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1. OBIIUE CBEAEHUA O AUCHUIIJIMHE

1.1. HaumeHoBaHue QJUCHMILIMHBI

PabGouast mporpamma muciMIUIMHEI «TexHoMOTMH ONMUGPOBBHIBAHUSI B
apXUBHOM JIeNie» TpeaHa3HaueHa naisi OakajmaBpoB (B TOM UHcie s
WHKIIIO3UBHOTO ~ O0pa3oBaHWs  MHBAJIMAOB M  JMI] C  OrPAaHUYEHHBIMHU
BO3MOKHOCTSIMU ~ 3[IOPOBbsI), OOydYalolmUXcsi 1O HaIMpaBiICHUIO MOATOTOBKHU
46.03.02 «JIOKyMEHTOBEJICHHE M apXWUBOBEACHHE», MPO(UIb IOATOTOBKHU
«/lokyMeHTanmoHHoe oOecrieueHrue yrpaBleHUs», Ha Kadeape OMOIMOTEUHO-
WHOOPMAIIMOHHOW  JICSITENIbHOCTH,  JIOKYMEHTOBEACHUS U  apXUBOBEICHHUS
XabapoBCKOTO TOCYAapCTBEHHOIO MHCTUTYTa KYyJbTYPhl, B COOTBETCTBUU C
dbenepalbHBIM  TOCYIapCTBEHHBIM  00pa30BaTEIbHBIM CTAHAAPTOM  BBICIIETO
oOpa3oBaHus, yTB. NMpUKa3oM MHUHHUCTEpCTBa 00pa3oBaHusi U Hayku PP or
06.03.2015 r. Ne 176.

1.2. MecTo IMCHUIIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOIrPaMMbl

Huciunnnaa «TexHomorun onupoBBIBAaHUS B apXHUBHOM JIEJE» SIBISIETCS
JTUCHUTUTMHOM 10 BEIOOpY BapuatuBHO# yactu (010k b1.B.J1B.05.02).

Kypc omupaercs Ha 3HaHMs, NOJIY4YEHHbIE B paMKax IJUCLMIUIMH 0a30BOU
qactn  («ApxuBoBeneHue», «[OCydapcTBeHHbIC, MYHHIIMIAIbHbBIC "
BEJIOMCTBEHHbIE apXuBbD», «Hpopmanmonnbsie TexHonoruu B JJOY u apxuBHOM
nene», «DIEKTPOHHBIM JTOKYMEHTOOOOpPOT OpraHu3aluuy»), U MpOJOJIKAeT
pa3BUBaThb KOMIIETEHIUIO OOYYarOIIMXCS MO 3HAHUIO MPHUHILMIIOB OpraHU3alUH
pa3IMYHBIX TUIOB M BUAOB apXWBOB; CIIOCOOHOCTH COBEPILEHCTBOBAThH
TEXHOJIOIMYECKHE MPOLECChl apXMBHOIO Jejla Ha 0a3e MCIOJIb30BAHMS CPEACTB
aBTOMATH3AallMH; BJIAICHUIO HABBIKAMH MCMOJIb30BAHNSI KOMIIBIOTEPHOU TEXHUKU U
MH(OPMAIMOHHBIX TEXHOJIOTHI B apXUBHOM JIEJIE.

1.3. Ileab ocBOeHUSsI AMCHUILINHBI
[enb nucUMIMHLI - GOPMUPOBAHKE Y CTYJCHTOB 3HAHUN O COBPEMEHHBIX
TEXHOJIOTUAX OIU(POBKU apXUBHBIX JTOKYMEHTOB, OOy4YHTh METOAaM pabOThI CO
CKaHEepaMH U APYTHUMHU TEXHUYECKUMHU CPEJICTBAMU B apXUBE.

1.4. Ilnanupyembie pe3yabTaThbl 00y4eHHS N0 JUCHUILIHHE

Kon DopmMyJIMPOBKA YpoBHuu Ilnanupyemble pe3yJibTAThl 00y4eHUst
KOMIETEHIIHH OCBOEHUS
T1IK-14 Brnanennem HaBbikaMu IToporossrit Nmeet obrmme, HO HE CTPYKTYPHUPOBAHHBIE 3HAHUS O
WCTIONB30BaHUS YPOBEHb BO3MOYHOCTSIX UCITOJIb30BAHUS KOMITBIOTEPHON
KOMITBIOTEPHOI TEXHUKU U HHPOPMAIIMOHHBIX TEXHOJIOTUN B apXUBHOM
TEXHUKHU U Jiene.
HHPOPMAMOHHBIX B uenom ycneuHoe, HO He CUCTEMATUYECKU
TEXHOJIOTHil B OCYIIECTBJIIEMOE YMEHHUE UCTIOIb30BaTh
JIOKyMEHTaLlMOHHOM KOMIIBIOTEPHYIO TEXHUKY ¥ HH(OPMAIIHOHHEIC
obecrieueHNN TEXHOJIOTUH B apXUBHOM JIeJie.
yIpaBIeHUs U B miestom ycmiemnHoe, HO HE CHCTEMaTHYECKOe BIIAJCHNE
apXUBHOM JieTie HaBbIKaMHU pabOThI C KOMITBIOTEPHOW TEXHUKOU U
MHGOPMAIIMOHHBIMU TEXHOJOTHUSIMHU B aPXHUBHOM JIeTIe.




CranmapTHBIH
YPOBEHb

CdopmupoBaHHBIE, HO COEPIKAITUE OTACIbLHBIC
npoOesbl 3HaHUS O BO3MOXKHOCTSAX HCIIOJIb30BAHUS
KOMITBIOTEPHOH TEXHUKHU U MH()OPMALMOHHBIX
TEXHOJIOTHI B apXUBHOM JIEJIe.

B 1ienom ycrnenrnoe, Ho cozepakariiee oT/eIbHbIC
npo0esbl YMEHHE HCIOJIb30BaTh KOMIBIOTEPHYIO
TEXHUKY ¥ MH()OPMALMOHHBIE TEXHOJIOTHU B aDXHUBHOM
Jere.

B menom ycrneniHoe, HO cofepikaliee OTASIIbHbIC
po0eTpl BIIaICHNE HaBBIKAMH PaOOTHI ¢ KOMITBIOTEPHON
TEXHUKON U HH()OPMAIIMOHHBIMU TEXHOJIOTUSMH B
APXUBHOM JIele.

DTaTOHHBIA
YPOBEHb

CdopmupoBaHHBIE CHCTEMATHYECKUE 3HAHUS O
BO3MOXHOCTSIX MCIIOJIb30BaHUSI KOMIIBIOTEPHON
TEXHUKH ¥ HHPOPMAIMOHHBIX TEXHOJIOTHH B apXHUBHOM
Jene.

YcnenHoe 1 nocie10BaTeIbHOEe yMEHHE HCTIONb30BaTh
KOMITBIOTEPHYIO TEXHUKY U HH(OPMAILIOHHBIC
TEXHOJIOTUH B apXUBHOM JIeJIe.

VYcneniHoe H Mociea0BaTeIbHOE BIaAeHHE HAaBBIKAMH
paboTHI ¢ KOMIIBIOTEPHON TEXHUKOH U
MHGOPMALMOHHBIMH TEXHOJIOTHAMHE B aDXUBHOM JIelIe.

2. OFbEM U COAEPKAHUE JUCIIUIIJINHBI

2.1. O0beM TUCHHUILIHHBI

0P0 390

Buj yueoHoii padoThI Bcero CemecTpbl Bcero Kype

4acoB 4acoB
KonTakTHas pa6oTa (Bcero) 10 3
B ToMm uucine:
- nexyuu (J13) 4 3
- cemunapwi (C3)
- npaxkmuyeckue (113) 6 3
- menxoepynnosvie (MI13)
- unousudyanvuvie (U3)
- epynnogoe Koucynomuposarue (1)
- UHOUBUJYaIbHOE KOHCYIbmuposarue (H)
CamocTosiTeIbHAsi padoTa CTyaeHTa (BCero) 98 3
CPC 94 3
KOHTPOJIb 4
B TOM YHCIIE!
- H0020MOoBKA Kypco8oii pabomul
- meKywWuii KOHMpPo.ib
- NPOMEIICYMOUHBLIL KOHMPOTIb (N0020MOBKA K 3a4emy) 4 5 4 3
Oomast TpyA0eMKOCThb: 3/108 3
(Bcero 3a4. ea./k0J1-B0 4acoB no ®I'OC)
Buj npomexyTouHOM aTTecTauuu (3a4eT, IK3aMeH) CEeMeCTpPhI: Kypc:
3auem 3
9K3aMeH




2.2. TemaTu4ecKui mjiaH

n/n

HaumenoBanue
pa3nesoB U TeM

(bopmupyemebie
KOMIIETEHIIHH)

KoJji-Bo yacoB

Bcero yacoB no
droc

KonrakTHas padora

CamocTosiTe1bHasi padoTa
CTYIEHTOB

Bcero ayn. yacon

J3

113

KoncyabTanuu

I, H)

Bcero
4acoB
CPC

CPC

KOHTpoabs CPC

npome
JKYTOU
HbIH

TeKyII
uit

Mopenu ckaHepOB.
IToaroToBka u HacTpoiika
CKaHUPYIOWIETO 000pyIOBaHUS
OmnpezneneHne mapaMeTpoB
ckanuposanus (I1K-14)

11

10

10

TexHuueckue cpeacTra
XpaHeHHe HU(PPOBBIX KOMHHA
CoxpaHenue uHpopmMaluy Ha
s)kectkoMm nucke 1K, CD —
nuckax u DVD — nuckax
(TIK-14)

11

10

10

HOHFOTOBKa APXHUBHBIX
JAOKYMCHTOB K CKAHHUPOBAHUIO
(IIK-14)

11

10

10

CKaHI/IpOBaHI/IC JAOKYMCHTOB
JJIA 3JICKTPOHHOI'O apXHBa
(IIK-14)

11

10

10

Bo3Bpar 10KyMEeHTOB B
nucxonusiii By (ITK-14)

11

10

10

KonTtpons xauectBa
Pe3yJIbTaTOB CKAHUPOBAHUS
APXUBHBIX JOKYMECHTOB
(IIK-14)

11

10

10

O06paboTka rpaduuecKux
00pa30B JOKyMEHTOB
(IIK-14)

11

10

10

DopMUPOBAHUE U 3aTPy3Ka
JaHHBIX B CUCTEMY
3IEKTPOHHOIO apXHBa
(IIK-14)

11

10

10

Pacno3naBaHue TekcTa
JIOKyMEHTa IO CMBICITY U
COJIEPXKAHUIO C TOCTIEAYIOLIEH
KIaccupuKaImen u
WHJIEKCAIIUEN B CUCTEME
3JIEKTPOHHOI'0 apXUBa
(IIK-14)

16

14

14

[loaroToBka K 3auery

4

SN

Bcero yacos:

108

10

94

2.3. KpaTkoe coaep:kaHue pa3aejioB U TeM

Tema 1. Mogeaun ckanepoB. IloagroroBka u HaCTpoOMKa CKAHUPYHOLIErO
o0opynoBanusi. OnpeneseHue NapaMeTpoB CKAHUPOBAHUA
Mopgenu U XapakTepUCTUKU COBPEMEHHBIX CKaHepoB. [loaroroBka ckaHepa
K paboTe. AJITOPUTM CKaHUPOBAHUS.



IIpenBapurenbHas NOATOTOBKA U HACTPOMKA ITAPAMETPOB CKAaHUPOBAHUS.
Hactpoiika mapaMeTpoB CKaHMpPOBAHMS B PACIIMPEHHOM pexuMme. Hactporika
napaMeTpoB CKAaHUPOBAHUS JIJIsl TOKYMEHTOB U doTorpaduii.

Tema 2. TexHuuyeckue cpeacTBa XpaHeHHe UNUQPPOBBIX KOIMUIA.
Coxpanenue nnpopmanun Ha xkectkom aucke INK, CD — guckax u DVD —
JTUCKAX

TpeGoBaHUs K KOMIIBIOTEPHOMY OOOpYJOBAHMIO, HEOOXOAUMOMY JJis
yIpaBJieHUs HUPPOBBIM KOHTEHTOM:

- K CcKauupyowemy 000pyo0osanuro (npogheccuonanrvhuvle KHUNICHbLLE
nianemapHsle cKamepwl, yugposvle pomoannapamol);

- K KOMNbIOMEPHOMY 000pYy008aHulo (A8MoMamusuposantoe pabovee
Mecmo, OuazoHanb MOHumopa He menee 19 Owumos; ycmpoiicmea umeHus u
3anucu ONMUYecKUx OUCKO8, YCMPOUCMB0 O YMEeHUs Kapm Namsamu, UCMOYHUK
becnepebotiHo20 NUMaHus),

- K cepgepHoMy 000py00B8aHUIO,

- K Hocumenam uHgopmayuu (Mooyiam namamu): cneyuaruzuposarnvie CD
u DVD oucku, npeonasnauennvie 015 ApXUEHO20 XPAHEHUSL,

- K newamaroujemy yCcmpoucme),

- K NPO2PAMMHOM) 0OeCneyeHuro.

TpeGoBanus Kk OIUGPOBKE AapXUBHBIX JOKYMEHTOB, W3JI0KEHHBIE B
MeTonuuecknux PpeKOMEHIANUSIX IO DSJIECKTPOHHOMY KOMHPOBAHUIO APXUBHBIX
JIOKYMEHTOB W VIPABJICHUIO TMOJYYEHHBIMH HWH()OPMAIMOHHBIMU MAaCCHUBaMH,
pa3zpaboranHbiMU DejiepalibHBIM apXUBHBIM areHTCTBOM (2012 1.).

Tema 3. IloaroroBka apxXuBHbIX JOKYMEHTOB K CKAHUPOBAHUIO

HemnocpencTBerHas MOATOTOBKA TOKYMEHTOB JJISI CKAaHUPOBAHWS:

- onpeoejieHue camoz2o 0OKYMeHma 0jisi CKAHUPOBAHUSL,

- 8bIO0OP KOHKpEemHbIX oO1acmell OOKYMeHmMa 015l CKAHUPOBAHUSL,

- N0020MOBKA NAKEMO8 OOKYMEHMO8 OJisl CKAHUPOBAHUS.

Hacrtpoiika cuctemMbl Ha KOHKpPETHYIO (OpMy ITOKYMEHTA: HACMPOUKA
Gopmbl  0oKymenma, HACMpoUKa Mooelu 68004, HACMPOUKa noeu Gopmol
0OKyMeHma.

Tema 4. CkaHupoBaHHMe JOKYMEHTOB VISl 3JIEKTPOHHOI'0 ApXHBA

Pacrio3znaBanue apxuBHBIX TOKYMEHTOB. [IpoBepka Hanmuus Bcex aeTaneun
OTCKaHMUPOBAHHOTO JNOKYMEHTA. Kanpuposanue, coKaThe pa3mMepos,
BbIpaBHMBaHME, OOpe3Ka, HACTPOiIKa IIBETOBOrO OajaHca, COXpaHEHHE JOKYMEHTa
B Hy><HOM (opmare (PDF, TIFF, DOC, JPEG, RTF, bmp).

Oco0EeHHOCTH CKAaHMPOBAHUA YEPTEKEU, cxeM, poTorpaduii, KapTHH, KHUT,
YKYpPHAJIOB, KaTaJOroB, HEraTUBOB, (DOTOTICHKHU.



Tema S. Bo3BpaTt 10KYMEHTOB B UCXOHbIH BH/I

KonBeprupoBanne OTCKaHMpOBaHHOTO gokymeHta B ¢opmar Word (u
npyrue ¢GopmaThl), HCHONB3Ys BO3MOXHOCTH mporpammbel ABBY FineReader
Professional.

Tema 6. KoHTpo/ib KadyecTBa Pe3y/JbTATOB CKAHUPOBAHHUS APXUBHBIX
JOKYMEHTOB

CpencrtBa OILIGHKM KadecTBa CKaHUPOBAHHBIX JIOKYMEHTOB. Kpurepuu
OIICHKM KayecTBa CKAaHUPOBAHMUS (OCBEIIEHHOCTb, SPKOCTh, KOHTPACTHOCTD,
TOHOBOE  BOCIIPOM3BEJCHHE, IIBETOBOE  BOCIIPOU3BEIICHHE, TOYHOCTH
BOCIIPOU3BEICHUS reOMETPUICCKUX bopm U pa3MepoB, TOYHOCTH
BOCIIPOU3BEICHHUS JIeTaJICH).

Tema 7. O0padoTka rpadpuueckux 00pa3oB JOKYMEHTOB

Bosmoxxnoctu mporpammer  ABBY  FineReader mnpu pacnosnaBanum
rpajuuecknx 00pa3oB  OTCKAaHWPOBAHHBIX JOKYMEHTOB. TeXHOJIOrmueckas
[[ETOYKa MPOBEICHUS pacio3HaBaHus rpaduueckoro oopasza JOKyMEHTA.

Tema 8. @opmMupoBaHue U 3arpy3Ka JAHHBIX B CHCTEMY JIEKTPOHHOT0
apxuBa

Bson OTCKaHUPOBAHHOU JOKyMEHTaIIUU (pa30BbBIN/TIOTOYHBIH,
pacrio3HaBaHue, Bepudukanus, aTpuOyTUpoBaHue). MHTerpanus 31€KTPOHHOIO
apxuBa B MH(poOpMalMoHHoe rpoctpanctBo npeanpustus (ERP, yuetnas cucrema,
CAD/CAM/CAE-cuctemsr).

Tema 9. Pacnio3HaBaHHMe TEKCTA JOKYMEHTA M0 CMbICJIY H COAEPKAHUIO
¢ mocjeaymue kiaccupukanued U HHAEKCanueil B CUCTeMe 3JIEKTPOHHOT 0
apxuBa

3amyck mpoiiecca aBTOMATU3UPOBAHHOIO  KOHTEKCTHOI'O pPAaCIO3HaBaHUs
COJIEP’)KUMOTO  JJOKYMEHTOB TPU  TOMOIIM  CHEIHUAIBHOTO MPOrPAMMHOTO
o0ecrieueHus: B CUCTEME AJIEKTPOHHOTO apxuBa. KOHTPOJIb KauecTBa KOHTEKCTHOTO
pacrio3HaBaHMs IOKYMEHTOB Ha MPEIMET HaJIM4usl HeCOOTBETCTBUUA. CoxpaHeHue
pE3yIbTaTOB KOHTEKCTHOTO CKAaHWPOBAHUS C BBOJOM HEOOXOIUMBIX aTpUOYTOB
JIOKYMEHTOB B PETHUCTPALIMOHHYIO KapTOUKy JIOKYMEHTa JJI €ro MOCIEAYHOUIEro
apXUBHOTO XpaHEHUs. AJNTOPUTM HHACKCUPOBAHHS JOKYMEHTOB B AJIEKTPOHHOM
apXHBe.

3. YYEBHO-METOJUWYECKOE OBECIIEYEHME JIJIS1
CAMOCTOSITEJABHOI PABOTBI OBYYAIOILIAXCS IO
JTUCLUIIJIMHE

3.1. [li1aHbl CEeMUHAPCKUX 3aHATHI
CeMuHapcKue 3aHATHS HE NPEYCMOTPEHBI B Y4EOHOM IJIaHE IS CTYACHTOB
ODO u 3PO0.



3.2. [InaHbl NPAKTHYECKUX 3AHATHI

IIpakTuyeckas padora Ne 1
no teme «Texnnueckune cpeacrsa xpanenue nudpposbix konuii. CoxpaneHue
uHpopmanuu Ha kecTtkoM aucke K, CD — qguckax u DVD — quckax» (1 yac)

Heanb 3ansiTHA - QopMUpOBaHUE HaBBIKA COXpAaHEHHS HUH(OpMAIMK Ha
Pa3IMYHBIX HOCUTEIISX.

3aganue:

1. CxanupoBaHHbBIN Ha npakTUudeckor padote Ne 1 1OKyMEHT COXpaHUTh Ha
pa3IuyHbIX HOCUTEISIX: Ha s)kecTkoM aucke 1K, CD — quckax u DVD — auckax.

2. OcymecTBUTh MapKUPOBKY JJIEKTPOHHBIX KONUK JIOKYMEHTOB Ha
xectkom gucke IIK. MapkupoBky mnpoBecth ¢ yd4eToM MeTOOUYECKUX
pEeKOMEHAAIMKA MO 3JIECKTPOHHOMY KONHMPOBAHUIO AapXUBHBIX JIOKYMEHTOB U
YVIPaBJICHUIO TOJYYEHHBIMU HHGOPMAIMOHHBIMA MAaCCHUBAaMH, pa3paObOTaHHBIX
®denepanabHbIM apXUBHBIM areHTcTBoM (2012 r.).

IIpakTnueckas padora Ne 2
1o Teme «CKaHHpPOBaHHeE TOKYMEHTOB /IJIsl 2JIEKTPOHHOTO apXHBa)»
(1 gac)

Hean 3anaTusa - GopMupoBaHUe HaBbIKA CKAHUPOBAHUS JTOKYMEHTOB LIS
WX MOCTIEAYIONIETO BKIIOYEHUS B AJICKTPOHHBIN apXUB.

3aganme:

1. OcymecTBUTh CKaHUPOBAHHE JOKYMEHTOB B Pa30BOM U IOTOKOBOM
pexumMe (OTpeAeIUTh MapaMeTphl JUIsl KAYeCTBEHHOTO CKaHMUPOBAHUS TOKYMEHTA!
pasperieHue, peXXuM CKaHUPOBaHUS, PopMaThl CKaThS (B T.4. IIBETHOE WJIM YEPHO-
0eJoe), COXpaHUTh OTCKAHUPOBAHHBIE JOKYMEHTBI KaK M300pak€HUe, paclo3HATh
OTCKaHUPOBAHHBIC TOKYMEHTHI).

CkaHupoBaHMEe  JOKYMEHTOB  HEOOXOAMMO TIPOBECTH C  Y4YETOM
MeTonuuecknx pEeKOMEHIAWA TO DSJIEKTPOHHOMY KOTHMPOBAHHUIO APXHBHBIX
JOKYMEHTOB W YIPABJICHHUIO IOTYYECHHBIMH HWH(OOPMAITMOHHBIMA MaCCHUBAMU,
pa3pabotannbix denepanbHbIM apXUBHBIM areHTcTBOM (2012 T.).

JIOKyMEHTBI IS CKaHMPOBAHUS BBIJAIOTCS TMEAaroroM U HUMEIOT pPa3HbIC
XapaKTEepUCTUKHU TleuaTu. B pamkax mpakTUYecKOW CTyAeHT paboTaeT pa3HbIMU
BUJIAaMU JIOKYMEHTOB, C IIBETHBIMH JOKYMEHTaMH, TOKyMEHTaAaMH HMEIOIUMHU
MOJIMKCH, TOKyMEHTAMHU UMEIOIIUMH HEUETKOE N300paKeHHUE.

IIpakTuyeckas pad6ora Ne 3
o TeMe «KOHTpPoJIb KavyecTBa Pe3yIbTATOB CKAHUPOBAHMS APXMBHBIX
noKyMeHTOB » (1 uac)

Hear 3ausiTMss - (QOpMUPOBAHUE HaBBIKA OIEHKH CKaHHUPOBAHHBIX
JIOKYMEHTOB M BHECEHHE MOMPABOK B MACTEP-KOMUHU CIydae HEOOXOUMOCTH.



3ananmue:

1. OcyuecTBUTh MOJUCTHBII TPOCMOTP W CpPaBHEHUE MOJJIMHHUKOB
JIOKYMEHTOB C 3JICKTPOHHBIMU KOTHSMHU.

2. OcyIecTBUTh CBEPKY COOTBETCTBHSI KOJUYECTBA SICKTPOHHBIX (ailioB
KOJIMYECTBY JIMCTOB, IPOBEPKA MTOCIIEI0BATEIbHOCTH JIUCTOB.

3. OcyuiecTBUTh MPOBEPKY HATUYUS IJICKTPOHHBIX KOMU 0OOPOTOB JTUCTOB
JTOKYMEHTOB (MPU UX HAJIUYUN).

4. OcyuiecTBUTh aHAIN3 KauyecTBa M300paKEHUSI HA SKpaHe MOHHUTOpa C
pazpemieaneM 1280x1024 Touek, B TOM 4HMCIE — IBETONEpeaaya, PpPe3KOCTb,
KOHTPacTHOCTb.

5. IlpoBectn  mpoBepky umTaeMocTd  JokyMeHta npu  200%
MacIITabupOBaHUU.

6. [IpoBecTu OLIEHKY TUIOTHOCTH M300pakeHU.

7. llpoBecTH aHaIM3 KayecTBa pacleyaTKH BBIOPAHHBIX TIpapUUecKux
00pa30B (ITpH UX HAJMYHH), CO3IaHHOM Ha IpHHTEpE ¢ paspemenuem 600 dpi.

KoHTposib KauecTBa 3JIEKTPOHHBIX KOMHUM HEOOXOJUMO MPOBECTU C YUETOM
MeTtoauyecknux PpEeKOMEHJAIMI 10 3JIEKTPOHHOMY KOIMHUPOBAHUIO apXHUBHBIX
JIOKYMEHTOB W YIPABJICHUIO TOJYYEHHBIMU HWH(OOPMAIIMOHHBIMH MaCCHUBaMH,
pa3paboTanHbix DeepalibHbIM ApXUBHBIM areHTCTBOM (2012 1.).

IIpakTuyeckas padora Ne 4
no Teme «O0padoTKa rpadpuuecKux 06pa3oB TOKYMeHTOB» (1 vac)

Hean 3ansTus - GopmupoBaHue HaBblka 00pabOTKU rpadudecKkux 00pa3oB
CKaHUPOBAHHBIX JOKYMEHTOB.

3ananue:

1. OcymectButh  npeoOpa3oBaHue  rpaduyeckoro  HU300paKeHUs
CKaHMPOBAHHOW CTpaHWIBI ¢ ToMomlo mporpaMmmel  ABBY  FineReader.
CoxpaHUTh pacrloO3HaHHBIN TEKCT U mepenath B mporpammy Word.

IIpakTuyeckas pabora Ne 5
no teme «@opMupoBaHue U 3arpy3Ka JaHHbIX B CHCTEMY 3JIEKTPOHHOTO
apxuBa» (1 gac)

Heap 3ansaTusi - QopmupoBaHHE NPEJCTABICHUS O MOPSAIKE 3arpys3Ku
JAHHBIX B CHCTEMY JIEKTPOHHOT'O apXUBa.

3aganue:

1. Ha 06a3ze apxuBHBIX y4YpexaeHUH T. XabapoBcKa IO3HAKOMHTCS C
MOPSIIKOM  3arpy3KHM CKAaHUPOBAHHBIX JIOKYMEHTOB B CHUCTEMY DJJIEKTPOHHOTO
apXuBa.

2. C nomoipio MHPOPMALMOHHBIX MOUCKOBBIX CHCTEM IPOBECTH AHAIU3
AJIEKTPOHHBIX ApXUBHBIX cUCTEM B Poccuiickoin denepannu.

Omnucate npeaiaraeMblii MPOrpaMMHBIA MPOAYKT (CHUCTEMA 3JEKTPOHHOIO
apXuBa) MO CJICIYIONIECH CXEeME:
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ACIIEKTHI aHaJIn3a

Ha3zBanue 007a9HOTO apXMBHOTO MPOAYKTA

IIpoayxkr 1

IIpomyxT 2 [IpoxyxkT 3

[IponykT 4

Kommanus pa3paboTuuk

Hamuune C3J1/BO3MOKHOCTD
ooweauHenus ¢ COJ]

[IpumepHBIi KOHEUHBIH 00BEM
aNeKTpoHHOro apxusa (B TOT)

KonungectBo pabounx MeCT COTPYIHUKOB/

MoJIb30BaTesei

Hanuune Bo3moxkHOCTH YAaJICHHOTO

JIOCTyIa

Dopmartsl ¢aiizoB

Mopaynu
3JIEKTPOHHOT'O
apxuBa AJis
Pa3HbIX BUJOB
JIOKyMEHTOB

ApxuBHOE
JEJI0NPOU3BOJICTBO

HopwmarusHo-
TEeXHUYECKas
JOKYMEHTaLUs

dunancoBas
JIOKYMEHTAIIHS

IOpunuueckas
JIOKYMEHTAIHS

KanpoBas tokymMeHTanus

IIpoexTHas
JIOKYMEHTAIHS

OYyHKIUH
3JEKTPOHHOTO
apxuBa

Co3nmanue
COOTBETCTBYIOIIUX
KapTOueK JJis
9JIEKTPOHHBIX
JIOKYMEHTOB

BeicTphIil ouck
3aIPOILIEHHBIX
JIOKyMEHTOB U (paiiyioB B
apxuBe

Beenenue
KIaccu(puKaToOpoB
(«BUOBI TOKYMEHTOBY,
«HOMCHKJIATYPa» H 1p.)

YnpasneHne npaBamu
JI0CTyna

VY nanenue BIOPaHHBIX
KapTo4ek u (aitnos u3
0a3bl JaHHBIX

AJICKTPOHHOI'0 apXHBa

Yyer BeIgaun
OpPUTHHAJIOB IOKyMEHTOB
U JIel

IIpenocraBienue
JIOCTYTIa K apXUBHBIM
MaTepHuajaM B
JJIEKTPOHHOM BHjIE

[Ipuem Ha XpaHeHHE U
COIyTCTBYIOILEE
(opmupoBanue
APXMBHBIX JIEI.

Cnoco6
CO3J1aHUs
JNEKTPOHHOTO
apxuBa

V3ke roToBbIe
AIEKTPOHHBIX
JIOKYMEHTOB

TonbKO ANIEKTPOHHBIE
KapTOYKH

IToToxoBoe
CKaHUPOBaHUE

11




BzaumonelicTBue ¢ TpaauliuOHHBIM
apXHUBOM

ITpuMedaHus (CTOUMOCTB UCIIOJIB30BaHUS
APXMBHBIX IPOJYKTOB)

3. OcHOBBIBasICb Ha 3aHECEHHON B Ta0ONMIly MH(OpPMAIMU NaTh KPATKYIO
XapakTepUCTUKY CHUCTEMaM JJICKTPOHHOTO  apxuBa. Mcmons3yss MeToabl
CPAaBHUTEJIBHOIO  aHalu3a  ONpPENENuTh HauOoJee  MEPCIEKTUBHYIO UL
WCIIOJIB30BaHUs CUCTEMY JIEKTPOHHOTO apXHBa.

IIpakTnyeckas padora Ne 6
1o teme «PacnozHaBaHue TEKCTAa JOKYMEHTA 0 CMbICJIY U COAEP/KAHUIO €
nocjeaywuen kiaccupukanmen ¥ MHIAEKCAUeH B CHCTeMe JJIEKTPOHHOTO
apxuBa» (1 gac)

Heab 3ansiTus - GopMUpoBaHUE NMPEACTABICHUS O MOPSAKE PACTIO3HABAHUS
TEKCTa JOKYMEHTA 110 CMBICIY U COJEP’KaHUIO ¢ MOcenyrouei kinaccuduranuen
Y MHJEKCAalUEN B CHCTEME 3JIEKTPOHHOIO apXHBa.

3aganme:

Ha 6a3e apxuBHbBIX yupexaeHuil r. XabapoBcka MO3HAKOMHUTCS C TTOPSAKOM
pPacCIlO3HaBaHMs TEKCTA JOKYMEHTA IO CMBICIY M COJEPKAHMUIO C IMOCIEAYIOLEN
KJ1accu(ukanmen 1 MHAEKCalue B CHCTEME JIEKTPOHHOTO apXHBa.

[Ipn 03HAaKOMIIEHHH C JAaHHBIM 3TallOM padOThl COCTAaBUTH MHCbMEHHBIE
TEXHOJIOTUYECKUE  LEMOYKH  BBINOJHEHUSA  CICAYIOIIUX  TEXHOJOTMYECKHUX
Omeparuii:

1. 3amyck mpouecca aBTOMAaTU3UPOBAHHOIO KOHTEKCTHOI'O PacliO3HAaBaHUS
COJIEP’KUMOT0 JJOKYMEHTOB B CUCTEME JIEKTPOHHOI'O apXUBa.

2. OcCyLIEeCTBIEHUE KOHTPOJIS KayeCcTBa KOHTEKCTHOI'O pPaclO3HABAHUS
JIOKyMEHTOB Ha IPEAMET HAJIWYUS HECOOTBETCTBUM.

3. CoxpaHeHue pe3yibTaTOB KOHTEKCTHOIO CKAaHMPOBAHHUS C BBOJOM
HEOOXOJUMBIX aTpUOYTOB JTOKYMEHTOB B PETHCTPALIMOHHYIO KaPTOUKY JOKYMEHTa
JUISL €0 MOCIIEAYIOIIEr0 apXUBHOIO XPaHEHUS.

4. Ocy1iecTBIEHNE HHIEKCUPOBAHKS JOKYMEHTOB B DJIEKTPOHHOM APXUBE.

3.3. Bonpocsl 1JIs1 CAMOKOHTPOJIA

1. TloHsATHE «IOOKYMEHT» M <«DJEKTPOHHBIM JOKYMEHT»: CXOJCTBa U
paznuyusl.

2. 3akoHOJaTeIbHAs WM HOPMATHUBHO-TIpaBoBas 0a3a MO OCYIIECTBICHHUIO
oLX(POBKU apXUBHBIX JOKYMEHTOB.

3. Lenu onuppoBKH apXUBHBIX JOKYMEHTOB.

4. OmpIT omU(PPOBKU AapXUBHBIX JTOKYMEHTOB ApxuBHOro (oHma B
apXUBHBIX yupexaeHusx Poccuiickon @enepannu.

5. MudopMalinoHHO-TTOUCKOBBIE CUCTEMBI 10 JIEKTPOHHBIM JIOKYMEHTAM.

6. Ponb 31eKTpOHHON TOKyMEHTAIlMU B HAyYHO-UCCIIEOBATENbCKOM padoTe
apXH1BOB.

7. DIEeKTpOHHBIE IOKYMEHTHI B UH(GOPMAIIMOHHOM AESITEIbHOCTH apXUBOB.
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8. ®opmbl paboTHl TMoOJIb30BaTENIe C OUU(PPOBAHHBIMU APXUBHBIMU
JIOKYMEHTaMHU.

9. IIpoGaembl o1upPOBKU JOKYMEHTOB U Pa3BUTUS 3JIEKTPOHHBIX (POHIIOB B
POCCUMCKHUX apXHBax.

10. IlpuBneuenne K OHU(PPOBKE aPXUBHBIX JOKYMEHTOB MOAPSIHBIX
OpraHu3aIuu.

11. OOGopynoBanue M HnporpaMMHOE OO€cCleYeHHe, HEOOXOAUMOE s
CO3/1aHUs AIEKTPOHHBIX KOIUN apXUBHBIX JTOKYMEHTOB.

12. OcHoBHble TpeOOBaHMS K paboOyuM MecTaM  COTPYJIHHUKOB,
OCYIIECTBISIOIUM OLU(POBKY apXUBHBIX JTOKYMEHTOB.

13. TlogroToBka u nepenaya JOKyMEHTOB AJIs1 OLIU(PPOBKH.

13. OOume TpeboBaHus K OLIMPPOBKE APXUBHBIX JOKYMEHTOB.

14. Xpanenue oruppoBaHHBIX JOKYMEHTOB.

15. OO6ecneveHre ayTEeHTHYHOCTH, JOCTOBEPHOCTH M  ULEIOCTHOCTH
oI (ppoOBaHHOTO JOKYMEHTA.

4. METOOINYECKHUE YKA3ZAHMUA 110 OCBOEHUIO JTUCHUIIVIMHBI

CamocTosTenbHass paboTa SBISETCS BaXXHbIM DJIEMEHTOM  HM3y4YEHUS
JUCLUIUIMHBL. Y CBOEHHE Marepuaja JUCHUIUIMHBI HAa JEKUUAX, MPAKTHYECKUX
3aHATUSAX U B PE3yJIbTaTe CaMOCTOATENIBHOM MOATOTOBKU M M3YyYEHHs OTIEIbHBIX
BOIIPOCOB JMCLMIUIMHBI, IO3BOJIAT IOJOMTH K HPOMEXKYTOYHOM arrecTauuu
IOATOTOBJICHHBIM. 3HAaHHWs, HAKAIUIMBAEMBIE IIOCTEIIECHHO MW B Pa3JIMYHBIX
pakypcax, ¢ UCIIOJIb30BAHUEM ITPOTHUBOIIOJIOKHBIX MHEHUU W B3IVISII0OB HA Ty WIH
UHYI0 Tpo0sieMy SIBISIIOTCS TJIYOOKMMHU UM KAaY€CTBEHHBIMH, W TO3BOJSIOT
(bopMHpOBaTH COOTBETCTBYIOLIUE MPOPECCUOHAIBHBIE KOMIIETEHIIMM KaK HWTOT
o0pa3oBaTenbHOTO IpoLecca.

Jlist cucreMartu3aly 3HaHUM MO JIMCUUILIMHE MEepBOHAYalbHOE BHUMAHHE
cienyeT oOpaTUTh Ha pabdouylo Mporpammy Kypca, KOTOpas BKJIIOYaeT B ceOs
OCHOBHbBIE€ MPOOJIEMbl NUCUMUIUIMHBI (TEMAaTUKY 3aHSTHI), B paMKax KOTOpPBIX U
(bopMHpYIOTCS BOIIPOCHI 71l KOHTPOJISA U arrectauuu. [loaTromy cTyneHT, 3apaHee
O3HAKOMUBILIKCH C MPOrpaMMONl Kypca, MOXKET JIydllle COPHUEHTHPOBATHCA B
IIOCJIEIOBATEIBHOCTH OCBOCHHMS Kypca C MO3ULHUNA OpraHU3alld CaMOCTOATEIbHON
paboTHI.

IIpu opranu3zanny mpouecca OCBOEHUS JUCHUIUIMHBI CIEAYET YUUTHIBATH:

1. Ilnanuposanue epemenu, 0meeo0eHH020 Ha 0C8OEHUE OUCYUNTIUHDL.

[Ipy nnaHupoBaHUM BPEMEHM HAa OCBOCHHME JUCIUIUIMHBI  CIIEAYET
PYKOBOJICTBOBAaThCS: CTPYKTYpOl JAMCUUILIMHBI, B KOTOPOM yKa3aHbl KOJWYECTBO
aKaJeMUYECKUX YacOB B pa3pe3e KaxJOoW TeMbl, BUJA 3aHATHI (JIEKIIMOHHOE WJIN
MPaKTUYECKOE) M Yachl Ha CaMOCTOSITENbHYIO padoTy; (popMoil MpoMeEXyTOUHOU
aTTecTaluu (3a4er).

2. Ilocnedosamenvrocms Oeticmsuii npu 0C80EHUU OUCYUNTUHDBL.

N3ydenne Kaxaoil TeMbl JIUCHMIUIMHBI 11€71eCO00pa3HO HAuyUHATh CO

3HAKOMCTBa C COACPKAHUCM OUCHUILIMHBI B Pa3pe3Cc TEM; 3aTEM CIICAYCT OTaIll
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no/100pa UICTOYHUKOB U3 YKCIa PEKOMEHIYEMBIX U MOAOOPAHHBIX CAMOCTOSITEILHO
(Hay4Hble CTaThbM,; HWHGPOpPMAIUS TMPABOBBIX 0a3 MaHHBIX; HHQOpPMAIHS C
opuIMaTBHBIX ~ CaWTOB  TOCYJAapCTBEHHBIX OpPraHOB, OPraHOB  MECTHOTO
caMoymnpaBieHus u Jp.). H3ydeHHe HCTOYHUKOBEAUYECKOM Oa3zbl MOXKET
COMPOBOX/IAThCSI KOHCIIEKTUPOBAHUEM.

LlenecooOpa3HO BECTH MEpEUYeHb NPOOJIEMHBIX BOIPOCOB KakK I0 CYIIECTBY
TEMBbl, TAK U B CJIy4ae 3aTPyAHEHUW C YSICHEHHEM CMBbICIIa H3JI0)KEHHOTO B
UCTOYHMUKAX MmaTepuana (yKa3aHHbIE BOIPOCHl MOTYT OBITh pa3pelieHbl
CaMOCTOSITEJIbHO, BO BpPEMSI CECCHOHHBIX 3aHATUA WJIM Ha KOHCYJbTallUM C
pernojiaBaresem).

JIisi MOATOTOBKM K MPAKTUYECKUM 3aHATHUSIM PEKOMEHAYyeTCs MOoJIpOoOHO
M3YYUTh KOHCHEKT JIEKIMM W HOPMATUBHbIE Marephaiibl, TpyJoOBOM KOHEKC
Poccuiickoit @eneparii ¥ Ap. HCTOYHHUKH, (QOpMHUpYIOIME O0a30Bble 3HAHUS
HEOOXOAUMBIE JUIs BBIITOJIHEHUS MPAKTUUECKUX PadOT, MPETYCMOTPEHHBIX KyPCOM.

Taxke  pexkoMeHAyeTcs  O3HAKOMHUTHCS  MOPSIKOM MIPOBEICHUS
MPaKTUYECKUX 3aHITHI, KOTOPBIM BKIIOYAET CJEAYIOIIME dTalbl: OOBICHEHHE
3aJlaHds U HAaBBIKOB (KOMIIETEHIIMI), KOTOpBIE 3aKpEIUISIOTCS B XOAE €ro
BBINIOJIHEHHS; 3HAKOMCTBO C KOHKPETHBIMH HMCTOYHUKAMH HWH(OpManuu s
BBINIOJIHEHUS 3aJaHusi; OOCYX JEHHE M YTOYHEHHE BONPOCOB B XOJE€ aHaIM3a
UCTOYHUKOB HMH(POpPMAIMU; COBMECTHBI MPOCMOTP MEPBUYHBIX PE3YJIbTATOB,
OLIEHKA UX COOTBETCTBHUS 110 (JOPMANIBHBIM U CO/IEPKATEIbHBIM TPEOOBAHUSM.

3. Ucnonvzoganue yueOHO-MemoOUYeCKUX Mamepuaios u paboma c
Jumepamypot.

Cnenyer IpUMEHATH  CHEAYIOIIYIO  IIOCJIEIOBAaTEIbHOCTh  H3YUYEHUS
HUCTOYHUKOB JIA (opMupoBaHUS 3HAHMK 1O TeMaMm JuctuiuiuHbel: TK PO,
HOpPMATHBHBIE  TPABOBbIE  aAKThl MO  JHWCLHMIUIMHE, KOMMEHTapuH K
3aKOHOJATEIbHBIM aKTaM; HAay4YHYI0 M Y4YeOHYIO JUTEepaTypy, a Takxke Ipyrue
MCTOYHHKHU.

4. Ilo02o0mo6Ky Kk meKyujemy KOHmMpOJo YCnesaemocmu.

OcCHOBHOM 3a/laueil TEKYIEro KOHTPOJS YCIEBAEMOCTU OOYYaroIIUXCs
SBJISIETCS MTOBBIIICHHE KAaYeCTBA 3HAHUM, MPUOOPETEHUE U PA3BUTHE UMH HAaBBIKOB
CaMOCTOATENbHOM paboThl. Tekymuid KOHTPOJb 3HAaHUW OOyYarouMxcs [0
JUCLUUIUIMHE MOXET HMMETh CIEAYIOIIME BHUABL: YCTHBIM ONpPOC Ha JEKIMSIX,
IIPaKTUYECKUX 3AHATUAX; MPOBEPKA BBIOJIHEHUS MCBMEHHBIX CAMOCTOSTEIbHBIX
padoT U TOMAITHUX 33aJJaHUil; TECTUPOBAHHUE.

Jlis 3¢deKTUBHON MOATOTOBKM K TEKYIIEMY KOHTPOJIK MO AMCLUILIMHE
HEOOXOJMMO HCIIOJIb30BaTh PEKOMEHJOBAHHYI0 OCHOBHYIO U JIOMOJIHHUTEIHHYIO
JUTEpaTypy, KOHCIEKTHI JEKIUi, pa3padOTKU CTYIEHTOB, BBHINOJHEHHBIE B
pe3yJbpTaTe NOJATOTOBKH U BBIMOJTHEHHS MPAKTUYECKUX 3aJaHUM.
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5. ®OHJ OHEHOYHBIX CPEACTB JAJI5s1 IPOBEJEHU S
HPOMEXYTOYHOU ATTECTAIIUM 110 JUCIHHUIIJIMHE

5.1. Ilepeyennb KoMIleTeHUMIT U ITANIbI UX (POPMHPOBAHUS
Cormacho ®I'OC BO mno Hampasnenuto mnoarotoBku  46.03.02
JIOKyMEHTOBE/ICHHE U AapXHBOBEICHHWE B paMKaX MW3YUYCHHS IJUCHHUILTUHBI Y
00yYaromuxcst JOIDKHBI ObITh CPOPMUPOBAHBI CIEAYIONTNE KOMICTECHIUH !

Kon DopMynupoBKa KOMIETCHIIUI
K npogeccHOHAJIbHbIC KOMIIETEHIIUH
[1K-14 Branenue HaBbIKaMU MCHOJIb30BaHUS KOMITBIOTEPHOI TEXHUKH M MH()OPMAIMOHHBIX TEXHOJIOT Ui B
JIOKYMEHTAIIMOHHOM 00€CIIeYeHUH YIIPaBICHHs M ApXHBHOM JIeNe

JTanbl (POPMHUPOBAHUS KOMIIETCHIIMH:

Hauanvnoui — Ha 3ToM HdTane (OpMUPYIOTCS 0a30Bble 3HAaHUSA MU
WHCTPYMEHTAJIbHBIE OCHOBBI KOMIIETEHIIMN, OCBAaWBAKOTCS OCHOBHBIE KATETOPHH,
dopmupyrorcs  0azoBble  yMmeHusA. CTyIOEHT  BOCIPOM3BOJAUT  TEPMHHBI;
METOAMYECKHE  pekoMeHjpaunu  DefepanbHOrO0  apXWMBHOIO  areHTCTBA,
pErIaMEHTUPYIOIINX OpraHu3aluilo padboTel ¢ OUUM(POBKOW U CKaHUPOBAHUEM
apXUBHBIX JOKYMEHTOB. ECIM CTyJIE€HT OTBeYaeT 3TUM TpeOOBaHUS MOYKHO
TOBOPUTH 00 OCBOEHUH UM MTOPOTrOBOr0 YPOBHS KOMIETEHIUH;

OcHosHOU — 3HAHMS, YMEHHS, HaBBIKH, oOecnedynBaromuye GopMHUpPOBaHUE
KOMIIETEHLIUM, 3HAYUTENIbHO BO3pPAaCTalOT, HO €€ HE JOCTHIal0T HTOTOBBIX
3HaueHuil. Ha 3ToM 3Tame cTyfeHT cnocoOeH caMOCTOATEIbHO penlaTh y4eOHbIE
3aJ1ayy, BHOCSI KOPPEKTUBBI B AJITOPUTM JCHCTBUMN, IEPEHOCUTD 3HAHUS U YMEHUS
Ha HOBble NpoecCHOHANBHBIE 3a7aud, CHOPMYIMPOBAHHBIE IEJArOTOM.
Ycenemnoe NpoxoKAEeHUE 3TOrO 3Tala MO03BOJISIET JOCTUYb CTAaHAAPTHOTO YPOBHS
c(OpMUPOBAHHOCTH KOMIIETEHIIHI];

3aeepwiarowyuti — Ha 3TOM 3Tale CTYIEHT JOCTUIaeT UTOTOBBIX MOKa3aTeaei
1O 3asBJICHHBIM KOMIIETEHIMSIM, TO €CTh OCBaMBAeT BECh HEOOXOIUMBIH 00BEM
3HAaHUW, OBJAJEBA€T BCEMH YMEHHUSIMH M HaBbIkaMu B cdepe 3asBICHHBIX
koMrieTeHuuid. OH cnoco0eH MCHoJIb30BaTh 3THU 3HAHUS, YMEHHUS, HABBIKH IPHU
pEIICHUH 3aJa4y TMOBBIIICHHOM CIOKHOCTM M B HECTaHJIAPTHBIX ycioBusX. [lo
pe3yibTaTaM 3TOr0 dTana CTYyAEHT JAEMOHCTPUPYET HSTAJOHHBIA  YpOBEHb
C()OPMUPOBAHHOCTH ~KOMIIETEHLIUM, T.€. CAMOCTOSITEIbHO HCIIOJHSET JII0ObIe
NENCTBUSA, CBSI3aHHBIE C JIIOOBIM ATAaoOM OUM(MPOBKH APXMBHBIX JOKYMEHTOB H
BKJTIOYEHHEM MX B DJIEKTPOHHBIN apXHUB.

5.2. Iloka3aTe/in U KPUTEPUH OLEHUBAHUS KOMIETEHIUMH

JIyist olleHMBaHUSI PE3yIbTATOB OOYYECHHS B BHJE 3HAHWUU HCIIOIB3YIOTCS
CIEQYIOIINE TPOUEAYPbl M TEXHOJOTMH: TECTUPOBAHUE; WHIUBUIYAJIbHOE
cobece0BaHNne, MMCbMEHHBIC OTBETHI HAa BOTIPOCHI (B BUIC MEKYULE20 KOHMPOJIA).

IIpomMe:KyTOUHBIH KOHTPOJIb PEATH3YETCs] B XOJ€ Clauyd 00Y4YaIOIUMUCS
3auera Ha 3 kypce (3DO).

3adeT MpPOBOAMUTCS B BHUAEC COOECETOBAHUS IO KOHTPOJBHBIM BOIPOCAM.
OueHka 3HaHUM TPOM3ZBOAUTCS IO IIKAJIE: 3a4TE€HO W HE 3auTeHo. B ciyuae

He}/I[OBHCTBOpI/ITGHBHOﬁ OOCHKKM CTYACHT HMMCCT IIpaBO IMEpeCAaTrb 3a4Y€T B
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YCTAaHOBJICHHOM ITOPAAKCE.

Oﬁmne KPHUTECPHUHU OLICHKHN O0TBECTOB CTYACHTOB

Onenka Onenka Onenka Onenka
«OTJIHUYHOY «XOPOIIO0» «YAOBJIETBOPUTEIbHOY «HEY/I0BJIETBOPHUTEIBHO»
O1neHKa «3a4TEHO» OneHKa «He 3a4TeHO0»
OIICHUBAETCS OTBET, €CIIN OIICHUBAETCS OTBET, B OIICHHUBAETCS HETIOJHBII OIICHUBAETCA OTBET, IIPH
CTYICHT UMEeT KOTOPOM OTCYTCTBYIOT OTBET, B KOTOPOM KOTOPOM CTYAEHTHI
CHCTEMHBIE ITOJIHBIC HE3HAYHUTEIIbHBIC OTCYTCTBYIOT JIEMOHCTPHUPYIOT OTPHIBOYHEIE,
3HAHUS U YMEHHUS 110 9JIEMEHTBI COAEePKAHUS 3HAYUTENIBHBIC DJIEMEHTHI OeccUCTEMHBIE 3HAHUS,
MOCTaBIEHHOMY WM IPUCYTCTBYIOT BCE CoJIep KaHus WK HEYMEHHUE BbIICTUTH I1aBHOE,
Bonpocy. ConepxaHue HEO0OXO0IUMBIE MIPUCYTCTBYIOT BCE CyIlIECTBEHHOE B OTBETE,
BOMpPOCA U3JIaraeT 9JIEMEHTHI COACPIKAHMS, BBIIICH3IIOKEHHBIE JIOMTyCKAIOT TpyOBIC OIIHMOKH
CBSI3HO, B KPaTKOi HO JTOMYLICHBI 3HAHUSA, HO JIOTYIIEHbI
(hopmMe, packpbiBaeT HEKOTOPHIC OLIHOKH, CYIIICCTBEHHBIC OIIMOKH,
MIOCTIEIOBATENBHO CYTh WHOTIa HapyIIajach HEJIOTUYHO, IPOCTPAHHO
M3yYEeHHOTO MaTepHaa, ITOCJIEI0BATEILHOCTh H3JI0’KEHO OCHOBHOE
JIEMOHCTPHPYS H3JI0KCHUS. CoJIepKaHUE BOIPOCA.
MIPOYHOCTH U
MPUKIIATHYTO
HaHpaBHCHHOCTL

MOJIyYEHHBIX 3HAaHUH U
YMEHU, HE IOIIyCKaeT

TEPMHUHOJIOTHYECKUX
OMOOK U (haKTHIECKUX
HETOYHOCTEH
OnpeneneHue ypoBHsI OCBOCHUSI KOMIIETEHIINI B COOTBETCTBHH € OLICHKOI 0TBeTa CTyeHTA
OneHka «0TIMYHO» Onenka «xopouo» Ounenka Ounenka
CBUJETENBCTBYET O CBHIETEIBCTBYET O «y1OBJIETBOPUTEJILHO» «HeY/I0BJIETBOPHUTEJILHO»
HaJTNIUH HaJINIUH CBHUJIETEIBCTBYET O CBHUJICTENBCTBYET 00
c(hOopMUPOBAHHBIX c(OpPMHUPOBAHHBIX HaJTNIUH OTCYTCTBHH
KOMITETEHIINH BHICOKOTO KOMITETEHINH c(hOpMUPOBAHHBIX c(h)opMHPOBAHHBIX
(3TaJ10HHOT0) YPOBHS CTAHJAPTHOI'O YPOBHSI | KOMIIETEHIMII HOPOTr0OBOI0 KOMIIeTeHIMI 1JIs1 peLICHUS
JUISL peLIeHUS JUISL peTICHUS YPOBHA UIS pEIICHUS IpoeCCHOHANBHBIX 3314
npodeccCHOHaNbHBIX npodeccroHaNbHBIX podeccCHOHAIBHBIX 33034
3a1a4 3aj1a4

5.3. MarepuaJibl 1Jisl OLIEHKH W KOHTPOJISl Pe3yJIbTATOB 00y4eHUsI

3agaHus K 3a4erty ®opmupyemble
KOMIETEeHIHH

Teopemuueckue 6onpocwl
1. TpeOGoBaHus K CKaHUpYyIOLUIEMy OOOpYAOBaHHIO JUIs  CO3JaHUA IIK-14
DIIEKTPOHHBIX KOIMHA apXUBHBIX JOKYMEHTOB.
2. TpeboBaHUS K KOMIIBIOTEPHOMY OOOpPYIOBaHMIO JJIsl  CO3JIaHMS I1K-14
DIIEKTPOHHBIX KOIMHA apXUBHBIX JOKYMEHTOB.
3. TpeboBaHMs K MPOrPaMMHOMY 0OECIICUEHUIO JJIs1 CO3IaHMsI SJIEKTPOHHBIX I1K-14
KOTIMA apXUBHBIX JOKYMEHTOB.
4. TpeboBaHMsI K pe)KMUMaM CKaHUPOBAHMsI ApXUBHBIX JIOKYMEHTOB. T1K-14
5. O0mme TpeboBaHMs K CO3AaHMI0 MacTeP-KOMUH apXUBHOTO JOKYMEHTA. I1K-14
6. TexuHuueckue TpeOOBAaHUS K CO3/JaHUI0 MacTep-KOINUH apXHBHOTO I1K-14
JIOKYMEHTa, C TOMOIIBIO CKaHUPYIOIIEro 000py10BaHHS.
7. OCHOBHBIE TIapaMeTpbl CO3JAHUS DJIEKTPOHHBIX KOMUH apXUBHBIX I1K-14
JTIOKYMEHTOB.
8. TpeOoBaHMSI K COXpaHEHHUS K COXPAHEHHIO MAacTep-KOIH apXUBHBIX I1K-14
JJOKYMEHTOB.
9. KoHTpoIb KayecTBa dJIEKTPOHHBIX KOIHMA apXUBHBIX JJOKYMEHTOB. 11K-14
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10. IlpaBuna MapKHpPOBKH 3JEKTPOHHBIX MAaCTEP-KOMMHA apXUBHBIX I1K-14
JOKYMEHTOB.

11. [IpaBuna 3anucy IEKTPOHHBIX MACTEP-KOIUN apXUBHBIX JTOKYMEHTOB I1K-14
Ha BHELIHUE HOCUTEIIH.
12. TpeboBaHusi K COXpaHEHUs] MACTEP-KOMUN apXUBHBIX JJOKYMEHTOB. TIK-14

HpaKTI/I‘leCKOG 3aJJaHuEe K 3a4eTy. BBIIIOJHCHUC KOHKPCTHBIX onepaunﬁ,
CBs3aHHBIX C OHPI(i)pOBKOﬁ APXHUBHLIX JOKYMCHTOB.

5.4. MeToauuecKue MaTepHAJIbI 10 OLIEHUBAHUIO Pe3yJIbTATOB 00y4YeHUs

IIpome:kyTouyHAasi aTTecTAlMA PEATU3YETCS B XOJ€ CAaYM 00YUJaIOIUMUCS
3a09HOM (hopMbI 0OyueHus 3auéra. Lenpro MpOoMeXKyTOUHON aTTeCTAlUN SBIISETCS
KOMITJIEKCHAsI U OOBEKTHBHAS OIEHKA 3HAHWHA CTYJIEHTOB B MPOIIECCE OCBOCHUS
UMH OCHOBHOW 00pa30oBaTEIbHOM MPOTPAMMBI BBHICHIETO TPO(HECCHOHATHLHOTO
oOpa3zoBaHus.

3a4€T MO0 MUCHUIUIMHE MPECIeayET 11eJb OLICHUTh paboTy CTyAEHTA 3a Kypc,
CTEIIEHb YCBOCHHUS TEOPETUYECKUX 3HAHUM U KOMIIETCHIIMNA, YPOBEHb TBOPYECKOTO
MBIIJICHNS, HABBIKOB CaMOCTOSATENIbHON paloThl, YMEHHE aHaJU3UpPOBATH
IIOJIyYE€HHBIC 3HAHUS U IPUMEHATH UX B PELICHUU MTPAKTUYECKUX 3a]1a4.

3auét MpOBOAUTCA B YCTHOW WJIM MUCbMEHHOU (PopMe 1o OumiieTaM, KOTopbie
yTBepkaTcs kadenpoit nmubo B dopme tectupoBanud. [Ipu HeobxoaumocTu
DK3aMEHATOpy IMPENOCTAaBIAETCA MPaBO 3aJaBaTh CTYACHTaM JOIOJIHUTEIIbHBIC
BONPOCHI, A TaKXe IOMHUMO TEOPETHUYECKUX BOIPOCOB JaBaTh 3aJauyd H
MPAKTUYECKUE 3aJJaHUS T10 IIPOrpaMMe Kypca.

Bo Bpemst 3au€Ta CTyJIEeHTBl MOTYT MOJB30BaThCS YYCOHBIMU MPOTPAMMAMHU,
CIIpaBOYHUKAMU M TPOYMMH HCTOYHHUKAMU HWHOOpMalMM, TMepeyeHb KOTOPHIX
yCTaHaBJIMBAETCS MPEnojaaBaTeyieM M COTJIACOBBIBACTCS Ha 3acelaHuu Kadeapsl.
Hcnonb3oBaHne MarepuanoB, HE NPEAYCMOTPECHHBIX YKa3aHHBIM IIEPEYHEM, a
TaK)Ke TOIBITKAa OOIICHHs C APYTHUMH CTYJIEHTaMH, B TOM YHKCJIE C TPUMEHEHUEM
AJIEKTPOHHBIX CPEJICTB CBSI3M, HECAHKLIIMOHUPOBAHHBIC NIEPEMEILLECHUS CTYAEHTOB U
T.II. SBJSIFOTCS OCHOBAaHMEM JUISL YJAJICHHUS CTyJAEHTa W3 ayJuTOpud |
MOCJEAYIOIIEr0 BHECEHUSI B BEJOMOCTb OTMETKU «HEYJIOBJIETBOPUTEIIBHOY» («HE
3a4TEHO» ).

KputepusiMi  yCHIEIITHOCTH  OCBOCHHSL  CTYJACHTOM JIAaHHOM  y4eOHOM
JUCLUILUIAHBI IPU MPOBEACHUH TEKYIETO U UTOTOBOTO KOHTPOJIS SIBJISIFOTCS:

1. KonnyecTBO MpaBUIIBHBIX OTBETOB HA TEKYIIEM TECTUPOBAHUU M IO
3a4E€THBIM BOIIPOCAM.

2. AKTHBHOCTb W QJICKBATHOCTh IIOBEJICHMSI CTYJCHTA HA CEMHHApPCKUX
3aHATUAX, BBIMOJHEHHE KaXIbIM CTYJIEHTOM BCEX TMPaKTHYECKUX padoT,
OCMBICIICHHOCTh U CaMOCTOATEBHOCTh CY)KJICHUW, MPOSBICHHBIX B X0JI€ YCTHOTO
omnpoca.

3. IIpaBusnbHBIE OTBETHI HA BOMPOCHI TIO COACPKAHUIO 0A30BBIX MCTOUHUKOB U3
CIIMCKOB PEKOMEHI0BAHHOW JIMTEPATYPHI 110 TUCUUTUINHE.

4. JlemoHcTpanus 3HaHHS TPOPECCHOHATBHBIX TEPMUHOB, TIOHSTHM,
KAaTETOpHU U TEOPUH.
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5. Hamuuyme CcOOCTBEHHOTO BHJACHHSA paccMaTpUBAEMON MPOOIIEMBI,
c(OpMUPOBAHHOTO Ha OCHOBE M3yUCHUS M aHAJIM3a HAYYHBIX PaOOT, BHITOIHEHHUS
MIPAKTUYECKUX 3ATaAHUM.

6. PECYPCHOE OBECIIEYEHUE
6.1. OcHOBHAs ¥ 10MOJTHUTEIbHAS yYeOHas JJUTEpaTypa

OcHoBHas JuTEpaTypa

1. TI'pannunn, O.H. HMudbopmaimoHHble TEXHOJIOTUU B YIPaBICHUU
yueOHoe mocodue / O.H.I'pannuun, B.W. KuseB. - MockBa : WHTepHeT-
Yuusepcurer Uadopmarnmonnsix Texnomoruit, 2008. - 336 c. - Pexxum gocryma:
http://biblioclub.ru/index.php?page=book&id=233069

2. Ilpoxoposa, O.B. Hudopmaruka : yuebnuk / O.B.IIpoxoposa ;
MuHucrepcTBo 00pa3oBaHuss M Hayku PO, @DenepaibHOE TroOCyIapCTBEHHOE
O10/KETHOE 00pa30BaTENIbHOE  YUPEXKICHUE BBICHIETO MPO(ECCHOHATBHOTO
oOpa3zoBanus «CamapCcKuil TOCYAApCTBEHHBIH ApPXHUTEKTYPHO-CTPOUTEIbHBIN
yHuBepcuteT», Kadeapa npukiagHoit MaTeMaTUKU U BRIYUCIUTEIIBHOU TEXHUKH. -
Camapa : CamapCkuil  TOCYJApPCTBEHHBIM  apXUTEKTYpPHO-CTPOUTEIbHBIN
YHUBEPCHUTET, 2013. - 106 C. - Pexum JOCTyIIA:
http://biblioclub.ru/index.php?page=book&id=256147.

JlonoJiHMTe IbHASA JTUTEPATypa

1. Huruna, O.JI. JIOKyMEHTOBEIIEHHE M apXWBOBEJICHUE : CIIOBAPb-
cupaBounuk / O.JI. luruna ; aBTt.-cocT. O.I'. YcanoBa, A.B. JlymnukoBa, A.Tl.
AznarynoBa, M.B. Moropnas u ap. - Yemsbunck : YI'AKHU, 2015. - 116 c. -
Pesxxum noctyna: http://biblioclub.ru/index.php?page=book&id=491902.

2. HcakoBa, A.M. MHpopMallMOHHBIE TEXHOJOTUHU : yueOHOe mocobue /
A.N. UcakoBa, M.H. Ucakos ; Tomcknii I'ocynapcTtBeHnsiid Y HuBepcuteT Cucrem
VYnpasnenus u Paguosnekrponuku (TYCYP). — Tomck : Onbp Konrent, 2012. —
174 c. : wun,tabn., cxeM. — PexuMm jgocTyma: 1m0 TOAMUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=208647 (nata  oOparicHus:
15.07.2020). — ISBN 978-5-4332-0036-4. — TeKCT : 3JeKTPOHHBIH.

3. Kabamos, C.}O. [lenonpon3BoACTBO U apXUBHOE JIEJIO0 B TEPMUHAX U
onpenenenusx : yueoHoe mocodue / C.1O. Kabamos, U.I'. AchanauspoBa. — 3-e
u3., crep. — Mocksa : @nunta, 2018. — 295 ¢. — Pexxum goctymna: mo Mnojanucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=69168 (nata oOparmeHus:
15.07.2020). — ISBN 978-5-9765-0784-5. — TekcT : 31eKTPOHHBIH.

4, [IpoxopenkoB, B.b. The-eBook. Kuura o0 31eKTpOHHBIX KHHTrax:
OCHOBBI, KOHTEHT, ycTpoicTBa, mporpammbl / B.b. [IpoxopenkoB. — Mocksa ;
bepnun : [Iupexr-Menua, 2016. — 460 c. : un. — Pexum goctymna: no noamnucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=434749 (nata  oOparcHus:
15.07.2020). — ISBN 978-5-4475-6221-2. — DOI 10.23681/434749. — TekcT :
DIIEKTPOHHBIM.

S. [MannpukoB, A.C. HWMHpOpMalMOHHBIE TEXHOJOTUU : YydeOHOe
nocodbue : [12+] / A.C. lllanapukoB. — Munck : PUIIO, 2015. — 444 c. : uin. —

Pexum JIOCTyIa: o MHOJIMCKE. —
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URL.: http://biblioclub.ru/index.php?page=book&id=463339 (nata  oOparicHus:
15.07.2020). — bubmumorp.: c. 426-430. — ISBN 978-985-503-530-6. — Tekcr :
AIEKTPOHHBIN.

6. FOmamera, FO.10. MudopmaTuzanus apxuBHOTO nena B Poccuiickoit
Oenepanun (1991-2015 11.): HayuHBIE WCCIIEIOBAHUS B OOJACTH TPUMCHCHHS
uHGOpMaIMOHHBIX TexHoJoru# : MoHorpadus / FO.1O. FOmamesa. - M. ; bepnun :

HupexT-Menua, 2016. - 355 C. - Pexum JOCTyIIA:
http://biblioclub.ru/index.php?page=book&id=438643.

ITepBOUCTOYHUKH

1. MCTOILI/IIIGCKI/IG PCKOMCHAAINN II0 JJICKTPOHHOMY  KOIIMPOBAHHIO
APXUBHBIX JOKYMCHTOB MW VYIIPABJICHUIO IIOJIYYCHHBIMH I/IH(I)OpMaHHOHHI)IMI/I
maccuBamu (yTB. DenepanbHbiM apXuBHbIM areHTCTBOM 2012 r1.). - Pexum
nocryma [http://archives.ru/documents/rekomend_el-copy-archival-documents]/

6.2. Pecypchbl HH(pOPMALIMOHHO-TEJIEKOMMYHUKAIUMOHHOU ceTH «AHTEepHET»

B cootrBercTBUM ¢  JIMIIEH3UOHHBIMU HOpMAaTHUBaMH  OOeCTeUCHUSs
OnOMMOTEeYHO-MH(POPMALIMOHHBIMU  pecypcamMu  OMOJIMOTeKa  OpraHu3yer
WHIUBUyJIbHBI HEOIPAaHUYEHHBIN JOCTYI U3 000N TOYKH, B KOTOPOU UMEETCS
nocTyn K ceth MHTepHeT, K y4eOHbIM MaTepraiaM DJIEKTPOHHO-OMOINOTEUHbIX
cucrem (ObC):

1. OBC «YuuBepcuterckas OubnuoTexka onnaiin». MzmarensctBo: OO0
«HexkcMemuay. IlpunamnexHocts ctopoHHss. WWW.biblioclub.ru. Komudecto
Kirouer  (mosp3oBateneit): 100% on-line. XapakrepucTtuku OUOIHMOTEUHOTO
dboHma, MOCTyn K KOTOPOMY MPEIOCTaBJISETCS JTOTOBOPOM: JOCTYI K 0a30BOM
yactu ObC.

2. OBC «M3narenbctBo Ilnanera My3bIKW». DJIEKTPOHHO-OMOJIMOTEUHAS
cucrema OOO «M3parensctBo IIJITAHETA MYVY3bIKW». IlpuHagnexHOCTh
cTopoHHsss. WWW.e.lanbook.com. KonmdectBo kimroueit (moss3oBateneid): 100%
on-line. Xapakrepuctuku OuOnIHOTEYHOrO (OHAA, JOCTYI K KOTOPOMY
MPEIOCTABIISECTCA TIOTOBOPOM: AOCTYN K KOJIeKIMsIM: «My3bika u teatp», «baier.
Tanen. Xopeorpadus».

3. B/l Onexrponnas Cucrema «KynpTypa». baza JlaHHbIX DieKTpOHHas
Cucrema «Kynbrypay. [TpuHaaiexxHocTs ctoponnss. http://www.e-mcfr.ru.

4. Web MPBUC XabapoBCKuil roCyaapCTBEHHBI HMHCTHTYT HMCKYCCTB H
KYJIbTYpHI (3JIEKTPOHHBIN KaTajor). MexayHapoHasi acCOIMAIMsl MOJIb30BaTeNei
U pa3pabOTYMKOB DJICKTPOHHBIX OMOTMOTEK W HOBBIX HWH()OPMAIMOHHBIX
TEXHOJIOTUH (accommanus OBHUT). [IpuHAAIEHKHOCTD CTOPOHHSISL.
http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponHas Oubnuorexka. OOO HayuHnas
SJIGKTpOHHAss OuOmmoTeka. [IpuHamIeKHOCTH, CTOpOHHss. http://elibrary.ru/
JIuuensuonnoe cornamenue Ne 13863 ot 03.10.2013 r. — 6GeccpouHo.

6. DnexkrpoHHo-6mOmMoTeuHas cucrema ®I'bOY BO «XTMKy». ®I'EOY BO
«XTUK». [IpuHagIEKHOCTD coOCTBEHHAS. JlokaabHEIN JTOCTYII.

http://carta.hgiik.ru. ITpukas no Muacturyty Ne 213-06 ot 07.10.2013 r.
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7. EnuHoe OKHO goctyma K oOpa3oBaTelbHBIM pecypcaM. DIEeKTPOHHAs
oubmmorexka. ®I'AY 'HUN UTT «Mudpopmuka», MunucrepcTBo oOpa3oBaHus U
HayKH P®. IIprHaIeKHOCTD CTOPOHHSIS. CBoOoHBIN JOCTYII.
http://window.edu.ru

8. Emunas xomnexmus Ludposeix OOpazoBatenbHbix PecypcoB. OI'AY
I'HUU UTT «Mudopmuka». IlpunannexHoctb cTropoHHsAd. CBOOOAHBIA JOCTYIIL.
http://school-collection.edu.ru

9. ®enepanbHblii LEHTP HWHOOPMAIMOHHO-00PA30BATEIIbHBIX PECYPCOB.
®denepanbHbli LEHTp HMH(POPMAIMOHHO - 00pa3oBaTelbHBIX pecypcoB, OI'AY
'HUU UTT «udopmuka». [lpunannexHocts cropoHHss. CBOOOAHBINA JOCTYII.
http://fcior.edu.ru

JUJIsi TOATOTOBKM HAy4YHBIX padoT oOyyaromuecss MOTYT HCHOJIb30BaTh
MOJTHOTEKCTOBYIO0 0a3y maHHbIX Web of Science. Pexxum goctymna: 371€KTpOHHBIH,
U3 BHYTpeHHEH cetn nHCcTUTyTa. Oduimansaeii caidt: webofknowledge.com

IIpodeccnonanbubie 0a3bl JAHHBIX, HH(POPMALMOHHBbIE CIHPABOYHbBIE
cucteMbl M pecypcbl UHTEpHeT CBOOOHOIO A0CTYNA

10. https://www.kadrovik-praktik.ru/MatKadr - CBOOOIHO
pacrpoCTpaHsieMble  CIPaBOYHBIC  0asbl JAHHBIX 1O  KaJpPOBOMY
JETONPOU3BOICTBY.

11. https://www.eos.ru/eos_delopr/ - cBobogHO  pacmpocTpaHsemas
UH(POPMAIIMOHHAS CIIPABOYHAs CHUCTEMa IO BOMPOCAM OpPTraHU3alUU PabOThI C
JIOKYMCHTaMH, aBTOMATH3aI[H JICITOTIPOU3BO/ICTBA, 3JIEKTPOHHOTO

JOKYMEHTOO00pOTa, apXUBHOTO JeIa.

12. http://base.garant.ru - cnpaBouHast mpaBoBas cucreMa «I'apaHT.

13. http://www.top-personal.ru/ - cBoOOIHO pacHpoCTpaHsIEeMbIii HHTEPHET
pecypc, TPEACTaBISIONIMKA JOCTYN K >KypHajdaM «YTIpaBiCHHE IEPCOHATIOM,
«TpymoBoe mpaBo», «AIMHHHCTPATHBHOE NPaBo», «JleI0MPOU3BOACTBOY,
«Cexkperapckoe eo.

14. http://delo-up.ru - cBoGomHO pacmpocTpaHsemas HHGOPMAIMOHHAS
cpaBoyHas 0asa, MPEACTABISAIONIAsS TOCTYNl K oOpasiaM pa3jiudyHBIX BHIOB
JOKYMEHTOB M QJTOPUTMY JOKYMEHTHPOBAHHS Pa3IHYHBIX YIPaBICHUCCKUX
OTIepaIvi.

15. www.docdelo.ru - cBobGomHO pacmpocTpaHseMas HHPOPMAIMOHHAS
cripaBouyHas 0a3a, MPEICTABIIAIONIAS JOCTYN K OOpas3laM pas3duYHbIX BHJIOB
JOKYMEHTOB M QJITOPUTMYy JTOKYMEHTHPOBAHUS PAa3JIHUYHBIX YIPABICHUCCKUX
OTeparvu.

6.3. UnpopmannoHHbIE TEXHOJOTHH, IPOrPAMMHOE 00ecreYyeHue 1
HH(OPMALMOHHBIE CIIPABOYHbIE CHCTEMbI
[IporpamMHO-UHpOPMALIMOHHOE ~ OOecrieyeHrue  y4yeOHoro  mpoiiecca
COOTBETCTBYET TpeOOBAHUIM benepanbHOTro rocyJapCTBEHHOTO
00pa30BaTeIbHOTO CTaHAAPTA.
Jlma mpoBeAeHNS 3aHATHUM JIEKIIMOHHOTO TUIIA, 3aHATUH CEMUHAPCKOTO THUIIA,

3aHITUMN IMPAKTHYCCKOI'0 THIIA, I'PYIITIOBBIX KOHCYHBT&HHIZ, TEKYHICTO KOHTPOJIA U
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MPOMEXKYTOUHOM  aTTECTAllMM  MCIOJIB3YETCA  CIEAYIoUIee  IPOrpaMMHOE
o0ecrnieueHue:

— JIUIEH3UOHHOE MPOIPUETAPHOE TPOTPAMMHOE 00ECIICUCHHE!

1. Microsoft Windows

2. Microsoft Office (B cocraB makera Bxomat: Word, Excel, PowerPoint,
FrontPage, Access)

3. Adobe Creative Suite 6 Master Collection (B coctaB makera BXOJIST:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium
Edition, Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6,
After Effects CS6, Adobe Audition CS6, SpeedGrade CS6, Prelude CS6,
Encore CS6, Bridge CS6, Media Encoder CS6);

— CBOOO/IHO pacrpocCTpaHsieMOoe MPOrpaMMHOe 00ecTieYeHHE:

1. wabop oducHsIx mporpamm Libre Office

2. aynuonpowurpsiBarens AIMP

3. BuaeonpowurpeBaTens Windows Media Classic

4. waTepHeT-Opay3ep Chrome.

JIJIsl caMOCTOSTENHPHOU TTOATOTOBKY CTYJICHTOB K 3aHATHAM TIO JUCITUTUTHHE
TpeOyeTcst oOpaleHne K mporpamMmHoMy obecriedeHuro Microsoft Windows,
Microsoft Office, B Tom umciie I TOATOTOBKH MYJIBTHUMEIUIHBIX MPE3CHTAIIMM
0 TeMaM CEeMHHapoB B mporpamme PowerPoint. [Iyis co3maHus KOHEYHBIX HE
pEelaKTUPYEMbBIX BEpCHId JOKYMEHTa PEKOMEHIyeTCs MCToIb3oBaTh Acrobat X Pro,
Bxoaaumii B cocras nakera Adobe Creative Suite 6 Master Collection.

[Ipu wu3ydYeHMM JUCHUIUIMHBI OOyYaromIMecss MMEIOT BO3MOXHOCTb
UCITIOJIb30BaHUsI MH(GOPMAIIMOHHO-CIIPaBOUHbIX cucteM «Kynbrypay u «IapaHt,
Bcepoccuiickyro OTpPaciEBYIO CIIPABOYHYIO CUCTEMY «ndopmuoy,
pedepaTUBHBIX U OMOIMOMETPUYECKHX 0a3 TaHHBIX PELIEH3UPYEMOM JUTEPATYpPbI
Web of Science u Scopus, B COOTBETCTBUM € 3aKITIOYCHHBIMH JOTOBOPAMH.

Ha Bcex koMmmpioTepax B HMHCTHTYTE YCTAHOBJICHO JIMIICH3MOHHOEC
aHTUBUPYCHOE TporpamMmHoe oOecneuenue Kaspesky Endpoint  Security.
Heo6xonumpiM ycioBueM UHGOPMAIMOHHON O€30MaCHOCTU MHCTUTYTA SIBJISIETCS
oOs3aTeNbHAs TIPOBEpKa HA HAJWYME BHUPYCOB BHENTHUX HOCHTENCH Iepes uX
ucrob3oBanueM ¢ momoinbto Kaspesky Endpoint Security.

[Tepeunciiennoe mporpaMMHoe obecrieueHrne OOHOBIISIETCS IO MEpe BBIXO/Aa
HOBBIX BEPCUU MPOrPaMM B PaMKax COOTBETCTBYIOLIMX JULIEH3UN U COTJIAILIEHUN.

6.4. MaTepuajJbHO-TeXHUYeCKasi 0a3a

MarepuanbHO-TEXHUYECKOE OOECIEUEHUE peaM3yeMON  JTUCIUTLIAHBI
COOTBETCTBYET TpeOOBaAHUSIM benepaabHOTO roCcyaapCTBEHHOTO
00pa3oBaTeILHOIO CTaHIapTA.

Jlmg mpoBeeHns 3aHATUH JIEKIIMOHHOTO TUIIA, 3aHATUHM CEMUHAPCKOTO TUIIA,
KypCOBOTO MPOEKTUPOBAHMS (BBIMOJHEHUS KYyPCOBBIX padoOT), TPYNNOBBIX U
MHIMBUYAJIbHBIX KOHCYJbTAIlMMA, TEKYLIETO KOHTPOJISI W MPOMEXYTOUHOU
aTTecTallui B y4eOHOM TIpOIleCC€ AaKTUBHO HCIOJB3YIOTCA  CIEAYIOIIUE
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- y4eOHBIC ayJAWTOPHH, OCHAIEHHBIC CHCIHUATM3UPOBAHHON MEOEbIo,
JIEMOHCTPALIMOHHBIM ~ 000pyAOBaHUEM (MYJbTUMEAUNHBINA MpPE3CHTAIIMOHHBIN
KOMIUIEKC B COCTaBE€ IMPOEKTOPa, SKpaHa, AKTUBHOW AaKyCTUYECKOW CHUCTEMBI,
MEPCOHAIBLHOTO KOMIIbIOTEpA) M Yy4EeOHO-HArJSAIHBIMU TocoOUsIMH (B T.4. B
anekTpoHHoM Buae) (ayn. 303 (xkommbroTepHBId Kiacc), 309 (mabopatopus
UH(OPMAITMOHHBIX TEXHOJIOTHH).

JJist caMOoCTOsITEIbHOM pabOThI CTYIEHTOB IIPEIHa3HAUYCHBDI:

- ayn. 209 (uurtanbHBIM  3an), O0OOpYIOBaHHBIE MEPCOHAIBHBIMU
KOMITbIOTEpPAMH, OO0ECHEYMBAIOIIMMHU JIOCTYN K AJIEKTPOHHOM HH(OpMaImoOHHO-
oOpa3oBaTenbHOM cpelle opraHuzanuu, K ceTu «VHTepHeT», K 3IEeKTPOHHBIM
OMOJIMOTEUHBIM CHUCTEMAaM.

[Tomemienne s XpaHeHUsT U NPOPUIAKTUYECKOTO  OOCITYKUBAHUS
yaeOHoro obopynoBanus (ayna. 03, 122).

[Ipu HEoOXoauMOCTH B Y4e€OHOM TMIPOIECCE HCIOJIB3YIOTCS KOMILIEKTHI
MEPEHOCHBIX JIEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, MPOEKTOP, SKPaH).

Bce xomnbroTepsl MHCTUTYTa O0BEIMHEHBI B JIOKAIBHYIO CETh, C KaXKJIOTO
M3 HUX BO3MOXKEH BBIXOJ B rJ00alibHYI0 ceTh MHTepHeT. MHCTUTYT MCHONB3yeT
BBIJICJICHHBI KaHal cO cKopocThto 10 MO/c. [yist CTyIEHTOB HMEETCs
BO3MOXXHOCTh BbIXOJla B CeTh MHTEpHET ¢ MOOWJIBHBIX YCTPOMCTB MOCPEACTBOM
cetu WiFi, koTopast ycraHoBlieHa B yuTaibHOM 3aie HcTuTyTa.

[IpoBeneHne NEKUU MO AUCIUIUIMHE COMPOBOXKIAETCS UCIIOIb30BAaHUEM B
KauecTBe y4eOHO-HATJIAIHbIX MaTepUAJIOB ClalI-TIPEe3ECHTAIIUSIMHU.

7. BOCIIMTATEJIbBHAS PABOTA

Bocniuranue ~— oOywaromuxcss  HOpd  OCBOGHHMM  MMH  OCHOBHBIX
npodeccuoHaNbHbIX ~ 0Opa3oBaTenbHbIX  mporpamMm  (manee —  OIIOII)
OCYUIIECTBJISIETCS. HA OCHOBE paboyeld MporpaMMbl BOCIIMTAHMSI M KaJEHIApHOTO
IJlaHa BOCIIUTATENbHOM padoThl, BKitouaembix B OITOIL.

[lens BOCHUTATEIBHOM pabOTBI — CO3JIAHHUE YCJIOBUM MJii AKTUBHOM
KHU3ZHEACATEIbHOCTH ~ O0yYarolmMXcsl, HUX TIpPakJaHCKOTO CaMOONpPEEIICHNUS,
1po(hecCuOHAIBLHOTO CTaHOBJICHUS U VHIUBUY ATBHO-TUYHOCTHOM

caMopealu3alyd B  CO3MJATEIIbHOW  AEATENBbHOCTH IS  YJIOBIETBOPEHUS
NOTPEeOHOCTEN B HPABCTBEHHOM, KYJIbTYPHOM, HHTEUICKTYaIbHOM, COITMATILHOM U
poeCCUOHAIBHOM Pa3BUTHH.

3amaun  BOCMUTATENBHOW  pabOTHl:  pa3BUTHE  MHUPOBO33PEHUS U
aKTyalnu3alds CHUCTEMbl 0a30BBIX IIEHHOCTEH JIMYHOCTHU, NPHUOOIICHHE K
o011IeueIOBEYECKMM HOPMaM MOpPaJi, HAllMOHAJIbHBIM YCTOSIM U aKaJeMUYECKUM
TPaauIMSIM; BOCHHUTAHUE YBAXXEHUS K 3aKOHY, HOpMaM KOJUJIGKTUBHOU >KU3HH,
pa3BUTHE TPaXJTAHCKOW W  COIMAJIBHOM  OTBETCTBEHHOCTH; BOCIIUTAHHE
MOJIOKUTEIIBHOTO OTHOIIEHUS K Tpyay, (OpMHUPOBaHUE KYyJIbTYpbl U DJTHUKHU
npodeccuoOHaIbHOTO  00MmIeHus;  (GOpMUPOBAaHWE  JIMYHOCTHBIX  KayecTB,
HEO0OXOIUMBIX 17151 3P (HEKTUBHOMN NMPODHEeCCHOHATBHOM AeATeIbHOCTH, BOCTIUTAHUE
BHYTPEHHEHW MOTPEOHOCTH JIMYHOCTH B 37J0POBOM 00pa3e >KM3HU, OTBETCTBEHHOTO
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OTHOUIEHUS K NPHUPOJAHOW M COLHUOKYJIBTYPHOH Cpene; MOBBILIEHUE YPOBHS
KYJIbTYpbI 0€30M1aCHOIO ITOBEICHUS.
OcobenHoct u Tpaauuuu MHcTUTyTa O0O0YCIIOBIMBAIOT — CJEAYIOIINE

OCHOBHBIC  HAIpaBJICHUS  BOCHHUTATENbHOW  pabOThl:  MATPUOTHYECKOE,
rpakIaHCKOE,  JyXOBHO-HPAaBCTBEHHOE,  KYJBTYPHO-TBOPYECKOE,  HAYYHO-
o0Opa3oBaTenpHOE, pohecCuOoHaTBFHO-TPYI0BOE, BOJIOHTEPCKOE

(1oOpoBOJIBUECKOE),  DKOJIOTHYECKOe,  (u3nueckoe. Buasl  nedareabHOCTH
oOyyaroluxcss B BOCIHUTATEIbHONM CHUCTEME OO0pa30BaTEIbHON OpraHU3aUu:
IPOEKTHAsl JIEATENbHOCTh (KAaK KOJUIEKTUBHOE TBOPYECKOE JIEJI0), BOJOHTEPCKas
JESTEIbHOCTh, ~ YYEOHO-MCCIIEZOBATENbCKAsE M HAYYHO-UCCIIEIOBATENIbCKAS
JEeATEIbHOCTD, TOCYTOBasl, TBOPYECKasi U COLMAIBHO-KYJIbTYpPHas JAEATEIBHOCTD U
Ap.

BocnutarenpHplii  MOTEHIMAN Y4eOHO-HCCNEAOBATEIBCKOM U HAy4dHO-
WCCIIEOBATENICKOM  JIESITENBHOCTH  PEAU3YETCA B IPOLIECCE  PAa3BUTHSA
UCCJIEI0BATENBCKOW KOMIETEHTHOCTH O0YYaIOMIMXCA Ha POTSKEHUN BCErO CPOKa
ux obOyuenuss B  MHctutyTte.  Pe3ynpTaThl  CTYJEHYECKOM  HAy4HO-
UCCJIEI0OBATENBCKON JIEATEIbHOCTH MPOXOAAT anpoOanuio B paMKax Hay4HbIX U
HAyYHO-TIPAKTUYECKUX KOH(EPEHUMH pPA3IMYHOIO YPOBHS, B T.4. KOH(EpEeHIUH,
OpraHU30BaHHBIX IHCTUTYTOM.

ConmanbHO-KyJbTYpHass M TBOpYECKas JEATENbHOCTh OO0YyYaroluxcs
peanusyercs TpU OpraHU3alMM M MPOBEJECHUU 3HAUUMBIX COOBITMH U
MEpOIPUATHN IPaKJaHCKO-NIaTPUOTUYECKOH, HAy4HO-UCCIIEI0BATEIbCKOM,
COLIMOKYJIBTYPHOH U (DU3KYJIBTypHO-CIIOPTUBHOM  HamnpaBiI€HHOCTU. Bumabl
TBOPYECKON  JIeATeNbHOCTH  oOydwatrommxcsi B MHcturyTe:  My3bIKalbHOE
TBOPYECTBO, XOpeorpauueckoe TBOPUECTBO, T€ATPAILHOE TBOPUYECTBO, HAYYHOE
TBOPYECTBO, MEAUANPOEKTHI U AP.

BonoHTtepckas AesITeNbHOCTh 00YUaoIUXCsl — IIMPOKHUI KPYT HarpaBieHUN
CO3UAATENIbHON AESTENbHOCTH, BKIIIOUAIOMIMKN pa3inyHble (POPMBI rpak1aHCKOTO
yuactus. Ilo wHunmatuBe oOydarOmIMXCS W NPU HUX AaKTUBHOM YYacTHH B
HNHCTUTYTE OCYIIECTBIISIET CBOKO I€ATEIbHOCTh JOOPOBOJIBYECKUN OTPAL «MbD».

Peanuzanuio Paboueil mporpaMmbl BOCIHUTAHUST MOMOTAaeT 0OECNEYMBATH
B3aMMOJICUCTBUE C PA3JIMYHBIMU COLMAIBHBIMH HMHCTHUTYTaMHU, CyObEKTaMu
BocnuTtanua. Oco0oe 3HaueHuWe s BOCIMTATEIBHOIO IIpolecca HMEET
OpraHu3alysl NMPAKTUYECKOW JEeATENIbHOCTH OO0YYaIOUMXCS C LENbI0 Pa3BUTHS
npo(ecCHOHANBHBIX KOMIETEHIUH B ycloBusAX WMHcTUTyTa U IpO(UIBHBIX
YUPEKICHUN U OpraHU3alU.

8. OCOBEHHOCTHU OBYYEHMU S UHBAJIMAOB U JIUL C
OI'PAHMYEHHBIMHA BO3MOKHOCTAMMU 310POBbSA

B nponecce N3yuUCHUs JUCHUIINIMHBI U OCYIICCTBJICHUA MMPOLHCAYP TCKYIICTO
KOHTPOJII YCIICBACMOCTH H HpOMe}KYTO‘IHOI\/’I aTTeCralilul HMHBAJIMAOB MU JIUI[ C
OIrpaHUYCHHBIMH BO3MOXKHOCTAMH 3A0POBbA IMPHMCHAIOTCA aAAllITUPOBAHHBIC
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dopMbl  O0y4yeHHS] C YYETOM HMHAMBHUIYAIbHBIX MNCUXO(U3HOIOTHUECKUX
0COOECHHOCTEH.

OOyueHue MLl C OrPAaHUYEHHBIMU BO3MOXKHOCTSMH U  HMHBAJIHJIOB
OpraHU3yeTCsl KaK COBMECTHO C JPYrMMH OOYYAONIMMHCS HA JEKUMOHHBIX H
NPAKTHUECKUX 3aHATHUSAX, TaK U [0 MHIUBUIYaJTbHOMY yueOHOMY miaHy. Bo Bpems
MPUEMHOM KaMIaHUH, & TAKXKE BO BPEMSI CIaYH Pa3IuYHbIX (POPM MPOMEKYTOUHON
U TOCYJIapCTBEHHON MTOTroBOW aTTecTaluu B MHCTUTYTE cO3/aHbl HEOOXOIUMBIE
yCJIOBHSI Il OKa3aHWsl TEXHWYECKOM TIOMOIIM WHBaNUAaM H JIMIAM C
OTPaHUYCHHBIMU BO3MOKHOCTSIMH 3JI0pPOBbsl (TP HEOOXOAMMOCTU MOXKET OBbITh
JOMYIIEHO MPHUCYTCTBUE B ayJAMTOPUU ACCUCTEHTOB, COINPOBOXKIAIOIIUX JIHII,
c00aKH-TIOBOJIBIPS U T.11.).

OOyuarompecs M3 YWClIa HWHBAIMJIOB W JIMIl C OrPaHUYCHHBIMU
BO3MOXKHOCTSIMH  3I0POBbsS, TPU HEOOXOIMMOCTH, MOTYT OBITh 00eCredYeHbl
ANIEKTPOHHBIMU M TE€YaTHBIMH OOpa30BaTEIbHBIMU pPECYpCaMU C YYETOM HX
WHIUBUIYAIbHBIX TOTpeOHOCTEe. Jliig peanu3anuu AOCTYIHOM Cpenbl MpHU
HEOOXOIMMOCTA B Y4YEOHOM IIpOILIECCE MOTYT OBbITh 3aJ€HCTBOBAaHbI JIOKYMEHT-
KaMmepa JUisl YBEJIMYEHUS TEKCTOBBIX (PparMEeHTOB M M300pakeHud (I JuIL C
HapyLIEHUsIMH  3pPEHHUs) M TEPEHOCHas  MHAYKIHMOHHAasg CcHCTeMa A
cnabocnpimammx «Mctok» A2 cO BCTPOEHHBIM IIJIEEPOM — 3BYKOBBIM
uH(pOpMaTOPOM.

OBC  «YuuBepcuterckas  OuOinMOoTeKa  OHJIAWH»  NPEJOCTaBISET
obyuarommumcsst ¢ OB3 (mo 3peHuro) psja BO3MOXKHOCTEH i1 OOeCIeUeHHS
3¢ ¢dexkTuBHOCTH Tpouecca oOydeHus. [Ipum yreHun macimitad CTpaHUIBl caiita
MOXHO YBEJIIMYUTh C TOMOIIbIO CIECIHMATLHOIO 3HAYKa HAa TJABHOW CTpaHUIIE.
MOXXHO HCHOJB30BaTh TOJHOIKPAHHBIM PEXKUM OTOOPAKEHUS KHUTH WITU
BKJIFOYUTH O3BYYMBAHHME HEMOCPEICTBEHHO C CaiTa MpU MOMOIIM MPOrpamMmm
AKpaHHOTO JocTyma (Hanmpumep, Jaws , «Balabolkay). CkaunBaembie ¢parMeHThI B
dbopmare pdf, wumeromMe BHICOKOE KauyeCTBO, MOTYT  HCIOJIb30BAaThCS
TudIonporpaMmMamMu JUIsl  TOJOCOBOT'O O3BYYHMBAHHUS TEKCTOB, MOTYT OBITh
3arpy>keHbl B TU(JIOIIIEEphl, a TaKKE CKOMMUPOBAHBI HA JIO00E YCTPOMCTBO ISt
KOM(OPTHOTO YTEHUS.

CepBuc ObC «lluTaTHUK» NOMOTraeT IOJb30BATENO W3BJIEYb LUTATy H
aBTOMATHYECKH (OPMUPYET KOPPEKTHYIO OuUOIMOrpaduyecKyro CChUIKY, YTO
OCOOCHHO aKTyaJbHO Ui JIMI C OTPAaHMYEHHBIMA BO3MOXXHOCTSIMU M 00JieryaeT
MPOILIECC HAMMCAHUS KypPCOBOM MIIM BBITTYCKHOM KBTU(DUKAIIMOHHON PaOOTHI.

Jlist moAroToBKM K 3aHATHsAM oOyuaromuecs ¢ OB3 (1o 3peHuio) mMoryr
UCIONB30BaTh MoOuiIbHOe mnpuioxkernne ObC «Jlanpy, npeaHasHaueHHOE s
O3BYYHMBAHUSI TEKCTAa KHUTH. PeXuM pocTyna: SJIEKTPOHHBINA, MPUIIOKCHHE
CKauMBaeTCs 00yUYaroIIMMCs CaMOCTOATENIbHO ¢ caiTa e.lanbook.ru, Heo6xoaumoe
ycioBue: ObITh 3apeructpupoBaHHbiM B OBC «Jlanwby. Ucnons3yercs ¢cBoOOIHO
pacrpocTtpaHsemas nmporpamma 3kpaHsoro gocrymna Nvda.

[TonpoOHee 00 opraHuzauu JOCTYIMHOM Cpeabl CM. COOTBETCTBYIOUIUMN
pazzes 0CHOBHOM MpodecCHOHAIBLHOM 00pa30BaTeIbHOM MPOrpaMMBI.
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