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JIuct cornacoBanus PITY /]

Pabouas nporpamma y4eOHOM TUCHMITIHHBI « T€XHOTPOHHBIE JOKYMEHTBI 1 apXHUBBD)
10 HanpapjieHUIO NoAroToBKHU 46.03.02 /fokymMeHTOBEIEHUE U apXUBOBEAEHHE — 34 C.

Pabouas nporpamma y4eOHOM TUCIMITIHHBI « T€XHOTPOHHBIE JOKYMEHTHI 1 apXHUBBD)
pa3paborana B cooTBeTcTBUUM ¢ DenepalibHBIM T'OCYJapCTBEHHBIM 00pa30BaTEIbHBIM
CTaHJApTOM  BBICIIEr0  00pa3oBaHMs IO  HANpaBICHUIO  MOATOTOBKU  46.03.02
JIOKyMEHTOBEIeHHEe M JEJONpPOU3BOACTBO, YTBEPXKAECHHBIM IPUKAa30M MMHHUCTEPCTBA
oOpasoBanus u Hayku Poccuiickoit @eneparun ot 29 oktaops 2020 r. Ne 1343.

Pabouas nporpamMMa AMCHUIUIMHBI YTBEP)KIEHA Ha 3aceaHuu Kadeapbl SIKOHOMHUKH U
ynpasienus «02» centsiOpst 2024 r., mporoxoin Ne 1.

3aBeqyromuii kageapoit DKOHOMHKH U YIIPABICHHUS ¢ 10.B. boponau
IlepeyTBepxkaeHa: « _ » 20 r., npotokoin Ne

D > aue 29061 A '

PekoMenzoBana  Ha  3aceaHMmu  yueGHO-METOAMYECKOH  KOMHCCHM CeBepozoHelkoro
TCXHOJIOTMYECKOro  MHCTHTYTAa  (pummana)  (enepalbHOr0  roCyIapeTBEHHOTO  GIOMKETHONO
00pasoBaTeNLHOrO yUPEK/ICHHS BHICIIEr0 06pa3oBaHus «Jlyranckuii rocynapcTBeHHBIH yHHBepCHTET
umenn Bragumupa Jlans» « 16 » 09 2024 r., mpotokon Ne |

[1pencenarens yueGHO-MeTOMUECKON KOMHCCHH
CTH (¢punnana) ®I'BOY BO JIT'Y um. B. ans» o

10.B. Boponau



CTpykTypa U coep:kaHHue TUCUUIINHBI

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

[{ens U3yueHus TUCIUIUTAHEI — C(OOPMHUPOBATH KOMIIETEHITUN 00YUaIOIIEroCs
B 00JIaCTH yNpPAaBJICHUS CHEIHMAIbHBIMUA apXUBaMU, COJIEPKAIUMHA TEXHOTPOHHBIE
BHUJIBI JTOKyYMEHTOB; pEIICHUS TEOPETHYECKUX U TPAKTHUYCCKUX MPoOIemM
(GYHKIMOHUPOBAHUS TAKUX apXUBOB.

3agaun: M3Yy4YUTh BUJBI U COCTAB TEXHOTPOHHBIX

JIOKYMEHTOB;

pPaccMOTPETh MPOIECC PA3BUTHUS BUAOB TEXHOTPOHHBIX IOKYMEHTOB U
apXMBOB TEXHOTPOHHBIX JOKYMEHTOB; M3Y4YUTh YCIOBUS OOECIICUCHHUS

COXPAHHOCTHU TEXHOTPOHHBIX JTOKYMEHTOB.

2. MecTo nucuniuiuabl B ctpykrype OOII BO

Hucrummaa « TeXHOTpOHHBIE TOKYMEHTHI M apXWBBD» BXOJIUT B YacTh
pabouero yuyeOHOro IulaHa, GOPMHPYEMYIO0 YYaCTHHKaMH OOpa30BaTeNIbHbBIX
OTHOUICHHUI.

HeobxoaumbiMK yCIIOBUSIMH TSI OCBOCHUS TUCIUILTMHBI SBJISIOTCS: 3HAHUE
TEHJCHIIMN  pa3BUTHI  WHOOPMAITMOHHO-TOKYMEHTAITMOHHOTO  O0eCTeueHUs
yIPaBJICHUS]; MECTA JOKYMEHTA B CUCTEME YIPABJICHUS M ApXUBHOTO JIeJ1a; YMEHHE
CaMOCTOSTENILHO PaboTaTh ¢ pa3IUYHBIMA UCTOYHUKAMHU WH(OpPMAIUH; BIIacHUE
3HAHUSIMH B OOJACTHM OTEUYECTBEHHOW MCTOPUH; CIIOCOOHOCTHIO OCO3HABATh
COIMAJILHYIO0 3HAYUMOCTb CBOEH Oyytieit npodeccun.

ConepxaHue  TUCUMIUIAHBI  SIBJSETCS  JIOTUYECKUM  MPOJOJIKEHUEM
colepKaHusl TUCIUIUIMH «ApxuBoBeneHue», «OpraHuszamuss W TEXHOJIOTHS
JIOKYMEHTAIITMOHHOTO 00€CTICUeHUSI YIIPABJICHUS U CITY>KUT OCHOBOH /1711 OCBOCHUS
TUCITUTUINH «JloKyMeHTONOTHSY, « DNEKTPOHHOE TIPABUTEIIHCTBOY.

3. TpeOoBaHusi K pe3yJibTaTaM OCBOEHUS COAEPKAHUS U CHUTLTUHBI

Kona n nanMeHOBaHNE KOMIIETEHITNH Nunukaropel goctmxenuit | [lepedyenn
KOMIIETEHITUHN (Mo | MIaHUPYEMBIX
pean3yeMoi TUCITUIUINHE) | PE3yJIbTaTOB




I1K-3 CriocobeH K opraHu3alMoHHOMY U

JOKYMEHTAIUOHHOMY o0ecreyeHnIo
JEATEILHOCTH YUPEKICHUI u
OpraHu3aLuu Ppa3IUYHbIX bopm
COOCTBEHHOCTH.

ITK-3.1 YmMmeer
JIOKYMEHTHUPOBATh
JIEATEIIbHOCTD YUPEIKICHUN
¥ OpTaHU3aINH PA3TMYHBIX
($hopM COOCTBEHHOCTH.

3HaTh: OCHOBBI
JIOKYMEHTAllHOHHOU
JeATEIbHOCTH.
YMmers:
JIOKYMEHTHUPOBATh
JIeSATEIbHOCTh
YUpEKICHUN U
OpraHu3aIu
pa3nuuHbIX hopm
COOCTBEHHOCTH.
Bnaners: HaBpIKaMu
JIOKYMEHTUPOBaHUS
JeATETbHOCTH
YUPEKIACHUN.




IIK-3.2 YmeeT BecTH
JOKYMEHTOOOOPOT OpraHHu3aIiH, B
TOM YHCJIE C UCIIOJIb30BaHHEM
CHCTEM DJICKTPOHHOTO
JOKYMEHTO000pOoTA.

[1K-3.3 Biageet coBpeMEeHHBIMU
TEHJICHIIUSMH PA3BUTHUS
MH(OPMALIMOHHOJOKYMEHTAIIMOHHOTO
oOecrieyeHus ynpaBieHusl.

3HaTh: OCHOBHI JIOKYMEHTOO0OPOTA.
YMeTh: BECTH JOKYMEHTOO0OPOT
OpraHu3aIliK, B TOM YHCIIE C
UCIIOJIb30BAHUEM CHCTEM 3JICKTPOHHOTO
JOKyMEHTO000poTa. BrianeTs:
HaBBIKaMU BEJACHHS JOKYMEHTOO00pOTa
OpraHHU3alliK, B TOM YHCIIE C
UCIIOJIb30BAHUEM CHCTEM DJICKTPOHHOTO
JIOKyMEHTOO00POTA.

3HaTh: OCHOBHBIE TEHICHIIUU
pa3BUTH
MH(POPMALMOHHOIOKYMEHTAIIMOHHOTO
oOecrnieueHus ynpaBiaeHUs. Y METh:
IPUMEHSTH B paboTe
MH(POPMALMOHHOIOKYMEHTAIIMOHHOE
oOecrieueHre yrnpaBIeHHUsL.

Buaners:

COBPEMEHHBIMHU TCHJICHIIUSMU
pa3BUTHS
MH(POPMALMOHHOIOKYMEHTAIIMOHHOT O
oOecrnieueHus ynpaBaeHUs.




[1K-4 Bnaneer
COBPEMEHHBIMH
TEHACHIIUSIMH
pa3BHUTHS
nH(pOpPMaIMOHHO-
JOKYMEHTaIlMOHHOTO
obecrnieueHus
yIpaBICHUSI.

[1K-4.1 Ymeet npoBOIUTH pabOTHI 11O
KOMITJIEKTOBAHUIO, YUETY, XPaHEHHIO
Y MCTIOJIb30BAaHHUIO aPXUBHBIX
JOKYMEHTOB.

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




[1K-4.2 Inanupyet opranu3anuo
paboThI TOCYTAPCTBEHHBIX
MYHHIMIIATBHBIX apXUBOB, apXHUBOB
OpraHu3alyii pa3auuHbIX GopM
COOCTBEHHOCTH.

T1K-4.3 BnaneeT HaBBEIKAMHA
MPOBEACHUS IKCIIEPTU3HI IIEHHOCTH.

BnaneTs: HaBbIKaMU TPOBOJAUTH
paboThI 1O KOMIIEKTOBAHUIO, YUETY,
XPaHEHUIO U UCITOJIb30BAHUIO
APXUBHBIX JOKYMEHTOB.

3HaTh: OCHOBHI OpPraHU3aluu PadOTHI
rOCYJapCTBEHHBIX MYHUIIUIAIBHBIX
apXHMBOB, APXUBOB OpPraHU3AINH
pa3nu4HbBIX (HOpM COOCTBEHHOCTH.
YMeTh: IIIaHuPOBATh OPTraHU3ALNIO
paboThI roCyIapCTBEHHBIX
MYHUIUITATBHBIX aPXUBOB, aDXHBOB
OpraHu3alii pa3m4HbIX Gopm
coOcTBeHHOCTH. Briasiets: HaBbIKaMu
TUTAHUPOBAHMS OPraHU3aIUH PabOTHI
rOCYJapCTBEHHBIX MYHHUIIUIAIBHBIX
apXHWBOB, APXUBOB OPTraHU3AIIHA
pa3nuIHBIX (HOpPM COOCTBEHHOCTH.

3HaTh: OCHOBBI KCIIEPTU3bI LICHHOCTH.
YMeThb: NpOBOAUTH IKCIIEPTUY
LIEHHOCTH.

Bitamers: HaBbIKaMu IPOBEICHNUS
JKCIEPTU3BI LHEHHOCTH.

4. CTpyKTYypa U coiep:KaHue TN CIUNINHBI

4.1. O6beM yueOHOI TMCUMILUINHBI M BUABI Y4e0HOiIl padoThI

O0beM yacos (3a4. ef1.)

Buj yueOHoi1 padoThI

Ounasn ¢popma ‘ 3aounas popma
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OO0mas yyeOHasi Harpy3ka (Bcero) 180 180
(5 3a4. en) (5 3au4. en)

O0si3aTesqibHAsi  ayAuTOpHasi y4yeOHas  Harpyska 102

(Bcero) B

TOM YHCJIE:

Jlexumn 51 30

CemuHapckue 3aHITHS ol 28

[IpakTryeckue 3aHATUSL - -

JIaboparopHbie pabOThI - -

Kypcoas pabora (KypcoBOii MPOEKT) - -

Hpyrue dbopMBI u METO/IBI OpTraHu3aI’ - -

o0Opa3oBaTenpHOTO Tporecca (pacuemmno-epaghuueckue

pabomol, 2pynnoguvle OUCKYCCUU, PONEBbLE USPbL, MPEHUHS,

KOMNbIOMEPHBLE CUMYIAYUY, UHMEPAKMUBHbIE TeKYUl,

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

CamocrosiTe/ibHasi padoTa cTy/JAeHTa (BCEro) 78 122

dopma arrecranuu 3a4er 3a4er

4.2. ConeprxxaHue pa3aeioB THCHUILTHHBI

Tema 1. [loHsaTHS ¥ BUBI TEXHOTPOHHBIX IOKYMEHTOB.

[ToHsaTHST TEXHOTPOHHOIO  JIOKYMEHTA, MAlIMHOYUTAEMbIX  JIAHHBIX,
anekTpoHHoro jgokymenta (3]1), nmudpoBoro moxkymenta. OOmiee omnpeaeacHue
JOKYMEHTa U U3MEHEHMsI B HeM, oTpaxaromue crneruduxky D1, JokymeHTh u
HH()OPMAITMOHHBIE PECYPCHI.

JIOKyMEHTOOO0pOT, AEIONPOU3BOACTBO U JOKYMEHTALIMOHHOE O0eCrieueHne
ynpasienust (JIOY) Ha OCHOBE COBPEMEHHBIX HH(POPMAIMOHHBIX TEXHOJIOTHH.
CtpykTypa ¥ BBl TEXHOTPOHHBIX JOKYMEHTOB. I[lOHATHS BHEIIHETO WU
BHYTPEHHETO MPEACTABICHUS JOKYMEHTa, (PU3NUECKON U JIOTUYECKOU CTPYKTYPBHI.

TexHOTpOHHbBIE HOCUTENU UH(OpMaIMU. AHATIOTOBBIA U HU(POBOIT CLIOCOOBI
dukcaruu nadopmaruu. Turnbl HocuTenew it D/1: MarHUTHBIC JICHTHI, MATHUTHBIC
JUCKHU, MarHUTO-ONTHYECKUE U JIa3epHble JUCKU. DI3II-KAPTHI.

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

Knaccudukanus HOKyMEHTOB B JJIGKTPOHHOM BHAE MO crocod0am
BOCHPUATHS 4yeraoBeKkoM. Tekcrt, rpaduka, aynuo- U BUICOJIAHHBIE, CMEIIAHHBIE
nanubie. Knmaccudukanust mo TtumnaM WHPOPMAIMOHHBIX TEXHOJOTHA. CHUCTEMBI
yrpaBieHus 0a3aMu JaHHBIX; DJEKTPOHHBIC TAOJUIIBI; TEKCTOBBIC MPOIIECCOPHI;
rpaguueckue penakTopbl; CUCTEMbl 3alIUCM WM BOCIPOU3BEIECHUS ayaHO U BUJEO
JAHHBIX; MYJIbTUMEIMA CUCTEMbI; TUIIEPTEKCTOBBIE CUCTEMBI U JIPYTHE.

Tema 3. DiIeKTPOHHBIE JOKYMEHTBI.

[Tonsitue D1. OcobennocT D/] o cpaBHEHUIO ¢ OyMaKHBIMU IOKYMEHTAMH.
HenoctynHoCTh 4enoBeueckOMy BOCHPHATHIO 0€3 CIelUaIbHBIX TEXHUYECKHX U
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OPOrpaMMHBIX CPEACTB; HAJIWYME PA3JIMYHBIX CHOCOOOB KOJWPOBAHUS MU
OpraHM3alMHA JAHHBIX; OTCYTCTBHE JKECTKOM CBSI3M C KOHKPETHBIM HOCHUTEJIEM
MH(pOpPMaIH, BO3MOKXHOCTb OBbITh 3a(pUKCUPOBAHHBIMU HAa HOCUTENSX Pa3IMYHbIX
THIOB; BO3MOKHOCTb BHECEHHUs B JIOKYMEHT M3MEHEHHM, KOTOPBIE BIIOCIEACTBUN
IPAKTUYECKNA HEBO3MOKHO PACIIO3HAT.

Tema 4. ®opmaTbl JOKYMEHTOB.

dopMmathl TeKCTOBBIX (paitioB. KomoBbie Tabmuisl. @opMaThl HCIIOTB30BAHUS
u ¢dopmatel xpanenusi. Kpurepuu BbpIOOpa ontuManbHOro (opmara. XpaHeHue
OpocThIX TeKcToB. CoxpaHeHue BHemHero odgopmiieHus (pazmerku). [loHsTHs
¢uznyeckoit u jormueckor pasmerku. CoxpaHenue rumneprekcta. Dopmatsl
rpaduyecKux, 3ByKOBBIX U BUA€0(aiIoB. XpaHEHHE TEKCTa B BUAEC N300paKEeHUS.
CkaHupoBaHHe TEKCTa. ANTOPUTMBI cxkaTus. OCHOBHBIE Ipaduueckue (popMaThl.
[IporpamMmmMHoOe obecrnieueHue i 1ocTyna K rpaguueckum Qaitnam. Xpanenue /1,
COYETAIOIIUX TEKCT U TpaduKy. Ayano- U BuaeoPopMarsl. DIEKTPOHHBIC TAOIUIIBI
U apXUBHbIE KONMH 0a3 JaHHBIX KaK BUAbI JOKyMEHTOB. COXpaHEHHUE 3JEKTPOHHBIX
Ta0JINI] KaK OTAEJBbHBIX JOKYMEHTOB U BCTABOK B TEKCTOBbIE TOKYMEHTHI. BapuanTa
coxpaHeHusi nHpopmanuu 0a3 JaHHBIX: XpaHEHHE JAHHBIX BMECTE C MCXOJHBIM
MIPOrpaMMHBIM O00ECIIEYEHHEM; XpPaHEHUE COJep:KaHHus 0a3bl B (PMKCHPOBAHHOM
TEKCTOBOM (hopMare; MepuoanyecKas KOHBepTauus 0a3bl MOJ] HOBbIE MOKOJIECHUS
CUCTEM yIpaBiieHHs 0a3aMU JaHHBIX C BOCCO3/IaHHEM MOMCKOBBIX CPEACTB Ha 0ase
HCXOJHOTO alrOpUuTMa.

Tema S. ABTOMATH3aLUSA AOKYMEHTALMOHHOIO oO0ecrneyeHus
yIpaBJICHHUS.

ABTOMaTU3UPOBAHHBIE ~ CUCTEMBI  JOKYMEHTAI[MOHHOTO  oOecreueHus
ynpasienus. Borpocs! Tepmunonoruu. O03o0p peiaka. Kputepun BIOOpa CUCTEMBI.
JIOKyMEHTOOOOpOT, JIE€JONPOU3BOJICTBO M JOKYMEHTAllMOHHOE oOOecreueHne
yHIpaBjCHUs HA OCHOBE COBPEMEHHBIX MHPOPMAIIMOHHBIX TeXHOoJIoTul. Tpu cTtaauu
aBTOMATH3allMM W TPU  IIOKOJEHUs  ABTOMATU3UPOBAHHBIX  CHUCTEM.
Opranu3zalmoHHbIE BOIMPOCHI, TPEOYIOIINE PEIIEHUs: eIUHbIN MPOTOKOJI OOMEHa;
yOpaBJIeHHE KIIOYeBOM HH(popManuet; HopmaTuBHas 0Oaza. HopmaTuBHbie
IIPABOBbIC, TEXHUYECKNE HOPMATHUBHBIE IIPABOBBIE U METOANYECKUE TOKYMEHTHI B
00J1aCTH CO3/1aHMs, UCTIOJIB30BAHMS U XPAHEHUS] TEXHOTPOHHBIX TJOKYMEHTOB, B T.4.
u D/I.

Tema 6. YnpaBiieHue 3JIeKTPOHHBIMH JOKYMEHTAMHU.

[InanupoBanne xu3HeHHOro mukia . Craguu >KU3HEHHOTO IMKIIA:
CO3/1aHue, ONepaTuBHOE oOpallleHue, apxuBHoe xpaHenue. [lepeunu tunoeix D/1.
Omnpenenenue TpeboBanuii k 3], BBIOOp onTUMaNbHBIX (OpMATOB (PaiisioB.

Y cTaHOBIIEHME KOHKPETHBIX MPOLELYP COTJACOBAHMS, YTBEPKACHUS, PETUCTPALlUN
O/, mopsiika XpaHEeHMs1, THPAKUPOBAHUS, BHECCHUS N3MEHEHUH, yHUUTOXeHUs D1,
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HE MOMJIEKAIIUX MOCTOSHHOMY XPAaHEHUIO; OIPEIEICHUE MOpSIAKa PE3EPBHOTO
KOIUPOBAHUS U XpPaHEHUs pe3epBHBIX Komuil D/1.

Nnentudukaius 371eKTpOHHBIX JOKYMEHTOB. OOs3aTelbHbIE PEKBU3UTHI Ha
pPa3HBIX CTAaUAX JKU3HEHHOro mukia. [IpaBuima ydyera JHOKYMEHTOB Ha CTaaUsX
co3nanus u obpamienus. Popmar XML kak cpecTBO NporpaMMHO-HE3aBUCUMOTO
MPE/CTaBICHUS] PEKBU3UTOB MpH HHOOPMALMOHHOM B3aMMOJCHCTBHH CHUCTEM
JOKYMEHTAIMOHHOTO O00€CIeueHUs YIpaBieHUs. YJIOCTOBEPEHHUE MOMJIMHHOCTH
ANIEKTPOHHBIX JOKYMEHTOB. [IOHATHS LIETOCTHOCTH U AyTEHTUYHOCTH JTOKYMEHTA.
KoHnTtposnbHas xapakTepucTuka (X3 yHKIH). DIeKTpoHHAs TU(pOoBas MOAMKCH.
VY nocroBepeHne NOAIMHHOCTH C IIOMOIIBIO yIOCTOBEPSIIOLIETo JucTa. 3ammra J/1.
OO61ue TpeboBaHUA MO 3aluTe UHPOPMALMK U OIpeeTIeHUE MOpAIKa JOCTyMa K
Hel. OpraHu3anuMoHHbIE, TPABOBbIE, TEXHUYECKHE (TPOrPAMMHBIE U AIIAPATHHIE)
MEpBI 3aIIUTHI. TeXHOIOIMU KPUNTO3AIIMTHI.

Tema 7. ApxuBHOE XpaHeHHE TEXHOTPOHHBIX IOKYMEHTOB.

OTOOp TEXHOTPOHHBIX JIOKYMEHTOB Ha apXuMBHOe XxpaHeHue. Kpurepuu
orOopa M BO3A€HCTBHE HAa HUX HH(GOPMALMOHHBIX TEXHOJOTMH. ODKcIepTH3a
ueHHoctu JJI, ompeneneHue CpokoB uUX XpaHeHHs. OCOOEHHOCTU MPOBEACHUS
AKCIEPTU3bl HA PA3HBIX CTAAUSAX JKUZHEHHOTO IMKJIA: IPH TMPOEKTUPOBAHUU
(BHEApEHUM) CUCTEMBI, IIpU €€ MOAU(UKALMHU, IPU UCTEUEHUN CPOKA XPaHEHUs B
opranuzanuu. O6ecrneyeHne apXuBHOTO XPaHEHHsI TEXHOTPOHHBIX JOKYMEHTOB.

Tema 8. OcodeHHoCTH apXMBHOI0 XpaHenus J/I.

Omnpenenenne mnpouenyp nepeaadn O/ Ha BEJOMCTBEHHOE XpaHEHUE U
CO3JJaHHsI  CONPOBOJMTENBHOW  AoKymeHTauuu.  OmpeneneHue  mopsnaka
BEJOMCTBEHHOTO XpaHEHUs M nepenadun O]l Ha TrocylIapCTBEHHOE XpaHEHUE.
Nnentudukamus wm  yuer OJ[ B apxuBe. HMHPpopMalMOHHO-IOMCKOBAs
XapaKTEPUCTHKA W CONPOBOAMTENIbHAS JOKyMeHTauus. OCHOBHBIE TEXHUYECKUE
[apaMeTpbl 10 XPAaHECHHI0 MAIIMHHBIX HOCHUTENENM ¢ 3anucbio. KoHTposb
¢dusnueckoro coctostHus Hocutened. I[IpoGiemMbl W CcrOCOOBI  TOATOCPOUYHOM
coxpanHoctu JJ. AnmapartHasi, mporpamMmHas ¥ 1aTGopMeHHas 3aBUCHUMOCTb.
KomnupoBanue, koHBepTaIsi, MUTpaLUs JaHHBIX.

4.3. Jleknumn
Ne Hazpanne Tembl O)jbem gaco ;
n/n Ouynasn  |O4yHO3a04HasA| 3aouyHas
¢popma ¢hopma ¢popma

1. [ToHsATHA 1 BUJIBI TEXHOTPOHHBIX TOKYMEHTOB. 4 2
2. Buasl 10KyMEHTOB B JJIEKTPOHHOM BHJIE. 4 4
3. ONEKTPOHHBIE TOKYMEHTHI. 4 4
4. ®opmatsl JOKYMEHTOB. 7 4
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5 ABTOMaTH3aLUs JOKYMEHTAllMOHHOI'O 8 4
' obecrieyeH s yIpaBICHUSL.
6. YrpasieHue 3JeKTPOHHBIMU JOKYMEHTaMH. 8 4
7 ApXUBHOE XpaHCHHE TEXHOTPOHHBIX 8 4
JIOKYMEHTOB.
8. OcobeHHocTH apXuBHOTO XpaHenus D1, 8 4
Hroro: 51 30
4.4. lIpakTnyeckne (CEeMUHAPCKUE) 3aHATUSA
Ne Ha3BaHnue Tembl O)jbem yaco 3
n/n Ounas  |(OuHo3a0uyHasi| 3aouHas
dpopma dopma dbopma
[ToHSTHS ¥ BUIIBI TEXHOTPOHHBIX JJOKYMEHTOB. 4 2
Buibl TOKyMEHTOB B 2JICKTPOHHOM BHJIC. 4 2
DNEeKTPOHHBIE JOKYMEHTHI. 4 4
4, DopmaThl JOKYMEHTOB. 7 4
5 ABTOMAaTH3AIUS JIOKYMEHTAI[AOHHOTO 8 4
' 00CCIIeUCHHUS YIIPABIICHHUSL.
6. 'YTipaBieHue 3JIeKTPOHHBIMU JOKYMEHTaMHU. 8 4
7 ApXHBHOE  XpaHCHHE TEXHOTPOHHBIX 4
TOKYMEHTOB.
8. OCOOEHHOCTH apXUBHOTO XpaHeHus D/]. 8 4
HTroro: 51 28
4.5. JIabopaTopHble padoThl MO AUCHUILINHE « TeXHOTPOHHBbIE
AOKYMEHTBI M ApXHUBbI» HE MPEAINoJIaralnTcs y4eOHbIM IJIAHOM.
4.6. CamocTosiTesibHAs padoTa CTYACHTOB
Ne Ha3sBanue Tembl Bun CPC O0bem yacoB
n/n Ounas (OuHo3aounasi 3aouyHasi
¢opma | dopma ¢dopma
[TonsiTus 1 BuAbI TeXHOTpOHHBI | [loaroToBka K 8 10
JOKYMEHTOB. CEMHUHAPCKUM
3aHATHUSM, K
1. TEKyIIEMY u
MIPOMEKYTOUHOMY
KOHTPOJTIO 3HAHHA
U YMEHHH
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KOHTPOJIIO 3HAHUW U
YMEHHUH

Bunrnl JIOKYMEHTOB B | IToaroToBKa K 10 10
JNIEKTPOHHOM BHUJIE. CEMUHAPCKUM
3aHSATHIM, K
TEKyIIeMYy 31
MIPOMEKYTOUHOMY
KOHTPOJIIO 3HAHUH
Y YMEHHI
DNEeKTPOHHBIC TOKYMEHTHI. IToxnroroska K 10 10
CEMHUHAPCKUM
3aHSATHIM, K
TEKyIIeMYy 31
MIPOMEKYTOUHOMY
KOHTPOJIO 3HAHUU
U yMEHUU
dopmaTtbl JOKYMEHTOB. IToaroroska K 10 10
CEMHUHAPCKUM
3aHATHIM, K
TEKyIIeMYy u
IPOMEKYTOUHOMY
KOHTPOJIIO 3HAaHUH
U yMEHUH
ABTOMaTH3aIUA IToaroroska k 10 22
JOKYMEHTAIMOHHOTO CEMHUHAPCKUM
obecrieueHus yIpaBIeHUSI. 3aHATHAM, K
TEKyIIeMY 51
MPOMEKYTOUHOMY
KOHTPOJIIO 3HAHUW 1
YMEHUH
VipaBiieHHEe — 3JIEKTPOHHBIMH [Toaroroska K 10 20
AOKYMEHTaMH. CEMHHApPCKUM
BaHATHIM, K
TEeKyIIeMYy 51
MPOMEKYTOUHOMY
KOHTPOJTIO 3HAHUH U
YMEHHUH
IApXMBHOE XpaHEHUE TeEXHOTPpOoHHBIX [[loaroroska K 10 20
AOKYMCHTOB. CEMHUHApPCKUM
BaHSATHIM, K
TEKyIIeMY 51
MPOMEKYTOUHOMY
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Oco0EeHHOCTH apXMBHOTO XpaHeHus ([[0ArOTOBKA K 10 20
ee CEMUHAPCKUM
3aHATHIM, K
8. TEKYIIEMY u
[IPOMEKYTOUHOMY
KOHTPOJIFO 3HAHHIA 1
YMEHUH
Hroro: 78 122

4.7. Kypcosblie padoThl/IPOEeKTHI N0 AucHUIINHEe « TeXHOTpOHHBbIE
AOKYMEHTBI U APXHBbHD» He MPeANoJaralTcs y4e0HbIM IJIAHOM.

5. OOpa3oBaTtejibHbI€ TEXHOJOTUHU

[IpenonaBanue AUCHMUIUIUHBI BEACTCS C MPUMEHEHUEM CJICAYIOMIMX BHUIOB
00pa3oBaTeNbHBIX TEXHOJOTUN: OOBACHUTEIHLHO-WLTIOCTPATUBHOTO OOYyYCHUS
(TEXHOJIOTHUS TOJJAEPKUBAIOIIETO OOYYEHUs, TEXHOJOTHUS TMPOBEACHUS Yy4eOHOM
JUCKYCCUH), WH(OPMAIMOHHBIX TEXHOJIOTHM (TIpEe3eHTAIMOHHBIE MaTepUalbl),
Pa3BUBAIOIIMX W MHHOBAIIMOHHBIX 00Pa30BATEIbHBIX TEXHOJOTHA.

[IpakTueckne 3aHITUS MPOBOIATCS C MCIOJIb30BAHUEM Pa3BUBAIOIIUX,
MpoOJIEMHBIX, MNPOEKTHBIX, HWH(OPMALMOHHBIX (KCIOJIB30BAHUE JJIEKTPOHHBIX
o0pa3oBaTeNbHBIX PECYypCcoOB  (PJIEKTPOHHBIA  KOHCIIEKT) 0O0pa30BaTEIbHBIX
TE€XHOJIOTUH.

6. YueOHO-MeTOqUYeCKOe U HH(POPMAIMOHHOE 00ecTevYeHHe
AUCHUIIJINHDI:
a) OCHOBHAas JiuTeparypa:
1. HaBbioBa, J. H. TexHonorus u opraHuzanus JI0KYMEHTAIMOHHOTO
obecneuenus ynpasienus / O. H. JlaBeigoBa, A. M. Hazapenko, A. H. Cykau. —
Mumnck, 2014. — 150 c.

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

HMCTOYHUKOBEACHUS M apXUBOBEACHHS: COOPHHK HAY4YHBIX cTaTeil / [Poccuiickuii
rOCyJIapCTBEHHBIN IT'YMAaHUTAPHBI YHUBEPCUTET, VICTOPUKO-apXUBHBI UHCTUTYT].
- M.:

Nznarensckuit uentp PITY, 2011. -312 c.
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4, DONEKTPOHHBIA  JOKYMEHTOOOOPOT: TEPMHUHBI M  ONpPENETCHUS:
[TEpMUHONIOTMYECKUN CIIOBapb: coaepkutr 220 TMOHATHH U TepMUHOB| /
JlemapTamMeHT 1Mo apXuBaM U AeJONpou3BoacTBY M-Ba toctuniuu Pecn. benapycs,
benopyc. Hayu.-uccnen. LleHTp 2neKTpOHHON JOKyMEHTAaUUHU. — MUHCK:
benrHUWJIA, 2015. — 33 c.

0) A0NOJIHMTE/IbHAs JIUTEepaTypa:

1. O6 wundopmaiuu, UHGOPMAIMOHHBIX TEXHOJOTHUAX W O 3alluTe
unpopmaruu: Denepanbubii 3akoH 0T 27.06.2006. Ne 149-®3 // Poccuiickas
razera. — 2006. — Ne 29. — Cr. 4390.

2. [IpaBuna opraHuzanuu XpaHEHUs, KOMIUIEKTOBaHUS, Yy4eTa U
MCIIOJIb30BaHUs JOKYMEHTOB ApxuBHOro Gonna Poccuiickoit denepanuu u qpyrux
apXMBHBIX JJOKYMEHTOB B TOCYyapCTBEHHBIX 1 MYHHIIMIIATbHBIX apXUBAX, My3€sX U
oubnmnorekax, opranuzanusix Poccuiickoil akagemun Hayk oT 18.01.2007 r. Nel9
(pen. ot 16.02.2009) // bronneTeHb HOPMATUBHBIX aKTOB (e/epaibHBIX OPTaHOB
ucroaATebHON BiaacTu. — 2007. — Ne 19.

3. [IpaBuna opraHu3anvy XpaHEHHs, KOMIUIEKTOBAaHUA, y4eTa H
MCIIOJIb30BaHUs JOKYMEHTOB ApxuBHOro Gonna Poccuiickoit denepanuu u qpyrux
apXMBHBIX JIOKYMEHTOB B OpraHax roCyJapCTBEHHOW BJIACTH, OpraHax MECTHOIO
caMmoynpaBieHus u opranmzauusx oT 31.03.2015. Ne 526 // OdunmanbHbiit
uHTepHeT-opTan mnpaBoBoit URL:  http://www.pravo.gov.ru. uHbOpMaIuu
[OnexTpoHHBIN pecypc].

4, I'OCT 7.69-95 CUBU/. AyanoBusyaibHble TOKYMEHTbI. OCHOBHBIE
TepMUHBI U onipenenenns — M.: U3n—Bo crangaptos, 1995. — 8 c.

S. I'OCT P 7.0.8.-2013. JIokyMEHTOBEICHUE U ApXUBHOE J1e710. TepMUHBI
u onpeaenenusi. — M.: Cranmaptuadopm, 2013. -9 c.

B) MHTEPHET-PECYPChI:
MunucrepctBo o0OpazoBanusi u Hayku Poccuiickoit ®eneparuu  —
http://munobpuayxu.pd/
denepanpHas ciay)0a Mo Haa30py B chepe 00pa3oBaHUs M HAYKH —
http://obrnadzor.gov.ru/
MunucrepctBo obpazoBanus u Hayku Jlyranckoit Hapognoit PecriyOmmku —
https://minobr.su

[Topran @enepalbHBIX TOCYJApPCTBEHHBIX OOpPa30BaTEIbHBIX CTAaHAAPTOB
BhICIIEro oopasoBanwms — http://fgosvo.ru

denepanpubiii mopran «Poccuiickoe obOpasoanue» — http://www.edu.ru/
Nudopmanmonnas cucrema «EauHoe oOkHO JocTyna K oOpa3oBaTelbHbIM
pecypcamy» — http://window.edu.ru/

®denepanbHbIi LHEHTP UHOOPMAITMOHHO-00pa30BaTENIbHBIX PECYPCOB —

http://fcior.edu.ru/
14



JJIeKTPOHHBbIE OMOJIHOTEYHbIEe CHCTEMbI H PeCYPChI

DNEeKTPOHHO-OMOIMOTEeYHAs
https://www.studmed.ru

NudopmanuoHHbII pecypc
OpraHu3anuu

cucTeMa «StudMed.ruy» —

OnOJINOTEeKH oOpa3oBaTeJbHOM

Hayunas oubanorexka umenu A. H. Konsiesa — http://biblio.dahluniver.ru/

7. MaTepHuaJIbHO-TeXHHYeCKOe 1 MPOrpaMMHOe odecneyenmne

JTUCIHHUILINHBI

OcBoenune nuctuIuiHbl «McToprs MOMUTUYECKUX MApTUil U OOIIECTBEHHBIX
IBWKECHUN COBPEMEHHOW Poccum» mpeznoaraer UCIoJb30BaHUE aKaJIeMUYECKUX
ayIUTOPUNA, COOTBETCTBYIOIINX IECUCTBYIOIIMM CAHUTAPHBIM U IPOTUBOIIOXKAPHBIM

IIpaBHUJIaM 1 HOpMaM.

[Tpouee: pabGouee MecTO MpPEMOAABATENS, OCHAIICHHOE KOMITBIOTEPOM C

noctynoM B HTEpHET.
[IporpammHoe obecnieueHue:

BecniiaTtHoe
DYHKIHOHAJIBHOE
MporpamMMHoe
Ha3HAYeHHE
odecrneyeHue

Libre Office 6.3.1
OducHbIif maker

UBUNTU 19.04

OneparmoHHas
cucremMma
Firefox Mozilla
bpaysep
Bpaysep Opera

. Mozilla Thunderbird
HO‘-ITOBBII/I KIIMCHT

. Far Manager
QDaii-MeHe1Kep

ApxuBaTop 7Zip

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.gimp.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

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

8. OneHovHbIe cpeacrea nmo IMCuuiinue

I1a

CIOPT

OLCHOYHBIX CPEACTB 10 y‘lEﬁHOﬁ AUCHUIIJIMHE

pe3yJIbTaTe OCBOCHUS YUEOHOW TUCHUIUIUHBI (MOIYJISI) UK MIPAKTUKU

«TexHOTpOHHBIE JOKYMEHTHI U apXUBBD)
[lepeueHp KoMMeTEHUUH (IJIEMEHTOB KOMIIETEHIMI), (OpMUPYEMBIX B

Ne Kon DopmyIHMpOBKa WNupukatopel | Kontponupyemsl | OTansl
/o KOHTPOJIMPYEM | KOHTPO nnpyeMoﬁ JIOCTUKEHHUH | ¢ (1)0pMI/Ip0BaHI/I
on KOMIIETEHIIHA KOMIICTCHION | Teppr y‘le6HOI71 A
KOMITETEHIINH " JIMCIMIUTAHBI (cemectp
U3YYEHHUS])
1 I1K-3 Cnocoben k| [IK-3.1 Tema 1 6
opranuzanioHHoM | [1K 3.2 Tema 2 6
y u| [1K-3.3 Tema 3 6
JOKYMEHTAIUOHHO Tema 4 6
My Tema 5 6
o0ecrieueHu Tema 6 6
10 IeITENLHOCTH Tema 7 6
yUpexIeHUun u Tena 8 6
OpTraHHu3aI’
pa3nuYHbIX  (GopM
COOCTBEHHOCTH.
2 [1K-4 Crocoben K [K-4.1 Tema 1 6
TUTAHHUPOBAHUEO I1K-4.2 Tema 2 Tema 6
51 I1K-4.3 3 6
OpTaHHU3aIIH Tema 4 6
NeATeTbHOCTH Tema 5 6
1o Tema 6 6
KOMIIJIEKTOBAHUIO, Tema 7 6
y4eTy, XpaHeHHUI0 U Tema 8 6
MCIIOJIb30BAHUIO
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http://www.gimp.org/
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://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.

Iloka3aTenu u KPpUTEPHUU OLICHUBAHUA KOMHeTeHHHﬁ, OIINCaHHEC IIKAJ

Ol¢cHUBaHUA

Ne | Kon WNHukatopsl Ilepeuenn Kontposnmpyemsle | HaumenoBanu
1/ | KOHTPOJIUPYEMOH JOCTHKEHUI JIaHUPYEMBIX [TEMBI y4eOHOM| € OLICHOYHOIO
I KOMIIETEHIIN U KOMICTCHIMHN | pe3yIbTaTOB  |TUCIIUATIIMHBI CpeJicTBa

(o

peanusyemon

JUCIIATIIINHE)
1 [1K-3 [1K-3.1 3HaTh: ocHOBBI | Tema 1, Bomnpocsr qist

17




[1K-3.2

JIOKYMEHTaLUO
HHOH
JIeITEIILHOCTH.
VMern:
JIOKYMEHTHPOB
aTh

eI TEIbHOCTD
YUPEXKIACHUN U
OopraHu3aIu
Pa3IUYHBIX
(opm
COOCTBEHHOCT
H.

Bnanets:
HaBBIKAMH
JIOKYMEHTHPOB
aHusA
EeITEIbHOCTH
YUpEKICHUM.

3HaTh: OCHOBBI
JIOKYMEHT0000
pora.

YwmeTh: BeCcTH
JIOKYMEHT0000
por
OpraHu3aIny,
B TOM YHCIIE C
WCIIOJIb30BaHU
€M CHCTEM
AIIEKTPOHHOTO
JIOKYMEHT0000
pora.

Bnaners:
HaBBIKAMHU
BEJICHUS
JIOKYMEHT0000
pota
OpraHu3aIny,
B TOM YHCIIC C
WCIIOJIb30BaHU
€M CHCTEM
AIIEKTPOHHOTO
JIOKYMEHT0000
pora.

3HaTh:
OCHOBHBIE
TEHIECHIINN

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

o0cyXIeHus
(B BUJIE
JIOKJIag0B U
COO0IICHUIA),
TECTHI,
pedepartsl,
KOHTPOJIbHbBIE
paboTsl,
PaKTUYCCKHE
3a7aHus
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[1K-3.3

pa3BUTHSA
UH(POPMALIMOH
HO-

19




JIOKYMEHTAIHO
HHOT'O
obecrieueHust
yIpaBJICHUS.
YMeTh:
PUMECHSIThH B
pabore
UH(POPMALIMOH
HOJIOKYMCHTAIIHO
HHOE
obecneyeHne
yIpaBJICHUS.
Bnanets:
COBPEMEHHBIM
1 TeHJICHIUSIMHU
pa3BHUTHSA
nHpopmMaImoH
HOJIOKYMEHTAIINO
HHOI'O
obecneyeHus
yIpaBJICHUS.
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[1K-4

I1K-4.1

3HAaTh: OCHOBEI
JIeATEILHOCTH T10
KOMILIEKTOBAH
U0, YUETY,
XpaHEHUIO U
HCIIOJIL30BaHH 10
ApPXHUBHBIX
JIOKYMEHTOB.
YMeTh:
MIPOBOJIHUTH
paboThI MO
KOMILICKTOBAH
HI0, yUeTy,
XPaHEHUIO U
HCIIOJIL30BaHH 10
APXUBHBIX
JIOKYMEHTOB.
Bnanets:
HaBBIKAMH
MIPOBOJIUTH
paboTHI IO
KOMILIEKTOBAH
UI0, yUeTy,
XpaHCHUIO U
HCIIOJIb30BaHH O
APXUBHBIX
JIOKYMEHTOB.

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

Bomnpocsr mis
00CyXaeHUS
(B BUJIE
JOKJIaloB |
COO0IIeHU ),
TECTHI,
pedeparsi,
KOHTPOJIbHBIE
paboTHI,
MPaKTHYECKHE
3a/laHus
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I1K-4.2

3HaTh: OCHOBEI
OpraHu3aIu
paboThl
roCcyJapCTBEHH
BIX
MYHUIIUTIATBH
bIX apXHBOB,
apXHUBOB
OpraHu3aui
Pa3IUYHBIX
bopm
COOCTBEHHOCT
H.

YMeTh:

TJIAHUPOBATh
OpraHU3aIHI0
paboThl
rocyJapCTBEHH
BIX
MYHUIAITATEH
bIX apXHBOB,
apXUBOB
opraHu3anui
Ppa3IMYHBIX
bopm
COOCTBEHHOCT
. Bnagerts:
HaBBIKAMH
TJITAHUPOBAHUS
OpraHu3alu
paboThI
rocyJapCTBEHH
BIX
MYyHHIUITATBH
bIX aPXUBOB,
apXHUBOB
OpraHu3arui
pa3TUYHBIX
bopm
COOCTBEHHOCT

H.

3HaTh: OCHOBBI
IKCTIEPTU3HI
LIEHHOCTH.
VMmeTs:
MPOBOJIUTH
JKCIEPTU3Y
LICHHOCTH.

22




[1K-4.3

Braaners:
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HaBbIKaMU
IIPOBEICHUS
JKCIIEPTU3BI
LIEHHOCTU

(I)OHIIBI OLCHOYHBIX CPEACTB M0 JTUCHUIIJIUHE «TeXHOTpOHHbIe HOKYMEHTHI U
APpXUBbD»

Bonpoce! 1151 00CyKaeHNs HA MPAKTHYECKUX U CEMUHAPCKHUX
3aHATHAX (B BUAE JOKJIAA0B M COOOIIICHU )

1. IloHATUS  TEXHOTPOHHOIO  JOKYMEHTa, MAIIMHOYMUTAEMBIX  JIaHHBIX,
AJIEKTPOHHOTO AoKyMeHTa (D/1), nndpoBoro 1oKyMeHTa.

2. OOmee ompeneneHue JOKYMEHTa M H3MEHEHHMS B HEM, OTpaKarolue
crenuduky /1.

3. JIoKyMeHThI U UH(GOPMAILIMOHHBIE PECYPCHI.

4. JlokyMeHTOOOOpOT, JAENOMPOU3BOACTBO U JOKYMEHTAIMOHHOE OOECreYeHue
ynpasienus (JJOY) Ha ocHOBE COBpeMEHHBIX HH(OPMALIMOHHBIX TEXHOJIOTUH.

5. CTpyKTypa 1 BUAbl TEXHOTPOHHBIX JTOKYMEHTOB.

6. IToHsTHS BHELIHErO M BHYTPEHHETO MPEACTABICHUS TOKYMEHTA, (PU3UUECKON
Y JJOTUYECKOU CTPYKTYPHI.

7. TexHOTPOHHBIC HOCUTEIHN UHPOPMAIIUH.

8. AHayoroBblii U ITUGPOBOI CITOCOOBI UKCAMH HHPOPMAIIHH.

9. Tunel wHocutened miusg )] MarHUTHBIE JICHTBI, MArHHUTHBIC JIMCKH,
MarHuTOONTUYECKHE U Ja3epHble TUCKU. DI31I-KapThl.

10.Knaccudukaims TOKyMEHTOB B 3JIEKTPOHHOM BHUJIE 110 CITOCOOaM BOCIIPHSITHS
YEJIOBEKOM.

11.Tekcr, rpaduka, ay1no- U BUAECOJAHHBIE, CMEIIAHHBIE IaHHBIE.

12 Knaccudukanus no Tunam HHGOPMAIIMOHHBIX TEXHOJIOTHIA.

13.Cucremsbl ympaBiieHus: 0a3aMy JaHHBIX; DJIEKTPOHHBIE TaOJIHUIIBI; TEKCTOBBIC
MIPOLIECCOPBL; TpahUUeCcKUe PEAAKTOPbI; CUCTEMBI 3alIMCH 1 BOCIIPON3BEICHUS
ayJiio U BUJIEO JAHHBIX; MYJIbTUMEINA CUCTEMbI; THIIEPTEKCTOBBIE CUCTEMBI U
TpyTHE.

14 Tlonsarue D/I.

15.0co6ennoctu /1 10 cpaBHEHUIO ¢ OyMaXHBIMU JTOKYMEHTaMH.

16.HenocTynmHOCT, ~ 4Y€JIOBEYECKOMY  BOCHPUSTHIO  0€3  CIeHHMAJIbHBIX
TEXHUYECKUX M MPOrPaMMHBIX CpEJICTB; HAJIWYME PA3IUYHBIX CIIOCOO0B
KOAUPOBAHMSI W OpraHU3allMd JaHHBIX; OTCYTCTBHUE JKECTKOH CBSI3H C
KOHKPETHBIM HOCHTEJIEM uH(pOopMaLuy, BO3MOYXHOCTb OBITH
3a(pUKCUPOBAHHBIMU Ha HOCUTENSAX Pa3JUYHbIX THUIIOB; BO3MOXXHOCTH
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BHCCCHHUA B JOKYMCHT HSMCHGHI/Iﬁ, KOTOPBIC BIIOCIICACTBHUU IMPAKTHYCCKHU

HCBO3MOKHO paCIIO3HATh.

17.®opmaThl TEKCTOBBIX (HaMIIOB.

18.Ko10BbIE TAOJIUIIBL.

19.®opmatsl HcoOIB30BaHUS U POpPMATHI XPaHEHHS.

20.Kputepuu Bp10Opa ONITUMAIBHOTO (hopMara.

21.XpaHeHue IpOCTHIX TEKCTOB.

22.CoxpaHeHue BHEIIHET0 0(popMIICHUS (Pa3METKH).

23.IlonsTrst PU3NUECKON U JIOTUYECKON Pa3METKH.

24.CoxpaHeHue TUIePTEKCTA.

25.®opmatsl TpaduuecKnx, 3ByKOBBIX U BUIEO(AIOB.

26.XpaHeHne TEKCTa B BUI€ N300paKCHHSI.

27.CxaHUpOBaHUE TEKCTA.

28. ATOpUTMBI CKATHSL.

29.0cHoBHbIe Tpaduyeckre GopMaThl.

30.IIporpamMmmHOe obecrieueHre A1 TOCTyIa K rpadudeckuM (aitiam.

31.Xpanenue D]], codeTarmux TEKCT U TpaduKy.

32.Aynno- u BuaeopopMarsl.

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

JIOKYMEHTOB.

34.COXpaHCHI/I€ SJICKTPOHHBIX Ta6J'H/II_[ KaK OTACJIBbHLIX JOKYMCHTOB U BCTABOK B

TCKCTOBLIC JOKYMCHTEI.

35.BapuanTa coxpanenust nHpopManuu 0a3 JaHHBIX: XpaHECHUE JaHHBIX BMECTE
C UCXOAHBIM MPOrPaMMHBIM 00€CIEUeHHEM; XpaHEHHUE coAepkKaHHs 0a3bl B
(PMKCUPOBAaHHOM TEKCTOBOM (hopmaTe; mepuoanydeckass KOHBepTalus 0asbl
[I0]1 HOBBIE MTOKOJIEHUSI CUCTEM YIIpaBJIeHUs 0a3aMu JaHHBIX C BOCCO3JaHUEM
MTOMCKOBBIX CPEACTB Ha 0a3e UCXOAHOTO AITOPUTMA.

Kputepun u mikasna olileHUBaHUS IO OLICHOYHOMY CPEJCTBY «JI0KJIaJl, COOOIICHHE)

[MIkamna

OLICHUBAaHUA

(uHTEpBaT 0AIIIOB)

Kpurepuit onennBanus

5 Hoxnan (coobiienne) npeactaBieH(0) Ha BEICOKOM YPOBHE (CTYIEHT
B IIOJHOM O00bEME OCBETUJI PacCMaTPUBAEMYIO IPOOJIEMAaTHKY,
npuBel apryMeHTBl B TIOJB3y CBOMX CYXKICHHH, BIageeT
pO(UIBHBIM MOHITHUHHBIM (KaTeropualbHbIM) alapaToM U T.I1.)

4 Joxknan (coobIieHne) npeacTaBaeH(0) Ha CpeJHEM YpOBHE (CTYIEHT

B IIEJIOM OCBETHJI pacCMaTpUBaeMyl0 MpOOJIeMaTUKy, TPHUBEI
APTryYMCHTBI B II0JIB3Y CBOHUX CY)I(JIGHI/Iﬁ, AOIIYCTUB HEKOTOPLBIC
HETOYHOCTH U T.II.)
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3 Hoxnan (cooOuieHue) mnpeacTaBieH(0) Ha HU3KOM YPOBHE (CTYyACHT
J0IMYCTHJI CYHICCTBCHHBIC HCTOYHOCTH, H3JIOXKWIT MATCpual C
omMOKaMy, HE BIAJEET B JOCTATOYHOH CTENEeHH NPOPHILHBIM
KaTeropuaJIbHbIM aliapaToM U T.I1.)

2 Hoxnan (cooOlieHue) mpencraBiieH(0) Ha HEYIAOBJIETBOPUTEIHLHOM
YPOBHE WJIHM HE MPECTaBIIeH (CTYJACHT HE TOTOB, HE BBITIOIHHII

3aJIaHHE U T.I1.)

Bonpockl K KOHTPOJIBHBIM padoTam

1. [lpaBoBoE peryaupoBaHHe IOpUIUYECKON cuibl DJ] B Haimield cTpaHe U 3a
pyOexoM.

2. 3akoHOJATENbHbIE aKThl POCCHHM O 3JEKTPOHHBIX JOKYMEHTaX, 3JIEKTPOHHBIX
apxuBax.

3. HopmatuBHOE peryinupoBaHHE TOCYJapCTBEHHBIMH cTaHgaptamu Poccuun
CO3JaHusl, XpaHEHUs1, UCIIOJIb30BAaHUS MH(OPMALIUU B AIIEKTPOHHOM BUJIE.

4. TlpaBa coOcTBeHHUKA HH(GOPMAIIMOHHBIX PECYPCOB.

5. JlokyMeHT Ha 3JIeKTPOHHOM HOCHTEIIE, SJIEKTPOHHBINA TIOKyMeHT (D/1), moHsATHs
«MUl», «IMH», snextponHas mudpoBas MOANKCH, IICKTPOHHBIN pecypc Ux
HOPMAaTHBHO 3aKpeIUieHHbIE Je(UHULINN.

6. IOpuanueckas cuna AOKyMEHTa Ha MAIIMHHOM HOCHUTENE, MOJYyYEHHOTO H3
MH(POPMAIITMOHHON CUCTEMBI, 3JIEKTPOHHOTO JOKYMEHTA.

/. PexBU3UTHI JOKyMEHTA Ha 3JIEKTPOHHOM HOCHUTEJIE.

8. Meranannbie: MOHATHE, XapaKTEPUCTUKA, TMOPSIAOK  (popmMupoBaHus,
HCIIOJIb30BAHUSI.

9. Xpanunuiia  SJICKTPOHHBIX JIOKYMEHTOB B BEJIOMCTBEHHBIX U
HEroCcyJapCTBEHHBIX apXUBaX.

10.Xpanunuina 371€KTPOHHBIX IOKYMEHTOB B TOCYAAPCTBEHHBIX apXUBaX.

11.Mcnonb30BaHuE OTIAEIBHBIX JJIEKTPOHHBIX HOCHUTENEH, TEPPUTOPHAIBHO
pa3MelIEHHbIE XPAHWIHIIIA.

12.CoBpeMeHHbIe Kiaccu(UKauyu MalIMHOYUTAEMbIX JOKYMEHTOB.

13.3nauenne  knaccupukanmu. EnuHunel  kinaccuuUKanuu - AIEKTPOHHBIX
JIOKYMEHTOB .

14 Knaccudukanus JOKyMEHTOB Ha 3JIEKTPOHHBIX HOCUTEIISIX B MIpe/iesiax apXuBa.

15.Knaccudukanus JOKyMEHTOB Ha DJEKTPOHHBIX HOCHTEIAX B TMpeaenax
apxuBHOTO (PoHJA.

16.I1pobGnema sKCIEepTU3Bl IIEHHOCTH M O0TOOpa Ha XpaHEHHWE MAaIlTUHOYUTAEMbIX
JIOKYMEHTOB.

17.Kputepuu 3KcriepTu3bl IEHHOCTH AJIEKTPOHHBIX TOKYMEHTOB.
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18.Equnuia xpaHeHus1, €IMHULIA yUeTa JIEKTPOHHBIX JOKYMEHTOB, 8y TEHTUYHOCTh
ANIEKTPOHHBIX JOKYMEHTOB METOMuKH WIASHTU(UKAIMU W ayTEeHTU(UKAITIN
JIOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTEIISX

19.®akTopsl, BAUSIOMNE HA COXPAHHOCTH J/I.

20.HopmaTtuBHble ycioBus xpaHeHus OJI. 3ammra OT  BpPEIOHOCHBIX
KOMITHIOTEPHBIX TIPOTPAMM.

21.3amuTa OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

22 .I1pobnembl obecniedeHus: coxpaHHoctu /1.

23.KonBepTupoBaHue TaHHBIX B HOBBIC BepCUU MporpaMMbl. OOydeHne epcoHara.

24.11poGneMa MUTpALMK 3JEKTPOHHBIX IOKYMEHTOB B MIPOrPAMMHO HE3aBUCHUMBIE
dbopmaTel — cTpaxoBbie (hOpPMAaTHI. MOJB30BATEILCKUE (DOPMATHI

25.11po6nemsr yueta D/1. [Topsaok ydeTa 37€KTPOHHBIX JIOKYMEHTOB U OIepaliuu
10 WX 3aMKCH Ha 3JICKTPOHHBIC HOCUTEIIH.

26.1{enn mpuMeHEHUS TEXHOJIOTHH OIM(POBAHUS, ITAIbI IEPEBOJIA JOKYMEHTOB Ha
TPAJAUIIMOHHBIX HOCUTEIISAX B DJIEKTPOHHYIO (hOpMY.

27.0uudpoBanue u MUKPO(DUIEMUPOBAHHUE: JOCTOMHCTBA u

HEJI0OCTATKU TEXHOJIOTHH.

28.TexHomorun ounupoBaHUsT TpPHU CO3JaHUU CTpaxoBoro doHmaa u GdoHga
MTOJTH30BAHUS.

29.TexHOJIOTUN AIEKTPOHHON pecTaBpaliyi n300paKeHUN TOKYMEHTOB

30.0cobennoctu onmcanus D/I.

Kputeprun u mikana OEeHWBaHUS 1O OIEHOYHOMY CPEACTBY «KOHTPOJIbHAS
paboTta»

[xana OLICHUBAHHUS Kpurepuit onenuBanus
(uHTEpBaN 0aNIOB)

) B paboTe mpUCYTCTBYIOT BCE CTPYKTYpHBIE 3JIEMEHTBHI, BOIPOCHI
PACKpBITHI  TIOJTHO, M3JIO)KEHHWE MaTrepuana JIOTUYHO, BBIBOJIBI
apryMEHTHPOBAHBI, MCIOJIB30BaHA aKTyalbHas JIATEpaTypa, padora
MpaBUIBLHO ohopMieHa

4 B pabote ecTb 2-3 He3HAUUTEIbHBIE OIIMOKH, H3JI0KEHHBIN MaTepua
HE INPOTUBOPEUUT BBIBOAAM, B CIIHUCKE HCTOYHUKOB JIOCTATOYHOE
KOJINYECTBO MO3UIIHHA, HET TPYOBIX OMNOOK B 0POpMIICHUN

3 OnMH U3 BOMPOCOB pPACKPHIT HE TOJHOCTBIO, MPUCYTCTBYIOT
JIOTHYECKUE U (PaKTHUECKUE ONMIUOKH, TUIOXO MPOCIEKUBACTCS CBS3b
MEXIY OTBETOM M BBIBOJJaMH, B CIIMCKE JIATEPATyphl MHOTO
YCTapeBIINX HCTOYHHMKOB, JIOMYIICHBI CYIIECTBEHHBIC OIIMOKH B
odopmIIeHUN
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2 KonndectBo ommOOK MpeBbIIIaeT AOMYCTUMYIO HOpMY, B pabote
OTCYTCTBYIOT BBIBOJIBI HJIM HE XBaTaeT JAPYIHX CTPYKTYPHBIX
DIIEMEHTOB, B CIHCKE JHMTEPaTyphl HEIOCTaTOYHO HMCTOYHHUKOB,
pabota odopmiieHa HE TTO TPEOOBAHUIM

IIpakTH4yeckue 3a1aHuA:

[ToaroToBbTE MPE3EHTALUIO.

Tembl npe3eHTanui:

dopmaThl TEKCTOBBIX (haliJIoB.

KonoBbie TaOnHIIBL.

dopmaTsl UCHOIB30BaHUS U POpPMAThl XpaHEHHUS.
Kpurepuu BpiOOpa ontuManbHoro gopmara.
XpaHEHHE NPOCTHIX TEKCTOB.

CoxpaHeHue BHELIHETO opopmiieHus (pa3METKH).
[TonsiTUSA (PU3MUECKON U JIOTHUECKOW Pa3METKH.
CoxpaHeHHE TUIIEPTEKCTA.

© NSOk WNE

®opmMmartel rpauyeCcKuX, 3BYKOBBIX U BUACO(]aAIlIOB.

10.XpaHeHue TeKcTa B BUJIE U300paKEHHUS.

11.CxanupoBaHH€e TEKCTA.

12. AnropuTMBI CXKATHUS.

13.0OcHoBHbIe Tpaduyueckre GopMaTsl.

14.TIporpammHoe obecrieueHue JJis 10CTyMa K rpadgudeckum dansam.

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

16.Aynuo- u Buaeohopmatsl.

17.OnexkTpoHHble TAaONMIBI U apXHMBHbIE KOMHMM 0a3 JaHHBIX KakK BHJIbI
JOKYMEHTOB.

18.CoxpaHeHre DJJIEKTPOHHBIX TaONHII KaK OTICNBHBIX JOKYMEHTOB H
BCTaBOK B TEKCTOBBIE JOKYMEHTHI.

19.XpaneHue JaHHBIX BMECTE C UCXOJHBIM MPOTPAMMHBIM 00€CTIEYEHUEM.

20.Xpanenue conepxanus 6a3bl B GUKCHPOBAHHOM TEKCTOBOM (hopmarte.

Kputepun onieHnBaHus NP BHINOJTHEHUH MPAKTUYECKUX 321aHUIM
(IIKaJIa OLEHKH B COOTBETCTBUM € ITAJIOHOM)

[xana Kpurepuii onieHnBanus
OIICHUBAHUS
(uHTEpBaN
0amioB)
5 3anaHue BbINOJHEHO B COOTBETCTBHH € 3TAJIOHOM
4 B 3ajannu nonmyumeHbl OMH-IBA HeA04YeTa U (MJIM) OJHA OIIHOKA
3 B 3apaHnu 10NyIeHO HECKOJIBKO HEA0Y€ETOB H IBe OIIMOKH
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2 ‘ B 3agaHuM 1onMynIeHO HECKOJIbKO HeI04eTOB U 0oJiee ABYX OIINOOK

Temsl pepeparTos

1. IIpaBoBoe peryimpoBaHuE OpUAMYECKOW cuibl D/l B Halleld cTpaHe W 3a
pyOeKOM.

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

3. HopmatuBHOE perynmmpoBaHWE TOCYAapCTBEHHBIMU CTaHAapTamMu Poccum
CO3/IaHMsl, XpPaHEHUs1, UCII0JIb30BaHUSI MH(OPMAIIMHU B AJIEKTPOHHOM BUJIE.

4. TlpaBa coOcTBeHHHKA HH()OPMAIIMOHHBIX PECYPCOB.

5. JIOKyMeHT Ha »SJIEKTPOHHOM HOCHUTENE, SJEKTPOHHBIA TOKyMeHT (3]]),
nousTust «MYy, « IMH», anekrpoHHast uudpoBas momnuck, 31EKTPOHHbBIN
pecypc X HOPMATHUBHO 3aKpEIUICHHBIE Te(UHUITHH.

6. FOpunuueckast cuia TOKyMEHTa Ha MalllMHHOM HOCHTEJE, MOJTyYEeHHOTO U3
MH()OPMAITMOHHONW CHCTEMBI, JIEKTPOHHOTO JIOKYMECHTA.

7. PexBU3UTHI JOKyMEHTA Ha SJIEKTPOHHOM HOCHUTEIE.

8. MeranaHHeble: MOHATHE, XAPAKTEPHUCTHKA, TOPSIOK

(dbopMHUpOBaHUS, UCTIOJIH30BAHUS.
9. Xpanunwuia AIEKTPOHHBIX JIOKyMEHTOB B
BEJIOMCTBEHHBIX M HETOCYJIAPCTBEHHBIX apXHUBaX.

10.Xpanunwuina 371eKTPOHHBIX TOKYMEHTOB B TOCYIApPCTBCHHBIX apXUBaXx.

11.Wcnionb30BaHue OTAEIBHBIX DJEKTPOHHBIX HOCHUTENCH, TEePPUTOPHAIBHO
pa3MeIeHHbIE XPaHUITHIIA.

12.CoBpeMeHHbIe KiacCu(pUKAIIMN MAIIMHOYUTAEMBIX JJOKYMEHTOB.

13.3nauenne kimaccupukanuu. EauHULBL  KIaccUPUKAIUU  DJICKTPOHHBIX
JIOKyMEHTOB .

14 Knaccudukainuys JTOKYMEHTOB Ha JJEKTPOHHBIX HOCHUTEISIX B Ipejernax
apxuBa.

15.Knaccudukanus JTOKYMEHTOB Ha JJICKTPOHHBIX HOCHUTEISIX B Mpejenax
apxuBHOTO (PoHJA.

16.I1poGnema sKCIepTU3HI IIEHHOCTH M 0TOOpa Ha XPaHEHHE MAITMHOYUTAEMBIX
JIOKyMECHTOB.

17.Kputepuu 3KCriepTU3bI ICHHOCTH AJIEKTPOHHBIX TOKYMEHTOB.

18.Equauniia  XpaHEeHWs, CIWHWIIA y4YeTa OJJICKTPOHHBIX  JIOKYMCHTOB,
AyTEHTHYHOCTh DJIEKTPOHHBIX JOKYMEHTOB METONUKU HACHTH(PUKAINHA U
ayTCHTH(PUKAIINK JJOKYMEHTOB Ha 3JIEKTPOHHBIX HOCHTEIISIX

19.®akTopsl, BAUSIOMNE HA COXPAHHOCTH /1.
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20.HopmatuBHble ycinoBusi xpaHeHuss OJI. 3ammra 0T BpeZOHOCHBIX
KOMITBIOTEPHBIX MPOTPAMM.

21.3amuTa OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

22 .ITpoGiembl obecrieueHust COXxpanHocT D /1.

23.KonBepTupoBaHHe [aHHBIX B HOBBIE BepcHUH THporpammbl. OOyueHHe

nepcoHania.

24.1lpobmemMa  MuTpanu  AJEKTPOHHBIX  JIOKYMEHTOB B  IIPOrPaMMHO
He3aBUCHUMbIE (QopMaThl — CTpaxoBblie QopMaThl. TOJIH30BATEIHCKHUE
dbopmaTsl

25.1Tpo6nembr  yuera DJI. ITlopsmok ydera SJICKTPOHHBIX JTOKYMEHTOB W
OTICPAIIAH T10 MX 3aITMCH Ha 3JIEKTPOHHBIC HOCHUTEITH.

26.1{enn mpuMeHEeHHs TEXHOJIOTUH OLIM(POBAHMS, ATAIIBI IEPEBO/Ia TOKYMEHTOB
Ha TPAIUIMOHHBIX HOCUTEISIX B AJICKTPOHHYIO (popMmy.

27.0uudpoBanue U MHUKPOPWIBMUPOBAHUE: JOCTOMHCTBA UM HEIOCTaTKU
TEXHOJIOTHH.

28.TexHomoruu onudpoBaHusi MpH CO3JIaHUU CTpaxoBoro ¢oHma u GoHaa
MTOJT30BAHUS.

29.TexHOJIOTUU AIEKTPOHHON pecTaBpaliy H300paKeHUN TOKYMEHTOB

30.0cobennoctu onmcanus D/I.

Kpurtepuu u mkaJjia oueHuBaHMs 10 OLEHOYHOMY CpeICTBY pedepar

Ikaina OIlCHUBaHUS Kpurepuii onieHnBaHus

(nHTEpBaN OAIIOB)

) Pedepar mnpesncraBieH Ha BBICOKOM YpOBHE (CTYIEHT B IOJIHOM
o0beMe OCBETHJI pacCMaTpUBAaeMyl0 IpPOOJIEMaTHKy, IpPUBEI
apryMEHTBl B TIOJNB3Y CBOMX CYXKICHHH, BiajgeeT MpOQUIBHBIM
MOHATUMHBIM (KaTeropuajbHbIM) anmaparoM U T.1m.). OdopmieH B
COOTBETCTBUH C TPEOOBAaHUSMH TPEABSBISEMBIMU K TAHHOMY BHILY
pabor.

4 Pedepat npeacrapieH Ha CpeiHEM YPOBHE (CTYEHT B LIE€JIOM OCBETHII
paccMaTpuBaeMyl0 NpoOJIeMaTUKy, MPHBEN apryMEeHThl B IOJb3Y
CBOUX CYXJCHHH, JOMYCTUB HEKOTOpblE HETOYHOCTH U T.IN.). B
0(OpPMIIEHUH JOMYIIEHbI HEKOTOPbIE HETOYHOCTH B COOTBETCTBUU C
TpeOOBaHUSAMU NPEIbIBISIEMbIMHI K JAHHOMY BUJTy paboT.

3 Pedepar mnpencraBieH Ha HHU3KOM YpPOBHE (CTYIEHT JOIMYCTHII
CYLIECTBEHHbIE HETOYHOCTH, M3JIOKWI Marepuaj ¢ OIIMOKamH, He
BJaJieeT B JOCTAaTOYHOHN CTemneHu MNpO(UIbHBIM KaTeropHalbHbIM
amnmaparoMm 4 T.11.). B odopmiennn qomyuieHs! onmoKy B

COOTBETCTBUU C Tpe6OBaHI/I$IMI/I OpeABABIACMBIMH K JaHHOMY BHIY
pabor.

2 Pedepar mpencraBineH Ha HEyNOBJIETBOPUTEIHLHOM YpOBHE WIH HE
IpeJicTaBiIeH (CTYJEHT He TOTOB, HE BBIMOJIHIII 3aJaHUE U T.11.)
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TecThI:

1. Tlo BHOy NOMIOKKA M MaTepHUATbHON OCHOBE HOCHUTEIS PA3NTHYAIOT
dboTorpadun Ha

A. Ha rubxoit momumepHoit (PoTo- M KMHOIIJICHKA), KECTKON (CTEKIISTHHBIC

IUIACTUHKHM, KEpaMHKa, JEPeBO, METalI, IjacTMacca) U OyMa)KHOM OCHOBe

(¢poTtobymara).

b. Ha 6ymaxkHoM 1 ru0koi (1ieHka, nH@pakpacHbie GUIBLTPHI) OCHOBaX 18

B. Ha GymakHOM 1 KECTKOH (CTEKJISTHHBIC TIJIACTUHBI) OCHOBAaX

2. Muxkporpadudeckuii TOKyMEeHT — 3TO

A. JIOKyMEHT, BBIIIOJIHSIEMBI HA MUKPOHOCHUTEIIE B BUJIE MUKPOKOIIMH HJIN
OpUTMHANa MUKPOJAOKYMEHTa. WX OTIMYUTENbHBIMA OCOOCHHOCTAMHM
SBIISIIOTCA MaJjible (PU3UYECKUE pa3MeEPhI U BEC.

b. JIOKyMEHT, BBIIONHSAEMBIA HA IUICHOYHOM HOCHUTENIE C TOMOIIBIO
rpauyecKkoro peaakTopa.

B. Mukpoduma, coxepxamias KOMUKA H300paKE€HUH MPEAMETOB C
yMeHbleHueM 6osee uem B 90 pas.

3. B 3aBHCHMOCTH OT KpaTHOCTH YMEHbIIEHUS N300paKeHUS IIPU ChEMKE U
KOJIMYECTBE KaJApOB MHUKpOoQUIIM pa3fenstoT Ha: A Mukpoduim,
CyNepMUKPODHUIIHU, yIETPAMUKPODHUIITH.

b. MukpoduibMbl, MUKPOKAPThl, MUKPODHUIITU

B. lnano3uTuBbl, cllaiiibl, MUKPO(HIIN

4. WN300pa3uTenbHO-CTATUYHBIMU  Pa3HOBUIHOCTSIMU
KWHOJIOKYMEHTA SIBJISIOTCS

A. Jlnadunbmel, S1iuOUITEMBI

b. Kwunonenra, cnaiig B.

Jlnano3uTuB, MUKPO(DUITEM.

5. Kunoneronucs — 310

A. JlokyMeHTalus, TOBCEAHEBHO, PETYISIPHO (PUKCUPYIOIAsi HA KHHOIICHKY
Ba)KHEHIINE COOBITHS KU3HU CTPAHBI.

b. TIlepwomuyeckre BBIMYCKH, B KOTOPBIX OTPAXAIOTCA COOBITHSI,
IPOUCXOSAIINE y HaC B CTPaHE U 3a pyOeKOM.

B. Kuno¢wunbm, n3roraBnuBaeMblil pupMamMu WK CTYJUSIMU, UMEET TEKCT, B

KOTOPOM HACTCA KpaTKasl aHHOTAalHA (1)I/IJ'II>Ma.
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6. Opranusanus JOKYMEHTOB B apXMBOBEIUYECKOU MTPAKTHKE — 3TO

A. COBOKYIIHOCTb aJMHMHHMCTPAaTHBHO-IIPABOBBIX M HAay4YHO-METOAMYECKHUX
PELICHU ¥ TEXHUYECKUX OIEepaluil, IPUMEHIEMBIX K OTUM JOKYMEHTaM C
y4eTOM UX TMPHUHAJISKHOCTH K pPa3IuyHbIM ¢GopMaM COOCTBEHHOCTH,
pa3HbIM HMCTOPMYECKHMM IMEpHoJaM, BHJIaM HOCHUTENEH HHPOpManuu U
JIPYTUX OCOOCHHOCTEHW, B HEIMSIX UX YHOPSAJOYEHHUS M PAIMOHAIHLHOTO
aApPXUBHOT'O XpaHEHUsI 10 000COOJIEHHBIM COBOKYITHOCTSIM apXUBHBIX (DOH/I0B.
b. Ogno wu3 »¢¢deKTUBHBIX CPEACTB YHOPSAOYCHHS, CHUCTEMAaTH3AIUH
UCCIIEyEMOT0 MaTepralla U OpraHu3aliy [IO3HABATEIIbHOMN €A TEIIbHOCTH.
B. CBengenue MCTOYHHKOB IO A3TUM NPU3HAKAM B T'PYIIBI, JTOITYCKAKOLINE
nu¢depeHIMPOBaHHBIN MOIXO0 K KaX 10

7. KoHTponb (OTOIOKYMEHTOB B TMpoOlLIECCE XpaHEHHUsS NPOBOAUTCA A.
IIyTém mpocMoTpa Ha TPOCBETHOM CTOJIE.

b. [Iyrem nomenienus B GpuaIbMOCTaT.

B. Ilyrem npocMOTpa Ha MOHTaKHOM CTOJIE.

8. Pacnomnoxute B XpOHOJIOTHYECKOM MOCIEI0BATEILHOCTH

A. OCyIIECTBICHHE MEXaHUYECKOM 3BYKO3aNHCH (Ha BOCKOBBIX BAaJIMKax, Ha
rpaMMO(OHHBIX IIACTUHKAX, HA IOPUHOPOHAX)

b. ontuueckas 3Byko3anuch (B KMHO), MAarHUTHAsl 3BYKO3aIHCh

B. ocyuiecTBiienue na3zepHoil 3ByKO3aIUCH

9. Vxkaxwute rox, koraa ObUT BBeACH B aeiicTBue ctaHaapt Poccum 'OCT
7.69-95 "CUBU/I. AynnoBusyanbHble JOKyMeHThl. OCHOBHBIC TEPMUHBI
U ONpEe/IeIICHUS .

10. Otanune GOHOAOKYMEHTA OT APYTUX BUJIOB UICTOYHHKOB

A. 3BykoBas (opma BBIpOXEHHS 3aKIOYEHHOM B HHMX HHpoOpManuu 00
00BEeKTaX JEHCTBUTENLHOCTH.

b. O6mamaoT cnocoOHOCTBIO mMepenaBarb WHMOPMAIMI0O O KaKOM-JIHOO
SIBJICHUU WJIU TIpOLiecCe JECUCTBUTEIBLHOCTH B TO CaMO€ BpeMs, KOrja OHO
MPOUCXOIUT WU HEMOCPEACTBEHHO BCJE/ 32 HUM

B. Conepxut nzo0pasurenbHyo HHPOPMAIUIO, KOTOpast BOCIPOU3BOIUTCS C
MOMOILBIO CHEIUAIbHBIX TEXHUYECKUX CPEJICTB.
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11. bpatest Jltombep BOo @paHIUU BHOEPBbIE COCAUHWIM IUJIEHKY C
MpoeKIMOoHHBIM (oHapem u B 1894 1. opranmsoBamu A. IlepBbiid
KHHOCEaHC.

b. O6mecTBO cCOXpaHHOCTH UCTOPUH (POTOrpadUIeCKIX KOJTSKIIUN

B. [Toka3 nepBbIX IIBETHBIX (POTOCHUMKOB

12. Meroauka HMCTOYHUKOBEIUYECKON KPUTHUKM KHHOJIOKYMEHTOB ObLia
npeioxkena A. B.C. JIuctoBbiM

b. JI.M. Pomanem

B. B.M. MarunoBsiM

13. [oaBuabl 3ByKO3amucH (POHOJAOKYMEHTOB, CYIIECTBOBABIIMX B KOHIIC
19- nauvane 20 B.

A. MexaHnueckas 3ByKO3aIuch (Ha BOCKOBBIX BaJIMKaX, Ha rpaMMO(OHHBIX

TJTACTUHKAX )

b. MarautHas 3ByKo3amnuch (Ha MPOBOJIOKE)

B. Mexanunyeckas 3ByKO3aIuch (Ha KaTyIIKax)

PexkomeHnaanum K NpoOBeIeHUIO TECTOB

Bpems npoBeaeHust TeCTUPOBaHUS OIpeneisieTcst u3 pacuera — 1-2 MuH. Ha
oauH Bonpoc. Ecim TecTupoBaHUe TPOBOJMUTCS IIPENOAABATENIEM B KOMIIBIOTEPHOM
KJIacCE, TO MPABWIBHOCTh OTBETOB IIPOBEPSAETCS MPU MOMOIIM KoMIbroTepa. Ecin
TECTUPOBAHUE TMPOBOAUTCA B ydyeOHOW ayautopun 0Oe3  MpUBJICUCHUS
KOMIIBIOTEPHOU TEXHUKH, TO ITPABUIIBHOCTh OTBETOB MPOBEPSIETCS MIPENOAABATEIIEM
C IIOMOIIIBIO CTPAHULIBI KKIIFOUEN.

Kpurepuu n mkajia oueHMBaHHUS 110 OLICHOYHOMY CPEACTBY TECThI

lkana OLICHUBAHUS Kputepuii onieHuBaHus
(mHTEpBaN OAIIOB)
5 TecThl BBINOIHEHB! HA BHICOKOM YPOBHE (IIPaBUJIbHBIE OTBETHI JaHbI
Ha 90-100% TecToB)
4 TecTsl BBINOJIHEHBI HA CPEeTHEM YPOBHE (IPAaBUIIbHBIE OTBETHI JaHBI
Ha 75-89% TecToB)
3 TecTsI BBITOIHEHBI HA HU3KOM YPOBHE (ITPaBHIIBHBIE OTBETHI TaHBI
Ha 50-74% TecToB)
2 TecThl BBINOIHEHB! HA HEYIOBJIETBOPUTEIHLHOM YPOBHE
(mpaBUJIbHBIE OTBETHI IaHBI MeHee ueM Ha 50% TecToB)

OueHoYHbIE CPeCTBA ISl IPOMEKYTOYHOM aTTecTaluu (3a4eT)
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1. IIpaBoBoe perynaupoBaHue OPUIANYECKON cuiabl D]l B Hailel cTpaHe U 3a
pyOexoM.

2. 3akoHoJaTeNbHbIE aKThl POCCHM O 3JIEKTPOHHBIX JTOKYMEHTAX, 3JIEKTPOHHBIX
apXuBax.

3. HopmaTuBHOE perynupoBaHuE TOCYAapCTBEHHBIMU CTaHaapTamu Poccun
CO3/IaHUs, XpPaHEHHUs, UCIIOJIb30BaHUA MH(OPMALIUU B AJIEKTPOHHOM BUJIE.

4. TlpaBa coOcTBeHHHKA HH()OPMAIIMOHHBIX PECYPCOB.

5. JlokyMeHT Ha »3JIEKTPOHHOM HOCHUTEINE, JJIEKTPOHHBIN nokyMeHT (D/]),
noHsATus «MY», « IMH», anextporHas nudpoBas MoAMUCh, HICKTPOHHBIMI
pecypc UX HOPMATUBHO 3aKpETICHHbIE AS(PUHUIINU.

6. FOpuanueckas cuna TOKyMEHTa Ha MAaIIUHHOM HOCHUTENE, MOJYyYEHHOTO U3
MH(POPMAIITMOHHON CUCTEMBI, 3JIEKTPOHHOTO JOKYMEHTA.

/. PexBU3UTHI JOKyMEHTA Ha 3JIEKTPOHHOM HOCHUTEIIE.

8. Meranannsie: MOHSATUE, XapAKTEPUCTHUKA, MOPSIIOK

(opMHpOBaHUS, UCIIOJIH30BAHUS.

9. XpaHunuiia  AJNEKTPOHHBIX  JIOKYMEHTOB B BEJOMCTBEHHBIX W
HEroCyJapCTBEHHBIX apXUBaX.

10.Xpanunuiia 371€KTPOHHBIX IOKYMEHTOB B TOCYapPCTBEHHBIX apXUBaX.

11.Hcnonb30BaHuE OTAEIBHBIX 3JEKTPOHHBIX HOCHUTENIEH, TEPPUTOPHAIBHO
pa3MEILEHHbIE XPAHUIMILIA.

12.CoBpemenHble Knaccu(uKay MalTHHOYUTAEMbIX JOKYMEHTOB.

13.3nauenne knaccupukaruu. EQuHUIBI  KIacCU(PUKAMK  DICKTPOHHBIX
JIOKYMEHTOB.

14 Knaccudukauus AOKYMEHTOB Ha 3JEKTPOHHBIX HOCHUTENSIX B Mpeaenax
apxuBa.

15.Knaccudukanus AOKYMEHTOB Ha 3JEKTPOHHBIX HOCHUTENSIX B Mpeaenax
apXuBHOTO (POHIIA.

16.ITpo6reMa sKcriepTrU3bI IEHHOCTH U 0TOOpa Ha XpaHEHHE MAITHHOYNUTAEMBIX
JOKYMEHTOB.

17.Kpurepuu 3KkcriepTU3bl IECHHOCTHU AJIEKTPOHHBIX TOKYMEHTOB.

18.Equauiia  XpaHeHus, €IWHMIIA Yy4YeTa OJJICKTPOHHBIX  JIOKYMEHTOB,
ayTEeHTHUYHOCTh 3JIEKTPOHHBIX JOKYMEHTOB METOAMKU HACHTUPUKAUUUA U
ayTeHTHU(PUKAIUKA JOKYyMEHTOB Ha SJIEKTPOHHBIX HOCUTEIISX

19.®akTopsl, BAUSAIONIKE HA COXPAHHOCTH /1.

20.HopmatuBHbpie ycioBusi xpaHenuss /I, 3ammra OT BpPEJOHOCHBIX
KOMITBIOTEPHBIX MPOTPaMM.

21.3ammTa OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

22 .ITpobGieMbl obecrieueHus: coxpanHoctu D/1.
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23.KoHBepTHpOBaHHE JaHHBIX B HOBBIE Bepcuu THporpamMmbl. OOyueHue
nepcoHania.

24.1lpoGirema MHUTpanuyd  DJIEKTPOHHBIX  JOKYMEHTOB B  IPOrPaMMHO
He3aBHCUMbIE (opMaThl — CTpaxoBbie (OpMaThL. MOJIb30BATEIBCKUE
dbopmaTsI

25.ITpo6nembr yuera OJI. ITlopsmok yuera SJEKTPOHHBIX JTOKYMEHTOB H
OTIEepallMy 10 MX 3aIKCH Ha 3JICKTPOHHBIE HOCUTEIIH.

26.11{enu mprMeHEHUsI TEXHOJIOTUH O POBAHNS, STAIBI IEPEBOA JOKYMEHTOB
Ha TPaJUIIMOHHBIX HOCUTEISX B 3JICKTPOHHYIO (GOpMY.

27.0mudppoBanne W MHUKPOPUIBMUPOBAHUE: JIOCTOMHCTBA M HEJAOCTaTKU
TEXHOJIOTHH.

28.TexHomoruu onudpoBaHUs MpU CO3JAHUU CTpaxoBoro ¢oHma u ¢oHaa
MOJIb30BaHUSI.

29.TexHOJI0rUY JIEKTPOHHON pecTaBpaliyi U300paKeHU T0KyMEHTOB

30.0cobennoctu onmcanus D/I.

Kputepn u 1mKkaja ONEHHBAHHUSL 1O OIECHOYHOMY CPeACTBY
NMPOMEKYTOYHbIH KOHTPOJIb (324€T)
XapakTepuCcTHKA 3HAHUS IPEAMETA U OTBETOB 3adeTsl
3a4TCHO

CryneHT riyOoKo U B IOJTHOM 00BE€ M€ BIIaJIeeT MPOTrpaMMHBIM
MarepuaioM. ['paMOTHO, HCYEpHBIBAIOLIE M JIOTUYHO €r0
u3Jlaraet B yCTHOM uiu nucbMeHHoU (opme. [Ipu sToM 3Haer
PEKOMEH/IOBaHHYIO JIUTEpaTypy, NPOSBISET TBOPUYECKHUI
MOJIXOJl B OTBETAaX Ha BOMNPOCHI U MPABUIBHO OOOCHOBBIBAET
MIPUHSATHIE PELICHHUS, XOPOIIIO BIaJICET YMEHUSIMH U HaBBIKAMU
IIPY BBIITOJIHEHUH MPAKTUYECKUX 3a/1a4.

CryneHT 3HaeT NporpaMMHBIM MaTepHa, FpaMOTHO U IO CYTH
U3JaraeT ero B yCTHOM WJIM MHCbMEHHOH Qopme, IommycKas
HE3HAYUTENIbHbIE HETOYHOCTH B YTBEPXKIECHUSIX, TPAKTOBKAX,
ONpEACNEHUSAX U  KATEropusX WIA  HE3HAUYUTEIbHOE
KonuyecTBO omubOok. Ilpm sToM Biameer HEOOXOAWMBIMU
YMEHUSMH M HaBBIKAMH TPU BBINOJHEHUH MPAKTUYECKHX
3a1ad.

CTy,Z[eHT 3HAE€T TOJHKO OCHOBHOM HpOFpaMMHHﬁ Marcpual,

JOMYCKaeT  HETOYHOCTH,  HEJOCTaTOYHO Y€  TKHUE
(GOpMYIHMpPOBKH,  HEMOCJIEJOBATENbHOCTh B OTBETax,
U3JlaraéMbIX B YCTHOW WM mucbMeHHOM ¢opme. Ilpu stom
HEJOCTaTOYHO BJAJCET YMEHHSIMH M HaBbIKAMU IIpH
BBITIOJTHEHUH TIpakTHdeckux 3amad. Jlomyckaer mo 30%
OLIMOOK B M3JIaraeMbIX OTBETAaX.
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CryneHT He 3HAaeT 3HA4YUTENBbHOM YacTH IPOrpPaMMHOIO
Mmatepuaina. [Ipu 3Tom nomyckaer NpUHUMIIUAIBHBIE OIMIMOKU
B JIOKA3aTEJIbCTBAaX, B TPAKTOBKE IIOHATUH M KaTErOpuii,
IIPOSABIIAET HU3KYIO KYJIbTYPY 3HAaHUH, HE BIIaZIc€T OCHOBHBIMU
YMEHUAMHM U HAaBBIKAMU IIPU BBIINOJHEHUU IPAKTHYECKUX
3amad.  CTygeHT — OTKasblBaeTcsi  OT  OTBETOB  HaA
JOTIOJHUTEIbHBIE BOIIPOCHI.

HEC 3a4TCHO

JIMCT M3MeHeHnH U JONOJTHEHUHN

Ne Bunsl nononHeHuit u JlaTa 1 HOMEp IIPOTOKOIa

n/m U3MEHEHUN 3acenaHus Kadeapbl
(xadenp), Ha KOTOPOM OBLITH

PaccMOTpPEHBI M OJ00PEHBI
W3MEHEHUS U JOTOTHEHUS

[Toanucs (¢ pacmpoBKoif)
3aBeyromIero kadeapoit
(3aBemyromux kageapamn)
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