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1 ObLIASA XAPAKTEPUCTHUKA PABOYEN IMPOI'PAMMBbI
MPO®ECCUOHAJIBHOI'O MOAVYJISI IIM.03 BemonHenune paboT 1O  AOHKHOCTH
«ApXUBapUyC»

1.1 O6s1acTh NpuMeHeHus1 pado4eil MporpaMmbl

Pabouas nmporpamma mpodeCCHOHATHFHOTO MOYJIS SIBIISIETCS. YACThIO MMPOTPAMMEI TTOITOTOBKH
CIICUAJINCTOB CPEIHEro 3BE€HA IO CHEUHaIbHOCTH 46.02.01. ZIOKyMeHTauHOHHoe oOecrieueHne
yIOpaBlIeHUs] U apXUBOBEIEHUE 0A30BOr0 YPOBHSI MOATOTOBKU. Pabouast mporpaMmMa cocTaBiIeHa ISt
O04HOH (hOPMBI OOYUEHUSI.

1.2 Mecto mnpogecCHOHAIBLHOI0 MOAYJSA B CTPYKTYpe MNPOrpaMmbl MOATOTOBKH
CNEIHAINCTOB CPeIHero 3BeHa

[Tpodeccuonanbupiii Moaynb [IM.03 BeimonHeHue paboT MO TOJDKHOCTH «APXUBAPUYCH
OTHOCHUTCS K POGECCHOHATHLHOMY ITHKITY.

OcBoenunto npodecCHOHaTBLHOTO MOAYJISI IPEANIECTBYET U3YUeHHE YUeOHBIX TUCIUTUIINH:

EH.02. MadopmaTuka

OI1.06.ITpodeccrnonanbHast 3TUKA U ICUXOJIOTHS JIEJIOBOTO OOIICHHUS

OI1.08.ITpaBoBoE 0bOecnieueHue npodhecCuoHaATbHON AeATETbHOCTH

OI1.10.BBeneHue B ClIENUAIBLHOCTD

1.3 Leap n niianupyemblie pe3yJibTaThl 0CBOEHHUS NPO¢ecCHOHATBHOI0 MOAYJIA

B pesynbrare u3yueHus npodeCCHOHATBHOIO MOIYJIsA OOyYarOmIUHACs JAOKEH OCBOUTH BHUJ
nesitensHocTH [IM.03 BeinonHnenue paboT Mo TOJDKHOCTH « APXUBApUYC» U COOTBETCTBYIOIINE EMY
o0urme u npodeccruoHabHbIe KOMIIETEHINH:

Kox Haumenosanue odbuiux komnemenyui

OK 01. | [ToHnMate CyIIHOCTh M COIMAIBHYIO 3HAYMMOCTh CBOEW Oyaymied mpodeccud,
MPOSIBJISITh K HEM YCTOMYMBBIN HHTEpEC

OK 02. | Opranu3oBbIBaTh COOCTBEHHYIO NESTEIHHOCTH, BHIOMPATH THIIOBBIE METOABI H
CrocoOb! BBITIOTHEHHS PO eCCHOHATBHBIX 3a/]a4, OIICHUBATh X 3()PEKTUBHOCTH
1 KauecTBO.

OK 03. [IpuHuMaTh pelieHus] B CTaHAAPTHBIX U HECTAHJAPTHBIX CUTYAlMSIX U HECTU 3a
HUX OTBETCTBEHHOCTb.

OK 04. Ocy1ecTBISTh MOUCK U UCIOIb30BaHNE HH(DOpMALIK, HEOOXOUMOMN IS

3¢ (HEeKTHBHOTO BBITIOTHEHHS MPO(EeCCHOHABHBIX 331a4, MPo(eCcCHOHATEHOTO |
JUYHOCTHOTO Pa3BUTHSL.

JIEATEILHOCTH.

OK 05. Hcnonp3oBaTs nH(OPMaIMOHHO-KOMMYHHUKAITHOHHBIE TEXHOJIOTHH B
npodhecCuOHATbHON NeSITEIbHOCTH.

OK 06. PaGorate B KomnekTuBEe W KoMaHze, 3(pQexkTUBHO O0O0IIAaThbCA C KOJUIeTamH,

PYKOBOJCTBOM, OTPEOUTEISIMU

Kon Haumenoeanue euoa deamenbHocmu u npogheccuonaibHblX KOMnemeHyuil
B/ 3 BrinonHenue paboT Mo JOMKHOCTH « APXHUBAPHYCH»

MK 3.1 BoinonHaTe paboTsl 10 GopMHUPOBaHUIO rpadUuecKuX 00pa3oB JOKYMEHTOB
IIK 3.2. DopMUPOBATH U 3arPY’KaTh JAHHBIE B CUCTEMY JICKTPOHHOTO apXUBa




B pe3ynbrate ocBoeHUs MpopeCcCHOHATBHOIO MOJTYJI 00YUAIOIIUKCS JOIDKEH:

Koo ITK/ | nMmeTh IpaKkTUIeCKUi Yumerts (V) 3Hatsb (3)
OK onmIT (TTO)
K 3.1., | [TO3BemonHeHME V1, BecTr IpUEM IIIEKTPOHHBIX 31, HOpMaTUBHO-METOIUICCKUE
OK 1, paboT 1Mo AOHKHOCTH | JOKYMEHTOB JAJISI apXUBHOTO JOKYMEHTBI, OIpe/IeNAoIune padoTy
OK 2, «ApxuBapuyc» XpaHEHUS 3JICKTPOHHOTO apXHBa;
OK 3, Y2-ucronb30BaTh KOMIBIOTEPHBIE | 33- MpaBWiia XpaHEHUS IOKyMEHTOB
OK 5, TEXHOJIOTMM  JUI1  BBOAA W | B COOTBETCTBHHM C UX THIIAMU JUIA
OK 6 00paboTKM JaHHBIX B CHUCTEME | apXMBHOT'O XpaHEHHs
9JIEKTPOHHOT0 apXUBa; 34 nopsiok hopMHpOBaHUS
VY01.1. onieHuBaTH COLUANBHYIO JIOKyMEHTOB B THIIBI JUIsl apXUBHOTO
3HAYUMOCTB CBOeH Oyrymiei XpaHeHHs
npodeCCHuu sl pa3BUTHS 301.1. cyniHoCTh U 3HAYUMOCTh
SKOHOMUKH U CPEAbI PO eCCHOHANBHOMN NEeSITENIHOCTH
KHU3HEACATEIbHOCTH TPaKAaH TI0 CTICIIHANBHOCTH AJISI PA3BUTHSA
POCCHICKOTO rOCYAapCTBa; 9KOHOMHKH U CPEZIbI
V01.3. oreHUBaTL CBON YKU3HECIIEHOCTH TPaXKIaH
CIIOCOOHOCTH ¥ BO3MOKHOCTH B POCCHICKOTO rOCYAapCTBa;
npodeccuoHanbHOI nestenbHOCTH; | 301.2. BO3MOKHOCTH IPUMEHEHUS
Y01.5. codbupars moprdonaro padoT | mpodecCHOHANEHBIX HABBIKOB B
U JIOCTIKEHU I CMEXHBIX 0071acTsX;
Y02.1. pacio3HaBath u 301.3. TunugyHbIe U 0COOCHHBIE
aHAJIU3UPOBATh TpeboBaHus paboToAaTENS K
npoeCCHOHATBHYIO 3a/1a4y /WK | pabOTHHKY (B COOTBETCTBUU C
npooiemy; Oynyuieii npodeccueil),
V02.2. onpenenars 3Tanbl 0COOCHHOCTH TIPOIICTYPHI
pemeHust mpogecCHoHaTbHON cobeceroBaHMS TIPU
3aJ[a4M, COCTaBJISATh U TPYZIOyCTpOICTBE;
peanu30BbIBATh IUIaH ACHCTBUS 110 301.5. cTpykTypy mopThoIro
JOCTUKEHUIO PE3yibTaTa; 302.2. cTpyKTypy IU1aHa 1Jis
V03.1. npuHUMATh peLIeHUs B peureHust mpoeCCHOHANBHOM 3a/1a4;
CTaHIaPTHOHN MpodecCHoHATBLHON 302.1. anropuT™MBbl BEIOOpA TUTIOBBIX
CHUTYyallU! U ONpeNeNaTh METOJIOB U CITIOCOOOB BBITIOTHEHUS
HE0OXO0IMMBIE PECYPCHI; npodeCCUOHATBHBIX 3a/1a4;
Y03.2. npuHUMATh penieHus B 303.1. anropuTMBI IPUHATHA
HECTaHIapTHOM peuieHus B npoecCUOHATbHBIX
podeCCHOHANBHOMN CUTYaLluH U CTaH/APTHBIX CUTYALUsX;
OTIPENIeNISATH HEOOXOIIMEIC 303.2. anropuT™Mbl IPUHATHUS
pecypcsl; pemeHust B npodeccHoHaNbHBIX
V03.3. oneHuBaTh pe3yabTaT U HECTaHAAPTHBIX CUTYaIUsX;
MOCJIEACTBUS CBOUX NEUCTBUN 303.3. NOpsI0K OLIEHKH PE3yJIbTaTOB
(caMOCTOSITENBEHO WM C TIOMOIIBIO | ¥ MOCJIEACTBHI CBOMX JICHCTBHH B
HACTaBHUKA); CTaH/aPTHBIX U HECTAHJAPTHBIX
VY05.2. ucrionp3oBath CUTYyalHsX;
CIEHAIN3UPOBAHHOE 305.1. coBpeMeHHBIE CpEACTBA U
MIporpaMMHOe 0OecIieueHHe; ycrpoiicTBa HH(GOPMATU3ALNY U
VY05.1. ucrionp30BaTh CpeacTBa HOPSIOK UX IPUMEHEHHUS,
UH(OPMALMOHHO- 305.2. cnenuanu3upoBaHHOE
KOMMYHUKaIIMOHHBIX TEXHOJIOTHI MIpOrpaMMHOE 00ecIieYeHUE B
JUISL pelIeHUS TPOQECCHOHANBHBIX | MPO(ECCHOHANBHON ESTEIbHOCTH;
3a/1ay; 306.1. OCHOBHBIE IPUHIMITBI PAOOTHI
VY06.1. paboTaTh B KOJJIEKTUBE U B KOJUICKTHBE;
KOMaHJIE;
TIK 3.2., T1O3Brmonnenue V2-ucnonb3oBath KOMIbIOTEpHbIE | 31, HOPMATUBHO-METOAUUYECKUE
OK 1, paboT MO AODKHOCTH | TEXHOJOTHH IS BBOJIA U | TOKYMEHTBI, OTIpECIIIONINe
OK 2, «ApxuBapuyc» 00pa0OTKM [aHHBIX B CHCTEME | pabOTy’JIEeKTPOHHOTO apXHBa,
OK 3, 3JIEKTPOHHOTO apXHBa 32 texHoJoruo npuéma, 0opaboTku
OK 4, Y3mnons30BaTbcs 1 XpaHEHUS IEKTPOHHBIX
OK 5 ABTOMATH3HUPOBAHHBIMU JIOKyMEHTOB.
cuctemamu yuéra, peructparuu, | 301.1. cymHOCTb U 3HAYNMOCTH
KOHTpOJIL WM MH()OPMAIMOHHO- | NMPO]eCCHOHAIFHOHN NesITeIbHOCTH
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CIIPaBOYHBIMH ~ CHCTEMaMH  HpH
pabore c JIOKyMEHTaMH
9JIEKTPOHHOT'O apXHBa.;

VY01.1. onieHuBaTH COLMANBHYIO
3HAYUMOCTB CBOEH Oymymien
npodeccuu JyIs pa3BUTHS
SKOHOMHUKH U CPEIbI
KI3HEEATETLHOCTH TPaKIaH
POCCHIICKOTO TOCyIapCTBa;

V01.3. orfeHuBaTL CBOA
CTHIOCOOHOCTH ¥ BOBMOXKHOCTH B
po(eCCHOHATIBHOM e TeTFHOCTH;
VY01.5. cobupats noprdonno padot
U JOCTHXKEHUN

V02.1. pacio3HaBatpb u
aHaIM3UPOBATH
podeCcCHOHANBHYIO 3a/1a9y W/1IIH
npoOemy;

V02.2. onpenensaTs 3Tamnsl
petnreHus mpoeCCHOHATBHOM
3a[1a4, COCTaBIATh U
pearn30BBIBATS IJIaH ACHCTBHS 1O
JOCTIDKEHHIO Pe3yiIbTaTa;

VY03.1. npuHUMATh pelIeHus B
CTaHIapTHOH MpodeccHoHaILHON
CHUTYaIMH ¥ ONIPEeIsITh
HE0OXO0JIMMBIE PECYPCHI;

Y03.2. npuHUMATh pelIeHus B
HECTaHIapTHOU
po(eCCHOHATBHOMN CUTYAINH U
OTIPENIeNIATh HEOOXOIIMEIE
pecypcsr;

V03.3. onieHuBaTh pe3ysIbTaT U
MOCJIEACTBUS CBOUX NEUCTBUI
(caMOCTOSTETHHO HITH C TIOMOIIBIO
HACTaBHUKA);

Y04.1. onpenensats HEOOXOUMbBIE
UCTOYHUKHU MH(POPMALINH;

VY04.2. uckatb nudopmanuio B
cetu VIHTEpHET ¢ MCIIONIb30BaHUEM
(UIBTPOB U KITFOYEBEIX CIIOB;
V05.2. ucnonp3oBath
CHCIHAIN3APOBAHHOE
MporpaMMHOE 00eCTICUCHHE;
V05.1. ucnonp30BaTh CpeaCTBA
HHPOPMALNOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI
JUTSL pelIeHUs POo(heCcCHOHATBHBIX
3a1ad;

TI0 CTICIUATBEHOCTH ISl PA3BUTHS
9KOHOMUKH U CPEJIbI
KHM3HE/ICIBHOCTH TPaX/1aH
POCCHICKOT0 rocyIapcTBa;

301.2. BO3MOKHOCTH IPUMEHEHHUS
podecCHOHANBHBIX HABBIKOB B
CMEXHBIX 00JIaCTsX;

301.3. Tunmn4HBIE 1 0OCOOCHHBIE
TpeboBaHuUs paboToaaTens K
paboTHHUKY (B COOTBETCTBHU C
Oyaymeit mpodeccueii),
0COOEHHOCTH TIPOIIETYPHI
cobeceoBaHMs IPU
TPYJOYCTPOKCTBE;

301.5. cTtpykTypy nopthoiuo
302.2. cTpyKkTypy IU1aHa AJIs
pemeHust mpoQeccHoHaNbHOH 3a/1ay;
302.1. anroputMsl BEIOOpA THIIOBBIX
METO/IOB U CIIOCOOOB BBITIOJTHEHUS
PO eCCHOHANBHBIX 331a4;

303.1. anropuT™Mbl IPUHATHUS
penieHus B pohecCHoHaIbHbBIX
CTaH/IapTHBIX CUTYalHUsIX;

303.2. anropuTMBl IPUHATHS
peteHust B npoecCHOHaIBHBIX
HEeCTaHJapTHBIX CUTYaIUsIX;

303.3. mopsAA0K OLECHKH Pe3yIbTaTOB
U IIOCIEACTBUM CBOUX JCHCTBUIL B
CTaH/IapTHBIX U HECTAHJAPTHBIX
CHUTYaIVsIX;

304.1. HomeHKIaTypa
nH()OPMAINOHHBIX HCTOYHUKOB
TIPUMEHSEMBIX B PO(ECCHOHANTBHOMN
JeATEeNIbHOCTH;

304.2. ”HCTPYMEHTHI KpyIHEUILINX
HU(POBBIX IKOCHCTEM JJIsI
noJyueHus, 00paboTKH U aHaK3a
uHpopmanum;

304.3. npuHUMITBI PAOOTHI
Pa3JIMuHbBIX TIOMCKOBBIX CEPBHCOB;
305.1. coBpeMeHHbIE CPEACTBA U
ycTpoicTBa HH(YOPMATH3aINHU 1
TIOPSIIOK MX TIPUMEHEHHUS;

305.2. cneunanu3upoBaHHOE
MIPOrpaMMHOE 0OecrieYeHUE B

PO eCCHOHANBHON ESTEINbHOCTH;




2. CTPYKTYPA U COAEP) KAHUE TPO®PECCUOHAJIBHOI'O MOAYJISA

2.1. CtpykTypa npodeccnonaibHoro moayJsi IM3BbinosiHeHne padoT Mo J0JKHOCTH KAPXHUBAPUYCH»

O6bem npodeccHOHATBHOTO MOYJIS, YAC.

DopMBbI IPOMEKYTOYHOM Obs3aTeabnas
arrecranum (cemecTp)
g B TOM YHCJIC
. < o Bcero z >
o 2 I = 5 2} S
Koasbt HaumeHnoBanus pa3jeioB = 3 P 8 4acoB s g B o 5 = e 8
OK/MK npodeccuonanbHOro Moy as/MJIK 5| = E = g | (makc.c = g 3 E 3 sz| &g &=
= 2] & @ 2| yuerom 5 & 2 %g > z k %E%'\g
S| S| &| &| 2| npaxmmx) | 2 c & S| 28| 88 £2&
™ =] S 3] C S o g = ta} 5]
= &l & S 22 E|F B | &
= Q < o = (7
1 2 3 14| 5 6 7 8 9 10 11 12 13 | 14 | 15
IK3.1.,
[K3.2., M/IK.03.01 Teopust u mpakTuKa apXUBHOI'O
OK 1, OK 2, 2 359 120 | 239 |16 72 167
OK 3, OK 4, Acra
OK 5, OK6
TIK 3.1.,
K 3.2.,
OK 1, OK 2, VYyeOHast mpakTHKa 2 72 72 72
OK 3, OK 4,
OK 5, OK6n
[IpousBoacTBeHHAas (110 MPOPHUITIO
CHEIMaTbHOCTH) IPAKTHKA, Yac.
MK 3.1,
MK 3.2.,
OK 1, OK 2, Dk3aMeH (KBATH(PUKAITMOHHBIH ) 2
OK 3, OK 4,
OK 5, OK6
Bcero 1 ]1]1 431 | 120 | 311 | 88 | 72 | 167 |




2.2 TemaTn4eckuil TUIaH U coJiepxkanue npodeccnoHanbHOro Moayist [IM « Beimosnenne pagoT no 101KHOCTH «APXHBApPHYC»

HaumeHoBaHuUe pa3aesioB U TeM

Conep:xanue yueOHOro MaTepuaJa,

Koael koMmnereHumii/

npodeccuonaibHoro moay.as (IM), JlaGopaTopHbie padoThHI M MPAKTHYECKHE 3aHATHS, 0O6BeM 0CBANBAEMBIX
MeXAMCUUIIMHAPHBIX KypcoB (M/IK) caMoCTOsITe/IbHas yueOHasi padoTa o0y4yaomuxcs, KypcoBas 4ac0B K;ii“;i:;::m
pa6ora (mpoekr) (eciu npedycmompervl)
1 2 3 4
Paznen : M/IK 03.Teopusi u npakTuKa apXMBHOTO J1eJ1a 1K 3.1.IIK 3.2,
239 OK 1, 0K 2, OK 3, OK
4, OK 5, OK6
Tema 03.01.01.0prann3anus padoThbl JJICKTPOHHOIO APXHUBA HK3.1.,
34 OK 1, OK 2, OK 3, OK
5,0K 6
Tema 1.1. . Co3ganue 371€KTPOHHOTO Conep:xanue V1, 31, 33, 34
apXuBa OpraHu3aluu [ToHsITHE YNEKTPOHHOTO apXKBa, IPEHMYIIIECTBA BHEIPEHHS YOI.1¥01.3Y02.1
AJIEKTPOHHOTO apXMBa Mepe]] TPAIUIIMOHHBIMU TEXHOJIOTUSIMHU. 582 ; zgzi ;’(?15 '11'
HopmartusHo-nipaBoBas 6a3a, perynupytoiias padboTy 3JeKTPOHHOTO 6 30133022303 1.
apxuBa. Bujbl 2IeKTPOHHBIX apXHUBOB. JTalbl CO3AAHUS 3JIEKTPOHHOTO 305.1 305.2 306.1
apxuBa. JJIIEMEHTHI 2JIEKTPOHHOI'O apXHUBa. DJIEKTPOHHBIE ApXUBBI U
ANIEKTPOHHBIC CUCTEMBIL: «DTIIAC», K APXUBHOE JIesi0oy», «Docsvisiony,
«1c:Apxuy», E1«Edpar».
Tema: 1.2 Wctounuku komruiekToBanus. OCoOEHHOCTH IKCIEPTU3bI IEHHOCTH
Opranuszanus KOMIUIEKTOBaHMs | TOKyMeHTOB. [lopsnok npuéma n nepenaun O/1 B apxus. 4
AJIEKTPOHHOT'O apXKBa
Tema: 1.3 O6mue TpedoBanus k opranuzauuu yuéra /1. Cucrema y4€THbIX
Opranu3zanus yuéra J10KyMEHTOB B JTOKYMEHTOB. Tpe0oBaHus K YUETY MOCTYIUICHHS U BBIOBITHS D /1.
ANEKTPOHHBIX apXHBaX [Topsnox cocTaBieHus U BeEeHUS YUETHBIX TOKYMEHTOB: ONUCEN 6
NEKTPOHHBIX IOKYMEHTOB U JI€]1, KHUTU yUYE€Ta MOCTYIIICHUS
AJIEKTPOHHBIX IOKYMEHTOB, JIUCTa OH/IA, AKTOB.
Tema: 1.4 TpeboBanust kK MOMEUIEHUAM U 000PYAOBAHHIO apXUBOB. PexKUMBI
ApXUBHBIE TEXHOJOTMU XpaHeHUs D] xpaHeHus D/]: cBETOBOM, TEMIIEpATypPHO-BIA)KHOCTHBIN, CAHUTAPHO-
TUTUEHUYECKUI, OXpaHHBIN, SKCIUTyaTallMOHHBINA, IPOTUBOIIOKAPHBIH. 10

CpenctBa xpanenus J]1. AkknumaTtuzamnus u pasmenienue I/ B
XpaHUJIUIIE




Tema: 1.5. Opranuzanus UCII0JIb30BAHUS
O1. Hoctyn x D/1. OcHoBHbIe Gpopmbl ucnionbszoBanus J/1. Coznanue

4
(doHIa UCIIONIB30BaHUs, IOUCK, TpocMOTp U u3yueHue J/1. Kontpoius u
yuért ucnonpzoBanus J/1. MapopmarmonHas 6€30MacHOCTb
CamocrosTenpHas padbora 33
Konrtponsnas padora Ne 1 4
TemaTtuka camocrosiTes1bHON padoTsl npu u3yyennu temsl 03.01.01. 33 HK3.1.,
1. IIpaxkTuueckoe 3aaanue : PemunTh CUTyallMOHHYIO 3a/1a4y 110 PAlMOHAIBHOMY CO3AAaHUIO 3JIEKTPOHHOI'O apXHBa ?I&( gK 2,0K 3, OK
OpraHu3aIuu ,
V1, 31,33.34
2. BeinosiHuTh npakTuyeckoe 3aaanue: CoctaBUTh TaOJIMIly OCHOBHBIX HOPMAaTUBHBIX JOKYMEHTOB 110 OpraHU3aluu
paboTHI SJIEKTPOHHBIX apXHUBOB.
3. Ilpaktuueckoe 3aganue: Pazpaborars cxemy (QyHKIIMOHUPOBAHUS 3JIEKTPOHHOTO apX1Ba M €ro B3auMo/IelicTBUE
CO CTPYKTypaMU OpraHU3aluu
4. Ilpaktuueckoe 3ananue: Halitu 06pa3iiel onuceil mpoaHaaIu3upoBaTh MPaBUIBHOCTh OPOPMIICHHS U MPEACTAaBUTh
B BU/JIE MIPUIIOKEHHUSI.
5.IIpaktuyeckoe 3ananue: [loaroroButs namsaTky no reme «ObecrnedeHne COXpaHHOCTH JIEKTPOHHBIX
JIOKYMEHTOBY
Tema 03.01.02. TexHosorusi co3aanus 1 06padoTku /1 1K 3.1,
133 OK 1, OK 2, OK 3, OK
5,0K 6
Tema 2.1. Conep:xanue V1, Y2,31,33,34
[ToHsITHE O TOKYMEHTOBEICHUH U 1. Posib ¥ MECTO JIEKTPOHHOTO apXHBa B TOKYMEHTOBEIYECKOW HAyKe, YO01.1Y01.3 VOL.5
ANEKTPOHHAs TOKyMEHTALINS OCHOBOIOJararolue TEepMUHbI U  MOHATUSA  (MHQOpPMAIOHHBIE zgg' ;_ 5;0023'233;0035'12
pecypchl; 3JIEKTPOHHBIE JaHHBIC; 3JIEKTPOHHBIM JOKYMEHTOOOOpOT; 4 v05.1. Y06.1301.1.
aneKTpOHHBIP'I JOKYMCHT, L[OKyMeHTaHI/IH) 301.2301.3301.5
Hcropuss BO3HMKHOBEHUS M PAa3BUTUsS DJIEKTPOHHOIO JOKYMEHTA. 302.2.302.1. 303.1.
CoBpeMeHHass TEXHOJIOIHMs OpraHW3allid CO3[JaHdus W paboOTHl C 303.2303.3305.1 305.2
JJIEKTPOHHOU JOKYMEHTALUEH. 306.1
Tema 2.2. 2. [loHATHST DIIEKTPOHHBIN JOKYMEHT M TPUIaHUE eMy FOPHITIECKOM
DJEeKTpOHHAs TOKyMEHTalUs Kak 00BeKT | cuiibl. DYHKIMU AJIEKTPOHHBIX JTOKYMEHTOB. B3anMOCBs3b JOKyMEHTa
n uHpopmanuu. Knaccupukamnust 31eKTpOHHON TOKYMEHTALlUU U €€ 2

aApXMUBHOT'O XpaHECHUS
npuMeHeHne. CBOHCTBA M MNPHU3HAKU BJIEKTPOHHOTO  JOKYMEHTA.

B3auMocBsI3b TOKYMEHTa C 3JIEKTPOHHBIM apXUBOM.

B ToM unciie NpaKTHYECKUX 3aHATHI
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[Tpaktuueckoe 3anarue Ne 1 Knaccuduxaius 3meKTpOHHBIX
JIOKYMEHTOB 110 OCHOBHBIM IPHU3HAKaM.

Tema 2.3.
HopmaTtuBHbIE TOKYMEHTHI,

periiaMeHTUPYIOIIUE AESTENbHOCTh U
TEXHOJIOTHIO 3JIEKTPOHHOTO
JIeIOTPOU3BOICTBA

3.EI'CJl, EI'CJ0OY, TI'OCT, 3akoHomarenbHble akThl. [IpaBumia
MOJIb30BaHUS HOPMATHBHBIMH JOKyMeHTaMu.  CranHaapTuzamus u
yHU(HKaAIMg CUCTEMBI AoKyMmeHTaruu. [IpaBoBoe peryinupoBaHue
OTHOIIIEHUH B 00JIACTH HCIIOJIH30BAHMSI DJIEKTPOHHBIX JJOKYMEHTOB

B TOM uync/ie NPAKTHYECKUX 3aHATHI

IIpakTnueckoe 3ansatue Ne 2 Pabota ¢ HOpMaTUBHO-METOANYECKUMU
JOKYMEHTaMH 3JIEKTPOHHOTO JIEJIONPOU3BOJICTBA C UCIIOIb30BaHUEM
CIPaBOYHO-IIPABOBBIX CUCTEM

Tema 2.4.
Hopwmb! 1 paBuiia oopmiteHust

yIpaBJIEHYECKOM TOKYMEHTaluU

4.Hopmsl 1 npaBuia opopmiieHHs T0KyMeHTOB B cooTBeTcTBUH ¢ ['OCT]
P 7.0.97-2016. «Hanuonansubiii ctannapt Poccuiickoit ®eneparuu.
Cuctrema crapaaptroB 1o  uHpopmamuu, OuOIMOTEYHOMY MU
U3/aTEIILCKOMY Jemy. OpraHu3annoHHO-PaCTIOPSAUTEIbHAS
nokymeHranus. TpeGoBanus k odopmieHuio JokyMmeHTOB" Cocras
PEKBU3UTOB JJOKYMEHTOB

[Tonsitue dopmymsap — oOpasen JokymeHTa. biaaHkn W uX BHABL
OcoGenHoct 0(OPMIIEHUS AJIEKTPOHHBIX JOKYMEHTOB — TIIOHSTHE,
cocTaB M mpaBuia odopmieHus. YHUPHUKAIMA M CTaHIapTH3ALMS
AJIEKTPOHHBIX IOKYMEHTOB.

B ToMm uuncie MPAKTHICCKUX 3aHATHI

[Ipaktnyeckoe 3anste Ne 3 PaGora ¢ ¢dopmaramu Oymaru u
MPOEKTUpPOBaHHE OJAHKOB JOKYMEHTOB ( 3JIEKTPOHHOIO OJaHKa)
[TpoextupoBanue (opmyasipoB- o00pa3uoB gokymenTtoB OPJ[ (
AJIEKTPOHHBIN (hOopMyIsip-oOpazel TOKYMEHTa).

[Tpaktuyeckoe 3anstue Ne 4 OgopmiieHre peKBU3UTOB JOKYMEHTOB B
cootBercTBUM ¢ ['OCT P 7.0.97-2016.,B TOM uuncie M 3JIEKTPOHHBIX
JIOKYMEHTOB

10

Tema 2.5.
DIEKTPOHHOE TOKYMEHTUPOBAHUE
YIIPaBICHYECKOMN NESITEIbHOCTH

2.5.1.Budsl u naznauenue opeanu3ayuoHHbIX 00KYMEHMO8
OcobeHHocT OGOPMIICHHSI OPTaHU3AIMOHHBIX JTOKYMEHTOB: YCTaBbI,
MOJIOXKEHUs, WHCTPYKIIMH, INTAaTHOE pacmnucanue, TpebdoBaHUsS K
oopmieHHIo

B ToM 4nciie NpaKTHYECKHUX 3aHATHH

[Tpaktrueckoe 3anstue Ne 5 CocraBiieHne u 0hopMIICHHE
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OpraHU3aIMOHHBIX JTOKYMEHTOB (3JIEKTPOHHOE MOJI0XKEHHE, IUTATHOE
pacrhucanue, T0OJHKHOCTHAs MHCTPYKIIHS. )

10

2.5.2.0popmnenue pacnopsaoumenbHvix 00OKyMeHmMOo8
IIpuka3pl 1O OCHOBHOM [JE€ATEIBHOCTH, PACHOPSIKEHHUs, YyKa3aHMs,

pelIeHus, MTOCTAHOBJICHHUS. TpeGoBanus K 0 OpMIICHHUIO 4
pacropsaIUTeIbHBIX JOKYMEHTOB

B ToM uncie npakTH4eCcKUX 3aHATUN

[Mpaktnueckoe 3amsatue Ne 6 CocraBnenue u  odopmieHue 8
pacropsUTEIbHBIX JTOKYMEHTOB (3JIEKTPOHHBINA MPHKa3 10 OCHOBHOM
JESITeITbHOCTH, PACTIOPSDKEHHE)

2.5.3.Buovt u naznauenus cnpasouHoO-uH@OPpMauuoOHHBIX

00KYyMeHmo8 4
CrayxeOHble 1 KOMMEpYECKHE MHUCbMa, CIIPaBKH, aKTbI, MPOTOKOJIBI,
KOHTpakThl. OcoOeHHOCTH NX 0(hOPMIICHUS

B TOM 4uc/ie IPAKTHYECKUX 3aHATHH

[Ipaktnyeckoe 3ansarue Ne 7 CocraBneHne U odopMieHue 12
MH(POPMAIIMOHHO-CTIPABOYHOM JTOKYMEHTAIUH (anexTpoHHOE
ciy)ke0HOe MUCHhMO, TOKJIaIHAs 3allMCKa, apXUBHAs CIpaBKa, aKThl)

2.5.4 Jlokymenmot no auunomy cocmagy

DNEeKTPOHHOE  JIOKYMEHTHPOBAHUM  TPYAOBBIX  IPaBOOTHOULICHHUH. 4
KonpunennuanbHOCTh JOKYMEHTOB JUYHOTIO coctaBa. (coOeHHOCTH
COCTaBJICHUS] U 0POPMIICHHSI JOKYMEHTOB JINYHOT'O COCTaBa.

B ToM ymHciie IPaKTHYECKUX 3aHATHH

ITpakTryeckoe 3ansatue Ne 8 CoctaBneHue u ohopMiIeHHE TOKYMEHTOB 3
JIMYHOTO cocTaBa ( JITYHOE JIENI0 UX JIEKTPOHHBIX U CKAHUPOBAHHBIX
JOKYMEHTOB)

2.5.5.UndopmManoHHble TEXHOJOTHM OOPAOOTKH 3JIEKTPOHHOM
AOKYMEHTAIlUH

ABTOMaTH3UpPOBAaHHbIE  CUCTEMBbl  JejonpousBoiactBa.  Cucrema
3JIEKTPOHHOTO JTIoKyMeHTooOopota (CDJI), ee cTpykTypa, HacTpoiika 4

cucteMbl. O030p COBPEMEHHBIX CPEACTB OPTTEXHHKH IS TIepeadn
nepepabotku uHpopMaiuu. [{udposas moanucey. DIEKTPOHHAS TOYTA.
3amuTa nHpopmauuu. Vcnonb3oBaHue NMPaBOBBIX HMH(GOPMALMOHHBIX
CHCTEM
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B TOM uynciie NPAKTHYECKUX 3aHATHI

[TpakTuueckoe 3ansarue Ne 9 [lepenada nHbopMaIuy U cpeacTBa

TEJIEKOMMYHUKAIMOHHBIX TEXHOJIOTUH B 3JIEKTPOHHOM o
JIOKYMEHT0000pOoTe.
KontposbHas padota No 2 4
CamocrosiTenpHasi paboTa 54
TemaTuka camocTosiTe/IbHOI padoThl Npu n3y4yeHun Temni03.01.02. V1, ¥2,31,33,34
1. Ilpaktrueckoe 3aaanue " OTEYSCTBCHHBIN U 3apyOCIKHBIN OIBIT CO3AaHUS U PA0OTHI C IJICKTPOHHOM OK'1,0K2,0K 3, OK
JTOKYMeHTaIun" 5,0K 6
2.Ilpaktuyeckoe 3aanue " CpaBHUTENBHON CXEMBbI Kilaccu(UKAIMKY JOKYMEHTOB 110 BUJJaM U OCHOBHBIM
IpU3HAKaM KJacCU(UKaLIK
3.BBIMOJIHUTH MpaKTHUecKoe 3aaanne: CocTaBUTh TaOIUIy OCHOBHBIX HOPMAaTUBHBIX TOKYMEHTOB 3JIEKTPOHHOE
JIeTIOTIPOU3BOICTBO U ONPENIENIUTh UX PErIaMeHTUPYIOLINNA TOPSIOK.
4 BBITIOJTHUTH TPaKTHUecKoe 3aganne: COCTaBUTh TaONUITy C PEKBU3UTAMH YYaCTBYIOIIUMH B 00paboTKe
JOKYMEHTOB M [T0Ka3aTh UX 0(popMIICHHE
5. BBITIOJTHUTH MpaKTHYecKoe 3a1anue: CocTaBUTh 00pa3Ibl JOKYMEHTOB BXOSIINX B OPraHU3alMOHHO-
pacropsaUTEIbHYIO CUCTEMY JTOKYMEHTALMH
Tema 03.01.03. UnpopManHoOHHBIE TEXHOJOIMH B CHCTeMe 3JIEKTPOHHOI0 apXMBa 1K 3.2,
85 OK 1, OK 2, OK 3, OK
4,0K 5
B ToM 4nciie npaKTHYECKUX 3aHATHI
[Tpaktnyeckoe 3anarue Ne 11 HopmaTuBHO-MeTOIMYECKHE MAaTEPUAIIbI 4 ¥2,¥3,31,32
Y aKThl XpaHEHHsI IOKYMEHTOB B QJICKTPOHHOM BHUJIE YOI.1. Y01.3. YOL.5.
[Tpaktryeckoe 3anstue Ne 12 CocraBienue, pelakTHpOBAaHHE U 10 Y02.1Y02.2. Y03.1.
oopmiIeHHE pa3IMYHBIX BUJIOB JOKYMEHTOB OpraHU3aluu ¥03.2.¥03.3. ¥04.1.
[TpakTryeckoe 3anstre Ne 13 MHOTOCTpaHHYHBIE TOKYMEHTHI. 8 ;’gffgg’f;ég? 1
[TapameTpsl cTpanuil. KoloOHTUTYIIBI 301‘5 302' 5 302‘ 1‘
[IpakTnueckoe 3anarue Ne 14 [ToaroroBka TOKyMEHTOB K ME€YATH. 30 3' ]' 30 3' 5 30 3 3
®opmartsl coxpanenus 1okyMmeHToB. @opmar PDF. ApxuBHslii popmar 8 30 4:1'30 4"2.'30 43
PDF/A. KommnakTHOE XpaHeHue HHGOpMAIK. ApXUBUPOBAHNE 305.1. 305.2.
naHHbIX. CoxpaHeHHe JOKYMEHTOB Ha BHEIIHUE HOCUTENIN
[Ipaktuueckoe 3anarue Ne 15 [IpoBenenue sxkcnepTu3bl IEHHOCTH
nokymeHToB. CepBucsl nposepku nouimHHOcTH DLII. Onpenenenue 4

CPOKOB XpaHEHMs JJOKYMEHTOB C UCIOJIb30BAaHUEM KAJIbKYJIATOpA
«Apxusuct OHnaitHy;
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[Tpaktrueckoe 3ansTue Ne 16 O6paboTKka U cucTeMaTr3aIus
JIOKYMEHTOB (J1eJI) K apXUBHOMY XpaHeHut0. PopMupoBaHue
HOMEHKJIATYpBhI JIeJ MPOoLIeAInX dkcnepTu3y. KoMiiekropanue
JielaMi BPEMEHHOTO XPaHEHHS, TIOCTOSIHHOTO U JISJIaMH 110 INYHOMY
COCTaBy

[TpakTnueckoe 3ansarue Ne 17 OuudpoBka (CKaHHPOBAHUE)
nokymeHToB. O0paboTka rpadudeckux o0pa3oB JoOKyMeHTOB. Bo3Bpar
JOKYMEHTOB B HCXOJIHBII BH]T

[IpakTnueckoe 3anatue Ne 18 YUt 1oKyMEeHTOB U KOHTPOIIb
WCIIOJTHEHUS B DJIEKTPOHHBIX KYpPHAIAX PErHCTPAIUH (TEXHOIOTHH
00paboTku TabanuHbIX JaHHbIX Excel)

10

[Tpaktryeckoe 3anstue Ne 19 [ToaroroBka k nepemade 3IEKTPOHHBIX
JOKYMEHTOB B apxuB. COXpaHEHHE Ha apXUBHOM HOCHTEIIE.
Pacrnieyatka 067105kKKH 3JIEKTPOHHOTO jiena. ONUCh AJIEKTPOHHBIX JIENT U
JOKYMEHTOB

[MpakTaeckoe 3ansaTre Ne 20 OcHOBHBIC IPHHIIATIBI
(yHKIMOHUPOBAHUS IPOTPAMMHOI0 00ecrieueHus (CUCTEMBI) [0 YUETy
U yIpaBieHHIo Hu(ppoBbIM KoHTeHTOM. [log0op o6opynoBanus u
BbIOOp MPOrpaMMHOI0 00ecTeYeH s, OCHOBHbIE TPEOOBaHUS K
XapaKTepUCTHKaM, HEOOXOIUMOTO JJIsl CO3/1aHUS AIEKTPOHHBIX KOMUM
apXUBHBIX JOKYMEHTOB, XpaHeHus: DPII u ynpasneHust {uppoBbIM
KOHTEHTOM

10

Kontponbnas padota Ne 3

CamocrosiTenpHas pabora

33

XpaHeHHE IEKTPOHHBIX KOIIUIN».

TemaTtnka camocrosiTe1bHOM padoTsl npu n3yvennu temsl 03.01.03.

1. BBIOTHUTH MPAaKTHYECKOE 3aaHue: 3aKOHYHUTH MPAKTHIECKYr0 paboTy Ne 3, HauaTyro Ha TPAKTUIECKOM
3aHsATUU. HOpMaTUBHBIX JOKYMEHTOB PErNIAMEHTHPYIOLIUX XpaHEHUE JOKYMEHTOB B 3JIEKTPOHHOM BUJIE
2.ITpaktyeckoe 3aganue 1o temam: [{oaroToBUTh Mpe3eHTAMIO IT0 TEMAM —

«OpraHu3aioHHas TeXHHKa B UH()OPMALIMOHHON JesITeTbHOCTH.

33

Vv2,¥3,31,32
OK 1,0K 2, 0K 3, OK
4,0K 5
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3.BeimonHuTh npaktuyeckoe 3aganue: [[oaroroBuTh naMaTKy 1mno TeMam:
Coznanue 37I€KTPOHHBIX KOIHUM apXUBHBIX TOKYMEHTOB.
[ToaroroBka u nepegava JOKYMEHTOB Ha OIU(PPOBKY.

Y4yeOHasi NPAKTUKA UTOTOBASA 10 MOYJIIO.

Buasbl patot

1. Co3nanue u 00padoOTKa TEKCTOBBIX JJIEKTPOHHBIX IOKYMEHTOB (BXOsIII[He, HCXOAsIIINE, BHYTPEeHHHE)

- CcO3JlaHue, peJaKTUPOBAHUE OPTaHU3AIMOHHO-PACIIOPAIUTEIBHBIX JOKYMEHTOB (B T. Y. JOKYMEHTOB JINYHOTO
cocTtaBa) B coorBeTcTBHH ¢ TpeboBanusmu ['OCT-7.0.97.-2016;

- 00paboTKa BXOMAALINX, UCXOMSAIINX, BHYTPEHHUX JTOKYMEHTOB B COOTBETCTBHH C TEXHOJOTHSIMH pPabOTHI C
JOKYMEHTaMU

Pesynbrar: pacnedatka qokymenToB (PDF)

JKCIEepPTH3a LEHHOCTH [0KYMEHTOB, 00pa0oTka M cCHCTeMaTH3alusl [JAOKYMEHTOB (Jej) K apXHBHOMY
XpPaHeHHUI0

- OIpeleTIeHHE CPOKOB XPaHEHUS JOKYMEHTOB C UCIOJIb30BaHUEM KaJIbKyJIATOpa «ApXuBUCT OHIIANHY;

- copmMupoBaTh HOMEHKIIATYPY [N MPOLIEAIINX SKCIIEPTH3Y,

- JIOKYMEHTHI C UCTEKIIUM CPOKOM XPaHEHHsI BKJIFOUMTD B aKT O BBIJICIIEHUH K YHUUTOXKEHHUIO

Pe3ynbTar: HOMEHKIAaTypa Jell, aKT O BBIIEICHUH K YHUUTOXKECHHUIO

OunudgpoBka 10KyMEHTOB B 33/IaHHBIX (popmMaTax Il CO34aHUs IJIeKTPOHHOI 0 apXUBAa.

IlepeBon 3EKTPOHHOTO TIOKyMEHTa B Heu3MeHseMblil popmaT B cootBeTcTBUU C [IpaBunamu 2015.

- CKaHUpPOBaHME JOKYMEHTOB

- BO3BpAaT JOKYMEHTOB B UCXOJIHBII BU]I

- oOpabotka rpaduuecknx 00pa3oB JTOKYMEHTOB

- (opMupoBaHre HHPOPMALMOHHO-CIIPABOYHOM CUCTEMBI yueTa JOKYMEHTOB 3JIEKTPOHHOTO apXMBa.

pe3yabTatr: rpaduueckue oopas3bl JOKYMEHTOB; (aill HHPOPMALMOHHO-CIIPABOYHOM CUCTEMBI ydeTa 3JEKTPOHHBIX
JIOKYMEHTOB (J1€71)

IIpoBeaenne y4dera [JOKYMEHTOB W KOHTPOJb HCIHOJHEHHS B JJEKTPOHHBIX KYPHAJIaX perucrpanuu
(TexHoJsiorum 0o0padoTku TadaMuHbIX JaHHBIX Excel),

Pesynbrat: XKypnan yuera nokymentos (MS Excel)

®opMupoBaHuUe TeKTPOHHBIX e/ B COOTBETCTBUM C HOMEHKJIATYpPOi

- CO3JlaHME€ HOMEHKJATYphl el C MOMETKOH 00 «3JEeKTPOHHOCTH» JIOKyMEHTa C YYETOM B COOTBETCTBUU
METOAMYECKUMH PEKOMEHJALMSAMH 0 pa3padoTKe MHCTPYKLUUH 1O JEIONpPOU3BOJICTBY B (erepaabHBIX OpraHax

72

o 3
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WCIIOTHUTENIBHON BIIacTH (YTBEpKIAeHBI Mprka3oM Pocapxua ot 23.12.2009 Ne 76

- COCTaBJICHUWE BHYTPEHHEW ONUCH U MPHIOKEHUS K HEHl 3JIEKTPOHHBIX JeNl U JOKYMEHTOB B COOTBETCTBHUHU C
IIpaBunamu 2015

Pe3ynbTaT: HOMEHKIAaTYypa 1€, BHyTPEHHSS ONUChH, IPUIIOKEHUE K OIHCH.

ITepenaua 3JIeKTPOHHBIX JOKYMEHTOB B apXUB

CoxpaHeHue Ha apXMBHOM HOCHTEIE, CO3JaHHe OOJI0KKH HOCUTEIIS JIEKTPOHHOIO JIesa

CraBUM JIEKTPOHHBIE TOKYMEHTHI Ha Y4eT B apxuB coriacHo [Ipasuiamu 2015.

PesynbTat: Pacnieyarka 00J10KKH 3JIEKTPOHHOTO Jiena. ONuUCh 3JIEKTPOHHBIX JEJ1 U TIOKYMEHTOB

Bcero 351
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3 YCIOBHUA PEAIM3AIIMMA TTPOI'PAMMBI

MOJY.JIS1

3.1 MaTepua/jibHO-TeXHHYeCKoe o0ecrneyeHne

Jns peanuszanuu mporpaMmbl IpOoGEeCCHOHATBLHOTO MOAYIST IPEAYCMOTPEHBI CIIEAYIOLINE

CIICIIHAJIBHBIC ITIOMCUICHUS U OCHAIIICHUC.

Tun u HamMeHOBaHUeE
CIEeIHAJLHOI0 MOMENIeHU S

OcHaleHue CnenuajJbHOro MoMenieHus

nabopatopus Uupopmartuku u
KOMITBIOTEPHOM 00pabOTKH
JTIOKYMEHTOB

VYyeOHass aynuTopus M TPOBEICHHUS Y4YeOHBIX,
MPAKTUYECKMX  3aHATHH, JUIS  TPYIIOBBIX U
WHIABUTYTbHBIX KOHCYJIbTAIIHH, JUISt
CaMOCTOSITEIIEHOM paboThI, JUIS TEKYIIEr0 KOHTPOJSA U
MIPOMEKYTOYHOH aTTeCTaIUH.

PaGouee mecTo mpemomaBarens:  MEPCOHATBHBIN
KOMITBIOTEP, TIPOEKTOp, TMPUHTEP, WHTEPAKTHUBHASL
JIOCKa, paboune MecTa o0yJaroIuxcs, Jocka yueOHas,
y4yeOHast MeOerb;

[TepcoHaNbHBIE KOMITBIOTEPHI

Jlabopatopuss CucteMm 3JIEKTPOHHOTO
JIOKyMEHTOO000pOTa

YueOHast ayauTopusi [is TPOBEACHHUS YUEOHBIX,
MPaKTUYECKUX  3aHATUM, U1 TPYNINOBBIX U
WHIUBUIYaIbHBIX KOHCYJIbTAIIHH, TUTST
CaMOCTOSITENIbHON paboThl, JUIsl TEKYLIETO KOHTPOJIS U
MIPOMEXKYTOUYHOM aTTeCTaIiu.

PabGouee Mecto mpenopaBarens: NEPCOHAIBbHBIN
KOMIIBIOTEp, CKaHep, pabouue mecta 0O0ydaroIuxcs,
JIocKa ydeOHas, yueOHas MeOenb;

[lepcoHanbHbIE KOMIBIOTEPHI;

Anmnapar konupoBanbHblii TASKalfal80;
PusorpadRiso CZ-100 oH MOXeT ecnu CKaHHUPOBATh,
TO OCTaBJISIEM

JlaGopaTopusi TexHUYECKUX CPEACTB
yIpaBJICHUS

VYyeOHass aynuTopus MAjs NPOBEACHUS Y4YEOHBIX,
NPAaKTUYECKUX  3aHATUH, Ui TPYNIOBBIX U
WH/IMBUTy aTbHBIX KOHCYJIbTaIIHH, TUISt
CaMOCTOSITENIbHOW PabOThI, AJIS TEKYIIEro KOHTPOJIS U
IIPOMEKYTOYHON aTTECTALUU.

PabGouee MmecTto mpenonaBaTens:  MEPCOHAJIBHBIN
KOMITBIOTEP, CKaHEep, paboume MecTta O0ydaroIIuxcs,
nocka ydeOHasi, yueOHast MeOeb;

[IepcoHaIbHBIE KOMITBIOTEPBI;

Amnmnapat xonupoBanbHblii TASKalfal80;
PuzorpadRiso CZ-100

[Tomerenune Ajist CaMOCTOATENIBHOMN
paboThl 00y4JaroIUXCs

[Tepconanbubie komnbioTepsl ¢ makeroMm MS Office,
BBIX010M B IHTEpHET U € JOCTYNOM B JIEKTPOHHYIO
MH(POPMALIMOHHO-00pa30BATENBHYIO CpEy
YHUBEPCUTETA

3.2 YueOHO-MeTOqMYECKOE U HH(popManoHHOe o0ecrieyeHrne peaan3auui NPorpaMMBbl
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OcCHOBHBIC HCTOYHUKH:
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978-5-406-07305-6. — URL.: https://book.ru/book/932044 — Tekcr : 3JACKTPOHHBII

. beikoBa, T. A. JlokyMeHTallMOHHOE oOOeclieueHNue VYIpaBlIeHUs (IEIOIPOU3BOJICTBO)
[DnexTponHbIit pecypc] : yaedHoe nocobue / T. A. beikoa, T. B. Ky3nenosa, JI. B. Cankuna;
non oour. pen. T.B. Ky3nenooit. — 2-e u3a., nepepad. u gon. — Mocksa : THOPA-M, 2018.
— 304 c. — ISBN 978-5-16-106774-1. — Pexum nocrymna://
https://new.znanium.com/read?id=329390

. T'arapuna, JI. I'. UndopmarmonHbsie TeXHONIOTHU [DIEKTPOHHBIA pecypc] : yueOHOe mocodue /
JLT'. T'arapuna, f.0. Tennosa, E.JI. Pymsannesa, A.M. baun; nox pen. JL.I'. I'arapunoit. —
Mocksa : U] «®OPYM» : UHOPA-M, 2019. — 320 ¢. — (IIpodeccuonanpHoe oOpa3oBaHue).
- ISBN 978-5-16-101848-4. — Pexxum nocryna: https://new.znanium.com/read?id=354929

. KazakeBuu, T. A. JlokyMeHTalMOHHOE obOecreueHue yrpaBiieHUs [DIeKTpOoHHBIH pecypc] :
Y4eOHHK U TMPAKTHUKYM IS cpeHero npodeccrnoHansHoro oopazosanmst / T. A. KazakeBnu, A.
N. Txanuu. — 2-e u3f., ucnp. u gon. — Mocksa : M3garensctBo IOpaiit, 2018. — 177 ¢. —
(ITpodeccuonanproe obpaszoBanue). — ISBN 978-5-534-06291-5. — Pexum pgocryma:
https://biblio-online.ru/bcode/411501

. Kopnees, W.K. JlokymeHTanroHHOEe oOecleyeHue yrpaBiaeHUsl [DJIEKTPOHHBIA pecypc] :
y4eOHMK M TPaKTHUKyM HJs cpenHero mpodeccronanbHoro obpaszosanusi/ U. K. Kophees,
A. B. [Timenko, B. A. MamypueB. — 2-e¢ u3z., nepepad. u mom. — Mocksa : W3natenbcTBo
IOpaiir, 2018. — 384 c. — (Ilpodeccuonansuoe obpazobanue). — ISBN 978-5-534-05022-6.
— Pexum noctyma: https://biblio-online.ru/bcode/415635

. KysnenoB, M. H. [lokymeHrtanmonHoe oOecrieueHue ymnpasieHus. JlOKyMeHTOOOOpOT u
JCIIONPOU3BOACTBO  [DJICKTPOHHBIA pecypc]: YyYeOHMK W TPAKTHKYM [UISI  CPEAHETO
npodeccuonansuoro obpazosanus / M. H. Ky3ueunos. — 3-e uzn., nepepa0. u nomn. — Mocksa :
NznarensctBo FOpaiit, 2018. — 462 c¢. — (IIpodeccrnonansuoe obpazosanne). — ISBN 978-5-
534-04604-5. — Pexxum noctyna: https://biblio-online.ru/bcode/413986

. Ilysanosa, H. H. OcHoBBI aenonpon3BoAcTBa [DNEKTpOHHBIN pecypc]| : y4eOHUK U MPAKTUKYM
s cpenHero npodeccuonaabHoro oOpasosanusi/ H. H. llysanosa, A.lO. MBanoBa; mnox
obmert pemakmuerr H. H. lllyBanoBoii. — Mocksa : U3natensctBo FOpaiit, 2018. — 375 c¢. —
(ITpodeccuonanbHoe o0Opa3oBaHue). — ISBN 978-5-534-03058-7. — Pexum
noctyna: https://biblio-online.ru/bcode/413574

JonosHuTe/IbHbIE HCTOYHUKH:

. KabGamos, C. 0. DnekTpoHHOE NpaBUTENBCTBO. DIEKTPOHHBIN TOKYMEHTO000poT. TepMuHbl U
ompeneneHus: [DneKTpoHHbIN pecypc| : yueOHoe mocobue / C.}O. KabamoB. — Mocksa :
NHOPA-M, 2019. — 320 c¢. — ISBN 978-5-16-101559-9. - Pexum nocryna:
https://new.znanium.com/read?id=32049

. Joponuna, JI. A. Opranu3zanus U TEXHOJOTHS JOKYMEHTAIMOHHOTO OOecreueHus yIpaBieHus
[OnexTpoHHBI pecypce] : yueOHuKk u mnpaktukyMm / JI. A. loponuna, B. C. Hpurtuxosa. —
Mocksa : M3marensctBo FOpaiit, 2018. — 233 c. — (bakanaBp. AxkageMuueckuii Kypc). —
ISBN 978-5-534-04568-0. — Pexum goctyna: https://biblio-online.ru/bcode/413265

. Pazpgopoxnsiii, A. A. JIOKyMEHTHPOBAaHHE YIIPABJICHYECKON JEATEIBHOCTH [DIEKTPOHHBIN
pecype] : yue6Hoe mocodue / A.A. Paznopoxusiii. — Mocksa : UHOPA-M, 2017. — 304 c. —
ISBN 978-5-16-104186-4. - Pexxum nocrtyma: https://new.znanium.com/read?id=25070

. Packun, JI. U. ApxuBoBenenue [DnekTpoHHBIH pecypc]: yuebnuk / JI. W. Packun,
A. P. CokonoB. — Mocksa : M3natensctBo FOpaiit, 2018. — 383 ¢. — ISBN 978-5-534-00870-
8. — Pexxum noctyna: https://biblio-online.ru/bcode/412927
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5. Tenwuapos, A. JI. ApxuBoBeieHHUE : yaeOHOe mocodue mis 6akanaBpos / A. JI. TenpuapoB. — 2-
e u3ll. — Mocksa : U3narenscko- TOpFOBaﬂ KOpHoparuus «I[amKOB u K, 2020. - 184 c. - ISBN
978-5-394-03033-8. Tekcr : AIIEKTPOHHBIH.
https://znanium.com/read?id= 358135

IIporpammHuoe obecneueHue u IHTepHEeT-pecypehl:

Haumenosanue I10 Ne lorosopa Cpox AeficTBUSA
JIMIEH3UH
MS Windows (noamnucka ImaginePremium) JIOTOBOP J-1227-18 or | 11.10.2021
08.10.2018
MS Access 2007(noamucka ImaginePremium) J-1227-18 ot 8.10.2018 11.10.2021
CalculateLinuxDesktop cBOOOJTHO  pacmpocTpaHseMoe | : OeccpouHO
110
MS Office 2007 qoroBop Nel35 0117.09.2007 : 6eccpovyHO
7 Zip cBO0OJTHO PAacIPOCTPAHIEMOE : 6eccpovyHO

HNHuTepHeT-pecypcsl

1. ®enepanbHblii LEHTp HWHPOPMANMOHHO-00pa3oBaTeNbHBIX pecypcoB — DIOP
[DnexTpoHHBIH pecypc]. — Pexxum moctyna: www.fcior.edu.ru, cBoOomHbIH. — 3ari. ¢ skpana. 3.
pyc.

2. Enunas koJutekius mu@poBBIX 00pa30BaTEIbHBIX PECypcoB [DIEKTpOHHBIN pecypc]. —
Pexxum noctyma: www.school-collection.edu.ru, cBoGomHbI#. — 3ari. ¢ 9kpaHa. SI3. pyc.

3. Iloptan «ApxuBsl Poccum» [DnexkTpoHHbIH pecypc]. DnekTpoH. nan. — M.: Pocapxus, 2001.
— Pexxum noctyma: rusarchives.ru

4. Bcepoccuiickuil Hay4YHO-MCCIEI0BAaTENbCKUIT UHCTUTYT JOKYMEHTOBEIECHUS U apXUBHOTO
nena (BHUMIAL) [DnekTponHublii pecypc]. Dnexkrpod. man. — M.: BHUWUIA/, 2010. — Pexum
nocrymna: http://www.vniidad.ru/

5. OdurmanpHeiii cait komrnannu «Koucymnprant [Lmrocy [DnexkTpoHHBI pecypc]: 3akoHO-
naTenbeTBO P@: KOJEKCHI, 3aKOHBI, YKa3bl, IOCTAHOBJIEHMs NIPaBUTENbCTBA PD. DiekTpoH. AaH. —
1997. — Pexxum noctyma: http://www.consultant.ru/

6. Caiit ®enepallbHOTO apXMBHOTO areHTCTBa. Pexkmm poctyma: http://archives.ru/, pocap-
XuB.pd.

7. Caitit ['ocymapCTBEHHOTO KOMHTETa MO JeinaM apxuBoB YensOuHckoi oOmactu Pexum
noctyna: http://www.chelarhiv.ru

3.3 YueOHO-MeTOAMYECKOE 00ecnieYeHHe CAMOCTOSATeIbHOI padoThl 00y4aIOIINXCH

CamocrosiTenbHasi pabota sABIsETCS  00s3aTENBHOM IS  KaXAOro  00ydYaroIierocs.
CamocrosTenbHas paboTa MOKET OCYIIECTBIATHCS MHIMBUAYAIBHO WIM TPyNIaMU B 3aBUCUMOCTH
OT 1enH, 00beMa, KOHKPETHOW TEMAaTHKH CaMOCTOSITEIbHOW paboThl, YPOBHS CIIOKHOCTH, YPOBHS
YMEHHUH 00yJaromuxcs.

KonTposnb pe3ynbTaToB BHEAYIUTOPHOM CaMOCTOATENHHONM pabOThI OCYIIECTBISACTCS B
npeenax BpPEMEHH, OTBEACHHOIO Ha oO0s3aTelibHble Yy4yeOHbIE 3aHATUS U BHEAYAUTOPHYIO
CaMOCTOSITENIFHYIO Pa0OoTy 00ydJaromuxcs M0 y4eOHOU JUCIHUIUINHE, MPOXOAUT KaK B MUCHMEHHOM,
TaK U YCTHOM MM CMELIaHHOW (opme, ¢ NpEeACTAaBICHUEM HU3JENUs WIM MPOAYKTa TBOPUECKOM
JeSITEIbHOCTH.

B xauectBe ¢GopM U METOAOB KOHTPOJII BHEAYJUTOPHOH CaMOCTOSTENbHOM paboThI
UCTIONB3YIOTCS: TIPOBEPKA BBIMTOJHEHHON pabOTHl MperojaBaTesieM, CEMHUHApCKUEe 3aHSITHA,
TECTUPOBAHUE, CAMOOTYETHI, KOHTPOJIbHBIEC paOOTHI, 3alIUTa TBOPUECKUX paboT U Jap.

Ne | HammenoBanue OI_IeHO‘{HBIe cpeacTBa (3a,Z[aHI/ISI) JIA CaMOCTOSITEIbHOM
pazziena/TeMbl BHEAYIUTOPHOI pabOThI

1 Tema TexcT 3a1aHus: peLINTe CHTYallMOHHYIO 3a/1a4y.
03.01.01.0Opranmsanus Pemmte cuTyallMOHHYIO 3ajady IO PalMOHAJIBHOMY CO3IAHUIO AJIEKTPOHHOTO
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PadoThI 3IEKTPOHHOIO
apxuBa

apx¥Ba OpraHU3aIUN
Henn: cucreMaTu3upoOBaTh 3HAHUS M0 U3YYCHHON TEME U OCMBICIIUTh PEATHHYIO
podeCCHOHANBEHO-0PUEHTUPOBAHHYIO CUTYAIIHIO.

PexoMeH1anun mo BHITMIOJTHEHHIO 3aIaHHS

[pencraBbTe cebe, YTO BaM MOPYYIUIH MTOITOTOBUTH COOOIICHHE HAa OTICPATHBHOE
COBCII[AHHE HAa TeMy «DJIGKTPOHHBIC apXUBBI M CHUCTEMbI». Bam HeoOXxomumo
MIPOAHATM3NPOBATh (DYHKITMOHATHHBIE BO3MOXKHOCTH «JIEKTPOHHBIX apXHUBOB H
CHCTEMBD» («Otmacy, «ApxuBHOE JIETIOM,
«Docsvisiony,«1c:Apxusy»,El1«Edpary,«Jletorpap»,«lc:  JIokyMeHTO0GOPOT»)
yunuThBasi ( CIUCOK BO3MOXXHOCTEW, MPUMEPHI HCIIOIB30BAHUS, JAEMO-BEpCHH,
1eHooOpazoBanue). [IpoBos aHAIN3 OTBETHTE HA BOIIPOCHI:

1. XapakrepucTuka apxuBa; 2. JJOKyMEeHTBI U CHCTEMBI TOKYMEHTAIHH;

3. OcoOeHHOCTH XpaHEeHHUs IOKYMEHTOB M CO31aHUE apXHBOB;

4. lpeumymiecTBa U MPOOIEMBI BHEPEHUS TAHHOTO apXUBA.

VYkaxure, Kakhe HWCTOYHHWKH BBl HKCIOJB30BaJM JJIs aHauu3a U modyemy?
CocTaBbTe pPEKOMCHIAIIMKM W XapakTepuctuku mo BHenpenuto CDOJ] dopmy
MIPEJICTABIICHHUS ONIPEICIIUTE CAMOCTOSTEIIBHO.

Kpurtepun onenku:

OmeHKa «OTIMYHO» BBICTABIIETCS 32 CAMOCTOSTENBHYIO, 0e30mmbogHO
BEIMIOJTHEHHYIO ~ pa0oOTy, COAepXKamlyld apryMEHTHPOBaHHBI  BBIBON U
panMoHabHOE M3IIOKEHHE MaTepuaia, GopMy IpeacTaBICHUS.

O1meHKa «XOpOIIO» BBICTABISIETCS 3a paboTy, COAEpKallyl0 HemodeThl, 0e3
Y9eTKOH (OPMBI IPECTABICHHS.

OrieHka «yJIOBJIETBOPHUTEIILHO» BBICTaBISIETCSI 3a HEJIOCTATOYHO
apryMEHTHPOBaHHYIO paboTy, COJEpIKaIyl0 HEJI0UEeThl B U3JIOKEHUH MaTepuaia
1 GopMBI IpeICTABICHHSI.

OtueHKa «HEYJOBJIETBOPUTEIBHOY» BBICTABIISIETCS, €CIIM CAMOCTOSTENIbHAsl paboTa
HC BBIIIOJIHCHA

TexeT 3a1aHNA : BBIIOJIHUTD MPAaKTHYECcKoe 3ananue: COCTaBUTh TaOIHILY
OCHOBHBIX HOPMATHBHBIX TOKYMEHTOB 110 OPTraHU3aI[MH Pa0OThI SIEKTPOHHBIX
ApXHUBOB..

Henaw: yriaybienue paHee W3y4eHHOTO MaTepHaia, BEIpaboTka YMEHUH U
HABBIKOB 10 pab0Te U TAHHBIMHU U3 PA3THIHBIX HCTOUHHKOB

PexoMeHIaMK 110 BHIMOJTHEHUIO 3aIaHNS:

Hcnone3ys cets nunHTepHeTa HaiiTu Caiit @exepalbHOrO apXMBHOTO areHTCTBA
http://archives.ru/, PocapxuB P®, wu II03HAKOMHUTBCS C HOPMATHBHO-
METOJIMYECKOH JOKYMEHTAIUEH 110 OpraHu3ally PaboThl 3JIEKTPOHHOIO apXHBa

Oenepanpupiii 3akoH oT 06 ampens 2011 1. Ne 63-©3 «OO6 »neKTpoHHOU
moxnucu» (CoOpanue 3akononatenscTBa Poccuiickoit deneparum, 2011, Ne 15,
ct. 2036; 2011, Ne 27, ct. 3880; 2012, Ne 29, ct. 3988);

[Tocranosnenue IIpaBurensctBa Poccuiickoit @enepannu ot 06.09.2012 Ne 8§90
«O Mepax 1Mo COBEPIICHCTBOBAHHUIO 3JIEKTPOHHOTO JOKYMEHTO000POTa B OpraHax
rocymapctBennoit  Bmactu»  (CoOpaHue — 3akOHOAATeNbCTBA  Poccuiickoi
Oeneparun, 2012, Ne 38, cT. 5102);

«IIpaBuna opraHu3alMy XpaHEHUs, KOMIUIEKTOBAHUS, y4eTa M HCIIOJIb30BAHUS
JIoKyMeHTOB ApxuBHOro ¢onna Poccuiickoit denepanun U Ipyriux apXUBHBIX
JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOM BJACTH, OpraHax MECTHOTO
caMOyTIpaBJICHUs] M OpraHu3aluaAx», yTBepxkaeHHble [IpukazoM MUHKYIBTYpEI
Poccum oT 31.03.2015 N 526.

«PekomMeHIaMM MO KOMILIEKTOBAHHIO, Y4Y€Ty M OpraHM3alludl XpaHEHHs
JJIEKTPOHHBIX apXMBHBIX JOKYMEHTOB B apxuBax opraHuzauuity, BHUMJIAN.,
2013

I'OCT P 54471-2011/ISO/TR  15801:2009. CucreMbl  3JI€KTPOHHOTO
JIOKYMEHT0000poTa. YTpaBieHue AokyMeHTanuen. Muadopmarms, coxpanseMas
B DJIEKTPOHHOM BHIE. PekoMeHmammu 1O OOECIEeYCHUIO0 IOCTOBEPHOCTH H
HaJIe)KHOCTH.

IF'OCT P 54989-2012/ISO/TR 18492:2005. ObecneueHrne TOITOBPEMEHHOM
COXPAHHOCTH YJICKTPOHHBIX JTOKYMEHTOB.

[ToArOTOBUTH TE3UCHI OTPAKAIOIIME HA3HAYCHHE M yMCHHE paboTarh C
HOPMATHBHBIM JOKYMCHTOM. B Te3ucax o0TOOpaHHBIA MaTepHad H3JI0KHUTh
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CXaTo, JJAKOHWYHO, KOMIIAKTHO,

Kpurepun onenku:

OueHKa «OTJIMYHO» BBICTABIISIETCS 32 CaMOCTOSITEIbHYIO, 0e30mHO04YHO
BBHIIIOJIHEHHYIO ~ pa0oOTy, COJEpKallyl0 apryMEHTUPOBAaHHBIH  BBIBOJ U
pannoHalIbHOE M3JIOKEHUE MaTepualia, GopMy MpeacTaBIeHNUS.

OueHKa «XOpOUIO» BBICTABISIETCS 3a padoTy, COAEpIKallyl0 HeIo4YeThl, 0e3
9eTKOH (POPMBI IPEICTABICHHS.

Ormenka «YZOBJIETBOPUTEIBHO BBICTABJIAETCS 3a HEJ0CTaTO4YHO
apryMEHTHPOBaHHYIO paboTy, COAepKaNIyt0 HEJOUYETHl B H3JIOKCHUH MaTepraa
1 GOPMBI IPEICTABICHHS.

Or11eHKa «HEYIOBIECTBOPUTEIHHO) BBICTABIISIETCS, €CIIM CAMOCTOSITEIbHAS padoTa
HE BBINOJIHEHA

TexeT 3a1aHUsA. BBINOJHUTH MIPAKTUYECKOE 3aJaHUE -

1. Hcnonw3yss cerb uHTepHera - Paspaborath cxemy (yHKIMOHHPOBAHMS
3JIEKTPOHHOT0 apXMBa U €r0 B3aUMOJEHCTBUE CO CTPYKTYpaMH OpraHU3aIiu

2. CoctaBuTh cxeMy « DYHKIIMOHUPOBAHUS JIEKTPOHHOTO apXUBay

Hean: yriayOneHue paHee H3yYeHHOTO Marepuaia, BbIpabOTKa YMEHWH u
HaBBIKOB 110 IPUMEHEHUIO 3HAHUHN B IPAKTUYECKOHN JI€ATEIbHOCTH
PexoMeHnanmu no BbINOJIHEHHIO 32 JaHMA !

[Ipu mocTpoeHNN CTPYKTYPHO-IOTHIECKOH CXeMbI HEOOXOIUMO BEIJICIUTh
rIIaBHOE B TeMe. JIJaKOHHYHO, KOMITAKTHO, C)KaTO MU3JI0KUTh OTOOPaHHBIN
Marepuall. JIoruka mnocTpoeHus CTpyKTypHO-JIOTHYECKUX CXEM - OTPaKEHUE
colleprKaTeNbHBIX CBA3CH MEXTy eIMHUIIAMH HU3JaraeMoil HHpOpMaIu, UX
yeTKas Kiaccu(uKalys 1o ypoBHAM 3Ha4nMMOCTH. CxeMa JI0JDKHaA ObITh
JIOCTaTOYHO IIPOCTOM, TAKOHUYHOU U IOMEIAThCS Ha OJHOM cTpaHuue. B
Ka4yecTBE 3JIEMEHTOB CXEMBbI JJOJDKHBI OBITh BBIIEIEHBl OCHOBHBIE U JOCTATOYHBIE
TOHSTHSI TI0 TeMe (pa3zieny). DIeMEHThI CXeMbI (TIOHATHS) TOJDKHBI OBITh
PpacIiosIoKeHbl Tak, YTOOb! ObliIa SICHA UX HepapXusl (HapUMep, POJOBbIE U
BUJIOBBIE MOHSATHUS, OOIINE U KOHKPETHBIE - B LIGHTPE, Ha nepudepuu -
BCIIOMOTATENbHBIE). MEXIy 3JIeMEHTaMH CXEMBI JOJDKHBI OBITh YCTaHOBJICHBI
JIOTHYECKHUE CBSA3H (BHYTPHU CXEMBI M BHEIITHHUE, T.€. B3AUMOCBS3b CO CMEKHBIMU
CXEMaMH).

Kpurepuu ouenku:

TIponeHT pe3yabTaTUBHOCTH (IPABHIIBHBIX KauecTBeHHas OLICHKA YPOBHS
OTBETOB) MOJICOTOBKH
Bbann BepOanbHblit aHanor
(oTMeTKa)
90 — 100% 5 OTaHO
80 — 89% 4 Xopoio
60 — 79% 3 Y 10BIE€TBOPUTENBEHO
Mmenee 60% 2 HeynosnerBopuTensHo

TexcT 3a1aHUs: BBIOJIHUTD IPAKTUIECKOE 3a/laHHE

1. Ucrnonp3yst ceth nuuTepHETa HaiiTi: OOpasibl GOPMYISIPOM TOKYMEHTA,
CJICAYIOIINE BUBI OTIHCH J1eT

1. Onmck 3MEKTPOHHBIX TOKYMEHTOB M JIE]T IOCTOSIHHOTO XPaHECHUS

2. Onwuck MEKTPOHHBIX TOKYMEHTOB U JIE)I BpEMEHHOTO CPOKa XpaHCHHUS

3. Onwuck MEKTPOHHBIX TOKYMEHTOB U IS .

2. Haiitn o0Opa3impl onuceil u HCIoNb3ys QGopMyIsip-o0pasel] JOKyMEeHTa,
YCTaHOBHUTH COOTBETCTBYIOIIHE pEKBU3UTH; [IpoBepuTh mx odopmieHHe B
cootBercTBUM ¢ ['OCTom.

3. Omnucwu npencTaBuTh B BUIE MPUIIOKEHUS.

Heab: yroyOneHue paHee W3YYEHHOTO Marepuala, BbIpaOOTKa yMEHHHA H
HAaBBIKOB TI0 IPUMEHEHHIO 3HAHUH B TPAKTHYECKOHN JIEATEITBHOCTH
PexoMeH1a1{uM 1O BHINOJTHEHUIO 32/IaHUS:

Jng co3maHds TPWIOKEHHH MOXHO HCIONIB30BATh  WHTEPHET - PECYPCHI,
CpeICTBa MacCOBOM MH(pOpPMAIHH, a TaK )K€ PEKOMEHJAINH I10 IPEACTaBICHUIO
MPWIOKEHUS W CIMCOK HAWNMCHOBAaHUHM BHUIa IOKYMCHTOB pa3MCINCHHBIX Ha
o0pa3oBaTeNIbHOM TMOpTane B O3JEKTPOHHOM Kypce «Teopuss M IpakTHKa
aApXUBHOTO JAeia». [IpoaHaM3upoBaB peanbHBIC YIPaBICHYCCKAC TOKYMEHTH U
npaBuiIa 0pOPMIICHHS, TIOATOTOBBTE MITH CO3aiiTe 00pa3Ibl JOKyMEHTOB.
Kputepuu ouenku:
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ITpoueHT pe3yIbTaTUBHOCTH KauecTBeHHas OLICHKA YPOBHS
(TIpaBUIBHBIX OTBETOB) MTOJITOTOBKH
Bann BepOanpusrii aHamor
(oT™meTKa)
90 — 100% 5 OtnnyHo
80 —89% 4 Xoporo
60 — 79% 3 Y 10BIIETBOPHUTEILHO
MeHee 60% 2 HeynoBneTBopuTenbHO

TexeT 3a1aHUs BBINOJHUTD IPAKTUYECKOE 3alaHHE

IToaroroBuThH NMaMATKa-UHCTPYKIMA, B KOTOPOH JalOTCS BIOJHE
KOHKPETHBIE YyKa3aHWs O BBINOJIHEHUM KOHKPETHBIX [eiicTBUI, IIAroB 1o
CJIEAYIOIMIMM PeXHUMaM XpPaHEHHs JOKYMEHTOB B apXUBe
CBeTOBO¥ peXUM.
TemnepaTypHO-BIaXKHOCTHBIM PEXUM.
CaHNTapHO-TUTHEHUYECKHUI PEKUM.
OXpaHHBIN PEKIM.
OKCIUTyaTallMOHHBIA PEKUM.
[IpoTrBONIOXKAPHBIN pEXKUM
Hean: yriayOneHue paHee H3Yy4YEHHOTO Marepuajia, BBIPA0OTKA YMEHWH |
HaBBIKOB 110 TPUMECHEHHIO 3HAHUH B IPAKTHYECKOHN JIEATSIBHOCTH
PexoMeHanuy 1no BHINOJTHEHUIO 321aHNS

1.I1pu noxroroBke namsTku HeoOxoaumMo PazpabareiBas mamMsTKy, Bceria
3ajaBaiiTe cebe BOIPOCHI:

o  Yero s xouy nooutbcs?

o Yro moam KOHKHBI TIOHATH B pe3yJibTarTe?

o Kaxue neficTBrst OHM JOJKHBI IPEATPUHATH?
[MamsTKa nOMKHA OBITH, MOCTPOEHA TaK YTOOBI TEKCT PA3MEINAJICS PALMOHAIBHO,
MMea [IBETOBYIO FAMMY, HILTIOCTPAINH, X FIMEJI ONIPEAETICHHYIO CTPYKTYPY.
Kpurepuu ouenku:

ouaprwdE

[IpoueHT pe3yIbTaTHBHOCTH KauecTBeHHas OLICHKa YPOBHS
(MpaBMIIBHBIX OTBETOB) HOJATOTOBKH
bann BepOasbHsliii aHamor
(oTMeTKa)
90 — 100% 5 OT1iu4HO
80 — 89% 4 Xopoio
60 — 79% 3 Y 10BIIETBOPHUTENBHO
Mmenee 60% 2 Hey1oBIeTBOPHUTEIBHO

Tema
03.01.02.TexHoaorus
CO3JaHUA U
oopadoTku /I

TekcT 3a1aHus: BBIMOJTHATH MTpaKTHUECKoe 3a1anne " OTeuecTBEHHBINH U
3apyOeKHBIN OIBIT CO3JaHUs U pabOTHI C AMEKTPOHHON JOKYMEHTAIUH.
Heab: ChopMupoBath yMEHHs: OIEHHBATh COIUANBHYIO 3HAYUMOCTH CBOEH
Oynymeit mpodeccun, ONpeAensiTh HEOOXOAMMBIE HCTOYHMKH HH(OpMAIIHH,
BEIICNATE Hamboliee 3HAYMMOE B H3yYaeMOM MaTepHaie W CTPYKTYpHUPOBAThH
moxy4aemyo HHGOpMAIHIO, OQOPMIISATh Pe3yiIbTaThl MOWCKAa HHGOpMAIWH, a
TakXKe OIICHUTH CYITHOCTh M 3HAYMMOCTh PO(ECCHOHANEHON AEATEIEHOCTH.
PexoMeHIa1IuH 110 BHIMOJTHEHUIO 321aHUS
Ucnone3ys ucrounuku IbC, MHTEpHET-PECYPChl, COCTABUTH TaOIHILY,
OTpaKaIOIIYI0 OCHOBHBIC XapaKTepUCTUKU OTeUeCTBEHHBIN U 3apyOSKHBIN OIBIT
CO3J1aHMS U pabOTHI C AMEKTPOHHOHN TOKYMEHTALNH, TPEICTABHTE Pa3HbIC
HaTpaBJICHUS BEICHHS YIEKTPOHHOTO ICTOIPOU3BOJICTBA B COBPEMEHHBIX
YCIIOBHSAX; COTPYJIHUKOB OCYIIECTBIISIOMNX PaboTy C AIEKTPOHHBIMH
JOKyMEHTaMHU
B koHIE BBIIOJHEHHOTO 3aJaHWS OIHUCATh HCIOJB30BAHHBIE HWCTOYHUKU
nHPOPMALIMH B COOTBETCTBHU C TpeOoBaHWsAMH. VHpopmanus HOWKHAa OBITH
KPaTKOH, JOCTYITHOW JJIsl BOCHPHUSTHSI U IIOHIMAaHUSI.
OnbIT co31aHUs U PabOTHI C XapaKkTepHuCTUKA OMBITa U PabOTHI C
SJIEKTPOHHOU JOKYMEHTaLHeH JJIEKTPOHHON TOKYMEHTALMEH

Kpurtepun oueHku:
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— KayecTBO BBIIOJIHEHHOTO 3a1aHusi (oopmileHHE, CTPYKTypa, COJAEepIKaHHUE,
pa3sHoO0Opa3HbIe HICTOYHUKH);
—  YeTKOCTb, PALMOHAIIBHOCTh H3JI0KEHHS MaTepuaa

TekcT 3aaHuSA:

3aKOHYHTH TMpakTHdeckylo pabory Ne 1, «Kmaccupuramms >i1eKTpOHHBIX
JTOKYMEHTOB 110 OCHOBHBIM IIpH3HAKaM» HauaTyIO Ha MPAKTHYECKOM 3aHITHH.
Henanb: 3akpeneHne TeOPETUYECKOr0 MaTepuaia 1o COOTBETCTBYIOILIEH TeMe, B
TOM 4YHCJIC 3HAHUN 10 HCIOJNB30BAaHUIO CTPYKTYPY, UX KIACCH(PHUKANUU U
YUCJIEHHOTO COCTaBa.

PexoMeHaaumu no BHINOJHEHUIO 32 JaHUA

PexoMeHanuu oTpakeHbl B METO/I. YKa3aHUAX IO BBIIIOJHEHUIO MPAKTUYECKOTO
3aHSITHSA.

Kpurtepun onenku: 000CHOBaHHE, TOTHIHOCTD, YETKOCTh, PAIlIOHAIEHOCTD
M3JI0XKEHUS MaTepraa.

TekcT 3axaHusI: BBINOIHUTH TPAKTUUECKOE 3aaHUE: COCTABUTD TaOIIUILY
OCHOBHBIX HOPMAaTHBHBIX JOKYMEHTOB (JIEKTPOHHOE JIEIIONPOU3BO/ICTBO) U
OTIPENICIINTh UX PeriaMEeHTUPYIOIUI OPAIOK.
ean: yriay0dienue paHee H3y4eHHOTO MaTepuaa, BBIpabOTKa yMEHUH
HaBBIKOB TI0 pabOTe 1 TaHHBIMH U3 PA3INYHBIX HCTOUHUKOB
PexoMenaanuu 1o BbINOJTHEHUIO 321AHUA .
Hnsa Bemonaenus 3amganus wucnoisdyeM (CIIC Koncymprantllmroc Pexnm
nocryma: http://www.consultant.ru ).
CocTaBuTh TaOIHIy - OCHOBHBIX HOPMAaTUBHBIX HOKyMeHTOB JIOY u onpenennth
UX perjaMeHTUpYIoINi mopsiok» (Tab. 1)

Tabnuna 1 — OCHOBHBIC TOKYMEHTHI, PEriIaMEHTHPYIOIIHE PaboTy ¢

uHpOpMAaLKEH U JTIOKyMEHTaIuei

HopmaTtunas 0a3a | HaumenoBanue | Urto perimaMeHTHpYET

A0V JIOKYMEHTa

3akoHOJATENbHbIE I'paxxnanckuit YcranaBnuBaer BU/IbI

aktel PO B chepe | koxekc PO JIOKYMEHTOB, CO3JaBa€MbIX MIJIA

nHdopmanuu u (UKcalM aKTOB TPa)KIaHCKHX

JIOKYMEHTaIIH B3aMMOOTHOIIECHUH,
MOTBEPKACHUS
MIPaBOOTHOUICHUM.

Tabnuiy NONOJHWUTE HOPMATUBHBIMH JIOKYMEHTaMH (aKTaMH) MPEIUIOKCHHBIC
IIperoaBaTeseM, TaK )K€ PacCKpOWTe CoJepikaHWe MEXyHapOJHbBIX CTaHIapTOB
Ha JOKYMEHTAlMI0 PETYJIHMPYIOIIYI0 HH(POPMAaMOHHO-JOKYMEHTAIHOHHYIO
chepy  JAEATENBHOCTH  OpraHM3alMid ¥ BHYTPEHHHE  HCTOYHHKH -
OpraHU3alMOHHO-IIPABOBBIX JOKYMEHTOB
Ilpu moCTpoeHUH CTPYKTYpPHO-JIOTMYECKOW TaOMULbl TeMbl HEOOXOIMMO
BBIJICNINTh TJIaBHOE B TeMme. JIaKOHMYHO, KOMIIAKTHO, CXKaTO H3JIOKHUTh
otoOpaHHbIN MaTepual. JIoruka NoCTPOeHHsI CTPYKTYPHO-JIOTHUECKUX TaOIHIIBI -
OTPaXXCHUE  COJCPXKATEIBbHBIX CBS3eH MEXAYy CIUHHIAMH  HM3JIaraeMou
nHpopManny, UX YeTKas KIacCH(UKaLUs 110 yPOBHIM 3HAUMMOCTH.
Drarbl paboThl HAJl CTPYKTYPHO-JIOTHUECKON TaOIHIIbL:

1. TNowuck uHPpOpPMATUU

2. Awnanuz undopmanuu

3. OcwMeicienne HHGOPMALUH

4. Cunres nHpOpMaINU
KpuTepnn oneHku: 060CHOBaHUE, JJIOTUYHOCTD, YETKOCTh, PALIHOHATIBHOCTh
U3JI0KCHUS MaTepHaia
TekcT 3a1aHus: BBINOJIHUTS IPAKTUUECKOE 33JaHUE: COCTABUTH TAONUILy C
PEKBH3UTAMHU Y4aCTBYIOIMMHU B 00pa0OTKE JOKYMEHTOB U [OKa3aTh UX
odopmiieHHE
Lean: yriryGiieHne panee n3y4eHHOTO MaTepHaia, BEIpab0oTKa yMEHUI 1
HaBBIKOB 10 paboTe 1 TaHHBIMHU U3 PA3INYHBIX HCTOYHUKOB
PexomMeH1a1Mu 10 BHINMOJHEHUIO 3a1aHUS
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CocTaBuTh TAaONHUITy C PEKBU3UTAMH yYacTBYIOIIMMH B 00pabOTKe TOKYMEHTOB 1
nokasaTh ux oopmienue (Tadi.2)

Beinucars peKBU3UTH yCTAHABIMBAIOIIUE IOPUIMIECKYIO CHITY JIOKYMEHTOB U
yuyacTByIoLIMe B 00paboTKe TOKYMEHTOB, U IT0Ka3aTh paBuia 0(hOpMIICHUS.

Jns Beinonnenus 3ananus ucnoisdyem ['OCT P 7.0.97-2016. «HaunoHanbHbIi
cranpapt Poccuiickoit ®enepanmu. CucremMa CcTaHAapTOB 1O HH(MOPMALH,
OMOIIMOTEeYHOMY W HM3IATeNbCKOMY aermy. OpraHu3allMoOHHO-PaCHOPSIIUTEIbHAS
nokymeHrarus. Tpeboanus k odopmieHuio okyMeHToB" COCTaB pEeKBH3HUTOB
JOKYMEHTOB. (C11IC Koncynprantlliroc Pexrm JIOCTyTIA:
http://www.consultant.ru).

Tabnuma 2 OCHOBHBIE pEKBU3HUTHI 00ECTIEINBAONIIE 00pabOTKY TOKYMEHTOB

Ne n/m Ha3Banue pexkBU3UTOB [TpaBuna odopmieHus
pEeKBH3HTA
27 Otmetka o
0OAO «DBPHUKA»
NOCTYINICHUHA Hata 30.05.2005
TOKYMEHTA CITY/KHT ISt BN 03:22/314
TTOATBEPKACHUS (haKTa
MOCTYIUICHUS

JIOKyMEHTa B
OpraHu3aluio U
BKJIIOYAET AaTy
TOCTYIUIEHUS U
BXOISAIIAN
perucTpanuoHHbIN
HOMEp IOKYMEHTa

Kpurtepuu onenku:

ITpoueHT pe3yabTaTUBHOCTH (TIPAaBIIIBHBIX KauecTBeHHas OIlCHKA YPOBHS
OTBETOB) MOJITOTOBKHU
Bann Bep0OainsHblit aHamor
(oT™MeTKa)
90 — 100% 5 OTinuHO
80 — 89% 4 Xopomo
60 — 79% 3 Y 10BICTBOPUTEIHHO
MeHee 60% 2 HeynoBnerBoputensHo

TexeT 3a1aHUsL: BEIIIOJHUTH MPAKTHICCKOE 3aIaHHE: MTOATOTOBUTH 00pa3Ilhl
JOKYMEHTOB BXOJISIIAX B OPTaHU3AIOHHO-PACIOPIIUTCIFHYIO CHCTEMY
JOKYMCHTAIHH

Hean: yroyOneHue paHee H3YYCHHOTO MarTepuaja, BBIPa0OTKAa YMEHHH U
HaBBIKOB IIO pa60Te U JaHHBIMU W3 PA3JIMYHBIX HCTOYHUKOB ,0CYHICCTBJIATH
nouck uHpopmaumun B HHTepHeTe M CcpeacTBax MaccoBoil MHbOpMaLuH,
MOATBEPK/IaTh KOHKPETHBIMH NPHUMEPAMU TEOPETUYECKHE OCHOBBI COCTABICHUS
1 o(OpMIICHHS JOKYMEHTAIUU

PexoMeHIalMU N0 BBHINMOJIHEHUIO 3aJaHUS

Hcnonp3yss MHTEPHET - PecypChl, CpeAcTBA MacCOBOH HH(OpMAIMK HAWTH M
0(pOPMHTE 00pa3IIBL:

1.CocraBuTh ONaHKM THCEM, KOHKPETHOTO BHIA JOKYMEHTa, KOHKPETHOTO
JOJDKHOCTHOTO JINTIA.

2.IToAroTOBUTH OOpA3IBl AIEKTPOHHBIX JOKYMEHTOB- IITATHOTO pPAaCHCaHUSL
OpraHu3alUN; JOKHOCTHON MHCTPYKITUH;

3. TMoxaroroBuTh 00paslbl JJIEKTPOHHBIX TOKYMEHTOB - TOCTaHOBJICHUH,
YKa3aHU;
4. TloarotoBuTh 0Opaslbl JJIEKTPOHHBIX JOKYMEHTOB - OOBICHHTEIHHBIX

3aIUCOK, TAPAHTUIHBIX THCEM.

5. TloAroToBHUTH 00pA3IBl JOKYMEHTOB MEPEAaBAEMbIX 10 KaHAIAM CBSI3H )
KpuTtepun oneHKu: TpaMOTHOCTH BBIIOJIHEHHS 3aJaHUH M COOTBETCTBUE
npaBuiaM odopmiteHns u pacronoxenus peksuzntoB 'OCTy., BEIOOp
MIPAaBUJIBHOTO JITOPUTMA PEIICHUS 3aaHus;

MIOJTHOTa 0(OPMIIEHHS (aKKYPaTHOCTB, OCIIEI0BATEIbHOCTD) TOKYMEHTOB.
TekcT 3a1aHNs: BBINOJHNUTH MPAKTHUCCKOE 3aIaHHUE:
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COCTaBUTH CPAaBHHUTEILHYIO TaOJIHIYy C XapaKTEPUCTUKAMH (YHKIIMOHATBEHBIX
BO3MOXHOCTEH coBpeMeHHbIX COJ]
Hean: yriayOneHne paHee H3Yy4YEeHHOTO Marepuaia, BbIpa0OTKA YMEHHWH U
HaBBIKOB MO PaboTe M JaHHBIMH W3 Pa3IMYHBIX HMCTOYHUKOB ,0CYIIECTBIATH
nouck uHpopmanuu B IHTepHETEe M CpeACTBaX MaccoBOW HMH(pOpPMAIHH,
MIOJTBEPKIAaTh KOHKPETHBIMH NPUMEPAaMH TEOPETHYECKUE OCHOBBI COCTaBIICHHUS
1 0OpMIICHHS JOKYMEHTAINU
PexomMeH1al1U N0 BHITIOJIHEHHIO 3aJaHUA
CocTaBUTh CPaBHHUTENBHYIO TAONUILy - C XapaKTEPUCTUKaMU (DyHKIMOHAIBHBIX
BO3MOKHOCTeH coBpeMeHHBIX CO/] (Tab. 3)
Hnsa Bemonaenus 3amganns wucnoisdyeM (CIIC Koncymerantllmoc Pexnm
nocryma: http://www.consultant.ru ).

Tabmuua 3 XapakrepucTHK QyHKIMOHAIBHBIX BO3MOXKHOCTEI COBPEMEHHBIX

(GC)

HasBanwue Crincoxk ITpumepnt Jemo- | IlenooOpazoBaHu
BO3MOKHOCTCH | MCHOJB30BaHUS | BEpCUs

DOCS

Fusion
1C-
Joxymenro-
obopoTt
WSS Docs
BOCC-
Pedepent
DocLogix

Kpurtepuu onenku:

IpoueHT pe3yabTaTUBHOCTH (TIPABIIIBHBIX KauecTBeHHas OLlEHKA yPOBHS
OTBETOB) MMOATOTOBKHU
Bann Bep0OainsHblit aHamor
(oT™MeTKa)
90 — 100% 5 OTtan4HO
80 — 89% 4 Xopomo
60 — 79% 3 Y 10BIETBOPUTENEHO
meree 60% 2 HeynosnerBopurensHo

Tema 03.01.03.
HNHpopmannoHHbIe
TEXHOJIOTHH B CHCTEMe
3JIEKTPOHHOI'0 AaPXUBA

TekcT 3axaHus: BBINOIHUTS IPAKTHYCCKOE 3aJaHUE:

3aKOHYMTH MIPAKTHUYECKYI0 paboTy Ne 3, HauaTyro Ha MPAaKTHYECKOM 3aHATHH.
HopMaTHBHBIX IIOKyMEHTOB DEIJIaMEHTHPYIOUIMX  XpaHEHHE JOKYMEHTOB B
3JIEKTPOHHOM BHJIE.

Henb: yrayOneHue paHee W3YUYEHHOTO MaTepHaia, BBIPaOOTKAa yMEHHUH W
HaBBIKOB MO PaboTe M JaHHBIMH W3 PA3IMYHBIX HMCTOYHUKOB ,OCYIIECTBIATH
nouck uHpopmanuu B VHTepHeTe M CpeAcTBax MaccoBoil MH(opManuw,
MIOJTBEPKIAaTh KOHKPETHBIMH NPUMEpPaMH TEOPETHUYECKHUE OCHOBBI COCTaBIICHHUS
1 0OpMIIEHHS JOKYMEHTAINN

PexomeHalnu M0 BHIMOJHEHUIO 3aJaHUS

1) Tlo3HakOMHTbCS € HOPMATHBHO-METOJMYECKOH HDOKYMEHTAlMed 110
OpraHu3aIiy paboThI ITEKTPOHHOTO apXHBa

OenepanpHeid 3akoH oT 06 ampemst 2011 1. Ne 63-@3 «OO6 »1eKTpOHHOU
monmucn» (CoOpanue 3akoHonmaTenscTBa Poccuiickort deneparmm, 2011, Ne 15,
ct. 2036; 2011, Ne 27, ct. 3880; 2012, Ne 29, ct. 3988);

IToctanoBnenue [IpaButenbcrBa Poccuiickoit @epepanuu ot 06.09.2012 Ne 8§90
«O Mepax o COBEPLIEHCTBOBAHHIO AJIEKTPOHHOTO JOKyMEHTO000pOTa B OpraHax
rocygapctBeHHOH — Biactw»  (CoOpaHue  3akoHomaTenbcTBa — Poccmiickoit
Oeneparun, 2012, Ne 38, cr. 5102);

«IIpaBuna opraHu3alUu XpaHEHUs, KOMIUIEKTOBAHUS, ydeTa U HCIIOJIb30BaHUS
JnokyMeHTOB ApxuBHoro (onnma Poccuiickoit @enepanuu u Ipyrux apXUBHBIX
JOKyMEHTOB B OpraHax TOCYIAapCTBEHHOW BJIACTH, OpraHax MECTHOTO
CaMOYTIpaBJICHUS M OpTaHM3aLUAX», yTBepxkaAeHHbIe IIpnkazom MUHKYIBTYPHI
Poccuu ot 31.03.2015 N 526.
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«PexomMeHIanmMu 1O KOMIUICKTOBAHHIO, YYETy U OpraHH3alud XPaHCHUS
3JIEKTPOHHBIX ApXMBHBIX JIOKYMEHTOB B apxuBax opranuzauuity, BHUUA/.,
2013

I'OCT P 54471-2011/ISO/TR  15801:2009. CucreMbl  3IEKTPOHHOTO
JIOKYMEHT0000poTa. YTpaBieHue NOKyMeHTaiuen. Hpopmanus, coxpaHsemas
B OJICKTPOHHOM BHIE. PekomeHIanmuu 1o OOECIEYCHHIO JOCTOBEPHOCTH U
HA/ICKHOCTH.

T'OCT P 54989-2012/ISO/TR 18492:2005. ObecrnedueHne IOJTOBPEMEHHOM
COXPAaHHOCTH ANEKTPOHHBIX JOKYMEHTOB.

2) PexkoMeHIAIMd OTPaKEHBI B METOA. YKa3aHHAX [0 BBITIOJHECHHUIO
MIPaKTUIECKOTO 3aHATHS

Kpurtepun oueHku: 000CHOBaHNE, JTOTHIHOCTD, Y€TKOCTD, PAIIHOHAIEHOCTh
U3JI0KCHUS MaTepHaa.

Texer 3ananus
MIPaKTHYECKOE 3aJaHNE II0 TEMaM:
«OpraHu3annoHHas TEXHWKa B MH(MOPMAIOHHOW ESTENbHOCTH» «XpaHEHHUE
SJIEKTPOHHBIX KOIHI».
Ieanb: HayIUTHCA BHIONPATH HEOOXOAUMYIO HH(DOPMALIUIO U TIPABUIIEHO
0OPMIIATH MPE3EHTALHNIO
PexomMeHal1 N0 BBINOJTHEHHIO 3aJaAHHA:
1. Ilo cpeactBaM WHTEpHETa HAWTH W3 HECKOJNBKHX HCTOYHHKOB
BEIOPAHHYIO TEMY
2. OQopMUTH TMPE3EHTALHMIO C WILTIOCTPALMAMH U PUCYHKaMH
Kpurepuu onenku:
OueHKa «5» BBICTABIISIETCS CTY/ACHTY, €CIIH:
- coJiepkaHue  paboOThl  COOTBETCTBYET 3aJaHHOM TEMaTHWKe, CTYJEHT
MOKa3bIBACT CUCTEMHBIE U TTOJIHBIE 3HAHHS M YMEHHS 110 JAHHOMY BOIIPOCY;
- pabota opopMiICHA B COOTBETCTBUHU C PEKOMEHIAIMSIMH TIPSO IaBATEIIS,
- 00beM pabOTBl COOTBETCTBYET 3alaHHOMY
- paboTa BBINOTHEHA TOYHO B CPOK, YKA3aHHBIH IPENOaBaTeIeM.
OueHka «4» BBICTABISIETCS CTYACHTY, €CIIH:
- copaepkaHHE pabOTHI COOTBETCTBYET 3aJaHHON TEMATHKE;
- CTyHIEHT JOITyCKaeT HeOONbIIMEe HETOYHOCTH WM HEKOTOpPHIE OIIMOKU B
JIAHHOM BOIIPOCE;
- B odopmIIeHHH pabOThI AOMYILEHbl HETOYHOCTH;
- 00BpeM paboThI COOTBETCTBYET 3aJaHHOMY WJIM HE3HAUYUTEIILHO MEHBIIIC;
- paboTa claHa B CpOK, yKa3aHHbBII NperojaBaTejeM, WM T03KEe, HO He
Oosiee ueM Ha 1-2 jHsL.
OreHka «3» BBICTABIISIETCS CTYACHTY, €CIIH:
- couepxaHWe pPabOTBI COOTBETCTBYET 3aJaHHON TeMmaTuke, HO B pabore
OTCYTCTBYIOT 3HAUUTENIBHBIC JIEMEHTHI 110 COICPKAHUIO PadOTHI MM Marepua
10 TEeME M3JI0KEH HEJIOTWYHO, HEYETKO IPEJICTABICHO OCHOBHOE COIEpKaHHe
BOIIPOCA;
- pabota opopmileHa ¢ OIHOKaMH B OPOPMIICHHH;
- 00BeM paboThl 3HAUYUTENFHO MEHBIIE 33JaHHOTO;
- pabota ciaHa ¢ OMO3/IaHHEM B CPOKax Ha 5-6 JHEM.
OreHKa «2) BBICTABISIETCS CTYICHTY, €CIIH:
- HE pacKpbITa OCHOBHAs TeMa paboThl;
- odopmieHre paboThl HE COOTBETCTBYET TPEOOBaHUSI ITPEOAaBATEIIS;
- 00BeM paboThl HE COOTBETCTBYET 3aIaHHOMY
pabora ciaHa ¢ Ono3gaHueM B cpoKax OoJblie 4eM 7 THeH.
TexcT 3a7aHuA:
BBINIOJTHUTH MPAKTHYECKOE 33aHue: MOATOTOBUTH MaMATKY 0 TeMaM:
Co3aHne 3JIeKTPOHHBIX KOTUIT apXUBHBIX JOKYMEHTOB.
[NoaroroBka u nepenaya JOKyMEHTOB Ha OLIU(POBKY
Hean: yriayOneHue paHee H3YyYEeHHOTO Marepuaia, BBIpa0OTKa YMEHUH U
HaBBIKOB 0 MPUMEHEHHIO 3HAHUH B IPAKTHYECKOM JIeATEIbHOCTH
PexoMeHaIUU 0 BHINIOJTHEHHIO 32 JaHUS:
IToaroroBuTh NaMATKU-aJITOPUTM, B KOTOpPOM [NalTCAd  BIIOJHE
KOHKpETHBIE YKa3aHHs O BbBIIOJIHCHUH KOHKPETHBIX JEHCTBHii, MIaroB 1o
CO3JIaHUIO JJIEKTPOHHBIX KONHWH apXHBHBIX JOKYMEHTOB WJIM IIOJTOTOBKH W
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nepeade TOKyMEHTOB Ha OIU(DPOBKY

Nzyuas Meroanueckue peKOMEHIAIHNH 0 3JIEKTPOHHOMY KOITMPOBAHUIO
APXMBHBIX JIOKYMEHTOB U YIIPABICHHIO MOTYYCHHBIM HHPOPMAITUOHHBIM
MaCCHUBOM — MOJATOTOBBTE MAMSITKH JIJIsl MPOBEACHUS U KOTUPOBAHUS
SJIEKTPOHHBIX KOIHUH.
I[lpu nOATrOTOBKE mMaMATKH HE0OXoauMo Pa3pabareiBas mHaMmsTKy, Bcerma
3amaBaiiTe cede BOIPOCH:

o  Yero s xo4y moouthCs?

o Yo ;0¥ TOIHKHEI TOHATH B pe3ynbTare?

o Kakwne neficTBHSI OHM JOJDKHBI TIPEATIPHHATE?
[TamsTKa MOMMKHA OBITH MTOCTPOCHA, TAK YTOOBI TEKCT pa3MeIaics parioHaIbHO,
HMela IIBETOBYIO TaMMy, WILTIOCTPAIINH, ¥ UMEJI OIPEACIICHHYIO CTPYKTYPY.
Kputepun oneHku:

[IpoueHT pe3yabTaTHBHOCTH KauecTBeHHas OlleHKa YPOBHS
(MpaBHUIIBHBIX OTBETOB) HIOJIrOTOBKU
bamn BepbanbHbiii ananor
(oT™meTka)
90 —100% 5 OT1nuuHO
80 —89% 4 Xopoio
60 — 79% 3 Y 1OBJIETBOPHUTEIILHO
MeHee 60% 2 Hey1oBIIeTBOPUTEIIEHO
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4 KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHUA ITPO®PECCHOHAJIBHOI'O
MOAYJIA

KoHTponb M OlleHKa pe3yJbTaTOB OCBOECHUS MPOPECCHOHATBHOIO MOJIYJS OCYLIECTBISETCA
Iperno/iaBaTeeM/MacTepOM TPOU3BOACTBEHHOIO OOYyYEHHUs B IpOIEcCe TEKYUIero KOHTPOJS U
IIPOMEXXYTOYHOH aTTeCTaluH.

@opMoil UTOroBOW arTecTaliiil MO MNPOPECCHOHATBHOMY MOMAYNIO SIBISETCS JK3aMEH

(xBanmM(pUKAITMOHHBIH ).
4.1 Texymmii KOHTPOJIb:

KonTponupyemsie pe3yabTaTsl
(IpaKTUYECKHUH ONBIT, YMEHUSI, 3HAHHUS)

HaumeHnoBanue
OLIEHOYHOI'O CPEJCTBA

IIK 3.1 BeinoiHsTh padoTsl 10 GOPMUPOBAHUIO
rpaguyecKknx 00pa3oB J0KYMEHTOB

Ipakmuyeckuii onvim

T103Brmonnenue
paloT MO JOKHOCTH «APXHUBAPHYCH

CI/ITyaHI/IOHHaﬂ 3ama4da

Ymenun

V1,¥2,¥01.1 ¥01.3 ¥01.5 ¥02.1 ¥02.2 ¥03.1 Y¥03.2.
¥03.3 ¥05.2Y05.1. Y06.1

[MpakTnyeckue padotsr Ne 1-9
IIpaxTrueckue 3ananus k reme 03.01.01. n 03.01.02.

3nanusn

31, 33, 34,301.1. 301.2 301.3 301.5 302.2. 302.1. 303.1.

303.2 303.3 305.1 305.2 306.1

TeCT
KoHTpoabHbIe paboThl Ne 1, 2,

IIK 3.2. ®opMupoOBaTh U 3arpy:KaTh JaHHbIE B
CHCTeMY 3JIEKTPOHHOI'0 apXuBa

Ilpakmuueckuii onsim

T103BrmonneHne
paboT MO JODKHOCTH «APXUBAPHYCH»

CI/ITyaHI/IOHHaﬂ 3aJa4da

Ymenus

¥2,¥3,¥01.1. ¥01.3. ¥01.5. ¥02.1 ¥02.2. Y03.1.
¥03.2.¥03.3. Y04.1. Y04.2. ¥05.2. Y05.1

[Ipaktryeckue pabots Ne 10-20
[paktryeckue 3ananus k teme 03.01.03

3Hanus

31, 32,301.1301.2 301.3. 301.5. 302.2 302.1 303.1.
303.2. 303.3 304.1 304.2. 304.3. 305.1. 305.2.

TecT
KoHTponbHbIe paboThl Ne 3

4.2 Ilpome:xxyToUyHAasi aTTeCTAUS

Kon CTpYKTYpHBIii 3j1eMeHT ®opma poMeKYTOYHOMN Cemectp
npo¢ecCHOHAIBHOT0 MOAYJIsA aTTecTalu
MJIK 03. Teopus u npakTuKa apXUBHOTO JuddepenunpoBannspiii 3auer | 2
aena
VI1.03.01 | YueOHas mpakTHKa KoMIuIeKCHBIN 3a9eT 2
IIM.03. Brimosnnenue pabot o OK3aMeH KBaTM(PUKALMOHHBIN | 2
JIOJDKHOCTH «APXHBaAPUYCH

4.2.1 OueHo4HbIe CPeACTBA VIS 3a4eTa, Ik3ameHna no M/IK, npakruxe

PesynbTaTsl 00yyeHus

OueHoYHBIE CPEACTBA

JJIS IPOMEKYTOYHOM aTTecTalluu

HudbdepeHurpoBaHHbIl | Konmponsnas paboma
3auer mo MJIK.03.01. Tecm
K 3.1 1)IIpuBeauTe B COOTBETCTBHE.

¥1,V¥2,¥01.1 ¥01.3 YV01.5
¥02.1 ¥02.2Y03.1 ¥03.2.
¥03.3 ¥05.2 ¥05.1. Y06.1

1. Kpurepuii npoucxoxaenus J/1.
2. Kpurepuii cogepxanns 1.
3. Kpurepnii BHemHNX ocobeHnocteit /1.
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31, 33, 34,301.1. 301.2 301.3
301.5302.2. 302.1. 303.1.
303.2 303.3 305.1 305.2
306.1

IIK 3.2.

¥2,¥3,V01.1. Y¥01.3. YOL.5.

v02.1 ¥02.2. Y03.1. ¥03.2.
¥03.3.Y04.1. Y04.2. Y05.2.
Y05.1

31, 32,301.1301.2 301.3.
301.5.302.2 302.1 303.1.
303.2. 303.3 304.1 304.2.
304.3.305.1. 305.2

a) 3HauYUMOCTh MH(popMarmu D/,

6) Bpems u MecTo co3nanus J/1.

B) MNOAIUHHOCTH D]

r) ¢usnueckoe cocrosiHue I/
2)YTo cocTaBisieTcs 110 pe3yJibTaTaM KCIEPTH3bI IEHHOCTH
JJIEKTPOHHBIX JIOKYMEHTOB?

a) aKT npuéMa-Tiepesadu e,

0) aKT IpOBEpKH HAJIMYXSA M COCTOSHHUSA JOKYMEHTOB;

B) onucH D] MOCTOSHHOTO XPaHEHUST;

I) aKT O BBIICJIICHUH K YHUYTOXCHHUIO JJIEKTPOHHBIX TOKYMEHTOB.
3)Bce npuHATHIE B apXUB 3JIEKTPOHHBIE TOKYMEHTBI BHOCATCS ...

a) B KHWTY ITOCTYIUICHHS 3JIEKTPOHHBIX IOKyMEHTOB;

0) B peecTp ommcei;

B) B IAcCHOpPT apXHuBa;

r) B zeno gouaa
4)BeiOepuTe nMpaBUIIBHBII OTBET
1. Xpanenue D/] 10KHO OCYIIECTBIATHCS PU TEMIIEpaType:

a) 10-23°C
6) 5-15°C
B) 17-19°C
r) 10-18°C

5)IIpu HapyIIEeHNH TEMIEPATYPHO-BIAKHOCTHOTO PEKHMA B XPaHWIINIIE
3/1 KOHTPOJIb TEMIIEPATYPHI M BIAXKHOCTH BO3/yXa JJOJDKEH OCYIIECTBISITHCS
a) OJIMH pa3 B HEJIEIIO;
0) [Ba pa3za B HEJIEJIO;
B) OJUH Pa3 B CYyTKH;
r) oxauH pa3 B TeueHue 10 nuei
6)Ormnpenenure:
Yro Ha3bIBaeTCS JOKYMEHTOM?
A) MaTepuanbHBII HOCHTENb JaHHBIX O 3alMCAaHHOM Ha HEM WH(pOPMAIWH,
NpeHa3HAYeHHO IS IepeAady BO BPEMEHH U IIPOCTPAHCTBE.
b) npencrasnser coboii mporiece co3aanus U 0pOPMIICHHS JOKYMEHTOB.
B) 3adukcupoBaHHas Ha MaTepHaNbHOM HOcHWTene HWHpOpPMAaIui C
PEKBH3HTaMH, ITO3BOJIIIOIINMHE €€ HACHTU(HINPOBATS.
I') 3adukcupoBanHas nHbOPMAMS JUIA IPHIAHNS 3aKOHHOCTH,
MPaBOMEPHOCTH
7)DNeKTPOHHBIN JOKYMEHT — 3TO ...
A)mrobast 3iekTpoHHast nHGOpMAIKs, XpaHUMas B UCXOJAHOM (hopMaTe i TOro
MPUIIOKEHUS, B KOTOPOM OHa ObLi1a co3aaHa
-B)nrobast TexcToBast 3J€KTpOHHAS MHPOPMALMS, XpaHUMast B HICXOAHOM
thopmate
-B)mo6ast TabnraHast 3eKTpoHHast HHPOPMAaINKs, XpaHUMast B UCXOTHOM
tdhopmate
8)DseKTpoHHAs KOs JOKyMEHTA, N3rOTOBJICHHOTO Ha OyMa)KHOM HOCHTENE —
370 ...
A) 2JIEKTPOHHBIN TOKYMEHT
B) anexTpoHHEBIN 00pa3 JOKyMeHTa
B) anextponHas nudposas noAmnuch
I') TBepmas xomus JOKyMeHTa
9)CootHecure Bub! fokyMeHToB HIIb mo HazHadeHuro:
A) 3akonooamenbHbie U HOPMAMUBHO-NPABOGbIE AKMbL;
b) Hoxymenmst no cmanoapmuzayuu,
B) Hopmamuseno-memoouyeckue 0oKyMeHmol
1.I'CHOY;
2.TOCT P 7.0.97-2016;
3. IHCTpYKIHMS T10 JeTIONPOU3BOJICTBY:
4. @3 «06 nadopmanuu, HHGOPMATH3ALNH U 3aIIHUTE HHPOpMaINI»;
5.TOCT P 7.0.8-2013:
6. 3PD «00 apxuBHOM (POHIIE U APXUBAX»:
7. Tpynoso#t u ['paxkmanckuii Kogekc
10)Yxaxxute JOKyMEHT, KOTOPBIH YCTaHABIMBAET TPEOOBAHMA K COJEPIKAHUIO
JIOKYMEHTOB B OpPTraHU3alHH.
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1) 'OCT P 7.0.97-2016

2) rCaoy

3) MHcTpyKIMs 10 1e0npon3BOJICTBY

4) npaBwia o(hOpMIICHUS JOKYMEHTOB

11)IIponomkuTre onpeaeneHue.

PexBusur — 370...

A) oTnIenbHBIC HAIICH Ha TOKYMEHTE.

B) anemenTsI, HanboI€€ UCTIONB3yeMBIe IPH 0POPMIICHHH JOKYMEHTOB.
B) pacmonoxeHHBIE B OINpPENENeHHOW MOCIENOBAaTEIIFHOCTH D3JEMEHTH Ha
JOKYMEHTE.

INotnensHBIe HANNICH ,SIBISIOMIAECS 00s3aTEIHLHBIMH YIEMEHTaMHU
odopmiieHHsT 0PUIHATBEHBIX JOKYMEHTOB.

12)OnpenenuTe peKBU3UTHL, KOTOPBIE SBIAIOTCS 0053aTEIBHBIMU U
o0ecreunBaroT IOPUINIECKYIO CHITY:

1) HauMMEHOBaHWE OpraHU3aALUH.

2) rpuc coriacoBaHus TOKyMCHTA.

3) nara OKyMeHTa U HOMED.

4) agpecar.

5) HanMeHOBaHUE BHJA JOKYMEHTA.

6) pe3OIIOIHSL.

7) Tpud yTBEpIKICHHUS.

8) BU3bI COTNIacOBaHUs TOKYMEHTA.

9) Tekcr.

10) moanuch U nevarb.

11) otmeTka 06 HCTIONHATEITE.

12) otmerka 006 UCTIOIHEHHUH TOKYMEHTA M HAMPABJICHHH €0 B JIETI0

13)Pacnpenenute JOKyMEHTHI IO TPYyMIIaM:
1) opraHu3aoOHHEIE;

2) pacropsiAuTeNbHBIE;

3) nHPOPMALIMOHHO-CIIPABOYHEIE.
A) TIONIOKeHNEe  B) MPHKA3bl T) CIIPaBKH; 1) HHCTPYKIUH; €) PaclopshKeHHE,
) TPYZOBask KHIKKA,;
3) IOCTAaHOBIICHUS; K) yCTaB; JI) MUCHMO
14)JomxHOCTHAST HHCTPYKIHS — 3TO. . .
a) HOpPMATHBHBIA JOKYMEHT, M3JaBacMbli OpraHu3anmuell B  LEsIX
periaMeHTalul  JeSTeIbHOCTH  OPraHM3alMOHHO-TIPABOBOTO  MOJIOKEHUS
paboTHHKa, e€ro OOsA3aHHOCTEH, MpaB, OTBETCTBEHHOCTH M OOCCICYCHUS
ycioBuid ero 3¢ GeKTHBHON paboThI;
0)paBoBoOA aKT, YCTaHaBJIMBAIOILIUN IpaBuia, perynupyromue
OpraHW3aIlMOHHbIE, HAYYHO-TEXHUYECKHE, TEXHOJOTHMYECKUE, (PMHAHCOBBIC WU
WHBIE CTOPOHBI NEATCIBFHOCTH YUYPEXKICHHHA, OpraHU3aluil, MPEANpUATHH, HX
TIOIpa3IeIICHUH, CITyK0 U OTACITBHBIX JOJDKHOCTHBIX JIHIT;
B) MIPUHATHIA B YYPESKACHUU MOPSAOK CO3IMaHUS, OPOPMICHHUS U UCTIOTHEHUS
JOKYMCHTOB.
15)TononHuTe TPYIIIBI HA KOTOPBIE ASNATCS TPHUKA3bI:
1) TIpoGuieMsl CO3MaHUSI, TUKBUAAIIMHA KOMUCCHIA, COBCIIIATEIBHBIX OPraHOB;
yTBEPXKIEHHE Yero JIN00; MPeA0CTaBICHHE MPaBa MOAIKCH; - 9TO MPUKA3bI

2) TIpobGemsl prHAHCHPOBaHMS; OOECIICUCHHUs 000PYI0BaHHUS, MATCPHATIAMH;
odopmIIcHHE PE3yIbTATOB, UTOTOB PA0OTHIL; - 3TO MPHUKA3HI 11O ....

3) Tlpuem, yBOJIBHEHHUE, TIEPEBOJI, KOMAHIUPOBKH, PEIICHHE COI. BOIIPOCOB; _

9TO MPUKA3HI .....

16)/JaiiTe onpeneseHue aKTy.

1. IOKyMEHT, IOATBEPKAAIOIINH KaKie-TH00 COOBITHS CITYKEOHOT0 XapakTepa.

2. TOKYMEHT, COCTaBJICHHBII IS TOJTBEPKACHHS YCTAHOBIICHHBIX (haKToOB,

COOBITHH, JICHCTBHIA.

3.10KyMEHT, OOBSCHSIONIMIA PUHIUIT KaKOTro-JIM00 AelcTBus, (hakTa,

MIPOUCIIECTBHSI.

4.IOKYMEHT, KOTOPBI HHPOPMHUPYET PYKOBOJICTBO 00 M3MEHEHIH MeCTa

coObITus, (hakTa, sIBICHUS

17)laiite onpeneneHne CpaBKu
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1). TOKyMEHT, COCTaBJICHHBIN JUISl TIOATBEP KICHHUS Yy CTaHOBJIEHHBIX (PAaKTOB,
COOBITHH, JICHCTBHIA
2). TOKyMEHT, OOBSICHSIOIINIT MPUHIINI KaKOro-1100 eicTBys, akra,
MIPOMCIIECTBHUS
3). JOKyMEHT, MOATBEPIKAAIOIINI KaKnue-T100 COOBITHS CITy>KeOHOTO Xapakrepa
4). TOKyMEHT, KOTOPbIi HHHOPMHUPYET PYKOBOJCTBO 00 M3MEHEHUH MecTa
coObITHS, (haKTa, IBICHUS.
18)B pe3syabraTe NpOX0KIAEHHUS IPOLEAYPEI OTOOpA NPUHATHS Ha padoTy
rpaskAaHe MOAJaloT ...
a) pe3rome;
0) MICEMEHHOE 3asIBJICHNUE;
B) aHKETY.
19)DneKTpOHHBIN TOKYMEHTOOOOPOT — 3TO ...
A) opraHuM3anioHHO-TEXHHYECKasi CUCTEMa, TPeJICTaBIISIONIast coO0i
COBOKYITHOCTB TPOrPaMMHOT0, HH(OPMAIIHOHHOTO U alllapaTHOTO
obecrieueHHts1, pean3yonas XpaHeHHe 1 00palleHNe IIEKTPOHHBIX
JIOKyMEHTOB
B) opranuzannoHHO-TeXHUYECKAsE CUCTEMA, 03BOJISIONIAst OBICTPO BHIBOAUTH
Ha Ievars JIo00i JOKyMeHT
B) opranu3annoHHO-TEXHIYECKAs! CHCTEMA, TI03BOJIIONIAs IEPECHIIATh
JOKYMEHTBI MEK/Ty KOMITBIOTEPaMHU
20)IIpenmymiecTBa  JIEKTPOHHOTO  JAOKYMEHTOOOOpOTa B CpPaBHEHHH C
OyMaKHBIM:
1. ynoOCTBO XpaHEHUs JOKYMEHTOB;
2. BO3MOXHOCTb Pa0OTBl B OpraHU3alMUsAX C IOCTOSHHBIMHU CTPYKTYpPHBIMH
N3MEHEHHSIMUY;
3. 3 peKTUBHBIN KOHTPOJIb 32 UCIIOJIHEHHEM TIOPYYCHU,
4. ycKOpeHue oucKa JOKyMEHTOB
21)CkaHupOBaHHE JTOKYMEHTA SBISCTCSI ONepalieit JIaHHBIX.
1) mpeoOpazoBanus
2) TPaHCTIOPTHPOBKH
3) ouneTpanm
4) hopmanmzanim
22)DnexktpoHHoe Jieso HopMHUPYeETCs:
1) TONBKO MCHOTHEHHBIMHU JOKYMEHTAMHU
2) UCHOJIHEHHBIMH JJOKyMEHTaMH U KOTIMSMH JOKYMEHTOB, HAXO/SIINXCS B
pabore 3) opurnHazamu, YePHOBUKAMHU U KOMUSIMH TOKYMEHTOB OJTHOTO BHJIa
4) BceMH BXOJASIIUMH TIOKyMEHTaMH OpraHU3aI[uu
23)3nexrponnas nudposas noamucs (D) — 3to ...
1. cpencTBO MpeaoXpaHeHus: HHPOPMALIMOHHBIX POLIECCOB OT
LIeJICHATIPABJICHHBIX MTOTIBITOK OTKIIOHUTH UX OT HOPMAaJIbHBIX yCIIOBUH
MIPOTEKaHMS;
2. IOCINeI0BAaTEIbHOCTH CUMBOJIOB, IIOJTyUCHHAs! B PE3yJIbTATE
KpuITorpadguieckoro npeoOpa3oBaHus JIEKTPOHHBIX TAHHBIX;
3. mpomeccel TEHEpalMM, XPaHCHMS, PpaCIpeleiCHUs, YHUYTOXKCHUS,
apXMBUPOBAaHMA W WCIOJIB30BaHUS KIIOYEH B COOTBETCTBUM C NPUHATOH
MIOJIUTUKOM 6e30MacHOCTH
24)3nekTpoHHas U(POBAst TOANKUCH 00ECTICUNBACT:
a) OXpaHy MEePCOHAIBHOM HHPOPMAIIUHU OT IEepexBara
0) mdpoBaHue TEKCTa TOKYMEHTa, IIEpeaBaeMoro 1o CeTH
B) MOJUITMHHOCTbH MOJIIIUCEH JOKYMEHTA
25)JIokyMeHT, B KOTOPOM HH(OPMAIIHS MIPEICTABICHA B JJICKTPOHHO-IIH(POBOi
¢dopme, — 31O
26)ConocraBbTe:
a) PEKBU3UT JIIEKTPOHHOTO 1) koHpHICHINATBHOCTD
JIOKyMEHTa, [IPeAHA3HaYCHHBIN U1l | MH(pOpMaIn
€ro0 3aIIUTHI OT MOJIEIIKH
0) TOKYMEHT, HOATBEP K IAFOIIHIA 2) cepTudUKAT KIIF0Ya ITOAMHCH
MOVTMHHOCTD 3JIEKTPOHHOM
1dpoBoi moanrcH
B) TpecOOBaHUE HE TIEpEIaBaTh 3) nmuueH3us
nH(OpMALIUIO TPETHUM JIHIIAM
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| 4) snexTpoHHas udpoBas MOAMUCH

OrtBer: a —
6 —

B —

27)Cpok XpaHEeHH s MEKTPOHHBIX JOKYMEHTOB:

A.Ha 1 ron noneire OyMaKHBIX

B.Takoii xe, kak OyMa)KHBIX

B.Ha 6 MecsinieB MeHblIe OyMaXkKHBIX

I'.BCce 3IIEKTPOHHbIE JOKYMEHTBI XPAHATCS IIOCTOSHH

28)PeKBH3HT ICKTPOHHOTO JOKYMEHTA, IPeAHa3HaYCHHbIN Ul €r0 3aIlUThl OT
TIOJIJICIIKH, — JJIEKTPOHHAsA U (POBas ...

29)Kakoe ycioBue He SBISICTCS OOS3aTCIBHBIM TIPH ApXUBHOW XpaHEHHH
NIEKTPOHHBIX TOKYMEHTOB?

a) Hammume B apxmBe NPOTPaMMHO-TEXHHYECKHX CPEACTB OISl XPaHEHUs,
KOIIMPOBAHUS U BOCIIPOU3BEICHHS 3JIEKTPOHHBIX JOKYMEHTOB.

6) OoOecrneueHne  pexMMa  XpaHEHHS  JJIEKTPOHHBIX  JIOKYMEHTOB,
HCKJIIOYAIOIIETO yTPaTy, YHUYTOKEHNE NI UCKAKEHHE MH(POPMALNH;

B) Hanmuue B mrate apxuBa pabOTHUKOB TOJIBKO 10 4071€eT

30)DnekTpoHHOE COOOIICHHE, MOAMHUCAHHOE IICKTPOHHOM 1H(pPOBOI
MIOJNIUCHIO, TIPU3HACTCS!

1.37IEKTPOHHBIM TOKYMEHTOM, PABHO3HAYHBIM JJOKYMEHTY, 2.OANNCAHHOMY
COOCTBEHHOPYYHO! TOAIHICEHIO

3.3NEKTPOHHBIM TIOKYMEHTOM 0€3 FOPHIMIECKOH CHIIBI

4.xomuel JOKyMeHTa, MOANNCAHHOTO COOCTBEHHOPYYHOM TOAIICHIO
5.3aBepeHHON KOMHMeH JOKyMEHTa, MOINHCAaHHOTO 6.COOCTBEHHOPYUYHOH
TIOJIITUCHIO

IIpakTHyeckne 3a1aHus

D)IIpoananu3upyiiTe ycTaHOBOYHBIC JaHHbIC 3aiaHus. Ha3oBuTe HapyuieHws,
JIOIyIIEHHbIE B OOECHEUYeHHH COXPAHHOCTH JOKYMEHTOB B apxuBe. B
COOTBETCTBUM C HOPMaTHBHBIMH JIOKYMEHTaMH (Ha30BUTE UX) C/ENATE BHIBO/,
Kak 00eCHeYnTh COXPaHHOCTh JIOKYMEHTOB B JAHHOM apXHBe.

OJNeKTpPOHHBIC JIOKYMEHTBHl TIpH IMepefadye B apXUB HE  IPOXOAAT
aKKIMMAaTHU3alMI0, XPAHITCS Ha JUCKAaX B OJHOM IOMEIIEHHE C JOKYMEHTaMHU
Ha OyMaXHBIX HocHTensx. DyTispsl Ha JOKYMEHTaX OTCYTCTBYIOT. B apxmBe
METAUIMYECKUE CTEIAXKH. B  apXuB CBOOOAHO 3aXOJiT COTPYAHHKH
OpraHU3aliy ¥ padoTaIOT C JOKYMEHTaMH.

2)[Ipoananu3upyiiTe yCTAaHOBOYHBIC IaHHbIC 3amaHus. Ha3oBuTe HapyuieHws,
JIONyIIEHHbIE B OOECHEUeHUH COXPAHHOCTH JOKYMEHTOB B apxuBe. B
COOTBETCTBUH C HOPMAaTHUBHBIMHU JOKyMEHTaMH (Ha30BHUTE MX) CHAETANWTE BBIBOJ,
Kak 00eCHeYnTh COXPaHHOCTh IOKYMEHTOB B JAHHOM apXHBe.

Apxu D] HaxomuTcs B O(QHCHOM IOMEUICHHH. YPOBEHb OCBELICHHOCTH
apxuBa 1005nk. B apxuBoxpanmmume Haxogurcs opucHas Me6ens. COTpyTHUKH
paborator ¢ DJ] 06e3 mnepuatok. Temmeparypa W BIQXHOCTh BO3AyXa B
XpaHWIHUILE He U3MepaeTcs U GUKCUPYETCs.

3) Cospaiite 3MeKTPOHHBIN AOKYMEeHT - Komuccus moj mpejacenareibCTBOM
HadaJbHMKAa TEXHHWYECKON rpynmsl BomoBoro A.A. M 4JIEHOB KOMHCCUHU
Bopucosa M.IO., HayanmpHHKa aIMHHHUCTPAaTHBHO-XO3SHCTBEHHOTO OTAENA,
CwmupnoBa JLII., Oyxrantepa, u PomanoBoit M.K., oducmenemxepa 3AO0
«JleoHTHs» Ha OCHOBAaHUM JOKJIAIHOW 3amHCKH oduc-meHemKkepa PomanoBoit
N.K. 11.07.20__ r. mpoBena NpoBEpKy TEXHUUYECKOIO OCHAIIECHUS MPUEMHOMN
TEHEepabHOr0 JUPEKTOpa WU IpHU3HAJa HETOJHBIMU JUIl O3KCIIyaTallud
KONMpoBabHBIN anmapar Xerox 345(1 wmrt.), mpezaep (uHB. HOMep 367, 1 wrT.),
¢daxc 47823 (1 wr.). [Ipu3HaHHas HENPUTOAHOW AJISL SKCIUTyaTallMM TEXHUKA
Obl1a mepenaHa Ha ckyan npeanpusitus. [lo ycraHoBineHHOMY (hakTy KOMHCCHS
COCTaBMWIJIA KT MpHUEMa-TiepeJauyll OPITeXHUKU B 3 9k3. (1-if 9K3. — HAYABLHUKY
aJIMUHHCTPATUBHO-X03IHCTBCHHOTO OT/Aea, 2-if — 31 rmaBHOMY Oyxranrepy, 3-
i — B meno 23-02), KOTOpBIi OB yTBEP)KACH T'€HEPATIBHBIM THPEKTOPOM
Crenanossim 1.1
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4) Cospaiite mpuka3 aekaHa (axkyipTeTa O MPEIOCTABICHHH CTYACHTY
akajgeMudeckoro ormycka. 3. IloanumuTe mpuka3 3J€KTPOHHOM MOIIMHCHIO C
UCTIONIb30BaHUEM BUIAMMOM cTpoku noanucu. Ilponecc noanucanys onuIuTe

5)[IpoBeauTe KOPPEKTHPOBKY (parMeHTa HOMEHKIATYPBI Je, ONpPEIeIUTE
MPaBUIILHOCTh 3aMOJHEHUsI KOMOHKU. CpOK XpaHeHHs! Aejia, HoMepa crarei 1o
TIEPEUHIO ¢ UCTIONBb30BaHueM cepBruca Apxusuct Ounaiin u [epeuns 2010

02. Oraen kanpon
011 Mo TEHOCTHEI: HECTPYEIIEH COTPYIHHKOE | 1 75 ner
er.77a
012 IllraTasie PacHCAHAS H HIMEHEHHA K 1 3roma Tloanuemmia 2
mrM. Konem cr. 718 dene 17K
013 Tpuxas Jupextops no ocHOBHOH 1 o smuoeasms Tloammmmu &
aestensroctH, Komm AazobHOCTH KaHuCAPIN B AcTe
c1.19a 12K
014 Tprrass: TpesTopa 7o AHeTOMY 1 75 aer ALK
cocTaBy (0 MpHeMe, NePeMemICHAH, cr. 196
VBOJBHEHHH H Ip.)
015 Tlpukass! THpeKTOpa O MpedocTasTeran | 1 5 et
EHETOTHEN ONITATHEAEMEIX OTIVCEOR er. 198

Hawamenuk 07773 ASTOMPORIBOACTEE Meiugema Memmmxmma TTP.

VYKakuTe MPEeHMYIIECTBA KAXIOTO CII0C00a, OMPENENCHNsI CPOKOB XPAHEHUS
JOKyMEHTOB

6)ChopmupoBath 1 0OPMHUTH J€j1a BPEMEHHOTO XpaHeHus, cbime 10 et .
ApxuBapuycy OpraHu3anuyd ObUIM  OPEAOCTAaBICHBI  J€ia, YaCTUYHO
c(hOpMUPOBAHHBIC U B POCCHIIIH.

Crenaiite BBIOOPKY MPEIIOKCHHBIX JOKYMEHTOB, OTCKaHHUPYHTE OTOOpPAHHBIC
nena (JOKyMEHThl) BpeMEHHOTO XpaHeHus, cBbiiie 10 jieT;

Jis men ¢ UCTEKIIMMH CPOKaMH XPaHEHHs CO3JaiiTe akT 00 YHHYTOXCHHH
JOKYMCHTOB.

7) Y cekperapsi CTPYKTYPHOTO TIOJAPA3JCICHUSI HA TEKYIIEeM XPaHCHUH
HAXOJIMJIMCh JOKYMEHTBI: MHCbMa, 3alpOChl, KaJ0Obl, MPHUKAa3bl, CIyXeOHbIC
JIOKJIaJIHbIEC 3aMKCKHU, JOTOBOPHI M MP. JOKYMEHTHI. KaK B JJICKTPOHHOM, TaK U
OymakHoM Buze. Pacrpemenure MTOKYMEHTBI B COOTBETCTBHU C MPH3HAKAMH
KIaccuQUKAMK ¥ OPUMHUTE PAlICHHC KaKue JOKYMCHTBI MOJICHKAT
ckanupoBanuto. Orckanupyiire. Chopmupyiite nena aas apXUBHOIO XpaHCHHUS
B 3JICKTPOHOM BH/JIC.

8) IocTymun 3ampoc MO 3. MOYTe O MOATBEPXKICHHH MPOM3BOJICTBEHHOTO
CTaka Ha npeanpustud B nepuof ¢ 1963-1973 roa. [loaroroBeTe apXUBHYIO
CIPaBKYy, CKaH-KOIHMIO TPYAOBOM KHIKKH. [JIs1 3TOrO ONpenenuTe napaMmeTpsl
CKaHWPOBAHUs, OTCKAaHUPYHTE OKYMEHT, COCTaBbTE CIIPABKy M OTIPABHTE IO
MecTy TpeOOBaHHS AJIEKTPOHHOM MOYTOH.

9) Co3paiire anmekTpoHHBIH gOKyMeHT - Jupekropy 3A0 «MoHOIUT»
OctpoBckomy D.A. oT HavasibHUKa nuoHepiareps: Kopurynosa JLII. JJoxnanHas
3anucka. CoriacHO BamieMy MPEANHCAHUI0 MHOIO COBMECTHO C TEXHHKOM-
cmotpureneM JlesutoBeiM P.A. 7-8 mas 2004 romga mpoBeIeH OCMOTP JKHIIBIX
moMemnieHnit 0a3pl  oTAbIxa Hamed ¢upmel. Bcee oxmimsle  koprmyca B
YIOBJIETBOPUTEIBHOM cocTosiHMM. Opnnako B kopmyce Ne 1 HeoOxommmo
BCTaBUTh CTeKia, kopmyc Ne 2 criemyer moOenuth, a B Kopmyce Ne 3 Hamo
nojorHath ABepH. [locie ycTpaHeHWs] 3THX Ie€(EKTOB M COOTBETCTBYIOIICH
yOOpKH JKHJIbIC TOMEIIEHHs OyIyT NPHUTOAHBI Uil TpHEMa OTIBIXAIOIIHX.
Havaneuuk nuonepnareps JI.n.Kopuynos. 10.05.2004

10) CodopmupoBarth JHYHOE JENO COTPYAHHUKA M3 O3JCKTPOHHBIX H
CKaHMPOBAHHBIX JIOKyMEHTOB (Henocraromue JTaHHBIE BHECTH
CaMOCTOSTENIFHO): - 3asBJICHHE O NpHeMe Ha paboTy, - JMYHBIA JHCTOK MU
aHKeTy, - aBTOOHOTrpaduio, - KOIHIO JTOKyMEHTa 00 00pa30BaHUH, - BBIIHCKY U3
IpHKa3a o npueMe Ha paboTy, - OIUCH Jiena.

YueOHast mpakTHUKa
[1O3Brinonnenne

paboT MO AOKHOCTH
«ApxuBapuyc»
Y1,¥2,¥01.1 Y01.3 Y01.5

[Tpe3eHTarus OTUETA MO MPAKTUKE HA OCHOBE MHIUBUIYAILHOTO
3a1aHus
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v02.1 ¥02.2Y03.1 ¥03.2.
¥03.3 ¥05.2Y05.1. Y06.1
31, 33, 34,301.1. 301.2 301.3
301.5302.2. 302.1. 303.1.
303.2 303.3 305.1 305.2
306.1

¥2,¥3,¥01.1. Y01.3. YO1.5.
¥02.1 ¥02.2. ¥03.1. ¥03.2.
¥03.3.Y04.1. Y04.2. Y05.2.
Y05.1

31, 32,301.1301.2 301.3.
301.5.302.2 302.1 303.1.
303.2.303.3 304.1 304.2.
304.3. 305.1. 305.2

Kpurtepun ouenku 1upepeHupoBaHHOIO 3a4eTa

- «OTIMYHO» - TEOPETHUYECKOE COJEpKaHHWE Kypca OCBOEHO IIOJIHOCThbIO, 0e3 MpoOesnos,
yMeHHUs1 CHOPMHPOBAHBI, BCE NPEAYCMOTPEHHBIE NPOTPaMMOM ydeOHBIC 3a/JaHUSI BBIOJIHEHBI,
KaueCTBO UX BBIIIOJIHEHUS OLIEHEHO BBICOKO.

- «Xopomo» - TEOPETHYECKOE COJEpKaHHE Kypca OCBOEHO MOJHOCTbIO, 0€3 IMpoOernos,
HEKOTOpbIe YMEHUsI C(OPMHUPOBAHBI HEJJOCTATOYHO, BCE MPELYCMOTPEHHbIE NTPOrpaMMOi yueOHbIe
3a/1aHus BBIMOJIHEHbI, HEKOTOPHIE BU/IbI 33JaHUN BHITIOJHEHBI C OLIMOKaAMH.

- «Y IOBIIETBOPUTEIBHO» - TEOPETHYECKOE COJEP/KAHUE Kypca OCBOCHO YAaCTUYHO, HO
npoOenbpl HEe HOCST CYHIECTBEHHOTO XapakTepa, HEeOoOXOAMMbIE YMEHHS pabOThl C OCBOSHHBIM
MaTepuajJoM B OCHOBHOM C(OpMHpPOBaHbI, OOJBIIMHCTBO MPEAYCMOTPEHHBIX MPOTrpaMMOi
o0ydeHHss y4deOHBIX 3aJaHUM BBIIIOJIHEHO, HEKOTOpBbIE U3 BBIIOJHEHHBIX 3aJaHUN COjAepKat
OLIMOKH.

«HeynoBneTBOpUTENBHO» - TEOPETUUECKOE COAECPIKAHUE Kypca HE OCBOCHO, HEOOXOAUMBbIE
yMeHUs He c(hOpMHUPOBAHbI, BBHITOIHEHHBIE YUeOHbIE 3aJaHUs COAEPIKAT IPyOble OMINOKY.
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4.2.2 Ix3aMeH (KBaJIPUKANUOHHBII)
OueHovHbIe CPeACTBA MPOMEKYTOYHOM ATTeCTAIUM N0 NPOo¢ecCHOHAITBHOMY MOYJII0 — IK3aMeHY (KBAJIU(PUKAITUOHHOMY)

Koo NmeTth mpakTH4eCKUi YMmetb 3nath (3)
11K/ onsIT (I10) Y) OueHoYHBIE CPeACTBA
OK
IIK | [103 | V1, 31,33,34, | 3aganmue 1
3.1, y2,¥01.1 | 301.1. VHCTpyKLHs
OK Y01.3 301.2 o
1 vol.5 3013 1. BaumaTenpHO MpOYMUTANTE 3a/1aHHE.
OK v02.1 301.5 2. BBl MOXeETE BOCITONB30BATHCS 3aKOHOAATEIbHBIMHI nokymertamu; [OCT P 7.0.97.-2016.MeToauueckuMH JOKYMEHTaMU;
2, vV02.2 302.0. YHuupuupoBaHHble U TUIIOBbIE yueTHbIe popmbl. Caiit DenepanbHOro apXxuBHOTO areHTcTBa http://archives.ru/, Pocapxus PO,
OK v03.1 302.1. 3. Bpemst BeimonHenus 3aganus —1 gac
3, v03.2. 303.1. TekcT 3aJ1aHUA:
OK Y03.3 303.2 [TpoBouM 00pabOTKY TEKCTOBBIX 3JIEKTPOHHBIX JTOKYMEHTOB (T.€. PEIAKTUPYEM U CUCTEMaTH3HPYEM, CTPYKTypHpPYEM) B COOTBETCTBUU TPEOOBAHUSIM
5, ¥05.2 303.3 I'OCT P 7.0.97-2016 u Texuomoruu paboThl ¢ JOKyMeHTamH. JIOKyMeHTHI mpoluieiure oO0paboTKy BHOCHM B JJEKTPOHHYIO (QoOpMy  yueTa
OK Y05.1. 305.1 AIEKTPOHHBIX JOKYMEHTOB MO pasmenaM HoMeHKmatypbl neia( MS Excel) tem cambiM mpoBoaum (opMupoBaHHE HH(POPMAIHOHHO-CIIPABOYHOIM
6 Y06.1 305.2 CHCTEMBI y4yeTa JOKyMEHTOB 3JIEKTPOHHOTO apXHBa .
306.1 KPUTEPUHU OLIEHKH
Koab! npoBepsieMbix | OcHoBHbIe Moka3aTenu oneHku pesyastata (OIIOP) | Onenka
KOMIIeTeHIH i (ma/
HeT)
IIK 3.1. BeINOJHATH OIIOP 3.1.1.0pranmsyet npuéma, o00paboTKy u
paboThI 110 XpaHEHHE TOKYMEHTOB Ha pa3HbIX HOCHTEISIX B
(bopmupoBanuto COOTBETCTBHH C 3aKOHOJATEJIbHBIMA 1 HOPMATUBHBIMU
rpagudeckux o0pazoB JIOKYMEHTaMU 10 JeJIONPOU3BOICTBY U ApXMBHOMY JAENY
AOKYMCHTOB OIIOP 3.1.2. OprauusyeT u MpOBOAMUT OLU(POBAHKE

JIOKyMEHTOB apXHBa B COOTBETCTBUHM C JICHCTBYIOIIUMHU
3aKOHOJIATEIbHBIMHU aKTaMU M HOPMaTHBaMHU

OI10II 3.1.3. OGpabaTbIBaeT MOJYYEHHYIO 3JIEKTPOHHO-
rppoByI0 HHHOPMAIIHUIO B COOTBETCTBUH C
JECHCTBYIOIMMH 3aKOHOAATEIbHBIMU 1 HOPMATUBHBIMHA
JOKYMEHTaMH I10 JeJIOTIPON3BOACTBY U ApXUBHOMY JIEITy

n
OK.1.TITonumath OIIOP1.1.1.[lemoHcTpanus nHTEpeca K Oyayei
CYIIHOCTb U npodeccuu B Mporecce 0CBOSHHUs 00pa30BaTENbHON
CONMATbHYTO MPOTPaMMBbI
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Jost

3HAYUMOCTb CBOEH
Oyayuei npodeccun,
MPOSBIIATE K HEH
YCTONYMBBIN HHTEpEC

OIIOP1.1.2. leMoHCTpaIust MPaKTUIECKOTO OMBITa

OIIOP 1.1.3. Ygactue B omuMnIHagax, KOHKypcax
npo(hecCHOHATBLHOI'0 MAaCTepCTBa

OK.2.0prann3oBbIBaTh
COOCTBEHHYIO
JesATeNEHOCTD,
BBIOMpATh THIIOBBIE
METOJBI M CIIOCOOBI
BBITIOJIHCHUA
npodhecCHOHATBHBIX
3aJa4, OLICHUBATh UX
3¢ GEKTUBHOCTD U

OITOP 2.1.1.Be16op 1 mpuMEHEHHE METOJIOB U CITIOCOOOB
penreHus npohecCHOHANBHBIX 3a7a4 B 001acTH
JIOKYMEHTAI[MOHHOTO 00ECIICUCHUS! YIIPABICHUS U
apXUBOBEICHUS

OIIOP 2.2.2.CBoeBpEMEHHOCTh CAAYM 3aJaHUI, OTUYETOB

OI1OP2.2.3.PannoHanbHOCTh INIAHUPOBAHUSA U
OpraHu3aIuy IEeATEIHbHOCTH 110 BBITIOJIHEHHIO 3a1aHUN U
KypCOBOH pabOTHI, MOATOTOBKH K IK3aMEHAM

Ka4yecTBO.

OK.3.Ilpuanmars OIIOP 3.1.1. AHanu3 cTaHOapTHON M HECTaHIAPTHOM
peuicHus B CUTYyalluH

CTaHAapTHBIX U OIIOP 3.2.2. Br160op onTUMAIBEHOTO PEIICHUS
HECTaHIapTHBIX CTaHAAPTHOW U HECTAaHJAPTHOM CUTYalUH

CUTyallusaX U HECTH 3a
HHUX OTBETCTBCHHOCTD

OIIOP 3.3.3. AprymeHTanus penieHns IpoOIeMHBIX
3a7a4 U cuTyanui

OK.5.1cnonp30Bath
nHpopManOHHO-
KOMMYHHUKAIIHOHHEIE
TEXHOJIOTUH B
po¢eCCHOHATBHOM
JIeSITEIbHOCTH.

OIIOP 5.1.1. Ucnons3oBanune UKT («KoHcynpTanT
[Imocy «1C:IIpennpusitue, NakeT NPUKIATHBIX
nporpamm «Microsoft Officex»: Tabnuanbiit

nporeccop Microsoft Excel, TekctoBsrii

nporeccop Microsoft Word,

Opaysep Microsoft Internet Explorer,), HeoGxoaumbie st
BBINOJIHEHHS NpodeccroHaNbHbIX 33/1a4 B oonact [JJOY
W apXUBOBEJICHUS

OIIOP 5.2.1. Ucnons3oanue MKT npu noaroroske
HCCIICIOBATEIILCKON M TBOPUYECKOM paboTHI

OIIOP 5.3.1. Ucnonb3oBanue UKT npu yyactun B
JMCTaHIIMOHHBIX OJIMMITHAax, KOH(EpeHINIX,
KOHKypcax

OK.6. Paborats B
KOJUICKTHBE U
KoMaHie, 3 PEeKTUBHO
o0mIaTecst

C KOJIIeraMu,
PYKOBOJICTBOM,
MOTPEOUTENIMU

OIIOP 6.1.1. B3aumogeiicTBue ¢ 00y4JaromuMucs B
y4eOHOM U BHEYUYCOHOH NIeATEIbHOCTH

OIIOP 6.2.1. BzauMmopelicTBHE ¢ MPENOAaBaTENIMU B
y4eOHOM U BHEYUYCOHOH e TEIBHOCTH

OIIOP 6.3.1. B3aumopeticteue ¢ paboronarenem B
IIpolecce MPOXOKACHUS MPAKTUKU

OLICHKH 00pa3oBaTEeNbHBIX JOCTHKEHHH 0OydYaloluXcsi TMPUMEHSETCs]  YHUBEpcajibHas

[IKaJla OLEHKH
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00pa3zoBaTeNbHBIX TOCTHKEHUHN

IIporneHT pe3ynbTaTUBHOCTH KauecTBeHHas OlIEHKa YPOBHS HOATOTOBKH
(IpaBUJIBHBIX OTBETOB) Oa (oTMeTKa) BepOaJIbHBIN aHaJIOT
90 + 100 5 OTIMYHO
80 + 89 4 XOpOUIO
70 =79 3 YJIOBJICTBOPHUTEIILHO
menee 70 2 HEYI0BJICTBOPUTEIIBEHO

I10

v2,V3,
YO01.1.
Y01.3.
Y01.5.
¥02.1
¥02.2.
V03.1.
Y03.2.
v03.3.
Y04.1.
Y04.2.
Y05.2.
v05.1

31, 32,
301.1
301.2
301.3.
301.5.
302.2
302.1
303.1.
303.2.
303.3
304.1
304.2.
304.3.
305.1.
305.2

3amanmue 2.

HNucrpyknnsa

1. BHuMmarensHO HpO‘IHTaI;'ITe 3a1aHuC.

2. BBl MOXeTe BOCITOIb30BaThCS 3akoHoaatenbHbiMK gokymenTamu; TOCT P 7.0.97.-2016.MeToauuecKuMu 10KyMEHTaMHU;
YHuupUIUpOBaHHBIE U TUIIOBBIE YueTHbIE (opMbl. CailT PeiepabHOTO apXUBHOTO arenTcTBa http://archives.ru/, Pocapxus P®,

3. Bpems BoinonHeHus 3ananus — 1 yac

TekcT 3amanus:

1) TIpoBoauM SKChepTH3y IEHHOCTH  CHCTEMATH3UPOBAHHBIX JIEKTPOHHBIX JOKYMEHTOB . OmpeienseM CpPOKH XPaHEHHUs] OKYMEHTOB C
HCIIOJIb30BaHUEM KaJIbKyJIsATOpa « ApxuB OHIIaiiH» BHECEHHBIX B JICKTPOHHYIO (popMy yuera.

OmnpenensieM JOKYMEHTBI ¢ HCTEKIIUMH CPOKAMH XPaHEHHUSI.

2) JIOKyMEHTBI C HCTEKITUMHU CPOKAMH XPAHEHHUS BKITIOYAEM B DJICKTPOHHBIN aKT O BBIACICHUH K YHHUTOXKEHHIO

KPUTEPUU OLUEHKHN
Koab! npoBepsieMbix | OcHoBHbIe Moka3aTenu oneHku pesyastata (OIIOP) | Onenka
KOMIETeHIH i (na/
HeT)

IIK 3..2 ®opmupoBate | OIIOP . 3.2.1. Opranusyet paboTy apXuBa Ha OCHOBE

U 3arpy’kath JaHHBIC B | HH(OPMAILIMOHHBIX TEXHOJIIOTHH B COOTBETCTBUH C
CUCTCMY JIEHCTBYIOIIMMU 3aKOHOIaTEIbHBIMU M HOPMATUBHO-
SJIIEKTPOHHOIO apXHBa | MeTOAMYECKMMHU JOKYMEHTAMHU IO apXUBHOMY JA€Ty
OIIOP 3.2.2. OprauuzyeT GpopMHPOBAHUE U 3arPy3Ky
0000IEHHBIX JAHHBIX B CUCTEMY 3JIEKTPOHHOTO apXHBa
B COOTBETCTBHUH C 3aKOHOJATENIbHBIMU U HOPMATUBHBIMU
JJOKYMEHTaMH 110 JeJIOTIPOU3BOACTBY U ApPXUBHOMY JIEINy.
OIIOP 3.2.3. Mcmons30Banne B paboTe apxuBa
ABTOMATH3MPOBAHHBIX CUCTEM yU&Ta, PErHCTPaIUH,
KOHTPOJISI IOKYMEHTOB B COOTBETCTBHH C
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I[efICTByIOH.[PIMPI HOPMaTUBHO-METOAUICCKUMHU
JOKYMCHTAMM I10 apXHUBHOMY JCITY

OK.1.Ilonumats
CYIIHOCTb U
COLIMAJIbHYIO
3HAYUMOCTb CBOEH
Oyaymeit mpodeccun,
IIPOSABIIATD K HEU
YCTOWYMBBIN HHTEPEC

OIIOP1.1.1.lemMoHCcTpanus HHTEpeca K OyayIie
npod)eccru B MPOLIECCEe OCBOCHHUS 00pa30BaTeIbHOMN
IPOrpaMMBbI

OIIOP1.1.2. leMoHCTpaIyst MPaKTUYECKOTO OMBITa

OIIOP 1.1.3. Yyactue B omuMnuagax, KOHKypcax
po(hecCHOHATBHOIO MacTepCTBa

OK.2.0OpranuzoBbIBaTh
COOCTBEHHYIO
JIeATEeNILHOCTB,
BBIOMPATh TUIIOBBIE
METOJIbI ¥ CIIOCOOBI
BBITTOJTHEHHS
poheCCHOHATBHBIX
3aj1a4, OLICHUBATh X
3¢ GEKTHBHOCTD U

OIIOP 2.1.1.Bb100p 1 nprMeHEHUE METOJIOB M CLIOCOOOB
peleHust poQecCHoHaNbHBIX 33134 B 00J1acTH
JIOKyMEHTAI[MOHHOTO 00eCIIeYeHus! yIIPaBJICHUS U
apXUBOBEICHHS

OIIOP 2.2.2.CBOeBpEMEHHOCTh CAAYM 3aJaHUNA, OTYETOB

OIIOP2.2.3 . ParioHaIbHOCTH MIIAHUPOBAHUS U
OpraHU3aLyH1 JeSITeILHOCTH 110 BBIIOJIHESHHIO 3aJaHHH 1
KypCOBO# pabOTBI, IOATOTOBKHU K 3K3aMEHaM

Ka4yecTBO.
OK.3.Ilpuanmars OIIOP 3.1.1. AHanu3 cTaHgapTHON M HECTaHIAPTHOM
pelienus B CHUTyalluu

CTaHAAPTHBIX U OIIOP 3.2.2. Be160op oNTUMAIBEHOTO PEIICHUS
HECTaHAAPTHBIX CTaHJapTHOU U HECTAHJAPTHOM CUTYyallUH

CUTyallMsX U HECTH 3a
HHUX OTBECTCTBCHHOCTH

OIIOP 3.3.3. AprymeHTamus pemeHns IpoOIeMHBIX
3a/1a4 U CUTyauuu

OK.4. OcymiecTBasTh
MTOUCK U

OIIOP 4.1.1. Iouck 3HaunMOi HHPOPMAIIMH B
COOTBETCTBHH C MOCTABJICHHBIMH 33/1a4aMH

HCIIOIb30BAHUE OIIOP 4.2.2. Ananu3 v ucnofib30BaHue HHPOpMAIIH
“HpOpMAIUH, Tt 3QPEKTHBHOTO BEITIOIHEHUS PO ECCHOHATHHBIX
HEOO0XOAUMOM ISt 3a1a4, Mpo(ecCHOHATFHOTO ¥ JMYHOCTHOTO Pa3BUTH
3¢ EKTHBHOTO OIIOP 4.3.3. TIposiBneHue 001IeH KyIbTyphl U
BEITIOJTHCHUSI Kpyrosopa

po¢heCCHOHATHHBIX

3amad,

npodeccHoHATLHOTO

JIMYHOCTHOTO

pa3BUTHSL.

JeSITeIbHOCTH

OK.5.Mcnonb3oBaTh OIIOP 5.1.1. Ucnonbs3oBanune UKT («KoHcynpTanT
UH(POPMALIUOHHO- [Imocy «1C:IIpennpustue, NakeT NPUKIATHBIX
KOMMYHHUKAllUOHHBIC nporpamm «Microsoft Officey: TaGnuunbit
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TEXHOJIOTHH B niporteccop Microsoft Excel, Tekcrosbrit
npogeccHoHaIbHOM npoueccop Microsoft Word,

ACATCIIBHOCTH. 6pay3ep Microsoft Internet Explorer,), Heobxoaumbie aist
BBINOJTHEHHS NpodeccroHaNbHBIX 33/1a4 B obnactu JJOY
U apXUBOBEJICHUS

OIIOP 5.2.1. Ucnons3osanue UKT npu noaroroske
HCCIIeI0BATEIbCKOM U TBOPUECKOM paboThI

OIIOP 5.3.1. Ucnonb3oBanue UKT npu yyactun B
JMCTaHIIMOHHBIX OJIMMITHANax, KOH(EpeHIUIX,
KOHKypcax

Jlns  oneHku 00pa3oBaTeNbHBIX JOCTHKEHUH 00ydarolMXCsi TMPUMEHSETCS YHUBEpcallbHas
00pa30BaTeNbHBIX TOCTUKEHUI

[TpoueHT pe3yabTaTUBHOCTH KauecTBeHHas OIIEHKa YPOBHS HOATOTOBKH
(IpaBMIIBHBIX OTBETOB) Oasut (0TMETKa) BepOATBbHBIN aHAJIOT
90 +~ 100 5 OTIMYHO
80 + 89 4 XOPOIIIO
70 +79 3 YIOBJICTBOPUTEIHHO
MeHee 70 2 HEYIOBJIETBOPUTEIBHO

mIKajla OIICHKH
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[Ipunoxenue 1

OBPA3OBATEJIBHBIE TEXHOJIOI'MU, BKJIIOYASA AKTUBHBIE 1
NHTEPAKTUBHBIE METO/bl OBYUYEHUSA

Ha3Banmue Heanb Iliianupyemblit Onncanue NOpPsiAKa MCMOJIb30BAHUS
o0pa3oBar | mcmoJib30Ba pe3yJibTar (aqropuT™M NpUMEHeHHUs) TEXHOJIOTHH B
n eJIbHOM HUSA HCIOJIb30BAHUS NPaKTHYeCKOi nMpodeccuoHaANbLHOM
/ | Texnonoru | o6pazoBaren | odpazoBaTeIbHO AeATeJIbHOCTH
n u(c bHOM i TEXHOJIOTUH
YKa3aHUEM | TeXHOJIOTHH
aBrTopa) /
AKTHUBHbIE
7
HHTEPAKTH
BHbIE
METOAbI
00yueHust
I'pynnossie | ®opmuposan | Co3nanue Ha mepBom srame, pabortas B Tpymmax,
TEXHOJIOTM | M€ HAaBBIKOB | yCIIOBUM JUIS | CTYICHTBI TOTOBAT Marepuan 0
" COBMECTHOHM | aKTMBU3ALINH KOMIUIEKTOBAaHUU 3JIEKTPOHHOTO apXHUBa
(B.K. JIEATENIBHOCT | KOJUIEKTUBHOM Ha  BrOpoM »9Tane  mpeacTaBisiiOT
JpsiueHKO, | M ydYalluxcs. | HO3HABAaTEIbHOM | MPE3EeHTAIUIO 00 OpraHu3alun
Nn.b. Opranuzanus | AesTENbHOCTH. KOMILUIEKTOBaHUSI 3JIEKTPOHHOI'O apXHUBa
[TepBun) COBMECTHBIX PazButue TI0 TUIaHy.
JeHCTBUM HaBBIKOB Ha mepBom sTame cTyaeHTHl MOAOUPAIOT
yJammxcs, TJIAaHUPOBAHUS MH(POPMAIIHIO TIO TEME BBICTYTUICHHS.
BEIyIIMX K | AESATEIbHOCTH, Ha BTOopom »3Tame mnpeacTaBisilOT CBOE
aKTUBU3ALMK | YMEHUS coo011eHue, JIeNaoT BBIBO/IbI 0
y4eOHo- COTpYAHUYATD. 3HAUMMOCTU TPEAJIOKEHHBIX TEXHOJIOTUHN
MM03HABATEIIb PazButue xpareHus J/1.
HBIX CrocoOHOCTeH K
IIPOLIECCOB. UCCIIEIOBATENbCK | Dmanvl:
Oco3Hnanue oil nesrenbHocTU. | 1.  IloAroToBka K  BBINIOJHEHUIO
oOuieit nenw, Coznanue | rpymnmoBoro 3aiaHus.
nenecoo0pas | yciaoBHid Kak sl | - MOCTaHOBKA IMO3HABATEIHHOW 33/1a4H;
HOE CWIBbHBIX, TaK M | - HMHCTPYKTaX O IOCIEA0BATEIbHOCTU
pacopeneneH | 1 cnadbIX | paboTHI.
ue ydaumxcs Ui | - pa3jada IMJaKTH4ecKoro MaTepuana;
00s13aHHOCTE | TOCTHKEHUS 2. I'pynnosas paboTa.
W, B3aWMHasl | BHICOKOTO YpOBHS | - 3HAKOMCTBO c MaTepUajoM,
3aBUCUMOCTh | YCBOEHUS IJTAaHUPOBaHKUE PabOTHI B TPYIIIE;
U KOHTpOJIb. | MaTepuaa. - pacupeleneHue 3aJaHuil  BHYTpHU
TPYIIIIbL;
- WHIMBHUIyATHHOE BBITNIOJTHEHHE
3a/1aHMS;
- o0cyxeHHe WHIBUIYaTbHBIX

pe3yabTaToB paboTHI B IPYyIIIE;
- 00cyxaeHue 0o0ILero 3a/aHus TPYIIIbI
(3amMeyaHMsl, JIOTIOJIHEHMsI, YTOYHEHHUS,
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0000111CHMS);

3. 3aKIrounTEeIbHAS YaCTh.

- UTOTU PabOTHI B TPYIIIIAX.

- aHaJIM3 TO3HABaTEJIbHOMN
pedexcusi.

- 00IIMi1 BBIBOJ O TPYMIIOBOM padorTe.

3a7a4H,

Texnonoru | PazButue dopMupoBaHUe 1.A3yuas npuMepsl  0pOpMIICHUS
o TBOPYECKUX | HABBIKOB PEKBHU3UTOB JOKYMEHTOB B COOTBETCTBHHU
npoOJIeMHO | U BplaBmxkenns u | ¢ 'OCT-7.0.97.-2016;
ro MBICIIUTENIbH | OTCTauBaHUS CTYJEHThl  aHAJIU3UPYIOT HE  TOJIBKO
oOyueHus: | bIx cOOCTBEHHOM MOCNIE0BATENbHOCTh W MPABUIBHOCTD
(k. CIOCOOHOCTE | TOUKHU 3peHust | ohopMIIeHUSI , HO U IOPUIUYCCKYIO CHITY
Heton, W.|# (rumoTe3pl)  Ha | IOKYMEHTa, a Takxke COCTaBJISIFOT
Jlepnep) 00yyJaroumxc | pemenue MEepEUYeHb PEKBU3UTOB  OMNPEACIISIONINI

b yepes | mpoOIeMBbl. KOHKpPETHBIH BHJ JOKyMeHTa, OnaHka. U

CO3J1aHue BripaOoTka | IpOEKTUPYIOT TUIIOBBIE OOPA3IIBL.

npobieMHbIX | cnocobnoctu K | 2.I1o PeI0KEHHON CUTYallUu-

CUTyallUl M | UCCIEAOBATENbCK | YIPAKHEHUIO CTYICHTHl WHAWBHYyaJIbHO

aKTUBM3AIM | UM METOJIaM | BBICTPanuBalOT 0OPMIISIIOT U paCIoNiararoT

10 ux | (aHanwus, PEKBM3UTHl KaKk Ha OJlaHKe, Tak U IpH

caMoCTOsITeNl | MoJenupoBanue, | GopMHpOBaHMM HOKYMEHTA.. MPUHUMAET

BHOU HaOJII0JIEHUE). peuieHue, Kak NpaBWIBHO MPOEKTHPOBATH

JESITENIbHOCT dopmupoBa | U PacMoNOKUTh PEKBU3UTHI OJIaHKA.

. HUe yMeHUs | Omanwvl:

dopMHUpoBaH | MpUMEHSTH - MOCTaHOBKA POOJIEMHOTO

ne 3HaHUS B HOBOW | BOIPOCA;

TBOPYECKOTO, | CUTYyalluu - - mpoOJIeMHOE 3a/laHue M CO3/IaHue

HECTaHJapTH | peUIeHHe MpOOJIEMHON CUTYalH;

oro yueOHOM - OCO3HaHHE CYIIHOCTH MPOOIEMBI;

MBILUIEHUS], | IPOOJIEMBI. - BBIIABWKEHUE  THUIOTE3 IO

0CBOOOXKICH peleHno MpooOsemMbl (IMIOMCK pelIeHun

HOTO oT poOIEMBbI);

MPUBBIYHBIX - JI0Ka3aTeNNbCTBO WIH

CTEPEOTUIIOB ONPOBEPKEHUE BBICKA3aHHOT'O B TMIIOTE3€

U IITaMIIOB. npennoxkeHus: (000CHOBaHUE BHIOPAHHOTO

BapHaHTa pelIeHUs IPOOJIEMBI);
- MPOBEpPKa MPABUIBLHOCTU PELICHUS
MPOOJIEMBI;
- BBIBOJIBI TI0 PEIICHUIO TPOOIEMBI.

Komnbrote | ®opmuposnu | [loBbimenue 1.CTyieHTBl BKIIIOYAIOTCS B OOCYXJEHUE
pHBIE e yMEHUI | MOTUBALIMH po0IeMbI HCIIOJIb30BaHUs
(HOBBIE pabotaTh  C | oOy4aromuxcs UH(POPMALIMOHHBIX TEXHOJIOT U,
nHdopman | uapopmarue | mpu M3YUYEHUH | DJIGKTPOHHOTO  JIOKYMEHTOOOOpOTa B
MOHHBIC) i, aKTUBU3ALl | TUCIMUIUIMHBL. npoeCCUOHATLHOMN 1eATEIHOCTH.
TEXHOJIOTH | Us VBemnuenn | 2.I1o NIPEJI0KEHHBIM CUTYyalUsAIM
u o0yueHHs | mo3HaBaTelb | e o0beMa | aHAIM3UPYIOT BHEIPEHUE U NPUMEHEHHE
(I'.K. HOM CaMOCTOSITENIbHBI | CHCTEM 3JIEKTPOHHOTO JIOKYMEHTO000pOTa
CeneBko) | mesrenbHOCT | X pabor, | Dmanwi:

¥, Yy4eOHOM | MOBBIIIEHHE 1. [Touck u nogdop nHpopmanuu

MOTHUBAIMH, | TeMIa ypoKa. - pelakTUpOBaHue HHPOPMALIUY;
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pa3BUTHE ®opmupoBa | - co3ganue COOCTBEHHOTO MPOAYKTA;

CITOCOOHOCTH | HUE HaBBIKOB | - COXpaHEeHHE HHPOPMAIIHH;

K HCCIIEIOBATENbCK | 2. [Mpumenerne  WHGOPMAIMOHHBIX

CaMOCTOSITEeNl | OM AESITENbHOCTU. | IPOIYKTOB

BHOU paboTe [ToBblllIeHH | - OpraHU3aLHUs;

qyepes e MIPOLIEHTA | - IPEACTaBICHUE;

BU3YyaJM3alyl | YCIIEBAEMOCTH. -repenavya HHGOpPMaInu;

10 y4eOHOro Coznanue | - KOHTPOJIb 3HAHUN yUYaIIUXCS.

MaTepuaia, | yCJIOBHM s | 3. AHanu3 3P PEKTUBHOCTH

PazButne pacuMpeHust ucnosb3zoBanus UKT

KOMMYHHUKAT | TPaHMI]

WBHBIX MH(OPMALILOHHO

CIOCOOHOCTE | TO oJIs

H, NEITEILHOCTH

HENpPEpBIBHO | mejxarora "

e y4amierocs.

OlLICHUBaHHE

pe3yNbTaToB

00y4eHusl.
Keiic- Hcnonp3oBan | [Ipnobperenne 1.Ha ocHoBanuu BHIIOB U (HOPMYJISIPOB-
TEXHOJIOTH | ue U | HeOOXOIUMBIX o0pa31oB pacnopsAUTENbHBIX
1 (Merop | mpakTHUecKo | B Oyayrieit JIOKYMEHTOB CTYJIEHTBl XapaKTepU3yIOT
KOHKpETHBI | € JeSITEIIbHOCTH NPUHAUIEKHOCTh K TpPYyMNIE CUCTEMBI
X MPUMEHEHHUE | HABBIKOB OPJI, AQHAM3UPYIOT  TPaBHIBHOCTD
cuTyauui) | 3HaHMii, UCCJIEIOBAHMUSI, 0(pOpMIIEHHS M PACIIOJIIOKEHHUSI OCHOBHBIX
(Xpucrodo | monydeHHbIX | aHaTHM3a PEKBU3UTOB JJOKYMEHTOB.
p Komym6 | B NEepUOJ] | U IPUHATUS 2.I1o MPEIIOKEHHBIM CUTYaIUsIM-
JIPHTIEIT) | TEOPETHYECK | pelICHUH, BBIXOI | YIIPaKHECHHIM CTYJCHTBI

on Ha  TpeOyeMblil | MOATrOTaBIUBAIOT pacropsAaUTEIbHbIC

MOJATOTOBKH, | YPOBEHD JOKYMEHTBI M OOCY>KIAl0T MPaBHILHOCTD

a TaKxe | 00001IeHusI. UX COCTaBJICHUS.

YMEHUH, dopmupoBa | Imanwl:

ONMPAIOLIUXC | HUE yMeHUI 1.  Ocsoenue cxemvr  ananusa

s Ha | ¥ HABBIKOB cumyayuu. Ha »3Tom »dTame ywamuecs

MPEABIAYIIANA | MBICIIUTEIBHON 3HAKOMATCA C IpeUIaraéMol  CcxeMou

OTIBIT JESITEIIbHOCTH. aHalM3a KOHKPETHOW CUTyallud, KOTopas

npakTuuecko | PazBurtue B CBEpPHYTOM BHJI€ MPEACTABISAET TOT

17} CHOCOOHOCTH QITOPUTM JCUCTBUIA, KOTOPBIA paHee ObLI

JESITENIbHOCT | K 00y4€eHHI0, MIPE/ICTaBJIEH B TEOPETUUECKOM KypcCe.

u yMEHUue Cxema  aHanu3a  NpaKmMuyecKux

oOyuaronuxc | mepepadaTbIBaTh | cumyayuii:

A OosbiIe 00BEMBI l. Obobwenue. Kparkas

uH(pOpMaLINH. KOHCTaTalMsl TOTO, YTO MMEET MECTO B

cutyauuu. Yrto mnpoucxogur? C ubuMm
ydyactueM u nouemy? KakoB pesynbTar
pa3BUTHS COOBITUIA?

Il.  Dopmynuposanue npobremvi.
KpaTtkoe B 0HO IIpejiokKEHNE 3asiBICHUE
(9-10  cnoB),  oTpaxkaromiee  CyTh
poOIEMBI.

. Vuwacmnuku cobvimuu. Bce
YYaCTHUKH COOBITHH, MX pOJb, CTaTYC,
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XapaKTEepUCTHKA (OYEHb KPATKO).

IV.  Xpownonoeus cobeimuii (B
MPaKTUYECKOW  CHUTyallud).  YKa3aHue
(hakToB M COOBITHII 0O€3 OIEHKH U B
00paTHOM XPOHOJIOTHYECKOM MOPSIKE.

V.  Kouyenmyanousvie  8onpocwl,
3aTparuBaeMble B CUTYaIUH.

VI. Anvmepnamusnvlie peuieHusl.
[lepeuncienre BO3MOKHBIX HalpaBIeHUH

JNEUCTBUUA. ApryMeHTanmus ¢  OIIEHKa
KaXkaou aJbTEPHATHUBBI. VYkazanune
MOJO0KUTEIbHBIX u OTPUIATEIbHBIX

IIOCJIEICTBUM pean3alu.
VII. Pexomenoayuu. SICHO u TOYHO

omHcaTth  BBIOPAaHHBIH  BaMH  KypcC
nevictBuit.  OOBSICHUTH  NPUYUHBI U
paIMoHaIBLHOCTh B BEIOOpE Kypca.

VIIl. [Ilnan Oeticmeuii (mepBBIC

maru). Kpatko u scHO onucarh IepBble
miard 1o pealn3allud Kypca IEHCTBHM,
MIPUBOJISALIETO K Pa3pEUICHHIO MPOOIIEMBI.

TexHomoru
o
«JleOaTer»

PazButne vy
CTYJICHTOB
KPUTHYECKOT
O MBIIUICHUS
JUTSL peLIeHUS
pa3IMyYHbIX
npobieM B
npodeccuona
JIbHOU
JESITENIbHOCT
u u B
MPaKTUYECKH
X
YKU3HEHHBIX
CUTYalIUAX.

dopmupoBaHue
KOMIICTEHITHM,
HEOOXOOUMBIX U
IMOJIC3HBIX IS
YCHEUTHOU
JKU3HEIEATCIBLHO
CTU B YCIOBUSIX
COBPEMEHHOTO
o0I111eCTBA, B
YaCTHOCTH
KOMIIETECHITUH
CBSI3aHHOM c
KOMMYHUKAaIUEH.

CTy,Z[eHTBI BKIIFOYAKOTCA B O6CY)KI[€HI/IG

POOIIEMBI HCIIOJTH30BaHUS
WH(POPMAIMOHHBIX TEXHOJIOTHUH,
AIIEKTPOHHOTO  JIOKYMEHTOOOOpOoTa B

npodecCuoHaNBHOM NeTEeNbHOCTH.

CyTh 1e0aToB 3aKJIIOYAETCS B TOM, YTO
IIBE KOMAaH/IBI BBIIBHUTAIOT CcBOH
apTyMEHTHI u KOHTPapTryMEHTBI
OTHOCUTENILHO TPEJIOKEHHOTO Te3Hca,
9TOOBI YOCHAWTHh HEUTPATBHYIO TPETHIO
CTOPOHY U CyJ€i B UX MPaBUIHHOCTH.

1. Tema nomxHa OBITH aKTyaJIbHOM,
ObITh TPUTOAHOW [UIsI CrHopa, TO €cThb
WMETh aJbTEPHATHBHBIC BapUaHTHI. Tema
nebatoB J0DKHA (QOpPMYTHpPOBATHCS B
BHJIC YTBEPIKICHHUSI.

2. YTBepxkaaronas CTOpOHA
NbITaeTCsl yOeIUTh Cy/iel B IPABUIIBHOCTH
CBOUX MTO3ULIUI OTHOCHUTEIILHO

(hOpMYyJIUPOBKHU TEMBI.
3. Orpunarias CTOpoHa MbITAETCS
yOenuTh Cyapl0 B TOM, YTO TIO3HITUS

YTBEPKIAIOIIECH CTOPOHBI HEBEPHA,
MOCKOJIbKY €€ apryMeHTalus HMEET
HEJIOCTATKH.

4. Kaxnmag xomMaHzga C IEIBIO
JI0Ka3aTeJIbCTBA CO3/1aeT CUCTEMY
aprMeHTOB, C IIOMOIIIBFO KOTOpBIX

neITaeTcs yOeauTh CyIpl0 B TOM, YTO €€
TIO3HIIMS SIBJISIETCSI HanboJiee MPaBUIIbLHOM.
5. Bmecre ¢ aprymMeHTamu

42




Y4aCTHHUKU Z[e6aTOB AOJDKHBI ITPEACTAaBUTH
CBUJICTEIILCTBA  MOIACPKKH  (IIMTaTHI,
dakTel W T. [.), JIOKAa3bIBAIONIME WX
MTO3UIIHIO.

6. [lepexpecTHbie BOIIPOCHL.
HauOonbiiee KOIU4eCTBO BUAOB /1e0aTOB
MPEIOCTABIISICT  KAXKIAOMY  YYaCTHHKY
BO3MOXHOCTh OTBEYAaTh Ha BOIPOCHI
OIIMOHEHTA.
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NEPEYEHb TIPAKTUUYECKHNX 3AHATHUN

M/IK 03.01. Teopust 1 IpakTUKa apXUBHOTO JAeJia

[Tpunoxenue 2

Pa3znesbl/Tembl Tembl KosaunvecTBo | BTOM | TpeOoBaHus
NPaKTHYECKUX/J1a00paTOPHBIX 4acoB guciae | ®T'OC CIIO
3aHATHIA B (ymetn)
IPaKT
MOJIrO
TOBKE
MJIK 03.01. Teopus u mpakTUKa apXUBHOTIO Jea 167 ¥Y1,¥2,¥3
Tema 03.01.02. TexHoJs10rusl cCo3qaHus 1
o0padoTku /1
Tema 2.2. ITpakTnueckoe 3ansaTue Ne | 6 V1,¥2
OneKTpoHHas Knaccugukanus >1eKTpOHHBIX
JTOKyMEHTaIUs JIOKYMEHTOB T10 OCHOBHBIM
KaK 00bEKT MpU3HAKaM.
apXUBHOTO
XpaHeHHS
Tewma 2.3. ITpakTnueckoe 3ansatue Ne 2 8 V1,¥2
HopmaTtusHbIe Pabota ¢ HopmaTHBHO-
JOKYMEHTHI, METOAMYECKUMH JJOKYMEHTaMHU
perIaMeHTHPYI0 | 3JIEKTPOHHOTO
mue JIeNIOTIPOU3BOJICTBA C
NEeSTeTbHOCTh M | MCIOJB30BAHUEM CIIPABOYHO-
TEXHOJIOTHIO IPaBOBBIX CUCTEM
AJEKTPOHHOTO
JIeJIOTIPOU3BO/ICTB
a
Tema 2.4. ITpakTueckoe 3ansaTue Ne 3 8 2 V1,¥2
Hopwmsr u Pabota ¢ popmaramu Oymaru u
TIpaBHIa POEKTHPOBaHKE OJaHKOB
odopmIeHHS JIOKYMEHTOB ( 3JIEKTPOHHOI'O
yTIpaBIeHUECKOf 6nanka) [IpoexTupoBanue
bopmyIsipoB- 00pas3IoB
AOKyMCHTAINN nokymentoB OPJI (
AIIEKTPOHHBIN POpMYJIIsp-
oOpaszell JOKYMEHTa).
[TpakTrueckoe 3ansitue Ne 4 10 V1,V¥2
OdopmiteHne peKBU3UTOB
JOKYMEHTOB B COOTBETCTBHH C
I'OCT P 7.0.97-2016.,B ToM
YHCIIE U DIIEKTPOHHBIX
JJOKYMEHTOB
Tema 2.5. [TpakTuueckoe 3anstue Ne 5 10 2 V1,V2
ONEeKTpOHHOE Cocranenue u opopmiieHUE
JTOKYMEHTHPOBAH | OPTaHW3alMOHHBIX JIOKYMEHTOB
ue (371EKTPOHHOE MOJIOKEHHUE,
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YIIPABJIICHYECKOU

TAaTHOC paCIIMCaHuC,

JEATeIbHOCTH JIOJDKHOCTHAS] HHCTPYKIIHSL. )
2.5.1.Bunpr u [TpakTrueckoe 3ansTue Ne 6 8 V1,V2
Ha3Ha4YeHHE Cocranenue 1 opopMIICHUE
OpPraHU3alMOHHBI | PACTIOPSAAUTENBHBIX JOKYMEHTOB
X JIOKYMEHTOB (9TIEKTPOHHBIN MPHUKA3 MO
OCHOBHOH JICATCILHOCTH,
PacCIOpsDKEHHE)
ITpakTrueckoe 3ansatue Ne 7 12 V1,V2
CocraBnenue u 0)OpMIICHHE
2.5.2.0¢opmnenu | uHPpOPMALMOHHO-CIIPABOYHOM
e JOKyMEHTaluH (3JIEKTPOHHOE
paclopsAMTEIIbH | coy)KeOHOe MUChMO, JOKIIaHAS
BIX JOKYMEHTOB 3aITMCcKa, apXUBHAs CIIPaBKa,
aKThI)
2.5.3.Bunsl u
Ha3HAYCHUS
CIIpaBOYHO-
UH()OPMAIIMOHHBI
X TJOKYMEHTOB
2.5.3. ITpakTnueckoe 3ansatue Ne 8 8 V1,¥2
JIOKyMEHTHI 110 Cocranenue 1 opopmIIeHHE
JIMYHOMY COCTaBY | JIOKyMEHTOB JIMYHOTO COCTaBa (
JMYHOE JETI0 UX DJIEKTPOHHBIX U
CKaHHPOBAHHBIX JIOKYMEHTOB)
[TpakTyeckoe 3anstre Ne 9 6 V1,¥2
[Tepenaua undopmarnuu u
cpeacTBa
TEJICKOMMYHHUKAIIMOHHBIX
TEXHOJIOTHH B AJIEKTPOHHOM
JOKyMEHTOO00pOTE.
2.6.ndopmarmo
HHBIE TEXHOJIOTHH
00paboTku
AJIEKTPOHHOU
JTOKYMEHTaLUN
Tewma 03.01.03. MudopmanimoHHbIE TEXHOJIOTHH B CUCTEME
JIEKTPOHHOTI'O apXHBa ¥2,V¥3
[TpakTueckoe 3ansatue Ne 11 4 V2,V¥3

HOpMaTI/IBHO-MeTOI(I/ILICCKI/Ie
MaTCpHraJibl U aKThl XpaHCHUA
JOKYMCHTOB B 3JICKTPOHHOM
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BHJIE. ..

[TpakTrueckoe 3anstue Ne 12
CocraBnenue, peJakTUpOBaHNE
1 oopMIIEHHE Pa3TUIHBIX
BHUJIOB IOKYMEHTOB
OpraHu3aluu

10

v2,V¥3

[TpakTrueckoe 3anstue Ne 13
MHorocTpaH1uHbIE JOKYMEHTHI.
ITapameTpsl cTpaHuL.
KosonTuTy1BI

¥2,¥3

[Ipaktuueckoe 3anstue Ne 14
[TonroroBka JOKYMEHTOB K
nevatu. @opmarbsl COXpaHEHUs
nokymeHToB. @opmat PDF.
ApxusHbiii popmat PDF/A.
KomnakTHoe xpaHeHue
uHpopmauu. ApXUBUPOBAHHE
naHHbix. CoxpaHeHue
JIOKYMEHTOB Ha BHEILIHUE
HOCHUTEIHU

¥2,¥3

[TpakTrueckoe 3ansarue Ne 15
[TpoBeneHUE FKCIIEPTU3BI
[IEHHOCTH JOKYMEHTOB.
CepBuCHI IPOBEPKH
nojmuaHocTH DLIT.
Omnpenenenne CPOKOB XpaHEHUS
JIOKYMEHTOB C HCIIOJIb30BAHUEM
KaJIbKYJISTOPAa « APXUBUCT
Ounnaiiny;

¥2,¥3

ITpakTrueckoe 3ansatue Ne 16
O06paboTka 1 cucTeMaTu3aIus
JIOKYMEHTOB (J1e]1) K apXUBHOMY
xpa"eHuto. PopMupoBaHuE
HOMEHKJIATyPBbI J1€]1 POLIEAIINX
skcnepTusy. KommnekroBanue
JieJlaMy BpEMEHHOIO XpaHEHUs,
MIOCTOSTHHOTO U JIeJIaMU 110
JMYHOMY COCTaBY

v2,¥3

[TpakTrueckoe 3anstue Ne 17
Onudposka (ckaHUpPOBaHHE)
JOoKyMeHTOB. O6paboTka
rpagudecKkux oOpa3oB
JIOKyMEHTOB. Bo3Bpar
JIOKYMEHTOB B HCXO/THBIN BH]T

¥2,¥3

[TpakTrueckoe 3ansTueNe18
'Y4ET TOKYMEHTOB ¥ KOHTPOJIb
WCTIOJTHEHUS B DJIEKTPOHHBIX

JKypHAJIax perucTparuu
(TexHosoruu o6paboTKH
TaOJIMYHBIX TaHHBIX Excel)

10

v2,¥3
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ITpakTueckoe 3ansatue Ne 19
[ToaroroBka k nepenaye
AIIEKTPOHHBIX IOKYMEHTOB B
apxuB. CoxpaHeHHE Ha
ApPXUBHOM HOCHUTEIIC.
Pacnieuatka 065105k
AJIEKTPOHHOTrO Jena. Onuch
AIIEKTPOHHBIX JIEN U
JIOKYMEHTOB

v2,¥3

[IpakTuueckoe 3anatue Ne 20
OcCHOBHbBIE TPUHIIUTIBI
(YHKIIMOHUPOBAHUS
MPOrPaMMHOTO O0ecTIieueHus
(cHCTEeMBI) TIO YUETY U
yOpaBIeHUIO U(GPOBBIM
KoHTeHTOM. [To6op
000py10BaHUs M BEIOOD
MIPOrPaMMHOT0 OOecTeueHus,
OCHOBHBIE TpeOOBaHUS K
XapaKTePUCTHKAM,
HE00X0JUMOT0 JUIsl CO3JaHUs
AIIEKTPOHHBIX KOMUN apXUBHBIX
JIOKYMEHTOB, XxpaHeHust OPII n
yrpaBieHus HPPOBBIM
KOHTEHTOM

10

v2,¥3

UTOI'O

164

16
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OBPA3OBATEJIbHBI MAPIIPYT

[Tpunoxenue 3

KonTponupyem
KoHntponbHas PIE PAsACILT KoHntponupyemsie
TouKa (TeMBI)U Pe3yBTATEL OueHovHbIe cpeacTBa
yueOHOM
JUCIUILIAHBI
MJIK 03.Teopus u IpakTUKa apXUBHOTO JIea
Nel Tema HK 3.1.IIK 3.2, Kontpoabnasi | 1. Tect
03.01.01.0pra (?1541 (5)1552(5)156 3, pabora Nel 2. IlpakTdeckoe
HU3alUuA ’ ’ 3aJaHue
padoThI
3J1eKTPOHHOI0
apxuBa
Ne2 Tema HK 3.1.IIK 3.2, Konrtpoabnasi | 1. Tect
03.01.02.Texn 81541 ’81552’(?156 3, pabora Ne2 2. IlpakTdeckoe
0JI0rust ’ ’ 3aJaHue
CO31aHMA U
00padoTKN
I\
Ne3 Tema 03.01.03. |IIK3.1.IIK 3.2, KonTposbHas 1. Tect
HNudopmauno 81541 (3)1552(5)156 3, padota Ne3 2. [TpakTraeckoe
HHbIE ’ ’ 3aJaHue
TeXHOJIOTUH B
cucreme
3JIeKTPOHHOI0
apxuBa
IIpomexyTou M/IK.01.01. HK3.1.,IK 3.2, Utorosas 1. Tect
Has dunddepennup OK1,0K 2, OK 3, KOHTPOJIbHAS 2. IlpakTueckoe
arrecrauus OBAaHHbBII OK 4, OK 5, OK6 paboTta 3aJlaHue
3aver
IIpomexyTou YueOnas HK3.1.,IK 3.2, 3ananus Ha OTuer 1o nmpaxkTuke
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JIMCT PETUCTPAIIMU U3MEHEHUM U JOTTOJTHEHUAM

/11

Pasnen paboueii
TIPOTPaMMBI

Kpatkoe comepxanie W3MEHCHHUS/TOTIOTHCHHUS

Jlara,
INe mpoTokosna
3aceaHus
MK

ITonnuce
npeacenaTens
TIHK

Pa6ouas nporpamma [IM.03 Brimonaenune paboT mo
JIOJDKHOCTH  «ApPXHMBapHyc» akTyaJu3upoBaHa. B
pabouyro  mporpaMmMy  BHECEHBl  CIEIYIOIINE
W3MCHEHHSI:

3 YCJIOBUS
PEAJIM3ALIUU
[IPOPECUOHAJILHOI'O
MOJIYJIST

nmabopaTopus MHPpOpMATHKH 1 KOMIBIOTEPHOI
00paboTKH TOKYMEHTOB YuebHas
ayIUTOPHS I IPOBEACHHS yUeOHBIX,
NPaKTHYECKUX 3aHATHH, U TPYIIIOBBIX U
MHAWBUAYAJTbHBIX KOHCyJ’IbTaL{Hﬁ, JUIA
CaMOCTOSATENILHOM PabOThI, AJIsl TEKYIIEro KOHTPOJIS
U IIPOMEXXYTOYHOM aTTECTALIMHU.

PaGoudee MecTo mpemnoaBaTens: NEPCOHAIbHbIN
KOMITBIOTEP, IIPOEKTOP, MPUHTEP, HHTEPAKTHBHAS
JI0CKa, paboune Mecta 00yJaronmxcs, 10cKa
yaeOHas1, yaeOHast MeOerb;

ITepcoHabHBIE KOMITBIOTEPHI

Jlabopatopust CucteM 37eKTpOHHOTO
JIOKyMEeHTOo00OopoTa  YueOHas ayAuTOpHs IS
MpOBEJICHUs yueOHbBIX, TPAKTUUECKUX 3aHATHH, JJIs
IPYNIOBBIX U HHIUBHIYAIbHBIX KOHCYIbTAUH, JJIs
CaMOCTOATENLHOM PabOThI, AJIsl TEKYIIEr0 KOHTPOJIS
U IIPOMEXXYTOUHOM aTTECTALUHU.

PabGouee MecTo npenonaBarelisi: NepCOHATbHBIH
KOMITBIOTEp, CKaHep, paboyne MecTa 00ydJaroImuxcs,
JIocKa ydeOHas, yaeOHas MeOeb;

ITepcoHanbHBIE KOMIBIOTEPHI;

Ammapat xormupoBansHbIH TASKalfal80;
PusorpadRiso CZ-100 o MoxeT eciu
CKaHHPOBATh, TO OCTABISIEM

JlabopaTopust TexHIUECKUX CPEACTB YIIPABICHHS
Pabouee MecTo npenogaBatelsi: NepCOHATbHbIH
KOMITBIOTEp, CKaHep, paboyre MecTa 00y4aroIuxcs,
Jlocka ydeOHas1, yueOHast MeOeb;

IlepcoHanbHbIE KOMIIBIOTEDHI,

Anmnapat konupoBanbsHbiii TASKalfal80;
PuzorpagRiso CZ-100

[MomereHne AJIs CAaMOCTOSTEIBHON PaboThI
o0yJaroImuxcs

IMepconanbHble KOMIBIOTEPH ¢ akeToM MS Office,
BBIX0JIOM B VIHTEpHET U C JOCTYIIOM B 3JIEKTPOHHYIO
UHPOPMAIIMOHHO-00Pa30BaATENBHYIO CPELY
YHHUBEPCHUTETA

14.09.2022
T.

IIporokon
Ne 1

3 YCJIOBUS
PEAJIM3ALIMU
[TPO®ECUOHAJILHOT'O
MOJIYJIS

B cB3M c 3akiioyeHHEM ~ KOHTPAaKTOB  CO
CTOPOHHMMH  JJICKTPOHHBIMH  OHOJMOTCYHBIMH
cuctemamu DBC IOPAWT K-42-22 ot 24.08.2022 r.
000 «DnektponHoe m3matenbcTBo IOPAWTY» ¢
01.09.2022 1o 31.08.2023 r., 95C ZNANIUM.com
K-38-22 or 10.08.2022 r. OOO 3Hanmym ¢
01.09.2022 31.08.2023 VYuebHo-

MeToIndeckoe W HH(OpMaMOHHOE obecreueHue

o r., IL

pceajim3anuu NporpaMMbl YUTATh B HOBOI1 peaaKkuunu:

14.09.2022
I.
IIporokon
Ne 1




OcHoBHas TUTEpaTypa
AHJpeeBa, B.1. JenonpousBoacTBo:
OpTaHM3aIys ¥ BEACHNE : yIeOHO-TIPaKTHIECKOE
mocobune / Aunpeea B.M1. — Mocksa : KaHoPyc,
2020. — 294 c. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225 — Tekcr :
3JIEKTPOHHBIN

Bacaxos, M.U. JokymeHTaluOHHOE
obecrieuenne  ympaBieHHs (C OCHOBaMH
apxuBOBezieHUs) : yueOHoe mocobue / bacakos
M.U. — Mocksa : KnoPyc, 2020. — 216 ¢. —
(CIIO). — ISBN 978-5-406-07305-6. — URL:

https://book.ru/book/932044 —  Teker
3JIEKTPOHHBIN
BrikoBa, T. A. JloxyMeHTalnOHHOE

obecriedeHre YIIpaBiIeHHUS (IEIOMPOM3BOICTBO)
[DnekTpoHHbIN pecype] : yuebnoe mocobue / T.
A. beixoBa, T. B. Ky3nenona, JI. B. Cankuna;
mon obmr. pen. T.B. Kysuernosoit. — 2-¢ usf.,
nepepad. u gon. — Mocksa : THOPA-M, 2018.
— 304 c. — ISBN 978-5-16-106774-1. — Pexum
nocryma://
https://new.znanium.com/read?id=329390

larapuna, JI. I'. MapOpMaIinOHHBIE TEXHOIOTUH
[DnexTpoHHBIN pecypc] : ydeOHOe mocobme /
JL.T. I'arapuna, f.0. Temnosa, E.JI. PymsHuesa,
AM. baun; mox pen. JLI. Tarapunoif. —
Mocksa : U] «DOPYM» : UHOPA-M, 2019.

— 320 ¢ —  (IlpodeccuonampHoE
obpaszoBanue). - ISBN 978-5-16-101848-4. —
Pexxum JOCTyTIA:

https://new.znanium.com/read?id=354929

Kazakesnu, T. A. JloxyMeHTallmOHHOE
obecrieyeHne  ynpaplieHUst  [DJIEKTPOHHBIN
pecypc] : y4eOHHK M MPaKTHKYM IS CPETHErO
npodeccuoHanpHOTO OOpazoBanms / T. A.
Kazakepmu, A. U. Tkanmu. — 2-¢ u31., UCIP. U
nor. — Mocksa : M3garensctBo FOpaiit, 2018.
— 177 ¢. —  (IlpodeccuonansHoe
obpazosanue). — ISBN 978-5-534-06291-5. —
Pexum JOCTYIIA: https://biblio-
online.ru/bcode/411501

Kopnees, n. K JloKyMeHTaluoHHOE
obecrieyeHne  ynpaBlieHHs  [DJIEKTPOHHBIN
pecypc] : y4eOHHMK M NPAaKTUKYM Ul CPEIHETo

poheCCHOHATHHOTO obpazosanwust /
H. K. Koprees, A. B. [Tmenko,
B. A. Mamypries. — 2-¢ wu3m., mnepepad. u
gorn. — Mocksa: M3marensctBo  IOpaiir,
2018. — 384 ¢c. — (ITpodeccuonansHOE
obpazosanue). — ISBN 978-5-534-05022-6. —
Pexxum npoctyma: https://biblio-

online.ru/bcode/415635

Ky3neuos, n. H. JloxymMeHTanoOHHOE
obecrieueHre ynpapiieHus. JJOKyMEeHTOO00POT U
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JIeTIOTIPOM3BOICTBO  [DNEKTPOHHBIN  pecypc] :
y4eOHMK ¥  TPAaKTUKyM Ul CPEIHETO
npogeccuoHanpbHOTO OOpaszoBanms / WM. H.
KysnenoB. — 3-¢ m3x., mepepab. u gom. —
Mocksa : U3narensctBo FOpaiit, 2018. — 462
c. — (IlpodeccnonansHoe oOpa3oBaHUE). —
ISBN 978-5-534-04604-5. — Pexum mocryma:
https://biblio-online.ru/bcode/413986

IyBanosa, H. H. OcHOBBI nenonpou3BoAcTBa
[DnekTpoHHBII pecypc] : y4eOHHUK U MPAKTUKYM

ISt CpeIHero npodeccroHanbHOTO
obpa3zoBaHus / H. H. lllyanosga,
A.10.VBanoBa; moxm oOmeid pemaxmuen
H. H. IllyBanoBoii. — Mocksa : HM3ngaTtenbcTBoO
IOpaitr, 2018. — 375¢c. —
(ITpodeccuonamsHOE oOpa3oBaHme). —
ISBN 978-5-534-03058-7. — Pexum

nocryma: https://biblio-online.ru/bcode/413574

JlononuurenbHas IuTEpaTypa:
Hoponwuna, JI. A. OpraHuzanusi ¥ TEXHOJIOTHS
JIOKyMEHTAI[MOHHOTO 00ECIeueH s yIpaBIeH s
[DnexTpoHHEIH pecypc] : yIeOHHK U MPaKTHKYM
/ JI. A. lopoHuHa, B. C. Uputukosa. —
Mocksa : WM3parensctBo Opaiir, 2018. —
233 c. — (bakanmaBp. AxageMH9IecKuil Kypc). —

ISBN 978-5-534-04568-0. — Pexxum
nocryma: https://biblio-online.ru/bcode/413265
Paspopoxusiii, A.A.  JlokymMeHTHpOBaHUE

YIpPaBJIEHYECKOH NEeATeTbHOCTH [DIEKTPOHHBIN
pecypce]: yueb. mocobue / A.A. Pa3nopoxKHBIM.
— Mockpa : UHOPA-M, 2018. — 304 ¢c. —
(Briciee oOpazoBanue: bakanaBpuar). - ISBN
978-5-16-011744-7. - Tekcr : 3JEKTPOHHBIU. -
URL:
https://znanium.com/catalog/product/969585
Packun, /1. 1. ApxuBoBenenue [DIE€KTPOHHBII
pecype] : YIeOHHUK / . W. PackuH,
A. P. CokonoB. — MockBa : M3marenscTBo
IOpaiitr, 2018.— 383 c.— ISBN 978-5-534-
00870-8. — Pexum mocryma: https://biblio-
online.ru/bcode/412927

Tenpuapos, A. JI. ApxuBoBeleHHE :@ yd4eOHOE
nocobue a1yt 6akanaspos / A. J. TeabuapoB. —
2-¢ ma. — Mocksa : M3maTenbCKo-ToproBas
xoproparusa «Jamkos u K°», 2020. - 184 c. -
ISBN  978-5-394-03033-8. -  Tekcr
3JIEKTPOHHBIH.
https://znanium.com/read?id=358135
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