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1. HEJIX 1 3AJAYHN OCBOEHUA JUCIUITJIMHbI

Henu: nzydeHue TEOPETUYECKUX MPOOJIEM U MPUKIAIHBIX acrekToB uHpopMatuzauu JJOY u
apxXHUBHOI'O Aeia.

3aoauu:

- OCBOCHHE JMCLUUIUIMHBI HAIPABJICHO HA MPUOOpPETEHNE CTyIEHTaMU 3HaHUI O BHEIPCHUU
WH()OPMAITMOHHBIX TEXHOJOTUH B IeATEILHOCTD Ciry k061 IOV u B apXxuB;

- NpeaAMCTOM U3YUCHUSA ABJIAIOTCA I/IHq)OpMaL[I/IOHHBIG TCXHOJIOTHH, UX BHUbI,

- BO3MOKHOCTH M HalpaBJIEHUsS UX UCNoab30BaHus B JIOY u B apXuBHOM Jene;

- MPOIIECChl CO3/1aHusl, HAKOIUICHUS, XpaHEHHsI, IOUCKA U Mpe/CTaBIeHus nHopManuu u
JIOKYMEHTOB B AJIEGKTPOHHOM BHJE, a TakKe MH()OPMAllMOHHBIE TEXHOJIOTUU, HCIIOIb3yEeMbIE B
APXUBHOM XPAaHCHUU JOKYMCHTOB HA TPAAUIIUMOHHBIX HOCUTCIIAX.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO

Hucnunnmuna «Muadopmannonnbsie TexHonoruu B JIOY u apXxuBHOM Jenie» BXOJHWT B COCTaB
bnoka 1 «Wudpopmannonnsie TtexHosorud B JIOY wu apxuBHOM jene» M OTHOCHTCA K
obs3arensHoi wactu OIIOIT mo wampasnenuto moarotoBku 46.03.02. «/lokymeHToBeneHNE U
apXuBOBeACHHEY, MPoduib — «cToprdeckoe apXUBOBEICHUE.

Hucnunnmuna «MHpopManronnsie TexHonoruu B JIOY u apxuBHOM jene» u3ydaeTcs 1Mo OYHOM
dbopme oOyueHus B 5 ceMecTpe. BxoaHbie 3HaHUS, YMEHUS H KOMIIETEHIIMH, HEOOXOIUMBIE TS
U3YYEHHUs JaHHOTO Kypca, (OpMHpYIOTCS B Mpolecce H3y4eHHUs TaKUX JUCIUIUIMH, Kak:
JlokymeHnToBenenue, BBenenune B mpodeccuio, ApxuBoBereHue. .B pesynbraTe OcBOSHHS
JUCIHUIUIMHBL  QOPMHUPYIOTCS 3HAaHUS, YMEHUS W HABbIKM, HEOOXOAMMBbIE IJIs H3y4eHUs
CIEeAYIOIIMX JUCUUIUIMH: HayuyHo-TeXHHMuYecKre W SKOHOMUYECKHE apXuBbl, lcropuueckue
UCTOYHUKHA B MH(GOPMALMOHHOM OOUIecTBE, DJIEKTPOHHBIE APXMBBI, MPOXOXKICHUS MPAKTHK:
[IpousBonacTBEeHHAs MpakTUKa: OpeaaumuiomMHas u npouenypsl I'MA. B3aumocBsasp kypca ¢
npyrumu auctuummHamMu OTIOIT ciocoO¢cTBYeT mmanoMepHOMY (OPMHPOBAHUIO HEOOXOIUMBIX
KOMIIETSHIIHI ¥ yIITyOJICHHOHN MOATOTOBKE CTYICHTOB K PEIICHUIO CTICIUATbHBIX MPAKTHYCCKIX
po)eCCHOHAIIBHBIX 3aJ1a4.

3. KOMIIETEHIIUA OBYYAIOLUIET'OCsA, ®OPMUPYEMBIE B PE3YJIBTATE
OCBOEHUA JNCHUITJINHBI

[Ipomiecc ocBOEHHWS ITUCHUILIMHBI HAmpaBlieH Ha (OPMHUPOBAHHWE KOMIETCHIUH (JIEMEHTOB
cienyromux komnereHuuil) B coorBerctBuM ¢ ®I'OC BO u OIIOII BO no nanHOMy
HarnpapyieHU0 ToaAroToBku 46.03.02. «/lokyMeHTOBEIEHUE U apXUBOBEACHUE).

Ilepeuenv nnanupyemolx pe3yiomamoe 00yueHus no oucyuniune (MooyJio).

®opmupyemble NHaukaTopbl KOMIIeTeH N IlnanupyemMblie pe3yabTaThbl
KOMIIETeHIH U 00y4YeHus1 10 TUCUMILINHE,
XapakTepu3yume 3Tanbl
¢dopmupoBaHusi KOMIIETEH U

OIIK-4. Cniocoben OIIK -4.1. Bnageet 3HaTh: HOPMATUBHYIO 0a3y B
HCII0JIL30BAaTh COBPEMEHHBIMU TEOPETHUECKUMH | chepe nHpopMaMoHHO-

0a30BbIc 3HAHUS B Y TIPAaBOBBIMH OCHOBaMH KOMMYHHKAIIHOHHBIX TEXHOJIOTHIM
o0mactu IpUMEHEHHs HH(POPMAIIMOHHO- IIPUMEHUTEIBHO K BOIIPOCAM
UH(POPMAIIHOHHO- KOMMYHHUKAITHOHHBIX OpraHu3aIuy TOKYMEHTAIIMOHHOTO
KOMMYHHKAIIHOHHBIX | TEXHOJIOTHI B cepe o0ecrieyeHns yrpaBJIeHUs U
TEXHOJIOTUH B chepe | JOKYMEHTAI[HOHHOTO apXUBHOTO JIeJa

cBoeH o0ecrieyeHus yrpaBieHus 1 YMerb: IpUMEHATH

po)eCCHOHAIBHON | apXWBHOTO Jieja nH(OpMaIMOHHO-




JCATCIIBHOCTH

KOMMYHHKAI[MOHHbIE TEXHOJIOTUU B
IIPaKTUYECKOU NEeATEIbHOCTH
Baagers: HaBbiIKaMu paboOTHI C
COBPEMEHHBIMU
MH(OPMAaLlMOHHBIMU CHCTEMaMHU B
chepe JOKYMEHTAIMOHHOTO
obecrieueHus YIpaBICHUS "
apXUBHOTO JIeJa

OIIK -4.2. [Ipumenser

COBpeMEeHHbIE HH(OPMALIMOHHO-

KOMMYHUKAIITMOHHBIC
TEXHOJIOTUH MPH PEIICHHH
OpraHU3aIMOHHO-
yIPaBICHYECKUX 33124 B
npodeccroHabHOM
JeSATeIbHOCTH;

3HATh: TEXHOJIOTHIO pabOTHI B
MH()OPMAIIMOHHBIX CHCTEMAax
YMerTh: UCIIOIB30BATH
nH(pOpMaIMOHHO-
KOMMYHHKAIIHOHHBIE TEXHOJIOTUU
NP peIICHUHU MPO(HECCHOHATBHBIX
3a1a4
BaageTh: HaBbIKaMH BBIOOpPA
UH(POPMALIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOT U
IPY PELICHUU OpraHU3aluoOHHO-
yIIPaBICHYECKUX 3a7a4

OIIK- 4.3. O6nangaet u
JEMOHCTPHPYET HaBbIKAMHU
WCIIOJI30BAHUS
MH(pOPMaITMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHH B chepe
JOKYMEHTAI[MOHHOTO
oOecTieYeHHs yIpaBICHUS U
apXUBHOTO JIeTia

3HaTh: UHPOPMALIMOHHBIE
CHCTEMBI, HCIIOJIb3YEMbIC B
JIOKYMEHTAITMOHHOM 00eCTIieYeHUN
yIIpaBJICHUS] © apPXUBHOM JIeTIe
YMerh: UCO0JIb30BATh
nH(pOpMaIMOHHO-
KOMMYHHKAIIHOHHBIE TEXHOJIOTUU
C IIEJIbIO OpraHU3aIHN
JOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBieHUs U
aApXUBHOT'O XPAHCHUS JIOKYMEHTOB
Buagern: HaBBIKaMu BBIOOpA
ONITUMAJILHBIX HH()OPMAIIHOHHO-
KOMMYHHKAIIHOHHBIX PEIICHUI TIPU
BBITIOJTHEHUH PaboT 1O
JOKYMEHTAITUOHHOMY
00€eCTIeYeHNIO YIpaBICHUs U
aApXMUBHOMY €Ty

4. CTPYKTYPA U COAEPKAHUE JUCIHUIIJIMHDBI (mooynsa)

4.1 O6vem oucyunaunst (Mo0oyns)

O6bem (00mast TpymoeMKocTb) aucHuIuiHbl «MHpOpManmonnsle TexHoiorun B JIOY wu
apXUBHOM Jiene» cocraBisier 4 3e, 144 akaa. vaca, U3 HUX Ha OUYHOU Qopme oO0ydeHHS
KOHTaKkTHBIX 42 akan.4., CPC 57 akan.4., KOHTpoJb 45 akaz.d., GOpMBbI KOHTPOJIS — DK3aMEH.

4.2.1 Cmpykmypa oucyuniunst 011 04HOU hopmbl 00yueHUA.




Bunsl ydeOHOI paboTer™*, BKIIOUas
CaMOCTOSITENbHYI0 paboTy CTYAEHTOB
U TpyooeMKocTe (B dacax)/
yKa3aHHeM 3aHATHH, NPOBOIVMBIX B
MHTEPaKTHBHBIX (hopmMax

DOpMBI TEKYILIETO
KOHTPOJIS
yCIIeBaeMOCTH (10
Heoensim

Ne  |Tema/Paznen
cemecmpa)
II/II |AucuuminHbl 0 Dopya
= 5 MPOMEXYTOYHOM
% = § F.:; arrecTanuu (1o
% % % % § 8 cemecmpam)
QO = O = ~ O
1 Bgeneune 1 1 2 6 Onpoc/
ooxnad/
npeseHmayusl

2 | Ucropuss MexaHM3aluM U 1 1 6 Onpoc/
aBTomarm3anuu JJOVY. 0oknad/

npeseHmayus

3 | HopMmatuBHO-TIpaBOBas 1 2 2 2 6 Onpoc/
HOPMAaTUBHO- 0oknad/
METOIMYECKas Oasa, npeseHmayust
perIaMeHTHPYIOIIast
npoOJieMbl BHEIPEHUS W
UCIIOJIb30BAHUS
WH(pOPMaIMOHHBIX
texHojmorui B JIOV.

MexnyHapoaHblie U
HaI[MOHAJILHBIC CTAHAPTHI.

4 | OcHOBHBIE  OOBEKTHI | 2 2 6 Onpoc/
MIPUHITUTIBI ABTOMATU3AIHHI ooknad/
JOY wu  opraHuzauuu npeseHmayus
AJIEKTPOHHOTO
JIOKYMEHT0000pOTA.

5 | TexHONTOTMM  TIOATOTOBKH 2 2 2 6 Onpoc/
JIOKyMEHTOB B  cpene ooxnad/
odpucHpIx maketoB MS npeseHmayus
Office u np.

6 | basm JIAaHHBIX B 2 2 6 Pegpepam
nH(pOpPMaITMOHHOM
00ECTIeYeHNUH YITPABICHHSL.

7 | IlpuknagHOE MPOrpaMMHOE 2 2 7 Onpoc/
obecrneueHne JUIST ooknad/
aBTOMAaTH3UPOBAHHBIX npeseHmayusl
cucrem JIOY (AC 1IOY).

8 | VIHTepHET-TEeXHOIOTUH U 2 4 2 8 Onpoc/
nH(OpMAaIMOHHBIE ooxnaod/
PECypCHI, HCIIOJIb3YeMbIE B npeseHmayusl
JOY.

9 | YopaBnenue mocTymoMm K 2 2 6 Konmponvnas
JOKYMEHTUPOBAaHHOMN paboma
uHpOpMaInu.

10 | MpomexyTounas Ok3zamen no




aTrrecranus - 3K3aMCH

ounemam

11

Hroro:4 3.e, 144 4.

16 18 8 57 45
KOHTPOJIb

4.3. Cooeporcanue pazoenos oucyuniunvt (Mooyns)

Ne

HaumenoBanme pa3jaena
(mompasnesia, TeMbl)
JUCIUIINHBI

Conep:xkanue

BBeneHue B AUCIUTUTHHY

[Ipenmer, uens W 3agauv AUCHUIUIMHBL. VICTOYHUKH U
auTepaTypa MO JUCHUIUIMHE.  XapaKTepUCTHKa
3aKOHO/ATENbHBIX, HOPMATUBHBIX W METOIUYECKUX
JOKYMEHTOB, HAI[MOHAJIBHBIX U  MEXKIYHAapPOJIHBIX
CTaH/IapTOB [0 U3y4aeMOi MPOOIeMaTHKeE.

Mecto cpenu npyrux AMCHUILIMH. B3auMoCBs3b ¢ paHee
M3YYEHHBIMU AUCIUIUTMHAMM.

OcHOBHbIE TOHATHUA JUCHMIUIMHBL:  MEXaHHU3allus,
aBToMaTHu3anus U uHpopmaruzauus JOY u apxuBHOTO
nena, nH(pOpMaMOHHBIE TEXHOJIOTHH (UT),
uHpopmanuonnsie cuctembl (MC), KopropaTuBHbBIE
MH(OPMALlMOHHBIE  CHUCTEMbI, aBTOMAaTU3UPOBAHHBIE
cucrteMbl JIOY (AC JOY), 31eKTpOHHbIE TOKYMEHTHI.
ComnocTaBieHue MEXKIYHAPOJHOM UM OTEUYECTBEHHOMU
npOoQUITBLHON TEPMHUHOIOTHH.

Ponp Kkypca B COBEpIIEHCTBOBAaHMHM OpraHU3ALNU
paboTel ¢ JOKyMEHTaMH B YIPABICHUHU, CO3JaHUU
ONITUMATBHBIX YCIIOBUM paboTsl CITY X0
JIOKYMEHTAIMOHHOTO 00eCTIeUeHUs YIIPaBICHUSI.
3nauenne wuHpopmatuzanmu JIOY Ha COBpeMEHHOM
srame. OCHOBHBIE HH(DOPMAIIMOHHBIE TEXHOJOTHUH,
npumensembie B JIOY. HudopmanmonHsie CcBOHCTBA
JOKYMEHTOB. 3aKOHOMEPHOCTH pOCTa M CTapeHHs
JOKYMEHTHON uWH(opManuu. ABTOMATH3UPOBAHHBIE

UH(POPMALIMOHHO-TTIONUCKOBBIE CHCTEMBI U ux
kinaccudukanusa.  OtpacneBas — cucreMa  Hay4dHO-
TEXHUUYECKOHN uHpOpMaLUn B o0mactu
JIOKYMEHTOBE/ICHHSL.

Tema 1. Hcropus
MEXaHU3aIuu u
apromarusanuu JIOVY.

OcHOBHBIE 3Tanbl

aproMaruzanuu JOY

Dramnbl BHEIPEHUS aBTOMATU3MPOBAHHBIX TEXHOJOTHI
00paboOTKH, CO3/IaHWs, WCIOJb30BAaHUS M XPaHEHUS
JOKYMEHTOB. DBOJNIOLHUS JTHX TEXHOIOTUH U HUX
BJIMSHUE Ha MPOLEeCcChl JOKYMEHTHpoBaHus. M3ydeHue
OCOOCHHOCTEH M  3aKOHOMEpPHOCTEH  paboThl ¢
JOKYMEHTaMH,  3a(QUKCUPOBAaHHBIMH  Ha  HOBBIX
HOCHTETISIX uH(pOopMaIuu (MamuHOYMTAEMBIC
JIOKYMEHTBI, SIEKTPOHHbBIE TOKYMEHTHI).

Coznmanue OOIIeroCyAapCTBEHHOW cHCTEMBI cOopa u
00paboTkn wHGOPMAMK IS y4eTa, TUIAaHUPOBAHHS U
ynpasiaeHuss  HapoaHbIM  xozsiictBoM  (OI'AC),
ABTOMATU3MPOBAHHBIX OTPACIIEBBIX CHCTEM YIIPABICHUS
(ACY). TwumoBas cucTemMa JIOKYMEHTAllMOHHOTO
obecnieuenus ympasienus (TCO).

Cozmanue  aBTOMATH3MPOBAHHBIX  WH(MOPMAIMOHHO-
MTOMCKOBBIX CHCTEM II0 YYE€THOM M CTAaTHUCTHUYECKOU




JOKYMEHTAI1H, aBTOMaTH3UPOBAHHBIX cucTeM
KOHTpPOJIs ucroHeHus TokyMeHToB (ACKI /).

Tema 2. HopmaruBHo-
paBoBass ¥ HOPMATUBHO-
METOANYECKAS 0asa,
perIaMeHTHPYIOIIast
npoOJeMbl BHEIPEHUS |
UCTIONIb30BaHUS
nH(pOpPMaAITMOHHBIX
texnonoruii B JIOY.
MexayHapoaHbie Hu
HAI[MOHAJIbHBIC
CTaHapThI

MexyHapoaHbie MpaBoBbie akThl. OKMHABCKasi XapTus
rinobanbHOro MHpopManroHHoro odmiectsa ot 2000 T.
Hexnapamuss BcemMupHO BCTpedr Ha BBICHIEM YPOBHE
no BompocaMm HH(popmarmonHoro obmectsa ot 2003 T.
(C M3MEHEHUSIMU M JIOTIOJIHCHUSAMH). MexayHapo HbIe
MIPaBOBBIC AKTHI.
3akoHOMATENbHBIE W TOA3aKOHHBIE akThl PD B cdepe
DIIEKTPOHHOTO  JIOKyMeHTooOopoTra. 3akoH P® ot
06.04.2011 1. No 63-P3 «OO0 3JIEKTPOHHOU IOITUCK.
3akon P® ot 27 wuronms 2006 1. Ne 149-03 «O6
uHpopmarnuy, WHOOPMAIMOHHBIX TEXHOJIOTHSIX M O
3amute nHpopmaruny. Kogekce PO.
[TocranoBnenus u pacnopsixenusi [IpaBurtenscrBa PO,
dbenepanbHbie u peruoHalibHbIE MpOrpamMMBbl,
KOHIIEIIINH. ITocTanoBnenue [IpaBuTenscTBa
Poccuiickoit ®eneparyu ot 06 centsaops 2012 r. Ne 890
«O Mepax MO COBEpPUICHCTBOBAHUIO 3JIEKTPOHHOTO
JOKYMEHTOO0OpOTa B  OpraHax TOCYJapCTBEHHOM
Biactu». I[loctanoBnenue IIpaBurenbctBa Poccuiickoi
@eneparun ot 22 centsops 2009 r. Ne 754 «O6
YTBEPKACHUU [Tonoxxenus 0 cucTeme
MEXBEJJOMCTBEHHOT'O AJIEKTPOHHOIO
nokymeHToo0opotay. IloctanoBnenue IlpaButenbcrBa
Poccuiickoit ®enepannu ot 07 centsiops 2011 . Ne 751
«O BHeceHun uameHenuii B [IpaBuia aenonpons3BoACTBa
B (enepanbHBIX OpraHax HWCIOJTHUTEIHHOW BIACTHY.
[TocranoBnenue [IpaButensctBa P® ot 15.06.2009 r. Ne
477 «O06 yrBepxkaenun llpaBun nemomnpousBojicTBa B
denepanbHbBIX OpraHax HCIOJIHUTEIBHOM  BIIACTH».
[Mocranosnenne IIpaButensctBa P or 25 nexabps
2007 r. Ne 931 «O HEKOTOpPBIX Mepax MO 00ECIECYCHHUIO
WH(OPMAIIMOHHOTO B3aUMOJCUCTBUS TOCYNaPCTBEHHBIX
OpraHOB M OPraHOB MECTHOI'O CaMOYIPAaBIIEHUS MPHU
OKa3aHUM TOCYJApCTBEHHBIX YCIYr TpaXJaHaMm H
opranuzanusim». [locranosnenue [IpaButenscrBa PO ot
28 suBaps 2002 r. Ne 65 «O denepanbHoil 1en€BOM
nporpamme  «OnektponHas Poccus  (2002—2010
roael)» (C U3MEH, W JOIOJIHEH, OT 15 aBrycra
2006 1.). Pacmopsixenue IlpaBurenbctBa Poccuiickoii
@eneparun ot 20 oxTsa6ps 2010 1. Ne 1815 «O
rocynapcTBeHHoOUW nporpamme Poccuiickoit @enepannu
«HUupopmarnmonnoe obmectBo (2011—2021 roasi)».

Pacnopsixenue [IpaBuTenscTBa Poccuiickoit
Oeneparun ot 17 nekabps 2010 roma Ne 2299-p «O
I1aHe nepexo/a benepanbHbIX OpraHoB

UCTIOJIHUTENIHOW BIAcTU M (pelepantbHbIX OOIKETHBIX
YUpEeXICHUN Ha HCIOJIb30BaHUE CcBOOOHOTO
IPOrPaMMHOT0 o0ecTieYeHus». Pacnopsixenue
[IpaButenscTBa Poccuiickoit deneparuum ot 12 derpans
2011 1. Ne 176-p «OO0 yTBepXkJIEHUHM IUIaHA




MEPONpUIATHI 1O Tmepexoay QenepalbHbIX OpPraHOB
MCIIOJIHUTEIIHON BJIACTH Ha 6e30yMaXKHBIH
JOKYMEHTOOOOpOT TMpH  OpraHu3allid  BHYTpPEHHEH
nesrenpHOoCTHY. Pacniopsikenue llpasurensctBa PO ot
6 mas 2008 r. Ne 632-p «O06 omobpenun Konneniuu
dbopMupoBaHUS B Poccuiickoit ®enepauun
BJIEKTPOHHOTO  mpaButTenbcTBa 10 2010  romay.
Pacniopskenue IlpaButensctsa PO ot 17 utons 2006 r.
No 1024-p «O Kounnenmuu peruoHaNIbHOM
uHpopmaruzamn 1o 2010 roma». Pacnopsikenue
[TpaButensctBa PO ot 27 centsops 2004 r. Ne 1244-p
«O KoHuenmuu uCMoNb30BaHUS  WHGOPMAIIMOHHBIX
TEXHOJIOTUIl B JESATENbHOCTH (pelepabHbIX OpPraHoB
rocynapctBeHHo# BiacTu 10 2010 rogay.

Crparerusi pa3BuTusi MHPOPMAIIMOHHOTO OOIIECTBAa B
Poccuiickoit ®enepannu (YtBepxaeHa Ilpesunentom
P® B. [Tyrunevm 7 dpespans 2008 1., Ne [Tp — 212).
CoBer mo WHPOPMAIIMOHHON O€30MacHOCTH  IPHU
[Ipesunente PO.

HopmaruBHO-MeTOAMUYECKHE TOKYMEHTHI M CTaHIAPTHI.
I'OCT 34.03-90. «MuapopManiOHHAsT TEXHOJOTHSL.
Kommiiekc  crangaproB Ha  aBTOMaTHU3UPOBAHHBIE
cucTeMbl: ABTOMaTU3UPOBAHHBIE CUCTEMBI: TepMUHBI U
onpenenenus», ['OCT 34.601-90. «udopmannonnas
TEXHOJIOTHSI. Kommekc CTaHJapTOB Ha
aBTOMATHU3UPOBAHHBIE CHUCTEMBI: ABTOMAaTU3UPOBAHHBIE
CUCTEMEIL: Craguu CO3aHUI. HanwmonanbHrie
CTaHJapThl, pa3paboTaHHBIE Ha 0aze MEXIyHApOIHBIX
craugapros  UICO (I'OCT P HCO 15489-1-2007
«CUBUJI.  VYnpaBnenue  pokymeHntamu.  OOmue
tpeboBanus»; ['OCT P UCO 23081-1-2008 «CUBU/I.
IIpoueccsl ympaBneHus HOKyMeHTamMHu. MeranaHHble
s pokymentoB. Yacte 1. Ilpuanunery), 'OCT P
NCO/M3BK 26300-2010 «MHpopmanoHHas
texnosorusi. ®opmar OpenDocument nias 0hUCHBIX
npunoxenuit (OpenDocument) v. 1.0» u ap.

Tema 3. OcHOBHBIE
06’5 CKThI nu HpI/IHI_[I/IHI:I
apromaruzanuun  JIOY wu
OpraHusanuu
3JICKTPOHHOTO
JOKYMEHT0000poTa

lemn w 3amaud, CTOSAIIME TIPU  MCIOJIb30BaHUU
uHpopMaunoHHbIX TexHojorud B JIOY Tumossie
3agaun  aBroMaru3auuu JIOY: co3ganue, mnepenaua,
XpaHEeHHUe, MOUCK, KOHTPOJIb UCIIOJIHEHUSI IOKYMEHTOB.
OcHOBHBIE nH(pOpMaIMOHHbIE TEXHOJIOTHH,
ucnone3dyemble B JIOY uw  ux  KiaccupHKaims.
TexHonOoruM: BKJIIOYECHHS JOKYMEHTOB B CHUCTEMY
VOpaBJICHUS JOKYMEHTAMU M PETUCTpAllMd B HEW;
yIpaBJICHUS JTIOKYMEHTaMHU B CHCTEME
(pacmpeneieHHOTO YIPaBJICHUS JIOKYMEHTaMHu );
JIOCTyNa, TOMCKAa W HCHOJIb30BAHUS JIOKYMEHTOB B
CHUCTEME M KOHTPOJIS 32 UX UCIOJHEHHEM; XPaHEHUS U
YHUUYTOXKEHUSI JTOKYMEHTOB. TEXHOJIOrMHM MOTOKOBOIO
CKAaHUPOBAHMS U Pa3MHOKEHUSI IOKYMEHTOB U T.II.

[ToHsiTHE «3AEKTPOHHBIM TOKYMEHT». OCHOBHBIE BHUJIBI
AJIIEKTPOHHBIX JIOKYMEHTOB. DJIEKTPOHHAS MOAMNCH.




Bunpr uHbOpManmu, comepkKarieicss B AJIEKTPOHHOM
JIOKYMEHTE: TEeKCTOBas, rpadudeckas, TabnuyHas u T.11.
[TonsiTHE <«ONEKTPOHHBIA JTOKYMEHTOOOOPOT», €ro
BO3MOXXHOCTH U IIYTH UCIOJIb30BaHHUS.

OCHOBBI  IOPUAMYECKH  3HAYUMOTO  BJIEKTPOHHOTO
JOKYMEHTO000pOTa. HopmarusHo-npaBoBoe
obecrnieueHue MIPOLIECCOB HCIIOJIb30BaHUS
UHPOPMALMOHHBIX TexHonoruii B JIOVY.

OcHoBHBIE BUIBI (GopMaroB, ucnonbdyembie B J[OVY.
@dopmaThl TMPEACTABICHUS W XPaHEHUS DICKTPOHHBIX
nokymeHTOB. OTtkpeiThie  (opmaTel. [lepcrieKTUBBI
UCTIOJIb30BAaHUSI OTKPBITBIX (OPMATOB U CBOOOJHOTO
nporpammuoro obecneuenus (CIIO) B Poccum u 3a
pyoexxom. HopmaTuBHO-TIpaBOBBIE W METOAWYECKHE
JIOKYMEHTHI, periaMeHTUpYIOIIHe MIPOLIECCHI
ucnonb3oBanus CI1O u oTkpeITEIX popmaroB B Poccun.
[Mpunuunel w  3Tanbsl  pa3paboOTKU U BHEAPEHUS
UH(OPMAIIMOHHBIX cHCTEM B JESITENIbHOCTD
opranuzanuu. 3amaud, (QYHKUMM W CTPYKTypa
uHpopmanmonHo  cuctemsl  (MC)  opranuzanuu.
Tepmunosorusi, wucnonssyemass B HWC. IIpoekTHbie
pelIeHUs] COBPEMEHHBIX HH(POPMALMOHHBIX CHCTEM B
obmactu JIOY. OTkpeIThIE HHGOPMAIIMOHHBIE CUCTEMBI,
KPUTEPHH UX OLICHKH.

Tema 4. TexHosoruu
MMOATOTOBKHU HOKYMCHTOB
B cpezie O(PUCHBIX MTaKeTOB
MS Office

[MpuHiunsel  mocTpoeHuss U (YHKIMOHMPOBAHUSA
opucHeix cucreM B cpexe makera MS Office.
[ToaroToBka, peructpamusi, 00pabOTKa W XpaHCHHE
JOKYMEHTOB cpencTBamu nakera MS Office.

[ToHsATHE «perucTpalioHHas KapTOykKa JIOKyMEHTa B
ACYl», Ha3HauCHHE M BO3MOXKHOCTH HCIIOJB30BaHUS.
Hcnonp3oBanne Ki1acCU(PUKATOPOB U PyOPUKATOPOB JIJIst
co3nanus b/l yuetHoro tumna.

Peanuzanus 3amaun KOHTPOJIA MCIOJIHEHHMST B cpelie
naketa MS Office. CTpykTypa cTaHAAapTHBIX 3alpOCOB
JUId  pelleHHus 3aJad  KOHTPOJs 3a MCIOJHEHHEM
nokyMeHTOB. [Ipumeps! uHTEpdEiicoB.

[ToHsATHS «OTUETOBY, «GHOPM» U «I1a0JIOHOB» B CUCTEME
MS Office. Ucnonbs3oBanue MmabIOHOB U 3JIEMEHTOB
aBTOTEKCTA.

JlonoHUTENbHBIE BO3MOXXHOCTH paboOThl ¢ O(PUCHBIMU
nporpammamu Word u Excel B MS Office:

- Coznanue na"eneil MHCTPYMEHTOB M KHOIIOK.

- ABTOMaTH3a1Msl BBIIOJIHEHHS 33Ja4 ¢ TIOMOIIbIO
MakpocoB. CriocoObl cO31aHUsT MAKPOCOB.

- ABTOMAaTHYECKOE  CO3/laHUE  OIJIaBJICHUS U
riioccapusi.

- Pabota ¢ popmamu u TabauIamu.

[IoHsATHE «KOMIIO3ULIMOHHBIN AJIEKTPOHHBIA JTOKYMEHT»
U TOpuHOMNBL  ero  co3fgaHud. KomOuHupoBaHue
Pa3HOBUAHOCTEU (TekcToBOi, rpapuyuecKoi,
TaOMMYHON) HH(GOPMAITUU B JOKYMEHTE.

Tema 5. ba3pl naHHBIX B

Ilonsartue 6as3pl nanHbIX. CTpykTypa 0asbpl JTaHHBIX.




nH(pOpMaTMOHHOM
o0ecreyeHn! yrpaBIeHHs

[TousTie mabimoHa ©0a3pl OAaHHBIX. THUIBL IIOJIEH ©
MaHHBIX. TexHonorus oOpaboTKM MaHHBIX. Mojaenu
MOCTPOEHUS 0a3bl JaHHBIX.

Kopnioparuubie 0a3bl JIaHHBIX. [TonsiTue
kopnopatuBHoit bJ] n koproparusHoit UC. TpeGoBanus
k koproparuBHoil bl 1 UC. OcoOEHHOCTH TEXHOJIOTHHI
«KJTUEHT-CEPBEPY.

OcHOBHBIE CcBOMcTBa 0a3bpl JaHHBIX MS  Access.
Ucnonp3oBanne MS Access ipu pemenuu 3agad JJOVY.
Cucrembl ynpasnenus 0Oaszamu  nanHHbix  (CYB]).
[Tpodeccuonanbapie CYBJI. Ilepconambapie CYB/I.
OIHOTIONB30BATEILCKUE W MHOT'OINOJIB30BATEIbCKUE
0a3bl nmaHHBIX. [lociemoBaTenbHBIN W TaApaIETHHBINA
noctyn. LleHTpann3oBaHHBIE U pacHpe/eeHHbIE 0a3bl
JTAHHBIX.
Hcnonb3oBanue bJ[ B
BJIACTHU W yIIPABJICHUS.

opraHax TIoCyJapCTBEHHOMI

Tema 6. IlpuknagHoe
POrPaMMHOE
obecrnieueHue
ABTOMATHU3MPOBAHHBIX
cucrem J1I0Y (AC 10Y)

IS

[Mpuznaku knaccuukanuu UHOOPMAIIMOHHBIX CHUCTEM:
YpOBEHb MHTETpallMM JaHHBIX B paMKax MpeANnpusiTus,
oTpaciv;  MHOTO(YHKIIMOHAIBHOCTb,  BO3MOXKHOCTHU
MacIITaOMPOBaHUSI CUCTEMBI, OXBAT PAa3JIMYHBIX CUCTEM
JOKYMEHTaIUH, pa3paboTyuK, OTHOIIICHHE K
OTE€UYECTBEHHBIM CTaHJlapTaM 0V,
MYJIbTH()OPMATHOCTH M OTKPHITOCTD (hopMarTa.

Cucremsl yIpaBiIeHUS JIOKYMEHTOO0OPOTOM.
KoprniopatusHble nH(pOpMaIMOHHBIE CHUCTEMBI. Bunsl u
pasHoBuaHoctu  AC  JIOY. Kpurepuu BbeIOOpa
kommnanun-pazpadborunka AC JIOY. Kpurepun Bbioopa
AC JIOY wu HuHBIX M[OpOrpaMMHBIX MPOJTYKTOB
NPUMEHHUTEIBHO K 3ajauaM opraHuzanuu. PaspaboTka
TEXHUYECKOTo 3a/aHus. [IpuHIMIBI TPOEKTUPOBAHUS U
sranbl  BHeApeHus AC JIOY B JeaTenbHOCTD
opranuzanuu. Kpyr pemaemsix 3agau.

[Ipumeps! coBpemenHbIX oTeduecTBeHHBIX AC JIOY.
Cneunanu3upoBaHHble HH(POPMAIMOHHBIE CHCTEMBI:
KaJpoBble, OyXraJiTepckue, CTaTHUCTHYECKUE U JIp.
Bo3MOXHOCTH THMOBOM KOH(MHUTYpallMH MPOTPaMMHBIX
IPOIYKTOB.

CrnpaBoYHO-TIpaBOBbIE  MH(POPMAIIMOHHBIE  CHUCTEMBI.
OCHOBHBIE TNPUHIMIIBI TOCTPOCHHUS U MOJB30BAHMUA.
CnpaBouHo-nipaBoBbie cucTeMbl «KoHCynbTaHT-I1mrocy,
«[apant», «Kogekcy. «MHPOpMaIMOHHO-CIIPaBOYHAS
cucreMa apxuBHOU orpaciny (MCCAOQO).

Tema 7. HNurepner-
TEXHOJIOTUU u
UH(POPMAaLMOHHbIE
pecypehl, HCIHOJIb3yEeMbIe
B JIOY

[onsarue «mHpOpMALMOHHBIN pecypc». BHyTpeHnHue n
BHEIIIHUE, JIOKAJIbHbIE U IT100aJIbHbIe MH()OPMAIIMOHHBIE
pecypCBhl. Wndpacrpykrypa nH(pOPMAIIMOHHOM
NEeSITETbHOCTH.

[lonarue  wHpopmaumonHoit ceru. ['moGanbHbIC
Berunciutenbaple cetdk (WAN)  u  JoKanbHBIC
BbrunciautensHbele cetu (LAN).Pecypcel UHTepHeT s
crienanuctoB chepsr JOY.

Vcnonp3oBanue Bo3MokHocTell IHTepHeTa 11st oOMeHa




uH(popmaruel, opraHu3anuu KOH(EPEHINH, JTOCOK
O0OBSIBIICHHI, CAliTOB U T.II.

JlokanpbHOE W yJAJIEHHOE COEIMHEHHE KOMIIbIOTEPOB
(pabounx mect). Moaembl, NPUHIMIBI PabOTHl |
BO3MOXXKHOCTH. CpelcTBa OpraHu3alii BHYTPEHHHX M
BHEIIIHUX ceTell oOMeHa nHpopManuei B OpraHu3aiuy.
Texnonoruss Wurepuer — HWHtpaner. OCHOBHbBIE
MOHATHUS U METOJIMKA pabOThI B CETH.

OnektponHas  moyTta.  OcHOBHbIE  (QYHKIUH U
KOMIOHEHTHI. KOpuandeckue acreKThl MCIOJIb30BaHMUA.
[ToutroBBIE TIpOrpamMMBbl, BEOCANUTHI W METOAUKA WX
POCKTHPOBAHUS.

JOCTYIIOM
JIOKYMEHTHUPOBAHHOMN
uHpopMaun

Tema 8. VYmpapnenue

K

HOpMaTI/IBHO-HpaBOBHe H MCTOOAUYCCKUC OOKYMCHTHI,

perinaMeHTupyroLue poOIIeMbI JocTyna K
JTIOKYMEHTHPOBAaHHOW HH(POPMAIIHEH.
Kpurepuu Oe3ormacHOCTH AJIEKTPOHHOIO

TOKyMeHT00OopoTa.  OCHOBHBIE  METOIbl  3AIIUTHI
JOKYMEHTHPOBAaHHON MH(OpMAIUH.

Hoctyn, mpaBa JocTyma, KOHTPOJIb JOCTyNa U
UCTIOJIb30BaHUE JOKYMEHTHPOBAaHHON HH(pOpMAMM B
AC J10V.

MarepuanpHple  HOcUTENW  HMHGOpMAMM M HUX
dbu3ndeckas 3ammura.

[TpuHIHIIBI XpaHeHUus u YHHAYTOXKEHUSA
JIOKYMEHTHPOBaHHOW MHpOpMariu, BKiroueHHor B AC
JIOY.

5. OBPA3OBATEJIBHBIE TEXHOJIOT'MHA

Ne Buabst  yueOHbIX|OOpa3oBaTe/ibHbIE
HaumeHoBaHue pa3jaesa "
n/n 3aHATHH TeXHOJOTHH
1 2 3 4
1. |BBeaeHue B AMCUUIUIUHY Jlekmus 1. BBognas JIEKIUS C
HCIIOJIb30BAaHUEM
BUJICOMaTEPHATIOB
Cemunap 1. Omnpoc, pa3BepHyTas Oecena ¢
00CyXIeHUEM
JOKJIaa/Ipe3eHTAIINH.
CamocrositenbHas |KoHcynpTUpOBaHUE u
pabora MpoOBepKa JOMAITHUX 3aJaHui
MOCPEACTBOM 3JIEKTPOHHOM
noutsl/DOC
2. |Tema 1. Hcropus mexanuzaumu u|Jleknus 2. JIekiiug ¢  HCHOJIb30BaHUEM
apromatuzauuu JOY. BUIAEOMATEPHAIIOB
OcHoBHble dTambl  aBToMartm3aiuu|CemuHapsl 2 u 3. [Onpoc, pa3BepHyTas Oecena ¢
1(0)% o0CyX/1eHueM
JOKJIa1a/Ipe3eH Tl .
CamocrosrenbHas |KoHcynpTupoBanue u
pabora MpoBEpKa JOMAITHUX 3aJaHuit
IIOCPEACTBOM AJIEKTPOHHOMN
noutsl/DMOC
3. |Tema 2. HopmaruHo-mnpaBoBast u|Jlexuus 3. Jlekuusg ¢ UCHOJIB30BaHUEM
HOPMAaTHUBHO-METOINYECKas 0a3a, BUJICOMATEPHAIIOB




periaMeHTHPYIOIIast npobnembl |Cemunapel 4 u 5. |Omnpoc, pasBepHyTas Oecema ¢

BHEJIpEHUS u HCIOJIL30BaHUS o0cyXIeHuEeM

WH(POPMAIIMOHHBIX TEXHOJIOTHH B JOKJIaa/Ipe3eHTaIlU .

JOVY. CamocrosrenbHas |KoHcynpTupoBanue u

MexayHapoaHble W HaIllMOHAIbHBIE|paboTa MpOBEpPKa JOMAIIHUX 3aJaHUI

CTaHIapThl MOCPEJICTBOM AIEKTPOHHOU
moute/OMOC

Tema 3. OcuoBHble 00BeKkTHl H|Jlexiug 4. Jleknuss ¢ HCHOJIB30BAaHHEM

npuHIUnbel aBroMaruzauuu JJOY u BHJICOMAaTEPHUATIOB

OpraHu3auu anektporHoro|CemuHapsl 6 u 7. |Onpoc, pa3BepHyTas Oecena C
JTIOKyMEHTO00O0pOTa 00CyXIeHUEM noxJama/
MPE3EeHTALIUH. Brinonnenue
MPAKTUYECKOT O 3aJaHusl.
CamocrosrenbHas |KoHcynpTupoBanue u
pabora IpOBEpKa JOMAaITHUX 3aJaHuit
IIOCPEACTBOM AJIEKTPOHHOMN
noutsl/DMOC
Tema 4. Texnonoruu mnoarotoBku|JIekmus 5. Jlekuusa ¢  UCHOJIB30BaHUEM
JOKYMEHTOB B cpefe OQUCHBIX BUJICOMATEPHATIOB
naketoB MS Office
CemuHnap 8 u 9. BreinmosHeHne  MPaKTHYECKOIO
3a/1aHMUsl.
CamocrositenbHas |KoHcyapTUpOBaHUE u
pabora MpOBEpKa JOMAIIHUX 3aJaHUI
MOCPEACTBOM 3JIEKTPOHHOM
noutsl/DMOC
Tema 5. Bba3zul JTAHHBIX B|JIekmus 6. JIekiimg ¢  HCHOJIb30BaHUEM
MH(POPMALIMOHHOM obecriedyeHun BUJICOMATEpHAIIOB
YIpaBJICHUS Cemunap 10 u 11. |BeimosHeHHe  MPaKTUYECKOTO
3a/1aHMUsL.
CamocrositenbHas |KoHcyapTUpOBaHUE u
pabora MpOBEpKa JOMAIIHUX 3aJaHUI
MOCPEACTBOM 3JIEKTPOHHOU
noutsl/DMOC
Tema 6. IlpuxknagHoe nporpammuoe [Jlekuus 7. JIekiimg ¢  HCHOJIb30BaHUEM
obecrieyeHne ISt BUJICOMATEPHUAIIOB
apToMatuzupoBanHbix cucrem J1OY|Cemunap 12. Ompoc, pa3BepHyTas Oecenma c
(AC 10Y) o0cyXIeHuEeM
JOKJIa1a/TIpe3eHTaIUH.
CamocrosrenbHas |KoHcynpTupoBanue u
pabora poOBEepKa JOMAITHUX 3aJaHuit
IIOCPEACTBOM JIEKTPOHHOMN
noutsl/DMOC
Tema 7. WHrepHeT-TexHONOTMU M |JIekuus 8. JIekiimg ¢  HCHOJIb30BaHUEM
nH(OpMAaIMOHHBIE pecypchl, BUJIEOMATEPHUATIOB
ucnosibzyemeie B JI0Y Cemunap 13. BreinmosHeHne  mPaKTHYECKOIO
3a/1aHMUsL.
CamocrositenbHas |KoHcynpTUpOBaHUE u
pabora MpOBEpKa JOMAIIHUX 3aJaHUi
MOCPEACTBOM 3JIEKTPOHHOM
noutel/DMOC
Tema 8. Ymnpasnenue pocrynom K|JIekums 9. Jlekiimg ¢ HCHOJIb30BaHUEM




JOKYMEHTHUPOBAaHHOM UH(pOpMaLUK BUJICOMATEPHATIOB

Cemunap 14. Omnpoc, pa3BepHyTas Oecena ¢
00CyXIeHUEM
JOKJIaa/Ipe3eHTAIINH.

CamocrositenbHas |KoHcynpTUpOBaHUE u

pabora MpOBEpKa JOMAIIHUX 3aJaHUI
MOCPEACTBOM 3JIEKTPOHHOM
noutel/OOC

6. OHEHOYHBIE CPEJACTBA UIAA TEKYHIEI'O KOHTPOJIA YCIIEBAEMOCTHN,
MMPOMEXYTOYHOM ATTECTAILIAU 110 UTOI'AM OCBOEHUS TUCITATIIIMHBI
Texkymmii KOHTPOJIb BBINOJIHEHUS 3aJaHUi  (KOHTPOJb (OPMHUPOBAHUS KOMIETEHIIHUIN)
OCYILECTBIISICTCSI PETyJspHO, HAauMHAas C MEpBOM Henenu cemecTpa (BXOISIIUN KOHTPOJIB).
KoHTponbs u oneHMBaHME BBINOJIHEHUS OCYyLIECTBIseTcsl H 7-12 Henmene cemectpa. Texkymuid
KOHTPOJIb OCBOCHMSI OTACIBHBIX PAa3Aei]OB IHUCLUUIUIMHBI OCYILECTBISETCS NPU HMOMOUIM...
(HampuMep, BBITIOJHEHUS TBOPYECKHUX 3aJaHMU, OMpoca, KOHTPOJBHBIX 33JaHUl, TECTOBOTO
Mmarepuaia M Jip.) ...B 3aBEpPLICHUU U3ydeHHs Kaxaoro paszaena. Cucrema TEKYIIEro KOHTPOJIs
YCIIEBAEMOCTU  CIIY’)KMUT HE TOJBKO OLIEHKE YpPOBHS KOMIIETEHTHOCTHOW IOATOTOBKH
oOydJaromierocss U CrocoOCTBYET B JajbHEHIIEM Hanbojee Ka4yeCTBEHHOMY U OOBEKTHBHOMY
OLICHUBAHHUIO €r0 B XOJi¢ MPOMEXYTOYHOW aTTecTalMi, HO W CaMOOILIEHKE O0Y4Yarolerocsd,
CTUMYJIMPYS €70 YCUIIHS.

[Ipomexxyrounas artecranus no auctumnae: MuHdopmanuonnsie texnomorun B JIOY nu
apXUBHOM JIeJI€.

[IpomesxyTouHas arTecTanus NpoBOIUTCS B (hopMe IK3aMEHa.

6.1 Cucrema olleHUBAHUS

DopMa KOHTPOJIS Komvnerenuusi | Ouenka

Texyrmmii OIIK+4 3aYTEHO / HE 3aUTEHO

KOHTPOJIb:

Oripoc / KOITOKBUYM

[Ipesenranus OIIK-4

pedepar 3aUTEHO / He 3aUTEHO

KoHTtponbHas OIIK+4 OTJIMYHO/XOPOLIO/ yIOBJIETBOPUTEIHLHO/HEYIOBIIETBOPUTENHHO
pabora /Tect

[IpomexxyTouHas OIIK+4 OTJIMYHO/XOPOLIO/ yIOBJIETBOPUTETHLHO/HEYIOBIETBOPUTENHHO
aTTecTaIyst:

9K3aMeH

6.2. Onenounnblie cpeacTBa (MaTepHaabl) IS TeKyllero KOHTPOJISA YCIHEBAaeMOCTH,
NPOMEKYTOYHOM aTTECTAUM 00Y4aIOLIMXCSl 0 UCHHILIHHE:

IIpumepHas TemaTuka pedgepaToB

1.MccnenoBanne OCHOBHBIX OOBEKTOB U MPUHIUIIOB aBTOMATHU3ALUU B YIPABICHUH.
2.0nexTpoHHbIl  o¢puc. HMccnenoBaHue  COBpEMEHHBIX  MH(OPMAIMOHHBIX  TEXHOJIOTHUH,
ucnoabszyemsix B JIOV.

3.Mcnonb30BaHne aBTOMATU3UPOBAHHBIX HH(OPMALIMOHHBIX CUCTEM B YIPABICHUH.




4.AnHanu3 HOPMAaTHBHO-NPABOBBIX AaKTOB, PEIJIAMEHTUPYIOIIUX MPOLIECCHl BHEAPEHUS U
UCTIOJIb30BaHuUs HH(POpMaAIIMOHHBIX TexHosoruii B 10Y.
5.AHajau3 HOPMaTUBHO-METOANYECKUX JOKYMEHTOB, PErVIAMEHTUPYIOLINX MPOLIECCH] BHEAPEHUS U
UCTIOJIb30BaHuUs HH(OpMaAIIMOHHBIX TexHosoruii B I0Y.
6.HccnenoBanue (opMaToB AIIEKTPOHHBIX JJOKYMEHTOB, HCHOIB3yeMbIX B JJOY.
7.Mcnionb30BaHuE OTKPBITHIX (DOPMATOB 3JEKTPOHHBIX JJOKYMEHTOB U CBOOOIHOTO MPOTPAMMHOTO
obecrnieuenus yist penrenus 3anad JJOVY.
8.Benymue KoMnaHuu-pa3pabOTUUKH TPOrpaMMHBIX TIPoayKToB st JJOY u ux pa3paboTku.
9.0630p myONMMKAIMil OTEYECTBEHHBIX ABTOPOB II0 BOIPOCAM HCIOJIb30BAaHUS COBPEMEHHBIX
UHPOPMALMOHHBIX TexHonoruii B JIOVY.
10.0630p mnyOnukamuii 3apyOeKHBIX aBTOPOB IO BOMPOCAM HKCIIONH30BAHUS COBPEMEHHBIX
nH(popManMoHHBIX TexHojorui B JJOVY.
11.UccnenoBanue MpakTUKHA WCIIOIB30BAHUS COBPEMEHHBIX MH(MOpPMAIMOHHBIX TexHoiorui JJOY
3a py0exoM (1o cTpaHaMm, BRIOPAaHHBIM CTYJEHTAMH) U BO3MOXHOCTH NMPUMEHEHHS MX OIBITA B
Poccun.
12.be30ymarkHast TEXHOJIOTHUS TTOATOTOBKU JOKYMEHTOB.
13.Ilpuanue 1OPUANIECKON CUITBI AIEKTPOHHBIM TOKYMEHTaM.
14.Pecypcer UaTepuer mis cienuanmctoB chepor JJOY.
15.0cHOBHBIE 3Tanbl pa3BUTHs HHOOPMAITMOHHBIX TexHoJorui B JJIOY.
16.0OcHoBHbIE 3aaaun, cTosiue nepea ACY ] u nyTu ux pemeHus.
17.AHanu3 COBpEMEHHBIX WH(POPMAIMOHHBIX TEXHOJOTUHA CO3[aHWsA, XPaHEHUS U OOHOBIICHUS
JIOKYMEHTOB.
18.Mexannzauust 1 aBToMarusauus apxuBHoro nena B 1970-80-e rogsr B CCCP: TtexHuueckoe,
IPOTPaMMHOE, JIMHIBUCTUYECKOE 0oOecreueHue, MpUMEHEHHE aBTOMAaTH3UPOBAHHBIX TEXHOJIOTHIA
B apXMBHOM JIEJI€.
19.MexaHu3anust ¥ aBToMaTH3aust apxuBHOro Aena B 1950-90-e roxsl 3a pydexxoM (Ha mpumepe
HECKOJIBKUX CTPaH).
20.ITpoGnembl  aBTOMaTH3alMu  apxuBHOoro gema 1950-80-x romax B OTEYECTBEHHOU
apXMBOBEAYECKOU HAYKE.
21.CoBpemeHHasi HOpMAaTUBHO-IIpaBoBast 0a3za MH(PpOpPMATU3AIUK apXUBHOTO Aea B Poccun.
22 .Opranuzanus HHGOpMaTu3auu apxuBHoro nena B PO na gpenepaasaom yposue B 1990 — 2010
TOJIBI.
23.Uudopmaruzanus qesTeIbHOCTH apXUBHOTO YUPEKICHUS: OPraHU3alusl U MPaKTHKA.
24 1leHTphI-pa3pabOTIUKH TTPOTPAMM JIJIsI APXHUBHOM OTPACIIH.
25.1Ipobmembl  mHbOpMaTH3alMK apXUBHOTO Jena Ha KoHrpeccax MCA u MeXITyHapOIHBIX
coBelanusax apxuBucToB B 1950-2000-e rozsi.
26.Buenpenne wH(POpPMAIMOHHBIX TEXHOJOTUH B pabOTy apXxuWBa OpraHu3aluu (Ha TpUMEpe
KOHKPETHOT'O MUHHCTEPCTBA, BEIOMCTBA, yupexacHus) B 1960-1990-e romasr.
27.CoBpeMeHHbIE HHPOPMAIITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU B 00JIACTH KOMILIEKTOBAHUS
apXMBOB U SKCMHEPTU3bI IICHHOCTH IOKYMEHTOB (CpaBHEHHE HECKOJIBKUX apXUBOB).
28.CoBpemMeHHbIE UHPOPMAILIIOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUN TEXHOJIOTH B 00JaCTH yueTa
JIOKYMEHTOB B apXHBE (CPAaBHEHHE HECKOJIBKUX apXHUBOB).
29.CoBpemMeHHbIE HMH(DOPMAIIMOHHO-KOMMYHHMKAI[MOHHBIE TEXHOJOTHMM TEXHOJOTHM B o0iactu
co3manusi WHQPOPMAIMOHHO-TIONCKOBBIX apXWBHBIX CIPABOYHUKOB (OMHUCEH, KaTajaoros,
IyTEBOAMTENEHN, yKa3aTeaeil U Ap.) — BO3MOXKHO Ha IPUMEPE OJHOTO apXMBa WIIM HECKOJIBKUX
apXMBOB.
30.CoBpemeHHBIE WH(OPMAIIMOHHO-KOMMYHUKALIMOHHbBIE TEXHOJIOTUH B O0JACTH HCIIOJIb30BAHUS
JIOKYMEHTOB B apXUBE (CPAaBHEHHE HECKOJIbKUX apXUBOB).



31.Co3nanmne 6aHKOB JAaHHBIX HOPMATHBHON M METOJIMYECKON JOKYMEHTAIIMHU B apXUBHOM JIETIE.

32.07€KTpOHHBIE apXMBbl KaK YUYPEXKACHUS, OCYLIECTBIISIIOIIME JOITOBPEMEHHOE XpaHEHUE
AIIEKTPOHHBIX JOKYMEHTOB, B HAIlIeH CTpaHe U 3a PYyOEIKOM.

33.MexayHapoHble CTaHIApThl ONMCAHUS APXUBHBIX JOKYMEHTOB B IOMCKOBBIX cucTeMax B 1990-
e u 2010-e rogpr.

34.Co3nanue 0a3 JaHHBIX MO APXUBHBIM HCTOPUUECKUM UCTOUHUKAaM B 2010-e roas! (McTOpHUecKas
UHpOpPMATHKA U ApXUBBI).

35.MHopManimoHHbIE TEXHOIOTUU B ITYOJTUKAIIMN JOKYMEHTOB B apXUBaX.

36.Mu(popMaimoHHBIE TEXHOJIOTUU B PECTABPALIMH UCTOPHUYECKUX JOKYMEHTOB.

37.XpaHeHue 3IeKTPOHHBIX JOKYMEHTOB B OpraHM3allui: HOPMaTHBHAs U MeToAnYecKas Oa3a.

TeMbl KOHTPOJBbHBIX padoT
OcobeHHOCTH BHEIPEHUSI aBTOMATU3HPOBAHHBIX CUCTEM B cepe yrpaBieHUs.
YHuBepcanbHble HHOOPMALIMOHHBIE TEXHOJIOTMH MOATOTOBKHA JOKYMEHTOB.
HepCHeKTI/IBBI aBTOMaTu3aluu JOKYMCHTAIITUOHHOT'O 06€CH€‘-I€HI/I$I YIIpaBJICHUA.
OcHOBHBIE PEKBU3UTHI 3JIEKTPOHHOTO YIPABIECHUYECKOTO JJOKYMEHTO000pOTA.
NudpopmanMoHHbIE TEXHOJOTHM B YIPABICHUECKOW MAEATENbHOCTH: COCTOSHUE U
NEePCIIEKTUBBI Pa3BUTHSL.

SNk W=

6. CoBpemeHHble HMH(OPMAIIMOHHBIE TEXHOJOTHMM B 00ECHEUEHHH YIPaBICHYECKON
JIEATEIBbHOCTH.

7. HHTEepHET-TEeXHOJIOTHH B JOKYMEHTAI[HOHHOM O0OECTIEYEHUH YIIPABICHHUS.

8. [lepcnexkTrBBI aBTOMATU3ALUN OTEYECTBEHHOT'O JIEJIONPOU3BOCTBA.

9. ABTOMaTH3aIUS TOKyMEHTO000pOTA.

10. KommiekcupoBanue mnpunoxxennii MSWord u MS Access Ha mpumepe MOATOTOBKH
CEepUIHBIX ITHCEM.

11. [ToaroroBka maGJIO0HOB MEJIOBBIX MTOKyMEHTOB B cpeae MSWord. Hcnonb3oBanue
JUHAMUYECKH OIPEICISIEMbIX MOJICH.

12. [IpoekTrupoBaHue u peanusaiusi Makera 0OQOUCHONW CHCTEMBI TIOJITOTOBKH W PETHUCTPAIlUU
JIOKYMEHTOB C UCTOJIb30BaHueM npuiiokeHnit MSWord u MS Access.

13. [TpoextupoBanue u peanuzarus B cpene CYBJ] MS Acces makeTa 0pMCHON CUCTEMBI.

14.  HopmartuBHO-IipaBoBasi 6a3a 3JIeKTpOHHOTO JOKyMEHT0o0OopoTa B Poccuu.

15. CpaBHUTENBHBIN aHanu3 MPOTPAMMHBIX CUCTEM JIeTTONTPOU3BOJICTBA u
JIOKyMEHTO000pOoTA.

16. KoprnoparuBHbIie cCTeMBl aBTOMATH3AIMU JOKYMEHTO000pOTA.

17.  HopmaruBHo-mpaBoBas 0a3za ucrnonb3oBanust LTI,

18. Hcnonb3oBanne «00JaYHBIX)» TEXHOJIOTHH B YIIPABIICHUH OpPTaHU3AIEH.

19. DNEKTPOHHOE NPaBUTENILCTBO: UCTOPHSI BHEIPEHUE U COBPEMEHHOE COCTOSIHHUE.

20. DJIEKTPOHHBIN JOKYMEHT: COCTaB PEKBU3UTOB 1 HOPMATUBHOE PETYIUPOBAHMUE.

IIpumepHBbIe TeCTHI 1JIsi KOHTPOJbHOU PadoThl.

Tect Ne 1
Ne Komnerenuus Bonpoc BapuaHnTsbl 0TBETOB
n/n (4acrtp

KOMIIETEHLINH)




1. | OIIK-4 OO61eoTpacieBoe A. eQuWHbIE TPaBUIIA CO3IAHUS

IPOrpaMMHOE UH(POPMALIMOHHBIX  PECYPCOB
oOecrieueHue APXHUBOB PEToHa,
b. €IUHBIC CTaHJapThl
9TO — OTHCAHMSI ApXMBHBIX
JIOKYMEHTOB;
B. Ob6mepoccuiickue
KJ1acCU(UKATOPHI

JIOKYMEHTHOHM MH(POpMAIIHH;

I'. mporpamMmsI M1 KOMIUIEKCBI
nporpamMM, MpeaHa3HAYeHHbIE
JJI1 aBTOMAaTHU3alunu
OTNpeeNIEHHON TEXHOJIOTHH B
OIIPEEICHHOMN KaTeropuu
APXUBHBIX YUPEIKICHUI.

Bapwuanr 1.
1.
2.JluarBucTrueckoe obecrneueHrne MHPOPMAITMOHHO-TIOMCKOBOM CUCTEMBI 3TO —
A. KOMIUIEKC MPUKIAIHBIX MPOTPaAMM;
b. cucrema ynpapnenust 6azamMu 1aHHBIX;
B. COBOKYITHOCTH HCKYCCTBEHHBIX HH()OPMAIIMOHHO-TIOUCKOBBIX SI3BIKOB U CPEJICTB TIOUCKA;
['. COBOKYITHOCTH MPOTPaMMHO-AMNIAPaTHBIX CPEACTB BBOJIA, 0OpaOOTKHN U XpaHEHUs
uHpOpMaLUH.

3. OCHOBHBIM NPUHIMUIIOM WH(POPMATHU3ALNN APXUBHOTO €I SIBJISAETCS PUHIIUIL:

A. co3naHus pacupeeseHHbIX HH(OPMAlMOHHBIX PECYPCOB;

Bb.MonepHu3anuy npuMeHseMbIX TEXHOJIOTUI U IPOTPaMMHOT0 00ecreueHus;
B.BHEeIpeHNs NCKITIOUNTENBHO MEXKAPXUBHBIX HH()OPMAIIMOHHO-TIOUCKOBBIX CUCTEM;

I'. mpeeMCTBEHHOCTH TPAJAULMOHHBIX U ABTOMAaTU3UPOBAHHBIX TEXHOJIOTHIA MEXKIY COOOH.

4. Bueapenue nH(pOpMAIMOHHBIX TEXHOJOTHI B MacIITabax apXUBHON OTPACIIH PETYIUPYETCS U
IJIAHUPYETCS COTJIACHO

A. @enepanbHOMY 3aKOHY 00 «ApXHUBHOM Jiesie B PDy;

b. apxuBHOMY 3aKOHO/IaTENHLCTBY CYOBEKTOB (heepalui;

B.«OcHoOBHBIM TIpaBuIaM pabOThI apXHUBOB OpraHU3AIIHI;

I'.«IIporpamme nnpopmaTtuzanuu OenepaabHOr0 ApXUBHOTO areHTCTBAY;

5. OCHOBBI BHEJJPEHUS aBTOMATHU3UPOBAHHOTO Y4€Ta M CIIPaBOYHO-MIOMCKOBBIX cpencTB (AUIIC)
B MYHHULIMITAJIbHBIX apXUBaX 3aKPEIlJICHBI

A. B 3akoHe «O0 apxuBHOM ziesie B POy;

b. apxuBHOM 3aKOHOJATENHCTBE CYOBEKTOB (peAepalInH;

B. «OcHOBHBIMU ITpaBUIIAMH PAOOTHI APXUBOB OpraHU3ALUN»;

I «lIpaBumamu oOpraHM3alM¥ XpaHEHHs, KOMIUIEKTOBAHMs, YydYeTa U HCIOJIb30BaHUSA
JIOKYMEHTOB

A® PO u n1pyrux apXxuBHBIX JOKYMEHTOB B TOCY/IAPCTBEHHBIX 1 MYHULIMIAIBHBIX apXHUBaX».

6. Enunasi aBToMaTU3MpOBaHHAs OTpacieBasi CHCTEMa BHEIPEHA B apXUBHOM JIeJIe B 00JIaCTH
A. KOMIUIEKTOBaHUs apXUBOB;

b. skcnepTr3sl HEHHOCTH TOKYMEHTOB;

B. ydyera 10KyMeHTOB;

I'. ncnonp30BaHUs JOKYMEHTOB.



7. BHenpeHune 001eoTpaciaeBbIX MPOrpaMM B apXUBHOM Jiejie ClIOCOOCTBYET

A. MO/IepHM3AIUU TEXHUYECKOTO 00ECTIeYeHHS apXUBOB;

b. moBeimennto 3¢ peKTHBHOCTH TIJIAHUPOBAHKS pab0Yero BpEMEHH apXHUBHCTA,

B. coznanuio yHHKaIbHBIX HH()OPMAITMOHHO-TIOUCKOBBIX PECYPCOB;

[ wHTerpammun wu yHudukanuu (HOpMATOB JAaHHBIX W CO3JMAHHIO  MEKapXHBHBIX
UH(POPMALIMOHHBIX

CHCTEM.

8. C nenbro co3panus cTpaxoBoro ¢hoHAa u GoH/Ia MOJIB30BAHUS B apXUBaX MPUMEHSIETCS
A. MyJIbTUMEANITHBIE TEXHOJIOTUH;

b. nHpOopMaInMOHHO-TTONCKOBBIE CUCTEMBI;

B. ceTeBbie TEXHOIOTHY,

I'. TexHosorus onrppoBaHUSI.

9 . lenpto nHGOpMATH3AIIUN APXUBHOTO JIeJIa SBIISETCS:

A. OGecrieueHne yaqeHHOT0 JOCTYyIa MoJb30BaTee K nH(OPMAIIMOHHBIM pecypcaM apXHBOB;
b. [1oBbIlIEHNE TOYHOCTH U ONIEPATUBHOCTH y4eTa JOKYMEHTOB;

B. Co3nanue panoHanbHONM CUCTEMBI KOMIUIEKTOBAHUS, XPAHEHHS U IOUCKA HHPOPMALIUU
ApxuHoro (ponga PO ¢ momornsio HHPOPMAITMOHHBIX TEXHOJIOTHIA;

I'. Bce BhIIEnEpEYNCIEHHOE.

10. DneKTpoHHBIE TOKYMEHTHI BKJIIOUEHBI B cOCTaB ApxuBHOro (onga PO

A. Ha ocHoBanuu ¢enepanbHoro 3akona «O0 snexkrpoHHoM nmudpoBoi moamucu» Ne 1-d3 ot
10.01.2002

b. H a ocaoBanuu ¢enepanbroro 3akona Poccutickoit denepanuu «O0 apXUBHOM Jiejie B
Poccuiickoit ®enepanun» Ne 125-03 ot 22.10. 2004.

B. Ha ocnoBanuu (enepanpHoro 3akona «O06 nHbopmamiu, HHGOPMAIIMOHHBIX TEXHOJIOTHIX U
3amute uHpopmanum» Ne 149- @3 ot 27.07.2006

I'. Ha ocHoBanmu denepaibHOro 3akoHa «O0 0053aTeTLHOM IK3EMIUISIPE JOKYMEHTOB» Ne 77-
@3 ot 29.12.1994

Bapuanr 2.
Ne Komnerenuus Bonpoc BapuaHTbl 0TBETOB
n/n (4yacTp
KOMIIETEHLINH)
1. OIIK-4 baza nanHbIX € A. KommuiekToBanusl.
MIPUBEJICHHBIM HUXKE b. Yuera nokymeHTOB.
nepedHeMm nosueu B apxuse | B, Ilowcka [OKyMEHTOB U
UCIIONIB3YETCS JUIS: JOKYMEHTHOM MH(OpMAaIIHH.
I Koutponst ucnomHeHus
3aMpoCoB.
l.
Apxue Hazeanue B/{ l[lons.
I'A Teepckoii obracmu
(npumensemcs

makoice 6 apxueax Tromernu u



Tobonvcka 014
Kamanoauzayuu ¢porHoos
UCNONKOMOB 20PCOBEMO8)
nH(popMUpOBaHUE TPAXIaH O
CO3aHHBIX UMU
WH()OPMAIMOHHBIX pecypcax
«Pewenus u pacnopsiceHus
Kanunumnckoeo copoockozo
cosema 1.0. 1980-91 22.»

1. Pane yupesicoenus

2. Buo doxymenma,

3. Ne Ooxkymenma;

4. Hayanvuas oama;

5. Koneunas oama;

6. Cooepoicanue;

7. I'eoepacghus;

8. Ompacns;

9. Hazeanue yupesicoenus, 8
OMHOWEHUU KOMOPO2O NPUHAM
00KyMeHm,

10. @ono Ne;

11. Jleno No;

12. Onuce Ne;

13. Jlucm No.

1. K MmexxapxuBHBIM 0a3aM JaHHBIX OTHOCSITCS:

A. DIeKTpOHHBIN KaTalor «APXUTEKTypa U rpanoctpoutenscTBo Mocksbl, Cankt-IlerepOypra
U npuroposioB» Ha caiite PI'’A HT/I;

b. ba3za nanHbIX «ONBITHO-KOHCTpYKTOpCcKas qokyMmeHTauus B PITA HT»;

B. CD-ROM “10.A. I'arapun» u ero cereBas Bepcus Ha caiite PI'TA HT/I;

I'. Dnextponnslil myreBoautens no PI'A HT/I.

3. K MmexapxuBHBIM 0a3aM TaHHBIM OTHOCSATCS

A. AaHoTupoBaHHbIN peectp onuceir PI’A BM®;

b. Onner ponna Cubupckoro renepan ryoepuaropa B I'A Omckoit obnacTu;

B. [Iporpamma «Yuet apxuBHoro ¢honaa» B ['ocapxuse Boponexckoi obmacTu;
I'. PeecTp yHUKaJIBHBIX TOKYyMEHTOB ApxuBHOTO (onaa PO.

4. NaTerpupoBanHble 06a3bl TaHHBIX OTIUYAIOTCS:

A. HaTUYMEM ONMCAHHUK TOKYMEHTOB Pa3HbIX (POHIIOB;

b. HanmuueM onucaHU JOKYMEHTOB Pa3HbIX 3I10X;

B. Hanuumem pa3HbIX ypoBHEH onucanus (PoHI, ONMKCH, 170 U . ).
I'. HalMumeM onucaHui JOKYMEHTOB pa3HbIX apXUB

5.Y4erHble 0a3bl JaHHBIX IPEIHA3HAYCHBI IS
A. OCYIIECTBIICHUSI CTATUCTUYECKUX OTEpPAIUH.
b. opranuzanuu sKcrepTU3bl LEHHOCTH;

B. onpenenenusi CpokoB XpaHEHHUS JOKYMEHTOB;
I'. noucka 1OKyMeHTHON MH(POPMALIUY;

6. K anMuHHCTpaTHBHO-YIIpaBIeHYECKUM 0a3aM JaHHBIX OTHOCSTCS:
A. BJl no yuety 1OKyMEHTOB B apXHBE;



b. B/l no yuery ucCnoyb30BaHus JOKYMEHTOB B apXHUBCE;
B. B/1 «Karasor penieHuii ropucroiKkoMa B TOPOJCKOM apXHBE;
I'. B/l no BeieHUIO MIIaHOBO-OTYETHOM TOKYMEHTALIUU B apXUBax

7. K na(opManimoHHO-TIOUCKOBEIM 0a3aM JaHHBIX OTHOCSTCS

A. BJl no yueTy JOKyMEHTOB B apXUBE;

b. B/l no ydery ucnoJyib30BaHusl JOKYMEHTOB B apXHUBCE;

B. B/1 «Karasor penieHuii ropucrioikoMa B TOPOJCKOM apXHBE;
I'. B/I o BeIeHUIO IUNIAHOBO-OTYETHON JOKYMEHTALMK B apXUBaxX

8. baza maHHBIX CO CIIEIYIOIIUMHU MOJISIMU SIBIISIETCS:
A. YyertHou

b. aTerpupoBaHHON.

B. AAMUHHUCTpAaTUBHO-YyIPaBIECHYECKOM.
I'. ITonHOTEKCTOBOM.

Apxue Hazsanue b6azvl

OaHHbIX

llona

L[AOJIM «Obwecmeenmo-
noaumudecKue napmuu

U OBUINCEHUAY

1. Haumenosanue opeanuzayuu;

2. Hanpaenenue oesmenvHocmu napmuu,
3. Buo ookymenma,

4. 3azonoeok dokymenma

5. [lama ooxymenma;

6. [lonnoma mexcma,

7. Cnocob eocnpouseedenust;

8. Iloonunnocms,

9. Bpems nocmynnenus 6 apxus;

10. Ilouckosvie OanHvle,

11. Texcmul ycmagos u npocpamm napmutl.

9. baza gaHHBIX CO CIECIYIOIMIMMU MOJSMH SIBIISAETCS:
A. YyerHoii

b.ITonckoBoii.

B. AnMUHUCTPaTUBHO-YIIPaBIEHYECKOM.
I'. [IoTHOTEKCTOBO.

Apxue Hazeanue BJ[ Ilons

LXUJIK (PI'BA) B/[ no soennonieHHbiM
epaxcoanam I epmanuu,

AHnonuu. Aecmpuu,

Hmanuu,

Jloxcembypea,

Benepuu, [lonvwiu

nepuooa 6mopotu

MUPOBOU 8OUHBL (NO

¢onoy I'VIIBU).

1. @amunus

2. Uma

3. Umsa omya;

4. Jlama poorcoenus



5. Mecmo poowcoenus;

6. Mecmo scumenvcmea;

7. Bepoucnogedanue;

8. Cemertinoe nonoscenue;

9. I[lpogheccus;

10. Bounckoe 36anue;

11. Bounckas uacms,

12. Mecmo nnenenus,

13. Mecmo codeporcanus (naceps),
14. Mecmo 3axoponenusi.

10. ba3za maHHBIX CO CIAEAYIOUIMMHU MOJISIMU SBJISIETCS:
A. DIEKTpOHHOU ONKCHIO

b. DneKkTpoHHBIM KaTaJO0TrOM.

B. DnexTpoHHBIM yKa3aTenem.

I'. DneKTpOHHBIM MYTEBOAUTEIIEM.

Apxue Hazeanue b6azvl dannwix [lons Omyuemol
Tocyoapcme B/ « Mempuueckue knueu» 1.Ye30. Ilepeuenv mempuueckux 60eHHbll
apxue

Ceeponosck

ot obracmu

(I'ACO)

-c 1720 no 1916 2 . 2.Hacenennulii nynkm.
3.1{epxoswb, npuxoo, cobop.

4.I'00 3anucu.

5.Ne ghonoa.

6.Ne onucu.

7.Ne oena

8.Ne rucma.

KHU2 no oame,

MECMONNONACEHUIO NPUXOOA, YEPKBU.

Bonpocel 3k3aMeny

l. [Tonsatue «uHpOpMaLMOHHbBIE TeXHOMOTHI» B JIOY 1 apXxuBHOM s1ere.

2. OcHoBHbIE HHPOPMAIIMOHHBIE TEXHOJIOTHH, UCIIOJb3yeMble B yripaBieHuu. Haznauenue,
MECTO, POJIb.

3. OcHoBHbIE 3Tanbl aBToMaTu3anuu JJOVY.

4. 3akoHomaTenpHas 6a3a, perIaMeHTHUPYIOIIAs IPOIECChl TPUMEHEHUsT WH(HOPMAIMOHHBIX
texnonorui B JIOY.

5. OcHoBHBIE O0BEKTHI U IPUHIIUITBI aBTOMaTH3aruu JJOVY.

6. Llenu u 3agaun aBTromaTuzanuu JOVY.

7. OcHoBHble ~ WH(POPMAIMOHHBIE  TEXHOJIOTMH,  HUCIOJb3yeMble B  pabore ¢
MH(OPMaLlMOHHBIMU PECYpCaMU OpPTaHU3aIIIH.

8. [ToHATHUS «ANIEKTPOHHBIN TOKYMEHT» U «3JIEKTPOHHBIN TOKyMEHTOO00pOTY.

9. OtkpeiTeie Gopmatel 3] U cBOOOIHOE TporpaMMHOE OOecrieueHne, UX 3HaYeHUe I
JOYVY.

10. OcHOBHBIE 3Tarnbl pa3BUTHSA HHHOPMAITMOHHBIX TexHOIorui B JIOY.

IIpumepHBbIe onpochl 11 KOJIITOKBHYMA

1) Kak u3meHmIMch OCHOBHBIE LIEIH U HallpaBlieHUs: HHGOpMaTU3allMy apXUBHOTO JIea Ha



COBPEMEHHOM 3Tale 1o cpaBHEHUIO ¢ 1990-Mu rogamu (Ha OCHOBE OTPACIEBBIX IPOrpPaMM U
J1aHOB)?

2) B uem npeumyIiecTBa 00IIEOTPACIEBOr0 MPOrPAMMHOTO 00ECTICYEHHSI U KaKHe Pe3yIbTaThl
JIOCTUTHYTHI B €r0 pa3paboTKe M BHEAPEHUH B apXUBHBIX yupexaeHusax Poccun?

3) Packpoiite Ha mpuMepax OCHOBHBIC MPUHIUIIBI HH(POPMATH3AIMK APXUBHOTO j1eia B PO.
4)Korna MaliMHOYUTaeMbIe TOKYMEHTBI ObUTH O(UIIMAIBHO BKIIOYEHBI B COCTaB
roCyJapCTBEHHOT'O apXUBHOTO (hoHIa

ctpanbl? Kakue npo6ieMbl apXUBOBEIECHHUS MAIIMHOYNTAEMBIX IOKYMEHTOB 00CYXK1aTHCh
yueHbIMH B 1960-80-€ roas1?

5)[aiiTe ompesneneHre MOKyMEHTa Ha MAIIMHHOM HocuTene. Kakue cropbl BemayTcs ydeHbBIC
BOKpPYT 3TOTO OILIpEAEICHUS?

6)B 4em criennduka MaITHHOYNTAEMBIX TOKYMEHTOB KaK 00BbEKTOB apXUBHOI'O XpaHEHUS?
7)Kakue cylmecTBYIOT KOHIENINY TOCTOSHHOTO XPaHEHHsI MAllTMHOYNTAEMBIX IOKYMEHTOB B
3apyOexxHOM apxuBoBeaeHnH? KakoBbl cocTaB JOKYMEHTOB M (DYHKIIMM apXHUBOB AJIEKTPOHHBIX
JIOKYMEHTOB 32 pyOe:KoM (IPUBEIUTE IPUMEPHI TAKUX XPAHHUIIHUIL)?

8)KakoBsl crienupuyeckne (TEXHOJIOTHUECKHUE) KPUTEPUH SKCTIEPTU3BI LICHHOCTH AJIEKTPOHHBIX
JIOKYMEHTOB?

Temamuka umoz206bix NUCbMEHHBIX padom
1. Tematnueckue AUIIC B apxuBHOM nenie B 1970-80-e roebl.
2. Tematnueckue AUIIC B apxuBHOoM aene B 1990-e - 2000-e roasl.
3. Co3ganue THIOBOTO (00IIIE0TPACIEBOr0) MPOTPAMMHOT0 obecrieueHus B apxuBax B 1990-e-
2000 roapi.
4. llenTpanu3oBaHHas CHCTEMa aBTOMATU3WPOBAHHOTO y4yeTa JOKYMEHTOB ApXuBHOro (oHaa
PO.
5. IIpaBoBoe perynmupoBanue nHpopmMaTuzauu apxuBHoro aeia B 1990-e — 2010-e roapr.
6. OCHOBHBIC HampaBJICHUS U UTOTM WHPOpMATHU3aUMU apXuBHOTO naena B 1990-e — 2000-e
TOJIBI.
7. OcHOBHBIE HanpaieHus pa3BuTus MHTepHET-TexHONMOrMI B apxuBHOM Aene 1990-2000-x rr.
u
UH(OPMAaLMOHHbIE PeCYpChl apXUBHBIX yupexaeHuil B IHTepHere.
8. ApXUBbI MalITMHOYUTAEMBIX JTaHHBIX MHpa: UCTOPHS, COCTAB, ClIeNU(UKA XPAHIIIUXCS
JIOKYMEHTOB.
9. IlepcriekTHBHBIE HAIIPABIECHUS PA3BUTUS HHPOPMATH3AUU ApXUBHOTO JIeJIa HA COBPEMEHHOM
JTarne.

6.3. Kpumepuu oyenku pe3yibmamoe no Oucyuniune

Ounenka mo Kputepun oneHkn pe3y1bTaToB 00y4eHHUsI 110 AUCHHUILINHE
AUCHMILINHE
«OTIUYHOY/ BricraBnsercs o0yuaromemycs, eciu KOMIIETEeHIHSI(MH),

3aKperUieHHas 3a AUCIUIUITMHOM, copMupoBaHa (10 WHIWKATOpam/
pe3ynbrataM oOydeHus B opmaTe 3HAThb-yMETh-BIAJETh) B TOJTHOM
o0beMe Ha YpPOBHE «BBICOKHI», U 00yYaIOIUNCS JEMOHCTPUPYET Kak
pe3ynbraT OOydYeHHUs CIeAyIolIue 3HAaHUS, YMEHUS W HAaBBIKU:
oOyvaronuiics TIyOOKO W TMPOYHO YCBOWJ TEOPETUUYECKHH U
MPAKTUYECKUA MaTepual, MPOJEMOHCTPUPOBAT TO HAa 3aHATUSAX U B
X0/ MPOMEKYTOYHOU aTTECTALINH.

OOyJaromuiicss HCYEPIBIBAIONIE M JIOTHYECKH CTPOWHO U3JIaraer
y4eOHBIA MaTepuan, yMeeT CO4YeTaTh TEOPUI0 C MPaKTHKOM,
CIPABIISIETCS C pElICHHEeM 3a1a4 IPo(dheCCHOHATFHOW HAPaBIEHHOCTH
BBICOKOT'O YPOBHSI CJIO)KHOCTH, MPaBUIBHO OOOCHOBBIBAE€T NPUHSTHIE




Onenka o
JTUCIHUILINHE

Kputepuu onenku pe3yibTaToB 00y4eHHs 110 AUCHHUILINHE

peLeHHs.
CBoOonHO opHeHTuUpyeTcs B y4eOHOW H  mpodeccHOHANbHOM
JUTeparype.

OmneHka Mo OUCHMIUIMHE BBICTABIISAIOTCS OOyYaromemycs, ¢ y4€ToM
pe3yJbTaTOB TEKYIIEH M MPOMEKYTOUYHOM aTTECTAIMU.

«XOPOIIO»/

BricraBisiercss 00ydaromemycsi, €Clii OH 3HaeT TEOPETUYECKUHA H
MPaKTUYECKUI MaTepuai, rpaMOTHO U, 110 CYIIECTBY, U3JIaraeT ero Ha
3aHATUSX M B XOJ€ IPOMEKYTOUHOM aTTecTald, HE JOITycKas
CYILIECTBEHHBIX HETOYHOCTEH.

OOyuaronuiicss MpaBUJIBHO TNPHUMEHSET TEOPETUUYECKUE MOJOKCHUS
IIpU  PEHIEHUWH  IPAKTUYECKUX 3aja4  mpodeccroHalbHOM
HaIpaBJIEHHOCTH pasHoro YpOBHS CJIOXHOCTH, BJIa/IEET
HEO0OXOIMMBIMHU ISl 5TOTO HaBBIKAMU U IPUEMAMHU.

JlocTaTOYHO XOPOIIIO OPHEHTUPYETCS B yUeOHOU U IPOo(heCCHOHATBLHOM
auTeparype.

OmneHka Mo OUCHMIUIMHE BBICTABIISAIOTCS OOyYaromemycs, ¢ y4€ToM
pe3yJbTaTOB TEKYIEH U MPOMEKYTOUYHON aTTECTAIUH.

Komnerennuu, 3akperyi€HHble 3a TUCHMIUITMHOM, COpPMHUPOBAaHBI Ha
YPOBHE «XOPOUIUIAY.

«yZOBJIETBOPUTEIb
HO»

BricraBisiercss oOydaromemycsi, €ciidi OH 3HaeT Ha 0a30BOM YpOBHE
TEOPETUYECKUN W NPAKTUYECKUA MaTepuai, JOMYCKaeT OTIECIbHBIC
OIIMOKHY TIPHU €r0 M3JI0KEHUU Ha 3aHATUSAX M B XOJI€ MPOMEKYTOUHON
aTTeCTalUu.

OOyvaromuiics  UCHBITBIBACT  OMNpEACTIEHHBIE  3aTPYAHCHUS B
[IPUMEHEHUH  TEOPETHYECKUX MTOJIOKEHUH IpU  PELICHHUH
MPaKTUYECKUX 3a/1a4 npodeccroHanbHOM HaIpaBJICHHOCTH
CTaH/IaPTHOT'O YPOBHS CIOXHOCTH, BJa/ieeT HEOOXOUMBIMHU ISl 3TOTO
0a30BBIMU HABBIKAMH H IPUEMAMH.

JIeMOHCTpUPYET TOCTATOYHBIH YPOBEHb 3HAHUS YYCOHOU JTUTEPATYPHI
10 TUCLUIUIMHE.

OneHka Mo IUCIUILUIMHE BBICTABISIOTCA OOydaromemycs, ¢ y4éTom
pe3yJIbTaTOB TEKYILEW U IPOMEKYTOUYHOM aTTECTALUH.

Komnereniuu, 3akpervi€HHbIE 3a JUCIHUIUIMHON, COpMUPOBAHBI Ha
YPOBHE «IOCTAaTOUYHBIIN.

«HEYIOBJIETBOPUTE
JTBHOY

BricTaBnsercs obyuaromeMycsi, €Clid OH He 3HaeT Ha 0a30BOM ypOBHE
TEOPETUYECKH W TIPAaKTUYECKUH Marepuan, JONMyCKaeT Trpyoble
OLIMOKM MPU €ro M3JI0KEHUHU HA 3aHATUSAX U B XOJ€ IMPOMEXKYTOUHOU
aTTeCTallUu.

OOyuaronuiics MCHBITHIBAET CEPbE3HBIE 3aTPYAHEHUS B MPUMEHEHUH
TEOPETUYECKUX MOJOKEHUN NpHU pelIeHUH NPAaKTUYECKUX 3ajad
npodecCUOHANBHON  HANpaBICHHOCTH  CTAaHAAPTHOIO  YpPOBHS
CIIO)KHOCTH, HE BIIQJCET HEOOXOAWMBIMU JUI 3TOTO HABBIKAMU U
MPUEMAMHU.

JleMoHCTpHpYeT (pparMeHTapHble 3HaHUA Y4eOHOW JIMTEpaTyphl IO
JTUCLUIUINHE.

OneHka Mo OUCHMIUIMHE BBICTABIISIOTCS OOyYaromemycs, ¢ y4€ToM
pe3yJbTaTOB TEKYILEH U MPOMEKYTOUHON aTTECTAIUH.

KoMmnereHnun Ha ypoBHE <JIOCTaTOYHBII), 3aKpeIJIEHHBIE 32
JUCLUIUIMHON, HE COPMHUPOBAHBI.




7. VUEBHO-METOJMYECKOE W WH®OPMAIIMOHHOE OBECIIEYEHUE
T CHATIIAHBI

7.1.  Cnucox numepamypuvt u uCmo4YHUKO8

Ocnosnas: iumepamypa:

VYmpasieHnre J0KyMeHTaMH B IU(PPOBOI SKOHOMHKE: OpraHU3alHsl, perJaMeHTalltsl, pearu3alus
/ [ABt.: M.B. Jlapun, H.I'. CypoBuesa, E.B. TepenrseBa, B.®. fukosas]; mox pea. M.B.
Jlapuna. M.: PITYVY, 2021. 242 c.

Jlapun M.B. Un¢popmanronHoe obecriedeHue yrpasieHus: yueoHoe nocodue / M. B. Jlapun;
[M-Bo o6Opa3oBanus u Hayku Poc. ®enmepanum, Dexep. roc. O KETHOE 00pa3oBart.
yupexaeHue Boicil. oOpa3oBanus "Poc. roc. rymanutapssii yH-1"]. Mocksa: PITY, 2018. — 278
c.

Kynpusinos, /1. B. MadopmannonHoe u TeXHOJIOTHYECKOe obecredeHue npodeccHoHalIbHOMU
JeATEeTLHOCTH [ DIeKTPOHHBIN pecypc]: yueOHuk u npaktukyM / 1. B. Kynpusuos. - M.: IOpaiir,
2019. - 255 c. - (bakanasp. Ilpuknannoii kypc). - Pexxum nocryna: https://www.biblio-online.ru.
- ISBN 978-5-534-02523-1.

Kynsies, H.H. WupopmannoHHBIE TEXHOJIOTMM B JOKYMEHTAI[HOHHOM OOecreueHHH
yrOpaBieHUs U apxuBHOM nene: yueOHuk mius By3oB / H.H. Kynses, T.B. Konapamoga, E.B.
TepentbeBa, A.I'. ®abpuynHoB; mox obu1. pexa.n.ro.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynenueckass 6ubnmoreka) - ISBN 978-5-98704-786-6. - Pexxum moctyma:
http://znanium.com/catalog/product/1015021

AraabnoB B.I1. ba3el nanneix: YueOnuk: B 2 kaurax. - 1. - MockBa; Mocksa : M3gaTenbckuii
Hom "®OPYM" : OOO "Hayuno-uznarensckuii nentp MHOPA-M", 2018. - 271 c. - ISBN
9785819907139. http://znanium.com/go.php?1d=929256.

EBnokumoBa JI.LM. DJEKTpOHHBIH JOKyMEHTOOOOpPOT U obecneueHre O€30MaCHOCTH
cTaHIapTHBIMU cpenctBamu windows : YueOHoe mocobue. MockBa: OO0 "KVYPCy»: OO0
"Hayuno-n3narensckuii nentp HWMH®PA-M", 2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?1d=939786

WNndpopmanroHHble TEXHOJIIOTUH yIpaBieHus: yueouuk / b.B. UepHukoB. — 2-e us .,

nepepad. u gon. — M.: Ul «DOPYM» : UHDPA-M, 2017. — 368 c. — (Bsicmiee
oOpa3zoBanmue). - Pexxum goctyma: http://znanium.com/catalog/product/545268

Honoanumenvnasn:

KazakeBuu, T. A. JlokymMeHTaiMoHHOE oOOecIeueHue yrpaBieHUs [DIEKTPOHHBIH pecypc]:
yueOHuk u npaktukym / T. A. Kazakesuu, A. W. Tkanuu. - 2-e u3z.; ucmp. u jgom. - M.: FOpaiir,
2018. - 177 c. - (Ilpodeccrnonansroe obpazoBanme). - ISBN 978-5-534-06291-5.

BoobiieBa, ML.II. YnpaBieHdeckuil JOKyMEHTOOOOPOT: OT OyMa)KHOTO K 3JEKTPOHHOMY /
M.I1.boOreBa. — M.: U3a. nom MBH, 2010. — 295 c.

JloKkyMeHTaIlMoOHHOe OOecTieueHre yIpaBieHHs: y4eO.-pakT. Mmocodue B cxeMax, Ta0JuIax,
obOpasmax: yde0. mocoOue I CTYACHTOB, OOYYAlONmIMXCS TI0 HAIpaBiICHUIO TOJATOT.
"IlokymeHnToBenenue u apxuBosenenue" / B. A. ApacmanoBa. — Cypryr: PUO CypI'IlV,
2017.— 225 ¢. — Pexxum noctyma: https://lib.rucont.ru/efd/671638/info

Ky3Hnenos, C. JI. CoBpeMeHHBIE TEXHOJOTHH JOKYMEHTAIIMOHHOTO OOECIeUYEeHUs YIpaBICHUS
[Tekcrt]: yue6. mocobue mis ctya. By3oB, oOydaromnl. mo crer. 032001.65"JlokymeHTOBen. u
JOKyMeHTall. obecred. ynpasi." u OakanaBpuara mo Harpasil."JlOKyMeHTOBe. U apXxuBoBed." /
C. JI. Ky3nenoB. — Mocksa: MOU, 2010. — 232 c.

7.2. IlepeyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAMOHHOM ceTH « UHTEepHET».
DIeKTPOHHO-OMOIMOTEUHbIE CUCTEMBI, HHTEPHET-PECYPChI, COBPEMEHHBIE NMPO(hecCHOHAIbHBIE
0a3bl JTaHHBIX U UHPOPMALMOHHBIE CIIPABOYHBIE CHCTEMBI:

Kynbrypa P®: https://www.culture.ru/ [ DneKTpoHHBIH pecypc].

Hoctyn B ObC:




000 «2neKTpOHHOE U3/IaTEIHCTBO FOPAMT.
000 «H3narenbcTBO JIaHBY.
00O «llenTpanbhblit KomuiekTop 6ubmorek «bBUBKOM».

8. METOAUYECKHUE VYKA3AHHUS T1IO OCBOEHHUIKO JUCHUIIJIMHBI
MoAayJisl)
8.1. IInanvl cemunapckux/ npaKmuyuecKux 3aHAmuil

Onucanne cCeMUHAPCKUX 3aHATHIA:

Cemunap Ne 6. (2 wuac) Tema «Ilpuknaonoe npocpammnoe obdecneuenue 011
asmomamu3supogannvix cucmem /[0Y (AC 10Y)»

Bomnpocs! 11st 06cyxaeHus:

1. TTonsiTHEe TOKYMEHTAIBHBIE CUCTEMBI

2. CnpaBouHo-nipaBoBble cucTeMbl «l'apanT», «KoHcynpTranT». CXoICcTBa M pa3iavyHs.
JlocTonmHCTBA U HEOCTATKH

3. Ponib JOKYMEHTAJIBHBIX CUCTEM U 0a3 JaHHBIX B JOKYMEHTAIMOHHOM YIPaBICHUH

Cnucok numepamypol:

Ocnosnasn:

VYmpasieHrue JOKyMEHTaMH B IU(PPOBOI SIKOHOMHKE: OpTaHHU3aIHs, PETTIaMEHTAIIHS, PeaTu3alus
/ [ABt.: M.B. Jlapun, H.I'. CypoBueBa, E.B. TepenrseBa, B.®. fukosas]; Ilox pen. M.B.
Jlapuna. M.: PITYVY, 2021. 242 c.

Jlapun M.B. UHdopmarnmonnoe obecnieueHne yrpasiaeHus: yaeoHoe nocooue / M. B. JlapuH ;
[M-Bo oOpa3oBanmsi u Hayku Poc. ®Denepamuu, Denmep. roc. OromkeTHoe o0Opa3oBar.
yapexaeHue Beicil. 00pa3oBanus "Poc. roc. rymanutapusiii yH-T"]. MockBa: PITY, 2018. — 278
c.

Kynpusinos, /I. B. UndopmarnmorHoe u TEXHOJIOTHYECKOE oOecreueHne MmpoQecCHOHATBHON
JeSITeIbHOCTH [ DJIEKTPOHHBIN pecypc]: yueOHuk u npaktukyMm / [. B. Kynpusinos. - M.: FOpaiir,
2019. - 255 c. - (bakanaBp. [IpukmanHoit kypc). - Pexxum moctyma: https://www.biblio-online.ru.
- ISBN 978-5-534-02523-1.

Kynsiee, H.H. WabopmannoHHBIE TEXHOJIOTHHM B JOKYMEHTAI[MOHHOM oOOecleueHun
yIpaBJIeHUs] U apxXuBHOM jene: yueOHuk s By3oB / H.H. Kynses, T.B. Konapamona, E.B.
Tepentbea, A.I'. ®abpuynoB; nmox obul. pexa.n.ro.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynenueckass 6ubnmoreka) - ISBN 978-5-98704-786-6. - Pexxum moctyma:
http://znanium.com/catalog/product/1015021

AraabnoB B.II. ba3pl nannbeix: YueOonuk: B 2 xaurax. - 1. - MockBa; MockBa: M3naTenbckuii
Hom "®OPYM" : OOO "Hayuno-uznarensckuii nentp MHOPA-M", 2018. - 271 c. - ISBN
9785819907139. http://znanium.com/go.php?1d=929256.

EBnoxkumoBa JI.M. DJEKTpOHHBIH JOKyMEHTOOOOpPOT U obecneueHHe O€30MaCHOCTH
cTaHIapTHBIMU cpenctBamu windows : YueOHoe mocobue. MockBa: OO0 "KVYPCy»: OO0
"Hayuno-nznarensckuii nentp WMH®PA-M", 2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?1d=939786

WndpopmanroHHble TEXHOJIOTUH yIpaBieHus: yueonuk / b.B. UepHukoB. — 2-e usn.,

nepepad. u gon. — M.: Ul «®DOPYM» : UHDPA-M, 2017. — 368 c. — (Bricmee
oOpa3zoBanmue). - Pexxum goctyma: http://znanium.com/catalog/product/545268

Honoanumenvnan:

KazakeBuu, T. A. JlokymeHTaliMoHHOE oOOecIieueHue yImpaBieHUs [DIEKTPOHHBIA pecypc]:
yueOHuk u npaktukym / T. A. Kazakesuu, A. W. Tkanuu. - 2-e u3a.; ucmp. u jgom. - M.: FOpaiir,
2018. - 177 c. - (Ilpodeccronansuoe obpazoBanme). - ISBN 978-5-534-06291-5.



BoobiieBa, M.II. YnpaBieHueckuil JOKYMEHTOOOOPOT: OT OyMa)KHOTO K 3JEKTPOHHOMY /
M.I1.boOruteBa. — M.: U3a. nom MBDH, 2010. — 295 c.

JIoKyMeHTaIlMOHHOe OOecTieueHre yIpaBieHHs: y4eO.-lpakT. Mmocodue B cxeMax, Ta0JuIax,
obOpasmax: y4de0. mocoOue I CTYACHTOB, OOYYAlONIUXCS TI0 HAMpaBICHUIO TIOJATOT.
"JlokymeHnToBenenne u apxuBoseneHue" / B. A. ApacmanoBa. — Cypryr: PUO CypI'IlV,
2017.— 225 ¢. — Pexxum noctyma: https://lib.rucont.ru/efd/671638/info

Ky3Hnenos, C. JI. CoBpeMeHHBIE TEXHOJOTHH JOKYMEHTAIIMOHHOTO OOECICUYeHUs YIpaBICHUS
[Tekcrt]: yueb. mocobue misi ctya. By3oB, oOydaromnl. mo crer. 032001.65"JlokymeHTOBen. u
JOKyMeHTall. obecrieu. ynpasil." u OakanaBpuara mo Harpasil."JlJOKyMeHTOBe. U apXxuBoBea." /
C. JI. Ky3nenoB. — MockBa: MOU, 2010. — 232 c.

Cemunap Ne 7. (2 uac.) Tema «Hnmepuem-mexHnoiocuu u uH@opmayuonnvie pecypcwl,
ucnoawv3zyemoie ¢ /[0Y)»

Bormpocs! 11st 00¢cyx1eHust:

1. IToHsiTHE KOMITBIOTEPHBIE CETH. TOMONOIUs ceTen

2. 'uneptekct, MyabTUMEAUA, TUTIEPMETIUA

3. Ilopraunsl, caifTel, Opay3epsl.

4. Web-TexHOIOTHH.

5. Cucrema anpecaumu B cetd Internet (IP-ampec (cTpykrypa, cmocoObl BBIEICHUS U
0COOEHHOCTH UX NMPUMEHEHHsI ), TOMEHHBIN anpec, DNS-cepep).

6. URL (ampec pecypca) B MHTepHeTe: nmpeaHa3HAuYCHHE U CTPYKTYpA, PAa3IUYHbIE CXEMBI €ro
MCIIONTb30BaHus (1y1s 3arpoca crpanull Bcemuproii [TayTuHbl, 10CTy-T1a K 3JIEKTPOHHOM MOYTE).
7. DnexTpoHHas TNOYTa: TMpEJAHA3HAYEHHWE W OCHOBHBIE BO3MOXKHOCTH, COOOIEHHE M €ro
3JIEMEHTBI, aJpeC SJIEKTPOHHOM IOYTHI, OCHOBHBIE ONEpPAlMM C BXOJHBIMM M BBIXOJHBIMHU
COOOIIEHUSIMU, OCHOBHBIE PEKHUMBI OTIPABKU COOOIICHUIA, CTIOCO-ObI OMOBEIICHUS O PUOBITUN
MIOYTBHI.

8. Tennenuu pa3BUTHs TEXHOJIOTHI MIHTEpHET.

9. Texnonorust Web 2.0: cBoiicTBa, JOCTOMHCTBA M HEIOCTATKH, CEPBUCHI 1 HHCT-PYMEHTHI.

10. bror: onpexnenenue, BuAbl, GyHKIIUU U CBo¥cTBa OnoroB. Wiki: onpenencHue, si3bIK BUKH,
XapaKTEPUCTUKU BHUKHU.

11. Coumanehusbie 3aknanku. Learning 2.0.

12. KomniproTepHbIE BUPYCHI 1 aHTUBUPYCHBIE MPOTPAMMBbI

13. bezonacHOCTh B UHTEPHETE

14. CereBbie nHPOPMAITMOHHBIE TEXHOJIOTHH B pab0OTe JOKYMEHTOBEIA U apXUBapuyca

Cnucox numepamypot:

OcHognasn:

VYnpasieHne 10KyMEHTaMH B IU(PPOBOH YKOHOMHKE: OpraHu3alys, perijaMeHTalus, pealu3aus
/ [ABt.: M.B. Jlapun, H.I'. CypoBuesa, E.B. TepentseBa, B.®. SnkoBas]; [lox pea. M.B.
Jlapuna. M.: PITY, 2021. 242 c.

Jlapun M.B. MudopmarmonHoe obecriedenne ynpasieHus: ydyeOHoe nocodue / M. B. Jlapun ;
[M-Bo o0Opa3oBanus u Hayku Poc. ®enepanum, Denep. roc. O KETHOE 00pa3oBart.
yupexaeHue Boicil. oOpa3oBanus "Poc. roc. rymanutapssii yH-1"|. Mocksa: PITY, 2018. — 278
C.

Kynpusinos, 1. B. adopmanroHHoe 1 TeXHOJIOTHYECKOe obecreueHue npodheccHoHaIbHOM
NeATEeTLHOCTH [ DIeKTPOHHBIN pecypc]: yueOHuk u npakTukyM / . B. Kynmpusuos. - M.: IOpaiir,
2019. - 255 c. - (bakanasp. Ilpuknannoii kypc). - Pexxum nocryna: https://www.biblio-online.ru.
- ISBN 978-5-534-02523-1.

Kynsies, H.H. WupopmannoHHBIE TEXHOJIOTMM B JOKYMEHTAI[HOHHOM OOecreueHHH
yropaBieHUs: U apxuBHOM nene: yueOHuk aiusa By3oB / H.H. Kynses, T.B. Konapamoga, E.B.
TepentbeBa, A.I'. ®abpuynoB; mox obu1. pexa.n.ro.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -



408 c. - (Hoas crynenueckas Oubmmoreka) - ISBN 978-5-98704-786-6. - Pexum pocryma:
http://znanium.com/catalog/product/1015021

ArajabsnoB B.I1. ba3sl nanueix: YueOnuk: B 2 kaurax. - 1. - Mocksa; Mocksa : M3gaTenbckuii
Jom "®OPYM" : OOO "Hayuno-uznarensckuii neatp MHOPA-M", 2018. - 271 c. - ISBN
9785819907139. http://znanium.com/go.php?id=929256.

EBnoxkumoBa JI.LM. DOneKkTpoHHBIM JTOKYMEHTOOOOpPOT H oOecrnieueHne Oe30MmacHOCTH
CTaHJapTHBIMU cpencTBaMu windows : Yuebnoe mocobue. MockBa: OO0 "KYPC»: OO0
"Hayuno-m3narenbckuii 1ieHtp MH®OPA-M", 2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786

NudopmarnimonHbie TEXHOIOTHY yripaBiieHus: yueonuk / b.B. Uepaukos. — 2-¢ u3j.,

nepepad. u gon. — M.: UJI «®OPYM» : UHOPA-M, 2017. — 368 c¢. — (Briciiee
obpasoBanmue). - Pexxum gocryna: http://znanium.com/catalog/product/545268

/Jlonoanumensnasn:

Ka3zakeBuu, T. A. JlokymeHTallmoHHOEe oOecmedeHue YympaBlieHUs [DIEKTPOHHBIN pecypce]:
yaeOHuK u npaktukyM / T. A. KazakeBuu, A. U. Tkanuy. - 2-e u3z.; ucrp. u gon. - M.: Opaiir,
2018. - 177 c. - (IlpodeccuonansHoe odpazoBanue). - ISBN 978-5-534-06291-5.

boobiieBa, ML.II. YmpaBineHYeCKHd TOKYMEHTOOOOPOT: OT OyMaXHOTO K 3JIEKTPOHHOMY /
M.I1.Bo6suteBa. — M.: 31, mom MDOU, 2010. — 295 c.

JlokymMeHTaImoHHOEe OOeCIeYeHUe yMpaBlICHUs: y4eO.-MpakT. MocoOue B cxemax, Tabiuiax,
oOpa3ziax: yueb. mocobue nnsi CTYIEHTOB, OOy4YaloOUMXCS TI0 HAMPaBICHUIO MOJTOT.
"JlokymeHnToBeaeHrue u apxuBoBeneHue" / B. A. ApacmanoBa. — Cypryr: PUO CyplTlVY,
2017.— 225 ¢. — Pexkxum nocryma: https://lib.rucont.ru/efd/671638/info

Onucanne NpakKTHYECKUX 3AHATHI:

IIpakTnyeckas padora Ne 8. Tema «TexHOJOrHM NOATOTOBKH [JOKYMEHTOB B cpele
opucHbix nakeroB MS Office» (2 uac.)

Lenv pabomwl — IproOOpPECTH HABBIKK O (HOPMATUPOBAHHIO JOKYMEHTOB

3a0anue u Mmemoouxa 6vinoiHeHUs: 0O3HAKOMUTBCS C dJIeMEHTaMH (POpPMaTUPOBAHMS TOKyMEHTA:
pabora c¢ mabimoHaMM, BCTaBKAa pa3pblBOB, KOJOHTHUTYJIOB, KOJIOHOK, CTpPaHMI], MPUMEYaHUl,
CO3/laHHe OTrjaBlieHUs, andaBUTHOrO ykazaTens u T.1. CoznaHue M GpopMaTUpoBaHHE TaOJIHIl B
MS Word, MS Excel.

OtpabateiBaeTcsi (popMaTHpOBaHHE CIOKHOTO TEKCTOBOI'O JOKYMEHTa Ha INpHUMEpe TEeK-CTa
nabopaTopHoii paboTel. Bo BpeMms BbwIonHEHUs ngabopaTopHOl pabOThl HEOOXOAMMO aK-
[ICHTUPOBAaTh BHUMAaHHE CTYACHTOB Ha HamOoOJIee CIIOKHBIX MOMEHTaX — CO3JaHUU pPa3HBIX
KOJIOHTUTYJIOB, aBTOMaTUYECKOM COOpKE OTJIaBJICHMSI U JIEMEHTOB ajidaBUTHOrO ykazatens. 1o
pe3ylbTataM BBIMOJHEHHS CTYJIEHTaM MpeJiaractcs BHINIOJHUTh HHIWBUIYaJbHOE 3aJa-HHE:
orgopMaTHpoBaTh BBLAAHHBIM JOKYMEHT (IO BapHaHTaM) COIJIACHO MPEIIOXKEHHBIM
TpeOOBaHUSM.

Memoouueckue ykazanus no npo8eodeHuIo:

1. BeIITOJTHEHHE 3aJaHUI JTaOOPATOPHON PAOOTHI CTYJCHTAMHU

2. mpoBepKa BBIMOJIHEHHON 1a00paTOpHOI paboThI, AEMOHCTpAalLUs CTYACHTaMHU IOJY4YE€HHBIX
HABBIKOB 110 KaXJIOMY 33/IaHUIO.

3. BBIJIa4ya WHIUBUIYAIBHOTO 33J1aHus (JJOKYMEHTA)

4. Peanu3anus THUIIOBBIX 3a]1a4 AEJIOMPOU3BOACTBA Ha mpuMepe nakera MS Office.

5. Ucnonb3zoBanue OLE —texnonoruu. Co3gaHUe COCTABHBIX JIOKYMEHTOB, HCIIOJb30BaHUE
¢ynkunu cnusHUs B JokymeHtax MS Word.

6. Co3nanue u hopmatupoBanue Tabauir B MS Word, MS Excel, opranu3anus BeIYUCICHUN B
TabIuIax.



IIpakTnueckas padora Ne 9. Tema «ba3bl JaHHBIX B HH(OPMALMOHHOM oOOecneYeHHH
ynpasJieHus» (2 4ac.)

Llenv pabomuvl — pacCMOTPETh BO3MOXKHOCTHU TMPABOBOI MH(OPMAIIHOHHO-CIIPABOYHON CHCTEMBbI
«"apanT Knaccuk Ilmtocy, «KoHcynbTanT» B paboTe JOKyMEHTOBEIA

3adanue u memoouxa 8bINOIHEHUA.

1. Ucnionp3oBaHme MpaBoBOi HHPOPMAIIMOHHO-CTIpaBouHOM cuctembl «I apant Knaccuk [Tmtocy,
«KoHcynbTanT.

2. Kaprouku pekBusutoB cucrem '"['apant Knaccuk Ilmoc", «KoncynpranTty. Ilouck 1o
PEKBU3HUTAM U MOJTHOTEKCTOBBIN MOUCK.

Memoouueckue ykazanus no npogedeHuio:

1) paboTa ¢ TEOpETUYECKUM MAaTEpPUAJIOM;

2) BBINIOJHEHHE 33JJaHUH JTAOOPATOPHON PaOOTHI CTYJACHTAMHU:

3) mouck uHpopManuu, Kacaroriencs npodeccuoHaTbHON chephl NeITeTbHOCTH;

4) nmpoBepKa BBINMOJIHEHHBIX PadOoT: JEMOHCTPALUS CTYA€HTAMH MTOTyYCHHBIX HAaBBIKOB.

IIpakTnyeckas padora Ne 10. Tema «MHTepHeT-TeXHOJIOTMH M HWH(OPMaALMOHHBIE
pecypcsbl, ucnojibdyembie B IOY» (2 yac.)

Lenv pabomuvl — 03HAKOMUTHCS C MPUHIMIAMHA PaOOTHl B MOUCKOBBIX CHCTEMax U HAYyYUTHCS
OCYIIECTBIISATh MMOUCK HEOOXOIUMOM HH(pOpMAITUN

3adanue u memoouxa 8bINOIHEHUA.

1. O3HaKOMHUTBCS C IOMCKOBBIMU cucTeMaMu: rambler, yandex, google.

2. HayuuThcs OCyIIECTBISATH 3alIpOC IO He0OX0IuMOi HH(OPMALIHH.

3. Uudopmanmonnsie pecypcbl MHTEpHET B 0071aCTH JOKYMEHTOBEICHUSI K apXUBHOTO JIea.

Memoouueckue ykazanus no npogeodenuro:

1) paboTa ¢ TEOpETUUECKUM MaTEepPHAIIOM;

2) BBITIOJTHEHHUE 3aJJaHui JTa00paTOPHOU pabOTHI CTYICHTAMH:

3) nmouck uHpopmMarum, Kacaromeics npodeccuoHanbHOM chepsl 1eATeNbHOCTH;

4) mpoBepKa BBIITOTHEHHBIX Pa0OT: JEMOHCTPAIHS CTYICHTaMH MTOJTYyYEeHHBIX HaBBIKOB.

8.2. MeToan4yeckne peKOMEHIAIMU K CAMOCTOSITE/IbHOM padoTe CTY1eHTOB

KowmmekcHoe wu3ydyeHue cryneHTamu YydeOHOM aucuuiuinasl «MH)opmanroHHble
texHojoruu B JIOY UM apXMBHOM [eje» MNpeanojaraeT: OBJIaJCHHE MaTepualaMM JIEKIUi,
yueOHOM W JOMOJHUTENBHON JIMTEPaTyphl, YKa3aHHBIMU B pabodeil mporpamMme AUCIUILINHBL,
TBOPYECKYI0 pabOTy CTYAGHTOB B XOAE MPOBEACHUS CEMUHAPCKUX (IMPAaKTUYECKUX,
WHAUBUAYAJIbHBIX) 3aHIATUN, @ TAKKE CHCTEMAaTUYECKOE BBIITOJIHEHNE TECTOBBIX U MHBIX 3a/1aHui
JUIS CAMOCTOSITENIEHOW PabOThI CTYZCHTOB.

CamocrosiTenpHas paboTa 00yJaronuxcsi BKIOYAET B ce0sl Takue BHABI U (HOPMBI Kak:
MOJTOTOBKA K MPAKTUYECKOMY 3aHSTHIO, TIOJITOTOBKA K JUCKYCCHUHU, MPE3EHTAIUH, TOITOTOBKA
JOKJaaa, KOHCIEKTHPOBAHUE M3y4aeMOW JIUTEepaTyphbl, AaHAIMTHYECKUH 0030p HOBOM
JUTEPATYyphl 110 U3y4aeMOU TEME, HAIIUCAHUE 3CCE U JIP.

Jlist Gonee yriryOJICHHOTO M3YYECHHS MaTepHalia 3aJaHue JJIsi CaMOCTOSITEIIbHOW paboThI
PEKOMEHAYETCS BBINONHATh MapajUIebHO C W3YYCHHEM JaHHOW TeMmbl. [Ipu BBIMOTHEHUH
3aJaHUM JI1 CaMOCTOSATEIbHOW pabOThl, MO BO3MOXKHOCTH, CIEAYyeT OpPHUEHTHUPOBATHCA Ha
HaTJISITHOE TIPE/ICTaBICHUE MaTepuraa.

®opmMma
Ne CaMOCTOSITEIILHOU Mertoanueckue peKOMEHIAUN 1J1 CTYJEHTOB
paboThI
1 | JIexuus Hanucanne  KOHCIEKTa  JIGKIIMH:  KPAaTKO, CXEMaTHUYHO,
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MOCIIEI0BATEIHHO (PUKCHPOBATH OCHOBHBIE TTOJIOKEHUS, BEIBOJIBI,
dbopmMynupoBKH, O0O0OOIICHHS; IOMEYaTh Ba)XHBIE MBICIIH,
BBIJICJISITh KIIIOUEBBIE CJIOBA, TepMUHBL. [IpoBepka TEepMHHOB,
MOHSTUH C MTOMOUIBIO SHIMKIIONEINN, CIOBapeil, CIIPaBOYHUKOB
C BBIMICHIBAHUEM TOJIKOBaHUN B TeTpajh. OO03HAYUTH BOIPOCHI,
TEPMUHBI, MaTepuai, KOTOPbIM BBI3BIBAET TPYAHOCTH, IOMETUTH
Y TIONBITATHCSA HAUTU OTBET B PEKOMEHAyeMOU uteparype. Eciu
CaMOCTOSITENILHO HE YyJaeTcss pa3oOpaThCsi B  MaTepHalle,
Heo0xouMO chOpMyTUPOBATH BOMPOC U 33aTh MPETOAABATEIIO
Ha KOHCYJIbTAIIMH, HA IPAKTUYECKOM 3aHATHH.

CemuHapckue
3aHATUSA

Cemunap mo mucruruiiHe HPOpMAIMOHHBIE TEXHOJOTHH B
JNOY:— Bujg y4eOHOTro 3aHATHS, MPU KOTOPOM B pe3yjIbTaTe
MpeIBapUTENIbHON paboThl HAJA MTPOrPaMMHBIM MaTEpHUATIOM
npernojaBaTens U CTYyIEHTOB, B  OOCTaHOBKE  UX
HEMOCPEJACTBEHHOTO M aKTHBHOTO OOIICHMS PEIIAIOTCs 3aadu
MO3HABATEIBHOTO U BOCIUTATENBHOIO XapakTepa, (opMupyercs
MHUPOBO3PEHHUE, MIPUBUBAIOTCS METOA0JIOTUUECKUE u
MpaKTUYEeCKHEe HaBbIKK B  00JacTHM  JIOKyMEHTOBEICHUS,
HEOOXOMUMBIE  JJIi  CTAHOBJICHHUS  KBAJIM(DUIIMPOBAHHBIX
CHEIUaIuCTOB B cooTBeTCTBUU ¢ TpeboBanusmu OI'OC BO mo
HaIpaBJIEHUIO MOATOTOBKU «/loxymenToBeneHue u
apXUBOBEJCHUEY, OaKajIaBpHar.

Hear ceMUHApPOB: 3aKpeIUieHUE TEOPETUYECKUX 3HAHUM,
aKTUBU3aLMs pabOThl CTYIEHTOB B XOJ€ W3YYEHUS JUCIHUILIUHBL,
pPa3BUTHE HABBIKOB  CAMOCTOSITEIBHOW  MCCIEA0BATEIBCKOMN
NEeSATEILHOCTH, YMEHHs paboTaTh ¢ HAydyHOH © ydeOHOM
JTUTEPATypPOH, apryMEHTHPOBAHO 0OOCHOBBIBATH CBOM PEIICHUSI.
Posib ceMMHApOB: CTUMYIUPYIOT BHUMATelbHOE OTHOIICHHE
CTYJIEHTOB K JIEKIIMOHHOMY KYPCY U PETYJISIpHOE M3yYECHUE UMHU
JUTEPaTyphl O AUCUUILIMHE 3aKPEIUISIOT 3HAHUS, MOJIyYeHHBIE
CTYJCHTAMH Ha JIEKIHIX U B XOJE CAMOCTOSITEIILHON pabOTHI HAJl
JIUTEPATYPOIl; pACIIUPSIOT KPYr 3HAHUM MO KOHKPETHOW TEME;
MO3BOJISIIOT ~ CTYAEHTAaM MPOBEPUTHh MPABHIBHOCTh  paHee
MOJIYYEHHBIX  3HAHWW, BBIWIEHUTh B  HUX  HauOoree,
CYLLIECTBEHHOE;  MPUBHUBAIOT  HABBIKM  CaMOCTOSITEIIBHOTO
MBIIUIEHHS, YCTHOTO  BBICTYIUIGHHSI 10  TEOPETHUYECKUM
BOIIPOCaM, OTTAYMBAIOT MBICIb, IPUYYAIOT CTYIACHTOB CBOOOIHO
ONEpPUPOBATh TEPMHUHOJIOTHEH; TPEAOCTABISIOT BO3MOXKHOCTH
MPENoIaBaTeNIl0 CUCTEMATUYECKH KOHTPOJIMPOBATH YPOBEHBb
CaMOCTOATENIbHOW  palOThl  CTYAEHTOB  HaJa  y4eOHBIM
MaTepuaioM, CTENEHb UX BHUMATEJIbHOCTH Ha JICKIUSX.
OcHoBHbIe ¢GopMBI CeMHMHAPOB: pa3BepHyTas Oecena,
00CYyXKJIeHHE BOIPOCOB, CEMHUHAP-AWCIYT, KOMMEHTHPOBAHHOE
YTeHHEe, YIPaKHEHHUS Ha CAMOCTOSTEIbHOCTh MBIIUICHHUS,
NUChbMEHHAs (KOHTPOJIbHAsT) paboTa, CEMUHAP-KOJUIOKBUYM.

[IpakTnueckue
3aHATUA

[TIpopabGoTka pabodyeit mporpaMmsbl, yaemsisi 0oco00¢ BHUMaHHUE
oeiaaM M 3aJgadaM, CprKType 148 co;[epn(aHmo JOUCIHUIIIINHBI.
KoHcniektupoBaHue UCTOYHUKOB. PaboTa ¢ KOHCTIEKTOM JICKITUH,
MOJTOTOBKA OTBETOB K KOHTPOJBHBIM BOIPOCAM, IMPOCMOTP




caMo
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PEKOMEH1yeMOit JUTEpaTyphl, paborta c TEKCTOM.
[IpocnymmBanre ayauo- ¥ BHEO3AMUCEH IO 3aJaHHOM TEME,
pellleHre pacyeTHO-TpadUIeCKUX 3aJaHHid, PElIeHHe 3a1ad Mo
ANTOPUTMY U JIP.

CamMocTosTenpHast

paborta

CamocrosTenbHas pabora IPOBOJIUTCS C LEJIBIO:
CUCTeMAaTH3allMi U 3aKpeIUICHUs TMOJYYEHHBIX TEOPETHUYECKHUX
3HAaHUI M MPAKTUYECKUX YMEHMH 0OydaromMxcs; yriyOiaeHus u
paciupeHus TEOPETUUECKHIX 3HAHUU oOyJaromuxcs;
dbopmMHpoBaHHMS ~ yYMEHUH  HCIIONB30BaTh  HOPMATHBHYIO,
MPaBOBYIO, CIIPAaBOYHYIO JOKYMEHTAIUIO, y4eOHYIO U
CICLUANbHYIO  JINTEPaTypy;  pa3BUTHS  IO3HABATEIbHBIX
CIIOCOOHOCTEH MW aKTUBHOCTH OOYYAIOIIUXCS: TBOPYECKOM
WHUIMATUBBI, CaMOCTOSITEJIbHOCTH, OTBETCTBEHHOCTH,
OpPraHU30BaHHOCTH; dbopMupoBaHue CaMOCTOSITENIbHOCTH
MBILIICHUS, CIOCOOHOCTEH K CaMOpPa3BHUTHIO,
COBEpIICHCTBOBAHHWIO U CaMOOpraHu3aluu; (QOpMHUpPOBaHUS
npo¢eCcCHOHATBHBIX KOMITETEHIIHIA; Pa3BUTHIO
UCCIIEIOBATENbCKUX YMEHUM oOydaromuxcsi. @opMbl U BUIBI
CaMOCTOSITENTbHON paboThl 00y4aroIMXCsl: YTEHHE OCHOBHOM M
JIOTIOIHUTENBHON JIUTEPATypbl — CaMOCTOSTEIbHOE H3YyYEHUE
MaTepuaga IO PEKOMEHAYEMbIM JIUTEPAaTypHBIM HCTOYHUKAM;
paboTta ¢ OMOJIMOTEYHBIM KaTaJIOTOM, CAMOCTOSTEIbHBIN T10100p
HE00X0AUMOMH JUTEPATYPBL; pabota co CIIOBapem,
CIIPAaBOYHHUKOM; TIOMCK HEoOX0oauMol WHGOpPMAIMK B CETH
WHTepHeT; KOHCIEKTHPOBAaHUE HCTOYHMKOB; pedepupoBanHue
HUCTOYHUKOB; COCTaBJICHME AaHHOTAIM K MPOYUTAHHBIM
JUTEPaTypHBIM UCTOYHHUKAM; COCTABJICHUE PELEH3UH U OT3bIBOB
Ha MPOYMTAHHBIA MaTepHall; COCTaBJIEHHE 0030pa MyOJuKaIui
[0 TeMe; COCTaBlIieHHE U pa3padoTKa TEPMHHOIOTUYECKOTO
CJIOBapsi; COCTaBJICHNE XPOHOIOTHUECKON TabIUIIbI; COCTABICHUE
oubnuorpaduu (6udmmorpaduyeckoit KapTOTEKN); MOATOTOBKA K
pa3nuuHbIM (popmMaM TeKyleld U MPOMEXKYTOUHOM aTTecTaluu (K
TECTHUPOBAaHUIO, KOHTPOJBHON paboTe, 3adery, SK3aMEeHy);
BBITIOJTHEHUE JOMAITHUX KOHTPOJIBHBIX PaboT; CaMOCTOATEIbHOE
BBITIOJIHEHUE TMPAKTUYECKUX 3aJaHUN PENpOIyKTUBHOTO THIIA
(oTBETHI Ha BOIPOCHI, 3a/1a4H, TECThI; BBINOJIHEHUE TBOPUYECKUX
3amaHuii). TeXHOIOTHS OpraHMU3aldU CAMOCTOSTEIBLHONH pabOThI
o0yyaroluxcsl BKJIIOYAET HCIOIb30BaHHE WH(OPMALMOHHBIX U
MaTepUaIbHO-TEXHUYECKUX pecypcoB 00pa3oBaTeNLHOTO
YUPEIKICHUS: OnoOIMOTEKY c YUTATBHBIM 3aJI0M,
YKOMIUJIGKTOBAaHHYIO B  COOTBETCTBUM C  CYIIECTBYIOUIMMHU
HOpMaMH; y4eOHO-METOIUYECKYI0 0a3y Y4YeOHBIX KaOWHETOB,
nabopaTopuii U 3ana KoAW(UKALUU; KOMIBIOTEPHbIE KJIACCHl C
BO3MOKHOCTBIO PaboThl B ceTu MHTEpHET; ayauTopun (KIacchl)
JUIS KOHCYJBTAIIHOHHOW JESITeNbHOCTH, Y4eOHYI0 M y4eOHO-
METOJIMYECKYI0  JIUTepaTypy, pa3padOTaHHYI0O C  y4eToM
YBEJIMYEHUS JTOJTU CAMOCTOATENIBHOM pabOThl CTYIEHTOB, U MHbIC
METOJINYECKUE MaTepuabl. [epen BBINIOJTHEHHEM
00y4aroIMMHUCST BHEAYAUTOPHOW CaMOCTOSITEIILHOM paboThI




®dopma
CaMOCTOSITEIbHOM
paboThI

MCTO,Z[I/I‘-IGCKI/IC PECKOMCHAAIHA IJIsI CTYACHTOB

MpernojaBaTeslb MPOBOJUT KOHCYIHTHPOBAHHUE TIO BBITTOIHEHUIO
3a/laHus, KOTOPBII BKJIIOYAET IIeNb 3aJaHusl, €ro CoAepaHMUs,
CPOKM  BBINOJIHEHUS, OPHEHTHUPOBOYHBI 00BEM  paboTHI,
OCHOBHBIC TpeOOBaHUS K pe3ynbTaTam paboThl, KPUTEPUH
OIICHKH. Bo BpeMs BBITIOJTHEHUS 00ydJarImuMucs
BHEAyIUTOPHOU CaMOCTOATENIbHOMN paboTsl u npu
HE00X0IMMOCTH pernoaaBaTelb MOJKET MIPOBOJIUTH
MHJUBUAYaIbHbIE u IpYIIIOBbIE KOHCYJIbTAIIUH.
CamocTtosiTenpHas pabora MOKET OCYIIECTBISATHCS
WHIUBUAYAIBHO WM TpynrnamMu oOydaroluxcsli B 3aBUCHMOCTH
OoT menu, oObeMa, KOHKPETHOW TEMaTHUKU CaMOCTOSTEIbHOU
paboTHI, YPOBHS CIOKHOCTH, YPOBHSI YMEHUN 00YyUaIOMINUXCSI.

Kontponb CaMOCTOSITEIIbHOU paboThI 00ydJaronmxcst
peycCMaTpUBaET:
- COOTHECEHHE COACPKAHUS KOHTPOJIA C LETIIMU 00yUeHUs;
00BEKTUBHOCTH KOHTPOJIS;
- BaJMIHOCTh KOHTPOJIA (COOTBETCTBHE TMPEIbSIBISIEMBIX
3a/laHuil TOMY, 9TO TIPEIOJIaraeTCs MPOBEPUTH);
- nuddepeHnramo KOHTPOJIbHO-U3MEPUTETBHBIX
MaTepuaoB.

@®opMBI KOHTPOJISI CAMOCTOSTEILHONU PaOOTHI:
- IPOCMOTP W TPOBEPKA BBHIMOJHEHHUS CaMOCTOSITEIbLHOM
paboTHI Ipero/1aBaTesieM;
- OpTaHMU3aIs CAaMOIIPOBEPKH;
— B3aMIMOIIPOBEPKU BBIIIOJIHEHHOTO 33JlaHUsl B TPYIIIE;
o0cCyKJIeHHE pe3yNbTaTOB BHIMOJIHEHHON paOOThI Ha 3aHATUH;
— IpOBEIEHUE MUCEMEHHOTO OMpPOCa;
— IPOBEIEHUE YCTHOTO OMPOCa;
— OpraHmW3alsi W  MPOBEICHWE  WHIUBUIYATHHOTO
cobecelOBaHuUs; OPraHU3aLUs U MPOBEACHUE COOECETOBAaHUS C
TpYIIo;
- 3aII1Ta OTYETOB O MPOJICTAHHON padoTe.

Ormpoc

Onpoc - 93TO CpEACTBO KOHTPOJS, OPraHU30BAaHHOE Kak
crienuanbHas Oecena mpernoiaBaresis ¢ 00yJaroIuMcsl Ha TEMBI,
CBSI3aHHBIE C M3Y4aeMOW AUCUUIUIMHOW, W PAaCCUATAHHOE HA
BBISIBIICHHE 00bE€Ma 3HAHHWI 00YyYaromerocs Mo OInpeaeiCcHHOMY
pazneny, Teme, mpobieme u T.1. [Ipobnemarnka, BRIHOCHMAsi Ha
OMpOC ONpeeNieHa B 3aJlaHHUsIX JUISI CAMOCTOSITEIBHOM PabOThI
o0yJaroIerocs, a Tak’ke MOXKET OMPEACISATHCS MPEToJaBaTelieM,
BEIYIIIMM CEMHHApCKHe 3aHATHsA. Bo Bpems mpoBeaeHus ompoca
oOydaromuiicss JOHKEH YMETh OOCYIUTh C IMpernojaBaTelieM
COOTBETCTBYIOIIYIO MPOOJIEMATHKY Ha YPOBHE JTHAJIOTA.

Texkymui KOHTPOIb
(KOHTPOJIBHBIN Cpe3)

Opranusyercss Kak »JJIEMEHT Y4eOHOTO 3aHATHS B BHJE
BBITIOJTHEHUST 00ydJaromuMucs OJIoka 3aJaHuil B MHChMEHHOMN
(dbopMe 10 3aIaHHBIM TeMaM JTUCIUTIINHBI

IToaroroBka K
JK3aMEHY

[Tpu moaroToBKE K 9K3aMEHY HEOOXOIMMO OPUEHTHPOBATHCS HaA
KOHCTICKTBI JEKIH, pabodyro nporpaMMy  y4eOHOM
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JTUCLUUIUIMHBL, HOPMAaTUBHYIO, Yy4eOHYI0 M PEKOMEHAYyeMYIO
autepaTypy. OCHOBHOE B MOATOTOBKE K Clladye dSK3aMEHA - 3TO
MOBTOPEHUE BCEro MaTepuasia  y4yeOHOM JUCHUUIUIMHBL, TI0
KOTOpPOMY HEOOXOIMMO cIaBaTh 3K3aMeH. [Ipw MOAroToBkKe K
cradye sK3aMeHa oOywarommiics Bech 00beM pabOTHI JOTKEH
pacnpeneniaTh PaBHOMEPHO IO  JHSM, OTBEICHHBIM IS
MOJTOTOBKM K 9K3aMEHY, KOHTPOJHPOBATh KaXIbld JI€Hb
BBIIIOJTHEHNE HaME4YeHHOW paboTel. B mepmon moaroToBkm K
9K3aMeHy O0y4aroIMiCcsi BHOBb OOpaIIaeTcs K YK€ H3y4YeHHOMY
(mporineHHOMY) yaeOHOMY MaTepHay.

8.3. Memoouueckue pexomenoauuu no NOO20MOBKE RNUCbMEHHBIX padom (Kypcoewvix,
KOHMPOIbHBIX, pedhepamos, KOHCREeKmM o8 u m.n.)

Ne

®dopma
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MGTO,Z[I/I‘-IGCKI/IG PECKOMCHAAIWHA IJI1 CTYACHTOB

Ananmmuz
KOHCIIEKTUPOBaHUE
OCHOBHOH
JOTIOJTHUTEIILHOM
JIUTEPATYPHI.

)51

)51

IIpu pabote c yueOHOI nuTEpaTypoil HEOOXOAMMO MOA00PATH
JUTEPaTypy, HAYUYUTHCS IPABUIBHO €€ YUTATh, BECTH 3aIUCH.
Jns  moxbopa nuTepaTypsl B OUONMOTEKE HCIOIB3YIOTCS
an(aBUTHBIA U CUCTEMAaTUYCCKUM KaTaJIOTH.

[TpaBwibHBI MOAOOP y4eOHOW JHUTEpaTyphl PEKOMEHIYeTCs
npernojaBaTesieM, YUTAIOMUM JIEKUHOHHBINA Kypc. Heobxoaumas
JUTEepaTypa yKa3aHa B METOAMYECKUX pa3padOTKax Mo JaHHOMY
Kypcy.

W3ywyass wmarepuan 10 BBIOpAaHHOW JUTEpaType, CIEIyeT
MEepPeXoJUTh K  CIEQYIOIIEMy  BOMPOCY  TOJIBKO  IOCIHe
MPAaBUIILHOTO YSACHEHUS MPEAbIIYIIETro, OMUCHIBas Ha Oymare Bce
BBIKJIQ/IKM U BBIYMCIIEHUS (B TOM 4YHCJIE T€, KOTOPHIE B yueOHUKE
OITYIICHBI HJIM Ha JIEKIIUU JaHbI JAJI1 CAMOCTOSITEILHOTO BBIBOJIA).
Oco0oe BHUMaHUE ClIelyeT 0OpaTUTh Ha ONpPEEICeHHE OCHOBHBIX
MOHATUH Kypca.

CTtyaeHT IOJDKeH TOApOOHO pa3douparh MPUMEPBI, KOTOPHIC
MOSICHSIOT TaKUe ONPEICNICHHs, © YMETh CTPOUTh aHAJOTHYHBIC
npuMepsl  camocrosiTenbHO. HykHO 100MBaThCs TOYHOTO
MPEJCTABICHUS O TOM, YTO U3Yy4Yaelllb.

[Tone3Ho cocTaBIsATh ONMOPHBIE KOHCIIEKTHI.

[Tpu m3yueHnn MaTepuaia 1o y4eOHUKY MOJIE3HO B TeTpaau (Ha
CHElHabHO OTBEJCHHBIX MOJSAX) JOMOJIHATH KOHCHEKT JIEKIIHA.
Tam >xe cnenyer orMedarb BOIPOCHI, BBIICICHHBIC CTYJCHTOM
JUISL KOHCYJIBTAI[UU C MTPENOJaBaTEIIEM.

BbIBO/IBI, IONTyYeHHBIE B pe3yJIbTaTe M3YUEHUs, PEKOMEHyeTCs
B KOHCIEKTE BBbIAEIATh, YTOOBl OHU IPU MEPEUYUTHIBAHUU
3aIuCceN JIydllle 3allOMUHAIIACH.

OnpIT MOKa3bIBa€T, YTO MHOTMM CTYAGHTaM IIOMOTaeT
COCTaBJICHHE JIMCTAa ONOPHBIX  CHUTHAJIOB,  COJEPIKAIIETO
BaKHEWIIIME U HanboJsee 4acTo ymoTpeosieMble MOoHATHS. Takon
JUCT TIOMOTaeT 3alOMHUTh OCHOBHBIC IOJIOKEHHsI JIEKIIMH, a




®dopma
CaMOCTOSITEIbHOM
paboThI

MCTO,Z[I/I‘-IGCKI/IC PECKOMCHAAIHA IJIsI CTYACHTOB

TaK)K€ MOXKET CIYKUTb TIOCTOSSHHBIM CIPABOYHUKOM  JIJIsi
CTYICHTA.

Pa3znnyaroT 1Ba BUJ1a UTE€HUS: NEPBUYHOE U BTOPUYHOE.
[lepBuuHOE - 3T BHUMATENbHOE, HETOPOIUIMBOE YTEHUE, MpU
KOTOPOM MOKHO OCTaHOBHUTBCSI Ha TpYAHBIX MecTax. [locie Hero
HE JOJDKHO OCTaThCid HU OJHOTO HEMOHSATHOTO  OJIOBa.
CopneprkaHue HE BCET/1a MOKET OBITh TIOHSATHO MOCIIE IEPBUYHOTO
YTEHHUS.

3azaya BTOPUYHOI'O UYTEHUS IIOJIHOE YCBOEHUE CMBICIA LEJIOr0
(10 cyeTy 3TO UYTeHHE MOXKET ObITh U HE BTOPHIM, a TPETbUM HIIU
YETBEPTHIM).

OcHOBHBIE BU/IbI CHCTEMATU3UPOBAHHON 3alIMCH POYUTAHHOTO:
1. AHHOTHpOBaHME — TPEIEIIBHO KpaTKOE CBSI3HOE ONMCAHUE
MMPOCMOTPEHHON WJIM TPOYUTAHHOW KHUTH (CTAaThbH), €€
coJiepKaHusl, ICTOUHUKOB, XapaKkTepa U Ha3HAYCHUS,

2. [lmaHnupoBaHue — KpaTkas JIOTMYECKasi OpraHu3alds TEKCTa,
packpblBarollasi  COAEPKAHUE U CTPYKTypy  M3y4aemoro
MaTepuaia;

3. Te3upoBaHue — JIAKOHMYHOE BOCIIPOM3BEIEHHE OCHOBHBIX
YTBEP)KJICHUI  aBTOpa 0€3  mpuBiedeHUS  (DAKTHUECKOTO
MaTepuana,

4. IlutupoBaHMe — [OCIOBHOE BBIIIMCHIBAHHE U3 TEKCTa
BBIJICP)KEK, M3BJICUCHUH, HanOojee CYIIECTBEHHO OTPa)KaOLIHX
TY WU UHYIO MBICITb aBTOPA;

5. KoHcnekTMpoBaHME — KpaTKoe M  IOCIEA0BATEIbHOE
U3JI0’KEHUE COJEpKaHUSI IPOYUTAHHOTO.

KoHcniekT — CHOXKHBIA CIOCO0 M3JT0KEHUS COJIEPKaHHUS KHUTU
WIM CTaThbM B JIOTMYECKOHl mociieqoBareabHocTH. KoHcmekr
aKKyMYJIMpYyeT B cebe Mpeablaylue BUABI 3alHCH, M03BOJISIET
BCECTOPOHHE OXBaTUTh COJEp)KaHWE KHUTH, cTaThbu. [loaTomy
YMEHUE COCTaBIIATH IJIaH, TE€3UCHI, JEJIaTh BBIMUCKU U JIPyTUe
3aMyCcH ONpeeNsieT U TEXHOJIOTHIO COCTABIICHUS! KOHCIIEKTA.
MeTtoauueckne peKOMEHIaluy 0 COCTABIEHUIO KOHCIIEKTa:

1. BHUMarenbHO NPOYMUTANWTE TEKCT. Y TOUHUTE B CIPABOYHOU
TuTepaType HeNoHsATHhle cioBa. [lpu 3ammcu He 3a0yabTe
BBIHECTHU CIIPaBOYHbIC JAaHHBIC HA MOJS KOHCIIEKTA;

2. Beimenure ri1aBHOE, COCTaBbTE IJIaH;

3. Kpatko cdopmynupyiiTe OCHOBHBIE TIOJNIOKEHHUS TEKCTa,
OTMEThTE apryMEHTAIMIO aBTOPa;

4. 3aKOHCIEKTUPYITE MaTepual, YETKO CIeqys IyHKTaM IjaHa.
[Ipy KOHCHEKTUPOBAHUU CTAapalTeCh BBIPA3UTh MBICIb CBOMMU
CJIOBaMU. 3aIIUCH CIEAYET BECTH YETKO, SICHO.

5. I'pamoTHO 3amnuchiBaiTe wUTaThl. l{uTHUpys, yduTHIBaWTE
JTAKOHUYHOCTb, 3HAYUMOCTb MBICIIH.

B Tekcre KOHCHEKTa J>KeNaTeabHO MPUBOAUTH HE TOJIBKO
TE3UCHBIE IIOJIOKEHUS, HO M HX JoKaszaTenbcTBa. Ilpu
oOpMIIEHHH KOHCIIEKTa HEOOXOAMMO CTPEMHUTHCA K E€MKOCTH
Ka)KJ0T0 MpeuIoKeHNs. MbICIN aBTOpa KHUTH CIEAYET U3Jararb
KpaTKo, 3a00TACh O CTHJIE UM BBIPA3UTENLHOCTH HAMKUCAHHOTO.




®dopma
CaMOCTOSITEIbHOM
paboThI

MGTO,Z[I/I‘-IGCKI/IG PECKOMCHAAIHA IJIsI CTYACHTOB

Uncno MOMOTHUTETBHBIX 3JIEMEHTOB KOHCIEKTa JOJDKHO OBIThH
JIOTUYECKH OOOCHOBaHHBIM, 3aIMMCHU JIOJDKHBI paclpeleNaTbcs B
ONPEACIEHHON MMOCIEA0BATEIbHOCTH, OTBEYAIOUIEN JIOTMYECKOU
CTPYKType mnpou3BefeHus. Jliss yTOUYHEHHMS] M JIONOJIHEHMS
HEO0OXOIUMO OCTABJIATH MOJIS.

OBnaneHue HaBbIKAMH KOHCIIEKTUPOBaHUS TPeOyeT OT CTyAEHTa
1[EJICYCTPEMIICHHOCTH, TIOBCEAHEBHOW CaMOCTOSITEILHON paOOTHI.

Pedepar

Pedepar - »T0 camocrosiTenpHas y4eOHO-MCCIIEIOBATEIbCKAs
pabora oOydwaromierocsi, TJ€ aBTOp  PacKpbIBaeT CyTh
uccieyeMon npo0aeMbl, IPUBOAUT Pa3IMUHbIe TOYKU 3PEHUS, a
TakXke coOCTBeHHbIE B3MIAAbl Ha Hee. CojaepikaHue Marepuana
JIOJKHO OBITh JIOTUYHBIM, H3JIOKEHHE MaTepuaia JOJIKHO
HOCHUTB MPOOJIEMHO-TTOUCKOBBIN XapakTep.

Bribop Tembr pedepara ocymiecTBiseTcs oOydarouMcs He
MEHee YeM 3a JIB€ HEAeNH J0 IUIaHUPYEeMOTO OKOHYAHUS PaOOTHI.
Tematuka pedepaToB TOBOAMTCS M0 CBEICHHUS OOYYaIOUMIUXCS
BEAYIIUM TIPEnoiaBaTesieM.

[Ipumepnsbie 3Tambl padoThl Hag pedepatoM: GOPMYITUPOBAHHE
TeMbl (TeMa JOJDKHAa OBITh aKTyaJbHOH, OPUTHHAIBHOM W
WHTEPECHOU IO COECP)KaHUI0); TMOAOOP W HM3YUYCHHE OCHOBHBIX
HCTOYHUKOB 10 TeMe (KaK NpaBUiO, HE MEHEE 7); COCTAaBICHUE
oubnuorpadum; o6paboTka W cucTeMaTU3anus HHPOPMAIIHH;
pa3paboTka miaHa; HamucaHue pedepara; BO3SMOKHO MyOIHMYHOE
BBICTYIUICHHE C pe3yJbTaTaMH HCCIIeJOBaHUs (Ha ceMUHape, Ha
NPAaKTUYECKOM  3aHATUH, Ha  CTYACHYECKOW  HaydHO-
MPaKTHYECKOM KOH(PEPEHIINH, Ha KOHCYJIbTAIUN ).

Pedepar nomkeH oTpakaTh: 3HAHHE COBPEMEHHOTO COCTOSIHUS
nmpoOJieMbl; OOOCHOBAaHHWE BBIOPAHHOW TEMBI, HCIIOJIH30BAHUE
M3BECTHBIX PE3YIbTaTOB W (PAKTOB; TOJIHOTY LHUTUPYEMOMH
JUTEPaTyphbl, CCHUIKM Ha pabOThl Y4YEHBIX, 3aHUMAIOIIUXCS
JaHHOM TpoOIEeMOil; aKTyalbHOCTh IOCTAaBIEHHON IPOOJIEMBI;
MaTepuaj, MOATBEPKIAIOIUN HaydyHoe, JHO0 MpaKkTUYecKoe
3HAa4YCHHE B HACTOAIIEE BPEMS.

Pexomenayemprit o0beM pedepara 10-15 CTpaHMI]
KOMIIBIOTEPHOT0 (MAIIMHOMMCHOI0) TEKCTA.

NunuBuyanbHbIe
3aJaHus

3HAaKOMCTBO C OCHOBHOM M JIONMOJHUTEIBHOW JIUTEPATYpPOil,
BKJIIOYAsl CIPAaBOYHBIC W3JaHUs, 3apyOekHbIE HCTOYHUKH,
KOHCIIEKT ~OCHOBHBIX  IIOJIO)KEHWH, TEPMHUHOB, CBEICHHI,
TpGGyIOH_[I/IXC}I JJI 3alIOMHUHAHUA nu SABJIISTFOIIIUX CSL
OCHOBOITOJIATAIONIUMHU B 3TOH TeMe. CoCTaBieHUE aHHOTAIIMU K
IIPOYHUTAHHBIM JIMTEPATYPHBIM UCTOYHUKAM H JIP.

KoHnTtposbHas padota

KontponbHas pabora — OpUTrHHAIIBHOE COYMHEHHE HEOOJBIIOTO
pasmepa, B KOTOpPOM H3JIaraloTcs KOHKPETHBIE pPEe3yJIbTaThl
M3y4deHus o0ydaeMbIM TUCIMIUIMHBI (PEe3yJbTaThl COOCTBEHHOTO
UCCIIEIOBaHUsl IO KOHKpPETHOH Teme). B Xxoxe Hanucanus
KOHTPOJIbBHOW  paboThl  OOydaeMblii NpUOOpEeTaeT HAaBBIKU
CaMOCTOSITENIbHON paboThl C HAY4YHOH, Y4eOHOH M crenuaIbHON
JUTEPaTypOM, YUUTCS aHATU3UPOBATh MCTOUYHHUKH M TPAMOTHO
u3jaraTh CBOM MBICIU. BbINOJHEHHE KOHTPOJIBHOW pabOThI




®dopma
CaMOCTOSITEIbHOM
paboThI

MGTO,Z[I/I‘-IGCKI/IG PECKOMCHAAIHA IJIsI CTYACHTOB

BKJIIOYAET PAJ] 3TAIOB:

— BBIOOp TEMBI M OJOOP HAYYHBIX HCTOYHUKOB;

— W3y4YeHHEe HAy4YHOW JUTEPATyphl, aHAIU3 U 000OIIeHHE

MaTepuasoB Mo MpobdjaemMe Uccae10BaHus;

— (opmynupoBaHUE OCHOBHBIX IOJIOKEHUH U BBIBOJIOB;

— o¢opMIIeHHE KOHTPOIBHOM pabOTHI.
OdopmiieHne SBISETCS 3aBEPLIAIOIIAM 3TarioM KOHTPOJIBHOM
paboTel. BeiOOp TeMBI W MOA0Op HCTOYHHMKOB JOJKEH OBITH
COTJIAaCOBaH C HAYYHBIM PYKOBOJIUTEIEM, BEAyIIUM npenmeT. Ha
OCHOBE COOpaHHOrO MaTepuajga YTOUHSAETCS CTPYKTYpa,
colepkaHue M O0O0BbEeM KOHTPOJBHOH paboThl. TexHHueckue
TpeboBaHusi Kk pabore: o0bem 10-12 cTpaHUIl MAITMHOMKACHOTO
TEKcTa, oTmneuyaTaHHoro uepe3 1,5 wuHrepBana. KoHTposabHas
paboTta JODKHA UWMETh: THUTYJIbHBIA JIHCT, COJACPIKAIIHIL:
Ha3zBaHue paborel, ®.M.0O. aBTOpa W HAay4YHOrO PYKOBOAUTEIS,
Ha3BaHue (akynpTeTa, Kypca, TOA U MECTO HaIUCaHWUs,
coZiep)kKaHue Ha OTICNbHOW CTpaHUIle, HyMEpalHiO CTPaHHULI.
CTpykTypa KOHTPOJBHOW paOOThI  BKJIIOYAET: 3arojoBOK,
BBE/ICHHE, OCHOBHYIO 4YacTh (M3JI0)KEHHE JIByX BOIPOCOB),
3aKJII0UYEHHE, CIIUCOK UCIIOJIb30BAHHOM JINTEPATYPHI.
3arojoBoK (Ha3BaHME) OTpaKaeT TeMY JAHHOTO COYMHEHHS WU
COOTBETCTBYET colepkaHWI0. BBenenwe (BBOIHAs 4YacTh)
JOJDKHO OBITh KPAaTKUM M TOYHBIM. B Hem 000CHOBBIBaeTCs
BBIOOp TeMbI, (hopmynupyercst 1enb padoTel. OCHOBHAS 4acTh
JIeTUTCS Ha TJIaBbl B COOTBETCTBUU C 3a7a4aMu paboTel. Jlaercs
oTpesiefiecHUE TMOHATUSAM HCCIIEyEeMbIX SBICHUN U TMPOIIECCOB,
PacKphIBaIOTCS MX CYIIHOCTh M OCOOCHHOCTH. B HeOObIIoi
paboTe YacTu MOTYT HE BBIAEIATh, HO KaXKAash HOBas MBICIHb
oopmisiercss B HOBBIM ab3am. 3akitoueHHe HMeeT (opmy
BBIBOJIOB, COOTBETCTBYIOUINX 3TaraM HCCIEA0BaHUs, W popMy
pe3oMe.

8.4. Huvte mamepuanwl

®opmMma
Ne CaMOCTOATEIILHOU Meroaunueckue peKOMEHAALUY 1)1 CTYACHTOB
paboThHI
['pynnoBas I'pynmoBasi guckyccuss — 3TO CPEIACTBO, KOTOPOE IO3BOJISIET
JCKYCCHS OIPENICNIUTh YPOBEHb C(HOPMHUPOBAHHOCTH KOMIIETECHIIMHA B

YCIIOBUSAX MaKCHMaJbHO MPUOIMKEHHBIX K MpodeccnoHanbHOM
cpene.

Jluckyccust — 3T0 00CYyKIeHHEe KaKOT0-THM00 CIIOPHOTO BOMPOCa,
npobnembl. BaxkHOH XapaKTepUCTUKON AUCKYCCHUHU, OTIMYAIONICH
€e OT IPYTuX BHUJIOB CIOpPa, ABJISETCS apryMEHTUPOBAHHOCTD.
Jluckyccus mpearnoaraeT BoIpadOTKy U aKTUBHOE MPOJIBUKECHUE
CBOCH TOUYKM 3peHHss 10 H3ydyaeMoW mpoljemMe, YMEHHE
BBICTYIIATh aJbTEPHATUBHYIO TOYKY 3pEHHUS, BCTYINUTHh B
MOJIEMUKY, Ha OCHOBE M3JI0KEHHUS M y4deTa BCeX TOUYEK 3PEHHUS




®dopma
Ne CaMOCTOATEIILHOU Meroanueckue peKOMEHAALUY )i CTYACHTOB
paboThI

MPUITH K 00bEKTUBHOMY PE3YJIBTATY.

Jis  mpoBeleHUsT TPYNNOBOM  AMCKYCCHU — IpernojaBaTelib
mpenjaraeT HaumOoliee aKTyaJllbHYI0O TEeMYy M CTaBsT TMepen
ayIUTOpHEi MPOOJIIEMHBIE aCTIEKThI, HA KOTOPHIE O0yYarOIIHIACs
JIOJDKeH 00paTuTh 0co0Oe BHUMaHUE, CHOPMHPOBATH CBOIO
MO3UIMI0, O0OCHOBaTh €€ M MOJATOTOBUTCS K YYacTHIO B
JTUCKYCCHHU.

[IpoBenenne TpyNInoBOM OMCKYCCUHU MPEANOJaraeT yBUIETh
cOPMUPOBAHHOCTh Yy  OOYYaromIerocss COOTBETCTBYIOIIMX
KOMIIETEHIIMI, B TOM 4YHCIE YMEHUE CTaBUTh MpodiieMy,
00OCHOBBIBATh MyTH €€ BO3MOKHOTO Pa3pelieHus, yMEHHUE BECTU
LUMBUJIN30BaHHBIA JIMAJOr, OTCTAaMBaTh CBOIO TOYKY 3pEHMS,
apryMEHTHPOBAHO OTBEYATh HA MO3UIMU YUYACTHUKOB IPYIIIOBOMH
TUCKYCCHU.

IToaroroBka Kk IUCKycCHH (KPYIJIOTO CTOJ1A)

OcHOBHBbIE 1Iark Mpu NOArOTOBKE K AUCKYCCHU.

Bre16Op TeMBI OUCKYCCHM OmpenesieTcs HeIsIMH OOY4YeHHS H
conepkaHueM ydeOHoro Marepuana. [Ipu sTom Ha oOcyxIeHHe
OoOydJaromuXxcsi BBIHOCATCS TEMbI, HMEIOIUEe MPOOIEeMHBIN
XapakTep, cojepxalinue B ce0e MPOTUBOPEUMBBIE TOUKH 3PEHMUS,
JWJIEMMBI, 33JI€BAIOIINE MPUBLIYHBIC YCTAHOBKHA OOYUYaOIIUXCSI.
Tema pa3OuBaercs Ha OTHENbHBIE BOMNPOCHl, KOTOpHIE
cooOmiatorcss  oOydaronmMces.  YKasbIBaeTcss — JIMTEparypa,
CIpaBOYHbIE MaTepHalibl, HEOOXOIUMBbIE MJii TOATOTOBKU K
JTUCKYCCHHU.

[IpoBenenune gucKyccuu:

(dbopMynpoBaHHe MTPOOIEMBI H LIETEH TUCKYCCHUM;

CO3/IaHH€ MOTHBAIMM K OOCYXIEHHI0O -  OIpeIelieHue
3HAYUMOCTH TPOOIEMBI, YKa3aHHE€ Ha HEPEUICHHOCTh W
MPOTUBOPEYUBOCTH BOMPOCa U T.1.;

YCTaHOBJICHHUE PETJlaMeHTa TUCKYCCHH U €€ OCHOBHBIX ITAIOB;
COBMECTHas BbIpa0OTKa MPaBUJI TUCKYCCHUU;

BBISICHEHHE OJHO3HAYHOCTH TMOHHMAaHHUS TEMbl JTUCKYCCHH,
HCIIOJIb3YEMBIX B HE TEPMHUHOB, TOHSATHA.

[Ipuembl BBeIEHUS B IUCKYCCHUIO:

peIbsBICHUE MPOOIEMHON CUTYAIUH;

JI€MOHCTPALINSI BUJIEOCIOXKETA;

JEMOHCTpALIMs MaTepHUaioB (CTaTeil, JIOKYMEHTOB);

poJieBO€ MPOUTPHIBaHUE MPOOIEMHON CUTYaLIUN;

aHallu3 TMPOTUBOPEUYMBBIX BBICKA3BIBAHWKA - CTOJKHOBEHHUE
MIPOTHBOIOJIOKHBIX TOUEK 3PEHHS Ha 00CYKIaeMyI0 MpoodIeMy;
MMOCTaHOBKA MPOOJIEMHBIX BOIIPOCOB;

ATbTEPHATUBHBIN BBIOOP (yY4aCTHHKAM IIPEAJIaraeTcsi BBHIOPATH
OJIHY W3 HECKOJIbKUX TOYEK 3PCHHSI WM CIIOCOOOB pEelIeHUs
poOIIEMBI).

9. MEPEYEHb MTH®OPMAIIMOHHBIX TEXHOJIOT UI¥A.
[Ipy  u3y4yeHHMM  JOUCHUIUIMHBI  OOYYAalOIIMMKCS  HCIONB3YIOTCA  CJEAYIOIIHe
UH(POPMALIOHHbIE TEXHOJIOTHH:



-ayIMOBU3YyaJIbHOE IMPEJCTaBICHHE OOYYalOIIMMCS C TOMOIIbIO KOMITBIOTEPA COJCpKAHUS
OTJIENbHBIX TEM AUCIHMILTUHBI HA JIEKIIMOHHBIX 3aHATHUSAX;
-IpeJIoCTaBICHNEe OOydJalomuMcsi JocTyna K YydeOHOMYy TmaHy, paboueidl mporpamme
JUCIUIUIMHBL B AJIGKTPOHHOU (opme, K 3JIEKTPOHHO-OMOIMOTEYHOM CHUCTEME HMHCTHUTYTA,
coJepxaiiel yueOHO-METOIUYECKUEe MaTepuanbl M0 JUCHUIUIMHE B JJIEKTPOHHOU Qopme,
K HH(QOPMALIMOHHBIM CIPABOYHBIM CHUCTEMaM, KOTOpbIE HCIIONb3YeTCS MpPHU OCYLIECTBICHUU
00pa30BaTeNLHOTO MpoIecca MO TUCIHILIMHE, MOCPEACTBOM 3JIEKTPOHHOW HH(POPMALMOHHO-
00pa3oBaTeNnbHONW Cpelbl WHCTUTYTa W3 JIFOOOW TOYKH, B KOTOPOM HMEETCs JOCTyln K
UH(POPMALMOHHO-TEIEKOMMYHUKAITMOHHON ceTn «HTepHeT»;
-pukcanus xoja 00pa3oBaTENBHOrO Mpolecca MO AUCHUIUIMHE MOCPEACTBOM AIIEKTPOHHOMN
UH(POPMALIMOHHO-00pa30BaTENIbHOM CpeIbl MHCTUTYTA,;
-bopMHpPOBaHKUE SJIEKTPOHHOTO MOPTHOINO OO0YYaAIOMErocss MO TUCHUILIMHE IOCPEICTBOM
3IIEKTPOHHON MH(POPMAITMOHHO-00pa30BaTEILHON CPEbl HHCTUTYTA.

[Ipu ocymecTBieHNH 00pa30BATENBHOTO IMpolecca MO JAUCHUIUIMHE HCHOIb3YIOTCS
clieAylome HHPOPMaLMOHHbIE 00pa30BaTEIbHBIE TEXHOIOTHH:
-ayJIMOBU3yaJIbHOE TMpPEACTaBICHUE OOYy4YalOUIMMCS C TOMOIIBI0O KOMIIbIOTEpa COJIEpKaHus
OTJIENbHBIX TEM AUCLUUILINHBI HA 3aHATHUSX;
-IpeloCTaBjeHUEe OO0ydJalIMMCs JOCTyrma K ydeOHOMYy TIUlaHy, pabodeil mporpamme
JTUCIUIUIMHBL B AJIGKTPOHHOUW (opme, K 3JIEKTPOHHO-OMOIMOTEYHOM CHUCTEME HHCTHUTYTA,
colepkamieil yueOHO-METOAMYECKUEe MaTepuanbl MO0 AUCLHMIIMHE B 3JIEKTPOHHOU (opme,
K HH(QOPMALIMOHHBIM CIPABOYHBIM CHUCTEMaM, KOTOpbIE HCIIONB3YeTCs MpPHU OCYLIECTBICHUU
00pa3oBaTeNbHOTO Mpolecca MO TUCHUIUIMHE, MOCPEICTBOM 3JIEKTPOHHON HMH(OpPMAIMOHHO-
0o0pa3zoBaTenbHONW Cpelbl WHCTUTYTa W3 JIOOOH TOYKH, B KOTOPOH HMMEETCS JOCTYyNl K
MH(}OpPMaLMOHHO-TEIEKOMM YHUKAIIMOHHOM ceTn «IHTepHeT»;
-pukcanus xofa 00pa3oBaTENBHOrO Mpolecca MO AUCHUIUIMHE MOCPEACTBOM AIIEKTPOHHOMN
UH(POPMALIMOHHO-00pa30BaTENbHOM CpeIbl HHCTUTYTA,;
-popMUpOBaHUE JIIEKTPOHHOTO TOPTHOIUO OOYYAIOMIErocs MO TUCIUIUIMHE TOCPEICTBOM
3NIEKTPOHHON MH(POPMAITMOHHO-00pa30BaTEIbHON CPEbl HHCTUTYTA.
Kynbrypa P®: https://www.culture.ru/ [ DneKTpoHHBIH pecypc].
Hoctyn B ObC:
000 «InekTpoHHOe H3aTenbecTBO FOPAMTY.
00O «M3narenbctBO JIaHbY.
00O «llenTpanbublit KomutekTop 6ubmmorek «bBUBKOM».
10. ONMCAHUE MATEPHAJIBHO-TEXHUYECKOWM BA3bl, HEOBXOJIUMOM 115
OCYHWECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLECCA 11O IMCHUIIJIMHE

(Yka3bIBaeTcs mepedyeHb y4eOHBIX ayIUTOPHHM Ui TPOBENCHHS JICKIMH; ayauTOpHil 1Jsi
CaMOCTOAITEJILHOM PadOThl 00Y4YAIOIIMXCH, OCHAILECHHBIX MEPCOHAIBHBIMU KOMIIBIOTEPAMH,
UMCIOIIMMH  BBIXOA B  HMH(OPMAIIMOHHO-TEICKOMMYHUKAIMOHHYIO  ceTh  «VHTepHeT»,
IPUHTEpaMH, CKaHepaMmM; CIELUAIU3UPOBAHHBIX JabopaTopuil M KJIAcCOB, OCHOBHBIE
U3MEPUTENIbHBIE YCTAaHOBKM W OOOpYIOBaHUE, CTEHJbI, HAIJIAIHBIC TOCOOMS, TEXHHYECKHUE
cpencta o0ydenus u np. B coorBeTcTBUU ¢ PI'OC BO u OIIOIT BO)

HaunmeHnoBanune 000py10BaHHBIX Y4eOHBIX KAOMHETOB, 0OBEKTOB
JUIS IPOBE/ICHUS MPAKTHUECKUX 3aHATHUI ¢ IepEeYHEM OCHOBHOTO
000pyI0BaHUS U IPOTPAMMHOTO 00€CTICUCHUS

Bun yueOHbBIX 3aHATHI
10 JUCIIUIUINHE

3aHATHS JTEKIMOHHOTO  |AYAUTOPHM, OCHAIIEHHBIE MPOEKIIMOHHBIM O00OpYJOBaHHEM U
IPyNIOBOTO TUIA KOMITBIOTEPOM.

CamocTosiTenbHast YueOHbBII KOMIBIOTEPHBIN IIEHTP
paboTa CTy/IeHTOB VYueOHas 1 HayuyHass OMOJIMOTEKH




AynuTopuu, OCHAmI€HHBIE [UISI  CaMOCTOSITEIHbHOW  paboTh]
00yJaromuxcsi, OCHAIEHHBIC BEIXOJOM B UHTEPHET.

HanmeHnoBanue 000pYyIOBaHHBIX YUE€OHBIX KaOMHETOB, OOBEKTOB I
MpPOBEICHUS JICKIIMOHHBIX W CEMUHApCKUX 3aHATHH C TepeyHeM
OCHOBHOT'O 000PY/I0OBaHMSI ¥ IPOTPAMMHOTO 00ECTIeUEHHS

Bun yueOHBIX 3aHATHIA
10 JUCIIAILINHE

11.OBECIIEYEHHUE OBPA3OBATEJIbHOI'O ITPOHECCA JJdA JiMI C
OI'PAHUYEHHBIMUA BO3MOKHOCTSAMMU 310POBbSA 1 UHBAJIMJIOB

Brei6op MeTo/10B 00yueHUs IJIsi UHBAJIUIOB U JIUI] C OTPAHMYEHHBIMA BO3MOKHOCTSIMH
3I0POBBSI OMPEACIACTCS C YYETOM OCOOCHHOCTEH BOCHPHUATHS MMHU Y4eOHOW HH(OpMAIINH,
collepKaHusl OOy4YeHHs, METOJUYECKOr0 M MaTepHUaJbHO-TEXHHUYECKOTO obecredeHus. B
00pa30BaTeIbHOM TIPOIECCE HCIONB3YIOTCS COLMATbHO-aKTUBHBIE M Pe(IECKCUBHBIE METOIbI
O00y4YeHHsI, TEXHOJOTHMH COIMOKYJIBTYPHOU pPEAOMIUTAMU C IIeNbI0 OKa3aHWs TIOMOIIM B
YCTAHOBJICHUU MOJHOLCHHBIX MCKIIMYHOCTHBIX OTHOIIIEHUU C APYruMHu CTYACHTaMH, CO3JaHUN
KOM(OPTHOTO IICUXOJIOTUIECKOTO KJIIMMaTa B CTYACHYECKON TPYIIIIE.

B X0J¢ pcai3aliu JUCHUIUIUHBL UCTTOJIB3YHOTCA CICAYIOIINUC NJOTTOJIHUTCIBHBIC MCTOAbI
00y4YeHHsI, TEKYIIET0 KOHTPOJISI YCIIEBAEMOCTH U MPOMEKYTOYHOHN aTTecTallii 00yJaroInuXCsl B
3aBUCHMOCTHU OT UX HHAUBUIYAJIbHBIX OCOGGHHOCTeﬁ:

. JUISL CIICTIBIX U CITA0OBUIAIINX

- JeKuu oQOopMIAIOTCS B BHUAE DJIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMITBIOTEpA CO CHEIMATN3UPOBAHHBIM ITPOIPAMMHBIM 00€CIICUeHUEM;

- MMCHbMEHHBIE 33JJaHNUs BBIIOIHAIOTCS HA KOMIIBIOTEPE CO CIELUAIN3NPOBAHHBIM POrPAMMHBIM
o0ecrieyeHreM, U MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecreunBaeTcs UHIUBHUIYaIbHOE paBHOMEpHOE ocBelienne He Menee 300 Jrokc;

- AN BBIIOJHEHHUS 3aJaHusl TpU HEOOXOJUMOCTH MPEAOCTABISAETCS —yBEIHMUYMBAIOIIEE
YCTPOMCTBO; BO3MOXKHO TaKKe UCIIOJIb30BAHUE COOCTBEHHBIX YBETUYMBAIOIINX YCTPOUCTB;

- IUCbMEHHBIE 3aJaHHsI OPOPMIISIOTCS YBEIIMYSHHBIM HIPUPTOM;

- K3aMEH M 3a4€T MPOBOJATCS B YCTHOW (popMe WM BBINOIHSIOTCS B MUCbMEHHOH (opMe Ha
KOMIIBIOTEPE.

. IS TIIYXHUX M CIa00CTBIIIAIIHX

- Jexkuuu OQOpPMIISIIOTCS B BHJAE JJIEKTPOHHOIO JOKYMEHTa, JIMOO MpeloCTaBIseTCs
3BYKOYCWJIMBAIOIAs allaparypa MHAUBUAYAIBHOTO TI0JIb30BaHUS;

- MUCbMEHHBIE 33/1aHUS BHITIOJIHSIIOTCS HAa KOMITbIOTEpE B MUCbMEHHOU (hopme;

- 3K3aMEH U 3a4€T NMPOBOJAATCS B MUCHMEHHOM (OpME Ha KOMIIBIOTEPE; BOSMOKHO MPOBEICHHE B
dbopme TecTUpOBaHUS.

. JUISL JIUL] C HapYIIEHUSIMA OIIOPHO-JBUTATEIbHOTO alapara:

- Jexuuu Oo(OPMISIIOTCS B BHJE OJEKTPOHHOTO JIOKYMEHTA, MJOCTYITHOTO C MOMOIIBIO
KOMIIBIOTEpA CO CTIELUAIN3UPOBAHHBIM POTPAMMHBIM 00€CIICUEHUEM;

- MUCbMEHHBIE 3a/1aHUS BBIIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIIELNAIN3UPOBAHHBIM IPOTPaMMHBIM
o0ecIreyeHneM;

- 9K3aMEH M 3a4éT MPOBOJATCA B YCTHOM (hOopMe WM BBINOJHAIOTCS B MUCBMEHHOH (opme Ha
KOMITBIOTEPE.

[Tpu HE06XOAUMOCTH MPEeTyCMaTPUBAETCS YBEIIMYCHUE BPEMEHH I TOJITOTOBKH OTBETA.
[Tpouenypa mpoBeneHUs MPOMEXKYTOUHOM arrecTaluu As oOydaroluXcs YCTaHABIIMBAETCS C
y4€TOM MX MHIMBUAYAJIbHBIX MCUXO(U3NYECKUX OCOOeHHOCTEH. [IpoMexyTodHas aTTecTarus
MOKET IPOBOJAMNTHCS B HECKOJIBKO ITAIOB.

[Ipu npoBeneHUM TMpOLEAYpPHl OLEHUBAHHUS pPE3YyIbTaTOB OOyuYeHHs IperycMaTpuBaeTCs
UCIIOJIb30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOIUMBIX B CBA3M C WHIUBUIYyaIbHBIMU
0COOEHHOCTSIMH O00yYaroIuXcs. DTH CPEICTBA MOTYT OBITh HPEIOCTAaBICHBl YHHBEPCHUTETOM,



WJIH MOTYT HCIIOJIH30BaThCSI COOCTBEHHBIE TEXHUYECKUE CPE/ICTBA.

[TpoBenenmne nporueaypbl OLIEHUBAHUS PE3YNIbTaTOB OOYyUEHHUs TOIYCKAeTCsl ¢ UCIOJIb30BaHUEM
TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHUH.

OGecneunBaercs 10CTyn K HWHGOPMAIMOHHBIM W OuOIMorpadguyeckumM pecypcam B CETH
WNureprer nnst kaxaoro oOyudaromierocss B (GopMax, aJalTHUPOBAHHBIX K OTPAHUYCHHSIM HX
3JI0POBBS U BOCTIPUATHUS HHPOPMAIUH:

o JUTSL CJICTIBIX U Ca00BUISIINX:

- B IeYaTHOU (popMe yBEITMUYCHHBIM MIPUPTOM;

- B opMe 3IEKTPOHHOTO TIOKYMEHTA;

- B popme ayaunodaiina.

o JUTSL TITYXUX ¥ CITA0OCTBIIIAIINX ;

- B Ie4aTHoH popme;

- B popMe 3JEKTPOHHOTO TIOKYMEHTA.

o JUTSE 00YJAOIIUXCS C HAPYIICHUSIMU OITOPHO-/IBUTATEIILHOTO armapara:

- B Ie4aTHoH ¢opme;

- B popMe 3JIEKTPOHHOTO TIOKYMEHTA;

- B (hopme ayanodaiina.

VY4eOHble ayAUTOPHUH 711 BCEX BUIOB KOHTAKTHOM M CaMOCTOSITENIbHOM paboThl, HAy4YHAs
OubnMoTeKka W WHBIC TOMEIIEHUS IJisi OOyYeHUs] OCHAIICHBI CHEIHATLHBIM OO0OPYJOBaHHEM U
y4eOHBIMU MECTaMH C TEXHHUYECKUMHU CPEJICTBAMU O0yUEHUSI:

o JUTSL CIICTIBIX U CTa00BUISIINX:
- YCTPOMCTBOM JiJIsl CKaHUpOBaHUs U uTeHus ¢ kamepoit SARA CE;
- nucreeM bpaitns PAC Mate 20;
- npuaTepoM bpaitng EmBraille ViewPlus;
o JUIS TITYXUX ¥ cITaO0CIbIIIAIIIX :
- ABTOMATHU3MPOBAaHHBIM pabOYUM MECTOM JMJisi JIIOJIed ¢ HapylleHHeM ciyxa u
¢71a00CIIBIIIAIINX;
- aKyCTUYECKHUI YCUIIMTENb U KOJIOHKHU;
o TUTSE 00YYAOIIUXCS C HAPYIICHUSIMH OITOPHO-/IBUTATEIILHOTO armapara:
- IEPEIBIKHBIMU, PETYIHPYEMBIMU 3proHomudeckumu napramu CU-1;
- KOMITBIOTEPHOM TEXHUKOM CO CTielnaIbHbIM IPOrpPaMMHBIM 00€CTIEYeHHEM.

Pa3paborano B  coorBerctBuM ¢  TpeboBanusmu DPI'OC  BO  Hampasjenue
noAroroBkn:46.03.02. JlokyMeHTOBeJeHIE U APXUBOBEACHHE

CocraBuTtenb(n):
Kanmnnar skogoMuueckux Havk Apudyiuimg Mapat Beneposuu




AHHOTAIUA JUCHUTIJINHBI
HNHOPOPMANMOHHBIE TEXHOJOI'MU B IOY Y APXUBHOM JEJIE

(HauMeHOBaHHe JUCHHUILINHBI (MOYJIsl)

KO/l 1 HauMeHOBaHue moaAroToBKu: 46.03.02. «/lokymeHTOBEeIeHHE U aPXUBOBEIeHHE»
npopuis/cnennanusanus: «Acropuueckoe apxuBoBeIeHUE)

Hens JTUCHUTITUHBI: U3y4yeHue TEOPETUUECKUX npo0iieM u MPUKIIATHBIX
acriektoB nHpopmaruzanuu JIOY u apxuBHOTO 1ena.
3agaun:

- OCBOEHHE AMCLUIUIMHBI HAIIPABJICHO HA IPUOOPETEHNE CTYIEHTAMU 3HaHUI O BHEIPEHUU
UH(POPMALMOHHBIX TEXHOJIOTUN B I€ATEIbHOCTE ciyk0bl JIOY u B apxus;

- IPEIMETOM U3YUEHUS SBJIAIOTCA HHPOPMALMOHHBIE TEXHOJIOT MU, UX BUJBI,

- BO3MO>XHOCTH U HallpaBJIEHUs UX Ucrionb3oBanus B /IOY u B apxuBHOM fere;

- IIPOIIECCHl CO3/1aHUs, HAKOIUIEHUS, XpaHEHMs, IOUCKA U MpEACTaBlIeHUs] UH(popMauu u
JIOKYMEHTOB B 3JICKTPOHHOM BHJE, a Takke MH()OPMAIIMOHHBIE TEXHOJIOTUH, UCIIOIb3yEMbIC B
apXMBHOM XPaHCHUH JOKYMEHTOB HA TPAJINLNOHHBIX HOCUTEIIAX.

HMucnunmuna «Muadopmanmnonnsie TexHomorunn B JIOY W apxuBHOM jenie» HampaBjieHa Ha
dbopMUpOBaHUE CIENYIONICH KOMIIETEHIIUU: CITIOCOOCH HCIIOIh30BaTh 0a30BbIC 3HAHUS B 00JIACTH
WH()OPMAITMOHHO-KOMMYHHKAIIMOHHBIX ~TEXHOJIOTHMH B cdepe cBoed mnpodeccunoHaIbHON

nesteapHocTu (OITK-4)

Komnerenuus Nuaukaropsl Pe3yabTaThl 00yyeHus

(xox " KOMIIETEeHIN I

HAUMEeHOBaHMeE)

OIIK-4. Cnocoben | OITK-4.1. [Ipumensier | 3HaTB:  TEXHOJIOTHIO  pabOTHl B
MCIOJIb30BaTh COBpEMEHHBIC MH()OPMAIIMOHHBIX CHCTEMaX

0a30BbICc 3HAHUA B | HHPOPMAIIMOHHO- Ymethb: HCIIOTh30BaTh
obnacTtu KOMMYHHKAI[MOHHBIE UH(pOPMAIIMOHHO-

MH(OPMALIMOHHO- | TEXHOJIOTUM TPU  PEUICHHH | KOMMYHUKAllMOHHbIE TEXHOJIOTUHU MpHU
KOMMYHHKAITMOHH | OpraHU3alluOHHO- penieHny mpodecCHOHABHBIX 3a1a49
BIX TEXHOJOTMH B | ympaBlleHYecKMX 3afgad B | Baagers: HaBbIKaMU BbIOOpa
chepe CBOCH | mpodeccHoHaAThHON nH(OPMAITMOHHO-

npodeccuoHaNbHO | IEeATENbHOCTH; KOMMYHHKAIIMOHHBIX TEXHOJIOTUHN MPHU
i IesITeNbHOCTH pelieHnn OpraHU3aIOHHO-

YIPaBICHYECKUX 33124

OI1K-4.2. O0nagaer HaBBIKAMU
HUCIIOJIb30BAHUS

3HaTh: WH(POPMAIMOHHBIE CHUCTEMBI,
UCIIONB3YEMBIE B JTOKYMEHTALIMOHHOM

MH(POPMAIIMOHHO- obecrieyeHun yIpaBICHUS U
KOMMYHHUKAI[MOHHBIX apXMBHOM JieNe
TEXHOJIOTHI B chepe | Ymern: HUCIIOJIB30BATh
JOKYMEHTAI[HOHHOTO MH(pOpPMAaLMOHHO-
oOecrieyeHUs YNPaBICHUA U | KOMMYHHUKAI[MOHHBIC TEXHOJOTHU C
apXUBHOTO Jeja LEJIBIO OpraHu3aluu
JOKYMEHTAIMOHHOTO  oOecreueHus
YIpaBJIEHUS M apXUBHOIO XPaHEHUs
JTOKYMEHTOB
Buaaners: HaBBbIKAMU BbIOOpa
ONITUMAJIBHBIX UH(POPMALIMOHHO-

KOMMYHUKAIIHOHHBIX PEUICHUH TIpU
BBITIOJIHEHU U pabot 1o




JOKYMEHTAllMOHHOMY  O00O€CIEeUCHHIO
YIPaBIEHUS U ApXUBHOMY JIENTY

[To nucrumuinHe IpeTycMOTpEeHa MPOMEXKYTOUHas aTTecTalus B popme sK3aMeHa.

OO6mmas TpyA0€MKOCTh OCBOCHHSI TUCIIUTUITMHBI COCTABIISIET 4 3aU€THBIX €IUHHUIIBI.



