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MHHOACHUTEJIBHASA 3AITUCKA

AnanTupoBaHHas MporpaMma MpoPecCHOHATBHON TOATOTOBKM MO TpodeccusMm pabounmx u
JTOJKHOCTAM  cinyxamux «CekpeTrapb-aAMUHUCTpATOp» (Janee - AJanTUpOBaHHAs MPOrpamma),
pa3paboTaHa B COOTBETCTBUM ¢ HOpMamu DeepanbHOro 3akoHa ot 29 gexadpst 2012 roga Ne 273-D3
«O06 ob6pazoBanuu B Poccuiickoit @enepanuu», ¢ yuyetom TpebGoBanuii [lopsaka opranuzanuu u
OCYIIECTBIICHUS] 00pPa30BaTENBbHON AEATEIBHOCTH 110 OCHOBHBIM IIpOTpaMMaM IMpo(ecCHOHATBHOTO
o0OyueHus1, yTBEpkKIACHHOTO MpuKazoM Munuctepctsa npocsemieHuss PO ot 26 asrycra 2020 roma Ne
438 (zapeructpupoBanHo B Muntocte Poccun 11 centsadpsa 2020 rona, peructpaunoHHsiii Ne 59784)
u [lopsaka obecrneueHus: YCIOBHM JOCTYIMHOCTH ISl MHBAJIUIOB OOBEKTOB M IMPEAOCTABISIEMBIX
ycayr B cdepe oOpa3oBaHHS, a TakKe OKa3aHWSA WM TpPA ITOM HEOOXOIWMOW IMOMOIIH,
YTBEPKACHHOTO IIpukazoM Munucrepcta odpazoBanus U Hayku PD ot 09 HosiOps 20151, Ne 1309.

AJlanTupoBaHHas MpoOTrpaMMa OIpeIesiieT MUHUMAIbHBIN 00bEM 3HAHUN U YMEHUI, KOTOPBIMHU
noJpKeH obnanath «Cekperapb-aIMUHUCTPATOP» MPHU 3aHSITHU COOTBETCTBYIONIEH TOJKHOCTH.

Cpok ocBoeHHS ATanTHPOBAaHHOW Hporpammsl mo npodeccun «Cekperapb-aIMUHUCTPATOP
COCTaBIISICT 3 Mecsiia, 00ydeHrne IPOBOJAUTCS 5 pa3 B Helemo (8 akaJeMHUECKHUX YacOB B JICHB).

TpynoeMKOCTh OCBOCHHUS CIYyIIATEISIMH  IPOrpaMMbl  MpodeccHoHaNIbHOTO  00y4eHHUS
coctaBisieT 5426 yacoB, U3 KOTOPBIX 282 yaca OTBOJATCA Ha JICKIIMOHHBIC 3aHATHs, 92 yaca Ha
npakTHUeckKue 3aHsTusd, 44 dYaca Ha CaMOCTOSTENbHYIO paboTy, 2 yaca - KOHCYJIbTaluu, 6
aKaJeMUYECKHNX YaCOB — Ha aTTECTALIUIO.

@®opma 00y4yeHHs] — JAMCTAHIMOHHAs C TMPUMEHEHUEM DJEKTPOHHOTO  OOY4YEeHHS
JTUCTAaHIIMOHHBIX 00Pa30BAaTENbHBIX TEXHOJOTHM B COOTBETCTBHHM C JCUCTBYIOIIEH HOPMATHBHOMN
Oa3oii.

KonnuecTBO 4acoB, OTBOAMMBIX Ha HW3Y4YEHHE OTAEIBHBIX TeM (MOAYJEH) MpOrpaMMbl,
MOCIIE0BATEIHHOCTh UX U3YyYEHHUE B CIIy4ae HEOOXOJUMOCTH MOXHO U3MEHSATH B Mpejenax oOIIero
KOJINYECTBA Y4€OHOTO BPEMEHHU.

B coorBerctBunm ¢ ®3 «O06 oOpasoBanum B Poccuiickoii dexepanmm», NTPUHIHUIIAMHA
ryMaHU3aluk 00pa30BaTeNBLHOrO Iporecca, MUGGEepeHIHANA W WHIANBUAYATH3AIUH OOYyUCHHUS,
BBIJICTISICTCSl KaTeropust OOy4arolIMXCS C OrPaHUYEHHBIMH BO3MOXKHOCTSIMH 37I0POBbS (lanee —
obyuaromuecss ¢ OB3). OOyuatomuiics ¢ OB3 — ¢usmueckoe U0, UMEIONICe HEAOCTAaTKUA B
duznueckoM © (UIM) TICUXOJIOTHUYECKOM PAa3BUTHM, IMOATBEPKACHHBIE ICUXOJIOT0-MEIUKO-
NEearornyeckol KOMHCCHEW M IMPEMSTCTBYIOUIME IOJydyeHUI0 oOpa3oBaHMs 0e€3 CO3JaHMs
CHEIHMANIbHBIX YCIOBHIA.

Kareropus oOywaromuxcs ¢ OB3 — 310 oOyuatomiyecs, OCHOBHON Ie(eKT pa3BUTHS KOTOPHIX
3ameisieT (OpPMUPOBAHHE IMO3HABATEIBHBIX MPOLIECCOB, CHIKAET IMO3HABATEIbHYIO AKTUBHOCTb,
3aTpyAHSET CAaMOKOHTPOJb M CaMOperyisinuio. JlaHHble OCOOCHHOCTH Pa3BUTHS SMOIMOHAIBHO-
BOJICBOM M MMO3HABaTEIbHOU CQephbl 3aTPYAHSIOT aJanTalHio K mpoieccy o0ydeHus, popMupoBaHue
y4eOHBIX 1 MPO(EeCCUOHATBHBIX YMEHUN U HABBIKOB, YCBOCHHE MPOrPAMMHOI0 MaTeprasa B I[EJIOM.

AnanTupoBaHHas Mporpamma OIpeleseT COoAepKaHHe U OpPTaHH3aIUI0 Ipolecca 00ydeHHs
quist ciaymatenedt ¢ OB3 u HanpaBiieHa Ha:

— o0ecreyeHNe pPaBEHCTBA BO3MOXKHOCTEH JUIsi KaXAOro oO0y4aromierocss B MOJyYEHUU
KaueCTBEHHBIX 00Pa30BATENbHBIX YCIIYT;

— olecrnieueHrne TOCYNApPCTBCHHBIX TapaHTUW YypPOBHS U KadecTBa MPOQEecCHOHATBHON
MOJTOTOBKU 1O TpodeccusiMm pabouyuXx, JOJDKHOCTSIM CIIyXKalllUX Ha OCHOBE €/IMHCTBA 005S3aTeIbHBIX
TpeOOBaHUH K YCIIOBHUSAM pealu3aliu MporpamMm mnpogeccuoHanbHoro ooydenus jaui ¢ OB3;

— COXpaHEHHEe eJMHCTBAa OOpa30BATENBHOTO MPOCTPAHCTBA  OTHOCUTEIBHO  YPOBHS
PO ECCHOHAIIBHOTO 00yUYCHUS,

— obecnieueHue npodeccHoHaIbHON alanTaluy, coluanu3anuu ciymareneit ¢ OB3.

AnanTupoBaHHas Tporpamma paspaboraHa s dereipex rpymm jwn ¢ OB3 ¢ ydetom wmx
UHAVBUAYAIbHO - THIIOJIOTMYECKUX ocoOeHHocTed (Bun u  xapakrep OB3), ¢ pasHbMEH
00pazoBaTeNbHBIMU MTOTPEOHOCTSIMU U BOBMOXKHOCTSIMU TPYJOBOM peanu3aiuu:

1. OOyuaronuecs ¢ HapyIICHUSIMU 3PEHUS;



2. O0yuaroniecs: ¢ HapyIeHUSIMU OTIOPHO-JIBUTaTeIbHOTO anmnapara (qaiee — OZlA);
3. ObOyuaromuecs ¢ HapyIIEHUSIMU CIIyXa U Peyu;
4. Obyuaronyecs ¢ JErKOH U YMEPEHHOM CTENEeHbI0 YMCTBEHHOM OTCTAJIOCTH.
Kaxnoii rpymnme cBONCTBEHHBI 0COObIE NUIAKTUYECKHE MPOOIEMbl U HEOOXOIUMBI 0COOBIE
JMTaKTUIECKHE M BOCTIUTATEIILHBIC YCIOBUSI.
[Tcuxomoro-negarornyeckas xapakTepuctuka ooydaroniuxces ¢ OB3
o npodeccuu «CekpeTapb-aIMUHUCTPATOPY

Bun napymenus

Ocobas oOpa3oBaTenpHas Mpoodiema

Crrenuhuka mporecca 00yqIeHus

Hapymmenus 3penus

[TpoGieMbI BOCIIPUATHS
nHGOpPMAIIMH, CHIKECHUS
IIBUTATEJILHON aKTUBHOCTH U
MOOMJILHOCTH, OCJIa0JIEHNS
KOOpIUHAIINH JIBUKCHUH, B
3aMeJJIEHHOCTH OITO3HAHUS U
YCTaHOBJICHUS IPUIHNHHO-
CIIEJCTBEHHBIX CBA3€EH, B
BepOanu3mMe, B
Hec(hOPMHUPOBAHHOCTH a0CTPAKTHOTO
MBIIIJIEHUS

Hcnonw3oBanue B
00pa3oBaTeIbHOM TIpOIIeCCe
CIIELIMAJILHON CHCTEMBI JJIS
NUChbMa U YTCHHS,
MPEJICTABICHHON pelbeHO-
TouYeuHBIM HIpupTOM Bpaiis,
CHeIHATbHBIX TPUOOpaX IS
penbepHOr0 pUCOBAHUS U
YepueHus, B pesibehHO-
rpagu4IecKux MoCcoOusX,
TUQIOTEXHIUYECKHUE U
OINTUYECKUE CPEICTBA JIJIst
o0yueHust

Hapymenus OJIA

[TpoGiema oOycTpoiicTBa pabodero
mecra. [IpoGema 3ameiIeHHOTO
BOCIIPHSTHS U TIepeIaun
uHpopmanuu. [IpoGiemsr
KOMMYHHUKAIH

Opranu3zanus 10CTYIHOR
0e30apbepHON CpeIbl,
obecneunBaromien GU3nIECcKyIo
¥ HH()OPMAITHOHHYIO
JOCTYITHOCTh
po(heCcCHOHATTLHOTO 00yUeHUS

Hapymenus ciayxa u peun

[TpoGeMbl KOMMYHUKAILIUH,
3aMEJIJIEHHOTO0 BOCIIPUSATHS
MH(pOpPMAIIH U MOJTyYeHUS HOBBIX
3HAHWI

Hcnonp3oBanue 0coObIX
TEXHOJIOTHI UHTETpaIluu —
CTYNEHYAThIN NOAXO0 — IO
BO3MOKHOCTH B IIEPBBII IO
oOyueHue IPOBOIUTCS B
OTJIeNbHbIX rpymmax. OOyueHue
C CypIONIEPEBOUNKOM

Jlerkas wm  ymepeHHas
CTEIEeHb YMCTBEHHOM
OTCTAJI0CTU

[TpoGieMbl KOMMYHUKAIIHH,
3aMeIIEHHOTO BOCTIPHSTHSI
MHPOPMALIUU 1 TTOTyYSHHS HOBBIX
3HAHHM, OTPAHUYECHHOTO BHIOOPA
npodeccuu, y3KOoro moJist TPYA0BOH
peanu3aiun
(MaOKBaTM(UIIMPOBAHHBIN WIIN
MEXaHUYECKUH TPy)

OO0yueHue no aJanTHPOBaHHBIM
IporpaMMam, BKJIIOUYAOIIUM
OCBOEHHE MOJYJIEH.
[Iponomxkenue o0ydeHus
HaBbIKaM KOMMYHHKAaIIUN

[lepBas rpynna ynun ¢ OB3 — 3710 nuua ¢ HapyumeHusiMU 3peHusi. BoiaensroTcst 3 oCHOBHbIE
IPYMIIBI JIHUI ¢ HAPYIICHUAMU 3PEHUS: Cllenble, C1a00BUIAIINE U JIULA C TOHMKEHHBIM 3PEHUEM.

K xareropumn cnemnbix otHocsTCs aunia ¢ octporoit 3penus ot 0 (0%) mo 0,04 (4%) Ha mydie
BUJISILEM IJ1a3y C KOPPEKLHUEH 0uKaMu, TaKKe JIMLa ¢ 6osee BEICOKOW OCTpOTON 3peHwust (BIUIOTH 10 1,
T. €. 100%), y KOTOpbIX IpaHMIIbI [10JISI 3pEHUSI CY’KEHBI B JIydllle BUASALIEM a3y 10 15 rpagycoB oT
TOYKHU (pUKCALMU BO BCEX HaMpaBieHUsAX. Takue oOyyaromuecs sSBISIOTCA IPAKTUYECKU CIICTBIMU.

Cpenu U1, OTHOCSIIUXCS K KATETOPUU CIIETIBIX, IPUHATO BBIICISATH:
— a0COJIIOTHO WJIM TOTAJIBHO CIIETBIX;




— YaCTUYHO WJIH MapIHalibHO CJENBIX, MMCIOIMUX JMOO0 CBETOONIYHICHHUS (CITOCOOHOCTH
pa3nuyath CBET U ThbMY), MO0 (opMalibHOE 3peHHe (BO3MOXKHOCTh Pa3lu4eHusi (JOPMBI MPEIMETa,
T.€. BbiAeNneHus: Gurypsl u3 GoHa).

K cmaboBuasimuM oTHOCSTCS Juia ¢ octpotoi 3perus ot 0,05 (5%) mo 0,4 (40%) Ha mydme
BUJSIIIIEM TJIa3y C KOPPEKIMeW oukamMH. OJTa KaTeropusi Takke MOJpa3AeseTcs Ha TPYMIbl B
COOTBETCTBHUE CO CTEIEHBIO 3pUTEIBHBIX HAPYIIICHUN.

1. Jetu c rmyOokuM cinaOOBUACHHEM — 3TO T€, Y KOTO OCTpPOTa 3peHUsl Koyeliercs B
npeaenax ot 0,05 1o 0,09 ¢ koppekiueit oukaMmu Ha JIydIille BUSAIIEM IJ1a3y.

2. CnaboBuasnIve MKOJBHUKU ¢ ocTpoTol 3penus ot 0,1 mo 0,2 ¢ Koppeknuer ouykamu Ha
Jydllle BUJSLIEM TJ1a3y.

3. CnaboBuusume ety ¢ ocTpoToid 3penus ot 0,3 10 0,4 ¢ koppekieil oukaMu Ha Jy4Iiie
BUJIAIIIEM TJI1a3y.

OcTpoTa 3peHus Ul ¢ MOHMKEHHBIM 3peHueM Bapbupyercs ot 0,5 (50%) mo 0,8 (80%) Ha
JydIle BUASIIEM Tia3y ¢ Koppekuueil. CorilacHO MCHXO0JIOro-NeIarornieckon Kiaccudukanum Bce
JIETH C HapylIeHUWEM 3pEHHs JAENSATCS Ha JABe Tpymmbl. [IepByro cocTaBisfOT Te oOydarommecs,
KOTOpBIE B IpoIecce y4eOHO-TIO3HABATENFHOW JEATEIPHOCTH OINMUPAIOTCS Ha CIyX M OCSA3aHUS.
OOBIYHO 3TO CJemble C OCTAaTOYHBIM (OPMEHHBIM (IPEIMETHBIM) 3pEHHEM M JIETH C TIyOOKUM
cnaboBunenueM. Ko BTOpo# rpyrme OTHOCSTCS MIKOJbHUKH, MPEUMYIIECTBEHHO MCIOIB3YIONINE B
nporecce yueOHO-I03HaBaTeIbHON ASSITENFHOCTH CBOE HAPYIIIEHHOE 3pEHUeE.

Bropast rpymma — 3TO JuIla ¢ COXpAaHHBIM WHTEIUICKTOM INpu Hapymenusx Gyakouidi OJ[A.
[Tonstue «uapymenuss OA» HOCUT coOUpaTeNnbHBIM XapakTep U BKIIOYAeT B ceOs JABUraTeIbHbBIC
paccTpoiCTBa, WMEIOIIME OPTaHWYeCKOe IIEHTPAIbHOE WU TMEepU(PEepUIecKoe IMPOUCXOXKIICHHE.
Cpenu oOyuatomuxcs ¢ HapymeHusMu OJ[A MOXHO BBIIEIUTH KATETOPUIO CO CIIOKHON CTPYKTYpOit
nedexkra W TeX, KTO UMEIOT JICTKWE JIBHTATCIIbHBIC HAPYIICHUS — OHHU MEPEIBUTAIOTCS
CaMOCTOSITENIbHO, BIAACIOT HAaBBIKAMU CaMOOOCIYKMBAHMS, UX ICHUXHUYECKOE Pa3BUTHE OJIM3KO K
HOPMAaJIbHOMY Pa3BUTHIO.

VY obyuaromuxcs ¢ Hapymenusmu OJJIA BexymuM (NIEPBUYHBIM) SIBISIETCS JBHTATEIbHBII
nedexT (Heqopa3BHTHE, HAPYIICHWE WM yTpaTa JBHTaTCIbHBIX (YHKIHE). B OCHOBHOM 3TO
ClIymiateau ¢ uepeOpalbHbIM MapaiudyoM. Y 3THUX OOYYaroIIMXCSl JBHUraTeNbHBIE PACCTPOMCTBA
COUYETAIOTCS C TMCUXWYECKUMH W PEUEBBIMU HAPYIICHUSIMH, IOATOMY OOJBIIMHCTBO M3 HHUX
HYXKJaeTCsl HE TOJIbKO B JIe4YeOHOM U COIMAIIbHOM MOMOIIM, HO U B MCUXOJOrO-NEAaroru4eckon 1
JIOTONENYECKON KOPPEKIUH.

[TomMuMo ABUTATEIBHBIX PACCTPONCTB y oOyuarommxcsi ¢ HapymeHusmu OJIA ormedaercs
3amepxKa rneuxudeckoro pazputus (nanee — 3I1P). 3I1P mposBisieTcst B oTcTaBaHuu (POPMUPOBAHUS
MBICTTUTENIbHBIX OMNEpaluid, HEPABHOMEPHOCTH PA3BUTHUS PA3IUUYHBIX MCUXHUYECKUX (YHKIUH,
BEIDQKCHHBIX B ACTCHHYCCKHUX IMPOSIBICHUAX, TAaKUX KaK TIMOHWKCHHAas pPabOTOCIOCOOHOCTS,
HCTOIIAEMOCTh BCEX MCUXUYECKHUX MPOIIECCOB, 3aMeIJICHHOE BOCIPUSITHE, TPYAHOCTH MEPEKIIOUCHUS
BHUMAaHUs, MaJlblii 00beM maMsaTh. [lodToMy y 3THUX OOYYaromuxcs OTMEUYaeTcsl TPYIHOCTh B
BOCTIpUATUN MHPOpMAIUH, POPMUPOBAHUHU MPOCTPAHCTBEHHBIX U BPEMEHHBIX MPEACTABICHUH.

Jpyrue xateropun odydaromuxcs ¢ Hapymenusmu OJlA, Kak mpaBuIilo, HE UMEIOT HApYIICHUN
MO3HABATENIbHON JEATENIbHOCTH U HE TpeOYIoT crHenuanbHoro oOyueHus M BocnuTanus. OHU
JIOCTATOYHO JIETKO MHTETPUPYIOTCS B KOJUICKTUBBI C HOPMAIBHBIM MCUXO(U3HMUECKUM Pa3BUTHEM U
HE UMEIOT 0COOBIX CIOXKHOCTEH B O0y4EHUH.

Tperbst Tpymma — 3TO OOydYaroIIMecs C HapYIICHUSAMHU ClIyXa W pedd. BeIensiorcs Tpu
OCHOBHBIE IPYIIIBI JIUI C HAPYIICHUSIMH CTyXa: Hechblamue (riayxue), caadocblmaiiie (Tyroyxmue)
Y T03/IHOOTJIOXIIIUE.

Hecnpimmamue (rmyxue) HMEOT TNIyOOKOE CTOMKOE JBYCTOPOHHEE HapylIeHHEe Cyxa.
Hapymenne cimyxa um pedeBoe HEIOPa3BUTHE STOW KATETOPHHM OOYYAIOUIMXCS BIEKYT 3a COOOM
U3MEHEHHUS B Pa3BUTHH BCEX MMO3HABATEIbHBIX MPOLECCOB, B (DOPMHUPOBAHUM BOJIEBOTO TMOBEICHUS,
OMOIIMH, YyBCTB, XapaKTepa U JPYrUX CTOPOH JUYHOCTH. [Ipym opraHm3ammuu mx oOydeHUs aKIEHT
JIEJIaeTCsl Ha pa3BUTHE CIYXOBOI'O BOCHPUSTHS, YTEHHUE C T'y0, MPEAMETHO-IPAKTUYECKOe 00ydeHHe,
0o0yueHHe C OMOILBIO JKECTOBOM PEeYH U JIp.



Crnabocnpimamue (Tyroyxue) — oOydaronigecss ¢ YacTUYHOW HEIOCTaTOYHOCTBIO CIIyXa,
IPUBOJALIECH K HAPYLLICHUIO PEUEBOT0 Pa3BUTHSL.

[Tpu opranuzanuu 00ydeHus TON KaTerOPUH HY)KHO YUYUTBIBATH YTO:

— TYrOyxOoCTb — CTOMKOE MOHW)XEHHE CiIyXa, IpU KOTOPOM BO3MOXKHO CaMOCTOSTEIIbHOE
HAKOIUIEHHE MUHUMAaJIbHOTO PEYEBOr0 3aaca Ha OCHOBE COXPAHMBILUXCSI OCTAaTKOB CIIyXa;

— HEJOCTaTKM CcJlyXa y O9TOW KaTeropuu MNPUBOJAT K OrPaHMUYEHHIO PEYEeBOro OOLICHHS,
BOCIPUATHUS PEUYH Ha CIyX B UCKA)KEHHOM BUJIE;

— BapHAHThl HCIIOJIb30BAaHUS pPeYd B OOBIJACHHON XKM3HU Yy CJa0OCHbILAIIMX JIHOAEH OYeHb
Benukd. OIHAaKO OHHM 3aBHCAT OT WHAWBUIYAJIBHBIX TCUXO(U3MYECKHX OCOOCHHOCTEH M OT TeX
COLMAJIbHO-TIEIArOTMYECKUX YCIOBUM, B KOTOPBIX OH HaXOAMJICS, BOCIIUTHIBAJICS U 00ydaICs.

[To3gHOOTIOXIIME — 3TO OOydaroIMecs, MOTEPSBIINE CIyX BCIEACTBHE KaKOH-1100 Ooyie3HH
WIA TPaBMBbI IOCJI€ TOTO, KaK OHHU OBJajaenu peubto. IIpu ux oOydeHMHM HYXHO yYUTBIBAaTh 4TO,
1oTeps CIIyXa y 9TOW KaTerOpuH ObIBaeT pa3Hasi — TOTaIbHAs, MM OJIHM3Kas K TIYXOTe, W OJIM3Kast K
TOM, 4TO HabogaeTcs y caadocaplmamux. JTa rpymmna, Kak npaBuio, UMEeT Mpo0JIeMbl He TOJIBKO €
KOMMYHHUKAIIUEH, HO U C BOCTIPUATUEM UHPOPMAIMH U MTOJIyYEHUEM HOBBIX 3HAHUII.

Yersepras rpymnna — oOyyaromuecs ¢ JIErKod U YMEPEHHOU CTENEeHbI0 YMCTBEHHON OTCTaJIOCTH.
TepMHHOM «yMCTBEHHAasi OTCTaJIOCTh» O0O03HAYAETCsI COCTOSHUE CTOMKOIO CHMKEHUS MHTEJUIEKTa
BCJIEJICTBME OPraHUYECKOro MOPaKEHUS I'OJOBHOTO MO3ra. XapaKTepHOM OCOOEHHOCThIO Aedexra
IPpY YMCTBEHHOW OTCTAJIOCTH SBIISICTCS HAPYIICHWE BBICHIMX NMCHUXUYECKUX (YHKIUH (OTpa)KeHUs U
peryJsilMi TOBEACHUS U JIeATENBHOCTH), YTO BBIPAXAETCS B HApyUICHUHM I103HABATEIbHBIX
IPOIIECCOB (OIIYIIEHUH, BOCTIPUSTHSI, TaMSTH, MBIIUICHUS, BOOOpa)KEHUS, pe4r, BHUMAHHA), a TAKKe
CTPa/IaloT AMOLMOHAJIbHO-BOJIEBas chepa, MOTOPUKA U IMYHOCTD B LIEJIOM.

OO0yuarommecst ¢ JIETKOW CTENEHbI0 YMCTBEHHON OTCTAJIOCTH B OCHOBHOM 00JIaJIal0OT XOPOIIUM
BHUMAaHMEM M XOpOILIEH MeXaHWYeCKOH mNamsiThio, CIOCOOHBI 00ydaThCs IO AAANTUPOBAHHOMN
nporpamMe. B nmanpHeiimieM OHM TpuOOpeTaroT Mpo(ecCHOHAIbHBIE HABBIKK M MOTYT
CaMOCTOSITENIBHO TPYAUThCSA Ha Mpou3BojacTBe. OHM BIAJEIOT CIOCOOHOCTBIO MCIIOJIB30BaTh pedb B
NOBCEHEBHbIX LensaX. OHako A HUX peyd XapakTepHbl (OHETHUYECKHE HCKAKEHUS,
OTPaHUYEHHOCTh CJIOBAPHOI'O 3amaca, HeJOCTaTOYHOCTh IIOHUMaHUs clloB. VIMeroTcs 3aTpyiHEHus B
0(QOpMIIEHUH CBOUX MBICIIEH, Iepeaue coAepxKaHusl IPOUYNTAHHOTO UJIU YCIIBIIIAHHOT0. MBblIIeHHe
KOHKPETHOE, HEIOoCIe10BaTeNbHOE U CTEpeOTUIHOE. Perynupytomias pojb MbIIUIEHUS B IOBEAECHUU
ciabasi, criocoOOHOCTb K OTBJIEUYEHHBIM IIPOLIECCAM CHUXKEHA.

[TamsTh OTIMYAETCs 3aMeJUIEHHOCTBIO U HENPOYHOCTBIO 3alIOMUHAHMSL, OBICTPOTOM 3a0bIBaHuS,
HETOYHOCTBIO BocnpousBeeHus. Hanbonee Hepa3BUTHIM OKa3bIBA€TCs JIOTHYECKOE OIOCPEOBAHHOE
3armoMMHaHue. B To ke BpeMs MexaHuWYecKas IaMsATh B OCHOBHOM COXpaHEHa. OMOLUHU
HeocTaToyHo U depeHIMpOoBaHbl, HeaaeKkBaTHB. [loCTynKM HEIOCTaTOYHO IIeJCHAIPABICHHBI,
UMITYJIbCHBHBL.

[IcuxoMoTOpHOE HENOpPA3BUTHE TMPOSIBISIETCS B HENPOAYKTHMBHOCTM U HEJOCTATOYHOM
1eJ1ecO00Pa3HOCTH  TOCIENOBAaTENIbHBIX JBMKEHUH. OCOOEHHO IUIOXO C(HOPMHUPOBAHBI TOYHBIE
JBUKECHMS, @ TAKKE KECTUKYJIALNS U MUMUKA.

VYMepeHHass yMCTBEHHas OTCTAlOCTb — CpPEIHssI CTENEeHb IICUXUYECKOro HeA0pa3BUTUSA
XapakTepusyercss Hec(hopMHUPOBAaHHBIMHU IMO3HABATEIBHBIME IpolieccaMi. MBIIeHHEe KOHKPETHOE,
HEMocJIe0BaTeNIbHOE, HECIOCOOHOE K 00Pa30BaHUIO OTBJICUCHHBIX MOHATHHA. Y o0ydaromuxcs 3TOH
KaTeropul IOHMMaHHWE U MHCIOJNb30BAaHME pedYd orpaHuyeHo. Yacto peub CONpOBOXKIAETCS
nepexramu. CraTHuecKMe U JIOKOMOTOpHbIE (YHKIMHM HEJOCTaTodyHo AuddepeHuupoBaHbl.
CrpanaloT KOOpAMHALMS, TOYHOCTb M TEMIl JIBW)KEHUH. Pa3BUTHE HaBBIKOB €aMOOOCITYKMBaHUS
orctaeT. OTMe4aeTcsi HeJOPa3BUTHE BOCIIPUATHS U TaMATH.

KoMmrmuiekcHpli  moaxon K pealu3alud  aJallTUPOBAHHOM  OCHOBHOW  IIPOrpamMMBI
npodeccuoHanbHoro obydyenus mno mnpodeccun «Cekperapb-agmuHuctpatopy B AHO IIO
«BHITIN» mno3Bonut cHopMHUpoBaTH y ciayliaTened IMCUXOJOTMYECKYI0 TOTOBHOCTh K IPOLIECCY
00y4eHHMs], a TAKXKe JOCTUYb OCHOBHOM LIE€JIH:

— co3zaHne 00pa30BaTENbHON Cpelbl, COCOOCTBYIOMIEH (OPMHUPOBAHUIO POPECCHOHATBHBIX
KOMIIETEHIIMM, a TakKe Ppa3BUTUI0 JIMYHOCTH M OOIIEeH KOMIIETEHTHOCTHOM  KYJIBTYpHI,
COOTBETCTBYIOIIEH  OOILENPHUHSTHIM  HPAaBCTBEHHBIM U COLIMOKYJBTYPHBIM  LIEHHOCTSIM,



(GOPMUPOBAHHUIO HEOOXOJMMBIX JIJIi CaMOpEaIM3alliil W JKU3HH B OOMIECTBE TMPAKTHUECKUX
MPEACTABICHUM, YMEHHI W HaBBIKOB, IO3BOJISIOMIUX JOCTHYHh OOYyYarOUIUMCS MaKCUMAaJIbHO
BO3MOKHOM CaMOCTOATEIbHOCTH B TOBCEAHEBHOM KM3HU.



1. OBIIASI XAPAKTEPUCTUKA AJIAITUPOBAHHOM ITPOI'PAMMBI

1.1. Heuap peanusanum nNporpaMmmsl

Heab: GopmupoBanue y oOydarommxcsi mpodecCuoHaNbHBIX KOMIETEHIINH, He0OXO0IUMBIX
JUTSL BBITIOJTHEHUSI HOBOTO BUAA MPO()ECCHOHAIBHON NESTETPHOCTH B OOJIACTH OPTraHU3allMOHHOTO U
JIOKYMEHTAIlMOHHOTO 00ecreYeHHsl YIIPaBICHUS OpTraHU3aIUSIMU JIIOObIX OpraHU3aI[MOHHO-TIPABOBBIX
dopMm, mpuoOpeTeHHe HOBOHM (IOMONHUTENBHON) KBamupukanuu 1o mnpodeccun «Cekperapb-
aIMUHHCTPATOP» C YUETOM Icuxopuznueckux ocodennocrei iui ¢ OB3.

1.2. HopmaTuBHO-NIPaBOBbIE AKThI, HCIOJIb3yeMble Il pa3padoTKH MPOrpaMMbl

AnanTupoBaHHas Iporpamma paspaboTaHa B COOTBETCTBUU C TPEOOBAHUSMU HOPMATHUBHO-
IIPABOBBIX JOKYMEHTOB:

1. KonBenmuss o mpaBax wuHBaIUIOB. IlpuHsata pesomonueir 61/106 I'enepanbHOR
Accambnen ot 13 nexabps 2006r.

2. ®enepanmpHoro 3akoHa or 29 mekabps 2012 r. N 273-@3 «O06 oOpazoBaHuu B
Poccuiickoit @eneparun» (¢ n3menenusmMu Ha 11 urons 2022 roma);

3. ®enepanbublii 3akoH 0T 03 Mas 2012r. Ne 46-@3 «O parudukanun KonBenun o mpasax
UHBAJIUIOBY,

4. @enepanbHblii 3aK0H OT 24 HOos0ps 19951, Ne 181-®@3 «O comumaibHON 3ammre
uHBanu0B B Poccuiickoit denepanum» (¢ U3MEHEHUSAMHU U JIOMOIHEHUSIMHU ),

5. Ilpuka3 MunucrepctBo npocseiienus: Poccuiickoit @enepaunu ot 26 asrycra 2020 roga
N 438 «O0 yrBepxkaenuu [lopsiaka opranuzauu U OCyIIECTBICHUS 00pa30BaTeIbHON AESTeNbHOCTH
110 OCHOBHBIM TIporpamMmaM Mpo(decCHOHATBFHOTO OOy4YeHHs» (3aperUCTPUPOBAHO B MUHIOCTE
Poccun 11 centsa6ps 2020 rona, peructparionnsiii Ne 59784).

6. Ilpuxa3 MunucrepcrtBa obOpazoBanust u Hayku P® ot 23 asrycra 2017 r. N 816 «O6
yrBepkaeHun llopsiaka NpuUMEHEHHs OpraHHu3alisIMH, OCYIIECTBISIONMMU 00pa30oBaTEelbHYIO
JeSITENIbHOCTb, 3JIEKTPOHHOTO OOYYEHHMsI, IMCTAaHIHMOHHBIX OO0pa30BaTENbHBIX TEXHOJIOIMH IpHU
peanuzanuu o0pa3zoBaTeNbHBIX IporpaMm» (3apeructpupoBano B Muntocte PO ot 18 centsdps 2017
rojia, peructpaiioHHbli Ne 48226);

7. Ilpuka3 MunnpocsenieHusi Poccun ot 25.04.2019 Ne208 «O BHeCeHMM W3MEHEHUU B
[Tepeyenr mnpodeccuit pabouux, [TOJDKHOCTEH CIIyXallMX, IO KOTOPBIM OCYIIECTBIISECTCS
npodeccuoHanpHOe 00yUeHHE», YTBEP)KICHHBIH MprKa3zoM MuHHcTepcTBa 0Opa3oBanus U Hayku PO
ot 2 nroyst 2013 1. N 513;

8. IIpuka3 MunuctepctBa oOpazoBanusi u Hayku PD ot 09 Hoa6ps 2015r. Ne 1309 «O6
yrBepkaeHnn llopsinka oOecreyeHHs YCIOBUH JOCTYIIHOCTH IS WHBAIHIOB OOBEKTOB U
MPEIOCTAaBIsIEMbIX YCIYT B cdepe 00pa3oBaHMs, a TaKXKe OKa3aHUS MM MPH 3TOM HEOOXOAUMOi
MOMOIINY (C U3MEHEHUSIMU U IOTIOJTHCHUSIMU );

9. [Ilpuka3 MunucrepctBa oOpazoBanus 1 Hayku PD ot 02 nexabpst 2015r. Ne 1399 10 «O6
yrBepxkaeHun [lnana meponpustuil («10pokHON KapTh») MuHucrepcrBa o0pa3oBaHUS M HAyKU
Poccuiickoit denepanny 1mo MOBBILICHUIO 3HAUYEHUN MOKa3aTesleld OCTYMHOCTU ISl MHBAIHJIOB
00BEKTOB U MPEIOCTABISIEMBIX HA HUX YCIYT B chepe o0pa3oBaHUs»;

10. IIpukaz3 Muntpyna Poccum or 04 asrycra 2014r. Ne 515 «O0 yrBepxaeHUH
METOAMYECKMX PEKOMEHIANH 110 IEPEYHI0 PEKOMEHIYEMBIX BHIOB TPYI0BOH U MPOQecCHOHATBHOM
JEeSTENIbHOCTH UHBATUAOB C Y4ETOM HapYIICHHBIX (PYHKIMI U OTPAaHUYEHHUH UX KU3HECATEIbHOCTI;

11. IIpodeccnonanbHbIN CTaHJIapT «Crneruanuct o OpraHU3alMIOHHOMY u
JOKYMEHTAIIMOHHOMY OOECTICYCHHIO YIIpaBJICHHUS OpTaHU3alueil», yTBepxkaeHHoro Ilpukazom
MUHHCTEPCTBA TpyAa U counanbHOM 3amuThl PO ot 15 nrons 2020r. Ne333H, 3aperucTprupoBaHHOIO
B Muntocte PO 15 utonst 2020 r., peructparmonnsiii Ne 58957;

12. Obmepoccuiickuii kinaccupukarop mnpodeccuii pabouux, AOHKHOCTEH CiyXallux u
tapuueix paspsago OK 016-94 (OKILJTP) npunst nocranosienueM [occranmapra P® ot 26
nexabps 1994 r. Ne 367 (¢ ”BMEHEHUSIMU U JOTIOJTHEHUSMH );

13. Ilucbmo Munucrepcra oOpa3oBanus u Hayku Poccuiickoit denepaunu ot 22.04.2015r.


https://docs.cntd.ru/document/565697399

Ne(06-443 «O wampaBiaeHun MeTOAUYECKUX pEKOMEHIauui» (BMecte ¢ «MeToauyecKumu
pPEeKOMEHAALUAMU 10 pa3pabdOTKEe M pealu3alyy aJalTUPOBAHHBIX 00pa30BaTENbHBIX IMPOrpaMM
cpenHero npodeccroHanbHOro 00pazoBaHus yTB. MHUHHCTEPCTBOM 00pa3oBaHus U Hayku Poccuu oT
20.04.2015r. Ne 06-830BH).
1.3. XapakTepucTHKa HOBOr0 BH/1a PO ecCHOHAIbHOM 1eATeJILHOCTH
ObaacTb 1 00beKTHI PO EeCCHOHATBHOM AeSITeJIbHOCTH
ObnacTpi0 pOoQecCHOHATBHON NEATETBHOCTH CITyIIaTeNlel, OCBOMBIIMX MPO(HECCHOHANBHYIO
IpOrpaMMy SIBJISIETCS: BBIIIOJIHEHHWE TEXHUYECKUX (YHKIMI MO 00ecrneyeHHIo M OO0CIyKHBaHHUIO
paboThl PYKOBOAMTENS OpPTaHHW3AIMK, CBS3aHHBIX C IOJATOTOBKOH, XpaHEHHEM, OO0pabOTKON ¢
MOMOIIBIO CPEICTB OPTaHU3AIIMOHHON TEXHUKH HEOOXO0AUMON HHPOPMAIIHIH.
OO0bexkTaMu NPOPECCHOHANBHON JESATENIBHOCTH CIIyLIaTeNeld, OCBOMBIIMX JOIMOJIHUTENbHYIO
po(hecCHOHANIBHYIO MPOTrpaMMy SIBIISIOTCS:
— JIOKYMEHTHpOBaHHas HH(pOpMaLus;
— TIPOLIECC TEXHUYECKOTO 00CTY)KMBaHUS PaOOTHI PYKOBOIUTEIIS,
— OpraHM3alllOHHAasl TEXHHKA.
Buabl npodgeccoHaNbHON AeATEJBLHOCTH H 33]a4U, KOTOpPbIe JO0LKHbI ObITh T'OTOBBI
pemiaTh CJyliaTe/d, 0CBOMBIINE IPOrpamMMy
Bunom mnpodeccruoHanbHONW JESTENBHOCTH CIyNIATeNe, OCBOUBIIUX MPOGECCHOHATBHYIO
IPOrpaMMy SIBIISIETCS:
BILJ] 1. OpranuzanuoHHoe ¥ JOKYMEHTAIMOHHOE 00ecleYeHHe YIPaBICHUs] OpraHU3aIUsIMU
JTFOOBIX OPTaHU3AIMOHHO-TIPABOBBIX (hopM
CnymaTenu, OCBOMBIIME TMpPOrpaMMy B COOTBETCTBUM C BHUIOM IMpodeccroHalbHOMI
JESTEIbHOCTH, Ha KOTOpBIM OpUEHTHpPOBaHAa JOJDKHBI OBITh TOTOBBI pEIIaTh CIEAYIOLIUE
npodeccuoHanbHbIC 3a/1a4H:
— peanmzanus odecneunBaOIMX QYHKIUN YIPaBICHUS OPTaHU3aLUEH;
— OpraHu3alroHHOE OOecreueHHe AeITeIbHOCTH OPTraHU3aIUH.
1.4. TpeOoBaHus1 K pe3y/ibTaTaM OCBOEHUS MPOTrPAMMBbI
C 1enpio OBIAJCHUS YKa3aHHBIM BHJIOM MPO(eCcCHOHANBHON NeSTENbHOCTH CIyIIAaTeIb B XOI€
OCBOCHHS MpPOrpaMMBI B COOTBETCTBHHM C NPOQPECCHOHATBHBIM CTaHAAPTOM «CIEnUaiucT 1o
OpraHM3aIlMOHHOMY M  JIOKYMEHTAlUOHHOMY  OOECIIEYeHHMIO  YINpaBJICHHUS  OpraHHu3aluein,
yrBepxAeHHoro IIpukasoM MuHHCTEpPCTBa Tpyda U couuanbHou 3ammtbl PO ot 15 urons 2020 r.
No333H, 3apeructpupoBanHoro B Muniocre P® 15 wurons 2020 r., peructpammonubii Ne 58957
JIOJDKEH OBJIAJICTh CICAYIOUIMMHU MPO(ECCHOHATBHBIMU KOMIIETCHIIMSMU COOTBETCTBYIOIIUMH BHLY
npohecCuoHaNBHOM NeSTeNbHOCTH:
IIK 1 IIpuem u pacupenenenue TenedoHHbIX 3BOHKOB OpraHU3alliHg;
[1K 2 Opranuzanus paboThl ¢ TOCETUTEISIMI OPraHU3aLINN;
1K 3 BeinoiHeHre KOOPAUMHUPYIOMNX U 00ECTICYMBAIOIINX (DYHKIIUH.
B xone ocBoenus nporpamMmbl Ipo(heCcCHOHATBLHOTO 00YUEHHUS CITyIIATENb T0JIKEH:
3HATh:
— (yHKIUY, 3a]1a44, CTPYKTYpY OpTaHU3allUU, €€ CBS3H;
— TpaBuJia B3aUMOJICUCTBUSA C MapTHEpaMu, KiueHntamu, CMU;
— TpaBWJIa 3alIMTHI KOH(DUIEHIIMAIBHOMN cTyKeOHON MHPOpMaLINK;
— TpaBWJIa OpraHU3aluU IpUeMa MOCETUTENEH;
— MpaBuiia JICJIIOBOTO OOIICHUS;
— CTPYKTypy OpraHu3alii 4  pachpeneneHue  QyHKIMA  MEXIy  CTPYKTYpHBIMHU
NOJIpa3/IeJICHUsIMU U CIIELIUATTUCTAMY;
— TpaBWJIa OpraHU3aIUH PUEMOB B 0(HCE;
— IpaBHJIa CEPBUPOBKH YaliHOr0 (KO(elHOro) cToa;
— TpaBWJIa MPUTOTOBJICHUSA U MOJAUU TOPSUYUX HAMMMUTKOB U 3aKYCOK K HUM;
YMeETh:
— UCHOJb30BaTh CPEICTBA KOMMYHUKAIIMOHHOM OpPITEXHUKU MJIsl TMOIY4YEHHs] U Ieperayvu
UH(OPMAIINH;



— BECTH YYETHBIC PETHCTPAlIOHHBIC ()OPMBI, HCIIOIB30BATh UX U HHOOPMALIMOHHON paboThI,
— YCTaHaBJHMBAaTh KOHTAaKT C COOCCETHUKOM, MOJICPKUBATh U Pa3BUBaATh JCIOBYIO Oecely B
nporiecce TeaepOHHBIX IEPETOBOPOB;
—  CIVI&XXHWBATh KOH(DIMKTHBIC U CIIOKHBIC CUTYaIlUU MEXIIMYHOCTHOTO B3aUMOJICHCTBHS;
— coOMroAaTh CIIy>KeOHBIHN STHKET;
— MPUMEHATH HHHOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIC TEXHOJIOT U,
— COCTaBJISITh U BECTH YYETHBIC JJOKYMEHTHI
— HCIIOJIb30BaTh YCTAHOBJICHHBIC TIPAaBUIIA U MPOLIEAYPbl KOMMYHUKAIIMU BHYTPU OPraHU3aIUH;
— BECTH y4eTHbIC ()OPMBI, HCIIOJIB30BATh UX JIJIsl pabOTHI;
—  CO3/aBaTh MOJOKHUTEIBHBIH UMUK, COOTBETCTBYIOIIUI UMUKy OPTaHH3alINY,
— IPUHUMATh MEPHI 110 Pa3peIICHUIO KOHMIMKTHBIX CUTYAIIHI;
— obecrneunBaTh KOHOUACHINAILHOCTH HH(OPMALIUH;
— OIICHMBATH PE3yJIbTAThl B PAMKaxX MOCTABJICHHBIX 3a7a4.
UMeTh MPAKTHYEeCKHIi ONBIT:
— TIepeHaIpaBlIeHHs TeICPOHHBIX 3BOHKOB PyKOBOJICTBY U COTPYIHUKAM OpTraHU3aIUH;
—  PpErucCTpanyuy MOCTYMAIOUINX TeIe()OHHBIX 3BOHKOB;
— MOJyueHUs] HeOOXOAMMOI HH(pOPMAaIK | Nepeadyu CaHKIIMOHUPOBAHHON HH(OpMAIMK 110
TenedoHny;
— BCTpPEYHM IOCETHTENECH, TONIyuyeHHs MEePBUYHON MH(POPMAIMU O MOCETHTENIAX M MOMOIIM B
OpraHu3aIuy UX MPHEeMa PyKOBOJACTBOM H COTPYIHUKAMU;
—  BEIEHHs XKypHaJa 3alucH IMOCETHTEIEH;
— ydera rnoceruteneit u 0pOpMIICHHS TPOITYCKOB;
—  COJICHCTBHS OTIEPATHBHOMY PACCMOTPEHUIO MPOCHO U MPEATIOKEHHIA TOCETUTENICH;
— TpueMa ¥ nepeaadu JOKyMEHTOB OCETHTENCH PYKOBOJCTBY M COTPYAHUKAM OpPTaHU3AIINH.
1.5. TpeGoBanus K YPOBHIO NOATOTOBKH MOCTYNAIOIEr0 HA 00y4YeHHe, HE0OX0AMMOMY s
OCBOEHHSI TPOrPaMMblI
K ocBOeHHIO OCHOBHBIX MPOTpaMM MpohecCHOHATEHOTO 00ydeHus 1o npodeccusiM pabounx,
JIOJDKHOCTSIM  CITYJKAIIIUX JIOIMYCKAIOTCS JIMIA Pa3IMYHOrO BO3pacTa, B TOM 4YHCJIC HE HMCIOIINE
OCHOBHOTO OOIIEro WM CcpemHero oOmero oOpa3oBaHMS, BKIIOYas JUI[ C OrPAaHUYCHHBIMHU
BO3MOXXHOCTSIMH 3JI0OPOBbsI (C pa3iMuHbIMU (POPMaMU HO30JIOTHH).
[Iporpamma oOpueHTHpOBaHa Ha cCiymaTenei, o0Jamarmux HEOOXOAUMBIM YpPOBHEM
KOMITBIOTEPHOH TPaMOTHOCTH Ui JMCTAHIIMOHHOTO OOYYCHHWs, M JIUI[ C HapyIICHHEM 3pPCHHUSI
(c1aboBHIATIHX ).

Tpynoemkocth 00yuenuss — 426 4acoB 3a BeCh NEpUOJ OOYYEHHs, BKIOYAs BCE BHIBI
ayJIMTOPHOM 1 BHEAYTUTOPHOI (CaMOCTOSTENIbHON) yueOHOM paboThl CiryIIaTess.

®opma 00yueHHs — C UCTIOIH30BAHNE JUCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOJIOTHH (Iarnee
— J1OT) B cCOOTBETCTBHH C ACHCTBYIOILIEH HOPMATUBHOM 0a30i.

Pe:xxum 3ansiTHil — ydueOHasi Harpy3ka yCTaHABIMBAECTCsS 8 akaJeMHUYECKHUX YacoB B J€Hb, HE
6onee 40 yacoB B HeAENIO, BKIIIOYAs BCE BUABI ayIUTOPHOI M BHEAYIUTOPHOU (CaMOCTOATEIHHOMN)
y4eOHOI paboTHI CiyIIaTesnen.

IIpucBanBaemas kBajupukanus: Cekperapb-aAMHUHUCTPATOP 3-T0 pa3psaa.

®opmMa [0KyMeHTa, BbIIaBAeMOr0 10 Ppe3yJbTATAaM OCBOEHHSI MNPOrpaMMbl —
CBUICTENHLCTBO O  mpodeccuu  padouero, JOMKHOCTH  CIYyXallero C  IPUCBOCHUEM
KBATHM(UKAIIMOHHOTO pa3psija.

Kareropusi caymarteneii — nuna ¢ OB3 06e3 mnpeabsiBieHuss TpeOOBaHUNW K YpPOBHIO
o0Opa3oBaHusl.



2. COIEPXKAHUE AJAIITUPOBAHHOM ITPOI' PAMMBI

2.1. Y4eOubIii mian

Heab — GopmupoBanue y oOyJaronmmxcs NpoeCCUOHATBHBIX KOMITETSHIIUH, HEOOX0IMMBIX
JUTSL BBITIOJIHEHUS HOBOTO BHJA MPO(ECCHOHATLHON eATeIbHOCTH B 00JIACTH OPraHU3aI[MOHHOTO U
JOKYMEHTAIMOHHOTO 00eCTIeueH sl YIPABICHUS OPTaHU3AUSIMHE JTFOOBIX OPraHNU3allHOHHO-ITPABOBBIX
dopM, mpHoOpeTeHHUE HOBOW (IOMONMHUTEIbHOW) KBanupukamuu 1o npodeccun «Cexperapb-
AJIMUHUCTPATOP» C y4ETOM Ncuxoduzndeckux ocodennocrei smn ¢ OB3.

VY4eOublii 1mnan mnpodeccun «CeKpeTapp-aIMUHUCTPATOP» COCTABIEH C YYETOM OOIIMX
TpeOoBaHUIl K pa3paboTke y4eOHOW JOKyMEHTAIlMM M YCJIOBHSIM peajau3alnuu AJanTHpOBaHHOU
porrpamMmbl. YueOHbIH 1iaH i ciymarenei ¢ OB3 moctpoeH ¢ yaérom TpeOoBaHMI COBpEMEHHOM
KHU3HU O0IIEeCTBa W TeX IpoOieM, KOTOpHIE 3aTparuBaioT MHTEpechl u norpednoctu ymn ¢ OB3.
CBoeBpeMeHHOE oOOecrieueHrue aJeKBaTHBIX ycloBui oOydenmst iur ¢ OB3  cmocoOctByer
MPEOJOJICHUIO HEYCIeBAEMOCTH CIIyIIaTeNe, OXpaHe 3I0pOBbs, MPOPUIAKTHKE AacCOIHAIBHOTO
MOBE/ICHUSA, KOPPEKIUU UX T[CUXUYECKHX M (U3HUeCKUX HapyuieHuil. B yueOHOM 1u1aHe
oroOpakaeTcss  JIOTMYeCKass  IOCJIEAOBATEIbHOCTh  OCBOCHHMS ~ MOYJEH, 00ecneunBarommx
¢dopmuposanue I1K.

B yyebHoMm mmaHe ykas3biBarOTCsi (GOpMBI MPOMEXKYTOUYHOM arrectanuu (3auer). Momaynu
AnantupoBaHHON MporpamMMmbl C(HOPMHUPOBAHBI C YYETOM COLMAIBHO-3KOHOMHYECKOTO PO
MOJTy4aeMoU MpoQecCur, ¢ y4eTOM TpeOOBaHMI K OpraHu3amnuu mnporecca ooydenus i ¢ OB3 u
peanu3yroTcs 4Yepe3 ajanTaluoHHYI0 00JacTh, I7ie 0c000e BHUMAHHWE YIENseTcs: (OPMHPOBAHUIO
HABBIKOB aJIaNTAIl[UU TUYHOCTH B COBPEMEHHBIX JKU3HEHHBIX YCIOBUSX.



Yuebnblii 1aH A1anTupoBaHHON porpaMmbl «CeKpeTapb-aIMUHUCTPATOP

Ne | HammeHnoBanue yueOHBIX Bcero, B ToMm uucie dopma
n/n JUCHUILIINH qac Jlexuuu | Tlpaktuuecku | Camocrtos KOHTPOJIA
€ 3aHITHUS -TeJIbHas
pabota

1 | Mogyns 1. OcHOBBI 33 73 2 ) TectupoBan
CEKpETapCKOro Jena. ue

2 | Momgynp 2. DOtuka u TectupoBan
IICUXOJIOTHUS JICJIOBOT'O 52 28 14 10 e
OOIIeHHUSI, PEYEBOI STUKET.

3 | Moaynb 3. KonTponasn
WudopmanoHHbIe ast pabota
TEXHOJIOTUHU B 38 26 6 6
JOKYMEHTAIlMOHHOM
o0ecIIeUeHNH.

4 | Monynb 4. KoHnTponsn
JIoKyMeHTallMOHHOE 222 152 58 12 ast pabora
o0ecrieyeHne yrpaBJeHusl.

5 | Moxayinb 5. TectupoBan
KonduaenuansHoe 63 48 6 14 ue
JIEJIONIPOU3BOJICTBO u
3amuTa UHQOPMAaIIHH.

6 | Koncynpranumn 2

7 | UroroBas aTrectanus 6 Kpamuduka

LAOHHBIN
9K3aMEeH
7.1 | B T.4. TECTUPOBAHHE 1 Tect
7.2 | mpakTudeckas 5 [IKP
KBaJM(pUKAIIMOHHAst paboTa
UTOro: 426 282 92 44
2.2. YueOHO-TeMATH4YECKHUIl IJIaH
Ne | HawmmenoBanue yueOHbIX | Beero B ToMm uncne dopma
n/ JAUCHUTUINH ,dac | Jlexkumu IIpakTuueckune Camocrtosi- | KOHTPOJIA
i 3aHATHUS TeNbHas
pabota

1 | Moayas 1. OcHoBbI 38 )8 3 ) TecTupos

CEKPETAPCKOro jeJa. aHue
1.1 | Tema 1. Cexkperapp B

OpraHu3aIiu. HCTOpI/Ii[ 16 6 ] 5

pa3BUTHSI  CEKpETapCKOMH

JeSITeTbHOCTH.
1.2 | Tema 2. Opranuzamnus

pabouero MecTa

cekperapsi. O6opyoBaHue 2 3

MPUEMHOM otuca

TEXHUYECKUMHU

CpEJICTBAMH.
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1.3

Tema 3. IlnanupoBanue u
opranuzanusi  paboyero
BPEMECHHU.

14

14

Moayas 2. Jruka H
NCUX0JIOTHSA J1€JIOBOTO

o0menus, pedeBoii
ITHKeT.

52

28

14

10

TecTupon
aHue

2.1

Tema 1.
[MpodeccrnonanbHas sTHKA
CeKpeTapsl.

22

12

22

Tewma 2. [Ipuem
IIOCETHUTEIICH.

30

16

Mopyab 3.
HNuadopmannonnbie
TEXHOJIOTHH B
AOKYMEHTALMOHHOM
obOecreyeHn .

38

26

KonTpoa
bHasi
pabora

3.1

Tema 1. IIpaBuia paboTel
¢ 0pUCHOM TEXHUKOM.

16

10

32

Tema 2. Ucnionb3oBanne
CTaH/IaPTHOTO
MIPOrPAMMHOTO
obecreyeHus I
OpraHu3aru
JICJIONPOU3BO/ICTBA.

22

16

Mopyab 4.
JoxymMeHTaUMOHHOE
odecrneueHue
ylpaBJeHUsl.

222

152

58

12

KonTpoa
bHasi
pabora

4.1

Tema 1. Opranuzarus
JIEJIONPOU3BO/ICTRA.

46

30

16

4.2

Tema 2. JIokyMeHT, €ero
(GyHKINH, OCHOBHBIE
CIIOCOOBI
JOKYMEHTHPOBaHHUS.

54

38

16

43

Tema 3. CucteMbl
JIOKYMEHTAlIUH.

52

30

14

44

Tema 4. Homenkiatypa
nen. Odopmienue u
XpaHEHUE JJOKYMEHTOB.

34

24

4.5

Tema 5. OcHOBEI
aApPXUBOBEICHMSL.

36

30

MonyJib 5.
KonduaenuuaabHoe
AeJ10NPOU3BO/ACTBO "
3alUTa HHPOPMALIMH.

68

48

14

TecTupon
aHue

5.1

Tema 1. CymHocTs,
3aga4yl M OCOOEHHOCTH
KOH(UICHINATBHON
MH(POPMAITHH.

18

12

52

Tema 2. IlepcoHanbHble
JAHHBIE. CayxxebHas

26

18




TalHa.

[Tpodeccronanbuas
TalHa.
TalHa.

Kommepueckas

53

Tema 3.
paboThI
KOH(UICHITUATLHBIMA
JOKYMEHTaMHU.

Opranuzanus

Cc

24

18

Koncynpranum

Hrorosas arrecramusi

KBammgu
KALMOHH
bl
IK3aMeH

7.1

B T.4. TCCTUPOBAHUC

Tect

7.2

HpaKTHYecKast
KBaTH()UKAIIOHHAS
pabora

[IKP

HUTOIO:

426

282

92

44




2.3 KasennapHblii y4eOHblil rpaduk

HaumenoBanue pa3zaenos,
Moayneun

KomnyecTBo yacoB no HEACIIAAM

3

4

5

6

7

8

9

10

11

12

Yacel

Mogyns 1. OcHOBBI
CEKPETAPCKOTO Jea.

38

38

Mogyns 2. DOtuka u
[ICHXOJIOTHSI JIETIOBOTO
o01eHus, pedeBoi
JTHKET.

40

10

52

Monyns 3.
WNudopmarnmonHsie
TEXHOJIOTUU B
JIOKYMEHTAIIMOHHOM
o0ecrieyeHHH.

30

38

Mopynb 4.
JIOKyMEeHTallMOHHOE
o0ecreyeHHe yIpaBJICHUs.

32

40

40

40

40

30

222

Monayib 5.
KondunenunansHoe
JIENIOTPOU3BOICTBO u
3amuTa HHQOPMAIIHH.

10

40

18

68

Koncynbranuu

HTroromas arrecranus

(o))

HUTOro:

40

40

40

40

40

40

40

40

40

40

20

426
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2.4. PaGouue nporpaMmbl MoyJIei
2.4.1 Pabouass nporpamma MoayJs 1. OCHOBBI CeKpeTapCcKoro jeJia

Pabouas nporpamMmma Moynst 1. OCHOBBI CEKpPETapCcKOro Jiena sBISETCS YacTbi0 IPOrpaMMBI
npo¢ecCHOHATBHON MOATOTOBKU MO HpodeccusiM pabouux U JOJDKHOCTAM cinykammx «CekpeTrapb-
aJMMHHMCTPATOP» U OOECIEeUMBaET MOIYy4YeHHE MPOPECCHOHATIbHBIX KOMIETEHIMM B pamMKax BHJa
npodeccuoHanbHoM  fesrenbHocTH  caymarenedt  BITJI 1. OpranuzanuonHoe obecneueHue
JeSTEIbHOCTH OpraHu3aluu:

[IK 1.1 IIpuem u pacripeneneHue TenepOHHbIX 3BOHKOB OPraHU3aLuN;

I1K 1.2 Opranu3zanus paboThl C MOCETUTENSIMU OPraHU3AIIHH;

1K 1.3 BeimonHeHue KOOpAMHUPYIOMKX U 00eCTIeYnBaOIINX (DyHKINH.

C uenblo OBIAJCHUS BUAOM JESATEIBHOCTH U COOTBETCTBYIOIIMMHU NPO(eCcCHOHANIBHBIMU
KOMITETCHIIMSIMU OOYYAIOITUICS JOJIKEH:

MUMETb IPAKTUYECKUI OIIBIT:

IepeHarpaBiIeHUsl Tee(OHHBIX 3BOHKOB PYKOBOJCTBY M COTPYIHUKAaM OpraHU3aliy;

perucTpanyy NoCcTyNnarUMX Teae(GOHHbIX 3BOHKOB,;

MOJy4eHHUS HE00X0IMMOW HHPOPMALIMHU U TIepelaui CAaHKIIMOHUPOBAHHOHN HMH(OpMAIHH IO
Tenedony;

BCTPEUU IOCETUTENIEH, MOTYUEHUs EPBUYHON MHPOPMAIMKU O MOCETUTENAX U MOMOIIU B
OpraHu3alUy UX IIpHeMa PyKOBOACTBOM U COTPYAHUKAMU;

BEJICHUS JKypHasa 3allCH [TOCETUTENEH;

ydyeTa noceTuresnei u ohopMIIeHUS MIPOILYCKOB;

COZICHCTBUS ONEPATUBHOMY PACCMOTPEHHIO TPOCHO M MPEIOKEHUH TOCETUTEINEH;

IpHUeMa U repesiauu JOKyMEHTOB OCETUTENeH pyKOBOACTBY U COTPYIHUKAM OpraHU3aLUY;

nepeiau JOKyMEHTOB Ha XpaHEHUE B apXUB.

3HaTb:

(byHKIMH, 3a1a41, CTPYKTYpPY OpraHHU3allliH, €€ CBSI3H;

IIpaBUjIa B3aUMO/JICHCTBUSA ¢ TapTHepamH, kineHTamu, CMU;

METOJIMKY NpPEIBAapUTEIbHON OIEHKHM coOeceHMKa M BO3JEHCTBUS Ha HEro B XOJE
Tes1e()OHHBIX IIEPErOBOPOB;

METOJIMKY YCTaHOBJIEHUSI KOHTAKTA, MO ACPKAHUSI U Pa3BUTHS MEXJIMYHOCTHBIX OTHOLICHHUI;

IICUXOJIOTUYECKUE METO/Ibl BO3ACHCTBUS HA KOHKYPEHTOB,

HEZ00POCOBECTHBIX MTAPTHEPOB, HEXKENATENIbHBIX KIMEHTOB,;

Coco0BbI yX0Jia OT HeXeJaTeIbHbIX BOIPOCOB;

COOTBETCTBYIOIIME CTaHIAPTHI OE30MACHOCTH TPY/Ja, YKOJIOTHIECKOTO 3aKOHOJIATEIhCTBA,
HOPM, IIPaBUJI U UHCTPYKLIUH 11O OXpaHe TPyAa;

MpaBUJIa 3aIIUTHI KOH(OUACHINAILHON CITy)eOHOM nH(pOopMaIumy;

[IpaBUJIa OPraHU3aLUKU IPUEMa IOCETUTENCH;

TICXOJIOTUYECKHE OCHOBBI U TPABHJIA JIEIIOBOTO OOIICHMS;

CTPYKTYpY  OpraHu3alMd M  pacopejaeneHue  (QyHKUMH — MEXAy  CTPYKTYPHBIMHU
NOJIpa3/IeJICHUsIMU U CIIELIUATIUCTAMY;

IIpaBUjIa OPraHU3aluU IPUEMOB B OQHCE;

IIpaBUJIa CEPBUPOBKHU YaHOTO (KO(eHHOro) cToa;

IIpaBUjIa IPUTOTOBIICHHS U MOAAYHN FOPSIYUX HAITUTKOB M 3aKYCOK K HUM,;

[ICUXOJIOTUYECKHE METOJbl BO3JCHCTBUS HA IIOCETUTENECH ICUXOJIOTMYECKUE IPUEMBI
paspernieHuss KOH()IMKTHBIX CUTYaLHiA;

3THUKY JI€JI0BOr0 OOIIEHUS;

YIPaBIEHYECKYIO CTPYKTYPY OpraHU3aliH, PYKOBOACTBO OpraHU3aliu, KpyT [IOJIHOMOYUN U
OTPaHUYEHUS UX 30H OTBETCTBEHHOCTH.

YMETb:

HCIOJIb30BaTh CpEeACTBA KOMMYHMKAI[MOHHON OpPITEXHUKM MJi1 MOJY4YEHHs U Hepenadu
nH(MOPMAIINH;

BECTH yUYETHBIE PETUCTPAIIMOHHBIE (DOPMBI, HCIIOJIb30BATh UX ISl HHYOPMAIIMOHHOH paboTHI,

IPUMEHSATH IPUEMBI IICUXOJIOTHYECKOT0 BO3/IeHICTBUS Ha COOECETHUKOB,;



CTJIQ)KUBATh KOH(MIMKTHBIC M CIIOKHBIC CHTYAIIMH MEXIMYHOCTHOTO B3aUMO/ICHCTBUS;
COOIOAATh CITYKEOHBII ITHUKET;

BJIQJICTh IPHEMAMH OOIIEHUS C TOCETUTEIISIMU;

OpPraHU30BbBIBATh U 00CCIICYNBATH JINYHBIC KOHTAKTHI PYKOBOHUTEIIS;

UCIIOIh30BaTh  IICHXOJOTMYCCKHE MPHEMbl  YOEKTAIOMIEr0  BO3IACHCTBUS  YIIPABIISTH

KOH(JIUKTaMU;

YUUTBIBATH IICUXOJIOTHYCCKUEC 0COOEHHOCTH JINYHOCTHU npu Pa3INYHbIX BUaax

po¢)eCCHOHAIBHOTO OOIIICHHS;

WCIIOJIb30BaTh YCTAaHOBJICHHBIC TIPABHJIA M TIPOIEAYPHl KOMMYHUKAIIMHA BHYTPH OpPraHU3aIlNH;
BECTH yYETHBIC ()OPMBI, UCIIOIH30BATh UX JIJISl paOOTHI;

CO3/1aBaTh MOJIOKUTEIBHBIN UMUK, COOTBETCTBYIONIUH UMHUJDKY OpPTraHU3aINN;

MPUHUMATh MEPHI 110 Pa3peIICHNI0 KOHPIUKTHBIX CUTYAIU,

OIICHHUBATH PE3YJIHTATHI B PAMKaX IMOCTABJICHHBIX 33]1a4.

KonnyecTBo yacoB Ha OCBOESHHUE MPOTPAMMbI MOYJISL:

00111ee KOJIMYECTBO YacOB — 38 4acoB, B TOM YHCIIE:

TEOPETHYECCKHUE 3aHATHS - 28 4acoB;

MPAKTUYECKUE 3aHATUS - 8 YACOB;

caMmocTosiTelIbHas paboTa - 2 yaca.

VY4eOubiii mnan moaynst 1. OCHOBBI cekpeTapcKoro jena

Haunmenosanue tem Bcero, B ToM uucie dopma
qac KOHTPOJIA

Jlexuuu | Ilpaktuueckue | CamocTosT
3aHATUSL eJbHas
pabora

Monyinb L. OcHOBBI 38 78 3 ’ TecTtupoBanu
CEKpeTapCcKoro Jiena e

1.1

Tema 1. Cexperaps B

opranusanuu. Mcropus
Pa3BUTHUS CEKPETAPCKON 16 6 8 )
NESITEbHOCTH.

1.2

Tema 2. Opranuzanus
pabouero Mecta ceKpeTaps.
O6opynoBaH#e MPUEMHON
oduca TEXHHICCKUMU
CpeICTBaMHU.

1.3

Tewma 3. [InanupoBanue u
opraHusaius pabodero

BpPCMCHHU. 14 14
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Coneprxanue 00ydenus mo Moayito 1. OCHOBBI CEKpETapCKOro Jieia

Tema 1. Cexpemapv 6 opeanuzayuu. HMcmopusi passumusi cexpemapckou OesimeibHOCmU.
3HaYeHrEe OPraHU3aIMOHHOTO M JEJONPOU3BOACTBEHHOTO O0OECIIEUCHHUsI CEKpeTapeM JesTeIbHOCTH
PYKOBOJMTEINSI B COBPEMEHHBIX YCIOBHUSX. Poib cekperaps B CTPYKType IOKYMEHTALMOHHOTO
oOecrnieueHusl ynpaBiaeHUs] OpraHu3alyen.

[TpakTueckoe 3ausatue: CocTaBieHre pe3toMe U aBToOnorpaduu Ha JOIKHOCTH CEKpeTaps.

CamocrosrenpHas padora: [logroroBka k codece0BaHHUIO.

Tema 2. Opeanuszayus paboueco mecma cexkpemaps. Qb6opyoosanue npuemHou oghuca
mexHudyeckumu cpeocmeamu. KommnbploTepHble IporpaMMbl B pabore cekperapsa. CpelncTBa CBSI3U.
Opranuzanus W aBTOMaTH3alusi paboOyero Mecra cekperaps. DProHOMHYECKHe TpeOOBaHHS K
yCIoBHAM Tpyaa cekperapsi. OCHOBHBIE JOKYMEHTHI, PETJIAMEHTHPYIONIHE OPraHU3alHi0 padbodnx
MECT, CaHUTapHble TpeOoBaHMUs U HOpMBL. ObecredeHne opuca KaHIEIIPCKUMHU U XO3SIICTBEHHBIMU
NPUHAIISKHOCTAMU. PanmoHanbHOE OCBeUIeHHE, LBETOBOE O(GOpMIIEHHE, MHTEphep, (purommzaitH
npuemHoi. ObGecnieueHre odrica anTeuKol U MPOTUBOMOKAPHBIMH CPEICTBAMHU.

Tema 3. Ilnanuposanue u opeanuzayus pabovezo epemenu. Poib cekperaps B IIaHUPOBAHUU
pabodero 1HA PYKOBOAMWTENsA. 3aBHUCHUMOCTh JESITENBHOCTH ceKpeTaps OT pabodero IHs
pykoBogutend. IlnanupoBanue paboThl cekperaps. Puznyeckue yNpakKHEHUs. 3arpyKeHHOCTb B
TeyeHue padodero qHs. Pexxum Tpyaa u oTabIxa.

ITpomexyTouHas aTTecTalys MO pe3yjabTaTaM OCBOEHHs MOAYJsl OCYLIeCTBIseTcs B Gopme
TCCTUPOBAHMUA. ITo pe3yjbTaTaM 3a4€Ta, BBICTABJIAIOTCA OTMETKH II0 [[BYX68,.HJII)HOI71 CHUCTEMC
(«3auTeHO»), («HEe 3auTeHo). TUmoBoe 3ajaHue [Js NPOBEJIEHHUS MPOMEXKYTOUYHOW aTTecTaluu
IIPEAICTABIICHO B IPUJIOKEHUH 1.

2.4.2 Pabouas nporpamma MoayJisl 2. ITHKA M ICUXOJIOTHA 1eJIOBOr0 001eHUs1, pe4eBoi
ITHKET.

PaGouas mporpamma Moaynst 2. DTHKa U MICUXOJIOTHS AETOBOr0 OOIICHUS, PEYEBON ITUKET
SBIIIETCS. YaCThIO TPOrpaMMbl MPO(ECCHOHATLHOW MOATOTOBKH TI0 TpodeccusM padouux u
JTOJDKHOCTSAM  chykammx — «CekpeTrapp-aJIMUHUCTpATOp» U o0ecreuynBaeT  MOJy4yeHUe
poeCCHOHATBHBIX KOMIIETCHIIMK B PaMKax BUJa MPOQPECCHOHATBHON NEeSTeIBHOCTH CITyIIaTelNeH
BILJ] 1. OpranuzannonHoe obecriedeHue AesiTeIbHOCTH OpraHu3aluu:

[IK 1.1 IIpuem u pacripeneneHue TenepOHHbIX 3BOHKOB OPraHU3aluN;

I1K 1.2 Opranu3zanus paboTbl C MOCETUTENSIMU OPraHU3AIIHH;

1K 1.3 BeimonHeHne KOOpAMHUPYIOMKUX 1 00eCTIeYnBaOIINX (DyHKIUH.

C uenpio OBIaEeHUs BUIOM ACSITEIBHOCTH M COOTBETCTBYIOLIUMH NMPOQPECCHOHATBHBIMU
KOMITETCHIIUSIMU OOYYAIOITUICS JOJIKEH:

UMETh MPAKTUYECKUH OIIBIT:

—  TNepeHanpaBieHHs TeIePOHHBIX 3BOHKOB PYKOBOJICTBY U COTPYIHUKAM OpraHU3aIUH;

—  pEeruCTpaIy NOCTYMAIOMINX TeIe()OHHBIX 3BOHKOB,;

—  Tmony4yeHus HeoOXoAuMon HHGOPMAIUU U NepeIavdl CAHKIIMOHUPOBAHHON HH(POpMAIIT
1o Tenedony;

—  BCTPEYH MOCETUTEIICH, MOTyYeHHS NEPBUYHON HH(POPMALINY O TIOCETUTENSIX U IOMOIIH B
OpraHMU3aliy UX MprUeMa PyKOBOJICTBOM U COTPYAHUKAMU;

—  BeICHMs XKypHaJa 3alKuCy OCETUTENCIH;

—  ydeta mocetureneil u 0hopMIICHHS MTPOITYCKOB;

—  COJEHCTBUS ONEPATUBHOMY PACCMOTPEHHIO MPOCHO U MPEATIOKEHUN TOCETUTENEIH;

— §puemMa M IepeJauyd JOKYMEHTOB IIOCETUTENIe pYKOBOJACTBY U  COTPYIHUKaM
OpraHu3aluy;

—  Tepenadd JOKyYMEHTOB Ha XpaHEHUE B apXUB.

3HATh:

—  ¢yHKIUY, 331244, CTPYKTYpy OpTaHU3alIUU, €€ CBS3H;



—  IpaBWJIa B3aUMOJIEHCTBUSA C MapTHEpaMu, KiueHtamu, CMU;

—  METOJUKY IpEeABApUTENbHON OLIEHKH COOeCeHHMKA U BO3JCHCTBUS HAa HEro B XOJe
Tes1e()OHHBIX TIEPETOBOPOB;

—  METOJUKY YCTAHOBJICHHWS KOHTAKTa, TMOJICPKAHUS W Pa3BUTUS MEKIMYHOCTHBIX
OTHOIIICHHUI;

—  TICUXOJIOTHYECKHE METOJIbI BO3JICHCTBHUS HA KOHKYPEHTOB,

—  HEJI0OpPOCOBECTHBIX IMMAPTHEPOB, HEIKEIATEITHHBIX KIINEHTOB;

—  cHocoObI yX0/a OT HeXKENaTeIbHBIX BOITPOCOB;

—  COOTBETCTBYIOIIIME CTaHIaPThl 0€30MaCHOCTHU TPYAA, IKOJIOTHYECKOTO 3aKOHOJATEeNIbCTBA,
HOPM, TIPAaBHUJI M HHCTPYKIIHIA 110 OXpaHe TPYya;

—  TpaBWiia 3alIMTHI KOH(PUIEHIINAIBHOM CIyKeOHON NHPOpMaLIUK;

—  IpaBWJa OpraHU3aluU IpHeMa MOCETUTENEH;

—  TICHXOJIOTMYECKHE OCHOBBI U MPaBUJIA JIETIOBOTO OOIICHUS;

—  CTPYKTypy OpraHu3aliil ¥ pachpeielicHue (QyHKIUA MEXKITy CTPYKTYpHBIMHU
MOJIpa3/IeNICHUsIMU U CIICIIMATUCTAMU;

—  TIpaBWIa OPTaHU3AIMH IPUEMOB B oduce;

—  IpaBWJIa CEPBHPOBKH YaHOTO (KOEHHOT0) CTONA;

—  TIpaBWIa MPUTOTOBJICHUS U MMOJAYX TOPSYUX HAMMMTKOB U 3aKYCOK K HUM;

—  TICHXOJIOTMYECKHE METOAbl BO3ACHCTBUS HA TMOCETUTENICH MCHUXOJIOTUYECKUE MPUEMBI
paspenieHus KOH(QINKTHBIX CHTYAIHiA;

—  TpaBWiia 3alIMTHI KOH(PUIEHIIMAIBHOH cIyKeOHON NHPOpMaLInK;

—  METOJbI ¥ IPUEMBI BeJIeHUSI KOHTPOJIS COTPYAHUKOB;
STHUKY JIEJIOBOTO OOIIEHUS;
VIPABICHYCCKYI0  CTPYKTYpPY  OpPTraHM3allMH, PYKOBOJCTBO  OpraHHW3alMH, KpyT
MOJIHOMOYHI U OTPaHUYEHUS UX 30H OTBETCTBEHHOCTH.

YMETB:

—  WUCHOJB30BaTh CPEACTBA KOMMYHHUKAIIMOHHOW OPTTEXHUKH JUTsI TIOTYICHUS U TIepeaadn
UH(OpPMALINH;

—  BECTHM YYETHBIC PETHCTPAIMOHHBIC ()OPMBI, UCIOJIB30BaTh UX I MHPOPMAITMOHHON
paboThI;

—  TIPUMEHATH MPUEMBI ICUXOJOTUIYECKOT0 BO3ICHCTBHUS Ha COOECETHUKOB,;

—  CrIaXwuBaTh KOH(MJIMKTHBIC U CIOKHBIE CUTYAlUH MEKIUYHOCTHOTO B3aMMO/ICHCTBHS,

—  coOnroaaTh CiIy>KeOHBIHN STHUKET;

—  BJAJETh NpHUEMaMH OOIICHHUS C TIOCETUTEIISIMU;

—  OpraHM30BBIBAThH M 00ECIICYNBATH JIMYHBIC KOHTAKTHI PYKOBOIUTEIIS,

—  HUCHOJb30BaTh ICHUXOJOTHYECKHE MPHEMbl YOEKIAIOIIero BO3JEHCTBUS YIPABIATH
KOH(IMKTaMMU;

—  YYUTBIBaTh TICHUXOJIOTHYECKHUE OCOOCHHOCTH JIMYHOCTH TIPH Pa3IMYHBIX  BHUIAX
poeCCHOHAIBHOTO OOIICHHS;

—  WUCMONB30BaTh YCTAHOBJICGHHBbIE TpaBWIa U NPOIEAYyphl KOMMYHHKAIIMM BHYTPU
OpraHu3aIny,

—  BECTH y4eTHbIe (OPMBI, HCTIOIB30BATh UX ISl pabOTHI;

—  CO3/1aBaTh MOJOKUTEIbHBIA UMUK, COOTBETCTBYIOIINI UMUKY OpraHU3aI1L;

—  IPUHUMATh MEPHI M0 Pa3pPEIICHUI0 KOH(DIUKTHBIX CUTYAIIHIA;

—  obecrneunBaTh KOH(MUICHIINATLHOCTH HHPOPMAITUH;

—  OIICHMBATH PE3YJIbTATHI B pAMKaX MOCTABJICHHBIX 3a]1a4.

KonnuecTBo yacoB Ha OCBOGHHE MPOTPAMMBbI MOAYJIS:

o0111ee KOJMYECTBO 4acoB — 52 yaca, B TOM YHUCIIE:

TEOpeTUYECKHUe 3aHATHS - 28 4acoB;

MPaKTUYECKHE 3aHATUS - 14 4acoB;

camocTosTelbHas padora - 10 yacos.



YueOHbIi T1aH MOIyJIst 2. DTHKA M TICHXOJIOTUS J€JI0BOr0O OOIIECHHUS, PEUYEBOM STUKET

Ne HanmenoBanue tem Bcero, B Tom uncne ®opma
/n qac KOHTPOJIS
Jlekuuu | IIpaktudeck | Camocros
ue 3aHATUS TeNbHas
pabota
Moayns 2. Dtuka wu
) | HCHXONOMMA  NENOBOIO 59 3 14 10 TecTuposan
o0IIeHHH, peueBoit e
ITHKET.
2.1 | Tema 1.
[Tpodeccronanbras 22 12 6 4
9THKA CEeKpeTapsl.
2.2 | Tema 2. Ilpuem 30 16 2 6

OCETUTENEH.

Conepsxanne 00y4eHus IO MOYJ0 2. DTHUKA U TICUXOJIOTHS IEIOBOTO OOIIEHNs, PeUeBOil
ITHUKET

Tema 1. Ilpogpeccuonanvuas smuka cexpemaps. Buemnuit Bua cekperaps. [IpaBuia BeneHus
nenoBoi Gecepl. B3aumMooTHOIIEHHs cekpeTaps ¢ KOJJIEKTUBOM. JleJIoBble U IMYHOCTHBIE KauecTBa
cekperapsa. Umumk cekperaps. [loBenenue cexperaps B KOH(IIMKTHBIX CHUTyanusx. JlomycTumble
HOJApKU B CITy>K€OHOM NesATeTbHOCTH.

[Ipaktnueckoe 3ansitue: [loAroToBKa W JTOKYMEHTHPOBAHWE COBEIIAHHHA, COOpaHHIA,
KOH()EPCHIIHH.

CamocrostenpHas pabota: CrocoObl TpPEAOTBpALICHUS | pa3pemieHus] KOHQPIMKTHBIX
CUTYalHUi

Tema 2. Ilpuem nocemumerneil. Benenue TeneOHHBIX INEPETOBOPOB. THIBI MOCETUTENEH.
I'padux nocemennit. Koopaunanus padotel npuemHoil. Pabora ¢ oOpamenusimu rpaxaad. [Ipasuna
tenedonnoro odmenus. Opopmienue Teneponorpamm. JKypHan peructpanuu TeaepOoHOTPaMM.

[IpakTuueckoe 3anarue: Opranu3zanys U BefieHue Tene(oHHbIX pa3roBOPOB

[IpakTuueckoe 3angarue: Opranuzanus npouecca npuemMa noceTuTenen

CamocrosrenbHas padora: OdopmieHue TenedoHOrpaMm.

[TpomexxyTouHast aTTecTalys MO Pe3yIbTaTaM OCBOCHUS MOMIYJIS OCYILIECTBIAETCS B Gopme
tectupoBanus. [lo pesynpTaram 3adera, BBICTABISAIOTCS OTMETKHM IO JBYXOaIbHOW cHcTeMe
(«3auTeHO»), («HE 3auTeHo). TumoBoe 3agaHWe MJid MPOBEACHUS NPOMEKYTOUHOW aTTecTaluu
IPEJCTABICHO B IPHIIOKEHHUH 1.

2.4.3 Pa6ouasi nporpamma Moay.ast 3. UndopManiuoHHbIE TEXHOJIOTHH B
AOKYMEHTAIIHOHHOM O0ecnevyeHuu

Pabouass mporpamma Monyns 3. WMHboOpManMoHHBIE TEXHOJIOTUHA B JIOKYMEHTAIIMOHHOM
00€eCIeueHUH SIBJIICTCSI YacThIO IMPOTpaMMbl NPO(ECCHOHATBLHON TMOJATOTOBKH IO MPOQecCusiM
pabouux W JOJKHOCTSAM cCiyxanmx «Cekperapb-aIMUHUCTPATOP» U OOECIEUYMBACT MOJIYYCHHUE
npoecCHOHANBHBIX KOMIIETEHIIMH B paMKax BUJa NMPOQPECCHOHANBHON NESTEIBHOCTH CilylIaTeneit
BIIJI 1. OpranuzanuonHoe o0ecrieyeHue A TeIbHOCTA OpraHu3aliu:

[1K 1.3 BeinoiaHeHne KOOpAUHUPYIOMINX U 00ECIIeUNBAIOIMNX (PYHKIIUIA.

C 1enpr0 OBJIAJCHUS BHJIOM JESATSIBHOCTH W COOTBETCTBYIOIIUMH MPO(EeCCHOHATBHBIMHU
KOMIETEHIUSIMHU 00Yy4aroIIuics JOMKEH:

UMETh MPAKTUYECKUH OIIBIT:



—  Tony4yeHus HeoOXoAuMon MHGOPMAIUU U MEepeavll CAHKIIMOHUPOBAHHON HH(POpMAIIT
1o Tenedony;

—  BCTPEYH IOCETUTEIICH, MOTyYeHHs NEPBUYHON HH(POPMALINY O TIOCETUTENSIX U IOMOIIH B
OpraHMU3aliy UX MprUeMa PyKOBOJICTBOM U COTPYAHUKAMH;

— TpueMa M IepeJadyd JOKYMEHTOB TIOCETUTENIe pYKOBOJACTBY U  COTPYIHUKaM
OpraHu3aluy;

3HATh:

—  IpaBWJIa B3aUMOJIEHCTBUSA C MapTHEpaMu, KiueHtamu, CMU;

—  COOTBETCTBYIOIIME CTaHIaPThI 0€30MaCHOCTH TPYAa, IKOJIOTHYECKOTO 3aKOHOJATEeNIbCTBA,
HOPM, MPABUJI U HHCTPYKIIUH M0 OXpaHe TPY/a;

—  TICHXOJIOTMYECKHE OCHOBBI U MPaBUJIA JIETIOBOTO OOIICHUS;

—  CTPYKTYpy OpraHu3aliil ¥ pachpenelicHue (QyHKIUA MEXKIy CTPYKTYpHBIMHU
MOJIpa3/IeNICHUsIMU U CIICIMATUCTAMU;

—  JTHKY JIeJIOBOTO OOIIEHUS;

YMETb:

—  HUCHOJb30BaTh CPEACTBA KOMMYHUKAIIMOHHOM OPIrTEXHUKH JUIsl TIOJIYYEHUS U Mepeaadn
UH(OpPMALINH;

—  BECTHM Y4Y€THBbIE PETHCTpallMOHHBIE ()OPMBI, UCIOIB30BaTh UX AJs1 MHGOPMAIIMOHHON
paboTsr;

—  WUCMONB30BaTh YCTAHOBJICGHHBbIE TpaBWIa U MPOIEAYyphl KOMMYHHKAIIMM BHYTPU
OpraHu3aluy;

—  BECTH y4eTHbIe (POPMBI, HCTIONB30BATh UX ISl pabOTHI;

—  OLICHMBATH PE3yJbTAThI B paMKaX MOCTAaBJICHHBIX 3a]1a4.

KomnnuecTBo yacoB Ha OCBOGHHE MPOTPAMMBbI MOAYJIS:

00111ee KOJIMYECTBO YacOB — 38 4acoB, B TOM YHUCIIE:

TEOPETHYECKUE 3aHATHUSA - 26 4aCOB;

MIPAKTUYECKHE 3aHITHS - 6 YacOB;

caMOCTOsITelIbHas paboTa - 6 4acoB.

VYuebnblii mian moayns 3. MHpopMannoHHbIE TEXHOJIOTHH B JOKYMEHTAIMOHHOM
o0ecrieueHun

Ne HaumenoBanue tem Bcero, B Tom uuncne dopma
n/n qac KOHTPOJIS
Jexuuu | Ilpaktnueck | CamocTos
ue 3aHATUS TebHas
pabota

Monyns 3.

HupopmaroHHbie
3 | TEXHOJIOTHH B 38 26 6 6 Konrpoiib
JTOKYMEHTAIMOHHOM asi pabora
o0ecreueHH .

3.1 | Tema 1. IIpaBuia paGoTsl
¢ 0(DHCHOM TEXHUKOIA.

16 10 6

3.2 | Tema 2. Ucnionns30oBanne
CTaH/IapTHOTO
MIPOrPaMMHOTO
obecnieueHus s
OpraHHu3aIui
JICJIONIPOU3BO/ICTRA.

22 16 6

Conepxanne o0ydeHus 1o MoayIiro 3. HpOpMaIMOHHBIC TEXHOJIOTHH B JOKYMEHTAIIMOHHOM
o0ecrieyeHuNn



Tema 1. Ilpasuna pabomwi ¢ oguchoti mexuuxou. PolIb COBPEMEHHON OPITEXHUKH U
nenonpousBojcTBa. [IpaBuina TeXHUKU 0€30MaCHOCTH W TMTUCHUYECKHe TpeOoBaHUs mpu paboTe Ha
[1K.

[IpakTrueckoe 3anstue: TexHuka 6€30MacCHOCTH pU paboTe Ha pabodeM MecTe.

Tema 2. Hcnonvzosanue cmanOapmuoco HNPOSPAMMHO2O obecneyeHus Oasf OpeaHu3ayuu
oenonpouzeoocmea. (O030p COBPEMEHHOTO MPOTPAMMHOIO OOecliedeHHusl JJisi OpraHu3aluu
nenonpousBoacTBa. CBOOOIHO pPacHpoCTpaHsIeMOe MPOrpaMMHOE O0ecredeHue Ui OpraHu3alluu
JIeTIONIPOM3BOICTBA.

CamocrostenpHas paboTa: V3ydeHHe COBPEMEHHOTO IPOrPAMMHOTO OOecreueHus st
OpraHu3aIuy JeJIONPOU3BOICTBA.

ITpomexyTouHas aTTecTalys MO pe3yjabTaTaM OCBOEHHs MOYJsl OCYLIeCTBIseTcs B Gopme
KOHTpPOJIbHOM paboThl. I1o pesynapTaTam 3auera, BHICTABIISIFOTCS OTMETKH 110 JIByXOalIbHOM cucTeme
(«3auTeHO»), («HEe 3auTeHo). TumoBoe 3ajaHue [Js MPOBEIEHHUS NPOMEXKYTOUYHOW aTTecTaluu
IIPEACTABIICHO B IIPUJIOKEHUH 1.

2.4.4 PaGouas nporpamma Moay.Js 4. /lokyMeHTallHOHHOE o00ecnieueHre YIPABJIEHUSA

Pabouass mporpamma Mopyns 4. JIoKyMEHTaIIMOHHOE OOECIICUYCHUE YIIPABJICHHS SIBIISICTCS
YaCThIO IPOrpaMMbl MPOPECCHOHANBHOW MOATOTOBKH MO TpodeccusiM pabodux U JOHKHOCTIM
cuyxamux —«Cekperapb-aIMUHUCTPATOP» H  OOCCIICUYUBACT TOMyYeHUE TMPOGECCHOHATHHBIX
KOMIETEHIIMM B pamMKax Buja mpodeccuoHalbHON JaesTenbHOcTH ciymarened BITJA 1.
Opranu3anuoHHOE 00eCTIeYeHHUE NI TEIbHOCTH OpraHUu3alliu:

IIK 1.1 ITpuem u pacupeneneHue TenepOHHBIX 3BOHKOB OpraHU3aIl1y;

1K 1.2 Opranusanust paboThI ¢ TOCETUTEISIMA OPTaHU3aIIH;

[1K 1.3 BeinoiaHeHre KOOPIUHUPYIOMINX U 00ECIIeUNBAIOINX (PYHKIIUIA.

C uenpio OBIAACHUS BUIOM JIEATEIBHOCTH M COOTBETCTBYIOIIUMH MPOGECCHOHATBHBIMU
KOMIETEHIMSIMHU 00y4aroIuics JOMKEH:

HMMETh PAKTUYECKUM OIIBIT:

—  IepeHarpaBieHUs TeIePOHHBIX 3BOHKOB PYKOBOJCTBY U COTPYAHUKAM OPraHU3aINMY;

—  PErucTpaluy MOCTYMAIINX TeIe(OHHBIX 3BOHKOB;

—  Tony4yeHus HeoOXoAuMon MHGOPMAIUU U MEepeavll CAHKIIMOHUPOBAHHON HH(POpMAIIT
o tenedony;

—  BCTPEYM MOCETUTEIICH, MMOTYICHHS IEPBUIHON HH(POPMAIIHH O IIOCETHTEISAX U TIOMOIIH B
OpraHu3alu UX [IPUEMa PYKOBOJCTBOM U COTPYAHUKAMM;

—  BEJCHMs KypHaJla 3aliCH MMOCETUTENEH;

—  yd4eTa moceTturelneil u 0hOpMIICHHS MTPOITYCKOB;

—  COACHCTBHUA ONIEPATUBHOMY PACCMOTPEHUIO MPOCKO U MPE/JI0KEHUN TOCETUTENICH;

— [puemMa U I1epeJayd JOKYMEHTOB IIOCETHTENEH pPYKOBOJACTBY M  COTPYAHHKaM
OpraHu3alluy;

—  Inepeavyu JOKyMEHTOB Ha XpaHEHUE B apXUB.

3HATh:

—  ¢yHKIUY, 331244, CTPYKTYpY OpTaHU3allUU, €€ CBS3H;

—  IpaBWJIa B3aUMOJICUCTBUS C MapTHEpamu, kinentamu, CMU;

—  METOJUKY IPEIABAPUTEIBHON OIEHKH COOSCeIHHMKA W BO3JCHCTBHUS HA HETO B XOJE
Tene(OHHBIX ITEPETOBOPOB;

—  METOJAUKY YCTAaHOBJICHUS KOHTAaKTa, NOAJACPKAHUS M PA3BUTUA MEKIMYHOCTHBIX
OTHOIIICHUI;

—  IICHXOJIOTHYECKHE METO/Ibl BO3JICHCTBUS HA KOHKYPEHTOB,

—  HEIOOpPOCOBECTHBIX MAPTHEPOB, HEXKEIATEIHHBIX KIIUEHTOB;

—  crnocoObl yXofa OT HeXKenaTeIbHbIX BOIIPOCOB;



—  COOTBETCTBYIOIIME CTaHIapPThl 0€30MaCHOCTH TPYAa, IKOJIOTHYECKOTO 3aKOHOJATENIbCTBA,
HOPM, TIPAaBHUJI M HHCTPYKIIHH 110 OXpaHe TPYya;

—  TpaBwWIA 3aIIUTHl KOHOUACHINAIBHON CITy)K€OHOH HHPOPMAITIH;

—  IpaBWJa OpraHU3aluU IpHeMa MOCETUTENEH;

—  TICHXOJIOTMYECKHE OCHOBBI U MPaBUJIA JIETIOBOTO OOIICHUS;

—  CTPYKTYpy OpraHu3aliil ¥ pachpeielicHue (QyHKIOUA MEXKIy CTPYKTYpHBIMHU
MOJIpa3/IeNICHUsIMU U CIICIIMATUCTAMU;

—  TpaBwWia OpTaHU3AIMH TPUEMOB B oduce;

—  IpaBWJIa CEPBHPOBKH YaHOTO (KOPEHHOT0) CTONA;

—  TIpaBWIa MPUTOTOBJICHUS U MMOJAYX TOPSYUX HAMMMUTKOB U 3aKYCOK K HUM;

—  TICHXOJIOTMYECKHE METOAbl BO3ACHCTBUS HA MOCETUTENICH MCHXOJIOTUYECKUE MPUEMBI
paspenieHus KOH(MIMKTHBIX CHTYAIIHiA;

—  TpaBuiia 3alIMTHI KOH(PUIEHIIMAIBHOM cIyKeOHON NHPOpMaLInK;

—  METOJbl ¥ IIPUEMBI BeJIeHUSI KOHTPOJIS COTPYAHUKOB;

—  JTHKY JEJIOBOr0 OOIICHMUS;

—  YIpaBIICHYECKYI0 CTPYKTypy OpTaHW3al¥, pPYyKOBOACTBO  OpTraHU3ALUH, KPYT
MOJTHOMOYHM U OTPaHUYEHUS UX 30H OTBETCTBEHHOCTH.

YMETb:

—  WUCHOJB30BaTh CPEACTBA KOMMYHHUKAIIMOHHOW OPTTEXHUKH JUTsI TIOTYICHUS U TIepeaadn
UH(OPMAIINH;

—  BECTHM Y4Y€THBIE PETHCTpAllMOHHBIE (OPMBI, UCHOIB30BaTh UX A1 MHGOPMAIMOHHON
paboTsr;

—  IPUMEHATH MPUEMBbI ICUXOJOTUIYECKOT0 BO3ICHCTBHUS Ha COOECETHUKOB,;

—  CriaXwuBaTh KOH(MJIMKTHBIC U CIOKHBIE CUTYAllUU MEKIUYHOCTHOTO B3aMMO/ICHCTBHS,

—  coOnroaath CiIy>KeOHBIH STHUKET;

—  BJaJeTh IpHUeMaMu OOIICHUS C TIOCETUTEISAMU;

—  OpraHM30BBIBAThH M 00ECIICYNBATH JIMYHBIC KOHTAKTHI PYKOBOIUTEIIS,

—  HUCHOJb30BaTh ICHUXOJOTHYECKHE MPHEMbl YOEKIAIOIIero BO3JEHCTBUS YIPABIATH
KOH(IMKTaMMU;

—  YYUTBIBaTh TICHUXOJIOTHYECKHUE OCOOCHHOCTH JIMYHOCTH TIPH Pa3IMYHBIX  BHUIAX
poeCCHOHAIBHOTO OOIICHHS;

—  WUCMONB30BaTh YCTAHOBJIGHHBbIE TpaBWIa U MPOIEAYyphl KOMMYHHKAIIMM BHYTPH
OpraHu3aIny,

—  BECTH yYeTHBIC (POPMBI, HCTIOIH30BATH UX JIISI paOOTHI;

—  CO3/1aBaTh MOJOKUTEIbHBIA UMUK, COOTBETCTBYIOIINI UMUKY OpraHU3aI1L;

—  IPUHHUMATh MEPHI M0 Pa3pEIICHUI0 KOH(DIUKTHBIX CUTYAIHIA;

—  obecrneunBaTh KOH(MUICHIINATLHOCTH HHPOPMAITUH;

—  OIICHMBATH PE3YJIbTATHI B pAMKaX MOCTABJICHHBIX 3a]1a4.

KonnuecTBo yacoB Ha OCBOGHHE MPOTPAMMBbI MOAYJIS:

00111ee KOJIMYECTBO YacoB — 222 yaca, B TOM YHUCIIE:

TeopeTudeckue 3aHsaTus - 152 yaca;

MIPAKTUYECKHE 3aHATHS - 58 4acoB;

camocTosITelIbHas pabora - 12 yacos.

VYueOHblil m1aH Moayns 4. JIoKyMeHTAalMOHHOE 00ecTIedeHne YIIPaBIeHUs

Ne HanmenoBanue tem Bcero, B ToMm uncne d®opma
/n qac KOHTPOJIS
Jlexuun | Ilpaktnyeck | Camoctos
ue 3aHATUs TeNbHas
pabora




Monyns 4.
JIOKyMEHTaIMOHHOE
obecrieueHune
yIIpaBIICHHUSI.

222 152 58 12 Konrtpoabn
asi pabdora

4.1 | Tema 1. Opranuzamus
JETIONPOM3BOJICTRA.

46 30 16

4.2 | Tema 2. JIokyMeHT, ero
(GyHKLIMH, OCHOBHBIE
CIIOCOOBI
JOKYMEHTHPOBAHHUS.

54 38 16

4.3 | Tema 3. CucreMsl
JOKYMEHTAIUH.

52 30 14 8

4.4 | Tema 4. Homenknarypa
nen. OdopmieHue u 34 24 6 4
XpaHeHHE JOKYMEHTOB.

4.5 | Tema 5. OCHOBBI
apXUBOBE/ICHHSI.

36 30 6

Copepxanue 00y4eHus 1mo Moayiito 4. JJokyMeHTallMOHHOE 00ECIICYCHHUE YIIPABICHUS

Tema 1. Opeanuzayus Oenonpouzeoocmea. HopmaTupHO-TIpaBOBas 0a3a COBPEMEHHOIO
Jenonpou3BoacTBa. Yto takoe qokymMeHT. OyHKuuM JoKymMeHTa. CBOMCTBA M MPU3HAKHU JOKYMEHTA.
YHUpUKAIKS U CTaHAaPTU3ALUS B ICTONPON3BOJICTBE.

[IpakTuueckoe 3aHATHE: 3aloOJIHEHHWE PErHCTPAIIMOHHO-KOHTPOJIBHOW  KapTOukd (IS
perucTpanyu oOpameHnid Tpak/Jan Mo JMYHBIM BOIIPOCAM).

[IpakTrueckoe 3ansTue: J[BH>KEHUE TOKYMEHTOB B OpraHU3allu.

Tema 2. JJokymenm, e2o pyHKyuu, 0oCHO8Hbie CNOCOObI OOKyMeHmuposanus. Habop peKBU3NUTOB,
UACHTU(PUIUPYIOMUN aBTOpa O(ULMATBHOTO MUCbMEHHOTO AokyMeHTa. Odopmienue 1Ba gopmara
OJIAaHKOB: YTJIOBOM M TpOAOJIBbHBIA. TpeOoBaHHsS K M3TOTOBICHHIO, YUETy M XPaHEHHIO OJAHKOB C
BOCIIPOM3BEJICHUEM TrocyaapcTBeHHOro repba P®d, repboB cyOwvekroB PO® TpebGosanus,
NPEIbABISIEMBIE CTAHIAPTOM K COCTaBYy W O(GOPMIICHHIO KaXXJI0TO PEKBH3UTA JOKyMEHTa 3HAYCHHE
30 peKBU3UTOB B COOTBETCTBUU C TOCYIaPCTBEHHBIMU CTaHIapTaMHU.

[Ipaktnueckoe 3ansrue: OdopmieHne OIaHKOB yriioBOro ¢opmara.

[Ipaktuueckoe 3ausarue: OdopmieHne 6J1aHKOB MPOJOIBLHOTO (hopmara.

Tema 3. Cucmemvl Ookymenmayuu. Buapl, QyHKIUU TOKYMEHTOB, MPaBHIJIa UX COCTABIICHHS U
opopmienusa. CTpykTypa U QpyHKIHMH YCTaBa, MOJIOKEHUs, MHCTPYKIHMH. PazpaboTka u odopmieHue
nokymeHToB OIlJ[. dyHKIMU MOATOTOBKH, MPOLEAYpP MPUHATHSI W pealu3anus yIpaBICHUYECKUX
pemienuii. Odopmienne U pa3zpaboTKa MPOEKTOB HOPMATUBHBIX aKTOB-TIOCTAHOBIICHUS, MpPUKa3.
Pa3HOBHIHOCTM ¥ 3HAYEHWE TMPHUKA30B. Buabl © 3Ha4eHHE WHGOPMAIMOHHO-CIIPABOYHOMN
nokyMeHTanuu. [IpaBuna odhopmienus goknaaHou 3anucku. CocTaBieHne 00bICHUTENBHOMN 3aMTUCKH,
3asBIICHUS] TPEJCTABICHHs, CHpPaBKH. 3HAYeHHWE M TMpaBmwia O(OPMIICHUS TPOTOKOJA. Buisl
ciyxeOHbIX TuceM. TpeGoBaHus At 0POPMIICHHUS CITYKEOHBIX MTUCEM.

[IpakTuueckoe 3ansTHe: CocTaBieHNE TOJKHOCTHON HHCTPYKLIUN
[IpakTuueckoe 3anstue: CocraBieHue MpuKas3a

[IpakTuueckoe 3anarue: CocTaBieHne JOKIJIATHON 3aIUCKU
[Ipaktnueckoe 3anstue: CocraBieHre MPOTOKOIA
CamocrositensHast pabota: CocraBiieHre 00bICHUTEILHOMN 3aTUCKU
CamocrosrtenbHas padora: CocTaBiieHre CiIy>Ke0HOT0 MUChbMa

Tema 4. Homenxnamypa oen. Ogopmnenue u xpanenue 0okymenmos. HazHaueHHe W BUIBI
HOMEHKJIATyphl JIed: BHAbL, (YyHKUIMU, NpaBuia HX cocTaBieHuss u odopmienus. I[lopsgox
COCTaBJICHUSI W YTBEPXKICHHS HOMEHKJIATYPBI NI OpraHu3alud. 1pe0oBaHUS K COCTAaBIICHHUIO
HOMEHKIATyphl neia. OdopmiieHne HOMEHKIATYphI Aed. PexkBU3UTH HOMEHKIATyphl nei. [lonstue
ApXMBHOTO Jiella W TOPS/IOK €ro KOMIUIEKTOBaHHs. TpeOoBaHusS K (OPMHPOBAHUIO L.



Cucremaruzanusi OTICIBHBIX BUAOB NTO0KyMeHTOB. Odopmiienue naen. llomHoe wnm yactudHOe
opopmiierne nen. OdopmiieHue OONOXKKHU Jelia MOCTOSHHOTO, BPEMEHHOTO XpaHeHwus. [lojmmBka
(meperuter) nena. Hymepanus 11cToB Aena; COCTaBICHHUE JTUCTa-3aBEPUTEISL.

[IpakTuueckoe 3ansaTue: CocraBieHue HOMEHKIIATYPBI J€Il.

CamocrosrenpHas padora: Odopmienue aein. [lomHoe wim 9acTuaHOE 0POPMIICHHE JCTI.

Tema 5. Ocnosvl apxugosedenus. lloaroroBka u mepefada Jeil Ha XpaHEHHE B apXuB
opranmzaiuu. [lopsgok yHHYTOXKEHHST JOKyMEHTOB. (DOHIUpPOBaHHWE apPXHUBHBIX JOKYMEHTOB.
MartepuanbHO-TEXHUYECKOE OOECIeueHUE apXuBa. YUYET M XPaHEHHUE DIIEKTPOHHBIX JTOKYMEHTOB.
[lopsnok nepenaun JOKYMEHTOB Ha FOCY1apCTBEHHOE XpaHEHUE.

[IpakTrueckoe 3ansTue: [lpaBuia yHHITOXXEHUS TOKYMEHTOB.

[IpomexyTouHasi aTTecTalus MO pe3yJbTaTaM OCBOSHHS MOIYISl OCYIIECTBIsieTcss B (opme
KOHTpOJbHOM paboThl. Ilo pesynbraTaM 3adera, BHICTABISIOTCS OTMETKHU 110 JBYXOANIBHOW cucTeMe
(«3auTeHO»), («HE 3auyTeHo). TumoBoe 3agaHWe AJid MPOBEACHUS NPOMEKYTOUHOW aTTecTaluu
IPEJCTABICHO B IPUIIOKEHHUH 1.

2.4.5 Pa6ouas nporpamma MoayJis 5. KondpuaenuuaabHoe 1eJI0POU3BOACTBO H 3aIIIUTA
HH(poOpMaLUH.

PabGouass mporpamma Mopayns 5. KoHduaeHmuaapHOE ACIOMPOU3BOACTBO M 3allHTa
uH(pOpMalMU SIBISIETCA YacThIO MPOrpaMMbl MPOGECCHOHATBHONW TMOATOTOBKU MO Tpodeccusim
pabouux W JOJKHOCTSAM cCiyxanmx «Cekperapb-aIMUHUCTPATOP» MU OOECIEUYMBACT MOJIYYCHHUE
npoecCHOHANBHBIX KOMIIETEHIIMH B paMKax BUJa NMPOQPEeCcCHOHANBHON NESTEIBHOCTH CiylIaTeneit
BIIJI 1. OpranuzanuonHoe o0ecreyeHue A TeIbHOCTA OpraHu3aliu:

[1K 1.3 BeinoiaHeHne KOOpIUHUPYIOMINX U 00ECIIeUnBAIOIMNX (PYHKIIUIA.

C 1enbr0 OBJIAJICHUS BHJIOM JEATSIBHOCTH W COOTBETCTBYIOIIUMH MPO(EeCCHOHATBHBIMHU
KOMIETEHIMSIMHU 00Yy4aroIuics JOMKEH:

UMETh TPAKTUYECKUH OIIBIT:

nepenayu JOKYMEHTOB Ha XpaHEHUE B apXUB.

3HATh:

MpaBuJIa 3alIUTHl KOH(GUICHIIMATBHON CITy:keOHOM nHbOopMaIuy;

YMETh:

obecrieunBaTh KOHPUICHIINATLHOCTh HH(POPMAIIHH.

KonuyecTBO yacoB Ha OCBOCHHE MTPOTPaMMBbl MOTYJIS:

o011ee KOJIMYECTBO YacoB — 68 4acoB, B TOM YHCIIE:

TEOPETHUECKHUE 3aHATHS - 48 4acoB;
MPAKTHYECKUE 3aHATUSA - 6 4acOB;
caMocCTosITelIbHas paboTa - 14 yacos.

VYueOnblit mran Moxynst 5. KoHpuaeHmansHoe 1eI0npor3BOACTBO U 3alIUTa HHPOpMAIHN

Ne HaumenoBanue tem Bcero, B Tom uuncne dopma
n/n qac KOHTPOJIS
Jlexuu | ITlpaktuyeck | Camocros
W€ 3aHITHUS TeJIbHas
pabora
Moayis 5.

5 Kondunenmmansaoe 63 48 6 14 TecTupoBan
JEJIONPOU3BOJCTBO U He
3amuTa HHOOpPMAITUH.

5.1 [ Tema 1. CymHocCTb,
3aladd ¥ OCOOEHHOCTh 18 12 6
KOHGbUACHIIUAILHOM




MH(POPMAITHH.
5.2 | Tema 2. IlepconanbHble
TaHHBIE. CnyxeOHast
TaliHa.
26 18 8
[Tpodeccnonanpuas
taitHa.  KommMmepueckas
TalHa.
53 | Tema 3. Opranuzanus
a00TBI C
P 24 18 6
KOH(HICHITNATbHBIMU
JOKYMEHTAMH.

Copneprxanue o0y4ueHus o Mmoaymo 5. KonpuneHmansHoe 1eI0npon3BOCTBO U 3aIIUTa
nH(bOpMaIUH

Tema 1. Cywmnocmos, 3a0auu u 0coOeHHOCMb KOHDUOeHYUATbHOU uHpopmayuy. Bumsl
KoH(puaeHMansHOM nHpopManuu. KonpunenuuanbHas qokyMeHTUpoBaHHas uHpopMmarus. Llens u
yCIIOBUSL OOECIEYCHUST COXPAHHOCTH WHGpoOpMAuu Ha mnpeanpusTur. OCOOCHHOCTH BeICHUS
JEIIONPOU3BOJICTBA, 00ECIEUMBAIONIETO Y4Y€T W COXPAHHOCTh JIOKYMEHTOB, COJEpIKaIIuX
KOMMEpPUYECKYIO TaitHy. OTBETCTBEHHOCTH 3a JIOKYMEHTHI.

CamocTtosrenbHas padora: OxpaHa KoHGUACHIUATLHONU HHPOPMALIUH.

Tema 2. Ilepconanvuvie Oanmnvie. Cnyowcebnas mauna. Ilpogpeccuonanvuas maiina.
Kommepueckaa martina. Tlepconanbubie mannbie. CnyxeOHas TaitHa. [IpodeccronanbHas TaiiHa.
KomMmepueckast TaitHa. 3akoHOIaTebHAsI 1 HOPMATUBHAS 0a3a MPaBOBOTO PETYIHMPOBAHUS BOIIPOCOB
3alIUThl MEPCOHAIBHBIX JaHHBIX. PyKOBOISIIME JOKYMEHTHI IO 3alllUTe MEePCOHAIBHBIX JIaHHBIX.
®denepanbHOE 3aKOHOIATENHCTBO B 00JIACTH 3aIIMTHI MEPCOHAIBHBIX NaHHBIX. DenepanbHbId 3aKOH
ot 27 utona 2006 roga Ne 152-®3 «O nepcoHabHBIX JaHHBIX». YKaswl Ilpesuaenta Poccun u
[TocranoBnenus IlpaButensctBa P®, permamenTupyrommie o0paOOTKYy INEepPCOHATBHBIX IaHHBIX.
PykoBoasiue nokymeHTsl peryistopos (Pockomuanzop, @CTIOK, ®CB Poccun).

PykoBoasimue JOKyMEHTHI 1O BompocaM HWHGOpManmoHHOH Oe3omacHocTH. KoHmenmus
uHpopManmonHor Oe3zonacHoctu. llomutnka wuHbopmannonHoW OezonacHocTu. [lonmokeHue o
nopsiIke 00pabOTKU TMEePCOHANBHBIX JaHHBIX. OOecrieueHne OE30MACHOCTH MEPCOHATBHBIX JaHHBIX
Ipy HEaBTOMATH3UPOBAaHHOUW 00paboTke. ObecrneueHue O€30MACHOCTH MPH ABTOMATHU3WPOBAHHOMN
00paboTKe epCOHABHBIX JAaHHBIX B HH()OPMAIIMOHHBIX CHCTEMaX IMEPCOHANBHBIX JTaHHBIX.

CamocTtosrenbHas paboTta: AHanu3 BUJOB KOH(DUIEHIIMATBHON HH(OPMAITHH.

Tema 3. Opeanuzayusi pabomel ¢  KOHQUOEHYUANbHBIMU  OOKYMEHmamu.  Y4er
KOH(UICHIIMATBHBIX TOKYMEHTOB. METO/IbI U Cpe/ICTBA 3alIUTHI HH()OPMALIUU OT YTEPHU, KPaKu UITH
nopur. @Dopmbl HeraTWBHOrO Bo3jAeWcTBHS Ha uWHPopMaruioo. CrocoObl  OTPUIATEIIEHOTO
BO3/eiicTBUS HAa nH(popMannio. CpeAcTBa U METO/IbI 3aIIUTHI HH()OPMALIUH.

[Ipaktuueckoe 3anstue: JJOokyMeHTOOOOPOT U KOMMEpUECKasl TalHa.

[IpomexxyTouHasi aTTecTamys MO pe3yJbTaTaM OCBOSHHS MOIYJSl OCYIIECTBIsieTcss B (opme
tectupoBaHus. [lo pesynpTaram 3adera, BBICTABISAIOTCS OTMETKM IO JBYXOaNIbHOW cHcTeMe
(«3auTeHO»), («HE 3auyTeHo). TumoBoe 3agaHWe AJid NPOBEACHUS NPOMEKYTOUHOW aTTecTaluu
IPEJCTABICHO B IPHIIOKEHHUH 1.



3. OPIAHM3AIIMOHHO-ITIEJAT'Or'HYECKHUE YCJIOBUA PEAJIM3ALIAN
AJAIITUPOBAHHOMU ITPOI'PAMMBI

3.1. TpeGoBanusi K KaApoOBOMY oOecrie4eHUI0 00Pa30BaTEJIbHOI0 NpoLecca.

Peanumzanus [Iporpammet obecrieunBaeTcs Me1arOrMYECKUMHU paboTHHKaMH,
YJIOBJIETBOPSIOIIMM TpeOOBaHUAM K KBadudukauuum B cooTBercTBUM c Ilpukazom MunucrepcTBa
3/IpaBOOXPAaHEHUS M COIMAIBHOTO pa3BuTHs Poccuiickoit ®enepanuu ot 26.08.2010r. Ne 7611 «O6
yIBepkaeHUH EaMHOro  KBaJM(UKAMOHHOIO  CIPABOYHUKA  JIOJDKHOCTEH  pyKOBOAMTEINEH,
CICHHMAINCTOB M CiIyXammx, pazzaen «KpamupukanmoHHbIE XapaKTEPUCTHKH  JIOJDKHOCTEH
pabOTHHUKOB 0Opa30BaHUSI.

Ha nomxHOCTh mpemogaBaTeliss HAa3HAYaeTCs JHUIO0 HMMEIOIIEe BBICIIEE OOpa3oBaHUE WIIH
cpeaHee mpodeccuoHaIbHOE 00pa3oBaHUWE [0 HANpPaBICHUIO NOArOTOBKH «OOpazoBaHHe U
Nearoruka» WM B O0JIACTH, COOTBETCTBYIOIICH IMPENoJaBacMOMy NpeAMETYy, 0e3 IMpeIbsBICHUSI
TpeOoBaHUN K CTaxy paboThl, JMOO BbICIIEE MNpodeccuoHanbHOe O00pa30BaHUE WM CpeHee
npodeccuoHanbHOE 00pa3oBaHUWE U JIONOJHUTENIBbHOE MNpOoQecCHOHaNbHOE O00pa3oBaHUE 110
HalpaBJICHUIO JEATEILHOCTH B 00pa30BaTENbHOM YUpEXKJIEHUM Oe3 MpeAbsBICHUS TpeOOBaHUH K
CTaxy paboTHI.

[lenarornyeckue paOOTHUKH, YYAacTBYIOIIME B pealn3aluu AJAaNTHUPOBAHHOW MPOrpamMMbl,
O3HAKOMJICHBI C TCUXO(PHU3UYECKUMHU OCOOCHHOCTSIMH oOydarommxcs. [Ipm HEoOXOOUMOCTH K
peanu3anuu AJaNTUPOBAHHOW MPOTrpaMMBbl MOTYT NPHUBIIEKATHCS THIOTOPBI, ICUXOJIOTH (II€1aroru-
IICUXOJIOTH, CHEIHaJbHbIE IICUXOJIOIH), COLUAJbHbIE MEJaroru (couuanbHble PpPaOOTHUKH),
CHELHATHUCTh] IO CHEIHMATbHBIM TEXHUYECKUM U MPOTrPAMMHBIM CpeACTBaM OOY4YEeHHMs, a TAKKe MpHU
HEOOXOIMMOCTH CypJIOTIEAArOTH, CYPAOTIEPEBOINKH, TH(IIONEAArorH, TU(PIOCYPIOTIEPEBOAINKH.

3.2. TpeGoBaHus K OpraHu3anuu y4e0HOIr0 nmpouecca.

ApnanTtupoBaHHas IporpamMMa peanusyerca ¢ ucnosnb3oBanueM JIOT u ¢ npumeHeHuem
MHTEPHET-TEXHOJIOTUU C METOAMKON aCHHXPOHHOI'O AUCTAaHIIMOHHOTO O0yUYEHUSI.

Cpoxu u marepuansl JIOT onpenenstorcs opraHu3aleil caMOCTOATENbHO, UCXOMs U3 LieIel
00y4JeHuUsI.

Peanuzauus popmsl 06yuenus JJOT HocuT MHAMBUYaTIbHBIN XapakKTep.

VYyer 0CBOEHHUs TEM B paMKaxX MOJAYJIEH BEIETCS B COOTBETCTBYIOIIECH YUYETHOM TOKYMEHTALHH.

[TponomxuTenbHOCTE  y4eOHOrO  4Yaca  TEOPETHMYECKMX, IPAKTHUECKUX  3aHATHH U
CaMOCTOSITENILHBIX paboT cocTaBisieT | akageMudeckuii 9ac (45 MUHYT).

JucranunoHHBIA GopmaT 00ydeHUs IpeanoiaraeT UCIOIb30BaHHE CUCTEMbI TUCTAaHIIMOHHOTO
oOyuenus «[IPOOHABBIKW», agantupoBaHHON IS JIMI] C HapylIeHUeM 3peHus (caaboBusIIne)
MOCPEACTBOM yBeNW4yeHHs mpudTa npu ureHuu. Takas QYHKIUS peann3oBaHa B CHCTEME

JTUCTaHIIMOHHOTO 00yuenus https://itinovatii.gk-kp.ru/.

Cpoxu u matepuansl JJOT omnpenenstoTcss opraHu3alueil caMoCTOATENbHO, UCXOs U3 Iielien
o0yueHusl.

JOT HOCHUT MHAMBHIYaJIbHBIM WIKM I'PYNIOBOM XapakTep M MOXET IpelycMaTpuBaTh TaKue
BU/IbI JICSITEIIBHOCTHU, KAK:

- CaMOCTOSTEBHYIO PaboTy C Y4eOHBIMY H3IaHUSMH,

- npuoOpeTeHre NpohecCHOHATBHBIX U OPTraHU3aTOPCKUX HABBIKOB;

- paboTy ¢ TEXHUUECKOW, HOPMAaTUBHOU M APYroi JOKyMEHTAIIUECH;

Ha mnoprane [ductanuumonnoro obyuenus AHO JI1O «BILIIW» https://itinovatii.gk-kp.ru/
pa3MenieH JJCKTPOHHBIM y4eOHO-METOIUYCCKUN KOMIUIEKC MPOrPaMMbl, BKIIFOYAIONIUHN JICKIIWH,
HOPMATUBHBIE JOKYMEHTHI, AJITOPUTMBI, TECTOBBIE 3aJaHHUS U JApPYrue y4eOHbIE MaTepHalbl IO
IIPOrpaMMe.

Hoctyn Kk 00pa3zoBaTelbHOMY MOPTAly OCYIIECTBISETCS C IOMOUIBI0 WHIUBUIYATbHBIX
JIOTUHOB W TapoJiel, 00eCnevnBarOUX HWIACHTH()HUKAIMIO MOJIb30BaTeNeH W HHPOPMAITMOHHYIO
O6esomacHocTh. JlocTym Kk oOpa3oBaTenpHOMY  IOPTally  OCYIIECTBISIETCS € JIHOOOro



https://itinovatii.gk-kp.ru/
https://itinovatii.gk-kp.ru/

MH(OPMALIMOHHOTO YCTPOMCTBA, NOJKIIOUEHHOr0 K ceTu VIHTepHEeT, He3aBUCUMO OT €ro
MECTOHAXOXKICHUS, KPYTIOCYTOYHO.

KOHCYJIBTaLII/II/I nepeﬂ KBaJII/I(l)I/IKaIII/IOHHI)IM 3K3aMCHOM OCYIIIGCTBJI?[IOTCH B IUCTAHIIMOHHOM
dopmare ¢ UCIOIB30BAHUEM CHUCTEMbI JAMCTAHIIMOHHOTO OOy4yeHHs. KOHCyJIbTalu MpOBOASTCS B
Teyenue 1 nHA B 00bEME 2 YacOoB.

3.3. TpeGoBaHusl K MATEPUAIBLHO-TEXHUYECKOMY 00ecredeHHIo.
®opma o00ydeHHs] C WCIOIb30BAHUEM JMCTAHIIMOHHBIX 0Opa30BaTEIbHBIX TEXHOJIOTHHA
IperoiaracT Halnuue y 00yJaroIuxcs:
— TEXHHYECKHE CPEICTBA: HOYTOYK/ KOMIIBIOTEpP, MOHHUTOP, IOCTYI K ceTu MHTepHeT;
— nporpammuoe obecnieuenue: OC Windows XP u Beiie, Internet Explorer, MS Office.
TexHuueckue cpencTBa 00ydeHus: 00pazoBaTeIbHON OpraHU3aIHH:
1. Hoyr6yk Acer — lmrt.; @2.60 GHz
2. Web-kamepa (uHTETpHpOBaHa B HOYTOYK) - 1 1IT.;
3. [Ilpunrep Kyocera FS-1125 — 1 mir.
[Iporpammuoe obecnieueHme:

4. skype;

5. ApxuBarop winrar;

6. Internet Opay3ep Annekc;

7. Microsoft office;

8. Omnepanmonnas cuctema Windows 10 Pro;

9. TCP/IP-cetb. Hanmume BBICOKOCKOPOCTHOTO KaHalla JOCTyHA - MOJIKIIOYECHHUE IO

ontuke. [IponmyckHas cnocobnocts - 100 M6ut/c. (Hom.py)
10. Cucrema aucranmuonnoro ooyuenust «[ IPOOHABBIKINy, agantupoBanHast 11s JInil
C HapylLIEHUEM 3peHUs (CIa00BUASIINUE).



4. OIIEHKA KAYECTBA OCBOEHUS AJIAIITUPOBAHHOM ITPOT'PAMMBI

Ouenka kadectBa ocBoeHUsi [Iporpammbl mpoBoguTcs B (hopMe BHYTPEHHETO MOHUTOPHHIA
kauectBa obOpazoBanus. AHO JIIO «BIIIIM» camocTosTeNbHO YCTaHaBIMBAeT BUIBI U (HOPMBI
BHYTPEHHEI OLIEHKM KayecTBa pealn3aliy AJanTHPOBAaHHOW NPOrpaMMbl U €€ pe3yJIbTaToB.
TpebGoBanus K BHyTPEHHEH OIICHKE KaueCTBAa OCHOBHBIX MPOTrpaMM MPoeCCHOHATBHOIO 00YUEeHHS 1
pe3yabTaTOB UX pealn3aluy yTBEepKaaeTcs B mopske, npeaycmorpennom B AHO 10 «BILITTN».

B crpykType AnantupoBaHHOM MTPOrpaMMBbl OLIEHKA KaueCTBa OCBOEHHUS MPOIPaMMBbl BKIIFOUAET
NMPOMEKYTOYHYI0 M MTOTOBYIO aTTeCTAlUI0 (KBAIN(DUKAIIMOHHBIN SK3aMEH) 00y4aroImuXCsl.

IIpoMe:xxyTouHasi aTTecTanus 1O NPOrpaMMe IMpeJHa3HAYEHa JJIsI OUEHKH pPe3yIbTaTOB
OCBOEHUS CIIyIIATEIEM MOJYJIEH MporpaMmmbl, IPOBOAUTCS B (hopMe:

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

— KOHTpOJIbHOM padoTsl (Moayns 3, Moayins 4).

[To pe3ynbraTaM MPOMEKYTOYHOW aTTECTAllMU BBICTABISIOTCA OTMETKH MO JIBYXOaJIbHOM
cucreMe («3a4TeHo»), («HE 3a4TEHO).

TunoBble 3amaHuss JUid MPOBENCHUSA MPOMEKYTOUYHOM aTTECTAlMM TMPEJCTABICHBI B
[Ipunoxenunn 1.

HroroBas arrecTanms npeacTaBiseT coO0i nposeneHre KBanu(UKalMOHHOTO SK3aMeHa 10
npodeccun pabovero, JOIKHOCTH CITY)KaIIer0, COCTOSIIETO U3:

1) rectupoBanus — 1 ak. 4ac;

2) mpakTuieckas KBanu(uKalMoHHas padoTa — 5 aK. 4acos.

K uToroBoii arrectanuu JOIMYyCKAIOTCS JIMIA, BBIMOJHUBIINE TPEOOBAHUS, MIPEIYCMOTPCHHBIC
ocHoBHOIl mporpammoii [1O. K mnpoBeneHuto KBaTM(PUKAIMOHHOTO HK3aMEHA MPHUBJIEKAIOTCS
npefcTaBuTeNn  paboTojareneid, wux oObeauHeHWi. MToroBas arrecranus JIOJDKHA  OBITH
OpraHM30BaHa KaK JEMOHCTpPALUS BBITYCKHUKOM BBIIOJHEHUS Pa0bOT MO OJHOMY WU HECKOJIBKUM
OCHOBHBIM BHJAaM JEATENBHOCTH MO npodeccuu. [is MUTOroBoil arrectauu oOpa3zoBaTeIbHOMN
opraHmsanueil paspabarbiBaeTcsi MporpamMma HTOroBoil arrecranuu. ConepkaHue 3aJaHUil
KBAJTM(UKAIIMOHHOTO JK3aMEHa COOTBETCTBYET pe3yJbTaTaM OCBOCHHUS BCEX MPO(ECCHOHAIBHBIX
MOAYJEH, BXOAAIIMX B AJANTUPOBAHHOM NHporpamme. ATTECTAlMOHHOW KOMMCCHEH IPOBOJIUTCS
OLIEHKa OCBOCHHBIX O0YYarOIIMMUCS 3HaHUH, YMEHHIA, HABBIKOB B COOTBETCTBUU C 00pa30BaTEIbHOMN
IPOrpaMMOii U COTIIACOBAHHBIMH € paboToaaTeNIeM KPUTEPUSIMHU.

TunoBoe 3ajaHue sl MPOBEACHUS UTOTOBBIM aTTECTAlMU CIylIaTelled Mo AJanTUPOBAHHOMN
nporpamme «Cekperapb-aAMUHUCTPATOP» pa3melensl B [Ipunoxenun 2.

OOyuaronuecs, yCHeIIHO CAaBIINe KBaTU(UKAIMOHHBIN HK3aMEH, MOJYy4aloT KBaTU(UKAIIHIO
Cekperapb-aJMUHUCTpATOpP 3-T0 pa3psia.



5. UTHO®OPMAIMOHHOE OBECIIEYEHUE MPOI'PAMMBbI
HopmaTuBHO-nIpaBOBbIE JOKYMEHTbI

1. KonBennus o nmpaBax uHBanuao0B. [Ipunsarta pezomronueii 61/106 I'enepanbHoii AccamOien ot
13 nexabpst 2006T. DneKTPOHHBIH (OHI MPABOBBIX M HOPMATUBHO-TEXHUYECKUX JOKYMEHTOB
https://base.garant.ru/2565085/

2. ®enepanbHbiii 3aK0H OT 29 mekadbps 2012 r. N 273-03 «O6 obpazoBanuu B Poccuiickoii
Oenepanun» (¢ u3meHenussmMu Ha 11 wronst 2022 roma). DneKTpoHHBIH (HOHI MPaBOBBIX U
HOPMAaTUBHO-TEXHUUYECKUX IOKYMEHTOB https://docs.cntd.ru/document/902389617

3. @enepanbubiii 3akoH oT 03 Mas 2012r. Ne 46-03 «O parudukanuun KonBeHmmm o mpasax

WHBAIUJIOBY». OJCKTPOHHBIA ()OHI TPABOBBEIX W HOPMATHBHO-TEXHUYECKUX JOKYMEHTOB
https://base.garant.ru/70170066

4. ®enepanbHblid 3aK0H OT 24 HOSOps 19951, Ne 181-D3 «O coruanbHOM 3aIUTEe WHBAIUIOB B
Poccuiickoit ®enepanum» (C H3MEHEHHSMH W JIOTIOJHEHUSMH) OIJEKTPOHHBIA (HOHI

IPaBOBBIX " HOPMAaTHBHO-TEXHHYECKHX JOKYMEHTOB
http://www.consultant.ru/document/cons_doc LAW_8559/

5. Tlpuka3 MunucrepctBo npocseuienust Poccuiickoit @enepaunu ot 26 aBrycta 2020 roga N
438 «O06 yrBepxkacHun llopsiaka opraHw3alidi M OCYIIECTBICHHUS 00pa3oBaTelbHOMN
NEATENIbHOCTH 1O  OCHOBHBIM  MporpaMMaM  MNpo(ecCHOHAIBHOTO  OOyUeHHAK
(3apeructpupoBano B Muniocte Poccum 11 centsabpst 2020 ronma, peructpanuoHHbI No
59784). DOmnexkTtpoHHBIH (OHA TPABOBBIX M HOPMATUBHO-TEXHUYECKUX JIOKYMEHTOB
https://docs.cntd.ru/document/565697399

6. Ilpuka3 MunucrepctBa obOpazoBaHus u Hayku P® ot 23 asrycra 2017 r. N 816 «O6
YTBEPKACHUU [Mopsnka MPUMEHEHUS OpraHHu3alsIMH, OCYIIECTBISIOLUUMU

00pa3oBaTeNIbHYIO JeSITEIIbHOCTD, AJIEKTPOHHOI'O oOyueHus, JVCTaHIIMOHHBIX
0o0pa3oBaTeNbHbIX  TEXHOJOTMH MpU  peaju3aluud  oOpa3oBaTEJIbHBIX  MPOTPAMM»
(3apeructpupoBano B Munrocte P® ot 18 centsiops 2017 rona, perucrparrionHbiin Ne 48226).
DNEeKTPOHHBIH donn MPABOBBIX u HOPMATUBHO-TEXHUUYECKUX JIOKYMEHTOB
https://docs.cntd.ru/document/436767209

7. llpuka3z MunucrepcrBa npocseienus Poccuiickoit @enepanunu ot 25 anpens 2019 Ne208 «O
BHeceHHMH wu3MeHeHuil B Ilepedenp mnpodeccuil pabounx, TOMKHOCTEH CIIyKalUuX, IO
KOTOPBIM  OCYIIECTBIISIETCSl MPO(EeCCHOHATbHOE OOYyYeHHE, YTBEPKICHHBIM MPUKA30M
MunuctepcrBa obpazoBanus u Hayku Poccuiickoit @eneparuu ot 2 uronsg 2013 r. N 513»
(3apeructpupoBano B Muntocte P® ot 24 urons 2019 roaa, perucrpanuonssiii Ne 55009)
DNEKTPOHHBIH dbonn MIPABOBBIX u HOPMAaTUBHO-TEXHHUUECKHUX JOKYMEHTOB
https://docs.cntd.ru/document/554691473

8. Ilpmka3 MunucrepctBa obpazoBanuss u Hayku P® ot 09 nHoa6ps 2015r. Ne 1309 «O6
yrBepkaeHnn llopsinka oOecriedeHus: YCIOBHM JOCTYMHOCTH JJISi WHBAIHIOB OOBEKTOB U
MPEIOCTaBIsIeMbIX ycayr B cdepe o0pa3oBaHHsA, a TaKKe OKa3aHUd UM TMPH STOM
HE0O0X0IMMOW MTOMOIIN (C U3MEHEHHUSMH U JONOJTHEHUSAMH). DJICKTPOHHBIA (POH/ MPaBOBBIX
Y HOPMATHBHO-TEXHUYECKUX TOKYMEHTOB https://base.garant.ru/71275174/

9. Ilpukaz MunucrepcrBa obpazoBanus u Hayku P® ot 02 nexabps 2015r. Ne 1399 «O6
yrBepxkaeHun [lnana meponpusituii («IO0pOXKHOM KapThl») MuHHCTEpCTBa 00pa3oBaHUA U
Hayku Poccuiickoit ®@enepanuu 1Mo NOBBILICHUIO 3HAYEHUN IOKa3aTesled NOCTYIHOCTH IS
WHBAJINIOB OOBEKTOB U TMPEIAOCTaBISEMBbIX HAa HHUX YCIYyr B cdepe 0o0pa3oBaHUM.
ONEeKTPOHHBIN boug IIPABOBBIX u HOPMATHBHO-TEXHUYECKUX JTOKYMEHTOB
https://www.garant.ru/products/ipo/prime/doc/71233840/

10. [Ipuxa3z Muntpyna Poccun ot 04 aBrycra 2014r. Ne 515 «O0 yTBepKI€HHUH METOANIECKUX
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11.

12.

13.

pEeKOMEHAAUKH TI0 TEPEeYHI0O PEKOMEHAYEMBIX BHIOB TPYJOBOH M mpodeccHoHaIbHOM’
NEeSITeIbHOCTH WHBAJIUAOB C YYETOM HAapymIeHHBIX (QYHKIMA ¥ OTPaHWYCHHH HX
KHU3HEEATSNbHOCTHY. OJIEKTPOHHBbIH (OHA NPaBOBBIX M HOPMATHBHO-TEXHMYECKHX
nokyMeHTOB https://www.garant.ru/products/ipo/prime/doc/70609160/

Oo6mepoccuiickuii  kinaccudukatop mpodeccuii pabouynx, IODKHOCTEH CIyKallUMX M
tapudusix pazpsgoB OK 016-94 (OKIIATP) npunsar nocranosnenueM ['occrannapra PO ot

26 nekabpst 1994 r. Ne 367 (c uM3MEHEHUSMU W JOMOJHEHUSAMHU). DIEKTPOHHBIN (QOHT
MPABOBBIX U HOPMATUBHO-TEXHUUECKUX TOKyMEeHTOB https://docs.cntd.ru/document/9029638
[Ipodeccronanbuerii crangapt «CrenuaiiucT Mo OpraHu3alliOHHOMY U JOKyMEHTAIIMOHHOMY
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_ [Ipunoxenue 1
THUITOBOE 3AJAHHUE JJISA IIPOMEXKXYTOYHOU ATTECTALIUU

1. TunoBoe 3aganue 11 NpoBedeHUsI TecTUpPoBaHus mo Moay.Jo 1
1. [Tox pabourM MECTOM CITy>Kalllero MOHUMAETCS:
a. TMPOCTPAHCTBO, B TMpeleaax KOTOpOoro pabOTHUK, HE TEPEMEINasiCh, BBIIOIHSICT
BO3JIO’KEHHYIO Ha HEro padoTy;
0. 30Ha TPYIOBOU JEATEIHLHOCTH PAa0OTHHKA, OCHAIICHHAS HEOOXOIUMBIMH CPEJICTBAMU TPY/Ia;
omucaHue OCOOGHHOCTEW ompeAeNneHHOW mpodeccuu, pacKpblBalIlee CoJAepKaHUE
poheCCHOHATTFHOTO TPY/Ia;
B. YaCTh MIOMEUICHHS, B KOTOPOM COBEPIIACTCS TPY0Bast AEATEIbHOCTb.
2. Tlon opranuzanueit pabouero Mecra MoOHUMAaeTCsL:
a. CUCTeMa MEPOIPUATHUH 10 MIIAHUPOBAHUIO pabovero MecTa;
0. cucTeMa MEpOIPHUATHH 10 OCHANICHUIO pad0UYero MecTa CpeICTBAMU U TIPeIMETaMH TPyIa
1 UX QYHKIMOHAILHOMY Pa3MEIICHUIO;
B. CHCTEMa MEPOTPHUSATHIA 110 BBIOOPY U (PYHKIIMOHAIEHOMY pa3MeIIeHHI0 MeOelTl Ha pabodeM
MecTe.
3. [IpakTHka nmokazasna, 4To paboyee MECTO CEKpeTaps JIydllle Pacioararh:
a. B 000CO0JIEHHOM TIOMEIICHHH,
0. B TOMCIIEHUH, CMEKHOM C KaOMHETOM HAYaIbHUKA;
. B 000CO0JICHHOM MMOMEIIEHUH, CMEKHOM C KaOMHETOM HavyallbHUKA.
. 30Ha, T1Ie pacnoiararoTcs mKadbl U1t XpaHESHUS TOKYMEHTOB, SIBIISICTCS:
. OCHOBHOM 30HOIA;
. 30HOM 00CITY)KHBAHUS TOCETUTENICH;
. BCIIOMOTaTEIbHOM 30HOM.
B koMriekT mebenu i OpraHu3alud OCHOBHOUM pabodeill 30HBI CEKpeTapsi 0OBIYHO

LmE o AW

BXOJAT:
a. CTOJI KaHLEJSPCKUI, BCIIOMOTaTENIbHBIN CTOJ WU TyMOa /Il TEXHUYECKUX CPEJICTB, CTYI
WJIH KPECJIO MOIbeMHO-IIOBOPOTHBIE Ha KOJIECUKAX, CTOJI AJIS IOCETUTEIIEH, CTY (CTYbs) JUIs
MOCETUTEINCH;
0. CTOJI KaHUEJIAPCKHUM, BCIOMOTaTeIbHBIN CTOJ MM TyMOa sl TEXHUYECKHX CPENICTB, CTYJ
WJIY KPECIIO ITOABEMHO-ITIOBOPOTHBIE Ha KOJIECUKAX;
B. CTOJI KaHUEJAPCKHM, BCIOMOTraTeIbHbIN CTOJI WIK TyMOa Uil TEXHUYECKUX CPEICTB, CTYI
WIM KPEeCcio MOJbEMHO-IIOBOPOTHBIE Ha KOJIECHKAaX, MSTKHE CTYyJbs (Kpecia), KypHalbHbIN
CTOJIMK.
6. Bo BcmomoraTensHO 30HE KaOMHETa CeKpeTapsi 0OBIYHO PacIoararoT:
BbIOEpUTE HECKOJIBKO BAPUAHTOB OTBETOB
a. IHKa(i)I)I H IOJIKH JJIA XpaHCHUS JOKYMCHTOB U ACII;

. MeTalNIM4ecKuil ceid Ju1st XxpaHeHus OJ1aHKOB, LITAMIIOB, JIOKyMEHTOB;

. IMBaH WJIN Kpeca;

. OPI'TEXHUKY;

. pabouwuii cTox;

. KApTOTEKY.

. Bricora pabouero crona pekoMeHIyeTcs B Ipeiesnax:

. 800-900 mm

. 680-800 Mmm

. 500-600 mm

. B nensix skoHoMuM GU3NYECKUX YCUIIUH B IIpoLiecce Tpy1a pEKOMEHYEeTCs:

BbIOEpUTE HECKOJIBKO BAPUAHTOB OTBETOB

a. He JiepKaTh Ha paboyeM MeCTe HUYETo JIMIITHETO;

0. Kaxzaas Bellb JIOJDKHA MMEThb CBOE€ MECTO U IIOCTOSHHYIO 30HY I€peMELCHUs

B IIPOLIECCE TPYAQ;
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B. BCE BEIIM YOUpaTh BO BHYTPEHHUE SLIUKHU CTOJIA, YTOOBI TIOBEPXHOCTD CTOJIA OCTABAIACh

IIyCTOM;

T. BCE, 4TO OepyT MpaBoil pyKoOH, celyeT pacnojaraTh ClipaBa, 4To OepyT JIEBOH — cIIeBa;

1. Bce, YeM IO0JIb3YyloTCA yale (pydka, Oymara), pacrnojararoT OJInKe, 4eM MOJIb3YIOTCS pexe

— NaJblleE;

€. BCIO OPITEXHHUKY pa3MeIaTh Kak MOXHO OJIMkKe K paboyeMy MecCTy;

K. JOKYMEHTBI, C KOTOPBIMHU pab0OTaeT CeKpeTapb, PEKOMEH TyeTCs TOJIOKUTh TaK, YTOOBI X

MO3KHO OBLIO JIETKO OpaTh, YUTATh, YJOOHO UMH MOJIH30BATHCS.

9. Cryn it cekpeTapsi JOKCH ObITh:

a. IO/b€MHO-IIOBOPOTHBIM Ha KOJIECHKAX;

0. IOTbEMHO-TTIOBOPOTHBIM;

B. IOJIb€MHO-IIOBOPOTHBIM Ha KOJIECHKaX, BPAIIAlOUIUMCS, C PETYJIUPYEMOUN CIIMHKOM.

10. Pabovee MeCcTO pyKOBOAMTEISI COCTOHT U3 30H:

a. 30Ha, BCIIOMOraTelibHas 30Ha, 30Ha 00CITyKUBaHUS TIOCETUTEIECH;

0. paboyast 30Ha, 30Ha COBEIAHMsI, 30HA OT/IBIXA;

B. pabouas 30Ha, BCIioMoraTelibHasl 30Ha, 30Ha OT/bIXA.

11. Omnpenenute MOCIEAOBATEIBHOCTh NCHCTBUN NPU 00OPYIOBaHHM pabodero mecra
HEOOXOUMBIMU CPEJICTBAMU U MPEAMETaMU TPYa:

a. BBIOpaTh MeOenb, MHBEHTaph, TEXHUYECKHE CPEICTBA, OPITEXHHUKY W KAHIEISPCKUE
MIPUHA/JICKHOCTH;

0. YTOYHHUTP W BBUIBUTH OCHOBHBIE (YHKIUH CeKpeTaps, HH(GOPMALMOHHBIE CBS3H,
pacnopsiiok pabodero qHs, IepeYeHb MaTEPUAIOB, KOTOPHIE OH JIOJDKEH UMETh.

A. mepBbIi 1Iar - a;

b. BTOpOIi mar — 0;

B. nepsbiii mar — 6;

I'. BTOpOU mIar — a.

12. IlepeuncauTe TEXHUUECKHUE CPECTBA, KOTOPHIMU Yallle BCErO MOJIb3YETCS CEKPETaphb.

13. Haumnyumiee kauecTBO 1e4aTtu 00ecrieynBaeT:

a. JJa3epHbIN IPUHTEP; O.

CTpYHHBIN IPUHTEP; B.

MaTpUYHBIA IPUHTED;

14.  VYcrpoilcTBO  pe3epBHOIO  KONHMPOBAHUS, IpeJHa3HAuYe€HHOE s COXPaHHOCTHU
uH(pOpMallMi Ha >KECTKOM JIMCKE IOCPEACTBOM 3allUCU €€ Ha KacCeTbl C MarHUTHOM JIEHTOH,
Ha3bIBACTCS:

a. MOJIEM;

0. cTpumep;

B. LIpezep.

15. Bun cBsi3u, UCIIONIB3YyEMBIH JUId epeAay Ha pacCTOsHUE HH(OpMAIMK B BUJIE TEKCTOB,
yepTexeil, pUCYHKOB, Ha3bIBACTCSI:

a. Tesie(hOHHAs CBS3b;

0. DJIGKTPOHHAS CBSI3b;

B. (pakcUMUIIbHAS CBSI3b.

16. TeneponHasi rapHUTYypa - 3TO:

a. YCTPOWCTBO, IpeJHa3HAu€HHOE MJii HaHeceHUs Ha OyMary IIIaCTUKOBOIO IOKPBITHS

C IEJIBIO 3aIUTHI OT BHEIIHUX BO3ACHCTBUM;

0. yCTpOICTBO AJIs epeiauy NEKTPOHHBIX TOKYMEHTOB, XPAHALIUXCS B MAMATH KOMITBIOTEPA;

B. YCTPOMCTBO, COCTOSIIEE M3 MEXaHUYECKU OOBEIMHEHHBIX HAYITHUKOB U MUKPO(QOHOB,

UCIOJIb3yeMOe JJIs CBSI3U.

17. I1o Ha3HAYEHUIO CPENCTBA MAJION OPITEXHUKHU MOXKHO Pa3/IeIuTh HA ITOATPYIIIIBL:

BbIOEpUTE HECKOJIBKO BAPUAHTOB OTBETA

a. MMCbMEHHBIE MTPUHAJIIEKHOCTH;

0. HaOOpBI ¥ MPUOOPHI JIJIs MUChMA;



B. CEPBUCHBIC MPUHAIICKHOCTH;

T. IPUHAJJICKHOCTH JIJIS CKpEIUICHHS Oymar;
1. TIaIKH;

€. XO35IUCTBEHHbIE TPUHAIIC)KHOCTH;

K. IITeMIeNbHas TPOIYKIIHS,

3. KOJIFOILUE YCTPOUCTBA;

1. KOPPEKTUPYIOIIUE CPEICTBA;

K. OyMaKHbIC M3IETIHSL.

18. IlepeunciuTe BUIbI TATIOK.

19. Kakue cpencTBa Manoil OprreXHUKHM BXOJAT B noArpymnmny "bymara, 6ymaxxHsie uzaenus':

20. Cexperapro peKOMEHIYeTCsI IMETh B Ouce:

BBIOEpPUTE HECKOJIBKO BAPHAHTOB OTBETA

a. CEpPBUPOBOYHBIE U XO3SIHCTBEHHBIE IPUHA/IICKHOCTH;

0. JJeKapCTBEHHBIE CPEICTBA (ANTEUKY);

B. TYaJI€THBIN CTOJIHK;

r. HabOp MPOAYKTOB U HAIUTKOB;

. TPEIMETHI IMYHON TUTUEHBI; €.

CHEIHANIbHYIO JINTEPATYPY;

K. IOCYJJOMOCUHYIO MAIlINHY.

21. [Tepeuncnure dbaxTopsl, OTHOCSIIUECS K CaHUTAPHO-TUTUEHUYECKUM
¥ 5CTETUYECKUM COCTABJISIFOIIUM pabodero Mecra.

22.B noMenieHusIX ¢ UCKYCCTBEHHBIM OCBELIEHUEM MOTYT PacloiaraThCs:

BBIOEPUTE HECKOJIBKO BapUaHTOB OTBETA

a. apXuB;

0. cekperapuar;,

B. KOITUPOBAJIbHO-MHOKUTEIBHOE OI0PO;

I. TeICTaNITHAS,

1. IPUEMHasi PyKOBOIUTEIIS.

23. CanlluH 2.2.2/2.4.1340-03 «'urnenndeckue TpeOOBaHUS K TIEPCOHAIBLHBIM JICKTPOHHO-
BBIUMCIUTENFHBIM MallliHAM U OpTraHU3aluu padOThD) SBISIOTCS

a. 00s3aTeIbHBIMU ISl BCEX OPTaHM3AIMA, TC UCIOJIB3YIOTCS T3BM, HE3aBUCUMO OT (hopm

COOCTBEHHOCTH;

0. o0s3aTenbHBIMU JIJISI BCEX TOCYIJApCTBEHHBIX M MYHHIIMITAJBHBIX OpraHU3alui, Te

UCIOJIB3YIOTCS TIIBM;

B. PEKOMEHIaTEIbHBIMHU.

24, B coorBerctBun ¢ CanlluH 2.2.2/2.4.1340-03 «['uruenunyeckue TpeOOBaHUS
K TIEPCOHAJILHBIM 3JICKTPOHHO-BBIYMCIUTEIILHBIM MallIMHAM W OPTaHU3alliid padOThD» TeMIIepaTypa B
CITy’k€OHBIX TOMEIIEHUSIX JIETOM JO0JKHA COCTABIISTH!

a. 22-25°

0. 25-27°c

B. 18-21°C

25. B coorBerctBun ¢ CanlluH 2.2.2/2.4.1340-03 «['uruenunyeckue TpeOOBaHUS
K TEPCOHANBHBIM  JJCKTPOHHO-BBIYMCIUTEIGHBIM ~ MAllMHAM ©  OpPraHu3alud  padoThD»
OTHOCHUTEIbHAs BI&KHOCTh BO3/IyXa B CIIY)KEOHBIX MOMEIIEHUSAX TOJIKHA COCTABIISTh:

a. 70-80%

6. 40-60%

B. 20-30%

26. B coorBerctBun ¢ CanlluH 2.2.2/2.4.1340-03 «['uruenunyeckue TpeOOBaHUS
K TICPCOHAILHBIM JICKTPOHHO-BBIYUCIUTEIHLHBIM MAITUHAM U OPTaHU3AIHHA Ppa0OTh» YPOBEHb IIyMa
B CJIy’>K€OHBIX TOMEIIEHUSIX TOJIKEH COCTABIIATD:



a. He Oonee 65 10

0. He 6omee 40 16

B. 40-65 nb

27. B coorBerctBunm ¢ CanlluH 2.2.2/2.4.1340-03 «['urnenndyeckune TpeOOBaHHS
K MEPCOHAILHBIM 3JICKTPOHHO-BBIYMCIIUTEIIBHBIM MallliHAM M OpPTaHU3allii paOOThD» PACCTOSHUE
MEXIY PKPaHOM BHUICOMOHUTOPA U TIa3aMH MOJIB30BATENS JOHKHO COCTABIISTH:

a. 400 mm

6. 600700 MM

B. 800 MM

28. Pa3paboTka pexuma Tpya ¥ OTAbIXa UIsl COTPYJHUKOB OPTaHM3alluH IIPOU3BOAUTCS HA
OCHOBE:

a. TPYAOBOTO Kojekca po;

0. TIPaBWJI TPYIOBOTO PaCIIOpsIIKa,;

B. IMTHAMUKH Pab0OTOCIIOCOOHOCTH COTPYIHHUKA.

29. TBopueckas pabora B pexxume auaiora ¢ BM OTHOCHUTCS K TPYIOBOM JACATEIbHOCTH:

a. TPVIIIIBI A;

0. 'PVYIIIIbI b;

B. I'pynner B.

30. IIpomomKUTENBPHOCTh  HEMPEPBIBHOW  pabOTBI  CEKpeTaps ¢ KOMIIBIOTEpOM  0e3
periIaMeHTHPOBAHHOTO MEPephIBa HE JJOJKHA MPEBBIIATS!

a. 1 gaca

0. 2 yacoB

B. 3 yacoB

OTBeTHI:

1. S

2. S

3. B

4, B

5. a

6. a,0;r;e

7. §

8. a, 0,1, I, X

9. B

10. S

11. §

12. MIePCOHAIIbHBIN KOMITBIOTED, TeaedoH, Tenedakc, mpuHTep, (hakc-MOAeM, MalTuHA JJIs
YHUYTOXKEHUS OyMar, KOMUPOBAILHBIN armapar

13. a

14. §

15. B

16. B

17. a; O; I; I; %K; U; K

18. ManKa-yroJjiok, Marka apXvBHas, MarKa-perucTpaTop, namka-(aii, nanka-ruiaHiierT,

NanKa-CKOpOCIINBATENb, MTAaNKa Ha PE3NHKAX, IarKa-KOHBEPT

19. nycyasi, KOMUPOBaJIbHAsA, CHEHaIbHAsA, Oymara JUisl 3aliced, CTHKEphl, OJIOKHOTHI,
©)KE/IHEBHUKH, KOHBEPTHI H T. [I.

20. a,0;r; m; e

21. HOpMaJIbHOE OCBEILEHUE, OJaronpusITHOE I[BETOBOE OQOPMIIEHHE IIOMEIICHHUS,
yCTpaHEHHWE IIYMOB, ONTHMAIbHBIH MHKPOKIMMAT, O3CJICHEHUE ITOMEIIEHHs, YCTaHOBIICHUE
NPaBUIBHOTO PEXKUMaA TPYAa U OTIbIXA
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2. TunoBoe 3a1aHKe 1Jis1 IPOBe/IeHUsI TecTHPoBaHusi no Mojay.tio 2
1. “Maublii pa3roBop” B A€I0BOM KOMMYHHUKAILIMU BEJETCS B paMKax:
a) [IpodeccronanbHBIX HHTEPECOB TAPTHEPOB
0) JInYHOCTHBIX, HEIETIOBBIX HHTEPECOB MAPTHEPOB B)
J1e10BBIX MHTEPECOB MaPTHEPOB
2. Aapecat MaHUITYJISILIUK B JIEJIOBOM OOILIEHUU — 3TO:
a) [TapTHEp, HA KOTOPOTO HAIIPABJICHO MAHUITYJIATUBHOE BO3/ICHiCTBHE 0)
[TapTHEp, Ha KOTOPOTO HANIPABIIEHO MAHUITYJIATUBHOE BO3/ICHCTBHE
B) [lapTHEp,KOTOPHIN UCTIOJIB3YET MAHUITYJIITUBHBIC TIPUEMBI TICUXOJIOTHYECKOTO BO3ACUCTBUS
3. Atpulyuueii Ha3pIBaeTCS:
a) CtpemiieHne yenoBeKka ObITh B O0IECTBE IPYTUX JFOCH
0) [IpunuceiBaHNE ONPEICTICHHBIM IPYIIaM JIto/Iel cieluPUUECKUX yepT
B) UnTepnperanus cy0ObeKTOM MEXINYHOCTHOTO BOCIIPUSATHS IPUUYMH U MOTHBOB TMOBEICHUS IPYTUX
monen
4. B IEHHOCTHO — OPUEHTUPOBAHHBIX MAHUITYJIITHBHBIX TEXHOJIOTHUSX JCIIOBOTO OOIICHUS
MUIIEHbIO IICUXOJIOTUYECKOTO BO3/ICHCTBUS SBIISIOTCS:
a) LlenHoCTHBIE yCTaHOBKH MapTHEPA — aapecara 0)
JlyxoBHBIE UI€albl MapTHEpa — ajpecaTa
B) [loTpeGHOCTH 1 CKIIOHHOCTH MapTHEpa — aapecara
5. BepbanbHble KOMMYHUKAIIMK OCYIIECTBISIOTCS C TOMOIIBIO:
a) OnpeneneHHoro TeMIia peuu
0) b opmaIimoHHBIX TEXHOJIOTUIA
B) YCTHOI peun
6. Bce monu nensarcs Ha:
a) CeHCOPHUKOB U UHTYUTOB
0) DKCTpaBepTOB U UHTPABEPTOB B)
00a BapHaHTa BEPHbI
7. JlenoBoii CTHJIb B3aUMOCHCTBHSI MTAPTHEPOB BKIIIOYALT:
a) [Ipu3HaHue ICHHOCTH ¥ 3HAYUMOCTH ITOBEACHUSCKUX JICUCTBUIN APYT Apyra 0)
OcnaGnenrie KOHTPOJIIS 33 COLUATBHO-CTATYCHBIMU M STUKETHBIMU HOPMaMH B)
PanmonansHOe UCTIOJIB30BAaHUE TAPTHEPAMH MOACP>KUBAIOIINX TEXHUK
8. JlenmoBble mapTHEPHI ¢ BU3yallbHOIM MOIaJIbHOCTBIO MBICIISIT IPEUMYIIIECTBEHHO:
a) TakTunpHBIMU 0Opa3zaMu
0) 3puTenbHBIMU O0pa3aMu
B) AynuaibHbIMU 00pazaMu
9. MadopManinoHHO — CHIIOBOE 00ECTICUCHNE MAHUITYJIITOPA B MAHHUITYJISITHBHBIX
TEXHOJIOTHSX JIEIOBOTO OOIIEHUS CKJIaIbIBAETCS M3 COBOKYITHOTO B3aUMOICHCTBUSI:
a) KorHUTUBHO — paIrimoHAILHBIX CUJI aJIpecaTa MCUX0JIOTHYECKOTO BO3ICUCTBUS
0) CtaTycHO — peCypCHBIX CUJI MAHUITYJISITOPA
B) JIMUHOCTHO — NICUXOJIOTMYECKUX CUJT MAaHUITYJISITOpa
10. K MexaHn3mMamM MaHUIYJIATUBHOTO BO3JEHCTBUS OTHOCATCS:
a) MexaHu3MBbl IPUCOSAMHEHUS M BHEAPEHUSI, KOTOPBIE UCIIONB3YET MAaHHUITYJISITOP



0) Ilcuxuueckue aBTOMaTU3MbI U KOMILUIEKCHI aJpecaTta MaHUITYJISILIUM + B)
[TorpebHOCTH, CKIIOHHOCTH, MOTUBAIIMH a/IpecaTa MaHUITyISLUN
11. K HanboJree mpuMeHsIEMBbIM B TEXHOJIOTHSX JISTIOBOTO OOIICHUS TEXHUKAM aKTUBHOMN
AQHTUMAHHUITYJISITUBHOM 3aIIUThl MOKHO OTHECTH:
a) Mcnonb30BaHue MapTHEPOM — aJIpeECaTOM IICUXOTEXHUUECKUX PUEMOB BCTPEUHON MaHUITYJISALIUU
0) BpemenHoe mpepbiBaHue apecaToM JIeJI0BOr0 KOHTAKTa C MAHUITYJIATOPOM
B) LlenenanpaBieHHYO TOTAJIbHYIO IICUXOJIOTMYECKYIO aTaKy Ha MaHMITYJIsITOpa +
12. K OCHOBHBIM MaHUITYJISITUBHBIM TEXHUKAM IICUXHUUECKOTO BO3/CHCTBUSA B I€I0BOM
OOLIEHUH OTHOCATCS TEXHUKHU:
a) YOexaeHus
0) 3amyTbiBaHus, “JI0’KHOTO BOBJI€UEHHUS, CKPBITOI'O IPUHYKICHUS B)
Pacnionoxxenus
13. K 0coObIM TeXHUKAM ITaCCHBHOM 3aIIUTHI, OPUEHTUPOBAHHBIM Ha OTPAKEHUE
MaHUITYJISITUBHOI'O BO3/IEUCTBUS, OTHOCATCA:
a) BeicTpanBaHnue mapTHEPOM — aIPECaTOM CMBICIIOBBIX U CEMaHTHUECKUX OAPHEPOB C
MaHUIYJIATOPOM
0) JlucraHupoBaHue napTHepa — ajijpecara oT HapTHEpa-MaHUIYJIATOpa
B) 00a BapuaHTa MpaBUIIbHbIC
14. K OTKpBITBIM BOIIPOCAM B JIEJIOBOM KOMMYHHMKAI[UU OTHOCSATCS:
a) Madopmarimonssie
0) Putopuueckue
B) ANlbTEpHATHBHbBIE
15. K npusHakam, KOTOpbIE CBUIETENbCTBYIOT O HATMYMU MAaHUITYJISLUU B 1€JI0BOM OOLIECHUH,
OTHOCSITCSI:
a) HekoHIrpy HTHOCTh KOMMYHUKAaTUBHBIX COOOIIEHUI MAHUITYJISITOpA
6) CTpyKTypHasi KOMIIOHOBKA JIUCKYpPCOB HH(OpMAIIMH, HE pEJIEBaHTHAs UX COAEPIKATEIbHOM
3HAYMMOCTH JJISl PEIICHUS I€T0OBOH MPOOIEMBI
B) [IpucyrcrBre BepOaIn3npOBaHHbBIX U HEBEPOAIbHBIX YTPOKAIOUIUX CUTHAIOB
16. K cpencrBam HeBepOaIbHON KOMMYHUKAIIUU OTHOCSITCS:
a) TakeTuka
0) [IpokceMuka, KHHECHKA
B) 00a BapraHTa IPaBUIbHbBIC
17. Kunecu4eckuMu cpecTBaMy HEBEPOAITBHOTO OOIICHNUS BEICTYIIAIOT:
a) [Toza, mumuka
0) Pykomnosarue B)
ITokanumBanue
18. JIoruKo-CcMBICIIOBOE MaHUITYJTHPOBaHNE HH(OPMAIIHEH B IETIOBOM OOIIICHUH MPEIJIaraer:
a) COKpbITHE BaXKHBIX CMBICJIOBBIX JTUCKYPCOB HH(POPMALIUU
0) YrauBanue unpopmauuu B)
Jlo3upoBanue nHpopMauu
19. ManumynaTuBHas CTpaTEeTUs B ISIOBOM OOIIICHUN PEaTU3yeTCs KakK:
a) COBOKYITHOCTb MOBEJACHYECKHX JEHCTBHH ajipecaTta MaHUITYIISLUH
0) Crucrema COBMECTHBIX ITOBEACHUECKUX JIEHCTBUH JI€JI0BbIX TAPTHEPOB, UMEIOIIASI LIEIbIO
KOMITPOMHUCCHOE PEelIeHUE IeTI0BON MPOOIIEMBI
B) Cucrema cuXOTEXHUYECKUX IPUEMOB U JCHCTBUI, OTpakarolas JOJIrOBPEMEHHbIE LIETU
MaHUITYJIATOpa
20. Mu1ieHr MaHUITYJIATUBHOTO BO3JICHCTBUS — 3TO:
a) CTpyKTypHbI€ YPOBHHU IICUXUKH MaHUIYJISITOPA
0) JIokanpHbIE ICUXUYECKHE CTPYKTYPbI IAPTHEPaA-aipecaTa, Ha KOTOPbIE HAIIPABIICHO
MaHUITYJISITABHOE BO3JIEHCTBHE
B) OOBEKTHI, BKIIOYEHHBIE B JIEJIOBYIO CUTYAIUIO
21. HeBepOanbHBIMU CPEJICTBAMU OOIIIEHUS SBIISIOTCS:
a) Pykonosarue, noxojka, B3rJis



0) Tenedon
B) DJIEKTPOHHAsI [TOYTa
22. IlepconanpHasi IUCTaHIMS B IIPOIecce OOIICHHUS:
a) Capimre 350cm
6) 50 — 120cMm B)
120 —-350cm
23. IloOynutenbHast uHGOpPMAIUS B IETI0BOM KOMMYHHUKAIIUU PEAIU3YETCS B BUJIE:
a) [Ipocb0ObI, mpukasa, npusbiBa
0) [To3naBaTenbHOTO COOOIIECHNUS
B) DIEKTPOHHOM MOYTHI
24. IlpueM HampaBICHHOTO KPUTHUECKOTO CIYIIAaHUS 1IeTIECO00pa3HO UCIIONIB30BATh B
JICTTOBBIX CUTYAIHsIX, CBA3aHHBIX C:
a) O6cyx/1eHneM KakKux-IM00 HHHOBAIMOHHBIX TIPOEKTOB 0)
JAMCKYCCHOHHBIM 00CYXKICHHEM IPo0IeM
B) BricnymuBanuem xano0 KIMEHTOB
25. TIpokceMUYeCKUMU XapaKTEPUCTHKAMH HEBEPOATbHOTO OOIICHHUS SIBIISIOTCS:
a) [ToxmonbiBaHuE MO CIIUHE
0) Mumuka
B) Jluctanmus Mexay oOLIarOIMMHUCS, Yol OOLICHHS TapTHEPOB
26. IIpocomuuecknuMu CpecTBaMy HeBEpOAITBHOTO OOIIEHUS BBICTYIIAIOT:
a) luctanuust Mexay oOLIArOIIMMHUCS
0) lHTOHAa1Ms, TPOMKOCTB I'0JI0Ca B)
Kectol
27. K TexHuKaM MaJIoro pa3roBopa, IpUMEHSIEMOI0 B JI€JI0BOM KOMMYHUKAILIUN, OTHOCSATCS:
a) lHTepecHbIl, yBIEKaTEIbHBIN paccKas, MO3UTUBHBIC KOHCTATAIIMK COOBITHI UK (aKTOB,
MHTEPECYIOIINX MapTHEPa
0) LlutupoBaHue BHICKAa3bIBAHUI MAPTHEPA O €r0 YBICUCHHIX, XOOO0U, BHICKAa3bIBAHUS — CCHLIKU C
MPHUSITHBIMU aCCOIUAIIMSIMHE TS ITApTHEPa
B) 00a BapraHTa IPaBUIbHbBIC
28. MaHUMyIATUBHBIC TEXHOJIOTHHU JIETIOBOTO OOMICHHUSI — ATO TaKHUE TEXHOJIOTUH, B KOTOPBIX
MPUCYTCTBYIOT:
a) [lcuxorexHrUECKHEe PUEMbl MAHUTTYTUPOBAHUS, TEXHUKU PACIIOJIOKCHHS U YOCIKICHUS 110
OTHONICHUIO K MApTHEPY — aJipecary BO3ACUCTBUS
0) OTKpBITOC MIPUHYKICHUE TTAPTHEPA K KAKKM — JIMOO0 MOBEJCHUYCCKUM JCHCTBHSIM B)
CKpbITOE TICUXOJIOTMYECKOE BO3/ICUCTBHE HA JIEJIOBOrO apTHEpa
29. O6menue — 3T0:
a) [Ipouecc nepegaun nHpOpMAINH, TPOLECC YCTAHOBICHHS KOHTAKTOB MEXKAY JIFOAbMHU
0) [Ipomecc hopMUpOBaHUS U PA3BUTHUS JIMIHOCTH
B) 00a BapraHTa IPaBUIbHbBIC
30. Beigenute npuHIUIL, HA KOTOPOM HE MOKET OBITh OCHOBAHO JIEJIOBOE OOIIICHUE:
a) YBaXUTEIBHOCTh
0) Drousm
B) JloOpokenaTenbHOCTh

OTBeTHI:
1. 6 9. B 17.a
2. a 10.6 18.0
3. B 11.a 19.8
4. a 12.6 20.0
5. B 13.8 21.a
6. B 14.6 22.0
7. a 15.0 23.a
8. 0 16.B 24. 6



25.8 27.8 29.8
26.0 28.a,B 30.0

3. TunoBoe 3a1aHue 1Ji51 BHINOJHEHUS] KOHTPOJIbHOM padoThl mo Moay.iio 3

1. B rekctoBoM penakrope Microsoft Word odopmuts o ceoemy npeanpusituto [Ipukas o
BPEMECHHOM 3aMEIICHUH PYKOBOIUTEIIS TIPEIITPHSITHSL.

2. B TekcroBom penakrope Microsoft Word odopMuts mo cBoemy mpeanpustuio AKT O
CITUCAaHWH UMYIIECTBA.

3. B tekcroBom  penmaktope  Microsoft Word  paspabotatb 1o  cBoemy
NPEIIPHUSITHIO MTPOJIOJIBHEIN U YTII0BOW OJIAHK BAIIETO TIPS ITPHUSITHS.

2. B tabnuuynoMm penakrope Microsoft Excel pazpadotars mabion XXypHana yyeta Tpy10BbIX
KHUKEK.

4. B TexcroBoM penakrope Microsoft Word opopmuts o csoemy npeanpustuto [Ipukas o
KOMaHTUPOBAHHH.

5. B tekctoBom pemaktope Microsoft Word opopmMuth 1o csoemy npeanpusituio AKT O
npuemMe-tepesaye aei.

6. B tekctoBoM penakrope Microsoft Word pazpaboraTh o cBoeMy IpEInpPUITHIO IPOESKT
VYcraBa npeanpusaTus.

7. B Tabmmunom pemaktope Microsoft Excel paspaGorare 1mabmon  Kyphana
ydeTa B3bICKAaHUM U ITOOIIPEHUN.

8. B tekcroBom pegaktope Microsoft Word odopmuts o ceoemy npeanpusituto [lpukas o
IPEMUPOBAHUH.

9. B  TekcroBom  pemaktope  Microsoft  Word  pa3paboraTh = JOIKHOCTHYIO
WHCTPYKITHIO CEKpeTaps-pedepeHTa.

10. B tabauunom pemaktope Microsoft Excel paspaborats mabnoH andaBUTHBIA KypHAal
ydeTa JUYHOTO COCTaBa

11. B TekcroBoMm penakrope Microsoft Word odopMuTs 1o cBoemMy MNpEANPUSATHIO
I"apanTuitHoe MUCHEMO 0 OCTaBKE 000PyHOBaHUS (OTITYCTHTH 32 O€3HATMYHBIN pacyer).

4. TunoBoe 3a/1aHNe 1Jis1 BHINOJTHEHUS] KOHTPOJILHOM padoTsl 1o Moay.io 4

1. CocraBuTh OJIaHKM pa3JIMYHBIX BHJIOB C  YIJIOBBIM M IPOJOJIBHBIM BapHaHTaMHU
PacronoKeHuUs.

2. CocTaBUTb IPOEKT PacHOPsKEHUS.

3. CocraBuUTh NMPOEKT MPHUKa3a 10 OCHOBHOM JESTEIBHOCTH.

4. CocTaBUTh NPOEKT PEIICHHUS.

5. CocTaBUTH NPOEKT AOKJIATHON U CIYKEOHOW 3aIMCKHU.

6. CocraBUTh POEKT MPOTOKOJIA.

7.  OQopMUTH U 3aOTHUTH IPOEKT MIPUKA30B MO JUYHOMY COCTaBY (MpUKa3 O HAIPaBJIECHUU
pabOTHHKA B KOMaHAMPOBKY, IPUKA3 O MPEJOCTABICHUH OTIIyCKa paOOTHHUKY).

8. OdopMUTb 3aMOTHUTH TPOEKT IITATHOTO PACIUCAHMUSL.

9. Od¢opMuUTh U 3aNOIHUTH MPOEKT I'parKa OTITYCKOB.

10. OdpopMuTh U 3aMOIHUTH IPOEKT JTUYHON KAPTOUKH.

11. OdbopMuTh M 3aMOJHUTH HPOEKT KOMAHIMPOBOYHOIO YIOCTOBEPEHHs, CIyKEOHOro
3a/laHus JJIs HalpaBJIEHUs! B KOMaHIUPOBKY U OTUETA O €0 BBINOJIHEHUH.

12. OdopmuTs HageKaMM 00pa30M MOITHYIO KOMHIO O(PHUIMAIBHOTO JOKYMEHTA, BHITUCKY
13 o(hpULMAIBHOTO JOKYMEHTA.

13. OdgopMuTh 1 3aMOIHUTH IPOEKT KypHAJIa BXOJAIIEH JOKYMEHTALUH.

14. OdopMuUTh U 3aMOTHUTH TPOEKT KypHAaJIa UCXOASIIEH JOKYMEHTAIHUH.

15. OdopMuTh U 3aNOTHUTE IPOEKT HOMEHKJIATYPHI A€ JII000ro BUA.

16. OpopMuTh 1 3aMOIHUTH IPOEKT ONMUCHU e JIF000T0 BUA.

17. OdopMUTb U 3aM0JHUTH IPOEKT 00JIOKKH Jiej1a, 3aBEPUTEIBHOTO JIMCTA JIea.



18.

OdopMHTB U 3aMOTHUTH MPOEKT aKTa O MpUeMe-Tiepeiade JOKYMEHTOB Ha ITOCTOSTHHOE

XPaHCHUC B apXUB.

19.

O(l)OpMI/ITb W 3allOJIHUTL MPOCKT aKTa O BBIACJICHHWH K YHHYTOXKCHHIO JOKYMCHTOB, HC

MMOJIC)KAINUX XPAHCHUIO.

20.

OdopMUTh U 3aTI0JHUTH NPOEKT CAATOYHOU OMMCH JEIL.

5. TunoBoe 3aganue 1Jisi IpoBeaeHUs TecTupoBanus mo MoayJ 5

1. Kakue 1OKyMEeHTBI TOABEPratOT pErucTpanuun?

1)
2)
3)
4)
2.

BHYTPEHHUE, BXOJALINE

BXOSIIIUE, UCXOJIIHE

TOJIbKO BHYTPEHHUE

IPaBUIBHOIO OTBETA HET

[louemy Ha makerax (KOHBepTax) ¢ KOH(PUICHIMAIbHBIMM JOKYMEHTaMU HE

MPOCTABIISIIOT Tpr¢ KOHPUACHIUATHLHOCTH?

1)
2)
3)
3.
1)
2)
3)
4.

rpu¢ MPOCTABIAIOT BCETAA

9TOOBI HE TIPUBIICKATh BHUMAHUS

T.K. 9TO HE UMEET HUKAKOT0 3HAYCHUsI, BAYKHO JIMIIH COJIEPKaHIE KOHBEPTa

Yro nenaTh ¢ OIMO0YHO MPUCIAHHBIMU KOH(PUACHIIMATBHBIMU TOKYMEHTAMH?

WX Hy>XHO BBEIOPOCHTH

WX Hy>XHO OTHPaBUTH 0OPaTHO

ITo cornmacoBanuto ¢ OTIpPaBHUTENIEM IIEpecIaTh B HYKHBIN apec

Ha 4ro OynmyT cchiiaThCsi MpU PETUCTPALUKM BXOASAIIMX JOKYMEHTOB, TOTCHIIMAIBHO

coJiepKanux KOH(QUICHINATBEHYIO HHPOPMAITUIO?

1)

Ha [IepeueHb

2) Ha PELICHUE PYKOBOIUTEIIS
3) Ha 3/IpaBbI CMBICI
4)  Ha HanMuue rpuda, KOTOPbIi 00s13aH NOCTaBUThH OTIPABUTEID
5. Ilepeuncnure BapuaHThI yIIAKOBKH IaKeTa ¢ KOH(DUIEHIIMAIBHBIMU JOKYMEHTaMHU
6. UYto mpoucxoauT ¢ KOHQUIECHUUAIbHBIMU JIOKYMEHTAMU, KOTOPbIE HE HCIIOJHEHBI B

TEKYIEeM JIeJIONPOU3BOJCTBEHHOM roy?

1)
2)
3)

X YHUYTOXKAIOT
UX TIEPCBOJAT IJId UCIIOJIHCHHA B HOBOM ACJIOIIPOU3BOACTBCHHOM oy
Takoi H€O6XOZ[I/IMOCTI/I HHUKOIr'JJa H€ BO3HHUKACT, T.K. OpraHu3alvun 00s3aHBI BCE

HCIIOJIHUTB B TCKYILECM I'OAY

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

Uro noapasymeBaeT 3KcneANIMOHHas 00paboTka?

y4eT U PETUCTPALNIO BXOAIIINX [TAKETOB U IOKYMEHTOB

YUCT U PETUCTPALUTIO UCXOAAIINX ITAKETOB U JOKYMCHTOB

U TO, ¥ APYTOE

IMPpaBUJIbHOI'O OTBCTA HCT

Crour 1M nOpUHUMATh HAJOPBAHHBIM MakeT (KOHBEPT) C KOH(UIACHUUAIbHBIMU

AOKYMCHTaMH, €CJIM OH aApCCOBAH B Bally opraHmaumo?

1)
2)
3)
9.

HET, HE CTOUT, HY’)KHO COCTaBUTb aKThl U BEPHYTh 00PATHO

J1a, CTOUT, HO COCTABUTH aKThI

HET, HE CTOUT NPUHUMATh, M aKThl COCTABJISATh TOXKE HE CTOUT

Kakas oTrmerka mo/DKHA CTOSITh B JKypHajJe ydyeTa BXOMIIUX JOKYMEHTOB, €CIHU

KOH(HIEHIIMATIbHBIN JOKYMEHT IPHUIIEI ¢ CONPOBOAUTENBHBIM MUCEMOM, KOTOPOE, B CBOIO OUYEPE/lb,
HE COJIEPKUT KOH(PUACHITHATEHOW HHPOpMALTUU?

1)
2)
3)
10.
1)

COIIPOBOJIUTEIILHOE MTMCHMO HE HY)KHO PETHCTPUPOBATH
«0e3 mpUIIoKeHUs He KOH(UACHIIHATBHOY

MUCHMO PETUCTPUPYIOT OT/ACIBHO, & MPUIOKEHUE OTICITBHO

3a 4to oTBEYaeT Cciyx)0a KOH(DUISHITMATEHOTO JISTIONPOU3BOICTBA?
3a y4eT U PErucTpanuio KOH(UICHIIUAIBHBIX TOKYMEHTOB



2) 3amnepenady JOKYMEHTOB MEXy UCTIOJHUTEISIMU

3) 3a KOHTPOIb 32 CPOKAMU UCTIOTHEHHS IOKYyMEHTOB

4) TpPaBUIBLHOTO OTBETA HET

11. Kakue nokymMeHTbI 6epyT Ha MHBEHTapHOE XpaHeHue?

12. OOs3aTenbHO 1M BECTH JBa OTAETBHBIX KypHaia Ui yueTa MakeToB KOH(PUICHIIMATbHBIX
JIOKYMEHTOB M CAMHX JIOKyMEHTOB?

1) na

2) Her

Ortsertsr:
1) 4
2) 2
3) 2,3
4) 1,2
5) oauHapHOE NaKEeTUPOBAHUE, IBOMHOE NAKETUPOBAHNE
6) 2
7 3
8 1
9) 2
10)1,2,3
11) cOpoutopoBaHHbIE JOKYMEHTBI, YEPTEXKHU, KypHAJIbI yueTa
12)2



_ [Ipunoxxenue 2
THUITOBOE 3AJAHHUE IJIS1 ©UTOI'OBOU ATTECTALIUU

1. TunoBoe 3a1aHue 15 IPOBeIEHUSI HTOTOBOT0 TECTUPOBAHUS
1. YUTo HE OTHOCUTCS K YUPEAUTENbHBIM JOKYMEHTAM FOPUINYECKOTro uia?
a) [IpoTokon coOpanus yupeauTenei;
0) Ycras;
B) YupeauTenbHbIi 10roBOp.

2. IlonoxkeHue o CTPYKTYpHOM MOJPa3AEIEHUH — 3TO:

a) TMpPaBOBOM aKT, KOTOPbI YCTaHABIMBAeT CTaryC, (YHKUWHU, TpaBa, OOSI3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX MOAPA3/I€ICHUN NN UHBIX OPraHoB;

0) mpaBOBOIl aKT, KOTOPBIA OMpeneiseT CTaTyC OpraHu3alud, ee 3amaud ¥ (QyHKUIWU, I[paBa,
OTBETCTBEHHOCTb, ITOPSJIOK A€ATEIbHOCTH;

B) JIOTOBOP, CTOPOHBI KOTOPOT'O 0053YI0TCS CO37]aTh OPUIUIECKOE JIUIIO M YCTAaHABIUBAIOT MOPSIIOK
COBMECTHOH JIeSITEIbHOCTH 110 TAHHOMY (haKTy.

3. JlaToii 1OJPKHOCTHOM MHCTPYKIIMU SIBIIACTCS JlaTa:
a) ee yTBepKIeHus; 0)

€€ COCTaBJICHHSI,

B) 03HAKOMJICHUS C HEl pabOTHHKA.

4. TlpaBoBOM aKT, B KOTOPOM OTOOpa)aeTcsi MOPSA0K JCSITeIbHOCTH PYKOBOJICTBA OpPraHU3aIUH, a
PaBHO KOJUIETHAILHOTO WJIA COBEIIATEIBHOTO OpraHa — 3To:

a) ITaTHOE paclrucanue; 0)

yCTaB;

B) pPETJIaMEHT.

5. Io cdepe cBoero neiCTBUS pacoOpsAUTEIbHbIC JOKYMEHTHI IEISTCS Ha:

a) KOJUIEKTUBHbBIE U UH/IMBUTyaJIbHBIE;

0) benepanbHOrO YpOBHS, PETHOHAIIBHOTO YPOBHS, IPABOBBIE aKThl OPraHU3AIlHil; B)
IIPABOBBIE AKThI OPraHU3ALIUN, IPABOBBIE AKThI UX CTPYKTYPHBIX NOJIpa3eIICHUH.

6. Pactiopsixenue uznaercs:

a) CIMHOJINYHO; 0)

KOJIJICTHAIIBHO;

B) B YCJIOBUSIX BEIOMCTBEHHOT'O PETyTUPOBAHUSL.

7. Konust yacTu TOKyMeHTa, KOTOpas 3aBepeHa B OMpeeIEHHOM MOPsIKe, 3TO:
a) BBIIIUCKA;

0) 2JIEKTPOHHAs KOTIHS;

B) AyOJIHMKaT.

8. He siBsieTcst TOKyMEHTOM, KOTOPBIH HHUIIUUPYET peIICHHE:
a) 3aKJIIIOYCHHUE;

0) MPOEKT JOKYMEHTA;

B) JIOKJIA/IHAsS 3aIHCKA.

9. UeMm BHeIIHE OTIIMYAETCS MPOEKT JOKYMEHTA OT €r0 OKOHYATEIbHOr0 BapuaHTa?

a) IIpoekt He 00s3aTeTLHO OPOPMIIATH B TaKOH ke (hopme, Kak Oyaylniuil JOKyMEHT, JOCTaTOYHO
CaMoro TEeKCTa;

0) Haanucpio «1poekT» B BEpXHEM II0JIE CIIPaBa; B)

ITpoexT odopmisiercs Ha cielnanbHOM OJIaHKe.



10. Kakast 4acTh MOCTaHOBIICHHSI COACPKUT HOPMATHUBHBIE MTOJIOKEHHSI WIIH TIOPYYEHUS?
a) PacnopsinurensHas;

6) Koncratupyromias;

B) BBOiHAsL.

11. B cocraB nH(OpMAIIOHHO-CIIPAaBOYHBIX JOKYMEHTOB HE BXOJIUT:
a) yKa3zaHue,

0) loKyaiHas 3aMKcKa; B)

CBOJIKA.

12. Bun uHQOpPMAIMOHHO-CIIPABOYHOM JIOKYMEHTAIIMH, SBISIOMICHCS CIIOCOOOM ONEpaTHBHOTO
I/IH(l)OpMaIII/IOHHOFO oOMeHa MCKAY OpraHu3aliusiMu, Ha3bIBACTCA:

a) TOKyMEHTAINeH 7151 CIyKeOHOTO TI0JIb30BaHNS;

0) mepenucKo;

B) CTAaTUCTUYECKOW OTYETHOCTHIO.

13. Yto mpezcrapiisieT ool 3asiBICHHE B JOKYMEHTOO0OPOTE OpraHu3aium?

a) DTO IOKYMEHT € IPEJI0KEHUEM Ha3HAUUTh, IEPEMECTUTD WM MOOLIPUTH PAOOTHUKA,;

0) DTO JOKYMEHT, OOBSCHSIONIMNA TPUIHHBI CITYYUBIIETOCS, KOTOPBIA COCTABIISIET paOOTHUK HA UMS
PYKOBOIUTE,;

B) DTO JOKYMEHT, KOTOPBI aJIpeCOBaH JODKHOCTHOMY JIMILY U COACPIKUT KaKyr-Iu00 mpochOy
paboTHHKA.

14. Yto He siBsieTCS MPU3HAKOM aKTa?

a) COCTaBJICHHE B CBOOOIHOU (hopMe;

0) ycraHoBieHHe (PaKTUIECKOTO COCTOSIHUE JIEeNT U OTPasKEHUE €T0 B aKTe;
B) KOJUIETHAJIBHOCTh COCTABJICHUSI.

15. JlokyMeHTBI, KOTOpbI€ H3JaHbl BHYTPU YUPEKICHUS M OTIPABICHBI 3a €ro Mpenesbl s
PYKOBOJACTBA HHW)KECTOSIIIMM OpraHaM yOpaBlieHUs JUOO0 B IENAX HCHOJHEHHUS MHUChMEHHBIX
yYKa3aHU# BbICIIEN MHCTAaHIIUH, HA3bIBAKOTCA

a) BXOJSIIUMU JOKYyMEHTaMH; 0)

UCXOJIAIIMMHU IOKYMEHTAMH; B)

MIEPENUCKOM.

16. Yto BKIIIOYAET B ce0s1 TEXHUYECKOE MCIIOTHEHHE TOKYMEHTA:

a) TPENOCTaBICHHE pACIEYaTaHHOTO IIPOEKTa IOKYMEHTa pPYKOBOJUTENIO Ha COIJIAaCOBAaHME,
yCTpaHEHHE HETOYHOCTEH, HA0Op OKOHYATEIBHOTO JOKYMEHTA;

0) MOATOTOBKY MpPOEKTa JOKYMEHTa, HA0Op M pacledyaTrKy TeKCTa IMPOEKTa, KOPPEKTHPOBKY
coziepKaHMs JJOKYMEHTA TI0CIIe COTJIACOBaHMs, O(popMiIeHNE (PUHATLHOTO BapuaHTa JJOKYMEHTa,;

B) COCTaBJICHHE JOKYMEHTAa Cpa3y B OKOHYATEIILHOM BapWaHTE, €ro MOJAMUCAHHUE Y PYKOBOIUTEIS,
OTHpaBKa JIOKYMEHTa ajipecary.

17. Korna 1OKyMEHT SIBASIETCS UCIIOJTHEHHBIM?

a) Kak To1bpK0 TOKyMEHTY IPUCBOECH PETUCTPALIMOHHBII HOMED;

0) Korma paccmarpuBaemblii B JOKYMEHTE BOIPOC PA3pEIICH MOJTHOCTHIO M IMEPENnucKa Mo HeMy
3aBepIICHA;

B) Koria mokymMeHT nojlydeH KOHEUHBIM a/IpecaToM.

18. Kakme pa3mepbl mpUPTOB PEKOMEHAYETCS HWCIIONB30BaTh NMPU O(GOPMIICHUH JTOKYMEHTOB
coriacao ['OCT P 7.0.97-2016?
a) No 12, Ne 13, Ne 14;



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

19. Hudposoii mnu 6ykBeHHO-IIUGPPOBOI HASHTH(PUKATOP JTOKYMEHTA, BKIIOYAIOUINI MOPSIKOBBIMA
HOMEp, JONOJHSAEMBIH IO JKEJIAaHWIO MHJEKCaMU COIVIACHO MCIOJIb3yEMbIM KJacCHU(PHUKAaTOpaMm,
Ha3bIBAETCS:

a) rpudom;

0) perucTpaliOHHBIM HOMEPOM JIOKYMEHTA;

B) 1aTOM IOKyMEHTA.

20. Kakoii popmar Oymaru UcCrosib3yeTcs 1J1sl U3TOTOBJICHUS OJaHKOB PE30JIIOLIHIA?
a) AS, A6;
0) A4, AS;
B) A6, A4.

21. Hocurenem uH(pOpMAINH SBISETCS:

a) MaTepualbHbI 00BEKT, KOTOPBIM HYXeH Ul (PUKCALlMH, XpaHEHUs (1 BOCIIPOU3BEICHUS) PEUEBOil,
3BYKOBOW WJIM M300pa3UTENbHON HH(OPMAIIHH;

0) co3aarenb T0KyMEHTa;

B) CTPYKTYPHOE MO/Ipa3eiiCHHe, BHITOTHIIOMEe (PYHKIUH IO BEJCHUIO JOKYMEHTO000pOTA.

22. CBOICTBO JOKYMEHTA OATBEPKIATH JICIIOBYIO JESTEIHLHOCTH JTMO0 COOBITHE IMYHOTO XapaKkTepa
— 3TO:

a) IOpUINYecKas cuja JOKyMEHTa;

0) ropuauvecKasi 3SHAY4UMOCTb IOKYMEHTA; B)

ayTEHTUYHOCTb.

23. TunoBbIM CPOKOM UCIIOTHEHMSI JOKYMEHTA Ha3bIBAETCS:

a) CPOK MCIIOJIHEHHSI JOKYMEHTA COTJIaCHO HOPMaTUBHO-IIPAaBOBOMY aKTYy;

0) CPOK HUCITOJIHEHUSI, KOTOPBIN YCTAaHOBJIEH B OPraHU3aIl[MOHHO-PACHIOPSAUTEILHOM JOKYMEHTE HIIH
B PE30IIOLIHH;

B) CPOK MCIIOJIHEHHUS, YCTAaHOBJIEHHBIH CI0KUBLIMMCS B OpraHU3alii OObIYaeM.

24. CipaBOYHUK, COICPKAIIMIA CBeIeHUS O (POHAX apXHBa U MPETHAZHAYCHHBIN I 03HAKOMIICHUS
C X COCTaBOM U COJepKaHUEM — 3TO:

a) apXUBHBIN ITyTEBOIUTEID;

0) apXUBHBIN CIIPABOYHHK; B)

apXMBHBIM yKa3aTellb.

25. YaudpunupoBanHo# GOPMOI TOKYMEHTA SBIISIETCS:

a) GopMyJIsIp JOKYMEHTA ONPEACICHHOTO BUJIa, KOTOPBIN COAEPKUT IMOCTOSIHHYIO YaCTh TEKCTa;

0) OymMaXHbIH MM SJEKTPOHHBIM IIA0JIOH C PEKBU3UTAMHU, 110 KOTOPHIM ONPEIENSIETCS aBTOP
o(pHULIMANBHOTO JOKYMEHTA;

B) PEKBU3UT O COIJIaCUM OpraHu3alud{, KOTOpash HE SBISETCS aBTOPOM JIOKYMEHTa, C €ro
COZIepI)KaHHEM.

26. KakoBa JqimMHa caMO# JUTMHHOHN CTPOKH PEKBU3HTA TIPH YTIIOBOM PACTIOIOKEHUU PEKBH3UTOB?
a) He 6oxee 7,5 cm;

0) He 6omee 12,5 cwm;

B) He 6omee 10 cwm.

27. PeKBU3UT TOKYMEHTA — 3TO:
a) perucTPalMOHHBIA HOMEpP JOKYMEHTa;



0) asteMeHT o(popMITCHUS JTOKYMEHTA;
B) CBEJICHHS O JaTe U MCIOJHUTENE JOKYMCHTA.

28. Bxoasmuii JOKYMEHT MPOXOAUT CIIEAYIOIINE Tarbl 00padOTKH:

a) COIMpPOBOXJCHHWE M JIOCTaBKa C IOYTHI, MepBUYHAs 00paboTKa, perucrpanus, MOArOTOBKa Ha
JOKJIaJl, pacCMOTpeHHE U OQOPMIICHHE PE3OJIIOIMMA, PErucTpamus pPe30JIONNH, MOCTaHOBKAa Ha
KOHTPOJIb HUCIIOJHEHHS, OTIpaBKa Ha HCIIOJHEHUE, HWCIOJHEHHWE W KOHTPOIb 3a HUM, IpPUEM
WCIIOJTHEHHOTO JIOKYMEHTAa, CHATHE C KOHTPOJIS, NMOMEUICHHWE HCIIOJHEHHOTO JIOKYMEHTa B JIETO,
paboTa ¢ HUM, TeKyIIee U apXUBHOE XpaHEHHE, YHUUTOKEHUE U CIIHUCAHUE;

0) ycTaHOBJICHHE KOHKPETHOTO ajpecara JOKyMEHTa B OpraHu3allud, PEerucTparus JOKyMEHTa IO
BXOJILINM JKypHallaM, Iepefada JOKyMEHTa aapecary, YKa3aHHOMY €ro B TEKCTE, YCTaHOBIICHUE
CPOKOB HCIOJIHEHUSI JTOKYMEHTa, HMCIOJIHEHHE OKYMEHTa, MpPOBEpKa pe3yJIbTaTOB HCIOJHEHHUS,
MOMEIIEHUE IOKYMEHTa B HOMEHKJIATYPHOE JIeJIO U MOCTeAyIomIas ciaya B apXuB;

B) perucrpaius JOKYMEHTa [0 BXOIAIIECH KOPPECIOHIEHIIMHU, Tepeiadya ero PyKOBOIUTENIO IS
ornpezeNieHus] UCIIOTHUTENS, Mepeaada JOKyMEHTa HEeMOCPEACTBEHHOMY HMCIIOJHUTENI0, KOHTPOJb 32
UCTIOJTHEHUEM  JIOKyMEHTa, WCIOJHCHHE JOKYMEHTa, T[PUEM  pPe3yJIbTaTOB  HUCIIOJHCHHS
PYKOBOAMTENEM, OTMETKa 00 UCTIOJTHEHHUH B CIICLUATBHOM KypHalie, cilada IOKyMEeHTa B apXUB.

29. [IlpenBapuTenbHBIi TEKCT JIOKYMEHTa, KOTOPHI JIMYHO TOTOBUT HCIIOJHUTENb WM
COHCIIOJIHUTENb JTOKYMEHTA, 3TO:

a) PK3EMILISIP JOKYMEHTA;

0) POEKT JOKYMEHTA;

B) KOMHS JIOKYMEHTA.

30. enonpou3BoICTBO — ITO:

a) JIeATENBHOCTh 1O JOKYMEHTHPOBAaHHIO, IOKYMEHTOOOOPOTY, OINEPATHUBHOMY XPAHCHHUIO H
UCIIOJIb30BAaHUIO JOKYMEHTOB;

0) mporeaypa co3gaHus, THPAKUPOBAHUS U PETUCTPALIUU BXOASAIICH M UCXOISIICH HOKYMEHTAIIUN
OpraHu3allny;

B) HETIOCPEJICTBEHHOE CO3IaHUE OPHUIIMATLHBIX JOKYMEHTOB Ha MPEANPHUITHN.

ITAJTOHBI OTBETOB:

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

§) a a §) §) a a 0 B a 0

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

a §) a a §) a a a a 0 a 0 a

2. TunoBble 3aJaHUA 1JIS IPOBeeHNs MPAKTHYECKOH KBAJIM(PUKANMOHHOMH PadoThI
1 CoctaButh U 0POPMHUTE B COOTBETCTBUM C MpaBHJIAMH JIEJIONPOU3BOJCTBA U PEUEBOrO STHUKETA B
nporpamme Microsoft Word nnpopmanmoHHOe MHCHEMO.
2 CocTtaBUTh U O(POPMHUTH B COOTBETCTBUU C MpaBHJIAMH JIEJIOIPOU3BOJCTBA U PEUEBOrO STHUKETA B
nporpamme Microsoft Word rapanTuiiHoe mucbMo 00 oOmuiaTe JAEHEXKHBIX CPEICTB A0 KOHIA
tekymero kBaprana ot umenu UIIOY VII «Ontumuct» Ha cymmy 3agoimkeHHoctd 1000=00 (Onxna
ThICSTUa pyoJIei).
3 CoctaButh U 0hOPMUTH B COOTBETCTBHM C MPABUIAMU JEJIONPOU3BOICTBA U PEYEBOI'O ITHKETA B
nporpamme Microsoft Word muceMo-peknamanuio o nmoctaBke «bymaru oucHOW» B KOJIHYECTBE 5
KOpOOOK HEHaJIeKaIIlero KayecTBa.
4 CocrtaBuTh U OOPMHUTH B COOTBETCTBUHU C MPABUIIAMH JEJIOMPOU3BOJICTBA M PEUYEBOTO ITHUKETA B
nporpamme Microsoft Word pekmamuoe muceMo 00 oOpaszoBatenbHbix ycimyrax UYIIOY VII
«OnTumucT.



5 CocraButh U 0)OPMHUTH B COOTBETCTBHH C MPABHIAMH JEJIONPOU3BOACTBA U PEUEBOTO ITHKETA B
nporpamme Microsoft Word compoBonuTensHOE MUCHMO K MAKETy JTOKYMEHTOB, IPUKIAIBIBAEMBIX
JUIsL OTIIPABKH [TOYTOBBIM COOOILIEHUEM.

6 CoctaButh U 0)OPMHUTH B COOTBETCTBHH C MPABHIAMH JEIIONPOU3BOACTBA U PEUEBOTO ITHKETA B
nporpamme Microsoft Word nucsmo-3anpoc «O npenoctaBieHUN HHOOpMALIUI».

7 CocTtaBuTh U OPOPMHUTH B COOTBETCTBUU C MPABHJIAMH JIEIONPOU3BOJCTBA U PEUEBOTO STHUKETA B
nporpamme Microsoft Word nucsmMo-noaTBepxieHue napTHepy.

8 CoctaBuTh U 0POPMHUTH B COOTBETCTBHH C NPAaBUIAMHU AEIONPOU3BOJICTBA U PEUEBOTO ITHKETA B
nporpamme Microsoft Word nucsmo-npurinamenue HakoprnopaTuBHoe coobitue B OO0 «Me30HuH 1
K».

9 CoctaBuTh U OPOPMUTH B COOTBETCTBUU C MpaBHJIAMH JIEIOIPOU3BOJCTBA U PEUEBOr0 STHUKETA B
nporpamme Microsoft Word nmucsmo-HarnmoMuHaHue.
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