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JIner akTyanusanuu padoyeil nporpaMmsl

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2026 - 2027
yueOHOM rojy Ha 3aceqanuu kageapsl Ilenarornyeckoro o0pa3oBaHus U

[Iporokom ot 20 r. Ne
3aB. kadenpoii C.C. Benukanona

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM rojly Ha 3acefqanuu kadeapsl Ilemarormueckoro ooOpa3oBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
yueOHOM roy Ha 3acenanuu kapenpsl [lemarorudeckoro oopa3oBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

- IOITOTOBKA CTY/IEHTOB K JE€ATEIHOCTH B MPO(deCcCHOHaIbHOW 00JIaCTH  CO3/IaHus U
obecrieueHus 3PEKTUBHON CUCTEMBI TpaUUeCKUX 00pa30B JOKYMEHTOB 3JICKTPOHHOTO
apxuBa C UCIOJIb30BaHHEM HH()OPMALIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHUIA: 3HAKOMCTBO
¢ popMUpPOBaHUEM U 3arPy3KOil TaHHBIX B CUCTEMY JIEKTPOHHOT'O apX1Ba, BHIIIOJHEHUEM
paboT no co3aanuio rpaguueckux o0pa3oB JOKYMEHTOB B CUCTEME AJIEKTPOHHOIO apXuBa C
LEIbI0 peain3alui TOTOBHOCTH CTY/IEHTOB K PYKOBOJICTBY IIPOLIECCOM CKaHUPOBAHUS, BBOJIA
1 00paOOTKHU TaHHBIX B CUCTEME JIEKTPOHHOTO apXUBa.

2 MecTo JUCUMILIIMHBI (MOIYJIs]) B CTPYKTYpe 00pa30oBaTe/ibHOI MPOrpaMMbl

Jucuumnimna DIeKTpOHHbIE apXUBHBIE JOKYMEHTBI BXOJHT B 4aCTh YU€OHOTO IIaHa
bopmMHEpyeMyI0 y4acTHUKaMH 00pa30BaTEIbHBIX OTHOLICHUH 00pa30BaTeIbHOM MPOrPaMMBbI.

Jis u3y4eHus JUCUUIUTMHBI HEOOXO0AMMBI 3HAHUS (YMEHUS, BIIaICHUS),
c(OpMHUPOBAHHBIE B PE3yJIbTATE U3YUYEHUS TUCLMILIMH/ IPAKTUK:

ApXUBOBEJICHUE

JlokyMeHTalMoHHOE 00ecreueHne rpakJaHCKuX oTHoLeHU B PD

JlokyMeHTUpOBaHHE JeSITeIbHOCTH HErOCYAapCTBEHHBIX OpraHU3aui

Nudopmanmonnoe odecriedeHue yrnpapieHUs

WHupopmalinoHHbIE TEXHOJIIOTUU B JOKYMEHTAIUOHHOM OOECIIEUEHUH YIIPaBJICHUS U
apXUBHOM JieJIe

MexnyHapoaHbIE CTaHJAPThI YIPABJIEHUS JOKYMEHTAIMEN U apXuBaMu

Opranu3anys 1 TEXHOJIOTUs TOKyMEHTAllMOHHOTO 00ecrieueH sl YIpaBiIeHUs

AJMUHUCTpUpPOBaHKE PAOOTHI C IEPCOHATIBHBIMU JAHHBIMU

JlokymeHTanmoHHoe o0ecriedyeHne NHPOpManoHHoM chepbl B PO

JlokyMeHTalMoHHOEe o0ecnedeHre TPy J0BbIX OTHOLIEHH B PO

JlokymeHToBEAICHUE

[TpoexTHpoBaHue ynpaBIeHYECKON JOKYMEHTAIIMU OpraHu3aIlluH

DJEeKTPOHHBIE APXUBHBIE JOKYMEHTHI

OO6paboTka 1 3a1uUTa TOKyMEHTHPOBAHHON HH(POPMAIUH

OCHOBBI apXUBOBEICHHUS

OCHOBBI JOKYMEHTOBE/ICHUS

OcHOBBI yIIpaBJI€HUs OpraHu3aluei

3HaHus (yMEHUs, BIIAJICHUs ), OJTyYeHHbIE IPU U3YYECHUH JAHHOM JTUCHUIUIMHBI
OyayT HeOOXOAUMBI JUI U3YUEHHSI JUCIUIUIMH/TIPAKTUK:

ApXxuBOBeJIEHUE

JlokyMeHTupOBaHuE AEATEIbHOCTH HETOCYJapCTBEHHBIX OpraHu3aluii

Nudopmanmonnoe obecriedeHue yrnpapieHUs

WNHdopMalinoHHbIE TEXHOJIOTHH B JOKYMEHTAI[MOHHOM OOECTIEYeHUHN YIPABICHUS U
apXMBHOM JieNe

MexayHapoAHbIe CTaHIAPThI YIIPaBJIECHHUs TOKYMEHTAlUe! U apXuBaMH

Opranu3zaiys 1 TEXHOJIOTHS JOKYMEHTAI[MOHHOTO 00eCTeueHus yIpaBiIeHUs

ApPXUBBI IO TUYHOMY COCTaBY

CrnennasnbHble CUCTEMBI YYETHON TOKYMEHTALIMH

HupopmaninoHHbIe pecypchl, peecTpbl U 6a3bl JaHHBIX: MPAKTUYECKUE acTIEKThI

KondunennmaibpHoe 1eI0MpOU3BOJICTBO

[ToaroToBka K mporeype 3aluThl U 3alUTa BBITYCKHON KBaTH()UKAMOHHOM
paboThI



3 Komnerenuuu ody4aromerocsi, popmupyemsoie B pe3yJibTaTe 0CBOCHHUS

AUCHUILVIMHBI (MOYJIs) M IJIAHMPYeMble pe3yJIbTaThl 00y4eHu s

B pe3synbrare ocBOCHUS AUCHUIUIMHBI (MOAYIIS) «DJIEKTPOHHBIE apXHUBHbBIC
JOKYMEHTBD» 00YJarOLIUiics JOKEH 00J1a1aTh CIEAYIOIUMU KOMIIETEHIIAMMU:

Kon nnaukaropa

Nupukatop JOCTHKEHUS KOMITETEHIIUU

[TK-2 CniocoOeH oCyIIeCTBIATh JOKYMEHTAIMOHHOE 00CeCTICUeHUE YITPABICHUS

OpraHu3anuen

[1K-2.1 OpranuzyeT U peraaMeHTHpYyeT JOKYMEHTUPOBAHUE YIIPaBIEHYECKON
JeSITETILHOCTH B OPraHU3aIIH

I1K-2.2 OpraHuzyeT U peraaMeHTHpPYeT JOKYMEHTOO0OpOT B OpraHu3aluu

I1K-2.3 Opranusyer, periaMeHTHpYyeT OIepaTUBHOE XPaHEHHUE U

HCII0JIb30BAHNUE JOKYMCHTOB B OpraHu3allin

[1K-4 CriocobeH pyKOBOIMTH POIIECCOM CKaHUPOBAHHS, BBOJIA 1 00paOOTKH JTaHHBIX B
CHCTEME IEKTPOHHOI'O apXUBa

[1K-4.1 VYipasiser AesITeNbHOCTHIO 10 KOHTPOJIIO (PYHKLIIMOHUPOBAHUS, BBOJIA U
00pabOTKH JAHHBIX B CUCTEME 3JIEKTPOHHOI'O apXUBa

[1K-4.2 Pa3pabarbiBaeT 10KanbHbIE HOPMATUBHBIE aKThI [10 BOIIPOCAM
OpraHM3aIiy NPoIecca CKAHUPOBAHUS B CUCTEME 3JIEKTPOHHOI'O apXHUBa

I1K-4.3 OcCyHIecTBISIET CTPATErHYECKOE MIIAHUPOBAHUE U TTOCTPOEHHUE

MIPOIIECCOB CKaHUPOBaHMS, BBOAA U 00OPAOOTKH JIAHHBIX B CUCTEME
AJIEKTPOHHOT'O apXMBa




4. CTpyKTYypa, 00bEM U COJEpKAHNE TUCUUIIIMHBI (MOXYJIs)

OO6mias TpyA0€MKOCTh IUCIMIUIMHBI COCTABIISIET 4 3a4eTHBIX eAUHUI] 144 akaja. yacoB, B TOM

HHUCJIIC:

— KOHTaKTHas pabora — 59 akaj. 4yacos:
— aynutopHas — 54 akaj. 4acos;
— BHEAYIUTOpPHAS — 5  aKaJl. 4acos;
— caMocCTosITeIbHAsA paboTa — 85 akaJl. 4acos;
— B (popme npakTudeckoil moaroroBku — 0 akai. yac;

@dopma aTrTecTaluy - 3a4eT

AynutopHast = o
KOHTakTHas paboTa E z dopma TeKylero
B =
= B aKaj. yacax 5 By, KOHTPOJIS
Paszen/ Tema 3 (B axan ) EB A y P Kox
g 3 © | caMOCTOSATENbHON | YCIEeBAEMOCTH U
JHCHIHILIAHBI 5 g = " KOMIIETEHIIHH
O S 5 paboThI MIPOMEKYTOUHOM
Tlek mal. | mpakr. 2'S aTTeCTalnuu
3aH. 3aH. O =
1. ITonsTHE cUCcTEMBI
3JIEKTPOHHOTO apXHBa B aCIEKTe
yIpaBJICHUS
Ananmmz
HOPMAaTUBHBIX
HCTOYHHKOB 10
3aJaHHOM TeMe [Ipaktuueckoe
IToaroroBka k 3aHSTHE
Tecfn OBaHHUIO KonrponpHas TIK-2.1, TTK-
1.1 IonsATHe "21€KTPOHHBII p ’ p 2.2, TIK-2.3,
o " 6 12 20,7 Brimonunenne pabora
APXUBHBIN JOKYMEHT I1K-4.1, TIK-
TIPaKTUIECKUAX Hrorosoe 42 TIK-4.3
3aJaHNH, TECTUPOBaHUE - '
KOHTPOJIbHOM 3auer
paboThI
IToaroroBka k
3a4uery
Amnanuz
HOPMATHBHBIX
HCTOYHHUKOB T10
5 3aJJaHHOM Teme [IpakTuueckoe
[ToaroroBka 3aHATHE
TeCTHI/I OBaHUIO KonrponpHas TIK-2.1, TIK-
1.2 CBoiicTBa 3IEKTPOHHBIX p ’ P 2.2, IIK-2.3,
4 8 20 Beinonnenue pabota
apPXUBHBIX JIOKYMEHTOB TIK-4.1, TIK-
MIPAKTHYECKUX Hrorosoe 42 TIK-4.3
3aJlaHUH, TECTUPOBAHNE - '
KOHTPOJIbHOU 3ayer
paboThI
ITonroroBka x
3a4eTy
Ananms [IpakTuaeckoe
HOPMAaTHUBHBIX 3aHATHE K-2.1. TIK
1.3 ®opmatsl HCTOYHHUKOB I10 KonrtponpHas -
- 4 2.2, TIK-2.3,
JIOJITOBPEMEHHOTO XPaHEHHS 4 8 20 3aIaHHOM TeMe pabota K4 1. TIK
JIOKyMEHTOB [ToaroroBka Hrorosoe 49 HI’< 43
TECTUPOBAHUIO. TECTUPOBAHUE - '
Brimonaenue 3auer




MPaKTUICCKUX

3aJIaHUH,
KOHTPOJIBHOMN
paboThI
TToaroroBka k
3a4eTy
Amnanuz
HOPMAaTHUBHBIX
HMCTOYHHUKOB I10
3aJIaHHOU TeMe [IpakTnueckoe
TlogroroBka k 3aHATHE
1.4 DneKTpOHHBIN TOKYMEHT TECTHPOBAHHUIO. Konrponbnas
KaK UCTOPUUECKUI 4 8 20,4 Beinonnenue pabota
HCTOYHHUK MPAKTHIECKUX Hrorosoe
3aJaHU, TECTHPOBaHUE
KOHTPOJIBHOMN 3auer
paboThI
TToaroroBka k
3a4yery
HWroro no pazaeny 18 36 85
Hroro 3a cemectp 18 36 81,1 3a4ET
Wroro mo gucrmmuinae 18 36 85 3a4eT




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

B nponecc o0yuenus st GopMUPOBAHUS KOMIIETCHIIMNA Ha 3asiBIICHHOM YPOBHE
MCTOJIB3YIOTCS pa3IMyHble 00pa3oBaTeIbHbIC U HHPOPMALIMOHHBIE TEXHOJIOTHH B IIpOIecce
OpraHu3aly yueOHO-TI03HABATEIHbHON, HAYYHO-UCCIIEI0BATEIbCKON, YAaCTHYHO-TIOUCKOBOH,
PENPOAYKTUBHOM, TBOPUECKOM AEATEIBHOCTH CTYAEHTOB.

OOydenue HaYMHACTCS C IPUMEHEHHUSI TEXHOJIOTHH IIeIeTIoaraHusi, B YaCTHOCTH,
OOBSICHACTCS, YTO BHITYCKHUKH JAHHOTO HAIPABJICHUSI MOTYT paboTaTh HE TOJIBKO B
rOCYJapCTBEHHBIX, HO M HErOCYAapCTBEHHBIX OPraHU3aIHsIX — 00ecreynBaTh
JOKYMEHTUPOBAHHE HE TOJIBKO YIPABICHUECKON AEITEIBHOCTH, HO 1 OCHOBHBIX BHJIOB
JeSITeTbHOCTH, CHCTEMAaTU3HPOBATH 10-KyMEHTAIbHBIN (POH OpraHu3aluil, CO3/1aBaTh U
BECTH KOPIIOPATUBHBII apXUB.

[Tockonbky nanHas npodeccruoHalIbHas 3a/1a4a CIEIHAINCTaMi Ha MECTaxX peraeTcs
C MOMOIIIBIO MOMCKOBOTO U HAYYHO-HUCCIIE0BATEIBCKOTO METO/1A, TO JAHHAsI TEXHOJIOTHSI HC-
MIOJIB3YETCS U JUIs1 OOyUYSHHSI CTYACHTOB.

[TouckoBoii MeTO[ OCyIIecCTBIseTCs ¢ mpuMeHenueM MuTepuera, paboToii ¢
npaBoBbIM nopTanioM «Koucynstant [lmtocy, «["apanty», odpunnaisabeiM caifttom PocapxuBa,
®denepalibHOI cIy>KOBI TOCYIapPCTBEHHON CTATHUCTUKH, O(UITHAIBHBIX CAHTOB roc- U
MYHHIIMITATBHBIX apXUBOB U JIP.

TexHoNorus MPOEKTOB SBISETCS OCHOBHOW TEXHOJIOTHEH, OpraHU3yIolIeit
CaMOCTOSITENIbHYIO IeATEIbHOCTh CTYJACHTOB. Pe3ynbTaThl CBOMX MOUCKOB CTYACHTHI
oopMIISIOT B BUIe OMOIMOrpaduuecKux U apXUBHBIX 0030POB, IPOECKTOB YUETHBIX U
CIPAaBOYHBIX TOKYMEHTOB apxuBa. CTyJIEHTHI IPEICTABISIIOT PE3yIbTaThl CBOSH MPOEKTHOM
JesITeIbHOCTH B UHTEPAKTUBHON (hopMe — JToKIa1a o Teme 0030pa mwin pedepara,
COCTaBJISII0 KOHCIEKT JOKJIa/1a B BUJIE OCHOBHBIX TE3UCOB, KOTOPBIE TAIOTCSA MOJT 3aMUCh
CTYJCHTaM TPYIIIbL.

Pedeparushas pabota no3possieT 6osee yriyOlIeHHO U3YUUTh MpooieMy
UCCIIEIOBaHMs], PACIIMPUTH MOHUMaHHUE U 00JIaCTh CBOMX 3HAHUN. D10 hopma
CaMOCTOSITENIbHON paboThl, GOPMHUpPYIOLIast HABBIKK K CaMOCTOSITEIbHOMY TIOMCKY HOBBIX
3HaHUI U U3J10)KEHNE MaTepraia ¢ ONOpol Ha MEePBOMCTOYHUK BKIIOYAET B ce0sl
pedepupoBanus MOHOTpaduil U cTaTell B HAYYHBIX U HAYYHO-TIPAKTUYECKHUX KypHAaX.
PedeparuBHblii 0030p, MpeCTaBIsEMBbIi HA TPOBEPKY, TOJHKEH OTBEYATh TPEOOBAHUIM
Hay4HbIX padoT.

Jl1s KOHTPOJIsl pEeNPOTyKTUBHOM €SI TETbHOCTH CTYJEHTOB HCIIOb3YeTCs
TECTUPOBaHUE.

TexHonornel MOHUTOPHUHTA PE3yIbTATOB 00PA30BATENbHOM NEATETLHOCTH B LIEJIOM
SBJISIIOTCS: KOHTPOJIbHBIE IOMAaIIHUe pabOThl U caMOCTOsITeNIbHAs paboTa, 3a4eT, 3aueT ¢
OLIEHKOI, 7K3aMeH, KypcoBast padorTa.

TexHomorust MOpTQOINO MO3BOISIET YUUTHIBATH PE3YJIbTAThI, TOCTUTHYThIE
CTY/IEHTOM B Pa3HOOOPA3HBIX BUIAX JIEATEIBHOCTH - MPAKTUUYECKUX 3aHATHUAX, TIPU
MIPOEKTUPOBAHUU OIUCH JIeJl, IPH TECTUPOBAHUH, peeprupOBaHNH, COCTABICHUN
COOCTBEHHBIX JIOKJIAJI0B. JJaHHAS TEXHOJIOTHS SIBIISIETCS BaXKHBIM 3JIEMEHTOM
JeSITeTbHOCTHOTO 10/1X0/1a B 00y4eHHH OakalaBpOB M0 HANPaBJIEHUIO MTOATOTOBKU
«JloKyMeHTOBeIeHUE U apXUBOBEJCHUE». J{JIs1 OIIEHKH MOPT(HOIUO TPUMEHSIETCS
PEUTHHTOBas TEXHOJIOTHS OLIEHKU 3HAHUH.

Hcnonb3yroTest TMCTaHIMOHHBIE 00pa30BaTeNIbHbIE TEXHOJIOTH, Pealn3yeMble B
OCHOBHOM C IPUMEHEHHEM HH()OPMAITMOHHBIX U TEICKOMMYHHUKAIIMOHHBIX TEXHOJIOTHHA TIpU
OITOCPETOBAaHHOM B3aMMOCHCTBUHU 00YYaIONIETOCS U TeJarOTHIecKOro padOTHHKA.
[IpakTryeckue 3aHATHS TPOBOAATCS B POpME MPAKTUIECKOM IMOATOTOBKH B YCIOBHSIX
BBITIOJTHEHUST OO YJaIOIIMMUCS BUJIOB PabOT, CBA3aHHBIX ¢ OyayIien mpodeccnoHambHOM
JeSITeTPHOCTRIO U HAIPABIIEHHBIX HA ()OPMHUPOBAHUE, 3aKPEIUICHUE, PA3BUTHE TPAKTHIECKUX
HABBIKOB M KOMITETEHIUH 110 pod o 00pa3oBaTeabHOU IPOrpPaMMBI.



6 Y4eOHO-MeTOqHYECKOE OOecTIedeHHe CAaMOCTOATEIbHOM padoThl 00y4aOIINXCs

[TpencraBieHo B npuioxeHuu 1.

7 OneHo4YHbIe CpeACTBA 1JIsl IPOBeAeHHUS IPOMEKYTOYHOM aTTecTaluu
[TpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAM4YEeCKOEe M HH(pOPMALIMOHHOE 00eclieYeHHe U CHMILTUHBI

a) OcHoBHas JIMTepaTypa:

1. bapunoBa, E. b. DnekTponHslii apxuB : yaeOHUK 11 By30B / E. b. bapunoBa. —
Mocksa : MznatensctBo HOpaiit, 2025. — 166 ¢. — (Bricmee obpaszoBanue). — ISBN
978-5-534-16886-0. — Tekct : anexTponHsii // O6pa3oBaTenbHas mwiardopma KOpait [caiT].
—URL.: https://urait.ru/bcode/568533 (mxara obpamienus: 03.01.2025).

2. Packun, [I. . TocynmapcTBeHHbIE, MyHUIIMNIAIbHBIE W BEIOMCTBEHHBIC apPXHUBbI

:yueOHuk mis By3oB / JI. U. Packun, A. P. CokonoB. — 2-¢ u3a., nepepad. u 1on. — MockBa :
WznarensctBo FOpaiit, 2025. — 115 ¢. — (Bricmiee oOpazoBanue). —ISBN 978-5-534-21253-2.
— Tekcer : osnektponHslii // OOpazoBarensHass mnatdopma FOpaiir[caiit]. — URL:

https://urait.ru/bcode/569373 (mara obpamenus: 03.01.2025).
3. MakapoBa, A. K. OcHOBbl ylpaBieHHs AapXUBHOH JOKyMEHTAalUei
yuebHo-MeToauueckoe nocooue / A. K. Makaposa ; MI'TY. - Maruurtoropck : MI'TY, 2015. -1
DJIEKTPOH. ont. jguck  (CD-ROM). - 3arm C  TUTYI.  DKpaHa.
URL:https://host.megaprolib.net/MP0109/Download/ToView/20664?idb=db0109 (mara
obpamienus: 20.12.2024). - MakpooObekT. - TekcT : 3JIeKTpoHHBIN. - PexxuM gocTyma: ams
aBTOPHU30BAaHHBIX IMMOJIb30BaTeNei. - CBeneHus qoctynHsl Takke Ha CD-ROM.

0) lonojiHUTe/ILHAS JIUTEPATypa:

1. 1. Augpeesa, C. JI. Ynpasnenue mH(popMalMOHHBIMU pecypcamu B Poccuiickoit
Oenepannu U 3a pydoexxom : yuebnoe mocodue / C. JI. Annpeea, H. @. I'anuen ; MI'TY. -
Maruurtoropck : MI'TY, 2017. - 1 anekrpon. ont auck (CD-ROM). - 3arin. ¢ TuTy1. 9kpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20337 (mata oOparieHus:
20.01.2025). - MakpooObekT. - TekcT : 3neKTpoHHBIA. - CBeIeHUs IOCTYIHBI TaKKe Ha
CD-ROM.

2. TymepoBa, I'.W. DiekTpoHHOe MpPaBUTENbCTBO : YYEOHUK Ui  BY30B /
I'. . 'ymeposa, 3. III. HlaiimueBa. — 7-e u3n., nepepad. u pon. — Mocksa : M3naTenscTBo
IOpaiit, 2025. — 289 ¢. — (Bsicmee ob6pazoBanue). — ISBN 978-5-534-20865-8. — Texkcr :
anekTpoHHeld  //  OOpaszoBatenbHass — miatdpopma  FOpaitt  [caiit] —  URL:
https://urait.ru/bcode/558889 (mara obpamenus: 03.01.2025).

3. byanux, P. A. IlpaBoBoe perynupoBaHHe 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa :
yaeOHoe rmocobue s By3oB/ P. A. Bynnuk ; mox pemakiueit M. A. demorosa. — 3-¢ w3,

mepepad. u gom. — MockBa: MWsmarensctBo IOpaiit, 2025.— 68 c.— (Beicmee
obpazoBanue). — ISBN 978-5-534-21160-3. — Texkcr : snextpoHHBIA // OOpa3oBarenbHas
mnatgopma IOpaiit [caitit]. — URL: https://urait.ru/bcode/559475 (nmata oOparmieHus:

03.01.2025).



B) MeTtoanueckue yKazaHusi:

CamocrosiTenbHas paboTa CTYACHTOB By3a : MpakTukyM / coctaButenu: T. I'. HepeTuna,
H. P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHuTOropckuii roc. TEXHUYECKUH YH-T UM.
I'. Y. Hocoga. - Marautoropck : MI'TY um. I'. K. Hocosa, 2019. - 1 CD-ROM. - 3arn. ¢ tutyn.
skpana. - URL: https://host. megaprolib.net/MP0109/Download/MObject/2391  (mata
obpamenus: 20.01.2025). - MakpooOBbeKT. - TeKCT : 2JIeKTpOHHBIN. - CBeIeHUS JOCTYITHBI TAK)Ke
na CD-ROM

MeTtoauueckie peKOMEHIalluy K MPaKTHUYECKUM 3a/laHUsIM U KOHTPOJIbHOM paboTe
MPEICTABJICHBI B TPUIOKEHUAX 1 1 2

r) [Iporpammuoe odecneyenne u UHTepHeT-pecypcebi:

IIporpammuoe obecnevyenue

HaumenoBanue .

o Ne norosopa Cpoxk nelicTBUS TULIEH3UU
7Zip cB0OOHO pacnpoctpansemoe [10 OeccpodHo
Bbpaysep Yandex |cBoOoano pacnpocrtpansiemoe [10 0eccpouHo
Eﬁgg)e(p Mozilla cB00OoaHO pactpocTtpansemoe [10 6eccpouHO
FAR Manager cB00OOIHO pacnipocTpansemoe [10 0eccpouHo

IIpodeccnonanbubie 0a3bl JAHHBIX M HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMBI

HaszBanue kypca Cchlika
DJekTpoHHas 0a3a mepruoIuvecKux u3nanuii East View
Information Services, OOO «11BUC»

https://dlib.eastview.com/

HanmonaneHas uHpOpMamoHHO-aHATUTHYECKAST URL:
cucrema — Poccuiickuii nuaekc Haydnoro nutuposanust | https://elibrary.ru/project_risc.
(PUHLY) asp

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

DekTpoHHbIe pecypchl oubimoreku MI'TY uwm. I'.1. https://host.megaprolib.net/M
Hocoga P0109/Web

®denepanbHbI 00pa30BaTEIBHBIN OPTAT — DKOHOMHUKA.
Conumonorus. MeHeKMEHT

Poccuiickas 'ocynapcrBennas 6uonuoreka. Karamoru

http://ecsocman.hse.ru/

WNudopmannonHas cucrema - HopMaTuBHbIe paBOBBIE
aKTbl, OpraHU3aLMOHHO-PACIOPSIUTENBHBIE
JIOKYMEHTbI, HOPMaTUBHBIE U METOJUYECKHE
JIOKYMEHTBI U ITOATOTOBJIEHHBIE IPOEKTHI JOKYMEHTOB
no TexHuueckoit 3amnmre nHGpopmanun PCTIK Poccun

https://fstec.ru/tekhnicheskaya
-zashchita-
informatsii/dokumenty-tzi?
ysclid=lujknksfy724757053

WudopmannonHas cucrema - bBaHk 1aHHBIX yrpo3 https://bdu.fstec.ru/?
6e3omacHocTr uHpopmanmu PCTOK Poccun ysclid=lujkqy7cnw630508962

9 MaTepuajibHO-TeXHHYeCKOe o0ecneyeHue TUCHUILINHBI (MO1YJIs1)

MaTepHaHBHO-TCXHquCKOG obecneyeHne JUCIHHUIIIIMHBI BKIIIOYACT:



Y4eOHble ayAUTOPUHU IS TPOBEICHUS 3aHATUH JIGKIIMOHHOTO THUTIA :

CTOJI KOMIBIOTEPHBIN, CTOJ MUChbMEHHBIM, CTY1 OQHUCHBIN, JOKyMEHT-Kamepa Epson,
ucrounuk Oecnepedoitnoro mnurtanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus, KOMIIBIOTEP MePCOHaNbHBIH (TUI 6), mpoektop ViewSonicPJD7526W, ciimkepdon
nacronbHbii  Calisto-620 Plantronics, BeG-kamepa LogiteachC920, cucrema axkyctuueckas
HACTOJIbHAS, CTepeorapHUTypa (MHKPO(OH C IIyMOMOJaBICHHEM), 3KpaH HacTeHHbId Digis
Optimal-C MW DSOC-11032*2

VY4eOHbIe ayqUTOpPUU JUIS TPOBEICHHUS MPAKTUYSCKUX 3aHATUH, TPYIIOBBIX H
WH/IMBUTyIbHBIX KOHCYJIBTAIIMNA, TEKYIIIEr0 KOHTPOJISI U IPOMEKYTOYHON aTTeCTAlUU:

CTOJI KOMITBIOTEPHBIN, CTOJI NMUCHMEHHBIN, CTyad O(UCHBIN, JOKyMeHT-Kamepa Epson,
ucrounuk Oecnepedoitnoro mnuranus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus, KOMIIBIOTEP MePCOHaNbHBIH (TUI 6), mpoektop ViewSonicPJD7526W, ciinkepdon
nacronbHbii  Calisto-620 Plantronics, BeG-kamepa LogiteachC920, cucrema axkyctuueckas
HACTOJIbHAs, CTepeorapHuTypa (MHKpO(OH C MIYMOMOAABICHHUEM), SKpaH HacTeHHbIHDIgIS
Optimal-C MW DSOC-11032*2

[TomMerieHust 17151 CaMOCTOSITEIIBHON paObOThl O0YYAIOIIUXCSI: TICPCOHAIBHBIC
komibioTepsl ¢ makerom MS Office, Beixomom B IHTEpHET U ¢ AOCTYIIOM B 3JICKTPOHHYIO
MH(POPMAIIMOHHO-00Pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

[Tomerenue Juist XpaHeHHS U TPOPHIAKTHUECKOTO 00CITy)KUBaHUSI Y4€OHOTO
000pyI0BaHUS: CTEIUIAXKHU JJIsl XPAHEHUS YIeOHO-HATISTHBIX TOCOOUH U Y4eOHO-
METOAMYECKON JTJOKYMEHTAIHH

Ipuioxenne 1

IIpakTHyeckoe 3a1aHue

3apaHue 1. Onpeaenute TMN AoKymeHTa. KaKoi lopuguueckoii cunoii obnagaert gaHHblli 4OKYMEHT?
OTBeT aprymeHTMpOBaTh.



DenepanpHas caysxk0a o Hax30py B chepe
CBSI3H, HHQOPMALMOHHBIX TEXHOJIOTHIA U
MAaCCOBBIX KOMMYHHKAILHi

Boinucka
13 peecTpa 3aperucTpupoBaHHbIX CPeACTB MAcCoBOW UHOpMaLMK
no coctosHuio Ha 23.09.2020 r.

¥ Homep u gara 0 perucTpauyuu; cepus MM Ne &C77-
79220 0m 22 cenmabpa 2020 2.
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Appec 455000, obn., 2. np-m flesuna, . 26, ayd. A12

n u (unm) HayyHas: Kue,
obujecmeenHble, huNonoUHECKUE HaYKU

®opma o (sua - pna nepuoamueckoro nevarHoro
Mep! Koe u3daHue, xypHan

T Pocculickan cmpanst

p (coy ): &
y ebicwezo g KUl
yHusepcumem um. I . Hocoea" (OFPH 1027402065437)

2o0cydapcmeetitoe 6iodxemHoe 06pazosamensHoe

3amecTuTens HayanbHuka
Ynpaenexus paspeLunTensHom

paboTel, KOHTPONA M Hag3opa B chepe

MaccoBbIX KOMMYyHUKaLUiA M.B. BuHorpagos

Memoouueckue pekomenoayuu no 6bINOJIHEHUIO 3A0AHUA

Hzyuume meopemuyeckuti mamepuan «llonsmue 06 31eKMPOHHOM APXUBHOM OOKYMeHmey.
gblnuuiume 01 ceds munvl NeKMPOHHLIX OOKYMEHmMOo8 U ux ouggepenyuanivhvie NpusHaKu.
Hzyuume npeonacaemviti 0OKymenm u Hauoume cOOMEEMCMEUS NPUSHAKAM MO20 UTU UHO2O0
Muna 31eKMpoHHO20 OOKYyMeHma. Ycmanoeume 6 nepsyro ouepeodvb, A6IAemcs U OAHHbLU
O00KyMeHm NOOIUHHUKOM unu konueu. Kaxue npusnaxu ceuoemenscmayrom o6 smom?

Co3z0an u danmnviii dokymenm 6 CIL unu 3mo 31eKmpoHHAsE KONUsL OYMAAHCHO20 OOKYMeHma?
Kaxkue pexeuzumul ceuoemenvcmsyrom 06 smom?

3ananue 2. Cosgaitte pparmeHT MHCTPYKL MM MO Ae10NPOU3BOACTBY, PErNaMeHTUPYIOLWUIA NOPAAOK
KOMIM/IEKTOBaHMA apXMUBaA 3/IEKTPOHHbIMU AO0KYMEHTaMU A0/IFOBPEMEHHOIO XPaHEeHuUs.

Memoouueckue pekomenoayuu no 6bINOJIHEHUIO 3A0AHUA

1.M3yt4ume CﬂEdyiOLL{UE aOKyMEHmbI, coenas usesiev4eHuA, KacarowuecAa rnpasus opeaHusayuu ripoyecca
KOMII/1IEKMOBAHUA apxuea 3/1IEKMPOHHbIMU ApXUBHbIMU GOKyME'HmGMU pasHo2o muna:

1. Tpuka3 PocapxuBa or 11.04.2018 N 44 "O06 yrBepxaeHuu [IpuMepHOW WHCTPYKIUH 10
JIEJIOTIPOM3BOCTBY B TOCYIapCTBEHHBIX opranm3anusax’ (3apeructpupoado B Muntocte Poccnn
17.08.2018 N 51922)

2. Meroanueckue pPEKOMEHAAIMU TI0 DJICKTPOHHOMY KOIUPOBAHHUIO APXUBHBIX JTOKYMEHTOB H
VIPaBICHHUIO MOJYYeHHBIM HHpOpMaAIMOHHBIM MaccuBoM. 2012 roma, coct. FO.}O. FOmaiesa //
Tlopran «apXUBBI Poccun» URL:
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml.



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

3. Ilpuka3z Munkynstypsl Poccun ot 31.03.2015 N 526 "OO0 yTBep)kKICHHM IPaBUI OPraHU3aLUN

XpaHCHUA,

KOMILICKTOBaHMUA,

yu€Ta W HCIOJIb30BaHUA HNOKYMCHTOB ApXI/IBHOI‘O (1)OHI[a

Poccuiickoi Gbenepam/m U ApYTUX apXUBHBIX JOKYMCHTOB B OpraHax FOCYI[apCTBeHHOfI BJIaCTH,

OpraHax MECTHOTO CaMOYIPaBIICHHS W OPTaHU3aAIHAX "

4. Tlpuxa3z degepanpHOro apxmuBHOro areHTcTBa OT 9 nmexadps 2020 r. Ne 155 "OO0 yrBepx)aeHUN
[IpaBwit opranu3auy XpaHeHUs, KOMIUICKTOBAHUS, Y4ETa U HCIIOJIb30BaHUS HAyYHO-TEXHUIECKON
JIOKyMEHTAIlMK B OpraHax TOCYNapCTBEHHOW BJIACTH, OPraHaX MECTHOTO CaMOYIPAaBJICHHUS,

TOCY/IapCTBEHHBIX U MyHUIIUIIAIFHBIX OpraHu3ausx"

5. IIpuka3 PocapxmBa ot 02.03.2020 N 24 "O6 yrBepxaeHun lIpaBun opraHuzanuu XpaHEHWUs,
KOMILJICKTOBaHHS, Y4€Ta W HCIOJIb30BaHUS JOKYMEHTOB ApxuBHOro ¢oHma Poccuiickoit
Odenepaii U IPYrux apXUBHBIX JIOKYMEHTOB B TOCYIAapPCTBEHHBIX M MYHHUITUTIAIILHBIX apXHBaX,

My3esax W OumOnnorekax, Hay4yHbIX opranumsauusax” (3apeructpupoBaHo B Muniocte Poccun
20.05.2020 N 58396)

2. Conocmagvme mpeO08aHus pazHvlx HOpMamusHvlx akmos. Opuenmupysco Ha IIpumepnyio
UHCMPYKYUIO No O0elonpou38o00cmsy 6 20cyoapcmeenHvlx opeanuzayusix (2018) cocmasvme

@pazmenm, pezrameHMupyIOWUll npoyecc CO30aHus U NOO20MOBKU K APXUBHOMY XPAHEHUIO

JJIEKMPOHHbLX OOKyMeHmo&

3ananue 3.

I/I3yane CKPUMHIIOT CTPaHUUbI

leie )|

«EBdpar».

CpaBHute 00beM wuHpOpMaLUN

(PeKBM3UTOB M METAJAHHBIX) HEOOXOAUMBIX /IJIs1 U31AHUS B JaHHOI cHCTeMe NMPHUKa3a MO
OCHOBHOH JeATEJLHOCTH
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KaK Ha3biBaeTca 3/1eKTPOHHAA Konua GYMa)KHOI'O AOKYMEHTQa, nepeBeaeHHaA B /IEKTPOHHYIO d)opmy
C nomMoulblo CpeacTB CKAaHUPOBaAHUA:

a) 3N1eKTPOHHbIA AOKYMEHT;

6) 3/1eKTPOHHbIN 06pa3 AJOKYMEHTa;

B) MacTep-Konus;

r) pabouan Konus

MO3KHO 11 3aBePUTb 3/IEKTPOHHYIO KOMUIO BYMarXKHOro AOKyMeHTa?

a) MOXKHO, ec/i NoANMUcaTh 3/IEKTPOHHbIN 06pa3 LI3M;

6) MOXHO, AOCTaTOUYHO BBecTM 0bpas B CI/;

B) HET, T.K. He CYLLLeCTByeT TEXHONOMNI ANSA 3aBEPEHUA SNEKTPOHHbIX KOMUIA.

r) HeT, T.K. HX NPU KaKUX 0BCTOATENbCTBAX INEKTPOHHAA KONna ByMayKHOTo IOKYMEHTA HE MOXKET
NOJIYYMTb HOPUANYECKYIO CUNY

Ipoxonxure gppazy: «B 3J1eKTPOHHOM JOKYMEHT0000pOTE HCIOJIB3YIOTCSH ...»
a) Kak 9JIGKTpOHHBbIE 00pa3bl, TaK U COOCTBEHHO 3JIEKTPOHHBIE JOKYMEHTHI, OOJajaroiue
FOPUANYECKON CHIION;
0) TOJIBKO AJIEKTPOHHBIE O0pa3Hhl,
B) TOJILKO COOCTBEHHO DJIEKTPOHHBIE IOKYMEHTHI, 00J1a1at01IHe I0PHINIECKON CHITOM.
') KaK 3JeKTPOHHbIE 00pa3bl, TaK U COOCTBEHHO JIEKTPOHHBIE JOKYMEHTHI, O0JIafjatolue U He
obJaaronye IopUInIeCcKOn CUITON.
B KkakoM [OKyMeHTe OpraHM3alMi perjiaMeHTHpPYyeTcs MOPSAOK HMCIOJIb30BaHUs,
cocTaBJIeHUs] H 0(pOPMIIeHHS FJIEKTPOHHBIX IOKYMEHTOB ?
a) B HOMEHKJIaType Jiell,
0) MHCTPYKIIUHU TI0 JACIIONPOU3BOICTBY
B) YCTaBe OpraHU3aluu
T) B cepTU]UKATE KJIH04a IPOBEPKU AIEKTPOHHOM MOIHCH.
Yem MOKHO 06BACHUTL OTCYTCTBUE HAAEKHOTO PELUEHUA TEXHONOTUUECKUX U

OpPraHU3aUMoHHbIX NPo6aem A,ONrOBPEMEHHOr0 XPaHEHUA 3IEKTPOHHDbIX A OKYMEHTOB?
YCKOPEHHbIMKM TeMnamu pas3suTua UKT B obnactm nHdopmatnsaumm;
YCNOXKHEHMEM CaMUX MHDOPMALMOHHBIX CUCTEM;

6onbWMMK yeuanamm no obecneyeHnto MHGOPMaLNOHHOM 6€30NacHOCTM M 3aLWUTbl CaMoi
MHPOPMaLMKN OT HECAaHKLIMOHMPOBAHHOTO A0CTYNa;

BCE yKa3aHHOe BEpPHO.

OnpepaeneHue 3/1eKTPOHHOTO AOKYMEHTa KaK «3/1eKMpPOHHO20 npedcmasneHus
OpUEHMUPOBAHHbIX 0 CMPAHUYAM a2pe2uposaHUs MeKCmosbIX U 2paguyeckux OaHHbIX, d maKxce
MemaoaHHbIX, Nos1e3HbIX 0719 UOeHMuUgUKayuu, NTOHUMAHUSA U 8U3yaau3ayuu mex 0aHHbIX, KOmopoie
Mo2ym 6bimb 8ocnipoussedeHsbl Ha 6ymaze uau onmu4yeckoli Mukpogopme 6e3 3Havyumoii nomepu
€20 UH(hOPMALUOHHO20 COOEPHAHUA» [AETCA B CieAylow,eMm HOPMaTUBHOM A OKYMEHTE:



FOCT 2.051-2006: EOuHasa cucmema KOHCMpPYKMOopcKoli O0KymeHmauuu. 31eKmpoHHble
dokymeHmol. Obujue nonoxceHus

FOCT P 7.0.8-2013 «Cucmema cmaHOapmos ro uHgopmayuu, bubauome4yHomy u
uzoamensckomy Oeny. [enonpou3so0cmeo U apxusHoe 0esno. TepMuHbl U onpedesneHuUs»

ISO 19005-1:2005(ru) «YnpasneHue dokymeHmauuel. opmam ¢halinos 31eKmMpoHHbIX
00KyMeHmMo8 0714 00s120CPOYH020 XpaHeHuA. Yacme 1. Ucnonv3osaHue 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/ISO/TR 18492:2005 «Obecrne4yeHue don208pemeHHol coxpaHHocmu
3/1eKMPOHHbIX OOKYMeEHMOo8»

Jiobasn ANNEKTPOHHAaA KOnNuAa AO0KYMEHTa, NepBOHa4Ya/IbHO CO34dHHOIO Ha GYMa)KHOM Hocurtene,
Ha3blBaeTcA...

mMmacrep-Konus
3/1eKTPOHHbIN 06pa3 AOKYMEHTa
3NEeKTPOHHbIN AOKYMEHT

OPUrnHan-kKonua

DNEeKTPOHHDI pecypc apx1uBa, BOSHUKAIOWMIA Nocie ouUPPOBKU A0KYMEHTOB Ha aHaNOroBbIX
HOCUTENAX Ha3biBaeTcA...

arperauus
3/IEKTPOHHbIN GOHA, NONb30BaAHUA
¢$oHA 0co60 LEeHHbIX JOKYMEHTOB

APXUBHbIA ayTCOPCUHT

KnioueBoit npob6aemoii 3IN1eKTPOHHbIX KOMUii Kak UCTOPUYECKUX UCTOYHUKOB y4YeHble Ha3biBaloT
«HE3aMKHYTOCTb» NPOoLEecca CO34aHUA 3/1IeKTPOHHbIX Konuii. YTo 3To 03Hauyaet?

a) 3ﬂ€KTpOHHbIVI AOKYMEHT CBA3aH rmnepccbl/iIkamu;

6) Ha NtoboM 3Tane TEXHONOrMYECKOro LMKAa U NpegoctaB/eHNA KOMUKN B AOKYMEHT MOTYT 6bITb
BHeCEeHbl UISMEHEHUNA, KOTOPbIE MPAaKTUYECKN HEBO3MOXKHO 06Hapy)KMTb 6e3 A0CTyna K OpuUrnHany,

B) 3/1EKTPOHHbIE OKYMEHTbI HYXXHO 6y,EI,ET HECKOJ/IbKO pa3 nepe3anncbiBaTb Npn ATUTENbHbLIX CPOKaX
XpaHeHuA,

F) KOJINYECTBO KOMWi, COeNaHHbIX C AOKYMEHTOB, HNYEM He OrpaHN4YeHo.

B aToli cBA3M 0cobeHHO OCTpPO BCTaeT I'IpO6fI€M(J aymeHmu4YHocmu 3/'I€KmpOHHOﬁ Kornuu ﬂOdﬂUHHUKy,
MOCKO/IbKY 3/1EKTPOHHbIE KONMWUKN 3a4aCTytO NO3ULLMOHUNPYHOTCA KaK d)aKCVIMVI}'IbHoe nnun d)OTO-



BOCMpPOU3BEAEHNE NCTOPUYECKOTO MCTOYHUKA, @ MX NPEACTaB/eHNE B KOMMbIOTEPHbIX CUCTEMAX
YMTa/IbHbIX 33/10B M B yAa/IeHHOM A0CTyne B ceT MHTepHeT NpMpaBHMBAETCA K HayuHOW NybaMKaumm,
KOTOpasn A0NXHa 3aMeHUTb paboTy C NOAJMHHUKOM.

B yem 3akntoyaeTca npobsema aBTOPCTBAa M aBTOPCKOro NpaBa, BO3HMKalOLLAA B OTHOLLIEHMW CO34aHHbIX
3/IEKTPOHHbIX KONUit?

a) BO3MOYKHOCTb MPaBOMEPHOM NyBIMKaUUKN 3/TEKTPOHHbIX KONUI TPYAHO O4HO3HAYHO YCTaHOBUTD, T.K.
noban HepernameHTMpPOBaHHasA U HeCTaHA4AaPTU30BaHHaA rpaduyeckan 0b6paboTKa 3NEKTPOHHON Konuu
MOMKEeT pacCMaTPUBaTbLCA KaK ee TBopyecKan nepepaboTKa, a pe3ybTaT TaKoro BMeLlaTebcTBa
ABNSAETCA 0OBEKTOM aBTOPCKOro NpaBa COTPYAHMKA, KOTOPbIM NpoBoAua rpaduyecKkyto 06paboTKy.

6) cama npeobpa3oBaHHasA KOMWA CTAHOBUTCA CAMOCTOSATEIbHbIM MPOAYKTOM, OTAENbHOM
MaTepmUanbHOM CYLLLHOCTbIO (haKTUYECKM KHOBbIM» MCTOPUYECKMM UCTOYHUKOM) — Pe3y/1IbTaTOM
WHTENNeKTyalbHOWN AeATeNbHOCTY;

B) 9/IEKTPOHHbIE AOKYMEHTbI HUKOMY He NpUHagAexKaTt, No3ToMy X Konuu cBob6oaHO
pacnpocTpaHAtoTCs;

r) Konua npeacTaBaseT coboit HOBbIM CAMOCTOATE/IbHbIX MaTepPUanbHbIM 06BEKT, KOTOPLIM NPU Nt060A
TEXHOIOTUW CO3A4aHNA KOMUI (MUKPODUAbMUPOBAHMM, OLUMPPOBKE) HE BOCMPOM3BOAMT (T. €.
YTPauMBAET) Ty HEOTbEMIEMYHO YacTU MHOPMALMM UCTOYHMKA, KOTOPan 3aK/1to4eHa B MaTepraibHOM
HocuTee NOA/IMHHMKA.

Moa Kayecmeo 31eKMpPoHHOII KoNuu NOAPa3yMeBaeTCA: ayTeHTUUHOCTb (a4eKBaTHOCTb) ee
copepxaHua cogepaHunio (NOHUMaeMomy B CAaMOM LULMPOKOM CMbICAE 3TOFO CN0Ba) NOAAMHHUKA
MCTOPUYECKOrO UCTOUYHUKA; €€ penpe3eHTaTUBHOCTb; NOJIHOTA; A,0CTOBEPHOCTD; lopuanyecKas
3HauYMMOCTb (B OTAENbHbIX cayyasx) u ?... HazoBute HegocTalowee CBOMCTBO KauecTBeHHOM
3NEKTPOHHOI Konum.

(pyHKYUOHANBLHOCMb UCCAed08aMenbCKO20 UHCMPYMEHMAapus, Npedocmasaaemo20 8 PAMKax pecypca)

Pa3BuTME HOPMAaTUBHOrO NPaBOBOrO PEryIMpPoOBaHUA U METOANUYECKOro PyKoBOACTBa B cdhepe
aBTOMaTM3aL MM apXMBHOI cdepbl HaYaNnocb B Nepuoa;:

C KoHUa XIX B. —1950-x rr.
¢ 1950 — nep. non. 1970-x rr.
€O BTOpOW nosioBUHbI 1970-1980-¢ rr.

Ha pybexke 1980-1990-x rr.

dopmat PDF/A gnsa apXvBHbIX SOKYMEHTOB rapaHTUpyeT, uTo...

3TOT palin MOXKHO ByAEeT OTKPbITh B 11060 ONEPaLMOHHON CUCTEME Yepes KaKoe YrogHO Bpems
C NOMOLLbIO MPUNOMKEHNA, NOAAEPKMUBAIOLLETO COOTBETCTBYIOLWMIA GOPMaT;



BU3YyabHbIl BUA, COAEPIKaHMA MPaBUIbHO OTParKaeT oboi CXoAHbIN MaTepran UCTOYHMKA,
MCNO/1Ib30BaHHbIN AN CO34aHMA COrNacoBaHHOro ¢anna;

He NPoM30NAET 3aMeHbl WpndToB, NepePopmaTMpPOBaHMA TEKCTA;

He 6yayT U3MeHeHbl pasmepbl M306parkeHU UM NPOU30MAET CxKaTUe MHGOPMALMK C
noTepsamu.

rOCT P 54989-2012/I1SO/TR 18492:2005 «O6ecneyeHne A0AroBpemMeHHON COXPaHHOCTH
3NEKTPOHHbIX A0KYMEHTOB» Ha3blBaeT 6 K/AloueBbiX paKToOpoB, KOTOpble XpPaHMTeNNU UHPOopMaLUm
AOJIXKHbI NPUHATb BO BHUMaHUe Npu paspaboTKe cTpaTernm 40AroBpeMeHHON COXPaHHOCTU
APXMBHbIX AOKYMEHTOB: YUmaemocmb 31eKmpoHHbIX O0KYyMeHmMoe; UHmeprnpemupyemocms
3/1eKMPOHHbLIX OOKYMeHmMos; 00CmynHOCMb 31€eKMPOHHbIX O0KYyMeHMOo8; NOHAMHOCMb
3/1eKMPOHHbLIX OOKYMEeHmMos; aymeHmMu4HoOCMb 31eKMpPOHHbIX OOKYMeHMmMOoa... YKaxkurte
HeaocTalowWwwmii paKkrop.

IMYNALMS;
NAeHTUGULMPYEMOCTD,
HaAeKHOCTb;

3aLMNLLEHHOCTD.

Haligute BepHoe npogonxeHue ¢ppase: «KoHTponbHasa cymma daiina — 370...»

- MArHUTHbIM MW ONTUYECKUIA HOCUTENb OAHOKpaTHOVI 3anuncu,;

- meToa obecneyeHns HageKHOCTM 3/IEKTPOHHOW Nepeaayn AaHHbIX, 419 NOATBEPKAEHMA TOTO,
YTO HUKaKME U3MEHEHMA HEe BblIN BHECEHbI B 3/IEKTPOHHbIE JIOKYMEHTbI C MOMEHTa UX
nepBoHa4Ya/IbHOrO COXPaHEeHUs;

- 3aLlUMLLEHHAs KNUEHT-CepBepHas apxXUTEKTYpPa, KOTOPYIO MOXHO MCMNO/1b30BaTb AN
610KMPOBAHNA HENOCPEACTBEHHOIO AOCTYNa K 3/IeKTPOHHbIM AOKYMEHTAM, U KOTOpas B UTore
No3BO/IIET OPraHM30BaTb AOCTYN "TOMbKO Ha YTeHue";

- OAHOCTOPOHHAA X3UJ-¢VHKLI,MH, MCNONb3yoLWana aifopUTMm, I'IO3BOI'IFHOUJ,VI171 CXaTb 3/1EKTPOHHbIE
AOKYMEHTbI A0 d)VIKCMpOBaHHOFO yncna 6UTOB.

KonTtpoabHnas padora

1. C moMomplO CKaHUPYIOIMWNA YCTPOWCTB co3JaiiTe 00pa3 JOKYMEHTa, HE COJEpKallero
MepCOHANIbHBIE JaHHble. I CcO3MaHusl AJIEKTPOHHOTO JOKYMEHTAa HCIOJIB3yWTe (OopMarhl,
npeHa3HauYeHHbIE JJIs1 JOJITOBPEMEHHOTO apXUBHOTO XPAHEHUS TOKYMEHTOB.



2. OcymecTBUTe  MAapKUPOBKY  JAaHHOTO  JOKYMEHTAa, IMOJIb3YACh  METOJIUYECKUMU
pexomernanusmu BHUNJIA ] on pen. FOmameBoii. O0bsicHUTE, KaKKe dJIEMEHTHI OITMCAHHUS, C
KaKOM 11eJTbI0 ObUTM BHECEHBI B MAPKUPOBKY?

Memoouueckue pexomenoayuu x 3adanuio 1
1. Ilpounratite:

6. Pazmen 2 «@opmamvi u mexwonocuu OpeaHU3AUUU APXUBHO2O XPAHEHUSl DJIEKINPOHHBIX
OOKYMEHMO8 Y.

7. Meroagmdeckne pPEeKOMEHAAIMU TI0 AIIEKTPOHHOMY KOMHUPOBAHUIO APXHWBHBIX TOKYMEHTOB H
YIpaBJICHHUIO TTOYIeHHBIM HHpOpMaoHHEIM MaccuBoM. 2012 roma, coct. FO.}O. FOmamesa //
Tlopran «apXHUBBI Poccuny» URL:
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml.

8. TlpaBuma 2015 .

2. IlpoBepbTe mnporpaMMHOE OO€CIEUYEHHE KOMIIBIOTEPa U CKAHUPYIOIEro YCTPONCTBA.
Yb6enutech B HaIMYMHM HYXHBIX ()OpPMATOB Uil apXUBAIMHM DJICKTPOHHBIX JOKYMEHTOB H
CO3JIaHMS AIEKTPOHHBIX 00pa30B OyMaXKHBIX HOKyMEHTOB. Co3/1aiiTe AJIEKTPOHHBINA apXUBHBIN
JOKYMEHT.

Memoouueckue pekomenoayuu K 3a0anuro 2

JIOKyMEHT, CO3/IaHHBIi B COOTBETCTBUU C METOAMYECKHMMH PEKOMEHIALUAMU K 3aJaHuio 1,
MPOMapKUPYHTE U MIPUKPETIUTE BTOPHIM (PailioM K OTBETY Ha 3aJaHHsI KOHTPOJIbHOU PabOTHI.

I[aﬁTe IIOJIHOC OIIMCAaHUC q)aﬁna B Word. Pasznoxwure onucanue Ha OJICMCHTHI, YKa3aB B TCKCTC
KOHTpOJ’IBHOﬁ pa6OTBI, HAa3HAUYCHUC KaXKA0I'0 3JICMCHTA MApKUPOBKHU.

3aganue 3. ChopMupyiiTe HOpMATUBHYIO 0a3y UCIIOJIB30BAHUS SIEKTPOHHBIX TOKYMEHTOB
a) B JICJIONIPOU3BOJICTBE;
0) B apXUBHOM JIeJI€.

VYkaxxuTe ypoBEeHb HOPMATHBHOI'O MPABOBOTO JOKYMEHTa C TOYKM 3PEHUs HEpapXWUu OpraHa
BJIACTH/YIIPABJIEHUS, IPUHSABLIETO €r0, U FOPUINUECKON CUIIbI JOKYMEHTA (3aKOHBI /TI0A3aKOHHbIE
aKThI).

3ananmue 4. [IpounTtaiite 3akoH 63-D3 «OO6 3nmekTpoHHON ToamucH». CaenaiTe U3BICUCHUS U3
3aKkoHa, KOTOpbIE HY)KXHO 00f3aT€IbHO OrOBOPUTH B MHCTPYKLIHMU IO JIEJIONPOU3BOJICTBY
OpraHu3aIu

3aganue S. U3yuure caiitel 1 gpenepanbHoro apxusa u 1 apxuBa cyobektoB PD. Kakue dhonasl,
yuetHble JokymeHTel U HCA mnoaseprimch ounu@poBKe B JaHHBIX apXHMBax. clenairte
COOCTBEHHBIE BBIBOJIBI O COCTOSTHUM M COCTABE JIEKTPOHHBIX apXHBOB.

Bonpocsl k 3auery

1. CaolicTBa 3JIEKTPOHHBIX APXUBHBIX JOKYMEHTOB, IOBPEXIAEMBIX B CHCTEME
3IIEKTPOHHOI'0 apXKBa MPH BBOZE U 00pabOTKe JAHHBIX U TPEOYIOIIUX OpraHU3aluN


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

10.
11.
12.
13.

14.

15.

16.

17.

18.

19.

U perJiaMeHTaluu  JESATEIbHOCTH 1O  KOHTPOJIO  (OpMHUpOBaHUS U
(YHKLIIMOHUPOBAHUS JIEKTPOHHOI'O apXHUBA.

CBoeBpeMeHHasi MUTpaLUsl AIEKTPOHHBIX aApPXUBHBIX JOKYMEHTOB KaK BO3MOYKHOE
pernieHrue mpoOsieMbl WX JIuTenbHOTO XpaHeHusa. "OTkpeiThie" u  Haubosee
pacrpocTpaHeHHbIE KOMIBIOTEPHBIE (POPMATHI

Obecneuenne GU3NIECKON COXPAaHHOCTH U LIEIOCTHOCTH (ailyIoB C 3JIEKTPOHHBIMU
JIOKYMEHTaMHU.

OOecnieuenne yciaoBUH Ui CUUTBIBAaHUS MHGOpPMALMKM B JOJITOBPEMEHHOMN
IIEPCIEKTUBE.

OOecnieuenne yciaoBMH Ui BOCIPOM3BENECHMS HIIEKTPOHHBIX JOKYMEHTOB B
«4EJI0BEKOYUTAEMOM» BU/JIE.

[IpuMeHeHnEe SMyJIATOPOB INPOTrPAMMHOM CpEIbl M OpraHu3auus [UIATEIbHOIO
XPaHEHUs1 JOKYMEHTOB.

Wukancynauus Kak crnocod ansd oOMeHa U JIOJTOBPEMEHHOIO  XPaHEHUs
AJIEKTPOHHBIX IOKYMEHTOB.

MeTtoauueckue JOKYMEHTBI, ONPEACIAIOIUE MOPSIIOK IPUEMKH apXHUBHBIX
JIOKYMEHTOB, HX IIOATOTOBKM K CKAaHHPOBAHHWIO M MX BO3BpaTa B HCXOJHOE
COCTOSIHUE B CHCTEME JIEKTPOHHOI'O apXUBa

BoisiBneHne B X0J€ TECTOBBIX pabOT CKPBITBIX OCOOCHHOCTEH JOKYMEHTOB U
yTOUHEHUs TpeOOBaHUI 3aKa3uMka K pe3ylbTaTaM CKaHUPOBaHMs, BBOJA U
00pabOTKM JAHHBIX B CUCTEME DJICKTPOHHOTO apXUBa.

[Topssnok opraHM3anuu Npolecca CKAaHWPOBAaHWS M HMHAEKCAIMM JTOKYMEHTOB B
CHUCTEME IEKTPOHHOI'O apXUBA

[Topsimox popMHUpOBaHUs TOKYMEHTOB B KOMIUIEKTBI, TPYIIIbI, TUIIBI 1151 apXUBHOT'O
XpaHEHUs

Opranuzanys apXuBHOTO XpaHEHUsI JOKYMEHTOB Pa3HbIX THUIIOB.
[TpousBoaCTBEHHBIE HOPMaTHUBBI JUISI COCTABJICHUS perIaMeHTOB
(GYHKLIMOHUPOBAHUS, BBO/Ia U 00OpaOOTKHU JITaHHBIX B CUCTEME JIEKTPOHHOTO apXHBa.
TpebGoBaHMsI K COCTaBIEHUIO U 0()OPMIICHHIO.

TexHonornu co31aHus JIEKTPOHHBIX aPXHUBHBIX TOKYMEHTOB. COCTaB M KOJIMYECTBO
TEXHUUYECKUX CPEJICTB JJIsl COOIOICHNS TEXHOJIOTUN M KaU€CTBEHHOTO BHITIOJIHEHUS
paboT MO CKaHMPOBAHMIO, BBOJY M 00pabOTKE JaHHBIX B CUCTEME 3JIEKTPOHHOIO
apxuBa

TpeboBanus 3akoHonatenbcTBa Poccuiickoit @enepanuu B o6siacT 00pabOTKH,
XpaHEHUs, pacro3HaBaHUS MEPCOHAIbHBIX JaHHBIX W KOH(UIEHIUATIBHOCTH
UH(OpPMAaIIUU B 3JIEKTPOHHOM BH/IE.

TpebGoBaHMs K MPOBEAEHUIO CBEPKU HAJIMUUs JOKYMEHTOB B MOMEHT Ipuema s
ApXUBHOT'O XpaHEHMS

TpebGoBaHMsI K yCTaHOBJIEHHBIM HOPMaM BbIPAOOTKH IO MOJTOTOBKE JOKYMEHTOB
JUISl apXUBHOT'O XpaHEHUS

TpebGoBanusi OXxpaHbl Tpyda IO CO3JAHMIO DJEKTPOHHBIX JOKYMEHTOB H
00€CIeYeHNIO UX APXUBHOT'O XPaHEHHUSI.

HopMbl BpeMeHH 1O BBHINOJIHEHHIO PA0OT MO MOATOTOBKE JIOKYMEHTOB JUIS
ApXUBHOT'O XpaHEHMS



dopma npunoKeHus 2

OueHo4yHbIE CpeCTBA

Kon
HHIAKATOpa

NuaukaTop HOCTHKEHUS
KOMITETEHLIMH

O1ieHOYHBIC cpe€acTsa

MK-2 CnocoGeH ocymecTBASITH JOKYMEHTAIHOHHOE 00ecnevyeHne ynpaBJieHusl OpraHu3anuei

I1K-2.1

Opranusyer u
[permaMeHTHpyeT
TOKYMEHTHPOBaHHUE
yIIpaBJIeHUYECKOM
NICATCIIBHOCTH B OpraHru3aliuu

Tect

Kaxk Ha3bIBaeTcst 3JIeKTPOHHAs KONUs
OyMa:KHOT0 TOKYMEHTA, NepeBeleHHasi B 3JIEKTPOHHYIO
(¢opMy ¢ MIOMOLIBIO CPEACTB CKAHUPOBAHMS:

a) DIIEKTPOHHBIN TIOKYMEHT;

0) >NeKTPOHHBIN 00pa3 TOKYMEHTa;

B) MacTep-KOIHsI;

r) pabodast KOmus

MoxHOo JiM 3aBepUTb JJIEKTPOHHYI0 KONHUIO
OymMaKHOro J0KyMeHTa?

a) MOXHO, €CITi TOJIKCaTh JIIEKTPOHHBIH 00pa3
LI,

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

B) HeT, T.K. HE CYLIECTBYET TEXHOJOIMH [UIf
3aBEPEHMSI DJEKTPOHHBIX KOIIHH.

r) HeT, T.K. HU TMpPH KaKuX OOCTOSTEIbCTBAX
9JIEKTPOHHAsL KOMUSI OyMaKHOTO AOKYMEHTa HE MOXET
MOJIYYUTh FOPUIUYECKYIO CHILY

IIpakTH4Yeckoe 3aHsATHE
3aganue 1. Onpeneanre THN JoKymMeHTa. Kakoit
IOpUINYecKoil cuiI0il 00JiaaeT MAHHBIA HOKYMeHT?
OTBeT apryMeHTHPOBATh.




Kon
HHAWKATOpa

Nunukatop 1OoCTHXKEHUS
KOMIIETCHIIUU

O1IeHOYHBIE CPEICTBA

DenepanpHas ciaysxba o Hax3opy B chepe
CBSI3U, MHQOPMAIMOHHBIX TEXHOJIOT Uil 1
MAaCCOBBIX KOMMYHHKAIIMit

Boinucka
13 peecTpa 3aper1cTpupoBaHHbIX CPEACTB MACCOBOM MHOpMaLMK
no coctosHuio Ha 23.09.2020 .

 Homep u aara 0 perucTpaumu: cepus M Ne &C77-
79220 0m 22 cexmabpa 2020 2.

Craryc

} ) cpeacTea
uee V' itarian and al Research

A3bIK(M): pycckud, anznulickuil

Appec pepakuum: 455000, YennbuHckan obn., 2. MazHumozopck, np-m flenura, . 26, ayd. A12

u (unm) o HayyHon: Kue,
obuwecmeeHHble, (unono2u4ecKue HayKu

dopma (8BMA - ANA NEPUOAMYECKOrO NevaTHoro
): Mep Koe u30aHue, WypHan

T Poccuiickan cmpanst

(coy ): o 2ocydapcmeerHoe GrodxemHoe 06pa3osamensHoe
8bicwez0 " i i il
yHusepcumem um. 1. Hocosa" (OFPH 1027402065437)

3amecTutens HayanbHuka

YnpaeneHus paspeLunTensHoi

paboTel, KOHTPONA U Hap3opa B cepe

MaccoBbIX KOMMYyHVKaLUA M.B. Bunorpagos

Bomnpoc k 3auery
HpOI/ISBO):[CTBeHHLIe HOPMATUBBLI JIsI COCTaBJICHUSA
pernamMeHToB (PyHKIIMOHHPOBaHWS, BBOAA M 00pabOTKH
JTAHHBIX B CHCTEME DIIEKTPOHHOTO apxwBa. TpeGoBaHUS K
COCTaBJICHHUIO U O(POPMIICHHUIO

TpebGoBanus 3aKOHO/IaTEILCTBA Poccutickoit
OQeneparin = B obmacTh  00pabOTKHM,  XpaHEHHs,
pacro3HaBaHUs MIePCOHATBLHBIX JAHHBIX 5
KOH(UACHIIMATBHOCTH UH()OPMAITUH B SIICKTPOHHOM BHJIC.

KonTtpoasnas padora
3ananue 1. C nmoMouUpl0 CKaHUPYIOLUI yCTPONCTB
cozgaiite  o0pa3  JOKYMEHTa, HE  COAEpXKallero
MepcoHabHbIe AaHHble. JlIg co3maHus 3IEeKTPOHHOTO
JOKYMEHTa HCIOBb3yHTe (popMaThl, MpeaHa3HauYeHHBIE IS
JIOJITOBPEMEHHOT'O ApXUBHOT'O XPAHEHUS TOKYMEHTOB.

2. OcymiecTBUTE MapKHUPOBKY JAHHOTO JOKYMEHTA,
MOJB3YsICh MeToauYecKuMu pekoMmennanusamu BHUNTA T
mox pen. MOmameBoit. OOBSICHHWTE, KaKWe 3IIEMEHTHI
OIHCaHMs, C KaKOH [eJIbI0 ObLTH BHECEHBI B MAPKUPOBKY?

IK-2.

Opranusyer 51
[permaMeHTHpyeT

ITOKyMEHTO000pOT B

Tect
IMponosxkure ¢pa3zy: «B 3JIEKTPOHHOM
AOKYMEHTO000POTE HCIOJIb3YIOTCH ...»




Kon
HHAWKATOpa

Nunukatop 1OoCTHXKEHUS
KOMIIETCHIIUU

O1IeHOYHBIE CPEICTBA

OpraHu3aluu

a) Kak DJJEKTpOHHBbIE 00pa3bl, TaK U COOCTBEHHO
JJIEKTPOHHBIE JOKYMEHTHI, OO0JIafalouIue OPUINYECKON
CHIION;

0) TOJNBKO 3JEKTPOHHBIE 00pas3Hl,

B) TOJIbKO COOCTBEHHO 3JIEKTPOHHBIE IOKYMEHTHI,
o0mamarontie IPUINIECKON CHIION.

I) KaK SJIEKTPOHHBIE 00pa3bl, TaK U COOCTBEHHO
AJIEKTPOHHBIE JOKYMEHTHI, 001 Ial0NIHe 1 He 001a/1atomie
FOPUANYECKON CHIIOMN.

B KaKOM AOKYMeHTe OpraHu3auuu
perjiaMeHTHpYeTCcsl NOPATOK HCIOJIB30BaHMS,
COCTABJICHUSA U odopmiIeHns 3J1eKTPOHHBIX
AOKYMEHTOB?

a) B HOMEHKJIAType Je,

0) MHCTPYKITUH TI0 JIETOTIPON3BOJICTBY

B) yCTaBe OpraHu3aIluu

r) B cepruduKaTe KJI0Ya MPOBEPKH DIICKTPOHHOU
HOJIIMCH.

Kountpoasnas padora
3.Chopmupyiite HOPMaTHBHYIO 0asy
HCIIOJIb30BaHHA SJICKTPOHHBIX TOKYMCHTOB

a) B IEIONIPOU3BOJICTBE;

0) B apXUBHOM JIETIE.

VKaxuTe ypOBEHb HOPMAaTHBHOTO  IMPaBOBOTO
JOKyYMEHTa C TOYKH 3PEHHS HUepapXuM OpraHa
BJIACTH/YNPABJICHUS, MPUHSBIIEIO €ro, M IOPHINYECKON
CHJTBI JIOKYMEHTA (3aKOHBI /TI03aKOHHBIC aKThI).

Bomnpoc k 3auerty

TexHonmornn co34aHUSL  IEKTPOHHBIX APXHUBHBIX
JoKkyMeHTOB. COCTaB M KOJTMYECTBO TEXHUYECKUX CPECTB
Uil cOOMIONEHMS  TEXHOJOTMH W Ka4eCTBEHHOIO
BBITIOJIHEHUS paOOT 10 CKAHUPOBAHHIO, BBOY 1 00paboTKe
JTAHHBIX B CHCTEME SJIEKTPOHHOTO apXHBa

TpeboBaHus K TPOBENCHUIO CBEPKH HAIHYMA
JIOKYMEHTOB B MOMEHT IpUeMa AJIsl apXUBHOTO XpaHEHHS

TpeboBaHHS K YCTaHOBICHHBIM HOpPMaM BHIPaOOTKH
10 MOATOTOBKE JOKYMCHTOB JIJI1 ApXHWBHOI'O XPAHCHUA

TpeboBanus  oxpaHbl TpylJa IO  CO3JaHHIO
QJICKTPOHHBIX TOKYMECHTOB U 00€eCIIEUEHNIO UX APXHUBHOT'O
XpaHEeHUs.

Hopmbl BpeMeHM 1O BBIIOJHEHHIO pabOT 110
MOJATOTOBKE TOKYMEHTOB JUIsl apXUBHOTO XPAHEHUS

[K-2.

Opranusyer,
[pETJIaMEHTHPYET OINEpPaTUBHOE
XpaHeHHE M HCIOJIb30BaHUE
ITOKyMEHTOB B OpT'aHH3aIlIH

Tecr

IFOCT P 54989-2012/ISO/TR  18492:2005
«O0ecneuenue JA0JITOBpEeMeHHOM COXPaHHOCTH
JJeKTPOHHBIX  JOKYMEHTOB»  Mmpeajaraer  mnpu
00HOBJICHMH HOCHTeJIel JBA IyTH pelieHust MpooJeMbl
COXPAHHOCTH J1OKYMEHTOB:

YCTaHOBKA MEKCETEBOI0 IKpaHa,

nepedopMaTUpOBaHUE,

KOIMPOBaHHE,

niephopupoBaHUe




Kon

WHJIUKATOpa

Nunukatop 1OoCTHXKEHUS
KOMIIETCHIIUU

O1IeHOYHBIE CPEICTBA

Kakne 10xyMeHTBI He MOTYT ObITDH IlepeBeeHb] B
uuppoByro  ¢opmy B  ¢opmate PDF/A jaas
H0JITOBPEMEHHOI0 XpaHEeHHU A ?

OyMa)kHbBIC

MHKPO(HOPMBI

mo0bIe (hopMaThl MAIIMHHOTO JOKYMEHTA (TBEp/bIC
KOIIHHN);

(hOHOTOKYMEHTHI.

IIpakTH4yeckoe 3aHATHE

Co3znaiite ¢parment HHCTPYKIHNH o
HAeJONPOU3BOACTBY, PErJIAMEHTHPYIOIUMI  IOPSAOK
KOMILJICKTOBAaHUA apxmBa 3JICKTPOHHBIMH

AOKYMEHTAMH JOJTOBPEMEHHOI'0 XpaHCHUASI.

Bomnpoc k 3auery

Metoandeckue JOKYMEHTHI, OIpeieIIsIoIe
MOPSIOK IPUEMKH apXHUBHBIX TOKYMEHTOB, X MOJATOTOBKH
K CKaHMPOBAaHHUIO U MX BO3BpaTa B HCXOAHOE COCTOSHHE B
CHCTEME 2JIEKTPOHHOI'0 apXMBa

BrisiBieHHe B XO/A€ TECTOBBIX pPabOT CKPBITHIX
OCOOCHHOCTEW JOKYMEHTOB W YTOYHEHHs TpeOOBaHHUN
3aKa3uydKka K pe3yibTaTaM CKaHUPOBaHMS, BBOJAa U
00pabOTKH TaHHBIX B CHCTEME JIEKTPOHHOTO apXUBa.

[lopsimox opraHuzanuu mporecca CKaHUPOBAHHUS U
WHJIEKCAIIUX TOKYMEHTOB B CUCTEME 3JIEKTPOHHOTO apXUBa

[Mopsinox hpopMupoBaHus JOKYMEHTOB B KOMITIEKTEI,
TPYIIIBL, TUTIBI IJIS1 apXUBHOTO XpaHEHUS

Opranuzanust apxXUBHOTO XpaHEHHUs JOKYMEHTOB
Pa3HbBIX THIIOB.

IIK-4 Cnoco0eH pyKOBOAWTH NMPOIECCOM CKAHMPOBAHHUS, BBOAA M 00pa00TKM JaHHBLIX B
cHCcTeMe YJIEKTPOHHOT0 ApXHBA

I1K-4.1

Ynpasnser
NEATENLHOCTRI0 TI0 KOHTPOJIIO
(hYHKIIHOHUPOBAHHUS, BBOAA U
00pabOTKH JaHHEBIX B CHCTEME
PIIEKTPOHHOTO apX¥Ba

Tect

Yem MOKHO OOBACHHUTH OTCYTCTBHE HAJNEKHOIO
pelieHnsl TeXHOJOTM4YeCKMX M OpPraHU3alMOHHBIX
npodsaeM NOJIOBPEMEHHOI0 XPAHEHHS JJIEKTPOHHBIX
AOKYMEHTOB?

ycKopeHHbIMU Temniamu pa3sutus UKT B oOmactu
WHPOPMATU3AIHN;

YCIIO)KHEHUEM CaMHUX MH(OPMALIMOHHBIX CUCTEM;

O0IBIIUMHI YCHWIMSIMU o o0ecrnedeHuro
WHPOPMAITMOHHONH  OE30MacHOCTH W 3alllUThl  caMoi
WH(POPMAaLUK OT HECAHKIIMOHUPOBAHHOTO I0CTYIIA;

BCE yKa3aHHOE BEPHO.

Onpenenenne 3JeKTPOHHOTO [OKYMEHTa Kak
«INEKMPOHHO20 NPEOCMACNEHUA OPUECHIMUPOSAHHBIX HO
CIPAHUUAM AZPeZUPOBAHUA MEKCMOBbIX U ZpauuecKux
OaHHBIX, A MmMaKyHce MeMadaHHbIX, HNOJE3HbIX O
uoeHmupuUKayuu, NOHUMAHUA U GUIYATUIAUUU meX
OaHHBIX, KOMOpble MOZYm 0blMb 60CHPOU3EEOEHbl HA
Oymace unu onmuuecKkou Muxpogopme ez 3HAUUMOI
nomepu €20 UHPOPMAYUOHHO20 COOEPIHCAHUA» NAETCH B
CJIeTYHIeM HOPMATHBHOM TOKYMEHTeE:




Kon
HHAWKATOpa

Nunukatop 1OoCTHXKEHUS
KOMIIETCHIIUU

O1IeHOYHBIE CPEICTBA

Tocr 2.051-2006: Eounas cucmema
KOHCMPYKMOPCKOU OOKyMeHmayuu. Onexmponnvie
doxymenmul. Qbuue noroNCeHUs

TOCT P 7.0.8-2013 «Cucmema cmanoapmos no
ungopmayuu, OUOIUOMEUHOMY U U30AMETbCKOMY Oey.
Jlenonpouzeodocmeo u  apxugnoe Oeno. Tepmumvl u
onpeoeneHus»

ISO 19005-1:2005(ru) «Ynpaenenue
ooxymenmayueu.  Dopmam  Qainog  2IEKMPOHHBLIX
OOKYMeHmMOo8 05l 00J20CPOUH020 XpaHeHusi. Yacmov 1.
Hcnonvsosanue PDF 1.4 (PDF/A-1)» -Document
management — Electronic document file format for
long-term preservation — Part 1: Use of PDF 14
(PDF/A-1)

I'OCT P 54989-2012/1SO/TR  18492:2005
«Obecneuenue 0071208peMeHHO CcoxpanHocmu
9NEKMPOHHBIX OOKYMEHMOB)

JIrobast  JJIeKTpOHHAsi  KONMMS  JOKYMEHTa,
NMEPBOHAYAILHO CO3JaHHOT0 HAa OYMAaKHOM HOCHTeIIe,
HA3bIBaETCHl. ..

MacTep-KOTHs

AIIEKTPOHHBIN 00pa3 JOKyMeHTa

ANIEKTPOHHBIA JOKYMEHT

OPHUTHHAJI-KOTIHSI

DJIEKTPOHHBIN pecypc apxXuBa, BO3ZHHUKAIOUIUH
nocjae OHUGPOBKH JAOKYMEHTOB Ha aHAJOrOBBIX
HOCHTeJIAX Ha3bIBaeTcs...

arperamys

AIIEKTPOHHBIH (OH]I TOJTBL30BAHUS

¢$oHJ 0c000 IIEHHBIX JJOKYMEHTOB

APXHUBHBIM ayTCOPCHUHT

KurodeBoii npo61emMoii 3J1eKTPOHHBIX KONUH KakK
HCTOPHYECKHX  HMCTOYHHKOB  YYeHble  Ha3bIBAIOT
«HE3aMKHYTOCTH» TMpoIecca CO3TaHUA IJeKTPOHHBIX
Konuii. Yto 310 03HAUaET?

a) 3JIEKTPOHHBIN TOKYMEHT CBSI3aH TMIIEPCCHUTKAMU;

0) Ha mOOOM JTame TEXHOJIOTWYECKOro IHKIa U
MMPEAOCTABJICHUA KOIIMU B JOKYMECHT MOTYT OBITH BHECEHEI
N3MCHCHUSI, KOTOPBIC MIPAKTUYECKHU HEBO3MOKHO
00HapyXUTh 06€3 JOCTyIa K OpUTHHAIY;

B) OJIGKTPOHHBIE JIOKYMEHTHI ~HYXHO Oyner
HECKOJIBKO pa3 Mepe3alrchiBaTb MpHU JJIIUTECIIBHBIX CPOKaX
XpaHEHHS;

I') KOJMYECTBO KOMNMH, CAETAHHBIX C JOKYMEHTOB,
HUYEM HE OTPaHHYEHO.

B d4em 3akirouyaercsa mpolJieMa aBTOPCTBA W
aBTOPCKOr0 MpaBa, BO3HUKAKOIIAsl B OTHOIIEHHH
CO3/JaAHHBIX YJIeKTPOHHBIX KOTMIi?

a) BO3MOXXHOCTH IpPaBOMEpHOH  MyOJIMKaIuu
3IIEKTPOHHBIX KON TPYAHO OAHO3HAYHO YCTAHOBHTH, T.K.
mobasi HeperiIaMeHTHPOBaHHAs W HECTaHIApTHU30BaHHAS
rpadgudeckas o0pabOTKa JIEKTPOHHON KOMHMH MOXKET




Kon Nunukatop 1OoCTHXKEHUS

O1IeHOYHBIE CPEICTBA
HHAWKATOpa KOMIICTCHIIUN

paccMaTpuBaThCsi Kak €€ TBOpUeckas mepepaboTka, a
pe3yibTaT TAaKOTO BMEIIATENIbCTBA SBISCTCS OOBEKTOM
aBTOPCKOTO TpaBa COTPYAHHKA, KOTOPBIA MPOBOIUI
rpaduyeckyro 00paboTKy.

0) cama mpeoOpa3oBaHHAs KOMHUS CTAHOBHTCS
CaMOCTOSITETIHHBIM MPOAYKTOM, OTJIEIbHOW MaTepHaTbHON
CYIIHOCTBIO  ((paKTHYECKH  «HOBBIM»  HCTOPUYECCKUM

HCTOYHUKOM) pe3yiabTaTOM  MHTEIUIEKTYaJbHOU
JeSITEIbHOCTH;

B)  DIIEKTPOHHBIC  JIOKYMEHTHl  HHKOMY  HE
NpUHAIIekar,  TMO3TOMYy  HMX  KONWU  CBOOOJHO
pacrpoCTpaHsOTCs;

r) KOIus MIPEACTaBIIET coboit HOBBII
CaMOCTOSITETIbHBIX MaTepHabHBI OOBEKT, KOTOPBIA MpH
10601t TEXHOJIOTHH CO3/1aHusA KOIuit
(MEKpOGUITEMHUPOBaHNH, ONH(PPOBKE) HE BOCHPOU3BOIUT
(T. e. yTpauMBaeT) Ty HEOThEMJIEMYIO YacTH MH(OpPMAIIUU
WUCTOYHHKA, KOTOpas 3aKjiio4eHa B MaTepHaJIbHOM
HOCHTENE MOJIMHHHKA.

Iloa Kauecmeo 9/1eKMPOHHOU Konuu
MOApPa3yMeBaeTcsi: AYyTEHTUYHOCTh (aJeKBATHOCTb) ee
COJlepIKAHUSA COJAEPKAHUI0O (IOHMMAaeMOMY B CaMOM
IMPOKOM  CMBbICJIE JITOr0  C€JI0Ba) MOJJIMHHUKA
HCTOPUYECKOT0 HMCTOYHUKA; €€ Penpe3eHTATHBHOCTD;
MOJIHOTA; JOCTOBEPHOCTD; mpmmllecxaﬂ 3HAYMMOCTD

(B oTAeJABLHBIX cay4yasix) u ?... Ha3oBuTe HenocTamolee
CBOCTBO Ka4eCTBEHHOM 3JIeKTPOHHOMH KOMUH.
(Ppynryuonanvrocmo UCCc1e008amenbCKo2o

UHCMPYMEHmMAapusi, npedoCmMasisnemMo20 8 PAMKAX Pecypca)

IIpakTH4Yeckoe 3aHsATHE
N3yunrte ckpuHmor crpanuusl CIJl «EBdpar».
CpaBHute 00beM wuHpopManuu (PeKBU3MTOB W
MeTaJaHHbIX) HEOOXOAMMBIX Uil M3JAHUSA B JAHHOM

CHCTeMe ﬂpmca3a 110 OCHOBHOM JeATeJILbHOCTH
 Daiuep Gopu A Endpat - Ninput
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Bomnpoc k 3a4eTty
1. CBoticTBa JIEKTPOHHBIX APXHBHBIX TOKYMEHTOB,
MOBPEKTACMBIX B CHCTEME DSJICKTPOHHOIO apXuBa MpH




Kon

Nunukatop 1OoCTHXKEHUS

O1IeHOYHBIE CPEICTBA

WHINKATOPa KOMITETCHIINU
BBOJIE U 00pabOTKe NaHHBIX U TPEOYIOIUX OpraHu3aluu U
periaMeHTanum JESITeNbHOCTH o KOHTPOJIIO
¢dopmupoBaHusi U (PYHKIMOHHUPOBAHUS SJIEKTPOHHOTO
apxuBa.

Tect
Pa3zBurtne HOPMATHBHOIO NIPaBOBOIO
PeryJMpoBaHMsi ¥ MeTOAHMYECKOr0 PYKOBOACTBA B
cepe aBTOMATH3allUU APXMBHOI cdepbl HAYAJIOCh B
nepuoa:
¢ xonna XIX B. — 1950-x rr.
¢ 1950 — nep. moin. 1970-x rr.
co Bropoii mooBuHb! 1970-1980-¢ rT.
Ha pyoexe 1980-1990-x rr.
®opmar PDF/A nisi apxuBHBIX JOKYMEHTOB
rapaHTupyer, 4To...
9ToT (aiil MOXHO OyAeT OTKPHITh B JHOOOM
ONEpAaLMOHHON CHCTEME 4Yepe3 Kakoe YTOAHO BpeMs C
MOMOIIBIO MIPUIOKEHHUS, MOJICP>KUBAIOILETO
COOTBETCTBYIOIINHI (opMaT;
BU3YyaJIbHBIM BUJ COAEPKaHMS NMPABUIBHO OTPa’KaeT
000N UCXOHBIN MaTepHall ICTOYHUKA, UCTIONH30BaHHBIN
JUTSL CO3JTaHMS COTTIaCOBaHHOTO (haiina;
HE MIPOU30HAET 3aMEHBI mpudToB,
nepedopMaTUPOBAHUS TEKCTA;
PaspaGarsiBact [O— H? OyayT W3MEHEHBI pa3Mepbl M300paKEHUH HIH
MPOM30HAET cxKaTre MHHOPMAIIUHU C TIOTEPSMH.
[HOPMATHBHBIC AKThI 110
liK-4.2 - [ponpocam OprauH3aImn FOCT P  54989-2012/ISO/TR  18492:2005
poliecca CKaHUPOBaHHUA B .
«O0ecneuenue A0JITOBPEeMeHHOM COXPaHHOCTH

CUCTCMC DJICKTPOHHOI'O apXWBa

3J1eKTPOHHBIX JOKYMEHTOB» HAa3bIBaeT 6 KJII0OYeBbIX
(¢axTopoB, KOTOpPbIEC XPAHUTEIN HHPOPMALMHN JOKHBI
NMPUHATH BO BHUMaHHE NPH pa3padoTKe CTpaTernu
H0JITOBpPEeMEeHHOM COXPAHHOCTH apXMBHBIX
AOKYMEHTOB: YUMAEMOCHIb INEKMPOHHBIX OOKYMEHM08;

UHMEPRPEeMUpPYemMocms  I1EKMPOHHBIX ~ OOKYMEHMO08;
00CHYnHOCHb 371eKIMPOHHBIX OOKYMEHmoe;
NOHAMHOCMb INEKMPOHHBIX OOKYyMEHmO08;
aymeHmu4HoCmy 971eEKMPOHHBIX OOKYMEHMOG. ..
Ykaxxkurte HegocTaomuii pakrop.

AMYJIALNS;

UACHTHPULIUPYEMOCTH,

HaJEKHOCTB;

3aIUIIEHHOCTb.

Hajigure BepHoOE NPOAOJIKEHU e dpase:
«KoHTpoabHasA cymma (paidia —3T10...»

- MarHUTHBIA WJIM  ONTHYECKUH  HOCHUTEIb

OJTHOKpATHOM 3aMucH;

- METOJ OOeCleUYCHHsS HAIC)KHOCTU DIICKTPOHHOMN
nepeaady JaHHbBIX, IS MOATBEPKCHUS TOT0, YTO HUKAKUE
W3MEHEHUS He OBIIIN BHECEHHI B DJIEKTPOHHBIE TJOKYMEHTHI C




Kon

WHJIUKATOpa

Nunukatop 1OoCTHXKEHUS
KOMIIETCHIIUU

O1IeHOYHBIE CPEICTBA

MOMEHTAa UX TIEpPBOHAYAIBHOTO COXPAaHECHUS;

- 3alNWIIEeHHAs KJIUCHT-CEPBEpHAs apXHUTEKTypa,
KOTOPYI0O MOXHO HCIOJIb30BaTh I  OJOKUPOBAHUS
HETIOCPEACTBEHHOTO JOCTyna K 3IIEKTPOHHBIM
JIOKYMEHTaM, ¥ KOTOpasi B UTOre MO3BOJISIET OPraHU30BATh
JIOCTYT "TOJBKO HA YTeHHUE'";

- OJHOCTOPOHHSS XAII-PYHKIMS, HCIONb3YIOIIas
ANTOPUTM, MO3BOJISIFOIIUH CKATh SJICKTPOHHBIE TOKYMEHTBI
10 GUKCHPOBAHHOTO YHCIIa OUTOB.

KonTtpoannas padota

4. lIpounTaiite 3akoH 63-®3 «O6 TeKTPOHHOI
noanucu». Cnenaiite n3Bjiedennss u3 3aKoHa, KOTopblie
HY’KHO 00513aTeJIbHO OIOBOPUTb B HHCTPYKLUUM IIO
AeJIONPOU3BOACTBY OPraHU3alUU

Bonpoc k 3auery

1. CoeBpemenHas MUTpauus 3JIEKTPOHHBIX
apXMBHBIX JIOKYMEHTOB KaK BO3MOXKHOE peIleHHE
npobJeMbl WX JUIMTENbHOTO XpaHeHus. "OTKpwIThE" U
HauboJee pacIpoCcTpaHeHHbIE KOMITBIOTEPHBIE (JOPMATHI

2. [IpuMeHeHNe IMYISATOPOB MPOTPAMMHON Cpelbl U
opranu3anus JJIUTCIbHOI'O XpaHCHUA JOKYMCHTOB.

3.Unkancynsamuss kak crnocod s oOMeHa U
JTIOJITOBPEMEHHOI'0 XPAHEHHS SJICKTPOHHBIX TOKYMEHTOB.

[K-4.3

OcytiecTBIseT
CTpaTernyeckoe
[IAHUPOBAHWE W TIOCTPOCHUE
[TPOIIECCOB CKaHUPOBaHUS,
BBOJa U 00pPaOOTKH JaHHBIX B
CUCTEME DIIEKTPOHHOTO apXHBa

Tect

Moryr 15U DNEeKTPOHHBIE JOKYMEHTHI  OBITh
AKCIIOHATAMHU apPXWBHOMN BHICTABKU?

a) HeT,

0) 1a, KpoMe JOKYMEHTOB, co3/TaHHBIX B COJ]

B) Ja, HO TOJNBKO DJJIGKTPOHHBIE  KOIHUH
(OTOJIOKYMEHTOB,

r) J1a, €ClIi 3TO MYJbTUMEAWHOEe H3JaHue, 0asza
JTAHHBIX MJTU TUTIEPTEKCT.

B pamkax kakoil HCTOPUYECKOW JIUCIUILIMHBI
(dopMHpyeTCs  caMOCTOSITEIbHOE HOBOE HalpaBiICHHE,
u3yvaromiee npoOJeMbl JJIEKTPOHHBIX KOMUH OOBEKTOB
WMCTOPUKO-KYJIBTYPHOTO Hacaeus?

a) HcrounukoBenenue

b) ApxuBOBeJICHUE

C) Apxeorpadus

d) Jlumnomarrka

Bonpoc k 3a4ery

1. OoecrnieyeHne QU3NYECKOH COXPAHHOCTH U
LEJIOCTHOCTH (HalJIOB € 3JIEKTPOHHBIMHU JIOKYMEHTAMH.

2. O0ecrieueHne yCIOBHW JJIi  CUMTHIBAHUS
nH(pOPMAITUH B TOITOBPEMEHHOM MTEPCIIEKTHRE.

3. ObecnieueHne YCIOBHH Uil BOCHPOHM3BEICHUS
SIIEKTPOHHBIX TOKYMEHTOB B «4Y€JIOBEKOUUTAEMOM» BH/IE.

KoHnTtpoJsnHas padota




Kon Nunukatop 1OoCTHXKEHUS

O1IeHOYHBIE CPEICTBA
HHAWKATOpa KOMIICTCHIIUN

5. N3yunre caiitel 1 denepanbrHoro apxusa u 1
apxuBa cyobekToB P®. Kakue ¢onabl, yuerHsble
aoxkymeHTHl 1 HCA noasepriamcs onugpoBKe B JaHHBIX
apxuBax. c/ejaiTe cOOCTBEHHbIE BHIBOABI O COCTOSTHUM
U COCTaBe JIEKTPOHHBIX APXHBOB.

0) Ilopsinoxk mpoBeneHHMs] MPOMEXKYTOUYHOH ATTECTALMM, NMOKA3ATEeJH U KPUTEPHHU
OLICHUBAHMUSL:

Kputepun oueHku (8 coomeemcmsuu ¢ opmupyemvimu KOMHEMEHYUAMU U
NIAHUPYEMBIMU Pe3yTbmamamu 00y4yenus).

— HA OYEHK)Y «3aUmeHn0» — CyOeHm OO0JIHCeH NOKA3aMmb NOPO208blll YPOBEHb 3HAHULL (HA
VposHe 80Cnpou3eedeHus: U 00BACHEHUS UHDOpMAYUY, UHMELLIEeKMYalbHble HAGLIKU PeueHUs
nPOCMbIX 340a4);

— HA OYEHKY «He 3aUmeH0» — CMYOeHm He MOJCem NOKA3amb 3HAHUS HA YPOGHE
eocnpous*eedeHuﬂ u obvacHeHus qubopMaL;uu, He Mooicem nokasams UunmejlleKmyajlbHble
HABBIKU peueHUsi RPOCMblLX 340ay.

[IpomexxyTouHast aTTecTauus MO AUCHMILUIMHE «DJIEKTPOHHBIE apXUBHBIE JOKYMEHTBI»
BKJIIOYA€T OUCHKY TCKYHMICIO MU UTOIOBOTO TCCTHPOBAHMA, HNPAKTUYCCKHUX JOMAIIHHUX 3aIIaHI/II\/JI.
J1J1s OIIEHKH «3auTEHOY - 10 Kax 10l GopMe OTYETHOCTH HEOOXOAUMO MOJTYIUTh HE MeHee 65%.




