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1. IosicuuTeabLHas 3aNMUCKA
1.1 Ileap m 3aga9u TUCHUILINHDBI

Heab aucOMIUVIMHBI - U3Y4YCHHE TEOPETHYECKUX TMpOOJeM U MPHUKIAIHBIX aCHEKTOB
MEXKIYHApOIHOM CTaHIapTHU3alUK YIIPABICHUS JOKYMEHTAIUECH.

OcBocHHE IUCHUIUIMHBI HANPABICHO HA MPUOOPETCHHE CTYyJASCHTAMH 3HAHWK O MPUHIUIIAX
pa3pabOTKH  MEXIYHApPOJHBIX CTaHAAPTOB, MCIOJB3yEeMbIX B VIPABICHUH JTOKYMEHTAIUCH,
OpraHM3aIysIX, BOBJICUYCHHBIX B 3Ty pabOTy, a TAKXKE O CAMHX CTaHAapTax 3TOH Cephl.

[IpenmMeroM  W3ydeHHUs  SBJISIETCA  CTAHAAPTHU3aLMs  YIPABICHUS  JOKYMEHTAllMEHd  Ha
MEKIYHapOJHOM YpOBHE.

3agaum AMCHMIIMHBI

- M3y4YCHHE OCHOBHBIX TMOHSATHH, HCIONB3YyEeMbIX MPHU MPOBEACHUU PAbOT MO MEXKAYHAPOIHOU
CTaHJIapTU3allMK YIIPABICHUS JOKYMEHTAIUEH;

- U3Y4YEHUE UCTOPUH MEXIYHAPOIHON CTAHAAPTU3ALMYU YIIPABIECHUS;

- M3y4YE€HHE HOPMATHMBHO-IIPABOBBIX OCHOB CTaHIAPTH3aLMUU YIpPaBJICHUS NOKyMEHTalued Ha
MEKIYHApOJHOM YpOBHE;

- U3y4eHre NHPOPMAITMOHHBIX CUCTEM U OCHOBHBIX HH()OPMALIMOHHBIX PECYPCOB, UCTIOIB3YEMbBIX
IIPU OpraHU3allMM M MPOBEACHUU PAOOT MO CTaHIAPTU3ALMM YIPaABICHUSA JTOKyYMEHTAlMend Ha
MEXIYHAPOJAHOM YPOBHE;

- U3YYCHHE MEXTYHAPOIHBIX CTAaHIAPTOB, PETYIUPYIOMUX chepy yIpaBlIeHUs JOKYMEHTAIIMCH U
CMEXXHBIX C HEH o0yacTei.

1.2 TIlepeuyeHb MJIAHUPYEMBIX Pe3yabTATOB 00y4eHUs MO JUCHUIINHE (MOIY.I10),
COOTHECEHHBIX C MHANKATOPAMM JOCTHKEHUS] KOMIIeTEeHIHIi:

KomMnerenuuu NuaukaTopbl KOMIeTeHIM A Pe3yabTarsl 00yueHus
VYK-4 Criocoben VYK-4.2 ocymiecTBnsier 3HaTh: HICTOPUIO U COBPEMEHHOE
MIPUMEHSITh KOMMYHHUKAIH B YCTHOW U COCTOSTHUE 3apy0eKHOTO OMIbITa
COBpPEMEHHBIE MUCbMEHHON (hopMax Ha PYCCKOM U | YIpaBJeHUs JOKYMEHTaMH U
KOMMYHHUKATHBHBIE | HHOCTPAHHOM SI3BIKaX JUIS PEUICHUST | apXUBaMH
TEXHOJIOTUHU B TOM 3aJ1a4 NpoQeccuoHaNbHOM YMeTb: NpUMEHSATH 3apyOeKHbIN
qHcie Ha JeSTeTbHOCTH OTIBIT YIIPABJICHUS TOKyMEHTaMH U
MHOCTapHHOM(BIX) apXuBaMu
A3bIKe(ax), 1is BiageTs: HaBpIKaMu aHaJIM3a
aKaJIeMUYeCKOro 1 3apyOE)KHOTO OIbITA YIPABICHUS
npoeCCHOHATHLHOTO JOKYMEHTaMH B apXUBaAMH
B3aUMOJICHCTBUS
I1K-1 Cnocoben [1IK-1.1 ocymectBaseT paboty ¢ 3HaTh: TpeOOBaHUs HAIIMOHATIBHBIX
OCYIIECTBIIATh Pa3IUYHBIMU KaTETOPHsIMU CTaHJapTOB, KOTOPbIE
PYKOBOJICTBO JOKYMEHTOB B YIIPaBJICHUHW M apXUBE | IIeJIECO00pa3HO HCIOIB30BaTh IPU
JesTeIbHOCTHIO 10 Ha OCHOBE TpeOOBaHMIA pa3paboTKe HOPMATUBHBIX U
JOKYMEHTAI[HOHHOMY | HOPMaTHBHBIX JOKYMEHTOB METOAMYECKUX JOKYMEHTOB IO
o0ecreYeHno BE/ICHUIO JOKYMEHTAI[HOHHOT'O
yIIpaBJICHUS o0ecrieueHns yrpaBIeHUsS U
opraHuszanuen u apXHMBHOTO JIeN1a
apXHBOM YMeTb: pa3pabaTeiBaTh

HOpPMAaTHBHBIE U METOINYECKHE
JIOKYMEHTHI 110 BEJICHHIO
JJOKYMEHTAIIMOHHOT0 00eCIeUeHHSI




YIPaBIICHUS H apXUBHOTO JIeNa C
MPUMCHCHUCM HAIIMOHAJIbHBIX
CTaHIIaPTOB

BJIaIIeTB: HaBbIKaMU OpraHU3aluu
paboT 10 pa3paboTKe HOPMATUBHBIX
U MCTOANYCCKUX NOKYMCHTOB I10
BEJICHUIO JOKYMCHTAIIMOHHOTO
oOecrieueHHs yrpaBJICHUS U
ApXUBHOTO Jieia

[1K-3 Cnocoben [1K-3.2 ucnons3yer TpeOOBaHUA 3HaTh: TpeOOBAHUS

YIIPABJIATh MEXIyHAPOJHBIX U HAIMOHATBHBIX | MEXKAYHAPOIHBIX M HAIIHOHAIBHBIX
JTOKyMEHTaIen CTaH/IapPTOB K YIIPABJICHUIO CTaHJIAPTOB K yIPABICHUIO
OpraHu3anuu JTOKYMEHTaMH JOKyMEHTaMHU

YMeTh: UCIOIB30BaTh Ha MPAKTUKE
TpeOOBaHUS MEXKTYHAPOIHBIX U
HallMOHAIBHBIX CTAHIAPTOB K
YIpaBIEHUIO JOKYMEHTaMU
Brnanets: HaBpIKaMu IPUMEHEHUS B
OpraHu3anuu TpeOOBaHUN
MEXIYHAPOAHBIX U HAITMOHAIbHBIX
CTaH/JapTOB K YIPaBICHUIO
JIOKYMEHTaMU

1.3 MecTo IUCHUILIUHBI B CTPYKTYpe OCHOBHOI1 00pa3oBaTe/IbHOIi MPOrpaMMbl

JucuurumHa «MexcOyHapoOHble U HAYUOHAIbHbIE CIAHOAPMbL N0 YAPAGLEHUIO OOKYMEHMAMU U
apxugamuy SIBISICTCS TUCIUTUTMHOMN 110 BBIOOPY YacTH, (GOpMHUPYEeMOH y9acTHUKaMU 00pa30BaTeILHOTO
mpolecca yueOHOro MmiaHa Maructepckoii mporpammbl «Teopus U mpakTHKa pabOThI ¢ ANEKTPOHHBIMU
JOKYMEHTaMH B YIIPABJIICHUH U apXuBaxy. Jluciurumaa peanusyercs Ha GaKkyIbTeTe apXUBOBEICHUS
JIOKyMEHTOBe/IeHUsl KadeApoil ABTOMATH3UPOBAHHBIX CHUCTEM JAOKYMEHTAIIMOHHOTO OOecredeHus
ynpasnenus (AC JJOY).

st ocBOEHUS AMCHMILIMHBI HEOOXOIMMBI KOMIETEHIIUH, cPOPMUpPOBAHHBIE B XOJ€ U3YyUEHUs
CJICTYFOIIUX TACITUTUIHH:

- MeTo10510THS 3IEKTPOHHOTO JOKYMEHT0000pOoTa

- YrpaBiieHre JOKYMEHTaMH B OpTraHU3aIuN

- 3apyOeKHBII OMBIT yIIPaBICHUS TOKYMEHTaMHU U apXUBaMU,

B pezynomame oceoenus oucyuniumvl hopmMupyomes KomnemeHyuu, Heooxooumvle 0as U3y4eHusl
CeOVIOuUX OUCYUNTIUH:

- YrpaBiieHre OM3HEC-TPOIIECCaMU;

2. CTpyKTypa IUCHMIIHHBI
Oobmas TpyA0EMKOCTh IUCHUIUIMHBI cocTaBisier 3 3.e., 108  akamemuueckux 4aca (OB).
CTpyKkTypa AMCUMIJIMHBI 1JI 04HOI opMbl 00yUeHM s
OO6pvemM puciumIMHBL B (popMe KOHTAKTHOM paboThl OOYy4aIOMIMXCS C TMeJarorn4ecKuMu

paboTHUKaMU U (WJIK) JTULIAMH, TPUBIEKaeMbIMH K peain3alui 00pa3oBaTeIbHON MPOrpaMMbl Ha HHBIX
YCIIOBHUSAX, TP MIPOBEACHUH YUEOHBIX 3aHSATHIA:

Cemectp | Tun yueOHBIX 3aHATUI KonunuectBo
4acoB




3 Jlexumu 24

3 CemuHapsbl/1a00paTopHbIe PabOTHI 36

Bcero: 60

O0beM TUCHUIUIMHBI B (OpME CaMOCTOSTENbHON paboThl oOywarommxcs coctaBiser 48
aKajeMHu4YecKkux Jyaca(on).

CTpyKTypa JUCHUIIMHBI 1JI51 04HO-3204HOI (popMbI 00yUeHUA

O0beM IUCHUIUIMHBI B (OpME KOHTAaKTHOM paboThl 0Oy4YalOImUXCS C MeJaroruyecKuMu
paboTHUKaMU | (VITK) JTUIIAMH, TIPUBIIEKaEMbIMH K peain3aiiui 00pa3oBaTeIbHON MPOTrpaMMbl Ha HHBIX
YCIIOBUSIX, IPU MPOBEACHUN YUEOHBIX 3aHSITHIA:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
3 Jlexuun 16
3 CemMuHapbl/1aboparopHbie paboThI 16
Bcero: 32

O0beM IUCHHMIUIMHBI B (OpPME CAMOCTOATENHEHON paboThl OOYYAIOUIMXCS COCTaBIsieT /6 _
aKaJIeMUYeCKUX Jaca(oB).

3. Conep:xkaHue TMCHHTLITHHBI

BBenenue

[Ipeamer, copepkanue u 3amada Kypca. Ponp kypca «CranmapTuzaiusi yrpaBiIeHUs
JOKYMEHTALUEN» U €r0 MECTO Kypca Cpey APYTrUX U3y4acMbIX TUCLUIUINH.

TepMHHOIOTHSI OCHOBHBIX IOHATHH B JaHHOM cdepe U ee sBomonus. OIEeHKa U CONIOCTaBIICHUE
TEPMUHOB B OT€YECTBEHHOM U 3apyOeKHOM uTeparype.

0O0630p UCTOYHUKOB U JIUTEPATYPHI IO TEME.

Pa3nen 1. Mexnynapoanas opranusanusi no crangapruzanuu MCO u ee crangapTsl 1o
yYIpPaBJIEHHIO IOKYMeHTAuMeil

Hcropus cranosnenuss u pa3utuss WCO. OpraHuszalyoHHas CTPYKTypa, NpoduiIbHbIE
KOMUTETBI 1 OCHOBHBIE HAlPaBJICHU UX JesTeIbHOCTU. HaloHaibHbIe KOMUTETHI 10 CTaHAApTU3ALUN
— unensl UCO: AFNOR (®pannus), ANSI (CIIA), BSI (Benukooputanus), DIN (I'epmanus), NEN
(Hunepnangsr), SAI (ABcTpanus) u ap.

OcHOBHBIE TIPaBOBbIE W HOPMAaTUBHO-METOJMYECKHE JIOKYMEHTBI, PpErJIaMEHTUPYIOLINE
nesrenabHocTs UCO.

PocrexperynupoBanue u crteneHb ero ydactus B pabore MCO. Corpyanunuectso MCO c
Poccuiickoit ®eneparuei.

Texuuueckuit komuter UCO Ne 46 «MHpopmanms M JOKYMEHTALUsS» U €ro MOAKOMUTETHI.
[Tonkomurer Ne 11 «YmpaBnenue apxuBamu/gokymeHTamu». [lepcrieKTHUBBI pa3BUTUS KOMUTETa U
HOBBIE IIPOEKTHI.

Baxneiimme paspabotku Komutera B cepe ynpasienus nokymenrarnueid. Ctaamapter 70-90-x
rozioB. CoBpeMEHHbIE CTaHIaPTHI MO YIPABJICHUIO TOKYyMEHTaAMU U CMEXHBIX cdep.

O030p COBpEMEHHBIX POCCHICKMX HAallMOHAJIBHBIX CTAHJIAPTOB, CO3/aHHBIX Ha 0aze
MexayHapoaHbix cranaaptos MCO.

Paznen 2. MexkayHapoaHasi 3JJIeKTPOTEXHUYECKAss KOMHCCHSI M ee CTaHAAapThl M0
YIPaBJIEHUIO IOKYMEHTALMeH.

Ucropus cranoBienus u pa3Butus MOK, cTpykTypa U OCHOBHBIE HAlpaBJICHUS ACSITEIbHOCTHU.
HammonansHbie KOMHUTETHI TIO cTaHAapTU3anuu — wieHsl MOK. PoctexperynnpoBanue u CTENeHb €ro



yuactuss B pabore MOK. OcHOBHBIE MpaBOBbIE U HOPMATUBHO-METOAMYECKUE JOKYMEHTHI,
pernameHTupyromue aesteabHocts MOK u ee corpyanuuectBo ¢ Poccuiickoit @enepanuei.
Baxneiimme pazpabotku MOK B chepe ynpasnenust qokymeHTarueir. CoBpeMeHHbIC CTaHAaPThI
0 ynpaBiieHuto JokyMeHTamu. [lepcnexktuBsl pa3sutust MOK 1 HOBbIE IPOEKTHI.
O030p pOCCHIICKMX HallMOHAJIBHBIX CTAHIAPTOB, CO3JAHHBIX Ha 0aze MEXIyHapOJHbIX
cransiaproB MOK.

Pazgen 3. Unble MesKIYHAPOAHbIE OPraHU3ALIMHU N0 CTAHJAAPTU3AIMU U UX CTAHAAPTHI MO
YIPaBJICHHUIO IOKYMeHTALHM e,

MO3M, EBporneiickuii KOMUTET MO CTaHaapTU3anuu, EBporeiickas opranusaius 1o Ka4yecTBy U
IpyrHe.

OCHOBHBIE TIPaBOBBIE M HOPMAaTUBHO-METOJWYECKHUE JOKYMEHTBHI, PErVIAMEHTHPYIOLIUE HX
JEeATEIbHOCTh U COTPYIHUYECTBO ¢ Poccuiickon denepanuei.

Baxwneiiimue pa3paboTku O5TUX OpraHm3anuii B 00JacTH YHpaBiCHUS JIOKYMEHTALUEH.
Poccuiickue cranaapThl, CO3aHHBIC Ha UX Oase.

Crenudukanus MOJCTbHBIX TPEOOBAHUH K YIPABICHHUIO 3JIEKTPOHHBIMHU JokymenTamu (Model
Requirements for the Management of Electronic Record. Specification.)- MOReq. MOReq 2.

Paznen 4. IlpodeccuonajibHble 00beIHMHEHHMS CIHEHHAJMCTOB B 00J1aCTH YNpPaBJIeHUS
uHGopmanmeii 1 T0OKyMeHTALUelH, BJIUSIIOIIME HA POLecChl CTAHIAPTH3ALNH.

Acconuanys yrnpaBISIIONMX JOKyMEHTanuend W agmMuHucTpaTtopoB (Association of Records
Managers and Administrators).

MexayHapoaHbId TPECT 1O ympaeiieHuto nokymentanueit (International Records Management
Trust).

['miib s ynpaBIisirOIUX JOKYMEHTALMEH.

4. OoOpa3oBaTe/ibHbIe TEXHOJOTHU

No . OO0pazoBaTenbHbIC U
HaunmenoBanue paszaena Buner yue6HOM paboThI
MH(OPMAaIMOHHbIE TEXHOJIOTHH

1 2 3 4

BBoanas gexmus ¢
MOsICHEHHEM TeM pedepaTa u

1. |BBenenue Jlexums
NHTEepHET-UCTOYHHKOB,
HEOOXOAUMBIX JUISl UX MOJITOTOBKH
2. |Pazmen 1. MexnayHaponnas |Jlexiun [IpoGiemHble neKuuu ¢
Opra"u3anus 1o ucnosbp3oBanueM MHTepHeT-
crangaptuzanuu UCO u ee pecypcoB
CTaHJapTHI 110 YIIPABICHUIO
JIOKYMEHTaluen Pabota ¢ aTepuer-pecypcamu 1o
[TpakTnyeckas pabora 3aJJaHHOM TeMaTHKe

CamocTtosaTenbHas padorta
Pabora Hax pedeparom u ¢
ucronb3oBanneM MHTepeHT-

pecypcoB
3. |Pa3men 2. Jlexuus [TpoGieMHasT TSKITUH C
MesxayHapoaHas UCrosb30BaHueM MHTepHETa
AIIEKTPOTEXHUUECKAs
KOMUCCHUSI M €€ CTaHJapThI 0 Pab6ota ¢ uTepHeT-pecypcaMu 1o
yIpaBJICHUIO JOKYMEHTAIIUEH. 3aJlaHHOM TEMAaTHKE

[TpakTuyeckas pabora




CamocrosiTenpHas padoTta

4. |Pa3zgen 3. Jleknsa [TpoGiemHast TeKIus C
Hnrie MEXIyHApOIHBIC ucrnonb3oBanueMm MHTEpHET-
OpTraHu3aIuu o pecypcoB
CTaHJapTHU3AIUN H X
CTaHapTel 1o ympasinenuto|lIpaktuueckas pabora Pabota ¢ aTepHeT-pecypcamu 1o
JIOKYMEHTAIUECH. 3aJaHHOU TEMATHUKE

CamocrosrenbHas padoTta
[ToAroToBKa K OPOCY ¥ CEMUHAPY

5. |Paznen 4. Jlexuus [TpobnemHuas nekuus ¢
[TpodeccnonanbHbIe ucnosib3oBanuemM MHTepHer-
00BbEAMHEHNS CIIELUAIINCTOB pecypcoB
B 00JIaCTH yNpaBJIEHUS
uHpopManuei u Camocrostensnas pabora |[loaroroska k 3auery ¢
JOKYMEHTalUeH, BIUSIOLHE ucnosib3oBanueM MurepHer-
Ha IIPOLECCHI pecypcos
CTaHJapTU3ALHH.

B nmepuon BpeMEHHOrO MPHOCTAHOBIEHUS TOCEUICHHS OOYy4YaloUIMMHCS TIOMEUICHUH ¢
teppuropuu PITY st opranm3anuu y4eOHOTO Ipoliecca ¢ MPUMEHEHHEM 3JICKTPOHHOTO 00yUeHUs U
JTUCTAHIIMOHHBIX  O0Opa30BaTEIbHBIX TEXHOJOTUW MOTYT OBITh HCIONB30BaHBl  CIEIYIOUINE
00pa3oBaTeNbHbIC TEXHOJIOTHH:

— BUJICO-JIEKIIUH;

— OHJIAMH-JIEKIUHU B PEKUME PEATBHOTO BPEMEHU;

— 3JIEKTPOHHBIC Y4eOHUKH, ydeOHbIe TOCOOUS, HAyYHbIE U3aHUS B 3JICKTPOHHOM BUJE U JOCTYII
K MHBIM 3JICKTPOHHBIM 00pa30BaTeIbHBIM PECYpCaM;

— CUCTEMBI JJIs1 SJIEKTPOHHOI'O TECTUPOBAHUS;

— KOHCYJIbTAIIMU C UCIOJb30BAHUEM TEJIEKOMMYHUKAIMOHHBIX CPEJICTB.

5. OueHka IJIAHUPYEMBIX Pe3yJbTATOB 00yYeHHUS
5.1 Cucrema oueHUBaHUA

dopma KOHTPOJIS Makc. KoIu4ecTBO 6alioB
3a oxHy paboTy Bcero

Texkynuii KOHTPOIIb:

- BBITIOJTHEHHE TTPAKTHUECKUX 3aIaHUH 10 6amnoB 30 OasutoB

- pedepar 30 GammoB 30 6amoB
[IpomexyTouHas arTecTarus 40 6annoB
(ox3amen)
Hroro 3a cemecTp (IUCIUTITHHY) 100 6ayutoB

[Tomy4eHHBIM COBOKYMHBIN pe3yabTaT KOHBEPTHUPYETCS B TPAJAUIIMOHHYIO KAy OIICHOK U B IIKATY
orieHoK EBporeiickoii cucreMsl nepeHoca u HakorieHus kpenutoB (European Credit Transfer System;
nanee — ECTS) B COOTBETCTBHHM C TaOIHIICH:

100-6annpHas mkana | TpaaunuoHHas mkana IHIxama ECTS
95 -100 A

83 o4 OTJIINYHO B

68 — 82 XOpOIIO 3aYTEHO C

56 — 67 D

50 55 yIIOBJIETBOPUTEIHHO E

20-49 HEYJIOBJICTBOPUTEIHLHO HE 3aYTEHO FX
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5.2 KpnTepml BBICTABJICHUSA OLCHKHU IO TUCHUIIIMHE

Bananl/
HMIxana
ECTS

OuneHka mo
AUCUUILINHE

Kpurepun onenkn pe3yibTaToB 00y4eHus 1o
AUCHHUILINHE

100-83/
AB

«OTIUYHOY/
«3a4TEHO
(OTIM4HO)»/
«3a4TEHOY

BeicraBisiercs o0yqaromemycs, €ciau OH IN1yOoKo U
IIPOYHO YCBOUJI TEOPETUYECKUN U TPAKTUUECKUI
MaTepHall, MOKeT IPOJEMOHCTPUPOBATh 3TO Ha 3aHATUSAX U
B XO/I€ IPOMEKYTOYHON aTTECTALIUU.

OO0y4armMics UCUYEPITBIBAIOIIE U JIOTHYECKH CTPOMHO
u3JIaraer yueOHbIN MaTepuall, yMeeT yBsI3bIBaTh TEOPHUIO C
IPAaKTUKOH, CPABISETCs C peIieHueM 3aaay
npodeccuoHaNbHOM HallPaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’)KHOCTH, NPaBUJILHO 0OOCHOBBIBACT ITPUHATHIE
pelIeHus.

CB0OOAHO OPUEHTHPYETCS B YUeOHOH U
npodeccuoHanbHOM TUuTEpaType.

OneHka o JUCIUILIMHE BBICTABISAIOTCS 00y4daroleMycs ¢
y4€TOM pe3yJIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTECTAlIUU.

Komnerennuu, 3akpeni€HHble 3a AUCHUIUIMHOM,
c(OpMUpPOBaHbI HA YPOBHE — «BBICOKHID.

82-68/

«xXopouIoy/
«3a4TEHO
(xoporo)»/
«3aUTEHO

BeicraBisiercs o0yqaromemycs, €ciau OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUI MaTeprall, FPAMOTHO U 110
CYILLIECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOUHOM aTTECTallMH, HE TOIYCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiicst MpaBUIbLHO IPUMEHSET TEOPETHUECKHE
MIOJIOXKEHUS IIPU PELICHUN NTPAKTUYECKUX 3a1a4
npodeccuoHaNbHOM HAIMIPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaJIe€T HEOOXOJUMBIMHU I TOTO HaBbIKAMH
U IpUEMaAMHU.

JlocTaTouHO XOPOIIO OPUEHTUPYETCS B YUeOHOH U
npodeccuoHanbHOM TuTEpaType.

OreHka 1Mo JTUCHUIUIMHE BBICTABIISIOTCS 00yJaromeMycs C
Y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalUu.

Komnerenuuu, 3akpeniéHuple 3a TUCIUIIITUHOM,
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIUIY.

67-50/
D,E

«YJIOBJIETBOPH-
TETBHOY/
«3aUTEHO
(ynoBnerBopu-
TETBHO)»/
«3aUTCHO»

BrictaBnsiercs oOy4aromieMycsi, €CIi OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUI U IPAKTUUYECKUI MaTepHUall,
JIOITyCKAET OTAEIbHBIE OMIMOKHU P €T0 U3JI0KEHUU Ha
3aHATHAX U B X0JI€ IPOMEKYTOYHON aTTECTALIUN.
OO0yyaronuiicst UCIIBITHIBAET ONpeIeIEHHbBIE 3aTPYIHEHUS
B IIPUMEHEHNUN TEOPETUUECKUX MOJIOKEHUH NPU PELICHUH
IPaKTUYECKUX 3a/1a4 IPO(ECCHOHATLHON HANPaBIEHHOCTH
CTaH/IapTHOI'O YPOBHS CII0)KHOCTH, BJIAJEET
HEOOXOUMBIMHU I 3TOT0 6a30BBIMU HAaBbIKAMU U
IPUEMAMH.




Banaepy/
Ixana
ECTS

Onenka no
JTUCHUIINHE

Kpurepun oueHku pe3yjbTaToB 00y4eHHs MO
AUCIHHIJIMHE

JleMOHCTpHpYeT JOCTaTOYHBIA YPOBEHB 3HAHUS yUeOHOU
JUTEPaTyphl 110 AUCIHUILIIMHE.

OrneHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00yJaromEeMycs C
Y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTAlUU.

Komnerenuuu, 3akpeniéHHple 3a JUCHUIUIMHOM,
c(hOpMUPOBAHBI HA YPOBHE — «JIOCTATOYHBINY.

49-0/
FFX

«HEYIOBJICTBOPUTE
JILHOY/
HE 3aYTEHO

BeicraBisiercs oOyuaromemycs, €Ciii OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUUYECKUM U MPAKTUUECKUI
MaTepHal, JoIycKaeT rpyoble OMOKY IIpU €ro
U3JI0KCHUU Ha 3aHATHSX U B X0J1€ IPOMEKYTOUHON
aTTECTALINH.

OOyyaronuiicst UCIIBITHIBAET CEPbEIHBIE 3aTPYAHEHUS B
IIPUMEHEHNUN TEOPETUYECKUX TOJI0KEHUH IIPU PELICHUH
NPaKTUYECKHX 3a/1a4 MPO(eCCHOHATFHON HANPaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CIIO)KHOCTH, HE BIaJIEET
HEO0OXOUMBIMHU IS 3TOTO HaBbIKaMU U MpUEMaMHU.
JleMoHCTpHpYeT (pparMeHTapHble 3HaHUS y4eOHOMH
JIUTEPaTypHI 110 AUCLHUILIIMHE.

OneHka 1o JUCHMIUIMHE BBICTABIIAIOTCSA 00yYaromeMycs ¢
Y4E€TOM PE3YNbTATOB TEKYIIEH U ITPOMEKYTOUHON
aTTECTALIUH.

KoMmnereHnuu Ha ypOBHE «JOCTATOYHBIN», 3aKPETUIEHHBIE
3a IUCHUIUIMHON, He CPOPMHUPOBAHBI.

5.3 OueHouHble cpeacTBa (MaTepHAJIbI) VI TEKYLEr0 KOHTPOJISI yCIIeBaeMOCTH,
NPOMEKYTOYHOM ATTeCTAUH 00y4aIOIIUXCH M0 AUCHUIINHE (MOAYJII0)

IIpumepnas TeMaTuka pedeparon
1. 3HaueHue craHgapTU3ALMHY Ul YIIPABICHUS TOKyMEHTalUEN

2. MexnyHapo/aHble OpraHnu3aluy CTaHAAPTH3ALUY.

3. OcHOBHBIE 3TaIlbl Pa3BUTHS MEXIYHAPOJHOHN CTaHJAPTHU3ALMK YIPABICHUS JOKYMEHTALUEN

4. MexnayHaponHas opranuszauust no cranaaptuzauuu (MCO): ucropust co3paHus, CTpyKTypa U

HaIpPaBJICHUS AESATEIbHOCTH.
5. HopMaTuBHBIE TOKYMEHTHI, periaameHTupymomue aesreasHocts UCO.
6. HopmaTuBHBIE TOKYMEHTHI, periaMeHTUpyomue pa3padotky cranaapros B MCO.

7. Crammaptel UCO 1o yripaBiieHHIO TOKYMEHTaNneH U cMeXHBIX oosiacteit 70-90-X IT. U uX BIHSHUC

Ha crangapruzanuio JJOY B CCCP.
8. AHamu3 coBpeMeHHbIX ctaHnapToB MCO, nmpuMeHseMble B yIPaBICHUN TOKYMEHTAIMEH.

9. MexnyHapoaHast 3nekTporexHudeckas komuccus (MOK): ucropus cos3naHus, CTpyKTypa H

HaIlpaBJICHUS JEATEIbHOCTH.
10. OCHOBHBIE HOPMATHBHBIE TOKYMEHTHI, PETTIAMEHTUPYIOIINE OpraHu3aluio u aesreasbHocts MOK.
11. CoBpemennslie ctanaaptel MOK, npuMmeHsiemMble B yIIpaBIE€HUN JOKYMEHTAUEH.

12. EBponeiickas opraHusanus MO CTaHAAPTU3AL[MU: UCTOPHS CO3JaHusl, CTPYKTYpa,
NEeSTeIbHOCTH M JOKYMEHTBI, PEerIaMeHTUPYIOIIUEe ee NesTeNlbHOCTh. (JIrobas npyras esponeiickas

OpFaHH3aHHH,BOBHCHCHHaHIBHpOHCCCCTaHﬂapTH3aHHH"HO]MH60pyCTYHCHTa)

13. CoBpeMeHHBIE CTaHAAPTHI

€BpPONEICKUX OpraHu3aliii MO YIPABICHHUIO JOKYMEHTALMEM.

(Ornucanue, cpaBHUTEIBHBIN aHAIN3 U T.I1.)

HaIlpaBJICHUA



14. CoBpeMeHHBIE CTaHIAPTHI U CrIeUU(PUKAIUN €BPONIEHCKIX OPraHU3aIii 10 00JacTIM, CMEXKHBIM C
yIpaBieHHEM JokyMeHTaruei. (Onrcanue, CpaBHUTENbHBINA aHATN3 U T.11.)

15. Ananu3 myOiMKanuii OTEUYECTBEHHBIX U 3apyOEKHBIX aBTOPOB IO MPOOJIEMaM MEXITYHApPOTHON
CTaHJIapTU3AIMH YIIPABICHUS JOKYMEHTAIHEH.

16. ®enepanbHOE areHTCTBO 110 TEXHUUECKOMY PEryJIMPOBAaHUIO U METpoJioruy, kak wieH MCO u MOK.
17. Ctpykrypsl PocrexperyiupoBaHusi, y4YacTBYIOIIME B MEXIYHApPOJHOW CTaHAApTU3ALUU
YIpaBIEHUS TOKYMEHTALUEH.

18. Texunueckuit komuret 46 UCO: uctopus co3ganus, CTpyKTypa, HalpaBJeHUs €I TEIbHOCTH.

19. Opranumzamuss ¥ mpoBefeHHs padOT Mo pa3paboTKe HAUMOHAIBHBIX CTaHIAPTOB Ha 0Oasze
MEXIYHApOJAHBIX CTaHAIPTOB.

20. [TpodeccronanbHble 00BEINHEHHS CIIEHUANKUCTOB B 00JIACTH yIIpaBlieHUs JOKyMeHTauu: Mcropus
CO3/1aHUA, CTPYKTypa, OCHOBHBIC HANpABJICHUS JIEATEIbHOCTH, NMPoekThl. (Ha mpumepe KOHKpETHOTO
00BbETUHEHNUS TI0 BEIOOPY CTY/ICHTA).

KOHTpO.]'IbeIe BOIIPOCHI U 3a/TaHUA IJIA l'lpOMC)KyTO‘-IHOﬁ aTrTreCTalum 110 MTOoraM OCBOCHMA
AUCHHUIIIMHBI

. Poip MexnyHapoIHOM CTaHAApTU3ALUU B YIIPABICHUH TOKYMEHTALUEH.

. MexxayHapo/iHble OpraHU3allK CTaH1apTU3ALUH.

. OCHOBHBIE 3TaIlbl Pa3BUTHUSI MEXIYHAPOIHOMN CTaHJAPTU3ALMK YIIPABICHUS TIOKyMEHTALlUEH.

. UCO: ucropus cozganus, CTPYKTypa U HalpaBJIeHUs JeSITEIbHOCTH.

. Oranel pazpaboTku ctannapToB B MCO; BO3MOXKHOCTH y4acTUsl B UX pa3padOTKe.

. Crangaptel MCO no ynpaBieHHIo TOKyMEeHTalel U cMexXHbIX obnacteit 70-90-x rr.

. CoBpemennsble crangaptsl MCO, npuMeHsieMble B YIPaBJIE€HUH T0KYMEHTALUEH.

. MOK: ucropus cozianus, CTpyKTypa 1 HallpaBJIeHUS JESTeIbHOCTH.

9. Oransl pazpabotku ctangapToB B MOK; BO3MOKHOCTh Y4acTHs B UX pa3paboTKe.

10. CoBpemennsble cranaapTel MOK, npuMeHsiemble B ypaBIeHUH JOKYMEHTALIUEH.

11. EBpomneiickast opraHu3anus Ho CTaHIApTU3ALMM: UCTOPHUS CO3AaHUs, CTPYKTypa, HaIpaBICHUs
NEeSITEIbHOCTH U JJOKYMEHTBI, PETJIAMEHTUPYIOILIUE €€ JeSATEIbHOCTD.

12. CoBpeMeHHBIE cTaHAAPTHI EBPONEUCKUX OpraHU3alvi 110 YIIPABJIECHUIO JOKYMEHTAUEH.

13. Vcropus yuactus Poccuu B paboTe 1o MEXIyHAPOIHOM CTaHJapTU3ALINH.

14. CoBpemeHHass opraHu3alus CHCTEMBbl CTaHIAPTHU3ALMM YIpaBIECHUs AOKyMeHTanuen B PO,
y4dacTBYIOLIasi B MEKyHAPOIHOM cTaHapTU3aluu chepbl YIpaBlIeHNUs JOKyMEHTalue.

15. Dransl opraHu3anuy U NpoBeIeHHs padboT M0 pa3paboTKe HAIMOHANBHBIX cTaHapToB B PO Ha 6a3e
MEXTYHapOAHBIX CTaHApTOB.

16. PocrexperynupoBaHue: UCTOPUS CO3/1aHUs, CTPYKTYpPA, HAIPaBIEHUS IEATEIBHOCTH U €T0 POJIb B
MEXIYHAPOAHOU CTaHAIPTU3ALINH.

17. UCO/ TK 46: ucropus co3fanus, CTpyKTypa, HallpaBiIeHUs AeITeIbHOCTH.

18. UCO/TK46/11IK 11: ucropust cozianusi, HarpaBjiIeHUs 1€ATEIbHOCTH, pa3paboTKH.

19. 3naueHme MeXAYHApOAHOW CTAaHJAPTU3ALMK YIPABIEHUS JOKyMEHTALMEH Uil Pa3BUTHUSA
HOpPMaTUBHOM 0a3bl 3T0i1 ceprl B PD.

20. HauuoHasibHBIE CTaHAAPTBI — AaHAJIOTW MEKIYHAPOJIHBIX CTAHJApTOB 110 YIPABIEHUIO
JTOKYMEHTAIUEH.

21. Acconmanus ynpaBiSIOIIMX JOKyMEHTalMed u agMuHucTpaTopoB (Association of Records
Managers and Administrators): UCTOpHs CO3aHUs, HATIPABJICHHS JIESITEIILHOCTH, TTPOCKTHI.

22. MexayHapoIHbIi TpecT Mo ympasieHuio aokymenrarmei (International Records Management
Trust): uctopus co3anus, HaPaBICHUS EATETLHOCTH, MPOEKTHI
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6. YueOHo-MeTOaMYecKOe M HH(POPMALIMOHHOE 00ecnedeHne THCITUTITHHBI



6.1 CHnHCcOK HCTOYHHKOB U JTUTEPATYPbI

HcrouyHukm:

1. ®enepanbhbiii 3akoH oT 27 pekadbps 2002 roga Ne 184-D3 «O TeXHUYECKOM PETYIUPOBAHUI
/I Cobpanue 3akonoaarenbcTBa Poccuiickoit deneparmu. 2002, Ne 52. Y.1 (30 nexadpsi)

2. ®enepanbublii 3aK0H 0T 27 uronst 2006 roma Ne 149-d3 «O6 nrpopmanmu, HHGPOPMAITMOHHBIX
TEXHOJIOTHUSIX U 3amuTe nHpopMaiuny // Poccuiickas razera (henepanbHsiii Beimyck). 2006. Ne4131 (29
HIOJIS)

3. ®enepanpubii 3akoH OoT 29 wmroHs 2015 roma Ne 162-®d3 (pex. ot 03.07.2016) «O
crangaptuzanuu B Poccuiickoit ®eneparnuny // Cobpanue 3akoHoaarensctsa PD, 06.07.2015, Ne 27,
cT. 3953.

I'OCT P UCO 704-2010 «Tepmunonoruueckast padora. [I[puHIIAIIBI 1 METOIBI»

Pexomennamuu no crannapruzanun P 50.1.075-2011 «Pa3paboTka cTanmapToB Ha TEPMUHBI U
oTpeeNICHUs»

I'OCT P UCO 23081-1-2008 «Cucrema crangapToB Mo uH(pOpMAIHH, OUOIMOTEYHOMY H
uznarenbckomy aeny. [Ipouecchl yrpaBineHus 1oKyMeHTaMd. MeTajanHble a7 JoKyMeHToB. YacTts 1.
[TpuHIMTIBE

I'OCT P UCO 22310-2009 «Cucrema craHaapToB mno uHMOpManuu, OUOIMOTEYHOMY H
u3garensckoMy aeny. Mupopmanms U qokymeHTaus. PykoBoiCTBO st pa3pabOTYMKOB CTaHAAPTOB,
yCTaHABIUBAIOIIUX TPEOOBAHUS K YIIPABICHHUIO TOKYMEHTAMU»

I'OCT P 7.0.8-2013 «Cucrema ctanaapToB 1o HHGOpMaIuu, ONOINOTCYHOMY U U3ATCIIbCKOMY
neny. Jlenonpou3BoJACTBO U apXUBHOE J1e10. TepMUHBI U ONpEIeTICHUS

I'OCT P UCO 30300-2015 «Cucrema cranaapToB no uHpoOpManuu, OUOIMOTEYHOMY H
uznarenbckomy aeny. Undopmanus u nokymenrtanus. CUCTeMbl yIpaBlIeHUs TOKYMEHTaMU, OCHOBHbBIE
MOJIOKEHHUS U CIIOBAPh)

I'OCT P 7.097-2016 «Cucrema cTaHzapToB 10 HHOpMALMM, OHOIMOTEYHOMY U
uznarenbckomy  Aeny. OpraHu3alMOHHO-paclopsauTeNIbHAs — JTOKyMEHTalusa. TpeOoBaHUS K
0(pOPMIIEHHUIO IOKYMEHTOBY

I'OCT P 7.0.101-2017 / ISO 30301:2011 «Cuctema craHaapToB Mo HH(pOpPMaINH,
OubnmoTeyHoMy W H3Aarenbekomy neny. Muadopmanus u mokymeHntanusi. CHCTEMBI yIpaBlICHUS
nokyMeHTamu. TpeOoBaHUS».

I'OCT P UCO 15489-1-2019 «Cucrema cranfapToB no uHpopmanuu, OUOIMOTEUHOMY U
U3JIaTeNbcKOMY Jieny. YnpapineHue nrokymeHTaMu. U.1. [ToHITUs 1 TpUHLIUTIBI)

I'OCT P MICO 13008-2015 «Mupopmanus u sokyMeHTamus. [Iporeccsl KOHBEpCUU U MUTPALUU
ANEKTPOHHBIX TOKYMEHTOBY»

Jluteparypa:
OCHOBHAasl
Bapnamosa JI. H. Cranmaptuzanus ympaBieHHus JoKyMeHTamMu = Records management
standardization : yaueOnuk / Bapiamosa JI. H. / Varlamova L. N. - 2-e u3na., nomn. - Mocksa : Tepmuka.py,
2018. - 503 c. ; 22 cwm. - Pes. anri. - bubmmorp.: c. 389-438. - ISBN 978-5-6040204-5-6 : 1300.00.
Bapnamoa JILH. Cranpgaptuzanust ynopaBieHHs —JIOKyMEHTaluell Kak HMHCTPYMEHT
dbopmupoBanusi u  pasButus  uH(popmammonHoro obmectBa / JI.  H. Bapnamona
/" Bectauk PITY. Cepus "JlokymeHToBeaeHue u apxuBoBeneHue. HWMupopmaTtuka. 3amura
nHpopmanuy U wHGopMarronHas o6e3omacHocTp". - 2016. - No 1 (3). - C. 95-102.
VYnpaBiaeHue JOKyMEHTaMH B LU(POBOM SKOHOMHKE: OpraHu3alys, perjiaMeHTalus,
peanuzanus. / [ABt. M.B. Jlapun, H.I'. Cyposuiesa, E.B. Tepertnena, B.®. Suxoas]; [lox pen. M.B.
Jlapuna. M.: PITYVY, 2021. 272 c. I'naBa 4.



JAOMOJTHUTEIbHAS

bepuosckuit F0.H. CtanmapTel W KayecTBO MPOAYKIHMH [DIEKTPOHHBIM pecypc| : YdeOHO-
npakThyeckoe nocodue. - Mocksa ; Mocksa : U3narenscto "OOPYM" : OO0 "HayuyHo-u3aaTenbCKuii
uentp MHOPA-M", 2014. - 256 c.

Metoauka W TpakTHKa CTaHAAPTH3ALMM W YHU(UKAUH JTOKYMEHTOB: yueb. mocobue /
[Tononwckas Ms Anekcannposna, Cankuna Jlapuca Bnagumuposna ; . A. [logonsckas, JI. B. Cankuna
; [oTB. pen. Ky3nenosa T. B.] ; Mock. roc. uct.-apx. uH-T. — M. : [0. u.], 1987. - 79 c.

VYnpaieHue JOKyMEHTaMu Ha OCHOBE MexayHapoaHoro cranaapta MCO 15489-2001 : meton.
nocobue / M. B. Jlapun, O. U. PrickoB ; Becepoc. Hayd.-ucciieql. UH-T TOKYMEHTOBECHUS U apX. Jieia
(BHUHUAAL). - M. : [6. u.], 2005. - 107 c. :

Jlapun M.B. DnekTpoHHbBIE TOKYMEHTHI B YIPABICHUHU: Hayd.-MeToI. tocodue / M. B. Jlapus,
O. . PrickoB; Becepoc. Hayd.-uccien. WH-T JoKyMeHToBeAeHus u apx. nena (BHUMUIA). - 2-e uzn.,
not. - M. : V¥V Hukurckux Boport , 2008. - 206 c.

Cyposuena H.I'. HoBblli HannoHanbHbINM cCTaHaapT 1o ynpasieHuto qokymentamu 'OCT P MCO
15489-1-2019 // Henonpoussoactro. 2019. Ne 3. C. 36-44.

CypoBuesa H.I'. I'OCT P HCO 30300-2015: cdepa mnpuMeHEHHS U BO3MOKHOCTH
ucrnonb3oBanus // JlokymeHTanuss B WHQPOPMAIMOHHOM OOIIECTBE: MPOOJIEMBI CTaHIAPTU3ALNU:
nokianael U coobmenus Ha XXII MexnyHap. Hayy.-mpakT. koH(., 18-19 HOoa6. 2015 r., Mocksa /
Pocapxus, BHUNJIA/L. M., 2016. C. 105-109.

CypoBuesa H.I'. TOCT P MCO 30300-2015: nmepBblii mar K MHTETPUPOBAHHON CHUCTEME
yrpapiieHus: JoKymMeHTaMu. / COBpEMEHHBIE TEXHOJOTHH JEIIONPOU3BOACTBA U JIOKYMEHTOO0OPOTA.
2016. Ne 4. URL: http://e.deloprost.ru.

Cyposuesa H.I'. [Ipo6nemsr hopmupoBaHusi €TMHON TEPMUHOCUCTEMBI B 00JIACTU YIIPABIECHUS
JOKYMEHTAIMEH B CTaHapTax pa3InyHbIX CHCTEM MEHEPKMEHTa (Ha IMpuMepe CpaBHEHUS CTaHIapTOB
cepun 9000 u cepum 30300) // HemompoumsBoactBo. 2014. No 1 [Dnexrponnsii pecypc]. URL:
http://www.top-personal.ru.

Wnbuna K.b. Cranmapter UCO cepun 30300 u cneunduka mx npumeneHus B Poccun u 3a
py6exom // Bectrnuk BHUMJIA L. 2020. Ne 2. C. 27-37.

Sukosas B.®. Hossiii 'OCT P 7.0.8-2013 B3amen ['OCT P 51141-98 // Cexperapb-pedepeHrT.
2014. Ne 3.

SAnkosas B.®., bensnosa M.B. Hossiii ctannapt 'OCT P 7.0.8-2013 «Cucrema cranapToB 110
uHpopmanuy, OUOIMOTEUHOMY M U3JaTeNbCKOMY Jeny. Jlemompous3BOACTBO M apXUBHOE JEIO.
Tepmunbl u onpeaeneHus» // CoBpeMeHHbIE TEXHOJOTMH AEIONPOU3BOACTBA U JIOKYMEHTOO0OpOTA.
2014. Ne 6. C. 14.

Sukoas B.®. Pabora Hag repmunonorueit: tpedoBanus crangapta OCT P MCO 704-2010 u
pexomeHnanuii 1o craHpaptuzanuu  // CoOBpeMEHHBbIE TEXHOIOTMU JENONPOM3BOJCTBA U
nokymeHnToobopora. 2013. Ne 2. C. 58.

6.2 TlepeueHb pecypcoB HHGPOPMAIMOHHO-TEIEKOMMYHUKANIMOHHON ceTn « AHTepHET»

1. Odunmansubii  calt MexayHapoaHolt opranuzauuun 1o  crangaptuzauun(MCO)
[DnexTpoHHBIH pecypc] — Pexxum goctyma: www.I1SO. org, cBoboanbIil. — 3ari. ¢ s3kpaHa. — AHTIIL,
bp. u np. 3.

2. O¢unmansHelii callT MexxayHapoiHo# anekTporexHnyeckoit komuccnu (MOK) [ DnekTpoHHBIH
pecypc] — Pexum nocryna: www. |IEC. org, cBoOoHbIi. — 3ariL. ¢ 9kpaHa. — AHTIL, Qp. ¥ Jp. 3.

3. Odpunmnanensrii cait ARMA International [Onexkrponssiii pecypc] — Pexum noctyma: www.
ARMA. org, cBoO0aHBIN. — 3ari. ¢ 3kpaHa. — AHTIL, Gp. u JIp. s13.

5. OcdunmaneHpiii callT @DenepanbHOTO areHTCTBa MO TEXHUYECKOMY PpEeryJlHpOBaHUIO U
MmeTposorun. — Pexxum nmocryma: www. GOST. ru , cBoboaHbIH. — 3ari. ¢ okpaHa.

6. Od¢ummanbHblii  caiit  Beepoccuiickoro — Hay4HO-HMCCIEIOBATENbKOTO  MHCTHTYTA
nokyMeHToBeneHus u apxusHoro aena (BHUUIA) [Dnextponnsiii pecype] /BHUMA/] - Dnextpon,
nan.- M., [2001].— Pexxum noctyma: Www.vniidad.ru, ceo6oanbIi. — 3ari. ¢ skpaHa.



6.3

HarnuonaneHas siekTponnas oubnuoreka (HOB) www.rusneb.ru
ELibrary.ru Hayunas snextponHas 6ubamorexa Www.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

IIpodeccnonanbHbie 6a3bl JAHHBIX 1 HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMbI
Jloctyn k npodeccnoHanbHbIM 0a3am naHHbIX: https://liber.rsuh.ru/ru/bases
WNudopmanioHHbie ClipaBOYHbIE CUCTEMBI:

Koncynsrant [Lmroc

lapant

7. MarepuajibHO-TeXHHYECKOE oDecriedeHne T CHUTITHHBI

HJ'ISI obecreyeHus JUCIHMITIINHBI HCIOJIB3YCTCA MAaTCPpHAJIbHO-TCXHHUYCCKAA baza

00pa30BaTEeNBLHOTO YUPESHKICHUS: yICOHBIC ayIUTOPHUH, OCHAIIIEHHBIE KOMITBIOTEPOM U IIPOCKTOPOM ISt
JEMOHCTpPALIMK Y4eOHBIX MaTEPHAIIOB.

8.

Cocras MporpaMmMHOIo obecreyeHus.

1. Windows

2. Microsoft Office

3. Adobe Creative Cloud

4. Kaspersky Endpoint Security

HpO(I)CCCI/IOHaJIBHBIC [IOJIHOTEKCTOBLIE 0a3bl JAaHHBbIX:
HarnwonaneHas saekrponnas oudauorexka (HOB) www.rusneb.ru
ELibrary.ru Hayunas anektponHas oubnmorexa Www.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

ONoGa~WNE

WHpopmanoHHbIe CIIPABOYHBIE CUCTEMBI:
Koncynsrant [liroc
I'apanT

Oobecneuenue 00pa3oBaTeJbHOI0 MPoOLECCA ISl JIUI ¢ OTPAHMYECHHBIMYU BO3MOKHOCTAMM
3210pOBl)H U UHBAJIUA0B

B X0o4€ peain3alv JUCHHUIINIMHBI HMCIOJB3YIOTCA CIACAYIOIMHUE AJOIMOJHHUTCIBHBIC  MCTOIBI

oOyueHusl, TEKYyIIEro KOHTPOJIS YCIEBAaeMOCTH U TPOMEKYTOYHOW aTTeCTallud OOydJaromuXxcs B
3aBUCHMOCTH OT UX UHAUBUIYATLHBIX OCOOCHHOCTEH:

JJIs1 CIICTIBIX U CJ'Ia6OBI/II[$IIJ_II/IXI

- JICKIINH O(l)OpM.HSIIOTCSI B BHUJIC JJICKTPOHHOT'O JOKYMCHTA, JOCTYIIHOI'O C IMOMOIIBKO KOMIIBIOTEpA

CO CriCcUaJIM3UPOBAHHBIM IIPOTrPaMMHBIM O6€CH€'—I€HI/I€M;



- MMCbMEHHBIE 3aJjaHMsI BBIIOJIHSIOTCS Ha KOMIIBIOTEPE CO CIELHUAIN3UPOBAHHBIM MPOrPaMMHBIM
obecreyeHrneM, Uil MOTyT ObITh 3aMEHEHB! YCTHBIM OTBETOM;

- oOecrieuynBaeTCs HHIMBUyaTbHOE paBHOMEpHOE ocBemieHue He Mmenee 300 mokc;

- 7151 BBIMIOJIHEHUS 3aJlaHusl IpU HEOOXOAMMOCTH MPENIOCTABISAETCS YBEIUYMBAIOILEE YCTPOHCTBO;
BO3MO>KHO TaK€e MCII0JIb30BaHUE COOCTBEHHBIX YBEJIMYUBAIOLIUX YCTPOUCTB;

- IUCbMEHHBIE 3aJJaHUs O(POPMIIAIOTCS YBEITUUEHHBIM HIPUPTOM;

- 9K3aMeH M 3au4é€T MPOBOAATCA B yCTHOW (hopMe WM BBINOJHSIOTCA B MUCbMEHHOW (hopme Ha
KOMIIbIOTEPE.

® JUIS TIYXHX M CIa0O0CTBIIIAIINX:

- JeKuMM OQOpPMISAIOTCS B BMJE OJEKTPOHHOIO JOKYMEHTa, JIMOO MpefoCTaBIIseTCs
3BYKOYCHJIMBAIOLAs anmnapaTypa MHAUBUIYaJIbHOTO I10JIb30BaHUS;

- IMCbMEHHBIE 3aJJaHUs BBIIIOJIHAIOTCS Ha KOMIIBIOTEPE B MUCbMEHHOU (opMe;

- 9K3aMEH M 3a4€T MPOBOJAATCS B MHCbMEHHON (OpME Ha KOMITBIOTEpPE; BO3MOXKHO MPOBEJICHHUE B
(bopme TecTUpOBaHUS.

e JUIsl I C HAPYLUIEHUSIMH OIIOPHO-/IBUTaTEJILHOTO alniapara:

- JIEKIHUU O(OPMIIIOTCS] B BUJIE SJIEKTPOHHOTO JOKYMEHTA, IOCTYITHOTO C IMMOMOIIBI0 KOMITBIOTEpa
CO CNELUAIN3UPOBAHHBIM POTrPAMMHBIM 00ECIIEYEHHEM;

- NMMCbMEHHBIE 3aJ[aHMsI BBIIOJIHSIOTCS Ha KOMIIbIOTEPE CO CIELHUAIN3UPOBAHHBIM MPOrPaMMHBIM
o0ecIieueHueM;

- 9K3aMeH M 3au4€T MPOBOAATCS B yCTHOW (hOpMe WM BBINOJHSIOTCS B MHUCBMEHHOW (hopme Ha
KOMIIbIOTEPE.

[Tpy HEOOXOMUMOCTH TIPEyCMaTPUBACTCS YBEIMUEHUE BPEMEHH /IS TIOATOTOBKU OTBETA.

[Tponienypa npoBefieHUsl IPOMEKYTOYHOM aTTeCTallMM Ul OOydYaroIIMXCs YCTAHABIMBAETCS C
y4€TOM MX MHIUBHIYaTbHBIX NMCUX0(pU3NYecKnX ocoOeHHOCTeH. [IpoMexyTouHas arrectanus MOXKET
IIPOBOAMTHCS B HECKOJIBKO 3TAIIOB.

[lpyu mpoBeneHUM TMPOLEAYPHl OICHUBAHUS PE3YIBTAaTOB OOYYEHHUS IpEeayCMaTpUBACTCS
MCIOJIb30BaHHE TEXHUYECKHUX CPE/ICTB, HEOOXOAUMBIX B CBSA3M C MHAMBUIYaJbHBIMU OCOOEHHOCTAMU
o0y4aronuxcsi. OTH CPECTBA MOTYT OBITh ITPEJOCTABICHBI YHUBEPCUTETOM, HITH MOT'YT HCIIOJIb30BATHCS
COOCTBEHHBIE TEXHUUYECKUE CPEICTBA.

[IpoBenenue nmpoueaypsl OLEHUBAHUS PE3YNBTATOB OOY4YEHMsI JOIMYCKAeTCsl ¢ MCIOIb30BaHUEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHH.

ObecnieunBaeTcst 10CTynl K HMHGOPMAIMOHHBIM U OuOIMOrpaduueckuM pecypcaM B CETH
WuTepHeT [uist Kaxxoro oOyuaromierocs B popMax, aJaiTUPOBAHHBIX K OTPAHUYEHUSM UX 3/10pPOBbS U
BOCHPUATHS UH(OPMALIUU:

® IS CIENbIX U CIAa0OBUASIINX:

- B Ie4aTHO! opMe yBEIMUEHHBIM HIPUPTOM;
- B (popMe 3EKTPOHHOTO IOKYMEHTA;

- B (hopMme ayanodaiina.

e Ui INIYXUX M cIabOCIbIIIaNnX:

- B Ie4atHou opme;

- B (hopMe 3JEKTPOHHOTO JJOKYMEHTA.

e I 00YYarOMIMXCS C HAPYUIEHUSIMU OIOPHO-/IBUTaTeNIbHOTO arnmapara:
- B Ie4aTtHoOM (opme;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B popme ayanodaiina.

VY4yeOHble ayTUTOPUM A BCEX BUIOB KOHTAKTHOW M CaMOCTOSTENBHOW pPabOThI, HayuyHas
O6uOIMOTEeKa U MHBIE TOMEUIEHHUS 11 00Y4YEeHHUs OCHAIIIEHBI CIIeIIMaIbHBIM 000y I0BaHHEM U Y4EOHBIMU
MECTaMH C TEXHUYECKHMHU CPEACTBAMHU O0YUEHUS:

e IS CIENbIX U CIa00BUISAIIMX:

- YCTpOMCTBOM 1 cKaHupoBaHus U uyTeHus ¢ kamepoir SARA CE;

- nucriieeM bpaiinsa PAC Mate 20;

- npuHTepoM bpaiing EmBraille ViewPlus;



e Uil TUIYXUX M cIaOOCIBIIIANINX
- aBTOMaTU3MPOBAHHBIM pab0YMM MECTOM JUIs JIFO/IeH C HapyIIEHUEM CITyXa U ClIa0OoCbIIIAIINX;
- aKyCTHYECKHUI YCHIINTENb U KOJIOHKH;
e I 00YYAIOIIMXCS C HAPYLUICHUSIMU OIOPHO-/IBUTaTeNIbHOTO armapara:
- IEPEeIBIKHBIMU, PETYIUPYEMBbIMH dproHoMuyeckumu napramu CU-1,
- KOMIIBIOTEPHON TEXHUKON CO CIIEIUAIBbHBIM IPOTPAMMHBIM 00ECTICYCHUEM.

9. Mertoauuyeckue MaTepHaJbl
9.1 IlnaHbl NPAKTHYECKUX 3AHATHI

MeTtoaom akTHBH3AIMKA 00pa30BaTENbHON AESITEIBHOCTH, C 1eNbI0 (POPMUPOBAHUS U PA3BUTHUS
npodecCHOHANbHBIX HABBIKOB OO0YYaroOIIMXCS, BBIOpAHO «IIpoOieMHOE OO0y4YeHHe», KOTOpoe
CTUMYJIUPYET CTYJEHTOB K CaMOCTOSITEJIBHOM  «O0ObIY€» 3HAHUM, HEOOXOIMMBIX JIsi PEIICHHS
KOHKpeTHOU npoOiembl. B ocHoBe «MeToa MpOeKTOBY JISKUT Pa3BUTUE MO3HABATEIIbHBIX HABBIKOB
CTYACHTOB, YMGHI/Iﬁ CaMOCTOATCIIBHO KOHCTPYUPOBATHL CBOM 3HAHUA, OPHUCHTUPOBATHCA B
MH(OPMALIMOHHOM IIPOCTPAHCTBE, pa3BUBATh KPUTUUECKOE U TBOPUYECKOE MBIIIICHUE.

IIpakTnueckue 3aHATUSA 10 Kypcy «CraHmapTuzaius yOpaBlICHUS JTOKYMEHTALIMEH»
MPOBOJATCS MO TeMaM, TpeOyIoUUM MNpPUOOPEeTeHHUs] MPAKTUYECKUX HAaBBIKOB M 3aKpErUICHUS
TEOPETUKO-METOJIOJIOTUYECKUX 3HAHUIM.

Pa3nes 1. MexnyHapoiHas opranu3anysi o CTaHIapTU3aLMK U €€ CTaHJapThl IO YIIPaBICHUIO
JOKYMEHTalMen
Pa6ora ¢ opunmansueiM caiitom UCO. [Tonbop 10KyMEHTOB 110 3aJaHHOH TeMe, padoTa ¢ HUMH.
Pa3nes 2. MexayHapoiHas 3JIEKTPOTEXHUYECKAss KOMUCCHUS U €€ CTaHAApThl 110 YIPaBICHUIO
JOKYMEHTalueu
Pa6ota ¢ opunmansusim caiitom MOK. [Tog0op 10KyMEHTOB 1O 3aJaHHOH TeMe, paboTa C HUMHU.
Pa3znesn 3. MHbple MexayHapoAHbIE OpPraHU3allMd MO CTAHIAPTU3ALMM W UX CTAHJIAPTHI IO
YIIPABJICHUIO JOKYMEHTALMEN
Pabora ¢ opunmansubeIM caiitom EBpokomuccun n EBponeiickoro komurera 1o cTaH1apTU3aliH.

9.2 MeToauuecKkue PECKOMEHIAIUHA IO IMTOATOTOBKE MUCbMEHHDBIX paﬁoT

Bce mnucemenHble paboTel (pedeparhl) MOMKHBI OBITH O(GOPMIIEHBI 10 YCTaHOBJIEHHBIM
TpeOoBaHusAM (00JI05KKa, OTJIaBIIEHUE, COIEPKaHKE, CIIMCOK MCTOYHUKOB U JIUTEPATYpPhl) U COAEPKaTh
Ha cBoell 00oxkke nmonHble cBeaeHus o0 aBrope (PUO, dakynpTer, Kypc, HanpaBiIeHUe MOATOTOBKH,
npod b, HANMEHOBAHNE TUCIUILIMHBI TI0 KOTOPOI OHa HamucaHa U T.I1.). Bce mucbMeHHBIE paboThI
JIOJDKHBI OBITh HAIlUCaHbl HA OCHOBE MCTOYHMKOB, O(UIIMATIBHBIX CAHTOB U JIUTEPATYpPhl C yKazaHHEM
CCBUIOK Ha HUX B TEKCTE M TOJHBIM OHONMOTpaduuecKuM OIMCAaHHEM HCIOJIh30BAHHBIX PECYPCOB B
CMHMCKE UCTOYHUKOB U JIUTEPATYPHI.

O6bem pedepara 3aBUCUT OT BRIOPAHHOM TEMBI U COCTABIISIET OT 15 10 25 c1p.



