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OBIIHUE ITOJIOKEHUA

OcHoBHast  mporpamMma  MpoeCCUOHAILHOIO  O0ydeHHsT —  Iporpamma
npodeCCUOHALHON TOATOTOBKM MO TMpodeccusiM padouux, TOHKHOCTSIM CIIYXKaIlUX
«CekpeTapb-aIMUHUCTPATOP» pa3paboTaHa B COOTBETCTBUU C TPEOOBAHUSIMU CIIETYIOIIUX
HOPMaTUBHO-TEXHUUYECKUX JTOKYMEHTOBR:

- ®epnepanbHoro 3akoHa orT 29.12.2012r. Ne 273-®3 «O6 oOpa3oBaHuu B
Poccuiickoit @enepaunmny;

- Ilpuka3 MunucrepctBa npocsemenuss PO ot 26 asrycta 2020r. Ne 438 «0O06
YTBEPKACHUU TMOPSIKA OpraHU3aIlMd U OCYIIECTBICHHUS 00pa30BaTEIbHON NEATeIIbHOCTH
10 OCHOBHBIM MporpamMmmaM npodhecCUOHAIBHOTO 00 YUEHUS »;

- Ilpukaz MunucrepctBa npocsemenuss PO or 14 wurons 2023 r. Ne 534 «OO0
yTBepxkaAcHun llepeunss mpodeccuit pabouux, MODKHOCTEH CIIyXKallUX, MO KOTOPHIM
OCYILIECTBIISIETCS PO(hecCHOHATBHOE 00yUEHUEeY;

- [Ipuka3z MuHucTEpCTBa TpyJa U coUHaIbHOM 3amUThl PO oT 15 utons 2020 r. No
3331 «O06  yTBepkaeHHUM TpodeccuoHambHOro  cragaapra «CHenualucT 10
OpraHU3aIMOHHOMY U JOKYMEHTAIIUOHHOMY OOECIIEUEHUIO YIPABICHUS OpPraHU3aIneii».

[IpodeccronansHoe oOyueHue OCYIIECTBIISICTCS B OpraHu3aIusXx,
OCYIIECTBIISIONINX 00pa30BaTEIbHYIO JEATEIbHOCTh, B TOM YHCIEe B Y4EOHBIX IIEHTpaX
npodeccuoHambHOM  KBamM(pUKAMM W Ha TPOU3BOJCTBE, a Takke B (opme
camooOpa3oBaHusl. Y4eOHBbIE LEHTPHl MPOPECCHOHANBLHON KBaNU(UKAIUM MOTYT
CO37aBaThCsl B PA3JIMYHBIX OPraHU3AIMOHHO-TIPABOBBIX (QopMax IOPUAMYECKHUX JIUII,
IPEAYCMOTPEHHBIX TPaXJAHCKUM 33aKOHOJATEIbCTBOM, WJIM B KauyeCTBE CTPYKTYPHBIX
NOApa3AeICHUIN IOPUINYECKUX JIULL.

®opmbl 00y4YEeHHUST IO OCHOBHBIM IporpaMmMaMm MpodeCCHOHAIBHOTO O0YYeHUS
OTIPEJICISIIOTCS  OpTaHM3aIMel, OCYIIECTBISIONICH 00pa30BaTEIbHYIO EATEIbHOCTD,
CaMOCTOSITEIbHO, €CJIM HMHOE HE YCTAaHOBIIEHO 3aKOHOAATENbCTBOM Poccuiickon
denepanum.

Copepxanue U TPOAOIKUTEIBHOCTh MPO(ECCHOHATBLHOTO O0YyUYeHUsl MO KaXKIOU
npodeccun pabouero, MOJKHOCTH CIIYXKAIIETO OINpPEAeNIeTcsl KOHKPETHOU MporpaMMoi
npodeccuoHansHOTO 00y4YeHUus, pa3padaThiBAEMON W YTBEPKIAEMOW OpraHU3allUei,
OCYIIECTBIISIIOIIECH 00pa30BaTEeNbHYIO JESITEIbHOCTh, HAa OCHOBE MPOQPECCHOHATBHBIX
CTaHAapTOB (MPY HAJTMYHMH) WIU YCTAHOBIIEHHBIX KBATH(UKAIMOHHBIX TPEOOBAHUM, eclin
WHOE HE YCTaHOBJIEHO 3aKOHOJATENLCTBOM Poccutickon denepanuu.

Cpokn Hauama W OKOHYAHHS MPOQPECCHOHATHLHOTO OOYYEHHUS OMPENeNsioTCs B
COOTBETCTBUM €  Y4YEOHbIM  IUIAHOM  KOHKPETHOM  OCHOBHOM  MPOTrpamMMbl
poeCCHOHATLHOTO O0yJICHHUS.

OOpa3oBatenbHasi MEATEILHOCTh MO OCHOBHBIM MpOTpaMMaM Mpo(ecCHOHATEHOTO
OoOydYeHHsI OpPTaHW3yeTCsI B COOTBETCTBHHM C pACIUCAaHUEM, KOTOPOE OIpPEAeNIsIeTCs
opraHu3anuein, OCyeCTBISIomEed 00pa3oBaTeNbHYIO AeTETHHOCTb.

IIpodeccruonanbHOoe OOy4YeHHE Ha IIPOM3BOJCTBE OCYIIECTBISETCS B IMpejenax
pabouero BpeMeHH OOY4YalolIEerocsi MO COOTBETCTBYIOUIMM OCHOBHBIM IporpaMmam
po(heCCHOHAIBHOTO 00yYEeHUS.



[IpodeccronanbHoe 0O0yyeHHME TO WHAUMBHUIYAIbHOMY YYEOHOMY IUIaHY, B TOM
4ucje yCKOpeHHOe 00yueHue, B Ipejenax 0OcBauBaeMou mporpaMMbl podhecCHOHATIBHOTO
0o0y4eHUs OCYILECTBISIETCS B TOPSAJIKE, YCTAHOBIEHHOM JOKAJIbHBIMA HOPMAaTHUBHBIMU
aKTaMl OpraHu3alliM, OCYIIECTBIISIONIE 00pa3oBaTEIbHYIO JAESATENbHOCTh. [lpu
MPOXOKACHUU TMPO(HECCUOHATHHOTO OOYYEHUSI B COOTBETCTBUM C WHAUBUIAYAIbHBIM
y4eOHBIM IUIAHOM €r0 MPOJIODKUTEIHLHOCTh MOXKET OBITh H3MEHEHa OpraHu3aiue,
OCYIIECTBIISIIONIEH 00pa3oBaTEIbHYIO JIESITENBHOCTh, C YYETOM OCOOCHHOCTEH W
00pa3zoBaTeIbHBIX MOTPEOHOCTEN KOHKPETHOTO 00YYaroIIerocs.

Peanuzanys oCHOBHBIX porpaMM npodeccuoHasbHOro 00y4YeHUs COMPOBOKIAETCS
POBEJCHUEM MPOMEKYTOUHOM arTecTanuu oOydaromuxcs. Dopmbl, MEPUOTUIHOCTH U
MOPSIZIOK TPOBEJICHUS] MPOMEKYTOUYHOW aTTeCTallMM OO0ydYarolIuXCsl YCTaHABIUBAIOTCS
opraHu3aIuen, OCyIecTRISIONEeH 00pa3oBaTeIbHYIO JeATeIbHOCTh, CAMOCTOSATEIBHO.

[IpodeccuonanbHoe oOydeHUE 3aBeplIaeTCsl WTOTOBOM aTTecTanue B Qopme
KBATM(UKAITMOHHOTO dK3aMeHa.

KBanudukanmoHHbI 9SK3aMEH TMPOBOAUTCS OpraHU3aIUeH, OCYIIECTRISIOMICH
00pa3oBaTEIbHYIO ACATEILHOCTD, JI ONPECICHUs] COOTBETCTBUS MOJYUYCHHBIX 3HAHHM,
YMEHUN Y HAaBBIKOB MporpamMMme MmpodheCcCHOHAIIBHOTO 00YYEeHHUSI U YCTAHOBJICHUS Ha ATOU
OCHOBE JIMIIaM, TMPOMICAIUM TpodeccuoHaIbHOe O00yueHHe, KBATHM(PUKAITMOHHBIX
pa3psioB, KJIAcCOB, KaTErOpuid MO COOTBETCTBYIOIIUM TpodeccusiM  pabouux,
TOJKHOCTSIM CIIyXaluXx (MpHU HAIMYWUU TaKUX Pa3psaoB, KJIACCOB, KATETOPHA).

@dopMbl  TIpoBeIEHHUS ~ KBAIM(PHUKALMOHHOTO  3K3aMEHAa  yCTaHABIMBAIOTCS
opraHu3zanuei, OCyliecTBIsAoIed 00pa3oBaTeNbHYIO AesTEIbHOCTb.

JIuto, ycnemHo crapiiee KBalTu(OUKAITMOHHBIN SK3aMeH, MOJTy4YaeT KBalu(UKAIIIO
no mnpodeccun pabovero, MOHKHOCTH CIYXKAIIeTo C TMPUCBOEHHWEM (IIPU HAJIUYUH)
KBaJIM(DUKAIIMOHHOTO pa3psija, Kiacca, KaTeropuu Mo pe3yiabTataM MpodecCHOHaTBEHOTO
oOy4eHHMsI, YTO TOATBEPKIACTCS JOKYMEHTOM O KBajduduUKauu (CBUIETEIHCTBOM O
npodeccrun pabodero, JOIKHOCTH CITYXKaIIEro).

Kpanudukanus, ykaspiBaeMas B CBHACTEIBCTBE 0O mpodeccuu padouero,
JOJKHOCTU CIIY’Kallero, JaeT ero oOjajaTelllo MpaBO 3aHUMATBCS OINPEACICHHOU
npoecCUOHATBHON ACSATENBHOCTHIO WM BBIMOJIHATH KOHKPETHBIE TPYAOBBIE (PYHKIIUH,
JJI1 KOTOPBIX B YCTAHOBJIEHHOM 3aKOHOJATEIbCTBOM Poccuiickonn denepanuu mopsijKe
OTIpeJICNICHBl 00s3aTeNIbHbIE TPEOOBaHUS K HAIWYUIO KBATM(PUKAIKUHU TO PE3yibTaTam
npodeccuoHanpHOTO O00y4YeHHUs, €CIM HWHOE HE YCTAaHOBJICHO 3aKOHOJAaTEIhCTBOM
Poccuiickoit @enepanuu.

Opranuzanuu, OCYILECTBIISIIOLINE o0pa3oBaTeIbHYIO NEeATENbHOCTb,
CaMOCTOSITETIbHO YCTAaHABIMBAIOT OOpa3llbl BHIIABAEMOTO CBHUICTEIBCTBA O TMpodeccuu
pabouero, JAOMKHOCTH CIIYXKALIEro, U ONPEAESIOT MOPSAOK MX 3aMOJIHEHUS U BBIIAYU.
[Tpu ompeneneHuM MOpPsAKA 3aMOJHEHUS, yY€Ta W BbIIAYN CBUACTEIHCTBA O MPOQEeCccCuu
pabouero, JOJDKHOCTH CIHY)KAlller0O B HEM TaKXe MpeaycMaTpuBaeTcsl MOPSIOK
3ar0JIHeHHUS], yUeTa U BblJlauu JyOJIMKaTa YKa3aHHOTO CBUAETEIbCTBRA.

Jluuam, He NPOLIEAIIMM HTOTOBOM ATTECTAllMM WJIWA MOJYYMBIIMM HAa WUTOrOBOM
aTTECTAllMU HEYAOBJIETBOPUTENIbHBIE PE3YJIbTaThl, a TaKXKe JIHMIAM, OCBOUBIIMM 4YacCTb
OCHOBHOHM MporpaMmbl MpPOPECCUOHATBHOrO OO0y4YeHHUs] W (WJIM) OTYUCICHHBIM U3
OpraHu3aluu, OCYLIECTBISIONEH 00pa30BaTEIbHYIO JEATEIbHOCTD, BBIJAETCS CIpaBKa 00



o0y4eHUr Wiu O mepuojae oOydeHUs Mo oOpasily, CaMOCTOATENIbHO YCTaHABIMBAEMOMY
opraHu3aluei, OCylIeCTBISAOMENH 00pa30BaTENbHYIO AESTENbHOCTb.

Ilear ocHOBHOM mnporpaMmmbl NpogeccHOHATBLHOIO0 O00y4YeHHsI — IPOrpaMMBbI
npoecCUOHaNbHON MOATOTOBKA MO MpodeccusiM padouMX, TOJKHOCTIM  CIyKaIIUX
«CekpeTapb-aIMUHUCTPATOp» — (GOPMHUPOBAHUE y OOYydYarOMIMXCS NPO(EecCHOHATBHBIX
3HaHUHW, YMEHUN U HABBIKOB IO TPOQECCUU.

OcHoBHass uenab  BUJAa  NPO(ECCHOHANBHOM  JESATENIbHOCTU:  peaau3alus
oOecrieynBaOmUX  (YHKUMNA  yOpaBICHHWS  OpraHM3alued; BHEAPEHHE  JIyYIIHUX
TEXHUYECKUX pa3pabOTOK M HOBEUIIUMX TEXHOJOTrWi B oOecrneyeHue yIrpaBiIeHUs
OpraHU3aIUEH.

3agaum nmporpamMMmbl: (POpPMHUPOBAHME KOMIUIEKCHOTO TOJX0Ja K BOIPOCAM
opranuzauud oOydeHuss 1o mnpodeccun padoyero  cekperapb-aJIMUHUCTPATOP,
IUTAHUPOBAHUSA OOYYEHHS] C MPUMEHEHUEM TEXHHYECKHUX CPEJCTB, MpUeMaM OO0y4deHUus B
peaNbHbIX YCIOBUSIX, HA IPOU3BOJICTBE.

OO6pazoBatenbHasi ACATENBHOCTh MO MPOTpaMME OPTaHU3yeTCs] B COOTBETCTBUU C
y4eOHBIM IJIAHOM, KaJIeHAAPHBIM TpaUKOM U PACTIHCAHHEM.

IIporpamma mnpeacraBisieT €000 KOMIUIEKC OCHOBHBIX XapaKTEPUCTHUK
oOpa3zoBaHusA. 00BEM, cojepX)aHUE, IUIAHUPYEMble pe3yJdbTaThl, OpPraHU3aIMOHHO-
neJaroruuyeckre ycjaoBusi, (OpMbl MTOrOBOWM aTTeCTAallMd U TPEACTaBlIeHa B BHJIE:
y4eOHOro  IUTaHa,  KaJeHJapHOro  y4yeOHOro  rpaduka  TEOPETUYECKOTO U
POU3BOJICTBEHHOT0  OOy4deHHus, padouyux TPOrpaMM, OLEHOYHBIX MaTepHAaJIOB,
METOANYECKUX MAaTEpUAJIOB.

O0bém ocBoenust mporpammbl cocTaBisieT 190 y4eOHBIX dYacoB, BKIIOYAET
TEOPETUYECKOE U MPAKTUUYECKOE 00yUeHHEe, UTOTOBYIO aTTECTAIHIO.

ConepxaHue nporpamMMmbl JOJKHO CUCTEMATUYECKH JOIMOJIHATHCS MaTepuajoM O
HOBBIX TEXHOJIOTHYECKUX MpoIleccax U 00OpPYTOBAaHUHU, O JOCTH)KCHUAX, BHEJIPECHHBIX B
OTEUYECTBEHHOM WJIM 3apyOeKHOM IIPAKTHUKE.

Teopetnueckue 3aHATHA - OOydYarolmUMecs U3Y4YalOT TEOPETHUYECKHE OCHOBBI,
yCTaHOBJICHHBIE KBATM(UKAIIMOHHBIMUA TPEOOBaHUAMU JaHHOW paboueli nmpodeccum.
[IpakTueckue 3aHSTHUS - dbopmupoBaHue MPaKTHYECKUX YMEHUM

npodeccoHanbHbIX (BBITIOIHITH ONPEACIEHHBIC NEHCTBUSA, ONEPAIH, HEOOXOIUMBIE B
MOCJIETYIOIIEM B TPO(heCCHOHATBHOM NeITebHOCTH) TaHHOM paboueli mpodeccuu.

JIns Bcex BUAOB ayAUTOPHBIX 3aHATUM aKaJEMUYECKUN Yac YCTAHABIMBACTCS
MPOJIOKUTENBHOCTBIO 45 MUHYT.

Pe:xxum npoBenenns 3aHATHH He Oonee 8 yacoB B cyTku. OOmMiA CPOK OCBOCHHUS
[IporpamMmbl coriacoBBIBAa€TCA C 3aKa3uMKOM WHIWMBHAYalbHO. Pacnucanue U y4eOHbI
rpaduK COCTABISIOTCS C yYETOM 0COOCHHOCTEH 3aKa3unKa.

dopma peanu3anuM NPOrpamMMbl — 3a04Has (UCKIIOUYUTENIBHO C HNPUMEHEHHUEM
JTMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTUI).

C ydetoM ocoOeHHOCTE © 00pa30BaTEIbHBIX MOTPEOHOCTEH KOHKPETHOTO
oOyuarorerocss (ciaymaress), B COOTBETCTBHU CO CHEeUM(PUKOW W BO3MOKHOCTIMHU
00pa3oBaTeILHOM OpraHW3allii, Ha OCHOBAaHMH JEUCTBYIOIIETO 3aKOHOaTelbcTBa PD u
JIOKaJbHBIX aKTOB 00pa30BaTelIbHOM OpraHu3allvd, ISl OTAEIBHOTO OOY4YaroUIerocs: Wiu
IpyIIbl 00YyYaOMIUXCd MOXKET OBbITh OpPraHW30BaHO OOYYEHHE MO HHAUBUIYATBLHOMY



yueOHOMY IUTaHy, B TOM YHMCIIE MPEAyCMaTpUBAIOIIEMY YCKOPEHHOE OOyueHHEe B paMKax
OCBaMBa€MOU IIPOTrPaMMBI.
K ocBoeHuio mporpamMmsl J10NyCKalOTCA JIMIla HE MOloxe 18 ner, u umeromue
oO11iee cpeiHee 0Opa3oBaHKe WIH CpeliHee MpodhecCHoHAIbHOE 00pa30BaHUE.
INJIAHUPYEMBIE PE3YJIbTATHI

[Inanupyemblie pe3ynbTaThl 00ydeHust nmo I[Iporpamme chopMHpOBaHBI C y4eTOM
TpeOOBaHMUI HOPMATUBHBIX JOKYMEHTOB.

XapakTepucTHKA KBATUPUKALMY.

OpraHu3aliuoHHOE 00eCIIeYeHUE AESTEIbHOCTH OPTaHU3aLHH.

VYpoBensb kBanupukamm — 3.

Bo3MokHBIE HANMEHOBAHUS Cekperapb-aIMUHUCTPATOP
JOJKHOCTEH, podeccuit

TpebGoBanust K 06pa30BaHUIO U Cpennee obiee obpazoBaHmne

00yueHUI0 [IpodeccronanbHoe 00yueHue - MporpaMMbl MpopeccuoHaNbHON
MMOJATOTOBKHU IO AOJIKHOCTSIM CIIYXKAIIUX, IIPOTrpaMMbl
NEPECIOATrOTOBKU CIIyKalllUX, MPOrpaMMBbI IMTOBBIICHU A
KBaJIM(DUKALIMH CITYXKaIIUX

TpeGoBanust K ONBITY -
MPAKTUIECKON pabOTHI

OcoOble ycroBus J0IycKa K -
pabote

Jpyrue xapakTepucTUKH -

HOHOJ’IHI/ITGHBHBIC XapaKTCPHUCTUKN

HanmeHoBaHMe qOKyMeHTa Kon HanmeHnoBaHue 6a30BOii TPYIIIBI, JOJDKHOCTH
(mpodeccun) UM CeUaIbHOCTH

OK3 4226 Crnyxamue B mprueMHOM (0011ero mpodusis)

OKIIATP <3> 26353 CekpeTapb-MallIMHUCTKA

<3> Obuepoccuiickuii knaccudukaTop mpodeccuit paboumnx, JOHKHOCTEH CIyXKalluX U
Tapu(pHBIX pa3psAIoB.

Ilepevyens nmpodeccHOHAIBHBIX KOMIIETEHI U (TPyA0Bble (PYHKIMH) —
XapPaKTEePUCTUKA KOMIIETEHIIUM:

Kommerennus (tpynoBas ¢yskmus): 1. [lpuem um pacmpenenenue TeneQOHHBIX
3BOHKOB OpTraHU3aliu

TpynoBsie AelCTBUSA [lepenanpasienne TeaedOHHBIX 3BOHKOB PYKOBOJICTBY H
COTPYJHUKAM OpraHU3alUU

Peructpanus nocrynaronux TeaedOHHBIX 3BOHKOB
[Tonyuenne HeoOxoauMoOi HHGOPMALIUK U TIEepeIayda
CaHKI[MOHUPOBAHHON MH(OpMaLHK 1o TeePoHy

HGO6XOI{I/IMBIC YMCHUA Hcnonp30BaTh TEXHUYECKUE U IMPOrpaMMHBIC CpCACTBA OJIA



https://normativ.kontur.ru/document?moduleId=1&documentId=250984#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=122404#l0

POBEACHUS TOJIOCOBOM MITH BUI€0-KOH(PEPEHII-CBA3H
Hcnonp30BaTh CpeicTBa KOMMYHUKAITMOHHOW OPTTEXHUKA
JUTSI TIOJTyYEHUS U Tiepenadu HHGOpMAIIH

Bectu ydeTHbIE perucTpamoHabie (POPMBI, UCIIOIH30BAThH
uX JU1si ”HGOPMALIMOHHON paOoThI

YcTaHaBnuBaTh KOHTAKT C COOECETHUKOM, MOAICP)KUBATh U
pa3BUBATH JICJIOBYIO Oeceay B mpoiecce TeaehOHHbBIX
IEpPErOBOPOB

CriaxxuBaTh KOH(QIMKTHBIC M CIIOKHBIC CUTYaIHH
MEXITUIHOCTHOTO B3aMMOCHCTBHS

Co0mroath ciyXKeOHBIN STUKET

HeoOxonumble 3HaHUS @yHKIMY, 3a7a4d, CTPYKTYpa OpraHU3alliu, €€ CBsA3U
[IpaBuna B3aUMOACHUCTBUS C IAPTHEPAMU, KIIMEHTAMU,
CpelicTBaMH MaccOBOW MH(popManuu

OTHKa JeJI0BOro 00IEHUs

[IpaBuna peyeBOro sTUKeTa

TpeOGoBanust oxpaHsl Tpyaa

[TpaBuna 3amuTsl KOHPUISHIMATBEHON CITy)KEOHOU
uH(bOpMaIIH

Jlpyrue xapakTepucTuku | -

Komnerenuusa (tpyaoBas ¢yskius): 2. OpraHuzaius paboTbl C MOCETHUTEISIMHU
opraHu3anuu

TpynoBbie NEWCTBUS Bcetpeua nocerureneii, moaydeHne nepBUYHON nHOOpMALIUH
0 MOCETUTEIIAX U MOMOIIb B OPTaHU3ALMK UX ITpUeMa
PYKOBOJUTEIEM U COTPYIHUKAMU

Benenue xxypHana 3anucy noceTUuTeENEH

VY4er nocetuteneit u ohopmIiIeHHE MPOITYCKOB

CopeiicTBue onepaTUBHOMY PaCCMOTPEHHIO MPOCHO U
MPEUIOKEHUN TTOCETUTETIEH

[Iprem u neperadya TOKYMEHTOB ITIOCETUTENEN PYKOBOJICTBY
Y COTPYIHUKAM OpTraHU3aluu

Opranuzarus 1 OpOHUPOBAHHE MTEPETOBOPHBIX KOMHAT
CepBupoBka yaitHOro (KodeitHoro) crona B oduce
[Tpurorosnenre HaMUTKOB (Yaid, Kode, MPOXITATUTETHHBIC
HAIMUTKH )

Heo0xoaumMble ymeHus OO6maThCs ¢ MOCETUTEIIIMHU

Hcronp30BaTh yCTaHOBJICHHBIC TTPaBHUJIA U MIPOIIEAYPHI
KOMMYHHKAIIMHM BHYTPH OpraHU3aIuu

Bectu ydetnbie hOpMBI, HCTIOIB30BATh UX IS paOOTHI
Co3/1aBaTh MOJOKUTEIBHBIN UMUK OpraHUu3alluu
[IpuHUMATL MEPHI IO pa3pelICHUI0 KOHPIUKTHBIX CUTYaIlUl
[TpumeHATH HHOOPMAITMOHHO-KOMMYHHUKAITHOHHBIS
TEXHOJIOTUHU




Ob6ecneunBaTh KOHPUIECHIMAIBHOCTh HH(POpMaLIUU

HeoOxonumble 3HaHUS IIpaBuna opranusanuu npueMa MoCeTUTEIEH

[IpaBuina nenoBoro oOIIEHUS

CtpykTypa opraHu3aluy U pacnpenenacHue GyHKIUR MexXIy
CTPYKTYPHBIMH MOJPA3IEICHUSIMU U CIIELUATUCTaMU
[IpaBuna opranuzanuu NpueMoB B odrce

[IpaBuna cepBUpOBKH YaiiHOTO (KO(EHHOro) cTosa
[IpaBuiia MpUrOTOBIEHUS U NMOJAYU TOPSAYUX HAITUTKOB U
3aKyCOK K HUM

OTHKa JeJ10BOro 00IeHus

IIpaBuna peyeBOro sTUKeTa

TpebGoBanust oxpaHsl Tpyia

[IpaBuna 3aUThHl KOHPUISHIUATBEHON CITy)KeOHOU
uH(OpMaILIH

Jlpyrue xapakTepucTuku | -

Komnerennus (TpynoBas ¢yHknms). 3. DBreIomHEHHE KOOPAMHUPYIOMIUX |
oOecreynBaOmuX GyHKIUN

TpynoBbie nercTBus Benenue xypHaia pa3be30B paOOTHUKOB OpraHU3aluu
Koopnunanus paGoTbl KyphepoB U BOAUTENEH OpraHu3aiiu
Benenue xypHaia pa3be30B KypbepOB OpraHU3alMH U
MapIIpyTOB BOJIUTENEH

CocraBieHue cpaBKu O pa3be3gax pabOTHUKOB, KYphEPOB
U MapuIpyTax BOAMUTENEH OpraHu3aluu

HeoOxoammple yMeHUs CoCTaBIISATh U BECTH YYETHBIC TOKYMEHTHI

[TpuMeHATH cpeicTBa KOMMYHHKAIIMH JISI TIEpeIadn
NIOPYYEHHU I PYKOBOJUTEISI U COTPYIHUKOB OPTaHU3AINN
[IpuMeHsTH COBpEMEHHBIC cpeicTBa cOopa, 00pabOTKU U
nepeaayr HHGOpMaIuu

OrneHuBaTh pe3ynbTaThl B paMKaxX MOCTABICHHBIX 33724
OcymiecTBIsATh KOHTPOJIb UCTIOHEHHSI TIOPYYEHUN
PYKOBOJIUTENSI COTPYTHUKAMU

HeoOxonumplie 3HaHUS [IpaBuna peyeBOro sTUKeTa

DTHKa IeTOBOT0 OOIICHUS

TpeOGoBanust oxpaHsl Tpya

[TpaBuna 3amuThl KOHPUICHIIMATEHON CITY)KEOHON
uH(bOpMATIHH

CtpyKTypa OpraHU3aluy U pacupenenacHue GyHKIUN MKy
CTPYKTYPHBIMHU MOJPa3/ICICHUSIMU U CIIEIMATNCTaMU

Jpyrue xapakTepuCTUKu | -

OPI'AHUBAIIMOHHO-IIEJAT'OI'MYECKUE YCJIOBUA

OOpazoBaTenbHBIM MPOILECC OCYIIECTBISETCS Ha OCHOBAaHWU Yy4EOHOTO IUIaHA M
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pErIaMEHTUPYETCS PACITUCAHUEM 3aHSITUH ISl KaKI0M yueOHOM TPYIIIbL.

Pexxum 3ansiTUM: He OoJiee 8 YacoB B JICHb.

MarepuajibHO-TEXHHYECKOE o0ecredeHue 00pa30BaTe/IibHOI0 MPoLecca

MatepuajibHO-TEXHHYECKHUE YCJIOBHS:

TeopeTnueckoe o0yueHue:

JlanHasi yueOHasi mporpaMMa peajqu3yeTcsi C IPUMEHEHUEM SJIEKTPOHHOT0 00y4YeHUs,
JMCTAHIIMOHHBIX o0pa3oBaTeIbHBIX TE€XHOJIOTH, KOTOpBbIE MOJpa3yMeBaroT
WCIIOJb30BaHUE TAKOTO0 pexuMa OOydEHHUs, MPU KOTOPOM OOYYaroIIUMCS OCBauBaeT
TEOPETHUYECKYI0O YacTh MPOrpaMMbl CaMOCTOSTENBbHO (YJaJIE€HHO) C UCIOJIb30BaHUEM
ANIEKTPOHHON WH(OOPMAIIMOHHO-00Pa30BaTEeIbHOM Cpelibl  (CUCTEMBI JUCTAHIIMOHHOTO
oOydeHus).

KoMmmyHHMKalmu ¢ megarornyeckuM pabOTHUKOM OCYIIECTBISIFOTCS TMOCPEICTBOM
yKa3aHHOU CcpeJibl (CUCTEMBI), a TaKkxke HHGOPMAIMOHHO-TEJICKOMMYHHUKAIIMOHHBIX CETEH,
obecrnieunBarOIUX Tepeady M0 JIMHUSM CBsi3M HMH(POpPMAIMM U B3aUMOJCHCTBUE
00y4Jaromuxcs U Mearorudeckux paboTHUKOB.

DOnekTpoHHass uHGOpMaIMOHHO-00pa3oBaTenbHas cpena (DMOC) BkiouaeT B cebs
AJIEKTPOHHBIE WH(OPMAIIMOHHBIE PECYPCHI, IJEKTPOHHBIE O00pa30BaTEIbHBIE PECYPCHI,
COBOKYITHOCTh HH(OPMAIIMOHHBIX TEXHOJIOTHUH, TEICKOMMYHUKAIIMOHHBIX TEXHOJIOTHH,
COOTBETCTBYIOIIUX TEXHOJOTHYECKUX CPEACTB, KOTOpPhIE OO0ECIEeUnBAIOT OCBOCHUE
TEOPETUYECKON YaCTH MPOrpaMMbl B TIOJIHOM 00BEME HE3aBHCHMO OT MECTa HaXOXICHUS
obyuaromuxcs (nanee - CJ1O).

CHO BxmrouyaeT B ceOs MOIYIbHYIO OOBEKTHO-OPUEHTUPOBAHHYIO TUHAMUYECKYIO
y4eOHYI0 Cpely C YYETOM aKTyaJlbHbIX OOHOBJIEHUN W MPOTPaMMHBIX TOMOJHEHHUI,
o0ecreynBaroIlyo pa3paboTKy U KOMIUIEKCHOE HCIOJIb30BaHUE JJEKTPOHHBIX KYPCOB U
UX JIEMEHTOB.

Hoctyn oOyuatomuxcs k CHO ocymecTBisiercss CpeACTBAMU  BCEMUPHOM
KOMITBIOTEpHON ceTu MHTEpHET B KpPYIJIOCYTOYHOM peXuUMe 0e3 BBIXOJIHBIX JHEH.
[IpousBonutcst aBTopu3anus ciymareneid. JlocTyn K JTUYHOMY KaOWMHETY CIymiaTens —
WHIUBHUIYyaJbHOE TIpUIJIallieHue ¢ ccbulkod s Bxoma B CJIIO  otmpasnsiercs
COTPYJIHUKOM 00pa30oBaTeIbHOW opraHuzanuu. @opMor 3IEKTPOHHOW HACHTHU(GUKAIIUH
ABJSIETCS ~ WMHAUMBHIAYyaldbHOE mnucbMo-nipuriamenue B CJIO, ortnpaBieHHOEe Ha
ANEKTPOHHYIO TIOUTy oOyuaromierocs. O0yJaromuics mepexoauT Mo CChUIKE U3 MUChMa B
CJO, BBOAUT NEPCOHANIBHBIN JIOTUH (3JIEKTPOHHYIO MIOYUTY) U NAPOJIb.

VY4eOHbIN KaOMHET OCHAIIEH HEOOXOIMMBIMHU CPEACTBAMH O0yUCHHS:

MoHo00610K — 2 IIT;

[TpunaTep — 1 wT;

Ckanep - 1 wrT;

Web-kamepa — 1 mi;

MuxkpodoH — 2 mT;

Hayminuky — 2 mr;

MynbpTUMEUUHBIN TPOEKTOP U dKpaH — | mT;

USB-¢uem-makonurenas — 5 mT;

Nutepner-poyrep — 1 mr.

B COOTBETCTBUM C TPEOOBAHUSAMM IO 3aKOHOJATEIbHBIM, HOPMATHUBHO-TIPABOBHIM
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aKTaM.

IIpakTHyeckoe o0yyeHue:

Opranuszyercs NyTeM  HENOCPEJACTBEHHOTO  BBINOJHEHUS  OOyYaroUMMUCs
ONpEENCHHBIX BHUJIOB padOT, MNPAKTUYECKUX 3aJaHUi, CBSI3aHHBIX C Oynyuied
po(ecCUOHaTbHOMN ESITeTbHOCTHIO.

Kanposoe o0ecnieueHue 00pa3oBaTeibHOIO MPOLECCA

Ilpy peanu3auuu JaHHOM IIPOrpPaMMbl K  IIEAArOTMYECKON  JAEATEIIbHOCTHU
JOMYCKAIOTCsl  JIMLA, HWMEIIIHE MNpopecCHuoHalbHOE WM BbICIIEe OOpa3oBaHHUE,
OTBEUAIOIINE KBATU(PUKAIMOHHBIM TpeOOBaHUAM, YKa3aHHBIM B KBaJU(UKAIIMOHHBIX
CIPaBOYHUKAX, U (WJI1) TpO(eCcCHOHATBHBIM CTaHIapTaM, UMEIoLUe NpodheccuoHaIbHOe
oOpa3oBaHue, 00J1aJalol1e COOTBETCTBYIOIIEH KBaM(UKaluen, UMEIOIINUe CTaxK padoThI,
HEOOXOMMBIN ISl OCYUIECTBJICHUS 00pa30BaTeNbHOM NEATEIBbHOCTH MO peaau3yeMoi
nporpaMMme, B TOM UYHCIIE MacTepa Mpou3BoACTBeHHOro oOyuenus. K obpasoBarenbHOMY
OpoLEcCY MOTrYT ObITh TNPUBICYEHBl PYKOBOAMTENUM M PAOOTHUKH MNPOPUIBHBIX
opraHuzauuMid W (WJIM) UMEIoLMEe ONbIT paboTel B cdepe oOpraHu3aluu U
JOKYMEHTAIIMOHHOTO oOecrieueHus yIpaBICHUS OpraHu3alusIMH JOOBIX
OpraHu3alMOHHO-TIPABOBBIX (POPM.

NTOTI'OBASA U ITPOMEXYTOYHAA ATTECTALIUA

Peanuzanus nporpammbl mpo@ecCHOHATBHON MOATOTOBKU MO MPoQeccuu paboyero
«CekpeTapb-aIMUHUCTPATOP»  COMPOBOXKAAETCS  NPOBEJECHUEM  IMPOMEKYTOUHOMN
arrecranuu  oOydaromuxcsi. @DopMbl, MNEPUOAUYHOCTH U  TOPSAJOK  IPOBEJACHHUS
POMEXYTOYHOM aTTecTaliui OOy4YaloIIMXCS YCTAaHOBJIEHBbI Y4YE€OHBIM IIJIaHOM, B
COOTBETCTBHH C JIEHCTBYIONMMU HOPMATUBHBIMH aKTaMHU.

[Tonmy4uBime Ha TPOMEKYTOYHOM aTTeCTAIlMU HEYIOBIECTBOPUTEIBHBIE PE3YIbTATHI
710 UTOTOBOM aTTECTAIIMH HE JIOMyCKAIOTCA.

IIpodeccuonanbHoe oOydeHHE 3aBeplIaeTCs WTOTOBOM arrecranuedr B Gdopme
KBaJIM(DUKAITMOHHOTO DK3aMEHa.

KBamudukaunoHHbIi 95K3aMEH MPOBOAUTCS, [JISI OINPEICICHHUs] COOTBETCTBUS
MOJIYYCHHBIX 3HAHUW, YMEHUH M HABBIKOB OCHOBHOW MporpamMme MpoQecCHOHATBHOTO
o0ydeHuss — mporpaMme MpodheCCHOHAIBPHOW IOATOTOBKH IO Tpodeccusm padouux,
JTOJKHOCTAM clTyKamux «Cekperapb-aIMHHUCTPATOP.

KBamudukannoHHbIN 3K3aMEH HE3aBUCUMO OT BUJA MPO(PECCHOHATEHOTO 00yUYeHUs
BKJIFOYAET B c€0s MPAKTUUYECKYIO KBATU(UKAITMOHHYIO pabOTy U IPOBEPKY TEOPETUUECKUX
3HAHHWH B TIpe/ieNiax KBaTU(UKAIIMOHHBIX TPEOOBAHMM, YKA3aHHBIX B KBATU(UKAITMOHHBIX
CIpaBOYHUKAX, M (Wid) MNpodhecCUOHANBHBIX CTAHAAPTOB IO COOTBETCTBYIOIINM
npodeccusim pabouux, MODKHOCTSIM ciykamux. K mpoBeneHnio KBamu(pUKaMOHHOTO
AK3aMeHa MPHUBIICKAIOTCS MPEACTABUTENH pab0TOAATENCH, UX 00HETMHCHHM.

KonudectBo dacoB, OTBOAMMOE Ha U3YYEHHE OTACITBHBIX TEM MPOTPAMMBI,
MOCJICTIOBATEIPHOCTh UX W3YYCHUS, B CIydae HEOOXOIUMOCTH, Pa3pelraeTcs W3MEHSTh
MIPY YCJIOBUH, YTO IPOTPAMMBI OyIYyT BHITIOJIHEHBI TIOJTHOCTBIO MO COJIEPIKAHUIO U 001IeMy
KOJIMYECTBY YacOB.
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YUYUEBHBIN ILVIAH

KoaunuyecTBo yacoB

Jrj;-)n Pa3zesbl mporpaMMsl Beero B Tom uncie
JI n3 A
1. |Teoperuueckoe oOyueHue 136 132 - 4
2. |IIpaktuyeckoe oOydeHue 46 - 44 2
3. |Koncympramus 2 - - -
4. |Hrorosas arrectanus (KanubukanmoHHbIN SK3aMeH) 6 - - -
UTOrO 190 132 44 6
*Cokpamienus B Tabnuue: JI — nexiuu; I3 — npaktudeckue 3aHsATHSA,
ITA — npoMexxyTouHasi aTTecTanusl.
YUEBHO-TEMATUUYECKHWH TIVIAH
KoaunyecTBo yacos
Jrj;-)n HaunmeHoBaHue pa3iesioB Beero B Tom uncie
JI n3 A
Teoperuyeckoe o0yueHue 136 132 - 4
1 |HUcropus nenonpousBoactsa B Poccun 4 4 - -
3aKkoHOIaTebHBIC 1 HOPMATHBHBIC PABOBBIC aKThI - -
2 |Poccuiickoit Denepanun B cepe 4 4
JOKYMEHTAIMOHHOTO 00ECIICYCHHUS YITPABIICHHSI
3 | ApxuBoBeneHue 16 16 - -
4 ABTOMAaTH3aIMS TOKYMEHTAIIMOHHOTO 00ECTICUCHHS 30 28 - 9
yIIpaBJICHUS] B OpraHU3aIiu
5 |bymaxHbI TOKyMEHTOOO0OPOT 12 12 - -
6 | DJeKTpOHHBINH TOKYMEHTOOOOPOT 8 8 - -
7 | JlokyMEHTHpOBaHHE YIIPABICHUECKOW ESITEIbHOCTH 8 8 - -
3 CocraBnenue 1 0()OpMIICHHE OCHOBHBIX BUJIOB 12 12 - -
JOKYMEHTOB
9 | TexHonorust paboTel ¢ JOKYMEHTAMHU 8 8 - -
10 Opranu3anys KOHTPOJISI UCTIOJTHEHUsI, POPMUPOBAHMUS, 8 8 - -
WCTIOJIHCHUS M XPAHCHHUS JIeTT
11 |Dtuka Tpyna cekperapsi-aIMUHUCTPATOPa 18 16 - 2
12 | TpeGoBaHus OXpaHbl TpyJa 8 8 - -
IIpakTHuyeckoe o0y4yeHue 46 - 44 2
1 [IpakTukym mo mporpamme kypca «Cekperaphb- 24 i 24 i
aJIMUHHCTPATOP»
IIpakTHyeckas kBajuuKanuoHHAs padoTa 22 - 20 2
KoHcynpTanuu k sx3aMeHy 2 - - -
Hrorosas arrecranus (KpanugpukaumoHHbII 6 i i i
IK3aMeH)
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uToro 190 132 44 6

*CokparieHus B TabuIie:
JI — nekuuy; 113 — npaktuueckue 3ansatus; IA — npomexyTouHast aTTecTanus.

KAJIEHJIAPHBIN YYEBHBIN IT'PA®UK

Kanenpapusiii yuyeOHBIM rpapuk ompenensieT KOJIMYECTBO Y4YeOHBIX HEAeNlb B
COOTBETCTBHH C TPYJAOEMKOCTbIO U CPOKOM OCBOEHHS IIPOIPaMMBbl, a TAK)KE MOHENEIbHOE
pacnpezeneHue yuyeOHOM Harpy3ku Ha oOydaromierocs. JlaTel Hauana M OKOHYaHMS
oOydeHMs] yCTaHABIMBAIOTCS [0 Mepe KOMIUIEKTAllMU TPYyNI B TEYEHUE BCETO
KaJICHIapHOTO roJa.

2 MecsIa Bcero
No | HaumeHoBaHue pa3aenoB HeJIeIn MecsIa

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

Teopernyeckoe o0yuenmne 40 | 40 | 40 | 16 136

1 | Ucropus nenonpousBojctsa B Poccun | 4 4

3aKoHOJaTeNbHbIE U HOPMATHUBHBIE
npaBoBbIe akThl Poccuiickoii

2 | ®enepanuu B cdepe 4 4
JOKYMEHTAI[MOHHOTO 00ecreueHus
yIpaBJeHUs

3 | ApxuBOBeACHHNE 16 16
ABTOMaTH3aIUs JOKYMEHTAIIUOHHOTO

4 | obecricueHHs yIIpaBJICHUS B 16 | 14 30
OpraHu3aluu

5 | bymMaxxHbIli JOKYMEHTOOOOPOT 12 12

6 | DIEeKTPOHHBIN JOKYMEHTOO000POT 8 8

7 JIoKyMEeHTHpOBaHHE YIIPABICHUYECKON 6 2 8
JeSITeNIbHOCTH

8 CocraBnenue u opopmieHue 12 12
OCHOBHBIX BUJIOB TOKYMEHTOB

9 | Texnonorus paboThI C TOKyMEHTaMU 8 8
Opranu3zanus KOHTPOJIS UCTIOJTHEHUS,

10 | popmMupoBaHUs, UCTIOJTHEHHS U 8 8
XpaHEHUS el

11 DTuKa TpyAa ceKpeTaps- 10 | 8 18
aJIMMHHCTpaTOpa

12 | TpeGoBaHus OXpaHbl TPy 8 8
IIpakTHuyeckoe o0y4yeHue 24 | 22 46

1 [IpakTuKyMm 1Mo mporpamme Kypca 24 24
«CekpeTapb-aIMUHUCTPATOP)
IIpakTHyeckas ) 29
KBATH(QHUKALMOHHAasi padoTa
KoHcynpTanmu k sx3aMeHy 2 2

Hrorosas arrecranus 6 6
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(KBaan¢pukanmoHHbIN IK3aMeH)

HUTOI'O 40 | 40 | 40 | 40 | 30 190

PABOUYASI IPOTPAMMA.
COJIEP’)KAHUE PA3JIEJIOB

TeopeTnueckoe od0yuenue

1. Ucropus aeaonpoussoacrsa B Poccun

3apoKICHHE JENONPOU3BOACTBA B APEBHEPYCCKOM T'OCYAAPCTBE.

JIOpeBOMIOIIMOHHOE OTEYECTBEHHOE JEIIOIIPOU3BOJICTBO. IIpukasnoe
JEJIOITPOU3BOJICTBO. Komnexckoe JIEJIOITPOU3BOJICTBO. HcnonHuTensHoE
JEJIONPOU3BOACTBO. JIeNOIpOU3BOACTBO B COBETCKYIO JIOXY.

2. 3akoHoxaTellbHble M HOPMATHBHbIE TNpaBoBble akKThl Poccuiickoii
Denepanuu B chepe JOKYMEHTAIUOHHOI0 o0ecredyeHUsl yIpaBJieHU

HopmatuBnable  noxkymentel. dDenepanbHble 3akoHbl. HopMaTuBHBIE — AKTHI
[Ipe3unenta u [IpaButensctBa PD. JokymeHThl eepanbHbIX OPraHOB UCTIOTHUTEIBHON
Biactu. [[OCTHsr.

3. ApxuBOBe/JeHNe

Opranuzaius JOKyMeHTOB B npejenax ApxuBHoro gonna Poccuiickoit @enepanuu
(nepBbiii  ypoBenb). Kmaccudukanus. Cucrematusanus. ['ocymapcTBeHHas 4acThb
ApxusHoro ¢onma PO. HerocynapctBenHas yactb ApxuBHoro ¢ouaa P®. /lenozutym.

Opranuzaiys JOKyMEHTOB B MpeJieiax apXuBoB (BTOpo ypoBeHb). Bubl paboT 1o
donnupoBanuto. Ompejnenenue rpaHul] apxuBHoro ¢onma. OnpeneneHue G(OHAOBON
NPUHAJIE)KHOCTH TOKYMEHTOB.

Opranuzanus JAOKYMEHTOB B TMpeneniax apXuBHoro ¢oHga (TpEeTHl YpOBEHB).
OcHoBHBIE KIaccu(UKAIMOHHBIE TpPH3HAKH. BTOpocTeneHHble KiacCU(pUKAIIMOHHbBIE
npuszHakd. OObeAMHEHHBIH apXuBHBIM (QoHA. DopMbI KIIacCHPUKAIMOHHBIX CXEM.
Crnioco0bI opraHu3aIuy JOKYMEHTOB apXUBHOTO (OH/IA.

KommuiekroBanne apxwBOoB JoKymMeHTamMu ApxuBHoro ¢onma Poccuiickoit
denepaun U APYTUMH apXUBHBIMH JIOKyMeHTaMu. [IOHSATHE O KOMIUIEKTOBAHUHU.
KommnekroBanue. Panr apxuBa. Tum apxuBa. Buasl paboT MO KOMIUIEKTOBaHHUIO.
Onpenenenue  HUCTOYHUKOB  KOMIUIEKTOBaHUA.  Opranuzanusi  KOMIUIEKTOBAHHS.
KomrekroBanne OKyMEHTaMH POCCUMCKOIO IPOUCXOKICHUS .

OkcnepTu3a 1EHHOCTH JOoKyMeHTOB. [loHsTHe 00 »dKcmepTuse IEHHOCTH
NOKyMEHTOB. Kputepuu 5sKcrepTu3bl LEHHOCTH JIOKYMEHTOB. OJKCIEpTH3a IEHHOCTU
JOKYMEHTOB 10 mnepeuHsM. OTOOp Ha XpaHEHHWE YHHUKAJIbHBIX M 0C000 IIEHHBIX
NOKyMeHTOB. Opranu3anus NpoBeJIeHHs IKCIEPTU3bl LIECHHOCTH JOKYMEHTOB.

[lonsiTe 00 onucaHuM TOKYMEHTOB U €.

Onucu nen, AOKyMEHTOB. MeTOAuKa COCTaBICHUS OMUCHU U UTOTOBBIX 3aMHCEH.
Metoauka cocTaBieHHs CIIPABOYHOTO armapara K OMUCH.

4, ABTOMaTI/I3aHI/Iﬂ JAOKYMCHTAIIHOHHOTI'O ob0ecneyeHHUs! ynpaBJ/JI¢HUdA B
OpraHu3anumn
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Bunbl cuctem aBTOMaTU3alMK A€I0NPOU3BoAcTBa. OCHOBaHUS I KilacCU(PUKALIMH
cucteM penonpousBoacTBa. Ilo Bo3moxkHOCTM HacTpouku. YUrto mnpenmocraBisier 1C
Hoxymentoobopor 8§ KOPII. I[lo o6nactu oxBaTa Y4YacTHUKOB. BHyTpeHHUM
nokymeHToobopoT (COJl). Buemnuit nokymentoobopor (2J10). dyukuumonan COJ u
940 B 1C:HHokymentoobopor 8. Bxomsmwme wu HWcxomsmue (KaHIemspus).
OpranuzanuronHo-pacnopsiautenabubie  1okyMeHTsl (OPJ). KaagpoBbie HOKYMEHTHI.
JloroBopHbie TOKyMEHTHI. [10 OpraHn3allMOHHON CHUCTEME B3aUMOACUCTBUS COTPYAHUKOB.
Poccuiickas cuctema JAelONpPOU3BOJCTBA. 3apyOekHbIE CHUCTEMBI JIEIONPOU3BOJICTBA.
VYuusepcanbnbiii 1C:JlokyMeHT0000pOT. PexoMenaauu 3KCnepToB 1Mo BEIOOPY CHCTEMBI
JIEJIONPOU3BO/ICTBA.

ABTOMaTH3ALMS TOKYMEHTAlHOHHOTO 00€CIeYeHus! yIpaBJIeHUs B OPTaHU3aIUH.

WNudopmariusi: CylHOCTb U ONpEJIEICHHE.

[ToHATHS «TOKYMEHT» U «3JIEKTPOHHBIN TOKYMEHT.

[TonsiTe nHGOPMAITMOHHBIX TEXHOJIOTHM.

NudopmaTuzanus JOKYMEHTAIIMOHHOTO OOECTeUeHusl YNpaBieHUsT M apXUBHOIO
nena.

OcHOBHbIE OOBEKTHI W NPHUHIUIBI aBTOMATHU3allMd PabOThl C JOKYMEHTaMH.
OObeKThl aBTOMaTH3aIUU PAOOThI ¢ JOKyMeHTaMu. OCHOBHbBIE CTAJUH KU3HEHHOTO 1IUKJIa
NOCTYMAOMUX (BXOIAIINX) JTOKYMEHTOB. (OCHOBHBIE CTaJMH JKW3HEHHOIO UHKIA
OTIPABISEMBbIX (MCXOASIINX) JOKYMEHTOB. OCHOBHBIE CTaJUU >KU3HEHHOTO IUKJIA
BHYTPEHHUX JOKYMEHTOB. [IpUHIIUIIBI aBTOMATH3alUU PAaOOThI C IOKYMEHTaMHU.

OcHOBHBIE (PYHKITUU CUCTEM JIEKTPOHHOTO JOKYMEHTO000POTA.

ba3pl maHHBIX W TNpUKIAagHOE MporpaMMHOe obecreueHue. bas3bl MaHHBIX Kak
CpeICTBO XpaHeHus u o0paboTku unpopmanuu. Kinaccubukamus 6a3 gaHHbix. CUCTEMBI
yIpaBiieHus: 6a3aMu JIaHHBIX.

OOmiast ~ XapakTEepUCTHKAa  COBPEMEHHBIX  HMH(GOPMAIIMOHHBIX  TEXHOJIOTH,
UCIIONIb3YeMBIX B paboTe ¢ JOKyMeHTamMH. KOMIBIOTEpHBIE TEXHOJOTUU CO3JaHUs
nokymeHToB. Kimaccudukaius mporpaMm MoAroTOBKY JOKYMEHTOB. PeueBbie TEXHOIOTHH.
[IpuknagHoe mnporpammHoe obecrneueHre. COBPEMEHHBIE YHUBEpPCAJbHBIE TMAKETHI
oducHbeix mporpamm. IIporpamMmHbBIe CpeacTBa MOATOTOBKM TAaOIHYHBIX JTOKYMEHTOB.
[Iporpammbl  AeMOHCTpAIMOHHOW Tpaduku (MPOrpaMMbl IS CO3JAHUS TMPE3CHTALIHMN).
Bunber xommnberoTepHo# Tpaduku ¥ mporpamMmbl Co3laHus TpadUUeCKUX H300paKeHUN.
TexHomorust ckaHUPOBaHUS U OIUGPOBBIBAHUS JOKYMEHTOB. [I0TOKOBOE CKaHWPOBAHUE U
mTpux-koauposanue. [IporpaMmHubie cpeacTBa Uisi ONTUYECKOTO PAclO3HABaHUS TEKCTa
(OCR- u ICR-cucremsr).

CoBpeMeHHBbIE MYyTH Pa3BUTHS CHUCTEMBI S3JEKTPOHHOTO JOKYMEHTOO0OpOTa u
CUCTEM aBTOMAaTH3allMU apXUBHOTO Jea.

OTeyecTBEHHBIM  PBIHOK  CHEHUATU3UPOBAHHBIX MIPOrpaMM  aBTOMATHU3ALUU
JTOKYMEHTAIIMOHHOTO 00ECTICUeHHS YIPABICHUSI U ApXUBHOIO JIeNa.

NHTepHeT-TeXHONOTUH B JOKYMEHTAlMOHHOM OOECIEYEHUU YINPABICHUS U
apxuBHOM jaene. [loctpoenue u pyHkunonupoBanue cetu MIHTEpHET.
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Bo3MoOXkHOE  HMCHOJB30BAHME  HMHTEPHET-TEXHOJOTUA B  JIOKYMEHTAalMOHHOM
00€ecCIreyeHn! yIpaBiIeHUs U apXUBHOM JIEJIE.

CpenctBa 3amuthl HH(GOpPMAIMK B MHPOPMALMOHHBIX CUCTEMAaX, UCIIOJIb3yEMbIX B
JOKYMEHTALIMOHHOM 00€CTI€UEeHUH YIPABICHHS U APXUBHOM JIETIE.

OcHoBHBIE TpeOOBaHMSI M MEphl IO 3alIMTe WHG(OpPMAIUHU, LHUPKYIUPYIOIIEH B
MH(OPMAIMOHHON CHUCTEME.

[IporpaMMHO-TEXHUYECKHE  METOAbl  3allUThl  MHPOpManuu. 3amura  OT
BpPEAOHOCHBIX nporpaMM. [lyTu pacnpocTpaneHus BUPYCHBIX yrpo3. Buasl Bpe1oHOCHOTO
nporpaMmMmHoro obOecriedyeHusi. [lpuszHaku 3apaxenus. [IpoakTuBHasg 3ammTa OT
BPEJIOHOCHBIX IPOrpaMM. 3alIUTa CUCTEMbI 3JIEKTPOHHBIX COOOLIEHUH.

5. Byma:kHbIi JOKyMEHTO000pOT

[lonsatue noxymenrta. Kiaccupukanus mokymMeHTOB. DyHKIUU JOKyMEHTA.
OdopmieHre  TOKYMEHTOB, PEKBH3UTHI  JTIOKyMEHTOB. PEKBH3UTBHI  JOKYMEHTa.
Opunnueckass cuma mokymenrta. @akcummiie. HakazaHus 3a MOANEIKY JOKYMEHTOB.
YTpo3sl 0€30MacHOCTH JOKYMEHTOB. MeToAbl 3alluThl OyMakKHBIX JOKYMEHTOB.
JHloxymenTtoBenenue. Jlokymentoobopor. Ciyxba JIOVY.

WucTpykius o aenonpou3BoAcTBy. [lomcuer oo0beMa qo0KyMEeHTO000pOTA.

6. DJeKTPOHHBIH TOKYMEHT0000pOT

Ucrtopus u onpenenenne. FOpunnueckas cuia 31€KTPOHHOTO JOKYMEHTa. MeTo bl
3aIUTHl AJIEKTPOHHOIO JOKYMEHTa. DNEKTpoHHas noamnuck. FOpuanueckas cuna OIl.
Ataku Ha OIl. DnextponHbi goKymMeHTO0O0pOT (B/10). CuHcrema >IEKTPOHHOTO
nokymentooboporta. Buasr COJ1O. CucteMbl 1eT0NpOU3BOCTBA. DIEKTPOHHBIE aAPXUBHI.
Workflow-cuctembr. Kommiekcubie win ECM-cuctembl. Poymunr. Kak mpoucxomut
B3aMMOJICHCTBUE B pOyMHHre. YTpo3sl uH(popmanmonHon Oe3omacHoctu COJ0.
Pasrpannuenue npas goctyna B COJ10.

/. JokyMeHTHPOBaHMe YIIPABJICHYECKON AeATeIbHOCTH

CocTtaB peKBU3UTOB IOKYMEHTOB.

[TpaBuna oopmiieHus] peKBU3UTOB IOKYMEHTOB.

«'ep6» (FocymapctBennsiii repd Poccuiickoit ®enepamuu, repd cyObekTa
Poccuiickoit ®enepanuu, repd (repanbIuuecKuil 3HAK) MYHHUIIMTIATHLHOTO 00pa3oBaHMs)
(pexBuzut 01).

«Ombnemay (pexBusut 02).

«ToBapusrii 3HaK (3HAK 00CTyXkUBaHUs)» (peKBU3UT 03).

«Koa ¢popmbl nokymenTa» (pekBusut 04).

«HanmenoBanue opranuzanum» (pexBusur 05).

«HanmeHoBaHME CTPYKTYpHOIo nojipasaesieHus» (pekBu3ut 006).

«HanmeHnoBaHue JOHKHOCTH JIMIIA — aBTOpa JOKyMeHTay» (pekBu3ut 07).

«CripaBouHbIe AaHHbIe 00 opraHu3anun» (pekBu3uT 08).

«HaumeHnoBanue Busa 1okyMeHTay (pekBu3ut 09).

«/ara noxymenTay (pexkBu3ut 10).
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«PerucrpaninoHHblii HOMEpP TOKyMEHTa» (peKBU3UT 11).
«CchlIKa Ha pEruCTPAallMOHHBIN HOMEp U 1aTy JOKYMEHTa» (PEKBU3HT 12).
«MecTo cocTaBlieHUs UM U3JIaHUS JOKYMEHTa» (peKBU3UT 13).
«'pud orpaHnveHus: JOCTYyMA K JOKYMEHTY» (PEKBU3UT 14).
«Anpecat» (pexkBU3UT 15).

«'pud yrBepxkaeHus AOKyMEeHTa» (PEKBU3UT 16).
«3aroj0BOK K TEKCTY» (peKkBU3UT 17).

«Tekct nokymenTa» (pekBu3uT 18).

«OTMeTKa O MPUIIOKEHUN» (peKBU3UT 19).

«I'pud cormacoBanusi 1okyMeHTa» (pekBU3UT 20).

«Buzay (pexkBusut 21).

«ITonnucey (pekBU3UT 22).

«OTMeTKa 00 IEKTPOHHOM MOAMKCH (PEKBU3UT 23).
«Ileyatsy (pekBU3UT 24).

«OTMmeTKa 00 ucnoaHuTeNe» (PEKBU3UT 25).

«OTMETKa 0 3aBEPEHUH KONUM» (PEKBU3UT 26).

«OTMeTKa O MOCTYIJIEHUU JOKyMEeHTa» (PeKBU3UT 27).
«Pe3omonusn» (pekBU3UT 28).

«OT™MeTKa 0 KOHTpoJie» (PEKBU3UT 29).

«OTMeTKa 0 HallpaBJIEHUU JOKYMEHTa B 1e710» (pekBU3UT 30).
TpebGoBanus k OJaHKaM JJOKYMEHTOB.

8. CocTaBJjieHue u oopMiieHHe OCHOBHBIX BU/I0B JOKYMEHTOB

Opranuzanronsasie 10KyMeHThI. [lonoxenue. [lpaBuna. MHCTpyKIUS.

Pacniopsinurensubie nokyMeHThl. Pacniopsikenue. [Ipukas. Pemenue.

NudopmarimoHHO-CIipaBOYHbIE JOKYMEHTHI. AKT. 3asBieHue. 3anmucku. CioyxeOHbIe
nucbMa. [loBectka aus. [TpoTokon. CropaBka.

9. TexHoJiorusi paéoTsl ¢ JOKYyMEHTaAMH

Opranmsanust  JoKymMeHTooOoOpoTa. Opranmzamusi pabOThl € BXOASIIMMHU
nokymeHTtamu. Opranuzanusi padOTbl € HCXOASIIMMHU JOKyMeHTamHu. OpraHuzanus
paboThl ¢ BHYTPpEHHUMHU AOKyMeHTamMHu. Opranu3aimus padoTsl ¢ 0OOpalIeHUSIMHU TpaXxaaH.
OO6mume mpaBuiia perucTpanuy JOKYMEHTOB. Perucrparusi JOKyMEHTOB B OpraHH3allvu.
Texnonorus perucrpanuu dpakcorpamm. KOHTpOIb UCTIOTHEHUS TOKYMEHTOB.

10. OpraHu3amusi KOHTPOJS HCHOJHEHUS, (POPMUPOBAHMS, HCHOJIHEHUS H
XpaHeHMs AeJl

CocraBnenune HoMeHKIATyphI aen. opmuposanue nein. [opsmok obopmiieHus med.
[IpoBenenue 3xkcnepTU3bl HEHHOCTH JOKyMeHTa. [loaroroBka u nepenadya JOKYMEHTOB B
apxuB. HM3roroBneHue cnpaBoK W KONHH JOKYMEHTOB. JIOKYMEHTBI OTrpaHUYEHHOIO
JOCTYyTIA.

11. ITka Tpyaa aeJ0NPOU3BOAUTEISA
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Otuker pAenoBoro uyeinoseka. Mmumx genonpousBonurens. TpeOoBanus K
BHemHeMYy Buay. KynbTypa pgenoBoro oOuieHus. JlenoBoil NpPOTOKON U CpPENCTBa
KOMMYHUKAIIMOHHOTO o0mienus. BusutHass kaprouka. Pakc. JlemoBas Oecema 1o
tenegony. I[lpezentauus. JlenmoBoe MUCbMO B YCIOBHUSX YHU(UKAIMM U TpaBUjia €ro
cocTaBieHus. TekcToBble OOOPOTHI JeloBoro mnucbMa. (OcoOeHHOCTH odopMIIeHHUS
OTJEIbHBIX BHUIOB MHCEM. AKTyalu3alMs COLUAJIBbHOM MOTPEOHOCTH B TOBBIIICHUU
KyJbTYpPHI JIEJIOBOTO MOBEIEHUS pAaOOTHUKOB Cepbl yIpaBICHUS.

OTUKET B CHY)XEOHbIX OTHOIICHHUAX. B3aMMOOTHOLIEHUSI C PYKOBOJUTEIEM.
VYperynupoBanue koHpaukra. CTpecc. AHTUCTPECCOBOE PYKOBOJCTBO. AHTUCTPECCOBOE
noguuHeHue. TeXHONOrust ¥ ATUKET IEOBBIX CUTYALIH.

[InanupoBanue BpeMeHU pykoBoauTens. [lmaHupoBaHue COOCTBEHHOro paboyero
BpeMeHU. TUMOBON KOJEKC 3TUKU U CIY>KEOHOTO MOBEACHHUS.

12. TpeGoBanusi oXpaHbl Tpyaa

OcHoBbl oxpanbl Tpyna B Poccuiickoit ®denepanun. OCHOBHBIC TOHSTHUS OXPaHBI
Tpyna. HopmaTuBHO-TIpaBOBBIE OCHOBBI OXpaHbl Tpyaa. ObecnedeHue mpaB pabOTHUKOB
Ha oxpaHy Tpyna. ['ocyaapcTBeHHBIH KOHTPOJIb M HAA30p 3a COONIOACHUEM TPYAOBOTO
3akoHoJaTenbeTBa. ColanbHOe MapTHEPCTBO B cepe Tpyaa.

Cuctema ymnpaBjieHUs OXpaHOM Tpyda B opranuzamnuu. CucrtemMa yrpaBiIeHHUs
oxpaHoii Tpyaa. Obecneuenre GyHKIMOHUPOBAHUS CUCTEMBI YIIPABICHHSI OXpaHOU Tpyda
B OpraHu3aluu. YmpasieHue jokyMeHtamu. MapopmupoBanue paboTHUKOB 00 YCIOBUSX
u oxpane Tpyna. [loaroroBka pabOTHUKOB 1O OXpaHE TpyAa.

WNucTpyKIims o oxpaHe Tpy/a Iuis 1eTonpon3BoauTesns. TexHnuka 6e30nacHOCTH.

IIpakTuyeckoe 00yueHue

IIpakTukym no nporpamme Kypca «Cekperapb-aiMUHHCTPATOP»

* 03HAKOMJICHHE C JJOJKHOCTHBIMU 00SI3aHHOCTSIMU CEKpeTaps;

* o0ecrieueHue MPaBUIILHOTO COJIEPKAHUS MMOMEIICHUI CITYKO JOKYMEHTAIIMOHHOTO
oOecrieueHus ynpapieHus (kaOuHeT, mpuémMHas);

* opraHu3zaius paboyero Mecta pyKOBOJIUTENS;

* opraHu3zaius pabouero Mecta CeKperaps;

* coOroieHre TpeboBaHmil 0€30MaCHOCTH TPY/A;

* 00yCTPOMCTBO BCTIOMOTATEIbHON (XO3SIIICTBEHHOI) 30HBI B OUCE;

* BBITMTOJTHEHUE TEXHUUECKUX (DYHKITHI 10 00ecriedeHHI0 paboThl pyKOBOJAUTENS UITU
€ro nojpaseieHus;

* CMOJIb30BaHUE B pa00OTE COBPEMEHHBIX BU/IOB OPITEXHUKU;

* YCTPaHEHHE MEJIKMX HEIOJIaI0K B pa00Te TEXHUYECKUX CPEJICTB;

* HACTPOWKA apaMeTPOB NMepUPEPUITHBIX YCTPOICTB;

* HCIOJb30BaHUE DJIEKTPOHHOW MOUTHI IJisi NpUEMa M Tepeayd >JIECKTPOHHOTO
JIOKYMEHTA;

* UCIOJIb30BaHHE JIMIIEH3UPOBAHHOTO MporpammHoro oodecneuenus (MS Office u
JIp.) ISl TOATOTOBKH 11a0JIOHOB (haKCUMHMIIBHBIX COOOIIICHHUI;

* npuém U niepegada GaKCUMUIBHBIX COOOIICHU;
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* KOITMPOBAHNE JOKYMEHTA C MTOMOIIBIO (PaKCUMUIBHON TEXHUKH;

* MCIIOJIb30BAaHUE CPEJICTB CBSI3U C YUETOM UX IKCIITyaTallMOHHBIX BO3MOXKHOCTEH;

* UCIIOJIb30BaHUE TPUHTEPOB IS MEYATH U THPAKUPOBAHUS TOKYMEHTOB;

* opranu3aius 6e310KyMEHTHOTO 00CTyKUBAHUS Pa0OTHI PYKOBOIUTEIS;

* oTpa0OTKa HABHIKOB MOJAa4Yl WHPOPMAlMKM KaK WHCTPYMEHTa BIHMSHHS Ha
[IapTHEPOB;

* uKkcanus u nepegada CooOIIEHUM 11T PyKOBOIUTEIS;

* paboTa ¢ BUSUTHBIMH KapTOYKaMH;

* M3y4YCHHWE OCHOBHBIX TMPABWI BBIPAKECHHUA OJarofapHOCTH, COKaJICHHS,
COYYBCTBHSI, BUIOB IIPUTIIALIICHUS, TIO3IPABICHUS; COOOIIEHUSI HETaTUBHOW MH(OPMAIIHH;

* 0TpabOTKa HABBIKOB OOMICHHS B KOH(MIMKTHBIX CHTYAIUSX;

* 0TpabOTKa HABBHIKOB OOIICHUsS C KIMEHTOM: OIMO3JABIIKM, OXHIAIOIUM CBOECH
ouepenu, MpuieanM 6e3 MpeaBapuTeIbHOTO COTJIACOBAHUS;

* OpraHu3aiys NpuéMOB | MPE3eHTAIHH;

* OpraHu3aIys JeJIOBBIX BCTPEY U COBEIIAHUH;

* opraHu3aius npuéMa moceTUTENeH;

* IOITOTOBKA 1 OOCITY)KMBaHKUE COBEIIAHNUN U 3aceJaHUI PYKOBOJIUTEIIS;

* BCJICHHEC NMPOTOKOJBHBIX MEPOTIPUSTHIA,

* ACITOJIb30BaHNE KOMIBIOTEPHBIX TEXHOJIOTUI B CEKPETAPCKOM 00CITyKUBaHUU;

* UCTIOJIb30BaHNE HH()OPMAIIMOHHBIX CETEBBIX PECYPCOB.

IIpakTHyeckas kpajnpukanuoHHas padora

[Ipaktuueckas  kBanudpukanumoHHas  pabota  BeIodHseTcs B (dopme
CaMOCTOSATEIILHOMN paboTHI.

Onucanue BBIIOJHEHUS KOMIUIEKCa pPaboOT, CBSI3aHHBIX C JIOJDKHOCTHBIMH
00S3aHHOCTSIMH ~ CEKpeTapsi-aAMUHUCTpATOpa  CaMOCTOSTENbHO.  3akpeIuieHHe U
COBEPIIIEHCTBOBAHNE NMPOPECCUOHAIBHBIX HABBIKOB.

KoHTpomb u olleHKa KayecTBa BBITIOIHEHHBIX PaboT.

OHEHOYHBIE MATEPHAJIbI

Kpurepun oneHKH NpoMeKyTOYHOM aTTECTALUH

JIns npoBeAeHHsT TPOMEKYTOYHOM AaTTECTAMM HCHOJB3YKOTCS  OLIEHOYHBIE
MaTepHalibl, BKIIOYAIONINE TECTOBbIC 3a/laHusl. TeCTOBBIC 3aaHUs MPEICTABISAIOT COOOM
BOIIPOCHI C BHIOOPOM OTBETA, COCTABIIAIONINE HEOOXOTUMBINH M JOCTATOUYHBIH MUHUMYM
YCBOCHHUSI TEOPETUUYECKUX 3HAHWM B COOTBETCTBUU ¢ TpeOoBanmsimu I[Iporpammer. K
KaXXJIOMy BOMIPOCY MPUBOASATCS BapUaHTBl OTBETOB, M3 KOTOPBIX OJIMH WJIM HECKOJIBKO
BAPUAHTOB OTBETA BEPHBIX.

YcnoBust mpoxoxaeHusi: 80% mpaBunbHbiXx oTBeToB 13 100% Bompocos
tectupoBaHus. [Io pe3ynpraram OTBETOB Ha TECTOBBIE 3a/IaHUSI BBICTABISIOTCA OLEHKHU 110
NBYXOAJIJIbHON CUCTEME «YJOBIECTBOPUTEIBLHO» U «HEYIOBIECTBOPUTEIBHO.

Kpumepuu ouyenku mecmogozo 3a0aHus RPOMENHCYMOUHON AmMMmMecmayuu:

- «YJOBJICTBOPUTEIHHOY» - BBICTABISIETCS B ciiydae, ecnu oOydarortuiics manm 80%
MPaBUJIbHBIX OTBETOB TECTUPOBAHMSI;
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- «HEYJIOBJIETBOPUTEIBHO» - BBICTABIIAECTCA B Cilydae, €ciau OOydaromuiics nai
MeHee 80% npaBUIIBHBIX OTBETOB.

Pesynpratel M pemeHue  KOMHCCHMM  3aHocsATcss B nportokoin.  Ilocie
yIIOBJIETBOPUTEIBLHOTO MPOXOXKJIECHUS MPOMEXKYTOYHOW arTecTaluu olOydarouiuecs
JIOIYCKAIOTCs K MPaKTUYECKOMY O0yUEHHUIO.

KpuTepuu oieHKH UTOrOBOI aTTeCTAIUU

Hrorosas aTTecTalus B dopme KBAJIN(PUKALTMOHHOTO DK3aMEHA.
KBanudukannoHHbIH SK3aMEH BKIIOYAET B CeOS MPaKTUUYECKYH KBaTU(UKAIMOHHYIO
paboTy W MPOBEPKY TEOPETUUYECKUX 3HAHHWU. PaboThI, onucaHHbIe B XOJ€ MPAKTUYECKOU
KBATM(UKAITMOHHON paboThl, 00yuaromuiics opopmisier B cBOOOIHOM (hopme B IeHaTHOM
BUJIE W OTIPABISIET B CHUCTEME JUCTAHIIMOHHOTO OOy4YeHusi depe3 paszzaen (0J0K)
«IIpakTuueckoe 3amaHue». B TedeHue Tpex paboumx JHEW MpernojaBareib MPOBEpsET
NPaKTUYECKyI0 KBaTU(PUKAIMOHHYIO paboTy, MdaeT KOMMEHTapuu U B Cjydae
HEO0OXOIMMOCTH OTIIPABIISIET HA JOPAOOTKY 00yUarouemMycs.

Kpumepuu oyenku camocmoamenvnoii pabomal:

Or1eHKa OCYIIECTRISIETCS 110 MATUOATIILHON CUCTEME:

- «OTJIMYHO» - B cllydyae, €clid OO0y4arolmuics OOCTOSITENIbHO C JOCTaTOYHOMN
noysiHOTOM (10 90% mnpaBUIBHBIX OTBETOB) H3JIaraeT COOTBETCTBYIOIIYIO TEMY; JaeT
NpaBWIbHBIE (DOPMYIUPOBKH, TOYHBIE OIpPEAENICHUs, TOHATUS TEPMHUHOB; MPABUIBHO
OTBEUaET HAa JIOMOJIHUTEIBHBIE BOMPOCHI MPENOAaBaTeNsl, UMEIOIIUE LETbI0 BBISICHUTH
CTeNeHb MOHUMAaHMs 00yYarOIIUMCS JJAHHOTO MaTepuaa;

- «XOpOIIOY - B CIy4ae, eciii o0yJarmuiics HenoiaHo (He MeHee 70 % OT MOoJIHOr0),
HO TMpPaBWIBHO W3JIOKEHO 3a/JaHHe; TpU MU3JOKEHUHU ObUIM  JONyIIeHbl 1-2
HECYIIIECTBEHHBIE ONMIMOKHU, KOTOPBIE OH HCIPABISIET MOCIE 3aMEUaHus IMPEernoaaBaTes;
JaeT TpaBWIbHBIE (OPMYITUPOBKH, TOUHBIC OIMPECICHHS, TOHATUS TEPMUHOB; MOXKET
000CHOBaTh CBOM OTBET, MPUBECTH HEOOXOJUMBIC MPUMEPHI; MPABWILHO OTBEYAET Ha
JIOTIOJTHUTENIbHBIE BOMPOCHI IMPEMO/IaBaTeNsl, WMEIOIINUE IEJIbI0 BBIICHUTH CTEICHb
NOHMMAaHUS 00yYalOIUMCSI TAaHHOTO MaTepuana;

- «YIOBJIETBOPUTEIHHO» - BBICTABISIETCS B Ciydae, €Clu OOydarolmuics gan He
MeHnee 50% MpaBUIIBHBIX OTBETOB OT IMOJHOTO, €CIU MPAaBUIBHO U3JIOKEHO 3aJIaHKe; TIPU
U3IIOKEHUH JomylieHa | cymecTBeHHass OmMOKa; 3HAeT W TIOHMMAeT OCHOBHBIC
MOJIOKCHHST JTAaHHOW TEMBbl, HO JOMYCKaeT HETOYHOCTU B (HOPMYITUPOBKU TOHSITHII;
u3JlaraeT BBINOJIHEHUE 3aJaHUsl  HEIOCTATOYHO JIOTUYHO U IOCJIEIOBATEIBHO;
3aTpyAHSETCS IPU OTBETaX Ha BOIPOCHI IPEMOAaBaTeNs;

- «HEYJIOBJIETBOPUTEIBLHOY - BBICTABIISIETCS B Clydae, €CIU O0y4YaroIIUICs HEMOIHO
(menee 50 % OT MOJHOIO) M3JIOXKWI 3aJaHHE; TPH H3JI0KEHUU OBLIA JIOMYIICHBI
CYIIIECTBEHHBIE OITHOKH.

Pe3ynbTaThl OLIEHKH CaMOCTOSITENIbHON palbOThl 3aHOCATCS MpernojaBaTeiieM B
BeIoMOCTh. Ha ocHOBaHMM BeIOMOCTH OOYYaIONIMHCSA JOMYCKAaeTCs K HTOTOBOM
aTTECTallUH.

JInna, noay4MBIIME 32 CAMOCTOSATENIbHYIO Pa0OTY OLICHKY «HEYIOBJIETBOPUTEIHHO
K UTOTOBOM aTTECTAllMK HE JOMYCKAIOTCS.
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[IpoBepka TeopeTHUECKUX 3HAHUI IPOBOJAUTCS B (POpME UTOTOBOrO TECTA.

TecToBble 3a1aHMsI PEJICTABISAIOT COOOM BOMPOCHI 110 BCEM M3YyYEHHBIM pa3jeliaM U
TEMaM C BBIOOPOM OTBETA, COCTABIIAIOLIME HEOOXOAMMBIA M JOCTATOYHBIA MUHUMYM
YCBOEHHS 3HAHMI M YyMEHHMI B cOOTBETCTBUU ¢ TpeOoBaHusMmH [Iporpammsl. K kaxgomy
BOIIPOCY MPUBOJATCS BapUAHThl OTBETOB, M3 KOTOPBIX HYXHO BBIOpPATh OAWH WU
HECKOJIbKO BApMaHTOB OTBETA BEPHBIX.

HroroBas arrectanusi NpOBOAUTCS B YCTAHOBJIEHHOM MOPSAKE aTTECTAlMOHHBIMU
KOMUCCHUSAMH, CO3/1aBA€MbIMU B COOTBETCTBUU C ACHCTBYIOIIUMHA HOPMATUBHBIMU aKTAMHU.

Kpumepuu ouyenku mecmogozo 3a0anus umo2060i ammecmayuu.

Kpurepun olieHKH TECTOBOTO 3a/IaHUsI HTOI'OBOW aTTECTallUK:

OneHka ocylecTBIseTCs M0 NATHOAIILHON CUCTEME:

- OTIUYHOY - B cllydae, eciiu oOydaromuiics aan 6onee 90% npaBUIbHBIX OTBETOB;

- «XOpOLIOY - B ciIy4ae, eciid ooyyatoutuiics nan 6osee 80% mpaBUIbHBIX OTBETOB;

- «yOBJIETBOPUTEIBHO» - BBICTABIISECTCS B Cllydyae, eciy oOyvarouuiics nan oosee,
yeM 60% npaBUIIbHBIX OTBETOB;

- «HEYJOBJIETBOPUTEIBHO» - BBICTABISAETCA B Cilydae, €CiIM OOyyaromuiics aan
MeHee, yeM 60% MnpaBUIIbHBIX OTBETOB.

Pe3ynpTaThl KBamM(UKAIMOHHBIX UCHBITAHUN M pelIEHHE KOMHCCHM 3aHOCSTCS B
npotokos. Ha ocHOBaHMM MNPOTOKOJIAa AaTTECTAlMOHHOM KOMMCCHHM BBIITYCKHHUKAM
BBIJIA€TCS IOKYMEHT YCTaHOBJIEHHOTO o0Opa3la — CBUJETENbCTBO O Mpodeccuu padboyero,
JOJHKHOCTH CITYXKAaILEro.

JIuniaM, He NPOIIEAIIMM WTOTOBOM aTTECTAllMM WM IOJYYMBIIUM Ha HUTOTOBOU
aTTeCTallUy HEYJOBJIETBOPUTEIbHBIE PE3YJIbTAThl, a TAKXKE JMIAaM, OCBOMBIIMM YacTb
[IporpaMMmel BblaeTcs cipaBka 00 0Oy4e€HHH WIK O Iepuojie 0O0yuyeHusl YCTaHOBJIEHHOTO
obpasra.

KOHTPOJIBHO-UBMEPUTEJIbHBIE MATEPUAJIbBI

TecTbl HJIsI NIPOMEKYTOYHON aTTeCTALMHA
(MpaBUIIbHBIE OTBETHI BBIICIECHBI JKUPHBIM IIPUGTOM)

1. Ha xakue aBE OCHOBHBIE TPYMITBI MOXKHO Pa3IeTUTh 00A3aHHOCTH CEKpeTapsi-
aIMUHUCTPATOPa COBPEMEHHON KOMIaHUU?

a) TOKYMEHTAI[MOHHOe o0ecrieyeHue YnpaBjieHus U 0e310KyMeHTHOe
00CJay:KMBaHUE;

0) TOKyMEHTAIIMOHHOE 00ecTieueHne yIpaBIeHUs U 0030pHO-aHATUTHIECKAs
byHKIHS,

B) 0030pHO-aHATUTUYECKAS U MIPEACTABUTENbCKAS (DYHKITHS.

2. UTo u3 mepeyncaeHHOTO He OTHOCUTCS K (DYHKITMOHAIBHBIM 33/1adaM CeKpeTapsi-
aJIMUHHCTpaTopa?

a) JejoBas MepPenucKa U COCTaBICHUE JJOTOBOPOB,;

0) opraHmu3aiiis BBICTABOK M BCTPEY C KJIMCHTaMU,

B) POBe/JleHUe BHYTPUKOPIOPATUBHBIX TPEHUHIOB ¥ CEMUHAPOB.
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3. UTto He BXOJIUT B CIIUCOK MPO(eCCUOHATIbHBIX TPEOOBAHUIN K CEKpeTapIo-
aIMUHHACTPATOPY?

a) COBEPIICHHOE BJIaJIEHUE COBPEMEHHOU OoprrexHukoi, MuHu-ATC, 3nanue 11K;

0) onBIT COCTABJIEHHS MPECC-PeJIU30B M PEKJIAMHBIX TEKCTOB;

B) BBICOKAsi IPaMOTHOCTb, BHICOKAsi CKOPOCTbH ME€YaTH.

4. Yto sABNIAETCS OCHOBAHUEM IS ITOCIICAYIONIEH TIepe1adyn KOH(UIESHITNATLHOTO
JOKYMEHTA Ha UCIIOJTHCHUE COTPYIHUKY?

a) pe3oJaOUus;

0) ycTHOE pacnopsiHKeHUE;

B) CTICIIMAIBHOTO PACIOPsDKEHUS HE TpeOyeTcs.

5. Kak Ha3pIBaeTCs JOKyMEHT, KOTOPOW MOATBEPIKIAET YCTAHOBICHHBIC (DAKTHI,
COOBITHS WIJIH JICHCTBUS U COCTABIISICTCS TP CBUJICTEIIAX ?

a) CIIpaBKa;

0) ciy>xeOHas 3amucKa,

B) aKT.

6. UeM nucbMa-0TKa3bl OTJIMYAIOTCS OT APYTUX PA3HOBUAHOCTEN MUCEM?

a) Bcerja COCTOAT KAK MUHUMYM M3 IByX KOMMYHHMKATHBHO-CMBbICJI0BBIX
yacTei,

0) He TpeOyeTCsl COCTaBIATH 3ar0JIOBOK K TEKCTY ITMCHMA,

B) OTZIa€TCS MPEATIOUTCHHE KOHCTPYKIIUSIM, B KOTOPBIX 000CHOBaHUE MPE/IIIECTBYET
3aKJIIOYCHUIO.

7. Kakoe 13 mpuBEICHHBIX BIPAKEHUM JIyUllle HE UCTIO0JIb30BaTh?
a) "Bac oxxunaer MBan MBanoBuY”

0) "Cpouno 3aiinute k UBany UBanoBuuy"

B) "3alinute, moxanyiicta, k MiBany MBanoBuuy"

8. Kakas u3 wacteit OyeT U3NHIIHEN TPU COCTABICHUH TTPUKa3a?
a) BBOJIHAA ;

0) KOHCTaTUpYIOIIas;

B) pacnopsiAuTeNbHasl.

9. Kak cexperapb-aIMUHHUCTPATOP NOCTYNAET C KOPPECITOHACHIIMEN TS
PYKOBOJICTBA C IOMETKOM "nMu4uHO"?

a) BCKPBIBAET U HE PETUCTPUPYET;

0) BCKpBIBAET TOJIHKO 1O JOTOBOPEHHOCTH C PYKOBOAUTEIEM U PETUCTPUPYET;

B) He BCKPbIBaeT U He PerucTpupyer.

10. YTo u3 nepeyncieHHOro He SBISETCS PEJAKTOPOM TEKCTOBBIX JOKYMEHTOB?
a) WordPad;
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0) Notepad,;
B) PowerPoint,

11. Beibepure npaBuiIbHOE YTBEPKACHHE:

a) BCe MOCTYyNAlOIIMe B OPraHU3alni0 JOKYMEHThI pErUCTPUPYIOTCS CEKpPETapeM-
aJIMAHHUCTPATOPOM,;

0) mocTyAuBIINE B OPraHU3aHI0 JOKYMEHTBI PErHCTPUPYIOTCH CeKpeTapeM-
aIMUHHUCTPATOPOM BHIOOPOYHO, B COOTBETCTBUM € YTBEPKACHHBIM NepeYHeM

JOKYMEHTOB;
B) U3 BCEX MOCTYJUBIIKNX B OPraHU3AIUIO IOKYMEHTOB CEKpeTapb-aIMUHUCTPATOP

PETUCTPUPYCET TOJBKO TC, KOTOPBIC MCPCHAOTCA HAa pAaCCMOTPCHUC PYKOBOIAUTCIITO.

12. Pacniopspxenusi, u3iaBaeMble pyKOBOJICTBOM OpraHU3aIlUU, CUUTAIOTCS
a) MPaBOBLIMU aKTaMH;

0) pacnopsiAMTEIbHBIMH TOKYMEHTAMH ;

B) ApYroi BapHaHT.

13. Kakoii U3 TOKYMEHTOB pPerjaMEeHTUPYET ACATEIBHOCTh KOHKPETHOTO
JIOKHOCTHOTO JIMIa?

a) T0JIKHOCTHASI HHCTPYKIIUSA;

0) monoxxeHue ob oTmene;

B) MIPHUKa3.

14. C kakoii ¢ppa3bl He peKOMEHIyeTCsS HAUNHATH TeJIe(OHHBIN Pa3roBOp C

MapTHEPOM WM KIUEHTOM?
a) "3apascrByiiTe, Bac 0ecnnokout komnanus N (cekperaps komnanuu N)'';
0) "3apaBCcTBYITE, C BAMHU TOBOPAT U3 KoMmaHuu N";
B) "3apaBcTByiiTe, cexkperapb NN n3 komnanuu N".

15. Kako#t cpok UCTIOJTHEHUSI YCTAHOBJICH JJIsl TIUCEM OT OpraHu3aIui?
a) ceMb JHEH;

0) 10 aHeid;

B) TPH JIHS.

16. B kakom mopsijike, COTIIACHO MPaBUiiaM JOKYMEHTO000POTa, JOKHA CTPOUTHCS
paboTa ¢ MOCTYMAIIMMUMU B KOMIaHUIO JJOKYMEHTaMu ?

a) mpueM - IepBOHavalIbHasi 00pabOTKa - MPeIBAPUTEIILHOE PACCMOTPEHUE -
paccMOTpEHUE PYKOBOJUTENEM - UCIIOTHEHUE YIIPABIEHUE B JIEJI0;

0) npueM - NepBOHAYAIBLHAA 00pad0TKa - MpeABAPUTEIbLHOE PACCMOTPEHHE -
perucTpanus - pacCMOTPeHNe PYKOBOANTeIeii- HCIIOJIHEHHE - HATIPABJIEHHE B J1€J10;

B) oopMIIEHUE JOKYMEHTA - MOANUCAHUE - PETUCTpAIUs - COTJIaCOBAHUE -
YTBEPKIEHUE — OTIPABKA.

17. Kakum cnocoOoM npocTaBisieTcst AaTta B rpude yTBepkJIeHus JOKyMeHTa?
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a) MaIIMHOIIUCHBIM CITIOCOOOM;
0) cexpeTapb IPOCTABISET €€ OT PYKH MOCIIE€ YTBEPKICHHUS IOKYMEHTA,
B) ee MPOCTaBJIsieT PyKOBOAUTEIb B MOMEHT YTBEP:KI€HUS TOKYMEHTA.

18. Kak Ha3pIBaeTCsl JOKYMEHT, (QUKCUPYIOIIHMHA X0JT 00CYXKACHUSI U MPUHATUS
pELIeHUs HA 3aCeIaHUU B KOMIIAHUU?

a) pelieHue,;

0) NpoTOKOJI;

B) pacmopsiKeHHe.

19. HyxHo 51 perucTpupoBaTh NucbMa-HaIOMUHAHUS ?
a) HeT;

0) na;

B) M0 YCMOTPEHHUIO CEKpeTapsi-aIMUHUCTPATOPA.

20. Ecnu nmocnenHuii 1eHb CpoKa UCTIOTHEHUS JOKYMEHTA MPUXOIUTCS Ha
HepaOouHii IeHb, KOT/1a HEOOXOAMMO UCTIOTHUTH JOKYMEHT?

a) HE NO3/IHEE JH, CJEAYIOIIETO 3a BBIXOIHBIM;

0) He MO3IHee JHSA, NPEeANIECTBYOIIETr0 BHIXOAHOMY.

21. Ecnu nst mepenayu JOKYMEHTa UCIIONIb3yeTcsl (paKCUMUIIbHAS CBSI3b, KAKOM
00BEM JOKYMEHTA CYUTAETCS IPENEIBbHO T0MYyCTUMbIM?

a) TpH JINCTA,;

0) NATH JIUCTOB;

B) 10 nucToB.

22. B nuceMeHHOM oOpalieHnu ciioBa "rocroauH" u "rocmoxka':

a) MUIIYTCS MOJIHOCTBIO;

0) MUIITYTCS MOJHOCTHIO MPH OOpaIIEHUH K BRICOKOTIOCTABJICHHBIM JIUIAM,;
B) BCerJaa COKpAIIalTCS.

23. Kakyro ¢popMynupOBKY TOJKEH UMETh 3ar0JIOBOK K TEKCTY MPOTOKOJa?
a) B IPEAJIOAKHOM TAJEKE;

0) B TaTCIIPHOM MaJIeKe,;

B) B POJAUTEJbHOM IaJIexKe.

24. CKOIIBKO aapecaToB MOXKET ObITh HA OJTHOM JTOKyMEHTe?
a) He Oosee Tpex,

0) He OoJiee yeThIpex;

B) He OoJiee OJTHOTO.

25. Yto nmoHuMaeTcs noJ TEPMUHOM "KBOpym'"?
a) MUHMMAJIbHO HE00X0AMMO€e M J0CTATOYHOE KOJUYEeCTBO YWICHOB
KOJJIETHAJIBHOT0 OPraHa il HavyaJja padoThbl COOpaHus;
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0) 1/3 4JieHOB KOJIJIETHATILHOTO OPraHa,
B) 1 2 4JeHOB KOJJIETHAIIBHOTO OpraHa.

26. Kakoil TepMuH, KaKk IpaBUIIO, UCIOJIB3YETCS B paboTe ¢ JOKYMEHTAMH,
coJiepKalllUMi KOMMEPUYECKYIO TallHy, KOH(UIEHIIMATIbHbIE CBEICHUS ?

a) yder;

0) perucrpanus;

B) APYToOM.

27. Bam1 pyKOBOJUTEIb BO3BPALIAETCA U3 HEJIEIbHOM KOMAHAUPOBKU. UTO CTOUT
C/eNlaTh K €ro MPUX0y, YTOObI MIOMOYb ObICTpEE BKIIOUUTHCS B paboTy?

a) MOATOTOBUTH KPATKHUIl 0TYET 0 TOM, YTO IPOU30LLIO0 32 HEIeJII0 ero
OTCYTCTBHS,;

0) mocTaparbCs Ha3HAYUTh HA MEPBbIA pabOUYMil 1€Hb MAKCUMYM BCTpPEY;

B) BBLAEJIUTH BPEMsI HA COBMECTHBIN ITPOCMOTP BHEITHEN KOPPECTTOHAECHIUH .

28. Ha stane nepBoHayanbHOW 00pabOTKU BXOJAIIEH KOPPECTIOHACHIINN
CeKpeTapb-aIMUHUCTPATOP:

a) HE YHUYTOXAET KOHBEPTHI, a MOJIINBAET UX BMECTE C JIOKYMEHTAMU,

0) Bcera yHUYTOXKAeT KOHBEPTHI, B J€JI0 MOAIINBAET TOIBKO JIOKYMEHTHI;

B) HEe YHMYTOKaeT KOHBEPTHI, €CJIM HA CAMOM JJOKYMEHTEe HeI0CTATOYHO
nHpopManuu 00 aBTOpe WK XapaKTepe J0KyMEHTA.

29. Kakoii 61aHK UCTIONB3yeTCs TP 0(OPMIICHUH MTPOTOKOJIA?
a) OJIaHK OpPraHU3AIUH,

0) OJaHK HE UCITOIb3YeTCH,;

B) OJIaHK CTPOTOH OTYETHOCTH.

30. Yto ucnonap3yeTcsi MpU U3IaHUU COBMECTHBIX MPUKA30B?
a) OJIaHKU TIPUKA30B,;

0) ctangapTHbIe JUCThI Oymaru ¢popmara A4;

B) 0o01mHe OJIaHKH.

IlpakTuueckas kBadnukannmoHHas padora mo mnporpamme «Cekperapb-
aIMUHUCTPATOP»

PaGotpl, ommcaHHBIE B XOJ€¢ TPAKTHYECKOW KBATM(PUKAIMOHHON pabOTHI,
oOydarommiicss opopmisier B cBOOOAHOW (opMe B TEYaTHOM BHUIE W OTIPABISAET B
CUCTEME IMCTAHIMOHHOTO 00yueHus yepe3 pazaen (01ok) «lIpaktuueckoe 3aanue».

* IOJDKHOCTHBIC 00sI3aHHOCTHU CEKpeTaps;

* COJIep)KaHUE MOMENIEHUHN CIyXO TOKYMEHTAllMOHHOI'O OOECIEeUYECHUS YIpaBICHUS
(xabuHet, mpuéMHas);

* opraHu3zaius pabouero Mecta pyKoOBOJAUTENS;

* opraHu3zaiusi pabouero Mecta cekperaps;
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* TpeboBaHUs OE30MACHOCTU TPY/a;

* BCrloMoOTartelbHas (X03sicTBEHHAs ) 30Ha B oduce;

* TexHUYeckue QYHKIUU MO O0OECHeYeHUIO pabdOoThl PYKOBOAUTENS WIH €ro
MO/Ipa3/IeNeHus;

* COBPEMEHHBIE BUJIbI OPITEXHUKH;

* YCTPAaHEHHE MEJIKMX HEIOJIaJI0K B pad0Te TEXHUUECKUX CPEJICTB;

* HACTpOIKa NapaMeTpoB NepUPEPUITHBIX YCTPOICTB;

* HUCIOJIb30BaHUE AJIEKTPOHHOM MOYTHI JUJIsl MpUEMA U TEpeaadd 3JIEKTPOHHOIO
TOKYMEHTA;

* UCIOJIb30BAaHKE JIMIICH3UPOBAHHOTO MporpamMmHoro oodecrneuenus (MS Office u
JIp.) JUJIsl IOATOTOBKH 11a0JIOHOB (DAKCUMIIIBHBIX COOOIIICHUI;

* mpuéM U niepeaada GakCUMUIBLHBIX COOOIICHU;

* KOMUPOBAHUE JJOKYMEHTA C MOMOIILI0 (haKCUMUITbHON TEXHUKU;

* HCTIOJIB30BAaHUE CPEICTB CBS3U C YUETOM HX IKCIUTYyaTallMOHHBIX BO3MOXHOCTEH;

* ICTIOJIb30BAHUE MPUHTEPOB JIJIS IEYATH U TUPAKUPOBAHUSI TIOKYMEHTOB;

* 0€3/10KyMEHTHOE 00CTyKUBaHHE pabOThl PYKOBOIUTENS;

* TMpaBWia BBIpAXEHUA OJAroJapHOCTH, COXAJCHUS, COYYBCTBHS; BHJIOB
IpPUTJIANICHUS], TIO3APABJICHUS; COOOIICHUSI HETaTUBHOM MH(POPMAIINH;

* 00IIeHNE B KOH(MJIUKTHBIX CUTYaIIUSIX;

* O0IIeHNE C KIMEHTOM: OINMO3/JaBIIUM, OKHIAIOIIMNM CBOEH ouyepenu, MpUIIEAIINM
0e3 nmpeIBapUTeIHLHOTO COrIACOBAHMUS;

* Opranuzaiusi IpuéMoB U MPE3CHTALIHIH;

* OpraHu3alys JAeJIOBbIX BCTPEY U COBEIAHU;

* opranuzaius npuéma noceTuTesne;

* MOATOTOBKA U 0OCITYy>)KMBaHUE COBEIIAHUN U 3acCeAaHUil pyKOBOIUTEIIS;

* BEJICHHE MPOTOKOJIBHBIX MEPOTIPUITHIA;

* HCTIOJIH30BaHNE KOMITBIOTEPHBIX TEXHOJIOTHI B CEKPETAPCKOM OOCITYKUBAHUU;

* UCTIOJIH30BaHNE NH()OPMAITMOHHBIX CETEBBIX PECYPCOB.

TecThI 1J151 UTOTOBOM aTTECTALIUU
(MpaBUIBHBIC OTBETHI BBIICIICHBI KUPHBIM IIPHPTOM)

1. JIokyMeHT, yCTaHaBIMBAIOUIUMUA CUCTEMHO CBSI3aHHBIE MEXKIY COOOW mpaBuia
PErIaMEHTUPYIOIIETO  XapakTepa MO BONPOCAM  JEATEIBHOCTH, OTHECEHHBIM K
KOMIIETCHIIMHA OpPraHU3alHM, €€ NOAPA3ACICHNM, TOJDKHOCTHBIX JIUL, ITOABEIOMCTBEHHBIX
YUPEKAECHUM, OpraHU3alUI U NPEANPUITHAN -

a) MoJIOKEeHHE;

0) mpaBuna,

B) UHCTPYKIIUS.

2. K uaopManmoHHO-CIIPaBOYHBIM JOKYMEHTAM OTHOCSTCS:
a) TOJIO’KEHUE, MpaBuia, MHCTPYKIIUS,

0) aKT, 3asiBJIEHUE, 3AIUCKH

B) pacmopspKEHUs, IPUKa3, PEIICHHE;
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r) NOBECTKA JHS, IPOTOKOJ, CIIPABKA.

3. Bce NOKyMEHTBI, KOTOPbIE€ BO3HHUKAIOT MEXAY pPaOOTHHUKOM M OpraHu3aluel, ¢

MOMCHTA IIprUcMa Ha pa60Ty A0 MOMCHTA, KOTrJla TPYAOBBIC OTHOIICHUA IMPCKPAIAOTCA -
Ha3bIBAIOTCA

a) IOTOBOPHbBIE JOKYMEHTHI;

0) KaagpoBbIe JOKYMEHTHI;

B) KOPIIOPATUBHBIC TOKYMEHTHI;
r) puHAHCOBBIE JOKYMEHTHI;

1) BCce BapHAHTHI OTBETOB BEPHEIE.

4, 3a(l)I/IKCI/IpOBaHHaSI Ha MAaTCpHuaJIbHOM HOCHUTCIIC I/IH(I)OpMaLII/ISI C PCKBU3UTAMU,

ITO3BOJIAIOIIIMMHU €C I/II[CHTI/I(i)I/IHI/IpOBaTB - 9TO

9TO

a) JOKYMEHT;

0) undopmarus;

B) JICKTPOHHBINA JJOKYMEHT;

I') BCE BAPHAHTHI OTBETOB BEPHBIC.

5. JlokymeHTHpOBaHHass WH(pOpPMAIUs, NpPEJICTaBICHHAs B JJICKTPOHHOH (opme -
a) JOKYMEHT,

0) uadopmarus;

B) 2JIEKTPOHHBIN JOKYMEHT;

F) BCC BApUAHTBI OTBCTOB BCPHBLIC.

6. Komust nokymeHTa, Ha KOTOpPOl B COOTBETCTBHHM C YCTAHOBJICHHBIM MOPSIKOM

IIPOCTABJISIOT HEOOXOAMMBIEC PEKBU3UTHI, MPUIAIONIUE €l IOPUANYECKYIO CHITY - 3TO

9TO

a) TOIJTMHHUK O(UIIHATIBHOTO TOKYMEHTa (OpUTHHAI);
0) nyOJIMKaT JOKYMEHTA;

B) KOMUS IOKYMEHTA,

) 3aBepeHHasi KONMs JOKYMEHTA.

7. YpOBEHb PaCIOJIOKEHHBIN Ha BHEITHUX HOCHUTEISX - COOCTBEHHO JIAHHBIE - 3TO
a) BHELIHUW YPOBEHb;

0) KOHIIETITYaJIbHBIN YPOBEHb;

B) pusnyeckunii ypoBeHb.

8. BexxmmBOCTh M JIFOOE3HOCTH, CO3TaHKE TICUXOJIOTHYeCKOro kKoMpopTa B oduce -
a) KOMMYHUKAOEIbHOCTb;

0) UHTEJIJTUTEHTHOCTD;
B) 100POKeJIATEJIbHOCTD.
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9. Texnomorust mpeoOpa3oBaHusi TEKCTa B peub (textto-speech), koTopas mo3BoJisieT
03BYUYMBATh TEKCT €CTECTBEHHBIM I'0OJI0OCOM, 0€3 IOMOIIY YeJI0BeKa -

a) pacro3HaBaHUE PEYH;

0) cuHTe3 peun;

B) TOJI0COBast OMOMETPHSI.

10. Mogaens oOecreueHHs] MOBCEMECTHOTO M YAOOHOTO CETEBOro JOCTyIMa II0o
TpeOOBaHUIO K 00IIEMY YTy KOHPUTYPUPYEMBIX BRIUUCIUTEIBHBIX PECYPCOB (HAIIpUMeEp,
CeTSAM TIepe/auu JaHHBIX, CcepBepaM, YCTPOMCTBAM XpaHEHHUS JTAaHHBIX, TPHIOKCHUIM U
cepBUCaM), KOTOpbIE MOTYT OBITh OINEPATUBHO TMPEJAOCTABICHBI M OCBOOOXKICHBI C
MUHUMAJIbHBIMHM JKCIUTyaTaI[MOHHBIMU 3aTpaTaMu /WM OOpalieHUsIMU K TpOoBaujepy -
3TO

a) FTP-cucrema;

0) cucTema yIaJeHHOTrO JI0CTYIa,;

B) «O0/1auHbIe BHIYMCICHUSD.

11. «I[lybnmyHoe 061aKo» - 3TO

a) uH(ppacTpyKkTypa, NMpeaHa3HadeHHas JJIsl MCMOJIb30BaHUs OJIHOM OpraHu3aluei,
BKJTIOYAIOIIEH HECKOJIBKO MOTpEeOUTENEi;

0) uHpacTpyKTypa, NpeAHA3HAYEHHAS] JIsi CBOOOJHOI0 WCHOJb30BAHUS
HIUPOKOH IMyOJIUKOM;

B) BuJ HMHPPACTPYKTYpbl, TpEIHA3HAYCHHBIA JUIsI MCIOJIB30BAHUS KOHKPETHBIM
COOOIIIECTBOM MOTpEeOUTENEH U3 OpraHu3aIuii, UMEIOIUX 00IIKe 3a1a4H;

r) KOMOMHaIMs M3 JIByX WIM 0oJjiee pa3Iu4HbIX OOJa4YHBIX HHPPACTPYKTYD,
OCTAIOIIMUXCS ~ YHUKAIbHBIMH  OOBEKTaMH, HO  CBSI3AHHBIX ~ MEXAy  coOou
CTaHIapTU30BAHHBIMU WJIM YaCTHBIMU TEXHOJIOTUSMHU MEepPeavn JaHHBIX U TIPUIOKECHHUH.

12. Buytpennsis cetb (cerb HMHTpaHeT), cnemuaibHO pa3paboTaHHAs IS
yIpaBiieHus uH(opMaIueld BHyTpH OpraHu3aIuy -

a) UHTEPHET,

0) JIoKaJIbHas CeTh;

B) AJIEKTPOHHAs MOYTA.

13. XapakTepucTuka MCUXOJIOTHYECKOT0 THIA MoBeneHus moaei "HacraBHuk!":

a) MPUKPHIBASICh BHUMAaHUEM M 3a00Tol 0 Bac, Bbly:)KMBaeT Kakue-TO CBEACHUSA, a
caM HUYETO B3aMEH HE COOOIAeT, a €ClId U BBIJAET KaKyr-TO MH(GOPMAIIHIO, OHA 9aCcTO
OKa3bIBACTCS JIOKHOM WJIU K JIEJTy HE OTHOCSIIEHUCS;

0) 3a00THTCH 00 ycnexax OJIMKHEro, 4acTo Jaxe B yuepo ceode;

B) MpeXIe 4YeM MNPHUHATh Kakoe-TuOO pelieHue, HYKHO, 4YTOObl HX JIOJTO
00Xa)KMBAJIH.

14. BpenoHOCHBIE MPOTrpaMMbl, KOTOPBIE MJISI PACIPOCTPAHEHUS] HMCIIOIL3YIOT B
OCHOBHOM YSI3BUMOCTH ONE€PAIIMOHHBIX CUCTEM:
a) YepBH,;
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0) BUpYCHI;
B) TPOSIHCKHE MPOrPaMMBbI.

15. JlokymeHT, coaepkaluidi pedeByr0 MHGOpMALHIO, 3a(DUKCUPOBAHHYIO JIFOOBIM
TUIIOM TMHUChMa WM JIFOOOW CUCTEMOM 3BYKO3aMUCH - HAa3bIBAETCS

a) MMCbMEHHBINA JOKYMEHT;

0) TeKCTOBBIH IOKYMEHT;

B) PYKOIIUCHBIN TOKYMEHT.

16. JloxymeHT, MH(pOpMalKs KOTOPOro MpecTaBiIeHa B 3JIEKTPOHHOU GopMme - 3TO
a) MAIIMHOMTUCHBIN IOKYMEHT;

0) 2JIEKTPOHHBIH JOKYMEHT;

B) U300pa3UTENbHbBINA JOKYMEHT.

17. loxkymeHT, coaepxaliuii 3ByKOBYI0 HMH(POpMaIUIO, 3apUKCUPOBAHHYIO JIFOOOH
CHUCTEMOM 3BYKO3AIIUCH -

a) GOTOIOKYMEHT,

0) GpoHOFOKYMEHT;

B) KHHO/JIOKYMEHT.

18. IlpaBuia nmoBeaeHUs] AUIUIOMATOB U APYTUX OMDUITMATBHBIX JIUI] MPH KOHTAKTaX
JPYT C APYTOM Ha Pa3IuYHBIX JUTJIOMATHYECKUX MMpUEeMaX, BU3UTAX, IEPEroBOpax - 3TO

a) IPUIBOPHBIN ITHUKET,

0) IMIJIOMATHYEeCKUI ITHKET;

B) BOMHCKHUH 3THUKET;

19. CBox mpaBWJI TMOBEICHHS, HAPYIICHHUE KOTOPHIX MeEIIAeT HOPMAIbHOMY
BEJICHUIO OM3HECA - OTO

a) oOmIerpakIaHCKUM dTHUKET,

0) 1eJI0BOM ITHKET,

B) HE()OPMAJIbHBIN ITHKET.

20. Hammm uMuJIK Ha B3TJISIT CO CTOPOHBI
a) 3epKaJIbHBIIA;

0) TeKy1Imii;

B) ’Ke€JIaeMbIi.

21. MHOXECTBEHHBIN UMUK ITO

a) UMUK OpraHU3alMu B 1I€JIOM, a HE €€ OTAEIbHBIX MOApa3IeICHUN;

0) UMUK, KOTOPBI 00pa3yeTcsi U3 pPsAjia UMUIKell HE3aBUCUMBIX CTPYKTYP;
B) Halll UMHJI’K, CO3/1aBa€MbIi OMIMIOHEHTOM, CONIEPHUKOM, MPOTUBHUKOM.

22. Kak npaBwiio, ¢ 12 1o 18 gacoB mpuHATO ynoTpeOIsITh BRIpaXKEHUE
a) «3apaBCTBYHTEY;
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0) «/lobpoe yTpo»;
B) «/100OpbIii 1eHbY;
r) «J1oOpbIil Beuepy.

23. YcraHOBJIEHHBIA NOPAIOK, GopMa, MaHEpa MOBEACHUS, MpPaBUia YUYTHBOCTH U
BEXKJIMBOCTH, MPUHATHIE B OopraHu3anuu (pupme) u odecreurnBaronfe WieHaM TPYJ10BOTrO
KOJUIEKTHBA U €r0 pyKOBOJACTBY YCJIOBUS YCHEIIHOTO OOIIEHUS APYT C IPYroM, JAEIOBBIMU
napTHEpaMu U OOIIECTBOM JIsl JOCTHXKCHUS LIeJIel CBOCH NesITENbHOCTH

a) DTHKa,;

0) 1EIOBOI ATUKET;

B) OTHKA JICJIOBOTO OOIICHUS,

I) CJIy:KeOHbIi ITHKET.

24. Kakoil cTWIb yHpaBJIeHUsS OCHOBBIBACTCS HAa OOCYXKIEHUM MPOOJIEMBI, ydere
MHEHHMI ¥ MTHUIIUATUB COTPYAHUKOB:

a) aBTOPUTAPHBINA CTUJIb;

0) neMoOKpaTHYeCKHil (WJIH KOJUIeTHAJIbHBII) CTUWIb;

B) MHOEpaNbHBIN (MU aHAPXUYECKUM, WU TTOMYCTUTEITLCKUN) CTHIIh;

T') HEMOCIEIOBATENbHBIN (QJTOTUYHBIN) CTUIIb.

25. XapaKTepucTHKa IICUXO0JIOTHYECKOT0 TUIIA MOBeIeHHs Trojei "Pacckazunk":

a) eMy HempeMEeHHO HY:KHO coo0muUTL BamM Bce Mesbuaiilime moapoOOHOCTH
TOr'0, YTO NMPOMU30ILI0 ¢ HUM HAKAHYHE,;

0) paboTaeT «KaK MPOKJIATHIN;

B) JOJDKEH HEMPEMEHHO MPUHSATH PEIICHNE K KOHITY BCTPEUH.

26. JIoKyMEeHT, M3[aBacMblii B LENSAX YCTAHOBICHMS TPABUJ, PETYIUPYIOIINX
OpraHu3allMOHHBIE, HAYYHO-TEXHUYECKHE, TEXHOJOTHYeCKHue, (UHAHCOBBIE U HHbBIC
CIELUAIIBHBIE CTOPOHBI JIEATEIIBHOCTH YUPEKACHUN, OpraHu3aluil, NpeanpuarTuii (ux
noJipa3fieJIeHUi 1 CIIyk0), TOHKHOCTHBIX JIUI] ¥ TPaXkIaH -

a) MOJIOKEHUE;

0) nmpaBuna,

B) HHCTPYKIHA.

27. Hayka 00 OTHONICHHUSX, CYIIECTBYIOIIUX MEXIY JIIOABMU U 00 00S3aHHOCTSIX
BBITEKAIOIIUX U3 DTUX OTHOILIEHUH:

a) ITHUKAQ;

0) IeTTOBOM ATHKET;

B) 9THUKA JICJIOBOTO OOIICHUS,

T') CITY>K€OHBIN ITHUKET.

28. YmeHue cekperapsi TAKTUYHO M BEXKIMBO BECTH Oecemny, CICpKHBaTh U HE
MpOSIBISAITh  OTPULIATENIbHBIE AMOILMHU, COONIOJATh MPUHATHIE B OOIIECTBE HOPMBI
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MOBEJICHUS U OOILEHHUS, CIIEUTh 32 KyJIbTYpOU CBOEr0 BHEIIHETO BUA U pabouero Mecra
- 3TO

a) KOMMYHUKAOEIbHOCTB;

0) HHTEJIJIMT€HTHOCTD ;

B) 100OpOKENATEITHLHOCTD.

29. TexHojorusi, KOTopas JEIUTCS Ha JIB€ COCTaBISAIOIIME: WACHTHU(PUKALUIO —
yCTaHOBJEHUE (TMOUCK) JMYHOCTH IO TOJIOCY M BEpUPUKALMIO — MOATBEPKICHUE
JUYHOCTH IO TOJIOCY -

a) pacro3HaBaHUE PEYH;

0) cuHTE3 peun;

B) r0J10COBasi OMOMeTpHs.

30. XapakTepucTHKa MCUXOJIOTUYECKOr0 TUIA MoBeAeHUs roaei "Pa3Bequnk":

a) NpPUKPHIBasiCb BHUMaHMeM H 3a00Toii 0 Bac, BbIykKMBaeT Kakue-TO
CBeJIeHUsI, 2 caM HHMYero B3aMeH He CO000IIaeT, a ecJUd H BbIAaeT KAKYIO-TO
HH(OPMAIHUI0, OHA YACTO OKA3BIBAETCH JIOKHOM WU K ey He OTHOCSIIEHCS ;

0) 3a00TUTCS 00 ycrexax OJIMIKHETO, 4acTo JaxKe B yiepo ceoe;

B) NpEXIe 4YeM TMPHUHATh KaKoe-IHOO pelleHrue, HYXKHO, 4YTOObl HMX JOJITO
00Xa)KMBAJIH.

31. U300pa3uTenbHBId  WIM  ayAUOBU3YaJIbHBIM  JOKYMEHT,  CO3JIaHHBIM
KMHEMaTOTpaGuIecKUM CIIoCOOOM -

a) GOTOIOKYMEHT,

0) GOHOJIOKYMEHT;

B) KHHOJJOKYMEHT.

32. Kakue (axkTopbl oOKa3zaad BIWSHUE HA CTAaHOBJICHHUE COBPEMEHHBIX
MH(GOPMAIIMOHHBIX TEXHOJIOTHA:

a) mypoyaiiiee BHEAPEHUE MEPCOHATBHBIX KOMIIBIOTEPOB,;

0) MosIBTICHUE U Pa3BUTHE BEICOKOCKOPOCTHBIX KOMITBIOTEPHBIX CETEH;

B) CTAHOBJICHHE MOIIIHOW MPOTPaMMHOM UHYCTPHH;

r) Bce BApDMAHTHI OTBETOB BePHBbIE.

33. «O6mIecTBeHHOE 00JIAKOY - ATO

a) MHPPACTPYKTypa, IpeTHaA3HAUYCHHAs I MCIOJBb30BaHUS OJHOW OpraHHU3aIluCH,
BKJIIOYAIOIIIEH HECKOJIBKO MOTPEOUTENEH;

0) uHppacTpyKTypa, IpeaHaA3HAUYCHHAS I CBOOOIHOTO HCIIOJIB30BAaHUS IIHPOKOM
myOJTUKOH;

B) BHA HUHQPaCTPyKTypbl, MNpeIHA3HAYEHHbIA I HCHOJb30BAHUS
KOHKPETHBIM COO0IIECTBOM MNOTpPeOuTeN el W3 OpraHu3amuil, MMEKINUX o0lue
3a/1auu,
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r) KOMOMHaUMs M3 JBYX WM O0ojiee pa3auyHbIX OOJA4YHbIX HHPPACTPYKTYD,
OCTAIOIIMUXCS ~ YHUKAJIbHBIMM  OOBEKTaMH, HO  CBSI3aHHBIX  MeXAy  coOoH
CTaHJAAPTU30BAHHBIMU MJIM YaCTHBIMU TEXHOJOTUSMH MEpPeaadyn JaHHBIX U TPUIOKEHHUH.

34. llenTpanbHbId YPOBEHBb, KOTOPBIM ONpeIeNsieT JOTUUECKYI0 CXeMY 0a3bl JaHHBIX
- 3TO

a) BHEIIHUI YPOBEHbD;

0) KOHLENTYaJIbHbIN YPOBEHB;

B) (PM3UYECKUI YPOBEHD.

35. TIucbMeHHBI JOKYMEHT, TPU CO3JaHUU KOTOPOTO 3HAKH MHUCHhMa HAHOCAT OT
PYKH - 3TO

a) MMCbMEHHBIN JOKYMEHT,

0) TEeKCTOBBIN JTOKYMEHT;

B) PYKONMCHBIN TOKYMEHT.

36. Cpon OOWIEIPUHATBHIX B apMUU MPaBWI, HOPM W MaHEp IOBEICHUS
BOEHHOCTY’KAIlMX BO BCeX cepax ux AesATeIbHOCTU- 3TO

a) IPUJIBOPHBIN ITHUKET;

0) IUIIOMAaTUYECKUH ITUKET,

B) BOMHCKHH THKET.

37. COBOKYITHOCTb MPaBWI U TPAJIMIIHMA, COOTIOaEMbIX TPakJIaHaAMHK TIPH OOIICHUN
JPYT C IPYT'OM - 3TO

a) 001IerpakIaHCKUd ITHKET;

0) J1eTTOBOM ATHKET;

B) He(hOpMaJILHBIN ATUKET.

38. Jlma Kkakoro CTWJA XapaKTepPHO JKECTKOE CJAMHOJUYHOE IPUHSATHE
PYKOBOJMTEIEM BCEX pCEIICHUNH («MUHUMYM JEMOKpPAaTHUW»), >KECTKUM MOCTOSHHBIN
KOHTPOJIb 32 BBINOJHEHUEM PEIICHUH C yrpo30i HakazaHus («MAKCUMYM KOHTPOJS»),
OTCYTCTBHE UHTEpEca K paOOTHUKY KaK K JIMYHOCTH:

a) aBTOPUTAPHBIA CTHJIb;

0) IeMOKpaTHIeCKUil (MM KOJUIETHATBHBIN ) CTUIIb,

B) MOepaNbHBIN (WM aHAPXUYECKUH, I MTOMYyCTUTEILCKUI) CTUITB;

I') HETNOCJIeI0BAaTENbHbIN (aJTOTUYHBIN) CTUIIb.

39. IluchbMeHHBIM MOKYMEHT, MPU CO3JaHUU KOTOPOTO 3HAKH IMHChMa HAHOCST
TEXHUYECKUMU CPEACTBAMHU - 3TO

a) MAIIMHONMUCHBIH IOKYMEHT;

0) 2JIEKTPOHHBINA TOKYMEHT;

B) M300pa3UTENbHBIN JOKYMEHT.

40. XapakTepuCTHKa IICUXOJIOTUYECKOTO TUTIA TTOBEACHUS JroaeH "Y qapHuK":
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a) eMy HEMPEMEHHO HYXHO cooOmuTh BaM Bce Menbuaiiiiiie moApoOHOCTH TOTO,
YTO MPOU30ILIO C HUM HaKaHYHE;

0) padoTaeT «KaK NPOKJIATHIN»;

B) JOJDKEH HEMPEMEHHO IPUHSATH PELICHUE K KOHILY BCTPEYH;

41. K opranu3aiiuoOHHbIM JOKYMEHTAM OTHOCSITCS:
a) MOJIOJKeHH e, PABUWJIA, HHCTPYKIMS;

0) akT, 3asBJICHUE, 3aMMICKH,

B) paclopsKeHUs], IPUKa3, PEIICHUE;

I') MOBECTKA JIHS, TPOTOKOJI, CIIpaBKa.

42. BpenoHOCHbIE MPOrpaMMBbI, KOTOpPbIE BBIIOJHSIIOT HAa MOpPaX)aeMbIX
KOMITbIOTEPAX HECAHKIMOHUPOBAHHBIE MOJIb30BATENIEM JAECHCTBHUSA, T.€. B 3aBUCUMOCTH OT
KaKUX-TM00 YCJIOBHH YHUYTOXKAIOT HMHPOPMALMIO HA JMCKaX, MPUBOAST CUCTEMY K
«3aBUCAHMIO», BOPYIOT MHPOPMALIUIO U T.1.:

a) 4epBH;

0) BUpYCHI;

B) TPOSIHCKHE NPOTrPaMMBbl.

43. IMumK, KOTOPBIH MBI CTpeMUMCsI ceOe co31aTh
a) 3epKaJIbHBIM;

0) TeKyIIuii,

B) KeJIaeMbIii.

44, KopriopaTUBHBIH UMUK ITO

a) HIMHU/I’K OPTaHU3ALMHU B 1€JI0OM, a He €€ OT/eJIbHbIX MoApa3eIeHui;
0) UMUK, KOTOPBIN 00pa3yeTcs U3 psiia UMUKEH HE3aBUCUMBIX CTPYKTYD;
B) HAIll UMHJIXK, CO31aBAEMBbIi OMMTOHEHTOM, COMTEPHUKOM, TPOTUBHUKOM.

45. K pacnopsiauTeIbHbIM TOKYMEHTAM OTHOCATCS:
a) MOJI0XKEeHUe, IPaBUIIa, UHCTPYKITHUS;

0) aKT, 3asBJICHUE, 3aITUCKH,

B) PACIIOPSKEHUS, IPUKA3, PellIeHHE;

I') IOBECTKA JIHS, MPOTOKOJ, CIIPaBKa.

46. I[IporpammHbBIid KO, 06€3 BeAOMa MOJIB30BATENS BKIIOYCHHBIM B MPOTPAMMHOE
oOecrieueHue C IeNbI0 IEMOHCTPAINH PEKIIAMHBIX OOBSIBICHUMN:

a) NPpOrpaMMbI-peKJIaMBbl;

0) MpOrpaMMBI-IIITTUOHBI;

B) MOTEHUIUAJIBHO OMACHBIE TPUIIOKEHHUSL.

47. JIOKyMEHT, TIOJHOCTBIO BOCHPOM3BOIAIINM HWH(POPMAIIUIO TMOJJIUHHOTO
JTOKYMEHTa M BCE €r0 BHEIIHHWE MPHU3HAKU WM YacTh WX, HE MMCIOIIUNA IOPUINYECKOU
CHJIBI - 3TO
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a) NOJIMHHUK O(UIIUATIBHOTO TOKYMEHTA (OpUTrHUHAI);
0) nyOIMKaT JOKYMEHTA;

B) KOIUS JOKYMEHTA;

I') 3aBEpEHHAs KOMUS TOKYMEHTA.

48. «KommyHHKaLUA» — 3TO:

a) mporecc oOMeHa nHdopmalue B CUCTEME;

0) COBOKYMHOCTb TE€XHHUYECKUX CPEACTB, OOECIEUYMBAIOLIMX IPOIECCHl Mepeaadn
uHpopmanuuy,

B) BCe BADMAHTHI 0TBETOB BEPHBbIE.

49. COBOKYMHOCTh JIaHHBIX, XPaHUMBIX B COOTBETCTBUHM CO CXEMOW JaHHBIX,
MAHUITYJUPOBAHUE KOTOPHIMH BBITIOJHSIIOT B COOTBETCTBUM C TIpaBWJIAMH CPEJICTB
MOJICIMPOBAHUS JAHHBIX - 3TO

a) 0a3a JaHHBIX;

0) OCHOBA JTaHHBIX;

B) A/IpO JAHHBIX;

') BCE BapUaHTHI OTBETOB BEPHBIC.

50. YpoBeHb MoIb30BaTENS - TO
a) BHEeIIIHUI YPOBEHD;

0) KOHLIENITYaJIbHBI YPOBEHb;
B) GU3HUECKUIT YPOBEHB.

51.Texnomoruss mpeoOpa3oBaHuss pedd B TeKCT (speech-to-text), koropas
oM POBHIBAET U IEPEBOJIUT B TEKCT PEYEBOI CUTHAI -

* pacno3HaBaHHe peuM,
CUHTE3 peuu;
roJIocoBasi OMOMETpPHS.

52. VI3 00mux mpaBuil COBPEMEHHOTO TUKETA: TIEPBBIM IIPUBETCTBYET
a) My’)KYHHA — JKeHIIUHY;

0) JKEeHIIIMHA — MY>KUUHY,

B) MJIaALIUI — CTapLIero;

') CTapIInUiA — MIIAJIIETO.

53. Psax TtexHomorui, oOECIEUMBAIOMINX MPO3PAYHOE TMOJKIIOYCHUE K CETH
yAaJEHHBIX KJIWEHTOB, PACIOJOKEHHBIX, KaK MpaBWUJIO, 3a IpejesiaMu JIOKaJIbHON CeTu
OpTraHU3aIUH - ATO

a) FTP-cucrema;

0) cucTeMa yJIaJIeHHOI0 10CTYIA;

B) «O01a4uHbIC BHIUYMCIICHUS.
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54. «I'mbpugHOe 0061aK0» - ITO

a) uH(ppacTpyKTypa, peaHa3HaueHHas JJIsl UCIOJIb30BAaHUS OJHOM OpraHU3alMEeH,
BKJTIOYAIOIIIEH HECKOJIBKO MOTPEOUTENEH;

0) uHpacTpykTypa, NpeaHazHadeHHas JUisi CBOOOJHOr0 MCIOJb30BAHUS LIIUPOKOU
myOJIUKOH;

B) BUJ HUHQPACTPYKTYpbl, MpEeIHA3HAYCHHBIA ISl MCIOJB30BAHUS KOHKPETHBIM
COOOIIECTBOM MOTPEOUTENIEH U3 OpraHu3aluii, UMEIOIINX O0IIUE 3a/1auu;

r) KOMOMHAUMA M3 ABYX MJIM 0oJiee pasjIMYHbIX 00JIaYHBIX MH(PPACTPYKTYP,
OCTAIIUXCH YHUKAJIbHBIMH  O00BbEKTAMH, HO CBSI3AHHBIX MexXAy c000il
CTAHAAPTU30BAHHBIMM WJIM YACTHBIMH TEXHOJOIrMSMHM TNiepeJayd [JaHHbIX H
NPUII0KEHUH.

55. IlporpammHoe obecrieueHre, HE MNPUUUHSIONIEE KOMIBIOTEPY KaKOIro-Imoo
OpsIMOTO BpeJia, HO BBIBOASAIIEE COOOIIEHUSI O TOM, YTO TaKOW Bpej yXe MpUYUHEH J100
OyJeT NpUYMHEH NP KaKUX-TH00 yCIOBUAX:

a) NPOrpaMMbI-IIyTKH;

0) PYTKUTHI;

B) MPOTrPaMMBbI-IITTHOHBI.

56. TIlepBeiii (WM E€OWHCTBEHHBIM) OHK3EMIUIAP JTOKYMEHTa, OOJa aromIHii
FOPUINYECKON CHIION - 3TO

a) NOVIMHHUK 0(UIIHATBLHOIO JOKYMEHTA (OPUTHHAJ);

0) nyOJIMKaT JOKYMEHTA;

B) KOIUS TOKYMEHTA,;

I') 3aBEpEHHAs KOIHUS TOKYMEHTA.

57. CBoiicTBO 0OUIIHAIIBHOTO JOKYMEHTA BBI3BIBAThH ITPABOBHIE MTOCICACTBUS -
a) puanYecKasi cujia J0KyMeHTa,

0) yrpo3bl 0€30MMacHOCTH JJOKYMEHTOB,;

B) nH(OpMaIMOHHAS CHJIa JOKYMEHTA.

58. OrpunarenbHbIH UMUK 3TO

a) UMMJIK OpraHu3alliy B 1I€JIOM, a HE €€ OTJICJIbHBIX MOJIpa3AeICHUN;

0) UMUK, KOTOPBI 00pazyeTcs U3 psijla UMHKEH HE3aBUCUMBIX CTPYKTYD;
B) HaIll UMHU/IK, CO31aBA€Mblii ONINIOHEHTOM, COTIEPHUKOM, IPOTUBHUKOM.

59. HenpunnyHO 3BOHUTH

a) 10 9.00 yacos uiau Beuepom mnocie 22.00;
0) 1o 10.00 gacos wim BeuepoM mocie 21.00;
B) 10 12.00 yacoB unu Beuepom nocie 19.00;

60. Hecmemmduueckuit o0TBeT oOpraHu3Ma Ha JI000€ TMPEABIBICHHOE €My
TpeOoBaHue, MpeACTaBisitoniee coOOW HaIMpsSIKEHHE OpraHu3Ma, HampaBiIe€HHOE Ha
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MIPEOI0JIEHHE BO3HUKAIOUINX TPYAHOCTENH U MPUCIOCOOIEHNE K BO3POCIINM TPEOOBAHUIM
- 9TO

a) crpec;

0) KOH(JIUKT;

B) KOMITPOMHC.

METOANYECKHUE MATEPHAJIbBI

Y4yeOHO-MeTOAMYEeCKOe W HHPOpPMaMOHHOEe o0ecne4yeHue: JICKIMOHHbIN
Marepual, CIMCOK JIUTEPaTypBhl.

YcaoBusg g (PYHKIHUOHMPOBAHHUA  JJIEKTPOHHOM  MH(OPMALMOHHO-
o0pa3oBaTeJIbHOM cCpelabl: CcHCTEMa JUCTAHIMOHHOTO OOy4YeHHUs, DJIEKTPOHHAas
o6ubnuoreka, MoHOONOKH, Web-kamepbl, MUKpPO(OHBI, HAYHNIHUKH, MYJIbTUMEIUWHBIN
IPOEKTOP U 3KpaH, ceTb HTEpHET.

HOPMATHUBHO-ITPABOBBIE AKTHI U CIITMCOK JIMTEPATYPbBI

- ®enepanbHbiid 3aKk0H 0T 29.12.2012r. No273-d3 «O6 obpazoBanuu B Poccuiickoit
denepannmny;

- ®epepanpubiii 3akoH 0T 30.12.20011. Ne197-®3 «Tpynosoit Konexc POy,

- @enepanpHbiii 3akoH oT 06 ampens 2011 1. No 63-®3 «OO6 3JIEKTPOHHOM
HOAHUCHY;

- @enepanbHbiii 3akoH oT 27 wuions 2006 r. Ne 149-03 «O06 wunbpopmanuu,
MH(GOPMAIIMOHHBIX TEXHOJOTHIX U O 3alIUTe HHPOPMALIUN»;

- @enepanpHbiil 3ak0H 0T 02 Mag 2006 r. Ne 59-®3 «O mnopsiake paccMOTPEHUS
oOparenuii rpaxaan B Poccuiickoit denepanuny;

- @enepanpubiil 3ak0H 0T 01 utona 2005 r. Ne 53-@3 «O rocy1apCTBEHHOM SI3bIKE
Poccuiickoit @enepannmn»;

- OenepanpHbiil 3aKk0H OT 22 okTA0pst 2004 1. Ne 125-03 «O6 apxuBHOM Jene B
Poccuiickoit @enepaunmn;

- ®enepanbHblil 3aK0H 0T 29 utoig 2004 r. Ne 98-03 «O koMMepuecKol TaliHEe»

- ®enepanbHblil 3aK0H 0T 21 utonsa 1993 r. Ne 5485-1 «O rocyaapcTBEHHON TaliHEY;

- IlocranoBnenue IlpaButensctBa PD® ot 15 wmrons 2009 1. Ne 477 «OG6
yTBepkaeHnn [lpaBun memompom3BoAcTBa B (enepalibHBIX OpraHax HCIOJTHUTEIHLHOM
BIIACTHY;

- IloctanoBnenue IlpaButensctBa P® ot 13 aBrycra 1997 r. Ne 1009 «O6
yTBepxkaeHuu [IpaBun MNOATOTOBKM HOPMATUBHBIX MPABOBBIX AaKTOB (henepanbHbIX
OpPraHOB MCIOJHUTEIbHON BJIACTH U UX FOCYJAPCTBEHHOW PETUCTPALIUN;

- ITlocranosnenue IIpaButensctBa PD o1 27 nmexabps 1995 r. Ne 1268 «O06
YOOPSIAOUEHUH W3TOTOBJICHUS, HCIOJIb30BAHMS, XPAHEHUS M YHUYTOXKEHMS IedaTted u
O1aHKOB ¢ BocmpousBeaeHueM ['ocynapctBeHHoro repoa Poccutickoit denepanumy;
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- [Ipuka3z ®enepanpHoro apxuBHoro arenrcrsa ot 20 aexadpst 2019 roma Ne 236
«O06 ytBepxkaeHun IlepeuHss TUMOBBIX YOPABICHYECKUX aAPXUBHBIX JIOKYMEHTOB,
00pa3yIoluxcs B MPOIECCe ACSITENIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPIraHOB MECTHOTO
caMOYIIpaBJ€HUs U OpraHU3alui, C yKa3aHHUEM CPOKOB UX XpaHEHUS»;

- [loctanoBnenue Muntpyna Poccuun ot 26 mapta 2002 r. Ne 23 «O06 yTBep)KaeHUU
HopM BpeMenu Ha pabOThl MO JAOKYMEHTALIMOHHOMY OOECHEYEHHIO YNPaBICHUYECKHUX
CTPYKTYp (eiepaabHbIX OpraHOB UCIIOJHUTEIBHOM BIIACTHY;

- IlocranoBnenue I'ockomcrtata Poccum ot 05 suBaps 2004 r. Ne 1 «O6
YTBEPKACHUN YHUDUITUPOBAHHBIX (OPM MEPBUYHON YUETHOM TOKYMEHTAIMU IO y4YETy
TpyJa U €ro OIIAThI»;

- IloctanoBnenne Muntpyna Poccum ot 25 HosOps 1994 1. Ne 72 «OG6
YTBEP)KJIECHUU MEXKOTPACIEBBIX YKPYIMHEHHBIX HOPMAaTHBOB BPEMEHM Ha pabOThI MO
JOKYMEHTAIIMOHHOMY O0OECIIEYEHUIO YIIPABICHUS;

- IloctanoBnenue ®enepanbHON KOMUCCUM N0 PBIHKY LIEHHBIX Oymar ot 16 urons
2003 r. Ne 03-33/mc «OO0 ytBepxknaenuu IlonoxkeHus O MOpSAJIKE M CPOKax XpaHEHUs
JIOKYMEHTOB aKI[MOHEPHBIX 0OIIECTBY;

- [lpuxa3 ®exnepansHoro apxuBHoro areHTcTBa OT 11 ampens 2018 roga Ne 43 «O6
YTBEPKJIEHUU TPUMEPHOTO MOJIOKEHUSI 00 SKCIIEPTHON KOMUCCHUU OpTaHU3ALN;

- [Ipuka3 Munuctepcta oOpazoBanus u Hayku Poccuiickoit denepanuu ot 01.07.
2013 1. Ne 499 «O6 yrBepxkaenun Ilopsiaka opraHu3ald W OCYIIECTBICHUS
oOpa3oBaTelbHOM  JEATENBHOCTH  TO  JOMOJHUTENbHBIM  TpOo(decCHOHATbHBIM
IporpaMmam;

- [Ipuxa3z MuHucTepcTBa TpyJa U couranbHOM 3amuThl PO ot 15 utons 2020 r. Neo
3338 «O6  yTBepxkaeHUU TmpodeccHoHaNbHOrO  cTaHAapra «CHenualucT 10
OpraHu3allMOHHOMY U JOKYMEHTAIIHOHHOMY O0ECIIEYEHHUIO YIIPABICHHS OPTaHU3AIUE.

-T'OCT P 7.0.97-2016 «Cucrtema ctanaapToB 1mo uHbopmaimm, Ou0IM0TeYHOMY U
u3JaTeNbcKoMy Aeny. OpraHu3almoHHO-paCIopsAuTeNbHas ToKyMeHTanus. TpeboBaHus
K 0OPMIICHHUIO TOKYMEHTOBY;

- TOCT P 7.0.8-2013 «Cuctema cranmapToB 1o uHbopmaimm, OUOINOTEYHOMY U
U3JIaTEIBCKOMY JIey. Jlenonponus3BoACTBO U apXUBHOE J1€710. TEPMHUHBI U OTIPEICTICHUS;

- TOCT P 50922-2006 <«3ammura wuHbopmanuu. OCHOBHBIE TEPMHUHBI U
OIIPEECIICHUSY;

- TOCT 6.10.4-84 «YHubunupoBaHHbIE CHUCTEMBI JOKyMeHTanuu. llpumanue
IOpUJIMYECKON CHJIBl JIOKYMEHTaM Ha MAallMHHOM HOCHUTEIIE M MAallUHOIPaMMe,
CO37aBa€MbIM CPEJICTBAMH BBIYUCIUTEIBbHON TEXHUKHA. OCHOBHBIE MOJIOKEHUS;

- TOCT 6.10.5-87 «YHudummpoBaHHble CUCTEMBI JOKYMEHTalUH. TpeOOBaHUS K
nocTpoeHuto hopmyisapa-odpasnar;

- TOCT 17914-72 «OOGn0KKH JIe7 NIUTEIBHBIX CPOKOB XpaHEHUs. THIBI, pa3mMepsl
U TEXHUYECKHE TPEeOOBaHU»;

- TOCT P 34.10-2012 «HMudopmanmonnas TtexHomorus. Kpunrtorpadpudeckas
3amuta uHpopmanuu. IIpoueccsl popMUpoOBaHUS U MPOBEPKHU ANEKTPOHHOU LU(PPOBOI
MOATUCHY;

- BaitneBa, E. B. [emonmpou3BOACTBO U JOKYMEHTOOOOPOT B CHCTEME
rOCYJapCTBEHHOTO W MYHUIMIIAJILHOTO ympaBieHus: ydel.-meton. mocodbue / E. B.
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3aitnieBa, H. B. ['onuapoBa ; M-Bo oOpa3oBanust u Hayku Poc. @enepanuu, Ypan. denep.
yH-T. — ExatepunOypr : U3n-so Ypan. yu-ta, 2017. — 178 c.

- 3ameqnuna E.A. Dtuka u ncuxosorus geitosoro oomenus. M.: PUOP, 2006.

- Kopxxyk B.M., [Tonos N.1O., BopoObeBa A.A., 3aluIIeHHBIH JOKYMEHTOOOOPOT.
Yacts 1: Yuebno-metoauueckoe nocooue — CII6: Yausepcurer U'TMO, 2021. — 67 c.

- Kynses H.H. lnpopManinoHHbIe TEXHOJIOTUU B JOKYMEHTALIMOHHOM 00€CIIeYeHUn
ylpaBiieHUuss U apXuBHOM Jiene: yueOHuk mig By3oB / H.H. Kynses, T.B. Konapamosna,
E.B. Tepentnena, A.I'. ®aGpuyHoB / moja ob6mi. pen. a.1o.H., npod. H.H. Kynsea. — M.,
2016. — 408 c.

- MakapoB b.®., Henoroma A.B. [lenoBoii 3 THKeT 1 00IICHUE.

- Ilcuxonoruss u stuka nenoBoro obmenust/ Ilox pen. B.H. JlaBpunenko. — M.:
Onutn, 2002. — C.267.

- Ilcuxonorust u stuka naenoBoro od6menus/ Ilox pen. B.H. JlaBpunenko. — M.:
IOnutn, 2002. — C. 292-294.

- Peibasnikuna 3.M. JloKyMeHTOOOOPOT M ACIONPOU3BOJICTBO: Kypc Jekiuit / 3.M.
Pribankuna. — Ilenza: I'YAC, 2014. — 196 c.

- @uonoBa, JI. P. ®61 OcBoenue npodeccuoHaNbHBIX KOMIIETEHIIMA B cdepe
JOKYMEHTAIIMOHHOTO obecnieuenust ynpasiienus: yue0. / JI. P. ®uonosa. — Ilensza: U3a-Bo
I1y, 2016. - 200 c.



