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TEXHUYECKA CHEHU®HUKALIUA

I. PASITUPABAHE HA ®YHKIITHOHA/IHOCTHUTE 3A APXUBUPAHE

1. Topobpseane Ha JYHKIHOHAJHOCTTA 33 BBLBEXJAHE W [pocAeAsBaHe Ha
HOMEepHpaHH NManky (ToMoBe) B pAaMKHTe Ha BCsiKa apXMBHA CUTHaTypa (aBTOMaTHYHO
fpoeHe Ha TOMOBE) M NON'bJABAHE HAa TOMa MO mojApasbHpaHe B CJeBallHUTe
apXUBUPAHH JOKYMEHTH.

2. TlogobpsBaHe Ha OYHKLMOHA/HOCTTA 3a TBPCEHE W Mperjej Ha apXUBUPaHU
AOKYMEHTH 10 apXHBHA CHTHATYypa.

3. /[la ce no6aBu BB3MOXKHOCT 32 ThPCEHE N0 KOMOGWHALMSA OT ,apXHBHA CHTHATypa" M
JAupeKkuus”,

4. BB3MOXHOCT 3a reHepMpaHe Ha cnpaBka ,OmnMC Ha YHULIOXaBaHe", U3rOTBAHA M0
KpHTEepHA 3a CPOK Ha CbXpaHeHHe (0T HOMEeHK/IaTypaTa Ha jeJiaTa).

Il. APXUBHPAHE HA EJIEKTPOHHO INOANMMCAHHA JOKYMEHTH

Ja ce no6aBaT QYHKIHOHATHOCTH B EBEHTHC 3a apxuB U ABJTOCPOYHO ChXpPaHEHHE Ha
e/IeKTPOHHO NMOATHCAHH JOKYMEHTH:

1. Ha paboTHMTe MecTa, Ha KOMTO BCe OIle HAMA EJIeKTPOHHO MOJNUCBaHE C
ABJATOCPOYHA Ba/lMJHOCT Ha €JeKTPOHHHTEe MOJNMCH - [Ja Ce HWHCTaJIupa
TEXHO0J/IOTHATA 3a JbJroCpo4yHa BaJHMHOCT.

2. [la ce po6aBuM QYHKIMOHATHOCT 3a CbXpaHeHHMe HA EJIEKTPOHHO MNOANHCaHHTE
AOKYMEHTH B HEe3aBHCHM apXUB — ChC ClelMHYeH eKCNOPT B MankKa Ha ¢aiiosaTa
CHCTEeMa Ha CbpBbpa.

MmenaTta Ha ¢ainoBeTe B apxuBa TpsbBa Ja ce reHepHpaT aBTOMATHYHO W A ca
"3Havemu":

nanxa: [roguHal-[ungexc] gadn [naral-[peructpaunonen Homep]-[mopesen HoMep

Ha ¢aiina B fokyMeHTa][3arsnaBue Ha gokymenTa)] .docx/.pdf

3. Ilepyogu4yHO Ja ce 3anMCBaT €JEKTPOHHO MOANMCAHMTE (alioBe BbpXy
cneyMaJH3MpaHyd ONTHYHH HOCHTEJIH.

CbxpaHABaHETO Ha e/IeKTPOHHO MOANHcaHWUTe daioBe e HaW-MpakTHYHO Ja ce
NnpasBy BEJHBXK MECEYHO BbPXY ONTHYHHU HOocHTeNH. O6ukHoBeHUTe CD u DVD moraTt
Jla Ce M3MOJ3BAT OKOJIO 5 FOAMHY M He ca MOAXGAAIM 3a Ta3u ues. Tpsa6pa ga ce
H3M0J/I3BaT CelHaJlu3HpaHy ONTHYHH HOCHTE/IH 33 J’bJrCOCPOYHO ChbXpPaHEeHHeE.
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II. AMTUTAJIU3ALIMA KBM MOAYJ ,AUTUTAJIU3UPAH APXHB"

JIOKyMEeHTHTe OT MHHAJIX IEPHOAH 3 MOTAT /a Ce AUTUTAIH3UPaT B 060C06€H MOy
B CUCTeMaTa ,JJuruTaniusupan apxus®.

MoaynsT Aa noaabpka 2 pexxuma:

- CkaHMpaHeTO Ja MOXe [a Ce M3BbpIUBA HAa OTAEJHHM EJUHUYHH JOKYMEHTH,
Hanpumep ,/[lozoeop”;

- CkanupaHeTo Ja MoXe Jia ce U3B'bPIIBA [10 TEM3, T.€. Ia MOXKE eJMH 3aIHC B MO/y/a
Aa CbbpiKa LislJla TeMa, Nalnka, npenucka, Hanpumep ,flozosopu - [spicasal”

TbpceHeTo M JOCTBIA L0 CBABPKAHHETO HA JUTHTAJH3HPAHHUA apXHB Ja CTaBa 10
THIOHYHKA 32 EBeHTHC HAUYMH!

- C nenTa 3a ThpceHe MO pa3/IMuYHHM KPUTEPHH, KATO TOBA BK/IKYBA M TbpPCEHE IO
PEerucTpaLHoHeH HOMED UJIH C KJIIOYOBH AYMH;

- CIIMCBK OT NPEenUcKy OT MHUHAJIH IEPHO/IH;
- OTBapsiHe Ha NpPENUCKa;

- [ocTbn 10 CKaHMpPaHH H306paXKeH U Ha JOKYMEHTHUTE OT NPENUCKUTE BLB popMaT
PDF;

- MoaAp®KKA HAa UCTOPUSA HA PELAKLIMHTE H T.H.;

Jla ce o6ocobu oTAenHa noTpebuTescka poas ,JIHrHTaAU3HPaH apXHUB" U OTAE/HH
npaBa 3a pa6oTta ¢ MoAy/Ja - 3a CKaHMpaHe W JOCTBN A0 AUTHTAIH3IUPAHHUTE
JIOKYMEHTH.

Ma ce 06ocobH oTAeIHA OT OKYMEHT0060poTa 6a3a AaHHH 338 CKAHUPAHKUTE B MOYJI
»UTHTaNIU3UpaH apxuB“ pAokyMeHTH. OthenHara 6Gasa JaHHM MOXKe Ja 6bje
HHCTa/MpaHa Ha CbpBbpa Ha EBenTHC.

Ja ce nmoagbpiKa creuraau3vpaHo CKaHHpaUl0 YCTPOHCTBO 3a AWUTHTaAM3alMsA Ha
NOKYMEHTHTE.

CneunanusnpaHoTO yCTPONCTBO Ja e OT BHJ, ,Maca C IOCTABKa 3a JOKYMEHT M CTOHKa
€ KaMepa 3a CKaHupaHe"

YcTpoHCTBOTO Ja e CbBMECTHMMO CbC CHCTEMAaTa M Aa MOAABPKa BPb3Ka MEXKAY
CKeHepa W MOAyJ ,ABTOMAaTHYHO CKaHUpaHe" Ha CHCTeMarTa.

YerpoiicTBoTO TpAbRa Aa e CBBP3aHO KbM CbpBbpa Ha EBEHTHC, Taka Ye NpH BCAKO
CKaHHpaHe JOKYMEHTDT [ia Ce H3Mpallia AUPeKTHO B Moy ,JJurutanusupaH apxus”.

IV. IPYTH

BuauMocTTa Ha AOKYMEHTHTE B JOKyMeHT00oGopoTa B EBeHTHC Aa ce mpoMeHH Mo
C/IeIHHS HAUKH:

cTp.2ot 3
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- [loTpebuTennTe, KOUTO HAMAT PoJis ,APXHB" ]a BIXK/AT B MAIKUTE JOKYMEHTHTE 0
3 roauHu Ha3ak, Tasu KOHQHUIypalus fja e Ha TapaMeTbp M Ad 103B0JIsIBa HACTPOHKa
Ha ApyT 6pOoU. TOANHY;

- Camo notpebuTeanTE, KOUTO UMAT POJIA ,APXUB" la BMAAT BCHYKM JAOKYMEHTH H
ChAbPKaHHETO Ha nanka ,ApxuB";

- U3knodyeHHe Ja NpaBAT [JOKYMEHTHTE OT BHJ ,3anoBef” H JOKyMEHTHTE,
azpecupaHH A0 BCHYKH cayxuTenu B MBHP.

2. [la ce apxvBHMpaT aBTOMAaTHYHO BCHUYKH JOKYMeHTH oTnpeau sinyapu 2012 roausa,
TaKa 4ye B anka ,ApxXuB" Ja ce BUKIAT:

- JoKyMeHTHUTe oTnipean 2012 r,

- 1 jokyMeHTHTe Mexay 2012 r. 1 2019 r. c mocTaBeHa apXUBHA CUrHATYpA.
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