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JIucT akTyajau3anuu padoyeii mporpaMmmbl

Pabouas mporpamMma nepecMoTpeHa, 00Cy>kaeHa u ogo0penHa s peanusaruu B 2027 - 2028
y4eOHOM Troty Ha 3acenanuu kadeapsl [legarorudeckoro oopa3oBaHus U

IIporokom or 20 . Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamMma nepecMoTpeHa, 00CykaeHa u ogo0peHa s peanmsaruu B 2028 - 2029
y4eOHOM Troty Ha 3acenanuu kadeapsl [lemarorudyeckoro oopa3oBaHus U

[IpoTtokonm ot 20 . Ne
3aB. kadempoit C.C. BenukaHoBa

Pabouas mporpamma nepecmMoTpeHa, odcyxieHa u ogodpena st peanusanuu B 2029 - 2030
y4eOHOM oty Ha 3aceqanuu kadeapbl Ilegarorundeckoro oopa3oBaHus U

IIporokom ot 20 . Ne

3aB. kadenpoii C.C. Benukanosa

Pabouast mporpamMma nepecMoTpeHa, o0CcykaeHa u ogoopena s peanusanuu B 2030 - 2031
y4eOHOM Troty Ha 3acenanuu kadeapsl Ilemarorudeckoro oopa3oBaHus U

IIporokom or 20 . Ne

3aB. kadenpoii C.C. Benukanosa

PaGouas mporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanmmszaruu B 2031 - 2032
y4eOHOM oty Ha 3aceqanuu kadeapbl Ilegarorundeckoro o0pa3oBaHus U

[IpoTtokonm ot 20 . Ne
3aB. kadempoit C.C. BenukaHoBa




1 esin 0OCBOCHUSA TUCHUTIHHBI (MOTYJIA)

- MOATOTOBKA CTYACHTOB K JACSITEILHOCTH B MPO(eCcCHOHANBHOM 00J1acTH  CO3/IaHUS U
obecnieueHus 3 HEKTHBHON CUCTEMBI TpadUIecKUX 00pa30B JOKYMEHTOB AJIEKTPOHHOTO
apXuBa C UCIOJIb30BaHNEM WH(DOPMAIIMOHHO-KOMMYHHUKAIITMOHHBIX TEXHOJIOTHIA: 3HAKOMCTBO
¢ popMUpOBaHUEM U 3arPy3KOH JaHHBIX B CUCTEMY JJIEKTPOHHOTO apXUBA, BHIITOJIHEHUEM
paboT mo co3ganuio rpaguueckux 00pa3oB TOKYMEHTOB B CUCTEME JICKTPOHHOTO apXHBa ¢
[ETBI0 pean3alii TOTOBHOCTH CTYICHTOB K PYKOBOJICTBY MPOIIECCOM CKaHUPOBAHUS, BBOAA
1 00pabOTKH TaHHBIX B CUCTEME JICKTPOHHOTO apXUBa.

2 MecTo nuCcHUILINHBI (MOAYJIsI) B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

JucnuninHa DIeKTpOHHbIE apXUBHBIE JOKYMEHTHI BXOAMT B YacTh y4eOHOTO MlaHa
dhopMHUpyeMyI0 yIaCTHUKaMH 00pa30BaTEIbHBIX OTHOIIEHUH 00pa30BaTeIbHON MTPOTPaMMBI.

JIis nu3y4yeHus: IUCUUIUIMHBI HEOOXOAUMBI 3HaHUS (YMEHHUS, BIAJCHHUS),
c(hOpMHUPOBAHHEIE B PE3YIbTATE U3YUCHUS TUCIUILTNH/ TIPAKTHK:

ApXxuBOBEEHUE

JlokymMeHTanmoHHOE 00ecnieYeHre TPakIaHCKUX OTHOIIEHUH B PD

JlokyMeHTHpOBaHUE AESITEIIbHOCTA HErOCYJapCTBEHHBIX OpraHu3aiui

NudopmarnmonHoe obecriedeHue yrnpaBieHUs

HudopmalinoHHbIE TEXHOJIIOTUU B JJOKYMEHTAI[MOHHOM OOECIeYeHUH YIIpaBJIeHUs U
apXUBHOM JIeNe

MesxtyHapoiHbIe CTaHIApThl YIPaBIECHUS JOKYMEHTAIEeH U apXuBaMu

Opranuzanus 1 TEXHOJIOTHUS JOKYMEHTAIMOHHOTO 00ECTICUeHHUS yIPaBICHUS

AJMUHUCTPUPOBAaHUE PAOOTHI C IEPCOHATBHBIMU JAHHBIMU

JoxymeHTanmonHoe obecneueHre nHpopmarmonHon chepsl B PO

JlokyMeHTaImoHHOE 00ecTeyeHne TPy IOBBIX OTHOIIEHU B PD

JloxymeHTOBeIeHNE

[IpoekTrpoBaHue yIpaBICHUYECKOW JOKYMEHTALUN OpraHu3aluu

DJNIEKTPOHHBIE APXUBHBIE TOKYMEHTbI

O6paboTka 1 3ammuTa TOKYMEHTUPOBAHHON MHGOpMAITIH

OCHOBBI apXUBOBEJICHUS

OCHOBBI JOKYMEHTOBEICHUS

OCHOBBI YIIpaBJICHUSI OpraHU3auen

3uanus (yMEHHUsI, BIAJICHNUS), IOTYYCHHBIC TIPU U3YYCHUN JAaHHON JUCIIUTIIMHBI
OyIyT HEOOXOUMBI [T U3YUCHHSI TUCITUTUINH/TIPAKTHK:

ApXxuBOBeEHUE

JloKyMeHTHpOBaHUE ACSITETbHOCTH HErOCYIapCTBEHHBIX OpraHu3alui

NudopmarnmonHoe obecriedeHue yrnpaBieHUs

NudopmanroHHbIe TEXHOJIOTHH B JOKYMEHTAIIMOHHOM 00ECTICUCHUH YIIPABICHHUS U
apXUBHOM JIeJIe

Me:xnyHapoaHbIE CTAaHIAPTHI YIIPABJICHUS JOKYMEHTAIMEH 1 apXUBaMU

Opranuzanys 1 TEXHOJIOTUS JOKYMEHTAlMOHHOTO 00eCIieueH s yIpaBIeHUs

ApPXUBBI IO TUYHOMY COCTaBY

CrenuanbHble CUCTEMBI YUETHON JOKYMEHTAIIMHU

HudopmarinoHHbIe pecypchl, peecTpbl U 6a3bl JaHHBIX: MPAKTUYECKUE aCTIEKThI

KoudunenmnmansHoe 1e101mporu3BOICTBO

[ToaroroBka K mporexype 3aliiThl U 3alIUTa BBITYCKHON KBaTU(MUKAIMOHHON
paboThI



3 Komnerenuun ody4darouierocsi, opmupyembie B pe3yJibTaTe 0CBOCHUS

JUCIHHUIIMHBI (MOAYJIs1) M IUVIAHMPYEMble Pe3yJbTAThbl 00yUYeHU st

B pe3ynbrare 0ocBOECHUS NUCUUIUIMHBI (MOAYJS) «DJIEKTPOHHbIE apXUBHbBIE
JOKYMEHTBD» 00y4aroluiics J0KeH 001a1aTh CIeAYIOMUMUA KOMIETECHIUSMHU:

Kon nnankaropa

NHaukaTop JOCTHKEHUS KOMITCTCHITHI

[TK-2 Crioco6eH ocyIecTBIsATh JOKYMEHTAITMOHHOE 00CCTICUCHHE YITPABICHUS

opraHu3anuen

[K-2.1 OpraHusyeT U perjiaMeHTUPYET JOKYMEHTUPOBAHUE YIIPABICHYECKOM
JESITEJIbHOCTH B OpraHu3aluu

[1IK-2.2 Opranu3yeT ¥ PeriiaMeHTHPYET JOKYMEHTOO0OPOT B OpraHu3aIliu

[K-2.3 Opranusyer, periaMeHTHUPYET ONEePaTUBHOE XPaHEHUE U

HCIIOJIb30BAHNEC JOKYMCHTOB B OpraHu3alunn

[T1K-4 Criocob6eH pyKOBOIUTH MTPOIIECCOM CKAaHUPOBAHMS, BBOAA U 00OPaOOTKH JTaHHBIX B

CUCTEMC 3JICKTPOHH

Or0 apXuBa

I1K-4.1

VYnpasisiet AeITeTbHOCTHIO IO KOHTPOITIO (YHKIIMOHHPOBAHUS, BBOJIA U
00pabOTKHN JaHHBIX B CHCTEME JICKTPOHHOTO apXHBa

[1K-4.2 Pa3zpabarbiBaeT ToKabHBIC HOPMATUBHBIE aKTHI TIO BOIIPOCAM
OpraHM3aIiy Npoliecca CKAHUPOBAHUSI B CHCTEME 3JIEKTPOHHOTO apXHBa
[1K-4.3 OcylecTBISIET CTPATErNYECKOE INIAHUPOBAHUE U MIOCTPOCHHE

MIPOIIECCOB CKaHUPOBAaHUS, BBOJA M 0OPaOOTKH TaHHBIX B CHCTEME
AJICKTPOHHOTO apX1Ba




4. CTpyKTypa, 00b€éM U colep:KkaHue TUCIHUIIIUMHBI (MOXYJIsT)

OO6mmas TpyJ0€MKOCTh JUCIUIUTMHBI COCTABISIET 4  3a4eTHBIX eAnHUI] 144 akaj. 4acoB, B TOM

0% () (B
— KOHTaKTHas padoTa — 26,4 akaj. 4acoB:

— ayauTopHas — 4 akaJl. 4acosB;

— BHeayaAuTOpHas — 22,4 akaj. 4acos;

— camocTosTenbHas paboTta — 113,7 akaz. 4yacos;

— B (hopme mpakTHIeCcKoi moaAroToBky — 0 akas. Jac;

— MOJTOTOBKA K 3auéTy — 3,9 akaj. yac
®dopma aTTecTalui - 3a4eT

AynutopHas g ©
KOHTaKTHasi pabora E = ®dopma Tekyniero
=
o B aKaj. yacax 3] Bun KOHTPOJIS
Pasnen/ Tema 2 ( ) S . p Kon
> 3 © | caMOCTOSITENPHON | yCIEBAaeMOCTH K
JHCIHATLIAHBI =< [~ . KOMIICTCHITUH
g £ paboThI MPOMEKYTOYHOMN
Tex mab. | mpakr. Z'S aTTeCTaluu
3aH. 3aH. O =
1. IToHsATHE CUCTEMBI
3JICKTPOHHOTO apXUBa B aCIEKTE
yIpaBJICHUS
Amnanuz
HOPMAaTUBHBIX
HCTOYHHUKOB IO
3aJIaHHOH TeME IIpakTuueckoe
TlogroroBka k 3aHATUE
Tecfn OBAHHUIO KouTponbHast TK-2.1, TIK-
1.1 [NonsTre "2MEKTPOHHBII P ’ P 2.2, IIK-2.3,
. " 0,5 0,5 29 Brmonuenne pabota
apXHUBHBIA JOKYMEHT I1K-4.1, IIK-
MPAKTHIECKUX Urorosoe 42 1IK-4.3
3a/1aHuH, TECTUPOBAaHUE - ’
KOHTPOJIbHON 3ayeT
padoThl
ITogroroBka x
3ayery
Amnanuz
HOPMAaTHUBHBIX
HCTOYHHMKOB I10
4 3a/laHHON TeMe IIpakTnueckoe
TloaroroBka k 3aHATHE
TeCTHH OBAaHUIO KoHTposbHas IIK-2.1, TIK-
1.2 CBo¥icTBa 3JIEKTPOHHBIX P ’ P 2.2, IIK-2.3,
0,5 0,5 31 Brinmonnenue pabota
ApPXUBHBIX JIOKYMEHTOB [IK-4.1, TIK-
MPAKTHIECKUX Hrorosoe 49 TIK-4.3
3aJIaHNM, TECTUPOBAHUE - ’
KOHTPOJIbHOM 3ayer
paboThI
TloaroroBka k
3a4eTy
Amnanmu3 IIpaktnueckoe
HOPMAaTUBHBIX 3aHATHE MK-2.1. TIK
1.3 ®opmarsl HCTOYHHMKOB I10 KonTtponbHas -
2.2, 11K-2.3
JIOJITOBPEMEHHOTO XPAHEHHUSI 0,5 0,5 25,7 3aJJaHHOU Teme paborta H.K’ 41 H'K’
JIOKYMEHTOB TToaroroBka k Hrorosoe 47 HI’< 43
TECTUPOBAHMUIO. TECTUPOBAHUE o ’
Brimonaenne 3ayeT




MPAKTUYCCKUX

3aJIaHNM,
KOHTPOJIBHON
paboThI
TlonroroBka x
3a4eTy
Ananuz
HOPMAaTUBHBIX
HMCTOYHHUKOB TI0
3aJJaHHOU Teme IIpakTuueckoe
TToaroroBka k 3aHATHE
1.4 DneKTpOHHBIN JOKYMEHT TECTUPOBAHUIO. KonTponbhas
KakK UCTOPHUYECKUI 4 0,5 0,5 28 Brinonnenue pabora
HWCTOYHHUK MPAKTHYECKUX Hrororoe
3a/1aHuH, TECTUPOBAaHUE
KOHTPOJIBHON 3auer
paboThI
TToaroroBka k
3ayery
HWroro no pazneny 2 2 113,7
Hroro 3a cemectp 2 2 113,7 3auéT
Hroro no aucuumivHe 2 2 113,7 3a4eT




5 Oo6pa3oBaTe/ibHbIE TEXHOJIOTUH

B mpouecc o0yuenus ans GpopMUpoBaHHs KOMIIETEHIIUI Ha 3asBJICHHOM YPOBHE
UCIOJIb3YIOTCA pa3iMuHble 00pa3oBaTeNbHble U HH()OPMALMOHHBIE TEXHOJIOTUH B IIPOLECCEe
OpraHu3aIyi yu4eOHO-TT03HABATEIHbHOM, HAYYHO-UCCIIEI0BATEIbCKOM, YAaCTUIHO-TTOMCKOBOH,
pEnpoOyKTUBHOM, TBOPUYECKOU 1€ATEILHOCTH CTYIEHTOB.

OO0yueHne HaYMHAETCs ¢ MPUMEHEHUS TEXHOJIOTHH LIeJIeNoJIaraiys, B Y4aCTHOCTH,
OOBSCHSIETCS, YTO BBIMTYCKHHUKH JIAaHHOTO HAMpaBJICHUsI MOTYT pabOTaTh HE TOJIBKO B
roCy/IapCTBEHHBIX, HO U HETOCYAapCTBEHHBIX OpPraHu3alusiIX — 00ecreunBaTh
JOKYMEHTHUPOBAHUE HE TOJIBKO YIPABICHUYECKON IEATEIbHOCTH, HO U OCHOBHBIX BUJIOB
NesITeNIbHOCTH, CUCTEMAaTU3UPOBATh 10-KyMEHTaJIbHBINA (DOH OpraHu3aIuii, co3jaBaTh U
BECTH KOPIIOPATUBHBIN aApXUB.

[Tockonbky nanHas npodeccuoHanpHas 3aja4a CeUaIuCTaMy Ha MECTax peliaercs
C TIOMOIIBIO OUCKOBOTO M HAYYHO-HCCIIEOBATENBCKOIO METOA, TO JaHHAsI TEXHOJIOTHSI HC-
MOJIb3YETCS U 17151 O0yUYeHUs CTYCHTOB.

[TonckoBoif METOT OCYIIECTBIISICTCS ¢ MpUMeHeHneM VHTepHeTa, paboToii ¢
npaBoBbIM TiopTasioM «KoucyneranT [Lmocy, «["apanT», opunmansaeiM caiitom Pocapxusa,
denepalibHOI CITyKOBI TOCYIaPCTBEHHOW CTATHUCTUKH, OUITUATBHBIX CAUTOB roc- U
MYHULHUIATBHBIX apXUBOB U JIp.

TexHoJIOTHsI TPOEKTOB SIBIIIETCS OCHOBHOM TEXHOJOTHEN, OpraHU3YIOIIEH
CaMOCTOATENbHYIO JIEATETbHOCTh CTYIEHTOB. Pe3ynbTaThl CBOMX MOUCKOB CTYACHTHI
oopMIISIOT B BUIe OMOIMOrpauecKux U apXUBHBIX 0030POB, MPOCKTOB YUETHBIX U
CIIPaBOYHBIX IOKYMEHTOB apxuBa. CTyAEHTHI IPEACTABIISIIOT PE3YJIbTAThl CBOEH MTPOECKTHOM
JesTeIbHOCTH B UHTEPAKTHUBHOU (hopMe — TOKIaia o TeMe 0030pa win pedepara,
COCTABJISIFO KOHCIIEKT JIOKJIaJa B BUJI€ OCHOBHBIX TE€3MCOB, KOTOPBIE JAIOTCS MO/ 3aMUCh
CTYJIEHTaM T'PYIIIIbI.

PedepatuBHas pabora mo3Bosser 60see yriayOaeHHO U3YIHUTh TPodIeMy
WCCIICIOBAHMS, PACIIUPUTh IOHUMAHUE U 00JIaCTh CBOMX 3HaHMA. DTO dpopma
CaMOCTOSITENTLHOUN paboThI, (HOPMUPYIOIIAS HABBIKK K CAMOCTOSTEILHOMY MTOMCKY HOBBIX
3HAHUU U U3JI0KEHUE MaTepHalia C OMOPOil Ha MEPBOUCTOYHUK BKITIOYAET B CEOS
pedepupoBanus MOHOTpaUil U cTaTell B HAYYHBIX U HAYYHO-TPAKTUIECKHX KypHAIaX.
PedepaTtuBHbIii 0030p, peACTaBISEMBbIN HA IPOBEPKY, JOJHKEH OTBEYATh TPEOOBAHUSIM
HAyYHBIX padoT.

J1st KOHTPOJISL PEeNPOLYKTUBHOM AESITEIIBHOCTU CTYACHTOB HCIOIB3YETCA
TECTUPOBAHUE.

TexHoIOTHE MOHUTOPHHTA PE3yIbTaTOB 00pa30BaTENLHOMN NEATETHHOCTH B IIEJIOM
SIBIITFOTCSI: KOHTPOJIBHBIC JOMAITHIE PabOThI M CAMOCTOSITENIbHAS padoTa, 3a4eT, 3a4eT ¢
OIICHKOI, 9K3aMEeH, KypcoBasi padora.

TexHonorust MOpTHOIHO TO3BOJSET YUUTHIBATH PE3YIbTAThI, JOCTUTHYTHIE
CTYJIEHTOM B Pa3HOOOPA3HBIX BUJIAX JIEATEIBHOCTH - TPAKTUYECKHUX 3aHSATHUSAX, IPU
MIPOSKTUPOBAHHUH OMHUCH IS, IPH TECTUPOBAHUH, pedheprUpOBAHUH, COCTABICHUN
COOCTBEHHBIX JIOKJIAI0B. J[aHHASI TEXHOJIOTHS SIBISICTCS BaXKHBIM DJIEMEHTOM
JeSTeIbHOCTHOTO TTOJIX0/1a B 00y4YeHNH 0akalaBpOB M0 HAMPABICHHUIO MTOATOTOBKU
«JlokymMeHTOBeIcHHE U apXUBOBEACHUEY. [[11s1 o1ieHKH OPT(HOINO MPUMEHSETCS
PEUTHHIOBAsl TEXHOJIOTHS OLICHKH 3HAHHM.

Hcnonb3yroTest TUCTaHIIMOHHBIE 00pa30BaTENIbHBIC TEXHOJIOTH, PEATH3yEeMbIC B
OCHOBHOM C TIPUMEHEHHEM WH(OPMAIMOHHBIX U TEJIEKOMMYHHUKAIMOHHBIX TEXHOIOTHI MPU
OTOCPEIOBAaHHOM B3aMMOJICHCTBHH 00YYarOIIerocs ¥ MeAarornyeckoro paboTHUKA.
[IpakTuueckue 3aHATHS POBOJATCS B HopMe MPAKTHUECKON MOJTOTOBKHU B YCIOBHSIX
BBITIOJTHECHUST 00YJarOITUMUCS BUJIOB paboT, CBA3aHHBIX ¢ OyayIiei mpodeccnoHaabHOM
NesITeNIbHOCTHIO M HANIPaBJICHHBIX HAa (OPMUPOBAHUE, 3aKPEIUICHNE, Pa3BUTHE MPAKTHYECKIX
HABbIKOB M KOMIIETEHIIUH 10 PO U0 00pa3oBaTeIbHOM MPOrPaMMBI.



6 YueOHO-MeTOAUYeCKOe o0ecnedeHne CaMOCTOATEIbHOI padoThl 00y4aroIMXCs

[IpencrapieHo B mpuioxeHuu 1.

7 OueHoYHbIE CpeCTBA JJIS IPOBeIeHHsI IPOMEKYTOYHOM aTTeCTAIMHU
[IpencraBieHbl B TPUIOKEHUU 2.

8 YueOHO-MeTOAMYECKOEe U HH(POPMALIMOHHOE o0ecnieYeHre JUCHUIIMHBI

a) OcHoBHas JUTEpaTypa:

1. bapunosa, E. b. DnexkTponHslii apxuB : yueOHuk ams By3oB / E. b. bapunosa. —
Mocksa : M3natenscTBo FOpaiit, 2025. — 166 c¢. — (Bricmiee odopazoBanue). — ISBN 978-5
-534-16886-0. — Tekcr : anekTpoHHbIl // Obpa3zoBaTenbHas miardopma FOpaiit [caiit]. —
URL: https://urait.ru/bcode/568533 (marta obparmienus: 31.01.2026).

2. Packun, 1. I. TocynapcTBEeHHbIE, MyHUIIUTIAIbHBIE U BEIOMCTBEHHbIE aPXUBHI :
yueOnuK it By30B / JI. U. Packun, A. P. CokonoB. — 2-¢ u3j., nepepad. u 101, —

Mockga : U3natensctBo FOpaiit, 2025. — 115 ¢. — (Briciiee oOpa3oBanue). —
ISBN 978-5-534-21253-2. — Tekcr : anekTpoHHbI // OOpazoBarenbHas miatdgopma FOpaiit
[catiT]. — URL: https://urait.ru/bcode/569373 (mara oopamenus: 31.01.2026).

3. Makaposa, A. K. OcHOBBI ynpaBiieHUsI apXUBHOW TOKyMEHTalMeH : yaeOHo-
MeTtonudeckoe mocodue / A. K. Makaposa ; MI'TY. - Maraurtoropck : MI'TY, 2015. - 1

anekTpoH. onT. Auck (CD-ROM). - 3ar. ¢ Tuty:. skpana. -
URL:https://host.megaprolib.net/MP0109/Download/ToView/20664?1db=db0109 (maTa

obpamenust: 31.01.2026). - MakpooOBbeKT. - TeKcT : 3JeKTpOHHBIN. - Pexum gocryna:
JUIs aBTOPU30BAHHBIX TOJIb30BaTeNel. - CBeeHus T0CTyHbI Takke Ha CD-ROM.

0) /lomoJiHUTeIbHAS JINTEpaTypa:

1. Benmukanosa, C. C. ApXHBBI 110 JUYHOMY COCTaBY : Y4€OHO-METOMYECKOE
nocobue / C. C. Benukanosa ; MI'TVY. - Marautoropck : MI'TY, 2018. - 1 anekTpoH. omrT.
muck (CD-ROM). - 3aru. ¢ tutyn. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2069  (mata obpareHus:
31.01.2026). - MakpooOBeKT. - TekcT : aneKTpoHHbIN. - CBeIeHUs TOCTYMHBI Takke Ha CD-
ROM.

2. l'ocynapcTBeHHbIE, MyHUIIMTIAIBHBIE U BEIOMCTBEHHbBIE apXUBHI | yueOHOE
nocobue [m1st By30B] / coctaBurenu: C. C. Benukanosa, . B. Kamry6a ; Marauroropckuii
roc. rexundeckuit yH-T um. I'. 1. HocoBa. - Marautoropck : MI'TY um. I'. K. Hocosa, 2020.
- 1 CD-ROM. - ISBN 978-5-9967-1814-6. - 3ara. ¢ TuTya. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2709
(mata oopamenus: 31.01.2026) . - MakpooOBeKT. - TeKCT : 31eKTpOHHBIN. - CBEICHHS TOCTYITHBI
taxxke Ha CD-ROM.

3. Makaposa, A. K. OcHOBEHI ynipaBiieHUsI apXUBHOM JOKYMEHTAIMEH ;| yaeOHO-
Meroandeckoe mocooue / A. K. Makapona ; MI'TY. - Marauroropck : MI'TVY, 2015. - 1
anekTpoH. onT. 1uck (CD-ROM). - 3arn. ¢ tutyin. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/ToView/20664?1db=db0109 (marta
obpamenust: 31.01.2026). - MakpooOBbeKT. - TeKCT : 37eKTPOHHBIN. - Pexxum goctyna: s
ABTOPM30BAHHBIX IOJIb30BaTeNel. - CBeieHus N0CTyIHbI Takxke Ha CD-ROM.

B) MeToau4ecKkue yKazaHus:

CamocrosiTenpHas paboTa CTyICHTOB By3a : MpakTUKyM / coctaButenu: T. I
Heperuna, H. P. ¥Ypazaesa, E. M. PazymoBa, T. @. OpexoBa ; MarHuTOropckuii roc.


https://urait.ru/bcode/568533
https://urait.ru/bcode/569373
https://host.megaprolib.net/MP0109/Download/ToView/20664?idb=db0109
https://host.megaprolib.net/MP0109/Download/MObject/2069
https://host.megaprolib.net/MP0109/Download/MObject/2709
https://host.megaprolib.net/MP0109/Download/ToView/20664?idb=db0109

texuudeckuil yH-T um. . 1. HocoBa. - Maruauroropck : MI'TY um. I'. . Hocosa, 2019. - 1
CD-ROM. - 3arz. ¢ tutyi. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2391
31.01.2026).

(mara oOpameHus:

MeTtoanueckie peKOMEHAANH K MPAKTHUECKUM 3a/IaHUSIM U KOHTPOJILHOM paboTe
IIPE/ICTABJIECHBI B IPUIIOKEHUAX 1 1 2

r) [Iporpammuoe odecnneyenne u UHTepHeT-pecypcehl:

IIporpammHoe obecnevyenue

Haumenosanue o
o Ne norosopa Cpoxk neiicTBUS JTMLIEH3UH
7Zip cB00OIHO pacnpocTpansemoe [10 6eccpodHo
Bpaysep Mozilla
Firefox cB00OIHO pacripocTpansemoe [10 OecCpovYHO
Bpaysep Yandex |cBoGonHo pacmpoctpansemoe [10 6eccpodHO
FAR Manager cB0001HO pacnpocTpansemoe [10 6eccpodHO

Ipodeccnonanbubie 0a3bl JAHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

HasBaHue xypca

CchUIka

Nudopmarnmonnas cucrema - baHk TaHHBIX yrpo3
6e3onacHoctu nHpopmarmu PCTIK Poccun

https://bdu.fstec.ru/?
ysclid=lujkqy7cnw630508962

Nudopmannonnas cucrema - HopMatuBHbIE MPaBOBbIC
aKTbl, OPraHU3alMOHHO-PACTIOPSAIUTENbHbIE
JIOKYMEHTbI, HOPMaTUBHbIE U METOINYECKUE
JIOKYMEHTBI U ITOATOTOBJIEHHBIE IPOEKTHI JOKYMEHTOB
no Texuuueckoit 3aumre uHpopmanuu @CTIOK Poccun

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

®denepanbHbIN 00pa30BaTEIbHBIN TTOPTAT — DKOHOMHKA.

Conmonorusa. MeHeKMEHT

http://ecsocman.hse.ru/

DnekTpoHHbIe pecypcbl ondmuoreku MI'TY um. ..
HocoBa

https://host.megaprolib.net/M
P0109/Web

Poccuiickas 'ocynapcTBennas Oubnuoreka. Karanoru

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

HanmonansHas nHGOpMaIMOHHO-aHATUTHIECKAST
cucrema — Pocculickuii HHAEKC HAyYHOT'O LIMTUPOBAHUS
(PHMHIT)

URL:
https://elibrary.ru/project risc.
asp

DnekTpoHHas 0aza nepuoandeckux m3ganuii OO0
«ABUCY

https://eivis.ru/

9 MaTepHuajibHO-TEXHHYECKOE o0ecneuyeHne JUCHUILIMHBI (MOAYJIs)

MaTepI/IaJ'II)HO-TCXHI/I‘ICCKOC obecneyeHne JUCLMITIIIMHBI BKIIIOYACT:



https://host.megaprolib.net/MP0109/Download/MObject/2391

VY4eOHble ayAUTOPUN [T TPOBEICHUS AUCTAHIIMOHHBIX 3aHATHI JEKIIMOHHOTO THUIA :

CTOJI KOMITBIOTEPHBIH, CTOJI MUCBMEHHBIN, CTYJT OUCHBIN, JOKyMeHT-Kamepa Epson,
uctounuk oecrnepedoiinoro nuranus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paszpeleHus, KOMIbIOTEP MePCOHANBHBIN (TUIl 6), IpoekTop ViewSonicPJD7526W,
cnukepdon HacTonpHBINA Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHUYECKas HACTOJbHAs, CTepEOrapHUTypa (MUKPO(OH C IIyMOIOAaBICHUEM ), SKPaH
HacteHHblid Digis Optimal-C MW DSOC-11032%2

Y4eOHble ayAUTOPUH IS TPOBEICHUS TPAKTHUECKUX 3aHATHH, TPYITIOBBIX U
WHIUBUAYATBHBIX KOHCYJIBTAIIUH, TEKYIIIETO KOHTPOJIS U MPOMEKYTOUHOM aTTECTAIINH:

CTOJI KOMITBIOTEPHBIH, CTOJI MUCBMEHHBIN, CTYJT OUCHBIN, JOKyMeHT-Kamepa Epson,
uctounuk oecrnepedoiinoro nmuranus POWERCOMIMD-1500AP , kamepa BBICOKOTO
pas3peleHus, KOMIbIOTEP MePCOHANBHBIN (TUIl 6), poekTop ViewSonicPJD7526W,
cnukepdon HacTonbHBINA Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHUYECKas HaCTOJbHAs, CTepEOrapHUTYypa (MUKPO(OH C IIyMOIOAaBICHUEM ), IKPaH
HacteHHbIiDigis Optimal-C MW DSOC-11032%2

[TomereHus i1 CaMOCTOSITEILHON pabOTHI 00YYAIOIIMXCS: TIEPCOHAILHEIC
KoMIbroTepsl ¢ makeToM MS Office, Beixonom B IHTEpHET U ¢ JOCTYIIOM B 3JIEKTPOHHYIO
nH(OPMAIMOHHO-00pa30BaTEeNbHYIO Cpey YHUBEPCUTETA.

[Tomemenue as XpaHeHUs ¥ MPOPIIAKTHYECKOTO 00CITY)KHUBaHUS YIeOHOTO
000pyIOBaHUSL: CTEIIAXKH JUISI XPAaHEHUs yUeOHO-HATTISAHBIX TOCOOUH 1 y4eOHO-
METOAUYECKON JIOKyMEHTALUU

IMpuiaoxenne 1

IIpakTH4Yeckoe 3a1aHue

3apaHue 1. Onpegenute TMN A0KyMmeHTa. KaKoit lopuguueckoit cunoii o6nagaer gaHHbli JOKYMeHT?
OTBeT aprymeHTMpOBaTh.



®DenepanbHas ciryx0a 1o Haa30py B chepe
CBSI3H, HH()OPMALMIOHHBIX TEXHOJIOTHH U
MacCOBBIX KOMMYHHUKALIUH

Beinucka
13 peecTpa 3aperucTpupoBaHHbIX CPEACTB MAcCcoBOM MHAOpMaLK
no coctosHuio Ha 23.09.2020 r.

PerucTpaumoHHbIi HOMep 1 aTa NPUHATUA PELLIEHUA O PerucTpauuu: cepus M1 Ne ®C77-
79220 om 22 ceHmabpa 2020 2.

Craryc

cpeactsa
7/ itarian and ical Research

A3bIK(K): pycckull, aHeautickuil

Appec 455000, o6n., 2. np-m flenuria, 9. 26, ayd. A12

nj u (un) Hay4Has: Kue,
obuecmeaeHHble, (unonozuvecKue HayKu

dopma o (BMA - ANA NEPUOAMYECKOrO NEYaTHoro
): IMep: Koe usdaHue, xypHan

Te Poccutickan

P, cmpae!

P (coy
y 8bicwezo Y uii i Kuti
yHusepcumem um. I.W. Hocoea" (OIPH 1027402065437)

[

Hdsdchotee3dadgno
" 00320020003 HLa0!
Bumorpanos

3amecTuTens HavyanbHuka
YnpaBneHus paspeLumtensHomn
paGoTbl, KOHTPONS U Haji3opa B cthepe
MaccoBbIX KOMMYHUKaLU M.B. BuHorpagos

Memoduuecxuepelcomem)auuu O 8bINOJIHEHUIO 3A0AHUS

Hzyuume meopemuueckuti mamepuan «llonamue 06 >31eKMPOHHOM APXUBHOM OOKYMEHMEN.
gvinuwiume 0as cebsi Munvl NEKMPOHHBIX OOKYMEHMO8 U ux oughgpepenyuanvhvle NPUSHAKU.
H3zyuume npeonacaemviii OOKyMeHm u Hauoume COOMEEHCMBUS NPUSHAKAM MO0 ULU UHO20
muna 31eKmpoHHO20 OOKYMeHmd. Ycmanosume 6 nepeyio ouepedb, A6NSemcsi au OAHHbII
O0KYMeHm noOauHHUKOM unu konuei. Kakue npusnaxu ceudemenvcmsyiom oo smom?

Co3z0an nu Oaunviil Ookymenm ¢ CIM unu 5mo 31eKmpoHHAsE KONUs OYMANCHO20 OOKYyMeHma?
Kaxkue pexeusumul ceudemenvcmsyrom o6 smom?

3aganme 2. Cosaaiite pparmeHT UHCTPYKL MM NO AENONPOU3BOACTBY, PEraMeHTUPYIOWMIA NOPAAOK
KOMN/IEKTOBAHUA apXUBa 31eKTPOHHbIMU AO0KYMEHTaMM A,0/rOBPEeMEHHOro XpaHeHus.

Memoduuecxuepelcomem)auuu RO 8bINOJIHEHUIO 3A0AHUS

1.M3yt4ume cnedyfomue dOKyMEHmbI, coenas usesie4eHusA, KacarowuecA rnpasus opeaHusayuu rnpouyecca
KOMI/1EKMOBAHUA apxuea 3/IEKMPOHHbIMU apXusHbIMU GOKyMEHmGMU pasHo2o muna:

1. Ilpuka3z PocapxmBa ot 11.04.2018 N 44 "OO6 yrtBepxkaenmn llpuMepHON WHCTPYKIHMH TIO
JIEJIOTIPOM3BOACTBY B TOCYAapCTBEHHBIX opranm3amusax’ (3apeructpupoBano B Muntocte Poccnu
17.08.2018 N 51922)

2. Meroauveckne PEKOMEHIAIMUA 10 3JEKTPOHHOMY KOIHMPOBAHUIO APXMBHBIX JIOKYMEHTOB W
YIpaBJICHUIO MOTYYSHHBIM HH(DOpMAIIMOHHBIM MaccuBoM. 2012 rona, coct. F0.1O. FOmamesa //
ITopran «apXUBBI Poccun» URL:
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml.



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

[Ipuka3 MunkyneTypsl Poccun ot 31.03.2015 N 526 "OO6 yTBep»KAECHUH NMpaBU OpPTaHU3aLNU
XpaHEHHs, KOMIUIEKTOBAaHMS, ydeTa M HCHOJIb30BaHUS JOKYMEHTOB ApPXHBHOTO (oHIA
Poccuiickoii @enepaliu U IpyTrux apXUBHBIX JOKYMEHTOB B OpraHax roCcyJJapCTBEHHOU BIIACTH,
OpraHax MECTHOTO CaMOYIPaBJICHHS U OpPraHU3alHAX "

[Ipuka3 denepanbHOro apxuBHOro areHTcrsa ot 9 aexadbps 2020 r. Ne 155 "OO yTBepkacHUU
[IpaBui opranu3aiy XpaHeH!s, KOMIUIEKTOBAHUS, y4eTa 1 FCTIOJIb30BaHNS HAyYHO-TEXHUIECKON
JOKYMEHTAIlMM B OpraHax TOCYJapCTBEHHOW BIIACTH, OpPraHaXx MECTHOTO CaMOYIIPaBIEHHUS,
rOCYAapCTBEHHBIX U MyHULMIAJIBHBIX OpraHu3anusax"

[Ipuka3 PocapxuBa ot 02.03.2020 N 24 "OG6 yrtBepxnenuu [IpaBun opraHuzanuy XpaHEHHS,
KOMIUICKTOBAHMsI, Y4YeTa M HCIOJIb30BaHUS JTOKyMeHTOB ApxuBHOro ¢onga Poccuiickoit
®enepan U IPyruX apXUBHBIX JOKYMEHTOB B FOCYJapCTBEHHBIX M MYHHIIMIIANBHBIX apXUBax,
My3esX M OmOnmmoTekax, Hay4dHbIX opranmsaunusax" (3apeructpupoBaHo B Munrocte Poccun
20.05.2020 N 58396)

2. Conocmagvme mpeb08anus pasHvlX HopmamusHulx akmos. Opuenmupysicy na IlpumepHyro
UHCMPYKYUIO NO 0eNONpou3800cmsy 6 2ocyoapcmeennvix opeanuzayusax (2018) cocmasvme
@pazmenm, pezrameHMupyOWUL NPoYecc co30anus U NOO2OMOBKU K APXUBHOMY XPAHEHUIO
9NEeKMPOHHBIX OOKYMEHMO8.

3aganue 3.

HN3yuure CKPUHIIOT CTPaHUIBI

(e )|

«EBdpar».

CpaBHutre o0bem wuHpoOpManun

(PeKBU3UTOB U METAJaHHBIX) HEOOXOAUMBIX VIS U3/IaHUA B JIAHHOW CHCTeMe MPUKA3a IO
OCHOBHOH JeATEJILHOCTH
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Kak Ha3biBaeTcsa 3/1eKTPOHHAA Konua 6ymMma*KHOro AOKYMEHTA, NepeBeseHHan B INEKTPOHHYI0 ¢opmy
C NOMOLLbIO CPEACTB CKAHUPOBAHUA:

a) 3IEKTPOHHbIN [LOKYMEHT;

6) 3/1eKTPOHHbIN 06pa3 AOKYMEHTa;

B) macTep-Konus;

r) pabouana Konus

MO3KHO 11 3aBePUTb 3/IEKTPOHHYIO KOMUIO BYMaXKHOro AOKYMeHTa?

a) MOXKHO, ec/iM NoAnucaTb 3/IEKTPOHHbI 06pa3 LIIM;

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

B) HET, T.K. He CYLLLeCTBYET TEXHOOTMI AN 3aBEPEHMA I/TEKTPOHHbBIX KOMUIA.

r) HeT, T.K. HX NPU KaKnX 06CTOATENbCTBAX 31EKTPOHHAA KONKUA BYMaXKHOro AOKYMEHTa HE MOXKeT
NOJIYYUTb OPUANYECKYIO CUNY

IMpoxoskure ppasy: «B 31eKTPOHHOM JOKYMEHTO000POTE UCHOJIb3YHOTCH ...»
a) KakK DIIEKTPOHHBIE 00pa3bl, TaAK M COOCTBEHHO D3JIEKTPOHHBIC TOKYMEHTHI, 00JaJaroIue
IOPUANYECKON CHIION;
0) TOJBKO AJIEKTPOHHBIE 00pa3kbl,
B) TOJIbKO COOCTBEHHO 3JICKTPOHHBIE TOKYMEHTBI, 00J1a/Taf0IIHE FOPUINICCKON CHIION.
') KaK 3JeKTPOHHbIE 00pa3bl, TaK U COOCTBEHHO 3JIEKTPOHHBIEC JOKYMEHTHI, 00Jalatomue u He
obJaaronye IopUInIeCcKOn CUITON.
B kakoM [0KyMeHTe OpPTraHU3allid perjaMeHTHPYeTCsl TOPSIAOK WCHOJIb30BAHU,
cocTaBjieHUA U 0popMJIeHH S 3JIEKTPOHHBIX JOKYMEHTOB?
a) B HOMEHKJIAaType Jel,
0) MHCTPYKIIUHU TI0 JACIIONPOU3BOACTBY
B) yCTaB€ OpraHU3alu1
') B cepTuduKare KIro4a MpoOBEPKH AIEKTPOHHON TTOIHCH.
Yem MOKHO O6BACHUTL OTCYTCTBUE HAAEKHOTO PELUEHUA TEXHONOTMHECKUX U

OPraHMU3aLMOHHbIX NPO6aeM AONTOBPEMEHHOrO XPaHEHUA 3NEKTPOHHbIX JOKYMEHTOB?
YCKOPEHHbIMKM TemMnamu pas3suTua UKT B obnactm nudopmatnsaumm;
YC/IOXKHEHMEM CaMUX MHPOPMALMOHHBIX CUCTEM;

6onbWUMK yeuansamm no obecneyeHmto MHPopmaLMoHHON 6e30NacHOCTU 1 3aLLMTbI CAMOM
MHPOPMaLNKN OT HECAHKLMOHMPOBAHHOIO AOCTYNa;

BCE yKa3aHHOEe BEpPHO.

OnpeaeneHue 3/1eKTPOHHOTO AOKYMEHTa KaK «3/71eKmpPOHHO20 npedcmasneHus
OpUEHMUPOBAHHbIX 10 CMPAHUYAM a2pe2uposaHus MEeKCMoasbIX U 2pagpuyeckux OAHHbIX, d MaKice
MemaoaHHbIX, Nose3HbIX 0718 UGeHMuUgUKayuu, NOHUMAHUSA U 8U3yanu3ayuu mex 0aHHbIX, Komopeble
Mo2ym 6bimb 8ocnipoussedeHsbl Ha bymaze uau onmu4vecKoli Mukpogopme 6e3 3Hayumoli nomepu
€20 UHhOPMAUUOHHO20 COOEPIAHUA» faeTca B cheaylow,em HOPMaTUBHOM AOKYMEHTe:



FOCT 2.051-2006: EOuHas cucmema KOHCMPYKMOopPCKol 0oOKyMeHmMauyuu. 31eKmpoHHble
dokymeHmol. Obujue nonoxceHus

FOCT P 7.0.8-2013 «Cucmema cmaHOapmos rno uHgopmayuu, bubauomeyHomy u
uzoamensckomy Oeny. [enonpou3so0cmeo U apxusHoe 0esno. TepMuHbl U onpedesneHus »

ISO 19005-1:2005(ru) «YnpasneHue dokymeHmauuel. Popmam ¢halinos 31eKMpPoHHbIX
00KyMeHmo8 0714 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/ISO/TR 18492:2005 «ObecneyeHue 00a1208pemMeHHOl CoXpaHHoCmu
3/1eKMPOHHbIX OOKYMeHMo8»

Niobas 3/1IEKTPOHHAaA KONUA A0KYMEeHTa, NnepBoOHa4Ya/IbHO CO34aHHOIO Ha 6yMa)KHOM Hocutene,
Ha3blBaeTCA...

mMacTep-Konus
3/1EKTPOHHbIN 06pa3 AOKYMEHTa
3/1EKTPOHHbIN AOKYMEHT

OpUrnHan-kKonumA

DNEeKTPOHHbIN pecypc apXxusa, BO3HMKaIOLWMII nocne oundpoBKU AOKYMEHTOB Ha aHaN0roBbIX
HOCUTENAX Ha3blBaeTcA...

arperauus
3N1eKTPOHHbIN GOHA NONb30BaAHUSA
¢oHA, 0cob0 LLEeHHbIX LOKYMEHTOB

APXUBHbIW ayTCOPCUHT

KnioueBoit npo6aemoii 3IN1eKTPOHHbIX KOMUii Kak UCTOPUYECKUX UCTOHHUKOB y4YeHble Ha3biBaloT
«HEe3aMKHYTOCTb» NpoLecca Co34aHuA 3/1eKTPOHHbIX KONuit. YTo 3To 03HauyaeT?

a) 3/1eKTPOHHbIN AOKYMEHT CBA3aH rMNepccblikamuy;

6) Ha NtobOM 3Tane TEXHONOrMYECKOro LUMKNIa U npeaoctaB/ieHNA KOMUKN B AOKYMEHT MOTYT 6bITb
BHeCeHbl U3AMeHEHUNA, KOTOPblE NMPaKTUYECKN HEBO3MOXHO O6HaPY)'I-(VITb 6es AOCTyna K OpUrnHany,

B) 3/1EKTPOHHbIE AOKYMEHTbI HY}KHO ByAeT HECKONbKO pa3 nepes3anucbiBaTh NPU AAUTENbHbIX CPOKaXx
XpaHeHus;

F) KOJ/IN4ecCTBO KOI'IVIVI, cAenaHHbIX C AOKYMEHTOB, HN4YEeM He OrpaHnN4YeHo.

B aToli cBA3M ocobeHHO OCTpPO BCTaeT I7p06/7€MG aymeHmu4YHocmu 3/7€KmpOHHOU Konuu I'IOdﬂUHHUKy,
NMOCKO/JIbKY 3/1EKTPOHHbIE KONWNK 3a4aCTytO MNO3NLUMOHUNPYIOTCA KaK d)aKCVIMVI}'IbHOE nnn d)OTO-



BOCMPOU3BELEHNE NCTOPUYECKOTO UCTOYHUKA, @ UX NPeACTaB/eHne B KOMMNbIOTEPHbIX CUCTEMAX
YMTa/IbHbIX 33108 M B yAa/I€HHOM A0CTyne B ceT MIHTepHeT NpMpaBHUBAETCA K Hay4yHOMN Ny6anKaumm,
KOTOpas A0/IXKHa 3aMeHUTb paboTy C NOAJMHHUKOM.

B uem 3ak/to4aeTcsa Npobaema aBTOPCTBA M aBTOPCKOro NpaBa, BO3HMKAOLWAsA B OTHOLWEHUN CO34aHHbIX
3N1EKTPOHHbIX KOMUIA?

a) BO3MOXXHOCTb NpaBoOMepHOM Ny6anKaL MmN 3N1EKTPOHHbIX KOMUIM TPYAHO O4HO3HAYHO YCTaHOBUTD, T.K.
Ntobas HepernameHTMPOBaHHAA M HECTaHAAPTU30BaHHaA rpaduyeckan 06paboTKa 3NEKTPOHHON Konuu
MOXET PacCMaTPMBaTbLCA KaK ee TBOpYeCcKan nepepaboTka, a pe3y/bTaT TaKoro BMellaTe1bcTBa
ABNAETC 06BEKTOM aBTOPCKOTO NpaBa COTPYAHMKA, KOTOPbIN NpoBoANUA rpaduyeckyo 06paboTky.

6) cama npeobpasoBaHHan KONWUSA CTAHOBUTCA CAMOCTOSATE/IbHBIM NPOAYKTOM, OTAE/IbHOM
MaTeprabHOM CyLLLHOCTbIO (PpaKTUUYECKMU «HOBBIM» MCTOPUYECKMM UCTOYHUKOM) — PE3Y/IbTaTOM
WHTENNEKTYaIbHOM AeATeNbHOCTH;

B) 3/1EKTPOHHbIE AOKYMEHTbI HUKOMY He NpUHagaexaTt, N03ToMy X Konun cBoboaHo
pacnpocTpaHAtoTCs;

r) Konua npeactaBnseT coboi HOBbIM CaMOCTOATE/NIbHbIX MaTePUasbHbIA 06BEKT, KOTOPbIN Npu Ntobown
TEXHO/IOMMKU CO34aHMA KonNui (MUKPOdUNbMUPOBAHUN, OLLUPPOBKE) HE BOCMPOM3BOAMT (T. €.
YTPauMBaET) Ty HEOTbEMNEMYHO YAaCTU MHGOPMALMM UCTOYHMKA, KOTOPasA 3aK/1to4eHa B MaTepMaibHOM
HocuTele MOA/IMHHMKA.

MNop, Kayecmeo 3neKMpPoHHOU Konuu NoAPasyMeBaeTcA: ayTeHTUUHOCTb (aAeKBaTHOCTb) ee
coaeprKaHua coaeprKaHuio (noHMmaemomy B CamoOM LLMPOKOM CMbIC/ie 3TOro €10Ba) NOANNHHUKA
MCTOPUUYECKOro UCTOYHUKA; ee penpe3eHTaTUBHOCTb; NONIHOTA; A,0CTOBEPHOCTb; lopuauyeckas
3HauUMMOCTb (B OTAEeNbHbIX cayyasx) u ?... Ha3oBuTe HepocTaloLee CBOMCTBO KaueCTBEHHOM
3NEeKTPOHHOI Konuw.

(¢pyHKYUOHANbHOCMb UCCIE008AMENLCKO20 UHCMPYMEHMAPUS, MPEdoCmasaemoz20 8 PAMKAX pecypcad)
Pa3BuTME HOPMATMBHOIO NPABOBOrO PETY/IMPOBAHMUA U METOANYECKOTO PYKOBOACTBA B chepe
aBTOMATU3aLUM apXUBHOU chepbl HAYANOCb B NepUoA;:
C KoHua XIX B. —1950-x rr.
¢ 1950 — nep. non. 1970-x rr.
CO BTOpPOW nonoBuHbl 1970-1980-€ rr.

Ha pybexe 1980-1990-x rr.

dopmat PDF/A gna apXMBHbIX SOKYMEHTOB rapaHTUpyeT, uTo...

3TOT paltn MOXKHO ByAEeT OTKPbITb B 11060 ONEepPaLMoOHHOM CUCTEME Yepes KaKkoe YrogHo Bpems
C MOMOLLbIO NPUIOKEHUSA, NOAAEPHKNBAIOLLETO COOTBETCTBYOWMI dopmarT;



BU3YyanbHbI BUA, COAEPMKAHMA NPABUIbHO OTPAXKaeT 060N MCXOLHbIN MaTepuan UCTOYHMKA,
NCNO/1Ib30BaHHbIN ANA CO34aHWUA CorlacoBaHHOro ¢amnna;

He NPoM30MnaeT 3aMeHbl WpKdToB, NepedopmaTMpPOBaAHMA TEKCTA;

He ByayT M3MeHeHbl pa3amepbl U306parKeHNn NN NPOMU30MAET CKaThe MHOoPMaLUK C
noTepAmM.

FOCT P 54989-2012/1SO/TR 18492:2005 «O6ecneueHne A0AroBpemMmeHHON COXPaHHOCTH
3NEKTPOHHbIX AOKYMEHTOB» Ha3blBaeT 6 KtoueBbix GpaKTopoB, KOTopble XpaHuTenu nipopmaumm
BO/KHbI NPUHATb BO BHUMaHMeE Nnpu pa3paboTKe cTpaternm AoAroBpemeHHOU COXPaHHOCTH
apXMBHbIX AOKYMEHTOB: YUmaemocms 31eKmMpoOHHbIX O0KYyMEHmMoe; UHmepnpemupyemocms
3/1eKMPOHHbIX OOKYMEeHmMo8; 00CMynHOCMb 3AeKMPOHHbIX OOKYMEHMOB; MOHAMHOCMb
3/1eKMPOHHbLIX OOKYMEHMOo8; aymeHmMuUYHOCMb 3EKMPOHHbIX OOKYMEHMOB... YKaXunTe
HepocTaloWwMii pakrop.

IMYNIALMS;
NAeHTUGULMPYEMOCTb,
HaZeKHOCTb;

3aLUMLLEHHOCTD.

HaiiguTe BepHoe npopgonxeHue ¢ppase: «KoHTponbHaa cymma daina — 310...»

- MArHWTHbI AW ONTUYECKUIN HOCUTENb OAHOKpaTHOI‘/JI 3anuncu;

- MeTo obecneyeHus HaOEeXHOCTH 3I'IEKTp0HHOI7I nepegayvyun gaHHbIX, 404 noarBepxa4eHunAa Toro,
YTO HUKaKMEe U3MEHEHMA He BblI BHECEHbI B 3/1EKTPOHHbIe JOKYMEHTbl C MOMEHTAa UX

nepBOHAYa/IbHOro COXpaHeHUA;

- 3aLMLLEHHANA KNINEHT-CepBEPHAN apXUTEKTYPa, KOTOPYHO MOXKHO UCNOb30BaTb A5
6/10KMPOBAHMNA HENOCPEACTBEHHOIO AOCTYMNA K 3/1€KTPOHHbIM AOKYMEHTaM, U KOTOpas B UTore
No3BOSIET OpPraHn30BaTb AOCTYN "TO/NIbKO Ha YTeHue";

- OAHOCTOPOHHAA X3LLI-¢YHKLI,VIFI, MCNO/b3yoLWana a/ifToOPUTM, I'IO3BO}'IFHOLLI,VII7I CXaTb 3/IEKTPOHHbIE
AOKYMEHTbI 40 d)VIKCI/IpOBaHHOI'O yucna 6uTOB.

KonTposbHnas padora

1. C nmoMoImpl0 CKaHUPYIOIIMKA YCTPOMCTB co3faiiTe o0pa3 JOKYMEHTa, He COJEpKallero
nepcoHanbHble JaHHblE. J[s co3MaHus AJIEKTPOHHOIO JOKYMEHTa HCHOJNb3yHTE (OpMaThI,
MNpeaAHa3HAYCHHBIC JJI JOJITOBPCMCHHOTO ApXUBHOI'O XPAHCHUSA JJOKYMCHTOB.



2. OcymiecTBUTe  MapKUPOBKY  JaHHOTO  JIOKYMEHTA, TOJNB3YSCh  METOAUYECKUMHU
pexomenmpanusmu BHUNJA]L mox pea. FOmameBoii. O0bsICHUTE, KAaKUE JIIEMEHTHI OMTUCAHUS, C
KaKOM 11eTbI0 OBUTH BHECEHBI B MAPKUPOBKY?

Memoouueckue pexomenoayuu x 3adanuio 1
1. IIpouwnraiite:

6. Pasmen 2 «Dopmamvr u mexmonrocuu Op2AHU3AYUU APXUEHOSO XPAHEHUS INEeKMPOHHBIX
OOKYMEHMOB Y.

7. Meroanueckie PEKOMEHIAMK IO 3JEKTPOHHOMY KONHMPOBAHUIO apXWBHBIX JOKYMEHTOB U
YIpPaBJICHUIO MOTYYEHHBIM HH(OpMaMOHHBIM MaccuBoM. 2012 roxa, coct. FO.1O. FOmamesa //
[Topran «apXUBBI Poccum» URL:
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml.

8. IlpaBuma 2015T.

2. TlpoBepbTe mporpamMmHOEe OOECIICUCHHE KOMITBIOTEPA W CKAaHUPYIOIIETO YCTPOWCTBA.
Yb6enurech B HaIMYMM HYXHBIX ()OPMATOB Ul apXUBAIMHM 3JCKTPOHHBIX IOKYMEHTOB H
CO3JIaHUs NEKTPOHHBIX 00pa30B OyMaKHBIX JOKyMEHTOB. Co3faiiTe 3JeKTPOHHBIN apXHUBHBIHA
JIOKYMEHT.

Memoouueckue pexomenoayuu K 3a0anuio 2

JIOKyMEHT, CO3JaHHBIM B COOTBETCTBHHM C METOJWYECKUMH PEKOMEHIAMIMHU K 3aJaHuio 1,
MIPOMAPKUPYUTE U IPUKPENTUTE BTOPHIM (DaiJIOM K OTBETY Ha 3aJaHUsI KOHTPOJIBLHON PabOTHI.

Jatite monmHoe onmcanue (aitna B Word. Paznoxure onrcanue Ha 3JIEMEHTHI, yKa3aB B TEKCTE
KOHTPOJIbHOM paboThl, HA3HAYEHUE KAXKI0TO dJIEMEHTa MapKHUPOBKHU.

3ananue 3. ChopmupyiiTe HOPMATUBHYIO 0a3y MCTIOI30BaHUS AIEKTPOHHBIX JIOKYMEHTOB
a) B IEJIONPOU3BO/ICTBE;
0) B apXHMBHOM JIeJI€.

VYkaxuTe ypoBeHb HOPMATHUBHOI'O IPABOBOTO JTIOKYMEHTA C TOYKU 3pPEHUS UEPApXUU OpraHa
BJIACTH/YIIPABJICHUS, TIPUHSBIIETO €T0, M FOPUINIECKON CHITBI JOKYMEHTA (3aKOHBI /TI03aKOHHBIC
aKTBhl).

3ananme 4. [Ipounraiite 3akoH 63-O3 «O06 snekTpoHHON noanucHy». Chaenaiite U3BICUCHUS U3
3akoHa, KOTOpBIE HYXHO O0S3aTebHO OrOBOPUTH B HMHCTPYKLUUU TIO JAEJIONPOU3BOJCTBY
OpraHu3aluu

3ananme 5. Uzyunre caiitel 1 denepansroro apxusa u 1 apxusa cyobexToB PD. Kakue dhonnpl,
yuetHble JgokyMeHThl U HCA moasepriuch ouudpoBke B JaHHBIX apXuBaX. ClHENAlTe
COOCTBEHHBIE BBIBOJIBI O COCTOSIHUM M COCTABE JIEKTPOHHBIX apXHUBOB.

Bomnpoce! k 3a4ery

1. CBolicTBa 3JIGKTPOHHBIX ApPXUBHBIX JOKYMEHTOB, IOBPEXKIAEMBIX B CHCTEME
3JIEKTPOHHOT'0 apXKBa MPH BBOJE U 00pabOTKe JaHHBIX U TPEOYIOIIUX OpraHu3aluu


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

10.
11.
12.
13.

14.

15.

16.

17.

18.

19.

U perlaMeHTaluu  JESITE€NbHOCTHM 1O  KOHTPOJIO  (OpPMHUpOBaHUS U
(YHKIIMOHUPOBAHUS SJICKTPOHHOTO apXUBA.

CBoeBpeMeHHasi MUTpalsl 3JIEKTPOHHBIX apXUBHBIX JIOKYMEHTOB KaK BO3MOXHOE
pemieHre mTpobOIeMbl WX JUIMTeNbHOro XpaHeHus. "OTKpeIThie" u  Hambosee
pacnpocTpaHeHHbIE KOMIIBIOTEPHBIE (hOpMAThI

Obecneuenne GU3NIECKON COXPAHHOCTH U IIETOCTHOCTH (AIJIOB C AJIEKTPOHHBIMHU
JOKYMEHTaMHU.

Obecnieuenne yciaoBUH JUIsl CUMTBHIBAaHUS WHGOpPMAIMU B JOJITOBPEMEHHOM
NEPCIEKTHUBE.

ObecnieueHne yCIOBHHA Ui BOCIPOU3BEACHHS SJIEKTPOHHBIX JIOKYMEHTOB B
«YEJIOBEKOUYMTAEMOM» BHJIE.

[IpumeHeHre SMyISTOPOB MPOTPAMMHOM CpeAbl M OpraHu3anus JIUTEIHLHOTO
XpaHEHUs JOKYMEHTOB.

Wukancynsmust Kak crmoco0d s oOMEHa M JOJTOBPEMEHHOTO XpaHEHUs
JIEKTPOHHBIX JOKYMEHTOB.

Metoauueckiue JOKYMEHTBI, OINpPEIENSIONIe TOPSIOK MPUEMKH apXHUBHBIX
JOKYMEHTOB, UX IOATOTOBKM K CKaHUPOBAaHMIO M HUX BO3BpaTa B MCXOJHOE
COCTOSIHUE B CUCTEME AJIEKTPOHHOTO apXH1Ba

BeisiBieHHe B Xoze TECTOBBIX pabOT CKPBITBIX OCOOEHHOCTEW TOKYMEHTOB M
YTOUHEHUS TpeOOBaHMIM 3aKa3uMKa K pe3yJbTaTaM CKaHUPOBAHHs, BBOJA U
00pabOTKH JaHHBIX B CHCTEME AJICKTPOHHOTO apXHUBa.

[opsimok opraHu3anuu Tpolecca CKAaHWPOBAHUS M HMHICKCAIlMM JOKYMEHTOB B
cHCTEME 3JIEKTPOHHOTO apXuBa

[Mopsinok hopMHUpOBaHUS TOKYMEHTOB B KOMIUIEKTBI, TPYIIIBL, TUIIBI IJIs1 apXUBHOTO
XpaHEHMUSI

Opranuzanus apXuBHOTO XPAHEHUS IOKYMEHTOB Pa3HbBIX THIIOB.
[Tpon3BoCTBEHHBIE HOPMAaTHUBBI 115 COCTaBJICHUS pErIaMeHToB
(YHKIIMOHUPOBAHUS, BBOIa K 00PaOOTKU TaHHBIX B CUCTEME 3JICKTPOHHOT'O apXUBa.
TpeGoBaHMs K COCTABICHUIO U 0OPMIICHHUIO.

TexHOoJ0rHM CO3/JaHNS 3JICKTPOHHBIX aPXUBHBIX JOKyMEHTOB. COCTaB U KOJIUYECTBO
TEXHUYECKHUX CPEJCTB Il COOIOACHUS TEXHOIOTUN U KAU€CTBEHHOT'O BBITIOJIHEHUS
paboT MO CKaHMPOBAHUIO, BBOJAY U 00pabOTKE JaHHBIX B CHCTEME AJIEKTPOHHOTO
apxuBa

TpeboBanus 3akoHonarenbcTBa Poccuiickoit @enepanuu B obnacTu 00pabOTKH,
XpaHEHMs, paclO3HaBaHMUs IEPCOHANBHBIX [aHHBIX M KOH(UIEHINAIBHOCTU
UH(pOpMALIUU B 3JICKTPOHHOM BH/IE.

TpeGoBaHMs K IPOBEIEHUIO CBEPKHM HAIMYMs JTOKYMEHTOB B MOMEHT IIpHeMa s
ApPXMBHOT'O XpaHEHUS

TpeboBaHMs K YyCTaHOBIEHHBIM HOpPMaM BBIPAOOTKH IO MOATOTOBKE JOKYMEHTOB
JUIS QpXUBHOTO XPaHEHUS

TpeGoBaHust oXpaHbl TpyAa IO CO3JaHUIO DJIEKTPOHHBIX JIOKYMEHTOB U
00€CTIEYeHNIO UX aPXUBHOT'O XPaHEHUSI.

Hopmbl BpeMeHH 1O BBINOJIHEHHIO PabOT MO IOArOTOBKE JOKYMEHTOB IS
ApPXMBHOT'O XpaHEHUS



dopma npuIoKEeHUs 2

OueHoYHBIE CpeCTBA

Kon

WHIUKATOpa

WHaukaTop TOCTHX)EHUS
KOMIIETEHIIUN

OrneHo4HbIE CpeACTBA

MK-2 CnocobeH ocymecTBJISITH TOKYyMEHTAIIMOHHOE ofecneyeHre ypaBJieHUsl OpraHu3anuei

[1K-2.1

Opranusyer
[permaMeHTHpyeT
TOKYMEHTHUPOBaHUE
yIipaBiieHUEeCKOMH
NEesTENHOCTH B OpTaHU3aluu

Tecr

Kak Ha3bIBaeTcst 3JIeKTPOHHAN KONUs
0yMa:KHOT0 JOKYMEHTA, NepeBeleHHasi B 3JIEKTPOHHYIO
(opmy ¢ IOMOLILIO CPEICTB CKAHUPOBAHHUS:

a) 2JICKTPOHHBIA JJOKYMEHT;

0) >NMEeKTPOHHBIN 00pa3 TOKYMEHTa,;

B) MacTep-KOIIHSI,;

r) pabodas Komus

MoxHO JHM 3aBepUTb JJIEKTPOHHYIO KOIMIO

1 ?
OyMaKHOT0 JOKYMeHTa’

a) MOYKHO, €CJIM TIIOAIHCATh JJICKTPOHHBIA 00pa3
L3I,

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

B) HET, T.K. HE CYIIECTBYeT TEXHOJOTHHA JUIs
3aBEepEHUS IICKTPOHHBIX KOIHH.

r) HET, T.K. HU TMPU KaKUX OOCTOSTEIHCTBAX
AJIEKTPOHHAS KOMHUsl OyMa)KHOTO JOKYMEHTa HE MOXKET
MOJTYYUTh FOPUIUUECKYIO CHITY

IIpakTHYeckoe 3aHATHE
3ananne 1. Onpeneante TN J0KyMeHTa. Kakoii
OpUANYECKON cHiI0il o0sagaeT NaHHBIA JOKYMeHT?
OTBeT apryMeHTHPOBATD.




Kon
WHANKATOpa

MNuaaukatop AoCTHXKEHUS
KOMIIETCHLIUU

Or11eHOYHBIE CPEICTBA

®DenepanbHas ciryx0a 1o Hax30py B chepe
CBSI3H, HHQOPMALMOHHBIX TEXHOIOTHIA 1
MacCOBBIX KOMMYHUKAIUH

Beinucka
13 peecTpa 3apericTpupoBaHHbIX CPEACTB MAaccoBOM MHEopMaLn
no coctosHuio Ha 23.09.2020 1.

PerucTpaumoHHbIii Homep U aata
79220 om 22 ceHmabpa 2020 a.

0 pert : cepuA [N Ne ®C77-

Craryc cpeacTsa

/t itarian and Research

A3bIK(M): pycckul, aHeautickuii

Appec 455000, 067, 2.

np-m fleHua, 0. 26, ayd. A12

| u (unm) c
obecmeeHHsle, (hunono2u4ecKue HayKu

Hayuas: Kue,

dopma (sug -

usdanue, sypHan

ANA NEPUOAUYECKOTO MeyaTHoro

Poccutickaa cmpaHb!

(coy ) & o
sbicwezo " Kuli
yHusepcumem um. I 1. Hocoea" (OFPH 1027402065437)

3amecTuTenb HavanbHuka
YnpasneHusi pa3peLumTenbHoin
paboThl, KOHTPONS 1 Haa3opa B cepe

MaccoBbIX KOMMYHVKaLMiA M.B. BuHorpagos

Bonpoc k 3a4ety
[Tpon3BOJACTBEHHBIE HOPMATHUBBI JUISI COCTABJICHUS
peryiaMeHTOB (PYHKITMOHMPOBAHUSA, BBOIAa M 0OpaOOTKH
JAHHBIX B CHUCTEME DJIEKTPOHHOTO apxuBa. TpeOoBaHUs K
COCTaBJICHUIO U O()OPMIICHHIO

3aKOHOIaTeJILCTBA Poccniickoit
denepanuu B oOJactu 00paboTkw, XpaHEHUs],
pacrno3HaBaHHS MEePCOHATBHBIX JIAHHBIX "
KOH(GHUACHIIUATBHOCTH HH(OPMAIIUH B SJICKTPOHHOM BHIE.

TpeGoBanus

KonTposbnas padora
3ananue 1. C moMouIpi0 CKaHUPYIOLIUI yCTPOUCTB
cozmaiite  o0Opa3  JOKyMEHTa, HE  COJIEpIKallero
nepcoHanbHble JaHHble. 1 co3maHus 3IEKTPOHHOIO
JIOKYMEHTa HCIONb3yHTe hopMaThl, MpeHa3HaYeHHBIE JUTs
JOJITOBPEMEHHOI'0 apXUBHOT'O XPAaHCHUA JOKYMCHTOB.

2. Ocyl1iecTBUTE MapKUPOBKY NAHHOTO JTIOKYMEHTA,
MOJIB3YSICh MeToanYecKuMu pekomennanmsmu BHUNJIA L]
mon pen. HOwmamesoil. OOBSICHHTE, KaKWe DJIEMEHTHI
OTIMCAaHUs, C KAKOW IEJIbI0 OBLIIM BHECEHBI B MAPKUPOBKY?

[K-2.

Opraamzyer 7|
[periaMeHTupyeT

TOKYMEHT0000pOT B

Tect
IIponosxkute ¢pazy: «B
JIOKYMEHT0000poTe UCIOJIb3YIOTCS ...»

JICKTPOHHOM




Kon
WHANKATOpa

MNuaaukatop AoCTHXKEHUS
KOMIIETCHLIUU

Or11eHOYHBIE CPEICTBA

OpraHu3anuu

a) Kak DJEKTPOHHBIE 00pa3bl, TaK U COOCTBEHHO
3JIEKTPOHHBIE JOKYMEHTHI, O0JIafjafolne OpUANIECKON
CHIIOH;

0) TOJNBKO 3JEKTPOHHBIE 00pa3kl,

B) TOJBKO COOCTBEHHO JJICKTPOHHBIC IOKYMEHTHI,
obJamaronue IPUANIECKON CHIION.

I) Kak D3JEKTPOHHBIE 00pa3bl, TaK U COOCTBEHHO
3JIEKTPOHHBIE IOKYMEHTHI, 00JIaTafoIne 1 He 00J1aaro1iue
IOPUINYECKON CHUITOM.

B KaKoM AOKYMeHTe OpraHu3auum
perjaMeHTHpYeTCs NOPAI0K HCNO/IB30BAHMS,
cocTaBJIeHHs " odopmaeHus 3J1eKTPOHHBIX
JOKYMEHTOB?

a) B HOMEHKJIAType e,

0) MHCTPYKITAU TI0 JIETIONPOU3BOICTBY

B) yCTaBe OpraHu3alluu

r) B ceprudukare KIO4Ya MPOBEPKU DIEKTPOHHON
MOJIITHCH.

KonTpoasnas pabdora
3.Cdopmupyiite HOPMaTHBHYIO 0azy
WCTIOJB30BaHMS AJIEKTPOHHBIX JOKYMEHTOB

a) B ICJIOTPOU3BO/ICTBE;

0) B apXUBHOM JIETIe.

YKaxuTe ypoBEHb HOPMATHBHOTO  IPABOBOTO
JOKYMEHTa C TOYKH 3pEHHUS HWepapXuHM  OpraHa
BJIACTH/YTIPABJICHUS, MPUHSBIIETO €ro, ¥ IOPUIUYECKON
CHWUJIBI IOKyMEHTA (3aKOHEI /TIO/I3aKOHHEIE aKThI).

Bonpoc k 3auery

TexHONMOrnM CO3AaHUsl DIIEKTPOHHBIX aPXWUBHBIX
JokyMeHTOB. COCTaB W KONUYECTBO TEXHHYECKHX CPEICTB
IUIST  COONIONIEHUS  TEXHOJOTMH H  Ka4yeCTBEHHOTO
BBITIOJTHCHUS PabOT 10 CKAaHUPOBAHHUIO, BBOIY U 00paboTKe
JAHHBIX B CUCTEME DJIEKTPOHHOTO apXUBa

TpeboBaHus K TPOBENCHHUIO CBEPKH HAJIHYIUS
JIOKyMEHTOB B MOMEHT IIpHeMa JIJIsl apXUBHOTO XPaHEHHUS

TpeOoBaHHs K YCTAaHOBJICHHBIM HOPMaM BHIPAOOTKH
M0 IOATOTOBKE TOKYMEHTOB JJIsl apXUBHOTO XPaHECHUS

TpeboBanusa oxpaHsl TpyJa IO  CO3IAHHUIO
3JIEKTPOHHBIX JTOKYMEHTOB U O0ECIICUEHUIO UX apXUBHOTO
XpaHeHUs.

Hopmbl BpemMeHM 1O BBIOJHEHHIO paboT 1O
IMOATOTOBKE NTOKYMCHTOB JJIsI ApXUBHOI'O XpaHCHUA

[K-2.

Opranusyer,
[peTrIIaMEHTHPYET ONEPATUBHOE
XpaHEHHE M MHCIOJIb30BAHHUE
TOKYMEHTOB B OpraHU3alluN

Tect

IFOCT P 54989-2012/ISO/TR  18492:2005
«O0ecneuenne H0JITOBPEeMEeHHOM COXPAHHOCTH
JJEeKTPOHHBIX  /IOKYMEHTOB»  mpeljaraer  IpHu
00HOBJICHMH HOCHTeJIeif 1Ba MyTH pelieHus MpodIeMbl
COXPAHHOCTH JOKYMEHTOB:

YCTaHOBKA MEKCETEBOr'0 IKpaHa,

nepedopmarupoBanue,

KOIIMPOBAHUE,

nephopupoBaHne




Kon

HUHAWKATOpa

MNuaaukatop AoCTHXKEHUS
KOMIIETCHLIUU

Or11eHOYHBIE CPEICTBA

Kakue 10KyMeHTBI He MOTYT OBITH NEPEBEeHBI B
uupposyro ¢opmy B  dopmare PDF/A  jpas
J0JITOBPeMEHHOI0 XpaHeHus?

OyMaxHbIC

MUKPO(OPMBI

mo0bie popMaThl MAIIMHHOTO JOKYMEHTa (TBEpbBIC
KOIUU);

(HhOHOOKYMEHTBHI.

IIpakTH4eckoe 3aHsITHE

Co3spnaiite (parmenT HHCTPYKIHHU no
AeJONMPOM3BOJACTBY, perjJaMeHTHPYIOIIMIi TOPAIOK
KOMILIEKTOBAHUS apxmuBa 3JICKTPOHHBIMH

AOKYMECHTAMHM J0JITOBPEMEHHOI'O XpPaHCHUS.

Bonpoc k 3auery

Meronuueckue JOKYMEHTHI, OTIpENETAIONINE
MOPSAZOK MPUEMKH apXUBHBIX JTOKYMEHTOB, X MOATOTOBKH
K CKaHHPOBAaHHWIO U MX BO3BPaTa B MCXOJIHOE COCTOSHHE B
CHCTEME JJIEKTPOHHOTO apXUBa

BoisiBieHne B X0#€ TECTOBBIX PadOT CKPBITHIX
0ocoOeHHOCTeH JOKYMEHTOB M YTOYHEHUS TpeOoBaHUH
3aKa34yuKa K pe3yjbTaTaM CKaHUpPOBaHWA, BBOAa U
00pabOTKHU TaHHBIX B CUCTEME 3JIEKTPOHHOI'O apXHUBa.

Ilopsimok opraHu3anuu Iporecca CKaHWPOBaHUS U
WHJIEKCAIlUH JOKYMEHTOB B CICTEME 3JIEKTPOHHOI'O apXUBa

[opsimok GpopMupoBaHusi JOKYMEHTOB B KOMILICKTHI,
TPYIIBI, TUIIBI U pXUBHOTO XpaHEHUS

OpraHuzanyss apXUBHOTO XpaHEHUs IOKYMEHTOB
Pa3HBIX THIIOB.

[IK-4 CnocoGeH pyKOBOAUTH HPOIECCOM CKAHNPOBAHHSA, BBOAAa W 00padOTKH NaHHBIX B
cHcTeMe YJIEKTPOHHOr0 apXHBa

[IK-4.1

VYupasinser
NEesTeTFHOCTRI0 TI0 KOHTPOJIIO
(hyHKITMOHUPOBaHUS, BBOJAA U
00pabOTKN JaHHBIX B CHUCTEME]
PIIEKTPOHHOTO apXHBa

Tecr

YeM MOKHO OOBSICHUTH OTCYTCTBHE HAIEKHOIO
pelleHdsl TeXHOJIOTHYeCKMX W OpPraHHM3allMOHHBIX
npodjeM [0JIrOBPEMEHHOI0 XPAHEHHSI 3J1EeKTPOHHBIX
JIOKYMEHTOB?

yckopeHHbIMH Temnamu pa3Butusi UKT B oGnactu
MH(POpPMaTH3ALNY;

YCIIO)KHEHHEM CaMUX HH()OPMAITMOHHBIX CHCTEM;

OoNBpIIMH YCHIIUAMU o o0ecTeYeHnI0
MHQOPMAIIMOHHON  0e30MacHOCTH M 3aIIUTBl  CaMoOH
UHQOPMAIUH OT HECAHKITHOHUPOBAHHOTO JIOCTYTIA;

BCE yKa3aHHOE BEPHO.

OmnpeneneHne JJIEKTPOHHOTO JOKYMEHTa Kak
«INEKMPOHHO20 NPEOCMAGIEHUA OPUEHMUPOSAHHBIX NO
CMPAHUYAM AZPEecUPOBAHUA MEKCMOBbIX U Zpahuueckux
OaHHBIX, G mMaK}Hce MEMmAOAHHbIX, HNOJIE3HbIX O
UOCHMUDUKAUUU, NOHUMAHUA U GU3YATUIAUUU MeX
OUHHBIX, KOMOpble MOZYM OblMb 60CHPOU3BEOEHbl HA
oymace uiu OnNMUYECKOU MUKpOdopme 6e3 3HAUUMOI
nomepu ezo UHQOPMAYUOHHO20 COOCPIHCAHUS» NAETCS B
cJaeayoneM HOPMATHBHOM JIOKYMEHTe:
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KOMIIETCHLIUU

Or11eHOYHBIE CPEICTBA

Iocr 2.051-2006: Eounas cucmema
KOHCMPYKMOPCKOU O0OKyMeHmayuu. Onexmponnvle
Odoxymenmul. Obuue norodHceHus

T'OCT P 7.0.8-2013 «Cucmema cmanoapmos no
ungopmayuu, oOubIUOMEUHOMY U U30AMENLCKOMY Oe).
Henonpouzeoocmeo u  apxugnoe Oeno. Tepmumvl u
onpeoeneHus»

1SO 19005-1:2005(ru) «Ynpasnenue
Ooxymenmayuetl.  DPopmam  Gainoe  IAEKMPOHHBIX
O00KYMeHmo8 0714 00J20cpouno2o xpanenus. Yacmov 1.
Hcnonvsosanue 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)

T'OCT P 54989-2012/ISO/TR  18492:2005
«Obecneuenue 00/1208PeMEHHOU CcOXpanHocmu
NEKMPOHHBIX OOKYMEHMOBH

JIro6ast  3JIeKTpPOHHAsi  KONHMS  JIOKYMEHTa,
NMEPBOHAYAJILHO CO3JAHHOT0 HAa OYMa:KHOM HOCHTelIe,
Ha3bIBaeTcsl. ..

MacCTep-KOIHS

3JIEKTPOHHBIN 00pa3 JOKyMeHTa

3JIEKTPOHHBIN JIOKYMEHT

OPUTHHAJ-KOIIHUS

DJIEKTPOHHBIH pecypc apXuBa, BO3HHUKAKOIIUH
nocie OMAPPOBKU JAOKYMEHTOB HAa aHAJOTOBBIX
HOCHTEJISIX HA3bIBAEeTCH. ..

arperanys

AJIEKTPOHHBIN (DOH/T MTOITE30BAHUS

(hoHT 0cO00 IIEHHBIX JOKYMEHTOB

ApPXHUBHBIN ayTCOPCUHT

KuroueBoii npo0JieMoii 3JIEKTPOHHBIX KONUH KaK
HCTOPMYECKHX  HCTOYHMKOB  Y4YeHble  Ha3bIBAIOT
«He3aMKHYTOCTH» Mpoluecca CO3AaHUs 3JIEKTPOHHBIX
Konuii. Uro 310 03Ha4aer?

a) JIEKTPOHHBIN TOKYMEHT CBSI3aH TUIEPCCHUIKAMI;

0) Ha JHOOOM 3Tare TEXHOJOTMYECKOro IUKIa U
MIPEIOCTAaBICHSI KOMMH B IOKYMEHT MOTYT OBITH BHECEHBI
W3MEHEHHUS,  KOTOpble  TPAaKTHYECKH  HEBO3MOXKHO
00HapyXUTh 0€3 JOCTyIa K OpUTHHAITY;

B) OJIGKTPOHHBIE JIOKYMEHTBl HYXHO OyJer
HECKOJIBKO pa3 Mepe3alnrCchiBaTh MPH JITUTEIBHBIX CPOKaX
XpaHEHUS;

I') KOJMYECTBO KOIHM, CACNAHHBIX C JOKYMEHTOB,
HUYEM HE OTpaHUYCHO.

B uem 3akiiouaercs mnpodieMa aBTOPCTBA H
aBTOPCKOr0 TMpPaBa, BO3HUKAKOIIAS B OTHOIIEHHH
CO3/1aHHBIX 3JIeKTPOHHBIX KOMU?

a) BO3MOXXHOCTh  TIPaBOMEPHOW  ITyOJWKAIIHH
JIEKTPOHHBIX KOMHH TPYAHO OJHO3HAYHO YCTAaHOBHTH, T.K.
nro0asi HeperJIaMeHTUPOBAaHHAs W HECTaHJapTH30BaHHAsS
rpaduueckasi 00pabOTKa 3JIEKTPOHHOM KOIWH MOXKET
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paccMaTpuBaThCi KaK ee TBOpYecKas IepepaboTka, a
pe3yibTaT TaKOTO BMEIIATEIbCTBA SBISETCS OOBEKTOM
aBTOPCKOTO IpaBa COTPYJHHKA, KOTOPBIA TMPOBOIMUI
rpaduuecKyto 00paboTKy.

0) cama mpeoOpa3oBaHHAs KOIMHS CTAaHOBHTCS
CaMOCTOSITETIbHBIM MTPOJIYKTOM, OTJEILHON MaTepUalbHON

CYIIHOCTEIO  ((paKTHUYECKH  «HOBBIM»  HCTOPUYCCKHM
HCTOYHUKOM) —  PE3YJIbTATOM  HMHTEJUICKTYaJIbHOM
JIeSITeIbHOCTH,

B)  DOICKTPOHHBIC  JIOKYMEHTHI  HHUKOMY  HE
MIPUHAJICKAT, MO3TOMY X KOITHH CBOOOIHO
PacIpoCTPaHsIOTCS;

T) KOIUs MIPECTABIISET coboit HOBBIH
CaMOCTOSTEIBHBIX MaTePUANBHBIN O00BEKT, KOTOPBIHA MpH
JIF000H TEXHOJIOTHH CO3JaHus KOTIHit

(MuKpoMIBEMUPOBAHHN, OLU(PPOBKE) HE BOCHPOU3BOIMT
(T. e. yTpaunBaeT) Ty HEOThEMJIEMYIO YacTH MH(opManuu

HCTOYHHKA, KOTOpad  3aKjIro4Y€Ha B  MATCPUAJIbHOM
HOCHUTCJIC MOJJIMHHHUKA.
HOH Kauecmeo QﬂeKmp()HHOﬁ Konuu

noApasyMeBaeTcsi: ayTeHTUYHOCTH (2IeKBATHOCTH) ee
coJepKaHusl Colep:KaHuI0 (ITOHHUMaeMOMY B CaMOM
IIMPOKOM  CMbICJIe 3TOr0  CJI0Ba) MNOMJIMHHUKA
HCTOPMYECKOT0 MCTOYHHKA; ee penpe3eHTATHBHOCTD;
MOJIHOTA; JOCTOBEPHOCTH; IOpHIMYECKasi 3HAYUMOCTH
(B oTHeJbHBIX ciaydasx) u ?... HazoBure HegocTamomee
CBOMCTBO Ka4eCTBEHHOM 3JIEKTPOHHOI KONMH.
(¢pynxyuonanvnocmo Uccne008amenbcko2o
UHCMPYMenmapus, nPpeooCmasiiemoz0 8 paAMKax pecypcea)

IIpakTH4Yeckoe 3aHATHE
Hzyuurte ckpuHmor crpanunsl CIJ[ «EBdpar».
CpaBHute o0o0beM wuHpopManuu (PeKBU3HUTOB U
MeTaJaHHbIX) HeOOXOAUMBIX /UIA W3JaHUS B JaHHOM
cucTeMe pHKa3a 1o OCHOBHOM 1eAATEJIbHOCTH
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Bomnpoc k 3a4ery
1. CBoiicTBa JEKTPOHHBIX apPXUBHBIX JOKYMEHTOB,
HOBPEKIAEMBIX B CHUCTEME 3JIEKTPOHHOI'O apXuBa MpuU




Kon MNuaaukatop AoCTHXKEHUS
Or11eHOYHBIE CPEICTBA
WHIUKATOPa KOMITETeHLIUT
BBOJIE U 00pabOTKe NaHHBIX U TPEOYIOIINX OpraHUu3ally U
perinaMeHTanuu JEeSITEJIBHOCTH 1o KOHTPOJIIO
¢opmupoBanus u  (YHKUMOHUPOBAHUS DICKTPOHHOTO
apxuBa.
Tecr
PazButne HOPMAaTHBHOIO NIPaBOBOIO
PeryJiupoBaHusi W MeTOAUYECKOIr0 PYKOBOACTBA B
cepe aBTOMATH3ALMM APXMBHOH cdepbl Ha4YaJI0Ch B
nepuoa:
¢ xonna XIX B. — 1950-x rT.
¢ 1950 — nep. mon. 1970-x rr.
co BTOpoit moosuHb! 1970—1980-¢ TT.
Ha pyOexe 1980-1990-x rr.
®opmar PDF/A nusi apXuMBHBIX JOKYMEHTOB
rapaHTHpyeT, 4To...
9TOT (aiim MOXKHO OyZeT OTKpBITb B JHOOOM
OTIEPAllMOHHON CHCTEME 4epe3 Kakoe YTrOJHO BpeMs C
MTOMOILBIO MIPUIIOKEHUS, MO ACP’KUBAIOILIETO
COOTBETCTBYIOIINH (opMaT;
BU3YaJIbHBIN BUJI COJIEPKaHUS MPABHIBHO OTpasKaeT
JH000W MCXOHBINA MaTepUall HICTOYHUKA, UCTIOIb30BAHHBIMH
JUISL CO3JJaHMs COTJIacCOBaHHOTO (aiina;
HE MIpOU30MIeT 3aMEHBI mpudToB,
nepedopMaTUPOBAHUS TEKCTA;
PaspaGatsisact [— He OyAyT M3MEHEHBl pa3Mepbl H300paKEeHUIl HIN
MIPOM30UACT CxKaTHE MH(OPMALIUU C TOTEPSIMHU.
HOpMaTHUBHBIE aKTBI 1o
TK-4.2 porpocam OpTaru3atiiy TOCT P 54989-2012/ISO/TR  18492:2005
[poriecca CKaHUPOBaHUA B .
«O0ecneyenne A0JITOBpPEeMEeHHO COXPAHHOCTH

CUCTCMC DJICKTPOHHOI'O apXuBa

3JIeKTPOHHBIX [OKYMEHTOB» Ha3bIBAeT 6 KII0OYEBBIX
(axTopoB, KoTOpbIe XpaHUTENH UHPOPMALUM TOJLKHBI
NPUHATH BO BHMMaHHe NpPH pa3padoTKe CTPaTeruu
J0JITOBPEMEHHOI COXPAaHHOCTH apXUBHBIX
JOKYMEHTOB: YUMAEMOCHb ITIEKMPOHHBIX OOKYMEHM 065
UHMEPRPEMUPYEMOCIb  IIEKMPOHHBIX  OOKYMEHMO08;

odocmynnocmub 9IN1eKMPOHHBIX O0OKYyMEHM06;
ROHAMHOCMY INEeKMPOHHBIX OOKYyMEHmOo8;
aymeHmu4HOCmb INEeKMPOHHBIX OOKYyMEHmO8. ..
Ykaxkure HegocTaomuii pakrop.

SMYJISIIHS;

UACHTU(UITUPYEMOCTD,

HaJIe)KHOCTB;

3aIUIIEHHOCTb.

Haiinure BepHOe NPOJ0JIKEH e dpaze:
«KontpoJabHas cymma ¢aiijia — 3710...»

- MarHuTHBIA WJIM  ONTHUYECKUH  HOCHUTENb

OJHOKpATHOM 3aMuCH;

- Metop obecreueHus] HaAe)KHOCTH JJIEKTPOHHOMN
TiepeIavy JaHHBIX, TSI TOATBEPKICHHS TOTO, YTO HUKAKHE
W3MCHEHUS He OBLITN BHECCHBI B 3JICKTPOHHBIE JOKYMEHTHI C




Kon

HUHAWKATOpa

MNuaaukatop AoCTHXKEHUS
KOMIIETCHLIUU

Or11eHOYHBIE CPEICTBA

MOMEHTa UX NIEPBOHAYATHHOTO COXPaHEHUS;

- 3allWIIeHHas] KIMEHT-CEpBEpHAs apXHUTEKTypa,
KOTOPYIO MOXXHO HCHOJB30BaTh Ui  OJOKHPOBAHUS
HETOCPEACTBEHHOTO JlocTyna K AJIEKTPOHHBIM
JIOKYMEHTaM, ¥ KOTOpasi B UTOre MO3BOJISIET OPraHU30BaTh
JIOCTYTI ""TOJBKO Ha 9YTCHUE";

- OJTHOCTOPOHHSISI XAUI-(DYHKIUS, HCIIONB3YOIIas
AJITOPUTM, ITO3BOJISIONIUH CIKATh SJCKTPOHHBIE TOKYMEHTBI
110 GUKCHPOBAHHOTO YKCIIa OUTOB.

KonTpoabnas padora

4. IIpounTaiite 3aKoH 63-P3 «O06 37IeKTPOHHOI
nognucw». Caenaiite n3Bjieyenus: u3 3aKoHa, KOTOPbIe
HY’KHO 00513aTeJIbHO OrOBOPUTHL B HMHCTPYKIHUH 110
JeJIONPOU3BO/ICTBY OPraHU3aIlUH

Bomnpoc k 3auery

1. CBoeBpemMeHHAs MUTpaIus 3JIEKTPOHHBIX
ApXUBHBIX JOKYMEHTOB KaK BO3MOXKHOE pEIICHHE
npoOjeMbl HMX JUIMTENBHOro XpaHeHus. "OTKpwIThie" U
HaunboJiee pacpoCcTpaHEHHbIE KOMITBIOTEPHBIE POPMATHI

2. [IpumeHeHre 3MyIATOPOB MPOTPAMMHOM Cpefibl U
OpraHM3alys JUINTEIBHOTO XPAHEHUS TOKYMEHTOB.

3.MHKancynanus Kak crnoco0 il oOMEeHa U
JIOJITOBPEMEHHOTO XPaHEHHS 3JIEKTPOHHBIX JIOKYMEHTOB.

[1K-4.3

Ocy1iecTBseT
CTpaTeru4ecKoe
[JIAHUPOBAaHHUE U TOCTPOCHHUE
[TPOILIECCOB CKaHHPOBAHHUS,
BBOZa U 00paOOTKU JTAHHBIX B
CHCTEME DJIEKTPOHHOIO apXHBa

Tect

MoryT 1M 3JIEKTPOHHBIE  JOKYMEHTHl  OBITbH
9KCMOHATAMHU apXWBHON BBICTABKH?

a) HeT,

0) ma, KpoMe TOKyMEHTOB, cO3aHHbIX B COJ]

B) Ja, HO TOJBKO D3JEKTPOHHBIC  KOIHUH
(hOTOIOKYMEHTOB,

T) 7[a, €ClIM 3TO MYyJbTHMEIUiHOE H3/aHue, O0aza
JaHHBIX UJIU TUIICPTEKCT.

B pamkax Kakod HCTOPUYECKOW JUCHUILUIMHBI
(dhopMupyeTCs CaMOCTOSATCIIBHOS HOBOE HaIlpaBIICHUE,
W3y4arlee MPOoOJIEMbl JJIEKTPOHHBIX KOMHHA OOBEKTOB
UCTOPHUKO-KYJIBTYPHOTO HACIeIns?

a) HcrounnkoBeaeHne

b) ApXuBOBeICHHE

c) Apxeorpadus

d) JlutmioMaTrka

Bomnpoc k 3auety

1. Obecneuenne (U3NUECKOW COXPAHHOCTH H
HEJIOCTHOCTH (haIIOB € DJIEKTPOHHBIMHU JOKYMEHTaMH.

2. OOecrieueHue YCIOBUH IS  CUHTHIBAHUSA
MH(QOPMaLUH B JOJTOBPEMEHHOI MEPCIICKTHBE.

3. O0ecrieueHre YCJIOBUH Il BOCIPOM3BEACHUS
9JIEKTPOHHBIX JIOKYMEHTOB B «UEIIOBEKOYMTAEMOM) BHJIE.

KonTposnHas padora




Kon MNuaaukatop AoCTHXKEHUS

Or11eHOYHBIE CPEICTBA
WHANKATOpa KOMIICTCHIIUN

5. U3yunte caiitel 1 ¢enepanbHoro apxusa u 1
apxuBa cyobekToB P®. Kakme ¢oHabl, ydeTHBIE
noxkymeHThl 1 HCA noasepriuchk onu()poBKe B JaHHBIX
apxmBax. cjejaiiTe cOOCTBEHHbIE BHIBOJbI 0 COCTOSTHUU
U COCTaBe J1eKTPOHHBIX APXUBOB.

0) Ilopsinox mpoBedeHUs] NMPOMEKYTOYHOI aTTeCTAIMH, NMOKA3ATeJH M KPUTEPHUH
OLICHHBAHUS:

Kpurepun oueHku (6 coomeemcmeuu ¢ opmupyemuiMu KOMNEMeHYusmu u
NAGHUDYEMBIMU Pe3YTbMamamu 00y4eHus):

— HA OYeHKY «3AYMEHO0» — CMYOeHm 00JIICEeH NOKA3AMb NOPO20BblU YPOEeHb 3HAHUL (Ha
Ypo8He 80CHpoOU36e0eHUs U 00BACHEHU UHGOpMaAyUY, UHMELIeKMYalbHble HABBIKU DeuleHUs]
NPOCMbIX 340a4);

— Ha OYeHKY «He 3aumeHO0» — CMYOeHm He MOJcem NOoKA3amb 3HAHUA HA YPOBHe
gocnpoussedeHuss U OObACHEHUs UHGOpMAyuu, He MOdCem NOKA3amv UHMENNeKMYalbHble
HABLIKU peUeHUs NPOCMbIX 3a0ay.

[TpomesxyTouHas aTTecTalys MO JUCHUIUIMHE «DJIEKTPOHHBIE apXUBHBIC JTOKYMEHTHD»
BKJIIOYAET OICHKY TEKYIIEro M WTOTOBOTO TECTUPOBAHUS, MPAKTHUYECKUX JOMAIIHUX 3aJaHHM.
JUJ1sl OLIEHKH «3aYTEHOY - M0 KXKAO0H (OpME OTYETHOCTH HEOOXOIUMO NOTYUHUTh HE MeHee 65%.




