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I. AHOPOPMALMSI O TUCUUILIMHE
1. IPEJVUCJOBHUE

buGmuoteunsiii pona - ymnopsimodeHHoe coOpaHHE [OKYMEHTOB, NpeAHAa3HAuYE€HHOE IS
XpaHeHus U OOLIECTBEHHOTO HCIOJb30BAHMS B IIENISAX YJIOBJIETBOPEHUS HAYYHBIX, KYJIbTYPHBIX U
o0pa3oBaTeNbHBIX MOTPeOHOCTEN (PUZNUECKUX U IOPUINYECKUX JIHII.

bubmmoreunsiii GoHn - moHATHE coOuparenbHOoe. OHU YpE3BBIYAWHO Pa3HOOOpPA3HBI IO
CBOEMy cocTaBy. Yamie BCEro CYHMTAWOT, 4YTO OWOIMOTEYHBbIE (OHIBI COCTOAT W3 KHHT.
JIeliCTBUTENBbHO, KHATH SBIIIIOTCA MX OCHOBOM. HO KHMIM 3TO NMIUb ONWMH W3 BUIOB W3LAaHUM -
JOKYMEHTOB, MPOMICIINX PEeIaKIHOHHO-U3AATENbCKYI0 00paOdOTKy, MOJYYECHHBIX IeYaTaHueM WM
TUCHEHUEM, TONUTpapUUEcKd CaMOCTOATENFHO O(OPMIICHHBIX, MMEIONIUX YCTAHOBJICHHBIE
BBIXO/HbIE CBEJCHMS U TMpEIHA3HAYCHHBIX JJIS paclpoOCTpaHEHHsS COJepKalleiics B HHUX
nHpopmaruu. st Toro, 4ToObl UMETh OO0OOIIaromiee MOHSATHE HJis JIOOBIX WHGOPMAIIMOHHBIX
MaTepHaJIOB, COCTABIAIOIINX OMOIMOTEUHbIE (OHIBI, ObUI NPUHAT TEPMUH "HOKYMEHT", KOTOpBIH
onpenensercss Kak 'couuanbHas HH(popManus, 3aQUKCHUpPOBaHHAs Ha JIOOOM MaTepUalbHOM
HOCHTEJE B LEJSAX €€ XPAaHEHUs, paCIIPOCTPAHEHUS U UCIIOJIb30BaHus" .

"bubnuoreunslii  GOHI HMEET CIOXKHYI CTPYKTypy H KiIacCH(PUUIUpPyeTCs IO pa3HbIM
NpU3HAKaM, XapaKTePHBIM JIJIsl JOKYMEHTOB, KOTOPBIE €ro 00pa3yroT.

@®onx OMOTMOTEKH - CHUCTEMaTH3UPOBaHHOE COOpaHUE JIOKYMEHTOB, (opMHUpyeMoe B
COOTBETCTBHH C 3a7adyamMH OMOIMOTEKH IO YJOBJIETBOPEHUIO WH(POPMALMOHHBIX MOTPEOHOCTEH ee
MOJIH30BATENEH C yU4eTOM TUa OUOIMOTEKH HAa OCHOBE MPO(HIIsi KOMIUIEKTOBAHUSI.

VYyer OubnmoreyHoro (oHga - COBOKYNHOCTh NpPaBWJI U IPOLEAYp, OOeCledHBaIOIIMX
perucTpanuio u 06001eHre CBEICHUH O BEeIMYMHE, COCTaBe, IBMKEHUH (DOHJIa U €r0 CTOMMOCTH.

[TepectanoBka (oHIa - IepeMelleHne JOKYMEHTOB B IpejieNax AeHCTBYIOMUX (OHIO0B OJHON
6ubnnorexku 6€3 N3MEHEeHUH MoKazaTenelt 001el CTaTUCTUKY yueTa (poHaa OUOIMOTEKH.

[Toctynnenune B (GoHxa - BkmoueHHe B (OHJI OMOIMOTEKHM M B3STHE HAa y4eT JOKYMEHTOB,
NpUOOPETEHHBIX B pe3yJbTaTe MOCTAaBKU O0S3aTENbHOTO HK3EMIUIAPA, IMOKYNKH W MOJIHCKH,
oOMeHa, IOKEePTBOBAHMS, JAPCHUS, TUIICH3UPOBAHUS U IPYTHM CIIOCOOOM.

IMpoBepka ¢doHma - mnepeydyer MOKYMEHTOB B II€NSAX NOATBEPKICHHS WX HAIU4YWS,
COOTBETCTBHSI YUETHOH TOKYMEHTAIIUH U KaTajJoraM OMOINOTEKH.

bubnmuoTeunsie GOHABI ABISIFOTCS BaXKHEUIIICH TOKYMEHTAIBHON 1 MH(OPMAIIMOHHON OCHOBOM
B KM3HM OOIIECTBa, MOATOMY COBEPILIEHCTBOBaHME KadecTBa MX ()OPMHPOBAHUS - 3TO OCHOBHOMU
NPUHIUTT KoMIiekToBaHus. KomruiekroBanue OubOiamoredHoro QoHma MOKHO obOecrednBaTh U
JUHAMUYHO PAa3BHUBAIOLIMECS YHUTATEIbCKUE MOTPEOHOCTH, W MAaKCHUMAaJbHOE HCIIOJIb30BaHHE
NOCTYNAOMINX U3IAHUM.

VYuer n10KyMeHTOB OMOIMOTEYHOro (hOHIA SBISETCS OCHOBOM I'OCYAAPCTBEHHON CTAaTHUCTHKH,
OTYETHOCTH M TUIAHUPOBAHUS ICATEIILHOCTH OUOIMOTEKH, CIIOCOOCTBYET 00ECTIEYEHUIO COXPAaHHOCTH
dbonma.

VY4yer oTpakaeT MOCTYIJICHHE JOKYMEHTOB B OMOIMOTEUHBIA (POHJ, UX BbIObITHE U3 (OHIA,
BeIMUMHYy (00beM) Bcero OuMOIMOTEYHOro (OHAA M €ro MoApa3JesIeHUuH, COCTaB JIOKYMEHTOB IO
TEMaTUKO-BHJIOBOMY, SI3bIKOBOMY U MHBIM IIPU3HAKAM.

OpraHn3anuoHHO yIOPAJ0YSHHAs! COBOKYITHOCTh BUIOB, (POPM U METO/I0B y4yeTa JOKYMEHTOB,
TudQepeHINPOBAaHHBIX B COOTBETCTBUH C MX Ha3HAYCHHUEM, COCTABIISET CUCTEMY y4eTa JOKYMEHTOB
O6ubnmoreynoro GpoHma.

VYyer (onna - 370 KOMIUIEKC oneparuii, 00ecreuynBaromuX (PUKCALUIO CBEICHUI O BEJINYHHE,
COCTaBe U JIBWXEHHUHU (OHMA, a TAKXKE €r0 COXPAHHOCTb.

VY4yer packpbiBaeT IUHAMHMKY pa3BUTHUA (OHIA, €ro COoCTaB, CTPYKTYpPY, COOTHOILEHUE
UCTOYHUKOB U CIOCOOOB €ro IOINOJIHEHHs, TEMIbl OOHOBJIEHUS, MECTOHAXOXKICHHE KaXJOro
nokyMmeHTa. CylIecTBO yueTa 3aKJIIOYaeTCsl B PErHCTpalMM Ka)J10ro JOKYMEHTa B OTJEJIbHOCTH U
nojicueTe oOIIero X KOJIUYeCcTBa.

Vyer Qonaa oTpaxkaeT MNOCTyIJIeHHE B (OHJ, BBHIOBITHE W3 HEro, BEJIMYUHY BCETrO
oubnmoreynoro (oHma, e€ro TmMOApa3NeJICHUH | CIY)KHT OCHOBOH JUIS TOCYIapCTBEHHOTO
CTaTUCTHYECKOTO y4eTa, OTYETHOCTH OMOIMOTEKH, IJIAHWPOBAHHS €€ JESITEIbHOCTH, 0OecrieueHus
COXpaHHOCTH (hOH/IA, KOHTPOJISI 3aHATMYHEM U JIBI)KEHUEM JJOKYMEHTOB.
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B Oubnmorexe ¢GoHI sBISETCS TOW aKTUBHOW YacCThIO, KOTOpas C HaWOOJBIICH TOTHOTOM
MO3BOJISIET pelIaTh COLMANbHBIEC 3aJlauM CTOSIIUE Tepes OMOIMOoTeKaMH, OKa3biBasi BO3JICUCTBUE HA
¢bopMupoBaHHE HAy4YHOTO MHPOBO33PEHHUS JIMYHOCTU. bubnuoreunsii ¢oHx crocobcTBYET
MOJIYYCHUIO OOIIEero W MPOQECCHOHATLHOTO 00pa3oBaHMs JIIOOOTO YPOBHS M €ro JajlbHEHIemMy
COBEpUICHCTBOBAHUIO. B 3THX W JApyrux acmnekrax NposBIseTcs Megarorundyeckas QyHKIHUsS
6ubnanoreuynsix GoumoB. MHpopmarrionHas GyHKIMS MpeanoyiiaraeT OCylecTBICHNE BO3MOXHOCTH
U3BJICUCHHUS M3 JIOKYMEHTOB, MMEIOIIMXCA B (OHJAE, CBEACHHH O MPOIUIBIX M COBPEMEHHBIX
JNOCTIDKEHHUSIX B 00NACTH HAyKH, TEXHUKH, CEJIbCKOTO XO3MHCTBA, KYJIBTYphl C ONTHMAaJIbHOMN
MOJTHOTOM M OTIEPATUBHOCTHIO ISl NCHIOIB30BAHUS UX B MIPAKTUYECKON U HAYYHOU AESATEIbHOCTH.

bubnuorednslii GoHA COCTOUT U3 OOJBIIOTO KOJINYECTBA JOKYMEHTOB, Pa3IMYHBIX IO BHIAM,
COJICPKAHUIO M HA3HAUYCHHIO U B 3TOM CMBICIIE UMEET CBOWCTBO HEOJHOPOJHON MHOKECTBEHHOCTH.
Ho mpu sTom (oHa B 1eOM He 3aBUCHUT OT BCEX OCOOEGHHOCTEH Ka)IOH M3 COCTABIISIOIIUX €ro
JacTed, ¢ OJIHOM CTOPOHBI, a C JPYroM, SBIISSCH YaCThIO OWOJIMOTEKH, aBTOHOMEH IO CBOHMM
XapaKTepucTHKaM. Bce ero sieMeHThl B3aMMOCBS3aHbI, B3aUMOOOYCIIOBJICHB M B3aMMOICHCTBYIOT
JOpyr C OPYroM., YTO NMpHIAET eMy CBOMCTBO LEJIOCTHOCTU. B OGubGnmmuoreuHom ¢Qonne couerarorcs
CBOICTBAa OWHAMHYHOCTH U CTAaTUYHOCTH T.€. CIIOCOOHOCTH K OBICTPOMY pPa3BUTHIO,
BUJION3MEHEHUIO, a B MECTE C TEM K COCTOSIHUIO TIOKOSI U PAaBHOBECHSI.

OueHb BaXHBIM CBOWCTBOM OHMONMOTEYHOr0 (oHIA SBIAETCS €ro  yNpaBlsiEeMOCTb,
CHOCOOHOCTh TIOJI BJIMSHUEM BHEIIHErO BO3JMEHCTBHS NOJAaBaThCs yrparieHuto. CBOWCTBO
[EHHOCTU OMOIMOTEYHOTO (POH/IA CBSA3AHO, C OJJHON CTOPOHBI, C COACPKAHUEM U BUAOBBIM COCTAaBOM
JOKYMEHTOB, YTO Ja&T BO3MOXKHOCTH C €r0 IMOMOIIBI0 OTBETUTh Ha KOHKPETHBI 3alpoc YUTaTeNs.
YnopsnoueHHOCTs OMOIMOTEYHOrO (POHIA TaK K€ SIBISAETCS OJHOW M3 €ro CBOMCTB. UTOOBI JeTKO
OPUCHTUPOBAThCS B (OHIAX M BECTU IOUCK HYXKHBIX JTOKYMEHTOB, HEOOXOJUMO Y4YECTh HX
coJlepiKaHue, 1IeJIeBOe M YUTATEIbCKOE HAa3HAYEHHE M MHOTHE JPYTHe MPU3HAKH, CO3/aTh yCIOBHS
JUISL CBSI3€M M pa3sMEIleHUs] MEXIY OTIEIbHBIMH dacTsAMH (oHma, o0ecneduTh OInpeaeaEéHHbIN
MOPSZIOK BHYTPH BBLICNCHHBIX (POHIOB, CHENaTh BO3MOXHBIM HX B3aMMOJCHCTBHE HE TOJBKO
BHYTpPH, HO ¥ BHE KOHKPETHOM OMONIMOTEKH, C Ipyrumu 6ubianorekamu u opranamu HTU.

AHanm3 MeXIyHapOJAHbIX U HAIIMOHAJIHHBIX HOPMATHBHO-TIPABOBBIX aKTOB ITO3BOJISIET C/IEIATh
BBIBOZ O TOM, 4YTO B oOmiectBe c(popMHUPOBAIOCH MHEHHE, B COOTBETCTBHHU C KOTOPBIM (DOHIIBI
OMONMMOTEK paccMaTpUBAIOTCS KaK HAlUMOHAIBHBIE ILIEHHOCTH. OJTO OOOCHOBaHO TEM, 4YTO B
OMONMMOTEYHBIX (OHAAX CKOHIEHTPUPOBAHBI KaK JOKYMEHTBI, OTpaKalollHe HalMOHAIbHbIC
JOCTIDKEHHMSI B OOJIACTM HAyKH, TEXHHKH, KyJbTYpbl M Jpyrux cdepax, Tak W JTOKYMEHTHI,
obOecrieunBaromue dPPEKTUBHOEC PpPAa3BUTHE PA3IWYHBIX BHUIOB  JESATEIBHOCTH, B T. U.
MPOMBINUICHHOTO M CEICKOXO3SMCTBEHHOTO MPOU3BOJICTBA, MEIULIMHBI, oOpa3zoBaHus u T.1. s
BBITIOJTHEHHUS CBOEH MHCCHHM B oOmIecTBe OMOIMOTEKaM pecryONuKd HeoOXOoauMo obecrieunBaTh
CHUCTEeMAaTUYECKOE TOMOIHEHNE HAIIMOHAIBHOTO OMOIMOTEYHOTO (HDOH/IA, COXPAHHOCTh HAKOTUIEHHBIX
JOKYMEHTOB U UX 3(PPEKTUBHOE UCTIOIB30BaHHE.

Kaxnpiii u3 cogepxaiinxcst B 0M0a1M0TedHOM (OHJIE JOKYMEHTOB COUYETAET B ceOe pa3uuHbIe
BUJIOBBIC IMPHU3HAKHU. Tak, HaIpUMeEp, MeYaTHOE W3JaHHWE MO MATepUATBbHONW KOHCTPYKLUH MOXKET
OBITh KHIDKHBIM H3JJaHMEM; TI0 3HAKOBOH MpHupoje WHPOPMALUU - TEKCTOBBIM H3JaHUEM; IO
NEPUOJUYHOCTH U CTPYKTYpE - HETNEePHOANYECKHMM MHOTOTOMHBIM; MO II€JI€BOMY Ha3HAYCHUIO H
xapaktepy nHPOpMAITUH - yIeOHBIM U3JaHUEM TI0 OTPEACIEHHON OTPAC/IA 3HAHUS H T.1.

[IpaBuimbHast KiIacCUpUKAIUSA, OINpeAeJIeHHEe BEIyIIer0o W IOCICAYIOIMNX TPU3HAKOB
Ype3BBYAHO TIOMOTAIOT Jajiee BO MHOTHX MpoIleccax M, omepanusx padoTel ¢ OMOIMOTEYHBIM
dboHIOM.

B oTiimunu OT OTAENBHBIX TOKYMEHTOB OMOIHOTEUHBIN (POH/ TOJDKEH 001a1aTh IENTBIM PSIOM
cnenu(UYecKux TPU3HAKOB, TaKUX KaK MHOXECTBEHHOCTh JOKYMEHTOB, TOJ00OpaHHBIX B
onpeAeNéHHOM MOpPsSAKE; OpraHu3alsl €ro He TOJbKO B LEJIOM, HO M OTHEJbHBIX YacTell Mo
OrpeNeIEHHBIM NPU3HAKAM M CIIOCO0aMH, YJOOHBIMH JUIsl OOJBIIMHCTBA YUTATENEH U paOOTHHKOB
OMOTMOTEKH.

Urak, o xadectBe OuOIMOTEYHOro (hOHAA CYAST MO 3apaHee PACCUMTAHHOW CTENEHH ero
COOTBETCTBHSI OOIIECTBEHHO 3HAYMMOMY STAJIOHY - KOJMYECTBY, MOJIB3YIOMINXCS UM aO0OHEHTOB H
noje ux 0e30TKa3HOro OoOCTy)XKMBaHUS B HOPMAaTHUBHBIE CpoKd. KadecTBO oTpakaeT cymmy Bcex
MOTPEOUTETHCKUX CBOMCTB OMOIMOTEYHBIX (POHIIOB.
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OpnHOl W3 OCHOBHBIX 3aKOHOMEPHOCTEH (opMUpOBaHUS OMOIMOTEYHBIX (DOHIOB, KaK MBI
3HaeM, SIBISeTCS OOecreyeHHe HMX COOTBETCTBHS HH(DOPMALMOHHBIM MOTPEOHOCTSIM OOIIECTBa.
OO0yc0BIEHO 3TO TEM, YTO, BO-TIEPBBIX, HAUOOJIEE MOJHOE YOBJIETBOPEHUE TAKUX MOTpeOHOCTEH
SBIISICTCS 1IENBI0 OMOJIMOTEYHOrO JIea; BO-BTOPBIX, pealn3alus JaHHOW LEeIH OmpesesnseT BhIOop
HAWJIy4Illed CTPYKTYyphl (DOHIOB;, B-TPEThUX, UMEHHO HH(POPMAIMOHHBIC MOTPEOHOCTH CIyXKAat
KpUTEpUEM OIIEHKH ONTHUMAJIbHOTO 00beMa U cocTaBa GoHa0B. MHpOopMamoHHbIE TOTPEOHOCTH U
OubaroTeYHbIe (POHIBI BCETIa HAXOMSTCS B OTPEICIICHHONW TIPOTOPITHH.

BaxupiMu 3amadamMu OMOIMOTEKH B paboTe ¢ (OHIOM SBISIOTCS CBOCBPEMEHHOE €ro
MOTIOJTHEHNE U OOHOBJICHHE, a TaK)Ke OCBOOOXKIEHHE OT OKYMEHTOB, KOTOpBIE IO TEM WM WHBIM
NPUYUHAM MTOTEPSUIN CBOIO 3HAYUMOCTB JIJIsl YUTATENeH.

Bmecre ¢ Tem OuOmmoTeuHbld  (DOHA ~ CITOCOOCTBYET  TOJYYCHHIO  OOIIEro |
npodeccuoHaIbHOTO 00pa3oBaHwsl TI0OOT0 YPOBHS U €ro JajdbHEHIIIeMy COBEPIICHCTBOBAHUIO.

@DoH/1bI OHOIHOTEK XapaKTEPU3YIOTCS MEJBIM PSIOM MPU3HAKOB. OHUM M3 HUX SIBIISIETCS UX
COCTaB - HaJMuue B (POHJE TOKYMEHTOB Pa3sHOOOPA3HBIX MO BUJAM, COEPKaHUIO, FOCYJapCTBEHHOM
MPUHAJUICKHOCTH, S3bIKY, TOAY HW3JaHMs, KOJUIEKIMOHHOW IeHHOCTH. Ha coctaB (onma Biusier
npo¢uiIb KOMIJIEKTOBAHHMSI, CO3/IaBasi TO €r0 CBOeoOpas3ne, KOTOpoe HazbIBaeTCs npoduiem GpoHpa.

Ecnu ¢onapl 6uOnmoTek conepKar pa3iuyHble BHIbI JOKYMEHTOB MO0 BCEM WIIH OOJIBIIUHCTBY
oTpacieil 3HaHus1, UX Ha3bIBAIOT YHUBEPCAIbHBIMU. DOH/IBI, OCHOBY KOTOPBIX COCTABIISIOT, U3IaHUS
M0 HECKOJIBKUM OTPACIISIM 3HAHUS, HAIPUMEP HUCKYCCTBO, apXUTEKTYpPa, CTPOUTEIBCTBO M HEKOTOPHIE
JOpyrue OTpacid TEXHUKH, CBS3aHHBIE C HCKYCCTBOM SIBJISIFOTCSI MHOTOOTpAacieBbIMH. (DOHIBI,
COCTOSIINE MPEUMYIIECTBEHHO U3 JAOKYMEHTOB IO OJHOH OTpPaciM 3HAaHUS HOCSIT HAaUMEHOBaHHE
oTpacieBbiX. KpoMme TOro, CymecTBYIOT ClelUaIn3UPOBAaHHbIE (POH/IBI, KOTOPBIE OPTaHU3YIOT, B3SB
3a OCHOBY HE MpHU3HAK COAEpPkKAaHUSA TOKYMEHTOB, a WX BHJ WIH YUTATEIbCKOE Ha3HAYCHHUE,
HanpuMep razeTHbli Gona uiu GoHx rpamsanuceii u np.

®onz 6MOINOTEKH MOXKET ObITh YHUBEPCAIBHBIM MJIM OTPACIEBbIM HE3aBHCHUMO OT €ro 00bEMa
(BeMYMHBI) - YHCIIA IOKYyMEHTOB B YCTAaHOBJICHHBIX SIUHUIIAX YUETA.

Uem kpymHee OuOIMoOTEKa, TeM CJOXHEe CTpykTypa €€ ¢QoHma - ¢yHKIMOHAIBHAS
OpraHusalys, IpeayCcMaTpUBaIOLIas B3aMMOPACIIOIOKEHHE U B3aUMOCBSI3b pacnpeaeieHnii ponia.

B ¢onpax 6ubimoTek ecTh KHUTHU Ha PYCCKOM M JIPYTHX SI3bIKax HapOJOB CTpaHbl. MHOTHE
OMONIMOTEKH MMEIOT M3JIaHUS Ha WHOCTPAHHBIX S3BIKAaX, NMOATOMY CYIIECTBYET JeseHue (oHIaa Mo
SI3BIKAM.

@onzpl OMOIMOTEK paslesieHsl Mo conepkaHuoo. Kuurn no ¢unocopuu, s3bIKOBEIECHUIO,
€CTECTBO3HAHUIO, TEXHUKE W JIPYTHMM OTPACIIsIM 3HAHHS MOTYT CTOATh BMecTe, B oOmiem (oHze, B
MOPSIZIKE CIIEIOBAHMS OT/IENOB, WIIM YacTh U3 HUX BBIIEISAETCS KaK CaAMOCTOATENbHAsI CTPYKTYpHAas
4acTh PoHma.

@DoH1 IeNAT U 10 BUAAM W3JaHUs, KOTJa B HUX OT/AEJICHBI IPYT OT JIpyra KHUTH, )KYPHAJbI,
ra3eTbl, HOTBI, pyKOITUCH U T.1. VI B 3TOM cily4yae OHHM MOTYT OBITh CTPYKTYPHO O(OPMIICHBI KaK
OTJIEJbI.

B Oubmumorekax, rme ¢GoHO pacrpenenéH MeXAy CTPYKTYPHBIMH —IO/pa3ieiICHUSIMU
OMONMMOTEKH, KXKIBIH OTJENl BCE PaBHO PAa3rPaHUYMBAIOT IO BUAAM H3/aHUs, N0 COACPIKAHUIO, a
MHOT/IA - TIO SI3bIKaM.

EnuHbIi pernoHanbHbBIN (TeppUTOpUANBHEIN) OnOmuoTedHblii GoHI oOpa3yercs B mpeaenax
pa3HBIX TEPPUTOPHIA: B palioHe, 00JIacTH, Kpae u T.1. B HEM MOTyT B3anMoIeliCTBOBATh (POHIIBI BCEX
WIN YacTd OMOJIMOTEK permoHa, K MPOIECCY B3aMMOMCIIONB30BAHUS IPUBJIEKAIOT BeCh (POHI
[EJIMKOM WJIM €TO0 YacTb.

OTnuunTensHON 0COOEHHOCTBIO CO3JaHMS €IUHOTO PErHOHAJIbHOTO (OHMA SIBISETCS TO, YTO
OH COCTOMT U3 (DOHAOB OTHENIbHBIX OMOIMOTEK C pa3jdMYHBIM COCTAaBOM 10 COACPKAHUIO
(yHuBepcanbHbIX. OTpacneBbiX), MOAYMHEHUEM, (PUHAHCUPOBAHUEM, OpraHU3alMen U T.JI.

Jns Toro ytoObl mMpuBeCTH OMOIMOTEUHBIM (OHI B COCTOSIHME, MPH KOTOPOM OH OyaeT
CIOCOOEH BHIMOJIHATH CBOM (YHKIMH, W O0JIaAaTh MPHUCYIIMM €My CBOHCTBaMH, HEOOXOAUMO
npojesiaTh He Maldylo paboTy, KOTOpas BKJIIOYAET B ce0s psiJl OCHOBHBIX MPOLIECCOB.

MogenupoBaHre - BOCIPOU3BEACHUE WM YCTAHOBJIEHWE C TMOMOIIBI0 MOJENEH CBOMCTB H
JOPYTUX XapaKTepHCTUK OuOIMoTeyHoro QoHAa I WX HCCIENOBAaHWSA M IPOTHO3WPOBAHUS
Pa3BUTHSL.



KommnexToBanme, KOTOpOe BKIIIOYAET B ceO:

[lepBuunsblii 0TOOp - 0TOOpP M TUITAHOMEPHOE M MpUOOpeTeHHne OMOIMOTEKON MpoU3BEACHUN
neyaTd M JpPYyrux JOKYMEHTOB JUIsl CO3JaHMs W IONOJIHEHUs (OHIA, OTBEUAIOIIUX I10 CBOEMY
COJICPKAHUIO U BHUJAM TpeOOBaHMsA HAyYHOH M XYJIO’KECTBEHHOW LIEHHOCTU U 3a/JadyaM, KOTOpbIe
peniaeT Kaxaasi KOHKpeTHas OubanoTeka B paboTe ¢ YUTATEISIMU;

Bropuunslii ot6op - ucHoiab30BaHUS OuOIMOTEYHOro (OHIA C LEJIbI0 YCTaHOBICHUS
COOTBETCTBHUSI MEXIY COJAEpKaHHEM IOKyMEHTOB, MMeromuxcs B (oHIe W HHPOPMALMOHHBIMU
MOTPEOHOCTSIMH B 3aBUCHMOCTH OT THITa M BHJA OMOJIMOTEKH, €¢ 3a/1a4, YUTATSIIHCKOTO POPIIIs, a
TaKXe X COOTBETCTBHSI UNTATEIHCKUM 3aIpocaMm Jjisi KOPPEKTUPOBAHHS Ka4eCTBA KOMIUIEKTOBAHHUS
U PEKOMIUIEKTOBAHUS JOKYMEHTOB YK€ MMEIOIIUXCSA B OMONMOTEKe, HO 1O pa3HbIM MPUYMHAM HE
UCTIOJIb3YEMBIX €€ YUTATEIISIMU U IOITOMY MOJUIKALINX UCKIIOYSHUIO U3 (OoH/a.

Opraunuzanus Ou6IMOTeUHBIX (OHIOB, OOBEIMHSIIOIIAL:

VYuér 6ubnuoredHoro GoHIa - perucTpanys NPOU3BEACHUN IeYaTd U JPYTHX JTOKYMEHTOB B
LeNsAX OTPaXeHHWs B TOCYJapCTBEHHOM CTAaTUCTMKE, KOHTPOJS 33 MX COXPAaHHOCTHIO,
IPOTHO3UPOBaHMSA pPa3BUTUS (PoHTa. YUET HMMeeT IBE CTOPOHBI: NPHEM BHOBH IOCTYIUBIIUX
U3/IaHUI ¥ UCKITIOYEHHE BHIOBIBIINX:

bubnuoreunyro 00paboTky (oHma - mporecc MOATOTOBKH MPOM3BEACHUI MEYaTH K Bblaaye
YHUTATENsIM, 00ECTICYMBAIONINI BO3MOKHOCTh MX IMOWUCKA, XPAaHEHUS M HCIIOJIb30BaHUS. PazmmuaroT
J1Ba BUJa 00paOOTKH: TEXHHUYECKYIO U HAYYHYIO.

Pa3smernienue u pacctaHoBKy OMOIMOTEUHOTO (OHIIA - MOPSIOK PACIIONOKEHHS IPOU3BEICHUN
neyaT B OMOnnoTeke, 00ecreunBalONINi X XPaHEHHE U TTOHCK;

Xpanenue OubnuoreyHoro (oHga - coiepkaHue (oHIA B CHELMATBHO O0OpYIOBAHHBIX
MOMEIIEHUIX B YCIOBUSIX ONTHUMAJIbHOTO (PU3MYECKO-XUMHUUECKOTO U OMOJIOrMYECKOTI0 PeXKUMa;

ITpoBepky OubauoTeuHoro ¢oHaa - Npolecc, 00ecneunBaroIIUil KOHTPOJIb 32 COXPAaHHOCTBIO
¢oHAa NPaBWIBHOCTBIO e€ro yuéra, oQopMieHHe BbaYM JOKYMEHTOB U KOHTpOJIA 3a
CBOEBPEMEHHOCTBIO HMX BO3BpaTa, a TaK >K€ OpraHu3aluedl BOCHUTATENbHOW paldoThl cpenn
YUTaTENIEH.

dopmupoBanre OMOIMOTEYHBIX (POHIOB TpeOyeT OT OMOIMOTEeKapss TOYHOTO 3HAHUS 3a/ad,
CTOSIIMX B JIAHHOE BpeMs Iepel OMOIMOTEKOH, a TakKe IOCTOSHHOTO HM3YYEeHHS KOHTHHIEHTA
NOJIb30BaTENEH, MX MNOTPEOHOCTEH, WHTEPECOB, JIMTEPATYPHBIX BKYCOB, YCTaHOBOK, CTHMYJIOB,
MOTHBOB 00paIeHus K JOKyMEHTaM.

3ajnor ycrexa COCTOMT B YMEHHUHU ONPEAEIHUTh, NMPEIBOCXUTUTH Oyayiiue MH(OPMAIMOHHbIE
3aIpoChl, YTO JienaeT popMupoBaHre OUOINOTEUHBIX (OHIOB HE TOJIBKO HAYKOM, HO M HCKYCCTBOM.

s mpaBuwiibHOTO (OPMHUPOBAHUS OMOIMOTEUHBIX (OHIOB HYXKHO 3HATh MH(OPMAIOHHbIE
3aIpoChl, MPUPABHUBATH K MHTEPECaM U MOTPEOHOCTSIM MOJIb30BaTeNel.

dopMupoOBaHUE U HCTIONH30BaHUE OMOIMOTEUHOTO (DOH/IA B ONPEACTSIONICH MEpe 3aBUCUT OT
TOT0, HACKOJILKO OH M3y4YeH OMOIHOTEeKapeM, a O Pe3yJIbTaTUBHOCTH 3TOTO MPOIIEcca MOXKHO CYIHUTh
0 pe3ybTaTaM COOTBETCTBYIOIMX KPUTEPHEB, HEKOTOPBIE U3 KOTOPBIX U MPEACTOUT PACCMOTPETH B
JIaHHOM paboTe.

®opmupoBaHue OMOIHMOTEUHBIX (POHIOB - HEMPEPIBHBIN Mporecc. OHaX bl HAYABIINCH, OHO
HE IpeKpalaercs 10 TeX Mop, MOoKa cyuiecTByeT 6ubianoreka. Pabora mo ¢opmuposanuto (onna
COCTaBJIIET OCHOBHOE COJEp)KaHUE JEATEIFHOCTH MHOTHUX COTPYIHHKOB OMOIMOTEKH, MO Mepe
BO3pacTaHMsl BENMYMHBI ee (oHma Bce Oonee CHENMANM3MPYIOUIMXCS HA  OTJCIBHBIX
TEXHOJIOTHUECKUX MPOIleccax M ONepanusix ero GopMUpOBaHUSL.

Texnomorndecku (opMupoBaHne OWOIMOTEYHBIX (OHIOB HAYMHACTCS C OMPEIESICHUS
uaeanbHoro obpasza ¢onma, wium ero Moxenu. Cremyrommii 3tam - 0oTOOp, MpHOOpeTeHue
(MCKITIOYEHHE) TOKYMEHTa, WM KOMIUICKTOBaHUE. 3a HUM CIEAYIOT y4eT, 00paboTka, pa3MelleHue,
XpaHEHHe, 0CTaBKa JOKyMEHTa 1o TpeboBaHuIo aboHeHTa. MHpopmalusa o Xone 3TUX IpPOLECCOB
MOCTOSIHHO aHAJIM3UPYETCs, U [0 UTOTaM aHaJM3a B HUX BHOCSTCS KOPPEKTUBBI.

B nmnocinemnue roapl OubOnaMoTekHM ObUIM  03a00YEHBI AKTHBHBIM pa3BUTHEM B CBOCH
JIeATEIbHOCTH, B OCHOBHOM JBYX HAlpaBlCHUIl - aBTOMaTH3allel TPaJAWUIMOHHBIX INPOIECCOB U
BHE/IPEHHEM HOBBIX HMH(OPMAIIMOHHBIX TEXHOJOTWH, YeMy CHOCOOCTBOBAJIO HHTEHCHBHOE
TEXHUYECKOE OCHAIIEHHE (3aKyNKa KOMIIBIOTEPOB, cO3/aHue ceteil u T.1.). KoMmy-To 3T0 ymamoch
JydIie, KOMy-TO XyKe.



Ceituac mepen 6MONMMOTEKaMHU CTOAT YK€ 3aJ1a4d HE TOJBKO aBTOMATH3aLUHU TPAIUIIMOHHON
TEXHOJIOTUUECKON AEATEIbHOCTH U TEXHUYECKOTO OCHAIIEHHS, KOTOpPbIE MPAKTHYECKU PELICHBI Ha
CeTOJHSAIIHUI JIeHb BO MHOIMX OHOJIMOTEKax, HO B IEPBYIO OuYepelb YIpPaBIECHYECKHE, 3a/]add
MOBBIICHUST 3(PQGEKTUBHOCTH M KadecTBa OWONMOTEYHBIX YCIYyr. OTO W ONPEACIWIO TeMy
cooO0LIeHus.

O kauectBe OubOMMOTEYHOrOo (OHAA CYIAT IO 3apaHee pPACCUMTAHHOW CTENEHU €ro
COOTBETCTBHsI OOLIECTBEHHO 3HAYUMOMY JITAJIOHY - KOJHMUYECTBY IOJIb3YIOIIMXCA UM a0OHEHTOB H
7071 uX 0€30TKa3HOro 00CITY)KUBaHHUS B HOPMAaTHUBHBIE CPOKH.

B kauecTBe KpHTepHs OLEHKHM JOKYMEHTa NPH TMPHHATHH PEIICHHS O BKIIOYEHHH €ro B
OMOIMOTEYHBIN (OH] BBICTYIIAET COOTBETCTBHE JOKYMEHTa mpodwto hoHma.

[TonHOTa BBICTYMaeT KaK KayecTBEHHAsl KaTeropusi OMOIMOTeYyHOro (OH/IA, YKA3bIBAE€T HA €TO
COOTHOILIEHHE C JIOKYMEHTaJbHbIM IOTOKOM M II03BOJIAE€T OOecleuyuBaTh MpU OTOOpE HaJlW4ue B
(dhoHIe TOKYMEHTOB, COOTBETCTBYIOIINX €0 MPOQHUIIIO.

[Tpopune ¢onga orpaxkaercs B €ro MOJAEIM, B KOTOPOH OTpakeHbl HMH(GOpPMAlMOHHBIE
noTpeOHOCTH uuTaresel naHHOM Oubimorexku. CrenoBaTeNbHO, COOTBETCTBHE - KayeCTBEHHAs
Kareropusi OuOIMOTEYHOTO (DOHAA, OMpPENeNsIomas YpPOBEHb €ro COOTBETCTBHS YHUTATEIbCKUM
nOTPeOHOCTSIM, OTpakeHHBIM B Mojenu ¢onaa. [Ipu 5TOM BO3MOXKHBI TPU XapaKTEpUCTUKU: (HOHIT
NpPEeBBIIIACT YUTATEIBCKUE MOTPEOHOCTH, (HOHT HEOCTATOUYEH JJISl YIOBIETBOPEHHS MOTPeOHOCTEH 1
¢onn ontumaneH. CoOrjacHO STUM XapaKTEPUCTHKAM YCTAaHOBJIEHBI CIEYIOUIME YpPOBHHU
COOTBETCTBUS (DOHIA YUTATEIHCKUM TOTPEOHOCTSM:

ONTUMANIBHBIA - JIOKYMEHTBHI TPEJICTAaBICHBl C HEOOXOAMMOIl OMOMMOTEKE MOIHOTOH B
COOTBETCTBHH ¢ npoduieM poHIa PHU ONTUMATBHON 3K3EMIUIIPHOCTH;

M30BITOYHBIN - (OHJ NpEeBBIIIAET YUTATENIBCKUE MOTPEOHOCTH 3a CYeT HempoduiIbHOM (He
3arIaHUPOBAaHHOM B Mojienu (hoHIa) U TyOIeTHON (MHOTOK3EMIUISIPHON) JTUTEPATyPhI;

HEJIOCTaTOYHbIM - B (OHAE HMEIOTCS JIaKyHbl, HEJIOCTaTOYHO KOJIHMYECTBO SK3EMILIIPOB
JIOKYMEHTOB ITOBBIIIEHHOT'O CIIPOCa.

N30bITOYHBI ypOBEHb MOXKET OBbITh OIpaBAaH JHIIb Ui JCMO3UTApHOM 4YacTH (HOHIOB
KPYIHBIX OHONHMOTEK, TAe coOHMpaeTcs MajochpalldBaeMasi JHTepaTypa, NpeaHa3HAaueHHas st
UCTIOJIb30BaHUSI YUTATEIIIMH MHOTUX OHOJINOTEK.

dopmupoBanre OMOIMOTEYHBIX (OHIOB TpeOyeT OT OMOIMOTEeKapss TOYHOTO 3HAHUS 3a/ad,
CTOSIIMX B JIAHHOE BpeMs repel OUOIMOTEKOH, a TakKe IMOCTOSHHOTO W3Yy4eHHUs] KOHTHHICHTA
HOJIb30BaTeNeH, MX MHOTPEOHOCTEH, MHTEPECOB, JIMTEPATYPHBIX BKYCOB, YCTaHOBOK, CTHMYJIOB,
MOTHBOB OOpaIleHUs K JOKYMEHTaM. 3aJI0T yCIeXa COCTOUT B YMEHUU OIPENIENINUTh, IIPEABOCXUTHTD
Oynymme uH()OPMAIMOHHBIE 3ampOChl, YTO JenaeT (GopmupoBaHHEe OMOIMOTEYHBIX (HOHIOB HE
TOJIbKO HAyKOM, HO U HCKYCCTBOM.

s mpaBuwiibHOTO (OPMHUPOBAaHUS OMOIHOTEUHBIX (DOHIOB HYXKHO 3HATh MH(POPMAIMOHHBIE
3ampochl, MPHPaBHUBATH K MHTEpecaM M MOTPeOHOCTSAM moisb3oBareneid. DopmupoBaHue u
UCIOJIb30BaHNE OMOIMOTEUHOro (hOHJIA B OMNpEAENAIOLICH Mepe 3aBUCUT OT TOr0, HACKOJIbKO OH
u3y4deH OubiamorexapeMm, a O pe3yJbTaTHUBHOCTH 3TOTO MPOLEcca MOKHO CyAUTHb MO pe3yiabTaTaM
COOTBETCTBYIOIINX KPUTEPHEB, HEKOTOPBIE U3 KOTOPBIX U MPEACTOUT PACCMOTPETH B JAHHOM paboTe.

Texnonornyeckn ¢dopMupoBanue OHONMMOTEUHBIX (OHAOB HAYMHAETCS C ONpPEICTICHUS
uaeanbHoro obpasza ¢onma, wium ero Moxenu. Cremyrommii 3tam - 0oTOOp, MpHOOpeTeHue
(MCKITIOUEHHE) TOKYMEHTa, MM KOMIUIEKTOBAaHHUE. 32 HUM CIIEAYIOT y4eT, 00paboTka, pa3MeleHue,
XpaHEeHHe, JI0CTaBKa JOKyMeHTa 1o TpeboBaHuio aboHeHTa. MHpopmalmsa o Xoie 3THX HpOLEeccoB
NIOCTOSTHHO aHAJIM3HUPYETCs, U [T0 UTOTaM aHaJIi3a B HUX BHOCSTCS KOPPEKTHBBI.

1.2. COAEP)KAHUE JUCHOUILJIMHBI 1 BUJbI YYEBHOM PABOThI

BuGnuoreunslii GoHA SIBISETCS TIaBHBIM HCTOYHHKOM YJIOBIETBOPEHHUS WH(POPMALMOHHBIX
noTpeOHOCTEH Kak 00IIeCTBa B 1IEJIOM, TaK M OTENBHBIX JIIOJCH, a CO3/1aHue OUOIHMOTEeYHOTro (POHAA,
00ECTIeUNBAIONIETO KHUTAMH HACEJICHUS Ha BCEW TEPPUTOPUHM CTPAHbI, OTHOCHTCS K YHUCIY
KPYITHEHINX AOCTIKEHHH KYJIBTYPHOTO CTPOMTENHCTBA. 3HAHHUE TEOPHU, METOJWKHA U TPAKTUKU
dbopmupoBanuss  OmbOiaMoTedHOro  (OHIA  SABISETCS  BAXKHEWIIEH  COCTaBHOW  3amadei
OMOIMOTEKOBEUECKON IMOATOTOBKH CIEIHATNCTa. buUOMMOTeYHBId (OHI BBICTYNAET OCHOBOM
byHKIIMOHUpOBaHUs OMOIHOTEKH, 6e3 PoHmaa OMOIMOTEeKa KaK COMANTBHBIN HHCTUTYT CYIIIECTBOBAThH
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He MoXeT. [loaToMy nmaHHBIM y4eOHBIH Kypc SBISETCS OJHOW M3 BEAYIIUX YYCOHBIX IUCIIUTLINH
OMOJIMOTEKOBETUECKOTO IIMKJIa M B OO0S3aTCIILHOM TMOPSJIKE H3Y4aeTCs BCEMH OOYYarOIIMMHUCS
O6ubnanoreuynbIx (akynbTeToB. OH TOCTOSHHO pa3BUBAETCS, HA HOBBI KauyeCTBEHHBIH YPOBEHb
noJHUMAaeTCsl ero (yHIaMeHTallbHas 4YacTh, OH BCE IIOJIHEE M KOHKPETHEE OTKJIMKAETCS Ha
NOTPEOHOCTH MPAKTUKU.

CTpyKTypa Kypca COCTOMT M3 TE€M, B KOTOPBIX PAacCMaTPUBAIOTCS OCHOBHBIE KOMITOHEHTBI
oubnuoreynoro ¢Gonma, ¢GopmupoBanue ¢GoHIA, Teopus OTOOpa W B3aUMoOACHCTBHE (HOHIIOB,
MOJICTTMPOBaHNE M KOMIUIEKTOBaHHWE (OHIOB, ydeT W 0O0padoTKa, pa3MeleHHe W JOCTaBKa
JIOKYMEHTOB, COXPAaHHOCTh U CTPYKTYpa yNpaBicHUS OHMOIMOTEYHBIM (DOHIOM, PYHKIIMHA U CyOBEKT
yIpaBJICHUS.

2. PABOYAS (YYEBHAS) TIPOT'PAMMA JJUCHUIIJIMHBI
2.1.0EJIX OCBOEHUSA JUCIUIIJINHBI

eab Kypca — moAroTOBUTH OakasiaBpa, CHOCOOHOr0 paboTaTh ¢ (POHAAMU PA3TUYHBIX THIIOB
U BHUIOB OWOJIMOTEK, T. €. KOMILJIEKTOBAaTh, OPTaHW30BaTh M YMPaBIATh (POHAOM HAa HAYYHBIX
OCHOBAX.

JUis fOCTHKEHNUS 3TOM LeNIN PEeIIaloTCs Cielyrolue 3aAaYun:

- IIpocnexuBaeTcst FIBOTIOIHA OMOIMOTEYHOTO (POHIA M €r0 MECTO B CHCTEME «OMOIHOTEKa;

Omnpenensiercss Mmecto OHONMMOTEYHOTO (POHIA B CHCTEME JOKYMEHTHBIX KOMMYHUKAIHNA
0011ecTBa;

AHanu3upyeTcsi HOPMATHBHO - TpaBoBas 0Oa3za (opmupoBaHus (GOHIOB OHUOIHOTEK B
COBPEMEHHBIX YCIIOBHSX;

- PaccmarpuBaercs TeopeTnueckas ocHOBa (hOpMUPOBaHUS OUOIMOTEUHBIX (DOH/IOB;

- M3yuarorcs nporecchl U oneparnuy B 1ukiie GopMupoBaHust GoH10B OMOIHOTEK;

- Ob6o061aercs Teopus ¥ NPaKTUKa YIIpaBiaeHUs GoHAaMu OUOIHOTEK.

2.2. MECTO JUCIIUIIJIMHBI B CTPYKTYPE OIIOII BO
SIBnsgeTcs TUCLUILIMHON 0a30BOI 4acTH.

2.3 KOMIIETEHIIUU OBYYAIOUIEI'OCsl, @OPMUPYEMBIE B PE3YJIbTATE
OCBOEHUA JUCHUITVIMHBI

OK — 5 — criocoOHOCTh aHANU3UPOBATh COLMATBHO-3HAYMMBbIE ITPOOIEMbI U IIPOLIECCHI

OIIK — 3 — TOTOBHOCTh HCHOJB30BaTh HOPMATHUBHBIE TIPABOBBIE AaKThl B CBOEH
npohecCHOHaTbHON ACSITETFHOCTH

I[IK — 5 — cnocoOHOCTh K BBISBJICHHIO, aHAJIW3y W OIIEHKE WH(POPMAIMOHHBIX PECYPCOB
o01mecTBa

IIK — 34 — cnocobHocth (hopmupoBaTh (OHABI AOKYMEHTOB, aBTOMAaTH3MPOBaHHBIE Oa3bl
JAHHBIX, 00ecneunBaTh X 3PPEKTUBHOE UCIIOIb30BAHUE U COXPAHHOCTh

B pesynbraTe 0CBOEHMS JUCLUILIMHBI 00YYatOLIUICs JOKEH:

3Hamby: - COCTaB U CTPYKTYpy OMOIMOTEUHBIX (POHIOB; - OCHOBHBIE MPOLECCH (POPMHUPOBAHUS
OMOIMOTEYHBIX (POHJIOB.

YMemb: - MOJICTUPOBAHNS, KOMIUIEKTOBaHMS, Y4eTa U XpaHeHus: Onbanorednoro GpoHma.

Bnaoems: - pazmenienus, pacCTaHOBKH, 00pa0OTKU U MPOBEPKH OMOINOTEYHBIX (POHIOB.

2.4. CTPYKTYPA M COJAEP)KAHUE YYEBHOM (PABOYEM) TPOT'PAMMBI

JANCHUTIIJIMHBbI
OO01mas TpyA0eMKOCTh TUCITUIUTMHBI COCTABIISET 3 3a4eTHBIX eauauIb], 108 gacos.

Ne Pa3gen aucuumJInHbI Buab1 yue6Hoii padoTsl, @DopMBbI TEKYIET0

n/n BKJIIOYASI CAMOCTOSITEJIbLHYIO KOHTPOJIsI
? padoTy M TPY10eMKOCTH (B yCIeBaeMoCTH.
s Jacax) dopma
S | aex | cem | mpakr | cpc | TPOMEKYTOUHON

aTTecTanuu (1Mo
ceMecTpam)
1 Pasmen 1. Teopernueckue | 5 2 2 23




OCHOBBI ONOIMOTEYHOTO
dhoHg0BEICHUS

2 Pazgen 2. Teopuss u |6 1 2 3 23
TeXHOJIOTUSI  (popMUpOBaHHS
oubmoreunoro gouna (PbD)

3 Paznmen 3. VYupasienue | 7 1 2 3 23
OMOIMOTESYHBIM (OHIOM
4 8 23 | KontponbHas
paborta, 3a4eT
108 | 4 6 6 92

2.5. OBPA3OBATEJIBHBIE TEXHOJIOT'UA

Kypc «bubmuoreunsiii ¢onm» mig oOydyaromuxcs MO  HANpaBIEHHIO IOATOTOBKH
«bubnuoreyno-uH(popMaIMOHHAS AEATEIBHOCTDY.

[lpy mpoBeneHWMM 3aHATHH W OpPraHU3ALUH CAMOCTOSTEIBHON pabOThl 00YyYaroLIHXCs
UCTIOJIB3YIOTCSL:

TPAJUITMOHHBIE TEXHOJIOT'U OBYUEHUNA, npeArnoaraionme mnepeaavy
uH(pOpMaIuK B TOTOBOM BHJIE, (HOPMUPOBAHUE YUEOHBIX YMEHHMH 1O 00pasily: JEKLIUsA-U3JI0XKEHHUE,
JEeKIusA-00bsICHEHNE, TPAKTUYECKHe PadOThl, CEMUHAPCKHE 3aHATHSA, KOHTPOJIbHAs paboTa u Jp.

Vcnonb30BaHNe TPaJULMOHHBIX TEXHOJIOTHHM oOecreunBaeT OPUEHTUPOBAHNE 00YYarOLIerocs
B TIOTOKE HH(QOpPMALMH, CBS3aHHOM C pPA3IUYHBIMU IOAXOJAMHU K OIPECNICHUIO CYIIHOCTH,
coJlepKaHusi, METOA0B, (OpM pa3BUTHs OMOIMOTEYHOTO (HOH/IA.

[IpakTHdeckne U CEMUHAPCKUE 3aHATHS OOECIEYMBAIOT PA3BUTHE U 3aKpEIUICHHE YMEHHHA U
HaBBIKOB OIpeNeNeHUs IeNieil M 3a7ad pa3BUTHs, a TaKKe NPUHATHA HambOosee >(PQPEeKTHBHBIX
pEIIeHH 10 WX pealn3aliy; aHajlu3 COBPEMEHHBIX IOAXOIOB K Pa3BUTHIO (DOHIOBEICHHUS, €ro
METOA0JIOTUYECKOH Oa3bl.

HUHTEPAKTUBHBIE TEXHOJIOTMM OBYUEHHUS, npeanonararoniue OpraHu3aiiyio
0o0ydeHHUs1 KaK MPOIYyKTHUBHOW AESITETBHOCTH B PEKUME B3aUMOJICHCTBHUS OOYYAIOMIMXCS JAPYT C
JPYTOM U C IIPEIoIaBaTesIeM.

CornacHo yuyeOHOMY IUIaHy KOJMYECTBO YacoB 1o auciuiuimae —108, u3 HUX MpOBOIUMBIX B
MHTEPAKTUBHOM (hopme — 4 Jacos.

HuTepakTuBHBIE 00pa30BaTEIbHBIC TEXHOJIOTHH, UCTIOIb3yEeMble Ha AYJAMTOPHBIX 3aHATUSIX

Tema (pa3nen) Buap! yueonoii Hcnoan3yembie KoanuectBo
padoThI HHTEePAKTHUBHbIE 4acoB
TEXHOJIOTHH
Pasnen 1. Teopernueckue | IIpakTuueckoe Pabora B MasbIx rpynmax 1
OCHOBBI OMOIMOTEYHOTO | 3aHITHE
¢doHoBeACHUS
Pasznen 2. Teopus  u | Ilpakruueckoe Pa6ora B ManbIx rpynmax 1
TEXHOJNOTHsl (HOPMUPOBAHUS | 3aHATHE
O1OIMOTEYHOT O ¢donna | Jlexus Jlexuus npecc-KOH(pepeHIus 1
(PbD)
Pasgen 3. VYupasnenue | Jlexuus Munu-nexknus 1
O0nOaMOTEeYHBIM (HOHIOM

2.5.1 COJEPKAHME PA3JEJIOB (TEM) JUCLUAILIVHBI

Paznen / tema KosmyecTBO 4acoB 1o o4Hoii ¢popme
o0yuyeHus (1Mo 3204HOI hopme)

Pa3nes 1. TeopeTnueckne 0CHOBBI 0MOJINOTEYHOT0 GOHI0OBEICHUSI

bubnuoreunsiii poH B cucteMe OubINOTEK 8 1 7
bubnuoreunslii GoHJ KaKk cucTeMa 9 1 8
CrtpykTypupoBaHue OMOIHOTEYHOTO hOHIA 10 2 8
Pa3neu 2. Teopusi u TexHoJiorusi popmupoBanus 6udanorednoro gpouaa (Pbd)

Teopust ®bD noHsITHE CYNTHOCTH U MPUHITAITHI 5 1 4
®dopmupoBanue  OuOimoreyHoro  ¢GoHma  Kak | 5 1 4
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TEXHOJOTHUYECKUH LUK

MonenupoBanue 6ubanoTeyHOro oI 7 1 1 5

KommiekToBanne 6ubnmoreyHoro Goxa 6 1 5

Opranusaiusi 6udmoTedHoro Goxaa 6 1 5

Paznen 3. Ynpaienue 6ub6auoTe4yHbIM poHa0M

CrtpykTypa v QyHKINN yrpaBieHus] OnOIMoTeuHbM | 29 1 2 3 23

dhong0M

KonTtposbHas padora, 3a4er 23 23
HUTOrIO | 108 4 6 6 92

Pa3nesn |. TeopeTuueckue 0oCHOBBI 0M0IMOTEeYHOT0 POHTOBEIEHHUS
bubauoreunsblii pona Kak cucrema

bubnmmoTeunsiii GpoHA Kak OMWH W3 MCXOMHBIX DJIEMEHTOB CHUCTEMbl «OmOmmoreka». Jpyrue
9JIEMEHTBI CHCTEMBI: MaTepPHUaIbHO-TEXHUYECKasi 0a3a, KOHTHHICHT T0JIb30BaTelei, OMOIMOTeUHBIN
NepCoHAJI, UX B3aUMOJIEHCTBUE ¢ OMOIMOTeYHbIM oHaOoM. Hammune Mexmy moJcuCTeMaMu MPSIMBIX
U 00paTHBIX CBSI3€H — CBUICTENBCTBO €IMHCTBA M CBOCOOPA3Hs JIEMEHTOB CUCTeMbI. CTPYKTypHast
rpad-mMoenb OMOINOTEKH KaK CHCTEMBI.

Oyukiun, BbIMOIHseMble b B cucreme «OMOIMOTEKa»: MeMOpHalbHas, KyMYJSTHBHAas,
UH(OPMaLIMOHHAs, TEXHOJIOTHYECKasl, peJIaKCallMOHHAS U JPyTHE.

AHanmm3 HMCTOYHMKOBETUYECKOW 0a3bl IMO3BOJISET CTYACHTY CPAaBHUTH AC(PUHUIMUM TEpPMHUHA
«OubnuoTeunsli (GOHI», W B JaNbHEHIIEM TNPOCIEIUTh, KaKHe KOHIENIUH JTOMHHUPOBAIU B
OMOIMOTEKOBEICHUH.

Tema 2. budanoreunsiii poHa Kak cucTeMa

Benymas pons nokymeHTa B oOpazoBaHuM OuOianoTedHoro ¢onpa. JJokyMeHT Kak croco0
¢ukcupoBanus MHGOPMAIMM Ha PA3IMYHBIX MaTepUAIbHBIX HOCUTENAX (Oymare, IMJIEHKE U T. II.) B
IEeJISIX €€ MCIOIb30BaHus, Iepeaul U XpaHEHUs B IPOCTPAHCTBE U BO BPEMEHH.

CriocoObl  OKyMEHTUpOBaHUS HH(poOpManuyu. BO3HHKHOBEHHS TOKYMEHTa, ODBOJIOIMS €ro
pazButus. [losiBIeHHE HOBBIX BHJIOB JIOKyMEHTa KaK CpEACTBO pacIIMpeHHs Juarna3oHa
OoubnuoreyHoro (QoHAa W pelIeHHEe KHUTOXPAaHWIMIIHOTO Kpu3uca. COOTHOIIEHHE TepMUHA
«IIOKYMEHT» C TIOHSITHEM «KHUTa», «IPOU3BEICHHE Ie4aTh», «u3naHue». CrnocoObl (ukcanuu u
MaTepuanbsl Hocutens uHpopMmaimu. Pa3HooOpa3zue BHIOB JTOKYMEHTa M WX KiacCH(HKalus B
cootBercTBuM ¢ [[OCTowm.

BunoBas crtpykTypa nokymeHTOB. lleneBoe M 4MTaTENbCKOE HA3HAUYEHUE JIOKYMEHTHOI'O
¢doHIa — OCHOBA €rOTHIIOIOTHYECKOM CTPYKTYpPbl. AYyIHOBU3YyaJIbHbIE U 3JIEKTPOHHBIE JOKYMEHTHI
KaK COCTaBHas 4acTh ()OHIOB OTEUECTBEHHBIX M 3apyOexHbIX Oubnmorek. Xapakrepuctuka CD-
ROM, DVD, mynbrumenna. DNEKTPOHHbBIE MEepHOANUecKre n3ganus. MHpopmamonHsie pecypcs
Wureprera u aTpanera. DneKTpoHHAs BEPCUs IOKYMEHTHOTO (DOH/IA.

[Ipusnaku OubnuoreyHoro ¢onga. CoiicTBa, mpucymue (onay kak cucreme. CBOMCTBO
JUHAMUYHOCTHU — CTATUCTUYHOCTHU KaK IpoLecc 0OHOBIIEHHs OMOIMOTEeYHOro oHAa.

Tema 3. CTpykTypupoBanue 6m6a10Te4Horo ponaa

3HavueHWE CTPYKTypHpoBaHus (POHAOB OMOMMOTEK JUisi YHUPUKAIMKA TEXHOJOTHU HX
dbopmupoBanus. CTpyKTypHpOBaHHE OMOIMOTEYHBIX (OHIOB MO CBS3SIM C DIIEMEHTAMH CHUCTEMBI
«Ooubnmoreka». UYUwuratenbckuit OuOmmoreunsii  Goun. bubmmoreunsiii  GoHx cmyx)eOHOTO
nonp30BaHus. PesepBHblii  QoHn. CrpykTypa (oHZAa B COOTBETCTBHH CO CTPYKTYPHBIMHU
nosipa3AeNieHus M  OnOmoTekn: 1moaAQoHI a0OHEMEHTa, YWTAIBLHOTO 3ajla, KHUTOXPAHWIUIIA,
OTpaciieBbIX OTHEIOB U Apyrux. CTpykTypupoBaHWEe (QOHIA TO CBS3SIM C «KOHTHHI'C€HTOM
MOJIb30BATENEH».

CrpykTypupoBaHue OHOIMOTEYHOTO (OHAA IO PA3TUYHBIM IPH3HAKAM JTOKYMEHTOB.
CrpykTypHupoBaHue OuOIM0TeYHOr0 (POHA M0 MPU3HAKY coJepx aHus U PopMbl JoKyMeHTa. pyrue
NpPU3HAKK JOKYMEHTa - PErYJSIPHOCTh BBIXOJa B CBET, LIEJIEBOC HA3HAYEHHE, SI3BIK JIOKYMEHTa,
XPOHOJIOTUYECKHE IPAaHUIIBI U JIP.
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YpoBHU CTPyKTypHOUW Hepapxum Oubamoreynoro ¢onma. Exwnbii OnOmmoreuHblid (OHI,
KOMIUIEKC (OHJIOB, OTAEIbHBIN (POHI, KOMIUIEKC (POHAOB, MOAPOH, pa3aen moAdoHaa, U APYTHE.

Pa3nen 2. Teopusi u TexHoJsiorusi gpopmMmupoBaHusi 6M61M0TeYHOr0 PoHAA
Tema 4. Teopusi popmupoBanusi 6ud1uoTe4yHoro ¢pounaa: lousitue, cymHocTs u
MPUHIUATIBI

[Tonstue «hopmupoBanue OuOIMOTEUHOTO (OHIA», «pa3BUTHE OMOTMOTEYHOTO (OHIAN.
Hedbunnmmu tepmuabl @BO B pazabie ucropuueckue moaxoasl. 60-e rr. XX B. — BBeaenue 10. B.
['puropbeBpIM  cOOMpaTEIHbHOTO TepMHHA «hopMUpoBaHuEe OubOmmoTeunoro ¢ouma». O. B.
['puropneB - OCHOBOTIOJIOKHHK OTEUYECTBCHHOTO OMOIMOTEIHOTO (boHIIOBEICHHUS.
Oynnamentaibabie Tpyabl 0. B. I'puropseBa «Opranuszanus 6ubaroTeuHoro ¢donmga» (1953 r.),
«Teopetuyeckue ocHOBBI (hopMmupoBanus 6ubnoreunoro gouga» (1973 r.).

Pa3pabotka ¢donmoBequeckux mpoliIeM B Tpydax OTEYECTBEHHBIX U 3apyOe’KHBIX
6ubnuorexkoBenoB. Konuenuun ¢opmupoBanus ¢oHA0B OHOIMOTEK B TpPyAax COBPEMEHHBIX
CHEIHMATMCTOB OMOIMOTEYHOTO JIeTa.

CymHocTh W 1enb (opmupoBaHus OHOIMOTEYHOTO (oHAA. 3aKOH KOHTPYIHTHOCTH —
COOTBETCTBHE (POHIA TOTPEOHOCTAM BHEIIHEH cpenbl, W BBHITCKAIOIIMH W3 HEro MPUHIMII
cenektuBHOCTH. OTOOp 1okyMeHTOB. Teopus oTOOpa B OTEUYECTBEHHOM U 3apy0eXHOM
¢donnoBenennn. Konnenuun OubnmnorexoeneHus Hayaga XX Beka o npodieme oTdéopa JOKyMEHTOB
— TPOTUBOPEYUBOCTh M IPOTPECCHBHOCTh MX TOYEK 3peHus. [lepBUYHBIM W BTOpUYHBIN OTOOP.
OOHoBNeHNE OMOIMOTEYHOTO (POH/IA KAaK PE3yNIbTaT MEPBUYHOTO U BTOPHYHOTO OTOOPA.

Snpo OubmmoTedyHoro (GoHAa Kak HEOOXOAUMBIMH MHHHMYM JOKYMEHTOB, OTPa’KarOIIHA
byskun, Tun ¥ npodwis KoHkpeTHor oudnnorexu. Tpyn H. A. Pybakuna «Cpeau kHury - oOpasert
sapa ponma 6ubarorek Havana XX Beka. Konnenims C. Bpaadopaa (1930-¢ rr.) mo omnpeaeieHuro
BenuuMHbl siapa (onpa. CocraB sipa (GoHAOB OMOIMOTEK Pa3HBIX THUIIOB, €MO0 COOTHOLIEHHE CO
ctepoid.

Tema 5. ®opmupoBanue 6U0IHMOTEYHOr0 (PoHAA KAK TEXHOJTOTHIECKHI MK

Bxnan 0. B. I'puroppbeBa B pa3paboTKy TexHosorndeckoro uukia ObD. dazbl
¢dopmupoBanus Oubmmoreuynoro Qounaa, BeigeneHabie 0. B. ['puropbeBbIM: KOMIUIEKTOBaHUE,
OpraHM3alysi U ynpaBJieHHE.

Ob® Kkak COBOKYNHOCTb MPOLIECCOB U ONEpalMii, HAIPABICHHBIX HA CO3JAHHE U PA3BUTHE
¢donma. AHanM3 COBPEMEHHBIX KOHIEMIUI TEXHOJOTHYECKOro IMKIJIA: OOIIMEe W OTIMYUTENIbHBIC
yepThl. TOUKN 3peHust OMOIMOTEKOBEAOB HA POJIb KaXKJOI'0 IpOIecca B TEXHOJIOTHYECKOIH cxeme.
OCHOBHBIE IOHATHS HEPAPXUUECKON CTPYKTYPBI LIUKJIA: IPOLIECC, ITall. XapaKTEPUCTHUKA MPOLIECCOB
TexHonorndeckoro nukiaa ObdD: monmenupoBaHHs, KOMIIEKTOBaHHS (IIEPBUYHBIN OTOOp), ydera
TEXHUYECKOH 00pabOTKH, pa3MelIeHHUs, JOCTaBKH O IOJb30BATENs, XPAHEHHUS, COXPAHHOCTU U
6e3onacHoctu. TexHnonorust peopmupoBanust OnbIMOTEYHOrO (HOHA.

Tema 6. MoneanpoBanue 6ub1moTedHOro Gonaa

MopnenupoBanie — TEpBbIA MPOLECC, CO3JAIOMIMNA YCIOBUS JJIsi KOMIUICKTOBAaHHUA U
opranm3anu  OuOmmoTedHoro ¢oHma. 3HAYECHWE MOJEIeH s KOPPEeKTHPOBAHHS COCTaBa
O6ubaroTeyHoro oHIa W BOCTIONHEHHS JIAKYH. Mozens — peajbHbIi WK HIealbHbIN 00pa3 ¢hoHa.
®opmbl BeneHHUs Moenel: TaOiwuHas, KapTO4Has, JJIeKTpoHHas. [lapameTpsl, oTpaxaemble B
Monensax: (YHKIMH OWONMMOTEKH, KOHTHHTEHT TIOJIh30BATENICH, THUIIOJOTHYECKAass W BHIOBas
CTpyKTypa OubmmuoTedynoro (oHma, S3bIKOBBIC, TEMAaTHYECKHE, XPOHOJIOTHYECKHE TPAHHIIBI
JIOKYMEHTOB.

MopnenupoBanue OubnuoreyHoro ¢onga B nyOmukamusx H. A. PybGakuna, A. A.
[Tokposckoro, A. H. bapabanoBa, O. C. UybOappsna. Yuactue B paspaboTke mozened (onaa
KpynHbIX oTteuecTBeHHbIX Oumbnuorek — PI'b, PHB, I'TIHTB Poccuun. Knaccupukauusa moxaeneit B
610aroTeYHOM (OHI0BEIEHUH. TUIIBI U BUABI MOJICIIEH.

Onucannas (wm BepOambHasi) monenb bd — ocHOBa I JPYrUX THIIOB MOJEIEH.
Hcnonp3oBanue onrucaHHol Moenn (oHma Ha BeO-cTpanuile oubnmmoTeku B IHTEpHETE.
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MaremaTtnyeckass Mozaenb (oHIA KaK COOTHOIIEHHE KOJMYECTBEHHBIX ITOKa3aTelne —
JIOKYMEHTOBBIJJaud, OOpallaeMoCTd, JOKYMEHTOOOECHeUeHHOCTH U Apyrux. [lepBeie MOMBITKU
pacuera onTUMaNbHOTO 00bema OubnuoreyHoro ¢ounna B Tpyaax E. H. Mensinckoro. OtpacieBbie
Koo puIMeHTsl  (YKOMIUIEKTOBAHHOCTH, HCIIOJIB30BaHUsA, COOTBEeTCTBHUs). OOpamaeMoctb —
KAYeCTBEHHBIH KpUTEPHUH HCIONb30BaHMUS JOKYMEHTHOrO ¢oHaa. MeToasl pacyeTa OCHOBHBIX
10JIb30BATENIEH.

3naueHne OnOIMorpagMuecKor MOJCIIA IS PETYJIMPOBaHUs cocTaBa b®, MoBbIIeHUE €ro
nHpOpMaTUBHOCTH U MOJHOTHI. Hadano XX B. — pa3paboTka Onbimorpadudeckoil MoIeIn B Tpyaax
H. A. Py6akuna u A. A. IlokpoBckoro. Pa3pabGoTka Momenu myOJUYHBIX U JACTCKUX OMOIMOTEK.
Hcnonp3oBanue Onbimorpadguaeckoit Moaenu siapa oubmmorednoro (GpoHma B MpoIecce BBISIBICHUS
JaKyH.

CrpykrypHast monenb Oubnuoreunoro ¢onma. Bxmag A. H. bapabanoa u A. A.
ITokposckoro, O. C. UYybGapesiHa B pa3pabotky crtpykrypHoii Mmomenu (30-¢ rr. XX B.).
Pa3HOBUAHOCTH CTPYKTYpHBIX MOJENeH. DTambl CO3JaHHsl CTPYKTYpHOM Monenu OHOIMOTEYHOTO
donma. WMsyueHwme MakpocpeAbl KyJIbTypHO-3KOHOMHUYECKOTO Tpoduias  00CITyKHBaeMOTo
OMOIMOTEKON MUKpOpaiioHa: KOHTUHIEHTa TOJIb30BaTeNiell U X MH()OPMAIMOHHBIX TOTPEOHOCTEH.
XapakTepucTHUKa JOKYMEHTHOTO pbIHKa (mevatHslX, ABJI, DneKTpoHHBIX TOKYMEHTOB) U
¢uHancupoBaHus OuOIMOTEKH. M3ydeHHE MHKpPOCPEIBl: COCTaBa, CTPYKTYPhl M HCIIOJIb30BAHMUS
O6ubnuoreyHoro (oHjaa, MEPCHEeKTUB ero pazButus. [lepBbIil 3Tam — cocTaBIeHHE MOSCHUTEIBHOM
3aIHUCKH K CTPpYKTypHOUW Monenmu b®. Bropoit — pa3paboTka TeMaTHYECKOH CTPYKTyphl (oHIA C
y4eToM crneuupuKd OUOIMOTEKH, ONpEIeICHUE TUIOJOTHYECKHX, BHIOBBIX MapameTpoB (oHIa.
Oco0eHHOCTH pacueTa SK3eMIUIIPHOCTh MPHUOOpPETaeMbIX JOKYMEHTOB C YYETOM HMEIOIIETOoCs
doHma, a TakKe JAOKYMEHTOB, MMEIOUIMX YETKUH YHUTATENbCKHM aJpec M HE HMMEIOIIHUX €ro.
3aKITIOUUTENBHBIN 3Tl - KOppeKTUpoBaHue coctaBa b® Ha ocHOBe OnbOIMOrpaduyeckoit Moaenu.

Vcnonb30BaHNE pa3IMUHBIX THUIIOB MOJENEH B NpakTHKe paboThl OMOIMOTEK. DIEKTpOHHAs
dbopma MoaenupoBanus 6nOIMOTEYHOTO HOHA.

Tema 7. KommiekroBanue 6ud1uoTeqHoro pouaa (mepBuUHbIi 0TOOP)

Hcrtopus pa3Butus Teopun KomruiekToBanus ¢oHmoB oubmuotek. Konen Haganmo XX B. —
pa3paboTka OubnuoTekoBenaMu KputepueB ordopa nokymeHToB. [lonoxenue 0. B. I'puropsesa o
JICJIEHNH KOMIUIEKTOBAaHUS HA MEPBUYHBIN (3Tam BBOJA JOKYMEHTOB B ()OHI) U BTOPUYHBIN (BBIBOJ
JTOKyMEHTOB 13 ) oTOop. CoOBpeMeHHbIC TMPEACTABICHHS CICIUATUCTOB OHUOIMOTEYHOTO O
komruiektoBanuu. ['OCT 7.76—96 «KommuiekToBanue ¢onna nokymentos. bubmamorpaduposanue.
Karanoruzamus. Tepmunbl u onpeneneHus». Buapl KOMIJIEKTOBaHUSA: TEKYIIee, PETPOCIEKTUBHOE,
HavaJbHOE, TOKOMIUIeKTOBaHUE. O0IIe METOIUKN KOMIUIEKTOBaHMS OMOIMOTEYHOTO (OHIA. . aJIbl
nepBuyHOTO 0TOO0pa. HauanmpHbIil A Tam — aHanM3 TOKyMEHTOIOTOKA JIBIO MOJTydYeHUsT HHPOPMAIH O
pecypcax OTEYECTBEHHBIX M 3apyOexHbIX wu3natenbcTB. COBPEMEHHBIM JOKYMEHTHBIA PBIHOK.
Kuuroroprossle, Oubnauorpadpuyeckue U  3JICKTPOHHBbIE H3JaHUS O  JOKYMEHTOIIOTOKE.
Ucnonp3oBanne Kuurn B Hanuumu u nedatu» U VHTepHeTa ¢ 1efbl0 MOJy4YeHHUs HWHGOpMaluu
POCCHUICKOM U 3apyOeKHOM JOKYMEHTHOM PbIHKE.

Bropoii atan — nepuuHbiii 0T00p. IlepBudHbBIN 0TOOP KAk OTUYKICHHE U3 JOKYMEHTOMOTOKA
npoGUIBHBIX JTOKYMEHTOB, COOTBETCTBYIOIIUX CTPYKTYpHOH s (oHIZa u WHGOPMAIMOHHBIM
noTpeOHOCTSM ToJb30Bareneii. Kpurepun mepBUYHOTO OTOOpa: CEMAaHTUYECKHH (COOTBETCTBHE
JNOKyMEHTOB mpoduao (oHna Oubanorekn u MHPONOTPEOHOCTSIM IONB30BATENCH, OIEHKA
collepKaHusl JIOKYMEHTA, €ro IIEeHHOCTh, HH()OPMATHBHOCTb, IOCTOBEPHOCTb, JOCTYITHOCTh M IPYTHE)
u popmaneHeIil (MoUrpaduueckoe u XynokecTBeHHoe oopmileHHe ToKyMeHTa). KoHnenTpamms u
paccestHue uHbopMaun — (HaKTOPbI, OCIOKHSIOIIKE Tpolece NepBUUHOro oTdoopa. TpeboBanus K
npodeccuu KOMIUIEKTaTOpa: 3HAHME JOKYMEHTHOTO pbIHKA, OOBEKTHMBHAs OLEHKa JOKYMEHTOB,
JIeJI0Basi UHTYULS U JpyTHE.

Tpetuit 3Tan KOMIJIEKTOBaHHUS — 3aKa3 JOKyMEHTOB. [IOMCK MCTOYHHKOB, CIIOCOOOB U (opM
JIOKYMEHTOCHA0KEHHUSI C LEJbIO BBISBICHUS ONTUMAJbHBIX C TOYKHU 3PEHUS COOTHOIICHMS II€HBI U
Ka4yecTBa MPHOOPETAEMBIX TOKYMEHTOB. BHOKOIIJIEKTOp Kak CHenHain3HpOBaHHOE KHHUTOTOPTOBOE
npennpusTie, cHaOkaromiee OWOIMOTEKM TOKyMEeHTaMu. VCTOpHs co3maHus W COBPEMEHHOE
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CocrosiHHEe cucTeMbl OMOKOIUIEKTOPOB B Poccnn. MeToel paboThl OMOIHMOTEK C OMOKOIEKTOPAMH.
JlesiTenbHOCTh PErMOHABHBIX OUOIMOTEUYHBIX KOJIJIEKTOPOB.

O06s3aTenbHbli dKk3emIusap (OD) Kak rapanTusi MOJHOTHI MOCTYIUICHUS! JOKYMEHTOB B (DOHIIBI
Hay4yHbIX OuOIroTeK. 3HaueHne OO as cucteMaTuyeckoro nomnoyuHeHus ¢pounon 6udanorex. XVIII
B. — nosiBnenue OO B Poccun. Uctopus ero passutust B Poccun u 3a pyoesxxom. OyHKIIUN U BUIBI
003. Bzaumopnetictue ¢ LIKHB no npuobperennto miarnoro O2. PedopmupoBanue cucremsl OO B
Hacrosimei ctpane. denepanbHbiii 3akoH «O0 00s3aTeIbHOM 3K3eMILIsipe nokymente (1994 r.) u
JOTIOTHEHUSI K HeMy. 3akoHbl cyObekToB PD — 3akon Ilepmckoro kpas «OO0 o0s3aTenpbHOM
aK3eMIuIsIpe 1oKyMeHTOB» (1997 1.). [TpoOaembl cHaOXKeHHS U

peammsaru 0. OcobenHocTu cucteMbl OO 3a pyOekoM.

JlokyMeHTOOOMEH Kak 0e3BO3ME3/IHBIN 00OMEH JOKyMEHTaMH MEXIy OunOimorekamu Poccuw,
cTpaHamMu OJIMDKHETO W JanbHEro 3apyoOexbs. Llenb JokyMeHTOOOMEHa — BOCIIOJHEHHE JaKyH,
paloHanbHOE NepepacnpeiesieHue JOKYMEHTOB, SKOHOMUSI (PMHAHCOBBIX CPEACTB (B TOM YHUCIE U
BaJIIOTHBIX). Buabl MOKyMEHTOOOMEHa, €ro mpeumyiiecTBa. BO3HHKHOBEHUE BHYTPUPOCCHUHCKOTO
nokymenTooomena B 1959 r. [lepcriekTHBBI pa3BUTHS MEKIYHAPOTHOTO JOKYMEHTOOOMEHA.

[IproOpereHne NOKYyMEHTOB M3 KHWKHBIX MAara3uHOB, W3/JaTEIbCTB M HMH HCTOYHHKOB.
[Toanucka Ha MEpUOIUYECKUE M3AAHUS: TPAAULUOHHBIE U HOB (popMmel. [lomydeHne KHUT B 1ap oT
yurateneil. HoBeie popMbl koMIiekToBaH! OMOIHMOTEK: KHIKHBIE SIPMapKH, MPEe3eHTaluH, padoTa B
MHTEPAKTHUBHOM PEXHMME JIEKTPOHHOTO KHIKHOTO phIHKA. IHTEpHET Kak MCTOYHHK MH(POPMALIUH O
JOKYMEHTHOM pBIHKE M KaHal mnonojHeHus ¢onaa. [IpenmymiectBa W HEOOCTAaTKH TaTKU
npuoOpeTeHnss AOKyMEHTOB uepe3 WHTepHer. JIMIEH3MOHHBIA JOTOBOP — HOBOE B METOAMKE
KOMIUIEKTOBaHUSL (HOHAA SIEKTPOHHOM nepuoauk Vcmonp3oBanue TeHaepa s MPHOOpPETEHUS
JIOKYMEHTOB.

3aKIIOUNTENbHBIM 3Tall KOMIUIEKTOBAHUSI — IMOJy4eHHe JAOKYMeHTOB. [IpeaBapuTesibHbIN U
TEeKyIIMid  3aKa3  JOKyMEHTOB.  lcmonbp3oBaHME  aBTOMATHU3UPOBAHHBIX  OMOJIMOTEYHO-
WHGOPMAITMOHHBIX CHCTEM C IEJbI0 O0EeCTeueHHs] CBOEBPEMEHHOTO 3aka3a JoKyMeHToB. APM
«Kommnekrarop». @uHancupoBanue komruiekToBanuss b® — deaepanbHbIil 1 MECTHBINA OOKETHI.
IMonck >KOHOMHYHBIX CMOCOOOB momonHeHUss (OHAOB OuOmmoTek. Dopmbl  MpHUBICYECHUSL
JOTIOJTHUTENBHBIX  (DMHAHCOBBIX CPEACTB HAa KOMIUIEKTOBaHME OulOnmoreyHoro ¢Qonma —
CIIOHCOPCTBO, MELIEHATCTBO, COTPYAHUYECTBO C KOMMEPUYECKUMU CTPYKTypamH u T. A. PaHnpail3unr
— KOMILIEKTOBaHUE OMOIMOTEYHOTO (POHIA C TOMOIIBIO OJIArOTBOPUTENLHBIX (DOHIIOB.

[TpoOaembl 1OKyMEHTOCHA0XKEHUsI ONOIMOTEK B YCIOBUSAX PHIHOYHON 3KOHOMUKH U IyTH MX
pEIIeHuSI.

Tema 8. Oprannzanusi 6ud.1M0Te4HOT0 POHIA

CymHocts M (QyHKIMM yueta OubnanoreuHoro ¢onma. Mcrtopus yuera INOKYMEHTOB B
oubmuoreynom Qouze. TpeboBanus, mpeabsBIIeMbIe K yueTy. HopMaTHBHO-IpaBOBOE obecnieueHue
yueta (oHaoB Oubmmorek. 3akoHel Pocoit denepanuu, HaMOHAIBHBIE U MEXKAyHAPOJHbIE
CTaHJAPThl, UHCTPYKLIUU — JIOKYMEHTBHI, ONPECIIAIONINE NOPAJOK yueTa poHAa ONOINOTeKH. YUueT
B® B cBete @3 PO «O06 06mux npuHIMIAXOpraHU3aul MECTHOTO camoytipasiienusi B POy». TOCT
7.20—2000 «bubnunoreuHas ctaTucTuka». B3anMocBsi3b OMOIMOTEYHOTO U OyXTalNTepCKOro y4era.

Enmuannper yaera b®D: ocHOBHBIE (PK3eMIUISIp, Ha3BaHUE) M JOTOJHHUTENBHBIE METPOIOJKA,
MOJIINBKA, TOA0BOM KOMIUTEKT). Buapsl u hopmer yuera. CymMMapHbIii (MHTETpUPOBAHHBIN) y4eT Kak
perucTpanys TOCTYHNAOIMX M BHIOBIBAIONMX JOKYMEHTOB mapTtusaMu. Crpykrypa «KuurH
CyMMapHOro yd4era», (opMbl TeEHHUS: TPaJUIMOHHAS W JJIEKTpOHHAas. VIHIUBHIyaIbHBIHA
(muddepenumpoBanublil) yuyer b® kak permcrpanys KaxI0ro SK3eMIUIIpa WM KaKIO0Tro Ha3BaHUS
JOKYMEHTa C IPUCBOEHHEM €My WHBEHTapHOro Homepa. DOpMbl HHIMBUAYaIbHOIO Yy4erTa:
MHBEHTapHasi KHUIa, YYETHBIH KaTajor, JIUCT aKTOBOTO y4eTa, PErUCTPAllMOHHAs KapTodka, (aiii.
Hepoctatkn u mnpeumyinectsa AaHHbBIX (opM. YdeT NEepUOJUYECKUX, AayAMOBU3YalbHbIX U
3JIEKTPOHHBIX JOKYMEHTOB.

OJEeKTPOHHBIN yUYeT JOKYMEHTOB, €ro ocooeHHOCTH. [Ipobaembl BeieHHs 3JIEKTPOHHOTO y4eTa:
YCIOKHEHHE CONepKaHHus pabOThl MO0 OpPraHM3alMyd ydeTa JIOKYMEHTOB W JIpyrue; Hajludhe |
ucnonszoBanue ABHMC. IltpuxoBoe KOaUpoOBaHWE Kak CIIOCOO0 HWHIWBUAYaJIbHOTO ydeTa
JIOKYMEHTOB.
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HoBoe B cucreme ydera JOKYMEHTOB Ha  OCHOBE  Pa3IHYHBIX HOPMATHBHO
MPaBOBbIX JOKyMeHTOB. OcHOBHBIE puHIUNBI « UHCTpYKIIMU 00 yuete bO»(1998r.): BapuanTHOCTH
BBIOOpa CIOCOOOB M (pOpM ydeTa; OTKa3 OT JKECTKOW perIaMEeHTAIMHM YyYeTa; MPaBO OMPEACICHHS
COCTaBa W CpPOKOB XpaHEHHUS JIOKYMEHTOB; pa3pabOTKa KOJUYECTBEHHBIX U CTOMMOCTHBIX
HOPMATHBOB IPHU CIHCAHUU JOKYMEHTOB U Jp. OTBETCTBEHHOCTh OMOIMOTEKapeil 3a MpaBUIIbLHOE
BeJeHHEe ydeTa B KOHTekcTe uHCTpykuuu. Ilepeonenka b®d. Ilpoext «MucTpykumu o0 yuere
oubnmoreynoro ouma» (2006 r.).

Texuuueckas 00pabOTKa KaKk KOMIUIEKC OTepanuii Mo MOArOTOBKE TOKYMEHTOB K XPaHEHHIO U
ucnoap30BaHuio. ['pynmoBas oOpaboTka MoKymMeHTOB. OcoOEHHOCTH OOPaOOTKH ONpeesICHHBIX
BUJIOB IOKyMEHTOB. ABTOMAaTH3UPOBaHHAsA 00padOTKa JOKYMEHTOB.

Pa3zmemenne — mporiecc pacnpenesneHust JOKYMEHTOB B (DOHIOXPAaHUIINIIE B COOTBETCTBHUH C
APXUTEKTYPHO-TUIAHUPOBOYHBIMU OCOOEHHOCTSAIMHU momelneHus. Llenn pa3menieHuss JTOKYMEHTOB.
CnocoOnl  pa3merniennst (oHAA: TOPU3OHTaIbHOE (CTensiieecs), BepTUKaIbHOE (OalieHHoe),
CMeIIaHHOe (TOPU30HTAIBLHO-BepTHKANIbHOE). OCcOOEHHOCTH KaKA0ro BapuaHTa. Pa3memnenue donna
Opu  OTKpBITOM  gocTtyne. TpeGoBanusi K  (OHIY OTKPBITOrO  JocTyma. Mara3smHHOe
doumoxpanunuie, (HOHIOXPAHWIUIIE 3aJbHOTO TUMA. MuHHaTIOpu3anus (GoHIA Kak pelleHue
npoOJIeMbl KHUTOXPAHWJIHMIIHOTO KpH3uca. PaccTaHOBKa Kak 3aBEpIIAIOIIMI 3Tal pa3MelleHHs
JNOKyMeHTOB. Tunbl pacctanoBok b®: cemuHapckas (cucremMaTnieckasi, TeMaTHUECKasi, IPeIMETHAs )
u ¢QopmanpHas (andaBuTHAs, XPOHOJIOTHYECKas, s3bIKOBas®, (¢opmaTtHas, reorpaduyieckas,
KpernocTHas). [IpenMymiecTBa ¥  HEJOCTAaTKHM CEMAaHTHYECKOW pACCTAHOBKUA — JOKYMEHTOB.
Ocobennoctu (opmanpHoli pacctaHOBKH b®. Coueranue paccTaHOBOK MPU paclpeneseHUH
JIOKYMEHTOB B ()OHJIOXPAHUJIHILIE.

JocraBka AOKyMeHTOB. TpeGoBaHUS K JOCTaBKe. TpaaWIIMOHHAs W DJEKTPOHHAs JTOCTaBKa
JIOKYMEHTOB.

3naueHne XxpaHeHus OubOmmoreyHoro Qouma. «HamuwonanpHas mnporpamMma COXpaHEHHS
oubnoreunsix (oumoB PD» (2000 r.) kak OCHOBHOH JOKYMEHT, OMpPEACISIONINN CTPATETHIo
JESTSIILHOCTH OMOMMOTEeKH B 00JacTH obOecrieueHus meiaoctHoctH (oHma. @3 «O OubimoreyHOM
nene» (1994r.) o coxpaHHOE JOKYMEHTOB M OTBETCTBEHHOCTH NoJib30oBaTesiel. [IpaBoBble OCHOBBI
coxpanenuss b® B kontekcre YK P®, 'K P®, K30T. Crangaptsl 1o coxpaHHOCTH (OHIA
JIOKYMEHTOB.

Hctopus coxpanenus: (GoHIOB poccHiickux OuOmmorek. OTe4eCTBEHHBIN OINBIT XpPaHEHUS
donmoB Oubmmotek. Bxnan ornenpHbix crienmanuctoB (A - E. Hlanommnukosa, 0. I1. Hrokma, FO.
H. CromsipoBa, O. U. IlepMuHOBOM M 7p.) M KOJUIEKTUBOB OMOIMOTEK B pa3pabOTKy Ipodiem
XpaHEHUS JIOKYMEHTOB

IToHATHIHBIN anmapar TEMBI.

Hayunbie wucciieoBaHus TPOMBIIUIEHHO pPa3BUTBIX CTpaH MUpa B o0maer» pa3paboTKu
Ka4yeCTBEHHOH OyMarm — OJHO W3 HaNpaBJICHUH COXPAHEHUS JTOKYMEHTOB. JlesTenbHOCTh
AMepuKaHCKOH OMONMMOTEYHONW accoluanuu 1O PabOTKE CTpaTerMu COXpPaHHOCTH (OHJIOB
oubmmotek. Cekuus coxpanHoctu If koncepBaimu nokymentoB UDJIA. Tporpammer FOHECKO,
HanpaBJiCeHHbIE HAa COXpPAaHEHHWE NaMSITHUKOB KYJIbTYpbl. JleATENbHOCTh JPYyIrux 3apyOesKHBIX
OpraHu3alMi 10 U3y4eHuto coxpanenus bd.

Pexxumpl  xpanenust OuOnmoTeyHoro (oHma: TeMIepaTypHO-BIAKHOCTHBIID) CBETOBOM,
OMOJIOTHYECKHUNA, MEXaHUIECKHA, IKOJIOTUIECCKII. DKOHOMHUYECKH 3amiuTa OMOIMOTEeYHOTO (OHMA:
mrpadsl, nean. ConmanbHas 3amuTta OubauoredHoro ¢ouna. Bocrmranue y unrareneir 6epexHOTO
OTHOILIEHMs K KHUram. Metonasl U GopMbl paboTel OMOINOTEK C JODKHUKAMH. JTHKA MOBEICHHS
O0ubaMoTeKapss B OTHOIICHWH IOJIb30BATEJICH, TI0J03PEBAEMBIX B XHUIIEHUN JOKYMEHTOB. YTOJIOBHAS
OTBETCTBEHHOCTb IIOJIb30BaTeNiel 3a XHILEHUE OMOIMOTEUHBIX JOKYMEHTOB M JApPYTHU€ BHIbI
HapyILIeHUH paBuJI.

Coznanne crpaxoBoro (QoHga B UeNdIX cOepexkeHuss HaumbOosee I[EHHbIX HW3JaHui Ha
mukpodopmax, CD-ROM, xpaneHue snekTpoHHO# nHbopMmarmu. [Ipo0ieMsl XxpaHeHUsT JOKYMEHTOB
B YCJOBHUAX OTKpbITOro joctyna. KoHcepBauuss M pecTaBpauus JOKYMEHTOB KakK CIOCOO
BOCCTAHOBJICHHS TIOBPEXKIIEHHBIX TOKYMEHTOB. JlesrenpHocTh PI'B m Apyrux KpymHBIX OHOIHOTEK
Poccun B oOnaer KoHcepBalMM JOKYMEHTOB. lIcronb30BaHME TEXHHYECKHUX CPEJACTB 3alIUTHI
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OoubaroreyHoro (poHma: MTPUX-KOAUPOBAHHS, TYPHUKETOB H MUKpocxeM. OmudpoBKka TOKyMEHTOB.
[Tpo6yieMbl COXpaHHOCTH TOKYMEHTHBIX (DOHJIOB.

Texnonorus pedopmupoBanus OudbmuoreyHoro ¢oHna. Bropuunblii oTOOp Kak cpeacTBo
pedopmupoBanust (GoHIOB OMOMMOTEK. MeToauka TpOBEACHUN BTOpUYHOTO oTOOpa. MeTompl
uzydyeHuss b®: MeTroa MOBCEIHEBHOTO MPOCMOTpa, OMOIMOTrpaQUUecKUid M COLMOJOTMYECKUH.
Craructuueckuit METOJ
u3yueHne OMOIMOTEYHOTO (OHAA MO KONWYECTBEHHBIM ITOKA3aTeNsIM: KHUTOBBIAA4Ya, YUTAEMOCTb,
oOpaimaeMocTb, KHHUTOOOECIIEYeHHOCTh, KOA(P(OUIIMEHTH KOMIUICKTOBAHUS, WCIOJIb30BaHUS |
cooTBeTCTBUS. Mcronb30BaHNe KOMITBIOTEPOB MPH 00pabOTKE CTATUCTUYECKHUX JTaHHBIX.

[TpoBepka kak croco0 ompeneseHus HANMWYHMS 3aPETHCTPUPOBAHHBIX JOKYMEHTOB B (OHIE
Ooubnmorekn. 3amauu mpoBepku ¢GoHma. CocTaB KOMHCCHHU IPOBEpKe OuOImoTedHoro GHoHa.
PerynspHocTs mnpoBeneHuss mnpoBepku. IlmaHoBble W HemiaHoBble mpoBepku bd B cBete
Ddenepanpaoro 3akona «O Oyxranrepckom ydere» (1996 r.). OCHOBHBIE 3TaIbl: MOATOTOBUTEIbHBIMH,
OCHOBHOM, 3aKJIIOUUTENbHBIN. OpraHnuzanusi ¥ TEXHOJOTHUs IPOBEPKH JOKYMEHTOB. Pe3ynbraTel
npoBepku ¢GoHma. Dkcmnpecc-meton npoepku bd. OcobeHHocTn nmpoBeaeHHs MpoBepku GoHIa B
OuOIMoTeKax pa3HBIX THUNOB. VICmoONb30BaHME KOMIMBIOTEPHBIX TEXHOJOTHHA JJIsi TMPOBEICHUS
MIPOBEPKU OMOITMOTEYHOTO OHMA.

Pa3nen 3. YnpaBienue 6u6,1moTedHbIM GOHIOM
Tema 10. CTpykTypa ¥ (pyHKIIUH yHIpaBJeHHs OUOJIHOTEIHBIM (PoHIOM

VYnpasienne OnOIMOTEUHBIM (POHAOM KaK COBOKYITHOCTH PYKOBOJICTBA U

TexHomornyeckoro ympasieHus (GOpMHUpOBaHHEM OHOIMOTeUHOTro (oHAa. DeaepanbHBIN U
MECTHBI ypOBeHb ympaBiieHUs. [loaxoapl OMOIMOTEKOBEJOB K YIPaBICHUIO OHOIMOTEUYHBIM
donmom. MecTo ynpaBieHHs B TEXHOJOTUYECKOM LUKJIE (GOpMUPOBaHUS OMOIMOTEHYHOTO (OHIA.
Hepapxuueckasi CTpyKTypa yIpaBJIeHHUs U yIIpaBiisieMast 10JICUCTEMBI.

Meronuueckue u oumansHbIe JOKYMEHTHI, OTIpEIeIISAIOIINE NesITeNb
OMOIMOTEKH 110 COBEPIIIEHCTBOBAHUIO Pa0OTHI C (YOHIOM.

VYnpasnenne 6uOIMOTEYHBIM (POHIOM: TUPEKTOP OUOIMOTEKH, 3aBEAYIOIINE OTACICHUIMH, HX
ponb B (GopmMupoBaHMU OubOIHOTEYHOro QoHaa. DyHKIMM yNpaBieHHS — MPOTHO3HUPOBAHUE,
pEryJIpoBaHUE, yUeT, KOHTPOJIb, OPTaHU3aIHA.

OOmbexT u cyObeKT ynpasieHus. Pacnpenenenue 00s3aHHOCTEH MeJ COTPYAHUKAMU OTJIENOB,
CBsi3aHHBIX C (opmupoBaHueM (oHga. J(OJKHOCTHBIE HHCTPYKIHUH, COTPYIHHKOB OHMOIHMOTEKH.
Opranmzanus pabouero mecra (onnouka. Kamudukanuonuele TpeOOBaHUS, MPEIbSBIsSEMbIE K
cnenuanuctam 0ubanoreku. O6s13aHHOCTH (POHIJOBUKOB: COJEPKAHUE UX AEATEIBHOCTH, Crielu(uKa
pabotel. HopmupoBanue Tpyaa COTpYAHUKOB CTPYKTYPHBIX HOApa3ieNeHUi ONOINOTEKH.

VYcnoBus Tpyda Kak COBOKYIHOCTh (DaKTOPOB NPOU3BOACTBEHHOH C(epbl, BIUSIOMIMX Ha
TPYAOCIIOCOOHOCTh W 370pOBbe  OuOMMOTEKaps. XapakTepUCTHKAa  JaHHBIX  (aKTOPOB.
[lepenoaroToBka, MOBBIIEHHE KBAIU(PUKAIMM COTPYAHUKOB OMOIMOTEKH, 3aHUMAIOLIUXCS
¢dbopmupoBanuem GoHza.

Crparernueckoe yIIpaBJICHUE OMOIMOTEYHBIM boHIOM. Cragun  pa3paboTKu
CTpaTeruyecKoil mporpaMmbl pa3BuUTUs OUOAMOTEUHOTO doHza: CEerMEHTUPOBaHUE
HNOTPEOUTENBCKOTO PBHIHKA W BBISBIEHHE NPUOPHTETHBIX TPYHN TOJb30BaTeNel, H3y4YeHHE UX
noTpeOHOCTEeH; W3ydyeHHe BO3MOXKHOCTEW KHM)KHOTO pBIHKA UM €ro  CerMEHTHPOBAHUE,
MOJICTTMPOBAaHNE  TMPHOPUTETHBIX  MOA(GOHIOB  BBHISBICHHME W BBHIOOP  HMCTOYHUKOB
NOKyMeHTOCHa0xeHHss. DakTopsl, BAUSIONINE HA BRIPAOOTKY MapKETHHIOBOW KOHIETIIINHU: BHEIIHNE
U BHYTPEHHHE YCJIOBHS OKpY’Karolleid cpenbl (CHTyanus); Ha3HAYCHUE M 1eNU (YHKIMOHUPOBAHUS
O6ubanoreynoro ¢onna (crpaTerus); MyTH U CpeACTBa peaqu3aluuud Muccu™' 6ubnanoreyHoro Gponaa
(TaxkTHKa); PUHAHCOBBIE 3aTPAThl (OIOIKET).

B3aumoneiictBue OMOIMOTEUHBIX (OHAOB B Ipolecce UX (POPMUPOBAHUSA U MCIOIb30BAHUS.
[Ipumenenue pecypcoB VHTepHeTa B LeisX oOpraHusanuu oOMeHa HHpopMmanueil o cocTaBe
00MEeHHBIX (hOHIOB OMOIHOTEK.

2.5.2. MIPAKTUYECKHUE 3AHATUS.
[TpakTrdaeckas pabota Nel TexHomorus pa3paboTKu CTPYKTYpHO# Mojenn GhoHIa
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KOHKPETHON OMOIHOTEKH

[Ipaktnueckas pabora Ne2. HMudopmammonHo-6ubanorpaduyeckas 00eCIeYeHHOCTh
KOMILJICKTOBaHHUSI

[TpaxTrueckas pabora Ne3. YueT mocTyIuieHus: U BBIOBITHSL TOKYMEHTOB (Ha 6a3e Kakoil-mmdo
OuOIMOTEKH).

[TpaxTrueckoe 3austue Ne 4. Tect «YueT OuOIMOTEUHBIX (POHIOBY.

[TpakTrueckas 3anara Ne 5 Tema 3ansaTus: PacctanoBka 6mbauoredsoro ¢ponaa

2.5.3. CEMUHAPCKHUE 3AHSITHUA.

Cemunapckoe 3aaatue Ne 1. bubnrorednslii poH B cucTeMe TOKYMEHTHBIX (DOHIOB

CemuHapckoe 3aHsitHe Ne 2. ABTOMartumsamus mpoieccoB (GopmupoBaHHe OHOIMOTEUHOTO
dbonma.

Cemunapckoe 3ansaTre Ne 3. AKTyanbHbIe TPOOIEMbl KOMIUIEKTOBAaHUS JOKYMEHTHBIX (DOHIIOB
OuOIMOTEK

Cemunapckoe 3anste Ne 4. ConnanbHas 3amuTa 6M01MoTeyHoro Gpoxaa

Cemunapckoe 3ansatue Ne 5. CocTaB M UCHOJIb30BaHUE JTOKYMEHTHBIX (DOHJOB 3JIEKTPOHHBIX
Ooubnmorex

2.5.4. CAMOCTOATEJBHASA PABOTA OBYYAIOIIIUXCA
I'padpuxk CPC
IlnanupoBanue CPC
no pucturinHe: «bubnnoreunsiit poumy
[Ipenonasatenb: Crenansin H.B., ctapumuii npenoasaresib

No Ha3panmue pa3aesia (TeMbl) Buasl CPC | Ilepnogu4HoCTh No Bpems Ha
n/n AMCUMIIMHBI (cpokn) cemec U3y4yeHmue,
KkoHTpoJs1 CPC TPa | BBINOJHECHHE
3a/1aHus
Pazjen 1. TeopeTnueckue 0CHOBbI OMOJIHMOTEYHOT0 POHIOBEIEHUS
1 | bubnunoreunstit ponx B cucteme | CoctaBieHue 5 cemectp 5 7
O6ubIMOTEK KOHCTICKTa
2 | bubnmmoreunslii  ¢goux  kak | CocraBneHue 5 cemectp 5 8
cucremMa KOHCTICKTa
3 | CtpykTypupoBaHue CocraBnenue 5 cemecTp 5 8
OoubMoTeYHOTO (hOoHIA KOHCIICKTAa;
MOJIrOTOBKA K
CEMHHAPCKOM
Y 3aHATHUIO
HToro B cemecTpe 23
Paznen 2. Teopusi u TexHoJsiorusi popmupoBanusi 0ubdanoreusoro gponga (PbD)
4 | Teopus (O] M) nonatue | CocraBneHue 6 cemectp 6 4
CYILIHOCTb U MPUHIIMIIBI KOHCIIEKTa
5 | dopmupoBanue CocrasnieHnue 6 cemecTp 6 4
O6ubnnoTreyHoro  QoHAa Kak | KOHCIEKTa;
TEXHOJIOTHYECKUHN TTHKIT MOJITOTOBKA K
CEMHHAPCKOM
Y 3aHSTHIO
6 | MogenupoBanue CocraBnenne 6 cemectp 6 5
6ubaroTeyHoro GpoxHaa KOHCIIEKTa;
MOJIrOTOBKA K
CEMUHApCKOM
y 3aHATHIO;
MOJIFOTOBKA K
NPaKTUIECKO
MY 3aHSITHIO
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7 | KommnekroBanue CocrasnieHue 6 cemecTp 6 5
6ubnaroTeyHoro GpoxHaa KOHCIIEKTa;

MOJITOTOBKA K
NPaKTUYECKO
MY 3aHSITHIO

8 | Oprammsamus OubmmoreuHoro | CocTaBieHue 6 cemecTp 6 5
donma KOHCIIEKTA;
MOATOTOBKA K
HPaKTHYECKO
MY 3aHATHIO

HToro B cemecTpe 23

Paznen 3. YnpaBiaenue 0u0uoTe4HbIM (POHAOM

9 | Crpykrypa u ¢bysakmun | CocTaBieHHE 7 cemecTp 7 23
yIIpaBICHUS OMOTMOTEYHBIM | KOHCIICKTA;
boumOM MOATOTOBKA K
CEeMHUHAPCKOM
Y 3aHATHIO;
MOJITOTOBKA K
NPaKTUYECKO
MY 3aHITHIO

HToro B cemecTpe 23

10 | KonrpoinbHas pabora, 3a4eT [Toarororka 8 cemectp 8 23
KOHTPOJBHOU
paboTHI;
MOJIrOTOBKA K
3a4ery

HTtoro B cemecTpe 23

HToro nmo gucuuninge 92

- IOAITOTOBKA K ayIUTOPHBIM 3aHATHUSAM, B MIEPBYIO OYEPE/Ib, K MPAKTUYECKUM U CEMUHAPCKHM;

- BBITOJIHEHHE U O(OPMIICHHE PA3IUYHBIX YUeOHBIX 33JaHUN — KypCOBBIX padoT, pedeparos,
KOHTPOJIbHBIX Pa0oT U T.1. (B IOMOJIHEHHUE K yueOHOU paboTe BO BpeMs ayIUTOPHBIX 3aHATHI);

- CaMOCTOSITEJIbHOE U3YUYEHHE ONPEACICHHBIX PA3IeIOB U TEM AUCLUILINHBI;

- TIOJITOTOBKA K TEKyllemy (IIPOBOAMMOMY B CEMECTpPE) KOHTPOJII0O 3HAHWH W HAaBBIKOB (K
KOHTPOJIBHBIM paboTam, KOJUIOKBUYMaM, TECTHPOBAHHIO H T.I1.);

- IOATOTOBKA K UTOTOBOM aTTECTALMHU MO IUCIUIUIMHE (32 CEMECTP WM B IIEJIOM), €CJIH 00beM
9TOM pabOTHI BKIIIOYEH B TOCYAapCTBEHHOM 00pa30BaTEIbHOM CTaHIAPTE B 00BEM TUCITUTIINHBI).

[lpn opranuzanmuu BHEAyAMTOPHON CAMOCTOSITEIbHON pabOThl MO JaHHOW AWUCIUILIIMHE
MPETOAABATEN0 PEKOMEHAYETCS UCIOIb30BaTh CIEAYIOIINE €€ (POPMBbI:

MOJIOTOBKA M HamucaHue pedeparoB, JOKIAI0B, OUYEPKOB U IPYTHMX MHCbMEHHBIX paboOT Ha

3a/laHHBIE TEMBI.

BBIMIOJIHEHUE JOMAIIHUX 3a/JaHui pPa3HOOOpA3HOro Xapakrepa. DTO - pelleHUe 3ajady;
noJ00p U M3y4YeHHUE JMUTEPATYPHbIX HCTOYHHMKOB; MOAOOP WIUTIOCTPATUBHOTO U OIHUCATENILHOTO
MaTepuaia 1o OTAeIbHBIM pa3jienam Kypca B cetu MHTepHeT.

BBITIOJTHEHHE WHJIWBHUYabHBIX 3a/IaHWH, HAMpPaBIIEHHBIX HA pPAa3BUTHE y CTY/ICHTOB
CaMOCTOSITEIFHOCTH W WHUIMATUBEL. VHAMBUIyallbHOE 3aJaHUE MOXKET IOJIydaTh Kak KaxIblid
CTYJIEHT, TaK ¥ YaCTh CTYACHTOB TPYIIIIHI.

2.6. OHEHOYHBIE CPEJICTBA JJISl TEKYIIEI'O KOHTPOJISA
YCINEBAEMOCTH, MIPOMEKYTOUYHOMN ATTECTAIIAU 11O UTOT'AM OCBOEHMUSI
JUCTIAIIJIMHBI 1 YYEBHO-METOAUYECKOE OBECIIEYEHUE
CAMOCTOSTEJBHOM PABOTHI OBYUYAIOIINUXCSI

Bomnpocs! 3aueTa,
BapHaHTbl KOHTPOJIBHON pabOTHI,
3aJJaHus JJIS1 CAMOCTOSATEIbHON PaOOTHI.
BOITPOCHI 3AYETA
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Llenn, 3aauu 1 CTPYKTYpa Kypca.

Pazpabotka Teopun popmupoBaHusi OMOIHOTEUHOTO (DOHIOB B TPYAaX YUCHHBIX.
bubnmuoteunsiit pona kak cucrema

OyHk1MKM 6MOIMOTeYHOrO (hOHIA.

[Tpuznaku 6ubnmuoTeuHoro Gouxaa.

CgoiicTBa 6nbamuoTedHoro GoHaa.

[TapameTpsl 6uOIMOTEIHOTO POHMA.

CtpykTypHupoBaHHe OMOIMOTEeYHOTO (HOHIA.

buGnmmoTeunsiit poHa B cCcTEME TOKYMEHTHBIX KOMMYHHUKAIIAN OOIIECTBA.
10. BzaummogeiicTBue 6mbaroTeyHbIX (hoHIOB. PactipeneneHHbIii OMOIHMOTEYHBIN (OHI.
11. Teopus ¢popmupoBaHus OnOIMOTEYHOTO (HOH/IA.

12. TTpuHUMTIBI ¥ 3aKOHOMEPHOCTU (HPOPMUPOBAHUS OUOIHMOTEYHOTO POHA.
13. Konnenmwus noaHOTH OMOIMOTEYHOTO (HOHA.

14. Snpo 6ubnuoreuynoro Qonna.

15. Teopwus orOopa 10KyMEHTOB B OMOIMOTEUHBIN (QOHI.

16. Texnosorus popmupoBaHus 6MOIHOTEYHOTO (PoHIA.

17. CoBpemennoe JlokymeTHOoCHaOXkeHHE OMOIMOTEK Poccuu

18. MonaenupoBanue 6MOIMOTEYHOTO HOHIIA

19. Opranuzaius KOMIUIEKTOBAaHUS OUOJIMOTEYHBIX ()OHIIOB.

20. HMcrounuku u cmiocoObl KOMIUICKTOBaHUS OMOIMOTEYHBIX (DOHIOB.

21. Bunel u hopMbl yueta OMOIMOTEYHOTO (POHIA.

22. Opranu3zanus ydera 0M011oTeyHoro Gponaa.

23. Ilposepka OubauoredHoro GpoHma.

24. BapuaHTbl pazMmeleHus 6uonuoreqHoro Gouua.

25. BapuaHTbl pacCTaHOBOK OMOIMOTEYHOrO (hOH/A.

26. Opranu3zanys XxpaHeHus: OMOINOTEeYHBIX (POHIOB.

27. PedopmupoBanue 6MOIMOTEYHOTO (DOHIA.

28. MeTto/bl 3ydeHHus OMOIMOTEeYHOTO (HhOH .

29. CrpykTypa ynpaBieHHs OMOIUOTEYHBIM (POHIOM.

30. ®OyHKIUHM U METO/BI yIIPaBIEHHUs] OMOIHMOTEYHBIM (POHIOM.

LoNoOk~wWNE

2.7. YHEBHO-METOJANYECKOE U TH®OPMAIIMOHHOE OBECIIEYHEHUE
JUNCIUITIJIMHBI
2.7.1. PEKOMEHAYEMAS JIMTEPATYPA
2.7.1.1. OCHOBHASA JIMTEPATYPA

1. Cronspos, 0. H. Bubnuoreunstit ponx : yueonuk as By3os / Cromspos 0. H. — Mocksa
: Ku. mamara, 1991. — 271 c.

2. Cranpaptel mo OubnuoreyHomy neny u Oubmuorpapum. — Cankr — IletHepOypr :
[Ipodeccus, 20c.

3. BubnuoredHoe aesno: TepMuHoior. ciosaps / Poc. roc. 6-ka.
n morn. — Mocksa, 1997. — 176 c.

4. bubnmorteunsii ponx : xpecromarus. — 4. 1—2. — Mocksa : MI'UK, .
5. CrpaBounnk oubimmorekaps / Ilox pen. A. H. Baneepa, B. A. Munkunoii. — Cankr-IlerepOypr :
[Tpodeccus, 2000. - C. 54-90

2.7.1.2. JONOJIHUTEJIbHAS JIUTEPATYPA

3-e u3n., 3HA4YMT, repepaod.

1. Anekcanzposa, E. K. HaunonansHas nporpamma coxpantoctu ¢hounos / Anexcanaposa E.
K./l Hayu. u Texn. 6-xulNe 3. - C.

2. Ammunckuit, JI. 3. KOMIO3HIIMOHHO-TUTAHMPOBOYHBIC PEIICHHS H TEXHUYECKOE OCHAIICHUE
Hay4YHbIX OMOMMOTEK: OubmMoTekoBemueckuit acrekt / Ammunckuit JI. 3. - Kues, 1988. - C. 34-80,
161-215, 264-271.

3. AdanaceeBa, H. JI. KonmenryaiabHble OCHOBBI ()OPMHPOBaHUs pactpezeacHHoro Gpouaa /
AdanaceeBa H. /1. // Becthuk BAENe 1.
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4. barpoBa, 1. 1. ®opmupoBanue OuOmmoreuHoro ¢onnma: Ilporecc MpUHATHS pemIeHU:
NOJIUTHKA Pa3BUTHs (DOHIA, NPUHLMUIBI OTOOpAa M3aHWM, ITambl KOMIUIEKTOBaHus : pedepar /
barposa U. U. // bubnuorexoseaNe 4. - C. 143-153.

5. Bace, JI. b. bubaunoreunsiii peinok // Kuuromsmarensckuii 6usnec: ¢6. cr. / bace /. b. —
Mockasa : byk Uem63p UuaTtepuasman, 1993. — C. 286—297.

6. Beccrpemsinnas, FO. C. [lepBuuHsiii 1 BropuuHblit 0T60p n3nanuii / beccrpemsanas 0. C.,
Mennukosa JI. [I. // bubanorexkoBeaenne. — 1997. — Ne 1. - C. 32-36.

7. buOnMoTekM W apxWBBl B OKCTPEMAIBHBIX CHTyanusx: Marepuanbl MeXayHap.
oOyuJarorero ceMuHapa «buOIMOTeKH 1 apXUBHI B OKCTPEMAaIbHBIX CHTYAIHsIX». 2—6 okTs0ps 1995

r. (C.-Ilerepoypr — r. [Ilymkwun) //Jlabopatopusi KOHCEpBalMM W  pECTaBpalUU
nokymeHToB PAH. — Cankr — [letepOypr : Hotabene, 1996. — 127 c.
8. bubmuorekn u 6mbnmoreunoe aeno CIIA: KOMIUIEKCHBIN MOAXod. — 2-€ 3., UCIP. —

Mockasa : HTTI «Mudopmcuctemar, 1993. - C. 85-96, 149-175.

9. bubnuoTeunbie (OHIBI B KOHTEKCTE COBPEMEHHOTO OHONMoTeKoBeaeHus: cO. Hayd. Tp. /
PI'b. — Cankr - IletepOypr, 19c.

10. Banees, P. 1. CorpynHuuecTBO OMOIMOTEK B pelIeHUM NPoOJIeM KOMIUIEKTOBAHUS U
kuurooomena / Banees P. U. // Hayu. u TexH. 6-ku. —1999. - Ne 3. - C. 75-77.

11. Bacunbes, A. B. KommiekcHast aBToMaTu3amsi MpoueccoB KOMIUIEKTOBAHUS U 00paboTKU
mutepatypsl B LIBC PAH / BacunseB A. B. // Hayu. u TexH. 6-ku- M 2. - C. 74-78.

12. T'apmamosa, H. I1. KommuiekroBanue ¢poumo ['TIHTB Poccuu 3apy0exHO# tuTepatypoi:
npoo6semsl u pemierus / ['apmamosa H. I1., EBcturneesa T. A. // Hayd. u TexH. 6-ku. — 1996. — Ne
1. —C. 4551,

13. I'epacumosa, JI. H. ABToMartuzanus mporeccoB GpopMupoBaHus OnbIMoTeyHoro (GoHma:
Vuebnoe nmocobue / I'epacumona JI. H. — Mocksa : MI'HUK, 19c.

14. Tpuropses, 0. B. Teopernueckue ocHOBBI (hopmupoBaHus OUOIHOTEUHBIX (HOHIOB /
I'puropses 0. B. — Mocksa : MI'UK, 1973. — 88 c.

15. JlemunoBa, M. WM. DBomtonus CUCTEMbI JCHNO3UTAPHOrO xpaHeHus GpoHmoB B Poccuu /
Hemunosa M. U., Unapuonos A. JI. // bubauorexosen. —1995. - Ne 3. - C. 53-63.

16. Kopau, b. b. ®opmupoBanue OnOIMOTEUHBIX (OHIOB: [Iporiecc MPUHATHS PEIICHUN.
IMonutuka pa3sutus ¢pouaos. / Kosau b. b. // bubnuorexkosen. — 1999. — Ne — C.

17. Kokoiikuna, O. H. dopmupoBanue ¢oHAa JIUTEpaTypbl HA HHOCTPAHHBIX S3BIKAX B
oubimorekax: Yue6. mocobue / Kokotikuna O. H. — Mocksa, 19c¢.

18. Jloxsuikasi, C. JI.. ®opmupoBanue 6ubaroreunbix GonmoB: y4ed. mocodue / JloxBurkas
C.JI., Tapauenko I'. B. — Jlenunrpan : JITUK, 1989. — 62 c.

19. MonenupoBanue OubmHoreunsix (GoHmoB: c6. Hayd. Tp. / Toc. 6-ka CCCP um. B. W.
Jlennna. - Mocksa, 19c¢.

20. Hamonbckast, T. B. ®ouasl kuHO()OHODOTOTOKYMEHTOB B OMONIHMOTEKaX: yueod. mocodue /
Haponbckas T. B. — Mocksa : MI'UK, 1991. — 50 c.

21. Huxonoposa, JI. M. UcTounuku moctyruieHuid: nouck anbrepHatus /| Hukonosa JI. U. //
BubmmorexaNe 6. - C. 24-26.

22. MMunko, U. C. ®opmupoBanue 6uOIUOTEYHOr0 (POHIA: O TEPMUHOJIIOTHH U TeXHOIOrHu /
[Munxo U. C. // Hayud. u TexH. 6-ku. — 1997. —Ne 10. - C. 16-25.

23. CoBpeMeHHbIE MPOOJIEMBbl KHUTOCHaOXeHHs poccuiickux Ombmmortek: ITo pesynbraTam
skcnpecc-uccnenoanust / Poc. roc. 6-xa // bubnmoreunas xusub Poccum: Mudpopm. cnpaB. —
Caskr - [letepOypr,1995. - Beim. c.

24. Cronapos, FO. H. Kak coxpanuts Oubmmoreunsiii ¢onng (Cexkpersl cTaporo
KHUTOXpaHuTens) : yaebno-meron. nocobue / Cromsipos 0. H. —2-e u3a., nopad. u momn. — Mocksa
: U110 Ipodwuznat; nza-so MI'YKMUc.

25. Tepéumn, B. U. JlokymeHTHbIE (GOHIBI: yued. mocodue i CTYJCHTOB MH(POPMAITMOHHBIX
crieranbHocTei By3oB Poccuu / Tepermn B. 1. — Mocksa, 1997. — 74 c.

2.7.2. CPEACTBA OBECIIEYEHH S OCBOEHUSA JUCLHUIIJINHBI
2.7.2.1. METOIMYECKHE MATEPHAJIBI U MATEPHAJIbBI 11O BHUIAM
3AHSITUI
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TemaTnuecKuil IVIAH NPAKTUYECKUX 3aHATHI

Ne HanmeHoBaHHMe TeMbI KoanuecTBo 4acoB no
n/n dopme
o0yueHus
3a04Hast
1 | Ilpaktrueckas pabora Nel Texnomorus pa3paboOTKu 1
CTPYKTYpHOU MO/iesT OHIa KOHKPETHOU OMOIMOTEKH
2 | [IpakTnueckas pabota No2. HNndpopmanmonno- 1
oubmmorpaduyeckas 00ecreYeHHOCTh KOMIICKTOBAHMSI
3 | [Ipaktuueckast pabora Ne 3. YueT mocTyIuieHus: U BHIOBITHS 1
JIOKYMEHTOB (Ha 6a3e Kakoi-1100 OuOJIMOTEKH).
4 | Ilpaktudeckoe 3amstue Ne 4. Tect «Yder OMOTUOTEUYHBIX 1
(hOHIIOBY.
5 | Ilpaktuyeckass 3aHsita Ne 5 Tema 3anstus: PaccranoBka 2
OoubroTeYHOTO (hoHIA

METOAUYECKHUE MATEPHUAJIbI JJISA IMMOATOTOBKU K INPAKTHUYECKHUM
3AHATUAM
IMpakTuyeckas padora Nel TexHoJsiorus pa3padoTku CTPYKTYpHOi Moaeau ¢oHaa
KOHKPeTHOH 0u0JIM0oTeKH

Llenb: n3yueHne MUKpOCpeIbl OMOIMOTEKH — COCTaBa, BETUYNHBI, CTPYKTYPbI, HCIIOJIH30BAHNE
cymiectByromero b®, TenaeHun ero pa3BUTHsL.

3amauu:

- OCBOGHHE METO/I0B MAaTeMaTHYeCKOro MOJEIHPOBAHUS C UCIONb30BaHHE 0a30BBIX U
OTHOCHUTEIIbHBIX MTOKa3aTenel KOHKPETHOH OMOIHOTEKH;

- aHanu3 JMHAMMKH TI0Ka3aTelNieil 3a TpU roja U NMPUHATHE Ha 3TOM OCHOBE YIPAaBICHYECKUX
pELIEHUI 0 COBEPLICHCTBOBaHHIO bD;

- paspaboTka HOBOTO BapHWaHTa TeMaTuKo-Tunojoruueckaro komruiektoBanus (TTIIK)
OMOTMOTEKH.

ba3zoBbie nokazarenu:

- 00beM ¢onma (D);

- o0wpem noadouaa (dotp);

- KOJIMYECTBO MOCTYNUBIINX JOKYMEHTOB;

- KOJINYECTBO BHIOBIBIINX JIOKYMEHTOB;

- TokyMeHToBbI1aua (B);

- KOJIMYECTBO ToJib3oBarenei (A).

3amaHue: UCTIONB3ys WMEromecs 0a30Bble (aOCONIOTHBIE) TMOKA3aTeNH, CHEeNaTh pacyeT
OTHOCHUTEIIFHBIX TIOKA3aTeJIeil U CPABHUTD UX C HOPMATHBHBIMHU.

OTHOCHTENBHBIE TTOKA3aTEeH: PACCUUTHIBAIOTCS HA OCHOBE 0a30BBIX 110 CIICIHATBHBIM
dbopmynam. K oTHOCHTEIHHBIM TIOKA3aTEISIM OTHOCSITCSL:

- obpamaemocTts (00);

- kuuroob6ecneyeHHocTs (K);

- yutaemocTsh (Y);

- remnsl pocta (Tpd), (Tsp), (Tpa);

- ko3¢ punment coorsercTBus (Kc).

@®opma yuera: pazpaboTka HOBOM Mozenn b® c ydeTtoM ee MpHU3HAKOB (TEMAaTHKH, BHIA,
SI3BIKA, YK3EMILISIPHOCTH ), CTPYKTYPBI KOHKPETHON OMOIMOTEKH M YUTATEITHCKUX 3aIPOCOB.

[Tpumeuanue: PeansHpie 0a30BbIe TIOKA3aTeNM IPEIOCTABISET MPETOAaBaTeb, HCIOIb3YS
OTYETHI OMOIMOTEK.

IIpakTuyeckas padora Ne2. UnpopmannoHHo-0ub1uorpaguyeckas o6ecne4eHHOCTh
KOMILIEKTOBAHUS
Henp 3amanusi: u3ydyeHue MOCOOUHM, HCMONB3YEMBIX ISl KOMIUIEKTOBaHHUA OMOIHMOTEYHOTO
donna.
dopma 3aHATHS: pelIeHne TUITOBBIX 3aa4.
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dopma OTYETHOCTH: TPAKTHKYM.

CopepxaHue  3aHATHA: HAa  OCHOBE  IOJYYEHHOTO  KOMIUIEKTa  KHHTOTOPTOBBIX
Ooubmorpaduueckux MocoOH OCYIIECTBUTh aHATIN3 3HAYMMOCTH KaXI0T0 M3 HUX JUIT 00eCIICUCHUS
CBOEBPEMEHHOI'0 3aKa3a JOKYMEHTOB.

1. JlaTh XapakTepHCTHKY MMPOEKTa (KaTajaora, mpanc-iucTa) ONpeaeeHHOrO U3/aTe/IbCTBA 110
CIIEyIOIIEH cXeMe:

bubmmorpadudeckoe onrcanue mocooOusl.

XapaxkTep mocoowus (TeKyIee, IepCIeKTUBHOE).

[TeprnoanuHOCTH BHIXO/A B CBET.

Crioco0 cucreMaTu3aly MaTepraia B TOCOOHH.

Crioco6 rpynmupoBKY MaTepuana B pasenax.

OneHka KauyecTBa aHHOTALMK C TOYKU 3PEHUS MOJHOTHI OCBEIIECHUS TEMbI, YUTATEIBCKOTO
Ha3HAYCHMS, N3TI0KEHUS MaTepuaia.

[Tonurpapuyeckoe opopmieHre JOKYMEHTA.

Hanuuue anekTpoHHON BepcUU JOKYMEHTA.

MeTtoauka 3aka3a OMOIMOTEeKaMH JOKYMEHTOB T10 KaTaJloTy.

Oxazanue CKUJOK U JIBIOT JUisi OMOJINOTEK, pe3epBUPOBAHUE TOBApa HA Pa3IMYHBIC CPOKH.

1.11. Ty6nuposanue uadopmanuu B THTepHETE, HA BEO-caliTe M31aTEIbCTBA.

2. JlaTh XapaKTepUCTHKY OJHOTO U3 HOMEPOB «KHIKHOTO 0003peHuUs»:

2.1. bubnuorpadudeckoe onucanue MOCOOUs.

2.2. XapakTep mocoous (TeKyIiee, MepcreKTHBHOE).

2.3. Uctounuku cHabxkeHust 0nbmmorek « KHmKHBIM 0003peHHEM.

2.4. Ctpyxktypa «KHMKHOrO 0603peHUs».

2.5. XpOHOJIOTHYECKUE TPAHULIbI IOKYMEHTOB B pazzenax « KHIXHOTro 0603peHus».

2.6. XapakTepuCTUKa COAEP)KaHUs JOKYMEHTa C TOUKH 3PEHUs CMBICIOBBIX M (hOPMaJIbHBIX
MIPHU3HAKOB.

2.7. Meronuka 3aKka3a JIuTeparypsl o « KHIKHOMY 0003pEeHUION.

3. 3naueHwe AN KOMIUIGKTOBaHUS ~ OMOIMOTEYHOro  (oHAA  PEKOMEHAATENbHBIX
O6ubnmorpaduuecknx mocooOui.

4. llenn wWCTONB30BaHUs JUIsl MEPBHYHOTO OTOOpa mMocoOus «Y KHIKHON TOJNKH»: €ro
MOJIOXKHTENbHBIC Ka4eCTBA M HEJTOCTATKH.

5. O0oOmIeHHas XapaKTepUCTUKAa KHUTOTOProBbIX OnOimorpadudeckux mocoOuii B MOMOIIL
KOMIUIEKTOBaHHUIO. PEKOMEH 1Ay 10 COBEPIIIEHCTBOBAHHUIO X COJIEPIKAHUSI.

PexomeHnarenbHas JuTeparypa:

1. Bopxapn, I1. Konnerust Mmapketutra st myoamdanasix 6ubmuorek / I1. Bopxapa, ®moaens;
nep. ¢ Hem. — M., 1993. — C. 38-49.

2. Kopanenko, H. M. O6nosnenue donma. Metospl ouenku u pacuera / H. Y. Kosanenko //
Hayu. u trexn 6-xu. — 2002. - Ne 5. — C. 17-25.

3. Mapkuna, A. B. MogenupoBanue GoHIa Kak crnocod KipasieHus KoMiuiektoBanuem / A. B.
Mapkuna // Bubnuoreka. — 1997. - Ne 1. — C. 20-21.

4. CrnpaBounuk Oubnuorekaps / Hayu. pen.: A. H. Banees, B. A. Munkuna. — 3-¢ u3j., UcIp.
u jom. — CII6., 2005. — C. 57-94.

5. Crapymenko, I'. I1. 3agem HyxeH macnopt u kak ero cocraButh? / I'. I1. Crapymenko //
bubnuoreka. — 2003. - Nel1. — C. 10-12.

6. Tepemmn, B. V. bubmuoreunsiii donn: yuednoe nocodbue / B. U. Tepemmn. — 2-e u3g.
Hcnp. u non. — M., 2003. — C. 47-55.

7. Ditnemuinep, U. B. Crparerts ¢opmupoBanust GpoHaoB myonuunbix oubmmorexk / U. B.
Ouipemumnep. — CI16., 1995. — C. 34-74, 108-120.

Paznen 2. Teopus u TexHonorus GopMupoBanusi OnudImoredHoro Gouma.

Tema 7. KommuiekToBanue 0ubamoTeyHoro GoHaa.

[pakTuyeckas padora Ne 3 [lepBuuHbIl 0OTOOP JOKYMEHTOB

[TepBuuHBIiA OTOOP JOKYMEHTOB.

Llens 3amaHus: aHAIU3 JTOKYMEHTOB MO CMBICIOBBIM U ()OPMAJILHBIM KPUTEPUSM H MIPHHSATHE
pEIICHHs TI0 BKIIFOUEHUIO MX B (hOHT OMOIMOTEKH.

21


http://pandia.ru/text/category/prajs_listi/
http://pandia.ru/text/category/uchebnie_posobiya/

dopma 3aHATHS: peIICHUE TUTIOBBIX 331a4.

@opmMa OTYETHOCTHU: PAKTUKYM.

Jlureparypa:

1. Cromspos, 10. H. DBomonus 6ubnmuoreunoro dounosenaenus: yaeouuk / Cromspos, 1O.,
Kymmnapenko H. H. — M., 2007. — I'n.10.

2. AbGrapsu, A. KoMmiulekroBaHue JaeiaeT CTaBKy Ha riobanbHyo ceth / A. Aorapsua //
bubmmotexa. — 2000. - Ne 12. — C. 26 — 28.

3. Tepeuwn, B. U. bubaunoreunsiit poua: yued. mocodue / B. U. Tepemmn. — M., 2002. — C.

4. Becenopa, 1. B. Kpurepun olieHKH wu3aaHuii, npuobperacmbix Oubmuorekoit / . B.
Becenoga, C. A. Scsetnos // bubin. neno XXI Bek.: Hayu.-tipakt. Co. — 2003. - Nel. — C. 144-151.

IIpakTuyeckas padora Ne 3. YueT nocTynjieHusi 4 BbIObITHS JOKYMEHTOB (Ha 0a3e
KaKoii-1u00 0M0JIMOTEKH).

Llenb: BBIpabOTaTh yYMEHHE OCYLIECTBIATH YYeT MJOKYMEHTOB, TOCTYMalOmuX B (QOHT
OMOIMOTEKH U BHIOBIBAIOIINX M3 HETO.

3anauu:

OcBouth (OpPMBI CyMMapHOTO W WHAWBUAYAIHLHOTO ydYeTa JIOKYMEHTOB, OOYYHTHCS HX
3aI0JIHSATD;

HayuuTte cocTaBisiTh aKThl Ha TMPUEM M CHHCAHUE JTOKYMEHTOB M3 ()OHIA M BECTH YYET
BBIOBIBAIOIHNX JIOKYMEHTOB.

®dopma ordera: 00pasiel (Komwu) GopM ydeTa GoHa.

3ananue Nel.

OdopmuTte BE MAPTUH MOCTYHUBIINX TOKYMEHTOB:

- IlepBas B KomuuecTBe 5 3K3eMIUISIPOB MOJyUYEHA B 1ap OT YMTaTeNeil;

Bropas B kommuectBe 15-20 s3K3eMIUIIpOB MOCTynuia M3 MarazuHa (OMOIMOTEYHOTO
KOJJIEKTOPA).

s 3anmcu mepBOd MapTUU MOA00paTh JIOObIE KHUTH, YKENATEeNbHO 10 Pa3oBBIM OTPACIsiM
3HaHuil. OPOpPMHUTH Ha HUX JOKYMEHT M NPOU3BECTH CYMMAapHBIN U WHAWBUIYAIbHBIN YUeT.

Bropyro mapturo momoOparte W3 4YHclIa MOCIEAHUX MocTymieHnid. CKOMMpoBaTh yyeT-
HAKJIaJHYIO, MPHUCIAHHYIO C JOKYMEHTaMH, U MPOU3BECTH CyMMAapHbIA W MHIVBHIyaJbHBIH y4eT.
OdopMHTh COMPOBOIUTENBHBIN JOKYMEHT U noasecTd utoru 1-it wvactu KCY, cuuras cBou 3amucu
€IMHCTBEHHBIMH B KBapTaJe.

3ananue Ne2.

Paspaborats «IlyTh KHHTH» B Tpollecce BBIOBITHS O CIEIYIONIMM MpHYUHAM: JIe(eKTHEIE,
nyOJneTHbIe, BETXHE, YCTapeBIIME IOKYMEHTHI, a Tak)Ke — HCIIOpPYEHHBbIE B BHIY KaKHX-JIMOO
o0cTosTensCTB. M3 uncna nocTynuBIIMX W3MaHUN 0(OPMHUTH BBIOBITHE S KHUT 10 JII000M IpUYMHE.
TToasectn uroru Bo 2-i1 vactu KCV.

Ota yacTh pabOThI MOXKET OBITH BBINIOJHEHA HA MEYaTHBIX (hopMax ydyera WIM Ha (opmax,
HauYepTaHHbBIX B TETPAH MO 00pa3lam.

Pexomenyemas nureparypa:

1. WBanosga, E. B. Tlepeouienka 6ubimoreuroro Gonaa B o0pazoBarenbHbixX yupexaenusx / E.
B. UBanosa, JI. K. IllekoBa // CoBetnuk Oyxranrepa B chepe oopasoBanus u Hayku. — 2000. - Ne 3
(7). - C. 37 -42.

2. Murpodanopa, C. I'psamer mposepka, kak ee opranmsoBarb? / C. Murpodanosa //
HezaBucumerii 6nbmmoreunsiit anBokar. — 2001. - Nel. — C. 8-21.

3. Tepemmn, B. U. bubnmoreunsnii donn: ydebHoe mocodbme / B. U. Tepemmn. — 2-e
u3 . uenp. u gomn. — M., 2003. — C. 84-86, 90-100.

4. 1lunos, B. B. Yuer u nepeouenka 6ubnuoreunsix ¢pouaos. Hopmuposanue nenocrauu / B.
B. IlIunos // bubanoreka u 3akod. — M., 2000. - Ne8. — C. 198-213.

5. Awntononbckuii, A. b. AkTyanbHble MpoOJIEMBl y4YeTa M PETUCTPALMU SIEKTPOHHBIX
pecypcoB / A. B. Aurononsckuii, A. b. Autononbsckas // bubn. geno XXI Bek: Hay4u.-mpakt. CO. —
2003. - Nel. — C. 133-137.

6. MenbuukoBa, JI. TI. OcHOBBI cpencTB M cuctema Oyxraiarepckoro yuera / JI. IL
MenbHaukoBa, C. B. Murpodanosa // bubnmuoreka. — 2003. - Ne9. — C. 22-25.
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IIpakTuyeckoe 3ansitue Ne 4. Tect «YueT 0MOIUOTEYHBIX (POHIAOBY.
Lenb 3aanusi: IPOBEPUTH 3HAHUS CTYJEHTOB IO TeMe «Y4eT OMOIuoTeyHbIX (POHITOB»
®opma 3aHATUSA: TECT
@dopma OTYETHOCTH: pe3yJIbTaThl TECTUPOBAHMUS.
Yacte 1. BBoa 1oKyMeHTOB B OMOIMOTEUHbIH QOH.
1. Kaxkwue rpadsl COCTaBISIOT HHBEHTAPHYIO KHUTY?
a) J1aTa 3ammcu;
0) OTMETKa O BBIOBITHH;
B) oTaen hoHaa;
T') HOMEp 3aIHCH 10 TIOPSJIKY;
1) UTHBEHTapHBII HOMED;
€) OTKy/1a MOCTYIIIN JOKYMEHTHI;
) HOMEp WX JaTa COIPOBOAUTEIBHOTO JJOKYMEHTA;
3) aBTOp U Ha3BaHUE JTOKYMEHTA;
1) KOJINYECTBO IK3EMILISPOB;
K) TOJl U3/IaHNUS,
1) CyMMa,;
M) POCIIHCH OyXranrepa;
H) IIeHa;
0) OTMETKa O MPOBEPKE;
) coctout Ha 1.01... rox;
P) MECTO U3JIaHMSL.
2. Ha xakux ypoBHSX NPOU3BOAUTCS yueT OubauoreyHoro ¢ponaa?
a) oOIMii TOCYAapCTBEHHBI;
0) CTaTHCTHYECKHIA;
B) BHYTPHUOUOIMOTEUHBIH;
T') CHIeNUaIN3UPOBAHHBI;
1) IO BUAaM JOKYMEHTOB;
€) HOPMaTHBHBIIA;
) CTaHJAPTHU3UPOBAHHBIN;
3) (PMHAHCOBBIIA;
1) KJ1acCU(UIIMPOBAHHBIN;
K) periaMeHTHPOBAHHBIN;
J) CyMMapHBIi;
3. Urto sBnsieTcs enuHunei yaera ponma?
a) Ha3BaHHCE;
0) meuaTHOE U3JAHUE;
B) DJIEKTPOHHOE H3/1aHUE;
') FOJJOBOM KOMILJIEKT;
1) QJIEKTPOHHBIH MTPOIYKT;
€) NEeKTPOHHBIHN pecypc;
) KHYDKHBIN TTAMSTHHK;
3) apXHUBHBIN JOKYMEHT;
1) My3€HHBIN peaMET;
K) OJTHOPOJIHBIN TOKYMEHT;
J) e AMHUYHBINA JOKYMEHT;
M) 3K3EMIUIP;
H) aBTOMaTH3UpOBaHHas 0a3a JaHHbIX;
0) METPOIIOJIKA;
1) TIOJIIITNBKA;
P) KOJUIEKIIHS;
¢) Opormrropa;
T) JOKYMEHT;
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y) KHUTH;

&) uznanue

X) MaTepuasbl;

1) MUKPO(OPMBI.

4. Kakwue rpadsl coctaBisaor KCY?

a) JaTa 3ammcuy;

0) oTMEeTKa O CITUCAHUWU;

B) oTaen hoHmaa;

T') HOMEp 3aIHCH 10 TIOPSJIKY;

J1) THBEHTapHBIA HOMED;

5. Kakwue BuABI JOKYMEHTOB MOAJEKAT (aKyIbTaTUBHON (hopMe MHIUBUIYaTbHOTO ydeTa B
WHBEHTAPHOUN KHUTE?

a) KHUTH;

0) rasersr;

B) JKYPHAJIbI;

r) ABJI;

1) KapThl,

€) HOTBI;

) KOMITaKT-AHCKH;

3) MUKPO(OPMBI;

1) DJIEKTPOHHBIE TOKYMEHTHI,

K) HEOITyOJIMKOBaHHBIN JTOKYMEHTHI;

1) MyJbTUMEINA;

M) 00513aTeIbHBINA IK3EMILIAP.

6. B kaxoii popme ocyIecTBiasieTcss CyMMapHbli yueT?

a) MapTUSIMH TTOCTYTUICHHUS;

0) MHIMBHUIyATbHOE MTOCTYTUICHNUE;

B) FOJIOBOI KOMILIIEKT.

7. ®opMbl HHIMBHIYaJIHHOTO yYeTa:

a) KHIDKHAS,

0) UHBEHTapHas;

B) JINCTOBAS,

T') aKT-CITUCOK;

1) KapTOYHas;

€) YUYETHBII KaTajor;

) Oe3bIHBEHTApHAS;

3) y4eTHasi KapTOUYKa JTOKYMEHTa;

M) PETUCTPAIIMOHHAS KHUTa YYETHBIX KapTOYEK;

K) pacredyaTka MHBEHTapHON KHUTY Ha KOMIIbIOTEpE;

J) B MAaIMHOMUCHBIX (aiinax;

M) Ha JIUCKE, TUCKETE;

H) peecTp.

8. Kakme m3 HWKENMEepPEUnCICHHBIX TOKYMEHTOB OTHOCSTCS K JOKYMEHTaM BPEMEHHOTO
XpaHEeHHUs ¥ He CTaBATCS Ha OanmaHc?

a) JINCTOBKH;

0) OpomIropHI;

B) TJIAKATHI;

T') aTJIachl ¥ KapThl;

1) CD-ROMp&r;

€) KpaeBeauecKas TuTepaTypa;

’K) HEOMyOJIMKOBAHHBIE JOKYMEHTHI;

3) IMTeparypa mo OMOINOTEKOBEICHHIO;

M) KyJIMHapHbIE KHUTH.

9. Kak ornieHnBaroTCsl KHUT'H Ha CTIMCaHue?
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a) C y4eTOM IepPEOIeHOYHOTO KOA(hHUITUESHTA;

0) ¢ yueTOM HOMHHAJILHOHU ((PaKTUUECKON) CTOUMOCTH;

B) C MEPEBOJIOM Ha PHIHOYHYIO CTOMMOCTH,

) C yYE€TOM YpOBHS MH(IIALNY;

1) C y4€TOM JEHOMUHAINH PyOIIs;

€) C y4eTOM HOpMAaTUBOB U3HOCA;

) TIO JAHHBIM OyXTaJITepPCKOTO yUeTa;

3) Mo 0aJIaHCOBOI CTOMMOCTH;

) T10 IIeHe IPUOOPETCHHS,

K) [10 BOCCTAaHOBJICHHOM (II€HE) CTOMMOCTH;

) O AECATUKPATHON CTOMMOCTH;

M) K03(p(PHULIMEHT KPAaTHOCTH HE OTPAHUYHBACTCA.

10. Ilepeuncnure ydeTHble M OyXraaTepCKHE JTOKYMEHTbI, HEOOXOIUMBIE sl OPOpMIICHUS
aKTOB Ha BBIOBITHE TOCIJIEC IPOBEPKHU OUOIMOTEUHOrO PoHAA:

a) KBUTAHIIMU CAA4d B MaKyJaTypy;

0) cueTa KHUTOTOPIOB;

B) KBUTAHIIMH O(POPMIICHHS TIOAITHUCKH;

T') aKThI Ha CITUCAHUE;

1) OlaHKW Ha 3aKa3bl,

€) HaKJIaaHbIe;

K) yTEBBIE JIUCTHI MIepelaun MapTHU BHYTPU OUOINOTEKY;

3) TETpajJb y4eTa 3aMEHbI 3aMEHbI YTEePSIHHBIX;

n) UK u KCVY;

K) aKThI CBEPKU 0CO00 IIEHHBIX JOKYMEHTOB Ha HAJIMYHE;

1) akthl cBepku UK u KCVY ¢ OyxranrepckuMu JOKyMEHTaMu;

M) YUTaTeNIbCKUE (POPMYIISpEI;

H) aKThI [10CJIE MPEABLAYIINX TPOBEPOK.

11. Kakwue cBeqieHHs O JOKYMEHTE He0OX0IUMBI TIPH OPOPMIICHUN aKTOB Ha BBIOBITHE?

a) UHBEHTapHbIC HOMED;

0) mWTpUXOBOH OAp-KOJI;

B) O€3bIHBEHTApHBIN HOMED;

I') aBTOpP U Ha3BaHUE;

1) K03 (HUIIMEHT TepEOLIeHKH;

) 1icHa;

) CTOUMOCT;

3) KOJIMUECTBO 3K3EMILISIPOB;

n) Ne ni/m;

K) PETUCTPALIMOHHBIM HOMEP yUETHOU KapTOUKH;

1) narta 3anucu B KCVY, UK;

M) Homep 3anucu B KCY;

H) MECTO U I'OJl U3aHHUS;

0) otnen (onma mo BBK.

12. Kakue 1ieHbl yKa3bIBalOTCS B aKTE HA CIIMCaHue?

a) 10 TIpaBUJIaM CIIMCAHUS;

0) 1eHa 1mocIe MepeoreHKH;

B) HOMUHAJIbHAS 11€HA;

I) LI€Ha C Y4eTOM K03(HlineHTa nepeoLeHKH;

1) LIeHa C YYETOM HECKOJBbKUX K03 (PULIMEHTOB;

€) LI€Ha C Y4eTOM CyMMBI LIEH.

Pexomenyemas nureparypa:

1. Veanosa, E. B. Ilepeonienka 6ubimoreuroro Gonaa B oo6pazoBarenbHbIxX yupexaenusx / E.
B. UBanosa, JI. K. Illekora // CoBetHuk Oyxranrepa B chepe oopasoBanus u Hayku. — 2000. - Ne 3
(7). - C.37-42.
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2. Mutpodanora, C. I'psaer mpoBepka, kak ee opranuzoBath? / C. Mutpodanosa //
HezaBucumeliit Oubnuoreunsiit aapokatr. — 2001. - Nel. — C. 8-21.

3. Tepemwmn, B. . bubnuoreunsiii doun: yduebnoe mocodme / B. U. Tepemmn. — 2-¢
nza.,ucnp. u gom. — M., 2003. — C. 84-86, 90-100.

4. lIunos, B. B. Yuer u nepeonierka 6udanoreunsix Gpoumos. Hopmuposanue vegocrauu / B.
B. IlIunos // Bubnuoreka u 3akoH. — M., 2000. - Ne8. — C. 198-213.

5. Awntomonbckuii, A. b. AkTyanpHBIE MPOOJIEMBI y4eTa W PETHCTPAIMHA SJICKTPOHHBIX
pecypcoB / A. b. Aurononbckuii, A. b. Autononbckas // bubn. meno XXI Bek: Hayu.-npakt. CO. —
2003. - Nel. — C. 133-137.

6. MenbuukoBa, JI. II. OcHOBBI cpencTB u cuctema Oyxraiarepckoro yuera / JI. II.
MenbHaukoBa, C. B. Murpodanosa // bubnmuoreka. — 2003. - Ne9. — C. 22-25.

IpakTuyeckas 3anaTa Ne 5 Tema 3ansaTus: PaccranoBka 6udmoreunoro ¢gpouaa.

Ilenb 3ansTus: [ToMous cTyieHTY pa300paThCs B pa3IMYHbIX CIIOCO0AX PaCCTaHOBKU
JIOKYMEHTOB B OMO1MOTEYHOM (POH/IE; BBIpaOOTaTh y CTYI€HTa YMEHUS ONPEAEIATh OJ0YHbIE
m@pbl TOKYMEHTOB TPHU Pa3INYHBIX PACCTAHOBKAX.

CopneprkaHue U METOJIMKA BBIIIOJIHEHUS pabOThI

3agaHue cOCTOUT U3 3 yacTeil:

Yacts 1.

CTyIeHT JODKEeH MOMyYUTh HAaBBIKH Pa0OTHI C aBTOPCKUMHE TaOJIHIIAMU U OTIPENICIIUTh
aBTOpCKHe 3Haku. HeoOxoaumo:

a) U3y4YUTh MPaBHUJIa ONPEICTICHUs aBTOPCKOTO 3HAKA MO0 aBTOPCKUM TalJHIam;

0) Ha OCHOBE INPEJI0KEHHOI'0 BapuaHTa OIPEIeIUTh ABTOPCKUE 3HAKU I (paMUIIUi aBTOPOB
1 3arjaBUil KHUT;

B) paccTaBUTH B an(aBUTHOM nopsake 25-30 KHUT Ha MOJIKE cTeslIaka B yueOHoM (oHe
KabuHeTa OMOIMOTEKOBEICHUS.

Yacts 2.

CTyIeHT JOKeH OTBETUTh Ha BOIIPOCHI:

1. Kakas pacctaHoBka umeet mudp:

36.86 Hoprerus 65.301

32415522 M 41

P HymepaunoHHO-TONOrpaduIecKkO—XpOHOIOTHIECKas;

P cucrematnuecko-andaBuTHas;

P reorpaguuecko-andaButHas;

P cuctemaTnuecko-reorpaduiecko-HyMepaloHHas;

P dopmaTHO-SI3BIKOBO-HYMEpALIMOHHAS;

P cucremaTndecko-HyMepamuoHHO?

2. JlaHHBIE pacCTaHOBKU:

P xpononorunuecko-popmartHasi;

P Temarnyeckas;

P reorpaduuecko-cucreMaTHueCKO-HyMEpalMOHHAs;

P reorpaduuecko-andaBurHas;

P andaBUTHO-XpOHOIOTHUECKO-HYMEpallHOHHAS;

P HymepaunoHHas;

P cucrematnuecko-andaBnuTHas;

P reorpaguuecko-cucremaTndeckas.

Ha3zoBure HOMepa pacCTaHOBOK, ITO KOTOPBIM PacCTaBISIOTCS KHUTH (JPyTrUe BUIbI
JIOKYMEHTOB):

a) B IENO3UTAPHBIX (POHIAX;

0) B yHUBEpCaIbHBIX MaCCOBBIX OMONIMOTEKAX;

B) MPOI0JDKAIOLINE U3/IaHuUS;

T) IEPUOANYECKUE U3IaHUS;

1) OITCaHUe N300pETCHMIA,
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€) KpaeBemueckuii (GoHI B yHUBEpCATHHON HAYYHON OHOIHOTEeKE
TemaTH4yecKuii IVIaH CEMUHAPCKHUX 3aHATHH

Ne HanmeHoBaHHMe TeMbI KoanuecTBo 4acoB no
n/n dopme
00yueHus
3a04Has
1 | Cemunapckoe 3amsarue Ne 1. bubOmuoreuynslii ¢GoHI B 1
cHcTeMe IOKYMEHTHBIX ()OH/IOB
2 | Cemunapckoe 3ansitue Ne 2. ABTomaru3alius IpOIECCOB 1
dhopmupoBanne OMOIMOTEYHOTO POH 1A
3 | Cemunapckoe 3anstue Ne 3. AxTyanpHble HpOOIEMbI 1
KOMIUICKTOBAaHHUS JOKYMEHTHBIX (POHI0B OMOIMOTEK
4 | Cemunapckoe 3amsarue Ne 4. ConuanbHas 3amuTa 1
OoubIMoTeYHOTO hOHIA
5 | Cemunapckoe 3anatue Ne 5. CocTaB M HCIIOJIB30BaHUE 2
JIOKYMEHTHBIX (DOHJOB 3JICKTPOHHBIX OMOITHOTEK

METOAUYECKHUE MATEPHAJIBI IS TMMOATI'OTOBKU K CEMMHAPCKHUM

3AHATUAM
Cemunapckoe 3ansaTue Ne 1. bu6anoreunslii poHa B cucteMe 10KYMEHTHBIX (OHI0B

Llenb: oxapakTepu30BaTh CHCTEMY JOKYMEHTHBIX (DOHJOB PA3IUYHBIX YUPEKICHUN U
OpraHu3alHii; PaCCMOTPETh OOIIME U OTIIMYUTEIBHBIC YePTHI B IIpolieccax ux (POpMUPOBAHUS;
PaCKpBITh B3auMoJieiicTBUEe OMOIMOTEYHOrO OHAA C TOKYMEHTHBIMU (POHAAMU

dopma ceMUHAPCKOTO 3aHATHS: pEeIIeHHE MPOOIEMHON CUTYaIHH.

@dopma OTYETHOCTH: KOHCIIEKT, YCTHBII OTBET.

Bonpocs! 1t o0cyxaeHus:

1. O6mas xapakTepucTHKa CUCTEMbI JOKYMEHTHBIX (DOHIOB.

2.0cHOBHBIE eprKaTenu T0KyMeHTHbIX GoHaoB. Coctas 1.

3. B3anMocBs3b JOKYMEHTHBIX (DOHIOB pa3IMYHbIX OPraHU3alMi ¢ OMOIMOTEYHBIM.

4. Ilpoueccsl GOpMHUPOBAHUS TOKYMEHTHBIX (POHIOB.

Jlureparypa:

1. Cromsipos, 0. H. JlokymenTHbIit pecypce: yueo6. nocodue / Cromsipos 0. H. — M.: JIubepwus,
2001. - 150 c.

2. Cromnsipos, FO. H. DBouorus 6ubmuoreuroro gougoseneuus / Cromsapos, 10. H. ;
Kymmnapenko, H. H. — M.: ®ANP, 2007. — I'n. 10.

3. Cromspos, 0. H. bubmmoreunsiit honn: yueonux/ FO. H. CromsipoB. — M., [mmaTa, 1991.
—270 c.

4. Tepewm, B. U. lokymentasie Gorasl: yued. mocodue / B. U. Tepemun.— M., 1997. — 74
c.

5. Tamacun, B. A. OT 1oKyMeHTa — K 3JIEKTPOHHOMY JJOKYMEHTY: CHCTEMHBIE OCHOBBI / B A.
Tagacun. — M., 2001. — 192 c.

6. KoBasb, JI. M. Kuura — my3seii — 6ubnuoreka / JI. M. Koanb // Kuura: vcciae1oBanus u
matepuaisl. — M., 1993. — C6. 64. — C. 423-53.

7. Macesuu, B. JIuunsie cobpanus — pernomeH kynbTypbl / B. Macesuu // bubnunoreka. — 1998.
- Ne6. — C. 36-42.

8. Tepemmn, B. U. Jlnynas 6ubnnoreka — 6ubmmoreka? / B. U, Tepemmn //
bubnnorexosenenue. — 1997. - Ne 5/6. — C. 65-70.

9. Tepemun, B. U. [lepBast MoHOTpadus o gactHoM codpanuu / B. U. Tepemmn // bubnmnorexka.
—2002. - Nel. - C. 64.

10. Jomamrnsis 6ubmmoteka / mon oour. pexa. B. C. Kpeiinenko. — Cn6.: [Ipodeccus, 2002. —
320 c.

11. IllaBeipkuHa, H. A. Jluunas 6ubnuoreka: KyJibTypHO-HcTOprdeckuit anamms / H. A.
[aBeipkuna. — M.: o103, 200. — 200 c.

12. Koznoga, E. 1. PeiHok a1exkrporHbix pecypcoB / E. W. bubnunoreka. — 2005. - Ne 3. — C.
38-41.
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CemuHapckoe 3ansiTHe Ne 2. ABTOMAaTH3alMs NPoueccoB (popMupoBanue OUOJIHMOTEIHOT O

donpa.

Lenb: maTh XapakTepUCTHKY aBTOMATH3UPOBAHHBIX OMOJIMOTEYHO-UH(POPMAITMOHHBIX CUCTEM
U X MOJyJIed; pPaCKphITh 0COOCHHOCTH MCIIOJIb30BaHUSI HOBBIX MH()OPMALIMOHHBIX TEXHOJIOTHIA B
(dbopMUpOBaHUU TOKYMEHTHOTO (OH[A.

dopma CeMHHAPCKOTO 3aHATHS: PEIICHUE TIPOOIEMHON CUTYaIHH.

®opma OTYETHOCTH: KOHCHEKT, YCTHBINA OTBET.

Bomnpocsr st o0cysxaeHus:

1. Xapaxkrepuctuka ABHC.

2. ABTOMaTH3anys KOMIUIEKTOBaHUS, y4eTa U XpaHSHUsT OMOIMOTEYHOTO (QOHIA.

3. IIpobneMbl aBTOMATH3AIIMN TIPOLIECCOB, CBA3aHHBIX ¢ (hOPMHUpOBaHUEM (PoHIA.

Jlureparypa:

1. Tepacumona, JI. H. ABromarusanus mnpoieccoB popmupoBanus bD: yue6. mocobue / JI. H.
I'epacumona. — M.: MI'HK, 1988. — 84 c.

2. Escrurneesa, I'. A. Cucrema aBroMmatuzaimu ononnorek MPBVIC — B KOMITJIEKTOBaHUH
uHOCTpaHHbIX KypHaoB / I'. A. Escturneesa // Hayd. u Texu. 6-ku. — 2000. - Ne12. — C. 31-34.

3. Illpaiioepr, 5. JI. OcHOBHBIC MOHATHS ¥ NpUHIKIEI pazpadotku ABUC / 4. J1. lpaiidepr.
—-M., 2000. - 126 c.

4. Tnyxos, B. DnekrponHas noctaBka qokymeHToB / B. I'myxos, O. JlaBpuk // Oubnnoreka. —
2000. - Ne 7. - C. 34.

5. HasbimoBa, H. P. ®@oHIbI 371eKTPOHHBIX OKyMeHTOB B Oubanoreke / H. P. JlaBbiiosa //
Hayu. u texs. 6-xu. — 2005. - Ne 2. — C. 60-65.

6. 3omoroBa, H. HO. DiiekTpoHHbBIE KHUTH U MX HCIIOJIb30BaHue B 6ubaanorekax CIIIA /
3onoroBa, H. 10. // Bubnuoreku 3a pyoesxom: coopuuk. — M.: Pynomuno, 2002. — C. 52-76.

7. Hepamxosckast, T. A. Coznanue 3JeKTPOHHBIX (POHIOB B IMTyOIMYHBIX OMOIHOTEKAaX
@panrun / T. A. Henamkosckast / bubnnoreku 3a pyoesxom: coopuuk. — M.: Pynomuno, 2002. — C.
27-51.

8. BacunbuukoBa, T. H. HoBble nH(OpMaIiMOHHBIE TEXHOJIOTHH B COXPAHHOCTH KHHU)KHOTO
¢donma / T. H. Bacunpunkosa // TTapaaurmMerX X1 Beka: nH(OpMAIIMOHHOE OOIIIECTBO,
MH(OPMAIIMOHHOE MHUPOBO33peHHE, HH()OPMAIIMOHHAS KyJIbTYpa: MaTepralibl MexkayHap. Hayy.
koH}. — Kpacnomap, 2002. — C. 325-327.

9. MermikoBa, JI. JI. HoBble TexHOnOrHU B ydyere 6udianoreunoro Gpouna / JI. JI. Memikosa //
Vuusepcuret. Kuaura. — 2001. - Ne 7. — C. 16-109.

10. DnexTpoHHBIE pecypchl perHoHa: MpodIeMbl CO3aHUSA U B3aUMOUCIIOIb30BAHUS:
matepuaisl peruod. Hayu.-npak. Koug. / TTIHTE CO PAH. — HoBocubupck, 2005. — 340 c.

11. Kavanuna, B. B. MBA u aekTpoHHas 0cTaBKa JOKYMEHTOB: COBPEMEHHbIE TeHACHIUH /
Kauanosa, B. B. // bu6in. neno — XXI Bek.- vayd. — npkt. C6. — 2008. - Ne2. — C. 220-250.

Cemunapckoe 3auaTue Ne 3. AKTyajabHbIe P00IeMbl KOMIITIEKTOBAHMS IOKYMEHTHBIX
(onaoB 6ubIHOTEK

Llenb: mpeacTaBieHNe XapaKTEPUCTUKHA KOMITJIEKTOBAHHS OMOIMOTEYHOTr0 OHAA;
paccMOTpeTh UCTOYHHUKH, CTIOCOOBI M (POPMBI TOKYMEHTOCHA0KEHHSI OMOTMOTEK U OTIPEACTUTh
npo0OIeMbl CHA0KEHHUsT JOKYMEHTHOTO (hOHIA.

dopma CeMHHAPCKOTO 3aHITHS: PEIICHNE TIPOOIEMHON CUTYaITUN

dopma OTYETHOCTH: KOHCHEKT, YCTHBINA OTBET.

Bormpocs! 11t 06cyxaenust:

1. KommnekroBanue GoHI0B OUOIMOTEK B HOBBIX SKOHOMUYECKUX YCIOBUSX.

2. Wcrouynukw, ciocoObl v (POPMBI JOKYMEHTOCHA0KEHUST POCCUHCKUX OMOJIMOTEK.

3. Hcnonp3oBaHre HOBBIX HH()OPMAIIMOHHBIX TEXHOJIOTUH B KOMIUIEKTOBAaHUU (POH/A.

4. KHMXKHBIM paHOK KaKk OCHOBA KOMIUIEKTOBaHUS (POHI0B OMOJINOTEK.

5. TIpob6memsr obecriedeHrss OMOIMOTEK HOBBIMH MTOCTYTUICHUSIMU | Iy TH UX PEIICHHUS.

JIureparypa:
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1. Cyxopyko, K. M. O6s3aTenbHbIi 9k3eMInisip B crpanax 3amazna / K. M. Cyxopykos //
bu6muorpagus. — 2000. - Ne 5. — C. 28 — 30.

2. Borauesa, P. 1. KommiekroBanue ¢hoHa0B: nmpaBoBoii cratyc / P. W. borauesa //
bu6motexoBenenue. — 2000. — Ne 1. — C. 36 — 50.

3. Meryxoga, E. JI. CoBpeMeHHbIE TEXHOJIOTHH KOMILICKTOBaHUS KHIKHBIX (houmoB / E. JI.
[TeryxoBa // Hayu. u texn. 6-xu. —2004. - Ne 2, — C. 68 — 71.

4. CapazetnuHoB, P. I'. [Torck MexaHU3MOB B3aUMOICHCTBHUSI KHUTOPACTIPOCTPAHHUTEIS 1
O6uONIHMOTEKH B 310Xy MHpOopManuu: KTo 3aaaeT ToH / P. I'. Capazeraunos // Hayd. u TexH. 0-ku. —
2005. - Ne 3. - C. 33 - 36.

5. Bakeiikun, C. J[. KumxHbIi ppiHOK U (HOHIBI OMOIHOTEK: TpobiieMsl B3aumocssizei / C. J1.
baxkeiikun // bubnmorekoBenenune. — 2004. - Ne 5. — C. 118 — 124.

6. Bukepu, /1. Peopranuszanus B bpuranckoit 6ubGimuoTexe ¢ 1eabo OTIaAKH MpoLecca
KOMIUIEKTOBaHHUS 3IeKTPOHHBIX pecypcoB / 1. Bukepu // Hayu. u texs. 6-ku. — 2001. - Ne 3. — C.
113 -118.

7. EBcturneeBa, I'. A. ®opmupoBaHue u COXpaHHOCTb (poHIO0B. B3anmopeiicTBrue CyObheKTOB
KHIDKHOTO pbIHKa ¢ Oubsimorekamu / I'. A. EBcrurneesa // Hay4. u texH. 0-xu. — 2002. - Ne 4. - C. 5
- 20.

8. Jlenckwii, b. B. I3narennckoe n1eno — ocHOBHAs 6a3a popMupoBaHUS (POHIOB POCCUHCKUAX
oubnuorek / b. B. Jlenckuii // Hayu. u Texn. 6-ku. — 2002. - Ne 4, — C. 21 - 27.

9. T'opnon, C. A. KoMiuiekToBaHue B yCIOBUSIX AeuIMTa O10KeTa — ONBIT 3apyOeKHbIX
yauBepcureTckux oudmorek / C. A. I'opaon // KomnbloTepHasi TEXHUKA M TEXHOJIOTHU B
6ubnnoTeKkax HakaHyHe TpeTbero TeicsiuenieTys: ¢6. Hayd. Tp. ['TIHTB Poccun. — M., 1999. — C. 38 —
56.

10. Buxpesa, I'. Ot60p n3ganuit 11t 6MOIMOTEKH B SIIOXY
HIepeMeH: akchosiornieckuii acrekT // KHmkHbli Mup ceronss u 3aBTpa: MmexayHap. Hayd. koud. Ilo
npobiemam kauroBeneHus: te3. Jloki. — M.: Hayka, 2002. — C. 224 — 226.

11. Tuxonosa, H. Ontumanbhsblii pazmep Tekymiero komruiekroBanus / H. Tuxonosa //
bubmuoreka. — 2002. - Ne 11.

12. Bepauramnuesa, JI. A. JlapeHus Kak HCTOYHUK TonoaHeHus Gpouaos / JI. A. bepauranuesa
// bubnuoreka. — 2004. - No 2. — C. 73 - 77.

Cemunapckoe 3anaTue Ne 4. CouuanbHasi 3a1uTa 0udamoTeqHoro goHaa

Lens: [IpeacTaBuTh XapakTEPUCTUKY COIMANTBHOMN 3aIIUTHI OMOIMOoTeYHOTO (HOHIA;
paccMOTpeTh OTBETCTBEHHOCTh COTPYTHUKOB OMOJIMOTEK U M0JIb30BaTENIeH 32 COXpAaHHOCTD
O6ubnroreynoro GpoHma.

dopma CeMUHAPCKOTO 3aHATHS: PEIICHUE TIPOOIEMHON CUTYaINH.

@dopma OTYETHOCTH: KOHCIIEKT, YCTHBII OTBET.

Bomnpocs! 11 o0cyxkaeHus:

1. 3akoHOonaTenbHbIE U MHCTPYKTUBHO-METOAMUECKHUE MaTepUabl 0 IpobieMe COXpaHEHUs
O6ubaroreyHoro GpoHpa.

2. IOpunnyeckast OTBETCTBEHHOCTh OMOIMOTEKApEl U MOJIb30BaTENEH 32 COXPAHHOCTh
JIOKyMEHTHOTO (hoHa.

3. Kuuru B 6ubnuorekax: myTH npeAoTBPAIICHNE XUIICHHS.

4. CoBpeMeHHBIE CTIOCOOBI COXpaHeHus! OnOIoTeuHOro (hoHAa (OLUPPOBKA TOKYMEHTOB U
IpyTHe).

JIureparypa:

1. Tobpycuna, C. OcropoxHo, usnyuenue! / C. Jloopycuna // bubnuoreunoe neno. — 2004. -
Ne 6. - C. 31-33.

2. lanouraukos, A. E. BopoBcTBo B OuOIHoOTeKax Kak aTudeckast mpobiema // Mup
oubmmorek ceronus. — 1997. — Beim— C. 49 — 50.

3. Kimoes, B. K. KomriekcHas cucteMa SKOHOMHUYECKOU 3alUThl OMOTMOTEUHBIX (DOH/IOB:
meto. [Tocobue / B. K. Kimtoes, I'. U. Taprakosckuii / [THCXB PACXH. — M., 1995. — 36 c.

4. Cromspos, 0. H. Kak coxpanuts OMOIHOTEUHBIH (HOH: CEKPETHI CTAPOTO
kauroxpanutens: npakrt. [Tocooue / 10. H. Cronspos. — M.: IIpoduznat, 2001. — 254 c.
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5. HanumoHnanbHas nmporpamma coxpaneHus oubmmorednoro pouna P® // OpueHTrpb
KyIbTypHOU nonuTtuku: uHdopM. Beir. — 2000. - Ne 8. — C. 39 — 42.

6. EBctrurneeBa, I'. A. ®opmupoBanue u coXpaHHoCTh (poHI0B. B3anmMopeiicTBue cyObeKTOB
KHIDKHOTO pbiHKa ¢ Oubnunorexamu / I'. A. EBcrurneesa // Hay4. u Texn. 6-xu. — 2002. - Ne 4. — C. 5
-21.

7. Kpacuisaukos, T. Komnencanus 3a nmorepro oubnunoreunoi kuuru / T. Kpacunbuukos //
HeszaBucumelii 6ubnuoreunsiii anBokat. — 1999. — Beim. 1. — C. 47 — 48,

8. BeoOep, X. Omudposka kak Mmetos odbecneuenus: coxpannoctu? / X. Bebep, M. [lepp. — M.,
1999. - 48 c.

9. Jlanres, I'. I'. HoBoe B 00ecrieYeHUH COXPAHHOCTH OMOIUOTEUHBIX (POHIOB U KaTamoros /
. T'. Jlanres // bubnmoteka. — 2005. - Ne 1. — C. 29 — 32.

10. JIrorosa, H. K. lomkuuku — B 30ue pocsraemoctu / H. K. JTrotosa // bubnuoreka. — 2005.
-Ne 5. — C. 55 -56.

11. Tpokypsikora, O. B. A 3a nmopuy wiu HeBo3Bpart k cyay? / O. B. IIpokypsikosa //
bubmuoteka. — 2004, - Ne 9. — C. 29 — 30.

Cemunapckoe 3ansitue Ne 5. CocTaB U HCNOJIb30BaHME JOKYMEHTHBIX (DOHI0B
3JIEKTPOHHBIX OMOIHOTEK

Llenb: onpenenuTh JOKYMEHTHBINA (OH ANEKTPOHHON OMOIMOTEKH, 0COOEHHOCTH €ro COCTaBa
Y HCTIOJIb30BAHUSI.

dopma ceMUHAPCKOTO 3aHATHS: pEeIIeHHe MPOOJIEMHON CUTYalHH.

®opma OTYETHOCTH: KOHCIIEKT, YCTHBIN OTBET.

Bonpocs! i o0cyxaeHus:

1. Co3pnanue 37eKTPOHHBIX Bepcuid (DOHIOB TPAIUIIMOHHBIX OMOINOTEK.

2. CocraB ponnoB UuTepHeT-OnOIMOTEK.

3. IlepcriekTuBbl pa3BUTHS (HOHIOB HIEKTPOHHBIX ONOIHOTEK.

Jlureparypa:

1. IllpaiiGepr, 5. JI. Ha myTH k co3nanuio KoHIenuu HarmoHaabHON 3JIEKTPOHHOM
oubmmotexu / 5. JI. Ilpaiidepr // Hayu. u Texn. 6-ku. — 2000. - Ne 3. — C. 10 — 14.

2. Bapranoga, E. JI. lnTepHeT 11t KaXkaoro: peanbHocTh Wik yronus / E. JI. Bapranosa //
HNudopmannonnoe obmectBo. — 2000. - Nel. — C. 40 — 43.

3. byrpoga, T. H. HoBsie Texnonoruu — HoBbie 3Hanus / T. H. Byrposa // MudopmarmonHsbrii
pecypesl Poccun. — 2000. - Ne 3. — C. 10 — 11.

4. 3onorosa, H. FO. DiekTpoHHBIN KHATH U UX KCOJIb30BaHue B Onbimorekax CILIA //
bubmmoTtexa 3a pyoexxom: cOopHUK. — M.: Pynomuno, 2002. — C. 52 — 76.

5. Henamkosckas, T. A. CoznaHue 37eKTPOHHBIX (POHA0B B IMyOIMYHBIX OMOIHOTEKAaxX
@paniun // Bubnuoreka 3a pyoeskom: cOOpHUK. - M.: Pynomuno, 2002. — C. 27 — 51.

6. barposa, U. 0. bubnuoteku u snextponnsie qokymentsl / U. FO. barposa //
bubmmorexoenenue. — 2000. - Ne 3. — C. 43 — 46.

7. MaiictpoBuus, T. B. TIpo6aemsr hopmupoBanusi GoHIOB 37IeKTPOHHBIX 1oKymeHToB / T. B.
Maiictposu4 // Hayu. u texn. 6-xu. — 2000. - Ne 10. — C. 37 — 42.

8. 3emckoB, A. U. DnektpoHHbie OuOMMoTekn: yueOHuK 171 By30B / A. W. 3emckoB. — M.:
JIuGepes, 2003. — 352 c.

9. Apwmc, B. Dnextponnsie 6ubmmoreku: yued. mocooue. — M.: BUHUTH, 2000. — 274 c.

10. Morwunenko, O. H. Texnonorus co3aanus snektponnoi oubnmoreku / O. H. MoruneHko
// bubnnoreka n acconMayy B MEHSIOIEMCS MUPE: HOBBIE TEXHOJIOTHUH U HOBBIE (DOPMBI
COTpyAHUYecTBa: Tpyasl KoH(. — M., 2002. — C. 199 — 204.

11. Bucasiii, A. U. Onexktponnsie 6ubnuotexu Poccuu. [IpoGremsl hopmupoBanus u
ucnonb3oBanus / A. Y. Bucnpiii // Bubnnoteku u acconuaniy B MEHSFOIIEMCS] MUPE: HOBBIC
TEXHOJIOTHH U HOBBIE ()OPMBI COTPYIHUYECTBA: TpyAbl koHd. — M., 2001. — T.1. — C. 298 — 304.

12. Byanb, B. A. Dnextponnsie uznanus / Byans, B. A. — CI16: BXB — Ilerepoypr, 2003. —
506 c..

METOJIUYECKHUE MATEPHUAJIBI JIJISI KOHTPOJIBHOM PABOTHI
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Bapuaunt Ne 1. Yuer 6ubmoreunoro ¢ponaa

[Inan 3ananus:

1. OxapakTepu3yiTe BUIOBYIO U TUIIOJOTHUECKYIO CTPYKTYPY OMOIHOTEYHOTO (hOoHa.

2. Ilepeuucnure HOPpMATUBHO-TIPABOBbIE JOKYMEHTHI, ONPEACTSIONINE CUCTEMY y4yeTa ()OHIIOB
O1OIMOTEK pa3HbIX TUIIOB M BUJIOB, (POPMBI M METOAMKY BEJCHHS yUETa.

3. Kakwue BuIbl yuyera JOKyMEHTOB CYIIECTBYIOT B OuOnmorexax? XapaKTepHbBI JIM OHH IS
naHHOM 6nbmmotekn? OCHOBHBIE U JONOJTHUTENIbHBIC €IMHHIIBI yUeTa.

4. CymmapHbIi y4eT OubmmuoTednoro (GoHIa — ero 3a1add, OCOOCHHOCTH. YKa)KUTE Ha3BaHUS
JOKYMEHTOB, B KOTOPBIX OCYIIECTBIISIETCS CYMMapHBIA y4eT, UX cTpyKTypy. [Ipunoxwure oOpasib
0(OpMIICHHBIX TOKYMEHTOB Ha HOJHOCTHIO YUTECHHYIO MAPTHIO.

5. Ha ocHOBaHMM KakKHX JIOKyMEHTOB TIPOMU3BOJIMTCS 3amuch NOCTymieHu B Kaury
cymmapnoro yuera (KCVY)? IIpunoxure 3amnoiHeHHy0 Gopmy.

6. VunuBuayanbHBIA yueT — ero 3HaueHue, Gpopmbl. Kakue hopMbl HHIMBUAYATBHOTO y4yeTa
NPUHATHI B JaHHOU 6ubiroTeku? [lpunoxute 3anonHeHHy0 popmy.

7. Oco0OeHHOCTH yueTa B OnbinoTexe OpOIIop BPEMEHHOTO XpaHeHUs

8. PackpoiiTe MeTOIMKY perucTpanuy NepUoOAMYecKrX u3gaHuid. [Ipuoxure 3amorHEeHHYIO
dopmy.

9. B kakux ¢opmax perucTpupyrTcs ayJHOBU3yaJIbHbIE U JIEKTPOHHBIE JOKYMEHTHI?

10. Kakue 6MOIMOTEKH OCYIIECTBIISIOT YYET JOKYMEHTOB Ha OCHOBE aKTOB ()OPMBI?

11. CymiecTByeT JH CBS3b MEXKIYy CyMMAapHBIM M WHAWBUAYAIGHBIM y4ETOM OHOIHOTEHHOTO
¢donna? PackpoiiTe Ha KOHKPETHBIX IIPUMEPAX.

12. Packpoiite TEXHOJOTHUI0 CYMMAapHOTO W WHAMBHIYaJbHOTO Yy4e€Ta JOKYMEHTOB C
yKa3zaHHEM I0CJIe/I0BAaTeIbHOCTH ONepanyii U 3TaIoB.

13. HUckmouenue nurepatypbl U3 OubnumoredHoro (oHma: TPUYMHBI  BBIOBITHS,
HOCJIEI0BATEILHOCTH O()OPMIIEHUS! BBHIOBIBILICH JTUTEPATYPHI.

14. Kak perucTpupyroTCs [IOKYMEHTBHI, INPHHATHIE OT 4YHUTATeNeld B3aMEH YTEPSHHBIX?
[Tpunoxwure 3an0IHEHHYIO (HOpMY.

15. DneKkTpOHHBIH y4eT TOKYMEHTOB. YYeT Pa3HbIX BUJIOB SJIEKTPOHHBIX PECYPCOB: CETEBBIX U
aBToHoMHBIX (CD, DVD, nucketsi). Ucnionb3oBanre APM «KomrutekraTtopy.

Jlureparypa:

1. TOCT 7.20-2000. bubnuoreuynass craructuka // Cranmaptel 1m0 OHOIHOTEYHO-
uadopmannonHoit aesrensHoctu / coct.: T. B. 3axapuyk, O. M. 3yceman. — CII6.: TIpodeccus,
2003. - C. 191 - 200.

2. Unctpykuusi o6 yuere 6ubmuoreuHoro ¢ouma // bubnuoreka m 3akon. — M.: Jlubepes,
1998. — Beim. 5. — C. 242 — 252.

3. Murpodanosa, C. B. Yuer 6ubnuoreunsix ¢ponmos: meron. nocobue / C. B. Murpodanosa.
— M.: Tlpoduznat, 2001. — 159 c.

4. Crunspos, FO. H. Deomronust 6ubnuorednoro ¢pouposenenus: yueouuk / FO. H. Ctumnsipos.
-M., 2007. - I'n. 10,11.

5. Tepeunn, B. U. bubnuoreunsiit poum: yued. mocodue / B. U. Tepeuun. — 2-e u3j., ucmp. u
nor. — M.: MI'VKU: TIpoduznat, 2002. — C. 90 — 99.

Bapuant Ne 2. MeTtoab! nu3ydeHust 6u0.110Te4HOr0 PoHIA

[Iman n3panus:

1. Jlaiite xapakTepUCTHKy 3KOHOMHYECKOTO M KYJIBTYpPHOrOo MpoQwis MHUKpPOpaioHa, B
KOTOPOM (DYHKLIMOHUPYET OMOJINOTEKa; pacKpoiTe 00beM, TUIIOJOTHUECKYIO U BUIOBYIO CTPYKTYpPY
JOKYMEHTHOTO ()OHJa; IEPEYUCINTE OCHOBHBIE KATETOPUH MOJIb30BATENEH.

2. Bplnummre OCHOBHbIE MOKa3aTenu 0ubimoteyHoro Gpouna u3 «KHuru cyMmMapHoro ydera»
(KCY) B Tabnuity, ocTajqbHble KOTHYECTBEHHBIE KPUTEPUH HEOOXOIMMO BBIYUCIUTH 110 (OopMyJiam.

CratucTruueckue JaHHble o OubnuoTeuHomy GhoHIy

[Tokazarenmm 6ubamoTedHoro GpoHIa Toapt
2005 2006
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a0c. % a0c. %

Bu6auoreunslii ponpg (D) Bcero

B T. 4. o0mecTBeHHO-TiomuTHueckas jaut. (OIL)

ecTecTBeHHO-Hay4Has autepatypa (EHJI)

CeJIbCKOE X03sIMCTBO (¢/X)

TCXHHKa

HCKYCCTBO U CIIOPT

SA3bIKO3HAHUC

XYO0XKCCTBCHHAA

JACTCKas

Kuurossinaua (B) Bcero

O6H_[6CTB6HHO-HOJII/ITI/I‘-I€CK3.H

CCTCCTBCHHO-HAYy4YHas1

CEJILCKOE XO3SIUCTBO

TCXHHUKA

HCKYCCTBO U CIIOPT

SA3bIKO3HAHUC

XYOOKCCTBCHHAA

JACTCKas1

YuraeMocTh

Kuuroooecne4eHHOCTEL

Oo6pamaemoctb

KoanuecTBo unrTareseii (A)

CymMa cpeicTB Ha KOMILJIEKTOBaHHE

IIpuodpeTeHO TOKYMEHTOB (3K3.)

Br10bL10 (3K3.)

3. Ilpoananu3upyiiTe NaHHBIE TIOKA3ATENN 32 HECKOIBKO JieT. OXapaKTepu3ynTe COBpPEeMEHHOE
cocTosiHue OnOIIMoTeyHoro (hoHa.

4. BHecuTe NPEIIOKCHUE TIO YIYUIICHHUIO (OPMHUPOBAHKS U MCIIOIB30BaHUS JIOKYMEHTHOTO
donna.

Jluteparypa:

1. CnpaBounuk 6ubnmorekaps / Hayd. pen.: A. H. Banees, B. A. Munkuna. — 2 —e w311, Uctp.
u non. — CIIb.: ITpodeccus, 2005. — C. 57.

2. Cromsipos, 0. H. bubnuoreunsiii ¢pona: yueonuk / 0. H. Cromspos. — M., 1991. — C. 125
—130, 118 — 120.

3. Tepewwmn, B. U. bubnuoteunsiii ¢poua: yued. mocodue / B. U. Tepeuun. — 2—e. u3., ucmp.
u jon. — M.: MI'YKU: TIpodwusaar, 2000. — 174 c.

METOJAYECKUE MATEPHUAJIBI TS OPTAHU3ALIMU
CAMOCTOSATEJBHOM PABOTHI
TeMaTuka NMCbMEHHBIX pedepaToB

Pedepatsl oOecrieumBaiOT 3aKperuieHHE M YIITyOJIGHHE TEOPEeTHYECKUX (OHIOBETUECKHUX
3HaHI/II71, HOJ'Iy‘{CHHLIX B nponecce CaMOCTOSTeHBHOﬁ pa60Tr,1 CTy,I[eHTOB C HUCTOYHHKaAMHU. B
pe(bepaTe JOJIKHBI OTpa)KaTBCH pa3J‘II/ILIHBIe TOYKH 3peHI/I$I CIIequaJInucToOB 6I/I6J'H/IOTC'~IHOFO JcJia Ha
paCCManI/IBaeMy}O HpO6J‘IeMy, B XapaKTepI/ICTI/IKe paBpa6OTaHHOCTH TCMBbI HCO6XO,I[I/IMO JaTb
COHOCTaBI/ITeJ'IBHyIO OL[eHKy OTCUCCTBCHHLBIX U 3&py6e)KHI>IX ,Z[OCTI/I)KCHI/Iﬁ B 06J'IaCTI/I (I)OpMI/IpOBaHI/ISI
(I)OH,[[a. OC0606 BHUMAHUEC JOJIZKHO 6BITL yﬂeHeHO paCCMOTpeHI/I}O HOBBIX CBC,[[CHI/Iﬁ 10 I/ICCHeL[yeMOﬁ
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npooeme. Tematnka pedepaToB MmocBsmieHa mpodieMaM (HOpMHUPOBaHUS OHOIMOTEYHOTO (OHMA,
PEIICHUIO CUTYALMOHHBIX 33a]1a4 [0 KOMIUIEKTOBAHUIO U OpraHu3aiuu (HoHIa JOKYMEHTOB:
1. MByuyeHue uCmob30BaHUs TOKYMEHTHBIX (DOHIOB OMOIHOTEK.
2. Hayunble uccne0BaHusl POCCHMCKHUX U 3apyOeKHBIX OUOINOTEK B 001aCTH (POPMUPOBAHUS
donma.
3. XapakTepucTHKa CUCTEMbI JOKYMEHTHBIX GoHaoB Poccum.
4. TIpoOGieMbl COXpaHHOCTH OMOIMOTEYHOTO (DOH/IA U ITYTH UX PEIICHHS.
5. Hcnonp3oBanue nHOOPMAIIMOHHBIX TEXHOJIOTHHA TPy (GopMHUpOBaHUH OMOIUOTEIHOTO
donna.
6. Cucrema TOKYMEHTOCHA0KECHHUST OMOIHOTEK.
7. KomrmiekroBanue OMOIMOTEK JICKTPOHHBIMHU JIOKYMEHTAMH.
8. ®oHblI IPaBOBOM TUTEPATYphl B OMOTUOTEKAX.
9. ®opmupoBanue HOHIOB By30BCKUX OMOIHOTEK.
10. KommuiekroBanue ¢poHI0B OMOINOTEK IS IETEH.
11. Teopwus u mpaxkTHKa 0TOOpa TOKYMEHTOB B OMOIMOTEYHBIE (DOHIIBI.
12. TIpoGnems! popmupoBaHus GpoHAa KpaeBeJUECKONW U HAIMOHAJILHON JINTEpaTyphl B
My OJIMYHBIX OMOTHOTEKAX.
13. be3omacHocTh OHMOTHOTEYHOTO POH/A.
14. ®opmupoBanue GOHAOB TEXHUUYECKON JINTEPATYPHI.
BOITPOCHI 1J1s1 CAMOITPOBEPKH
. bubnunoreunslit poHa Kak cucrema, CBOMCTBA M OCHOBHBIE KOMIIOHEHTHI.
. CrpykrypupoBanue 6u0aroTeqHoro GpoHma.
. ObecrnieyeHre COXpaHHOCTH OMOIMOTEYHOTO (HOH/IA C TIOMOIIBIO HOBBIX TEXHOJIOTHIA.
. McTouHMKY 1 c1TOCOOBI JOKYMEHTOCHAOKEHUST OMOITHOTEK.
. aTepHeT-pecypchl B TOMOIIb KOMITJIEKTOBAaHHIO OMOIMOTeYHOTO (hOHA.
OmnnaitHoBbIH U oraiitHOBBIN (poHabl OuOmMoTeku. [Ipobiema yupexaeHus, BIaIeHUS U

OUTA WN

JOCTYyTIA.

7. 3ama4yu ¥ METOJIbI U3yUCHHS COCTaBa U UCIIOJIb30BaHUs OMOIMOTEYHOTO (poHIA.

8. CyurHocts U IpUHIUTIBL (POPMHUPOBAHUS OMOTHOTEYHOTO (POHAA.

9. CrarucTuyeckuil aHaJIM3 COCTaBa M UCIOIb30BaHU OMOIHMOTEYHOTrO (POHAA, €r0 METOIHKA.

10. Cramun MapKETHHTOBOTO IMKJIa (POPMHUPOBAHUS OMOIHMOTEYHOTO (POHAA.

11. Maremarudeckasi MOJeNIb OMOIMOTEYHOTO (hOHA.

12. Teopust sapa Oubamoreunoro ¢onma. OCOOEHHOCTH sfapa B MAacCOBBIX M HAy4YHBIX
O6ubnnoTekax.

13. dakropsl, BIUAIONINE HA COXPAHHOCTh OMOIMOTEYHOTO POoHAA.

14. Pasmemenue b®: 3anaun, TpeGoBanHwms, CIIOCOOHI.

15. MopenupoBanue B Mpolecce yMpaBlieHHs OUOIMOTEeYHOro (OHIA, OCHOBHBIC THUIIBI
MOJETIECH.

16. Bropuunblii 0TOOpP IOKYMEHTOB B mporecce (opmupoBanus OHOIMOTEYHOTO (OHAA,
KPUTEPUHU U METO/IMKA.

17. CrpykrypHas (TeMaTUKO-THIOJOIMYECKas) MojJenb OubauoreyHoro ¢oHmga, ee
KOMITOHEHTHI U METOJIMKA pa3pabOTKH.

18. bubnmorpaduyeckuii MOHUTOPUHT B KOMIUIEKTOBAaHUH OMOIMOTEYHOTO POHAA.

19. CemaHTH4eckue pacCTaHOBKU OMOIMOTEYHOTO (HOHIA.

20. Pa3memienue (poHIa MpHU OTKPHITOM JOCTYIIE: 3aJa4, TPEOOBAHUS, CIIOCOOBI.

21. CymmuocTtHble (yHKIMN ONOIHOTEYHOTO (POHTA.

22. NudopmanmonHoe obecreyeHne KOMIUIEKTOBaHUSI OMOIMOTEeYHOTO (hOHA.

23. Yuer 6ubnauoTeyHoro Gouaa: GyHKINUU U BUABI, TPEOOBAHUS K YUETY.

24. ConmanbHas 3amuTa OuoInoTeyHoro GoHma.

25. CtpykTypa ynpaBiieHus OHOIUOTEYHBIM (DOHIOM.

26. MapKeTHHTOBBIW ayJUT B MPOLIECCE YIPABICHUsI OMOIHOTEYHBIM (OHIOM.

27. Teopwus oTOopa.

28. OcCHOBHBIC HaIIPaBJICHUS aBTOMATH3allMU IPOIECCOB (OPMHUPOBAHUS OUOIUOTEIHOTO
dorma.
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29.
30.

Teopust MOTHOTHI OMOIMOTEYHOTO POHIA.
BrnusHue TeneKOMMYHUKAIIMOHHBIX —TEXHOJOTMM Ha crmocoObl  (opmupoBaHHS

JIOKYMEHTHBIX peCcypcoB OMOIMOTEKH.

31.

MapkeTtunroBast KoHuenuusi (GopmupoBaHus OuOIMOTEYHOTO (OHAA, METOIUKa €e

pa3paboTKH.

32.
33.
34.
35.
36.

donna.

37.
38.
39.
40.

bubnuoteunsiii poua B cucteMe TOKYMEHTHBIX (JOHIOB CTPAHBI.

Konueniums pacrpeneneHHOro HaMoHAIBHOTO (POHIA CTPAHBI.

BiaumopeiictBre 6MbaMoTedHBIX (POHIOB ITPpH UX (POPMHUPOBAHHH.

[TpoBepka 6ubroTedHoro GoHaa: 3a1a91 U METOIBI.

Cuctema «KHurm B HamM4uM ¥ B TMe4YaTW» B mporecce (GOpMHPOBAaHUS OHOIMOTEYHOTO

Cucrema 0053aTeNBHOTO SK3EMILISpA.
PaccranoBku 6ubnuoreunoro Gouaa GpopmanbHOro TUMA.
PaccranoBka 6ubnmoreynoro ¢onna. TpeboBaHus 1 BUIIBI.
®opmupoBaHue OMOIMOTEUHOrO (GOHAA KAaK TEXHOJIOTMYECKUH LUKJ, €ro OCHOBHBIE

HPOIIECCHI.

41.
42.
43.
44,

HanmoHnanbHast mporpamMMa coXpaHeHusi OHOJIMOTEYHBIX (OHIIOB.

TpeboBanus k TexHOJIOTHH (hopMHUpOBaHHS OMOIHOTEYHOTO (HOH/IA.

KomrutektoBaHue OMOIHOTEYHOTO (POH/IA, BUBI U TAIIBL.

MexyHapOIHbIH JOKYMEHTOOOMEH KaK CIIOCO0 IMOMOJIHEHUS OHOIMOTEYHOro (oHa.

MeTO,I[I/IKa €ro BCACHUA.

45,

Koncepanus 6unbanoreynoro ¢ponga. MexayHapoaHOe COTPYIHHYECTBO B 3TON 00IACTH.
TecT «YueT 0MOTUOTEYHBIX (DOHIOBY.

Iesb 3a7aHUSA : IPOBEPUTH 3HAHUS CTYACHTOB I10 TeMe «YueT OMOINOTEeYHbIX (OHIOBY
®opma 3aHATHA:TECT
®opmMa 0TYETHOCTH:PE3YIHTATH TECTUPOBAHHUS.

1.

Yacts 1. BBox 10KyMEHTOB B OMOIHMOTEYHBIN (DOH/T.
Kakwue rpadpl cOCTaBISIOT HHBEHTAPHYIO KHHUTY?

a) J1aTa 3ammcH;

0) OTMETKa O BBIOBITHH;

B) oTae (hoH/a;

') HOMED 3aITUCH IO MOPSIIKY;

1) ’HBEHTAPHBIN HOMED;

€) OTKyZa MOCTYNWIN JOKYMEHTBHI;
’K) HOMEp WX JaTa CONPOBOAUTEIBHOTO JOKYMEHTA;
3) aBTOp ¥ HAa3BaHUE JIOKYMEHTA;
1) KOJIMYECTBO IK3EMILISPOB;

K) TOJl U3/IaHNS;

1) CyMMa;

M) pOCHHCh OyXTranTepa;

H) 1ICHa;

0) OTMETKa O TPOBEPKE;

) coctout Ha 1.01... rox;

P) MECTO M3JIaHMUSL.

2.

Ha xakux ypoBHSX NpOM3BOJUTCS yueT 6ubnnoreqnoro Gonmga?

a) oOmIMii TOCYAapCTBEHHBIN;
0) cTaTUCTUYECKUH;

B) BHYTPHOUOINOTEUHBII;

T') CHIeNUAIN3UPOBAHHBI;

1) IO BU/IaM JIOKyMEHTOB;

€) HOpPMAaTHBHBIH;

) CTaH/IapTU3UPOBAHHBIM;
3) GMHAHCOBEHIN;

1) KJIacCu(UITUPOBAHHBIN;
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K) peTJIaMeHTUPOBAHHBIN;

J) CyMMapHBIif;

3. Uro siBnsieTcs equuuieii yuera houaa?

a) Ha3BaHUC;

0) mevyaTHoe U3/1aHUE;

B) DJIEKTPOHHOE W3JIaHUE;

T') TOJIOBOH KOMIIJIEKT;

1) SJIEKTPOHHBIN MIPOIYKT;

€) DIIEKTPOHHBIN pecypc;

) KHWOKHBIA TAMSTHUK;

3) apXUBHBIN JIOKYMEHT;

1) My3€UHBII TpeIMeT;

K) OHOPOJIHBIN JTOKYMEHT;

J7) €IMHUYHBINA JOKYMEHT;

M) 3K3EeMIUISIP;

H) aBTOMaTU3UpOBaHHas 0a3a TaHHbBIX;

0) METPOTIOJIKA;

1) TOJIIITNBKA;

P) KOJUIEKIIHS;

¢) Opormrropa;

T) JOKYMEHT;

y) KHHTH;

¢) u3nanue

X) MaTepHaIbl;

1) MUKPO(OPMBI.

4. Kakue rpadsi cocraBisiror KCY?

a) J1aTa 3ammcH;

0) oTMEeTKa O CITUCaHUW;

B) oTae (hoH/a;

') HOMEp 3aITUCH MO TOPSIIKY;

1) ”HBEHTAPHBII HOMED;

5. Kakue BUIIbI TOKYMEHTOB MOIIEKAT (DaKyIbTaTUBHON (pOopMe MHIUBUIYATHHOTO
ydeTa B UHBEHTApHOU KHHUTE?

a) KHUTH;

0) rasersl;

B) JKYPHAJIBI;

r) ABJL;

1) KapThl;

€) HOTHI;

) KOMITaKT-IHCKH;

3) MUKPO(OPMBI;

1) DJICKTPOHHBIE JTOKYMEHTHI;

K) HEOITyOJIMKOBaHHBIN JTOKYMEHTHI;

J) MyJIbTUME/INA;

M) 00513aTeIbHBINA YK3EMILIAD.

6. B kakoii popme ocymiecTBisieTcsi cyMMapHbIi yueT?

a) MapTUSIMU MOCTYTUICHHUS;

0) MHAMBHIyaJIbHOE MTOCTYIUICHHUE;

B) I'0/I0BOM KOMILJIEKT.

7. DopMBbI HHAUBUIYAIBHOTO YUeTa:

a) KHIKHAS,

0) MHBEHTapHAas;

B) JINCTOBAS,

T') aKT-CITUCOK;

35



1) KapTOYHAas;

€) YYeTHBIH KaTaJor;

’K) Oe3bIHBEHTapHAS;

3) y4eTHasi KapTOUYKa TOKYMEHTA;

W) PETUCTPAIIMOHHAS KHUTa YYETHBIX KAPTOUCK;

K) pacrieyaTka MHBEHTAPHOW KHUTH Ha KOMIIBIOTEPE;
J) B MAIIMHONKCHBIX (paiinax;

M) Ha JUCKE, TUCKETE;

H) peecTp.

8.

Kakne u3 HWKCIICPECUHCIICHHBIX JOKYMEHTOB OTHOCATCA K JOKYMECHTAM BPEMEHHOI'O

XpaHEeHHUs ¥ He CTaBATCS Ha Oanmanc?
a) JINCTOBKH;
0) OporItopsI;
B) IJIAKATHI,
I') aTJIachl ¥ KapThl;
1) CD-ROMpr;
€) KpaeBeI4ecKas JIUTepaTypa;
) HEOIyOJIMKOBaHHbIE JOKYMEHTBI;
3) IuTepaTypa 1o OMOIMOTEKOBEICHHUIO;
M) KyJIMHapHBIC KHUTH.

9.

Kak OLICHUBAIOTCA KHUI'M Ha crucanue”?

a) C y4eTOM IEePeoeHOYHOT0 KO PUITNESHTA;

0) ¢ yueToOM HOMHHAJIBLHOH ((PaKTUUECKOH) CTOMMOCTH;
B) C IEPEBOJIOM Ha PHIHOYHYIO CTOMMOCTb;

I') C y4eTOM YpOBHS HH(IIALMHU;

Il) C y4eTOM JICHOMUHAINH PYOIIs;

€) C y4eTOM HOPMAaTHBOB M3HOCA;

) TIO JAHHBIM OYXTalTePCKOTO yUeTa;

3) Mo OaJIaHCOBON CTOMMOCTH;

1) MO IIeHE MPUOOPETCHMUS;

K) [0 BOCCTAaHOBJICHHOMH (IIEHE) CTOUMMOCTH;

J1) 1O TeCATUKPATHON CTOMMOCTH;

M) KO3(QPHUIHUEHT KPAaTHOCTU HE OTPAaHUYNBACTCA.

10.

[lepeuncnure yueTHble 1 OyXTanTepcKue JOKYMEHTHI, HEOOXOAUMBIE IS

oopMIIeHHs1 aKTOB Ha BBIOBITHE ITOCIIE MPOBEPKH OMOIMOTEYHOTO (PoHMa:
a) KBUTAHIIMU C/Ia4M B MaKyJaTypy;
0) cuera KHUTOTOPIOB;
B) KBUTAHIMH O(POPMIICHUS TIOANUCKH;
I') aKThl Ha CIIUCAHUE;
1) 6JTaHKY Ha 3aKa3bl;
€) HaKJIaHbIC;
’K) Iy TEeBBIE JINCTHI NI€peauu MapTUU BHYTpU ONOIHOTEKY;
3) TeTpaJb y4eTa 3aMEHbI 3aMEHbI YTEPSHHBIX;
n) UK u KCVY;
K) aKThI CBEPKH 0CO0O0 IIEHHBIX JOKYMEHTOB Ha HAJIMYNE;
1) akthl cBepku UK u KCVY ¢ GyxranrepckuMu 10KyMEHTaMu;
M) YUTaTeNbCKUE GOPMYIISPHI;
H) aKThbl [10CJI€ NPEAbIAYIIUX IPOBEPOK.

11.

Kakue CBCACHUSA O JOKYMCHTC H€06XOI[I/IMI)I npu O(I)OpMJ'IeHI/II/I aKTOB Ha BEIOBITHE?

a) UHBEHTapHbIC HOMED;

0) WTpUXOBOI Oap-KOI;

B) O€3BIHBEHTAPHBIN HOMED;
T') aBTOp W Ha3BaHUE;

1) K03 (DUITHEHT TTepEeOTIeHKH;
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€) IIeHa;

) CTOUMOCTH;

3) KOJIMYECTBO IK3EMILISIPOB;

n) Ne ni/m;

K) PETUCTPALIMOHHBIM HOMEP yUYETHOU KapTOUKH;
n) narta 3anucu B KCY, UK;

M) HOMep 3amucu B KCY;

H) MECTO M T'0Jl U3/IaHNUS,

0) otnen ponaa mo BBK.

12. Kakue 11eHbl yKa3bIBatOTCS B aKTE Ha Clicanue?
a) TI0 MpaBUJIaM CITUCAHUS;

0) 1eHa MmocJe MepeoIeHKH;

B) HOMUHAJIbHAS 1ICHA;

T) LIeHa C Y4eTOM Kod(uiineHTa nepeoueHku;
1) LIEHa C Y4eTOM HECKOJIbKUX K03()(PUIIEHTOB;
€) 1IeHa C YYeTOM CYMMBI LIEH.

2.7.2.2. ”THOOPMALIMOHHO-ITIPOI'PAMMHBIE CPEJICTBA.

1. Pecypcel  «Accoumanyu  perHOHANbHBIX  OMOJIMOTEYHBIX  KOHCOPIIMYMOB)
(APBMKOH) — http://arbicon.ru/

2. Pecypcel CBognoro karanora nepuoauku Oubmmotexk Poccun (MexpernoHanbHas
aHAJMTUYECKasi pOCTIUCh crareit) — http://mars.arbicon.ru/

3. Pecypcot 000 «IBUC» - ivis.ru>products/maps.htm,
http://online.ebiblioteka.ru/titles

4. [TomHoTekcToBass 0a3a AAaHHBIX IO MarepualiaM IeHTpaibHbIX razeT «KymbTypa
Poccum» 3a 2005-2010 rr.

5. bubnuorpaduueckast 6a3a gaHHBIX «JluTepatypa no KyiabType U UCKyccTBY». 2010.

Brimn.1 (CD-ROM npoaykt Poccutickoit rocynapctenHo oundanoreku (HULL «MaDOpMKYITBETYpay)
u ['ocynapcTBeHHOW MyOIMYHONM HAyYHO-TEXHUYECKOM Onbmmoreku Poccun).

6. Pecypcbt u caiit CekTopa Hay4yHOM HH(OpMAIMM IO KYyJbType U HCKYCCTBY
(CHUKHN) Cwmonenckoit obGnactHON yHHBepcanbHON Oubmmorexku uMm. A.T. TBapmoBckoro: ¢oHn
HEOIyOJIMKOBAaHHBIX IOKYMEHTOB, IIEpUoInIeckue n3aanus, b/l mo uckyccTBy u KynbType.

B/l CwmoneHnckoit oOnacTHOM yHHBepcadbHOHl Oubnmorekn wum. A.T. TBapnosckoro:
Anamntuka, Kpaesemenne, TVARDOVSKIY, Penkas knaura, Hucceprammu, Hotsel, I[laTeHTsl,
DIEKTPOHHBIE PECYPCHI.

2.8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHbI

2.8.1. CHIEHUAJIN3UPOBAHHBIE AYIUTOPUU

Ayautopuu A1 IpOBEACHUS JEKIUOHHBIX, CECMUHAPCKUX U MPAKTUUECKUX 3aHSITHH.

2.8.2 . YYEBHO-JTABOPATOPHOE OBOPYIOBAHHUE

MyneTiMena mpoekTop; mporpammHoe oOecreuenue: InternetExplorer, omnepanmonHas

cucrema — WindowsVISTA, MicrosoftOfficePowerPoint 2007; TeneBusop, Bujaeoriciiep,
NEPCOHATBHBIA KOMIIBIOTED, BUIACOTPOSKTOP, THATTPOSKTOP, IKPaH.
3.IJIOCCAPUI

ABTOpPCKHI 3HAK WUCTIONB3YETCS Ui KOIMPOBAaHWS WMEHH aBTOpa KHUTH (IIEPBOTO aBTOpa
KHHATH, CO3JaHHON He Ooyiee 4eM TpeMs aBTOpaMH) WJIM TIEPBOTO CIIOBA 3arjaBUs KHUTH (€CIH
aBTOPOB OOJIbILE TPEX WIM M3AaHUE OMYOJIMKOBAaHO MO 3aryaBueM). C MoMOIIbI0 aBTOPCKOT0 3HaKa
B OMOIMOTEKAX OCYIIECTBISETCS pacCTaHOBKA M3AaHUM MO andaBUTy MMEH aBTOPOB WM 3arjaBuil
KHUT. ABTOPCKHI 3HAK SIBISETCS OJHUM M3 TpeX KiacCU(pUKaLMOHHBIX MHAEKCcOB (BMecTe ¢ BBK u
V1K), koTopbie 00pa3ytoT mudp XpaHeHUs U3TaHUs.

AndaBuTHBI KaTaJor - OMOIUOTEYHBIN KaTajlor, B KOTOpOM Oubauorpaduyueckue 3ammucu
pacrionaraiorcsi B aiu(aBUTHOM TOPSAIKE aBTOPOB, HAMMEHOBAHWI OpraHM3allMil WM 3arjaBHH
JOKYMEHTOB
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AHajJuTHYecKoe Oud/aHorpaduyeckoe ommcaHue - 6uOIMorpaduvIecKkoe ONMHMCAHWUE CTaThH
U3 KHUTH WM TIEPUOUYECKOT0 U3TaHUs

AHHOTaNUA - KpaTKas XapakTepUCTHKA JOKYMEHTa, TMOSCHSIOMAas €ero CoJepikKaHue,
HazHadeHwue, Gopmy, Apyrue 0COOCHHOCTU

BBK — wuepapxuyeckas KOMOMHAIMOHHas cucrtemMa OuOIMOTEYHO-OMbIMorpaduueckoit
KJ1accupuKanum.

bubanorpaduyeckoe onucaHue - COBOKyIHOCTh OMOIHOTpadUIeCKUX CBEJCHHIA O JOKYMEH-
T€, MPUBEJICHHBIX 10 OMPEIEICHHBIM MIPAaBUIaM, YCTAaHABIMBAIOIINM HOPSIIOK Clie0BaHMs oOmacTeit
M DJIEMEHTOB, U TMpeJHa3HAuYeHHBIX IS HWACHTHQHKAIUM U  OOmEel  XapakTepUCTUKU
nokymenrta.bubnuorpaguyeckoe omnucaHue, NOMOXET Bam copueHTHpOBaTbCS MPH  TOHMCKE
uHbOpMAIMM B KHIDKHOM (OHIE OMOMMOTEKH, OTpa)kas KPaTKyK XapaKTEePHUCTUKY IOKYMEHTa:
aBTOp, Ha3BaHHE, F'OJ U MECTO U3JIaHUS.

bubauoreuno-oudaunorpapuveckas kiaaccupuxkanus (BBK) — tabaunel cucremaTtusanuu
JIOKYMEHTOB JIJIsl OpTaHU3allMu KHWKHOTO (oHnma. VX ocHOBHas 3amadya — pacKphITh COAEpIKaHUE
JIOKYMEHTOB, TMPEJICTaBUTh UX B BHJIE CTPOMHON HAay4YHO-OOOCHOBAaHHOW CHCTEMbI 3HAHMWA U 3TUM
MaKCHUMAaJIbHO OOJIETYUTh YUTATENIO UCIIOIb30BaHNEe OMOIHOTEUYHBIX (DOHIOB

Bbubiuoreunsblii aboHneMeHT - Gopma OUOIMOTEUHOTO OOCITY)KUBaHUSI, MIPEIyCMATPUBAIOIAS
BBIJIa4y TOKYMEHTOB JUISl UCTIOJIb30BaHMsI BHE CT€H OMOIMOTEKH (HampuMep, AoMa UK B UHCTUTYTE).

Bu6/uoTeYHbIN KATAJIOT - COBOKYIHOCTH PACIIONOXEHHBIX IO OIPEIEIICHHBIM IpaBUIaM
Ooubnuorpaduyeckux 3amuceid Ha JOKYMEHTBI, PAacKphIBAaIOLIasi COCTaB W cojaepkaHHe (oHAa
oubnuorexu [lpumeuanue. BUOIMOTEUHBIH KaTajgor MOXeT (HYHKIMOHMPOBATh B KApTOYHOM WU
MalIMHOYUTaeMOoU (popme, Ha MUKPOHOCHUTEIISX, a TaKkKe B (JOpMe KHIKHOTO U3/IaHuUs

BbixoaHble JaHHBIE - CBEIEHUS, HHPOPMHUPYIOIIME O MECTEe M3AaHMS, U3/IaTEIbCTBE U JaTe
W3JIaHMs, TIOMEIIEHHBIE HA TUTYJIBHOM JIUCTE JOKyMeHTa. Xodercs oOpatuth Baie BHMMaHue, 4TO
roponra MockBa u Cankr-lIletepOypr B OuOnmorpaduueckoM OINHWCAHUM BCETJa IMUIIYTCS
cokpameHHo: M. u C-I16. cooTBeTCTBEHHO.

3arsaBue - Ha3BaHKe (CIOBO, (hpas3a, OyKBa WM TpyNIa cioB, Gpa3 u OyKB), MIPUBEICHHOE HA
JOKYMEHTE B TOM BHJI€, B KAKOM OHO YCTaHOBIJIEHO WJIM YTBEP)KJIEHO aBTOPOM JIMOO M3JaTeieM, U
npeaHa3HaYeHHOE ISl HICHTU(UKAIIMH U TIOMCKA JOKYMEHTa

NHpopMAHOHHO-TIOUCKOBAsI cucrema (HIIC) - COBOKYITHOCTh CIIPaBOYHO-
UH(QOPMAITMOHHOTO (OHAA U TEXHUYECKHX CPEJICTB MH(POPMAIIMOHHOTO NOUCKA B HEM

Kaproreka mnepconasmii - 6mbnmorpaduyeckas KapToTeKa, OTpakamoomias IOKYMEHTHI,
CBSI3aHHBIE C KU3HBIO U JESATEIHOCTHIO OTACIBHBIX JIUI, U OpTaHN30BaHHAs B aJI()aBUTHOM TOPSIIKE
UX UMCH

Karano:xkHblii MHAEKC — B CHCTEMaTHYECKOM KaTajore — KiacCH(DUKAIMOHHBIA WHJEKC,
YKa3bIBAIOIINI pa3/iell KaTtanora, B KOTOPBIN JOKHA OBITh IIOMEIIEHA JaHHAs KaTal0KHask KapTOYKa

KioueBoe €j10BO - CIIOBO WM CIIOBOCOYETAHUE M3 TEKCTA TIOKYMEHTA HIIU 3arpoca, KOTOpoe
HECET B JJAHHOM TEKCTE CYLIECTBEHHYIO CMBICIOBYIO Harpy3Ky ¢ TOYKH 3peHHs] MH()OPMALIMOHHOTO
MOUCKa

Konupaiit (Copyright) - Copyright - cumBon "©" - 3HaK OXpaHbl aBTOPCKOTO TMpaBa.
O0s13aTeNbHO MPUBOJUTCS B MPABOM HUKHEM YIJIy 000pOTa TUTYJIBHOIO JicTa KHUTU. OH COCTOUT
n3 cuMBoia "©", HanMeHOBaHMS O0BEKTa 3aIIUTHI ABTOPCKOTO TMPaBa, MMEHU MPABOOOIATATENs H
rojia MePBOro OMyOIMKOBAHUS MPOU3BEACHNA. ABTOPCKOE MPaBO BOZHUKAET B CHITYy (DakTa co3maHus
MIPOU3BENICHUS, WHTEIIEKTyaJIbHOW COOCTBEHHOCTH. J[IIsi BO3HWKHOBEHWS W OCYIIECTBIICHUS
ABTOPCKOTO TIpaBa HE TpeOyeTCs perucTpanyy MPOU3BENCHUS WIM COONIOACHHUS KaKUX-THO0
dbopManbHOCTE.

© 3A0 "UznparenscTBo "OxoHOMHKA", 2002

Mexounoauoreunniii aGonement (MBA) - aboHeMeHT, OCHOBAaHHBIH Ha HCIOJIb30BAaHUU
JIOKYMEHTOB M3 (POHJIOB ApYyrux OUOIMOTEK NPU UX OTCYTCTBUH B JaHHOM (hOHJIE

MecTo wM31aHMA — MECTOHAXOXKACHHE M3JATEJbCTBA WJIM W3JAaTeJsl, BbIIYCTUBIIETO
JIOKYMEHT.

MHOroToMHOe M3J1aHHE — HEMEPUOIUYECKOe H3/IaHhe, COCTOsIee W3 JBYX WM Oojee
HYMEpPOBaHHBIX TOMOB, IIPEICTAaBIISAIONIEEe COOOH eTMHOM 1IeI0€e 10 COAEPKAHHUIO U O(hOPMIICHUIO
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MoHorpagus — Hay4HO WM HAay4YHO-TIOMYJISIPHOE KHWKHOE M3JaHHUE, COJAEpIKallee OJHOE U
BCECTOPOHHEE HCCIIEJOBAHUE OJHON mMpoOJIeMbl WIM TEMbl M MPHUHAUICKAIIEC OAHOMY WU
HECKOJIbKMM aBTOpaM

O0bem 10KyMeHTa - o011ee YUCIIO CTpaHUIl (JIMCTOB) TIOKYMEHTA, BKIIIOYasi OTAEIbHbIC JTUCThI
WJUTFOCTPALIUNA, KapThl, IPUIOKEHUS

O0s3aTeqbHBIA ~ 3K3eMILISP -  SK3EMIULIPhl  Pa3JIMYHBIX  BUAOB  TUPAKUPOBAHHBIX
JOKYMEHTOB, MOAJIeKAIME IMepefadye NPOU3BOAUTEISIMU B COOTBETCTBYIOLIME YUPEKACHUA U
OpraHM3alMy B NOPAIKE U KOJIMYECTBE, YCTAHOBIEHHBIX 3aKOHOM

OcHoBHoOe 3arj1aBue - 3arjaBHe, IOMEIICHHOE TEePBBIM MU BbIIEICHHOE MOJUTPaQHUIECKUM
CHOCOOOM Ha TUTYJILHOM JIUCTE

OCHOBHOIi aBTOpP - aBTOp, BHECHIMK HAWOOJNBIIUN BKJIAX B HWHTEIUICKTYaJlbHOE |
XYIOXKECTBEHHOE COACpKAHUE JTOKYMEHTA, BBIJCJICHHBIA CpeAu APYruX aBTOPOB CIOBECHO WU
noJurpadpu4ecKuMH CpeICTBaMu

IMarunanus - mopsIKoBas HyMepalys CTPaHUIl, CTOJIOOB, TaOIUI, UIUTIOCTPAIMA, OTPE3KOB
TeKcTa JOKyMeHTa nuppamu (apaOCKUMHU WK PUMCKUMH), HHOTIa OyKBaMH

Ilepnoauyeckoe M3AaHMe — CEPUAIBHOE H3/IaHUE, BBIXOJMAIIECE YEPE3 ONPEIECIICHHBIC
NPOMEXYTKH BPEMEHHU, MOCTOSHHBIM JUISI Ka)XKIOrO ToJla YUCIOM HOMEpPOB (BBIIYCKOB), HE
MOBTOPSIIOIIMMUCS 10 COJEPKAHHUIO, OJHOTHIIHO O(GOPMIICHHBIMA HYMEpPOBAHHBIMU H  (HJIH)
JATUPOBAaHHBIMU BIIyCKaMH, UMEIOIMMH OJIMHAKOBBIE 3arj1aBHe

Iloa3aroJioBok mNpeIMeTHO PpPYOpPHUKHM - BTOPOH M KaKIBIM TOCIEAYIONIUNA BJIEMEHT
MHOTOWICHHOH mpeaMeTHo pyOpuku. [lon3aronoBku mpeaMeTHOW pyOpHKH B 3aBHCUMOCTH OT
COolIep)KaHUs MOTYT OBITh  TEMaTHYECKHUMH, TeOorpaduyecKUMH, XpPOHOJIOTHYECKUMHU U

(bOpMaJ'IBHBIMI/I, a B 3aBHCHUMOCTH OT CTCIICHH O6HIHOCTPI N I'paHUul IMPUMCHCHUA — O6IIII/IMI/I nu
crienupruuecKuMu

IMosHoTeKkcTOBasi 0a3a JaHHBIX - TEKCTOBas 0as3a JaHHBIX, COJEPIKAIIasi MOJIHBIE TEKCTHI
JIOKYMEHTOB

IIpeamernas pyopuka - kpatkas GopMmyiupoBka npeamera ((akra, COOBITHS, acleKTa U T.
1.), pACCMaTPHUBAEMOr0 B IOKYMEHTE, TpeIHa3HAuYEHHAs JIs TIOMCKA TIOKYMEHTa

IpeamMeTHsbIii KaTAJOT - OMOIMOTEYHBIN KaTajor, B KOTOpOM OHOIHOTrpaduyecKre 3arucH
pacronaratorcs B ain(aBUTHOM MOPSIKE MPEIMETHBIX PyOPHK

IMpononkaromeecs: W3IaHHe - CEPUATBHOE H3/IaHHME, BBIXOJSIIECE Yepe3 HeOonpeeiCHHbIC
MPOMEXKYTKH BPEMEHH, TI0 MEpe HAKOIUICHHUS MaTepHalia, HE MOBTOPSIONIMMHUCSA O COJEPKaHUIO,
OJTHOTUITHO O(OPMIICHHBIMH HYMEPOBAHHBIMU M (WJIM) NATHPOBAHHBIMU BBITYCKAMH, UMEIOUIMMU
o01iee 3ariaBue

CepuajibHOe M31aHUE — W3JIaHUE, BHIXOMSIIEE B TEYCHHH BPEMEHH, MPOJIOKUTEIBHOCTD
KOTOpPOTO 3apaHee HE YCTAHOBJICHA, KakK MPaBWJIO, HyMEPOBAaHHBIMH W (WJIM) IAaTHPOBAHHBIMHU
BBIITyCKaMH (TOMaMH), UMEIOIIMMH OJIMHAKOBOE 3arjiaBue

CucremaTuyeckasi KaproTeka crarteii - Oubinorpaguyeckass KapTOTeKa, OTpaKaroulas
MaTepHaabl M3 MEPUOTUYECKUX M TMPOJOJDKAIONIUXCS H3JaHUK, COOPHMKOB M OpPraHM30BaHHAs B
COOTBETCTBHUHM C ONpeIeIEHHON CUCTEMOH KiIaccu(uKalu JOKYMEHTOB

CucreMaTHYeCKHd KATaJOr - OMOMMOTEUHBIM KaTajaor, B KOTOpPOM OuOmuorpadudeckue
3alACH  PACIONIATalOTCsl IO OTpPAcisiM 3HAHWS B COOTBETCTBHUU C OMNPEACIICHHOW CHCTEMOM
KJIaccu(UKaIK JOKYMEHTOB

CoOpaHue COYMHEHUI — OJHOTOMHOE WJIM MHOTOTOMHOE H3JIaHUE, COJAEp)Kallee BCE WITH
3HAYUTEIFHYI0 YacTh MPOW3BENICHUI OTHOTO WM HECKOJBKMX aBTOPOB, JAOIIEE MPEICTABICHUE O
ero (Mx) TBOPUYECTBE B IIEJIOM

Tupax - o0Olmiee KOJMYECTBO AK3EMIUIIPOB H3JAHMS, HAINCYaTaHHBIX B TEUEHHE OJHOTO
MIPOU3BOACTBEHHOTO Mpollecca

TUTYJBHBI JHCT — DJIEMEHT JOKYMEHTa, Ha KOTOPOM IIOMENIAIOT 3arjaBHe H3/IaHus,
(amunio aBTOpa, HANMEHOBAHUE M3/IaTENILCTBA, MECTO U JIaTy U3aHUS

YAK- yHuBepcanbHas jaecATUYHas Kiaccupukamus. Hepapxuueckas KOMOWHAIMOHHAs
cuctemMabnoImoTeyHo-onbarorpadudecko kimaccuduranuu, paspadoranHas B 1895-1905 rr. B
MexmyrapomHoMm OnOmmorpadgudeckoM WHCTHTYTE B bproccene moj pyKOBOJICTBOM OelbTHHACKHX
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yuenbix [loms Otne (1868-1944) m Anpu Jladbontena (1854-1943) Ha ocHoBe «JlecaTmaHON
KJIaccupUKanum.

dakcuMHIbHOE U3aHHe — W3/IaHuE, B TOYHOCTH BOCIIPOM3BOJALICE MOJIMHHUK — OOBIYHO
peaKue U LEHHbIE W3/IaHusl, PYKONMUCHbIE KHUTH (pa3Mepsl, B Oymaru, mepersera, 0COOEHHOCTH
TEKCTa ¥ WTFOCTPAIUi U T. 11.)

IMugp xpaHeHus: TOKyMeHTAa - YCIIOBHOE 0003HAUEHHUE MECTa XpaHEHUsS JOKYMEHTa B BHJIE
coyeTtaHusi OyKBeHHBIX W (W1M) 1U(POBHIX 3HaKOB. COCTOUT M3 KIACCU(PHUKAIMOHHOTO MHJICKCA U
aBTOPCKOI'0 3HaKa

HITpux-KoaA - CAMBOJBI IUITPUXOBOTO KOJMA, OIpENEIIeMble E€BpPOIMEUCKON CHCTEMOMN
Hymeparuu ToBapoB European Article Number, npeacraBistoniie co00il WHAMBHIYyAIBHBIH KO
kaurn ISBN B cTaHmapTH30BaHHOW. TOHATHOM JUIS CUWTHIBAIOIIETO YCTPOMCTBAa Qopme.
Pa3meniaercss B onpeneneHHOM MO3WLMKA HA BHEUIHEH CTOPOHE W3IaHUA AJIA LEJIed KOHTPOJIS
XapaKTePUCTUK
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