AHHOTaMs K padoyeil mporpaMmme y4eOHOM AU CIATIIHHBI

OI1.08 KomnbioTepuasi 06pagoTka 10KYMEHTOB

1.1. Ob6aacTh npuMeHeHus padoyeil NporpaMMsbl y4eOHOM JUCHUIIINHBI

Pabouas II porpaMMa Y4eOHOW [AMCHUMIUIMHBI SBISETCS YacTbl0 OCHOBHOM
npodeCcCHOHAIBHON 00pa3oBaTeIbHOM MporpaMmMbl B cooTBeTcTBHH ¢ PI'OC 10 crienuaibHOCTH
46.02.01 ToxymeHTaIlIMOHHOE OOecIIeueHUE YIPaBICHUS U apXUBOBEICHUE.

1.2. Mecto y4eOHON AUCHMIVIMHBI B CTPYKType OCHOBHOH mpodeccHoHAJbLHOM
o0pa3oBaTrelbHOIl mporpamMmbl. ydeOHas aucuumimHa «KommbroTepHas —o0paboTka
JOKYMEHTOB» BXOJIUT B MPO()ECCHOHAIBHBIA y4eOHBI LUK Y4eOHOrO IUIaHa IPOTPAMMBI
HOJArOTOBKH CHELMAIMCTOB CPEIHEr0 3BeHa Ha 0a3e OCHOBHOI'O 001ero oOpa3oBaHus.

1.3. Hean u 3ama4u y4eOHOM IUCHMIUVIMHBI — TPe0OBaHHMSI K pe3yJbTaTaM OCBOEHMHS
yueOHOM TMCUMILIUHBI:

B pe3ynbrate u3yueHus: AUCUUILINHBI CTYACHT JOJIKEH YMETh:
- Ipo(pecCHOHAIBHO OCYILECTBIATH HA0Op TEKCTOB HA MEPCOHATBHOM KOMIIBIOTEPE.

B pe3ynbrate ocBoeHUs yueOHOM NUCHUIUIMHBI O0YYarOIHICs TOMKEH 3HATD:
- PYCCKYIO U JIATHHCKYIO KJIaBUATyPy IIEPCOHAIBLHOTO KOMIIBIOTEPA,;
- mpaBuiIa 0OPMIICHHSI TOKYMEHTOB Ha MEPCOHATLHOM KOMITBIOTEPE.

Taroke 1enpio yueOHOW AMCIUIUINHBI SBISIETCS. (JOPMHUPOBAHNE Y CTYICHTOB OOIIMX U
pohecCuOHANBHBIX KOMIIETCHIIUNI:

OK 2. Opranu3oBbIBaTb COOCTBEHHYIO AESTEIBHOCTb, ONPENENIATh METOABl U CIOCOObI
BBINOJIHEHUST NPOQECCHOHATBHBIX 33/ay, OLIEHUBATh UX A(PPEKTUBHOCTb U KAYECTBO.

OK 4. OcymiecTBiATh TOUCK, aHAIW3 M OLEHKY WH(pOpMaNHuU, HEOOXOOUMON IS
IIOCTAaHOBKM M pEUIeHHUs MNpo(ecCHOHANbHBIX 3a]ad, Npo(pecCHOHATBHOIO U JIMYHOCTHOIO
pa3BUTHUSL.

OK 5. Hcnonb3oBaTte  HMH(GOPMAIMOHHO-KOMMYHHUKALIMOHHbIE  TEXHOJOTMH  JUIA
COBEpUIEHCTBOBAHUSA MTPO(HECCUOHATIBHOM 1€ TEIBHOCTH.

OK 9. BbITh TOTOBBIM K CMEHE TEXHOJOTMH B Npo(dhecCHOHAIBbHON AeSITeNbHOCTH.

IIK 1.1. KoopaunupoBatb paOOTy OpraHuzanuu (MPUEMHONW PYKOBOJUTENS), BECTH
IIPUEM TIOCETUTEIIEH.

IIK 1.3. OcymecTBiasTh TOATOTOBKY JEJOBBIX IMOE30K PYKOBOJIUTENIS W JIPYTrUX
COTPYIHUKOB OpraHU3aL1H.

I1K 1.4. Opranu3oBbsiBaTh pabouee MECTO CEKpeTapsi U pyKOBOAUTEIIA.

I[IK 1.5. OdopmisaTh W  perUCTpUpPOBATH  OPraHU3ALMOHHO-PACTIOPAIUTEIbHBIE
JIOKYMEHTBI, KOHTPOJIUPOBATh CPOKU MX UCIIOJTHEHHUS.

I1K 1.6. O6pabaTeiBaTh BXOJSIIME U HCXOMAILIME JOKYMEHTHI, CHCTEMAaTU3UPOBaTh HX,
COCTaBJISITh HOMEHKJIATYpy A€l U (HOpMHUpOBATh JOKYMEHTHI B Jieia.

IIK 1.7. CamocToarenpHo paboTtath c JOKYMEHTaMH, CoJIepKalMHU
KOH(UICHIMATBHYIO HH(POpMaIIHIO, B TOM YHCJE ¢ JOKYMEHTaMU 110 JIMYHOMY COCTaBYy.

I1K 1.8. OcymiecTBisiATh TenepoHHOE OOCTyKUBaHHE, NMPUHUMATh U IeperaBaTh (PaKchl.

[IK 1.9. OcymiecTBisTh MOATOTOBKY J€J K MEpeAadye Ha apXHUBHOE XPAHEHUE.

I1K 2.2. Bectu paboTy B cucTeMax 3JeKTPOHHOTO JOKYMEHTOO0O0pOTa.

[1K 2.4. ObecnieunBaTh MpueM U pallioOHAIbHOE pa3MeIleHue JOKYMEHTOB B apXHBe (B T.U.
JIOKYMEHTOB I10 JIMYHOMY COCTaBY).

I1K 2.5. ObecnieunBaTh y4eT U COXPAaHHOCTh IOKYMEHTOB B apXHUBE.

1.4. Konn4yecTBO 4acoB Ha 0CBOCHHME IPUMEPHON NMPOrpaMMbl y4eOHOH AUCHHUIIINHBI:
MaKCHMaJbHOW yueOHOU Harpy3Kku oOydaromierocs 54 4acoB, B TOM UYHCIIE:
00s13aTeNIbHON ayJIUTOPHOM yueOHOM Harpy3ku obydatomierocs 36 4acos;
CaMOCTOSITEITLHOM paboThl 0Oyvaromerocss 10 dacos.
Koncynpranuii 8 yacos



2.1. O0beM yueOHOI JMCIMIIJIMHBI M BUABI Y4e0HOH padoThl

Bun yueOHo# padoThI

O0BeM yacoB

MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 54
O0s13aTesIbHAsI AYIUTOPHAs1 YueOHasi Harpy3Ka (Bcero) 36
B TOM YHUCIJIE:

MPAKTUYECKHE 3aHATHS 36
CamocrosiTejibHas padoTa o0yuyarierocs (Bcero) 18

Ilpomesicymounas ammecmayus 8 popme ougpepenyuposarnnoeo 3auema




