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OBIIHE ITOJIOKEHUA

OcHoBHast ~ mporpamma  NHpo¢eCCHOHAIBLHOTO  OOy4YeHHs —  mporpamma
npo(hecCHOHANBPHOM TOATOTOBKM MO TMpodeccusM padouux, JOKHOCTSIM  CIyXKallux
«CekpeTapp-aIMUHUCTPATOP» pa3paboTaHa B COOTBETCTBUHU C TPEOOBAHHUSIMH CIIEAYIOIIUX
HOPMATUBHO-TEXHUYECKUX JOKYMEHTOB:

- ®epepanbHoro 3akoHa oT 29.12.2012r. Ne 273-®3 «0O6 oOpazoBaHuu B
Poccunitckon @enepannn»;

- Ilpukaz MunuctepctBa npocsenieHuss P@ ot 26 asrycra 2020r. Ne 438 «O06
YTBEPKJICHUU TOPSAKA OpraHu3alii U OCYIIECTBICHUSI 00pa30BaTeIbHON JEATEIbHOCTU
110 OCHOBHBIM MporpaMmam npodhecCUOHaATBLHOTO O0YUECHHUS;

- Ilpuxaz MunucrepctBa npocseuieHuss PO ot 14 urona 2023 r. Ne 534 «O6
yrBepxkaenun llepeunsi mpodeccuit paboymx, MOJDKHOCTEH CIIyXalluX, MO KOTOPHIM
OCYIIECTBIIsIETCS TPOPECCHOHATIBHOE 00yUEHUEY;

- [Ipukaz MunucrepcTBa Tpyaa u couranbHou 3amuThl PO ot 15 utons 2020 r. Ne
3331 «O06  ytBepxAeHUMU MpodecCHOHAIBHOrO  cTaHjgapta «Croenuanuct 1o
OpPraHU3ALMOHHOMY U TOKYMEHTAlMOHHOMY OO€CIIEUECHHUIO YIIPaBICHUS OpraHUu3aluen».

IIpodeccronanbHoOE oOydeHue OCYILECTBIISIETCS B OpraHu3aIusx,
OCYLIECTBIISIOIUX 00pa30BaTENIbHYIO JIEATEIbHOCTh, B TOM YHCIE B YYEOHBIX LIEHTpax
npodeccuoHanbHON KBaIM(PUKAUMM M Ha TNPOU3BOJACTBE, a Takke B (opme
caMooOpa3oBaHusd. YYeOHble UEHTPhl MPOPECCHOHATBHON KBAIM(PUKAUUKA MOTYT
CO3/1aBaThCAd B PA3JIMYHBIX OPraHU3AIMOHHO-TIPABOBHIX (OpMax IOPUIAUYECKUX JIHII,
MPEIYCMOTPEHHBIX TPAKIAHCKUM 3aKOHOJATENIbCTBOM, WJIM B KaueCTBE CTPYKTYPHBIX
NOAPA3AEICHUN FOPUINYECKUX JIHII.

®opMbl 00y4eHHSI O OCHOBHBIM TpOrpamMmaM Mpo(ecCHOHATBEHOTO 00y4YeHUs
OTIPENIEISIOTCS  OpraHU3alluei, OCYIIECTBIISIIONIEH O00pa30BaTENbHYIO JCSTEIHHOCTD,
CaMOCTOSITEJIbBHO, €CJIM HMHO€ HE YCTAaHOBJICEHO 3aKOHOAATEIbCTBOM Poccuiickon
denepanum.

ConepxaHue U MPOIOJIKUTENBHOCTh MPOQPECCUOHATBHOIO OOYYEHHS MO KaxKIOou
npodeccun paboyero, MOJKHOCTH CIIYXKaIlIero ONpeAessieTcsi KOHKPETHON MporpaMMmon
npodeCCUOHAILHOTO O00y4YeHHMs, pa3paldaThiBa€MON U YTBEPXKIAAEMON OpraHu3aiue,
OCYLIECTBISIOIIEH 00pa3oBaTEIbHYIO AEATENBHOCTb, Ha OCHOBE NpPO(ecCHOHaTbHBIX
CTaHJapTOB (NIPU HAJIMYKMM) WIK YCTAHOBJICHHBIX KBaTU(UKAIMOHHBIX TPeOOBAHUI, €CIIH
MHOE HE YCTAaHOBJICHO 3aKOHOAAaTeNbcTBOM Poccuiickonn denepanuu.

Cpoky Hauyajna ¥ OKOHYAHHUS MPO(PECCHOHATBHOIO OOYUYEHHUs OIpPEAENSIIOTCS B
COOTBETCTBMM C  y4yeOHBIM  TUTAHOM  KOHKPETHOW  OCHOBHOM  TIPOTpaMMBbl
npodeccuoHanTbHOTO 00yYCHMUS.

OOpazoBaTenbHas NEATEILHOCTh MO0 OCHOBHBIM TpOrpamMmam MmpodhecCHOHAIBHOTO
0oOy4eHHs OpraHU3yeTCsi B COOTBETCTBHU C PACIHCAHUEM, KOTOPOE OMpEenemsieTcs
OpraHu3aIKel, OCYIIEeCTBIAIONICH 00pa30BaTEIbHYIO IEATEIbHOCTD.

[IpodeccuonanbHoe oOydeHHe Ha TPOUW3BOACTBE OCYIIECTBIAECTCS B TIpeaeax
pabouero BpeMEHU OO0Yy4arollerocss MO COOTBETCTBYIOIIMM OCHOBHBIM MpOrpaMmam
po¢eCCUOHATILHOTO 00yYEeHUSI.
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[IpodeccuonanbHoe oOydeHHE MO HMHIWBHAYaJbHOMY yuyeOHOMY IUJIaHy, B TOM
4uClie YCKOPEHHOE 00yUueHue, B Mpejenax 0CBauBaeMoi MporpaMMbl TPo(PecCHOHATBEHOTO
00y4YeHHSI OCYIIECTBIIACTCS B TIOPSIKE, YCTAHOBJICHHOM JIOKAJIBHBIMA HOPMATHBHBIMU
aKTaMH OpTaHMW3aIlM{, OCYIIECTBISIONMEH O0O0pa30BaTENbHYIO JESITEIBHOCTh. [lpu
MPOXOXKJICHUU TMPOPECCHOHATHPHOTO OOyYEeHHUS B COOTBETCTBHM C WHIWBUIYaIbHBIM
y4€OHBIM TUIAHOM €r0 MPOAOJIKUTEIBHOCTh MOKET OBITh H3MEHEHA OpraHu3aluei,
OCYIIECTBISIIONMICH 00pa30BaTENbHYIO JICSITEIBHOCTh, C YYETOM OCOOCHHOCTEH U
00pa3oBaTeNbHBIX MMOTPEOHOCTEN KOHKPETHOTO 00YYaOIIET OCH.

Peanu3anusi OCHOBHBIX MTpOTrpaMM MPodheCCUOHAIBHOTO 00YUYEHHUSI COMTPOBOXKIACTCS
MIPOBEICHUEM IMPOMEKYTOUHOM arrectanuu oOydaromuxca. DopMbl, TEPUOJUYHOCTh U
MOPSJIOK TIPOBEJICHUS TPOMEKYTOUYHOM aTTecTalud O0ydYarolMXCs YCTaHABJIMBAIOTCSA
OpraHu3alMen, OCYIECTRISIONICH 00pa30BaTENbHYIO IEATEbHOCTh, CAMOCTOSTEIBHO.

[IpodeccuonanibHoe 00y4YeHUE 3aBepIlaeTCs MTOrOBOWM arrecranuei B Gopme
KBTM(PUKAIIMOHHOTO PK3aMeHa.

KBanudukanoHHbI 3K3aMEH TPOBOJUTCS OpraHU3AlME, OCYIECTBISIONICH
00pa3oBaTeNbHYIO ACATEIbHOCTD, JJIS OMPEACIICHUS] COOTBETCTBUS IMOJIYYEHHBIX 3HAHUU,
YMEHUH U HABBIKOB MPOTpaMMe MPO(ECCHOHATBHOTO OOYUYEeHHsI U YCTAHOBIICHUS HA 3TOU
OCHOBE JIMIIAM, TPOIICAIIMM TpodeccuoHalbHOe OO0ydeHue, KBaTu(DUKAIIMOHHBIX
pa3psA0oB, KJIAcCOB, KaTEropuid MO COOTBETCTBYIOIIUM MpodeccusiM padoyux,
JTOJDKHOCTSIM CITY>KaluX (IpY HAJTMYMK TaKUX Pa3psioB, KIACCOB, KATETOPHIL).

®opMbl  TIPOBEJCHUS  KBATM(PUKAIMOHHOTO  JK3aMEHa  yCTaHABIIUBAIOTCS
OpraHu3alueu, OCyIeCTBISAIONIEH 00pa30BaTEIbHYIO IEITEIHHOCTD.

JIuo, ycnemHo ciapiiee KBaTM(PUKAIMOHHBIN SK3aMEeH, MoJydyaeT KBATU(PUKAILIUIO
no mnpodeccun paboyero, AOHKHOCTU CIYXKAlIEro € MPUCBOCHUEM (MPU HATUYHH)
KBAIM(PUKAIMOHHOTO pa3psjia, Kjiacca, KaTeropuu Mo pe3ysibTaraMm MpodecCHOHATBEHOTO
0o0y4eHHs, YTO TOJTBEPXKIAACTCS JOKYMEHTOM O KBau(UKalMy (CBUAECTEIHCTBOM O
npodeccun pabodero, J0JHKHOCTH CITYKAIIlero).

Kpamudukamms, ykaspiBaemas B CBUICTEIbLCTBE O Tpodeccun pabdodero,
JOJDKHOCTH  CITY’KaIllero, JaeT ero o0JaJaTeNiio MpaBO 3aHUMAThCS OMNpeeeHHON
npoecCHOHATEHON JeATEILHOCTHIO WJIM BBITIOJNHITH KOHKPETHBIC TPYIOBBIC (YHKIIHH,
JUIS. KOTOPBIX B YCTaHOBJIEHHOM 3aKOHOJaTelbcTBOM Poccuiickoit denepannu mopsiake
Ompe/iesieHbl 00s13aTeNIbHbIe TPEOOBAaHUS K HAIMYMIO KBIM(UKAIMU TIO pe3yJbTaram
npodeCCUOHAIBHOTO O0YYEeHHUs, €CJIM HHOE€ HE YCTAHOBJECHO 3aKOHOJIaTEIbCTBOM
Poccuiickoit @enepanum.

Opranuzaiuu, OCYILIECTRIISIOIINE 00pa3zoBaTeILHYIO NESATEIbHOCTb,
CaMOCTOSITEJIbHO YCTaHABJIMBAIOT 00pasilbl BHIJABAEMOTO CBHJIETEILCTBA O mMpodeccuu
pabouero, AOMHKHOCTU CIYXKAIIEro, U ONPEACNISIIOT TMOPSAI0K WX 3aMOJIHCHUS W BBIJAYH.
[Ipu ompeneneHuu mMopsiKa 3aMOJIHEHHsSI, yUeTa M BBIJA4d CBUJIETEIHCTBA O Mpodeccuu
pabouero, JOMKHOCTH CIYXKallero B HEM TakkKe MPEeayCMaTpUBACTCS TMOPSIOK
3aroJTHEHUs, yUeTa U BbIIaun JyOIrKaTa yKa3aHHOTO CBUICTEIIbCTBA.

Jlviam, He MOpPOLIEAIIMM WTOTOBOW aTTECTAMM WM TOJYYHUBIIMM Ha HUTOTOBOU
aTTECTallUM HEYJOBJICTBOPUTEIIbHBIC PE3YJIbTAThl, a TAKXKE JIMIIAM, OCBOUBIIMM 4YacCTh
OCHOBHOM MporpamMmbl MpodecCHOHATBHOTO OO0ydYeHUss HW (WIM) OTYHUCICHHBIM U3
OpraHu3alliu, OCYIIECTRIISAIONICH 00pa30BaTEIbHYIO JICSITEIHLHOCTD, BBIIACTCS CIIpaBKa 00



o0y4yeHUM WM O mepuoje oOydeHus mo oOpasily, CaMOCTOSTEIbHO YCTAaHABIMBAEMOMY
OpraHu3alMen, OCyIEeCTRISIONIEH 00pa30BaTEeIbHYIO JEATEIbHOCTb.

Hea» ocHOBHOM mporpaMmbl NPo¢ecCHOHAIBHOIO O0y4YeHHMsl — IPOrPaMMBbI
npo(hecCHOHANBHOM TOATOTOBKM MO MpodeccusM paboyuX, MOJDKHOCTAM CIIY)KaIlluX
«CekpeTapp-aIMUHUCTPATOP» — (POPMHUPOBAHUE Y OOYyYArOMMXCS MPOPECCHOHATBHBIX
3HAHWM, YMEHUN U HABBIKOB 110 TPO(ECCHH.

OcHoBHast  1edb BUAAa  MPO(ECCHOHANBHOM  JEATENHOCTH:  pean3alius
oOecrieunBarOmMX  (QYHKIMIA  ymNpaBieHHWs  OpraHU3alell; BHEAPEHHE  JIyYIIUX
TEXHUYECKUX pa3padOTOK W HOBEWMIIMX TEXHOJIOTMI B oOecrnedeHrne YIpaBiIeHUs
OpraHMu3aIre.

3agaun mporpamMMmsbl: (POPMHUPOBAHME KOMIUIEKCHOTO TIOJIX0/a K BOIPOCAM
opraHuzainuu  0o0y4yeHuss 10 Tpodeccun  paboyero  CeKpeTrapb-aAMUHUCTPATOD,
IUTAHUPOBaHUs OOYyYEHHUsI C MPUMEHEHHEM TEXHUYECKHX CpPEACTB, IpUeMaM OOydyeHUs B
peanbHBIX yCIOBUAX, HA IPOU3BOJICTBE.

OOpazoBarenbHasl I€ATEIbHOCTh MO MPOrpaMMe OpPraHU3YeTCsS B COOTBETCTBUM C
y4€OHBIM TUIAHOM, KaJIEHJApPHBIM IPa(QUKOM U PACTHCAHUEM.

IIporpamma mnpeacrabjisier Cc000M KOMIUIEKC OCHOBHBIX  XapaKTEPUCTHUK
oOpa3zoBaHus: O00BEM, COAEp)KaHHWE, IUIAHHPYEMBIE PE3YNbTaThl, OPraHU3aLUOHHO-
NeJaroruueckue yciioBus, (OpMbl MTOrOBOM aTTecTallMM M IPEJCTaBiI€HAa B BHJIE:
y4eOHOro  IUIaHa,  KaJeHJAApHOro  ydyeOHOro  rpaduka  TEOpETUYECKOrOo U
IPOU3BOJACTBEHHOr0  OOy4YeHHs, pabouyux MporpamMMm, OLIEHOYHBIX  MaTepHaloB,
METOMYECKIX MATEPUATIOB.

O0bém ocBoeHus mporpamMmbl cocTtaBiasieT 190 y4eOHBIX YacoB, BKIIIOYACT
TEOPETUUECKOE U MPAKTUYECKOE 00YUEHHE, UTOTOBYIO aTTECTALIMIO.

Coaep:xanue nporpaMMbl JOJDKHO CHCTEMAaTHYECKH JOIOJIHATHCA MaTEpHAJIOM O
HOBBIX TE€XHOJIOTMYECKHX MpoIleccax U 0O0OpPYIAOBAHMUU, O JOCTH)KCHUAX, BHEIPECHHBIX B
OTEUECTBEHHOW WJIN 3apyO0eKHOM MpaKTHUKE.

Teopetnueckue 3aHATHS - O0OydaromIMecs M3y4alOT TEOPETUYECKUE OCHOBBI,
YCTaHOBJICHHbIE KBATU(PUKALIMOHHBIMU TpeOOBaHUAMHU JTaHHOM padoueil mpodeccunu.
[IpakTuueckue  3aHATHS - dbopMHpOBaHHWE  MPAKTUYECKUX  yYMEHUH

po(ecCUOHANBHBIX (BBIMOIHITH ONPEACIEHHbIE NEHCTBUS, ONEpalii, HEOOXOIUMbIE B
NOCJIEYIOIIEM B TPO(EeCCHOHANBHOM eI TeIbHOCTH) TaHHOM padoueil mpodeccuu.

JIns Bcex BHUAOB AayJWUTOPHBIX 3aHATUM aKAJAEMHUYECKHMM Yac YCTAHABIMBAETCS
IIPOIOJKUTEIBHOCTHIO 45 MUHYT.

Pe:xxum npoBeaeHusi 3aHATHI He Oosiee 8 yacoB B CyTKU. OOIIMNA CPOK OCBOCHHUS
[TporpaMMsbl coriiacoBbIBaeTCsl ¢ 3aKa3uMKOM MHAMBHAyalbHO. Pacnucanue u y4eOHBIi
rpauK COCTABISIOTCS C yU€TOM OCOOEHHOCTEH 3aKka3zumka.

dopma peaau3anMu NPOrpamMMbl — 3a04Has (MCKIIFOUUTEIBHO C NMPUMEHEHHEM
JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHUH).

C yderoM o0coOEHHOCTE M 00pa3oBaTENbHBIX MOTPEOHOCTEH KOHKPETHOTO
oOyuyaromierocsi (ciaymiaTensi), B COOTBETCTBHM CO CHEHU(PUKON U BO3MOKHOCTIMHU
00pa3oBaTeNbHON OpraHu3alii, HAa OCHOBaHUM JEHCTBYIOLIErO 3aKoHojAarelbcTBa PO u
JIOKaJbHBIX aKTOB 00pa30BaTENbHON OpraHu3alllM, JJI1 OTAEIBHOr0 OOy4aromIerocs Wiu
rpynnbsl 00y4arolmuxcsi MOXKET ObITh OpPraHM30BaHO OOy4Y€HHWE N0 WHIUBUIYAIbHOMY



y4eOHOMY IUTaHy, B TOM YHCIIC MPEIyCMaTPUBAIOLIEMY YCKOPEHHOE OOyYeHHUE B paMKax
OCBanWBaEeMOM IPOTPAMMBI.
K ocBoeHHI0O MporpaMMbl JAONMYCKAKTCS JIMIIAa HE MOJIOKE 18 Jjier, u nMeromme
oO1ee cpemHee 0Opa3oBaHUe WK cpeaHee MpodeccuoHaIbHOE 00pa3oBaHUE.
INJIAHUPYEMBIE PE3YJIbTATDBI

[Tnanupyembie pesynbrathl 00yuenust mo I[Iporpamme chopMupoOBaHBI C ydyeToOM
TpeOOBaHUI1 HOPMATUBHBIX TOKYMEHTOB.

XapakrepucTHKa KBaJu(puKaumu.

Opranu3zalilnoHHOE 00eCieYeHUE AEATEIbHOCTH OPTaHNU3aluH.

YpoBeHb kBasM(ukanuu — 3.

Bo3MoHbBIE HAUMEHOBAHUS CekpeTapb-aIMUHUCTPATOP
JOJDKHOCTEH, ipodeccuii

TpebGoBanust Kk 00pa30BaHUIO U Cpennee o0miee oOpazoBaHue

00y4YEeHHIO [TpodeccuonanbHOe 00yUeHUE - MPOrPpaMMbl TPOPECCHOHATIBHON
MOJATOTOBKH T10 JIOJDKHOCTSIM CITY KAIIUX, IIPOTPAMMBI
MEPENOrOTOBKH CITYKAIIHUX, TPOrPAMMBbI IOBBIIICHHUS
KBTH(DUKAIIMH CITYXKAIIAX

TpebGoBaHMs K OIBITY -
NPaKTHYECKOH paboThI

OcoOsle yciioBus J0IycKa K -
pabore

Jpyrue xapakTepuCTHKU -

I[OHOHHI/ITCJIBHBIC XAPaAKTCPUCTHUKHU

HanmeHnoBaHue 1okymMeHTa Kon HanmenoBanue 0a30Boii rpymbl, JOKHOCTH
(mpodeccun) uinu crenualbHOCTH

OK3 4226 Crnyxamue B mpueMHoH (001ero mpoduis)

OKTIATP <3> 26353 Cexperapb-MalIMHUCTKA

<3> OOmepoccuiickuit knaccudukarop npodeccuit padbodnx, TOHKHOCTEHN CIyKaIUX U
Tapu(PHBIX pa3psaoB.

Ilepedyennb npogeccnoHANbHBIX KOMIIEeTEeHIUI (Tpya0Bble QyHKINH) —
XapPaKTePUCTUKA KOMIETEHIMIA:

Kommnerenmmst (TpynoBast dbynkuus): 1. Ilpuem u pacnpesnenenne TenehOHHBIX
3BOHKOB OpraHu3aluu

Tpynoseie AencTBUs [lepenanpanienue TeaeOHHBIX 3BOHKOB PYKOBOJICTBY U
COTpPYAHUKAM OpraHU3aluu

Perucrpaiius noctynaromux Teae@OHHbIX 3BOHKOB
[Tonyuenne HeoOXxoauMON MHPOpPMALINK U TIepeaada
CaHKIIMOHUPOBAHHOW MH(pOpPMALIUHU 110 TesepoHy

Heobxoanmbie ymeHus Hcnonp30BaTh TEXHUYECKUE U IPOTPAMMHBIE CPEJICTBA JJIs




IIPOBEJICHUS TOJIOCOBOM MITH BUIC0-KOH(PEPECHII-CBA3H
Hcrnonp30Bath cpecTBa KOMMYHUKAIIMOHHOW OPTTEXHUKH
JUTSI TIOJTyYeHUs U Tiepeaadn nHdopmaruu

Bectu yueTHbIC peructpaninoHHbie POPMBI, HCTIOTH30BATh
uX JUIst “”HQOpPMAIIMOHHON PabOTHI

VYcraHaBIMBaTh KOHTAKT C COOECETHUKOM, TIOIIEPKUBAThH 1
pa3BUBATh JCIOBYIO Oecey B mporiecce Tene(OHHbBIX
MIePETOBOPOB

CriaxxuBaTh KOH(M)JIUKTHBIC U CIIOXKHBIC CUTyaI[uU
MEKINYHOCTHOI'O B3aNMOIEHCTBHUS

Co0Omro1aTh CIIyKEOHBIN ITUKET

HeoOxoaumble 3HaHUSA @OyHKIMH, 33]]a41, CTPYKTypa OpraHU3alliy, €€ CBSI3U
[IpaBuina B3aMMOJEHCTBHS C MTAPTHEPAMH, KIIMEHTAMM,
CpelcTBaMu MaccoBOW MH(pOpManuu

ITHKA IEJIOBOT0 OOIIEHUS

[IpaBuna peueBoro 3TukeTa

TpeOGoBaHus oXpaHbl Tpya

[IpaBuna 3amuThl KOHPUACHIIMATBHON CITy>KeOHOMN
uHpopmanuu

Jlpyrue XxapakTepucTuku | -

Kommnerenuust (tpynoBast ¢yskius): 2. Opranuzainus paOOThl C IMOCETUTEISIMU
OpraHu3aIyu

TpynoBble nencTBus Bcerpeua nocerurenei, nofiyueHrue nepBUYHON HHPOpMaLuu
0 MOCETUTEISIX U MIOMOILb B OPraHU3aluu UX NpuemMa
PYKOBOJUTEIIEM U COTPYIHUKAMHU

Benenue xypHana 3anvicu noceTUTeNen

VYyet nocerureneil U opopmiieHre NPOMYCKOB

ConeiicTBrE ONIEPATUBHOMY PACCMOTPEHUIO MTPOCHO U
MPEIOKEHUM TTOCETUTEIIEH

[Ipuem u nepenavya JOKYMEHTOB ITIOCETUTENEN PYKOBOACTBY
Y COTPYAHUKAM OPTraHU3alUU

Opranu3zanus 1 OpOHHPOBAHUE EPETOBOPHBIX KOMHAT
CepBupoBka yaifHOTO (KO(helHOr0) cToja B opuce
[IpuroroBneHue HaMMTKOB (Yaii, Koe, MPOXTaAUTEITLHBIE
HAIUTKH )

Heob6xonumbie ymeHus OO0waTbCs € MOCETUTEISIMU

Hcnonb30BaTh yCTaHOBIICHHBIE MTPABUIIA U MPOLETYPbI
KOMMYHHKAIIMM BHYTPH OpraHu3aIuu

BecTtu ydetHbie popMbl, UCTIOIB30BATh UX JJIsI pA0OTHI
CospnaBath MOJOKUTEIBHBIN UMUK OpTraHU3alUN
[TpuHUMATH MEPHI 10 Pa3pPEIICHNUI0 KOH(PIUKTHBIX CUTYyaIuil
[TpumensaTs nHGOPMAITMOHHO-KOMMYHHUKAITUOHHBIC
TEXHOJIOTHH




O6ecrneunBaTh KOHPUIACHIIUAIBHOCTh HHGOPMAIUU

HeoOxonumbie 3HaHUA [IpaBuna opranusanuu nmpueMa IoceTUTENEeH

[IpaBumna gemoBOTO OOIIECHUS

CtpyKTypa opraHu3zaiuu 1 pacnpenaenenne QyHKIUui MexIy
CTPYKTYPHBIMH MOJPA3AECICHUSIMHI U CHELHUAITUCTaAMH
[IpaBuna opranu3zanuy NpueMoB B ouce

[IpaBuna cepBUpOBKU YaitHOTO (KOQEHOr0) cTONIa
IIpaBuia NpUrOTOBIICHUS U NTOAAYN FOPSAYUX HANMTKOB U
3aKyCOK K HUM

DTHKa JeI0BOro O0IIEHUs

IIpaBuia peueBoro TUKETA

TpeboBanus oxpaHsl Tpyaa

[IpaBuna 3amuThl KOHPUACHIIMAIBHON CITYKEOHOM
uH(popmanuu

Jpyrue XapakTepuCTUKH | -

Komnerenuust (tpyaoBast ¢yHkumsi): 3. BpInojHEeHHEe KOOPAMHUPYIOIIUX U
obecreunBaronX QyHKIHMI

TpynoBble nencTBUs Benenue xxypHaina pa3zbpe31oB paOOTHUKOB OpraHU3aIiu
Koopaunanust paboTbl KypbepOB U BOAUTENICH OpraHU3aIiu
Benenue xypHaiia pa3be310B KypbepOB OpraHU3aliy U
MapuIpyTOB BOJUTEIIEH

CocraBiieHue CrpaBKu O pa3be3iax padOTHUKOB, KypbepOB
¥ MapuipyTax BOJUTEIEH OpraHu3aluu

HeoOxomumbie ymennss | COCTaBIATh M BECTH YUETHBIE JOKYMEHTHI

[TpumeHsITh cpencTBa KOMMYHHKAIMH [Tl TIEpeaadn
NOpYYEHUIN PYKOBOJIUTENS U COTPYTHUKOB OPTaHU3AIHH
[IpuMeHATh cCOBpeMEHHBIE CpeacTBa cOopa, 00padOTKH U
nepenadn uHbopMaIuu

OrneHuBaTh pe3ynbTaThl B paMKax MOCTaBJICHHBIX 3a]1a4
OcyuiecTBIATh KOHTPOJIb UCTIOJHEHUS TOPYUEHU N
PYKOBOIMTENISI COTPYIHUKAMU

Heob6xoaumbie 3HaHUS [IpaBuia peueBoro sTukera

ITHKA IEJTOBOT0 OOIIEHUS

TpeOGoBaHus oXpaHbl Tpyaa

[TpaBuia 3anuThl KOHQUACHITUATLHON CITY>KeOHOM
uH(popMauu

CrtpykTypa opraHu3aiiu 1 pacnpeaeiieHne QyHKIUN Mex Ty
CTPYKTYPHBIMH MOJPA3JAECICHUSIMU U CHEIUATNCTAMU

[pyrue xapakTepucTuku | -

OPTAHU3AIIMOHHO-ITEJAT'OT'HYECKHE YCJIOBUA

OOpa3zoBaTeNbHBIA MPOIECC OCYIIECTBISETCS HA OCHOBAHWM YYEOHOrO TUTAHA H



peryiaMeHTUPYETCs paCUCAHUEM 3aHATUI JJI KaXKI0M yueOHOUM rpyIbl.

Pexxum 3anaTHH: HEe O0Jee 8 YacOB B JICHb.

MartepuaJibHO-TeXHHYECKOe o0ecnevyeHrne 00pa3oBaTeIbLHOI0 pouecca

MartepuajJibHO-TeXHHUYECKHE YCIOBUS:

Teopernueckoe o0y4eHmue:

JlanHas yueOHasi mporpamMma peann3yercsi C IPUMEHEHUEM 3JIEKTPOHHOTO O0y4EHMS,
JUCTAHIIMOHHBIX  00pa30BaTENbHBIX  TEXHOJIOTHUH, KOTOpbIE MO/IPa3yMeBatoT
UCIIOJIb30BAHUE TAKOr0 peXUMa OOYy4YEHUs, MpPU KOTOPOM OOYyYaroIUHCS OCBauBaET
TEOPETHUYECKYI0 YacTh MPOrpaMMbl CAMOCTOSITEIBHO (YAAJIEHHO) C HCHOJb30BaHUEM
AJIIEKTPOHHON WH(GOPMAIIMOHHO-00pa30BaTENbHON Cpelibl (CUCTEMBbl AUCTAHIIMOHHOTO
00yueHus ).

KoMMyHUKalMM C 1MelaroridyeckuM paOOTHUKOM OCYIIECTBIISIIOTCS MOCPEICTBOM
yKa3aHHOH cpelibl (CUCTEMBI), a TaKke MH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHBIX CETEM,
o0OecrieuMBarOUX Iepefadyy MO JIMHUSAM CBSI3W MH(OpMalMM M B3aUMOJCICTBHE
oOy4aromuxcs U NeAarornyeckux paboTHUKOB.

DnekTpoHHas uHGOpMaMOHHO-00pa3oBarenbHas cpena (QMOC) Bkiaouaetr B cels
AIIEKTPOHHBIE WH(OPMAIMOHHBIE PECYpPChI, AJIEKTPOHHBIE O00pa30BATENBHBIE PECYPCHI,
COBOKYIHOCTh HH()OPMAIMOHHBIX TEXHOJIOTHH, TEIEKOMMYHUKAILIMOHHBIX TEXHOJOTHUM,
COOTBETCTBYIOIIMX TEXHOJOTMYECKUX CPEACTB, KOTOpPbIE OOECHEeYnBalOT OCBOCHUE
TEOPETHUYECKON YaCTH MPOTrpaMMBbl B MTOJHOM 00OBEME HE3aBUCUMO OT MECTA HaXOXKICHUS
obyuatromuxcs (nanee - CJ1O).

CHO Bxiroyaer B ceOs MOAYJIBHYIO OOBEKTHO-OPUEHTUPOBAHHYIO JUHAMUYECKYIO
yU4eOHYIO Cpelly C YYeTOM aKTyaJbHbIX OOHOBJIEHHH M MPOrPaMMHBIX JOIMOJHEHUH,
o0ecrneuynBaroyo pa3padoTKy U KOMIUIEKCHOE HCIOJIb30BaHUE AJIEKTPOHHBIX KypCOB U
UX 3JIEMEHTOB.

Hoctyn oOyuarommxcs k CHO ocymecTBisieTcsi CpeiAcTBaMU  BCEMUPHOM
KOMITBIOTEpHOU ceTu MHTEepHET B KPYIJIOCYTOUYHOM pEXKHUME O€3 BBIXOJHBIX JIHEH.
[TpousBoauTcs aBropu3ainus ciymareneid. J[ocTyn k TuyHOMY KaOMHETY CIyIIaTens —
WHIUBUIyAIbHOE TpUrjameHue ¢ ccbulkoil ams Bxoma B CIO ormpaBisiercs
COTPYJIHUKOM OOpa3oBaTeIbHOM opraHuzanuu. GopMoil 3JIEKTPOHHON HUIACHTU(PUKAIINN
ABJIAETCS MHAUBUAYyallbHOE mnucbMo-nipuriamenue B CJO, ormpaBieHHoe Ha
AMEKTPOHHYIO NTOUTy oOyuaroierocs. OOy4Jaromuiicss mepexouT MO CChUIKE U3 MUChMa B
CHO, BBOIUT NEepCOHATBHBIN JJOTUH (JIIEKTPOHHYIO MTOYTY) U MAPOJIb.

VY4eOHblil KaOMHET OCHAIIIEH HEOOXOAUMBIMH CPEJCTBAMU O0YUEHUS:

Mono610k — 2 mIT;

[Ipuntep — 1 w;

Ckanep - 1 wrT;

Web-kamepa — 1 wir;

Muxkpodon — 2 mT;

Haymauku — 2 mr;

MynbTUMEIUIHBIN TPOEKTOp U FKpaH — | miT;

USB-¢ueni-nakonurens — 5 1IT;

HNurtepuer-poytep — 1 mr.

B COOTBETCTBMM C TpPEOOBaHUSMHU MO 3aKOHOAATENIbHBIM, HOPMATHUBHO-IIPABOBBIM
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aKTaM.

IIpakTHUyeckoe o0yueHue:

Opranusyercst MyTeM  HEMOCPEACTBEHHOTO  BBIMIOJHEHUS  OOYYarOIIMMHUCS
OTpECNEHHBIX BUJOB pPa0OT, TMPaKTUYECKUX 3aJaHUN, CBA3aHHBIX C Oymymiei
po(heCcCUOHATIEHON JEeSITENIbHOCTBIO.

KanpoBoe oGecnieuenue 00pa3oBaTejibHOr0 mpoiecca

IIpn peasmsannu JaHHOM MPOrpamMMbl K  IEJATOTMYECKOM  JIESITEINBbHOCTH
JIOTyCKAIOTCA  JIMIIa, HMeEIoIue NpodecCHOHaIbHOEe WM BBICIIEE OOpa3oBaHUE,
OTBEUAIOIIUE KBATH(PUKAIMOHHBIM TpPEOOBaHUSAM, YKa3aHHbIM B KBaTU(UKALUOHHBIX
CIpaBOYHUKAX, U (W) MPOPECCHOHATIBHBIM CTaHAapTaM, UMEIOIIKE MPOPECCUOHATIBHOE
o0Opa3oBaHue, 00J1a/1al0IIKUe COOTBETCTBYIOMIEH KBaTU(UKAIINEH, UMEIOLTUE CTax pabOThI,
HEOOXOIUMBIA [IJI1 OCYIIECTBICHUS 00pa30BaTENbHOU NEATEILHOCTH MO pean3yeMoi
nporpaMmMme, B TOM YHMCIIE MacTepa HMpou3BOACTBEHHOro oOydenus. K oOpa3oBareiabHOMY
IOPOLECCY MOTrYT OBbITh NPHUBICYEHBI PYKOBOJUTENM U PaOOTHUKH HPOPUIbHBIX
opranuzammii u (WiM) uUMEIUe onbIT paboTel B chepe oOpraHu3zaluu U
JTOKYMEHTAIMOHHOTO o0ecrniedeHus yIpaBICHUS OpTraHU3aIHSIMH JTFOOBIX
OpTraHU3aI[IOHHO-TIPABOBBIX (OPM.

HUTOI'OBAA U ITPOMEKYTOUYHASA ATTECTALLUA

Peanuzanus nporpamMmel npodhecCUOHAIBHOM MOArOTOBKY 10 npodeccuu pabodero
«CekpeTapb-aIMUHUCTPATOP»  COMPOBOXKIACTCS  IPOBEACHUEM  IPOMEXKYTOUHOU
arTecTalu  oOydarommxca. DopMbl, MNEPUOJUYHOCTH U  TOPAJIOK  MPOBEACHUS
MPOMEKYTOUHOM aTTecTallid OOyYarolIMXCsl YCTAHOBJEHBI YYEOHBIM IUIAHOM, B
COOTBETCTBHHM C JICHCTBYIOIIMMHU HOPMATUBHBIMHA AKTaMH.

[TonyurBIIME HA MPOMEKYTOUHOU ATTECTALMUA HEYIOBJIETBOPUTEIbHBIEC PE3YIbTAThI
70 UTOTOBOM aTTECTALIMU HE JOMYCKAIOTCSI.

[IpodeccuonanbHoe 00ydeHHE 3aBEpIIACTCS HMTOTOBOM arrectanuei B (Gopme
KBIM(PUKALMOHHOTO 3K3aMEHa.

KBanudukanroHHslii 3K3aMeH MPOBOAUTCS, JJIsi OMNPEACIICHUS COOTBETCTBUS
MOJTYYEHHBIX 3HAHWN, YMEHUU U HABBIKOB OCHOBHOU Mporpamme NpodeccHoHaIbHOIO
o0yueHusi — mnporpamMme MnpodecCHOHATbHOM MOATOTOBKM MO TpodeccusM padbouux,
JIOJDKHOCTSIM city>Kamux «CekpeTapb-aIMUHUCTPATOPY.

KBanudukanronnslif 3x3aMeH HE3aBUCUMO OT BUJA MPO(HECCHOHATBHOTO 00yUCHUS
BKJIIOYAET B C€0sI MPAKTUUECKYIO KBATU(DUKAIIMOHHYIO pabOTy ¥ IPOBEPKY TEOPETUUECKUX
3HaHWI B Mpejenax KBaTM()UKAIMOHHBIX TPeOOBAaHUH, YKa3aHHBIX B KBATU(DUKAIIMOHHBIX
CrpaBOYHHMKAX, © (WiaM) NPOPECCHOHATBHBIX CTaHAAPTOB IO COOTBETCTBYIOIIUM
npodeccusim pabouynx, MOJDKHOCTSIM ciykamux. K mpoBeneHHio KBaTH(PUKAIIMOHHOTO
PK3aMeHa MPHUBJICKAIOTCS MPEJCTABUTETN padoToaTeNeH, uX 00beJUHEHUH.

KonuuectBo 4YacoB, OTBOJMMOE Ha H3YyYEHUE OTICIBHBIX TEM MPOTrPaMMBbl,
MOCJICIOBATEILHOCTh UX W3YYEHUS, B CIydae HEOOXOIUMOCTH, Pa3pelraeTcss W3MEHSTh
MIPU YCJIOBUH, YTO MPOTPAMMBbI OYIyT BBITTOJTHEHBI TIOJIHOCTHIO 110 COACPIKAHUIO U O0IIIEMY
KOJIMYECTBY YacCOB.
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YUEBHBIN ILIAH

KoauuecTBO 4acoB

Jr:[;-)n Pa3nesnl nporpaMmMsl Beero B Tom umncie
JI I3 IMA
1. |Teopernyeckoe oOydeHHE 136 132 - 4
2. |IIpakTuyeckoe oOyueHue 46 - 44 2
3. |Koncynpranus 2 - - -
4. |Urorosas arrectanus (KBanudukanoHHbIH SK3aMeH ) 6 - - -
UTOro 190 132 44 6
*Coxparenus B Tadnuiie: JI — nexuun; I3 — npaktuyeckue 3aHsITUs;
ITA — npomexxyTOouHast aTTeCTalusl.
YUYEBHO-TEMATUYECKUM IUIAH
KounuectBo yacos
JI:;-)H HaunmeHoBaHue pa3sesioB Beero B Tom uncie
JI 113 IMA
Teoperuueckoe o0yueHue 136 132 - 4
1 |Hcropusa nenonpousBoactsa B Poccun 4 4 - -
3akoHOAATENbHBIE U HOPMATHUBHBIC MTPABOBBIC AKTHI - -
2 |Poccuiickoit @enepanuu B chepe 4 4
JTJOKYMEHTAIIMOHHOT0 00€eCIeYeH s yIpaBJIeHUs
3 | ApxuBoBeaeHuE 16 16 - -
4 ABTOMaTH3aIUs JOKYMEHTAIIHOHHOTO 00eCTIeueHHs 30 73 - ’
yIIpaBJICHUS] B OPTaHU3aIAN
5 |BbyMaxHbIil TOKYyMEHTOO00pOT 12 12 - -
6 | DIEeKTPOHHBINA JOKYMEHTOOOOPOT 8 8 - -
7 | JOKyMEHTHUpOBaHUE YIIPABICHUYECKOM IEATENbHOCTH 8 8 - -
3 Cocrasnenue u opopmiieHuE OCHOBHBIX BH/I0B 12 12 - -
JJOKYMEHTOB
9 |TexHonorust paboThl ¢ JOKYMEHTaAMH 8 8 - -
10 Opraau3anyst KOHTPOJISI UCTIOTHEHUs, POPMUPOBAHMUS, g g - -
VCTIOJTHEHUS ¥ XPaHEHUS Jel
11 |OTuka Tpyna cekperapsi-agMUHUCTPATOpa 18 16 - 2
12 | TpeGoBaHusi OXpaHbl TPya 8 8 - -
IIpakTHYeckoe o0yueHune 46 - 44 2
1 [TpakTukym 1o mporpamme Kypca «Cekperapb- 24 i 24 i
AJIMAHUCTPATOP»
IIpakTHyeckas kBananpukannoHHas padora 22 - 20 2
Koncynpranuu K 3xK3aMeny 2 - - -
Hrorosas arrecrauus (KpaaupuxanuoHHbIH 6 ) i i
IK3aAMEH)
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HUTOI'O 190 132 44 6

*CokpaliieHus B Ta0IHIIE:
JI — nexmmu; 113 — npaktraeckue 3anatus; [IA — mpoMexyTodHast aTTeCTaIHA.

KAJIEHIAPHBINA YYEBHbBIN 'PAD®UK

KanenmapHeiii y4eOHbIM TpaduK oOmpenesseT KOJUYEeCTBO Y4YCOHBIX HECNb B
COOTBETCTBUU C TPYJOEMKOCTBIO U CPOKOM OCBOCHHS ITPOrPaMMBbI, & TAaK)Ke MOHECILHOE
pacnpeneneHue y4eOHOW Harpy3ku Ha oOywaromierocs. J[atbl Hauajga W OKOHYAHUS
OOydYeHHUs YCTaHABJIMBAIOTCA 110 MeEpe KOMIUICKTAlMA TPYII B TEUCHHE BCETO
KaJCHJapHOTO TO/Ia.

2 Mecsma Bcero
Ne | HaumeHnoBaHue pa3aenoB HEAEIN MecsIa

1 [2 |3 |4 |5 |6 |7 |8
KOJI-BO YacOB B HEJACIIO

Teopernueckoe odyuenue 40 40 | 40 | 16 136

1 | Ucropus genonpousBozicTea B Poccuun | 4 4

3aKOHOAATEIbHBIE U HOPMATUBHBIE
IIpaBOBBIE aKThl Poccuiickon

2 | ®enepanuu B chepe 4 4
JOKYMEHTAI[HOHHOTO 00ECTIeYeHHUS
yIIpaBJICHUs

3 | ApxuBOBEICHNE 16 16
ABTOMaTH3AIHS JOKYMEHTAITMOHHOTO

4 | obecrieueHus ynpaBJieHUs B 16 | 14 30
OpraHu3aIH

5 | BymaxHbIil JOKyMEHTOOOOPOT 12 12

6 | DIEeKTPOHHBIA JOKYMEHTOOOOPOT 8 8

7 JIOKyMEHTUpOBaHHE YIIPaBIEHUYECKOM 6 ) 3
JeSTeTbHOCTH

3 CocraBieHue u opopmiIeHHE 12 12
OCHOBHBIX BUJIOB JIOKYMEHTOB

9 | TexHousorusi paboThl C JOKYMEHTaMHU 8 8
Opranu3anyst KOHTPOJISI HCIIOTHEHUS,

10 | opMupoBaHMsl, UCTIOTHEHUS U 8 8
XpaHEeHUs el

1 OTHKa Tpyda ceKpeTaps- 10| 3 18
aJIMUHUCTpATOpa

12 | TpeboBaHus OXpaHbl Tpyaa 8 8
IIpakTHYeckoe 00yueHue 24 | 22 46

1 [IpakTHKyM 110 Iporpamme Kypca 24 24
«Cekperapb-aJMHHUCTPATOP
IIpakTH4eckas 2 2
KBaJTH(QUKALMOHHAsI padoTa
KoHcynpranum k 3x3aMeHy 2 2

Hrorosas arrecramus 6 6
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(KpaamdpukanuOHHBIN IK3aMeH)

UTOrO 40 | 40 | 40 | 40 | 30 190

PABOYAS IPOTPAMMA.
COJIEP)KAHME PA3JIEJIOB

Teopernueckoe o0yueHnmne

1. UcTopus nenonpousBojactea B Poccun

3apork/IeHKE JIeJIONPOU3BOJICTBA B IPEBHEPYCCKOM rOCyAapCTBE.

JIOopEeBOIIOIIMOHHOE OTCUYECTBEHHOEC JEIIOITPOU3BOCTBO. [Ipukaszuoe
JIEIIOITPOU3BOJICTBO. Komnexckoe JIEIIOITPOU3BOJICTBO. HcnoaHuteabHOe
JIEIIOMTPOU3BOACTBO. J[eI0MpOn3BOICTBO B COBETCKYIO 3MOXY.

2. 3akoHojareJibHble W HOPMATHBHbIC TMpPaBoBble akKkTbl Poccuiickoi
denepaunu B cpepe JOKYMEHTALMOHHOI0 00ecneYeHUs yIpaBJIeHUs

HopmatuBabie  noxkymenTel. ®DenepanbHble 3aKOHbl. HOpMAaTuUBHBIE  aKThI
[Ipe3unenta u [IpaButensctBa PO. [JokymeHThI (eaepaibHbIX OpraHOB UCIIOJHUTEIBHOM
Bractu. ['OCTsI.

3. ApxuBOBe/ieHHE

Opranu3zanusi JOKyMEHTOB B npejenax ApxuBHoro ¢onna Poccuiickoit @enepanyu
(mepBbiif  ypoBeHb). Knaccuduxamus. Cucremarnszauus. ['ocynapcTBeHHas 4acTb
ApxusHoro ¢ponna P®. HerocynapctBennas yacte ApxuBHoro ponga P®. Jleno3utym.

Opranusanusi JOKyMEHTOB B MpeJenax apXuBOB (BTOpOW ypoBeHb). Bubl paboT 1o
dbonaupoBanuto. OnpeneneHue rpaHull apxuBHoro Qonma. Onpexnenenue G(HOHIOBOMN
NPUHAIIIEAKHOCTH TOKYMEHTOB.

Opranuszanusi JOKYMEHTOB B IIpejeliax apXxuBHOro (GoHaa (TpeTHil ypOBEHB).
OcHOBHBIE KJIacCU(PHKALMOHHBIE TpPHU3HAKU. BTopocTeneHHble Kiaccu(DUKAMOHHbIE
npu3Haku. OObenMHEHHbIH apxUBHBIA (oHA. DPopMbl KIACCU(PUKALMOHHBIX CXEM.
CriocoObl opranu3aiuu JOKyMEHTOB apXUBHOTO (OHA.

KomrmnekroBanne apxuBoB JOKyMeHTamMu ApxuBHOro ¢onma Poccuiickoit
@enepaud W JAPYTMMH apXUBHBIMH JIOKYMEHTaMH. IIoHSATME O KOMILIEKTOBAHMH.
KowmmnexkroBanue. Panr apxuBa. Tum apxuBa. Buasl paboT 1O KOMIUIEKTOBAHUIO.
OnpeneneHne  UCTOYHHMKOB — KOMIUIEKTOBaHMSA.  OpraHmsanuss ~ KOMIUIEKTOBAHHS.
KomriekroBanme 10KyMEHTaMU POCCUUCKOTO TTPOUCXOXKIACHUS.

OKkcnepTh3a LEHHOCTH JOKyMeHTOB. [lonstne 00 »JKcmepTu3e LEHHOCTH
nokymMeHTOB. Kpurtepuu sKCrepTH3bl LIEHHOCTH JOKYMEHTOB. OKCIEpPTH3a IEHHOCTH
JOKYMEHTOB MO rmepedyHsM. OTOOp Ha XpaHEHHWE YHUKAIbHBIX U 0C000 IEHHBIX
noKyMeHTOB. OpraHu3aius NpOBEIEHUs HIKCIIEPTU3bI IEHHOCTH IOKYMEHTOB.

[TonsiTue 00 onMcaHUM TOKYMEHTOB U JEll.

Onucu ngen, NOKYMEHTOB. MeTonuKa COCTaBJIEHUS OMMCH U WUTOTOBBIX 3amuceil.
MeTonuka cocTaBlieHHs CIIPABOYHOTO anmnapara K OMUCH.

4. AprToMaTu3amusi JOKYMEHTAIIMOHHOIO o0ecle4yeHHsl YNPABJEHUS B
OpraHu3anuu
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Bunel cucteM aBToMaTH3aIiK A€I0MPOU3BoAcTBA. OCHOBaHMS 7Sl KJIACCHU(PUKAIIUU
cucteM JnenonpousBojicTBa. [lo Bo3moxHocTH HacTpoiiku. YUto mpenocrtaBisier 1C
Hoxymentoobopor 8§ KOPIIL. [lo obmactu oxBaTa YYacTHUKOB. BHyTpeHHuUi
nokymeHToo0opoT (CO/I). Buemnuit nokymenroobopor (30). dyukiumonan COM u
210 B 1C:[Hoxkymentoobopor 8. Bxomsmme wu Hcxonsmme (kaHUETSpHUs).
OpranuzanoHHo-pacnopsautensbubie  1okymMeHThl (OPJl). KamgpoBbie JOKYMEHTHI.
JloroBopHbie TOKyMeHTHI. [1o opraHn3alMoHHON cucTeMe B3auMOJEHCTBUS COTPY/THUKOB.
Poccuiickas cucrema Aenonpou3BOACTBA. 3apyOeHble CHUCTEMBI JAEIONPOU3BOJICTBA.
Yuusepcanpubiii 1C:/JokymenToo00poT. PekoMeHaaImm 3KCnepToB Mo BEIOOPY CHCTEMBI
JIEJIONPOU3BOICTRA.

ABTOMaTH3aMs JOKYMEHTALMOHHOIO 00ECTIEUeHNs YIIPaBICHUS B OpraHU3aliH.

Nudopmanusi: cymHOCTb U onpe/ieieHHE.

[ToHATHS «TOKYMEHT» U «3JEKTPOHHBIN JOKYMEHT.

[TonsiTHE MH(OPMAITMOHHBIX TEXHOJIOTHIA.

Nupopmatnzanys AOKYMEHTALIMOHHOTO OOECHEYEHHUs YIPaBJICHUS U apXUBHOTO
nena.

OcHOBHBIE OOBEKTHI W NPHUHIMIBI aBTOMATH3allMU PabOThI C JOKYMEHTAMH.
OOBeKThl aBTOMATHU3ALUU PabOThI ¢ JOKyMeHTaMU. OCHOBHBIE CTa U KU3HEHHOTO [IUKJIa
NOCTYNAOIMMX (BXOASAIMIMX) JOKyMEHTOB. (OCHOBHBIE CTaJUU JKU3HEHHOTO LHMKIIA
OTIPABISIEMBIX (MCXOIAMIMX) JAOKYMEHTOB. (OCHOBHBIE CTaUM JKU3HEHHOTO IUKJIA
BHYTPEHHHUX JOKYMEHTOB. [ [pUHIIMIIBI aBTOMATU3ALMK PAOOTHI C TOKYMEHTAMH.

OcHOBHBIE PYHKIIMU CUCTEM IEKTPOHHOTO JOKYMEHTO000POTA.

ba3pl pgaHHBIX W TOpPUKIATHOE MpOorpaMMHOE obOecrieueHue. bas3bl JTaHHBIX Kak
CpeACTBO XpaHeHus u o0pabotku undopmaruu. Knaccudukamus 6a3 nanabsix. CucteMsl
yrpaByieHus 0a3aMu TaHHbBIX.

OOmiass ~ XapakTepUCTUKA  COBPEMEHHBIX  MH()OPMALMOHHBIX  TEXHOJOTHUH,
UCIIOJIB3yeMBbIX B paboTre ¢ AOKyMEeHTaMH. KOMIBIOTEpHBIE TEXHOJOTUHM CO3JaHUs
nokyMeHToB. Knaccudukaiys nmporpaMm noAroTOBKM TOKyMEHTOB. PedueBble TEXHOIOTHH.
[IpuknagHoe mnporpammHoe oOecrnedueHre. (COBpEMEHHBIE YHUBEpPCAJIbHBIE MAKEThI
odpucHeIx mnporpamM. [IporpammHbIe Cpe/CTBa TMOATOTOBKH TAOJUYHBIX JOKYMEHTOB.
[Iporpammbl  AeMOHCTpalMOHHOW Tpaduku (MporpamMMbl IS CO3JAHHS TPE3CHTALINMN).
Bunapl KOMIbOTEpHON TpaduKd W TPOrpamMmbl CO3/1aHUS TpaUUYECKUX H300pAKEHUM.
TexHonorus ckaHUPOBaHUS U OLU(PPOBbIBAaHUS JOKYMEHTOB. [loTOKOBOE CKaHMpOBaHUE U
ITpUX-KoaupoBanue. [IporpaMMuble cpefCcTBa Il ONTHYECKOTO PACIO3HABAHMS TEKCTa
(OCR- u ICR-cucremsr).

CoBpeMeHHbIE TYTH Pa3BUTHUA CHCTEMbI JJIEKTPOHHOTO JIOKYMEHTOOOOpOTa W
CHUCTEM aBTOMATHU3ALIMH APXUBHOTO JIENa.

OTeuecTBEHHBI  PBIHOK  CHEUUAIM3UPOBAHHBIX  MPOTPaMM  aBTOMAaTHU3ALMU
JOKYMEHTAIMOHHOTO 00EeCTIeueHHsI YIIpaBiIeHUsI U apXUBHOIO Jena.

NHTEepHET-TEXHONOTUM B JOKYMEHTALIMOHHOM OOECHEeYEeHUHM YIpPaBIEHUS W
apxuBHOM Jeine. [loctpoenue u pyHKIIMOHMpOBaHue ceTH MHTepHeT.
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Bo3moxHOE  HMCHOJB30BAaHME HHTEPHET-TEXHOJOTHMM B JOKYMEHTAIlHOHHOM
00eCTieYeHNH! YIIPaBICHUS U apPXUBHOM JIEJIE.

CpenctBa 3amuThl HHPOpPMAIMK B UHPOPMAITMOHHBIX CHCTEMaX, UCIMOJIb3YEMBIX B
JOKYMEHTAllMOHHOM 00€CIIeUeHUH YIPABJICHUS U apXUBHOM JIee.

OcHoBHbIE TpeOOBaHUS M Mepbl MO 3alUTEe HHPOpPMAIMM, LUPKYIUPYIOLIEH B
UH(GOPMAITMOHHOHN CHCTEME.

[IporpaMMHO-TEXHUYECKHE  METOABl  3alIUThl  MHpoOpManuu. 3amura  OT
BPEIOHOCHBIX mporpamm. IlyTu pacnpocTpaneHus: BUPYCHBIX yrpo3. Buabl Bpe1oHOCHOTO
nporpaMMHoro obecrneuenusi. llpusHaku 3apaxkenus. IlpoakTuBHas 3ammuTa OT
BPEIOHOCHBIX TPOrpaMM. 3aluTa CUCTEMBI AEKTPOHHBIX COOOIIECHUI.

S. BymaxHbIi JOKYMeHT0000pOT

[lonsitue nokymenta. Kriaccupukamuss gokymMeHTOB. @DYHKIMU JIOKYMEHTA.
OdopmiieHHE  TOKYMEHTOB, PEKBH3UTHI  JOKYMEHTOB. PEKBH3UTHI  JOKyMEHTA.
Opunnueckas cuna nokymenrta. Pakcumumie. Hakasanus 3a moamenky TOKYMEHTOB.
Yrpo3sl 0€30MacCHOCTH  JTOKYMEHTOB. MeToabl 3amuThl OyMa)XXHbIX JOKYMEHTOB.
HoxymenTtoBeaenue. Jokymentoo6opot. Cinyxoba JJOY.

WHucTpykuus o nenonpousBoAcTBy. [logcuer o6bema JOKyMEHTOO00pOTA.

6. DJ1eKTPOHHDBIN JOKYMEHTO000POT

Hctopus u onpenenenne. KOpuamueckas cuia 3IeKTPOHHOTO JOKYMEHTa. MeToabl
3aIIUTHl DJEKTPOHHOTO JOKyMEHTa. JJEeKTpoHHas mnoamuch. FOpuanmyeckas cuma OII.
Ataku Ha OII. DnektponHbli g0KyMeHTOO0OOpOT (DJ10). Cuctema 3JIEKTPOHHOIO
nokyMeHtoobopota. Buasl C3J10. Cuctemsl 1e100poru3BOACTBA. DIEKTPOHHBIE apXUBHI.
Workflow-cucrembl. KommiiekcHbie unmu ECM-cuctembl. Poymunr. Kak mnpoucxoaur
B3aMMOJICUCTBHE B pOyMHHIe. YTpo3bl uH(popmanumoHHo Oe3omacHoctn COJ10.
Pazrpanuuenue npas noctyna B C3/10.

7. JoKyMeHTHPOBaHUE YIIPABJIEHYECKOI e TeIbHOCTH

CocTtaB peKBU3UTOB IOKYMEHTOB.

[IpaBuna opopmieHUs] peKBU3UTOB IOKYMEHTOB.

«I'ep6» (FocynapctBennsiii tep6d Poccuiickoit ®enepanuu, repd cyObekTa
Poccuiickoii @enepanuu, repd (repaibaruuecKuil 3HaK) MYHUIIUIIAILHOTO O0Opa30BaHUs)
(pexBu3ur 01).

«OMmbnemay (pexBuzut 02).

«ToBapHblii 3HaK (3HaK 00CTyXUBaHUSA)» (peKBU3UT 03).

«Kon dhopmsel tokymeHTay (pekBu3uT 04).

«HaunmenoBanue opranuzanumn» (pekBu3uT 05).

«HanmenoBaHue CTpyKTypHOTro noapazaeneuus» (pekBusut 06).

«HanmeHoBaHue JOHKHOCTHU JIMIA — aBTOpa JOKyMeHTay (pekBu3uT 07).

«CrpaBouHble JaHHBIE 00 opranu3anumy (pexkBu3ut 08).

«HaumMenoBanue Buia 10KyMeHTa» (pekBU3uT 09).

«Jlara nokymenTa» (pekBu3urt 10).



16

«PerucrpaninoHHbI HOMEp TOKyMEHTa» (peKBU3HT 11).
«CchpllIKa Ha pErUCTPAIIMOHHBIN HOMEp U AaTy JOKYMEHTa» (peKBU3UT 12).
«MecTo cocTaBieHUs WY U3AaHUs JOKYMEHTa» (peKBU3HT 13).
«I'pud orpanmveHus 10cTyna K TOKyMEHTY» (peKBU3HT 14).
«Anpecar» (pekBusur 15).

«I'pud yrBepkaeHUS TOKyMEHTa» (PEKBU3UT 16).
«3aroioBOK K TEKCTY» (peKBU3UT 17).

«TekcT nokyMeHTa» (peKBU3HT 18).

«OTMeTKa 0 MpUIIoKEHUM» (peKBU3UT 19).

«I'pu cornmacoBanus fokymeHTa» (pekBU3uT 20).

«Buzay (pexBu3ut 21).

«IToamucey» (pekBU3UT 22).

«OtMmeTKa 00 AJIEKTPOHHOU MOANHUCH (PEKBU3UT 23).
«Ileuatby (pekBU3UT 24).

«OtMmeTKa 00 UCTIOMHUTEIE» (PEKBUBUT 25).

«OTMeTKa 0 3aBepEeHUU KoUMW (PEKBU3UT 26).

«OTMeTKa 0 MOCTYIUIEHUH TOKYMEHTa» (PEKBU3UT 27).
«Pe3omornus» (pexkBU3UT 28).

«OTMeTKa 0 KOHTpOJIe» (PeKBU3UT 29).

«OTMeTKa 0 HampaBJICHUU JOKYMEHTA B /1es10» (pekBU3uT 30).
TpeOGoBaHus K OJJaHKaM JIOKYMEHTOB.

8. CocraBiieHue u 0(popMJIeHHE OCHOBHBIX BH/I0B IOKYMEHTOB
Opranuzanmonssie 10KyMeHTHI. [lonoxenune. [Ipasuna. MacTpyknms.

Pacniopsinurensubie nokyMeHThl. Pacniopsikenune. [Ipukas. Pemenue.
NudopmarimonHo-cripaBoYHbie JOKyMEHTHI. AKT. 3asBienue. 3anucku. CiyxeOHbie
nucbMma. [loBectka nud. [Iporokon. CrpaBka.

9. TexHoJs0rusi padoThl C JTOKYMEHTAMHU

Opranuzanust  10KymMeHTooOOpoTa. OpraHuzamusi paOOThl € BXOJSIIUMH
nokymeHTamu. OpraHuzarnus paOoThl € HUCXOIANIUMHU JOKyMeHTamu. OpraHu3amus
paboThI C BHYTPEHHUMHU JOKyMeHTamMu. Opranuzaius padoThl ¢ OOpaIIeHUsIMU TPaxIaH.
OO6mue mpaBuiia perucTpanuu JOKYMEHTOB. Perucrpaius JOKyMEHTOB B OpraHU3allUU.
Texnomnorus peructpaiuu pakcorpamm. KoHTpOIIb UCTIOTHEHUS TOKYMEHTOB.

10. Opranuzanusi KOHTPOJISI HCHOJHeHHsl, (OPMHUPOBAHMS, HCIOJHEHUA U
XpaHeHus e
Cocrapnenue HoMeHKIATyphl Aen. @opmupoBanue nei. [lopsaaok odopmiieHus ned.

IIpoBeneHne 3KCIepTU3bl IEHHOCTH NTOKyMeHTa. [loaroroBka u nepenaya 1OKyMEHTOB B
apxuB. HM3rorosiieHME CIPAaBOK U KONMUH JOKYMEHTOB. JIOKYMEHTBI OTPaHUYEHHOIO
JOCTYyTIa.

11. ITuka Tpyaa AeJONPOU3BOAUTEIIS
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Ortuker JnenoBoro denoBeka. Mmumk aenomnpousBoautens. TpeboBaHus K
BHemHeMy Buay. KymnbTypa nenoBoro oOmieHus. JlenoBol NPOTOKOA U CpPeACTBa
KOMMYHHKAIIMOHHOTO oOmeHus. BusutHas xkaprouka. @Paxc. JlemoBas Oecema 1o
tenedony. IIpezenrtanus. JlemoBoe MUCHMO B YCIOBHSX YHU(HUKALMKU U TpPaBUIA €0
coctaBneHus. TekcToBble O0OpPOTHI AenoBoro mucbMa. OcoOEHHOCTH OGOPMIICHUS
OTJENBHBIX BHUJOB MHUCEM. AKTyald3alus COLMAIBHOM MNOTPEOHOCTH B MOBBILIEHUU
KYJIBTYPBI IEJIOBOTO MOBEICHUSI paOOTHUKOB C(Pephl yIpaBICHUSI.

OTUKET B CIYKEOHBIX OTHOLICHUSX. B3auMOOTHOIIEHUS € PYKOBOAMUTEIIEM.
YperynmupoBanne koH(umkTa. CTpecc. AHTHCTPECCOBOE PYKOBOACTBO. AHTHCTPECCOBOE
noJYrMHEeHUEe. TeXHOIOTHS U ATUKET JI€JOBBIX CUTYALIUH.

[InanupoBanue BpemMeHH pykoBoauTens. I[lmaHupoBaHue cOOCTBEHHOrO pabOYero
BpeMeHU. TUIIOBOM KOAEKC 3TUKU U CIIy>KEOHOTO IMOBECHMUS.

12. TpeGoBaHusi oXpaHbl TPy/Aa

OcHoBbl oxpanbl Tpyaa B Poccuiickorn @enepanru. OCHOBHBIE MOHSTUS OXPAHBI
Tpyna. HopMaTuBHO-TIpaBOBBIE OCHOBBI OXpaHbl TpyAa. ObecrneueHre npaB paOOTHUKOB
Ha OXpaHy TpyJAa. ['oCyJapCTBEHHBII KOHTPOJIb U HAA30p 3a COOJIOJEHUEM TPYIOBOTO
3aKoHo 1aTenbcTBa. ColMaabHOE MapTHEPCTBO B cdepe Tpyaa.

Cucrema ympaBlieHusT OXpaHOW Tpylda B opranuszauuu. Cucrema ynpaBlIeHUS
oxpaHoil Tpyaa. O6ecneyeHre GyHKIIMOHUPOBAHUSI CUCTEMbI YIIPaBJICHUSI OXpaHOU Tpy/a
B OpraHm3anuu. YmpanieHue qokymeHTamu. MudopmupoBanre pabOTHUKOB 00 yCIOBUAX
u oxpane Tpyaa. [loaroroBka paGoTHUKOB MO OXpaHe Tpyaa.

WNHucTpykius o oxpaHe Tpyaa Juisl 1eTonpou3BoauTeNs. TexHuka 6e30macHOCTH.

IIpakTnueckoe o0yueHune

IIpakTukym no nporpamme Kypca «Cexkperapb-aIMHUHHCTPATOP»

* O3HAKOMJIEHHE C JTIOJKHOCTHBIMH O0SI3aHHOCTSIMH CEKpETaps;

* o0ecrieyeHue MpaBUIbHOTO COIEPKAHUS MOMEUIEHUH CIYKO JOKYMEHTAIMOHHOTO
oOecrieueHus ynpasieHus (KaOUHET, MPUEMHAs);

* opranusanus pabo4yero Mecta pyKoBOJIUTEIS;

* opranu3zanus pabouero MecTa cekperaps;

* coOnrogeHne TpeboBaHui OE30MaCHOCTH TPY/IA;

* 00yCTpOICTBO BCIIOMOTATEIHHOM (XO35HCTBEHHOM ) 30HBI B 0(uce;

* BBIMIOJTHEHUE TEXHUUECKUX (PYHKITUH 1O 00ECIeYEHUI0 PadOThl PYKOBOIUTENS W
€ro MoJIpa3/IeJCHus;

* HCII0JIb30BaHKE B pa0OTE COBPEMEHHBIX BUJIOB OPTTEXHUKH;

* YCTpaHEHUE MEJIKUX HEeMoJaJ0K B pad0oTe TEXHUUECKUX CPEICTB;

* HACTpOilKa mapameTpoB nepudepuiiHbIX yCTPONCTB;

* HUCIOJIb30BAaHUE BJIEKTPOHHOW MOYTHI JJIsl MpUEMA M TEpelayd SJIEKTPOHHOIO
JTIOKYMEHTA,;

* HCMOJb30BaHME JIMLEH3UPOBAHHOTO MporpamMmmHoro obecneuenus (MS Office u
JIp.) JUJIsl IOATOTOBKH MIA0JIOHOB (PAaKCUMUJILHBIX COOOIICHU;

* npuéM U niepeaava GakKCUMUIBHBIX COOOIICHU;
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* KOMMMPOBAHUE JOKYMEHTA C MOMOIIbIO (DaKCUMUIBLHOU TEXHUKH;

* UCIIOJIb30BAHUE CPEJICTB CBSI3U C YUETOM MX SKCILTyaTallMOHHBIX BO3MOXKHOCTEW;

* HCMOJIB30BAHKE PUHTEPOB JJISl IEYaTH U TUPAKUPOBAHUS IOKYMEHTOB;

* Opra"u3anus 0€3J0KyMEHTHOTO 00CTyKUBaHUs pabOThl PYKOBOIUTEIIS;

* oTpabOTKa HAaBBHIKOB MOJauM HH(POpMAIMM KaK HHCTPYMEHTA BIMSHHUSA Ha
IIapTHEPOB;

* (puxcarys u nepenada COOOICHHA TSI PYKOBOIUTEIIS;

* paboTa ¢ BU3UTHBIMHU KapTOUKAMH;

* U3y4YCHHE OCHOBHBIX NPABWJ BBIPAXKEHUs OJAaroJapHOCTH, COXKAJICHMS,
COUYYBCTBHSI; BUJIOB MPUTJIAIICHHUS], TO3/IpaBICHUS; COOOIICHUS HEraTUBHOW HH(OpMAIUK;

* 0TpabOTKa HABBIKOB OOIICHUS B KOH(DIUKTHBIX CUTYalIUSX;

* 0Tpa0OTKa HABBIKOB OOIICHHS C KIMEHTOM: OMO3JAaBIIUM, OXHIAIOIIMM CBOEH
ouepenu, NpuuIeamuM 0e3 NpeaABapUTEIbHOIO COTIACOBAHNUS;

* opraHu3anus NpuEMOB U MPE3CHTALINM;

* OpraHMu3aLys JEJIOBbIX BCTPEY U COBEIIAHMI;

* Opranu3anus npruémMa noceTUTEINeHu;

* IOJrOTOBKA U 00CITy>)KMBaHUE COBELIAHUI U 3ace€qaHuil pyKOBOJIUTEIS;

* BE/ICHHUE NMPOTOKOJIbHBIX MEPOIPHUSITHIA;

* HCMOJb30BAHNE KOMIIBIOTEPHBIX TEXHOJIOTUN B CEKPETAPCKOM 00CITYKUBAHUU;

* HCMOJb30BaHNE HHPOPMALIUOHHBIX CETEBBIX PECYPCOB.

IIpakTnyeckass KBaau(puKauMoHHas padoTa

[IpakTnueckass ~ KBanM(UKAlMOHHAs  paboTa  BBINOJHSETCS B (opme
CaMOCTOSITENIbHOM pabOThl.

Onucanue BBINOJHEHUS KOMILIEKCa pabOT, CBS3aHHBIX C JIOJDKHOCTHBIMU
00sI3aHHOCTSIMU  CEKpeTaps-aAMHUHHUCTpATopa  CaMOCTOSITENIbHO.  3akpelieHue |
COBEpUICHCTBOBAaHKE NPO(ECCUOHATIbHBIX HABBIKOB.

KoHTposnb 1 o11ieHKa KauecTBa BBIIIOJHEHHBIX padoT.

OLHEHOYHBIE MATEPHUAJIBI

Kpurepuu oueHkH NpomMe:KyTOYHOM aTTeCTALNH

Jlna  mpoBefeHus INPOMEKYTOYHOW — aTTeCTaly  HCIIOJB3YHOTCA  OLIEHOYHBIE
MaTepuasbl, BKIIOYAIONINE TECTOBBIEC 3aaHMs. TecToBble 3aaHMs MPEICTaBISIOT COO0MN
BOMPOCHI C BHIOOPOM OTBETa, COCTABJISAIONINE HEOOXOIUMBIM U JOCTATOYHBI MUHUMYM
YCBOCHHUSI TEOPETUUYECKUX 3HAHUM B COOTBETCTBUM € TpeOoBaHusimu [Iporpammer. K
KKJIOMY BOIPOCY NPHUBOAATCA BAPUAHTHI OTBETOB, M3 KOTOPBIX OJMH WM HECKOJIBKO
BAapUaHTOB OTBETA BEPHBIX.

VYenoBus npoxoxaeHusa: 80% mnpaBuibHeIX oTBETOB W3 100% Bompocos
TectupoBaHus. [10 pe3ynbraramM OTBETOB Ha TECTOBBIE 3aJJaHUSI BBICTABIISIFOTCS OLEHKH IO
IBYXOaJIJIbHOW CUCTEME «YJIOBIETBOPUTEIHHO» U «HEYTOBIETBOPUTEIHHOY.

Kpumepuu oyenku mecmogozo 3a0anus npoMe’cCymouHou ammecmayuu:

- «YIOBJIETBOPUTEIHHO» - BBICTABJSIETCS B Cllydae, eciu oOyvarommiica aan 80%
PaBUJIBHBIX OTBETOB TECTUPOBAHUS;
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- «HEYIOBJICTBOPUTEIHHO» - BBICTABISICTCS B CiIy4ae, €CIM OOYYArOIIMICS Ja
MeHee 80% npaBUIIBHBIX OTBETOB.

PesynbraThl W pellleHHEe KOMHCCHMM  3aHocATca B mporokon. Ilocrne
YIOBJIETBOPUTEIBHOTO  MPOXOXKACHHUS TMPOMEXKYTOYHOM arrectaliuu oOydvaroluecs
JIOMYCKAIOTCA K MPAKTUUYECKOMY 00YUYEHHUIO.

Kpurepun oieHKH MTOr0BO aTTeCTAlMA

Hrorosas aTTeCTalUs B dopme KBaJIN()UKAIIMOHHOTO SK3aMEHa.
KBanupukannoHHBI 3K3aMEH BKIIOYAET B ce0s MPAKTHUECKYIO KBaTU(UKAIIMOHHYIO
paboTy W MPOBEPKY TEOPETUUYECKUX 3HAHUU. PabOThI, onucaHHbIE B XOJI€ MPAKTUYECKOU
KBATM(PUKAIMOHHOMN pabOoThI, 00ydarontuiics ohopmiisieT B CBOOOIHOM (hopMe B TTEYaTHOM
BUJIC W OTNPABIACT B CHCTEME AUCTAHIIMOHHOTO OOydeHwsi dYepe3 pasnen (0JI0K)
«IIpakTuueckoe 3amaHue». B TeueHue Tpex pabouyux IHEW mpenojaBaTelb MPOBEPSIET
NPaKTUYECKYI0 KBaJU(UKAIMOHHYIO pabdoTy, JaeT KOMMEHTApUM U B cllydae
HEOOXOMMOCTH OTIIPABJISIET HAa AOPAOOTKY 00ydaroemMycs.

Kpumepuu ouenku camocmoamenvhou padomeol:

OneHka ocyIecTBIsAETCs M0 NATUOATUIBHON CHUCTEME:

- «OTJIIMYHO» - B Ciyyae, eclii 0Oydaromuiica OOCTOATENbHO C JOCTaTOYHOM
nosHoToN (10 90% mNpaBUIIBHBIX OTBETOB) HM3JAraeT COOTBETCTBYIOILYIO TEMY; JaeT
IpaBWIbHbIE (OPMYIUPOBKH, TOYHBIE OIpPENEICHUS, MOHATHS TEPMUHOB; IPABHIBHO
OTBEYAET Ha JOIMOJHHUTENIbHBIE BOIPOCHI MPENOJaBaTeNsl, WUMEIOIINE IEJIbI0 BBISICHUTH
CTENEHb MOHUMAaHUS 00yJarouMMcsl JaHHOTO MaTepuarna;

- «XOpOILIO» - B cllydae, eciii oOyvarouiuiicss HermosHo (He meHee 70 % oT moyiHoro),
HO TMpPaBUJIBHO M3JI0KEHO 3aJaHue; TMpU U3JO0KEHHH ObUIM  JAomylieHsl 1-2
HECYILIECTBEHHbIE OMIMOKHU, KOTOPhIE OH HCIPABISET MOCIE 3aMEYaHUs MpPernoJaBaTes;
JaeT TpaBUWIbHBIE (DOPMYJIUPOBKU, TOUHBIE OMNPENECICHUS, MOHITHUS TEPMHUHOB; MOXKET
000CHOBaTh CBOM OTBET, MPHUBECTH HEOOXOIMMBIE MPHUMEPHI; MPABUIBHO OTBEYAET Ha
JOTIOJTHUTENBHBIE BOIPOCHI IMPENOAABATENS, WMEIOIIME LEJIbI0 BBIICHUTH CTEIECHb
NOHMMaHHUs 00y4YarIUMCs JaHHOTO MaTepuaa,

- «YIOBIIETBOPUTEIBHO» - BBICTABISETCS B Cilydae, €Clid OOydJaromuiics gain He
MeHee 50% MpaBWIBHBIX OTBETOB OT IOJHOTO, €CIW NPABWIBHO M3JI0XKEHO 3a/IaHUE; MPU
U3JI0’)KEHUU JomyllleHa | cyllecTBeHHas OIIMOKa; 3HAaeT M IIOHUMAaeT OCHOBHBIE
MOJIOKEHUSI JTaHHOM TEeMBbl, HO JOMYyCKaeT HETOYHOCTU B (POPMYJIMPOBKH MOHSITHIA;
U3JIaraeT BBINOJIHEHHWE 3aJaHusl HEJOCTAaTOYHO JIOTMYHO M TOCIEJ0BATEIbHO;
3aTpyAHSETCS IPU OTBETAX Ha BOMPOCHI MPENOIaBaATENS;

- «HEYJOBJIETBOPUTEIHHOY» - BBICTABJISETCS B CIyyae, €Ciu 00y4aroluics HEMOJIHO
(menee 50 % OT TOJIHOTO) M3JOXKWUI 3aJaHUE; TPU H3JIO0KEHUU ObUIM JIOMYIIECHbI
CYIIECTBEHHBIC OITUOKH.

Pe3ynbTaThl OLIGHKHM CaMOCTOSITEIbHOM pabOThl 3aHOCSATCS MpenojaBaTelieM B
BejoMOCTh. Ha ocHOBaHuum BegOMOCTH OOydYaroOIIMHCSA JOMyCKaeTcsi K MTOTOBOM
aTTECTALMH.

JIvia, MOMy4YMBIINE 32 CAMOCTOSITENIBHYIO paOOTy OLIEHKY «HEYOBJIETBOPUTEIHHOY
K UTOrOBOM aTTECTAL[MU HE JI0ITyCKAIOTCS.
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[IpoBepka TeopeTUYeCKUX 3HaHUW MPOBOAUTCS B JOPME UTOTOBOTO TECTA.

TecToBbI€ 3a1aHMs TPECTABISIOT COOOM BOMPOCHI 10 BCEM U3YyUEHHBIM pa3jesiaM U
TEMaM C BBIOOPOM OTBETa, COCTABJSAIOIIME HEOOXOAUMBIA M JIOCTATOYHBII MHUHHUMYM
YCBOCHHUSA 3HAHMNA U YMEHHM B COOTBETCTBHH ¢ TpeboBaHusiMu [Iporpammel. K kaxmgomy
BOIIPOCY TPUBOMSTCS BapUaHTBl OTBETOB, W3 KOTOPHIX HYXHO BBIOpAaTh OJIMH WIIU
HECKOJIbKO BApUAHTOB OTBETA BEPHBIX.

Hrorosas arrectauus MPOBOJUTCA B YCTAHOBIEHHOM MOPSAJKE aTTECTAlMOHHBIMH
KOMHUCCHSIMH, CO3/1aBAEMBbIMH B COOTBETCTBUH C AEHCTBYIOUIUMU HOPMATHUBHBIMH AKTaMHU.

Kpumepuu ouyenku mecmogo2o 3a0aHus Umo2060i ammecmayuu:

Kputepun onieHKH T€CTOBOTO 3aJaHHsI UTOTOBOM aTTECTALINU:

OrneHka oCyIIecTBISETCS M0 NATUOAIUILHON CUCTEME:

- «OTJIMYHOY - B CiIy4ae, eciid ooyyarouuiics nan 6osee 90% npaBUIIbHBIX OTBETOB;

- «XOpOUIOY» - B CiIy4ae, eciu ooydaromuiics nan 6onee 80% mpaBUIBHBIX OTBETOB;

- «YIOBJIETBOPUTEIBHO» - BBICTABJISIETCS B Cllydae, €ciau oOydaromuiica aan ooee,
yeM 60% mpaBUIIbHBIX OTBETOB;

- «HEYJOBJIETBOPUTEIBHO» - BBICTABJISIETCSI B Cllydae, €ClIM OOyYaroIIWiics aan
MeHee, yeM 60% MpaBUIbHBIX OTBETOB.

Pe3ynbpTaThl KBaIM(PUKAIMOHHBIX WCIBITAHUN W PEIIEHHE KOMHCCHUHU 3aHOCATCS B
nporokon. Ha OCHOBaHMHM NPOTOKOJIA AaTTECTAIMOHHOM KOMHMCCHUHU BBITYCKHHKaM
BBIJIAETCS JIOKYMEHT YCTaHOBJICHHOTO 00pasiia — CBUJIETEILCTBO O Mpodeccuu padboyero,
JTOJKHOCTH CITYKaIIETO.

Jluam, HE OPOLIEAIIMM HUTOTOBOW aTTECTAIMA WJIM TMOJYYHMBIIAM Ha HUTOTOBOMU
aTTECTallUl HEYAOBJIETBOPUTEIbHBIE PE3YJIbTAThl, a TAKXKE JIMIAM, OCBOUBIINM 4YacCTb

[TporpamMmel BeIZAeTCsS CripaBKa 00 OOYYCHHH WJIM O MEPUOAC OOYUYCHHUS YCTAHOBICHHOTO
oOpa3iia.

KOHTPOJIBHO-UBMEPUTEJIBHBIE MATEPHUAJIbBI

TecTsbl 1)1 NIPOMEKYTOYHOM aTTeCTALMA
(MpaBUJIbHBIE OTBETHI BBIJEIECHBI YKUPHBIM HIPUPTOM)

1. Ha kakue qBe OCHOBHBIE TPYIIIBI MOYKHO pa3ieiuTh 00s13aHHOCTH CeKpeTaps-
aIMUHHACTPATOPa COBPEMEHHOW KOMIIAHUN?

a) JOKYMEHTAUMOHHOE o0ecrneyeHune ynpasBjeHus: U 0e310KYMEHTHOE
o0cayKMBaHue;

0) TOKyMEHTAITMOHHOE 00ECTICUCHNUE YIIPABJICHHS U 0030PHO-aHATUTHIECKAS
byHKIIHS;
B) 0030pHO-aHATIUTUYECKAS U TIPEACTABUTEIbCKAS (DYHKITHS.

2. UTo 13 MepeyncIeHHOTO He OTHOCUTCS K (DYHKITMOHAIBHBIM 3a/1aduaM CeKpeTapsi-
aaMUHUCTpaTopa’?

a) JIeJIoBast IEPENrCcKa U COCTABJICHHUE JIOTOBOPOB;

0) opraHu3zaiys BHICTABOK U BCTPEY C KIIMEHTAMMU;

B) MPOBeeHNe BHYTPUKOPNOPATUBHBIX TPEHUHTOB ¥ CEMUHAPOB.



21

3. YUto He BXOJUT B CIIUCOK MPOQPECCUOHATIBHBIX TPEOOBAHUH K CEKpETapro-
aJIMUHUCTPATOPY?

a) COBEpPIIICHHOE BiaJicHue cOBpeMeHHOM oprrexHukoi, MUHu-ATC, 3nanue [1K;

0) ONBIT COCTABJICHUSA NPECC-PEJIN30B U PEKJIAMHBIX TEKCTOB;

B) BBICOKAsl [PAMOTHOCTb, BBICOKAsI CKOPOCTh II€YaTH.

4. Uto ABIISIETCSI OCHOBAHUEM JIJIs TIOCTEAYIONICH mepeaayn KOHPUICHITNATBHOTO
JIOKyMEHTa Ha WCTIOJHEHUE COTPYIHUKY?

a) pe30JII01u;

0) yCTHOE pacIopsiKeHue;

B) CIICIIMATILHOTO PACTIOPSHKEHUS HE TpeOyeTcsl.

5. Kak Ha3bIBaeTcs TOKYMEHT, KOTOPOM MOJATBEPIKIAET YCTAaHOBJICHHBIE (DAKTHI,
COOBITHSI WJTH ICUCTBUS U COCTABIISCTCS MPH CBUICTEIISIX?

a) CIipaBKa;

0) ciry>xeOHas 3aIuCKa;

B) aKT.

6. Uem nucbMa-oTKa3bl OTINYAIOTCS OT IPYTUX PAa3HOBUAHOCTEN IUCEM?

a) BcerJa coCTOAT KAK MUHUMYM U3 IByX KOMMYHHKATHBHO-CMbICJIOBBIX
yacrei;

0) He TpeOyeTCs COCTaBIIATh 3ar0JIOBOK K TEKCTY ITUCHhMA;

B) OTJIa€TCs MPEANOYTEHUE KOHCTPYKIIUSAM, B KOTOPBIX 0O0CHOBAHUE MPE/IIECTBYET
3aKIIIOUYECHUIO.

7. Kakoe U3 npuBEIECHHBIX BBIPAXKEHUH JTyUlI€ HE UCIIOIb30BaTh?
a) "Bac oxunaer MBan MBanoBuu”

0) ""Cpouno 3aiaurte k UBany UBanoBuuy"

B) "3aiinuTe, noxanyiicra, k IBany MBanoBuuy"

8. Kakast u3 wacteii OyneT U3IuIIHEN MPU COCTABICHUM MpUKa3a?
a) BBOJHAsI;

0) KOHCTaTUpyIoIIas;

B) pacnopsiguTeNbHasl.

9. Kak cekperapb-aIMUHUCTPATOP MOCTYNAET C KOPPECHOHACHIIUEN TS
PYKOBOJICTBA C MOMETKOM "NMHYHO"?

a) BCKPBIBAET U HE PETUCTPUPYET;

0) BCKPBIBACT TOJIHKO MO JOTOBOPEHHOCTH C PYKOBOJUTEIEM U PETUCTPUPYET;

B) He BCKPBHIBAET M HEe PerucTpupyer.

10. YTo 13 mepedrciIeHHOTO He SBJISIETCS PEAAKTOPOM TEKCTOBBIX JOKYMEHTOB?
a) WordPad;
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6) Notepad;
B) PowerPoint.

11. BeiOepute mpaBUIIbHOE YTBEPKICHHUE:

a) BCE MOCTYNAIOLIME B OPraHU3allI0 JOKYMEHTBl PETUCTPUPYIOTCS CEKPETAPEM-
aAMUHHACTPATOPOM;

0) nocTyAuBIINME B OPraHU3ALMIO JOKYMEHTHI PErHCTPUPYIOTCS CeKpeTapem-
aJIMHMHHCTPATOPOM BbIOOPOYHO, B COOTBETCTBHHU C YTBEP:KICHHBIM IIepeYHeM

JOKYMEHTOB;
B) U3 BCEX MOCTYUBIINX B OPraHU3ALUIO IOKYMEHTOB CEKpETaph-aMUHUCTPATOP

PETUCTPUPYCT TOJIBKO TC, KOTOPLIC IICPCAAOTCA HA PACCMOTPCHUC PYKOBOJIUTCIIIO.

12. PacniopsikeHus1, U31aBaeMble pyKOBOACTBOM OPTraHHU3alUH, CYUTAIOTCS:
a) IpaBOBBIMU aKTaMU;

0) pacnopsiiuTeIbHBIMH JOKYMEHTAMM;

B) ApYroi BapuaHT.

13. Kakoi u3 1OKyMEHTOB PEMIAMEHTUPYET AESITENBHOCTH KOHKPETHOTO
JOJKHOCTHOTO JIMa?

a) 10JLKHOCTHAS HHCTPYKIIUS ;

0) nmonoxxeHue 00 oTaee;

B) IIPUKa3.

14. C kaxoit ¢pa3bl HE pEKOMEHIyeTCsl HAUMHATH TeNe(h)OHHBIN pa3roBop ¢
MapTHEPOM WU KIMEHTOM?

a) "3apaBcTBYyiiTe, Bac 0ecnnokouT kKomnaHus N (cekperapb komnanum N)'"';

0) "3apaBCcTBYITE, C BAMHU TOBOPAT M3 KOMIaHuu N'";

B) "3npaBcTByiiTe, cekperapb NN u3 komnanuu N".

15. Kakoli cpok HCIIOJTHEHHS YCTAHOBIIEH IS IMCEM OT OpraHu3anum’?
a) ceMb JHEH;

0) 10 queii;

B) TPH JIHS.

16. B xakom nopsijike, COTJIACHO MpaBWJIaM TIOKyMEHTO000pOTa, TOKHA CTPOUTHCS
paboTa ¢ MOCTYMAIIKUMH B KOMIIAHUIO TOKyMEHTaMU?

a) MpueM - TIepBOHaYaIbHAs 00padOTKa - MPEBAPUTEIHHOE PACCMOTPEHUE -
pacCMOTpPEHNE PYKOBOJUTEIIEM - UCIIOJHEHUE YIIPABIICHUE B JIEJIO;

0) npueM - mepBOHAYAJbHAs 00pPa00TKA - IpeIBAPUTEIbHOE PACCMOTPEHHE -
perucTpanus - pacCMOTpPeHUe PYKOBOAMTEIeii- HCIIOJIHEHNE - HATIPAaBJIEeHHE B /1€J10;

B) oopMIIeHHE JOKYMEHTA - TTOAMKUCAHNE - PETUCTPAIUS - COTIIACOBAHUE -

YTBEPKJICHHE — OTIPABKA.

17. Kakum cnocoOoM MpocTaBiseTcs AaTa B Ipude yTBepKACHUS TOKyMEeHTa?
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a) MaITMHOIIUCHBIM CITIOCOOOM;
0) cekpeTapb IIPOCTABIIACT €€ OT PYKH IOCIIEC YTBEP KICHHS JIOKYMEHTA,
B) ee MPOCTABJIsIET PYKOBOAUTEb B MOMEHT YTBEP KI€HHS TIOKYMEHTA.

18. Kak Ha3bIBaeTCs TOKyMEHT, (PUKCUPYIOIMIUN X0 O0CYKACHUS U IPUHATUSA
pelIeHrs Ha 3aCe/laHUK B KOMITAaHUU?

a) peIlICHHUE;

0) NpoToKO.JI;

B) pacHopsiKEHUE.

19. HyxHo 11 peructpupoBaTh NHUCbMa-HAIIOMUHAHUSA?
a) HET;

0) na;

B) IO YCMOTPEHHUIO CEKpETapsi-aIMUHUCTPATOPA.

20. Ecnn mocneqHui JEHD CPOKA UCTIOJIHEHMS JOKYMEHTA IIPUXOIUTCS Ha
Hepabouuii IeHb, KOT/1a HEOOXOAMMO UCTIOJIHUTH JOKYMEHT?

a) HE MMO3/IHEEe JHS, CIIETYIOUIETO 3 BBIXOIHBIM;

0) He mO3Hee AHS, MPeJLIEeCTBYIOLIEr0 BEIXOAHOMY.

21. Ecnu n1s mepeiayu JOKYMEHTA UCIONb3yeTCsl (PaKCUMUIIbHASI CBSI3b, KAKON
00bEM JJOKyMEHTA CUATAETCA MPEAEIIBHO JOIMYCTUMBIM?

a) TpH JIUCTA;

0) NSATh JIUCTOB;

B) 10 nucTOB.

22. B nucbmMeHHOM 0o0OpaiiieHnu cioBa "rocmoauu" u "rocroxa':

a) MUIITYTCS IOJIHOCTBIO;

0) MUIITYTCS MOJIHOCTHIO TTPU OOpaIEHUH K BEICOKOIIOCTABIICHHBIM JIUIIAM;
B) BCerja COKPAIAITCS.

23. Kakyto ¢popMyIupOBKY TOJKEH UMETh 3arojIOBOK K TEKCTY MPOTOKOJIa?
a) B TIPEJIOKHOM TaJIeKE;

0) B JaTEeIbHOM TIaJICKE;

B) B POAUTEJIBHOM IA/eHKe.

24. CKOJIBKO aJpecaToB MOXET ObITh HA OJTHOM JOKYMEHTE?
a) He OoJee Tpex;

0) He DoJiee yeThIpex;

B) He OoJiee OTHOTO.

25. Yto noHumaeTcs nog TEPMUHOM "KBOpyM"?
a) MUHUMAJIBHO HE00X0IMMOe M I0OCTATOYHOE KOJIUYECTBO YJICHOB
KOJJIETHAJIBHOTO OPraHa Uisi HauaJa padoTbl cOOpaHus;
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0) 1/3 4IeHOB KOJIETHAILHOTO OpraHa;
B) 1 2 4JICHOB KOJUIETHATHLHOTO OpraHa.

26. Kakoil TepMHH, KaK IPaBUJIO, UCIIOJIB3YETCA B pabOTe C JOKyMEHTaMH,
COJIepKalIMI KOMMEPYECKYIO TaltHy, KOH(UICHIINATbHBIE CBECHUS?

a) yuer;

0) peructpanus;

B) APYTOH.

27. Bail pykoBoJIUTE b BO3BPALIIAETCS U3 HEJEIbHOM KOMaHAUPOBKH. UTO CTOUT
CeNaTh K €ro Npuxoy, 4ToObl TIOMOYb OBICTpEE BKIIOYUTHCS B paboTy?

a) MOArOTOBUTH KPATKHIi 0TYET 0 TOM, YTO IPOU3OIILIO 32 HeJAeJII0 ero
OTCYTCTBHUS;

0) mocraparbCs HA3HAYUTh Ha MEPBBIA pabOUYUil 1€Hbh MAKCUMYM BCTPEY;

B) BBIICJIUTH BPEMsI HA COBMECTHBIN MPOCMOTP BHEITHEH KOPPECTIOHICHITUY.

28. Ha srane nepBoHayaibHON 00pabOTKU BXOJAIIEH KOPPECIIOHICHIINH
CeKpeTapb-aIMUHUCTPATOP:

a) HE YHUYTOKAaeT KOHBEPTHI, a MOJIIIUBACT KX BMECTE C JOKYMEHTAMMU;

0) Bcerjia YHUUTOXaeT KOHBEPTHI, B J1€JI0 MOAIMIMBAET TOJIHKO JOKYMEHTHI;

B) He YHUYTOKAeT KOHBEPTHI, €CJIM HA CAMOM JOKYMEHTE HeI0CTATOYHO
uHopManuu 00 aBTOpPE WM XapaKTepe I0KyMEHTA.

29. Kakoit 61aHK UCTIONB3yeTCs TPU 0(hOPMIICHUH MPOTOKOJI1a?
a) OJIaHK OpraHu3aIuu;

0) G1aHK HE UCTIOJIb3YeTCS;

B) OJIAaHK CTPOTOM OTYETHOCTH.

30. Yto ucnonp3yercst Ipu U3JaHUA COBMECTHBIX MPUKA30B?
a) OJJTaHKU MPUKA30B;

0) crangapTHbIe JUCTBI Oymaru opmara A4;

B) 0011IME OJIaHKHU.

IpakTnyeckass kBajupuxkanuoHHass padora mno mnporpamme «Cekperapsb-
aAMHHHUCTPATOP»

PabGoThl, ommcaHHblE B XO0JI€ TMPAKTUYECKON KBaTU(UKAIMOHHONW paboTHI,
oOyyvaroruiicss opopmisieT B CBOOOAHOW (opMe B TEYaTHOM BHJIE W OTMPABISECT B
CUCTEME TUCTAaHIIMOHHOTO 00y4YeHus uepe3 pasnen (0510k) «[Ipaktuueckoe 3aaHue».

* TOJDKHOCTHBIE 00SI3aHHOCTHU CEKpeTapsi;

* cofiepaHue MOMEIICHUH CIYX 0 TOKyMEHTAllMOHHOTO OOeCTeueHus yrpaBiIeHHs
(kabuHeT, npuéMHas);

* opraHu3zanus pabouero Mecta pyKOBOJUTENS;

* opraHu3anus pabouero Mecta cekperaps;
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* TpeOOBaHUS OE30MTACHOCTH TPY/a;

* BCrloMoraTesbHas (X034icTBEeHHAas) 30Ha B OUCE;

* TEeXHUYECKHE (YHKIMU MO OOECrmeYeHUuI0 pabOThl PYKOBOIUTENSI WM €ro
noJIpa3aesiCHus;

* COBPEMECHHBIE BUIbI OPTTEXHUKU;

* YCTpaHEHUE MEJIKUX HETIOJIaJ0K B pa00Te TEXHUYECKUX CPEJICTB;

* HacTpOMKa MapamMeTpoB nepuepuitHbIX yCTPOUCTB;

* WCIOJIb30BAaHUE JJICKTPOHHOW MOYTHI I MpUEMa W TEpenadd dJICKTPOHHOTO
JIOKyMEHTA,;

* HCMOJB30BaHME JIMLIEH3UPOBAHHOTO MporpamMmmHoro obecneuenus (MS Office u
JIp.) JUJIs1 TIOATOTOBKH IIA0JIOHOB (PaKCUMUJILHBIX COOOIICHUI;

* mpuéM U niepenayda (akCUMUIBHBIX COOOIICHHUI;

* KOMMMPOBAHUE JOKYMEHTA C MOMOIIbIO (DAKCUMUIILHON TEXHUKH;

* HCTOJB30BAHKUE CPEJICTB CBA3M C YUETOM MX HKCILTYyaTallMOHHBIX BO3MOXKHOCTEH;

* HCTOJB30BAHKE MPUHTEPOB JIJISl IEYATH U TUPAKUPOBAHUS IOKYMEHTOB;

* 0€310KYMEHTHOE 00CTyKUBaHUE pabOThl PYKOBOIUTEIIS;

* TpaBWJa BHIPAKCHHS OJIATOMAPHOCTH, COXKAJCHUS, COYYBCTBHUS; BHUIOB
TIPUTIIAIICHUS, TIO3APABIICHNUS; COOOIIEHUS HEraTUBHOM HH(POPMAIIHH;

* 00mIeHNE B KOH(MIUKTHBIX CUTYAITUsX;

* O0IICHUE C KIMEHTOM: OIO3/IaBIIIUM, OKHIAFOIINM CBOCH OUYepeIH, TMPUIIEIITAM
0e3 mpeABapUTEIHLHOTO COTIACOBAHUS;

* OpraHU3aIs IPUEMOB U IPE3CHTAIIHIH;

* OpraHM3aIys JeJIOBBIX BCTPEY U COBEIIAHMI;

* Opranuzanus npuéma rnoceTuTesNeH;

* IOJITOTOBKA U 0OCITy>)KMBaHWE COBEIIAHUI U 3aceaHuil pyKOBOIUTEIS;

* BEJICHHUE MPOTOKOJIBHBIX MEPOTPUSITHIA;

* HCTIOJB30BAHNE KOMITBIOTEPHBIX TEXHOJIOTUN B CEKPETAPCKOM O0CTYKUBAHUH;

* HCTOJB30BaHNE MHPOPMAIIMOHHBIX CETEBBIX PECYPCOB.

TecTbl 111 UTOTOBOI aTTeCTALIMU
(IpaBUIBLHBIE OTBETHI BBIACICHBI )KUPHBIM HIPUGTOM)

1. JlIokyMeHT, yCTaHaBIMBAIOIIUNA CHCTEMHO CBSI3aHHBIE MEXIY CO0O0il mpaBuia
pPErIaMEHTHUPYIOLIET0  XapakTepa IO BOIpPOCaM  JEATEIIbHOCTH, OTHECEHHBIM K
KOMIIETEHIIMA OPTaHMU3alMM, €€ MOAPA3IAEIECHUM, JOKHOCTHBIX JHUL, MOIBEAOMCTBEHHBIX
YUPEKIACHUM, OpraHU3aALUN U PEANPUATHAN -

a) MoJI0KEeHue;

0) nmpaBua;

B) MHCTPYKIIUSL.

2. K nnopmaninoHHO-CIIPaBOYHBIM JOKYMEHTaM OTHOCSTCS:
a) MOJIO’KEHUE, TPaBuiia, UHCTPYKIHUS;

0) aKT, 3asiBJIeHHUE, 3AIIUCKH;

B) pactopsDKEHHUS, IPUKa3, PEIICHUE;
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r) MOBECTKA JHS, MPOTOKOJI, CIIPABKA.

3. Bce MOKyMEHTBI, KOTOpPbIe BO3HUKAIOT MEXIy PaOOTHHUKOM M OpraHu3alueH, ¢
MOMEHTa IpueMa Ha paboTy 0 MOMEHTa, KOTJla TPY/IOBbIE OTHOIICHUS MPEKPAIIAIOTCS -
Ha3bIBAOTCS

a) JIOrOBOPHBIE TOKYMEHTHI;

0) KaJpoBbIe JTOKYMEHTHI;

B) KOPIIOPATUBHbBIE JOKYMEHTBHI;

r) (MHAHCOBBIE JOKYMEHTHI;

1) BCE BApUAHTHI OTBETOB BEPHBIE.

4. 3aduxcupoBaHHas Ha MaTepUAILHOM HOCHTENe WH(GOpMAINUs C PEKBU3UTAMH,
TIO3BOJIIOIIUMU €€ HICHTUPHUITIPOBATH - ITO

a) I0OKYMEHT;

0) undopmarnus;

B) 3JICKTPOHHBIN JIOKYMCHT;

I') BCC BapPHAHTHI OTBETOB BEPHBIC.

5. JlokyMeHTHpOBaHHass MH(pOpPMALMs, NPEICTAaBICHHAs B 3JEKTPOHHOU (opme -
3TO

a) TOKYMEHT;

0) undopmanus;

B) 3JIEKTPOHHBII IOKYMEHT;

I') BCE BAPUAHTHI OTBETOB BEPHBIE.

6. Konust 1okymMeHTa, Ha KOTOPOl B COOTBETCTBUM C YCTAHOBJICHHBIM MOPSAKOM
IPOCTABJISIIOT HEOOXOAMMBIE PEKBU3UTHI, IPUJAIOLINE €l FOPUANYECKYIO CHITY - 3TO

a) MOJUTMHHUK O(UITMATBLHOTO TOKYMEHTa (OpUTHHAN);

0) nyOnuKaT TOKyMEHTa;

B) KOMUS JOKYMEHTA;

) 3aBepeHHAasi KOMUsl JOKYMEHTA.

7. YpOBEHb pacloIOAKEHHBIA Ha BHEIITHUX HOCUTENSIX - COOCTBEHHO JIaHHBIE - 3TO
a) BHEIIHUI YPOBEHB;

0) KOHLIENTYyalbHbI YPOBEHb;

B) ¢pu3nyecKuii ypoBeHb.

8. BexxnuBOCTh U TIOOE3HOCTD, CO3/aHUE TICUXOJIOTHYECKOro kKoMdoprta B oduce -
9TO

a) KOMMYHHUKa0eJIbHOCTb;

0) MHTCIUINTEHTHOCTb;

B) 100pP0sKeIaTEeJIbHOCTD.
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9. Texnomorus mpeoOpa3oBaHUs TeKCTa B peub (textto-speech), koTopas mo3BoseT
03BYUYHBATh TEKCT €CTECTBEHHBIM T'OJIOCOM, O€3 TIOMOIIIH YEIIOBEKA -

a) paclio3HaBaHUE PEYH;

0) cuHTe3 peyu;

B) TOJIOCOBasi OMOMETpPHSI.

10. Mopnens oOecnedyeHusi MOBCEMECTHOTO M YIOOHOTO CETEBOr0 J0CTyHa IO
TpeOOBAHMIO K 0OIIEMY ITyJTy KOH(PUTYPUPYEMBIX BEIYUCIUTEIBLHBIX PECYPCOB (HAIIpUMeED,
CeTAM Mepeauyd JaHHbIX, CEpBEpaM, YCTPOMCTBAM XPAHEHUS JAHHBIX, MPUIIOKEHUSAM U
cepBucaM), KOTOpPbIE MOTYT OBITh OIEPATUBHO TMPEJOCTABIECHBI W OCBOOOXICHBI C
MUHHMAaJIbHBIMU JKCIUTyaTallMOHHBIMU 3aTpaTaMd W/Wu oOpalleHUsIMH K TpoBanaepy -
3TO

a) FTP-cuctema;

0) cucTeMa yaaJeHHOTO JOCTYIIA;

B) «O0/1a4HbIe BHIYMCIECHUA».

11. «Ily6nuunoe o0maako» - 3To

a) uH(ppacTpyKTypa, NpeaHa3HAuUeHHas JUIsl UCIOIb30BaHUS OJIHOM OpraHu3aluei,
BKJIIOYAIOIIECH HECKOJBKO MOTpeOUTENeH;

0) uHQpPACTPYKTypa, NpeIHA3HAYEHHAs] [JIs1 CBOOOJHOI0 HCIOJIb30BAHMS
IIMPOKOM IMy0JIMKOI;

B) BHUJ HUH(QPACTPYKTYphl, MpEAHA3HAYEHHBIM [JIs1 HMCIOJb30BaHUS KOHKPETHBIM
CO00I1IeCTBOM MOTpEeOUTENEN U3 OpraHU3aliil, UMEIOIMX 00IIue 3a0a4u;

r) KOMOMHAIMs W3 JBYX WIM 0oJjiee pa3NUYHBIX OOJA4YHBIX HHPPACTPYKTYD,
OCTAIOIIMXCSl ~ YHUKAJIBbHBIMM ~ OOBEKTaMH, HO  CBSI3aHHBIX ~ MeXay  coOoif
CTaHJIapTU30BAaHHBIMU WJIM YACTHBIMU TEXHOJIOTHUSAMU NEPEAAUH TAHHBIX U MTPUIIOKECHHUIA.

12. Buytpennsis cetb (ceTh VHTpaHer), chneuuanibHO pa3paboTaHHas s
ynpasieHust tHGopMalue BHyTPU OpraHu3aluu -

a) UIHTEPHET;

0) JIOKAJIbHAS CETh;

B) DJIEKTPOHHAs MOYTA.

13. XapakTepucTrka NCUX0JIOrMYECKOro ThIa noseaeHus moaei "HactaBauk":

a) MPUKpPHIBAsICh BHUMaHUEM M 3a00Toi 0 Bac, BbIyKHMBaeT KaKUe-TO CBEJCHUS, a
caM HHYEro B3aMEH He COOOIaeT, a €CIM M BhIIACT KaKyl-TO MH(OpMAIMIo, OHA 9acTO
OKa3bIBAETCA JIOKHOW WIIM K JIEJTy HE OTHOCSIIECHCS;

0) 3a0oTuTCs 00 ycnexax OJIMKHEro, 4acTo Jake B yuepo cede;

B) TpEXJIe YeM TMPHUHATH Kakoe-THOO pelleHrue, HYXHO, YTOObl HMX JIOJTO
00X aKUBaJIH.

14. BpenoHocCHBIE TPOrpaMMbl, KOTOpBIE JUIsl PACHpOCTPaHEHUS HCHOJB3YIOT B
OCHOBHOM YSI3BUMOCTH OIEPAIUOHHBIX CUCTEM:
a) YepBH;
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0) BUPYCHI;
B) TPOSIHCKHE TPOTPAMMBI.

15. JlokyMeHT, coaepxamiuii peueByro uHpopmaImio, 3apuKCUPOBAHHYIO JTFOOBIM
TUIIOM TMChMa WM JIFOOOH CUCTEMOM 3BYKO3AIKCH - HAa3bIBAECTCS

a) MUCbMEHHBIN JOKYMEHT;

0) TEKCTOBBII JOKYMEHT;

B) PYKOIIMCHBIN JJOKYMEHT.

16. loxymeHT, nH(pOpMAaIKs KOTOPOTO MPeICTaBlIeHa B 3JICKTPOHHOU popme - 3TO
a) MaITUHOIIMCHBIA TOKYMEHT;

0) 3JIEeKTPOHHBIN JOKYMEHT;

B) N300pa3UTENIbHBINA JOKYMEHT.

17. JlokyMeHT, cojiepskaiuili 3ByKOBYI0 MH(MOpMaInio, 3aUKCUPOBAHHYIO OO0
CHCTEMOM 3BYKO3AIINCH -

a) GOTOIOKYMEHT;

0) GpOHOIOKYMEHT;

B) KHHOJJOKYMEHT.

18. IlpaBuiia moBeCHUS TUIJIOMATOB U APYTUX OGUIMATBHBIX JIUI] MPU KOHTAKTAX
JIPYT C IPYTrOM Ha pa3IMYHbIX IUIIOMAaTHUYECKUX ITPUEMax, BUUTAX, IEPETOBOPax - 3TO

a) IPUJBOPHBINA TUKET;

0) TUILIOMATHYECKHUIl ITHKET;

B) BOMHCKUI STUKET;

19. Com mnpaBui TMOBEAEHUS, HAPYIIEHHE KOTOPBHIX MENIAET HOPMAILHOMY
BEJICHUIO OM3HEca - 3TO

a) oO1erpax TaHCKUM STUKET;

0) 1eJI0BOM ITHKET;

B) HE()OPMAJIbHBIN ITHKET.

20. Hamr uMuapx Ha B3I CO CTOPOHBI
a) 3epKaJIbHBIM;

0) TeKylIHii;

B) KEJIAEMBbIH.

21. MHOX€eCTBEHHBIN UMUK 3TO

a) UMUK OpTraHU3allMU B 1IEJIOM, & HE €€ OTAEIbHBIX MMOpa3IeICHU;

0) MMU/IK, KOTOPBIH 00pa3yeTcs U3 psiia UMHU/IZKell He3aBUCUMBIX CTPYKTYP;
B) Halll UMUK, CO3/1aBA€MbIi ONTMIOHEHTOM, COIIEPHUKOM, TPOTUBHUKOM.

22. Kak npaBuio, ¢ 12 1o 18 yacoB NpUHATO yHOTPEOJIATh BBIPAKCHUE
a) «3apaBCcTBYHTE»;
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0) «Jlobpoe yTpo»;
B) «JloOpbIii 1eHb»;
r) «J1oOpbIii Beuep».

23. YcTaHOBIEHHBIA MOPSAOK, opMa, MaHEpa MOBEIEHUS, MpaBUiIa YYTUBOCTU U
BEKJIMBOCTH, IPUHATHIE B OpraHu3anuu (pupme) u 00ecrneynBarofe YWieHaM TPYI0BOTO
KOJUIEKTUBA U €r0 PyKOBOJCTBY YCJIOBUS YCIEIIHOTO OOUIEHUS APYT C APYTOM, JEIOBBIMU
napTHEepaMH U OOIIECTBOM sl TOCTHXKEHUS 1IeJIei CBOCH e TEIbHOCTH:

a) TUKA;

0) J1eJTOBOM ATUKET;

B) ATHKa JICJIOBOT'O OOIIEHUS;

) CJIyKeOHbIA ITHKET.

24. Kakoill CTWIb yHpaBJIEHUSI OCHOBBIBAETCS Ha OOCYXIEHMM MPOOJIEMBI, ydeTe
MHEHU U MUHULIMATUB COTPYJHUKOB:

a) aBTOPUTAPHBINA CTUJIB;

0) 1eMOKpaTHYecKuil (WIH KOJJIErHAJbHBIN) CTHJIb;

B) TMOepaIbHbIi (MM aHAPXUUECKUMN, WM MTOMyCTUTEIbCKUI) CTHIIb;

') HEMOCJIEI0BATEIbHBIN (AJIOTMYHBIN) CTUIIb.

25. XapakTepuCcTHKa IICUXO0JOTHYECKOro TUIa oBeaeHus droaei "Pacckazunk":

a) eMy HeNpeMEHHO HYKHO coo0muTh Bam Bce Meibyaiiiue MOAPOOHOCTH
TOI'0, YTO NMPOM30LLIO0 C HUM HAKAHYHE;

0) paboTaeT «Kak MPOKJISATHIIN;

B) JIOJDKEH HEMPEMEHHO TIPUHSATH PellIeHre K KOHITY BCTPEYH.

26. JIOKyMEHT, W3JaBacMblii B LEJAX YCTAHOBJIEHUS NPABWI, PETYIUPYIOLIUX
OpraHM3allMOHHbIE, HAyYHO-TEXHMUYECKHE, TEXHOJOTrn4Yeckue, (UHAHCOBbIE U HHBIC
CIELUAJIbHBIE CTOPOHBI JESATENIBHOCTU YUPEXKACHHM, OpraHu3aiuii, npeanpusaTuil (ux
nojApas3eiaeHui u cinyx0), JOJKHOCTHBIX JIUI] ¥ TPAXIaH -

a) TOJI0KCHHE;

0) npaBuia;

B) HHCTPYKIHA.

27. Hayka 00 OTHONIEHUSAX, CYIIECTBYIOIIUX MEXAY JIOJbMHU U 00 00S3aHHOCTSIX
BBITEKAIOIINX U3 dTUX OTHOIICHHIA:

a) ITHKA;

0) JIeTOBOM ATHKET;

B) ATHKA JICJIOBOT'O OOIICHHUS;

T') CITy>K€OHBIN STUKET.

28. YMeHue cekperapsi TaKTMUHO M BEXJIMBO BECTH Oecely, CAEpKUBAThb U HE
IOPOSIBJISITH  OTPULIATEIIbHBIE 3MOLIMH, COONIOAATh NPHUHATHIE B OOILIECTBE HOPMBI
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MOBEACHUS U OOLIEHUS, CIEAUTh 3a KyJIbTYpOil CBOEr0 BHEIIHEIrO BUa U pabouero Mecra
- 3TO

a) KOMMYHHKa0EIbHOCTb;

0) MHTEJIJIMTEHTHOCTh;

B) 10OPOXKETATEIHLHOCTD.

29. TexHonorus, KOTOpas JIEIUTCS Ha JBE COCTaBISIOLINE: UACHTU(DUKAINIO —
yCTaHOBJIEHHE (TIOMCK) JIMYHOCTU IO TOJIOCY M BepUPUKALUIO — TOATBEPKICHUE
JUYHOCTH IO TOJIOCY -

a) pacrno3HaBaHUE Peyu;

0) cCUHTE3 peun;

B) I0JI0COBasi OMOMETPHSI.

30. XapaKTepHUCTUKA IICUXOJIOTUYECKOTO TUIIA MMOBEACHUS Jtoel "Pa3Bequuk":

a) NpPUKpPbIBasChb BHUMAaHHEeM M 320010l 0 Bac, BbIy:)KHBaeT Kakue-TO
CBe/IecHHSI, 4 CaM HHMYero B3aMeH He C000IIaeT, a eCcJd H BbIIAeT KaKyl0-TO
NH(OPMALNIO, OHA YACTO OKA3bIBAETCS JIOKHOM WIN K eIy He OTHOCSIIIeHCS ;

0) 3a00TUTCS 00 ycrexax OJNMXKHETo, 4acTo JaxKe B yiepo ceode;

B) MpEeXKAE YeM IMPUHATH Kakoe-NHuOO pelIeHHue, HYXHO, YTOObl HMX JIOJITO
00XaXnBaJH.

31. M3oOpasuTenbHBIA WM  ayJAHMOBH3yaJbHBIA  JOKYMEHT,  CO3JaHHBIN
KHUHEMaTOrpapuuecKuM CIiocoOOM -

a) pOTOJOKYMEHT;

0) poHOTOKYMEHT;

B) KHHOJOKYMEHT.

32. Kakue QakToppl OKa3aJld BIMSHHE Ha CTAaHOBJIEHHE COBPEMEHHBIX
UH(OPMAIMOHHBIX TEXHOJIOTHIA:

a) mMpoyaiinee BHEAPEHUE MEPCOHANIBHBIX KOMIBIOTEPOB;

0) MOSIBJIEHUE U PA3BUTHE BHICOKOCKOPOCTHBIX KOMITBIOTEPHBIX CETEH;

B) CTAHOBJICHHE MOLIHOW MPOrpaMMHON UHAYCTPUU;

I') BCe BADMAHTHI OTBETOB BEpPHbIE.

33. «O01ecTBeHHOE 00JIaK0» - ITO

a) uH(dpacTpyKkTypa, MpeaHa3HAYCHHAs JJIsl WCIIOJIh30BAaHUS OJTHON OpraHu3aIuei,
BKJTFOYAFOIICH HECKOJIBKO MOTpeOUuTeneit;

0) uHppPaCTpyKTypa, NMpeaHa3HauYeHHAs JIJI1 CBOOOHOTO WCIIOJIb30BAHUS IITUPOKOM
myOJIMKOI;

B) BuA HUHGPPACTPYKTYpPbl, MNpPeIHAZHAYEHHbIH /Jf  HCIOJIb30BAHMS
KOHKPETHBIM CO00IIIECTBOM MOTpeduTe e W3 OpraHu3anuii, MMEWIIUX 00IHe
3ajaum;
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r) KOMOWHAIMs W3 JABYX WM 0OoJjiee pa3IMuHbIX OOJIauHBIX HHOPACTPYKTYD,
OCTAIOIINXCSI ~ YHUKAIBHBIMH ~ OOBEKTaMH, HO  CBSI3aHHBIX  MEXAy  COOOif
CTaHAAPTU30BAaHHBIMH WM YACTHBIMU TEXHOJIOTHSIMH TIEPEadll TaHHBIX U MPUIIOKECHUN.

34. lleHTpanbHbId YPOBEHb, KOTOPBIM ONpEEseT JOTUUECKYIO CXeMY 0a3bl JaHHBIX
- 3TO

a) BHEIIHUI YPOBEHB;

0) KOHLENTYAJIbHbIH YPOBEHb;

B) GU3HYECKUIN YPOBEHbD.

35. [TucbMEHHBIN JOKYMEHT, NMPH CO3JaHUU KOTOPOTO 3HAKH MUChbMa HAHOCST OT
PYKH - 3TO

a) MUCbMEHHBIA TOKYMEHT;

0) TEeKCTOBBIN JOKYMEHT;

B) PYKONMCHBIN JOKYMEHT.

36. CBonx OOIIECIPUHATBIX B apMUU NpaBWi, HOPM W MaHEp IMOBEICHUS
BOEHHOCITYKaIllUX BO BCEX cPpepax X IeATeIbHOCTH- 3TO

a) IPUABOPHBINA ITUKET;

0) IUIIJIOMAaTHYECKHUI ATHUKET;

B) BOMHCKHMH ITHKET.

37. COBOKYIHOCTb MPABWI M TPAJIUIIHMA, COOTIOAAEMBIX I'PakIaHaAMHK IIPH OOIEHUN
JIPYT C APYTOM - 3TO

a) o0lmIerpaxaaHCKui dTHKET;

0) 1eTOBOM ATUKET;

B) HE(OPMAIIbHBIN ATHKET.

38. Jlns Kakoro CTWJsA XapakTEPHO IKECTKOE E€AUHOJIWYHOE TPUHSITHE
PYKOBOJUTENIEM BCEX PEIICHUH («MHUHUMYM JIE€MOKPATHH»), MKECTKUW TMOCTOSHHBIN
KOHTPOJIb 32 BBIMIOJIHEHUEM PEIICHUN C yrpo30i HakazaHus («MakCUMyM KOHTPOJISD),
OTCYTCTBHE UHTEpEca K PAOOTHHUKY KaK K JIMYHOCTH:

a) aBTOPUTAPHBIA CTIWIb;

0) 1eMOKpaTUYECKUM (MJIU KOJIJIETHATIbHBIN) CTUIIh;

B) TMOEpAIbHBIN (UJIM aHAPXUYECKUM, WIIH TTOMYCTUTEIIbCKUM) CTUJTD;

') HEMOCJIEI0BATENbHBIN (AJIOTMYHBIN) CTHIIb.

39. IlucbMeHHBIH AOKYMEHT, MPH CO3JaHUM KOTOPOTO 3HAKM MHCbMa HAHOCAT
TEXHUYECKUMHU CPEJCTBAMHU - 3TO

a) MALIMHONUCHBIN JOKYMEHT;

0) PJIEKTPOHHBIN TOKYMEHT;

B) M300pa3UTENbHBINA JOKYMEHT.

40. XapakTepucTUKa NCUXOJIOTMYECKOT0 TUIIA TOBEACHHUS JIFoAeH 'Y napHUK":
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a) eMy HEMpPeMEHHO HYXHO cOooOImMTh, BaMm Bce Menpuaiiiime moapoOHOCTH TOTO,
YTO MPOHU3OIILJIO0 C HUM HaKaHYyHE;

0) padoTaeTr «KaK MPOKJIATHIN»;

B) JIOJKEH HEMPEMEHHO MPUHSTH PEIICHUE K KOHIlY BCTPEUH;

41. K opraHu3aiiuOHHBIM JOKYMEHTaM OTHOCSATCS:
a) M0JIOKEeHHUe, NPAaBUJIA, HHCTPYKIUA;

0) aKT, 3asBJICHUC, 3AIIUCKH;

B) pacHopsDKEHUs, IPUKa3, PEIICHUE;

I') IOBECTKA JIHA, IPOTOKOJI, CIIPaBKa.

42. BpenoHOCHbIE MPOrPaMMBbl, KOTOpPbIE BBIIOJHSIIOT Ha  MOPaKaeMBIX
KOMIIBIOTEpaX HECAaHKLIMOHUPOBAHHBIE MOJIb30BATENEM ACHCTBUS, T.€. B 3aBUCUMOCTU OT
KaKUX-T100 YCIOBMM YHHYTOXKAIOT HMH(POPMALMI0O HA JIUCKAX, NPUBOASAT CHUCTEMY K
«3aBUCAHMIO», BOPYIOT HHPOPMAIUIO U T.1.:

a) 4YepBU;

0) BUpYCHI;

B) TPOSIHCKHE MPOTrPaMMBI.

43. UMuIK, KOTOPBIA MBI CTpEMHUMCS cebe co3/1aTh
a) 3epKaJIbHBIM;

0) TeKyIlIuii;

B) JKeJIaeMbIH.

44. KopniopaTUBHBIN UMUK 3TO

a) UMUK OPTaHU3ALMHU B 1[€JIOM, 2 He ee OT/IeJIbHbIX MOAPa3/ie/IeHUi;
0) UMUK, KOTOPBIN 00pa3yeTcs U3 psijaa UMHIKEH HE3aBUCUMBIX CTPYKTYP;
B) HAIll UMUK, CO37]aBA€MbIil OIIMOHEHTOM, COTTIEPHUKOM, TIPOTUBHUKOM.

45. K pacnopsiiuTeIbHBIM TOKYMEHTaM OTHOCSTCS:
a) MOJIOKEHUE, TpaBuila, UHCTPYKIUS;

0) akT, 3asBJICHHE, 3aIMUCKH;

B) pacnopsi;keHus1, NpuKa3, pelnieHue;

I') MOBECTKA JIHsI, MPOTOKOJI, CIIpaBKa.

46. TIporpammubIii KO, 0€3 BeJIOMa MOJIb30BATENS BKIIOYCHHBIM B MPOTPAMMHOE
obecrieueHure ¢ 1eNbI0 JEMOHCTPAIIUN PEKIAMHBIX OObSBICHHIA:

a) NporpaMMbI-peKJiaMbl;

0) MpOrpaMMBbI-IIITTHOHBI,

B) MOTEHIUAJIBHO OMACHBIE MTPUIIOKECHUS.

47. JIoOKyMEHT, TOJHOCTBIO BOCHPOU3BOMASIIMN HHOOPMALMIO TOIJIMHHOTO
JIOKYMEHTA M BCE€ €r0 BHEIIHHWE MPU3HAKKA WIM YacTh WX, HE UMECIOIIHMN IOPUANYECKON
CHJIBI - 3TO
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a) MOJIMHHUK O(UIIMAIBHOTO JOKYMEHTa (OpUTHHA);
0) nyOnMKaT TOKYMEHTA;

B) KOIMS IOKYMEHTA;

T') 3aBepeHHAs KOs JOKYMEHTA.

48. «KommyHuKamus» — 310:

a) mporecc oOMeHa nHpopmaiuei B cucTeMe;

0) COBOKYIMHOCTh TEXHHYECKHUX CPEICTB, OOCCIIEYMBAIOIIMX TMPOIECCHl Mepeaadn
uHbOopMaIuy;

B) BCe BAPHAHTHI OTBETOB BepPHbIE.

49. COBOKYIHOCTb JaHHBIX, XPaHHUMBIX B COOTBETCTBHM CO CXEMOM JIaHHBIX,
MaHUITYJIMPOBAHUE KOTOPHIMHU BBIMOJHSIIOT B COOTBETCTBUU C TMPaBUIAMU CPEJCTB
MOJICJIMPOBAHUS JAHHBIX - 3TO

a) 0a3a JaHHBIX;

0) OCHOBA JIaHHBIX;

B) SIIPO JAHHBIX;

I') BCE BApHAHTHI OTBETOB BEPHBIC.

50. YpoBeHb MOJIb30BaTENS - TO
a) BHCLIHU YPOBEHb;

0) KOHLIENTYaIbHbIA YPOBEHb;
B) GU3HUECKUI YPOBEHb.

51.Texnonorus mpeoOpa3oBaHuss pedn B TEKCT (speech-to-text), KkorTopas
o1POBBIBACT U MEPEBOAUT B TEKCT PEUECBON CUTHAIT -

* pacrio3HaBaHHe peyvu;
CHUHTE3 peyH;
rojiocoBasi OuOMeTpHsI.

52. VI3 061mMx npaBuil COBPEMEHHOIO ITUKETA: EPBBIM PUBETCTBYET
a) My»KYMHA — KCHILUHY

0) JKEHIIMHA — MY)KUYHHY;

B) MJIQJAIIIMI — CTAPIIEro;

) CTapIIii — MJIQJIIIETO.

53. Psag TexHoyoruif, oOeCHEYMBAIOMIMX MPO3PAYHOE TMOJKIIOYCHHE K CETH
YIAJIEHHBIX KIMEHTOB, PACIOJIO)KEHHBIX, KaK MPAaBUJIO, 3a MpeJeramMHu JOKAIbHOW CETH
OpraHu3aLMH - 3TO

a) FTP-cuctema;

0) cucremMa yJajJeHHOI0 JI0CTYIa;

B) «OONaYHbIe BHIYUCICHUS.
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54. «'ubpusHoe 00J1aKO0» - ITO

a) uHdpacTpyKTypa, peAHa3HaueHHAas JJIsl UCIIOJIb30BaHUS OJTHOM OpraHu3aluei,
BKJTFOYAFOIICH HECKOJIBKO MTOTPEOUTENEH;

0) nHppPACTPyKTypa, MpeaHaA3HAuYECHHAS 11 CBOOOTHOTO HCITOJIB30BAHUS ITUPOKOM
nyOJIMKOM;

B) BHUI WHOPACTPYKTYPHI, MpEAHA3HAYCHHBIA I HMCIOJIB30BAHUS KOHKPETHBIM
COOOIIIECTBOM MOTPEOUTENICH U3 OpraHU3aIuil, HIMEIONTUX OOIIHE 3a/1a4H;

r) KOMOMHAUMS W3 JABYX WJIH 0ojiee Pa3MYHBLIX 00JJaYHBIX HH(PACTPYKTYP,
OCTAIONIUXCH YHUKAJIbHBIMH O0beKTaMH, HO CBSI3AHHBIX MeXKAy Co0oii
CTAHAAPTU30BAHHBIMM WJIH 4YACTHHIMH TEXHOJOIMSIMHU TMepeladd JdaHHBIX H
MPUJI0KEHUM.

55. IlporpamMHOe oOecrnieueHuE, HE NPUUMHSIONIEE KOMIIBIOTEPY KaKoro-iauoo
IOpsIMOTO Bpena, HO BBIBOJSIIEE COOOIIEHUSI O TOM, YTO TaKOW BpeXl y»Ke€ MPUYMHEH JH00
OyZAeT MpUYMHEH NpU KaKUX-IH00 YCIOBUSAX:

a) NporpaMMbI-IIyTKH;

0) pyTKUTHI;

B) IPOrPAMMBI-LIITTUOHBI.

56. [IlepBblii (WM €OUHCTBEHHBIM) DSK3EMIUISIp JOKYMEHTa, OO0JaJaromiuii
IOPUTMYECKON CUIION - ATO

a) NOIMHHMK OPUUMAIBLHOI0 J0KYMEHTA (OPUTHHA);

0) nyOonMKaT JOKYMEHTA;

B) KONHUSI TOKYMEHTA;

I') 3aBEpEHHast KONus JOKYMEHTA.

57. CBOMCTBO OPHUIMATBEHOTO TOKYMEHTA BbI3bIBATh MPABOBBIE MTOCIIEIACTBUS -
a) IOpUINYeCKAs CHUJIA JOKYMEHTAa;

0) yrpo3sl 0€30MaCHOCTH JOKYMEHTOB;

B) MH(OpPMAIIMOHHAS CUJIa JOKYMEHTA.

58. OTpulaTeIbHBIN UMUK ITO

a) UMUK OpTraHU3alliy B 1I€JI0M, a HE €€ OTACJIbHBIX MOPa3ACICHHI;

0) UMUK, KOTOPBIN 00pa3yeTcs U3 psijia UMHJIKEN HE3aBUCUMBIX CTPYKTYP;
B) HAalll UMM/IZK, CO31aBaeMblil ONIIIOHEHTOM, CONIEPHUKOM, IPOTHBHUKOM.

59. Henpuiau4HO 3BOHUTH

a) 10 9.00 yacoB uiu Beuepom nocJe 22.00;
0) 1o 10.00 gacos mm BeuepoM mocie 21.00;
B) 10 12.00 yacoB unu Beuepom nocie 19.00;

60. Hecnenuduyeckuii OTBET oOpraHM3mMa Ha J000€ TNPEIbABICHHOE €My
TpeboBaHue, NpeAcTaBisiomee co0oil HampsykKeHHe OpraHu3Ma, HampaBlIeHHOE Ha
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IIPEOA0JIECHUE BO3HUKAIOLIUX TPYIHOCTEW U MPUCIIOCOOJIEHNE K BO3POCUIMM TPEOOBaHUSIM
- 3TO

a) crpec;

0) KOH(IUKT;

B) KOMIIPOMHMC.

METOIUYECKHUE MATEPHUAJIBI

Y4yeOHO-MeTOAMYEeCKOe W HHPOPMALMOHHOE o0ecredyeHHue: JICKIIMOHHBIMN
MaTepuall, CIIMCOK JINTEPATYPHI.

YciaoBuss A (GYHKIHOHMPOBAHMS  JJIEKTPOHHOW  MHGPOPMALMOHHO-
o0pa3oBaTeJIbHOW Cpelbl: cHCTEMa JUCTAHIIMOHHOTO OOYYEHHMs, DJIEKTPOHHAas
oubnuorexa, MoOHOOJNIOKH, Web-kamepbl, MUKPOQOHBI, HAYUIHUKH, MYJIbTHUMEIUNHBINA
MIPOEKTOP U 3KpaH, ceTb HTEpHET.

HOPMATHUBHO-ITPABOBBIE AKTbHI U CIIMCOK JIMTEPATYPbI

- ®enepanbHblil 3akoH 0T 29.12.2012r. No273-D3 «0O06 obpazoBanuu B Poccuiickoit
denepanny;

- ®enepanbabii 3ak0H OT 30.12.2001r. Nel197-®3 «Tpynosout Kogekc POy;

- Oepepanbubiii 3akoH oT 06 ampens 2011 r. No 63-03 «OO0 »31eKTpOHHOM
MOATTUCHY;

- Oepepanpublii 3akoH ot 27 uronsg 2006 r. No 149-®3 «O6 wundopmarumy,
UH(OPMAITMOHHBIX TEXHOJIOTHUSAX U O 3alUTe HHHOPMAITUNY,

- ®enepanbhbiii 3akoH OT 02 mas 2006 r. Ne 59-@3 «O nopsigke paccMOTPEHHS
oOpamennii rpaxkaan B Poccuiickoit denepanuny;

- ®enepanpubiid 3ak0H OT 01 urons 2005 r. Ne 53-@3 «O rocy1apcTBEHHOM SI3BIKE
Poccuiickoit @enepanmnmny;

- ®enepanbHblit 3ak0H OT 22 okTsa0ps 2004 1. No 125-D3 «OO6 apxuBHOM Jieie B
Poccuiickoit @enepanmnmny;

- ®enepanbubiid 3ak0H OT 29 nronsg 2004 1. Ne 98-D3 «O koMMeEpUECKON TalHE»

- ®enepanbhblil 3aK0H OT 21 o 1993 1. Ne 5485-1 «O rocy1apcTBEHHOM TaliHEY;

- IlocranoBnenue IlpaBurensctBa P® ot 15 wutona 2009 r. Ne 477 «O06
yTBepkaeHun [lpaBun nenompousBojcTBa B (enepalibHBIX OpraHax HCIOTHUTEIHLHOM
BIIACTHY;

- Ilocranosnenue IlpaButensctBa P® ot 13 asrycra 1997 r. Ne 1009 «O06
yTBepkaeHun [IpaBuyi TOATOTOBKM HOPMATUBHBIX TMPABOBBIX AaKTOB (eaepaabHbIX
OpraHoB MCHOJHUTEILHOU BIACTH U UX TOCYJAapCTBEHHOW PErUCTpaIluny;

- ITlocranoBnenue I[lpaBurennctBa PD ot 27 nexabps 1995 r. Ne 1268 «O6
YHOPSIZIOUEHUH W3TOTOBJICHUS, WMCIOJIb30BAHUS, XpPAaHEHUS M YHUYTOXKECHHS IeYaTrer u
0JIaHKOB ¢ Bocnpou3BeieHueM ['ocyaapctBeHHoro repoa Poccuiickoit deaepariumy;
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- Ilpukaz ®denepanpHoro apxuBHoro areHtcrBa ot 20 mexadpst 2019 roma Ne 236
«O6 yrBepxkaeHun IlepeyHss THUIOBBIX YHPABIECHYECKHX APXMBHBIX JOKYMEHTOB,
o0pa3yromuxcs B Mpoliecce AesITeNbHOCTA TOCYAapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO
CaMOYTIPABJICHUS U OPraHU3ALNMA, C YKA3aHUEM CPOKOB UX XPAaHEHUS;

- [locranosnenne Muntpyna Poccuu ot 26 mapta 2002 r. Ne 23 «O0 yTBepKaeHUH
Hopm Bpemenn Ha paboThl MO JOKYMEHTAIIMOHHOMY OOECIEUEHHUIO YINPaBICHUECKUX
CTPYKTYp GeaepaabHbIX OPraHOB HUCTIOTHUTEIHHON BIACTHY;

- IlocrtanoBnenne I'ockomcrata Poccum ot 05 suBaps 2004 r. Ne 1 «OO0
YTBEPXKACHUM YHUPHUIIMPOBAHHBIX (OPM MEPBUYHON YUETHOM JOKYMEHTALMU IO YYETY
TpyZAa U €ro oIiaThl»;

- IlocranoBinenne Muntpyna Poccum ot 25 wHosiops 1994 r. Ne 72 «OO0
YTBEPKACHUM MEXKOTPACIEBBIX YKPYIHEHHbIX HOpPMAaTHUBOB BpPEMEHU Ha paboThl 110
JOKYMEHTAallMOHHOMY 00€CTIEUEHHIO YIIPaBICHUS;

- IlocranoBnenune PenepanbHON KOMUCCUH IO PBIHKY LIEHHBIX Oymar ot 16 urons
2003 r. Ne 03-33/mc «O0 yrBepxknenun IlojokeHUs O TOPSAJIKE M CPOKax XpaHEHUs
JIOKYMEHTOB aKIIMOHEPHBIX OOIIECTBY;

- [Ipuka3z denepanbHoro apxuBHoro arenrcrsa ot 11 anpens 2018 roga Ne 43 «O0
YTBEPKJICHUH IPUMEPHOTO MOJIOKEHUS 00 SKCIEPTHOM KOMUCCUU OPraHU3aLUN»;

- [Ipuka3z MunuctepctBa o0pazoBanusi U Hayku Poccuiickoit @enepaunn ot 01.07.
2013 1. Ne 499 «OO0 yrBepxnenun Ilopsiagka opraHuzanum W OCYIIECTBIEHUS
00pa3oBaTeNbHOM  JIEATENIBHOCTH O  JIONOJIHUTEIBHBIM  MNPO(PECCUOHAIBHBIM
porpaMmmamy;

- [Ipuka3 MunucrepcTBa Tpya u couranbHoi 3auuTel PO ot 15 utons 2020 r. Ne
333 «O6  yTBepkaeHuu TnpodeccuoHambHOTO  cTaHaapra «CHenuaiucT 1o
OpPraHMU3aIlMOHHOMY U JIOKYMEHTAIIMOHHOMY OOECIICUEeHHUIO YIPaBICHUS OpraHu3auen».

-T'OCT P 7.0.97-2016 «Cucrema crangapToB 1Mo UH(GpOpMaIuu, OUOIMOTEHHOMY H
u3JaTeNbckoMy Aeny. OpraHu3alMOHHO-PACIOpsIUTENIbHAs TOKyMeHTalus. TpeOoBaHus
K 0(hOPMIICHUIO TIOKYMEHTOBY;

- I'OCT P 7.0.8-2013 «Cucrema ctanmapToB 1o MH(popmanuu, OMOIMOTEUYHOMY U
U3/1aTeIbCKOMY JIeiy. [{enonpon3BOACTBO U ApXUBHOE /1€710. TEpMUHBI U ONPEACIICHUSD;

- T'OCT P 50922-2006 «3amura wuHpopmanuu. OCHOBHBIE TEPMUHBI H
onpeeICHUs»;

- TOCT 6.10.4-84 «YHuduuupoBaHHble CUCTEMBbl JOKymeHTanuu. llpumanue
IOPUIUYECKON CHJIBI JOKYMEHTaM Ha MAIIMHHOM HOCHUTENE€ W MAalllMHOTpaMMe,
CO3J1aBa€MbIM CPEICTBAMH BBIUMCIUTENBHOU TEXHUKH. OCHOBHBIE TIOJIOKEHUSY;

- TOCT 6.10.5-87 «YHuduuupoBaHHble CUCTEMbI JOKYMEHTaluu. TpeOoBaHus K
NOCTPOEHHUIO (popmytsipa-oOpasziar;

-T'OCT 17914-72 «O0610XKHU 1€7 JUIUTEIbHBIX CPOKOB XpaHEHUs. THUIIBI, pa3Mepsl
U TEXHUYECKHE TPEOOBaAHUSY;

- TOCT P 34.10-2012 «HMudopmanuonnas texnonorus. Kpunrorpaduueckas
3amuTa uHpopmarmu. [Ipouecchl popMupoBaHus U MPOBEPKU AIIEKTPOHHON IUGPPOBOI
HOJAMKUCHY;

- 3aiiueBa, E. B. Jlemonpous3BoAcTBO U JAOKYMEHTOOOOPOT B CHCTEME
rOCyAapCTBEHHOT0O M MYHHUIMIAIBHOTO yrpaBlieHus: yueO.-meron. mocooue / E. B.
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3aniuieBa, H. B. 'onuapoBa ; M-Bo oOpa3oBanusi u Hayku Poc. @enepanun, Ypan. denep.
yH-T. — ExarepunOypr : U3n-Bo Ypan. yu-ta, 2017. — 178 c.

- 3amemimaa E.A. DTtuka u ricuxoiorus aenosoro oomnienns. M.: PUOP, 2006.

- Kopxyk B.M., [Tonos MN.10., BopoObeBa A.A., 3aliMIIEHHBII JOKYMEHTOOOOPOT.
Yacte 1: Yuebno-meronnueckoe mocodue — CI16: Yuausepcuter UTMO, 2021. — 67 c.

- Kynsies H.H. ndpopmarimonHbsie TEXHOIOTUU B JOKYMEHTAIIHOHHOM 00€CTIeYeHUH
yIpaBiIeHUs U apXuBHOM jene: yueOHuk st By3os / H.H. Kynses, T.B. Konapaiuosa,
E.B. TepentseBa, A.I'. ®abpuunoB / mox obmr. pen. a.10.H., npod. H.H. Kynsesa. — M.,
2016.—408 c.

- Maxkapos b.®., Henorona A.B. /lenoBoii 3TUKET 1 00IIIeHNE.

- Ilcuxonorust u stuka npenoBoro obmenus/ Ilox pen. B.H. JlaBpunenko. — M.:
Onutn, 2002. — C.267.

- Ilcuxonorus u stuka nenoBoro od6menus/ Ilox pen. B.H. JlaBpunenko. — M.:
FOnutu, 2002. — C. 292-294.

- Peibankuna 3.M. JIoKyMeHTOOOOPOT U JEeTONPOU3BOJCTBO: Kypc Jekumi / 3.M.
Pei6ankuna. — Ilensa: III'YAC, 2014. — 196 c.

- ®uonona, JI. P. ®61 OcBoenue npodeccHOHANbHBIX KOMIIETEHUUNA B cdepe

JOKYMEHTAIMOHHOTO oOecrieueHust ynpasnenus: yue0. / JI. P. ®uonosa. — Ilenza: M3a-Bo
[y, 2016. - 200 c.
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