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JIner akryaqm3zanuu padodeil mporpamMMsl

Pabouas mporpamma nepecMoTpeHa, 00cyxieHa u ogo0pena uist peanmsarmu B 2022 - 2023
yueOHOM roy Ha 3aceqanuu kageapsl Ilenarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom or 20 . Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, o0CcykieHa 1 ooopenHa uist peanm3armn B 2023 - 2024
yueOHOM rony Ha 3aceqannu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom oT 20 1. Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2024 - 2025
yueOHOM rony Ha 3aceqannu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHUS

[IpoTokomor 20 . Ne

3aB. kadenpoit C.C. Benmkanosa

Pabouas mporpamma nepecMoTpeHa, 00CcykieHa u oo0pena it peanm3armu B 2025 - 2026
yueOHOM Toly Ha 3acenanuu kadeapsl [lemaroruueckoro oopa3oBaHus U JOKYMEHTOBEICHHS

[IpoTtokonm oT 20 1. Ne

3aB. kadenpoit C.C. BenukanoBa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanusaruu B 2026 - 2027
y4eOHOM roay Ha 3acenanuu kadeapel Ilemarorunyeckoro o6pa3oBaHus U JOKYMEHTOBEICHUS

[Ipotokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Iesu ocBOeHUS THCHUILTHHBI (MO/TYJI51)

- MOJrOTOBKA CTYACHTOB K JESITEIBHOCTH B MpodecCHOHaNbHOM 00JacTH co3qaHus U
oOecrieyeHus 3PPEKTUBHOM CUCTEMBI rpaduyeckux 00pa3oB TOKYMEHTOB AIIEKTPOHHOTO apXUBa
C WCIOJb30BaHUEM HH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIX ~TEXHOJIOTUH: 3HAKOMCTBO C
(bopMHUpPOBaHHEM M 3arpy3KOH JaHHBIX B CUCTEMY JIEKTPOHHOIO apXWBa, BBHIIIOJHEHHEM paboT
M0 CO3/aHUI0 rpaduyeckux 0Opa3oB JOKYMEHTOB B CHCTEME DJICKTPOHHOTO apXHBa C IIEIBIO
peanu3alii TOTOBHOCTH CTYJEHTOB K PYKOBOJCTBY IPOLIECCOM CKAaHMPOBAaHUS, BBOAA W
00pabOTKH JAaHHBIX B CUCTEME DJIEKTPOHHOIO apXUBa.

2 MecTo THCHMIIMHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOIl MPorpaMmsl

JucuumimHa «DJIeKTPOHHBIE apXUBHbBIE JIOKYMEHTBI» BXOJUT B 4acTh y4eOHOTO IUIaHa
dhopMupyeMyro ydacTHUKaMHU 00pa30BaTEIbHBIX OTHOIICHUI 00pa30BaTeIbHON MPOTPAMMBI.

JUis  u3ydeHus  JUCHUIUIMHBI ~ HEOOXOAWMBI  3HaHMS  (YMEHMS,  BIAJCHHUSA),
chopMHUpOBaHHBIE B pe3y/IbTaTe U3yUCHHS TUCITUTIINH/ TPAKTHK:

ApxuBOBeJEHUE

JlokyMeHTaloHHOE 0OecrieueHre Irpa)/1aHCKUX OTHOLIeHUH B PD

HOKYMGHTI/IPOBaHI/IC ACATCIIBHOCTU HETOCYJAPCTBEHHBIX opraHmauHﬁ

Nudopmanmonnoe oGecriedeHne ypaBieHHs

NudopmanrioHHble TEXHOJOTUU B JTOKYMEHTAllMOHHOM OOECIeYeHUH YIPaBJICHUS M
apXWBHOM JIeJie

MexayHapoaHble CTaHAAPTHI YIIPABICHUS JOKYMEHTAMEN U apXUBAMHU

OpFaHI/ISaHI/ISI 1 TEXHOJIOTHA JOKYMECHTAIIMOHHOT'O obOecrieueHust YIIpaBJICHUA

AJMUHUCTPUPOBAaHUE paOOTHI C IEPCOHATBHBIMU JAHHBIMU

JlokymeHTarmoHHoe obecreueHrne nHGopMarmoHHoi cdepsl B PD

JlokyMeHTaIMOHHOE 00eCTIeueHNEe TPYAOBBIX OTHOIIICHHH B PD

JlokyMeHTOBeIcHHE

[IpoexTrpoBaHue yrpaBiIeHUYECKON JOKYMEHTAIIUU OpraHu3alun

DNEeKTPOHHBIE ApXUBHBIE TOKYMEHTHI

O6paboTka ¥ 3amuTa JOKyMEHTUPOBAHHON HHGOPMAITHI

OCHOBBI apXHUBOBEICHUS

OCHOBBI TOKYMEHTOBEICHHS

OcCHOBBI yIpaBiieHUs! OpraHu3anuen

3HaHus (YMEHHUS, BJIQJICHUS), [TOJyY€HHBIE NMPU W3YYEHUU JAHHOW TUCHUIUIMHBI OyIyT
HEOOXO0IUMBI JJIs1 U3YyYECHUS] AUCIUILITUH/TIPAKTHK:

ApXUBOBEJICHUE

JIoKyMeHTHpOBaHUE IEATEIHHOCTH HETOCYIapCTBEHHBIX OpraHU3aIuil

NudopmanronHoe odecrieueHue ynpaBaeHUs

NudbopmanrioHHpie TEXHOJIOTUU B JOKYMEHTAIMOHHOM OOECIEUEHUU YIPABICHHUS U
apXUBHOM JIeJie

Mesx1yHapoAHbIE CTAaHAAPTHI YIIPABIECHUS TOKYMEHTALUEH 1 apXHUBaMU

Opranuzanus 1 TEXHOJIOTHUS JOKYMEHTAllMOHHOTO 00ecreueH s yIpaBlieHUs

APXUBBI 110 TUYHOMY COCTaBY

CriennanbHbIe CUCTEMBI YYETHON TOKYMEHTALUN

NudopmanrioHHbIe pecypchl, peecTpbl U 0a3bl JAHHBIX: TPAKTUUECKUE ACTIEKTHI

Koudunenmnmansaoe 1em10npon3BoACTBO

[ToaroToBka K MpoiieIype 3aiuThl U 3allUTa BHITYCKHON KBATH(PUKAITMOHHON paboThI



3 Kommnerenuun odyuarouierocsi, opMupyemMbie B pe3yJbTaTe 0CBOCHHUS

AUCUMILTMHBI (MOYJIS) ¥ IVIAHMPYeMbIe pe3y/bTaThl 00y4eHust

B pe3ynbrare 0CBOEHMS AUCHUIUIMHBI (MOYs) «DJIEKTPOHHBIE APXUBHBIE TOKYMEHTHI»
oOyyaromuiics 1oKeH 001a1aTh CIeAYIOIUMU KOMIIETEHITUSIMHU:

Koa mnnukaropa

Nuaukatop 10CTHKEHUS KOMIIETEHIUN

[TK-2 Crioco6eH 0CyIeCTBIISITh JOKYMEHTAIIMOHHOE 00SCIICUeHUE YIIPABIICHUS OPTraHu3alnen

[1K-2.1 Opranuszyer u periiaMeHTUPYET JOKYMEHTHUPOBAHUE YIIPABJIEHUYECKOMN
JIESITEIHHOCTH B OPTaHU3aIIuI

I1K-2.2 Oprasu3yeT 1 periiaMeHTHPYET JOKYMEHTOOOOPOT B OpraHu3aIuu

[1K-2.3 Opranusyer, perJaMeHTHPYET OINEpaTHBHOE XPaHEHWE W HCIIOJIb30BaHUE

JOKYMCHTOB B OpraHM3allnin

[1K-4 Cnioco6eH pyKOBOIUTh MPOLIECCOM CKaHUPOBAHUS, BBOIa U 0OpaOOTKHU TaHHBIX B CUCTEME
AIIEKTPOHHOTO apX1Ba

[K-4.1 VrpaBnsieT AeATeTbHOCTBIO MO KOHTPOJIO (DYHKIIMOHMPOBAHHWS, BBOJA H
00pabOTKH JIAHHBIX B CHCTEME DJICKTPOHHOTO apXHBa

[1K-4.2 Pa3pabarbiBaeT 0KalbHbIE HOPMATUBHBIE aKThI 110 BOIIPOCaM OpraHu3aluu
polecca CKAHUPOBAHMS B CUCTEME JIEKTPOHHOIO apXHBa

I1K-4.3 OcCynIecTBIISIET CTPATETMYECKOE TUIAHUPOBAHUE W MOCTPOEHUE MPOIIECCOB

CKaHMPOBAaHMsI, BBOJA W OOpaOOTKH MaHHBIX B CHCTEME JJIEKTPOHHOTO
apxmBa




4. CTpyKTypa, 00b€éM H coep:KaHHue T CHUIIJIMHBI (MOAYJIs1)
OO0mast TpyI0eMKOCTh AMCIUILTUHBI COCTaBIsAeT 4 3a4eTHBIX eauHull 144 akaj. 4acoB, B TOM

YHUCIIC:

— KOHTaKTHas paborta — 26,4 akaj. 4acoB:
—aynuTopHas — 4 akaJl. 4acos;

— BHeayJUTOpHas — 22,4 akaj. 4acos;

— camocTosiTenbHas padbota — 113,7 akaj. 4acos;
— B opMe npakTuiIeckoi moarotoBku — 0 aka. gac;

— MOATOTOBKA K 3auéTy — 3,9 akan. yac
dopma aTTecTanuy - 3a4eT

AynuropHast I =
KOHTaKTHas paboTta o E dopma TeKyILEero
Pasnen/ Tema 2 (B axan. wacax) g E’ Bu N KOHTpOIA Kon
N — > g O | caMOCTOATENLHOT | YCTIEBACMOCTH ] |\ o
o & paboThI MPOMEKYTOTHON
na6. | mpakr. | € 8
Jlek. ==t aTTecTalluu
3aH. 3aH. | QO &
1. Tousitue CHCTEMBI
JNMIEKTPOHHOTO  apXuBa B
aCIIeKTe YIPaBJICHUS
AHanus
HOPMAaTUBHBIX
HCTOYHUKOB IO
3aJlaHHON Teme [IpakTrueckoe K21
TlonroroBka k 3aHATHE HK-2'2’
1.1 Tonsitie TECTUPOBAHHUIO. KonrtponbsHas HK-2'3’
"3JIEKTPOHHBIA aPXUBHBIN 0,5/0,51 0,5/0,5U| 29 Brimonnenue pabora K- 4'1’
JOKYMEHT" MPAaKTUIECKUX Urorosoe K- 4'2’
o -z,
3ajanmii, TECTUPOBAHUE IK-4.3
KOHTPOJILHOM 3auer
paboThI
IlonroroBka k
3 3a4yery
AHanusz
HOPMAaTUBHBIX
HCTOYHUKOB TI0
3aJaHHON TEME [IpaxTrueckoe K21
IToaroroBska k 3aHATHE HK-2.2’
1.2 CaoiicTBa TECTUPOBAHHIO. KontponbHas HK-Z.S’
AJIEKTPOHHBIX APXUBHBIX 0,5/0,51 0,5/0,51| 31 Brimonnenue pabora K- 4'1’
JIOKYMEHTOB MPAaKTUYECKUX Urorosoe K- 4'2’
o -z,
sajanui, TECTUPOBAHUE IK-4.3
KOHTPOJIbHOM 3auer
paboThI
IToaroroska x
3a4eTy




Amnamus
HOPMATUBHBIX
HUCTOYHUKOB TI0
3aJJaHHOK TeMe [MpakTudeckoe MK-2.1,
IMoaroroBka k 3aHATHE
[1K-2.2,
1.3 dopmaTsl TECTUPOBAHHUIO. KonTponbHas K-2.3
JIOJITOBPEMEHHOTO 0,5/0,51 0,5/0,5U| 25,7 Brinonnenue paborta K- 4'1’
XpaHEHUs TOKYMEHTOB MPAKTHIECKUX HUrorosoe K- 4:2’
3aJIaHuH, TECTUPOBaHUE [IK-4. 3’
KOHTPOJIBbHON 3ayer
padoTHI
[ToaroroBka k
3a4ery
Ananus
HOPMATHUBHBIX
HCTOYHUKOB TI0
3alaHHOM TeMe IIpaktuueckoe
IMoaroToBka k 3aHATHE
14 OJIEeKTPOHHBIH TECTUPOBAHMUIO. KonrponbsHas
JOKYMEHT Kak 0,5/0,51 0,5/0,51| 28 Beinonuenve paborta
HCTOPUYECKUIA HCTOYHUK MPAKTHISCKUX Hrorosoe
3a/1aHUM, TECTUPOBaHHE
KOHTPOJIBbHON 3ayer
paboThI
TloaroroBka k
3a4ery
Wroro no pazgeny 2/21 221 |113,7
Uroro 3a cemectp 221 221 |113,7 3a4ér
Hroro o aucuuiuinye 221 221 |113,7 3a4er




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B mpouecc oOyuenus ans (HopMUpOBaHHS KOMIIETEHIM Ha 3asBICHHOM YpPOBHE
UCTOJB3YIOTCS pa3inyHble 00pa3oBaTelbHbIE M MH()OPMAIMOHHBIE TEXHOJOTHMHM B Ipolecce
OpraHu3aiuu y4eOHO-TI03HABATENbHON, HAay4YHO-UCCIENI0BATEIbCKONW, YaCTHYHO-TIOMCKOBOH,
PENpPOTYKTUBHOM, TBOPUYECKOM IEATEIBHOCTH CTYICHTOB.

OOydeHue HauMHAETCsl C TNPUMEHEHUS TEXHOJOTMH LeJenojaraHusi, B YacTHOCTH,
OOBSICHAETCSI, YTO BBINYCKHUKH JAHHOTO HAampaBJIeHUs MOTyT paboTaTh HE TOJIBKO B
rOCylapCTBEHHbIX, = HO U  HETOCYJAapCTBEHHBIX  OpraHuzalusix —  oOecleynuBaTh
JOKYMEHTUPOBAHUE HE TOJIBKO YIPABJIEHYECKON JEATEIbHOCTH, HO M OCHOBHBIX BHJIOB
NESITEIbHOCTH, CUCTEMATU3UPOBATh J0-KyYMEHTAJIbHBIM (POHJ OpraHu3anui, co3/1aBaTh U BECTU
KOpITIOPATUBHBIN apXUB.

[Tockonbky naHHas nmpodeccuoHanbHas 3ajjauya CHeUaINCTaMy Ha MECTaxX PeIaeTcs C
MIOMOIIBI0 TOMCKOBOIO M HAay4HO-HCCIEAOBATEIbCKOTO METOJa, TO JaHHash TEXHOJOTHS
UC-TIONIB3YETCA U 11 00yUeHUS CTYIEHTOB.

[TouckoBoif MmeTo ocyuiecTBisieTcs ¢ npuMeHeHneM MHTepHeTa, paboToi ¢ MpaBOBBIM
nopranoM «Koncynbrant [Tntocy, «["apanT», opunuansasiM caiitom PocapxuBa, @enepaibHON
CIIy>kOBI TOCYAapCTBEHHOM CTaTUCTUKHU, O(PUIIMATBHBIX CAUTOB IOC- U MYHULIUIIATbHBIX APXUBOB
u JIp.

TexHonorust  MPOEKTOB  SIBISAETCS  OCHOBHOW  TEXHOJIOTHEW,  OPraHu3yrolen
CaMOCTOSITENIbHYIO €S TENIbHOCTh CTYICHTOB. Pe3ylibTaThl CBOMX MOMCKOB CTYIEHTHI O(POPMIISIIOT
B BHJe OuOnmuorpaguueckux M apXUBHBIX 0030pOB, MPOEKTOB YYETHBIX W CIPAaBOYHBIX
JNOKYMEHTOB apxuBa. CTyAEHTbI NMPEACTABISAIOT pe3yIbTaThl CBOEH MPOEKTHON AEATEIbHOCTH B
WHTEPaKTUBHOU popme — noKtana mo reMe o63opa min pedepara, COCTABISAIO KOHCIICKT I0KIIaaa
B BUJIE OCHOBHBIX T€3UCOB, KOTOPbIE AAIOTCA MO/J] 3aIIUCh CTYAEHTaM I'PYIIIbI.

PedeparuBnas paboTa mo3BoseT 60see yriryoJIeHHO H3y4uTh TPoOIeMy HCCIIeIOBAHMUS,
pacHIupuTh MOHUMAaHWE M OOJACTh CBOMX 3HAaHWU. JTO (opmMa caMOCTOSTEIHLHOW PabOTHI,
(dbopmMupyrolas HaBbIKM K CAMOCTOSITEIbHOMY IOKUCKY HOBBIX 3HAHHUH U U3JI0’KEHNE MaTepHalia C
OTIOPO¥ Ha MEPBOUCTOYHHUK BKIIFOYAET B ce0s pedeprupoBanuss MOHOTpaduii U CTaTEH B HAYYHBIX
U HAy4YHO-TIPAaKTHUECKUX >XKypHanax. PedepartuBHbI 0030p, MpencTaBiIsieMblii Ha MPOBEPKY,
JOJI’KeH OTBeuaTh TpeOOBAHUSAM HayYHBIX paboT.

J1J1s KOHTPOJI peNPOIYKTUBHON IEATEIHHOCTH CTYICHTOB UCIOJIb3YETCSI TECTUPOBAHUE.

Texnosorueii MOHUTOPUHTA PE3YIbTATOB O0OPA30BATEIbHON JEATEIBHOCTH B IEJIOM
SBJIIOTCS: KOHTPOJIbHBIE JOMallHue paboThl M caMmocTosiTelibHas paboTa, 3ader, 3a4yeT ¢
OIICHKOM, 9K3aMeH, KypcoBasi paboTa.

Texnonorust IOpTOINO MO3BONISIET YUUTHIBATh PE3YyIbTAThI, JOCTUTHYTHIE CTYJCHTOM B
pa3zHooOpa3HbIX BUAAX ACSITENBHOCTH - MPAKTUYECKUX 3aHATUAX, IPU MPOCKTUPOBAHUU OIMUCU
JeN, TpH TECTUPOBAHHH, pedepHUpOoBaHUM, COCTAaBICHHUH COOCTBEHHBIX AOKIAAOB. JlaHHas
TEXHOJIOTHUS SBJIIETCS BaXKHBIM 3JIEMEHTOM JAESATeIbHOCTHOTO MOAX0/1a B 00y4eHUH OaKanaBpoB
M0 HAmpaBlIEHUIO TOArOTOBKU «JloKymMeHTOBedeHHe u apxuBoBeneHue». Jlisg OICHKHU
nopT(OIHO NPUMEHSIETCSI PEUTUHTOBAsI TEXHOJIOTHS OLICHKH 3HAHUH.

Hcnonb3yroTcss OUCTaHIIMOHHBIE O0pa3oBaTelIbHBIE TEXHOJIOTH, pealu3yeMble B
OCHOBHOM C INpPHUMEHEHHEM HH(POPMALMOHHBIX M TEIEKOMMYHHKAIIMOHHBIX TEXHOJOTMH Mpu
OMOCPEZOBAaHHOM  B3aUMOJEHCTBUM  OOydarollerocss M  MEeJaroruyeckoro  pabOTHHUKA.
[IpakTudyeckue 3aHATHS TPOBOAATCS B (OpME NPAKTUUYECKON TMOATOTOBKM B YCIOBHSX
BBIMOJIHEHUST OOYYalOLIUMKCS BHJIOB paboT, CBs3aHHBIX ¢ Oyaymed mnpodeccrnoHaaIbHON
JeATeNbHOCThIO M HANpaBJICHHBIX Ha (pOpMHUpOBaHUE, 3aKpeIUIEHUE, pa3BUTHE MPAKTHYECKHX
HaBBIKOB M KOMITETEHIIUH 110 PO HITI0 00pa30BaTENIbHOM MPOrpaMMBl.



6 YueOHO-MeTOIHYECKOE 00eciedeHre CAMOCTOSITeIbHOI padoThl 00yUYarouXCcst
[IpencraBneno B mpuiioxenuu 1.

7 OueHoYHbIE CPEACTBA /ISl IPOBEACHUS IPOMEKYTOYHOM aTTecTalluu
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOMYecKOe H HH(OPMANIMOHHOE 00ecTiedeHrue TUCIIUIITIHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. MaxkapoBa, A. K. Apxusosenenue / MakapoBa A. K.; MI'TY. - Marauroropck :
[U3matenbectBo  MITY], 2015. - 146 <c¢. - buOmorp.: c. 142-146. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true (mata ooOpamenus: 04.04.2021). - Makpooobekr. - TekcT
anekTpoHHBIN. - ISBN 978-5-9967-0676-1. - IMeeTcs nedyaTHbIN aHAJIOT.

2. OCHOBBI apXWBHOH JESITEIHHOCTH: MYJIBTUMEIUHHOE CIPAaBOYHO-METOAMYECKOE
nocobue / Victopuko-apXMBHBIM UHCTHTYTOM POCCHIICKOTO TrOCYJIapCTBEHHOTO TYMaHHTapHOTO
yuuBepcurera 2014 //Pocapxus. URL: http://archives.ru/documents/methodics.shtml

3. Packun, JI. . ApxuBoBeieHUe | yueOHUK s akagemMudeckoro Oakanaspuara / J1. U.

Packun, A. P. CokosioB. — Mocksa : MznarensctBo FOpaiit, 2019. — 383 ¢. — (bakanasp.
Axanemuyeckuii Kypc). — ISBN 978-5-534-00870-8. — Tekcr : anexrponusiit // DBC HOpaiit
[caiiT]. — URL:https://www.biblio-online.ru/bcode/432131(nara o6pamenus: 11.04.2021).

https://www.biblio-online.ru/viewer/arhivovedenie-432131#page/1

0) lonoJiHMTEILHAS JIATEpaTypa:

1. Anppeea, C. JI. JlokymeHTHpOBaHWE JEATCIBHOCTH HETOCYAapCTBEHHBIX
opranuzaimii . yueoHo-metoanueckoe mocooue / C. JI. AuapeeBa ; MI'TY. - Maruutoropcex :
MI'TY, 2018. - 1 osmekrpon. onr. auck (CD-ROM). - 3arm. ¢ turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true (mata ooOpamenus: 04.04.2021). - MakpooObekr. - TekcT
anekTpoHHBIN. - ISBN 978-5-9967-1157-4. - CBenenns noctynHbl Takke Ha CD-ROM.

2. Amupos, A.P. JlokxymMeHTaIllmoHHOE OOECIICUCHHE YIPABJIICHHS B OPraHU3alUAX .
yueonoe nmocobue / A.P. Amupos, B.. Muxaiinos. — Ya : BI'TTY umenu M. Akmyiisi, 2009.
— 176 c. — ISBN 978-5-87978-513-5. — Tekct : aneKTpoHHbIi // DIeKTpOHHO-OHOIHOTEYHAS
cucrema «Jlaup» : [caiir]. — URL: https://e.lanbook.com/book/42213 (mara oOpamicHwus:
11.10.2020). — Pexum JIOCTYTIA: JUTS aBTOPH3. M0JIH30BATENICH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

3. Botuens, JI. M. Pucku npearnpuHAMAaTEILCKON AATEIBHOCTH © ydeOHOe rocoowue / JI.
M. Botuens, B. B. Bukynuna ; MI'TVY. - Marautoropck : MI'TVY, 2018. - 1 51eKTpoH. ONT. AUCK
(CD-ROM). - 3ari. c TUTYIL JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514
343/3525.pdf&view=true (mara oOpamenus: 04.04.2021). - MakpooObekr. - TekcT
anekTpoHHbIN. - ISBN 978-5-9967-1130-7. - CBenenus noctynssl Takke Ha CD-ROM.

4. MoprynoB, A. ®. UHdopmalioHHbIe TEXHOJOTHH B MEHEXKMEHTE : YUeOHUK JUIs
akazemuuyeckoro Oakanaspuata / A. @. Moprynos. — Mocksa : U3narensctBo HOpaiir, 2019. —
266 c. — (Beiciiee oopazoBanue). — ISBN 978-5-534-00337-6. — Tekcr : anextponHbiii // 95C
FOpaiit [caiit]. — URL: https://urait.ru/bcode/433614 (nata oopamienus: 24.04.2021).

B) MeToauyeckne yKazaHus:

CamocTosiTenbHas padoTa CTYJCHTOB By3a : npakTukyM / cocrasurenu: T. I'. Heperuna,
H. P. Vpa3aeBa, E. M. PazymoBa, T. ®. OpexoBa ; MarHUTOrOpcKui roc. TEXHUYECKUI YH-T UM.
I'. 1. Hocosa. - Marauroropck : MI'TY um. I'. W1. Hocosa, 2019. - 1



CD-ROM. - 3arun. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mata ooOpamenus: 28.09.2020). - Makpooobekr. - TekcT
ANIEKTPOHHBIN. - CBeZieHus noctynHel Takke Ha CD-ROM

MGTOILI/I‘-IGCKI/IG PEKOMCHAAIMKU K IIPAKTUYCCKUM 3aJaHusAM U KOHTpOJII:HOfI pa60Te
MPEICTABIIEHBI B IPUIOKEHUAX 1 1 2

r) [Iporpammuoe o6ecnneuenue u UHTepHeT-pecypcenbl:

IIporpammHoe obecnieueHne

HaunmenoBanme o
o Ne norosopa Cpok AeicTBUS IUIICH3UN

MS Windows 7
Professional(mus  |/[1-1227-18 o1 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (mmst |/I-757-17 o1 27.06.2017 27.07.2018
KJ14CCOB)
MS Off_lce 2007 Ne 135 o1 17.09.2007 0eccpouHO
Professional
7Zip cBOOOTHO 0eccpovHO

IIpodeccuonanbHble 0a3b1 JaHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
Hassanue xypca CchlIKa

OnekTpoHHas 0a3a TMEPUOTUYCCKUX H3AAHHUI
East View Information Services, OO0 «1BUC»
Harmmonanbuasa
undopmanmronHo-ananutuueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Pocculickuii MHAEKC HAYYHOTO ITMTHUPOBAHUS
ITouckoBas cucrema Akanemust Google (Google
Scholar)
Nndopmanronnas cucrema - Eaunoe okHO
JI0CTyTa K UH(POPMAIIMOHHBIM pecypcaM
Poccuiickass T'ocymapcTtBenHas OubamoTeka.
Katanoru
DneKTpoHHbIe pecypchl Oubnuotexku MI'TY um.
I'.. HocoBa
®denepanbHblii  00pa30BaTENbHBIA  MTOPTAI
OxoHomuKa. Conuosiorust. MeHepKMEHT
YHuBepcurerckas HHPOpPMAIMOHHAS CHCTEMa
POCCHA
MexnayHnapoanas HayKOMeTpUYecKas
pebepaTuBHas ¥ NOTHOTEKCTOBas Oasa manubix|http://webofscience.com
HayuHbIx n3ganuii «Web of science»
MexnayHnapoanas pedepaTtuBHas u
MOJIHOTEKCTOBAsl _ CTpaBOYHas 0aza  JTaHHBIX
MexayHnapoanas 0aza MOJTHOTEKCTOBBIX
KypHAJIOB Springer Journals

https://dlib.eastview.com/

URL.: https://scholar.google.ru/

URL.: http://window.edu.ru/

https://www.rsl.ru/ru/4readers/catalogues/

http://magtu.ru:8085/marcweb2/Default.asp

~ |http://ecsocman.hse.ru/

https://uisrussia.msu.ru

http://scopus.com

http://link.springer.com/




Wudopmanmonnas cucrema -
HopmaTuBHBIE TIPaBOBBIE aKTHI,
OpraHu3aIMOHHO-PACTIOPSAIUTEN
bHBIC JOKYMEHTBHI,
HOPMATHBHBIC M METOJWYECCKHE
VIngopmaunonHas — cucteMa  -|poc. iy, fstec.rul
bank JIAHHBIX YIpo3

9 MarepuajbHO-TeXHHYeCKoe ofecneyeHne TUCIUTLIMHBI (MOLYJIs1)

https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashchita-i
nformatsii

MarepuanbHO-TEXHHUECKOE 00eCTIeYeHNE JUCIUTUINHBI BKIIOUACT:

YdeOHble ayAUTOPUH IS IPOBEICHHS TMCTAHIIMOHHBIX 3aHATUH JICKIIMOHHOTO THUIIA

CTOJl KOMITBIOTEPHBINA, CTOJ NMUCHMEHHBIN, CTYJd O(UCHBIM, AOKyMeHT-kamepa Epson,
uctouyHuk Oecniepeboiinoro murtanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus, KOMIbIOTEp MepcoHaNbHbIH (THI 6), mpoekTop ViewSonicPJD7526W, cnikepdon
nacronbHbiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akyctudeckas
HACTOJIbHAs, CTepeorapHuTypa (MHKpO(GOH C IIyMOTIOJaBICHHEM), 3KpaH HacTeHHbBIH Digis
Optimal-C MW DSOC-11032*2

VYdeOHble aynUTOPUHM [UIS TPOBEACHUS TPAKTHYECKUX 3aHATHH, TPYIIOBBIX U
WH/IMBHYTbHBIX KOHCYJIBTAIMH, TEKYIIIEro KOHTPOJIS ¥ IIPOMEXYTOYHOMN aTTeCTaIlH:

CTOJl KOMITBIOTEpPHBINA, CTOJ NMUCHMEHHBIN, CTya O(UCHBIM, AOKyMeHT-kamepa Epson,
ucTouyHuk Oecriepedoiinoro mmrtanuss POWERCOMIMD-1500AP |, kamepa BBICOKOTO
paspelieHus, KOMITbIOTEp MepcoHaNbHbIH (THI 6), mpoekTop ViewSonicPJD7526W, cnimkepdon
nacronbHbiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cuctema axyctuueckas
HACTOJIbHAS, CTepeorapHuTypa (MHKpOGOH C IIyMOTOJABICHHEM), SKpaH HacTeHHbIHDIJIS
Optimal-C MW DSOC-11032*2

[lomemiennus Ans  caMOCTOSITENTBHOW — pabOThl  OOydaloIIMXCs:  MEpPCOHaJIbHbIE
kommbioTepsl ¢ maketom MS Office, Beixomom B MHTEpHET M € AOCTYIIOM B 3JICKTPOHHYIO
nH(POPMAITMOHHO-00Pa30BaATEIBHYIO CPEy YHUBEPCHUTETA.

[Tomemenne mys XpaHeHHss W NPOPUIAKTUYECKOTO OOCITYy)KHMBaHUA Yy4eOHOTO
000pyIOBaHUs: CTEIIAXKH [T XpaHEHUsI y4eOHO-HATJISIHBIX TOCOOUN U y4eOHO-METOJMUECKO
JTOKYMEHTAIluu



IIpuioxenue 1
IIpakTnueckoe 3axanue

3apaHue 1. Onpepenute TMN A0KyMeHTA. KaKoi topuguueckoii cunoit o6nagaet AaHHbIN SOKYMEHT?
OTBeT aprymeHTMpOBaTh.

DenepanpHas cinyxba o Hauzopy B chepe
CBSI3H, HH()OPMALMOHHBIX TEXHOJIOTHIA U
MAaCCOBBIX KOMMYHHKAIHi

Beinucka
13 peecTpa 3aperucTpupoBaHHbIX CPeACTB MAcCcoBOI MHOpMaLMK
no coctosHuMio Ha 23.09.2020 r.

Peruc 1 Homep 1 para 0 perucrpauumn: cepus MU Ne ®C77-
79220 0m 22 cexmabpa 2020 2.

Craryc cpepcrsa
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Appec 455000, obn., 2. np-m flenuna, . 26, ayd. A12
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®opma 0 (8Ma - ANA nepuOAMYECKOro nevaTHoro
Mep Koe u3daHue, MypHan

T pac Pocculickan cmpanet

p (coy ): HHoE
y sbicwez0 3 ] a KUl
yHusepcumem um. I 1. Hocoea" (OrPH 1027402065437)

3amecTuTens HayanbHuka

Ynpaenexus paspeLunTensHom

paboTel, KOHTPONA W Hag3opa B chepe

MaccoBbIX KOMMYHUKaLUA M.B. BuHorpagos

Memoouueckue pekomenoayuu no 6bINOJTHEHUIO 3A0AHUA

HUszyuume meopemuueckuti mamepuan «llonamue 00 31eKMPOHHOM APXUBHOM OOKYMEHMeE).
gvinuwiume 0ns cebsi Munvl 3NEKMPOHHBLIX OOKYMEHMOo8 U ux oughgeperyuaivhvie npusHaxu.
Hzyyume npeonazaemviii OOKyMenm u Hauoume COOMEEMCMEUS NPUHAKAM MO20 UTU UHO2O
muna 371eKmMpOHHO20 OOKYyMeHma. YcmaHnosume 8 nepeyio ouepeodv, AGIAemcs U OaHHblU
OOKYMeHm NOOAUHHUKOM unu xonuel. Kaxue npusnaxu ceudemenvcmeayom 0o smom?

Cozoan nu dannviii 0okymenm 6 COL unu 3mo 31eKMpoHHaAs Konus OYyMaxs#cHo20 0oKymenma?
Kaxkue pexeusumul ceuoemenvcmsyrom 06 smom?

3ananue 2. Co3gaitte pparmeHT MHCTPYKLMM MO 4,e10NPOU3BOACTBY, PernameHTUPYIOWMiA NopaaoK
KOMMN/JIEKTOBAaHMA apXMUBa 3/IEKTPOHHbIMM A,OKYMEHTaMMU [,0/ITOBPEMEHHOIO XPaHEHUA.

Memoouueckue pekwuelwauuu HO 8bINOJIHEHUIO 3A0AHUS

1.U3yyume cnedyfouwe GOKyMEHmbI, cOenas uszssneqeHus, Kacarowuecsa npasus opeaHusayuu npouyecca
KOMI/1eEKMOBAHUA apxuea 3/IEKMPOHHbIMU ApXU8HbIMU aOKyMEHmCIMU pasHo2o muna:



[Ipuka3 PocapxuBa ot 11.04.2018 N 44 "OOC yrBepknenun [IpuMepHON HHCTPYKIHMH IO
JeTIONPOU3BOACTBY B TOCYIAPCTBEHHBIX opranu3auusx” (3aperucrpupoBaHo B Munrocre Poccun
17.08.2018 N 51922)

Meroauueckue peKOMEHJALMU MO 3JIEKTPOHHOMY KOMHMPOBAHHUIO ApXUBHBIX JIOKYMEHTOB H
YIIPaBJICHUIO MOJTY4YeHHBIM HH(pOpMannoHHBIM MaccuBoM. 2012 ropa, coct. FO.}O. FOmamesa //
ITopran «apXUBBI Poccun» URL:
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml.

[Mpuka3 Munkynstypsl Poccuu ot 31.03.2015 N 526 "OO6 yTBep>KACHUM NpaBHJI OpraHU3alid
XpaHEeHUsl, KOMIUICKTOBaHMsI, ydeTa M HWCIONb30BaHUSA JOKYMEHTOB ApXHMBHOro (hoHIa
Poccuiickoit ®denepanyu U Apyrux apXUBHBIX JOKYMEHTOB B OPraHAX I'OCYAApCTBEHHOM BIACTH,
OpraHax MECTHOI'O CaMOYTIPaBJIEHUS U OpraHu3alusax"

[puka3 denepanbHOro apxuBHOro areHTcTBa oT 9 mexadps 2020 r. Ne 155 "OO6 yTBepkIeHUN
[IpaBun opranu3zanyy XpaHeH!s, KOMIUIEKTOBaHHS, y4eTa 1 CIIOJIb30BaHUS HAyYHO-TEXHUYECKOMH
JOKYMEHTallUM B OpraHax TOCYIapCTBEHHOM BIIACTH, OpraHaXx MECTHOTO CaMOYIIPaBJICHUS,
rOCyJapCTBEHHBIX U MyHHUIMIIAJIBHBIX OpraHu3anusx"

IIpuka3 Pocapxusa ot 02.03.2020 N 24 "O6 yrtBepxkaenuu l[lpaBun opraHu3any XpaHEHHS,
KOMITJICKTOBaHHSI, Y4e€Ta W HCIONb30BaHMs JOKyMEHTOB ApxuBHoro ¢onga Poccuiickoit
@denepanny ¥ IPYTUX apXUBHBIX TOKYMEHTOB B TOCYAAPCTBEHHBIX W MYHHUIUITAIBHBIX apXUBax,
My3esx W OumOimorekax, HaydyHbIX opranm3aiusx" (3apeructpupoBano B MuHrocte Poccun
20.05.2020 N 58396)

2. Conocmagvme mpeO08aHUsi PA3ZHbIX HOPMAMuUHbIX akmos. Opuenmupysce Ha [Ipumeprnyio
UHCIMPYKYUIO NO 0eloNpou3800Cma)y 8 20cyoapcmeeHtvlx opeanuzayusx (2018) cocmasvme

@pacmenm, peznamenmupyrowuti npoyecc co30aHus U NOO20MOBKU K APXUBHOMY XPAHEHUIO
9IeKMPOHHBIX OOKYMEHMOB.

3aganue 3.

N3yuyure ckpuHmor crpaHunbl CIA «EBdpar». CpaBHutre o00bem wuHpopmManuu
(PEKBM3UTOB U METAJAHHbIX) HEOOXOAUMBIX VISl M3JAHUA B JAHHOW CHCTeMe NMPHUKAa3a 10

OCHOBHOM AeATEJLHOCTH
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http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

HTOroBLIii Tect

KaK Ha3blBaeTcA 3N1eKTPOHHAA Konua 6yMaXKHOro A0KYMeHTa, NepeBeAeHHasn B 31eKTPOHHYI0 Gpopmy
C NOMOLUbIO CPEACTB CKAHUPOBAHUA:

a) 3N1eKTPOHHbIN JOKYMEHT;

6) 9N1EKTPOHHBIV 06pa3 AOKYMEHTa;

B) MacTep-Konus;

r) pabouas Konwua

MOXKHO N 3aBepUTb INEKTPOHHYIO KONUI0O BYMaXKHOro AOKYMeHTa?

a) MOXHO, ecan NoANMcaTb 3NEKTPOHHbIN 06pa3 LIIM;

6) MOXHO, fl0CTaTOYHO BBeCcTM 06pa3 B CI/;

B) HET, T.K. HE CYLLeCTByeT TEXHONOrMI AN 3aBePEHMA SNEKTPOHHbIX KOMWIA.

r) HET, T.K. HW NPU KaKNX 0BCTOATENbCTBAX 3/IEKTPOHHAA KONWA BYMaKHOTo LOKYMEHTA HE MOXKET
NoJIYYUTb LOPUSNYECKYIO CUNY

IMpoxoskute ppasy: «B 3J1eKTPOHHOM JOKYMEHT0000POTE UCHOJIb3YHOTCH ...»
a) Kak DJEKTPOHHBIE 00pa3bl, TaK M COOCTBEHHO OJJICKTPOHHBIC JTOKYMEHTHI, OOJamaroriue
FOPUANYECKON CHIION;
0) TOJIBKO DJIEKTPOHHBIE 00pa3bl,
B) TOJIbKO COOCTBEHHO JIEKTPOHHBIE TOKYMEHTHI, 00JIaJatolIie IOPUINUECKON CUIION.
') KaK 2JIeKTpOHHbIE 00pa3bl, TAK U COOCTBEHHO JIEKTPOHHBIE JOKYMEHTHI, 00Jaalolue U He
o0Jaaroniye IPUINIECKON CHUITON.
B Kkakom [0KyMeHTe OpraHu3aluM perjaMeHTHpYyeTcsl TOPSIAOK HCIOJIb30BaHUs,
coCTaBJIeHUA U 0(popMJIeHH S IJIEKTPOHHBIX IOKYMEHTOB?
a) B HOMEHKJIaType Jel,
0) MHCTPYKIUH MO JEIOTIPON3BOICTBY
B) yCTaBe OpraHH3aIl[uu
) B cepTU(HUKATE KITI0Ya MPOBEPKU IIEKTPOHHOMN MOIITUCH.
YeM MOKHO O6BACHUTL OTCYTCTBME HAAEXKHOTO PeLeHUA TEXHONOTMUYECKUX U

OPraHMU3aLMOHHBbIX NP06IeM 40/ITOBPEMEHHOTO XPaHEHUA 3/IEKTPOHHBIX AOKYMEHTOB?
YCKOPEHHbIMK Temnamu pas3suTua UKT B obnactm nHpopmatnsaumm;
YCNOXHEHWEM CaMUX MHPOPMALMOHHBIX CUCTEM;

6onbWMMK ycnnnamm no obecnevyeHuto MHd)OpMaLl,MOHHOﬁ 6e3onacHOCTU U 3alUTbI camoi
MHd)OpMaLI,MM OT HECAHKUMOHNPOBAHHOIO A0CTYyNa,

BCE YKa3aHHOe BEpPHO.



OnpepaeneHne 31eKTPOHHOrO AOKYMEHTA KaK «3/1eKMpPOHHO20 npedcmasneHus
OpUEHMUPOBAHHBIX MO0 CMPAHUUAM A2Pe2UPO8aHUS MEKCMOoBbIX U 2pagpudeckux OaHHbIX, d MaKxHce
MemadaHHbIX, None3HbIX 844 udeHmuguKayuu, MOHUMAHUSA U 8U3yanu3ayuu mex OaHHbLIX, Komopble
mo2ym 6bimb eocnpouseedeHbl Ha Bymaze uau onmuyecKoli Mukpogopme 6e3 3Hayumoii nomepu
€20 UH(OPMAUYUOHHO20 COOePHaHUA» [AETCA B CIeAyIoLeM HOPMaTUBHOM A0KYMEHTE:

FOCT 2.051-2006: EOuHas cucmema KOHCMPYKMOopPCKoli 0oKymeHmMauuu. 1eKmpoHHsle
dokymeHmbl. Obuwue noaoxceHuUs

FOCT P 7.0.8-2013 «Cucmema cmaHAapmos o uHgopmayuu, bubsauomeyHomy u
uzdamensckomy Oeny. [enonpou3so0cmeo u apxugHoe 0es0. TepMuHbl U orpeodeneHus»

ISO 19005-1:2005(ru) «YnpaeneHue dokymeHmayueli. @opmam ¢palinos 31eKmpoHHbIX
0oKymMeHmMoes 015 00/120CPOYHO20 XpaHeHuA. Yacme 1. Ucnons3osaHue PDF 1.4 (PDF/A-1)» -Document
management — Electronic document file format for long-term preservation — Part 1: Use of PDF 1.4
(PDF/A-1)

FOCT P 54989-2012/I1SO/TR 18492:2005 «ObecrieueHue 00/1208peMeHHOl COXPaHHOCMU
3/1eKMPOHHBIX OOKYMEHMO8»

No6an aneKTPoHHaA Konua AOKYMEHTa, NepBOHaYa/IbHO CO3AAaHHOI0O Ha 6yMaxKHOM HocuTene,
Ha3blBaeTcA...

MacTep-Konus
3NEKTPOHHbIN 06pa3 AOKYMEHTa
3/IEKTPOHHBbIN JOKYMEHT

OopurnHan-konuAa

DNEeKTPOHHDII pecypc apxuBa, BO3HMKalOWMI nocne ouudppoBKU 4OKYMEHTOB Ha aHA/IOTOBbIX
HOCUTENAX Ha3blBaeTcA...

arperaumsa
3/1IEKTPOHHDbIN GOHA, NONb30BaAHUA
¢$oHA 0cob0 UEHHbIX 4OKYMEHTOB

APXMBHbI ayTCOPCUHT

KnioueBoi I'IpOGﬂEMOﬁ ANEKTPOHHDbIX KONuM KakK UCTOpUYECKUX UCTOYHUKOB y4YeHble Ha3biBaloT
«HEe3aMKHYTOCTb» npouecca Co34aHNA NIEKTPOHHDbIX Konui. Yto 31O 03HauaeT?

a) 3/'IEKTpOHHbIl7| AOKYMEHT CBA3aH rimnepccbl/ikamu;

6) Ha NtoboM 3Tane TeXHO/I0rMYECKOro LUWKNa N NpeaoCTtaB/1eHNA KOMUKU B AOKYMEHT MOTYT 6bITb
BHeCeHbl U3AMeHEHUNA, KOTOPbIE MPAaKTUYECKN HEBO3MOXHO O6Hapy)KMTb 6es A0CTyna K OpurnHany,;



B) 9/IEKTPOHHbIE LOKYMEHTbI HYXKHO ByAeT HeCKOJIbKO pa3 nepesanuncbiBaTb NPU AJUTENbHbLIX CPOKAX

XpaHeHus;

r) KOANMYECTBO KOMWIA, CAENaHHbIX C AOKYMEHTOB, HUYEM HE OrpPaHUYeHo.

B aTOM cBsA3M 0COH6EHHO OCTPO BCTAET pobaema aymeHmu4YHOCMuU 31eKmpoHHOU KOnMuu nooauHHUKY,
MOCKO/IbKY 3/IEKTPOHHbIE KOMWK 3a4acTyto MO3ULMOHMPYIOTCA Kak GpakcuMmibHoe nnu ¢oto-
BOCMpOM3BeAEeHME UCTOPMUYECKOTO UCTOYHMKA, a UX NPeACTaB/eHNEe B KOMMbIOTEPHbIX CUCTEMAX
YnTasIbHbIX 33/10B U B yAa/IeHHOM A0CTyne B ceT MHTepHeT NpMpaBHMBAETCA K HayYHOM nybanKauuuy,
KOTOpas A0/XHa 3aMeHUTb paboTy C NOAIMHHUKOM.

B uem 3akno4vaeTca npo6nema dBTOPCTBA M aBTOPCKOro npasa, BO3HMKakoLWaA B OTHOWEHUN CO34aHHbIX

SN1EeKTPOHHbIX KOMWUN?

a) BO3MOXXHOCTb MPaBOMEPHOW Ny6ANKALLMM SNEKTPOHHbIX KOMWUIA TPYAHO OA4HO3HAYHO YCTaHOBUTb, T.K.
nobas HepernaMmeHTMPOBaHHAA U HeCTaHA4apPTM30BaHHas rpaduyeckas 0bpaboTKka 3NEKTPOHHOW Konum
MOXET PacCMaTPMBATbLCA KaK ee TBOpPYECKas nepepaboTka, a pe3y/ibTaT TaKoro BMeLIaTe/1bCTBa
ABAAeTCcA 06 bEKTOM aBTOPCKOTO NMpaBa COTPYAHMKA, KOTOPbIN NPOBOAN rpaduyeckyto 06paboTky.

6) cama npeobpazoBaHHas KOMWUA CTAHOBUTCA CAMOCTOATE/IbHbIM NMPOAYKTOM, OTAe/IbHOM
MaTepuasibHOM CYLLHOCTbIO (paKTUUYECKN KHOBBIM» MCTOPUYECKMM UCTOYHMKOM) — PE3Y/IbTaTOM
WHTE/INEKTYasIbHOW AeATeNbHOCTH;

B) 3/1EKTPOHHbIE JOKYMEHTbI HUKOMY He NMPUHaA/IeXKaT, No3TOMY UX KOMUK CBO6OAHO
PacnpocTpaHAoTCS;

r) Konua npeacTaBAsaeT cobon HOBbIM CAaMOCTOATENIbHbIX MaTepUabHbIi 0OBEKT, KOTOPbLIN NpU NH060M
TEXHONOMMM CO3AaHNS KONUM (MUKPODUNbMUPOBAHNK, OLMPPOBKE) HE BOCNPOU3BOAMUT (T. €.
YTPauMBaEeT) Ty HEOTbEM/IEMYIO YaCTM MHOPMALLIMM UCTOUYHMKA, KOTOPAs 3aK/I04YeHa B MaTePMabHOM
HocuTeNe NOAAMHHMKA.

Nop, Kayecmeo 3neKMpPoOHHOU Konuu NoapasymeBaeTca: ayTeHTUUYHOCTb (a4EeKBaTHOCTb) ee
coAepKaHUA coaepKaHuIo (MOHMMaeMOMy B CAMOM LUIMPOKOM CMbIC/e 3TOro C/10Ba) NOAJ/IMHHUKA
MCTOPUYECKOTO UCTOYHMKA; ee penpe3eHTaTUBHOCTb; NOJIHOTA; 40CTOBEPHOCTb; OPUANYECKas
3HAYMMOCTb (B OTAENbHBIX cnyvanx) u ?... HasoBuTe HegoCTaloLWEee CBOMCTBO KaUeCTBEHHOMU
3N1EeKTPOHHOI Konum.

(¢pyHKYUOHANBEHOCMb UCCIeA08aMENBCKO20 UHCMPYMEHMAPUS, NPedocmasasemozo 8 PamMmKax pecypca)
Pa3ButMe HOPMaATUBHOIO NPABOBOrO PEry/JIMPOBAHUA U METOANYECKOrO PYKOBOACTBA B chepe
aBTOMaTU3aLUMN apxmuBHO chepbl Hayanocb B Nepuoa;:
Cc KoHua XIX B. — 1950-x rr.
¢ 1950 — nep. non. 1970-x rr.
€O BTOpPOM NoaoBuUHbI 1970-1980-¢€ rr.

Ha pybexe 1980-1990-x rr.

dopmart PDF/A gna apXvBHbIX AOKYMEHTOB rapaHTUPYET, uTo...



3TOT halil MOXKHO BYAET OTKPbITb B 1060 ONepaLnMoHHON CUCTEME Yepes Kakoe YroAHOo Bpems
C MOMOLLbIO NPUNOXKEHUSA, NOAAEPKUBAIOLLLErO COOTBETCTBYOLWNIK popmaT;

BM3Ya/ibHbIl BUA COAEPIKAHUA NPaBUIbHO OTPAXKAET JIIDOOM UCXOAHbIN MaTepUas UCTOYHUKA,
NCNO/Ib30BaHHbIN AN CO34aHUA COrnacoBaHHoOro gpanna;

He Npou3onaeT 3ameHbl WpUdToB, nepedopMaTUPOBAHUA TEKCT];

He byayT M3MEHEHbI pa3mepbl U306paXKeHUNn UK NPOM30NAET CxKaTue MHGOPMaLLIUK C
noTepsmm.

rOCT P 54989-2012/1SO/TR 18492:2005 «Ob6ecneuyeHne f0nroBpemMeHHOMW COXPaHHOCTH
3N1eKTPOHHbIX fOKYMEHTOB» Ha3blBaeT 6 K/loueBbiX GpaKTOpOB, KOTOpbie XpaHUTeNu MHdopmauum
AOJIKHbI NPUHATL BO BHUMaHMWe Npu pa3paboTKe cTpaTerum 40AroBpeMeHHO COXPaHHOCTH
APXMUBHbIX AOKYMEHTOB: YUmaemocmbo 3/1eKMPOHHbIX O0OKYMeHMOo8; UHmepnpemupyemocmeo
3/1eKMPOHHbIX O0KyMeHmMos; 00CmMynHoCmMeo 371eKMpPOHHbIX O0KYMeHMOo8; NOHAMHOCMb
3/1eKMPOHHbIX OOKYMEeHMOo8; dymeHMmMUYHOCMb 3/eKMPOHHbIX O0OKYMeHMOo8... YKaxuTe
HepocTalOWMii paKrop.

IMYNALMS;
naeHTUOULMpPYEMOCTb,
Ha4EeKHOCTb;

3aLMLLEHHOCTD.

Hanpgute BepHoe npogonmxkeHne ¢ppase: «KoHTponbHasa cymma daiina — 370...»

- MArHUTHbIA MW ONTUYECKUA HOCUTEND OAHOKpaTHOI\;I 3anuncu,

- MeTo/, obecnevyeHus HagexXHOCTH 3/16KTpOHHOVI nepeagayvyun gaHHbIX, 1A NnoATBEPXKAEHUA TOTO,
YTO HUKAKME U3MEHEHMUA HE BbIIN BHECEHbI B 9/1EKTPOHHbIE OKYMEHTblI C MOMEHTA UX
nepBoHa4Ya/IbHOro COXpaHeHUA;

- 3alUMLLEHHANA KANEHT-CepBepHan apxXMTeKTypa, KOTOPYIO MOXHO UCMOAb30BaThb AN
610KMpOBaHMA HENOCPEeACTBEHHOrO AOCTYNA K 3/IEKTPOHHbIM AOKYMEHTaM, U KOTopas B UTore
No3BOJIfET OPraHM30BaTb AOCTYyN "TO/IbKO Ha YTeHne";

- O4HOCTOPOHHAA X3LLI-¢YHKLI,MF|, MCNO/b3yOLWanA aiIfoPUTM, I'IOSBOI'IFHOLLI,VIﬁ CXaTb 3/IEKTPOHHbIE
AOOKYMEHTbI A0 d)VIKCMpOBaHHOFO yncna buTos.

KonTpoabHnas padora



1. C moMmoImpI0 CKaHUPYIONIMH YCTPOWCTB cCO37aiiTe 00pa3 JOKYMEHTa, HE COJCPIKaIIero
nepcoHanbHble AaHHbIE. 71 cO37MaHMsI SIEKTPOHHOTO JOKYMEHTAa HCHOJb3yiTe (GOopMaThl,
npeaAHa3Ha4YCHHBIC JIA JOJITOBPEMCHHOTI'O apXUBHOI'O XpaHCHUA JOKYMCHTOB.

2. OcymecTBUTE  MAapKUpPOBKY  JaHHOTO  JOKYMEHTa, IOJb3yACh  METOJAWYECKUMU
pexomennanusimu BHUNJIAJL non pen. FOmameBoit. OObsicHUTE, KaKU€ 3JIEMEHTHI OTTUCAHUS, C
KaKOM 1L1eJIbI0 ObLIM BHECEHBI B MAPKUPOBKY?

Memoouueckue pekomenoayuu K 3a0anuro 1
1. [IpounTaiite:

6. Pasmen 2 «@opmamvl u mexmonrocuu OpeaHU3AYUU APXUGHO2O XPAHEHUS. IAEKMPOHHBIX
OOKYMEHMOB ).

7. Meroanyeckue pPEKOMEHJAIMU IO 3JEKTPOHHOMY KOMHMPOBAHHIO ApXHMBHBIX JIOKYMEHTOB H
YIIPaBJICHHUIO MOJTY4YeHHBIM HH(pOpManmoHHbIM MaccuBoM. 2012 roxaa, coct. FO.1O. FOmamesa //
ITopran «apXUBBI Poccuny» URL:
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml.

8. Tlpasuma 2015T.

2. IlpoBeppre mnporpamMmHOe oOOecleyeHHe KOMIbIOTepa M CKaHHPYIOIIEro YCTpOIlCTBa.
Yb6enutech B HalW4YUM HYXHBIX (OPMAToB Ui apXWUBALMU DJIEKTPOHHBIX JOKYMEHTOB U
CO3JaHUSI AIIEKTPOHHBIX 00pa30B OyMaXKHBIX JTOKyMEHTOB. Co3maiiTe 3JE€KTPOHHBIM apXUBHBIH
JOKYMEHT.

Memoouueckue pekomenoayuu K 3a0aHur0 2

JIOKyMEHT, CO3AaHHBIM B COOTBETCTBHM C METOAMYECKHMH PEKOMECHAANMAMHU K 3aJaHuio |,
MPOMApPKUPYHTE U MIPUKPENTUTE BTOPHIM (DaiiJIoOM K OTBETY Ha 3a/1aHHsI KOHTPOJILHOM pabOTHI.

Jlaiite nonHoe onucanue daina B Word. Paznoxure onucaHne Ha 3JIEMEHTbI, yKa3aB B TEKCTE
KOHTPOJIbHON pabOThI, HA3HAUEHUE KAXKIOTO JIEMEHTa MAPKUPOBKH.

3aganme 3. ChopmupyiiTe HOpMaTHUBHYIO 0a3y UCIIOJIL30BAHUS AIEKTPOHHBIX JOKYMEHTOB
a) B JICTIOTIPOU3BO/ICTBE;
0) B apXUBHOM JICJIC.

VYkaxuTe ypoBEHb HOPMATHBHOTO MPABOBOTO JOKYMEHTa C TOYKM 3PEHUS HEepapXuu OpraHa
BJIACTHU/YIIPABIICHHUSI, IPUHSBIIETO €T0, M FOPUINICCKOHN CHUJIBI IOKYMEHTA (3aKOHBI /TI0/I3aKOHHBIC
aKTBI).

3ananme 4. [Ipouuraiite 3akoH 63-P3 «O6 snekTpoHHON noanucuy». Chenaiite u3BIeUEHUs U3
3aKoHa, KOTOpble HY)XHO O00s3aT€bHO OrOBOPUTH B HMHCTPYKIHMM IO JI€IONPOU3BOJICTBY
OpraHu3anuu

3ananme 5. M3yuute caiftel 1 penepanbHoro apxusa u 1 apxusa cyobekToB PD. Kakue donnpl,
yuetHble JokymMeHThl U HCA mnoxaBepriauch ouumppoBKke B JAHHBIX apXHUBax. cjAeiaiTe
COOCTBEHHBIE BBIBOJIBI O COCTOSIHUM U COCTAaBE NEKTPOHHBIX apXHBOB.

Bomnpocsl k 3auery


http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

10.
11.
12.
13.

14.

15.

16.

17.

18.

19.

CBolicTBa 3JEKTPOHHBIX apXMBHBIX JOKYMEHTOB, IOBPEXKJAEMbIX B CHUCTEME
AJIEKTPOHHOTO apXUBa MPHU BBOJE U 00paOdOTKE JAHHBIX U TPEOYIOUTUX OpraHU3aIuN
W perjaMeHTallMd  JIEITEIBbHOCTH 1O  KOHTPOJIt0  (opMupoBaHUS U
(yHKIMOHUPOBAHUS SJICKTPOHHOTO apXHBa.

CBoeBpeMeHHasi MUTpalusl AIEKTPOHHBIX APXUBHBIX JOKYMEHTOB KaK BO3MO>KHOE
pemieHre mTpoOJIeMbl WX JUIMTENbHOrO XxpaHeHHs. "OTKpbIThie" W Hamboliee
pacnpoCTpaHEeHHbIE KOMITBIOTEPHBIE (POPMATHI

Obecneuenne GU3NIECKON COXPAHHOCTH H IETOCTHOCTH (aAiJIOB C IIEKTPOHHBIMH
JOKyMEHTaMH.

ObecrieyeHre ycnoBUM s CUUTBHIBaHMS HHGOPMALMKM B JIOJTOBPEMEHHOMN
HEPCIIEKTUBE.

ObecrieyeHre yCIOBUM Uil BOCIPOW3BENEHUS JJIEKTPOHHBIX JIOKYMEHTOB B
«YEJIOBEKOUYUTAEMOM» BH/JIE.

[IpumeHeHne 5MyIATOPOB MNPOrpaMMHON CpeAbl W OpraHu3alus JUIMTEIbHOTO
XpaHEHUS TOKYMEHTOB.

WNukancynauusa kak crnoco0 a1 oOMeHa U JI0OJITOBPEMEHHOTO  XpaHEHHs
ANIEKTPOHHBIX TOKYMEHTOB.

Metonuyeckie JOKYMEHTBI, OMNpEIeNsAolue TMOPSA0K MPUEMKH apXUBHBIX
JOKYMEHTOB, WX IMOATOTOBKM K CKaHMPOBAHUIO M HUX BO3BpaTa B HCXOJTHOE
COCTOSIHUE B CHCTEME AJIEKTPOHHOTO apXHBa

BoisiBnenue B X0Jle TECTOBBIX pPabOT CKPBITBIX OCOOCHHOCTEH JOKYMEHTOB U
yTOYHEHHs] TpeOOBaHUIl 3aKa3uyumka K pe3yJbTaTaM CKaHUPOBaHUS, BBOJA H
00pabOTKH JAHHBIX B CUCTEME 3JIEKTPOHHOTO apXUBa.

Ilopsinok opraHu3anuy mpouecca CKaHWPOBAaHUS M HMHJICKCALIMU JOKYMEHTOB B
cucTeMe 3JIEKTPOHHOIO apXuBa

Iopsinok hopmMUpOBaHUs TOKYMEHTOB B KOMIUIEKTHI, TPYIIIbI, TUIIBI ISl apXHUBHOTO
XpaHEeHUs

Opranusanys apxuBHOTO XpaHEHHsI JOKYMEHTOB Pa3HbIX TUIIOB.
IIpounsBoacTBEHHBIE HOPMAaTHBBI Ui COCTaBJICHUS periIaMeHToB
(yHKIMOHUPOBAHUS, BBOJA M 0OPaOOTKU JaHHBIX B CUCTEME IEKTPOHHOI'O apXUBA.
TpeboBanus kK cOCTaBICHUIO U 0(POPMIIEHHUIO.

TexHonoruu cozganus 31EKTPOHHBIX apXUBHBIX TOKYMEHTOB. COCTaB M KOJIMYECTBO
TEXHUYECKUX CPEACTB AJIS COOIOAECHUS TEXHOIOTUN U KAU€CTBEHHOT'O BBITIOJIHEHUS
paboT IO CKaHMPOBAHUIO, BBOAY U 00pabOTKE JAHHBIX B CHCTEME JIEKTPOHHOI'O
apxuBa

TpeboBanusi 3akoHomarenbcTBa Poccuiickoit deaepanun B obmactu oOpabOTKH,
XpaHEHUs, paclo3HaBaHMUs MEPCOHAIBHBIX JaHHBIX U KOH(UAECHIUAIBHOCTU
UH(pOpMALIUU B 3JIEKTPOHHOM BHJIE.

TpeboBanus K NPOBEIEHUIO CBEPKU HAJIMYMS JJOKYMEHTOB B MOMEHT IpUeMa Jyis
apXMBHOT'O XpPaHEHUS

TpeboBanus K yCTaHOBJIEHHBIM HOpPMaM BBIPAOOTKU IO MOATOTOBKE JOKYMEHTOB
JUISL apXUBHOTO XpaHEHMS

TpeGoBanust oXpaHbl TpyAa IO CO3JAaHHIO 3JIEKTPOHHBIX JOKYMEHTOB M
00eCreyeHNI0 X apXUBHOTIO XpaHEHUSI.

HopMbl BpeMeHHM MO BBINOJHEHUIO PabOT MO MOJArOTOBKE JOKYMEHTOB s
apXMBHOTO XPAHEHHUS



dopma npunoxKeHus 2

OueHoYHBbIE CpeICTBA

Kon
WHJMKATOpa

I/IHI[I/IKaTOp JOCTHIKCHHUA
KOMIICTCHII KN

O1ieHOYHBIS cpeacTaa

MK-2 CnocodeH ocymecTBIATH JOKYMEHTAIIMOHHOE 00eclieuyeHne YpaBJaeHHsl Opranu3anueit

IK-2.1

Opranusyer
[pErJIAMEHTHPYET
[TOKYMEHTHUPOBaHHUE
yIIpaBIEHYECKON
NICATCIIBHOCTU B OpraHrU3alluu

Tecr

Kak Ha3bIBaeTCs 3J1eKTPOHHAas KOnust
OYMa:KHOTO TOKYMEHTA, NepeBeieHHas B 3JIEKTPOHHYIO
(hopmMy ¢ MIOMOILIBIO CPEACTB CKAHUPOBAHUSL:

a) DJIEKTPOHHBIN TOKYMEHT;

0) 2JIEKTPOHHBIN 00pa3 JOKyMEHTa;

B) MacTep-KOIus;

r) pabodas Komus

Mo:xHo JH 3aBE€PUTH JJICKTPOHHYIKO KOIIUIO

v 2
OyMaKHOT0 JOKYMEHTa’?

a) MOXXHO, €CITH TIOANKCATh JJIEKTPOHHBIA 00pa3
L3I,

0) MOXHO, J0CTaTO4YHO BBecTH 00pa3 B CO/I;

B) HET, T.K. HE CYIIECTBYeT TEXHOJIOTUH s
3aBEPEHMS] DJIEKTPOHHBIX KOIHM.

r) HET, T.K. HU TPH KaKUX OOCTOATENHCTBAX
JJIEKTPOHHAs Komusi OyMaKHOTO IOKYMEHTa HE MOXKET
HOJTYYUTh FOPUANYECKYIO CHITY

IIpakTHyeckoe 3aHATHE
3aganue 1. Onpenenute Tun gokyMenTa. Kakoi
OPUANYECKO CHIIOH 00J1a7aeT AAHHBIH JTOKYMEHT?
OTBeT apryMeHTHPOBATb.




Kon
HWH]JIUKATOpa

I/IHI[I/IKaTOp JOCTHIKCHHUA
KOMIICTCHIIMH

O1ieHOYHBIS cpeacraa

DenepanpHas ciaysxba o Hax3opy B chepe
CBSI3H, MH(OOPMALMOHHBIX TEXHOIOTHIA 1
MAaCCOBBIX KOMMYHHKAILHi

Bobinucka
13 peecTpa 3aperucTpupoBaHHbIX CPEACTB MAcCOBOM UHOpMaLMK
no coctosHuMio Ha 23.09.2020 r.

P i Homep u pata o per : cepusn N Ne &C77-
79220 om 22 ceHmabpa 2020 2.

Craryc cpeacrsa

cpeacrsa W uHd n Kue
uee / and Research

A3bIK(M): pycckud, anenulicxkuil

Appec 455000, obn., 2. np-m flerura, 9. 26, ayd. A12

n u (nnu) HayyHas: Kue,
obwecmeaenHbie, PUNONOUYECKUE HOYKU

®opma KOro (sua - AnAa nepuoaMueckoro newarHoro
): e Koe u3daHue, xypHan

P ] cmpaHst

)

(coy 2ocydapcmaetitoe GiodxemHoe 06pazosamensHoe
y 8bicwez0 I U 2ocydapci ] KUl
yHueepcumem um. I 1. Hocosa" (OrPH 1027402065437)

3amecTuTens HavyansHuka

Ynpasnexus paspelumTensHoi

paboTel, KOHTPONSA U Haa3opa B cdepe

MaccoBbIX KOMMYyHVKaLUin M.B. Burorpagos

Bomnpoc k 3a4ery
[Ipon3BoACTBEHHBIE HOPMATHBBI IS COCTABIICHUS
perimaMeHToB (DYHKIIMOHUPOBAHUS, BBOIA M OOpaOOTKH
JMAHHBIX B CHCTEME DJIEKTPOHHOIO apxuBa. TpeOoBaHUS K
COCTaBJICHHUIO ¥ 0O(DOPMITCHHTO

TpeboBanus 3aKOHOAATENbCTBA Poccuiickoit
Oenepaniin = B obmacTe  00pabOTKH,  XpaHEHWS,
pacro3HaBaHUs MEPCOHANBHBIX JAHHBIX u
KOH()MIEHIMATFHOCTH HH(POPMAIIMH B 3JIEKTPOHHOM BU/IE.

KonTpoabHas paéoTa
3amanue 1. C MOMOIIBI0 CKAaHUPYIOMIUNA YCTPOWCTB
cozmaiite  o0pa3  JOKyMEHTa, HE  COAEpKallero
nepcoHaJbHbIE JaHHble. [ co3gaHus 3IEKTPOHHOTO
JOKYMEHTa UCHONb3YiTe (HOopMaThl, MpeAHA3HAYECHHbIE IS
JOJITOBPEMEHHOI'0 apXHUBHOI'O XPaHEHHSI JOKYMEHTOB.

2. OcymiecTBUTE MapKUPOBKY JAHHOTO JOKYMEHTA,
MOJIB3YAACh MeToauYeckuMu pekomenaanusamu BHUMJIA /T
mox pen. HOmameBoi. OOBSICHUTE, Kakuhe JIEMEHTHI
OIHCAaHUs, C KAKOH I1eTbI0 OBUTH BHECEHBI B MAPKUPOBKY?

[K-2.

Opranusyer U

€rJIaMEHTUPYET

Tect
IIponoJkuTe (dpa3zy: «B JIEKTPOHHOM




Kon
HWH]JIUKATOpa

I/IHI[I/IKaTOp JOCTHIKCHHUA
KOMIICTCHIIMH

O1ieHOYHBIS cpeacTaa

ITOKYMEHTO000pOT B
OpraHu3aIum

JOKYMEHTO0000pPOTE MCIOJIb3YIOTCS ...»

a) KaK DJJIeKTPOHHBIE O00pa3bl, TaK M COOCTBEHHO
9JIGKTPOHHBIC JOKYMEHTBI, OOJIAZIafoIIHe FOPHITICCKON
CHIION;

0) TOJIBKO 3JICKTPOHHBIE 00pa3bl,

B) TOJNBKO COOCTBEHHO OJJIEKTPOHHBIC JIOKYMEHTHI,
o0aaronye IPUIUIECKON CUITON.

I) Kak DJEKTPOHHBIE 00pasbl, TaK U COOCTBEHHO
JJIEKTPOHHBIE IOKYMEHTBI, 00T aroie 1 He 00Jafaronme
FOPUIUYECKON CUIION.

B KaKOM JTOKYMEHTe Opra’u3ainuu
perjiaMeHTHpyeTcst NOPSATOK HCN0JIB30BAHNSA,
COCTaBJIEHUS u odopmiaenns 3J1eKTPOHHBIX
JOKYMEHTOB?

a) B HOMEHKJIaType e,

0) MHCTPYKITNH TI0 JIETOIPOU3BOJICTBY

B) yCTaBe OpraHU3aIuu

r) B cepru(uKkaTe KIo4a TPOBEPKH DIICKTPOHHON
MOJIIHCH.

KonTpoabnas paéoTa
3.Chopmupyiite HOPMaTHUBHYIO ba3y
HCITOJIB30BaHMA 3JICKTPOHHBIX JJOKYMCHTOB

a) B JCTIOMPON3BOICTRE;

0) B apXUBHOM JIEJIC.

YKaxuTe ypOBEeHb HOPMAaTHBHOTO  IPaBOBOTO
JOKYMEHTa C TOYKM 3pEHHA HWepapXuu  Oprana
BJIACTH/YIIPABJICHUS, MPUHSBIIETO €ro, W IOPUIHYECKON
CHUJIBI IOKYMEHTA (3aKOHBI /TI0OI3aKOHHBIEC AKThI).

Bomnpoc k 3a4ery

TexHomorum co3gaHUs DIEKTPOHHBIX aPXUBHBIX
nokyMeHTOB. CocTaB M KOMMYECTBO TEXHHYECKUX CPENICTB
JUIS ~ COONIOJEHWs]  TEXHOJOTMHM H  Ka4eCTBEHHOTO
BEITIOTHEHUS Pa0OT 0 CKAHMPOBAHHIO, BBOAY B 00paboTKe
JAHHBIX B CHCTEME DJIEKTPOHHOTO apXHBa

TpeboBaHHS K TPOBEACHUIO CBEPKH HAIHYUS
JIOKYMEHTOB B MOMEHT TpreMa JIJIsl apXUBHOTO XpaHEHUS

TpeboBaHUS K YCTAaHOBIECHHBIM HOpPMaM BBIPaOOTKH
T0 MTOJITOTOBKE TOKYMEHTOB IS apPXUBHOTO XpaHEHUS

TpeboBaHuss oxpaHBl TpyAa TI0  CO3TaHHIO
AIIEKTPOHHBIX JOKYMEHTOB W OOECIIEUYEHHIO MX apXHUBHOTO
XpaHEHUSI.

HopMbel BpemMeHn 1O BBIIOTHEHHIO pPaboT 1O
MOJITOTOBKE JOKYMEHTOB JUISI apXUBHOTO XpaHEHUS

[K-2.

Opranusyer,
[pErIaMEeHTHPYET ONEepaTUBHOE
XpaHEHHE U UCIOJIb30BAHUE
ITOKYMEHTOB B OpraHHU3aluN

Tect

IFOCT P 54989-2012/ISO/TR  18492:2005
«O0ecnieyenue A0JITOBPEMEHH O COXPAHHOCTH
3JeKTPOHHBIX  JOKYMEHTOB»  Mpeijaraer  IpH
OOHOBJICHMHM HOCHTeJIeli 1Ba MMYTH pelleHns MpodJeMbl
COXPAHHOCTH JOKYMEHTOB:

YCTaHOBKa MEKCETEBOI0 IKPAHA,

nepedopMaTHpOBaHUE,




Kon

HWH]JIUKATOpa

I/IHI[I/IKaTOp JOCTHIKCHHUA
KOMIICTCHIIMH

O1ieHOYHBIS cpeacTaa

KOMHMPOBaHUE,
neppopupoBaHue
Kakue 10KyMeHTBI He MOT'YT ObITH NepeBeleHbl B
uudpoyro dopmy B ¢opmare PDF/A jpas
J0JITOBPEMEHHOr0 XpaHeHus?

OyMakHbIE

MUKPO(OPMBI

nro0bie (pOpMaThl MAIIMHHOTO AOKYMEHTa (TBEpIIble
KOIHH);

(hOHOTOKYMEHTHI.

IpakTHyeckoe 3aHATHE

Co3znaiiTte (¢pparmenT HHCTPYKIHHU 1no
JeJIOTPOU3BOJACTBY, PperJIaMeHTHPYWIIUH  MOPSA0K
KOMILIEKTOBAHUS apxuBa 3J1eKTPOHHBIMH

AOKYMEHTAMHU 10JITOBPEMECHHOI'0O XpaHCHHUA.

Bomnpoc k 3a4ery

Meromudeckue JIOKYMEHTEI, OIPEICISIFOIINE
MOPAAOK IMPUEMKHN apXUBHBIX JOKYMEHTOB, UX IMOATOTOBKH
K CKaHMPOBAaHUIO U WX BO3BpaTa B MCXOJIHOE COCTOSIHHE B
CHCTEME DIIEKTPOHHOI'0 apXHBa

BroisiBneHne B XOIe TECTOBBIX pPAabOT CKPBITHIX
OCOOCHHOCTEH JOKYMEHTOB W YTOYHEHHUS TpeOOBaHUM
3aKa3yMka K pe3ysibTaTaM CKaHHPOBAHHS, BBOAA W
00pabOTKH TaHHBIX B CHCTEME JJICKTPOHHOT'O apXHUBa.

Ilopsimok opraHm3anuu Tpoliecca CKaHWPOBAaHUS U
WHJEKCAlNN JOKYMEHTOB B CHCTEME 3JIEKTPOHHOT'O apXUBa

[Hopsimok hopMupoBaHUs TOKYMEHTOB B KOMIUIEKTHI,
TPYIIIBI, THITHI TSI apXUBHOTO XPaHEHHS

Opranuzamusi apxXWBHOTO XpaHEHHS TOKYMEHTOB
Pa3HBIX THIIOB.

[IK-4 CnocobeH pyKOBOIUTH MPOLECCOM CKAHMPOBAHUS, BBOJAa M 00padOTKH JaHHBIX B
CHCTeMe YJIEKTPOHHOT0 apXuBa

[1IK-4.1

VYmpasinser
EesITeTbHOCTRI0 TI0 KOHTPOITIO,
(hyHKIIMOHUPOBAHUS, BBOAA U
00pa0OTKH JTaHHBIX B CHCTEME]
PJIEKTPOHHOTO apX¥Ba

Tect

Yem MOKHO OOBSICHUTH OTCYTCTBHE HAJIEKHOIO
pelleHUs] TEeXHOJIOTMYECKHX M  OPraHu3aluOHHBIX
npodJieM A0JrOBPEMEHHOr0 XpaHeHUs! 3JIeKTPOHHBIX
JIOKYMEHTOB?

yckoperHbpIME Temriamu pasButuss UKT B obmactu
nH(pOpPMaTH3ALNY;

YCIOKHEHUEM CaMHUX MH(OPMALMOHHBIX CUCTEM;

OoNpIIMMHU YCUITHASAMU o obecrieyeHnIo
MHPOPMAIIMOHHON  0E30macHOCTH W 3aIUMTHl  CaMOH
nHGOPMaLK OT HECAHKLIMOHUPOBAHHOI'O IOCTYIIA;

BcE yKa3zaHHOE BEPHO.

OmnpenesieHne JJEKTPOHHOTO JAOKYMEHTa KaK
«9NIEKMPOHHO20 NPEOCMAG/IeHUS OPUCHMUPOSAHHBIX HO
CHPAHULAM AZPeUPOBAHUSL MEKCIMOBLIX U ZPAPUYecKUX
OaHHBIX, a4 maKyice MEeMAOAHHbIX, NOJIEIHbIX 015
UOCHMUDUKAUUU, NOHUMAHUA U GUIYATUIAUUU MeX




Kon
HWH]JIUKATOpa

I/IHI[I/IKaTOp JOCTHIKCHHUA
KOMIICTCHIIMH

O1ieHOYHBIS cpeacTaa

OAHHBIX, KOMOpble MOZYM 0Oblib 80CHPOU3EEOEHbI HA
oymaze unu onmuyecKoiu Mukpogopme 6e3 3HauuUMOoil
nomepu €20 UHPOPMAUUOHHO20 COOEPIHCAHUA» TAETCHA B
CJIelyI0LIeM HOPMATHBHOM JOKYMEHTe:

rocr 2.051-2006: Eounas cucmema
KOHCMPYKMOPCKOU OOKYMEeHmMAayuu. Dnexmponnvie
Ookymermul. Qbugue noroIHceHus

T'OCT P 7.0.8-2013 «Cucmema cmanoapmos no
ungopmayuy, OUOIUOMEUHOMY U U30AMETbCKOMY 0.
Henonpouszsoocmeo u  apxugnoe Oeno. Tepmumvr u
onpeoenenusLy

ISO 19005-1:2005(ru) «Ynpaenenue
Ookymenmayuei.  Dopmam  Painoe  INEKMPOHHBIX
00KYyMeHmMOo8 0 007120CPOYH020 XpaneHus. Yacmov 1.
Hcnonvszosanue PDF 1.4 (PDF/A-1)» -Document

management — Electronic document file format for
long-term preservation — Part 1: Use of PDF 1.4
(PDF/A-1)

I'OCT P 54989-2012/ISO/TR  18492:2005
«Obecneyenue 001208PEMEHHOL coxpannocmu

NEKMPOHHBIX OOKYMEHTNOBY

JIro6asm  3JIeKTpPOHHAsT  KoONHMS  JIOKYMEHTa,
NMEepPBOHAYAJIBLHO CO3AAHHOT0 Ha OyMa)KHOM HoOcHTeJe,
Ha3bIBaeTcHl. ..

MacTep-KOoIus

JJIEKTPOHHEIN 00pa3 JOKyMEHTa

3JIEKTPOHHBIN JIOKYMEHT

OpPUTHHAI-KOIHS

DJIEeKTPOHHBIN pecypc apXuBa, BO3HUKAIOIIMA
nocje OHU(PPOBKU [AOKYMEHTOB Ha AaHAJOIOBBIX
HOCHTEJISAX HA3bIBACTCH. ..

arperays

3JIEKTPOHHBIN (POH[ OJIB30BaHNUS

(horI 0c000 IEHHBIX JOKYMEHTOB

apXUBHBIA ayTCOPCUHT

KiroueBoii mpo0JieMoii 3JIEKTPOHHBIX KON KaK
HCTOPUYECKUX  HCTOYHUKOB  Y4YeHble  HA3bIBAIOT
«HE3aMKHYTOCTh» MpoIecca CO3JaHUS 3JIEKTPOHHBIX
Kkonuii. Yo 310 03HAUAET?

a) DJIEKTPOHHBINA JJOKYMEHT CBSI3aH THUIIEPCCHIIKAMU,

0) Ha JIO00M DJTarle TEXHOJIOTHYECKOro IHKIa H
MPEIOCTABJICHUS KOMMH B JJOKYMEHT MOTYT ObITh BHECCHBI
A3MEHEHNS, KOTOpBIC  TIPAKTHYECKH  HEBO3MOXKHO
O00HApYXHUTh 0€3 JOCTYNAa K OPUTHHAITY;

B) OJEKTPOHHBIC JOKYMEHTBI HYXHO Oynmer
HECKOJIbKO pa3 Mepe3anuchiBaTh MPH JUTUTEIBHBIX CPOKAX
XpaHEHUS;

I') KOJIMYECTBO KOIWHU, CIENAHHBIX C JOKYMEHTOB,
HUYEM HE OrpaHHYEHO.

B d4em 3akiouaercsi mpoljieMa aBTOPCTBa H
aBTOPCKOr0 MNpaBa, BO3ZHHMKAKONIASL B OTHOIICHUM




Kon
HWH]JIUKATOpa

I/IHI[I/IKaTOp JOCTHIKCHHUA
KOMIICTCHIIMH

O1ieHOYHBIS cpeacTaa

CO3AHHBIX JJIEKTPOHHBIX KONMIi?

a) BO3MOXHOCTb  IMPaBOMEPHOH  IMyOJIMKALMH
QJICKTPOHHBIX KOITH I TPYAHO OJHO3HAYHO YCTAHOBHUTD, T.K.
nro0asi HeperJaMeHTHpPOBaHHAs W HECTaHIapTU30BaHHAS
rpaduueckas 00pabOTKa 3JCKTPOHHOH KOIUU MOXKET
paccMaTpuBaThCcs KakK ee TBopueckas mepepaboTka, a
pe3yNbTaT TaKOrO BMEMIATEIbCTBA SBIACTCS O0BEKTOM
AaBTOPCKOTO TIpaBa COTPYAHHKA, KOTOPBIA MPOBOJIHI
rpaduueckyro o0padoTKy.

0) cama mpeoOpa3oBaHHAs KOIMUS CTAHOBUTCS
CaMOCTOATCIIbHBIM IIPOAYKTOM, OTILeJIBHOﬁ MaTepHaHBHOfI
CYIIHOCTBIO  ((DaKTHYECKH  «HOBBIM»  HMCTOPHYECKUM

UCTOYHUKOM) —  Pe3ylbTaTOM  MHTEIJIEKTyaJbHON
JIesITeNTbHOCTH;

B)  DOJEKTPOHHBIE  JIOKYMEHTBl  HUKOMY  HE
MpUHAIeKAT,  MOITOMY  HMX  KONMMH  CBOOOJHO
pacIpocTpaHsoTCs;

T) KOITHS NIPEACTABIIAET coboit HOBBII
CaMOCTOATENBHBIX MaTePHANbHBI O00BEKT, KOTOPBIA MpHU
000 TEXHOJIOTUH CO3JTaHUs KOTIHI
(MHKpOGUITEMUPOBAHNH, OIU(PPOBKE) HE BOCIPOU3BOIUT
(T. e. yTpayMBaer) Ty HEOThEMJIEMYIO YaCcTH MH(MOPMALIUU
WUCTOYHHMKA, KOTOpas 3aKiIlo4eHa B  MaTepHUaIbHOM
HOCHUTEJIE IOJUINHHUKA.

ITon Kauecmeo 9/1eKIMPOHHOU Konuu
noApasyMeBaeTcs: ayTEHTUYHOCTH (aeKBAaTHOCThH) ee
coJep:KaHUs COJEpPKAHUI0 (IIOHMMaeMOMY B CaMOM
IIMPOKOM  CMbICJIE 3TOr0  CJI0Ba) MOAJIUHHUKA
HCTOPUYECKOTO MCTOYHUKA; ee penpe3eHTATUBHOCTD;
MOJIHOTA; JA0CTOBEPHOCTh; IOPUAUYECKAs 3HAYHMOCTb
(B oTAeJBHBIX ciaydasx) u ?... HazoBuTe HenocTaomiee
CBOMCTBO Ka4eCTBEHHOM 3JIEKTPOHHOI KONMH.

(Ppynryuonanvnocmo UCC1e008amenbcKo2o
UHCMPYMEHMapus, npedoCmasisnemo2o 8 paAmMKax pecypca)

IIpakTHuyeckoe 3aHsATHE
HN3yunte ckpuHmior crpanuubl CIJA «EBdpar».
CpaBuure o0bem wuHpopMauuu (PeKBU3UTOB H
MeTaJaHHbIX) HEOOXOAUMBIX Ui M3IaHUSA B JAaHHOI
cucTeMe NPUKA3a 110 OCHOBHOI [1eATeJIbHOCTH




Kon

HWH]JIUKATOpa

I/IH):[I/IKaTOp JOCTHIKCHHUA
KOMIICTCHIIMH

O1ieHOYHBIS cpeacTaa
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Bomnpoc k 3auery
1. CBoiicTBa 37IEKTPOHHBIX apXUBHBIX JOKYMEHTOB,
MOBPEXKIAEMBIX B CHCTEME DJEKTPOHHOTO apXuBa IIpU
BBOJIe U 00paboTKe JaHHBIX U TPEOYIONMX OpraHU3aluu U
periiaMeHTaIun TS TENEHOCTH o KOHTPOITIO
¢dopMupoBaHusT ¥ (QYHKIMOHUPOBAHHUS DIEKTPOHHOTO
apxuBa.

[1K-4.2

Pa3pabaTpiBaeT
HOpPMaTHBHBIC
BoIrpocam OpraHu3aIyy|
mpolecca  CKaHMPOBAHUS B
CHCTEME HIICKTPOHHOT'0 apX1Ba

JIOKAJIbHBIC
AKThI 110

Tect

PazButne HOPMATHBHOTO NpaBoBOrO
peryjupoBaHusi W MeTOJAMYECKOT0 PYKOBOJACTBA B
chepe aBTOMATM3aLUM APXMBHO# cdepbl HAYaI0Ch B
nepuos:

¢ xkonra XIX B. — 1950-x rr.

¢ 1950 — mep. mmom. 1970-x rr.

co Bropoii mosoBuHbI 1970-1980-¢ rr.

Ha pyoexe 1980-1990-x rr.

®opmar PDF/A niasi apXuBHBIX [IOKYMEHTOB
rapaHTupyer, 4To...

3TOT Qaitm MOXHO OymeT OTKpBITh B JIO0OH
OIEpPAallMOHHOM CHCTeME dYepe3 KaKoe YromHO BpeMs ¢
TIOMOIIBIO HPUIIOKEHHUS, MOAIePKUBAOIIET O
COOTBETCTBYIOIIHIA (popmar;

BU3YaJIbHBIA BHJI CO/IEP KaHUS TIPABUIIEHO OTpa)kaeT
JTr000H UCXOTHBIH MaTepuas UCTOYHUKA, HCIIOJb30BAHHBIN
JUTSL CO3JJaHUSI COTJIaCOBaHHOTO (haiina;

HE HPOU30HIET 3aMeHBI
nepe OpMaTHPOBAHUS TEKCTA;

He OyayT W3MEHEHbI pa3Mepbl H300paKCHHH WIIN
NPOM30IIET cxkaTue NH(POPMALIUH C TIOTEPSIMH.

mpudToB,

IFOCT P 54989-2012/ISO/TR  18492:2005
«O0ecneuenne JA0JITOBPEeMEHH Ol COXPaHHOCTH
3JIeKTPOHHBIX [J0KYMEHTOB» Ha3bIBaeT 6 KJII0YeBbIX

(pakTOpOB, KOTOPBIE XPAHUTEJH HHPOPMALUH TOJIKHBI




Kon

HWH]JIUKATOpa

I/IHI[I/IKaTOp JOCTHIKCHHUA
KOMIICTCHIIMH

O1ieHOYHBIS cpeacTaa

NPUHATL BO BHHUMAaHHE NPH pa3padoTKe cTpaTeruu
J0JITOBpPEeMEeHHOM COXPaHHOCTH apXUBHBIX
JOKYMEHTOB: YUMAEMOCHb INEKMPOHHBIX 0OKYMEHMO08;
UHMEPNPEemuUpyemocms  INeKMPOHHLIX  OOKYMEHN06;
oocmynHochb INNEKMPOHHBIX O0OKYMEenmos;
HOHAMHOCMb INIEKMPOHHBIX O0OKYMenmos;
aymeHmu4HOCHb INIEKMPOHHBIX O0OKyMeHmos. ..
Ykaxkurte HegocTaromuii paxrop.

AMYJISAIUS;

UAEHTU(DUITUPYEMOCTD,

HaJIeXKHOCTH;

3aIUIIEHHOCTb.

Haiigure BepHOE MPOAOJIIKEHU e dpa3ze:
«KonTtposbHasg cymma ¢aiina — 370...»

-  MarHuTHBIA WA  ONTHYECKUNA  HOCHUTEIb
OJIHOKPAaTHOW 3amucu;

- MeToj O0eCHeueHHUs] HAISKHOCTH DJIEKTPOHHON
nepeaayun NaHHbIX, [UIsS MOATBEPKACHHUS TOTO, YTO HUKAKUE
W3MEHEHUS He ObLIM BHECEHBI B 3JICKTPOHHBIC JIOKYMEHTHI €
MOMEHTA MX IIEPBOHAYATIBHOTO COXPAHECHUS;

- 3alUIIeHHas KINEHT-CEpBEpHAsl apXUTEKTypa,
KOTOPYI0O MOXHO WCIIONIb30BaTh JJIsl  OJIOKUPOBAHUS
HEMoCPeICTBEHHOTO JOCTyTIa K AIIEKTPOHHBIM
JIOKYMEHTaM, ¥ KOTOpasi B UTOre MO3BOJISIET OPraHN30BaTh
JIOCTYTI "TOJNBKO Ha 9YTeHue";

- OIHOCTOPOHHSS XAII-(QYHKIHS, HCIOIB3YIOIMAs
aJTOPUTM, TTO3BOJISIONINHA CKATh SJIEKTPOHHBIE JOKYMEHTHI
1o pukcHpoBaHHOTO YMCTa OUTOB.

KonTpoabhas pabdora

4. IIpounTaiite 3akoH 63-P3 «OO0 31eKTPOHHOM
noamucu». Chesaiite u3Biaedennss u3 3aKoHa, KOTopblie
HY’KHO 00513aTeJIbHO OrOBOPUTh B HHCTPYKIHHU IO
JeJI0NPON3BOICTBY OPraHU3auu

Bomnpoc k 3auery

1. CoeBpemenHas MUTpanus 3NEKTPOHHBIX
apXMBHBIX JOKYMEHTOB KaK BO3MOXHOE pEILICHHE
mpobeMbl WX AMuTenbHOro xpaHeHus. "OTKpwIThIe" U
HanOoJee pacIpoCTpaHEHHbIE KOMIIBIOTEPHBIE (hOPMATEI

2. llpuMeHeHne >MyJIITOPOB MPOrPaMMHON Cpeabl U
OpraHu3alys AJIUTEIBHOIO XPaHEHHsI JOKYMEHTOB.

3.MHKancynsamus  Kak crnocod i oOMeHa U
JIOJITOBPEMEHHOI'0 XpaHEHUS 3JIEKTPOHHBIX IOKYMEHTOB.

[1K-4.3

Ocy1ecTBisieT
CTpaTern4eckoe
[JJAHUPOBAHUE M TIOCTPOCHUE
[IporeccoB CKaHHUPOBaHUS,

BBOZIa M 00pabOTKK JaHHBIX B

Tect
Moryr JU  DJIEKTPOHHBIC  JIOKYMEHTBI  OBITh
9KCIOHATAMHU aAPXUBHOMN BBHICTABKU?
a) HeT,
0) 1a, KpoMe JOKYMEHTOB, co3aHHBIX B COJ]




Kon
HWH]JIUKATOpa

I/IHI[I/IKaTOp JOCTHIKCHHUA
KOMIICTCHIIMH

O1ieHOYHBIS cpeacTaa

CUCTCMC SJICKTPOHHOI'O apXHBa

B) Ja, HO TOJNBKO  DJJIEKTPOHHBIE  KOMHHU
(hOTOOKYMEHTOB,

r) Jla, €M 3TO MYJIbTUMEOUHHOE W3JaHue, 0aza
JAaHHBIX WUJIU THIICPTEKCT.

B pamkax Kkakoil HCTOPUYECKOM JAMCIUILIIMHBI
(dhopMupyeTrcss caMOCTOSTEIBLHOC HOBOE HalpaBJICHHE,
U3ydaroliee MpoOJeMbl JJIEKTPOHHBIX KOMUH OOBEKTOB
HUCTOPUKO-KYJIHTYPHOT'O HACIICIHS?

a) HICTOYHMKOBEICHUE
b) ApXuUBOBe/ICHHE

C) Apxeorpadus

d) Jlumnomarrka

Bomnpoc k 3a4ery

1. OOecrieduenne (U3MUECKOM COXPAHHOCTH H
[EIOCTHOCTH (DaliJIOB C BIIEKTPOHHBIMH JTOKYMEHTAMH.

2. ObecneueHre yCIOBHM ISl CUHTHIBAHUS
WH(POPMAIIH B JIOJTOBPEMEHHON TIEPCIIEKTHBE.

3. ObecricueHne yCIOBHU Uit BOCHPOU3BEICHUS
QJICKTPOHHBIX TOKYMEHTOB B «4Y€JIOBEKOUYNTAEMOM)> BUJIC.

KonTpoabnas padoTa

5. U3yunTte caiitel 1 ¢denepanbHoro apxusa u 1
apxuBa cyobekToB P®. Kaxue ¢oHaAbI, YueTHbIE
noxkymeHThl 1 HCA noasepriauch ouu(poBKe B JTaHHBIX
apxuBax. caejaiiTe coOOCTBeHHbIE BHIBOJbI 0 COCTOSTHUM
U COCTaBe JIEKTPOHHBIX APXUBOB.

0) Ilopsinoxk mpoBeneHHs] NMPOMEKYTOYHON AaTTeCTAUMH, NMOKA3aTeJd U KPHUTEPUH

OllCHVBAHMS:

Kpurepuu oueHku (6 coomeemcmeuu ¢ opmupyemvimu KOMHEMEHYusmMu u
NIAHUPYEMBIMU Pe3VTbmamamu 00yueHus).

— HA OYEHKY «3aUMEHO0» — CMYOeHm OO0JHCEH NOKA3AMb NOPO2O8blll YPOBEeHb 3HAHULL (HA
VPOBHEe 80CNPOU36e0eHUss U 0OBbACHEHUS UHDOPMAYUU, UHMELLIEKMYAIbHble HABbIKU peuleHus
NpOCMuIX 3a0ay);

— HA OYEHKY «He 3aUmeHO0» — CMYOeHm He MOJICem NOKA3amb 3HAHUSL HA YPOGHE
B0CNPOU3BCOCHUSl U OOBIACHEHUs. UHGOpMAYUU, He MOJCem NOKA3amb UHMELIeKMYalbHble
HABBIKU PeteHUsi NPOCMbIX 3a0a.

[IpomexyTouHas arrecTalys Mo AUCHUIUIMHE «DIEKTPOHHBIE apXUBHBIE TOKYMEHTHI»
BKIIFOYAET OIEHKY TEKYILEro M UTOTOBOTO TECTUPOBAHHS, MPAKTUYCCKUX JOMAIIHUX 3aJIaHUM.
J1J1 OIIEHKU «3aUTEHOY - M0 KaxaA0H opMe OTIYETHOCTH HEOOXOIMMO MOIYIUTh HEe MeHee 65%.




