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1. OBIIUE CBEAEHUA O AUCHUIIJIMHE

1.1. HaumeHnoBanue AUCHUNIHHBI

PabGouass  mporpamma  QUCHUIUIMHBI ~ «MEHEIKMEHT  COXpaHEHUs
JIOKYMEHTHBIX PECypcoB» MpeIHa3HaueHa g OakajgaBpoB (B TOM 4YHCIE JiA
WHKIIFO3UBHOT'0 00pa30BaHus MHBAJIUIOB U JIUI] C OTPAHUYEHHBIMH BO3MOXHOCTSIMU
3JI0POBBS), 00YUAIOITUXCS 110 HanpapieHuto moarotTopku 51.03.06 «bubnnoreyno-
uHPOpPMAIIMOHHAS ~ JIEATEIBHOCTH», MPOPHIb TMOATOTOBKH  «MEHEIKMEHT
OMOIMOTEYHO-MHPOPMAIIIOHHON  AeSITeNIbHOCTH», Ha Kadenpe OMOIMOTEUHO-
UHPOPMAIIMOHHON  JESATENBHOCTH, JOKYMEHTOBEJACHUS W  apXHUBOBEICHUS
XabapoBCKOrO TOCYJAapCTBEHHOTO HMHCTUTYTAa KYJIbTYPBHl, B COOTBETCTBHH C
denepanbHBIM TOCYAApCTBEHHBIM OOPa30BATENbHBIM CTAaHIAPTOM  BBICIIETO
oOpa3oBaHMsl, yTB. NpuUKazoM MuHHUCTepcTBa OOpa3oBaHHuss W Hayku PO ot
06.12.2017 Ne 1182, ¢ yueToMm npodhecCuOHANTBHBIX CTaHIAPTOB, COOTBETCTBYIOIIUX
1po(hecCUOHATIBHOM e TEIbHOCTH BBIITYCKHUKOB.

1.2. MecTo IMCHUIIMHBI B CTPYKTYype 00pa30BaTeIbHOM MPOTrPAMMbI

JNucuuminHa «MeEHEIKMEHT COXpaHEHUsS] JOKYMEHTHBIX PECypCOB»
OTHOCUTCA K 4YacTh y4dyeOHOro IuUiaHa, (QOpPMUPYEMOW  y4aCTHUKaAMHU
obpazoBatensHbIx oTHOIIEHUH (B1.B./IB.01.02), cnocoGcTBYyeT pa3BUTHIO 3HAHMIA
B o0OsiacTi (DOHJIOBENICHUS, COXPAHHOCTU JTOKYMEHTHBIX PECYpPCOB, HAKOTUICHHBIX
TEOPETUKO-METOIOJIOTHYECKUMH 3HAHUSMU HEOOXOJUMBIMHU IJIs1 (hOPMUPOBAHUS
poeCCUOHANIBHBIX KOMIICTCHIIMH BBITYCKHHKA, a TAaKX€ YMCHUNW M HaBBIKOB
HCIIOJIB30BaHUs ATUX 3HAHUH B MPaKTUKE MPO(EeCCHOHATBHOMN AeATEILHOCTH.

OcBoeHUe OUCHUIUIMHBI «MEHEIKMEHT COXpPaHEHUs JOKYMEHTHBIX
PECYPCOB» OINHPAETCS Ha KOMIICTCHIIMH, COPMUPOBAHHBIC Yy OOYYAIOIIUXCS B
paMKax TaKhX JUCHUILIMH Kak «buOnumoreunslii GoHmy, «buOIHOTEKOBEICHUEY,
«Kuurosenenue», «JlokymeHtoBenenue», «bubnmoreka B cucteMe COLMATbHBIX
KOMMYHHUKALUI» U JIP.

1.3. Ileab ocBoOeHHUsI ANMCHUILINHBI

Hens nuctmmivmbabl « MEHEKMEHT COXPAHEHHS JIOKYMEHTHBIX PECYPCOBY —
00eCIeYuTh CTYICHTOB 3HAHUSMHU B 00JIACTH COXPAaHEHUSI JOKYMEHTHBIX PECYPCOB
u OeszomacHocTH OuOIMOTEK. B  COOTBETCTBMM C OSTUM OCBOCHHE JIAHHOU
JTUCIUTUTMHBI TIPEATIoNaraeT perieHne CIeyonmnx 3a1au:

— OCBOGHHE 0a30BBIX TMOHATHNA MEHEIXKMEHTA COXPaHEHUS JTOKYMEHTHBIX
pecypcoB;

— (opMupoBaHue 3HAHUU MH(OPMAIMOHHO-PETIaMEHTUPYIOIIHNX
JIOKYMEHTOB, MEXKTyHApOIHBIX U HAITMOHAIBHBIX MIPOTPAaMM B 3TOH cdepe.

— OCBOCHHE TEOPUHU COXpaHEHUs (DOHIIOB U €€ OpraHU3aIlMOHHBIX OCHOB (B
T. 4. JeaTenbHocTh DenepanbHOr0 IEHTpa KOHCEPBAlUM, COOTBETCTBYIOIIMX
IEHTPOB M CIOY)KO pPETHOHAIBHBIX OUOIMOTEK, TEpPCIEeKTUBLI  Pa3BUTHS
KOPIIOPATUBHBIX CITYKO);



— BIIQJICHUE METOJMKOW OSKCIEePTU3bl W  MOHHUTOPHUHTA  COCTOSIHUS
JIOKyMEHTHOTO (POH/IA;
— MO3HaHWE (AKTOPOB, BIHUAIONMX HA COXPAHHOCTh JIOKYMEHTHBIX

pEeCypCcoB: Mep MPEBEHTHMBHON KOHCEpBAllMM, BKJIOYas (Ha30BYI0 KOHCEPBAIUIO;
TE€XHOJIOTHIO KOHCEPBALMH JOKYMEHTOB (B T. Y. C UCIIOJIb30BAHUEM KOMITBIOTEPHBIX
TEXHOJOTHI); CO3/IJaHUE CTPaxOBOr0 (POHIA; COXpPAHEHHE €r0 B IKCTPEMalIbHBIX
CUTyallusiX; CHEHU(PHUKY XpaHEHHs HUCTOYHHKOB WHGOpPMAIMd Ha HEOYyMa>KHBIX
HOCHUTEJISIX U MIEKTPOHHBIX JOKYMEHTOB.

1.4. Ilnanupyembie pe3yabTaThbl 00y4eHUs M0 JUCHUIJINHE

[Ipodeccnonanbupie  KOMIIETEHIIMH  C(POPMYJIMpPOBAaHBI HAa  OCHOBE
BBIOpaHHBIX U3 MPO(eCCHOHATBHBIX CTAHIaPTOB 0000IEHHBIX TPYAOBBIX (DYHKITUN

(OT®D), cooTBeTCTBYIOMMX MTPOPECCHOHATIEHOM AESITEIbHOCTH BBIITYCKHUKOB.

dopmupyemMble
KOMIIeTCHIIUH

NuaukaTopsbl 10CTHXKEHUS
KOMIIeTeHIU I

Ilnannpyemble pe3y/ibTaThl
NPAKTHYECKOM JesITeJIbHOCTH,
o0ecneynBalOIue
(popMupoBanue KomneTreHI UM

IIpodeccnonanbHbIe KOMIIETEHIUH

I1K-15. Crioco6HOCTB
dbopmupoBath GoHIBI
JOKYMEHTOB,
aBTOMAaTH3UPOBAHHBIC
0a3bl JaHHBIX,
o0OecIeunBaTh UX

s dexTuBHOE
HCITOIL30BaHKE U
COXPaHHOCTb.

T1IK-15.1. 3Hars:

- TEOPETUICCKUE OCHOBBI
dhopmupoBanus GOHIOB
JTIOKYMEHTOB,
aBTOMATHU3HPOBAHHBIX 0a3
JTaHHBIX, 00ECIICYNBATH MX

3¢ (heKTHBHOE UCTIOTH30BAHUE
Y COXPAHHOCTD,

- METOAO0JIOTUYECKHE OCHOBBI
¢hopmupoBanus GpoHA0B
JIOKYMEHTOB,
aBTOMATHU3HPOBAHHBIX 0a3
JAHHBIX, 00eCNeuYnBaTh UX

3¢ PeKTUBHOE HUCTIOTH30BAHNE
U COXPAHHOCTB;

- IPaKTHYECKHUE OCHOBBI
¢dopmupoBanus HOHIOB
JOKYMEHTOB,
aBTOMAaTH3UPOBAHHBIX 0a3
JAHHBIX, 00€CIIEYNBaTh UX

3¢ (heKTHBHOE UCTIONH30BaHUE
Y COXPaHHOCTb.

I1K-15.1. 3HaTs:
- Teoputo (DOHIOBEICHNS,

- HAYYHBIC UCCJICIOBAHNS B obactu
COXpaHCHHUA JOKYMCHTOB;

- IPaBOBBIE OCHOBBI COXPaHEHHUs
O6unbroTeyHoro GpoHma,;

- CUCTEMY IIPOTHUBOMOXKAPHOI
0e30I1acHOCTH OMOIIMOTEYHOT O
doHna;

- CTPYKTYpY 1 byHKIMH
yIpaBieHus: pOPMUPOBAHUEM
oubanoreyHoro ¢poHaa.

T1IK-15.2. Ymers:

[1K-15.2. Ymers:




- (hopmupoBaTh HOH/IBI
JOKyMEHTOB,
aBTOMAaTH3HPOBAHHBIE 0a3bl
JIAHHBIX, 00ECIIeYNBaTh UX

3¢ EKTUBHOE UCTIOIB30BAaHHUE U
COXPaHHOCTb.

- CO37aBaTh HEOOXOAUMEIE
COIHAJIbHBIE U TEXHOJIOIMUYECKHE
YCIIOBHSI COXPAaHHOCTH
OounbaroTeyHoro GoHma.

T1K-15.3. Bnaners:

- HaBbIKAaMU (POPMHUPOBAHHS
(OHIOB TOKYMEHTOB,
ABTOMAaTH3HPOBAHHKIX 0a3
JTAHHBIX, 00ECTIeYNBaTh UX

3¢ (hEeKTUBHOE HCIIOJIb30BaHUE U
COXPaHHOCTb.

[1K-15.3. Bnaners:

- HaBBIKAMH COXPAHHOCTH
OnbIMOTEYHOTO (hOH/IA B YCIOBHSIX
OMONMMOTEK U OMOJIMOTEYHO-
UH(OPMAIMOHHBIX IIEHTPOB.




2. OPBbEM N COAEP KAHUE JUCIHUIIJIMHbI

2.1. O0beM TUCHUILTHHBI

Bun yueOHo# padoThI

390

Bcero yacos Kype
KonrakTHasi pa6oTa ¢ npenojaBarejieM (Bcero) 48 2,3
B ToM gncie:
- nexyuu (J13) 24 2,3
- cemunapul (C3) 4 2,3
- npakmuyeckue (113) 18 2,3
- menxozpynnogvie (MI'3) - -
- uHouguoyanvrovle (U3) - -
- epynnogoe Koncyrbmuposanue (1) 2 -
- UHOUBUAYANbHOE KOHCYIbmuposarue (M) - -
CamocTrosiTejibHAas paboTa cTy/AeHTa (BCero) 168 2,3
CPC 155 2,3
KOHTPOJIb 13 2,3
B TOM YHCJIE:
- N0020MOBKA KYpPCoBOl pabombi -
- MeKywuil KOHmMpOoJib -
- NPOMENCYMOUHBIL KOHMPOTIL (NOO20MOBKA K 13 2,3
3auemy)
OO0mas Tpy10eMKOCTh: 6/216 23

(Bcero 3a4. e1./k01-B0 4acoB no ®I'OC)

Bupa npomexyTouHoii aTTecTanuu (3a4er, Kypc:

IK3aMeEH)

3auem 2
9K3AMEH 3




2.2. TemaTuueckuii miaan (3P0)

KoJj-Bo yacoB

KonrakTHas padora ¢

CamocTosiTe1bHasi padoTa

§ npenogaBaTejieM CTYACHTOB
S = = o KOHTPOJIbL
Ne HaumeHoBaHue pa3nesioB n g =t = 6 CPC
n/n TeM (popmMupyemsle g2 - E~ B8
KOMIeTeH 1) = 21w |c3 | m3| & = g E £
E = Z S © E ;
g & = 2 = =
3 3 < 3 ;‘ 5 I
sl s 2 2 g3
Pa3nen 1. TeopeTndyeckne 0CHOBbI MEHEMKMEHTA COXPAHEHHUS JOKYMEHTHBIX PECYPCOB
1.1. | MeHeIKMEHT COXPaHEHHUS 53 8 4 - 4 - 45 45 - -

JIOKYMEHTHBIX PECYPCOB;

cymHocTb noHstust (ITK-

15).

1.2. | TexHONIOTHYECKUE OCHOBEI 51 6 4 2 - - 45 45 - -

COXPaHEHUS JIOKYMEHTHBIX

pecypcos (ITK-15).

IlonroToBKa K 3a4eTy 4 4 4
HToro no pazaeny 3a 3 kype 108 | 14 8 2 4 - 94 90 - 4
Pasznen 2. lokyMeHTallMOHHOE 00ecTiedeHne COXPAHHOCTH JOKYMEHTHBIX PeCypPCoOB.

2.1. | ®enepanbHble 22 12 4 - 8 - 10 10 - -

HOpMaTHBHBIE TIPABOBBIC

aKThI, PETyTUPYIOIIHE

COXPaHHOCTH JOKYMEHTHBIX

pecypco oubmuorexu (ITK-

15).

2.2. | Crangaptusanus 18 8 4 4 - 10 10 - -

(hopMUpPOBaHUS U

coxpaHHocTi b®
2.3. | JlokanbHbIe TIpaBoOBEIEe akThl | 18 6 - - 6 - 12 12 - -

0 JIOKyMEHTHBIX pecypcax

(TTK-15).

HToro no pazneny 58 26 8 4 14 32 32

Paznen 3. ®oHa KHIKHBIX NTAMATHHKOB
3.1. | Tonstre «KHMKHBIHM 14 4 4 - - - 10 10 - -

TIAMSITHHKY
3.2. | Cneuuduka paboThI ¢ 18 4 4 - - - 14 14 - -

KHWKHBIMU TTAMSITHUKaMHU
3.3. | Enunsiit 18 - - - - - 18 18 - -

pacupenenuTensHbIH (HOHT

KHIDKHBIX ITAMSTHUKOB.

CHCTEMHBIH TTOIXO0 K

(hopMUpPOBaHUIO.

TexHoMOTHUS CO3MIaHUS.

(TTK-15).

HToro no pasneny 50 8 8 - - - 42 42 - -

Hroro 3a 4 kypc

IloaroroBka K 3K3aMeHy 9 - - - - - 9 - - 9

I'pynnoBoe KOHCYTbTHPOBAHHUE - - - - - - - - - -

K IK3aMeHY

B, 216 | 48 | 24 | 4 18 2 | 168 | 155 - 13




2.3. KpaTkoe coaep:kaHue pa3jiejioB U TeM

Pa3nes 1. TeopeTuueckue 0CHOBBI MEHEKMEHTA COXPAHEHHSI JOKYMEHTHBIX
pecypcos

Tema 1.1. MeHeI[)KMeHT COXpaHEHUHA NOKYMEHTHBLIX PECYPCOB; CYIITHOCTD
NNOHATHHA

OCHOBHBIC TIOHSATHS M KATETOPUH MEHEDKMEHTA COXPAHCHHS TOKYMEHTHBIX
pecypcoB. CoBpemeHHBIE Monaenu ympaBieHus. OOmme XapaKTepUCTHKU
OpraHM3aIMid: Pecypchl, 3aBUCHUMOCTh OT BHEIIHEH CpeIbl, TOPU3OHTAIHHOE H
BEePTHKAIBHOE pazjeiecHue Tpynaa. OpraHU3allMOHHBIC CTPYKTYPHI YIpPaBICHUS
COXpaHEHHEM JOKYMEHTHBIX pecypcoB. (DYHKIIMM MEHEIXKMEHTa COXpaHCHHS
JOKYMEHTHBIX PECYpCOB: Yy4YeT, aHaiu3, IMPOTHO3MPOBAaHME, IUIAHUPOBAHHE,
OpraHu3aIysi, KOHTPOJIb, MOTHBAIIHSL.

CoxpaHeHHe JIOKYMEHTHBIX PECYpCOB B IMPOIECCaX HCIOJIb30BAHUS. 30HBI
pHUCKa TIOBPEXKICHUS JOKYMEHTOB B IIpoliecce uX Bolgaun. Pabora ¢ momp3oBareneM
KaK TJIABHOE yCIIOBHUE COXPAHHOCTH JIOKYMEHTHBIX PECYpPCOB.

Tema 1.2. TexHos10rn4ecKre 0CHOBBI COXpaHEHUHA NOKYMEHTHBLIX PECYPCOB.

JIOKyMEHTHBIE pecypchbl Kak OOBEKT COXpaHeHHs. PaKkToOpbl COXpaHEHHUS
noKkymMeHTHoro ¢onaa. TexHomoruss XpaHeHHUS JIOKYMEHTHBIX PpECypCOB.
MarepuanbHo-TexHHUeCcKass  0a3a  (OHIOXpaHEHHs.  YCJIOBUS  XpaHEHUs
JIOKyMEHTOB. PexuM XpaHeHHsI JOKYMEHTHBIX pecypcoB. Opranuszanusi CUCTEMbI
0€30MacHOCTH  JIOKYMEHTHBIX pecypcoB Oubmuoreku. buomornyeckue wu
XMUMHYECKHE METObI 3aIUTHI JOKYMEHTHBIX peCypcoB OMOINOTEKU. TEXHONIOTHS U
OpraHu3anys MHKPOKOIHPOBaHUsA. KOMIIBIOTEpHBIE TEXHOJIOTMU B IPOLECCaX
COXpaHEHHUsl JOKYMEHTHbIX pecypcoB. CoxpaHeHHE (OHIOB B HKCTpPEMalIbHOM
CUTYaLINH.

Pa3znes 2. JlokyMeHTAMOHHOE 00ecneyeHre COXPAHHOCTH IOKYMEHTHBIX
pecypcoB.

Tema 2.1. ®eaepasibHble HOPMATUBHbIE IPABOBbIEC AKTHI, PEeryJHPYIOLIUE
COXPAHHOCTb JOKYMEHTHBIX pecypcoB OM0JIMOTeKH

[IpaBoBoe  oOecrneueHUE  COXPAHHOCTH  JOKYMEHTHBIX  PECYpPCOB.
MexayHapoHble aKThl O 3alluTe KYJbTYPHBIX LIEHHOCTEH W OUOJMOTECYHBIX
dboumoB. OCHOBHbIE HOpPMATHMBHBIE TIPABOBBIC AaKThl IO  COXPaHHOCTH
OubMoTeuHbIX (POHIOB. 3aKOHBI U MOJ3aKOHHBIE AKTHI, KACAIOIIUECS COXPAHECHUS
JOKYMEHTHBIX pecypcoB. HamronanpHas mporpaMMa CoOXpaHeHHUsT OMOJIMOTEYHOTO
dbonma Poccun.

TexHonornyeckass JIOKYMEHTAlUsl, CTaHAAPTHI, HOPMbI, HOPMATHUBBI
COXpaHEHUs JOKYMEHTHOTO (poHTa.

Tema 2.2. Ctangapruzauus GopMUPOBAHUA U COXPAHHOCTH JOKYMEHTHBIX
pecypcoB

Cranpaptuzanust OUOIMOTEYHO-UH(GOPMAIIMOHHONW  ACSATEILHOCTH KAk
0a3oBasi cocTapJistomas padoTel ¢ OMOMMOTEYHBIM (POHIOM B YCJIOBHUSIX Pa3BUTHUS
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nHpopMaIMOHHBIX TexHojorui. HarmmonansHbie cranmapthl cuctembl CUBU/I.
MonenbHbIE  CTaHAAPTHI  NESATEIBHOCTH MYHHIIUIAIBHBIX  OOIIEAOCTYITHBIX
OHNOINOTEK.

Tema 2.2. JlokanbHbIe IPAaBOBBIE AKTHI 0 JOKYMEHTHBIX pecypcax.

Cucrema yupeaUTENbHBIX aAMHUHUCTPATUBHBIX U JOTOBOPHBIX JTOKYMEHTOB
OMOIMOTEKN KaK OCHOBA JIOKATFHOTO 00ecredeHnsi 6€30MacHOCTH U COXPAHHOCTH
JIOKYMEHTHBIX pecypcoB. [lopsmok pa3paboTku U yTBEPKACHUS YUPEIUTEIbHON U
aJIMUHUCTPATUBHOM JOKyMeHTaluuu Oubinorek. Bakueimme mpodeccruoHaibHo-
0O0IIIEeCTBEHHBIE IPABOBBIC AKTHI U UX POJIb B PETYIMPOBAHUN BOIPOCOB COXPAHEHUS
JOKYMEHTHBIX pecypcoB. 3anauu Poccuiickoil OmOimMoTeyHOM accouuanuu B
pa3BUTHH HOPMATHBHO-TIPABOBOM 0a3bl OMOIMOTEUYHOTO Jea.

Pa3nen. 3. ®ona KHUKHBIX TAMATHUKOB

Tema 3.1. IlonaTne « KHHKHBII MaMATHHK.

Uctopus dopmupoBaHus, COBpEMEHHOE HAMOJHEHHE U PaCIpOCTpaHEHUE.
Buapl KHMKHBIX MAMATHUKOB (€IMHUYHBIE U KHMKHBIC MMAMATHUKH- KOJUICKITHH).
Karteropun KHI)XHBIX TAMSITHUKOB: MMAaMSTHUKH MHUPOBOro, (¢eaepaibHoro,
PErMOHAIBHOTO U MECTHOTO YPOBHEH.

Tema 3.2. Cnnenuguxa padoTbl ¢ KHHKHBIMU NAMATHUKAMU.

HpI/IHHI/IHBI BBIAABJICHUA: XpOHOJIOFH‘IeCKHf/'I, ) COIMAJIBbHO-LIICHHOCTHBIC
(BTaHHOCTB, YHUKAJIbHOCTD, IMPHUOPUTCTHOCTD, MCMOPHAJIBHOCTD,
KOHHGKHI/IOHHOCTB), KOHHHGCTBGHHBIﬁ, HpO(bI/IJ'IL KOMIIJICKTOBAaHH A (1)OH,[[a
KHHWKHBIX IIaMsATHHKOB, Y4ucT )51 OIIMCAHUC,IOCYdaPpCTBCHHOC XPaHCHHUC,
COXpPaHHOCTb, UCIIOJIB30BAHHUC.

Tema 3.3. Equnblii pacnpeneauTeabHbIil (POHI KHUKHBIX NAMATHUKOB.
Cucremubiii moaxoja k ¢popmupoBannio. TexHoJiorusi co3aHusi.

@DoHABl KHWKHBIX MaMSITHUKOB B OUOIMOTEKAaX, My3esX, apXuBax U T.1.;
GboHIBI B CHENHUATM3UPOBAHHBIX OTJAENAaX, KOJJIEKI[MU, KOMIUIEKCHI B COCTaBe
Ipyrux otaenoB-honaoaepxareneid. @opmupoBanue EnnHOTrO pacnpeneneHHoro
(GhoH1a KHIKHBIX MAMSTHUKOB U CO3[aHue AJIEKTPOHHOTO O0I11epOCCHiiCKOro CBojia
KHUKHBIX MaMSITHUKOB.

Karanoruzanus KHUXKHBIX MNaMSATHUKOB. PernonanbHas cuctemMa (HOHI0OB
KHWKHBIX TaMSITHUKOB. DenepanbHble U PETHOHANIbHBIC IIEHTPHI MO paboTe ¢
KHIKHBIMU TaMaTHUKaMu. O0ecnieueHre 0€301macHOCTH (POHIOB PEJIKUX U IIEHHBIX
KHMUT.
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3. YYEBHO-METO/JMYECKOE OBECIIEYEHUE JUISA
CAMOCTOSITEJBHOM PABOTHI OBYYAIOIMXCS MO
JTUCUMITJIMHE

3.1. IInaHbl cCeMUHAPCKUX 3aHATHI
CemuHapcKue 3aHITUSI HE PEyCMOTPEHBI 110 YUeOHOMY IJIaHy.
3.2. Ili1a"bl NPAKTUYECKUX 3AHATHH
IpakTnueckoe 3ansaTue Ne 1 (4 yaca).

Tema. MeHeKMEHT COXpAaHEHUS JIOKYMEHTHBIX PECYPCOB; CYIIHOCTb
HOHSTHS.

Heas: ¢opmupoBanue npoecCHOHAIbHBIX 3HAHUM M KOMIIETEHIMI B
001acTH MEHEI)KMEHTA COXPaHEHUS JOKYMEHTHBIX PECYPCOB.

3aganmMe. H3y4uTh TEOPETUYECKHME OCHOBBI MEHEPKMEHTa COXpPAaHEHUs
JOKYMEHTHBIX pecypcoB. I[0IrOTOBUTH MPE3EHTALMH 10 CIIEIYIOIUM BOIIPOCAM:

1. OcHOBHBIE TOHATHUS U KAaTETOpUH MEHEKMEHTa. DyHKIIMH MEHEKMEHTA
COXpaHEHUs! JOKYMEHTHBIX PECYPCOB.

2. Cuctema ympaBlIeHUs COXpaHEHHEM JIOKYMEHTHBIX PECYpPCOB B YCIOBHSIX
onbnuotexu (Ha npumepe (eaepaibHON, HEHTPATIBHON PETMOHAIBHON).

3. 'HHOBalMOHHBI MEHEKMEHT COXpaHEHUsS OMOIMOTEUYHBIX (POHIIOB:
CYILIHOCTh, 0COO€HHOCTH, UHCTPYMEHTAPUH.

4. Cuctema MHGOPMALMOHHOIO OOECIEUEHUE YNPABICHUS COXPAHEHHEM
JOKYMEHTHBIX PECYPCOB.

IIpakTuyeckoe 3ansaTue Ne 2 (2 yaca).
Tema. Pexxum, yciioBusi 1 MaTepuaibHO-TEXHUYECKAst 0a3a POHIOXpaHEHUS.
Henab: 03HaKOMHUTH CTYJEHTOB C TpeOOBaHUSAMHU 10 00ECIEUEHUIO
ONTUMAJIBHBIX YCIOBHUI paboThl (HOHIOXPAHMIHIL OMOINOTEK.
3aganue: 3amOJHUTH TAOJWIy OCHOBHBIX MapaMeTPOB PEKHMMa M YCIOBHMA
COXpaHHOCTU (POHJA.

Ne Bomnpoc OTtBer
1. OCHOBHBIE TIOHSATHS,
CBSI3aHHBIE C COXpPAaHEHUEM
O6ubauoreyHoro GoHaa
2. ['ocynapcTBeHHbIE
CTaHJAPThI IO COXPAHEHHIO
O6ubanoreyHoro Goxaa

3. [TonsiTue pexxuma
donnoxpanenus. Buabl
PEKUMOB.

4. 3aBUCHUMOCTh TpEOOBaHUH K

COXpaHEeHHUIO (poHJa OT ero
COLMAJIBHOW, HAYYHOMH,
KYJIbTypHOH IIEHHOCTH, OT
BUJIa JOKYMEHTa ¥ UHBIX
(bhakTopoB.
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o, MarepuanbHO-TeXHUYECKAs
6a3a poHmoXpaHeHuUs.
TexHonoruueckue
TpeOOBaHUS K
(bOHIOXpaHIIIUITY.

IIpakTuyeckoe 3ansaTue Ne 3 (4 yaca).

Tema. @enepanbHble HOPMATHUBHBIE TMPABOBBIC AKThI, PETYIUPYIOIIHNE
COXPaHHOCTh IOKYMEHTHBIX PECYPCOB OMOTUOTEKH.

Hean: ¢popmMupoBaHue 3HAHWUN, YMEHUN M HABBIKOB B 00JIACTH TIPABOBOTO
oOecIieueHus: COXpaHEHHUS JOKYMEHTHBIX PECYPCOB.

3ananue:

[IpoBecTn KOHTEHT-aHAMM3 (enepaTbHBIX HOPMATHBHO-TIPABOBBIX AaKTOB,
PEryJIUPYIOIUX COXPAHHOCTh TOKYMEHTHBIX PECYPCOB:

— 0TOOpaTh HOPMATUBHO-TIPABOBBIC AKTHI;

— pa3paboTtath TaOJUIIBI PUKCHUPOBAHUS PE3YIHTATOB aHAJIN3A,;

— 0000IIUTh OJIYYCHHBIEC PE3YIIbTATHI.

IIpakTuyeckoe 3ansaTue Ne 4 (4 yaca).

Tema. JlokanbHble IPaBOBBIE aKThl O IOKYMEHTHBIX PECYpCax.

Heab: popMupoBaHue 3HaHUM, YMEHUM U HAaBBIKOB B 00JIACTH MPaBOBOIO
o0ecrniedyeHns: COXpaHEeHUs JOKYMEHTHBIX PECYpCOB.

3agaHue.  M3yyeHUE  CHUCTEMBbl  JIOKAJIbHBIX  aKTOB  OWOIMOTEKH,
perIaMeHTUPYIOIINX BOIIPOCH COXPAaHEHUS TOKYMEHTHBIX PECYPCOB:

— oTo0OpaTh M3 CaWTOB OOIIEIOCTYIMHBIX OMOIMOTEK JOKAJIbHBIE AKTHI IO
3aJIJaHHOM TEME;

— CHCTEMaTU3WPOBAaTh JOKYMEHTHl 10 HAaNpaBICHUSM JCSITEIbHOCTH
OMOIMOTEKU MO COXPAHEHHIO JOKYMEHTHBIX PECYPCOB;

— ONpEIEeIUTh MPUOPUTETHBIC HAMIPABJICHNUS JaHHOTO BUJA AEATEIHHOCTH;

— c(opmHpoBaTh BHIBOABI U MPEAJIOKEHUS IO JaHHOW IpobiieMe.

IIpakTuyeckoe 3ansaTue Ne 5 (4 yaca).

Tema. ®oHa KHUKHBIX TAMATHUKOB: (OPMHUPOBAHHME, COXpPaHCHUE,
UCIIOJIb30BaHUE.

Ieab: 03HAKOMJICHUE C HAYYHBIMU OCHOBAMH, OPTaHU3AIMEN, METOIUKON U
TEXHOJIOTUSIMU PpabOThl C KHWIKHBIMH TMAMSTHUKAMH Kak C HalMOHAJIbHBIM
KYJbTYPHBIM JJOKYMEHTHBIM HACIIETUEM.

3ananue: UCITIONb3YS MH(pOpMaTMOHHBIE pecypcsl (caiiTsl,
npodecCUOHANIbHBIC IMYyOJMKAIlMK) OMHCaTh OMNBIT PabOThl OUOIMOTEK MO
bopMUPOBAHUIO, COXPAHEHHIO U UCIIOIB30BaHUIO (DOHIOB KHM)KHBIX MTaMSITHUKOB:

— BBISIBUTh NyOJUKalMM W WHGOpPMAIMOHHBIE MaTepualibl Mo padote
OMOIMOTEK C KHIMKHBIMH MaMSITHUKAMH;

— TIPOBECTH aHaJIU3 MOJyYeHHON nH(pOopMaIny;

— 3a(UKCUPOBATh PE3yJbTAThl MU3YyUCHHs B Pas3Iu4HbIX dopmax: pedepart,
Mpe3eHTaIMs, KOHTEHT-aHaJIu3 U JIp.
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3.3. Bonpochl /11 CAMOKOHTPOJIA 0 pa3aesiamM v CIUILTHHbI

Paznen 1. Teopernueckne 0CHOBBI MEHEIKMEHTA COXPAHEHUS
JTOKYMEHTHBIX PecypcoB

1. Pexxum u ycioBus XpaHeHHS (oHAa OHOIMOTEKU: COBPEMEHHOE
COCTOSIHUE Y MIPEIJIOKEHHS IO ONTUMHU3ALIHH.

2. TpeOoBaHUs K KIMMATHYECKOMY pEeXUMY (QOHIOXpAaHUIUIA U HX
BBITIOJTHEHHE B OMOIMOTEKaX.

3. Ilpunmunel  GOpMHUPOBAHUS CHCTEMBl KOMIUIGKCHOW 3aIllUThl U
MPOTrPpaMMHBIN METOJ1 YIIPABIICHHUS.

4. HopmaTtuBHO-TIpaBoBas 0a3a oOecreueHuss COXPaHHOCTH JOKYMEHTOB B
MPOIIECCE UCIIOIb30BAHUS.

5. Kommekc Mep 10 yCTpaHEHUIO OHOJOTHYECKUX MOBPEXKICHUI
JIOKYMEHTOB.

6. Opranuzamusi pabOThl C KHIDKHBIMH TAMSATHUKaMHU-KOJUICKIIUSIMUA B
dbongax 6MOIMOTEK.

Pa3znes 2. JlIokyMeHTALMOHHOE 00ecnieyeHre COXPAHHOCTH
JOKYMEHTHBIX PecypcoB.

7. PermoHanbHbIN acnieKT B OpMUPOBAHUM (POHIOB KHIKHBIX MTAMSTHUKOB.

8. Cuctema  ydpeaUTENbHBIX, JOTOBOPHBIX U  aJIMHUHHUCTPATUBHBIX
JIOKyMEHTOB OMOJIMOTEKU U €€ poJib B 0O0ecrieueHnr 0e301MacHOCTH U COXPaHHOCTU
JIOKYMEHTHBIX PECYPCOB.

9. IlpodeccronanbHO-00IIIECTBEHHBIE aKThl Poccuiickoir OMOIMOTESYHON
accoIMalliy, COJCUCTBYIOIIME COXPAHEHUIO OUOIMOTEYHBIX (POHIOB.

10. OcHOBHBIC TIOHATHA ¥ KAaTETOPUHA MCHEIKMEHTA COXPaHCHHS
JIOKYMEHTHBIX PECYPCOB.

11. ®OyHKUMM MEHEKMEHTA COXpaHeHUsI OUOIMOTEYHBIX (POHIOB.

12. OcHoBHBIE TpeOOBaHUS MOJIB30BATENCH K pabOTe SJIEKTPOHHOTO apXUBa.

4. METOIUYECKUE YKA3ZAHUA 110 OCBOEHUIO JUCHUITVIMHBI

VY cBoenue maTepuana TUCIMIUIMHEI Ha JICKIUAX, MPAKTUUECKUX 3aHATHUSIX U B
pe3ysbTaTe CamMOCTOATEIbHON TOATOTOBKM W M3YyYEHUS OTIEIBHBIX BOIPOCOB
JUCIUTUIMHBI, TIO3BOJAT CTYJAEHTY TMOJOWTH K TMPOMEXYTOYHOM aTTecTaluu
MOTOTOBJICHHBIM. 3HAHWS, HAKAIIJIMBAEMBbIE MIOCTENIEHHO U B PA3JIMYHBIX PAKypCax,
C UCIOJIb30BAaHUEM MPOTHUBOIOJIOKHBIX MHEHHM W B3TJSJ0B HAa Ty WA HHYIO
po0IeMy SBJISIOTCS TIIYOOKMMHU W Ka4eCTBEHHBIMH, M TO3BOJISIOT (OPMUPOBATH
COOTBETCTBYIOIINE PO ECCHOHATBFHBIE KOMIIETCHIINN KaK UTOT 00pa30oBaTeIbHOTO
nporiecca.

JIisi cucteMaTr3aluy 3HaHWH 10 TUCIUILIMHE TIepBOHAYAIbHOC BHUMAHHE
clieqyeT oOpaTHTh Ha pabouyro MporpamMmy Kypca, KOTopas BKIIOYaeT B ceOs
OCHOBHBIC MPOOJIEMBI NHUCHUILIMHBEI (TEMATUKY 3aHATHH), B paMKax KOTOPBIX H
bopMHPYIOTCS BOMPOCHI JIJIsi KOHTPOJs W arrectanuu. [loatomy oOydaromiuiics,
3apaHee 03HAaKOMHUBIIMCH C MPOTPAMMOI Kypca, MOXKET JIydIlle COPUEHTUPOBATHCS
B ITOCJIEIOBATEIIbBHOCTH OCBOEHUS Kypca ¢ TIO3UIIUI OpPTaHU3aI[ii CAMOCTOSTEIbHON
paboTHI.
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IIpu opranu3zanuyu mmpouecca OCBOSHUS JUCLHUIUIMHBI CJIEAYET YUUTHIBATS:

1. IInanuposanue epemenu, 0meeoeHH020 Ha 0C80EHUE OUCYUNTIUHDL.

IIpy nnaHupoBaHMKM BpPEMEHM HA OCBOCHHE JUCLUUIUIMHBI CIENYET
PYKOBOJICTBOBATBCS: CTPYKTYPOM IJUCLMUIUIMHBI, B KOTOPOM YKa3aHbl KOJIMYECTBO
aKaJeMUYECKHX YacoOB B pa3pe3e KaKIOM TeMbl, BHUJA 3aHATUN (JIEKLIMOHHOE,
MPAaKTHYECKOE, CEMHUHAPCKOE) M Yachl Ha CaMOCTOSITENbHYIO paboTy; (opmoit
TEKYLIErO0 KOHTPOJIA YCIEBAEMOCTH (TECThI, BBINOJIHEHHE HWHAMBUAYAJIbHBIX U
IPAKTUYECKUX 3aHATUH U JIp.); (GOpMOI MPOMEKYTOUHON aTTecTaluu (3a4eT).

2. IlocnedosamenbHocms Oeticmeutl npu 0C80EHUU OUCYUNTIUHDI.

N3ydyeHne Kaxaod TeMbl JAUCUUIUIMHBI LieJdecooOpa3HO HAuyMHATh CO
3HAKOMCTBA C COJEpKaHUEM IHCLUILIMHBI B pa3pe3e TEM; 3aTeM CIEIYEeT JTall
110/100pa UICTOYHUKOB U3 YKCJIa PEKOMEHAYEMBIX U MOJOOPAHHBIX CAMOCTOSTENBHO
(HayuHble cTaThu; HMHQOpMAIMs € O(UIMATIBHBIX CaHTOB TI'OCYAAPCTBEHHBIX
OpraHOB, OPraHOB MECTHOTO caMOympaBiieHus U Ap.). M3ydeHue HMCTOYHUKOBOM
0a3bl MOXET COINPOBOXKIATbCA KOHCIEKTUpoBaHHeM. llenecooOpa3Ho BecTu
NepedyeHb MPOOJEMHBIX BOIPOCOB KakK IO CYIIECTBY TEMBbI, OOYCIOBIEHHBIX
npoberaMu B HAYYHOM M IPaBOBOM I0J€ M HpoOJIeMaMu MNPaKTHYECKOTO
XapakTepa, TaKk M B CIy4dae 3aTPYJHEHUHN C YSICHEHHEM CMBICIIA M3JI0KEHHOTO B
UCTOYHMKAX MmaTepuana (yKa3aHHbIE BOIPOCHI MOTYT OBITh pa3pelieHbl
CaMOCTOSITEJIbHO, BO BpPEMS CECCHOHHBIX 3aHATHA WJIM Ha KOHCYJIBTAallUU C
IPEToAABATENEM).

JUis TOATOTOBKM K MNPAKTUYECKUM 3aHATUSIM PEKOMEHAYETCS MOAPOOHO
U3YyYUTb KOHCHEKT JEKIUM W Marepuaibl, IPEIIIECTBYIOMIMNX IPAKTHYECKOMY
3aHATUIO. Takke pPEKOMEHIYETCs O3HAKOMUTBCA C TEXHOJOIMEH IPOBEACHUS
IOPAKTUUECKUX 3aHATHH, KOTOpas BKIIIOYAET CJEAYIOIIME JTambl: OObSICHEHUE
3aJaHUsl M HABBIKOB (KOMIIETEHIMI), KOTOpbIE 3aKpEIUIIIOTCS B XOJIE €ro
BBINIOJIHEHUS; 3HAKOMCTBO C KOHKPETHBIMH HMCTOYHHUKAMHU HWH(OpManuu s
BBINIOJIHEHUS 3aJaHusi; OOCYXJEHHE M YTOYHEHHE BOMPOCOB B XOJ€ aHaIM3a
VMCTOYHUKOB HWH(pOpPMAIMK; COBMECTHBI MPOCMOTP NEPBUYHBIX PE3YJIbTATOB,
OLICHKA UX COOTBETCTBUS MO (POPMATIbHBIM U COAEPKATEIbHBIM TPEOOBAHUSIM.

3. Hcnonvzoseanue yuebOHO-MemoOouueckux mamepuaiog u pabomy ¢
aumepamypou.

CrenyeT NpUMEHATH CIEAYIOUIYIO TOCIENOBATENBHOCTh WCTOYHUKOB IS
U3Y4YEHUSI TEM JHUCLUIUIMHBI: HOPMATHMBHBIE NPABOBBIE AKTHl MO JUCLUIUIMHE,
KOMMEHTapuu K 3aKOHOAATEJbHBIM aKTaM; HAy4YHYI0 U Y4YEOHYIO JHUTepaTypy, a
TaK)K€ IPYrue UCTOYHUKH.

4. [loocomog6kKy k mexkyuwemy KoOHmpouro yCneeaemocmu.

OcHOBHOM 3ajayeil TEKyIero KOHTPOJS YCIEBAaeMOCTH OOYyYarOIIUXCs
SIBJISIETCS TIOBBIIICHUE KaueCcTBa 3HAHUM, MpUOOpETeHHE U Pa3BUTUE UMU HABBIKOB
caMOCTOATENbHOM pPaboThl. Tekylmuid KOHTPOJIb 3HAHUW, OOYy4YalOIIMUXCA 0
JUCLHUIUIMHE MOYKET HMMETh CIHEAYIONIME BHJIBI: YCTHBIM ONPOC Ha JIEKLMSIX,
MPAKTUYECKUX 3AHSITHUSIX; MPOBEPKA BBITOJIHEHHS] MTUChMEHHBIX CaMOCTOSITENbHBIX
paboT U JOMAIIIHUX 33JJaHUI; TECTUPOBAHHUE.

Jist 3ppekTUBHOM MOATOTOBKU K TEKYIIEMY KOHTPOJIIO IO JAMCIUIUIAHE
HEO0OXOJMMO HCIOJIb30BATh PEKOMEHJIOBAHHYIO OCHOBHYIO M JOMOJHUTEIbHYIO
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JUTEPATYPY, KOHCHEKTHI JIEKUUW, pa3pabOTKU CTYACHTOB, BBIMOJHEHHbBIE B
pe3yabTaTe MOJATOTOBKU U BBIMIOJHEHUS] CEMUHAPCKUX U MPAKTUYECKUX 3aHSITUH.

5. ®OHJI OLEHOYHBIX CPEJCTB JIJIsl IPOBEIEHUS]
MPOMEXYTOYHOM ATTECTALIMM IO JUCIUATIJIVMHE

5.1. Ilepevyenb KOMIIeTEeHUUI U 3TANbl KX ()OPMHUPOBAHUSA

Cornacuo ®I'OC BO no nanpasienuto noarotorku 51.03.06 bubanoreuno-
nH(pOpMaIIMOHHAs JIEITEIPHOCTh B paMKaX U3y4YCHUS TUCHUIUIMHBI « MeHeKMEHT
COXpPAaHEHHSI JIOKYMEHTHBIX PECYpCOB» Y OOydarouuxcs JOJIKHBI — OBbITh
c(hOpMHPOBAHBI CJIETYIONTHE KOMITETESHITUN:

Kon @opMyJIHPOBKA KOMIIETEHIIUHN

1K npogeccuoHaIbHble KOMIIETEHIIUU

[1K-15 | CrocobHoCcTh (hopMUpOBaTH POH/IBI IOKYMEHTOB,
aBTOMaTU3UPOBaHHBIE 0a3bl JaHHBIX, 00ECIIeYnBaTh UX YPHEKTUBHOE
HCII0JIb30BAHUE U COXPAHHOCTD

B pesynbrare ocBOEHHS AMCHMIUIUHBI CTYJEHT JOJDKEH pealn30BaTh
CIIOCOOHOCTh (OpMHUPOBATH (DOHIBI JIOKYMEHTOB B TOM YHCJE SJICKTPOHHBIX,
obecnieunBath UX 3()PEKTUBHOE UCIIOIB30BAHNE U COXPAHHOCTb.

HavanbHbii 3TaN:

Ha »tom »tame QopMupyroTcss 3HaHHS M HMHCTPYMEHTAJIbHBIE OCHOBBI
KOMITETCHIIUM, OCBAMBAIOTCS OCHOBHBIE KaTeropuu, (QopmMupyrorcs 0a3oBbie
ymenus.  OOywaromuiicss  3HaeT  TEOPETUKO-METOJOJIOTUYECKUE  OCHOBBI
COXPaHHOCTH M COXPAHEHUS JOKYMEHTHBIX PecypcoB. Eciu CTyIeHT OTBEYaeT 3TUM
TpeOOBaHUSIM, MOXXHO TOBOPUTH 00 OCBOGHHHM UM TOPOTOBOTO YpPOBHS
KOMITETCHIIUM.

Eciu OoH He TONBKO TOHMMAET CYIIHOCTHBIE OCHOBBI COXpPaHHOCTHU
oubsmoreuyHoro ¢GoHJa, HO U TOTOB CaMOCTOSITEJILHO OCYIIECTBIATH PaboOTy IO
KOHTPOJIIO 32 YCIOBHUSIMH COXpPaHHOCTH OuOIMoTeyHoro ¢oHaa, TO 3TO YxkKe
OCHOBHOM 3Tam, obecneunBaromuii ((OpMUPOBAHUE KOMIIETEHIIUH.

OcHoBHOM 3Tam:

Ha ocHOBHOM »JTame 3HaHMs, YMEHHS, HaBBIKH, 00€CIECUYNBAIOIINE
dbopMHpoBaHUE KOMIETEHIIMH, 3HAYUTEILHO BO3PACTAlOT, HO €Ie¢ HE JOCTHUTaI0T
UTOTOBBIX 3HaueHWH. Ha 3TOM »Tame CTyJIEeHT OCBaMBaeT METOABl U CIOCOOBI
coxpaHHOCTH OMOIMOTEYHOTO (POH/A, CTPYKTYPUPOBAHUS cOCTaBa (DOHIA C IEITBIO
€ro COXpaHEeHHUsl.

CnocobeH caMOCTOATENbHO pellaTh Yy4yeOHbIE 3aJayd [0 BOIPOCAM
COXPaHHOCTH JOKYMEHTHBIX PECYPCOB B 3aBUCHMOCTH OT THIIA U BHJIa TOKYMEHTOB.

YMeeT He TOJBKO OCYIIECTBISATh CAMOCTOSITENBHO TEXHOJOTHYECKHE
MIPOIECCHI COXPAHHOCTH JJOKYMEHTHBIX PECYpPCOB, HO U BHOCHT TIPEIOKECHHUSI 110 €€
COBEPIIICHCTBOBAHUIO. Y CIIEIIHOE MPOXO0XKACHUE STOTO 3Tara MO3BOJIAET JOCTUYD
CTaHJIAPTHOTO YPOBHsI CPOPMHUPOBAHHOCTH KOMIIETCHIIHH.
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3aBepmaommii yramn:

Ha 3aBepmaroniem stare 00y4aromuics JOCTUTAeT UTOTOBBIX MOKa3aTeeH
MO 3asBJICHHOW KOMIIETEHIIMH, TO €CTh OCBAaMBaeT BECh HEOOXOAUMBINH 00BEM
3HAaHWW, OBJAJIeBa€T BCEMU YMEHHUSIMH M HaBbIKaMU B cdepe 3asBICHHON
koMrieTeHIud. OH crnoco0€H HMCHOJb30BaTh 3TW 3HAHMS, YMEHHMs, HaBBIKM NpU
pEelIEHUH 3a]a4 TOBBIIIEHHON CIOXHOCTH M B HECTAHJAPTHBIX YCIOBUSAX,
JIEMOHCTPHUPYET 3TAJOHHBIN ypOBEHb C(HOPMHUPOBAHHOCTH KOMIETEHIMH. Brageer
COBPEMEHHBIMH METOJAMHU YIIPABJICHUS MPOLIECCAMU COXPAHHOCTU TOKYMEHTHBIX
pecypcoB, NpHUMEHSIET HMX Ha MpPaKTHUKEe B NPO(ecCHOHANbHON NeATeNbHOCTH
OnbMoTeK, THOOPMAIIMOHHBIX IIEHTPaX.

[TokazaTensiMu  YCHEIIHOCTH OCBOCHUSI CTYACHTOM JIaHHOM y4eOHOM
JUCHUTUIMHBI TIPU MPOBEJACHUU UTOTOBOTO KOHTPOJIS SIBJISIIOTCS HA0OP OCBOEHHBIX
KOMIETEHINW 3HAHUI, YMEHUWA U HAaBBIKOB. CTYJIEHT BIAJEET MOJHBIMU 3HAHUSMHU
10 3asIBJICHHON KOMIIETCHIIUH

Jist 3pdexTrBHONM TOATOTOBKM K THPOMEXKYTOYHOM arTecTaluyd 10
JUCUUIUIMHE HEOOXOJMMO HCIONb30BaTh PEKOMEHJIOBAHHYIO OCHOBHYIO U
JONIOJIHUTENBHYIO JINTEPATYPy, KOHCIIEKTHI JIEKLMM, 3alMCH, CACJTAHHBIE B XOJIE
MOATOTOBKU K CEMUHAPCKUM U MIPAKTUUYECKUM 3aHATHUSIM.

5.2. Iloka3aTe/id 1 KPpUTEPHH OLCHUBAHUS KOMIIETECHIUI

Jlsiss orneHWBAHUS pPE3yJIbTaTOB OOYYCHHsI B BHUAC 3HAHUU HCIOJIB3YIOTCS
CIICIYIOIIAE TPOICAYPHl M TEXHOJOTMH: YCTHBIH OIPOC; WHIMBHIYAIbHOC
cobece0BaHue, MMCbMEHHBIC OTBETHI HA BOIIPOCHI (B BHIIE MEKYUe20 KOHMPOJIS).

IIpoMeXyTOUHBIH KOHTPOJIb PEATU3YETCS B XOJ€ CIaYyd OOYYarOIIMMHUCS
3agera Ha 2 Kypce.

3ayer mpoBoauTcs B (popme yCcTHOTO ompoca. Ha moaroroBky k Bompocam
ounera naércs 20 mMuHyT. B ciiydae He cmaum 3adera CTYICHT HMEET IMPaBO
nepecaaTh 3a4€T B yCTAHOBJICHHOM TOPSIIKE.

OO01mue KpUuTEepUn OIEHKH OTBETOB CTY/IEHTOB

OneHka «32a4TEHO» OneHka «He 3aYTeHO0»

OneHuBaeTcst OTBET, €CIU CTYAEHT UMEET I'pyOble ommobKu.

CHCTEMHBIE MOJIHbIE 3HaHUS U YMEHUS 110 HEYJIOBJIETBOPUTEIBHOE 3HAHNE OCHOBHBIX

[IOCTABJIEHHOMY BOIIPOCY. TEPMHMHOB U TIOHATUHN Kypca;

Copepxanue BOIIpOca U3J1araeT CBSI3HO, B OTCYTCTBHE JIOTUKHU U TIOCIIEI0BATEIILHOCTH

KpaTKo# opMe, pacKpbIBaeT MOCIEA0BATENbHO | B U3JI0KEHUM MaTepHala Kypca;

CYTb U3Y4YEHHOT'O MaTepuana, JEMOHCTPUPYsI HeyMeHHe (OpMYIMPOBATH OTAENbHbIE

MIPOYHOCTH U MPUKIIAJAHYIO HAIIPABJIEHHOCTD BBIBOJIbI U 000011IEHNUS IO TEME;

IIOJIyYEHHBIX 3HaHUN U YMEHUH, HE JIONTYCKAeT | HEYMEHUE HCII0Ib30BaTh

TEPMHUHOJIOTHYECKUX OMNOOK U (PaKTHUECKUX (hyH1aMeHTabHbIE MOHATUS U3 0a30BBIX
o0mienpodecCHOHaTbHBIX TUCIUTLIHH.

IIpoMeKyTOYHBIII KOHTPOJIb TaKXe pealu3yercs B XOJ€ Cladu
00yJarolMMHUCS dK3aMeHa Ha 3 Kypce.

DK3aMeH MpoBoaAUTCS B (popme ycTHOTO omnpoca. Ha moarotoBky kK Bompocam
sK3ameHaImoHHoro oumneta naércs 30 muayT. OTIeHKa 3HAHUIN TPOU3BOIUTCS TIO 4-
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X OamibHOM miKane. B ciydyae HEyJOBIETBOPUTEIBHOM OIEHKH CTYIEHT HMEET
MPaBOo MepecaTh 3K3aMEH B YCTAHOBJIEHHOM MOPSIKE.

Oﬁmne KPUTECPHUH OICHKH OTBETOB CTYJICHTOB

BOIIPOCA U3J1aracT
CBSI3HO, B KPaTKOM
(dbopMe, pacKpbIBacT
MOCIIe0BATEIHHO
CYTh U3Y4YEHHOTO
MaTepuana,
JEMOHCTPUPYSI
MIPOYHOCTH U
MIPUKIAIHYIO
HAIMpPaBIEHHOCTh
MOJYYECHHBIX 3HAHU
Y YMEHUH, HE
JIOITYCKaeT
TEPMUHOJIOTMYECKUX
OImuOO0K U
(bakTHUeCKuX
HETOYHOCTEH

HEe00X0aUMBIE
JJIEMEHTHI
COJIepKaHusl, HO
JIOTTYIIICHBI
HEKOTOpPBIC
OIINOKH, HHOTIA
HapyIIaaach
[IOCIE0BATEIBHOC
Th U3JI0KEHHUSL.

3HaHUS, HO JIOIYIICHBI
CYIIECTBEHHbBIE OIIMOKH,
HEJIOTHYHO, IPOCTPAHHO
U3JI0)KEHO OCHOBHOE
CoJIepKaHKe BOIIPOCa.

OneHka «OTJIHYHOY Onenka Ouenka «ya0BJIeTBOPH Onenka
«XOpOoIIo» TeJbHO» «HEey/10BJIETBOPH
TeJbHO»
OnenuBaercst oTBeT, | OLeHuBaeTcs OnenuBaetcs HenoyHbIN | OLEeHUBaeTCs OTBET, IpU
€CJIM CTYJCHT UMEET | OTBET, B KOTOPOM | OTBET, B KOTOPOM KOTOPOM CTYACHTBI
CHUCTEMHBIE MOJIHbIE | OTCYTCTBYIOT OTCYTCTBYIOT JEMOHCTPUPYIOT
3HAHUS U YMCHHS 110 | HE3HAYUTEIIbHBIC 3HAYNUTEILHBIE OTPBIBOYHBIE,
MIOCTaBJICHHOMY 3JIEMCHTEI 3JIEMEHTBI COACPKAHUS OeccUCTeMHBIE 3HAHUS,
BOIIPOCY. COJICpKaHUS UITH WJIU TIPUCYTCTBYIOT BCE HEYMEHUE BBIJICIIUTh
Coneprxanue MPUCYTCTBYIOT BCE | BBIIICU3JIOKEHHBIE [JIaBHOE, CYIIECTBEHHOE

B OTBETE, JOITYyCKAIOT
rpyObie ommnoKu

IIo COBOKYNMHOCTH pe€3yJbTAaTOB TEKYIIETO M IIPOMENKYTOUYHOIO KOHTPOJIS
BBIHOCHUTCSI UTOTOBAasI OLICHKA 33 CEMECTP.

5.3. MartepuaJibl /sl OlEeHKU U KOHTPOJISl Pe3yJbTATOB 00y4eHHUsI

2 kypc (3auert)

MartepuaJibl 1J151 OLEHKH U KOHTPOJISA Pe3yJibTaTOB ®opmupyembie
00y4eHus KOMIIETCHIUU

1 | JlIokyMeHTHBbIE pecypchl Kak OOBEKT COXPaHEHHUS. [1K-15

2 | OCHOBHbIE MIOHSTHS U KaTETOPUU MEHEIKMEHTA [1K-15
COXpaHEHUs JOKYMEHTHBIX PECYPCOB.

3 | CoxpaHeHne TOKYMEHTHBIX PECYpCOB B IIpoIleccax ITK-15
VCITOJIb30BAHUSI.

4 | Pexum, yCIIOBUSI U MaTepUaIbHO-TEXHUYECKas 0a3a [1K-15
dboHAOXpaHEeHHUS.
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5 | OyHKIIMU MEHEI)KMEHTA COXPAHEHUS JOKYMEHTHBIX I1K-15
PECYpCOB: yUeT, aHAIN3, IPOTHO3UPOBAHHUE,
IJIAHUPOBAHKE, OpPTraHU3AINs], KOHTPOJIb, MOTHBAIIHSL.

6 | buonornyeckne U XUMUIECKHUE METOJIBI 3aITUTHI ITK-15
JIOKYMEHTHBIX PECYpPCOB OMOIMOTEKH.

7 | PexxuM XpaHeHUs: TOKYMEHTHBIX PECYPCOB. I1K-15

8 | KoMmbroTepHble TEXHOJIOTHHU B MPOIeccax COXPaHEHUs [1K-15
JIOKYMEHTHBIX PECYPCOB.

9 | Coxpanenrie (OHIOB B DKCTPEMATILHOM CUTYAIIUHU. I1K-15

10 | 3naueHue yuera OMOIMOTEUHBIX (POHIOB B KOHTEKCTE I1K-15
oOecrieueHust UX COXPaHHOCTHU

11 | KommuiekcHas cucteMa 0€301macHOCTH OMOIMOTEK U I1K-15
On0IMOTEeUHBIX (DOHIOB.

12 | Pacnipenenenue AOHKHOCTHBIX 00S3aHHOCTEN [1K-15
oubnuoTexkapeil, paboTarImux ¢ OMOINOTEUHBIM (HOHIOM.

13 | ®opmupoBaHue 0011IECTBEHHOTO MHEHUS T10 TIpobiieMam ITK-15
coxpaHeHHs onbmoreyHoro Goxma.

14 | PexnmamMHO-TIpeICTaBUTENIbCKAS JOKYMEHTAIIHS 110 [1K-15
COXpPaHHOCTU OUOIMOTEYHOTO (hOHA.

3 Kypc (3K3aMeH)
MatepuaJibl 1J151 OLEHKH M KOHTPOJIAA Pe3yJibTaTOB ®opmupyembie
o0yueHust KOMIIEeTEHIIUH

1 | Dramnbl pa3pabOTKU U KOMIIOHEHTHI peaTn3aluu [1K-15
CTPaTETUYCCKOTO TIIaHA 10 COXPAHEHUIO TOKYMEHTHBIX
pecypcoB

2 | KoHTpoinb kak (QyHKIHS MEHEKMEHTA: 3HaUYCHUE, [1K-15
OpraHu3aIys Mporecca KOHTPOIIS 32 COXPaHHOCTHIO
JIOKYMEHTHBIX PECYPCOB.

3 | [IpodeccrnonanbHO-KBATU(PUKAITUOHHAS MOICIIb [1K-15
MEHeKepa — XpaHuTessi OudanoreuHoro GhoHaa.

4 | IHHOBaIIMOHHBIM MEHEIKMEHT: CYIITHOCTh, 3HAUCHHE, I1K-15
TEXHOJIOTUSI ”HHOBAIIMOHHOTO TIPOIIecca, ATarbl U
coJiep KaHNe peopraHu3aIlvH.

5 | HokymeHTaionHoe o0ecneyeHue HOHA0XpaHEHUSI. [1K-15

6 | OpraHuzanys CUCTEMbI 0€30MTaCHOCTH JOKYMEHTHBIX [1K-15
pPECYpCOB: KOHTPOJIb €€ 00ECIICUCHHS.

7 | Coxpanenune oH/1a B ITPOIIeCcCcaxX UCIOJIb30BAHUS I1K-15

8 | OCHOBBI pecTaBpaIii JOKYMEHTOBS ITK-15

9 | ®oHa KHMKHBIX TAMSTHUKOB: (POPMHUPOBAHUE, ITK-15
COXpaHEHUE, UCTIOJIb30BAHNE

10 | 3ammTa 6MOJIMOTEKH OT MOXKapa I1K-15
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11 | Ilopsiaok AEHCTBHM B pa3IMYHBIX CUTYaIIUSIX, I1K-15
MEpONPUATHUS 10 JUKBUIALUU MOCTIEICTBUM
YPE3BbIYAMHBIX CUTYAIUH.

12 | Coxpannocts nokymenta. [OCT 7.50-2002 [1K-15
«Konceppainus JokymeHToB. O0111e TpeOOBaHUSD,

13 | IIpaBuia oOpateHus ¢ JOKYMEHTaMH JIJIS MOJIb30oBaTesen [1K-15
U IIepcoHala

14 | 3oHBI pucka B MpoOIECCE HCMIOJIB30BAHUS JOKYMEHTHOIO I1K-15
dbona

15 | PernonanwsHas cucreMa (hoHa KHHKHBIX TTAMSITHHKOB. I1K-15
HaydHple 1 opraHn3aliiOHHBIE OCHOBBI.

16 | denepanpbHOE 3aKOHOIATEIHLCTBO M OCHOBHEIE TIPABOBBIC I1K-15

HOPMBI, 00ECIIEYNBAIOIINE COXPAaHEHNE JOKYMEHTHBIX
pecypcoB. DeaepanbHbIi 3akoH «O OUOINOTEIYHOM

JIeTIe».

17 | HopmaTuBHbIE TIpaBOBBIE JTOKYMEHTHI CyObeKTOB PD u [1K-15
MYHHUITUTATBHBIX o0pa3oBaHuid, Kacaromuecs
dbopmHpoBaHu, UCITIOJIb30BAHUS u XpaHECHUS
JIOKYMEHTHBIX PECYPCOB.

18 | CkarupoBaHUE TOKYMEHTOB M TEXHOJIOTHS UX I1K-15
COXpaHCHUS

19 | F'oTOBHOCTH OMOJIMOTEK K TIOJIABJICHUIO 3aTOPaHUH U I1K-15
00pBOE € moxapamu

20 | TexHOJIOTHS NOATOTOBKH K 3aTOIIJIEHUIO U ITOATOIICHHUIO, [1K-15

O0opb0a ¢ ITUM O€JICTBHUEM U ITOCTABAPUMHBIC JICHCTBUS.

5.4. Metoanyeckue MaTepHAJIbI 10 OLIEHUBAHUIO Pe3YJIbLTATOB 00y4YeHM sl

IIpomeskyTouHasi aTTeCTALMS PEATU3YETCSA B X0JI€ C/Ia4yu O0y4arOoIUMUCS
3a04HOM (hopMbI 00yUeHUS 3adeTa. L{ebro MpOMeKyTOUHOM aTTECTAIMH SBIISICTCS
KOMIUIEKCHAsI U 0ObEKTHBHAS OLICHKA 3HAHUH CTYJICHTOB B IIPOIIECCE OCBOCHUS UMHU
OCHOBHOM  00pa3oBaTeIbHOM MPOTPaMMBbl  BBICHIETO  MPO(ECCHOHAIHHOTO
obpazoBanus. [I[poMexxyTodHas aTTecTanus MpPOBOIUTCS 110 3aBEPIICHUN N3yUCHHS
JUCUUATUIMHBI « MEHEIKMEHT COXpAaHECHUS JIOKYMEHTHBIX PECYPCOBY.

3a4eT 1Mo AUCIUILIMHE TIPECIeAyeT 1elIb OIEHUTh PadoTy CTyAEeHTa 3a Kypc
(3P0O), creneHb YCBOCHHS TEOPETHYCCKUX 3HAHUM M KOMIICTCHIIMH, YpOBEHB
TBOPYECKOTO  MBIIUICHUSI, HABBIKOB  CaMOCTOSTEIIbHOW  pabOThl, yMEHHUE
aHAJIM3MPOBATh MOJYYEHHBIC 3HAHUS Y MPUMEHATh UX B PEIICHUM MPAKTUUECKUX
3ajad.

3adeT MpPOBOAUTCS B YCTHOU ¢dopme Mo OuiieTam, KOTOPhIE YTBEPKIAIOTCS
kadenpoil. [Tpu He0OX0IMMOCTH ITPENOaBaTENIO MPEAOCTABIISIETCS MPABO 33/1aBaTh
CTYAEHTaM JOMOJHUTEIbHBIE BOMPOCHI, & TAKAKE TOMUMO TEOPETUUECKHUX BOIPOCOB
JIaBaTh MPAKTUYECKHUE 3aJaHUS 110 POrpaMMe Kypca.

Bo Bpems 3adeTa CTy/I€eHTBI MOTYT MOJB30BaThCsl YIE€OHBIMU MPOTPAMMAaMH,
CIIpaBOYHUKAMH M IIPOYMMH HCTOYHHKAMHU HHOOpMAIHMH, TEepeYeHb KOTOPHIX
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yCTaHaBJIMBAETCA TMPENOAaBaTENIeM M COTJIaCOBBIBACTCS Ha 3acedaHuM Kadeapsl.
Hcnonb30oBaHrWe MaTepualioB, HE MPEAYCMOTPEHHBIX YKAa3aHHBIM IIEPEUYHEM, a
TaKXe MOMNbITKA OOLIEHUS C APYTUMH CTYJI€HTaMH, B TOM YHCJIE C IPUMECHEHUEM
ANIEKTPOHHBIX CPEJCTB CBSI3U, HECAHKIIMOHUPOBAHHBIC MIEPEMEILICHUS CTYJICHTOB U
T.T. SBIAIOTCA OCHOBAaHWEM ISl yJOAJNCHHWs CTyJIE€HTa W3 ayJAUTOpUH H
MOCJEAYIOIIETO BHECEHUS B BEJOMOCTh OTMETKH «HE 3aUTEHOY.

KputepusiMu  yCOENIHOCTH OCBOCHHUSI CTYJCHTOM JIaHHOM  y4eOHOM
JVCLHUIUIMHBI IIPY MTPOBEICHUH TEKYIIETO U UTOMOBOTO KOHTPOJIS SIBJIIFOTCSA:

1. KonnuecTBo MpaBUIbHBIX OTBETOB 10 OUIIETY.

2. AKTHBHOCTB [TOBE/ICHUS CTY/IEHTA HA CEMMHAPCKUX 3aHATHSIX, BBITIOJTHEHUE
KOKIBIM  CTYJIEHTOM  BCEX MPAKTHYECKUX  pabOT, OCMBICIEHHOCTh U
CaMOCTOSITETIbHOCTD CYKJAEHUM, ITPOSIBIIEHHBIX B X0JI€ YCTHOIO OIpOCa.

3. TlpaBusbHBIE OTBETHI HA BOIIPOCHI MO COAEPKaHUIO 0A30BbIX UCTOYHUKOB U3
CMKCKOB PEKOMEH/IOBAHHOM JIUTEPATYPhI MO TUCIUILIIHE.

4. JlemMoHCTpalMsi 3HaHUA  NOPO(ECCHOHATBHBIX  TEPMHUHOB, TOHSATHUH,
KAaTE€ropui U TEOPUM.

5. Hanuune CcOOCTBEHHOrO0 BHJEHUS pPAacCMATPUBAEMOW  MPOOJIEMBI,
c(hOpMHUPOBAHHOTO Ha OCHOBE M3YyUYCHHS U aHAJIU3a HAYYHBIX PaOOT, BHIIIOJIHEHUS
MPAKTUYECKUX 3aTaHUM.

IIpomeskyTouHasi aTTecTalUA peAM3yeTCs TakXkKe B XOJE CAauu
oOydaromumucst 3k3ameHa. Llenplo MPOMEXYTOUHOM —aTTeCTall  SIBISICTCS
KOMILJIEKCHAsI U OOBEKTUBHAS OIEHKA 3HAHUM CTYIEHTOB B MPOIECCE OCBOCHUS UMU
OCHOBHOM  mpoecCMOHaNIbHON  00pa30BaTENbHON  MPOrpaMMbl  BBICIIETO
oOpa3oBaHUs.

DK3aMeH MPOBOAMUTCS B YCTHOM (hopMe MO IK3aMEHAIMOHHBIM OuIieTaM,
KOTOpBbIE  yTBEpXKAaloTcsa 3aBenyromer kadenpoit. Ilpu  HeoOXomumocTu
HK3aMEHATOpy MPEOCTAaBISACTCS MPaBO 3ajJaBaTh CTYJECHTAM JOMOJHUTEIIbHbBIC
BOIIPOCHI, @ TaKKe€ TOMHUMO TEOPETUUYECKUX BOIMPOCOB JaBaTh IPAKTHUUECKUE
3aJIaHus TI0 IpOorpaMMe Kypca.

Bo BpeMmss »k3aMeHa CTYAEHTBI MOTYT TIOJIb30BAaThCA  YUEOHBIMU
nporpaMMmamu, ClipaBOYHUKaMU U TPOUYUMH UCTOUHUKAMH UHGOPMAIUU, TIepeYEHb
KOTOPBIX YCTAaHABJIMBAETCS MPETO/IaBaTEIIeM.

KputepusiMu  yCHENIHOCTH OCBOEHUS CTYJACHTOM JaHHOW  y4eOHOI
JVCLUUIUIMHBI IPY MTPOBEICHUH TEKYIIETO U UTOMOBOTO KOHTPOJIS SIBJIIFOTCSA:

1. TlpaBuiibHbIE apryMEHTUPOBAHHbBIE OTBETHI Ha BOITPOCHI
HK3aMEHAIMOHHOTO OuseTa.

2. JleMoHcTpanys 3HaHUS TPOGECCUOHATLHBIX TEPMUHOB, TIOHATHUH, KaTETOpUit
Y TEOPHUH.

3. Hanwume COOCTBEHHOTO BHJIEHHS pacCMaTpPUBAEMON TMPOOJIEMBI,
c(hOpMHUPOBAHHOTO Ha OCHOBE M3YyUCHHS U aHAJIW3a HAYYHBIX paOOT, BHITIOJHECHUS
MPAKTUYECKUX 3aJaHUN.
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6. PECYPCHOE OBECIIEYHEHUME

6.1. OcHOBHAA M JONOJTHHUTEJbHASI yUeOHasi IUTEpaTypa

6.1.1. OcHoBHasi inTEpaTypa

1. bubmuoreunsiii ¢oux : xpecromarus / coct. O. A. JlomaruHa. —
Xabaposck: Xabap. H-T uckyccTB U KyabTypsl, 2014. — 140 c.

2. Cromspos, HO.H. VYmnpapnenue OubnuoreyHsiM (oHgoM :  ydeOHO-
npaktuyeckoe nocodue / FO.H. CronspoB ; MunuctepctBo KyibTyphl Poccuiickoit
Oeneparnu, DenepalibHOE TOCYJAPCTBEHHOE O00pa30BaTEIbHOE YUPEKICHHUE
BBICIIETO TMPOodecCHOHATBHOTO 00pa3oBaHusi «OpIOBCKUN TOCYIapCTBEHHBIN
MHCTUTYT UCKYCCTB U KYJIbTYphD». - Open : OpJaoBCKUM rocy1apCTBEHHBIA UHCTUTYT
UCKYCCTB U KyJbTyphl, 2015. - 155 c. : Tabn., cxem. - bubmuorp. B kH. ; To xe
[DeKTpOHHBII pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=439363.

6.1.2. JlonosiHuTEAbHAS JUTEPATYPA.

1. bmromun, A.M. MupoBbsie HHOOPMAIIMOHHBIE PECYPCHI : yIeOHOE ITocobue
/ AM. bmomun, H.A. ®eoktucrtoB. - 3-¢ u3a., nepepad. u gom. - Mocksa :
N3patenscko-Toproeast kopropauusa «JlamkoB u K°», 2016. - 384 c. : w1 -
(Yuebubie uznanus it 6akanaBpoB). - bubnuorp. B k. - ISBN 978-5-394-02411-
5 ; To xe [ DIEeKTpOHHBII pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=453024.

2. MatseeBa, 1.}O. bubnnoreunas nHHOBaTHKA : yaeOHOe mocobwme / M.1O.
MatBeeBa ; denmepanbHOE TOCYJApPCTBEHHOE O00pa3oBaTEIbHOE YUPEKICHUE
BBICIIIETO TPO(ECCHOHAIBHOTO 00pa3oBanus «YemsOWHCKash TocyaapCTBEHHAsS
aKageMus KyJbTypbl U MCKYCCTB», HCTHTYT HOKYMEHTAJIbHBIX KOMMYHHKAITUH,
Kadenpa oubamoreuno-uHpopMamoHHON esaTenbHoCcTH. - Yensiounck : UI'AKU,
2010. - 128 c. : un. - bubnuorp.: c. 119-123. - ISBN 978-5-94839-228-8 ; To xe
[DneKTpOHHBIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=492220.

3. Mopesa, O.H. ®opmupoBanre TOKyMEHTHBIX (POHIOB : yueOHOE mocodure
/ O.H. Mopeaa. - Kemeposo : KemI'VKH, 2010. - 300 c. - ISBN 978-5-8154-0175-
4 ; To xe [DJIeKTPOHHBII pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=227755.

4. Tapanenko, JI. I'. UndopmanmonHoe odecrnieueHue noTpeoHOCTeN peruoxa
[OnexTpoHHBIN pecypc]: yueOHoe mocobue / JI. I'. Tapanenko. — Kemepono:
KemI'YKU, 20009. — 195 C. — URL:
http://biblioclub.ru/index.php?page=book&id=228135

6.1.3. PekoMenayemasi jureparypa

1. O 6ubmmoreunom nene: denepanbHbiid 3aK0H 0T 29.12.94 Ne 78-D3 (B pen.
®denepanbHOro 3akoHa ot 22.08.04 Ne 122-D3).

2. OO0 00s3aTeTbHOM JK3eMIUISIpe JOKYMEHTOB: (DenepaibHbIi 3aKOH OT
29.12.94 No 77-@3 (B pen. ®eaepanbHoro 3akoHa ot 22.08.04 Ne 122-D3; Ne 28-03
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ot 20 mapta 2008 r. «O BHeceHnuun usMmeHenuil B deaepanbubiid 3akoH Poccuiickoi
®enepann «O06 0043aTETEHOM IK3EMIUIIPE JOKYMEHTOBY ).

3.TOCT P 7. - 2015 «bubnuoreunsiit poun. Texnomnorus GopMupoBaHUs»;

4.TOCTP 7.0.76-2015 «KommekroBanue GpoHaa JOKyMEHTOB. TepMUHBI U
OIPEIEIICHUS;

5. TOCT 7.50-2002 «Konceparus tokymeHToB. O01111e TpeOOBaHUAY,

6. [Topsimok ydeTa TOKyMEHTOB, BXOSIIUX B COCTaB OMbIuoTeyHoro poxmaa:
[Tpunoxenue k IIpukazy MunucrepctBa KyibTypsl Poccuiickoin denepanuu ot 8
okTsiOpst 2012 1. Ne 1077 v «OO0 ytBepxaeHun I[lopsiika ydera TOKYMEHTOB,
BXOJISIIITUX B COCTaB OMOIMOTECYHOTO (hOHIAY.

6.2. Pecypcbl MH(pOPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTn «AHTEpHET»

B cooTBercTBMM ¢  JMIICH3MOHHBIMA HOPMAaTHBAMU  OOCCIICYCHUS
OnOMMOTeYHO-MHPOPMAIIMOHHBIMU ~ pecypcamMu  OWOIMOTeKa  OpraHu3yeT
WHIMBUTyaJIbHBIN HEOTPaHUUYEHHBIN JOCTYN U3 JIF0OOM TOYKH, B KOTOPOW UMEETCs
noctyn kK cetu MHTepHeT, K yueOHbIM MaTepHaiaM DJIEKTPOHHO-OMOIUOTEUHBIX
cucrem (ObC):

1. OBC «YuuBepcurerckas Oubmuorexka onnaiin». MzgatensctBo: OO0
«HexkcMenuay. IlpunamnexxHocts cTopoHHsss. WWW.biblioclub.ru. KomugectBo
Kirouelt (mosib3oBateneii): 100% on-line. XapakrepucTrku 6u0OIMOTEUHOTO (HOHIA,
JOCTYI K KOTOPOMY NPEAO0CTABISIETCS] JOTOBOPOM: IOCTYI K 6a3oBoii yactu DbC.

2. B/l OnexrponHas Cucrema «Kymprypa». basa [laHHBIX OieKkTpoHHas
Cucrema «Kynbrypay. [IpuHamiexxHocts cTopoHHss. http://www.e-mcfr.ru.

3. Web MPBUC XabapoBckuii rocylIapCTBEHHBIH WHCTUTYT HCKYCCTB H
KyJbTYpPBI (3JI€KTPOHHBIN KaTtajor). MexayHapoaHas acCOLMalMsl MMOJIb30BaTeNe
U pa3pabOTYUKOB JJICKTPOHHBIX OMOJMOTEK W HOBBIX HWH(POPMAIIMOHHBIX
TEXHOJIOTUI (accouunanus OBHUT). IIprHanIEe)KHOCTH CTOPOHHSISI.
http://irbis.hgiik.ru.

4. eLIBRARY.ru — Hayunas snektponnas oubnumorexka. OOO Hayunas
aJIeKTpoHHast Oubianoreka. IlpuHammexxHocTh cToponHss.  http://elibrary.ru/
JIunensnonnoe cormamenue Ne 13863 ot 03.10.2013 r. — 6GeccpouHo.

5. DnexrponHo-omomoreunas cucrema ®I'bOY BO «XT'MK». ®I'BOY BO
«XT'UK». [IpuHagIEKHOCTD COOCTBEHHas. JloxanbHbIM JOCTYII.
http://carta.hgiik.ru. ITpukas no Muacturyry Ne 213-06 ot 07.10.2013 .

6.3. UHpopmanoHHbIE TEXHOJOTHMH, IPOrPAMMHOE 00ecredyeHue 1
HH(OpPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

[Iporpammuo-uHbOpMaIMOHHOE ~ Oo0ecriedeHue  y4eOHoro  mporiecca
COOTBETCTBYET TpeOOBaHUAM (peneparbHOTO roCyIapCTBEHHOTO 00pa30BaTEIHLHOTO
CTaHJapTa.

JInst mpoBeAeHus! 3aHATUIM JIEKIMOHHOTO TUIIA, 3aHSATUN CEMUHAPCKOTO THIIA,
IPYIINOBOM KOHCYJIbTAllUM, TEKYIEr0 KOHTPOJS U MPOMEKYTOUYHON aTTecTaluu
HCIIOJIB3YETCsl CIIEAYIOIIee MPOrpaMMHOE 0OECTICUeHHUE:

— JIMIIEH3UOHHOE MPOIPHUETAPHOE MTPOTPAMMHOE 00ECIICUCHHE:!

1. Microsoft Windows

22


http://www.biblioclub.ru/
http://www.e-mcfr.ru/
http://irbis.hgiik.ru/
http://elibrary.ru/
http://carta.hgiik.ru/

2. Microsoft Office (B coctaB 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);

— cBOOOTHO pacmpoCTpaHsIeMoe MPOrpaMMHOE 0OecTieyeHNE:!
1. wabop oducuseix nmporpamm Libre Office

2. aynuomnpowurpsiBareas AIMP

JIJIs caMOCTOSITEIIBHOM MOATOTOBKH CTYJICHTOB K 3aHATHSIM IO JUCIUILIAHE
TpeOyeTcss oOpaieHre K mporpaMmMHoMy oOecrneuenuto Microsoft Windows,
Microsoft Office, B Tom umciie 11 TOATOTOBKY MYJIbTUMEAMUHBIX ITPE3CHTAIUH 10
TeMaM ceMuHapoB B mporpamme PowerPoint. JIns co3maHus KOHEYHBIX HE
pPEeIaKTUPYEMbBIX BEpCHIA JOKYMEHTA PEKOMEHIyeTC s MCTojIb3oBaTh Acrobat X Pro,
Bxoaaumii B cocras nakera Adobe Creative Suite 6 Master Collection.

[Ipy w3ydYeHWH JOUCHUIUIMHBI OOYydYaromuecss HWMEIOT BO3MOXKHOCTH
UCIIOJIb30BaHUsT MH(POPMAIIMOHHO-CIIPaBOUHbIX cucteM «KymbTypa» u «["apanT»,
Takke pedepaTUBHbIX U OMOJIMOMETpHUUECKMX 0a3 JaHHBIX pPELEH3UPYEeMOu
mutepatypel Web of Science m SCOpuUS, B COOTBETCTBHHM C 3aKJIFOUCHHBIMH
JIOTOBOPaMH.

Ha Bcex KoMmbpIOTEpax B HWHCTUTYTE YCTAHOBIEHO JIMIICH3HMOHHOE
aHTUBHUPYCHOE TporpamMMmHOe oOecnieuenue Kaspesky Endpoint — Security.
Heo6xonumpiM yciaoBueM UHGOPMAIMOHHON O€30MaCHOCTU WHCTUTYTA SIBJISICTCS
o0si3aTenbHas TPOBEpPKa HA HAJIMYWE BHUPYCOB BHEUTHUX HOCHUTENICH Tepel uX
Ucrob30BanueM ¢ momoinsio Kaspesky Endpoint Security.

[Tepeuncnennoe mporpaMMHOe obecrieueHrue OOHOBIISIETCS IO MEPEe BBIXOJA
HOBBIX BEPCUU MPOrPaMM B PaMKax COOTBETCTBYIOIIUX JIULEH3UM U COTJIAILICHUN.

6.4. MaTepuajibHO-TeXHUYECKOE OOecreueHmne

MarepuanbHO-TEXHUYECKOE OOECIeUeHUE peaIM3yeMOl  JIUCHIUTLIAHBI
COOTBETCTBYET TPeOOBaHUAM (eJiepaibHOTO TOCYAaPCTBEHHOTO 00pa30BaTEIbHOTO
cTaHjaapra.

JInst mpoBeAeHUs 3aHATUI JIEKIMOHHOTO TUMA, 3aHATHI CEMUHAPCKOTO THUIIA,
IPYIIOBOM KOHCYJbTAllUM, MPAKTUUYECKUX 3aHATUM, TEKYIIEro KOHTPOIS U
MPOMEKYTOUYHOM aTTECTAllMd B Y4EOHOM TMPOIIECCE HCIOIB3YIOTCS CIETYIOLINE
CIICIIUAIIbHBIC TIOMEIIICHUS:

— CHEUHATU3UPOBAHHBIN KaOuHET O1OIMOTEeYHO-UH(OPMAIITMOHHON
nedarenbHocTH  (213a), BKIIOYAKOMIMK  MYJIbTUMEAUNHBIA  MPE3CHTALIMOHHBIM
KOMIUIEKC B  COCTaB€ IMPOEKTOpa, AaKTUBHOM  aKyCTUYECKOW  CHUCTEMBI,
MEPCOHAIBHOTO  KOMIBIOTEPA, CTOJNbI, CTYyJbsl, CTOJ TUCBMEHHBIA 1A
npenojaBaresiel, J0CKka HaCTeHHAas1, ayAUTOPHAs.

23



Jlist camocToATenbHOM padoThl npeaHazHayeHa ayA. 209 (uyuTanbHBINA 3a1
OMOJIMOTEKU C MOAKIIOUYECHUEM K ceTH «HTepHET» U IOCTYNOM B 3JIEKTPOHHYIO
nH(OPMAITMOHHO-00pa30BaTEIbHYIO CpEIy By3a), CIEIUaTu3UPOBAHHBIN KaOWHET
OonbmnoTeuHO-MHGOPMAIIMOHHON AesTenbHOCTH (213a).

Aynutopus 209 ocHaleHa CIeAYIOIUM 000pyA0BaHUEM:

— TEPCOHATBHBIC KOMIBIOTEPHI, CTOJIBI, CTYJIbs, KHUKHBIC KA b, KHIKHBIN
U JOKYMEHTAJIbHBINA (DOHI, TETIEBU30D

Aynutopus 213a ocHalieHa MyJIbTUMEIUIHBIM TPE3EHTAIMOHHBIN KOMILIEKC
B COCTaB€ IMPOEKTOpPA, AKTUBHOW AaAKYCTUYECKOW CHCTEMBI, MEPCOHAIBHOIO
KOMIIBIOTEPA, CTOJBI, CTYJIbsl, CTOJl NMUCBMEHHBIN MJIA IpErnojaBaTesieid, JOCKa
HaCTEHHas!, ayIUTOPHAs.

[Ipu HeoOXOAUMOCTH B Y4YE€OHOM IPOIIECCE HCIOJIB3YIOTCS KOMIUICKTHI
MEPEHOCHBIX JIEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, TPOEKTOP, IKPaH).

Bce xommnbroTepsl MTHCTUTYTa 00BEIUHEHBI B TOKAJILHYIO CETh, C KQXKA0TO U3
HUX BO3MOKE€H BBIXOJI B TJIOOanbHYIO ceTh MHTepHeT. MHCTUTYT HCIONB3YET
BBIJICJICHHBIN KaHall co cKopocThio 10 M6/c. J1jist cTy1IeHTOB UMEETCsl BO3MOXKHOCTh
BBIXOJIa B ceThb MHTepHET ¢ MOOWIBHBIX ycTpoicTB mocpeactBom cetu Wi,
KOTOpasi yCTaHOBJICHA B UUTAJIbHOM 3ajie MHcturyTa.

[IpoBeneHne nexkuuid MO AUCUHUIUIMHE «MEHEIKMEHT COXPaHCHUS
JIOKYMEHTHBIX PECYPCOBY COMPOBOKAACTCS CIANI-TIPE3CHTAIUSIMH.

7. OCOBEHHOCTHU OBYYEHMSA UHBAJINIOB U JINI C
OI'PAHUYEHHBIMH BO3MOXHOCTAMMU 310POBBA (OB3)

B npouecce nzydeHus: JUCHUIUIMHBL M OCYILECTBICHUS NPOLEAYP TEKYILEro
KOHTPOJISl YCIIEBAEMOCTH W TPOMEXYTOYHOM aTTecTallid WHBAIUJIOB W JIHI[ C
OTPAHUYECHHBIMH BO3MOXHOCTSIMA 3JI0POBbSI TNPUMEHSIOTCS  aJalTUPOBAHHBIE
dbopMbl  00y4YeHHST C€ YYETOM HHIUMBHIYAIbHBIX TCUXO(PU3NOIOTHIECKUX
0COOEHHOCTEH.

OOyueHue Ml C OrPAaHUYEHHBIMH BO3MOXKHOCTSMH W HMHBAJIHJIOB
OpraHU3yeTcsl KaKk COBMECTHO C JIPYTMMU OOYYAIOIIMMHCS HA JEKUHUOHHBIX H
MPaKTUYECKUX 3aHITHUSIX, TaK U 110 MUHAUBUIYyAIbHOMY yuyeOHOMY I1aHy. Bo Bpems
MPUEMHOM KaMIIaHWH, a TAKXKE BO BPEMSI CAAUM Pa3IU4HbIX (POPM MPOMEKYTOUHOU
U TOCYJApCTBEHHOM WUTOTOBOM arrecTaluu B MHCTUTYTE CO3/1aHbl HEOOXOIUMBIE
YCIOBUSI Il OKa3aHWs TEXHUYECKOW TOMOIIM WHBAIMAAM M JIMLAM C
OTrPaHUYEHHBIMU BO3MOXHOCTSIMHU 3/10pOBbsl (NP HEOOXOJUMOCTH MOXKET OBITh
JOMYLIEHO IPUCYTCTBUE B ayJAMTOPUU ACCHUCTEHTOB, COMPOBOXKIAOLIMX JIMIL,
COOaKHU-TIOBOJBIPS U T.I1.).

OOyuaromyecss ¢3 YWCIa WHBAIMJIOB W JIMIl C OTPAaHUYCHHBIMU
BO3MOKHOCTSIMU 37IOPOBbSI, TIPH HEOOXOJUMOCTH, MOTYT OBITh OOECTICUCHBI
AJIEKTPOHHBIMU W TIEYaTHBIMH OOpa30BaTEIbHBIMH pPECypcaMu C YyYeTOM UX
WHIUBUIYAbHBIX TOTpeOHOCTe. Jlyig peanu3anuu  JOCTYIHOM cpeabl Mpu
HEOOXOJAMMOCTA B Y4YEOHOM IIpollecCeé MOTYT ObITh 3aJ€HCTBOBAaHbI JOKYMEHT-
KaMmepa JUisl YBEIMYEHUS TEKCTOBBIX (DparMEHTOB W M300pakeHuW (A JUI| C
HapylIEHUsIMU  3pPEHHs) M TEPEeHOCHas  WHIYKUMOHHAs  CcUcTeMa IS
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cnabocnbimamux «Mctok» A2 cO BCTPOEHHBIM IIJIEEPOM — 3BYKOBBIM
UH(POPMATOPOM.

OBC  «YHuBepcuterckas  OuOnMoTeKa  OHJIAWH»  TPEJOCTaBISET
oOyuarormumcst ¢ OB3 (Mo 3peHwio) psig BO3MOXKHOCTEH It 0OECTICUCHHUS
sahdexTuBHOCTH TIporiecca oOydeHus. [Ipyu uTreHMrn macmTad CTpaHUIBI calTa
MO>XHO YBEJIMYUTh C MOMOUIBIO CHEIHAIBHOIO 3HAayKa Ha TJIABHOW CTpPaHULIE.
Mo>KHO UCTIOIB30BaTh MOTHOIKPAHHBIN PEXKUM 0TOOPAKEHUS KHUTH WITU BKIIIOUNTH
O3BYYHMBAHUE HEMOCPEACTBEHHO C caiTa MpU IMOMOIIM MPOrpPaMM HSKPAHHOTO
nocryna (Harpumep, Jaws , «Balabolka»). CkaunBaembie ¢parmMeHThl B (hopmare
pdf, umeromne BBHICOKOE KaueCTBO, MOTYT HCIOJIb30BaThbCS TH(IOMPOrpaMMaMu
JUTSI TOJIOCOBOTO 03BYYMBAHUS TEKCTOB, MOTYT OBITh 3arpyE€HbI B TH(IOIIICEPHI, a
TaK)ke CKOIMPOBAHBI HA JII000E YCTPOUCTBO 711 KOM(DOPTHOTO YTEHUSI.

CepBuc DObC «lluTaTHUK» IMOMOTAET IMOJIL30BATENI0 M3BJIEUb IUTATy WU
aBTOMATUYECKH (POPMUPYET KOPPEKTHYIO OHOIMOrpaMyecKkyro CChUIKY, YTO
OCOOEHHO aKTYaJlbHO IS JIMI] C OTPAHMYEHHBIMU BO3MOXHOCTSIMH M OOJIEr4aeT
MPOLIECC HAMMMCAHUS KypPCOBOM WIIM BBIITYCKHOM KBAIM(PUKALMOHHON paOOTHI.

JIns moaAroToBKH K 3aHATHSAM oOywaromuecsi ¢ OB3 (o 3peHuto) Moryr
UCIOJB30BaTh MoOWibHOE mpwiokenne ObC «JlaHb», NpeaHasHAYEHHOE s
O3BYYHMBAHUSl TEKCTAa KHUTH. PexuMm pgocTtyna: >SJIEKTPOHHBIA, MPHUIIOKEHHE
CKauuBaeTcsd 00y4arouuMcsl CaMOCTOATENBHO ¢ caiTa e.lanbook.ru, HeoOxoaumoe
ycioBue: ObITh 3apeructpupoBaHHbiM B OBC «Jlanby». Mcnonb3yercs cBOOOIHO
pacrpocTpaHsemas mporpamma dKpanHoro pocryna Nvda.
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