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1. MNoscHuTenbHana 3anucka

1.1. Uenb u 3agaumn gucumnanHbl

OucymnanHa «OnncaHne apXMBHbIX 3NEKTPOHHbIX PECYPCOB» BXOAMT B COCTaB 4acTu,
dopmupyemon y4acTHUKaMu o6pas3oBaTeNbHbIX OTHOWEHMM, 670Ka AMCUMNAMH yd4ebHoro
nnAaHa 6akanaBpPCKOM MPOrpammbl «INEKTPOHHbIE apXMBbl U AOKYMEHTbI» MO HanpasBAeHUo
noarotosku 46.03.02 — [lokymeHTOBEAEHWNE U apXMBOBEAEHMNE.

Llenb ANCUMNANHBI - NOATOTOBUTL BbIMYCKHWUKA, YMEIOLLLEro OpraHM30BaTh yrnpasieHne
9NEKTPOHHbBIMM [JOKYMEHTaMM M JaTh CIIYIIATENIIM IEJIOCTHOE IPEACTAaBICHHE O Ipodiemax
nyOJIMKallMKM JJOKYMEHTOB M ONEPAaTUBHBIX M3/IaHUAX, UX MOJIOTOBKE Ha PA3IMYHBIX THUIAX HO-
CHUTENe; o0Inee MOHATHE O PeIaKIIMOHHO-U3JaTeIbCKOM MPOIIECCe M KHIKHBIX CTaHIapTaxX — B
CBSI3M C 3aJa4yaMd OIEPAaTHBHOTO M3JIaHMs O(HIIMAIBHBIX JOKYMEHTOB TOCYIApPCTBEHHBIMH U
HEroCyAapCTBEHHBIMU OpPTraHU3aIUsIMU, TPEATPUATUIMHU, KOMIAHUSMH.

3amayamMy TUCHHUILTNHBI SIBJSIIOTCS O3HAKOMIICHHE CTYJCHTOB!

- C OCHOBHBIMH TOHSTHSAMH, IIPEAMETOM U OOBEKTOM apXeorpaduu, B TOM YHCIIE Ha T X-
HOTPOHHBIX HOCHTEJSIX U B 3JICKTPOHHOM (hopmare;

- TUTIaMH, BUAaMHU U opMamu TyOIMKALMiA, a Takke OCOOEHHOCTSIMH MOATOTOBKH 3JI€ K-
TPOHHBIX MyOJIMKaIuii B cetd HTEpHET;

- OCHOBHBIMH MpOOIeMaMH OJITOTOBKU ONEPAaTUBHBIX M3IaHUA;

- PEIAKIMOHHO-U3/aTeILCKUM POIIECCOM MTOJTOTOBKH JIOKYMEHTOB K II€YaTH; - OCHOBaM
Y TIOJITOTOBKU M3AaHUN OULIHATIBHBIX 3JIEKTPOHHBIX JOKYMEHTOB

1.2. NepeyeHb NNaHUPYEMbIX pe3ynbTaToB 06yYeHUA NO AUCLMUNINHE, COOTHECEH-

HbIX C UHAUKATOPaMM AOCTUXKEHUA KOMHETGHLI,MVI

Kommerenuus Nuaukatopbl  KOM- Pesynprathl 00yueHus

(xox U | IeTeHIun
HAaMMEHOBAHUE) (xom u

HAMMEHOBAHUE)

[1IK-4 - [IK-4.1 - 3HaTh:

Croco6- 3HaeT TeH- NOHATUMHBIA anmapar, JUCKYCCHM IO BOIPO-
HOCTh CO3[1aBaTh |JCHIIMU  PA3BUTHUA |CaM COXPAaHEHHUS] HCTOPUKO-KYIbTYPHOTO HAaCIeaus;
U BECTH CHUCTEMBI | JOKYMEHTAIIHOHHO- |HUCTOPHUIO (DOPMHPOBAHHS KOMILJIEKCOB JJICKTPOHHBIX
JOKYMEHTAllMOH- |TO oOecrnieueHus | 1okyMeHTOB B Poccuu u 3a pyOexoMm; UX IIEHHOCTb
HOro obOecreye- | yIpaBieHHS U ap- |KaK UCTOPUYECKAX MCTOUHUKOB, OCOOEHHOCTH OITHCa-

HUsl YIpaBJICHUS
apxuBOB Ha 0aze

XHBHOTIO J€J1a

HUA, DJICKTPOHHBIX JOKYMCHTOB B 3aJavdaX COXpaHCHHA
HUCTOPUKO-KYJIBTYPHOTO HACJICOUA; OpPraHMU3aluro HOO0-

HOBEHWIIMX  TEX- CTymna IOJIb30BATENCH K JIOKYMEHTaM, XPaHSIIMMCS B
HOJIOTHI apXuBax, My3esiX 1 OMOIHOTEKaX; COBPEMEHHBIN OIBIT
10 CO3JaHUIO DIICKTPOHHBIX apXuBOB B Poccum u 3a
pyoeKoM.
11K-4 - I1K-4.3 - VYMerTs:
Crnioco6- Obnanaer CO37aBaTh CIIPAaBOYHO-IIOMCKOBBIE CPEACTBA K
HOCTh CO3/IaBaTh | HABBIKAMHU MO BHEJ- | ApXMBHBIM JIOKyMEHTaM; BBISBJISITh TCHACHI[UA Pa3BH-
U BECTU CHCTEMBI | pCHHIO CHCTEMBI | TUsI B 00JIaCTH pa3BUTHSI MH(POPMAIIMOHHBIX TEXHOJIO-




JOKYMEHTAIlOH-
Horo obecneue-
HUSl  YIPaBJICHUS
apxuBOB Ha 0aze
HOBEHIIIMX  TEX-
HOJIOTUH

AJEKTPOHHOIO  ap-
XUBa OpraHu3aluu

32071 obecrieueHust COXPaHHOCTH HUCTOPUKO-
KyJIbTYPHOTO HAaCIEIus; COBEPILEHCTBOBATH TEXHOJIO-
32071 obecrieueHus COXPaHHOCTH HUCTOPHUKO-
KYJIBTYPHOTO HaclieAuss Ha 0a3e HCIOIb30BaHUS
CPEICTB aBTOMAaTH3allMH; aHAM3UPOBATh U 0000IATH
pe3yaAbTaThl HAy4YHOTO HMCCJEAOBaHUS HAa OCHOBE CO-
BPEMEHHBIX MEXJIMCHUIIMHAPHBIX MOAXOA0B; CO31a-
BaTh U BECTU CUCTEMbI aPXUBHOTO XpaHEHHUS TOKYMEH-
TOB Ha 06a3¢ HOBEHIIIMX TEXHOJIOTUH.

Bnaners:

JOTUCTUYECKMMH OCHOBAMH OpraHU3alluM Xpa-
HEHHUS JOKyMEHTOB U OOecleueHrne UX COXPaHHOCTHU C
WCIIOIB30BAHNUEM COBPEMEHHBIX HH(MOPMAIMOHHBIX
TEXHOJIOTHI; TPUHIIUIIAMU U METOAAMH YIOPSIOYECHUS
cocTaBa JOKYMEHTOB W MH(POPMAIMOHHBIX TOKa3aTe-
JIel; BIAJCHUEM OCHOBAMH OOECTIEYEHHUsI COXPAaHHOCTH
ApPXMBHBIX JIOKYMEHTOB; CIIOCOOHOCTHIO M TOTOBHO-
CTBIO KOHCYJIBTHPOBATH MO BEIOOPY MH(POPMAITMOHHBIX
TEXHOJNIOTUH B OONACTH COXPaHEHHS HCTOPHUKO-
KYJIBTYpHOTO HacieAausi (U3 Yuclia TUIOBBIX MPO-
TPaMMHBIX IPOJYKTOB); HaBBIKAMH SKCHEPTHU3bl IE€H-
HOCTH DJJIGKTPOHHBIX JOKYMEHTOB; HWH(opmaiueir o
caiitax W moptanax B cetu MHTepHeT, XpaHAImMX J0-
KYMEHTaJIbHbIE NAaMATHHUKU; TEXHOJOTHUSMU MOJEIHU-
pOBaHMSsI, PEKOHCTPYKIIMHU, 00ECTICUEHUsI COXPAHHOCTH
HCTOPUKO-KYIBTYPHOTO HacCIEeaAUs

1.3 MecTo ANCUMNAMHBI B CTPYKTYpe obpasoBaTesibHOM Nporpammbl

OncumnanHa «OnucaHmMe apXMBHbIX 3NEKTPOHHbLIX PECYpPCOB» OTHOCUTCA K 4acTH, op-
MUPYEeMOH YJyaCTHUKAMHU 00pa30BaTelIbHBIX OTHOIICHUHM, ONOKA AUCHUIUIMH y4eOHOTO IlaHa
OakasiaBpCKOil porpaMmbl «IJIEKTPOHHBIE APXUBBI M IOKYMEHTBD) 10 HAMPABJICHUIO TTOATOTO B-
ku 46.03.02 — JIoKyMEHTOBEICHUE U apXUBOBEICHUE.

[na ocBoeHUA ANCUMNAMHBI HEOOXOAMMbI 3HAHUA, YMEHUA W BAafeHuAa, chopmmpo-
BaHHbIE B XOA4€ U3YYEHUA CNeayloWwmnX AMCUMIIMH U NPOXOXKAEHMA NpPaKTMK: MHPopmaTuKa,
NHbopmaumoHHoe npaso, MHGopmaumoHHblie TexHonormmn, NHGopmaumoHHbIe TEXHONOTMK B
O0Y, UHdopMaLMOHHbIEe TEXHO/IOTNM B aPXMBHOM Aefe.

B pe3ynbTaTe OCBOEHMA AUCLUNAUHBI GOPMMUPYIOTCA 3HAHWUA, YMEHMA U BNaseHns, Heobxoam-
Mble AN U3YMEHWUA CAeaylolmX AUCUMMAUH U NPOXOXAEHUA NPakTUK: MHbopmaLMOoHHO-
AOKYMeHTauMoHHoe obecneyeHune ynpasaeHus npoektamu, WMHdopmaunoHHoe obecneye-

HWe ynpaBaeHns




2.

CTpyKTypa AUCUMNANHDI

CTpYKTypa AUCLUUNAUHBI 41 OYHO-3a04YHOU popMbl 06yueHus

Obuwan TPyA0EMKOCTb AMCLMNAMHBI cocTaBnsAeT 33.e., 114 4., B TOM UMCNe KOHTaKTHas pa-
60Ta obyyarowmxca c npenogasatenem 40 4. CamocronaTenbHan pabota 74

Buabl yuebHOM paboTbl
(B yacax) dopmbl TeKyLe-
1
KOHTaKTHasA 2 r'o KOHTPONA
Y | ycneBaemocCTu,
Ne Paspen gucumnnnn- L) ] = x E
s 3 |5 S S 8 ¢opma
n/n Hbl/TeMbl |3 5 |23 8 8| npomexyTouHOM
Tle | ¢ |25 | 2%
JT =« = X
ol s x ) @ « [@aTTectaunn (no
s S|EE|BELE | 8 gprecrowml
o F| Y|la F| S =[5 ® cemecTpam)
sl x| Yleg| s o
Sl = i ] bl -
1 | BeegeHue 3| 2 2 | cobecepgoBaHue
[penmer, oobekT auc- | 3 | 2 6
IMUIIJIMHBI, KATCTOpU- CO6eCEﬂ,OBaH ne
aJbHBIN anmapar.
3 | Tunonorus apxeorpa- | 3| 2 6
(brdeckux myoIuKaIun cobecenoBaHune
U DTAIbl IOATOTOBKH
AJICKTPOHHOU MyOJIN-
Kaluu OUIIHATEHBIX
JIOKyMEHTOB
4 |YnpasneHue 3| 2 8 8 Mpuem npakTm-
3/1EKTPOHHBIMM 0KY- YeCKMX 3a4aHNI
MeHTaMu Ha 6ase npo-
rpPaMmHoro cobecenoBaHune
obecneyeHus,
MCNONb3yEMOro B
MHPOPMALMOHHOM UH-
bpacTpyKType opraHu-
3auum
5 | OdunumanbHbieanek- | 3| 2 4 8 Mpuem npakTm-
TPOHHbIE LOKYMEHTbI U YecKux
odMUMaANbHbIE LOKY- 3a4aHui cobece-
MEHTbI Ha TPaANLNOH- AOoBaHue
HbIX HO-CUTENAX




Mpobnembl cospganmna | 3 | 2
ny6AnKauni anekx-
TPOHHbIX ObMLMNANb-
HbIX AOKYMEHTOB

8 cobecepoBaHue

MpomesKyToyHan aTre- 10 pedepat
cTaumsa: 3ayet
UTOro: 40 74

3. CopaepskaHue AUCLUUNINHDI

Ne | HammenoBanue pasgena auc- | Comep:kanme
HMIJTHHBI

1 Paznea 1. IIpeamer, oObekr | IloHsrme apxeorpaduu, NPOHUCXOKICHHE TEPMHHA.
JUC-IMIUINHBI, KaTteropuanbaeii | Ipeamer u o0BekT apxeorpaduu. Apxeorpadus u
anmna-par. obmectBo. [loOHSATHS <« UCTOPUYECKUI HCTOUHHKY,

«apxeorpaduaeckas (HaydHast)  TyOJHMKAIUs»,
«omepatuBHOe (CHHXPOHHOE) H3IaHHE», <«apXeo-
rpauuecKkuii LEHTP», «apxeorpaduyeckas 0Oa3a» u
«apxeorpaduyeckuii GoHI», «OPUIIHATBHBIN DIICK-
TPOHHBIN TOKYMEHT» H JIp.

2 Paznen 2. Tumonorusi apxeorpa- | Tumbl, Buabl, GopMbl B crocoObl apxeorpaduue-
duyeckuX MyONMMKAIlMK M OTalbl | CKAX WU3IaHUM COOPHUKOB M UX OMpPENENCHHE C MO~
MO/A-TOTOBKU JJIEKTPOHHOW MYO- | 3MLMUM HCTOpUYECKON Hayku. B3auMocBs3p THUIOB,
JUKaIUU  OQUITMATBHBIX JIOKY- | BHIOB, (GOPM M CIOCOOOB MyONHMKAIMM U WX B3au-
MEHTOB MOOOYCTIOBJICHHOCTb.

OCHOBHBIC 3Talbl 1 METOJIUKA MOATOTOBKU JTIOKYMEE_
TaJTbHOU MYOIHKAIUH.
Crneunduka myONUKaUUH OQUIIMATBHBIX 3JIEKTPOL.
HBIX JIOKYMEHTOB.

3 Paznen 3. Oduunanbhbie amek- | [IoHATUSA «aKT», «3aKOHOIATENBLCTBOY, IEIOMPOU3-

TPOHHBIE TOKYMEHTHI M OQUIIH-
alb-HbIE JIOKyMEHTHl Ha Tpalu-
LIUOHHBIX HOCUTEIISAX

BOJACTBCHHBLIC MAaTCpUAJIbD», UX MCCTO B KJIaCCI/I(bI/I'
KaoluK HCTOPUYECKUX HCTOYHHUKOB M HCTOUYHHUKO-
BCIUYCCKOC 3HAUYCHUC.

3apokJeHue akTOoBOM apxeorpaduu Ha 3amajie U B
Poccun u QopMupoBaHue METOAMKU MYOTUKALIMU
rpaMoT. Apxeorpaduueckas KylIbTypa U IyOJUKa-
MU aKTOBOTO MaTrepualla M JAEIONPOU3BOJCTBEH-
HbIX T0KyMeHTOB B XIX-XX BB.




Pazpabotka mpuemMoB myONMKaIUH O (UITHATBEHBIX
HMCTOYHUKOB M OCOOCHHOCTH Takux m3naHuii. [Ipue-
MBI TIEpellaud TeKcTa O (HUIIMaTbHBIX JTOKYMEHTOB.
DJIeKTpOHHBIE O(QUITMATBbHBIE U3aHUS U OCOOEHHO:
cTH WX myonukamuu. HoBble mpoOnembl myOnwka-
UM aKTOBBIX MCTOYHHUKOB Ha pydexke XX — XXI|
BB.

Paznen 4. Apxeorpadus u no-
KyMEHTalMs YIpEKICHUN

Apxeorpaduyeckasi MyONUMKalHUs KaK «OTKpbITas
CHCTEMa» W €€ B3auMOJCHCTBHE C OOIICCTBEHHOMN
cpenoii. Mudopmanus, 3akiodeHHass B COACPKaHUHU
JMOKyMEeHTa; WHQopMamus O JJOKYMEHTE KaK HCTO-
pUYECKOM HCTOYHUKE; WHQopmamus o0 apxeorpa-
¢rueckol KylbType BpPEMEHH IOSBJICHUS MYyOJIMKa-
nun. «Muccusi» apxeorpaduu B KU3HH OOIIECTBA.
3HaueHHe MYONUKAIMH JIOKYMEHTOB TOCYIapCTBEH-
HBIX YYPEXKICHUNW U OOIIECTBEHHBIX OpTraHU3aIUL.
OmnepatuBHbIC (CHHXPOHHBIC W3IaHUS) JOKYMEHTOB:
HCTOpUs, OTEUECTBEHHEI ONBIT U COBPEMCHHOC CO-
CTOSIHHE MPOOIIEMBI.

Paznen 5. IlpobGrmembr co3pga-
HUSI MYONMKAIlMH  3IIEKTPOHHBIX
O(QUIIM-ATBHBIX IOKYMEHTOB

Hcropus mosBIEHUE SJICKTPOHHBIX IMTyOTUKAIHH.
Tunosnorust AMEKTPOHHBIX TyonuKanuii. OCHOBHbBIE
3Tanbl MOATOTOBKU 3JEKTPOHHOM IYONMKAIIUHU:
CXOZICTBO W PA3NUYMs C TPAJAULIMOHHBIMU. DJIEKTPOH-
HbIE JOKYMEHTBI, JOKYMEHTbl Ha 3JEK-TPOHHBIX
HOCUTEISIX, LU(POBBIC AOKYMEHTHI. TuIbl myOnuKa-
U JIOKYMEHTOB Ha OJJIGKTPOHHBIX HOCHTE-JISIX.
TexcroBoe (CMMBOIBHOE), H300pasuTeabHOE (Tpa-
¢udeckoe), 3BYKOBOE, MYIbTUMEIWWHOE W3aa-HUE.
[lpuHnumel 1 MeToabl oTOOpa MOKYMEHTOB W TOJI-
TOTOBKM NyOonukanuid. V3mMeHeHue NPUHLIHUIIOB OT-
6opa nokymMeHTOB. CKaHMPOBAHHE KaK METOJ




nudpoBoli mepemaun TekcTa W 0o0pa3a JOKYMEHTOB.
KomnetoTepHblif Habop, pacrno3zHaBaHue U 00pa3
JOKyMEHTa — B METOJMKE Iepenauyn H300paxKeHUus u
Tekcta. [loBTOpHBIE W OpUTHWHAIBHBIE (BUPTYallb-
HBIE) DJIEKTPOHHBIE MYOIUKAINU TOKYyMEHTOB. [Iydmu-
kanuu jpokymeHtoB Ha CD-ROM u DVD-ROM.
[Tyonukanuu B WMuTepHeTe: Ha Web-caiitax. Bupry-
alpHble  OMONMOTEKY, apXuUBax, BBICTABKM  JIO-
KYMEHTOB.

KomOunupoBanusie Tumorpackue M IJICKTPOHHBIE
MyOJUKALIMK TOKYMEHTOB.

HHTepakTUBHOCTD 3JEKTPOHHBIX MNyOnukauui. I'u-
NEePTEKCTOBbIE JOKYMEHTBI, MYIbTUMEIUHHBIE ITyO-
mukauuu. [lyOnaukanust JOKyMEHTOB B COCTaBe
MOJIHOTEKCTOBBIX 0a3ax JaHHBIX. KOMIIJIEKCHOCTh
nyoNnuKaluil pa3HbIX BUJOB JOKYMEHTOB B 3JIEK-
TPOHHBIX (MYIBTUMEIUIHBIX) Tyonukanusx. Oco-
OCHHOCTH HAyJYHO-CIIPAaBOYHOTO armapaTa TOJHO-
TEKCTOBBIX 0a3 TaHHBIX.

Apxeorpaduueckoe  oopmIIeHHE  DJIEKTPOHHBIX
MyOTUKaIT .

OCHOBHBIE 3IEKTPOHHBIEC PECYDCHI 110 TpobaeMam

4. Oopa3oBareJ/ibHbIE T€XHOJOTHH

OG6pa3oBarenbHbIE TEXHOJIIOTUN B MPENOJaBaHUM JAUCHUIUIMHBI HallpaBJIEHbI Ha pea-
JU3AIMI0 KOMIIETEHTHOCTHOTO MOJAX0Aa M OCHOBBIBAIOTCS Ha MpPUHLIMIIE ITpodeccH o-
HaJIbHOW HalpaBJIEHHOCTU OOydeHHUs.. TpaauliMoHHas JIEKIMOHHO-CEMHHAPCKas 1es-
TEJILHOCTh JIOMOJIHACTCS aKTUBHBIMU U MHTEPAKTUBHBIMU (OPMaMU MPOBEACHUS 3a-
HATHH (TIpEe3CHTAIMsIMHU, JEIOBBIMU HMIPAMH, pa300paMu KOHKPETHBIX CHUTYaIlUH,
IICUXOJIOTUYECKUMH U MHBIMHU TPEHMHIaMHU U Jp.). B xone peanuzanuu nporpammsl
ay/IMTOPHbIE 3aHATHS IPOBOJSATCS B BUJIE JICKIIUN U CEMUHAPCKUX 3aHATUH C UCIIOJ b-
3oBaHueM [1K 1 KOMIIBIOTEPHOTO MPOEKTOPa; CaMOCTOsATEeNIbHAs paboTa 00 ydaro M X-
Csl IPOBOJAUTCS IOJ PYKOBOACTBOM IIpenojaBareneil (KOHCYIbTallMd WM IOMOLIb B
HAIMCaHUU KOHTPOJIBHBIX paloT), a Takke B OMOIMOTEKEe, B TOM 4yHcie ¢ HH(popMa-

LMOHHBIMU pecypcamu MIHTepHeTa.

Ne Buabl y4yeOHbIX

HaumeHoBaHue pa3agena 4 O0pa3oBaTeJibHbIE TeXHOJIOTHH
n/n 3aHATHI
1 |2 3 4




[Ipenmer, 0OBEKT AUCIUIIINHEI,
KaTeropHabHBIN ammapar.

Jleknus 1-3

[IpakTnueckue
3agaTusa 1-2

BBoaHBIE JIEKIIMW C HCOOJIB30BAaHUEN
BUJIEOMAaTEepHUAIIOB

IlonroToBKa K 3aHSATHIO C HCIOJB30Ba
HHUEM 3JICKTPOHHBIX PECYpPCOB

Tumnonorust  apxeorpauyecKux
nyOJMMKAMI ¥ 3Tanbl MOATOTOBA
KA DJICKTPOHHOW IyOJIMKaIuu
O(UITMAIBHBIX JOKYMEHTOB

Jlexuus 4.

IIpakrnueckue
3aHaThs 3-5

Jlekuust ¢ UCHONB30BAaHMEM BHJIEOMATE
puanoB

[loaroroBka K 3aHSATHIO C HMCIOJIB30BA
HHEM DJICKTPOHHBIX PECYPCOB

KoHcynpTHpOBaHME U POBEPKA TOMAll-

CamMmocrosgrenbHas | Hux SaI[aHI/IfI IMoCPEACTBOM BHCKTPOHHOI\/'I
paboTa MTOYTHI
OduuuanbHbie 3JIEKTPOHHBbIE 10-| JIEKIHs 5. Jlekuus-Bu3yanu3auuss ¢ MNPUMEHEHHUEN
KYMEHTBI U O(QUIIMaTIbHbIE JTOKY- CJIalA-TIPOEKTOpa
MEHTBHl Ha TPaJULMOHHBIX HOCHA
TeIISX [IpakTnueckue ITogroToBKa K 3aHATHIO C HMCITOJB30Ba

3aHATHS 6-8

HUEM DIIEKTPOHHBIX PECYPCOB

CamocTosTenbHas
pabora

KoHcynsTHpOBaHuEe 1 poBEpKa JOMall-
HUX 33JaHUl [TOCPEICTBOM DJIEKTPOHHOM
I1OYTHI

Apxeorpaduss W JTOKyMEHTAIIHS
YUPEKIECHU N

Jlexuus 6.

[IpakTuueckue
3ansTus 9-11

CaMocTosTenpHast
pabora

[IpobnemHas JeKUs U UCIOJIB30BAHUEN
ClalI-IIPOeKTOpa

[lonrotoBka K 3aHATHIO C HMCIOJB30Ba
HHUEM DJIEKTPOHHBIX PECYPCOB

KoHcynbTHpoBaHue 1 nmpoBepka gomallr-
HUX 33JJaHUl TOCPEICTBOM DJIEKTPOHHOM
HOYTBI

[Ipobnembl co3manusi MmyOiHKa-
A DJIEKTPOHHBIX O(QUIIHATBHBIX
JIOKyMEHTOB

Jlexuus 7.

IIpakrnyeckoe
3ansTue 12-14

CamocrosiTenbHast
pabora

[IpobnemHas TEKIUS U UCHOJIB30BAHHUEN
clalI-mpoeKTopa

[loaroroBka K 3aHSATHIO C HMCIOJbB30BA
HHEM HJIEKTPOHHBIX PECYPCOB

KoHcynpTHpOBaHME U POBEPKA TOMal-
HUX 33JJaHU MTOCPECTBOM 3JIEKTPOHHOM
MOYTHI




5. ®OHA OUEHOUHDbIX CPEACTB ANA TEKYLLLEero KOHTPOIA yCNeBaeMoCTh, MPoOMeXK Y-
TOYHOW aTTecTauuu NO UTOram OCBOEHUA AUCLMUNAUHDI
5.1. Cuctema oueHmnBaHUA

MakKc. Konmyectso 6annos
dopma KOHTpoNs 3a ogHy pabo- |Bcero
Y%
TeKyWwMii KOHTPONb:
- onpoc 5 6annos 25 6annos
- BbINMOZIHEHME NPaKTUYecKux 3agaHuin |10 6annos 20 6annos
- KOHTpoNbHas pabota (pedepaT) 15 6annos 156annos
MpomeKyTouHan aTrecTaums 3adver 40 6annos
C OYeHKOl
WToro 3a cemectp (AucuUMNANHY 100 6annos

MoNy4eHHbIN COBOKYMHbIN pe3ynbTaT KOHBEPTUPYETCA B TPAAMLMOHHYIO LKAy oLe-
HOK M B LKAy oLeHOK EBponeicKoi cucTembl nepeHoca U HaKoNAEHUA KpeanToB
(European Credit Transfer System; panee — ECTS) B cootBeTcTBMM € Tabaunueit:

100-6annbHas wWkKa- TpaANLMONHas WKana LWkana
na ECTS
95-100 A
8304 OT/IMYHO B

68 — 82 XOpOLUO 3a4TeHO C

56 — 67 D

50 55 YZ0BNETBOPUTENILHO =
20-49 FX
0_19 HeyA0BNEeTBOPUTENBHO He 3a4TeHo =

5.2.KpuTepuu BbICTaBNEHMA OLEHKM NO ANCUUNANHE

Bannol/

Wkana
ECTS

OueHKa no gucumnanHe

KpuTepum oueHKn pe3ynbTaToB 06y4eHus no
AncumMnanHe




100-83/
A.B

«OT/IMYHOY/ «3aYTEHO
(otnnuHo)»/
«3auTeHO»

BbicTaBnseTcs obyyatowemyca, eciv oH raybo-
KO M NMPOYHO YCBOWA TEOPETUYECKNI N NPAKTU-
YeCKUI maTepuran, MOXKET NPOLEMOHCTPUPO-
BaTb 3TO Ha 3aHATUAX U B XO4E NMPOMENKYTOUYHOM
aTrecTaumm.

ObyyatoWwmnca NcHepnbIBatoLLLE U JIOTUYECKN
CTPOMHO n3naraet yyebHbI maTepuan, ymeet
yBA3bIBaTb TEOPUIO C NPAKTUKOMN, CNpaBaseTca C
peweHMem 3aaay NnpopeccuoHaibHOM Hanpas-
JIEHHOCTM BbICOKOr0 YPOBHA C/IO¥HOCTU, Npa-
BMJ/IbHO 06 OCHOBbLIBAET NMPUHSATLIE PELLEHUA.
CB06OAHO OpueHTUpyeTca B y4ebHOM U npo-
deccnoHanbHOM nnTepaType.

OueHKa no AncumMnanHe BbiCTaBAAKTCA obyya-
IoLWEeMycs C Y4ETOM pe3ynbTaToB TEKYLLEN U
NPOMEKYTOYHOM aTTecTaumm.

KomneteHuun, 3aKkpennéHHble 3a AUCUMNAN-

HOM, cGOPMUPOBaAHbI Ha YPOBHE — «BbICOKUMNY.

82-68/

«XOpOLLOY»/ «3aYTEHO
(xopowo)y/
«3a4TEHO»

BbicTaBnseTca obyyatowemyca, eCam oH 3HaeT
TEOPETUYECKMIN U NPAKTUYECKUIA MaTepuman,
rPamMoTHO W MO CyLLecTBY U3a1araeT ero Ha 3aHA-
TUAX U B XO4E NPOMEXKYTOYHOM aTTecTaumu, He
A0MYyCKaA CyLLeCTBEHHbIX HETOYHOCTEM.
Obyuyatowminca NpaBUAbHO NPUMEHAET TEOPETHU-
YecKune NoMoKEHNA NPU peLleHnmn NpaKkTnye-
CKMX 32434 npodeccuoHaNbHOM HanpaBaeHHO-
CTV Pa3HOro YPOBHA C/NIOXKHOCTU, BNaaeeT Heob-
XOAMMbBIMW N5 3TOTO HAaBbIKAMM M NPUEMAMMU.
[loCTaTOMHO XOPOLLO OPUEHTUPYETCH B y4ebHOM
1 npodeccnoHabHON AnTepaType.

OueHKa no gucumnanHe BbiCTaBastoTCA oby4a-
IOLEeMYCA C Y4ETOM Pe3yNbTaToB TEKYLLEN U
NPOMENKYTOYHON aTTecTaLunm.

KomneteHuun, 3aKpennéHHble 3a AUCUMNAN-

HOM, cGOPMMPOBAHbI HA YPOBHE — «XOPOLLNIAY.

67-50/
D,E

«yA0BNETBOPUTENBHOY/
«3auTeHo (yAoBNeTBo-
PUTENBbHO)» «3aYTeHO»

BbicTaBnseTca obyyatowemyca, ecnm oH 3HaeT
Ha 6a30BOM YpOBHE TEOPETUYECKUI U NPAKTU-
YeCcKuih matepuan, AOMNyCcKaeT oTAe/ibHble
OLIMOBKM NPU ero N3N0KEHUM Ha 3aHATUAX U B
X0Ae NPOMEKYTOYHOM aTTecTaunm.
Obyyarowmmnca ncnbiTolBaeT onpeaenéHHble 3a-
TPYAHEHUA B NPUMEHEHUN TEOPETUYECKUX MNO-
NIOXEHUM MNPU pelleHnn NPaKTUYeCcKnX 3agay
npodeccMoHabHOM HanNpPaBAEHHOCTUN CTaH-
[APTHOrO YPOBHA C/IOXKHOCTU, BNageeT Heobxo-
AVMbIMUM ANA 3TOro 6a30BbIMW HABbIKAMM U
npMémamu.

[emoHCTpupyeT AOCTAaTOYHbLIN YPOBEHb 3HAHMA




yyebHOM nuTepaTypbl N0 AUCUMMANHE.

Bannbl/ OueHka no gucumnavHe | Kputepmm OLEHKM pe3ynbTaToB oby4yeHUna no
Wkana avcumnavHe
ECTS
OueHKa No gucumnnanHe BbicTaBaatoTcA obyya-
IoLWEeMycs C yY4ETOM pe3yNbTaToB TEKyLLEN U
NPOMEXKYTOYHON aTTecTauunm.
KomneteHuun, 3aKpennéHHble 3a AUCUMNAN-
HOM, cHOpPMMpPOBAHbLI HA YPOBHE — «A0CTATOY-
HbINY.
49-0/ «HeyposneTsopuTe BoicTaBnaetca obyyatowemyca, eCnm oH He 3Ha-
F,FX IbHOY/ He 33a4TeHO eT Ha 6230BOM ypOBHE TEOPETUYECKUI U NPaK-

TUYECKUIA MmaTepuan, 4onycKaeT rpybblie owmnb-
KW NpW ero U3NoXKeHUN Ha 3aHATUAX U B XO4e
NMPOMEKYTOYHON aTTecTaLunm.

Obyyatowmca UcnbiTblBaeT CEPbE3HbIE 3aTPYA-
HEeHWA B NPUMEHEHUWN TEOPETUYECKUX NONOXKE-
HUW NPU peLleHnr NPAKTUYECKNX 3a4a4 Npo-
deccnoHanbHOM HanpPaBAEHHOCTU CTaHAAPTHOIO
YPOBHSA CNOXHOCTH, He BNaaeeT HeobxoanMbl-
MW ANA 3TOr0 HaBblKamu U Npuémamn. [demoH-
cTpupyeT dparmeHTapHble 3HaHWUA yyebHoW nu-
TepaTypbl No AUCLUNANHE.

OueHKa no gucumnamHe BbicTaBastoTcA obyya-
foLWeMycs ¢ yY4ETOM pe3ynbTaToB TEKyLLEN U
NPOMEKYTOYHOM aTTecTaumu.

KomneTeHUMN Ha YypoOBHE «O0CTAaTOYHbINY, 3a-
KpennéHHble 3a AMCUUNAMHON, He chopmupo-

BaHbI.

5.3. OueHouHble cpeacTsa (MaTepuanbl) 419 TEKYLLETO KOHTPOSA
yCNeBaemocCTu, NPOMENKYTOUYHOM aTTecTauunm obydyatoLmxca no gmc-
umnanHe MpUMepHbIA NepeYeHb BOMPOCOB K 3a4eTy

1.3aKOH0,£I,aTEI'IbHaH M HOPMATUBHO-MNMpPaBOBad 6a3a, pernameHTupyrowaa mnc-
nosib3oBaHME U NMPUMEHEHUE CTaHAAPTOB XPAHEHUA 3SNEKTPOHHbLIX OOKYMEHTOB B

C3L.

2.MoHATUA «CTaHAAPT», «GOopMaT» NEKTPOHHOrO AOKYMEHTA.




3.0CHOBHble MHPOPMALMOHHbIE TEXHONOTMWN, UCMOIb3YEMble B AOKYMEHTaL M-
OHHOM obecneyeHnn ynpasaeHuns. HasHayeHue, MecTo, posb.

4.MpyvMmepbl NPOrpamMMHbIX NPOAYKTOB ANA PelleHMA 3afay ynpaBnaeHusa ao-

KyYMEHTamMMU.

5.Peanusauma TMNOBbIX 33434 AE10MNPOM3BOACTBA Ha Npumepe naketa oduc-
HbIX MPUOXKEHUN.

6.Mcnonb3oBaHMe GoOpPMaTOB 3/1EKTPOHHbLIX AOKYMEHTOB B [,OKYMEHTALMOH-
HOM obecneyeHnmn ynpaBaeHus.

7.CTaHAapTbl XpaHEHWUA 3INEKTPOHHbIX AO0KYyMeHTOoB B CI/.
8.PopmaTbl B3aMMOLENCTBUA INEKTPOHHbIX LLOKYMEHTOB.

g.nepCI'IeKTMBbI M HanpasaeHUA Pa3BUTUNA XPAaHEHUA INEKTPOHHbLIX OOKYMEH-

ToB B C3/[]

10. 0O630p 3aKoHOAaTeNbHOW 6asbl, pernameHTUpyoWein chepy npumeHe-
HWA CTaHAAPTOB XPaHEHUA SNEKTPOHHbIX AOKyMeHTOB B CI/.

11. AHann3 HOPMaTUBHO-METOAMYECKMX AOKYMEHTOB, PernameHTUpPYoLLNX
npoueccbl BHeAPeHMA W WUCMOMb30BAaHWUA CTAHOAPTOB XPAHEHWA 3/ekK-
TPOHHbIX AOKymeHTOB B CO/.

12. AHann3 TePMUHONOIMK, UCNONb3yeMOn B chepe MHGOPMALIMOHHBIX Tex-
HONOrUN.

13. AHann3 cTaHAapPTOB, UCMO/b3YEeMbIX MPU YNPABAEHUN SOKYMEHTAMMU.

14. AHann3 GopmaToOB 3INEKTPOHHbLIX [OKYMEHTOB, WCMOJIb3yeMbIX Mpu
ynpaBneHMn JOKYMEHTaMMU.

15. 0630p nybanKaumnii oTe4ecTBEHHbIX aBTOPOB MO BOMPOCaM WMCMOb30Ba-
HWA CTaHAAPTOB XPaHEHUA SNEKTPOHHbIX AOKYyMeHTOB B CI/.

16. 0O630p nybankaumin 3apyberkHbiX aBTOPOB NO BOMNPOCaM UCMONb30BaHMUA
CTaHAAPTOB XPaHEHUA INEeKTPOHHbIX AOKYyMmeHToB B CI/.

17. PeweHne MnoBbIX 33434 AEeN0NPON3BOACTBA CPeACcTBaMM NakeTa odpuc-

HbIX I'IpVIﬂO)KGHMﬁ.

6. YyebHO-meToan4YecKkoe U MHPopmaLMoHHOoe obecneyeHme AUCUUNIUHbI

6.1. CnMCOK MCTOYHMKOB M IMTEPATYPSI

MNCTOYHUKMU
OCHOBHble

1. depepanbHbii 3akoH Poccuitckont Pepepaumn ot 27 pekabps

2002 r. No 184-®3 «O TexHu4eckom perynmposaHuny // C3 PP, - 2002. - Ne 52
.- C1. 5140.

2. depepanbHbit 3aKoH Poccuiickon depepaunm ot 27 nona 2006

r. Ne 149 - ®3 «06 nHdpopmaumm, NHPOPMaLMOHHBIX TEXHONOTUAX U O 3aLumTe
nHdopmaumny // C3 PP, - 2006. -
Ne31(u.1). - Ct. 3448.

3. NoctaHoBneHue MpasuTtenbctea Poccuiickont Pepepaymn ot 14

ceHTAbpa 2012 r. No 928 «O 6a30BbiXx roCcyAapcTBEHHbIX MHGOPMALMOHHbIX
pecypcax» // C3 PP, - 2012. - N 39. - Ct1. 5269.

4. MoctaHoBneHune [MpasBuTtenbcrtea Poccuiickon Pepepaumm ot 22

nekabpa 2012 r. Ne 1382 «O npucoeanHeHUU MHPOPMALMOHHbIX CUCTEM Op-



raHMsaumim K MHOpacTpyktype, obecneymBarowen MHGOPMAUMOHHO-
TEXHONOTMYECKOE B3anmMoaencTBne MHOOPMALMOHHBIX CUMCTEM, WCMOMb3ye-
MbIX A5 NPefoCcTaBAEHUA FOCYAAaPCTBEHHbIX U MYHULMNANbHBIX YCAYT B 3/1E€K-
TpoHHOI dopmey // C3 PO. - 2012. - N 53 (u. 2). - Ct. 7938.
5. PacnopsrkeHue [pasutenbctBa Poccuinickon Pepepaummn ot 20
okTA6pa 2010 r. No
1815 «O rocypapctseHHOW nporpamme Poccuiickort ®epepaumnm "MHbopmaymoHHoe
obuecTso
(2011—2020 roabl)» // C3 P®. - 2010. - Ne 46. - Ct. 6026.

6. PacnopsxeHue Mpasutenbctea Poccuinckoit ®epepaunm ot 17 gekabpsa
2010 ropga No 2299-p «O nnaHe nepexopa denepanbHbiX OPraHOB UCMONHUTENbHOM
BNacTM U denepanbHbiX OIOAMKETHBIX YYPEKAEHUN HA MCNOAb30OBaHME CBOOOAHOrO
nporpaMmmHoro obecneveHuna» // C3
P®. - 2010. - Ne52 (4.1). - CT. 7181.

7. PacnopsrkeHue Mpasutenbctsa Poccuiickon Pepepaummn ot 12 despans
2011 ropa Ne 176-p «O6 yTBEp»KAeHMKN NNaHa MeponpuaTMii No nepexoay deaepanb-
HbIX OPraHOB UCMOAHUTE/IbHON BNAcTU Ha 6e36yMaKkHbI AOKYMEHTO060pOT Npu op-
raHM3auum BHyTpeHHel geatenbHoctu» // C3 PP, - 2011, - No. 8 - Ct. 1151 .

8. MNpukas MuHkomcsasm Poccum ot 02.09.2011 Ne 221 «O6 YTBepKaeHuu
TpeboBaHUM K MHGOPMALMOHHBIM CUCTEMAM 3/1EKTPOHHOIO AOKYMeHToobopoTa de-
AEepanbHbIX OPraHoOB WUCMONHUTE/NIbHOW BIACTH, Y4MTbIBAlOWME B TOM YmUcie Heobxo-
ONMOCTb 06paboTKM MHbOPMaL MK, JOCTYN K KOTOPON OrpaHMYeH» [DNeKTPOHHbIN pe-
cypc] // Pexkum poctyna: http//minsvyaz.ru/ru/doc/index.php?id_4=637, cBobogHbiWi.

[lononHutenbHble

9. FOCT P 13008-2015 «MHdopmauma n aoKymeHTaumaA. Mpoueccbl KOHBep-
CUWN U MUTPALUN SNEKTPOHHbIX AOKYMeEHTOBY - M.. CTaHaaptuHpopm, 2016.

10. Otuyet 0 HUP «CpaBHUTENbHbIN aHann3 ¢opmaTtoB $aliioB 3NEKTPOHHbIX
[LOKYMEHTOB NOCTOSIHHOTO (4,01rOBPEMEHHOr0) XpaHeHua» [INeKTpoHHbIN pecypc] //
Mocksa.

PITY. 2013 Pexxum goctyna: http//archives.ru/documents/methodics.shtml

NntepaTtypa

OcHoBHas

1. Kabawos C. K. 91eKTpoHHOEe NPaBUTENbCTBO. DNEKTPOHHbIA AOKYMEHTOOOO0POT.
TepmuHbl U onpegeneHuna. YyebHoe nocobue. - 1. - MockBa: OO0 «Hay4yHo-
nsgatenbckuin ueHTp MHOPA-

My, 2017. 320 c. ISBN 9785160068350.
httpz//znanium.com/go.php?id=809828

2. YepHukoB b. B. MHPOpMaUMOHHbIE TEXHONOTMK ynpaBaeHus . y4ebHuk / b.B.
YepHuKoB. 2-e mn3g., nepepab. u gon. M. : U «POPYM» : UHOPA-M, 2018. 368 c.
(Bbicwee obpa3oBaHue:

Bakanaspwuar). http//znanium.com/bookread2.php?book=954481

3.  TexHosorma oTkpbITbix cuctem. Mog pea. A.A. OnenHmkosa. — M.: Anyc-K, 2004.
— 288 c., un.




AOMNONHUTEeNbHaAA

1. NapuH M.B. dneKTpoHHble A0KYMeHTbl B ynpassieHuMun. Hayy.-meTtoa. noco-
6ue. 2-e u3a., aon. / M.B. NapuH, O.U. Pbickos. M.. BHUMAOAA, 2008.- 208 c.

3. AraHoBa A.A. OTKpbITble CTaHAAPTbl U OTKPbITble GOPMATbl INEKTPOHHbIX
AokymeHToB // Nlenonponssoacteo. 2009. Ne 4. C. 23 — 28.

4. AraHoBa A.A. ®opmaTbl 3NEKTPOHHbIX AOKYMEHTOB, WCMO/b3yemble B
ynpasneHun aokymenTauuent // Jenonponssoacrtso. 2009. Ne 3. C. 27 — 31.

5. AiraHosa A.A. CBo60oaHOEe nporpaMmmHoe obecrneyeHne U OTKpbITbie dop-
maTbl B Poccun // Oenonponssoactso. 2010. Ne 1. C. 29 — 33.

6. AraHoBa A.A. OTKpbITble CTaHAAPTbl U 3NEKTPOHHbIE AO0KYMeHTbl B Poc-
CUMCKOM
depepaumn Ha coBpemeHHoM 3Tane // Tpyabl TpeTben MexayHapoaHON KoHdepeH-
unm «CtaHpapTM3aums MHPOPMAUMOHHbBIX TEXHO/IOTUA M UHTeponepabenbHoCTb -
SITOP’2009». 27 oktabpa 2009 r., Mockea. C. 137 — 140.

7. AraHoBa A.A. OTKpbiTble MHPOPMALMOHHbIE TEXHOIOTUX B YyNpaBAEHUN
3NEKTPOHHbIMK AoKymeHTamu // Tpyabl 4eTBepTO BCEPOCCUMCKON KOHdpepeHLUn
«CTaHaapt™M3auma MHOOPMALMOHHbLIX TEXHONOTMIA WM MHTeponepabenbHocTb Sitop
2010». — M.: Akagemua nHbopmauMoHHbIX cuctem. C. 38-41.

8. AraHoBa A.A. DNEeKTPOHHbIe AOKYMEHTbl U OTKPbITble CTaHAapTbl B rocy-
AapcTBeHHOM ynpaBnaeHun // JokymeHTauma B MHGOpmMauMoOHHOM obuiecTBe. dnek-
TPOHHOE NPaBUTENbCTBO: yNpaB/ieHne AoKyMmeHTamu: [Joknaabl n coobuweHuna Ha XVI
MeayHapoaHON Hay4HO-npaKTMyeckon KoHdepeHumm 26-27 Hosbpa 2009 r. / Po-
capxms. BHUMOAL. - M.,

2010. C. 148 - 151.

6.2. MepeyeHb pecypcoB MHPOPMALMOHHO-TEEKOMMYHUKAUMOHHON ceTn «MH-
TepHe™». MKT B opraHax rocygapcteeHHon Baactm Poccum 2008: aHanutnueckuii
0630p [InekTpoHHbIt pecypc] // AreHtcteo CNews Analytics; dnektpoH. gaH. M.:
cop 1995 - 2010 XonauHr PBK. Pexknum AoCTyna:
http/Avww.cnews.ru/reviews/free/gov2008/, csobogHbiii.

UT B opraHax rocyaapcteeHHoi Bnactn Poccum 2009: aHanutuyecknii ob63op
[2nektponHbiit pecypc] // Arentcteo CNews Analytics; neKkTpoH. aaH. M.: cop 1995 —
2010 XonauHr PBK. Pexkum goctyna: http://www.cnews.ru/reviews/free/gov2009/, cso-
60aHbIN.

WUT B opraHax rocyaapcteeHHor Bnactu Poccum 2010: aHanuTtnuecknin 063op
[2nektpoHHbiit pecypc] // Arentcteo CNews Analytics; nekTpoH. aaH. M.: cop 1995 —
2010 XonauHr PBK. Pexkum goctyna: http://www.cnews.ru/reviews/free/gov2010/, cso-
604HbIN.

WUT B opraHax rocyaapcteeHHoi Bnactu Poccum 2011: aHanuTnuecknin 063op
[2nektponHbiit pecypc] // ArentctBo CNews Analytics; neKkTpoH. aaH. M.: cop 1995 —
2011 XonauHr PBK. Pexkum goctyna: http://www.cnews.ru/reviews/free/gov2011/, cso-
604HbIN.

WUT B opraHax rocyaapctBeHHoi Bnactu Poccum 2012: aHanuTtnuecknin 063op
[2nektponHbiit pecypc] // ArentctBo CNews Analytics; neKkTpoH. aaH. M.: cop 1995 —



2012 XonanHr PBK. Pexkum goctyna: http://www.cnews.ru/reviews/free/gov2012/, cso-
604HbIN.

UT B opraHax rocygapcrtBeHHor Bnactm Poccum 2013: aHanntmueckuiiobsop
[2nektponHbiit pecypc] // Arentcteo CNews Analytics; dnektpoH. gaH. M.: cop 1995 —
2015
Xonamur PBK. Pexum pgoctyna: http://www.cnews.ru/reviews/free/gov2013/, csoboa-
HbIN.

MKT B roccektope 2014: aHanutMyeckuit 0630p [InekTpoHHbi pecypc] //
Arentcteo CNews Analytics; dnektpoH. gaH. M.: cop 1995 — 2015 XonguHr PEK. Pe-
UM fgocTyna:
http/Avww.cnews.ru/reviews/new/ikt_v_gossektore 2014/, csob6ogHblii.

PbiHok C3/] 2010: o603peHune [dnekTpoHHbI pecypc] // AreHtctBo CNews
Analytics; dnekTpoH. aaH. M.: cop 1995 — 2011 XonauHr PBK. Pexmum poctyna:
http://www.cnews. ru/ reviews/free/dms2010/, cBoboaHbIiA.

PbiHOK C3/] 2015: xopowaa $yHKLMOHANBHOCTb MOXKeT bbiTb AeweBon: obo3pe-
Hue [DneKkTpoHHbIN pecypc] // AreHTcTBo CNews Analytics; DneKTpoH.

AaH. M.: cop 1995 - 2015 XonguHr PBK. Pexkum [ocTyna:
http://doc.cnews.ru/reviews/index.shtml ?2015/04/30/595437, cBo60oAHbIN.

7. MaTepuanbHo-TexHUYeckoe obecnevyeHne UCLUNANHDI

KomnbloTepHbIN Knacc, NOAKAOUYEHHbIM B UHTEPHET, OCHALLEHHbIA NPOEKTO-
POM ANA 3MEKTPOHHbIX MpPe3eHTauuin M aKpaHOM. Bce KomnbloTepbl O0MKHbI ObITb
CBAI3aHbl MeXay coboit B eaMHY0 BHYTPEHHIOK CETb M OCHALLEHbI CneuManm3npoBaH-
HbIM MpPOrpammHbIM obecneyeHnem.

MporpamMmmHble CpeacTBa, 3a4eMCTBOBaHHbIE B npoLiecce obydeHus:

- CBoboaHbI opucHbi naket LibreOffice

- OdpucHbI naket npunoxeHuit Microsoft Office
- ABBYY FineReader

- Internet Explorer, Google Chrome

CnpaBOYHO-NPABOBbIE CUCTEMDI:
«KOHCYNbTaHT», «fapaHT»

MporpammHble NPOAYKTbI, 3aZelCTBOBaHHbIE B NPOLLEcCe 0byYeHUs:
CuCTEeMbI 31EKTPOHHOTO AOKYMeHToobopoTa

- «AESTO» KomnaHua 30C

-« KAOPbl» Komnanuna 30C

- «E1 EBdppat» KomnaHusa Cognitive Technologies
- DIRECTUM KomnaHnua DIRECTUM

- «Docs Vision» KomnaHua Docs Vision

- «1C JokymeHTOObOPOT» KomnaHus 1C

- «IRM Doc» KomnaHua HTL, UPM
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Cocras nporpammuoro obecnedenusi (II0), coBpeMe HHbIX MPod € CCHOHATBHBIX
0a3 nanubix (B/1) u undopmanmonno-cnpaBounbsie cucrem (MCC) (2017 r.)

1. Ilepevens I1O

Tabauya 1
[ Nem | Hanmenosanue I10 | HpousBoautens | Croco6 pacnpocTpaHeHust |
/m (ruyensuonnoe unu
€c80000HO pacnpo-
cmpamsiemoe)
1 MicrosoftOffice 2010 Microsoft JIMIEH3MOHHOE
2 Windows 7 Pro Microsoft JIMIEH3HOHHOE
3 MicrosoftOffice 2013 Microsoft JMIEH3HOHHOE
2. llepevyenb B/l u UCC
Tabauya 2
Neni/mt HaumenoBanue
1 MexayHapoaasie pedeparuBHble HaykoMeTpuueckue bJl, qocTymHble B paMkax
HalMoOHABEHOU moanucku B 2017 .
Web of Science
Scopus
2 [Ipodeccuonanbubie momHoTekcTOBBIE bJl, JOCTYNHBIE B paMKaX HallMOHAJIbHON

nonnucku B 2017 1.
KypuaneiOxford  University  Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnansr Taylor and Francis
3 [Ipodeccuonanpubie MoMHOTEKCTOBBIC B/I
JSTOR
W3nanus no oOEecTBEHHBIM ¥ TyMaHUTAPHBIM HayKam
4 KomrmibproTepHble CripaBOYHBIE TPABOBBIE CHCTEMBI
Koncynprant Ilmroc,
lapanTt

8. ObecneyeHne obpa3oBaTeIbHOrO NPOLLECCa AN1A /UL, C OrPaHUYEHHbIMW BO3MOXK-
HOCTAMMW 34,0POBbS M MHBANNA0B

B xome peanuMsaumu AUCUUNAMHBI UCMONbL3YIOTCA caeaylowme AO0NONHUTENb-
Hble MeToAbl 00YyYeHUA, TeKYLLEro KOHTPONA YCNEeBAeMOCTU U NPOMENKYTOYHON aTTe-
CTauMmn obyyatoWmxca B 3aBUCUMOCTUN OT UX MHAMBUAYANbHbIX 0COOEHHOCTEN

* Ans cnenbix U cnaboBmnaALLmMX:



- nekumMmn odopmMANaoTCA B BUAE INEKTPOHHOrO AOKYMEHTa, 4OCTYMHOro ¢ NOMO-
b0 KOMMbOTEPA CO CNeLManm3npoBaHHbIM NPOrpammHbIM obecneyeHnem;

- NMUCbMEHHble 334aH1A BbINOJHAIOTCA Ha KOMMbOTEPE CO CNEeLManm3npoBaHHbIM
nporpaMMHbIM obecrneyeHnem, Uanm MmoryT BbiTb 3aMeHEHbl YCTHbIM OTBETOM;

- obecneumBaeTcs UHAMBMAYaNbHOe paBHoOMepHoe ocBelweHune He meHee 300
JIIOKC;

- [ANA BbINONAHEHMA 3aZaHMA Npyv HeobXxoAMMOCTU NpenocTaBAseTca yBe/MUYMBa-
fowee yCTPOMCTBO; BO3MOXKHO TaKKe MCMNOoMb30BaHME COOCTBEHHbIX YBENYMBAIOLLNX
YCTPOWNCTB;

- NUCbMEHHble 3a4aHNA 0POPMNAOTCA YBEIMYEHHBIM LWPUPTOM;

- 3K3aMeH W 3a4€T NPoBOJATCA B YCTHOM GOpMe MM BbINONHAKOTCA B NMUCbMEH-
HoM dopme Ha KomMbloTepe.

*  [ANA TNYXMX M cnabocnbliamx:

- NeKuMmn opopmnATCA B BUAE IIEKTPOHHOIO AOKYMEHTa, AMb0o npeaoctasBnfeT-
CA 3BYKOYCMAMBAOLWAA annapaTypa UHAMBMAYANbHOIO NO/Ib30BAHMA;

- NUCbMEHHbIe 3a4aHMA BbINOAHAKTCA HA KOMMNblOTEPE B MMCbMEHHON popme;

- 3K3aMeH W 3a4éT NPoBOAATCA B MMCbMEHHON GOpMe Ha KOMMbOTEPE; BO3MOMK-
HO npoBeaeHune B popme TeCTUPOBAHMUSA.

*  [ANA QUL C HapyLWeHUAMM ONOPHO-ABUraTeIbHOro annapaTa:

- nekumMmn odopmMANATCA B BUAE INEKTPOHHOrO AOKYMEHTa, AOCTYMHOro ¢ NOMO-
b0 KOMMbIOTEPA CO CNeLManm3npoBaHHbIM NPOrpamMmmHbIM obecnedyeHnem;

- NMUCbMEHHble 334aH1A BbINOJHAIOTCA Ha KOMMbIOTEPE CO CNELMANU3NPOBAHHbBIM
nporpaMMHbIM obecrneyeHunem;

- 3K3aMeH W 3a4€T NPoBOJATCA B YCTHOM GOpMe MM BbINONHAKOTCA B NMUCbMEH-
HoM dopme Ha KomMbloTepe.

Mpn HeobxoANMMOCTM NPeayCMaTPUBAETCA YBE/IMYEHNE BPpEMEHW A1A NOATOTOBKM OTBETA.

Mpoueaypa nNpoBeAeHUA MPOMEXKYTOYHOM aTTecTaumnm ans obyyatowmxcs
YCTaHAB/IMBAETCA C YYETOM WUX MHAMBUAYAJIbHbIX MNCUXOPU3NYECKUX OCOBEHHOCTEN.
MpomeXKyTouyHanA aTrecTalma MOXKeT NPOBOAMTLCA B HECKO/IbKO 3TanoB.

Mpn npoBeaeHMWU npoueaypbl OUEHMBAHMA pe3ynbTaToB obyvyeHus npeay-
CMaTpUBAETCA UCMO/Ib30BaHNE TEXHMYECKUX CPEACTB, HEOOXOAMMbIX B CBA3M C UHAN-
BUAYaNbHbIMKU 0cobeHHOCTAMM obyuyarowmxca. ITM cpeactsa moryT 6bITb NpeaocTaB-
NIeHbl YHUBEPCUTETOM, UM MOTYT UCMO/Ib30BaTbCA COOCTBEHHbIE TEXHUYECKUE cpea-
cTBa.

MpoBegeHne npoueaypbl OLEHUBAHWUA pPe3yNbTaToB OOy4YeHWUA AOonycKaeTcsa C
MCNoNb30BaHMEM AMUCTAHLMOHHbIX 06pa3oBaTeIbHbIX TEXHOIOTUA.

ObecneunBaercs A0CTYN K MHPOPMALMOHHbIM N Bubanorpadmyeckum pecyp-
cam B ceTn WHTepHeT gns Kaxkaoro obydyatouweroca B dopmax, aganTUPOBaAHHbIX K
OrpaHMYEeHUAM UX 340POBbA M BOCMPUATUA MHPOPMALUK:

* ANA cnenbix U cNaboBmaaALLmnX:

- B NeyaTHon popme yBeNnYEeHHbIM LWPUPTOM;

- B ¢dopme 3NEeKTPOHHOro [AOKYMeHTa;, - B d¢opme

ayauodaiina.
* ONA TNYXUX M cnabocablwalmx:
B neyaTHoOM popme;
B dopme 3/1EKTPOHHOr0 AO0KYMEHTA.



* ana obyyalowmxca C HapyleHWAMW OMOPHO-ABUIATENBHOrO
annapaTa:. - B ne4atHon popme;
- B popme 3/1EeKTPOHHOrO AOKYMEHTa;
- B dopme ayanodanna.
YyebHble ayauTopunM AONA BCEX BUAOB KOHTAKTHOW WM camocToATeNbHON paborThl,
Hay4yHaa 6ubanoTeKka M MHble NOMeLEHUA ANA 0ByYeHMA OCHALLEeHbl CneuuanbHbIM
obopynoBaHMEM U y4EOHBIMU MECTaMU C TEXHUYECKMMU CpeaCcTBaMm 0byyeHus:
* ANA cAenbiX U cnaboBnaaLLNX:
- YCTPOMCTBOM [ANA CKAHMPOBAHUA U
yTteHus c Kamepoi SARA CE;
- aucnneem bBpanns PAC Mate 20;
- npuHTepom Bpanna EmBraille
ViewPlus;
. ONA TNYXUX U cnabocablwawmx.
- aBTOMATM3NPOBAHHbIM PabouMm mecTom ANA N0AEN C HapyLeHUem cayxa
M cnabocnblwamx;
- aKYCTUYECKUI YCUNTENb U KOJIOHKMU;

. Ana obyyatoWwmxca ¢ HapyweHMAMM ONOPHO-ABUIaTeIbHOro anna-
paTa: - NepeABUKHbIMU, PErYIMPYEMbIMW SPTOHOMMUYECKUMU NAapTamm
CKn-1, - KOMMbIOTEPHON TEXHMKOM CO CNeLnanbHbIM NPOrPamMmMHbIM
obecneyeHnem.

9. MeToaunueckme matepuansi
9.1. MnaHbl NPaKTUYECKMUX 3aHATUN

Tema 3 YnpaBieHue 31eKTPOHHbIMU AOKYMeHTamuM Ha 6ase nporpammHoro obec-
neyeHuns, NCNoab3yemoro B MHGOPMaLMOHHON MHPPACTPYKTYpPe opraHusaumnm
Llenb 3aHATMA: UCCNen0BaTb MEXaHU3M UCMO/b30BaHMA GOPMATOB INEKTPOHHbBIX LOKYMEHTOB |
onepaTuBHOW pabote
dopma npoBeaeHnsa — AenoBas Urpa
Bonpocb! gns obcyRaeHmn:

1. Pa3paboTKa /IOKaNbHbIX HOPMATMBHbIX aKToB: Mpasuna, MHCTpykuuun, TpeboBaHuA
opraHusauuu, npeanpuaTMa W.T.4., PernameHTUpPYoLWMX onepaTMBHOE MCMNO/Ab30Ba-
HUe GOPMaTOB 3/IEKTPOHHbIX LOKYMEHTOB.

2. PeweHue Bonpocos Bbibopa dopmaTa ONEepPaTUBHOTO XPaHEHUA INEKTPOHHbIX LOKY-
MEHTOB.

3. PeweHune Bonpocos Bbibopa dopmaTa AUTENbHOTO XPAaHEHUA 3SNEKTPOHHbIX [OKY-
MEHTOB.

KoHTpo/sbHble BOMNPOCHI:

1. CoctaBbTe [paBuna, pernameHTUpyoLWMe oNepaTMBHOE MCNOAb30BaHMe popmaToB
9/1EKTPOHHbIX LOKYMEHTOB B OPraHM3auum.

2. CoctaBbTe WMHCTPYKLMU, pernameHTMpytoLLMe onepaTMBHOE MCNoNb3oBaHWe dopma-
TOB 3/IEKTPOHHbIX JOKYMEHTOB B OpraHu3aLuu.

3. CocTaBbTe TpeboBaHMA, pernameHTUpyloLme onepaTMBHOE WMCMOMb30BaHWe dopma-
TOB 3/1IEKTPOHHbIX JOKYMEHTOB B OpraHu3aLuuu.



4. NMepeuucnnte dopmaTbl onepaTUBHOrIO XpaHeHuA anek-
TPOHHbIX  [OKYMEHTOB.
OxapaKTepusyinTe ux.

5. Mepeuncnante dopmatbl AANTENBHOrO (APXMBHOINO) XPAHEHWUA 3SNEKTPOHHbIX OKY-
MeHTOB. OXxapaKTepusymnTe ux.

NntepaTtypa
OcHoBHas
1. Kabawos C. K. 91eKTpoHHOE NPaBUTENbCTBO. DNEKTPOHHbIA AOKYMEHTOOOOPOT.
TepmuHbl U onpegeneHuna. YyebHoe nocobue. - 1. - MockBa: OO0 «Hay4yHo-
nsgartenbckuin ueHTp MHOPA-
My, 2017. 320 c. ISBN 9785160068350.
httpz//znanium.com/go.php?id=809828
2. YepHukoB b. B. MHOpMaUMOHHbIE TEXHONOTMKU ynpaBaeHus . y4ebHuk / b.B.
YepHuKoB. 2-e u3g., nepepab. n gon. M. : U4 «POPYMy : MHOPA-M, 2018. 368 c.
(Bbicwee obpasoBaHume:
Bakanaspwuar). http//znanium.com/bookread2.php?book=954481

3. TexHonorua oTKpbITbiX cucteM. Mo pea. A.A. OneltHnkoBa. — M.: AHyc-K, 2004.
— 288 c., nn.

A0NoNHUTE/IbHAA

1. NapuvH M.B. DneKTpoHHble AOKYMeHTbl B ynpasaeHun: Hayd.-meToa. no-
cobue. 2-e nsa., gon. / M.B. lapuH, O.U. Pbickos. M.: BHUNOAL, 2008.- 208 c.

2. AiraHosa A.A. OTKpbITble CTaHZAAPTbl U OTKPbITbie GOpMaTbl 3/IEKTPOHHbIX
nokymenTos // Oenonponssoactso. 2009. Ne 4. C. 23 — 28.

3. AraHoBa A.A. ®opmaTtbl 3NEKTPOHHbIX AOKYMEHTOB, MCMNO/Ab3yemble B
ynpasneHun aokymenTaumen // enonponssoacrso. 2009. Ne 3. C. 27 — 31.

4, AiraHoBa A.A. CBoboaHOe nNporpammHoe obecneyeHne u OTKpbITblie op-
maTbl B Poccun // Aenonponssoacteo. 2010. Ne 1. C. 29 — 33.

5. AraHoBa A.A. OTKpbITble CTaHAAPTbl U 3NEKTPOHHble A0KYMeHTbl B Poc-
CUMCKON
denepaumn Ha cospemeHHom 3Ttane // Tpyabl TpeTben MeKAyHapoAHON KOoHdepeH-
unm «CtaHpaptMsauma MHPOPMAUMOHHbBIX TEXHONOTUA U MHTeponepabenbHoOCTb -
SITOP’2009». 27 oktabpa 2009 r., Mocksa. C. 137 — 140.

6. AiraHoBa A.A. OTKpbITble MHPOPMALMOHHbIE TEXHONOIMW B YNpaBiEHUN
9/IEKTPOHHbIMM  AOKYMeHTamu // Tpyabl YeTBEpPTOM BCEPOCCUIMCKOM KOHdepeHLmu
«CTaHpaptMsauma MHOOPMALMOHHBLIX TEXHONOTUK U uHTeponepabenbHocTb Sitop
2010». — M.:

Akagemua MHbOpMaLUMOHHbIX cuctem. C. 38-41

7. AraHoBa A.A. DNEeKTPOHHbIe AOKYMEHTbl U OTKPbITble CTaHAapTbl B rocy-
[apcTBEHHOM ynpasnieHuun /| JoKkymeHTauma B MHOOPMaLMOHHOM obuiecTBe. dnek-
TPOHHOE MPaBUTENbCTBO: YNpaBaeHMe AoKymeHTamun: [loknaabl n coobuweHua Ha XVI

MeayHapoaHON Hay4HO-npaKTMYyeckon KoHdpepeHummn 26-27 Hosbpa 2009 r. / Po-
capxms. BHUMOAL. - M.,

2010. C. 148 - 151.



8. Pomanos [.A., UnbuHa T.H., lormHosa A.KO. MpaBaa 06 31eKTPOHHOM
AokymeHToobopoTe. — M. 2002. 224 c.

9. CatyHmHa A.E. YnpaBneHue NpoeKkTomM KOpMnopaTMBHON MHQPOPMALLMOH-
HOM cucTeMbl NpeanpuaTnAa : yyeb. nocobmne ana cTygeHTOB By30B, obydatowmxca no
cneumnansHocTn "TpuknagHaa nHoopmatuka (no obnactam) / A. E. CatyHuHa, J1. A
CbicoeBa. - M.: ®uHaHCbl U cTaTUCTMKa : UHbpa-M, 2009. - 349 c. : puc., Tabn.

CI'IpaBO‘-IHbIe n MHd)OpMaLI,VIOHHbIe n3naHunA

«OdnuManbHbIN MHTEPHET-NOPTAN NPaBOBOM MHPOPMALIUNY
- «KOHCYNbTaHT Maocy
- «fapaH™

MNepeyeHb pecypcoB MHPOPMALMOHHO-TENEKOMMYHUKALLMOHHOM ceTu «MHTepHeT

archives.ru/ - depepanbHoe apxuBHoe areHTcTBO WWW.gosuslugi.ru/ - Cnpa-
BOYHO-MHGOPMALMOHHbIN NopTan «OCyLapCTBEHHbIE YCAYrM» pPravo.gov.rw/ -
OduumanbHbli MHTEPHET-NopPTan npaBoBon MHdopmaumu http://tp-npp.ru/ -
HauunoHanbHaa nporpammHas nnatoopma Www.gdm.ru/ - Tuabamsa ynpasns-
IOLLMX AOKYMeHTaumeln WWW.e0S.ru/ - KomnaHma «3N1eKTPOoHHble 0pUCHbIE CU-
CTEMbI» http://www.directum.ru/ - KomnaHusa DIRECTUM
http://www.intertrust.ru/ - Komnauusa «MHTepTpact» http:/www.evfratru/ -
Komnanuua Cognitive Technologies www.consultant.ru/ - opuumnanbHbii cant
KomnaHun KoHcynbTaHTlAoC WwWw.garant.ru/ - uHbopmauMoHHO-NPaBOBOM

noptan [apant https://ru.libreoffice.org/ - cBoboaHbIi oduUCHBI nNakeT
LibreOffice

www.sekretary.net/ - nHbopmauMOHHbLIN MopTan ana npodeccroHanbHbIX

CeKpeTapei M agMMHMCTPATMBHbLIX paboTHukos http://www.mdi.ru/ - HTL,
MPM cnews.ru/
www.ecm-journal.ru/



MaTepnanbHO-TeXHUYecKoe obecneyeHune 3aHATUA.

KomnbloTepHbIN Knacc, NOAKNOUYEHHbIN B MHTEpHET, OCHALLEHHbIN NPOEKTOo-
POM ANA 3/IEKTPOHHbIX MPe3eHTauuin M 3KpaHOM. Bce KomnbloTepbl A0MKHbI ObITb
CBA3aHbl MexKay cobol B eAnHYI0 BHYTPEHHIOK CEeTb WU OCHALLEHbl CNeLnanusmpoBaH-
HbIM MPOrpamMmmHbIM obecneyeHmnem.

MporpammHble cpeacTBa, 3a4eNCTBOBaHHbIe B Npouecce obydyeHuns:

- CBobogHbIi opucHbi naket LibreOffice

- OducHbIN nakeT npunoxexHnin Microsoft Office
- ABBYY FineReader

- Internet Explorer, Google Chrome

CnpaBo4HO-npaBoBble cuctembl: «KOHCyNAbTaHT», «apaHT»
CncTeMbl 3N1EKTPOHHOTO AOKYMeHTOObopOoTa

- «AENO» KomnaHua 30C

-« KAOPbI» KomnaHuna 30C

- «E1 EBdpat» KomnaHua Cognitive Technologies
DIRECTUM Komnanus DIRECTUM

«Docs Vision» Komnanua Docs Vision

«1C AokymeHToobopoT» KomnaHusa 1C

MoptanbHble peweHunsa: EOS for SharePoint, Butpukc 24

Tema 4 fDOpMaTbI S/IEKTPOHHbIX AOKYMEHTOB, NpUMeHAeMbIE B YNPaBEHNUN OOKYMEHTAMMU.

Lenb 3aHATHA: YMETb NoArotoBUTb AOKYMEHTbLI B PaA3HbIX Od)VICHbIX npunoxe-

HMAX M NPOBECTU aHann3 GOPMATOB 3/IEKTPOHHbIX AOKYMEHTOB, MCNOAb3yeMbix B pabote c
yrnpaBAeHYeCKoN AOKyMeHTaumen npu pabote 8 C3/. dopma nposeaeHua — genosas urpa
Bonpocbl gns obcyaeHuna:

1.

CospgaHue ¢annoB TEKCTOBbIX AOKYMeHTOB. CoXxpaHeHUe UX B pa3HOobpasHbIX ¢op-
MaTax.

CospaHue $annoB aneKTPoHHbIX Tabamy,. CoxpaHeHne ux B pasHoobpasHbix dopma-
Tax.

CospgaHue ¢annos rpadpuuecknx nsobpaxkennin. CoxpaHeHne mMx B pasHOObpasHbIX
dopmaTax.

CpaBHeHME XapaKTEPUCTUK SNEKTPOHHbIX AOKYMEHTOB, COXPAaHEHHbIX B PasHbiX ¢pop-
MaTax.

KcnopT AokymeHTa B dpopmaT PDF 1 wiki.

KOHTpo/IbHble BONPOCHI:

B Kaknx dopmaTtax 3/MEKTPOHHbLIX LOKYMEHTOB BO3MOMHO COXpaHeHMe OpraHu3aLu-
OHHOMPABOBOM, pacnopaAUTEeIbHON MHGOPMALLMOHHO-CNPAaBOYHOM AOKYMEHTauMmn?



2. Kakue nporpammbl BXOAAT B COCTaB NakeTa 0PUCHbBIX NPUAOKEHWNIA?

3. Kakue 3agauv ynpaBieHWUs 3MEKTPOHHbIMU AOKYMEHTAMW MOMKHO PELWUTb C MOMO-
Wbt MNaKeTa OPUCHbIX MPUNOKEHUIA?

NCTOYHMKM

1. depepanbHbit 3akoH Poccuiickon ®epepaumnm ot 27 aekabps 2002 r. Ne
184-®3 «O TexHu4eckom perynmpoBaHumy // C3 PO. - 2002. - Ne 52 . - C1. 5140.

2. depepanbHbi 3aKoH Poccuickoint deaepaupnm ot 27 uona 2006 r. Ne
149 - 3 «0O6 MHbopMaLUKN, MHPOPMALIMOHHBIX TEXHONOTUAX U O 3alWuTe UHPopma-
umn» // C3 PO, - 2006. -
Ne31(u.1). - Ct. 3448.

3. rOCT P 7.0.8. - 2013 «Cuctema ctaHgaptoB no nHdpopmauuun, 6mMbamo-
TEYHOMY M U3gaTenbCKomy Aeny. [lenonpovsBoACcTBO U apXMBHOE Aeno. TEPMUHbBI U
onpeaeneHua». M., UsgaTtenbcteo cTaHaapTos, 2014,

JlIntepatypa

OcHoBHasA:

1. Kabawos C. KO. 3neKTpoHHOE MNPaBUTENLCTBO. DNEKTPOHHbIA A0KYMEHTOOOOopOoT.
TepmuHbl 1 onpeaeneHus. YyebHoe nocobue. - 1. - MockBa. OO0 «Hay4yHo-
nsgatenbckuii ueHTp MHOPA-

My», 2017. 320 c. ISBN 9785160068350.

http://znanium.com/go.php?id=809828

2. YepHukos b. B. MHPOpMaLMOHHbIE TEXHONOrMK yripaBieHua : ydebHuk / 6.B. Yep-
HMKOB. 2-e u3a., nepepab. u gon. M. : U4 «POPYM» : UHOPA-M, 2018. 368 c.
(Bbicwee obpa3oBaHue:

Bakanaspwuar). http//znanium.com/bookread2.php?book=954481

3. TexHonorunsa oTkpbITbix cuctem. MNog pea. A.A. OnetHukosa. — M. Anyc-K, 2004. —

288 c., nn.

JononHutenbHaa:

PomaHos A.A., MnbuHa T.H., lornHoBa A.HO. MpaBaa o6 3N1eKTPOHHOM [OOKY-
meHToobopoTe. — M. 2002. 224 c.

CaTtyHuHa A.E. YnpaBneHne NpoeKTom KOpnopaTUMBHON MHPOPMALLMOHHON CU-
cTeMbl npeanpuaTuA : y4eb. nocobue ana cTyaeHTOB BY308B, 0byyatoWwmxcsa no
cneumnansHocTn "TpuknagHaa nHpopmatmka (no obnactam) / A. E. CaTyHuMHa,
N1. A. CbicoeBa. - M.: ®uHaHCbl K cTaTUCTUKA : MHdpa-M, 2009. - 349 c. : puc.,
Tabn.

CnpaBoyHble U MUHGOPMALLMOHHbIE U34aHUA

«OduumManbHbI MHTEPHET-NOPTAN NPaBOBOM MHbOPMALUMY)
- «(KOHCYNbTaHT MNnocy
- «rapaH™

MepeyeHb pecypcoB MHPOPMALLMOHHO-TENEKOMMYHUKALMOHHOM ceTn «MHTepHEeT



archives.ru/ - ®enepanbHoe apxMBHOE areHTCTBO
WWW.0S.Iu/ - KomnaHua «3NeKTPoHHble 0PUCHbIE CUCTEMbI»
http//Awww.directum.ru/ - Komnanua DIRECTUM
http/Awww.intertrust.ru/ - Komnauus «MHTepTpacT»
http/Awww.evfrat.ru/ - Komnanua Cognitive Technologies
www.consultant.ru/ - odmumnanbHbI cakT KOMNaHMM KoH-
cynbTaHTMAOC WwWw.garant.ru/ - nHpopmaLMoHHO-NPaBoBOM
noptan FapaHT https//www. microsoft.com/ru-ru/default.aspx

- Komnanua Microsoft https//ru.libreoffice.org/ - ceobogHbIl

odpucHbi naket LibreOffice cnews.ru/
www.ecm-journal.ru/

MaTepnanbHO-TeXHU4YeckKoe obecneyeHne 3aHATUA.

KomnbloTepHbIM Knacc, NOAKAYEHHbIN B UHTEPHET, OCHALLLEeHH bl MPOeKTo-
POM ANA 3NEKTPOHHbIX NPEe3eHTaLMi U 3KpaHOM. Bce KomnbroTepbl A0MXKHbI HbITh
CBA3aHbl MeX Ay CO60IN B e4MHYI0 BHYTPEHHIOK CEeTb M OCHALLLEHbI CNeLMann3npoBaH-
HbIM NPOrpaMmMHbIM obecneyeHnem.

MporpammHblie cpeacTsa, 3aﬂ,el\/‘ICTBOBaHHbIe B npouecce O6y‘-IEHMF|:

- CBoboaHbIi opucHbI naket LibreOffice

- OpucHbI naket npunoxeHuit Microsoft Office

- ABBYY FineReader

- Internet Explorer, Mozilla Firefox, Google Chrome

CnpaBO4YHO-NPaBOBbIe CUCTEMbI: «KOHCYNbTaHT», «fapaHT»
CuCTEeMbI 3N1EKTPOHHOTO A0OKYMeHToobopoTa

- «AENTO» KomnaHwua 30C

-« KAOPbl» Komnanuna 30C

- «E1 EBdppat» KomnaHusa Cognitive Technologies
- DIRECTUM Komnatuua DIRECTUM

- «Docs Vision» KomnaHua Docs Vision

- «1C [dokymeHToobopoT» KomnaHua 1C

MoptanbHble peweHuns: EOS for SharePoint, Butpukc 24

9.2. MeToaunyeckne pekomeHaaLmmn no NoarotToBKe NMCbMeEHHbIX paboT
PekomeHAaLMKM NO NOATOTOBKE U opopmaeHUto pedepaTta

MoarotoBKa pedepata NO3BONAET 3aKPENUTb TEOPETUYECKME 3HAHUA NO AMUC-
LUMNIMHE, NPUOBPEeCcTM HAaBbIKM CaMOCTOATENIbHOTO Yry61eHHOro U3y4eHUA O4HOrMOo 13
paszaenos Kypca. Mpu nogrotoske pedepaTa CTyAEHTbI NONYYAIOT HAaBbIKM U YMEHWeE
paboTaTb C UCTOYHWKAMMU U NUTEPATYPOM, aHaNN3MpoBaTb GaKTbl M AaHHbIE crieum-



aNbHOW UTEpaTYpPbl, M31araTb NPOYUTAHHOE COBPEMEHHbIM NPOdECCUOHANbHbIM
A3bIKOM.

PedepaTt nomkeH 6bITb 0hoOpM/IEH B COOTBETCTBMMU C TpeboBaHMAMMU, Npeab-
ABNIAEMbIMU K NOATOTOBKE M OPOPMAEHWNIO HAayYHbIX paboT.
PedepaT BKNtOYaET:
- TUTYNbHbIW JINCT;
ornaBieHue;
BBEAeHueE,
OCHOBHY!0 YacTb (TemaTUyecKkune pasaensl);
- 3aK/0YEHMUE;
- CMMCOK UCNOJIb30BaHHbIX NCTOYHWUKOB U IUTEPATYpbI.

O6bem pedepaTa - 15-20 cTpaHmL TekcTa (npu Habope Yepes 1,5 nHTepBana u
pasmepe wpuoTta 13-14). PedepaT nuweTca Ha OQHON CTOPOHE CTaHAAPTHOro AMCTa
6ymaru dopmata A4
(210x197mm).

CTpaHuubl pedepaTa HymepyoTca apabckumm umdppammn Ha BepxHeEM none nucTa, 6es
KaBblyeK, 4edUCOB U APYrMX 3HAKOB NpenuHaHus. TUTYNbHbIA NIUCT U OFNIAaBNEHUE He
HYMepyHT, HO BK/IOYatoT B 061Nt 06bem pedeparta.

Hay4yHo-cnpaBo4YHbIM annapaT pedepaTa BKAOYAET CNUCOK UCTOYHUKOB U n-
TepaTypbl U NOACTPOYHbIE CHOCKWU. MOACTPOYHbIE CHOCKM MCMO/b3YHTCA BO BCEX CAY-
YyaAax UMTMPOBAHMA B TEKCTe pedepaTa NPaBOBbIX aKTOB, ,OKYMEHTOB, MPOU3BEAEHUN
aBTOpPOB MOHOrpaduit, ctateit, yuebHMKOB, y4ebHbIX NOCOOMI, a TaKKe MNpU LUTUPO-
BaHMM CTaHAAPTHbIX ONpeAeNeHUn TEPpMUHOB U MOHATUA. Bce npuBogumble B pede-
paTe ¢aKTbl, uMdpbl, AaTbl, KOHKPETHbIE AaHHbIE TaKXKe AOMKHbI ObiTb NOATBEPKAE-
Hbl NOACTPOYHbBIMW CHOCKAMMU.

CHOCKM HymepytloT B npeaenax O4HOW CTpaHWULUbl apabCckumn umdpamm, TeKCT
CHOCKM pa3meLLatoT Nog nocnesHen CTPOKON TeKCTa.

MpumepHaa TemaTnKa pedepatos

1. O630p 3aKoHOAaTenbHOW 6a3bl, pernameHTMpyloWwen coepy npumeHe-
HWA CTAaHOAPTOB XPaHEeHUA SNEeKTPOHHbIX AOKYyMmeHToB B CIO/.

2. AHannM3 HOPMATUBHO-METOANYECKUX AOKYMEHTOB, periameHTUpPYoLLUX
npoueccbl BHeApPeHUA U UCNONb30BaHMUA CTaHAAPTOB XPaHEHMUA S/IEKTPOHHbIX AOKY-
meHTOB B C3/.

3. AHann3 TepMuHONOrnmn, ncnonbsyemon B codepe MHPOPMALMOHHbLIX TeX-
HONOTUN.

4, AHanus cTaH[apTOB, UCMOb3YEeMbIX NPU YNPaBAEHUN AOKYMEHTaMMU.

5. AHann3 GopmaToB 3NEKTPOHHbLIX [AOKYMEHTOB, MWCMOAb3yeMbIX MNpwu
ynpaBaeHNN JOKYMEHTaMM.

6. 0630p nybanKaumnii oTe4ecTBEHHbIX aBTOPOB MO BOMPOCamM MCNO/b30Ba-
HWA CTaHAAPTOB XPaHEHUA INEKTPOHHbIX A0KyMeHTOB B CI/.

1. 0630p nybankaumit 3apybexHbiX aBTOPOB MO BOMNPOCAM UCMO/Ib30BaHMUA
CTaHAaPTOB XPaHEHUA 3NEKTPOHHbIX AOKymeHTOB B C3/.

8. PeweHne TMNOBbLIX 33434 Ae/IONPOM3BOACTBA CPeAcTBaMM nakeTa odpuc-
HbIX MPUOXKEHUN.



MpunoxkeHue 1
AHHOTALMA ANCUMNNJTUHDBI

OncunnanHa «OnMcaHue apXUBHbIX 3/IEKTPOHHbBIX PECYpcoB» peanin3yetca Ha daKkynbTeTe
apX1BOBEAEHMUSA U AOKYMeHToBeAeHMA Kadeapoi VCTOYHHKOBEICHUS.

LUenb ancumnanHbl: gaTb CAywaTenam LLeNoCTHoe npeacTaBaeHme o npobaemax nybamkaumm
OOKYMEHTOB M ONepaTUBHbIX U3AAHUAX, UX NOATOTOBKE HA Pa3/INYHbIX TUMAX HocuTenemn; obiee
NOHATUE O peaaKUMOHHO-U3aTeNIbCKOM MpoLLecce U KHUXKHbIX CTaHA4apTax — B CBA3W C 3aAava-
MW OMNepaTUBHOro N3ZaHua odULMaNbHBIX LOKYMEHTOB rOCY4apCTBEHHBIMM M HETrOCYAaPCTBEH-
HbIMW OpraHM3auMamu, NPegnpUATUAMM, KOMNAHUAMMU.

3apayamum ANCUMNAMHBI ABNAIOTCA O3HAaKOMIeHUe CTYAEeHTOB:

- C OCHOBHbIMM NOHATUAMM, NpeaMeTOM U 0bbeKTom apxeorpadum, B TOM YMCAe HA TEXH O-
TPOHHbIX HOCUTENAX U B INEKTPOHHOM dopmaTe;

- TMNamu, Bugamum u Gopmamu nybaMKaumii, a TakKe OCOOEHHOCTAMM MOArOTOBKU 3neK-
TPOHHbIX Ny6MKaLmin B ceTn MIHTepHET;

- OCHOBHbIMM Npobaemamm NOATrOTOBKM ONEPATUBHbBIX U3LAHNIA;

- pefaKkuMOHHO-U3aaTelbCKUM NPoL,eccom NOAroTOBKM O,0KYMEHTOB K ne-
4aTu; - OCHOBAM W MOArOTOBKM M3AAHUN OPULMANBHBIX SNEKTPOHHbIX AO0KY-

MeHTOoB

OncunnanHa HanpasneHa Ha OpMMPOBAHME CAEAYHOLWMX KOMMNETEHLU M.

MK-4.1 - 3HaeT TeHAEHUMWN Pa3BUTUSA LOKYMEHTALLMOHHOro obecnevyeHuns ynpaBieHmns u

apxXMBHOro aena

MK-4.3 O6napat HaBblIKaMy NO BHEAPEHWUIO CUCTEMbI 3/IEKTPOHHOI0 apXMBa OpraHM3aLmnm

B pesynbrare ocBOSHUS AUCIUTIINHBI 00YJaIOUMACs JOMKEH |

3namo:

1. OCHOBHBIE COMPOBOAUTENBHBIC TOKYMEHTHI K 3JIEKTPOHHON MyOIUKAIIUH
2. OCHOBHOM Kpyr myOnuKamuii o QUITHATBHBIX JICKTPOHHBIX JIOKYMEHTOB
3. [IpaBoBOE peryaupoBaHue MyOJIUKAITANA

Yumems:

1. AHaNMU3UPOBATh INEKTPOHHBIC MYOIUKAIINU UCTOUHUKOB;

2. [lpuMeHsITh METOBI CO3IaHUsI ATICKTPOHHON IMyOIHKaIIuN

3. BeIABIIATE U OTOMPATH JOKYMEHTBI IS DJICKTPOHHBIX MO TUKAIIH I

Bnaoems:
1. MeTroamu MOATOTOBKH JICKTPOHHBIX IOKyMEHTAIBHBIX MTYOIMKALIUN
2. Metogamu MHGOPMAITMOHHOTO MTOMCKa B 00JIACTH EKTPOHHOM apxeorpaduu 3. IlpaBunamu
paboThI C BJIEKTPOHHBIMU ITYOJTUKALIUSAMU
[To pucnuniIMHE MpeaycCMOTPEHA TPOMEKYTOUHAs aTTecTauust B opMe 3adeTa.
OO0mas TpyI0eMKOCTh OCBOCHHMSI JUCIUIIIIMHBI COCTABIISACT 3 3a4E€THBIX SANHUIL.



