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PaGouass mporpamMma ydeOHOW AMCHMIUIMHBI pa3paboTaHa B COOTBETCTBUU C
tpeboBanusimu  OI'OC  BO 1o wHampaBieHuto noarotoBku 46.04.02 —
JIOKyMEHTOBEICHHE U apXUBOBEACHHUE, YTBEPKICHHBIM MpUKa3oM MuHHCTEpCTBA
obOpaszoBanus u Hayku Poccutickoit @eneparuu ot 29 okta0ps 2020 rona, npukas
Ne 1345u ocHOBHOI 00pa30BaTebHON MPOrPaMMOH.

Penenszenrtni:

HavanpHuk oTnena npaBoBo, T.A. KynukoBa
OpraHU3aIMOHHON U KaJpOBOil pabOTHI
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HH(POPMAITMOHHO-OUOINOTESYHON NESITEITHHOCTH M JIOKYMEHTOBEICHHUSI

PaGouast mporpamma y4eOHON IUCHUIITUHBI «MEXBEIOMCTBEHHOE JJIEKTPOHHOE
B3aMMOJICHCTBUE» pPACcCMOTpPEHAa W YTBEpXKJIEHA Ha 3acefdaHud Kadeapbl
MH(POPMAITMOHHO-OUOTNOTEYHON NESITEIBHOCTH U JOKYMEHTOBECHUS «14» UIOHS
2024 r. mpoTtoxomn Ne 13.

Pabouast mporpamma y4yeOHOM IUCUMIUIMHBI «MEXBEJOMCTBEHHOE 3JIEKTPOHHOE
B3aMMOJEHCTBHE» OA00pEHa M PEKOMEHJOBAaHA K HCIOJIb30BAHHUIO B Y4eOHOM
nporecce YueOHo-Merogudeckum coBetoM DPI'BOY BO «KI'MK» «14» wurons
2024 t. mpotoxkon Ne 10.
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1. HEJIX 1 3AJIAYA OCBOEHUS JUCIHHUITIJIMHBI
1.1 lestn ocBOEHHS JUCHHUILJIMHBI
W3YYCHUE OCHOBHBIX HaIpaBJICHUN pabOTHl C DJICKTPOHHBIMH JOKYMEHTAMH B

Poccniickonn ®enepaunu, TEOPpUH M NPAKTUKKA OPTraHU3aLMU COBPEMEHHOIO
JOKYMEHTAIMOHHOTO  OOECIEYeHUs] Ha OCHOBE HOBBIX HWH(MOPMALMOHHBIX
TE€XHOJIOTHI, 3HAKOMCTBO C MpoOJeMaMU MEXBEJOMCTBEHHOIO 3JIEKTPOHHOIO
B3aUMOJICUCTBHUS.

1.2. 3agayn ocBOEHHUSA AUCIUILINHDBI:
-M3y4YCHHEC HOPMATHBHO-METOIUYECCKON 0a3pl  pabOThl ¢ 3JICKTPOHHBIMU

JOKYMEHTAMHU U MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO B3aWMOJICHCTBUS;

- 3HAKOMCTBO C COBPEMEHHBIMU TPEOOBAHUSMHU MO COCTABIICHUIO JOKYMEHTOB B
ANEKTPOHHON (hOpME M BO3MOXKXHOCTBIO MX 3alIMILIEHHON NEepeladyd B CHUCTEME
AIIEKTPOHHOT'O B3aUMOJICUCTBHS;

- (opMHpOBaHHE TMOAXOAOB K OpraHu3aluu padoThl € 3JIEKTPOHHBIMU
JOKYMEHTaMU W OpraHu3alueidl 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa B YCIIOBUSX
MEXBEJIOMCTBEHHOI'O B3aUMOJICUCTBHS.

2. Mecto JUCIHUILIMHBI «MexxkBe1OMCTBEHHOE JIEKTPOHHOE
B3anMmozeiicrsue» B crpykrype OITIOII BO:

Huciunnuaa  «MEXBEJOMCTBEHHOE  DJICKTPOHHOE  B3aWMOJICHCTBHUE»
OTHOCHUTCS K 0a30BOM dYacTH OOIIEHAYyYHOTO IHKJIA JAUCIUIUIMHBI 110 BBIOOPY
HamnpaBJIeHUs MOATOTOBKH JIOKYMEHTOBEJCHHE U AapXMBOBEJCHHE, OYHOU U
3a0uyHOi (popM oOydeHus. OHa HAXOJMUTCH B COJIEPKATEITbHO-METOIUYCCKOU H
JIOTUYECKON CBsI3UM ¢ AucuuiuiiHamu  «MHpopManmoHHble KOMMYHUKAIUU U
CUCTEMbl B JIOKYMEHTOBEJECHHU U aApPXUBOBEACHUN», «JlOKyMEHTHpOBaHUE
YIIPABJICHYECKON JIESITEIbHOCTH B OpraHax roCyAapCTBEHHOM BJIACTH U MECTHOTO
camoymnpasieHus», «MHpopmarmonusie pecypcbl U HHGOPMAIMOHHAS KYJIbTYypa»
u J1p.

[Ipu ocBOeHUM AaHHOW IUCHUIUIMHBI HEOOXOJMMBI 0a30BbIe 3HAHUS B
obmacth WH(POPMATHKH, JOKYMEHTOBEICHHS, AapXHUBOBEICHHUS, B pPE3yJIbTaTe
M3Y4YeHHS KOTOPHIX CHOPMUPOBAHBL:

-MIOHMMAaHWE POJIM DJEKTPOHHOI'O JOKYMEHTa B pealiu3allid COBPEMEHHBIX
GyHKIUI yrpaBieHus;

-ipodeccuoHaIbHOS TTIOHUMAaHUE pobJeM COBEPIIICHCTBOBAHUS
AJIEKTPOHHOTO  JIOKYMEHTOOOOpOTa ¥  MEXKBEJIOMCTBEHHOTO  3JIEKTPOHHOTO
B3aMOJICHCTBUA |

-CIOCOOHOCTh K  BBISBJICHUIO YCTOMYMBBIX TEHJCHIIMH B Pa3BUTUU
JIOKYMEHTHOM HayKH U MPAKTUKH;

-yMEHHUE HCMOJIb30BaTh HABBIKM PAOOTHI ¢ HHGOpPMALUEH U3 Ppa3IUYHBIX
WCTOYHUKOB JIJIs pelieHus Mpo(eCCUOHANBHBIX U COIUATIBHBIX 3a]1ad.

B pe3ynbprare u3ydeHHs AAHHOIO Kypca MArucTpaHT JOJDKEH OCBOMUTH
TEOpPETUYECKHUE pa3fenbl fokyMeHToBeaeHus u JJOY, kacaronmecs 3JIeKTPOHHOTO



JIOKyMEHTOO00pOTa ¥ MEXBEIOMCTBEHHOTO JJIEKTPOHHOTO B3aMMOJICHCTBHS,
npeaMeTa, el W 3a/ad 3TOro pasfelia MPakTUKU paboThl ¢ TOKyMEHTaMH, €€
OCHOBHOW TMpOOJEMaTUKU, OCBOUTh TEPMHUHOCHUCTEMY, OpPUEHTHUPOBATHCA B
JUTEpAType MO ATOMY HAMPAaBICHUIO PabOTHI M POJICTBEHHBIX €M HaNpaBlIEHUHN C
TeM, 4YTOOBI UMETh BO3MOKHOCTh IPUMEHHUTH X B CBOEH padoTe.

BrlinyCkHUK T0DKEH 00J1a1aTh CIETYIONUMU KOMIIeTeHIIUSIMMU

4. CTPYKTYPA U COAEP KAHUE JUCIHUITJINHBbI

[IK-1 Opranuzaiuss ¥ OCYIIECTBICHHUE KOHTPOJIS (PyHKIIMOHUPOBAHUS
CHCTEMBI IOKYMEHTAIIMOHHOTO 00eCTIeYeHHsI YIIPaBICHUS

Suame:

3akoHOAaTeIbHBIE M HOPMATUBHBIC MpaBOBbIC akThl Poccuiickoit denepanuu,
METOJAMYECKUE JTOKYMEHTBI, JCHCTBYIOIIWE CTaHAApTHI, ,HCIIOJB3yeMbIC B
chepe ynpaBiaeHUs dJEKTPOHHON TOKYMEHTAIUEH;

3akoHOAaTEIbHBIE M HOPMATUBHBIC MPAaBOBBIC akThl Poccuiickoit denepanuu
10 BOIIPOCAM apXHUBHOTO JEIa;

Mertoauyeckue JOKYMEHThI M HAIlMOHAIBHBIE CTaHAAPTHI II0 BOIIPOCAM
apXHMBHOTO JIeJ1a;

IIpaBuma u Merodwl cOCTaBiCHUS, OGOPMIICHHUS, YydYeTa, HCIOIb30BaHUsA,
XpaHCHHWs] W YHHYTOXKCHHSI JOKYMEHTOB BCEX CHCTEM JOKyMEHTAITUU
OpraHU3aINH,

Ymems:

Onpenenarb CpOKA XpaHCHUS JOKYMEHTOB BCEX CHCTEM JOKYMCHTAIIHH
OpTaHU3alMKA ¥ TPUHITUIBI TPUHSITHS PEIICHUH 10 BOTPOCY WX JATBHEUIIETO
XPaHCHHSI WJIA YHUYTOXKCHUS.

Bnaoemy.:

Opranu3anmoHHBIMHU HaBBIKAMH, HEOOXOIWMBIMH JIJII  PYKOBOJICTBA
KOJIJICKTHBOM JICJTIONIPOU3BOJICTBEHHOM CIy>KOBI, METOJaMH aHalu3a CTEIEHU
YAOBJICTBOPECHHOCTH TIEPCOHANIA CO3/IAaHHBIMK YCIOBUSAMH TpyAa, pa3paboTKamMu
CHUCTEMBl MOTHUBAIIUH COTPYIHUKOB.

CTpyKTypa IMCUMILINHBI

OO11ast TPyI0EMKOCTh TUCIUILINHBI COCTABIIACT 4 3aueTHBIX eAuHuUIIbI (144 vaca).

Bunp! yueOHOI paboThL, Dopmbl TeKyLIEro

N . g | = g BKJTIOUAs CAMOCTOSATEBHYIO KOHTP(:)M ycueBaeMocTH
[\) Q
/_ asnen QE) S 9 PABOTY CTY/IEHTOB go Heoensm cemecmpa%
(]
n/n JIUCLUATUINHBI 3|2 = W TPy I0EMKOCTb (B qacax) opMa MPOMEXYTOYHOM
(@]

aTTecTanuu (no
I ’ 113 ‘ n3 ’ Cp cemecmpam)




Bgenenue

Temal. Ilonsarue
JJIEKTPOHHBIN
JIOKYMEHT n
3JIEKTPOHHOE
MEKBEJIOMCTBEHHOE
B3aNMMOJICHCTBHE

13

Tema 2.
3aK0HOIATEIHLHOC "
HOPMaTHBHOE
peryiaupoBaHue
MEKBEIOMCTBEHHOTO
3JEKTPOHHOTO
B3aNMOJCHCTBUSI

10

YcTHbIN onpoc

CrannmapTuzanus H
HOPMAaTHUBHO-
METOAUYECKast baza
3JIEKTPOHHOTO
JOKYMEHTO000pOoTa

10

3auer

Tema 4.
MeKkBeIOMCTBEHHOE
B3aHMOJICHCTBHE B
YCIIOBHUSAX
AEKTPOHHOTO
JOKYMEHTO000pOoTa

10

KonrtponbHas padota

Tema 5.

3amuTa 10KyMEHTOB B
YCIOBUSAX
MEKBEIOMCTBEHHOT'O
ANEKTPOHHOTO
B3aHUMOJICHCTBUS

32
18

DK3aMeH

Hroro:

10

126

TeMaTn4yeckuii JIAH 0CBOCHUS TUCUMILVIMHBI 110 BUAAM YUeOHOM
NAeSITeJIbHOCTH U BUbI CAMOCTOATEIbHOM (BHEAYAUTOPHOI) padoThI

HanmeHoBanue Conep:xanue yueOHOro MaTepuaJa dopmu-
pa3eioB U TeM pyemMbie
(TeMBbl, NepeYeHb PACKPBIBaeMbIX BOIIPOCOB): }
O6nem | KOMIE
TEeHIHH
JIEKIUH, IPAKTHYECKHUE 3aHATHUS (CEMUHAPBHI), uacos/z.e. | TEHIL
WHIUBUAYAJIbHbIE 3aHATHS, CAMOCTONITEIbHAN PadoTa (1o
o0yuamwuuxcs, Kypcopasi padéora Teme)
1 2 3 4
2 cemecTp
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Paznen 1. DiieKTPOHHBIN JOKYMEHT KaK CPeJICTBO KOMMYHHKAIIMU

Temal. IlonsiTue | Jlekuwsa:MHOIO3HAaUHOCTh TEPMHUHA  <QJIEKTPOHHBIN 1IK-1
3JIeKTPOHHBIH JIOKYMEHT». 3aKOHOJATeJIbHbIe U HOPMATUBHBIC AKTHI,
JAOKYMEHT U | packpbiBatoliue 00BEM  TOHATUS  «IJIEKTPOHHBIH
3JIEKTPOHHOE JOKyMEHT». POJIb 3JIEKTPOHHBIX KOMMYHHMKAallU¥ B
MEKBEIOMCTBEHHO | CUCTEME YIIPaBJICHUS. 1
e B3auMogeicrBue | Jleximsa:Bubl 3JI€eKTPOHHBIX KOMMYHUKaui. [lonsatue
MEXBEJIOMCTBEHHOI'O AJIEKTPOHHOI'O B3aUMOJICUCTBHUS.
Y4acTHUKH  MH(POPMAIIMOHHOTO  B3aMMOJCHCTBHS.
Enununbl nepegaun uHbopManuu Mpu AJIEKTPOHHOM
B3aMMOJICHCTBUH.
[TpakTHyeckue 3aHATHS (CEMUHAPDI):
Posib 31€KTpOHHBIX KOMMYHHUKALIMI B CUCTEME 2
yIIpaBJICHUS.
WnnvBuayanbHbIC 3aHATUS
CamocTrodrenbHas padbora
Barisner @©.C.Bopoiickoro, C.I'.Kynemosa,
B.U.Tuxonosa u 1.®.1Omuna, A.M.3eMckoBa,
A.IlL.Kypuno, C.1.Cemunerona, 1.JI.bauuno, 20
T.B.Maiictposuu, M.H.Kocromaposa, M.B.JIapuna
Ha IPUPOAY U CYIIHOCTb 3JIEKTPOHHOTO JOKYMEHTa U
MEKBEIOMCTBEHHOT'O JIEKTPOHHOI'O B3aUMO/IEHCTBUS.
Tema Jexums:CtpaTerus  pa3BUTHS ~ MH(OPMALIMOHHOIO IIK-1
1.2.3akononarenpn | obmectBa B Poccuiickoit ®@enepanuu (yrB. 7 eBp.
0€e 1 HOpMATHBHOE 2008r);
pery.aupoBanue Jleknus:I'ocynapcTeeHHas nporpamMmma PO
«udopmarnmonnoe oodmecto (2011-2020 rombr)
MEKBEIOMCTBEHHO | (vrg 20 okr. 2010 r. Nel815-p); Neld9-d3 or 27
o 3JIEKTPOHHOIO0 utoist 2006r. 0,5
B3aHMO/ICHCTBHS Jlexmusa:  @DenepanbHble  3aKOHBI, PEryJIHUPYIOLIUE
WCIIOJIb30BAHUE  DJICKTPOHHBIX  JIOKYMEHTOB |
AJIEKTPOHHOE MEKBEIOMCTBEHHOE B3aMO/ICHCTBHE.
Jlexmms:IIpaBuna oOMeHa  JOKyMEHTamMH B
AIEKTPOHHOM BHJIE npu OpraHu3alHH
UH(pOPMAITMOHHOTO B3aMOJICHCTBUS.
Cucrema M3J10 u CBOB
[IpakTudeckue 3aHITHS (CEMUHAPDI):
AHaHI/ISSaKOHOI[aTeHI)HLIX U HOPMATHUBHBIX NJOKYMCHTOB,
PETTIaMEHTUPYIONNX JIIEKTPOHHBIA JTOKYMEHTOOOOPOT H
BHeIpeHHe  ojiekTpoHHoW — mommucu. D3 «OO6
uHbOpMaIK, HWHPOPMAIIMOHHBIX TEXHOJNOTHSIX U
3anute uHGOpMarmny; Ne33-d3 ot 12 mapta 2014r. 2

«O0 snexTponHOi moanucu»; Nel52-D3 ot 27 utons
2006r. «O mepcoHATBHBIX HaHHBIX»; Ne8-D3 ot 09
deBp. 2009r. «OO6 JOCTyma K
WH(OPMAIMK TOCYJApPCTBEHHBIX OPraHOB W OPTraHOB

o0ecrieueHnn

MECTHOI'O CaMOYIIPABJICHUA ITocTtanoBneHue

[TpaButensctBa P® ot 15.06.2009 (pen. or




07.09.2011) «006 YTBEP)KJICHUU IPaBUII
JICTIOTNPOM3BOACTBA B (peliepalbHBIX  OpraHax

UCTIOTHUTEIILHOU BJIACTH; [TocraHoBneHHE
[IpaButensctBa P ot 22 cenr. 2009r. Ne754 «O6
YTBEPXKICHUH HIOJIOXKCHUS 0 cucremMe
MEXBEJIOMCTBEHHOTO AIIEKTPOHHOTO

JOKyMeHTOoO0OopoTa»; Pacnopsbxenue I[lpaButenbcrBa
P® or 17 nex.2009r. Nel993-p «O06 yTBepx)aeHUU
CBOJIHOTO IepeyHs roCy/1apCTBEHHBIX U
MYHHULMIIAJIBHBIX YCIYT, MPEJOCTABIsAEMBIX OPraHaMU
WCIIOTHUTEIIbHOW BJIACTH  CYOBEKTOB Poccuiickoit
denepanuy 1 OpraHaMyu MECTHOTO CaMOYIIPABIICHUS B
JIEKTPOHHOM BHJIE, & TAKIKE YCIIYT, IPEJOCTABIAEMBIX
B 3JIEKTPOHHOM BHJIE€ YUpEXJIeHUsIMHU cyObekToB PD n
MYHULIMIIAJIBHBIMU  yupexJeHusMu; IlocranoBienue
[TpaButensctBa P® ot 8 cent. 2010r. Ne697 «O
€IMHON CHUCTEME MEXXBEIOMCTBEHHOI'O 3JIEKTPOHHOIO
B3aMMOJCHCTBU.

I/IH]'II/IBI/II[VEIJ'H)HI)IC 3aHATHUA:

CamocrosTenpHasipadoTaA HaIN33aKOHOAATEBLHBIX U

HOPMAaTHBHBIX JIOKYMEHTOB, PpETIaMEHTUPYIOIIUX 10
JIEKTPOHHBIN JOKYMEHTOOOOPOT U MEKBEIOMCTBEHHOE
3JICKTPOHHOE B3aPIMO)I61>iCTBPI6
Tema 1.3 Jexims:'OCT P HMCO 15489 «Uudopmanus u 1IK-1
Cranjgaprusanus W | JoKyMeHTanus. Ynpasnenue nokymenramu; 'OCT P
HOPMATHBHO- 53898-2010 CucreMsl 3JIEKTPOHHOTO
MeToaHYecKas 6asa JIOKYMEHTO000pOTA. B3anmoneiictere CUCTEM
yIpaBIeHUS JOKYMEHTaMH. TpeboBanus K
3JIEKTPOHHOI'0 ]
AIIEKTPOHHOMY COOOIIEHHUIO;
A0KYMeHT0000poTa Jexuus:I'OCT P 54471-2011/ISO/TR 15801:2009 0,5
Cucremsl AJIIEKTPOHHOIO JIOKYMEHTO000pOoTa.
VYmpasieHue JOKYMEHTaIUEH. WNudopmanus,
coxpaHsemas B DJIEKTPOHHOM Buje. Pexomenpanuu
no 00ecHeyeHHIo JIOCTOBEPHOCTH M HAAEKHOCTH;
Jexkuus:I'OCT P HNCO 23081 Wuadopmanuss u
JnokyMmeHTanus, [Ipouecchl ynpaBieHUM 3alMCIMH.
MeTtagaHHble U 3aIIUCE.
[IpakTnyeckne 3anarus (cemuHapel) Anamm3 1'OCTos,
pETVIAMEHTUPYIOMIMX  DJIEKTPOHHBIA  JTOKYMEHTOOOOPOT:
'OCT P MHUCO 15489 «Mudopmamms u
JOoKyMeHTauus. Ynpasinenue nokymenramu; 'OCT P
53898-2010 Cucremsr AJIEKTPOHHOTO
JTIOKyMEHTO000pOoTA. B3aumoneiicteue CHUCTEM 2
YIIPaBJICHUS JIOKYMEHTaMHU. TpeboBanust K

anekTpoHHOMY  coobmenuto; ['OCT P 54471-
2011/ISO/TR 15801:2009 CucTeMbl 3JIEKTPOHHOTO
JIOKYMEHTOO0OpOTa. YTpaBleHHuEe JOKyMEHTalUeH.
Wudopmanus, coxpaHsemas B 3JICKTPOHHOM BHJE.
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Pexomenmanmu 1o 00ECTICUEHHIO JOCTOBEPHOCTH M
Hagexxnoctu; [OCT P MCO 23081 Uudopmanus u
noKkymeHTarus, IIporecchl ynpaBiIeHHUU 3alUCIMH.
MeTtagaHHbIe IS 3aIIMCEN.

NuauBrayanbHbIE 3aHITHSL:

CamocrostenbHas paboraCoBpeMEHHbIE
KOMITBIOTEPHBIE TIPOTPAMMBI AJIEKTPOHHOTO
nokymeHToobopora ([leno, 3omymka-Kaduner,
Konekc, EBdpar, Cunkona u np.) @yHKIIMOHAIBHBIC
MECTa U UX BO3MOXHOCTH.

16

3 cemecTp

Pa3zoen 2.Paboma c 00KyMeHmMamMuU 8 yC10GUAX MEHCEEOOMCHIBEHHO20 ITIEKMPOHHO20 63AUMOOEIIC U

Tema 1.4 Jlexmms: Co3mpaHue 3JIEKTPOHHOTO JOKYMEHTa CHUCTEME 1IK-1
Me)KBe)IOMCTBEHHO 3JICKTPOHHOTI'O I[OKyMCHTOOGOpOTa
e B3aumojeiicreue | Jlexuns: O6paboTka M CHCTEMATU3aLKs YICKTPOHHBIX
B YCJIOBHAX JIOKYMEHTOB B CHCTEME AJIEKTPOHHOTO JJOKYMEHT0000pOoTa
31€KTPOHHOTO Hngm:HOHHTHfI «TPaHCHOPTHas LHIMHA) u
10KyMeHTo0GopoTa | «TPAHCIOPTHBIH KOHTEUHED. Crpykrypa
TPaHCHOPTHOTO KOHTeMHeEpa. PopmaT TPaHCIIOPTHOIO
KOHTeHHepa.  Daiiyl  OnMcaHus  TPAHCIOPTHOIO 2
KOHTEUHEpa.
Jlekuus: VYBegomiieHHE O TOJYYEHHUH U KOHTPOJb
WCTIOJIHEHHS B CHCTEME DIIEKTPOHHOTO JIOKYMEHTO000POTa
Jlexims: DIEKTPOHHAST  TMOAIUCh  Kak dJIEMEHTa
TPaHCHOPTHOrO KOHTelHepa. [Ipouenypa nposepku
JOKYMEHTa B DJJIEKTPOHHOM BHJE, TMOAMNUCAHHOTO
YCUJICHHOM  KBaJM(HUUUPOBAHHOW  3JIEKTPOHHOM
MOJIUCHIO
IIpakTHueckue 3aHaTHs (CEMHUHAPEI):
Anamu3  (QyHKOWOHaNa  TPOrpaMM  BIIEKTPOHHOTO
JOKyMEHT0000pOoTa u CEpBHCOB ANEKTPOHHOTO 4
B3aMMOJICHCTBHS
Pabora c 6ubmmoTekoi mabI0HOB JOKYMEHTOB
Pabora ¢ 37IeKTPOHHO# MOAIUCHIO
CamocrosrenbHas pabora: 40
Amnanu3 pecypco MHTepHeT mo Bomnpocy (QyHKIHOHANA
CHCTEM 3JIEKTPOHHOTO JOKyMEHT0000pOTa
Tema 1.5. Jlexums:3amura JIOKYMEHTOB B YCJIOBHSIX IIK-1
3amura MEKBEJOMCTBEHHOTO 3JIEKTPOHHOTO B3aUMOICUCTBUSA
JOKYMEHTOB B Jlekius: OnbIT paboOTHI MO 3aIIUTE JOKYMEHTOB B 4
YCJIOBHAX (benepaTbHBIX MUHUCTEPCTBAX M BEOMCTBAX
MexkBenoMcTBeHHO | Jlekimsa: OmbeiT pa®OTHl MO 3alIUTe AOKYMEHTOB B
I'0 JIEKTPOHHOI'O OT/ENbHBIX cyObekTax Denepanuu PO
B3auMoOAeHCcTBHSA [IpakTryeckue 3aHATHS (CEMUHAPEI) 2
Anamnz @3 «O0 37eKTPOHHON TTOIITACH
I/IHJTI/IBI/IJIVaJ'II)HBIe 3aHATHUA.
CamocTrosTenbHas pabora. M3ydenne maTepranoB B CETH 29

I/IHTepHeT () np06neMaX 3alIUThI JOKYMCHTOB U
HCIIOJIb30BaHUA 3J'ICKTpOHH0171 IIOAIINCH
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18

Bujg uTorosoro KOHTPOJIfA - 5K3aMCH

BCEI'O: 144

5. OBPA3OBATEJIBHBIE TEXHOJIOI'HA

[IpenogaBanue nuctuIuiMHEbl «HPOpMaITMOHHBIE CHUCTEMBI (PeaepaTbHbIX
OpraHOB HCIIOJHUTEILHON BJIACTW» JIOJDKHO BKJIIOYATh B ce0s  CIEayrolne
oOpa3zoBaTeIbHbIE TEXHOJIOTHU:

- MIPOBEICHUE ayAUTOPHBIX 3aHATUM c HCITOJIb30BaHUEM
UH(OPMAITMOHHO-KOMMYHHUKAITMOHHBIX MYJIbTUMEIUNHBIX TEXHOJOTHIA;

- oOecrieucHue CTYAECHTOB CONYTCTBYIOIIUMU pa3aaTOYHBIMU
MaTtepuajiaMi — OMNOPHBIMM KOHCHEKTaMU C IEIbI0 AaKTUBHU3AIMU PaOOTHI
CTYJICHTOB 110 YCBOCHHIO MaTEPHUAJIOB YUYEOHOTO KypcCa;

- WCIIOJIb30BaHNE MHTEPAKTUBHBIX OOYYAIOMIMX TEXHOJOTUM: HAy4YHbIC
CEMHHAphI, OHCKYCCHH, Kpyrjible CTOJNbI, mpe3ecHTanmu B PowerPoint,
METOJNYECKUE CEMUHAPHI, CEMUHAPHI C O0CYKICHUEM 3CCe.

Cnenuduka qaHHON yaeOHOM TUCITUILUIMHBI, OPUEHTUPOBAHHOM HA U3YUYCHHUE
HOBBIX  HMH(POPMAIIMOHHBIX  TEXHOJOTMM W  COBPEMEHHBIX  TEHICHIIUM
nHpopMaTH3alMK  OOIIECTBA  BBIHYXKIAET MperojiaBaTeieii  MCIOJIb30BaTh
texHosorur Web 2.0 1 HoBaTOpCKHE METOBI OPraHU3aliK y4eOHOro MpoLecca.

CoBpemennbie  TexHomormum Web 2.0 mpenmonmaratror  W3MeHeHUe
TPAJUIIMOHHOW HWEPAPXUM YUYUTEIIb-yYCHUK. B OTHENbHBIX cCllyyasx, OHHU
CTAHOBSITCSl PABHOIIPAaBHBIMU YYaCTHUKAMU Yy4eOHOTO TIpoiiecca.

[Ipenymaraemass METOAOJIOTHSI CHHTE3a TPAAULUMOHHBIX IEAArOTMYECKUX
TexHoJIoTHi B TexHonorukd Web 2.0 mo3BoJisieT 3HaUYNTEILHO HNOBBICUTH KAYECTBO
OCBOCHMSI MaTE€pUaIa U PA3BUTh HABBIKK CAMOOPTaHU3ALMU JJIs1 OJYYEHHSI HOBBIX
3HAHUH.

6. OIHEHOYHBIE CPEJICTBA IJIsd TEKYHWEI'O KOHTPOJIS
YCHEBAEMOCTHU U TPOMEXYTOYHOM ATTECTAIIH
6.1 KoHTpoJIb 0OCBOEHMS TUCUMILINHBI
KOHTpOJIb OCBOCHMSI TUCITUTIIIMHBI TTPOU3BOAUTCS B COOTBETCTBUU C [lonokeHnem

O MPOBEJACHUH TEKYILIETO KOHTPOJIS YCIEBAEMOCTH U IPOMEKYTOYHOM aTTeCTalun
ctyneatoB  ®I'bBOY BO «KpacHopmapckuii roCylapCTBEHHbIA  WHCTUTYT
KyJIpTypbD». [IporpaMMoil TUCUMIUIMHBL B LENSX MPOBEPKH IMPOYHOCTH YCBOCHUS
MaTepuaa MpeaycMaTprUBaeTCs NPOBEACHUE Pa3IMUHbIX (POPM KOHTPOJISL.

Texywuii kKOHMpob YCTIEBAEMOCTU CTYJIEHTOB MO IUCIHMILIMHE TPOU3BOAMUTCS B
cleayrmmx popmax:

—  YCTHBIM OIIpOC;
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- NHUChbMEHHbIC UHJIMBUAYAJIbHbBIC 3a1aHUS;
—~  TECTUPOBAHHE U JP.
Pyb6esicnvii konmpons TnpegycMaTpuBaeT OLICHKY 3HAHWM, YMEHUHW U HaBBIKOB

CTYACHTOB IIO HpOﬁI[CHHOMY Marcpuaily I10 ,HaHHOﬁ JUCHHUIINIMHC Ha OCHOBC
TCKYIIUX OLICHOK, IIOJIYYCHHBIX HMHU Ha 3aHATHUAX 34 BCC BHUIBI pa60T. B X0Ae
pY6C}KHOFO KOHTPOJISI UCITIOJIB3YIOTCA CIICAYIOIMUEC MCTOAbI OICHKH 3HAHMUU:

—  YCTHBIE OTBETHI;

—~  IIUCbMEHHbIE pa0OTHI;

—  MpakTU4YecKue u JabopaTtopHbie pabOTHI U T.1.

IIpomesicymounvii  koHmpois TO pe3ynbTaTaM CceMecTpa M0 JUCLMILIMHE

IPOXOJUT B (popMe dK3aMeHa.

6.2 ®oHa OLIEHOYHBIX CPEACTB

Tect

1.YT0 He OTHOCUTCS K YUpPeIUTEJIbHBbIM JOKYMEHTAM IOPHINYECKOTo JIuna?
A.  Tlportokon cobpaHus yupeauTeeii;

B. Vcras;
C. YdapeauTenbHbIi 10TOBOD;
ANSWER:

2.11oJ105keHHe 0 CTPYKTYPHOM NOAPA3ACJIEHHH — ITO:

A.  npaBOBOW aKT, KOTOPHIM YCTAHABIMBAET CTATYC, QYHKLIHUH, TPaBa,
00513aHHOCTH U OTBETCTBEHHOCTh CTPYKTYPHBIX MOAPA3ACICHUN UIH UHBIX
OpTraHoB;

B.  mpaBoBOif aKT, KOTOPBIN ONpENIEAET CTATyC OpraHu3aliu, €€ 3a1a4u U
(GyHKUIMH, TPaBa, OTBETCTBEHHOCTb, MOPSIIOK JI€ATEIbHOCTH;

C.  OroBOp, CTOPOHBI KOTOPOTO 00S3YIOTCS CO3AaTh IOPUINIECKOE JIUIIO U
YCTaHaBJIMBAIOT MOPSAAOK COBMECTHOU JIEATEIBLHOCTH 10 JaHHOMY (DaKTy;

ANSWER:

3.1aTOoH J0J)KHOCTHOM MHCTPYKIIUU SABJISIETCH 1aTa
A.  ee COCTaBJICHUS,

B.  ee yrBepxkneHus;
C.  o3HaKoMJIeHUs C HEH pabOTHUKA
ANSWER:

4. IIpaBoBoii aKT, B KOTOPOM 0TO0paskaeTcs MOPSA0K JAeSITeIbHOCTH
PYKOBO/JCTBA OPTraHU3AIUH, 2 PABHO KOJLJIETHAJIBLHOI0 WIN COBENIATEJIbHOI0
OpraHa —3To:

A.  mTaTHOE pacnucaHue;

B. ycras;
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C.  pernamesr;

ANSWER:

5. ITo cepe cBoero aeiicTBUSI pacnopsiAUTEIbHbIE JOKYMEHTBI AeJIATCH Ha:
A.  KOJUJIGKTHBHBIE U UHAUBUyaIbHBIE;

B. dbenepaabHOrO YPOBHS, PETHOHAIBHOTO YPOBHSI, PABOBBIC aKThI
OpraHu3alui;

C.  mpaBOBBIC aKThl OpraHU3aIlli, TPABOBBIC AKThI UX CTPYKTYPHBIX
MOJIPA3ICIIEHAN

ANSWER:

6. PacnopsizkeHue u3naercsi:

A. B yCJIOBHUSX BEIOMCTBEHHOTO PETYJIUPOBAHUS;

B. emunoanuHo;

C.  KoJIeruaabHO;

ANSWER:

7.Konust yacTu 10KyMeHTa, KOTOPas 3aBepeHa B ONpeieIeHHOM MOpPsaKe,
3TO:

A.  BBINNCKA;

B. snexrponHas xomusi;

C.  nybOnukar

ANSWER:

8. He siBJisieTcsi JOKYMEHTOM, KOTOPbIii HHHIIMUPYET pelieHue:

A. JIOKJIaJIHasl 3aM1cKa;

B. 3aKJIIOYCHUE,

C.  TIpOEKT NOKyMEHTa;

ANSWER:

9. YeM BHelIHE OTJIMYAETCH MPOEKT JOKYMEHTA OT €ro OKOHYATEeJIbHOI0
BapHMaHTa?

A.  Tlpoekr He 00s13aTeNBHO OPOPMIISATH B TAKOM ke popMe, Kak Oyayliuit
JIOKYMEHT, TOCTATOYHO CaMOIr'0 TEKCTa;

B. Haanuceio «poekT» B BEpXHEM MOJIE CIPABa;

C. IIpoext oopmisieTcs Ha CEIMAIBHOM OJIAHKE;
ANSWER:

10. Kakast 4acTh OCTAHOBJIEHHSI COIEP:KUT HOPMATHBHBIE MOJIOKEHUST HJIN
nopy4yenus?

A. PacniopsiqurenbHas;

B. Koncrarupyromas;

C. Bsognas

ANSWER:

11.B cocTaB HH(POPMAIHOHHO-CIIPABOYHBIX JOKYMEHTOB He BXO/JUT:
A. JIOKJIaHasl 3aIllMCcKa;

B. CBOJIKA;

C.  ykazaHue;

ANSWER:
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12. Bua uH(popManMOHHO-CIIPABOYHOM JOKYMEHTALMH, SABJISIOLIEHCSA
CIoco00M OnepaTUBHOT0 MHGOPMAIMOHHOT0 0OMEHa MeK/Iy OPraHNu3aAlUsIMU,
HA3bIBAETCH:

A. JIOKyMEHTAIUEN JJIsl CITy>KEOHOTO TOJIb30BAHUS;

B. mepenmckoii;

C.  CTaTUCTHUYECKOI OTYETHOCTHIO

ANSWER:

13.YTo nmpeacrasiisier co00i 3asiBJIeHHE B JOKYMEHTO000POTE OPraHu3amum ?
A.  DTO IOKYMEHT, KOTOPBIN apecoBaH JOKHOCTHOMY JIMILY U COJEPKUT
KaKy[0-JIM00 MpoCch0y paboTHHUKA,

B. D10 10KyMEHT C mpeasioxKEeHNEM Ha3HAUNUTh, IEPEMECTUTDH WU MOOIIPUTD
paboTHUKA;

C. DTO JOKYMEHT, OOBSICHSIOIMI TPUYMUHBI CIIyYHBIIETOCS, KOTOPBII
COCTAaBJISIET PAOOTHUK HA UMSI PYKOBOUTEISI

ANSWER:

14. Yto He siBJIAAETCS NPU3HAKOM aKkTa?

A.  ycraHnoBieHue GaKTUUECKOTO COCTOSTHUE JIeT U OTPAKEHHE €T0 B AKTE;

B. cocraBnenue B cBOOOIHOM (popme;

C.  KOJUIETMaJbHOCTH COCTABIICHUS

ANSWER:

15. JlokyMeHTbI, KOTOPbIE U31aHbI BHYTPHU YUPeEXK/AeHNsI U OTIIPABJIEHBI 32 €ro
npe/eJibl J1Jisl PyKOBOJCTBA HHKECTOSIIIIMM OPraHaM ynpaBJieHusi JJn0o B
HeJsiX UCIOJIHEHNUSI MUChbMEHHBIX YKAa3aHUl BhICIIEel HHCTAHIIUM,
HA3BIBAIOTCS:

A.  ucXomsUIMMH TOKYMEHTaMU;

B. BXomsmmmu JOKYMEHTaMH;

C. nepenuckoi

ANSWER:

16. CoBOKYITHOCTh IOKYMEHTOB WJIM IOKYMEHT, OTHOCSIIIUECS K OJHOMY BOIIPOCY
WJIU YYaCTKY JIESITEIbHOCTH U TOMEIIEHHBIE B OHY 00JIOKKY — 3TO:

A. 1ero;

B.  Homenknarypa aen,

C. ¢dopmupoBanue nen

ANSWER:

17.Kakoli BU1 HOMEHKJIATYphl A€ HE CYLIECTBYET?

A. Tunosas;

B. IIpumepnas;

C. Exeronmnas

ANSWER:

18. Kakoe ycioBue siBIsieTcsi 00s13aTeJIbHBIM NMPU 00bEAMHEHNN HECKOJIBKUX I B
OJTHO?

A.  Jlata cocTaBiieHUsI IOKYMEHTAa;

B. CoBnaneHue cpoKOB XpaHEHHUsI TOKYMEHTOB;

C. ConepxxaHue JOKyMEHTA,;
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ANSWER:

19. Kak cucrematu3upyrorcs jiejia B HOMEHKJIAType?

A.  Tlo mpuka3sy pyKOBOJIUTENS;

B.  He umeer 3HaueHus;

C. [Ilo cTenenu BaKHOCTH M X B3aUMOCBSI3H

ANSWER:

20. Uto BK/IIOYaAET B ce0s1 TEXHHYECKOE UCTIOJTHEHUE IOKYMEHTA:

A.  TOArOTOBKY MpOEKTa JOKyMEHTa, HAOOp M pacnedaTky TeKCTa MPOeKTa,
KOPPEKTHUPOBKY COJIEPKaHUS JOKYMEHTA MOCTIE COTTIacOBaHMsI, 0(pOpMIICHHE
(MHATBHOTO BapHaHTa JIOKYMEHTA;

B. npenocraBieHue pacreyaTaHHOrO MPOEKTa JOKYMEHTa PyKOBOAUTENO Ha
COrJIaCOBaHMUE, YCTPAaHEHUE HETOYHOCTEM, HA0Op OKOHYATEIbHOIO JOKYMEHTA,
C.  cocraBieHHE TIOKYMEHTa Cpa3y B OKOHUATEIbHOM BapHAHTE, €r0
NOJANKMCAHNUE Y PYKOBOJUTEIS, OTIPABKA JOKYMEHTA aipecaTy

ANSWER:

21. Koraa 1oKyMeHT sIBJIsIETCSI MCTIOJTHEHHBIM ?

A.  Kak TonbKO TOKYMEHTY IPUCBOEH PETUCTPALIMOHHBINA HOMED;

B.  Koraa paccmarpuBaeMslii B JOKyMEHTE BOIPOC pa3pelIeH MOJHOCThIO U
NepenucKa o HeMy 3aBEPILICHA;

C. Korzma 1okyMeHT NOJy4eH KOHEYHBIM aJpecaToM

ANSWER:

22. HocutesieM HH(popMAINHU SIBJISETCS:

A.  coznmarenb IOKYMEHTAa;

B.  marepuanbHbIil 00BEKT, KOTOPBIN HYKEH ISl (PUKCALIMH, XPAHEHUS (U
BOCITPOU3BEICHUS) peUEBOM, 3BYKOBOM MJIM M300pa3UTeIbHON HH(OpMAIUK;
C. cTpyKTypHOE MOJIpa3/iesICHHUE, BBIMOJIHIIONEE (PYHKIIUU 110 BEICHUIO
JIOKyMEHTOO0OpOT

ANSWER:

23. CBOICTBO JOKYMEHTAa NMOATBEPKAATH 1eJ0BYIO 1eSITeIbHOCTh JTU00
coObITHE JIMYHOT0 XapaKTepa — 3T0:

A.  ropuanueckas 3HaYUMOCTh IOKYMEHTA;

B.  ropuaunueckas cuia TOKyMEHTa;

C.  ayTeHTHYHOCTb

ANSWER:

24. TUNOBBIM CPOKOM HCIIOJIHEHHS TOKYMEHTA HA3bIBAETCSH:

A.  CpOK HCIIOJHEHMS, KOTOPBI YCTAHOBJIEH B OPraHU3aLMOHHO-
pacnopsIuTEILHOM IOKYMEHTE WM B PE30JIIOLINH;

B.  cpok HcnonHEeHus, yCTaHOBIEHHBIN CIIOKUBIIMMCS B OpTaHU3ALMH
oOBIYaeM;

C.  CpOK MCHOJHEHUS JOKYMEHTa COIVIACHO HOPMATHUBHO-IIPABOBOMY aKTY;
ANSWER:

25. CnipaBO4YHUK, cofepKalmii cBegeHns o GoHAaX apXuBa 1
NpeIHa3HAYECHHBbIH 1JI51 03HAKOMJIEHHS C X COCTABOM M COAEPKAHUEM — ITO:
A.  apxuBHBII CIPAaBOYHUK;
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B.  apXxuBHbI MyTeBOAUTEND;

C.  apxuBHBIH yKa3aTellb

ANSWER:

26. YuuduuupoBaHHoi (popmoii JTOKyMeHTA SIBJIsIETCS:

A.  dopmynsip JOKyMEHTa OIpeNEIeHHOIO BUa, KOTOPBIM COAEPKUT
MOCTOSIHHYIO YacTh TEKCTa;

B.  OyMakHBII UM 3JEKTPOHHBIN MIA0JOH ¢ PEKBU3UTAMU, 10 KOTOPBIM
OIIpe/IENsAeTCs aBTOP O0(UIMATBHOTIO JOKYMEHTA,;

C.  PpEeKBM3UT O COIVIACUU OpTaHM3ALMH, KOTOpasi HE SIBISIETCS aBTOPOM
JIOKYMEHTA, C €ro COACpKaHuEM

ANSWER:

27. PekBU3UT JOKYMEHTA — 3TO:

A.  peructpanMoOHHBIA HOMEP TOKYMEHTA;

B. cBeaeHus o gaTe U UCHOJHUTENE TOKYMEHTA;

C. osneMeHT opopMIICHHS TOKYMEHTA;

ANSWER:

28. IlpeaBapuTeIbHBII TEKCT JOKYMEHTA, KOTOPbIii JINYHO TOTOBUT
HCIIOJIHUTEJb UM COMCIIOJIHUTEb IOKYMEHTA, 3TO:

A HK3EMILISP JOKYMEHTA;

B.  mpoekrt qokyMeHTa;

C.  komus JOKyMEHTa

ANSWER:

29. Jlesionpou3BOACTBO — ITO:

A.  JesaTeNnbHOCTb 10 TIOKYMEHTUPOBAHUIO, TOKYyMEHTOOOOPOTY, OIIEPAaTUBHOMY
XPAHEHUIO U UCTOJIb30BAHUIO JOKYMEHTOB;

B.  mpouenypa co3manus, THpaXUPOBAHUS M PETUCTPAIIMH BXOIAIICH U
UCXOSIIEH JOKYMEHTAIIMH OpTraHu3allny;

C.  HemocpeaCcTBEHHOE Co3JaHue OPUIIMATbHBIX TOKYMEHTOB Ha IPEANPUATUN
ANSWER:

30. KakoBa qjiMHa caMoii JTHHHO# CTPOKHM PEeKBU3UTA NMPH YIII0BOM
PACIOJI0KEHUH PEKBU3UTOB?

A. He 6onee 12,5 cwm;

B. He 6onee 7,5 cMm;

C. He 6omnee 10 cm.

ANSWER:

3ajanus 11 CAMOCTOATEIbHON PpadoThI

1. DnexTpoHHBIE HHYOPMAITMOHHBIE PECYPCHI.

2. OcHOBHI K1acCU(UKAIIINK SJIEKTPOHHBIX JIOKYMEHTOB.

3. [IporpaMMBbI 5JIEKTPOHHOTO JOKYyMEHTOO0OpOTa

4.3HavyeHue U OCHOBHBIC MOJIOKEHUST D3 «O0 37IeKTPOHHOM TTOITHUCH)

Bomnpocsl k 3k3amMeHy
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1. 3ajauu IEKTPOHHON KOMMYHHKAIIMU B YIIPABIICHUN;

2.  lloHATHe »>JEKTPOHHBIA JOKYMEHT U MEKBEJOMCTBEHHOE JIIEKTPOHHOE
B3aMMO/ICIICTBHUE;

3. [IpeeMCTBEHHOCTh TPaJULMOHHOIO U 3JIEKTPOHHOIO JOKYMEHTA,

4.  3axkoHOAATENbHBbIE U HOPMATHBHBIE AKTHI, PACKPHIBAIOLINE OOBEM IMOHATHUS
«QIEKTPOHHBIA JOKYMEHT», MEKBEJOMCTBEHHOE 3JIEKTPOHHOE B3aUMO/IECTBHE;

5. B3rmaapl OT€YECTBEHHBIX YYEHBIX Ha MPUPOAY M CYIIHOCTH 3JIEKTPOHHOIO
JOKYMEHTA U MEKBEJOMCTBEHHOE JIEKTPOHHOE B3aHMO/IEICTBHE;

6. 3aKoHOJAaTeIbHOE PEryJUpOBaHUE B cC(epe MCIOIb30BaHUS IEKTPOHHBIX
JIOKYMEHTOB M MEKBEIOMCTBEHHOE JIEKTPOHHOE B3aHMOJICHCTBHE;

7. CranpapTuzands W HOPMATHBHO-METOAMYECKass 0aza  3JIEKTPOHHOTO

JIOKyMEHTO000pOTa ¥ MEKBEIOMCTBEHHOTO MJIEKTPOHHOTO B3aUMOICHCTBUS;

8. I'OCT P HUCO 15489 «Uudopmarmuss v JOKyMEHTAIMs. YIpaBieHUE
nokyMmeHTtamu; I'OCT P 53898-2010 CucteMbl 3JIeKTPOHHOTO JOKYMEHTO000pOTA.
BzaumopeiictBue  cuctem  yrmpaBieHUsT — JIOKyMeHTaMu. IpeboBaHus K
AJIEKTPOHHOMY COOOIIEHUIO;

9. TOCT P 54471-2011/ISO/TR 15801:2009 Cucrembl 3JIEKTPOHHOTO
JTOKyMEHTO00OpOoTa. YmpaBiieHne qokymeHTarued. Mudopmarus, coxpansemas B
AJIEKTPOHHOM BHUC. PekoMeHmammm 10 OOCCTICUYCHHIO JIOCTOBEPHOCTH W
HAJIC)KHOCTH;

10. TOCT P HCO 23081 MHudopmamms u goxymenrtanusi, IIporecch
YIIPABJICHUH 3aMKUCsIMU. MeTalaHHbIe 1S 3aIUCe;

11. CoBpeMeHHbIE KOMITBIOTEPHBIE MIPOTPaAMMBI AIIEKTPOHHOTO
JIOKyMEHTOO0OpOTa M HMX BO3MOXHOCTH MEXBEIOMCTBEHHOTO H3JIEKTPOHHOTO
B3aUMOICUCTBUS;

12. TloHsTHE KOHBEPTAIMH, MUTPAIIMH SJICKTPOHHBIX IOKYMEHTOB,;

13. Benenue HOMEHKIATYPHI 1€ B dJIEKTPOHHOU (popme;

14.  DnextponHoe neno. O6paboTKa NEKTPOHHOTO Jelia IPH Mepeaade B apXUB;
15. OO6ecnedeHre COXPAaHHOCTA U YYET AJICKTPOHHBIX IOKYMEHTOB B YCJIOBHUSX
MEXBEIOMCTBEHHOTO JJICKTPOHHOTO B3aUMOICHCTBUS;

16. 3ammra JaHHBIX B YCIOBHUAX MEKBEIOMCTBEHHOTO DJICKTPOHHOTO
B3aUMOJCHUCTBU.

7. YYEBHO-METOIUYECKOE W HWH®OPMAIMOHHOE
OBECIHHEYEHUE JUCHUIIJIMHBI (MOJAYJISI)
7.1 OcHoBHasi IUTEpPaTYypa
1.be3onacHOCTh SJEKTPOHHOTO TOKYMEHTOOOOpOTa : y4eOHOe mocoOue
[16+] / II. A. Tumenko, 0. M. Kazakos, P. A. ®ununmos [u 1ap.]. — Mocksa ;
bepnun : lupext-Menua, 2021. — 54 c. — Pexxum noctyna: no nognucke. — URL:
https://biblioclub.ru/index.php?page=book&id=602225 (mata oOpareHus:
17.02.2024). — bubauorp. B kH. — ISBN 978-5-4499-1928-1. — TekcT :
AIEKTPOHHBIM.
2.Kysnerios, 1. H. JlenonpousBoacTo : yuebHoe mocodue : [16+] / U. H.
Ky3nenos. — 13-e uzn. — Mocksa : Jamko u K°, 2024. — 406 c. — Pexxum
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JIOCTyIIA: o MTOJIITHUCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=711135 (mata oOpareHus:
17.02.2024). — bubmuorp.: c. 312-323. — ISBN 978-5-394-05683-3. — Tekcr

AIEKTPOHHBIN.

7.2 JlonoJIHUTEJIbHASI JIMTEpaTypa

1. T'ocynapctBennas nporpamma PO «HMupopmarnmonnoe obmiectBo (2011-
2020 rompr) (ytB. 20 oxt. 2010 1. Ne1815-p);

2. I'ynos, A. M. IIporpaMMHO-TEXHOJIOTUYECKUM KOMIUIEKC I Pa3BUTHS
WH(OPMAIIMOHHON Cpelibl 00pa30BaTEIBHOTO YUPEKICHHS HAa OCHOBE CHUCTEMBI
ANEKTPOHHOTO JokyMeHToobopoTa / A. M. I'ynos, C. FO. 3aBo3kuH ; KemepoBckuii
rocyaapcTBeHHbld yHUBepcuTeT. — KemepoBo : KeMepoBckuii rocyapcTBEHHBIM
yHuBepcHuTeT, 2016. — 231 c. : cxem., Tab., uil. — Pexxum goctyma: mo moamnucke. —
URL: https://biblioclub.ru/index.php?page=book&id=481537 (nara oGpamicHus:
16.05.2023). — bubauorp.: c. 197-217. — ISBN 978-5-8353-2061-5. — Tekcr :
AIEKTPOHHBIN.

3.l{udpoBoe 00IIECTBO B KYJIbTYPHO-UCTOPUIECCKON Mapagurme / moja pe.
T. . Mapumunkosckori, B. P. OpecroBon, O. B. 'aBpuuenko ; MuHucrepcTBo
HayKu M Bbiciiero oOpazoBanusi Poccuiickoit ®@enepaumu [ 1ap.]. — Mocksa :
MocKkoBCKHil menarornaeckuii rocyaapcTBenusiii yausepceurer (MIIT'Y), 2019. —
264 C. — Pexxum J0CTyTa: o MOJIHUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=563580 (mata oOpameHus:
16.05.2023). — bubamorp. B kH. — ISBN 978-5-4263-0722-3. — Texkct
AJIEKTPOHHBIM.

5.be30macHOCTh 3JIEKTPOHHOTO JOKYMEHTOO00OpOTa . ydeOHOe mocoOue :
[16+] / II. A. Tumenko, 0. M. Ka3zakos, P. A. ®unmunmos [u ap.]. — Mocksa ;
bepnun : lupexkr-Menua, 2021. — 54 c. — Pexum 1ocTyma: MO TMOJIUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=602225 (nara obGpamicHus:
16.05.2023). — bubawmorp. B kH. — ISBN 978-5-4499-1928-1. — Tekcr :
DIEKTPOHHBIM.

6. TOCT P UCO 15489 «Uudopmaius u JOKyMEHTAIUs. YIpaBIeHUE
nokyMmeHTamu; I'OCT P 53898-2010 CucteMsl 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTA.
B3aumopeiicTBue  cucteM  ympaBieHHS — JOKyMEHTaMu. TpeOoBaHuMs K
AJIEKTPOHHOMY COOOIIEHUIO;

7. TOCT P 54471-2011/ISO/TR 15801:2009 Cucrtemsl 3JIEKTPOHHOTO
JTOKyMEHTO000OopoTa. YmnpasiieHue nJokymeHTanued. Mudopmarus, coxpansemas B
ANEKTPOHHOM Buze. PekomeHmanuu 10 00ECHEYEHHIO JIOCTOBEPHOCTU H
HaJIe)KHOCTH;

8. I'OCT P MCO 23081 Hudopmamuss u npoxkymenrauus, lIponeccer
YIIPABJICHUH 3alUCsIMU. MeTataHHbIe 1S 3anuCe.

9. bemukoBa, E.O.  DONexkTpoHHbIE  JTOKYMEHTbBl U  ApXUBBL
VYueb.mocobueE.O.benmukonra, E.B.bymtonuna, A.I'.HectepoBa —Bonrorpan, 2014.-
80c.
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10. Kimmmenko, A. JlonroBpeMeHHOE XpaHEHUE JJICKTPOHHBIX JOKYMEHTOB:
ocHOBHI MeToosiorun/A. Kinmumenko// Jlemonpon3BoaCTBO B JOKYMEHTOOOOPOT Ha
npeanpusatuu.-2014.-Nel.

7.3 Ilepuoguyeckue u31aHUA:
Kypuai: [{enonpou3BoACTBO U JOKYMEHTOOOOPOT Ha MPEANPUSATUN

7.4 IIporpammHoe o0ecniedenne 1 MHTEepHET-pecypchl

https://culture.gov.ru MunucrepcTBo KyiabTyphl PO

http://www.library.ru HudopmaiinoHHo-cripaBo4HbIi mopTain Library.ru

http://www.bibliograf.ru DnextponHsIi )KypHan «buoIMOTEYHOE 1EIT0»

http://www.gpntb.ru T'ocymapcTBeHHass myOJMYHAs HAyYHO-TEXHHYCCKAs
oubnuorexa Poccuun

http://www.rsl.ru Caiit PI'b

https://www.prlib.ru IIpesuaenrckas OndIMoTeKA

https://nlr.ru Poccuiickas HanmonanbHas Oubiaroreka

https://rusneb.ru HartmonanbHas 31eKTpoHHAs OMOIHOTEKA

http://www.rba.ru/activities/conference/conf-2024/index Bcepoccuiickuit
OMOJIMOTEUHBINH KOHIPECC

http://old.libsmr.ru/lib2/upload/museum/O6noBaenue OKH]I/Ctparerus pa3
BUTHsL Oubiuoreunoro gena jo 2030.pdf

http://government.ru/docs/50395/ Crtpaternueckoe HampaBiieHHE B 00JacTH
ndpoBoit Tpanchopmarmu orpaciau KyabTypsl Poccutickont @eaepanuu 10 2030
rojaa

https://bibliovaravva.ru 'BYK KK «KpacHomapckasi kpaeBasi FOHOIIECKAsT
oubnuotexa umenu U.®. BapaBBbi»

https://pushkin.kubannet.ru/#gsc.tab=0 TI'BYK KK «KpacHomapckas kpaeBas
yHUBepcaibHas HayuHas oubnuoteka uM. A.C. [lymkuna

https://skbr21.ru/# cBoanbIii kaTanor oubnarorek Poccun

https://kgik1966.ru Caitt KI'MK

http://193.106.214.30/MarcWeb2/Default.asp DJEKTPOHHBIA  KaTajor
ouommorexku KI'NMK
https://biblioclub.ru/index.php?page=ko DJIEKTPOHHO-OMOINOTEYHAs

cucTemMa « Y HUBEpPCUTETCKasi OMOIMOTEKa OHIIAH)

http://u36.pdp 3 HanmonanwHas snexrponnas 6udmmoreka (HOB) (moctym B
pamkax yutanbHoro 3aya oubnuorexku KI'NK).

https://eivis.ru/ DnekTpoHHas moanucka Ha nepuoandeckue uznanus UBUC.

https://rd.springer.com/ ITnardopma Springer Link

https://www.nature.com/ ITnardpopma Nature

http://materials.springer.com/ bazananusix Springer Materials

7.5 MeToanyecKkue yKa3aHusi U MATEPHUAJIbI 110 BUIAM 3aHATHH


http://www.library.ru/
http://www.bibliograf.ru/
http://www.gpntb.ru/
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http://www.prlib.ru/
http://www.rba.ru/activities/conference/conf-2024/index
http://old.libsmr.ru/lib2/upload/museum/����������_����/���������_���
http://government.ru/docs/50395/
http://193.106.214.30/MarcWeb2/Default.asp
http://www.nature.com/
http://materials.springer.com/
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JInsi MOATOTOBKYU K 3aHATUSIM PEKOMEH]IYEM HCHOJBb30BATh 3JIEKTPOHHAYIO
0a3y NaHHBIX MO JOKYMEHTOBEJCHHUIO U JIOKYMEHTOBEIYECKUM HCCIIEIOBAHUSM,
KOTOpasi CONEPKUT METOAMYECKHE MaTepUalibl MO MOJATOTOBKE K CEMHHAPCKUM,
MPaKTUYECKUM3AHATUSAM,  3a4eTy,  pa3paboTke  Tioccapus,  MOJITOTOBKE
BHUJICONIPE3CHTALlUM,  BBIOJIHEHUIO APYrUX  3aJaHud  3aJaHUB  paMKax
CaMOCTOATENbHOM  paboThl. A  TakkKe DIJIEKTPOHHBIE DHIMKIONEAUH  TI0
JIEJIONPOU3BOACTBY U apXUBOBEICHUIO
s camocTosATebHOM paboThl, MOATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX)
3aHSITUNA, MOJTOTOBKE K TECTOBBIM HCIBITAHMSIM, a TAKXKe JJIsI HalKMCaHUsl 3CCe,
pedepaToB, HAYYHBIX JOKIIA0B PEKOMEHIYETCs CeayIolIee:

JIJ1st TOATOTOBKY K TIEPEUUCIICHHBIM BHIaM pa0dOT MPEIyCMOTPEHBI 3aaHus,
Pa3BUBAIOIIME HABBIKA CAMOCTOSATEIIBHOTO aHAIM3a U OCMBICIICHHS TTPEAJIOKEHHBIX
npobsieM U TeM. J[Ji1 OCBOEGHMSI MPEIJIOKEHHBIX TEM, CTyACHTaM HEOOXOJMMO
O3HAKOMUTBCSI € MOPEMJIOKEHHON  JIUTEpaTypoil, BbIOpaTh  HEOOXOAUMBIC
WMCTOYHUKH, COCTaBUTh IUIAH mpejacTosdmed pabotel. [ns pedepupoBanus
WUCTOYHUKOB CTYJIEHTY HEOOXOJMMO O3HAKOMHUTBCS C TEKCTOM, CJeNaTh
HEOOXOJMMbIE BBIMUCKH, IIUTAThl, COOTBETCTBYIOUIME TIJIABHOW mpoldieme
UCCIICIOBAHUS, CKOMIIOHOBAaTb d3TH ULMWTAThl, NPOAYMaTh UX, H3JIO0XKHUTh
COOCTBEHHOE BHUJICHUE CBOMMHU CJIOBAMH, HAMETUTh HEOOXOIUMBIC CBS3KH H
CTpYKTYypy Oymayiero Tekcra. PedepupoBanre NmepBOMCTOYHUKOB MpPEIOIaraet
CaMOCTOSITEJIbHBIE HABBIKM M3YYEHHUsI TEKCTa, W3JI0KEHHE MPEIJIOKECHHBIX TOYEK
3peHMUs, MepecKas, aHAIN3 MPOOJEMHBIX BOTPOCOB, BBIJEICHUE TJIABHBIX HAYYHBIX
no3unuii  aBTopoB. Jlns BbIONHEHUA pedepaTa HEOOXOAUMO HAUYMHATH C
000CHOBaHMSI BBIOOpAa TEMbI, 3aT€M IMPUBECTU IEPEUCHb KIIIOYEBBIX MOHATHM
coJiep>KaHus, MjaH padoTel (0 yeM padoTa, Kakue BOMPOCHI BKIIOYEHBI), 3aTE€M
NepexoIuTh K (HOPMYJIHPOBKE TE3UCOB, MPEACTABISIONIMX KPATKOE COJCpKaHHE
KaXJ0ro Bompoca TeMbl. Jlanee, NPUBOIATCS CTPYKTYPUPOBAHHBIE TE3UCHI
(OCHOBHBIE TPYHNIBI TE3UCOB MO pasznenam padotsl). CrpynmnupoBaB TE3UCH
(OCHOBHBIE MBICJIH), YCTAHOBUB MEXIY HUMU OCHOBHBIE U COTOJYMHEHHBIE CBSI3U,
COCTaBUTh JIOTUYECKYIO MOJIETh cojepxaHus paboTel (pedepara). BozmoxkHO
MEePBOHAYAILHO IOCTPOUTH MOJIETh COACp)KaHUsS PabOThl M OCHOBHBIX OJIOKOB
(MbICTIel), a 3aTe€M KaXKIbIil TE3UCHBIN OJIOK HAMOJIHUTH CTPYKTYPHBIM KPATKUM
coJiepkKaHreM. DTO MO3BOJIUT B JATbHEHIIIEM pacKphIBaTh paboTy, €€ cofepKaHue
C pPa3HOH CTENEHbIO MOAPOOHOCTH.

7.6 IlporpamMHoOe o0ecrieuenmne

Kommnbrotepusiii  cereBoii  (MHTepHeT) KilacCc C  yCTaHOBJIEHHBIMU
orneparrionHoi cucremoit WindowsXP2007Server,makeramu MSOffice; MS office
2007 pro; Adobe CS6; Adobe Premiere Pro, Magic Samplitude,
SonySoundForgePro 9,10, SonyVegasPro 10, cmpaBo4HO-IPaBOBBIE CHCTEMBI
Koncynbsrantr Ilmroc, ['apanT, BeIXOHX B cerb HHTEpHET, MYJbTUMEIUNHBIN
POEKTOP, IKPaH, MOOMIBHBIN CTEH/T
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8. MATEPHAJIBHO-TEXHUYECKOE OBECIHIEYEHUE
JANCIHHUIIJIMHBI MOAYJIA)

N3yuenne aucrurnHbl Ha 6aze oubmmoreku ®I'bOY BO «KpacHomapckuit
roCyAapCTBEHHBIA MHCTUTYT KYJbTYPbD» OOECHEYEHO HAIMYMeM paboyumx MeEcCT ¢
BBIXOJIOM B VIHTEpHET IJIsi CaMOCTOSITENIbHOM pa0OThl, HATUYUEM CTAI[MOHAPHOTO
MYJIbTUMEIMMHOTO U CTPUMUHTOBOTO 000pynoBanus. OOydaronumecs moyib3yrTcs:
BY30BCKOM OMOTMOTEKON C AJIEKTPOHHBIM YHUTAIBHBIM 3aJI0M; YYCOHUKaMU H
y4eOHBIMH TOCOOHMSAMH; ayauo W BHUACO MaTepualiaMu. Bce moMemmeHus
COOTBETCTBYIOT TPEOOBAHUSAM CAHUTAPHOTO U MTPOTUBOIIOXKAPHOTO HAI30Pa.

W3yyenne  aucnMmuivHBl Ha  0a3e  pPErHMOHAJIbHBIX  OMOJIMOTEHHO-
WH(OOPMAITMOHHBIX IIEHTPOB, MYHHIIMMAIBHBIX OOIIEJOCTYIHBIX OHOIMOTEK
oOecrieunBaeTCsI  HMMCIONUMUCA B YUPSKACHHSIX  aBTOMATH3WPOBAHHBIMH
OMOMMOTEYHBIMU  WH(OPMAIMOHHBIMH  CHCTEMAaMH, UH(OPMAIMOHHBIMU
pecypcamu U cepBucamu cetu MIHTepHeT
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JlomosiHeHHsI 1 H3MEHEHUs
K paGoueii mporpaMme y4eGHOM AUCHUNIHHBI (MOIXYJIs)
Ha 2023-2024 y4. rox

B pabouyio mporpaMmy y4eOHOM THCIUIUIMHEI BHOCSTCS CIENYIOIINE H3MEHECHHS
° OGHOBIIEH CIIHCOK OCHOBHOM W JTOIIOJIHUTEILHOH IHTEpaTyphL.

e BueceHbl U3MEHEHHS B TEMaTHYECKUH IUIAH OCBOECHHS IMCLMILIMHBI I10
BUJAM YYeOHOW [EeATENFHOCTH M BHABI CAMOCTOSTENBHOM (BHEayIUTOPHOM)
paboTeI.

° BHeceHBl W3MEHEHHsS B OIEHOYHBIE CpEeJCTBa IS TEKYIIero KOHTPOJIL
YCIIEBAEMOCTH U IIPOMEKYTOUHOH aTTeCTallMH.

L ]

JlomonHeHuss W HW3MEHeHus K paboueidl IporpaMMe pacCMOTPEHBI M PEKOMEHIOBAaHBI Ha
3acemanuu Kadeapsl HHPOpMaIMOHHO-ONOINOTEIHON AEATENBHOCTH H TOKYMEHTOBEICHUS
IIpotoxon Ne 1 ot «28» aBrycra 2023 r.
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