MUHUCTEPCTBO HAYKN 1 BBICIHIEI'O OBPA3OBAHMS
POCCUNCKOU OEJIEPALINA

v desepanpioe rocyaperseniioe OrpKeTHOE 00Pa30BATEILHOE YUPCKICHHC
: BbICLIEro 00pasoBaHmsl
«MarauToropekuii rocyapeTBeH bl TeXHuueckuit ynusepeurer um. 1.1, Hocosa»
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PABOYASI IIPOI'PAMMA JUCHUITIMHBI (MO/LYJI51)

INNEKTPOHHBIE APXHBHBIE IOKYMEHTbI

Harnpasiienue n0/AroToBKH (CNCHHAIBLHOCTD)
46.03.02 JlokymMeHTOBe/IeHHE W apXHBOBCACHHC

Harpassiiennocts (NpoQuib/crieltnainsaiiis) porpamMmMbl
JIoKyMeHTOBe/IeHHE U JIOKYMEHTAHOHHOE 00eCcIIeYeHHE YIIPaBIICHHS

VYposenb Bbiciiero obpazoBanus - GakanaBpuar

dopma 00yueHus
OYHasi

Mucruryt/ Gakyiabrer  MHCTUTYT rymManuTapHoro odpasoBatims

Kadeipa [lestarornyeckoro 00pa3oBaHus U JIOKYMCHTOBC/ACHHS
Kype 3
Cemectp 5

Maruuroropck

2023 rox .



PaGouas nporpamma cocrasiena Ha ocHoBe PI'OC BO - GakanaBpuar 1o HarpabicHHK
noaroropkn 46.03.02 Jlokymenrosejienne M apxupoBejenune (npukas MunoOpuayku Poccun o1
29.10.2020 r. No 1343)

PaGouas nporpamma pacemorpena u ojodpena na sacejanun kadepot learornueckor
00pa3zoBanus 1 JIOKYMEHTOBC/ICHHSI Ve
30.01.2023. nporokon Ne 5

3as. kadeapoit (7222 g

o
PaGouas nporpamma 0/100peHa METOMUECCKOI KoM HQQA@(/)
14.02.2023 r. nporokoi Ne 6 , o
Ilpejcenareis T.E. AGpam3on
7 J

PaGouas nporpamma cocrasiieHa:

C.C. Benukanone

jonent kadeaper [On/1, kanst. Gpuinon. nayk ~ CJLAuapeena

Perensenr:

Ct. menejukep (B pombiiiennoctu) [ITAO "MMK" -~ C.A. benobGopojiosa



JIucr aktyanusanuu padoueii nporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzaruu B 2024 - 2025
ydaeOHOM roy Ha 3acefaHuu kageapel [lemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanuszanuu B 2025 - 2026
y4eOHOM roy Ha 3acenanuu kageapel Ilegarormueckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Ipotokom ot 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peamsanuu B 2026 - 2027
yueOHOM roy Ha 3acenanuu kadeapel [lemarormueckoro o0Opa3oBaHUs U JOKYMEHTOBEICHHSI

[Iporokom ot 20 . Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamMmma repecMoTpeHa, 00CyKaeHa 1 0100peHa s peanuzarnuu B 2027 - 2028
y4eOHOM roy Ha 3acefaHuu kapeapel [lemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa




1 Iles1u ocBOEHUSI TN CHMUTLTHHBI (MOLYJI51)

- MOATOTOBKA CTYJIEHTOB K JIEATEIHHOCTH B MPO(PECCHOHAIBHON O0JAacTH CO3/aHUs U
obecrieuenus 3GpPeKTUBHON cuCcTeMbl TpaduUecKuX 00pa30B TOKYMEHTOB AJIEKTPOHHOTO apXHBa
C HCIOJIb30BaHHEM HH(POPMAIIMOHHO-KOMMYHHUKAITMOHHBIX ~ TEXHOJIOTUW: 3HAKOMCTBO C
(GhopMHpPOBAaHHEM M 3arpy3KOW JaHHBIX B CHCTEMY DJIEKTPOHHOTO apXHBa, BBHITIOJIHEHHEM padOT
M0 CO3JaHHI0 rpaduUecKuX OoOpa3oB JOKYMEHTOB B CHCTEME 3JIEKTPOHHOTO apXWBa C IENbIO
peanu3alui TOTOBHOCTH CTYJIGHTOB K PYKOBOJICTBY IIPOILIECCOM CKAaHMPOBAaHMs, BBOJA U
00pabOTKHU TAHHBIX B CUCTEME JICKTPOHHOTO apXHBa.

2 MecTo qUCHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa30oBaTe1bHOI POrpaMMbl

JucuuruinHa DJIEKTPOHHBIE apXUBHBIE JOKYMEHTHI BXOAWUT B 4YacTh Y4e€OHOTO IUIaHa
(bopMHpyeMyI0 yUaCTHUKaMU 00pa30BaTeNIbHBIX OTHOIIEHUH 00pa30BaTeIbHON IPOrpPaMMBbl.

Jns  u3ydeHUs  AMCUUIUIMHBL ~ HEOOXOAMMBI  3HaHMA  (YMEHHUS,  BIAJCHHA),
c(hOpMHUPOBAHHBIE B PE3Y/IbTATE U3YUEHHS AUCLUIUINH/ IPAKTUK:

ApxuBOBeCHUE

JIoKyMeHTalMOHHOE obecrieueHne IrpakJaHCKUX OTHOILEeHU B PO

JIOKYMEHTUPOBaHUE JIEATEIBHOCTH HErOCY IapCTBEHHBIX OpraHU3alii

HNudopmannonnoe odecrieyeHre ynpapieHus

NHbopMalMoOHHbIE TEXHOJIOTMH B JIOKYMEHTALIMOHHOM OOECIEYEHUU YINpaBJICHUS U
ApXHUBHOM JIEJIE

Me:x1yHapOaHbIE CTaHAAPTHI YIIPABICHUS JOKYMEHTALIMENH U apXUBaMU

Opranu3anus U TEXHOJIOT Ul TOKYMEHTALMOHHOT0 00eCTIeYeHUs yIIPaBIeHUs

AJMUHUCTPUPOBAaHKE paOOTHI C IEPCOHAIBHBIMU JAHHBIMU

JlokyMeHTarmoHHoe obecreueHrne HHPopMaImoHHoii chepsl B PO

JIOKyMeHTallMOHHOE 00€ecIIedeHHEe TPYN0BbIX OTHOILIEHUH B PO

JlokyMeHTOBEICHHE

IIpoexkTupoBaHue ynpaBIeHUYECKON JOKYMEHTAlMU OpraHu3aluu

DNEeKTPOHHBIE apXUBHBIE IOKYMEHTbI

OO6paboTka ¥ 3a1MTa JOKYMEHTHPOBAaHHON HH(pOpMaluu

OCHOBBI apXUBOBEJCHUS

OCHOBBI TOKyMEHTOBEICHUS

OcCHOBBI yIIpaBJIEHUsI OpraHu3annuen

3HaHus (YMEHUS, BIAJI€HUs ), OIyYEHHbIE PU W3YYEHUH TaHHOW TUCHUIUIMHBI OyayT
HEOOXOIUMBI JUIsl U3yUSHUS IUCLUIUTNH/TIPAKTHK:

ApxuBOBeIcHHE

JIOKYMEHTUPOBaHUE JIEATEIBHOCTH HErOCYIapCTBEHHBIX OpraHU3aliii

Nudopmannmonnoe obecrieueHune yrnpaBieHUs

WNHdpopmanMoHHbIE TEXHOJIOTMH B JIOKYMEHTAlIMOHHOM OOECTEYEHUHU YIpaBIECHUS U
ApXHUBHOM JIEJIE

MesxiyHapoaHbIE CTaHAAPTHI YIIPaBJICHUS JOKYMEHTAIlMEeH U apXuBaMu

Opranu3anus 1 TEXHOJIOT U TOKYMEHTAIlMOHHOT0 00eCTIeYeHUs YIIPaBIeHUs

ApXUBBI IO TIUYHOMY COCTaBY

CrennanbHble CUCTEMBI YUETHON TOKYMEHTALIUN

WudopmanroHHbIe pecypchl, peecTpbl U 0a3bl JaHHBIX: IPAKTHUECKUE ACTIEKThI

KondunenmnuansHoe 1en10npon3BoACTBO

ITonroToBka K Mpoueaype 3aliThl U 3al11Ta BHITYCKHON KBaTH()UKAIMOHHOM pabOThI



3 Komnerenuuu odyuyaroiuerocsi, popMupyembie B pe3yabTaTe 0CBOCHUSA

AUCHUILINHBI (MOAYJIS) ¥ IJIAHUPYEMble Pe3yJIbTAThl 00y4eHH s

B pesynpTare ocBOEHMS IUCHUILIMHBI (MOAYIIA) «DJIEKTPOHHBIE aPXUBHBIE TOKYMEHTBD
oOyuaromuiics 10JeH 001a1aTh CAEAYOIMMU KOMIIETEHIUSAMMU:

Kon unaukaropa

Nuaukarop 10CTHKEHUS KOMIIETEHIUN

ITK-2 Crioco0eH 0CyIIeCTBIATh TOKYMEHTAIIMOHHOE 00eCcIeUCHIE YIIPABICHUS OpraHu3aIuei

[1K-2.1 Opranuszyer U perilaMeHTUPYeT JOKYMEHTHPOBAHUE YIIPABICHUECKOMN
JESITeIbHOCTH B OpPraHU3aINK

I1K-2.2 OpraHu3yeT U perJIaMeHTUPYEeT JOKYMEHTOO0OPOT B OpraHu3aluu

[1K-2.3 Opranu3syer, periaMeHTUPYET ONEPATHBHOE XPAHEHHWE M HUCIOJIb30BAaHUE

JOKYMCHTOB B OpraHu3anmu

[1K-4 CnnocobeH pyKoBOAUTH MPOLIECCOM CKaHHUPOBAHUS, BBOJIa U OOPaOOTKHU JTaHHBIX B CUCTEME
AJIEKTPOHHOIO apXMBa

[1K-4.1 VYrpasisier IesTeNbHOCTBIO 10 KOHTPOIIO (PYHKIIMOHMPOBAHHS, BBOJA U
00pabOTKHU JIAHHBIX B CUCTEME AJIEKTPOHHOI'O apXUBa

[1K-4.2 PazpabaTsiBaeT T0KaIbHBIE HOPMATHUBHBIE AKTHI 10 BOIIPOCAM OPTaHU3ALUU
IpoLecca CKAaHUPOBAHMSI B CUCTEME JIEKTPOHHOIO apXUBa

I1K-4.3 Ocy1ecTBiIeT cTpaTeruyeckoe IUNIAHUPOBAHME U IIOCTPOCHUE IIPOLIECCOB

CKaHMPOBAaHMsI, BBOJA W OOpaOOTKM MAHHBIX B CHUCTEME JJIEKTPOHHOIO
apxuBa




4. CTpPyKTYpa, 00bEM U coiepKaHue TUCIMIINHBI (MOIYJIs)
OO0mmast TpyI0eMKOCTh TUCIHILTUHBI COCTaBiseT 4 3aueTHBIX eauHuIl 144 akan. 4acoB, B TOM

qHUCIIe:

— KOHTaKTHas paboTa — 59 akas. 4acos:

— aynuTopHas — 54 akaJ. 4acos;

— BHEAyIUTOpHAs — D aKajl. 4acoB;

— camocTosTeIbHas paboTa — 85 akajl. 4acoB;

— B (popMe npakTHuecKoi moarotoBku — 0 akazn. yac;

dDopMa arrecTaluu - 3a4cT

AynutopHas 3 =
. | onrakrias paGora E E dopma TeKyIIero
Paznein/ rema § (B axaz. qacax) E e Brn . KOHTpOJIA Kon
[ — : g ©|CcaMOCTOATENLHON | yCrieBaeMOCTH 1 KOMITETEHIIHH
@) g £ paboThI TIPOMEKYTOUHON
Tex. mab. | mpaxr. =g arTecTalyy
3aH. 3aH. | U &
1. [onsTHE CHCTEMBI
JNIEKTPOHHOTO apXHBa B aCHEKTE
yIpaBJICHHUS
Amnanus
HOPMAaTUBHBIX
HCTOYHHKOB IO
3aaHHON TEME [IpakTuaeckoe MK-2.1
ITogroroBka k 3aHSATHE HK-Z.Z'
11 TTonsitne TECTUPOBAHUIO. KonTponpras HK-2'3’
"3NIEKTPOHHBIN  apXUBHBIN 6 12 20,7 Beimonnenune pabota K- 4'1’
JIOKyMeHT" TIPaKTHIECKUAX Hrorosoe K- 4:2:
3aJlaHuH, TECTHPOBaHUE K-4 3
KOHTPOJILHOU 3ager
paboThI
[ToaroroBka k
5 3a4uery
Ananus
HOPMATHBHBIX
UCTOYHUKOB IO
3a/IaHHOU TeMe [IpakTuueckoe MK-2.1
ITogroroBka k 3aHSATHE HK-Z.Z,
1.2 CaoiicTBa TECTUPOBAHUIO. KonTponpaas HK-2'3’
SNIEKTPOHHBIX  aPXMBHBIX 4 8 20 Beimonnenne pabota K- 4'1’
JIOKyMEHTOB TPaKTH1ECKHX Hrorosoe K- 4:2:
3aJlaHuH, TECTHPOBaHUE TK-4 3
KOHTPOJIBHON 3auer
paboThI
ITonroroBka x
3a4ery




Ananus
HOPMAaTUBHBIX
HCTOYHHKOB I10
3aJJaHHON TeME

[IpakTuueckoe

MK-2.1,
IMoaroToBka K 3aHsITHE
IK-2.2,
1.3 dopmaThl TECTHPOBAHHMIO. KonrtponbHas K-2.3
JIOJITOBPEMEHHOTO 4 8 20 Brinonnenne pabora K- 4'1’
XpaHeHHUs! JOKYMEHTOB TIPaKTHIECKUAX Hrorosoe K- 4:2:
3ajlaHui, TECTUPOBaHHE ITK-4.3
KOHTPOJIBHON 3auer
paboThI
IlonroroBka
3aueTy
Ananuz
HOPMaTHBHBIX
HCTOYHHKOB IO
3aJJaHHOU TeMe [IpakTiaeckoe
IMoaroToBka K 3aHsTHE
14 DNEeKTPOHHBIH TECTUPOBAHHMIO. Kontponbhas
JIOKYMEHT KaK 4 8 20,4 Brimonnenune pabota
MCTOPHYECKUIA HCTOYHHK MIPaKTHYECKUX Hrorosoe
3a/1aHuH, TECTUPOBAHUE
KOHTPOJIBHON 3auer
paboThI
[MonroroBka
3a4ery
Hroro no pazaeny 18 36 85
HWroro 3a cemectp 18 36 81,1 3au€T
HWroro no aucuurninze 18 36 85 3a4yer




5 O06pa3oBaTejibHbIE TEXHOJIOTHH

B mnpouecc oOyuenust ans (opMupoBaHHS KOMIIETECHIMH Ha 3asSBICHHOM YpPOBHE
UCIIONB3YIOTCS Pa3iIMuHble 00pa3oBaTelbHble U MH(OPMAIMOHHBIE TEXHOJIOIMH B Ipolecce
opraHu3aiuu y4eOHO-TI03HABATEIbHOM, HAyYHO-HCCIIEIOBATEIbCKON, YaCTUYHO-IIOMCKOBOM,
PENPOAYKTUBHOM, TBOPYECKOM ACSITEIBHOCTH CTYACHTOB.

OOydeHnue HauyMHAETCS C MPUMEHEHHsS TEXHOJOTMH LeJeNojiaraHusi, B YacTHOCTH,
OOBSICHAETCS,, YTO BBITIYCKHUKM JIaHHOI'O HalpaBJIeHUs] MOIyT paboTaTh HE TOJIBKO B
TrOCYJapCTBEHHBIX, HO W  HErOCyJapCTBEHHBIX  OpraHM3alusix —  o0ecreYnBaTh
JOKYMEHTUPOBAHUE HE TOJIBKO YIIPABJICHYECKON JCSATEIBHOCTH, HO W OCHOBHBIX BHJIOB
JeSITeIbHOCTH, CUCTEMAaTH3UPOBATh J0-KyMEHTAIBHBINA (DOHJ] OpraHu3alnuii, CO3JaBaTh U BECTU
KOPIIOPATUBHBIN apXHUB.

[TockonbKy maHHas npodeccruoHalbHAs 33/1a4a CHEIHAINCTaMi Ha MECTaxX PelaeTcs C
IIOMOLIbI0 IIOMCKOBOTO M HAay4YHO-MCCIEAOBAaTEIbCKOTO METOAA, TO JaHHAs TEXHOJIOTHS
UC-TI0JIB3YETCS U JU1sl O0yUEHUS CTYIEHTOB.

ITouckoBoii MeTox ocymecTBiseTCs ¢ npuMeHeHneM MurepHera, paboToil ¢ mpaBOBbIM
noptanoM «Koncynerant [lmtocy, «["apanty», opunmansasiM caiitom Pocapxua, @enepanbHOit
CIIy>KOBI TOCYAAPCTBEHHOM CTAaTUCTUKH, OUIMATIBHBIX CATOB rOC- 1 MyHULIUIIAIBHBIX apXUBOB
U JIp.

TexHosoruss  NPOEKTOB  SABISAETCS  OCHOBHOM  TEXHOJIOTMEH,  OpraHU3yIoLIEH
CaMOCTOSITENIbHYIO ICATEIBHOCTD CTYI€HTOB. Pe3ylIbTaThl CBOMX IMOMCKOB CTYIEHTHI O(OPMIISIOT
B Bujae Oubmuorpaduyeckux M apXUBHBIX O030pOB, MPOEKTOB YYETHBIX M CIPAaBOYHBIX
JIOKYMEHTOB apxuBa. CTyJEHTbI IPEJICTABIIAIOT PE3YJIbTAaThl CBOEH MPOEKTHON JESTENIbHOCTU B
UMHTEpaKTUBHOH (hopMe — TokIaza o TemMe 00630pa niu pedepara, COCTaBISIIO KOHCIEKT JOKJIaa
B BUJIE OCHOBHBIX T€3UCOB, KOTOPBIE AAKOTCS O] 3aIIUCh CTYIEHTaM IPYIIIIbIL.

PedeparusHnas pabota no3possier 6osee yriryOJIeHHO U3YYUTh POOIeMy UCCIIe0BaHus,
pacmiMpuTh NMOHMMaHME MW 00JacTh CBOMX 3HaHUU. JTO (opmMa CaMOCTOSTENLHOW paboTEHI,
(bopMupyto1Iasi HAaBBIKM K CAMOCTOSTEIbHOMY IIOMCKY HOBBIX 3HAHUM U U3JI0KEHHE MaTepHaa C
OIIOPOi Ha MEPBOUCTOYHMK BKIIIOUYAET B ceOs peheprpoBanusi MOHOrpaduil 1 cTaTel B HAy4YHBIX
U Hay4YHO-IIPAaKTHUYECKUX >XKypHajaX. PedeparuBnblii 0030p, ImpeacTaBisieMblii Ha IMPOBEPKY,
JIOJDKEH OTBEeYaTh TPEOOBaHUSM HAyUHBIX padoT.

JI1s1 KOHTPOJI PENPOAYKTUBHOM JIEATEIILHOCTH CTYACHTOB UCIIONIB3YETCS TECTUPOBAHUE.

TexHonoruelf MOHHMTOPUHIA PpE3yJIbTaTOB 00pa30BAaTENbHON EATENbHOCTH B IEJIOM
ABJIIOTCS: KOHTPOJIbHBIE JOMAaIllHUE DPA0OTHI M CaMOCTOSTENbHas paldoTa, 3aueT, 3a4eT ¢
OLIEHKOI1, 3K3aMeH, KypcoBas pabora.

TexHonorus nopT@oaro Mo3BONISIET YUUTHIBATh PE3YIIbTAThl, JOCTUTHYTHIE CTYIEHTOM B
pa3sHOOOpa3HBIX BHJAX JEATENbHOCTH - MPAKTUUYECKUX 3aHATUSAX, NPH NMPOSKTUPOBAHUU OMHMCU
JieN, TpU TECTHUPOBAaHUM, pedepupoBaHUU, COCTABICHUM COOCTBEHHBIX HOKIanoB. JlaHHas
TEXHOJIOTHUS SIBJISIETCS BaXKHBIM JIEMEHTOM JESTeIbHOCTHOTO MOX0/1a B 00y4eHUHU OakaiaBpoB
[0 HAIpaBJICHUIO MOJArOTOBKM «JlOKyMeHTOBeneHME M apxuBoBeleHUe». JlId OLEHKH
nopTQOINO MPUMEHSIETCS PEHTUHTOBasi TEXHOJIOTUS OLIEHKU 3HAHUH.

Hcnonp3yroTcs UCTaHIIMOHHBIE 0O0pa3oBaTelbHbIE TEXHOJOTH, pealu3yeMble B
OCHOBHOM C TNPHUMEHEHHEM HH()OPMAIMOHHBIX M TEJIEKOMMYHHUKAIIMOHHBIX TEXHOJOTHH MpHU
OMOCPE/IOBAaHHOM  B3aUMOJIEUCTBUM  00ydYaromierocs M  MeJaroru4eckoro  pabOTHUKA.
[IpakTuyeckue 3aHATHS MPOBOAATCS B (opMe NPaKTUUYECKOM MMOATOTOBKH B YCIOBHAX
BBITIOJIHEHHSI OOYYalOMMMHUCS BHJIOB padoOT, CBS3aHHBIX ¢ Oyaymed mnpodeccrnoHambHOM
JeSITeIbHOCTBIO M HAIlPaBJICHHBIX Ha (OPMHUPOBAHUE, 3aKPEIUICEHUE, Pa3BUTHE MPAKTHUUYECKHX
HAaBBIKOB ¥ KOMIIETEHITUH 110 MPOUITI0 00pa30BaTEIHLHON TPOTrPaMMBI.



6 YueOHO-MeTOAUYeCKOe 00ecnieueHHe CaMOCTOSITe/IbHOI PadoThI 00y4Yalouuxcst
IIpencrasneno B npuioxenuu 1.

7 OueHoYHbIE CPeICTBA IJIA IPOBEIeHUs POMEKYTOUHOM aTTecTaluu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYecKOe M MHPOPMAIMOHHOE 00ecnedyeHue JUCIUITIMHBI (MOYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. MakapoBa, A. K. ApxuBoBenenue / Makapoa A. K.; MI'TY. - Maruuroropck :
[M3marensctBo MI'TY], 2015. - 146 <c¢. - bubmmorp.: c. 142-146. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true (mara oOpamenus: 04.01.2023). - Makpoobbekr. - Tekcr
anekTpoHHbIH. - ISBN 978-5-9967-0676-1. - ImeeTcst medaTHBIM aHAJIOT.

2. OcCHOBBI apXMBHOM JESATENBHOCTH: MYJIbTUMEIUITHOE CIPAaBOYHO-METOJUYECKOE
nocobue / McToprko-apXuBHBIM HHCTHTYTOM POCCHIICKOTO rOCyIapCTBEHHOTO T'YMaHHUTapHOTO
yauBepcureta 2014 //PocapxuB. URL: http://archives.ru/documents/methodics.shtml (mara
obpaenus: 04.01.2023).

3. Packumn, JI. . ApxuBoBezieHue ;| y4eOHHK 115 aKkajeMudeckoro Ooakanaspuara / JI. U.

Packun, A. P. CokonoB. — Mockga : UsnarensctBo FOpaiit, 2019. — 383 ¢. — (bakanasp.
Axanemuueckuii kypc). — ISBN 978-5-534-00870-8. — Tekcr : snekrponnsiit // DBC IOpaiit
[caiiT]. — URL:https://www.biblio-online.ru/bcode/432131(nata oOpamienus: 11.01.2023).

https://www.biblio-online.ru/viewer/arhivovedenie-432131#page/1

0) JlomostHuTEIbHAS JIATEPATYpA:

1. AmugpeeBa, C. JI. JIoKyMEHTUpOBAaHHUE JEATEIBHOCTU HErOCYAAPCTBEHHBIX
opranusaiii . yueono-meroauueckoe mocooue / C. JI. Auapeesa ; MI'TY. - Marauroropck :
MI'TY, 2018. - 1 snmektpon. ont. auck (CD-ROM). - 3arn. ¢ Turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true (mata oOpamenus: 04.04.2021). - MaxkpooObekT. - Tekcr
anekTpoHHbIH. - ISBN 978-5-9967-1157-4. - CBenenus noctynusl Takxke Ha CD-ROM.

2. AmupoB, A.P. JlokymMeHTanmoHHOE OOecrieueHNe YIPaBICHHUs B OpPTaHU3ALUAX |
yuebHoe nocodue / A.P. Amupos, B.1. Muxaitnos. — Va : BI'TIY umenn M. Axmysuisr, 2009.
— 176 ¢. — ISBN 978-5-87978-513-5. — Tekcr :(mara oopamenus: 04.01.2023). — Pexum
JIO0CTyTa: e aBTOPH3. MOJIb30BaTENEH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

3. Boruens, JI. M. Pucku npennprHHAMATEIbCKON AEATEIBHOCTH | yueOHoe mocoodue / JI.
M. Boruens, B. B. Bukynuna ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1 s5eKTpoH. ONT. JHCK
(CD-ROM). - 3ard. c TUTYIL JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514
343/3525.pdf&view=true (mata o6pamenus: 04.01.2023). - MakpooOsekT. - Tekcr
aekTpoHHBIH. - ISBN 978-5-9967-1130-7. - CBenenus noctymasl Takke Ha CD-ROM.

4. MopryHnoB, A. @. NHpopMallMOHHbIE TEXHOJIOTUU B MEHEIKMEHTE : y4eOHUK JUis
akajeMudeckoro OakagaBpuata / A. @. MopryHoB. — Mocksa : U3narenscto FOpaiit, 2019, —
266 c. — (Briciiee oopazoBanue). — ISBN 978-5-534-00337-6. — Texcr : anekrponssiii // 96C
FOpaiir [caiir]. — URL.: https://urait.ru/bcode/433614 (nara oopamenus: 24.01.2023).

B) MeTtoanyeckne yKazaHus:

CamocrosTenbHas paboTa CTyIeHTOB By3a . npakTtukyMm / coctautenu: T. I'. Hepertuna,
H. P. YpazaeBa, E. M. PazymoBa, T. ®. OpexoBa ; MarHUTOropcKuii roc. TEXHU4ECKUI YH-T UM.
I'. U. Hocosa. - Maraurtoropck : MI'TY um. I'. U1. Hocoga, 2019. - 1 CD-ROM. - 3ari. ¢ tuTyn.
skpana. - URL:



https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mara oOpamienus: 28.019.2023). - MakpooOwsekT. - Tekcr
3JIEKTPOHHBIN. - CBeieHust 1ocTyIHbI Takke Ha CD-ROM

MGTO,Z[I/ILIGCKI/IC PEKOMEHAAIMU K IIPAKTUYCCKUM 3aJaHUAM U KOHTpOJ’IBHOﬁ pa60Te
IIPEJCTABIICHBI B IDUIOKEHUAX 1 1 2

r) [Iporpammuoe odecnneuenne u UaTepHeT-pecypcebl:

IIporpammHoe o0ecnieyeHue

HaumenoBanue o
10 Ne norosopa Cpok neiicTBUS TULEH3UU
MS Office Ne 135 oT 5eCChOMIHO
2007 17.09.2007 P
7Zip cBOOOTHO 0eccpoyHO

IIpodeccnonanbubie 0a3bl JAHHBIX U HHGPOPMAMOHHbIE CIIPABOYHbIE CUCTEMbI
HazBanue kypca Ccblika

Nudopmanmonnas cucrema - bank https://bdu.fstec.ru/
JIAHHBIX yIrpos 0€e30I1acHOCTH
Wudopmanmonnass  cuctema -
HopmaTuBHbIE 1paBOBBIE  AKTHI,
OpraHU3alMOHHO-PACTIOPSIUTEHH
b€ JTOKYMEHTbI, HOPMAaTHBHbIE U
METOAMYECKUE  JIOKYMEHThI U

https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashc
hita-informatsii

MexayHapogHas Oa3a . .

AyHapoa http://link.springer.com/
IIOJJHOTCKCTOBBIX JKYPHAJIOB
HUBECPCUTETCKAA . .
Y HUBEPCHTE https://uisrussia.msu.ru
HHGOPMAaIHOHHAS cHCTEMA

®denepanbHblii  00pa30BaTENbHBIN
nopTtaji — 9KoHOMHKA. COIMOJIOTHS.
ONEeKTpOHHBIE pecypcbl
oubmumorexkn = MI'TY wum. TI'.J.
Poccuiickas I'ocynapcrBennas
oubnmoreka. Karaigoru
Vndopmanponnas — cuctema  -|py - o /window.edu. ru/
Enunoe OKHO JIocTyna K
ITouckoBass cucrema Akaaemus
Google (Google Scholar)
HanmonansHas
unpopmarmonHo-anamuruueckas  |URL: https://elibrary.ru/project_risc.asp
cucteMa — PocCHHUCKMIT  HWHAEKC
DOnexTpoHHas 0a3a MEepHOAMYECKHUX
u3nanmii_East View Information
9 MaTtepuaJIbHO-TEXHHYECKOE o0ecTedeHne TUCIUTIHHBI (MOLYJIs1)

http://ecsocman.hse.ru/

https://magtu.informsystema.ru/Marc.html?locale=ru

https://www.rsl.ru/ru/4readers/catalogues/

URL.: https://scholar.google.ru/

https://dlib.eastview.com/

MaTCpI/IaJ'IBHO-TCXHI/I‘-ICCKOC obecrneucHUe JUCIUIIIIMHBI BKIIFOYACT:



VY4eOHble ay TUTOPUH U1 TPOBEACHUS 3aHATUH JIEKIIMOHHOTO TUTIA '

CTOJI KOMITBIOTEPHBIH, CTOJI MUChMEHHBIN, CTyn O(UCHBIN, JOKyMeHT-Kamepa Epson,
ucrounnk Oecriepedoiitnoro nmrtanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus, KOMIIBIOTEp MepcoHabHbIN (Trl 6), mpoektop ViewSonicPJD7526W, crinkepdon
nacronbubiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAS, CTepeorapHuTypa (MHKpO(QOH C IIyMOIOJABJICHUEM), dKpaH HacTeHHbid Digis
Optimal-C MW DSOC-11032*2

Y4eOHble ayAWTOpPHH [UIS TPOBEACHHS TMPAKTUYECKUX 3aHSATHH, TPYIIOBBIX U
WHAUBUAYAIbHBIX KOHCYJIbTAIMMA, TEKYIIETO KOHTPOJIS U IPOMEXYTOUHOMN aTTECTAIINU:

CTOJI KOMITBIOTEPHBIH, CTOJI MUChMEHHBIH, CTyn O(UCHBIN, JOKyMEeHT-Kamepa Epson,
ucrounnk Oecrniepedoiitnoro nmrtanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus1, KOMIIBIOTEp MepcoHabHbIN (Trl 6), mpoektop ViewSonicPJD7526W, crinkepdon
nacronpubiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycThueckas
HACTOJIbHAS, CTepeorapHuTypa (MHKpOQOH C IIyMOIOJABICHHUEM), JKpaH HacTeHHbIDIQIS
Optimal-C MW DSOC-11032*2

[Tomemenuss st caMOCTOATENBHOM  pabOThl  OOy4YalOIIMXCA:  MEPCOHATBHBIC
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M C IOCTYIOM B 3JIEKTPOHHYIO
nH(pOPMAIIMOHHO-00PA30BATENBHYIO CPEly YHUBEPCHUTETA.

[Tomemienne nas XpaHeHUS U NPOPHIAKTUYECKOTO OOCIY)XMBaHHUS y4eOHOTO
000pYIOBaHUS: CTEIUTAXKH JUIS XPaHEHHs YIeOHO-HATTIIHBIX TOCOOUH M y4eOHO-METOINIECKOM
JIOKYMEHTAIlUU



Ipuioxkenne 1
IIpakTnyeckoe 3ajanue

3apaHue 1. Onpegenute TMN A0KymeHTa. Kakoii lopyuaunueckoi cunoit obnagaert gaHHbIN OKYMEHT?
OTBeT aprymeHTMpoOBaTh.

DenepanpHas cinyxba o Hauzopy B cdepe
CBSI3H, HH(OOPMALMOHHBIX TEXHOJIOTHIA U
MAaCCOBBIX KOMMYHHKAIHi

Boimucka
13 peecTpa 3aperucTpupoBaHHbIX CPEACTB MAcCcoBOM MHOpMaLMK
no coctosHuMio Ha 23.09.2020 r.

Peruc 1 Homep 1 para 0 perucrpauumn: cepus MU Ne ®C77-
79220 0m 22 ceHmabpa 2020 2.

Craryc cpepcrsa

) cpeacTea " Is Kue
uce / itarian and Research

A3bIk(W): pycerud, anenuiickuil

Appec 455000, obn., 2. np-m flenuna, . 26, ayd. A12

n u (unm) HayyHas: Kue,
obuiecmeenHble, hunonouvecKue HayKu

®opma 0 (BMA - ANA nNEpUOAMYECKOro nevaTHoro
Mep KOe u3daHUe, MypHan

T pac Pocculickan cmpanet

p (coy ): & HHoe
y sbicwezo " i i Kui
yHueepcumem um. I 1. Hocoea" (OFPH 1027402065437)

3amecTuTens HayanbHuka

Ynpaenexus paspeLunTensHom

paboTel, KOHTPONA WM Hag3opa B chepe

MaccoBbIX KOMMYyHUKaLUA M.B. BuHorpagos

Memoouueckue pekomenoayuu no 6bINOJIHEHUIO 3A0AHUA

Hzyuume meopemuyeckuti mamepuan «llonamue 06 >31eKMPOHHOM APXUBHOM OOKYMeHmey.
sblnuuiume 01 ceds Munvl NeKMPOHHLIX OOKYMEHmMOo8 U ux ouggepenyuanivhvie NpuUsHaKu.
Hzyuume npeonacaemviti 0OKymenm u Hauoume cOOMEEMCMEUS NPUSHAKAM MO20 UTU UHO2O0
Muna 371eKmpoHHO20 OOKyMenmd. Ycmanogume 6 nepeylo ouepedvb, AGNAemcs U OAHHbIl
OOKYMeHM NOOAUHHUKOM Uy konueu. Kaxue npusnaku ceudemenvcmeyiom oo smom?

Co3z0an u oanmuwviii dokymenm 6 CII unu 5mo 31eKmpoHHAsE KOnus OYMA*CHO20 OOKyMeHma?
Kaxkue pexeuzumul ceuoemenvcmsyrom 06 smom?

3ananue 2. Cosgaitte pparmeHT UHCTPYKL MM MO Ae/10NPOU3BOACTBY, PErnaMeHTUPYIOLLUIA NOPAAOK
KOMMNIEKTOBaHMA apXMUBa 3/IEKTPOHHbIMU AO0KYMEHTaMU A0/rOBPEMEHHOrO XpaHeHuUs.

Memoduuec:cuepekomendauuu 1O 8bINOJIHEHUIO 3A0aHUA

1.U3yyume cnedyfouwe OOKyMEHmbI, cOenas u3sse4eHus, Kacarowueca rnpasus opeaHusauyuu ripouyecca
KOMII/1IEKMOBAHUA apxuea 3/1IEKMPOHHbIMU ApXUBHbIMU GOKyMEHmGMU PA3HO20 muna:



[Ipuka3 PocapxuBa ot 11.04.2018 N 44 "OO6 ytBepxkaeHuu IlpuMepHOH WHCTPYKLUUH IO
JIEJIOTIPOM3BOACTBY B TOCYNapCTBEHHBIX opraHm3anusax" (3apeructpupoano B Munrocte Poccun
17.08.2018 N 51922)

MeToanyeckue pPEeKOMEHAALUH IO AJIEKTPOHHOMY KOMHUPOBAHHMIO APXHMBHBIX JOKYMEHTOB H
yIpaBJICHUIO MOJYyYEHHBIM HHQOpMaMOHHBIM MaccuBoM. 2012 rona, coct. FO.FO. FOmaresa //
Tlopran «apXuBbI Poccun» URL:
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml.

[Ipuka3 MunkyneTypbl Poccun ot 31.03.2015 N 526 "O0 yTBepkIeHHH MPaBUI OpraHU3aLUH
XpaHEeHUs, KOMIUIEKTOBAaHUs, y4yeTa U MWCIOJb30BaHUS JOKYMEHTOB ApxuBHOro (oHma
Poccuiickoit denepanuu 1 Ipyrux apXMBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOH BJIacTH,
OpraHax MECTHOTO CaMOYIIPaBIIEHHS U OPraHM3anusIX "

IIpuka3z degepanpHOro apxmBHOro areHTcTBa OT 9 nmexadbps 2020 r. Ne 155 "OO0 yTBepx)aeHUN
[IpaBui opranu3anny XpaHeHust, KOMIUIEKTOBAHUsI, yUeTa 1 HCIIOJIb30BaHUs HAYIHO-TEXHHYECKON
JOKYMEHTAllUd B OpraHax TOCyJapCTBEHHOW BIIACTH, OpraHax MECTHOTO CaMOYIpaBIICHHS,
roCyJapCTBEHHBIX U MyHULIUNAIBHBIX OpraHu3anuax"

IIpuka3 Pocapxusa ot 02.03.2020 N 24 "OO6 yrtBepkmenuu llpaBui opraHuzaiiuu XpaHEHHS,
KOMIUIEKTOBaHUS, y4eTa ¥ WCIOJIB30BaHUS JIOKYyMEHTOB ApXuWBHOTO QoHma Poccuiickoit
q)enepaulzm " APYTUX apXUBHBIX JOKYMCEHTOB B I'OCYJAPCTBCHHBIX U MYHUIUIIAJIbHBIX apXHBax,
My3edax W Oubmmorekax, Hay4yHbIX opranumsanmusax” (3apeructpupoBaHo B MuHiocte Poccum
20.05.2020 N 58396)

2. Conocmagbme mpebosanus pasHvlx HopmamusHvlx akmos. Opuenmupysace Ha Ilpumepryio

UHCMPYKYUIO NO 0elonpou3so0cmsy 6 2ocyoapcmeeHnnvix opeanusayusx (2018) cocmasvme

Gpacmenm, pecrameHmMupyIOWUll NPoyecc CO30aHUs U NOO2OMOBKU K APXUBHOMY XPAHEHUI)

IJIEKMPOHHbLX doxymeumoe.

3amanmue 3.

HM3yuyure CKPHUHIIOT CTPaHHLBI

leie)|

«EBppam.

CpaBHutre o0bem wuHpopManun

(PeKBM3UTOB M METAJAHHBIX) HEOOXOAUMBIX JIS1 U3IAHUS B JAHHON CHCTeMe NMPHUKa3a 1Mo

OCHOBHOH NeATEJLHOCTH

o
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http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

HTorosnlii Tect

Kak Ha3biBaeTcsa 3/1eKTPOHHAA Konua 6ymMaXKHOTro AOKYMEHTa, NepeBefeHHan B 3NEKTPOHHYI0 dpopmy
C MOMOLLbIO CPeACTB CKAHUPOBAHUA:

a) 3N1EKTPOHHbI AOKYMEHT;

6) 3N1eKTPOHHbIN 06pa3 AOKYMEHTa;

B) macTep-Konus;

r) pabouan Konus

MOKHO 11 3aBEPUTb 3/IEKTPOHHYIO KONUIO 6YMaXKHOro fO0KymeHTa?

a) MOKHO, eciv NoANMUCATb 3NEKTPOHHLIM 06pa3s LLIM;

6) MOXHO, AOCTaTOYHO BBECTM 06pas B CI/;

B) HET, T.K. HE CYLW,ECTBYET TEXHO/OTUI A7 3aBePEHUNA INEKTPOHHbIX KOMUA.

r) HET, T.K. HX NPU KaKNX 0BCTOATENbCTBAX INEKTPOHHAA KOMNMA BYMaXKHOMo JIOKYMEHTa He MOKeT
NONYYUTb HOPUANYECKYIO CUNY

IIpoxonxure gppazy: «B 3J1eKTPOHHOM JOKYMEHTO000pPOTE UCIOJIB3YIOTCSH ...»
a) Kak JJIEKTPOHHBbIE 00pa3bl, TaK M COOCTBEHHO JJIEKTPOHHBIE JOKYMEHTHI, 00JaJaroliue
FOPUINYECKON CHIION;
0) TOJIBKO AJIEKTPOHHBIE 00pa3bl,
B) TOJIBKO COOCTBEHHO 3JIEKTPOHHBIE IOKYMEHTHI, 00J1aat0IINe IOPUANUECKON CUITOMN.
I') KaK 3JeKTPOHHbIE 00pa3bl, TAK U COOCTBEHHO JIEKTPOHHBIE JOKYMEHTHI, O0JIajatolue U He
o0Jagarolye IopUInIECKON CUITON.
B KkakoM [OKyMeHTe OpraHM3alMi perjiaMeHTHPYeTcs MNOpPSAJAO0K HCIO0JIb30BaHUs,
cOCTaBJIeHUS] H 0(pOPMJICHHS IJIEKTPOHHBIX JOKYMEHTOB?
a) B HOMEHKJIaType Jiel,
0) MHCTPYKIIMH TI0 JCJIOMPOU3BOCTBY
B) YCTaBe OpraHU3aLUuU
T) B cepTU]UKaATE KJII04a IPOBEPKU AIEKTPOHHOMN MOJIHUCH.
Yem MOKHO O6BACHUTL OTCYTCTBUE HAAEKHOTO PELUEHUA TEXHONOTUUECKUX U

OPraHMU3aLMOHHbIX NPo6aem AONTOBPEMEHHOrO XPaHEHUA 3IEKTPOHHbIX JOKYMEHTOB?
YCKOPEHHbIMKM TeMnamu pas3suTua UKT B obnactm nudopmatnsaumm;
YC/IOXKHEHMEM CaMUX MHPOPMALMOHHbIX CUCTEM;

6onbWMMK yenanamm no obecneveHnto MHGOPMaLNOHHOM 6€30NacHOCTM U 3aLWUTbl CaMOoi
MHPOPMaLMKN OT HECAHKLMOHMPOBAHHOTO A0CTYNa;

BCE yKa3aHHOEe BepHO.



OnpepaeneHue 3/1eKTPOHHOTO AOKYMEHTa KaK «3/71eKmpPOHHO20 npedcmasneHus
OpUEHMUPOBAHHbIX M0 CMPAHUYAM a2pe2uposaHUs MEKCMoaebIX U 2paguyeckux OaHHbIX, d MaKxice
MemaoaHHbIX, Nose3HbIX 0718 UOeHMuUgUKayuu, MOHUMAHUSA U 8U3yanu3ayuu mex 0aHHbIX, KOmopoie
mMozym 6bimb socnipoussedeHbl Ha bBymaze uau onmuyeckoli Mukpogopme 6e3 3Hayumoli nomepu
€20 UH(pOPMAYUOHHO20 cOOepX aHuUA» faeTca B Cieayiolem HOPMaTUBHOM A, 0KYMEHTE:

FOCT 2.051-2006: EOuHasa cucmema KOHCMpPYKMOopCcKol 00KymeHmMauuu. 31eKmpoHHble
doKkymeHmeol. Obwue nosnoxceHus

FOCT P 7.0.8-2013 «Cucmema cmaHOapmos ro uHgopmayuu, bubauomevyHomy u
uzdamesnbckomy oeny. Lenorpouszsodcmaeo u apxusHoe 0es0. TepMuHbl U ornpedesneHus»

ISO 19005-1:2005(ru) «YnpasneHue dokymeHmauuel. bopmam ¢halinos 31eKMpPoHHbIX
0oKyMeHmo8 0714 00/120CPOYHO20 XpaHeHusA. Yacme 1. Ucnons3osaHue PDF 1.4 (PDF/A-1)» -Document
management — Electronic document file format for long-term preservation — Part 1: Use of PDF 1.4
(PDF/A-1)

rOCT P 54989-2012/ISO/TR 18492:2005 «Ob6ecneyeHue don208pemeHHOl coxpaHHocmu
3/1eKMPOHHbIX OOKYMeEHMOo8»

Jlio6asn aneKTpoHHaA KONuA AOKYMEHTa, NepBOHavyaabHO CO34aHHOro Ha GymarkHOM HocuTene,
Ha3blBaeTcA...

mMacTep-Konus
3/IEKTPOHHBIN 06pa3 AOKYMEHTa
3/IEKTPOHHBIN AOKYMEHT

OpUrnHan-konuA

DNEeKTPOHHDbI pecypc apx1uBa, BOSHUKAIOLWMIA Noc/ie ouUPPOBKU 4O0KYMEHTOB Ha aHaNOoroBbIX
HOCUTeNAX Ha3blBaeTCA...

arperauus
3N1eKTPOHHbIN GOHA, NONb30BaAHUSA
¢oHA, 0co60 LEeHHbIX JOKYMEHTOB

APXUBHbIW ayTCOPCUHT

KnioueBoit npo6aemoii 3N1eKTPOHHbIX KOMUii Kak UCTOPUUYECKUX UCTOYHUKOB y4YeHble Ha3biBaloT
«HE3aMKHYTOCTb» NPOLEecca CO34aHUA 3/1IEKTPOHHbIX KONuii. YTo 3To 03Hauyaet?

a) BJ'IEKTpOHHbII‘;i AOKYMEHT CBA3aH rmnepccbl/ikamu;

6) Ha NtoboM 3Tane TEXHONOrMYECKOro LKA U NpegoctaB/EHNUA KOMUKU B AOKYMEHT MOTYT 6bITb
BHeECeHbl UISMEHEHUNA, KOTOPbIE NMPaKTUYECKN HEBO3MOXKHO O6Hapy)KMTb 6e3 AO0CTyna K OpuUrnHany,



B) 31EKTPOHHbIE AOKYMEHTbI HY*KHO ByAeT HECKOIbKO pa3 Nepe3anuncbiBaTb NPU ANTENbHbIX CPOKax
XpPaHeHUs;

r) KONMYECTBO KONUIA, CAEeNaHHbIX C IOKYMEHTOB, HUYEM He OrpaHUYeHo.

B 370l cBA3KM 0cOBEHHO OCTPO BCTaeT npobaema aymeHmu4YHOCMU 31eKMPOHHOU Konuu MooAUHHUKY,
MOCKOJIbKY 3/IEKTPOHHbIE KOMWUW 33a4aCTyto NO3ULIMOHUPYIOTCA KaK pakcummuabHoe unm Gpoto-
BOCMpPOM3BEAEHNE UCTOPUYECKOTO UCTOUYHUKA, @ UX NPeACcTaB/eHMe B KOMMbIOTEPHbIX CUCTEMaX
YnTasIbHbIX 33/710B U B yAa/IEHHOM A0CTyne B ceT MHTepHEeT NpMpaBHUBAETCA K HAayYHOM Ny6anKauuuy,
KOTOpas AO0JIXKHA 3aMeHUTb paboTy ¢ NOA/IMHHUKOM.

B yem 3akntoyaeTca npobsema aBTOPCTBA M aBTOPCKOro NpaBa, BO3HMKaOLLAA B OTHOLEHMWN CO34aHHbIX
3JIEKTPOHHbIX KONUit?

a) BO3MOXHOCTb NPaBoOMEPHOMN NyH6ANKALUU SNEKTPOHHbIX KONWUIA TPYAHO OAHO3HAYHO YCTaHOBUTb, T.K.
noban HeperfnameHTMpPOBaHHasA U HeCcTaHA4apTU30BaHHaA rpaduyeckan ob6paboTKa 3N1EKTPOHHON Konuu
MOMKEeT pacCMaTPUBaTbLCA KaK ee TBopyecKan nepepaboTKa, a pe3ynbTaT TaKoro BMeLlaTe1bcTea
AB/IAETCA 0ObEKTOM aBTOPCKOro NpaBa COTPYAHWKA, KOTOPbIM NPoBoANA rpaduyeckyto obpaboTKy.

6) cama npeobpa3oBaHHasA KOMWA CTAHOBUTCA CAMOCTOATE/IbHbIM MPOAYKTOM, OTAE/IbHOM
MaTepmnanbHOM CYLLLHOCTbIO (haKTUYECKM KHOBbIM» MCTOPUYECKMM UCTOYHUKOM) — Pe3y/1IbTaTOM
NHTENNeKTyaIbHOWN AeATeNbHOCTY;

B) 9/1EKTPOHHbIE AOKYMEHTbI HUKOMY He NpUHagAexKaT, No3ToMy X Konuu cBob6oaHO
pacnpocTpaHAtoTCs;

r) Konua NpeacTaBAsfeT cobol HOBbIM CAaMOCTOATE/IbHbIX MAaTEPUabHbIA 06BEKT, KOTOPLIM NpK 060
TEXHOJI0rMK CO34aHUA Konuii (MUKpodUAbMUPOBaHMK, OLMPOBKE) HE BOCMPOM3BOAMT (T. €.
YyTPauYMBaET) Ty HEOTbEM/IEMYIO YaCTM MHGOPMALMM UCTOYHMKA, KOTOPaA 3aK/1loUYeHa B MaTepmnaibHOM
HocuTene NogAMHHMKA.

Mop kauecmeo 3ﬂeKmpOHHOl7 Konuu nogpa3symeBaeTtca: ayTeHTUYHOCTb (aAeKBaTHOCTb) ee
copgepiKaHua coaepXXaHuio (HOHMMHEMOMV B CAMOM LLNPOKOM CMbICie 3TOro cnosa) NOoA/IMHHUKaA
UCTOPUYECKOro UCTOYHUKA; ee penpe3eHTAaTUBHOCTb, NOJIHOTA; A40CTOBEPHOCTb; lopuanYvecKas
3HA4YMMOCTb (B OTAE/IbHbIX cnyqaﬂx) n?... HasoBurte Hepgocrtawuiee CBOIACTBO KaueCcTBEHHOM
3HEKTp0HHOﬁ Konuu.

(¢pyHKUUOHANBHOCM®b UCCIe008GMENLCKO20 UHCMPYMEHMAPUS, MPedocmasnaemoz0 8 PAMKAX pecypca)
Pa3BuTME HOPMATMBHOIO NPABOBOrO PErYIMPOBAHMA U METOAUYECKOro PYKOBOACTBA B chepe
ABTOMAaTU3aLUM apXUBHOMU chepbl HAYANOCb B NepPUOA;:
C KoHua XIX B. —1950-x rr.
¢ 1950 — nep. non. 1970-x rr.
CO BTOpOW NonoBuHbI 1970-1980-€ rr.

Ha pybexe 1980-1990-x rr.

dopmat PDF/A gna apXMBHbIX AOKYMEHTOB rapaHTUpyeT, uTo...



3TOT palil MOXKHO ByAET OTKPbITb B /OO0 ONEPALMOHHON CUCTEME Yepes KaKoe YrogHO Bpems
C MOMOLLbIO NPUIOXKEHUSA, NOAAEPIKMUBAIOLLLETO COOTBETCTBYIOLLMIA HOpMaT;

BM3YyanbHbI BUA, COAEPKAHMA NPABUIbHO OTPAXKAET OO0 NCXOAHbIN MaTepUan UCTOYHMKA,
MCNONIb30BaHHbIM A5 CO34aHUA COrNacoBaHHOro ¢aina;

He NPou3oMAeT 3ameHbl WPUPTOB, NepedpopmaTUPOBAHUA TEKCT];

He 6yayT U3MeHeHbl pasmepbl M306parkeHU UM NPOU3OMAET CxKaTUe MHGOPMALMM C
notepamu.

rOCT P 54989-2012/I1SO/TR 18492:2005 «O6ecneueHne AONroBpemMeHHOI COXPaHHOCTH
3NIeKTPOHHbIX J,0KYMEHTOB» Ha3blBaeT 6 K/toueBbiX paKTOpPoB, KOTopble XpaHUTenu uipopmauum
AO/KHbI NPUHATL BO BHUMaHUeE NpU pa3paboTKe cTpaTernn AoAroBpemMmeHHOU COXPaHHOCTH
APXMBHbIX AOKYMEHTOB: YUMaemMocmo 3/1eKMpPOHHbIX O0KyMeHmos; UHmepnpemupyemocms
3/1eKMPOHHbIX OOKYMeHmMos; 00CMynHOCMb 3AeKMpPOHHbIX O0KYyMEHMO8; MOHAMHOCMb
3/1eKMPOHHbIX O0KYMeHMoes; aymeHmu4YHoOCMb 3/1eKMPOHHbIX OOKYyMeHMO8... YKaxKute
HeaocTaloWwMii pakrop.

aIMynAUMS;
NAEHTUOMLMPYEMOCTD,
HaZleXHOCTb;

3aLMLLEHHOCTb.

Haiigute BepHoe npogonyxeHue Pppase: «KoHTponbHasa cymma ¢aina — 37o...»

- MArHUTHbI AW ONTUYECKUI HOCUTEIb O4HOKPATHOM 3anucy;

- meTo obecneyeHns HafgeKHOCTM 3/IEKTPOHHOW Nepeaayn AaHHbIX, 419 NOATBEPKAEHMA TOTO,
YTO HUKaKME U3MEHEHMA HEe Bbl/IN BHECEHbI B 3/IEKTPOHHbIE JIOKYMEHTbI C MOMEHTa UX
nepBoHa4Ya/IbHOrO COXPaHEeHUs;

- 3alMLULEHHAA KNNEHT-CEPBEPHAs apXUTEKTYpPa, KOTOPYHO MOXKHO MCNOAb30BaTb AN
610KMPOBAHUA HEMOCPEACTBEHHOMO AOCTYNA K 9N1EKTPOHHbIM AOKYMEHTaM, U KOTopas B Utore
No3BO/ISIET OPraHM30BaTb AOCTYN "TO/NbKO Ha YTeHune";

- OAHOCTOPOHHAA X3UJ-¢VHKLI,MH, MCNONb3yoLWana airopuUTm, I'IO3BOI'IFHOU.I,VI171 CXaTb 3/1EKTPOHHbIE
AOKYMEHTbI A0 d)VIKCMpOBaHHOI'O yuncna butos.

KonTposbnas padora



1. C moMomplO CKaHUPYIOIHUA YCTPOMCTB co3gaiTe 00pa3 JOKYMEHTa, HE COJEpIKalllero
NEePCOHANBbHBIE JaHHbIE. J[7 CO3MaHMsS SIEKTPOHHOTO JOKYMEHTa HCIOJB3YHTE (HOpMaThl,
MNpeaAHa3HAYCHHBIC AJId JOJTOBPCMCHHOTO apXUBHOI'O XpaHCHUA JOKYMCHTOB.

2. OcyuiecTBUT€  MApKUPOBKY  JAaHHOTO  JIOKYMEHTa, TMOJIb3YSCh  METOJAMYECKUMU
pexomernanusmu BHUNJIA ] on pen. FOmameBoii. OO0bsicHUTE, KaKKe 3JIEMEHTHI OITUCAHHUS, C
KaKOM 11eJThI0 ObUTH BHECEHBI B MAPKUPOBKY?

Memoouueckue pexomenoayuu x 3adanuio 1
1. IIpouwnraiire:

6. Pasmen 2 «Dopmamer u mexnonocuu opeaHu3aAUUU APXUBHO2O XPAHEHUS INEeKMPOHHbIX
OOKYMEHMO8».

7. Meroauueckre pPEeKOMEHIALWU IO 3JCKTPOHHOMY KOMHPOBAHWIO apPXUBHBIX JOKYMEHTOB M
YIpaBJICHUIO MONYYEHHBIM HH(OpMaMOHHBIM MaccuBoM. 2012 rona, coct. FO.FO. FOmamiesa //
ITopran «apXuBbI Poccun» URL:
http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml.

8. [Ilpasmma 2015 .

2. IlpoBepbre mnporpaMMHOE O0OECIEUYEHHE KOMIIBIOTEpPa U CKAaHUPYIOIEro YCTpoiicTBa.
Yb6enurech B HaIMYMHM HY)XHBIX ()OpPMATOB Ui apXUBAIMHM DJICKTPOHHBIX JOKYMEHTOB H
CO3/aHUSI UIEKTPOHHBIX 00pa30B OyMaKHBIX JAOKyMeHTOB. Co3naiiTe 3JIeKTpPOHHBIA apXUBHBIN
JTOKYMEHT.

Memoouueckue pekomenoayuu K 3a0anuro 2

JIOKYMEHT, CO3/1aHHBIM B COOTBETCTBUM C METOAMYECKHMH PEKOMEHJALUAMHU K 3aJaHuio 1,
MPOMapKUPYyHTE U MPUKPENUTE BTOPHIM (ailioM K OTBETY Ha 3a/1aHusl KOHTPOJIIbHON paboThI.

I[aﬁTe IIOJIHOC OIIMCAaHHUC (pafma B Word. Paznoxwure onucanue Ha QJICMCHTHI, YKa3aB B TCKCTC
KOHTpOJ’IBHOﬁ pa6OTBI, Ha3HAUCHUC KaXKA0I'0 3JICMCHTA MApKUPOBKH.

3aganue 3. ChopMupyiiTe HOpMATUBHYIO 0a3y HCIIOIb30BAHUS SJIEKTPOHHBIX JOKYMEHTOB
a) B JICIONIPOU3BOJICTBE;
0) B apXUBHOM JIEJIE.

VYkaxxuTe ypoBeHb HOPMATHBHOI'O MPAaBOBOTO JOKYMEHTa C TOYKU 3PEHMsI UEpApXUU OpraHa
BJIACTH/YIIpaBJICHNUS, IPUHSBIIETO €T0, U FOPUINYECKON CUIIBI JOKYMEHTA (3aKOHBI /TI03aKOHHbBIE
aKThI).

3ananmue 4. [IpounTaiite 3akoH 63-D3 «O06 >mekTpoHHON ToamucHy. CraenaiTe U3BICYCHUS U3
3aKkoHa, KOTOpbIE HYXHO 00f3aT€IbHO OrOBOPUTH B MHCTPYKIHMH 10 JEJIONPOU3BOJCTBY
OpraHu3aIu

3aganue S. U3yuute caiitel 1 ¢penepanbHoro apxusa u 1 apxuBa cyobektoB PD. Kakue dhonapl,
yuetHble JokymMeHThl U HCA mnoaBepriivch ouu@poBKE B JaHHBIX apXHWBax. clenaire
COOCTBEHHBIE BBIBOJIbI O COCTOSIHUM U COCTABE IEKTPOHHBIX APXUBOB.

Bonpocsl k 3auery


http://archives.ru/documents/rekomend_el-copy-archival-documents.shtml

CBolicTBa JJEKTPOHHBIX APXMBHBIX JOKYMEHTOB, IOBPEXKIAEMBIX B CHCTEME DJIEKTPOHHOTO
apxuBa TNpH BBOJE U OOpabOTKE HaHHBIX M TPEeOYIOIMX OpPraHU3aLMU M pPeriJaMeHTAINH
NEeSITeILHOCTH 110 KOHTPOJIO (OPMHUPOBAHUS M (PYHKIIMOHUPOBAHUS JIEKTPOHHOTO apXHBa.

CBoeBpeMeHHasi MUrpanusi 3JEKTPOHHBIX ApXUBHBIX JOKYMEHTOB KaK BO3MOXHOE pEIIECHUE
npoOiieMbl UX JUIMTENbHOro XpaHeHus. "OTKpeITbie" UM Hambojee paclnpocTpaHEHHbIE
KOMITbIOTEPHBIE (pOpMaTHI

Obecnieuenne (U3NYECKOW COXPAHHOCTH M IEIOCTHOCTH  (PaiiJioB C  3JIEKTPOHHBIMHU
JAOKYMCHTaMMU.

ObecnieueHne ycinoBUi AJis CYUTHIBAHUS MHPOPMAIIUH B TOJITOBPEMEHHOM MepCIeKTHRE.

Oobecrieuenue YCJ'IOBI/Iﬁ JIA BOCITPOMU3BCACHUSA OJICKTPOHHBIX JOKYMCHTOB B
«YCIOBCKOYHMTAaCMOM)» BUJIC.

HpI/IMeHeHI/IC OMYJIATOPOB HpOFpaMMHOﬁ Cp€abl M oOpraHu3anusga JIMTCIIbHOIO XpPaHCHUS
JAOKYMCHTOB.

I/IHKaHCYJIHI_[I/IH Kak croco0 JIA obMeHa H JOJITOBPEMCHHOI'O XPaHCHUS OJICKTPOHHBIX
JAOKYMCHTOB.

Meroanueckue TOKYMEHTBI, ONPENCISIONME MOPSIAOK MPUEMKH apXUBHBIX JOKYMEHTOB, HX
MOJATOTOBKU K CKAaHHMPOBAaHHUIO M MX BO3BpaTa B MCXOJHOE COCTOSIHHE B CHCTEME DJIEKTPOHHOTO
apxuBa

BoisiBnenne B XOA€ TECTOBBIX pPabOT CKPBITBIX OCOOEHHOCTEH TOKYMEHTOB U YTOUHEHUS
TpeOOBaHUI 3aKa3uuKa K pe3yjbTaTaM CKaHMPOBAHUs, BBOJA U OOpaOOTKU JaHHBIX B CUCTEME
JJIEKTPOHHOI'O apXUBA.

HOpHI[OK OopraHu3aln IIponecca CKAHUPOBAHHUA W HMHACKCAIIMK JOKYMCHTOB B CHUCTEMC
SJICKTPOHHOI'O apXHuBa

HOprI[OK q)OpMI/IpOBaHI/ISI JAOKYMCHTOB B KOMIUJICKTEI, I'PYIIIbI, TUIIbI JJIA apXUBHOI'O XpaHCHUA
OpFaHI/I3aIII/I$[ APXUBHOI'O XpaHCHUA NOKYMCHTOB PAa3HBIX TUIIOB.

[Tpon3BOICTBEHHbIE HOPMATHUBBI JUIsI COCTABJICHHs PErIaMeHTOB (YHKIIMOHMPOBAHUS, BBOJA U
00pabOTKM JAaHHBIX B CHCTEME OJJIEKTPOHHOrOo apxuBa. TpeOOBaHHS K COCTABICHUIO U
0 OpMIICHHUIO.

Texmomorun COo3aaHus DOJICKTPOHHBIX apXHMBHBIX JOKYMCHTOB. CoctaB MW KOJIHYECTBO
TEXHUYCCKHUX CPCACTB IJIA CO6HIOJ1€HH$I TECXHOJIOTHH M Ka4YC€CTBCHHOI'O BBINTOJTHCHUSA pa60T 110
CKaHUPOBAaHUIO, BBOOY U 06pa60TKe JaHHBIX B CUCTEME JJICKTPOHHOT'O apXHUBa

TpeboBanust 3akoHomarenbcTBa Poccuiickoit ®enepanuu B obigactu oOpaOOTKH, XpaHEHUS,
pacino3HaBaHus IEPCOHAIIBHBIX TAHHBIX W KOH(l)I/I)IeHHI/IaJ'II)HOCTI/I I/IH(bOpMaHI/II/I B JJICKTPOHHOM
BUC.

TpebGoBaHMs K MPOBEACHUIO CBEPKU HAJIWYHUS JTOKYMEHTOB B MOMEHT IpHeMa JJi apXHUBHOTO
XpaHeHus



TpebGoBaHus K yCTaHOBJIEHHBIM HOPMaM BBIPAOOTKH IO MOATOTOBKE TOKYMEHTOB JI1 apXUBHOTO
XpaHeHust

Tpe6OBaHI/I5[ OXpaHbl TpyJda IO CO3JAaHHUIO DJBJICKTPOHHBIX JOKYMCHTOB M 00eCIeYeHNI0 HX
APXUBHOI'O0 XpaHCHUAA.

HOpMBI BPEMCHHU I10 BBIIIOJIHCHHIO pa60T I10 IOATOTOBKE JOKYMCHTOB IJI apXHUBHOI'O XpaHCHUA



dopma npunoxeHua 2

OueHouHble cpeacTBa

Kopa
MHOWKaTopa

UHAWKATOp JOCTUKEHMA
KOMneTeHLunmn

OueHouHble cpeacTsa

MK-2 CnocobeH ocywiecTBAATb 4OKYMEHTaLuMoOHHOe obecneyeHne ynpasneHnUs opraHusaumen

MK-2.1

OpraHusyet u
pernameHTMpyeT
NOKYMEHTUPOBaHUeE
yrnpaBieHYecKon
NeATeIbHOCTU B OpraHM3auum

Tect

Kak Ha3blBaeTca 3/1eKTPOHHAA Konua 6ymarkKHoro
AOKYMEHTA, nepeBefeHHan B 3IeKTPOHHYI0 dopmy ¢
NOMOLLbIO CPEACTB CKAHUPOBAHUA:

a) 3N1EeKTPOHHbIV AOKYMEHT;
6) 3N1eKTPOHHbIN 06pa3 AOKYMEHTa;
B) macTep-Konus;

r) paboyuan Konus

MOKHO 1N 3aBEPUTb 3/IEKTPOHHYIO KONuio 6ymaKHoro
AOKyMeHTa?

a) MOYHO, ecnu NoANMCcaTb 3/IEKTPOHHbIN 0bpa3  LIM;
6) MO*KHO, AOCTaTO4YHO BBecTH 0bpas B CI[;

B) HET, T.K. HE CYLLECTBYeT TEXHO/IOTUI1 AN 3aBepeHnn
3NEKTPOHHbIX KOMWIA.

r) HeT, T.K. HX NPW KaKnX 06CTOATENbCTBAX 3/1EKTPOHHAA
Konua 6YMasKHOTO JOKYMEHTA HE  MOMKET MOYUnTb
IOPUAMUYECKYIO CUNY

MpaKTuyeckoe 3aHATHE

3apaHue 1. Onpegenute TMN A0KymeHTa. Kakoi
lopuandeckoit cunon obnagaeT gaHHbIA AOKYMEHT?
OTBeT aprymeHTMpOBaTh.




Kogp,
MHOWKaTopa

NHAMKATOP AOCTUNKEHMA
KoMMeTeHuuu

OueHoYHble cpeacTsa

DenepanpHas cinyxba o Hanzopy B cepe
CBSI3H, HH(QOPMALMOHHBIX TEXHOJIOTHI 1
MAacCOBBIX KOMMYHHKALHi

Boinucka
13 peecTpa 3aper1cTpupoBaHHbIX CPEACTB MAcCOBOM MHOpMaLMK
no coctosHuio Ha 23.09.2020 .
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B3amecTuTens HayanbHuka
YnpaeneHus paspeLunTensHoi
paboTbl, KOHTPONA U Haasopa B chepe

MaccoBbIX KOMMYyHVKaLUiA M.B. Bunorpagos

Bonpoc K 3auety

Mpoun3BoACTBEHHbIE HOPMATUBbI A5l COCTAB/IEHUSA
pernameHToB GYHKLMOHNPOBaHUA, BBOAA U 06paboTKK
[JaHHbIX B CUCTEME 3/1IEKTPOHHOTO apxuea. TpeboBaHMsA K
COCTaB/IeHUIO M 0POPMAEHUIO

TpeboBaHuWsA 3aKOHOAaTeNbCTBA Poccuitickoi depepaumm
B 061acTn 06paboTKM, XpaHeHMA, pacno3HaBaHuA
NepPCOHabHbIX AAHHbIX Y KOHPUAEHLMNANBHOCTU
MHPOPMaLMK B 3/1EKTPOHHOM BUAE.

KoHTponbHasa pabora

3agaHue 1. C noMoLbio CKaHUPYIOLLMI YCTPOICTB
co3paliTe 06pas LOKYMEHTA, He CoAepP KALLEro
nepcoHanbHble AaHHble. [11a co34aHMA 3/IEKTPOHHOIO
OOKYMeHTa ncnonbsyite popmaTtbl, NpegHa3HaYeHHble




Kogp,
MHOWKaTopa

NHAMKaTOp AOCTUNKEHMA
KoMMeTeHuuu

OueHoYHble cpeacTsa

ONs 4O/ITOBPEMEHHOI0 apXMBHOIO XpaHeHUs
[OKYMEHTOB.

2. OcywecTBuTe MapKMPOBKY AAHHOIO AOKYMEHTA,
NONb3yACb MeToAMYECKMMN peKoMmeHaaumamm BHUUOAL
nog, pea. FOmawesoi. O6bACHUTE, KAKNE INEMEHTDI
OMMUCAHUA, C KaKOW LLeNbto BblsIM BHECEHbI B MAapKUPOBKY?

MK-2.2

OpraHusyet u
pernameHTMpyet
LOKYMeHTo060poT B
OpraHu3auum

Tect

Npogonxute ¢ppasy: «B 3NeKTPOHHOM
AOKYMeHTO060pOoTe MCNONb3YIOTCA ...»

a) KaK 3/1eKTPOHHble 06pasbl, Tak U COBCTBEHHO
3/IEKTPOHHbIe OKYMEHTbI, 0b1agatolme 1pruanyeckom
cunom;

6) TONIbKO 3NEKTPOHHbIe 06pasbl,

B) TO/IbKO COBCTBEHHO 3/1EKTPOHHbIE AOKYMEHTbI,
obnapatowme LPUANYECKOM CUNOIA.

r) KaK 3/1eKTPOHHbIe 06pasbl, Tak U COBCTBEHHO
3N1eKTPOHHbIE AOKYMEHTbI, 0b1asatowme n He
obnapatolime LPUANYECKON CUNOA.

B KaKOM A 0KYMEeHTe opraHuM3auum pernameHTupyerca
NOpPAAO0K UCNO/Ib30BAHUA, COCTaBAEHUA U 0POPM/IEHUA
3/IEKTPOHHbIX JOKYMEHTOB?

a) B HOMeHKaType aen,
6) MHCTPYKLMM NO AEN0NPON3BOACTBY
B) yCTaBe opraHusaumm

r) B cepTudmKaTe Katoua NPOBEPKU 3/TEKTPOHHOM
noanucu.

KoHTponbHas pabota

3.CoopmmpyiTe HOpMaTUBHYIO 6a3y MCNONb30BAHUA
3/IEKTPOHHBIX LOKYMEHTOB

a) B AeN0npon3BoOACTBE;




Kogp,
MHOWKaTopa

NHAMKaTOp AOCTUNKEHMA
KoMMeTeHuuu

OueHoYHble cpeacTsa

6) B apxnMBHOM gene.

YKaxuTe ypoBeHb HOPMaTMBHOIO NPaBOBOro AOKYMEHTA C
TOYKM 3pEHMA Mepapxnn opraHa Baactu/ynpasneHus,
NPWHABLLETO ero, U PUANYECKON CUNbl AOKYMEHTa
(3akoHbl /noA3aKoHHbIE aKTbl).

Bonpoc K 3auety

TexHON0rMM Co34aHNA SNEKTPOHHbIX apPXMUBHbIX
OOKYyMeHTOB. COCTaB 1 KONNMYECTBO TEXHUYECKUX CPEeACTB
Ana cobntoaeHNsa TEXHONOMMU N KayeCTBEHHOTo
BbINOJIHEHWUA PaboT NO CKAHWPOBaHUIO, BBOAY U
06paboTKe AaHHbIX B CUCTEME I/IEKTPOHHOIO apX1Ba

Tpeb0oBaHMA K MPOBEAEHMIO CBEPKN HANNYNA AOKYMEHTOB
B MOMEHT Nprema 411 apXMBHOMO XpaHeHUs

TpeboBaHMWSA K YCTAaHOB/IEHHbIM HOPMaM BbipaboTKK No
MOArOTOBKE AOKYMEHTOB A1 apXMBHOrO XpaHeHua

TpeboBaHMA OXpaHbl TPyAa MO CO34aHMUI0 INIEKTPOHHbIX
[OKYMEHTOB 1 06eCrneyeHuno X apxMBHOIO XpaHeHUA.

HopMbl BpeMeHu no BbINOAHEHMIO paboT Mo NoAroToBKe
OOKYMEHTOB A/19 apXMBHOTO XpPaHeHUn

MK-2.3

OpraHusyer,

pernameHTMpyeT onepaTtuBHoe
XpaHeHWe 1 Ucnonb3oBaHMe
NIOKYMEHTOB B OpraHM3aumum

Tect

FOCT P 54989-2012/I1SO/TR 18492:2005 «O6ecneueHue
[O/IrOBPEeMEHHOM COXPaHHOCTU 3/1IEKTPOHHbIX
OOKYMEHTOB» npeanaraer npu o6HoBAEeHUU HocuTenei
ABa NMyTU pelleHns Npo6i1emMbl COXPAHHOCTU
AOKYMEHTOB:

YCTaHOBKa MEKCEeTEBOro 3KpaHa,
nepedopmMaTMpoBaHue,
KonupoBaHue,

nepdpoprposaHme

Kakue fOKymeHTbl He MOryT 6biTb NepeBeAeHbl B
undposyio popmy B popmate PDF/A ana




Kogp, NHAWKATOP JOCTUXKEHMA
MHAMKaTOpA KOMneTeHLunmn

OueHoYHble cpeacTsa

[ONrOBpPEeMeHHOro XxpaHeHus?
H6ymarkHble
MUKpodopMbl

Nntobble GopMaThl MALWMHHOIO AOKYMEHTa (TBepaple
Konuu);

$GOHOA0KYMEHTDI.

MpaKkTnyeckoe 3aHATUE

Cospaiite pparmeHT UHCTPYKL UM NO
BAe/IoNPOU3BOACTBY, PerlaMeHTUPYIOLLMIT NOPAJOK
KOMNNEKTOBaHUA apXMBa 3/IEKTPOHHbIMU AOKYMEHTaMM
[OJ/ITOBPEMEHHOro XpaHeHus.

Bonpoc K 3auety

MeToamnyeckme 4OKYMEHTbI, onpeaenaiolme nopsaaoK
NPUEMKM apXMBHbIX LOKYMEHTOB, UX NOAFOTOBKU K
CKaHWpPOBaHMIO U UX BO3BPaTa B UCXOAHOE COCTOAHME B
cUCTeME 31EKTPOHHOIO apxXmBa

BbiABiieHWe B Xxo4e TeCTOBbIX PaboT CKPbITHIX
0COBEHHOCTEN AOKYMEHTOB U YTOUYHEHUA TpeboBaHU
3aKa3uMKa K pesysibTaTam CKaHWPOBaHUA, BBOAA U
06paboTKM AaHHbIX B CUCTEME 3/IEKTPOHHOIO apxuBea.

MopAAoK opraHM3aLmm NPoLecca CKaHMPOBAHMUSA U
MHAEKCaLMM AOKYMEHTOB B CUCTEME 3/1EKTPOHHOIO
apxusa

MopsafoK GOPMUPOBAHNA LOKYMEHTOB B KOMIJIEKTbI,
rpynnbl, TUMbI 415 aPXMBHOTO XpaHeHwUs

Opl’aHM3aLl,Wr'I dPXMBHOTO XpPaHEHNA OOKYMEHTOB PaA3HbIX
TUNOB.

MK-4 CnocobeH pyKoBOAUTb NPOLLECCOM CKAHUPOBAHUA, BBOAA U 06paboTKU AaHHbIX B cucteme

3/IeKTPOHHOrO apxmBa

MK-4.1 Ynpasnsert geatenbHoCTbo No
KOHTPOJI0

Tect




Kogp,
MHOWKaTopa

NHAMKaTOp AOCTUNKEHMA
KoMMeTeHuuu

OueHoYHble cpeacTsa

bYHKUMOHMPOBaHMSA, BBOAA U
06paboTKN AaHHbIX B cMCTEME
SNEeKTPOHHOro apxmBa

Yem MOKHO 06BACHUTb OTCYTCTBUE HAZEKHOIO
peLueHnsa TeXHO/IOTMYECKMUX U OPraHU3aLUOHHbIX
npo6aem [0NrOBPEeMEHHOrO XpaHEHMUA 3/1IEKTPOHHbIX
HOKYMeHTOB?

YCKOpPEeHHbIMM Temnamm pa3sutma UKT B obnactu
nHbopmaTMIaumu;

YCNOXHEHMEM CaMUX MHDOPMALIMOHHBIX CUCTEM;

601bWUMKN yeuanamm no obecneveHmto
nHdOpMaUMOHHOM 6e30NacHOCTU U 3aWMTbl CAMOM
MHGOPMALUMM OT HECAHKLMOHMPOBAHHOIO 40CTYNa;

BCE YKa3aHHOe BEepHO.

OnpeaeneHue 3/IeKTPOHHOrO A0KYMEHTa KakK
«3/1eKMPOHHO20 npedcmassieHUs OpuUeHMUPOBAHHbIX
o cmpaHuyam azpe2uposaHus meKcmoabix u
epaghuveckux OaHHbIX, a MAaK»#e MemdaodaHHbIX,
nosesHoix 0418 uéeHmugukayuu, NOHUMAHUA U
eu3yanusayuu mex OaHHbIX, Komopbie mo2ym 6bimb
socrnipou3sedeHbl Ha bymaze uau onmuYecKoli
MuKpogopme 6e3 3Ha4umolii nomepu e2o
UHGpOPpMayUOHHO20 COOepIaHUA» faeTca B caeaylowem
HOPMAaTUBHOM AOKYMEHTE:

FOCT 2.051-2006: EOuHas cucmema KOHCMpPYyKmMopcKol
0oKymMeHmMayuu. 3n1eKmpoHHele 0oKymeHmeol. Obuwjue
nonoxeHus

FOCT P 7.0.8-2013 «Cucmema cmaHOapmoes rno
UHgopmayuu, bubauomeyHomy u usdamesnibCKoOMy Oeny.
Jlenonpouzsodcmaeo u apxusHoe 0esno. TepMuHbl U
onpedesneHUA»

ISO 19005-1:2005(ru) «YnpasneHue dokymeHmauued.
®opmam ¢palinos aneKmMpoHHbIX O0KYMeHmMos 014
00s120CcpP0O4YHO20 XpaHeHuA. Yacme 1. Mcnone3zosaHue PDF
1.4 (PDF/A-1)» -Document management — Electronic
document file format for long-term preservation — Part 1:
Use of PDF 1.4 (PDF/A-1)

FOCT P 54989-2012/ISO/TR 18492:2005 «ObecreyeHue
00s1208peMeHHOU COXPAHHOCMU 3/1eKMPOHHbIX
00KymMeHMo8»




Kogp,
MHOWKaTopa

NHAMKaTOp AOCTUNKEHMA
KoMMeTeHuuu

OueHoYHble cpeacTsa

Jlio6asn aneKTpoHHaA KONuA AO0KYMEHTa, NepBOHaYaabHO
CO34aHHOro Ha 6ymaXXHOM HOocuTene, Ha3blBaeTcA...

macTep-Konus
3/IEKTPOHHbIN 06pa3 AOKYMEHTa
3NEKTPOHHbIN AOKYMEHT

OpUrnHan-kKonuma

DNeKTPOHHbII pecypc apxmBa, BOHUKAIOWMIA nocne
oundppPOBKN AOKYMEHTOB Ha aHANIOrOBbIX HOCUTENAX
Ha3blBaeTcA...

arperauua
3/IEKTPOHHbIN $POHA, NONb30BaAHUSA
¢$oHA 0c060 LEHHbIX JOKYMEHTOB

APXMBHbIA ayTCOPCUHT

KnioueBoit npo6aemoii 3N1eKTPOHHbIX KONuii Kak
MCTOPUYECKMX UCTOYHMKOB yYeHble Ha3blBaloT
«HE3aMKHYTOCTb» NPOoLLecca CO34aHUA 3/IEKTPOHHbIX
Konwuid. YTo 31O 03Hauvaet?

a) 3/1eKTPOHHbIN AOKYMEHT CBA3aH rMNepccblikamu;

6) Ha NtOB6OM 3Tane TeEXHONOTMYECKOro UUKAA U
NpeaocTaB/IeHUss KONMUU B IOKYMEHT MOTYT ObITb BHECEHbI
N3MEHEHWA, KOTOPbIe NPAKTUYECKU HEBO3MOKHO
obHapyXuTb 6e3 focTyna K opuriHany;

B) 31EKTPOHHbIE OOKYMEHTbI HYXXHO 6y,CI,ET HECKOJIbKO pas3
nepe3anncbliBatb NPu OJANUTEJIbHbIX COOKaX XPaHEHUA,

I') KONmn4yecTeo KOI'IMI‘/JL COENAHHbIX C AOKYMEHTOB, HN4YEM
He orpaHun4yeHo.

B uem 3aKnlouaeTca npobaema aBTOPCTBa U aBTOPCKOro
npaBa, BO3HUKAIOLAsA B OTHOLIEHUUN CO3AaHHbIX
3NEKTPOHHDbIX KONUiA?




Kogp,
MHOWKaTopa

NHAMKaTOp AOCTUNKEHMA
KoMMeTeHuuu

OueHoYHble cpeacTsa

a) BO3MOXKHOCTb NpaBoMepHOMN Nyb6anKauum
3N1EKTPOHHbIX KOMWIM TPYAHO OAHO3HAYHO YCTAaHOBUTb, T.K.
ntobas HepernameHTMPOBAHHAA U HECTaHAAPTU30BAHHASA
rpaduyeckan ob6paboTKa SINEKTPOHHON KONUU MOMKET
paccmaTpuBaTbCA Kak ee TBOpYecKasn nepepaboTka, a
pe3ynbTaT TAaKOro BMeLaTe1bCTBa ABAAETCA 06BEKTOM
aBTOPCKOTro NpaBa COTPYAHMKA, KOTOPbIM NpoBOAUA
rpaduryeckyto ob6paboTKy.

6) cama npeobpasoBaHHaA KONWSA CTaHOBUTCA
CaMOCTOATE/IbHbIM NPOAYKTOM, OTAE/IbHOM
MaTepUanbHOM CYyLLHOCTbIO (GaKTUUYECKM «HOBbIM»
NCTOPUYECKMM UCTOYHMKOM) — pe3yibTaTom
WHTENNIEKTYaIbHOM AeATeNbHOCTH;

B) 3N1€KTPOHHbIE JOKYMEHTbI HUKOMY He NPpUHaA/iesKaT,
MO3TOMY MX KOMWUM CBOBOAHO PacnpoCTPaHAIOTCS;

r) Konua npeacTasaseT coboit HOBbIM CAaMOCTOATE/IbHbIX
MaTepuabHbIN 0OBEKT, KOTOPbIM NpK N6 TEXHONOTUM
CO34aHMA Konuit (MMKPOPUAbMUPOBAHMM, OLMPPOBKE) He
BOCMPOM3BOAMT (T. €. yTPaumMBaeT) TY HEOTbEMIEMYIO
YacTM MHPOPMALLUM UCTOUYHMKA, KOTOPaA 3aK/to4eHa B
mMmaTepuanbHOM HocuTene NOAJMHHUKA.

Nop Kayecmeo 3neKMpPoHHOIU Konuu nogpasymeBaeTca:
ayTEHTUYHOCTb (a4,eKBaTHOCTb) ee coaep>KaHusa
coaeprKaHuio (TOHMMaeMoMy B CAMOM LUMPOKOM
CMbIcAe 3TOro C10Ba) NOAAMHHUKA UCTOPUUECKOrO
MCTOUYHMKA; ee penpe3eHTaTUBHOCTb; NOJIHOTA;
B[O0CTOBEPHOCTDb; lopUaMYecKas 3HaYMMOCTb (B
OoTAenbHbIX cnyyanx) u ?... HazoBuTe HegocTalowee
CBOIACTBO KaueCTBEHHOI 3/1eKTPOHHOI Konuw.

(¢pyHKYUOHANBEHOCMBb UCCAEd08AMENBCKO20
UHCMPYMeHmMapus, npedocmasnaemoao 8 PAMKax

pecypca)

MpakTnyeckoe 3aHATUE

U3yunte cKkpuHLWIOT cTpaHuubl C3[, «EBppaT». CpaBHUTE
06bem nHpopmauum (peKBM3MTOB U MeTafaHHbIX)
Heob6Xo04MMbIX ANA U3[aHUA B AAHHOM cucTeme NpUKasa




Kogp,
MHOWKaTopa

NHAMKaTOp AOCTUNKEHMA
KoMMeTeHuuu

OueHoYHble cpeacTsa

Nno OCHOBHOW AeATeNbHOCTU

T S A N S

| Pracncura o ooy
R ancewens Aimopperescin eoorten Counormin

Bonpoc K 3auety

1. CBOICTBa 3/1EKTPOHHbIX aPXMBHbIX JOKYMEHTOB,
NoBpEXKAAeMbIX B CUCTEME INEKTPOHHOIO apX1Ba Npu
BBOAE M 06paboTKe AaHHbIX U TPEBYIOLNX OpraHM3aLUmn n
pernameHTaumm AesTeNbHOCTU NO KOHTPOI0
bopMUPOBaAHUA N GYHKLUMOHUPOBAHMA 3NEKTPOHHOIO
apxuea.

MK-4.2

Pa3pabatbiBaeT I0KabHble
HOPMaTMBHbIE aKTbl NO
BOMPOCaMm opraHusaumm
NpoLLecca CKaHNMPOBaHMA B
cucTeme 3N1EeKTPOHHOTO
apxuBa

Tect

Pa3BuTMe HOPMaATMBHOIO NPaBOBOro peryupoBaHua u
MeTOoANYECKOro pyKkoBoacTea B cdepe aBTomaTusauum
apxuBHOI cdepbl Hayanocb B nepuoa;

C KoHua XIX B. —1950-x rr.
¢ 1950 — nep. non. 1970-x rr.
CO BTOpPOW NosioBUHbI 1970-1980-¢ rr.

Ha pybexke 1980-1990-x rr.

dopmat PDF/A gna apXMBHbIX AOKYMEHTOB
rapaHTUMpyer, uTo...




Kogp,
MHOWKaTopa

NHAMKaTOp AOCTUNKEHMA
KoMMeTeHuuu

OueHoYHble cpeacTsa

3TOT pali/l MOXKHO ByaeT OTKpbITb B 1060
onepaLMoHHON CUCTEME Yepes KaKoe YroAHO BPpemMs C
NMOMOLLbIO MPUNOKEHMSA, MOALEPKMBAIOLLETO
COOTBETCTBYOWMNIM HOpMaT;

BM3Ya/ibHbIl BUA COAEPXKaHMUA NPaBUIbHO OTpaykaeT
Nt060MN NCXOAHbIN MaTepuan UCTOYHUKA,
MCNO/1b30BaHHbIM ANA CO34aHNA COrNacoBaHHOro ¢aina;

He Npou3oMAeT 3ameHbl WPUHTOB, NepedopmaTUPOBaAHMUA
TEKCTa;

He 6yayT M3MeHEeHbI pa3sMmepbl U306parKeHNM Unm
NpPOu3oNAET cKaTne MHGopPMaLMKM C MOTEPAMM.

rOCT P 54989-2012/I1SO/TR 18492:2005 «O6ecneueHue
[O0NrOBpEMEHHOI COXPAHHOCTU 3NEKTPOHHbBIX
AOKYMEHTOB» Ha3blBaeT 6 KAtoueBbiX GaKTopos,
KOTOpble XpaHuTenn nHpopmayum goNKHbl NPUHATb BO
BHMMaHue npu pa3paboTke cTpaTterMm AonrospemeHHOMU
COXPAHHOCTU apXMUBHbIX ALOKYMEHTOB: Yumaemocmso
3/1eKMpPOHHbIX 00KyMeHMos; UHmepnpemupyemocmeo
3/1eKMpPOHHbLIX 00OKyMeHmMos; 00cmynHocmeo
3/1eKMPOHHbIX O0OKYMEHMo8; NOHAMHOCMb
3/1eKMPOHHbIX O0OKYMEHMo8; aymeHmu4YHoCmo
3/1eKMPOHHLIX O0OKYMEeHMOoa... YKaXKute Hef0CTaloLWwmit
¢akTop.

aMynAuUnS;
NAEHTUOMLNPYEMOCTD,
HaZleXHOCTb;

3aLWMLLEHHOCTb.

Haliaute BepHoe npoponxkeHue ppase: «KoHTponbHas
cymma daitna — 310...»

- MarHUTHbIN NN ONTUYECKUI HOCUTE/Ib OAHOKPATHOM
3anucu;

- MeTon obecneueHus HaaeXXHOCTU 3}'IeKTpOHHOl71
nepegadn gaHHbIX, ANnAa nogreepxaAeHunA Toro, 4To




Kogp,
MHOWKaTopa

NHAMKaTOp AOCTUNKEHMA
KoMMeTeHuuu

OueHoYHble cpeacTsa

HMKaKMe N3MEHEHMUA He BblIN BHECEHDBI B 9/1EKTPOHHbIE
AOKYMeHTbl C MOMEHTa UX NepBOHaA4Ya/1IbHOIo COXpaHeHuA,

- 3alLMLLEHHAnA KANEHT-CepBepHan apxXMTEKTypa, KOTOPYHo
MOHO MUCMNO/b30BaTb ANA 610KNMPOBaHUA
HenocpeacTBEHHOro A0CTYNa K 3/1eKTPOHHbIM
JOKYMEHTaM, U KOTopana B UTOre NO3BONSET OPraHn3oBaThb
[0CTyn "ToNbKO Ha YTeHue";

- OIHOCTOPOHHAA X3W-PYHKLMA, UCNONb3YIOLLAA
aNropUTM, NO3BONAIOLLMIA CKaTb SINEKTPOHHbIE
JOKYMEHTbI 40 UKCUPOBAHHOTO Yncna bMTos.

KoHTponbHasa pabora

4. NpouunTaiTte 3aKoH 63-P3 «O6 3neKTPOHHOI
nognucu». Caenaite nspnedeHns U3 3aKoHa, KoTopblie
HY>KHO 06A3aTe/IbHO OroBOPUTb B MHCTPYKLUK NO
[,enonpousBoACcTBY OpraH1M3auum

Bonpoc K 3auety

1. CBoeBpeMeHHana MUrpauma 31eKTPOHHbIX aPXUBHbIX
OOKYMEHTOB KaK BO3MOXHOE pelleHre npobaembl Ux
AMTeNnbHOro XxpaHeHus. "OTKpbITble" U Hanbonee
pacnpocTpaHeHHbIe KOMMbIOTEPHbIE GopMaTbI

2. NMpumeHeHne sMynATOPOB NPOrPaMMHON cpeabl U
OpraHusauma gAnMTeNbHOro XpaHEeHUA JOKYMEHTOB.

3.MHKancynauma Kak cnocob ana obmeHa u
O0NrOBPEMEHHOI0 XpPaHEeHMA 3NEKTPOHHbIX LOKYMEHTOB.

MNK-4.3

OcyuwiectBnsaer
CTpaTerMyeckoe
NAaHUPOBAHWE U NOCTPOEHME
NPOLECccoB CKAHNUPOBAHUSA,
BBO/Ja M 06pabOTKN AaHHbIX B
CMCTEME 3/1EeKTPOHHOTO

Tect

MoryT 11 3NeKTPOHHbIE AOKYMEHTbI HbITb IKCMOHATaMM
APXMBHOM BbICTAaBKKU?

a) Her,




Kogp,
MHOWKaTopa

NHAMKaTOp AOCTUNKEHMA
KoMMeTeHuuu

OueHoYHble cpeacTsa

apxuBa

6) Aa, Kpome AOKYMEHTOB, CO34aHHbIX B CO/[0
B) A3, HO TO/IbKO 3/1EKTPOHHbIE KoMK GOTOL0KYMEHTOB,

r) ga, ecam aTo MynbTUMeAniMHoe nsgaHue, 6asa AaHHbIX
WAN TUNepTeKcCT.

B pamKax Kakon UCTOPUYECKON AUCLMUMINHDI
dbopmmpyeTca camMocTosTe/IbHOE HOBOE HanpaB/ieHME,
n3yyatouwee NpPobaemMbl 3/IEKTPOHHbIX KONWI 06bEKTOB
WUCTOPUKO-KY/IbTYPHOIO Hacneams?

a) NcTouHUKOoBeAeHME
b) ApxusoBeaeHue

c) Apxeorpadus

d) OunnomaTtuka

Bonpoc K 3auety

1. ObecneyeHne GpU3NYECKOM COXPAHHOCTM U LLEJIOCTHOCTH
$annoB ¢ 3/1IEeKTPOHHbIMW AOKYMEHTAMMU.

2. ObecneyeHue yCNOBUA 1A CYNTbIBAHMA MHPOPMaAL MK B
O0NrOBPeEMEHHOM NepcrnekTuse.

3. ObecneyeHune ycnoBuii Ans BOCNPOU3BEAEHMA
3N1EKTPOHHbIX JOKYMEHTOB B «4€/1I0BEKOYMTAaEMOMY» BUE.

KoHTponbHasa pabora

5. U3yuute caintol 1 pegepanbHoro apxmsa un 1 apxmusa
cybbekToB PO. Kakne poHAbI, yueTHble JOKYMEHTbI U
HCA noasepraucb ouundpoBKe B gaHHbIX apXUBax.
caenaiite cobcTBeHHble BbIBOAbI O COCTOAHUM U COCTaBe
3/IeKTPOHHbIX aPXUBOB.

6) NopAaaoK NpoBeAeHUA NPOMEKYTOUHOM aTTecTalumn, NoOKasaTeNn U KpUTepUU OLLeHUBAHUA:

Kputepun oueHKK (8 coomeemcmeauu ¢ (hopmupyemsimu KomnemeHUUuamu U naaHupyemosimu

pe3yanbmamamu obyyeHus):

— HO OUEHKY «3a4meHo» — cmydeHm 00X(eH MOKA3ameb Mopo2ossili yposeHs 3HaHUl (Ha

yposHe 80CI7pOU36€d€HUﬂ U 0bbACHeHus UHd)OpMGL‘UU, UHMersns1eKmyasibHblie Ha8blKku peweHuUA

npocmesix 3a0a4);




— Hd OUEHKY «He 3a4YmeH0» — CmyO0eHm He MoXem MoKa3amb 3HAHUA HA YpO8He
socrnpoussedeHus U 06ACHeHUs UHGOpMayuU, He MoXem oKa3ame UHMeNAeKmyasbHole HagblKu
pewieHusa Npocmeix 3a0ay.

MpomeskyTo4YHanA aTTectTauma No AUCUUNANHE «DNEKTPOHHbIE apXUBHbIE JOKYMEHTbI»
BK/IIOYAET OLLEHKY TEKYLLEro U UTOroBOro TECTUPOBAHMSA, NPAKTUYECKUX AOMALIHMUX 3a4aHni. Ana
OLLEHKM «3a4YTEHOY - MO KaXKaomn GopmMe OTYETHOCTM HEOBXOAMMO NOYYUTb He meHee 65%.



Ipuioxkenue 3
MeToanyeckue yKa3aHus JJIs CAMOCTOSAITEJIbHOM PadoThI CTYA€HTOB

B mporecce BBIOTHEHHS CAaMOCTOSTENBHOW PAa0OTHI CTYACHTHI JOJDKHBI HAYYHTHCS
BOCIIPMHMMATh CBEJIEHUS Ha CIyX, (UKCHUpPOBAaTh MHGOpPMALMIO B BUJE 3alUCEH B TeTpaisx,
paboTaTh C MUCHbMEHHBIMU TEKCTaMH, CAMOCTOATEIbHO U3BJIEKAs U3 HUX I10JIE3HbIE CBEACHUS U
opopmisii MX B BHJIE TE3MCOB, KOHCIEKTOB, CHCTEMAaTH3MpOBaTh HH(GOpPMALUIO B BHJE
3aIl0JIHEHU TaOJIMILl, COCTAaBIEHHs cXeM. Ba)kHO HayunThCsl BBIIEISTH IJIAaBHBIE MBICIIU B JIEKLIUU
npernojaBarens JUOO0 B MHCbMEHHOM TEKCTE;, aHAIM3MPOBATH SBICHHSA;, ONPEICHSATh CBOIO
MO3HIIMIO K TOJyYEHHBIM Ha 3aHATUAX CBEJICHHSIM, YETKO (hOPMYIHPOBATh €€; apryMEHTUPOBATh
CBOIO TOYKY 3pEHHUA: BBICKA3bIBATh OLICHOYHBIC CYXICHMS; OCYILIECTBIATh CaMOAHAJIM3.
HeoOxonuMo y4yuThbCsl BIaJieTh YCTHOM M IMCBbMEHHOW PEUbl0; BECTHU JUAJIOT; y4acTBOBATH B
JMCKYCCUM; PpAacKpbIBaTb COJAEp)KaHUE M3y4yaeMoil mpoOieMbl B MOHOJOTHMYECKOM peun;
BBICTYIIaTh C COOOLIECHUSMHU U JIOKJIAZIaMU.

IloaroroBka k mNMpakTHYecKMM 3aHATHSAM. CeMHHAp — OJUMH W3 OCHOBHBIX BHJOB
IPAKTUYECKUX 3aHATUN N0 TYMaHUTApHBIM AucuUIInHaM. OH NpeHa3HauyeH Jyisd yriryOJeHHOro
U3y4YeHHs OTJENBHBIX TeM M KypcoB. 1o ¢opme npoBenenns ceMuHapbl OOBIYHO MPEICTABISIOT
co0oii perreHne 3aaa4, 00CyKIeHUE TOKIAI0B, Oeceay 1o IJIaHy WIH JUCKYCCHIO 110 TIpodiieMe.

[ToaroroBka K 3aHATHUSIM 3aKJIIOYAETCS, PEXK/IE BCETO, B OCBOEHUU TOT'O TEOPETUYECKOTO
MarepHaja, KOTOpbld BBIHOCUTCS Ha oOcykaeHue. Jias 3Toro Heo6XoaIuMO B MEPBYIO OYEpeb
HepevynTaTh KOHCIEKT JEKIMU WIN pa3zelbl yueOHHUKa, B KOTOPBIX MPUCYTCTBYET YCTaHOBOUHAs
uHpopmanus. M3yueHne pekoMeHAOBAaHHOM JHUTEpaTypbl HEOOXOAUMO CHeNlaTh MaKCHUMalbHO
TBOPUYECKN — HE MPOCTO YKJIAAbIBas B MaMATb HOBBIE CBEICHMS, a OCMBICIMBAs U aHAIU3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXHO C IOMOILUBIO 3alMCEH, BBINMCOK WIM TE3HCHOTO
KOHCIIEKTa.

Ecnu cemunap mnpenctaBieH JOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTb 3a €ro
IIPOBEJCHUE JISXKUT Ha Jokiaauukax. Kak cienars 3To ycnemHo cMoTpUTe B paszeine «Jlokmany.
OpHako poib OCTaJbHBIX YYAaCTHUKOB CEMUHapa HE JOJDKHAa ObITh maccuBHOW. CTYIEHTHI,
IIpOCITylIaB AOKJAJ, 3alIMCBIBAIOT KPATKO IVIABHOE €ro COAEpKAaHHWE W 33[ar0T BHICTYyHAIOLIEMY
yTOUHSAOLIME BorpocoB. UeM Oosiee ocHOBATENbHOM ObLIa JOMAIIHAS MOATOTOBKA MO TEME, TEM
aKTUBHEE TMPOMCXOAUT OOCYXIeHHE MpoOJeMHBIX BompocoB. Ha cemuHape Bcsuecku
MOOUIPSAETCS TBOpPYECKAs, CaMOCTOATEIbHAs MbICHIb, JAacTCd BO3MOXHOCTb BBICKA3aTh
KPUTHYECKHE 3aMEUYaHUsl.

becena mno mnnany mnpencraBnseT coOoil  3apaHee IMOATOTOBJIEHHOE COBMECTHOE
00-Cy>KZIeHHE BOIIPOCOB TEMbI KaXKIbIM U3 YUYaCTHUKOB. JTa (popma noTpeOyeT OT CTyJAEHTOB He
TOJIBKO XOpOILIEH CaMOCTOSITENbHOM MPOpPaObOTKU TEOPETUYECKOro MaTepuaja, HO U yMEHHe
y4acTBOBATh B KOJUIEKTMBHOM AMCKYCCHM: KPAaTKO, YETKO U SICHO (hOpMYyITUpPOBaTh M U3JaraTh
CBOIO TOYKY 3pEHMs INEpel COKypPCHHKaMM, OTCTauBaTh IIO3ULMI0 B HAy4YHOM CIIOpE,
MIPUCOEANHSTHCS K Uy>)KOMY MHEHUIO WM ONIIOHUPOBATH APYTUM yYaCTHUKAM.

Pedepar — camblii pocTOi U HaWMEHEe CaMOCTOSITENbHBIA BHJI MUCHMEHHON PabOTHI.
CyTb €ro COCTOUT B KpPaTKOM H3JI0XKEHHH COJIEpKallMXCsS B Hay4YHOH JUTepaType B3IJIAI0B U
uaen o 3amanHoi teme. Pedepar He TpeOyeT OpUrHHAIBHOCTA U HOBU3HBI. B HeM olleHuBaeTcs
yMEHHE CTyJleHTa paboTaTh C KHHUIOW: BBIACNATH M (QOpMYJIMpOBaTh MpodiemMy, OTOMpATh
OCHOBHbBIE T€3HCHl U BCIIOMOTaTeIbHbIE JaHHBIE, IOTHYECKH BBICTpanBaTh MaTepHall, TpaMOTHO
0(OPMIIATh HayUHBIN TEKCT.



CrynenTtam npeayiaraeTcs JaBa Buja pedepatHeix padoT:

PedepupoBanue HayuyHOW JHUTEpaTyphl MPEICTABISET cO0OM COKpAIIEHHOE H3JI0KEHHE
COJCpKAaHUsI CTaThbU WM KHUTHM C OCHOBHBIMH CBEJCHUSIMH M BBIBOAAaMHU. Takue pedepars
aKTyaJbHBI TOTJIa, KOT/Ia B IOPUIMYECKAX MCTOYHHKAX MOSBISETCS HOBBIH TEOPETHUECKUH WU
NpaKkTUYeCKHd MaTepuan 1o wu3ydaemoil Tteme. OT cTyaeHTa TpeOyeTcs, BHUMATEIbHO
03HAKOMUBUINCH C IEPBOMCTOYHUKOM, MAaKCUMaJIbHO TOYHO U MOJHO MEPEAaTh €ro Colep KaHue.
Jns storo uenecoobpazHo BbIOpaTh (opMy MOCHEIOBATENIHHOTO H3JIO0XKEHHUS MPOUYUTAHHOU
KHUTH, HE MEHsS ee OOIui IuIaH W CTPYKTypy (TUaBbl, pasaensl, naparpadsi). Heodxomumo
COXPAaHUTH JIOTMKY IIOBECTBOBaHUS M IM03a00TUTBCS O CBSI3HOCTH TEKCTa. ABTOpPCKHE,
OpPUTHMHAIBHBIE U HOBATOPCKWE MBICIM U WJCH JydIle NepeAaBaTh HE CBOMMH CIIOBaMH, a C
noMmoIipio uTHpoBanus. O0seM pedepara OyneT OmpenensaThes COACpKaHHEM HCTOYHUKA, a
TaK)Ke €ro Hay4yHOH M IPakTUUYeCKOH LeHHOCThI0. Ho B 11000M ciiyyae mpennodTeHue 0TAaeTCs
KPaTKOCTH U JIJAKOHMYHOCTH, YMEHHUIO OTOMPATh TIIAaBHOE U OCBOOOXKIATHCSI OT BTOPOCTETICHHOTO.

Pedepar mo Teme  mpencrtaBisier 0030p HAyYHBIX B3MVISJIOB M KOHLEMIMUH IO
po0JIEMHOMY BOIIPOCY B M3y4aeMoOi TeMe.

- Ecniu Bam mpennokeHa Tema Takoro pedepara Ha BBHIOOP, TO MPEANOYTEHHE CIETyET
OTJIaTh TOM, KOTOpasi AJis1 Bac MHTepecHa WiK 3HakoMa. OHa He JTOJKHA ObITh OYEHb CIOKHOM U
00BEMHOM, B IPOTUBHOM ciy4ae pedepar Oy1eT HaloOMUHATh KypCOBYIO paboTy.

- Hnsa moarotoBku pedepara CTyIE€HTY HEOOXOIUMO CamMOMy WIH C Y4acTHEM
npenoiaBaresnis mojoopare UCTOUHUKH uHpopmaruu. CrenyeTr mo3ad0TUTHCsI, YTOOBI B BallleM
CIHCKE OKAa3aJMCh HE CIlIydailHble, a [EeHHbIe B HMH()OPMAIMOHHOM IUIaHE KHHUTH. MOXHO
BBIMIOJTHUTH PaboOTy, OOpaTUBIINCHL U K OJHOMY MCTOYHHUKY — [OCOOHMIO, MOHOTpaduw,
uccienoanuio. Ho mydiie, eciu Bbl 00paTutech K IByM-TPEM HaYYHBIM TPYZaM — 3TO MO3BOJIUT
MPEJICTAaBUTh MPOOIEMY C HECKOJIBKIX TOUEK 3PEHUS M BBICKA3aTh TUYHBIE IPEATIOYTCHHUS.

- OIHUM U3 TJIaBHBIX KPUTEPUEB OLIEHKU pedepara OyZeT COOTBETCTBUE €0 CONEPKaHMS
3asBleHHONM TeMe. [l »TOro Oerjo O3HAaKOMHUBIIMCH C TIE€PBOUCTOYHMKAMHM COCTaBbTE
MpeABapUTENIbHBIA TUTaH Oyaymiero pedepara, 0003HAYMB B HEM MPHUHIIUIUAIBHO BaKHbBIC
MOMEHTBI U ATaIbl OCBENIeHUs MpooOiemMsl. [lociie Toro, kak y Bac MOSBATCS pabodyue 3alicH 110
pe3yiabTaTaM HM3Y4YEeHHs] HAaydyHOW JUTepaTrypbl W oOmmpHas WHPOpMAanus MO TEeMe B IIEJIOM,
MOXXHO OyJeT CKOppeKTUpoBaTh oOmui miaaH pedepara. Crapaiitech mpu padboTe HaJg HUM
THIATENTFHO M30aBIATHCS OT «HM3JIMIIECTBY»: BCAKOTO poja abCTPaKTHBIX PacCyKICHH,
Ype3MEepHBIX MOJIPOOHOCTEH U MHOTOUHCICHHBIX MPUMEPOB, KOTOPBIE «PAa3MBIBAIOT» TEMY WU
YBOJAT OT HeEE.

CrpykTypa pedepara BKIO4aeT B ceOs BBeJCHHE, OCHOBHYIO 4acTh U 3akitoyeHue. Bo
BBEJICHUU (POPMYJIUPYIOTCA LENM W 3aJaud paldoThl, €€ akKkTyaJbHOCTb. OCHOBHasi 4acTh
NpeCTaBIsIeT COO0M MOCIeI0BaTeIbHOE U apTYMEHTHPOBAHHOE M3JIOKEHUE PA3IIMYHBIX TOUEK
3peHusi Ha TpobieMy, ee aHajau3, MpearnojaraeMmple MyTH pelieHus. 3aKiIrodeHue o0o00maer
OCHOBHBIE MBICITH HJIN OOOCHOBBIBAET TMEPCIEKTUBBI NANTbHEHIIEro HccieqoBanusl TeMbl. Ecium
pedepar nocraToyHO OOBEMEH, TO MOTpeOyeTcss pa3/ieleHue TEeKCTa Ha paszienbl (TJIaBbl,
naparpadsl). rocTpaTuBHBIN MaTepuan — TaOIUIIbI, CXEMBI, TpaUKu — MOTYT pacriojaraThCs
KaK BHYTPH OCHOBHOM YacTH, Tak ¥ B pazfene «lIpumoxeHue».

O06mwem pedepara 3aBUCUT OT LIeTIeH M 3aay, perraeMblx B padote — oT 5 10 20 cTpaHuIy
MAIIMHOIIMCHOTO TEeKCTa 4Yepe3 JBa WHTepBaia. Ecim B 3aaHWM, BBITAHHOM IIPETIOIaBaTEIIeM
00BEM HE OrOBapUBACTCSI, TO CIEAYET HCXOAUTh U3 Pa3yMHOH IIeTIeCO00Pa3HOCTH.

B pedepare B 00s13aTenbHOM TMOPSAKE Pa3MEIIAOTCS TUTYJIBHBIA JIMCT, TUIAH WJIH
OTJIaBJICHHE Pa0OTHI, @ TAKXKE CITUCOK UCTIOIh3yEMOM JTUTEPATYPHI.



OO6bpuHO pedepar MOXKET 3aYMTHIBACTCS KaK MHUChMEHHas paboTa, HO HEKOTOPHIC
NpenoJiaBaTeNI MPAaKTUKYIOT MyOJMYHYI0 3alMTy pedeparoB WM HX «O3ByYHMBAaHUE» Ha
CCMUHAPCKUX 3aHATHAX. B sTom cjiydac HGO6XOHI/IMO MMPUITIOKUTH OOIOJHUTCIBHBIC YCUIIUS IJIA
MOJITOTOBKH MyOJMYHOTO BRICTYTUICHUS IO MaTepuaiam pedepaTrHoi paboTHI.

IIpe3eHTanmusi — COBPEMEHHBIA CIOCOO YCTHOTO WM MHCHBMEHHOTO MPEICTaBICHUS
UH(POPMAIIUHU C UCTIOJIH30BAHUEM MYJIbTUMEIUHHBIX TEXHOJIOTHH.

Cy1ecTByeT HECKOJIbKO BAPUAHTOB IPE3CHTAILINH.

. IIpe3eHTanus ¢ BBICTYIUICHUEM JOKJIAIUUKa
. IIpe3eHTanys ¢ KOMMEHTapUsAMU AOKJIAIUUKA
. IIpesenTanmst  mas  CaMOCTOSITENIBHOTO — IIPOCMOTpa,  KOTOpas ~ MOXET

JIEMOHCTPUPOBATHCS TIepel ayIUTOpHUen 0e3 ydacTHs JOKJIa uuKa.
ITonroToBka mpe3eHTaly BKIOYAET B €051 HECKOJIBKO 3TaIlOB:

1. IInanupoBaHue Npe3eHTaIuN
OT 0TBETOB HA 3TH BOMPOCHI OyAET 3aBUCETh BCE MOCTPOCHUE MPE3CHTALIUN:

J KaKOBO TPEAHA3HAYCHHE W CMBICT MPE3CHTAIH (JIEMOHCTpAIHs PE3yIbTaTOB
HaY4YHOH paboThl, 3aIUTa JUITIOMHOTO MTPOEKTA U T.1I.);

J KaKyl0 pojb OyJeT BBIIOJNHATH TPE3CHTAMS B XOJE€ BBICTYIUICHHS
(compoBOXk/IeHHE JJOKJIA/1a WIN €ro WTIOCTPaLus);

o KaKOBa 11eJ1b Npe3eHTaluu (MHPOPMHUPOBAHUE, YOEXKIEHUE NI aHAIIU3);

o Ha Kakoe BpeMs paccuMTaHa Ipe3eHTanus (KopoTtkoe - 5-10 MuHYT wuiau
IPOJODKUTENBHOE - 15-20 MUHYT);

J KaKoOB pa3Mep M cocTaB 3pHuTeibckoi ayautopuu (10-15 gwenmosexk mmm 80-100;

IPEernoJIaBaTesu, CTYCHThl WM CMELLICHHAs Ay JUTOPUS).
2. CtpykTypupoBaHue HHPOpMauu

J B NIpPE3CHTAIlMM HE JOJDKHA ObITh MeHee 10 cmaiiioB, a olmiee MX KOJIMYECTBO
npesbimaTh 20 - 25.

o OCHOBHBIMHM TPUHLUUIAMH HpPU COCTABIECHUM MPE3CHTAMM JOJDKHBI OBITH
SICHOCTB, HATJISHOCTb, JIOTHYHOCTH 1 3aTIOMUHAEMOCTB;

. MIPE3CHTAIMsI JOJDKHA UMETh CIIEHApUH M YETKYIO CTPYKTYpY, B KOTOPO# OymyT
OTpa’keHbl BCE MPUUYUHHO-CIIC/ICTBEHHBIE CBSI3H,

o paboTa HajJ Npe3eHTalMedl HauWHAeTCs IOCie THIATEIbHOTO OOJYMBIBaHUS H

HalMCaHWsl TEKCTa JOKJaZa, KOTOPbIH HEOOXOIMMO pa30UTh HAa (parMeHThl U 00O03HAYUTh
CBSI3aHHBIE C KOKJbIM U3 HUX 337a4d U IEHCTBUS;

. HEepBbI IIar — 3TO ONpeAeieHHe IJIaBHOM HAeH, BOKPYI KOTOpOH OyJer
CTPOUTHCS MPE3EHTALUS;
J yacTb HMH(OpPMALMM MOXKHO TE€PEBECTH B JBa THUIA HAIJSAIHBIX IOCOOMH:

TEKCTOBBIE, KOTOPBIE MOMOTYT CIyLIATENsIM CIEIUTh 32 XOJOM Pa3BEPTHIBAHUS apTyMEHTOB W
rpadguyeckre, KOTOpble WJUIIOCTPUPYIOT TIJIaBHbIE IYHKTHl BBICTYIUIGHHSI W CO3JIAIOT
HMOIIMOHAIIbHEIE 00pa3kI.

o CIOXKETBl TPE3CHTAIMd MOTYT pPa3bsCHATh WM WJUTIOCTPUPOBATH OCHOBHBIE
MIOJIOKESHHS JOKJIa/1a B CAMBIX pa3HOOOpa3HBIX BapHAHTAX.

OdeHb BaXXKHO HAWTH TPABWIBHBIA 0OamaHC MEXIy pedblo JIOKIaAuuKa U
CONPOBOXKAAIOIIUMH €€ MYJIbTUMEININHBIMU 3JIEMEHTAMMU.

Jlist 3TOT0 11eIeco00pa3Ho:

o OTIPEIeNIUTh, YTO OyAeT MPEACTaBIEHO HAa KAXKIOM claiiie, uTo OyAeT B 9TO Bpemst
TOBOPUTKCS, KaK OyJIeT CAETaH Mepexo/] K CIeIyIoIeMy ClIaiay;

L CaMbI€ BAXXHBIC NACU U MBICIIM OTpa3suTh U Ha cnaﬁnax N IIPOU3HECTH CIIOBAMHU,
TOTJ]a KaK BTOPOCTETEHHbIE — JIM0O0 coBaMH, JTHO0 Ha claiiax;

o uH(pOpMaIIMIO Ha CllaliflaXx MPEACTaBUTh B BUJE TE3UCOB — OHHU COMPOBOXKIAIOT
MOAPOOHOE U3JIOKEHUE MBICIICH BBICTYMAIOIIETO, a HE HA000POT;



o JUISL pa3bsiCHEHHUS TMOJOKEHUN JTOKJIaJa UCIOIb30BaTh Pa3HbIe BUJIBI CIIANUJIOB: C
TEKCTOM, ¢ TabIUIaMu, ¢ JrarpaMMaMH;

. mo0asi Mpe3eHTausl JOJDKHA MMETh COOCTBEHHYIO JIpamMaTypruio, B KOTOPOH
€CTb:

«3aBsi3Ka» - MPOOYKJIEHUE WHTEpeca ayJIMTOPUHN K TEME COOOIICHUS (SIPKUM HarJIsiTHbII

npumMep);

«PaA3BHUTHE» - IEMOHCTPAIUSI OCHOBHOW HH(OPMAIIMH B JIOTHYECKOH MOCIICI0BATEILHOCTH
(uepenoBaHUE TEKCTOBBIX U IPAPUUCCKUX CIIANJIOB);

«KyITbMUHAIUSD» - TPEACTABICHUE CaMOro TJaBHOTO, HOBOTO, HEOKHUIAHHOTO
(3MOLIMOHAIEHBIN pEYEBOM WM WILTIOCTPATUBHBIN 00pa3);

«pasBsi3ka» - GopMyTHpOBaHUE BHIBOJAOB WIIH MPAKTUICCKUX PEKOMEH AN (BHICOPS).

3. OdopmieHue npe3eHTauu

OdopmiieHne nmpe3eHTay BKIIOYaeT B ce0s1 ClIeAYIONIYI0 0053aTelIbHY0 HH(POPMALIHIO:

TUTyIBHBIN TUCT

- IPEJICTABISAECT TEMY JOKJIa/la U UM aBTOpa (UM aBTOPOB);

- Ha 3al[UTe KypCOBOM WJIM AMIUIOMHON pPabOThI yKa3blBaeT (PaMUIMIO M HWHUIIUAJIBI
HAy4YHOT'0 PyKOBOJUTEJIS WM OpraHU3aluy,

- Ha KoH(epeHuusAX 0003HaYaCT ATy U Ha3BaHUE KOH(EPEHINH.

[Inan BeICTYILIEHUSA

- (hopMyupyeT OCHOBHOE cofiep)kaHue Jlokiazna (3-4 myHKTa);

- (hukcupyeT NopsAJ0K U3I0KEHU HHPOPMALIUY;

ConeprkaHue pe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U IparuecKyro HH(OpMAIHIO;

- WJUTFOCTPUPYET OCHOBHBIE ITYHKTBI COOOILIEHUS;

- MOXKET IIPEJICTaBISATh CAMOCTOATEIbHBIN BapHAHT JJOKJIA/a;

3aBepiieHne

- 0000111a€eT, MOJBOAUT UTOTH, CYMMHUPYET HHPOPMAIIHIO;

- MO>KET BKJIFOUATh CIIMCOK JIMTEPATYPhI K TOKIaNY;

- COJIEPKUT CJI0Ba 0J1aro/JapHOCTH ayAUTOPUH.

4. Jln3aitH npe3eHTauuu

TexcroBoe oopmienue

o He cTouT 3amonHsATh cnaii CIMMIKOM OOJBIIMM 00beMOM MH(OpMAINH - JTydIle
BCEro 3alloMHHaI0TCs He 6osiee 3-X (pakToB, BEIBOJIOB, ONPENEICHHH.

J OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

. Kopotkue ¢pasbl 3anmoMuHarOTCS BH3yalnbHO Jiydmie. [ITyHKTBI TiepedHedl He
JIOJDKHBI ITPEBBIIIATH JIBYX CTPOK Ha ¢pa3y.

o Haubonpmas 3¢ (ekTHBHOCTh JOCTUraeTcsi TOrJa, KOrJa KIIIOYEBbIE ITyHKTHI
0TOOpaKaIOTCS 10 OTHOMY Ha KaXJIOM OTJICIIEHOM ClTaiie

. Ecin TekcT cocToMT M3 HECKOJNBKMX a03aleB, TO HEOOXOJUMO YCTaHOBHUTH
Kpac-HyI0 CTPOKY U MHTEpBaJl MEX 1y a03alamH.

o KnroueBble croBa B HH(GOPMAIIMOHHOM OJIOKE BBIIENAIOTCS LIBETOM, IIPU(TOM HITU
KOMITO3UITOHHO.

o Wudopmannio TpeArnmodTUTeNIbHEE pacrojiaraTh TOPU30HTAIBHO, Hamnbolee
Ba)XHYIO - B IICHTPE YKpaHa.

o He crnenyer 3moynoTpeOisiTh OONBIIMM KOJMYECTBOM TIPEJIOTOB, HAapEUWH,
npusaraTeIbHbIX, BBOJHBIX CIIOB.

o [udpoBbie MaTepualbl Jydlle NPEACTaBUTh B BHJE I'padUKOB U JHarpamm —
TaOIUIIBI ¢ HU(PPOBBIMU JTaHHBIMHU HA CJIaiiic BOCTIPUHUMAIOTCS TIIOXO.

. HeoOxoaumo oO6paTuTh BHUMaHHE HA IPaMOTHOCTh HamucaHus Tekcta. Ommoku

BO BCChb 3KpaH MPOU3BOAAT HCHPUATHOC BIICUATIICHUC



[pudroBoe opopmieHne

o [Ipudter 6e3 3aceuek (Arial, Tahoma, Verdana) uurarorcs jerde, 4eM rpoTECKH.
Henb3st cMemmBaTh pa3ianyHble TUITBI IIPUGTOB B OJHON MPE3EHTALINH.

J HIpudroBoii KOHTpAcT MOXKHO CO3[aTh MOCPEICTBOM pa3Mepa HpudTa, ero
TOJILIMHBI, HauepTaHus, (POPMbI, HAIIPABJICHUS U 1[BETA;

. Jlns 3arosoBka romutcs pasMep mpudra 24-54 myHkTa, a s Tekcra - 18-36
IIYHKTOB.

o Kypcus, noguepkuBanue, UPHBINA MPHU(T UCTIONB3YIOTCS OIPAaHUYCHHO, TOIBKO
JUTSL CMBICIIOBOTO BBbIJIeNIeHUs (DparMEHTOB TEKCTA.

J J1J1s1 OCHOBHOT'O TEKCTa HE PEKOMEHIyIOTCSI IPOMUCHBIE OYKBBI.

[{BeToBOE OopMIIEHHE

J Ha ognom cnaiine He ucmonb3yercst 0ojiee Tpex LBETOB: (POH, 3aroJI0BOK, TEKCT.

J L{BeT mpudTa u nBer GpoHa TOKHBI KOHTPACTHPOBATH — TEKCT JOJDKEH XOPOIIO
YUTAThCA, HO HE pe3aTh IJiasa.

o s pona npeanoyTUTENbHEE XOJIOAHBIE TOHA.

o Cy1miecTByI0T He coyeTaemble KOMOWHANUU 1BeTOB. OO0 3TOM MOXHO y3HAaTh B
CIICLIMAIbHOM JIUTEPATYpE.

. UepHblil 11IBET MMeET HEraTUBHBIM (MpayHbli) moAaTeKCT. benblii Ha depHOM
YUTACTCS III0XO.

. Ecnu npesenTarmst 60JbInas, TO €CTh CMBICT Pa3/IeuTh €€ Ha YacTh C MOMOIIBIO
[[BETa — Pa3HBbIN [[BET CIOCOOEH CO3/AaBaTh Pa3Hblil SMOIMOHATBHBINA HACTPOA.

o Henb3s BbIOUpaTh QOH, KOTOPBIN COAEPIKUT AKTUBHBINA PUCYHOK.

Kommosurmonnoe oopmieHue

o Cnenyer coOmtomath eauHblii cTwib odopmieHus. OH MOXKET BKIIOYATh
oTnpeeNIieHHBI MPUQT (TapHUTYpa U 1BET), (DOH IBeTa WK (OHOBBIM PUCYHOK, JEKOPATHBHBIN
3JIEMEHT HeOOJIBIIOro pa3mMepa u T.1.

o He npuemiemsl cTUIIM, KOTOpbIe OYAYyT OTBJIEKATh OT MPE3EeHTAIUH.

o KpymHbie 00bEKThI B KOMIO3UILIUU CMOTPSTCSI HEBAXKHO.

. BcnomorarensHass  uHpopMmanus  (yOpapisiollMe  KHONKW) HE  JOJDKHA
npeo0iagaTh HaJ OCHOBHOMU (TEKCTOM M MJUTIOCTpaLueil).

o s cepbe3HOll mpe3eHTanuy OTOMpPAOTCs MIA0JIOHBI, BBIIIOJHEHHBIE B JEJIOBOM

CTHJIE.
Anumarmonnoe oopmieHue

J OcHoBHasi pojib aHMMAllUM — JO3UPOBaHUS HHPOpMAIUU. AyAUTOpHUS, Kak
MpaBUIIO, Jydllle BOCIPUHUMAEeT WH(OPMALUIO TOPUHUSIMH, HEOOJIBIIUMU 3PUTEIBHBIMU
dparmeHTamMH.

J AHUMAITUS UCTONB3YeTCS JUISl TIPUBJICUYCHUS BHUMAHUS WIH JEMOHCTPAIHH
pa3BUTHSL KAaKOTro-JIMO0 mpoliecca

. He ctout 3moynoTpe6isats aHUMaImOHHBIMU 3P PeKTaMu, KOTOPhIE OTBIEKAIOT OT
COJIepKaHUs WIIH YTOMIISIOT TJIa3a YMTAOIIETO.

. Oco0eHHO HEXeNnaTeTbHO YacTOe WCIIOJIb30BAaHWE TaKUX aHUMAI[MOHHBIX
3¢ (PeKxToB KaKk BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE TOSIBJICHUE TEKCTA.

3ByKoBO€ opopmIIeHHE

J My3bIKaJIbHOE CONPOBOXKJIEHUE TPU3BAHO OTPA3UTh CYTh WM MOJYEPKHYThH
0COOEHHOCTH TEMBI Cllaiiia MM BCel NMpe3eHTalluH, CO3/aTh ONpPEIETIeHHBIH 3MOIMOHATBHBIN
HAaCTpOM.

J My3bIKy 1enecooO0pa3HO BKIIOYaTh TOTJa, KOrjga mpe3eHTauus uaer 06e3
CJIOBECHOT'O COIIPOBOK/IEHUS.
o 3BYKOBOE COMPOBOKIACHUE MCTIOIB3YETCS TOIBKO MO HEOOXOIUMOCTH, TTOCKOIBKY

Jaxe (bOHOBaH TUXad My3bIKa CO31aCT U3JIMIITHUN IIyM U MEIIACT BOCIIPUATHUIO COLACPIKAHU.



J Heo6xoanMo BBIOpaTh ONTUMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLI CIIBIIIIAH BCEM
CIIyIaTeneM, HO He ObLT OTTyIIUTEbHBIM.
I'paduueckoe opopmiaeHune

. Pucynku, ¢ortorpadum, aumarpaMmbl TPU3BAHBI  JOMOJHUTH  TEKCTOBYIO
uH(OpMAIHIO WK TIepeaaTh e€ B 0ojiee HarJIsAHOM BH/IC.

. Henb3st npencTaBisiTh pUCYHKH M (OTO IJIOXOT0 Ka4eCTBa MJIM C MCKaKCHHBIMU
[PONOPLIUAMH.

J XKenarensHo, YTOOBI HU300pakeHHEe OBUIO HE CTOJIBKO (POHOM, CKOJBKO
WUTIOCTPALMeH, PaBHOIM IO CMBICIYy CaMOMY TEKCTY, YTOObI MOMOYb II0-HOBOMY IOHSTH H
PACKpBITH €ro.

J Crnenyer m30eraTb HEKOPPEKTHBIX HIUIIOCTPALUH, KOTOpPHIE HENPAaBUIBHO HITH
JIBYCMBICJICHHO OTPa)Kat0T CMBICII HHPOPMALIUH.
J Heo6xonuMo 1m03a00TUTBCS O PaBHOMEPHOM M PAllMOHAIBHOM HCIOJIb30BAaHUHU

IIPOCTPAHCTBA HA CJIaijie: €ClIM TEKCT MEPBUYCH, TO TEKCTOBOM (hparMeHT pa3MeIlaeTcs B JICBOM
BEPXHEM YTITy, a rpauecKuii pUCYHOK BHU3Y CIIpaBa U HA00OPOT.

. WnmocTpaniii - peKOMEHIYEeTCS  COMPOBOXKIATh  MMOSCHUTEIBHBIM — TEKCTOM.
[Toanucu K KapTHHKAM JIy4YIle BBIIOJIHITH COOKY WJIM CHH3Y, €CIH 3TO TOJBKO HE Ha3BaHHE
caMoro ciamima.

. Eciu rpadudeckoe m3o0pakeHHEe WCIONB3yeTcs B KadecTBe ()OHA, TO TCKCT HA
3TOM (DOHE JTOJDKEH OBITh XOPOIIIO YUTACM.

TaOnuipl ¥ CXEMBI

o He crout BCTaBIATh B Npe3eHTALUIO OosbLIME TaOJMMLBI — OHU TPYIHBI IS
BocnpusATus. Jlydiie 3aMeHUTh UX rpaduKamMu, IOCTPOCHHBIMH Ha OCHOBE ATHX TaOJIuI.

J Ecnu Bce ke TabnuIly MoKaszaTh HAJ0, TO CIEAYeT OCTaBUTh KaK MOKHO MEHBIIIE
CTPOK H CTOJIOIIOB, 0TOOPAB U Pa3MECTHB TOJILKO CAMbIE Ba)KHbIC JaHHEIE.

J [Tpu ucnonb30BaHUM CXEM Ha ciaijlax HeOoOXOAMMO BBIPOBHATH psbl OJIOKOB
CXEMBI, pacCTOSIHHE MeX1y OJoKaMH, JOO0aBUTh COEAMHUTENbHBIE CXEMbl TNPH IMOMOIIU
UHCTPYMEHTOB ABTOQUTYD,

J [Ipy co3maHuMK cXeM HY)KHO YYUTBIBATH CBSI3b MEXKIY COCTaBHBIMHM YacTAMU
CXEMBI: €CJIM OHU PaBHO3HAYHBI, TO 3aMOJIHIIOTCS OJHUM MIPUPTOM, (POHOM U TEKCTOM, €CIIU €CTh
nepBocTeneHHass HWHQoOpManus, TO OHA BBIACIAETCS OCOOBIM CHOCOOOM C IOMOIIbIO
OpraHU3aLMOHHBIX TUArPaMM.

Aynauno- 1 BuseoopopmiieHre

o Buneo, kuHO M Tene marepuanbl MOTYT OBITh MCHOJb30BAaHBI MOJHOCTBIO HIIH
(parMEeHTapHO B 3aBUCUMOCTH OT LI€J€H, KOTOPBIE IIPECIEAYIOTCS.

. [TponomxutensHOCTh (hrIbMa HE JOJKHA MpeBbIaTh 15-25 MUHYT, a pparmenTta
— 4-6 MUHYT.

o Henb3st ucnonb3oBaTh JBa (uiIbMa Ha OJHOM MEPONPHUSATHH, HO I0Ka3aTh

(bparMeHTs! U3 ABYX (PUIHMOB BIOJIHE BO3MOXKHO.

IHoaroroBka Kk 3a4éty. [ OTOBUTHCS K 3a4€TY HYKHO 3apaHee U B HECKOJIBKO ATanoB. J{is
3TOrO:

. ITpocmaTpuBaiiTe KOHCHEKTBI JIEKIMH Cpa3y IOCIE 3aHATHH. DTO IOMOXET
p3306paTI)CSI C HCIMMOHATHBIMHW MOMCEHTAMH JICKIIUHU Y BO3HUKIIMMHU BOITPOCAMH, ITOKa CIIC JICKIHA
CBEXKa B ITAMSATH.

. berno npocmaTtpuBaiiTeé KOHCHEKTHI O Hayajga CIEAYIOIIEro 3aHATHA. JTO
IMMO3BOJIUT «OCBCKUTH» MNPCABIAYINYIO JICKOWUIO W IIOATOTOBUTLCA K BOCIIPHUATHUIO HOBOI'O
Marepuana.

. Kaxayro Henemno oTBoAUTE BpeMsI U1l IOBTOPEHUS TPONHEHHOIO MaTepraia.

HGHOCPGHCTBGHHO IIpU MMOATOTOBKE:

L YHOpﬂHOqLTe CBOM KOHCIICKTHI, 3aIlMCH, 3a1aHN.



. [TpukuHBTE BpeMs, HEOOXOAMMOE BaM JJisi IOBTOPEHUS KaxKIou yactu (OJI0Ka)
MaTrepuaia, BBIHOCUMOTO Ha 3a4er.

J CocraBbTe pacicaHMe ¢ yU€TOM CKOPOCTH IIOBTOPEHUS MaTepuaa, sl 4ero

. Paznenure Bompochl g 3au€ra Ha 3HAKOMbIE (MO JIEKIMOHHOMY KYpCY,
ceMHUHapaM, KOHCIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIMIIb MOBTOPEHUSI U HOBBIE, KOTOPHIE
MPUAETCS OCBaMBATh CAMOCTOATENbHO. HauHuTe ¢ TEM XOPOII0 BaM U3BECTHBIX U 3aKPEIIUTE UX C
MOMOIIbI0 KOHCHEKTa M y4eOHUKA. 3aTeM MOMOJHUTE CBOW TEOpPETHUECKHUHl Oaraxk HOBBIMU
3HAHUSIMH, 00513aTEIILHO BOCIOJF30BABIINCH PEKOMEHIOBAHHOH JINTEPATYPOH.

. [IpaBUABHO HCHONB3YHTE KOHCYJIBTALMHM, KOTOPBIE MPOBOAMUT IPENOIaBATEIb.
[Ipuxonure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAMOCTOSITENIbHO Bompocamu. Bbl Mokere
MOJIYYUTh Pa3bICHEHHE 10 TIOBOJIY CIOKHBIX, HE JI0 KOHIIA MOHATHIX TEM, HO HE pacCCUMUTHIBAHUTE
BO BpeMs KOHCYJIbTAllMU Ha HCYEPIBIBAIONIYI0 HH(OpMALIUK [0 COACPIKAHUIO BCETO Kypca.



