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Pabouvas nporpamma TUCHMITIMHBI pa3padoTana B cooTBeTcTBUH ¢ TpeboBanusmMu @I'OC BO no
HarpaBjeHuto moarotoBku 46.04.02 «JlokyMEeHTOBEeIEHHE U apXUBOBEIACHUEY», KBATU(DHUKAIIUS
(cTerneHp) BBITYCKHUKA «MarucTpy.

VYTBepkIieHa Ha 3aceqaHud Kadeapbl MU(POBBIX TEXHOJIOTUH U PECYpCOB U PEKOMEHIOBaHA K
pa3MelieHnIo Ha caiite KeMepoBCKOro rocyaapcTBEHHOTO MHCTUTYTA KYJIBTYpPbl « JIEKTPOHHAs
obpasoBarenbHas cpexa KemI MK» mo web-aapecy http://edu.kemguki.ru/ 31.08.2022 r.,
npoTokos Ne 1.

[TepeyTBepskacHa Ha 3aceqaHiy Kadeapbl HU(POBBIX TEXHOJIOTHIA U PECYpPCOB U PEKOMEHI0BaHA
K pa3MemieHuro Ha caiite KeMepoBCKOro TOCYZapCTBEHHOTO HMHCTHUTYTa  KYJIbTYpPbI
«Onekrponnas oOpazoBatenbHas cpega KemI MIK» mo web-ampecy http://edu.kemguki.ru/
23.05.2023 r., npotokoi Ne 10.

TexHonornu obecrieueHHsi COXPaHHOCTU JOKYMEHTOB. pabodas mporpamMma AMCLUUIUIMHBL JUIs
oOyvaromuxcsi 1o  HampaBieHuto  moarotoBku — 46.04.02  «J/lokymeHTOBeneHHE U
apXMBOBEJCHUE», NPOQWII0 MOATOTOBKH «YTIpaBlieHHMEe JOKYMEHTaluell B  YCIOBMSX
nupoBHu3alMy  00IIecTBa», KBalu(UKalus (CTENEeHb) BbIMYCKHMKA «Maructp» / O.B.
CamaxoBckas. — KemepoBo: Kemepos. roc. uH-T KyapTypbl, 2024. — 23 c. — Teker
HEIOCPEICTBEHHBIMN.

Aemop:
0O.B. CamakoBckasi,
KaHJI. KYJIbTYpPOJIOTHHI



Coaepskanne padoyeil NporpaMMbl IUCHUILINHLI (MOAVJIIS

1. Ileau ocBOCHUS JUCHUILIMHEI

2. Mecro IUCLUIUIMHBL  (MOAYJsl) B CTPYKTYpe  OCHOBHOM
npodeccnoHaIbHON 00pa30BaTeIbHOI MPOrpaMMBbl MATUCTPATYPHI

3. Ilnanupyemble pe3ynbTaTbl OOY4YEHMsS 10 IJUCLMIUIMHE (MOAYJIIO), COOTHECEHHBIE C

IUIAHUPYEMBIMH  pe3yJbTaTaMHd OCBOCHHS OCHOBHOW MpPO(EeCCHOHAIBHONW 00pa30BaTeIbHOM

IPOTpaMMBI

4.  OObeM, CTpYKTypa U CoJepKaHUe AUCLHUIUINHBI

4.1.
4.2.
4.3.
5.
5.1
5.2
6.
7.
8.
8.1.
8.2.
8.3.
9.
10.

O0BeM AUCIUTUIMHBI (MOTYJIS)

CrpyKTypa JUCIUIUIMHBI

CopepxaHue TUCIUILINHBI

OO0pa3oBarenbHbIe 1 HHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU
OO6pa3oBarenbHbIe TEXHOIOTUN

WudbopManinoHHO-KOMMYHHKAITMOHHBIE TEXHOJIOTHH 00YICHHUS
Y4eOHo-MeTonu4Yeckoe obecreyeHne caMoctosTeabHon padboTsl (CP) oOyuarommxcs
@DOH/I OLIEHOYHBIX CPEJCTB

Y4eOHo-MeToIn4YecKoe U HH(OPMALIMOHHOE 00eCTIeUeHNE TUCIUTITHHBI

Crnincok nuTepaTypsl

Pecypcel nH(hopMannoHHO-TEIEKOMMYHUKAIIMOHHOM ceTu «HTepHeT»
[TporpamMmmHoe obecrieueHue u NHOOPMAIIMOHHBIC CIIPABOYHBIE CHCTEMBI
MatepuanbHO-TEXHUYECKOE 00eCTIedeHHE TUCITUILTNHBI

Oco0OeHHOCTH pealu3alui  JUCHUIUIMHBL IS WHBAIAIOB W JIMI C OrPAaHHMYCHHBIMU

BO3MOJKXHOCTAMHU 310pPOBbA

11.

Cnucok (nepedyeHb) KIOYEBBIX CIOB



1. Henu ocBOeHMS IUCHUILIHHBI (MOTYJIA)

— 00€ecne4ynTh TOCTAaTOUYHbBIN U HEOOXOIMMBII YpOBEHb TEOPETHUECKUX 3HAHUHN 1 HABBIKOB
UX TPUMEHEHHUS B PELIICHUM MPAKTHYECKUX 3aJad IO OOECIEYECHUIO JIOJITOBPEMEHHOM
COXPAHHOCTH ayTEHTHUYHOM 3IEKTPOHHON JOKYMEHTUPOBAHHOM HH(pOpMaLnu.

2. Mecto aucuuniaunbl (MoayJisi) B crpykrype OIIOII marucTpartypsbl

Jucuunnuna «TexHonoruu odbecrnedeHnsi COXpaHHOCTH JOKYMEHTOB) OTHOCHUTCS K
JUCLIUTUTMHAM T10 BBIOOPY 0JI0Ka AUCHUIUIMH 00pa30BaTeIbHOM MPOrpaMMBbl IO HAIIPABJICHUIO
noarotoBku 46.04.02 «JlokyMEHTOBEICHUE U apXUBOBEACHUEY, KBATU(HUKAIUS (CTEIICHB)
«maructpy. ucuurmaa uydaercs B 3 ceMecTpe.

3. Ilnanupyemple pe3yabTaThbl 00y4eHUs M0 JUCHUIINHE (MOTYJII0)
W3yuenne AUCHUIUIMHBI HAampaBieHo Ha (opmupoBanue cienyromux kommereHmuid (YK,

OIIK, IIK) u "HAMKATOPOB UX JOCTHIKCHUS.

Kon U | UHaukaTopsbl JOCTHKEHUS KOMIIETEHIH

HaMMEHOBaHUEe | 3HATh yMeThb BJIA/IETh

KOMIIETCHIM U

—TIK -3. TpeOoBaHUS K YIPABIATh TEXHOJIOTHSIMU ~ aHajau3a
Criocoben nH(pOPMAIITMOHHBIM JTIOKyMEHTaMU JAHHBIX

pa3pabaTsiBat cucreMam OpraHu3aIuu C JIOKYMEHTUPOBaHHBIX

b CUCTEMBI JIOKYMEHTHUPOBAaHHBIX MIPUMEHEHUEM chep NEeSATETbHOCTH
AQHAJIUTUKU cdep nesTeNbHOCTH 10 ABTOMAaTU3UPOBAHHBIX | OpraHU3AlNH.

uudposoit COXPAHHOCTH U 3aIIUTE CHUCTEM aHAJUTUKH

TpaHchopmaiy 1M (ppoBOro KOHTEHTA nudposoit

17071 OpraHu3aIu. Tpanchopmanuu

JIOKYMEHTHUPO JIOKYMEHTHUPOBaHHBIX

BaHHBIX cdep cdep nesTeNbHOCTH

JeATETbHOCTH OpraHu3aluu.

OpraHu3aIu

Ilepeyenb 0000IEHHBIX TPYAOBBIX (YHKUMI W TPYAOBBIX (YyHKIMI,

OTHOHIICHMUE K npodwccnona.nbnoﬁ AeATECJIbHOCTH BBIIMTYCKHUKA

HMCEIOIIMNX

IIpojeccnonainbubie O000mennbIe TPyIOBbIE Tpynoseie pyHKINH
CTAHIAPThI GyHKIMH
07.004 Ilpodeccuonanbhblil | JJokyMEeHTallMOHHOE Opranuzanus
crannapt «Cneuuaauct Mo | obecriedeHre  YOpaBJIEHUs | JOKYMEHTHPOBAHUS
YIIpaBJICHUIO JIOKyMEHTalMel | opraHu3aiuen yIpaBJIeHYECKON
OpraHu3aLI» JIeSITEJIbHOCTH B OpraHu3aluu
07.009 TIlpodeccuonanbubiii | Boimonnenne  pabor  mo | IlogroroBka JOKyMEHTOB K
crangapT «CHnenuanucTt 10 | CO3JaHHIO rpaduyecKux | CKaHUPOBAHUIO TSt
(bopMHpOBaHHUIO 0o0pa3oB  JOKYMEHTOB B | 3JIEKTPOHHOT'O apXuBa
JIEKTPOHHOTO apXHBa» cucreMe SJIEKTPOHHOTO | CKaHWpOBaHUE JOKYMEHTOB
apxuBa JUTSL DIIEKTPOHHOTO apXHBa




Bo3Bpar  10KymMeHTOB B
HUCXOIHBIN BUI

KonTposnb KauecTBa
pe3ynbTaTOB  CKAaHUPOBAHMS
JOKyMEHTOB B CHCTEME
AJIEKTPOHHOT'O apX1Ba

dopmupoBanue u 3arpyska | Pacno3snaBanue TEeKCTa

JIaHHBIX B CHUCTEMY | JOKYyMEHTa II0 CMBICIY U

AJIEKTPOHHOTO apX1Ba COJICPIKaHUIO c
nocjaeayronen
KIaccudukanuen u

HHIEKCALMEH B  CHCTEME
AJIEKTPOHHOT'O apX1Ba

3arpy3ka 00001IEHHBIX
JAHHBIX B CUCTEMY
AJIEKTPOHHOTO apXHBa

4. O0bem, CTPYKTYypa U coJep:KaHue TUCHUILINHBI (MOXYJIsT)
4.1 O0beM IUCHUIIUHBI (MOIYJIsSA)

OO6miasi  TPyIOEMKOCTh AMCIHHUIUIMHBI COCTaBJIsieT 3  3aueTHbIX eAuHuinsl 108
aKaJeMHYecKHX 4aca, (hopMa KOHTpPOIIS — 3a4eT.

JUis  CTyIeHTOB OYHOH (OpMBI OOYYCHHS MPEIYCMOTPEHO: 68 YacoB KOHTAKTHOU
(ayautopnoit) paboTsl ¢ obyuaromumucs (34 gaca neknuii, 34 yaca npaktuyeckux padot) u 40
4acoB CaMOCTOSITEIbHON pabOTHI.

Jiis cTyneHToB 3a04HON (QopMbl OOyudeHHUs MNpeaycMOTpeHo: 14 4yacoB KOHTaKTHOM
(aymuTopHO#) paboTHI ¢ 00yyaromumMucs (6 4acoB JICKIIUN, 8§ 4acOB MPaKTHUYECKUX padboT) u 94
Yyaca CaMOCTOSITEIbHON paOOTHI.

[IpakTnueckass MOArOTOBKA MpU pealu3aluud Y4eOHON JIUCHUIUIMHBL  (MOJYJIst)
OpraHM3yeTCss MyTeM MPOBEJCHHUS MPAKTUYECKUX (MPAKTHUECKHX, CEMHHAPCKUX 3aHSITHI),
IpelyCMaTPUBAIOLINX y4acTHe OOY4YaroIMXCsl B BBIIOJHEHUHM OTHEIbHBIX 3JIEMEHTOB paldor,
CBSI3aHHBIX ¢ OyayIel npodeccuoHaNbHOMN NesTeIbHOCTHIO.

[IpakTnyeckasi MOArOTOBKA BKJIIOYAET B ce€0Sl OTJENbHbIE 3aHATHUS JIEKIMOHHOTO THIIA,
KOTOpbIE IpeaycCMaTpUBAIOT Iepenady yueOHol mHpopMmanuu o0ydaroumcs, HEoOXOoIuMOon
JUISL  TIOCJIEAYIOIIErO BBINOJHEHWS paboT, CBs3aHHOM ¢ Oyaymeidl npodeccruoHanbHOU
JeSITebHOCTBIO.

4.2. CTpyKTYpa IMCHUILTHHBI

Ounas ¢popma obyuenus

Ne Pa3nesnl/Tembl Buabl yuedHoii padoThl, HNurtepaxkr | CPO
n/n AUCUMITUHBI BKJIIOYASI CAMOCTOSITEIBHYIO | . (hOpMBI

o padoTy CTyIeHTOB B o0y4eHus

5 TPYA0EMKOCTB (B yacax)

qz" JIEeKIIMA | CEMHH. HNuaus.

& (mpakT.) [3aHATHSA

3aHATHA

1 Pazoen 1. Cucmema xpanenus 0OKyMeHmMOo8 6 Opeanu3ayuu




1.1. | Tekymee xpaHeHue 3 4/2* 2 2* 4

IIOKYMEHTOB [Ipesenran
uu

1.2. | ApxuBHOE XpaHeHHE 3 4/2* 2 2* 8

JIOKYMEHTOB [IpesenTart
uu
Pazoen 2. Hopmamueno-npasosoe pezyiuposanue XpaHeHus 31eKmpoHHbIX 00KYMEHM 08

2.1. | 3akoHOATENBHOE 3 2/2* 2 2% 8
peryinupoBaHue [IpesenTart
AIEKTPOHHOTO uu
JOKYMEHTOOOOpoTa H
apXUBOB

2.2. BenoMcTBEHHBIE AKTHI 3 2/2* 2 2* 4
B cepe XpaHEeHUs [IpesenTarg
ANEKTPOHHBIX uu
JIOKYMEHTOB

2.3. | JIokanbHBIE aKThI, 3 2/2* 4/2* 2* 4
peraaMeHTHpYoIIne [IpesenTart
XpaHeHue uu
AIICKTPOHHBIX 2*
JIOKYMEHTOB B OO6yuaroin
OpraHu3alu ui

TPCHHUHT
Pa3zoen 3. OchosHnble npUHUURNDL OP2AHU3AUUU U CROCOOBL XPAHEHUA ITIEKMPOHHBIX
O00KYyMeHm 08

3.1. | Mcnonb3oBaHue 3 2/2* 2 2% 4
ANEKTPOHHBIX [IpesenTart
JIOKYMEHTOB B uu
JEeSITeIbHOCTH CITYkO
J1OVY u apxuBoB

3.2. ABTOMaTH3AIUI 3 4/2* 2 2*
MIPOIIECCOB XPAHCHHUS [Tpe3enTart
Y UCTIOJIb30BaHUs uu
ANMEKTPOHHBIX
JTOKYMEHTOB

3.3. | Texauueckoe u 3 4/2* 2 2*
MPOrpaMMHOE [IpesenTart
obecrieueHue uu
ANEKTPOHHOTO
JOKYMEHTO000pOoTa U
apXUBOB

Pazoen 4. Inexmpounstii apxue 00OKyMeHmog
4.1. Ilonatne u  BUOHI 3 2 2 2

OJICKTPOHHBIX apXHWBOB




4.2. Opranuzanus 3 4/2* 8/2* 2* 2
ANEKTPOHHBIX ApXHBOB [IpesenTart
usi
2*
OO6yuatoi
ui
TPEHUHT
4.3. | XpaHenue u 4/2* 6/2* 2%
HCIOJIb30BaHUE JlenoBas
AJIEKTPOHHBIX ApXUBOB poieBas
urpa
Bcero yacos B 16 6 22
HHTEPAKTHUBHOMI
dopme:
HTroro 34 34 40
3aounasn hopma obyuenus
Ne Pa3nesbl/Tembl Buabl yueOHoii padoThl, HNurtepaxkr | CPO
n/n AUCHMILINHBI BKJIIOYASI CAMOCTOSITEIbHYIO | . (hOPMBI
o padoTy CTy1eHTOB 1 o0yueHmust
§ TPYA0EMKOCTb (B 4acax)
= Jekuuu | cemuH. |Muams.
5]
o (mpakTt.) [3aHATHSA
3aHATHUSA
1 Pazoen 1. Cucmema xpanenus 00KymMeHmoas 6 op2aHu3auuu
1.1. | Tekymuiee xpaHeHue 3 1/1* 1* 8
JIOKYMEHTOB [TpesenTarg
uu
1.2. | ApxuBHOE XpaHEeHHE 3 1/1* 1* 8
JIOKYMEHTOB [TpesenTarg
uu

Pa3zoen 2. Hopmamueno-npaeogoe pezynuposanue XpaneHus 31eKmp.

OHHbIX 00Kymeumoe

2.1.

3aKoHOIaTeNbHOE
perynmpoBaHue
3JIEKTPOHHOTO
JOKYMEHTOOOOpoTa H
apXH1BOB

3

1

8

2.2.

BengoMmcTBeHHBIE aKTBI
B chepe XxpaHEeHHUS
ANEKTPOHHBIX
JIOKYMEHTOB




2.3.

JIoKalbHbBIE aKTHI,
periaMeHTHPYIOIINE
XpaHEHHE
AJIEKTPOHHBIX
JIOKYMEHTOB B
OpraHu3aiu

2/1*

1* 8
OO6yuator
5051
TPEHUHT

00KyMeHmoe

Pazoen 3. OcHosHble npUHUUNDBL OP2AHUZAUUU U CROCOOBL XPAHEHUA ITIEKMPOHHBIX

3.1

Hcnonb3oBanue
3IEKTPOHHBIX
JIOKYMEHTOB B
JEeSTeILHOCTH CITYXKO
JAOY u apxuBoB

10

3.2.

ABTOMaTu3anus
MIPOLIECCOB XpaHEHUs
M UCIIOJIb30BaHUs
AJIEKTPOHHBIX
JTIOKYMEHTOB

3.3.

TexHudyeckoe u
MIPOrpPaMMHOE
obecrnieucHue
3IEKTPOHHOTO
JIOKYMEHTO000pOoTa U
apXUBOB

Pazoen 4. Inexkmpounslii apxue 00OKyMeHN 08

4.1.

Ilouatne wu

BUEI
3IIEKTPOHHBIX APXUBOB

3

4.2.

Opranuzanus

OJICKTPOHHBIX apXWBOB

1 2/1*

1* 10
O06yuator
15071
TPCHHUHT

4.3.

XpaHeHue u
HCIIOJIb30BAaHNUE

OJICKTPOHHBIX apXHWBOB

10

Bcero yacos B
HHTEPAKTHBHOMI

dopme:

Hrtoro

94

4.3 ConepxaHue JMCUMILTHHBI (MOIYJIA)

n/n

Conepxanue
JUCHUIIIMHBI

(Pa3znennl. Tembr)

Pe3yabTaThl 00yuyeHus

Buabl
OI€HOYHBIX
CpelcTB;
(opmbl
TeKYIIero

8




KOHTPOJIA,
MPOMEKYTOYHOHI
aTTecTaluu

Pazoen 1. Cucmema xpanenus 00OKyMeHmos 6 opeanu3ayuu

Tema 1.1. Texywiee
Xpanenue 00KymMeHmos
[Tonarue 51 KpaTkKas

XapaKTepUCTHKA TEKYILETo
(omepaTuBHOIrO) XpaHEHMs
JOKyMEHTOB. OpraHuzarus
TEKYILETO XpaHEHHS
JOKYMEHTOB: XpaHeHue
JOKYMEHTOB B IPOIECCE HX
UCTIOJTHEHUS; XpaHEeHHe
UCTIOJTHEHHBIX JOKYMEHTOB.

Dopmupyemovie KOMnemeHyuu:

e crnocoOeH pa3pabaTeiBaTh
CHUCTEMBbI aHATUTHKYU IU(POBOIA
Tparcopmarmm
JOKYMEHTHPOBaHHBIX cep
JESITEIIBHOCTH OpPraHu3aluu
(TIK-3).

B pe3ynbrate u3ydeHus: TeMbl CTYJICHT
JIOJDKEH:
3Hamb:

e npodeccHoHAIbHYIO

YerHBI onpoc,
OTYET O
BBITIOJIHCHUH
MPAKTUYECKOU
paboThI

11 [TpoGembl TCKYIIECro TEPMUHOJIOTUIO B chepe
' XpaHCHUA JOKYMCHTOB. XpaHEeHUs JOKYMEHTOB;
Homenxnarypa — nenr B ® OCHOBBI TEKYILETrO XpaHEHHS
TCKyIIEM XpaHCHHUHA JOKYMEHTOB B OpraHU3alliu.
JIOKYMEHTOB. ymems:
® OpraHu30BaTh TEKyllee
XpaHeHUe  JOKYMEHTOB B
OpraHu3aIyu.
enademy:
e 1podecCHOHAIBHON
TEpMHHOJOTHEH B  cdepe
XpaHEHHS JOKYMEHTOB.
Tema 1.2. Apxuenoe Dopmupyemoie Komnemenyuu: | YCTHBIA OIIPOC,
Xpanenue 00KyMeHmos e cnocoOeH pa3pabaTbiBaTh OTYET O
[Tonsarue 51 KpaTkas CUCTEMBI aHATUTUKU [TUPPOBOI BBITIOJTHEHU U
XapaKTEePUCTUKA apXHUBHOTO Tparchopmam MPaKTUYECKOU
(ITUTETBPHOTO)  XpaHEHUS JIOKyMEHTHUPOBAHHBIX cep paboThI, TECTOBBIN
AOKYMCHTOB. [puHIHITBL JesATEIbHOCTH OpraHu3anuu KOHTPOJIb
pas3aeabHOro XpaHCHHS (TIK-3).
JOKYMEHTOB.  DKCIEepTH3a B pesynbrare uszydeHuss TeMbl
[IEHHOCTH JIOKYMEHTOB, CTY/ICHT JIOJIXKCH:
YHUUTOXKEHUE TOKYMEHTOB. 3HamMb:
OpraHmaumf APXHUBHOT'O ° HpO(i)eCCI/IOHaJ'ILHYIO
1.2. XpaHCHUs JOKYMEHTOB TEPMUHOJIOTHAIO B chepe

XpaHEeHHs JOKYMEHTOB;
® OCHOBBl apPXHMBHOTO XpaHEHUS
JIOKYMEHTOB B OpraHU3all1H.
ymems:

® OpraHu30BaTh apXHBHOE
XpaHCHUE JIOKYMEHTOB.
e1a0ems:

e mpodeccruoHaTbLHON
TEPMHUHOJIOTHEH B chepe

XpaHEHUs! JOKYMEHTOB.




Pazoen 2. Hopmamueno-npasogoe pe2yiuposanue XpaHeHus 31eKmpoHHbIX 00KYMEHN08

Tema 2.1. Dopmupyemoie Komnemenyuu: | YCTHBIA OIIPOC,
3akonooamenvnoe crocobeH pa3pabaThiBaTh OTYET O
pezynuposanue CUCTEMBI aHAJIUTHKHU LIU(POBOIL BBITIIOJTHEHUH
INIEKMPOHHO20 TpaHnchopmManuu IIPAKTUYECKON
00KymMenmoooopoma u JIOKYMEHTHUPOBAHHBIX chep paboTHI
apxueoe. JESITEIBHOCTH OpraHu3aluu
3anauun peryaIupoBaHus (TIK-3).
3JIEKTPOHHOTO B pesynbrare u3ydeHus TeMbl
JOKYMEHTO0000poTa u CTY/ICHT JTOJIKCH:
apXHBOB. Wepapxus 3HaAmMb:
HUCTOYHHUKOB APXUBHOT'O HpO(l)eCCI/IOHaJ'IBHyIO
npasa. [Mpunuummne! TEPMHUHOJIOTHIO B chepe
21 peryjiupoBaHusa  apXUBHBIX XpaHeHus JOKYMEHTOB;
= | oTHOIIeHNH. DenepanbHbIe CTPYKTYPY apPXHUBHOTO
3aKOHBI U  I0/I3aKOHHbIE 3aKOHOJIATENbCTBA.
AKTBI B obnactu ymens:
SJICKTPOHHOT'O UCIIONB30BaTh 3aKOHOAATENBHYIO
JIOKYMEHTO0000poTa u 6asy B peleHnn
ApXHBOB. npodeccHoHaIbHBIX 3a1au.
enademy:
OTIBITOM [IPaKTUYECKOI 0
IPUMEHEHUS denepanbHbIX
3aKOHOB U IOJI3aKOHHBIX aKTOB B
chepe 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa U apXUBOB.
Tema 2.2. Beoomcmeennvie Dopmupyemoie Komnemenyuu: | YCTHBIA OIIPOC,
aKkmul 6 cghepe xpanenusn crocoOeH pa3pabaThIBaTh OTYET O
I1eKMPOHHBIX CHCTEMBI aHAITUTUKU LIU(PPOBOH BBITIOJTHCHUH
OOKyMeHm 06 TpaHchopMaLuu IIPAKTUYECKOU
AKXTBI Mmunucrepcrsa JOKYMEHTHPOBaHHBIX chep paboTsI
KYJIBTYPBI PO. AKTBI JEeATEIIbHOCTU OpraHU3aluu
denepanbHOTO  ApXUBHOTO (TTK-3).
areHTCTBA. B pesynbrare u3ydeHus TeMbl
CTYIEHT JIOJIKEH:
3Hamb:
99 npo¢eCCHOHATIBHYIO
= TEPMHHOJIOTHIO B chepe

XPaHCHUS JOKYMCHTOB;
BCOAOMCTBCHHBIC aKThI B o0iactu

AIIEKTPOHHOTO

JIOKYMEHTOO0OpOTa U apXUBOB.
ymemy:

UCTIOJTb30BaTh HOPMAaTUBHBIC

AKTBhI B PEIICHUN

npodecCHOHANBHBIX 3a]1au.
éna0ems:

OIIBITOM IPAaKTUYCCKOI'O

10




MPUMCHCHUA BCAOMCTBCHHBIX
akTOB B cdepe DICKTPOHHOTO
JOKYMEHTO000pOTa U apXHBOB.

Tema 2.3. JlokanvHvie
axkmeol,
peznamenmupyroujue
Xpauenue 371eKmpoHHbIX
OOKYMEHM 08 6
opzanuzayuu

[Tonarue JIOKAJIBbHOT'O
HOPMAaTUBHOTO  aKkTa B
chepe apxXWBHOTO jena.

Dopmupyemovie KOMnemeHyuu:
croco0eH pa3pabaThiBaTh
CHUCTEMBbI aHATUTHKYU IU(POBOIA
Tparcopmaum
JIOKYMEHTUPOBaHHBIX cep
JESITEIIbHOCTH OpraHu3aIliuu
(TIK-3).

B pe3ynbrare n3yueHus TeMbl

CTY/ICHT JTOJIKCH:

YerHBI onpoc,
OTYET O
BBITIOJTHCHUH
MPAKTUYECKOU
paboThI, TECTOBBII
KOHTPOJIb

[Tonoxxenue 00  apxuBe 3HaAMb:
OpraHu3aluu. e npodeccrHoHaTbHYIO
I[OJ'I)KHOCTHLIG HHCTPYKIIUHA TEPMHUHOJIOTUIO B c(bepe
2.3. | CICIHATNCTOB apxuBa. XpaHEHUs JOKYMEHTOB;
Nucrpykums 1O | e JjIOKaJbHBIC HOPMATHUBHBIE AKThI B
ACIOIIPOU3BOLACTBY B chepe apXHUBHOTO Jiena.
apxuse. [lonoxenue o [[OK ymemp:
umi OK opraHusanuy. e paspabarbIBaTh JIOKaJIbHBIE
HOpPMaTUBHbIE aKThl B cdepe
apXMBHOTO JIeNa.
enademy:
®  OIBITOM [IPaKTUYECKOI O
MPUMEHEHHUS JIOKAJIBHBIX aKTOB,
pEerjlaMeHTUPYIOLIUX  XPaHEHHE
ANIEKTPOHHBIX JOKYMEHTOB B
OpraHu3aluu.
Paszoen 3. Ochoénbie npuHUUNDL OP2AHU3AUUL U CHOCOOBL XPAHEHUA INNEKMPOHHBIX
00KYMEHM 08
Tema 3.1. Hcnonvzosanue Dopmupyemoie Komnemenyuu: | YCTHBIA OIIPOC,
I1eKMPOHHBIX e cnocoOeH pa3pabaTbiBaTh OTYET O
OOKYyMenmoe 6 CHCTEMBI aHAJTMTUKN IIH(POBOMI BBINOJIHEHUH
oesamenbHOCImU CYHCO Tparchopmaruu MPaKTUYECKOU
JIOY u apxueos JOKYMEHTHPOBAHHBIX cep paboThI
ObecnieueHne COXpaHHOCTH JEeSTEIIbHOCTH OpraHu3aluu
DJIEKTPOHHBIX JOKYMEHTOB. (IIK-3).
OOecneuenne pocryna K B  pesymprare  wM3ydeHus
ANEKTPOHHBIM JIOKYMEHTaM. TEMBI CTYJICHT JOJIKEH:
31 TexHonorun MONUCKA 3Hamy.

AJIEKTPOHHBIX JTOKYMEHTOB.
CocraB M XapaKTEpHCTHKA
CpezACTB MIOMCKa
JIEKTPOHHBIX JIOKYMEHTOB.
TexHOIOrHH 00CITYKUBAHHS
3EKTPOHHBIMU
JOKyYMEHTaMH  Ha  0aze
cnyx0 IOV u apxuBos.

® TCXHOJOI'NHN IIOHUCKa
3HeKTpOHHBIX )IOKYMGHTOB;

® TEXHOJOTMU  OOCITy)XKHUBaHUS
AJIEKTPOHHBIMU  TOKYMEHTAMHU
Ha 6aze ciyx6 JIOVY;

e T[OOXOAbI K  OOECIEUEHHUIO
COXPaHHOCTH  3JICKTPOHHBIX
JOKYMEHTOB.

ymenn:
L] OpFaHHSOBaTB XpaHeHI/Ie n
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JOCTYT K
JOKYMEHTaM;
OpraHu30BaTh OOCITY)XKHBAaHHE
MOJIb30BaTENEH JICKTPOHHBIMU
JIOKYMEHTaMU B COOTBETCTBUU

OJICKTPOHHBIM

c UX UHPOPMAIUOHHBIMU
MOTPEOHOCTSAMHU;
OCYILECTBIISITh TIOUCK

3IEKTPOHHBIX JIOKYMEHTOB.
é/1a0emn:

HaBBIKAaMH 00paOOTKH, ITOUCKA

u o0cy>)KUBaHUS

ANIEKTPOHHBIMU JTOKYMEHTAMH.

Tema 3.2.
Aemomamuszayusn
npoyeccos XpaHeHusn u
UCROIb306AHUSA
971IeKMPOHHBIX
00KyMeHm o8

[TonsiTne nHGOpPMAITMOHHON
CHCTEMBI apX1Ba
ANEKTPOHHBIX IOKYMEHTOB

Dopmupyemovle KOMnemeHyuu:
crocoOeH pa3pabaTbiBaTh
CHCTEMBI aHAJTUTHKHU IHU(POBOIi
TpaHchopmauu
JTOKYMEHTHPOBaHHBIX chep
NEeSITeIIbHOCTH OPTaHU3aIUH
(TIK-3).

B pesysbrare u3ydeHus TeMbl

CTY/ICHT JIOJI)KEH:

VYcrHblii onpoc,
OTYET O
BBITIOJTHEHUH
IIPAaKTUYECKON
paboThI

32 M €€ KOMIIOHCHTBI. 3Hamo:
"= | Apxurekrypa n QyHKINH HOPSIOK aBTOMATH3aluu
UH()OPMAIIMOHHON CUCTEMBI IPOLIECCOB XpaHEeHHsI u
apXuBa 3JIEKTPOHHBIX UCIIOJIb30BAaHUS  DJIEKTPOHHBIX
JOKyMEHTOB. [Ipobiembl JIOKYMEHTOB.
XPaHEHUs U UCIIOIb30BaHU ymemn:
AIIEKTPOHHBIX IOKYMEHTOB. pa3paboTaTh MPOCKT
MH(POPMALIMOHHOM CUCTEMBI
apXuBa AIEKTPOHHBIX
JIOKYMEHTOB.
Tema 3.3. Texnuueckoe u Dopmupyemoie Komnemenyuu: | YCTHBIUA OIIPOC,
npozpammnoe obecneuenue crocoOeH pa3palaThIBaTh OTYET O
IJIeKMPOHHO20 CHUCTEMBbI aHATUTUKHU ITU(YPOBOI BBIITOJTHCHUH
00Kymenmoooopoma u TpaHchopManuu IPAKTHIECKOM
apxueoe JIOKYMEHTHPOBAHHBIX cep paboTsl,
TexHuueckoe JESATEIIBHOCTH OpraHu3aluu TECTOBBIN
o0opynoBaHue apxuBa. (TIK-3). KOHTPOJIb
@OyHKIMOHATIbHbIE B pesynbrare nzyueHus TemMsl
TpeOOBaHUS K cHCTEMaM CTYIEHT JIOJIXKEH:
33. XpaHEHUs AIIEKTPOHHBIX 3Hamo’
JOKYMEHTOB. (yHKIIMOHATIbHBIE TPEOOBAHUS K
XapakTepucTuKa OCHOBHBIX CHUCTEMaM XPaHCHUS
BHZIOB OporpaMMHOTO 9JICKTPOHHBIX JJOKYMEHTOB,

o0ecrnievyeHus apXruBOB.

0a30BbIi MIPOrpaMMHBIH
KOMIUIEKC «APXUBHBIN (GOHT,
IIPOrpaMMBbI /111 CKaHUPOBAHUSA U
pacro3HaBaHUs TEKCTOB.

ymems:
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Jatb  OOUIYI0 XapaKTepUCTUKY
000py/IOBaHUS IS aPXHUBOB.
CKaHUPOBATh JOKYMEHTHI.

Pazoden 4. Inekmponnwtii apxue 00OKymMeHmos

Tema 4.1. Ilonamue u
6UObL IT1IEKMPOHHBIX
apxueoe

XapakTepucTuKa
MOHATUMHOIO ammnapara B
obnactu 3JIEKTPOHHBIX
apXHUBOB. Bunnl
3JIEKTPOHHBIX apXUBOB U UX
OTJINYUTEIbHBIE MPU3HAKHU.

Dopmupyemovie KOMnemeHyuu:
crocoOeH pa3padaThiBaTh
CHUCTEMBbI aHATUTHKYU IU(POBOIA
Tparcopmanum
JIOKYMEHTHPOBaHHBIX cep
JESITEIIbHOCTH OpraHu3aIliuu
(TIK-3).

B pesynprare wu3ydyeHUs TEMBbI
CTY/ICHT JIOJKCH:

YerHBI onpoc,
OTYET O
BBITIOJIHCHUH
MPAKTUYECKOU
paboThI

OyHKIUN JIEKTPOHHBIX 3Hamy:
4.1. | apxuBoB. TexHomornueckue GYyHKIIMM U OTJIMYHUTEIbHBIC
0COOEHHOCTH 3JIEKTPOHHBIX IPHU3HAKK DIIEKTPOHHBIX
apXHUBOB. I'eneparopsl apXUBOB.
3JIEKTPOHHBIX aPXUBOB. yMemy:
QG epeHIpoBaTh
AJIEKTPOHHBIE  APXUBBI B
COOTBETCTBUU C  Pa3IMYHBIMU
OCHOBAHUSAMU JICJICHUS.
enademo:
NOHATUMHBIM  anmapaToM B
00J1aCTH 3JEKTPOHHBIX apXHUBOB.
Tema 4.2. Opzanuzayusn Dopmupyemoie Komnemenyuu: | YCTHBIA OIIPOC,
ITIEKMPOHHBIX APXUBOE crocoOeH pa3pabaThiBaTh OTHYCT O
XapaxkTepucTuka CUCTEMBI aHAJIUTHKHU LU(POBOIL BBITIIOJTHEHUH
[NPUHLHUIIOB  OpraHu3aluu Tpanchopmauu [IPaKTUYECKOU
IIEKTPOHHBIX apXMBOB. JIOKYMEHTHPOBaHHBIX cep palboThI
AHanu3 M Ki1accUpUKaIMs JeSITeIbHOCTH OpraHu3aluu
3IIEKTPOHHBIX JTOKYMEHTOB C (TTK-3).
LENBIO CO3/1aHHUs B pesynbrare wu3yyeHHUs TEMBI
AIIEKTPOHHOIO apxuBa. CTYZIEHT JOJDKEH:
BxuroueHue  3IEKTPOHHBIX 3Hamb:
HAOKYMCHTOB, HNMCIOIHNX MIPUHIIUIIEI OopraHu3aluu
INOJIUTHYCCKOC, HAay4YHOC, DJICKTPOHHBIX apXUBOB
4.2. | NCTOpUYCCKOE u BU/IbI AJIEKTPOHHBIX APXUBOB
CONHUAJIbHO-KYJIETYPHOE TEXHOJIOTUHI CO3JIaHMsI
SHAuYCHHC B cocTaB Pa3IUYHBIX BHJOB JJICKTPOHHBIX
ApxusHoro ¢onja PO. apXUBOB
Texunomnornu CO3AaHMA HOPMATHBHBIE TpeOOBaHUA K
SJICKTPOHHbIX apXHBOB. ONHMCAHHWIO PA3JIMYHBIX  BHUJOB
Onpenenenne  CTPyKTypbl 3JIEKTPOHHBIX ApXUBHBIX
IIEKTPOHHOIO apxuBa, JIOKYMEHTOB
XapaKTepUCTHKA ero MTOPATIOK MpoBeeHus
OTJIENbHBIX KOMIIOHEHTOB. SKCITEpTH3BI LeHHOCTH
HopmaTtuBHbie TpebGoBaHUs JIOKYMEHTOB, IO TEIKALIIX
K OIHCAHHIO  PASTIMHHBIX BKJIIFOYEHUIO B 3JIEKTPOHHBIN
BU/JIOB ANEKTPOHHBIX ApXHB
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APXUBHBIX JIOKYMEHTOB.
CtpykTypa aApXUBHOMU
3aIMCH. Crienuduxa
WHCKCUPOBaHUS

OnM(ppPOBAHHBIX MAaCCHUBOB

APXUBHBIX JOKYMCHTOB.

ymenbn:

AHATM3UPOBATH u
KJIaccu(puIpoBaTh
JJICKTPOHHBIE ~ JOKYMEHTHI  C
LENIBI0 CO3/IaHUsl DJICKTPOHHOI'O
apXuBa.

é/1a0emn:

MOJIXOJIaMH K PEIICHUIO MPOOIIeM
KOMIUIEKTOBAHUS ApPXHUBHOTO
donna PO

TEXHOJOTHSIMH CO3/IaHHs

Pa3IMYHBIX BUIOB SJICKTPOHHBIX
apXUBOB
npreMaMu
o1u(poBaHHBIX
APXUBHBIX JJOKYMEHTOB.

HHIACKCUPOBAHHUA
MaCCHBOB

4.3.

Tema 4.3. Xpanenue u

ucnonv3oeanue
9/1eKMPOHHBIX APXUBOE
OcoOenHoctu XpaHeHUs

MaccuBa LU(POBBIX KOMUMH
(97IEKTPOHHBIX JJOKYMEHTOB)

IIpu CO31aHUHN
SJICKTPOHHOI'O apxuBa.
I_[eHTpaJ'H/IBOBaHHOC u

pactipenelieHHOe XPaHCHHE
IIEKTPOHHBIX ApPXUBHBIX
nokymeHToB. OoOecrieueHue
COXPAHHOCTH 3JIEKTPOHHOTO

apxXuBa. Obecneuenne
JIOJTOBPEMEHHOTO
XpaHEHHSI AIIEKTPOHHBIX
apXUBHBIX JIOKYMEHTOB.
Opranuzanus pabotr 10
oundpoBke Pa3INYHbIX
BUJIOB apXHUBHBIX
JIOKYMEHTOB.

Hamnpasnenns
UCTIOJIb30BaHUS
AIIEKTPOHHBIX apXHBOB.
Obecneuenne pgoctyna K
AIIEKTPOHHBIM apXHMBaM.
Cucrema Hay4HO-

CIIpaBOYHOTO arrmapara K
JAOKYMCHTaM 3JICKTPOHHOI'O

apxuBa. Texnonoruu
MOMCKA B  DJIEKTPOHHBIX
apXWBax. TexHonorun
o0CTyKUBaHUS

nmoyib30BaTeeil  Ha  Oasze
AIEKTPOHHBIX apXHBOB.
Ornenka KavecTBa

Dopmupyemovle KOMnemeHYUU:
crocoOeH pa3pabaThiBaTh
CUCTEMBI aHAITMTUKH ITUPPOBOK
TpaHchopmanuu
JOKYMEHTHPOBaHHBIX chep
JESITEIbBHOCTH OpraHu3aluu
(TIK-3).

B pesynbrare u3yuyeHUs: TEMBI
CTYACHT JIOJDKCH:
3Hamy:
TEXHOJIOTHIO 0TOOpa U MpruemMa
Ha apXHWBHOE XpaHEHHE
AIIEKTPOHHBIX IOKYMEHTOB
MOAXOAbI K 00€CIIEUEHUTO
COXPaHHOCTH JIEKTPOHHBIX
apXHBOB
HOpMaTUBHBIE TPeOOBaHUS K
OTHMCAHUIO PA3JIMYHBIX BUJIOB
AJIEKTPOHHBIX APXHUBHBIX
JIOKyMEHTOB
KPUTEPHUU OIICHKU Ka4eCTBa
AIIEKTPOHHOTO apXHBa
TEXHOJIOTHH MOUCKa Ha 6aze
AIIEKTPOHHBIX APXHBOB
TEXHOJIOTHUH 00CITyKUBAHUS
noJib30Baresei Ha 6aze
AIIEKTPOHHBIX aPXUBOB.
ymems:
OCYIIECTBIISATH OLIUPPOBKY
pa3IMYHBIX BUJOB apPXUBHBIX
JIOKYMEHTOB
UCIIOJIb30BaTh CUCTEMY
HAYYHO-CITPABOYHOTO arapara
K JJOKYMEHTaM 3JIEKTPOHHOTO
apxuBa.

YcrHblii onpoc,
OTYET O
BBITIOJTHEHUH
IIPAaKTUYECKON
paboTHI,
TECTOBBIN
KOHTPOJIb
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JIEKTPOHHOTO apXHBa. 61adems:

® CpcaACTBaMU U MCTOAAMU
o0ecrnieueHns COXpaHHOCTU
AIIEKTPOHHOTO apXuBa

® TCXHOJOI'uAMMH ITOHUCKA U
00CITyKMBaHUs [10JIb30BaTEIEH
Ha 0a3e 3JIEKTPOHHBIX
apXHBOB.

[TIpoMexxyTouHas
aTTecTalus:
3a4yeT
KOMOMHUPOBAaHHO
i hopme
(TecToBbIl
KOHTPOJIb U
cobeceZloBaHNE)

5. O0pa3oBarebHble H HHPOPMALMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIOTHH
5.1 O6pa3zoBaresibHbIe TEXHOJIOTHH

B xome oOydeHus HCHONB3YIOTCS TpaJAULIMOHHBIE 00pa3oBaTelbHbIE TEXHOJIOTHUH,
BKJIIOYAIOIIME ayIUTOPHBIE 3aHATHS B (opMe JIEKIHA W TMPAKTHYECKUX pabdoT, a Takxke
pa3BUBaOIINE MPOOIEMHO-TIOUCKOBBIE TEXHOJIOTUU: MPOOJIEMHOE HU3J0KEHHUE JIEKIIHOHHOTO
MaTepHaa; mpoOIeMHO-UCCIIET0BATEIbCKUE 3a/IaHUS; TUCKYCCUU; TIPOCKTHI.

OcBoenue y4eOHOro Marepuaia COMPOBOXKIACTCS HWHTEPAKTUBHBIMU (popmamu
oOyuyenus. [lpu opraHm3zanuy JIEKIMOHHBIX 3aHATHA HCHOJB3yeTcsl (Gopma JEKIUH C
COMPOBOXACHUEM JJEKTPOHHOM mpe3eHTauueld. B mpoBegeHMH mpakTUYECKuX padoT
MIPEIoIaraeTCs MCMOIb30BaHUE CIENYIOIIMX HHTEPAKTHBHBIX (DOpM: MPOBEICHHE IEIOBBIX
CUTYallMOHHBIX U POJIEBBIX UTP, O0YYAIOUINX TPEHUHIOB, 3aIIUTa IIPOEKTOB.

Jlonst ayAMTOpPHBIX 3aHATHIA, MPOBOJMMBIX B HWHTEPAKTHBHBIX (QopMax oOydeHHs,
coctaBisger 30% Ha ouHOW Qopme oOyuenus u 30% Ha 3aouHON (opme 00ydeHMs, UTO
cootrBercTByeT TpeboBanusim DOI'OC BO mno wHampaBieHuto mnoarotoBku 46.04.02
«JloKyMeHTOBe/IeHUE U apXUBOBEJICHHEY.

B mensix caMOKOHTPOJISI 3HAHUH CTYIEHTOB MCIIOJIB3YIOTCSI TEXHOJIOTHH TIPOBEPKH YPOBHS
OBJIQ/ICHUSI y4EOHBIM MaTepHUaroM C HCIOJIb30BAaHHEM KOHTPOJIBHBIX BOMPOCOB M TECTOBBIX
3aJ]aHuil 1O pa3aesnam JUCUUIUIAHBL.

JU1st AMarHOCTUKKM KOMIIETEHLUH MPUMEHSIIOTCS Cleayronie GopMbl KOHTPOJIS: YCTHBIN
OlpPOC, 3alldTa OTYETOB O BBINOJHEHWHM MPAKTUYECKHX padoT, 3ammra ydeOHOTro
HCCIIEI0BATEILCKOTO MPOEKTa (Ha OYHOM M 3a04HOM popmax oO0ydeHus1), TECTUPOBAHUE, 3aUeT,
9K3aMeH.

5.2 NudopManHOHHO-KOMMYHUKALMOHHBIE TEXHOJIOTHH

IIpu opranuzamuu  yd4eOHOrO  Mpolecca IIUPOKO  HCHOJIb3YeTCsl  COYeTaHHe
o0Opa3oBaTeNbHbIX M WH(GOPMAIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTHI: MPaKTUKYIOTCS
MYJIbTUMEINMHBIE JICKIIMOHHBIE 3aHATHS, MH()OPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHU
COIPOBOXKAAIOT MPOBEACHHE JTaOOPATOPHBIX PabOT, OPraHU3aLMI0 CaMOCTOSATEIbHONW pPadOThI
CTYJEHTOB.

Ha cairte «INEeKTpOHHAS obOpasoBarenbHas cpena KemI ' TK»
(https://edu2020.kemgik.ru/course/view.php?id=4146) pa3MenieHbl TEOpPETUIECKHE,
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MpaKTUYECKHE, CIPABOYHbIC, METOJAMYECKHE, KOHTPOJIbHO-U3MEPUTEIbHBIE 3JIEKTPOHHbBIC
peCypChl IO JUCHUTIIINHE.

AKTHBU3AIIUIO CAMOCTOSITENILHON pabOThl CTYJICHTOB U KOHTPOIb PE3YJIbTATOB U CPOKOB

OCBOEHHS Pa3/eIOB U T€M JUCHUIUIMHBI 00ECIEUYNBAET HCIOJIb30BAHUE TAaKMX MHTEPAKTUBHBIX
DIIEMEHTOB «JJEKTpOHHOUW oOpa3oBatenbHOi cpenbl KemI MKy, kak «3amanme» u «Tect.
WNHuTtepakTuBHBIA 35eMeHT «TecT» BKIIOYAET pa3jMyHbIe TUIIBI BOIIPOCOB M MCHOJIB3YETCS KAk
OJIHO M3 OCHOBHBIX CPEICTB OOBEKTUBHOM OIIEHKH 3HAHUM CTYIEHTa B XOAE€ CaMOKOHTPOJIS,
TEKYILIEro U MPOMEKYTOYHOTO KOHTPOJISI 3HAHUU 110 JUCLUIUIMHE.
WHTepakTHBHBIA SJEMEHT «3aJaHue» MO03BOJIACT MPENOJAaBaTEI0 MOAICPKUBATE OOPATHYIO
CBSI3b CO CTYJIEHTOM IIOCPEICTBOM MPOBEPKH 3a7aHMs (OTYETOB O BBIIOJHEHUU J1a0OPaTOPHBIX
paboT) B BUIC PELICH3MH WIH KOMMEHTApUEB, a TAKXKE 00€CIICUYNTh WHINBUAYATBHBIN MOAXOI K
oOydJalmuMcsi C YY4eTOM HUX ICUXO(PHU3UOIOTHYECKX ocoOeHHOocTe. HHTepakTuBHBIE
AJIEMEHTHI C BO3MOXKHOCTBIO OOpAaTHOW CBS3M MMEIOT 0CO00€ 3HAYEHHUE Ul 3a0YHON (OpPMBI
00y4eHus1, MOCKOJIBbKY TO3BOJISIOT HE TOJILKO KOHTPOJIUPOBATH BBIIOJIHEHHUE CTYICHTOM 3a/1aHUN
(KOHTPOJBLHBIX Pa0dOT), HO U MOTUBUPOBATH €r0 CAMOIIOATOTOBKY B MEKCECCUOHHBIN TIEPUO/I.

Hcnonb30BaHrne MHTEPAKTUBHBIX 2JIeMEHTOB «3aganue» u «Tect» Takxke obecrieunBaer
¢ukcanuoo xoaa oOpa30BaTEIBHOIO IPOIECCa, PE3YyIbTATOB TEKYIEH U IPOMEKYTOUYHOU
yCIIeBAEMOCTH O0YUAIOUTUXCS MO TUCIUIUIAHE.

6. YuyeOHO-MeTOAMYECKOE 00ecieYeHHe CAMOCTOSATEeIbHOH padoThl 00y4YAOIIHUXCS
6.1. IlepeuyeHb Yy4eOHO-METOAMYECKOT0 oOOecleYeHUs [JIA CaMOCTOSTEbHOH PadoThI
00y4arIIHNXCs
Marepwuansl Uil OpraHU3aluU CaMOCTOSTEILHON Pa0OThI 00YYaOIIUXCS TT0 TUCIIUILIIHHE

«TexHonmoruu oOecrieyeHUs] COXPAHHOCTH JOKYMEHTOB» pa3MelieHbl B «DIEKTPOHHOMN
obpasoBatensHoi cpeae» (https://edu2020.kemgik.ru/course/view.php?id=4146) u BKiItOYAIOT:
Opeanuzayuonmsie pecypcol

* Temarnueckuil TUTaH JUCHHILTAHBI U CTYICHTOB OYHON (hOPMBI O0yUYeHUS

* Temaruueckuil TIaH JUCUMILTUHBI U1 CTYJEHTOB 3204HOU (hOpPMBI 00yUYeHUS
Yuebno-meopemuueckue pecypcul
Yuebno-npaxmuueckue pecypcoi

*  Onucanus NpakTUYeCKUX paboT
Yuebno-memoouueckue pecypcoi

*  Meroaudeckue ykazaHus 10 H3yYSHHUIO TEOPETUIECKON YaCTH AUCIUTUINHBI

* Mertoanueckue yKazaHus MO BBITTOIHEHUIO J1a00paTOPHBIX padoT
Yuebno-cnpasounsvie pecypcoi

* T'moccapwii, c1oBapH Mo AUCIUILTINHE
Yuebno-naensonvie pecypcoi

*  DJIEeKTPOHHBIE MPE3ECHTAIINH
Yuebno-oubnuoepaguueckue pecypcol

* Cnucok peKOMEHyeMOil IuTepaTypbl
DoHO oyeHoUHbIX cpedcms

* Temaruka 1okna10B

*  KoOHTpOJBHBIE BOMPOCH IO pa3aenaM JUCIUATITHHBL

* Tectol mo pazaenam

* Bompocs! k 3auety

6.2. Meroanuyeckne ykKa3aHusl I O0y4YAIOIIMXCH MO OPraHMU3AlMH CAMOCTOSITEJbHOM
padoThbI

CamocrosarenbHass pabora oOyuatomuxcst (CPO) sBnsercs o00s3aTelabHBIM  BUAOM
y'-Ie6HOI\/’I pa6OTLI M0 AMCHUILIMHE, BBIMIOJIHACTCA B COOTBETCTBHUU C BBIJAHHBIM IIPCIIOAABATCIIEM
3a/laHuEM U B YCTaHOBJIEHHBIE CPOKH.
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CamocrosarenbHass paboTa 0OO0ydYalOLIMXCs HaNpaBiIeHA HAa OCBOCHHE TEOPETHUECKUX
3HaHWH, OBJIAJCHHE MPO(PECCHOHATLHOW TEPMUHOJIOTHUEH, pa3BUTHE HAaBBIKOB pPabOThI Ha
KOMIIbIOTEPE U B ceTH MIHTEpHET.

Bupamu CPO no nucuMIUIMHE SIBISIOTCS: CAMOCTOSITEIBHOE M3YYEHUE TEOPETHYECKOrO

Marepuaiia,

moAroToBka K TECTUPOBAHUIO,

IIPOEKTA, IIOArOTOBKA K DK3aMEHY.

Metoanyeckre yKazaHus 10 BBIIOJIHEHUIO OoT/enbHBIX BuoB CPO, a Taxke TpeboBaHus
K O(QOpPMJICHMIO M NPEACTaBICHUIO PE3YJIbTATOB PA3MELIEHbl B COOTBETCTBYIOIIMX MOAYJIAX
AIIEKTPOHHOTO Yy4eOHO-METOUYECKOr0 KOMIUIEKCAa TUCIMILIMHBI «TeXHOJIIOTUH oOecredYeHus

COXpPAaHHOCTH HOOKYMCHTOB

», PasMCIICHHOI'0O B

BBITIOJTHCHHUEC yqe6H0r0 HCCICA0BATCIBCKOT'O

«DJIEKTPOHHON 00pa30BaTENbHON Cpee»

(https://edu2020.kemgik.ru/course/view.php?id=4146).

CopepxaHue caMOCTOSITEIbHON pabOThl 00yJYarONIMXCs

Tembl

KoanuecTBo 4acoB

IJISE CAMOCTOATEILHOM
padoThI o0yUaommMXxcs

= =
S = = S - F
= S 2 3
© R
=2 > 02 5
= SO ® Se
;:( =] = =]
¢

Buanbl 3nanmnii
U coJep/KaHue
CaMoOCTOSITeIbHO PadoThl

Paszoen 1. Cucmema xpanenus 00OKyMeHmMos é Op2anu3ayuu

Texkymiee xpaHeHue

CamocrosiTenbHOe U3y4eHUe

JIOKYMEHTOB 4 8 TEOPETUYECKOr0 MaTepHalia; IMOArOTOBKA K
TECTUPOBAHUIO

ApXHMBHOE XpaHEHHE CamocrosiTensHOe H3y4YeHUEe

JOKYMEHTOB 8 8 TEOPETUYECKOTO MaTepuaa; MoAroTOBKa K

TCCTHUPOBAHUIO

Pazoen 2. Hopmamueno

-npasogoe pecynuposanue XpaneHus 31eKnmpoHHbIX 0OKYMEHMO08

3aKoHOJATENbHOE CamocTosiTenbHOE U3yueHUe
peryiaupoBaHue TEOPETUYECKOIr0 MaTepuasa; MoAroToBKa K
AIIEKTPOHHOTO 8 8 TECTHPOBAHUIO

JIOKYMEHT0000poTa U

apXHBOB

BenoMcTBeHHBIE aKTHI B CamocTosATenbHOE H3ydYeHue

chepe xpaHeHHst 4 8 TEOPETHYECKOr0 MaTepuaia; MmoJAroToBKa K
3JIEKTPOHHBIX JOKYMEHTOB TECTUPOBAHUIO

JlokanbHBIE aKTHI, CamocrosTenpHOe M3ydeHHe
periiaMeHTHpYIOLIHe TEOPETUYECKOI0 MaTepuana; MOATOTOBKA K
XPaHEHUE DJIEKTPOHHBIX 4 8 TECTUPOBAHUIO

JAOKYMCHTOB B

OpraHu3aIn

Pa3zoen 3. Ocnoenvie

NPUHUUNBL OP2AHUZAUUU U CROCOOBL XPAHEHUA ITNIEKMPOHHBIX
00KYMEHmM 08

Hcnonn3oBanue
AIEKTPOHHBIX JOKYMEHTOB
B JICSITENIHOCTU CITYkO

10

JAOVY u apxuBoB

CaMocCTOSTEIIEHOE HU3YyUYCHUC
TECOPETUYICCKOTO MaT€pHrajia; MoAroToBKa K
TECTUPOBAHUIO
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ABTOMarn3anus CamocTosTenbHOE U3yUYEHUE

MPOLIECCOB XPAHEHUS U 5 TEOPETUUYECKOr0 MaTepuana; oAroToBKa K
UCIIOJIb30BaAHUS TECTUPOBAHUIO
AIEKTPOHHBIX IOKYMEHTOB
TexHuueckoe u CaMmocTrosiTenbHOE U3yueHue
IporpaMMHOE TEOPETHUECKOr0 MaTepualia; moAroToBKa K
obecrnieueHue 5 TECTUPOBAHUIO
AJIEKTPOHHOTO
JIOKyMEHT0000pOoTa U
apXHBOB
Pazoen 4. Inekmponuwlii apxue 0OKymMeHmos
[Tonsitre u BUJIBI CamocTrosTenbHOE U3yUEHUE
AIIEKTPOHHBIX ApXHBOB 2 8 TEOPETUUYECKOr0 MaTepuana; oJroToBKa K
TECTUPOBAHUIO
Opranuzanus CaMmocTrosiTenbHOE U3yueHue
AJIEKTPOHHBIX apXHUBOB 2 10 TEOPETHUECKOr0 MaTepuaia; moAroToBKa K
TECTUPOBAHUIO
XpaHeHue u CamocTosTenbHOE U3yUeHUE
UCIIOJIb30BaHUE 10 TEOPETUYECKOro MaTepuana; MoJroToBKa K
AJICKTPOHHBIX apPXHUBOB TECTUPOBAHUIO
40 94 IlogroroBka k 3auety

7. ®oHJ OLIEHOYHBIX CPEICTB

Bkitoyaer OIIGHOYHBIE CpEACTBA U TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH W JUIS
MPOMEKYTOUYHOM aTTECTAIIUHIIO uTOraM ocBoeHusi auciuIuiHbl.  CTpykTypa H
cojepkaHue (OHAAa OLEHOYHBIX CPEJCTB IPEICTABICHBI B AJIEKTPOHHOW HH(POPMALMOHHO-
obpaszoBatenbHoi 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-MeToanueckoe U HH(POPMALMOHHOE 00ecnieYeHUe TUCIHIIIMHBI
8.1.Cnucok Jimreparypbl

OcHoenasa numepamypa

1. ApacnanoBa, B. A. JlokyMeHTanmnoHHOe oOecreueHue yOpaBjieHUs : ydeOHO-
pakTH4ecKkoe mocobue B cxemax, Tabnuiax, oopasuax : [12+] / B. A. Apacnanosa. — 2-¢
u3J., Jom. u nepepad. — Mocksa ; bepnun : lupexr-Menua, 2020. — 266 c. : uin., Tabn. —
Pexum JOCTYyTIA: o MOJIHUCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=578394 (nara oOpamienus: 15.03.2024). —
bubmuorp. B kH. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — Tekcr :
AIEKTPOHHBIN.

2.  TI'punGepr, A.C. JlokyMeHTalMOHHOE oOOecleyeHue yrpaBleHUs: Yy4eOHMK /
A.C. I'punb6epr, H.H. I'opbaués, O.A. Myxamermnna. - Mocksa : FOuurtu-/lana, 2015. -
391 c. // YuuBepcuterckas Oubnmuoreka online: anmexkTpoH. 6mba. cucrema. — URL:
http://biblioclub.ru/index.php?page=book&id=115031. — TeKCT: JIEKTPOHHBI.

3.  TenbuapoB, A. JI. ApxuBoBeneHue : ydeOHOe mnocoOue ans OakanaBpoB : [16+] /
A. JI. TempuapoB. — 6-e n3n. — Mocksa : JlamkoB u K°, 2023. — 184 c. : tabn. — (YaeOHbIC
u3gaHus s OakamaBpoB). —  Pexxum  jocTtyma: 1o MONNKCKE.  —
URL.: https://biblioclub.ru/index.php?page=book&id=711066 (mata obparieHus:
15.03.2024). — bu6auorp. B kH. — ISBN 978-5-394-05400-6. — TeKCT : 3JIEKTPOHHBIH.
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Hopmamuenwle 00Kymennul

3axonoodamenvhvle u HOpMamusHvle Npasosvle akmol Poccutickoti @edepayuu.

Poccuiickass ®enepanus. 3akonbl. OO0 apxuBHOM 1ene B Poccuiickoit denepanuu:

denep. 3akon: [yrB. 22.10.2004 r. Ne 125-®3] // Koucynerant Ilmroc: crnpaBodHas

npaBoBasi cuctema. — 3ari. ¢ 9kpana . — URL: http://www.consultant.ru/. — Texkcrt:
3JIEKTPOHHBIMN.

Poccuiickas @eneparus. 3akoHsl. O MOpsIKe paccCMOTpPEeHHs OOpalleHH Tpa)kaaH

Poccuiickoit ®enepanuu: deaep. 3akon: [yrB. 02.05.2006 r. Ne 59-®d3] // Koncynprant

[Tmroc: CIpaBOYHas MpaBoBas cucTtemMa. - 3ami. ¢ 9kpaHa. — URL:

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

Poccuiickas ®enepanus. 3akonsl. O0 nHPpOpMALUU, HHPOPMAITMOHHBIX TEXHOJOTHIX U O
3amure nHGopManuu: ¢eaep. 3akoH: [yrB. 27.07.2006 Ne149-d3 02.05.2006 r. Ne 59-D3]
/I Koncynwsrant Ilnroc: cmpaBouyHas mnpaBoBasi cucTeMa. - 3arji. ¢ dkpana. - URL:
http://www.consultant.ru/. — TekcT: 3IeKTPOHHBII.

Poccuiickas ®enepanus. 3akonsl. O0 opraHu3alMy MPEJOCTABICHUS TOCYAaPCTBEHHBIX
U MYHUIHUNAIbHBIX yCiIyr: denep. 3akoH: [yrB. 27 wmroms 2010 r. Ne 210-d3]  //
Koncynerant Ilmtoc: cmpaBouHas mpaBoBasi cucteMa. — 3ard. ¢ skpana - URL:
http://www.consultant.ru/. — TekcT: 3IeKTPOHHBII.

Poccuiickas @eneparus. 3akoHbl. OO0 2JIEKTpOHHOW moamucu: ¢enep. 3aKoH: [yTB.
06.04.2011 r. Ne63-®3] // Koncynpraut [lmtoc: crpaBovHas mpaBoBas CUCTeMa. — 3ari.
¢ akpana. - URL: http://www.consultant.ru/. — TekcT: 3JeKTPOHHBIHA.

Poccuiickas ®enepanus. 3akoHbsl. O HepcOHANBHBIX NaHHBIX: (emep. 3aKkoH: [yTB.
27.07.2006 t. Ne 152-®3] /I Koncynbsrant Ilmoc: cnpaBouHas mpaBoBasi CUCTEMa. —
3ari. ¢ skpana. - URL: http://www.consultant.ru/. — TekcT: 371eKTpOHHBIIA.

Hopmamueno—memoouueckue u HOpmMamugHO—mexHudecKue O0KYMeHmbl.:

. 006 yrBepxnenuu [IpaBui nea0npon3BoACTBa B peliepanbHbIX OpraHax UCHOIHUTEIbHOM
BiacTu: (YTBEpKIECHHBIMU NocTaHoBieHueM [IpaBurtenscrBa Poccuiickoit denepanuu ot
15 urons 2009 1. Ne 477) // Koncynerant [Intoc: cripaBoyHas mpaBoBasi cUCTeMa. — 3ari.
¢ akpana. - URL: http://www.consultant.ru/document/ cons_doc_LAW _88695/. — Tekcr:
JJIEKTPOHHBIN.

. TOCT P 7.0.97-2016. Cucrema crangaptoB 1o uH(popManuu, OWOIMOTEUHOMY U
u3JaTeNbcKoMy sieny. OpranuzalMoHHO-paciopsiAnTeIbHas ToKyMeHTauus. TpeboBaHus
K 0(pOPMIICHHIO TOKYMEHTOB. — TeKCT: HemocpeACTBEHHBIH.

. TOCT P 7.0.8.-2013 CUBU/I. Jlenonpou3BOACTBO W apXUBHOE AeN0 - TepMUHBI U
omnpeneneHus. — TeKCT: HenoCPeACTBEHHBIN.

. TOCT HCO 15489-1:2007 CUBU /. Yupasnenue gokymeHtamu. O6mue TpedoBaHus. —
TeKCT: HemoCpeICTBEHHBIN.

. T'OCT 6.10.4-84 YHu¢unupoBaHHble CUCTeMBI JoKyMeHTaluu. [Ipuganue ropuandeckoi
CHWJIBI JIOKYMEHTaM Ha MallMHHOM HOCHTEJIE W MalIMHOTPaMME, CO3aBacMbIM
CPEICTBAMH  BBIYMCIUTENbHOW TEeXHUKH. (OCHOBHBIE NOJOXKEHHA. —  TeKcr:
HEIOCPEICTBEHHBIMN.

. TOCT 6.10.5-87 VuHuuUUUpOBaHHBIE CHUCTEMBbl JOKyMEHTalMu. TpeOoBaHMA K
nocTpoeHuio popmyisipa-oopasua. — TekcT: HemocpeACTBEHHBIH.

. TOCT P 52294-2004 WNudopmanuioHHass TEXHOJIOTHUSA. YIpaBlI€eHUE OpraHu3aluen.
DJEeKTPOHHBIA perJaMeHT aAMUHUCTPATHUBHON U CIIy)KeOHOH nesTenbHOCTH. OCHOBHBIE
MOJIO’KEHUS. — TeKCT: HeMOCPeICTBEHHBIH.

. TOCT 7.70-2003 CHBUJI. Omnmcanme ©6a3 JaHHBIX W  MAaIIMHOYUTAEMBIX
nH(popMalMOHHBIX MaccuBOB. CoctaB U 0003HAaYeHHE XapaKTepUCTHUK. — TeKcT:
HEIOCPEICTBEHHBIN.

. TOCT P  51353-99 I'eonndopmanmonnoe  kaprorpadupoBaHue. MeTagaHHbBIE
ANIEKTPOHHBIX KapT. CocTaB U cojiepkaHue. — TeKCT: HemoCpeICTBEHHBIH.
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10.rOCT P UCO 22310-2009 CUBU/]. Uupopmanus u 1oKyMeHTalus. PyKoBOACTBO [Is
pa3pabOTYMKOB  CTaHJIAPTOB, YCTAHABIMBAIOIIMX TPeOOBaHMA K  YIPABICHUIO
JIOKyMEHTaMU. — TeKCT: HENOCPEICTBEHHBIN.

11.TOCT 34.602-89 WudopmanuonHas TexHOJOrMs. KoOMIIEKC CcTaHIapToB U
PYKOBOJSIIIUX JTOKYMEHTOB Ha aBTOMATHU3UPOBAHHBIE CUCTEMbl. TE€XHHUYECKOE 3a/laHHe
Ha CO3/IaHHEe aBTOMAaTU3UPOBAHHON CUCTEMBI. — TEKCT: HEMOCPEICTBEHHBIH.

12.10CT 34.603-92 NudopmanmonHas TEXHOJIOTHSI. Bunst WCIIBITAaHUHN
ABTOMAaTU3UPOBAHHBIX CUCTEM. — TEKCT: HEMOCPEACTBEHHBIM.

13.TOCT 34.201-89 WudopManuonHass TexHoJorus. KOMIJIEKC CTaHIapTOB U
PYKOBOSIINX JOKYMEHTOB Ha aBTOMAaTU3UPOBAHHBIE CUCTEMBI. BUIbI, KOMIUIEKTHOCTh U
0003HauCHHE JIOKYMEHTOB IPH CO3JAaHHMH AaBTOMATHU3MPOBAHHOW CHCTEMBI. — TEKCT:
HEIOCPEICTBEHHBIMN.

14.TOCT P 53898-2013 CucTeMsl 3JIEKTPOHHOIO JOKYMEHT00O0poTa. BiaumoseiicTBue
CUCTEM YIpaBJICHUS JOKyMEHTaMHu. TexHudyeckue TpeOOBaHUA K DIEKTPOHHOMY
coo01eHunto. — TekcT: HenocpeACTBEHHBII.

15.TOCT P 54989-2012 OGecneyeHue IONTOBPEMEHHOM COXPAHHOCTH 3JIEKTPOHHBIX
JIOKYMEHTOB. — TeKCT: HENOCPEACTBEHHBIN.

16.'OCT P 54471-2011 CucTeMbl SIEKTPOHHOTO JOKYMEHTOOOOPOTa. YIpaBleHHUE
nokyMmeHTtanuei. MadopMmarusi, coxpanseMas B 3JCKTPOHHOM Buje. PekomeHanuu mo
00ECIICYCHHIO JOCTOBEPHOCTH U HAJIE)KHOCTH. — TEKCT: HEMOCPEICTBEHHBI.

ﬂonwmumeﬂbmm Jaumepamypa

1. Kysneno, C.JI. CoBpeMeHHble TEXHOJOIMM JOKYMEHTAllUOHHOIO o0ecrneueHus
yhpaBieHusi: yueOHoe mocoOue misi BYy30B. — 2-€ W3A., nepepad. m gon. — M.:
M3narensctBo « TEPMUKAY, 2014. — 288 ¢. — TeKCT: HeMOCpeCTBEHHBIH.

2. Muamr, W.B. 3amura KOHPUACHIMANBHOW WH(POPMAIMK TIPH  DAJICKTPOHHOM
nokyMeHToobopore: ydueOHoe mocodue / M.B. Munun, O.B. Munun. - HoBocubupcek :
HI'TY, 2011. - 20 c. - ISBN 978-5-7782-1829-1; // YuuBepcuteTckas OuOIMOTEKA
online:  snekTpoH.  Oubn.  cucrema. - 3arm. ¢ 9kpaHa. —  URL:
http://biblioclub.ru/index.php?page=book&id=228779. — TeKkcT: 371€KTPOHHBIA.

3. Myxun, H.II. KomnbioTepHble CcHCTEMBI yIpaBie€HUS JOKYMEHTOOOOpoTOM /
H.I1. Myxun. - Mocksa : Jlaboparopust kuuru, 2010. - 58 c. // YHuBepcuteTckas
6ubmuoreka online: amekTpoH. OuOa. cucrema. - 3ari. ¢ 9KpaHa  —
URL.: http://biblioclub.ru/ index.php?page=book&id=87235. — TekcT: 3/1eKTpOHHBIN.

4. PwibakoB, A.E. OcHOBHI nenornpon3BojicTBa: yaeOHuk / A.E. Peibakos. - 3-e usn., ucmp. -
Mumnck : PUIIO, 2016. - 320 c. // YauBepcurerckast Oubanoreka online: 31eKTpoH. 6101.
cucrema. - 3ari. ¢ skpana — URL: http://biblioclub.ru/index.php?page=book&id=463666.
— TekcT: DIeKTPOHHBIN.

5. CwmmupnoBa, I'.'H. DnexTpoHHBIE CHCTEMBI YIpaBlIE€HUS IOKYMEHTOOOOpPOTOM: YdeOHOe
nocodue, MPakTUKyM IO JUCHUIUINHE: yueOHoe nocobue / I'.H. CmupHOBa. - Mocksa :
MOCKOBCKH# TOCyJapCTBEHHBIN YHUBEPCUTET IKOHOMHKH, CTATUCTUKHA ¥ MHPOPMATHKH,
2004. - 115 c. // YuuBepcuretckas Oubauoreka online: ayekTpoH. Oubi. cucrema. - 3ari.
¢ oskpana. — URL: http://biblioclub.ru/ index.php?page=book&id=90954. — Tekcr:
JJIEKTPOHHBIN.

6. Tecmosa, E. FO. Cucrema a51eKTpOHHOTO TOKYMEHTOO0OPOTa: TPOOIEMBI M TIEPCTIEKTHBEI
/ EXO. Tecnosa // JlenompousBonctBo. — 2010. — Ne 2. — C. 38-42. — Tekcr:
HEIOCPEICTBEHHBIMN.
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7. Xpamriosckas, H. A. DnekTpoHHBIE JOKYMEHTHI: TPSAAET Y)KeCToOUeHHe TpeOOBaHUN K UX
coxpannoctu / H.A. Xpomiockas / CoBpeMEHHBIC TEXHOJIOTHH JIEIONMPOU3BOJICTBA U
nokymeHnToobopora. — 2012. — Ne 5. — C. 6-10. — Tekct: HermoCpeACTBCHHBIH.

8. Xpammosckas, H. A. HopmaTtuBHbBIE JAOKYMEHTBI, HEOOXOAMMBIC AJISi JJIEKTPOHHOTO
nokymeHTtoobopora B opranmsanmuu/  H.A.Xpammockas//  JlokymeHTamusi B
uH(GOPMallMOHHOM oOOIecTBe: YHU(DHUKAMS U CTaHJAPTHU3ALMS MEXKBEIOMCTBEHHOTO
KOPIIOPATUBHOTO JIOKyMeHTooOopoTa: Jlokmaner u coobmenus Ha [X MexmyHapoaHoit
Hay4HO-TIpakTHyeckoe kKoHpepenuuu 05-06 mapra 2003 r.. - Pocapxu. BHUNIA.-
M., 2003.-C.292-293 . — TekcT: HENOCPEACTBEHHBIH.

9. UYepnos, B.H. Cucremsl 3JIeKTpOHHOTO JOKYMEHTOOOOpoTa: yuyeOHoe mocobme / B.H.
Uepnos; Poc. akan. roc. cmyxObl mpu llpesunente Poc. @enepammu. — M.: H3n-Bo
PAI'C, 2009. — 83 c. — TekcT: HEMOCPEACTBEHHBIN.

8.2. Pecypcbl nHpOPMAIMOHHO-TEJIEKOMMYHUKAMOHHOM ceTH «HTepHeT»

e Bceepoccuiickuiik HHMM  noxkymenroBenenuss U apxuBHoro jgema. —  URL:
http://www.vniidad.ru;

e [wiIbaus ynpaBIISIONIMX OpraHU3aluen: MpodecCHOHANbHBIN (OPYM PYKOBOIHUTEICH M
CIICLUATICTOB B 00JIacTH yrpasiieHus jokymentamu. — URL: http://www.gdm.ru/;

e Hudopmarmonnsiii mopran «Zakonbase.ru». — URL: http://zakonbase.ru;

e KopnopatuBHas cuUCTeMa OJJIEKTPOHHOro JokyMeHTooOopora Directum/ - URL:
https://www.directum.ru/;

e [IpaBoBoii moptan B chepe KyIbTyphl: HHPOPMAITMOHHO-CITPaBOYHAs Oa3a HOPMATUBHBIX
JOKYMEHTOB IO KyJIbType / MHHUCTEPCTBO KyIbTypbl Poccuiickoit @eneparun. — URL:
http://pravo.roskultura.ru;

e Poccuiickuii  Hay4YHO-TEXHHYECKMH IEHTp HHGOpPMAIMM 1O  CTaHAApPTH3AINH,

merposiorun U ouenke coorBerctBUs «CTAHIAAPTUH®OPM». - URL:
http://www.gostinfo.ru/;
e Cekperapckoe JeJ0:  eXeMecs4yHblii mpodeccuoHanbHblii  kypHanm. —  URL:

www.sekretarskoe-delo.ru;

e @enepallbHOE AreHTCTBO 10 TEXHUYECKOMY pETYIMPOBAaHUID M METPOJIOTHUHU
(Poccranmapt). — URL: https://www.gost.ru;

e IleHTp KOMIIETEHLIMU MO BOIPOCaM JIOKYMEHTAIIMOHHOTO OOecreueHHsl YIpaBiIeHUsS U
apxuBHoro jaena. — URL: http://www.edou.ru;

e ECM-Jornal.ru Baxnoe 00 5IEKTPOHHOM JOKYMEHTOOOOPOTE U yIpaBICHUH
B3aumopenicteueM. — URL: www.ecm-jornal.ru;

e PRO-/Ienonpoussoactso u CO/I: moptan st pykoBoauteneit cnyx0 IOV u cekperapeit
Bcex yposHeil. — URL: www.sekretariat.ru.

8.3. IIporpammHoe obOecnieueHune U MH(POPMAIIMOHHBIE CTIPABOYHBIE CHCTEMBI
[TporpamMHoOe oOecrieueHue:
- IUYEH3UOHHOE NPOSPAMMHOE 0becneyenue:
— omepanuonHas cucrema — MS Windows (10, 8,7, XP)
— oduchsni naker — Microsoft Office (MS Word, MS Excel, MS Power Point, MS
Access)
- c60600HO pacnpocmpansemoe npoepamMmHoe obecneyenue:
— o¢ucHsii maket — LibreOffice
— Opaysep - Mozzila Firefox (Internet Explorer)
— oducHsii maket — LibreOffice
Ba3zur JaHHBIX, HH(l)OpMaHI/IOHHO'CHpaBO‘IHLIe " ITOUCKOBBIC CUCTCEMBI.
— Koncynprant [Troc.
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9. MaTepuajibHO-TEXHUYECKOE o0ecnevyeHne TUCHUUIIMHBI

Hannune yueOHOM nabopaTopuy, OCHALICHHOW TPOEKIMOHHOW M KOMIIBIOTEPHOMH
TEXHUKOH, UHTETPUPOBAHHOU B IHTEpHET.

Hannyne  HOpPMAaTHUBHBIX  JOKYMEHTOB, PETJIAMEHTHPYIOUIMX  HH(OpMaIMOHHBIC
TEXHOJIOTHH, (POHAA FIEKTPOHHBIX HHPOPMAIIIOHHBIX PECYPCOB (IEMOBEPCUA).

10. OcobeHHOCTH peanu3aluM JMCHUIUIMHBI 1JIsl MHBAJIMIOB U JIMI ¢ OIPAHMYeHHBIMH
BO3MO KHOCTSIMM 3/10POBbSI.

Hnst obecriedeHus: 0Opa3oBaHMs WHBAIMIAOB M OOYYaIOUIMXCS C OTPAaHUYCHHBIMU
BO3MOYKHOCTSIMH 3/10pOBbsI IPUMEHSAETCS] MHIMBHUIYaIbHbIN MOAXO0 K OCBOCHHUIO JUCLUIUIMHBL,
UH/IUBUYAJIbHBIC 33aJaHHUsl C YYE€TOM OCOOCHHOCTEH HUX TICUXO(PU3NYECKOTO Ppa3BUTUS U
COCTOSIHUS 37J0POBBS.

[Ipu cocraBneHMM HHIMBUAYaTbHOTO Tpaduka OOy4YeHHs TNPETYCMOTPEHBI pa3IHYHbIC
BapUaHThI [IPOBECHUS 3aHATUI: B 00pa30BaTeIbHON OpraHu3aluy (B aKaJeMU4ecKoi rpymnmne u
WH/IMBUYAIIbHO), HAa JOMY C HCIIOJIb30BAaHHEM JAUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHA.

JUis ocymiecTBiIeHHUs HPOLENyp TEKYILEro KOHTPOJS YCIIEBA€MOCTH U IPOMEKYTOUYHOU
aTrecTanud OOyYaromUXCst CO3AAl0TCs (OHIBI OLIEHOYHBIX CPENCTB, aJalTHPOBAHHBIC IS
WMHBAJIWJIOB U JIML C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 3JI0POBBbSI M IO3BOJISIOLIUE OLIEHUTh
JOCTM)KEHUE MMM 3aIVIAHMPOBAHHBIX B OCHOBHOM 00Opa30BaTENIbHOM MporpamMme pe3ysibTaToB
00y4YeHHs ¥ YPOBEHb C(POPMHPOBAHHOCTH BCEX KOMIIETEHIIHIA, 3asBICHHBIX B 00pa30BaTeIbLHON
nporpamMe. C  yd4eToM  MHIMBHAYaJbHBIX  ICUXO(QU3UOJOTHYECKUX  OCOOCHHOCTEH
00y4aromuXxcsi yCTAaHABIMBAIOTCS CIEIYIONIUE adanTHPOBAaHHBIE (POPMBI IPOBEACHUS TEKYIIETO
KOHTPOJISI YCIIEBAEMOCTH U IPOMEKYTOUHOW aTTeCTalluu: U JIML C HapylleHUEeM 3peHus
3aJJaHus TIPEUIAraoTCs ¢ YKPYITHEHHBIM MpU(TOM, IS JIUI] C HApYIIEHHEM CITyXa — OLEHOYHbIE
CpeCTBa MPEJOCTABIIAIOTCSA B TUCBbMEHHON (popMe C BO3MOXKHOCTBIO 3aMEHBI YCTHOTO OTBETa Ha
MUCbMEHHBIN, JUISl JIUL C HAPYLIEHUEM OIOPHO-ABUIaTEIbHOIO aniapara ABUTraTeabHble (POPMbI
OLIGHOYHBIX CPEJICTB 3aMEHSIIOTCA Ha IHCbMEHHbIE/YCTHBIE C MCKIIOYEHHEM JBHUraTeIbHON
akTUBHOCTH. [Ipy HEO0OXOIMMOCTH CTYINEHTY-MHBAJIUAY IPEAOCTABISETCS OMOIHUTEIbHOE
BpeMs Ul BBINOJHEHUS 3ahaHus. llpu BBIMOMHEHMM 3aJaHMM Ui BCeX TPy JHIl C
OTPaHUYEHHBIMH BO3MOXXHOCTSIMH 3JI0POBBSI JOMYCKAETCSl TPUCYTCTBHE WHIUBHIYaIHHOTO
MOMOIIIHUKA-COMPOBOXK/IAIOIIETO I  OKa3aHUs TEXHMYECKOW Tmomou B  odopmieHun
pe3yabTaTOB MPOBEPKU CHOPMHUPOBAHHOCTH KommeTeHIuH. dopma mpoBeAeHUs TEKyled Hu
NPOMEXYTOUYHOW aTTecTallMd s  CTYJICHTOB-MHBAJIUAOB YCTAHABIMBAECTCA C  YYETOM
MHAMBUAYAJIbHBIX NICUX0(PHU3NUECKHX 0cOOeHHOCTEHN (YCTHO, MMCHbMEHHO Ha Oymare, MiCbMEHHO
Ha KOMIIbIOTEpE, B (hopMe TECTUPOBAHHUSA U T.I1.).

[TogGop m pa3paboTka y4eOHBIX MaATEPHAIOB OCYIIECTBISIETCS C y4E€TOM TOTO, YTOOBI
IPEOCTABIIATh 3TOT MaTepuall B pa3IMYHbIX (OpPMax TakK, YTOOBI MHBAIU/BI C HAPYLICHUSIMHU
clyxa TOJay4yalu HHGOpPMAIMIO BH3yaJbHO, C HapyIIEHUSMU 3pEHUS - ayJIualbHO.
OOyuaromiyecs MHBAJIUAbI U JIMIA C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3]I0pOBbsI 00€CIIEUEeHbI
yu4eOHO-METO/IMYECKUMHU pecypcamMu B (opMax, aJanTHPOBAaHHBIX K OTPAaHUYEHHUSM UX
310pOBbsl. Y4eOHO-MeToAuYecKHe pecypchl Mo aucuuminHe «TexHomorun oOecreueHus
COXpPaHHOCTH JOKYMEHTOB» pa3MelIeHbl Ha caiiTe «JJeKTpoHHas oOpa3oBaTelbHas cpena
KemI'MK» (https://edu2020.kemqik.ru/course/view.php?id=4146), koTopas UMeeT BEPCUIO JUIS
CIIA00BUIAIINX.

11. IlepedyeHb KJII0YEBBIX CI10B
ApXHBBI DJIEKTPOHHBIE
I'enepaTopsl AMEKTPOHHBIX APXUBOB
3anucu apXuBHbIE
WNnpexcupoBanue onn(poBaHHBIX MACCUBOB apXUBHBIX JOKYMEHTOB
OnudpoBKa apXUBHBIX JOKYMEHTOB
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Cucrema Hay4yHO-CIIPABOYHOTO amnmnapara 3JIeKTPOHHOTO apXuBa
CoXpaHHOCTb JEKTPOHHBIX JOKYMEHTOB

CpenctBa co3ianus 3JIEKTPOHHBIX apXuBoB B JJOY

CpencTBa MOUCKa B 3JIEKTPOHHBIX apXUBAX

TexHonoruu oOCTYXKMBaHUS Ha 0a3e JIEKTPOHHBIX aPXHUBOB
TexHOIOTUH IMOUCKA B 3JEKTPOHHBIX apXHUBaxX

TexHonoruu co3gaHus dJEKTPOHHBIX apXUBOB

XpaHEHHeE IEKTPOHHBIX APXUBHBIX TOKYMEHTOB PacIpeieIeHHOE
XpaHEHHE IEKTPOHHBIX APXUBHBIX JOKYMEHTOB LICHTPAJIN30BAHHOE
DJIEKTPOHHBIE TOKYMEHTHI

OkcnepTusa LIEHHOCTH 9JIEKTPOHHBIX JIOKYMEHTOB
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