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1 TIlosicHHUTEIbHAA 3ANMUCKA

1.1 Ieab u3agaum AMCHUILINHbI
Lenv oucyunaunsl - N3y4eHUE TEOPETUYECKHUX MPOOIEM U MPUKIIATHBIX
ACIICKTOB I/IH(l)OpMaTI/ISaHI/II/I APXHUBHOI'O Acjia, OCHOBHBIX HaHpaBJ’IeHI/Iﬁ BHCAPCHUA
HH(bOpMaL[HOHHLIX TeXHOHOFI/Iﬁ B ACATCIBbHOCTH apXI/IBa.

3ajaun JUCHUTIIINHBI:

1) u3ydeHre OCHOBHBIX TOHSTHH, WCIONB3YeMbIX B TMPOILECCe NPUMEHEHHUS
WHGOPMAIIMOHHBIX TEXHOJIOTHI B apXUBHOM JICJIC;

2) W3y4YeHHE HMCTOPUU MEXaHW3allMd W aBTOMATH3allMK apXWBHOIO Jeja B HaIlei
CTpaHe U 3a pyoexom;

3) u3yueHne HOPMATHBHO-IIPABOBBIX OCHOB IPHMEHEHHs HH(MOPMAIMOHHBIX
TEXHOJIOTHI B apXUBHOM JIEIIE;
4) u3ydeHWe TEXHHYECKOTO U IPHKIAJHOTO IPOrPAaMMHOTO  OOecreueHus,

WCIIOJIB3YEMBIX IIPU OPraHU3aALUU SJIEKTPOHHOTO

JIOKYMEHT0000pOoTa, HH(OPMALMOHHOM OOECIeYEHUH YIIPABJICHUSA, OpraHU3aluU
ApPXUBHOTO XpaHEHUs JOKYMEHTOB Ha TPAIUIIMOHHBIX U JIEKTPOHHBIX HOCUTEIAX;

5) u3ydyeHne NPUHIMIOB BHIOOpAa W OpPraHU3AllMKd BHEAPCHUS W HCIOJIb30BaHUS
TEXHUYECKOTO U MIPOTrpaMMHOTO 00eCIIeueHNs;

6) u3ydenue HHPOPMAIIHOHHBIX CHCTEM M OCHOBHBIX HH(POPMAIIMOHHBIX PECYPCOB B
apXUBHOM JIEJIE;

7) W3y4eHHe ¥ aHAJIN3 CPEJICTB 3alUThl HH(POPMAITHK B HH()OPMAIIMOHHBIX CUCTEMAX,
HCIIOJIb3YEMBIX B apXHUBHOM JICTIC.

1.2 TlepevyeHb NJAHMPYEMBIX Pe3yJIbTATOB 00yUeHUsI MO JUCHUIIHHE,

COOTHECCCHHBIX ¢ HHIANKATOPAMHM JOCTHKCHUA KOMIIETeHIUMI

KoMmnerenunus NuaukaTopsl IlepeyeHb MIAHUPYEMBIX Pe3yJbTATOB
(kom u KOMIIeTeHIN I 00y4yeHus 10 TUCHHILINHE
HauMEHOBAaHHE) (kK021 ¥ HAMEHOBaHUE)

OIIK-4. Cnocoben
MTOHUMATh TTPHUHITUITEI
paboThI COBPEMEHHBIX
HHPOPMAITHOHHBIX
TEXHOJIOTUH U
HCIIOIb30BATh UX IS
pelieHus 3aaa4
po¢eCCHOHATBHOM
JeSITeTbHOCTH

OIIK 4.3. O6nanaer
HaBBIKAMU
UCTOJIb30BAHUS
MH(}OPMALIMOHHO-
KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH B chepe
JOKYMEHTAIHOHHOT'O
oOecrnieueHus ynpaBiaeHUs
U apXMBHOTO JIeNa

3HaTh — OCHOBHBIE HH(POPMALIMOHHBIE
O6ubamorpaduueckue pecypeol 1o
JIOKYMEHTOBE/IEHUIO 1 apXUBOBEICHHUIO;
THUIIOBOE MTPOTPaMMHOE 0OecIieueHue,
npuMeHsieMoe Ui QyHKIIMOHUPOBaHUS
aBTOMATH3UPOBAHHON CUCTEMBI
LIEHTPAJIM30BaHHOTO y4eTa JOKYMEHTOB
ApxuHoro ¢onna PO,
ABTOMaTH3UPOBAHHOT'O IEHTPATBHOTO
(hoH0BOTO KaTajgora

YMeTb — OCyIIECTBIATh MOUCK HAyYHO-
TEXHUUYECKON MHPOpMAaIMH 110 CBOEH
npodeccnoHaIbHOM e TeTbHOCTH;
pazbupatbcs B 0a30BBIX aCHEKTax
(YHKIIMOHMPOBAHUS COBPEMEHHBIX
WH(POPMAIIMOHHBIX CHCTEM B apXHBHOM
nene.

Baaners -  HaBBIKAMH HCIIOJIB30BAHUS
KOMIIBIOTEPHON TEXHUKH U
WH(POPMAIIMOHHBIX TEXHOJIOTHIA,
OCHOBHBIMH METOJIAMH, CTIOCO0aMHU U
CpEACTBAMU MOJIYYEHUS, XPAaHCHHUS,




nepepaboTKu HHPOPMALIMNY; HABBIKAMU
BBIOOpA MTPOTrPaAaMMHOTO 00eCTIeUeHUs TSt
MH(POPMAIIMOHHOTO 00ecTIeueHUs
JeSITeIIbHOCTH apXHBOB.

1.3 MecTo TMCUMILIUHBI B CTPYKTYPE OCHOBHOM 00pa3oBaTebHOM
MPOrpamMMblI

Jucnunnmna

«HH(bOpMaHI/IOHHBIG TEXHOJIOTHMKM B ApPXUBHOM HOCJIC» OTHOCUTCA K

00s13aTeIbHON YacTH 0JIOKA TUCIUILIMH Y4eOHOTO IJIaHa.

JI51st OCBOCHHS IUCIIMILUIMHBI HEOOXOANMBI 3HAHHSI, YMEHUSI M BJIaIeHHs, CHOPMUPOBAHHBIC
B XOAC M3YUCHUA CICAYIOINHNX AUCHUIUIMH MW HNPOXOXIACHUA IIPAKTUK: - ((I/IH(bOpMaL[I/IOHHaSI
IBpHUCTHKA»; «HPOPMAIIMOHHBIEC TEXHOJIOTHNY, K ADXHBOBEICHHE).

B pesynbraTe OCBOCHMSA AWUCHUILTUHBI (POPMHUPYIOTCS 3HAHUS, YMEHUS W BIIAJCHUS,
HEOOXOJMMBIE [UISl M3YUCHUS CIICAYIOUINX AUCUUILIHH U IPOXOKICHUS IPAKTHK:

«CucTteMbl XpaHEHHS AJIEKTPOHHBIX IOKYMEHTOBY, «['ocynapcTBeHHbIE, MyHUIIUIIAIbHbIE
Y BEJIOMCTBEHHBIC apXHUBbI», IPEIAUIUIOMHAS TIPAKTHKA.

2 CTpyKTypa THCHUIIHHBI

OO01mast TpyJ0eMKOCTh JUCIUTUIINHBI COCTaBIsIeT 2 3.€., 72 d.

CTpyKTypa JUCHUILIMHBI /151 04HOI (pOopMBI 00yUeHUs

O0beM AUCHUILTUHBI B (JOpME KOHTAKTHOW Pa0OTHI OOYYAIOIIMXCS C MEAarorn4ecKuMU
paboTHUKaMU U (WJIK) TUI[AMH, TPUBJIEKAEMBIMU K pealin3aiuy o0pa3oBaTelbHOM MPOrpaMMbl Ha
WHBIX YCJIOBHSX, IIPU IPOBEICHUN YUCOHBIX 3aHATHMN:

Cemectp | Tun y4eOHBIX 3aHATHIA KomuuectBo
9acoB
2 Jlexun 16
2 Cemunapbl/nabopaTopHblie pabOoThI 24
Bcero: 40

O0beM TUCIHUILIHHEI B (popMe CaMOCTOSTENTbHON PabOThl 00YUYAIOMIUXCS COCTABISET 32
aKaJEeMUYECKUX YacOoB.

CTpyKTypa AUCHUIIMHBI AJI5l 0YHO-3204HOI (POpMBI 00yUeHUs

O0beM IUCHUIIIMHBI B (JOPME KOHTAKTHOM paboOThl 0OyYaroIIMXCs ¢ MelarormyecKuMHU
paboTHUKAaMU U (WJIM) JIMLAMU, IPUBJIEKAEMbIMHU K peanu3alii 00pa30BaTeIbHOM MpOrpaMmMbl Ha
UHBIX YCIOBMSIX, TP MTPOBEACHUH YUEOHBIX 3aHATHI:

Cemectp | Tum yueOHBIX 3aHITUN KomnnuectBo
4acoB
2 Jlexmuu 14
2 CeMuHapbI/1a00paTOPHBIC PAOOTHI 22
Bcero: 36

O0beM TUCIUIUIMHBI B (POpMe caMOCTOATENbHON PaOOThI 00YUYAIONINXCS COCTABIISET 72
aKaJIeMHUYECKUX YaCOB.




CTpyKTypa JTUCHUIIMHBI VIS 3209HO0 ()OPpMBbI 00yUeHH s

O0beM TUCIUIUIMHEI B ()OpME KOHTAKTHOW PaOOThI OOYYAIOMIMXCS C MEAaroru4ecKuMHU
pabOTHUKAaMU U (WMJIH) JIUI[AMH, IPUBJIEKAEMBIMH K peai3alii 00pa3oBaTeIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPY MTPOBEJCHUH YICOHBIX 3aHATH:

Cemectp | Tum yueOHBIX 3aHATUI KomnuectBo
4acoB
2 Jlexuuu 4
2 CemuHapbl/J1a00paTOpHBIE PAOOTHI 12
Bcero: 16

O0BeM AUCIUIUTHHBI B (POpME CaMOCTOATEIbLHON PaboThl 00YYaIOIIMXCS COCTaBIsAET 56

aKaICMHUYCCKUX 4YaCOB.

3 Coaepxxanue TUCHMILTHHBI

Ne | HammeHnoBanue
pasnena
JTACIHUIIINHBI

Conep:xkanue

1 1.BBenenue.

IIpeamer, nenp u 3amaun Kypca. MIcTOUHMKY U JIuTepaTtypa 1o
Kypcy. XapakTepuCTHKa 3aKOHOJATEIIbHBIX, HOPMaTUBHBIX U
METOJMYECKUX JOKYMEHTOB, HALIMOHAJIbHBIX U MEKyHAPOIHBIX
CTaHJApPTOB 110 U3y4yaeMoi npodiaemaruke. MecTo Kypca cpeau
JIpYyruxX AMCUMILINH. B3auMocBsI3b Kypca ¢ AUCHUIIIMHAMU
«JloxymeHToBeieHrE», «OCHOBBI U TEXHOJIOTHS
JIOKYMEHTAllMOHHOT'0 00eCIIeUeHus yIIPaBICHUS» U JIp.
OcHOBHBIE IOHATHA Kypca: MEXaHU3alusl, aBTOMaTU3alus U
uHpopmaruzauusa IOY u apxuBHOTro 1ena, nHGOpMalOHHbIE
texnosoruu (UT), undopmarmonnsie cucremsl (MC),
KOPIOpaTUBHbIE HHPOPMAITUOHHBIE CUCTEMBI,
aBromatusupoBanusie cuctemsl JJOY (AC IOY), anekTpoHHbIE
JIOKYMEHTBI, IeKTPOHHBIN apXUB, ApXUB JIEKTPOHHBIX
JIOKyMEHTOB, aBTOMaTU3UPOBAHHBIE APXUBHBIE TEXHOJIOTUU U JIP.
ConocraBneHue MeKIyHapOJHOU U 0TeUeCTBEHHON MPpOodUiIbHON
TEPMHUHOJIOTUH. Posb Kypca B COBEPILIEHCTBOBAaHUM OpPraHU3aluu
paboThI C TOKYMEHTAMH B YIIPABJIEHUH, CO3JTaHUU ONTUMAJIbHBIX
yCIOBHUHA PabOTHI CITyK0 TOKYMEHTAIIMOHHOT'O 00ecreueHus
yIOpaBleHUs U apxuBa. 3HaueHHue NHPOPMaTU3aLMU apXUBHOTO
Jiena Ha coBpeMeHHOM 3Tarne. OcHOBHbIE MH()OPMAIIMOHHBIE
TEXHOJOruH, npumensiemsle B JIOY u apxuBHOM Jere.
WHdopmaninoHHbIe CBOMCTBA TOKYMEHTOB. 3aKOHOMEPHOCTH
pocTa U cTapeHus TOKyMEHTHON HH(pOpMaIiu.
ABTOMAaTU3MPOBAaHHBIE HH()OPMAIITOHHO-TIOUCKOBBIE CUCTEMBI U
ux kinaccugukanus. OtpacieBas cicTeMa HayYHO-TEXHUUECKOH
uHpOpMaLKU B 00JIaCTH JOKYMEHTOBEICHHS U apXUBHOTO JIea.

2 Pazgen 2. Ucropus
MeXaHU3aInud 1
aBTOMAaTHU3AI[HA

OrtaInbl aBTOMaTU3alMU apXUBHOTO Jiena B KoHle XIX — KoHLe
XX BB.: pa3BUTHE TEXHUYECKOTO 0OECIIeUeHMsI, HOCUTENEeH
uH(OpMAaIIKH, TPOTPAMMHOI0 M IMHTBUCTUYECKOT'O 00eCTIeUeHusl.
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ApPXUBHOTIO JIENa B
Hallle¥ cTpaHe U 3a
pyOexom

[lepBble LIEHTPBI XpaHEHUS] MAIIMHOYUTAEMBIX JOKYMEHTOB:
apXHBBI OTPACIEBBIX BBIYUCIUTEIbHBIX IEHTPOB U IJIaBHBIX
BbhIYMCIUTENbHBIX LIEHTPOB (I'BL]). Biusinue aBromaTtuzamuu B
opraHax HayyHO-TexHuueckor nHpopmarnuu (HTH) Ha apxuBHOE
JeN0. YUeTHbIe U HHPOPMAIIMOHHO-TIOMCKOBBIC
aBTOMAaTU3UPOBAHHBIE CUCTEMBI B apxuBax. IlakeTsl mpukiIagHbIX
porpaMM AJis apXUBHOTO Jena. MHpopManmoHHO-TOMCKOBBIC
Te3aypycbl. MexxapxuBHble aBToMatuznpoBanubie UIIC.
ABTOMAaTH3MPOBAHHAS CUCTEMA HAYYHO-TEXHUYECKOMN
unpopmanuu (ACHTU) na ocHose L{enTpasibHOTO

donnosoro katanora (LI®K) rocyaapcTBeHHOT0 apXUBHOTO
donga CCCP. ApxuBoBecHNE MAIITMHOYUTAEMBIX JIOKYMEHTOB
(MY]]). Buenpenune nHGOpMAIIMOHHOTO IMOAX0/1a B
apxuBoBenenue. Tpynasl B.H. ABrokparoBa, K.b. ['enbmana-
Bunorpanosa, K.W. Pynenscon, P.H. E¢umenko u ap.
[IpumeHeHrne aBTOMAaTU3MPOBAHHBIX CHCTEM 00paboTKU
n300paxxeHuit 11l pectaBpauuu JokyMeHToB (ACOW3).

OnbIT aBTOMATH3AIUHN ApXUBHOTO Jiena 3a pyoeskom B 1940-
1970-¢ rr. Obcyxaenne npodiaem nHPOPMATH3ALUN APXUBHOTO
nena Ha koHrpeccax MCA, co3ganue Komurera no
aroMatm3anmu MCA. Undopmarusanus B crpanax CILA,
3anagnoi EBpornbl, ctpanax COB. Coznanue AUIIC, navano
MIPUMEHEHHUS KOMITBIOTEPHBIX CETEH,

CO3J]JaHME apXHUBOB MAIIMHOYUTAEMBIX JaHHBIX. APXUBOBEACHUE
MaIIMHOYMTAEMBIX TOKYMEHTOB 3a pyoexom. Tpyzast [x. Poynca,
JIx. Tecrona, Y. lomnapa, M. Keppoua.

Pazpen 3.
HopmaTtuBHO-npaBoBas
0a3za nH(pOpMAaTH3aIUH
ApXHUBHOTO JIeTa.

PernamenTanust napopMaTU3aluy apXUBHOTO JIEJIa B POCCUIICKOM
3akoHoJarenbcTBe. 3akoH PD «O6 unpopmanmu,
MH(POPMALMOHHBIX TEXHOJIOTHAX U 3ammTe nHpopmarum», «O0
apxuBHOM Jiene B Poccuiickoii @enepaiiumy, 3aKOHbI CyOBEKTOB
denepanuu 1 Ipyrue HOpMaTuBHbIE akThl. [IpobiemMbl aBTOpCcKOTro
IpaBa M JI0CTyMa K 6a3aM JaHHBIX, 3alUTHl HH(OpMaIH,
nH(pOpMaLlMOHHOHN Oe30macHocTU. PernmameHTanus BOIpocoB
uH(pOpPMAaTU3aLUN APXUBHOTO JIeJla B TOCTAaHOBJICHUAX
[TpaButensctBa PO, cydobekToB (henepannu, npukasax Pocapxusa
U IpyTUX HOPMATUBHBIX aKkTax. denepanbHble U perHOHAIbHbIE
porpaMMbl HH(popmaTu3auu apxuBoB. Konnenmus
uHpopMaTu3aluu apxuBHoro aena B PO, nporpamma
uHpopmaruzannu PeneparbHOro apXUBHOTO areHTCTBA U MOJI-
BEJJOMCTBEHHBIX eMy yupexaeHnid Ha 2011-2020 rr.
HopmaTtuBHo-MeTonnueckue pa3paboTku PocapxuBa u apXUBHBIX
yupexaenuit.«IIpaBuna opranuzanuu XpaHeHuUs],
KOMIUIEKTOBAHHUSI, yUeTa U UCIIOJIb30BAHUS JOKYMEHTOB...» B
rOCy/apCTBEHHBIX, MyHUIUTIIAIIBHBIX apXUBaX, My3€sX,
oubnmnorekax, apxusax PAH 00 nndpopmaTuzanum apxuBHOTO
JIeJIa U XpaHEHHUH dJIEKTPOHHBIX 10KyMEHTOB. KoHuenuus
nH(pOopMaTH3aluy apXuBHOTO Jiena B Poccuu;

oTpacieBast mporpamma nHpopMaTH3aluu apXuBHOTO aena B Poc-
cun. GenepanbHas neneBas nporpamMmma « IeKTpoHHast Poccusi»
Ha 2002-2010 rr. (2002 r.) u apxuBslL. [lepcriekTuBHOE U TEKyIIee
IUTaHUpOBaHKe paboThl 1o HHpopMaTuzanuu oTpaciu. [Inans
HUP. Posp @enepanbHoro apxusHoro areHrcrsa 1 BHUIMJIA L
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L{enTp nuopManmoHHBIX TexHONOTUH Pocapxusa. JleareapHOCTH
DKCIEPTHOM KOMUCCUH MO aBTOMAaTU3UPOBAHHBIM aPXUBHBIM
texnonorusim Pocapxusa. Cexuust LIC Poccuiickoro obmecTsa
UCTOpUKOB U apxXUBHUCTOB (POMA) «DnekTpoHHbIE TOKYMEHTHI U
ApXUBBL: MPOOJIEMBI U pelieHus». MexTyHapoaHbie (GopMaThl 1
crangaptel onucanust. Crangapt ISADC(G) (1994).

Paznen 4.

OcHOBHBIE OOBEKTHI K
TIPUHIHITBI
aBTOMAaTH3aLNH
aApXUBHOTO JICJIa.

OOBbeKTHl, MPUHIUIIBL, 1IEJIH, 33]]a491 U HAIPaBICHUS
uHpOpPMATHU3ALMU apXUBHOTO Jiena. Buisl nHGOPMaLMOHHBIX
TEXHOJIOTHil, IPUMEHIEMbIX B apXUBHOM JeJIe.

Opranuzanus HHPOPMATU3ALUN HA YPOBHE apXUBa.
[TnanupoBanue padoTsl 1o BHeapeHU0 AAT B apxuBax.
[Tporpammsbl nH(pOpMATH3ALMY OTACTBHBIX (DeaepaIbHBIX,
LEHTPaJIbHBIX pecnyOIMKAaHCKUX U FOCYAapCTBEHHBIX KPAEBbIX,
00J1aCTHBIX, MyHUIIMIIAJIbHBIX apXUBOB. CTPYKTYpHBIE
MoJIpa3/iesieHusl apXuBa, OTBEYAIOIINE 32 HH(DOPMATHU3AIIHIO.
Oranel BHenpeHust AAT B apxuBe. Jtansl BHeApeHus AAT B
apxuBe. BbiOop mporpaMMHOTo o0ecrieueHus U pa3padoTyHKa.
CxapiBaHHE COBPEMEHHOI'O PbIHKA IPOIPAaMMHOT0 00€CTIEUEHUS
B 00nactu apxuBHOTO jena. LleHTpsl pa3paboTuyuku mporpamMm
JUIsL apXUBHOM OTpAciiv: apXUBbI, CHCTEMHbBIE HHTETPATOPBI,
Hay4YHBIEC yUpEeKIeHUs U By3bl. [locTaHOBKA 3371241 U
TeXHUYECKOe 3a1anue. JloroBop ¢ pazpaboTIYMKOM. Y CTaHOBKA

U ajanranus nporpammel. [IpoGiemMa KOHBEpTHPOBAHUS TaHHBIX B
HOBBIE Bepcuu rporpaMmMbl. OOyueHue nepcoHaia.

Pasznen 5. bassl jaHHBIX
B apXUBHOM JIEJIe.

CucreMsl ynpaBieHus: 6a3amMu JaHHBIX, IPUMEHSIEMbIC B apXUB-
HOM Jene. PensininonHas u uepapxudeckas CTpyKTypa 0asbl
nanHbix.IlocTpoenue nHQoOIOrHUECKON MOICTH U
natanornyeckoit moaenu bJ1. Beibop TvnoB o0beKTOB, UX
aTpulyTOB, HACHTU(HUKATOPOB OOBEKTOB, OMPEICTICHUE TUIIOB
CBsI3€i, BEIOOP MOJIETTH JaHHBIX, CTPYKTYPHUPOBAHHE JIAHHBIX,
npoekTupoBanue oTueToB. [Ipobiema co3naHus TUTIOBOTO
(o0meoTpacieBoro) MporpaMMHOTO 0OeCTIeYeHUsI.
OyHKIMOHANBHBIN oaxoa (pa3pabotkn BHUN-

JAJl) n uaterpupoBaHHbli Toaxo (pazpaboTku Pocapxusa).
WuTerpupoBanHas MoJielnb HHPOPMAIIMOHHOM CUCTEMBI apXUBa,
OCHOBaHHOM Ha MHOTOYpPOBHEBOM onucaHuu. CUCTeMbl
yOpaBlieHus: 6a3amMu TaHHBIX, IPUMEHSEMbIC B apXUB-

HOM JIeJIe.

Pazgen 6. IlpuknagHoe
MPOrpaMMHOE
obecrieyeHue st
ABTOMAaTU3UPOBAHHBIX
APXWBHBIX TEXHOJIOTHH

(AAT).

Busl 1 pa3HOBHIHOCTH aBTOMAaTH3UPOBAHHBIX
MH(OPMALIMOHHBIX CHCTEM B apXuBHOM jene. [Ipu3naku
KJaccu(uKanuy HHOOPMAITMOHHBIX CUCTEM: YPOBEHb MHTETPAIHH
JTAaHHBIX B paMKax apXuBa, HA3HAYEHUE CUCTEMBbI (yueTHas,
WH(POPMAIIMOHHO-TIONCKOBAsI, 3 IMIHUCTPATUBHO-
yrpaBieH4YecKas); GYHKIUU CUCTEMBI (yUeT, KOMIUIEKTOBaHHUE,
CIIPaBOYHO-TIOMCKOBBIE CPE/ICTBA, UCIIOIB30BAHHE H JP.);
YPOBEHb ONMCAHUS JaHHBIX (MeXapXHUBHbIE, MEK()OHIOBBIE,
BHYTpU(DOHAOBEIE); 00bEKT onrcanus (HoHa, ONUCH, AETO,
JIOKYMEHT); BUJI TPAJUIIMOHHOTO CIIPABOYHUKA (3JIEKTPOHHAs
OIIHCH, KATaJIOT U JIP.); BU apPXUBHOTO YUPEKICHUS
(uH(MOpPMAIOHHBIE CUCTEMBI JUIsl ApXHUBOB OpraHU3aluH,




rOCy/apCTBEHHBIX U MyHHUIUNIAJILHBIX aPXUBOB,

OpraHOB yMPAaBIICHUsI ApXUBHBIM JesioM), popma peanmm3aruu (ITK
u JIBC, HTepHeT, THpa)kupoBaHUE HA HOCUTESIX).
CoBpeMeHHbIE aBTOMAaTU3UPOBAHHBIE APXUBHBIE TEXHOJIOTHUH:
IIPOrpaMMBbl JUIsl aBTOMATU3aLUHU yueTa, KOMIIJIEKTOBaHMS,
AKCIIEPTU3BI IEHHOCTH, 00ECTIEYEeHUSI COXPAaHHOCTH,
MCII0JIb30BaHUs JOKYMEHTOB, aBTOMaTU3UPOBAaHHbIE
MH(OPMaLMOHHO-TIOUCKOBBIE cUcTeMbl. IHTEerpupoBaHHbIe
MHOTO()YHKIIHOHAJIbHBIE TIporpaMmbl. MHpOpMamonHsie
npouecchl U GYHKIUHU B cUCTEME «YYeT apXUBHOTO (hOHIa»
(MucodT). O6meoTpacieBast cHCTeMa aBTOMAaTH3UPOBAHHOTO
ydera ToKyMeHTOB ApxuBHOTo doHaa PD. [IporpamMmmer
«ApxuBHBIH (HoHIY, «DOHIOBBIN KaTanor». MexxapXuBHbIe 0a3bl
JAHHBIX (peecTp YHUKAIBHBIX JOKYMEHTOB ApXUBHOTrO (poHIa,
aBromarusupoBanHblii HOK, «ApxusHas Poccuka» u np.).
Hndopmaruzanus apxuBoB opranusanuii. OCHOBHbIE IPOOIEMBI
KOMIIbIOTEepU3alui HHPopManoHHoro noucka. UIIC
JTOKyMeHTajbHbIe U pakTorpaduueckue. Knaccudukarus
MH(}OPMaLlMOHHO-TIOUCKOBBIX S3bIKOB. becTe3zaypycHbii
nouck. Tezaypycsl U ux penakrupoBanue. Kinaccudpukaropsr
JIOKYMEHTHOM MH(OpMalMi — UX YHU(UKALUS U
penaktupoBanue. Crangaptusanus GopmMaToB onucaHus
nokymeHToB. EKJIW. DnexTpoHHbIE TyTEeBOIUTENH, OIIUCH,
Karasioru, ykazarenu. Mexapxusasle AUIIC. bank nanHbix
«Kuura namsitny, « ApxusHas Poccukay, ALIOK.
[TonnorekctoBbie AUIIC. MHTErpupOoBaHHbBIE TOUCKOBBIE
CUCTEMBI U IPOrpaMMHOE 00eCIIeUeHUE JJI UX pealIn3alii.
Omnpit ['1aBapxuBa r. Mockssl, ' AP®, Apxusa PAH,
pErMoHaANBHBIX apxuBOB. IIporpammuslii komiuieke «Kancca-
ApxuB» U €ro BHepeHne. MeXlyHapOIHbIE IPOEKTHI
KOMIIBIOTEPU3ALMN ApXUBHBIX TEXHOJOTUN — «APXUB
Komunrepna», «CBAI'».

Paznen 7.
WHTEepHET-TEXHOJIOTNH
1 HQOpPMAIIHOHHEIE
pecypcesl,
WCTIONIb3yEMBIE B
apXUBHOM JIeTe.

[TpuMeHeHHe ceTeBbIX TEXHOJIOTHI B MHPOPMALMOHHOM
obecrieueHnn padOThl APXHUBOB, CO3/IAHUH MEKAPXHUBHBIX
MH(OPMALIMOHHO-TIOMCKOBBIX CIIPAaBOYHHUKOB, YIIPABIECHUH
oTpacibto. ['11006anbHbIe BBIUUCIUTENbHBIE CETH U apXUBBHI.
[TpoGnema co3iaHus pecypcoB OTEUECTBEHHBIX apXUBHBIX
yupexeHuit B Intepuere. O6merocy1apcTBEHHbIE apXUBHBIE
nopransl — «ApXUBBI YKpauHbDy; « ApXuBbl benopyccumn»;
«Apxussl JIuts». Caiit PocapxuBa «Apxussl Poccuny.
Metoauueckue ykasanust Pocapxusa 1o co3gaHuio caira
ApPXUBHOTO YUPEXKACHUsI. XapaKTepUCTUKA NH()OPMALIMOHHBIX
pPECypcoB POCCUIICKUX apXHBOB B TJI00AIbHON CETU: CAMTBI
npejcTaBuTeNbekue U HayuHble. [Ipo6iemsl myonukanuu HCA u
JokyMeHTOB B MIHTepHeTe. bubnuoreku ccpuiok. CaT « ApXUBBI
mupay JOHECKO. Opranuzanus 10CTymna K 3JIeKTPOHHBIM
pecypcam o 1oKkyMeHTax ApxuBHoro ¢onaa PO, pazmenieHHbIM
Ha noptane «Apxusbl Poccun», B ToM unciie «LlenTpanibHOMY
(boHI0BOMY KaTasory»; «PeecTpy yHUKaJIbHBIX JJOKYMEHTOBY.
Coznanue «Eaunol nHTerpaninoHHON miat(opmsl
MH(OPMALIMOHHBIX PECYPCOBY» POCCHUICKUX apXHBOB.
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8 | Pasgen 8. Texuomorust | IIpobiema coxpaHeHMs 271€KTPOHHBIX JIOKyMEHTOB Ha

XpaHCHHUs STICKTPOHHBIX | coBpeMeHHOM ATarne. [Tonstus « MUy, « IMH», «351ekTpoHHBII
AOKYMCHTOB M 3alUTa | noxymeHT» (D/]) 1 X HOPMATUBHO 3aKPEIJICHHBIEC Ae()DUHUITIH.
HH(OpMALIH B Huckyccun o npupoze 1. OcoGeHHOCTH MAIIMHOYATAEMBIX
MH(OpMAIHOHHEIX JIOKYMEHTOB KaK 00BEKTOB apXUBHOTO XpaHEHHs. Bompockl
cHeTemax. IOPUAMYECKOM CHUITBI U «JI0KA3aTeNbCTBa» HA/IEKHOCTU HOCUTENICH,
OTJENIEHHOCTH HH(OPMAIIUK OT HOCUTES,, HEOTPAHUYEHHOCTH
BOCIPOM3BEICHUS] OPUTHHAJIOB, BEICOKON ce0€CTOMMOCTH
XpaHEHUs; CTAPEHUE TEXHUYECKOTO U IPOTrPaMMHOTO
obecnieueHus; popMaTHON HECOBMECTUMOCTH, ONUCAHUS

u 1p. [IpaBoBoe perynupoBaHue ropuaudeckoil cuibl /1 B Hamien
CTpaHe U 3a pyOe:koM. DIIeKTpoHHAs LU(POBast MOAMKCH.
TexXHOJIOruH ONepaTUBHOTO XPAHEHHUS HIIEKTPOHHBIX JOKYMEHTOB
(3ammTa oT BUPYCOB, COOEB 3JIEKTPONUTAHUS, PE3EPBHOE
KoIupoBaHue u Ap.). [[pobiema 101roBpeMEeHHOT0 XpaHEHHs
AIIEKTPOHHBIX IOKYMEHTOB U MOJACPKAHUS UX ayTEHTHYHOCTH.
Oco0eHHOCTH KIacCu(UKAINK, yUeTa, OMMCAHNUS U SKCIIEPTU3HI
[EHHOCTH JIEKTPOHHBIX JJOKYMEHTOB. TpeboBaHus
MH(POPMALIMOHHON 0€30MaCHOCTH K aBTOMATU3UPOBAHHBIM
cucremaM B JIOY u apxuBHOM fenie. OCHOBHbIE HAaIIPaBICHUS U
MEpHI 110 3aIUTe HHPOPMALIUK OT HECAHKITMOHUPOBAHHOTO
noctyna. Co3nanue 3eKTPOHHOTO (OH/1a TTOTIH30BaAHUS.
Cosznanue LleHTpa XpaHeHHUs IIEKTPOHHBIX JJOKYMEHTOB
POCCUHCKHUX apXHBOB.

4 Oo0pa3oBaTejibHbIE TEXHOJIOTHH
J1is ipoBeieHuUs yU4eOHBIX 3aHSATHUH 110 JUCIUIUIMHE UCIIOJIb3YIOTCS pa3InuHbie 00pa30BaTeIIbHbIC
TeXHOJoruu. JJis1 opraHu3anuu y4eOHOTO IMpolecca MOXKET OBITh HCIIOJIb30BAHO AJICKTPOHHOE
oOydeHue U (UJIM) TUCTAaHIIMOHHBIE 00pa30BaTeNbHbIC TEXHOJIOTHH.

5 OueHka IJIAHUPYEMbIX Pe3yJIbTATOB 00y4YeHUSs
5.1 Cucrema oleHUBaHUA

DopMa KOHTPOJIA Makc. K0JIH4ecTBO 0aJ1710B
3a ogny |Bcero
padory

Texynmit KOHTPOJIb:

- onpoc Ha npakmuyeckom 3auamuu |5 6annoe |30 bannos
- KOHmpobHas paboma (pepepam,) 10 10 6annos
- pabouas mempaosb cmyoeHma 5 6annos |20 bannos

(memwr 1-3),

/[151 cmyOoenmos 3a04H020 omoeieHus

1-4

[TpomexyTouHas arTecTanus 40 6annos

(umozosasi KOHMpoIbHAs paboma)

Hroro 3a cemectp (Oucyuniuny) 100 6annos

3auém

[Tonmy4yeHHBIH COBOKYMHBIHN pe3yIbTaT KOHBEPTHUPYETCS B TPATULIMOHHYIO KAy OLIEHOK U B
nikany oueHok EBponeiickoil cucreMsl nepeHoca u HakorsieHus: kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBUM ¢ TaOiMLIEH:



11

100-6annbpHas TpaionHas mKaa Hlkana
IKaza ECTS
95 -100 A
8394 OTIIUYHO B

68 — 82 XOpOIIO 3a4TEHO C

56 — 67 D

50 _55 yJIOBJICTBOPUTEIILHO E
20-49 FX
0_19 HEYJIOBJICTBOPUTEIHHO HE 3a4TCHO =

5.2 KpnTeplm BBICTABJICHUA OLICHKH 110 JUCHHUIIJIMNHE

Bayuisr/
Hlxkama ECTS

Ornenka 1o
IUCLUAIIINHE

Kputepuu onieHku pe3yiabTaToB 00ydeHus MO JUCIUIUINHE

100-83/
AB

«OTJIHUYHO»

BricraBnsercst o0ydaromiemMycs, eciu OH rI1yO0Ko 1
MIPOYHO YCBOMJI TECOPETUUYCCKHIA U TIPAKTUICCKUI
MaTepHall, MO>KET IPOJIEMOHCTPUPOBATH 3TO HA 3aHATHUAX U
B XO0JI€ IPOMEKYTOUHOM aTTECTAIIHH.

OO0yuaromuiicsi HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
M3JIaraeT yueOHbIH MaTepuall, yMEET yBSI3bIBATh TCOPHUIO C
MPAKTUKOH, CIIPABIISETCA C pEIIEHUEeM 3a7ad
npoeCCHOHATLHON HANPaBICHHOCTH BHICOKOTO YPOBHS
CIIO’KHOCTH, MPABIJILHO 00OCHOBBIBACT MTPUHSATHIC
peIIcHHS.

CB000IHO OpUEHTHPYETCS B yUeOHOH 1
npoeCCHOHAIILHOM JINTEpaType.

OrneHka no JUCHUILTHHE BBICTABISAIOTCS 00ydaromeMycs ¢
Y4ETOM pE3yIbTaTOB TEKYIIEH U IPOMEKYTOUHOU
aTTeCTalluU.

Komniereniuu, 3aKkpeni€éHnble 3a JUCUUTITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUIIY.

82-68/

«XOpOLIO»

BricTaBnsiercs 00y4aromemMycsi, €CiIi OH 3HaeT
TEOPETUUECKUN U IPAKTUYECKUN MaTepHa, FpPaMOTHO U IO
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B X0/
IIPOMEKYTOYHOU aTTECTallUU, HE TOIYyCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics IpaBUIbHO PUMEHSET TEOPETHUECKHE
MTOJIOYKEHUS MTPU PEIICHUH TPAKTUYECKHX 3a/1a4
npo¢eccCHOHATbHON HAaNpaBIEeHHOCTH Pa3HOTO YPOBHS
CJI0KHOCTH, BJIaJIeeT HEOOXOIUMBIMHU JJIsl 3TOTO HaBBIKAMU
U IIpUEMaMU.

JlocTaTOYHO XOPOIIO OPUEHTUPYETCS B yUeOHOU U
npo¢eCcCUOHATILHOM JIUTepaType.

OneHka no JUCHUILIMHE BBICTABIISIOTCS 00y4JaromeMycst ¢
y4E€TOM PE3YJbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTeCTalUU.

Komnerenuu, 3akpeni€HHble 3a AUCUUTIIMHOM,
c(hOopMHUPOBAHBI HA YPOBHE — «XOPOIITHIN.
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Bannsl/ Onenka no Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE
Ixana ECTS | gucuuniuge

67-50/ «yIIOBJICTBOPH- BricTaBnsercst o0ydaromemMycs, eCiu OH 3HaeT Ha 6a30BOM
D,E TEJILHO YPOBHE TEOPETUYECKUI U IIPAKTUYECKUNA MaTepual,
JIOTYCKaeT OT/JENIbHbIE OMIMOKH MPH €T0 U3JI0KEHHUU Ha
3aHATUSX U B XOJ1€ IPOMEKYTOUHOM aTTECTalUH.
OOyyaromuiics UCIIBITHIBACT OMpeIeIEHHbBIC 3aTPYAHCHUS
B IIPUMEHEHUU TEOPETUUECKUX MOJIO0KEHUH IPU peLIeHUN
MPaKTUYECKHX 3a71a4 MPpo(hecCHOHaAbHOM HalIPaBICHHOCTH
CTaH/IapTHOI'O YPOBHS CII0)KHOCTH, BJIAJIEET
HEO0OXOIUMBIMHU ISl 5TOTO 0a30BBIMHM HAaBBIKAMU U
IpUEMaMH.

JleMOHCTpUpYET JOCTaTOYHBIN YpOBEHb 3HAHUS yUeOHON
JUTEPATYpPHI 110 TUCLHUIUIMHE.

OneHka no JUCHUILTMHE BBICTABISIOTCS 00ydarolemMycs ¢
y4E€TOM PE3YNIbTATOB TEKYILEW U IPOMEKYTOUHOU
aTTecTalluu.

Komnereniuu, 3aKkpeniénnble 3a JUCUUILTMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBINY.

49-0/ «HeyaoBieTBopuTe | BricraBnsercs oOyuarouiemycs, €Clii OH HE 3HaeT Ha
FFX JILHOY 0a30BOM ypOBHE TEOPETUUYECKUIN U MPAKTUUECKUN
MaTepual, J0IycKaeT rpyOble OmMUOKH P €ro
U3JIOKEHUHU Ha 3aHATUAX U B X0JI€ IPOMEXKYTOUHON
aTTeCTallUu.

OOyuaronuiicss UCTIBITHIBAECT CEPhE3HBIE 3aTPYAHEHUS B
MIPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH NPU pELIeHUH
MPAKTUYECKHX 3a/1a4 PO(HheCCHOHAIbHONW HAlpaBIEHHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, HE BJIa/I€ET
HEOO0XOMMBIMU JIJISl 3TOTO HaBBIKAMU U MIPHUEMaMHU.
JlemoHcTpUpyeT (hparMeHTapHbIE 3HAaHUS YUYEeOHON
JIUTEPATYPHI 110 TUCLUIIIVHE.

OneHka no JUCHUILIMHE BBICTABIISIOTCS 00ydarolemMycs ¢
y4E€TOM PE3YNbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTeCTalllu.

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

5.3 OueHoYHbBIE cpeacrsa (MaTepI/IaJ'lbI) AJISA TEKYHIEro KOHTPOJIA
YCIIeBaeMoOCTU, HpOMe)KyTO'-IHOﬁ aTTeCcTallum oﬁyqammnxcsl Imo
AUCHHUIIJIMHE

Ilpumepnvie mecmul 0na OaUY-KOHMPOILHOU padOmMbL.

Bapuanm 1.

1. OGmeoTpaciaeBoe MporpaMMHOE 00ECTICUCHHE apXUBOB ATO —

A. equHbIE TTpaBUiIa CO3/JaHNUs HH(POPMALIMOHHBIX PECYPCOB PErHOHa;

b. CANHBIC CTAHAAPTHI OIMMCAHUSA apXHUBHBIX JOKYMCHTOB;

B.obuiepoccuiickue kinaccudukaTopsl JOKYMEHTHOW HH(POPMALINY;

I. nmporpamMmbel  WJIM  KOMIUICKCBI IIporpaMMm, MNOpP€AHAa3HAYCHHBIC [JId aBTOMaTU3allun

OHpCﬂeHCHHOﬁ TCXHOJIOI'H B OHpCHeHeHHOﬁ KaTCropnuu apXmuBHBIX yqpexc,ueHI/Iﬁ.

2. JIuarBucTHUecKoe oOecreueHue HH(i)OpMaHHOHHO-HOHCKOBOﬁ CHUCTEMBI 3TO —
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A. KOMIUIEKC MPHUKJIAIHBIX TIPOTPAMM;

b. cucrema ynpapnenust 6azamMu TaHHBIX;

B. COBOKYITHOCTh MCKYCCTBEHHBIX HHPOPMAIIMOHHO-TIOMCKOBBIX SI3bIKOB U CPEJICTB IMIOUCKA;

[". COBOKYMHOCTh  MpPOTPaAaMMHO-aNMapaTHBIX CPEICTB BBOJAA, OOPAaOOTKM W XpaHEHUs
uHpopmanuu.

3. OCHOBHBIM NPUHIXIOM HH(OPMATU3ALNN APXUBHOTO JeJIa SBISIETCS TPUHIIMIT :
A. co3nanus pacnpeeeHHbIX HH(POPMAIIMOHHBIX PECYPCOB;
b.MozxepHM3ay NpuMeHsSeMbIX TEXHOJIOTHI M IPOTPaMMHOT0 00ECTICUEHHS;
B.BHGI[peHI/HI HCKIIIOYUTCIIbHO MCKAPXUBHBIX I/IH(i)OpMaHI/IOHHO-HOI/ICKOBBIX CHUCTEM,
I'. mpeeMCTBEHHOCTH TPAJUIIMOHHBIX U ABTOMAaTU3UPOBAHHBIX TEXHOJIOTUI MEXIY COOO.

4. Bueapenue nHGOPMAIMOHHBIX TEXHOJIOTHI B MaciiTabax apXMBHOM OTpaciid peryjiupyercs u
IUIAHUPYETCS COTTIACHO

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

b. apxuBHOMY 3aKOHOJATENBCTBY CYOBEKTOB (hereparium;

B.«OcHOBHBIM npaBuiaM pabOThl apXUBOB OPraHHU3AINI;

I'. «IIporpamme nnpopmatuzannu denepabHOTO APXUBHOTO ar€HTCTBAY,

5. OcHOBBI BHEJIpEHHSI aBTOMAaTU3UPOBAHHOI'O y4€Ta U CIPaBOYHO-NTOUCKOBBIX cpeacTB (AUIIC)
B MYHUIUNAJIbHBIX apXUBaX 3aKPEIICHbI

A. B 3akoHe «O0 apxuBHOM Jeiie B POy;

b. apxvBHOM 3aKOHOJATEILCTBE CyOBEKTOB (hesiepaluy;

B. «OcHoBHBIMU NpaBUIaMH paOOThl ApXUBOB OpraHU3aLUI;

I'. «IIpaBunamMu opraHu3zalvy XpaHeHUs, KOMIUIEKTOBaHMS, y4eTa U UCIIOJIb30BaHUS JOKYMEHTOB
A® PO u 1pyrux apXuBHBIX JOKYMEHTOB B FOCYAAPCTBEHHBIX U MyHUIIUTIAIBHBIX apXUBAX».

6. EnunHas aBTOMaTH3MpOBaHHAs OTPACIIEBasi CUCTEMA BHEIPEHA B apXUBHOM JI€JIe B 00J1acTH
A. KOMIUIEKTOBaHUsI apXUBOB;

b. sxcnepTr3sl HEHHOCTH I0KYMEHTOB;

B. yuera 10KyMEHTOB;

I'. ucnonp30BaHusl JOKYMEHTOB.

7. BHenpeHue o011eoTpaciaeBbIX IPOrpaMM B apXUBHOM JIeJi€ CLIOCOOCTBYET

A. MOIepHM3alUU TEXHUUYECKOTO 00eCTIeYeHHsI apXUBOB;

b. noBblienno 3 PeKTUBHOCTH MJIaHUPOBAHUS pabOYero BpeMEHU apXUBUCTA;

B. coznanuio yHMKanbHBIX HH(OPMAIIMOHHO-TIOUCKOBBIX PECYPCOB;

I'. uaTerpauuu u yaudukanuu GopMaToB JaHHBIX U CO3JaHUIO MEXKAPXUBHBIX HH(POPMAIIMOHHBIX
CHCTEM.

8. C menpbio co3ianus cTpaxoBoro GpoHaa U PoH/a MOTH30BAaHUS B apXHUBaX MPUMEHSETCS
A. MyJTbTUMEININHBIE TEXHOJIOTHH;

b. nH(bOpMaIIMOHHO-TIOUCKOBEIE CUCTEMBI,

B. ceTeBBIe TEXHOIOTHH,

I'. TexHOMOTHSI OITUGPOBAHUS.

9 . Lenbto nH(pOpMaTH3aLIMK APXUBHOTO JIENIa SBIISETCS:

A. ObecrieyeHne yaaJeHHOTO JOCTyNa MojIb3oBaTeneil K MHGOPMaIMOHHBIM pecypcaM apXUBOB;
b. IloBpIlIEHNE TOYHOCTH U ONIEPATUBHOCTH Y4eTa JOKYMEHTOB;

B. Co3nanue panvoHaJIbHOM CUCTEMBl KOMIUIEKTOBAHUS, XpaHEHUs W MOHCKa MHGOpMaruu
ApxusHoro ¢ponja PO ¢ nomorpio nHPOPMAITMOHHBIX TEXHOJIOTHIA;

I'. Bce BhllIenIepevrCIEHHOE.
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10. DnekTpoHHBIE TOKYMEHTHI BKIIFOUEHBI B cOcTaB ApxuBHOTro Gonma PO
A. Ha ocHoBanuu ¢enepanpHoro 3akona «O0 anekTpoHHOH mudposor moxmucu» Ne 1-@3 ot

10.01.2002

b. H a ocHoBanum ¢enepansHoro 3akona Poccuiickoit @enepannn «O0 apXuBHOM Jene B
Poccuiickoit ®enepanmu» Ne 125-03 ot 22.10. 2004.
B. Ha ocnoBanuu enepanbuoro 3akona «O0 nnpopmanmu, HHOOPMAIIMOHHBIX TEXHOJIOTHIX U
samute napopmarum» Ne 149- @3 ot 27.07.2006
I'. Ha ocHoBanuu enepanbpHoro 3akoHa «O0 00s13aTeTbHOM 3K3eMILIIpE JOKyMEeHTOB» Ne 77-03

o1 29.12.1994

Bapuanm 2.

1. ba3a 1aHHBIX C IPUBEACHHBIM HIKE IEPEYHEM I10JIEM B apXUBE UCIIOJIb3YETCS JIJIS:

A. KoMmmiekToBaHus.
b. Yuera nokymeHTOB.

B. IToncka 1OKyMEHTOB U JJOKyMEHTHOW MH(POPMAIIUH.
I'. KoHTpOJIsI HCTIOJIHEHUS 3aIIPOCOB.

Apxue \Haszsanue B/{ [ lons.
I"A Teepckoti obnacmu «Pewenus u pacnopsoicenusa\Pane yupesicoenus
(npumensemcs [Kanununckozo 20p0o0ockoeolBuo doxymenma,

maxoice 6 apxueax Tiomenu u
Tobonvcka oAl
Kamanoauzayuu ¢onoog
LUCNOTIKOMOB 20PCOBEMO8)
MH(POPMHUPOBAHUE TpaxaaH O
CO3/TaHHBIX UMH
WH(POPMAIMOHHBIX pecypcax

coeema H.0. 1980-91 22.»

We ookymenma,

\Hauanvnas oama;

\Koneunas oama,
Cooeporcanue;

[ "eoepacghus;

Ompacnv,

\Ha3zeanue yupesicoenus, 8 OMHOUEHUU
KOMOpo2o NPuHAm OOKYMeHN,
Dono No;

V[eno No;

Onuce No;

VIucm No.

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

B. CD-ROM

I'. DnexTponnsiit myreBoautens mo PICA HT/I.

3. K mexxapxuBHBIM 6a3aM JaHHBIM OTHOCSTCS
A. AnHoTupoBanHbIi peecTp onuceld PI'A BM®;

b. Omwuce dbonma

Cubupckoro-renepan

rybepHaTopa

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

B I'A Owmckoii o0Onactu;

B. Ilporpamma «Yuer apxuBHoro gonaa» B ['ocapxuse Boponexckoii obnactu;
I'. PeecTp yHHKaIbHBIX TOKYMEHTOB ApxuBHOTO ponga PD.

4. UnrerpupoBaHHble 0a3bl JAHHBIX OTINYAIOTCS:

A. HaJMYUeM OMMCaHUI JOKYMEHTOB Pa3HbIX ()OHIOB;
b. Hanu4rem onucaHuil JTOKYMEHTOB Pa3HbIX 3I10X;

B. HanmuuueMm pa3HbIX ypoBHeW onucaHus ((POHM, OMHCH, 1E10 U Jp).
I'. Hanmuumem onucaHuil JTOKYMEHTOB Pa3HbIX APXUB
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5.Y4erHble 0a3bl JaHHBIX IPEIHA3HAYCHBI IS
A. OCYIIIECTBIICHUS CTATUCTUYECKHUX OTIEPALIHiA.
b. opranuzanuu sKcriepTU3bl HEHHOCTH;

B. onpenenenus cpoKoOB XpaHEHHS TOKYMEHTOB;
I'. mowcka TOKyMEHTHON HH(OpPMAIIHH;

6. K aaMMHHCTpaTUBHO-YIIPaBIEHUECKUM 0a3aM JaHHBIX OTHOCSATCS:
A. BJl o yueTty 1OKyMEHTOB B apXHBE;

b. b/] o ydery ncnoJib30BaHus JOKYMEHTOB B apXUBE;

B. B]1 «Karasior peiieHuii ropucroikoMa B TOPOJCKOM apXHBE;

I'. B/l 1o BeAEHUIO INIAHOBO-OTYETHOM JTOKYMEHTALMK B apXUBAX

7. K ua(opManimoHHO-TIOUCKOBEIM 0a3aM JaHHBIX OTHOCSTCS

A. BJl o yueTty 1OKyMEHTOB B apXHBE;

b. b/] o ydery ncnoJib30BaHus JOKYMEHTOB B apXUBE;

B. B]I «Karasior peiieHuii ropucrojikoMa B TOPOJCKOM apXHBE;
I'. B/l o BeAEHUIO INIAHOBO-OTYETHOM JTOKYMEHTALIMM B apXUBAX

8. baza maHHBIX CO CIACAYIOMIMMU TOJISIMH SIBIISICTCSI:
A. YaeTHoit

b. NUHTErpupOBaHHOMN.

B. AaMuHHCTpaTUBHO-YTIPABICHUECKOM.

I'. IIoTHOTEKCTOBOIA.

Apxue \Hazeanue oazvillons
Oannblx
[[AOIM «ObwecmeenHo- 1. Haumenosarnue opeanuzayuu,
noaumuveckue napmuy| 2. Hanpasnenue dessmenvnocmu napmuu,
U OBUIICEHUSY 3. Buo doxymenma;
4. 3aconosox 0okymenma
5. [lama ooxymenma,
6. Ilornoma mexcma;
7. Cnocob socnpouszsedenust;
8. IloonuuHocmo;
9. Bpems nocmynienus 6 apxus;
10. [Touckoewvie oannvie,
11. Texcmul ycmasos u npoepamm napmuii.

9. baza gaHHBIX CO CIEAYIONIMMU MOJISIMHU SIBISIETCS:
A. YuerHoM

b.ITouckoBoM.

B. AIMMHUCTPAaTHBHO-YIIPABIEHYECKOM.

I'. IloTHOTEKCTOBOIA.

Apxue Haszsanue b/{ Hona

[XU]IK (PI'BA) |b/] no eoennonnennvim|l. @amunus
epasicoanam ['epmanuu,|2. Hmsa
Snonuu. Aecmpuu,|3. HUms omya;
Hmanuu, 4. Jlama pooicoenus
VItokcembypea, 5. Mecmo poowcoenus;
Benzpuu, Honvwu|6. Mecmo scumenvcmaa;
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nepuooa emopotl| 1. Bepoucnogedanue,
muposoti  eotinbl  (n0|8. Cemetinoe nonoxcenue;
ponoy I'VIIBU). 9. Ilpogeccus;

10. Bounckoe 36anue;

11. Bounckasa uacmo,

12. Mecmo naenenus;

13. Mecmo coodeporcanus (naceps);
14. Mecmo 3axoponenus.

10. ba3za naHHBIX CO CIEAYIOUIUMHU MOJISIMU SIBJISICTCS:
A. DIIEKTPOHHOH OMKCHIO

b. DnexkTpoHHBIM KaTaJ0TrOM.

B. DnekTpoHHBIM yKa3aTenem.

I'. DJIEKTPOHHBIM IYTEBOAUTEIIEM.

Apxues \Hazeanue 6asvl oannvix  |[lons Omuyembi
"ocyoapcms|bJ] «Mempuueckue knueun|l.Ye30. [ lepeuenv MmempuuecKux KHUS
CHHbIL -c 1720 no 1916 2. 2.Hacenennwiii nynxm. no oame, MeCMONIOHNCEHUIO
apxue 3.1]epxosb, npuxoo, cobop. npuxooa, yepKsu.
Ceepoiosck 4.1'00 3anucu.
oti obnacmu 5.Ne honoa.
(I'ACO) 6.Ne onucu.

7.Ne oena

8. Ne iucma.

IIpumepnuvie onpocwvl 0ns Kon10KeUyMa
1) Kak u3MeHMINCH OCHOBHBIC LICNIH U HANPABJICHU HHPOPMATH3aIMU apXUBHOTO €A Ha COBPEMEHHOM JTarle 110
cpaBHeHHIO ¢ 1990-Mu TomamMu (Ha OCHOBE OTPACIIEBBIX MPOTPaMM H IUIAHOB)?
2) B yem npeumyiecTBa o0OIICOTPACICBOrO MPOrPaMMHOr0 00eCIeYeH s M KaKUe Pe3yNbTaThl JOCTHIHYTHl B €r0
pa3paboTKe ¥ BHEAPCHNUH B apXUBHBIX yupexxaeHusx Poccun?
3) PackpoiiTe Ha MpUMepax OCHOBHbBIC IPHHIMIIBI MHYOPMATHU3ALUH apXHBHOTO Jiena B PD.
4)Korpa ManimHOYMTaeMBble TOKYMEHTHI ObUIM O(UIMAIBHO BKIKOYEHBI B COCTAaB TOCYIapCTBEHHOI'O apXHBHOTO
donma
crpanbl? Kakue npobieMbl apXUBOBEIEHHSI MAIIHHOYMTAEMbIX JOKYMEHTOB 00CYyXIanuch yueHbiMH B 1960-80-¢
roanl?
5)Haiite onpeesieHue JIOKyMEHTa Ha MAIlIMHHOM HOCHUTEJE. Ka-
KHe CTIOpPBI BEYTCS YUE€HBIE BOKPYT 3TOTO ONpeeNeHus?
6)B yeMm cnenngpuka MAITHHOYUTAEMbIX JOKYMEHTOB KaK 00BEKTOB apXMBHOTO XpaHEHUs?
7)Kakue cymecTBylOT KOHLENIIMM ITOCTOSTHHOTO XPaHEHHS MAIIMHOYMTAEMBIX JIOKYMEHTOB B 3apy0eXKHOM
apxuBoBeZieHun? KakoBbl cOCTaB JOKYMEHTOB M (PyHKIHH apXHMBOB O3JIEKTPOHHBIX JOKYMEHTOB 3a pPyOexoM
(mpuBenuTe MPUMEPHI TAKUX XPAHIIUIN)?
8)KaxoBs! crieruduueckie (TeXHOJIOTHUECKHE) KPUTEPUH SKCIIEPTU3BI IIEHHOCTH JIEKTPOHHBIX JOKYMEHTOB?

Temamuka umozo6vix RUCLMEHHBIX PAOOM

Temaruueckue AUIIC B apxuaOM aene B 1970-80-¢ rozpr.

Temaruueckue AUIIC B apxuaOoM aeie B 1990-¢ — 2000-e rozbr.

Coznanue THIOBOTO (00IE0TPACIIEBOT0) pOoTpaMMHOT0 obecriedeHust B apxuBax B 1990-e-2000 rozpl.
LlentpannzoBaHHas cCTeEMa aBTOMAaTH3MPOBAHHOTO YUeTa JJOKyMeHTOB ApxuBHoro ¢onna P.
[IpaBoBoe perynmposanue HHGopMaTu3anuy apxusHoro gena B 1990-e — 2010-e roasr.

OCHOBHBIE HAaNPaBJICHHUS ¥ UTOTW MHPOPMATH3AMK apXuBHOTO Jena B 1990-e — 2000-e rosl.

Nogakr~wbdpR

OCHOBHBIE HallPaBJICHUS Pa3BUTHS HHTEPHET-TEXHOJIOTHH B apxuBHOM zene 1990-2000-x rr. n nHpopmMannoHHbIe
pecypchl apXUBHBIX yupexaeHuil B IHrepHere.
ApPXMBBI MalIMHOYUTAEMBIX JJAHHBIX MHpa: UCTOPHSI, COCTAB, CHEU(HKA XPAHSIIUXCS JOKYMEHTOB.

© ©

. HepCHCKTI/IBHLIC HaIpaBJICHUS Pa3BUTUA I/IH(I)OpMaTI/ISaIII/II/I APXHMBHOT'O JIC€JIa Ha COBPEMCEHHOM J3Talle.
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(CM. Takxke METOAMYECKHE PEKOMEHIAINY TI0 MMOATOTOBKE MUCHhbMEHHBIX PadoT).

6 YuyeOHo-MeTOAUYECKOEe U HH(POPMALIMOHHOE O0ecTieYeHue TUCIIUTIMHBI
6.1 Cnucoxk HCTOYHUKOB M JTUTEPATYPHI

HUcrounuxku
OcHoBHBbIE

®enepanbHblii 3aK0H 0T 22 okTsA0pst 2004 . Ne 125-D3 "O6 apxuBHOM fene B Poccuiickoit
Oenepannn” B pen. 11.02.2013 r.//Cobpanue 3akonoaarenscrBa Poccuiickoit deneparuu. 2004.
No 43. Cr. 4169. I'naga 6. Cr. 5.

[Tocranosnenue IIpaButenbcTBa Poccuiickoit @eneparnuu ot 15 urons 2009r. Ne 477 «O6
YTBEP)KIACHUH MPABWII ACIOMPOU3BOACTBA B (heJCpATbHBIX OpraHaX WUCHOTHUTEIBLHON BIACTHD)
//Cobpanue 3akoHomarenbcTBa Poccuiickoit deneparuu. 2009. Ne25. C1.3060.

[TocranoBnenue [IpaButensctBa Poccuiickoit @enepanuu ot 7 ceHTsiops 2011 r. Ne 751
«O BHeceHnuu u3Menenuit B [IpaBuna nenonpousBoaCcTBa B eiepalibHBIX OpraHax
UCTIOJTHUTENIbHOM BitacThy// CoOpanue 3akoHoaarenbcTBa Poccuiickoit denepanuu, 12.09.2011,
Ne 37, c1.5263.

[Ipukaz Munkomcsszu Poccun ot 02.09.2011 Ne 221 «O6 yTBepkaeHUN TpeOOBaHUN K
WH(OPMALIMOHHBIM CUCTEMaM 3JEKTPOHHOTO JOKyMEHT0o0OOopoTa ¢efepaibHbIX OpPraHoB
WCTIOJTHUTEIILHOM BJIACTH, YYUTHIBAIONINX B TOM YHCIIE HEOOXOIMMOCTh 00pabOTKH TIOCPEICTBOM
JAHHBIX CUCTEM CIIykeOHOI nH(pOpMaluu orpaHU4YeHHOT0 JocTynay» //Poccuiickas razera. N 261.
21.11.2011

I'OCT 52292-2004. VYmpaBieHwe OpraHuzalnuei. OJIEKTPOHHBIH  perjaMeHtT
aJMMUHHUCTPATUBHON U cIykeOHOHU nesTenbHocTH. OcHoBHBIE nonoxenus. C 1 urons 2005 r. M.,
2005.

I'OCT P HCO 15489-1-2007 «CHUBUI. VYmupasnenne pokymeHTamu. OOmue
tpeboBanus». M.: Cranaapturdopm, 2007

I'OCT P 54471-2011/ISO/TR 15801:2009 «CucteMsl 3JIEKTPOHHOTO TJOKYMEHTOO0OpOTA.
VYmpasnenue nokymeHTanuen. Magopmaims, coxpansemast B 2JIEKTPOHHOM Buje. Pekomenaanuu
Mo 00ECTEUYECHHUIO JIOCTOBEPHOCTH M HAJEKHOCTH», YTBEPXKIACHHBIM mpuKazoMm DenepaabHOTO
areHTCTBA 110 TEXHUYECKOMY peryupoBanuio U Merposoruu ot 18.10.2011 Ne 466-cr.

I'OCT P 54989-2012/ISO/TR 18492:2005 «Ob6ecneuenne 10aroBpeMeHHON COXPaHHOCTH
ANIEKTPOHHBIX JIOKYMEHTOB», YTBEpXACHHBbIM mpukazom dDenepanbHOro areHTCcTBa IO
TEXHUUYECKOMY PEryJnpoBaHHio U MeTposoruu oT 17.09.2012 Ne 325-cr.

AHanu3 MpPOTpaMMHBIX  MPOAYKTOB, TMpeIHAa3HAYeHHBIX [UIsi  WMH(OpMaTHU3alUN
BHYTPHAPXUBHOU JCSITEIBHOCTH TOCYIAPCTBEHHBIX U MyHHUITUTIATBHBIX QpXUBOB: aHAIHUT. 0030p B
2-x 1. T. .1: Ananus...; T. 2: CpaBHUTEIbHBIN aHANU3... TaOIUIIBI CPABHUTENHLHOTO aHATH3a / pYK.
npoekTa, oTB. ucnoid. F0.}0. FOmamesa; ots. ucnonn. H.A. Tkauenko; ucnons. M.B. Tapacosa,
M.JI. Haropnas, 1.Jl. KonoaioB; BHUMJA.— M., 2015.— T.1: 157 ¢.; T. 2: 97 c. - len. B
OHHTM 1nmo  gokymeHToBeAeHWI0O W apxuBHomy  gmemy  02.03.2016, Ne 269
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-
archive.pdf

Enunbtit mopsinok 3anonHeHus noneit ExnHolt aBToMaTtu3npoBaHHOW HHPOPMAIIMOHHOM
CHCTEMBI, COCTOSIIIECH U3 MPOTPAMMHBIX KOMIUIEKCOB «ApXUBHBIN (HOHI», «DOHTOBBIN KaTaIOT»,
«UenTpanbubiii GouaoBeiii katanor»/O00 «Apant». M., 2014./OnybnukoBaHo Ha caiite
denepanbHOil apxuBHOI ciry»kOb1 http://archives.ru/documents/methodics.shtml

Konnenuus napopmaruzanum apxuBHoro jaena / Becthuk apxuBucra.1996. N 1. C. 60-
82. http://portal.rusarchives.ru/informatization/conseption.shtmil

[Iporpamma nH(pOpMaTH3AIIH ®denepanbHOTO apXUBHOTO areHTCcTBa u
M0JIBEIOMCTBEHHBIX eMy yupexxaeHuil Ha 2011-2020 rr. (YtBepxknena [Ipukazom Pocapxusa Ne



http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://www.rusarchives.ru/sites/default/files/files/2016-sravnitelny-analiz-informatization-archive.pdf
http://archives.ru/documents/methodics.shtml
http://portal.rusarchives.ru/informatization/conseption.shtml
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104 or 2 nmekabps 2011 r1.) //OnybnukoBaHo Ha calte «ApxuBbl Poccum», pasmen
«Mudpopmaruzanms». www.rusarchives.ru/informatization/conseption.shtmi.

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

[IpaBuia opraHu3anuu XpaHeHHsI KOMIUIEKTOBAaHUS, Y4eTa U UCIIOJIb30BaHUS TOKYMEHTOB
A® PO u apyrux apxXuBHBIX JOKYMEHTOB B TOCYJAapCTBCHHBIX M MYHUIIUTIAIBHBIX apXHUBaX,
My3esx, oubmmorekax, opranmzamusax PAH. M., 2007. IIm. 2.9.-2.11, 3.1, 3.6, 5.6, 5.8, 5.12,
5.13,.5. 16, 5.17.

JlomostHUTEIbHBIE

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

I'OCT 6.10.4-84. «YuuduuupoBaHHblE CHCTEMBl JoKyMeHTauuu. Ilpumganue
FOPUINYECKON CHJIbI JOKYMEHTAM Ha MAIIMHHOM HOCHUTEJIE U MAallMHOIPaMMeE, CO31aBaeMbIM
CpeICTBaMU BBIUUCIUTEIBHON TeXHUKNY. M,, 1985.

I'OCT 28388-89. «Cucrembl o0paboTku uHbopmaruu. JIOKyMEHTBI Ha MarHUTHBIX
HOCHUTEISAX JaHHBIX. [[0pAI0K BBITIOIHEHUS U OOpaICHUS»;

ApxuBOBeqUEeCKHE U JIOKyMEHTOBeAueckue (yHKIMOHAIbHBIE TpeOOBaHUS K
WH()OPMAIIMOHHBIM CHCTEMaM, 00ECIIEYMBAIOIINM 3JIEKTPOHHBIN JOKYMEHTOOOOPOT B Mpolecce
BHYTpPEHHEH JeqaTeIbHOCTH (eAepalbHbIX OpPraHOB HUCMOJHUTENbHON Biactu. Otuer mo HUP.
M.:BHUUJAL, 2013. //Omy0IMKOBaHO Ha caire «ApXuBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

MeTtoauueckue peKOMEHIAMK 10 3JIEKTPOHHOMY KOIMPOBAHUIO aPXUBHBIX JTOKYMEHTOB
U YIPaBJICHUIO TMOJY4YeHHbIM uH(popManroHHbiM MaccuBoMm/ FO.FOmameBa. Pocapxus,
BHUUNIA/, 2012. http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

Pexomenpanmm no KOMIUIEKTOBAHMIO, YYETYy U OpPraHM3allMd XPaHEHUs AJIEKTPOHHBIX
apXHMBHBIX JIOKyMEHTOB B apxuBax opranmzanmii. M.: BHUNAA/L, 2013//Ony6nukoBano Ha
caiite «ApxuBsl Poccun». http://www.rusarchives.ru/methodics/index.shtml

PekoMeHganuu 1o KOMILJIEKTOBaHHIO, Y4YE€Ty M OpPraHM3alMM XPAHEHUS 3JIEKTPOHHBIX
apXMUBHBIX JIOKYMEHTOB B T'OCYJapCTBEHHBIX M MyHHIMHNAIbHbIX apxuBax M.. BHUUIAJL,
2013//Ony6nukoBano Ha caiite «ApXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml .

CocraBiieHne apXUBHBIX ONHMCEH B JJIEKTPOHHOH (opMe W UX HUHTErpanus B
UHPOPMALIMOHHYI0 HH(PACTPYKTypy TOCYIapCTBEHHBIX M MYHHMLUNAIBHBIX apXWBOB. M.:
BHUMIAL, 2013//Ony6nukoBano Ha caire «ApPXUBBI Poccuny.
http://www.rusarchives.ru/methodics/index.shtml

CpaBHuUTENbHBIN aHaNW3 (QopMaTOB (aillloB AJIEKTPOHHBIX JOKYMEHTOB IOCTOSIHHOTO

(tonroBpemeHHoro) xpanenus». Oruer on HUP. M.:PITVY, 2013 //Ony6nukoBaHo Ha caiite
«Apxusbl Poccumy. http://www.rusarchives.ru/methodics/index.shtml .
Ananutndeckuit 0630p «M3ydeHue ombiTa MPEICTABICHHUS CHUCTEMBl HAay4HO-CIIPABOYHOIO
amnmapaTta TOCYJApCTBEHHBIX M MYyHULMIIAIBHBIX apxuBoB Poccuiickon ®enepanuu B ceTH
Wntepner». M: BHUNIA, 2014. //OnybnukoBaHo Ha caiite denepalbHOrO0 apXHUBHOTO
arentcTBa http://archives.ru/documents/methodics.shtml

M3ydeHune TUIUIOTUH U 3BOJIOIMU UCTOpUYecUX (POpM apXHUBHOM yUETHOH TOKYMEHTALUU
¥ BO3MOYKHOCTH X MpeACTaBiIeHus B anekTpoHoi cpeae. M: BHUMJIA /L, 2014. //OnybaukoBaHO
Ha caiite DenepanpHoro apxuBHOro arentcrsa http://archives.ru/documents/methodics.shtml

OyHKIMOHAIbHBIE TpeOOBaHUs K MH(GOPMAIMOHHBIM CHCTEMaM apXHBOB 3JEKTPOHHBIX
JNOKyMeHTOB opranuzanuii. M:Pocapxus, BHUNJIAJL. 2014 //OnybnukoBaHo Ha caiite
denepanbHOro apXuBHOTO areHTcTBa http://archives.ru/documents/methodics.shtml

Jlureparypa
OcHoBHast


http://www.rusarchives.ru/informatization/conseption.shtml
http://portal.rusarchives.ru/informatization/programm.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://www.rusarchives.ru/methodics/index.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
http://archives.ru/documents/methodics.shtml
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Adanacwena JI.II. S uny Ha 3aHATHS MO0 ABTOMATU3UPOBAHHBIM aPXUBHBIM TEXHOJIOTHSIM.
YuebHno-meroanueckuii monynb. M.: PITY, 2005.

Omna xe. Dnektponnbiii HCA apXuBOB: HOBBIM 3Tam B pa3Butuu // Jlenonpon3BoacTBO.
2013. Ne 1. C. 85-97; https://www.top-personal.ru/officeworkissue.html?266 Ne 2.
https://www.top-personal.ru/officeworkissue.html?290

Kucenes N.H. ApxuBHble HHPOPMAIIMOHHBIE TEXHOJIIOTUH Ha cOBpeMeHHOoM dtare / M.H.
Kucenes // OteuectBennbie apxuBbl. — 2008. — Ne 4, — C. 24-31. baza nannbix East View.

TuxonoB B.M. IIpuMeHeHHMe TpaJULMOHHBIX METOJOB B JKCIEPTU3E LIEHHOCTH
3JIEKTPOHHBIX JTOKyMeHTOB / B.W. TuxonoB // OtedectBeHHbie apxuBbl. — 2009. — Ne 3. — C.
37—47. ba3a nannsix East View.

OH >xe. 3a1auu apXUBHOTO XPAaHEHHUS AJICKTPOHHBIX JOKyMEHTOB: u3 omnbiTa [TAJ[OHM /
B.U. Tuxonos // OreuectBennbie apxuBbl. — 2010. — Ne 3. — C. 51-60. ba3a nannsix East View.

JlomostHMTEIbHAS

Anncknna E.B. HHpopManuoHHBIE TEXHOJOTHUH — OOCCIICYCHHIO COXPAHHOCTH
nokymeHToB ' AP®// OreuectBennbie apxuBbl. 2013. Ne 1. C. 37-39. ba3a nanusix East View.

Antonenko B.B. KommnexkroBaHue apXuBHBIX YupexAeHH AnTaiickoro kpas ¢oro-
JOKYMEHTaMH B 3JeKTpoHHOI popme // OteuectBennbie apxuBbl. — 2009. — No 6. — C. 46-48.
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I'ankuna E.B. CoBpemenHble HH()OPMAIIMOHHBIE TEXHOJIOTUH JUIS ONTUMH3AINN paObOTHI
KOHTPOJIbHO-KJIMMaTH4ecKOoi cyk0bl ['ocapxuBa Tynbckoit o6mactu // OTedecTBEHHbIE APXUBHI.
—2013. — Ne 5. — C. 26-29. ba3a nannbix East View.

I'opsea T.M, «OmnwiTr BHeapeHusi uudposbix uHHOBammii B PI'AJIM... oTkpsiBaer
0oJbIIIe MHTETPAIIMOHHBIE TEPCIIEKTUBHL. ..». // OTeuecTBeHHble apxuBbl. — 2013. — Ne 3. — C.
46-48. baza nanueix East View.

I'yzanoB E.JI. «Co3manme enuHOTO WH(OPMAIMOHHOTO pecypca — TPHUOPHUTETHOE
HanpaBieHue». O BHeIpeHHH WH(DOPMALMOHHBIX TEXHOJOTUH B apXHUBHBIX YUPEKIACHUIX
SApocnasckoii o6mactu// OtedectBenHbie apxuBbl. — 2009. — No 6. — C. 46-48. ba3a maHHBIX
East View.

HpokxoB C.B. Pexomenmannu MCA no paboTe ¢ 3JIEKTPOHHBIMH JIOKYMEHTAMHU JUIS
apxuBHCTOB opranu3zaiuii / OredectBeHHble apxuBbl. — 2010. — Ne 3. — C. 65—73. ba3za naHHbIX
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«3amaya CErofHsIIHEr0 JHA — KOMIBIOTEpH3alMs BCEX MPUBBIUHBIX apPXHBHBIX
nporieccoBy. Mutepsrio C.B. Muponenko u O.H. KonbinoBoit k 90-netuto ['ocynapcTBeHHOTO
apxuBa Poccuiickoit @enepauun // OredectBeHHble apxuBbl. — 2013. Ne 2. ba3a nansbix East
View.

Muponenko C.B. "llamsTh: cTapble 3a1aud HOBBIE TEXHOJIOTHH'": MHTEPBBIO AUPEKTOpA
I'AP® //3nanue-cuna. 2015. Ne 8. M., 2015;

Kuunruna C.C.  ABTOMaTu3upoBaHHas  HMH(OPMAIMOHHO-TIOMCKOBAas  CUCTEMa
CBepasoBCKO# 001acTH MO apXUBHBIM JJOKyMeHTaM // OtedecTBeHHBIE apXUBBL.— 2016.— Ne 6.—
C. 40-42. ba3a nannbix East View.

Kypuep A.E. HWudpopmannonnas cucrema ydera ApxuBHoro ¢onna P®: mogxoasl K
peanuzanuy// Becthuk apxuBucta. — 2014, — Ne 3. — C. 37-43. Ony6auKoBaHO 4aCTHYHO:
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-
podhody-k-realizacii.html

JleBuenko JI.JI. OGecnieueHne cOXpaHHOCTH AJIEKTPOHHBIX JOKYMEHTOB B HAI[MOHAJIHLHOM
apxue CIHA // Becrnuk apxuBucra. — 2013, — Ne 4 — C. 212-223.
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-
nacionalnom-arhive-soedinennyh-shtatov-ameriki.html

JleonoB A.B., barypun IO.M. 3D- noKyMEHT — HOBBIM THN Hay4YHO-TEXHUYECKOU
nokymentauun// Tam xe. C. 192-205. http://www.vestarchive.ru/2013-2/2608-3d-dokyment-
novyi-tip-naychno-tehnicheskoi-dokymentacii.html
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https://www.top-personal.ru/officeworkissue.html?290
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-podhody-k-realizacii.html
http://www.vestarchive.ru/2014-1/2900-informacionnaia-sistema-ycheta-arhivnogo-fonda-rf-podhody-k-realizacii.html
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-nacionalnom-arhive-soedinennyh-shtatov-ameriki.html
http://www.vestarchive.ru/2013-3/2630-obespechenie-sohrannosti-elektronnyh-dokymentov-v-nacionalnom-arhive-soedinennyh-shtatov-ameriki.html
http://www.vestarchive.ru/2013-2/2608-3d-dokyment-novyi-tip-naychno-tehnicheskoi-dokymentacii.html
http://www.vestarchive.ru/2013-2/2608-3d-dokyment-novyi-tip-naychno-tehnicheskoi-dokymentacii.html
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Kynpuna JI.P. Ilpumenenue wuHboOpManuoHHBIX TexHonorud B Hapo-DomuHCKOM
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OreuectBennbie apxuBbl. — 2008. — No 4. — C. 138. ba3a nannbix East View.

Cso Lroxysi. VYmopaBiaeHue 3JIEKTPOHHBIMU JokymMeHTamMu B Kwutae: cocrosiHue u
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materialov-iz-opyta-rgantd.html
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6.2 IlepeueHb pecypcoB HH(GOPMANMOHHO-TEJIEKOMMYHUKAIMOHHOM CETH

«AHTepHeT»
Apxusbsl Poccun. [I[lopran denepanpHOl apXUBHOM CIy>KObl]; [DNEeKTpOHHBIH pecypc] —
OnekTpoH, naH.— M., [2001].— Pexum moctyma: www.rusarchives.ru, cBOOOHBIA. — 3ari. ¢
JKpaHa.

Bcepocculickuil Hay4HO-UCCIIEI0BATENbCKUI MHCTUTYT TOKYMEHTOBEACHUS U apXUBHOTO
nena (BHUUIAAJ) [Dnexrponnsiii pecypc] / BHUNIAJL — 3Bnextpon. gan.— M., [2001].—
Pexxum noctyna: www.vniidad.ru, cBoOoHbII. — 3ari. ¢ sKpaHa.

EDOU.RU [Onektponsbiii pecypc]: LleHTp KoMIeTeHIMM IO BOIpOcaM JIOKyMEH-
TAIIMOHHOTO O0ECIIeUEHUs YIIPABIICHUS U apXUBHOTO Jiefia. — DJIEeKTpoH. Aad. — [M.], cop. 2013.
— Pexxum poctyna: http://www.edou.ru/dou/. — 3ar. ¢ skpaHa.

ApxuBbl benapycu [DnektpoHHbIi pecypc] — IiektpoH. maH. — M., [2006-2013].—
Pexxum noctyna: http://archives.gov.by/. cBoGoHBIN. — 3ari. ¢ skpaHa.

l'ocynapcrBennsiit apxuB Poccuiickoit @enepauuu [DnNeKTpoHHBINH pecypc]|: DIeKTpOoH.

nad. — [b.m., 2012]. — Pexxum goctyna: http:// www.statearchive.ru/index.html. — 3aru. c
JKpaHa.

Poccuiickuil rocyapCTBEHHBIN apXWMB HAay4YHO-TEXHUYECKOW JTOKYMEHTaluu [DJIeKT-
pOHHBIN pecypc]. — DOnektpoH. maH. — [b.m.], cop. 2002-2013. — Pexum pocryma:

http://rgantd.ru/. — 3aru. ¢ skpaHa.

6.3 IlpodeccuonanbHbie 6a3bl JAHHBIX U HHGOPMAIMOHHO-CIIPABOYHbBIE
CHCTEMBbI
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Hoctyn k npodeccuoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases

I/IH(l)OpMaHI/IOHHI)IC CIIpaBOYHbLIC CUCTCMBI:

1.
2.

Koncynsrant [lmroc
I"apanT

7 MatepuajbHO-TeXHHYECKOe o0ecnevyeHne TUCIUININHbI

Aynautopuu sl IPOBEACHMS JICKIIHIA i CEMUHAPCKUX 3aHSATUHN C TEXHHYECKUMU CPEICTBAMU
00y4eHus (MyIbTUMEIUA-TIPOSKTOP (BUICOTIPOCKTOP), IKpaH (IEPEHOCHON HIIA CTAI[MOHAPHBIN)),
KOMIIBIOTEPHBIN KJIacc JUIsl MPOBEICHUs JTA00PAaTOPHBIX 3aHSATHH.

1. Ilepeuens I1O

Nenr Haumenosanue I10 [IpousBoauTenb Cmoco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
c80000HO
pacnpocmparsiemoe)
1. Adobe Master Collection CS4 Adobe JIMIICH3UOHHOE
2. Microsoft Office 2010 Microsoft JIALEH3UOHHOE
3. Windows 7 Pro Microsoft JIUIEH3MOHHOE
4, Microsoft Office 2013 Microsoft JIALEH3UOHHOE
5. Windows 10 Pro Microsoft JIUIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JIMIEH3UOHHOE
8. Zoom Zoom JIAIICH3UOHHOE

2. Hepeyens B/Lu UCC

Nenr

/m

HanmenoBanue

1

MexyHaponnsle pedeparuBHble HaykoMeTpuueckue bJ/I, moctynHeie B pamkax
HaMOHAJIBHOM noamucku B 2020 T.

Web of Science

Scopus

[Tpodeccuonanbubie moHOTEKCTOBBIE BJI, JOCTYIHBIE B paMKax HAIlMOHATIbHOU
noanucku B 2020 r.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnanst Taylor and Francis

[Ipodeccuonanbabie MOHOTEKCTOBBIE B/
JSTOR
W3 nanwst Mo 00IeCTBEHHBIM ¥ T'YMaHHUTAPHBIM HayKaM
OnekrponHas oubauoreka Grebennikon.ru

KOMHBI—OTepHI)Ie CITPAaBOYHEIC IPABOBBLIC CHCTCMbI
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Koncynprant Ilntoc,
l"apanT

8 ObecneyeHue 00pa3oBaTeJIbLHOI0 MPOIECCA IJIS JIUI[ C OTPAHUYEHHBIMH

BO3MOKHOCTHAMMH 3/10POBbSI U HHBAJIHI0B
B X04€ pear3an JUCHUIIIMHBI UCITIOJIB3YIOTCA CICAYIOMUE JOIIOJTHUTCIbHBIC
METOABI O6y‘-I€HI/ISI, TCKYIICTO KOHTPOJIA YCICBACMOCTH H HpOMe)KYTOHHOﬁ arTreCcranuun
06yqa}01unxc;1 B 3aBUCHUMOCTH OT UX HHANBUAYAJIbHbIX 0COOEHHOCTEH:

® IS CJICIIBIX U CIIA0OBUISIINX:

- JeKUuM O(OPMIISIIOTCA B BHJE 3JIEKTPOHHOI'O JOKYMEHTa, JOCTYHHOI'O C IOMOILBIO
KOMITBIOTEPA CO CHEIHMATHN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeUeHHEM;

- TIHUCBMEHHbIC 33JaHUS BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHELMAIU3UPOBAHHBIM
IPOTPaMMHBIM 00ECTIEYCHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTcs UHAUBUAYAIbHOE paBHOMEpHOE ocBelieHue He menee 300 Jrokc;

- JUIS BBINOJHEHUS 3aJaHHsi TPH HEOOXOTUMOCTH TPEIOCTABISACTCS YBEINYHMBAIOIICE
YCTPOHCTBO; BO3MOYXKHO TAK)K€ MCII0JIb30BaHNE COOCTBEHHBIX YBEIMUYUBAIOIINX YCTPOUCTB;

- MUCHbMEHHBIC 3a7]aHNs 0(POPMIISIOTCS YBEIIMICHHBIM MIPUPTOM;

- 9K3aMeH M 3au4€T NPOBOAATCA B YCTHOU (hopMe UIIM BBIIOJIHSIOTCS B MMCbMEHHOM (opme Ha
KOMITBIOTEPE.

® JUIS TIIYXUX U CIIA0O0CIBIIIAIINX:

- JeKuud Oo(QOpMIISIIOTCA B BHJE 3JEKTPOHHOIO JOKYMEHTa, JHOO0 NpeaoCTaBiseTCs
3BYKOYCHJIMBAIOIIAs allapaTypa WHAUBHYaIbHOTO MOJIb30BAHMS,

- IUCbMEHHBIE 3aJIaHUs BBIITOJIHAIOTCS Ha KOMIIbIOTEPE B MUCbMEHHOM (hopMme;

- 9K3aMEH M 3a4€T MMPOBOJISATCS B MUCbMEHHOH (hopMe Ha KOMITBIOTEPE; BO3MOKHO TPOBE/ICHUE
B (hopMe TECTUPOBAHUS.

e IS JIUL C HAPYIIEHUSIMH OIIOPHO-/IBUTATEILHOTO amnmapaTra:

- JeKIUH O(OPMIISIFOTCS B BHJE DIIEKTPOHHOTO JOKYMEHTa, JOCTYIMHOTO C MOMOIIBIO
KOMITbIOTEpA CO CHEIHMATM3UPOBAHHBIM ITPOrPaMMHBIM 00eCIieUeHHEM;

- TNHCHhMEHHBIE 33JaHUS BBHINONHAIOTCS Ha KOMIBIOTEPE CO CHEIHaIH3UPOBAHHBIM
IPOTrpaMMHBIM 00€CTIEYCHHEM;

- DK3aMeH | 3a4€T MPOBOAATCS B YCTHON (hOpME MM BBITIOIHSIOTCS B TUCHBMEHHOW (hopMme Ha
KOMITBIOTEPE.

[Tpur HEOOXOMUMOCTH TIpETyCMaTPUBACTCS yBEITMUYEHUE BPEMEHH /IS TIONTOTOBKU OTBETA.

[Iponienypa  mpoBefeHHs ~ NPOMEXYTOUHOM  aTrectamuu  Juis  OOy4aromuXxcs
YCTaHABIMBACTCSI C YYETOM WX HMHIUBUAYAIBHBIX TICHXO(PH3MYECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTecTalHsi MOKET IPOBOAUTHCS B HECKOJIBKO 3TAIOB.

[Tpu mpoBeneHNH TPOIEAYPHl OLEHUBAHUS PE3yIFTATOB OOYUYSHHS MPEAyCMaTpHBACTCS
UCTOJIb30BaHUE TEXHUYECKHX CpEACTB, HEOOXOAMMBIX B CBSI3M C HWHAWBUAYAIbHBIMU
0COOEHHOCTSAIMU O0yYaromMXcsl. DTU CPEACTBA MOTYT OBITh ITPEIOCTABIEHbI YHUBEPCUTETOM, HITU
MOTYT HCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKHE CPEACTBA.

[lpoBeneHne TpOUEAYPHl OICHUBAHHUS  PE3yIBTAaTOB  OOYYEeHHS  JOMyCKAaeTcsl ¢
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHHA.

ObecnieunBaeTcss 10CcTyn K MHGOPMALMOHHBIM M OHOIMOrpaduueckuM pecypcam B CETH
WutepHer Ui Kaxkaoro oOydaromierocs B ¢opmax, aJalTHPOBAHHBIX K OrPAaHUYEHUSM HX
3JIOPOBBS U BOCIIPUATHUS HH(DOpMAITIH:

® IS CHEMNBIX U CIIa00BUAAIINX:

- B ICYaTHON (pOopMe yBETMUEHHBIM HIPUPTOM;
- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.
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® Ui TJIYXHX M CIa0O0CIbIIAIINX:

- B IeYaTHOH popme;

- B )OpMe 3IEKTPOHHOTO JJOKYMEHTA.

e st OOYYArOIIMXCS ¢ HAPYIICHUSIMU OIIOPHO-IBUTATEILHOTO arapara:
- B IeYaTHOU opMme;

- B )OpMe 3JIEKTPOHHOTO JJOKYMEHTA;

- B hopme aynuodaiina.

YueOHbIe ayTUTOPUH Ul BCEX BUIOB KOHTAKTHOW M CAMOCTOATENILHON pabOThI, Hay4YHAs
O0ubnMMoTeKa M MHBIE MOMEIICHUS sl 0Oy4eHHUs OCHAIICHBI CIICIHATbHBIM 000pYyAOBAaHHEM U
y4eOHBIMH MECTAMH C TEXHUYECKUMH CPEICTBAMU O0YUCHHSL:

® IS CIENBIX U CIa0O0BUASAIINX:

- YCTPOMCTBOM /U1 CKaHUPOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrieeM bpaiina PAC Mate 20;

- npuntepom bpaitns EmBraille ViewPlus;

e U TUIYXHX U CIIa0OCIBIIIAIINX:

- aBTOMAaTHU3MPOBAaHHBIM pPabdOYMM MECTOM /sl JIIOAEH C HapylmIeHHEM CclyXa |
cJ1a00CIIBIIIAIINX;

- aKyCTHYECKHUI YCHIIUTENb U KOJIOHKH;

e s 00yYArOIIMXCS ¢ HAPYIICHUSIMU OIIOPHO-IBUTATEILHOTO arnmapara:
- IEPEABIKHBIMH, PETYIIMPYEMBIMH dproHomMuueckumu napramu CU-1,
- KOMITBIOTEPHOI TEXHUKON CO CHEIHUAIBHBIM IIPOrPAMMHBIM 00€CTIeYeHUEM.

9 Metoauyeckue MaTepuasbl

9.1 Ilnansbl J1a00pATOPHBIX 3AHATHI.

Tema 1. OcHOBHBIE OOBEKTHI ABTOMATH3aLUK 0a3bl JaHHBIX B apXUBHOM Jiejie. 12 JacoB.
Cospnanue >nextponHoi apxuBHoi ornuck B CYB/] FoxPRO for Windows. 4 yaca.

ens paboThl: uH3y4YeHHE TMPUMEHEHHS TEXHOJIOTMHM 0a3 JaHHBIX TPU CO3JaHUHU
aBTOMATH3UPOBAHHBIX MH(POPMAITMOHHO-TTOUCKOBBIX CUCTEM.

B pesynbrare paboThl CTyACHT JOJKEH 3HATh:

- KJIaccu(pUKaIuo 1 OCHOBBI ocTpoeHus apxuBHbIx AUTIC;

- peuMyllecTBa U HeaocTaTku pensuuoHHbIX CYBJl mpu coznaHuuM apXHBHBIX
AUIIC;

- MPUHLINAIT TPEEMCTBEHHOCTH TPAJUIMOHHBIX U aBTOMAaTU3UPOBAHHBIX apXHMBHBIX
CIIPAaBOYHHMKOB M €r0 OCYLIECTBIICHUE HA NTPAKTUKE.

B pesynbrare paboThl CTyI€HT JOKEH YMETh:

- BBICTYIIUTh B POJIM MOCTAHOBILMKA 33Jjaud U pa3paboTaTh TEXHUYECKOE 3aJaHue
npu coznanuu AUIIC Ha 6a3e apXxuBHOM onuCH.

ITporpamMHoe oOecrieueHue:

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

Pa3narounble MaTepuansl:

- Ornuce onna.

- [TpakTueckoe 3aganue

[lepen HauasoM pabOTHI BCIOMHUTE:

- YTo moHUMAIOT oA 6a30i JaHHBIX?

- KakoBa cTpykTypa 6a3 NaHHBIX M B 4YeM OCOOEHHOCTH PENSLUOHHON MOJeNu
JAHHBIX?

- KaxkoBgbI Tamnsl co3mannst 0a3 TaHHbIX?

- KakoBsl pasHoBuHOCTH apxuBHbIX AUIIC?
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ABTOMaTH3UPOBAaHHBIE HH(DOPMAIIMOHHO-TTOMCKOBBIE CIIPABOYHHUKH B apPXHUBAX CO3/1AI0TCS
JUJIsl yCOBEPIICHCTBOBAHUS HAYYHO-CITPABOYHOIO armapara, MHOTOAaCIIEKTHOIO 11€JIEEBOT0 TOMCKa
PETPOCHEKTUBHOM TOKYMEHTHON MH(OpMAIIHH.

Coznmanne AUIIC Bxiaroudaer B ce0si HECKOJIBKO ITAIoB.

1. OO6m1as nocTaHoOBKa 3aJ1auM, pacyeT 3arpaT Ha BHeApenue AUTIC,
pacdet skoHOMHuYeckoi A dextuBHocTH BHeapenus AUTIC.
2. Co3znanue uadonornyeckoit mogenu b/1. Ha atom sTane Han

npoektoM AUIIC pabotaet apxuBuct. Onpeaensercs Te-

Ma WM KoMIUuleKC jgokymeHToB, Tunm AWIIC (MexdoHIOBas, MeKapXUBHAS),
oTnpeAessaoTcs 00bEKThI OMUCAHUS U UX aTpUOYTHI, HA3HAYAIOTCSA UHACHTU(UKATOPBI 0OBEKTOB U
OTIPEICIISIOTCS TUIIBI CBSI3EH MEXKIY 00BEeKTaMHu.

3. Co3pmanne patanormdecko moxaenu bJl Ha 3TOM »Tame apXWBHUCT paboTaer
COBMECTHO C mporpamMmucToM. lIpoucxoaut BbIOOp Moaenu (CTPYKTYyphl JaHHBIX), B
COOTBETCTBUU C HEH MPOBOJUTCS CTPYKTYpUPOBAaHUE JAaHHBIX, HOpMallM3auus TaOJul, BHIOOD
koueit, Beioop CYB/I.

4. Coznanue ¢puznueckoit bJl. Ha a3Tom sTane mporpaMMuUCT pealiu3yeT CpecTBaMu
KOHKPETHOW CHCTEMBI yIpaBiieHus 0azamMu

nanabix CYB/] npoexkt AUIIC.

Nndopmanus B BJ] Tuma d BASE, k xotopsim otHocutcs CYB/]

FoxPro, xpanutcs B AByMepHbIX Tabnuuax. Crosder Tabauibl Ha3bIBaeTCs OJIEM, CTPOKA
— 3anuchro. Paiin-Tabimia UMeeT Mpou3BoJbHOE (Jr000¢e) uMs U pacmupenue *.DBF.

Cozmare "“.DBF-¢aiin — 3HauuT ompenenuTh Ha3BaHHE, TUN WU JUIMHY (B CHMBOJIAX)
Ka)KIOro CTOJIONA TaOIULIBL.

Cozpaiite ¢aiinsl fond.DBF, opis.DBF, delo_1.DBF u delo_2.DBF.

3arpysure FoxPro.

Haiinnre B MeHIO yHKT «®Dailin», MEIKHUTE 110 HEMY, HAUJIUTE B

MoAMEHI0 MyHKT «C03/1aTh», HIEIKHUTE M0 HEMY.

[TosiBuTcst nranorosoe okHO «Co3aathy ILllenkuure mo «Tabiauma.

DBF.».

[TosiButcst nuanoroBoe okHO «CTpyKTypa Tabauib». Beeaure

MMEHa TOJIeH, TUTIBI U Pa3MepHI.

[IpaBuia, 1O KOTOPBIM MOKHO JJaBaTh UMEHA TOJISIM:

- TOJIbKO JJATUHCKHE OYKBBI;

- He Ooypmie 10 3HAKOB;

- HEJIb3sl UCIO0JIb30BATh MPOOeIT;

- BMECTO TTpo0esia MOXKHO MCIOJIb30BaTh moauepkuBanue: delo n4;

- HEJb3s1 HAUMHATH UM OIS ¢ UGPBI, HO HU(PBI KCIIOIB30BATh MOXKHO.

Hanpuwmep:

Nomer fond («a» He TOMECTUIIOCH, T. K. 3T0 11-if 3HaK).

Tunel nonen:

Carascher — cumBosbHOE, T.€. TEKCT (pasmep 10 254 Oaiir).

Numeric — umciio, MokHO 1poOb (10 10 Gaiir).

Data — nara (8 6aiit: 00.00.00).

Logical — TpeOyromee orBeTa aa winu HeT (Bcerna 1 Gaitr: 0 wm 1).

Memo — nmpumevanue. Pasmep He orpaHudeH, HO IMOMCK 3a4acTyIO 3aTpyTHEH.
General — BcraBka 00beKTa (KapTHHKH, TEKCTA), CO3JAHHOTO

JIPYrou MporpaMMon.

ITocne BBoma Beex noneit menkaute OK.

CoxpanuTte TaOIUILy 1MOJ] COOTBETCTBYIOIIUM UMEHEM.
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[Iporpamma nipeaoxut BBecTH 3anucu. Beenure 10 3anucei B Ta-

omuny: delo 1.DBF u delo 2.DBF. B ocranbHbIe — 110 OTHO 3aITUCH.

Jlst BBoma npumeuanuid: {CTRL+PGDN}.

CoxpanuTth naHHble U 3akoHYUTH BBOJ: {CTRL+F4} nnu daiin —

3akpbITh. JJlaHHBIE COXpPaHATCS ABTOMAaTHYECKH.

2. 3arpy3uTe CHayvaia oJHy TabJuiLy.

BA3A TAHHBIX — I[TPOCMOTP — OTKPbITb.

VYKaxuTe IUCK, KaTajor U (ailyl Hy)KHON TaOJIUIIBL.

3. 3arpy3uB tabauiy delo 2.DBF, naiigure B Helt Bce 3anmucu, B

KOTOPBIX YIIOMUHAIOTCS TIPUKA3HI.

3AIIUCB-ITOUCK.

B okne «Ilouck» menkuute «ms» — otkpoercs okHo «I'eneparop BeipaxeHuit». Ciena
BbIOEpUTE MOJIe, IBAXKIBI LIEIKHUTE M0 HEMY (BaM HY>KHO TOJI€ C BUaMH J0KyMeHTOB). [TosiBuTCS
OKHO C IMEHEM TaOiuibl_uMs 1ojst. BBenuTe 3HaYeHHE MO B KaBbIUKAX: «IPUKA3bD» (BCE, YTO
HE YKCI0, BBOAUTCA B KaBblukax). lenkaute «OK».

[TpugymaiiTe 1 BBIITOJHUTE €I11e HECKOJIBKO YCIOBUH MOMCKA [T BeeX (haityioB.

4. PenaktupoBaHue TaOIUIIBL.

Jlo6aBbTe emre 3anuch B Tabnuiy delo 2.DBF.

Otkpoiite ee (1. 2). BeiObepute pexxum npocmotpa (TabauaHbIi

WJIU TIO 3aITUCSIM).

Jlo6aBbTe MycTyI0 CTPOKY B KOHIE Tabiauubl: {CTRL+N}.

Beenure nndopmarmio.

W3menute qaHHbIe B YK€ TOTOBOM TOJIE: IBAXKIBI MIETKHUTE O

HEMY U BBEJIUTE HOBBIC IaHHBIC.

VY panute nocnenHowo 3anuch Tadmuisl delo 2.DBF.

Haiinute oO6peuennyto 3anuch. Ll{enkHUTE MBIIIBIO IO TEMHO-

My MPSIMOYTOJBHHUKY CJieBa OT COOTBETCTBYIONICH cTpoku Tabnuubl. Haiinure B MeHIO
«bA3A JIAHHBIX», menkaure «¥Y 1aauTby

(«YmakoBath»), menkuute «A». pyroit Bapuant — «3AIIHUCby,

«YAAJINTb».

Ho6asswTe B daiin fond.DBF none «Opisi» 1151 BHeCeHUs CBEACHUH O KOJMYECTBE OMHUCEH
Kaxaoro Gouma.

«OKHO» — «BU1». OTkpoiite nuzmensemyto tadnuuy. [lenxkuu-

Te 1o «YcranoBkay. [losButcs auanorosoe okHo «Y CTAHOBKAY.

[lenxkanTe mo « CTPYKTYPA — U3MEHUWTDby. IlosBuTCS OKHO

«CTPYKTYPA TABJIMIbI». JIuctaliTe ciucok mojei 10 KOHIA.

YcranoBuTe Kypcop Ha HIDKHEM, ITyCTOM ToJie. BBeauTe ero XxapakTepucTUKU (MMsI, THIT
U pasmep).

OcHOBBI THPOPMAITMOHHOTO TIONCKA.

3asepuute BBoJ 10 3amuceii B daitnbl fond.dbf, opis.dbf, delo.dbf,

delol.dbf.

Otcoprupyiite 3anucu Tabmauis! delol.dbf. mo Bo3pactanuto

Neo honna, oncu, ena v 3aNUCH.

Ortxkpoiite Hy)kHy0 Tabany OKHO-BU/I-ITPOCMOTP-BA3A-COPTHUPOBKA.

Bri6epuTte none B cnincke « BCE T1OJIS», aBaxapl MIEIKHUTE TIO HEMY.

Bribepute COPTHUPOBKY MO BO3pAacTaHHWI0O WM 1O YOBIBAHHUIO, MIEIKHUTE TIO
COOTBETCTBYIOIIEMY (PITAKKY.

Bribepure cneaytolee mosie aHaJIOTHYHO, IIeiakHUTe 1o ¢axxky BO3P/YBbIB.

CoxpaHuTb, BBeiuTe UM Qaiina.

lenkuaute «OK».

2. [Tpounnexcupyiite 3anucu tadbnuuel delol.dbf no andasury
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BUJIOB JIOKyMEHTOB.

B mento naiigute nynkt BA3A — HACTPOUKA.

B ob6nactu UHJAEKCBI — JIOBABUTD. [laiite unnekcy mms ¢ pacmmpennem CDX
(KOMILIEKCHBIN caMOOOHOBIISIOIIUICS HHACKC) 1 uMeHeM delol, coxpanuTte ero.

B criucke I[TOJIS menkHUTE 110 UMEHU TOJISI, TT0 KOTOpOMY OyAeT

MIPOBOJIUTHCS MHACKCUpOBaHue. Bribepure, 10 BO3paCTaHUIO WUITH

yObIBaHUIO Oy/1eTe MHAEKCUPOBATh, LIEIKHUTE 110 COOTBETCTBYIOIIEMY (uiaxkky. Beaute
ciemyrouiee UMs mojisi M cHoBa mienkaute 1o ¢(uaxky BO3P/YBBIBAHUS. Illenkuure mo
JOBABUTD, OK.

3. OcymecTBUTE MOUCK BCEX MPOTOKOJIOB B (hoHae Mosxkaiickoro YUKA.

«3AIINCH — NCKATDb». Tak MOKHO UCKATh TOJIBKO 1O MPOUHIAEKCUPOBAHHOMY IOJIIO.
Hosiutcst «KKOHCTPYKTOP BBIPAXEHUM». B o6nactu «3nauenne mms SEEK» BBectn
3Ha4YEHHE IS TOMCKA B KaBbIUKaX, €CJIA 3TO TEKCT («mpoTokoiibly). lllenkuure OK.

4. Ocy1iecTBUTE MOUCK BCEX TIOKYMEHTOB (hOH/Ia, aBTOPOM KOTO-

pbIx saBisgeTcss Moxkarickun YHK.

Haiiaure neno Ne 5. 3ATIMCH — HAWTH. Unjekc He BaXKeH.

[lenxkaute mo «FOR» (ms).

Bri6epuTte nose B criucke «I1OJIE», qBax /bl MIETKHUTE 110 HEMY.

[locraBbTe OrMyUeckuii onepaTop (B JaHHOM CiIy4yae =) U BBEIUTE 3HauUCHUE (B KaBbIlUKaX,
ecyu 3To TekeT): aBTop= «Moxkarickuit YUK». Hlenkaute «OK».

5. Ocy1iecTBUTE MOUCK BCEX JTOKYMEHTOB, T/I€ YIIOMUHAETCs 0 cbhe3gax COBETOB.
«[TIPABKA — HAUTH». be3 Bcakux kaBbruek BBeauTe «Cohe3m» U HaKMUATE «OK».
6. OcymiecTBuTe MOUCK BcexX MpoTokosioB Mosxkaiickoro YUKA B 1 onmcu ¢onma

Mosxkatickoro YUKA. JIns 3TOro Hy’KHO IIOCTPOUTH

sampoc: AN — CO3JIATh. Ilenkuute o duaxxy SAITPOC — CO3/IATb.

noine «KPUTEPUMU OTBOPA» BBeguTe mois, OHEPATOPbl M UX 3HAYECHUs
(BUJ_J1OKYMEHTOB — 1oxoxe Ha — «I[IpoTokons» u ap.)

Bri6epute mosis pesynbrara.

[lenxanTe mo « BBITIOJIHUTD 3ATIPOC».

KoHTposibHBIE BOITPOCHL:
Hazosute stans! coznanus ANUIIC. KakoBa ponb apxuBrcTa Ha KayKJOM U3 9TaroB?
HazoBute u3zBectHble BaM MO/IENH (CTPYKTYpPbI) TaHHBIX ?
B uem npeumyiecTBa 1 HEJOCTATKU PENIILIMOHHON MOJIENH JaHHBIX?
KakoBa MeTonuka noucka napopmaruu 8 AUTIC?
Kakum oOpa3om obseruaercs TpyJA COCTaBUTENS HIEKTPOHHOM OIUCH 10
CPaBHEHUIO C TPATUITUOHHOM?

6. B uem npenMy1ecTBa IEKTPOHHON ONMCH NEpE TPAAULIMOHHON ¢ TOUKH 3PEHUS
METO/MKHU TTOUCKa uHpopmaruu?

AR A

Jluteparypa:

I'apckoBa .M. ba3bl 1 6aHKM JaHHBIX B UCTOPHUECKUX UcchenoBaHusaX. M., 1994. Yactp
2. Texnonorus 6a3 nanueix. C. 47-84.

Kucenes U.H. O6 aBromatuzammu HCA x apxuBHbiM aokymentam / W.H. Kucenes //
WNudopmannonuslii Orosuierens accoruanuu «Vcropus u komnbrotep». — M., 1998, — No 23, —
C. 22-30.

Tema 2. CocTaBiieHHE YYETHBIX JOKYMEHTOB U CO3JaHUE MAcropTa apXHvBa C MOMOIIbIO
00111e0TpacIeBhIX MPOTPaMM «ApXHUBHBIN GoHI» U «DOHIOBHIN KaTaor». 4 Jaca.

[lenp paOoOTHI: OCBOCHHE CTYACHTaMHU OCHOB (DYHKIITMOHUPOBAHUS OTPACIEBON CHCTEMBI
aBTOMAaTHU3UPOBAHHOTO IIEHTPATM30BAHHOTO yUYeTa IOKYMEHTOB.
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B pesynbprare paboThI CTyI€HT JOJKEH 3HATH!

- Ha3zHaueHHUe U (QYHKLNHU, OCHOBBI HHTEpdeiica mporpaMMbl « ApXUBHBIA HOHTY;

- Ha3Ha4YeHUe U QYHKIMH, OCHOBBI HHTepdeiica mporpaMmbl « DOHIOBBIH KaTauory.
B pesynbTare paGoThl CTyI€HT AOJIKEH YMETh!

1. pabotathb ¢ mnporpammonl «ApXHBHBIA (GOHI» B pPEKUME IMOIb30BATEN U
aJMMHHCTPATOPA;
2. BBOJWTDH JJAHHBIEC U3 JOKYMEHTOB BHYTPEHHETO Y4eT apX1Ba

(;mucta ponpa, onmceil) B pa3ziesibl OCHOBHOTO MEHIO IPOTPaMMBbl « ApXUBHBIN (HOHID» —
¢oHx, onKch, BIKEHUE JTOKYMEHTOB;

3. CO3/1aBaTh C IOMOIIBIO IPOTPAMMBI «APXUBHBINH (DOH» MACTIOPT apXHBa;

4. HacTpauBaTh nporpamMmy «@DOHIIOBBIA KaTaJllor» B peKUME aJIMUHHUCTpaTopa U
OCYILECTBIISAT 3KCIIOPT JAAHHBIX U3 MPOrpaMMbl « ApXUBHBIN QoHI» (AD);

5. MoJIy4aTh CBOJIHBIN MAcIoOpT apxuBa B mporpamme «DoHmoBseIi kaTanor (PK).

[Tporpammuoe obecrieueHue:

1. [porpamma « APXUBHBIM ®OH/I» 2.0 uau 3.0 for Windows (Denepanpuas
apXuBHas CIIyk0a).

2. [porpamma «®OHJJOBBI KATAJIOI CYBBEKTA ®EJEPALIMN» 1.0 for
Windows (DenepanbpHast apXuBHasI CITyKO0Q).

PaznaTouHbie MaTepUaIb:

- 3aI0JIHCHHBIN JTUCT POHIA.

[IpakTuyeckoe 3aanue:

[lepen HauasoM pabOTHI BCIOMHUTE:

1. KakoBbl raBHBIC 3a/1a4H y4eTa JOKYMEHTOB B apXHUBeE?

2. B ueMm oTnuume BHYTpEHHEro ydera JOKYMEHTOB OT LIEHTPAJU30BAHHOTO ydeTa
JIOKYMEHTOB?

3. Urto sBisieTcsl eAMHUIEH yueTa apXHUBHBIX JOKYMEHTOB?

4. KakoBbl OCHOBHBIE (DOPMBI yueTa JOKYMEHTOB B TOCYJapCTBEHHOM U BEIOMCTBEHHOM
apxuse?

OO11ee 3HaKOMCTBO C ITPOrpaMMOi

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

[MPOI'PAMMBI, CTPYKTYPA UHOOPMAIIMOHHOI'O MACCHUBA.

Ipocmotpute pasmenst W3MEHEHUE IIAPOJIEM, MEHIO B PEXHME
[TOJIB3OBATEJIA U PEAAKTOPA, ITYTEBOJUTEJIb.

CaepHurte (Qaiin, He 3aKpbIBas €ro.

Bossmure JIMCT ®OHJIA u BBeauTe nanubie B Ta0iuibl B

«ApPXUBHBIHA (HOH.

Hns saToro:

3arpy3ute nporpammy A® u BoiiauTe B Hee MO MapoieM «2» (peaakropa);

BbIOEpuTe B riaBHOM MeHio nmyHKT @OHJI; nepen Bamu mosiBUTCS CIIMCOK BBEIEHHBIX
panee ¢onnos; HaxxmuTe Enter. Bol Bolinere B pazaen @OH/.

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

0JIS1 «TIOJTHOE Ha3BaHME (POHJA», «COKpAILlEHHOE Ha3BaHUE (DOHIay.

BBenute Takke AaHHBIE B MOJI «HOMEp (DOHIA», «KATETOpHs», «HadajbHas JaTay;
«KOHEYHas 1aTay.

Bonee pannue HazBanus GonmoodpazoBatens seenute B pazaen [IEPEMMEHOBAHUA
(mynkt BepxHero MeHio PA3JIEJIbI), 0603HaunB qaThl Ka)KA0r0 Ha3BaHMUSL.

Urax, Bel BBenu B BJl oOmue cBeneHust o (oHIAE M3 MEPBBIX pa3esioB jJucTa (GoHaa.
IIponomkaem nociaen0BaTeNbHO MONOJHATh
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naHHbie 0 HameM (ouae. Crnemyrommii pa3aen aucta GoHga — «YYEeT HEONMMCAaHHBIX
MaTepHuaynoBy (T.€. POCCHIIN).

1. BBenuTe naHHBIE O KOJIMYECTBE €IUHUI XPAHEHUS POCCHINU U3 pasjena jucta GpoHaa
(yuer HeonncanHbIX MaTepuainos) B paszaen «ABMOKEHUE JJIOKYMEHTOB»y. [lns atoro:

- BBIOepUTE MTyHKT BepxHero MeHio «PA3JIEJIbI»;

- BoiOepute noanyHkt «JIABVDKEHUE JJOKYMEHTOBy, nanee — JIOBABUTD,
POCCHIIIb, ENTER. IlocaenoBareabHo

COXPAHSISI, BBEIUTE BCE TIOCTYIUICHUS U BCE BHIOBITHS POCCHINH, YKa3aHHBIC B TUCTE (QOH/IA.

2. Crnenyromuii pa3men ymcra (GoHIa — y4eT ONMUCAHHBIX JOKYMEHTOB. BBenure B
noapazaen OIIMCU (mynkr Bepxnero MmeHro PA3JIEJIbI) manHple o HOMepax, Ha3BaHHUAX
KpallHUX JaTax OMHCEH, 3alMCaHHBIX B JHUCT (oHIA. BriOepuTe COOTBETCTBYIOUIMIA BHIIAM
JIOKYMEHTOB «THII OITUCK.

3. Brenute B noapazaen «ABVXXEHUE JJOKYMEHTOB»Y (myHKT BepXHEro MEHIO
PA3/JIEJIbI) nanHbie 000 BceX MOCTYIUICHUS U BEIOBITUSX OMMCAaHHBIX MAaTEPHAJIOB, YKa3aHHBIX B
mucte douma. s storo obparurechk k moanyHkty meHoo «IBIDKEHUE JOKYMEHTOB»,
BeiOepure JIOBABUTD. Kak Bumaute, nepen Bamu Bo3Huk crimcok omuceit gonma. Beibepure
HY>)XHYIO OIIMCh, B KOTOpPOW MPOM3OLUIO ABUKEHUE JIOKYMEHTOB. BBemute roj ABUKEHUS,
BbIOEpUTE BUJ JABI)KEHHUS, U, CAMOE IJIaBHOE, KOJMYECTBO MOCTYMUBIIMX WJIM BHIOBIBIIMX JEII,
MIOCJIEZI0BATENBHO COXPAHSIS KXy 3anuch (IyHKT HukHero MeHio « COXPAHUTDy).

4. CuoBa obpatutece k Word for Windows. Ilpounraiite pasgen 8§ «MEHIO
AJIMUHUCTPATOPAY. 3anumure MyHKTH MEHIO. 3aKpoiTe (hai.
5. 3akpoiite mnporpammy Ad u cHOBa 3arpy3ure ee moJ mapoieM «3»

(anmmunuCcTparopa). Boiinure B pazaen [TACIIOPT. 3anonnute Ha3BaHue apXuBa, YKA3aHHOE B
mucte ¢ponna. llenkuure mo CHUTATH CBOJIHBIE. 1 nonyuuTe cBOAHBIC JaHHBIE MACIOPTA.
[[lenkuuTte 0o CHE[[YIOL[[I/II;'I OKPAH u npocmotpute [IACITOPT APXHUBA.

3akpoiite nporpammy AD.

6. 3arpysute MS Word.

Barpysute (aitn FK/DOC/Manual./doc.

1. 3aKOHCIIEKTHUPYHTE pa3eIibl:

Ha3nauenue nporpamMmsl,

CrpykTypa UH(pOpPMaLIMOHHOTO MacCUBa,

OOHOBNIEHNE TAHHBIX.

8. Barpysute mporpammy @®OHJOBBIM KATAJIOI mox mapomeM  «3»
(amMuHHCTpaTOpa).

Boiinure B paznen OPI'AH YIIPABJIEHU L.

Bgenenue B paznen [IOJIHOE HA3BAHUE nanusie 06 oprane

yIIpaBJIeHUsI apXUBHBIM JieiioM. Harpumep, ApXuBHBIN OTAEI TIPU

aaMuHHCTpanuu Bomoroackoi o0nacTtu.

B paznen COKPAILIEHHOE HA3BAHUE — AO Bosorosckoii

o0nacTu.

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

CoxpaHuTe TaHHBIE.

9. Boiinute B paznen APXUB, BBenute gannbie (13 nucta GoHaa)

B IOJIAL:

I[IOJIHOE HA3BAHUE APXWUBA; COKPAIIEHHOE HA3BAHHUE (nanpumep,
'ABO).

AJIPEC APXUBA, Bribepute coorerctByromuii YPOBEHDb u TUII (manpumep, mis
[IMAM — myHununaibHblil apxuB). CoxpaHUTe JaHHBIE.

Bribepure B ciucke Bamr apxus. Haxxmute ENTER, Ha Bonpoc nporpaMMel 00 HCTOUHUKE
nannbix BBeaute aapec G\wfond\DBF, menxaute no SELEKT, B mynkte 'OJ] mocTaBbTe caMblii
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paHHUM TOJI, 32 KOTOPHIH y Bac Ob110 n3MeHeHHEe (TOCTYIUICHWE WA BHIOBITHE) YUETHBIX TaHHBIX.
Haxxmure ENTER. Jloxkaurecs nossienus Hagnucu OBHOBJIEHUE JJAHHBIX YCIIEIIHO
3ABEPHIEHO. /lannsie nporpammbl AD ckonmpoBanuch B mporpammy OK. Haxxmute ENTER.

10.  3axkpoiite mporpammy @K u emie pa3 3arpy3ure ee ¢ maposueM «2» (peaakTopa).

Tenepp MaccMB Y4YeTHBIX JaHHBIX PErMOHA MOIOJHUIICS NaHHBIMU Bamiero apxuBa.
Yo6emutecs B 3ToM. Otkpoiite paszgen APXVBOWIIbTP. Breibepure Bam apxuB, Haxmmure
BBITTIOJIHUTb.

Boiinute B paznen ®OH/] BeiGepute Bam apxus, Hasxkmute ENTER.

[Ipocmotpute msrotosieHHbli Bamu [lacmopt apxuBa B pasmene ITACIIOPT (myHkKT
BepxHero meHto PA3JIEJIBI).

PaGoras ¢ mporpamMmoi, MOKHO NOJYyYWTh CBOAHBIA MacmopT nmo Bamiemy apxuBy 3a
pasuble To/bI (oapasaes «CBOIHBIN MacmopT»).

Jlst wero cimyskat noapaszaeinsl «J{unamuka — adc.»; «unamuka %o»?

KOHTpOJ'IBHI)IC BOIIPOCHI:

1. [ToueMy UMEHHO YUYET JOKYMEHTOB CTaJl OJJHUM U3 IIEPBOOUYEPEIHBIX HAIIpaBICHUN
KOMIIBIOTEPU3aLMHU ApXUBHOIO Jeiia?

2. B uem BaxHOCTHP IPUMEHEHHs OOILIEOTPAC/IEBbIX (THUIOBBIX) 0a3 JaHHBIX IS
BEJICHUS yUeTa JOKyMEHTOB ApXuBHOro ¢onjga PD?

3. KakoBbl  mpeumyliecTBa  aBTOMaTHU3MPOBAHHBIX  CHUCTEM  yueTa  IEpej
TPaZMLIUOHHBIMU YYETHBIMU CIIPABOYHUKAMU?

4. HazoBure ocnoBnbie pynkiun AUIIC «ApxuBHbiii GoHI» 1 « DOHIOBBIN KaTalor

cyobekra denepanuny.

5. Kak crpoutcsi aBTOMaTH3UPOBaHHAS CUCTEMA IICHTPAIN30BAHHOTO Y4eTa JJOKYMEHTOB
ApxusHoro ¢ponga PD?

Jlureparypa:

1. BpemeHHBIN NOPSALOK aBTOMaTU3MPOBAHHOI'O I'OCYJAapCTBEHHOI'O ydeTa JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoii ®enepanuuu, XpaHAIIUXCS B TOCYJApCTBEHHBIX U
MYHUIIUTIATBHBIX apXuBax (yTBepxkaeH npukazom Pocapxusa ot 23.10.2000 Ne 64.

2. Enunbiii mops1oK 3amoyiHeHus 1nosieit EquHoit aBromaTu3npoBaHHON HHPOPMAITMOHHOMN
CHCTEMBI, COCTOSIIEN U3 IPOrPaMMHBIX KOMIUIEKCOB «ApXUBHBIH (POHY, «DOHAOBBIN KaTalory,
«enTpanbHblii GoHA0BEIH KaTanory. [Ipoekt. / M.: 3A0 «AJIAIIT», 20135 Poccus (2002—2010
TOJIBI)»

Tema 4. Co3gaHue ydeTHBIX IJOKYMEHTOB apXHMBa M IIaCIOpTa apXHWBa C IOMOUIbIO
IIPOrpaMMbl «Y4eT apXUBHOTO (POHJIa». 8§ 4acoB.

Ilenb paGoThI: OCBOEHHE CTYACHTAaMH METOJMKH aBTOMAaTHU3MPOBAHHOTO BHYTPEHHEIO U
LEHTPaJIN30BaHHOIO y4eTa apXUBHBIX JOKYMEHTOB, MpuMmeHsiemMoi B ['naBapxuBe r. MOCKBBHI,
nproOpeTeHre HaBbIKOB CPABHEHUS MPOTPAMMHBIX TPOAYKTOB.

B pesynbrare paboThl CTyACHT JOJKEH 3HATh:

- Ha3HaueHue M (YHKIMM, OCHOBBI MHTepdeiica MmporpaMMbl «YuyeT apXHUBHOTO
dbonmay;

- paznuune Mexay pexumoM nonosHeHus b/l B pexume ®OH/I- OIIMCH u B
pexume AKT.

B pesynbrare paboThl CTYA€HT T0JIKEH YMETh!

- HACTpauBaTh IporpaMmy «YueT apXuBHOro (oHAa» B peXUMe aAMHUHHCTPATOpa,
BBOJIUTH MOJIb30BaTeNeil U BEIOUPATh OPMBI OTUETA;

- paboTtath B mporpamme «Yuer apxuBHoro ¢onma» B pexume ®OHJ[-OIINCH,
BBOJIUTH JIAaHHBIE U3 JOKYMEHTOB BHYTPEHHETO YUeT apXuBa (JucTa (oHJa, ONuceil) B pa3/ensl
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OCHOBHOTO MEHIO Tporpammbl «Yuer apxuBHoro ¢ouga»y — DPOHJ — ITOIIOJIHEHUE B/I;
OIIMCbh — IIOIIOJIHEHUE B/, El. XPAHEHUAL.

- CO371aBaTh C IOMOIIBIO IPOTPAMMBI «Y4eT apXUBHOTO (OH/Ia»

mucT (OHJIA, KHUTY y4yeTa IOCTYIUICHUH apXuBa, CIUCOK (POH-

JIOB M IPYTHE JOKYMEHTHI BHYTPEHHETO y4eTa.

IIporpammHuoe oOecrieueHue:

WuTerpupoBanHas aBTOMAaTU3MpPOBAaHHAS cUCTeMa «Yd4er apxuBHOro ¢onga» (AO
HNucodr).

Pasgatounbie maTepuainsr:

- 3arnosHeHHbIE JTUCThI (POHI0B Ha ABa (HOH/A,

- Ornucek gen GoHna,

- PykoBoACTBO 10J1b30BaTENS IPOrPaMMBI «YYET apXUBHOTO (OHA».

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

BCIIOMHUTE:

1. Kakue yueTHble JOKYMEHTHI IMO3BOJISET MOJIYYUTh M pacledararb IMporpaMma
«ApxuBHBIH HoHI)?

2. KaxkoBbl OCHOBHBIE JOKYMEHTBHl WM JIONOJHUTENIbHBIE JOKYMEHThl BHYTPEHHETO
yudeTa B FOCyJapCTBEHHOM apXuBe?

3. KakoBbl OCHOBHBIE JAOKYMEHTBHl M JIONOJHUTENIbHbIE JOKYMEHTbl BHYTPEHHEIO
yudeTa B FOCYJapCTBEHHOM apXuBe?

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

Cucrema paszpaborana ¢pupmoii «Mucopt» mst TAY r.Mocksbl.

HauynuTe 3HaKOMCTBO C POrpaMMOM € AEMOBEPCHH.

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

B none «anpec» BBeauTe www.insoft.ru. Jloxaurecs 3arpy3Kku canra.

lenxHuTe no 3actaBke «JlemoBepcun». JloxxauTech 3arpy3ku CTpaHULBIL.

[IlenknuTe mo mnepBod cTpoke «lMHTErpupoBaHHAas aBTOMATU3MPOBAaHHAs CHCTEMA
MOCKOBCKOT0 TOPOACKOr0 OObEJUHEHUST apXUBOBY.

JloxauTech 3arpy3Ku CTpaHUIIbL.

Bribepure nyHkT MeHo «[IOMOILby», Boiinute B paznen «O cucreme», BHIIMIIUTE B
TeTpajJb AaHHbIE O Iporpamme u pazpadotuuke. lllenkaure no OK.

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

CJIEBA, CaMOCTOSITEJIBHO OIPENECINTE W 3alUIINTE IOCIEI0BATEIbHOCTh AEHCTBUM UL
BBEJICHUS B aKT NepepaboTKU OIHUCEH:

BBenenus ydyerHbix nanHbix no HoBoit onncu Ne 3.

YV nanenus Bcex aen onucu Ne 3.

Boiinure B nynkt mento BEJIEHUE YUETHBIX TOKYMEHTOB.

CamMOCTOSTETbHO YCTAHOBUTE MOCJIEA0BATENBLHOCTD IEUCTBUN:

HEO0OXOUMBIX JJIsl BBEJICHUS CBEICHUI B TUCT (PoHAA;

HEOOXOIUMBIX ISl BEICHUS CITUCKA (DOHIIOB;

HEOOXOMUMBIX, HIJISi TIONYYEHUS CBEACHHMM O COCTOSIHHUHM KaXIOH €IWHUIBI XPaHEHUs
(BHUMATEIHFHO CMOTPHUTE Ha Pa3/elibl TIABHOT'O MEHIO BBEPXY).

YcraHoBUTE M 3alMIINTE, KAaKUE JTOKYMEHTBI BHYTPEHHEIO yuyeTa IMO3BOJISET COCTABUTh
cucTeMa. YCTAaHOBUTE M 3aIUIIUTE, KaKue JOKYMEHTHI IICHTPATU30BAHHOTO Yy4eTa IMO3BOJISET
COCTaBUTH cUCTeMa (TyHKT MEHIO «Be/leHue y4eTHbIX JOKYMEHTOBY).

Kaxum 06pa3oM MOKHO COCTaBUTH MMACIOPT apXuBa’?
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2. Tenepp nepexoanM K NpakTUKE. 3arpy3uTe nmporpamMmy «Y ADy,

menkHyB Mbiibio o [TYCK — I[TPOI'PAMMBI — YUET APXMB- HOI'O ®OHJJA —
AJIMUHUCTPATOP. [Iporpamma 3anmycTUTCs B peKUMe agMUHUCTpaTopa. [I[enTkHUuTE MBIIIBIO
o HACTPOMKA BJI.

Cosnaiite bJI. Beegute B okno CO3JIAHUE B/I anpec G/arhive/dbf.

[lenkaute CO3AATH, OK. Bsl BepHeTech B ocHOBHOe MeHio. lllenknure OANIIBI
OTYETOB. Beeaute B oTkphiBieecs okuo aapec C:/ arhive/reports. llenkaute SELEKT, OK.

[lenknute no nynkry IIOJIb3OBATEJIM rnaBHoro menHto. Bam cregyer BBecTH
M0JIb30BaTENeH U MPUCBOUTH UM MpaBa, HA3HAYUTh MAPOJIH.

Wrak, HaunuTe ¢ ukoHku «HoBas 3anuce» BHU3Y (1ucrouek). B none ®UO BBeauTe cBOIO
dbaMunio, MPUCBONTE ceOe PYHKIUUA aIMUHUCTPATOPA, IMICIKHYB MO (PJIayKKy W BBIOPAB MYHKT
«AIMHUHUCTPATOP» u3 BepxHEro MeHI0. YKaxuTe Mapoib «1» um moarBepxkiaeHue «I».
[enxkauTe mo nukonke COXPAHUTD (nuckera BHUBY).

Cuctema rotoBa k pabote. llenkaure mo BBIXO/.

7. 3anyctuTe mporpamMmmy B pexume mnonbzoBatens. lllenkaute mpimbio no [TYCK-
I[MPOI'PAMMBI — YUET APXMBHOI'O ®OH-JIA — YAO.

Haiigute BBepXy CTpOKY ri1aBHOrO MEHIO. B 1ieHTpe pabouero okHa HAXOAUTCS Ha3BaHHE
apxuBa. YToObI HauaTh paboTy C CUCTEMOM ClIeyeT BBECTH CBOIO (DaMMIINIO U TTapoiIh «1».

[IporpaMMoii mpeaycMOTpEHBI ABE CUCTEMBI yueTa — 10 coxpanenus [lacopra apxuBa u
nocine coxpanenus [lacnopra. Pexxum yuera 1o coxpanenus [lacnopra apxusa npeaHazHaueH AJis
BBOJIa Oonbinx MaccuBoB uHGopmaruu 3A TTPEJIBIITYIIMWE I"OJIbl. 3T0o moAroToBUTEIbHBIN
stan ydera. [locne coxpaneHus nacnopra 3TOT PEXUM CTAHOBUTCS HEAOCTYITHBIM — U3MEHEHUS
B JIAaHHBIX MOKHO OCYIIECTBIIATH TOJbKO uepe3 myHKT MeHio AKT. IIpenctaBum cebe, 4to nanHas
cucrema BBesieHa B apxuse B 2001 rony, a yueTrHble JOKyMeHThI uMmeroTcs 3a 40 ner. CHavana
ClelyeT BBECTU JaHHbIE 000BceX (hOHIAX U OMUCIX apXUBa, OTIOKUBIINXCSA 32 40 jeT.

B pexxumMe nepBoHayaJIbHOTO NOTIOJIHEHUS JJAHHBIX OCHOBHBIMU

apisitorest Tpu nyHkTa: @OH-OITUCH-E/I.XP. Pabora HaunMHaeTcst ¢ MyHKTa MEHIO
®OH/. Pexxum onrcu CTaHOBUTCS aKTUBHBIM ITOCIIE BBOJIA U BEIOOpa (hOH1a, YTOOBI HE HAPYIIUTH
CKBO3HYIO HyMepaIuio onucel B paMkax (HoHja.

8. lllenkHuTe MBIIBIO TO MYHKTY riaaBHoro Mmenro ®@OHJI. 3arem BpiOepuTE MyHKT
[TOITOJIHEHUE BA. Bo3pmure nuct nepBoro ¢onaa. Beenure B kapTouky QoHIa CBEIECHUS O
donme:

- HOMep (oHJa;

- Kareroputo ¢ponna (BeiOepUTe, UCXOASI U3 €T0 LIEHHOCTH);

- cocTosiHUe QoHAa (IETYOK 10 CTPEJIKE CIpaBa, «B HATUUUIY);

- MH(pOpPMaLIMI0O O TOCTYIUIEHWU (BBEIUTE JaTy IMEpPBOTO IOCTYIUIEHUS C JIMCTa

- BBeUTE HOMEp apxuBoxpanminina B noge APXNBOXPAHWMJINIIE 1;

- KonuuecTBO HeonrcanHbIX MaTepuainos B nosie HEOIIMCAHBIE MATEPUAJIBI;

- OT KOTO TIOCTYIIUIIU MaTepHalibl (0T (OHI000pa30BaTENs ).

OcranbHble MO KapTOukH (hOHIA HENOCTYNHBI, TaK Kak JaHHbIE CIEJyeT BBOJIUTH B
nyHkTe rinasHoro MeHio OITHCh.

OpnHako 3amosiHeHHE KapTouku (oHJa emie He 3akoHdeHo. lllenkHuTe Mo BKIIaaKe
HA3BAHUE ®OHJIA, ykaxxute mocienoBaTeIbHO BCe Ha3BaHUs (POHIA, YKa3aHHBIE B IIEPBOM
paszene nucrta ¢poHaa u ux kpaitnue aatel (noiast HASBBAHUE ®OH/JIA, IATA HAYAJIBHAS,
JATA KOHEUHAS).

Buumanne!

[Tocne BBOsa Kaxk/10r0 Ha3BaHUS (POH/IA HAJI0 €r0 COXPAHUTH (IIETKHUTE 110 MUKTOrpaMMe
¢ xenTod nuckerod BHM3Y). Ecnm HazBanue (hoHIA HE MMEET TOYHBIX KpaWHUX JAaT, CIeqyeT
BPYUYHYIO pPacloJIOKUTh Ha3BaHUS B TOM MOCIIE0BATEILHOCTH, B KOTOPOM OHU

IpUBEJeHbl B JHcTe (POoHAA (MCIONB3YyHTE KHOMKH CO CTPEIOYKaMHU BBEpPX-BHHU3).
[IpenBapuTeNbHO HY>KHO BBIJICIUTDH MBIIIBIO CTPOKY C HA3BAaHHUEM, a 3aT€M IIEPEMECTUTD €TO BBEPX
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WM BHU3 HY)KHOW KHOMNKOW. Eimie pa3 coxpanute ganHbie B koHlEe. lllenkHuTe mo MKOHKE ¢
nsepbto BHM3Y. lllenkuure mno Bkiaanke AHHOTAILIMS. BBeaure KpaTKyro aHHOTaLUIO
JIOKYMEHTOB (oHJ1a (BUIBI JOKYMEHTOB, TemaTuka). Coxpanute ganusle. lllenknure no nkoHke ¢
JIBEPbIO BHU3Y.

Bxianky COCTAB ®OHJIA He TporaiiTe, oHa 3anoiaHuTcs aBromarudecku. Lllenkuure
110 MKOHKE C JBepbio BHU3Y. Eciu Bel 3a0bu1M COXpaHUTh TaHHBIE, TOSBUTCST «BOIIPOLIAIOIIEE)
OKHO. Bribepure

BBIXOJI C IIPOBEPKOM. Hu B xoem ciyuae He BhiOupaiite OTMEHUTH
N3MEHEHUSA! Torma Bce Bamm crapanus npomnagyT BTyHE W HOBBIC JIaHHBIE OyayT
YHUUYTOKEHBI!

AHanoruuHeIM 00pa3oM BBEAHUTE JaHHbIE CO BTOPOro jucTta (oHaa ¥ u3 onucu (oHaa
(POHA-TIOITOJIHEHUE B).

9. BBeauTe maHHbBIE O KOJIMYECTBE SAUHUIl XpaHeHus1 onucedt ¢houaa 1, 2 (muctel poHma) u
3 (ommuch poupma). s sToro HyxHO BoiTH B paznen OIIMCh. JomkHo ObITh, Bbl 3ameTwin, 94T0
MOCJIe COXpaHeHUs NepBOM KapTouKu (OH/IA, ITOT MMYHKT MEHIO CTall aKTUBHBIM.

Opnnako g Toro, 4yTo0sl BBecTu Aanubie B paszaen OIINCh, cHauana cienyer Haiitu onz,
onucu Kotoporo Bl 6ynere BBoauTh. i 3T0r0 HyXHO BoiTH B IyHKT MeHt0 POH/[-BBIBOP
OOHJA. Ilepen Bamu Bo3HUKHET (hopMa 1715l BBOAA KPUTEPUEB MTOKCKA.

OcymectBuTte nouck (oHAA MO PSAY KpUTEepHEeB (HOMEp, COCTOSIHUE — B HAJIUYUH).
[Menxuute no nxkonke [IONCK (xpacnast myna BHU3Y). CaMblil IpOCTOM CI1OCOO MOJYYUTh CIIUCOK
BCEX BBEICHHBIX (DOHI0B — MIENKHYTh 0 ukoHKe JIYIIA BHU3Y, BoOOIIE HE BBOIS

KpUTepHeB noucka. HaBenuTe Kypcop Ha Ha3BaHHE MEpBOro (oHAa B CIHCKE, TBAKIBI
nienkHute mo Homepy ¢ouna. [losButcs kaprouka ¢onna. Tenepb MOKHO MPUCTYIUTHh K BBOAY
cBeZIcHHM 00 onucsx Goumaa.

lenkHuTe Mplb0 1o NyHKTY miaBHoro MeHroo OIIMCD. IlosBuTcs kapTouka onmucu
nepBoro GouHxaa.

Bosbmute aUCT cOOTBETCTBYIOMIET0 (JOHIA M MOOUYEPETHO BHECUTE CBEACHUS O KaXKIOU
OIKCH: HOMEpP OIMCH, Ha3BaHHWE OIMUCH, THUIl ONHMCH M CIIOCOO BOCIIPOW3BEICHHS BBIOCpUTE W3
cnucka (cTpenka crmpasa) no cMbicity. B mone KOJIMUECTBO TOMOB nocraBsTe 1, B mone
AHHOTAIU A BnumnTe KpaTKyto XapakKTEpUCTHKY COCTaBa M COAEPKaHMSI TOKYMEHTOB OIHCH;
B noie CPOK XPAHEHUS — prnumuTe «mmocTossHHO». O0s13aTENbHO MPOCTaBbTE KOTUYECTBO
€MHMI] XPAHEHUS B OIUCH (CM. JTUCT (OHJIA) U KpaillHUE JaThl JOKYMEHTOB OMHCH (CM. TaM ¥Ke).
Hlenkaure no nukrorpamme COXPAHUTD (auckera BHU3Y). Eciu BBl 3a0bUTH COXpaHUTH U
menkayau BbIXOJI, BeiGepute B nosiBuBinemcs okae BIXOJ] C [IPOBEPKOIA.

Taxum ke ciocodom (OITUCh-ITOTTIOJIHEHUE BJ]) BBenute cBeneHus 000 BCeX OMUCIX
naHHoro ¢onzaa. 3arem Haiiaute Bropoit poua (POH/I-BBIBOP ®OHJIA). Benu-

Te ceneHus ¢ Jlucra ¢poHaa 060 Bcex omucsax AaHHOro (onpa. 3aTeM BO3bMUTE OMMCH
dboHga u BBeAWTEe AaHHBIE 00 3ToM omucu. OTkpoiTe myHKT riaaBHoro menro EJIMHUIIA
XPAHEHMS n BBeguTe 3arojOBKH IISTH J€N W3 ONKWCH. B JaHHBIM MOMEHT BBl CO3JIaeTe HE
TOJIBKO YYETHBIN, HO U TIOUCKOBBII CIIPAaBOYHUK — APXHUB-HYIO OMHKCh.

10. OcymiecTBUTE MOUCK MHPOPMAIIUK 00 ONMUCAX BBEJCHHBIX (POHIIOB.

Jnia storo Bei6epute myHKT riaBHoro MmeHro OIIMCh-BbIBOP OITMCH.

[losiBUTCS OKHO 1711 YCTAaHOBKM KpUTEpHEB MOUCKA. OCyIIECTBUTE NMOUCK IO HA3BAHUIO
onucu. Jlms storo abcomoTHO HeoOs3arenbHO BBOaUTH B moile HASBAHHWE OIIMCHU Bce
Ha3BaHUs. JlocTaTrouHO ofHOro cioBa. Ho mpu 3TOM cieayeT BBIIOIHATE NpaBUia COCTABICHUS
3arpoca:

%ot1aen% — cI0BO BCTpeyaeTcs B JII000OM MECTE Ha3BaHUS;

o11en% — CJI0BO BCTpeyaeTcst 00513aTeIbHO B Havajle Ha3BaHUS;

%0Ten — Ha3BaHHUE 3aKAHYMBACTCS JaHHBIM CIIOBOM;

%otnen%xkanpo%ynpaBieHusi% — JIO00€ COYETaHHE CIIOBO+

CJIOBO+CIIOBO.

Otmetbste BHN3Y nepexmodatesis COOTBETCTBUE XOTS Bbl
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OJHOMY VYCIIOBUIO. lenknute no kHonke [IONCK BHU3Yy.

AHAJIOTUYHBIM CITIOCOOOM OCYIIECTBUTE MOUCK 0 KpAaltHUM JaTam

JOKYMEHTOB OIMCEH; 110 aHHOTaUuu OoNucU. B pesynbrare Bcex ycmnuii nepen Bamu
IIOSIBUTCS CIIMCOK onucer. [IpocMoTpure KapTouKku

HaNJCHHBIX OIIMCEH, LIEIIKAs [10 UX HOMEPY.

Haiins onmck, nonpoOyiiTe HaliTH BBeAeHHBIE Aena. OCYyIeCTBUTE OUCK IO KITIOUEBOMY
CJIOBY (XOTs OBl OZJHO CJIOBO M3 3aroJIOBKa J1e], KoTopoe Bbl momHuTeE).

Ob6parute Baumanue, uro pexxuM AKT HegocTyneH.

11. Otkpoiite myHkT rinaBHoro meHro COCTABJIEHUE YUETHBIX JTOKYMEHTOB.

[TonpoOyiiTe caMOCTOATEIBHO, CIEAYs YKa3aHHUSIM IIPOTPAMMBI,

COCTaBHTb CIUCOK (DOHJOB apXHBa, PEECTp OMHUCeH 000ro u3 BBeACHHBIX Bamu donna,
auct oxHoro u3 ¢onmoB. CpaBHute noiydeHHbld U3 bJl Jluct ¢donma ¢ opurmnanom. Kakue
paszensl ucTa GOHIa OCTAINCh HE3aOJTHEHHBIMHU ?

B TeTpaam cocTaBbTe CPaBHUTEIBbHYIO XapaKTepHCTHKy mporpamm «APXVBHBIN
OOH/I» u «YUET APXMBHOI'O ®OHJIA» ¢ Touku 3peHHs] TpeOOBaHHI K 000pYyIOBaHUIO,
byHKIMi, onTHMMM3AlMK ydera, yAoOcTBa wuHTepdeiica, oTueToB, croumocTH. Crenaiite
3aKJIFOYEHUE M10JIb30BATENS.

KoHTposbHBIE BOIIPOCHL:

1. B uem cxonctBO M paznuune QyHKIUH nporpamMMm «ApXHUBHBIM GOHI» U «YueT
apXUBHOTO GoHIa»?

2. Kakue yueTHble NOKyMEHTHI Bbl MOXXET€ MNOIy4YUTh B KauecTBE OTYETOB C
MIOMOIIBIO TPOTPaMM «APXUBHBINA (HOHI U «YUeT apXuBHOTO (hoHma»?

3. KakoBbl TOCTOMHCTBAa M HENOCTATKM KAXKIOW M3 IMpPOrpamMM C TOYKH 3pEHUs
apXUBHUCTA, UCIIOJIB3YIOIIEr0 UX JUIsl OpraHU3alii aBTOMAaTU3UPOBAHHOTO Y4€eTa B apXuBe?

4. Kakue paznenst JIucra ¢ponga Bam He ynanocs cocTaBUTh B JaHHOM pexuMe?

Jlureparypa:

l'openex T.H. Kowmmnerorepusamuss MOCKOBCKHMX apxuBOB: 0T mpoctoil b/l
UHTETpUpOBaHHON MHpopMannoHHOM cucteme. 1986-2002 rr. // OteuectBeHHble apxuBbl. 2002.
Ne 5. C. 20-26.

[IpakTrueckoe 3axanue 2-4 yaca.

ITporpammHoe oOecrieueHue:

- WuTerpupoBaHHas aBTOMaTU3UPOBAaHHAs CUCTEMa «YueT apXxuBHOTo ¢oHna» (AO
NHCODT).

- PykoBoicTBO nosib3oBaTens.

PaznaTouHble MaTepuabl:

- muct doHAa,

- aKThI:

npueMa-repeaadn e,

BBIJICJIEHUS /1€ HA YHUUTOKEHHE,

Hay4YHO-TEXHUYECKON 00paboTku POHIOB.

[lepen HauagoM pabOTHI BCIOMHUTE:

1. KakoBel mpaBuIia 3amnoyiHeHus aucta ¢poxaa?

2. Kakue BBl aKTOB (PUKCHUPYIOT U3MEHEHHUS B COCTaBe JOKYMEHTOB apXHBa U
JBUKEHHE JTOKYMEHTOB?

1. Otxpoiite mporpammy «Y AD» B pexxume noas3osarens (ITYCK ITPOI'PAMMBI-
YYET APXUBHOI'O ®OHIA-YUYET APXHMBHO-I'O ®OHJA). Csoro damunuio Bel,
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KOHEUYHO, He 3a0puti. BBenmuTe ee u mapoib — «1» — B cooTBeTCTByIomme mnojst. Obparure
BHuManue, uro pexuM AKT wnemoctynen. (IlompoOyii-re BBectu cBenenust o0 akre AKT-
HOBBI AKT). lyist BBeieHUS CBEACHUH 10 aKTy MpUeMa-repeaadyn JOKyMEHTOB HEOOX0IUMO
CHayaja co3JaTh U 3alIUTUTh NAcnopT apxuBa. [1[eKHUTE MBILIBIO IO MTyHKTY INIABHOTO MEHIO
BEJIEHUE ITACIIOPTOB, Beioepure CO3JIAHUE, menkaute mo [JA. IIporpamma nmompocut
Bac nogoxnate, moTOM 3aBEpuUT, YTO MacnopT apxusa coznad. Ho Bel Huyero ne Buaute. YToObI
MOCMOTPETh Ha pE3yJbTaT CBOMX TpyloB, menkHute no OK, BeiOepuTe B MyHKTE MEHIO
BEJAEHUE IMACIIOPTOB noanyukr [TPOCMOTP. IllenkHuTe 1Mo MKOHKE C KPacHOU JIyrou
Hugy. [Iponucraiite nomyyeHHbIN nacnopT (BKJIaAKU CBEpXY). Bbl yOeautech, 4To OOIBIIMHCTBO
pa3esioB MyCThl, OJJHAKO IIPOrpaMMa YECTHO IOJICUMTAJa BBEICHHBIE BaMU JIaHHBIE U CBEJIAa UX
BOEJIMHO B pazjedne |

u pazzaene 3.1.

Cnenyer 3ammtuth nacnopT ot yaaieHus. Bwidepute BEJEHUWE ITACTOPTOB-
KOPPEKTHUPOBKA, mienkuute o UKOHKE C rajJoukoil BHU3Yy. Ha Borpoc nporpaMmel o0 3aiure
nacnopta BbiOepute orBeT «JA». YOemutech B TOM, 4TO HANpOTHB JAaThl co3laHusi Bamiero
nacropra nosiBmiiach kpacuast ormetka «3ALLUIIEH».

2. Jns Hayana pa®oThl ¢ aKkTaMu HEOOXOIMMO CHOBA MEPEHACTPOUTH MPOTPaMMy B
pexume AIMUHUCTPATOPA.

OTHbIHE, TTOCTIE COXPAHEeHHsI TACTIOpPTa apX1Ba, BCE U3MEHEHHUs B KOIMYeCTBE Ael GoHaa
OCYIIECTBISAIOTCA yepe3 NyHKT MeHo AKT.

[Tonymaiite, mouemy.

[llenkuure nmo nyHkry MeHio BBIXOJl. 3amyctute mnporpamMmy 3aHOBO B pPEXKUME
AJIMUHUCTPATOPA (npunetcst 3aHOBO BBECTH HapOJIb).

CHOBa meNKHAUTE 110 MYHKTy MeHio 1I0JIb30BATEJIb-HOBBIN

[TOJIb3OBATEJIb. Beeaute ums (3allOMHUB €T0), IAPOJIb «2), MOATBEPKIECHUE «2».

Teneps npeacrout camoe uHTEpecHoe. Caeayer co3gats HOBYHO posib — «HAYAJIBHUK
OTHAEJIA YUETA». [lns 5TOro MIENKHUTE MO KHOIMKE «PEIaKTop poJiei» (TearpaibHas Macka
BHU3Y). Ha sKkpaHe nosBUTCsS OKHO pelakTupoBaHus poseld. [llenkHuTe no nukrorpamme

HOBAS POJIb (aucTouyek BHHU3Y) MBIIIKOM, BIMIIMTE B OKHO Ha3BaHUE pOJIU
«HAYAJIBHUK OTJHEJIA YUYETA», OK. IlocraBbre duaxku B nomax AKT (mpocmotp,
nononnenue bJl) u B npyrux nomnsx. [lenkuure mo COXPAHUTD (nuckera BHu3y). lllenkuaure
no nukrorpamme BbIXO/] Buu3y. B okne [IOJIB3OBATEJIU, ¢ koToporo Bsl HaunHanu padoty,
B nosie POJIb BriOepute HOBYIO poiib «HauanbHUK OT/ena yueTay.

[HlenkHuTe MO 1UCKETe BHU3Y (COXpaHUTh) U Mo ukoHke BBIXO/I.

Jlanee 3akpoiiTe mnporpaMMmy M CHOBa 3allyCTUTE €€ I[0J HMEHEM U C MapoJieM
HAYAJIbBHUKA OTJEJIA VUETA B pexume nonb30BaTes.

BriGepute myHkT Menio AKT — HOBBIM AKT. Bo3smute iucT GOHIa, BBEIUTE JAHHBIC
u3 pazaena «IBIDKEHUE JIOKYMEHTOB» 06 akrax npuema-niepefauu Jei, BbIIeICHUs Jel
Ha YHUYTOXXEHHE, HaydHOTeXHHUYeCKOol oOpaboTku Qouaos. Haiigure B nmucte Qonma pasnen
«YYUYET HEOITMCAHHBIX MATEPHUAJIOB», BBeauTe AaHHBIE O MOCTYIUIEHUU MaTEpHAJIOB
poccainu. Haitaure naty nepBoro nocrymienus pocesini. Beeaure B Mento HOBBIN AKT HoMep
doHa, naty akra (mepsas rpada — JaTa IepBOro MOCTYIUIEHUS! POCCHINHN), BEIOEPUTE TUI aKTa
—Tpuema-nepeaaud. B mone «OTkyaa DOCTyHnWIM — JOKYMEHTBI» BBEAMTE —  OT
donnoodpazosarenss. B mone MCIIOJIHUTEJIb 1 BBemute cBoto damunuio. Ilenkaure mo
JUCKETE BHU3Y, YTOObI COXPaHUTh 3alKCh.

HoBplii akT co3aaH, HO HE 3apETUCTPUPOBAH.

UToOb! 3aMOHUTH HUKHIOKO YacTh aKTa O JBHKEHUH JOKYMEHTOB HE BBIXOS U3 PEKUMa
AKT, menknute no nyHkry rinaBHoro MmeHro ®OHJI — IIOCT. HEOIIMCAHHBIX
MATEPUAIJIOB. Bpeaute kpaiiHue AaTbl MOCTYNMBIIEH POCCHINA W KOJUYECTBO €IUHHUIL
xpanenus (u3 nmucra ¢onna). lllenkuure no quckere a3y (COXPAHUTD).

B nynkte mento AKT menkanre mo AKT — PETUCTPALIAA
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AKTA — JIA — OK. Tenepp akT 3aperucTpupoOBaH, a CBEACHHUS O IBHKEHUN JOKYMEHTOB
BHECEHBI B CUCTEMY.

TakuM ke 0Opa3oM 3apericTpupyiite apyroe mocrymieHue poccbimn. AKT-HOBBIN
AKT; ®OHA-TIOCTYIUUIEHUE HEOIIucanunsix ; AKT-PETUCTPALIMA AKTA.

BrIOBITHE POCCHINTUA BCIEACTBHE COCTABJICHHS OINMMCEH Ha Jella PeruCTpUpyercs Oolee
cnoxxno. AKT-HOBBIN AKT. B none TUII AKTA — BeiGepure AKT OITMCAHMS.

Hanee, He Beixos u3 pexuma AKT, Beioepute mynkr @OHJI B rimaBHOM MEHIO, TOITYHKT
— BBIBBITUE HEOITMCAHHBIX MATEPUAJIOB, BBeauTe 10 ucTy (HOHIA KOJTMYECTBO H
JaThl BBIOBIBIIICH POCCHIIH, T.€. BCIO pocchib. COXpaHuTe (INCKETa BHUZY).

Bri6epute mynkt mento OIIMCb, kotopslii ctan aktuBHBIM, a B HeM — HOBA S OITHCb.
Beeaute mo nucty ¢GoHIa HOMEp ONMKCH, BBEIUTE Ha3BAaHUE OMKCU, KPalHUE JIaThl MATEPUAJIOB,
KOJIMYECTBO €IUHUIl XpaHeHHs. BpliguTe M3 pexuma ONMUCH 4Yepe3 ABepb BHHU3Y (MKOHKA),
COXpaHMB U3MEHEHUs, coxpanute uzMeHnenus B pexxume AKT, 3apeructpupyiite AKT (AKT —
PETMCTPALIMA AKTA).

PaznenaBmmchk ¢ y4eToM pocchilid, oOpMHUTE BCE aKThl HA MOCTYIUICHHWE OIMHMCAHHBIX
MartepuanoB. [yt aToro Bo3sMute cBenenus u3 ucta ponna — pasaen « YUHET OITMCAHHBIX
MATEPUAJIOB». Eciu Bwl eme He aoragaiuch, Kak CO3[A€TCs aKT MOCTYIUICHHUS OIHCH,
nercrByite tak: AKT — HOBBIN AKT, BBOI HOMepa (poHIa, MaThl aKkTa (BCE Ta XKe IepBas
rpaga), TUII akta — npuema-niepenaun. CoxpaHure.

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

npaBuibHo, OIIMCh — HOBAS OIINCH. Beenute cBefeHusi 0 HOBOM omucH (Kpome
MIEePBOM, TaHHBIE O KOTOPOH BbI yke BBenun). Co XpaHuTe. 3aperucTpupyuTe aKT.

Teneps 3anoBo cocraBpTe JIMCT ®DOHIA (BEAEHUE YYET-

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

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

nmucTa GoHIa O ABMKEHUU HEONHMCAHHBIX M OMUCAaHHBIX IOKYMEHTOB.

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

JlomomHUTE 3aKII0YEHUE, CIeTaHHOE Ha MOCTIEAHEM 3aHATHH.

KoHTposibHBIE BOIIPOCHL:

1. KakoBa nocienoBaTebHOCTh BHECEHUSI U3MEHEHUN B yUETHBIE
JaHHbBIE TIOCTIE COXpaHEeHUs macrnoprta apxuBa? Uem BbI3BaHa 3Ta
MIOCJIE0BATENBHOCTD ?

JIureparypa:

l'openex T.H. Kowmmbrorepuzanusi MOCKOBCKHX apXWBOB: OT mnpoctod bJ[ k
UHTErprUpoBaHHON MH(pOopMarmonHoi cucreme. 1986-2002 rr. / T.H. 'openek // OTeuecTBeHHBIE
apxuBbl. — 2002. —Ne 5. — C. 20-26.

Tema 5. UHpopManimoHHO-TTOMCKOBBIE (DYHKLIUU IPOTPaMMBbl

«ApXxuBHBIH (GOHI». 4 yaca.

Ilene  pa®oThl: OCBOEHHME CTYJIEHTaMHU  HH(OPMAIMOHHO-TIOUCKOBOIO  MOJIYJIS
o011eoTpacieBoi mporpaMmMbl « ApXUBHBIN (POHI» U CO3/1aHUE TyTEBOIUTENS 110 (POHIAM apXHBa.

B pesynbrate paboThl CTYJIEHT JOJKEH 3HATh: OCHOBBI MH(OPMAIIMOHHOTO TOHCKa B
AMUIIC (KOHTEKCTHOTO MOUCKA, TOUCKA MO KIFOYEBOMY CIIOBY, 110 KJIaCCU(PUKATOPY).

B pesynbrare paboTsl CTyI€HT IOJKEH YMETh!

1. BBOJUTH JaHHble B BJl mporpaMMmbl «ApXUBHBIH (HOHI» M3 MYTEBOIUTENS U
onucel, GopMUPYS ANEKTPOHHBIN ITyTEBOAUTENb;

2. pelakTUPOBaTh KJIaCCU(PUKATOP MPOrpaMMbl «APXUBHBIN HOHITY;
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3. OCYHIECTBIISITh MOMCK HMHQOpPMAIMM BO BCEX peXUMaX, MPeayCMOTPEHHBIX
nyHkroM meHo OUNJIBTP;
4, (bopMHPOBATH OTYETHI.

[Tporpammuoe oOecrieueHue:

Iporpamma « APXHWBHBII ®OH/I» 2.0 for Windows (Denepanbhas apxuBHas ciiyx0a).

PaznaTounbie MaTepUab:

Onuce ¢donma, myreBoauTens mo ¢onmaMm apxupa, «Cxema enWHON Kiaccu(UKaIuu
JOKYMEHTHOW MH(OPMALIMU B CUCTEMAaTHYECKUX KaTajorax rocynapcrBeHHbIx apxuBoB CCCP»
(coBeTckuii nepuon).

[IpakTnueckoe 3ananue. 4 yaca.

- [Tepen HauanoM pabOTHI BCHOMHUTE:

- OcHoBHBIE HTHPOPMALIMOHHO-TTOUCKOBBIE CIIPABOYHUKH apXUBA.

- Mecro B cucreme HCA myTeBoauTeNs 10 apXUBY, COCTAaB XapaKTEPUCTUKU (POHIA
B IIyTEBOAUTEIIE.

- MeTtoauky onucaHusi JOKYMEHTOB B IIyTEBOIUTEIIE.

- Ha3znauenne u crpyktypy «CxeMmbl €auHONW KiacCU(PUKAUU JOKYMEHTHOM
UH(pOPMAaLIMU B CUCTEMAaTHYECKUX KaTajorax rocyaapcrBeHHbix apxuBoB CCCPy.

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

I'PAMMBI-APXUBHBI ®OH/I-APXUBHbBINA ®OHJI. Beeaute napoib «2». OGbIHHO
JUISL CO3JaHMsS DJIEKTPOHHOIO IIyTEBOIUTENS HCIOJIB3YETCS TPAAULMOHHBIM ITyTEBOJUTED.
Bo3pmuTe TpagMLMOHHBIA MyTEBOAUTENb IO apXuBy. BpliOepuTe UHAMBUAYAIbHYIO
XapakTepucTuky Qgonaa. Beenute cBeneHus o BeIOpaHHOM (oHAe B 0a3zy AaHHBIX. BBenure B
pazaen «®OHJI» nouckoBble naHHbIE O (poHAE (Ha3BaHHE, HOMEP (POHIA, KOJIMYECTBO €IUHULL
XpaHEeHUs1, UICTOPUYECKYIO CIIPaBKy, aHHOTALIMIO U JIp.).

Jliig aTOro HmienkHuTe Mblbko 1o nyHkty ®OH/] rnaBHOro MeH1o.

[TosiBuTCs cicok ¢oHA0B, BBeAeHHBIX panee. Lllenkuure mo ENTER.

[[lenkuute mo mynkty HuxkHero MeHio JIOBABUTD. Beeaute nomep donga (ENTER,
IPUHSATH), IOJHOE U COKpallleHHOe Ha3BaHHe (OH[a,

ucropudeckuii nepuoxa (1-coBerckuii, 0-IOpPEBOTIOLNMOHHBIN), TUNl (QOHJA, JAATHI
nokymeHToB. lenkaure COXPAHUTD, CJIEQYIIUN

OKPAH. Bce atu onepanun Bam yxe 3HaKOMBI IO BHITIOJTHEHUIO 3aaHust Ne 1.

2. [Ienxkuute no nyHkTy HWkHero MeHO PEJIAKTHMPOBATD. K stoMy nyHKTY
cienyer oOpamarhes KaKIablid pa3 Mocie COXpaHeHUsI JTaHHBIX.

Beenute oObem eauHul] XxpaHeHuss B cooTBercTByomiee none. COXPAHUTH —
CJIEAVIOIINI DKPAH.

Beegute UCTOPUYECKVYIO CITPABKY 1 AHHOTALMIO B cooTBeTCTBY!IOLIEE MOJIE.
Hnst atoro nano menkuyTh mo PEJJAKTUPO- BATD B nmxaem mento, 3atem UICTOPUYECKA S
CIIPABKA, PE-

JAKTHUPOBATD, BBeCTH TEKCT UCTOPUUECKOM CIIPABKU U3 MMYTEBOIUTENS, MIETKHYTh 110
COXPAHMTD — CJIEYIOIIUIN SKPAH.

Beeaute «kmoueBsie crmoBa B mons  IIEPCOHAJIMHU, T'EOI'PA®U-YECKUE

CBEJAEHUS, TEMATHUKA. Ilepconanuu — ¢damunuu; reorpaduyeckue CBEACHUS —
reorpauueckre Ha3BaHUs, yIIOMUHAEMbIe
B aHHOTamuu (QoHAa; TeMaTHMKa — KIIOYEBbIe CJIOBa, MEpEeIalolue CoJepKaHue

}IOKYMGHTOB. BI/IJII)I )IOKYMCHTOB HC SIBJIAIOTCS KIIFOUECBBIMHU CIIOBAMMU. KEDK,ZIOG KJIFOUCBOC CJIOBO
BBOJHMTCS B OTACNBHYIO CTPOUKY, TIOCTIE BBO/A clieayeT HaxkaTh F4. Jl1ig BeIXo/1a U3 pekuMa BBOJIa
KIJIFOUEBBIX CJIOB cieayeT Haxath ESC.

3. B ToMm cnyuae, eciu xapakTepuCTUKU (POHIA HET B TPAAUIIMOHHOM ITyTEBOIUTENE
(momycTuM, OH ycTapeln), I BBOJA JAHHBIX HMCMOJB3yeTcs omuch (Qonma. Bo3pmure ommch
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dbonaa. Hauante Bce cHauana. Boitaute B paznen ®OHJI. enkaute no JJIOBABUTD. Breaute
HOMep HoBoro (onma. Beemute B pazmen ®OHJl nocnenHee Ha3Banue ¢GoHOa, a pasaen
[TEPEUMEHOBAHUWS nepBble HazBanus (onga (cM. 00OpOT THUTYJIBHOTO JIMCTa OITHCH).
Kaxnioe nepermMeHoBaHUE BBOJAUTCS OTAEIBHO, C IATAMU.

4, Bepuurecs B paznen ®OHJI. BBenute ncropuueckyro crpaBky (CM. IpeIUCIOBUE
k omucu), AHHOTAIIUIO (cM. coOctBeHHO omuch), kimoueBbie ciioBa — TEMATUKY,
I'EOI'PA®UIO, UMEHA (cM. yka3aTenu K Onmucu). AHHOTAIIMI0O HEOOXOIMMO COCTaBHTh Ha
ocHoBe onucu. Kak 06br4n0, Haxumaiire CJIEJYIOIUM DKPAH, noka He HaiineTe HyXHbIe
OJISL.

o. BrzoBuTe mpernogaBaTesisi W B €r0 MPUCYTCTBUU  OCYIIECTBUTE IOMCK
uHpopmanuu. Boiigure B myHkT BepxHero menro ®UJIBTP.

OcymiecTBUTE NOUCK IO BBEJACHHBIM Bamu:

- MIEPEUMEHOBAHUSM;

- KJIFOUEBBIM CJIOBaM;

- TEKCTY UCTOPUYECKOU CIIPABKU WJIM AHHOTALIUH.

Ecnan Bbl He moMHHTE BBEJIEHHBIX BaMu KITtOUEBBIX CJIOB, IIETKHUTE MO MYyHKTY MEHIO
CIIMCOK cmpaga.

6. Otkpoiite mynkr wmeHto OTUETBI u mpocmoTpure HECKOIBbKO —(Hailiios,
00s3aTeNbHO 3arpy3UTe MyTeBOAUTEND (IIETKHUTE MO pa3/ieiaM OrJIaBICHHs ) U YKa3aTelld K HEMY.
Bakpoiite APXUBHBIN ®OH/T (PA3JIEJIbI-BBIXO).

7. OTkpoiiTe nporpaMmy APXUBHBIN ®OH/I B peXHUMe aIMUHUCTpATOpa (BBEIUTE
napoiib «3»). Otkpoitte myHkT meHi0 PYBPUKTOP. Illenkaute no JOBABUTDH. Brenute
pyOpuky 6. ('ocynapcTBeHHbIe yupekaeHus coBeTckoro nepuoa). Haxmure CTRL-N. Beeaute
mozgpasaensl  6.1-6.9, wmcmomb3ys — cooTBercTBylommii  pasgen CXEMBI  EJIMHOM
KITACCUOUKAIINN. 3amenute OykBeHHO-UM(POBBIE MHAEGKCHI Ha COOTBETCTBYIOIIKE
1 poBble. 3aKpoiTe IporpaMmy.

8. 3amycTuTe NPOorpaMMy B peXUME peAaKTopa (Mapoib «2»).

Hatigure B criucke honmoB BBeneHHbIe Bamu honabl. [IpoctaBere pyopuky. CoxpaHuTe.

9. [TomerbTe Kk yHuutoxkeHuto ¢pona Moxaiickoro YUKA (BAITUCH-YJAJIUTD-
JA). TTokaxure pe3ysnbTaThl paboThl MPENOJABATENIO.

10.  Vamutoxsere 3anmuch o Moxaiickom YUKE. 3akpoiite A®. 3arpyzute AD B
pexxume agMuHucTpaTopa (mapois «3»). lenkaure mo CXKATHUE BJI-IA-ENTER.

11.  VYOeaurecs, yTo 3anuch yHUUYTOXKEHa. 3akpoiite AD (BBIXO/I).
12.  3arpysute AD B pexxume pemakTopa (mapoib «2»). [IpocmorpuTte criucok GoHI0B
(paznen ®OH/I) u yoeaurecs, uto ponga Moxkaiickoro YUKA B Hem Her.

KoHTpobHbBIE BOIPOCHI:

1. Ha kaxom ypoBHe ocymiectBisercs: onucanue nadopmanuu B AVUIIC nporpammsl
«ApXuBHBIN (HOHIY, Bepcus 27

2. Kakue Bo3MOXHOCTH AJ1s TOMCKa UH(OpMALIMK MTPEIOCTABIISET 3Ta porpaMma’?

3. B yem 1ocTOMHCTBA M HEJOCTATKH ITPOTrPAMMBI KaK MOMCKOBOW CUCTEMBI?

JIureparypa:

Kucenes U.H. Mndopmanmonnas cucrema apxuBa — Mojeinb U BoruionieHue / M.H.
Kucenes // OreyectBenHble apxuBbl. — 1997. —Ne 6. — C. 28-33.

Jlapuna B.I'. Egunsiii kmaccudukaTtop AOKYMEHTHOW HHGOpPMalLUU — BayKHEHIIMIMA
alIeMeHT uH(popMaTH3anuu apxuBHoi orpaciu / B.I'. Jlapuna // OreuectBennble apxusbl. — 2002.
—Ne 1. —C. 8-14.

Tewma 6. IlyreBogutens no PI'AJIN. 4 gaca.
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[ens paboThl: M3yueHne METOANKHY TTorcka nHpopmaruu B apxuBHoi AUIIC Ha mpumepe
nyteBoautens no PITAJIN.

B pesynbrare paboThl CTYACHT JOJKEH 3HATD:

- HA3HAYCHHE U COCTaB MH(POPMAIMOHHOTO MaccuBa myteBoautens mo PI'AJIN na
CD-ROM.

B pesynbrare paboThl CTyI€HT TOJKEH YMETh:

- Ocy11ecTBIISITh HOUCK BO BCEX BO3MOXKHBIX PEKUMAX, a TAKKE

KOIMPOBATh HalIeHHYIO HH(POpMaIuio o myteBoauTeio no PITAJIN.

[IporpammHBbIe cpeacTBa:

- 3NeKTpOHHBIN myTeBoauTens no PITAJIA. CD-ROM.

[IpakTuueckoe 3amanue Ne 5. 4 yaca.

Ilepen HauaaoM paOOTHI BCIOMHUTE:

1. Pa3HOBUAHOCTH Iy TEBOIUTEIICH.

2. CTpyKTypy MOCTPOCHUS ITyTEBOAUTEIIS.

3. BcnomoratenbHbIN CIIPpaBOYHBIN amnmapaT K MyTeBOIUTEITIO.

4, 3anyck nporpaMmsl. JlJisi MHCTAUIALMKM IPOrpaMMbl B OKHE «MoOH KOMITBIOTEP)

obparutech k gucky H: (Guest). Ha nucke naiiaure manky ~D-ROJVb, orkpoiite mnamnky
Rgali/EXE.

Ecnu nporpaMMa y’ke ycTaHOBIJIEHA, IPOCTO 3aIyCTUTE €€ JIBOMHBIM LIEIYKOM 10 HKOHKE
RGALI wmn [IYCK — ITPOTPAMMBI —PT'AJIM — Apxus PI'AJIN. Paccmotpute rinaBHoe
meHro. Boiiaure B mynkt menio Help — About. [lepenummure B TeTpaap BeIxoaHbie qanHbie CD-
ROM. Uro06bl BepHYTbCS B TJIaBHOE MEHIO, ILIEIKHUTE B JIOOOM MECTE€ OKHA C BBIXOJIHBIMH
JAaHHBIMHU.

2. [Touck nHpOpMAIMH 110 pa3ienaM MyTeBOIUTEINS.

2.1. VYcranoBute coaBTopa B.A. KaBepuna mno cuenapuro kuHO- ¢uibma «J[Ba
KaIlUTaHay.

JIBOWHBIM I1eT9KOM MbIIH BoiauTe B pazaen «JIMUYHBIE ®OHJIbI» cnpasa.

B oxne «IIOMCK» (cnpasa) Habepure pamunuto «Kasepuny. lllenkHuTe no kapTouke ¢
damunueil mucarens cieBa. Brimuimmre HOMEp, XpPOHOJIOTMUYECKHE I'paHUIBI U 00beM (oHIa,
(damMuIMio coaBTopa B TETPab. TakKe YKaKUTE JIEMEHT HH(POPMAIUH, KOTOPBIHM TOJIKEH ObITh,

HO OTCYTCTBYET B JJAHHOW XapakTepHcTUKe QoHAa B myTeBoauTene. UToObl BEpHYThCS B
OCHOBHOE MeHI0, Haxxmute ESC.

2.2. Bpmummre B TeTpaab Bce honasl PI'AJIN, xoTopslie coaepkar HH(OpMAIHUIO 110
uctopuu MXAT (ux HOMepa, XpOHOJIOTUYECKUE TPAHUIIBI, O0BEM).

Jns atoro:

Haunute ¢ pasznena «TEATPBI, XOPbI», mienkHyB MBIIIBIO MO0 Ha3BaHUIO pasjena.
[Tponucraiite kapTOTEKy clieBa ¢ TOMOINb KiaBumictpenoudek: Page Up, Page Down. lns
IIPOCMOTpA KapTOUKH CIIEAYET

LIEJIKHYTh MBIIIBIO 110 HAIMCH Ha HEH, Ui BO3BPALLEHUS B KapTOTeKy — HaxaTb ESC.
BrinummMre nepcoHanuy akTepoB U PEKUCCEPOB TeaTpa, yIIOMUHAEMbIE B aHHOTAUAX (poHAa.

BepHutech B 0OCHOBHOE MEHIO. AHAJIOTHYHO TPOCMOTPUTE pa3ien

«Komnexknun u cobpanus». Belmummre cBeieHUs O KOJJIEKUHUSAX, KOTOPBIE COJEpIKaT
JOKYMEHTHI 110 ucropunt MXAT.

Boinummre nepcoHaliid aKTEpOB U PEKUCCEPOB TeaTpa, YIIOMHUHAEMble B aHHOTAIUSIX
donna.

BepHutech B OCHOBHOE MEHIO. AHAJIOTUYHO MTPOCMOTPUTE pazjien

«JIMYHBIE ®OH/Ibl», nabupas B okae «I[IOMCK» cnpaBa pamunuu

BeimcaHubIX Bamu geareneii MXAT. Brinmumnre cBegeHUs 00 MMEIOIMMXCS JTAYHBIX
donmax.
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1) CaMocTOsTeNhHO, IYTEMIECTBYS 1O pa3ieiaM IyTeBOAWTENsS, HaWauTe U
BBITMUININTE — HOMEpA U Ha3BaHUS (DOH/IOB:

1. JUTEPaTyPHBIX My3€€B;

2. JKYPHAJIOB, TIOCBSIIIIEHHBIX N300pa3UTEIIFHOMY UCKYCCTRBY;

3. xopeorpaduueckux yu4eOHbIX 3aBEICHUM.

2) [Touck mo Homepy doHAa.

[enxuuTe MO M300pakeHuto crona ciea BHU3Y (Card index by fond number).

VYcranoBute kosnmmuectBo ¢GoumoB PI'AJIM, BkIOYEHHBIX B MyTeBOAUTENb. s aTOrO
IPUJIETCS TIPOJIUCTATh BCIO KAPTOTEKY. YKaKUTE

HOMEp U Ha3BaHue mnocienHero GoHaa.

Haiigute u ykaxkute Ha3BaHUsS, XPOHOJIOTHUYECKUE TpaHUIIBI, 00beM (HoHmIoB Ne 28, 156,
234, 1038. s atoro B okHe «Ilouck» crnpasa

BBeaMTE HOMEp (hoHna u Haxkmute ENTER.

3) [Touck o andaButy Ha3BaHUI (HOHJIOB.

Brusicaure, ckonbko ¢ponnoB CtpaBunckux umeercs B PLAJIN.

J1J1s 3TOTO LIENKHUTE MO AIUKY ¢ OyKBOH «C» B BEpXHEM JIEBOM

yriy. HaGepute B rpade «Ilouck» «CTpaBUHCKUI.

Tem >xe crmocoOOM YCTaHOBHTE W BBINUIIUTE HOMEpPAa M XPOHOJOTHYECKHE TPAHUIIBI
¢dboHI0B:

- kommosutopa J[.b. Kabanesckoro;

- pexuccepa A.S. Tauposa;

- KypHana «Kpokoanin» — yKaxuTe, C KaKoro rojia u3aaercs;

- I'ocynapcrBenHOM TpeThAKOBCKOM rajepen.

4) [Touck 1o TekcTy aHHOTALIMH.

Haiigure Bce honpl kommosutopos B PITAJIN.

[lenkauTe Mo croiy ¢ aamnoi BHU3Y crpaBa. B okne «llouck» BHM3Yy crpaBa BBeIUTE
KiroueBoe cioBo «Kommosutop». B BepxHem Menro mienkHute mo Action-Search-Start. Ilo
3aBepiieHnu noucka menkaute «OKy». Coxpanute modydeHHBINH CIUCOK HAaCHHBIX (POHIOB Ha
JKECTKOM JHcKe. J[Is 9TOro ImenKHuTe 1Mo MyHKTaM BepxHero MeHro Action-Search-Save search
result to file. B umenudaiina ykaxure Bairy pamunuto, Hanpumep, ivanov.stf. Hlenkaute «OK».
[TIpocMOTpuUTE NMOTYyUYEHHBIN CUCOK. /{7151 3TOrO CBEpHUTE

nporpammy PGALI, Haiinute B okHe «Moii koMmbroTep» u oTkpoiite ¢aiin C:/Program
FilessRGALI/Sresults/ivanov.srf. Illenkaute mo ero HasBanuio. Ecmu Windows cropocur, ¢
IIOMOIIBI0 KakoW MporpamMmbl OTKpBITh (aitn, BbiOepure WordPad, «OK». ITpocmotpute
ITOJIYYEHHBIN CIHCOK.

CHoBa pasBepHuTe OKHO mporpammbl Rgali. Ilepenumure B Terpanp (amunuu
KOMIIO3UTOPOB, (DOHABI KOTOPBIX XpaHATCS B apxHUBe, IOCIEAOBAaTENbHO NpOCMaTpuBas C
MOMOIUIBIO IIETYKA MBIIIbIO KaX/IyI0 U3 HAallJICHHBIX KapTOYEK.

5) Tem xe cnocoOoMm (cM. 1. 4) onpeenuTe 1 3alulIuTe B TeTPab:

- aBTOpa KuHocieHapus K/ «KortoBckuiiy,

- aBTOPOB MY3bIKaJIbHBIX Pa0OT Mo npousBeneHuto . baiipona «3emis u HeOo»,

- apTuCcTOB, HWcnoJHsBIIMX maptuu B Oanmere [L.M. YaiikoBckoro «JleGemmuoe
03EpOY.

CocraBpTe apxXWBHYIO CIpaBKy (OTBET Ha 3alpoc) <JIOKYMEHTBI O TIOCTaHOBKax
«Cuerypouku» OctpoBckoroy». TekcT apXuBHOW crpaBKku (GopMmysupyeTcs mpumepHo Tak: «B
OTBET Ha Balll 3ampoc cooduiaem, yTo B PoccuiickoM rocyapcTBEHHOM apXuBE JUTEpPaTyphl U
HCKYCCTBa I10 TEME ... BBISBIIEHBI CIIEIYIOIINE JOKYMEHTHI:

1. (xapakTepucTHKa JOKYMEHTOB, cchliika Ha Ne (hoHzaa);

2. (XapakTepucTHKa TIOKYMEHTOB, ccblika Ha Ne ponza).

[Toanuce nupexropa. Jlara.»
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JleficTBy#iTE TEM K€ CIIOCOOOM (CM. T1. 5).

6) 3anuiuTe KOPOTKOE 3aKitoueHue o myresoguteie no PITAJIN:

- MOJIHOTA MOMCKOBOU MH(GOpMaIUH, MOAPOOHOCTh XapaKTePUCTUK (HOHA;
- MIOMCKOBBIE BO3MOKHOCTH (OBICTPOTA M YAOOCTBO MOKCKA);

- BO3MOXXHOCTH 3KCHOpTa HH(OpMaLuY (COXpaHEHUs Ha JIUCKE,
pacrneyaTky, KOHBEPTUPOBaHMS);

- V3aNH.

Cpnaiite TeTpaab NpernoaBaTeio.

KoHTposbHBIE BOIIPOCHL:

1. KakoBa meronuka mowcka wH(OpMAIMK IO 3JEKTPOHHOMY ITyTEBOIAUTEIIO II0
PI'AJIN?

2. B 4yem 10CTOMHCTBA M HEIOCTATKHU JEKTPOHHOTO myTeBoauTens no PI'AJIN?

3. B yem cxoncTBO M paznuuue 3JIEKTPOHHOTO IyTEBOIUTENS, (DOPMHPYEMOTO C

MOMOIIBI0 TTporpaMmbl AD, U 35IeKTpOHHOTO IyTeBoauTesst mo PITAJIN?

Jlureparypa:
Jlapuna B.I'. Cuctema HCA rocynapcTBEHHBIX apXMBOB KaK OCHOBa (POPMHUPOBAHUS

oOmiero apxuBHO-uH(popmannonHoro npoctpanctsa / B.I'. Jlapuna // OTedyecTBeHHbIE apXUBHI.
2002. — Ne 3. —C. 14.

9.2 MeTouuqecmle PEKOMECHIANUMA 110 MOATOTOBKE MUCbMEHHBIX paﬁoT

ITucbmeHHas KOHTposbHAs paboTa (pedepar) npeacraBiseT coO0 pe3yabTaT U3y4YEeHUs
MCTOYHUKOB M JIUTEPATyphl M0 OAHOM M3 IpodieM MHPOpMATH3ALUU apXUBHOIO Jena. TeMsl
KOHTPOJBHBIX Pa0bOT c(opMysIupoBaHbl TakMM OOpa3oM, 4YTO HEOOXOJUMO H3y4YEeHHE
HOPMATHUBHBIX U METOJAMYECKHX MATEPUANIOB, JTUTEPATYPhI, OTPAXKAIOIIEH OMBIT pabOTHl OIHOTO
WIN HECKOJIbKUX apXUBHBIX yupexaeHuil. PaboTta 1omKHA COCTOATh U3 BBEIEHUS, TEMAaTHYECKUX
pa3zenoB, 3aKIOYEHMs], CIMCKA HCIOJIb30BAHHBIX MCTOYHUKOB U JIUTEparypbl. Bo BBeaeHuu
PacCKpBIBAETCS aKTyalIbHOCTh MPOOJIEMBI, ONPEAEISIOTCS Lelb U 3a7aull padoThl, 1aeTcs aHAIU3
UCTOYHUKOB U JIMTEpaTypbl, OOOCHOBBIBAE€TCS CTPYKTypa paboTel. B ocHOBHOI yacTw,
pa3/ieJIeHHOM Ha TeMaTU4yecKHe pa3JieNbl, u3jaraercs (akTHUECKUH Marepuan, OINUCHIBACTCS
ONBIT KOHKPETHBIX apXuBOB. Bce (axThueckue cBeIEHHS COIMPOBOXKAAIOTCS cChbUlkamu. B
3aKJIFOYEHNUHU U3JIaratoTCs BBIBOJBI O COBPEMEHHOM YPOBHE Pa3BUTHs TOM MM MHON TEXHOJIOTHH,
0 IPEUMYIIECTBE METOAOB MH(POPMATH3aLMU WM MPOrPaMMHBIX NMPOJIYKTOB, MUCIHOIB3YEMBIX
ciyx6amu JIOY u apxuBa u. K pabore 00s13aTeIbHO COCTABIAETCS CHUCOK UCTIOIb30BaHHBIX

HCTOYHUKOB: JINTEPATYPHBIX, UHTEPHET-PECYPCOB U MPOTPAMMHBIX MPOAYKTOB.

Henonyctumo npeaocTaBiieHHe B KaueCTBE KOHTPOJIBHOM pabOThI KOHCIIEKTa CTaThU MU
KON HOPMATHUBHBIX JOKYMeHTOB DejepanbHOW apXUBHOW CIIyKObI, pPa3MEIIEHHBIX B
HNHurepHere.

Tewmst 17, 27-30, nocBsIILI€HHbIE U3YYEHHUIO KAaKOT0 JIN0O HallpaBJIeHUS

uHpopmaruzauuu J{OY u apxusa (yuet, komruiekroBanue, HCA u np.), paccMaTpuBaroTcs
Ha OCHOBE CpPaBHEHHUS OIbITa HECKOJIbKMX OpraHM3aluil WM apXWBOB B JIaHHOW oO01acTu.
BHuMarenpHO U3yunTe pEKOMEHIOBAaHHYIO JINTEPATYPY K JAHHBIM TEMaM B CIIUCKE UCTOYHUKOB
u nueparypst PI1L.

[Toompsiercss HanMcaHNE KOHTPOJIBHBIX PadoT, OCBAIIEHHBIX

aHaJIM3y OmbITa aBTOMaTu3auuu ciyxkO0bl JJOY wnm apxuBa Ha mpuMepe KOHKPETHOTO
yupexeHus apxusa (temsl 17, 23, 26, 37).

B nanHoMm ciyuae mmeetcst B Buay uHpopMaruzaius padbotel ciyx0b1 JIOY u apxuBa B
[eJIOM, a He OTAeNbHOoe ee HampaBieHue. I[IpuMensemble 0a3bl JaHHBIX II€JIE€COO00Pa3HO
CHUCTEMATHU3UPOBaTh B COOTBETCTBUU C OCHOBHBIMU HaIlpaBICHUSIMH pabOThl — HalpUMeEp, B
00J1aCTH KOHTPOJISI UCIIOTHEHUS JOKYMEHTOB, KaJPOBOT'0 JICJIONPOU3BO/ICTBA, KOMIUIEKTOBAHHS U
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O/, yuera, HCA, wucnonp3oBaHus, ymnpaBi€HUsS apXuBOM. JJId KakIOro mporpaMMHOIO
IPOAYKTa kenarenbHo ykaszarh noss bJl m ortuersl, CYB/] wnm A3bIk mporpaMmMupoBaHus, B
koTopoMm pazpaborana BJI. LlenecooOpa3Ho oxapakTepu3oBaTh KaXAyto Oa3y HJaHHBIX Ha
KapTOuKe, 3aTeM KapTOUYKM CHCTEMATHU3UPOBATh UX IO HANPaBICHUSAM PaOOThl U MPHUCTYMHTH K
HAIMCAHUIO pabOTHI.

Hauate crnemyer co cmucka JMTEpaTypsl K Tporpamme, rie Bwl Haiizere craThw,
nocBsileHHbple aBToMarusanuu JJOY mnm apxuBa KOHKPETHOTO yupexaeHus. Ho 3To He 3HauuT,
YTO MOKHO OTPAaHMYMUTHCS KOHCIEKTOM OJHOHM CTaTbu Takoro pojaa. B pabore mOmKHBI OBITh
UCIIOJIb30BAaHbl ~ METOJUYECKHE Pa3pabOTKM W OMUCAaHUS MPOrPaMMHBIX  MPOAYKTOB,
UCTIOJIb3YEMBIX B apxuBe. ONTUMaNbHBIA BAPHAHT — HKCKYPCHUS B OT/IEJ aBTOMATU3ALIUH TaHHOTO
apxuBa, KOTOPYI0 MO>KHO COBMECTUTH C MOCEHICHHEM UYWTAIBHOTO 3ajia BO BpeMs pabOThl HaJ
KypPCOBOH WJIH TUTUIOMHOM pa0boToii. Eciu 310 He ynanock ocyiecTBuTh, mocetute CU® OLTHTU
BHUNIAJ (yn. [Ipodcoro3nas, 72) wim ero cait. B kapToTeke mpoCMOTPHUTE COOTBECTBYIOIINE
TeMe pazaensl (Hampumep, 3.2.6.12.2. — aBTOMaTH3UpOBaHHBIC WH()OPMAIIMOHHBIE CUCTEMBI U
3.2.6.12 — MexaHM3aIMs ¥ aBTOMATH3alKs TOMCKa HH(POpMaIlUK B apXUBaX ), H3yYUTE ONTUCAHUS
pOTrpaMM U PyKOBOJCTBA MOJIb30BATEINS IPOrpaMM, MaTepHaIbl

koH(pepenmuii. Kpome Toro, ceenenus 06 apXMBHBIX 0a3axX JaHHBIX MUMEIOTCA HA caiiTe
«ApxuBbl Poccun», B paznenax «ba3er qanabix» (www.rusarchives.ru/bd/list.shtml), « ApxuBHbie
CIIPAaBOYHHKM (www.rusarchives.ru/guide/index.shtmlj, «ApXUBHBIC MIPOCKTHD»
(www.rusarchives.ru/projects/index.shtml). HM3yuure caiiT BbIOpaHHOTO apxuBa (CHOCKM Ha
apXUBHBIE CAalTBI CM. TaM e, B pa3zeniax «(eaepanbHble apXUBbD», «PETHOHAIBHbBIE APXUBBD)) —
BO3MOXXHO, Ha HEM pa3MelieHa uHpopManus O TMPUMEHSEMBIX aBTOMATH3HMPOBAHHBIX
TEXHOJIOTHUSIX.

Tewmbl pedpepaTos:

1. Mexanuzanust W aBToMaru3auus apxuBHoro nema B 1970-80-e romer B CCCP:
TEXHUUYECKOE, MIPOrpaMMHOE, JUHTBUCTUYECKOE obecrnieueHue, MpPUMEHEHUE
ABTOMATU3UPOBAHHBIX TEXHOJIOTUN B ApXUBHOM JIEJIC.

2. Mexanuzanus 1 aBToMarusanus apxuBHoro jaena B 1950-90-e rogwl 3a pybOexxom (Ha
IIpUMepe HECKOJIBKUX CTPaH).

3. [IpoGnembr aBTOMaTh3ammu apxuBHOro nemna 1950-80-x romax B OTEUECTBEHHOM
apXHUBOBEIUYECKON HayKe.

4. CoBpemeHHass HOpMaTUBHO-TIPaBOBas 0a3a MHPpOpPMATH3AIUN apXUBHOTO Jena B Poccun.
S. Opranu3zanus nHpopMaTH3aluu apxuBHOro aena B PO Ha ¢enepanbHoM ypoBHe B 1990-¢
— 2010 rogs!.

6. Nudopmarnzamnus qesTeIbHOCTH ApXHUBHOTO YUPEKICHUS: OPTaHU3AIHS U TPAKTHKA.

7. L{eHTpbI-pa3paboTYNKU MPOTPaMM JIJIsl ApXUBHOM OTPACIIH.

8. [TpobGnemMbr nHpOpMaTU3aIIUK apXUBHOTO Jena Ha KoHrpeccax MCA 1 MeXTyHapOIHBIX

coBemanusax apxuBuctoB B 1950-2000-¢ roaspr.
9. Bnenpenue MHQOPMAIMOHHBIX TEXHOJOTMM B paboTy apXxuBa opraHu3aluu (Ha mpumepe
KOHKPETHOI'O MUHHUCTEPCTBA, BEJIOMCTBA, yupexkaeHus) B 1960-1990-e roasbl.

10. CoBpemeHHbIE  MHQOPMAIIMOHHO-KOMMYHHUKALIMOHHBIE ~ TEXHOJOTMM B  o0nactu
KOMIUJIEKTOBAHUSl apXUBOB M D3KCIEPTHU3bl LEHHOCTH JIOKYMEHTOB (CpaBHEHHE HECKOJIbKHX
apXUBOB).

11.  CoBpemeHHble HH(OPMAIIMOHHO-KOMMYHHKAIIMOHHbIE TEXHOJIOTUU TEXHOJIOTH B 00JIaCTH
ydeTa JOKYMEHTOB B apXuBe (CpPaBHEHHE HECKOJIBKHX apXHBOB).

12. CoBpemeHHbIe HH(OPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU TEXHOJOTH B O0JIACTH
co3/laHusl MH(POPMAIMOHHO-TIONCKOBBIX apXUBHBIX CIIPAaBOYHHKOB (OMHCEH, KaTaJloToB,
MyTeBOJUTENEH, yKa3zaTenel u Ap.) — BO3MOXKHO Ha IpUMeEpe OJHOT0 apXHUBa WM HECKOIBKUX
apXWBOB.

13. CoBpeMeHHbIE ~ HMH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE ~ TEXHOJIOTMUHM B  OOJIACTH
UCTIOJIB30BaHUs IOKYMEHTOB B apXHBe (CpaBHEHHE He-
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CKOJIbKHX apXHBOB).

14. Coznanue 6aHKOB JaHHBIX HOPMATHBHOM U METOJAMYECKON TOKYMEHTAIMU B ADXUBHOM JIETIE.
15. DNeKTpOHHBIE apXUBBI KaK YUYPEKICHHUS, OCYIIECTBISIOMINE TOJTOBPEMEHHOE XPaHCHHUE
AJIEKTPOHHBIX JIOKYMEHTOB, B HaIlIEH CTpaHE U 3a pyOeKOM.

16. MexayHapoHbIe CTaHAAPTHl OMKMCAHUS APXHWBHBIX TOKYMEHTOB B IOMCKOBBIX CHCTEMax B
1990-e u 2010-¢ roapl.

17. Co3manume 0a3 JaHHBIX 1O aAPXWMBHBIM HMCTOpUYECKMM HcTOouHMKaM B 2010-e romasl
(ucropuueckast HH(GpOPMATHKA U APXUBBI).

18.  HudopmanmoHHbIE TEXHOJIOTHH B TyOJUKAIIMHU JIOKYMEHTOB B apXHBaX.
19.  HHdopmanmoHHBIE TEXHOJIOTHH B PECTABPALIUN UCTOPHUIECKHUX JOKYMEHTOB.
20.  XpaHeHHE 3JCKTPOHHBIX JIOKYMEHTOB B OpraHM3alldU: HOPMATHBHAs W METOJMYECKAs

Oasa.
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Ipuioxenue 1

Annomayus oucyuniunvl (Mooy.nis)

Juctumumza « MHGopMalMOHHbBIe TEXHOJIOTHHA B apXHUBHOM Jiejie» peaau3yercs Ha (akyibTeTe
ApXUBOBEACHUS U JOKYMEHTOBEICHUs KaeIpoil apXuBOBEICHHUS.

L{enb MUCIUILUTMHEI - U3YYSHHUE TCOPETHUSCKUX MPOOJIEM M MPUKIIATHBIX
aCmeKTOB HWH(OpPMATH3AIMM  aAPXUBHOTO JeJld, OCHOBHBIX HampaBlICHUH  BHEAPEHUS
WH(OPMAIMOHHBIX TEXHOJIOTHH B JICATEIIBHOCTh apXHBA.

3amauy JUCIUILIMHEL:

1) W3yYCHUE  OCHOBHBIX  TOHATUH, UCHOJB3yeMBIX B  Ipolecce  IPUMEHECHUs
UH(POPMALIMOHHBIX TEXHOJIOTUN B apXUBHOM JIEIIE;

2) M3yYEHUE UCTOPUU MEXaHHU3AIUU M aBTOMATH3AIMK apXUBHOTO JieJia B HAIlleH CTpaHe U 3a
pyoexom;

3) W3y4YeHUE HOPMATHBHO-TIPABOBBIX OCHOB MPUMEHEHHS WH(POPMAIIMOHHBIX TEXHOJIOTHI B
ApPXMBHOM JIEJIE;

4) M3yYEHUE TEXHUYECKOTO M MPUKIIAJHOTO MPOrPAMMHOTO OOECICUCHUS, UCTIOIb3yEeMbIX

IIPU OpraHU3alUy 3JIEKTPOHHOTO
JTOKYMEHTO000pOTa, MH(POPMAIIMIOHHOM O0OECIEeYeHUH YIIPABJICHUS, OPraHU3allid apXHBHOTO
XpaHEHUsl JOKYMEHTOB Ha TPAAULIMOHHBIX U JIEKTPOHHBIX HOCUTEISX;
5) M3y4YeHHE TMPUHLMUIIOB BbIOOpPa ¥ OpraHW3alldd BHEIPEHHUS U HUCIOJb30BaHUS
TEXHUUYECKOTO U MPOrpaMMHOI0 00ECIICUEHUS;
6) u3y4yeHre HH(OPMAIMOHHBIX CHCTEM U OCHOBHBIX HH(OPMALMOHHBIX PECYypCOB B
apXUBHOM JIEJIE;
7) M3y4YeHHE M aHalIM3 CPEICTB 3alMUThl MH(OpManud B HHPOPMAIMOHHBIX CHCTEMax,
HCIIOJIb3YEMBIX B apXUBHOM JIEJIE.

JlvcuuIuinHa HanpaBieHa Ha (OpMUpOBaHUE CIEIYIOMUX KOMIETEHIIMIA:

OIIK-4. CnocoOeH noHUMaTh IPUHLKIIBI paOOThHl COBPEMEHHBIX HH(POPMAIIMOHHBIX
TEXHOJIOTUI U UCTIOJIb30BaTh UX JUISl pellieHHs 3a]a4 IpopecCHOHATbHOMN eATENbHOCTH

B pe3ynbrare 0ocBOEHUS IUCHUIUIMHBI O0YYarOIIUICS TOJIKEH:

3HaTh — OCHOBHBbIE HH(pOpMaIMOHHBIE  OuOIMOrpadguueckue  pecypcsl 0
JIOKYMEHTOBECHUIO U apXUBOBEJICHUIO; TUIIOBOE ITPOrpaMMHOE 00ecriedeHne, MPUMEHsIeMOoe s
(YHKIIMOHMPOBAHUS aBTOMATU3MPOBAHHOW CHUCTEMBl LEHTPAIM30BAHHOIO yyeTa JOKYMEHTOB
ApxusHoro ¢ponaa P®, ABTOMaTU3UPOBAaHHOTO EHTPAIBHOTO (JOHAOBOTO KaTajlora

YMeTb — OCYHIECTBIATh IOMCK HAyYHO-TEXHUYECKOM uH(popManmMu 1O CBOEH
MpoECCHOHAIBHON JIeATENIbHOCTH; pa3oupatbcs B 0a30BBIX acleKkTax (yHKIHOHUPOBAHUS
COBPEMEHHBIX HH(POPMAIIMOHHBIX CUCTEM B apXHBHOM JI€NIe

Bnagers - HaBbIKaMU HCIIOJIb30BaHUS KOMITBIOTEPHON TEXHUKH U MH(OPMALMOHHBIX
TEXHOJIOTUH, ~ OCHOBHBIMM METOJAaMH, CIIOCOOAMHM U CpEICTBAMH IOJIyYEHHs, XpaHEHHUS,
nepepaboTkn  WHOpMAIMK»; HaBBIKAMHU BBIOOpAa MPOTPAMMHOTO  OOECTICUCHUS IS
UH(POPMALIMOHHOTO 00ecreueH s IeITeTbHOCTH apXUBOB.

Paboueit mporpaMMoii IperyCMOTpEeHa MPOMEXYTOUHAS aTTecTalus B (hopme IK3amMeHa.

OO11ast TPyA0EMKOCTh OCBOCHHUS AUCHUIUIMHBI COCTABISAET 3 3aUETHBIX €MHULIBI.
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