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MNOACHUTEJIbBHAS 3AIINCKA

[Iporpamma mnpodeccrHoHaTbHON TOATOTOBKM MO TpodeccusiM padounx U JAOHKHOCTIM
ciyxamux (nanee - [lporpamma), pazpabotana B COOTBETCTBUU ¢ HopMamu DeiepaabHOro 3aKoHa OT
29 nexabps 2012 roma Ne 273-®3 "O6 obpaszoBanmu B Poccuiickoit ®denepamuu" c yderom
TpeboBanuii [lopsiaka oOpraHuM3alud W OCYIIECTBJIECHUS 00pa30BaTENbHON IEATENbHOCTH I10
OCHOBHBIM IIporpamMmam Mpo(hecCHOHAIBHOr0 00y4YeHHMs, YTBEPKIACHHOr0 MpHKa3oM MUHHCTEpCTBa
npocsemieHns PO or 26 asrycra 2020 roma Ne 438 (3apeructpupoBano B Muniocte Poccun 11
centssops 2020 roxa, peructparuonubiii Ne 59784).

[Iporpamma mnpodeccHoHanbHOTO OOYYEHHUs MPEACTABISET COOOH CHCTEMYy TOKYMEHTOB,
paspabortannyio u yrepxaennyio AHO 10 « AHCTUTYT TEXHOJIOT U VIIPABJIEHUS» Ha
OCHOBaHMM  TpodeccHoHaNbHOro  cragaapra "CoeuumalucT 1O  OpraHU3allMOHHOMY |
JTIOKYMEHTAIIMOHHOMY OOCCTICUCHHIO YIpaBICHHUs OpraHu3anuei’’, yrBepxaeHHOro I[Ipukazom
MUHUCTEPCTBA TpyJa U coluanbHO 3amuTel PO ot 15 nrons 2020r. Ne333H, 3aperucTpupoBaHHOTO
B Muntocte P® 15 urona 2020 r., peructpaniioHHbiii Ne 58957.

[Iporpamma ompeznensieT MHUHUMAIbHBIA 00BEM 3HAHUH W YMEHHH, KOTOPBIMH JIOJIKEH
obnagars «Cekperapb-aIMUHUCTPATOP» NPH 3aHITUU COOTBETCTBYIOLIEH JOIKHOCTH.

Cpok ocBoeHHs Tporpammbl InpodeccruoHanbHOro oOyueHus: mno mnpodeccun «Cekperapb-
aIMUHUCTPATOP» COCTaBIAET 3,5 MecsIa, 00ydeHne MpoBOAUTCS 5 pa3 B HeACHO (8 akaJIeMUIecKuX
4acoB B JICHB).

Tpy10eMKOCTb OCBOGHHS CHyIIATENIIMU IPOrpaMMbl  IPOQPECCHOHATBHOIO  OOy4YeHHMS
coctaByisieT 520 yacoB, U3 KOTOPBIX 296 4acoB OTBOIATCA Ha JEKIMOHHbIC 3aHATHSA, 90 yacoB Ha
MpaKkTUYecKue 3aHsATHsA, 116 YacoB Ha caMOCTOSTENBbHYIO paboTy, 12 YacoB KOHCYJbTaluu, 6
aKaJeMHYECKHX 4acOB — Ha aTTECTALINIO.

®opma 00ydeHHUssT — JUCTAHLUUOHHAs C IPUMEHEHHUEM DJEKTPOHHOIO  OOydYeHMs
JTUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHH B COOTBETCTBHH C JCWCTBYIOIICH HOPMATHBHOU
6a30i.

KonndectBo 4acoB, OTBOJMMBIX Ha H3y4CHHME OTICIBHBIX TeM (MOAYyJeH) NpOorpamMMmsl,
[IOCJIEIOBATENBHOCTh UX M3YYCHUE B ClIydyae HEOOXOAMMOCTH MOXXHO M3MEHSATH B Mpeeax oOIero

KOJIMYECTBA Y4EOHOTO BPEMEHH.



HopMaTuBHBIE T0KYMEHTHI /151 pa3padoTKu NPOrpaMMbl

[IporpamMma pa3paboTaHa B COOTBETCTBHH C TpeOOBAaHHMSIMH HOPMATHBHO-TIPABOBBIX

JOKYMECHTOB!:

1.

®denepanpHoro 3aK0Ha 0T 29 nexadps 2012 r. N 273-03 "O6 obpazoBanuu B Poccuiickoit
Oenepannn" (¢ n3menenusmu Ha 11 urons 2022 roga);

[Ipuka3 MunucrepctBo npocemeHuss Poccuiickoit @enepaunu ot 26 aprycra 2020 roga N
438 «O0 yrBepxnenuu [lopsiaka opraHuzani M OCYIIECTBICHUS 00pa30BaTEbHOM
NESTeIbHOCTH 1O  OCHOBHBIM  IporpaMMaM  Npo(ecCUOHAIBHOTO  OOydeHHUs»
(3apeructpupoBano B Muntocte Poccun 11 centsiops 2020 roga, perucrpannoHHbIA No
59784).

[Ipukaz MunncTepcTBa obpazoBanuss u Hayku P®D ot 23 asrycra 2017 r. N 816 "O6
YTBEpKICHUH [Topsinka IIPUMEHEHHUS OpraHM3alMsIMH, OCYILECTBISAIOLUMHI
o0pa3oBaTeNbHYIO NeSITEIbHOCTbD, 3JIEKTPOHHOTO oOyueHus, JUCTAaHIIMOHHBIX
o0pa3oBaTeNbHBIX  TEXHOJOTMH TpuU  peanu3andd  oOpa3oBaTeNbHBIX  Mporpamm’
(3apeructpupoBano B Mwuntocre P® or 18 centadps 2017 roma, peructparmoHHBIA Ne
48226);

IIpuka3 Munnpocsemenus Poccun ot 25.04.2019 Ne208 «O BHeceHMHM HW3MEHEHMH B
[Tepeuenr mpodeccuit pabounx, MOHKHOCTEH CIIYXaIluX, MO KOTOPHIM OCYIIECTBIISICTCS
npodeccuoHaabHOe 00Y4YeHHE YTBEpXKIEHHBIM NpuKa3zoM MuHHCTEpCcTBAa 00pa3oBaHUS H
Hayku P® ot 2 uronst 2013 . N 513.

OOmepoccuiickuii  knaccupukarop mpodeccuit pabouux, TOHKHOCTEH CIyXalluX H
tapuubix paspsanoB OK 016-94 (OKIIATP) npunst nocranosienuem ['occrangapra PO ot
26 nexabps 1994 r. Ne 367 (¢ uBMEHEHUSIMU U JTOTIOJTHEHHUSIMH );

[Tpodeccronanbublii cTangapt "CHenuamicT Mo OpraHu3aMOHHOMY U JIOKYMEHTAIIHOHHOMY
oOecrieueHnIo yIpaBJIeHUsT opraHnu3aieii”, yreepskaeHnoro [Ipukasom MUHHCTEpCTBA Tpyda
u counanbHOM 3amuThl PO ot 15 uronsa 2020r. Ne333H, 3apeructpupoBaHHOTO B MUHIOCTE
P® 15 urons 2020 r., peructpanmonubiii Ne 58957.


https://docs.cntd.ru/document/565697399#6520IM
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1. OBIIAA XAPAKTEPUCTHUKA ITPOI'PAMMBI

1.1. Heab peanusanuu nporpamMmmbl

Hean: dopmupoBanue y oOydarommxcs MpodhecCHOHATBHBIX KOMIIETCHIIHH, HEOOXOIUMBIX
JUISL BBITIOJTHEHHE HOBOTO BHUA MPO(ECCHOHATBLHON NESITEILHOCTH B OOJIACTH OPraHU3allMOHHOTO U
JOKYMEHTAITMOHHOTO 00eCTIeUeH sl YIPABICHUS OPTaHU3aUsIME JIIOOBIX OpraHU3allMOHHO-TTPABOBBIX
dopm™m, mpuoOpeTeHHe HOBOW (IOMONHUTENBHON) KBamudukamuu 1o mnpodeccun «Cekperapb-
aJIMAHUCTPATOPY.

1.2. XapakTepucTHKA HOBOI0 BU/1a NP0 ecCHOHAIBbHOM 1eATeIbHOCTH

OobacTh U 00beKTHI MPO(PECcCHOHAILHOM 1eATETbHOCTH
Ob6nactpio MpodecCHOHANBHON NeATeNbHOCTH CIyIIATENeH, OCBOUBIINX MPOPECCHOHATHHYIO
POTPaMMYy SIBIISICTCS: BBIITOJHEHHE TEXHUYECKUX (DYHKIMH MO 0OECIEYeHUI0 W O00CITY)KUBAHHIO
paboThl PYKOBOAMTENS OPTaHU3AIMH, CBS3aHHBIX C TOJITOTOBKOH, XpaHEHHEM, O0pabOTKOW C
TIOMOIIIBIO CPEICTB OPTaHW3AMOHHON TEXHWKH HEOOXOAMMOW WH(POpPMAIUU M JTOBEICHHEM €€ 10
nOTpeOUTESI.
OObextamu PO(PEeCCHOHANBHON NIESTETFHOCTH CITyIIaTeIed, OCBOMBIIMX JIONOJHHTEIBHYIO
po(heCcCHOHATLHYIO TPOTPaMMY SIBIISFOTCS:
— JIOKyMEHTHpOBaHHAasi HH(pOpMaIus;
— TIPOIIECC TEXHUYECKOTO 00CITYKUBAHHSI PAa0OTHI PYKOBOIUTEIIS;
— OpraHu3alMoOHHAs TEXHUKA.

Buabl npodgeccnoHaNbHON AeATEJBLHOCTH M 3aJa4d, KOTOpPbIe JO0JKHBI ObITh IOTOBBI
pelaTh cJAylIaTe/] I, OCBOMBIINE MPOrpPaMMy

BunoMm mnpodeccrnoHambHONW AEATENbHOCTH ClyllaTeNeil, OCBOMBIIMX MPOQEecCHOHATBHYIO
POrpaMMYy SIBIISIETCS:

BILJ] 1. OpranuzanunonHoe obecrieueHne AesITeNbHOCTH OpraHu3aIiuu

CrnymaTenu, OCBOMBIIME MPOTpaMMy B COOTBETCTBHM C BUIOM MpodeccHoHaNbHOM

NeSITeIbHOCTH, Ha KOTOPBIH OpPUEHTHPOBAaHA JOJDKHBI OBITh TOTOBBI pEIATh  CJEIYIOIIUe
npodeCCHOHAIIbHBIC 3a/1a4H:

— OpranuzoBbeIBaTh  JIOKYMEHTOOOOPOT B  OpraHM3allud C  UCIOJIb30BAHUEM
COBPEMEHHBIX BUJIOB OPraHU3aLMOHHON TEXHUKH;

— CocraBnsTh, penakTUpoBaTb U OQOPMIISTH OpPraHU3aALUOHHO-PACTOPATUTEILHYIO
MOKYMEHTAIMI0,  CO3[aBaeMyl0 B  OpraHu3alMH, COIJIaCHO  TpeOOBaHUAM
locynapctBennbix  cranpaproB  (I'OCT) mno odopmieHHIO JTOKYMEHTOB C
HCIIOJIb30BAaHNEM COBPEMEHHBIX BU0B OPraHU3aI[MOHHON TEXHUKU;

— OpranuzoBbIBaTh  JIOKYyMEHTOOOOPOT B  OpraHM3allud C  HCIOJIb30BAHUEM
COBPEMEHHBIX BUJIOB OPraHU3alMOHHON TEXHUKH;

— OCTaBJIAATh U O(GOPMIIATH HOMEHKJIATYpY el OpraHu3auud, (OopMHpOBaTH jeia B
COOTBETCTBUHM C YTBEPXJCHHOW HOMEHKIATYpO#, oOecreunBaTh MX COXPAHHOCTH B
TEKyIIeM  JIeJIONPOU3BOJACTBE C  HCIOJIb30BAaHMEM  COBPEMEHHBIX  BHUJOB
OPraHU3alMOHHON TEXHUKHU;

— OcymecTBisTh MOATOTOBKY €I K Nepe/laue Ha apXUBHOE XPaHEHUE;

—  Koopauauposats paboty oduca (mpueMHON PYKOBOIUTEIS), OPTaHU30BBIBATh TIPUEM
MOCETUTENEH, TPUEM U paclipesiesieHe TeIe(OHHBIX 3BOHKOB OpraHU3aliu.

1.3. TpeboBaHus K pe3yJabTaTaM OCBOEHHUsI MPOrPpaMMbl

C nenbio OBNAJeHNUs YKa3aHHBIM BHIOM IPOQECCUOHATIBHON NESITEIbHOCTH CIYyLIATENb B X0J1€
OCBOCHMS TPOTPaMMBbl B COOTBETCTBUH C MNpodecCHOHAIbHBIM cTaHmaproM "Crenuamuct 1o



OpTraHU3AIlMOHHOMY H®  JIOKYMEHTAllMOHHOMY OOECIICUCHHMIO  YIpaBJEHUS OpraHu3amuei’,
yTBepxAcHHOro Ilpukazom MuHUCTEpCTBa TpyAa U couuanbHON 3amuTel PO ot 15 urona 2020 r.
Ne333n, 3apeructpupoBanHoro B Muntocre P® 15 wurons 2020 r., perucrpanmonusiii Ne 58957
JIOJDKEH OBJIAJIETh CICAYIOIUMH NMPO(ECCHOHATBHBIMUA KOMITETCHLIUSMH COOTBETCTBYIOIIMMHU BHLY
npodhecCuoHaNBbHOM e TEIbHOCTH

[IK 1.1 IIpuem u pacnpezneneHue TeaeGOHHBIX 3BOHKOB OpTaHU3aIIH;

[1K 1.2 Opranu3zarust pabOThI ¢ TOCETUTESIMU OpraHU3AIINH;

[1K 1.3 BeinonaHeHrne KOOPIUHUPYIOUINX U 00€CIIeUnBAIOIINX (PYHKINH.

B xone ocBoeHus mporpammsl mpodheccuoHaTbHOTO 00yUYEHUS CIYIIATENb JTOJIKEH:

3HATh.

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

IIpaBUJIa B3aUMOJAEHCTBYS ¢ NapTHEpamu, kineHtamu, CMU;

METOAMKY TpPEABAPUTEIHLHON OIEHKH coOeceHUKa M BO3ACHUCTBUS HAa HErO0 B XOJe
Tes1e()OHHBIX TIEPETOBOPOB;

METOAMKY YCTaHOBJIECHUS KOHTAKTA, MOAJIEPKAHUS U PA3BUTUS MEXIINYHOCTHBIX OTHOILICHHIA;
IICUXOJIOTHYECKUE METO/Ibl BO3AECHCTBUS HA KOHKYPEHTOB,

HE1I00pOCOBECTHBIX MAPTHEPOB, HEXKEIATEIbHBIX KIIMEHTOB;

CHOCOOBI yX0/1a OT HeXeNaTeIbHBIX BOIPOCOB;

COOTBETCTBYIOIIIE CTAaHAAPTHl O€30MacHOCTH TPyJa, SKOJIOTHYECKOIO 3aKOHOIATENbCTBA,
HOPM, IIPAaBUJI U UHCTPYKLUHU IO OXpaHe TPYAA;

npaBuJjia 3alTUThl KOHPUACHITMATBLHON CITy>)keOHON nH(DOpMaInu;

IpaBUJIa OPraHU3aLUU IPHEMa OCETUTENEH;

IICUXOJIOTHYECKUE OCHOBBI U IIPaBUIIA JEJIOBOTO OOLICHMS;

CTPYKTYpY  OpraHM3allMM ¥  paclnpejieieHue  (QYHKUUH  MeXAy  CTPYKTYpHBIMHU
MOJPAa3/ICICHUSIMH U CTIICIUATNCTaMH;

IIpaBUJIa OPraHU3aLUU IPHEMOB B O0QucCe;

MpaBujIa CEPBUPOBKHU YafHOTO (KOEHHOTO0) CTOMA;

IpaBUJIa IPUTOTOBIICHHS U TIOJJAUU FOPSYUX HAITUTKOB U 3aKYCOK K HUM,;

IICUXOJIOTUYECKUE METOJbl BO3JEHCTBHMSI Ha IIOCETUTENEH ICUXOJIOTUYECKUE IPUEMBI
pa3pelieHns KOHQJIMKTHBIX CUTYaIHii;

IpaBUJIa 3aUIUTHI KOH(QUACHIIUAIBEHON CITy>KeOHOH nH(pOopMaIiy;

METO/bI U IPUEMBI BEJCHUSI KOHTPOJISI COTPYTHUKOB;

ATUKY JIEJIOBOTO OOIICHHUS;

YIPaBJIEHYECKYIO CTPYKTYpPY OpTraHU3aliH, PyKOBOACTBO OPraHU3ALUH, KPYT IOJTHOMOYHUM 1
OTPaHUYEHUS UX 30H OTBETCTBEHHOCTH.

yMeTb:

UCIIOJIb30BAaTh CPEACTBA KOMMYHUKAIIMOHHOW OPITEXHUKU Ui TOJYYEHHS M Iepeadu
uHpOpMaLnu;

BECTHU YYETHBIE PETHCTPAI[IOHHbIE ()OPMBI, UCTIOIB30BATh UX Il HH()OPMALIMOHHON paboThI;
HNPUMEHSATH ITPUEMBI IICUXOJIOTHYECKOTO BO3/ICHCTBHS Ha COOECETHIKOB;

CTJIaXXHBATh KOH(IIMKTHBIE M CIIOKHBIE CUTYAIIMH MEXINYHOCTHOTO B3aUMOJICHCTBHS;
COOJIIOIaTh CITY)KEOHBIN STHUKET;

BJIAZICTh MPHEMaMHU OOILCHHUS C TOCETHTEISIMH;

OpraHU30BBIBAaTh U 00ECICYMBATH JINUYHBIE KOHTAKTBI PYKOBOIUTEIIS;

UCIIOJIb30BATh  TICUXOJIOTHYECKHE MpPUEMBl  YOEXKIAIOIIEro BO3ICHUCTBHS  YIPaBIAThH
KOH(JIMKTaMHU;

YUUTHIBATh  IICHMXOJOTMYECKHE OCOOCHHOCTM  JHMYHOCTH TPH  PA3IWYHBIX  BHAAX
po)eCCHOHAIBHOTO OOIICHHS;

UCIIOJIb30BATh YCTAHOBJICHHBIE MIPABMJIA U MPOIIEYPhl KOMMYHUKAIIMH BHYTPU OpraHU3aIiH;



— BECTH YYETHBIC ()OPMBI, UCIIOJIB30BATh UX IS PaOOTHI;

—  CO3/1aBaTh MOJIOKHUTEIBHBIA UMUK, COOTBETCTBYIOIINN UMHUKY OpraHU3aIlNN;
— TPHHAMATH MEPHI IO PA3PEHICHUIO KOHPIMKTHBIX CUTYAIIHH;

— obecrnieunBaTh KOH(DHUACHIMAIBHOCTH HH(POpMAIINH;

— OIICHHMBATh PE3YJbTAThl B PAMKaX IMOCTABJICHHBIX 33]1ad.

UMeTh MPAKTHYECKHii ONbIT:

— IepeHarpaBieHHs Tele()OHHBIX 3BOHKOB PYKOBOJICTBY M COTPYIHUKAM OpraHU3aluu;

— PErUCTpaIuy MOCTYMAOUUX TeNe(OHHBIX 3BOHKOB;

— ToJydeHHUs HeoOXoaAuMoW MH(OpManuu M mepefayd CaHKIIMOHHUPOBAHHOW MH(OpMAIUH 1O
Tenedony;

— BCTPEYM MOCETUTENEH, MOJIY4YEHHs NMEepPBHYHON MH(OPMALMH O MOCETHUTENSX W MOMOIIH B
OpraHU3aluy UX IpUeMa PyKOBOJICTBOM U COTPYJHHKAMHU;

— BeJeHHs KypHajia 3aliCy NOCETHTENCH;

— ydera rmocetuTesell 1 0popMIICHHs IPOMYCKOB;

—  COACHUCTBUSA ONEPATHBHOMY PACCMOTPEHHIO TTPOCHO U MPEIIOKEHUI TTOCETUTENIEH;

— IpueMa U Mepeaadyn JOKyMEHTOB ITOCETHTENEH PYKOBOJCTBY U COTPYAHUKAM OpraHU3aIIH;

— Iepefavd JOKYMEHTOB Ha XpaHEHUE B apXHB.

1.4. TpeGoBaHusi K yPOBHIO NOATOTOBKH NOCTYNAKOIIEr0 HA 00y4eHHe, He0OXOAUMOMY [LJIsI

OCBOEHHS IPOrPaMMBbI

K ocBOEHUIO OCHOBHBIX MPOrpaMM MpohecCHOHATEHOTO 00y4eHus 1o npodeccusiM pabodnx,
JOJDKHOCTSIM  CITY’KaIllUX JIOIYCKAOTCsl JIMIAa pa3jIMYHOrO BO3pacTa, B TOM 4YHCIE HE HMEIOIIUE
OCHOBHOTO OOIIEr0 MM CpeAHero ooOmero oO0pa3oBaHMs, BKIIOYAs JHIl C OrPaHHMYCHHBIMH
BO3MOKHOCTSIMH 3/I0POBBS (C pa3IMuHbIMU (hOpPMaMH YMCTBEHHOM OTCTaJIOCTH).

[IporpamMma oOpHEHTHpPOBaHa Ha ClymaTenei, oOJamalomux HEOOXOAUMBIM YPOBHEM
KOMITbIOTEPHOM I'PAMOTHOCTH AJISl AUCTAHLIMOHHOTO O0OyUEeHHUS.

1.5. Tpynoemkocth 00yuyenusi — 520 4acoB 3a BeCh Mepuoj OOyUEHHUs, BKIIOYAsT BCE BHUIBI
ayJUTOPHOM 1 BHEAYIUTOPHOMU (CaMOCTOSTENbHOI) yueOHOM paboThI CayIIaTeNs.

1.6. ®opma oOydeHus] — UCTAHIIMOHHAS C TPUMEHEHHUEM DJEKTPOHHOTO OOY4YEeHHS U
JTUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHH B COOTBETCTBHH C JCWCTBYIOIICH HOPMATHBHOU
0a3o0ii.

1.7. PexkxuMm 3aHsiTHII — yueOHasi Harpy3ka yCTaHaBIMBAaeTCs 8 akaJIeMHUYECKUX YacoB B JICHb,
He Oonee 40 yacoB B HeJeINI0, BKIIIOYAst BCE BUBI ayAUTOPHON U BHEAYAUTOPHOU (CaMOCTOSITETIHLHON)
y4aeOHOM pabOThI CITyIIaTeNeH.



2. COAEP)KAHUE IMNPOI'PAMMBbI

NnporpamMmMsbl NPodeccuoHAIBLHOM MOATOTOBKH

2.1. Y4eOHBINH J1aH

"Cekperapb-aiAMUHHCTPATOP""

Hean — dopmupoBanue y oOydaronuxcs mpohecCuoOHaIbHBIX KOMITETCHIIHM, HEOOXOIMMBIX
JUIS BBITIOJTHEHUSI HOBOTO BU/A MPO(ECCHOHAIBHONW NEATETbHOCTH B OOJACTH OpPraHU3allMOHHOTO U
JOKYMEHTAITMOHHOTO 00eCTIeUeH sl YIPABICHUS OPTaHU3aLUSIMH JIIOOBIX OpTraHU3alMOHHO-TTPABOBBIX
dopmMm, mpuoOpeTeHHEe HOBOM (IOMONHUTENBHON) KBamudukanmuu 1o mnpodeccun «Cekperapb-
aJIMAHUCTPATOPY.

Kateropusi caymareneid — naumna 0e3 mpeabsBiIeHUs TpeOOBaAaHWU K YPOBHIO 00pa3oBaHWS,
€CIIM HHOE He 00YCIIOBJICHO CIIEU(PHUKON peann3yeMoi 00pa3oBaTeIbHON MPOTrPAMMBI.

Cpok o0yuenus — 520 yacos.

®opma oO0yuyeHHs —

JlucraHMOHHAsT C TPUMEHEHUEM DJJEKTPOHHOro OOydeHus |

JTUCTAHIIMOHHBIX 00pa30BaTEeNbHBIX TEXHOJOTHH B COOTBETCTBUU C JEHCTBYIOIIEH HOPMAaTHBHOMN

6a3oii.
Ne HaunmenoBanue y4eOHBIX Bcero, B ToM uucne ®opmMma
n/n JUCLIUATUIMH qac Jlexuuu | INpaktudeckue | Camoctosi | KOHTPOIIS
3aHSTHS -TeTbHas
paborta

1 | Moayns 1. OcHOBBI 58 o8 18 12 TectupoBan
CEKPETapCKOro Jiesa. ue

2 |Moagyns 2. Drtuka WU TectupoBan
IICUXOJIOTHUS JIEJI0BOTO 58 28 18 12 ne
OOIICHMSI, pEUEBOI ITHKET.

3 | Moayns 3. Kontponbsa
WNudopmannoHusle ast pabota
TEXHOJIOTHH B 42 26 6 10
JOKYMEHTAI[MOHHOM
o0ecrieuyeHunu.

4 | Monynb 4. KonTponba
JIoKyMeHTaImoOHHOE 274 166 48 60 ast pabota
o0ecreyeHre ynpaBIeHHUs.

5 | Moaynb 5. TectupoBan
KondunennuansHoe 70 48 29 e
JIeJIONPOU3BOJICTBO U
3amuTa HHQOpPMAIIHH.

6 | Koncynpranum 12

7 | UroroBas arrecraius 6 KBamuduka

IMOHHBIN
JK3aMeH
7.1 | B T.4. TECTUpOBAHHE 1 Tect
7.2 | mpakTHYecKas 5 [TIKP
KBaJIM(HUKAIIMOHHAs paboTa
UTOIO: 520 296 90 116



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

NnporpamMmMbl NPoPeccCuOHAILHONH MOATOTOBKH

2.2. Y4eOHO-TeMATHYECKHI IJIAH

"Cekperapb-aIMUHHCTPATOP»

No | HammenoBanue yueOHbIX | Bceero B Tom uucine dopma
n/ JUCUUIIIIH ,dac | Jleknuu [IpakTnueckue CamocTos- | KOHTPOJIA
I 3aHATUSA TeNnbHas
paborta
1 | Moayas 1. OcHoBHBI 58 o8 18 12 TecTupon
CEKpPeTapCcKoro jeJa. aHue
1.1 | Tema 1. Cexkperapp B
OpraHu3aIyy. Ucrtopus 12 6 4 2
pa3BUTUS  CEKPETAPCKOM
JIeSITENIbHOCTH.
1.2 | Tema 2. Opranuzanus
pabouero MecTa
cekperapsi. O6opynoBaHue
MIPUEMHOI oduca 18 8 6 4
TEXHUYECKUMHU
CpeICTBaMH.
1.3 | Tema 3. IInanupoBanue u
OpraHu3aIus pabouero | 28 14 8 6
BpPEMCHH.
2 | Moayas 2. DTHKa ©
NCHXOJIOrHS  1eJ0BOrO | g 28 18 12 TecTupon
o0ImeHns, pedeBoii aHue
ITHKET.
2.1 | Tema 1.
[MpodeccuonanvHas 3THKa 24 12 6 6
CeKpeTapsl.
2.2 | Tema 2. ITpuem 28 16 12 6
MOCETUTENEH.
3 | MoayJab 3.
HNupopmannoHHbIe KonTpoa
TEXHOJIOTHUH B| 42 26 6 10 bHasl
AOKYMEHTAIlHOHHOM paGora
ol0ecrnieyeHUH.
3.1 TeMal.HPaBHna pa?ona 20 10 6 4
¢ 0(pUCHOM TEXHUKOM.
3.2 | Tema 2. Mcrionb30BaHue
CTaH/IapTHOTO
MIPOrPaMMHOTO 29 16 6
o0ecrniedyeHus Jyist
OpraHu3aIu
JIeJIONPON3BOICTBA.
* ?[/Ioolilgx;munmmoe * Kontpox
274 166 48 60 bHasA
ol0ecreyeHue
paGora
ynpaBJieHHS.
4.1 | Tema 1. Opranuzauus 58 30 16 12

ACJIOIMMPOM3BOJCTBA.
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4.2

Tema 2. JIOKyMeHT, €ro
(GyHKINH, OCHOBHBIE
CHOCOObI
JOKYMEHTHUPOBAHMUSI.

66

38

16

12

4.3

Tema 3. CucreMsl
,Z[OKYMGHTaI_[I/II/I.

58

30

16

12

4.4

Tema 4. Homenkmnarypa
nen. Odopmienue u
XpaHeHUe TOKYMEHTOB.

50

38

12

4.5

Tema 5. OcHOBEBI
apXHUBOBE/ICHMS.

42

30

12

Monyab 5.
Kondunennuanbnoe
AeJIONPOU3BOJACTBO H
3amMTa MHGOPMAITUN.

70

48

22

TecTupon
aHue

5.1

Tema 1. CymHOCTb,
3a7aui M OCOOEHHOCTh
KOH(pHUACHITHATHHON
uHpopMaluu.

18

12

5.2

Tema 2. IlepconaibHble
JaHHBIE. CayxeOHast
TalHAa.
[TpodeccuonanbHast
TaifHa. Kommepueckas
TaifHa.

26

18

5.3

Tema 3. Opranuzauus
paboThI C
KOH(HUACHITMATHHBIMH
JIOKYMEHTaMHU.

26

18

Koncynpranuu

HTorosas arrecranus

KBamudu
KAIMOHH
bIi
IK3aMeH

7.1

B T.4. TCCTUPOBAHUC

[

Tect

7.2

MpaKTHIeCcKas
KBaJTM(DUKAITOHHAS
paborta

[TIKP

UTOI'O:

520

296

90

116




2.3 KanennapHblii yueOHbIii rpaduk

HaumenoBanue pasnuenos,
MOJyJIei

KomuuecTBo yacoB 1o HEACTAM

6

7

8

9

10

11

12

13

Yacel

Monyinb 1. OcHOBBI
CEKPETapCKOro Jena.

40

18

58

Monyib 2. OTHKa U
TICUXOJIOT S JIEIIOBOTO
0OIIIeHUsI, PEYCBOM ITHUKET.

22

36

58

Mopynb 3.
Nudopmarnmonusie
TEXHOJIOTUH B
JOKYMEHTAITHOHHOM
o0ecreveHuN.

38

42

Monyib 4.
JIoKkymMeHTalmoHHOE
obecrieueHre yrpaBJICHHS.

40

40

40

40

40

40

32

274

Monyib 5.
KondunennmansHoe
JIEJIIONPOU3BOJCTBO U 3alIUTa
nHpopmaruu.

40

22

70

Koncynbranun

12

12

HTorosas arrecranus

HUTOI'O:

40

40

40

40

40

40

40

40

40

40

40

40

40

520
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2.4. Conep:xkanue yueOHBbIX MOayJIei
nporpamMmbl NpogeccuoHAJIbHOM MOATOTOBKH
"Cekperapb-aiMUHHCTPATOP""

Moayab 1. OCHOBBI CeKpPeTapCcKoro jaeJa.

Tema 1. Cexpemapv 6 opeanuzayuu. HMcmopus pazeumusi ceKpemapckou OesamenbHOCHU.
3HaueHUe OPraHU3alMOHHOIO U JIEJIONPOU3BOJACTBEHHOTO OOECIIEUEHUS! CEKpeTapeM NesTeIbHOCTH
PYKOBOAMTENSI B COBPEMEHHBIX YCioBUsX. Poib cekperaps B CTPYKType IJOKYMEHTAIMOHHOTO
oOecrnievyeHus yrnpaBIeHUs] OpraHUu3alueH.

[IpakTudeckas padora: CocTaBieHue pe3toMe U aBToOnorpaduu Ha JOHKHOCTh CEKpeTapsl.

Tema 2. Opeanusayus paboueco mecma cekpemaps. Qo6opyoosanue npuemHou oguca
mexHuyeckumu cpeocmseamu. KoMmploTepHble mporpammsl B padoTe cekpetapsi. CpencTBa CBs3u.
Opranuzanys ¥ aBTOMaTH3alus paboyero Mecra cekperaps. ODpProHOMHYecKHe TpeOOBaHMS K
yCIOBUSIM Tpyda cekperaps. OCHOBHBIC NOKYMEHTHI, PETJIAMEHTUPYIOLIUE OpPraHHU3aIUi0 pabodnx
MECT, CaHUTapHble TpeOoBaHUS U HOpMBI. ObecrieueHne odpuca KaHIEIIPCKUMU U X035IICTBEHHBIMU
NPUHAJISKHOCTSIMH. PalmoHansHOe OCBEIIeHUEe, BETOBOE O(OpMIIEHUE, WHTEphep, (UTOAN3ANH
npuemMHoit. ObecnieueHne opurca anTeyKord U MPOTUBOIIOKAPHBIMHA CPEICTBAMHU.

[MpakTudeckas padora: Opranuzanus pabo4ero Mecra CeKperapsi.

Tema 3. Ilnanuposanue u opeanuzayus pabove2o gpemeru. Poib cekperaps B MIIAHUPOBAHUU
pabodyero HHS PpYKOBOIUTENS. 3aBUCUMOCTh JESATEIBHOCTH CEKperaps oT pabodero IHs
pykoBoauTtens. [lmanupoBanue paboThl cekperaps. Du3nyUecKue yNpaXHEHUs. 3arpyKeHHOCTh B
TedeHune padbodero qHs. Pexxum Tpyaa u oTabIxa.

[IpakTuueckass pabora: OpranmzaninoHHOe W WHGOPMAIIMOHHOE  B3aMMOJICHCTBHE
PYKOBOJUTEIS U CEKpPeTapsi B MPOIECCE COBMECTHOU PabOTHI.

Moayab 2. ITHKa U ICUXOJIOTHSA 1eJI0BOT0 O0LEHUsI, pe4eBOii ITHKET.

Tema 1. Ilpogeccuonanvnaa smuka cekpemaps. Buemnuit Bua cexperaps. [lpaBuna BeaeHus
nenoBoil 6ecenbl. B3anMooTHOLIEHUS cekpeTapst ¢ KOJUIEKTUBOM. JleoBble U JTMYHOCTHBIE KauecTBa
cekperapsa. Umumxk cekperaps. [loBenenue cekperaps B KOH(IMKTHBIX CHUTyauusx. JlomycTumeble
MOJIapKU B CIIY>)KEOHOM e TEIbHOCTH.

[Ipaktuueckast pabora: IlonroroBka ¥ JAOKYMEHTHPOBaHHME COBEIIAHUM, COOpaHHIA,
KOH(EepeHIIHA.

Tema 2. Ilpuem nocemumeneu. Benenue TeneOHHBIX MEpPEeroBOpoB. THIBI MOCETUTEIEH.
['padux nmocemenunii. Koopaunanus pabotsl npuemuoii. Pabota ¢ obpamenusmu rpaxaad. [IpaBuna
tenedonnoro odmenus. Opopmienue teneponorpamm. JKypHai peructpanuu TesiehOHOrpaMM.

[TpakTnueckas paborta: Opranu3zanus 1 BeieHre Tele(OHHBIX pa3rOBOPOB.

[IpakTudeckas padora: OdopmieHre 1 OTIpaBKa TeIePOHOTPaAMM.

[IpakTrueckas padota: Opranuzaius mpoiecca nprueMa MmoceTUTENCH.

Moayab 3. UnpopMaumoHHbIe TEXHOJIOTUHM B JOKYMEHTAIMOHHOM 00ecCIeYeHH.

Tema 1. Ilpasuna pabomei ¢ oguchoti mexuukou. Pob COBPEMEHHON OPITEXHUKUA U
nenonpousBoacTsa. [IpaBuia TexHuKU 0€30MacHOCTH U TUTHEHHYecKue TpeOoBaHUs Mpu padoTe Ha
[K.

[IpakTrueckas padota: Pabora ¢ opraHu3alimOHHON TEXHUKOU.

Tema 2. Hcnonvzosanue cmanoapmuoco NpPOSPAMMHO20 obecneyenus Ol Op2aHu3ayuu
oenonpouszeoocmea. (O030p COBPEMEHHOTO TPOrPaMMHOTO OOeCIeueHus JUIs OpTraHu3aluu
nenonpousBoacTBa. CBOOOJHO pacmpoCTpaHsIeMOe MpPOrpaMMHOE oOecredeHue i OpraHu3aluu
JIEJIONPOU3BO/ICTBA.

Monayasb 4. lokymMeHTAlIMOHHOE o0ecrnevyeHre ypaBJjeHusl.

Tema 1. Opeanuzayus oenonpouzsoocmea. HopmaTuBHO-TIpaBoBasi 0aza COBPEMEHHOTO
Jenonpoun3BoacTBa. UTo Takoe JoOKyMeHT. DyHKIMK JOKyMeHTa. CBOMCTBA M MPHU3HAKK JOKYMEHTA.
YHuudukanus u cTaHAapTH3AIMUS B ICTOMPOU3BOJICTBE.
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[IpakTuueckass paboTa: 3amojJHEHHWE PETUCTPAIMOHHO-KOHTPOJIBHOW  KapTOYKW (s
perucTpanyu oopalieHuid rpaXxaaH Mo JNIHBIM BOIIPOCAM).

[IpakTrueckas padoTa: 3amoaIHEHNE PETUCTPAITMOHHO-KOHTPOIHHOM KapTOYKH.

Tema 2. Jloxymenm, e2o @yHKyuu, OCHOBHble CHOCoObl OoKymenmuposanus. Habop
PEKBHU3UTOB, UAECHTU(UIUPYIOUINI aBTOpa O(ULHNATBLHOTO MUCHbMEHHOTO ToKymMeHTa. OdopmiieHne
nBa (opmara OIaHKOB: YIJIOBOM M MPOJOJbHBIN. TpeOoBaHMs K U3TOTOBICHUIO, YUETY U XPAHEHHUIO
0JIAaHKOB C BOCTIPOM3BEACHUEM TocyaapcTBeHHoro repba PD, repboB cyobekToB PD TpeboBanus,
IpeIbABISEMBbIE CTAHIAPTOM K COCTaBY M O(OPMIICHHIO Ka)KIOTO PEKBU3UTA TOKyMEHTa 3HaueHHE
30 peKBU3UTOB B COOTBETCTBHH C TOCYIaPCTBEHHBIMU CTAHIAPTAMHU.

[IpakTuueckas padora: OdopmiieHHE MPUKA30B 110 OCHOBHOW JESATEIbHOCTH.

Tema 3. Cucmemsl doxymenmayuu. Bunpl, QyHKIIMA JOKYMEHTOB, IIPaBUjIa UX COCTaBIICHUS U
oopmnenus. Ctpykrypa u GyHKIMH YCTaBa, MOJIOXKEHUS, HHCTPYKUUHU. Pa3zpaboTka u opopmiieHue
nokymMeHTOB OIIJl. dyHKIMU MOArOTOBKH, MPOUEAYp NPUHATHS W peaau3ainus YHIpPaBICHYECKUX
pemennit. Odopmienne u pa3paboTka MPOEKTOB HOPMATHUBHBIX AKTOB-TIOCTAHOBJICHMS, IMPHUKA3.
PasHoBugHOCTM ¥ 3HAaUeHHWE TPUKA30B. Buasl u 3HaueHne WHHOPMAIMOHHO-CIIPABOYHON
nokymenrtanuu. IlpaBuna odopmiienuss noknaaHoit 3amucku. CocraBieHHE OOBSICHUTEIBHON
3aMHCKH, 3asBJICHUS MIPEJCTaBICHUS, CIPAaBKU. 3HAUCHUE U MpaBuia opopMIIeHUs MPOTOKOIa. Buabl
ciyxeOHbIX uceM. TpeGoBauus 11 0POPMIICHUS CITYKEOHBIX ITHUCEM.

[TpakTuueckas padora: CocTaBiaeHue JOHKHOCTHON HHCTPYKITUH.

Tema 4. Homenxnamypa oen. Ogopmnenue u xpanenue o0okymenmos. HazHadeHHe W BUIBI
HOMEHKJIATypbl [Jei: BHAbI, (YHKUWH, NpaBuia HUX cocTaBieHuss u odopmiieHuda. Ilopsaok
COCTaBJICHUSI W YTBEPXKICHHS HOMEHKJIATYphl Jell OpraHu3auuu. TpeOGoBaHHS K COCTaBJICHHUIO
HOMEHKIATyphl neia. OgopmiieHne HOMEHKIATYphI Aed. PexkBU3UTH HOMEHKIATyphl neid. [lonstue
apXMBHOTO Jlefla M TOPSAIOK €ro KOMIUIeKTOBaHUs. TpeGoBaHMs K (OPMHPOBAHUIO JIedl.
CucremaTu3zanus OTIEIbHBIX BUIOB JOKYMEHTOB.

Odopmiienne nen. IMomHoe mnm yactuyHoe odopmienue aen. OdopmieHue oOIOKKHU aena
IIOCTOSIHHOTO, BpeMeHHoro xpaneHus. [lommmBka (meperuier) nena. Hymepauus mucToB nena;
COCTaBJICHHUE JIUCTA-3aBEPUTEIIS.

Tema 5. OcHnosvl apxueogedenus. IloaroroBka W mepefaya Jeid Ha XpaHEHHWE B apXuB
opranuzanuu. I[lopsgok yHUYTOXKEHUS JOKYMEHTOB. (DOHIUPOBAHHWE AapXUBHBIX JOKYMEHTOB.
MarepuanbHO-TEXHHUECKOEe OOecrieueHre apxuBa. YYeT M XpaHEHHE AJIEKTPOHHBIX TOKYMEHTOB.
[Topsinok nmepegaun JOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHHE.

Monyab 5. KonpuaeHuuaibHoe 1eJ0NMPOU3BOACTBO U 3aIMTA HHPOPMAIUH.

Tema 1. Cywnocmw, 3a0auu u 0cobeHHOCMb KOHQuUOeHyuarbHou ungopmayuu. Bumsl
koH(puaeHnranbHONH nHpopmaruu. KonduaennuansHuas JoKyMeHTUpOBaHHas uHbopmarus. Llens u
ycnoBHus OOeCTeYeHHs COXpaHHOCTH HH(popManuu Ha mnpexnpustad. OCOOCHHOCTH BeIEHUS
JEJIONPOU3BOJICTBA, O00ECIEUUBAIONIETO YY€T W COXPAHHOCTb JIOKYMEHTOB, COZAEpKallux
KOMMEpUYECKyIo TaiiHy. OTBETCTBEHHOCTb 3a JJOKYMEHTHI.

Tema 2. Ilepconanvuvie Oanmnvie. Cnyoicebnas maina. Ilpogeccuonanvuas maiina.
Kommepueckas maiina. Tlepconanbupie nanusle. CiyxeOHast taiiHa. IlpodeccmonanbHas TaiiHa.
Kommepueckas TaiiHa. 3akoHoaTeNnbHAss 1 HOpMaTUBHAs 0a3a MPaBOBOTO PETYIMPOBAHUS BOIIPOCOB
3alIUTHl MEPCOHAIBHBIX JAaHHBIX. PyKOBOAAIIME AOKYMEHTHI O 3aIUTE MEPCOHATIBHBIX ITAHHBIX.
®enepalibHOE 3aKOHOAATEIBCTBO B 00JACTH 3alIUTHI NEPCOHAIBHBIX NaHHBIX. DenepalbHblil 3aKOH
ot 27 nronsa 2006 roga Ne 152-®3 «O nepcoHanbHbIX AJaHHBIX». YKa3bl [Ipesunenta Poccuu un
[ToctanoBnenus IlpaButensctBa P®, pernamenTupyromme 00pabOTKY NEPCOHAIBHBIX TaHHBIX.
PyxoBomsiiue nokymeHTsl perynaropos (Pockomuanzop, @CTIK, ®CB Poccun).

PykoBogsmye AOKyMEHTHI IO BompocaMm HHGPOpMAMOHHONW Oe3omacHocTH. Konmenmus
uHpopMannoHHoi Oe3zomacHoctu. Ilonutuka wuHpopmanmoHHON Oe3onacHocTu. Ilonmoxenue o
nopsiike 00pabOTKH MepCOHANBHBIX AaHHBIX. ObecreueHrne 0€30MacHOCTH TMEPCOHATBHBIX JaHHBIX
Ipyd HEaBTOMAaTHU3UPOBaHHOW oOpaboTke. ObecrneyeHne 0€30MAaCHOCTH NPU aBTOMATH3MPOBAHHOM
00paboTKe NepCcoOHAbHBIX JaHHBIX B UH(POPMAIIMOHHBIX CHCTEMaX MEePCOHAIbHBIX JaHHBIX.



Tema 3. Opeanuzayuss pabomvi ¢  KOHQPUOCHYUANbHBIMU — OOKYMeHmamu.  YUeT
KOH(UICHIIMATBHBIX IOKyMEHTOB. METO/IbI ¥ CPEICTBA 3alUTHl HH(POPMAIIMH OT YTEPU, KPAXKU UITU
nopun. Dopmbel  HeratuBHOTO BO3AciCTBUS Ha wuHPopManuio. CrnocoObl OTPUIATEITHHOTO
BO3/eiicTBUSA Ha nH(opmanuo. CpeacTBa U METOIbI 3aIIUTH HH()OPMAIIHH.



3. OPTAHU3AIIMOHHO-IIEJATOI'MYECKHUE YCJIOBUSA PEAJIM3ALIUNA
IMPOI'PAMMBbI

3.1. TpeGoBaHus K KaJIpPOBOMY o0ecnedeHUI0 00pa30BaTeJILHOI0 Npolecca.

Peanuzanus [Iporpammel obecrieynBaeTcs Me1arOrMYECKUMHU COTPYIHUKAMH,
YIIOBIICTBOPSIOMIMMHU TPeOOBaHUAM K KBaIM(UKAIUU B COOTBETCTBHH ¢ [Ipmkazom MuHHCTEpCTBa
3IpaBOOXPAHEHUS] M COIMAIbHOTO pa3BuTHs Poccuiickoit ®eneparnuu ot 26.08.2010r. Ne 7611 «O6
yTBep)KIeHHH EaMHOTO  KBaIM(UKAIMOHHOTO  CIPABOYHMKA  JOJDKHOCTEH — PYKOBOJIMTEINEH,
CICLMATNCTOB M CIyXammx, pazzaen «KpanupukaloHHbIE XapaKTEPUCTHKH JOJDKHOCTEH
pabOTHUKOB 00pa30BaHU».

Ha nomxHOCTh mpemopaBaTenss Ha3HA4YaeTCs JUIO0 HMMEIONIee BBICIIEEe O0Opa3oBaHUE WIIH
cpenHee mnpodeccHoHaTbHOE O0pa3oBaHHWE 110 HAMPaBJICHUIO TMOATOTOBKM «OOpa3oBaHue U
Hearoruka) Wid B 00JIaCTH, COOTBETCTBYIOIIEH MpPENoJaBacMOMy IMpEAMETY, 0e3 NpeabsIBICHHS
TpeOOBaHUI K cTaxy padoThl, TMOO BhICHIEE MpodecCHOHAIbHOE O0pa3oBaHUWE WM CPEIHEe
npodeccuoHaabHOe 00pa3oBaHME U JOIMOJHHUTENIbHOE MpodeccuoHaibHOe 00pa3oBaHUE 110
HAIMpaBJICHUIO JIEATEIFHOCTH B 0Opa30BaTENBEHOM YUPEXKICHUH O€3 TpeAbsBICHHS TPEOOBaHHU K
CTaXy paOOTHI.

3.2. TpeGoBaHus K OpraHu3alMu Y4eOHOr0 Nmpoilecca.

YueOHbIe TPYIIIBI CO3AAI0TCS YUCICHHOCTHIO 0 25 YEIOBEK.

Yuer mocemaemMocTd  3aHATHM, YCIIEBAEMOCTH M INPOUAEHHBIX TEM  BENETCA B
COOTBETCTBYIOLIEH YUYETHON TOKYMEHTAIWH.

[IpoaomKUTENEHOCTh Y4EeOHOTO Yaca TEOPETUYECKUX M MPAKTUYCCKUX 3aHATHH cocTaBisieT 1
aKaJeMuIeckuit yac (45 MUHYT).

3.3. TpeGoBaHus K MaTepUATbHO-TEXHUYECKOMY 00ecneYeHHIO.

AHO IO «AHCTUTYT TEXHOJIOTUI VIIPABJIEHUSI» pacnonaraer MaTepHaibHO-
TEXHUYECKON 0a30l, COOTBETCTBYIOIICH JCHCTBYIONIUM MPOTHBOMOXKAPHBIM MPABHJIaM M HOPMaM H
o0ecrieynBaroIeii MpoBeIeHHE BCEX BUOB TUCHUIUTMHAPHON M MEXIUCHUIUIMHAPHOHN MOATOTOBKH,
MPAKTUYECKON M CAMOCTOSTEIbHOM paboT ciymaTenel, IpeyCMOTPEHHBIX Y4eOHBIM IIAHOM.

MarepuajibHO-TeXHHYECKOe 0o0ecriedYeHue OPraHnu3aluu:

TexHuuyeckue cpeacTsa 00yyeHH:
HoytOyk «Asus» - 1 mT
[IpunTtep — 1 wrt.;
Hoyt6yx Asus VivoBook Pro 17 — 1mr.; 2.60 GHz
web-kamepa C925¢ (moprartuBHasi) - 1 mr.;
[Ipuntep HP LaserJet 1022
Haymmuku Oklick HS-M150
IIporpammHoe obecnieyeHue:
7. TIponeccop Intel(R) Core(TM) i5-8250U CPU Ilamsts: 8,00 I'b
8. Mpis: DZL-M-U0026(B);
9. skype; ApxuBaTop winrar;
10. Internet 6paysep Suaekc; Atom, Microsoft office;
11. Onepanumonnas cuctema Windows 10
12. TCP/IP-cetb. Hanuuue BBICOKOCKOPOCTHOTO KaHaja  JIOCTyNa - MOAKIIOYCHHE I10
ontuke. [IponmyckHas cocooHocTs - 100 M6ut/c. (ITAO Pocrenekom)

I



[Iporpamma  mpodeccoHabHOW — MOATOTOBKH  «CeKpeTapb-aJJMHHUCTPATOP»  MOXKET
peanu30BBIBaTHCSl B TUCTAHIMOHHOM (opme oOyuenus (nanee — JIOT) ¢ mpuMeHEeHHEM HHTEpHET-
TEXHOJIOTUH C METOAMKON aCHHXPOHHOTO JUCTAHIIHOHHOTO O0YYEHHS.

Cpoxu u marepuansl JJOT onpenensitoTcsi opraHu3anueid caMoCTOSATEIbHO, UCXOI U3 1esen
00yJeHwUsI.

JOT HOCHUT MHAMBUAYAJIbHBIN WINM I'PYNIOBOM XapakTep M MOXET NpedycMaTpUBaTh TAKUE
BUJIBI JICSTCIBHOCTH, KaK:

- CAMOCTOSTEJIbHYIO paboTy ¢ yUeOHBIMH U3JIAaHUSIMU;

- IpuoOpeTeHne NpohecCUOHAIBHBIX U OPraHU3aTOPCKUX HaBBIKOB,;

- paboTy C TEXHUYECKOW, HOPMATUBHOM U JPYTOH TOKYMEHTAIIHEIH;

Ha mnoprane Hucranumonnoro o6yuenus AHO MO «MHCTUTYT TEXHOJIOI' I
VIIPABJIEHUS» https://sdo.itu.gk-kp.ru/  pa3smemen  3JeKTpOHHBIH  y4eOHO-METOAMYECCKUN
KOMIUIEKC IIPOrpPaMMBbI, BKJIIOYAIOLIWK JIEKIIMM, HOPMATHBHBIE JOKYMEHTBI, AJITOPUTMBI, TECTOBBIE
3aJaHus U Apyrue yueOHble MaTepHalibl IO MPOrpamMMme.

Joctyn k 00pa3oBaTeJbHOMY HOPTAIy OCYILECTBIAETCS C IMOMOUIbIO HHIMBUAYAJIbHBIX
JIOTMHOB M Tapojei, oOecrneynBaomuX HACHTU(UKALMIO MOJb30BaTelneld W MHPOPMALUOHHYIO
O6ezonmacHocTh. Jloctym Kk o0Opa3oBaTelbHOMY  TMOPTATy  OCYIIECTBIAETCS C  JI0OOTO
UH(POPMALIMOHHOTO YCTPOMCTBA, MOIKIIOYEHHOr0 K ceTh VIHTepHeT, He3aBUCUMO OT €ro
MECTOHAXO0XKICHMSI, KPYTJIOCYTOYHO.

3.4. OcoOeHHOCTH peaJM3alMu NMPOrpaMMbl VI WHBAJMIOB U JIMI ¢ OrPAHUYEHHBIMH

BO3MOKHOCTSIMH 3/10POBbSI

B AHO IO «MHCTUTYT TEXHOJIOTUI VIIPABJIEHUS» 11 MHBAIMIOB U JIHI[ C
OTPaHUYCHHBIMH BO3MOXHOCTSIMH 3JIOpPOBBSl pa3paboTaHa aganTHpOBaHHas 0Opa3zoBaTebHAs
nporpamma. [lo nuyHOMY 3asBIEHUIO OOy4YaIONIMICS 3a4HCIsSeTCs Ha aJanTUPOBAHHYIO
00pa3oBaTeNbHYI0 MPOrpaMMy, HWHIWBHIYAIbHBIM y4eOHBIH TmaH. B mporecce oOydeHus
MPUMEHSICTCS HHIMBUTyalTbHBIA MOIX0 K OCBOCHHIO MOJYJICH, HHANBUAYAIbHBIE 3aJaHUSI C YIETOM
0COOEHHOCTEH HMX TMCUXO(PHU3NUECKOTO PA3BUTHUSI U COCTOSHUS 3IOPOBbBs: pedepaThl, MTUCHMECHHBIC
paboTel U, HAOOOPOT, TOJNBKO YCTHBIE OTBETHl WM JTUAIOTH, WHIAWBUAYAIbHBIC KOHCYJBTAILIUH,
UCTIOJIb30BaHUE JUKTO(OHA M JAPYTHX 3aIMHUCHIBAIOIIUX CPEACTB ISl BOCIIPOU3BEICHHS JICKIIMOHHOTO
U CEMHHAPCKOTO MaTepuaia.

OOyJaronMcst ¢ OTPaHWYCHHBIMH BO3MOXKHOCTSIMH 3I0POBBSI  oOecriedeHa BO3MOYKHOCTh
JOCTyNa K y4eOHO-METOIUYECKHMM MaTepuaiaM IOCPEICTBOM YBEIMYCHHUs MpudTa MpU YTEHUU
(pexuMm st cnaboBuasmmx). Takass GyHKIHS peajii30BaHa B CHCTEME JUCTAHIIMOHHOTO OOY4YCHUS
https://sdo.itu.gk-kp.ru/.

OOyuatoniriecss 00ecriedeHbl WHANBHIYATbHBIM HEOTPAaHHYECHHBIM JOCTYIIOM K JIIEKTPOHHO-
OMOIMOTEYHBIM CHUCTEMaM, BJIEKTPOHHON HH(OPMAIIMOHHO-00pa30BaTEIbHON Cpele OpraHu3alui,
y4eOHBIM IIJTaHaM, pabouuM MporpaMMam TUCIHILIHH U TIPAKTHK.

Bce anexTpoHHBIE pecypchl M 0a3bl MOTYT HCIOJB30BAaThCS HWHBAIUAAMU W JIHIAMU C
OTPaHUYCHHBIMH BO3MOKHOCTSIMH 3JIOPOBBSI, B HEKOTOPBIX M3 HHUX INPEIYCMOTPEHBI CIICIUATBHBIC
BEPCHH JJIsl 3TOM KaTerOpruu 00yUJaIOIIUXCSL.



4. OINEHKA KAYECTBA OCBOEHUA ITPOI'PAMMBI

OrneHka KauecTBa OCBOEHUSI OCHOBHBIX ITPOrpaMM NMPOPECCUOHANIBHOIO 00YUYEHHS TPOBOIUTCS

B CIIEAYIOMIUX GOopMax:
® BHYTPEHHUI MOHUTOPHHI KadecTBa 00pa30BaHUs;
e BHEIHAA HE3aBHCHMAas OI[CHKa KayecTBa 0Opa30BaHUs.

AHO A0 «WHCTUTYT TEXHOJIOT'MiA YIIPABJIEHUSI» camocTosITenbHO
yCTaHaBIMBAET BUABI U (OPMBI BHYTPEHHEH OlIeHKH KauecTBa peanuzanuu [1110 u ux pe3yiapTaTos.

TpeboBanusi K BHYTpEHHEH OIIEHKE KadyecTBa OCHOBHBIX MpPOrpaMM Mpo¢eCcCHOHAIbLHOTO
0o0y4YeHHs U Pe3yIbTaTOB MX pealn3aluy yTBEp)KIaeTcs B mopsjake, nmpeaxycmorpernom B AHO IO
«MHCTUTYT TEXHOJIOI' M1 VIIPABJIEHVS».

B cTpykType 0CHOBHBIX MporpamMm mpodeccHoHaTLHOTO 00yUeHHUs OlleHKa KaueCTBAa OCBOCHHUS
IIPOrpaMMbl BKJIIOYAET MPOMEKYTOUYHYI0 M MTOTOBYI0 aTTeCTANMIO (KBATU(DHUKAIIMOHHBII 3K3aMEH)
00yJaromuxcsl.

IIpomexyTouHass aTTecTalusi MO MporpaMMme MpeaHa3HayeHa MJI OLEHKU pe3ylIbTaToB
OCBOGHHUS CIyIIaTelleM MOMIYJICH OCBOEHHUS CIIyIIaTeJIeM MOJIYyJIed MpOrpaMMbl, MPOBOAUTCS B
dbopwme:

— tectupoBanus (Moayns 1, Moayns 2, Moayins 5);

— KOHTpOJIbHOH paboTel (Moayns 3, Moayns 4).

[To pe3ynbTaraM 3a4€TOB, BBICTABIISIFOTCS OTMETKU MO JBYXOATLHON CHCTEME («3aYTCHOY),
(«HE 3aYTEHO).

TumoBble 3amaHus JUIsi TPOBEIACHHUS MPOMEXKYTOUHOM aTTeCTallud TPEACTABICHBI B
[Tpunoxenun 1.

HroroBas arrecranus npeacrasiseT coboil mpopeneHue KBaln(GUKAIIMOHHOTO YK3aMeHa 1o
npodeccuu pabovero, TOJLKHOCTH CITYXKAIIET0, COCTOSIIETO 13!

1) rectupoBanus — 1 ak. 4ac;

2) mpakTHdeckas KBaau(pHKaIlMOHHAs paboTa — 5 aK. 4acoB.

K uToroBoii arrecranuu JOMMYCKAIOTCS JIUIA, BBITOJHUBIINE TPeOOBAHUS, MPEIYCMOTPECHHBIE
ocHoBHOM mporpammoiri [1O0. K mnpoBegeHuto KBamu(HUKAIMOHHOTO OHK3aMEHa MPHUBICKAIOTCS
npencraButenu  pabotomartened, wux oOweawHeHuid. MToroBas arrectamus JIOJDKHA  OBITh
OpraHM30BaHa KaK JEMOHCTpAlMs BHITYCKHUKOM BBIIIOJIHEHUS Pa0bOT MO OJHOMY WM HECKOJIbKUM
OCHOBHBIM BHJIaM JESATEIBHOCTH 1O mpodeccuu. Jlns uTOroBod arTectanuu 0Opa3oBaTEIbHOMN
opraHuzameil paspabarpiBaeTcs mporpamMma UTOTOBOM arrectanuu. ConepkaHue 3aJaHui
KBTM()UKAIIMOHHOTO 3K3aMEHA COOTBETCTBYET pe3yibTaTaM OCBOCHHS BCeX MPOECCHOHATBHBIX
MOJYyJIEW, BXOJAIIUX B OCHOBHYH mporpamMmy I[1O. ATTecTallmOHHOW KOMHCCHUEH MPOBOAMTCS
OIICHKA OCBOCHHBIX O0YyYalOIIMMICS 3HAHWN, YMEHUH, HABBIKOB B COOTBETCTBHH C 00pa30oBaTEebHOMN
POrpaMMOil U COTIIAaCOBAHHBIMH C paboToaTeNIeM KPUTEPUSIMHU.

TumnoBoe 3amaHue s NPOBEACHUS MWTOTOBBIM AaTTECTALMU CIIyIIaTeJIed MO IpPOrpaMme
npodeccuoHabHOTO 00yueHus «CekpeTapb-aIMUHUCTPATOP» pa3MmenieHsl B [Ipunoxkennn 2.

OOyuaromiyecs, yCIEIIHO CAaBIINE KBAIN(UKAIMOHHBIA 9K3aMEH, MOITY4aloT KBaJIM(UKAIIIIO
Cekperapb-aIMUHUCTPATOP 3-TO pa3psaa.



5. HTHO®OPMAIIMOHHOE OBECIIEYEHHME ITPOI'PAMMBbI

HopMaTHBHO-TIpaBOBbIE IOKYMEHTHI

®denepanbHblif 3akoH oT 29 nekabps 2012 r. N 273-@3 "OO6 obpasoBanuu B Poccuiickoit
Oeneparun" (¢ u3menenusmMu Ha 11 urons 2022 roga). DeKTpOHHBINA (OHJ MPaBOBBIX U
HOPMAaTHUBHO-TEXHUYECKUX TokymeHTOB https://docs.cntd.ru/document/902389617

[Ipuka3 MunucrepctBo npocsemenus: Poccuiickoit @enepanun ot 26 aBrycra 2020 roga N
438 «OO6 yrBepxkaeHuu llopsiaka opraHm3alii M OCYIIECTBICHHUS 00pa3oBaTelbHOM

NESITeIbHOCTH MO0  OCHOBHBIM  TporpaMmMaM  Npo(ecCHOHAIBHOTO  OOy4YeHHS»
(3apeructpupoBano B MuHntocte Poccum 11 centsOps 2020 roma, perucTpanroHHbINH No
59784). DOnektpoHHbIi (GOHI NPAaBOBBIX W HOPMATHBHO-TEXHHYECKHUX JIOKYMECHTOB
https://docs.cntd.ru/document/565697399

[Ipuka3z MunucrepcTBa oOpazoBanust U Hayku PO or 23 asrycra 2017 r. N 816 "OO6
YTBEPKACHUU [Topsnka PUMEHEHUS OpraHu3alusIMH, OCYIIECTBIISIOIUMU
o0pa3oBaTeNbHYIO JeSITeNIbHOCTbD, 3IEKTPOHHOTO oOyueHus, JTUCTAaHIIMOHHBIX
00pa30oBaTeNbHBIX  TEXHOJOTMH  TpU  pealu3aluud  00pa3oBaTeNbHBIX  Mporpamm”
(3apeructpupoBano B Mwuniocte P® ot 18 centsaops 2017 roma, peructpanmvoHHbIH No
48226). DnekTpoHHBI (OHA TPAaBOBBIX M HOPMATUBHO-TEXHUYECKHX JTOKYMEHTOB
https://docs.cntd.ru/document/436767209

[Ipuka3 Munucrepcrsa npocseuienust Poccuiickoit ®denepanuu ot 25 anpens 2019 Ne208 «O
BHECEHUH wu3MeHeHui B llepedeHs mnpodeccuii paboumx, JOIDKHOCTEH CIyXalluX, I10
KOTOPBIM  OCYHIECTBIISIETCS  MpodeccHOHanbHOEe OOyueHue, YTBEP>KICHHBIH MPUKa30M
MunucrepctBa oOpa3oBanus U Hayku Poccuiickoit ®@eneparnuu ot 2 urons 2013 r. N 513»
(3apeructpupoBano B Muntocte PO ot 24 urons 2019 roma, perucrparmonssii Ne 55009)
DIEeKTPOHHBIH ¢boug IPaBOBBIX U HOPMAaTHBHO-TEXHUYECKUX JIOKYMEHTOB
https://docs.cntd.ru/document/554691473

O6mepoccuiickuii  knaccudukarop mnpodeccuii pabodynx, HAOMKHOCTEH CIYKalUX M
tapuueix pazpsaos OK 016-94 (OKIIATP) npunsat nocranosnenuem 'occrannapra PO or
26 nexabps 1994 1. Ne 367 (c W3MEHEHHSIMHU U JIONMOJHEHHSIMH). DIJIEKTPOHHBIN (OHJ
IPaBOBBIX H HOPMaTHBHO-TEXHHMYECKUX NTOKyMeHTOB https://docs.cntd.ru/document/9029638
[Ipodeccnonanbupiii ctanaapt "CrenuaincT Mo OpraHu3aluOHHOMY U JJOKYMEHTAITMOHHOMY
00eCTIeYeHNIO YIIPaBICHHs OpraHu3aluen”, yreepxaeHHoro [Ipuka3zoMm MUHHUCTEpCTBA Tpyaa

u conuanbHoM 3amuThl PO ot 15 urons 2020r. Ne333H, 3apeructpupoBaHHoro B MuHiocte
P® 15 wrons 2020 1., peructparuoHasiii Ne 58957. DnekTpoHHBIM (DOHI MPaBOBBHIX H
HOPMAaTHBHO-TEXHUYECKUX TOKYMeHTOB https://base.garant.ru/74385595/
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[Tpunoxenne 1
TUIIOBOE 3AJIAHUE JJISI TIPOMEXYTOYHOM ATTECTAIIUU

1. Tunosoe 3axanue 1Jis1 NpoBeAeHUs TecTUpOoBaHuA 1o Moayuiro 1

1. [Tox pabourM MECTOM CJIY)KaIIEro MOHUMAETCS:

a. TPOCTPAHCTBO, B Tpeaeiax KOTOpPOro paOOTHUK, HE TEpPEeMENIasiCh, BBITTOJIHICT
BO3JIOKEHHYIO Ha HETO padoTy;

0. 30Ha TPYAOBOW MACATENHHOCTH pPAOOTHHKA, OCHAIICHHAs HEOOXOIWMBIMU CpPEICTBAMH
TpyJa; ONHCAaHHE OCOOCHHOCTEH ompeaeNneHHOW NPOoGEecCHr, pPaCKpHIBAIOIIEE COJCpKAHUE
poeCCHOHAIBHOTO TPY/Ia;

B. YacTh OMEIIEHUS, B KOTOPOM COBEPIIACTCS TPYAOBAs JESTEIBHOCTb.

2. Ilox opranuzamnueit pabodero Mecta MOHUMAETCS:

a. CHCTeMa MEPOIPHUITHH I10 IJIaHUPOBAHHUIO Pab0YETro MeCTa;

0. cucTteMa MEpONPHUATHH IO OCHAICHUIO padodero Mecra CpeACTBaMU M IpeAMETaMHu
TpyJa U UuX QyHKIIMOHATHFHOMY Pa3MEIICHUIO;

B. CHCTEMa MEpONpPHUATHN IO BBHIOOPY W (DYHKIIMOHAIHPHOMY pa3MEIICHHI0 MeOenu Ha
pabouem mecre.

3. [IpakTrka mokasaia, 4To pabodyee MECTO CeKpeTaps Jydllle pacrojararh:

a. B 000COOJIEHHOM ITOMEILCHUH;

0. B IIOMEIICHUHU, CMEKHOM C KaOMHETOM HAYaILHHKA;

B. B 000COOJICHHOM IIOMEIICHUN, CMEKHOM C KAOMHETOM HadalbHUKA.

. 30Ha, T/Ie pacnoyiararoTcs mKadbl 111 XpaHSHUS TOKYMEHTOB, SIBIISICTCS

OCHOBHOM 30HOIA;

30HOM 00CTY>KUBaHUS TTOCETUTEIICH;

BCIIOMOT'aTE€IbHOM 30HOMM.

. B xommuiekt mebenu Ui opraHM3allid OCHOBHOM paboueil 30HBI cekperapss OObIYHO

wE o kA

BXO/JIAIT:

a. CTOJI KaHIIENSIPCKUH, BCIOMOTATEIbHBINA CTOJ WM TyMOa I TEXHUYECKHUX CPEICTB, CTYI
WIM KPEclo MOIbEMHO-TIOBOPOTHBIE Ha KOJIECUKAX, CTON Ui TMOCETHTeNeH, CTyn (CTymnbs) s
MMOCETHUTEIICH;

0. CTOJ KaHIEISIPCKUH, BCHOMOTATENbHBINA CTOJ WM TyMOa Ui TEXHUYECKUX CPEJCTB, CTYI
WJIU KPECIJIO MOAbEMHO-TIOBOPOTHBIE HAa KOJIECUKAX;

B. CTOJ KaHIEISIPCKUN, BCIIOMOTaTeIbHBIA CTOJ WM TyMOa JIsl TEXHUYECKUX CPENICTB, CTYI
WA KPECJIO MO ILEMHO-TIOBOPOTHBIE HA KOJIECUKAX, MSTKHUE CTYIIbs (Kpeciia), >KypHaIbHBIA CTOHK.

6. Bo BcmoMoraTenpHOM 30HE KaOMHETa CEKpeTapsi OOBIYHO PACIIOIararoT:

BBIOEPUTE HECKOJIBLKO BAPUAHTOB OTBETOB

mkadbl ¥ MOJIKK JUIsI XpaHEHUs JOKYMEHTOB U JIET;

0. MeTaJuIM4YecKHid ceild st XpaHeHHs OJIaHKOB, IITAMIIOB, JOKYMEHTOB;
B. JIMBaH WJIM Kpecna;
I. OpPIrTEXHUKY;
1. pabouuii CTOI;
€. KapTOTEKy.
7. BeicoTa pabodero cTojia peKOMEHIYETCsI B TIpeIesax:
a. 800-900 mm

6. 680-800 Mmm

B. 500-600 mm

8. B nensx sxoHoMuM GU3HYECKUX YCUIIUH B TIPOLIECCe TPY/Ia PEKOMEHIYETCS:

BBIOEPUTE HECKOJIBLKO BAPUAHTOB OTBETOB

a. He Jep)KaTh Ha pabodyeM MecTe HUYEro JIMIIHETO;

0. Kaxmas Bellb JODKHA HMETh CBOE€ MECTO U TIIOCTOSHHYIO 30HY TEpeMEeIICHHs
B IIpoLIecce TPY/a;
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B. BCE BElIU yOMpaTh BO BHYTPEHHHUE SIILIUKH CTOJIA, YTOOBI MOBEPXHOCTh CTOJIA OCTAaBallaCh
IIyCTOU;

r. Bce, 4To OepyT MpaBoOi PYKOM, CIAeAyeT pacmoiaraTh CIipaBa, 4To OepyT JICBOM — CJICBA;

1. Bce, 4eM MOJb3yIoTCcs yamie (pydka, Oymara), pacrojiararoT OJiMxke, 4yeM MOJb3yITCs
pexe — nanblie;

€. BCIO OPITEXHUKY pa3MeIaTh Kak MOXKHO OJIMKe K pabodeMy MecTy;

XK. JIOKYMEHTBI, C KOTOPBIMH paboTaeT ceKpeTapb, pEKOMEHAYETCs TOJIOKUTh TaK, YTOOBI X
MOYHO OBUIO JIETKO OpaTh, YNTaTh, yJOOHO UMM MOJIH30BAThCA.

9. Ctyn s cekperapsi JOJDKEH OBbITh:

a. TOJBEMHO-TIOBOPOTHBIM Ha KOJIECUKAX;

0. TOJXBEMHO-TIOBOPOTHBIM;

B. MOABEMHO-IIOBOPOTHBIM Ha KOJECHKAX, BPAIIAIOIIMMCS, C PEryJIUPYyEMON CIIMHKOM.

10. PaGodee MecTO PyKOBOJIUTENSI COCTOUT U3 30H:

a. 30Ha, BCTIOMOraTeJbHas 30Ha, 30Ha 00CTyKMBAaHUS IOCETHTENICH;

0. pabouyas 30Ha, 30HA COBEIIAHMS, 30HA OT/IHIXA;

B. pabouasi 30Ha, BCIIOMOTAaTEIbHAS 30Ha, 30HA OT/IbIXA.

11. Omnpenenure mMOCAEAOBATEIBHOCTh ACHCTBUNA Tpu 000pymoBaHWM pabodyero mecra
HEOOXOUMBIMU CPEJICTBAMH U MPEAMETaAMH TPYa:

a. BbIOpaTh MeOenb, WHBEHTapb, TEXHUYECKHE CPEJICTBA, OPITEXHUKY M KaHIIENSPCKUE
MPUHAJIC)KHOCTH;

0. YTOUYHHUTHh U BBISIBUTH OCHOBHbIE (YHKUIMU cekperapsi, WH(GOPMAIMOHHBIE CBSI3H,
pacnopsaaok pabouero JHs, IepeyeHb MaTepUaIOB, KOTOPBIE OH JIOJIKEH UMETb.

a. TEpBBIH 1Iar - a;

0. BTOpOU mmIar — 0;

B. TIEPBBIH mmIar — 0;

r. BTOPOM ILuar — a.

12. IlepeuncnuTe TEXHUYECKHE CPECTBA, KOTOPBIMHU Yallle€ BCETO MOJIb3YETCSI CEKPETaph.

13. Hammyuree kauecTBO MeYaTH 00ECTIeunBaeT:

a. JIa3epHBIN IPUHTED;

0. CTpyWHBII PUHTED;

B. MaTPUYHBINA IPUHTEP;

14.  VYcTpoHCTBO pe3epBHOIO  KONUPOBAHUS, MpeAHA3HAYEHHOE Uil  COXPAHHOCTH
uH(pOpMallMM Ha >KECTKOM JUCKE IIOCPEACTBOM 3allUCH €€ Ha KacceThbl C MarHUTHOM JICHTOM,
Ha3bIBACTCS:

a. MOJEM;
0. cTpumep;
B. MIpejep.

15. Bup cBsi3u, UCTIONB3YyeMBIH IS Mepeiadll Ha paccTossHue WHPOpPMAIUU B BUJEC TEKCTOB,
YEepTEKEW, PUCYHKOB, HA3bIBACTCS:

a. TenedOHHAS CBS3b;

0. DJIGKTPOHHAs CBS3b;

B. (aKCUMUIbHAS CBS3b.

16. TeneponHas TapHUTYpA - ITO:

a. YCTpOHCTBO, TpeJHA3HAYCHHOE JIsi HAaHECEHHWS Ha OyMmary IJIaCTHKOBOTO TOKPBITHS
C IIENIBIO 3aIMUTHI OT BHENTHUX BO3JIEHCTBUIA;

0. YCTpOHCTBO /sl TMepeAadyd »dJICKTPOHHBIX JOKYMEHTOB, XPaHSMIMXCS B MNaMSITH
KOMIIBIOTEPA;

B. YCTPOWCTBO, COCTOAIIEE U3 MEXAHWYECKH OOBEIMHEHHBIX HAYIIHUKOB U MHKPO(OHOB,
UCITOJIB3YEMOE ISl CBSA3H.

17. Ilo Ha3HAaYEHUIO CPEACTBA MAJIOW OPITEXHUKHU MOKHO Pa3/Ie€IUTh Ha MOATPYIIIbL:

BbIOEpUTE HECKOJIBLKO BAPUAHTOB OTBETA

a. TMCbMEHHbBIC MPUHAIIC)KHOCTH;



0. HaOOpHI K MPUOOPHI IJIs TUCHMA,

B. CEpPBUCHBIC MPUHAIIC)KHOCTH;

I. TPUHAUICKHOCTHU I CKpEeIUIeHHus OyMmar;
1. TIaNKu;

€. XO034HCTBEHHBIC MPUHA/IICKHOCTH;

K. IITEMIEIbHAS IPOIYKIIHUS;

3.  KOJIOIIHNE YCTPONCTBA;

. KOPPEKTUPYIOILIUE CPEICTBA,

K. OyMakKHBIC U3JICTIHSI.

18. [lepeuncnure BUIbI TANOK.

19. Kakue cpencra Manoil OprreXHUKU BXOJAT B moArpymnmny "bymara, 6ymaxknblie nzaenus':

20. Cekperapio peKOMEHIyeTCsl UMETh B oduce:
BbIOEpUTE HECKOJIBKO BApUAHTOB OTBETA
CEPBUPOBOYHBIE U XO3SIMICTBEHHBIE MPUHAITIC)KHOCTH;
JIEKapCTBEHHBIC CPEJICTBA (ANTEUKY);
TYaJETHBIN CTOJMK;
HaOOp MPOITYKTOB U HAITUTKOB;
MPEeIMEThI TUYHON TUTHEHBI;
CHEIHMANIbHYIO JINTEPATypy;

K. TIOCYJIOMOEUYHYIO MAIUHY.

21. [lepeuncnure (hakTopHI, OTHOCSIIHECS K CaHUTAPHO-TUTUEHUYECKUM
U 3CTETUYECKUM COCTABJISIOIIUM pabovero Mecra.

Ox3E R

22.B noMeIeHusAX C NCKYCCTBEHHBIM OCBEIIEHUEM MOTYT pPaclojiaraThCs:
BbIOEpUTE HECKOJIBKO BApUAHTOB OTBETA
apXuB;
CEKpeTapuar;
KOMUPOBAJIbHO-MHOKUTENbHOE 010pO;
TeleTalmHas;

1. TpUeMHas PyKOBOJUTEJIS.

23. CanlluH 2.2.2/2.4.1340-03 «'uruenuveckue TpeOOBaHUS K MEPCOHAIBHBIM 3JICKTPOHHO-
BBIUMCIUTENbHBIM MalllHHAM U OpTraHU3aluu pabOoThI» SABISIOTCS

a. 00s3aTenbHBIMM JUI BCEX OpraHu3auuii, rae ucnonb3yiorcs [I9BM, He3zaBucMMoO oT
(dhopM COOCTBEHHOCTH;

0. 00s3aTenbHBIMU JUISI BCEX TOCYAAPCTBEHHBIX W MYHHIIMIIAIBHBIX OpTaHW3aIuii, TIe
ucnonp3yrorea [I9BM;

B. PEKOMEHIAaTEIbHBIMH.

24. B coorBerctBun ¢ CanlluH 2.2.2/2.4.1340-03 «I'uruennyeckue TpeOOBaHUS
K TIEPCOHAIILHBIM JIEKTPOHHO-BBIYUCIUTEIHHBIM MAIIUHAM U OpPTaHU3alid paboThD) TeMIeparypa B
CIIy’k€OHBIX TOMEIEHUAX JIETOM JOJKHA COCTABIIATH:

Jw o

a. 22-25°C
0. 25-27°C
B. 18-21°C

25. B coorBerctBum ¢ CanlluH 2.2.2/2.4.1340-03 «I'uruennyeckue TpeOOBaHUS
K NepCOHAILHBIM SJICKTPOHHO-BBIYUCIIUTCIIbHBIM MalllnHaMm )41 opraHu3anuunu pa6OTBI»
OTHOCHTEJIbHAS BIIAYKHOCTh BO3/[yXa B CIIY’)KEOHBIX TOMEIICHUSIX TODKHA COCTABIISTh:

a. 70-80%

6. 40-60%

B. 20-30%



26. B coorBerctBum ¢ CanlluH 2.2.2/2.4.1340-03 «I'uruennyeckue TpeOOBaHUS
K TMEPCOHAIBHBIM 3JIEKTPOHHO-BBIUMCIUTEIBHBIM MAITMHAM U OpraHu3auy paboTh» YPOBEHb IIyMa
B CITY’)K€OHBIX TIOMEIICHUSIX JODKEH COCTABIISTh:

a. He Oomnee 65 nb

0. wHe 6oxee 40 nb

B. 40-65 nb

27. B coorBerctBum ¢ CanlluH 2.2.2/2.4.1340-03 «I'uruennyeckue TpeOOBaHUS
K MCPCOHAJIBbHBIM 3JICKTPOHHO-BBIYHUCIUTCIIbHBIM MalllUHAM W OpraHu3alun pa6OTI>I» pacCTosIHUC
MEXy PKPaHOM BHJCOMOHUTOpPA M TJIA3aMH ITOJIb30BATENS TOJIKHO COCTABIISTH:

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

28. Pa3zpaboTka pexxuma TpyJa U OTHbIXa JUIsl COTPYAHUKOB OpPraHU3AlMK MPOU3BOAUTCS Ha
OCHOBE:!

a. TpynoBoro konekca P®;

6. TpaBUI TPYAOBOTO PACIIOPAIKA;

B. JIWHaMUKH pabOTOCIIOCOOHOCTH COTPYIHHUKA.

29. TBopueckas paboTta B pexume auanora ¢ 9BM OTHOCUTCS K TPYAOBOM eI TeIbHOCTH:
a. Trpynnsl A;

6. rpynmsl b;

B. Trpynisl B.

30. TIpomoIKUTENBHOCTh HEMPEPHIBHOM pabOThI  CceKpeTaps C KOMIBbIOTEpoM 0e3
perIaMeHTHPOBAHHOTO TIePEPHIBA HE JIOJDKHA MTPEBBINIATH:

a. 1wdJaca

0. 2 4acos

B. 3 d4acoB

OTBeTHI:

1. 0

2. 0

3. B

4, B

5. a

6. a,0;r;e

7. 0

8. a, 0, T, I, K

0. B

10. 0

11. 0

12. MIePCOHANIbHBIN KOMIIBIOTED, TenedoH, Tenedakc, MpuHTep, (pakc-moaeM, MalmHa 1JIs
YHHUTOXKEHHUS OyMar, KOMUPOBAIILHBIN ammapar

13. a

14. 0

15. B

16. B

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

18. Marnka-yrojiok, IankKa apXuBHas, IMalKa-perucTpaTop, namnka-gaii, manka-TjaHIleT,
Manka-CKOpOCIINBATENb, ITallKa Ha PE3NHKAX, MMarKa-KOHBEPT

19. nucYasi, KOMMMPOBANIbHAS, CIEIUaNbHAass, Oymara IS 3amuceld, CTUKEPHI, OJIOKHOTHI,

€)KETHEBHUKH, KOHBEPTHI U T. II.
20. a,0;r; ;e



21. HOPMaJIbHOE OCBEIIEHHEe, ONarompusTHOE IIBETOBOE OGOPMIICHHE TOMEIICHHUS,
YCTpaHCHUC 1IYMOB, ONTHUMAaIbHBIN MHUKPOKJIMMAT, O3CJICHCHUC TMOMCIICHHWA, YCTAHOBJICHUC
NPaBUIBHOTO PEXXHUMa TPyJa U OTIbIXA

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

2. TunoBoe 3ajaHue 1Jisl MPOBeAeHHs TeCTUPOBaHusi Mo MoayJiio 2
1. “Maublii pa3roBop” B 1€70BOM KOMMYHHKAIIMH BEIETCS B paMKax:
a) [IpodeccrnoHanbHBIX HHTEPECOB TAPTHEPOB
0) JINYHOCTHBIX, HEJCIIOBBIX HHTEPECOB MAPTHEPOB
B) Jlel0oBbIX HHTEPECOB MApPTHEPOB
2. Anpecar MaHUITYJSIUH B JISIOBOM OOIIEHUH — 3TO:
a) [TapTHep, Ha KOTOPOTO HAMPaBICHO MAHUITYJISTUBHOE BO3/IEHCTBHE
0) [lapTHep, Ha KOTOPOTO HAMPABICHO MAHUMIYISTUBHOE BO3/ICHCTBUE
B) [lapTHEP,KOTOPBII HCIIONB3yeT MAaHUMYISATUBHBIE TPUEMBI TICUXOJIOTHYECKOTO BO3AEHCTBUS
3. AtpuOyuueit Ha3bIBaCTCS:
a) CtpemiieHHE YeIoBeKa ObITh B OOIIIECTBE IPYTUX JIFOACH
0) [IpunuceiBaHue ONpeAeTICHHBIM TPYIIaM JIOJeH crienu(puuecKux yept
B) MHTepnperanus cyObeKTOM MEKIMUYHOCTHOTO BOCIPUATHS IPUUUH U MOTHUBOB MOBEICHUS APYTUX
JToneu
4. B IEGHHOCTHO — OPUEHTUPOBAHHBIX MAHUMYISTUBHBIX TEXHOJIOTHUSIX JIETIOBOTO OOIICHUS
MUIIEHbIO TICUXOJIOTUYECKOTO BO3/IEHCTBUS SBIISIOTCS:
a) LleHHOCTHBIE YCTAaHOBKHM MapTHEpa — aJipecara
0) /lyxoBHbIe ujeaybl mapTHEpa — aipecara
B) [loTpeOHOCTH U CKIIOHHOCTH MMapTHepa — ajpecara
5. BepOanbHble KOMMYHUKAIIMH OCYIIECTBIISIFOTCS C TTIOMOIIIBIO:
a) OnpeneneHHoro TeMma peuu
0) MHpOopMalIMOHHBIX TEXHOJIOTHI
B) YCTHOH peun
6. Bce mrogu nendarcs Ha:
a) CEeHCOpPUKOB Y UHTYUTOB
0) DKCTpaBepTOB M MHTPABEPTOB
B) 00a BapuaHTa BEPHbI
7. JlenoBoy CTHIIb B3aMMOJEHCTBUS TAPTHEPOB BKIIOYACT:
a) [Ipu3HaHue EHHOCTU U 3HAYMMOCTH MOBEJACHUYECKUX NEUCTBUI APYT Apyra
6) OcnabieHne KOHTPOJIS 33 COIUATBHO-CTaTYCHBIMH M STUKETHBIMH HOPMaMHU
B) ParmonanbHO€ MCTIONE30BaHNE TTAPTHEPAMH MOIIEPKUBAIOIINX TEXHUK
8. [lenoBbie mapTHEPHI C BU3YAIIbHON MOJAIbHOCTBIO MBICIISIT IPEUMYILIECTBEHHO:
a) TakTHUIBHBIMU 00pazaMu
0) 3puTenbHBIMHA 00pa3aMu
B) AyauanbHBIMH 0Opa3amMu
9. NUndopmaninoHHO — cUJI0BOE OOecrieueHne MaHUMYJISTOpa B MAHUITYJIATUBHBIX
TEXHOJIOTHSX JIEJIOBOTO OOIIEHHUS CKIIAABIBAETCS M3 COBOKYITHOTO B3aMMOICHCTBUSI:
a) KorHuTHBHO — panmoHaIbHBIX CHJI a/ipecaTa MCUXO0J0THYECKOr0 BO3IEHCTBUS



6) CTaTyCHO — peCypCHBIX CHJI MAaHUTYJISATOPA
B) JINYHOCTHO — TICHXOJIOTUYECKUX CHUIT MAHUITYIISITOPA
10. K MexaHn3aMam MaHUMYJISATHBHOTO BO3/ICUCTBUSI OTHOCSITCS:
a) MexaHu3Mbl IPUCOCTUHEHHS U BHEIPSHUSI, KOTOPBIC UCIIOB3YET MAHUITYIISITOP
0) [lcuxuueckne aBTOMaTU3MBbl U KOMIUIEKCHI a/ipecara MaHUMYJISAUN +
B) [loTpeOHOCTH, CKIIOHHOCTH, MOTHBAIIUH aJIpecaTa MaHUITYJISIIUN
11. K Hanbonee mpuMeHsIeMbIM B TEXHOJIOTHSX JIIOBOTO OOIIEHNS TEXHUKAM aKTUBHOMU
AHTUMAHUITYJSITHBHON 3aIIUTHI MOKHO OTHECTH:
a) Mcrnonp3oBaHue MapTHEPOM — aJIpecaToM MCUXOTEXHUYECKUX TPUEMOB BCTPEUHON MaHUIYIISALUN
0) BpeMenHOe mpephIBaHNe apecaToM JIET0BOT0 KOHTAKTa ¢ MAHUITYISTOPOM
B) LlenenanpaBieHHyI0 TOTAIBHYIO ICUXOJIOTHYECKYIO aTaKy Ha MaHUMYJIsITOpa +
12. K OCHOBHBIM MaHUITYJIATUBHBIM TEXHUKAM IICUXHUYECKOTO BO3ACUCTBUS B JICJIOBOM
OOLICHUH OTHOCATCS TEXHUKH:
a) YOoexaeHus
0) 3amyTsiBaHus, “JIOKHOTO BOBJICUCHHS’, CKPHITOTO TIPUHYKICHUS
B) Pacnionosxxenus
13. K 0coObIM TEXHUKAM ITACCUBHOM 3aITUThI, OPUCHTHPOBAHHBIM Ha OTPAKEHUE
MaHUTYJISTUBHOTO BO3JICHCTBUS, OTHOCSTCS:
a) BricTpauBaHue mapTHEpOM — aJipecaToM CMBICIOBBIX U CEMAaHTHYECKHX OAphEpOB C
MaHUTYIATOPOM
0) lucraHuupoBaHue MapTHepa — ajpecaTa OT MapTHEpa-MaHUIYJIATOpa
B) 00a BapuaHTa MPaBUIbHBIC
14. K OTKpBITBIM BOIIPOCaM B JI€JIOBOM KOMMYHUKAIIMN OTHOCSITCS:
a) Mudpopmanronusie
0) Putopuueckue
B) AJIbTepHaTUBHbBIE
15. K nmpu3Hakam, KOTOPhIE CBUACTEIHCTBYIOT O HATMYNH MAHUIYJISALUN B JCTIOBOM
OOIIIEHUH, OTHOCITCS:
a) HeKOHrpy?HTHOCTh KOMMYHUKATUBHBIX COOOIICHUI MaHUTTYISITOPA
6) CTpyKTypHasi KOMIIOHOBKa JUCKYpPCOB UH(OpMAIINH, HE peJeBaHTHAsI UX COJEPKaTEIbHON
3HAUMMOCTH JUISI PEIICHUS ASTOBOM MPOOIEMbI
B) [IpucyrcTBre BepOamTn3upOBaHHBIX M HEBEPOATBLHBIX YIPOKAIOIIUX CUTHAJIOB
16. K cpencrBam HeBepOaIbHOM KOMMYHHUKAIIMH OTHOCSITCS:
a) TakeTuka
0) [Ipokcemunka, KHHECHKA
B) 00a BapuaHTa MpaBUIbLHbIC
17. Kunecu4eckuMu cpeicTBaMu HeBepOaIbHOTO OOIIEHUS BBICTYIIAIOT:
a) [loza, Mumuka
0) Pykomoxarwue
B) [lokanmBanue
18. Jloruko-cMbICIOBOE MaHUIYIHPOBAHUE HHPOPMAIIHEH B IETIOBOM OOIICHUN TIPE/IaraeT:
a) COKpBITHE BaKHBIX CMBICIIOBBIX TUCKYPCOB HH(MOpMaIuu
0) YrauBanue uHpoOpMaImn
B) Jlo3upoBanue nHboOpMaIu
19. ManunmynsaTUBHAS CTPATETHUS B AETOBOM OOIIEHUH peatn3yercs Kak:
a) COBOKYITHOCTh TIOBEACHUYECKUX JICUCTBUH aJpecaTa MaHUITYJISITUN
0) CucreMa COBMECTHBIX MTOBEICHUECKUX JICUCTBUH JETOBBIX MAPTHEPOB, IMEIOINAS IIETHIO
KOMITPOMHUCCHOE pEellIeHUE 1eTI0BON MPOOIIeMBbI
B) Cucrema NCUXOTeXHUYECKUX IPUEMOB M JICHCTBUH, OTpasKaroIas J0JITOBPEMEHHBIE [IeTTH
MaHUIyJISTOpa
20. Mu1eHn MaHUYJISITUBHOTO BO3JIEHCTBUS — 3TO:
a) CTpyKTypHBIE YPOBHU IICUXUKH MAHUITYJIATOPA



0) JlokanbHble ICUXUYECKHE CTPYKTYPhI MapTHEpa-aJpecaTa, Ha KOTOPbIE HAIIPABIIEHO
MaHUTYJISTUBHOE BO3/IEHCTBUE
B) OOBEKTHI, BKIIFOUCHHBIE B JICJIOBYIO CBSI3b
21. HeBepOanbHBIMU CPEICTBAMU OOILEHUS SBISIOTCS:
a) Pykonosxarue, moxojka, B3rJsi
6) Tenedon
B) DNIEKTpOHHAs 1TOYTa
22. TlepcoHanpHasi TUCTAHLUS B IIPoOLIECCe OOIICHNUS:
a) Cspime 350cm
6) 50 — 120cm
B) 120 — 350cm
23. IloOynuTenbHast UHGOpPMALIHS B IETOBOM KOMMYHUKAIIUU PEATU3YETCS B BHJIC:
a) [Ipock0sI, mpukasza, mpu3bIBa
0) [To3HaBaTEILHOTO COOOIICHHS
B) DIEKTPOHHOM MOYTHI
24. IlpueM HANPaBIEHHOTO KPUTUYECKOTO CIYIIAHUS 1eJIeCO00pa3HO UCTIOIB30BaTh B
JIEJIOBBIX CBS3SIX, CBA3aHHBIX C:
a) O6cyxaeHreM KakuX-TM00 MHHOBALIMOHHBIX MPOEKTOB
0) /lnckyccruoHHBIM 00CYKICHHEM MPoOIIeM
B) BricnymmBanueM xanod KIMEHTOB
25. IIpokceMUueCKMMH XapaKTepUCTUKAMU HEBEPOAIIBHOTO OOIICHUS SBIISIOTCS:
a) [loxsonbiBaHue MO CrIMHE
06) Mumuka
B) JlucTaHius Mex Ty OOIIAIONUMUCS, YTOJI OOIIEHUs TAPTHEPOB
26. [Ipocoguyeckumu cpeICTBAMU HEBEpOATLHOTO OOIIEHUS BHICTYIAIOT:
a) luctanmmst MeXIy OOIIAIOIIMHUCS
6) HTOoHanMs, TPOMKOCTb roj10ca
B) XecTho
27. K TeXxHHKaM Majioro pa3roBopa, MpUMEHIEMOro B JeIOBO KOMMYHHUKAIIUH, OTHOCSITCS:
a) aTepecHbli, yBIEKaTEIbHBIN paccKka3, MO3UTUBHBIC KOHCTATAIIMKM COOBITUM UK (haKTOB,
WHTEPECYIOIINX apTHEpa
0) LluTupoBaHue BrICKa3bIBAHUI MTAPTHEPA O €T0 YBJICUYCHHIX, X000, BEICKA3bIBAHUS — CCHUIKH C
MPUSITHBIMU aCCOIUAIMSAMH IS ITApTHEPA
B) 00a BapuaHTa IpaBUIbLHbIC
28. MaHUTY TSI TUBHBIEC TEXHOJIOTHUHU JACIIOBOTO OOIIEHUSI — 3TO TaKUE TEXHOJOTHH, B KOTOPBIX
MPUCYTCTBYIOT:
a) [IcuxoTexHUYECKHE MPUEMbl MAaHUITYTHPOBAHUS, TEXHUKU PACTIONOKECHUS U YOCKICHUS 110
OTHONICHHUIO K MMAPTHEPY — aJipecary BO3AEeUCTBUS
0) OTKpBITOE IPUHYKICHUE MApTHEPA K KAKKUM — JINOO MOBEACHUECKUM JCHCTBHIIM
B) CKpBITOE MICUXO0JIOTUYECKOE BO3/IEHCTBUE HA JIEJIOBOT0 apTHEpa
29. O6mieHue — 3T10:
a) [Ipouecc nepenaun nHGopmanuu, TPOLECC YCTAHOBIECHUS KOHTAKTOB MEXY JIIOIbMU
0) [Ipouecc hopMupoBaHUs U Pa3BUTHUS JIUIYHOCTH
B) 00a BapuaHTa MpaBUIbLHbIC
30. Beigenure npuHINIL, HA KOTOPOM HE MOXET OBITh OCHOBAHO JIETIOBOE OOIICHHE:
a) YBaXUTEIHHOCTD
0) Drousm
B) JloOporkenaTenbHOCTh

OTBETHI:

Sl
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3. TunoBoe 3a1aHue 1151 BHINOJHEHUSI KOHTPOJIbHOI padoTsl mo Moay.io 3

1. B tekcroBom pemakrope Microsoft Word odhopmuts 1o cBoemy npennpustuio IIpukas o
BPEMEHHOM 3aMEIICHUH PYKOBOIUTEIS IPEIITPHUSITHSL.

2. B tekcroBom pemakrope Microsoft Word odopmute mo cBoemMy MpeanpusTuio AKT 0
CIIUCaHWH UMYIIIECTBA.

3. B TtekcroBom pemaktope Microsoft Word paspaborare 10 CBOeMy MPEANPHITHIO
IPOJIOJIBHBIN U YTTIOBOH OJIaHK Ballero MpeanpusTHs.

2. B rabmuunom penakrope Microsoft Excel pazpaborars mabdion XKypHana ydera Tpya0BbIX
KHIDKEK.

4. B TexcroBoM penaktope Microsoft Word opopmuts 1o coemy npennpustuto [Ipukas o
KOMaHJHUPOBAHHH.

5. B TtekcroBom penaktope Microsoft Word odopmMuth mo cBoemy mpeanpusTuio AKT O
npueme-nepeaaye Je.

6. B TexcroBoM pemakTope Microsoft Word pa3paboTtaTs mo cBoeMy NPEATPHUATHIO TTPOCKT
VYcraBa npeapusaTus.

7. B Ttabmuunom pemaktope Microsoft Excel paspaborats mabmon JKypHana
y4eTa B3bICKAHUW U ITOOLLPEHUN.

8. B TekcroBom penaktope Microsoft Word opopmuts mo cBoemy npeanpusituto I1pukas o
IPEMHUPOBAHUH.

9. B TEKCTOBOM penakTope Microsoft Word pa3paboTaTh TOHKHOCTHYIO
UHCTPYKIIHUIO CeKpeTapsa-pedepenra.

10. B tabamunom pemaktope Microsoft Excel pa3paborate mabnoH andaBUTHBIA >KypHaT
ydeTa JUYHOTO COCTaBa

11. B TtekcroBom pemaktope Microsoft Word odopmuTs MO CcBOEMY MNPEANPHUSTHIO
lNapanTtuiiHoe MHCHMO O OCTaBKe 000pyI0BaHUS (OTIYCTHTD 32 OE3HATMYHBINA Pacyer).



4. TunmoBoe 3aJaHKe 115 BbINOJHEHUS KOHTPOJIbHOI padoThl mo Moay.iio 4

1. CocraBuTh OJaHKM pa3IMYHBIX BHJIOB C YIJOBBIM U MPOJOJBHBIM BapHaHTaMU
PpacroyoKeHusl.

2. CocTaBUTbH MPOEKT PACHOPSHKEHHUS.

3. CocTaBUTB IPOEKT MPHUKa3a 10 OCHOBHOW JESITEIbHOCTH.

4, CocTaBUTh IPOEKT PEIICHUSI.

5. CocTaBUTh MPOEKT JOKJIAJHOMN U CIyKEOHOM 3amUCKH.

6. CocraBUTh MPOEKT MPOTOKOJIA.

7. O¢opMUTDH U 3aTOJIHUTH MPOCKT MPUKA30B MO JTUYHOMY COCTaBy (IIPHUKA3 O HANPABICHUU
paboTHMKA B KOMaHJIUPOBKY, IPUKA3 O MPEAOCTABICHUH OTITyCKa paOOTHUKY).

8.  OdopMUTH 3aMOIHUTH MPOEKT ITATHOTO PACTIMCAHUSL.

9. OdopmuTh 1 3aMOTHUTH MPOEKT rpaduKa OTIYCKOB.

10. OdopmHTD U 3aTOTHUATH MPOEKT JIUYHON KAPTOUKH.

11. OdopMuTh W 3aMOJHUTH MPOEKT KOMAHAMPOBOYHOTO YIOCTOBEPEHHUsI, CIYKEOHOTO
3a/laHus JJI HAlpaBlIeHUs] B KOMaHIUPOBKY U OTUETA O €T0 BBIMOJHCHUU.

12. OdopmuTh HagmeKaMM 00pa30M MOJHYIO KOMUIO OPHUITHATIFHOTO TOKYMEHTA, BHIITUCKY
U3 0(pUIMATIBEHOTO JOKYMEHTA.

13. OdopmMuTh U 3aMTOTHUTH MPOEKT KypHaa BXOAAIICH JOKYMEHTAIUH.

14. OdopMHTb U 3aTOIHUTH MPOEKT KypHAIA UCXOAALICH JOKYMEHTAIUH.

15. OdopmuTh U 3aMOTHUTH MPOEKT HOMEHKJIATYPHI JeJ JTI000T0 BHIA.

16. OdopMuTh U 3aMOTHUTH TPOEKT OMKCH JIEIT TF0O0T0 BUA.

17. OdopMuTh U 3aMIOJTHATH MMPOEKT 0OJIOKKH JIeNIa, 3aBEPUTEIIHHOTO JIUCTA Jea.

18. OdopmuTh U 3aMOJIHUTH MPOEKT aKTa O MpHEeMe-Tiepeiaue JOKYMEHTOB Ha IOCTOSHHOE
XpaHEHHUE B apXUB.

19. OdopmuTh U 3aMOTHUTH MPOEKT aKTa O BBIACICHUH K YHUYTOXXCHHIO TOKYMEHTOB, HE
MOITIEKAITNX XPaHEHUIO.

20. OdopmMuTh 1 3aMOTHUTH TPOEKT CIATOYHOU OTTUCH JICII.

5. TunoBoe 3aaHue 1JIs1 NPOBeAeHNsI TECTUPOBaHUA M0 MoayJiio 5

1. Kakue 1oKyMeHTHI IOJBEPraroT perucTpanun’?

1) BHyTpeHHHE, BXOIAIINE

2) BXOJSAIINE, HCXOISIINE

3) TOJIBKO BHYTPCHHHE

4) TpaBWILHOTO OTBETA HET

2. Tlouemy Ha makerax (KOHBEpTax) ¢ KOH(PUIACHIMAIBHBIMH JOKYMEHTaMH HE
IPOCTABIAIOT rpu( KOHPHUAESHIIMATEHOCTH?

1) rpud mpocraBigIOT BCeraa

2) dTOOBI HE PUBIICKATh BHUMAaHHUSI

3) T.K.3TO HE UMEET HUKAKOTO 3HAYCHHSI, BAYKHO JIUIIb COJICPKAHUEC KOHBEPTA

3. Uro nenaTh ¢ omMOOYHO MPUCITAHHBIMUA KOH(PHICHIIMATbHBIMHA JJOKYMEHTAMU?

1) Hx HY)XHO BBIOPOCHTH

2) X HyXHO OTHpPaBUTH OOPATHO

3) Ilo cormacoBaHHIO C OTHPABUTEIIEM IIEPECIATh B HYXKHBIN aapec

4. Ha 4ro OyayT CChUIAThCS TMPH PETUCTPALUHM BXOISIIMX JOKYMEHTOB, HMOTCHLIUAIBHO
cojiepkamux KoHQUICHIIMATBHYI0 HHOpMAaIio?

1) wnallepeueHp

2) Ha pelreHue pyKOBOIUTEIIS

3) Ha 3apaBbIil CMBICI

4) Ha Hamuuue Tprda, KOTOPhIi 00s3aH MOCTABUTh OTIIPABUTEb

5. Tlepeuncnute BapuaHThl YIIAKOBKHU MaKeTa ¢ KOH(DUACHIMAIBHBIMU JOKYMEHTAMH




6. UYro mpoucxoauT ¢ KOH(PHUICHIMATHLHBIMH JOKYMEHTaMH, KOTOpBIC HE WCIIOJIHEHBI B
TEKYIIEeM JeIONPOU3BOJICTBEHHOM TOTY?

1) uX yHHYTOXAIOT

2) WX MEPEeBOJAT JJIsl HCTIOJHEHHS B HOBOM JICTIONPOU3BOICTBCHHOM IOy

3) Takoil HEOOXOAMMOCTH HHUKOTJa HE BO3HHKAeT, T.K. OpraHM3alud OO0sM3aHbI BCE
UCIIOJTHUTH B TEKYIIEM Oy

7. UYrto mompazyMmeBaeT SKCHEAUITMOHHAS 00paboTka?

1) ydYer u perucTpaluio BXOASIUX MAaKETOB U JIOKYyMEHTOB

2) y4YeT W PErHCTPAIMIO UCXOISIIUX TAKETOB U IOKYMEHTOB

3) wuTO, M Apyroe

4) npaBHILHOTO OTBETA HET

8. Crour nM mNpUHMMATh HAJOPBaHHBIM MakeT (KOHBEPT) C KOH(MUIACHUIUAIBHBIMU
JOKYMEHTaMH, €CJIM OH aJIpECOBaH B BAIlly OPTaHU3AIINIO?

1) Her, HE CTOUT, HY’)KHO COCTABUTh aKThl U BEPHYTHh 00pPaTHO

2) 7a, CTOUT, HO COCTaBUTh aKThI

3) HeT, HE CTOMT MPUHUMATh, ¥ aKThl COCTABJISATh TOXKE HE CTOUT

9. Kakas oTmeTka JODKHA CTOSITh B OJKypHaje ydeTa BXOMAANIMX JOKYMEHTOB, €CIH
KOH(UICHIIMATBHBINA TOKYMEHT MPHUIIIEN ¢ COMPOBOAUTEIHLHBIM TUCHMOM, KOTOPOE, B CBOIO OYepe/b,
HE COJICPKUT KOH(DUICHIIATbHON nHpOopMaruu?

1) compoBOAUTENILHOE MUCHMO HE HYXHO PErHCTPUPOBATH

2) «be3 npuIoKeHHs He KOH(PUIACHITHATEHOY

3) MHUCHMO PErHCTPUPYIOT OTACIBHO, a MPUIOKCHHUE OTACIBHO

10. 3a yTo oTBeuaeT ciryx)0a KOH(MUIESHIINATLHOTO JASIIOPOU3BOACTBA?

1) 3ayd4er u perucTpauio KOHGUICHIIUATBHBIX JOKYyMEHTOB

2) 3armepeaadyy JOKYMEHTOB MEXIY HCIOTHUTEIIAMH

3) 3a KOHTPOJIb 3a CPOKAMHU MCIIOJIHEHHSI TJOKYMEHTOB

4) TpaBWILHOTO OTBETA HET

11. Kakue 10KyMeHTHI OepyT Ha HHBEHTApHOE XpaHeHue?

12. OO6s3aTenbHO JI BECTH JIBa OTACIBHBIX )KypHaAIa IJIs y4eTa MakeToB KOH(UICHIIUATBHBIX
I[OKyMeHTOB U caMux I[OKyMeHTOB?

1) na

2) HeT

OTBeTHI:
1) 4
2) 2
3) 2,3
4) 1,2
5) oauHapHOE MaKeTUPOBAHUE, JBOMHOE MAKETUPOBAHUE
6) 2
7) 3
8) 1
9) 2
10)1,2,3
11) cOpoIIropoBaHHbIE JOKYMECHTHI, YEPTEIKH, KYPHAIIBI yUeTa
12)2



[Tpunoxenue 2
TUTIOBOE 3AJIAHUE JJISI UTOTOBOM ATTECTAIIUU

1. TunoBoe 3agaHue 1JI IPOBeIEHUSI UTOTOBOI0 TECTUPOBAHMS
1. UTo HE OTHOCUTCA K YUPEAUTEIbHBIM TOKYMEHTAM IOPUINYECKOro auna’?
a) [IpoTokon coOpanust yupeauTenei;
0) Ycras;
B) YupeauTeabHbIi 10roBOp.

2. [MonoxkeHue 0 CTPYKTYPHOM TOJIPa3ACIEHUH — ITO:

a) TMpaBOBOM aKT, KOTOPBIH YyCTaHABJIMBACT CTAaTyc, QYHKIHUH, TIpaBa, OOS3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX IOAPA3IACIICHUNM WM UHBIX OPTaHOB;

0) mMpaBOBOW aKT, KOTOPBIM OMpeneNsieT CTaTyC OpraHu3alud, €€ 3amayd ¥ (YHKIHH, IpaBa,
OTBCTCTBCHHOCTD, MOPAINOK ACATCIBHOCTH,

B) JIOTOBOP, CTOPOHBI KOTOPOTO OOSI3YIOTCSI CO3AaTh IOPUIMYECKOE JINIO M YCTAHABIMBAIOT MOPSIOK
COBMECTHOH JIEATEILHOCTH 10 TaHHOMY (aKTy.

3. J1aToil 10JPKHOCTHON MHCTPYKIIMHU SIBJISIETCS AaTa:
a) ee YTBEPXKIACHUS;

0) ee COCTaBJICHUS;

B) O3HAKOMJICHHUS C HEeW pabOTHHUKA.

4. TlpaBOBO# aKT, B KOTOPOM OTOOpakaeTcsi MOPSIOK ACSITEIbHOCTH PYKOBOJCTBA OpraHM3aIlUH, a
PaBHO KOJUIETHAIBHOTO WJIA COBEIIATEIIFHOTO OpraHa — 3T0:

a) MITaTHOE PACIHCAHUE;

0) ycras;

B) pETJIaMEHT.

5. ITo cdepe cBOETO ACUCTBUS PaCIOPAIUTEIbHBIC IOKYMEHTHI ICTISATCS Ha:

a) KOJUICKTUBHBIC U UHAWUBUAYAJIbHBIC,

0) penepanbHOTO YPOBHS, PETHOHATBLHOTO YPOBHS, MPABOBHIE aKThl OPTaHU3AIIHIA;
B) MPAaBOBBIE aKThl OPraHU3alMM, IPABOBBIE AKTHI UX CTPYKTYPHBIX NOAPA3IEICHUN.

6. Pacniopsixenue uznaercs:

a) €IMHOJINYHO;

0) KOJIeTHANIbHO;

B) B YCJIOBUSIX BEJJOMCTBEHHOTO PETyJIHUPOBAHUSI.

7. Konus yactu 10KyMeHTa, KOTOpasi 3aBepeHa B OMPEIETICHHOM HOpsAKe, 3TO:
a) BBINKCKA;

0) S7IEKTpOHHAS KOS,

B) MyOnuUKar.

8. He sBrsieTcss JOKYMEHTOM, KOTOPBI HHUIUUPYET PEIICHUE:
a) 3aKJIIOYCHHC;

0) MPOEKT JOKYMEHTA;

B) JOKJIaJTHAsI 3aIKCKa.

9. UeMm BHEUIHE OTIMYACTCS MIPOCKT TOKYMEHTA OT €ro OKOHYATEeIbHOTO BapuaHTa?

a) [IpoekT He 00s3aTennbHO OPOPMIIATH B Tako# ke ¢opme, Kak OyAaylmuid JOKYMEHT, JOCTaTOYHO
CaMoro TEKCTa,;

0) Hanmucpio «mmpoeKkT» B BEpXHEM TOJIE CIIpaBa;

B) [IpoekT oopmisiercss Ha crieraTbHOM OJIaHKe.



10. Kakas yacTb IOCTaHOBJIEHUS COACPKUT HOPMATUBHBIE TIOJIOKEHUS WM IOPYUEHUs?
a) PacnopsinurensHas;

6) Koncratupyromas;

B) BBOHAas.

11. B coctaB nH(pOopMaIrimoHHO-CIPABOYHBIX JOKYMEHTOB HE BXOIUT:
a) yKa3aHue;

0) moKJIagHAas 3aMKCKa;

B) CBOJKA.

12. Bua wuH(bOpMaMOHHO-CIIPABOYHON JOKYMEHTAIIMH, SIBISIOMICIHCS CIIOCOOOM OMEpaTUBHOTO
MH(OPMaLIMOHHOTO 00MEHa MEXy OpraHU3alusIMU, Ha3bIBAeTCA:

a) TOKyMEHTaIMeH s CIIy>KeOHOTO IMOTh30BaHUS;

0) MmepenucKoi;

B) CTATUCTUYECKON OTUETHOCTHIO.

13. Yro mpencrapinsieT coOoil 3asiBIeHHE B JOKYMEHTOOOOPOTE OpraHu3anuu?

a) OTO JOKYMEHT C MPEeAJIOKEHUEM Ha3HAUUTh, IEPEMECTUTh WU MOOLIPUTh paOOTHHUKA;

0) OTO TOKYMEHT, OOBSCHSIOMNI NPHUUUHBI CIYYUBIIErOCs, KOTOPBIH COCTaBIsIeT PAOOTHUK HA UM
PYKOBOJUTEIIS;

B) DTO NIOKYMEHT, KOTOPBIH aJpecoBaH IOJKHOCTHOMY JIMIy U COJIEPXKUT KaKyro-THOO MpochOy
paboTHHKA.

14. Yto He sABNAETCS NPU3HAKOM aKTa?

a) cocTaBJieHHEe B CBOOOIHOU (hopme;

0) ycraHoBjIeHHE (DAKTHUECKOTO COCTOSIHHE JIENI U OTPAKCHUE €0 B aKTE;
B) KOJIJIETHAJIBHOCTh COCTABIICHUSI.

15. JIoOKyMeHTBI, KOTOpbIC H3JaHbl BHYTPH YYPEKICHUS W OTIPABIEHBI 3a €ro Mpeaesbl s
pyKOBO,Z[CTBa HNXECTOAIIINUM opraHaM praB.HeHI/IH JII/I60 B [CIIAX HUCIOJIHCHUSA ITMCHbMCECHHBIX
yKa3aHW# BbICIIEH MHCTAHIIMH, HA3bIBAKOTCS:

a) BXOJSILIMMU JOKYMEHTaMU;

0) UCXOAAIIMMH TOKYMEHTAMH,

B) IIEPENUCKOM.

16. Uto BKIIIOUAET B €051 TEXHUUYECKOE UCIIOIHEHNE JOKYMEHTA:

a) TpPEeNoCTaBlICHHE pACIEYaTaHHOTO IMPOEKTa JIOKYMEHTa pPYKOBOJUTENI0O Ha COIJIaCOBaHUE,
yCTpaHEHUE HETOYHOCTEH, HA0Op OKOHYATENFHOTO IOKYMEHTA;

0) TOATOTOBKY IIPOEKTa JOKYMEHTa, HAOOp W pacreyaTKy TEKCTa TMPOEKTa, KOPPEKTHPOBKY
CoJIepKaHusl JOKYMEHTA TOCJe corfiacoBanusi, opopMiieHHe (PUHATFHOTO BapUaHTa IOKYMEHTA;

B) COCTaBJICHHE JOKYMEHTa cpa3y B OKOHYATEJIbHOM BapUaHTE, €ro MOAMHCAHHE y PYKOBOAUTEINS,
OTIpaBKa JJOKYMEHTA aJipecary.

17. Korna TOKyMeHT sIBJISI€TCS UCTIOJTHEHHBIM?

a) Kak ToJbKO TOKyMEHTY MPUCBOEH PErHCTPALMOHHBIN HOMED;

6) Korna paccmarpuBaemblii B TOKYMEHTE BOIIPOC Pa3pelleH IMOJHOCTHIO U IEpernucKa Mo HeMy
3aBEpIICHA;

B) Koria 1okyMeHT moiy4eH KOHEYHBIM aJIpecaToM.

18. Kakme pa3mepsl MPHUPTOB PEKOMEHIYETCS MCIONB30BaTh MpH O(GOPMICHUHM JOKYMEHTOB
corsacHo I'OCT P 7.0.97-2016?
a) Ne 12, No 13, Ne 14;



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

19. Ludposoii wimu OGyKBeHHO-IHU(POBON HUASHTUPHUKATOP AOKYMEHTA, BKIIOYAIOIIUN MOPSIKOBBIHA
HOMEp, MIOMOJHSAEMBI MO JKEJAaHWI0O HWHJIEKCAMH COTJIACHO HCIONB3YeMbIM KiaccudukaTopam,
Ha3bIBACTCS:

a) rpudom;

0) perucTpallnOHHBIM HOMEPOM JIOKYMEHTA,

B) JaTOW JJOKYMEHTA.

20. Kaxkoit ¢hopmar Gymaru UCTIOIB3YETCS JJIsI U3TOTOBJICHUS OJIAHKOB PE30JTFOITNIN ?
a) AS, A6;
0) A4, AS;
B) A6, A4.

21. Hocurenem nH(pOpMaLnu sSBISIETCS:

a) MaTepuajbHbIi OOBEKT, KOTOPHIM HYKEH Juisi (QUKcaluu, XpaHeHHs (M BOCIPOM3BEIICHUS)
peueBoii, 3BYKOBOH HJIM H300pa3UTENbHON HH(pOpMALINH;

0) coznmarens JOKYMEHTA;

B) CTPYKTYpHOE TOpa3/iesieHHe, BRITONHSoNIee (YHKIIUU 10 BEACHUIO JOKYMEHTO000pOTA.

22. CBOICTBO JOKYMEHTa MOATBEPKIATh JEIOBYIO ACATEIBHOCTD JTUOO COOBITHE IMYHOTO XapaKTepa
—3TO:

a) IOpUINYECcKas CHIIa IOKyMEHTa;

0) ropuarUecKas 3HaYNMOCTh JJIOKYMEHTA,

B) ayTEHTUYHOCTb.

23. TUNOBBIM CPOKOM HCIIOJHEHUS JOKYMEHTA Ha3bIBACTCS:

a) CpPOK HCIIOJTHEHUs JOKYMEHTA COIIACHO HOPMATHUBHO-IPABOBOMY aKTY;

0) CPOK MCIOJIHEHUS, KOTOPbIN YCTaHOBJIEH B OPraHU3allMOHHO-PACTIOPSIIUTEILHOM JOKYMEHTE WUITU
B PE30JIIOLINY;

B) CPOK MCIOJHEHUS], YCTAHOBJICHHBIN CIIOKHUBIIUMCS B OPTraHU3aI[UU O0bIYaeM.

24. CripaBOYHHK, COACPIKAIIN cBeleHHs 0 (DOHAAaX apXWBa M MPEIHA3HAYCHHBIA JJIT 0O3HAKOMJICHUS
C UX COCTAaBOM U COJIEpKAHUEM — 3TO:

a) apXUBHBIN MTyTEBOJIUTEIIb;

0) apXMBHBIH CIIPABOYHUK;

B) apXUBHBIA yKa3aTellb.

25. YaudummpoBanHon HOpMOI TOKYMEHTa SBIISICTCS:

a) popmymsap TOKyMEHTa ONpeAeIEHHOTO BH 1A, KOTOPBIH COAEPIKUT MOCTOSIHHYIO 9acTh TEKCTa;

0) OyMaXHBIM WM SJEKTPOHHBIM IIa0JOH C PEKBU3UTAMH, MO KOTOPBIM OIPEACISECTCS aBTOP
o(pHUIIMaNTBHOTO TOKYMEHTA;

B) PEKBH3UT O COIJIACHM OpTraHM3allMU, KOTOpas HE SBISICTCS aBTOPOM JIOKYMEHTa, C €ro
COJIepKAHUEM.

26. KakoBa aymHa caMOi JJIMHHOM CTPOKH PEKBU3UTA IIPU YITIOBOM PAaCIOI0KEHUU PEKBU3UTOB?
a) He 6onee 7,5 cm;

0) He Gonee 12,5 cm;

B) He 6omnee 10 cm.

27. PEeKBU3UT JOKYMEHTA — 3TO:
a) pErUCTPaLMOHHBIN HOMEP JOKYMEHTA;



0) smeMeHT opOpMIIEHUS TOKYMEHTA;
B) CBCACHUA O AATC U UCIIOJIHUTCIIC JOKYMCHTA.

28. Bxonsmmii JOKYMEHT IMPOXOIUT CIEIYIOLINE dTabl 00paboTKu:

a) CONPOBOXICHHUE W JIOCTAaBKa C IMOYTHI, TEpBUYHAS 0OpabOTKa, perucTpanus, MOATOTOBKA Ha
JIOKJIaJI, PAcCMOTpeHHe M O(OPMIICHHE DPE30JIOUMH, PErucTpalus pPe30NIONMH, TOCTAaHOBKAa Ha
KOHTPOJIb HWCIIOJHEHUS, OTIpaBKa Ha WCIIOJIHEHUE, WCIIOJHEHHE W KOHTPOJb 3a HUM, IpUEM
UCIIOJIHEHHOTO JOKYMEHTA, CHSATHE C KOHTpOJIA, TOMEIIEHHE HCIOJIHEHHOrO JOKYMEHTa B JEIIO,
paboTta ¢ HUM, TEeKyllIee U apXUBHOE XpaHCHHUE, YHUUTOKEHHE U CITMCAHHE;

0) ycTaHOBJEHHE KOHKPETHOTO ajpecaTa JOKYMEHTa B OpPraHU3alllH, PErHCTpalus JOKyMEHTa IO
BXOJISIIUM JKypHaJIaM, Tiepeiada JTOKyMEHTa ajapecaTy, yKa3aHHOMY €ro B TEKCTE, YCTaHOBIICHHUE
CPOKOB HCIOJHEHHUS JIOKYMEHTA, HCIIOJHEHHE JOKYMEHTa, MpPOBEpKa pE3yJIbTAaTOB HCIIOJIHEHHUS,
MIOMEIICHUE IOKyMEHTa B HOMEHKJIATYPHOE JEJI0 U TIOCIIEAYIONIast cAada B apXuB;

B) perucrpanus JOKYMEHTa IO BXOJSIIEH KOPPECIOHACHIUH, Teperada ero pyKOBOJUTEIO IS
OTIpeNIeJICHUs] UCIIOTHUTES, Tiepeaada TOKYMEHTa HETMOCPEACTBEHHOMY HCIIOIHHUTENI0, KOHTPOIh 3a
UCIIOJIHEHUEM  JOKYMEHTAa, HWCIOJHEHHWE JIOKYMEHTa, TIpHEeM  pPEe3yJbTaTOB  HCIIOJHEHHS
PYKOBOJIUTENIEM, OTMETKA 00 MCIIOJIHEHUH B CIICIIATBHOM JKypHAJle, cada TOKyMEHTa B apXUB.

29. [IlpenBapuTenbHbId TEKCT JOKYMEHTA, KOTOPBIA JIMYHO TOTOBUT MCHOJHUTENb WIIHU
COUCIIOJIHUTCIIb JOKYMCHTA, 3TO:

a) 9K3eMIUISIP TOKYMEHTA;

0) IPOEKT TOKYMEHTA;

B) KOIHS IOKYMEHTA.

30. Ienonpou3BoOICTBO — 3TO:

a) JEATEeTbHOCTh IO JOKYMEHTHPOBAHUIO, JTOKYMEHTOOOOPOTY, ONEPATUBHOMY XPAaHCHHUIO U
HUCIIOJIB30BAHUTO I[OKYMGHTOB;

0) mpolenypa Co3faHus, TUPAKUPOBAHUS U PETUCTPAIIUU BXOJAIICH U UCXOJAIIEH TOKYMEHTAIIUN
OpraHu3aluy;

B) HEMOCPEICTBEHHOE CO3/IaHNe OUIIUATLHBIX TOKYMEHTOB Ha MPETPUATHH.

9TaJIOHLI OTBETOB:

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

a a a B §) a a §) §) a a 0 B a 0

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

0 0 a §) a a §) a a a a 0 a 0 a

2. TunoBble 3aaHus VISl IPOBeIeHUsI MPAKTHYECKOH KBATH(UKANMOHHOI PadoThI
1 CocraButh U 0)OPMHUTH B COOTBETCTBUU C MPABWJIAMHU JEIOMPOU3BOJCTBA U PEUEBOTO ITUKETA B
nporpamme Microsoft Word nndopmarimonnoe mucbmo.
2 CoctaButh 1 0()OPMUTH B COOTBETCTBUHU C MPABWIAMHU JIEIOMPOU3BOJCTBA U PEUEBOTO ITUKETA B
nporpamme Microsoft Word rapantmitHoe mUChMO 00 oOIulaTe JCHEXHBIX CPEICTB A0 KOHIIA
tekymiero kBapraia oT umenn YIIOY VI[ «Ontumuct» Ha cymmy 3agomkeHHocTd 1000=00 (Onxna
THICSTYa pyoJIeit).
3 CocraBuTh U 0GOPMUTH B COOTBETCTBUU C MPABHIIAMU JCIOMPOU3BOACTBA U PEYEBOIO ITUKETA B
nporpamme Microsoft Word nucemo-peknamanuio o nmocraBke «bymaru oucHoi» B KOJIUYECTBE 5
KOpPOOOK HEHAJIe)KAIIET0 KauecTRa.
4 CoctaBuTh U OPOPMHUTH B COOTBETCTBHH C MpaBUJIAMH JI€JIOMPOU3BOJICTBA U PEUEBOI0 ITHKETA B
nporpamme Microsoft Word pekimamHoe mnucbMo 00 oOpasoBarenbHbix yciayrax UYIIOY VII
«OnTUMHUCTY.



5 CoctaButh U 0pOPMHUTH B COOTBETCTBHH C MPABHIAMH JIEIOTIPOU3BOJCTBA U PEUCBOTO ITHKETA B
nporpamme Microsoft Word conpoBoauTensHOE MUCHMO K MAKETy JTOKYMEHTOB, MPHKIIAIBIBAEMBIX
JUTSL OTIIPABKH ITOYTOBBIM COOOIIIEHHEM.

6 CocraBuTh U OOPMUTH B COOTBETCTBHHU C MPABHJIAMH JICIONPOU3BOJICTBA U PEUEBOr0 ITUKETA B
nporpamme Microsoft Word mucemo-3anpoc «O mpeaocTaBieHnd HHOOPMAIH».

7 CocraBuTh U OOPMUTH B COOTBETCTBHHU C NPABHJIAMH JICIONPOU3BOJICTBA U PEUEBOI0 ITUKETA B
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nporpamme Microsoft Word nucemo-nipuriamieniue HakoprnopatusHoe coositrie B OO0 «Me30HuH u
K».

9 CocTaBuTh U OPOPMHUTH B COOTBETCTBUH C MPABHJIAMH JICIOTPOU3BOJCTBA U PEUCBOTO ITHKETA B
nporpamme Microsoft Word nucpmo-HarnoMuHaHue.
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