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1. Ilesb u 3a1a4u OCBOEHHS IV CUUILTAHBI (MOXYJIAA).

Lenp aucuumIuHBl — (OPMUPOBAHUE IEJIOCTHOM CHCTEMBI 3HAHHA O COBPEMEHHBIX
CUCTEMaXx JEKTPOHHOTO IOKYMEHTOO0OpOTa U 3JIEKTPOHHBIX apXHUBaX, OBJIAJICHUE MPUHIUTIAMU
OPraHU3aLMU XPAHEHUS U SKCIIEPTU3BI LIEHHOCTHU AJEKTPOHHBIX JOKYMEHTOB.

B o101 cBA3M onpenensores U 3a0a4y JUCUUTIIUHBIL:

- W3y4YUTh OCHOBHbBIC MOHSTHUS W KaTErOPHH, HCIIOJIb3YyEMbIE B CHUCTEMAX 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa U 3JIEKTPOHHBIX apXUBaX;

- OIPEIENIUTh O0IINE MPUHITUIIBI OPTAHU3AIMH YJICKTPOHHOTO JTOKYMEHTO000pOTa;

- paccMOTpeTh TEXHUYECKOE U MporpaMMHOE OOeclieueHue, MCIONb3yeMoe MpU OpraHU3alun
AJIEKTPOHHOTO JOKYMEHTOOOOPOTa, OpraHW3alid XPaHEHHsS JOKYMEHTOB Ha JJICKTPOHHBIX
HOCHUTEIISIX;

— YCBOECHHME TE€OPETUKO-METOJUYECKUX OCHOB OPraHHM3allMy XPAHEHUs JOKYMEHTOB B CUCTEMaxX
3JIEKTPOHHOTO TOKYyMEHTOO0POTA;

— OCBOEHHE TEOPETUKO-METOJMYECKUX OCHOB 3KCIEPTHU3bl LIEHHOCTU JOKYMEHTOB B CHUCTEME
3IEKTPOHHOTO JOKYMEHTOO000pOTA.

2. Ilanmpyemble pe3y/bTaThl 0CBOCHHUS AUCHUILIMHBI (MOLYJIsI).

B mporuecce ocBoeHMs AaHHOW MUCHUILUIMHBI OOydaromuecs (pOpMUPYIOT CIEAYIOLIUE
PE3YIbTAThl OCBOCHUS JUCIHUIIIIMHBI:

K7 — cnocobHocTs K pa3pabOTKe M CHUHTE3y HAay4YHOH METOAMKH M METOA0JIOTHH
BBISABJICHUA, CO6I/IpaHI/I$I, KOMIUJICKTOBAaHWA, XpaHCHHWA, HCIIOJIL30BaHUsA, BBCACHUA B Hﬁy‘-IHBIfI
000pOT ¥ aHAIN3y UCTOPUKO-AOKYMEHTAILHOTO HACTIEHS;

K8 — crocoOHOCTh K CHCTEMHOMY aHAIM3Y M ONPEICNICHHIO IIEHHOCTH PETPOCIIEKTUBHOM
nH(}OpPMAIIMU U aPXUBHBIX IOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB HaYKU, UCTOPUU U KYJIbTYpHI,
a TAK)KC K BJIAJICHUIO ITPUHLUITIAMH U METOJaMU pa3pa60TKH " CO3JaHHA CIIPABOYHO-ITIOUCKOBBIX
CpelIcTB (HAyYHO-CIIPABOYHOTO anmapara) K JOKYMEHTaJbHBIM KOMILUIEKCAM Ha OCHOBE
COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHI B HHTEpECax HCCIe10BaTEeNEH.

K9 — roToBHOCTH K Hay4yHO-HCCIEI0BATEIbCKON U MPEnoJaBaTelbCKON AEATENIbHOCTU IO
npoduito «5.6.8. JlIokyMeHTaIMCTHKA, TOKYMEHTOBEACHUE, APXUBOBEICHUE).

3. CrtpykTypa u cojaep:kaHHe TUCHUIIMHBI (MOLYJIs).

3.1.  Cmpyxkmypa oucyuniunvl (Mo0yis).

Ne | HanmenoBanue paszzaena IMcUUILIiHbL | DopMupyemblie dopma TEeKyIEero KOHTPOIs
n/m (Momys) KOMIIETEHIINHU
1 |Pazmen 1. Cuctemsl SI€KTPOHHOTO K7,K8, K9 |reMbBl 11 caMOCTOSTEIBHOTO
NTOKYMEHTO000poTa V3Y4EHUs, YCTHBIH OIIPOC HAQ|
MPaKTUYECKUX 3aHATHUSIX,
edepaTsl
2 [Paspen 2. Opranu3zanus XpaHeHUs U K7,K8,K9 [reMbl a1 caMOCTOSTENBHOIO
AKCIIEPTHU3a LIEHHOCTH JOKYMEHTOB B M3Y4eHUs, YCTHBIM oOmpoc Ha
CHUCTEMaX JIEKTPOHHOTO MPAKTUYECKUX 3aHATUSX,
ITOKYMEHT0000poTa pedepatsl

3.2. Obvem oucyunaunvl (MOOYIs) U UObL YYeOHOU padbomul.
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Cemectp 4
Pa3zgea 1. CucreMbl 3JIEKTPOHHOT0 JOKYMEHT0000poTa
1 Tema 1. [loHATHE IEKTPOHHOTO IOKYMEHTA. DJIEKTPOHHBII ) > 5 9
" | HIOKyMEHTO0OO0POT.

) Tewma 2. HopmaTuBHO-TIpaBoBasi 6a3a opraHu3aiun ) > 5 9

3JIEKTPOHHOT'0 JOKYMEHTO000POTA.

3 Tewma 3. O0mias XapakKTEPUCTHKA CUCTEM DJICKTPOHHOTO
" | HIOKyMEHTO000pOTa U TEXHOJIOTHS padOThI B HUX.

4. | Tema 4. IlpumeHeHune 3JI€KTPOHHON NOJIHUCH. 2 2 S5 9

Paznen 2. Opranumsanusi XpaHeHHUsl W JKCIepTH3a
LIEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB

5. | Tema 5. IIpoGyieMbl XpaHEHUsI 3JIEKTPOHHBIX JIOKYMEHTOB. 2 2 5 9

6. Tema 6. LlenTpanu3oBaHHOE U pacrpe/ielieHHOEe XpaHEeHHE ) ) 5 9
AJIEKTPOHHBIX IOKYMEHTOB.

7. | Tema 7. IIpoGiieMbl MUTpaliK 3JIEKTPOHHBIX TOKYMEHTOB. 2 2 5 9

8. | Tema 8. DkcnepTr3a HEHHOCTHU JIEKTPOHHBIX IOKYMEHTOB. 2 2 S5 9
Hroro, yac 16 16 40 72
Hroro, 3.e. 2

Bua npoMexyro4Hou aTTecTanyu:
3aueT — cemectp 4.

3.3. Temvl 3aHAmMuUil U Kpamroe cooepicanue.
Tema 1. Ilonamue 31eKkmpoHH020 0OKYMeHmMa. DNeKmpOoHHbI OOKYMEHMO000pom

Jlexuus 1. [ToHATHE 37€KTPOHHOTO JJOKYMEHTA. DJIEKTPOHHBIN TOKyMEHTOOOOPOT.

[Ipenmer u conepkanue Kypca. IlpeumyiiectBa 0e30yMa)kHOTO JIOKyMEHTOOOOpOTA.
[TonsTue HneKTPOHHBIA JOKYMEHT. CTpPYKTYpHBIE O3JEMEHTBHl 3JIEKTPOHHOIO JIOKYMEHTA.
TepmuHOIOTHSA, HCHIONB3yeMas B CHCTEME AJIEKTPOHHOTO TOKyMEHTO000pOTa.

[TpakTnueckoe 3ansTue 1. OCHOBHbBIE TEPMUHA U OIPECIICHNUS.
TepMUHONOTUYECKHI JAUKTAHT (OCHOBHBIE TEPMHHBI, HCHOJIb3yeMble B 3JIEKTPOHHOM
JIOKYMEHTOO00pOTE).

Tema 2. Hopmamueno-npasosas 6aza opeanuzayuu 21eKmpoHHO20 0OKYMEHmMooOopoma

Jlexuus 2. HopMaTuBHO-1ipaBoBas 0a3a opraHu3aluu 3JIEKTPOHHOTO JOKYMEHTO000pOTA.
3aKkoHONATENbHbIE W TMOJ3aKOoHHbIE akThl P®. I[locTaHoBIeHUS U pacnopsHKEHUS
[IpaButensctBa P®, nupekTuBbl U KOHUENIMU. HOpMaTHBHO-METOOUYECKHE TOKYMEHTHI H
cTanaapTel. HopMaTuBHas TOKyMEHTAlUs MO paboTe C AIEKTPOHHBIMHU JOKYMEHTAMU: MpaBUiia
3JIEKTPOHHOTO JIOKYMEHTO000POTa, HHCTPYKIIHUS TI0 pabOoTe C AIEKTPOHHBIMU JJOKYMEHTAMHU.

[IpakTnueckoe 3anstue 2. HopmaruBHO-mpaBoBas 0a3a oOpraHus3ali  AJIEKTPOHHOIO
JIOKyMEHTO000pOoTA.




Komnoksuym «HopmatuBHO-1IpaBoBasi 6a3a 3JIeKTPOHHOTO JOKYMEHTO000pOTa».

Tema 3 Obwas xapaxmepucmuxa cucmem 91eKmpOHHO20 OOKYMEeHmMo0o60opoma u mexHoi02us
pabomul 8 HUX

Jlexuus 3. OOmiasi xapakTepUCTUKA CUCTEM 3JEKTPOHHOTO JTIOKYMEHTOOOOPOTa M TEXHOJIOTHUS
paboThI B HUX.

®yukiuu coBpeMeHHbIX CO/l. XpaHeHue U 1ouck A0KymMeHTOB. [logaepkka KaHUEIsIpun
U JIeJIONPOU3BOJICTBA. MapiipyTu3anus U KOHTPOJIb HCIIOHEHUS JOKYMEHTOB. AHAIUTUICCKUE
otueThl. MHpopManmoHHas Oe3onacHOCTh. JlomomuurtensHble (crienuduueckue) ¢GyHKIIHUH.
Kpurepun Beibopa nocrasuika CO/.

[IpakTueckoe  3aHATHe 3. ApXUTEKTypa U  CTPYKTypa CHCTEMBbI  3JIEKTPOHHOIO
JIOKYMEHTO000poTa.
KonnokBuym «ApXUTEKTypa U CTPYKTYpa CUCTEMBI 3JIEKTPOHHOT'O IOKYMEHTOO00pOTa».

Tema 4. [Ipumenenue 21eKkmpoHHOLU NOORUCU

Jlexuus 4. [lpumeHeHne 3J1eKTPOHHOM HOJIIUCH.

@opmMupoBaHUE TOHATUSA DJIEKTPOHHAs IOJAIUCh B 3aKOHOJATENIBHBIX M HOPMATHBHO-
mMetoanyecknx akrax P®. O6macTs mpuMeHeHus 3IeKTPOHHOH moanucu. OOMEH JIeKTPOHHBIMU
JOKYMEHTaMU €  OJIEKTPOHHOW noamnuchlo. IOpuamdecku  3HAYMMBIA  3JIEKTPOHHBIN
JOKyMEeHTO000poT. FOpuanueckas cuia 3JIEKTPOHHOIO JOKYMEHTA. XPaHEHUE 3JIEKTPOHHBIX
JIOKYMEHTOB.

[Ipaktuueckoe 3ansatue 4. [I[puMeHeHne 31€KTPOHHON MOAIUCH.
KomnokBuym «IIpuMeHeHnE 3IEKTPOHHON TOAIACH.

Tema 5. Ilpobaemvl XxpaneHnus 31eKMPOHHBIX OOKYMEHMO8

Jlexuus 5. [IpoGnembl XpaHeHUsI 3JIEKTPOHHBIX TOKYMEHTOB.

[Tpobnema xpaHeHHsI 3JEKTPOHHBIX HHPOPMALIMOHHBIX PECYpPCOB KaK KiroueBas mpoliema
B METOJIOJIOTUM OpPTaHM3alMU JJIEKTPOHHBIX apXUBOB. Buabl pabor mo obecredyeHuto
COXPaHHOCTH JJIGKTPOHHBIX JOKyMeHTOB. OOecrnieueHne (HU3UYECKON COXPaHHOCTU U
[ENIOCTHOCTH (PalIoB € DIEKTPOHHBIMH JoKyMeHTamu. Co3laHHe ONTHMAaJbHBIX YCIOBUIH
XpaHEHHUs HOCUTENIeH C 3JIEeKTPOHHOW MH(popmauuel, puznyeckoe pasMelieHne 3JIeKTPOHHBIX
JOKyMEHTOB. BpiOOp Tuma HocuTens, ero aoiaropeyHocts. (OOecneueHHe YCIOBHH UL
CUMTHIBaHUS HMH(OpPMAIMM B JOJATOBpeMeHHOM mepcrnekTtuBe. OOecrieueHHe YCIOBUN s
BOCIIPOM3BEJICHHS DJIEKTPOHHBIX JIOKYMEHTOB. BBICTpasi cMeHa M ycTapeBaHHE ammapaTHOro U
IPOTPaMMHOT0 KOMIIBIOTEPHOIO oOecreyeHHs. 3aBUCUMOCTh BOCHPOM3BEACHUS 3JIEKTPOHHBIX
JIOKYMEHTOB OT IMpHuMeHsieMoro nporpammuoro obecneuenus: OC, CYB/I, O6pay3epoB, qpyrux
MPUKIIAJHBIX TPUIOKEHUH.

[IpakTuyeckoe 3aHsATHEe 5. Buapl paboT mno 00eCHeYeHHI0 COXPAHHOCTH 3JIEKTPOHHBIX
JIOKYMEHTOB.

Obecneuenne (PU3MUECKON COXPAHHOCTH M LEJIOCTHOCTH (DalJIOB C 3JIEKTPOHHBIMU
nokymenTtamu. Co3gaHue ONTHUMAJIbHBIX YCIOBUH XpaHEHUS HOCUTENEeW C AJIEKTPOHHOM
uHpopmanuel, pusnyeckoe pasMelieHnue 3JIeKTPOHHBIX AOKYMEHTOB. BbiOop THma HocuTens,
€ro JOITOBEYHOCTD.

Tema 6. [Jenmpanuzosantoe u pacnpeoenenHoe Xpanerue 31eKmpOHHbIX OOKYMEHMO8



Jleknust 6. L{eHTpayin3oBaHHOE U pacHpeICICHHOE XPAHEHUE AIICKTPOHHBIX TOKYMEHTOB.

[ToHsiTHE «IIEHTPATM30BAaHHOE XPaHCHUE JTOKYMEHTOB». OCHOBHbBIC (haKTOPBI, BIHSIOIINE
HA  XpaHEHHEC JOKYMEHTOB. [lOHSTHE  «paclpelelieHHOEe XpaHCHHE JOKYMEHTOBY.
LleHTpann30BaHHOE M PACIPEICICHHOE XPaHEHHE JTOKYMEHTOB Ha JJICKTPOHHBIX HOCHTENSX:
obmiee u crienupuIecKoe.

[TpakTudeckoe 3ansTue 6. Opranuzanus 3JEKTPOHHBIX JOKYMEHTOB B COCTaBe apXUBHOTO (hoHIA
OpraHu3aluu.

DJEeKTPOHHBIE JOKYMEHTHI B COCTaBE apXMBHOTO (ponma opranmzanmu. Cucremaru3anus
JJIEKTPOHHBIX JOKYMEHTOB M MX HHJIekcauusa. KoOHTeHHep JJIEKTPOHHOIO JIOKYMEHTA.
TpeboBaHusi K OpraHu3alMy d3JCKTPOHHBIX JOKYMEHTOB B COCTaBe apxXHBHOro (onma
OpraHu3aluu.

Tema 7. IIpobaemovl muepayuu 31eKmMpPOHHBIX OOKYMEHMOB

Jlexuus 7. [IpoGneMbl MUTpaliy 31EKTPOHHBIX TOKYMEHTOB.

JlinrenpHOE XpaHEHHE JICKTPOHHBIX JOKYMEHTOB. Pernenust mpoOieMbl. Murpamust kak
Croco0 OJITOBPEMEHHOTO XPAaHEHHUs JJIEKTPOHHBIX JOKYMEHTOB. CBOEBpEMEHHBIH MEpPeBO]
(murpauust) 0a3 JaHHBIX M JIPYIMX O3JEKTPOHHBIX JIOKYMEHTOB HAa COBPEMEHHYIO
TEXHOJIOTHYECKYIO T1aTdopmy, B hopMaThl Ui ONEPATUBHOTO YIIPaBICHUS HH)OPMALIMOHHBIMU
pecypcamu. Mwurpamusi  3JIEKTPOHHBIX ~ JOKYMEHTOB B  HamOojee  pacipoCTpaHCHHBIC
KOMIIbIOTEepHBIE (hopMaThl. [T TEKCTOBBIX NTOKYMEHTOB - txt, rtf, pdf; mns rpaduueckux - tiff,
jpg; nus tabsmn u 6a3 nanabX - db, dbf, xls, txt. OMyIATOPEI TPOrPaMMHON Cpelbl. DMYISATOP
onepanronHoi cuctembl MS DOS st onepanonnbix cucteM Window 95, 97, NT, 2000, XP.
WHKarcynsnus: BKIFOYEHHE dJIEKTPOHHBIX JOKYMEHTOB B COCTaB (DailyIoB MEKILIATPOPMEHHBIX
dopmaros (XML).

IIpaxtrueckoe 3ansatue 7. [Ipoueccsl KOHBEPCUHM U MUTPALUU DJIEKTPOHHBIX TOKYMEHTOB.
[IpnunHBI IPOBEAEHUS KOHBEPCUH U MUTrpanuu. InaHnpoBaHne KOHBEPCUM M MUTPALIUH.
PopMHUpoOBaHKE TPOrpaMMbI KOHBEPCUU U Murpanui. [Iponeaypsl KOHBEpCUM U MUTPALUU.

Tema 8. Dxcnepmusa yenHocmu 21eKMPOHHBIX OOKYMEHMO8

Jlexuus 8. DxcrnepTu3a HEHHOCTHU AJIEKTPOHHBIX JTOKYMEHTOB.

[IpaBuna u  TpebGoBaHMS  OKCIEPTH3bl  LIEHHOCTH  AJIEKTPOHHBIX  JOKYMEHTOB.
JlononHUTENBbHBIE IPU3HAKHU SKCIIEPTU3bI LIEHHOCTH 3JIEKTPOHHBIX TI0KYMEHTOB.

Henn okcnepTusbl IEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB. ONHMCH  3JEKTPOHHBIX
JIOKYMEHTOB IIOCTOSSHHOTO M BPEMEHHBIX CpPOKOB XpaHEHHA. AKTBl O BBIICICHUM K
YHUUTOKEHUIO IEKTPOHHBIX IOKYMEHTOB.

[Topssmox  mpoBeNEHUS  DKCHEPTU3Bl  LEHHOCTU  JJIEKTPOHHBIX  JIOKYMEHTOB B
MH(OPMALIMOHHON CUCTEME OpraHU3aI1H.

IIpaktnueckoe 3amsatue 8. IlpaBuna SKCHEpTU3bl LEHHOCTH AJIEKTPOHHBIX JOKYMEHTOB
OpraHu3aluu.

OcHOBHBIE TEPMHHBI U OIpeneieHus B cdepe SKCIepTH3bl IIEHHOCTH AJIEKTPOHHBIX
JOKYMEeHTOB. TpeOoBaHMS 3aKOHOJATEIbHBIX W HWHBIX HOPMATHBHBIX IPABOBBIX AaKTOB U
METOJMYECKUX TOKYMEHTOB B cdepe HHpopmanuu, JOKyMEHTAIMN U apXUBHOIO Jiesa B chepe
JKCIIEPTU3BI IEHHOCTH JJIEKTPOHHBIX JTOKYMEHTOB.

4. OneHo4YHbIe CPeACTBA IS TEeKYIIero KOHTPOJIsl yCIieBaeMOCTH, MPOMEKYTOYHOI
aTTecTallMy 10 UTOraM OCBOEHMS IMCIUIIIUHBI (MOAYJIsf).



@opMBl ¥ BHUABI KOHTPOJII 3HAHMM aCHUPAHTOB, IIPEAYCMOTPEHHBIE II0 JAaHHOM
JUCLHUIUIMHE: TEKYIIUH KOHTPOJIb U IPOMEXKYTOUHAs! arTecTalus (3a4er).

Kpurepuu nosnydyenus 3ayera no JUCLUIINHE!

- OILIGHKa <«3ayTeHO» CTABUTCS, €CJIM AaclHUpaHT ITyOOKO M IPOYHO YCBOWJI BEChH
IIPOrpaMMHBIM MaTEpHUaJl, UCUYEPIIBIBAIOILE, ITOCIEI0BATEIBLHO, TPAMOTHO U JIOTUYECKHA CTPOMHO
€ro wuszjaraeTr, He 3aTpyAHAETCs C OTBETOM IpU BHUJOU3MEHEHMM 3a/laHusi, CBOOOJHO
CHpaBJISIETCS € 3a/la4aMy U MPAKTHUYECKUMH 3aJaHUSMH, TPAaBUIBHO 0OOCHOBBIBACT MPUHSTHIE
pELIeHUs], YMEET CaMOCTOSITEIbHO 00001aTh U U3J1araTh MaTepHall, He JI0IyCKas OUIMOO0K;

- TBEpAO 3HACT NMPOTPAaMMHBIA MaTepuaj, IPaMOTHO M IO CYLIECTBY H3J1araeT €ro, He
JIOIYCKaeT CYLIECTBEHHBIX HETOYHOCTEH B OTBETE HA BOIIPOC, MOYKET IPABWIBHO IPUMEHSTh
TEOPETUYECKHE TOJIOKEHHUsI U BJajAeeT HEOOXOAMMBIMA YMEHUSIMH M HaBBIKAMU NIpU
BBITNIOJTHEHUH NTPAKTUYECKUX 3aJaHUM;

- €CJIM aCIUpPaHT OCBOWJI TOJIBKO OCHOBHOM Marepuall, HO HE 3HAeT OTHEJbHBIX JETaJeH,
JIONyCKaeT  HETOYHOCTH,  HEJOCTaTOYHO  MpaBWiIbHble  (OPMYJIMPOBKHM,  Hapyllaer
IIOCJIEIOBATEIbHOCTh B U3JI0KCHUM IPOrPaMMHOIO0 MAaTepuajga M UCIBITHIBACT 3aTPYJHECHUS B
BBITNIOJTHEHUH NTPAKTUYECKUX 3aJaHUM.

3ayeT CuuTAeTCs HE COAHHBIM, €CJIM AaCHUPAaHT HEe 3HAaeT OTJEJBHBIX pa3fesioB
IPOrpaMMHOI0 MaTepHaia, JONYCKaeT CYLIECTBEHHbIE OUIMOKH, ¢ OOJIBIIMMHU 3aTPyIHEHUSIMU
BBITOJIHSET, TM00 HE MOXKET CAMOCTOSITENIbHO BBIIOJIHUTD IPAKTUUECKUE 33 JaHUSI.

4.1. IlpumepHbIii IEpedeHb BOIIPOCOB K 3a4YETY

1. Ilpeamer, nenu u 3a1a4u JUCUUIUIMHBI «OpraHu3anus XpaHeHHUs U KCIEpTU3a EHHOCTU B
cucTeMax JIEKTPOHHOI'O JIOKYMEHTO000pOTay.

2. Cps3p naucuuiuiMHbl «OpraHuzanus XpaHEHMsT M DKCHEpTH3a LEHHOCTH B CHCTEMax
3JIEKTPOHHOTO JOKYMEHTO000POTa» ¢ APYTUMH HayYHBIMHU JUCLUILIMHAMU.

3. OcCHOBHBIEC HalpaBJICHHUS HCCIEJOBAHUN B 00JacTH WH(GOpPMATH3ALUU JOKYMEHTAIIHOHHOTO
o0ecrieyeHHs yrpaBJIeHUs U apXUBHOI'O JejIa.

4. TloHsiTHEe <«OIEKTPOHHBIM JOKYMEHT». TepMHHOJIOTHS, UCHOJIb3yeMass B CHUCTEME
3IIEKTPOHHOTO IOKYMEHTOO0O0POTA.

5. DOnexTpoHHBIE JOKYMEHThI. CTPYKTYpUpOBaHHE 3IEKTPOHHONU HH(OpMAaLIUH.
6. Llenu aBTOMaTH3aMK IPOLIECCOB JEIONPOU3BOCTBA U IOKYMEHTO000pOTA.
7. OnekTpoHHas MOAMNKCH: MOHSATHE, 3aKOHOAATEIbHOE peryiaupoBanHue. IOpunnyecku

3HAUUMBIH JIEKTPOHHBIN JOKYMEHTOOOOPOT.

8. IIpeumyiecTBa 3JI€KTPOHHOTO TOKYMEHTO000POTA.

9. O6mas k1accupuKaIms CUCTEM JOKYMEHTO000pOTa.

10. Apxutektypa CO/I.

11. Apxutextypa CO/I.

12. IlpoGnemMbl, TpakTHKa W PEKOMEHJAIMK [0 OpraHMu3allMid apXWBHOTO XpaHEHUS
AJIEKTPOHHBIX TOKYMEHTOB.

13. Buasl paboT 110 o0ecrneueHnto COXPaHHOCTH 3JIEKTPOHHBIX JTOKYMEHTOB.

14. OGecnieueHne (PU3MUECKOM COXPAaHHOCTH U LEJIOCTHOCTH (ailoB mnpu pabote ¢
AIIEKTPOHHBIMU JIOKYMEHTAMH.

15. Co3anne onTUMalbHBIX YCIOBUN XpaHEHHsS HOCUTENEH C 3JIeKTpOHHOH HMHpopMmarmeid u
duznyeckoe pa3MelIeHne IMEKTPOHHBIX TOKYMEHTOB.

16. Bo160p TUIA 3IEKTPOHHOT'O HOCUTEIS, €r0 J0JITOBEYHOCTD.

17. Obecrieyenrie ycIOBUM JJIsi CUMTHIBAaHMS HMHMOPMALUK 3JIEKTPOHHBIX JOKYMEHTOB B
JOJITOBPEMEHHOMN NIEPCIIEKTUBE.

18. Obecrneuenne ycioBuil sl BOCIPOU3BEACHUS 3JIEKTPOHHBIX TOKYMEHTOB.

19. IloHATHE NEHTPATN30BAaHHOIO XPAHEHUS 3JIEKTPOHHBIX JOKYMEHTOB.

20. OcHOBHbIE (PAKTOPBI, BIUSIOLINE Ha XpaHEHHE 3JIEKTPOHHBIX JTOKYMEHTOB.

21. IloHATHe pacnpeneaeHHOro XpaHeHus JJIEKTPOHHBIX JOKYMEHTOB.



22. [Ipo6iembl, CBSI3aHHBIE C JITUTEIBHBIM XPAHEHHEM AJIEKTPOHHBIX JOKYMEHTOB.

23. DOMyISATOPHI IPOTPAMMHOM CPEIBI.

24. Inkancynsuus 3J1eKTPOHHBIX JJOKYMEHTOB.

25. IIpaBuina u TpeOOBaHUS IKCIEPTU3bI LIEHHOCTH JIEKTPOHHBIX JI0KYMEHTOB.

26. JlonoaHUTENbHbIE IPU3HAKU SKCIIEPTU3bI HIEHHOCTHU IEKTPOHHBIX JTOKYMEHTOB.

27. lenu sKkcnepTU3bl HEHHOCTH JIEKTPOHHBIX JOKYMEHTOB.

28. OnucH 31EKTPOHHBIX TOKYMEHTOB IIOCTOSIHHOT'O U BPEMEHHBIX CPOKOB XPAaHEHUS.

29. AKTBI O BBIJECIIEHUN K YHUUYTOKEHUIO MIEKTPOHHBIX JOKYMEHTOB.

30. Ilopsimox ~ mpOBENEHUS  SKCIEPTH3bl  LIEHHOCTH  AJIEKTPOHHBIX  JOKYMEHTOB B
MH(POPMALIMOHHOM CUCTEME OPraHU3aLUH.

31. OCHOBHBIE TEPMHHBI U ONpeAeieHUs B cdepe SKCIEPTU3bl IEHHOCTH 3JICKTPOHHBIX
JIOKYMEHTOB.

32. TpeboBaHUs 3aKOHOAATENbHBIX M MHBIX HOPMATHUBHBIX IPABOBBIX AKTOB M METOJIUYECKHUX
JIOKYMEHTOB B cpepe nHpopMaluy, TOKYMEHTAUU U apXUBHOTO JieNa B cepe dKCIEePTU3bI
LIEHHOCTHU JIEKTPOHHBIX JJOKYMEHTOB.

5. VYueOHo-Meroanueckoe W UHGPOpPMANMOHHOE oOOecneyeHUe JTUCHUNIHHBI

(Mmonyais).

5.1. Pexomenoyemas ocHosHas iumepamypa.

HaszBanmue

Ky3nenos, U. H. JlokymeHTannoHHoe oOecriedyeHue yrpasieHus. JJoKkyMeHTOO0OpOT U
[IeTOTPOU3BOJICTBO ;| yYEOHHK W TPAKTHKYM I BY30B [DJEKTpOHHBIA pecypc]/
1. H. Ky3nenioB. — 3-e¢ wu3a., mepepab. u gomn. — MockBa : MsgarensctBo FOpaiiT,
2022. — 461 c. — Pexxum noctyna: https://urait.ru/bcode/488697. — OOpa3oBaTenbHas
matgopma FOpaiir.

Packuu, J[. 1. ApxuBoBeneHue : Y4eOHHMK JUIsi BY30B [DIEKTPOHHBIN pecypc]/
U[. U. Packun, A. P. CokonoB. — 2-e u3a., ucnp. u gon. — M. : U3parensctBo FOpaiiT,
2022. — 468 c. — Pexum noctyma: https://urait.ru/bcode/497656 - Obpa3zoBaTenbHas

matgopma KOpaiit

5.2. PexomeHnoyemas OONOIHUMENbHAS TUMEPaAmypa.

Ha3zBanmue

Anekceea E.B., AdanaceeBa JLII.,, Bbyposa E.M. ApxuBoBeaeHue (Teopus u
Meroanka). M.: Mznatensckuii mom MOU, 2012. 483 c.

bacakoB M.U. JlokyMeHTalMOHHOE oO0OecredeHue YymnpaBieHus (¢ OCHOBaMHU
apxuBoBenenust). M.: Knopyc, 2013.

bosoros, H.A., CaBuukas, O.H. Ilpuxknagnas kyaeTyposorus. Yacte 2.
ApxuBoBenenue [OnektpoHHbii pecypc] / H.A. bomotroB , O.H. CaBunkas. -—
Bourorpan: Bousrorpanckuii rOCy/1apCTBEHHBIN COLMAJILHO-TIEIArOTNYECKHU I
yHuBepcurer,  «llepemena», 2017. - 64 c. — Pexum  gocryna:
http://www.iprbookshop.ru/72284.html. — 35C «IPRbooks»

JIOKyMEHTOBEJICHUE W apXUBOBEJICHUE [DIEKTPOHHBIN pecypc]: clIoBapb-CIIPAaBOYHUK /
O.I. VcanoBa [u ap.]. — UYensOunck: YensOMHCKUN TOCYTapCTBEHHBIM WHCTUTYT
KyabTyphl, 2015. — 116 c. — Pexxum moctyma: http://www.iprbookshop.ru/56404.html. —
OBC «IPRbooks.

Hoponuna, JI. A. OpraHuzamuss ¥ TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOECTIeYeHUS
yIpaBiIeHHs : Y4eOHWK U TPAKTUKyM JUIsi  BY30B [DIEKTPOHHBIN  pecypc]/
JI. A. Joponuna, B. C. HUputukoBa. — Mocksa: W3marensctBo FOpaiit, 2022. —

233 c.— Pexum gpoctyna: https://urait.ru/bcode/489555. — OO6pa3oBarenbHas



https://urait.ru/bcode/488697
https://urait.ru/bcode/489555

matdopma FOpaiir.

3axapoBa, H. A. I'ocynapcTBeHHbIe, MYHULIMTTAIbHBIE APXUBBI U ApXUBBI OpraHU3aIui
[DnexTponHbiii pecypc] : yueOnuk / H. A. 3axapoBa. — CaparoB : A#i [Iu DOp Menua,
2019. — 169 c. — Pexum noctymna: https://www.iprbookshop.ru/79435.html — 95C
«IPRbooks»

WudopmanvoHHble TEXHOJIOTMA B JOKYMEHTAI[HOHHOM OOECICUYEHUH YIPABICHUS WU
apXHUBHOM Jielie [ DJIeKTpOHHBIN pecypc]: yueoHuk mis By3os/ T.B. Konapamosa [u ap.].
— M.: Jloroc, 2016. — 408 c. — Pexum nocrymna: http://www.iprbookshop.ru/70714.html.
— OBC «IPRbooksy.

KazakeBuu, T.A. JlokyMmeHTOBeneHHE. JOKyMEHTAllMOHHBIA CEPBUC : YYCOHUK W
MPaKTUKYM ISl By30B [DnektpoHHblid pecype]/ T. A. KazakeBuu, A. U. Tkanmuu. — 2-¢
u3a., ucnp. u jgon. — Mocksa : UznarensctBo IOpaitt, 2022. — 177 ¢. — Pexum
nocryna: https://urait.ru/bcode/491585. —O6pa3zoBarenpHas miaThopma FOpaiir.

Koszno, B.Il. ApxuBoBeneHue [DNeKTpOHHBIA pecypc] : y4eOHHK U MPAKTUKYM IS
By30B / B.II. Ko3noB. — Mocksa : U3narensctBo HOpaiit, 2022. — 329 c. — Pexum
nocryna: https://urait.ru/bcode/496661

10.

Konsimkuna, T. b. JlenoBsie KOMMYHHKAIH, TOKyMEHTOOOOPOT U JIEIOIPOU3BOJICTBO :
yuebHOoe Tmocobue s By30B  [OnektponHbld  pecypc]/  T. b. Kombimkuna,
. B. lllyctuna. — 3-e u3x., ucnp. u non. — Mocksa : U3parensctBo FOpaiit, 2022, —
145 c.— Pexum jpgocrtyma: https://urait.ru/bcode/491349. — OOpasoBaTenbHas
wiardopma FOpaiit.

1.

[lemmypenko, E. I'. Jlururamm3anmss apXwBOB [DICKTPOHHBIA pecypc]: ydeOHOe
nocoobune / E. I'. Ilemmypenko. — Caunkt-IlerepOypr : Canxkr-lIlerepOyprekuii
roCyJapCTBEHHBIM YHUBEPCUTET MPOMBIIIJICHHBIX TEXHOJIOTUN U nu3aitHa, 2017. — 165
c. — Pexxum poctyna: https://www.iprbookshop.ru/102410.html — 9BC «IPRbooks»

5.3. Ilpocpammnoe obecneuenue, npogheccuonanrvhvie 6azvl OAHHBIX U UHGOPMAYUOHHbIE
CHpagounble CUcmeMmbl, UHMEPHEN-PecypChl.

Ne IlepeyeHb nporpaMMHOro odecrnedeHus, NPodecCHOHATbHBIX 023 JTAHHBIX U
HHGOPMAIIMOHHBIX CIPABOYHBIX CHCTEM, HHTEPHET-PECYPCOB
ITepedyenp nporpaMMHOro o0ecreyeHHsl
1.| ITaket opucHeix nporpamm Microsoft Office
2.| OnepanuonHas cuctema Windows
ITepeuens ObC
1.| Hayuynas oOuGmuorexka YyBl'Y [OnexktponHslii pecypc]. — Pexum goctyna:
http://library.chuvsu.ru
2.| OnexkrponHo-oubnuoreuynas cucrema I[PRBooks [DOnexkrponnsiii pecypc]. — Pexum
nocryna: http://www.iprbookshop.ru
3.| O6pazoBarenbHas miaThopma «HOpalT»: 17st By30B B CCY30B [ DJIEKTPOHHBINA pecypc]. —
Pexxum noctyna: https://www.urait.ru
HHTepHeT-pecypcesl
1. Enunoe okHO kK 00pa3oBaTeNbHBIM pecypcaM [ DNIeKTpoHHBIN pecypc]. — Pexxum goctyna:
http://window.edu.ru
2. Poccuiickas rocynapcTBeHHas Oubnmoreka [ DnekTpoHHbIN pecype]. — Pexxum nocryna:
http://www.rsl.ru
3. Poccuiickas HaunoHanbHasg 6uMOIMOTEKa [ DIEKTPOHHBIH pecypc]. — Pexum goctyna:
http://www.nlr.ru
4. Hayunas snexktponnas 6ubnuoreka «KnubepineHnHKa» [ DneKTpoHHBIN pecypc]. — Pexxum
nocryna: http://cyberleninka.ru
5. bubnuorpaduueckas u pedepatuBHas 6a3za TaHHBIX «Scopus» [DIEKTPOHHBIN pecypc]. —



https://www.iprbookshop.ru/79435.html
https://urait.ru/bcode/491585
https://urait.ru/bcode/491349

Pexnm AOCTYIIA: WWW.SCOpPUS.COm

6. IMouckoBas miargpopma «Web of Science» [DnexTponnslii pecype]. — Pexxum nocryma:
https://webofknowledge.com

7. Hayunas snextponnas 6ubnamorexka eLIBRARY.RU. [DnexTponnsiii pecypc]. — Pexxum
noctyna: http://elibrary.ru/defaultx.asp

6. MaTepuaJbHO-TeXHHYECKOe o0ecnevyeHHe TUCHUILIUHBI (MOTYJIS).

Y4eOHble ayIUTOpUU JUIS JICKIMOHHBIX M TMPAKTUYECKUX 3aHATUH MO JUCIUILIUHE
OCHAIIICHbI MYJIbTUMEAUINHBIM MPOEKTOPOM U HACTEHHBIM SKPAHOM.

Y4eOHble ayAUTOPUU JI CAMOCTOSITENIBHBIX 3aHATHA 10 JAUCUUIUIMHE OCHAIECHBI
KOMIIBIOTEPHON TEXHHUKOM C BO3MOXHOCTBIO MOJKJIKOYEHHS K ceTh MHTEpHET W AOCTYNOM K
9JICKTPOHHOM  WH(pOpMaMOHHO-00pazoBarenbHolt  cpene  DPI'BOY BO  «UyBamickuii
rocynapcTBeHHblld yHuBepcuteT umeHu . H. YibsHosay.

7. CpeacTBa agjantanuy NpenoJaBaHUs JUCHUIIMHBI (MOIYJIfA) K MOTPEOHOCTAM
JIMI ¢ OTPAHNYEHHBIMH BO3MOKHOCTSIMH.

B cnydsae HeoOXxoauMocTH, OO0y4amIMMCs M3 YHCIAa JMIL C OFPAaHUYEHHBIMU
BO3MOXKHOCTSIMU 3710pOBbsl (II0 3asBJICHHUIO OOYYaroOLIerocsi) MOTYT MpeiularaTbCsi OAHHU U3
CJIIEAYIOIUIMX BapuUaHTOB BOCHPHUATHA HHGPOpPMALMM C YYETOM MX HWHJIUMBUAYaAJIbHBIX
NCUX0(U3UUECKUX OCOOEHHOCTEH, B TOM YHMCJIE C NMPUMEHEHHEM 3JIEKTPOHHOTO OOY4YeHUs U
JUCTAHIIMOHHBIX TEXHOJIOTHIA:

—JIJTs1 JIUTT C HApYIICHUSMHU 3PEHHS: B TIEYaTHON (opMe yBEIMYCHHBIM Mpru(pTOM; B popme
SNIEKTPOHHOTO JIOKyMeHTa; B Qopme ayauodaiia (mepeBoj y4eOHBIX MaTepualoB B
aynuodopmar); B nedyatHoW ¢opme Ha s3bike bpaiins; MHIMBUIYyaTdbHBbIE KOHCYJIbTALUM C
NpUBJICUYCHHEM TH(IIOCYPIOTIEPEBOTUNKA; HHIMBUIYaIbHBIC 3a1aHUS U KOHCYJIbTAIIH.

— U151 JIUL] ¢ HApYLICHUSIMU CllyXa: B IeYaTHOH Gopme; B (hopMe 3JEKTPOHHOTO JOKYMEHTA;
BUJEOMaTepuaigbl € CyOTUTpaMy; WHAMBHUIYyalbHbIE KOHCYJIbTAlMM C IPUBJICYCHHEM
CYpAOINEpPEBOIUHNKA; MHANBUIyaJIbHbIE 3a/1aHUSI U KOHCYJIbTALIUU.

—UIsl JIML C HapyIIEHUSIMH OIOPHO-IBUIaTEeNLHOIO ammnapaTta: B IMe4aTHOW Qopme; B
dopmMe HIEKTPOHHOIO JOKyMeHTa; B (opMme aynuodaiina; MHIMBUAyalbHBIE 3alaHus U
KOHCYJIbTallUH.

8.  Meroauyeckue  peKOMeHAanMH  O0y4yamIMMcs 10  BBbINOJHEHUIO
CAMOCTOSITEJILHOM PadoThI.

CamocrosTenbHas paboTta ompejensercs crnenupUKod AMCHUIUIMHBL U METOAMKON ee
npenoaaBanus, BpEMCHEM, IMPEAYCMOTPCHHBIM y‘-IC6HI>IM IJIaHOM, a TaKK€ CTYIICHBIO 06y‘I€HI/I$I,
Ha KOTOPOU U3y4aeTcsl AUCLUILINHA.

21.]'[5[ CaMOCTOSITEIbHOMN IMOATOTOBKM MOXXHO PEKOMCHAOBATH CICAYHOINUE HWCTOYHUKU:
KOHCIIEKTBI JIEKIMI W/HMIM TPaKTUYECKUX M JIAOOpAaTOPHBIX 3aHATUH, Y4eOHYIO JUTepaTypy
COOTBETCTBYIOILETO MPOdUIIs.

[IpenonaBaTens B Havyaje 4TeHUs Kypca HHPOpMHUpYeT oOyyaromuxcs o Gpopmax, BUaax U
COJIEp’)KaHUU  CaMOCTOSITENIbHOM  paloThl, pa3bsACHAET TpeOOBaHUs, TMpPEAbIBIIEMblE K
pe3ysibTaTaM CaMOCTOATENbHON paldoThl, a Takke (OpMBI W METOJbl KOHTPOJS U KPUTEPUU
OLIEHKH.

Memoouueckue pexomenoayuu no no02omoeke K 3a4emy

HO}IFOTOBKa K 3a4€Ty HAQYMHACTCA C ICPBOro 3aHATHA MO JUCHUIINIMHE, Ha KOTOpPOM
oOyyaromuecs: TMOJy4yaloT IpPeIBAapUTENbHBIA IepeueHb BOMPOCOB K 3au€Ty U CIIHCOK
peKOMeHI(yeMOﬁ JUTEPATYPBI, UX CTABAT B U3BECTHOCTb OTHOCUTCIIBHO KPUTCPUCB BBICTABJICHUA
3auéra U creuduKe TeKylel U MpoMexyToyHol artectanuu. C caMoro Haydania >KeJaTelIbHO



http://www.scopus.com/
https://webofknowledge.com/
http://elibrary.ru/defaultx.asp

MJIAHOMEPHO OCBAaMBaTh MaTepual, PyKOBOJCTBYSCH MEPEYHEM BOIPOCOB K 3aU€Ty U CIHCKOM
PEKOMEHIyeMOM JIUTEPaTyphl, a Takke MyTEM CaMOCTOSTEIBLHOTO KOHCIEKTUPOBAHUS
MaTepUaIOB 3aHITHIA U PE3YIHTATOB CAMOCTOSTEIILHOTO U3yUeHUs y4eOHBIX BOIIPOCOB.

TeMbl, BBIHECEHHBIC HA CAMOCTOSITEIbHOE M3yYeHHEe, HE0OX0IMMO 3aKOHCIIEKTUPOBaTh. B
KOHCIIEKTE KpaTKO H3JIaraeTcs OCHOBHAS CYIIHOCTh YYeOHOro MaTepuana, MPUBOJISTCS
HE0OXOMMbIe 00OCHOBaHMS, TaOJIMYHBIC JaHHBIC, CXEMbI, 3CKU3bI, Tpaduku u T.n. KoHCHEKT
1[EJIECO00Pa3HO COCTaBIATh ILIEIMKOM Ha TeMy. [Ipm 3TOM HMeeTcss BO3MOXHOCTh BCerja
JIOTIOJIHATh COCTABJICHHBI KOHCIEKT MaTepuajaMu U3 JKypHAJIOB, JaHHBIX W3 MHTEepHeTa u
JIPYTHMX WCTOYHHKOB. TakuMm 00pa3oM, KOHCIEKT CTAHOBUTCS COOPHUKOM HEOOXOIUMBIX
MaTepHayioB, KyJa acIupaHT BHOCHUT BCE HOBOE, YTO OH M3YYHJI, y3Hal. Takue KOHCHEKTHI
MPEICTABIISIFOT, OOJIBIITYIO IIEHHOCTH MPH MOJTOTOBKE K 3aHSATHSIM.

OCHOBHBIE 3Tarbl CAMOCTOSTEIHFHOTO H3YUYCHUSI YIECOHBIX BOIIPOCOB:

1. TlepBuyHOE O3HAKOMIJICHHE C MaTepUajIOM HM3y4aeMOW TEMBI MO TEKCTy y4eOHMKa,
KapTaM, JOTOJHUTEIBHOU JIUTEpaType.

2. BeblgeneHue TJIaBHOIO B HM3y4aeMOM MaTepualie, COCTaBJICHUE OOBIYHBIX KPATKHUX
3aITucei.

3. [Tog6op k TaHHOMY TEKCTY ONMOPHBIX CUTHAJIIOB B BUE OTJEIBHBIX CJIOB, ONPEACIEHHBIX
3HAKOB, I'pa()UKOB, PUCYHKOB.

4. TlpomymbiBaHUE CXEMATHYECKOTO CIOCO0a KOAMPOBAHMS 3HAHHUM, HCIOJb30BaHUE
pasznuyHOro mpudTa u T.1.

5. CocraBiieHHE ONTOPHOTO KOHCIIEKTA.



