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1. ACHIOPT PABOYEM IMPOT'PAMMBI JUCITUILIUHBI I111.07
KoMmnbrorepHasi 00padoTka 10KYMEHTOB

1.1. ObsacTh npuMeHeHus1 pado4eil MporpaMMsbl

Pabouass mporpamma naucumrumael [1I1.07 "KommeriorepHas o0OpaboTka
JIOKyMEHTOB" SIBIIICTCS YacCThIO OCHOBHOW TMPO(ECCHOHAIBHON 00pa30oBaTeIbLHOM
nporpaMmmbl ®I'OC CIIO u paspaborana B coorBerctBun PI'OC CIIO mo
cennasibHOCTH  46.02.01 JlokymMeHTallMOHHOE oOecTeueHue YIPaBJICHUS W
apXHUBOBEJICHHUE ...

HNucnumunna [111.07 "KomnbproTepHas 06padoTka JOKyMEHTOB" obecrieunBaeT
dbopMHupOBaHrE W Pa3BUTHE CICAYIOMNX KOMIETeHIMH B cooTBeTcTBHH ¢ PI'OC
CIIO mno cmneuuandbHOCTH MW  TPYIOBBIX (YHKUUA B  COOTBETCTBUU C
Mpo(eCCHOHANIBHBIMU CTaHAApTaMH, a Takxke pa3aenoB WSSS:

1.1.1. IlepedyeHn 0OMMUX KOMIETEHIIUMI

Kon HaumeHoBaHue 00IMX KOMIIETEHIINHI
OK 01. Bri6upath cioco0sl perieHus 3aaa4d npoecCuoHalIbHON
NEATEIbHOCTH MPUMEHUTEIBHO K Pa3JIMUHBIM KOHTEKCTaM
OK 02. Hcnonb30BaTh COBPEMEHHBIE CPEACTBA TOMCKA, aHAIN3A U

UHTEpIpeTanuy HHHOPMAITUU U HHPOPMAIIHOHHBIE TEXHOIOTHH IS
BBITIOJTHEHHMSI 33/1a4 PO ECCHOHATBHON ACSITEIbHOCTH

OK 03. [InanupoBaTh U peanr30BbIBaTh COOCTBEHHOE MPOQPECCHOHAIBHOE U
JMYHOCTHOE Pa3BUTHE, IPEANPUHUMATEIBCKYIO I€ITEIbHOCTD B
npodecCHOHAIbHON cepe, HCTI0JIB30BaTh 3HAHUS MO0 (PMHAHCOBOM
I'PaMOTHOCTH B Pa3JIMYHbIX KU3HEHHBIX CUTYalHUsIX

OK 04. D} heKTUBHO B3aUMOJICHCTBOBATh U pabOTaTh B KOJIJIEKTUBE U
KOMaH/1e
OK 05. OcylecTBIsATh YCTHYIO M TUCBbMEHHYI0 KOMMYHHKAIIMIO Ha

roCyJapCTBEHHOM s3bIKe Pocculickoit @eneparuu ¢ yueTom
0COOEHHOCTEN COLMAIBbHOTO M KYJIBTYPHOTO KOHTEKCTa

OK 06. [IposBIATH IpaXKJaHCKO-MIATPUOTUYECKYIO MTO3ZUIIUIO,
JEMOHCTPHUPOBATH OCO3HAHHOE MMOBEIEHNE HA OCHOBE TPAAUIIMOHHBIX
00IIeYeI0BEYECKUX LIEHHOCTEN, B TOM YHCIIE C YUETOM
rapMOHU3ALMN MEXXHALMOHAIBHBIX U MEKPEIUTMO3HBIX OTHOILIEHHH,
IPUMEHSATH CTAaHAAPTHI AaHTUKOPPYHIIMOHHOIO ITOBEECHUS

OK 07. CoJelicTBOBaTh COXPAHEHUIO OKPYIKAIOIIEH Cpeabl,
pecypcocOepexeHHI0, MPUMEHSITh 3HaHUS 00 U3MEHEHUH KJINMAaTa,
MIPUHIIUIIBI OEPEKITMBOTO MTPOU3BOICTBA, 3P (HEKTUBHO ICUCTBOBATH B
Ype3BbIYANHBIX CUTYaLUIX

1.1.2. Ilepedyens mpodeccuoHaTbHBIX KOMITETEHITUN

Kopn HaumenoBanue npogecCuoHaIbHBIX KOMIIETEHIHT

[IK 1.5. | Bmagers cmocobamMu opraHu3aiyy pabodero mpoCcTpaHCTBa




Kon

HaumenoBanue npogecCuoOHaIbHBIX KOMIIETEHIHT

IPUEMHOI 1 KaOWHETa pyKOBOIUTEIS

[IK 2.2.

Bectu y4eT apXuBHBIX Jie1 (JOKyMEHTOB), B TOM YHCIIE C
HCII0JIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

1.1.3. Ilepedyens Tpy10BBIX HYHKIUI

Kon

HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,
0000111eHHBIX TPYAOBbIX (PYHKUIMI M TPYAOBBIX PYHKIUIH

07.002

CneumnajmucT mo OPpraHu3aluOHHOMY U JOKYMEHTAIMOHHOMY
o0ecrneyeHNI0 YIPaBJIeHNs OpraHnu3anuen

OT® A. OpranuzanmoHHoe o0ecreyeHue AeATeIbHOCTH OpraHu3aluu

Td A/01.3. | [Ipuem u pacnpezaencHue Teie)OHHBIX 3BOHKOB OpraHU3alluU
Td A/02.3. | Opranusaius paboThI C MOCETUTEISIMU OpraHU3aIHH
Td A/03.3. | BermoaHeHHnE KOOPIUHUPYIOMUX U 00SCTICYMBAOIINX (DYHKITHIA

OT® B. /lokymMeHTanimoHHOE 00ecriedeHue AeATeIbHOCTU OPraHU3aIuu

Td B/01.5. | Opranuzanus paboThl ¢ JOKYMEHTAMH
Td B/02.5. | Opranuzanus TEKyIEro XpaHeHUs TOKYMEHTOB
Td B/03.5. | Opranuzanus 00pabOTKH A€ I MOCISAYIONET0 XPaHCHHSI

OT® C. Opranu3aioHHOE, JOKYMEHTAIIMOHHOE U HHPOPMALIMOHHOE
o0ecreyeHue AesITeNIbHOCTH PYKOBOJIUTENS] OpraHu3aluu

Td C/01.6. | OkazaHue MOMOIIHM PYKOBOIUTEIIO B TNIAHUPOBAHUH PaOOUYETO
BpEMEHU

Td C/02.6. | [lnanupoBaHue paboyero aHS ceKpeTaps

Td C/03.6. | Opranuzanus TeaeOHHBIX IEPETOBOPOB PYKOBOIUTEIS

Td C/04.6. | Opranuzanys KOMaHAMPOBOK PYKOBOIUTEIIS

Td C/05.6. | Opranuzanus pabOThI C MOCETUTEIIIMU B IPUEMHOMN
PYKOBOJUTEIIS

T® C/06.6. Opranu3zarus MoAroTOBKH, IIPOBEACHUS U 00CTY)KUBAHUS
KOH()EPEHTHBIX MEPOTIPUATUIN

Td C/07.6. | Opranu3anus UCTIOJTHEHUS PEIICHUH, OCYIIIECTBICHUE KOHTPOJIS
UCTIOJIHCHUSI TIOPYUYEHUN PYKOBOIUTES

Td C/08.6. | Opranuzanus u nojaepxaHue (pyHKIHOHAIBHOTO paboyero
IPOCTPAHCTBA MMPUEMHOM M KaOMHETA PYKOBOIUTEIIS

Td C/09.6. | Pa3paboTka JOKaIbHBIX HOPMATHBHBIX aKTOB,
pETJIAMEHTHPYIONTUX Pa0b0Ty CEKpeTapsI

Td C/10.6. | CocraBnenue u oopMIICHHE YIPABICHUECKONW JOKYMEHTAIIUH

Td C/11.6. | Opranuzanus paboThl C JOKyMEHTaMH B TPHEMHOM
PYKOBOJUTEIS

Td C/12.6. | Opranuzanus XpaHeHHs JOKYMCHTOB B PUEMHOI
PYKOBOJIHUTEIIS

Td C/13.6. | OGecnieuenue pyKkoBoauTes nHGopManuei

Td C/14.6. Opranu3zaiust *HPOPMAITMOHHOTO B3aUMOJIEHCTBUS

PYKOBOJUTENS € MOAPA3AEICHUAMH U JOIKHOCTHBIMU JTUIAMU
OpraHu3aluu

OT® D. MudopmainoHHO-aHATTUTHYECKAsI U OpPTraHU3aI[MOHHO-




Kon

HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,
0000111eHHBIX TPYAOBbIX (PYHKIMI M TPYAOBBIX PYHKIUIH

AIMHWHUCTPATUBHAA INOAACPIKKA JCATCIIBHOCTH PYKOBOJAUTCIIA OPpraHru3aluu

Td D/01.6. | ®opmupoBanre nHHOPMALIMOHHOTO B3aUMOICHCTBHS
PYKOBOJIUTEIISI C OpraHU3alusIMU
Td D/02.6. | Ananu3 uadopMalyy U MOArOTOBKa HHPOPMAIIHOHHO-
AHAJTMTHYECKUX MAaTepUaJIOB
Td D/03.6. Opranu3zaius Je10BbIX KOHTAKTOB U MPOTOKOJIBHBIX
MEPOIPUATHN
Td D/04.6. | Opranu3anysi HCIIOJIHEHUS PEIICHUN PYKOBOTUTEIIS
TD 01.6. dopmupoBanue HHPOPMAITIOHHOTO B3aUMOICHCTBUS
Td 04.6. Opranu3zarys UCIOJTHEHUH peleHUH PyKOBOIUTEIS
07.004 CnenmnajucT no ynpasJeHUI0 JOKYMEHTAMM OPraHU3aluu

OT® A. JlokymeHTallMOHHOE 0OEeCIIeUeHHE YIpaBIeHUs] OpraHu3alnuen

Td A/04.6. | [IpoexkTupoBaHKe, BHEAPCHUE U PA3BUTUE CUCTEMBbI
AJIEKTPOHHOI'O JOKYMEHT0000poTa
07.004 CnenmnajaucT no ynpasJeHUIO JOKyMEHTaluel OpraHu3anumn

OT® A. JlokyMeHTallMOHHOE 00ECIIeUeHHE YIPaBICHHUs] OpraHu3aluuen

Td A/01.6. | Pa3paboTka 1 BHEApPEHHE JOKATHHBIX HOPMATHBHBIX aKTOB IO
JIOKYMEHTAIIMOHHOMY 00€CIIE€YEHHUI0 YIIPABJICHHS OpraHu3aiuen

Td A/01.6. | PaspaboTka v BHEApPEHHE JOKATBHBIX HOPMATHBHBIX aKTOB B
00JIaCTH yIpaBlieHUs JOKyMEHTaMHU OpraHu3aluu

Td A/02.6. | Opranuszaius JOKYMEHTHPOBAHHUS YIIPABICHUYECKOM
JEeSITENIbHOCTH B OpTraHU3aIlluu

Td A/02.6. | Opranu3zamus JOKyMEHTHPOBAHUS JICATEITBHOCTH B
OpraHH3aIiu

Td A/03.6. | Opranuzarnus J0KyMEHTO000pOTa B OpraHu3aluu

Td A/04.6. | OcymiecTBieHre pabOT MO MPOCKTUPOBAHUIO U BHEIPECHHUIO
CHUCTEMBI JICKTPOHHOTO JIOKYMEHTO000pOTa B chepe
JIOKYMEHTAIMOHHOTO YIIPABJICHHS OPraHU3aIlun

Td A/04.6. | [IpoekTupoBaHue, BHEAPCHUE U PA3BUTHE CUCTEMBbI
AJIEKTPOHHOTO JJOKYMEHTO0000pOoTa

Td A/05.6. | OcymectBiacHre HHPOPMAILIMOHHO-CITPABOYHOM PabOTHI C
JOKYMEHTaMH OpTraHu3aluu

Td A/06.6. | OcyiiecTBiIeHHE KOHTPOJISA IpoIecca U CPOKOB UCIIOTHEHUS
JIOKyMEHTOB B OpTaHU3allin

Td A/07.6. | Opranusaiius onepaTHBHOIO XPaHEHUS TOKYMEHTOB B
OpraHu3aliy U TIepeaadn Je JJIs OCISAYIONIero XpaHeHus

Td A/07.6. | Opranu3zaius XpaHeHHs JOKYMEHTOB B OpraHU3aI|K 1
nepeavn Jesl Ha apXUBHOE XpaHEHUE

T 01.6. Pa3paboTka 1 BHEIpEeHUE JIOKATbHBIX aKTOB 110
JOKYMEHTAIMOHHOMY 00€CIeUEHHUI0 YIIPaBIeHUs] OpraHu3aluen
Td 03.6. Opranu3zanust JOKyMEHTO000pOTa OpraHu3aIuu

OT® B. PykoBOACTBO JIeATETLHOCTHIO MO TOKYMEHTAIIMOHHOMY O0OECTICUCHHTO
yYOPaBJIEHHUsI OpraHu3anuen




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kox . .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
T® B/01.7. | PyKOBOACTBO NIESATEILHOCTHIO TIOAPA3ICIICHUS 110
JOKYMEHTAIIMOHHOMY 00€CIIEUeHHIO YITPABIICHUS OpTaHU3aI|H
Td B/02.7. | Opranusanus pa3pabOTKH JOKAJIbHBIX HOPMATHBHBIX aKTOB U
METOIMYECKHUX JOKYMEHTOB M0 JOKYMEHTAIIHOHHOMY
00ecIeyeHunI0 yIpaBiIeHUs] OpraHu3aluu
T® B/03.7. [TocTpoeHune cucTemMbl IOKYMEHTAIIMOHHOTO 00eCIIeUeHHUSI
yIpaBICHUS] OpraHu3aluu
Td B/04.7. | OcymiecTBieHre KOHTPOIS (PYHKITMOHUPOBAHUS CHUCTEMBI
JOKYMEHTAIIMOHHOTO O0eCTieueHus yIpaBIeHHs OpraHU3aIlluu
T® B/05.7. | CoBepIIeHCTBOBAaHHE CHCTEMBI JJOKYMEHTAITUOHHOTO

oOecrieueHurs yIpaBJIeHHs OpraHu3aluu

OT® B. PykoBOACTBO AEATENBHOCTHIO MOAPA3AECICHUS 110 JOKYMEHTALIHOHHOMY
00€eCIeYeHHUI0 YIIPaBJICHHs OpraHu3aluen

Td 01.7.

PYKOBOIICTBO ACATCIbHOCTBIO ITOAPA3ACIICHUA 110
JOKYMCHTAIITHOHHOMY 00eCIIeUeHHUIO YIIPABJICHUA OpFaHI/IBaHI/Ief/'I

OT® C. Ynpasn

CHHC HOKYMGHTaHHeﬁ OpraHru3anuu

Td C/01.8.

Crparernueckoe IIaHUPOBAHUE U PYKOBOICTBO ITOCTPOCHUEM
€MHOM CUCTEMBI YIPABJIEHUS TOKYMEHTAIMEW OPTaHU3 AU

Td C/02.8.

praBJ]CHHG pa3pa60TKoﬁ JIOKAJIbHBIX HOPMATHUBHBIX dKTOB
OpraHu3ainuu 110 BOIIpOCaM YIIPABJICHUA €C IIOKYMGHT&HHGﬁ

Td C/03.8.

VYrpaBieHue AesITeIbHOCTHIO 0 KOHTPOJIO (DYHKITMOHUPOBAHUS
BCEX CUCTEM JJOKYMEHTALIUU OPTaHU3ALUU U €€
KOPIHOPATUBHOTO JJOKYMEHTOO00pOTa

Td C/04.8.

VYmpaBieHue IpoeKTaMu 10 BHEIPESHUIO KOPTIOPATUBHOM
CUCTEMBI JJIEKTPOHHOTO JIOKYMEHTO000pOTa OpraHn3alud U
pa3pabOTKe CTpATETHH €€ Pa3BUTHS

Td C/05.8.

Crparernueckoe IaHUPOBAHUE U PYKOBOICTBO ITOCTPOCHUEM
€IMHOM CHCTEMbI XpaHEHUs JOKYMEHTaIbHOTO (hoHAa
OpraHHU3aLHN

Td 02.8.

VYmpasienue pa3pab0oTKOH JIOKAIbHBIX aKTOB OPTaHU3aIIH T10
BONPOCAM YIPABJICHUS €€ JOKYMEHTAlUEN

07.009

Cneunanauct no popMupOBaAHUIO FJIEKTPOHHOIO APXUBA

OT® A. BrinongHenue padoT Mo co3aHuI0 rpapuiyecKkux 00pa3oB JOKYMEHTOB B

CUCTCMC JJICKTPOHHOI'O apXHBa

Td A/01.3. [ToaroroBka JOKYMEHTOB K CKAHUPOBAHUIO JJI SJIEKTPOHHOTO
apxuBa

Td A/02.3. | CkanupoBaHHe JOKYMEHTOB IS SJIEKTPOHHOTO apXHBa

Td A/03.3. Bo3BpaT 7OKyMEHTOB B UCXOAHBIN BHU]I

Td A/04.3. | KonTposs KauecTBa pe3ysIbTaTOB CKAHUPOBAHHS JJOKYMEHTOB B
CHCTEME DJIEKTPOHHOTO apXHBa

Td A/05.3. | O6paboTka rpaduueckux 00pa3oB JOKYMEHTOB B CHCTEME

QJICKTPOHHOTI'O apXHBa

OT® B. ®opmupoBaHuE U 3arpy3Ka JAHHBIX B CUCTEMY 3JIEKTPOHHOI'O apXHUBa




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,
0000111eHHBIX TPYAOBbIX (PYHKIMI M TPYAOBBIX PYHKIUIH
Td B/01.4. | Pacrio3HaBaHue TEKCTa JIOKYMEHTA IO CMBICITY M COJICPIKAHHIO C
nocieAyoonie kiaccupukanuend U UHIeKCallue B CUCTEME
AJIIEKTPOHHOI'O apXHBa
Td B/02.4. | 3arpy3ka 00O0OIICHHBIX JaHHBIX B CUCTEMY JIEKTPOHHOTO
apxuBa
OT® C. PykoBoCTBO MPOIIECCOM CKAaHUPOBaHUs, BBOAA U 00paOOTKHU JaHHBIX B
CUCTEME IEKTPOHHOT'O apXHBa

Td C/01.6. | YropaBieHue IesTeIbHOCTHIO IO KOHTPOITIO
(YHKIIMOHUPOBAHUSA, BBOAA U 00paOOTKM JAHHBIX B CUCTEME
AJIEKTPOHHOI'O apXHBa

Kon

Td C/02.6. | Pa3paboTka JOKaIbHBIX HOPMATHBHBIX aKTOB IO BOIPOCAM
OpraHu3alliy MPoIecca CKAHUPOBAHUS B CUCTEME AIIEKTPOHHOTO
apxuBa

Td C/03.6. | Crparernyeckoe IIaHUPOBAHKME U IIOCTPOCHUE IPOIECCCOB

CKaHUPOBAHUS, BBO/A U 00paOOTKHU JAHHBIX B CUCTEME
AJIEKTPOHHOI'O apXHBa
OT® C. PykoBOACTBO MPOILIECCOM CKAaHUPOBAHMSI, BBOJIa U 00PAOOTKHU TAHHBIX

Td 01.6. VYrpaBieHue 1esTeIbHOCTHIO 0 KOHTPOJIIO
(YHKIIMOHUPOBaHMsI, BBOAA U 00pabOTKU JaHHBIX

Td 02.6. VYmpasienue pa3paboTKOil JIOKaTbHO-HOPMATHUBHBIX aKTOB
OpraHM3alMy [0 BOIIPOCaM OpraHM3alliH Ipoliecca
CKaHMPOBaHUS

Td 03.6. Crparernueckoe IaHUPOBAHUE U ITOCTPOCHUE MTPOLIECCOB
CKaHUPOBAHUS, BBOJIA M OOPaOOTKHU JaHHBIX

07.013 Cnenunanuct uugponoii TpaHchopmanuu

JOKYMEHTHPOBAHHBIX cep 1esiTeIbHOCTH OPraHu3aluu
OT® A. TexHOJIOTHYECKOE CONPOBOXKACHUE UPPOBOU TpaHCHOpMALINH
JIOKYMEHTHPOBAHHBIX cep AeATEIbHOCTH OpraHu3aliu

Td A/02.5. | Cucremarusaius CTPYKTYPUPOBAHHBIX TAHHBIX
JOKYMEHTUPOBAHHBIX Ccep AeATEIbHOCTH OpraHUu3aluu s
MCIOJIb30BAaHUs U XPaHEHHUSI

1.1.4. ITepeuens pazaenoB WSSS no koMneTeHINH

1.2. leab ¥ niIaHMpyeMble pe3yJbTAaThl 0CBOCHHS Pe3yJIbTaThl

B pamkax mporpammel gucuuruabel [1I1.07 "KommnbroTepHas oGpaboTka
JOKYMEHTOB" OOy4YaloIIMMHCS OCBAWBAIOTCS CIIEAYIONIME YMEHUS M 3HaHUS B
cootBerctBUM ¢ @DPI'OC CIIO mno cneuuanbHOCTH U TpodecCHOHATBLHBIMU
CTaHAapTaMH, a Takxke pa3aenoB WSSS:

1.2.1. O6mue n mpodeccrnoHaNbHBIC KOMITCTCHITHHN



Kon

MK, OK YMmenns 3HaHud

OK 0l.

OK 02.

OK 03.

OK 04.

OK 05.

OK 06.

OK 07.

IIK 1.5.

I1IK 2.2.

1.2.2. TpynoBsie pyHKITUU:

Kona IIC
u T YMmenust 3Hanug
07.002 Cnenuajaucr 1no OPraHu3alMOHHOMY " AOKYMEHTAIMOHHOMY

o0ecnieYeHHI0 YNIpaBJeHNsl OpraHu3anuei

A - OpraHI/IBaHI/IOHHOG obecrieyeHue ACATCIIbHOCTHU OpPraHrn3aln

A/01.3

A/02.3

A/03.3

B - JlokymenTanmonHoe obecrnedeHue AesiTeIbHOCTH OpraHu3aiiu

B/01.5

B/02.5

B/03.5

C- OpraHI/ISaHI/IOHHOC, JAOKYMCHTAIIMOHHOC 1 I/IH(I)OpMaI_[I/IOHHOC obecrneucHue ACATCIIBHOCTHU
PYKOBOOHUTEI OpraHnu3alnuun

C/01.6

C/02.6

C/03.6

Cl/04.6

C/05.6

C/06.6

C/07.6

C/08.6

C/09.6

C/10.6

C/11.6

C/12.6

C/13.6

C/14.6

D - I/IH(bOpMaL[I/IOHHO-aHaJ'II/ITI/I‘-ICCKa}I " OPraHU3allMOHHO-aAMUHUCTPATUBHAA MTOAACPIKKA
JACATCIIBHOCTH PYKOBOJUTEIIA OpraHru3alun

D/01.6

D/02.6

D/03.6

D/04.6

01.6

04.6

07.004 CrenuajucT no ynpapJjeH!I0 JOKYMEeHTAMH OPraHu3aluuu




Kon IIC

u T YMennst 3HaHug

A - JlokyMeHTallmoOHHOE o0ecrieueHne yIpaBIeHNs OpraHu3anueit

AJ04.6 \

07.004 CrenuaJucT no ynpapJjeHUI0 JOKYMeHTaluell Oprann3anuu

A - JlokyMeHTallMOHHOE 00eCTIeUeHUE YITPaBICHUS OpraHu3aIuei

A/01.6

A/01.6

A/02.6

A/02.6

A/03.6

A/04.6

A/04.6

A/05.6

A/06.6

A/07.6

A/07.6

01.6

03.6

B - PykoBOJCTBO J1eATENHHOCTHIO MO TOKYMEHTAMOHHOMY 00€CIICYEHHIO YITPaBICHUS
OpraHu3aluen

B/01.7

B/02.7

B/03.7

B/04.7

B/05.7

B - PykoBOJICTBO A€ATENBHOCTHIO MOIPa3/IeICHUs M0 JOKYMEHTAIIMOHHOMY O0ECIIEYeHHIO
YIIPABJICHUS] OpraHUu3alyen

01.7 | |

C - Ynpasnenue JOKyMEHTAIMEH OpraHu3aIiui

C/01.8

C/02.8

C/03.8

C/04.8

C/05.8

02.8

07.009 Cneuuaauct no OpMHPOBAHMIO YJIEKTPOHHOI0 APXHBA

A - Brinonnenue pa60T 10 CO3JaHHIO rpa(bﬂqecxnx 06p2130B JAOKYMCHTOB B CUCTECMC
OJICKTPOHHOI'O apXHBa

A/01.3

A/02.3

A/03.3

A/04.3

A/05.3

B - ®opmupoBanue u 3arpy3ka JaHHbIX B CHCTEMY 3JIEKTPOHHOT'O apXHBa

B/01.4

B/02.4

C- PYKOBOI[CTBO npouecCcoM CKaHUPOBAHUA, BBOJa U 06pa60T1<1/1 JaHHBIX B CUCTEMC
OJICKTPOHHOI'O apXHBa

C/01.6

C/02.6

C/03.6




Kon IIC

u T Ymenus 3HaHusA
C - PyKoBOJICTBO IPOILIECCOM CKaHUPOBAHMsI, BBOJIa M 00pabOTKH TaHHbBIX
01.6
02.6
03.6
07.013 Cnenmnanucr unudposoii TpaHcopmManum JOKYMEHTHPOBAHHBIX cdep

ACATCJIbHOCTH OPraHu3alnumn

A - TexHonmoru4eckoe cornpoBoxacHue uppoBoit TpaHchopMauy JOKYMEHTUPOBAHHBIX cdep

JACATCIIbHOCTH OpraHn3aliun

A/025 |

1.2.3. Pa3znensr WSSS o koMIieTeHnun

1.3. Ucnoab3oBanue yacoB BapuatuBHoii yactu IIIICC3




2. CTPYKTYPA U COAEP KAHUME JUCIHIUIT/IMHBI

2.1. O0beM TMCHHUILVIMHBI U BUABI Y4eOHO# padoThI

= O0bem
Bun yuyeOHo# padoThI
4acoB
O6beM 00pa3oBaTeIbHON MPOrpaMMBbl IO AUCHUIINHE 84
PaboTa oOydarommxcst BO B3aUMOACHCTBUH C IIPETOaBaTeieM 12
B TOM YHCIIE:
JlabopaTopHnas pabora 24
Jlexuusa 24
[TpakTHdeckoe 3aHsTHe 24
CamocrosTenbHas pabora oOydaromierocs (Bcero) 12
B TOM YHCJIC:
CamocTtosTenbHas paboTta 12

[TpomexyTouHas arrectanus B GopMe IK3aMeHa




2.2. TemaTtuvecknii miian u coaepkanue Jucuuivinbl I11.07 KomnbrorepHas 00padoTka J0KyMEHTOB

HaunmenoBanue
pa3esioB U TeM

Coaeprxanue yueOHOIro MaTepuaJa, JabopaTopHble M NPAKTHYECKHE
padoThl, caMocTOosITe/IbHASA padoTa 00y4yarommxcsi, pOpMbI OPraHu3aluu
AeATeTbHOCTH 00yYarouXCs

Kos-Bo yacos

Koabl koMneTeHIUi,
¢dopmupoBanuio
KOTOPBIX CIOCOOCTBYET
3JIEMEHT NPOrPaMMBblI

2

4

84

Pasnen 1

Conepkanue yueOHOrO MaTepuaa:

84

Bcero:

84




3. YCJIOBUSI PEAJTA3AIIAN PABOYEN ITPOTPAMMBI
JACTOUTIIAHBI

3.1. [luis peajJu3anuy NporpamMmMbl y4eOHOM TUCHUIIMHBI T0JKHBI ObITH
Npea1ycMOTPEHbI CJIeYIolHe CllelHalbHbIe MOMeleHUs:
VYyeOHast TUCIMIUIMHA peau3yeTcsl B y4eOHOM KaOMHETE ...

MuHHUMaIbHO  HEOOXOAMMOE  MAaTepHalbHO-TEXHHYECKOE  OOeCIeueHue
BKJIOUYAET B CEO4:

TexHuueckue cpeacrsa oﬁyqunﬂ:

3.2. UndopMmanmonHoe obecnevyeHne o0yueHmst

IIOHOJIHI/ITCJIBHI)IC HCTOYHUKH:
Ne ni/m bubnunorpaduueckoe onucanue

HNuTepHeT-pecypcesl

3.3. ConpoBoxkaeHue peajusanuu 00pa3oBaTeJIbHOM MPOrPaMMBbI C
NPUMEHeHNEeM IJIEKTPOHHOT0 00yUeHHUs U JUCTAHIIMOHHBIX 00Pa30BaTEILHbBIX
TEeXHOJIOTH I

OcBoeHre MmporpaMMbl MOXKET MPOBOJIUTHCS C MPUMEHEHHEM 3JIEKTPOHHOTO
oOy4eHHsI M JMCTAaHIIMOHHBIX oOpa3zoBarenbHBIX TexHojorui (mamee — JIOT) mpu
HAIMYUA ~ OOBEKTHUBHBIX  YBAXUTEIBHBIX  NPUYMH  W/WIM  OOCTOSITENIbCTB
HETMPeoNoMMON  cuiibl  (POpC-MaKOPHBIX  OOCTOSITENICTB), MPEMATCTBYIOIINAX
0oOy4JaronuMCsl W/WIIM TIPENoaBaTe/IsasM JIMYHO TMPHUCYTCTBOBATH MPH IPOBEICHHUH
3aHATHS.

B aToMm ciydae moryckaercst MpOBOJINUTD 3aHATHE yIaJICHHO B COOTBETCTBHUU C
pacnucaHueM, YTBEP)KICHHBIM PYKOBOJMTENIEM CTPYKTYPHOTO MOJpa3eieHHs Ha
miaThopmax: ...



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
JACTOUTIIAHBI

Kontpone u onenka pesynpraroB ocBoeHMs aucuuiuiaesl — [II1.07
"KomnberoTrepHass 00paOoTka JOKYMEHTOB'" OCYIIECTBIISIETCS I1€1arorM4ecKuM
pabOTHUKOM B MpOIECCe MPOBEACHUS ayAUTOPHBIX 3aHATUH, YTO TMO3BOJSET
IPOBEPUTh y OOYYaIOLIUXCS HE TOJIBKO C(HOPMUPOBAHHOCTH MPOQPECCHOHAIBHBIX
KOMITETEHIIMNA, HO ¥ Pa3BUTHE OOLTUX KOMIIETEHIIMN U 00eCTieunBaIOIUX UX YMEHUH.

@opMbl W  METOAbl KOHTPOJII W OLEHKM pEe3ylbTaToOB  OOy4YEHUs
perilaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHI0M oneHouHbIX cpeactB (POC) nmo
yaeOnou aucrumumae [111.07 "KommbroTepHas oOpaboTka TOKyMEHTOB".



