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JIuct cornacoBanus PITY /]

PaGouas mporpamma y4eOHOI AuCUUIIIUHBI « Te€XHOTPOHHBIE JOKYMEHTHI U apXUBBI»
0 HanpapyieHUO NoaAroToBku 46.03.02 fokyMeHTOBEIEHUE U apXUBOBEEeHHE — 34 C.

PaGouas mporpamMma y4eOHOI AUCUUIIIUHBI « Te€XHOTPOHHbBIE JOKYMEHTHI U apXUBBI»
pazpabotana B COOTBETCTBUU C DenepanbHbIM TOCYJapCTBEHHBIM 00pa30BaTEIbHBIM
CTaHJAApPTOM  BBICHIETO  OOpa3oBaHWs IO  HAMNpPaBJICHHIO  NOATOTOBKHM  46.03.02
JIOKyMEHTOBEICHUE M JIEJIONPOU3BOJICTBO, YTBEPXKIACHHBIM IpUKa3oM MUHUCTEPCTBA
oOpasoBanus u Hayku Poccuiickoit @eneparun ot 29 oktaops 2020 r. Ne 1343.

Pabovas mporpamMma AMCUMIUIMHBI YTBEpP)KICHA Ha 3aceJaHuM Kadeapbl SKOHOMUKHU H
ynpasienus «02» centsopst 2024 r., mporoxoin Ne 1.

3aBeayronuil kKadeapoit IKOHOMUKH U YITPaBICHUS ¢ _10.B. boponmau
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D Al 20017 A 4
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TCXHOJIOTMAECKOro  MHCTHTYTAa  (GumMana) — (eaepaibHOrO  roCYIapeTBEHHOTO  GIOIKETHONO
00pa3oBaTeIILHOTO YUPEKJICHHS BBICIIErO obpasosanus «Jlyrauckuii rocynapcTBeHHbIH YHUBEPCHUTET
umern Biiagumupa Jlans» « 16 » 09 2024 r., mpotokon Ne |

[1pencenarens yueGHO-MeTOIMUECKOM KOMHCCHH
CTH (pummana) ®I'BOY BO «JIT'Y um. B. Jlans» Sadk

10.B. Boponau



CTpyKTypa U coep:KaHue TUCHUIINHBI

1. Hesan 1 3a1a4u TUCUMILIMHBI, €€ MeCTO B Y4eOHOM Ipolecce

[{ens M3yueHus TUCIUIUTAHEI — C(OOPMHUPOBATH KOMIIETEHITUN 00YUaIOMErocs
B 00JIaCTH yNPABJICHUS CHEIHMAIbHBIMUA apXUBaMU, COJIEPKAIUMHA TEXHOTPOHHBIE
BUJIbl JOKYMEHTOB;, PELICHUS TEOPETUYECKUX U TMPAKTHUYECKUX MpodiieM
(GYHKIIMOHUPOBAHUS TAKUX ApXUBOB.

3agaun: HU3Yy4YUTh BUJBI U COCTAB TEXHOTPOHHBIX

JIOKYMEHTOB;

PacCMOTPETH MPOIIECC PA3BUTHUS BUOB TEXHOTPOHHBIX TOKYMEHTOB U
apXMBOB TEXHOTPOHHBIX JOKYMEHTOB; M3YYHTh YCJIOBHUS OOECICUCHHUS

COXPaHHOCTH TE€XHOTPOHHBIX JOKYMEHTOB.

2. Mecto nucuniuinabl B ctpykrype OOII BO

Hucrummaa « TeXHOTPOHHBIE TOKYMEHTHI M apXWBBD» BXOJIUT B YacTh
pabouero ydebHOro IulaHa, GOPMHUPYEMYIO0 YYaCTHHUKaMHU OOpa30BaTeIbHBIX
OTHOULICHUM.

Heo6xoaumbiMu yCIIOBUSIMH JIJIsl OCBOCHUS TUCIMILIAHBI SBJISIFOTCS: 3HAHUE
TEHIACHIIMN  pa3BUTHA  WHOOPMAITMOHHO-TOKYMEHTAITMOHHOTO  OOeCreueHUs
yIpaBJICHUs]; MECTa JOKYMEHTA B CUCTEME YIPABIICHUS M ApXUBHOTO JIeJIa; YMEHHE
CaMOCTOSATENILHO PaboTaTh ¢ Pa3sTUYHBIMA HCTOYHUKAMH MHGOpPMAIHMH; BIaJACHHC
3HAHUSIMH B OOJACTHM OTEUYECTBEHHOW WMCTOPUH; CIIOCOOHOCTHIO OCO3HABATh
COITMAJILHYIO 3HAYMMOCTD CBOEH Oyayiien npodeccun.

ConepxaHue  TUCHUMIUIMHBI  SIBJSIETCS  JIOTUYECKUM  MPOJOJIKEHUEM
colepKaHUsl TUCIUIUIMH «ApxuBoBemeHue», «OpraHuzanusi W TEXHOJOTHS
JIOKYMEHTAIMOHHOTO 00€CTICUCHUSI YIIPABICHUS» U CITYKUT OCHOBOM /1711 OCBOCHUS
TUCIUTUINH «JlokymMeHTOIOTHSY, « ITMEKTPOHHOE TTPABUTEIIHCTBOY.

3. TpeOoBaHusi K pe3yJibTATAM OCBOEHUS COAEPKAHUS TN CHUTLTUHBI

Ko 1 HauMeHOBaHME KOMIIETEHIINU Nunukaropel goctmxenuii | [lepedyens
KOMIIETEHIIUHA (Mo | MIaHUPYyEeMbIX
peann3yeMoii TUCIUILINHE) | Pe3yIbTaToB




[1K-3 CriocobeH K opraHu3aliMOHHOMY H

JOKYMEHTAI[HOHHOMY o0ecreyeHnIo
JEATEILHOCTH YIPEKICHUI u
OpraHu3anuu Ppa3IUYHbIX bopm
COOCTBEHHOCTH.

I1K-3.1 YmMmeer
JOKYMCHTHUPOBATH
NEeSITeTTbHOCTD YUPEKICHUH
U OpTaHU3alNK Pa3IHIHBIX
(hopM COOCTBEHHOCTH.

3HaTh: OCHOBEI
JIOKYMEHTallMOHHOU
JIeSITeIILHOCTH.
YMeTs:
JIOKYMEHTHUPOBATh
EeITEIbHOCTD
YUPEKICHUHN U
OpraHu3aIu
paznmuuHbIX Gopm
COOCTBEHHOCTH.
Bnaners: HaBRIKaMu
JIOKYMEHTUPOBAHUS
JIeSITSIIbHOCTHU
YUPEKICHUH.




IIK-3.2 YmeeT BecTH
JOKYMEHTOOOOPOT OpraHHU3aIliH, B
TOM YHCJIE C UCIIOJIb30BAHUEM
CHCTEM DJICKTPOHHOTO
JOKYMEHTO000pOTA.

[1K-3.3 Bnaaeer coBpeMEeHHbIMU
TECHJICHIIUSIMH Pa3BUTHS
MH(OPMALMOHHOJOKYMEHTAIMOHHOTO
oOecrnieueHus ynpaBaeHUsl.

3HaTh: OCHOBBI JJOKYMEHTOO00POTA.
YMeTh: BECTH TIOKYMEHTOO00POT
OpraHHU3alliK, B TOM YHCIIE C
HCIIOJIb30BAHUEM CUCTEM DJICKTPOHHOTO
JOKyMeHTooOOopoTa. Bianers:
HaBBIKAMHU BEIICHUS JJOKYMEHTO000pOTa
OpraHu3aIliK, B TOM YHCIIE C
UCIIOJIb30BAHUEM CHCTEM 3JICKTPOHHOTO
JOKYMEHTO000pOTA.

3HaTh: OCHOBHBIE TEH/ICHIIUU
pa3BUTHS
UH(POPMALMOHHOIOKYMEHTALIMUOHHOTO
o0ecreyeHus ynpaBiieHUs. Y METh:
IPUMEHSTH B paboTe
UH(POPMALMOHHOIOKYMEHTALIMOHHOE
o0ecrieyeHre ynpaBaeHHUs.

Biagers:

COBpPCMCHHBIMU TCHACHUWAMU
pasBuTus
MH(POPMALMOHHOIOKYMEHTAIIMOHHOT O
oOecrnieueHus ynpaBIeHUsl.




[1K-4 Bnaneer
COBPEMEHHBIMH
TEHACHIIUSIMH
pa3BHUTHS
nH(pOpPMaIMOHHO-
JOKYMEHTAIlMOHHOTO
o0ecrnieueHus
yIpaBiIeHUS.

[IK-4.1 YmeeT npoBoauTh pabOTHI 1O
KOMIIJICKTOBAHUIO, YUYCTY, XPAHCHUIO
Y MCIIOJIb30BAaHHIO apXUBHBIX
JIOKYMEHTOB.

3HaTh: OCHOBBI I€ATEIBHOCTH 110
KOMIUIEKTOBAHUIO, YUETY, XPAaHECHUIO
U UCIIOJIb30BAHUIO APXUBHBIX
JIOKYMEHTOB. Y METh: IPOBOJUTH
paloThI 10 KOMIUIEKTOBAHUIO, YUETY,
XPaHEHUIO U UCIOJIb30BaHUIO
ApXUBHBIX JOKYMEHTOB.




[1K-4.2 Itanupyet opraHuzanuo
paboThI TOCYIaPCTBEHHBIX
MYHUIIMIIATIBHBIX apXUBOB, apPXHUBOB
OpraHu3anuii pa3anuHbIx GopMm
COOCTBEHHOCTH.

T1K-4.3 Bnageet HaBbIKAaMU
MIPOBEACHUS IKCIIEPTU3HI IIEHHOCTH.

Bitagers: HaBbIKaMU IIPOBOJUTH
paboThI M0 KOMIUIEKTOBAHHIO, YUETY,
XPaHEHUIO U UCIOJIb30BaHUIO
ApPXHUBHBIX JOKYMEHTOB.

3HaTh: OCHOBBI OpPraHU3alUU PadOTHI
TOCYJapCTBEHHBIX MYHUIIUITAIbHBIX
apXHMBOB, APXHBOB OPTaHU3AIHH
pa3IuuHbIX (HOPM COOCTBEHHOCTH.
YMeTh: IIaHUPOBATh OPTaHU3AIINIO
paboThI TOCYIAPCTBEHHBIX
MYHHIIMITATEHBIX apXHUBOB, aPXHUBOB
OpraHu3aIyil pa3InYHbIX (OpM
cobcTBeHHOCTH. BriasieTs: HaBbIKaMU
TUTAHUPOBAHHS OPTaHU3AIUH PaOOThI
rOCYJapCTBEHHBIX MYHUIIUITAIbHBIX
apXHBOB, ADXHBOB OPTaHU3AIHIH
pa3sIUYHBIX (HOPM COOCTBEHHOCTH.

3HaTh: OCHOBHI OKCIICPTHU3bI HCHHOCTH.
YMeTh: MMPOBOAUTD SKCIICPTUIY
OCHHOCTH.

BJIaI[eTI)I HaBbIKaMU IMPOBCACHU A
OKCIICPTHU3bI HCHHOCTH.

4. CTpyKTYypa U coiep:KaHue TUCUUTIIMHBI

4.1. O06beM y4eOHOI TMCUMILUINHBI M BUABI Y4e0HOil padoThl

O0beM yacos (3a4. e1.)

Buj yueOHoi1 padoThl

Ounasn gopma ‘ 3aounas opma
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OO0mas yyeOHast Harpy3ka (Bcero) 180 180
(5 3a4. en) (5 3au4. en)

O0si3aTeibHAasi  ayAuTOpHasi y4deOHas  Harpyska 102

(Bcero) B

TOM YHCJIE:

Jlexumn 51 30

CemuHapckue 3aHsITHS ol 28

[IpakTryeckue 3aHATUSL - -

JIaboparopHbie pabOThI - -

Kypcogas pabota (KypcoBOii MPOEKT) - -

Hpyrue (bopMBI " METO/TBI OpraHu3aIuu - -

o0Opa3oBaTensHOTO Tpolecca (pacuemrno-epaghuueckue

pabomol, 2pynnoguvle OUCKYCCUU, PONEBbLE USPbl, MPEHUHS,

KOMNbIOMEPHBLE CUMYIAYUY, UHMEPAKMUBHbIE TeKYUl,

CEeMUHAPbL, AHAU3 0ENOBbIX CUMYAYULl U M.N.)

CamocrosiTesibHasA padoTa cTy/AeHTa (BCero) 78 122

dopma arrecTanuu 3a4yer 3a4er

4.2. CopepxxaHue pa3aeioB THCIUILTHHBI

Tema 1. IIoHATHSA U BUIBI TEXHOTPOHHBIX JOKYMEHTOB.

[loHsATUS ~ TEXHOTPOHHOIO  JOKYMEHTa, MAIIMHOYHUTAEMBIX  JAHHBIX,
anekTponHoro jgokymenta (3]1), nudpoBoro mokymenta. OOmiee omnpeseaeHue
JOKYMEHTa U U3MEHEHMsI B HeM, oTpaxaromme crneruduxky /. JlokyMeHTHI u
HH(pOpPMAITMOHHBIE PECYPCHI.

JIOKyMEHTOOOO0pOT, AENONPOU3BOACTBO U JOKYMEHTAIMOHHOE 0OecIeueHne
ynpasienust (JIOY) Ha OCHOBE COBPEMEHHBIX HMH(POPMAIMOHHBIX TEXHOJIOTHH.
CtpykTypa W BUAbl TEXHOTPOHHBIX JIOKYMEHTOB. IloHATHS BHEHIHEro W
BHYTPEHHETO NPECTAaBIECHUS JOKYMEHTA, PU3NYECKON U JTIOTHYECKON CTPYKTYPHI.

TexHOTpOHHbBIE HOCUTENU UH(OpPMAIMU. AHAJIOTOBBINA U HU(POBO CIIOCOOBI
¢ukcanuu nadopmanuu. Tumnel Hocutenent Ay 31 MarHUTHBIE JIEHTHI, MArHUTHBIE
JUCKH, MarHUTO-ONTUYECKUE U JIa3E€pHbIEC JUCKU. DII3II-KAPTHI.

Tema 2. Buabl 10KyMEHTOB B 3JICKTPOHHOM BH/I€.

Knaccudukanus [0OKyMEHTOB B JJIGKTPOHHOM BHJIE€ 10 cHocobam
BOCHPUATHS yeraoBeKoM. Tekcrt, rpaduka, ayiuo- U BUICOJIAHHBIE, CMEIIAHHBIE
nanable. Knaccuduxanus nmo tunam HHQOPMAIMOHHBIX TeXHONOTHHA. CHCTEMBI
yrnpaBiieHus: 0a3aMM JaHHBIX; SJICKTPOHHbIE TAaOJIHIIBI; TEKCTOBBIE IMPOLIECCOPHI;
rpauueckue perakTopbl, CUCTEMbI 3allMCH M BOCHPOU3BEACHHS ayJIM0 U BHUIECO
JAHHBIX; MYJIbTUMEINA CUCTEMbI; TUTIEPTEKCTOBBIE CUCTEMBI U IPYTHE.

Tema 3. DiIeKTPOHHBIE JOKYMEHTBI.

[Tonsitue D /1. OcobennocT D/] Mo cpaBHEHHIO ¢ OyMaKHBIMU IOKYMEHTAMH.
HenoctynHoCTh 4enoBeuecKOMYy BOCHPHATHIO 0€3 ClelUaIbHBbIX TEXHUYECKHX U
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OPOrpaMMHBIX CPEACTB; HAJIWYME PA3JIMYHBIX CHOCOOOB KOJWPOBAHUS MU
OpraHM3allHd JAHHBIX; OTCYTCTBHE JKECTKOM CBS3M C KOHKPETHBIM HOCHUTEJIEM
MH(POpMaIMH, BO3MOKXHOCTb OBbITh 3a(pUKCUPOBAHHBIMU HA HOCUTENSX Pa3IMnYHbIX
THIOB; BO3MOKHOCTb BHECEHHUs B JIOKYMEHT M3MEHEHHM, KOTOPBIE BIIOCIEACTBUN
IIPAKTUYECKA HEBO3MOYKHO PACIIO3HATb.

Tema 4. @opmaTbl JOKYMEHTOB.

dopmathl TeKCTOBBIX (paitioB. KomoBbie Tabmuisl. @opMaThl HCIIOTB30BAHUS
u ¢dopmatel xpanenusi. Kpurepuu BpIOOpa ontuManbHOro (opmara. XpaHeHue
OpocThIX TeKcToB. CoxpaHeHue BHemHero odgopmiieHus (pazmerku). [loHsTHS
¢uznyeckoit u jormueckod pasmerku. CoxpaHeHue runeprekcta. Dopmatsl
rpaduyecKux, 3ByKOBBIX U BUI€0(aiIoB. XpaHEHUE TEKCTa B BUAE N300paKEHHUS.
CkaHupoBaHHe TEKCTa. AJNTOPUTMBI cxkaTus. OCHOBHBIE rpaduueckue (popMaTshl.
[IporpamMmMHOe obecrnieueHue uid 1ocTyna kK rpaguueckum Qaitnam. Xpanenue /1,
COYETAIOIIUX TEKCT U TpaduKy. Ayauo- u BuaeoPopMarsl. DIEKTPOHHBIC TAOIUIIBI
U apXUBHbIE KOIMH 0a3 JaHHBIX KaK BUAbI JOKYMEHTOB. COXpaHEHHUE JEKTPOHHBIX
Ta0JIMI] KaK OTAEJIbHBIX TJOKYMEHTOB U BCTABOK B TEKCTOBBIE JOKYMEHTHI. BapuanTa
coxpaHeHusi nHpopMmanuu 0a3 JaHHBIX: XPaHEHHE JAHHBIX BMECTE C MCXOJHBIM
MIPOrpaMMHBIM O00ECIIEYeHHEM; XpaHEHUE cojep:kaHus 0a3bl B (PMKCHPOBAHHOM
TEKCTOBOM (hopMare; MepuoanyecKas KOHBepTauus 0as3bl MOJ] HOBbIE MOKOJIECHUS
CUCTEM YIpaBJICHHs 0a3aMU JaHHBIX C BOCCO3/IaHHEM MOMCKOBBIX CPEACTB Ha 0aze
UCXOJIHOTO AJITOPUTMA.

Tema 5. ABTOMATH3alUSA JOKYMEHTAIIMOHHOIO oO0ecrneYyeHus
yIpaBJIeHHUS.

ABTOMaTH3UPOBAHHBIE ~ CUCTEMBl  JOKYMEHTAIIMOHHOTO  OoOecreueHus
ynpasienusi. Bornpocs! Tepmunonoruu. O03o0p peiaka. Kputepun BIOOpa CUCTEMBI.
JIOKyMEHTOOOOpOT, JIE€JIONPOU3BOJICTBO M JOKYMEHTAllMOHHOE oOOecreueHue
yIpaBJIeHUs] HA OCHOBE COBPEMEHHBIX MHPOPMAIIMOHHBIX TeXHOoJIoTul. Tpu cTtaauu
aBTOMATH3allMM W TPU  IIOKOJEHUsS  ABTOMATU3UPOBAHHBIX  CHUCTEM.
Opranu3zallnoHHbIE BOIMPOCHI, TPEOYIOIIME PELIECHUs: €IUHBIN MPOTOKOJI OOMEHa;
yOpaBJeHUE KIOYeBOM uHpopmanueil; HopmatuBHas 0Oa3a. HopmaTuBHbie
IIPAaBOBbIC, TEXHUYECKUE HOPMATHUBHBIE IIPABOBBIE U METOAMYECKUE TOKYMEHTHI B
00J1aCTH CO3/1aHMs, UCTIOJIB30BAHMS U XPAHEHUS] TEXHOTPOHHBIX TJOKYMEHTOB, B T.4.
u J/]I.

Tema 6. YnpaBiieHue 3JIeKTPOHHBIMHU JOKYMEHTAMHU.

[InanupoBanne xu3HeHHoro mukia JJ[. Craguu >KU3HEHHOTO IMKIA:
CO3/1aHue, ONepaTuBHOE oOpallleHue, apXxuBHoe XxpaHeHue. [lepeunu tunoeix D/1.
Omnpenenenue TpedboBanuii k 3], BEIOOp onTUMATBHBIX (hOpMATOB (PaiisioB.

VY cTaHOBIIEHME KOHKPETHBIX MPOLELYDP COTJIAaCOBAHMS, YTBEPKACHUS, PErUCTPaLUN
OJ1, nopsiKa XpaHEHU s, TAPAKUPOBAHUS, BHECEHUSI U3MEHEHUM, YHUUTOXKEHUS D /1,
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HE IOJUIeKAIUX ITOCTOSIHHOMY XPaHEHUIO; OINPEIEICHUE IOpPsAKa pPEe3epBHOIO
KOIIMPOBAHUS U XpaHEHUs Pe3epBHBIX Komuii D /1.

Nnentuduxaius 3JIeKTPOHHBIX JTOKYMEHTOB. O0s3aTeNnbHbIE PEKBU3UTHI Ha
pPa3HbIX CTAaUAX JKU3HEHHOro mukia. [IpaBuima yyera JHOKYMEHTOB Ha CTaausAX
co3nanus u obOpaienus. Popmar XML kak cpeacTBo nporpaMMHO-HE3aBUCUMOIO
MPE/ICTAaBICHUS] PEKBU3UTOB MpH HH(OOPMALMOHHOM B3aMMOJCHCTBHH CHUCTEM
JOKYMEHTAllMOHHOTO OO0€CIeUeHus] YIpaBJICHUs. Y JIOCTOBEPEHHE MOIIMHHOCTU
ANEKTPOHHBIX JOKYMEHTOB. [IOHATHSA LIETOCTHOCTH M AyTEHTUYHOCTH JIOKYMEHTA.
KonTponbHas xapakTepucTuka (X3myHKIHs ). JIeKTpOHHAsS [UPPOBasi MOMUCH.
Y nocroBepeHne NOMIMHHOCTH C IIOMOLIBIO yIOCTOBEPSIOIIErO JUCTa. 3anmTa /1.
OO01ue TpeboBaHUA MO 3alUTe UHPOPMALIMK U OIpEAEICHUE MOPAIKa JOCTYyMa K
Hel. OpraHu3anuoHHbIE, TPABOBbIE, TEXHUYECKHE (ITPOrPAMMHBIE U AIIAPATHHIE)
MephbI 3aIIUThI. TeXHOIOTMU KPUITO3AIIMTHI.

Tema 7. ApxuBHOE XpaHeHHE TEXHOTPOHHBIX JOKYMEHTOB.

OTOOp TEXHOTPOHHBIX JIOKYMEHTOB Ha apXuMBHOe XpaHeHue. Kpurepuu
orOopa M BO3A€HCTBHE HAa HUX HWH(GOPMALMOHHBIX TEXHOJOTMH. ODKCIepTH3a
neHHoctu O/, ompeneneHue CpokoB UX XpaHeHHs. OCOOEHHOCTH MPOBEACHUS
AKCIEPTU3bl HA PA3HBIX CTAAUSAX JKUZHEHHOTO IMKJIA: IPH MPOEKTUPOBAHUU
(BHEApEHUM) CUCTEMBI, IIpU €€ MOAU(PUKALUHU, IPU UCTEUEHUN CPOKA XPaHEHUs B
opranuzanuu. ObecrneueHnue apXUBHOTO XPaHEHUSI TEXHOTPOHHBIX JOKYMEHTOB.

Tema 8. OcodeHHOCTH apXMBHOIO XpaHenus J/I.

Onpenenenne npouenyp nepeaadn O/ Ha BEJOMCTBEHHOE XpaHEHUE U
CO3[JaHHsI  CONPOBOJMTENBHOW  AoKkymeHTaumu.  OmpeneneHue — mopsnaka
BEJJOMCTBEHHOTO XpaHEHus M nepenadun O]l Ha TrocylapCTBEHHOE XpaHEHUE.
Nnentudukamuss u  yuer OJ[ B apxuBe. MHPpopMalOHHO-IOMCKOBAs
XapaKTEPUCTHKA W CONPOBOAMTENIbHAS JOKyMeHTanus. OCHOBHBIE TEXHUYECKUE
napamMeTpbl IO XPaHEHHWIO MAIIMHHBIX HOcUTene c¢ 3anucbio. KOHTposb
¢usnueckoro coctostHus Hocutened. I[IpoGiemMbl W CrOCOOBI  TOATOCPOYHOM
coxpanHoctu JJ. AnmapartHas, mporpamMmHas ¥ IUiaT(GopMeHHasi 3aBUCHUMOCTb.
KomnupoBanue, KoHBepTas, MUTpaLUs JaHHBIX.

4.3. Jleknumn
Ne HazBanue Tembl O)jbem gaco :
n/n Ounasg  |O4yHo3a04Hasi| 3aouHas
dopma ¢opma ¢opma

1. [ToHsiTHS ¥ BUJBI TEXHOTPOHHBIX IOKYMEHTOB. 4 2
2. Bunbl 10KyMEHTOB B 3JIEKTPOHHOM BUJE. 4 4
3. ONEKTPOHHBIE JOKYMEHTHI. 4 4
4. ®opmaTsl JOKYMEHTOB. 7 4
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5 ABTOMaTH3aLUs JOKYMEHTAllMOHHOI'O 8 4
' obecrieueH s yIpaBICHUSL.
6. YrpasieHue 3JeKTPOHHBIMU JOKYMEHTaMH. 4
; ApXuBHOE XpaHCHHUE TEXHOTPOHHBIX 4
' JOKYMCHTOB.
8. OcobeHHoCcTH apXUBHOTO XpaHeHus D1, 8 4
Hroro: 51 30
4.4. lIpakTnyeckne (CEeMUHAPCKUE) 3AHATUSA
Ne Ha3Banue Tembl O)jbem yaco 3
n/n Ounas  |(OuHo3a0uyHasi| 3aouHas
¢popma ¢popma (¢popma
[ToHsTHS ¥ BUIBI TEXHOTPOHHBIX TOKYMEHTOB. 4 2
Bupl JOKyMEHTOB B JIEKTPOHHOM BUJIE. 4 2
ONEeKTPOHHBIE JOKYMEHTHI. 4 4
4, DopmaThl JOKYMEHTOB. 7 4
5 ABTOMAaTH3AIUS JIOKYMEHTAIHOHHOTO 8 4
' 0OCCIICUCHHUS YITPABIICHHSL.
6. YTpaBJieHUE 3JICKTPOHHBIMH JOKYMECHTAMH. 4
7 ApXUBHOE  XpaHEHHE TEXHOTPOHHBIX 4
' TOKYMEHTOB.
8. OCcoOEHHOCTH apXUBHOTO XpaHeHus D/]. 8 4
Hroro: 51 28
4.5. JlabopaTopHbie padoThl 0 AUCHUILINHE « TeXHOTPOHHBbIE
AOKYMEHTBI M ApXHUBbI» HE MPEAINoJIaralnTcs y4eOHbIM IJIAHOM.
4.6. CamocTosiTesibHAs padoTa CTYJ1€eHTOB
Ne Ha3Banue Tembl Bun CPC O0bem yacoB
n/n Ounas |OuyHo3a04Hasi 3aouHast
¢opma | dopma popma
[TonsiTusa u BuabI TeXHOTpOHHBI | [loaroroBka K 8 10
JOKYMEHTOB. CEeMMHAPCKUM
3aHATHSAM, K
1. TEKYIIEMY "
IPOMEKYTOUHOMY
KOHTPOJIIO 3HAHUI
U yMEHUHI
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Bunnl JIOKYMEHTOB B | IToaroToBKa K 10 10
ANEKTPOHHOM BUJIE. CEMUHAPCKUM
3aHATHIM, K
TEKYIIeMY 51
MIPOMEKYTOUHOMY
KOHTPOJIIO 3HAaHUH
Y YMEHUI
DNEeKTPOHHBIC TOKYMEHTHI. IToxaroroska K 10 10
CEMHUHAPCKUM
3aHATHIM, K
TEKYIIeMY 51
MIPOMEKYTOUHOMY
KOHTPOJIXO 3HAHUU
Y YMEHHUI
®dopmaTtbl JOKYMEHTOB. IToaroroska K 10 10
CEMUHAPCKUM
3aHATHIM, K
TEKyIIEeMY u
MIPOMEKYTOUHOMY
KOHTPOJIIO 3HAaHUH
Y YMEHUM
ABTOMaTH3aIUA IToaroroska k 10 22
JOKYMEHTAIMOHHOTO CEMHUHAPCKUM
obecrieueHus yrpaBIeHUsI. 3aHATHIM, K
TEeKYIIeMY 51
MPOMEKYTOUHOMY
KOHTPOJIIO 3HAHUW 1
YMEHUI
VipaBiieHHEe  3JIEKTPOHHBIMH [Toaroroska K 10 20
AOKYMCHTaMH. CEMHHAapPCKUM
BaHATHIM, K
TEeKyIIeMY 31
MPOMEKYTOUHOMY
KOHTPOJTIO 3HAHUH U
YMEHUN
ApPXMBHOE XpaHEHHE TEXHOTPOHHBIX [[I0ITOTOBKA K 10 20
JIOKYMEHTOB. CEMHHApPCKUM
BaHATHIM, K
TEeKYIIeMY 51
MPOMEKYTOUHOMY

KOHTPOJIIO 3HAHUW U
YMEHUI
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OcoOeHHOCTH apXHUBHOTO XpaHeHus |[[[oAroToBKa K 10 20
ee CEMUHAPCKUM
BAHSATHAIM, K
3. TEeKyILEMY i
MPOMEKYTOUHOMY
KOHTPOJIIO 3HAHUH U
YMEHHI
Hroro: 78 122

4.7. KypcoBble padoThl/IPOEeKTHI MO AucHuIinie « TexHoTpoHHBbIE
AOKYMEHTBI U APXHBbHD» He MPeANoJaralTcs y4eOHbIM IIJIaHOM.

5. OOpa3oBaTtejibHbIe TEXHOJOTUH

[IpenonaBaHne AMCUMIUIMHBI BEAETCA C NMPUMEHEHUEM CIEAYIOIIUX BUIOB
0o0pa30BaTeNbHBIX TEXHOJOTUI: OOBICHUTEIBHO-UILTIOCTPATUBHOIO O0y4YEHUS
(TEXHONOTUS TMOAAECPKUBAIOIIETO OOYUEHHS, TEXHOJOTHUS NPOBEIECHUS Y4eOHOU
IUCKyCcCHUU), WH(GOPMALMOHHBIX TEXHOJOTUN (IPE3EHTALlMOHHBIE MaTepHalbl),
Pa3BUBAIOIINX U MHHOBAIIMOHHBIX 00PAa30BATEIbHBIX TEXHOJIOTUH.

[IpakTrueckue 3aHATHS IPOBOAATCS C HCHOJIB30BAHMEM Pa3BUBAOLINX,
MpPOOJEMHBIX, MPOEKTHBIX, HHPOPMALMOHHBIX (KCIOIB30BAHUE BJIEKTPOHHBIX
o0Opa3oBaTeNbHBIX pPECYpcOB  (DJIEKTPOHHBIM  KOHCHEKT) 00pa3oBaTelbHBIX
TEXHOJIOTUH.

6. YueOHO-MeTOoAMUYeCKOe U MH(OPMALIMOHHOE O0ecIiedeHne
AUCHUIJIUHBI:
a) OCHOBHAas JiUTeparypa:
1. HaBbinoBa, 3. H. TexHosnorust u opraHu3zanusi JOKYMEHTAI[MOHHOIO
obecnieuenust ynpasienus / O. H. JlaBeinoBa, A. M. Hazapenko, A. H. Cykau. —
Mumnck, 2014. — 150 c.

2. Pri6akoB, A. E. JlokymentoBenenue: nocodue / A.E. Pribakos, A.M.
Hazapenko. — Munck: bI'Y, 2013. — 267 c.
3. TexHOTpOHHBIE JOKYMEHTBI — uH(pOpMaIMOHHAS 0a3za

MCTOYHUKOBEACHUS M apXHUBOBEICHMs: COOPHUK HAY4YHBIX cTareit / [Poccuiickuii
rOCyJIapCTBEHHBIN T'YMAaHUTAPHBIA YHUBEPCUTET, VICTOPUKO-apXUBHBIA MHCTUTYT|.
— M.:

Nznarensckuii nentp PITY, 2011. - 312 c.
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4, DONEKTPOHHBIA  JOKYMEHTOOOOpPOT: TEPMHUHBI M  ONpPENETCHUS:
[TEpMHUHONOTMYECKUN CIIOBapb: coaepkutr 220 TMOHATHM U TepMUHOB| /
JlemapTamMeHT 1Mo apXuBaM U AeN0onpous3BoacTBy M-Ba toctuniuu Pecn. benapycs,
benopyc. Hayu.-uccnen. LleHTp 31€KTpOHHON JOKYMEHTAUIUU. — MUHCK:
berHUWUJA/L, 2015. -33 c.

0) 1OMOJIHUTEILHAS JIUTepaTypa:

1. O6 wundopmanuu, WHGOPMAIMOHHBIX TEXHOJOTHUAX W O 3alluTe
unpopmaruu: denepanbubii 3akoH 0T 27.06.2006. Ne 149-®3 // Poccuiickas
razera. — 2006. — Ne 29. — Crt. 4390.

2. [IpaBuna opraHuzanuu XpaHEHUsS, KOMIUIEKTOBaHUS, YydeTa u
MCIOJIb30BaHuUs TOKyMEHTOB ApxuBHOTO poHaa Poccuiickoit @enepanuu u Apyrux
ApPXUBHBIX JIOKYMEHTOB B TOCY/IapCTBEHHBIX U MYHUITUTIAIBHBIX ApXUBAX, My3€sX U
oubnmorekax, opranuzanusix Poccuiickoil akagemun Hayk oT 18.01.2007 r. Nel9
(pen. ot 16.02.2009) // bronnereHb HOPMATUBHBIX aKTOB (e/epaibHBIX OPTaHOB
ucrnoysHuTensHoM Biactu. — 2007. — Ne 19.

3. [IpaBuna opraHuzanuu XpaHEHUsS, KOMIUIEKTOBaHUS, yd4eTa U
MCIIOJIb30BaHUs JOKYMEHTOB ApxuBHOro gona Poccuiickoit denepanuu u qpyrux
apXMBHBIX JIOKYMEHTOB B OpraHax rocyJapCTBEHHOW BJIaCTHU, OpraHaXx MECTHOTO
caMmoynpaBieHus u opranmzauusx oT 31.03.2015. Ne 526 // Oduunumanbubiit
uHTepHeT-nopTasn  mpaBoBoit URL: http://www.pravo.gov.ru. undopmanuu
[DneKTpOHHBIN pecypc].

4, I'OCT 7.69-95 CUBU/. AyanoBusyaibHble TOKYMEHTb. OCHOBHBIE
TEpMUHBI U onipeaenenust — M.: U3n—Bo crannaptos, 1995. — 8 c.

S. I'OCT P 7.0.8.-2013. JlIokyMEHTOBEICHUE U ApXUBHOE J1e710. TepMUHBI
u onpenenenus. — M.: Cranmaptundopm, 2013. — 9 c.

B) HHTEPHET-PeCypChI:
MunucrepctBo o0OpazoBanusi u Hayku Poccuiickoit ®eneparuum  —
http://mMmunoOpHayku.pd/
denepanbHas ciyx)0a Mo Haa30py B chepe 0Opa3oBaHUs U HAYKH —
http://obrnadzor.gov.ru/
MunucrepcTBO 00pazoBanus u Hayku Jlyranckoi Hapomanoit PecriyOnuku —
https://minobr.su

[Topran denepanbHBIX TOCYIAPCTBEHHBIX 00pPA30BATEIBHBIX CTaHIAPTOB
BhIcIIero oopasosanwms — http://fgosvo.ru

denepanpubiii opran «Poccuiickoe obOpazoanue» — http://www.edu.ru/
Nudopmanmonnas cuctema «EauHOE OKHO JOCTynma K 00pa3oBaTelbHBIM
pecypcamy» — http://window.edu.ru/

denepanbHbIN HEHTP HHOOPMAITMOHHO-00PA30BaTEILHBIX PECYPCOB —
http://fcior.edu.ru/
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DJIeKTPOHHBIE OMOJIHOTEYHbIE CHCTEMbBI H PeCYPChI

DNEKTPOHHO-OMOIMOTEYHAS
https://www.studmed.ru

NudopmanuoHHbII pecypc
OpPraHu3anuu

cucTeMa «StudMed.ru» —

OnOJINOTEeKH oOpa3oBaTeIbHOM

Hayunas 6ubnmorexa nmenu A. H. Konsiea — http://biblio.dahluniver.ru/

7. MaTepuaJIbHO-TEXHUYECKOE U MPOrpaMMHOe obecredeHune

JTUCIHHUILINHBI

OcBoenne nucuIunHbl «cToprs MOMUTUYECKUX MapTUil U OOLIECTBEHHBIX

I[BI/I)KCHI/H?I COBpeMeHHOﬁ Poccuny npearojaract UCIoJb30BaHUC AKaICMHUYCCKUX

aYHHTOpHﬁ, COOTBCTCTBYIOIINX HGIZCTB}GOH.IHM CaAHUTAPHBIM M ITPOTHUBOIIOKAPHBIM

IIpaBujiaM U HOPMaM.

[Tpouee: pabGouee MecTO MpPEMOAABATENS, OCHAIICHHOE KOMITBIOTEPOM C

NOCTYyNoM B MIHTepHET.
[IporpammHuoe obecrieyeHue:

BecniiatHoe
DYHKIHOHAIBHOE
MporpamMMHoe
Ha3HAYeHHE
odecrneyeHue

Libre Office 6.3.1
OducHblif maker

UBUNTU 19.04

OmneparmoHHas
cucremMma
Firefox Mozilla
bpaysep
Bpaysep Opera

. Mozilla Thunderbird
HO‘-ITOBBII/I KIIMCHT

. Far Manager
QDaii-MeHeIKep

ApxuBartop 7Zp

CceblIkH

https://www.libreoffice.org/

https://ru.wikipedia.org/wiki/LibreOffice

https://ubuntu.com/

https://ru.wikipedia.org/wiki/Ubuntu

http://www.mozilla.org/ru/firefox/fx

http://www.opera.com

http://www.mozilla.org/ru/thunderbird

http://www.farmanager.com/download.php

http://www.7-zip.org/
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https://www.studmed.ru/
https://www.studmed.ru/
https://www.libreoffice.org/
https://www.libreoffice.org/
https://ru.wikipedia.org/wiki/LibreOffice
https://ru.wikipedia.org/wiki/LibreOffice
https://ubuntu.com/
https://ubuntu.com/
https://ru.wikipedia.org/wiki/Ubuntu
https://ru.wikipedia.org/wiki/Ubuntu
http://www.mozilla.org/ru/firefox/fx
http://www.mozilla.org/ru/firefox/fx
http://www.opera.com/
http://www.opera.com/
http://www.mozilla.org/ru/thunderbird
http://www.mozilla.org/ru/thunderbird
http://www.farmanager.com/download.php
http://www.farmanager.com/download.php
http://www.7-zip.org/
http://www.7-zip.org/
http://www.7-zip.org/
http://www.7-zip.org/

http://www.qimp.org/

I'papuueckuii G”V|_P (GNU Image http://gimp.ru/viewpage.php?page id=8

penakTop Manipulation Program) | http://ru.wikipedia.org/wiki/GIMP
PDFCreator http://www.pdfforge.org/pdfcreator

Penakrop PDF

Aynauoruieriep VLC http://www.videolan.org/vic/

8. OneHo4vHbIe cpeacrea nmo IMCuuIiiinue

I1a

CIopT

OLICHOYHBIX CPEICTB 0 Y4eOHO# AUCHUIIHHE
«TexHOTpOHHBIE JOKYMEHTHI U apXUBBI»
[lepeyeHr KOMMETEHIMI (3JE€MEHTOB KOMIIETCHIIMM), (OPMHUPYEMBIX B

pe3yibTaTe OCBOCHUS Y4eOHON AUCIUIUIMHBI (MOJTYJISI) WU TIPAKTUKH

Ne Kon dopMynHpoBKa WNunaukatopsl | Kontponupyemsr | Dtarbl
/11 KOHTPOJIMPYEM KOHTpOHpreMOﬁ I[OCTI/I)KCHI/II71 e Q)OpMHpOBaHI/I
oi KOMIIETEHIIUH KOMICTCHIM | tempr yueOnot | 4
KOMIIETCHIINU " JIACITUTIITUHBI (cemectp
W3y4YEeHUs)
1 IK-3 Criocoben k| [1IK-3.1 Tema 1 6
opranuzanioHHoM | [1K 3.2 Tema 2 6
y u| [1K-3.3 Tema 3 6
JTOKYMEHTAI[MOHHO Tema 4 6
My Tema 5 6
obecrieueHu Tema 6 6
10 JIeATEeIIbHOCTH Tema 7 6
yUpexIeHUI u Tena 8 6
OpraHHu3aIu
pa3nuuHbIX  GopM
COOCTBEHHOCTH.
2 I1K-4 Cnocoben K [1K-4.1 Tema 1 6
TUTAHHUPOBAHUEO I1K-4.2 Tema 2 Tema 6
51 I1K-4.3 3 6
OpTaHHU3aIIH Tema 4 6
IeATeTbHOCTH Tema 5 6
1o Tema 6 6
KOMIIJIEKTOBAHUIO, Tema 7 6
yU4eTy, XpaHEHUIO U Tema 8 6
HCIOJIb30BaHUIO

16



http://www.gimp.org/
http://www.gimp.org/
http://gimp.ru/viewpage.php?page_id=8
http://gimp.ru/viewpage.php?page_id=8
http://ru.wikipedia.org/wiki/GIMP
http://ru.wikipedia.org/wiki/GIMP
http://www.pdfforge.org/pdfcreator
http://www.pdfforge.org/pdfcreator
http://www.videolan.org/vlc/
http://www.videolan.org/vlc/

ApXUBHBIX
JIOKYMEHTOB.

Iloka3zaren u KPUTEPHUHU OLICHUBAHUA KOMHeTeHHHﬁ, OITMCAaHHE IKAJI

Ol¢cHUBaHUMA

Ne | Kon WNupukaroper | [lepeuenn Kontposnmpyemsie | HaumenoBanu
1/ | KOHTPOJIUPYEMOI JOCTHXCHHUI JIaHUPYEMBIX [TE€MBI y4eOHOM| € OIIEHOYHOTO
I KOMIIETEHIINHU KOMICTCHIMHN | pe3ynbTaTOB  |qUCIIUATIIMHBI CpeJicTBa

(o

peanuzyemoi

JIUCIIATIIINHE)
1 [1K-3 [1K-3.1 3HaTh: ocHOBBI | Tema 1, Bomnpocsr mist
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[1K-3.2

JIOKYMEHTAITNO
HHOH
JICITCIIBHOCTH.
VMern:
JIOKYMEHTHUPOB
arh
JIeSTCIIBHOCTD
YUPEKICHUN U
OopraHu3aIu
Pa3IUYHBIX
bopm
COOCTBEHHOCT
.

Bnaners:
HaBBIKAMH
JIOKYMEHTHPOB
aHus
JIeSTECIIbHOCTU
YUPEKICHUN.

3HaTb: OCHOBBI
JIOKyMEHT0000
pora.

VYMeTh: BeCTH
JIOKyMEHT0000
poT
OpraHH3aIH,
B TOM YHCIIE C
HCIIOJIb30BaHU
€M CHCTEM
AIIEKTPOHHOTO
JIOKYMEHT0000
pora.

Bmaners:
HaBBIKAMH
BEJACHUS
JIOKYMEHTO000
pota
OpraHu3aIui,
B TOM YHCJIE C
HCIIOJIb30BaHH
€M CHCTEM
AIIEKTPOHHOTO
JIOKyMEHT0000
pora.

3HaTh:
OCHOBHBIC
TEHIEHIIUN

Tema 2,
Tewma 3,
Tewma 4,
Tema 5,
Tema 6,
Tema 7,
Tema 8.

o0OcyxaeHus
(B BUJIE
JOKJIaa0B "
COO0IICHUIA),
TECTHI,
pedepartsl,
KOHTPOJIbHbBIE
paboTsl,
PaKTUYCCKHE
3aJ1aHus
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[1K-3.3

pa3BUTHSA
UH(POPMALMOH
HO-
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JIOKYMEHTAIO
HHOT'O
obecrnieueHus
yIpaBICHHUS.
YMeTh:
MPUMECHSIThH B
pabore
UH(POPMALIMOH
HOJIOKYMEHTAIIHO
HHOE
obecrnieucHue
yIpaBICHHUS.
Bnanets:
COBPEMEHHBIM

1 TeHJICHIUSIMHA
pa3BHUTHSA
nHpopmaImoH
HOJIOKYMEHTAIINO
HHOT'O
obecneyeHus
yIpaBJICHUSI.
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[1K-4

I1K-4.1

3HAaTh: OCHOBEI
JIeITEIILHOCTH T10
KOMILIEKTOBAH
U0, YYETY,
XpaHEHUIO U
HCIIOJIL30BaHH 10
ApPXHUBHBIX
JIOKYMEHTOB.
YMeTh:
MIPOBOJIUTH
paboThI MO
KOMILICKTOBAH
U0, YUETY,
XpaHEHUIO U
HCIIOJIL30BaHH 10
APXUBHBIX
JIOKYMEHTOB.
Braanets:
HaBBIKAMH
MIPOBOJIUTH
paboTHI IO
KOMILIEKTOBAH
UI0, yUETY,
XPaHCHUIO U
HCIIOIL30BaHU 0
ApPXHUBHBIX
JIOKYMEHTOB.

Tema 1,
Tema 2,
Tema 3,
Tema 4,
Tewma 5,
Tewma 6,
Tema 7,
Tewma 8.

Bomnpocsr qist
00CyXIeHUS
(B BUJIE
JOKIIAJIOB U
COO0IIeHU ),
TECTHI,
pedeparsi,
KOHTPOJIbHBIE
paboTHI,
NPaKTUYCCKHE
3aJaHHs
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I1K-4.2

3HaTh: OCHOBBI
OpraHu3aIu’
paboThI
roCy/1apCTBCHH
BIX
MYHHIIUITATEH
BIX APXUBOB,
apXUBOB
OpraHu3aui
Pa3IMYHBIX
dhopm
COOCTBEHHOCT
.

YMeTs:
IUIAHUPOBATh
OpraHHU3alHI0
paboThl
rOCyJapCTBEHH
BIX
MYHHUITUTIATBEH
BIX APXUBOB,
apXUBOB
OpraHu3aui
Pa3IMYHBIX
bopm
COOCTBEHHOCT
. Bnagers:
HaBBIKAMH
TUTAHUPOBAHUS
OpraHHu3aIu
paboThI
rOCy/IapCTBCHH
BIX
MYHHUITUTIATEH
BIX aPXUBOB,
apXUBOB
OpraHu3arun
Pa3IMYHBIX
bopm
COOCTBEHHOCT
H.

3HATH: OCHOBEI
AKCHEPTU3BI
IICHHOCTH.
VMmeTs:
MPOBOJIUTH
IKCTIEPTUY
LIEHHOCTH.
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[1K-4.3

Bnaners:
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HaBBIKaMU
IIPOBCACHUA
SKCIICPTU3BI
INCHHOCTH.

@®oHabI OLEHOYHBIX CpE€ACTB 110 JUCHMILJINHE «TCXHOTpOHHbIe AOKYMEHTbBI U
APpXUBbD»

Bomnpocsl 1151 00cyxk/1eHNsI HA TPAKTHYECKUX U CEMHUHAPCKHUX
3aHATHAX (B BUAE JOKJIAA0B U COOOLICHU )

1. TloHsATHST  TEXHOTPOHHOTO  JIOKYMEHTA, MAaIIMHOYMTAEMBIX  JaHHBIX,
ANEeKTPOHHOTO JokyMeHTa (D/1), mudpoBoro T0KyMeHTA.

2. OOmiee ompejesneHne JTOKyMEHTa M HM3MEHEHHS B HEM, OTpaKarollue
creuuduky I/1.

3. JoxymeHTsl 1 HH(POPMAITMOHHBIC PECYPCHI.

4. JlokyMeHTOOOOpPOT, AEIONPOU3BOACTBO U JOKYMEHTAMOHHOE 00€ecIeueHne
yrpasienus (JIOY) Ha 0cHOBE COBpEMEHHBIX MHPOPMAIIMOHHBIX TEXHOJIOTHUM.

5. CTtpyKTypa v BUABI TEXHOTPOHHBIX JTOKYMEHTOB.

6. [loHsATHS BHEIIHETO U BHYTPEHHETO MPEACTABICHUS TOKYMEHTa, (U3UUYECKOMI
U JIOTUYECKOU CTPYKTYPBHI.

7. TexHOTpOHHBIE HOCUTEIH UH(GOPMALIUH.

©

AHanoroBeIil 1 IUPPOBOH CrIOCOOKI PUKcauy HHDOpPMAIUH.

9. Tunel wHocutened g DJI: MarHUTHBIE JICHTBI, MArHHUTHBIC JIUCKH,
MarHUTOOINTUYECKHUE U Ja3epHble NUCKU. DII3II-KapThI.

10.Knaccudukaims TOKyMEHTOB B SJIEKTPOHHOM BHUJIE 10 CITOCOOaM BOCIIPHSITHS
YEJIOBEKOM.

11.Texkcr, rpaduka, ayiuo- v BUACOJaHHBIC, CMEIIIAHHBIC JIAHHBIE.

12 . Knaccudukarms no TinamMm HHQOPMAIMOHHBIX TEXHOJIOTHH.

13.Cucremsbl ynpaBiieHusi 6a3aMy JaHHBIX; DJIEKTPOHHBIC TaOIHUIIBI; TEKCTOBBIC
IpOLECCOPBL; TpaduUeCcKUe PeaKTOPbl; CHCTEMBI 3aIUCH U BOCIIPOU3BEICHUS
ayJlio U BUJEO JAHHBIX; MYJIbTUMEINA CUCTEMbI; THIIEPTEKCTOBBIE CUCTEMBI U
IpyTHE.

14.1lonstue D/I.

15.0cob6ennoctu D/] 1Mo cpaBHEHUIO ¢ OYMa)KHBIMU JOKYMEHTAMH.

16.HemocTynmHOCTh ~ YEJIOBEYECKOMY  BOCHPHUSATHIO  0€3  CHelHUaIbHBIX

TEXHUYECKUX M MPOrPaMMHBIX CPEJCTB; HAJIWYHME PaA3IUYHBIX CIIOCOO0B

KOAUPOBAHMUSI U OpPraHU3alMKM JAHHBIX; OTCYTCTBHE MECTKOW CBS3M C

KOHKPETHBIM HOCUTEJIEM uH(pOopMaLuy, BO3MO>KHOCTb OBITH

3a(pUKCUPOBAHHBIMU Ha HOCUTENSAX Pa3JUYHbIX THUIIOB; BO3MOXXHOCTb
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BHECCHHUA B JOKYMCHT HBMCHCHHﬁ, KOTOPBIC BIIOCIICACTBUU IMPAKTHYCCKH

HEBO3MOXXHO PAaCIlO3HATD.

17.®opmatbl TEKCTOBBIX (DaiiIoB.

18.Ko10BbIe TaOIHUIIBL.

19.®opmaThl UCTIONB30BaHUS U (POPMATHI XpaHEHUS.

20.Kputepuu BbiOOpa onTUMansHOTO popmara.

21.XpaHeHue MpOCThIX TEKCTOB.

22.CoxpaHeHue BHENTHETO opopMieHUs (Pa3METKH).

23.TlonsTus pu3nuecKkoi 1 JIOTHYECKON Pa3METKH.

24.CoxpaHeHHE TUTIEPTEKCTA.

25.Dopmatsl rpaduIecKuX, 3BYKOBBIX U BUACO(DaNIOB.

26.XpaHeHue TEKCTa B BUJI€ U300paKeHHUSI.

27.CxaHupOBaHUE TEKCTA.

28. AITOPUTMBI CXKATHA.

29.0cHoBHbIE Tpadudeckue GopmaThl.

30.ITIporpamMmmHoe obecrieueHue A JOCTyIa K rpadudeckum aitiam.

31.Xpanenue D/I, coueTaromux TEKCT U TpaukKy.

32.Aynuo- u Bugeopopmarsl.

33.DMeKTpOHHbIE TAOJWIBI W apXWBHBIC KOMHHM 0a3 MaHHBIX KaK BHUIBI

JOKYMCHTOB.

34.CoxpaHeHue JICKTPOHHBIX TAOJUIl KaK OTJAEIBHBIX TOKYMEHTOB U BCTaBOK B

TCKCTOBBLIC TOKYMCHTBI.

35.BapuanTa coxpanenust nHpopManuu 0a3 JaHHBIX: XpaHECHUE JaHHBIX BMECTE

C UCXOOHBIM IIPpOI'paMMHBLIM O6€CH€‘-ICHI/I€M; XPpaHCHHUC COOCPIKAHHA 0a3nl B

(PMKCUPOBAaHHOM TEKCTOBOM (hopmaTe; mepuoauydeckass KOHBepTalus 0asbl

IO HOBBIC ITOKOJICHUA CUCTCM YIIPABJICHUA 0azamu JaHHBIX C BOCCO3JaHUCM

ITOUCKOBBIX CPCACTB HA Oaze HCXOJHOT'O aJIrOpUTMa.

Kpurepuu u mikana orieHuBaHUsI 10 OIICHOYHOMY CPEACTBY «IOKJIAJl, COOOIICHHIE)

[Ikamna

OLICHUBAaHUA

(uHTEpBaAT 0AIIOB)

Kpurepuii onenuBanus

5 Hoxmnan (coobiienne) mpeactaBieH(0) Ha BBICOKOM ypOBHE (CTYACHT
B IIOJHOM 00bEMe OCBETUJI paccMaTpUBAEMYIO MpPOOJIEMaTHKY,
NpuBel apryMEHTBl B TIOJB3y CBOMX CYXKICHHH, BIageeT
pO(UIBHBIM MOHITUHHBIM (KaTeroOpualbHbIM) allapaToM M T.I1.)

4 Joknan (coobIieHne) npeacTaBueH(0) Ha CpeJHeEM YpOBHE (CTYIEHT

B 1I€JIOM OCBETWUJ paccMaTpUBaeMylo NpoOJeMaTHKy, HpUBET
apTyYMEHThl B TOJB3y CBOUX CYXKJICHHH, IOMYCTUB HEKOTOPHIC
HETOYHOCTH U T.II.)
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3 Hoxnan (cooOuieHue) mnpeacTaBieH(0) Ha HU3KOM YPOBHE (CTYACHT
A0IMYCTHUIT CYHICCTBCHHBIC HCTOYHOCTHU, H3JIOXKWI MATCpUall C
ommnOKaMy, HE BIAJEET B JOCTATOYHOH CTENEeHH NPOPHIEHBIM
KaTeropuaJIbHbIM alapaToM U T.I1.)

2 Hoxnan (cooOmieHne) mpencraBieH(0) HAa HEYIOBJICTBOPHUTEIHLHOM
YPOBHE WJIX HE MPEJICTaBIIeH (CTYACHT HE TOTOB, HE BBITIOJHHII

3aJIaHHE U T.I1.)

Bonpochl kK KOHTPOJIBHBIM padoTam

1. [lpaBoBoe peryiaupoBaHue OpUIUYECKON cuibl DJ] B Haimield cTpaHe U 3a
pyOexKoM.

2. 3akoHOJAaTeNbHbIE aKThl POocCHM O 3JEKTPOHHBIX JOKYMEHTaX, 3JEKTPOHHBIX
apXuBax.

3. HopmaTuBHOE perynupoBaHHE TOCYJapCTBEHHBIMH cTaHgaptamu Poccun
CO3/IaHMsl, XpPaHEHUs1, UCII0JIb30BAHUS HH(DOPMAIIUU B HIEKTPOHHOM BUJIE.

4. TlpaBa coOcTBeHHHKA HH(OPMAIIUOHHBIX PECYPCOB.

5. JlokyMeHT Ha 3JIEKTPOHHOM HOCHTEIIE, SJEKTPOHHBINA TOKyMEeHT (D/]), moHsTHs
«MU», «IMH», anekTpoHHas nudpoBas MOJANKUCH, AIEKTPOHHBIN pecypc uX
HOPMATHUBHO 3aKpeIUIeHHbIC Je(OUHULINU.

6. IOpunnueckas cuina MOKYMEHTa HAa MAIlMHHOM HOCHTEJE, TOJYYCHHOTO W3
MH(POPMAITMOHHOMN CUCTEMBI, FJIEKTPOHHOTO JOKYMEHTA.

7. PexBU3UTHI JOKyMEHTA Ha SJIEKTPOHHOM HOCHUTEIE.

8. Meranannble: MOHATHE, XapaKTEPUCTUKA, TMOPSIAOK  (popmMupoBaHus,
UCIIOJIb30BaHUSI.

9. Xpanunuiia 3JIEKTPOHHBIX JIOKYMEHTOB B BEJIOMCTBEHHBIX U
HEroCcyJIapCTBEHHBIX apXUBaX.

10.Xpanunwuina 371eKTPOHHBIX TOKYMEHTOB B TOCYAapPCTBCHHBIX apXHUBaX.

11.Ucnionib30BaHWE OTAEIBHBIX OSJIEKTPOHHBIX HOCHUTENEH, TEPPUTOPUATHLHO
pa3MelIeHHbIe XPaHWIHIIIA.

12.CoBpeMeHnHbIe KiacCu(pUKAIIMN MAIIMHOYUTAEMBIX JJOKYMEHTOB.

13.3nauenne  wiaccupukanuu. EauHWNBl  KiIaccuUKAUKA  AIEKTPOHHBIX
JIOKYMEHTOB .

14 Knaccudukanys 10KyMEHTOB Ha 3JIEKTPOHHBIX HOCHTEIISX B MIPE/Iesiax apXuBa.

15.Knaccudukainus JOKyMEHTOB Ha DJJISKTPOHHBIX HOCHUTENSX B TIpenesax
apXuBHOTO (POHIIA.

16.I1pobGnema sKCIEepTU3bl IIEHHOCTH M OTOOpa Ha XpaHEHHWE MAaIlTUHOYUTAEMbIX
JIOKYMEHTOB.

17.Kputepuu 3KcnepTu3bl IEHHOCTH JIEKTPOHHBIX TOKYMEHTOB.
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18.Eaunuiia xpaHeHus1, €IMHULIA y4eTa JIEKTPOHHBIX TOKYMEHTOB, AyTEHTUYHOCTh
ANEKTPOHHBIX JOKYMEHTOB MeEToauku WASHTU(UKAIMU W ayTeHTU(UKAITIU
JIOKyMEHTOB Ha 3JICKTPOHHBIX HOCUTEIISX

19.®akTopsl, BOUSIONIKE HA COXPAHHOCTH /1.

20.HopmatuBuble ycioBus Xpanenuss JJ[. 3ammra 0T  BpPEAOHOCHBIX
KOMITBIOTEPHBIX MPOTPaAMM.

21.3ammTa OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

22 .ITpob6embl obecrieueHus: coxpanHoctu D/1.

23.KoHBepTupoBaHUE TaHHBIX B HOBBIE BepCUU MporpaMMbl. OOydeHue nepcoHarna.

24.11IpobneMa MUTpaLMK 3JIEKTPOHHBIX IOKYMEHTOB B MPOTrPAaMMHO HE3aBHCHUMbIC
dbopmatbl — cTpaxoBbie (hOpMaThl. OJIb30BATENbCKUE (DOPMATHI

25.1Tpo6nemsr yueta D/1. [Topsigok ydera 37€KTPOHHBIX IOKYMEHTOB U OIepaliuu
10 UX 3aMKUCH Ha AJIEKTPOHHBIE HOCUTEIIH.

26.1lenn mpuMeHEHHS TEXHOJIOTHH OIM(DPOBAHUS, ITAIbI IEPEBOJIA JOKYMEHTOB Ha
TPaJAUIIMOHHBIX HOCUTENSAX B DJIEKTPOHHYIO hOopMYy.

27.0uudpoBanue u MUKPO(DUIEMUPOBAHHUE: JOCTOMHCTBA u

HEJIOCTATKU TEXHOJIOTHH.

28.TexHomorun onudpoBaHUsT TPH CO3JaHUU CTpaxoBoro ¢oHaa u (QoHga
M0JIb30BaHMUSI.

29.TexHOIOTHH AJICKTPOHHON pecTaBpaiy H300paXeHUH JTOKYMEHTOB

30.0cobennoctu onmcanus D/I.

Kpurepuu u mkana oneHUBaHUsS MO OIEHOYHOMY CPEICTBY «KOHTPOJbHAS
paboTa»

Ikaina OIlCHUBaHUS Kputepuit onennBanus
(uHTEpBaN 0aNIOB)

) B paboTe mpUCYTCTBYIOT BCE CTPYKTYPHBIE 3JIE€MEHTBHI, BOIPOCHI
PACKpPBITEI MOJHO, H3JI0XCHUC MaTcpuajla JOIMYHO, BBIBOALI
apryMEHTHPOBAHBI, MCIOJNB30BaHA aKTyallbHAs JIMTEpaTypa, padora
MpaBUIBLHO OhopMIiIeHa

4 B pabote ectb 2-3 He3HAUUTEIbHBIE OIIMOKH, U3JI0KEHHBIN MaTepual
HE IPOTUBOPEUUT BBIBOAAM, B CIIUCKE HCTOYHUKOB JIOCTATOYHOE
KOJINYECTBO MO3UIIHHA, HET TPYOBIX OIMOOK B 0pOpMIICHUN

3 OnMH U3 BOMPOCOB pPACKPHIT HE TMOJHOCTBIO, TPUCYTCTBYIOT
JIOTHYECKUE U (PaKTHUECKUE ONIUOKH, TUIOXO MPOCISKUBACTCS CBS3b
MEXKIYy OTBETOM M BBIBOJJAMH, B CIIUCKE JIMTEPATyphl MHOTO
YCTapeBIINX HMCTOYHHWKOB, JOMYIICHBI CYIIECTBEHHBIE OIIMOKH B
odopmIIeHUN
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2 KonuuecTBo ommMOOK MpeBBIMIAeT AOMYCTUMYIO HOpPMY, B paboTe
OTCYTCTBYIOT BBIBOJIbI HJIM HE XBaTaeT JAPYIMX CTPYKTYPHBIX
AJIEMEHTOB, B CIIMCKE JHUTEPATyphl HEAOCTATOYHO HCTOYHUKOB,
pabota odopmiieHa HE TTO TPeOOBaAHUIM

IpakTnyeckue 3a1aHus:

[ToaroToBbTE MPE3EHTALHIO.

Templ TIpe3eHTalNi:

dopmaThl TEKCTOBBIX (PailsioB.

KooBble TaOJIHIIEL.

dopMaThl HCTIOIB30BaHUS ¥ (POPMATHI XPAHEHUS.
Kputepun Bei6opa ontumManbHoro gopmara.
XpaHEeHUE NPOCTHIX TEKCTOB.

CoxpaHeHne BHEIIHETO 0(hopMIIeHUS (pa3METKH).
[TonsTus GU3NIECKON U JIOTHYECKON Pa3METKH.

O No ok wh e

CoxpaHeHune TuIepTeKCTa.

®opmMmartel rpadhUYECKUX, 3BYKOBBIX U BUACO(]aiiIOB.

10.XpaHeHue TeKCTa B BUJIC U300paKCHHUSI.

11.CxanupoBaHu€e TEKCTA.

12. AATOpUTMBI CXKATHSA.

13.0OcHoBHEbIe Tpaduueckne Gopmarsl.

14 .TIporpammHuoe obecriedeHue s JocTyna K rpagudeckum daiinam.

15.Xpanenue D/], coueTaromux TeKCT U rpaduxy.

16.Aynuo- u BugeodopMaThl.

17.9nexTpoHHbIE TAONMIBI M apXUBHBIE KOMUU 0a3 JaHHBIX KakK BHUJIbI
JOKYMEHTOB.

18.CoxpaHeHre DJJIEKTPOHHBIX TaONHII KaK OTIECNBHBIX JIOKYMEHTOB H
BCTABOK B TEKCTOBBIE JIOKYMCHTHI.

19.Xpanenue JaHHBIX BMECTE C UCXOIHBIM MPOTPAMMHBIM 00€CIICYECHUEM.

20.Xpanenue conepkanus 6a3sl B (UKCHPOBAHHOM TEKCTOBOM (popmare.

Kpurepuu oneHuBaHusi NP BbINOJHEHUH NPAKTHYECKHUX 3aJaHUI
(IKaJIa OHEHKH B COOTBETCTBUM C 3TAJIOHOM)

[xana Kpurepuii oneHnBanus
OLICHUBAHHUS
(uHTEpBaN
0amioB)
5 3agaHue BHITIOJHEHO B COOTBETCTBUH C ATAJIOHOM
4 B 3apannu qonymeHbl OJUH-BA Hel04eTa U (WJIH) 0JHA OIIHOKA
3 B 3a1aHuu 10NylIeHO HECKOJIbKO HEI0YETOB U /IBe OIIHOKH
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2 ‘ B 3agaHuu 1onynIeHO HECKOJIbKO Hel04eTOB U 0oJiee ABYX OIIMOOK

Tembl pedepatoB

1. IIpaBoBo€ perynupoBaHuE HOpUAMYECKOW cuibl D/l B Halleld cTpaHe W 3a
pyOexom.

2. 3akoHOMATeNbHBIE aKThl POCCHM O 3JIEKTPOHHBIX JOKYMEHTAX, DJIEKTPOHHBIX
apXuBax.

3. HopmatuBHOE perynmpoBaHWE TOCYAapCTBEHHBIMU CTaHAapTamMu Poccum
CO3JaHMsl, XpaHEHUs, UCIIOJIH30BAHUS HH(DOPMAITUHU B DIIEKTPOHHOM BUJIE.

4. TlpaBa coOcTBeHHUKA HH(GOPMAIIMOHHBIX PECYPCOB.

5. JIOKyMEHT Ha »SJIEKTPOHHOM HOCHUTENE, SJEKTPOHHBIA TOKyMeHT (3]1),
noustus «MYy, « IMH», anekrponHas uudpoBas momuck, 3MEKTPOHHbBIN
pecypc X HOPMATUBHO 3aKPEIUICHHBIE 1e(UHUITUH.

6. FOpunuueckast cuia TOKyMEHTa Ha MalllMHHOM HOCHTEIE, MOJy4YeHHOTO U3
UH(OPMAITMOHHON CUCTEMBI, SJIEKTPOHHOTO JOKYMEHTA.

7. PexBH3UTHI JOKyMEHTA HA SJIEKTPOHHOM HOCHUTEIE.

8. MeranaHHeble: MOHATHE, XAPAKTEPHUCTHKA, TOPSIOK

(dbopMHUpOBaHUS, UCTTOJIH30BAHUS.
9. Xpanunwuia AIEKTPOHHBIX JIOKyMEHTOB B
BEJIOMCTBCHHBIX ¥ HETOCY/IapCTBCHHBIX apXUBaX.

10.Xpanunuiia 371€KTPOHHBIX IOKYMEHTOB B TOCYIApPCTBEHHBIX apXUBaX.

11.Vcnionb30BaHue OTAENBHBIX DSJEKTPOHHBIX HOCHUTENEH, TEePPUTOPUATHHO
pa3MeIleHHbIE XPaHUIHIIIA.

12.CoBpeMeHHbIe KiacCU(UKAITUN MAITMHOYUTAEMBIX JOKYMEHTOB.

13.3nauenne kimaccupukanuu. EauHULBI  KIaccUPUKAIUU  DJICKTPOHHBIX
JIOKyMEHTOB .

14 Knaccudukainuys JTOKYMEHTOB Ha DJJIEKTPOHHBIX HOCHUTEISIX B Mpejenax
apxuBa.

15.Knaccudukainuys JAOKYMEHTOB Ha JJIEKTPOHHBIX HOCHUTEISIX B Mpejernax
apXuBHOTO (POHIIA.

16.I1poGnema sKCIepTU3HI IIEHHOCTH M 0TOOpa HAa XpaHEHHE MAITMHOYUTAEMBIX
JIOKyMEHTOB.

17 . Kpurtepuu 3KCIepTH3bI ICHHOCTH AJICKTPOHHBIX JOKYMEHTOB.

18.EquHuiia  XpaHEeHHs, CIWHHWIIA Yy4YeTa DJJICKTPOHHBIX JOKYMCHTOB,
AyTEeHTUYHOCTh DJIEKTPOHHBIX JOKYMEHTOB MeTonuku uaeHTuukanum u
ayTeHTU(PUKAIIUKA JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTEIISX

19.®akTopsl, BAUAIONIUE HA COXPAHHOCTH DI,
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20.HopmaTtuBubie ycnoBusi Xpanenuss OJI. 3ammra OT BpPEJOHOCHBIX
KOMITBIOTEPHBIX MPOTPaAMM.

21.3ammuTa OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

22 .I1pobnembl obecniedeHus: coxpaHHoctu /1.

23.KoHBepTupoBaHWE JaHHBIX B HOBBIE BepcHH Tporpammbl. OOydeHwme
nepcoHarna.

24.1lpobnemMa  MHTpari  AJIEKTPOHHBIX  JIOKYMEHTOB B  TPOTPaMMHO
He3aBUCUMBbIE (GoOpMaThl — CTpaxoBble (oOpMaThl. MOJb30BATEIBCKUE
dopmaTsl

25.11po6nembr yuera DJ[. Ilopsimok yuera 3JIEKTPOHHBIX JOKYMEHTOB U
OTepalyy MO UX 3alUCH Ha 3JIEKTPOHHBIE HOCUTEIH.

26.1lenn mpuMeHEeHHs TEXHOJIOTUH OLIM(POBAHMS, ATAIIBI IEPEBO/Ia TOKYMEHTOB
Ha TPAJUIMOHHBIX HOCUTEIISX B AJIEKTPOHHYIO (popMmy.

27.0uudpoBanre U MHUKPOPWIHBMUPOBAHHUE: JOCTOMHCTBA W HEIOCTATKH
TEXHOJIOTUHU.

28.TexHomoruu onupoBaHUs MpU CO3JAHUU CTpaxoBoro ¢ouHma u ¢oHaa
M0JIb30BaHMUSI.

29.TexHOIOTHH AJICKTPOHHON pecTaBpaiy H300paXKeHUH TOKYMEHTOB

30.0cobennoctu onucanus D/I.

Kpurtepuu n mkaJjia oneHuBaHMs 10 OLEHOYHOMY CPeCTBY pedepar

[xamna OLICHUBAHHUS Kpurepuii oneHnBaHuA

(nHTEpBaN OAIIOB)

) Pedepar mnpesncraBieH Ha BBICOKOM YpOBHE (CTYIEHT B IMOJIHOM
o0beMe OCBETHJI paccMaTphUBaeMyl0 TMpOOJIEeMaTHKy, MpPUBEIN
apryMEHTBl B TIOJNB3y CBOMX CYXICHHH, BiajgeeT MPOQUIbHBIM
MOHATUMHBIM (KaTeropuajbHbIM) anmaparoM U T.m.). OdopmieH B
COOTBETCTBUH C TPEOOBAHUSMH TPEABIBISEMBIMU K TAHHOMY BHIY
pabor.

4 Pedepat npeacrapieH Ha cpeiHeM YPOBHE (CTYJEHT B LIE€JIOM OCBETHII
paccMaTpuBaeMyl0 NpoOJeMaTUKy, MPUBET apTyMEHThl B TMOJb3Y
CBOMX CYXJEHHH, JONYCTUB HEKOTOpble HETOYHOCTH U T.N.). B
O0(OpPMIIEHUU JOMYIIEHbI HEKOTOPbIE HETOYHOCTH B COOTBETCTBUU C
TpeOOBaHUSAMU NPEIBABISIEMBIMU K JAHHOMY BH]Ty paboT.

3 Pedepar mnpencraBieH Ha HHM3KOM YPOBHE (CTYyIEHT AOMYCTHII
CYIIECTBEHHbIE HETOYHOCTH, M3JIOKWJI Marepuaj ¢ OIMOKaMmH, He
BJaJieeT B JOCTAaTOYHOH CTemneHu MNpO(UIbHBIM KaTeropHalbHbIM
amnmnaparoMm U T.11.). B odopmiieHnn qomyiieHs! ommoKy B

COOTBETCTBUU C Tpe6OBaHI/I$IMI/I OpCABABIACMBIMH K JaHHOMY BUIY
pabor.

2 Pedepar mpencraBieH Ha HEYJOBJIETBOPUTEITHLHOM YpPOBHE WM HE
MIPE/ICTABJICH (CTY/ICHT HE TOTOB, HE BBITIOJIHIII 33/IaHUE U T.I1.)

30




TecThI:

1. Tlo Buay NOMIOKKA U MaTepUATbHON OCHOBE HOCHUTENS PA3THYAIOT
¢dororpaduu Ha

A. Ha rubxoit momumepHoit (PoTo- M KMHOIIJIICHKA), )KECTKOUN (CTCKIISTHHBIC

IJIACTUHKHU, KEpaMHKa, JEPeBO, METallI, IjacTMacca) U OyMa)KHOM OCHOBe

(dboTobOymara).

b. Ha Oymaxknoit u rubxoii (1uieHka, nHdpakpacHble GUIBTPBI) OCHOBaX 18

B. Ha 6ymakHOM 1 5keCTKOH (CTEKJISTHHBIC IJIACTHHBI) OCHOBAX

2. Muxkporpaduyeckuii JOKyMEHT — 3TO

A. JIOKyMEHT, BBIIIOJIHSIEMBI HA MUKPOHOCHUTEIIE B BUJIE MUKPOKOIIMH HJIU
OpUTMHANIa MUKPOJAOKYMEHTa. X OTIMYUTENbHBIMA OCOOCHHOCTAMHU
ABJIAIOTCS MaJjible (pU3MYECKUEe pa3Mephl U BEC.

b. JIoKyMeHT, BBINOJHSEMBIM HA IUICHOYHOM HOCHUTEIE C TMOMOIIBIO
rpau4ecKoro perakTopa.

B. Muxkpoduma, coxepxamias KONUKM H300paXE€HUH MPEAMETOB C
yMeHblIeHueM oosiee uem B 90 pas.

3. B 3aBHCHMOCTH OT KpaTHOCTH YMEHbIIEHUS N300paKEHUS IIPU ChEMKE U
KOJIMYECTBE KaJApOB MHUKpoQUIIM pa3fenstoT Ha: A Mukpoduim,
CYNepMUKPO]HUILHN, YIBTPAMUKPODHUIIH.

b. MukpoduibMbl, MUKPOKAPTHI, MUKPODHUIITH

B. Jluano3utuBsl, ciaaipl, MUKpOGUILIN

4. WN300pa3uTenbHO-CTATUYHBIMU  Pa3HOBUIHOCTSIMU
KHUHOJOKYMEHTA SIBJISIOTCS

A. uaduibmel, SupuIbLMbL

b. Kwunonenra, cnaiig B.

Jlnano3uTuB, MUKPO(DUITBM.

5. Kunoneronuch — 310

A. JlokymeHTal1us, MOBCEAHEBHO, PETYJISIPHO (PUKCHUPYIOIIAsi HA KHHOTUICHKY
BaKHEHIIIME COOBITHS )KU3HU CTPAHBI.

b. [Tlepwoguyeckue BBIMYCKH, B KOTOPBIX OTPAXKAIOTCS COOBITHSA,
MIPOUCXOIAIINE Y HAC B CTPAHE U 3a PyOESIKOM.

B. Kunodunbm, n3roraBnuBaeMpiil GpupMaMu UM CTYUSMU, UMEET TEKCT, B

KOTOPOM JaeTcsl KpaTKasi aHHOTaIus GuiibMma.
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6. Opranuzanus JOKYMEHTOB B apXMBOBETYECKOW MPAKTHKE — 3TO

A. COBOKYNHOCTb aJMUHHCTPATUBHO-TIPABOBBIX U HAYYHO-METOAUYECKHX
pELICHUI U TEXHUYECKUX OIepaluil, IPUMEHIEMBIX K 3TUM JOKYMEHTaM C
YU4E€TOM UX TMPHUHAJISKHOCTH K Pa3IuYHbIM (GopMaM COOCTBEHHOCTH,
pa3HbIM HMCTOPMYECKHMM IMEpHoJaM, BHJIaM HOCHUTENEH HHPOpManuu U
JIPYTUX OCOOCHHOCTEHM, B WEMSIX UX YHOPSAOYCHHS M PAIOHAJIBHOTO
apXUBHOTO XpaHEHUS 0 000COOJICHHBIM COBOKYITHOCTSIM apXUBHBIX (DOH/IOB.
b. Omao wu3 »d(deKTUBHBIX CPEACTB YHOPSAOYCHHS, CHUCTEMaTH3AIUH
UCCJIEyEMOT0 MaTepraia U OpraHu3aliy I03HABATEIbHON AEATEIbHOCTH.
B. CBelneHre MCTOYHHMKOB IO 3THM NPH3HAKAM B TPYNIBI, JTOMYCKAIOIIHE
i pepeHInpOBaHHBIN MOAXO K KaXKI0M

7. KoHTponb (OTOIOKYMEHTOB B IpoOLIECCE XPaHEHUsS NPOBOAUTCA A.
IIyréM nmpocMoTpa Ha IPOCBETHOM CTOJIE.

b. [lyrem nomenienus B GpUIbMOCTAT.

B. Ilyrem npocMoTpa Ha MOHTaKHOM CTOJIE.

8. PacmonoxuTe B XpOHOJIOTHYECKOU MOCIIEI0BATCILHOCTH

A. OCyIIECTBIICHHE MEXaHUYECKOMN 3BYKO3amKcH (Ha BOCKOBBIX BaJMKax, Ha
rpaMMO(OHHBIX IJIACTUHKAX, HA MOPUHO(POHAX)

b. ontuueckas 3Byko3anuch (B KHHO), MAarHUTHAsI 3BYKO3aIUCh

B. ocyuiecTBiieHue 1a3epHOil 3BYKO3aIUCH

9. Vkaxwute roa, korma Obul BBeaeH B aeiicTtBue crtanmapT Poccun 'OCT
7.69-95 "CUBU/l. AynunoBusyanbHbie JOKyMEHTbl. OCHOBHBIE TEPMUHBI
Y OlpeniesieHus "

10. Otnnune GOHOAOKYMEHTA OT APYTUX BHUIOB HICTOYHHKOB

A. 3BykoBas (opMa BbIpaKEHUs 3aKIOUYEHHOW B HUX HH(opmamuu o0
00BEKTaX AEHUCTBUTENBHOCTH.

b. OO6nanaoT cnocoOHOCTBIO mMepenaBarb WHMOPMAIUMI0O O KaKOM-JIHOO
SBJICHUU WJIU TIpoOliecCe JCWCTBUTEIBHOCTH B TO CaMO€ BpeMsi, KOrJa OHO
IPOUCXOAUT WM HETIOCPECTBEHHO BCIE 32 HUM

B. Conepxut nzo0pa3uTtenbHy0 HHPOPMAIUIO, KOTOPast BOCIPOU3BOIUTCS C
MOMOUIbIO CHIEIIMATIBHBIX TEXHUUYECKUX CPEJCTB.
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11. bpatest Jlrombep BO @paHIUU BHOEPBbIE COCAUHWIM IIJICHKY C
MpoeKIMoHHbIM (poHapem u B 1894 r. opranmzoBamu A. IlepBbiii
KHMHOCEAHC.

b. OGuiecTBO cOXpaHHOCTH UCTOpUU (PoTOrpadUuecKuX KOJUICKIIUN

B. [Toka3 nepBbIX BETHBIX (POTOCHUMKOB

12. Meroauka HMCTOYHUKOBEIUYECKON KPUTHUKH KHHOJIOKYMEHTOB ObLia
npennoxeHa A. B.C. JIuctoBsim

b. JI.M. Pomanem

B. B.M. MarugoBsim

13. TlogBumel 3ByKO3anmucH (POHOJOKYMEHTOB, CYIIECTBOBABIINX B KOHIIC
19- nagane 20 B.

A. Mexannueckasi 3ByKO3aIich (Ha BOCKOBBIX BajMKaX, Ha rpaMMO(OHHBIX

MJTACTUHKAX )

b. MarauTHas 3ByK0o3anuch (Ha MpOBOJIOKE)

B. Mexanudeckas 3ByKo3anuch (Ha KaTyIIkax)

PeKOMeHIlaIIHl/I K IIPOBEJACHUIO TECTOB
BpeM}I IMPOBCACHUA TCCTUPOBAHUA OIIPCACILICTCA U3 pacucTa — 1-2 muH. Ha

OMH Bonpoc. Ecii TecTupoBaHUE TPOBOJUTCS MIPENOAABATENIEM B KOMIIBIOTEPHOM
KJIacCE, TO MPABWIBHOCTh OTBETOB ITPOBEPSAETCS MPU IMOMOIIM KoMmbroTepa. Ecnn
TECTUPOBAHUE TMPOBOAUTCA B ydeOHOM ayautopun 0Oe3  NPUBJICUCHUS

KOMHB}OTepHOﬁ TCXHHUKH, TO ITPABUIIbHOCTH OTBETOB ITPOBCPACTCS NPLIIOAABATCICEM

C MIOMOIIbIO CTPAHUIBI CKITIOUCIy.

Kpurepuu n mkaJjia oueHMBaHHUS 110 OLICHOYHOMY CPEACTBY TECThI

[xana OLICHUBAHUS Kpurepuii oneHnBaHus
(nHTEpBaN OAIIOB)
5 TecThl BBINOIHEHB! HA BHICOKOM YPOBHE (IIPaBUIIbHbBIE OTBETHI JaHbI
Ha 90-100% TecToB)
4 TecTsl BBINOIHEHB! HA CPETHEM YPOBHE (TIPAaBUIIbHBIE OTBETHI JAHBI
Ha 75-89% TecToB)
3 TecTbl BBINOIHEHBI HA HU3KOM YPOBHE (TpaBUJIbHBIE OTBETHI 1aHbI
Ha 50-74% TecToB)
2 TecTbl BBINOIHEHBI HA HEYIOBIETBOPUTEIBHOM YPOBHE
(mpaBUJIbHBIE OTBETHI 1aHBI MeHee ueM Ha 50% TecToB)

OueHouHbIe CPeACTBA IS POMEKYTOUYHOM ATTECTALMHU (324eT)
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1. IIpaBoBoe perynupoBaHuEe OPUIANYECKON cuiabl D]l B Halel cTpaHe U 3a
pyoOexxoM.

2. 3aKoHOAATeNbHbIE aKThl Poccru 0 3JIEKTPOHHBIX JOKYMEHTaX, AJIEKTPOHHBIX
apXuBax.

3. HopmatuBHOE perynupoBaHHEe TOCYAapCTBEHHBIMHU cTaHaapTamu Poccum
CO3/1aHUs, XpPAaHEHUsI, UCIIOJIb30BAHUS HH(OPMALIUY B AIIEKTPOHHOM BUJIE.

4. TlpaBa coOcTBeHHUKA HH(GOPMAIITMOHHBIX PECYPCOB.

5. JIOKYMEHT Ha D3JEKTPOHHOM HOCHUTENE, D3JIEKTPOHHBIM JokyMeHT (D/1),
noHsATus «MY», « IMH», anextporHas nudpoBas MOAMKUCH, HIEKTPOHHBII
pecypc UX HOPMATUBHO 3aKpEIJICHHbIE AC(PUHUIINM.

6. FOpuanueckas cuia TOKyMEHTa Ha MallUHHOM HOCHTENE, MOJYYSHHOTO U3
MH()OPMAITMOHHOW CUCTEMBI, JIEKTPOHHOT'O JIOKYMEHTA.

/. PexkBU3UTHI JOKYMEHTA Ha 3JIEKTPOHHOM HOCHTEJIE.

8. MerananHsle: NOHATHE, XApaKTEPHUCTHKA, MOPSIOK

(opMupoBaHus, UCHIOIB30BAHUS.

9. XpaHunuima  3JIEKTPOHHBIX  JOKYMEHTOB B BEJOMCTBEHHBIX U
HEroCyapCTBEHHBIX apXUBAX.

10. XpaHunuina 3IeKTPOHHBIX JOKYMEHTOB B TOCY/ITaPCTBEHHBIX apXUBaX.

11.Wcnionb30BaHuE OTAEIBHBIX 3JEKTPOHHBIX HOCHUTENIEH, TEPPUTOPHUAIBHO
pa3MeIlEeHHbIE XPAaHUIHILIA.

12.CoBpemenHble Knaccu(uKali MalIMHOYUTAEMbIX JOKYMEHTOB.

13.3nauenne kmaccudukarmu. EIWHWIB  KIacCUPUKAIUN  SICKTPOHHBIX
JOKYMEHTOB.

14 Knaccudukanuus AOKYMEHTOB Ha 3JEKTPOHHBIX HOCUTENSIX B Mpeaenax
apxuBa.

15.Knaccudukanus AOKYMEHTOB Ha 3JEKTPOHHBIX HOCUTENSIX B Mpeaenax
apXMUBHOTO (OHJIA.

16.ITpo6remMa sKcriepTrU3BI IEHHOCTH U 0TOOpa Ha XpaHEHHE MAITMHOYUTAEMbIX
JOKYMEHTOB.

17.Kputepuu 3KCHepTU3bl ICHHOCTH 3JI€KTPOHHBIX JOKYMEHTOB.

18.EnuHuna XpaHeHHs, €IWHUIA Yy4yeTa DSJCKTPOHHBIX JOKYMEHTOB,
ayTEeHTUYHOCTh DJIEKTPOHHBIX JOKYMEHTOB MeETONUKU HACHTU(DUKAUU U
ayTeHTU(PUKALUUA JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTEISX

19.®akTopsl, BAUSIOMNE HA COXPAHHOCTH /1.

20.HopmatuBHbpie ycimoBusi xpaHenuss /. 3ammura OT BpPEJOHOCHBIX
KOMITBIOTEPHBIX IPOrPaMM.

21.3amura OT HEeCaHKIIMOHUPOBAHHOTO JIOCTYTIA.

22 .I1pobGnembl obecniedeHus: coxpaHHoctu /1.
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23.KoHBepTUpOBaHME JaHHBIX B HOBBIE Bepcuu mporpammel. OOyueHue
HepcoHaIa.

24.ITpobsieMa  MUTpalluM  DJIEKTPOHHBIX  JOKYMEHTOB B  IPOIPaMMHO
He3aBHCUMbIE (opMaThl — CTpaxoBblie (OpMaThL. IMOJIb30BATEIBCKUE
dopmaTsl

25.ITpo6nembr  yuera OJI. Tlopsgok yuera SJIEKTPOHHBIX JIOKYMEHTOB H
OTIepalliy 10 MX 3alMCH Ha 3JICKTPOHHBIE HOCUTEJIH.

26.1{enu mprMeHEHUsI TEXHOJIOTUH O POBAHNS, STAIBI IEPEBOA JOKYMEHTOB
Ha TPAJUIIMOHHBIX HOCUTENSIX B DJIEKTPOHHYIO (hOpMY.

27.0mudppoBanne W MHUKPOYUIBMUPOBAHUE: JIOCTOMHCTBA U HEIOCTATKH
TEXHOJIOTHH.

28.TexHomorun onupoBaHUs MpPU CO3JAHUU CTpaxoBoro ¢ouHma u ¢oHaa
MOJIb30BAHUA.

29.TexHONIOTUN ANEKTPOHHON pecTaBpaIii H300paKeHU TOKYMEHTOB

30.0cobennoctu onmcanus D/I.

Kputepyn u 1mKaja OUIEeHWBAHUSL 1O OIEHOYHOMY CPeACTBY
NMPOMEKYTOYHbI KOHTPOJIb (324€T)
XapakTepucTHKA 3HAHUS MIPEAMETA U OTBETOB 3aueThl
3a4TCHO

CryneHt riry0oKo 1 B IOJTHOM 00BE M€ BilajieeT IPOrpaMMHBIM
MarepuaioM. ['paMOTHO, HCYEpHBIBAIOLIE M JIOTUYHO €r0
u3JlaraeT B yCTHOW uiu nucbMeHHoU (opme. [Ipu sToM 3Haer
PEKOMEHJIOBAaHHYIO JINTEPATypy, NPOSABISIET TBOPYECKUHI
MO/IXOJl B OTBETAaX Ha BOMPOCHI U MPABUIBHO OOOCHOBBIBAET
MIPUHSATHIE PELICHUS, XOPOLIO BIIAJEET YMEHUSIMHU U HaBBIKAMU
IIPY BBINOJIHEHUH MTPAKTHYECKUX 3a/1a4.

CTyneHT 3HaeT NporpaMMHBIN MaTepHa, FpaMOTHO U IO CYTH
U3JaraeT ero B YCTHOM WJIM MHCbMEHHOH Qopme, IomycKas
HE3HAUUTENIbHbIE HETOYHOCTH B YTBEPXKIEHUSIX, TPAKTOBKAX,
ONpEACNEHUAX U  KATEropusix WIM  HE3HAUYUTEIbHOE
KonuyecTBO omubOok. Ilpum sToM Biajgeer HEOOXOAUMBIMU
YMEHUSMH M HaBBIKAMH TPH BBIIOJHEHUH MPAKTUYECKUX
3a1ad.

CTYILCHT 3HAeT TOJIBKO OCHOBHOM HpOI‘paMMHHﬁ Marepuall,

JONYCKAaeT  HETOYHOCTH,  HEJOCTaTOYHO Y&  TKHUE
(GOpMYIMpPOBKHM,  HENOCJIEJOBAaTEJbHOCTh B OTBETaX,
U3JlaraéMbIX B YCTHOW WM mucbMeHHOM ¢opme. Ilpu stom
HEJOCTaTOYHO BJAJCET YMEHHMSIMH M HaBbIKaMU IIpH
BBITIOJTHEHUHM TIpakTHdeckux 3amad. Jlomyckaer mo 30%
OIIMOOK B M3JIaraeéMbIX OTBETaX.
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CryaeHT He 3HaeT 3HAYUTEIBHOM YacTH MPOTPAMMHOIO
Matepuana. [Ipu sTom nomyckaeT npuHIMIHAIbBHbBIE OIIUOKH
B JIOKAa3aTelbCTBAX, B TPAKTOBKE IOHATHUI M KATETOPHUA,
MPOSIBISET HU3KYIO KYJIbTYPY 3HAHUI, HE BJIaJI€ET OCHOBHBIMU
YMEHUSMH W HaBbIKAMU IPU BBINOJHEHUU IPAKTHYECKUX
3amady.  CTyneHT  OTKa3bplBaeTcs  OT  OTBETOB  HA
JOTIOJIHUTEIbHBIE BOIIPOCHI.

HEC 3a4TCHO

JIMCT M3MeHeHn U JOIOJTHEHUHN

No Bunp! nononHeHuit u Jara u HoMep MpoTOKOJIa

n/m WU3MEHEHUN 3acefanus Kadeapsl
(xadenp), Ha KOTOPOM OBLITH

paccMOTpeHbI U 0JJOOPEHBI
M3MEHEHUS U JOTOTHEHUS

[Tonmnuce (c pacmndpoBKoif)
3aBeyromiero kadeapoit
(3aBemyromux kageapamn)
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