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INOACHUTEJIbBHAS 3AIINCKA

OcHoBHas mporpamma npodeccuoHanbHoro o0yuenus "Cekperapb-agMuHucTpaTop’ (maiee -
[Tporpamma), pazpaboTaHa B COOTBETCTBHH ¢ HOpMaMu DenepalbHOTO 3aKoHA OT 29 nmexadps 2012
roga Ne 273-®3 "O6 obpazoBanuu B Poccuiickoii ®@enepanuu" ¢ yuyerom tpeboBanuii Ilopsmka
OpraHu3alliil WU OCYIIECTBICHUS O0pa30BaTEIbHON NEATENFHOCTH I0 OCHOBHBIM IPOrpaMMam
po)eCCHOHAIBHOTO 00Y4YEeHUS, YTBEP)KIESHHOTO PHKa3oM MuHHUCTEepCTBa NpocBemieHuss PO ot 26
aBrycra 2020 roma Ne 438 (3apeructpupoBano B Muntocre Poccun 11 centsops 2020 ropaa,
perucrparroHHbiii Ne 59784).

[TporpamMa mpodeccuoHaTBHOTO OOyYeHUs NpPEACTaBIseT co00i cHucTeMYy JOKYMEHTOB,
paspaGotannyio u yrBepxaennyio OO0 «YUYEBHBIN LIEHTP «[IPO®U-LIEHTP» Ha ocHOBaHHH
npodeccuoHanbHOro crangapra "CrnenuaaucT M0 OpraHU3allMOHHOMY U JOKYMEHTAI[HOHHOMY
o0OecrieueHnI0 ynpaBlieHUs opraHuszanueil”, yrBepxkaeHHoro Ilpukazom MuHHCTEpCTBa Tpyda H
counanpHoi 3amuTel P® ot 15 mrons 2020r. Ne333H, 3apeructpupoBaHHoro B Muntocte PO 15
utoiig 2020 r., peructpauuoHHblid Ne 58957.

[Iporpamma ompenenser MUHUMAJIbHBI 00bEM 3HAHMM M YMEHUH, KOTOPBIMU JIOJDKEH
obnanate «CekpeTapb-aIMUHUCTPATOPY MPU 3aHATUU COOTBETCTBYIONIEH JOIKHOCTH.

Cpok ocBoeHHsI TMporpamMmbl npodeccroHanbHOro o0yueHHst 1mo mpodeccun «CekpeTraph-
aIMHUHHUCTPATOP» COCTABIIAET 3,5 Mecsila, 00ydeHHe MPOBOAUTCS 5 pa3 B HeNemo (8 akaleMUYecKuX
4acoB B JICHB).

TpyaoeMKOCTh OCBOCHHS CIyIIATEIsIMH  MPOrpaMMbl  MPO(EecCHOHAIBHOTO  00Yy4YeHUS
cocraBisieT 520 dacoB, u3 KOTOPBIX 296 4acoB OTBOMATCS Ha JIEKIHMOHHBIC 3aHATHSA, 90 4acoB Ha
MpakTHYecKue 3aHATHA, 116 yacoB Ha caMocToATelNbHYIO paboTy, 12 yacoB KoOHCynbTanuu, 6
aKaJeMHYECKHX 4acOB — Ha aTTECTALIUIO.

®opma 0o0yyeHHS] — JAMCTAHIIMOHHAs C TPUMEHEHHUEM DJEKTPOHHOTO  OOYy4YEeHHS
JTMCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHMH B COOTBETCTBUU C JICUCTBYIOIIEH HOPMATHBHOU
6a3oii.

KonuyecTBO 4YacoB, OTBOAMMBIX HAa HM3YYEHHE OTHECIbHBIX TeM (MOAYJEH) MpOorpamMMbl,
MOCJIEI0BATENBHOCTh UX U3YyUEHHE B Cllydae HEOOXOJUMOCTH MOXKHO M3MEHSATH B Ipenenax oOuero

KOJIMYCCTBA yqe6Hor0 BPCEMCHH.



HopMaTuBHBIE TI0KYMEHTBI JIs1 pa3padoTKU NPOrpaMMbl

[IporpamMma pa3paboTaHa B COOTBETCTBHM C TpPEeOOBAHHMSIMH HOPMATHBHO-TIPABOBBIX

JOKYMCHTOB!:

1.

®denepanpHoro 3aKkoHa oT 29 nexadps 2012 r. N 273-®03 "O6 obpa3zoBanuu B Poccuiickoit
Oenepanun" (c usmenenusimu Ha 11 utons 2022 roga);

[Ipuxa3 MunucrepctBo npocsemenus: Poccuiickoit @enepanun ot 26 aBrycra 2020 roga N
438 «O6 yrBepxaeHuu [lopsinka opraHuzanuu ©M  OCYUIECTBICHHUs 00pa30oBaTelbHOU
NEeSITeNIbHOCTH 1O  OCHOBHBIM  IporpaMMaM  Mpo(eccHOHAIbHOTO  OOydeHHUs»
(3apeructpupoBano B Munrocte Poccun 11 centsabps 2020 roma, peructpaioHHbIN Ne
59784).

[Ipuka3 MwunucrepcrBa oOpasoBanusi U Hayku P® ot 23 aBrycra 2017 r. N 816 "O6
YTBEPKACHUU [Topsnka [IPUMEHEHUS OpraHU3alUsIMHU, OCYIIECTBIISIOLUMU
o0pa3oBaTeNbHYIO JeSITeIbHOCTb, ANEKTPOHHOTO oOyueHus, JTUCTAaHIIMOHHBIX
00pa3oBaTeNbHBIX ~ TEXHOJOTHH  TPU  pealn3aldd  O0pa3oBaTEeNbHBIX  Mporpamm"
(3apeructpupoBano B Muntocte P® ot 18 centsiops 2017 roma, peructpaudoHHBIA No
48226);

[Ipukaz Munnpocsemenuss Poccun ot 25.04.2019 Ne208 «O BHeceHUM HW3MEHEHUH B
[lepeuens mpodeccuii paboumx, MODKHOCTEH CIYKalIUX, MO KOTOPBIM OCYIIECTBISETCS
npodeccuoHaIbHOe O0Y4YeHHE YTBEpKIEHHBINM INpHKa3oM MuHHcTepcTBa 00pa3oBaHUS U
Hayku P® ot 2 urons 2013 r. N 513.

Ob6mepoccuiickuii  knaccudukarop mnpodeccuid paboynx, TODKHOCTEH CIyXalux |
tapudubix pazpsnoB OK 016-94 (OKIIATP) npunst nocranosnenunem ['occrannapra PO ot
26 nexabps 1994 r. Ne 367 (c U3SMEHEHHUSIMH U JIOTIOJIHEHUSIMU );

[Ipodeccuonanbhpiil ctanaapt "CreruanucT Mo OpraHu3alMOHHOMY U IOKYMEHTAIlUOHHOMY
o0ecreyeHnIo yupaBieHus oprauusanueit”, yrsepxaeHHoro [Ipukazom MUHHCTEpCTBA Tpya
u conuanbHoi 3amuThl PO ot 15 urons 2020r. Ne333H, 3apeructpupoBaHHoro B MuHtocte
P® 15 urona 2020 r., peructpanroHHslid Ne 58957.


https://docs.cntd.ru/document/565697399#6520IM
https://docs.cntd.ru/document/565697399#6520IM

1. OBIIASA XAPAKTEPUCTUKA ITPOI'PAMMBI

1.1. Hean peanu3anum NporpamMmbl

Heab: dopMupoBanue y oOydaromuxcs Npo(EecCHOHANBHBIX KOMIICTEHIMH, HEO0O0XOIUMBIX
JUISL BBITIOJTHEHUE HOBOTO BHJA MPO(GECCHOHATBHON ACATENBHOCTH B O0OJACTH OPraHU3allMOHHOTO H
JOKYMEHTAIMOHHOTO 00eCTIeYeHUs! YIIPaBICHHUS OPTaHU3aIUIMH JIOOBIX OpraHN3alMOHHO-TIPABOBBIX
¢dopm, mpuoOpeTeHHe HOBOH (IOMONHUTENbHON) KBanmupukaumum mo mnpodeccun «Cekperapb-
aZIMUHHUCTPATOP.

1.2. XapakTepucTuKa HOBOIr0 BU/Ia NPO(ecCHOHATIBLHOM AeSITeJIbHOCTH

Oobs1acTh ¥ 00bEKTHI NPOPECCUOHATBHO AeSITeIbHOCTH
Oo6uacTeio TIpohecCHOHABHON JTEATEIHbHOCTH CIIYIIATENCH, OCBOMBIIUX MPOPECCHOHATBHYIO
POrpaMMy SIBJISIETCS: BBIMOJHEHUE TEXHUYECKUX (PYHKIMHA MO OOECHEYeHUI0 U 0OCHy>KUBaHUIO
pabOThl PYKOBOJMTENS OpPTraHW3alMH, CBSI3aHHBIX C IOJTOTOBKOM, XpaHEHHEM, 00pabOTKON ¢
MOMOIIbIO CPEJICTB OPraHU3AIMOHHON TEXHUKU HEOOXOAUMOW HMH(GOpMAalUU U JOBEICHUEM €€ 0
MOTpeOUTEIISI.
O6bexkTamu MpodeCcCHOHATBHON JEATEIBHOCTH CIyIIATeNe, OCBOMBIIMX JOMOJIHUTEIBHYIO
PO ECCHOHAIIBHYIO MPOTPAMMY SIBJISIOTCSI:
— JOKYMEHTHpOBaHHas HHpOpMAIHS;
— TIPOLECC TEXHUYECKOTro 00CITyKHUBaHUS padOThl PyKOBOIUTENS,
— OpraHM3alloHHasi TEXHUKA.

Buabl npodeccuoHanbHON 1eITEJLHOCTH W 331a4M, KOTOpPbIe J0/LKHbI ObITh T'OTOBBI
pemiaTh CJAyLIATEH, OCBOUBIINE IPOrPaMMy

Bungom npodeccuonanbHON AEATENBHOCTH CIIyIIATeNIed, OCBOMBIIMX MPOQPECCHOHATBHYIO
porpamMmmy sIBJISIETCS:

BIIJI 1. OpranuzanmonHoe o0ecrieueHHe IeITeTbHOCTH OpraHUu3aIiH

CrnymaTenu, OCBOMBIINE TMPOTpaMMy B COOTBETCTBHM C BHUAOM HpoheCCHOHATbHOM

NeATeTbHOCTH, Ha KOTOPBI OpPUEHTHUPOBAHA JOJDKHBI OBITh TOTOBBI peIIaTh CIEIYIONINE
npodeccuoHanbHbIE 3a/1a4H:

— Opranu3oBblBaTh  JOKYMEHTOOOOPOT B  OpraHM3allid €  HCIOJIb30BAHHEM
COBPEMEHHBIX BHJIOB OPTraHU3AI[MOHHON TEXHUKU;

— CocraBnsiTh, penakTUpPOBaTh U OQOPMISITH OPTaHU3AUOHHO-PACTIOPATUTENBHYIO
JOKYMEHTAIMIO,  CO3[aBaeMyl0 B  OpraHu3allid, COTJacHO  TpeOOBaHUSAM
locynapctBennbix  cranpaproB  (I'OCT) mno odopmieHHIO JAOKYMEHTOB C
WCIIOJIb30BAaHUEM COBPEMEHHBIX BUOB OPTaHU3AMOHHON TEXHUKH;

— Opranu3oBbIBaTh  JOKYMEHTOOOOPOT B  OpraHM3alid €  HCIOJIh30BAHHEM
COBPEMEHHBIX BUJIOB OPTraHU3aI[MOHHON TEXHUKU;

— OCTaBIATH M OQOPMIIATH HOMEHKJIATYpy JeNl OpraHu3anuu, (GOopMHpOBaTH Jielia B
COOTBETCTBUHU C YTBEPXKICHHOW HOMEHKJIATYpO#l, 00ecreuynBaTh UX COXPAaHHOCTH B
TEKyIIeM  JIeJIONPOU3BOACTBE C  HCIOJb30BAHMEM  COBPEMEHHBIX  BHJOB
OPTraHU3ALMOHHON TEXHUKH;

— OcyuiecTBAsATh NOATOTOBKY /1] K Nepefaue Ha apXUBHOE XPAHEHUE;

—  KoopauaupoBats paboty oduca (mprueMHON pyKOBOIUTENSI), OPraHU30BLIBATH MPUEM
MOCETUTENCH, TPUEM U paclipe/ie]ieHHe TeJIe(OHHBIX 3BOHKOB OpraHU3aIllu.

1.3. TpeGoBanus K pe3yJbTaTaM 0CBOEHHS MPOTrPaMMBbl

C 1enpro OBNAJICHUS YKA3aHHBIM BHJIOM MTPO()ECCHOHATLHOM ACSITETFHOCTH CIYIIATENlb B XOJIe
OCBOCHHSI TPOTPAaMMBI B COOTBETCTBHHM C MNPOPECCHOHAIBHBIM CcTaHaapToM "CHenuaiuct 1o



OpTraHW3AIlMOHHOMY H  JOKYMEHTAIlMOHHOMY  OOECIICUCHUIO  YIpaBJCHUS  OpraHu3ammen”,
yTBepxkAcHHOro Ilpukazom MuHUCTEpCTBa Tpyna M conuaabHOM 3amuTel PO ot 15 utons 2020 r.
Ne333n, 3apeructpupoBanHoro B Muntocre P® 15 wurona 2020 r., perucrtpammonusiii Ne 58957
JIOJDKEH OBJIAJIETh CIETYIOIUMH MPO(EeCCHOHAIBHBIMUA KOMITETCHIIUSMHU COOTBETCTBYIOIIMMHU BULY
npodeccuoHaNbHOM NesSTeIbHOCTH

1K 1.1 [Ipuem u pacupeneneHue TeaeQOHHBIX 3BOHKOB OpraHU3aliH;

I1K 1.2 Opranuzarust pabOThI ¢ TOCETUTEISIMHU OpraHU3AIHH;

1K 1.3 BeimonHeHue KOOpAMHUPYIOMIUX B 00eCTIeYNBAOIINX (DYHKITHIA.

B xone ocBoenus nporpammsl mpodeccnoHanIbHOT0 00yYeHHSs CIIYIIATeNb JTOJKEH:

3HATh.

byHKUIMY, 3a1a41, CTPYKTYPY OpraHU3alluH, €€ CBSI3H;

npaBuJjIa B3aUMO/JICHCTBUS C MapTHEpamu, kiaueHtamu, CMU;

METOAMKY TPEIBAPUTEIHLHON OICHKH CcOOeCeTHUKAa W BO3JCHCTBHS HA HEro B XOJe
TeNeQOHHBIX IEPETOBOPOB;

METOAMKY YCTaHOBJICHUSI KOHTAKTA, OAJCPKAHUS U Pa3BUTHS MEXKIMYHOCTHBIX OTHOLIEHUH;
IICUXOJIOTUYECKUE METO]Ibl BO3CHCTBUS HA KOHKYPEHTOB,

HEeI00pPOCOBECTHBIX NMAPTHEPOB, HEXKEIATeIbHbIX KIUEHTOB,;

CI0CcO0BbI yX0/1a OT HEXKEJIATEIbHBIX BOIIPOCOB;

COOTBETCTBYIOILIME CTaHAAPTHl OE30IaCHOCTH TPYJa, IKOJOTMYECKOrO0 3aKOHOJATEJIbCTBA,
HOPM, MPaBUJI U UHCTPYKLMH 110 OXpaHe Tpya;

IpaBUJjIa 3aLIUThl KOH(UAECHIUAIBHON ClIy>KeOHOH HH(popMaImy;

IpaBUjIa OPraHu3alUy IpUEeMa MOCETUTENEH;

IICUXOJIOTUYECKUE OCHOBBI U IIPAaBUJIA JEJI0BOI0 OOILIEHMS;

CTPYKTYpY  OpraHM3allud M  pachpelesneHue  (QyHKOMM  MeXIy  CTPYKTYPHBIMHU
NOJIpa3/IeJICHUsIMU U CIIELIMATTUCTAMU;

IpaBUjIa OpPraHu3aluy MIPUEMOB B OQHCE;

IpaBUjIa CEPBUPOBKH YaHOTO (KOpEHHOro) cTona;

IIPaBWJIa IPUTOTOBJIEHHS U MTOJ1aY FOPSAYMX HAIIUTKOB U 3aKyCOK K HUM;

IICUXOJIOTUYECKHE METOJbl BO3JEHCTBUS Ha IOCETUTENEH IICUXOJOTHYECKHE IPHUEMBI
paspernieHuss KOH(GIUKTHBIX CUTYalH;

IpaBuJia 3alIUThl KOHQUACHIIMATIBHON Ci1ykKeOHO HHpOopMaIniy;

METO/Ibl ¥ IPUEMBI BEIE€HUS KOHTPOJISI COTPYIHUKOB;

ATUKY JI€JI0BOTO OOIIECHUS;

YIPaBIEHYECKYIO CTPYKTYpy OpraHU3allid, pyKOBOACTBO OPTaHM3ALMH, KPYT ITOJIHOMOYUH U
OTrpaHUUYEHUS UX 30H OTBETCTBEHHOCTH.

yMeTb:

UCIIOJIb30BaTh CPEACTBA KOMMYHHKAIIMOHHOW OPTTEXHUKH I TIOIYYCHHS W TIepeaadn
uH(pOopMaLnu;

BECTH YUYETHBIE PETHCTPAIIMOHHBIE (JOPMBI, UCTIONH30BATh UX AJIs1 HHHOPMAITMOHHON paboTHI;
MPUMEHSTH IPUEMbI TICUXOJIOTUYECKOTO BO3/ICUCTBUS HA COOECETHUKOB;

CTIIQXXUBATh KOH(JIUKTHBIE U CIIOXKHBIE CUTYAIIUU MEKIUIHOCTHOTO B3aUMOICHCTBHS;
cOOJTI01aTh CITY)KEOHBIN YTHKET;

BJIQJICTh IPHEMAMH OOIIECHUS C IIOCETUTEIISIMU;

OpPTaHW30BBIBATh U 00ECIICUNBATH JIMYHBIC KOHTAKTHI PYKOBOIUTEIIS;

UCTIONIB30BaTh  TICHXOJIOTHYECKUE TPUEMBbl  yOEXKIAIOMIero BO3JCHCTBHUS  YIPABISATH
KOH(JIMKTaMU;

VUUTHIBATh  TICHXOJIOTUYECKHE  OCOOCHHOCTH  JIMYHOCTH TPH  Pa3IUYHBIX  BHJIAX
po(hecCHOHALHOTO OOIIEHUS;

UCTIOJIF30BaTh YCTAHOBJICHHBIC TIPABUIIA U TPOLIEAYPHl KOMMYHUKAIIUU BHYTPH OpraHU3aIlHH;



— BECTH YYETHBIC ()OPMBI, UCIIOJIB30BaTh UX ISl paOOTHI;

—  CO3/1aBaTh MOJIOKUTEIBHBIA UMUK, COOTBETCTBYIOIINH MMHJIKY OpTraHU3aI1H;
— TIPHHUMATH MEPHI 0 PA3PEHICHUIO KOHPIMKTHBIX CUTYAIIHA;

— obecrnieunBaTh KOH()HICHIMAIBHOCTh HH(POpMAIINH;

— OIICHHMBATh PE3yJbTaThl B PAMKaX ITOCTABJICHHBIX 3a7ad.

UMeTh MPAKTHYECKHii ONbIT:

— TepeHarnpaBleHHs TelIe()OHHBIX 3BOHKOB PYKOBOJICTBY M COTPYJHHKAM OpraHU3aLNY;

—  PETUCTpaIUH MMOCTYMAIOUINX TeICPOHHBIX 3BOHKOB;

— TOoJydeHHUs HeoOXoauMoW MH(OpMaIUK M Nepeaaydl CaHKIMOHUPOBAHHOM MH(OPMALUU IO
Tenedony;

— BCTpEYM MOCETUTENCH, MOJIYYEHHs NMEePBHUYHON MH(MOPMALUH O MOCETUTEISIX W MOMOILIM B
OpraHM3aliy UX IpHeMa PyKOBOJCTBOM U COTPYAHUKAMH;

— BeIEeHHs KypHajia 3aliCy TOCETUTENEH;

— yuera nocetureneil U 0opoOpMIIEHHS MPOIMYCKOB;

—  COJCHCTBHS ONEPATHBHOMY PACCMOTPEHHIO MIPOCHO U MPEIUIOKEHUI TTOCETUTENCH;

— IpueMa U Nepeaadyn JOKyMEHTOB ITOCETHTENIEH PYKOBOACTBY U COTPYIHHUKAM OpraHU3aIiH;

— Iepeiayd JOKYMEHTOB Ha XpaHEHUE B apXHUB.

1.4. TpeboBaHUSA K YPOBHIO MOATOTOBKH MOCTYNAKILEr0 HA 00yUeHue, He00X0AMMOMY J1JIs1

O0CBOEHHS MPOrPaMMBbI

K ocBoeHUI0 OCHOBHBIX MPOTrpamMM MpohecCHOHATLHOTO 00ydeHus 1Mo mpodeccusiM pabounx,
JOJKHOCTSIM  CITYKAIllUX JIOMYCKAOTCS JIMIAa Pa3jMYyHOTO BO3pacTa, B TOM YHUCIE HE HMEIOIIUE
OCHOBHOTO OOIIEro WM CpeIHero ooOmero oOpa3oBaHMs, BKIOYAsS JHMI[ C OrPAaHUYCHHBIMU
BO3MOXXHOCTSIMU 37I0POBbsI (C pa3IUYHBIMU (HOPMaMU YMCTBEHHON OTCTATIOCTH).

[Iporpamma opueHTHpOBaHa Ha CiymaTenei, oOJIagarouX HEOOXOJAUMBIM YPOBHEM
KOMIBIOTEPHON TPAMOTHOCTH VISl IUCTAHIITMOHHOTO O0y4YEHHUSI.

1.5. Tpynoemkocth od0yuenusi — 520 yacoB 3a Bech Mepuoj OOyUEHUs, BKIIOYAs BCE BUIBI
ayIUTOPHOM U BHEAYTUTOPHOMU (CAaMOCTOATENLHON) yueOHOM pabOThI CITyIIATENsI.

1.6. ®opma o00y4yeHHs] — JWCTAHIIMOHHAs C NPUMEHEHHEM DJJIEKTPOHHOTO OOYYCHHUS H
JTUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTMM B COOTBETCTBUU C JIEUCTBYIOIIEH HOPMATUBHOU
0a3oi.

1.7. Pexxum 3aHsATHIH — yuyeOHas Harpy3ka ycTaHaBJIMBaeTCs 8 akaJeMHUYECKUX YacOB B JICHb,
He Oornee 40 gacoB B HEJEINI0, BKITIOYAst BCE BUJIBI ayIMTOPHON U BHEAYIUTOPHOH (CaMOCTOATEITHHON)
yueOHOi1 paboThI ciyIIaTenei.



2. COAEP) KAHUE INPOI'PAMMBbI

NmporpaMmmbIl npod)eccuonanbﬂoﬁ NnoATroTOBKH

2.1. Y4eOHBIH IIAH

"Cekperapb-aiMuHHCTPaTOP""

Heabp — dpopmupoBanne y oO0ydaromuxcs NpodhecCHOHAIBHBIX KOMIETEHINH, HEOOXOIMMBIX
JUISL BBITIOJTHEHUSI HOBOTO BHUIa MPO(ECCHOHATBFHON JEeSITeIbHOCTH B 00JIACTH OPTaHU3allMOHHOTO H
JOKYMEHTAIMOHHOTO 00ECTIeYeHHS YIPaBJICHHUS OPTaHU3aLUSIMH JTIO0BIX OpraHH3alMOHHO-TIPABOBBIX
dopMm, mpuoOpeTeHne HOBOH (IOMONHUTENbHON) KBanmupukaumu mo mpodeccun «Cekperapb-
aZIMUHHUCTPATOP.

Karteropusi caymareieii — nuia 6e3 npeabsBieHHs TPeOOBaHHI K YPOBHIO 0Opa3oBaHMs,
€CJIM MHOE He 00YCIIOBJICHO CIICIM(HUKON peain3yeMoil 00pa30BaTEIbHON MPOTPaMMBI.

Cpok odyuenust — 520 gacos.

®opma oO0yuyeHHs —

I[I/ICTaHI_II/IOHHaH C IPUMCHCHHECM JJICKTPOHHOI'O 06y‘IeHI/I${ n

JTUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHMH B COOTBETCTBHHU C JIEUCTBYIOIIEH HOPMATHBHOMU

0a3oi.
Ne | HaumeHnoBanue yueOHBIX Bcero, B ToMm uucne dopma
n/n AUACHHUIIIIUH 4qac Jleknuu | [Ipaktuueckue | Camoctosi | KOHTPOJIA
3aHSTHS -TeJIbHAas
pabora

1 | Moayns 1. OcHOBBI 58 28 18 12 TectupoBan
CEKPETapCKOTo JIena. ue

2 |Mongyns 2. DOrtuka Wu TectupoBan
TICUXOJIOTHSI JIEJIOBOTO 58 28 18 12 ue
0OIIIeHN s, PEUYEBOM ITHUKET.

3 | Moayns 3. KonTponba
Nudopmanvonnsie as pabora
TEXHOJIOTUHU B 42 26 6 10
JTIOKYMEHTAITAOHHOM
o0ecreyeHunu.

4 | Monynb 4. Kontponsn
JIOKyMEHTallMOHHOE 274 166 48 60 ast pabota
o0ecrnieuyeHre yrpaBIeHHUs.

5 | Moayns 5. TectupoBan
Kondunennuansnoe 70 48 29 ne
JIEIIOTIPOU3BOJICTBO u
3ammTa HHPOPMaIIUH.

6 | Koncynprammm 12

7 | Urorosas arrecrarus 6 Kpanmuduxa

IMOHHBIN
HK3aMEH
7.1 | B T.4. TECTUpPOBaHUE 1 Tect
7.2 | mpakTHUECKas S) IIKP
KBaTM(UKAIIMOHHAs paboTa
UTOrO: 520 296 90 116



https://base.garant.ru/402925835/c9c989f1e999992b41b30686f0032f7d/#block_21156

NporpaMmMbl NPoPeccCuoHAIBLHONH MOATOTOBKH

2.2. Y4yeOHO-TeMATHYECKHUI IJIaH

"Cekperapb-aIMUHHCTPATOP»

No | HammenoBanue yueOHbIX | Bcero B ToMm uncine dopma
n/ JUCUUIIINH ,dac | Jleknuu [IpakTrueckue CamocTosg- | KOHTPOJIA
I 3aHATHUSL TeJIbHAs
paborta
1 | Moayas 1. OcHoBBI 58 o8 18 12 TecTupos
CEKPeTapCcKoro jeJia. aHue
1.1 | Tema 1. Cexkperapp B
opranmzanuu.  Hcropus 12 6 4 5
pPa3BUTHUS  CEKPETApPCKOM
JIESITEIbHOCTH.
1.2 | Tema 2. Opranuzanus
pabouero MecTa
cekperaps. ObopyioBaHue
MIPUEMHOI oduca 18 8 6 4
TEXHUYCCKUMHU
CpeICTBaMHU.
1.3 | Tema 3. IInanupoBanue u
OpraHu3aIus pabouero | 28 14 8 6
BPEMCHH.
2 | Moayas 2. Druka u
MCHXOJIOTHSL  /IEIOBOTO | g 28 18 19 TecTupon
o0menmus, pe4eBoii aHue
ITHKET.
2.1 | Tema 1.
[TpodeccuonanbHas 3THKa 24 12 6 6
CeKpeTapsl.
2.2 | Tema 2. IIpuem 28 16 12 6
TTOCETUTEIICH.
3 | Moayasb 3.
HNupopmannoHHble Kourpoa
TeXHOJOTUH B| 42 26 6 10 bHasi
AOKYMEHTAIIHOHHOM pabora
ol0ecreyeHNH.
3.1 | Tema 1. IIpaBuia paGoTsI 20 10 6 4
¢ 0(DUCHOM TEXHHUKOM.
3.2 | Tema 2. Ucnions3oBanue
CTaH/IapTHOTO
MIPOrPAMMHOTO 29 16 6
obecrnievyeHus Jyist
OpTraHH3aIIH
JIEIIONPOU3BOICTBA.
* %Ool?gizﬂTaHHOHﬂoe * Koutpox
274 166 48 60 bHasl
ob0ecrieyeHue
padora
ynpaBJieHHS.
4.1 | Tema 1. Opranu3zanus 58 30 16 12

ACJIOMPONU3BOJACTBA.
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4.2

Tema 2. JIOKkyMeHT, €ro
(GyHKLINH, OCHOBHBIE
CHO0COObI
JOKYMEHTHPOBAHHUSL.

66

38

16

12

4.3

Tema 3. CucrteMnl
JIOKYMEHTAIUH.

58

30

16

12

4.4

Tema 4. Homenknatypa
nen. Odopmienue u
XpaHeHUe TOKYMEHTOB.

50

38

12

4.5

Tema 5. OcHOBEBI
ApPXUBOBCICHHUS.

42

30

12

Monyab 5.
Kondunenuuaabnoe
JeJIONPON3BO/CTBO "
3ammTa nHPOPMAIHH.

70

48

22

TecTupon
aHue

5.1

Tema 1. CyuHocTs,
3aJadd M OCOOCHHOCTH
KOH(HICHIIMAITBHON
nHpOpManuu.

18

12

5.2

Tema 2. IlepcoHaiibHbIE
JTaHHBbIE. CnyxeOHast
TaiHa.

[IpodeccnonanpHast
TaiiHAa. Kommepueckas
TalHAa.

26

18

5.3

Tema 3. Opraauzauus
paboThl c
KOH(UIEHIMATEHBIMU
JIOKYMEHTaMH.

26

18

Koncynpranuun

HToromsas arrecranus

Kpaangu
KallMOHH
bl
IK3aMeH

7.1

B T.4. TCCTUPOBAHNC

[EEN

Tect

7.2

IpaKkTHYecKas
KBaJIM(DUKAIIIOHHAS
pabota

IIKP

HUTOIO:

520

296

90

116




2.3 KaneniapHublii yueOHblii rpadpuk

HaumenoBanue pasneinos,
MOJTyJIei

KonudecTBo 4acoB mo HEASIIM

6

7

8

9

10

11

12

13

Yacel

Monyib 1. OcHOBBI
CEKPETapCKOro Jena.

40

18

58

Monyib 2. OTHKa u
IICUXOJIOT U JIEJIOBOTO
0OIIIEHUSs, PEYCBOM ITUKET.

22

36

58

Monayns 3.
NudopmarnmonHsie
TEXHOJIOTHH B
JOKYMEHTAIMOHHOM
00ecIeueHuN.

38

42

Mopynb 4.
JloxyMeHTaumoHHOE
o0ecrieueHue yrnpaBaeHHsl.

40

40

40

40

40

40

32

274

Monayns 5.
KondunennmansHoe
JIEJIONPOU3BOJICTBO U 3aIUTa
uHpopmanuu.

40

22

70

KoHncynbranuu

12

12

HTorosas arrecranusa

UTOI'O:

40

40

40

40

40

40

40

40

40

40

40

40

40

520
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2.4. Coaep:xanue yueOHbIX MOaYyJIei
nporpamMmbl npogeccuoHAJIbHOM MOATOTOBKH
"Cekperapb-aiMuHHCTPaTOP"'

Moayab 1. OCHOBBI CeKpeTapCcKoro jeJa.

Tema 1. Cexpemapv 6 opeanuzayuu. Hcmopus pazeumusi ceKpemapckou OesamenbHOCHU.
3HaYeHUE OPraHU3allMOHHOTO M JIEJIONMPOU3BOJICTBEHHOTO OOCCIICYCHUSI CEKpETapeM IesTeIbHOCTH
PYKOBOIMTEINSI B COBPEMEHHBIX YCIOBUSAX. Pollb cekperapss B CTPYKType JOKYMEHTAI[HOHHOTO
o0ecrieueHHs yIpaBIICHUS] OpraHU3aIreH.

[Tpaktuyeckas pabdora: CocraBieHue pe3roMe 1 aBToonorpaduu Ha JOKHOCTh CEKpETapsl.

Tema 2. Opeanusayus paboueco mecma cekpemaps. Q6opyoosanue npuemHou oguca
mexuuyeckumu cpedcmeamu. KoMmploTepHble mporpamMmbel B pabote cekperapsi. CpeacTtBa CBS3H.
Opranm3anus W aBTOMaTH3alMs pPabdO4Yero Mecra cekperaps. DProHOMHYECKHE TpeOOBaHUS K
yCIOBUSIM Tpyda cekperaps. OCHOBHBIC JOKYMEHTHI, PErIAMEHTUPYIONINE OPraHU3aIUIi0 padbodnx
MECT, CaHUTapHbIe TpeOoBaHUs M HOpMBL. OOecriedeHrne opuca KaHIESIIPCKUMUA W X03SHCTBCHHBIMU
MPUHAUICKHOCTSIMH. PalmoHabHOE OCBEIEHUE, IBETOBOEC OGOpPMIICHHE, WHTEpbep, (DUTOMHM3AH
npuemHoi. ObecnieyeHne odrca anTeuKon 1 MPOTHBOIIOKAPHBIMU CPEACTBAMHU.

[TpakTrdeckast pabora: Opranu3zaius pabouero MecTa cekperaps.

Tema 3. Ilnanuposanue u opeanuzayus paboyeco epemenu. Poiab cekperapsi B IUIAaHUPOBAHHUU
pabodero mHsS pPYKOBOIAWTENS. 3aBHCHMOCTh JAEATENBHOCTH CEKperaps OT pabodyero JHS
pykoBomutens. [lnanupoBanue paboThl cekperaps. Dusznyeckue yrnpaxHEHHs. 3arpy:KEHHOCTh B
TedeHue padbodero qHs. PexxuM Tpyaa u otTabIxa.

[lpaktuyeckas paboTa: OpraHu3anlioHHOe ©  MHGOPMAIIMOHHOE  B3aUMOJICHCTBUE
PYKOBOAMTEISI U CEKPETAPS B MPOIECCE COBMECTHOM paOOTHI.

MopayJsb 2. ITMKA M ICUXO0JIOTHSA 1€JI0BOr0 001eHHs, peYeBOil ITHKeT.

Tema 1. IIpogeccuonanvuas smuxa cexpemaps. Buemnnit Bug cexperaps. [IpaBuia Benenus
nenoBoit Oecepl. B3auMooTHOIIEHUS ceKpeTapst ¢ KOJJIEKTUBOM. [lefoBble U IMYHOCTHBIE KauecTBa
cekperaps. UMumk cexperaps. [loBeneHue cekperapsi B KOHQUIMKTHBIX CUTyanusix. JlomycTumsie
HOJApKU B CIIy’K€OHOH e TeTbHOCTH.

[IpakTnueckast pabota: IloaroroBka W JIOKYMEHTHpPOBaHHME COBEIlAaHUN, COOpaHUM,
KOH(pepeHIUH.

Tema 2. Ilpuem nocemumeneti. Benenune teneoHHBIX NEperoBopoB. Tumbl moceTUTeNnei.
I'padux mocemenuit. Koopaunanus padotsl npueMHoil. Pabora ¢ obparenusmu rpaxiat. Ilpasuna
tenedonHoro odmenus. Odopmienue renedonorpamm. KypHan perucrpanuu TeaedoHOTPaMM.

[Tpaktuyeckas pabora: OpraHusanus 1 BeJJeHHE TeIePOHHBIX pa3rOBOPOB.

[TpakTrueckas pabota: OdopmieHue u oTrpaBka TenehoHOrpamMM.

[Tpaktuyeckas padora: Opranuzanus npoiecca nprueMa moceTUTeNeH.

Mopnyas 3. UndopManuoHHbIe TEXHOJIOTHH B JOKYMEHTAIIMOHHOM 00eCIeYeHHH.

Tema 1. Ilpasuna pabomer c¢ oguchoi mexuukou. Poilb COBpEMEHHOW OPITEXHUKH |
Jienonpou3BoicTBa. [IpaBuiia TEXHUKN 0€30MacCHOCTH U TMTHEHWYecKHe TpeOoBaHUs MpH padoTe Ha
[1K.

[TpakTuyeckas padora: Pabota ¢ opraHM3aliMOHHON TEXHUKOH.

Tema 2. Hcnonvzoeanue cmanoapmuo20 NpoPaAMMHO20 obecnedenus OJisl Op2aHu3ayuu
oenonpouzeoocmea. O030p COBPEMEHHOTO MPOrpaMMHOr0 oOecredeHus i OpraHu3aluu
nenonpou3BojictBa. CBOOOTHO pacmpocTpaHseMoe IMporpaMMHOE oOecrieueHre sl OpraHu3aluu
JIEJIONPOU3BO/ICTBA.

Mopnyas 4. JlokyMeHTallHOHHOE o0ecnieYyeHne YIIPaBJIeHUsI.

Tema 1. Opeanuzayus oenonpouszsoocmea. HopmaTuBHO-TIpaBoBasi 0a3a COBPEMEHHOTO
Je0npou3BoACcTBa. YTo Takoe JokyMeHT. DyHKIuu 1oKkyMeHTa. CBOICTBAa M NMPU3HAKKU JTOKYMEHTA.
YHuUKanusa u cTaHAapTU3aLus B A€JI0IPOU3BOJICTBE.
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[IpakTuueckass pabota: 3amojJHEHHWE PETUCTPAIMOHHO-KOHTPOJIBHOW  KApTOYKW  (IJId
peructpanuu oOpaieHuii TpaxaaH Mo JUIHBIM BOIIPOCaM).

[TpakTrueckas paboTa: 3aroiHeHne PETUCTPAMOHHO-KOHTPOJIbHOM KapTOUKH.

Tema 2. Jloxymenm, e2o ¢yHKyuu, OCHOBHblIE CNOCOObl OoKymenmuposanus. Habop
PEKBU3UTOB, UJICHTUGUIMPYIOMINHA aBTOpa OPUIMAIBHOIO MUCbMEHHOTO AoKyMeHTa. OdopmieHue
nBa (opmara GIAHKOB: YIJIOBOM M MPOAOIbHBIA. TpeOoBaHUA K M3TOTOBICHHIO, YUETY U XPAaHEHHUIO
OJIAaHKOB C BOCTIPOM3BEACHUEM TocymapcTBeHHoro repba P®, repbos cyobekToB PO Tpeboanus,
NpeIbABIsIEMbIE CTAHJAPTOM K COCTaBY M O()OPMIICHHIO KaKIOTO PEKBH3UTA JOKYMEHTa 3HAYCHHE
30 peKBU3UTOB B COOTBETCTBHUHU C TOCYJaPCTBEHHBIMU CTaHapPTaMHU.

[TpakTuaeckast padbota: OdopMieHHE MTPUKA30B IO OCHOBHOM JESITEILHOCTH.

Tema 3. Cucmemvl doxymernmayuu. Buapl, pyHKIIMN JOKYMEHTOB, IIPaBHUJIa UX COCTaBJICHUS U
oopmnenus. Ctpykrypa u GyHKIHH YCTaBa, MOJIOKEHUs, HHCTPYKIUH. Pa3paboTka u opopmieHue
nokymeHToB OIIJ[. @yHKIMHM MOATOTOBKH, MPOLEAYpP MPUHATUS U pealu3alus YIpaBICHYECKUX
pemenuii. OdopmiieHne u pa3paboTKa MPOCKTOB HOPMATHBHBIX AKTOB-TIOCTAHOBJICHHS, IPHKA3.
PasHoBugHOCTH W 3HaYeHWe TMPUKa30B. Buabl U 3HadeHwe HMHPOPMALMOHHO-CIPABOYHOMN
nokymenrtanuu. IlpaBuma odopmienuss noknmaaHoit 3amucku. CocraBieHue OOBSCHUTEIBHOM
3aMKCKH, 3asBJICHUS NPEICTABICHUS, CIIPABKU. 3HAYCHUE U MpaBuiia oQopmIleHUs: MPOTOKoia. Buabl
cirykeOHbIX ceM. TpeGoBanus 11t 0hOpMIICHHUS CITY)KEOHBIX TIHCEM.

[TpakTuueckas pabota: CocTaBieHUE T0JKHOCTHON HHCTPYKIIHH.

Tema 4. Homenxnamypa oen. Ogopmnenue u xpanenue ooxymenmos. HazHadeHWEe W BUIBI
HOMEHKJIATypbl Jei: BHIbI, (YHKIWHW, MpaBuia HUX cocTaBieHus u odopmienus. Ilopsmok
COCTaBJICHUSI W YTBEPXKICHHS HOMEHKJIATYpHl Jell OpraHu3anuu. TpeOoBaHHsS K COCTaBJICHHUIO
HOMEHKJIATyphl nen. OdopmiieHne HOMEHKIATYphl Jied. PekBu3uTbl HOMEHKIATypsl nein. [lonstue
apXMBHOTO JeJla M TMOPSAIOK €ro KOMIUIeKTOBaHUs. TpeOoBaHus K (QOPMHUPOBAHUIO €.
CucreMaTu3zaius OTJEIbHBIX BUJIOB TOKYMEHTOB.

Odopmnenune gen. Ilomnoe mnm yactuunoe odopmienue aen. OgopmieHne OOJOKKH Jera
MIOCTOSTHHOTO, BpeMeHHoro xpaHeHws. [lommmBka (meperuter) nema. Hymeparusi nmucToB Jnena;
COCTaBIICHUE JTUCTA-3aBEPUTETIS.

Tema 5. Ochnosvl apxugogedenus. lloaroroBka W Tmepeqada Aell Ha XpaHEHHWE B apXuWB
opranm3anuu. [lopsaoKk yHHYTOXKEHUS JOKyMEHTOB. (DOHIUPOBAHWE AapXUBHBIX JOKYMEHTOB.
MarepuanpHO-TEXHUYECKOEe OOecrieueHne apxuBa. YUeT M XpaHEHHE DIIEKTPOHHBIX JTOKYMEHTOB.
[Topsimok mepeaun JOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHHE.

Moayas 5. KonpuaeHunajibHoe 1e10IPOU3BOACTBO U 3a1UTA HHGOPMaLMH.

Tema 1. Cywmocms, 3a0auu u 0coOeHHOCMb KOHPUOeHYUuanbHoU uHGopmayuu. Bumsl
KoH(puaeHIMansHOU nHpopManuu. KonduneHnuanbHas TOKyMeHTUpoBaHHAs nHpopmanus. Llens u
ycloBHsS OOeCTieYeHHsT COXpaHHOCTH uWHpopManmuu Ha nupeanpustad. OcoOEHHOCTH BEICHHS
JIeNIOTIPOU3BOJICTBA,  O00ECHEUMBAIOIIETO0 y4eT M COXPAHHOCTh  JIOKYMEHTOB, COJEp KalluX
KOMMEpYECKYIO TaliHy. OTBETCTBEHHOCTD 3a JIOKYMEHTHI.

Tema 2. Ilepconanvuvie oauuvie. Cuyocebnas maina. Ilpogeccuonanvuas maiina.
Kommepueckasa maiina. Tlepconanbnpie nanubie. CiyxeOnas TaiiHa. [Ipodeccuonanvhas TaifHa.
Kommepueckas TaiiHa. 3akoHOIaTebHAS M HOpMaTHUBHAs 0a3a MPaBOBOTO PETYIUPOBAHUS BOIPOCOB
3alTUTHl TIEPCOHABHBIX JIAHHBIX. PyKOBOJMIIME JOKYMEHTHI IO 3allUTe MEePCOHATBHBIX JIAHHBIX.
®denepallbHOE 3aKOHO/ATENHCTBO B OOJIACTH 3alUTHI MEPCOHANBHBIX NaHHBIX. DenepaabHbI 3aKOH
ot 27 ntona 2006 roga Ne 152-®3 «O mepcoHaIbHBIX JaHHBIX». YKa3bl [Ipesunenta Poccum u
[TocranoBnenust [lpaButensctBa P®, permameHTHpyromme o0pabOTKy MEPCOHATBHBIX JIaHHBIX.
PyxoBopsiie nokymenTsl peryistopos (Pockomuanzop, ®CTIK, ®CB Poccun).

PykoBopsiiine JOKYMEHTHI IO BOIpocaM HWH(POpPMAaLMOHHOM Oe3omacHocTH. KoHuemnus
nHpopmarmonHoit Oe3onacHocTH. [lommuTuka wHpOpManuoHHOW Oe3zonmacHoCcTH. [lonokeHune o
nopsiike o0pabOTKU MEepCOHANbHBIX NaHHBIX. OOecrieueHrne 0e30MacCHOCTH MEPCOHAIBHBIX JaHHBIX
NPy HEaBTOMATU3MPOBaHHON 00paboTke. ObecrnedueHne OE30MaCHOCTH TPH aBTOMATH3MPOBAHHOMN
00paboTKe epCOHANBHBIX JaHHBIX B MH()OPMAIIMOHHBIX CHCTEMaX MEPCOHATBHBIX TaHHBIX.
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Tema 3. Opeanuzayuss pabomvl ¢  KOHQPUOCHYUATbHLIMU — OOKYMeHmamu.  YUeT
KOH(UICHIIMATBHBIX TOKYMEHTOB. METOIBI M CPENICTBA 3aIIUTH HH(POPMAIIUU OT YTEPH, KPaKH WU
nopud. @DOpMBl HEraTHUBHOTO BO3JeHCTBHS Ha uHpopMmamuto. CrocoObl OTPHUIATEIEHOTO
BO3/IeiicTBUS Ha nH(popManuto. CpeacTBa U METOIbI 3aIIUTH HH()OPMAIIHH.



3. OPTAHU3AIIMOHHO-IIEJAT'OI'MYECKHUE YCJIOBUSA PEAJIM3ALIUA
IMPOI'PAMMBbI

3.1. TpebGoBaHus K KaJpoBOMYy o0ecreyeHHI0 00pa30BaTeIbLHOI0 Mpolecca.

Peanmzanus IIporpammbl  oOecriednBaeTcsi HAay4HO-TIEJArOTUYECKUMHU PAOOTHUKAMH H
npodeccopcKo-Mperno1aBaTeIbCKUM COCTaBOM, YOBJIETBOPSIIOIIMM TpeOOBAaHUSAM K KBAIU(DUKAINY B
cootBercTBUM C [Ipukazom MuHKCTEpCTBA 31paBOOXPAHEHUS U COLUAIBLHOTO pa3BuTusa Poccuickon
Oenepannun ot 26.08.2010r. Ne 761n «O06 yrBepxkaeHMu EnuHOro Kan(uKamMOHHOTO
CIPAaBOYHMKA  JIOJDKHOCTEH  pYKOBOJAUTENEH,  CIEUUMAIMCTOB M CIY)XalluX,  pasjaein
«KBanudukanmoHHble XapaKTePUCTUKU JOHKHOCTEH pabOTHUKOB 00pa30BaHUSI.

Ha nomxHOCTh mpernopaBaresns Ha3HAYAETCsl JIMIO MMEIOIIEE BhICHIEE OOpa30BaHUE WIIU
cpenHee mpodeccuoHanbHOE OOpa3oBaHHE IO HAIpaBICHUIO MOATOTOBKH «OOpa3zoBaHue H
Nearoruka» Wid B 00JacTH, COOTBETCTBYIOIICH NpenojaBacMoMy IpenMeTy, 0e3 MpeabsBICHUs
TpeOboBaHUl K cTaxy paboThl, TMOO BEICHIEE NpodeccCHoHabHOE 00pa3oBaHWE WM CpeIHEee
npodeccuoHaabHOe 00pa3oBaHWE | JOMOJHHUTENBHOE MpOo(decCHOHATbHOE O00pa3oBaHHE II0
HAIPAaBICHUIO JIEATEIHLHOCTH B 00pa30BaTENbHOM YUYPEKICHUU Oe3 MpeabsBleHUss TpeOOBaHUN K
CTaxy padoTHI.

3.2. TpeOGoBaHus K OpraHu3annu y4eGHOro npouecca.

Y4eOHbIe TPYMIbI CO3AaI0TCSI YUCICHHOCTHIO 10 25 YeIOBeK.

Yuer mnocemaeMoCTH  3aHATHM, YCIEBA€MOCTM M NPOHACHHBIX TEM  BEAECTCI B
COOTBETCTBYIOIIEH yUYETHOM JOKYMEHTAIUH.

[IponomKUTENBHOCTS YY€OHOTO Yaca TEOPETHUECKUX M MPAKTUUYECKUX 3aHSATUH cocTaBiseT |
aKajgeMHu4eckuii yac (45 MUHyT).

3.3. TpeGoBaHus K MaTepUATbHO-TEXHUYECKOMY 00ecreYeHHIO.

000 «YYEBHbBIN LIEHTP «ITPO®U-LIEHTP» pacronaraer MaTepuaabHO-TEXHHUYECKOH
6a30i, COOTBETCTBYIOIIEH JEWCTBYIOLUIMM IPOTUBONOXKAPHBIM MpaBWJaM M HOpMaMm U
oOecrnieunBaromiel MpoBeIeHNEe BCEX BHUJIOB AMCLUUIIIMHAPHON M MEXAUCUUIIIMHAPHON MOATOTOBKH,
NPaKTUYECKON U CaMOCTOSATENIbHOM paldoT cirymaTenei, peayCMOTPEHHBIX YU€OHBIM IJIAHOM.

MartepuaabHO-TeXHHYECKOe 00ecrievyeHne OPrann3annm:

Texnuveckue cpeacTBa 00y4eHUs:

1. HoytOyk Acer — lmr.; @2.60 GHz
2. Web-kamepa (MHTETpHpOBaHa B HOYTOYK) - 1 mT.;
3. [MpunTep Kyocera FS-1125 — 1 mir.
IIporpammHoe o0ecnieyeHue:
4. [Tponeccop Intel® Pentium 3536U;
5 skype; ApxuBaTop winrar;
6. Internet 6payszep SAnznexc; Microsoft office;
7 Onepanuonnas cuctema Windows 10 Pro.
8 TCP/IP-ceTh. Hannune BBICOKOCKOPOCTHOTO KaHalla JOCTYIIA - MOJIKIIOYCHHE

no ontuke. [IpomyckHas criocobHocTs - 100 Mout/c. (dom.py)
[Iporpamma  mpodeccrHoHanbHONH  MOATOTOBKH  «CeKpeTaph-aIMUHHUCTPATOP»  MOXKET
peann30BbIBATHCA B JAUCTAHIIMOHHOW dopme oOydeHus (nmanee — JIOT) ¢ mpuMeHeHHeM WHTEpHET-
TEXHOJIOTHUHU C MCTOHHKOﬁ ACUHXPOHHOI'0 JUCTAHITUOHHOI'O O6YLICHI/IH.



Cpoku n marepuansl JIOT onpenensioTcs opraHu3alendl caMOCTOSTENbHO, UCXO0Is U3 LeJIeH
o0Oy4eHusl.

JOT HOCUT MHAMBHUIYaJIbHBIA WM TPYNIOBOM XapaKTEp M MOXKET MpeayCMaTpUBaTh TaKHeE
BU/IbI JICSITEIIBHOCTHU, KAK:

- CaMOCTOSITENbHYIO Pa0OTy C Y4eOHBIMH U3AAHUSIMU;

- mpuodpereHue npohecCHOHATBHBIX U OPraHU3aTOPCKUX HABBIKOB,;

- paboTy C TEXHHYECKOW, HOPMATHUBHOMN M IPYroi JOKYMEHTAIIUCH;

Ha moprane [ucranumonHoro oOydenuss OOO «YYEBHBIN HEHTP «ITPODU-
LIEHTP» https://sdo.ucprofi-c.ru/ pa3memieH 3IeKTPOHHBIH y4eOHO-METOIUYECKUN KOMIUIEKC
MpOrpamMMbl, BKJIIOYAIOIIUNA JIEKIIMM, HOPMATUBHBIE JOKYMEHTBI, aJITOPUTMbI, TECTOBBIC 3aJaHUs U
Ipyrue yueOHble MaTepuabl 0 MPOrpaMMe.

Joctynm kx 00pa3oBaTeIbHOMY TMOPTANy OCYIIECTBISETCS C TIOMOIIBIO WHIAWBHIYAIbHBIX
JIOTUHOB M TapoJied, 00ecneurBaIUX HACHTU(UKAILMIO TOoJb30BaTesied U HWH(DOPMALMOHHYIO
6e3omacHocTh.  Jloctym Kk  oOpa3oBarenbHOMY  HOpPTally  OCYLIECTBISiETCS C  JII0OOTo
WH(OPMALIMOHHOTO YCTPONCTBA, MOJKIIOYEHHOTO K ceTu VIHTepHeT, He3aBUCUMO OT €ro
MECTOHAXO0XKIECHUsI, KPYTIOCYTOUHO.

3.4. Oco0eHHOCTH peaiM3alli¥ NMPOrPaMMbl VISl MHBAJMIAOB M JHMI C OrPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI

Hns obecriedenust 00pa3oBaHUsT WHBAIMIOB M OOYyYarOIIMXCS C  OTPAaHUYCHHBIMHU
BO3MOXXHOCTSIMH ~ 3JI0pOBbS 1O JIMYHOMY  3asdBIIEHHIO  oOywaromierocsi paspalaThiBaeTcs
aJanTUpoBaHHass oOpa3oBareibHas MporpamMma, HWHAWBHIYAIbHBIM Y4eOHBI TUIaH C Y4eTOM
0COOEHHOCTEH MX MCUXO(DHU3NYECKOTO Pa3BUTHUSA U COCTOSIHHS 3JI0POBbS, B YACTHOCTHU MPUMEHSACTCS
WHIUBUIYAIbHBIA TOJIXO0JT K OCBOCHHUIO JHUCIHIUIMHBI, WHIWBHAyaJbHBIC 3aJaHus: pedeparsl,
MUCbMEHHBIE pabOThl U, HA00OPOT, TOJBKO YCTHBIE OTBETHl M JHAJIOTH, WHIANBUIyaTbHbBIC
KOHCYJIBTAIIMH, HCIOJb30BaHHE JUKTOPOHA W  JAPYrUX  3alUCHIBAOIIMX  CPEACTB IS
BOCITPOM3BEICHUS JIEKIIMOHHOTO U CEMUHAPCKOTO MaTepurara.

OO0yuamumMcsi ¢ OTpaHMYECHHBIMH BO3MOXKHOCTSIMH 37I0pPOBbsl  OOecredeHa BO3MOXKHOCTH
JIOCTyIa K y4eOHO-METOJUYECKHM MaTepHallaM TOCPEJACTBOM YyBEIMUYCHHs IMpudTa mMpu YTEHUU
(pexuM s cnaboBUASIINX). Takas (yHKIMS pealn3oBaHa B CUCTEME JMCTAHIIMOHHOTO OOY4YEeHHUS
https://sdo.ucprofi-c.ru/.

OO6yuvaronuecs oOecre4eHbl MHIMBUIYaJbHBIM HEOTPAHUYEHHBIM JOCTYIIOM K SJIEKTPOHHO-

OMOIMOTEYHBIM CHUCTEMaM, AJIEKTPOHHON WH(OPMAIMOHHO-00pa30BaTEIbHON Cpele OpraHu3alui,

y‘-Ie6HLIM IjiaHaMm, pa6quM nporpamMmmam OUCHUIUINH U IIPAKTUK.

Bce QJICKTPOHHBIC PECYPCHI U 0a3bl MOTYT HCIHOJIB30BATHCA HWHBAJIMIAMU W JIMOaMU C
OIrpaHUYCHHBIMH BO3MOXXHOCTSAMHU 3J0POBbSA, B HCKOTOPLIX W3 HUX NPEAYCMOTPCHBI CIICHIUAJIBHBIC
BCpCUH IJId 3TOM KaTCropuu 06yqa}0umxc;{.


https://sdo.ucprofi-c.ru/

4. OIEHKA KAYECTBA OCBOEHMUS ITPOT'PAMMBbI

OrneHka KauecTBa OCBOEHUSI OCHOBHBIX IIPOrpaMM MPOQPEeCCUOHANIBHOIO 00yUYEHUS TPOBOIUTCS

B CJIEYIOIHX (opMax:
® BHYTPEHHMI MOHUTOPHHI KayecTBa 00pa30BaHUs;
e BHEIIHAA HE3aBHCHMAas OIICHKA KayecTBa 00pa30BaHUsI.

000 «YUYEBHBIM LIEHTP «IIPO®U-I[EHTP» caMOCTOSTEIbHO YCTaHABJIMBACT BUJbI U
(dbopMbI BHYTpEHHEH OIIEHKH KadecTBa peanusanuu [1110 u ux pe3ynpTaTos.

TpebGoBanusi K BHYTpEHHEH OIICHKE KauecTBa OCHOBHBIX MpPOrpaMM Mpo¢ecCHOHATBHOTO
0o0ydeHHsl U pe3yNbTaTOB MX peajJu3aluy YTBEP)KIAeTCsl B MOpALKe, npeaycMoTpeHHoM B OOO
«YYEBHBIN [IEHTP «ITPO®HU-IIEHTP».

B cTtpykType 0OCHOBHBIX Mporpamm npogecCnOHaIbLHOr0 00ydeH s OlleHKa Ka4eCTBAa OCBOCHHS
POrpaMMbl BKJIIIOYAET MPOMEKYTOUYHYI0 U MTOTOBYI0 ATTEeCTANMIO (KBATHU(PHUKAIIMOHHBII IK3aMEH)
o0yyJarouuxcs.

IIpome:xxyTouHasi arrecTauMsl O IPOrpaMMme MpeAHa3HAuY€Ha /i OLEHKU pe3yJbTaTOB
OCBOEHHUS CIylIaTeleM MOAYJIEH OCBOEHHUS CiyllaTeJeM MOJAYJIEH IMpOorpaMMbl, IPOBOAUTCS B
dopwme:

— tectupoBanust (Monyne 1, Monyns 2, Monyis 5);

— KOHTpOJIbHOM paboTsl (Moayns 3, Moayns 4).

[To pe3ynbTaraMm 3a4€TOB, BHICTABIISAIOTCS OTMETKHU IO ABYXOA/UIBHOU cUCTEME («3a4TeHOY),
(«He 3a4TeHO).

TunoBble 3amaHus Ui TPOBEACHHUS NPOMEXKYTOUYHOM aTTeCTallMy IIPE/ICTaBICHbl B
[Tpunoxenun 1.

HroroBas arrecramnus npeacrasiseT coboil mpoBeaeHNe KBalu(UKAIMOHHOTO 3K3aMeHa o
npodeccuu paboyero, T0JKHOCTHU CITYKAIEro, COCTOSIIEr0 U3:

1) tectupoBanus — 1 ak. Jac;

2) mpakTHYecKas KBaTU(pHUKAIUOHHAs paboTa — 5 aK. 4acoB.

K utoroBoii arrectanuu AOMYCKAarOTCS JHUIA, BHIMOJIHUBIINE TPEOOBAaHUS, MPEAYCMOTPEHHbBIE
ocHoBHOM mporpammoii I1O. K mpoBeaeHnio KBaqu(pHUKAIMOHHOTO 53K3aMEHa MPUBICKAIOTCS
MpeACTaBUTENN paboTonareneii, ux oO0beauHeHWil. MToroBas arrecranus AO0DKHA OBITH
OpraHM30BaHa KakK JEMOHCTpPAIUs BBITYCKHUKOM BBITIONHEHUSI pabOT MO OJHOMY WM HECKOJIbKUM
OCHOBHBIM BHJaM JESATEIbHOCTH MO npodeccuu. s utoroBoi arrecranuu oOpa3oBaTeIbHOU
opraHm3aiyeil paspabaTbIiBaeTcsi MporpaMma HTOroBoi arrecranuu. ConepikaHue 3aJaHHMA
KBaJIM(UKAIIMOHHOTO 3K3aMEHa COOTBETCTBYET pe3y/lbTaTaM OCBOECHMSI BCEX MPOQPECCHOHANbHbBIX
MOJyJIel, BXOIAIIMX B OCHOBHYyIO nporpammy IIO. ATrecranmoHHONW KOMHCCHUEH HPOBOAUTCA
OILICHKa OCBOEHHBIX 00yYarolMMKCs 3HAHUN, YMEHHH, HAaBBIKOB B COOTBETCTBUU C 00pa30BaTeIbHOM
MPOrPaMMO U COTIIACOBAHHBIMH ¢ paboToaaTeleM KPUTEPUSIMHU.

TunoBoe 3amaHue M1 NPOBEACHUS HWTOTOBBIM aTTECTAlMM CIIylIaTeled Mo MporpaMme
npodeccrnoHaabHOro 00ydeHus «Cekperapb-aIMUHUCTPATOp» pa3menieHsl B [Ipunoxenun 2.

OOyyaronuecs, YCHEIIHO CAaBIINE KBATM(PUKAMOHHBIN AK3aMEH, MOJIy4aloT KBaTU(pHUKALUIO
Cekperapb-aJMUHUCTPATOp 3-TO pas3psa.



5. HTHO®OPMAIIMOHHOE OBECIIEYEHHUE ITPOI'PAMMBbI

HOpMaTI/IBHO-HpaBOBLIe AOKYMEHTDbI

@enepanbHblii 3akoH oT 29 nexabps 2012 r. N 273-@3 "OO6 obpazoBanuu B Poccuiickoit
Oeneparun" (¢ usmenenusMu Ha 11 urons 2022 roga). DieKTpoHHBINA (OHJ MPaBOBBIX U
HOPMaTHBHO-TEXHHUYECKUX JOKyMeHTOB https://docs.cntd.ru/document/902389617

[Ipuka3 MunucrepctBo npocsemieHus: Poccuiickoin @enepannun ot 26 aBrycra 2020 roga N
438 «OO6 yrBepxkaeHuu llopsaka opraHu3alii W OCYIIECTBJICHHS 00pa30BaTEIbHOM

NESTeIbHOCTH MO0  OCHOBHBIM  TporpaMmMaM  Mpo(eCCHOHAIBHOTO  OOydeHHs
(3apeructpupoBano B Muntocte Poccun 11 centsaops 2020 roma, peructpandoHHBIN Ne
59784). DOmnekrpoHHblii (HOHI TPABOBBIX W HOPMATHBHO-TEXHHYECKHUX JIOKYMECHTOB
https://docs.cntd.ru/document/565697399

[Tpuka3 MunucrepctBa obpa3oBanuss U Hayku P® ot 23 asrycra 2017 r. N 816 "OO0
YTBEP)KJICHUU [Topsinka IPUMEHEHHUS OpraHu3alUsIMHU, OCYILECTBIIAIOLIUMHU
00pa3oBaTeNbHYIO NesITebHOCTD, 3JIEKTPOHHOTO o0yueHus, JMCTAHIIMOHHBIX
0o0pa3oBaTeNbHbIX  TEXHOJOTMH  NOpU  pealn3allud  OOpa3oBaTENbHBIX  Iporpamm"
(3apeructpupoBano B Muniocre PD ot 18 cenrsiOps 2017 roma, perucrpauroHHbiid No
48226). DnekTpoHHbIH (OHI NPAaBOBBIX W HOPMATHBHO-TEXHMYECKHX JIOKYMECHTOB
https://docs.cntd.ru/document/436767209

[Tpuxa3z MunucrepcerBa npocseleHus Poccuiickoit @enepanuu ot 25 anpens 2019 Ne208 «O

BHECEHUH wu3MeHeHWi B llepedens mnpodeccuii paboumx, MOIDKHOCTEH CIyXKamuX, II0
KOTOPBIM  OCYILECTBIIsI€TCSI IpodeccHOoHaIbHOE OOyueHHe, YTBEp>KIACHHBIA MPHUKAa30M
MunuctepcrBa obpazoBanusi U Hayku Poccuiickoit ®@enepauuu ot 2 utonst 2013 r. N 513»
(3apeructpupoBano B Muntocte PO ot 24 urons 2019 rona, perucrpannonusiii Ne 55009)
ONEeKTPOHHBIN bonn MIPaBOBBIX u HOPMAaTUBHO-TEXHUYECKUX JIOKYMEHTOB
https://docs.cntd.ru/document/554691473

Obmepoccuiickuil  kinaccupukatop npodeccuit paboyux, MODKHOCTEH ChoyXalux H
tapudubix paspsanoB OK 016-94 (OKIIATP) npunst nocranoBiaenuem ['occrangapra PO ot
26 nexabps 1994 r. Ne 367 (c u3MEHEHHSMH U JAOMOJIHEHUSMH). DIEKTPOHHBIN (oHT
NPABOBBIX M HOPMaTHBHO-TEXHUYECKHUX TOKyMeHTOB https://docs.cntd.ru/document/9029638
[Tpodeccnonanbublil cTangapt "CrennanucT o OpraHu3alioOHHOMY U JOKYMEHTAIMOHHOMY
o0ecrnevyeHnIo yrpaBieHus opranusamnueit”, yrsepxxaeHsoro [IpukasomM MUHHCTEPCTBA TpyAa
u conuanbHOM 3amuThl P® ot 15 mrons 2020r. Ne333H, 3apeructpupoBaHHOTO B MuHIOCTE
P® 15 wurons 2020 r., peructpanuonHblid Ne 58957. DnexTpoHHBIH (DOHII MPAaBOBBIX U
HOPMAaTHBHO-TEXHHUYECKHUX JJOKYMEHTOB https://base.garant.ru/74385595/



https://docs.cntd.ru/document/902389617
https://docs.cntd.ru/document/565697399#6520IM
https://docs.cntd.ru/document/565697399#6520IM
https://docs.cntd.ru/document/565697399
https://docs.cntd.ru/document/436767209
https://docs.cntd.ru/document/499032467#6560IO
https://docs.cntd.ru/document/499032467#6560IO
https://docs.cntd.ru/document/499032467#6540IN
https://docs.cntd.ru/document/499032467#6540IN
https://docs.cntd.ru/document/554691473
https://docs.cntd.ru/document/9029638
https://base.garant.ru/74385595/
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13.

OcHOBHBbIC MCTOYHHUKH:

AxmeroBa A.B. HWHpopMamuoHHBIE TEXHOJOTHH B JOKYMEHTAJIBHOM O0ECIICYeHUH
YIOpaBJICHUS UM apXWBHOM Jene : ydeOHoe mocobue / A.B. AxmeroBa. — KoMcoMosbCcK-Ha-
Awmype : ®I'BOY BIIO «kKHAI'TY», 2014 — 143 ¢. — ISBN 978-5-7765-1068-7

bapanogsa E.K., babam A.B. MadopmarmonHas 6€30nacHOCTh U 3anuTa nHGopmaiuu : yaeo.
nocobue / E.K. bapanoBa, A.B. babam. — 4-e u3x., nepepad. u gon. — M. : PUOP :
NHOPA-M, 2018. — 336 c. — ISBN 978-5-369-01761-6

bacakoB M.U. JlokyMeHTallMOHHOE 00ECIIEUCHHE YIIPaBICHHSI (C OCHOBAMU apXUBOBEICHHUS):
yaeOHoe nocobue / M.U. bacakoB. — 2-e u3n., crep. — M. : KHOPVYC, 2016. — 216 c. —
(HauanmbsHoe u cpenHee nmpodeccuoHanbHoe oopazoBanue). ISBN 978-5-406-04536-7
Boctperora E.B. OcHoBbl uH(pOpManuoHHON 0€30MacHOCTH : ydeOHOe IMocobue s
cryneHToB By30B / E.B. BoctpenoBa.— ExarepunOypr : M3a-Bo Ypaiu. yH-Ta, 2019.— 204 c.
ISBN 978-5-7996-2677-8

Hepessukun E.B. /lenoBoe oOmenue : yueOHoe nocodbue. ExatepunOypr : U3n-so Ypain. yu-
Ta, 2015. — 48 c. — ISBN 978-5-7996-1454-6

Mzsmommackuit . M., TTuneryn M. A. JlenmoBble KOMMYyHHUKaAMu. Teopusi U mpakTUKa :
yueOHuK 11 6akanaBpoB / M. M. JIsnommnackuii, M. A. I[unsryn. — M. : M3natenscTBo
FOpaiit, 2017. — 433 ¢. — Cepus : bakanaBp. Yrinyonennsiit kypce. ISBN 978-5-9916-3044-3
3aiiueBa E. B., T'onwapoa H.B. [lenonpou3BoACTBO U JOKYMEHTOOOOPOT B CHUCTEME
TOCY/IapCTBEHHOTO0 ¥ MYHHUIIUTIAIBHOTO YIPABICHUS: Y4eOHO-METOJAMYECKOe Tocodue /
ExarepunOypr : HU3n-Bo Ypanbckoro ynusepcurera, 2017. — 175 c. — ISBN 978-5-7996-
2233-6

Kankan M.B. JlenoBoii stuker : ydeOHoe mocobue / Kamkan M.B., JluxaueBa JI.C.. —
ExatepunOypr : M3natenscTBo Ypanbckoro yausepcurera, 2017. — 168 ¢. — ISBN 978-5-
7996-2076-9.

[TpucraBuenko O.B., OramoB A.M. MHpopManoHHbIE TEXHOJIOTUU B JTIOKYMEHTAIMOHHOM
obecrieueHnn yIpaBIeHHUs B apXUBHOM Jielie: Y u4eOHO-METOIMYECKOe TOcOOre / COCTaBUTEIH:
O.B. IlpucraBuenko, A.M. OramoB. Huxuuii HoBropoa: Huxeropoackuii rocyHuBEpCUTET,
2017.

Pamenauk, JI. M. Ilcuxonorus aenoBoro obOmeHus : ydyeOHUK U mpaktukyM st CIIO M. :
NznarensctBo FOpaiit, 2018. — 207 c. — ISBN: 978-5-9916-7315-0

CmupnoBa E.II. [lenonpousBoiactBo st cekperaps. Pa3zpaboTka, y4er M XpaHEHHE
CITy»Ke0HOM MOKyMeHTaIuu : npakrudeckoe nocodue / CmupnHoa E.I1.. — Caparos : At [Iu
Op Menua, 2019. — 210 c. — ISBN 978-5-4486-0465-2.

XmenpHunkasg O.E. Cekperapp - JIMIIO KOMIIAHWM @ UMHJDK CEKpeTapsi, JEJIOBOM ITHUKET H
npotokon / XwmenbHunikas O.E.. — Hoocubupck : Cubupckoe yHHUBEPCUTETCKOE
usnarensctBo, 2017. — 127 ¢. — ISBN 978-5-379-02028-6.

[Tysanosa H.H., IBanoBa A.}FO. OcHOBBI Aen0NPOn3BOACTBA. fI3BIK CIYKEOHOTO JOKYMEHTa
: YyUeOHMK M MpPaKTHUKyM Juisd akajgemuueckoro OakamaBpuata / H. H. Ilysamoma, A. IO.
WBanoBa ; mox o6mi. pexa. H. H. llyBamoBoit. — 2-e uza., mepepab. u gom. — M. :
W3narensctBo FOpaiit, 2019. — 428 ¢. — (Cepus : bakanaBp. Akagemudeckuii Kype). ISBN
978-5-534-10848-4

JonmosiHuTeIbHAS JIUTEpATypa:

bopozmuna I'.B., KopmaoBa H.A. Ilcuxomorus u 3THKa JEIOBOTO OOUICHUS: YYEOHHK U
MPaKTUKYM JIJIs akajieMuueckoro OakamaBpuara. Jlrooepisr: FOpaiit, 2016. 463 c.

BengeneBa M.A., Beprakosa }0.B. MH}popmaimonHbie TEXHOJIOTHH B yIpaBJIeHUH.: Y4yeOHOE
nocobue st 6akamaBpo. Jlrodepisr: FOpaiit, 2016. 462 c.

Kpusokopa E.J. JlenoBbie koMMyHuKanuu: Yuebnoe nocooue. M.: HULL Uudpa-M, 2013. 190

C.



4. Ky3neno M. H. JlokymeHTarmonHoe oOecleUYeHHe YIPABJICHHUS W JEJIOMPOU3BOJCTBO. M.:
FOpaiir, 2014. 576 c.

5. JloueBa M. B., l'ankuna E. H., I'ypoBa E. B. Jlemonpou3BoacTBO B KaapoBoi ciyxoOe. M.:
ITpocnexr, 2019. 80 c.

6. JleitkunHa O. U., Cene3nena JI.B. KynbsTypa peun u nenooe obmenne. COOpHUK yIpaKHEHUH.
Vueonoe. M.: PI'CVY, 2013. 168 c.

7. CeupupoBa M.IO. Madopmanmonnbsie TexHonoruu B oduce: [Ipaktnyueckue ynpakHeHus. M.:
Academia, 2016. 800 c.

8. ConoBses, D. S. CoBpemMeHHBIN 3TUKET. J[e0BOM M MexIyHApOoaHbIN mpoTokon. M.: Ocb-89,
2013. 320 c.

9. Tumodee M. U. JlenoBeic koMMyHUKauKH. Y4deOHoe mocodue. M.: PUOP, Uudpa-M, 2016.
128 c.

10. Tpodumosa O. B., Kyrmuuk E.B. OcHoBbl nenoBoro nucema. M.: @nunrta, Hayka, 2014. 306 c.



[Tpunoxenue 1
TUTIOBOE 3AJIAHUE JJISI TIPOMEXYTOYHOM ATTECTAIIUU

1. TunoBoe 3alaHue I MPOBEACHUA TECTUPOBaAHUS 11O MO}IyJIlO 1

1. [Tox paboYrM MECTOM CJIY>KaIEro MOHUMACTCS:

a. TPOCTPAHCTBO, B Tpeaeiax KOTOpPOro paOOTHUK, HE IE€pPeMeNlasch, BBITOIHIET
BO3JIOKEHHYIO Ha HETO padoTy;

0. 30Ha TPYAOBOW ACATEIHHOCTH pPaOOTHHKA, OCHAIICHHAs HEOOXOIWMBIMHU CpPEIICTBAMHM
TpyJa; ONHCAaHHE OCOOCHHOCTEH OmNpeaeNeHHOW TPOGECcCHr, PAaCKPHIBAIOIIEEe COJCpIKAHUE
po)eCCHOHAIBHOTO TPY/Ia;

B. 4acTh NOMEIICHHS, B KOTOPOM COBEPILIAETCS TPYA0BAsI IEATEIbHOCTb.

2. Ilox opranu3amueit pabodero MecTa IOHUMACTCS:

a. CHCTEeMa MEPOIPHUITHH I10 IIAHUPOBAHKMIO Pab0YEro MecTa;

0. cucTteMa MEpONPHUATHH IO OCHAIICHUIO padodero MecTa CpeACTBaMU M IIpeAMETaMHu
TpyJa U UX QYHKIMOHATBHOMY Pa3MEIICHHIO;

B. CHCT€Ma MEPOIpPUSATUN MO BBHIOOPY U (PYHKIMOHAIBHOMY pa3MeEUIeHUI0 MeOenu Ha
paboueM Mecre.

3. [IpakTuka nokaszana, 4To pabouee MECTO CeKpeTaps JIydlle pacroararh:

a. B 000COOJIEHHOM ITOMEILCHHUH;

0. B IOMECIICHHUH, CMEKHOM C KaOMHETOM HayaJIbHUKA;

B. B 000COOJICHHOM ITOMEIIECHUH, CMEXHOM ¢ KAOMHETOM HavaJbHHUKA.

. 30Ha, rae pacnojararTcs mKadbl 115 XpaHEHHs TOKYMEHTOB, SIBISIETCS:

OCHOBHOM 30HOI1;

30HOH 00CTYKUBaHUS MTOCETUTEIICH;

BCIIOMOTaTEILHOM 30HOM.

. B xommiekT meOenu s OpraHu3allid OCHOBHOUM pabouei 30HBI CEKpeTaps OOBIYHO

LuE o A

BXOJIAT:

a. CTOJI KaHIEISPCKUI, BCIIOMOTAaTEIbHBIN CTOJ MIIH TyMOA T TEXHUYECKUX CPEJICTB, CTYJI
WIA KPECIO TMOAbEMHO-TIOBOPOTHBIC Ha KOJIECUKAX, CTOJ ISl TIOCETHTENeH, CTYN (CTYMbs) JUIs
MMOCETUTEIIEH;

0. CTOJ KaHIEISAPCKUMN, BCIIOMOTAaTEIbHBIN CTOJ WM TyMOa JJIsi TEXHUYECKUX CPEIICTB, CTYJ
WJIHA KPECIIO MO IbEMHO-TTOBOPOTHBIC Ha KOJIECHKAX;

B. CTOJI KaHIICJSAPCKHA, BCTIOMOTATEIbHBIN CTOJ HIIM TyMOA JJIsi TEXHUYECKUX CPEIICTB, CTYJ
WA KPECIIO IO TbeMHO-TTOBOPOTHBIC Ha KOJIECHKAX, MATKUE CTYJIbs (Kpeciia), )KypHaIbHBIN CTOJHUK.

6. Bo BcrioMorareibHO# 30He KaOUHETa CeKpeTapsi OOBIYHO PacIojiararoT:

BbIOEPUTE HECKOJIBKO BApHAHTOB OTBETOB

mKa(bl ¥ MOJIKH JUTS XpaHEHUs JOKYMEHTOB U JICT;

0. MeTaJuTMYeCKHii ceiid It XpaHeHHst OJIAHKOB, ITAMITIOB, JOKYMEHTOB;
B. JIUBaH WM KpeCla;
I. OpPITEXHHKY;
1. pabouuii CTOI;
€. KapTOTEKYy.
7. BeicoTa pabo4ero crojia peKOMEHAYETCS B TIpe/iesiax:
a. 800-900 mMm

6. 680-800 MM

B. 500-600 mMm

8. B messix axkoHOMHM (U3UUECKUX YCHIIHI B ITPOIIECCEe TPYy/Ia PEKOMEHIYETCS:

BBIOCPUTE HECKOJIBKO BAPHAHTOB OTBETOB

a. He JepKaTh Ha pad04YeM MeCTe HHYEIO JIMIIHETO;

0. Kaxmas BeIlb JOJDKHA HMETh CBOE MECTO M IIOCTOSHHYIO 30HY TIepEMEIICHHUS
B TIpoIiecce Tpy/a;


http://pandia.ru/text/category/sejfi/

B. BCE BElIU yOUpaTh BO BHYTPEHHHUE SILIUKH CTOJa, YTOOBI MOBEPXHOCTh CTOJAa OCTAaBajach
IIyCTOH;

r. Bce, yTo OepyT MpaBoil pyKoi, ciielyeT pacrnojaraTsk CIpasa, 4To OepyT JIeBOU — CIIeBa,;

J. BCE, 4eM TONB3YIOTCS yamie (pydka, Oymara), pacrmonararorT OJrKe, 4eM IOJIb3YIHOTCS
pexe — anbliie;

€. BCIO OPTTEXHHUKY pa3MellaTh Kak MOKHO OJbke K pabodyeMy MecTy;

XK. JOKYMEHTBI, C KOTOPBIMH pabOTaeT CeKpeTaph, PEKOMEHIYEeTCS MOJI0XKUTh TaK, YTOOBI UX
MO>KHO OBLIO JIETKO OpaTh, YUTATh, yIOOHO HMH ITOJIb30BATHCS.

9. Ctyn s cekperapsi J0JDKEH ObITh:

a. TOJbEMHO-TIOBOPOTHBIM Ha KOJIECUKAX;

0. TMOIbEMHO-TIOBOPOTHBIM;

B. MOJABEMHO-IIOBOPOTHBIM Ha KOJIECHKAX, BPAILIAIOIIUMCS, C PETYIUPYEMON CITMHKOM.

10. PaGodee MecTO pyKOBOJIUTENSI COCTOUT U3 30H:

a. OCHOBHas 30HA, BCIIOMOTaTelbHAs 30Ha, 30HA OOCITY)KHBAHHUSI IOCETUTEIICH;

6. pabouyas 30HA, 30HA COBELIAHMS, 30HA OT/IHIXA;

B. pabouas 30Ha, BCIIOMOTaTebHAsI 30Ha, 30HA OT/bIXA.

11. Omnpenenute mnoOCIeIOBATENILHOCTh ACHCTBHI Tpu 00OpyIOBaHMH pabouero mecra
HEOOXOIMMBIMH CPEJICTBAMHU U MPEAMETaMHU TPY/a:

a. BbIOpaTh MeOesb, MHBEHTApb, TEXHUYECKHE CpPEICTBA, OPITEXHUKY M KaHLEISIPCKHE
MIPUHAJIC)KHOCTH;

0. YTOYHUTHh M BBISIBUTH OCHOBHbIE (YHKUIMU cekperaps, WHGOPMAIMOHHBIE CBS3H,
pacnopsiok pabovero JHs, IePEeYCHb MATEPHAIOB, KOTOPHIE OH JOKCH UMETh.

a. TEpBBIM 1Iar - a;

0. BTOpOM mar — 0;

B. TIEPBBIH mmIar — 0;

I. BTOpOM mIar — a.

12. [lepeuncnure TEXHUIECKUE CPEICTBA, KOTOPBIMH YaIlle BCETO MOIb3YETCS CEKPETaph.

13. Haunyumiee kauecTBO 1eyaTH 00eCcIeunBaeT:

a. Ja3epHBIA IPUHTEP;

0. CTpyHHBII IpUHTED;

B. MaTpUYHBIN NPUHTED;

14.  VYcTpoilcTBO  pe3epBHOTO  KONMMPOBAHUS, MpeTHA3HAYEHHOE JUISI  COXPaHHOCTH
UHpOpPMALlMM Ha SKECTKOM JHCKE IOCPEJCTBOM 3alMCHU €€ Ha KacCeTbl ¢ MarHUTHOH JIeHTOH,
Ha3bIBACTCS:

a. MoJem;
0. cTpumep;
B. ILIperep.

15. Bug cBsi3u, UCHOIB3yeMbIH AJIs Mepe/layd Ha paccTOsTHUE MHPOpPMAIMKU B BUJIE TEKCTOB,
4epTeKeH, PUCYHKOB, Ha3bIBACTCS:

a. TeneoHHAs CBA3b;

0. DJIEKTPOHHAs CBSI3b;

B. (bakcuMuIBHAS CBS3b.

16. Tenedonnast rapHUTYpa - ITO:

a. YCTpOMCTBO, MpeJHa3HAYEHHOE JUIsi HAaHECeHHs Ha Oymary IUIaCTUKOBOIO MOKPBITHUS
C LIEJIBIO 3aIUTHl OT BHEIIHUX BO3JIEHCTBUM;

0. YCTpOHCTBO sl TMepeAayd dJIEKTPOHHBIX JOKYMEHTOB, XpaHSIIUXCS B MaMsTH
KOMIIBIOTEPA;

B. YCTPOHCTBO, COCTOAIIEE M3 MEXaHMYECKH OOBEIMHEHHBIX HAYIIHUKOB U MHUKPO(OHOB,
UCIIOJIb3YEMOE ISl CBSI3U.

17. Ilo Ha3HAYEHMIO CPEICTBA MAJION OPITEXHUKU MOXHO Pa3/IeuTh Ha MOATPYIIIbI:

BbIOEpUTE HECKOJIBKO BApUAHTOB OTBETA

a. THCHbMEHHbBIC TPUHAJICKHOCTH;



0. HaOOpPHI ¥ MPUOOPHI IJIs TUCHMA;

B. CEPBHCHBIC IPUHAICKHOCTH;

I. TPUHAUIKHOCTH Ui CKPEIUICHUs Oymar;
1. TaIKW;

€. XO3SIMCTBEHHBIE PHUHAJUIC)KHOCTH;

K. IITEMIIeNbHAs MPOITYKIIHS;

3.  KOJIOIIUE YCTPOWUCTBA;

U. KOPPEKTUPYIOIINE CPE/ICTBA;

K. OyMa)XHbIC U3ICITHS.

18. IlepeuncauTe BUABI NAIOK.

19. Kakue cpeactBa Majoil OprreXHUKH BXOJAT B moArpymnmny "bymara, 6ymakuble nzaenus':

20. CekpeTapro peKOMEHIyeTCsl IMETh B oduce:
BbIOEpUTE HECKOJIBKO BApUAHTOB OTBETA
CEPBUPOBOYHBIE U XO3SIIICTBEHHbIE IPUHAIIEKHOCTH;
JIeKapCTBEHHbIE CPEJCTBA (alTEUKy);
TyaJICTHBIN CTOJIUK;
Ha0Op NPOIYKTOB U HAITUTKOB,
PEIMETHI TMYHON TUTHEHBI,
CHeLMaIbHYIO JIUTEpPaTypy;

K. TIOCYIOMOEYHYIO MAILIUHY.

21. [Tepeuncaure GbaxTopsl, OTHOCSIIIIECS K CaHUTAPHO-TUTMEHUYECKUM
Y 3CTETUYECKUM COCTABIISIFOIIMM pabodyero Mecra.

OR D ®E O

22.B nomMemnieHusIX ¢ CKYCCTBEHHBIM OCBEIIIEHUEM MOTYT PacrojiaraThCsi:
BbIOEpUTE HECKOJIBKO BapUaHTOB OTBETA
apXMB;
CeKpeTapuar;
KOIHMPOBAJIbHO-MHOXKHTENBHOE 010PO;
TeeTalTHAaS;

N. TpUEMHas PyKOBOJUTETIS.

23. CanlluH 2.2.2/2.4.1340-03 «['urnenndyeckue TpeOOBaHUS K IMEPCOHATBHBIM 3JIEKTPOHHO-
BBIUMCIUTENFHBIM MallTHHAM U OpTaHU3aIlluu padOThI» SBISIOTCS

a. o00s3aTeNbHBIMHM JJIS BCEX OpTaHM3allui, e Hcmnois3ytorcs [IOBM, HezaBucumo ot
¢dbopM cOOCTBEHHOCTH;

0. o00s3aTeNbHBIMH JUISI BCEX TOCYAApPCTBEHHBIX M MYHHIIUTIATBHBIX OpTaHMU3AIU, TJIe
ucnoiassytorcs [IDBM;

B. PEKOMEHIAaTeNbHbIMH.

24. B coorBerctBun ¢ CanlluH 2.2.2/2.4.1340-03 «l'uruenndyeckue TpeOOBaHUA
K TIEpPCOHAJIHBIM 3JIEKTPOHHO-BBIYUCIUTEIBHBIM MAllIMHAM U OpraHu3aluu paboThl» TemIepaTrypa B
CITy’)keOHBIX TOMEIEHUSIX JIETOM JO0JKHA COCTABIISTH:

JE o

a. 22-25°C
6. 25-27°C
B. 18-21°C

25. B coorBerctBun ¢ CanlluH 2.2.2/2.4.1340-03 «l'uruenndyeckue TpeOOBaHUA
K TEpCOHAJIBHBIM  3JEKTPOHHO-BBIYMCIUTENBHBIM  MallMHaM W OpraHu3auuud  paboTbI»
OTHOCHTEJIbHAS BIIAYKHOCTh BO3/IyXa B CIIY)KEOHBIX TOMEIICHUSIX JJOJDKHA COCTABIIATh:

a. 70-80%

6. 40-60%

B. 20-30%



26. B coorBerctBum ¢ CanlluH 2.2.2/2.4.1340-03 «I'uruennyeckue TpeOOBaHUS
K TICPCOHAIILHBIM DJIEKTPOHHO-BBIUMCIIUTEIFHBIM MAIIMHAM U OpPTaHU3alud padoThD» YPOBEHB IIymMa
B CIIYKEOHBIX TOMEIEHUSIX TOJIKEH COCTABIIATD:

a. He Oonee 65 n1b

0. wHe 6oxee 40 nb

B. 40-65 nb

27. B coorBerctBun ¢ CanlluH 2.2.2/2.4.1340-03 «['uruennuyeckue TpeOOBaHUS
K TIEPCOHAIIBHBIM JJICKTPOHHO-BBIUMCIUTEIBHBIM MAlllMHAM W OpPTaHM3aIii paboThD» PacCTOSTHUE
MEX1y 9KpaHOM BHI€OMOHHMTOPA U TJIa3aMHU MOJIb30BATEINSI IOJKHO COCTABIIATH:

a. 400 mMm
0. 600-700 mm
B. 800 mm

28. Pa3zpaboTka pexxuma TpyJa U OTAbIXa JJi1 COTPYAHUKOB OpPraHU3alMy MPOU3BOAUTCS Ha
OCHOBE:!

a. TpymoBoro kojiekca PO;

0. TpaBUJI TPYJOBOTO PACIIOPSIKA;

B. JIMHAMUKH pabOTOCIIOCOOHOCTU COTPYTHUKA.

29. TBopueckas paboTa B pexxume auanora ¢ 9BM oTHOCHUTCS K TPYAOBOM 1€ATEIbHOCTH:

a. TIpynnsl A;

6. rpymmsl b;

B. TIpynimsl B.

30. IIpomomKUTENTbHOCTh HENPEpPBIBHOW pabOTHl CeKpeTaps C KOMIIbIOTEpOM 0e3
peraaMeHTHUPOBAHHOTO MIEpEePhIBa HE JOKHA MPEBBIIIATD:

a. 1uyaca

0. 2 yacoB

B. 3 4acoB

OTBeETHI:

1. 0

2. 0

3. B

4, B

5. a

6. a,0;r; e

7. 0

8. a, 0,1, I, %K

9. B

10. 0

11. 0

12. NepCOHANBHBIN KOMITBIOTED, TeNeoH, Tenedake, IpuHTep, pakc-MoeM, MallIuHA IS
YHHUTOXKEHUS OyMar, KOIMPOBAJIBHBIN armapar

13. a

14, 0

15. B

16. B

17. a; 0; T; I; K; U, K

18. ManKa-yrojioK, Marnka apXWBHas, MalKa-perucTparop, namka-(aiin, namnka-TmiiaHiler,
Tnarnka-cKOpOCIINBAaTENb, Malka Ha Pe3UHKaX, Manka-KOHBEPT

19. nycyasi, KOMMpOBajbHas, CICIHAbHAs, OymMara Ijis 3allucei, CTHKEPHI, OJOKHOTHI,

CXKCIHCBHHUKU, KOHBeprI nT. O.
20. a,0;r; o e



21. HOpPMaJIbHOE OCBEIIEHHEe, OJarompusTHOE I[BETOBOE OQOpMIICHHWE TITOMEIIECHUS,
YCTpaHCHUC 1YMOB, ONTHUMAIbHBIN MUKPOKJIIMMAT, O3CJICHCHUC IIOMCHICHUA, YCTAHOBJICHUC
NPaBUWIBHOTO PEXKHUMA TPYAA U OTABIXA

22. a;B;T
23. a
24, a
25. §
26. B
27. 0
28. §
29. B
30. 0

2. TunoBoe 3a5aHue UIsl IPOBeeHUs TeCTUPOBaHusi Mo Moay.Jio 2
1. “Maublii pa3roBop” B 1€J10BOM KOMMYHUKAIIMM BEJETCS B paMKax:
a) [IpodeccronanbHbIX HHTEPECOB TAPTHEPOB
0) JINUHOCTHBIX, HEJEIOBBIX HHTEPECOB MAPTHEPOB
B) /les1oBBIX HHTEPECOB NAapTHEPOB
2. AxnpecaT MaHUIYJISILUK B JIEJIOBOM OOIIIEHUU — 3TO:
a) [TapTHep, Ha KOTOPOro HAINPaBIECHO MAHUITYJIATUBHOE BO3/ICHCTBHE
0) [lapTHEp, Ha KOTOPOrO HANPABIEHO MAHUIYJISITUBHOE BO3/IEHCTBUE
B) [TapTHEp,KOTOPBII HCIIOJIB3YET MAHUITYJIATUBHBIC IPUEMBI IICUXO0JIOIMYECKOTO BO3ACHCTBUS
3. AtpuOyuueii Ha3bIBaCTCA:
a) CtpemiieHHE YeI0BeKa ObITh B 0OLIECTBE APYIHX JIHOIEH
6) [IpunuceiBaHuE ONpeAeIeHHBIM TPYIINaM JI0AeH criennruyecKkux yept
B) MHTepnperanus cyObeKTOM MEXIMYHOCTHOTO BOCIIPUATHUS IPUYHUH M MOTHBOB MOBEACHUS APYTHX
mojen
4. B IEHHOCTHO — OPUEHTUPOBAHHBIX MAaHUIYJISITUBHBIX TEXHOJIOTHUSAX JIEJIOBOTO OOIICHHUS
MUIIEHBIO TICUXOJOTUYECKOTO BO3IEHCTBUS ABIISIOTCS:
a) LleHHOCTHBIE YCTAaHOBKM NapTHEpA — aJipecara
6) lyxoBHbIe uaeansl napTHepa — ajpecara
B) [loTpeOHOCTH U CKIIOHHOCTHU MapTHEpa — ajpecara
5. Bep6anbHble KOMMYHHMKAIIUU OCYLIECTBIISIOTCS ¢ TOMOIIBIO:
a) OnpeneneHHOro TeMIa peun
0) NudopmainoHHBIX TEXHOJIOTUI
B) YCTHOH peun
6. Bce monu nendarcs Ha:
a) CeHCOPHUKOB U UHTYUTOB
0) DKcTpaBepTOB U UHTPABEPTOB
B) 00a BapraHTa BEpHBI
7. [1enoBoy CTUIIb B3aUMOJIECUCTBUS TaPTHEPOB BKIKOYAECT:
a) [Ipu3HaHue IEHHOCTH ¥ 3HAYMMOCTH MMOBEACHYECKUX JIEUCTBUN APYT Apyra
6) OcnabneHne KOHTPOJIS 32 COLUATBHO-CTaTYCHBIMU M STUKETHBIMA HOPMaMHU
B) ParonanbHO€E UCHOIb30BaHUE MAPTHEPAMU MOIEPKUBAIOLINX TEXHUK
8. JlenoBble mapTHEPHI C BU3yaJIbHOM MOAAIBHOCTHIO MBICIISIT IPEUMYIIIECTBEHHO:
a) TakTunbHEIMH 00pazaMu
0) 3puTenbHBIME 00pa3zamMu
B) AyanalbHBIMU 00pa3amMu
9. MudopmanmoHHO — cUiI0BOE 00ecrieueHIe MaHUITYJIATOPa B MAHUITYJIATUBHBIX
TEXHOJIOTUSX JEJI0BOTI0 OOIIEHHSI CKIIaIbIBAETCS U3 COBOKYITHOI'O B3aUMOJCHCTBHSA:
a) KorHuTuBHO — panimoHaIbHBIX CUJI aJipecaTa ICUX0JI0rHYeCKOro BO3AEHCTBUS



6) CTaTyCHO — peCypCHBIX CHJI MAaHUIYJISATOPA
B) JINUHOCTHO — MCUXOJIOTMYECKUX CHJI MAHUITYJISITOPA
10. K MexaHu3MaM MaHUIYJISITUBHOTO BO3JIEHCTBUS OTHOCSATCA:
a) MexaHnu3Mbl IPUCOSTUHEHUS U BHEIPEHUSI, KOTOPBIE UCIIOJIb3YET MAaHUITYJISTOP
0) [lcuxuueckne aBTOMAaTU3Mbl U KOMILIEKCHI aJipecata MaHUIYJISIUH +
B) [ToTpeObHOCTH, CKIIOHHOCTH, MOTHBAIIMH 3/IpecaTa MaHUITY SN
11. K nanbonee npruMeHsIeMbIM B TEXHOJIOTUAX JI€JI0OBOrO OOLICHHS TEXHUKAM aKTUBHOM
AHTUMAHUITYJISITUBHOM 3aIIUTHI MOKHO OTHECTH
a) Mcrnonb3oBaHue MapTHEPOM — aJIpecaToM MCUXOTEXHUYECKUX MTPUEMOB BCTPEUHON MaHUITYIISALUN
0) BpemeHHO€ nIpepbpIBaHUE aJpeECATOM JI€JI0BOIO KOHTAKTa C MAaHUIYJIATOPOM
B) LlenenanpaBieHHyI0 TOTAIbHYIO ICUXOJIOTMYECKYIO aTaKy Ha MaHUIYJsITOpa +
12. K OCHOBHBIM MaHUIYJISITUBHBIM TEXHUKAM MICUXUYECKOTO BO3/ICHCTBUS B IETIOBOM
OOLIEHUH OTHOCATCS TEXHUKH:
a) YOoexaeHus
0) 3amyThiBanusl, “JI0KHOTO BOBIICUEHHUS ', CKPHITOTO MPUHYKICHHS
B) Pacnonoxenus
13. K 0coObIM TeXHUKaM MAaCCUBHOMN 3alllUThl, ODUCHTHUPOBAHHBIM Ha OTPaKEHUE
MaHUITYJISITABHOTO BO3/ICUCTBUS, OTHOCSATCS:
a) BricTpanBaHue napTHEpPOM — aIpeCaToOM CMBICTIOBBIX U CEMAaHTHYECKHX OAphEPOB C
MaHUITYJISITOPOM
0) lucranuupoBaHue nmapTHepa — ajpecaTa OT MapTHEPAa-MaHUITYIATOpa
B) 00a BapuaHTa MPaBUILHBIC
14. K OTKpBITBIM BOIIPOCAaM B JIEIOBOM KOMMYHHUKAIIUU OTHOCSITCS:
a) MudopmanronHsie
0) Putopuueckue
B) AJIbTepHaTUBHbBIE
15. K npu3HakaM, KOTOpbI€ CBUIETEIHCTBYIOT O HAIMYUU MAHUITYJISIITUU B JI€JIOBOM
OOIIIEHUH, OTHOCITCS:
a) HekoHTpy?HTHOCTh KOMMYHHUKATUBHBIX COOOIIEHUN MaHUITYJIATOPA
0) CTpyKTypHasi KOMIIOHOBKa AUCKYPCOB UH(OpMAaIINK, HE peJieBaHTHAsI UX COJEPKATEIbHON
3HAUYUMOCTH JUIsl PEIIEHUs AeTOBON MPOOIEMbI
B) [IpucyrcTBre BepOanu3npoBaHHBIX U HEBEPOATHHBIX YIPOKAIOIIUX CUTHAIIOB
16. K cpeacTaM HeBepOanbHON KOMMYHHKAIIUA OTHOCSITCSI:
a) Takeruka
0) I[Ipokcemuka, KUHECHKA
B) 00a BapHuaHTa MPaBUIIbHbIE
17. Kunecuueckumu cpesicTBaMU HEBEpOAIbHOTO OOLIEHHS BBICTYIIAOT:
a) [lo3za, Mumuka
0) Pykomoxarue
B) [lokamnuBanue
18. JIornko-CMBICIIOBOE MaHUITYJIMPOBaHNUE WH(POPMAIIUEH B IETIOBOM OOIICHUH MPE/IJIaraeT:
a) COKpBITHE BaKHBIX CMBICTIOBBIX TUCKYPCOB HH(POPMAITUU
0) YTauBanue uHpopmarmm
B) /lo3upoBanue nHpopmauu
19. ManunynaTuBHas CTpAaTErus B 1€JI0BOM OOLIEHUH pean3yeTcs Kak:
a) COBOKYITHOCTh TOBEACHUECKUX JIEUCTBUI aipecaTa MaHUIYJISIIIUU
6) CucteMa COBMECTHBIX [TOBEJCHUECKUX IEUCTBUI JETOBBIX MAPTHEPOB, UMEIOILAs LEIbIO
KOMITPOMUCCHOE pPeIICHHUE JIEII0OBON MPOOIeMbl
B) Cucrema ncuxoTeXHUYECKUX MPUEMOB U JIEHCTBUH, OTpakarolias 10J1rOBpeMEHHbIE 1IN
MaHUTYISTOpA
20. MunieHn MaHUNYJISITUBHOTO BO3/ICMCTBUS — 3TO:
a) CTpyKTypHBIE YPOBHU IICUXUKH MaHUIYJIATOpA



0) JlokanbHbIe ICUXUYECKHE CTPYKTYphI MapTHEpa-aJpecaTa, Ha KOTOPbIE HAMIPABIECHO
MaHMITYJISTUBHOE BO3JIEHCTBHE
B) OOBEKTHI, BKIIIOUEHHBIE B JICJIOBYIO CUTYAIUIO
21. HeBepOanbHBIMU CPEACTBAMU OOILECHUS SBIISIOTCS:
a) Pykonoskartue, noxojka, B3rJis
0) Tenedon
B) DJIEKTpOHHAs MoYTa
22. TlepcoHanpHasi TUCTAHIUS B IIPOLIECCE OOIICHUS:
a) Capime 350cm
6) 50 — 120cm
B) 120 — 350cMm
23. TlobynurenbHas nH(GOpMAIHs B JETOBONH KOMMYHHKALIUN PEANU3YETCS B BUJIC:
a) [Ipock0nl, pukasza, mpu3bIBa
0) [To3HaBaTeNBPHOTO COOOIIEHUS
B) DJIEKTPOHHON MOYTHI
24. TIpyeM HampaBICHHOTO KPUTHYECKOTO CITyIIAHHS [IEIeCO00pa3HO UCTIONH30BATh B
JIEJIOBBIX CUTYaIUsX, CBSI3aHHBIX C:
a) OOCyKXIeHNEeM KaKUX-TH00 WHHOBAIIMOHHBIX MPOCKTOB
0) AuckyccuOHHBIM 00CYKIEHHEM MPOOIEM
B) BricnymnBanueM xano0 KIMEHTOB
25. IlpokceMUYecKUMH XapaKTepPUCTUKAMU HEBepOaIbHOTO OOIEHUS SBISIOTCS:
a) [loxsonpiBanue 1Mo crimHe
0) Mumuka
B) JlucTaHIus MeX Ty OOIIAIONUMUCS, YTOJI OOIIEHHUS TaPTHEPOB
26. IlpocomuyeckuMu cpecTBaMHi HEBEPOATLHOTO OOIIEHUS BHICTYAIOT:
a) Jlucranmus Mexay oOIAIOIIUMHCS
6) MnToHanus, rpOMKOCTb rojioca
B) JKecTthl
27. K TexHMKaM Majoro pa3roBopa, IpUMEHSIEMOro B JeI0BOM KOMMYHHUKAIUU, OTHOCSITCS:
a) VlHTepecHslil, yBlekaTelbHbIA paccKa3, MO3UTUBHBIC KOHCTATALMU COOBITUN WK (aKTOB,
MHTEPECYIOIINX apTHEPa
6) LlutupoBanue BbICKa3bIBAHUH MApTHEPA O €TI0 YBICUYEHUSX, X0O0H, BHICKa3bIBAHUS — CCBUIKH C
NPUATHBIMHU aCCOLMAIUSAMH ISl TapTHepa
B) 00a BapruaHTa MPaBUIIbHbIE
28. MaHunynSITUBHbBIE TEXHOJIOTUH JEIOBOTO OOIIEHUSI — 3TO TaKHUE TEXHOJOTUH, B KOTOPBIX
HPUCYTCTBYIOT:
a) [lcuxoTexHmuecKre MprueMbl MAaHHUITYJIMPOBAHMS, TEXHUKH PACTIONOKEHUS M YOCKICHHSI 11O
OTHOILIEHHIO K MapTHEPY — ajjpecary BO3JeHCTBUS
0) OTKpBITOE IPUHYXKICHUE TAPTHEPA K KAKUM — JTHOO TTOBEJACHYECKUM JICHCTBUSIM
B) CKpBITOE IICUXO0JIOTUYECKOE BO3/IEHCTBUE HA JIEJI0BOTO IapTHEPA
29. O0urenne — 3T10:
a) [Iponiecc nepenaun nHpopMaIH, IPOLECC YCTAHOBIECHUS KOHTAKTOB MEXTY JIIOIbMU
0) IIpornecc hopmupoBaHUs M PA3BUTHUS JTUIHOCTH
B) 00a BapuaHTa MPaBUIbHBIC
30. Beigenure npuHIUII, HA KOTOPOM HE MOXKET OBITh OCHOBAHO JICJIOBOE OOIIEHUE:
a) YBa)XXUTEIbHOCTD
0) Drousm
B) /loOporkenarenbHOCTb

OTBETHI:

wnh e
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3. TunoBoe 3a1aHne 1JIs1 BHITIOJHEHUSI KOHTPOJIbHOI pa6oThl mo Moaysio 3

1. B TtekctoBoMm penaktope Microsoft Word odopmuts nmo coemy mnpennpustuio IIpuka3s o
BPEMEHHOM 3aMEIIEHUH PYKOBOIUTEIS TPEATIPHSITHS.

2. B tekcroBom penakrope Microsoft Word odopMuth 1o cBoeMy HpeanpHATHIO AKT O
CTIMCaHUU UMYIIECTBA.

3. B TtekcroBoM penaktope Microsoft Word paspabotate 1O CBOeMY MPEANPUSITUIO
MPOJOJIBHBIN U YIJIOBOM OJaHK BallIero MpearpHUsTHSL.

2. B tabnnuynom penakrope Microsoft Excel paspaborars mabioH JXKypHana yyera TpyaoBbIX
KHIKEK.

4. B TexcroBoM pemaktope Microsoft Word odpopmuts no csoemy npeanpusituio Ilpukas o
KOMaHTUPOBaHHH.

5. B TtekcroBom penakrope Microsoft Word odopmuth mo csoemy npeanpusituio AKT O
npueMe-tepeaade Jaed.

6. B TexcroBoMm pemaktope Microsoft Word pa3zpaboraTs 1no cBoeMy MpeanpusTHIO TPOEKT
VYcraBa npenpusaTus.

7. B Tabmmunom penaktope Microsoft Excel paspaborare 1mabmon KyphHana
y4deTa B3bICKaHUH W ITOOIIPEHUN.

8. B tekcroBoMm penakrope Microsoft Word oopmuth no csoemy npeamnpusruto [Ipukas o
IPEMUPOBAHHH.

9. B TEKCTOBOM penaxkTope Microsoft Word pa3paboTaTh TOIKHOCTHYIO
MHCTPYKLIHUIO ceKpeTapsa-pedepeHra.

10. B Tabaumunom penakrope Microsoft Excel pazpaboraTs mabinoH andaBUTHBIA KypHaT
ydyeTa JUYHOIO COCTaBa

11. B TekcroBoMm pemaktope Microsoft Word odopmutre 1m0 cBoeMy NpeanpUSTHIO
["apaHTHiITHOE THCHMO O MOCTaBKE 000PYI0BaHUA (OTIYCTUTD 3a OC3HATMYHBINA pacyuer).



4. TunmoBoe 3aJaHKe VI BHINIOJHEHUS] KOHTPOJILHOI pa6oTsl mo MoayJo 4

1. CocraBuTh OJaHKM PA3IUYHBIX BHUJIOB C VYIJOBBIM U MPOJOJBHBIM BapHaHTaMU
PAacIIONIOKEHHSL.

2. CocTaBUTb MPOEKT PACIOPSHKEHHUS.

3. CocTaBUTh MPOEKT MPHUKA3a [0 OCHOBHOU JEATEIBHOCTH.

4. CocTaBUTb MPOEKT PEIICHHUS.

5. CocTaBUTbH MPOEKT JOKJIATHON U CIIY>)KEOHOM 3amlMCKH.

6. CocTaBUTb MTPOEKT MIPOTOKOJIA.

7. OdopMUTH U 3aMOIHUATH TPOEKT MPUKA30B MO JTUYHOMY COCTaBY (IPUKa3 O HANPABICHUU
paboTHMKA B KOMaHAUPOBKY, IPUKA3 O MPEAOCTABICHUU OTIIYyCKA paOOTHHUKY).

8.  OdopMUTH 3aMOIHUTH MPOESKT ITATHOTO PACTIUCAHMS.

9. OdopmuTh 1 3aMOTHUTH MPOEKT rpaduka OTIYCKOB.

10. OdopMHTD U 3aMOITHUTH MPOEKT JIUYHON KapTOUKH.

11. OdpopmuTh ¥ 3aMOJHUTH MPOEKT KOMAHIMPOBOYHOTO YIOCTOBEPEHHS, CIY:KEOHOTO
3aJaHus [T HAIpaBJICHUS] B KOMAaHAWPOBKY M OTYETA O €r0 BBHIITOJHEHHH.

12. Odopmuth HaameKAMUM 00pa30M MOJHYIO KOMUIO OPHUIIMATEHOTO JOKYMEHTA, BBIMMHCKY
13 0(pUIIMAIEHOTO JJOKYMEHTA.

13. OdopmuTh U 3aMOTHUTH TPOEKT KypHAA BXOAIICH TOKYMEHTAIUH.

14. OdopmUTb U 3aMOTHUTH IPOEKT KypHaJIa UCXOASIIEH JOKYMEHTALUH.

15. OdopmuTh U 3aMOTHUTH TPOEKT HOMEHKIIATYPHI Je]1 J000r0 BHUIA.

16. OdopMHTP U 3aTOIHUATH MPOEKT OIUCH JIEJ JTF0O0T0 BHUA.

17. OdopmuTh 1 3aMIOJHUTE MPOEKT OOJO0KKH Aela, 3aBEPUTEIHHOTO JIUCTA Jea.

18. OdopmuTh U 3aMOIHUATH MPOEKT aKTa O MpHeMe-Tiepeiaye JOKYMEHTOB Ha IOCTOSTHHOE
XpaHEHHUE B apXUB.

19. OdopmMHUTh U 3aIONHUTH MPOEKT aKTa O BBLICICHUW K YHHUYTOXCHHIO JOKYMEHTOB, HE
TIOJIeXKAIINX XPAHEHUIO.

20. O¢dopMuUTH U 3aNIOTHUTH MPOEKT CAATOUHON OMUCH JIEI.

5. Tunosoe 3axanue A5 MPOBeleHUs TecTUPOBaHUsA 110 Moay.tio 5

1. Kakue 1oKyMeHTHI IOJBEPraloT perucTpanun’?

1) BHyTpeHHUE, BXOASIINE

2) BXOJAIINE, HCXOISIINE

3) TOJBKO BHYTPCHHUE

4) TpaBWILHOTO OTBETA HET

2. Ilouemy Ha mnakerax (KOHBepTax) ¢ KOH(PHUICHIMAIbHBIMH JOKYMEHTAMH He
MPOCTABIISIIOT TPUG KOHPHUAESHINATHHOCTHU?

1) rpu¢ npocraBnsIOT Beeraa

2) 4TOOBI HE TPUBIICKATh BHUMAaHHSI

3) T.K.3TO HE UMEET HUKAKOTO 3HAUCHHSI, BAYKHO JIUIIb COJIEP)KaHUE KOHBEPTA

3. Yro nenaTh ¢ omrOOYHO MPUCITAHHBIMA KOH(DHUICHIINATEHBIMA JOKYMEHTaMH?

1) Hx Hy»XHO BBIOPOCHTH

2) X HyXHO OTIpPaBUTh OOPATHO

3) Ilo coriacoBaHMIO C OTIPABHUTENIEM MIEPECIaTh B HY)KHBIN aJipec

4. Ha 4yro Oynmyr cchUiaThes MPH PETUCTPAIIMH BXOISAIIMX JOKYMEHTOB, MOTEHIHAIHHO
coJiepKalX KOHPUIEHINAIbHYIO HH(OopMaIiio?

1) Ha [lepeuenp
2) Ha peleHre PyKOBOJUTESA
3) Ha 3/IpaBbIi CMBICTT

4)  na Hanumuwme rpuda, KOTOPBIA 00SI3aH MOCTaBUTh OTIPABUTEIb
5. IlepeuncanTte BapuaHTHI YIIAKOBKH MTaKeTa ¢ KOHGHICHINAIBHBIMHA JOKYMEHTAMH




6.

Yro IMPOUCXOOUT C KOH(bI/I,I[eHHI/IaHBHBIMI/I JOKYMCHTaMH, KOTOPBIC HE MCIIOJIHCHBI B

TEKYIIEM JEIOMPOU3BOJICTBEHHOM TO1y?

1)
2)

3)

HUX YHUYTOXAKOT
HUX ICPCBOJAT AJId UCITIOJIHCHUA B HOBOM ACJIOIPOU3BOJCTBCHHOM IOy
TaKou HCO6XO,Z[I/IMOCTI/I HUKOIr'ZJa HC€ BO3HHUKACT, T.K. OpPraHu3anuu 00s13aHBI  BCE

HCIIOJIHUTH B TCKYIICM I'OAY

7.
1)
2)
3)
4)
8.

Yro nmozxpasymeBaeT FKCHEAUIUOHHAs 00paboTka?

YUY€T ¥ PErucTpaluio BXOAAIIMNX TaKETOB U JOKYMEHTOB

y4eT U PErHCTPALNIO UCXOAALINX TAKETOB U JOKYMEHTOB

U TO, U ApYyroe

IPaBUIBHOIO OTBETA HET

Crour 1M mOpUHUMATh HAJOPBAHHBIM MakeT (KOHBEPT) C KOH(HUIACHIHATHLHBIMHU

JOKYMEHTaMH, €CJIM OH aApE€COBAaH B Ballly OpFaHI/I3aI_[I/IIO?

1)
2)
3)
9.

HET, HE CTOUT, HY>)KHO COCTaBUTh aKThl U BEPHYTh OOPATHO

J1a, CTOUT, HO COCTAaBUTh aKThl

HET, HE CTOUT MPUHUMATh, U AKTHI COCTABIIATH TOKE HE CTOUT

Kakas oTMerka AO0KHA CTOSATh B JKypHAJE YydeTa BXOJAIIUX JOKYMEHTOB, €CIIH

KOH(UICHIIMATBHBINA JIOKYMEHT MPHUIIIEI ¢ COMPOBOANTEIHLHBIM ITUCHMOM, KOTOPOE, B CBOIO OYepe/ib,
HE COJCPKUT KOH(PHUACHIIUATbHON HHPOpMauu?

1) compoBOAUTENILHOE MTUCHMO HE HYXKHO PErHCTPUPOBATH

2) «be3 npuIoKeHHs He KOH(PUIECHIIHAIEHOY

3) MHUCHMO PErHCTPUPYIOT OTACIBHO, a IPUIOKEHUE OTACTBHO

10. 3a uTo oTBeuaet ciyx0a KOH(MUICHIIMATBEHOTO JIEIOMPOU3BOICTBA?

1) 3ayd4er u perucTpaluio KOHQUICHINAIBHBIX TOKYMEHTOB

2) 3amepeaavyy JOKYMEHTOB MEKIY UCIIOTHUTEIIMA

3) 3a KOHTPOJIb 3a CPOKAMHU MCITOJHEHHS JOKYMEHTOB

4) TpaBWILHOTO OTBETA HET

11. Kakue nokymeHTHI OepyT Ha UHBEHTapHOE XpaHEeHue?

12. OGs3aTenbHO M BECTH JBA OTAENBHBIX XKypHalla Ui yueTa MaKkeToB KOH(HIeHIIHATbHBIX

JOKYMEHTOB M CAMUX JOKYMEHTORB?
1) na

1)
2)
3)
4)
5)
6)
7)
8)
9)

2)

HET

OTBETHI:

4
2

2,3
1,2

OIWMHAPHOC MAKECTUPOBAHUC, JIBOMHOE MaKETUPOBAHUC

2
3
1
2

10)1, 2,3
11) cOpourtopoBaHHBIE JOKYMEHTBI, YEPTEKH, )KypHAIIBI yaeTa
12)2



[Tpunoxenue 2
TUTIOBOE 3AJIAHUE JJISI UTOTOBOM ATTECTAIIIH

1. TunoBoe 3a1aHue /il IPOBe/IEHUS] HUTOTOBOI'0 TECTUPOBAHUS
1. YTo HEe OTHOCUTCS K YUPETUTEIIbHBIM TIOKYMEHTaM IOPUANYECKOTO Jiniia’?
a) [IpoTokon coOpanus yupeauTeneu;
0) Ycras;
B) YupeauTeabHbIi 10roBOp.

2. IlonoxxeHue o CTpYKTYpPHOM HOJpa3AeI€HUH — ITO:

a) TMpPaBOBOM aKT, KOTOPBI yCTaHABIMBAaeT CTaTyc, (yHKUMM, T1paBa, OOS3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX IOAPAa3/I€JICHUN NN UHBIX OPraHoB;

0) mpaBOBOW aKT, KOTOPBIA OMpefeNseT CTaTyC OpraHu3aluu, ee 3afadyd U (QYHKIHUH, [paBa,
OTBETCTBEHHOCTb, ITOPSIIOK AESATEIbHOCTH;

B) JIOTOBOP, CTOPOHBI KOTOPOT'O O0S3YIOTCS CO3/1aTh IOPHANYECKOE JUI0 M YCTaHABIUBAIOT MOPSIAOK
COBMECTHOH JIESATEIIbHOCTH 110 TAaHHOMY (haKTy.

3. JlaToii TOJKHOCTHOM MHCTPYKIIUU SIBJISICTCS /1aTa:
a) ee yTBEPKICHNUS;

0) ee cocTaBJICHUS;

B) 03HAKOMJICHHUS C Hel pabOTHHUKA.

4. TIpaBoBO# aKT, B KOTOPOM OTOOpa)kaeTcsi MOPSAJIOK JESATEIBHOCTH PYKOBOJCTBA OpraHM3alllH, a
PaBHO KOJUIETHAIEHOTO WJIM COBEIIATEIILHOTO OpraHa — 3TO:

a) IITaTHOE PaCIHCaHHUE;

0) ycTas;

B) pEerjaMeHT.

5. I1o cdepe cBoero neiicTBUS pacnopsAUTENbHbBIE JOKYMEHTHI AEIATCS Ha!

a) KOJUIEKTUBHbBIE U UH/IUBUyaJIbHBIE;

0) denepanbHOrO YpOBHS, PErHOHAIBHOTO YPOBHS, IPAaBOBbIE aKThl OPraHU3aLIUH;
B) MPAaBOBbIEC aKThl OPTaHU3AlN, IPABOBBIE AKTHl UX CTPYKTYPHBIX MOApa3/IeIICHUN.

6. Pactiopsixenue uznaercs:

a) eIMHOJIUYHO;

0) KOJIJIETHAIIBHO;

B) B YCJIOBHUSIX BEJJOMCTBEHHOTO PETyIHPOBAHUSI.

7. Konust 9acTu JOKyMeHTa, KOTOpasi 3aBEpeHa B ONPEACICHHOM MOPSAKE, 3TO:
a) BBIITUCKA;

0) PNIEeKTpOHHAs KOMHS,

B) AyOHKar.

8. He sBnsieTcst HOKyMEHTOM, KOTOPBI HHUIIUUPYET PEIICHUE:
a) 3aKJIIOUYEHHE;

0) IpOEKT JOKYMEHTa;

B) JIOKJIa/IHAas 3alKcKa.

9. UeM BHENIHE OTJIMYAETCS MTPOEKT IOKYMEHTA OT €r0 OKOHYATEIbHOTO BapraHTa?

a) IIpoext He o0s3aTenbHO OGOPMIIATH B TaKOH ke Gopme, Kak OyIyImMiA JTOKYMEHT, JOCTaTOYHO
CaMoro TEKCTa;

0) Hannuceio «poeKT» B BEpXHEM T10JI€ CIPaBa;

B) [IpoexT oopmisieTcst Ha crienuaaIbHOM OJIaHKE.



10. Kakas yacTb IOCTaHOBJIEHUSI COACPKUT HOPMATUBHBIE TIOJIOKEHUS WU TIOPYUECHUS?
a) PacnopsinurensHas;

0) Koncratupyromasi;

B) BBO1HAs.

11. B coctaB nH(GOpMaIMOHHO-CIIPABOYHBIX JOKYMEHTOB HE BXOJIUT:
a) yKa3aHue;

0) moKJaaHas 3aIKCKa;

B) CBOJIKA.

12. Bun wuHGOpMAMOHHO-CIIPABOYHON JOKYMEHTALMH, SIBJSIOIIEHCS CHOCOOOM OIepaTuBHOTO
MH(POPMALIMOHHOTO 0OMEHa MEX/ly OpraHU3alusIMU, Ha3bIBACTCS:

a) TOKYMEHTAaIUeH JUIsl CIIy>KeOHOTO MOJIb30BaHMUS,

0) MmepernucKoii;

B) CTaTUCTUYECKONW OTUETHOCTHIO.

13. Yro npencraBisgeT coOoii 3asBlIeHUE B JOKYMEHTOOOOPOTE OpraHU3aIiu?

a) OTO JOKYMEHT C NPeAJI0KEHUEM Ha3HAUUTh, IEPEMECTUTh WJIU MOOUIPUTh PaOOTHUKA;

0) OTO TOKyMEHT, OOBSCHSIOIINI MPUYUHBI CIYYHBILIETOCS, KOTOPBIA COCTaBIAeT paOOTHUK HA MMS
PYKOBOJIUTEIIS;

B) DTO JOKYMEHT, KOTOpBI aJpecoBaH JOKHOCTHOMY JIMIY U COAEPKHUT KaKyko-TMOO NMpochOy
pabOTHHKA.

14. Yto He sABIAETCS NPU3HAKOM aKTa?

a) cocTaBlIeHHE B CBOOOHOM popme;

0) yctanoBieHue (aKTHUYECKOTO COCTOSTHUE JIEJI U OTPAKEHUE €T0 B aKTe;
B) KOJIJIETUAJIbHOCTh COCTABIICHHUSI.

15. JIokyMeHTBI, KOTOpbIE W3JaHbl BHYTPU YUPEXKJICHUS U OTMIPABICHBI 3a €ro MpeaAenbl s
PYKOBOJICTBA HHWKECTOSIIIIIM OpPTraHaM YIPaBIICHUS MO0 B IEJISAX HWCIOJHEHUS MUChMEHHBIX
YKa3aHU BBICIIEH WHCTAHIIMH, HA3bIBAIOTCS:

a) BXOJISIIIUMU JOKYMEHTaMH;

0) UCXOIAIIMMU JOKYMEHTaMU;

B) MEPENUCKOM.

16. Yto BKIIIOYAET B c€0s1 TEXHUYECKOE MCTIOJHEHNE JOKYMEHTA!

a) TMpPEeAOCTaBIIEHUE PACIEUAaTaHHOIO TPOEKTa JAOKYMEHTa PYKOBOJIUTEIID Ha COTJIacOBaHUE,
YCTpaHEHHE HETOYHOCTEH, HAa0Op OKOHYATEIHLHOTO IOKYMEHTA;

0) MOATrOTOBKY MpOEKTa IOKYMEHTa, HabOp M pacredyaTky TEeKCTa MPOeKTa, KOPPEKTHUPOBKY
COJIepXaHUs JOKYMEHTA TI0CIIe COTaacoBanus1, oopmiieHne (GUHAIBHOTO BapHaHTa IOKYMEHTA;

B) COCTaBIICHHE JOKYMEHTAa Cpa3y B OKOHYATEIbHOM BapHaHTE, €ro MOANUCAHUE Yy PYKOBOIUTENS,
OTIpaBKa JOKYMEHTa ajpecary.

17. Korna TOKyMeHT SIBJISIETCSI UCTIOJTHEHHBIM?

a) Kak ToJIpKO JOKyMEHTY MPUCBOEH PETUCTPALIMOHHBIN HOMED;

6) Korma paccmartpuBaemblii B JOKYMEHTE BOIPOC PAa3peIICH TOJHOCTHIO M TEpenucka Mo HeMy
3aBEPILCHA;

B) Koria mokyMeHT mosrydeH KOHEYHBIM aJIpecaToM.

18. Kakue pasmepsl mpu(TOB PEKOMEHIYETCS HCIOIB30BaTh MpU OGOPMIICHUU TOKYMEHTOB
cormacao 'OCT P 7.0.97-20167
a) No 12, No 13, Ne 14;



6) No 12, Ne 14, Ne 16;
B) No 11, No 12, Ne 14,

19. Hudporoii i OykBeHHO-IIU(POBOH HIESHTU(PUKATOP JOKYMEHTA, BKIFOUAIOUIUI MOPSIKOBBIMA
HOMEp, JOMNOJHSEMBIA MO >KEIaHHWI0O MHJEKCAMHU COIJVIACHO HCIIOJIb3YyEeMbIM KiaccudukaTopam,
Ha3bIBACTCS:

a) rpudom;

0) perucTpallMOHHBIM HOMEPOM TOKYMEHTA;

B) 1aTOM IOKyMEHTA.

20. Kaxkoit ¢hopmar Oymaru UCIOIb3YETCS ISl U3TOTOBJICHUS OJIAaHKOB PE30JTFOITNIN ?
a) AS, A6;
0) A4, AS;
B) A6, A4.

21. Hocurenem nH(pOpMAaLINH SBISIETCS:

a) MaTepuaJbHbIH OOBEKT, KOTOPbI HyXeH ainsd (ukcauuu, XpaHeHus (M BOCIPOM3BEICHUS)
peUeBoii, 3BYKOBOH HITH H300pa3UTEIbHON HHPOPMALINY;

0) co3garenb JOKYMEHTa;

B) CTPYKTYpPHOE I0/ipa3/ielieHue, BHITOJIHAONIEE (YHKIUH 110 BEACHUIO IOKYMEHTOO00pOTA.

22. CBOICTBO JOKYMEHTa TOATBEP)KIATH JICTOBYIO ACATEIBHOCTD JTHO0 COOBITHE TMYHOTO XapaKTepa
—3TO:

a) IOpUANYEecKas CHiia IOKYMEHTa;

0) ropuaudecKas 3HauuMOCTh JIOKyMEHTa;

B) ayTEHTUYHOCTb.

23. TUNOBBIM CPOKOM HUCIIOJTHEHHUS JOKYMEHTA Ha3bIBACTCA:

a) CPOK HMCIIOJTHEHUSI TOKYMEHTA COIVIaCHO HOPMATUBHO-IIPABOBOMY aKTY;

0) CpOK MCIOJHEHUS, KOTOPBIA YCTAHOBJIEH B OpPraHU3allMOHHO-PACHIOPSIUTEIIEHOM JOKYMEHTE WU
B PE30JIIOLINH;

B) CPOK UCIOJIHEHHUS], YCTAHOBJIEHHBIN CIIOKUBIIMMCS B OpraHU3aluU OObIYaeM.

24. CripaBO4YHUK, cofiepKalluii cBeleHus: 0 (hOHIax apXuBa U MpeAHA3HAUCHHBIN AJIs1 03HAKOMIICHUS
C X COCTaBOM M COJEpXKaHUEM — ITO:

a) apXUBHBIN TyTEBOAUTEIb;

0) apXUBHBIN CIIPABOYHUK;

B) apXUBHBIA yKa3aTellb.

25. YuudunupoanHoi GopMOit TOKyMEHTa SBISETCS:

a) popmyssip JOKYMEHTa ONpeAeIEHHOTO BUJIA, KOTOPBIN COAEPKUT MOCTOSHHYIO YaCTh TEKCTA;

6) OyMaXHBIH WJIM DJIEKTPOHHBIM MA0JIOH C PEKBU3UTAMHU, IO KOTOPBIM OIPENENIeTCsl aBTOp
O(QUIMATIBHOTO IOKYMEHTA;

B) PEKBHU3UT O COINIACHM OpraHu3allid, KOTOpas HE SBISIETCS aBTOPOM JOKYMEHTa, C €ro
COJZIEP/KaHUEM.

26. KakoBa jyinHa caMOl JUIMHHOW CTPOKH PEKBHU3UTA IIPH YIJIOBOM PACIOJI0KEHUHN PEKBU3UTOB?
a) He 6onee 7,5 cm;

6) He Gonee 12,5 cm;

B) He Gomee 10 cm.

27. PeKBU3UT TOKyMEHTa — 3TO:
a) perucTpallMOHHBIN HOMEpP IOKYMEHTA;



0) snmemMeHT opOpMIICHUS TOKYMEHTA;
B) CBCACHUA O AAaTC U UCIIOJIHUTCIIC JOKYMCHTA.

28. Bxonsmuii JOKYMEHT MPOXOIUT CIETYIOIINE ITarbl 00paboTKu:

a) CONPOBOXICHUE W JOCTaBKa C IOYTHI, IEPBUYHAs OOpabOTKa, perucTpanus, MOATOTOBKA Ha
JOKJIaJl, paccCMOTpeHHe M O(OpMIICHHE pPE3OJIOLUH, pPEerducTpalys Ppe30JIIONHUH, MOCTaHOBKA Ha
KOHTPOJIb HWCIIOJNHEHHs, OTIPAaBKa Ha HCIIOJHEHHE, HCIOJHCHHE W KOHTPOJb 3a HHUM, IPHEM
UCIIOJTHEHHOTO JIOKYMEHTA, CHSATHE C KOHTPOJIS, MMOMEIICHHE HMCIIOJHEHHOIO JOKYMEHTa B JIElO,
paboTa ¢ HUM, TeKyIee  apXUBHOE XPaHCHUE, YHHYTOKCHUE U CIIMCAHUE;

0) ycTaHOBJICHHME KOHKPETHOTO ajipecara JIOKYMEHTa B OpraHH3alliy, PEruCTpalus JOKYMEHTa IO
BXOJUAIIMM JKypHaJaM, Iepelada JOKYMEHTa aJpecary, YKa3aHHOMY €ro B TEKCTE, YCTaHOBJICHHE
CPOKOB HCIIOJIHCHUA IOOKYMCHTA, HCIIOJHCHHUC IOOKYMCHTA, INPOBCPKa PE3YyJIbTATOB HCIIOJIHCHUA,
HOMEIIICHHE JOKYMEHTa B HOMEHKJIATYPHOE JIENIO U MOCICAYIOLIas c/jaya B apXHB;

B) PEruCTpanus JOKYMEHTa IO BXOJSIICH KOPPECHOHACHIMH, INepeiadya ero PYKOBOAUTEIIO JUIs
OIIPE/ICIICHUs] UCTIOMHUTEIIS, Mepeiada J0KYMEHTa HEOCPEICTBEHHOMY HCIIOJHUTEI0, KOHTPOJIb 3a
HUCIIOJIHEHUEM JOKYMCHTaA, HUCIIOJIHCHUC JOKYMCHTA, IIpueMm PE3YIbTATOB HCIIOJIHCHUA
PYKOBOJIMTENIEM, OTMETKa 00 MCIIOJIHEHUH B CIICHUAILHOM JKypHAIIe, cllauya JOKyMEHTA B apXUB.

29. [TIlpenBapuTenbHBI TEKCT JOKYMEHTa, KOTOPBI JIMYHO TOTOBUT WCIIOJHUTENb WIH
COUCIIOJIHUTEINb JOKYMEHTA, TO:

a) DK3EMILISP TIOKYMEHTa;

0) MPOEKT TOKYMEHTA;

B) KOTIHS JTOKYMEHTA.

30. denonpou3BoJICTBO — 3TO:

a) JeATeNbHOCTh 110 JOKYMEHTHPOBAHHIO, JTOKYMEHTOOOOPOTY, OIEPAaTUBHOMY XpaHEHUIO U
HCIIOJIb30BAHUIO JIOKYMEHTOB;

0) mporenypa co3aHusi, THPAKUPOBAHUS M PETUCTPAIIMU BXOMAIIEH W UCXOIAIICH AOKYMEHTAINMU
OpraHu3aIlNy;

B) HETMOCPEJICTBEHHOE CO3/]aHNe O(UIIUATBHBIX JTOKYMEHTOB Ha MPEATNPUSTHH.

ITAJIOHLI OTBETOB:

1 2 3 4 5 6 7 8 9 10 |11 |12 |13 |14 |15

a a a B o a a o 0 a a §) B a §)

16 |17 |18 |19 |20 |21 |22 |23 |24 |25 |26 |27 |28 |29 |30

0 0 a o a a o a a a a §) a §) a

2. TunoBble 3a1aHUs JUIS MIPOBeIEHUS MPAKTHYECKOI KBAJIM(PUKALMOHHOMH PadoThI
1 CoctaButh U 0POPMHUTH B COOTBETCTBUH C MPABHIAMH JEJIOTIPOU3BOJICTBA U PEUEBOTO THKETA B
nporpamme Microsoft Word nnpopmannonsoe nucsmo.
2 CocTaBUTh U OQPOPMHUTH B COOTBETCTBUH C MPABHIAMH JIEIIOTIPOU3BOJCTBA U PEUEBOTO STHKETA B
nporpamme Microsoft Word rapantuiiHoe mucbMo 00 omjiaTe JAEHEXKHBIX CPeJICTB A0 KOHIa
tekymero kBaptana oT umeHu YIIOY VI «Ontumucty Ha cymmy 3agomxeHHocta 1000=00 (Oxna
ThICSYa pyOIieit).
3 CoctaButh U 0)OPMUTH B COOTBETCTBHH C MPaBUJIAMHU JEIOMPOU3BOACTBA M PEUEBOTO ITHKETA B
nporpamme Microsoft Word nucemo-pexiamanuio o nocraBke «bymaru opucHoi» B KOJIW4ecTBE 5
KOpOOOK HEHaJJIeXKAaIIEero KayecTBa.
4 CocraBuTh U OOPMHUTH B COOTBETCTBUU C MPaBUJIAMH JICIONPOU3BOJCTBA U PEUYEBOTO 3TUKETA B
nporpamme Microsoft Word peknamuoe nmucbmo 00 o6pazoBarenbHbIX yeinyrax OOO «Me3oHuH u
K».



5 CocraBuTh U 0GOPMUTH B COOTBETCTBUU C MPaBUJIAMU AEIONPOU3BOJCTBA U PEUEBOTO 3TUKETA B
nporpamme Microsoft Word compoBonuTensHOE MUCHMO K MAKETy JTOKYMEHTOB, MPHUKIIAIBIBAEMBIX
JUTSL OTIIPABKU MOYTOBBIM COOOLICHHEM.

6 CoctaButh U 0()OPMUTH B COOTBETCTBHH C MpPAaBUJIAMHU JEIONPOU3BOACTBA U PEYCBOIO ITHKETA B
nporpamme Microsoft Word nrcemo-3anpoc «O npenocTaBicHud HHYOPMAITUI.

7 CoctaButh U 0(hOPMUTH B COOTBETCTBHH C MpPaBUJIAMHU JEIONPOU3BOACTBA U PEUCBOIO ATHKETA B
nporpamme Microsoft Word nucbMo-nioaTBepkaeHIe MapTHEpPY.

8 CoctaBUTh U 0()OPMUTH B COOTBETCTBHH C MPABUIIAMH JICJIONPOU3BOJICTBA U PEUEBOTO ATHKETA B
nporpamme Microsoft Word nucemo-nipuriamnienue HakopropatuHoe coobiTe B OO0 «Me30HuH 1
K».

9 CocraBuTh U 0GOPMUTH B COOTBETCTBUU C MpPaBUJIAMU JEIONPOU3BOACTBA U PEUEBOrO 3TUKETA B
nporpamme Microsoft Word nmucsmo-HarnoMuHanue.
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