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1.HEJHN OCBOEHUSA JUCHUIIJIMHBI
eanb Kypca — MOATOTOBUTH OakajgaBpa, ClIOCOOHOTO padoTaTh ¢ (GOHIAMHU
pa3IMYHBIX THUIOB M BHUJOB OMOJIMOTEK, T. €. KOMIUIEKTOBaTh, OpPraHU30BaTh U
yHIpaBiATh (POHIOM Ha HayYHBIX OCHOBAX.
JUist TOCTHKEHHS ATOM 1IN PEIAOTCs CIeAyIoIIre 3aJa4u:
[IpocnexuBaercs SBOMIONUS OMOIMOTEYHOro (OHIA W €ro MECTO B
CHCTEME «OMOINOTEKA;
Omnpenensiercs MecTo OMOTMOTEYHOTO (POHIA B CHCTEME JOKYMEHTHBIX
KOMMYHHKAIH 00I11eCTBa;
AHanusupyeTcsi HOpMaTUBHO - IpaBoBas 0a3a (popmupoBaHus (HOHIOB
OHOIMOTEK B COBPEMEHHBIX YCIOBHSX;
PaccmarpuBaercst TeopeTudeckasi OCHOBa (pOpMUPOBAHUSL OMOJIMOTEUHBIX
boHI0B;
N3yvaroTcst mpoueccsl M onepauuu B 1K€ (opMupoBaHUs (OHIIOB
OMOJINOTEK;

- O0001IaeTcsa Teopysl U MPaKTHKA yrpaBiieHus GpoHgaMu OMOINOTEK.

2. MECTO JUCHUIIVIMHBI B CTPYKTYPE OIIOII BO

ABnsercs obs3aTeNbHON TUCHUIUTMHON bioka 1 «J{uciumimHb (MO TN )».

3. KOMIIETEHIIUA OBYYAIOLUIETOCs, ®OPMUPYEMBLIE B
PE3YJIBTATE OCBOEHUA JUCHUIIJIMHbI

YK-1 CnocobeH ocyiiecTBIATh MOUCK, KPUTUUECKUM aHAJIN3 U CUHTE3
uHGOpPMAIIUH, MPUMEHATH CHCTEMHBIH IMOAXO0J JUIS PEIICHHUS TOCTABICHHBIX 3a1a4

NuankaTopsl TOCTHXKEHUSI KOMIIETEHIIUH: (HOpMYyIHpOBaHHUE IiesIel TMOuCKa
W aHanmu3a WHPOpMAlUM;, BHIOOP HCTOYHUKOB HHGOPMAIMH; HCIOJIb30BAHUE
UH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHUU ISl TIOMCKa WH(GOpMAaInu;
BHIOOp ~ HMCTOYHUKOB  MH(GOpMAIMU;  HCMOJIB30BAHHE  WH(OPMAIMOHHO-
KOMMYHHUKAIIIOHHBIE ~TEXHOJIOTUM [JIsl TIOWCKa WH(OpMaluW; CpaBHEHHUE
uHpOpMaIlMK, TOJYYeHHON W3 pa3HBIX HCTOYHUKOB; CpaBHEHUE HH(OpMAINH,
MOJTyYE€HHOW U3 Pa3HBIX UCTOYHUKOB; MpEACTaBICHNE HH(POPMAIINK KaK CUCTEMBI,
COBOKYITHOCTH DJIEMEHTOB; BBISIBJICHHE CBOMCTB JIEMEHTOB CUCTEMBI
IIK-4 ToroB K peanu3alMl TEXHOJOTHYECKMX MPOLECCOB OUOIMOTEUHO-

MH(OPMALIMOHHOU JAESITENEHOCTU



3HaTh: aTpUOYTUBHBIE NTPU3HAKKA TEXHOJIOTMYHOU JESATENIBHOCTH, KOMIIOHEHTHYIO
CTPYKTYpy ¥ BHJOBYIO KjaccuPHKaAIUO  OuOIMOTEYHO-MH(POPMALMOHHBIX
TE€XHOJIOTHI; HOMEHKJIaTypy HWH()POPMAUMOHHBIX M OHOJMOTEUHBIX IPOLIECCOB,
CPEIICTB M METOJOBHX pealn3alMH; KJIACCU(PUKAIUI0O U HA3HAUYECHHUE JTOKYMEHTOB,
pErlaMEeHTUPYOIIUX 616IMOTeYHO-MH(POPMALIMOHHBIE TEXHOJIOTUH,
TEXHOJIOTHYECKHE MPOLECCHl OMOINOTEYHO-UH(DOPMAITUOHHOM eI TeIbHOCTH:

— TEXHOJIOTMH MOWCKa HHPOpMaLHH;

— TEOPHUI0 M  TEXHOJIOTHIO  (opMupoBaHUsA, 00pabOTKH,  KiIacCUpUKAIIUU
JOKYMEHTHBIX (POHJIOB, JIEKTPOHHBIX HH()OPMAIIIOHHBIX PECYPCOB;

— TEXHOJIOTHI0 (OpPMHpOBaAHMS CIIPAaBOYHO-TIOMCKOBOIO armapara; COCTasB,
CTPYKTYpY, TOMCKOBBIE BO3MOYKHOCTH CHUCTEMOOOpasyromux kKomnoHeHToB CIIA
(TpaAMLIMOHHBIX U AJIEKTPOHHBIX ), UX B3aMMOCBS3b;

—  CTPYKTYpY HH(OPMALMOHHOIO PBIHKA, COCTaB, CTPYKTYpPY, 3aKOHOMEPHOCTH
(GbopMHpPOBaHUS U UCIIONB30BaHUS HHPOPMALIMOHHBIX PECYPCOB;

— —KJaccU(pUKALMIO U HOMEHKIIATYpy OMOIMOTeYHO-H()OPMALIMOHHBIX MPOAYKTOB
U YCIIyT, IIPEAJIaraéMbIX Ha COBPEMEHHOM HH(POPMALMOHHOM PBHIHKE;

— OCHOBHBIE TOJIXOJbl K OILIEHKE KadecTBa OHOIMOTEYHO-UH(POPMALMOHHBIX
OPOAYKTOB U  YCIYT;  BO3MOXHOCTHU UCIIOJIb30BaHUsl  OMOIMOTEYHO-
MH(OPMALIMOHHBIX MPOAYKTOB M YyCIyr B OMOIMOTEYHO-MH(OPMALIMOHHOM
o0CITy>KUBaHUHU.

Ymerb: knaccupuimpoBaTh OHOIMOTEUHO- WH(GOPMAIMOHHBIE TEXHOJOTHH,
yCTaHABIIMBATh COOTBETCTBUSI MEXAY HWH(DOPMAIMOHHBIMU W OUOJIMOTECYHBIMU
IPOLIECCaMH, OCYILECTBISATh BBIOOP METOJIOB MX pealln3allii; OCYIIECTBISATh BEIOOD
aKTyaJIbHbIX HH()OPMAIIMOHHO- KOMMYHHUKAIIMOHHBIX TEXHOJIOTWMA JJIS pEIICHUs
y4eOHBIX, HAyYHbIX, NPAKTHUECKUX U YIPABICHYECKUX 3a7ad; OMpPEAeIsiTh
Ha3HAYCHWE W BBIABIATH CHEeUU(UKY JOKYMEHTOB, pETrJaMEHTHPYIOIIUX
OuOIMOTEeYHO-NH(POPMAIIMOHHBIE TEXHOJIOTUH; OCYIIECTBISATh KOMIUIEKTOBAHUE,
y4eT, o0paboTKy, pa3melieHue W XpaHeHue OubnmoreuHoro  (oHna,
OpPraHH30BBIBATH PA0OTY C JOKYMEHTAMU PAa3IMYHBIX BUOB; MPUMEHSATH OOIIYIO U
CTHeIMAIbHBIC TEXHOJIOTHH CO3JaHMsI SJIEKTPOHHBIX HH(POPMAIIMOHHBIX PECYPCOB;
OCyHIeCTBIISATh  Oubnuorpadpuueckuid  mouck,  OubianorpadpupoBaHue  u
dbopMUpOBaHHE CHPAaBOYHO-TIOMCKOBOTO  ammapaTa OHOJHMOTEKH C  IENbBIO
packpbITUsl cojepkaHusi (OHAA U €ro HUCIOJIb30BAHUS; OCYLIECTBISATh MOUCK
uHdopMaIuu, OPUMEHSTh  TEXHOJOTHUH dbopmupoBaHu, 00paboTKH,
KJaccu(UKay, COXpaHEHUS W TPEJOCTABICHUS TIOJIB30BATEISIM Pa3IMYHBIX
BUJIOB WH(OPMAITMOHHBIX PECYPCOB B PA3HBIX 001ACTIX 3HAHUS U MPAKTHICCKOM
NeSATENBHOCTH; KIacCU(PUIIMPOBATh OUOIMOTEUHO- HH(POPMAIIMOHHBIE TTPOTYKTHI U
YCIYTH W BBISBIATh WX TMOTPEOUTEIbCKHE CBOMCTBA; OCYIIECTBISATH BBIOOP U
pa3pabaTpiBaTh aCCOPTUMEHT aKTYaJIbHBIX ISl OMOJIMOTEYHO-UH(POPMAIIMOHHOTO
yupexaeHus: 0u0IuoTeuHO-UH(POPMAILIMOHHBIX TPOAYKTOB U YCIYT.

Baaners: npodeccuoHalbHOW — TepMmuHOJNIOTHEH B cdepe  OMOIMOTEUHO-
UHPOPMAIIMOHHBIX ~ TEXHOJIOTUH; TEXHOJIOTUYECKUM TOIXOJOM K aHaJU3y



UHOOPMAIMOHHOW U
nporeccamu  (opMUpPOBaHUS JTOKYMEHTHBIX (POHIOB OHOIHMOTEK;

OUOJIMOTEYHOM

ACATCIBbHOCTH,

TCXHOJIOTHYECCKUMH

METOJaMU

CTPYKTYpUpOBaHHS WH(GOPMAITUK B AJIEKTPOHHBIX WH(GOPMAIMOHHBIX pPecypcax
(6a3ax maHHBIX, MIEKTPOHHBIX KOJUICKIIUSX, DJIEKTPOHHBIX OMOINOTEKAX, CaliTax);

TEXHOJIOTHYECKUMH TIporieccaMu (hOpMUPOBAHHS OTAEIbHBIX KOMIOHEHTOB CITA
KJ1acCU(UKAIINH,
MIPEI0CTaBIICHUS

OMOINOTEKH;
dbopmupoBanus,

METOJaMHU
COXpaHEHUs

MTOMCKa,

otbopa,

MOJIL30BaTEISIM ~ MH(POPMAIIMOHHBIX ~ PECYPCOB;

npeaocTaBaeHUS HHPOPMAIIMOHHBIX TTPOIYKTOB M YCIYT Pa3IMYHBIM KaTErOpUsIM
OJIL30BaTEJIEN

00paboTKH,

u

Texnosorneii MOOATOTOBKU U

4. CTPYKTYPA U COJAEP)KAHUE PABOYE ITPOTPAMMBI
JUCHMUILIAHBI

OO6mrast TPyT0€MKOCTh JUCITUIUTHHBI COCTABIISICT 6 3a4ETHBIX SAMHUIIBI, 216

4acoB.
Ne Pazgen aucuuninHbI Bupabl yueOHoit DopMmbI
n/ padoThI, BKIKOYAS TEKYLIero
n CaMOCTOSITEJILHYIO KOHTPOJISt
padoty u yCIeBaeMoOCTH.
TPYAOEMKOCTb (B ®opma
g yacax) MPOMEKYTOYHO
§ Jge | ce | mpa | IIp | cpc | i arrecranuu
K | M | KT | aKT (o cemecTpam)
noj
roT
OBK
a
1 |Pazgen 1. Teoperuueckue 5-6 | 6 | 4 - 16 | sx3ameH
OCHOBBI dbopmupoBaHus
oubimoreunoro GpoHma
2 Pasnen 2. KomiuiekroBanue | 6-7 | 6 4 6 30 | KoHTpOJIbHAS
oubnroreunoro Gponaa paboTa, 3auer
3 |Pazgen 3. Opranmzanus | /-8 | 6 2 2 18
oubmmoTeunoro Goxa




3 |Pasmen 4. VYmnpasnenue |8 4 | 2 2 98 | sk3ameH

OuOIMOTEYHBIM (HOHIOM

Bcero uacos: 216 22 | 12 6 4 1172

5. OBPA3OBATEJIBHBIE TEXHOJIOI'NU

Kypc «bubnuoteunsiii ¢ona» a1 oO0y4arommxcs MO HampaBlICHUIO
NOATrOTOBKHU «brnONMMOTeYHO-NHPOPMALMOHHAS ACSITEIBHOCTDY.

IIpy npoBeneHUM 3aHATUH M OpPraHU3aLMM CaMOCTOSITEJIBHOM paboTh
00yyaroIuXcsl UCIOJIb3YIOTCA:

TPAAULIMOHHBIE TEXHOJIOITMM OBYYEHMUS, npennonaratomue
nepenadyy MH(pOpManuu B TOTOBOM BHUIE, (DOPMUPOBAHHME YUEOHBIX YMEHHM IO
oOpasly: JIEKIUSA-U3J0KEHHE, JIEKIUA-O0BACHEHHE, NPAKTUYECKUE padoTHI,
CEMHHApPCKUE 3aHATUSA, KOHTPOJIbHAsA paboTa U Jp.

Hcnons3oBanue TpaJULIMOHHBIX TEXHOJIOTUH obecrieunBaer
OpUEHTUpOBaHME oOOydarouierocs B TOTOKE HWH(GOpMAIMK, CBA3AHHOM C
pa3IUYHBIMH TOJIXOJAMU K OMNPENEJECHUI0 CYIIHOCTH, COJEp>KaHHs, METOJIOB,
dbopm pazBuTHsi OMbIMOTEUHOTO (hOHAA.

[IpakTHyeckre M CEMUHApCKUE 3aHATUS OOECHeuYMBAaIOT pa3BUTHE U
3aKpEIUICHHE YMEHUI U HABBIKOB ONPEIECICHUS LIeJIEl U 3a7a4 Pa3BUTHs, a TAKXKE
npuHATUS HaubOosnee H((PEKTUBHBIX PEIICHHH N0 WX pealu3aluu; aHalIu3
COBPEMEHHBIX MOJIXOJ0B K pPa3BUTHIO (OHAOBENCHHUS, €r0 METOAOJOTHYECKOU
0a3bl.

NMHTEPAKTHUBHBIE TEXHOJIOTYM OBYUYEHWA, npennonararomue
OpraHu3alMio OO0y4YeHUs Kak TMPOJYKTUBHOM JEATENIBHOCTH B  PEXKUME
B3aMMOJIEUCTBUS O0YUYaIOIIMXCA JPYT C IPYTOM U C MPENoAaBaTEIEM.

CornacHo y4eOHOMY IUIaHY KOJWYECTBO 4YacoB 1o aucuuruimde —108, u3

HUX MPOBOJAMMBIX B UHTEPAKTUBHOMN (hopme —4 4acoB.

WNHTepakTUBHBIE oOpa3oBaTeNbHbIC TEXHOJIOTHH, UCIIOJIb3yEMbIE
HaayJUTOPHBIX 3aHSATUAX
Tema (pa3aesn) Buani Hcnoab3yemble KosauuecTBo
yueOHou HHTEPAKTUBHBIE 4acoB
padoThI TEXHOJIOTMHU
Pa3nen 1. | Jlekuuu [TpobGnemHuas nexmms 6




Teopetnueckue CemuHapsbl 4
OCHOBBI
dbopmupoBaHus
oubsmoreuHoro (oxa
Paznen 2. | Jlexuun Jlexkuus -nucmyT
KomrmuiexkroBanue [IpakTnueckue
oubmuoTeunoro GoHAa | 3aHATUS

CemuHapsl
Paznen 3. | Jleknun
Opraauzanus [IpakTnueckue
OubMoTeuyHoro poHaa | 3aHATHA

CemuHapsl 2
Paznen 4. Ynpasnenue | Jlekunn
OMOIMOTEYHBIM [IpakTuueckue 2
dbonaOM 3aHATUSA

CemuHapsl 2

5.1 COJIEP’KAHUE PA3JIEJOB (TEM) JMCIIMILITAHBI

Pa3znen / tema

KoandyecTBO 4acoB nmo

3204HOM opMe 00yUeHUs

Bcero

KHe
CPC

ITpakTrueck

Jlekuun
CeMuHapbl
[IpakTnuec

Pasgesn 1. Teopermyeckne OCHOBbI (POPMHMPOBAHUS OMOJIMOTEYHOIO

donna
1 bubnuoreunbie QoHael B coBpemMeHHOM | 14 2 |2 |- 10
o0111ecTBe
2 Teopus ObD® nonstue cymHocth u |10 2 |- |- 8
TIPUHITUTIBI
3 dopmupoBanue OubIMOTeYHOr0 (hoHma Kak | 12 2 |2 |- 8
TEXHOJIOTUYECKHUM 1IHKI
Utoro 36 6 |4 |- 16




Pa3znen 2. KommiekroBanue 0u01u0Te4yHoro ponaa

MonenupoBanue 6ubamoredHoro Gouaa 14 2 |- |2 10

5 ITpormecchl KOoMIUIeKTOBaHUS OuOIMOTEYHOTO | 16 2 |2 |2 10
dbonma

6 JlokymMeHTOCHa0X)eHne ONOINOTEK 16 2 |2 |2 10
Uroro 46 6 |4 |6 30
Paznen 3. Opranmszanuss OMOJIMOTEHYHOTO
donna

7 VYuer 6ubnuoreunoro Gonma 14 2 |- |- 2 |10
[Tpouteccer  ymopsimouenus O6ubmamoreynoro | 10 2 |- |- 8
dbona

9 Xpaunenue 6ubIMoTeUHOTO (HOHIA 4 2 |2 |- -
Hroro 28 6 |2 |- 2 |18

Paznen 4. Ynpasienue 0u01H0TeIHBIM (DOHIOM

10 | Crpykrypa u  GyHKuuu  yrpaBieHus | 12 2 |2 |- 8
O6ubMoTeuHbIM (POHIOM

11 | M3yuenue OubIroTeyHOrO (PoHAA 12 2 |- 10
KontponbHas paborta 20
3auet (6 cemecTp) 20
Dk3ameH (5 cemecTp) 20
Dk3ameH (8 cemecTp) 20
Uroro 104 |4 |2 98
Bcero 216 |22 |12 |6 4 172

Pa3nen |. Teoperuueckne ocHOBbI (popMUpPOBaAHMS OMOIHOTEYHOT O
¢pounaa
Tema 1. bubauoreunbie (POHABI B COBpEMEHHOM 001IeCTBE
bubnuoreunsii GoHA Kak OJUH U3 HCXOJHBIX 3JIEMEHTOB CHCTEMBI
«Oubnunoreka». [lpyrue siaeMEHThl CUCTEMbl: MaTepHallbHO-TEXHHMUYEcKas 0asa,
KOHTUHITEHT TMOJb30BaTeel, OMOIMOTEUHBIM MEepCOHANl, UX B3aUMOJCUCTBHUE C

oubnuoreunbiM (onaoM. Hanmmume mexny noacucreMamu NpSIMbIX M OOpaTHBIX




CBA3€M — CBHUJETEIBCTBO €IMHCTBA M CBOEOOpa3usi DIIEMEHTOB CHCTEMBI.
CrtpykTypHas rpad-mMoiens OMOIHOTEKN KaK CUCTEMBI.

Oynkuuu, BeinoyHsieMble b® B cucreme «OUOMMOTEKa»: MEMOpHUaIbHAs,
KyMYJISITUBHAS, HH(DOPMAIIMOHHAS, TEXHOJIOTMUECKasi, peJlaKCallMOHHAs U IpYTHE.

Benymass posb gokyMeHTa B 0Opa3oBaHuM OuOnauMoTedHoro Qouma.
JlokymeHT Kak crmoco0  (uKcupoBaHHMS ~HWHPOPMAUA HA  PA3THYHBIX
MaTepuaIbHBIX HOCUTEISIX (Oymare, IUIGHKE M T. 1.) B IEJSIX €€ HCIOJIb30BaHUS,
nepeayu U XpaHeHUs B MPOCTPAHCTBE U BO BPEMEHH.

CnocoObl JOKYMEHTHpOBaHUS HH(OpMalMi. BO3HHKHOBEHUS JOKYyMEHTAa,
Opounonus ero pa3BuTusa. [losBiIeHHME HOBBIX BHJIOB JIOKYMEHTA KaK CpEICTBO
paclMpeHus quanazoHa OMOIMoTeduHoro (oHAa U PelieHne KHUTOXPaHUIUIIIHOTO
kpu3uca. COOTHOIIEHHWE TEPMHUHA «JOKYMEHT» C TIOHATHEM  «KHUTay,
«MpOU3BEJICHNUE TIeHaThy, «u3aanuey». Crnocoosl pukcauu U MaTepualibl HOCUTENS
undopmaruu. PasznooOpaszue BUIOB JIOKyMEHTa M UX Kilaccupukauus B
cootBercTBUM ¢ ['OCToMm.

Bunosast cTpykrypa AOKYMEHTOB. lLleneBoe M 4YMTAaTENbCKOE HAa3HAUEHHE
JOKYMEHTHOro  (OHJZa —  OCHOBAa  €ro  THUIOJIOTMYECKOW CTPYKTYpHI.
AynuoBuU3yalibHbIE U JJICKTPOHHBIE JOKYMEHTHI KaK COCTaBHas 4acTh (POHIOB
OTEUECTBEHHBIX M 3apyOexkHbIx OubOnmuorek. Xapakrtepuctuka CD-ROM, DVD,
MyJbTUMENNA. OJEKTPOHHBbIE mepuoandeckue wu3manus. HHdopmanmoHHbie
pecypcbl HTepHera u UHTpaneTa. DneKTpOHHAs BEpCHsl TOKYMEHTHOTO (hoHAA.

[Ipusznaku Oubnnoreunoro ¢Gouga. CpoiicTBa, mpucynme (QoHAy Kak
cucteme. CBOMCTBO AMHAMUYHOCTU — CTATUCTUYHOCTH KaK IMpoliecc OOHOBIEHUS
oubnuoTeunoro GoHma.

3HaueHUE CTPYKTypupoBaHUS (OHAOB OWMONMMOTEK s YHH(PUKAINHA
TexHoJoTuu ux (opmupoBanus. CTPyKTypUpOBaHHE OUOIMOTEYHBIX (DOHIOB MO
CBSI3IM C DJIEMEHTaMH CHCTEeMbl «OMONMOTEKa». UMTaTenbCKUl OMOIMOTEUHBIN
dbonn. bubmmuoreunsiit ¢GoHA COy)KEOHOrO TMOJb30BaHUsA. PesepBHBIN (DoHI.
Ctpyktypa ¢oHAAa B COOTBETCTBHM CO CTPYKTYPHBIMH TIOJIpa3/eieHUSIMU
oubnuotexu: moAdoHA abOHEMEHTa, YHTAIBHOTO 3aja, KHUTOXPaHWIHIIA,
oTpacieBbIX OTAENOB U Jpyrux. CrpykTypupoBaHue GoHAa 1O CBS3SIM C
«KOHTHMHT€HTOM T10JIb30BaTelIei».

CrpykrypupoBanue OuOmuoTreyHoro ¢GoHAa MO pa3IMyHbIM MpU3HAKAM

nokymeHToB. CTpykTypupoBaHue OubnmoredyHoro ¢GoHAA 1O MPHU3HAKY


http://pandia.ru/text/category/tipologiya/

coziepkaHusi U1 POpMbI JOKyMeHTa. [pyrue npu3Haku JOKyMEHTA - PEryIsipHOCTb
BBIXOJJa B CBET, LEJIIEBOE HA3HAYCHHUE, S3bIK JOKYMEHTA, XPOHOJOTHYECKHE
TPAHULIbI U JIP.

YpoBHM  CTPYKTypHOM wHepapxuu OubmuoreyHoro Qouga. Enunbiii

OubMoTeuHbIit (HOHJ, KOMILIEKC (OHAOB, OTACIbHBIN (OHM, KOMIUIEKC (POHJIOB,

noadoH, pa3aen noadoHaa, U APyTHE.

Tema 2. Teopus popmupoBanus 6u0J1M0TeHHOr0 PoHAA

[Tonsatue  «dopmupoBanue  OubOIMOTEUHOro  (QoHAA»,  «PA3BUTUE
oubnuoreunoro ¢gonga». Jedpunuuuu tepmunsl ObD B pasHble HCTOpPUUYECKUE
noaxoapl. 60-e rr. XX B. — BBeaenue HO. B. I'puropbeBbiM coOMpaTEIBHOTO
TepMuHa «(opmupoBanue OubnuoreyHoro Qouna». O. B. I'puropeeB —
OCHOBOITOJIOKHUK OTEYECTBEHHOIO OMOIMOTEUHOTO (doHmOBEIEHUS.
®dynnamentansubie Tpynbl 0. B. I'puropbeBa «Opranuzarusi OMOIMOTEUHOTO
douma» (1953 r.), «Teopernuyeckre OCHOBBI (HOPMUPOBAHUS OHOJHMOTECUHOTO
donma» (1973 1.).

Pazpabotka QonmoBenueckux mpoOJeM B TpyJax OTEYECTBEHHBIX U
3apyOexxHbIX 0nOmmoTexkoBenoB. Konuenuuu ¢opmupoBanus GoHAOB OMOIMOTEK
B TPyAaX COBPEMEHHBIX CHELMATUCTOB OMOINOTEYHOTO Jena.

CymHocth W 1edab (GopMupoBaHus OuOmmoreynoro Qonma. 3akoH
KOHTPYPHTHOCTH — COOTBETCTBHE (OHAA MOTPEOHOCTSM BHEIIHEW Cpenabl, U
BBITEKAIOMIMM W3 HEro MPUHLUII CeIeKTUBHOCTH. OTOOp nokymeHTOB. Teopus
orbopa B OTE€YEeCTBEHHOM U 3apyOexxHoM QonmoBeaeHuu. KoHuenmuu
oubnuotexoBeneHus: Hadama XX Beka o0 mpobOiemMe orbopa JIOKYMEHTOB —
IPOTUBOPEUYMBOCTh M MPOrPECCUBHOCTh HUX Touek 3peHus. IlepBuuHblili u
BTOpUYHBIM 0TOOp. OOHOBIEHHME OuOIMOTEYHOro (oHAA KaK pe3yJbTar
NEPBUYHOTO ¥ BTOPUYHOTO OTOOpA.

SAnpo 6ubnmoreyHoro (oHma Kak HEOOXOAMMBIH MHUHHUMYM JOKYMEHTOB,
oTpaxaromui (GyHKIUHA, TAT U Tpoduiib KoHKpeTHON Ombnuorexu. Tpya H. A.
Pyb6akuna «Cpenu xHUT» - oOpasen sjpa Qonma Oubnmorek Hayama XX Beka.
Konnenmus C. bpaadopaa (1930-¢ rr.) mo onpeaesieHno BeIUYHHbI sapa (HoHa.

CocraB sapa ¢poHA0B OMOIUOTEK pa3HbIX TUIIOB, €I0 COOTHOIIEHHUE CO CHEpOi.



Tema 3. @opmupoBanue OUOJIUOTEYHOTO (POHIA KAK TEXHOJIOTMYECKHIA
UK

Bxnag 1O. B. I'puropeeBa B pa3paboTky TexHosormueckoro mukia Obd.
®a3bl popmupoBanus oubaroreyHoro Gouaa, BeiaeneHusie FO. B. I'puropseBbim:
KOMIUIEKTOBAHHE, OpraHU3alusl U yIIpaBICHUE.

Ob®d Kak COBOKYIHOCTH IPOLECCOB M OIEpalMii, HANPABICHHBIX HAa
co3laHue W pa3Butue  QoHma. AHAIM3  COBPEMEHHBIX  KOHIICTIUN
TEXHOJIOTHYECKOr0 [LMKJIAa: OOUME M OTIUWYUTENbHbIE YepTbl. TOYKH 3peHHs
OMOMMOTEKOBEOB Ha POJb KaXJAOro IMpoliecca B TEXHOJIOTMYECKOH CXeMe.
OCHOBHBIE TOHATHSA HEPAPXUUYECKOM CTPYKTYphl LHKJIA: IPOLECC, OTall.
XapakTepuCTUKa MPOLECCOB TEXHOJOrmyeckoro nukia Obd: moaenmpoBaHus,
KOMILJIEKTOBaHUs (IIEPBUYHBIM  OTOOp), Yy4eTa, TEXHUYECKON 00paboTKH,
pa3MenieHus, JOCTaBKM JIO0 IIOJIb30BATENA, XPAHEHUs, COXPAHHOCTH H

6e3onacHocTu. TexHomorus pedhopmupoBanust OuOIMOTEYHOTO HOHAA.

Pa3nen 2. KomniiekroBanue 6ubanorednoro gonaa
Tema 4. MoaeanpoBanune 0ubuoTedyHoro ¢ponaa

MogenupoBanue — TEPBBIM  MPOLECC, CO3JAIIMKA  yCIOBUS A
KOMIUICKTOBAHHS M OpraHu3aIuu Ouoiroreuynoro Gonma. 3HaueHUe MOJEeH s
KOPPEKTHPOBAHUS cOCcTaBa OMOIMOTEYHOTO (POHIA ¥ BOCIIOTHEHHUS JIaKyH. Mo1eIb
— peanbHbIN WK UaealIbHbIN 00pa3 ¢honaa. Gopmbl BeeHUSI MOJICNICH: TaOIM4Hasl,
KapTOYHAsl, OJJICKTpoHHas. [lapameTpbl, oOTpakaeMble B MOACIAX: (YHKIUN
OMOMMOTEKN, KOHTHHTEHT T0JIh30BaTENICH, TUITOJIOTHYCCKAs U BUIOBAsI CTPYKTypa
Ooubimoreuynoro (oHIA, S3bIKOBBIC, TEMAaTHYECKHE, XPOHOJOTUUYCCKHUE TPaHUIIBI
JIOKyMEHTOB.

MopaenupoBanue 6ubiuoreunoro Gonna B myonukanusx H. A. Pybakuna,
A. A. Tlokpogrckoro, A. H. bapa6anosa, O. C. UybOapbsiHa. Yuactue B pa3padoTke
Mozenelt (oHma KpymHbIX oTedecTBeHHbIXx OuoOnumorek — PI'b, PHbB, T'TTHTH
Poccun. Knaccudukamms mozaeneit B 0n6amoTeaHOMBOHI0BEACHUN. THUITBI U BUIBI
MO/ICJIEN.

Onucannas (uau BepOanbHast) Mojaenb b®d — ocHOBa M JIPYyTUX THUIIOB
Mozenei. Mcmonwp3oBanue omnucaHHoW Mojenu ¢GoHAa Ha BeO-CTpaHHUIIe

oubnmorexku B UHTEpHETE.



Marematuueckass Mojaenb (OHIa KaK COOTHOIICHHE KOJIMYECTBEHHBIX
nokasaTtesiei — JOKyMEHTOBbIIauu, 00paIiaeMoCcTH, JOKYMEHTO00ECTIEYUeHHOCTH U
npyrux. [lepBble MOMBITKY pacyeTa ONTUMAIBLHOTO 00beMa OuOIMoTeYHoro (hoHAA
B TpyJax E. H. MenabiHCKOTO. OtpacineBbie K03 PUIIMEHTHI
(YKOMILUIEKTOBAHHOCTH, MCIOJB30BaHMs, COOTBEeTCTBUs). (OOpaimaeMocTh —
KauyeCTBEHHBIA KPUTEPUN HCIIOJIb30BAHUS TIOKyMEHTHOTO (hoHma. MeTobl pacyera
OCHOBHBIX IOJIb30BATEIIEH.

3naueHune OubIMorpapuIeckor MOIeTI Al peryiupoBaHus coctaBa bd,
MOBBINIEHUE €ro MH(pOpMaTUBHOCTU M mojHOTHL. Hauamo XX B. — pazpaboTka
oubnuorpaduueckoit moxenu B Tpynax H. A. Pybakuna u A. A. IloxpoBckoro.
Pa3paboTtka Mojenu nyOJWYHBIX U JAeTCKuX Oubnmorex. Hcmonb3oBaHue
oubmorpaduueckol Moaenu sapa OubIMOoTeuHOro OHa B IPOIIECCE BHISABICHUS
JaKyH.

CrpyktypHas Mojaenb oubnuorednoro ¢onaa. Bxkimag A. H. bapabGanosa u
A. A. ITokpogsckoro, O. C. UybapssiHa B pa3paboTKy CTpyKkTypHO# Mozaenu (30-¢
rr. XX B.). Pa3HOBHJIHOCTM CTPYKTYpHBIX MOJEN€. OTambl CO3JaHUA
CTPYKTYpHOU Mojenu 6ubnuoreunoro ¢pouaa. M3yuenune Makpocpebl KyJbTypHO-
HKOHOMHUYECKOTO MpOopuias 00CIyKMBAeMOro OUOIMOTEKOW MHUKpOpaioHa:
KOHTHMHIE€HTa TOJb30BaTelied W UX  HMH(OPMALMOHHBIX  MOTPEOHOCTEM.
XapakTepucTuka JOKYMEHTHOrOo pbIHKAa (medatHslx, ABJl, DnexkTpoHHBIX
JIOKYMEHTOB) M (pMHaHCUpOBaHUs OMOMOTEeKH. V3ydeHrne MUKpPOCpEIbl: COCTaRBa,
CTPYKTYpPbl M MCHOJIb30BaHUsI OMOIMOTEYHOro (hOHAA, MEPCIEKTUB €ro pPa3BUTHA.
[IepBbIil 3Tanm — COCTaBJICHUE MOSCHUTEIBHON 3alUCKU K CTPYKTYPHOM MOJEIHN
b®. Bropoii — pazpaboTka TeMaTHYECKOM CTPYKTYphI POHIIA C yUeTOM crienupuku
OMOMMOTEeKH, OIpEAeICHUe THUIOJIOTHYECKNX, BHUJOBBIX TMapaMeTpoB (QoHIA.
Oco0OeHHOCTH pacdeTa 3K3eMIUIIPHOCTh MPUOOPETAEMBIX JOKYMEHTOB C y4ETOM
umeromierocss (GoHma, a TakkKe IOKyMEHTOB, MMEIOIIUX YETKUH YUTATeIbCKUN
aJpec U He MMEIOIUX €ro. 3akKJIIOUUTEIbHBIN 3Tal - KOPPEKTUPOBAHUE COCTaBa
b® Ha ocHoBe OubIMOTpahUeCKON MOJCIH.

Hcnonp3oBaHne pa3IuYHBIX TUIOB MOJENIECH B TPAKTHKE PabOThHI

OoubnmoTeK. DneKTpoHHast GopMa MOAEIUPOBAHUS OMOIMOTEYHOTO POH .


http://pandia.ru/text/category/bibliografiya/
http://pandia.ru/text/category/poyasnitelmznie_zapiski/

Tema 5. IIpouecchl KoMIIeKTOBaHMe OMOJAMOTEYHOT0 GoHIA

Hctopusi pa3BuTHsi Teopun KoMmIuieKToBaHus ¢GoHIoB Onbmmotek. Konen
Havano XX B. — pa3paboTka OMOIMOTEKOBEIaMU KPUTEPHUEB OTOOPA TOKYMEHTOB.
[Tonoxenue 0. B. I'puropreBa o jeeHNN KOMIUIEKTOBAaHUSI HA IEPBUYHBIN (dTall
BBOJIa JIOKYMEHTOB B (DOHJ) M BTOPHYHBIHA (BBIBOJ JOKYMEHTOB M3 ) OTOOp.
CoBpeMeHHbIE NPEICTABIECHUS CIIELUAIMCTOB OMOIMOTEYHOTO O KOMILJIEKTOBAHUH.
I'OCT 7.76—96 «KommnekroBanue QoHma HoKymMeHTOB. bubmmorpaduposanue.
Karanoruzanusa. TepMuHbI U omnpeaeneHus». BUbl KOMIUIEKTOBAaHHUS: TEKYIIEE,
PETPOCIIEKTUBHOE,  HadallbHOE,  JOKOMIUIeKToBaHMe.  OOmmMe  METOIUKH
KOMIUIEKTOBaHUA OMOImoTeyHoro (oHzaa. . ajibl nepBuyHoro oroopa. HauanpHeiii
Tal — aHaJM3 JOKYMEHTOIIOTOKAa JIbI0 IMOJy4YeHUs HHQPOPMALMH O pecypcax
OTEUECTBEHHBIX M 3apyOeXHbIX H3AaTeNbCTB. COBpPEMEHHBIH JOKYMEHTHBIN
peiHOK. KHuroroproseie, OuOmuorpaduueckue U 5SJIEKTPOHHBIE H3AAHUS O
nokyMmeHrtonortoke. Mcnonb3oBanue Kuuru B Hanuuuu u neyatw» u MHTEpHETA C
LENbI0 TOJMyYeHUs: HH(OPMALUM POCCUHCKOM U 3apyOeKHOM JOKYMEHTHOM
PBIHKE.

Bropoii 3Tan — nepBuuHbil 0TOOpP. [lepBUYHBIN 0TOOP KaK OTUYKIACHUE U3
JIOKYMEHTOIMOTOKA MPOQPHIbHBIX JOKYMEHTOB, COOTBETCTBYIOIIMX CTPYKTYPHOM JIH
donna wu wWHGOPMAIMOHHBIM TOTPEOHOCTSIM  mojib3oBareneil. Kpurepuun
MEePBUYHOTO OTOOpA: CEMAHTHYECKUU (COOTBETCTBUE JOKYMEHTOB MPOdUITIo
dbonga OubaMoTeKU M MHMOMOTPEOHOCTSIM MOJIb30BATENEH, OIEHKA COACP KaHUS
JIOKYMEHTA, €ro LEHHOCTb, MH()OPMATUBHOCTh, JTOCTOBEPHOCTbH, JAOCTYINHOCTb H
apyrue) u GopMalibHbIM (TIOJMIpaduueckoe M XyAO0KECTBEHHOE O(hOpMIICHHE
nokymenta). Konnentpamuss u  paccesHue uHpopmaiuu —  (axkTopsl,
OCJIOXKHSIOIIME TIpoIlecC IepBHYHOr0 otdopa. TpeboBanmms k mpodeccun
KOMILJIEKTaTOpa:  3HAHWE JOKYMEHTHOIO  PpbIHKA, OOBEKTHBHAas  OIICHKa

JIOKYMEHTOB, JI€JIOBAsi UHTYULUS U IPYTHE.

Tema 6. lokymeHTOCHAOKeHHE OUOTHOTEK

Tperunii 3Tan KOMIUIEKTOBAHUS — 3aKa3 JOKYMEHTOB. [IOMCK MCTOYHUKOB,
crioco00B U (GopM JOKYMEHTOCHAOKEHUSI C IEJIbI0 BBISIBICHUS] ONTHUMAJIBHBIX C
TOYKHU 3PEHHUS COOTHOIIECHMSI II€Hbl M KadecTBa MPUOOPETAEMBIX JIOKYMEHTOB.
bubkomiekTop Kak  CHEeNUAIM3UPOBAHHOEC  KHUTOTOPrOBOE  MPEAINPHUATHE,

cHabxarolee OMOIMOTEKH TOKyMeHTaMM. Vcropus co3gaHus U COBPEMEHHOE



Cocrosinne cucteMbl OuOkoiiekTopoB B Poccuun. Metonbl paboTel OMOIMOTEK C
OnOKoJIIEKTOpaMHU. [[eATeTbHOCTh pETHOHAIBHBIX OMOIMOTEYHBIX KOJIEKTOPOB.

Oo6s3arenpHbiil 3k3eMIulp (OD) Kak TrapaHTHs MOJHOTHI IMOCTYIUICHHUS
JIOKyMEHTOB B (POH[IbI HAy4HbIX OMOIMOTEK. 3HaueHne OO NIl CHCTEMATUYECKOTO
nonosHeHus ¢pouaos oudmmorek. XVIII B. — nossnenne O3 B Poccun. Mctopus
ero pa3sutusi B Poccuu u 3a pyoexom. Oyukuuu u Buasl O3. B3aumopeiicteue ¢
[HKHb mno mnpmobperennto miatHoro O3. PedopmmpoBanue cuctemsr OO B
HacTosimer crpaHe. @DenepanbHblii 3akoH «OO0 0053aT€TBHOM  3K3EMILLIPE
nokymente (1994 r.) u gomonHeHus Kk Hemy. IIpoOieMbl CHaOKECHHS M peaTr3al[iu
03. Ocobennoctu cucrteMbl O3 3a pyOekoMm.

JIokyMeHTOOOMEH Kak O0e3BO3ME3[HbII OOMEH JOKYMEHTaMH MEXIy
oubnuorexkamu Poccumn, cTpaHamu OSmKHEro W JanbHero 3apyOexps. Llenw
JIOKyMEHTOOOMEHAa — BOCIOJHEHHUE JIAKYH, PAalMOHAIIBHOE MepepaclpeiesieHue
JOKYMEHTOB, SKOHOMHMSI (PMHAHCOBBIX CPEACTB (B TOM YHCJIE U BAJTIOTHBIX). Buibl
JOKYMEHTOOOMEHa, €ro mpeuMyllecTBa. BO3HMKHOBEHHE BHYTPHUPOCCHICKOIO
nokymeHToooOmMeHa B 1959 1. IlepcrekTuBBI pa3BUTHS MEXIYHAPOIHOTO
JTOKyMEHTOOOMEHa.

[Iprobperenne NOKYMEHTOB W3 KHIDKHBIX Mara3wHOB, M3aTENbCTB M WH
uctouyHukoB. [loamncka Ha mnepuonMYECKUE W3AAHUA: TPAJULIUOHHBIE U HOB
dopmpbl. [lomyuenue kHUT B gap oT uutateneil. HoBwie GopMbl KOMILIEKTOBaH!
OMONMMOTEK: KHIKHBIE SIPMapKH, Mpe3eHTallul, padoTa B HHTEPAKTUBHOM pPEXUME
DJIGKTPOHHOTO KHIDKHOTO pBIHKAa. HTepHET Kak HCTOYHUK HHPOpPMAIMH O
JIOKYMEHTHOM PBIHKE M KaHall momnoyiHeHus: ¢ponaa. [IpenmyiecTBa n HeIOCTaTKH
TaTKH TMPUOOPETEHUS TOKYMEHTOB uepe3 MHTepHeT. JIMIeH3MOHHbBINH T0TOBOpP —
HOBO€ B METOJMKE KOMIUICKTOBaHHUS (OHOA DJIEKTPOHHOM  MEpPUOJUK
Hcnons3oBanue TeHEpa Iisl IPUOOPETEHUS JOKYMEHTOB.

3aKIIOUMTENBHBIA  3TAall KOMILJICKTOBaHHUS — TIOJY4YeHHE JOKYMEHTOB.
IIpenBapurenbHblii M TEKyLUMW  3aka3  JOKyMeHTOB.  Mcmosb3oBaHue
aBTOMATU3UPOBAHHBIX  OMONMMOTEYHO-UH(POPMAITMOHHBIX CHUCTEM C  IEJbIO
o0ecrieueHnss CBOEBPEMEHHOTO 3akaza JokyMeHToB. APM «KowmrmektaTopy.
duHaHcupoBaHue KoMIuieKToBaHusI bD — denepanbHblii 1 MECTHBIA OOIKETHI.
[Touck SKOHOMHYHBIX CHOCOOOB TONONHEHUsT (GOHA0B OubIMoTeK. DOpMBI
NPUBJICUYCHUS] JIOMOJHUTEIBHBIX (UHAHCOBBIX CPEJICTB HA KOMILJIEKTOBAHUE

OubIMoTEeYHOro (QoHAa — CIOHCOPCTBO, MEILIEHATCTBO, COTPYJHHYECTBO C
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KOMMEpPYECKMUMHU CTPYKTypamMu U T. 1. DaHapail3UHr — KOMILJIEKTOBAaHUE
OoubarOTEeYHOTO (QOH/IA C TTOMOIIBIO 0JIArOTBOPUTENBHBIX (POHIOB.
[IpoGneMbl JOKYMEHTOCHAOXKEHHsSI OHOIMOTEK B YCIOBUSX PHIHOYHOU

9KOHOMHKH U IIYTHU UX PCHICHU.

Pa3nen 3. Opranusanusi 6ud.1u0Te4HOr0 poHIa
Tema 7. Yuer O0umdamoreunoro gponga

CymHocth W GyHKIMH ydera Oubmmoreunoro ¢douma. Wcropus ydera
JIOKyMEHTOB B OuOmuoTedHoM ¢onnae. TpeOoBaHus, MpeAbsIBIsIEMbIE K YUETy.
HopmaTtuHo-mipaBoBoe obecrieueHue yuyera (GoHI0B OuOIMOTEK. 3akoHbl Pocoit
denepaluy, HalUOHAIBHBICE U MEXKIYHAPOAHBIC CTaHAAPTHI, WHCTPYKIHU —
JIOKYMEHTBI, OMNpeIestonue nopsgok ydera donga Oubaumorexku. Yuetr bD B
ceere O3 PO «OO6 o0mux NpUHLIKNAXOPTaHU3alMd MECTHOTO CaMOYIIPaBJIEHUS B
P®». T'OCT 7.20—2000 «bubnuoreynass cratuctuka». B3auMocBs3b
OMOIMOTEUHOTO U OYXTAITEPCKOTO yUeTa.

Enununpl yuera b®: ocHOBHBIE (PK3EMILISIP, HA3BAHUE) U JOTOJHUTEIIbHbBIC
METpPOTIOJIKa, MOAIIMBKA, TOJOBOM KOMIUIEKT). Buasl u popmel yueta. CymmapHbIi
(MHTErpUpOBAHHBIN) Yy4UeT KaK pEerucTpaius MOCTYMAaloMX U BbIOBIBAIOIINX
nokymeHToB naptusimu. Ctpykrypa «KHUTH cymMMapHOro yuyeray, GOopMbI TIEHUS:
TPaIUIIMOHHAS U 3JeKTpoHHasA. MumuBuayanbHeiid (quddepeHInpoBaHHbINA) yUeT
b® kak perucTpauus Kaxaoro 3K3eMIUIApa WIM KaXXA0r0 Ha3BaHMs JOKYMEHTa C
IPUCBOCHUEM €MY HMHBEHTapHOro Homepa. DopMbl MHIUMBUIYAIBHOIO YyyerTa:
WHBEHTApHAsl KHWUTra, YYETHBIA KaTajor, JIMCT aKTOBOTO y4yeTa, PEerucCTpallOHHAas
KapTtouka, ¢ain. Hegocratkm u mpeumyiiecTBa JaHHBIX  (opMm. Yuer
MEPUOANYECKUX, ayAMOBU3YAIIbHBIX U AJEKTPOHHBIX IOKYMEHTOB.

DNEeKTPOHHBIA yYeT JOKYMEHTOB, €ro ocoOeHHocTu. [IpoOiembl BeneHus
AJIEKTPOHHOT'O y4YeTa: YCJOKHEHHUE COAEpKaHUsd padOThl MO OpPraHU3alMy y4deTa
JOKYMEHTOB M Jpyrue; Haimumune U ucnoias3oBanue ADBHC. IItpuxoBoe
KOJIMPOBAHKE KaK CIIOCO0 WHIMBUIYATHHOTO YUeTa TOKYMEHTOB.

HoBoe B cucteMe yuyera JHOKYMEHTOB Ha OCHOBE Pa3IMYHBIX HOPMATHUBHO
MPaBOBBIX JOKYMEHTOB. OcHOBHBIE mpuHIUIBI «MHCTpyKMM 00  yuerte
b®»(1998r.): BapuanTHOCTH BBIOOpa CrIOCOOOB M (hOPM yueTa; OTKa3 OT KECTKOU
perinaMeHTalMy Y4yeTa; IpaBO OINPENECICHUS COCTaBa M CPOKOB XPaHEHMS

JAOKYMCHTOB, pa3pa60T1<a KOJIMYCCTBCHHBIX W CTOMMOCTHBIX HOPMATHUBOB IIpHU
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CIIUCAaHUU JOKYMEHTOB U Jip. OTBETCTBEHHOCTh OMOIMOTEKapeil 3a MpaBHIIbHOE
BEJICHUE ydyeTa B KOHTeKcTe mHCTpykmmu. [lepeomenka b®d. ([Topsymok ydera
JIOKYMEHTOB, BXOJSIIUX B cOCcTaB OnOIMoTedHoro ¢hoHAa (C M3MEHEHUAMH HA 2

dbespans 2017 rona).

Tema 8. IIpouecchl ynopsiioueHust 6M6IMOTEYHOr0 (POHIA

Texnuyeckass oO0paOOTKa Kak KOMIUIEKC OIEpaluii 1Mo TMOJArOTOBKE
JIOKYMEHTOB K XpaHEHHUIO U MCIOJIb30BaHUI0. [ 'pymmoBas 00paboTka JOKYMEHTOB.
OcobenHoctu 00paboTKH ONIPEIEIIEHHBIX BUJIOB JOKYMEHTOB.
ABTOMaTH3UpOBaHHAs 00pabOTKa JOKYMEHTOB.

Pa3Meltienrie — mpoiriecc pacnpeacsieHus: JOKYMEHTOB B (DOHIOXPaHUIIUILIE
B COOTBETCTBUU C apXUTEKTYPHO-IJIAHUPOBOYHBIMH OCOOEHHOCTSMH MOMEILIECHUS.
[enu pa3memenus: TokyMeHTOB. CriocoObl pa3MelieHust GoHAa: TOPU30HTAIBHOE
(crenmsimeecsi), BepTUKanbHOE (OamieHHOE), cMemaHHoe  (TOPU30HTAIBHO-
BepTHKanbHOE). OCcOOEHHOCTM Kaxkaoro BapuaHrta. Pa3memienue ¢onaa npu
OTKpBITOM JocTyne. TpeOoBaHus K (POHIY OTKpBITOro naoctyna. MarasuHHOE
bonaoxpanuuie, GOHAOXPAHUIUIIE 3aJIbHOr0 THNAa. MuHHaTiopu3auus QoHaa
KaK peleHue MnpodsieMbl KHUTOXPAHWIMIIHOTO Kpusuca. PaccraHoBka Kak
3aBEpIIAOIINN dTal  pa3MElIeHUus JOKyMEHTOB. Tumbl paccraHoBok bO:
CeMHHapcKas (cUcTeMaThyecKkasi, TeMaThdeckas, MpeAMeTHas) u (popmayibHas
(andaButHas, XpoHOJOTHYECKas, s3bIKOBas™, QopmarHas, reorpaduveckas,
kpenoctHas). IlpenMymiecTBa W HEIOCTaTKM CEMAHTHYECKOW PacCTaHOBKHU
nokyMeHToB. OcoOennoctu (QopmanbHoi  pacctaHoBku b®. CoueraHue
paccTaHOBOK MU paclpeAesieHU T0KyMEHTOB B (DOHAOXpaHUIIHILIE.

JloctaBka mOKyMeHTOB. TpeOoBaHusi K JOCTaBKe. TpaaullMOHHAs U

QJICKTPOHHAA JOCTaBKa JOKYMCHTOB.

Tema 9. Xpanenue 0udanoreuHoro ¢gonaa

3HaueHue XpaHeHusi OmOmmoredHoro (Qouma. «HammonanpHas mporpamma
coxpaHeHus 6udaroTeunsix houmoB Pdy» (2011-2020r.) kak OCHOBHOW JTOKYMEHT,
OTPENICIIAIONTUN CTPATETHI0 JCATEILHOCTH OMOIMOTEKH B 00J1acTH oOecrieueHus
nenoctHoctu ¢ouaa. P3 «O Oubmmoreunom gene» (1994r.) o coxpanHoe

JAOKYMCHTOB U OTBCTCTBCHHOCTH MOJIb30BaTEIICH. HpaBOBBIG OCHOBBI COXpPAaHCHHUA
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b® B xontekcte YK PO, 'K P®, K30T. CrangapTel 1o COXpaHHOCTH (PoHa
JIOKYMEHTOB.

Ucrtopust coxpanenus (OHIOB POCCUUCKUX OnOMMOTeKk. OTeYeCTBEHHBIN
OMBIT XpaHeHUs: (oHAOB OuOIMoTeK. Britan ornenbHbix cneruaauctoB (A - E.
[Manmomraukosa, 0. I1. Hiokmia, FO. H. Cronsposa, O. U. [lepmunoBoit u ap.) u
KOJUIEKTUBOB OMOJIMOTEK B pa3pabOTKy MpoOIeM XpaHEHHsI TOKYMEHTOB

IToHATUIHBIN anapaTr TEMBI.

Hay4unple mccnemnoBanus MPOMBIIUICHHO PAa3BHTHIX CTpaH MHpa B 00JaeT»
pa3pabOTKM KauyeCTBEHHOW Oymaru — OJHO W3 HANpaBJICHUA COXpAHEHHS J10-
KYMEHTOB. [lesTensHOCTh AMEPUKAHCKON OMOIMOTEYHON accolMaluy o paboTKe
CTpaTerMd COXPAHHOCTH (QoHIoB OuOimoTek. Ceknus coxpaHHocTH  if
koHcepBauun J0KyMeHTOB M®DJIA. IIporpammer IOHECKO, nampaBieHHbIE Ha
COXpaHEHHE TIAMSATHUKOB KYyJbTYphl. JIEATENBHOCTh JPYTUX 3apyOeHBIX
OpraHu3alyi 10 U3y4eHuro coxpanenus bo.

Pexxumbl xpaneHus: OubiaroTeyHoro (poHaa: TeMrepaTypHO-BIaKHOCTHBIN
CBETOBOM, OHWOJIOTMYCCKHH, MEXaHWYECKHUHM, OHKOJIOTHYECKUH. ODKOHOMHYECKH
3ammTa OuOnuoreunoro ¢ouma: wmrpadel, neHu. CouuanbHas —3allyTa
oubmmoreunoro ¢ouga. BocnuTanue y uuTareneid OEpEKHOrO OTHOIICHUS K
KHUTaM. MeTojel 1 GopMBbI pabOThl OMOIMOTEK C TOJDKHUKAMHU. DTHKA MMOBEICHUS
OubnuoTekapss B OTHOIICHWU TIOJb30BATeNIel, TMOM03PEBAEMbIX B XMWIIEHUU
JIOKYMEHTOB.  YTOJIOBHasi OTBETCTBEHHOCTh IMOJb30BaTEC 3a  XHUIIECHUE
OMOTMOTEYHBIX TOKYMEHTOB U APYTHE BUABI HAPYIICHUH TIPABHII.

Cozpanue ctpaxoBoro ¢oHAa B Iesix cOepexeHus HauOojee LEHHBIX
u3nanuii Ha Mukpodopmax, CD-ROM, xpaHeHue 37I€KTpOHHOW HH(POPMAIIUU.
[IpoGnembl XpaHeHUs TOKYMEHTOB B yCIIOBUSAX OTKPBHITOrO noctyna. KoHncepBarus
W pecTaBpalysi JOKYMEHTOB KakK CIIOCOO BOCCTAHOBJICHUSI TOBPEKICHHBIX
nokymeHToB. JlestenbHocTh PI'b u npyrux kpynueix 6ubdauorex Poccun B oOmaer
KOHCEpBAIlMU JIOKYMEHTOB. VCloiab30BaHWE TEXHUUYECKUX CPEACTB 3allUThI
OoubnmuoTeyHoro (QoHAA: IITPUX-KOJAUPOBAHUS, TYPHUKETOB U MHKPOCXEM.
OnudpoBka mokymMeHTOB. [Ipo6emMbl COXpaHHOCTH TOKYMEHTHBIX (DOH/TOB.

Texnonorust pedhopmupoBanusi OudanoTeyHOoro ¢oHaa. BropuuHsii 0TOOP
Kak cpeactBo pedopmupoBanus ¢GoHAOB OuOIMOTEK. MeToauka TpoBeASHUN
BTOpPUYHOTO 0TOOpa. Metonbl uzyuenus bd: Meroa moBCeIHEBHOIO MPOCMOTPA,

oubnuorpaduueckmii u COLUOJIOTUYECKUH. Cratuctuyeckuil METOJI



u3yyeHue OubOnuoreyHoro ¢GoHAAa O  KOJIMYECTBEHHBIM  MOKa3aTeJsiM:
KHUTOBBIJIaua, YUTAEMOCTb, 00palaeMocTb, KHUT000ECTIeYeHHOCTb,
KOA(POUIIUEHTHl ~ KOMIUIEKTOBAaHHUS,  HMCIOJB30BAaHUS M COOTBETCTBUA.
Hcnonb3oBaHne KOMITBIOTEPOB MPU 00pabOTKE CTATUCTUYECKUX JAHHBIX.
[IpoBepka Kak crmocod oOmpeneseHuss HaIU4YUs —3apEeTUCTPUPOBAHHBIX
JOKYMEHTOB B (oHae Oubnmnorexu. 3agauu npoBepku (onma. CocTaB KOMUCCHH
npoBepke OubmuoTeuHoro (QoHma. PerymsapHOCTh TIPOBEICHUS TMPOBEPKHU.
[InanoBele M HemnaHoBble npoBepkn bdD B cBere denepanbHoro 3akoHa «O
OyxrantepckoM ydere» (1996 r.). OCHOBHBIC OTalbl: IOATOTOBHTEIIBHBIM,
OCHOBHOM, 3aKII0UUTENbHBIA. OpraHu3anus U TEXHOJIOTHsI IPOBEPKH JTOKYMEHTOB.
PesynbraTel mpoBepku Qonma. Ikcnpecc-meron mpoBepku bd. OcobeHHOCTH
IPOBENCHHUS] NPOBEpKH (oHAA B OMOIMOTEKax pa3HbIX TUIOB. Mcmonab3oBaHue

KOMIBIOTEPHBIX TEXHOJIOTHH JJIsl IPOBEACHUS MTPOBEPKHU OUOIMOTEYHOTO (DOHIA.

Pasznen 4. YnpaBiienue 6u0Ju0Ted4HbIM (POHIOM

Tema 10. CtpykTypa U pyHKuMHU ynpaBjieHus 0u0IM0TeYHBIM GOHIAOM

VYnpasienue OMOIMOTEUHBIM (POHIOM KaK COBOKYITHOCTh PYKOBOJCTBA U

TexHonornyeckoro ympasieHus (HOpMHpOBaHHEM OMOIMOTEHYHOro (HOHAA.
denepanabHBIi 1 MECTHBIA ypOBEHb yrpaBieHUs. [lonxonbl OMOITMOTEKOBEIOB K
yOpaBJiIeHUI0 OMOIHOTeYHBIM (HOHAOM. MecTo yrnpaBieHUS B TEXHOJIOTHUYECKOM
nukie QgopmupoBaHusi OuOnuoreunoro Qouma. Hepapxuyeckas CTpyKTypa
YOPABJICHUS U yIIpaBisieMasi MOJACUCTEMBI.

Meroauueckue © oQuUUUaIbHbIE JOKYMEHTBI, OINpPEACINSIONINe JesATeb
OMOTMOTEKH TIO COBEPIIICHCTBOBAHUIO PA0OTHI C (POHIOM.

VYmpasnenue 6u6MoTeYHBIM (POHIOM: TUPEKTOP OMOINOTEKHU, 3aBEIYIOIITHE
OTIEJCHUSIMU, HX poiib B (opMUpoBaHUM OMOIMOTEYHOrO GoHAa. DYHKIUU
yIpPaBJICHUS — IPOTHO3UPOBAHUE, PETYIUPOBAHUE, YUET, KOHTPOJIb, OPTaHU3AIH.

OO0bekT u cyObekT ympaBieHus. Pacnpenenenue o0s3aHHOCTEH Men
COTPYIHUKAaMHU OTJENOB, CBA3aHHBIX ¢ (opmupoBaHueMm (ouaa. [JomKkHOCTHBIE
WHCTPYKIIUH, COTPYAHHUKOB Oubmuoteku. Opranmszainus pabouero Mecrta
donnoBuka. KBanudukamonusle TpeOOBaHUs, MPEIBSABISEMbIE K CIEIMATNCTAM
oubmmoreku. OO0s3aHHOCTH  (DOHIIOBUKOB: COJEpKAHWE UX JEATCIbHOCTH,
cnenuuka padbotel. HopMmupoBanue Tpyna COTPYIHHUKOB CTPYKTYPHBIX

noApas3aeaeHuil OMOINOTEKHU.



VYcaoBus Tpyna Kak COBOKYHMHOCTh (DAKTOPOB MPOU3BOJCTBEHHOM CQEpHI,
BIIMAIONIMX HAa TPYAOCIOCOOHOCTh M 3J0POBbE OMOIMOTEKaps. XapaKTepUCTHKA
naHHbIX (akTopoB. [lepenoaroToBka, MOBBIIICHHE KBaTU(PUKALUU COTPYIHUKOB
OMOJIMOTEKH, 3aHUMaroIuXcs opMupoBaHueM GoHA.

Crpareruueckoe ynpaiieHue 6ubauoTedunbiM Gonom. Ctaauu pazpaboTku
CTpaTEernyecKoil mporpaMmbl pa3BUTHs OMOTUOTEYHOrO (POHA: CErMEHTUPOBAHUE
NOTPEOUTEIHCKOTO PHIHKA M BBISIBJICHHE MPHOPUTETHBIX TPYMI IOJIB30BATENCH,
U3y4YEeHHE UX MOTPEOHOCTEH; M3ydYeHHE BO3MOXKHOCTEH KHIKHOTO PBIHKA U €ro
CErMEHTHUPOBAHUE;, MOJCIUPOBAHUE NPUOPUTETHBIX MOAMDOHIOB BBIIBICHHE U
BbIOOP MCTOYHUKOB JOKYMEHTOCHAOXEHHs. PaKTOphl, BIAMUSIIOIIME HA BBHIPAOOTKY
MapKETHHTOBOM KOHIICTIIMK: BHEITHUE W BHYTPEHHHUE YCIOBHS OKpY Karolien
cpenbl (cuTyalus); Ha3HaA4eHHE W 1ead (YHKIMOHHPOBAaHUS OHOIMOTEUHOTO
donxaa (cTparerus); MyTH U CPEACTBA pean3aluy MUCCH™*' OUOIMOTeYHOro (PoHaa
(TakTHKa); prUHAHCOBBIC 3aTPaAThI (OIOIKET).

B3aumopeiictBue OnbnmnoTeunbix (OHAOB B mpouecce ux (GOpMUPOBAHUS U
ucnonbs3oBanus. [Ipumenenune pecypcoB MHTepHETA B ENAX OpTaHU3AMA OOMEHA

uH(popmanuei o coctaBe 0OMEHHbIX (POHAOB OMOIHOTEK.

Tema 11. U3yuyenue 0u01M0TE4YHOTO0 (pOHIA

Mertonsl  W3ydeHHST — OMOJIMOTEYHOIO donma: MeToasl  cbopa
KOHTPOJIUPYIOIICH uHbOpMaIuu — TTOBCETHEBHOE HaOIOICHUE;
oubimorpadpuuecKkuil METOA;  COIMOJIOTUYECKHE METOMbl (OMpOC, SKCIEPTHHIN
OMpOC, COCTaBJICHWE PEUTUHIa, METOJ HaOmoAeHus, aHaiu3 (OPMYJSpPOB
M0JIb30BATENICH, aHATTU3 OTMETOK Ha KHIDKHBIX (POpMYJIipax WM JUCTKax BO3BpaTa
KHHUTHU, YKCTICPUMEHT.

Cratuctuyeckuil ananu3 o6uonroredynoro Gonma. Meros CTaTUCTUUECKOTO
aHanu3a. BuWIbl KOJMYECTBEHHBIX IIOKa3aTelei: aOCOMIOTHBIE TIOKA3aTelly,
OTHOCUTEJIbHBIC  TIOKazareau. HopmaTuBBI ~ OTHOCHTEIBHBIX  TOKasaTelien

O6ubmuoTedHoro (HoHAa U UX UCIIOJIH30BAHUE B OMOIMOTECYHON TTPAKTUKE.

5.2. MIPAKTUYECKUE 3AHATUSI.
[Ipaktuueckass padora Nel TexHosnorusi pazpabOTKH CTPYKTYPHOH MOJEIH

(boHa KOHKPETHOM OMOINOTEKH


http://pandia.ru/text/category/programmi_razvitiya/

[IpakTuyeckass  pabora  Ne2.  MudbopmanuoHHo-OubHorpadudeckas
00€eCrIe4eHHOCTh KOMITJICKTOBAHHUSI
[Ipaktuaeckast padora Ne3. YueT moCTyIieHUs U BHIOBITHS JOKYMEHTOB (Ha

0a3e Kakon-Tn00 OMOINOTEKH ).

5.2.1 [IpakTHyeckasi HOATOTOBKA
[Ipaktiueckoe 3anatue Ne 4. Tect «Yuer OMOTUOTEUHBIX (POHIOBY.
[Ipaktnueckass 3ansita Ne 5 Tema 3amstus: M3ydyenne  OuOIMOTEYHOTO

dbona

5.3. CEMUHAPCKHUE 3AHSTUAL.

Cemunapckoe 3ansatue Ne 1. buOnuoreunslil (oHJ B cUCTEME TOKYMEHTHBIX
dhoHI0B

Cemunapckoe 3aHaTtue Ne 2. ABTomMaru3aiys MpoleccoB (GOpMUPOBAHHE
oubmMoreuHoro Goxmaa.

Cemunapckoe 3aHatue Ne 3. AKTyallbHbIE MPOOJEMBI KOMITJICKTOBAHUS
JIOKYMEHTHBIX (DOHJIOB OMOIMOTEK

Cemunapckoe 3ansatue Ne 4, ConnanpHas 3ammTa oundaroreuynoro Goxma

Cemunapckoe 3ansatue Ne 5. CocTtaB M HCMOJB30BaHHE JTOKYMEHTHBIX
(OHIOB PIEKTPOHHBIX OMOIUOTEK

Cemunapckoe 3ansatue Ne 6. Yrpapienne OMOIHOTEYHBIM (POHIOM

5.4. CAMOCTOATEJIBHAA PABOTA OBYYAIOIIINUXCA

No Hasanue paznena (Temsi) Bugsr CPC No Bpewms
/ JTUCITUTUTHBI CeMeCT Ha
| pa U3YUYCHU
e,
BBITIOJTHE
HUE
3aJIaHus
1 | bubnmoreunsie  QoHIBI B CocraBnenue 5 10
COBPEMEHHOM 00111eCTBE KOHCIIEKTA,
MOATOTOBKA K
CEMUHapPY




2 | Teopus dbopmupoBanus CocraBnenue 6 8
OMOIMOTEYHOTO donma KOHCIIEKTa
:TIOHATHE W CYITHOCTh
3 | ®opmupoBaHue CocraBnenue 6 8
oubnmoreuHoro (QoHma Kak KOHCIICKTA;
TEXHOJOTHYSCKHUH ITUKIT MTOATOTOBKA K
CEMUHAPCKOMY
3aHITHIO
Paznen 2. KommiekroBanue 6ubauoreynoro Gpoxaa
4 | MonenupoBaHue CocraBnenue 6 10
OoubnroteuHoro Gpouaa KOHCTIEKTa
5 | IIpouecchl  KOMILJIEKTOBAHUS CocraBieHue 6 10
oubimoreuHoro GpoHa KOHCIICKTA;
MTOATOTOBKA K
CEMHUHAPCKOMY
3aHSATHIO
6 | JlokymeHTOCHAOXKEHUE CocraBiieHue 7 10
oubimoTeunoro GponHa KOHCIIEKTa;
MTOATOTOBKA K
CEMHUHAPCKOMY
3aHSATHIO; TTIOATOTOBKA
K MPAKTUYECKOMY
3aHSATHIO
Paznen 3. Opranuzaiust 6ubanorednoro GpoHaa
7 | Yuet bubnuoreynoro ¢oHaa CocraBiieHue 7 10
KOHCIICKTA;
MOATOTOBKA K
PAKTHICCKOMY
3aHSATHUIO
8 | [Ipomecch YIIOPSIOYEHHUS CocraBnenue 7 8
oubimoreunoro GpoxHma KOHCIICKTA;
Paznen 4. Ynpasnenue OubauoTeyHbIM HOHIOM
10 | Ctpyktypa ®u  GyHKIUH Cocrapnenue 8 8




yopaBieHusi OUOIMOTECYHBIM KOHCIIEKTa;

dborIOM MOATOTOBKA K
CEMUHAPCKOMY
3aHATHIO
11 | Uzyuyenue OMOIMOTEYHOTO CocraBnenue 8 10
donma KOHCITCKTa,

IIOATOTOBKA K

IIPAKTHICCKOMY
3aHITHIO

KonTponbhas pabota 6 20

3auer 6 20

DK3aMeH 58 40

CamocTosiTenbHast paboTa 00y4yaroUMXCs:

- TOATOTOBKAa K AayJuUTOPHBIM 3aHATHSM, B TEPBYIO OdYepedb, K
MPAKTHYECKUM U CEMUHAPCKHM;

- BBITIOJIHEHHE U O(OPMIICHHUE PA3IUYHBIX YUCOHBIX 3aJaHUN — KYpPCOBBIX
paboTt, pedeparoB, KOHTPOIBHBIX PA0OT U T.M. (B OMOJHEHHE K y4eOHOU paboTe
BO BpEMSI ayIUTOPHBIX 3aHATHI);

- CAMOCTOSITEIPHOE U3yUEHHUE OMPEICTICHHBIX PA3/IesiOB U TeM JUCIUILTUHBL;

- IOJTOTOBKA K TEKyIIeMy (IIPOBOJMMOMY B CEMECTPE) KOHTPOIIO 3HAHUM U
HABBIKOB (K KOHTPOJIbHBIM paboTaM, KOJUIOKBHYMaM, TECTUPOBAHUIO U T.11.);

- TIOArOTOBKA K WTOTOBOM aTTECTAallMU IO JUCIUIUIMHE (32 CEMECTp WU B
1ejaoM), eciau o0beM 3ToW  paboThl BKIIOUYEH B  TOCYJapCTBEHHOM
o0pa3zoBaTeILHOM CTaHJIAPTE B 00HEM JUCIUTLIINHEI).

[Ipu opranuzanuu BHeayJIUTOPHOM CAMOCTOSTEIBLHOM PabOThl MO JaHHOU
JUCHMIUIMHE TIPENOJaBaTeNl0 PEKOMEHIYETCS HCIIOJIb30BaTh CJEAYIOUIe €€
bopMBI:

NOJrOTOBKAa M HamucaHue pedeparoB, IAOKIAIOB, OYEPKOB M JAPYTUX
MUCHhMEHHBIX pa0OT Ha 3a/1aHHBIC TEMBI.

BBIMIOJTHEHUE JIOMAIIHUX 3aJaHuil pa3sHOOOpa3HOTO Xapakrepa. JTO -
pelieHue 3aaay; MNOA0Op W H3yYEHUE JUTEPaTypHBIX MCTOYHUKOB; MOA00p
WLTIOCTPATUBHOTO U OMMCATENIBHOIO MaTepuala Mo OTAENbHBIM pa3zesiaM Kypca B

cetu MIHTEpHET.



BBIITOJIHCHHUC MHAWBUAYAJIbHBIX BaﬂaHHﬁ, HaIpaBJICHHBIX Ha PAa3BHUTHC Y
CTYACHTOB CaMOCTOATCIbHOCTU U MHHULIUATHUBLI. I/IHI[I/IBI/II[yaJIBHOG 3a4aHUC MOXCT

IIOJIy4aThb KakK K&)KI[BIﬁ CTYACHT, TaK U 4aCTb CTYJICHTOB I'PYIIIIbI.

6. OHUEHOYHBIE CPEJACTBA JJIsl TEKYHIEI'O KOHTPOJIA
YCHEBAEMOCTH, IPOMEXYTOYHOM ATTECTAIIMHA 11O HTOT'AM
OCBOEHUSA JNCIHHUTIJIMHBI U YYEBHO-METO/JINYECKOE
OBECHEYEHUE CAMOCTOSITEJIbHOM PABOTHI OBYYAIOIIIUXCSI

Bormpocsl 3auera - 6 cemectp,
Bomnpock! 3x3aMeHoB — 5,8 cemecTp
BapUaHThI KOHTPOJIBHOU PaboThI 6 cemecTp,

3a1aHus JIsl CAMOCTOSITENIbHOM PaOOTHI.

BOITPOCBI 9K3AMEHA 5 cemectp
1. Ilenwu, 3a1auu u CTPyKTypa Kypca.
2. Pazpabotka Teopun (popmupoBaHus OUOIMOTEUHOTO (DOHIIOB B TPyAax
YYCHHBIX.
3. bubnmuoteunsrit GoHa Kak cucTeMa
OyHKIUK 6MOIMOTEYHOTO (DOHA.
[Tpusnaku 6ubmuoTeunoro ouaa.
CgoiicTBa OubIMOTEYHOTO (HOHA.

[TapameTpsl 6MOIMOTEYHOTO (POHAA.

© N o oA~

CrpykTypupoBaHue 6M0JIM0TEeYHOrO (hoHAA.

9. bubnuoreunsii (oOHI B CcHUCTEME JOKYMEHTHBIX KOMMYHHUKAITU
o01iecTBa.

10.  BzaumopeiictBue  OuOaMoTeuHblX  QoHIOB. PacnpeneneHHbIN
OoubMoTeuHbIN (HOHI.

11. Teopust popMupoBanusi 6MOINOTEYHOTO (POHTA.

12. IIpuHnume! 1 3akoHOMEpHOCTH (popmMupoBanus 6UOINOTEUHOTO HOHA.

13. Konuenmus moaHOTH OMOIHoTedHOro hoHaa.

14. Snpo 6ubmuoreyHoro GoHma.

BOITIPOCBHI 3AYETA - 6 cemecTp



1. Teopus orbopa JOKyMEHTOB B OMOIUOTEYHBIN (HOHI.
2. Texunomnorusi popMupoBanus 6ub6IMOTEYHOTO (POHAA.

3. CoBpemennoe JlokymeTHOCHaO)eHUEe OnbanoTex Poccum
BOITPOCBI DK3AMEHA - 8 cemecTtp

MonenupoBanue OnOIMOTEUHOTO POHIA

Opranu3aius KOMIIEKTOBaHUs OMOIMOTEUHBIX (DOHIOB.
HcTounnky 1 CriocOOBI KOMIUICKTOBaHUST OMOINOTEYHBIX (POHJIOB.
Buasr u popmel yueta 6ubimoreunoro Goxma.

Opranuzarnus yuera 6ubiInoTeqHoro Gpoxaa.

[IpoBepka 6ubIMOTEUHOTO (hOHAA.

Bapuantsl pazmenieHust 0udamoTedHoro Gpoxaa.

BapuaHTbl paccTaHOBOK OMOIMOTEYHOTO (POH/IA.

© o N Ok~ o0DdPE

Opranuzanusi XxpaHeHust OuOIMOTEYHBIX (HOHIOB.
10. Metoapb! u3yueHus: 6MOIMOTEYHOTO POHIA.
11. Crpykrypa ynpaBieHus OMOJIMOTEYHBIM (DOHIOM.

12. ®yHKIMM ¥ METOBI YIPaBIeHUS OMOIMOTEYHBIM (POHIOM.

7. YYAEBHO-METOJIUYECKOE U THOOPMALIMOHHOE
OBECIHEYEHUE JUCIUIIJINHbI

7.1. PEKOMEHAYEMAS JIMTEPATYPA

7.1.1. OCHOBHAASA JIUTEPATYPA

1. Mopesa, O.H. KommiekroBanue OubauoTeyHoro Qonma: yded.- MpaxT.
nocodue/ O.H. Mopena.- Cankr-IletepOypr: IIpodeccus, 2015.- 142c¢.

2. MopeBa, O.H. Opranuzanus Oubmuoreuynoro ¢onma: yued.- MpakT.
nocoobue/ O.H. Mopega.- Cankt-IletepOypr: IIpodeccus, 2012.- 128c.

3. MopeBa, O.H. ®opmupoBaHue JOKYMEHTHBIX (POHIOB[DIEKTPOHHBIN
pecypc]: yueb.mocobue / O.H. MopeBa. — KemepoBo: KemepoB. roc. yH-T
KyJlbTypbl U uckycctB, 2010. — 300 c.// YuuBepcurerckas oubiaroreka online: —
DIIEKTPOH.OHIL. cUCTeMa. -Pexxum J0CTyTIA:
http://biblioclub.ru/index.php?page=book_view&book_id=227755

4. Cromspos, FO.H. besonacHocts OubnmoredHoro ¢doHma: y4ded.- mpaxT.
noco6ue/ F0.H. Cronsipos.- Mocksa: Jlutepa, 2013. - 480 c.: u.


http://biblioclub.ru/index.php?page=book_view&book_id=227755

5. Cromnsipos, 0. H. bubnuoreunsiii ¢ponp | yueOHUK 11t By30B / CTOISpOB
0. H. — Mocksa : Ku. manara, 1991. — 271 c.

6. CtonmspoB, I0.H. Ympanenune OnbnuoredyHbiM (oHIOM [DISKTPOHHBIHA
pecypc]: ydeHo-mpaktudeckoe mocodome/ FKO.H. Cronspos// YHuBepcuteTckas
oubimoteka  online:  smekrtpon.6ubi.  cuctema. -  Pexxmm  mocryma:
http://biblioclud.ru/index.php?page=book&id=439363

7. CronsipoB, HO. H. ®opmupoBanue OuOIMOTEYHOTO (OHIA: TMPAKT.
nocobue / Cromspos 0. H.; MI'YKMU. - Cankr - IlerepOypr: IIpodeccus, 2015.-
508 c.: n.

8. Cranmaptel mo OubnmoreyHoMmy neny u Oubmmuorpaduu. — CaHKT —
[TetnepOypr : [Ipodeccus, 20c.

9. bubnmoreunoe neno: TepmMuHOIIOT. ciaoBapk / Poc.roc. 6-ka. — 3-e m3n.,
3HAUUT, iepepad. u non. — Mocksa, 1997. — 176 c.

10. bubGmuoteunsni Qoux : xpecromatus. — 4. 1—2. — MockBa :
MI'UK, .

11. CopaBounuk Oubnmorekaps / I[lom pen. A. H. BaneeBa, B. A.
Munkunoii. — Cankt-IlerepOypr : [Ipodeccus, 2000. - C. 54-90

7.1.2. JOITIOJIHUTEJIBHASA JIUTEPATYPA

1. AiiructoB, P.A. OOs3aTeNbHBIA SK3EMIUISP JJICKTPOHHBIX W3JAHUM:
aBTOPCKOE IMPaBO, TUMOJOrusa U coxpaHHocTsh/ P.A. Aitrucros// bubnuorpadus. —
2016. - Ne3. — C. 3-37.

2. Anekcanzposa, E. K. HanmonasnpHas nporpaMma coxpaHHOCTH (HOoHIOB /
Anekcannposa E. K. // Hayu. urexn. 6-kuNe 3. - C.

3. Amumunckui, JI. 3. KOMIO3UIIMOHHO-TJIAHUPOBOYHBIE PEIICHUS] U
TEXHMYECKOEC OCHAIICHHE HAyYHBIX OHMOJHUOTEK: OMOIMOTEKOBEAUYCCKH acrekT /
Ammunckuti JI. 3. - Kues, 1988. - C. 34-80, 161-215, 264-271.

4. AdanaceeBa, H. JI. KonuenryanpHbie OCHOBBI  (hopMuUpOBaHUS
pacnpenenennoro ¢ponaa / Adanacsea H. /1. // Becthuk BAENe 1.

5. barpoBa, M. W. ®opmupoBanue Oudbamoreunoro ¢ounaa: Ilporecc
NPUHATUSL PEIICHUI: TOJUTUKA pa3BUTUSA (POHIA, MPUHIMIBI O0TOOpa W3AaHUM,

aTarnbl KoMmIuiekToBanus : pedepat / barposa U. U. // bubmmorekosen. - Ne 4. - C.
143-153.


http://biblioclud.ru/index.php?page=book&id=439363

6. bace, I. b. bubnuoreunsiii peinok // Kuurousgarenbckuii OusHec: cO. CT.
/ bace 1. b. — Mockga : Byk Uem03p Mnatepusmmi, 1993. — C. 286—297.

7. beccrpemsanas, 0. C. IlepBuuHbld W BTOPHYHBIA OTOOp H3AaHUN [
beccrpemsianas 0. C., Menuukosa JI. [I. // bubnuorekoBenenune. — 1997. — Ne
1.-C. 32-36.

8. bubimorekn u apXWBBI B OKCTPEMAJBHBIX CHUTYyaIusx: MaTepuasl
MEXIyHap. oOydaromero ceMuHapa «buOIMOTEKM M apXWBBI B AKCTPEMATbHBIX
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7.2. CPEJICTBA OBECHEYEHUS OCBOEHUS JUCHUTIIJINHBI
7.2.1. METOOIUYECKHE MATEPHUAJIBI 1 MATEPHAJIBI IIO
BUJIAM 3AHATUN



TemaTuuyecKuil JIAH NPAKTUYCCKUX 3AHATHA

Ne HaumMmeHoBaHHe TEeMbI KoauuecTBO 4acoB 1o
n/n popme
00y4eHus
3a04Hasi
1 |IIpaktnueckas  pabora  Nel — TexHomorus 2

pa3pabOTKH  CTPYKTypHOH  Momenu  (oHma

KOHKPETHOM OMOINOTEKH

2 | Ilpaktuueckass pabora Ne2. HudopmarmonHo- 2
oubnmorpaduueckas 00€CTIe4eHHOCTh
KOMITJIEKTOBAHHSI

3 | IIpaktuueckas padora Ne 3. Yder mocTyrieHus 2

U BBIOBITHUS JIOKYMEHTOB (Ha 0a3ze Kakoil-nmubo

OMOIMOTEKN).

4 | Ilpaktuueckoe 3anstue Ne 4. Tect «Yuer 2

OMOIMOTEUHBIX (DOHIOBY.

5 | IIpakTuyeckas 3aHsTa No 5 Tema 2

3aHsATHA: PaccraHoBka OuOamoTeyHoro ¢hoHaa

METOAUYECKHUE MATEPHAJIBI JJIsd HNOATI'OTOBKH K

IHNPAKTHUYECKHUM 3AHATUAM
IIpakTnueckas padora Nel TexHosiorus pa3padoTKu CTPYKTYPHOIl
Moe i (poHIa KOHKPETHOM OMOJIHOTEeKH

[enb: u3yyeHue MuKpocpeabl OUOMMOTEKM — COCTaBa, BEIUYUHBI,
CTPYKTYpbI, UCIIOJIb30BAaHUE CYIIECTBYIOIIEro b®d, TeHIeHIUN ero pa3BUTHS.

3agaun:

- OCBOEHUE METOJ0OB MaTEMaTUYECKOIO0 MOJEIUPOBAHMS C HCIIOJIb30BAHUE
0a30BBbIX U OTHOCUTEIBHBIX MTOKa3aTelIel KOHKPETHON OMOIMOTEKH;

- aHAJIM3 JUHAMMKYU MOKa3aTesel 3a TpU roja W MPUHATHE HA 3TOH OCHOBE
YIIPABJIEHYECKUX PELIEHUM 110 COBEPLICHCTBOBaHUIO bD;

- pa3paboTka HOBOT'O BapuaHTa TE€MAaTUKO-TUITIOJIOTMYECKAro
komriektoBanus (TTIIK) Gubnmmorekw.

ba3oBbic mokazarenu:



- 00beM (ponna (D);

- 00veM noaonaa (dotp);

- KOJIMYECTBO MOCTYUBIITUX TOKYMEHTOB;

- KOJIMYECTBO BBHIOBIBIIUX IOKYMEHTOB;

- ToKkyMeHToBbI1aua (B);

- KOJIMYECTBO TOJIb30BaTeel (A).

3ajaHue: UCTONB3Yysl HMerolurecs: 0a3oBbie (AOCOJIIOTHBIE) MOKa3aTelu,
C/IeJIaTh PacyeT OTHOCHUTEJIbHBIX IMOKA3aTENe U CPABHUTh UX C HOPMATHUBHBIMH.

OTHOCHUTENIbHBIE TOKA3aTENH: PACCUUTHIBAIOTCS Ha OCHOBE Oa30BBIX IIO
cneruanbHbiM GopmysiaM. K OTHOCUTENBHBIM MTOKa3aTeNIsIM OTHOCSITCSI:

- obpamraemocts (O0);

- kHuroodecnedeHHocTh (K);

- yutaeMocTh (H);

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

- koa(ppuruent coorerctBus (Kc).

®dopma yuera: pazpaboTrka HOBOMl monaenu b®D ¢ yueroM ee NpPU3HAKOB
(TemMaTHKH, BUJA, SA3bIKA, SK3EMIUIIPHOCTH), CTPYKTYpPbl KOHKPETHON OMOIMOTEKN
Y YUTATEJIbCKUX 3alpOCOB.

[Ipumeuanue: PeanbHble 0a30BbIC II0Ka3aTesIn IIPENOCTABISAET

MPENo/IaBaTelb, UCIOJIb3Ys OTYEThI OMOINOTEK.

IpakTnueckas padora Ne2. HupopmaunonHo-oudamorpadpuieckasn
00eCne4YeHHOCTh KOMILIEKTOBAHUS

Ilens 3amanus: U3ydeHHE MOCOOMM, MCTIOIB3YEMbIX MJIi KOMIUICKTOBAHHS
oubnuoteunoro oHma.

dopma 3aHATHS: pelIeHUe TUTTOBBIX 3a7ad.

dopMa OTYETHOCTH: TIPAKTUKYM.

CopepxaHue 3aHATHUS: HA OCHOBE MOJIYYCHHOTO KOMITJIEKTAa KHUTOTOPTOBBIX
oubnmuorpaduuecKknx MOCOOH OCYIECTBUTh aHAIM3 3HAYMMOCTH KaXJI0T0 U3 HUX
U1 0O€ecTieyeH s CBOEBPEMEHHOT0 3aKa3a JOKYMEHTOB.

1. JlaTh XapaKTepUCTHKY MPOEKTa (KaTajiora, mpaic-aucra) onpeeieHHOro
U3J1aTeIbCTBA IO CIEAYIOUIEH cXeMe:

bubmmorpaduueckoe onrcanue mocoousi.

Xapakrtep mocoOus (TekyIee, MepCreKTHBHOE).
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[lepnoanyHOCTH BBIXOJA B CBET.

Cnoco0 cuctemaTu3aly MaTepuaia B Iocoouu.

Cnoco0 rpynnupoBKY MaTepuaia B pa3jenax.

OneHka KauyecTBa aHHOTALMM C TOYKHU 3PEHHS MOJHOTHI OCBEIICHUS TEMBI,
YUTATEJIbCKOTO Ha3HAYEHUS, U3JI0KEHUS MaTepurara.

[Tonurpaduueckoe ohopmieHIE TOKyMEHTA.

Hannuwne anekTpoHHOM BEpCHM TOKYMEHTA.

MeTtoauka 3aka3za OUOIMOTEKaMU JOKYMEHTOB 10 KaTaJory.

OxkazaHue CKUAOK M JBroT JJsi OUMONHMOTEK, pe3epBUPOBAHME TOBapa Ha
pa3INYHbIE CPOKHU.

1.11. [dyO6mupoBanue wuHdopmauuu B HWHTepHere, Ha BeO-caiiTe
U3/1aTeIbCTBA.

2. JIaTh XapakTepUCTUKY OJHOTO U3 HOMEpOB « KHIKHOTO 0003peHus»:

2.1. bubnuorpaduyeckoe onucaHue mocoousl.

2.2. XapakTtep nocobus (Tekyiee, IepCreKTUBHOE).

2.3. Uctounuku cHaOx)eHus 6nomotek « KHIKHBIM 0003peHueM.

2.4. Ctpyktypa « KHIKHOTO 0003peHus.

2.5. XpOHOJIOTUYECKUE TpPaHMIBI TOKYMEHTOB B pasnenax «KuHmkHOTro
0003peHUS.

2.6. XapakTepucTuKa CoJlep>KaHusl JOKYMEHTa C TOUYKH 3PEHUS CMBICIOBBIX
1 (OpMaJIbHBIX MPU3HAKOB.

2.7. Metoauka 3aka3a qureparypsl o «KHIKHOMY 0003peHUIO.

3. 3HayeHue Il KOMIUIEKTOBAHHS  OMOJIMOTEUHOTO dbonga
peKOMEeHIaTeNbHBIX OMOIHOTpadUIecKuX MOCOOUHN.

4. lenn wWCHIONB30BaHUA JJII NMEPBUYHOTO OTOOpa mocoOus «Y KHUKHOMN
MOJIKM»: €T0 TIOJIOKUTEIIbHBIE Ka4eCTBA U HEJTOCTATKHU.

5. OO06oOmieHHas XapaKTepUCTUKAa KHUTOTOPrOBbIX OuOIMorpaduueckux
mocoOuii B MOMOIIF KOMIUIEKTOBaHHIO. PeKOMEHJaIu 1Mo COBEPIIICHCTBOBAHHUIO
UX COJICpIKAHMUS.

PexomenmarensHas nuteparypa:

1. Bopxapn, I1. Konnenmus mMapketunra majis myOauvHbx Oouoimorek / I1.
bopxapn, ®noxaens; nep. ¢ Hem. — M., 1993. — C. 38-49.

2. Kosanenko, H. 1. O6HoBnenue ¢onma. Metoas! orieHkH U pacuera / H.
W. Koanenko // Hay4. u texa 6-ku. — 2002. - Ne 5. — C. 17-25.



3. Mapkuna, A. B. MogenupoBanue (oHma Kak croco0 KMpaBiIeHUs
komiutekToBanueM / A. B. Mapkuna // bubimoteka. — 1997. - Ne 1. — C. 20-21.

4. CnpaBounuk oubmuorekapst / Hayud. pen.: A. H. Banees, B. A. MunkuHa.
— 3-e u3a., ucnp. u poim. — CII6., 2005. — C. 57-94.

5. Crapymenko, I'. I1. 3aueM HykeH macnopT u kak ero cocraButh? / I'. I1.
Crapymenko // bubanoreka. — 2003. - Nel1. — C. 10-12.

6. Tepemmn, B. WM. buGmmoreunsiii ¢onm: yueOHoe mocodue/ B. M.
Tepemmn. — 2-e u3a. Mcnp. u gom. — M., 2003. — C. 47-55.

7. DOinemumnep, U. B. Crparerts dopmupoBanus ¢GHoOHAOB MTyOIMUHBIX
ouosmorek / U. B. Diinemuiep. — CI16., 1995. — C. 34-74, 108-120.

Pasnen 2. Teopus u Texnonorus GpopmupoBanust OudIoTedHoro GoHa.

Tema 7. KoMiuiekToBanue OUOIMOTEYHOrO (hOH/IA.

[IpakTiaeckas padora Ne 3 [lepBuuHbiii 0TOOp JOKYMEHTOB

[TepBuUuHBII OTOOP JOKYMEHTOB.

llens 3amgaHus: aHAIM3 JIOKYMEHTOB 10 CMBICIOBBIM U  (OpMajIbHBIM
KPUTEPHUSAM U IPUHATHE PELICHUS 110 BKIIFOUEHUIO UX B (POH]T OMOINOTEKH.

dopma 3aHATHS: pelIeHHe TUTTOBBIX 3a7ad.

dopma OTYETHOCTH: MPAKTUKYM.

Jlureparypa:

1. Cromspos, 0. H. DBomorus 0n61noTe4HOropOHI0BEICHNS: yUeOHUK /
Cromnspos, 1O., Kymmnapenko H. H. — M., 2007. — T'n.10.

2. AolrapsiH, A. KoMIuiekToBaHHE JieflaeT CTaBKy Ha riio0aibHyIo ceTh / A.
AorapsH // bubmaoreka. — 2000. - Ne 12. — C. 26 — 28.

3. Tepemwmn, B. . bubaunoteunsiii Gpoua: yued.mocodue / B. U. Tepermn.
— M., 2002. - C.

4. BecenoBa, M. B. Kpurepuum oneHkd wu3gaHuii, NpHOOpETaEMbIX
oubimotekoit / Y. B. Becenosa, C. A. SIcBernos // bu6in. neno XXI Bek.: Hayu.-
npakt. C6. — 2003. - Nel. — C. 144-151.

IpakTuyeckas padora Ne 3. YueT nocTymjieHus U BIOBITHSA
JOKYMEHTOB (Ha 0a3e KaKoH-JI1n00 OM0IMOTEeKH).
Lenp: BbIpabOTaTh YMEHUE OCYUIECTBIATH YUET JOKYMEHTOB, MOCTYAIOIINX
B (poH1 OMOIMOTEKH U BHIOBIBAIOIIUX U3 HETO.

3amaun:
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OcBouth (HOpMBI CYMMapHOTO U WHAMBUIYAIBHOIO y4eTa JI0KYMEHTOB,
OOyYHTHCS VX 3aMOJHSATS;

- HayuuTh COCTaBIATH aKTHI HA IPUEM W CIICAHUE JOKYMEHTOB 13 (GOHIA U
BECTU YYET BBHIOBIBAIOIIUX JIOKYMEHTOB.

dopma otuera: oOpasipsl (komuu) ¢popm yuera GoHaa.

3ananue Nel.

OdopmuTte nBE MapTUX MOCTYIHUBIIAX JOKYMEHTOB:

- IlepBast B KOIMUYECTBE S 3K3EMILIAPOB MOJyUYEHA B 1ap OT YUTATENEH;

Btopas B kommdectBe 15-20 sk3eMIuIsipoB MOCTynWiIa W3 Mara3uHa
(6uOIMOTEYHOTO KOJIJIICKTOPA).

JIist 3amucu MepBOM MapTUX MOA00paTh JHOOBIE KHUTH, KEIATCIBLHO II0
pa3oBbEIM oTpaciasM 3HaHWK. OQopMHTH HAa HHX JOKYMEHT W TPOU3BECTH
CyMMAapHBbII U UHAUBHUYaJIbHBIN YYET.

Bropyto mapturo momobpatb M3 4YKMCIa TOCJIEIHUX TOCTYIUICHUM.
CkonupoBaTh y4eT-HAKIAQHYIO, TMPUCIAHHYI0 C JOKyMEHTaMH, U MPOU3BECTHU
CYMMapHbIi U MHAUBUAYAJIbHBIN yyeT. OQOpMHUTH CONTPOBOIUTEIBHBIN TOKYMEHT
n noasectu urorn 1-M wactm KCVY, cuurasg cBOM 3ammcH €IWHCTBEHHBIMH B
KBapTare.

3aganne Ne2.

Pazpabortats «llyTh KHUTH» B TIpollecC€ BBIOBITUS TI0 CIETYIOIIUM
npuYrHAM: TeQEKTHBIC, TyOJICTHBIE, BETXHE, YCTAPEBIIHNE TOKYMEHTHI, a TaAKXKE —
UCIIOPYEHHBIE B BHUAY KaKUX-JTHOO OOCTOSATENBhCTB. M3 dHClIa MOCTYNMHBIIHMX
u3aHuii 0hOPMUTH BBEIOBITHE 5 KHUT 1O Jt000# mpuunae. [logBectn uroru Bo 2-i
yactu KCVY.

Ota yacTh paboOThl MOXKET OBITH BBIMOJHEHA HAa TMEYaTHBIX (opmax ydeTa
WM Ha popMax, HAaUepPTaHHBIX B TETPAJIH IO 0Opa3IaM.

Pexomennyemas mureparypa:

1. BaHoBa, E. B. [lepeonienka 0ubauoredHoro ¢poHaa B 00pa3oBaTeIbHBIX
yupexxaenusax / E. B. UBanosa, JI. K. IllekoBa // CoBetHuk Oyxranrepa B chepe
obpazoBanus u Hayku. — 2000. - Ne 3 (7). — C. 37 — 42.

2. MutpodanoBa, C. I'psmer mpoBepka, kak ee opranuzoBat? / C.
MuTtpodanosa // He3zaBucumslii Onbaroreunsiii anpokar. — 2001. - Nel. — C. 8-21.

3. Tepemmn, B. WM. Bubmuoreunsiii ¢oua: ydebHoe mocodoue / B. U.
Tepemmn. — 2-e w3, ucnp. u gom. — M., 2003. — C. 84-86, 90-100.



4, IunoB, B. B. VYuer u mnepeolieHka OUOIMOTEYHBIX (POHJIOB.

Hopmuposanue Henoctaun / B. B. Ilunos // bubnuoteka u 3akon. — M., 2000. -
No8. — C. 198-213.

5. Awntononsckuii, A. b. AkTyanbHble TMpOOJEMbl y4e€Ta U PETUCTpAIUU

9JIEKTPOHHBIX pecypcoB / A. b. Antononsckuii, A. b. Autononsckas // bubin. neno
XXI Bek: Hayu.-npakt. C6. — 2003. - Nel. — C. 133-137.

6. MenbHaukoBa, JI. I1. OCHOBBI CpEJICTB U CUCTEMa OyXrajarepckoro ydera /

JI. T1. MenbaukoBa, C. B. Murpodanosa // bubiaroreka. — 2003. - Ne9. — C. 22-25.

IIpakTuyeckoe 3ansitue Ne 4. Tect «Yuer OMOJINOTEYHBIX (DOHTOBY.

L[GJ'IB 3aJlaHusA: IIPOBCPUTH 3HaHUuA CTYACHTOB I10 TEMC

OHOIMOTEUHBIX (POHIOBY

dopma 3aHITHSA: TECT

dopMa OTYETHOCTH: PE3yJIbTAThl TECTUPOBAHUS.
Yacts 1. BBoJ JOKYMEHTOB B OMOIMOTEUHBIN (OH/I.
1. Kaxkue rpadbl COCTaBISIOT UHBEHTAPHYIO KHUTY?
a) JaTa 3aIncH;

0) oTMEeTKa O BBHIOBITHH,

B) oTAexa GoH/a;

') HOMEp 3aIKCH 0 MOPSAKY;

1) ”HBEHTapHbI HOMED;

€) OTKyJia IOCTYITAIN TOKYMEHTHI;

) HOMEp WJIH JIaTa COTIPOBOAUTEIIBHOTO TOKYMEHTA,;
3) aBTOp M Ha3BaHUE JJOKYMEHTA;

1) KOJMYECTBO SK3EMILISIPOB;

K) TOJl U3JaHUs;

7) CymMMa;

M) pOCIIUCH OyXrayirepa;

H) 1ICHA;

0) OTMETKA O MIPOBEPKE;

n) cocrout Ha 1.01... rox;

P) MECTO U3JIaHuUsl.

2. Ha xakux ypoBHSX IPOU3BOJUTCS yueT Oubnauoreynoro ¢ponaa?

a) OOIIM1 rOCy1apCTBEHHBIN;

«Yuer



0) CTaTUCTUYECKHUIA;

B) BHYTpHUOHUOIMOTEYHBI;
T) CEeUaTu3upPOBaHHBII;
1) IO BUJIaM JJOKYMEHTOB;
€) HOPMaTUBHBII;

) CTaHJIapTU3UPOBAHHBII;
3) (PMHAHCOBBIN;

1) KJ1accu(UIMpPOBAHHBIH;
K) perjJaMeHTUPOBAHHBIN;
J1) CyMMAapHbIii;

3. Uro sBnsieTcs equHuIei yuera Gouaa?
a) Ha3BaHUE;

0) meyaTHOE U3JIaHHCE;

B) JIEKTPOHHOE U3/1AHUE;
I') TOJJOBON KOMILIEKT;

1) 3JIEKTPOHHBIN MTPOIYKT;
€) IEKTPOHHBIN pecypc;
) KHUKHBIA TaMSITHHK;

3) apXUBHBINA IOKYMEHT;

1) MY3EHHBIN MpeaMET;

K) OJTHOPO/IHBII IOKyMEHT;
J) eTUHUYHBIN TOKYMEHT;
M) 3K3EMIISIP;

H) aBTOMAaTH3MpOBaHHAs 0a3a TaHHBIX,
0) METPOIIOJIKA;

) MOJIINBKA;

P) KOJUIEKIIHUS;

c) Oporrtopa;

T) JOKYMEHT;

y) KHHTH;

¢) uznanue

X) MaTepHuabl,

1) MUKPO(OPMBEI.

4. Kakwue rpadsl cocraBusitor KCY?
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a) JaTa 3aIucH;

0) OTMETKA O CIIMCAHHH;

B) oTnen GhoHAa;

I') HOMEp 3aIlUCH T10 TIOPSIKY;

1) ”HBEHTapHbBIA HOMED;

5. Kakwe BuIBI [TOKYMEHTOB TOJIeKaT (aKyIbTaTUBHON

WHIMBHUIYyaJIbHOTO y4eTa B MHBEHTapHOW KHUTE?
a) KHUTH;
0) razeTsi;
B) *KypHAJIBI;
r) ABJI;
1) KapThl;
€) HOTBHI;
) KOMITaKT-JJUCKU;
3) MUKPO(OPMBI;
1) DJICKTPOHHBIEC JOKYMEHTHI,
K) HEOMMyOJIMKOBAHHBIN TOKYMEHTHI,
J) MyJbTUMEHUA;
M) 00s13aTENbHBINA IK3EMILIISP.
6. B kakoit ¢hopMe OCyIIeCTBISIETCS CYMMAapHBIN y4yeT?
a) MapTUSIMH MTOCTYIUJICHHS,
0) UHIMBHIyaIbHOE MOCTYIUICHHUE;
B) TOJIOBOI KOMILJIEKT.
7. ®opMbl HHAUBUIYAJIBHOTO YUeTa:
a) KHUYKHAS;
0) UHBEHTapHas;
B) JINCTOBAS;
I') aKT-CIIHCOK;
1) KapTO4Has;
€) YYETHBII KaTaJIorT;
) Oe3bIHBEHTapHas;
3) y4eTHasi KapTOuKa JOKyMEHTA;
1) PETUCTPALIMOHHAS KHUTA YYETHBIX KapTOUeK;

K) pacre4yaTka HHBEHTApHOW KHUTH Ha KOMIIbIOTEPE;

dbopme



J1) B MaIlIMHOIIUCHBIX (haiiax;

M) Ha JUCKE, JUCKETE;

H) peecTp.

8. Kakue W3 HMXKeEnepeuucleHHbIX JOKYMEHTOB OTHOCATCS K JOKYMEHTaM
BPEMEHHOT'O XpaHEHUSI U HE CTaBsTCS Ha O6anmaHc?

a) JTMCTOBKU,

0) GpomTIopHI;

B) IJIAKaThlI,

T') aTJachl U KapThl;

1) CD-ROMEr;

€) KpaeBequecKas JUTepaTypa;

) HEOITyOJINKOBaHHBIC IOKYMEHTHI,

3) IuTeparypa no OUOIMOTEKOBEICHUIO;

W) KyJIMHAPHBIC KHUTH.

9. Kak olieHMBaIOTCA KHUTH Ha CIIMCaHue?

a) C yU4E€TOM IMEePEOLEHOYHOTO KOAPUIINEHTA;

0) ¢ yueToM HOMUHAIBHOM ((haKTUUECKOI) CTOUMOCTH;

B) C IEPEBOJIOM Ha PHIHOYHYIO CTOUMOCTH;

T') C y4€TOM YPOBHS HH(IISIINY;

1) C Y4€TOM JIEHOMUHAIUU PyOJIs;

€) C y4eTOM HOPMaTHBOB U3HOCA;

) 10 JaHHBIM OyXTalaTepCKOro y4eTa;

3) mo 0aTaHCOBOM CTOMMOCTH,

M) 1O 1IeHEe TPUOOPETCHHUS;

K) 110 BOCCTAHOBJICHHOM (II€HE) CTOMMOCTH;

J1) TIO0 IECSITUKPATHOM CTOMMOCTH;

M) KO3 (ULHUEHT KPAaTHOCTU HE OTPAaHUYHUBAETCS.

10. Ilepeumcnure ydeTHbIE U OyXrajaTepCKHUE HTOKYMEHTBI, HEOOXOIUMBbIE
JUTst opOpMIICHHS aKTOB Ha BBIOBITHE TIOCIIC TIPOBEPKU OMOIMOTEUHOTO (hOHA!

a) KBUTAHIIUM CJIaY¥ B MaKyJaTypy;

0) cueTa KHUTOTOPIOB;

B) KBUTAHIIMHU O(POPMIICHHS OMUCKH;

I') aKThl HA CIIUCAHUE;

1) OJIaHKW Ha 3aKa3bl;
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€) HaKJIaJIHbIE;

) IyTEBbIE JIUCTHI IEPEIAYN NAPTUH BHYTPU OMOINOTEKY;

3) TeTpaab y4eTa 3aMEHbI 3aMEHbI YTEPSHHBIX;

n) UK u KCVY;

K) aKThl CBEPKU 0CO00 IIEHHBIX JOKYMEHTOB Ha HAJIMYUE;

1) aktbl cBepku MK u KCY ¢ Oyxranrepckumu JOKyMEHTamu;

M) YHTATENbCKHE (POPMYIISIPHI;

H) aKThl IOCJIE NPEIbIIYLIIUX IPOBEPOK.

11. Kakwue cBefeHUs 0 JOKYMEHTE HEOOXO0UMBbI TIpH 0(POPMIICHUH aKTOB Ha
BBIOBITHE?

a) HIHBEHTapHbIE HOMED;

0) WTpUXOBOM OAp-KOL;

B) O€3bIHBEHTAPHBIN HOMED;

') aBTOp U Ha3BaHMUE,

1) KO3 PUITUEHT MMePEOIICHKH;

€) 1IeHa;

) CTOUMOCTB;

3) KOJIMYECTBO IK3EMILISPOB;

n) No 1/

K) PETUCTPAIMOHHBIA HOMEP YUYETHOU KapTOUKH;

1) nata 3amucu B KCY, UK;

M) HoMmep 3anucu B KCV;

H) MECTO U TOJl U3JaHus;

0) otnen ¢onaa mo bBK.

12. Kakue 11eHbl YKa3bIBAIOTCS B aKTE HA CIIMCaHue?

a) 0 MpaBuUjIaM CIIUCAHUS;

0) 11eHa TOCJIe MEPEOLICHKH;

B) HOMHHAaJIbHAS 1ICHA;

T) IIeHa ¢ y9eToM Kod(dpuimeHTa nepeoreHku;

1) IIEHa ¢ YY€TOM HEeCKOJbKUX KOA()PHUITMEHTOB;

€) 1IeHa C YY€TOM CYMMBI IICH.

Pexomennyemas nuteparypa:



1. UBanoga, E. B. Ilepeonienka oubnuoredHoro ¢poHaa B 00pa3oBaTeIbHBIX
yupexxnenusx / E. B. MBanoga, JI. K. IllekoBa // CoBetHuk Oyxrainrepa B chepe
obpazoBanms u Hayku. — 2000. - Ne 3 (7). — C. 37 — 42.

2. Mutpodanora, C. I'psmer mpoBepka, kak ee opranuszoBath? / C.
Murtpodanosa // HezaBucumslii Ondimoreunsiit agsokar. — 2001, - Nel. — C. 8-21.

3. Tepemmn, B. V. bubmuoreunsiii ¢ona: ydedHoe mocodbue / B. U.
Tepemmn. — 2-¢ w3, ucnp. u gom. — M., 2003. — C. 84-86, 90-100.

4, Ilwmos, B. B. VYuwer wu mnepeornenka OUOIMOTEUHBIX (DOHIOB.
Hopmupoanue nepoctaun / B. B. Illumnos // bubnuoteka u 3akod. — M., 2000. -
Ne8. — C. 198-213.

5. Awntononwsckuii, A. b. AkTyanbHble TpOOJEMBbI y4e€Ta U PETrUCTPALMH
AJIEKTPOHHBIX pecypcoB / A. b. AHTononbsckuid, A. b. Autononbsckas // bubmn. nemno
XXI Bek: Hayy.-mipakT. C6. — 2003. - Nel. — C. 133-137.

6. MenbaukoBa, JI. I[1. OCHOBBI CPe/ICTB U cCHCTEMa OyXraJTepcKoro y4era /
JI. I1. MenbuukoBa, C. B. Mutpodanosa // bubnuoreka. — 2003. - Ne9., — C. 22-25.

IIpakTuyeckas 3ansita Ne 5.
Tema 3anaTus: Udyyenue 0u0IH0TEYHOT0 (POHIA.

Henp 3anstusa: OueHka kadecTBa JaHHoro QoHma wunu noadoHaa,
YCTaHOBJICHHE €T0 CHJIbHBIX U CITA0BIX CTOPOH.

ConeprxkaHue ¥ METOIMKA BHITIOJHEHUS PAOOTHI

3agaHue COCTOUT U3 3 YacCTEN:

YacTts 1.

CTyAeHT H0KeH MO3HAKOMHUTHCS ¢ METOIaMHU U3ydeHus (GoHaa:

a) 03HAKOMUTKCS C COJIEpKAaHUEM JOKYMEHTA MpU 00pabOTKe MOCTYIUICHHUS,
MIPY TIOJITOTOBKE BBICTABOK, MEPE] BbIIaueii U IPU PACCTAHOBKE JOKYMEHTOB,

0) npoBecTH aHaau3 POPMYJIIPOB MOIH30BATEINICH,;

B) IPOAHAJIU3UPOBATH OTMETKU HA KHIKHBIX (POpMYIIsipax.
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TemaTuyecKUil JIAH CEMUHAPCKUX 3AHATHH

HanMeHoBaHuUe TeMbI KoaunyecTBo 4acoB no
dopme
n/n o0yueHust
3a04Hast
1 | Cemunapckoe 3ansatue Ne 1. bubmmoreunsrit 2

¢doHI B cCTeME TOKYMEHTHBIX (DOHIOB

2 | Cemunapckoe 3ansatue No 2. ABTomaTu3aIus 2

nporeccoB  (GopMupoBaHHe ~ OMOIMOTEYHOTO

dbonaa

3 | Cemunapckoe 3anstue Ne 3. AkTyanbHbIC 2
npoOjeMbl  KOMIUICKTOBAaHUS  JIOKYMEHTHBIX

dboHm0B OMOIHOTEK

4 | Cemunapckoe 3ansatue Ne 4. ConpanbHas 3amura 2

OoubnroteuHoro GpoHaa

5 | Cemunapckoe 3ansitue Ne 5. CocraB wu 2
UCIIOJIb30BaHUE JTIOKYMEHTHBIX dhoHI0B

AJICKTPOHHBIX OMOINOTEK

6 | Cemmunapckoe 3ansitue Ne 5. Vmpasnenue 2

OubIMOoTEYHBIM (HOHAOM

METOANYECKHE MATEPHAJIBI A HOATI'OTOBKHN K

CEMUHAPCKUM 3AHATUAM
Cemunapckoe 3ansitue Ne 1. bubaunoreunsiii GoHa B cucreme
AOKYMEHTHBIX (DOH/10B

Lenb: oxapakTepu30BaTh CUCTEMY IOKYMEHTHBIX (DOHIOB Pa3IMYHBIX
YUPEXKJIEHUN U OpraHu3aluii; pacCMOTPETh OOIIME U OTIUUYUTEIbHbIE YEPTHI B
mporieccax ux (GOpMHUPOBAHUS, PACKPBITh B3aMOieiicTBHE OMOIMOTeYHOTO (DOHIa
C IOKYMEHTHbIMU (hOHIAaAMU

dopMa CEMUHAPCKOTO 3aHATHUS: PEIICHHE MPOOJIEMHON CUTYAIIHH.

@dopma OTUETHOCTU: KOHCIIEKT, YCTHBIA OTBET.

Bomnpocs! 1ist 06cyxnenus:

1. OOmras xapakTepUCTUKA CUCTEMBI JOKYMEHTHBIX (DOHJIOB.

2.0cHoBHbI€ fepxkaTenu JoKyMeHTHbIX ¢hoHa0B. CoctaB J{d.




3. B3aumocBsI3b TOKYMEHTHBIX ()OHIOB PA3TUIHBIX OpTraHU3aIUH C
OMOJIMOTEUHBIM.

4. IIpoueccel GopMUPOBaHUS JOKYMEHTHBIX (POH/IOB.

Jlureparypa:

1. Cronsipos, 0. H. JlokymeHTHBII pecypc: yue0.nocobue / Cronspos HO.
H. — M.: JIu6epus, 2001. — 150 c.

2. Croisipos, 0. H. DBomrorust Onbimoteunoro gpouaosenenus / CToJspos,
1O. H. ; Kymnapenko, H. H. — M.: ®AWP, 2007. — I'n. 10.

3. Cronsipos, 0. H. bubmuoreunsiii poun: yuednuk/ FO. H. Cromnsipo. —
M., [mnaTa, 1991. —270 c.

4. TepemmH, B. U. JlokymenTrbie Gpouabl: yued.mocodue / B. U.
Tepemmn.— M., 1997. — 74 c.

5. I'agacun, B. A. OT 10KyMeHTa — K 3JIEKTPOHHOMY JOKYMEHTY:
cucreMHsle ocHOBBI / B A. T'amacun. — M., 2001. — 192 c.

6. Kopass, JI. M. Kuaura — my3seii — 6ubnuoteka / JI. M. Koanb // Kuura:
uccienoBanus u Marepuaisl. — M., 1993. — C6. 64. — C. 423-53.

7. MaceBuu, B. JInunsie coOpanust — peHOMeH KynbTypbl / B. MaceBuu //
bu6mmoteka. — 1998. - Ne6. — C. 36-42.

8. Tepemun, B. U. JInunas oubnmorexa — 6udanoreka? / B. U, Tepermn //
bubimorekosenenue. — 1997. - Ne 5/6. — C. 65-70.

9. Tepemun, B. U. [1epBas moHorpadust o yactHoMm codpanuu / B. 1.
Tepemmn // budnuoreka. — 2002. - Nel. — C. 64.

10. Homamruss oubaroreka / mox oomr.pea. B. C. Kpetinenko. — Cno.:
[Tpodeccus, 2002. — 320 c.

11. IlaBeipkuHa, H. A. JInunas 6ubnuoTeka: KyJabTypHO-UCTOPUICCKUAN
ananus / H. A. IllaBeipkuna. — M.: o103, 200. — 200 c.

12. Koznoga, E. . Peinok anextpoHHbIX pecypcos / E. U. bubnuoreka. —
2005. - Ne 3. — C. 38-41.

Cemunapckoe 3ansitue Ne 2. ABTOMaTH3allUsA MPOLECCOB
¢popmupoBanue OMOJIHOTEIHOT O (POHAA.
Llens: naTh XapaKTepUCTUKY aBTOMATU3UPOBAHHBIX OUOIMOTEYHO-
MH(OPMAIMOHHBIX CUCTEM U UX MOAYJIEH; PACKPHITh OCOOCHHOCTHU MCIOJIb30BAHUS

HOBBIX MH(OPMAIIMOHHBIX TEXHOJIOTHIA B (GOPMHUPOBAHUH TOKYMEHTHOTO (hOHJIA.
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dopMa CEMUHAPCKOTO 3aHATHUS: PELIEHHE MPOOJIEMHON CUTYAIIUH.

dopMa OTYETHOCTH: KOHCIIEKT, YCTHBIN OTBET.

Bompocsr qist 06cyxneHus:

1. Xapaxrepuctuka ABUC.

2. ABTOMAaTH3alMs KOMIUIEKTOBAHUS, yueTa U XpaHEeHUs OUOIMOTEYHOrO
donma.

3. IIpob6reMbl aBTOMATH3AIIUH MPOIIECCOB, CBSA3aHHBIX ¢ (POPMUPOBAHUEM
donma.

Jlureparypa:

1. T'epacumosa, JI. H. ABromaTtu3zanus nporeccoB hopmupoBanust bd:
yueb.mocooue / JI. H. 'epacumona. — M.: MUK, 1988. — 84 c.

2. EBcturueena, I'. A. Cucrema aBromaru3anuu 6udianorek UPBHC — B
KOMILIEKTOBAHUW MHOCTpaHHBIX xKypHaloB / I'. A. EBcturneesa // Hayu. ntexH. 0-
ku. — 2000. - Ne12. — C. 31-34.

3. Illpaiioepr, S1. JI. OcHOBHBIC MOHATHS U MPUHIIKIILI pa3pabotku ABUC /
. JI. Ulpaiibepr. — M., 2000. — 126 c.

4. T'nyxos, B. DnexrponHas nocraBka gokymeHtoB / B. ['myxos, O. JlaBpuk
I/ 6ubmmoteka. — 2000. - Ne 7. — C. 34,

5. JassimoBa, H. P. ®oHbI 371€KTPOHHBIX JOKYyMEHTOB B Oubaroreke / H.
P. aBwinoBa // Hayu. utexu. 6-xu. — 2005. - Ne 2, — C. 60-65.

6. 3omotoBa, H. FO. DnekTpoHHBIC KHUTH U UX UCIIOJIb30BaHUE B
oubnanorexax CIILIA / 3omotosa, H. 0. // Bubnaunoreku 3a pyoeskom: cOOpHUK. —
M.: Pynomuno, 2002. — C. 52-76.

7. HenmamkoBckas, T. A. Co3nanue 2JIGKTPOHHBIX (DOHIOB B IMyOJTUYHBIX
ounonmotexkax ®pannuu / T. A. HenamkoBckast / bubnnoreku 3a pyoexoM:
coopHuk. — M.: Pynomuno, 2002. — C. 27-51.

8. Bacunbuukosa, T. H. HoBbie nH(OpManimoHHbie TEXHOJIOTUH B
coxpanHocTH kamkHOTO ¢oHna / T. H. Bacuiburkosa // TlapagurmeiX X1 Beka:
nH(pOopMaImoHHOE 00IIECTBO, MH(POPMAITMOHHOE MUPOBO33PEHUE,
uH(pOpMaITMOHHAS KYJIbTypa: MaTepuaiibl MexayHap. Hayu. kond. — Kpacuonap,
2002. - C. 325-327.

9. Memkoga, JI. JI. HoBble TexHOJIOTHH B yueTe Oubnuoteunoro donma / JI.
JI. MemikoBa // Yuusepcuter. Kuura. — 2001, - Ne 7. — C. 16-109.



10. DnekTpoHHBIE pecypchl peruoHa: mpoOJeMbl CO3IaHUS U
B3aMMOMCIIONIL30BaHus: MaTepuaisl pernoH. Hayud.-npak. Koug. / TTIHTB CO
PAH. — HoBocubupck, 2005. — 340 c.

11. Kauanuna, B. B. MBA u anextpoHHas 10CcTaBKa JOKYMEHTOB:

coBpemennbie TeHaennuu / Kauanosa, B. B. // bu6in. aemo — XXI Bek.- Hayd. —
npkT. C6. — 2008. - Ne2. — C. 220-250.

Cemunapckoe 3ansaTue Ne 3. AKTyajibHbIe PO0JieMbl KOMILJIEKTOBAHUS
JOKYMEHTHBIX (POHI0B OMOIMOTEK

[ens: mpeacTaBiieHUE XapaKTEPUCTUKH KOMILJIEKTOBaHUS ONOIMOTEUHOTO
boHaa; pacCMOTPETh HICTOYHUKH, CITIOCOOBI U (POPMBI JOKYMEHTOCHA0XKEHUS
OMOIMOTEK U ONPENEIUTH MPOOJIEMbI CHA0KEHUS TOKYMEHTHOTO (hOoHAA.

dopma CEMUHAPCKOTO 3aHATHUS: PEIICHUE TPOOJIEMHON CUTYaLIUU

®opma OTYETHOCTH KOHCIIEKT, YCTHBII OTBET.

Bomnpocs! 1u1st 06cyxneHus:

1. KomnekroBanue (poHA0B OUOIMOTEK B HOBBIX SKOHOMHYECKUX
YCJIOBHSIX.

2. VIctounuku, criocoObl U (POPMBI TOKyMEHTOCHAOKEHUST POCCUICKUX
OnOINOTEK.

3. HMcnonb3oBaHue HOBBIX HH()OPMALIMOHHBIX TEXHOJOTUH B
KOMILIEKTOBaHUM (OH/IA.

4. KHmwxHBIA paHOK KaK OCHOBAa KOMILJIEKTOBaHUS (POHIOB OMOIMOTEK.

5. IIpobnemsbl obecnieuenusi OMOIMOTEK HOBBIMU MOCTYIICHUSMH U ITYTH UX
pEILICHMS.

JIutepatypa:

1. Cyxopyxkos, K. M. O6s13aTenbHbIi 3K3eMIUIsIp B cTpaHax 3amana / K. M.,
Cyxopyxkos // bubnuorpagmus. — 2000. - Ne 5. — C. 28 — 30.

2. Borauesa, P. 1. KommiekroBanue ¢poH10B: paBoBoii craryc / P. W.
borauesa // bubnuorekoBenenue. — 2000. — Ne 1. — C. 36 — 50.

3. Iletyxoga, E. JI. CoBpeMeHHBIE TEXHOJIOTUH KOMIUIEKTOBAaHUS KHUKHbBIX
donmos / E. JI. [Teryxona // Hayu. utexH. 0-ku. — 2004, - Ne 2. — C. 68 — 71.

4. CapazetauHoB, P. I'. [Touck MexaHU3MOB B3aUMOJICHCTBUS
KHUTOPACTIPOCTPAHUTENSI M OMOIMOTEKN B 3MOXY MH(OpMAIIMU: KTO 3a1a€T TOH /
P. T'. Capazernunos // Hayu. urexs. 6-ku. — 2005. - Ne 3. — C. 33 — 36.



5. bakeiikun, C. JI. KumkHbIH peIHOK U (hOHIBI OMOIMOTEK: TTPOOIEMBI
B3aumocssseii / C. /1. bakerikun // bubnmnorexkoBenenune. — 2004. - Ne 5. — C. 118 —
124,

6. Bukepu, [I. Peopranuzanus B bpuranckoi Ou0IM0TEKE € HETbIO OTIIAIKH
npoliecca KOMIJICKTOBAaHUS 3JICKTPOHHBIX pecypcos / 1. Bukepu // Hayu. urexs.
0-xu. — 2001. - Ne 3. — C. 113 - 118.

7. EBcturneesa, I'. A. ®opmupoBaHue U COXpaHHOCTh (POHIOB.
B3anmonelicTBre cyOBeKTOB KHUKHOTO phIHKA ¢ Onbimotekamu / . A.
EBcturneena // Hayu. utexu. 6-ku. — 2002. - Ne 4. — C. 5 - 20.

8. Jlenckuii, b. B. U3natenbckoe neno — ocHoBHas 06a3a hopMUpPOBaHUS
donoB poccuiickux o6udnuorek / b. B. Jlenckuii // Hayu. urexH. 6-xu. — 2002. -
Ne 4, —C.21-27.

9. Topaon, C. A. KommnekroBaHue B yCIOBUAX Aeduinta 6roaKeTa — OmbIT
3apyOexHbIx yHHBepcuTeTckux onbmorek / C. A. I'opnon // KommbrorepHast
TEXHUKA U TEXHOJOTUU B OMOIMOTEKaX HaKaHYHE TPEThEro ThICSUeneTus: cO.
Hayu. Tp. [TIHTB Poccun. — M., 1999. — C. 38 — 56.

10. Buxpesa, I'. OT60p u3ganuii 1yist OMOINOTEKH B STIOXY
NEPEeMEH: aKCHOJIOTHYeCKu acnekT // KHUKHBIA MUp CETOHS M 3aBTpa:
MexayHap. Hayd. kord. I1o mpodiemam kuurosenenus: te3. JJokia. — M.: Hayka,
2002. - C. 224 — 226.

11. Tuxonosa, H. OnTumanbsHbIi pa3Mep TeKyIiero komriekroBanus / H.
Tuxonosa // bubanoreka. — 2002. - Ne 11.

12. Bepauranuesa, JI. A. JlapeHus kKak HCTOYHHK monojaHeHus ¢pouaos / JI.
A. Bepauranuesa // bubanoreka. — 2004, - Ne 2. — C. 73 - 77.

Cemunapckoe 3ansitue Ne 4. CouuajbHasi 3aliuTa 0U0JIM0TEIHOT 0
¢ponaa
enb: TIpenctaBuTh XapakKTEPUCTUKY COIMATIBLHOM 3aIIUThHI OMOIMOTEYHOTO
dboHma; pacCCMOTPETHh OTBETCTBEHHOCTh COTPYIHUKOB OMOIMOTEK U MOJIh30BaTEICH
32 COXpPaHHOCTh OMOIMOTEYHOTO (hOHA.
dopma CEMHUHAPCKOTO 3aHATHUS: PEIICHUE MTPOOJIEMHON CUTYaIIUH.
dopma OTUETHOCTU: KOHCIIEKT, YCTHBIA OTBET.

Bomnpock! aist o0cyxaeHus:
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1. 3akoHOAaTeNbHBIE U HHCTPYKTUBHO-METOIMYECKUE MATEPUAIIBI 1O
npobiieMe coxpaHeHus 6udbmuoreyHoro Goumaa.

2. YOpunnyeckas OTBETCTBEHHOCTh OMOIMOTEKapel U MoIb30BaTeNeH 3a
COXPaHHOCTh IOKYMEHTHOTO (OH/A.

3. Kuuru B OubnmoTekax: myTH NpeJoTBPAILICHUE XUIIICHUS.

4. CoBpemeHHbIE CIOCOOBI coxpaHeHus: oudanoTeunoro ¢ponnaa (oundponka
JOKYMEHTOB U JIPYTHE).

Jlureparypa:

1. Hob6pycuna, C. OctopoxHo, uznyuenue! / C. Jloopycuna //
bubmuoreunoe neno. — 2004. - Ne 6. — C. 31 — 33.

2. Ilanommaukos, A. E. BopoBcTBO B OMbMmoTekax Kak 3THYECKas
npooiieMa // Mup 6udmuorek cerogus. — 1997. — Bemm— C. 49 — 59,

3. Kimoes, B. K. KommiekcHas cucreMa S5KOHOMHUYECKON 3aIUThI
oubsmoteunbix GoumoB: mero. [Tocooue / B. K. Kimtoes, I'. U. TaprakoBckwuii /
[MTHCXBb PACXH. — M., 1995. — 36 c.

4. Cronsipos, FO. H. Kak coxpanutb OMOIMOTEUHBIA (POHI: CEKPETHI
craporo kauroxpanurens: npakt. [Tocooue / FO. H. Ctomnsipos. — M.: [Ipoduznar,
2001. — 254 c.

5. HamnumonasbHas mporpamma coxpaHneHusi oudanorednoro gouma PO //
OpueHTHpbl KyIbTypHOU MOaUTHKU: UHPOpM. BbIm. — 2000. - Ne 8. — C. 39 — 42.

6. EBcturneena, I'. A. @opmupoBaHne U COXpaHHOCTH (POHIOB.
B3aumonericTBre CyOBEKTOB KHUKHOTO phIHKA ¢ Onbsmorekamu / I A.
EBcturneesa // Hayu. utexn. 0-xu. — 2002. - Ne 4, — C. 5 - 21.

7. Kpacunsuukos, T. KomneHncanus 3a notepro oubmmoreunoi kauru / T.
Kpacunbaukos // HezaBucumeblit nbanoreunsiii aapokar. — 1999. — Beimn. 1. — C.
47 —48.

8. BebOep, X. Oundposka kak Metos odecreucHus: coxpannoctu? / X.
Bebep, M. Jlepp. — M., 1999. — 48 c.

9. Jlanres, I'. I'. HoBoe B o0ecreueHnu COXpaHHOCTH OMOTHMOTEYHBIX
donmos u katamoros / I'. I". Jlarrres // bubmmoteka. — 2005. - Ne 1. — C. 29 — 32.

10. JTrorosa, H. K. Jlomxauku — B 30He nocsaraemoctu / H. K. JIrotosa //
bubmuorteka. — 2005. - Ne 5. — C. 55 — 56.

11. ITpokypsikoBa, O. B. A 3a nmopuy wiu HeBo3BpaT Kk cyay? / O. B.
[Tpokypsikosa // bubnmoreka. — 2004. - Ne 9. — C. 29 — 30.



Cemunapckoe 3ausaTue Ne 5. CocTaB U HCHOJIb30BAHME JOKYMEHTHBIX
(p)OH/I0B 3TIEKTPOHHBIX OUOJIHOTEK

Lens: onpenennTs TOKYMEHTHbIN (OH/I STEKTPOHHONU OMOINOTEKH,
OCOOEHHOCTH €T0 COCTaBa U MUCIOJIb30BaAHUA.

dopma CEMUHAPCKOTO 3aHATHUS: PEIICHUE TPOOJIEMHON CUTYaIIUH.

dopMa OTYETHOCTH: KOHCIIEKT, YCTHBIN OTBET.

Bompocsr qist 06cyxaenust:

1. Co3nanue IeKTPOHHBIX Bepcuil (YOHIOB TPATUITMOHHBIX OMOINOTEK.

2. CocrtaB (onnoB MHTEpHET-OMOINOTEK.

3. IlepcrekTuBBI pa3BUTHS POHIOB IEKTPOHHBIX OMOIHOTEK.

Jluteparypa:

1. Ulpaiibepr, 4. JI. Ha nytu k co3nanuto koHuenuuu HannonanbHoM
anexTponHoi oudsmoreku / 5. JI. lpaiioepr // Hay4. urexn. 6-ku. — 2000. - Ne 3.
- C.10-14.

2. Bapranoga, E. JI. IHTepHET 1711 K&KA0TO: peanbHOCTh win yronus / E.
JI. Bapranosa // Uaudopmarmonnoe oodmectBo. — 2000. - Nel. — C. 40 — 43.

3. Byrpoga, T. H. HoBbie Texnomoruu — HoBbie 3Hanus / T. H. byrposa //
Nudopmarmonnsiii pecypebl Poccun. — 2000. - Ne 3. — C. 10 — 11.

4. 3onotoBa, H. FO. DnekTpoHHbIN KHUTH U X UCIIOJIH30BAaHUE B
oubimotekax CIHIA // bubnuoteka 3a pyoesxom: cOopHUK. — M.: Pynomuno, 2002.
—C.52-76.

5. Henmamkosckas, T. A. Co3nanue 37€KTpOHHBIX (POHIOB B IMMyOJIMYHBIX
ounbmorekax dpannuu // bubaroTeka 3a pyoexoM: COOPHHUK. - M.: PynomuHoO,
2002. - C. 27 - 51.

6. Barposa, H. 0. bubnuoTeku u snexTponHbie qokymentsl / U. TO.
barposa // buonmuotexosenenune. — 2000. - Ne 3. — C. 43 — 46.

7. MaiictpoBuub, T. B. IIpo6iemsl popmupoBanus GOHAOB FJIEKTPOHHBIX
noxkymenToB / T. B. Maiictposuu // Hayu. utexs. 6-ku. — 2000. - Ne 10. — C. 37 —
42.

8. 3emckoB, A. W. DnexTpoHHbIC OMOIMOTEKH: YueOHUK 11715 By30B / A. .
3emckoB. — M.: JIuGepes, 2003. — 352 c.

9. Apmc, B. Dnektponnbie 6ubnuoreku: yued.nocoodue. — M.: BUHUTH,
2000. - 274 c.



10. Morunenko, O. H. TexHosorus co3aaHusi 3JeKTPOHHON OHOIHOTEeKH /
O. H. Morunenko // bubnuoTeka u accoruauy B MEHSFOIIEMCSI MUPE: HOBBIC
TEXHOJIOTHH U HOBBIE ()OPMBI COTPYAHHUECTBA: TpyAbl KoH}. — M., 2002. — C. 199
— 204.

11. Bucnsiit, A. W. Dnexrponnsie 6ubmuorexu Poccuu. [Ipo6iemsl
dbopmupoBanus 1 ucnois3oBanus / A. V. Bucnblii // BubnuoTekn u accoruariu B
MEHSIOIIEMCS] MUPE: HOBBIC TEXHOJIOTHH 1 HOBBIE ()OPMBI COTPYAHHYESCTBA: TPYIbI
koH}p. — M., 2001. — T.1. — C. 298 — 304,

12. Byansb, B. A. Dnekrponnsie u3nanus / Byans, B. A. — CI16: bXB —
[Terepoypr, 2003. — 506 c.

Cemunapckoe 3anatue Ne6. Yipapienre OuOIMoTedHbIM (HOHIO0M

METOJINYECKUE MATEPHAJIBI JIJI1 KOHTPOJIbHOM
PABOTbBI

Bapuant Ne 1. Yuer 6ubmoreunoro ¢gonaa

IInan 3amanus:

1.  OxapakrepuszyiTe BUIOBYIO M  THUIIOJOTHYECKYID  CTPYKTYpPY
oubnuoTeunoro GoHma.

2. llepeuncnute HOPMATHUBHO-NIPABOBBIE JIOKYMEHTBI, OIpPEACIAIONINE
cucteMy yuyera (pOHIOB OMOIMOTEK pa3HbIX TUIIOB U BUAOB, (OPMBI U METOJIUKY
BEJICHUA yYeTa.

3. Kakuwe Buapl yuera [OKyMEHTOB CYIIECTBYIOT B Oubmmorexax?
XapakTepHbl U OHU Ui JaHHOW OuOnnorekn? OCHOBHBIE U JIOTOJHUTEIbHBIC
eIMHULIBI yUeTa.

4. CyMmmapHbIil yyeT OubnmuoredyHoro (oHga — ero 3ajgadv, 0COOCHHOCTH.
VYkaxute Ha3BaHUS IOKYMEHTOB, B KOTOPBIX OCYILIECTBISIETCS CyMMAapHbIN Y4YeT,
ux CcTpyktypy. [lpunoxure o6pa3ibl 0OpMIIEHHBIX JOKYMEHTOB Ha MOJHOCTHIO
YUTEHHYIO MapTHIO.

5. Ha ocHOBaHMM KaKHX JOKYMEHTOB IMPOU3BOAMUTCS 3aIMCh MOCTYIICHUI B
Kuaury cymmapnoro yuera (KCVY)? Ilpunoxure 3anojiHeHHYIO HopMy.

6. WuauBuayanbHbll yueT — ero 3HadeHue, Qopmbl. Kakue dopmbl
UHAMBUIYQJIBHOTO Yy4eTa MpUHATBI B JaHHOW Oubmuorexku? Ilpunoxure

3aMoJHEHHYIO (OpMY.


http://pandia.ru/text/category/novie_tehnologii/
http://pandia.ru/text/category/novie_tehnologii/

7. OcobGeHHOCTH y4yeTa B OMOIMOTEKe OPOIIIOp BPEMEHHOI'O XPaHECHUS

8. PackpoiiTe MeTOAWKY pETHCTpAllUd TEPUOAUYCCKUX  W3TAHHM.
[Ipunoxxkute 3anoaHEeHHYIO HOpMY.

9. B kakux ¢opmax perucTpupyroTcsi ayAuOBU3yalbHbIE U DJIEKTPOHHBIC
JIOKYMEHTBI?

10. Kakune OMOIMOTEKH OCYIIECTBISIIOT YUET TOKYMEHTOB Ha OCHOBE aKTOB
dbopmbI?

11. CymecTByeT Jii CBS3b MEKIYy CYMMapHBIM U MHAUBUAYATHLHBIM YIETOM
oubnuoreunoro ¢ouaa? PackpoiiTe Ha KOHKPETHBIX IPUMEPAX.

12. PackpoiTe TEXHOJIOTHMI0O CYMMapHOTO M HWHJIWBHUIYaJIbHOTO Yy4eTa
JIOKYMEHTOB C YKa3aHHEM IOCIIE0BATEILHOCTH OMEpAIlfil U ATAIOB.

13. HckmoueHue nwmTepaTypbl W3 OMOMMOTEYHOTO (HOHAA: TPUIHHBI
BBIOBITHS, TIOCJIEI0OBATEILHOCTE 0(OPMIICHUS BHIOBIBIIIEH JTUTEPATYPHI.

14. Kak perucTpupyroTcsi JOKYMEHTHI, MPUHATHIE OT YUTaTeliel B3aMEH
yTepsiHHBIX ? [IpuiiokuTe 3amoHeHHy0 popMy.

15. DNeKTpOHHBIM y4eT JOKYMEHTOB. YUET Pa3HbIX BHUIOB AJIECKTPOHHBIX
pecypcoB: ceteBbix M aBToHOMHBIX (CD, DVD, mucketsi). Mcnonb3oBanne APM
«Kommekratop».

Jlureparypa:

1. TOCT 7.20-2000. Bbubmuoreunast craructuka // CrangapTel 110
oubmoreuno-uHpopMarmonHon nesitensHoctd / coct.: T. B. 3axapuyk, O. M.
3yceman. — CII6.: [Tpodeccus, 2003. — C. 191 — 200.

2. Nuctpyknus o6 ydere oudbmmoreunoro ¢onna // bubmmoreka u 3akoH. —
M.: JIuGepest, 1998. — Boim. 5. — C. 242 — 252.

3. Murpodanora, C. B. Yyer oubnmorednbix Gponmaos: meroa.mocobdue / C.
B. Mutpodanona. — M.: IIpoduzaat, 2001. — 159 c.

4. Crunspos, 0. H. Dpomorus 0ubiarotreuHorooHI0BeACHNS: YIeOHUK /
1O. H. Ctunsapos. — M., 2007. — I'n. 10,11.

5. Tepemwmn, B. U. bubaunoteunsiii Gpoua: yued.mocooue / B. U. Tepermn.
— 2-¢ m31., ucnp. u jgom. — M.: MI'VKU: IIpoduzmar, 2002. — C. 90 — 99.

Bapuant Ne 2. MeTtoabl u3yuenusi 6udanorednoro gponaa

[Inan n3manus:



1. JlaliTe XapakTepUCTHKY SKOHOMHMYECKOTO M KYyJIbTYpHOro mpoduis
MUKpOpaiioHa, B KOTOpOM (YHKIMOHMPYET OMOIHMOTEKa; pacKpote o0beM,
TUTIOJIOTHYECKYI0O M BHUIOBYIO CTPYKTYpPY MOKYMEHTHOTO (OHMAQ; TEPECUUCITHTE
OCHOBHBIE KaTeTOPUH IOJIH30BATEIICH.

2. BpmuimmTe OCHOBHBIE IMOKazatenu OuOimmoreuyHoro ¢onmga uz «Kuuru
cymmapHoro ydeta» (KCVY) B Tabmuily, ocTaibHble KOJIWYECTBEHHBIE KPUTEPUU
HEO0OXOMMO BBIYUCIIHUTH 1O (hOpPMYyJIaM.

Cratuctuueckue JaHHbIE IO OMOTUOTEYHOMY (POHTY

[Tokazarenu 6ubGaMOoTEeYHOrO (hOHIA TI'onsr
2017 2018
ab
abc. % C. 9

bubanoreunslii gong (D) Bcero

BT. Y. O6HICCTBCHHO-HOJII/ITI/I‘IGCK2UI JIUT.

(OTLJT)

€CTeCTBEeHHO-HayuHas auteparypa (EHJI)

CEJIbCKOE XO3SIMCTBO (C/X)

TCXHHKA

HCKYCCTBO U CIIOPT

SA3BIKO3HAHUC

XYOOKECTBCHHAs

ACTCKas

Knurosbinaua (B) Bcero

00IIIECTBEHHO-TIOJIUTUYECKAS

CCTCCTBCHHO-HAYy4YHAasA

CEJILCKOE XO3SIHCTBO

TCXHHUKA

HCKYCCTBO U CIIOPT

A3BIKO3HAHHUC

XYOOKECTBCHHAA
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ACTCKas

YuraeMocTh

Kaurooo6ecneyeHHOCTH

OopamaemocTs

Koan4yecTBo unraresiei (A)

CyMMa CPEACTB HA KOMIIJIEKTOBaAHHUE

IIpuodpereHo 10OKyMeHTOB (3K3.)

Bpi0bL10 (3K3.)

3. Ilpoananm3upyiiTe JaHHBIE T[OKa3aTeIM 3a HECKOJBKO  JIET.
OxapakTepu3yiTe COBpEMEHHOE COCTOSIHUE OMOIMOTEYHOrO (POHA.

4. BHecuTe TMpeasio)K€HUE IO  YIy4ylIeHH0 (HOpMHUpPOBaHMUS U
UCIIOJIb30BaHUs JOKYMEHTHOTO (poHAa.

Jluteparypa:

1. CnpaBounuk oubmmotekaps / Hayd. pen.: A. H. Banees, B. A. MunkuHa.
— 2 —e m3x., ucnp. u jpom. — CIIb.: IIpodeccus, 2005. — C. 57.

2. Cronspos, 0. H. bubmuoreunsiit poua: yueonuk / 0. H. Cronspos. —
M., 1991. - C. 125 - 130, 118 — 120.

3. Tepemmwn, B. U. bubauoreunsiii Gpoua: yued.mocodue / B. 1. Tepermn.
— 2—e. u31., ucnp. u gom. — M.: MI'VKU: [Ipoduznar, 2000. — 174 c.

METOANMYECKHUE MATEPHAJIbBI JJId  OPrAHM3AIUU
CAMOCTOSATEJBHOM PABOThHI

TemaTuka nucbMeHHBIX pedepaToB

Pedeparbl obecneunBaroT 3akpemyieHHEe W YIIIyOJeHHe TeOpEeTHUECKUX
(GoHIOBEAUECKUX 3HAHUM, MOJYUYEHHBIX B IPOLIECCE CAMOCTOSITENBHON PadOThHI
CTYJCHTOB C UCTOYHHKaMHU. B pedepaTe HOIKHBI OTpakaTbcs pa3inyHbIE TOUKH
3peHHUs CIEeNUATUCTOB OMOTMOTEUHOTO Jelia Ha paccMaTpUBaeMyro mpoldiieMy, B
XapaKTEPUCTUKE pa3pabOTaHHOCTH TE€Mbl HEOOXOJUMO JaTh COMOCTABUTEIbHYIO
OLICHKY OTEYECTBEHHBIX U 3apyOeKHBIX JOCTHXKEHUN B 00sacTU (HOPMUPOBAHMS
donma. Ocoboe BHHUMAHHWE JODKHO OBITh YJIEJIEHO PACCMOTPEHHUIO HOBBIX

CBEICHMI 1O wHcciaeayeMoil mpobieme. Tematuka pedepaToB MOCBsIIEHA



npobsemam GopMupoBaHUsS OUOIMOTEYHOTO (HOHIA, PEIICHUIO CHUTYAIIMOHHBIX
3a]1a4 [0 KOMIUIEKTOBAHUIO U OpTraHu3anuu (oHAa JOKYMEHTOB:

1. V3yuyeHue UCIONb30BaHUS JOKYMEHTHBIX (POHIOB OUOIHOTEK.

2. Hayunble ucciaenoBaHus poOCCUNUCKUX U 3apyOEKHBIX OMOIMOTEK B
obsactu popmupoBaHus HoHA.

3. XapaKTepucTHKa CHCTEMbI TIOKyMEeHTHBIX (hoHI0B Poccuu.

4. TIpobGiemMbl coxpaHHOCTH OMOIMOTEYHOTO (DOH/IA U TIYTH UX PEIICHUSI.

5. Hcnonp3zoBanue HHPOPMAIIMOHHBIX TEXHOJIOTUN TTPHU (HOPMHUPOBAHUH
oubsmoreuHoro Goumaa.

6. Cucrema TOKyMeHTOCHAOKEeHUS OUOIHOTEK.

7. KoMIiekroBaHue OMOJIMOTEK 3JIEKTPOHHBIMU JJOKYMEHTaAMHU.

8. ®oHaBI TPaBOBOM IUTEPATYPHI B OUOIHOTEKAX.

9. ®opmupoBanue GPOHIOB BY30BCKHX OMOIHOTEK.

10. KommiiekToBanue GpoH/10B OMOIUOTEK SISl IETEH.

11. Teopus u npakTUKa 0TOOpa JOKYMEHTOB B OMOIMOTEUHbIE (DOHIBI.

12. TIpob6nemsr popmupoBanus GoHIA KpaeBEAUESCKON M HAIMOHATIBLHOM
JUTEPATYPHI B MyOJIUYHBIX OMOJINOTEKAX.

13. BbesonacHocTh OMOIMOTEYHOTO (hOHIA.

14. ®opmupoBanue HOHIOB TEXHUUECKOU JTUTEPATYPHI.

BOIIPOCHI AJ51 CAMOITPOBEPKH

1. bubnuoreuyHslii POH] KaK CUCTEMA, CBOMCTBA M1 OCHOBHBIE KOMITOHEHTHI.

2. CtpykTypupoBanue 6mbmmuoreqyHoro poumaa.

3. OOecnedeHrne COXpaHHOCTH OMOIMOTEYHOTO (POHIA C MOMOIIBIO HOBBIX
TEXHOJIOTHH.

4. VIcTOYHUKHU U cIOCOObI TOKyMEHTOCHA0KeHUsT OMOIMOTEK.

5. MHTepHeT-pecypchl B TOMOIIb KOMIUIEKTOBAHUIO OMOIMOTEYHOTO (DOHA.

6. OwmnnaitHoBbIW W o@ualiHOBBIN  QoHabl Oubnmoreku. IIpobdiema
YUpEeXKICHUS, BIaICHUS U TOCTYyTIA.

/. 3amaud U METOJbI U3yYEHHUsl COCTaBa M MCIIOJIb30BAHUS OUOIMOTEUHOTO
dboHpa.

8. CyuHocTh ¥ MPUHIHUIIBI (POPMUPOBAHUS OMOIMOTEYHOTO POHA.

9. CratucTuueckuil aHaiM3 COCTaBa M MCIOJIB30BaHMUs OMOJIMOTEUHOrO

dboHaa, ero MeToIuKa.
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10. Craguu MapKeTHHroBOro IHKIa GOpMUPOBaHUS OUOIUOTEYHOTO
donma.

11. Maremaruueckasi Mojieib OubanoTedyHoro GoHaa.

12. Teopus saapa 6ubauoreunoro gonyaa. OcOOEHHOCTH siipa B MACCOBBIX U
Hay4YHBIX OMOJIMOTEKAX.

13. ®axTopsl, BIUSIOUINE HA COXPAHHOCTh OMOIMOTEYHOTO (HOHA.

14. Pasmemenue b®: 3amaun, TpeGOBaHMUs, CITOCOOHI.

15. MoaenupoBaHue B TMpoIlecce yIpaBieHUs OubamoredyHoro ¢oHa,
OCHOBHBIE TUITBI MOJIEJICH.

16. Bropuunblii o0TOOp HOKYMEHTOB B Tipoliecce (pOpMUPOBAHUS
OonbnuoTedHoro (oHaa, KpUTEPUU U METOIHKA.

17. CrpykrypHas (TE€MaTUKO-THUIOJOTHYECKAs) MOJEIb OHOIMOTEUHOIO
¢doHa, ee KOMIIOHEHTHI M METOIMKA Pa3pabOTKH.

18. bubnuorpaduyuecknii MOHUTOPUHT B KOMIUIEKTOBAaHUM OMOJIMOTEUHOTO
dbonma.

19. CemaHTH4eckue pacCTaHOBKH OMOIMOTEYHOTO POHIA.

20. Pasmemenue ¢GoHIAa MpU OTKPBHITOM JAOCTYTE: 3aqadd, TpeOOBaHUS,
CIIOCOOBI.

21. CymuocTHbIie QyHKIIMN OUOIMOTEYHOTO (hOHA.

22. HWudopmannoHHoe oOecredyeHue KOMIUIEKTOBAHUS OMOIMOTEYHOTO
dbonna.

23. Yder 6ubmuoreyHoro GoHaa: GyHKIMH U BUIBI, TPEOOBAHUS K YUETY.

24. CommanbHas 3anuTa OuomoTeyHoro GoHmaa.

25. CTpykTypa ynpapieHUus OUOIHMOTEYHBIM (POHIIOM.

26. MapKeTUHrOBBI ayAuT B TIPOIIECCE YIPABJICHHUS OWOIMOTEYHBIM
dhoHIOM.

27. Teopus orbopa.

28. OCHOBHBIE HANpaBICHUS aBTOMATH3aLMU IMPOIECCOB (HOPMHUPOBAHUS
oubnuoteunoro oHma.

29. Teopwus mosHOTHI OMOIMOTEYHOTO (POHTA.

30. BiugHHMe TEIEKOMMYHHMKAIMOHHBIX TEXHOJIOTMM Ha  CHOCOOBI
dbopMUpOBaHUSI TOKYMEHTHBIX PECYPCOB OMOIMOTEKHU.

31. MapketuHroBas KoHuenmus (GpopMmupoBaHus OuOIMOTEYHOTO (PoHA,

METO/MKA €€ pa3paboTKH.



32. bubmuoreunbit GOHI B cUCTEME JOKYMEHTHBIX (DOHIOB CTPaHBI.

33. Konuenius pacnpeaeneHHOro HallMOHATBLHOTO (POH/IA CTPAHBI.

34. BzaumonelicTBue 6MOIMOTEYHBIX (POHIOB MPHU UX (HOPMUPOBAHUH.

35. IIpoBepka 6ubmuoTeyHoro (GoHaa: 3a1a4i ¥ METO/IBI.

36. Cucrema «Kuuru B HanMuuMu U B Me4aTtu» B npoiecce HOpMUPOBAHUS
oubmuoTeunoro GoHma.

37. CucreMa 00513aT€ILHOTO IK3EMILTSIPA.

38. PaccranoBku 6ubanoreynoro Gonaa GpopmaabHOro THIIA.

39. PaccranoBka 6ubnuoreunoro ¢onaa. TpeOoBaHUS U BUIBI.

40. dopmupoBanue OUOIUOTEYHOrO (HOHJA KaK TEXHOJOTUYECKUM ITUKII,
€ro OCHOBHBIE TIPOIIECCHI.

41. HanumoHanbHasi mporpaMma COXpaHeHusi OMOIMOTEUHbIX (POHIOB.

42. TpeboBanus kK TeXHONIOTHH (popMHUpoBaHUS OMOIMOTEUHOTO POHA.

43. KomrekroBanue 6uOIMoTeqyHoro GoH/Ia, BUJIBI U ITAIIbI.

44, MexayHapoJHBIH JOKYMEHTOOOMEH KaK CII0COO  IOIOJIHEHUS
oubmoreunoro gponaa. MeTouka ero BeJACHUS.

45. KoucepBamusi  OubnuoreyHoro  ¢oHaa. MexIyHapoaHOE  CO-
TPYJIHUYECTBO B ITON 00JIACTH.

Tect «YueT 0M0AMOTEYHBIX POHIOBY.

eab 3aJaHUA:TPOBEPUTH 3HAHUSI CTYIEHTOB 10 TEME «YUeT
OMOIMOTEYHBIX (POHIOBY

dDopMa 3aHATHATECT

dopmMa 0TYETHOCTH:PE3yJIbTAThl TECTHPOBAHUAI.

Yacts 1. BBoa JOKYMEHTOB B OMOIHOTEUHBIN (POHST.

1. Kakue rpadsl cocTaBisitoT ”THBEHTAPHYIO KHUTY ?

a) JaTa 3aIucH;

0) OTMETKa O BHIOBITUH;

B) oT/ea PoHa;

') HOMED 3aIUCH T10 MOPSIKY;

1) THBEHTAPHbBI HOMED;

€) OTKyJia IOCTYITIN TOKYMECHTHI;

) HOMEp WJIH J]aTa COMPOBOAUTENLHOIO JOKYMEHTA;

3) aBTOP U Ha3BaHUE JOKYMEHTa;

1) KOJIMYECTBO IK3EMILIIPOB;



K) TOJl U3JaHUs;

1) CymMMa;

M) POCIIUCH OyXTanTepa;

H) IIEHA;

0) OTMETKa O MPOBEPKE;

) coctout Ha 1.01... rox;

P) MECTO W3/IaHHUS.

2. Ha xakux ypoBHSIX IPOU3BOJIUTCS yueT OubmuoreyHoro pouaa?
a) oOIIMi roCcy1apCTBEHHBIMH;
0) CTaTUCTUYECKU;

B) BHYTpHUOUOIMOTEYHBI;

I') CIIELHAIM3UPOBAHHBIN;

1) TI0 BUJIaM JOKYMEHTOB;

€) HOPMaTUBHBIN;

) CTaHJIapTU3UPOBAHHBIM;
3) (DMHAHCOBBIN;

1) KJaccu(UUUPOBAHHBINH;

K) perjlaMeHTUPOBAHHBIH;

J1) CyMMapHBIii;

3. Uro sBnsercs enuuuiien yuera gonmaa’?
a) Ha3BaHUE,

0) meyaTHoe U3JaHue;

B) DJIEKTPOHHOE U3JJaHUE;

I') TOJIOBOM KOMILJICKT;

1) JIEKTPOHHBIN MPOIYKT;

€) DIEKTPOHHBIN pecypc;

) KHUKHBIA TAMATHUK;

3) apXMUBHBINA JOKYMEHT;

1) My3€UHBIN peIMET;

K) OJHOPOJIHBIN JOKYMEHT;
J1) €eTMHUYHBIN TOKYMEHT;

M) DK3EMILISP;

H) aBTOMaTU3UpOBaHHas 0a3a JaHHbBIX;

0) METPOIOJIKA;



1) TIO/IIIUBKA;

P) KOJUIEKIIHUS;

¢) Oporropa;

T) JOKYMEHT;

y) KHUTH;

¢) n3nanue

X) MaTepUabl;

1) MUKPO(GOPMBI.

4, Kakwue rpadsi cocraBisitor KCY?

a) JaTa 3aIucH;

0) oTMeTKa O CIIHCaHUH,

B) oTaen ¢hoHAaa;

') HOMEp 3aIMCHU MO MOPSAKY;

J1) ”HBEHTapHbBIA HOMED;

S. Kakue BUIbI TOKYMEHTOB MOJICKAT (PaKyIbTATUBHON opMme
VMHJIMBUIYAJIbHOTO Yy4Y€Ta B MUHBEHTAPHOW KHUTE?

a) KHUTH,

0) ra3eTsl;

B) *KypHAJIBI;

r) ABJI;

1) KapThl;

€) HOTBHI;

) KOMIaKT-IUCKU;

3) MUKPO(OPMBI;

1) DJICKTPOHHBIC IOKYMEHTHI,

K) HEOMyOJIMKOBAHHBIN TOKYMCHTHI;

J) MyJbTUMENA;

M) 00s13aTeNIbHBIN HK3EMILISP.

6. B kakoii (hopme oCymiecTBIsSIeTCS] CyMMapHbIN yueT?

a) MapTUSAMH TTOCTYTUICHHUSI;

0) UHIUMBUTyaIbHOE MOCTYILJICHUE;

B) TOJIOBOM KOMILJIEKT.

7. @dopMbl HHIUBHUIYATIBHOTO YUETa:

a) KHUKHAS;



0) MHBEHTapHas;

B) JIUCTOBAS;

T') aKT-CITUCOK;

1) KapTO4Has;

€) YUYETHBIN KaTaJor;

) Oe3bIHBEHTapHAas;

3) yueTHasi KapTouka JOKyMEHTa;

1) pETUCTPAIIIOHHAS KHUTA YISTHBIX KapTOUeK;

K) pacredaTtka HHBEHTapHOW KHUTU Ha KOMITbIOTEPE;

J) B MallIMHOMIUCHBIX (aiinax;

M) Ha JUCKE, TUCKETE;

H) peecTp.

8. Kakue u3 HiKenepeunciIeHHbIX JOKyMEHTOB OTHOCSITCS K
JIOKyMEHTaM BPEMEHHOTO XpaHEHUs U HE CTaBATCA Ha OanaHc?

a) JINCTOBKH;

0) OpoIItopHI;

B) IJIAKaThI;

I') aTJachl U KapThl;

1) CD-ROMpr;

€) KpaeBeaueckas JIuTeparypa;

) HEOITyOJIMKOBAaHHBIC IOKYMEHTHI,

3) IuTeparypa no OUOINOTEKOBEICHUIO;

1) KyJIMHAPHBIC KHUTH.

Q. Kak orieHMBaroTCS KHUTH HA CIIUCaHuE?

a) C Y4ETOM IEePEOIeHOYHOTO KOdhDUIMEHTA;

0) ¢ yyeToM HOMUHAJILHOH ((DaKTUUECKOM) CTOUMOCTH;

B) C MIEPEBOJIOM HA PHIHOYHYIO CTOUMOCTb;

') C y4€TOM YpOBHS UH(IISLINH;

1) C y4eTOM JICHOMHUHAITUH PyOJIs;

€) C yUeTOM HOPMAaTHUBOB U3HOCA,

) 10 JaHHBIM OyXTalaTepCKOro yyerTa;

3) 1o 0ajJaHCOBOM CTOMMOCTH;

1) 10 1IeHEe TPUOOPETEeHHUSI;

K) 110 BOCCTAHOBJICHHOM (1I€HE) CTOUMOCTH;



J1) MO JECATUKPATHON CTOUMOCTH;

M) KO3(PHUIMEHT KPAaTHOCTU HE OTPaHUIHBACTCS.

10. Ilepeuncnute ydeTHbIE U OyXTralTEepCKHe JOKYMEHTbI, HEOOXOIUMBIE
711 0hOPMIICHUST aKTOB Ha BBIOBITHE TIOCIIC MMPOBEPKHU OMOIMOTEYHOTO (POHIA:

a) KBUTAHIIUU CJJaYM B MaKyJIaTypy;

0) cueTa KHUTOTOPIOB;

B) KBUTAHITUU OPOPMIICHUS TTOIITHUCKH;

') aKThI HA CIIUCAHUE;

1) OJIaHKW Ha 3aKa3bl;

€) HaKJIaJIHbIC;

) IyTEBbIE JIUCTHI IEPEIAYN NAPTHH BHYTPU OMOINOTEKY;

3) TeTpaab y4eTa 3aMEHbI 3aMEHbI YTEPSHHBIX;

n) UK u KCY;

K) aKThl CBEPKU 0CO00 IIEHHBIX JOKYMEHTOB Ha HaJUYHE;

1) akThl cBepku MK n KCVY ¢ OyxrantepckuMu JOKyMEHTaMUu;

M) YHTATEIbCKUE (POPMYIISIPHIL;

H) aKThl OCJIE NPEIbIAYIINX TPOBEPOK.

11. Kakwue cBeneHUs O TOKYMEHTE HEOOXOUMBI TPU OPOPMIICHUH aKTOB
Ha BbIOBITHE?

a) THBEHTAapHbIE HOMED;

0) WTpUXOBOM OAP-KO;

B) O€3bIHBEHTAPHBIN HOMED;

') aBTOp ¥ Ha3BaHMUE;

1) KO3 PHUITUEHT IMePEOIICHKH;

€) lieHa;

) CTOUMOCT;

3) KOJIMYECTBO IK3EMILISPOB;

n) Ne ni/m;

K) PETUCTPAllMOHHBIA HOMEP YUYETHOU KapTOUKH;

1) nata 3anucu B KCY, UK;

M) HoMep 3anucu B KCY;

H) MECTO U T'OJ] U3JJaHus;

0) otaen ¢onaa no bBK.

12. Kakue 11eHbl yKa3bIBalOTCS B AKTE HA CIIMCAHUE?



a) MO MpaBUJIaM CIIUCAHUS;

0) 1IeHa MOCIIe MEePEOTICHKY;

B) HOMHUHAJIbHAS 1ICHA;

T) [IeHa C y4eToM K03 (HUIIMEHTA TTePEOIICHKH;
1) IIeHa C YY€TOM HECKOJIbKUX KO3(OUITUECHTOB;

€) IIeHa C YYETOM CYMMBI IIE€H.

7.2.2. ”THOOPMALNOHHO-IIPOI'PAMMHBIE CPE/ICTBA.

1.  Pecypco «Accouuanuu pEernoHaIbHBIX OUOINOTEYHBIX
xoHcopunymoB» (APBMKOH) — http://arbicon.ru/
2. Pecypcst CBopHOro karajora mnepuoauku Oubnnorek Poccum

(MexpernonanbpHasi aHAIMTHYECKasi pocTiuch crareit) — http://mars.arbicon.ru/
3. Pecypch 000 «1BUC» — Ivis.ru>products/maps.htm,
http://online.ebiblioteka.ru/titles

4. [TonmHoTEeKCTOBasg 0a3a JaHHBIX MO MaTepUajlaM LIEHTPAJIBHBIX Ta3eT
«KynpTypa Poccun» 3a 2005-2010 rr.

S. bubnuorpaguueckass 0a3a naHHbiX «JluTepaTtypa mo KyJbType U
uckycctBy». 2010. Bem.1 (CD-ROM mpoaykr Poccuiickoii rocymapcTBeHHOM
oubnmuorexkn (HUL[ «UudopmkynsTypa») u TocymapcTBeHHOW IMyOIUYHOM
Hay4HO-TEXHUUYECKoU oubnuotexku Poccun).

6. Pecypcol u caiit Cekropa Hay4yHOW HH(pOpMAIMU MO KYJbType M
uckycctBy (CHUKUM) CmoneHckoi 001acTHOM YHHBEpPCAIbHON OMOJMOTEKH WM.
A.T. TBapnoBckoro: (GoHA HEOMyOJIUKOBAaHHBIX JIOKYMEHTOB, MEPUOJIMYECKUE
n3ganus, b/l mo uCKyccTBy U KyJbType.

bBJI CmoneHnckoiri  0o0MacTHOM  yHHUBEpCalIbHOM  OMONIMOTEKH  UM.
A.T. TBapnosckoro: Ananutuka, Kpaesenenue, TVARDOVSKIY, Penkas kaura,

Huccepraunu, Hotel, I1aTeHTHI, DIIEKTPOHHBIE PECYPCHI.

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE
T CTUTIIAHBI

8.1. CHELIUAJIN3UPOBAHHBIE AYIATOPUM

Ay,Z[I/ITOpI/II/I A1 IMMPOBCACHUS JICKOMOHHBIX, CCMHUHAPCKUX KW IMPAKTHYCCKHUX

3aHITUN.


http://arbicon.ru/
http://mars.arbicon.ru/
http://www.ivis.ru/
http://www.ivis.ru/products/maps.htm
http://online.ebiblioteka.ru/titles

8.2 .YYUEBHO-JIABOPATOPHOE OBOPY/IOBAHUE

MynbsTHMeMa TPOEKTOp; TporpammHoe obecmedenue: InternetExplorer,
oreparrionHas cuctema — WindowsVISTA, MicrosoftOfficePowerPoint 2007,
TEIEBU30p,  BHUJEOIUIEHEp, MEPCOHAIBHBIM  KOMIIBIOTEp,  BHUJEONPOEKTOP,

JUATIPOEKTOP, IKPAH.



