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1. HEJIM 1 3AJIAYU OCBOEHMUA JNCIHIUITJIMHBI
1.1 lleam ocBoeHUs JUCHUTIIMHBI
HM3yYE€HHE OCHOBHBIX HaNpaBjeHUU pPabOTHl C SJIEKTPOHHBIMH JOKYMEHTaMHU B

Poccuiickoit ®enepanuy, TEOpUM W MPAKTUKA OPTraHU3AUMHA COBPEMEHHOTO
JOKyMEHTAITMOHHOTO  OOECIeYeHUs] Ha OCHOBE HOBBIX HMH(POPMAIIMOHHBIX
TEXHOJIOTUH, 3HAKOMCTBO C IMpoOJieMaMu MEXKBEIOMCTBEHHOIO 3JEKTPOHHOIO
B3aMMOJICUCTBUSL.

1.2. 3agaun ocBOeHUSA TUCHHUILINHBI:
-U3y4eHHE HOPMATHBHO-METOJMYECKONM 0a3pl paboOThl €  AJICKTPOHHBIMU

JOKYMEHTaMH U MEKBEJOMCTBEHHOTO 3JIEKTPOHHOI'O B3aUMOJCUCTBUS;

- 3HAKOMCTBO C COBPEMEHHBIMU TPEOOBAHUSAMHU I10 COCTABJICHHUIO JTOKYMEHTOB B
AJIEKTPOHHOM ()opME M BO3MOYKHOCTBIO HX 3AIIMIIEHHOW NEepeJayd B CHUCTEME
AJIIEKTPOHHOTO B3aUMOJICUCTBHUS;

- (opMHpOBaHHE TMOAXOJOB K OpraHu3alud padoThl C AIEKTPOHHBIMU
JOKyMEHTaMU U OpTraHu3aluedl 3JEKTPOHHOIO JOKYMEHTOO0OpOTa B YCIOBHUAX
MEXBEJIOMCTBEHHOI'O B3aUMOJICUCTBUS.

2. MecTto JUCIUIIIHHBI «MexkBeJOMCTBEHHOE JIEKTPOHHOE
B3anMmojeiicrsue» B crpykrype OITIOII BO:

HNucunminaa  «MeXBEAOMCTBEHHOE  AJIIEKTPOHHOE  B3aHMMOJCHCTBHE)
OTHOCUTCA K 0a30BOM 4YacTu OOILIEHAyYHOIO LHWKIJIA JUCUUIUIMHBI 1O BBIOOPY
HaIpaBJICHUS] TOATOTOBKU JIOKYMEHTOBEIEHHE WM apXWBOBEJACHHUE, OYHOU U
3a0uHOM (popMm oOydeHusi. OHa HAXOIUTCS B COJEPKATEIBLHO-METOAUYECKOU U
JIOTUYECKON CBsi3 ¢ auciuruimHamu  «MHdopManoHHble KOMMYHHMKAlUM U
CUCTEMbl B JOKYMEHTOBEJACHUUM U apXHUBOBEIECHUM», «JloKyMeHTHpOBaHUE
yIpaBIEHYECKOW JESATETbHOCTA B OpraHax rocyJAapCTBEHHOW BJIACTH U MECTHOTO
camoymnpasieHus», «HdpopmaiimonHsie pecypchl U MHPOPMAIIMOHHASL KYJIbTYpa
u 1p.

[Ipu ocBoeHWM [aHHOW IUCHUIUIUHBI HEOOXOJAMMBbI 0a30BbIC 3HAHUS B
oOnmacTu uH(POPMATUKH, JOKYMEHTOBEJICHUS, AapXUBOBEICHUS, B pe3yJbTaTe
U3Y4YEHUSI KOTOPBIX CHOPMUPOBAHBIL:

-[IOHUMAHUE POJIM AJIEKTPOHHOTO JIOKYMEHTA B pEeaIM3alUi COBPEMEHHBIX
byHKIMA yIpaBiIeHUS;

-npo¢ecCuoHaNbHOE MMOHUMAaHUE npoOJieM COBEPIIICHCTBOBAHUS
AJIEKTPOHHOTO  JOKYMEHTOOOOpOTa M  MEXBEIOMCTBEHHOTO  3JIEKTPOHHOTO
B3aUMOJCHCTBUA ;

-CLIOCOOHOCTh K  BBISIBJICHUIO YCTOMYMBBIX TEHACHIMA B Pa3BUTHHU
JIOKYMEHTHOM HayKH U MPAKTUKH;

-YMEHHUE HCIOJb30BaTh HABBIKM PaOOThI ¢ HH(pOpMaIuend H3 pazIMuHbIX
WCTOYHUKOB JIJIS pelieHus Npo(ecCuoHaIbHbIX U COLMAIIBHBIX 33/1ad.

B pesynbrare u3ydeHHs NTaHHOTO Kypca MAarucTpaHT JOJIKEH OCBOUTH
TEOpEeTUYECKUE paszzenbl JokyMeHToBeneHus u JJOVY, kacaroumecs 3J€KTPOHHOTO



JIOKyMEHTOO00pOTa M MEXBEJIOMCTBEHHOTO 3JEKTPOHHOTO B3aUMOJEHCTBUA,
npeaMeTa, Lelid U 3aJad 3TOro pasjesia MPakTHUKU paboThl C JOKYMEHTaMH, €€
OCHOBHOM MpOOJEeMaTUKHA, OCBOUTh TEPMUHOCUCTEMY, OPUEHTHUPOBATHCS B
JUTEpAType MO ATOMY HAIPaBIECHUIO paOOThl U POJCTBEHHBIX €Il HaIlpaBJICHUH C
TeM, YTOOBI UMETh BO3MOKHOCTh TPUMEHUTH UX B CBOEH padore.

BrITyCKHHK TOHKEH 001a1aTh CASAYIOMUMHA KOMIIETEH UMK

4. CTPYKTYPA U COAEP KAHUE JUCIHUIIJIMHBI

[1K-1 Opranuzamusi ¥ OCYIIECTBICHHE KOHTPOJS (YHKIIMOHUPOBAHUSA
CHUCTEMBI TIOKYMEHTAIIMOHHOTO 00€CTICeYeHHI YIIPaBICHUS

3uamo:

3akoHOJaTeIbHBIE M1 HOPMATUBHBIC MPaBOBbIC akThl Poccuiickoit denepanuu,
METOJMYCCKUE JIOKYMCHTBI, JICHCTBYIOIME CTAHIAPTHI, ,UCIOJIb3yeMbIC B
chepe ynpaBiaeHUs dJIEKTPOHHON TOKYMEHTAITUEH;

3akoHOJaTeIbHBIE 1 HOPMAaTUBHBIC IpaBOBBIC akThl Poccuiickoit deneparuu
10 BOIIPOCaM apXHUBHOTO JieIa;

Metoauyeckre JOKYMEHTbI W HaIIMOHAJIBHBIC CTAaHJIApPTHI IO BOIpPOCaM
apXHUBHOTO JIea;

[IpaBuna w MeETOABI COCTaBICHUS, O(GOpPMIICHHS, Yyd4eTa, WCIOJIL30BAHMUS,
XpaHCHWS W YHHYTOXKCHHS JOKYMEHTOB BCEX CHCTEM JOKYMCHTAIIUH
OpraHU3allnu;

Yumemn:

Onpenensartb CpPOKHM XpaHEHHWsS JOKYMEHTOB BCEX CHCTEM JOKYMEHTAaIlUU
OpraHW3alliyd ¥ TPUHIMUIBI MPUHATHAS PEIICHUN 1O BOMPOCY MX JMaTbHEHIIIETO
XpaHEHUS WK YHUUYTOKCHUS.

Braoemw:

Opranu3anmoHHBIMHU HaBBIKAMH, HEOOXOAMMBIMHU JJIA PYKOBOJICTBA
KOJIJICKTHBOM JISJIOTIPOU3BOJCTBEHHOM CITY)KOBI, METOJJaMHi aHajii3a CTCIICHH
YAOBJIETBOPEHHOCTH TIEPCOHAIA CO3JaHHBIMU YCIOBUSMH TPyJa, pa3padOTKaMH
CHUCTEMBl MOTHBAITUU COTPYIHUKOB.

4.1. CTpykTypa IUCUMILIHHBI

OO61mast Tpy10€MKOCTh JTUCIUTIIMHBI COCTaBISAET 4 3a4eTHBIX enuHuIlbl (144 yaca).

Buibl yue6HO# paGoThl, DOpMBI TEKyIIEro

<
P & | & &| BKIOYAs CAMOCTOATENBHYIO KOHTpOaH’I yCTeBacMOCTH
Q
Ne aznen g S 9 paBoTy CTY/IEHTOB (no neoenam ceMecmpa‘)l
[®)
/i JHMCIMTUTAHBI 52 = W TPYI0EMKOCTb (B qacax) dopma mpOMEKYTOYHOU
o

aTTECTAINH (110
cemecmpam)
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BBenenue 2 13
Temal. ITonstue
3JIEKTPOHHBIN
JIOKYMEHT 5
AJICKTPOHHOE
MEXKBEIOMCTBEHHOC
B3auUMOJICUCTBHE

Tema 2. 2 10
3aKOHOOATEILHOE "
HOPMaTHUBHOE
peryJupoBaHue
MEXXBEJOMCTBECHHOTO
3JIEKTPOHHOTO
B3aNMOICUCTBHS

YcTHBIM onpoc

CrangapTtuzamus u 2 10
HOPMAaTHBHO-
MeTOuYecKast 6aza
AJIEKTPOHHOIO
JIOKyMEHTO000poTa

3auer

Tema 4. 2 4 10
MeKBeIOMCTBEHHOE
B3aNMOJICHCTBHE B
YCIIOBHSIX
AIEKTPOHHOTO
JIOKYMEHT0000poTa

KonTponbHas pabora

Tema 5. 4 2 32
3amura JOKyMEHTOB B 18
YCIIOBUSX
MEKBEIOMCTBEHHOTO
5JIEKTPOHHOTO
B3aMMOJIEHCTBUS

OK3aMeH

Hroro: 8 10 126

4.2. TeMaTH4YeCKHUI IVIAH OCBOCHUS AMCUMILIMHBI I10 BUAAM Y4eOHOH
JAeSITeJIbHOCTH M BUAbI CAMOCTOATEILHOM (BHEAYAMTOPHOM) padoThI

HaumenoBanme Copepxxanne yueOHOT0 MaTepHasia ®opmu-
pa3/iesioB U TeM pyemMbie
(TeMbl, IepeYyeHb PacKpPbIBaeMbIX BOIIPOCOB): _
Oo0bem Komie
TEeHIHH
JIeKIIUM, MPAKTHYECKUE 3aHATHSA (CEeMUHAPBI), Jacos/3.e. n
HHIMBHUIYAJIbHbIE 3aHATHSA, CAMOCTOSITeIbHAsl padoTa (1o
odyuamuuxcs, KypcoBasi padora Teme)
1 2 3 4
2 cemecTp




Pasnesn 1. D1eKTPOHHBIA JOKYMEHT KAK CPEACTBO KOMMYHUKAIMHA

Temal. IlousiTue
3JIEKTPOHHbII
JAOKYMEHT "
3JIEKTPOHHOE
MeKBeIOMCTBEHHO
€ B3auMojJelcTBHe

Jleximsa:MHOTO3HAYHOCTD  TEPMHUHA  «DJIEKTPOHHBIN
JOKYMEHT». 3aKOHOJATEIbHbIE U HOPMATUBHBIE AKTHI,
packpeiBaroliie  00BbEM  HOHATUS  «IJIEKTPOHHBIN
JIOKYMEHT». POJIb 3JIEKTPOHHBIX KOMMYHHUKALlMU B
CUCTEME YIPAaBICHUS.

Jlexrms: BUIbI 3JIEKTPOHHBIX KOMMYHUKanui. [Tonsatue
MEXXBEIOMCTBEHHOT'O 3JIEKTPOHHOI'O B3aUMOJEHCTBUS.
Y4acTHUKM ~ HH(QOPMAIIMOHHOTO  B3aWMOJICHCTBUSI.
Enununpsl nepenaun MHGOpMALUU NPU 3JIEKTPOHHOM
B3aUMOJICYCTBUU.

IIpakTrueckue 3auaThs (CEMUHAPLI):
Posb 251eKTPOHHBIX KOMMYHHKAIIUNA B CHCTEME
yIpaBJICHHUS.

WnpuBuayanbHbBIC 3aHATUS

CamocTtodarenbHas paboTa

Barmsiasr ©.C.Bopoiickoro, C.I'.Kynemiona,
B.N.Tuxonosa u 11.®.}1Ommna, A.1.3eMckoBa,
A.Il.Kypuno, C.1.Cemunerona, 1.JI.bauuo,
T.B.MaiictpoBuu, M.H.Koctomaposa, M.B.Jlapuna
Ha IPUPOJY U CYIIIHOCTD IIEKTPOHHOTO IOKYMEHTa U
MEXBEJJOMCTBEHHOI'O 3JIEKTPOHHOT'O B3aUMOJIEHCTBHUS.
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1IK-1

Tema
1.2.3aKkoHoaaTeIbH
0e ¥ HOPMATHBHOE
peryJMpoBaHue
ME:KBeJIOMCTBEHHO
ro 3JIeKTPOHHOI0
B3auMoOeHCcTBHSA

Jlexums:CTpaTerus pa3BUTHUSA UH(GOPMaLIMOHHOTO
obmectBa B Poccuiickoit ®@enepanuu (yrB. 7 (eBp.
2008r);

Jlexumsa:I'ocynapcTBeHHas porpamma PD
«Mudopmarmonnoe obmectBo (2011-2020 robI)
(yrB. 20 okt. 2010 r. Nel815-p); Nel49-®3 ot 27
utons 2006r.

Jexims: _ DenepanbHble  3aKOHBI, PETYIMPYIOLIUE
UCTIOJIb30BaHUE  DJICKTPOHHBIX  JOKYMEHTOB W
3JIEKTPOHHOE MEKBEJOMCTBEHHOE B3aMMO/IEHCTBHE.
Jlexuums:IIpaBuna oOMeHa  JOKyMEHTaMH B
3JIEKTPOHHOM BUJIE npu OpraHu3alu
UHPOPMAITMOHHOTO B3aUMO/ICHCTBHSI.
Cucrema M3/10 u CBOB

0,5

[IpakTuyeckue 3aHsITHs (CEMUHAPDI):

AHaJ'IPI333KOHOZ[aTCJ'H:HLIX U HOPMATHUBHBIX JOKYMCHTOB,
pETTIaMEHTHPYIOUINX 3JEKTPOHHBIN JOKYMEHTOOOOpOT U
TTO/TITHCH. D3 «00
WH(OPMAIMOHHBIX TEXHOJOTHSX U
3amute uHGopManmm»; Ne33-d3 ot 12 mapra 2014r.
«O06 anexTpoHHON moanuck»; Nel52-®3 ot 27 urons
2006r. «O mnepcoHanbHbIX AaHHBIX»; Ne§-D3 ot 09
deBp. 2009r. «O6 J0CcTyna K
uH(pOpPMaIIMK TOCYJApCTBEHHBIX OpPraHOB U OPTraHOB
MECTHOT'O CaMOYTIPABIICHUSY; [TocranoBieHue
[IpaButensctBa P® ot 15.06.2009 (pex. ot

BHCAPCHUC
uHpopManuy,

3IEKTPOHHOMI

obecrieueHnn

1IK-1




07.09.2011) «06 YTBEP)KICHUU MIPaBUI
JeTIONPOM3BOACTBA B (pelepalbHBIX  OpraHax

WCIIOJIHUTEIIbHON BJIACTI; ITocranoBnenue
[IpaButensctBa P® ot 22 cent. 2009r. Ne754 «O6
YTBEPKJICHUU MTOJIOKEHUS 0 cucremMe
MEXBEJJOMCTBEHHOT'O 3JIEKTPOHHOTO

JNoKyMeHTooOopoTay; Pacnopspkenue IlpaButenbcTBa
P® ot 17 nex.2009r. Nel993-p «O6 yrBepxkaeHun
CBOJIHOTO nepeyHs roCy/1apCTBEHHBIX u
MYHUILIMINIAJIBHBIX YCIIYT, NIPEAOCTABISIEMbIX OpraHaMu
UCIIOJIHUTENIBHOM BilacTu CcyObekToB Pocculickoit
®denepanyy ¥ OpraHaMM MECTHOTO CaMOYIIPABJICHUS B
JJIEKTPOHHOM BHJIE, a TAK)KE YCIIYT, PEJOCTABIIAEMBIX
B JIEKTPOHHOM BHUJI€ YUPEKIECHUAMU CyObeKTOB PD 1
MYHHULIMIIAJBHBIMU  yupexaeHusmu; I[loctaHoBienue
[TpaButensctBa P® ot 8 cenr. 2010r. Ne697 «O
€MHON CHCTEME MEKBEOMCTBEHHOI'O 3JIEKTPOHHOTO
B3aUMOJICUCTBUS.

I/IHHI/IBI/II[VEUII)HLIC 3aHATHA:

CamocrostensHast  paboTaAHaIN33aKOHOIATEIBHBIX

A HOPMAaTHUBHBIX  JOKYMEHTOB, PETIAMEHTHPYIOIINX
ANEKTPOHHBIN JTOKYMEHTOOOOPOT M MEKBEJIOMCTBEHHOE
ANEKTPOHHOE B3aUMOAEICTBIE

10

Tema 1.3
Cranpaprusanus u
HOPMATHBHO-
MeToanYecKas 0a3a
3JIEKTPOHHOT O
AOKYMEHT0000poTa

Jexums:'OCT P HMCO 15489 «Mudopmanus u
nokymeHTanusa. Ynpasinenue nqokymentamu; 'OCT P
53898-2010 Cucremsl 3JEKTPOHHOTO
JIOKyMEHTO000poTA. B3anmopeiicteue CUCTEM
yIpaBICHUS JIOKyMEHTaMHU. TpeboBanus K
AJIIEKTPOHHOMY COOOIIIECHHIO;

Jexums:I'OCT P 54471-2011/1SO/TR  15801:2009
Cucremsl 3JIEKTPOHHOTO JIOKyMEHTO000pOoTa.
VYipasineHue JIOKYMEHTaLUEH. Nudopmarnus,
coxpaHsiemasl B 3JEKTPOHHOM Buie. Pexomennanuu
no 0OeCHeyeHHI0 JOCTOBEPHOCTH U HAaJIeKHOCTHU;
Jexums:'OCT P MCO 23081 Wudopmanus wu
JokyMmeHTauus, [Ipoueccel ynpaBiaeHMM 3alUCAMHU.
Mertananubie 11 3aIUCceN.

0,5

[IpakTndeckne 3aHaTus (cemuHapbl) Amnamuz ['OCTos,
PETJIaMEHTUPYIONIUX — 3JICKTPOHHBIA  JTOKYMEHTOOOOPOT:
oCT P HCO 15489 «Mudopmauuss u
JNoKyMeHTauus. Ymnpasinenue nokymernramu; 'OCT P
53898-2010 Cucrembl AJIEKTPOHHOTO
JIOKYMEHTO000pOTa. Bsaumozeiicteue CUCTEM
YIIPABJICHUS JTOKYMEHTaMH. TpeGoBanus K
aneKTpoHHOMY  coobmienuto; ['OCT P 54471-
2011/ISO/TR 15801:2009 CucTteMbl 3IEKTPOHHOTO
JIOKYMEHTOO0OpOTa. YTpaBieHHE JIOKyMEHTalueH.
Wndopmanus, coxpaHsemass B IJIEKTPOHHOM BHJIE.

1IK-1




PexoMenpanmuu Mo 0OECIIEYCHHUIO JOCTOBEPHOCTH U
Haaexxnoctu; 'OCT P UCO 23081 Uudopmanus u
JokyMmeHTarus, [Iporecchl yIpaBiICHUHM 3alUCAMHU.
MeTtagaHHbIC )1 3aIIHCEi.

WuauBuayaabHbIC 3aHSTHS:

CamoctostenbHas paboraCoBpeMEeHHBIE
KOMITBIOTEPHBIE TIPOTPAMMBbI AJIEKTPOHHOTO
nokymeHnToobopora ([leno, 3omymka-Kaduner,
Konekc, EBdpar, Cunkona u ap.) yHknroHanbHbIE
MECTa U UX BO3MOYKHOCTH.

16

3 cemecTp

Pazoen 2.Paboma ¢ 00KymeHmamu 8 ycio8usx Mexcee0oMCmEeHHO20 IJIeKMPOHHO20 63AUMO0eIiCH U

Tema 1.4 Jlekuus: Co3maHue 5SJIEKTPOHHOTO JOKYMEHTa CHCTEME 1IK-1
Me)KBeIlOMCTBEHHO 3JIEKTPOHHOT'O I[OKyMeHT0060pOTa
e B3aumojeiicrpue | Jlexiumsi: OGpaboTKa M CHCTEMAaTH3alHsi OJICKTPOHHBIX
B YCIOBHSIX JIOKyMEHTOB B CUCTEME 3JIEKTPOHHOT'O IOKYMEHTO000pOoTa
31eKTPOHHOTO HngHﬂ:HOHs{THj{ «TpaHCIOPTHAs IMHA» "
0KymMenTooGopoTa | «TPAHCIIOPTHEIA _KOHTEHHEp). Crpykrypa
TPAaHCIOPTHOIO KOHTeWHepa. PopMar TPaHCIIOPTHOTO
KoHTeWHepa. Dalim  onucaHus  TPAHCIOPTHOTO 2
KOHTENHEpa.
Jlexuys: YBenomileHHE O IIOJYYEHHMH M KOHTPOJIb
UCIIOJIHEHHS B CUCTEME DIIEKTPOHHOTO TOKYMEHTO000poTa
Jlekums: DNEKTPOHHAs ~ MOANKUCH  Kak  dAJIEMEHTa
TPaHCIOPTHOrO KOHTeWHepa. Ilpouenypa npoBepku
JIOKYMEHTa B DJIEKTPOHHOM BHJE, IOANMCAaHHOIO
YCUJICHHOM  KBaJU(HUIMPOBAHHOW  BIIEKTPOHHOM
MOANNCBIO
IIpakTueckue 3ausaThs (CEMUHAPEI):
Anamn3  (QyHKIMOHaTa  TPOrpaMM  3JIEKTPOHHOTO
JIOKyMEHT0000pOTa u CEPBHCOB AIIEKTPOHHOTO 4
B3anMOACUCTBUA
Pabora ¢ 6ubanoTeKoi mabJI0HOB JOKYMEHTOB
PaboTa ¢ 37eKTpOHHOH MOIHCHIO
CamocrosrenpHas pabora: 40
AHanu3 pecypcoB MHTepHeT Mo Bompocy (yHKIHOHAIA
CHCTEM DJICKTPOHHOT'O IOKYMEHT0000pOoTa
Tema 1.5. Jlexuus:3ammura JIOKYMEHTOB B YCIOBUAX 1IK-1
3amura MEXBEJJOMCTBEHHOI'O 3JIEKTPOHHOT'O B3aUMO/IEHCTBHUS
JOKYMEHTOB B Jlexiusa: OnplT pa®OTHl MO 3alUTE JOKYMEHTOB B 4
YCJI0BUAX dbenepanbHBIX MUHUCTEPCTBAX M BEIOMCTBAX
Me:xkBenoMcTBeHHO | Jlekimsa: OmpiT pa®oThl MO 3alIuUTe JTOKYMEHTOB B
I0 3JIEKTPOHHOI'0 OTJeNbHBIX cyObekTax Deneparu PO
B3aUMO/1eliCTBUA [pakTryeckue 3aHATUS (CEMUHAPEHI) 2
Anamuz @3 «O06 >IeKTPOHHON MTOITICH
I/IHHI/IBI/IIIVa.HI)HBIe 3aHATHA.
CamocTosTenbHast padora. [3ydeHne MaTepraios B ceTu 29

WuTepHeT 0 IpobiiemMax 3anuThl JOKYMEHTOB U
WCITOJIH30BAHUS DJICKTPOHHOM MTOATIHICH
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18

Bua urorosoro KOHTPOJIA - 3K3aMCH

BCEI'O: 144

5. OBPA3OBATEJIBHBIE TEXHOJIOTUH

[IpenonaBanue aucuuiiuHbl «MHbOpMaloHHbIE cUCTEMBI (eepalibHbIX
OpraHOB HCIIOJIHUTEILHON BJIACTW» JIOJDKHO BKJIIOYaTh B CeOS  CICAYIOIIHE
o0Opa3oBaTeIbHbIC TEXHOJIOTHH:

- MPOBEJICHUE ayIUTOPHBIX 3aHSATUN c HCIIOJIb30BaHUEM
WH(OPMAITMOHHO-KOMMYHHUKAITMOHHBIX MYJIbTUMEIUNHBIX TEXHOJIOTHI;

~ oOecrieueHUe  CTYJACHTOB  CONMYTCTBYIOIIMMH  Pa3JaTOYHBIMU
MartepuajiaMi — OMNOPHBIMM KOHCIEKTaMU C IEJbl0 aKTUBHU3ALUU PaOdOTHI
CTYJICHTOB 10 YCBOCHHIO MaTepHaJIOB YU4EOHOTO Kypca;

- UCIIOJIb30BAHUE MHTEPAKTUBHBIX OOYYAIOIIUX TEXHOJIOTHH: HAy4YHbIE
CEMHUHApbI, JUCKYCCHH, KpPYIJbIe CTOJBI, Mpe3eHTaimu B PowerPoint,
METOJMYECKHE CEMUHAPhI, CEMUHAPHI C 00CYKJICHHEM 3CCE.

Crneunduka qaHHON Y4eOHOU TUCIUTIIMHBI, OPUSHTUPOBAHHOM HA U3yUEHUE
HOBBIX  HMH(DOPMAIMOHHBIX  TEXHOJOTUA U COBPEMEHHBIX  TEHJEHIUMI
uHdopMaTH3auud  OOIIECTBA  BBIHYKJAET MpenojaBareieil  HCIOJIb30BATh
texHonoruu Web 2.0 1 HOBaTOPCKHE METO/AbI OPTaHU3aLMKU Y4eOHOTO MpoIecca.

CoBpeMenHble  TexHosnoruu Web 2.0 mpeamonararoT  M3MEHEHHE
TPAIUIIMOHHON HEpapXUU YUYUTENb-yYECHUK. B OTHAENbHBIX CiIy4yasx, OHHU
CTAHOBSITCSI PaBHOIIPAaBHBIMU YYaCTHUKAMU y4€OHOTO Tpoiiecca.

[Ipennaraemass METOJOJIOTHSI CHHTE3a TPATUIUOHHBIX IE€IArOrM4ecKux
TexHOJoTui U TexHosorut Web 2.0 mo3BojsieT 3HAYUTEIBHO MOBBICUTH Ka4€CTBO
OCBOCHHS MaTepuasa U pa3BUTh HABBIKU CAaMOOPTaHU3AIMHU JIJISl TOJTyYCHUSI HOBBIX
3HAHUMU.

6. OHEHOYHBIE CPEJICTBA JJisd TEKYIIEI'O KOHTPOJIA
YCHEBAEMOCTH 1 TPOMEXYTOUYHOMN ATTECTAIIA

6.1. KoHTpoJIb OCBOCHUS TUCUMILJIMHBI
KoHTpob OCBOCHUS AUCIUTIIMHBI POU3BOIUTCS B COOTBETCTBUH ¢ [lomokeHneM

O TPOBEJICHUU TEKYILIETO KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOUHON aTTeCTALIMH
ctyneatoB  PI'bOY BO «KpacHomapckuii rocynapCTBEHHbI  HHCTHUTYT
KyJIbTypbl». [IporpaMMoil TUCHUIIIIMHBL B LENSAX MPOBEPKU MPOYHOCTH YCBOCHUS
MaTepuaia npeaycMaTpuBaeTcs MPOBEACHUE Pa3TUUHbIX (POPM KOHTPOJIL.

Texywuii kKOHMpoL YCTIEBAEMOCTH CTYJEHTOB MO AWCIMILINHE MPOU3BOAUTCS B
cleayrmmx popmax:

- YCTHBIH OIIpOC;
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- TIMCbMEHHbIC UHAUBUIYAJIbHbIE 3a/IaHNUS;
- TECTUPOBAHHE U JIp.
Pyb6esicnviii konmpons TnpeaycMaTpuBaeT OILICHKY 3HAHWM, YMEHMM U HaBBIKOB

CTYJICHTOB MO MPONJACHHOMY MaTepHally MO JaHHOM IHUCUUIUIMHE HA OCHOBE
TEKYIUX OIICHOK, MOJIYYCHHBIX MMM Ha 3aHATHSX 3a BCE BHJBI paboT. B xome
pYOE)HOT0 KOHTPOJISI UCIIOJIB3YIOTCS CIIEIYIOLIME METO/IbI OLICHKU 3HAHUA:

- YCTHBIE OTBETHI;
- NHCbMEHHBIE PabOTHI;

- MpakTUYECKue U JabopaTopHbIe padOThI U T.J.

IIpomedsxcymounolii  Konmpons 1O pe3ylbTaTaM CeMecTpa M0 JUCHUIUIMHE

IPOXOIUT B popMe dK3aMeHa.

6.2. OueHounbie cpeacTBa
Tecr

1.YT0 He OTHOCUTCS K YUYPEeIUTEIbHBIM JOKYMEHTAM IOPHINYeCKOro Juuna?
A.  Tlporokon cobpanus yupeauTenei;

B. Vcras;
C. YupeauTenbHbIil 10rOBOD;
ANSWER:

2.11o107%eHME 0 CTPYKTYPHOM NOAPA3J1eJIeHUH — ITO:

A.  1paBOBOM aKT, KOTOPBIM yCTaHABIMBAET CTATyC, (QYHKIIMH, ITPaABa,
00513aHHOCTH U OTBETCTBEHHOCTh CTPYKTYPHBIX MOAPA3ACICHUN NN UHBIX
OpTraHoB;

B.  mpaBoBoOil aKT, KOTOPBII ONpenesseT CTaTyC OpraHu3aluy, ee 3a1a4u u
(GyHKUIMH, TpaBa, OTBETCTBEHHOCTb, MOPSAOK I€ATEIbHOCTH;

C.  1OoroBop, CTOPOHBI KOTOPOTO 00S3YIOTCS CO3AaTh IOPUINIECKOE JIUIIO U

YCTaHaBJIMBAIOT MOPSA0OK COBMECTHOM JIEATEILHOCTH 10 JaHHOMY (haKTy;
ANSWER:

3.J1aToii 101KHOCTHOM MHCTPYKIMH ABJISIETCS AaTa
A. e cOoCTaBJICHHUS,

B.  ee yrBepxkaeHus;
C.  o3HaKomJIeHUs C HEeH pabOTHUKA
ANSWER:

4. TIpaBoBoii aKT, B KOTOPOM 0TO0pAakaeTcs MOPSAAOK IeATeTbHOCTH
PYKOBO/JCTBA OPTraHU3AIUH, 2 PABHO KOJLJIETHAJIBLHOI0 WIN COBENIATEJIbHOT0
oprasa — 3To:

A. wmTaTHOE pacnucaHue;

B. ycras;
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C. peryiameHT;

ANSWER:

5. 1o cepe cBoero aeiicTBUSI pacnopsiAuTelIbHbIE TOKYMEHTHI JeJISTCS HAa:
A.  KOJUJIEKTHBHBIC U UHJUBUIyAJIbHbIE;

B.  denepaibHOro ypoBHs, pErMOHAILHOTO YPOBHS, TPABOBBIC AKTHI
OpraHu3alui;

C.  mpaBoOBbIE aKThl OpTraHU3aAIIUM, IPABOBBIE AKTHI UX CTPYKTYPHBIX
MOJpa3AeIeHUN

ANSWER:

6. PacnopsizkeHue u3jgaercsi:

A. B yCIOBHUSIX BEJJOMCTBEHHOT'O PETYJIMPOBAHUS;

B. €IMHOJINYHO;
C.  KoJIernajibHO;
ANSWER:

7.Konus yacTu J0KyMeHTa, KOTOpPasi 3aBepeHa B onpeieJ e HHOM MOpsiIKe,
ITO:

A.  BBIIIKCKA;

B.  snekTpoHHas Komus;

C.  nyoOnukar

ANSWER:

8. He siBJisieTcsi JIOKYMEHTOM, KOTOPbIii HHUIIUHPYET pelieHne:
A.  7JokiagHas 3aIlHicKa;

B. 3aKJIIOYCHUE;

C.  IpPOEKT NOKYyMEHTa;

ANSWER:

9. YeM BHellIHE OTJIMYAETCS MPOEKT JOKYMEHTA OT €ro OKOHYATEJIbHOT 0
BapHMaHTa?

A.  Tlpoekr He 00s13aTenbHO OOPMIISITH B TaKOM k€ popme, Kak Oyayiuit
JOKYMEHT, IOCTaTOYHO CAMOT0 TEKCTa;

B.  Hanmuceio «1ipoekT» B BEpXHEM I10JIE€ CIIPABa;

C.  IIpoext odopmisieTcss Ha CrieIUaIbHOM OJIaHKE;
ANSWER:

10. Kakasi 4acTh NOCTAHOBJIEHHSI COAEP:KUT HOPMATUBHBbIE MOJI0OKEHHS HJIH
nopy4enus?

A.  PacnopsautenpHas;

B. Koncrarupyromas;

C. Bsognas

ANSWER:

11.B coctaB uHpoOpMALMOHHO-CIIPABOYHBIX JOKYMEHTOB He BXO/JIUT:

A. JIOKJIaJIHAs 3al1cKa;

B. CBOJIKA;

C. ykazanwue;
ANSWER:
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12.Bun ungopManmoHHO-CIIPABOYHOM TOKYMEHTAIIUN, SIBJISIOLIECsI
CI0CO0OM ONEePATHBHOI0 HH(POPMALUOHHOI0 00MEHA MEeK1Y OPraHUu3alusAMU,
HA3bIBACTCH:

A.  JoKkyMeHTanueu Juis ciy>keOHOTO MOJIb30BaHUS;

B. mepenmckoii;
C.  CTaTUCTUYECKOH OTYETHOCTHIO
ANSWER:

13.Yto npenacrapJsieT co00ii 3asiBjieHHE B JOKYMEHTO000POTE OPraHu3amum?
A.  DTo IOKyMEHT, KOTOPHII aipecoBaH JOHKHOCTHOMY JIUITY M COJEPIKHT
KaKyI0-T100 npoch0y pabOTHHUKA;

B.  DTo DOKYMEHT ¢ MpeaToKeHHEM Ha3HAYUTh, IIEPEMECTHTh WIIH MTOOIIPUTH
paboTHUKA;

C. DTO JOKyMEHT, OOBICHSIOMUN MPUUYUHBI CITYYUBIIETOCS, KOTOPHIN
COCTAaBJISIET pAOOTHUK HAa UMSI PYKOBOIUTEIISI

ANSWER:

14. Yto He siBJIIETCS MPU3HAKOM aKTa?

A.  ycraHoBieHue (HaKTHUECKOTO COCTOSHUE ]l U OTPAKEHHUE €ro B aKTE;

B.  cocrasienue B cBoOO1HOM hopme;
C.  KOJUIETHAIBHOCTH COCTABJICHHS
ANSWER:

15. /lokyMeHTBI, KOTOPbIe U3IAHbI BHYTPH Y4YpexKJAeHHUs U OTIPABJICHBI 32 ero
npeeJibl AJisl PYKOBOACTBA HUKECTOSIIIIUM OPraHaM ynpasJjeHus Ju00 B
HeJIAX MCIIOJIHEHUS] MUChbMEHHbIX YKa3aHUIl BbICIIeH HHCTAHIIUM,
HA3bIBAKOTCS:

A.  uncxonsmMMH JOKYMEHTaMUu;

B.  BXomgmmmu JOKyMEHTaMH;
C. nepenuckoi
ANSWER:

16. CoBOKYHOCTh TOKYMEHTOB WJIM IOKYMEHT, OTHOCSIIITUECS K OJTHOMY BOTIPOCY
WM YYaCTKY JESITEIIbHOCTH U TIOMEIICHHBIE B OJIHY O0JIOKKY — 3TO:

A. 1ero;

B.  Homenkiarypa ae,

C.  dopmupoBanue aen

ANSWER:

17.Kakoii Bu1 HOMEHKJIaTyphl J€Jl HE CYIIECTBYET?

A. Tunosas,

B. Ilpumepnas;

C. Exerognas

ANSWER:

18.Kakoe yciioBue sBisieTcsi 00s3aTeIbHBIM TTPH 00BEAMHECHUN HECKOJIBKUX JIeTT B
OJTHO?

A. JlaTa cocTaBiieHUsI JOKYMEHTA;

B. CoBnanenue CpoKoB XpaHEHUS JOKYMEHTOB;

C. ConepxxaHue JOKyMEHTA,;
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ANSWER:

19. Kak cucrematu3upyroTcs jiefia B HOMeHKIaType?

A.  Tlo npuka3y pyKOBOAUTEIIS;

B. He umeer 3Hauenus;

C. [Ilo cTenenu BaKHOCTH M UX B3aUMOCBSI3H

ANSWER:

20. Yto BKiIIOYAET B ce0s1 TEXHUYECKOE UCTIOJHEHHE JOKYMEHTA !

A.  TOIroTOBKY MPOEKTa JOKYMEHTA, HA0Op M paclevaTrKy TEKCTa MPOEKTa,
KOPPEKTHUPOBKY COJIEPKaHUS JOKYMEHTA MOCTIE COTJIacOBaHMsI, 0(pOpMIICHHE
(MHATBHOTO BapHaHTa JIOKYMEHTA;

B.  nmpenmocraBineHue pacrnedyaTaHHOTO IPOEKTa TOKYMEHTa PYKOBOJIUTENIO Ha
COTJIacOBaHME, YCTPaHEHUE HETOUHOCTEHM, HA00p OKOHYATEIILHOIO IOKYMEHTA;
C.  cocraBieHHE TOKYMEHTa Cpa3y B OKOHYATEIbHOM BapHaHTE, €To
MOANMCAaHNUE Y PYKOBOAUTENS, OTIPABKA IOKYMEHTA ajpecaTy

ANSWER:

21. Korna 10KyMeHT SIBJISIETCS MCIIOJTHEHHBIM?

A.  Kak TOJIbKO JOKYMEHTY IPUCBOCH PErUCTPAIIMOHHBIN HOMED;

B.  Korma paccmMarpuBaeMsblii B JOKYMEHTE BOIIPOC pa3pelieH NOJHOCTHIO U
NepenucKa Mo HeMy 3aBEPILECHA;

C. Korma 1okyMeHT NOJIy4eH KOHEUYHBIM aJIpECaTOM

ANSWER:

22. HocutesieM HH()OPpMALINHU SIBJISIETCS

A. co3JlaTelb JOKYMEHTA,

B.  marepuanbHblli 00BEKT, KOTOPBIA HYXEeH 1J1s (PUKcauu, XpaHeHus (1
BOCIPOM3BEICHUS) PEUEBOM, 3BYKOBOM MJIM U300pa3UTeNbHON HH(OpMaLnY;
C. cTpyKTypHOE 1o/ipa3/iesieHne, BhITONIHAMEe QYHKIUH 110 BEACHUIO
JIOKyMEHTOO0OpOT

ANSWER:

23. CBOICTBO JOKYMEHTA NMOATBEPKAATH 1eJ0BYIO 1eSITeIbHOCTh JTU00
co0bITHE JTMYHOIO0 XapaKTepa — 3To:

A.  1opuanueckas 3HAYUMOCTh JTJOKYMEHTA;

B.  ropuamueckas cuia I10KyMEHTa;

C.  ayTEeHTHUYHOCTh

ANSWER:

24. TUNOBBLIM CPOKOM HCHOJIHEHHSI JOKYMEHTA Ha3bIBAETCSl:

A.  CpOK HCNIOJTHEHUS, KOTOPBIM YCTaHOBJIEH B OPraHU3alMOHHO-
pacnopsaaIuTEIbHOM JTOKYMEHTE WUJIH B PE30JIIOLIHH;

B.  cpok ncnosiHeHUs, yCTaHOBJIEHHBIN CIOKUBIIMMCS B OpraHu3aluu
oOBIYaeM;

C.  CpOK MCHOJIHEHUSI JOKYMEHTA COIIACHO HOPMATHUBHO-IIPABOBOMY aKTYy;
ANSWER:

25. CripaBOYHUK, COepP:KAIINii CBeJleHUs 0 (POHIAX apXHUBa H
NpeIHA3HAYEHHBbIH VI 03HAKOMJICHUS ¢ HX COCTABOM H COJAEPKAHMEM — ITO:
A.  apxXuBHBIU CIIPABOYHHUK;
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B.  apxuBHBIN IyTEBOAUTEID;

C.  apxuBHBIH yKa3aTelsb

ANSWER:

26. YaudunupoBaHHoii popMoii JoOKyMeHTA SIBJISAETCS:

A.  (dopmynsp TOKyMeHTa ONpeneeHHOrO BUA, KOTOPbII COACPKUT
MOCTOSTHHYIO YacTh TEKCTAa,;

B.  OyMaxHBII WM 3JEKTPOHHBIN MIA0JIOH C PEKBU3UTAMM, [10 KOTOPBIM
OTIpeETSeTCs aBTOP O(UIIMATBHOTO JOKYMEHTA,

C.  PEeKBH3UT O COIJIACHH OPraHu3alii, KOTOpas He SIBISETCS aBTOPOM
JIOKYMEHTA, C €ro CoAepKaHueEM

ANSWER:

27. PekBU3MUT JOKYMEHTA — 3TO:

A.  peructpallMOHHBIA HOMEP JOKYMEHTA;

B.  cBeneHus o nare U UCMOJIHUTENE JOKYMEHTA,
C. oanemeHT opOpMIICHHS TOKYMEHTA;
ANSWER:

28. IlpenBapuTebHbIH TEKCT JOKYMEHTA, KOTOPbI JIMYHO TOTOBUT
HCIOJHUTEb WIN COUCIOJHUTEIb IOKYMEHTA, 3TO:

A. AK3EMIUISAP TOKYMEHTA;

B.  mpoekT nokyMmeHTa;

C. komnus TOKyMEHTa

ANSWER:

29. /les10npOU3BOACTBO — ITO:

A.  Z1edaTeNbHOCTh N0 TOKYMEHTUPOBAHUIO, JOKYMEHTOOOOPOTY, ONIEPAaTUBHOMY
XPAaHEHUIO U UCI0JIb30BAHHIO JOKYMEHTOB;

B. mpouenypa cozmanus, THPAKUPOBAHUS U PETUCTPAITUU BXOIAIIEH U
UCXOMSIIEN JOKYMEHTAlMN OpraHu3aluu;

C.  HemocpeacTBEHHOE CO3AaHME OPHUIMATBHBIX JOKYMEHTOB Ha IPEANPUITUN
ANSWER:

30. KakoBa njimHa camoii JJTMHHOM CTPOKHM PEKBU3UTA NMPH YIJIOBOM
PacCoI0KeHUN PEKBU3UTOB?

A. He 6omnee 12,5 cMm;

B. He 6omee 7,5 cm;

C. He 6omnee 10 cwm.

ANSWER:

3aaHus I CaMOCTOATEIbLHON PadoThI

1. DnekTpoHHBIE HHPOPMAIIMOHHBIE PECYPCHI.

2. OcHOBBI KJTaCCU(PUKALIUHU IJIEKTPOHHBIX JOKYMEHTOB.

3. [IporpamMMblI 3JIEKTPOHHOTO TOKYMEHTOO00pOTa

4.3HaueHue U OCHOBHbIE MOJIOKEHUSI D3 «O0 >IEKTPOHHOM MOATUCH

Bonpocsl k 3k3aMeHny
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1. 3aauM 3JIEKTPOHHOW KOMMYHMKAIMU B YIIPABJICHUY;

2.  lloHATHe »SJEKTPOHHBIH JOKYMEHT U MEXBEJOMCTBEHHOE 3JIEKTPOHHOE
B3aMMO/ICIICTBHUE;

3. [IpeeMCTBEHHOCTh TPAJAUIIMOHHOTO U AJIEKTPOHHOT'O IOKYMEHTA;

4. 3aKOHO/ATEIbHBIE U1 HOPMATUBHBIE aKThl, PACKPBIBAIOIINE O0BEM IMOHITHS
«QIEKTPOHHBIA JOKYMEHT», MEKBEIOMCTBEHHOE 3JIEKTPOHHOE B3aUMOJEHCTBUE;

5. B3rmsaapl OTEYECTBEHHBIX YYEHBIX Ha MPUPOAY U CYIIHOCTH 3JEKTPOHHOIO
JOKYMEHTA U MEXBEJOMCTBEHHOE 3JIEKTPOHHOE B3aUMO/IEICTBHE;

6. 3aKoHOJAaTEIbHOE PEryJupoBaHUE B cepe HCHOIb30BaHUS 3JIEKTPOHHBIX
JIOKYMEHTOB M MEKBETOMCTBEHHOE JIEKTPOHHOE B3aHUMO/IEHCTBHE;

7. CranpapTuzands ¢ HOPMAaTHBHO-METOAMYECKass 0aza  3JIEKTPOHHOTO

JIOKyMEHTOO000pOTa ¥ MEKBEJOMCTBEHHOTO 3JIEKTPOHHOTO B3aUMOJICHCTBUS;

8. I'OCT P HUCO 15489 «Uudopmaruss U AOKYMEHTAlMs. YIIpaBiICHHUE
nokyMeHTtamu; ['OCT P 53898-2010 Cuctemsbl 31€KTPOHHOTO JIOKYMEHTO000pOTA.
BzaumopeiictBue  cucreM  ympaBieHUST — JOKyMmMeHTamu. TpeOoBaHus K
AIIEKTPOHHOMY COOOIIEHUIO;

Q. I'OCT P 54471-2011/ISO/TR 15801:2009 CucTteMbl 3JIEKTPOHHOIO
JIOKyMEHTO0OOpoTa. YrpasieHue JokymeHTalueil. Mapopmaius, coxpansemas B
AJIEKTPOHHOM BHUJE. PekomeHpanuu 10 OOECMEUEHUIO JIOCTOBEPHOCTH U
HaJIC)KHOCTH;

10. TOCT P HCO 23081 MHudbopmaunus wu mgokymeHtarus, IIporeccs
YIIPABJICHUH 3aMKUCAMU. MeTalaHHbIe ISl 3aIUCe;

11. CoBpeMeHHbIE KOMITBIOTEPHBIS MIPOTPaMMBI AIEKTPOHHOTO
JIOKYMEHTOO0OpOTa M HX BO3MOXXHOCTH MEXBEJIOMCTBEHHOTO 3JEKTPOHHOIO
B3aMMOJICHCTBUS;

12. TlonsiTue KOHBEPTAIIMU, MUTPAIIUN AIEKTPOHHBIX TOKYMEHTOB;

13. BeneHue HOMEHKIIATYPHI i€ B AJIEKTPOHHOHU (hopMme;

14.  DnexrponHoe neno. O6paboTKa AIESKTPOHHOTO Jieja MpHU NepeIaue B apXUB;
15. OOGecnedyeHne COXpaHHOCTH M YUYE€T AJICKTPOHHBIX JOKYMEHTOB B YCIOBHSIX
MEXBEJIOMCTBEHHOTO JIEKTPOHHOTO B3aUMO/ICHCTBHUS;

16. 3amwmra [JaHHBIX B  YCIOBUAX MEXBEIOMCTBEHHOTO JJIEKTPOHHOIO
B3aMOJIEUCTBHS.

7. YUYEBHO-METOJIUYECKOE W HWH®OPMAIIMOHHOE
OBECIIEYEHME JUCHUIIJIMHBI (MO/JYJISA)
7.1. OcHOBHas1 IMTEpaTypa
1. KonduneHmuaibHoe IeTONPOU3BOJCTBO M 3aAlUIIECHHBIN SJIEKTPOHHBIN

noKkymeHTooO0opotr @ yueOnuk /  A.T. ®abpuunos, A.C. I¢mymkuH,
T. B. Konapamosa, H. H. Kynsies. — Mocksa : Jloroc, 2011. — 452 c. — (HoBas
YHUBEpPCUTETCKasgs Oubnmoreka). — Pexum gocTyma: 1Mo TOANMHCKE. —

URL.: https://biblioclub.ru/index.php?page=book&id=84996 (mara  oOparenus:
16.05.2023). — ISBN 978-5-98704-541-1. — TeKCT : 3JIEKTPOHHBIH.

2. CwmupnoBa, [I'. H. DnexTpoHHbIE  CHUCTEMBI  YIpaBICHUS
TOKyMeHTooOopoToM : yuebHoe mocobue / I'. H. CmupnoBa. — MockBa
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https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=90954
https://biblioclub.ru/index.php?page=book_red&id=90954
https://biblioclub.ru/index.php?page=book_red&id=90954
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MOCKOBCKHMII TOCYyapCTBEHHbIH YHHBEPCUTET OSKOHOMHUKH, CTATUCTHKU U
unpopmaruku, 2004. — 115 c¢. — Pexum jgoctyma: 1O TOAMHCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=90954 (nara  oOpareHus:
16.05.2023). — ISBN 5-7764-0399-5. — TeKcT : 371€KTpOHHBI.

3. Murpodanos, E. 1. DnekTpoHHBIN T0KyMEHTOOOOPOT B (DMHAHCOBOMU
cucteme peruona / E. [1. Mutpodanos, M. JI. ToncroBa. — Mocksa : KpeatuBHas
skoHomuka, 2011. — 180 c¢. — Pexum pgocrtyna: 1O TMOJNUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=132827 (nata oOpamicHwus:
16.05.2023). — ISBN 978-5-91292-045-5. — TekcT : 3JIeKTPOHHBIH.

4 IlpoxopoBa, O. B. MHMudopmamnmonnas 06e30MacHOCT, U 3allluTa

uadpopmaruu  :  yuebnuk : [16+] / O.B.IIpoxopoBa ; Camapckuii
rOCyAapCTBEHHBIA apXUTEKTYpHO-CTPOUTEIbHBIN yHUBepcurer. — Camapa

Camapckuil rocyAapCTBEHHbI apXUTEKTYPHO-CTPOUTENBHBIN yHUBEpcUTeT, 2014.
— 113 ¢ : Tabm, cxem.,, Wi — Pexum pgocTyma: mo TMOANUCKE. —

URL: https://biblioclub.ru/index.php?page=book&id=438331 (nata  oOparieHus:
16.05.2023). — bubmumorp. B kH. — ISBN 978-5-9585-0603-3. — Tekcr
AJIEKTPOHHBIM.

7.2. lonoJHUTEILHAS JIUTEPATYpPa

1. T'ocynapctBennas nporpamma PO «udopmanrionnoe obmiecto (2011-
2020 rogapn) (ytB. 20 okT. 2010 1. Ne1815-p);

2. I'ynos, A. M. IIporpaMMHO-TEXHOJIOTUYECKUI KOMILJIEKC TSI Pa3BUTHS
MH(POPMAIIMOHHOW Cpelbl 00pa30BaTEILHOTO YUPEKJICHHS HAa OCHOBE CHUCTEMBbI
AIEKTPOHHOTO JoKyMeHTooOopoTa / A. M. I'ynos, C. FO. 3aBo3kuH ; KemepoBckuii
rocy1apCTBeHHbIN yHUBeEpcuTeT. — KemepoBo : KemepoBckuii rocyaapCTBEHHbBIN
yHuBepcuTeT, 2016. — 231 c. : cxem., Ta0I., uil. — Pexxum mocTyra: mo Mmoarnucke. —
URL.: https://biblioclub.ru/index.php?page=book&id=481537 (nata  obparieHus:
16.05.2023). — bubmuorp.: c. 197-217. — ISBN 978-5-8353-2061-5. — TekcT :
DIEKTPOHHBIN.

3.1udpoBoe 001IECTBO B KYJITYPHO-UCTOPUUECKON Mapagurme / moj pe.
T. A. Mapuunkosckoit, B. P. OpecroBoir, O. B. I'aBpnuenko ; Munucrepctso
HayKl U BbIclIero oOpa3zoBanusi Poccuiickoit ®enepauuu [1 ap.]. — Mocksa :
MockoBckuil Tiearornueckuil rocynapcrseHubiii yausepcurer (MIII'Y), 2019. —
264 C. — Pexum JIOCTyma: o MOIIUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=563580 (nata oOparcHwus:
16.05.2023). — bubmmorp. B kH. — ISBN 978-5-4263-0722-3. — Tekcr
AIEKTPOHHBIM.

5.be3onacHOCTh AJIEKTPOHHOTO JOKyMEHTOOOOpOoTa : ydeOHOe mocodue :
[16+] / II. A. Tumenko, 0. M. Kazakos, P. A. ®wmnnos [u ap.]. — Mocksa ;
bepnun : Jupexr-Menua, 2021. — 54 c. — Pexxum pocTyna: mo HOAMHUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=602225 (nata  obparienus:
16.05.2023). — bubmuorp. B kH. — ISBN 978-5-4499-1928-1. — Tekcr

AIEKTPOHHBIN.


https://biblioclub.ru/index.php?page=book&id=90954
https://biblioclub.ru/index.php?page=book_red&id=132827
https://biblioclub.ru/index.php?page=book_red&id=132827
https://biblioclub.ru/index.php?page=book_red&id=132827
https://biblioclub.ru/index.php?page=book_red&id=132827
https://biblioclub.ru/index.php?page=book_red&id=132827
https://biblioclub.ru/index.php?page=book_red&id=132827
https://biblioclub.ru/index.php?page=book_red&id=438331
https://biblioclub.ru/index.php?page=book_red&id=438331
https://biblioclub.ru/index.php?page=book_red&id=438331
https://biblioclub.ru/index.php?page=book_red&id=438331
https://biblioclub.ru/index.php?page=book_red&id=438331
https://biblioclub.ru/index.php?page=book_red&id=438331
https://biblioclub.ru/index.php?page=book_red&id=438331
https://biblioclub.ru/index.php?page=book_red&id=438331
https://biblioclub.ru/index.php?page=book_red&id=481537
https://biblioclub.ru/index.php?page=book_red&id=481537
https://biblioclub.ru/index.php?page=book_red&id=481537
https://biblioclub.ru/index.php?page=book_red&id=481537
https://biblioclub.ru/index.php?page=book_red&id=481537
https://biblioclub.ru/index.php?page=book_red&id=481537
https://biblioclub.ru/index.php?page=book_red&id=481537
https://biblioclub.ru/index.php?page=book_red&id=563580
https://biblioclub.ru/index.php?page=book_red&id=563580
https://biblioclub.ru/index.php?page=book_red&id=563580
https://biblioclub.ru/index.php?page=book_red&id=563580
https://biblioclub.ru/index.php?page=book_red&id=563580
https://biblioclub.ru/index.php?page=book_red&id=563580
https://biblioclub.ru/index.php?page=book_red&id=563580
https://biblioclub.ru/index.php?page=book_red&id=602225
https://biblioclub.ru/index.php?page=book_red&id=602225
https://biblioclub.ru/index.php?page=book_red&id=602225
https://biblioclub.ru/index.php?page=book_red&id=602225
https://biblioclub.ru/index.php?page=book_red&id=602225
https://biblioclub.ru/index.php?page=book_red&id=602225
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6. TOCT P UCO 15489 «Mudopmarusi 1 JOKyMEHTAlMs. YTpaBJiIeHUE
nokyMeHTtamu; I'OCT P 53898-2010 Cuctembl 371€KTPOHHOTO IOKYMEHTOO00pOTA.
B3aumopeiictBue  cucteM  ympaBieHHs — JOKymMeHTamu. TpeOoBaHus K
AIIEKTPOHHOMY COOOIIEHHUIO;

7. TOCT P 54471-2011/ISO/TR 15801:2009 Cwuctemsl 3JIEKTPOHHOTO
JOKyMEHTO00OpOoTa. YTpaBieHne JokymMeHTaruei. Madopmanus, coxpansemas B
JIEKTPOHHOM BHE. PekoMmeHmammu 10 00€CIeUeHNUI0 JOCTOBEPHOCTH U
HaJIC)KHOCTH;

8. TOCT P HCO 23081 Undopmanusa u mgoxymenrtauus, [Iporeccs
yIpaBJIeHUHU 3anucsiMu. MeTaganHble JU1s 3amucei.

9. benukoBa, E.O.  DnexTpoHHbIE  JOKyMEHTHI M  aQpXUBBL
VYuyeb.nmocobueE.O.benukona, E.B.byntonuna, A.I'.Hecreposa —Bonrorpan, 2014.-
80c.

10. Kiimmenko, A. JI0JITOBpEMEHHOE XpaHECHHUE AJICKTPOHHBIX JTOKYMEHTOB:
ocHOBBI MeToosiorun/A. Kinumenko// Jlenonpons3BoiCcTBO U JOKYMEHTOOOOPOT Ha
npennpusatuu.-2014.-Nel.

7.3. llepuoanyeckue u3IaHMs:
1. Uudopmanmonnsie pecypcebl Poccun
2. eLIBRARY - Hayunag snekrponnas o6ubarnoreka (Mocksa)
http://www.elibrary.ru/
3. IPRbooks DiekTpoHH0-0M0JIHOTEYHASI CHCTEMA
http://www.iprbookshop.ru
4. Polpred.com O630p CMU
http://www.polpred.com
5. UaTerpym
http://www.nlr.ru/res/pr.php?n=2
6.KubepJlenunka
http://cyberleninka.ru/
7. Yausepcurerckas nadopmannonnas cucrema POCCHUA
http://uisrussia.msu.ru
14. DnextponHas oudamnoreynas cucrema "Jlanp"
http://www.e.lanbook.com

15. Hayuynas OubnmoTeka HAIMOHAIBLHOTO MCCIIEIOBATEIHCKOTO TOMCKOTrO
roCyJJapCTBEHHOTO YHHUBEPCUTETA [DIIEKTPOHHBIN pecypc]. — DIEKTPOH. JaH. —
Tomck.— Pexum JOCTyTIA: http://www.lib.tsu.ru.
16. DJNEeKTpOHHAs oubmmoTeka. Pexum JOCTyma: -
http://library.mephi.ru/icb2/glav5_new.html

7.5. Meroanyeckue YKa3aHUSA U MATEPHUAJIbI 110 BUAAM 3aHATHHI
JI71s1 MOJATOTOBKU K 3aHSTUSAM PEKOMEHIYEM HCIIOJIb30BaTh 3JIEKTPOHHAYIO
0a3y JaHHBIX MO JOKYMEHTOBEICHHIO M JOKYMEHTOBEIUYECKHM HCCIIEIOBAHUSIM,
KOTOpasi COJIEPKUT METOJUYECKHE MaTepHasbl MO MOATOTOBKE K CEMHUHAPCKUM,


http://www.elibrary.ru/
http://www.iprbookshop.ru/
http://www.polpred.com/
http://www.nlr.ru/res/pr.php?n=2
http://www.nlr.ru/res/pr.php?n=2
http://cyberleninka.ru/
http://uisrussia.msu.ru/
http://www.e.lanbook.com/
http://www.lib.tsu.ru/
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MPAKTUYECKUM3aHITHSIM,  3a4eTy, pa3paboTke rjoccapusi, IOJATOTOBKE
BUJICOTIPE3CHTAIIUM, BBIMOJTHEHUIO IPYTUX 3aJlaHUil  3aJlaHiuii B paMKax
CaMOCTOSITeJIbHOM paboThl . A  Takxke AJICKTPOHHBIE JSHIUKIONCANN TI0

JIEJIONPOU3BOACTBY U aPXUBOBEICHHUIO

Jnst caMoCTOSITeNIbHOM paboThl,  MOATOTOBKE MPAKTHYECKUX (CEMUHAPCKUX)
3aHSITUNA, TTOATOTOBKE K TECTOBBIM HCIBITAHUSIM, a TaKXKe JJis HamucaHus 3Cce,
pedepaToB, HAYUHBIX JOKIA0B PEKOMEHAYETCS CIEAYIOIIee:

JIJIst TOITOTOBKY K TIEPEUMCIICHHBIM BUAAM PabOT MPETyCMOTPEHBI 3a/1aHMS,
Pa3BUBAIOIIME HABBIKM CAMOCTOSATEIIBHOTO aHAIN3a U OCMBICIICHUSI TPEITTOKEHHBIX
npobiemM u TeM. JIJIT OCBOGHUS MPEUIOKEHHBIX TEM, CTYyJACHTaM HEOOXOIUMO
O3HAKOMHUTHCS C TPEIJIOKCHHOW JIMTepaTypol, BBIOpaTh HEOOXOIUMBIC
UCTOYHUKH, COCTaBUTh IUIaH Tpeacrosuied pabotel. s pedepupoBanus
UCTOYHUKOB CTYJIEHTy HEOOXOJMMO O3HAKOMUTBCS C TEKCTOM, CJHeJaTh
HEOOXOJMMbIC BBIIIUCKH, IUTaThl, COOTBETCTBYIOIIME TJABHOW IMpoOJemMe
UCCIICOBAHUS, CKOMIIOHOBaTh JTHU ULWTAThl, MPOAYMAaTb WX, H3JIOKUTh
COOCTBEHHOE BHUJICHHE CBOMMH CIIOBaMH, HAMETUTh HEOOXOJMMBIE CBSI3KH H
CTpYKTYypy Oyayiero Tekcra. PedepupoBanne mepBOMCTOYHUKOB MpEIOIaract
CaMOCTOSITEJIbHBIE HABBIKA M3YYEHUS TEKCTA, M3JIOKEHUE MPEIJIOKEHHBIX TOUYEK
3peHHUsl, MepecKa3, aHalIu3 MPOOJIEMHBIX BOMPOCOB, BHIJCICHUE ITIABHBIX HAYYHBIX
no3unuii  aBTopoB. Jlyisi BhIMOJIHEHUS pedepara HEOOXOOAMMO HauMHATHL C
000CHOBaHMSI BBIOOpa TEMBbI, 3aT€M IPUBECTH IME€PEUEHb KIIIOUEBBIX MOHSATUN
coJiepKaHus, IiaH padoThl (0 4yeM paboTa, Kakhe BOIMPOCHI BKIIOYEHBI), 3aTEM
nepexouTh K (HOpPMYyJIUPOBKE TE3UCOB, MPEICTABISIIONINX KPAaTKOE COAEp KaHue
KaXJ0ro Bompoca TeMbl. Jlamee, TPUBOIATCS CTPYKTYPUPOBAHHBIE TE3UCHI
(OCHOBHBIE TPYHNIBI TE3UCOB MO paszaenaMm padoTsl). CrpynmnupoBaB TE3UCH
(OCHOBHBIE MBICIJIH), YCTAHOBUB MEX1y HUMH OCHOBHBIC M COTIOTYMHEHHBIC CBSI3H,
COCTaBUTh JIOTHYECKYI0 MOJENb cojepxkaHusi pabotel (pedepara). BozmoxkHo
MEePBOHAYAIILHO TOCTPOUTH MOJENb COJEpPX aHUS PadOThl U OCHOBHBIX OJIOKOB
(MpIcTIelt), a 3aTeM KaXKIbIi TE3UCHBIM OJIOK HAIMOJHUTH CTPYKTYPHBIM KpPaTKUM
coJiep>kaHreM. DTO MO3BOJIUT B JAJIbHEHUIIIEM PacKpbIBaTh padoTy, €€ colepikaHue
C pa3HOH CTENEHbIO MOAPOOHOCTH.

7.6. IIporpammHoe obecrieueHmne

Kommbrotepusiii  cereBoii  (MHTepHET) Kiacc € YCTaHOBJICHHBIMH
omneparronHoi cucremoit WindowsXP2007Server,makeramu MSOffice; MS office
2007 pro; Adobe CS6; Adobe Premiere Pro, Magic Samplitude,
SonySoundForgePro 9,10, SonyVegasPro 10, crnpaBouHO-IpaBOBbIE CHCTEMBI
Koncynerant Ilmoc, ['apant, BeIXOog B ceTb HHTEpHET, MYyJIbTUMEIUWHBIN
MPOEKTOP, IKPaH, MOOMIIbHBINA CTEH]]

8. MATEPHAJIBHO-TEXHUYECKOE OBECHEYEHUE
JUCUMUILJIMHBI (MOAY.JI5T)
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[IpenogaBanue MUCHMUIUIMHBI 00ECIIEYNBACTCS HATMYUEM ayJIUTOPUH (B TOM
qucie, 000pYJOBAHHBIX MPOSKIIMOHHON TEXHHMKOHW) JJig BCEX BUJIOB 3aHSATUM W
BBITIOJTHEHUS ~ HAy4YHO-HCCIIEN0BaTeNbckoi paboThl. CamocTosiTenbHas pabora
MPOBOAUTCS B KOMIIBIOTEPHBIX KjaccaX ¢ JIMIEH3HOHHBIM TMPOrpaMMHBIM
obecriecueHMEM W Ha pabouyux MecTax ¢ BbIxojoM B HMHTepHer. Ha 3ansaTusix
MPOBOAUTCS BUACOMPE3CHTALMSI  C MCIOJI30BAHUEM MHTEPAKTUBHOM JOCKH,
MPOEKTOpA.



21

JlomoJTHeHHsI 1 U3MEeHEeHU I
K paGodeii mporpaMmMe y4eGHON IMCLANINHBI (MOXYJIs)
Ha 2023-2024 y4. roa

B pa6ouyro nporpamMmy y4eOHOM TACIIUIIIHMHEI BHOCSTCS CIEAYIOLIUE U3MEHEHHS:
° OGHOBIIEH CIIMCOK OCHOBHOM M JOTIOJIHUTENBHON JTUTEpPaTyPHIL.

° BHeceHBl H3MEHEHHS B TEMATHYECKHM IIJIAaH OCBOEHHUS IUCLUIUIMHEL IIO
BHJAM Y4eOHOW [EeATENPHOCTH K BHABI CAMOCTOSTENBHOH (BHEayIHTOPHON)
paboTEIL.

° BHeceHbl W3MEHEHHUsI B OIEHOYHBIE CpPEACTBA IS TEKYINEro KOHTPOJIL
YCIIEBAEMOCTH H IIPOMEXYTOYHOH aTTeCTAIHH.

®

JlomonHeHUuss W W3MeHeHus K pabodeil IporpaMMe pacCMOTPEHBI M DPEKOMEHIIOBAaHBI Ha
3aceqaHud Kadeapbl HHGOPMaLMOHHO-OHNOINOTEYHOH AEATENBHOCTH U JOKYMEHTOBEACHUS
IIporoxomn Ne 1 ot «28» aBrycra 2023 r.

Hcnonuurens(u):

Houent xabenpet UB[IuJl/ £ %/ |A.C. Martseesa/ /fﬂ C’p/ I
/
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