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[IporpamMma pa3paboTaHa B COOTBETCTBHHM C IMpHKa3oM MHHHCTEpCTBa 00pa3oBaHUs U
Hayku Poccuiickoit @enepanun ot 1 wmrons 2013 r. N 499 "O6 yrtBepxknenun Ilopsinka
OpraHM3allil ¥ OCYIIECTBICHHUS OO0pa30BAaTEIbHOW MEATENBHOCTH IO JOMOJHUTEIbHBIM
npodeccrOHaIBHBIM MporpamMmmam".

[ToBpimenne KBamupuKaUKd CIOylIaTeNled, OCYIIECTBIEMOE B COOTBETCTBUU C
POTrpaMMOii, MPOBOAUTCS C HUCIOJB30BAaHUEM MOAYJIBHOTO MPUHIMIIA MOCTPOSHHS Yy4eOHOTro
IUIaHa C TPUMEHEHUEM pa3IM4YHBIX 00pa30BaTENbHBIX TEXHOJOTHH, B TOM YHUCIE
JTUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHHA M 3JIEKTPOHHOTO OOyYeHHUs B COOTBETCTBHHU C
3aKOHOJIaTEILCTBOM 00 00pa3oBaHUMU.

JlononuutenbHas — mpodeccuoHadbHas ~ NporpaMMa  TMOBBINICHHWS — KBalM(uKauuy,
pazpabotaHa oOpa3oBaTeNbHON oOpraHu3alieil B COOTBETCTBHM C 3aKOHOAATEILCTBOM
Poccuiickoit @enepannu, BKIIIOYaEeT BCE MOAYJIH, YKa3aHHbIE B yYeOHOM IUIaHE.

Copep:kaHue OLIEHOYHBIX M METOJUYECKHX MaTepHalIOB OIpeneiseTcss o0pa3oBaTenbHOM
OpraHu3aleil CaMOCTOATENBHO C Y4YeTOM IIOJOXKEHHUH 3aKOHOAATENbCTBA 00 0OpazoBaHHMU
Poccuiickoit deneparum.

CrpykTypa  JONMOJHHUTEIBHOH  MpO(GECCHOHANBHOW  MPOrpaMMbl  COOTBETCTBYET
TpeOoBanusiM llopsiaka opraHuM3anyMyd U OCYIIECTBICHHS] 0Opa30BaTENbHON NEATEIbHOCTH IO
JIOTIOJTHUTEIBHBIM MPO(EeCCHOHATBHBIM MPOTrPaMMaM, YTBEPKACHHOTO MpHKa3oM MUHOOpHAYKH
Poccum ot 1 mronsa 2013 r. N 499.

O0beM JONOJHUTENBHOM TNpOo(ecCHOHANBHOM MporpaMMbl BHE 3aBHCHUMOCTH  OT
MPUMEHSEMBbIX 00pa30BaTEIbHBIX TEXHOJOTHH, OJDKEH OBITh He MeHee 16 akageMHuecKHx
yacoB. CpOKH €e OCBOCHHUS OTIPENeNIAIOTCS 00pa30BaTeIbHOW OpraHU3aIlel CaMOCTOSATENBHO.

®opMbl  00yueHHUs ciymaTtenei (o4yHas, OYHO-3a04YHas, 3a04YHasl) OINPEIEISIOTCS
00pa30BaTeNbHON OpraHU3aIe CaMOCTOATENBHO.

K ocBoeHMIO TOMOTHUTENBHBIX MPOGECCHOHATIBHBIX MPOTPaMM JIOITYCKAIOTCSL:

- U1, UMEIoIue cpeaHee npodeccuoHalbHOE U (MIIH) BhICIIEe 00pPa30BaHHUE;

- TUTIa, TTOJTyYaoIne CpeHee MpodecCuoHaIbHOE U (MJTH) BEICIIee 00pa3oBaHUE.

Jns ompeneneHus CTPYKTYpbl TOMOJHUTEIBHOW MPO(ECCHOHATBHOM MpPOrpaMMbl U
TPYJOEMKOCTH €€ OCBOEHMSI MOYKET IMPHUMEHSTHbCS CHUCTEMa 3a4eTHbIX enuHull. KosinuecTBo
3aUETHBIX EIWHUIl TO JOMOJHUTEIbHOW MpodecCHOHANbHOM MporpaMMe YCTaHABIUBAETCS
OpraHu3aIUEn.

OOpa3oBarenbHas JEATENBHOCTh CHyIIATENed MpeaycMaTpUBAET CIEAYIONIUE BHJIBI
yUeOHBIX 3aHATHH M Yy4YeOHBIX paloT: JEKIHH, NPAaKTUYECKHEe W CEMHHAPCKHE 3aHATHS,
nabopatopHble pabOThI, KPYTJble CTOJBbI, MAaCTepP-KIacchl, MACTEPCKHE, JI€JIOBBIE UTPHI, POJIEBBIC
UTPHl, TPEHUHTH, CEMHHApbl 1O OOMEHY OIBITOM, BBHIC3IHBIC 3aHATHS, KOHCYJbTAIHUH,
BBIMIOJTHEHUE AaTTECTAIIMOHHOW, IUINIOMHOW, MPOEKTHOW paboThl W Apyrue BHUIBI YYEOHBIX
3aHATUH U y4eOHBIX paboT, OTPE/IeTICHHBIC YUCOHBIM TUTAHOM.

AHHOTanms. llenp cucTeMsl 3JIEeKTPOHHOTO JOKYyMEHTO000pOTa - co3nanue 3 dexTuBHOI
cpenbl ymnpaBieHHS W (YHKIMOHUPOBAaHWS OpPraHU3allMd, YBEIWYeHHE S(PQPEKTHBHOCTH
ympaBieHus: Ou3Hec-mporieccaMu (MOTOKaMU 3a1ad4 ¥ MH(POpPMAIlMU) 3a CYET ONTUMH3AIUH
KOHTpPOJIS BBIMOJHEHUS 337ad M aHaluM3a JeSTeNbHOCTH opraHu3aimu. Kypc mocBsiueH
00ECTIeYeHHIO OPTaHU3AIMH YJIEKTPOHHOTO JOKYMEHTOOOOpOTa Ha MpeanpusiTH. B nmporpammy
BKJIFOUCHB HOPMAaTHBHO-METOIWYECKass 0a3za DIEKTPOHHOTO JOKYMEHTO00OpoTa, 0030p
COBPEMEHHBIX CUCTEM 3JIEKTPOHHOTO I0KyMEHTO000pOoTa, 3Tansl BHeApeHus CO /1, ocobeHHOCTH
HOATOTOBKH CIYEOHBIX TOKYMEeHTOB. Kypc paccuMTaH Ha MOATOTOBJIEHHBIX CIICIHAIHCTOB B
00J1acTH JIeNTONPON3BOACTBA, UMEIOMINX HEOOXOAUMOCTh MM MOTPEOHOCTh IBUTATHCS BIIEPE U
pa3BuBaThCI B UW30paHHOW cdepe OedaTenbHOCTH. B mporpamme Kypca mHOApOOHO
paccMaTpuBAlOTCSI BCE  BONPOCHI, KAacCalOUIMECs] BHEAPEHHS CHUCTEMBl  DIIEKTPOHHOTO
JOKyMEHTOO0OpOTa B OpPraHM3aIliK ¢ YY€TOM COBPEMEHHBIX TpeOoBaHui. [lo okoHUaHHMU Kypca
Bri 6y,[[eTe B COCTOAHHUH KOOPAWMHUPOBATHL MNPOUCCChI BHCAPCHHUA CHUCTCMbI DJJICKTPOHHOI'O



JIOKYMEHTO000pOTa, OpraHMW30BaTh aAMUHUCTPUPOBAHUE JOTOBOPHOW pPabOTHI, I'PaMOTHO
COCTaBJIATh M PEIAKTUPOBATH CIyKeOHbIE JOKYMEHTHI.

1. Heap mporpamMmbl: mporpamMma TMOBBIIMICHUS KBaTW(UKAIIMM HAMpaBlieHA Ha
COBEpPIICHCTBOBaHUE U (WIM) TIOJyYeHHE HOBOM KOMITETCHIINHM, HEOOXOIUMON IS
npo¢eCcCUOHATIBHOM JESTeIbHOCTH, U (WJIH) MOBBIIMIEHNE MPOHECCHOHATFHOTO YPOBHS B paMKax
UMEIOIIEHCS KBATN(UKAITUH.

B mpormecce mpoxokaeHus 0Oy4eHHUS MPEAOCTABUTH CIYIIATENI0 KOMIUIEKC 3HAHUH |
NPAaKTUYECKUX HABBIKOB B c(epe COBPEMEHHBIX TEXHOJIOTUH YIPABICHUS CTPYKTYpPHBIM
NOJpa3JeIeHUeM OpraHu3anuy, yupexiaeHus. OOpeTeHHe ChOymaTeasMH KOMIIETECHIMN
PYKOBOJAUTEIN HENPOU3BOACTBEHHOI'O CTPYKTYPHOTO MOJpAa3JeNeHus (3HaHUs, yMEHHA U
HaBBIKM MPAKTHYECKOW pabOTHl) IO BCEM OCHOBHBIM AaCIEKTaM MPAKTUYECKOH AESATeIbHOCTH
PYKOBOIUTENA CTPYKTYPHOIO MOAPA3JENICHUA, B TOM WYHCJIE IPU PEIICHUM MHOXECTBA
yIpaBIEHYECKUX NpPoOIeM, C KOTOPHIMH IPUXOIUTCS CTaJIKUBAThCcd B INPO(ecCHOHANBHOM
JESATEIBHOCTH.

1.1. IlnanupyemMblii pe3yJbTaT 00y4eHHs :

Jluna, ycnemHO  OCBOMBIIME  NIPOrpaMMmy, JOJDKHBI — OBIAJETh  CIEAYIOIIMMH
KOMITETEHIIMSIMU: pYKOBOJCTBO HEMTPOU3BOACTBEHHBIM CTPYKTYPHBIM MOpa3ICICHUEM.

1.2. CoBeplIeHCTBYeMble KOMIIETEHIIHHT

Ne KoMmnerenius Hanpasnenne noarotoBku

®EJEPAJIBHBII TOCYJIAPCTBEHHBIN
OBPA3OBATEJIbHBIN CTAHJIAPT
BBICHIET'O  ITPO®ECCHOHAJILHOIO
OBPA3OBAHUS I10 HATIPABJIEHUIO
[IOIOTOBKH 38.03.02 MEHE/)KMEHT
(ypoBeHb OakayaBpuara)

Konx xoMmmereHmun

1 | CnocobHOCTB OLIEHUBATH BO3JIEHCTBUE IK-9
MaKpPOIKOHOMHYECKOM cpeabl Ha
(YHKIIMOHMPOBAHNE OpraHU3aluid ¥ OPIaHOB
rOCyIapCTBEHHOTO " MYHHUIUITATBHOTO
YHpaBJICHUA, BBIABJIIAATH n AHAJIU3UPOBATH
pBIHOYHBIE M CHenu()UIECKHe PUCKH, a TaKKe
aHAJTM3UPOBATh MOBE/ICHHE norpedureneit
SKOHOMUYECKHX Omar W (opMUpOBaHHE CHpoca
Ha OCHOBE 3HAHUS JKOHOMUYECKHX OCHOB
TOBEJICHHUSI OpraHW3alui, CTPYKTYp PBIHKOB U
KOHKYPEHTHOM CpeJIbl OTPaCIH

1.3. CoBepuieHCTBYyeMble KOMIIETEHIIMH B COOTBETCTBHM C TPYAOBBIMHU
(pyHKUIHMAMH IPo¢ecCHOHATBHOIO0 cTaHaapTa «CnenHaJucT 1Mo ynpasBJIeHUIo
NEePCOHAIOM»

No Kommerenmusa HanpaBnenue noaroToBku

[TPO®ECCUOHAJILHBI CTAH/IAPT
«Criennanucet mo ynpapieHUIO IIEPCOHATIOM).
Y1Bepxaen npukazom Muntpyna Poccun ot 06.10.2015 N




6911 (N 559)

TpynoBsie pyHKINH (KOI)

OnepanuoHHoe

G/03.7 AaMUHHCTPUPOBAHUE MPOIECCOB U

yIpaBlIEHUE TIEPCOHANIOM U | IOKyMEHTO000pOTA 110 ONEPAllHIOHHOMY YIPaBICHHUIO

noApa3AeieHueM
OpraHu3aINH

MIEPCOHAJTIOM M paboTe CTPYKTYPHOTO MOApa3AeIeHHUs

ITocjie okoHUYAHMSA Oﬁy‘lel{lflﬂ ciaymarTrejab 6y)1eT 3HATb:

ITocsie okoHUaHHSA 00yUeHHs caymIaTe]ab OyleT yMeThb:

1.4. Ilnanupyemble pe3yabTaThbl 00y4eHHUs

e HOPMaTHBHBIC OCHOBBI (DYHKIIMOHHUPOBAHHS HIICKTPOHHOTO IOKYMEHTO000pOTa;
e OCHOBHBIE TPEOOBaHMS K CO3/IaHUIO CHCTEMBI JIEKTPOHHOTO T0KyMeHTooOopoTta (CO /1)

B OpraHu3anuu;

e 9Tansl U nopsAaok BHeapenust COJ1;

e [IIpaBHJIa apXHBaAllUW, XPaHCHUA U YHUUYTOXKCHUS 3JICKTPOHHBIX JOKYMCHTOB.

e  OPraHu30BbIBaTH Npouecc BHeaApeHus CO/I;
° II0JIB30BaThCA 0(1)I/II_[I/IaJ'H>HO-IIeJIOBI:IM CTWJICM KaK HHCTPYMCHTOM JICJIOBOT'O 06H.[CHI/I$I.

1.5. Kareropus ciaymaresei

Kypc npennasHaden ais COTpYJHUKOB, 3aHUMAIOIUXCSl JEIONPOU3BOACTBOM (pPyKOBOIUTENIEH
U COTPYIHHUKOB CIIy>KOBI JJOKyMEHTAIlIMOHHOI'O 00ECIICUEHUs YIPABJICHUs, KAHLEIAPUH, apXHBa,
ceKpeTapuara).

1.6. TpeOGoBaHus K NpeIBaAPUTEIbHOI MOATOTOBKE:

YcnemrHoe okoHUaHUe Kypcea J[eonpon3BoICTBO (IOKyMEHTAIIMOHHOE 00ecieueHue

ynpaBHeHI/IH) WKW 3KBHUBAJICHTHAA IIOATI'OTOBKA.

1.7. Cpok o0y4enusi: 16 akaqeMHU4ECKUX 4acoOB, B TOM YHCIIE Ay JUTOPHBIX — 16.

1.8. ®opma oOyuenusi: ounas. Ilo sxemanuio ciymarens ¢opma oOydeHHS MOXKET OBITh
U3MEHEHA W/WIN JI0TI0JIHEHA.
1.9. Pe:xuM 3aHATHII: THEBHOM, BEUEPHUI, TPyl BBIXOJAHOIO JHS.

1.19. Y4eOHbIil ni1aH Kypca

Ne
/1

HaunmenoBanue Moayneit
10 IporpaMmme

AxkaneMHU4ecKue 9acel

OO0
ast
TpyAa
0EMK
OCTb

B tom uucne, aytuTOpHBIX

yac.
Jlexuu | IIpakTuuec
Bcero " KHAX

CPC




3aHATHI
Monynb 1. D5eKTpOoHHBIN 4 4 Kot
JIOKyMEHTOOOOPOT M CHCTEMBI P
1 8 8 OJILHEI
ANEKTPOHHOTO JJOKYMEHTO0000pOoTa .
BOIIPO
CBI
2 2 Konr
Monayns 2. Opranu3zanus u 4 O IE
2 aJIMUHUCTPUPOBAHUE JTIOTOBOPHOH pabOTHI 4 o
BOIIPO
CBI
Monyib 3. [loaroroBka 1OKyMEHTOB C
3 UCIOJIb30BaHNEM O(PHUIIMATEHO-EI0BOTO 4 4 2 2 Tect
CTHIIS
UTOrO: 16 16 12 12 16
Htorosas arrecramnus Tect

Jlnss Bcex BHIOB AayJUTOPHBIX 3aHATUN aKaJeMMYECKHM 4Yac yCTaHaBIMBaeTCs
IPOAOKUTEIBHOCTBIO 45 MUHYT.
KonnyecTBo ayJUTOPHBIX 3aHATUI NpU OYHO-3a04HOM opme oOyueHus coctasiuser 20-
25% oT 001IeT0 KOJTMYECTBA YacoB.
[TpakTdeckue 3aHATUS BKIIOYAIOT B ceOs, B YaCTHOCTH, aHAJIN3 CUTYAIM, BHIMOJIHEHUE

IIPaKTUYECKUX 3a1aHUMN.

2. Kanennapublii yueOHblil rpadpuk

Kanennapusiii yueOHbIit rpaduk GopMUPYETCS MPU OCYIIECTBICHUN O0OyYCHHUSI B TCUCHHE
BCero KajeHmapHoro roaa. Ilo mepe Habopa rpymi ciymartenei Mo mporpaMMe COCTaBIISETCS
KaJCHIApHBIA TrpadUK, YIUTHIBAIOIINN OOBEMBI JICKIIUH, TPAKTUKH, CAMOIIOJITOTOBKH, BBIC3]IBI
Ha OOBEKTHI.

Henens 1 ) 3 4 5 6 7 Hroro
00yueHus 4acoB
TH BT cp qT T co BC
1 Hemens 4 - 4 - - - - 8
CPC 1 nenens - - - - - - - 0
2 Henens 4 - 41A - - - - 8
CPC 2 nenens - - - - 0
Hroro: 8 - 8 - - - - 16

IIpumeuanue: A — Utorosas arrecranus (TeCT)

3. PaGouas nporpamma




Mopnyasb 1. D1eKTPOHHBINH JOKYMEHTO000POT U CHCTEMBbI 3J1eKTPOHHOI 0
JOKYMEHT0000poTa

e HopwmartuBHbie 0OCHOBBI (PYHKIIMOHHUPOBAHUS SJIEKTPOHHOTO JOKYMEHTO000pOTa

e OcHoBHBIE TPeOOBaHUS K CO3/IaHUIO CUCTEMBI JIEKTPOHHOTO JOKyMeHTooOopoTa (CO/])
B OpraHHU3aIu1

e Crparerus o0ciaea0BaHUs

o Crparerus BbiOOpa (kak npoBoauTcs BeIOOp moaxoxasmeit CO/[ Ha npumepax Directum,
Documentum, LanDocs, DocsVision, Optima-WorkFlow, CompanyMedia, Jleno u
Ipyrux) - 0030pHO

e Crparerust KOH(pUTypaIuu CUCTEMBI (KaK OCYILECTBISETCS BBIOOP MOYJIEH, U3 KOTOPBIX
oynet coctoate COJI)

e Crpaterus pecypcoB (TEXHUYECKUE CPEACTBA, OOIKET, IEPCOHAIT)

o Crparerus B3auMoJIeHCTBH (KaK U C KEM OCYILECTBIIETCS B3aUMOAECHCTBHE IIPU
cozmaauu COJ])

o Crparerus BHeapeHus (3Tamnsl BHeApeHus CO/)

e Crparerust 00y4eHHs U aJalTallud COTPYIHUKOB

o Crparerus noJaepXku (Kak ocyIecTBIIsAeTCs noajaepxka u passurue CI/I)

o Crparerus npeoaoyieHus TPYAHOCTEH

e  DIexkTpoHHbIE HU(POBBIE NOAMUCH U UX IPUMEHEHHE

e ApxuBanms, XpaHCHUE U YHUUYTO)KCHUE JIEKTPOHHBIX IOKYMEHTOB

Moayab 2. Opranu3anus 1 AAMUHUCTPUPOBaHKE J0TOBOPHOIl padoThI

e JloroBop Kak OpraHM3aIllMOHHO-IIPABOBOI JOKYMEHT, €r0 ()yHKIIMU U OCOOCHHOCTH

o JloroBopHast paboTa — 4aCTh CUCTEMBI 3JIEKTPOHHOTO JOKYyMEHTO00O0POTa

o Kondurypuposanue moayist pabotsl ¢ qoropopamu B COJ1

e JKW3HEHHBIN UK JOTOBOpPA KaK TOKYMEHTA

o Co3znaHue NoJIb30BATENBCKOTO ApXKBa JOIOBOPOB, YIIPaBIEHUE JOCTYTIaMHU

e OoOecrieueHne XpaHEHHsI U TIOPSIIOK YHUUTOKEHHSI JOTOBOPOB KaK BU/Ia JOKYMEHTOB

Moayas 3. [IoaroToBKa J0KyMEHTOB € MCIIOJIb30BAHHEM O(PUINAIBLHO-1€JI0BOr0 CTHISA

e OO6nactu mpuMEeHEHUs OPUITHATEHO-/IETIOBOTO CTHIISL OOIICHHSI

e OcobeHHOCTH OPHUITNATEHO-/IETIOBOTO CTHIIS OOIICHHS

o IlpaBuna cocTaBieHUs JOKYMEHTOB C HCIIOJIb30BAaHUEM OPUITMATIEHO-/IEIOBOTO CTHIIS
e [lpakTryeckue 3aaHus Ha IPUMEHEHUE O(PHUIIMATEHO-CIIOBOTO CTHIIS

4. OpraﬂusaunonHo-nenarornqecme yciaoBust

CobGmonenne TpeOOBaHMH K KaJpOBBIM YCIOBUSIM pealu3allid  JOTOJHUTEIBHON
npo¢ecCHOHATBLHON MPOTPAMMBI:

a) MpPEenoJaBaTeNbCKUH COCTaB 00pa30BaTENbHOM OpraHM3aluy, OO0ECICUNBAIONIMNA
o0Opa3oBaTeNbHBIA Tpolecc, 00JafaeT BHICIIMM 00pa30BaHMEM M CTaXEM IMpenojaBaHUs IO
U3y4aeMol TeMaTHKe He MeHee | roja W (Wiu) IpakTHUecKoM paboThl B 00NacTAX 3HAHUM,
HpPEeyCMOTPEHHBIX MOAYJISIMU IPOTPaMMBI, HE MeHee 3 (Tpex) JIeT;

0) oOpa3zoBaTenpbHOW OpraHu3alMeld HapsAgy C  TPAAWIUOHHBIMU  JIEKIIMOHHO-
CeMMHAapCKMMM  3aHATHSMM  HPUMEHSIOTCS  COBpeMEHHble  3((EeKTUBHBIE  METOAUKU
NpenoaBaHus C MPUMEHEHUEM WHTEPAKTUBHBIX (OpM OOyuUeHUs], ayAHOBU3YaIbHBIX CPEICTB,
UH(POPMALIMOHHO-TEJIEKOMMYHHUKAIIMOHHBIX PECYPCOB M HATJISAHBIX Y4EOHBIX TOCOOMH.

CoOnronenne TpeOOBaHMN K MaTepHaTbHO-TEXHUYECKOMY H  Y4€OHO-METOANYECKOMY
00eCreyeHHIO JOMOJHUTEIbHOM NMPodhecCHOHAIBHONW MIPOTrpaMMBbI:



a) oOpaszoBaTeNbHAs OpPTaHM3AIMs pacrojiaracT HeOOXOAUMON MaTepruaIbHO-TEXHUUECKON
0a30M, BKJIIOYasi COBpEMEHHbBIE ayUTOPUH, OMOIHOTEKY, ayJHOBU3yalIbHbIE CPEACTBA O0YUYCHHUS,
MYJIbTUMEAUMHYIO anmnaparypy, OprTeXHUKY, KOMHpPOBAIbHbBIE ammapaTsl. MarepuaibHas 0a3a
COOTBETCTBYET CAHUTAPHBIM U TEXHHUUYECKUM HOpMaM M MpPaBWIaM M 00ECIIeYHBAET NMPOBEICHHE
BCEX BUJOB MPAKTUYECKOM M AUCUUIUIMHAPHOM MOJTOTOBKHU CiIylIaTesied, MpeayCMOTPEHHBIX
y4eOHBIM IIJIAHOM peau3yeMOoil JOMOTHUTEIbHON MPo(ecCHOHANBHOM MTPOrpaMMBI.

0) B ciydyae TMpUMEHEHHUS SJEKTPOHHOTO OOYyYEHUSs, MUCTAHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJOTHH KaXIbli OOyYalolIuiicss B TeUEHHWE BCEero mepuoaa oOydeHus oOecreunBaeTcs
UHAMBUAYalIbHBIM  HEOTPAHUYEHHBIM  JOCTYIOM K  3JEKTPOHHOM  HHQOpPMAIMOHHO-
o0Opa3oBaTeNbHONW Cpelle, COAEpKalleld Bce AJIEKTPOHHBIE 00pa30BaTENIbHBIE PECYPCHI,
MEPEYUCIICHHbIE B MOAYJISIX JOTOJIHUTENBHON MPO(ECCHOHATBLHON MPOrpPaMMBI.

5. @opMBI aTTECTALIUM M OLICHOYHbIE MATEPHAJIbI

OOpa3zoBarenbHas OpraHu3alMsi HECeT OTBETCTBEHHOCTh 32 KAadyeCTBO MOJATOTOBKH
CAymaTelae W peanu3alyio JOMOJHUTEIbHON NpodhecCHOHATBLHON MPOrpaMMbl B TIOJHOM
00BbeMe B COOTBETCTBUH € YYEOHBIM TUIAHOM.

OreHka KadecTBa OCBOCHHS  JIOTIOJHUTEIBHON  MPOGECCHOHATBHOM  MPOrpamMMBbl
ciIylIaTesneil BKIYaeT TEKYIIMA KOHTPOJIb YCIEBAEMOCTH U UTOTOBYIO aTTECTALIUIO.

Konkpetnsie ¢hopMbI U MpoLeayphl TEKYLIET0 KOHTPOJIS YCIIEBAEMOCTH, MPOMEKYTOUHON
aTTeCTallud M WTOTOBOM aTTeCTAllMM CIIyIIaTeNell yCTaHaBIMBAIOTCS 00pa30BaTENbHON
OpraHu3aIMel caMOCTOATEIBHO.

CrymarensM, yCIenHO OCBOMBIINM JIOTIOJHUTEIBHYIO MPO(GECCHOHATBHYIO POTrpaMMy H
IOPOLIEAIIMM  HWTOTOBYK)  aTTE€CTAallMI0, BBIJACTCS  YAOCTOBEPEHHE O  MOBBIMICHUH
KBAJTH(PUKALMH.

CrnymarensM, He NPOLIEAIIMM HMTOINOBOM aTTECTALMM WJIM TOJYYHMBIIMM Ha WTOTOBOU
aTTeCTallud HEYJOBJIETBOPUTEIbHBIE pE3yJibTaThl, a TaKXKE JIMIAM, OCBOMBIIMM 4YacTh
JIOTIOJTHUTEIBHON MPOo(decCHOHANBHOM nporpaMmsl U (MJIM) OTYMCIEHHBIM U3 00pa30BaTEIbHON
OpraHM3alliy, BBIIACTCA CIOpaBKa 00 OOy4YeHHH WM O Mepuoje OOydeHus Mo oO0pasiy,
CaMOCTOSITENIFHO yCTaHABIMBAEMOMY 00pa30BaTEIbHON OpraHu3anuei.

HtoroBass atrecranusi NpoOBOAUTCA MO ¢opMe TECTHUPOBaHHUS U (WJIM) BBIOTHEHUS
NPaKTUYECKOTO 3a/1aHus (MPAKTHYECKHUX 33JaHNI) B COOTBETCTBUH C yUEOHBIM IIJTAHOM.

Pe3yabTaThl HTOrOBOI aTTeCTALMU CIyIIaTeNeii B COOTBETCTBUU C (POPMOI UTOTOBOMA
aTTeCTAallN{, yCTAHOBJICHHON Yy4YeOHBIM IUIAHOM, BBICTABISIFOTCA IO JBYX OalbHOW IIKaie
(«3auTeHO\HE 3auyTeHO»). Pe3ynbTaThl UTOrOBOM aTTEeCTAllMUM 3aHOCSTCS B COOTBETCTBYIOIIUE
JIOKYMEHTHI.

IIporpamma kypca npeaycMaTpuBaeT TEKYIIYH0 aTTeCTAIHIO:
Monyns 1. KoHTposbHBIE BOPOCHI.

o Kak npoBoautcs Be16op noaxoasmeit CO/] na npumepax Directum, Documentum,
LanDocs, DocsVision, Optima-WorkFlow, CompanyMedia, [leno u apyrux.

o Kak ocymectBisiercss BbIOOp Moaysel, U3 KOTOphIX OyaeT coctosaTh CO/I.

o Crparerus pecypcoB (TEXHUUECKUE CPEICTBA, OIOIKET, IEPCOHAN)

o Kak u ¢ keM ocymiecTBiseTcs B3auMoieicTBre npu cozganuu CO/JI.

o Crparerus BHeapeHus (3tamnsl BHeApeHus CO/)

e Crparerust 00y4eHHs U aJalTallud COTPYIHUKOB

o Kak ocymiectBisiercs noanepxka u pazsurue CI/I.

e Crparerus npeooJeHUs! TPy AHOCTEN

e DIeKkTpoHHbIE HU(POBBIEC NOJAMUCH U UX IPUMEHEHHE

e ApxuBanms, XpaHEHUE U YHUUYTO)KCHUE JEKTPOHHBIX IOKYMEHTOB



Monyinb 2. KoHTpOJibHBIE BOIPOCHI.

o Co3znaHue NoIb30BATENBCKOTO APXKBA JOIOBOPOB, YIIPABIEHUE JOCTYIIaMHU
e OO6ecrieueHue XpaHeHHs! U TOPSIIOK YHUUTOKEHHSI JOTOBOPOB KaK BU/Ia JOKYMEHTOB

Monynsb 3. KonTposbHble Bonpockl. Pa360p KOHKPETHBIX pab0uMX CUTYaLUi.

o HpaBHna COCTaBJICHHUA JOKYMCHTOB C MCIIOJIb30BAHHUEM O(i)I/IHI/IaJ'II)HO-I[CJ'IOBOl"O CTUIIA

Hrorosas arrecrtamus (OHeHO‘IHLIe MaTepHaljbl K HTOTOBOM aTTeCTaHI/IH):

Hrorosas arrecraigud  MOpoOBOAUTCA B (bopMe BBITIOJTHCHHUA  MPAKTUYCCKOro  3alaHusA:
«HpI/IMeHCHI/Ie O(l)I/IL[I/IaJILHO-I[eHOBOFO CTHIIS) .



