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1 BBEOEHME K PABOYEW NPOrPAMME OUCLUMNIIUHBI

1.1 Uenb aucuunnuHbl: CchopmmpoBaTb KOMNeTeHUUnM obydarowerocss B obnactu ynpasneHust crneuuanbHbIMy
apxuBamu, copepXalumMy TEXHOTPOHHble BMAObl [OOKYMEHTOB; peLUeHUs] TEeOPEeTUYECKUX W MpakTUYeckux npobnem
(PYHKLMOHMPOBAHMS TaKUX apXUBOB.

1.2 3apaum QUCUUNNUHBI:

* N3yunTb BUABI U COCTAB TEXHOTPOHHbIX AOKYMEHTOB.

» PaccmoTpeTb NpoLece pasBuTUS BUAOB TEXHOTPOHHbIX AOKYMEHTOB U apXMBOB TEXHOTPOHHbIX JOKYMEHTOB

* N3yuntb ycrnoBmsi o6ecrneyeHns COXpaHHOCTU TEXHOTPOHHbIX AOKYMEHTOB.

1.3 Tpe6oBaHuA K NpeaBapuTeNbLHOM NOAroTOBKe O6y4aloLerocs:
MpenBapuTenbHasi NOArOTOBKA NpegnonaraeT co3gaHne OCHOBbI Anst GOpMMPOBaHMSA KOMMNETEHLMIA, YKa3aHHbLIX B M.
2, Npy U3y4YeHNN OUCLUMNIIUH:

OucuunnuHa 6asnpyeTca Ha KOMMNETEeHUMsIX, CHOPMMUPOBAHHbLIX Ha NpeablayLeM ypoBHe 0bpa3oBaHus.

2 KOMMNETEHLUN OBYYAIOLWLEIoCs, ®OPMUPYEMbBIE B PE3YJNIbTATE OCBOEHUA OUCLIUMIINHBI

MK-5: CnocobeH ynpaBnAaTb AeATeNbHOCTbLIO MO KOHTPONO PYHKLMOHUPOBaHUA, BBOAA U 06paboTKu AaHHbIX B
cucTeme 3NeKTPOHHOTO apXMBa KOMMepP4YeCKMX opraHusauum

3Hatb: CopepXaHWe OCHOBHbIX 3aKOHOAATENbHbLIX aKTOB W FOCYAAPCTBEHHbLIX CTaHAapTOB, COAEPXalUMX CBEAEHWUs O
TEXHOTPOHHbIX apxuBax; COCTaB M CcoAep)KaHue HOPMaTUBHO-METOOUYECKUX PekoMeHAauui B 06racT TEeXHOTPOHHbIX
APXVBOB 3MEKTPOHHON [OKYMEHTaLMMU.

YmeTthb: OpFaHVISOBaTb SﬂeKTpOHHbIVI apxume KommepquKoﬁ opraHunsauumn; nNpuUMeHATb COBpPEeMEHHbIe VIHCbOpMaU,VIOHHbIe
TEXHOJIONMN B 0eATeNIbHOCTU 3NTEKTPOHHbIX apXUBOB.

Bnapetb: HaBbikamMu M OCHOBHbIMW TEXHOOMMYECKUMMU npoueccamu, ynopago4duearownmMmn pa60Ty C TEeXHOTPOHHbIMU
apxmBamMmu.




3 PE3YJIbTATblI OBYYEHUA MO AUCLUMITNHE

O |KoHTakTHas
< |paboTa
o
5@ NHHoBaL,
HaumeHoBaHWe n cogepxaHue pasgenos, g = CP hopMbI
TEM U y4eOHbIX 3aHATUI 22| nNex Mp. (4achbl) pMbI
O Q 3aHATUN
3 (vacbl) | (4achbl)
=
Pasgen 1. lNoHATNE TEXHOTPOHHOIO
OOKyMeHTa
Tema 1. lNoHATNE TEXHOTPOHHOIO AOKYMEHTA.
Mpouecc pas3BuTuSA BUOOB TEXHOTPOHHbIX 5 16 vn
OOKYMEHTOB U apXMBOB TEXHOTPOHHbIX
[OKYMEHTOB
Tema 2. TeopeTnyeckne n npakTnyeckme 4
npobnemsl PyHKLMOHMPOBAHUS apX1BOB, 2 16 ra
XPaHSALLMX TEXHOTPOHHbIE JOKYMEHTHI
WUtoro B cemecTpe (Ha kypce anga 3A0) 4 32
KoHcynbTaumm 1 npoMexyTovHasa atrecrtaums 0
- HeT
Pasgen 2. OneKkTpoHHbIE TEXHONOMN B
chepe GusHeca
Tema 3. CBA3b TEXHOTPOHHOTO
[OKYMEHTUPOBaHNA C KOMMEPYECKNM 2 10 nn

ncnosnb3oBaHMEM

Tema 4. TexHOTPOHHbIE apxuBbl. VX BUAbI U
WCTOYHMKN KOMMIEKTOBAHMS.

Y4YeT aneKkTpOHHbIX JOKYMEHTOB B apXvBe
Ou3Hec opraHunsauuii U co3gaHue HaydHo- 2 2 10 21
CMpaBOYHOro annapaTta K HUM.
CemuHap: OCHOBHblE CUCTEMBI
[OKYMEHTUPOBaHUS

Pasgen 3. MatepuarnbHble HOCUTENK
n3obpaxeHui

Tema 5. CocTtaB n knaccugukaums
ayavoBuU3yarnbHbIX JOKYMEHTOB.

Tema 6. Bugbl apxnBoB ayaMoBusyarbHbIX
[OKYMEHTOB KOMMEpPYECKNX OpraHmn3aummn
CemuHap: OCHOBHblE CUCTEMBI
OOKYMEHTUPOBaHUSA.

Pasgen 4. MaTtepuanbHble HOCUTENN
3BYKOBOW UH(popMaLnn 1 MexaHN4eCckon
3ByKO3anucu

Tema 7. TpaHcdhopMaunsa NOHATUS
«ayanoBusyarnbHble JOKYMEHTbI» B npouecce 1 15 nn
NUCTOPUYECKOro pasBuUTUS

Tema 8. lNpoBeaeHne Hay4HO-TEXHNUYECKON
06paboTkn ayamoBM3yarnbHbIX JOKYMEHTOB U
KOHTPOSS1 UX TEXHUYECKOrO COCTOSIHUS.
OcobOeHHOCTN COCTaBNEHMUST ONUCeNn 1 3 16 nn
ay[oMoBuM3yarbHbIX JOKYMEHTOB.

CeMuHap: KOHTPOJb TEXHUYECKOrO
COCTOSIHUS ayanoBU3yarbHbIX JOKYMEHTOB

Wtoro B cemecTpe (Ha kypce ansa 3A0) 8 8 71

KoHcynbTaummu 1 NpoMeXxyToyHasi atTectauus

(3auver) 17,25

Bcero koHTakTHas paboTta n CP no

AVCLUNAVHE 37,25 103




4 KYPCOBOE NMPOEKTUPOBAHUE
KypcoBoe npoekTpoBaHue y4ebHbIM MnaHoM He NpedycMOTPeHo

5. ®OH[, OLIEHOYHbIX CPEACTB AN NPOBEAEHUSA MPOMEXYTOYHOM ATTECTALIUA
5.1 OnucaHue nokasatenen, KpUTepueB N CUCTEMbI OLleHUBAHUA Pe3yrbTaToB 06yYeHus

5.1.1 NMokasaTtenu oueHUBaHUA

Kon HanmeHoBaHWe oLeHOYHOro
lMokasaTenu oueHUBaHWsA pe3ynbTaToB 0byyeHus
KOMMNeTeHuuu cpeacTea
MepeuncnseT cogepxaHue U cocTaB METOAMYECKUX PeEKOMeHaaLNA 1
HOPM 151 TEXHOTPOHHbIX apPXMBOB 3NIEKTPOHHOW JOKYMEHTaLMK.
Bonpocbl gns ycTHOro
MK-5 BbiGupaeT akTyanbHHbIE MHPOPMALIMOHHBLIE TEXHOMOMMKN AN cobecenoBaHus
NpUMeHEHUS B paboTe 3NEKTPOHHbLIX apX1BOB. 1 NpaKkTUKo-
OpWEHTMPOBaHHLIE 3a4aHus
Monb3yeTcs HeEOOXOANMbBIMU TEXHONMOMMAMW AN OpraHn3aumm paboTbl ¢
TEXHOTPOHHLIMK apXMBaMW.

5.1.2 Cuctema n KpuTEPUN OLlEHUBAHUSA

KpuTepun oLeHMBaHUA COPMMPOBAHHOCTU KOMNETEHLIMIA

LLikana oueHnBaHuA
YcTHOe cobecenoBaHue

MncemeHHasa paboTta

Ob6yuyatowninca Teepao 3HaeT
NporpaMMHbIv MaTepumarn, rpaMoTHO M Mo
CYLLeCTBY U3naraet ero, He Agonyckaet
CYLLECTBEHHbIX HETOYHOCTEN B OTBETE Ha
3auTeHo BONPOChHI, CNocobeH npaBuibHO NPUMEHUTb
OCHOBHbIE METOAbIl 1 UHCTPYMEHTbI Npu
peLLeHnn NpakTUYecKkx 3agay, Bnageet
HeoOX0AUMbBIMU HaBblkaMn U NpUEMaMM UX
BbIMOTHEHMS.

Ob6yyarowmmnca He MOXeT U3NOXNTb
3HAYUTENBHOW YacTW NPOrPaMMHOrO
maTtepwana, AonycKaeT CyLUeCTBEHHbIe
OLUMOKM, JOMYCKAET HETOYHOCTU B

He 3auTeHo hbopMynMpoBKax 1 fokasaTenbCcTBax,
HapyLLleHus1 B NocrneaoBaTenbHOCTU
U3M0XeHNs MPorpaMMHOro MaTepuana;
HeyBepeHHO, ¢ DONbLUMMUK 3aTpyAHEHMAMN
BbIMNOMHAET NpaKkTU4eckue 3agaHusl.

5.2 TunoBble KOHTPOJIbHbIE 3aAaHUSA UNN NHbIe MaTepuarbl, HEO6XoAMMbIe ANA OLEeHKN 3HAHUNA, YMEeHUN,

HaBbLIKOB U (UNK) onbITa AeATeNLHOCTU
5.2.1 MepeyeHb KOHTPOMLHLIX BONPOCOB

Ne n/n | PopMynnpoBKM BONPOCOB

Kypc 5

OxapakTepusyinTe NoHATUE TEXHOTOPOHHOIO JOKYMEHTa

Onuwwute npouecc pa3BnTna BMOoB TEXHOTPOHHbLIX JOKYMEHTOB

1
2
3 OnuLLINTE NPOLIECC BO3HUKHOBEHUS U Pa3BUTUSA TEXHOTPOHHBIX apX1BOB
4

[OKYMEHTHbI.

Ha3zoBWTe OCHOBHbIE MpaKTUYecKre NPoGNeMbl (PYHKLMOHMPOBAHUSI apXMBOB, XPaHSILLIMX TEXHOTPOHHbIE

[OKYMEHTbI.

Ha3zoBWTe OCHOBHbIE TeopeTHyeckme NpoGremMbl PYHKLMOHMPOBAHNUS apXMBOB, XPaHSILLMX TEXHOTPOHHbIE

HasoBuTe OCHOBHbIE CUCTEMBI AOKYMEeHTUpOBaHUA.

B yem 3akntouaeTcsa npobrnema coBMecTumocTy doopmaToB bainoB 1 TUMOB HOCUTENEN MHpopmaumm?

5
6
7 KakoBa cBsi3b TEeXHOTPOHHOIO AOKYMEHTUPOBaHMUS C Teopueit MHdopmaLumnmn?
8
9

Kak pewaeTca np06nema [ONTOBEYHOCTN HOCUTENen B TEXHOTPOHHbIX apXVIBaX?

10 Kak ncnonb3ayeTtcst 06paboTka MHOPMaLMN B TEXHOTPOHHbIX apxXueax?

11 Buapbl 1 ICTOYHMKN KOMMNEKTOBaHUSA TEXHOTPOHHbIX apXmnBoB




12 B 4yem ocobeHHOCTM co3pgaHus NMONUCKOBO-CMNpaBO4YHOro annaparta K TeEXHOTPOHHbIM apXMBaM?

13 Kak BegeTcs yyeT 3MeKTPOHHbIX JOKYMEHTOB B rocy4apCTBEHHOM apxuee?

14 Kak Bepgetcs y4yeT 3/TIeKTPOHHbIX JOKYMEHTOB B B€JOMCTBEHHOM apowe?

15 OnnwmnTe 0cob6eHHOCTU LBETHBIX (POTONPUEMHUKOB MHOpMaLmnm

16 KakoB cocTaB un KJ'IaCCI/IC*)VIKaLI,I/Iﬂ ayanoBsudyarnbHbIX 31EMEHTOB?

17 Buapbl apxvBOB opraHuaauuin (BeA0OMCTBEHHbIX apX1BOB) ayaAMOBU3YanbHbIX JOKYMEHTOB.

KakoBa B3anmocBs3b apxmnBoB OpFaHVISaLI,VII7I (Beﬂ,OMCTBeHHbIX apXVIBOB) ayanoBuayarnbHbIX JOKYMEHTOB U

18
rocyapCTBeHHOro apxmea?

19 Onuwwute Tpchdaopmau,Vlw NOHATNA «ayaAnoBuU3yaribHble OJOKYMEHTbI» B NpoLecce NCTOPUYECKOro pa3Bntua

Kak nposoanTcA Hay4YHO-TexHn4eckasa o6pa60TKa ayanoBusdyaribHbIX JOKYMEHTOB U KOHTPONA UX TEXHUYECKOIro

20 B
COCTOAHUA ¢

21 B yem 0cobeHHOCTb COCTaBMNEHUS ONUcen ayanoBnayarbHbIX JOKYMEHTOB?

5.2.2 TunoBble TECTOBbIE 3aAaHNA

He npegycMoTpeHbl
5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBAHHbIE 3afJaHNA (3agaym, Kerchbl)

OpFaHI/I3OBaTb noaroToBKy M NpoBeCcTU MHOEKCaUMIO MaTepuarnos And noMeleHnsa B TeXHOTpOHHbIIZ apxumB

5.3 MeToanyeckue maTepuansl, onpeaensitowme npoueaypbl oLeHMBaHUSA 3HaHUM, YMeHUI, BnagaeHuin (HaBbIKOB
M (MUNM) NPaKTUYEeCKOro onbiTa AeATEeNbHOCTH)

5.3.1 YcnoBusa gonycka o6y4aroLlerocs K NpoMeXXyTo4HoOM aTrecTaumm M NopsaaoK NMNKBUAaUUM akagemMm4eckon
3a00MKEeHHOCTHU

MpoBeaeHre NPOMEXYTOYHON aTTeCTaLMN PErfameHTUPOBaHO NOKanbHbIM HOpMaTUBHbLIM aktoM CI6IYITaA
«lMonoxeHue 0 NpoBeAeHUM TEKYLLEro KOHTPOIS yCneBaeMOoCTU Y NPOMEXYTOYHOM aTTecTaumm obydatoLwmxca»

5.3.2 ®opma npoBeaeHNA NPOMEXYTOYHOWN aTTecTauum nNo AMCUUnnnuHe

YcTHas + MuceMeHHas KomnbloTepHoe TecTupoBaHue UHas

5.3.3 Ocob6eHHOCTU NpoBeAEHUA NPOMEXYTOYHOM aTTecTauum nNo AUcuuniimHe

6. YYEBHO-METOOMYECKOE U UH®OPMALMOHHOE OBECMNEYEHUE OUCUUNJIUHBI
6.1 YuebHasa nutepartypa

AsTOp 3arnasue | MN3pgaTenbcTBO | [oa nspaHnsa | Ccblinka
6.1.1 OcHoBHas y4ye6Has nuTepaTypa
Konkoea, H. U., MpoekTnpoBaHue http://www.iprbooksh

KemepoBo: Kemeposckuii

Ckunop, W. J1. aBTOMATU3NPOBAHHbIX M 0p.ru/108572.html
6UBNNOTEYHO- rocyAapcTBEHHbIN 2020
VMH(OPMALMOHHBIX CUCTEM VIHCTUTYT KynbTypbl
OBuepeHko, B. A, MepudepuiiHble ycTponicTBa H 6 ] https://www.iprbooks
Tokapes, B. T. WH(POPMAaLIMOHHBIX CUCTEM. 0BOCUOUPCK: hop.ru/126513.html
MeToabl opraHmsauum n HOBOC”6MPCK””_ 2022
NPVHLUMMBI NOCTPOEHUS roCyAapCTBEHHbIN
yCTpPOWCTB BBOAA-BbIBOAA TexHn4eckumn
YHUBEPCUTET

rpadu4eckon nHopmauum

6.1.2 lononHuTenbHaa yyebHaa nutepatypa

Baxaposa, H. A. ocyoapcTBeHHble, Capatos: Aii M Op

https://lwww.iprbooks

MyHULMNanbHbIE apXnBbl 1 Meava 2019 hop.ru/79435.html
apXuBbl OpraHM3aLuuin

CaBkuHa, C. B. TexHonornsi NOAroToBKK KemepoBo: KemepoBckuii https://www.iprbooks
MYNbTUMELUNHbIX rocyaapCcTBEHHbIN 2021 hop.ru/121335.html
BMBNNOTEYHBIX NPOAYKTOB WHCTUTYT KyNbTypbl

6.2 NepeyeHb NpodeccnoHanbHbIX 6a3 AaHHbLIX N MH(POPMALMOHHO-CNPABO4YHbIX CUCTEM

6.3 MepeyeHb NULIEH3NOHHOrO U CBOGOAHO pacnpoCTpPaHsAeMOoro nporpaMmmMHoro oéecneveHus
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1C:Mpeanpusatue 8. Komnnekt ana obyyeHns B BbICLLIMX U CpeaHMX y4ebHbIX 3aBegeHusx. MNpogaxa no
[0roBopy ¢ y4ebHbIMM 3aBeeHuAMN 06 NCNonNb3oBaHUN B y4eBbHOM npoLiecce no 3asiBkam

1C-Butpukc: BHyTpeHHun noptan yyebHoro 3aBegeHus

Creative Cloud for teams - All Apps ALL Multiple Platforms Multi European Languages Team LicSub Level 4
(100+) Education Device license Renewal

6.4 OnncaHne maTepmanbHO-TEXHMYECKOMN 6a3bl, HEO6X0AMMOW ANA OocyLlecTBNeHMA o6pa3oBaTeNbHOro
npouecca no gucumniunHe

Ayautopus

OcHalleHue

KomMnbloTepHbI knacc

MynbTumeauinHoe ob6opyaoBaHue, KOMMLIOTEPHAS TEXHMKA C BO3MOXHOCTbLIO NMOAKIYEHNS K
cetn «IHTepHeT» 1 obecrneyeHnem JOCTyna B 3M1EKTPOHHY MHEOPMAaLMOHHO-
obpasoBaTenbHyto cpeay

YyebHasa ayautopus

CneuunanuanpoBaHHasa mebernb, 4ocka
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