MwuHUCTEPCTBO HayKkM 1 Bbicliero obpasoBaHus Poccuinckon denepaumm
dhenepanbHoe rocyaapcTBeHHoe GroaxeTHoe 0bpasoBaTenbHOe yupexaeHne
BbiCLLUEro obpasoBaHus
«CaHkT-lNeTepbyprckmit rocyaapCTBEHHbIA YHUBEPCUTET NPOMBbILLIIEHHBIX TEXHOMOMMIN U An3anHa»
(Cnerynta)

YTBEPXOAIO

MepBbIi NpOpeKTOp, NPOPEKTOP
no YP

ST, xpamnres

A.E. PyauH

Pabouasi nporpamma AUCUMUNIIUHBI

| B1.B.0B.04.01 | TexHOTpOHHbIE AOKYMEHTbI B Chepe busHeca

YuebHbI nnaH: 2025-2026 46.03.02 MBK OOYuBbA 3A0 Ne1-3-157.plx

Kadepapa: I 22 | McTopum n Teopumn gusainHa u MeamakoMmMyHuKauuim

HanpaBneHne noaroToBku:
46.03.02 JokymeHTOBEAEHME U apXUBOBEOEHNE

(cneumanbHOCTb)
Mpodunb NOAroTOBKMU: [okyMeHTaLuoHHoe obecneveHne ynpaBneHumst n busHec-
(cneunanusaums) aAMUHUCTPUPOBaHNE

YpoBeHb obpa3oBaHusa:  bGakanaeBpuaTt

dopma 0by4eHus: 3a04Has

MnaH yye6HOro npouecca

KoHTakTHas paboTta j o

CemecTp ofvuaIuXCa Cam. | Kontpons, Tpynoé opma

MKOCTb, | NPOMEXYTOYHON

(kypc ans 3A0) | faim 325;‘3!:;-;1 pabota yac. RET P
Prg 4 32 1
> = E > Z 2 > 3avet

PN 8 8 71 21 3
Utoro Y1 12 8 103 21 4
Pra 12 8 103 21 4

CaHkT-lNeTepbypr
2025
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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: OcoBGeHHOCTM MNPOLECCOB HayYHO-TEXHUYECKOrO U KUHO-, hOTO-, (POHOAOKYMEHTUPOBAHUS; BUAbl U  DOPMbI
TEXHOTPOHHOW JOKYMEHTALMN; METOAbI MPUMEHEHUST TEXHOTPOHHbIX TEXHOIOMIA B G1sHec-cdepe

YmeTtb: OpraHmsoBatb paboTy C TEXHOTPOHHOW AOKYMEHTaLmen ana obecnedeHuns ynpasneH4Yeckmx npoLeccos ompmbl

BnapeTtb: MeTtogamu npaktnyeckon paboTbl C TEXHOTPOHHOW JOKYMEHTALMEN C Lienbio Hamboree NosIHOro ee COXpaHeHUs u
MCNoNb30BaHWSA B COCTaBe JOKYMEHTaNbHOro Hacneausa Poccun




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 TEXHOMOMMK 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
Oun3Hec opraHunsauuii U co3gaHne Hay4Ho- 2 2 10 21
CMpaBOYHOro annapaTta K HUM.
CemuHap: OCHOBHLIE CUCTEMBI
[OKYMEHTUPOBaHUS

Pasgen 3. MatepuarnbHble HOCUTENK
n3obpaxeHui

Tema 5. CocTtaB n knaccugukaums
ayavoBuU3yarnbHbIX JOKYMEHTOB.

Tema 6. Bugbl apxnBoB ayaMoBusyarbHbIX
[OKYMEHTOB KOMMEpPYECKNX OpraHmn3aummn
CemuHap: OCHOBHLIE 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. lNMpoBeaeHne 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

WUtoro 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 npoekTupoBaHue y4eGHbIM NiaHoOM He NpeaycMOTPEHO

5. ®OHA, OLIEHOYHbIX CPEOCTB ANA NPOBEAEHUSA NPOMEXYTOYHOW ATTECTALIUK
5.1 OnucaHue nokasatenen, KpUTepueB N CUCTEMbI OLleHUBAHUA Pe3yrbTaToB 06yYeHus

5.1.1 NMokasaTtenu oueHUBaHUA

Kon HanmeHoBaHWe oLeHOYHOro
lMokasaTenu oueHUBaHWsA pe3ynbTaToB 0byyeHus
KOMMNeTeHuuu cpeacTea
Mepeuncnsaet Buapl 1 popmMbl TEXHOTPOHHOW AOKYMEHTALMM; CNOCcoObI
NPUMEHEHUS1 TEXHOTPOHHLIX TEXHONOrun B 6usHec-cdepe; 0cobeHHOCTH
Hay4HO-TEXHUYECKOrO U KNHO-, POTO-, POHOAOKYMEHTUPOBAHUS;
Bonpockl 4ns ycTtHoro

AHanusupyeT ynpaBneH4ecKk/Me npoLecchl B OpraHn3aLmmn u npuemMbl cobecenosaHms

MK-5 paboTbl C TEXHOTPOHHOWN JOKYMEHTaLmen, Heobxoanmble Ans nx M NPaKTHKO-

obecneyeHus.

Monb3yeTcs NpakTU4ecKMMM MeTogammn, HeobxoaMMbIMKU Anst Haubonee
MOTHOrO UCMONb30BaHUSA U COXPaHEHUsI TEXHOTPOHHOW AOKYMeHTauuun B
cocTaBe JOKyMeHTanbHoro Hacneamsi Poccum.

OpueHTMpOoBaHHbIe 3aJaHNA

5.1.2 Cuctema n KpuTEPUN OLlEHUBAHUSA

KpuTepun oLeHMBaHUA COPMMPOBAHHOCTU KOMNETEHLIMIA

LLikana oueHnBaHus
YcTHOe cobecenoBaHue

MncemeHHasa paboTta

Ob6yuyatowninca Teepao 3HaeT
NporpaMMHbIv MaTepuarn, rpaMoTHO M Mo
CYLLeCTBY U3naraet ero, He Jgonyckaet
CYLLEeCTBEHHbIX HETOYHOCTEN B OTBETE HA
3auTeHo BONPOChHI, CNocobeH npaBubHO NPUMEHUTb
OCHOBHbIE METOAbI Y UHCTPYMEHTbI Npu
peLLeHnn NpakTUYecKkx 3agay, Bnageet
HeoBXOAMMbBIMU HaBbIKAMU 1 NpUEMaMM UxX
BbIMNOMHEHNS.

Obyyarowmmnca He MOXeT U3NOXNTb
3HAYUTENBHOW YacTW NPOrPaMMHOrO
maTtepuana, AOonycKaeT CyLLeCTBEHHbIE
OLUMOKM, JOMYCKAET HETOYHOCTU B

He 3auTeHo opMynMpoBKax 1 foKa3aTenbCTBaXx,
HapyLLleHusi B NocrneaoBaTenbHOCTU
U3MOXeHNs MPOrpaMMHOro MaTepuana;
HeyBepeHHO, ¢ BonbLIMMK 3aTpyaHEHUAMU
BbIMNOMHSAET NpaKkTUYeckue 3agaHusl.

5.2 TunoBble KOHTPOJIbHbIE 3aAaHUSA UK UHble MaTepuarbl, HeO6XoAMMble AN OL,eHKU 3HAHUWA, YMEHUN,

HaBbIKOB U (UNK) onbiTa AeATeNbHOCTU
5.2.1 NepeyeHb KOHTPOSbHbLIX BOMNPOCOB

Ne n/n | dopMynnpoBKM BONPOCOB

Kypc 5

OxapakTepusyinTe NoHATUE TEXHOTOPOHHOIO JOKYMEHTa

Onnwwute npouecc pa3Bntnua BUMAoOB TEXHOTPOHHbLIX OOKYMEHTOB

Onnwute npouecc BO3HNKHOBEHUA U pa3BUTUA TEXHOTPOHHBLIX apXnBOB

A JWIN]|PF

AOKYMEHTbI.

HasoBute oCHOBHbIE npakTn4yeckune I'IpO6J'IeMbI (pyHKU,VIOHVIpOBaHVIFl adpXMBOB, XpaHALWNX TEXHOTPOHHbIE

AOKYMEHTbI.

HasoBuTe OCHOBHbIE TeopeTundeckme ﬂpOﬁJ‘IeMbl beHKLI,I/IOHI/IpOBaHI/Iﬂ apXxmnBoB, XpaHALWKNX TEXHOTPOHHbIE

HasoBuTe OCHOBHbIE CUCTEMBI AOKYMEeHTUpOoBaHuA.

KakoBa cBsi3b TEeXHOTPOHHOIO AOKYMEHTUPOBaHMUS C Teopuei nHdopmMauum?

O[N] O

B uem 3aknoyaetca npobnema coBMeCTMMOCTM chopMaToB hannoB U TUNOB HOCUTENeW MHopmaummn?




9 Kak pelwlaeTcA r|po6r|ema JONroBe4YHOCTU HocUTENEen B TEXHOTPOHHbIX apXMBaX?

10 Kak ncnonbayetcsa o6paboTka MHGOpMaLMM B TEXHOTPOHHBIX apXuneax?

11 Buabl U UICTOYHMKN KOMMNIIEKTOBAHNUSA TEXHOTPOHHbIX apXnBOB

12 B 4yem ocobeHHOCTM co3gaHus NONCKOBO-CNPaBO4YHOIo annaparta K TeEXHOTPOHHbIM apXI/IBaM?

13 Kak Begetcs y4yeT 3NTeKTPOHHbIX OOKYMEHTOB B roCcyapCTBEHHOM apXVIBe?

14 Kak Begetcs y4eT 3NTIeKTPOHHbIX JOKYMEHTOB B B€JOMCTBEHHOM apXVIBe?

15 Onunwnte ocobeHHOCTM LBETHBIX (POTONPUEMHMKOB MHDOPMaLn

16 KakoB cocTaB u knaccudmkaumsa ayamoBnusyarnbHbIX 311IEMEHTOB?

17 Buabl apxv1BoOB opraHusaLmin (Be4OMCTBEHHbIX apXMBOB) ayANOBU3YarbHbIX JOKYMEHTOB.

KakoBa B3anmMocBs3b apxmeoB opraHmsau,w?l (Be,EI,OMCTBeHHbIX apXVIBOB) ayanoBuayarnbHbIX JOKYMEHTOB U

18
rocyapCTBeHHOro apxmea?

19 Onuwute Tpchdaopmau,Vlw NOHATNA «ayaAnoBuU3yaribHble OJOKYMEHTbLI» B NpoLecce NCTOPUYECKOro pa3Bmntua

Kak nposoanTcA Hay4YHO-TexHn4eckasa o6pa60TKa ayanoBusyarbHbIX JOKYMEHTOB U KOHTPOJ1A UX TEXHNYECKOro

20
COCTOSAHUNA?

21 B yem 0cobeHHOCTb COCTaBMNEHUS ONUCEN ayan0oBU3YyarbHbIX JOKYMEHTOB?

5.2.2 TunoBble TECTOBbIE 3aA4aHNA

He npegycMoTpeHsbl
5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBAHHbIE 3afJaHNA (3agayu, KencChbl)

OpFaHVI3OBaTb noAroToBKY 1 NpoBeCTn MHAeKCcauno JOKYMEHTOB OJ1A NoOMeLleHna B TEXHOTpOHHbII7I apxume

5.3 MeToanyeckue maTepuansl, onpegensitowme npoueaypbl oLeHMBaHUSA 3HaHUM, YMeHUI, BnagaeHuin (HaBbIKOB
1 (MNn) NPaKTUYECKOro onbiTa AeATENbHOCTH)

5.3.1 YcnoBusa gonycka o6y4arollerocs K NpoMexyTo4yHOM aTrecTaLMu M NOpAAoK NIMKBUAALUN aKageMUYeCcKon
3a00MKEeHHOCTHU

lMpoBeaeHe NpoMeXyTO4YHON aTTeCcTaummn pernameHTMpoBaHO fokanbHbIM HOpMaTMBHbIM aktom CMGIMYMNTA
«MonoxeHne o NPoBeAEHUN TEKYLLIETO KOHTPOISI YCNeBaeMOCTU U MPOMEXYTOYHOM aTTecTaumm obyyarLmnxcs»

5.3.2 ®dopma npoBeaeHNs NPOMEXYTOYHOM aTTecTaLuMu No AUCLUNIINHe

YcTHas + MuceMeHHas KomnbloTepHoe TecTupoBaHue UHas

5.3.3 Ocob6eHHOCTU NpoBeAeHUs NPOMEXYTOYHOM aTTecTaumMm No gUcuuniimHe

6. YHEBHO-METOANYECKOE U UH®OPMALIMOHHOE OBECNEYEHUE OUCLUUNNUHBI
6.1 YyebHas nutepartypa

ABTOp 3arnasue | MN3gaTtenbLcTBo | [oa nspaHusa | Ccbirnka

6.1.1 OcHOBHas y4yeb6Hasa nutepaTtypa

Konkosa, H. U, MpoekTnpoBaHune . . http://www.iprbooksh

Ckunop, W. 1. aBTOMAaTM3MPOBaHHbIX Kemeposo: KeMepOBFKMM op.ru/108572.html
6UBAMOTEUHO- rocyapCTBEHHbIN 2020
WMHGOPMALMOHHBIX CUCTEM VIHCTUTYT KyNbTypbl

OsuyepeHko, B. A,, MepudepuitHblie ycTporicTBa ] https://www.iprbooks

Tokapes, B. T. MH(POPMALMOHHBIX CUCTEM. HOBOC”6”pCK‘V hop.ru/126513.html
MeToabl opraHusauum n HOBOC%MPCKMMV
NPVHLMMbI NOCTPOEHUS roCyAapCTBEHHbIN 2022
YCTPOWCTB BBOAA-BblIBOAA TEXHUHECkIn
rpadumyeckon MHopmaumm yHneepeuter

6.1.2 lononHuTenbHas y4yebHasa nutepaTtypa

3axaposa, H. A. ocynapcTBeHHbIE, e https://www.iprbooks
MyHULMNAanNbHbIE apXMBbI U Capan\)AB. Ai T Sp 2019 hop.ru/79435.html
apxuBbl OpraHn3aumnn eAna

CaekuHa, C. B. TexHomnorna noaroToBKu Kemeposo: Kemeposckui https://www.iprbooks
MYfbTUMELNNHBIX rocynapCTBeHHbIN 2021 hop.ru/121335.html
BMBNMOoTEYHbIX NPOAYKTOB WHCTUTYT KynbTypbl

6.2 NepeyveHb NpocdheccuoHanbHbIX 6a3 AaHHbIX U UH(POPMaALUMOHHO-CMPABOYHbIX CUCTEM




6.3 lNepeyeHb NULEH3MOHHOIO U CBOGOAHO pacnpoCTPaHsAEMOro NporpamMmmHoOro oéecne4vyeHus
MicrosoftOfficeProfessional
Microsoft Windows
1C:Mpepnpusatue 8. Komnnekt ana obyyeHns B BbICLLIMX M CpeaHMX y4ebHbIx 3aBeaeHusx. MNpogaxa no
[OroBopy ¢ y4ebHbIMK 3aBedeHnsiMM 06 Mcnonb3oBaHuy B y4eBGHOM npouecce 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 maTepuanbHO-TEXHMYECKOMN 6a3bl, HEO6X0AMMON ANA ocyLlecTBNeHMA o6pa3oBaTeNnbHOro
npouecca no gucumniunHe

Ayautopus

OcHalleHune

KomnbloTepHbIn knacc

MynbTuMeauiiHoe 06opyaoBaHNE, KOMMbLIOTEPHAS TEXHUKA C BO3MOXXHOCTBIO MOAKIHOYEHUS K
cet «MHTepHeT» 1 obecneyeHnem JOCTyNa B 3MEKTPOHHYIO MH(OPMaLMOHHO-
obpa3zoBaTenbHyto cpeay

YyebHasa ayautopus

CneuunanuapoBaHHasa mebernb, 4ocka
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