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PaGouas mporpamMma IUCHIUILINHBI pa3padoTaHa B coorBeTcTBrH ¢ TpeboBanusmMu GI'OC BO o
HanpasjieHuio noaroToBku 46.04.02 «/lokymMeHTOBeeHHE M apXHBOBEICHHUEY», KBATU(UKAIIHS
(cTerneHb) BBIITYCKHUKA «MAarucTp».

YTBepkIeHa Ha 3aceqaHnu Kadeapbl MUGPOBBIX TEXHOJIOTHH U PECYPCOB M PEKOMEHJIOBaHA K
pa3MenieHunto Ha caiite KemepoBCKOro rocyJapcTBEHHOTO MHCTUTYTA KYJIbTYpPbl « DJIEKTPOHHAs
obOpaszoBarenpHas cpeaa Kem['MK» mo web-agpecy http://edu.kemguki.ru/ 23.05.2022 r.,
npotokoJt Ne 10.

[lepeyTrBepkaeHa Ha 3aceiaHnu Kadeapsl HU(POBBIX TEXHOJIOTUI U PECYpCOB U PEKOMEH/I0BaHa
K pa3MeleHno Ha caite KemepoBCKOro rocyJapCTBEHHOIO HHCTUTYTa  KYJIbTYpbI
«OnexktpoHHas oOpazoBarenpHas cpena KemIMK» mo web-agpecy http://edu.kemguki.ru/
23.05.2023 r., mpotokoia Ne 10.

Texnonoruu obecrieyeHHss COXPaHHOCTU JOKYMEHTOB. pabodas mporpamMma JUCLUIUIMHBL IS
oOyyaromuxcs 1O  HampaBieHHI0  HoArotoBku  46.04.02  «JlokymeHTOBeleHHE U
apXMBOBEJICHHUE», NPOQMI0 MOArOTOBKM «YIIpaBlieHHMEe JIOKYMEHTAllMed B  YCIOBMSX
nudpoBU3auM  00LIeCTBa», KBaJu(UKAIMsA (CTeNeHb) BbIMYCKHUKA «Maructp» / O.B.
CamaxoBckas. — KemepoBo: KemepoB. roc. umH-T KyabTypbl, 2022. — 23 c. — Tekct
HEMOCPEICTBEHHBIH.
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ConeprxaHue TUCIMUILTAHBI

O6pazoBarenbHble 1 THPOPMAITMOHHO-KOMMYHHKAIIMOHHbBIE TEXHOJIOTUU
OO6pazoBareabHbIC TEXHOJIOTHH

NHdopmanioHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH 00Y4YEeHHUSI
VY4eOHOo-MeToanuecKoe obecrneueHne camocTosrenbHoi padoTsl (CP) oOydaromuxcs
@OoH/ OLIEHOYHBIX CPEJCTB

Y4ebHo-MeToauueckoe 1 HHGOPMAIMOHHOE 00ecriedeHNE JUCIIUTUTUHBI

Cnmcok nuTeparypsl

Pecypcel nH(pOpMaIMoHHO-TETIEKOMMYHUKAIMOHHOW ceTH «HTepHeT
[Iporpammuoe obecrnieueHue 1 HHPOPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBbI
MartepuanbHO-TEXHUUYECKOE 00ecTieueHNe U CIUTUTHBI

OcobeHHOCTH peanu3alud AUCLUUILUIMHBI Ul HMHBAJIMJIOB M JIMI[ C OIPaHUYCHHBIMU

BO3MOXHOCTAMMU 3J0POBbA

11.

Crrcoxk (mepeyeHn) KITI0UEBhIX CIIOB



1. ey ocBOeHUsI AUCHUIIMHBI (MOLYJI51)

— 00ecneyuTh I0CTaTOYHbIH U HEOOXOIUMBIN YPOBEHb TEOPETHUECKUX 3HAHUH U HABBIKOB
UX TPUMEHEHUS B PEIICHHH TMPAKTHUECKUX 3aJad 10 OOECIEYCHUIO JI0JTOBPEMEHHOU
COXPAaHHOCTH ayTEHTUYHOU AIIEKTPOHHOHN TOKYMEHTHPOBAHHOW MH(POPMALIUH.

2. MecTo qucuMnauabl (MoayJisi) B crpykrype OIIOII marucrparypsbl

Jucuumnuna «TexHonoruu o0OecredeHHsl COXPaHHOCTH JIOKYMEHTOB» OTHOCHUTCSA K
JUCLMIUIMHAM T10 BbIOOpY OJI0Ka JMCUUIUIMH 00pa30BaTelbHOM IMPOTrpaMMbl 10 HAIPaBJICHUIO
noarotoBku 46.04.02 «JlokyMeHTOBelEHHE W apXUBOBEICHHE», KBAIM(UKAIUSA (CTENCHb)
«Maructpy». Jlucuumninna uzydaercs B 3 cemMecTpe.

3. llnanupyemble pe3yJibTaThbl 00yUeHHs N0 JUCHUILIHHE (MOLY110)
N3ydyenue nucuuMIUIMHBI HANpaBieHO Ha GopMupoBaHue cieayromux komnereHuui (YK,
OIIK, I1K) u "HIUKAaTOPOB UX JOCTUKECHHUS.

Kon U | MHamKaTopbl J0CTHXKEHUS] KOMITEeTeH Ui

HAMMEHOBaHHUE | 3HATh yMeTh BJAJeTh

KOMIIeTEeHIIH U

—TIK -3. TpeOoBaHuUs K yIIPaBIATh TEXHOJIOTUSIMA ~ aHaju3a
Cnocoben WH(POPMAITUOHHBIM JTIOKyMEHTaMHu JTAaHHBIX

paspabarbiBaT cUCTeMaM OpraHu3aIum ¢ JIOKYMEHTHPOBAHHBIX

b CHUCTEMBI JOKYMEHTUPOBAHHBIX IPUMEHEHNUEM chep JIeATEIbHOCTH
AHAITUTUKA cdep nesTeNbHOCTH 10 ABTOMAaTHU3UPOBAHHBIX | OPraHU3aLUH.

uudpoBoit COXPAHHOCTH M 3aLIUTE CHUCTEM aHATIUTUKHU

Tpanchopmait uQpoBOro KOHTEHTA ndpoBoit

5051 OpraHu3alyu. TpaHchopmau

JOKYMEHTUPO JIOKYMEHTHUPOBAHHBIX

BaHHBIX cdep chep AesITeIbHOCTH

NEeSATENbHOCTH OpraHu3aluu.

OpraHu3aluu

Ilepeyenb 0000IEHHBIX TPYAOBbIX QYHKIUIA W TPYAOBbIX (YyHKIUIA,
OTHOLIIEHME K NPodeccHOHANTBLHOI eI TeIbHOCTH BHINMYCKHUKA

HMeEIOLIH X

IMpodeccuonanbubie O06001eHHBbIE TPY10BbIE TpynoBbie pyHKIIUM
CTAHIAPTHI GyHKIUN
07.004 IIpodeccuonanpHslii | JJokyMeHTalTMOHHOE Opranuzanus
crannapt «Creuuanuct Mo | oOecreyeHue VIIPABJICHUS | JOKYMEHTHUPOBAHMS
VIOPABICHUIO JOKYMEHTAIMEH | OpraHu3anuen YIPABJIEHUECKOU
OpraHu3aIm JIeATEIbHOCTU B OpraHU3aluu

4. O0beM, CTPYKTYPA H COlep:KaHMe TUCHUILIHHBI (MOIYJIA)
4.1 O6bem aMCUMNIHHBI (MOIYJIfA)
OOmast  TpyAOEMKOCTb  JTUCHMILIUHBI
aKaJIeMHUYECKUX yaca, opMa KOHTPOIISI — 3aUeT.
Jnis cTyneHTOB OYHOH (OpMBI OOydeHHMsS MNpPEeITycMOTpeHO: 68 YacoB KOHTAaKTHOM
(aynuTopHO#t) paboThl ¢ obyuatomumucs (34 vaca nekuui, 34 yaca mpakruyeckux padot) u 40
4acoOB CAMOCTOSITENIbHOM paboThI.

COCTaBIIET 3 3aveTHBIX eauHunel 108




Jnst cTyneHToB 3a04HOM (popMbl 0OydeHus: mpeaycMoTpeHo: 14 4acoB KOHTaKTHOM
(aymutopHOi) paboThl ¢ 0OydaromuMucs (6 9acoB JEKIUH, 8§ YacOB MPAaKTHUECKUX paboT) u 94
gyaca CaMOCTOSITEIIbHOW PabOTHI.

[IpakTnueckass MOATrOTOBKAa IMpU pealu3alud y4eOHONW AMCLUMIUIMHBI  (MOMYJIs)
OpraHu3yeTcsl IMyTeM NPOBEACHUS TPAKTHUYECKUX (MPAKTHUYECKHX, CEMUHAPCKUX 3aHSITHIA),
IIpeyCMaTPUBAIOLIMX yJacTHE OOY4YaloOIMXCsl B BBIIOJHEHUH OTAEIbHBIX 3JIEMEHTOB padorT,
CBSI3aHHBIX ¢ Oyayiien mpodeccuoHaIbHOM NeATeNTbHOCTRIO.

[IpakTdeckass MOATOTOBKA BKIIOYAECT B ceOS OTHCIBHBIC 3aHATHS JICKIMOHHOTO THIIA,
KOTOpBIE MPEeIyCMATPUBAIOT Tiepenady y4eOHOU WHpOpMaAIuM O0O0yJaromuMcs, HEOOXOAMMON
JUIL  TIOCJEYIOIIETO BBIMOJIHEHUS paloT, CBs3aHHOM ¢ Oyaymied mnpodeccHoHaIbHON
JeSITENIbHOCTBIO.

4.2. CTpyKTypa AUCHUNINHBI

Ounas gpopma obyuenus

Ne Pa3nesnibl/Tembl Buasbi yueOHoii padoTsl, Hurepakr | CPO
n/n AUCUHMILINHBI BKJIIOYasi CAMOCTOATEJIBHYIO | . (DOpMBI
o padoTy CTYAeHTOB 1 o0yueHust
5 TPYAOEMKOCTh (B Yacax)
E JeKIHH | CEMHH. HNuaus.
5]
&) (mpakTt.) (3aHsATHSA
3aHATHA
1 Pazoen 1. Cucmema xpanenus OOKYMeHmM 08 8 OP2AHUZAUUU
1.1. | Tekymiee xpaHeHwue 3 4/2* 2 2* 4
JOKYMEHTOB [IpesenTan
uu
1.2. | ApxuBHoe XpaHEHHE 3 4/2* 2 2* 8
JOKYMEHTOB [IpesenTan
uu

Pazoen 2. Hopmamueno-npagosoe pezyiuposanue XpaHeHus 3J1eKmMpoHHbIX 00OKYMEHM 08

2.1. 3aK0HOJATENIHLHOE 3 2/2* 2 2* 8
peryaupoBaHue [Tpe3enTar
3JIEKTPOHHOTO 17505
JOKYMEHTO00OopoTa U
apXHUBOB

2.2. BenoMcTBEHHBIE aKTHI 3 2/2* 2 2* 4
B cepe XpaHeHUs [Tpe3enTarr
AIIEKTPOHHBIX 1705
JTOKYMEHTOB

2.3. | JIokanbHBIE aKTHI, 3 2/2* 4/2* 2* 4
periaMeHTHPYIONIHE [Tpe3enTarr
XpaHCHUE 1505
9JICKTPOHHBIX 2*
JOKyMEHTOB B OO6yuaror
Opra"usanuu 1505




TPEHUHT

Pazoen 3. Ocnosnvie RpUHUURDBL Op2anulauuu u cnocoowlt XPAHEHUA I/IEKMPOHHbBIX

O0OKYMEHM 08
3.1. | Ucnonb3oBanue 3 2/2* 2 2* 4
3JIEKTPOHHBIX [IpesenTan
JOKYMEHTOB B uu
JESITEITLHOCTH CITYXKO
JIOVY u apxuBoB
3.2 ABTOMaTH3anMsA 3 4/2* 2 2*
MPOIECCOB XPaHEHUS [Tpe3enTan
Y UCTIOJIL30BAHUS 707§
AEKTPOHHBIX
JTIOKYMEHTOB
3.3. | Texuuueckoe u 3 4/2* 2 2*
MIPOTpaMMHOE IIpe3enran
obecrnieueHue 707§
AIIEKTPOHHOTO
JOKyMEHTO000poTa U
apX1BOB
Pazoen 4. dnekmponnstii apxue 00OKymeHmos
4.1. | TloHsTHE ¥  BUIBI 3 2 2 2
AIIEKTPOHHBIX ApXUBOB
4.2. | Opranu3anus 3 4/2* 8/2* 2* 2
AJIEKTPOHHBIX apXUBOB [IpesenTan
ust
2*
OO6yuatoir
1701
TPEHHUHT
4.3. | Xpanenue u 4/2* 6/2* 2*
HCII0JIb30BaHKE enoBas
AJIEKTPOHHBIX ApPXUBOB poieBas
urpa
Bcero yacos B 16 6 22
UHTEPAKTUBHOM
(popme:
Hroro 34 34 40
3aounasn ¢popma obyuenus
Ne Pa3nesbl/Tembl = Buasbl yueOHol padoTsl, HNurtepakr | CPO
n/n AUCHUTLTUHBI g BKJIIOYAS CAMOCTOSITEIbHYIO | . (popmbl
é padoTy CTYICHTOB B o0y4eHuUs

TPYA0EMKOCTh (B 4acax)




JICKIIUM

CeMMH.
(mpakr.)
3aHATHUSA

HNuaus.
3aHATHUSA

1 Pazoen 1. Cucmema xpanenus 0OKyMeHmMO8 6 OP2AHU3AUUU
1.1. | Tekymiee xpaneHue 3 1/1* 1* 8
JIOKYMEHTOB [IpesenTan
uu
1.2. | ApxuBHOe XpaHEeHHE 3 1/1* 1* 8
JIOKYMEHTOB [TpesenTan
17031

Pazoen 2. Hopmamueno-npagosoe pezyniuposanue Xpanenus 31eKmp.

OHHbIX 00KyMeHm08

2.1.

3aKOHOAATENIbHOE
peryaupoBaHue
AIIEKTPOHHOTO
JOKyMEHTOoOOOpoTa |
apXHvBOB

3

1

8

2.2.

BenoMcTBEeHHEIE aKTEI
B cepe XpaHECHHsI
AIEKTPOHHBIX
JTIOKYMEHTOB

2.3.

JlokanbHBIC aKTHI,
periaMeHTHPYIOITHe
XpaHCHHE
AIEKTPOHHBIX
JTOKYMEHTOB B
OpraHu3aIuu

2/1*

1* 8
OO6yuator
Hi
TPEHUHT

Pazoen 3. OcHosnble npuHWUNBL OP2AHUAUUU U CROCOObL XPAHEHUS I]IEKMPOHHBIX

00KyMeHm 08

3.1.

Hcnonn3oBanue
3JIEKTPOHHBIX
JOKYMEHTOB B
JESITEeNHOCTH CIYXKO
JIOVY u apxuBoB

10

3.2.

ABTOMaTH3a1NA
MPOLIECCOB XPaHEHUS
M VICTIOJIb30BaHUS
3IEKTPOHHBIX
JIOKYMEHTOB

3.3.

Texnudeckoe u
MPOrpaMMHOE
oOecrneucHue
AIIEKTPOHHOTO
JOKYMEHT0000poTa U
apXHUBOB

Pazoen 4. Inekmpounsiit apxue 00OKyMeHmos




4.1. I[TousstTie ©  BHUABI 3 8
3JIEKTPOHHBIX aPXHUBOB
4.2 Opranuzanus 3 1 2/1* 1* 10
AIIEKTPOHHBIX APXUBOB OOyuaromn
3471
TPCHUHT
4.3. | XpaneHnue u 1 2 10
HCIIOJIb30BAHNE
AJIEKTPOHHBIX APXHUBOB
Bcero yacos B 2 2 4
UHTEPAKTHBHOMI
dopme:
Hroro 6 8 94
4.3 Coneprxkanue IMCUUIJIMHBI (MOLYJIs1)
Buabl
OLIEeHOYHBIX
Ne Conaep:xanue c£§f)§4TZ,
- AUCHMILINHBI Pe3yabTaThl 00y4yeHus
n/n TeKylIero
(Pazagennl. Tembi)
KOHTPOJIA,
NMPOMEKYTOYHOMH
aTTecTaluu
Pazoen 1. Cucmema xpanenus 0OKyMeHmMO8 6 OP2AHU3AUUU
Tema 1.1 Texywee | @opmupyemovie KomnemeHyuu: YcTHBI onpoc,
XpaHnenue 00KyMeHmog e crnocoOeH pa3pabaTbiBaTh OTYET O
[Tonsitue u KpaTKas CUCTEMbI aHATUTUKU HU(DPOBOI BBITIOJTHEHUH
XapaKTepUCTHKA TEKYIIEro TpanchopManum MPAKTUYECKOU
(omepaTUBHOIO)  XpaHCHUS JOKYMEHTHUPOBAHHBIX chep paboThI
noKyMeHTOB. OpraHuzamnus JEeSITeIbHOCTH OpraHu3aluu
TEKYLIETO XpaHEHUs (ITK-3).
JIOKYMEHTOB: XpaHeHue | B pe3ynbTaTe U3ydeHUs TEMbI CTYJICHT
JOKYMEHTOB B IIPOLIECCE HUX | JTOKEH:
11 WCIIOJTHEHUS; XpaHEHUE | 3Hamp:

HCIIOJIHCHHBIX JTOKYMCHTOB.

ITpo6Gnemsl TEKYILEro
XpaHeHus JOKYMEHTOB.
Homenknatypa  nen B
TEKyIIeM XpaHEeHUH!
JOKYMEHTOB.

e MpodeccHOHAIbHYIO
TEPMHHOJIOTHIO B
XpaHeHHs JOKYMEHTOB;

® OCHOBBI TEKYIIErO XpaHEHHUs
JOKYMEHTOB B OpraHU3aIINH.

ymembp:

® OpraHu30BaTh TEeKyIlee
XpaHEeHHe  JOKYMEHTOB B
OpraHH3aIuy.

enademy:

chepe




npodeccrnoHanbHO M
TEPMHUHOJIOTUENH B
XpaHEHHUS JIOKYMEHTOB.

chepe

Tema 1.2. Apxusnoe

d)opmupyeMble Komnemenuuu.

YeTHbI onpoc,

XpaHeHue 00KyMeHmog crocoOeH pa3zpabaThIBaTh OTYeT O
IlonsTre u KpaTKas CUCTEMbI aHATUTUKU TU(PPOBOH BBIIIOJTHEHUH
XapaKTEepUCTUKA apXUBHOI'O Tpa"chopMaIum MPaKTHYECKOU
(mmuTenpHOTO)  XpaHEHUS JIOKyMEHTHPOBAHHBIX chep paboThI, TECTOBBIN
JOKyMEHTOB.  [IpuHIIHIIBI JEeSITEIbHOCTH OpraHu3aluu KOHTPOJIb
pa3aeNBHOTO XpaHEHHS (IK-3).
JOKYMEHTOB.  DKCIlepTH3a B pesynbrare u3ydeHHS TEMBI
LIEHHOCTH JOKYMEHTOB, CTYJIEHT JOJDKEH:
YHHUYTOXKCHUC JOKYMCHTOB. 3Hamo:
Opranmzanus  apxXUBHOTO PO (hecCHOHATHHYIO
1.2. | XpaHEHHUs TOKYMEHTOB TEPMUHOJIOTHIO B chepe

XpaHEHUs JOKYMEHTOB;

OCHOBBI apXMBHOTO XpaHEHUS

JOKYMEHTOB B OpraHMU3aIl1H.

ymemp:
OpraHu30BaTh apXUBHOE
XpaHEHUE T0KyMEHTOB.
enademy:

npoeCCHOHATBHOU

TEPMHUHOJIOTHEN B chepe

XpaHEHUs JOKYMEHTOB.

Pazoen 2. Hopmamueno-npaeosoe pezyiuposanue XpaHeHus 31eKmpoHHbIX 00OKYMEHmM 06
Tema 2.1 Dopmupyemvie Komnemenyuu: | YCTHBIN OIIPOC,
3akonooamenvnoe crocoOeH pa3zpabaThIBaTh OTYET O
pezyauposanue CHCTEMBbl aHAIUTHKH LU(POBOIL BBITTOJTHEHUH
I1EKMPOHHO20 TpaHchopMau IPAKTHYECKOM
00Kymenmoobdopoma u JOKYMEHTHUPOBAHHBIX chep paboTsl
apxueoe. JEeSITeIbHOCTH OpraHu3aluu
3araun peryaupoBaHus (TIK-3).
3JIEKTPOHHOIO B pesynbrate n3yueHus TemMbl
JOKYMEHT0000poTa U CTYIEHT JIOJIKEH:
apXUBOB. Uepapxus 3Hamy:

HCTOYHHUKOB APXHUBHOT'O HpO(i)eCCI/IOHaJ'ILHYIO

2.1. Ipasa. ITpuHnUIIE] TEPMHUHOJIOTHIO B chepe
pEeryJIvupoBaHusa  apXMBHBIX XpaHEHUsI TOKYMEHTOB;
oTHoweHu. DenepanbHbie CTPYKTYPY apPXHBHOTO
3aKOHBI U IOJA3aKOHHbIE 3aKOHOIATENbCTBRA.
aKThI B obnactu ymems:
SJIEKTPOHHOTO HCIIOJIb30BaTh 3aKOHOJATENbHYIO
JOKyMEHTO000poTa u 6asy B pelleHnn
ApXHUBOB. npogeccuoHaNbHBIX 33/1a4.

e1a0emv.
ONBITOM
HpI/IMCHeHI/ISI

MPaKTUYECKOTO
DenepanbHbIX




3aKOHOB U IOJI3aKOHHBIX aKTOB B
cdepe AIIEKTPOHHOTO
JOKYMEHTO000pOTa U apXHUBOB.

Tema 2.2. Beoomcmeernnvie
akmul 8 chepe xpanenusn

INEKMPOHHBIX
O00KYMeHm o8

AKTBI MunucrepcTBa
KyneTypsl ~ P®D. Akt
@enepanbHOrO0  ApXMBHOTO
areHTCTBA.

Dopmupyemovie KOMnemeHyuu:
criocoOeH pa3pabaThiBaTh
CHCTEMBI aHATUTHKH IU(POBOIA
TpaHchopmaIuu
JOKYMEHTHPOBaHHBIX cep
JeSITeTbHOCTH OPTaHU3aluN
(TIK-3).

B pe3ynbTare u3ydeHus: TEMbI

CTY/ICHT JIOJDKEH:

YeTHbI onpoc,
OTYET O
BBITIOJTHEHU T
MPAKTUYECKOU
paboThI

3HAMb:
npodeccuoHanbHY0
TEPMUHOJIOTHIO B chepe
XpaHEHUs JOKYMEHTOB;
2.2. BEJIOMCTBEHHBIE aKThI B 00JIaCTH
AJEKTPOHHOTO
JIOKYyMEHTOO0OpOTa U apXHBOB.
ymembs:
HCII0JIb30BATh HOpMaTHBHBIE
aKThl B penieHnu
npoeCCHOHANIBHBIX 3a/a4.
enademy:
OIIBITOM IPaKTUYECKOT O
IIPUMEHEHHsSI  BEJOMCTBEHHBIX
aKTOB B cdepe 3JIEKTPOHHOTO
JOKYMEHTO000pOTa U apXUBOB.
Tema 2.3. J/lokanvnvie Dopmupyemoie Komnemenyuu: | YCTHBIN OIIPOC,
aKmbul, crocoOeH pa3pabaThIBaTh OTYET O
peznamenmupyroujue CHCTEMBbl aHAIUTHKHU LU(POBOiL BBIIIOJIHEHUH
Xpanenue 3J1eKmpOHHbIX Tpanchopmauu IIPAKTUYECKOU
O0OKYyMeHmoe 6 JOKYMEHTHUPOBAHHBIX chep paboThl, TECTOBBIN
opzanuzayuu JIEeSITEILHOCTH OpraHu3aluu KOHTPOJIb
ITonsaTue JIOKaJIbHOT'O (ITK-3).
HOPMaTUBHOIO  akTa B B pesynbrate n3yueHus TemMbl
chepe apxuBHOrO jena. CTYIEHT JIOJIKEH:
[Tonoxxenne 00  apxuBe 3Hamo’
2.3. | Opranusanuu. npodeccnoHanbHY0
I[OJ'DKHOCTHLIG HHCTPYKIHUU TEPMUHOJIOTHAIO B C(bepe
CIICHUAJINCTOB apxuBa. XpaHEHUS JOKYMEHTOB;
HucTpykius 110 JIOKaJIbHbIC HOPMATHUBHBIE AKThI B
ACIOIPOU3BOACTBY B cdepe apXUBHOTO Jiea.

apxuse. [lonoxenue o [[1OK
niu DK opranusanuu.

ymems:

pa3pabaThIiBaTh JIOKAJIbHBIE
HOpPMAaTUBHBIE aKThl B cdepe
ApXUBHOTO JIejIa.

671a0emb.

OIIBITOM MPAKTHYECKOTO

10




MPUMEHEHHUS JIOKAJbHBIX aKTOB,
pEerIaMEeHTUPYIOLIUX  XpaHEHHUE
AJIEKTPOHHBIX JIOKYMEHTOB B
OpraHu3alyH.

0OKYMEHM 08

Pazoen 3. Ocnognvie RpUHUURDBL Op2anulauuu u cnocoowl XPAHEHUA IIEKMPOHHbBIX

3.1.

Tema 3.1. Hcnonv3oeanue
INEKMPOHHBIX
00KyMeHm o8 8
oesamenbHoCmu cyxHco
J10Y u apxueoe
ObecrieueHrie COXpaHHOCTHU
AJIEKTPOHHBIX JIOKYMEHTOB.
Obecrieuenne Joctyma K
AJIEKTPOHHBIM JIOKYMEHTaM.
Texnonorun MONCKA
ANIEKTPOHHBIX JIOKYMEHTOB.
CocraB M XapaKTepHUCTHKA
CPEICTB MOMCKa
AIIEKTPOHHBIX JIOKYMEHTOB.
Texnonoruu oOCIyKHUBaHUS
IEKTPOHHBIMHU
JOKyMEHTaMH  Ha  0Oase
cyx6 JIOY u apxuBoB.

Dopmupyemovie KOMnemeHyuu:
criocoOeH pa3pabaThiBaTh
CUCTEMbI aHATUTUKU TU(PPOBOH
Tparchopmaum
JOKyMEHTUPOBAHHBIX chep
JESTEILHOCTH OpraHu3aIiuu
(TIK-3).

B  pesynaprare  u3yuyeHus
TEMBI CTYJICHT JIOJDKEH:
3Hamy:

® TEXHOJIOTHH MTOMCKa
AJIEKTPOHHBIX JIOKYMECHTOB;

® TEXHOJIOTMH  OOCIYKMBaHHS
JNIEKTPOHHBIMU  JIOKYMCHTAMH
Ha Oa3e ciyx06 J10Y;

e [OAXOAbI K  OOECIeYeHHUIo
COXPAaHHOCTH  DJIEKTPOHHBIX
JOKYMEHTOB.

ymems:

® OpraHu3oBathb
JOCTyll K
JOKYMEHTaM;

® OpraHu3oBaTh OOCITy)KUBaHHE
M0JIb30BaTeNeH EKTPOHHBIMU
JOKYyMEHTaMU B COOTBETCTBHHU
c uX UHOOPMALMOHHBIMU
MOTPEOHOCTSMH;

® OCYIIECTBIATh MOMCK
ANEKTPOHHBIX IOKYMEHTOB.

enademy:

e HaBbIKaMU 00pabOTKH, MOMCKA
u o0cIyXKHBaHUS
ANEKTPOHHBIMU JJOKYMEHTAMH.

XpaHEeHue u
AIEKTPOHHBIM

YeTHbI onpoc,
OTYET O
BBITIOJTHEHU T
MPAKTUYECKOU
paboThI

3.2.

Tema 3.2.
Aemomamuszauusn
npoueccoeé Xxpanenusa u
UCNOb306AHUA
INEeKMPOHHBIX
00KYyMeHmoe

[TonsiTue nHPOPMAITMOHHON
CHUCTEMBI apX1Ba
IEKTPOHHBIX IOKYMEHTOB
U €€ KOMIIOHEHTBHI.
ApxuTekTypa U QyHKIHH
MH(GOPMALIMOHHON CUCTEMBI

Dopmupyemvle KomnemeHyuu:
criocoOeH pa3pabaTbIBaTh
CHCTEMBbI aHAIUTHKH LU(POBOIL
TpaHchopMau
JOKYMEHTHPOBaHHBIX cep
NeSITeIbHOCTH OpraHU3alluu
(IIK-3).

B pesynbrare u3ydeHus TemMbl

CTY/ICHT JIOJKEH:

3Hamb:
MopAI0K aBTOMaTUu3allun
IMponcccoB XPpaHCHU n

YcTHBIN onpoc,
OTYET O
BBITNOJIHEHUH
MIPaKTUYECKOU
paboThI
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ApXHBa 3JICKTPOHHBIX
JTOKyMeHTOB. [IpoGiiembl
XpaHCHHA U UCIIOJIb30BAHUA
QJICKTPOHHBIX JOKYMCHTOB.

UCTIOJIb30BAHUS
JOKYMEHTOB.

ymemby:
pa3paboTaTh MPOEKT
UH(POPMALMOHHON CUCTEMBI
apXHBa AIEKTPOHHBIX
JOKYMEHTOB.

3IEKTPOHHBIX

Tema 3.3. Texnuueckoe u

d)opmupyeMble Komnemenuuu.

YeTHbI onpoc,

npozpammnoe obecneuenue CIIOCOOEH pa3padaThIBaTh OTYET O
INEKMPOHHO20 CHUCTEMBI aHATUTUKH ITU(POBOI BBINIOJIHEHUH
00Kymenmoooopoma u TpaHcdopmanyuu IPAKTHICCKOM
apxueoe JIOKYyMEHTHUPOBAHHBIX chep paboThl,
Texanueckoe JeSITEIbHOCTH OPTaHU3aIluN TECTOBEIN
00opyoBaHUE apxuBa. (TIK-3). KOHTPOJIb
DyHKIMOHATIbHBIE B pesynbrare nzydeHus TeMbl
TpeOoBaHUS K CHUCTEMaM CTYJICHT JIOJDKEH:
XpaHEHUs ANEKTPOHHBIX 3HAMD:
33 OKYMEHTOB. GyHKIIMOHATBHBIE TPeOOBAaHUSA K
2+ | XapakTepuCTUKa OCHOBHBIX cHCTEMAaM XpaHeHHus
BHUJOB IpoOrpaMmMHOIo 3JIEKTPOHHBIX JOKYMEHTOB,
0becrIeueHNs apXUBOB. 0a30BbIi MIPOrpaMMHBII
KOMIUICKC «APXHUBHBIN HOHIY,
IIpOrpaMMBbl JJIs1 CKAaHUPOBAHUS U
pacro3HaBaHUs TEKCTOB.
ymembs:
JaTh OOMIYI0 XapaKTepUCTUKY
000pyI0BaHUS ISl APXUBOB.
CKaHHMPOBATh IOKYMEHTHI.
Pazoen 4. Inekmponnwtit apxue 00KymeHmoes
Tema 4.1. Ilonamue u Dopmupyemole Komnemenyuu: | YCTHBIN OIPOC,
610bl 2/1eKMPOHHBIX CII0COOEH pa3pabaTbIBaTh OTYET O
apxueos CUCTEMbI aHATUTUKU U(DPOBOI BBITIOJTHEHU U
XapakTepucTuka TpanchopManmu MIPaKTUYECKOU
MOHATUWHOIO ammnapara B JOKYMEHTHPOBAHHBIX chep paboThI
obnactu 3IEKTPOHHBIX JEeSITeIbHOCTH OpraHu3aluu
apXUBOB. 12379113 (TIK-3).
3NIEKTPOHHBIX APXUBOB U MX B pesynbrare wu3ydeHUs TeMBbI
OTJIMYUTEIbHBIE MPU3HAKHU. CTYIEHT JIOJDKEH:
OyHKIUU AIEKTPOHHBIX 3HAMb:
4.1 apxuBOB. TeXHOJIOTMYECKUE q)yHKHI/H/I U  OTJIMYUTEILHEIE
0COOCHHOCTHU QJICKTPOHHBIX NPpU3HAKU 3JIEKTPOHHBIX
ApXHBOB. FeHepaTopLI apXUBOB.
3IIEKTPOHHBIX apXUBOB. yMemb:
muddepeHnpoBaTh
SJIEKTPOHHBIE  APXUBBI B

COOTBETCTBUU C  Pa3IMYHBIMU
OCHOBAHUSAMHU JEJICHUS.
e1a0emvp.

MOHSITHMHBIM arrapaTom B
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00J1aCTH 3JIEKTPOHHBIX apXUBOB.

Tema 4.2. Opzanuzayusn
INIEKMPOHHBIX APXUBOE

XapakTepucruka
NIPUHLUAIIOB  OpPraHU3aLHH
JJIEKTPOHHBIX apXUBOB.

Anamu3 u KiIaccUpUKAIH
AIIEKTPOHHBIX JOKYMEHTOB C

Dopmupyemovie KomMnemenyuu:
CrocoOeH pa3pabaThIBaTh
CHCTEMBI aHATUTUKU 1M (HPOBOH
TpaHchopMmaIyu
JOKYMEHTHPOBaHHBIX cep
JIeATSIILHOCTH OPraHU3aIuH
(TIK-3).

YeTHbI onpoc,
OTYET O
BBITIOJTHEHU T
MPAKTUYECKOU
paboThI

LENbIo CO3/1aHus B pesynbrare H3ydeHHS TEMBI
AJIEKTPOHHOTO apxuBa. CTYIEHT JIOJIKEH:
BxiroueHne  AIEKTPOHHBIX 3Hamo’
AOKYMCHTOB, HMCIOIINX IPUHIMIIBI Oopranu3anuu
IIOJIMTUYECKOC, HAay4HOC, JJICKTPOHHBIX apXUBOB
HCTOPUIECKOE H BHJIbI DJIEKTPOHHBIX aPXUBOB
CONHAIEHO-KYIBTYPHOC TEXHOJIOTHHU CO31aHMs
SHAYCHHUC B cocTas Pa3IMYHBIX BHJOB 3JIEKTPOHHBIX
ApxuBHoro ¢onna PO. apXMUBOB
Texuonorun CO3TaHMA HOPMAaTHBHBIE  TpeOOBaHHA K
SJICKTPOHHBIX apXHUBOB. ONHCAHWIO PA3IMYHBIX BHUJIOB
Onpezienenne  CTPYKTYpEI 5IEKTPOHHBIX APXUBHBIX
AJIEKTPOHHOTO apxuBa, JIOKYMEHTOB
4.2 | XapaKkTepucTUKa ero OPSIOR MpOBEICHMs
OTJENBHBIX KOMIIOHEHTOB. KCITEPTH3BI LEHHOCTH
HopmatuBHbie TpeOoBaHUsA JIOKYMEHTOB, MO UISKALIHX
K OMHCAHHIO  PASTHAHBIX BKJIIOYEHUIO B JIEKTPOHHBIN
BUJIOB JIEKTPOHHBIX ApXHB
apXMUBHBIX AOKYMEHTOB. ymems:
CrpykTypa ApXHBHOM aHAJIM3UPOBATh u
3aIUCH. Crnenuduka
KJ1accupuIMpoBaTh
MHACKCHPOBAHHA UIEKTPOHHBIE  JOKYMEHTBl  C
OLM(QPOBAHHBIX  MACCHBOB LEJIBI0 CO3JAaHUS DJIEKTPOHHOIO
apXMUBHBIX JOKYMEHTOB. apXuBa.
enademy:
[OJIX01aMU K PELICHUIO MTPobIIeM
KOMIUIEKTOBaHUs ApXHUBHOTO
dbonga PO
TEXHOJIOTUSIMU CO3JIaHMs
pas3JINYHBIX BUJIOB 3JEKTPOHHBIX
apXMUBOB
IpUEMaMH VHAECKCUPOBAaHUS
oM (ppPOBaHHBIX MacCHBOB
ApPXUBHBIX JOKYMEHTOB.
Tema 4.3. Xpanenue u Dopmupyemovie Komnemenyuu: | YCTHBIA OIPOC,
UCnonb306anue criocoOeH pa3palaTbIBaTh OTYEeT O
INEKMPOHHBIX APXUEOE CHCTEMBbI aHAIUTHKH LU(POBOIL BBITNIOJIHEHUH
OcobennocTn XpaHEHHS TpaHchopmanuu NPaKTHYECKON
4.3. | maccuBa LlI/I(I)pOBLIX KOIHI JOKYMCHTHPOBAHHBIX c(bep pa60TBI,
(TEKTPOHHBIX JOKyMEHTOB) JIEATeIbHOCTH OPTraHU3aMH TECTOBBII
npu CO3JaHUH (TIK-3). KOHTPOJIb
JIEKTPOHHOTO apxuBa. B pesynbrare u3ydeHHs TEMBI
lenTpanu3zoBanHOE u CTYIEHT JIOJIKEH:!
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pacmpesieliecHHOe XpaHEHUE 3HAMb'

ANEKTPOHHBIX apXWBHBIX | e TEXHOJOTHIO 0TOOpa U MpuemMa
nokymMeHToB. ObecneueHue Ha apXMBHOE XpaHEHUE
COXPAaHHOCTH 3JIEKTPOHHOTO AIIEKTPOHHBIX JOKyMEHTOB
apxuBa. ObecricucHIe | o  10aXO/BI K 00ECTICUEHHIO
AOJTrOBPCMECHHOTO COXPaHHOCTH 3JIEKTPOHHBIX
XpaHEeHUs AIIEKTPOHHBIX ApPXUBOB

ApPXUBHBIX AOKYMCHTOB. | e HopMaTUBHBIC TPEOOBAHUS K
Opraumsaiust  pabor 10 OIHCAHUIO PA3JIMYHBIX BUJIOB
ouudposke pasin4HbIX ANIEKTPOHHBIX aPXUBHBIX
BHJIOB ApPXUBHBIX JIOKyMEHTOB

AOKYMCHTOB. ® KpUTEpPHUH OLIEHKU KayecTBa
Hanpapyenns AJIEKTPOHHOTO apXHBa
MCTOIb30BAHNA ® TEXHOJIOTHH MOUCKA Ha Gase
AIIEKTPOHHBIX apXHBOB. EKTPOHHBIX APXHBOB
Obecnievenne  noctyna k| TEXHOJIOTHH 00CITYKUBAHUS
ONMCKTPOHHBIM — apXHBAM. Tonp30BaTeNIel Ha 6ase
Cucrema Hay4HO-

OJICKTPOHHBIX apXHUBOB.
ymembs:
®  OCYUIECTBJIATH OIU(PPOBKY

CIIpaBOYHOT'O arrmapara K
JOKYMCHTAaM J3JICKTPOHHOTI'O

apxuBa. Texnonoruu

Pa3IUYHBIX BHJIOB apXUBHBIX
MOMCKa B  DJIEKTPOHHBIX

JOKYMEHTOB
apXuBax. TexHonoruu

®  1CIOJB30BaTh CUCTEMY
00CITy>)KMBaHUS
. HAy4YHO-CIIPaBOYHOTO armapaTa

nmojp30oBarenell  Ha  0ase

K JOKyMEHTaM 3JIEKTPOHHOTO
AIEKTPOHHBIX apXH1BOB.

apxuBa.
OrneHKa KayecTBa .

enademo:

AIIEKTPOHHOTO apXUBA.
® CpeICTBaMHU U METOJIAMH

oOecreyeHus COXPaHHOCTHU
OJICKTPOHHOI'O apXuBa

® TCXHOJIOTHAMMU ITOUCKA U
O6CJ'Iy>KI/IBaHI/IH T0JIb30BaTEIICH
Ha 0ase OJICKTPOHHBIX
ApPXKUBOB.

IIpomexxyrounas
aTTecTalus:
3a4yeT
KOMOMHUPOBAaHHO
it popme
(TecToBBIi
KOHTPOJIb U
cobeceoBaHNe)

5. O6pa3oBare/ibHbIe © HHPOPMAIMOHHO-KOMMYHUKAINIMOHHBIE TEXHOJIOT MU
5.1 O6pa3oBare/ibHbIE TEXHOJIOTHHI
B xome oOydeHus HCHONB3YIOTCS TpPaAWIIMOHHBIE OOpa3oBaTeNbHbIE TEXHOJOTHUH,
BKJIIOUAIONIUE ayJUTOPHBIC 3aHATUA B (QopMme JNEeKIUH U MpaKTHUYECKUX paboT, a Takke
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pa3BUBAIOIINE MPOOIEMHO-TIOUCKOBBIE TEXHOJIOTUHU: MPOOJIEMHOE H3JI0KEHHE JICKIIHOHHOTO
MaTepuasa; mpoOIeMHO-UCCIIE0BATEIbCKUE 3a/1aHHsI; TUCKYCCHH; TPOCKTHI.

OcBoenne y4eOHOrO MaTepuaylia COMPOBOXKIACTCS HWHTEPAKTHBHBIMH  (OpMaMU
oOyuyenus. [lpu opraHuM3anvu JIEKIMOHHBIX 3aHSATHH MCHONB3yeTcsl ¢opMma JIEKIUU C
COTIPOBOXKJCHHEM DJIEKTPOHHOM TMpe3eHTanmueld. B TIpoBeieHUM NpakTHYECKUX padoT
MPEIoaraeTcs HMCIOJIb30BaHUE CIEAYIONUX HHTEPAKTUBHBIX (DOPM: MPOBEICHUE JEIOBBIX
CUTYAllMOHHBIX U POJIEBBIX UT'P, 00YYAIOLIMX TPEHUHIOB, 3aII1Ta IPOEKTOB.

Jlonst ayIWTOpPHBIX 3aHATUM, MPOBOJAMMBIX B HHTEPAKTUBHBIX Qopmax oOydeHus,
cocraBisieT 30% Ha ouHoil ¢dopme oOyuenus u 30% Ha 3a0uHOil popme o0OyueHuUs, 4TO
cootBerctByeT TpeboBanusm @OIOC BO mno HampaBieHuro moarotoBku  46.04.02
«JloKyMEHTOBEICHNE U aPXUBOBEACHUEY.

B nensix caMOKOHTpOJISI 3HAaHUN CTY/IEHTOB MCIOJIB3YIOTCSI TEXHOJIOTUH MTPOBEPKU YPOBHS
OBJIQJIEHUS] y4EOHBIM MAaTE€pPHAIOM C UCHOJIb30BAaHMEM KOHTPOJBHBIX BOIPOCOB M TECTOBBIX
3aJaHUl 10 pa3AesiaM JUCIHUILIAHBI.

JU1 TMarHoCTUKY KOMIIETEHIINI MPUMEHSIOTCS CeIytolne GOpMbl KOHTPOJIS: YCTHBIM
OMpOC, 3alllTa OTYETOB O BBIIOJHEHUM MPaKTHUYECKUX paboT, 3amura y4yeOHOro
HCCIIEIOBATENIbCKOTO MPOEKTa (Ha OYHOM M 3a04HOM (hopMax oOydeHHUs ), TECTUPOBAHUE, 3aUeT,
JK3aMeH.

5.2 UudopManimOHHO-KOMMYHUKANIMOHHbIE TEXHOJIOTHHI

[Ipn  opranuzanum  y4eOHOTO  mpollecca IIMPOKO  HCIOJIb3YeTCSl  COueTaHUe
00pa3oBaTeNbHBIX M HUHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIX  TEXHOJIOTHH: TMPAKTHKYIOTCS
MYJIbTUMEIUIHBIE JIEKIIMOHHBIE 3aHATHSA, WH()OPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU
COTIPOBOXIAIOT TPOBEACHUE JTa0OpPaTOPHBIX PabOT, OpraHU3AIMI0 CaMOCTOSTEIBHOU PadOTHI
CTYICHTOB.

Ha caire «NeKTpOHHAas oOpasoBaTenbpHas cpena Kem['TIK»
(https://edu2020.kemgik.ru/course/view.php?id=4146) pa3MeIeHbI TEOPETHYECKHE,
MPaKTUYECKUE, CIPAaBOYHBIC, METOJAUYECKUE, KOHTPOJIbHO-U3MEPUTEIbHBIE 3JIEKTPOHHBIE
PeCYpCHI MO TUCHUILINHE.

AKTUBH3AIMIO CAMOCTOSITENILHON pabOThl CTYACHTOB U KOHTPOJIb PE3YIbTATOB U CPOKOB

OCBOCHHS pa3/IelIOB U TeM JIUCIUIUIMHBI 00ECIeUnBaET MCIOJb30BaHNE TAaKUX MHTEPAKTHUBHBIX
aMeMeHTOB «DJIeKTpOoHHOU oOpa3oBarenbHOil cpeapl KemI MK», kak «3amanue» u «TecTy.
WnTtepaktuBHbIi 35eMeHT «TecT» BKIIOUAET pa3ivyHble TUIBI BOMPOCOB M HCIHOJB3YETCS Kak
OJIHO U3 OCHOBHBIX CPEICTB OOBEKTHMBHOW OIIEHKM 3HAHHM CTYJEHTa B XOJE CaMOKOHTPOJIS,
TEKYILEro U MPOMEKYTOUYHOTO KOHTPOJISl 3HAHUH MO AUCLUILIIHNHE.
WHTepakTUBHBINA 37IeMEHT «3aJaHue» MO3BOJISIET MPENoJaBaTeNi0 MOANEPKUBATH OOpPaTHYIO
CBSI3b CO CTYJIEHTOM IOCPEICTBOM IPOBEPKHU 3aJaHMs (OTYETOB O BBINOJHEHUHU J1a00OpaTOPHBIX
paboT) B BUJE PELCH3UHN I KOMMEHTApUEB, a TaKXKe 00eCIeYnTh WHANBUAYAIbHBIN MOAX0 K
oOydaroummMmcsi € y4eTOM HX MCUXO(PU3UONOTHYECKHX O0coOeHHOCTe. HHTepakTuBHbBIE
AJIEMEHTHI C BO3MOYKHOCTBIO OOpaTHOH CBSI3M MMEIOT 0c0o00€ 3HAUYECHHE JUIS 3a0YHOU (QOpMBI
o0yueHus1, MOCKOJBKY MO3BOJIAIOT HE TOJBFKO KOHTPOJIUPOBATH BBHITIOJHEHUE CTYICHTOM 3aJJaHHi
(KOHTPONBHBIX PabOT), HO U MOTUBHUPOBATH €r0 CAMOIIOATOTOBKY B MEKCECCUOHHBIN MEPUOI.

Hcnonb3oBaHMe MHTEPAKTUBHBIX AIIEMEHTOB «3amaHue» u «Tect» Takke obecriednMBacT
¢ukcanuio xoaa oOpa3oBaTENBHOTO TpoIlecca, pPe3yldbTaTOB TEKYIIeH W MPOMEKYTOUYHOMH
yCIIEBAEMOCTHU O0YYAIOMINXCS MO TUCITUTUINHE.

6. Y4eOHO-MeTOANYECKOE 00ecTIeYeHre CAMOCTOSITeIbHOIH PadoThI 00y4aroIuXcs
6.1. IlepeuyeHb Yy4eOHO-METOAMYECKOr0 oOOecHeYeHUs IJIA CAMOCTOSATEIbHOH PadoThI
o0yuyawmuxcst

Marepuansl Uil OpraHU3aluu CaMOCTOSATEILHON PabOThl 00YyUYaAIOIIMXCS 110 JUCUUIUINHE
«TexHomorun oOecrneyeHuss COXPAHHOCTH JOKYMEHTOB» pa3MelleHbl B «DIEKTPOHHOH
obpazosatenbHoi cpene» (https://edu2020.kemgik.ru/course/view.php?id=4146) u BKIIOUAIOT:
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Opezanusayuonnvle pecypcol
* Temarnueckuii MIaH AUCHUIUIMHBI 7SI CTYJICHTOB OYHON (OPMBI 00ydeHHs
* Temaruueckuii MIaH AUCHUIUIMHBI JUTSI CTYJICHTOB 320YHON (hOPMBI 00ydeHHs
Yuebno-meopemuueckue pecypcuol
Yuebno-npakmuueckue pecypcoi
* OnwucaHus NpaKTUYECKUX pabOT
Yuebno-memoouueckue pecypcol
* Meroauueckre ykazaHUs 10 U3YYEHUIO TEOPETUYECKON YaCTH TUCIIUIUINHBI
* Meroauueckue ykazaHUs IO BBIIIOJHEHUIO J1a0OpaTOPHBIX padboT
Yuebno-cnpasounvie pecypcol
» T'moccapuii, cioBapy Mo JUCLUIIIINHE
Yuebno-naensonvie pecypcoi
*  DJEeKTpOHHbBIE MTPE3EHTALNH
Yuebno-oubauoepaghuueckue pecypcol
* Cnucok peKoMeHIyeMOU JTuTepaTyphbl
@Dono oyeHouHbIX cpedcms
* Temaruka 10KJIaJ 0B
*  KoHTpoJsibHBIE BOMIPOCHI 10 pa3jeiaaM JTUCIUIUIUHBI
* Tectsl no pazaenam
* Bompocs! k 3auery

6.2. Meroauyeckue yKa3aHusi Uil OOyYAKIUIMXCH IO OPraHM3aAlMU CAMOCTOSTEJIbHOM
padoThI

CamocrostensHas pabota oOywaronmuxcs (CPO) sBasieTcs 00sS3aTEbHBIM  BHUIOM
y4eOHOM paboThl MO AUCUUILINHE, BBIIIOJIHAETCS B COOTBETCTBUU C BbIIAHHBIM IIPETIOAAaBaTEIEM
3aJJaHUEM U B YCTAHOBJIEHHBIE CPOKHU.

CamoctosarenbHas paboTa oOydaroluxcs HaNpaBlieHa HAa OCBOEHHE TEOPETUYECKUX
3HaHWM, OBJaJEHUE MpOo(deccHOHANbHON TEPMUHOJIOTHEH, pPa3BUTHE HABBIKOB pPAa0OTHI Ha
KOMIIbIOTEpE U B ceTu MHTepHeT.

Bunamu CPO no qucuMIuivHe SIBISIOTCS: CAMOCTOSITENIbHOE M3YyYEHHE TEOPETHYECKOTO
Marepuana, IOATOTOBKA K TECTUPOBAHHUIO, BBIMOJIHEHHE YYEOHOrO HCCIIEeI0BATEIbCKOTO
MIPOEKTa, MOJIrOTOBKA K AK3aMEHY.

Metouyeckue yka3zaHus M0 BBIMOJTHEHUIO OTAeNbHBIX BUI0B CPO, a Taike TpeboBaHus
K o(opMIIEHHIO U TPEJCTABICHUIO PE3YAbTAaTOB Pa3MEIIEHbl B COOTBETCTBYIOIIMX MOIYJSX
ANIEKTPOHHOTO Y4eOHO-METOJMYECKOr0 KOMILIEKCa AUCHUILIMHBL «TexHomoruu obecreueHus
COXPAaHHOCTH JOKYMEHTOBY», pa3MEIIEHHOr0 B «DIEKTPOHHONH 00pa3oBaTeiIbHON cpene»
(https://ledu2020.kemgik.ru/course/view.php?id=4146).

Coz[epmaHHe CaMOCTOSTEIBLHOM pa6OTBI 06yqa}01111/1xc;1

KoamuecTBo 9acoB
TeMbl Buabl 3panmii
JUIS1 CAMOCTONATEIbLHOM = 5 H Co/iepKaHue
padoThI 00y4aroUXCsH S 3 = = 3 = CaMOCTOSITEIbHOM PadoThI
5 = 5 o = 5
C = S
=2 > 02 5
= SO =
= = = =}
=

Pazoen 1. Cucmema xpanenus 0OKyMeHmos 6 Op2anu3ayuu
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Tekyee xpanenue

CamocTosiTenpHOE U3y4eHue

JTOKYMEHTOB 4 8 TEOPETUYECKOr0 MaTepuaia; MoJIroToBKa K
TECTUPOBAHUIO

ApXuBHOE XpaHCHHE CamMocTosATEIbHOE H3ydEeHHE

JTOKYMEHTOB 8 8 TEOPETHUYECKOTO MaTepHaa; MOoAr0TOBKa K

TECTUPOBAHUIO

Pazoen 2. Hopmamueno-npagosoe pezyiuposanue XpanerHus 371eKmpoHHbIX 00KYMEHM 08

3aKOoHOJaTEIbHOE CaMocCTOSTENBHOE U3yUEHUE
peryaupoBaHue TEOPETHUYECKOTO MaTepHaa; MoAr0TOBKa K
AIIEKTPOHHOTO 8 8 TECTHUPOBAHUIO

JOKYMEHT000opoTa u

apXuBOB

BenoMcTBeHHBIE aKTHI B CamocTosTeTbHOE H3ydeHHEe

cdepe xpaHeHus 4 8 TEOPETUUYECKOTO MaTepHalia; MoJAroToBKa K
OJICKTPOHHBIX JOKYMCHTOB TCCTUPOBAHUIO

JlokanbHBIE aKTHI, CamocrosiTenpHOE U3y4eHHE
periIaMeHTHPYIOMIHE TEOPETHUYECKOTO MaTepuaia; MOArOTOBKa K
XpaHEHUE DJIEKTPOHHBIX 4 8 TECTUPOBAHUIO

JTOKYMEHTOB B

OpraHU3aINH

Pa3zoen 3. Ocnosnvle npuHyUNbL OP2AHUZAUUU U CROCOOBL XPAHEHUA ITIEKMPOHHBIX
00KYMEeHmM 08

Hcnonb3zoBanue CamMoCTOsATENIbHOE U3YUYECHHE

AIIEKTPOHHBIX IOKYMEHTOB 4 10 TEOPETUYECKOTO MaTepHaa; MoJAroToBKa K

B JICSITEIbHOCTH CITYXO TECTUPOBAHUIO

JOY u apxuBoB

ABTOMaTH3anus CamocTosATenbHOE U3YUYECHHE

MPOLIECCOB XPAHEHUSA U 8 TEOPETUYECKOT0 MaTepHaa; MoJAroToBKa K

HCI0JIb30BAHUSA TECTUPOBAHUIO

AJIEKTPOHHBIX IOKYMEHTOB

Texuuueckoe u CaMocTOsTEIbHOE N3YUEHUE

MIPOrpaMMHOE TEOPETUYECKOT0 MaTepHaa; MoJAroToBKa K

obecrnieueHue 8 TECTUPOBAHUIO

AIIEKTPOHHOTO

I[OKYMCHTOO6OPOT8. u
ApXHUBOB

Pazoden 4. Inekmponnwiii

apxue 00OKyMeHmos

ITonsitue u BU/IbI CamocrosTenbHOe U3yueHHe
ANIEKTPOHHBIX apPXUBOB 2 8 TEOPETUYECKOTr0 MaTepHaa; HOAroToBKa K
TECTUPOBAHUIO
Opranuzanus CamocrosTenbHOe U3ydeHHe
9JIEKTPOHHBIX aPXUBOB 2 10 TEOPETUUYECKOT0 MaTepHaa; MoAroToBKa K
TECTUPOBAHUIO
XpaHeHue u CamocrosTenbHOe U3ydeHHe
HCIOJIb30BAHUE 10 TEOPETUUYECKOT0 MaTepHaa; MoAroToBKa K
HJIEKTPOHHBIX aPXUBOB TECTUPOBAHUIO
40 94 IlogroToBka k 3adery

7. ®OHJ OLIEHOYHBIX CPEACTB
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Bxiarogaer OILICGHOYHEIC cpeacrtBa g TCKYHICTO KOHTPOJA YCIICBACMOCTU MW JIA

HpOMe)KYTOqHOﬁ aTTeCTaluUuIIO uTroram OCBOCHU JUCHHUIIIINHBIL. CprKTypa u
conmepkanue (OHIA OILEHOYHBIX CPEJCTB NPEICTABICHBI B 3JICKTPOHHOW WH(POPMAIMOHHO-
obpazoBarenshoit cpene  (https://edu2020.kemgik.ru/course/view.php?id=4146) u Ha caiite
KemI'MK (https://edu2020.kemgik.ru/course/view.php?id=4146).

8. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 00ecTeyeHue JUCIUINIMHBI
8.1.Cnucok Jimreparypbl

Ocnognasa numepamypa

ApacnanoBa, B. A. JlokyMeHTanuMoHHOE oOOECleueHUe YIOpaBJIeHUs : y4eOHO-
MpaKTHIecKoe ocodue B cxemax, Tabnuiax, oopasnax : [12+] / B. A. Apacimanosa. — 2-¢
u31., Jom. u nepepad. — Mocksa ; bepnun : Qupexkr-Menuna, 2020. — 266 c. : wi., Tadi. —
Pexum JOCTYTIA: o MO IITHCKE. - URL:
https://biblioclub.ru/index.php?page=book&id=578394. — bubauorp. B k1. — ISBN 978-5-
4499-1454-5. — DOI 10.23681/578394. — TeKcT : 31eKTPOHHBIH.

I'punbepr, A.C. JlokymeHTarimoHHOE oOOeCreYeHUue  yhpaBleHUA. yUeOHUK /
A.C. I'punb6epr, H.H. I'opbaués, O.A. Myxamerminna. - Mocksa : FOuutu-/lana, 2015. -
391 c. // VYuuBepcurerckas Oubnamoreka online: snexTpoH. 6ubn. cucrema. — URL:
http://biblioclub.ru/index.php?page=book&id=115031. — TekcT: FMEKTPOHHBIH.
TenpuapoB, A. JI. ApxuBoBenenume : ydeOHOe mocoOue s OakamaBpoB @ [16+] /
A. JI. Tenbuapos. — 6-e u3a. — Mocksa : JlamkoB u K°, 2023. — 184 c. : Tabn. — (YaeOHbIe
W30aHUS TUTS OaKkaaBpoB). - Pexum JOCTyTa: o MO IITHCKE. -
URL.: https://biblioclub.ru/index.php?page=book&id=711066. — TekcT : 377eKTPOHHBIIA.

Hopmamuegnwie 00Kymenmuot

3axonodamenvrvle u HOpmamusHvle npasosvle akmol Poccuiickoti @edepayuu:

Poccuiickass ®Denepanms. 3akonel. OO0 apxuBHOM jneine B Poccuiickoit deneparuu:

benep. 3akon: [yrB. 22.10.2004 r. Ne 125-®3] // Koncynsrant Ilaroc: crmpaBouHas

mpaBoBasi cucrema. — 3ari. ¢ skpana . — URL: http://www.consultant.ru/. — Tekcrt:
3JIEKTPOHHBIMN.

Poccuiickass ®eneparus. 3akoHbl. O TOpsAIKEe paccCMOTpPEHHUs OOpalleHHH TpakaaH

Poccuiickoit ®enepanuu: denep. 3akon: [yrs. 02.05.2006 r. Ne 59-®3] // Koncyiasrant

[Tnroc: ClpaBoYHas TpaBoBas cucremMa. - 3ani ¢ 9kpaHa. — URL:

http://www.consultant.ru/. — TekcT: 3JIeKTPOHHBIIA.

Poccuiickas ®enepanus. 3akonsl. O0 nHPpOpManuu, HHOOPMAITMOHHBIX TEXHOJIOTHSIX H O
3amute uHpopmaiwn: ¢enep. 3akoH: [yrB. 27.07.2006 Ne149-D3 02.05.2006 1. Ne 59-D3]
/I Koncynsrant Ilmtoc: cmpaBovHas mpaBoBas cucrema. - 3ari. ¢ dkpaHa. - URL:
http://www.consultant.ru/. — TekcT: 3JeKTpOHHBIIL.

Poccuiickas @eneparus. 3akonbl. O0 opraHuzalMy MpeJoCTaBICHUs TOCYAapCTBEHHBIX
U MyHUIMOATbHBIX yciyr: ¢enep. 3akoH: [yrB. 27 wuroas 2010 r. Ne 210-®d3]  //
Koncynerant Ilmroc: chpaBouHas mpaBoBas cucTtema. — 3ari. ¢ 3kpana - URL:
http://www.consultant.ru/. — TekcT: 3JeKTpOHHBIIL.

Poccuiickas @eneparnus. 3akoHbl. OO0 37eKTpOHHOM moAmucu: Qenaep. 3akoH: [yTB.
06.04.2011 r. Ne63-®3] // Koncynerant [lmtoc: cnpaBoyHas mpaBoBas cucTemMa. — 3aril.
c akpana. - URL: http://www.consultant.ru/. — TekcT: 2MeKTpOHHBIH.

Poccuiickass ®enepauus. 3akoHel. O MEepCOHAIBHBIX JAHHBIX:  Qenaep. 3aKoH: [yTB.
27.07.2006 r. Ne 152-®3] // Koncynsrant Ilmoc: cnpaBouyHas mpaBoBasi CUCTEMaA. —
3arn. ¢ okpana. - URL: http://www.consultant.ru/. — TekcT: >IeKTpOHHBIA.

Hopmamusno—memoouueckue u HOpMamueHo—mexHuieckue OOKyMeHmol.
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https://ecm-journal.ru/docs/Federalnyjj-Zakon-N-149-FZ-Ob-informacii-informacionnykh-tekhnologijakh-i-o-zashhite-informacii.aspx

4.

006 yrBepxxaennu [IpaBui 1e10npou3BoICTBA B (pefepaibHBIX OpraHaxX UCIIOJIHUTEIbHON
BJIacTH: (YTBEpKJIEHHBIMU NocTaHoBieHHeM [IpaBurtensctBa Poccuiickoit denepanuu ot
15 urons 2009 1. Ne 477) // Koncynwsrant [Imtoc: crpaBoyHas mpaBoBas CUCTEMaA. — 3aril.
¢ akpana. - URL.: http://www.consultant.ru/document/ cons_doc_LAW_88695/. — Tekcr:
3JEKTPOHHBIM.

. TOCT P 7.0.97-2016. Cucrema cranzaproB no uHdopmanuu, OUOIMOTEHHOMY U

u3JaTenbckoMy nenty. OpraHu3aliOHHO-PacIopsAANTENIbHAS JoKyMeHTanus. TpeboBaHus
K 0(OPMIICHHIO TOKYMEHTOB. — TEKCT: HEMOCPEACTBEHHBIH.

I'OCT P 7.0.8.-2013 CUBU/I. [enompou3BOJACTBO W apXHWBHOE JA€N0 - TepMHUHBI H
onpeneneHus. — TeKCT: HenoCpeICTBEHHBIN.

I'OCT P 52294-2004 WNudopmanroHHass TEXHOJIOTHUA. YNpaBJIEHWE OpraHu3aluei.
DNEeKTPOHHBIM PEryiaMeHT aIMUHUCTPATUBHOMN U cily’keOHOU aesrenbHOCTH. OCHOBHBIE
MOJIOKEHHUs. — TeKCT: HeMOCPEACTBEHHBIMN.

. TOCT 7.70-2003 CHBM]. Omnwmcanrie 0a3 JaHHBIX W  MAaIIMHOYMTAEMbBIX

nHpopmalnoHHbIX MaccuBoB. CocTaB M 0003HAYEHHE XapaKTePUCTHK. — TeKcT:
HETOCPEACTBEHHBIM.

I'OCT P  51353-99 I'eomndopmanmonnoe  kaprorpadgupoBanue. MeTagaHHbIE
ANIEKTPOHHBIX KapT. CoCTaB U cojeprkanue. — TeKCT: HemoCPEICTBEHHBIH.

. TOCT P 53898-2013 CucreMbl 3JI€KTPOHHOTO JIOKyMEeHTOoOopoTa. BzaumopeiictBue

CUCTEM YOpaBJIeHUS JOKyMeHTaMu. TexHuuyeckue TpeOOBaHUS K JJIEKTPOHHOMY
co00LIeHNI0. — TeKCT: HenoCPeACTBEHHBIM.

. TOCT P 54989-2012 OobGecneueHue MOJTOBPEMEHHOM COXPAHHOCTH SJEKTPOHHBIX

JIOKYMEHTOB. — TeKCT: HEMOCPEACTBEHHBIM.

I'OCT P 54471-2011 CucrteMbl 3JEKTPOHHOTO JTOKYMEHTOOOOpPOTa. YTpaBlieHHE
nokymeHTaruend. Madopmanus, coxpanseMas B 3JIGKTPOHHOM BHje. PekoMeHmanuu 1o
00ecrevyeHnI0 TOCTOBEPHOCTH U HAJIS)KHOCTH. — TeKCT: HeMOCPEICTBEHHBIN.

Jlonoanumenvnan numepamypa

bezonacHOCTb 21€KTPOHHOTO JOKYyMeHTOoOoOopoTa : yueOHoe nocodue / I1. A. Tumenko,
IO. M. Kazakos, P. A. ®ununmnos [u 1p.]. — Mocksa ; bepnun : Jupexkr-Meaua, 2021. —
54 C. - Pexum JOCTYyTa! o IO ITUCKE. - URL:
https://biblioclub.ru/index.php?page=book&id=602225. — TekcT : 21€KTPOHHBIA.
KyznenoB, C.JI. CoBpeMeHHblE TEXHOJOTMH JOKYMEHTAIIMOHHOTO OOecreueHus
ympaBieHus: ydueOHOoe mocoOue ansi By30B. — 2-€ W3[A., mepepad. u gom. — M.:
MznatensctBo « TEPMUKAY, 2014. — 288 c. — TeKcT: HENMOCpeICTBEHHBIH.

Pri6akoB, A.E. OcHoBbl nenonpou3Bojactsa: yueOHuk / A.E. Poibakos. - 3-e usa., ucmp. -
Munck : PUIIO, 2016. - 320 c. / YHuBepcurerckas 6ubimoreka online: 35ekTpoH. Ouoi.
cucrema. - 3ari. ¢ akpana — URL: http://biblioclub.ru/index.php?page=book&id=463666.
— TekcT: >neKTPOHHBI.

YepHos, B.H. Cucremsl 351eKTpoHHOTrO J0KyMeHTooOopoTa: yyebHoe nocodbue / B.H.
YepHoB; Poc. akan. roc. cayxObsl npu Ilpesunentre Poc. ®epepaunu. — M.: U3n-Bo
PAI'C, 2009. — 83 c. — TekcT: HENOCPEACTBEHHBIN.

8.2. Pecypchl mnHGOPMALMOHHO-TEJIeKOMMYHUKAIIMOHHOM ceTn «AHTEpHET»

Bceepoccuiickuit  HWW  noxymeHToBeneHus W apxuBHoro jgema. —  URL:
http://www.vniidad.ru;

'mnpaust ynpaBIsIIOIMIMX OpraHu3anuei: mpodeccnoHanbHbli GOpyM PYKOBOIMTENCH U
CICHUAINCTOB B 00J1acTH yrpasieHus gokymentamu. — URL: http://www.gdm.ru/;
WNudopmarmonnsiii nopran «Zakonbase.ru». — URL: http://zakonbase.ru;
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e KopropatuBHas CHCTeMa OJJIGKTPOHHOTO JOKymMeHToobopora Directum/ - URL:
https://www.directum.ru/;

e [IpaBoBoii moprain B chepe KyIbTypbl: HHOOPMAIIOHHO-CITPaBOYHAsl 6a3a HOPMATUBHBIX
JOKYMEHTOB I0 KyJIbType / MuHUCTEpCTBO KynbTyphl Poccuiickoit @eneparuu. — URL:
http://pravo.roskultura.ru;

e Poccuiickuii HayYHO-TEXHMYECKHH IEHTp HWHQPOpMAIMKM 1O  CTaHAApPTHU3ALNH,

Merposioruu u  omneHke cootBerctBus  «CTAHAAPTUH®OPM». - URL:
http://www.gostinfo.ru/;
e (ekperapckoe Jiel0: ©KeMecsyHbld mnpodeccuoHanbHbll  kypHan. — URL:

www.sekretarskoe-delo.ru;

e @enepanbHOE AareHTCTBO IO  TEXHUYECKOMY PETYIMPOBAHMID M METPOJIOTHH
(Poccranmapt). — URL: https://www.gost.ru;

° HGHTp KOMIICTCHOMHK 110 BOIIPOCaM JOKYMCHTAIIMOHHOTI'O oOecrieueHus YIIpaBJIICHHUA U
apxuBHoro jaena. — URL: http://www.edou.ru;

e ECM-Jornal.rtu Baxnoe 00 5JIEKTPOHHOM JOKYMEHTOOOOPOTE ¥  YIpPaBICHUU
B3anmoaeiictueM. — URL: www.ecm-jornal.ru;

e PRO-MemonpousBoacteo u COJI: mopran mist pykooautenei ciry:x6 JIOY u cexperapeit
Bcex ypoBHei. — URL: www.sekretariat.ru.

8.3. IIporpammHoe obecnieueHe M HH(POPMALMOHHBbIE CIIPABOYHbIE CHCTEMBI
[IporpamMmmHoe obecrieueHue:
- IUYEH3UOHHOEe NPOoCPAMMHOe obecnevenue:
— omepanuonHas cucrema — MS Windows (10, 8,7, XP)
— oducusni maker — Microsoft Office (MS Word, MS Excel, MS Power Point, MS
Access)
- c60000HO pacnpocmpansiemoe npocpamMmHoe obecneyeHue:
— oducusni naker — LibreOffice
— Opaysep - Mozzila Firefox (Internet Explorer)
— oducusni naker — LibreOffice
baspl nanHbIX, HHOOPMALIMOHHO-CITPABOYHBIE U TIOUCKOBBIE CUCTEMBI:
— KomncynbranT [Lmroc.

9. MaTepuajbHO-TEXHUYECKOE o0ecnevyeHre JUCHUIIIMHBI

Hannuue yueGHOI s1abopaTopuy, OCHAIIEHHOW MPOEKIMOHHOW U KOMIIBIOTEPHOU
TEXHUKOMH, HHTEIPUPOBAHHOMN B IHTEpHET.

Hannume  HOpMATHBHBIX  JOKYMEHTOB, PEIIAMEHTUPYIOIIUX  HMH(OpPMAIOHHBIC
TEXHOJIOTHH, (POHAA FNMEKTPOHHBIX HHPOPMALIMOHHBIX PECYPCOB (IEMOBEPCHUIN).

10. OcobenHocTH peanu3alMy JMCUMILUIMHBI VIS MHBAJWAOB U JHMI C OrPAHMYEHHBIMHU
BO3MOKHOCTSIMH 310POBbBSI.

s obGecrieyeHuss 00pa30BaHHUS WHBATUAOB M OOYYAIOMIMXCS C OTPaHUYEHHBIMU
BO3MOKHOCTSIMH 37J0POBbS IPUMEHAETCSI MHANBUAYAIbHBIN MOJX0J K OCBOCHHUIO AMCIUIUIMHBI,
WHIUBUAyalbHBIE 3a/laHUsl C YY4eTOM OCOOCHHOCTEH UuX TNCHUXO(PHU3UYECKOTO pa3BUTHI U
COCTOSIHUS 3/IOPOBbBSL.

[Ipy cocTaBieHMHM HMHIUBUIYAIBHOTO Tpaduka oOydeHUs MPeayCMOTPEHBI pPa3IHYHbIC
BapUaHTHI MPOBEICHUS 3aHATHI: B 00pa30BaTeIbHON OpraHu3anuu (B aKaJeMUYECKO# Tpymme u
WHIUBUAYAIBHO), HA JOMY C UCIIOJIb30BAHUEM JAUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.

Jns ocymiecTBieHUs MPOLENYp TEKYIIEro KOHTPOJISI YCIEBAEMOCTH M IMPOMEXYTOUHOU
aTTecTalii OOydarolmuxcs co3JaloTcs (POHIBI OIEHOYHBIX CPEACTB, aJaNTHPOBAHHBIC IS
HWHBAJINAOB MW JIUI C OFpaHI/I‘-IGHHBIMI/I BO3MOXHOCTsIAMHAU 3,Z[OpOBL$I 1 TIO3BOJIAKOIINEC OICHUTH

20


https://www.directum.ru/
http://pravo.roskultura.ru/
http://www.gostinfo.ru/
http://www.sekretarskoe-delo.ru/
https://www.gost.ru/
http://www.edou.ru/
http://www.ecm-jornal.ru/
http://www.sekretariat.ru/

JOCTHKEHUE MMM 3allJIaHMPOBAHHBIX B OCHOBHOM 00pa30BaTEIbHOW MpOrpamMme pe3yibTaToB
o0y4yeHus U ypoBEeHb C(POPMHPOBAHHOCTH BCEX KOMIIETEHIIHH, 3asBICHHBIX B 00pa30oBaTeIbHOM
nporpamme. C  y4eToM  HMHIUMBUAYAJIbHBIX  MCUXO(MU3MUOJOTHYECKUX  OCOOCHHOCTEH
o0yJaromuxcs yCTaHABIUBAIOTCS CIIEAYIOUINE aaanTUPOBAHHbIE (POPMBI TPOBEACHUS TEKYIIETO
KOHTpPOJISl YCIIEBAEMOCTU U MPOMEKYTOYHOM aTTecTaluu: A JIML C HapylIeHUEM 3PEHHUs
3aJaHuA MIPEUIAraloTCs C YKPYIHEHHBIM MpU(TOM, AJIS JIUI] ¢ HAPYLIICHHEM CIIyXa — OLEHOYHbIE
CpEICTBa MPEIOCTABIIAIOTCS B MUCbMEHHOMN (hOpMe C BO3MOKHOCTBIO 3aMEHbI YCTHOTO OTBETA Ha
MUCHMEHHBIN, JUIS JIUI] C HApYIIEHHEM OMOPHO-IBUTaTEeILHOTO ammapara JBUraTebHbie (pOpMBI
OIICHOYHBIX CPEJCTB 3aMEHSIOTCS Ha TNHCHMEHHBIE/YCTHBIE C HMCKIIOYEHHUEM JIBUTaTEIbHOMN
akTUBHOCTH. [Ipy HEOoOXOOUMOCTH CTYACHTY-UHBAIMIY IPENOCTABISIETCS JOIMOJHUTEIbHOE
BpeMsi JUIsl BBINOJIHEHUs 3aiaHus. [Ipu BBINONHEHMM 3aJaHUil AJ BCEX TPYII JHUI C
OTPaHUYEHHBIMU BO3MOJKHOCTSMU 37I0POBbsSI JOIMYCKAETCA MPUCYTCTBUE WHJIMBUIYaIbHOTO
MTOMOIIIHUKA-COMIPOBOXKIAIOIIET0 Ul OKa3aHWS TEXHWYECKOW momMomu B OQOpPMIIEHUU
pe3ynbTaToOB MPOBEPKU CHOPMHUPOBAHHOCTH KommeTeHIuH. dopma mpoBefeHUs TEKylen u
MIPOMEXYTOUYHOM aTTecTalluu JJIs  CTYJCHTOB-MHBAJIUJOB YCTAHAaBIMBAETCS C Yy4ETOM
WHIUBUAYAIbHBIX CUXO(PU3NYECKNX 0cOOEHHOCTEN (YCTHO, MUCBbMEHHO Ha Oymare, MMCbMEHHO
Ha KOMIbIOTEpE, B (hopMe TECTUPOBAHUS U T.I1.).

[TonGop m pa3paboTka Y4eOHBIX MATEPHAIOB OCYIIECTBIISIETCS C yYE€TOM TOTO, YTOOBI
MPENIOCTABMIATh ATOT MaTepHall B Pa3iNYHBIX (opMax TakK, YTOObl MHBAJIMJbI C HAPYHICHUSIMU
clyxa TMojydaqd HHQPOpPMAIMI0 BHU3yalbHO, C HApyLIEHUSMU 3peHHUS - ayAuaibHO.
OOyyaromuyecs MHBATUABI U JHUIA C OTPAHUYEHHBIMU BO3MOKHOCTSIMU 37I0POBbsI 00€CIIeUeHbI
y4eOHO-METOAMYECKUMHU pecypcaMd B (opmax, aJanTUPOBAaHHBIX K OTPAaHHMYEHUAM HX
310pOBbs. Y4eOHO-METOAMYECKHE pecypchl Mo AucUUILTMHE «TexHonoruu obecreueHus
COXPAaHHOCTH JOKYMEHTOB» pa3MelleHbl Ha caiiTe «JJeKTpoHHas oOpaszoBareibHas cpena
KemI'MIK» (https://edu2020.kemgik.ru/course/view.php?id=4146), koTopas UMEET BEPCHIO IS
CIIa0O0BUIAIIINX.

11. IlepevyeHb KJIHOYEBBIX CJIOB

ApPXUBBI 3JIEKTPOHHBIE

['enepaTophbl SIEKTPOHHBIX APXHUBOB

3anucu apXuBHbIE

WNnnexcupoBanue onnppoBaHHBIX MACCUBOB apXUBHBIX JOKYMEHTOB
OnudpoBka apXUBHBIX TOKYMEHTOB

Cucrema Hay4HO-CIIPABOYHOTO arapara 3JIEKTPOHHOTO apXuBa
CoxpaHHOCTb AJIEKTPOHHBIX TOKYMEHTOB

CpenctBa co3iaHus 31€KTPOHHBIX apXUBOB B JJOY

CpencTBa MoUCKa B DJIEKTPOHHBIX apXHUBaxX

Texnonoruu oOcmyxuBaHHsS Ha 0a3e ANEKTPOHHBIX APXUBOB
TexHonornu MOUCKA B ANEKTPOHHBIX apXHUBAX

TexHONoTUH CO3JaHus FIEKTPOHHBIX apXUBOB

XpaHeHue NEKTPOHHBIX APXUBHBIX IOKYMEHTOB paclpeielIeHHOE
XpaHeHUe NEKTPOHHBIX APXUBHBIX TJOKYMEHTOB LIEHTPAIU30BAHHOE
DNEKTPOHHBIE TIOKYMEHTBI

DKcnepTh3a HEHHOCTH 3JIEKTPOHHBIX JTOKYMEHTOB
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