTO
dhonma
Poccuiickoi
Denepaunn u
TPYTUX
APXUBHBIX
NTOKyMEHTOB B
opraHax




1)

3)

rOCYIapCTBEHHO
izt BJIACTH,
OpraHax
MECTHOTO
CaMOYITIPaBJICHUS
1 OpraHu3aLUsiX.
M.,2015

PexoMeHauun
1o
KOMILIEKTOBAHHU
0, y4eTy W
OpraHU3aINH
XpaHCHUS
PIEKTPOHHBIX
APXUBHBIX
TOKYMEHTOB B
ApXUBax
OpraHu3aLuiil.
M.: BHUWOA,
2013//Omy6nuko
BaHO Ha CalTe
«ApXUBBI
[Poccumy.
http://www.rusar
chives.ru/method
ics/index.shtml)

2. N3yunts nepedeHph HHPOPMAIIMOHHBIX CHCTEM M 0a3 TaHHBIX OpraHu3aIuu (cM. Temy 1.).
3. Ha ocHoBe mnepeuns coctaBuTh onuchk /] MHOCTOSIHHOIO XpaHEHWs OpraHU3ALNH,
BCIIOMOTaTeNbHBIN CIIPaBOYHBIN anmapaT K Hel, CONPOBOIUTEIbHYIO JOKYMEHTALIHIO.

4. CocTaBuUTh Ha OCHOBE METOJUYECKHMX JIOKYMEHTOB MHCTPYKLMIO 10 onucaHuio O/ B

KOHKPETHOM OpraHu3alMM, OTpa3uB BHUIbl HH(OPMALMOHHO-IIOUCKOBBIX CIIPABOYHHUKOB,
OOBEKTbI OIMUCAHUS, HHPOPMALMOHHO-TIOUCKOBBIE XAPAKTEPUCTUKH PA3IMYHBIX OOBEKTOB
onucaHus (€IWHUIIBI yueTa, JOKYMEHTa, TUPEKTOpuH, (paitia, TaGuilbl 6a3bl TaHHBIX ).
KonumponvHuvie 6onpocuw:

Kak paznugarorcst equHuUIEl onucanus D)1 B pa3IMuHbIX METOIUYECKUX TTOCOOUIX?

Kakue crenuduueckue nHPOPMALMOHHO-TIOMCKOBBIE XapaKTepHCTUKU D/ Mcnonb3yroTes npu
UX ONHUCAHHUU?

KakoB cocraB M Ha3Hau€HUE CONPOBOAUTENIBHOM JOKyMeHTanuu? Kakumu  cTaHzapTamu
peraaMeHTHpPOBaH ee COCTaB?

Cnucox ucmoyHuKko8 u 1umepamypol
1.Mcmounuku ocHosHble
OcHOBHBIE TIpaBUIa padOTH apXuBOB opranm3ainuid. M.,2003. I1. 4.

[IpaBuna opraHM3alMy XpaHEHUs, KOMIUIEKTOBAHM, ydeTa M MCIOJIb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onga Poccmiickoit denepanuu W IpPYrux apXUBHBIX JTOKYMEHTOB B OpraHax
roCy/1apCTBEHHOM BJIacTH, OpraHax MECTHOTO caMOyIpaBieHUs U opranuzanusax. M.,2015
PekoMenaanuy no KOMIJIEKTOBAaHUIO, YUETY U OPraHU3ALMK XPAHEHUS AIEKTPOHHBIX apXUBHBIX
JIOKyMEHTOB B apxuBax opraHmsamuid. M.: BHUMIAAJ], 2013//OnyOGnukoBaHo Ha caiite
«Apxusbl Poccumn». http://www.rusarchives.ru/methodics/index.shtml)

PexomeHganuu 1o KOMIJIEKTOBAHHIO, YUETY Y OPTaHU3AIMH XPAHEHUS SJIEKTPOHHBIX apXUBHBIX



JOKYMEHTOB B TOCYJapCTBEHHbIX UM MyHUUUDanbHbIX apxuBax M.: BHUUJA],
2013//Ony6nukoBaHo Ha caiire «ApXUBBI Poccumy.
http://www.rusarchives.ru/methodics/index.shtml).
CocraBiieHre apXUBHBIX OMMCEH B JIEKTPOHHON (opMe M UX MHTErpaius B HUHPOPMALUOHHYIO
UHPPACTPYKTYPY TOCYAAPCTBEHHBIX M MYHHUIUIAIBHBIX apPXUBOB. M.: BHUUJIA/,
2013//Ony6nukoBaHo Ha caiire «ApXUBBI Poccumy.
http://www.rusarchives.ru/methodics/index.shtml).
1.2.cmoyHuku dononHumenvHble.
I'OCT 28388-89. «Cucremsl 06pabotkn mHGOpMamu. JJOKyMeHTbI HA MarHUTHBIX
HocuTeNsX JaHHbIX. [lopsnok BeImonHeHus u oOpameHus». M, 1991.
OcHoBHbI€ TpaBUjIa pabOThl ¢ HAYYHO-TEXHUYECKOM JIOKyMEHTaluel B OPraHu3aluiax U
Ha npeanpusatusax. M., 2003.
2.1 Jlumepamypa ocrogHasl.
Tuxonos B.M. 3agaun apXuBHOTO XpaHEHMs NEKTPOHHBIX TOKYMEHTOB: U3 omnbita LIAJIOHM.//
OteuectBenHble apxuBbl. 2010. Ne 3. C. 51-60.
2.2. Jlumepamypa oononHumenvHasl.
3apyOeKHBIN OTBIT YIPABICHHUS JIEKTPOHHBIMH JTOKYMEHTAMHU W OPTaHU3AIUN UX ap-XHBHOTO
xpanenus. — M., 2014.-388 c.

3.Ilepeuenv  pecypcos  UHGDOPMAYUOHHO-MENEKOMMYHUKAYUOHHOU — cemu  «MHmepHemy,
HeobXo0uMblil 0I5l 0C80EHUsL OUCYUNIUHBL (MOOYIIS)

1. ApxuBbel Poccun. [OtpacneBoii mopran "Apxusel Poccun" HaxoguTcs MOJA HaTpOHATOM
denepanbHOro apxuBHoro areHrcrsa (Pocapxusa)l; [DneKTpOHHBIN pecypc| — DIEKTPOH.
JaH. — M., [2001-2015]. — Pexum J0CTyMa:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo6oaHbIi. — 3ari. ¢ 3kpaHa.

2.1leHTp KOMNETEHLMU IO BONPOCaM JOKYMEHTAllMOHHOTO OOECHEeYeHHUs YNpPAaBIIEHUS U
apXUBHOIO Jiena; [DNeKTpOoHHbIN pecypc| — OnekTpoH. gad. — M., [2013]. — Pexxum gocryna:
www.edou.ru, cBOOOIHBINA. — 3ari. ¢ dKpaHa.

4. MatepHaabHO-TEXHHUUECKOE 00ecTieYeHUEe AUCHUTITUHBI.

VY4eOHbIi KOMIBIOTEpHBIM Kiacc (cMm. m. 8. MarepuanabHO- TEXHUYECKOE obOecreueHune
aucuuiuinHbl.) [Iporpammuoe obecrieuenue:
Nudpopmanmonno-cnpasoynas cuctema apxuBHoil otpaciu (MCCAQ), . — DnekTpoH. naH. —
M., [2012]. — Pexum goctyna: http://www.termika.ru/. — 3aru. ¢ skpaHa.

Tema 4. (4 uaca). CTpyKkTypa U OpraHu3alys apXyUBa AIEKTPOHHBIX TOKYMEHTOB.

Llenv 3amamus: W3y4eHUE METOOUYECKMX OCHOB CO3JaHUsA JJEKTPOHHOIO apXuBa
OpraHu3allii B COOTBETCTBUM C HOPMATUBHBIMU YCIIOBUSMH XPaHEHUSI.
3aoanue:

1. M3yuuTh HOPMATUBHO-METOAMYECKYIO 0a3y XpaHEHUs DJIEKTPOHHBIX JOKyMEHTOB B PO,
TpeOOBaHUS K XpaHWIHUILY, OOOpPYIOBaHHUIO, PEKUMAM XPAHEHHUS, TEXHUYECKOMY U
MPOrpaMMHOMY OOecTeueHHI0, epCcoHay. BBISIBUTH OCHOBHBIE (DYHKIIMH, HAlpaBICHHbIE Ha
o0ecriedeHrne COXpPaHHOCTH JJOKYMEHTOB.

2. Ha ocHOBe HOPMATHBHO-METOJUYECKON 0a3bl COCTaBUTH IMOJIOKEHHE 00 IEKTPOHHOM apXHBe
KOHKPETHOW OpraHM3alliM, yKa3aB 3adadyd W (QYHKIMH SJIEKTPOHHOTO apXwBa, €ro Ipasa,
00513aHHOCTH ¥ OTBETCTBEHHOCTbh, B3aUMOOTHOIIIEHUs ¢ ciyk00it UT, cmyx60ii JIOY, apxuBowm,
OT/ACJIIOM KaJpOB M JPYTUMHU CTPYKTYPHBIMU MOAPA3JAECICHUSIMHU, B JEATEIBHOCTH KOTOPBIX
00pa3yroTCst 3JEKTPOHHBIE JOKYMEHTHI TIOCTOSIHHOTO M JOJITOBPEMEHHOT'O XpaHEHUSI.
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3.

1)
2)
3)
4)

Pa3paboTarth TeXHHMYECKOE 3aJaHHe MO OCHAIICHHIO 3JIEKTPOHHOTO apXuBa HEOOXOIUMBIM
00OpyJOBaHUEM Ul XpaHEHUS JTOKYMEHTOB Ha DPa3IUuYHBIX THUNax Hocutene. Paccuurath
U3JIEPKKHU Ha PEATU3ALUI0 IPOEKTA.

CocTaBuUTh HHCTPYKLHIO TIO OOecledyeHur0 coxpaHHocTd )] B apxuBe OpraHuzalui,
BKJTIOYAOIIYI0 ONMHMCAHUE TPOLEIYpP, HEOOXOAUMBIX ISl TIOAAEPKAHHS KU3HEHHOTO IHKiIa D/
CO CCBhUIIKaMU Ha HeoOxoaumoe 06opyaoBaHue (CM. M. 3) U y4eTHble (OopMbl, (GUKCUPYIOIINE STU
npoueaypsl (cMm. 3aaHue 2.)

Konmponvnuie 6onpocbi.

KakoBsI (hyHKIIMY apX¥Ba AIEKTPOHHBIX TOKYMEHTOB?

KakoBbl HopMaTHBHBIE TpeOOBaHUs K Xpanuwiuity 37

KaxoBbl HOpMaTHBHBIE TpeOOBaHUS K pexuMam XpaHeHus J/1?

Kakue npouenypsl HEOOX0IUMO OCYIIECTBIATH IS MOJICP KaHUs )KU3HEHHOT o 1ukia 37
Kakue y4yeTHble TOKyMEHTbI UX GUKCUPYIOT?

CHUCOK HCTOYHUKOB U JIUTEPATYPHI
1.MIcTOYHHUKHM OCHOBHBIE

OcHoBHbI€ IpaBUiIa pabOThI apxuBOB opranuzanuii. M.,2003. I1. 4.

[TpaBuia opranu3anuy XpaHeHHs, KOMIUICKTOBAHUS, yueTa U UCIIOIb30BaHUs IOKYMEHTOB
ApxusHoro ¢onma Poccuiickoit enepannu u qpyrux apxXuBHBIX JOKYMEHTOB B OpraHax
rOCyJJapCTBEHHOM BJIACTH, OpraHax MECTHOT'O CaMOYTIpaBJIeHUs U opranuzanusax. M.,2015
PexomeHmanmm no KOMIUIEKTOBAHUIO, YUETY U OPTaHU3AIMH XPAHEHHUS DIIEKTPOHHBIX apXUBHBIX
JOKyMEHTOB B apxuBax opranuzanuii. M.: BHUNA/L, 2013//Ony6irkoBaHo Ha caiite
«ApxuBbl Poccumy». http://www.rusarchives.ru/methodics/index.shtml)

PexomeHanmu no KOMIJIEKTOBAHUIO, YUETY U OPTaHU3allMK XPaHEHUs 3JIEKTPOHHBIX apXUBHBIX
JIOKyMEHTOB B TOCYapCTBEHHBIX U MyHHUIIMNAIBHBIX apxuBax M.: BHUNIA/,
2013//Ony6nukoBaHo Ha caiite «ApxuBbl Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

I'OCT P 54989-2012/ISO/TR 18492:2005 «Obecneuenue JOATOBPEMEHHON COXPaHHOCTH
AIIEKTPOHHBIX JOKYMEHTOBY, YTBEPKACHHBIN TprukazoM DeaeparbHOro areHTCTBa Mo
TEXHUUYECKOMY PETYJIHPOBAHUIO U MeTposoruu ot 17.09.2012 Ne 325-cr.

@OyHKIIMOHAIBHBIE TPEOOBaHMS K HH()OPMAIIHOHHBIM CHCTEMaM apXHBOB AJIEKTPOHHBIX
nokymeHToB opranuzauuii. M:Pocapxus, BHUMJIA/I. 2014 //Omy0nukoBaHO Ha caiiTe
®enepanbHOTO apXuBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

1.2.MlcTOYHUKH TOTOJTHUTEIbHBIE.
I'OCT P/I 50-524-84 «Ilopsnok XpaHeHUs: JOKYMEHTOB Ha MalllMHHBIX HOCUTEIAX». M, 1985.
I'OCT 28388-89. «Cucremsr 00paboTku nHPpopManuu. JJOKyMeHTbI Ha MAarHUTHBIX HOCUTEJISIX
naHHbIX. [Topanok BeimonHeHus U oOpameHus». M, 1991.
OcHoBHbIE NpaBuiIa pabOThl ¢ HAYYHO-TEXHUYECKOM TOKyMEHTaluel B OpraHu3almsx U Ha
npeanpuatusx. M., 2003.
CpaBHuUTENbHBIN aHaan3 GOpMaTOB PailyIoB 3EKTPOHHBIX JOKYMEHTOB IIOCTOSHHOTO
(tonroBpemenHoro) xpanenusi». Oruer on HUP. M.:PITYVY, 2013 //Ony6iukoBaHo Ha caiite
«Apxussl Poccumny». http://www.rusarchives.ru/methodics/index.shtml).
2.1 Jluteparypa ocHOBHasl.
Tuxonos B.M. 3ama4un apXuBHOTO XpaHEHUS JIEKTPOHHBIX JTOKyMEHTOB: u3 ombita LIAJIDHM.//
OrteuectBennsble apxusbl. 2010. Ne 3. C. 51-60.

2.2.  JlurepaTypa JONOJIHUTENbHAS.
3apyOeKHBIN OIBIT YIIPABICHHS SJIEKTPOHHBIMHU JTOKYMEHTAMH U OPTaHU3AIMU UX apXHUBHOTO
xpanenus. — M., 2014.-388 c.



3.Ilepeuens pecypcoB HHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHOHN ceTn «IHTepHeT»,
HEOOXOJUMBIN I OCBOCHHUS JUCLMILIUHBI (MOJTYJIs1)

1. ApxuBsl Poccun. [OtpacneBoii nopran "Apxussl Poccun" HaxoauTcs ol HaTpOHATOM
®enepanbHOro apxuBHoro arentcrsa (Pocapxuga)l; [DIEKTPOHHBINA pecypc] — DIEKTPOH.
naH. — M., [2001-2015]. — Pexum gocrtymna:
http://www.rusarchives.ru/guide/fed gd.shtmlwww. cBo6oaHbIH. — 3ari. ¢ 3kpaHa.

2.lleHTp KOMIIETEHIMH 110 BOPOCAM JOKYMEHTAIMOHHOTO 00ECIIeUeHus yIpaBIeHUs U
apXUBHOIO JIeNa; [ DIEKTPOHHBIA pecypc] — DnekTpoH. nad. — M., [2013]. — Pexwum nocryna:
www.edou.ru, cBOOOIHBINA. — 3ari. ¢ dKpaHa.

4. MatepHaabHO-TEXHHUECKOE 00ecTieYeHUEe AUCIUTITUHBI.
VY4eOHbIN KOMITBIOTEPHBIN Ki1ace (cM. 1. 8. MaTepHrallbHO- TEXHUUECKOE 00EeCTICUeHHE
aucuuiuinHbl.) [Iporpammuoe obecrieuenue:
NudpopmanmonHo-cnpaoynas cucrema apxuBHoit otpaciu (MCCAO), |. — DnekTpoH. gaH. —
M., [2012]. — Pexxum goctyna: http://www.termika.ru/. — 3aru. ¢ skpaHna.
CD-ROM «O6opynoBanue iist rocynapcTBeHHbIX apxuBoB» (M.:BHUNJA/L, 2201-2015)

Tema 5. (4 vaca) MeTtoauyeckue OCHOBBI BbIOOpa MpPOTpaMMHOE OOECIeYeHHUE MJIsi CO3TaHMs
AIIEKTPOHHBIX aPXUBOB OpraHHU3aIHil.

Llenv 3anamus: w3ydeHue TpPeOOBAaHUNM W KPUTEPUEB BHIOOpA COBPEMEHHOTO
MPOrPaMMHOT0 OOecrieueHuss B OOJNACTH IEHTPAIM30BAHHOTO XPAHEHHs JaHHBIX Pa3IMYHBIX
dbopMaToB.

3aoanue:

W3yunte HOPMAaTHBHO-METOIMYECKHE JOKYMEHTBI, pETJIAaMEHTUpPYIOIIHE TpeOOBaHUS K
MPOrpaMMHOMY 00€CIIEUEeHHUIO SJIEKTPOHHOTO apXUBa.
WToru cucreMaTH3UpyHTe B BUJIE TAOJIUIIBI

O6ume Jononuurensubie Gynkimu 110, ocyIecTBIAIONIETO MOAICPKKY
(GyHKIMOHANBHBI | XpaHeHus D]
e TpeboBaHUSA K
ol
VYmpasnenueckux | Haydno- Ayonuosusyanenel | ['TIC
Y TIPaBOBBIX TEXHUYECKUX | X
Crernududeckue GopmaTsl IpU XpaHESHUN
OO6mue BUBI | YripaBieHueckux | Haydno- AyomuoBuzyanbHel | [C
¢dopmaros, U TIPaBOBBIX TEXHUYECKUX | X
o0Opasyromuxcs
OpU  XpaHEHUU
91 pa3HBIX
BUJIOB

N3yunte makeThl IMOJIb30BATENbCKOM JOKYMEHTAIlMH MPOTPAMMHBIX MPOJAYKTOB Ui BEICHHS
3JIEKTPOHHOT'O apXHBa.

Ha ocnoBe ananmmsa peiHka 110 B o0macTté co3maHMs AJIEKTPOHHOTO apXUBa OPTaHU3ALUH
COCTaBbTE CIEYIOLIYIO TaOIHUKY.

Ucnone3yiite moptranel  Doc-online.ru, Docflow.ru (xaramor) u cailTel pa3paOOTUHKOB
MIPOTPaMM.



3.

1))
2)

3)

4)

PesynbTatel 00001muMTE B TAbIUIE:

[Iporpamma | ®yukuu | [logaepxkuBaembie | CooTBETCTBUE JIna xakoro Buzaa
u u dhopmatsl ApXHUBOBEIUYECKHUM | 3JIEKTPOHHOIO
pa3paboTunk TpeOOBaHUSAM K | apXuBa MOXKET
o HCIIOJIb30BATHCS.
(ynpaBieHuecKon
JIOKYMEHTaIUH,
HT/,
ayIMOBHU3YyaJIbHON
JIOKYMEHTAITIH )

PazpaboTtaTh TeXHHYECKOE 33/JaHUE 110 OCHAILLCHUIO 3JIEKTPOHHOIO apXMBa OpraHU3aluu
TEXHUYECKUM U MPOrPaMMHBIM obecrieueHHeM, HEOOX0IUMBIM 000pYAOBaHUEM ISl XPaHEHUS
JOKYMEHTOB Ha Pa3JIMYHBIX TUIIAX HOCUTeNeH (IIpU CO31aHUM IEKTPOHHOI'O apXHUBa
YIPaBIEHYECKUX JOKYMEHTOB, ayIMOBU3YalIbHON U HAYYHO-TEXHUYECKON JJOKYMEHTALIH)
PaccuuraTe M31EepKKU HA pealu3aliio IPOCKTA.

Konmponvnuvie éonpocwi:
OyHKIMH IEKTPOHHBIX APXUBOB KaK BUJIa IPOTPAMMHOTO 00ECTICYCHHSI.

Kakne (bOpMaTBI JaHHBIX H606XO,I[I/IMO XPaHUTDh IIPpHU CO3JaHWH B OpraHu3alliu 3JICKTPOHHOI'O
apxuBa praBHqueCKOﬁ, HaquO-TeXHquCKOﬁ, aYI[HOBPlByaJIBHOﬁ I[OKy'MeHTaI_II/II/I?

KakoBel Tpe6oBanus k [1O 1iis1 3nexkTpoHHOTO apxuBa?

KaxoBbl BO3MoOxHOCTH coBpeMeHHoro IIO B obOmactu BBoja uHGOpMaLUU, ONKUCAHUS,
KJ1accu(puKaIuio, MOUCK, MUTpaIuio (KOHBEPTUPOBAHHUE) TAHHBIX ?

Cnucox ucmoyHuko8 u 1umepamypul
1.Mcmounuxu ocnognble

[Tpuka3 MunkomcBsizu Poccun ot 02.09.2011 Ne 221 «O6 yrtBepkaeHun TpeOOBaHUN K
WH()OPMAITMOHHBIM CHUCTEMaM 3JIEKTPOHHOTO JOKYMEHTO00OpoTa (eaepalibHBIX OpPraHoOB
UCTIOJIHUTENIFHOW ~ BJIACTH, YYHUTHIBAIOIIMX B TOM 4YHCIE HEOOXOAUMOCTh O0OpabOTKH
MTOCPEJICTBOM JITAHHBIX CUCTEM CITy>KeOHOH MH(MOpMAIIUK OTPAaHUYEHHOTO JIOCTYTIA)
PexoMenmanuu 1o KOMIUJIEKTOBAHUIO, YUETY U OPTaHU3AIMH XPAHECHUS AIEKTPOHHBIX apXUBHBIX
JOKyMEHTOB B apxuBax opranmzaruii. M.:. BHUMNJAJ, 2013//OnybmukoBaHo Ha caiiTe
«Apxussl Poccuny. http://www.rusarchives.ru/methodics/index.shtml)
PekoMenaanuy no KOMIJIEKTOBaHHIO, YUETY M OPraHU3alMK XPaHEHUS 3JIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B TIOCYJapCTBEHHBIX W MyHULIUNalbHbIX apxuBax M.: BHUUJA],
2013//Ony6imukoBano Ha cauTe «ApXuBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).
I'OCT P 54989-2012/ISO/TR 18492:2005 «ObecneueHne mOATOBPEMEHHON COXPaHHOCTH
AJIEKTPOHHBIX JIOKYMEHTOB», YTBEP)KICHHBIH mpukazom @DenepanbHOrO areHTcTBa 110
TEXHHUYECKOMY PETYJIUPOBAHUIO U METPOJoTuH OoT 17.09.2012 No 325-cT.



I'OCT P 54471-2011/ISO/TR 15801:2009 «CuctemMbl 3JIEKTPOHHOTO JOKYMEHTOOOOPOTA.
Vnpasnenue pokymeHtanmed. MHdopmanums, coxpaHsemas B 3JEKTPOHHOM  BHJE.
PexomeHmanmu mo oOecredeHuro JOCTOBEPHOCTH W HA/IEKHOCTH», YTBEPKIACHHBIH NMPUKA30M
denepallbHOTO areHTCTBA M0 TEXHUYECKOMY PETyJIMpOBaHHI0 M MeTposioruu oT 18.10.2011 Ne
466-cT.

@OyHKIMOHAIbHBIE TpeOOBaHUS K HWH(POPMALMOHHBIM CHCTEMaM apXUBOB 3JEKTPOHHBIX
nokymeHtoB opramsamuid. M:Pocapxus, BHUUIAJL. 2014 //OnyOnukoBaHO Ha caiite
denepanbHOT0 apXUBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

1.2.cmoyHuku dononHumenvHbie.

I'OCT 52292-2004. YnpaBneHue opranuzanueid. JNeKTPOHHBIN PEryIaMeHT aIMUHUCTPATUBHOM
u ciy>xe0Hoi nesitenbHocTH. OcHoBHBIE TIoNokeHust. C 1 utons 2005 .

I'OCT P UCO 15489-1-2007 «CUBU /. YnpaBnenue qokymentamu. O0mue TpeOoBaHus». M.:
Crannaptundopm, 2007.

ApXUBOBeIUECKHE U JOKYMEHTOBEIUEeCKHE (DYHKIIMOHAIBHBIE TPeOOBaHUS K HH()OPMAIIHOHHBIM
cucreMaM, O0OeCHeuuBaIOIIUM BJIEKTPOHHBIM JTOKYMEHTOOOOpOT B TIpoliecce BHYTPEHHEH
NEeSTeIbHOCTH (peiepalIbHbIX OpraHoB ucnojgHuTenbHoM Biactu»y (M..BHUMUIAJ, 2013),
//Omy0IMKOBaHO Ha caiire «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml).

2.1  Jlumepamypa ocnogHas.
Tuxonos B.M. 3agaun apXuBHOTO XpaHEHMs IEKTPOHHBIX TOKYMEHTOB: U3 omnbita LIAJIOHM.//
OteuectBenHble apxuBbl. 2010. Ne 3. C. 51-60.

2.2, Jlumepamypa oonoinumenbHas.
3apyOeHbIl OMBIT YIPABICHUS SJICKTPOHHBIMU TOKYMEHTAaMU U OPTaHU3alMU UX ap-XUBHOTO
xpanenus. — M., 2014.-388 c.

9.1.2. Il;1aHbI CeMMHAPCKHUX 3aHATHH M MeTOANYECKHe YKA3AHUSA M0 UX
BoinosHenuso.

[1naHbl cCEeMHMHAPCKUX 3aHATHH 10 AUCHUIUIMHE «DJIEKTPOHHbIE apXuBhL. Y, 1»

Tema 1. Posib 27€KTpOHHBIX JOKYMEHTOB B COBPEMEHHOM MHpe. [IoHATHE 371EKTPOHHOTO
JOKyMEHTa. 2 Jaca.

Bomnpocsl k 3aHsTHIO:

1) [ToHsATHE 2IEKTPOHHOIO TOKYMEHTA, JOKYMEHTA Ha MAIIMHHOM HOCHUTEJIEH, B
3akoHogarenbcTBe, ' OCTAX o nnpopmaTuke, apxUBHOMY A€y, U3AaTEIbCKOMY AETY.
2) Crienprika IEKTPOHHBIX TOKYMEHTOB KaK 00BEKTOB apXHBHOTO XPAHEHHS.

3) Jluckyccnn o ctaTyce JIEKTPOHHBIX JOKYMEHTOB B JOKYMEHTOBEICHUH.

Jlureparypa ocHOBHas:

®enepanbHblif 3akoH 0T 26.07.2007. Ne 149-03 «O6 undpopmanuu, nHPOPMALMOHHBIX
TEXHOJIOTHUSX U 3amuTe nHpopmarmm» »//Poccuiickas razera. 29 urons 2006 r. Ne 4131.

3akoH P® «O0 snexTponHoi nudposoii nognucu» ot 10.01.2002 N 1-P3//Cobpanue
3akoHonatenbcTBa Poccuiickoit @eneparuu. 2002, N 2. Cr. 127.

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

I'OCT 7.83-2001. CUBU /. Dnextponnsie u3aanusi. OCHOBHbIE BU/Ibl U BBIXOJHBIE CBEICHUS
ot 01.07.2002

I'OCT 52292-2004. YnpasneHue opraHu3anueil. JIEKTPOHHbBIN PEIJIAMEHT aIMUHUCTPATUBHON
u ciyxe0Hoi nestenbHocTH. OcHoBHBIE NoJokeHus. C 1 urons 2005 .



I'OCT P 51141-98. denonpou3BOoACTBO U apXuUBHOE Aesi0. TepMuHbl u onpeneneHus. — M.,
1998.

I'OCT 28388-89. JIokyMEeHTbI HA MAarHUTHBIX HOCUTENAX JaHHBIX. [IOpsII0K BBIOIHEHUS U
obpamenuss ot 01.01.91

Tuxonos B.M. DnekTpoHHBIE JOKYMEHTHI M apXUBBI. Y4eOHO-MeToIuueckoe mocooue. M., 2008.
C. 5-20.

JlutepaTtypa nonoaHUTENbHAS:

TuxonoB B.M. Opranuszamus apxuBHOTO XpaHEHUS IEKTPOHHBIX TOKyMEeHTOB//Kpyr naeii:
aJITOPUTMBI U TEXHOJIOTUHU HcTopudeckoil nupopmatuku. Tpynel IX Kondepenuun acconpanuu
«Hcropus n xomnsrotep». M-bapnay, 2005. C. 393-395.

Kucenes .H. DnekTpoHHbIE JOKYMEHTBI: OCHOBHBIE HAIIPaBICHUs HCCcie10BaHui//BecTHIK
apxusucta. 2000. Ne 3-4. C. 162-166.

MuxaiinoB O.A. DIeKTpOHHBIE TOKyMEHTHI B apxuBax. M3a. 1-e. M.: [lnanor-MI'Y, 2000.

Tema 2. IIpaBoBOI#i cTaTyc 3JEKTPOHHOTO B HaIlIel CTpaHe U 3a pyOexxoMm. 4 yaca.

1) PernamenTanus 10puanYecKoi CUiIbl AIEKTPOHHOTO JOKYMEHTa B MEKIYHAapPOJHOM
ToprosoM npase. Monenbnsle 3akoHsl OHCUTPAJL

2) DNEKTPOHHOE MPaBUTENIBCTBO U PErJIaMEHTALNs FOPUINUECKON CHIIbI 3JIEKTPOHHOTO
JOKYMEHTA.

3) HupextrBa EC 00 31eKTpoHHBIX H(POBBIX oANHCAX 1 3aK0H PD «O6 DUI».

4) PernamenTanus ropuanyeckoit cuisl D/ B Halel cTpase.

5) ABTOpPCKOE IPABO U UHTEPHET.

6) ABTOpCKHE ITpaBa Ha dJIEKTPOHHBIE JOKYMEHTBHI.

Jlureparypa ocHOBHas:

®enepanbHblif 3akoH 0T 26.07.2007. Ne 149-®3 «O6 unpopmanuu, nHPOPMALMOHHBIX
TEXHOJIOTUSX U 3ammuTe nHpopmarmm» »//Poccuiickas razera. 29 urons 2006 r. Ne 4131.

3akoH P® «O0 snexTponHoi nudposoii nognucu» ot 10.01.2002 N 1-P3//Cobpanue
3akoHonatenscTBa Poccuiickont @eneparuu. 2002. N 2. Cr. 127.

[TpaBuia opraHuzanuy 1eI0NPOU3BOJICTBA B (hefiepalibHbIX OpraHax MCIOJHUTEIbHOM BIACTH.
VYTBepxkaeHs! nocranonnenueM [IpaButensctBa Poccuiickoit @enepanuu ot 15 uronst 2009 r. N
477.

I'OCT 6.104-84. YuuduuupoBaHHble cucTeMbl JOKyMeHTauuu. [lpunanue ropuandyeckoi
CHJIBI JOKYMEHTaM Ha MAllMHHOM HOCHUTEJE U MallMHOIpaMMe, CO3JjaBaeMbIM CPEJICTBAMHU
BBIUHUCIUTENbHOU TeXHUKH. OCHOBHBIE MOJIOKEHUS.

Jlapun M.B., PeickoB O./. DneKTpoHHBIE JOKYMEHTHI B yIIPaBJIE€HUH: METO1. mocodue /
BHUMJAA. — M., 2008. — C. 123-205.

Jlureparypa 1OMONHUTENbHAS.

Jlapun M.B., PoickoB O.U. YnpaBneHnue 10KkyMeHTaMH Ha OCHOBE MEXIyHapOJIHOTO CTaH1apTa
NCO 15489-2001: meton. mocooue / BHUUJIAJL. — M., 2005. — C. 5-90..

CoxoBa A.H. JlokymeHTOBeIeHHE: TeOpHs U MpakThka: m30p. Tp. / BHUMJIA. M., 2009. C. 3-
117.

Tema 3. BxoxeHue JOKyMEHTOB, CO3JaHHBIX CPEICTBAMU AJIEKTPOHHO-BBIYUCIUTENBHON
TE€XHUKU U UMEIOLIMX MOJIUTHYECKOE, HAyYHOE, HCTOPUUYECKOE U COLIMATIbHO-KYIbTYPHOE
3Ha4YeHue B coctaB ApxuBHOro ¢ponHaa PD. 4 gaca.

1) Crenuduka «TpaguIMOHHBIX» KpuTepueB D[ 31eKTpOHHBIX JOKYMEHTOB.

2) Kpurepuii crenenu arperupoBanHocTy nHpopmanuu /1.

4) Texnonornueckue kpurepuun I D/1.



5) [Iepenava 2neKTPOHHBIX JOKYMEHTOB HAa XPAHEHHUE B apXUB OpPraHU3aLUHY,
roCyJapCTBEHHBIM U MYHULIMIIAJIbHBIN apXUB: MOPALOK U IIPOLELYpPa COIJIACHO HOPMATUBHO-
METOANYECKUM JOKYMEHTAM.

Jlureparypa ocHOBHas:

OcHoBHbIE TpaBUIIa pabOThl apXMBOB opraHuzauuii /OmnoOpeHsl peleHneM KOoIeruu
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. IlpuMeHenune TpaAMIMOHHBIX METOAOB B SKCIIEPTU3E LICHHOCTH JIEKTPOHHBIX
nokymeHnToB // OredectBerHble apxuBbl. 2009. Ne 3. C. 37-47.

Tuxonos B.M. 3amaun apXuBHOIO XpaHEHUs 3JIEKTPOHHBIX JOKYMEHTOB: 3 onbiTa LIAJIOHM.//
OteuectBenHble apxuBbl. 2010. Ne 3. C. 51-60.

Tuxonos B.1. MeToauueckue n NpakTUUECKHUE ACIIEKTHI KCIIEPTU3bI IEHHOCTHU AJIEKTPOHHBIX
nokymenToB // Bectauk apxuBucta. 2007. Ne 3. C. 120-130.; C. Ne 4. C. 148-179.

JlutepaTypa 1ONOJHUTENbHAS:

OcHoBHbIE MpaBUIIa pabOThI C HAYYHO-TEXHUUECKOW JokyMeHTaruei. M, 2003.

Pexomenanmu o oT60py Ha XpaHEHHE SJIEKTPOHHBIX HAYYHBIX M TEXHUYECKUX TOKYMEHTOB/
BHUNJAUA., BM. XKurynos. M.,2002. 98 c.

Tuxonos B.M. «XpaHuTh HENb3sl yHUUTOKUTH?» METO10I0IrMUeCKHe U IPAKTUYECKUE aCTIEKThI
B HKCIEPTHU3€E LIEHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB//Kpyr ueil : MexXIucuUIUIMHAPHbIE
MOJX0/Ibl B ucTopuueckoi nHpopmaruke. .M.:M3x-s0 MI'Y, 2008. C.16-63.

Tema 4. OnbIT rocyJapCTBEHHBIX U BEIOMCTBEHHBIX apXHUBOB 10 0TOOPY, MPUEMY, XPaHEHHUIO U
HCIIOJIb30BAHUIO IEKTPOHHBIX JTOKYMEHTOB B Halllel CTpaHe. 2 yaca

1) Buasl apXuBOB 3JE€KTPOHHBIX JOKYMEHTOB.
2) CTpyKTypa 1 OpraHu3alys apxuBa 3JeKTPOHHBIX TOKYMEHTOB.
3) AHanu3 coctaBa U NPUHIUIIOB KOMIIJIEKTOBAHUSI CETEBBIX apXHUBOB.

JIutepaTtypa ocHOBHas:

Tuxonos B.M. DnekTpoHHBIE JOKYMEHTHI M apXUBBI. Y4eOHO-MeToIuaeckoe mocooue. M., 2008.
C. 21-45.

JlutepaTypa 1ONOJHUTENbHAS:

CaBuH B.A. ApxuBHbI€ 3JIeKTpOHHbBIE HH(OpMAIIMOHHbBIE pecypchbl Poccuiickoit denepanuu:
uaeHTHGUKams u Kaccudukamnys /OredectBernnbie apxuBbl. 2008. Ne 4. C. 31-38.

Tuxonos B.M. Opranuzaiysi apXuBHOTO XpaHEHHUs 3JIEKTPOHHBIX JOKyMeHTOB//Kpyr naei:
ITOPUTMBI U TEXHOJIOTUH HcTopudeckoit nHpopmatuku. Tpyner IX Kondepennun acconmanum
«Hcropus n xomnsrorep». M-bapnay, 2005. C. 393-395.

Tuxonos B.M. 3ama4ynm apXuBHOTO XpaHEHUS JIEKTPOHHBIX JTOKyMEHTOB: u3 ombita LIAJIDHM.//
OrteuectBennsble apxusbl. 2010. Ne 3. C. 51-60.

®posoa E.B. Dnexrponnsriii apxuB TromeHcko# obactu. // OteuecTtBeHHBIe apXuBhIL. 2009. Ne
6. C. 43-46.

Tema 5. 3apyOexHbIi OIBIT IO CO3JAHUIO0 APXUBOB AMEKTPOHHBIX JOKYMEHTOB. 2 yaca.

1) HcTopus apXMBOB MalIMHOYUTAEMBIX IaHHBIX B HAIIIEH CTpaHe U 32 PyOEeIKOM.
2) CocTaB 1OKyMEHTOB apXHUBOB MAIlIMHOYUTAEMBIX JAHHBIX.
3) OcHOBHbIE HaNpaBJICHUS 1EATEIbHOCTH apXUBOB MAIIMHOYUTAEMbIX JTAHHBIX.

Jlutepatypa OCHOBHa.
Tuxonos B.M. DnekTpoHHBIE JOKYMEHTHI M apXUBBI. Y4eOHO-MeToIuaeckoe mocooue. M., 2008.

C. 21-45TuxonoB B.M. DnekTpoHHbIE JOKYMEHTHI U apXUBBI. Y 4eOHO-METOIMYECKOE T0CcCoOHe.
M., 2008. C. 21-45



JIuTeparypa KONOIHUTENBHAS.

I'apckoBa 1.M. ba3bl u 0aHKH JaHHBIX B UCTOPUYECKUX HCcienoBaHusIX. M., 1994,
Muxaiinos O.A. D1eKTpOHHbIE JOKYMEHTHI B apXUBax: Npo0aeMbl IpruemMa, o0ecreueHus
COXPaHHOCTH, UCIIOJIb30BaHUs. AHAIUTHUECKUI 000D 3apyOeKHOTO U OTEUECTBEHHOTO
ombiTa. /Pocapxus, POUA, PTA HT/I. 3-e w3a., non. M .,2002. Ku. 1,2.

Hocesuu B.JI. DnekTpoHHBIE JOKYMEHTHI B OpuTaHCcKuX apxuBax// MHpopMaimoHHbII
OroyutereHp accounanmu “Hcropus u komnerotep” . M., 1998. Ne 22. C.117-121.

OH xe. ApXMB 3JIEKTPOHHBIX JOKYMEHTOB: Oenopycckuil onbiT// OtedecTBeHHbIE apXuBbI. 2002.
Ne 1. C. 44-52.

Csollroxyaii. YripaBieHue 2J1€KTPOHHBIMU JOKyMeHTamu B Kutae: coctosiHue n
nepcnekTuBbl//OtedecTBennbie apxuBbl. 2010. Ne 6. C. 59-64.

Xabubynnuna I'.A. Poccuiicko-0enopycckuii cemuHap "PecTtaBpaiius u cCTpaxoBoe
KOTIMPOBAHUE apXUBHBIX TOKyMeHTOB" // OtedecTBeHHbIe apxuBhL. 2009. Ne 6. C. 114-115.

9.2. Ilpumepnan memamuka KOHmpoabHbIX padom ( peghepamoas).

1. DnekTpoHHbIE apXMBbI KaK LIEHTPbl COXpaHEHHUs LHU(POBOTO HACIEHs B Halei
CTpaHe U 3apyOexoM (Ha NpUMepe HE MEHee JBYX apXMUBHBIX YUPEXKACHUH, CTPYKTYpPHBIX
NOJpa3/ieIeHNil MUHUCTEPCTB, BEOMCTB, OpTaHU3aLHii).

2. Coznianue 3JeKTPOHHOIO apXHUBa OpraHU3alMi, MUHUCTEpCTBAa(HA MPUMEPE HE MEHee
IBYX AapXMBHBIX YYPEXKIEHUH, CTPYKTYpHBIX IOJIPA3AEICHUII MHHUCTEPCTB, BEIOMCTB,
OpraHu3aIui).

4. OO030p NPUKIAIHOTO HPOrPAMMHOIO OOECIEUYEeHHUs, MCIOIb3yEMOro IPHCO3AaHU
AJIEKTPOHHOI'O apXUBa.

5. Yd4er u onucaHue 3JIEKTPOHHBIX TOKYMEHTOB (Ha IpUMepe He MEHee JIByX apXUBHBIX
YUpEXKJIEHUH, CTPYKTYPHBIX MOAPa3/I€IeHU MUHUCTEPCTB, BEOMCTB, OPraHU3alui).

7. Knaccuduxanus 371eKTpOHHBIX JOKYMEHTOB B apXuBe (Ha MpHUMeEpe HE MEHee JBYX
aApXUBHBIX YUPEKICHUH, CTPYKTYPHBIX MOJIpa3AeieHuii MUHUCTEPCTB, BEIOMCTB, OpraHU3aluil).

8.CeteBble 2JIEKTPOHHBIE apXUBBI (0030p 3apyOeKHOTO0 U POCCUHUCKOTO OIBITA).

9. HopmartuBHO-mpaBOBOE W  MeETOIMYECKoe  oOecriedyeHWe  CO3JaHus |
(YHKIMOHMPOBAHUS AJIEKTPOHHOIO apxuBa (Ha TpuUMepe HE MEHee JIByX apXUBHBIX
YUpEXKJIEHUH, CTPYKTYPHBIX MOAPa3/I€IeHU MUHUCTEPCTB, BEOMCTB, OPraHU3aluiN).

10. IIpoGieMbl ONEpaTUBHOIO U JOJITOBPEMEHHOTO XPAHEHUS AJIEKTPOHHBIX TOKYMEHTOB
(0630p ucropuorpadun).

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

12. ®enepanbHble 0a3bl JaHHBIX: CTPYKTYpa, KOMIUIEKTOBAHUE U XpaHEeHUE (Ha mpumepe
He MeHee (ellepabHBIX OPraHOB UCTIOJHUTEIBHOM BiacTu PD).

13. CpaBHMTENbHBIM aHATIM3 U BBIOOP MPOTrPAMMHOIO OOECTeYeHUs ISl AJIEKTPOHHOTO
apxuBa OpraHu3aluu (Ha NpuUMEpe HE MEHee JBYX AapXUBHBIX YUPEXKIEHUH, CTPYKTYpPHBIX
NOJpa3/ieIeHNil MUHUCTEPCTB, BEAOMCTB, OpTaHU3aLHii).

14. 3ammra wHQOpMAmMK B SIEKTPOHHBIX apxuBax (Ha TNpHMeEpe HE MEHee BYX
apXMBHBIX YUPEXKIECHUH, CTPYKTYPHBIX MOJpa3e/ieHi MUHICTEPCTB, BEIOMCTB, OpraHU3al1ii).

6.3 Meroanueckue peKOMeHAAIMH 0 MOAT0TOBKE MUCbMEHHBIX PadoT

B pasnen BitoueHs! TpeOOBaHUS K OJATOTOBKE, COAECPIKAHUIO, U OPOPMIICHHIO
MUCHMEHHBIX paboT MPEyCMOTPEHHBIX Y4eOHBIM TUNITAHOM WIIK pabodeill mporpaMMoii (KypcoBast
pabota, scce, pedepar, goknaa u T.11.). [Ipu Hanuunm xkadeapaabHbIX WU (HaKyIbTETCKUX
PEKOMEH Al 110 TTOJITOTOBKE MUChMEHHBIX paboT pasnen Bkitodaercs B PII/] mo ycmorpenuto
IpernoiaBaTessi - COCTaBUTEISL.



B nanHBI pa3men Mbl BKITFOYMIN PEKOMEHIAINN K TIOJTOTOBKE, COACP)KaHUIO
0o OpMIIEHHUIO TUCEMEHHBIX paboT, MPEIYyCMOTPEHHBIX YUESOHBIM TIIAHOM U paboueit
mporpaMMoii (KypcoBas paboTa, acce, pedepar, JoKIaa u T.10.). Takum 00pa3oM, peKOMEHIaIH
OTpaXkaroT 001IMe TpeOOBaHUS K MHUCbMEHHOM paboTe, TpeOOBaHuUs K €€ COJepKaHUI0, 00BEMY U
CTPYKTYpe.

[TucermenHas pabota siBisieTcst popMO OpraHU3aIKi HAYYHOTO MaTepuana,
OTpaKaroIeH JIOTUKY UCCIIE0BaHMs, 00eCeunBaloell €IMHCTBO U B3aMMOCBSI3aHHOCTh BCEX
3JIeMEHTOB cojiepxkanus. CTpyKTypa MarucTepckoil paboTsl JOKHA COOTBETCTBOBATH
KPUTEPHSIM [EJIOCTHOCTH, CHCTEMHOCTH, CBSI3HOCTH M COPa3MEpPHOCTH (COOTBETCTBUS 00beMa
(dbparMeHTa TeKCTa ero Hay4YHOW eMKOCTH).

[Tpu BEIOOpE Ha3BaHUs PAOOTHI CIIEAYET IIOMHHUTH, YTO OHO JTOJDKHO OBITH SICHBIM,
o6ubrorpaduyecKu TOUHBIM, COJIEPKATENBHO ONPEAETICHHBIM, TPOOIEMHBIM, KOMIAKTHBIM U
JTUTEPATYPHBIM.

O0s3aTeNbHBIME CTPYKTYPHBIMU 3JIEMEHTaMH MHUCbMEHHOM pabOTHI SBIISIOTCS BBEICHUE,
OCHOBHAsI 4aCTh, 3aKJIFOYCHHE U OMOIHOTrpadUIecKnii CIIMCOK/CIIMCOK HCTOYHUKOB U
JTUTEPATYPHI.

PaboTh! MOTYT BBITIOHATHCS B Pa3HBIX jkaHpax. U ciieayeT n3Ha4aabHO ONPENeNUTh 3TOT
xaHp. OHO €710, €ClIM TOTOBUTCS Y4eOHBIH TeKcT. OH TOKEH MPOIEMOHCTPUPOBATH HAIITy
KBaJTM(PHUKAIHNIO, COOCTBEHHO MCCIIEOBATEILCKUE PE3YIbTAThI TaM JKeJIaTeNIbHBI, HO He
o0si3aTenbHBL. J[pyroe - eciiu peub UAET 0 CaMOCTOSITENBHON HCCIeA0BaTEIbCKOM paboTe,
KoTOpas oOpamieHa Kk mpodeccrnonanaMm. TpeTbe - ecIr MbI 33 {yMajld TaK Ha3bIBA€MBIH HAy9HO-
MOMYJISIPHBIN TEKCT, KOTOPBIN aApecoBaH He TOIBKO Mpo(deCCHOHATLHON, HO U O0JIee IIHMPOKOi
ayJIUTOPHUH.

OOyuaronuiics TOMKEH MPOIEMOHCTPUPOBATH B KOHTPOIIbHOM paboTe BiaeHue
TEPMUHOJIOTHYECKUM aIMapaToM MEKIUCIUTUIMHAPHOCTH, 3HAHNE METO/IOB COIIMATBHBIX,
TYMaHUTApHBIX, ECTECTBEHHOHAYYHBIX AUCUUIUIMH, TPUMEHSIEMbIX B HCTOpUOTpapUUecKoi U
MCTOYHUKOBEIYECKON TpakTUKe. [Ipy 5TOM aKTHBHO MCIIONIB3YIOTCS MOJTyYEHHBIE B XO/I€
OCBOEHUS JUCUUTUIMHBI 3HAHUS MEXIUCIUTUIMHAPHBIX MTOAXO0/I0B, UCTIOIb3yEeMbIX B
ucTopuorpaduu u3yyaeMon TeMbl U pOJACTBEHHOM el mpobieMaTuke.

CtpykTypa paboThl JOKHA COOTBETCTBOBATh YTBEPKIeHHOMY pykoBoauTenem BKP
TUTaHy U, KaK TPaBUIIO, COCTOATH U3 CIEAYIONIMX YacTel: TUTYJIFHOTO JINCTA, OTJIABIICHHS,
BBeJIeHUS, 0003HAUEHUH U COKpalleHu (TIpu HE0OXOJUMOCTH ), OCHOBHOM YacTH (TJ1aB U
naparpagoB), 3aKIIOUEHHSI, CIICKA UCTIOIh30BAHHOW JIUTEPATYPHl U HICTOYHUKOB, IPUIIOKECHUH,
BCIIOMOTaTeNbHBIX yKa3aTenel (ipu HeoOXOIMMOCTH), TpapuuecKoil YacT (MILTIOCTPAIIMOHHBIH
Matepuai/npesenTanus). O0muii 00beM TUTUIOMHON paboTsl 0e3 mpuioxennit —100 ctpaHu.

6.4 Unbie MmaTepuaabl

Memoouueckue ykazanus onsa o0y4aruuxca no 0C60eHUI0 OUCUUNTUHbBL

Buo pabomuwi Cooeporcanue Tpyooemkocmo Pexomenoayuu
(nepeuens camocmosmerv
60NpPOCO8) -HOU pabomuvl
(6 wacax)
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unghopmamuxe, ®enepanuu. 2002. N 2. Cr. 127.
U30amenbCKom 2.@edepanvrviti  3axkon  P® om 6
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MalTHHOYUTAEMBIX
JTaHHBIX?
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apxuBoB oprannzauui. M.,2003. I1. 4.
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HAYYHO-TEXHUYECKON JTOKyMEeHTaluen
B OpPraHW3aIMsIX W Ha MPEIIPUSTHIX.
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PABOYAS TETPAJb CTYJAEHTA

ApXMBBI 2J1eKTPOHHBIX JTOKYMEHTOB

Crynent (®PUO)




OTACICHUC

Kypc
I'pynma

[Ipenoxasatens (PUO)
Houent Adanacbepa JLII.
Mocksa 2010

®DakynbTeT



[NHOACHUTEJIbBHAA 3AIINCKA

Pabouast TeTpans CTyAeHTa MO CHENHUATbHOW MUCHUILUIMHE «DJICKTPOHHBIC apXWUBBD» IO
cnermainpbHocTH 080801 “Tlpuxmamnas wuHpopMatuka B wuHbOpMarmoHHOW cdepe” 5 Kypca
(dakynpTeTa 3 3a0YHOTO OTACICHUS.

PaGouas TETpajb  TpeIHa3HauYeHa JUIsi OPTraHU3allMH CaMOCTOSTEIEHOTO HW3yUYCHHS
CTYAGHTaMH 5 Kypca 3/0 TEOpPEeTHYeCKOro Marepuaia OCHOBHBIX T€M Kypca M Hambosee BaKHOM
HAYYHOH M METOAMYECKON JINTepaTyphl, pecypcoB MHTepHETa, a TakKe MPUKIAJTHOTO MPOrPAMMHOTO
obecrnieueHus B 00JIaCTH CO3JIaHUS STEKTPOHHBIX M3AaHul. Pabouas TeTpaab COASPKUT 3agaHUs,
KOTOpBIE aKIEHTHPYIOT BHUMaHHE CTYACHTOB HAa KIIFOUEBBIX AaCTEKTaX  TEMAaTHYECKUX DPa3JesioB
Kypca. 3a/1aHus BBITIONHSIOTCS CaMOCTOSITENIbHO Ha OCHOBE OCBOCHHSI PEKOMEHIYEMOM TUTepaTyphl K
KaXXJI01 TeMe.

B cootBercTBUU C pazmenamu mporpammbl aucuuiuinHbl, PTC coctout u3 cemu tem.
3armosHeHnEe KaXKI0TO U3 Pa3/IeioB OLIEHUBACTCS 10  MATHOATEHOU cucteme. [lepBas 9acTh TeTpaau
BKurouaet 4 3aganus (0-20 6amioB). st momycka k sk3aMeHy HeoOxoammo HabpaTh 11 Gannos.
Bropas yacts Britovaer 3 temsl (0-15 6amnmnos). s 3aueta Heobxonumo Habpath 10 6anos. B
LIEJIOM 3all0JIHEHHE TETpaan MOXeT ObITh oneHeHo oT 0 1o 35 OGamoB. Pabouwas TeTpaab caaercs
MIPETIoIaBATEIIO ISl IIPOBEPKH, ITOCIIE YETO OCBOCHUE MaTepraa MpOBEPSIETCS B XOJIE
WHIMBUIYaNbHOTO cobecenoBanms. CTyIEHTY 3a/1al0TCs BOIIPOCHI IO pasjenam Terpaau. s
MOJTyYCHHS 3a4eTa IOMUMO C/Ia4d MaTepuaia padodeld TeTpaayu He0OXO0MMO TaKKe TTOCEIICHHE
MPAKTUYECKHUX 3aHSATUHN U BBIIOJIHEHUE 3aJaHUN.

Tema 1. BBenenue

1. Ilpu u3ydyeHun JaHHOW TEMBI clieAyeT oOpaTuTh oco00oe BHUMAaHUE HA TOHATUHHBINA

armapar.

Kak B 3akoHe P® «O0 wundbopManmu, WHGOOPMANMOHHBIX TEXHOJOTHUAX M 3aIUTE

uH(opMaIm» aaHbl JeUHALIANA TTOHATAN
nH(pOopMaTU3aus

JOKYMEHTUpOBaHHasi HHGopMaIus (JIOKyMEHT)

I/IH(I)OpMaI_II/IOHHaSI cucTreéMa

CpaBHure
Hedununuro  tepmuHa  «Jlokyment  Ha | Jledpununuro TepMUHA «IEKTPOHHBIE

MammHHOM Hocutenae» B ['OCT P 51141-98. | nokymeHT»
Jlenonpou3BOACTBO W apxuBHOE  jeto. | O0 31eKTpoHHOM UGB POBOMA MOAITHUCHY
TepmuHsI U onpeencHUs

B uem PA3JININEC MCKIAY DTUMU MOHATUIMH?
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Tema 2. IIpaBoBoe pery/iupoBaHue 3JIeKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe ananu3a 3aK0OHOaTENbCTBA OTBETHTE HA BOIPOCHI.
1. KakoBbl mpaBa coOOCTBeHHHKA WH(OPMAITHOHHBIX PECYPCOB?

2.Kakue 00s3aHHOCTH JOJDKEH BBIMIOJHATE COOCTBEHHHK MO 3allUTe KOH(MUICHIMAIBHBIX U
MEePCOHAIIbHBIX JAHHBIX?

3.Kak 3akoH rapaHtupyerT mpaBo  Ha JOCTYIl K TOCyAapCTBEHHbIM HH(POPMAIMOHHBIM
pecypcam?

4. CpaBHUTE IPABOBOE PErYJIUPOBAHUE

FOPUANYECKON CHIIBI IOPUINYECKON CUJIBI | FOPUANYECKON CUJIBI
JOKYMEHTa Ha MallTHHHOM JIOKYMEHTA, TIONYyYE€HHOTO W3 | DJIEKTPOHHOTO JOKYMEHTa B
HOCHUTENIEC B WHOOPMAITMOHHOW  CcHCTEeMBI | 3akoHEe «O0  3JIEeKTPOHHOM
I'OCT 6.10.4-84. B CT.5 3akoHa  «OO0 | nudposoii mogmucu» (2002)
YHudummpoBanHpie CUCTEMBI | HHGOPMAIIHH,

nokymenTarun. [Ipunanue WH(POPMAITMOHHBIX

IOPUANYECKOMN CHUITBI TEXHOJOTHSIX M 3allluTe

JOKyMEHTaM Ha MallMHHOM uHpopmaum» (2006

HOCHUTEJIC U MAallIMHOTpaMMe, | )

CO3/1aBa€MbIM CpPEJICTBAMHU
BBIYHCIIATEILHON TEXHUKH.
OCHOBHBI€E TTOJIOKEHHUS
I'OCT ot 01.07.87 N 6.10.4-
84

B ueM cyth npousomenmux 3a 20 €T M3MEHEHUN?
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Jluteparypa k 3aJaHUIO:

Oenepanpubiii 3ak0H Poccuiickoit @enepanuu ot 27 wurons 2006 r. N 149-03 «O6
uHpopManuy, HHPOPMALMOHHBIX TEXHOJIOTUSAX M O 3amuTe MH(opmanum»// Poccuiickas razera. 29
nroist 2006 r. Ne 4131.

4. 3akoH PD «OO6 snexkrponHoit mudposoit moamucu» ot 10.01.2002 N 1-®3//Cobpanue
3akoHogaTenbcTBa Poccniickont @enepannu. 2002. N 2. Ct. 127.

I'OCT 6.10.4-84. YHuduuupoBaHHbIE CUCTEMBI JOKyMeHTauuu. [Ipuianue opuandeckoi
CHWJIBI IOKyMEHTaM Ha MAaIllMHHOM HOCHUTEJIe U MalllMHOTpaMMe, CO37aBaeMbIM CPEJICTBAMU
BBIYHMCIIUTEIBHON TEXHUKHU.

I'OCT P 51141-98. [1enonpou3BOJCTBO U ApXHUBHOE /1€JI0. TEPMUHBI U ONIPEACICHUS.

Adanacosesa JLII. UndopmaTH3anus apxMBHOTO Jieja: OpraHu3alus 1
ynpasinenue//Jlenonpoun3Boactso. 2004. Ne 2.

Kykapuna FO.M. DOnekTpoHHBIE JOKYMEHTHl B  3aKOHOJAATeNbHBIX akTax crpan CHI//
OreuectBennble apxuBbl. 2002. Ne 1. C.41-44.

Tema 3. Kitaccupukanusi 3JIeKTPOHHBIX IOKYMEHTOB.

Ha ocHoBe wusyueHus HAY4YHOH JHTEepaTypsl MO MpobieMaM XpaHEHUS SJIEKTPOHHBIX
JIOKYMEHTOB OTBETHTE Ha CJIEIYIOIINE BOIPOCHI:
1. KakoBbI cOBpeMeHHBIE KJIacCU(UKAIIMH MAITMHOYUTAEMBIX JIOKyMEHTOB

Jlureparypa K 3a1aHHIO:

3anaeB I'.3. Ananu3 u kiaccuukanus 31eKTPOHHBIX JOKyMeHTOB//BecTHuk apxuBucta. 1999.
Ne 2. C . 60-61.

Tema 4. KoMmieKToBaHMe U IKCIEPTHU3A HEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

Ha ocnoBe wusyuenus HAY4YHOH JHTepaTypsl MO MpobieMaM XpaHEHUS SJIEKTPOHHBIX
JIOKyMEHTOB OTBETHTE HA CIEAYIOIINE BOIPOCHI:
1. Kakne mnoaxonel B Konnenuuu mHpopMaTH3allUM apXUBHOTO Jefla Ipelaralorcs B 00JIacTH
Iepeaady Ha MOCTOSIHHOE XPaHEHUE JIOKYMEHTOB Ha HETPAJWIMOHHBIX HOCHUTENAX?

Jluteparypa K 3a1aHHIO:

Konuenmus napopmartuzanuu  apxuBHoro nena // BectHuk apxusucta.1996. N 1. C. 60-82.

2. Kakoe 3HaueHHe MMeeT BHeJpeHHe MH(OPMAIIMOHHBIX TEXHOJIOTHH B JIEIOMPOM3BOJCTBO
JUIS KOMIUIEKTOBAaHHS MMM TOCyAapCTBEHHbIX apxuBoB? Kakue mnpoOiieMbl BO3HUKAIOT MeEpen
apxuBaMu B cBs3H ¢ peanuzanuei OLII «Onextponnas Poccus»?

Jlureparypa K 3a1aHHI0:

Tuxonos B.1. OmunH B.A. Byayt 11 B «35eKTpoHHOI» Poccun anexTpoHHbIE
apxuBbl?//OteuecTBeHHble apxuBbl.2002. Ne 5. C.12-19.

3. Kakue cymecTByOT KOHIENIIIMYA XPaHEHUSI MAIIMHOYUTAEMBIX JOKYMEHTOB?

Jlureparypa K 3a1aHHIO:

TuxoHOB B.1. O B.A. CoBpemeHHbIE KOHIICTII[UH JIEKTPOHHBIX
NoKyMeHToB//OTedecTBeHHbIE apXUBbl. 1999. Ne 1.

4. Ha3oBUTE KPUTEPHUH IKCIEPTU3bI LIEHHOCTH JIEKTPOHHBIX TOKYMEHTOB.

Jlureparypa K 3a1aHHMIO:

OcHoBHbIE TpaBUIIa paboOTHl apXUBOB opranuzanuii. M.,2002. Yacts 3.

Tema 5. O0ecneyeHue COXPAHHOCTH 3J1eKTPOHHBIX JOKYMEHTOB.

Ha ocHoBe u3yuenusi tpe6oanuii [OCToB oTBeThTE Ha CIEIYIOIINE BOIPOCHI:

1. ®@akTopsl, BAUAIOLUIME HA COXPAHHOCTD J/1,

2. HopmaTtuBHBI€ yciioBHs XpaHeHUs /1.

Jluteparypa K 3a]aHHIO:

P/I 50-524-84 I1opsinok xpaHeHUsI JOKYMEHTOB Ha MAIIMHHBIX HOCHTEIIAX.

I'OCT 28388-89. Cucremsl 00paboTku uHpopMaruu. JJOKyMEeHTHl Ha MAarHUTHBIX HOCHUTEJISAX
naHHbIX. [lopsa10K BeIMOIHEHNS U 0OpalleHusl.



50

Tema 6. D1eKTPOHHDbIE apXUBBI.

Ha ocHoBe wusyueHus HAayYHOW JHUTEpaTypbl MO MpodjIeMaM XpaHEHUS AIIEKTPOHHBIX
JIOKYMEHTOB OTBETHTE Ha CJIEIYIOIINE BOIPOCHI:

1. KakoBa poJsib MalIMHOYUTAEMBIX JOKYMEHTOB B Aenonpon3BoacTBe 1960-80-x rogos ?

2. B kakux OTpaciisix YHpaBJICHUS CO3JaBAJUCh OOJIBIIME MAacCHUBBI MAIIMHOYHTAEMBIX
JIOKYMEHTOB.

3. Korma wmammHOYMTaeMble JOKYMEHTHl ObUIM O(UIMATBPHO BKIIOYEHBI B COCTaB
roCy/1apCTBEHHOI'O apXUBHOTO ()OHJIAa CTPaHbI?

4. B yem cnenn(rka MaIIMHOYUTAEMBIX JOKYMEHTOB KaKk 00BEKTOB apXMBHOTO XpaHEHHs?

5.Kakum 06pazom mpobiieMa MaIiMHOYUTAEMBIX JOKYMEHTOB peIleHa 3a pyoexom?

6.KakoBbI 3a1aun ¥ PyHKIMH, COCTaB TOKYMEHTOB apXHMBOB MAIIMHOYUTAEMBIX TaHHBIX?

Jlureparypa K 3aJaHMIO:

I'apckoBa .M. ApxuBHpOBaHHE MAIIMHOYUTAEMBIX JaHHBIX//MeX1yHapoHbIE
nuckyccun//Ub accormarum «Mctopus u kommbrotep» 1995. Ne 13. C. 15.

Tuxonos B.W., IOmmu B.A. DnexTpoHHbIE apXUBBI M 3JIEKTPOHHBIH TOKYMEHTOOOOPOT//
OreuecTBeHHbIE apXuBBL. 1999. Ne 2.

Onu xe. bynyr nu B «3nekTpoHHOI» Poccum snexkTpoHHbIE apxuBbl?//OTedecTBEHHBIC
apxuBbl.2002. Ne 5. C.12-19.

Tema 7. DOnexTpoHHbIE apXWBbBl KaK pa3HOBHIHOCTh IPHUKIATHOTO MPOrPaMMHOTO
o0ecreyeHusl.

Ha ocnoBe ananuza peika [IO B oOnmactu co3fgaHusi 3JEKTPOHHOTO apXHWBa OpraHU3alluU
COCTaBbTE CIEAYIOUIYIO TaOJIHUKY.

[Iporpamma PaspaboTunk DyHKIINU
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[Ipunoxxenue 1. AHHOTaLUA
paboueii mporpaMmsbl AUCIUIUIAHBL

AHHOTAIIAA PABOYEH ITPOT'PAMMBI JIJUCIIUILIUHBI

Juctunnuaa «CuctemMbl XpaHEHHs JJIEKTPOHHBIX JIOKYMEHTOB» pealn3yeTcsi Ha (QaxyJbTeTe
apXMBOBEJICHUS U IOKYMEHTOBECHUS Kadeapoil apXHUBOBEICHHUS.

[enp aucuumnebsl - [loAroTOBUTH  CcHEUMAIMCTa, 3HAIOUIETO TEOPETHYECKHE OCHOBBI
apXUBOBEACHUS DJJIEKTPOHHBIX JIOKYMEHTOB, BJIAJCIOLIEr0 METOIMKON OpraHM3allMd XpPaHEHU,
KOMIUIEKTOBAHMS, Yy4ye€Ta M UCIOJb30BAHUS DJEKTPOHHBIX JIOKYMEHTOB pa3lM4YHBIX BHJIOB
npeacTaBiIeHus nHpopMaLuru 1 GopMaToB Ha COBPEMEHHOM 3Talle.

3amaun  JUCHUIUIMHBL - HW3YYUTh OCOOEHHOCTH DJEKTPOHHBIX  JOKYMEHTOB KakK OOBEKTOB
apXMBHOT'O XpPAaHEHHs B OTEYECTBEHHON U 3apyO0eXHOM nctopuorpaduu;

- chopMupOBaTh MPEICTABICHUSI O HOPMATUBHOW METOIAMYECKOW 0a3e XpaHEHUs HIIEKTPOHHBIX
JIOKYMEHTOB, B. T. 4. B cocTaBe ApxuBHoro ¢onna Pd;

- cpopmupoBaTh npeacTaBIeHnE 00 00ECTIEUeHUH COXPAHHOCTH, YUETE U OMMCAHUM DIIEKTPOHHBIX
JOKYMEHTOB, OPraHU3alluy UX ONIEPATUBHOIO U JOJITOBPEMEHHOIO XPaHEHUS;

- U3YYUTH KJIACCH(HUKAINIO HIEKTPOHHBIX TOKYMEHTOB;

- W3YYUTb OpraHMU3ALMIO KOMIUIEKTOBAHUS apXWBOB OpraHU3allui, TOCYJapCTBEHHBIX H
MYHHIMIAJIbHBIX apXUBOB 3JIEKTPOHHBIMU JJOKYMEHTaMU;

- U3Y4YUTb KPUTEPHUH IKCIIEPTU3BI LIeHHOCTH D/1;

- U3Y4YHTb NIPOTrPAMMHOE OOECTIeUeHUE IS SIEKTPOHHBIX apXUBOB.

JucuumuinHa HampasieHa Ha OpMUPOBaHHUE CIEIYIONUX KOMIIETCHIINM]:

OIIK-4. Cioco6eH TOHUMATh TMPUHIIMITEI PA0OTHI COBPEMEHHBIX WH(POPMAIIMOHHBIX TEXHOJIOTUN H
UCMOJIb30BaTh UX JJIs pelIeHus 3a/1a4 MPo(hecCHOHATbHON AeATEIbHOCTH.

B pe3ynbraTe 0CBOSHMS TUCHUIUIMHBI 00YYatOIUICs TOJIKEH:

3HATh!

- OCHOBBI TEHJICHIIMHM MPABOBOT0O PEryJIHPOBAaHUS XPAHEHHUS IJIEKTPOHHBIX NOKyMeHTOB (J/1) B
POCCHUIICKOM 3aKOHOAATENbCTBE, OCHOBHBIE TEHJICHIIUAX B Pa3BUTHH MTPABOBOM Oa3bl;

- pOJIb DIIEKTPOHHBIX aPXMBOB B COCTaBEe HAIIMOHAIBHBIX apXUBHBIX CIY)KO MHpa, UX (YHKIUU U
npouis;

- OCHOBHbIE MEXIYHapOJHbIE U MEKIOCYIapCTBEHHbIE CTAHJAPTHI B 00JIACTH JOJTOBPEMEHHOTO U
IIOCTOSIHHOTO XpaHeHus JD/I;

- TIOJOKEHUS HALMOHAJIBHBIX M OTPACIEBBIX CTAHJAPTOB M METOJAMYECKUX PEKOMEHIALUN IO
METOJIMKE OpraHM3allud XpaHEHMs, KOMIUIEKTOBAaHMUS, ydeTa W HCIOJIB30BAHUSA DIJIEKTPOHHBIX
nokyMeHTOB B P®, metonuueckue pa3zpaOoTKu (efepanbHbIX U PErHOHAIbHBIX apXHWBOB, BEIOMCTB
PO ;

- PpOJb DIEKTPOHHBIX JOKYMEHTOB B cocTaBe ApxXxuBHOTO (oHma PP Ha coBpeMeHHOM 3Tare; ux
LIEHHOCTh KaK UCTOPUYECKUX UCTOYHUKOB;

- IPUHLIMIIBI ¥ IPU3HAKKU KJIACCU(UKALMU AJIEKTPOHHBIX JJOKYMEHTOB;

- O0COOEHHOCTH YydeTa M ONMCAaHUS 3JIEKTPOHHBIX JOKYMEHTOB HA OCHOBE METOAMYECKHX
pa3paboTOK POCCUICKUX U 3apyOeKHBIX apXHBOB;

- OCHOBBI 0O0€CIIEYEeHHUS] COXPAHHOCTHU HJIEKTPOHHBIX JOKYMEHTOB IpPHU JOJITOBPEMEHHOM U
MIOCTOSSHHOM XpaHEHHWM B T.4. Ha OCHOBE OMNbITAa M METOJUYECKHX pa3pabOTOK pPOCCUHCKUX U
3apyOeKHBIX apXHBOB;

- COBpPEMEHHBIH ONBIT M0 CO3/JaHUIO0 JIEKTPOHHBIX APXMBOB B Halllell CTpaHe M 3a pyOexoM Kak
YUPEXKIEHUN,  CTPYKTYpHBIX  MOAPA3JIEICHUH  MHHHMCTEPCTB U BEIOMCTB,  KOpPIOpaLUN
OCYIIECTBIISIOLIMX JIOJITOBPEMEHHOE U MOCTOSIHHOE XpaHeHue O/, cocTaB uX (OHIIOB, UCTOUYHUKHU
KOMILJIEKTOBAaHUS, (PYHKIUHY;

- (YyHKIMH 3JEKTPOHHBIX apXMBOB KaK Pa3HOBUJHOCTU IMPOrPaMMHOT0 OO€CHEeYeHHUs, KpUTEpUu
BbIOOpa [1O a51s1 37€KTPOHHOTO apXUBa;

- OCHOBBI OPT'aHM3ALIMU IEKTPOHHOI'O apXMBa Ha NPEANPUATUH, YUPEKACHUU.

YMETb:
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- OpraHM30BaTb IIOCTOSSHHOE U JOJTOBPEMEHHOE XPAHEHUE DJIEKTPOHHBIX JOKYMEHTOB B
COOTBETCTBUM C Hay4YHbIMHU MPUHIUIAMU U HOPMATUBHBIMU TPEeOOBAHMSMHM, a TaKXKe CTaHIapTaMu U
METOJINYECKUMH PEKOMEHAALNSAMY ;

- HCHOJb30BaTh CYIIECTBYIOIIME METOAMYECKHE pa3pabOTKU M CTaHAApThl JUIS CO3JaHus
JIOKQJIbHBIX HOPMAaTUBHBIX aKTOB, NHCTPYKLUUN U PYKOBOJCTB, PEIVIAMEHTUPYIOLIUX YYET, ONUCAHUE,
XpaHeHUEe JIEKTPOHHBIX JOKYMEHTOB;

- OpraHM30BaTh KOMILJICKTOBAaHUE apXMBa OPTaHMU3ALUHU AJIEKTPOHHBIMH JTOKYMEHTaMU, OPOPMUTH
COOTBETCTBYIOIYIO COMPOBOJUTENBHYI0O U YYEHYIO JOKYMEHTAIMI0 B COOTBETCTBUM C HAay4YHBIMHU
OPUHIUIIAMA W HOPMATUBHBIMH TpeOOBAaHMAMM, a TaKKe CTaHJApTaMM M  METOJUYECKUMHU
PEKOMEHIalUsIMU;

- COCTaBUTh peKoMeHmauuu A ciayxkObl MT mo  BBIOOPY TEXHMYECKOTO U IMPOrpaMMHOIO
oOecrniedyeHus ISl 3JIEKTPOHHOTO apXMBa OpraHU3alMi B COOTBETCTBUU C HAYYHBIMU NMPHUHIMIIAMU U
HOPMAaTHUBHBIMU TPEOOBAHMIMH, a TAKXKE CTAaHIAPTaMHU U METOAMYECKUMH PEKOMEH/IAIUsIMH;

- COCTaBUTbH JIOKAJIIbHbIE HOPMATHBHBIE aKThl U PYKOBOJCTBA Ul pabOThl AJIIEKTPOHHOI'O apXuBa
OpraHM3ally;

CO03/1aBaTh CIIPAaBOYHO-TIOMCKOBBIE CPEJICTBA JJISl apXUBa 3JIEKTPOHHBIX JOKYMEHTOB

BJIAJIETh!

- TEXHOJIOTHSIMH KJ1accU(UKAIMK, TOUCKA IOKYMEHTOB B AJIEKTPOHHOM apXuBe);

- MOUCKOM NPO(UIBHBIX HHPOPMALIMOHHBIX PECYPCOB B ceTH MHTepHEeT

- HaBbIKaMHM BbIOOpa M CpaBHEHHS NPOTPAMMHBIX  KOMILJIEKCOB JUIS 3JIEKTPOHHOTO apXHBa
OpraHM3aliHy.

- HaBbIKaMU yueTa 1 obecriedeHust coxpanHoctu /1.

[To qucuumnIMHE MpeycMOTPEHa MPOMEKYTOUHAs aTTecTalus B GopMe SK3aMeHa.

OO0mias TpyA0€MKOCTh TUCIMIUIMHBI COCTABIISIET 3 3.€..
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