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OBIIHME ITOJIOKEHUA

AnantupoBaHHash OCHOBHasi mporpamMma MpoQeCcCHUOHAIBLHOrO OOy4YeHus —
mporpaMma  NpoQecCHOHAIbHOM  MOATOTOBKM  mo  mpodeccun  «Cekperapb-
aIMUHUCTPATOP» pa3paboTaHa B COOTBETCTBUU C TpeOOBAHUSIMHU  CIEIYIOIIUX
HOPMaTUBHO-TEXHUUYECKUX JTOKYMEHTOBR:

- @epepanbHoro 3akoHa or 29.12.2012r. Ne273-®3 «0O6 ob6pa3zoBaHuu B
Poccuiickoit @enepannmn;

- Ilpuka3 MunucrepctBa npocsemenuss PO ot 26 asrycta 2020r. Ne 438 «0O06
YTBEPKACHUU TMOPSIKA OpraHU3aIlMd U OCYIIECTBICHUSI 00pa30BaTeIbHON NIESITEIILHOCTH
10 OCHOBHBIM MporpamMmaM npohecCUOHAIBHOTO 00 YUEHUS »;

- Ilpukaz MunuctepcrBa npocsemenuss PO or 14 wurons 2023 r. N 534 "OO0
yTBepxkaAcHun llepeunss mpodeccuii pabouyux, AOHKHOCTEH CIyXalluX, MO KOTOPBIM
ocyliecTBisieTcs mpodeccuoHaabHoe 00yueHnue",

- [Ipuka3z MuHucTepcTBa TpyJa U coUHaNbHOM 3amUThl PO oT 15 utons 2020 r. No
3331 «O06  yTBepkaeHUM TpodeccHuoHaTbHOro  cragaapra «CHenualucT 10
OpraHU3aIMOHHOMY U JOKYMEHTAIIUOHHOMY OOECIIEUEHHUIO YIIPABIICHUS OpPTraHU3aIluCH».

[IpodeccronansHoe oOy4deHue OCYIIECTBIISIETCS B OpraHu3aIusiXx,
OCYIIECTBIISIIOIIUX 00pa30BaTEIbHYIO JEATEIBHOCTh, B TOM YHCIE B y4EOHBIX ILIEHTpax
npodeccuoHambHOM KBamuM(pUKAMM W Ha TPOU3BOJCTBE, a Takke B (opme
camooOpa3oBaHusi. Y4eOHble WEHTpbl MpodeccHoHambHOM KBadU(pUKAIMK MOTYT
CO37aBaThCSl B PA3JIMYHBIX OPraHU3AIMOHHO-TIPABOBBIX (QopMax IOPUAMYECKUX JIUI,
IPEAYCMOTPEHHBIX TPaXIAHCKUM 3aKOHOJATEIbCTBOM, WJIM B KauyeCTBE CTPYKTYPHBIX
NOApa3ACICHUIN IOPUINYECKUX JIULI.

®opmbl 00y4YeHHST O OCHOBHBIM MporpamMmaMm Mpo¢deCCHOHAIBHOTO O00YydYeHUS
OTIPEJICIISIIOTCS  OpTaHM3aIMel, OCYIIECTBIAIONIEH 00pa30BaTENbHYIO JESITEIbHOCTD,
CaMOCTOSITEIBHO, €CJIM HMHOE HE YCTAaHOBIEHO 3aKOHOAATENbCTBOM Poccuiickon
denepanuu.

Copepxanrue U TPOJOIIKUTEIBHOCTh MPO(PECCHOHATBFHOTO O0yUYeHHUS M0 Kaxaou
npodeccun pabodero, MODKHOCTH CIIY)KAIIIETO OMPEACNsIeTcs] KOHKPETHOU IPOrpaMMoin
npodeccuoHansHOTO 00y4YeHUs, pa3padaThiBAEMON W YTBEPKIAEMOW OpraHU3allue,
OCYIIECTBIISIIOIIECH 00pa3oBaTeNbHYIO0 JAESITEIbHOCTh, HAa OCHOBE MPOQPECCHOHATBHBIX
CTaHAapTOB (MPY HATMYHMH) WIN YCTAHOBJIEHHBIX KBAIU(DUKAIMOHHBIX TPeOOBaHUIA, €CITU
WHOE HE YCTAaHOBJIEHO 3aKOHOIATENBCTBOM Poccuiickoit denepanum.

Cpokn Hauana W OKOHYAHHS MPOQPECCHOHATHLHOTO OOYYEHHUS OMPENeIsIoTCs B
COOTBETCTBUM €  Y4YEOHbIM  IUIAHOM  KOHKPETHOM  OCHOBHOM  MPOTrpamMMbl
poeCCHOHATEHOTO O0yJICHUS.

OOpazoBaTenbHasi MEATEILHOCTh MO OCHOBHBIM MpOTpaMMaM MPOoQeCCHOHATBHOTO
OoOydYeHHsI OpPTaHW3yeTCsI B COOTBETCTBHHM C pACIHCAaHUEM, KOTOPOE OIpPEeAeseTCs
OopraHu3alnuen, OCyIecTBISIONEe 00pa3oBaTeNbHYIO AeATEIbHOCTb.

IIpodheccronanpHoe OOy4YeHHE Ha IPOM3BOJCTBE OCYIIECTBISCTCS B Ipejenax
pabouero BpeMeHH OOY4YalolIerocsi MO COOTBETCTBYIOUIMM OCHOBHBIM IpOrpamMMam
po(heCCHOHAIBHOTO 00yYCHUS.



[IpodeccronanbHoe 0O0yyeHHME TO WHAUMBHUIYAIbHOMY YYEOHOMY IUIaHY, B TOM
qucje yCKOpeHHoe o0yueHue, B Ipejenax ocBauBaeMou nporpaMMbl podheCcCHOHATBHOTO
0o0y4eHUs OCYILECTBISIETCS B TMOPSAJIKE, YCTAHOBIEHHOM JOKAJIbHBIMU HOPMAaTHUBHBIMU
aKTaMl OpraHu3alliM, OCYIIECTBIISIONIE 00pa3oBaTEIbHYIO JAESATENbHOCTh. [lpu
MPOXOKACHUU TMPO(HECCUOHATHHOTO OOYYEHUSI B COOTBETCTBUM C WHAUBUIAYAIbHBIM
y4eOHBIM IUIAHOM €r0 MPOJIODKUTEIBHOCTh MOXET OBITh W3MEHEHa OpraHu3allueH,
OCYIIECTBIISIONIEH 00pa3oBaTEeIbHYIO JIESITEIIBHOCTh, C Y4YE€TOM OCOOCHHOCTEH W
00pa3zoBaTeIbHBIX MOTPEOHOCTEN KOHKPETHOTO 00YYaroIIerocs.

Peanuzanys oCHOBHBIX porpaMM npodeccuoHasbHOro 00y4YeHUs COMPOBOKIAETCS
MPOBEJICHUEM MPOMEXKYTOUYHOM arTecTanuu obOydaromuxcs. PopMbl, MEPUOAUIHOCTh U
MOPSIZIOK TPOBEJICHUS] MPOMEKYTOYHOM aTTecTaliii OOyYarolUXCs YCTaHABIUBAIOTCS
opraHu3aIuen, OCyIecTRISIONEeH 00pa3oBaTeIbHYIO JeATeIbHOCTh, CAMOCTOSATEIBHO.

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

KBanudukannoHHbI 9K3aMeH TMPOBOAUTCS OpraHU3aIlMel, OCYIICCTBISIONIEH
00pa3oBaTEIbHYIO ACATEILHOCTD, JI ONPECICHUs] COOTBETCTBUS MOJYUYCHHBIX 3HAHHM,
YMEHUN Y HAaBBIKOB MporpamMMme MmpodheCcCHOHAIIBHOTO 00YYEeHHUSI U YCTAHOBJICHUS Ha ATOU
OCHOBE JMIIaM, TWpOLIEAUM TpodeccuoHanpbHOe 00yueHHe, KBATU(PUKAITMOHHBIX
pa3psioB, KJIACcCOB, KaTEropui 1O COOTBETCTBYIOIIUM TpodeccusiMm  padbouux,
JOJKHOCTSAM CITy>KaIlKX (MPU HAJTMYUU TaKUX Pa3psiioB, KIACCOB, KATETOPHIA).

@®opMbl  TIpoBeNEHHUS ~ KBAIM(PUKALMOHHOTO  JK3aME€HAa  yCTaHABJIMBAIOTCS
opraHu3zanuei, OCyliecTBIsAoIed 00pa3oBaTeNbHYIO AesTEIbHOCTb.

JIuto, ycnenHo craBiiee KBaTu()UKAIMOHHBIN SK3aMeH, MOJTy4YaeT KBaTu(UKAIUIO
no mnpodeccun pabovero, MOHKHOCTH CIYXKAIIeTo C TMPUCBOEHHWEM (IIPU HAJIUYUH)
KBAJIM(DUKAIIMOHHOTO pa3psjia, Kilacca, KaTeropuu Mo pe3yiabTaTaM NpodeccuoHaIbHOTO
oOy4eHHMsI, YTO TOATBEPKIACTCS ITOKYMEHTOM O KBalu(dUKauu (CBHIETEIHCTBOM O
npodeccrun pabodero, JOIKHOCTH CITYXKaIIEro).

Kpanudukanus, ykaspiBaeMas B CBHACTEIBCTBE 0O mpodeccuu padouero,
JOJKHOCTUA CIIY’Kallero, JaeT ero oOJagaTeNio MpaBO 3aHUMATHCS OIpPEIeICHHON
npodeccuoHaIbHON AESTENBHOCTBIO WM BBITOMHSATH KOHKPETHBIE TPYIOBBIE (DYHKIIHH,
JJI1 KOTOPBIX B YCTAHOBJIEHHOM 3aKOHOJATEIbCTBOM Poccuiickonn denepanuu mopsijKe
OTIpeJICNICHBl 00s3aTeNIbHbIE TPEOOBaHUS K HAIWYUIO KBATM(PUKAIKUHU TO PE3yibTaTam
npodeccuoHanTpHOTO OO0Yy4YEHUS, €CITM HWHOE HE YCTAaHOBICHO 3aKOHOJATEIHCTBOM
Poccuiickoit @enepanum.

Opranuzanuu, OCYILECTBIISIIOLINE o0pa3oBaTeIbHYIO NEeATENbHOCTb,
CaMOCTOSITETIbHO YCTAaHABIMBAIOT OOpa3llbl BHIIABAEMOTO CBHUICTEIBCTBA O TMpodeccuu
pabouero, JOMKHOCTH CIIYXKAaIEro, U ONPEAESIOT MOPAIOK MX 3alOJIHEHUS W BbIJAyU.
[Tpu ompeneneHuM MOpsiAKa 3aMOJHEHHS, y4eTa M BBIJAYd CBHUJETEILCTBA O Mpodeccuu
pabouero, JOJDKHOCTH CIHY)KAlller0O B HEM TaKXe MpeaycMaTpuBaeTcsl MOPSIOK
3ar0JIHeHHUS], yUeTa U BblJlauu JyOJIMKaTa YKa3aHHOTO CBUAETEIbCTBRA.

Jluuam, He OPOLIEAIIMM WTOTOBOM ATTECTAllMM WJIM MOJYYUMBIIMM HAa WTOrOBOM
aTTECTAllMU HEYAOBJICTBOPUTENbHBIE PE3YJbTAaThl, a TaKXKe JIHMIAM, OCBOUBIIMM 4YacCTb
OCHOBHOHM MporpaMmbl MpPOPECCUOHATBHOrO OO0y4YeHHUs] W (WJIM) OTYUCICHHBIM U3
OpraHu3aluu, OCYIIECTBISIONIECH 00pa30BaTEIbHYIO JEATEIbHOCTD, BBIJJAETCA CIpaBKa 00



o0y4eHUr WM O mepuojae oOydeHus Mo oOpasily, CaMOCTOATEILHO yCTaHABIMBAEMOMY
opraHu3aluei, OCylIeCTBISAOMENH 00pa30BaTENbHYIO AESTENbHOCTb.

Heap AxanTupoBaHHOM OCHOBHOM NPOrpaMMbl IPogecCHOHAIBHOI0 00yYeHHs
— TOporpaMMmbl  MPO(ECCHOHANBHOM  MOArOTOBKM 1o  mpodeccun  «Cekperaphb-
aIMUHUCTpATOp» — (OpMUpOBaHHE Yy OOydarIMUXCs MNpodhEeCCUOHAIBHBIX 3HAHUM,
YMEHHUI ¥ HaBBIKOB 1O MPOQECCUu.

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
opraHuzauud oOy4eHuss 1o npodeccur CeKpeTapb-aMUHUCTPATOP, IUIAHUPOBAHUS
oOydeHHs] C TPUMEHEHHUEM TEXHUYECKUX CPEACTB, IMpHUeMaM OO0y4YeHUS B pPeallbHbIX
yCIIOBUSIX, Ha POU3BOJICTBE.

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  IUIaHa,  KaJeHJapHOro  y4deOHoro  rpaduka  TEOPETHYECKOTO U
POU3BOJICTBEHHOTO  OOy4YeHHs, padouux MpOrpaMM, OIEHOYHBIX MaTEpPHUasoB,
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
MOCJIETYIOIEM B TPO(heCCHOHATBHOM NeITeTbHOCTH) TaHHOM paboueii mpodeccuu.

JIns Bcex BUAOB ayOUTOPHBIX 3aHITUN AaKaJEMUYECKUMU 4Yac 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
rpad K COCTABISIOTCS C yU€TOM OCOOECHHOCTEH 3aKa3umKa.

dopma peau3anuu NPOrpaMMbl — OYHasl ¢ YacTUUHBIM npuMeHeHueM JJOT.

C ydetoM ocoOeHHOCTE © 00pa30BaTEIbHBIX MOTPEOHOCTEH KOHKPETHOTO
oOydJaromerocst (cCiymaresis), B COOTBETCTBHHM CO CHEIU(HUKON ¥ BO3MOXKHOCTSIMH
00pa3oBaTeILHOM OpraHW3aIlii, Ha OCHOBAaHMM JEUCTBYIOIIETO 3aKOHOaTelbcTBa PD u
JIOKaJbHBIX aKTOB 00pa30BaTelIbHOW OpraHU3allvu, ISl OTAEIBHOTO OOY4YaroUIerocs: Wiu
IpyIIbl 00yYaOMIUXCSd MOXKET OBbITh OpPraHMW30BaHO OOYYEHHE MO HHAUBUIYATbLHOMY
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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.

Ha oOyuenne B OOO VII «TexHocdepa» mo oOpa3zoBaTeiabHbIM IporpamMmmam
npo(ecCHOHaTbHOT0 00YUYEHUS! MPUHUMAIOTCS JIUIAa C OrPAHUYEHHBIMH BO3MOXHOCTSIMU
310poBbst - uHBIMAB II m III rpynm 1mo ciyxy, KOTOpPBIM COTIJIACHO 3aKJIIOYEHHUIO
(denepanbHOTO YUYPEKIEHUS MEIUKO-COLMAIbHON 3KCIEPTU3bl HE MPOTUBOMOKA3aHO
oOydeHHe 1o JaHHOU MpOorpaMmMme.

OOyueHue JHI] C OrPAaHUYCHHBIMH BO3MOXKHOCTSIMU 310pOBbsi, nHBamua0B II u III
IPYHI IO CIYXY OCYIIECTBIISIETCS MO y4eOHOMY ILJIaHy.

[Ipu nmomyyenun od6pazoBanuss B OOO VI «Texnochepa» BblleyKa3aHHBIE JIMLA
oOecreunBaroTCs OeCIIaTHO Y4eOHBIMU MOCOOUSAMH U MHOM y4eOHOU JTUTEPATYPOI.

JIlula ¢ OorpaHMYEeHHBIMM BO3MOXXHOCTSMH 37I0pPOBBbSI MpPH TMOCTYIUICHHH MOAAIOT
CTaHJAPTHBIM HAOOp TIOKYMEHTOB W MPEJCTABISAIOT MO CBOEMY YCMOTPEHHIO OpPUTHMHAI
WIN KCEPOKOIMIO OJTHOTO M3 CIEAYIOIIMX JTOKYMEHTOB: 3aKIIOUEHHUE ICUXOJIOr0-MEINKO-
NeAarortuecko KOMHUCCUH; CHpPaBKy 00 YCTaHOBJIEHUUM WHBAIUIHOCTH, BBIJAHHYIO
benepanbHbIM YUPEKIECHUEM MEJIUKO - COIIMAIbHON KCIIEPTHU3bI.

B nensx goctynHoctu npogeccuoHalbHOTO 00ydeHUsl 00yJaronuMcsl UHBaIUAaM U
JUILAM C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 37J0POBbsI 110 CIIyXYy 00€CIIeUnBaeTCs:

—  IPOBEIEHUE TEKYIIEro KOHTPOJIA YCIEBAEMOCTH, IPOMEXKYTOYHOH W
UTOrOBOM aTTecTaluy 00y4aromuXxcs ¢ y4€TOM OrpaHMUYEHUI 310pOBbS;

—  HCIIOJIb30BAHHUE METOJI0B O0YUYEHUS], UCXO/s U3 UX JTOCTYIHOCTH;

—  IPUCYTCTBHE CYpPIONEPEBOJYMKA HA JOroBOpHOM ocHoBe ([lorosop
BO3Me3HOTr0 okazaHus yciyr Ne 6/u ot 06.08.2024r.);

—  NPaBOBOE KOHCYJBTUPOBAHUE O0YUYaAOLIUXCS.

IINIAHUPYEMBIE PE3YJIBTATHBI

[Tnanupyembie pe3ynbTaThl 00ydeHusi mo IIporpamme chopmupoBansl ¢ ydeTom
TpeOOBaHN HOPMATUBHBIX JOKYMEHTOB.

XapakTepucTuKa KBAJIUPUKALMH.

OpranuzaliiioHHOE 00eCIeUeHHE NESITENbHOCTH OpraHu3aluu.

YpoBenb kBamupukamm — 3.

Bo3MoxHbIE HANMEHOBAHUS CekpeTrapb-aIMUHUACTPATOP
JOJDKHOCTEH, mpodeccuid

TpeboBanust kK 00pa30BaHUIO U Cpennee oOmiee oOpa3oBaHue

00y4EeHHIO [IpodeccrnonanpHOE 00ydeHUE - TPOrPaMMBI PO HECCUOHATBHOM
MOJATOTOBKHU TIO JIOJDKHOCTSM CITYKaIl[UX, TPOTPAMMBI
NEPETOArOTOBKH CIYXKAIIUX, POTPAMMbI TIOBBIIIICHUS
KBaTM(DUKAIIMK CITYKAIIUX

TpeboBanus K ONBITY -




IIPaKTUYECKON pabOThI

Oco0ble ycrmoBHs IOMyCKa K -
paboTe

Jpyrue xapakTepucTUKH -

JlonoJIHUTEIbHBIE XapAKTEPUCTUKU

HaumeHnoBanue nokymeHnra Kon HanmenoBanue 6a30B0ii IpyNIibl, T0DKHOCTH
(mpodeccun) niM CrienUuanbHOCTH

OK3 4226 Cayxamrie B mprueMHo# (o01ero mpoduiis)

OKIIATP <3> 26353 CekpeTapb-MalIMHUCTKA

<3> OO6mepoccuiickuii knaccuduratop npodeccuit pabodnx, JOIKHOCTEH CIYKAITUX U
Tapu(pHBIX pa3psAIoB.

Ilepeyennb npodeccHoOHAIBHBIX KOMIIETEHUMH (TPYAOBbIE (PYHKIMHU) —
XapaKTePUCTHKA KOMICTeHIIMM:

Komnerentus (tpynoBas ¢ynkuus): 1. Tlpuem um pacnpenenenue Ttene(OHHBIX
3BOHKOB OpraHu3aluu

TpynoBbie neficTBus [lepenanpasienue TeaedOHHBIX 3BOHKOB PYKOBOJCTBY U
COTpPYIHHUKAM OpraHu3aluu

Peructpanus moctynatonux teneOHHBIX 3BOHKOB
[Tony4yenune HeoOX0UMOM HH(POPMALIUK U TIepeaayda
CaHKIIMOHUPOBAHHOW MHPOpMAIIKU 10 TenedonHy

HeobOxonumbie ymeHus Hcnonp30BaTh TEXHUYECKUE U IPOrPAaMMHBIE CPECTBA IS
IIPOBEJICHHUS TOJIOCOBOM WU BUACO-KOH(PEPEHII-CBI3U
Hcnonp3oBaTh cpeacTBa KOMMYHUKAIIMOHHON OPITEXHUKU
JUTSI TIOJTyYEHUS U Tiepeiadyu HHGOpMaIiH

Bectu ydeTHbie peructpaiiioHabie (POPMBI, UCTIONH30BAThH
uX J1si ”HGOPMAIIMOHHON pabOThI

VYcTanaBauBaTh KOHTAKT C COOECETHUKOM, MOJACPKUBATH U
pa3BHUBATh JICIOBYIO Oecemy B mpoliecce TenedOHHBIX
IIEPErOBOPOB

CriaxxuBaTh KOH(GIUKTHBIE U CIIOKHBIC CUTYAIHH
MEKIIMYHOCTHOTO B3aUMOJECHCTBUSA

Cobroath Cy>KeOHBIN STHKET

HeobOxonumplie 3HaHUS OyHKINH, 3a]]a4H, CTPYKTypa OpraHu3alliu, €€ CBI3U
[IpaBuna B3anMOAEUCTBUS C MAPTHEPAMHU, KIIMEHTAMH,
CpelncTBaMH MaccoBoi MH(MOpMaIuu

DTHKa JEJI0BOr0 OOIIEHUS

[IpaBuna peyeBOro sTUKETa

TpeGoBanust 0XpaHbl Tpyia

[TpaBuiia 3anuThl KOH(OUICHIIMATBHOMN CITyKEOHOU
uHdopManuu



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

‘ Jlpyrue xapakrepucTuku

Komnerenuusa (tpynosast ¢ynkuwus): 2. Opranuzaiusi paboTbl C MOCETUTEISIMU
OopraHu3anuu
TpynoBeie aencTBUsA Berpeua nocerurenei, noaydeHre nepBUYHON HHPOpMauu
0 MOCETUTEJIIX U TOMOIIb B OpraHu3aliK UX IpremMa
PYKOBOJIUTEIEM U COTPYIHUKAMU
Benenue xypHana 3anucu noceTuTenen
VYyer noceruteneit u ohopmiiIeHHE MPOITYCKOB
CopeiicTBue OnepaTUBHOMY pacCMOTPEHUIO MPOCHO U
IIPEJIOKEHUN [IOCETUTEIIEN
[Ipuem u nepenaya 1OKYMEHTOB OCETUTENEH PYKOBOJCTBY
U COTPYJIHUKaM OpraHu3aluu
Opranuzanus 1 OpoOHUPOBAHHE NTEPETOBOPHBIX KOMHAT
CepBupoBka yaitHoro (kogeitHoro) cromna B oduce
[Ipurorosnenre HaMUTKOB (Yaid, Kode, MPOXIATUTETbHbIE
HAIUTKH )
HeoOxonumbie ymeHus OO6marbes ¢ MOCETUTENAMU
Hcnonb3oBaTh yCTAHOBIIEHHBIE MPAaBUIIA U MPOLIETYPbI
KOMMYHHKAlMY BHYTPHU OpraHu3aluu
Bectu yuetHbie (hOpMBI, HCTIOJIB30BATh UX JJIs1 paOOTHI
Co3naBaTh MONOKUTEIbHBIN UMUK OpraHU3aIuu
[TpuHUMATE MEpHI MO pa3peiIeHrnI0 KOHPIUKTHBIX CUTYaIHH
[TpumensTh HHGOPMAITMOHHO-KOMMYHHUKAIITMOHHBIE
TE€XHOJIOTUU
O6ecrieunBaTh KOHPUACHIINATBHOCTh HHPOPMAITUN
Heob6xoaumele 3HaHUS [IpaBuiia opranu3zanuu npueMa rnoceTUTeNeH
[IpaBuia n1emoBOro OOIICHUS
CtpyKTypa opraHu3aluy U pacupenenacHue GyHKIUN MEXITy
CTPYKTYPHBIMHU MOJPa3/ICICHUSIMU U CHIELIHATNCTaMU
[IpaBuna opranu3zanuu mprueMoB B odrce
[IpaBuna cepBUpPOBKH YaliHOTO (KOGEHHOTO) CTOJNA
[IpaBuiia MpUroTOBIECHUS U MOJAYU TOPSAUYUX HAITUTKOB U
3aKyCOK K HUM
DTHKa 1eTOBOTO OOIICHUS
[IpaBuna peyeBOro sTUKETa
TpeOGoBanust oxpaHsl Tpya
[TpaBuna 3amuTsl KOHPUICHIIMATEHON CITY)KEOHON
uHGbOpMaITIH
Jpyrue xapakTepuCTUKu | -

Kommerennus (TpymoBas ¢yHKIuMsA): 3. BhIMOTHEHHWE KOOPIAUHUPYIOMINX H
obOecneunBaromnX QYHKIUN
‘ TpynoBbie AeHCTBUS ‘ Benenue xxypHana pa3be30B paOOTHUKOB OpraHU3aluu




Koopnunanus paboTel KypbepOB U BOAUTENIEH OpraHU3alNU
Benenue xxypHana pa3be30B KypbepOB OpraHU3aluu U
MapIIpyTOB BOAUTEICH

CocraBieHue CIpaBKy O pa3be3gax pabOTHUKOB, KypbepOB
U MaplIpyTax BOAMUTENEH OpraHu3aluu

Heo6xoaumpbie ymenns | COCTaBIsATh M BECTH YUETHBIC JOKYMEHTHI

[TpuMeHATH cpecTBa KOMMYHUKAIIMH JUTSI TIEpEIadn
NOPYYEHHUI PyKOBOJIUTEISI U COTPYIHUKOB OPTaHU3AINN
[IpumeHsTH cCOBpeMEHHBIE CpecTBa cOopa, 00pabOTKU U
nepenayn nHpoOpManun

OreHUBaTh PE3YNIBTATHI B paMKaX IMOCTABJICHHBIX 33/1a4
OcyImiecTBIATh KOHTPOJIb UCIIOTHEHUS TIOPYUYCHUH
PYKOBOAMTENS COTPYIHUKAMHU

HeoOxonumble 3HaHUS IIpaBuna peyeBoro sTUKeTa

OTHKa JeJI0BOro 001EeHUs

TpeOGoBanust oxpaHsl Tpyaa

[IpaBuna 3amuThl KOHPUACHIMATBEHON CITY)KEOHOM
uH(bOpMaLIH

CtpykTypa opraHu3allii U pacnpeencHue GyHKIUH MEXITy
CTPYKTYPHBIMHU IIOAPA3AEICHUSIMU U CIIEHIHAINCTAMU

Jlpyrue xapakTepucTuku | -

OPI'AHMBAIIMOHHO-ITEJAT'OI'MYECKHE YCJIOBUSA

OOpazoBaTenbHbIN TMPOIECC OCYIIECTBISIETCS Ha OCHOBAHWM YYEOHOro TUIaHA H
pPETIAMEHTUPYETCS PACIIMCAHUEM 3aHITHH ISl KOKI0H yueOHOM TPYIIIIHL.

Pe:xum 3ansiTum: He 60Jee 8 4acoB B JICHb.

MarepuajbHO-TeXHUYECKOe o0ecredeHne 00pa3oBaTeILHOI0 MpoLecca

MarepuajibHO-TeXHUYECKHE YCIOBHS:

TeopeTudeckoe o0ydyeHue:

JlanHast yueOHasi mporpaMma peajusyeTcss Mo ouyHoi Qopme oOydeHus c
gactTruuHbIM npuMenenneM J1OT, mpu KoTopo 00ydaromuiicss OCBaUBaET TEOPETUIECKYIO
4acTh MPOTPaMMBbl C TENArOTUYECKUM PAOOTHHKOM WM CaMOCTOSTEIHHO (YIAJIEHHO) C
WCIIOJIb30BAaHUEM DJIEKTPOHHON WH(GOPMAIIMOHHO-00pa30BaTeIbHON Cpenbl  (CUCTEMBI
JTCTAHIIMOHHOTO 00yYEeHU).

KoMmmyHMKamu ¢ mnegarornyeckuM pabOTHUKOM OCYHIECTBISIFOTCS TMOCPEICTBOM
YKa3aHHOU Cpenbl (CUCTEMBI), a TakKke WH(HOPMAIIMOHHO-TEJICKOMMYHHUKAIIMOHHBIX CETEH,
o0OecreunBaIUX TMepeaadyy 1o JUHUSM CBS3M HHPOpMAIMM W B3aWMOJICHCTBHE
O0Oy4YaroIMXCs U MeJarorn4ecKuX pabOTHUKOB.

OnextponHas uHpoOpMaMOHHO-00pa3oBaTenpHas cpena (OMOC) BkmodaeT B ceds
AJIEKTPOHHBIE HH(OPMAIIMOHHBIE PECYPCHI, BJIEKTPOHHBIE O00pa30BaTEIbHBIE PECYPCHI,
COBOKYIMHOCTh WH(OPMAIIMOHHBIX TEXHOJIOTUH, TEIEKOMMYHUKAIIMOHHBIX TEXHOJOTHUH,
COOTBETCTBYIOIIUX TEXHOJOTMYECKUX CPEACTB, KOTOpbIE OOECNEeUnBAIOT OCBOCHUE
TEOPETUYECKON YaCTH MPOrpaMMbl B TIOJIHOM 00BbEME HE3aBUCHMO OT MECTa HAXOXKJICHUS



oOyuaromuxcs (nanee - CJ1O).

CHO BxiroyaeT B ceOsl MOAYJIbHYIO OOBEKTHO-OPUEHTUPOBAHHYIO JUHAMUYECKYIO
y4eOHYI0 Cpelly C YYE€TOM AaKTyaJbHbIX OOHOBJICHUW M MPOrPaMMHBIX JOMOJIHEHUH,
00ecrneynBaroIyo pa3paboTKy U KOMIUIEKCHOE MCIOJIb30BaHUE 3JEKTPOHHBIX KYpCOB U
UX DJIEMEHTOB.

Hoctyn oOyuatomuxcs k CHO  ocymecTBisercs CpeAcTBaMH  BCEMHUPHOU
KOMITbIOTEpHOM ceTu HHTepHET B KPYIJIOCYTOUHOM pEXHME O€3 BBIXOAHBIX JHEM.
[IpousBoauTcst apropuszanus ciymarened. JJocTyn K JUYHOMY KaOMHETY CiymiaTens —
WHJVWBHUAYaJbHOE IMpUIVIAllleHue ¢ ccbuikod s Bxoma B CIIO  otmpasnsercs
COTPYJIHUKOM 0O0Opa3oBaTesibHOW opraHuzanuu. @opMor 3IEKTPOHHON HACHTU(DUKAIIUU
ABJSIETCS ~ MHAMBHIAyaJdpHOe mnucbMo-nipuriamenue B CJO, ortnpaBieHHOe Ha
ANEKTPOHHYIO TIoUTy oOyuaromeroca. O0yuaromuics nepexoauT Mo CChUIKE U3 MUChMa B
CHO, BBOOUT NepCcOHANbHBIN JOTUH (MEKTPOHHYIO MOUTY) U MAPOJIb.

VYyeOHble KaOMHEThI OCHAIIEHBI HEOOXOJUMBIMU CPEJICTBAMH O0YUYEHHUS:

HaumeHnoBanue Bup 3ansatuii HaumenoBanue o60opynoBaHus
CIIeLIMaJIM3UPOBAHHBIX
ayAUTOPUH
TeopeTnueckue u - CTOJI ¥ CTYJI JUIs IIPENOAAaBaTels;
VY4eOHbIil Kacc (Ha MO3TaKHOM IIPAKTUYECKHUE - YYEHUYECKHE CTOJIBI - 2 IIT.
Iu1aHe KoMHata 21) 3aHATUA -Y4E€HUYECKHUE CTYIbs — 2 IIT.

- HOyTOyK — 1 1mIT.

- MOV npuntep 3 B 1 — 1 mr.
- KOJIOHKH — 2. IIT.
-MUKpodoH — 1 mmIT.

- BUJleokaMepa — 1 miT.

Harnsigaeie matepuansl
(IEMOHCTPUPYIOTCS C  MOMOIIBIO
HOYTOYKA)

IIpakTuyeckoe o0yueHue:

Opranusyercs IyTeM  HETMOCPEACTBEHHOTO  BBITIOJHEHUS  OOYYaIOIUMUCS
OTIPEICTICHHBIX BUJOB pabOT, TMPAKTHYECKUX 3aJaHWi, CBSI3aHHBIX C Oyaymien
poeccCuoHambHOM NeITeTEHOCTBIO.

KanpoBoe o0ecnieueHue o0pa3oBaTeibHOTO NMpoLecca

IIpn peanu3anuu JaHHOM TPOTPAMMBI K  IEAArOrMYECKOM  JEATEIbHOCTHU
JIOMYCKAIOTCS  JINIa, WMEKIMmue npodecCHOHANbHOE WM BbICIIee OOpa3OBaHHE,
OTBEYAIOIIME KBATM(PUKAIMOHHBIM TpeOOBAHUSAM, YKa3aHHBIM B KBAIH(PUKAIIMOHHBIX
CIpaBOYHUKAX, U (WIM) OpOoEeCCHOHATBHBIM CTaHJapTaM, UMEIOIIUE MPOPECCUOHATBHOE
oOpa3oBaHue, 001a1aroMe COOTBETCTBYIOIIEH KBaM(PUKaIMel, UMEIOIIUe CTaX padoThl,
HEOOXOIUMBIN I OCYHIECTBJICHHUSI 0Opa30BaTEbHON JIESITEIBHOCTH IO peaIu3yeMoi
porpaMMe, B TOM YHUCJIE MacTepa MPOU3BOJCTBEHHOr0 00yueHus. K oOpa3zoBarenbHOMY
MPOILIECCY MOTYT ObITh TMPUBJICUYEHBI PYKOBOAWUTEIM U PAOOTHUKH MNPOPUIBHBIX




opraHu3auuidi W (WJaM) UMEoUMe OonbIT paboTel B cdepe oOpraHu3auud U
JOKYMEHTALIMOHHOTO oOecrieueHus yIpaBJIECHUS OpraHu3aluusIMH TOOBIX
OpraHu3alMOHHO-TIPABOBBIX (POPM.
NUTOI'OBASA U TIPOMEXYTOUYHASA ATTECTALUSA
Peanuzanms ApanTupoBaHHONW OCHOBHOW  MpOrpamMMbl  MPO(ECCHOHATBHOIO
o0ydeHus - mporpamMmbl podeccroHanbHOM MOATOTOBKHU MO mpodeccun «CekpeTaph-
aAMUHUCTPATOP»  COMPOBOXKAAETCA  MPOBEACHUEM  MPOMEXKYTOUHOW  aTTECTaluU

oOydaroruxcsa. DOpMbI, TEPHOIUYHOCTH M TOPSJAOK TPOBEACHUS IMPOMEKYTOUHON
aTTeCTallMM OOYYaIONIUXCS YCTAHOBJCHBI YYEOHBIM IUIAHOM, B COOTBETCTBHH C
JCHCTBYIOIIIMMU HOPMATUBHBIMU aKTaMH.

[Tomy4uBIIe Ha TPOMEKYTOYHOM aTTECTAIIMK HEYOBICTBOPUTEIBHBIC PE3yIbTaThI
710 UTOTOBOM aTTECTAIIMK HE JIOMYCKAIOTCH.

[IpodeccuonanpHoe O0Oy4YCHHE 3aBEpIIACTCS WTOTOBOW arTecTamuei B Qopme
KBaJIM(DUKAIIMOHHOTO 3K3aMEeHa.

KBanmudukannoHHbI 5K3aMEH MPOBOJMUTCS, JUJIS ONPEIACICHHUS COOTBETCTBUS
NOJIYYCHHBIX 3HAHWW, YMEHHMH W HaBBIKOB AJaNTHPOBAHHOW OCHOBHOW Iporpamme
npo(eCCHOHATBLHOTO OO0YYeHUS — TporpaMme Mpo(ECCHOHATBLHON IMOATOTOBKU  TIO
npodeccun «Cekperapb-aIMUHUCTPATOP.

KBanupukannoHHBIN SK3aMeH HE3aBUCHMO OT BHJIa MPO(PECCHOHAITBHOTO 00YUYCHUS
BKJTIOYACT B Ce0s MPAKTUUECKYIO KBATU(PUKAIMOHHYIO paboTy U IPOBEPKY TEOPETUICCKUX
3HaHWH B Mpejenax KBauu(UKAIMOHHBIX TPeOOBaHUH, yKa3aHHBIX B KBATH(DUKAITMOHHBIX
CIpaBOYHHMKAX, W (WiIK) TPO(EeCCHOHATBHBIX CTaHJAPTOB IO COOTBETCTBYIOIIUM
npodeccusM pabounx, JOJDKHOCTAM ciykamux. K mpoBeaeHuto KBanupUKAIMOHHOTO
9K3aMEHa MPHUBIIEKAIOTCS MPEJICTABUTEH padoToIaTeNIel, NX 00hETMHEHUH.

KonmuecTBO YacoB, OTBOAMMOE Ha U3YYCHHE OTACIBHBIX TEM MPOTPAMMBIL,
MIOCJICIOBATEIIBHOCTh UX H3YYCHHS, B Clydae HEOOXOIMMOCTH, pa3pemiaeTcsl M3MCHSATH
IpU YCIIOBUH, YTO MPOTPAMMBI OYAYT BHITIOJHEHBI MTOJHOCTHIO 110 COJIEPIKAHUIO U 00IIEMy
KOJINYECTBY YacOB.

YUYEBHBIA IIIAH
KoaunvecTBo yacoB
Ne B Tom uncie
o/ Pa3nennsl nporpamMmel Beero
JI 113 IMA
1. |Teopernueckoe oOyueHue 136 132 - 4
2. |llpaktuyeckoe oOydeHue 46 - 44 2
3. |Koncynpramus 2 - - -
4. |Wrorosas atrectanus (KanuhukanmoHHbIN SK3aMeH) 6 - - -
UTOro 190 132 44 6
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*Coxkpauenus B Tabnuue: JI — nekuun; I3 — npakTuyeckue 3aHaTus;

ITA — npoMexyTo4YHast aTTeCTaLMs.

YYEBHO-TEMATHYECKHA IIJIAH

KoaunuyecTBo yacoB

N HaumeHoBaHue pa3iesioB B Tom uncie
n/n Bceero
JI 113 A
Teoperuueckoe o0yueHue 136 132 - 4
1 |HUcropus nenonpousBojactsa B Poccun 4 4 - -
3aK0oHOJATENFHBIC U HOPMATHUBHBIC PABOBBIC AKTHI - -
2 | Poccwuiickoit @eneparuu B chepe 4 4
JOKYMEHTAIMOHHOTO 00SCTICUCHUS yITPABICHHUS
3 | ApxuBoBeneHUE 16 16 - -
4 ABTOMAaTH3aIUS JJOKYMEHTAIIMOHHOTO 00eCTIeYCHHUS 30 28 - 5
VIPaBIICHUS B OPraHU3aIAH
5 |BbymaxHsbIil TOKyMEeHTOOO0POT 12 12 - -
6 | DIeKTpOHHBIN JOKYMEHTOO00OPOT 8 8 - -
7 | JlokyMeHTHpOBaHHE YITPABICHUECKON NEeSITeTbHOCTH 8 8 - -
5 Cocrarienne U 0popMIICHHE OCHOBHBIX BHIOB 12 12 - -
JOKYMEHTOB
9 |Texuonorus paboThl C TOKYMEHTaMHU 8 8 - -
10 Opranu3anus KOHTPOJISI UCTIOJTHEHUsI, POPMUPOBAHMUS, 8 8 - -
VCTIOJTHCHUS M XpAaHCHHUS JeTT
11 |DtHka Tpyaa cekperaps-aIMHHUCTpATOpa 18 16 - 2
12 | TpeboBaHus oXpaHbl Tpyaa 8 8 - -
IIpakTHYecKkoe 00yueHHe 46 - 44 2
1 [Ipaktukym 1o nporpamme Kypca «Cekperapb- o4 i 24 i
aJIMUHUCTPATOPY»
IpakTHyeckasi KBaaupuKauMoOHHasi padoTa 22 - 20 2
Koncynbranmu k sKx3aMeny 2 - - -
Hrorosas arrecrauus (KBanudgukanuoHHbIi 6 i i i
IK3aMeH)
UToro 190 132 44 6

*CokparlieHus B TabuIie:

JI — neknuy; 113 — npaktuueckue 3ansatust; ITA — npoMexyTouHast aTTecTanus.

KAJIEHIAPHBIN YYEBHBIN IT'PAD®UK

Kanennapupiii yueOHBIM Tpaduk oOmpenenseT KOJIWYECTBO YUYEOHBIX HENelb B
COOTBETCTBHUH C TPYAOEMKOCTBIO U CPOKOM OCBOCHUS MPOIPAMMBI, & TAKXKE MOHEAEIBHOE
pacnpeneneHue y4eOHOM Harpy3ku Ha oOydaromnierocs. Jlatel Havama W OKOHYAHMS
o0y4YeHUsT yCTaHABIMBAIOTCS MO MEpPe KOMIUICKTAllMM TPyNl B TEUYEHUE BCErO

KaJICHAApHOI'O roaa.
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2 mecsna Bcero
Ne | HaumeHnoBaHue pa3aenoB HENEeNIU Mecsia
1 |2 13 |4 |5 |6 |7 |
KOJI-BO YacOB B HEEIIO
Teopernyeckoe o0yuenune 40 | 40 | 40 | 16 136
1 | Ucropus nenonpousBojictsa B Poccun | 4 4
3aKoHOIaTeNbHBIC 1 HOPMATHBHEIE
IIpaBoBbIE aKkThl Poccuiickoi
2 | ®enepanuu B chepe 4 4
JOKYMEHTAI[HOHHOTO 00ECTIeYeHHUS
yIIpaBJICHUS
3 | ApxuBoBeeHUE 16 16
ABTOMaTH3aIWMS TOKYMEHTAIHOHHOTO
4 | obecrieueHus yIpaBJICHUS B 16 | 14 30
OpraHu3aIum
5 | BymaxHbIit JOKYyMEHTOOOOPOT 12 12
6 | DIeKTPOHHBII TOKYMEHTOOOOPOT 8 8
7 JIOKyMEHTHPOBAaHHUE YIIPaBIECHYECKON 6 2 8
JEATEIbHOCTH
5 CocraBnienue u oopmIICHHE 12 12
OCHOBHBIX BHJIOB JOKYMEHTOB
9 | TexHonorust paboOTHI C JOKYMEHTAMH 8 8
Opranuzanys KOHTPOJISI UCTIOJIHEHN,
10 | popmMupoBaHUs, UCTIOTHEHHS U 8 8
XpaHEHUS e
11 DTHUKa TpyAa ceKpeTaps- 10 | 8 18
aJIMMHHCTpaTOpa
12 | TpeboBaHust OXpaHbl Tpyia 8 8
IIpakTHYecKoe 00yueHHe 24 | 22 46
[IpakTuKy™m 1o mporpamme Kypca
1 24 24
«CekpeTapb-aIMUHUCTPATOP»
IIpakTHyeckas
22 22
KBAJTM(PUKANMOHHAs padoTa
KoHcynpTanym K 3K3aMeny 2 2
Hrorosas arrecranus
" 6 6
(KBasndukanmoHHbIN IK3aMeH)
UTOro 40 | 40 | 40 | 40 | 30 190
PABOYAS ITPOI'PAMMA.
COJEP KAHHUE PA3JIEJIOB
TeopeTnueckoe o0yueHune
1. UcTopus nesonpousBoacrea B Poccuu
3apoKIeHuE JEIOMPOU3BOACTBA B JPEBHEPYCCKOM IOCYIapCTBE.
JIOopeBOMIOIIMOHHOE OTEYECTBEHHOE JEIIOITPOU3BOICTBO. IIpukasnoe
ACIOIIPOU3BOACTBO. Konnexckoe ACIOIIPONU3BOACTBO. HcnomauTteapHOE

ACIOIIPOU3BOACTBO. ﬂeHOHpOI/BBOI(CTBO B COBCTCKYIO 3I10XY.
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2. 3akoHoxaTellbHble M HOPMATHBHbIE MNpaBoBble akKThl Poccuiickoii
®enepaunu B cepe TOKYMEHTALMOHHOI0 00ecrieYeHUsl YIpaBJIeHUs

HopmatuBuble noxymentsl. dDenepanbHble 3akoHbl. HopMaTtuBHBIE — AKTBI
[Ipe3unenta u [IpaButensctBa PO. JlokyMeHThI (eaepabHbIX OpraHOB UCTIOIHUTEIbHON
Brnactu. ['OCTsL.

3. ApxuBOBe/JeHIe

Opranuzaius JOKyMeHTOB B npejaenax ApxuBHoro gonna Poccuiickoit @enepannu
(nepBbiii  ypoBenb). Knaccudukauus. Cucrematusauus. ['ocymapcTBeHHas 4acThb
Apxusnoro ¢ponna P®. Herocynapcrsennas yacts ApxuBHoro ¢ouaa PO. Jleno3urym.

Opranuzaius JOKyMEHTOB B MpeJienax apXuBoB (BTOpoi ypoBeHb). Bunbl paboT mo
(¢onaupoBanuto. OnpeneneHue rpaHul apxuBHoro ¢onpa. OmnpeneneHue (HoHAOBOM
IPUHAIJIE)KHOCTH TOKYMEHTOB.

Opranuzanus JTOKYMEHTOB B IIpejeliax apXUBHOTO (oHAa (TpEeTHil YpOBEHbD).
OcHoBHBIE KIaccu(UKAIMOHHBIE TpPHU3HAKH. BTOpocTeneHHble KiacCU(pUKAIIMOHHbBIE
npusHaku. OObenuHEHHbIH apxuBHBIA (oHA. DopMbl KIACCUPUKALUOHHBIX CXEM.
CrniocoObl opranu3anuy JOKyMEHTOB apXUBHOTO (OHA.

KommnekroBanue apxuBOB JoKymMeHTamu ApxuBHOro ¢onna Poccuiickoit
denepauuu M APYTMMU  apXUBHBIMH JOKyMEeHTamu. IIOHATHE O KOMIUIEKTOBAHUHU.
KomnnekroBanue. Panr apxuBa. Tunm apxuBa. Buabl paOoT mo KOMIUIEKTOBAHMIO.
OnpeneneHne  UCTOYHUKOB — KOMIUIEKTOBaHMs.  OpraHums3anuss — KOMIUIEKTOBaHUS.
KoMmrIuiekroBanue 1OKyMEHTaMU POCCUNCKOTO IIPOUCXOKICHUS.

OkcrepTu3a LEHHOCTH JOKyMeHToB. IloHdaTne 00 »5SKcnepTusze LIEHHOCTH
NOKYMEHTOB. Kpurepuu >3KCnepTH3bl LEHHOCTH JIOKYMEHTOB. OKCIEpTH3a LIEHHOCTHU
JOKYMEHTOB Mo mnepeyHsM. OTOop Ha XpaHEHHME YHHUKAJIbHBIX U 0CO0O LIEHHBIX
NOKyMeHTOB. OpraHu3anys poBEACHUS SKCIIEPTU3bI LICHHOCTH JOKYMEHTOB.

[Tonatue 00 onuvcaHuu JOKYMEHTOB U JIEJI.

Onucu nen, TOKyMEHTOB. MeToluKa COCTaBIEHUS ONKMCH W WUTOTOBBIX 3aIMCEM.
Mertoauka coCcTaBIeHHUs CIIPABOYHOTIO aIlapara K OIUCH.

4. ABroMaTu3anusi JAOKYMEHTALMOHHOrO o0ecneyeHHsl YNpPABJEHUS B
OpraHu3anumn

Bunbl cuctem aBromaTuzanuu enonpou3Boictea. OCHOBaHUS I KiacCU(PUKAIINH
cucteM JernonpousBoiacTBa. Ilo Bo3MoxkHOCTHM HacTpoiiku. Uto mnpemocraBiser 1C
Hoxymentoobopor 8 KOPIL [Io ob6mactu oxBaTa YyYacTHUKOB. BHyTpeHHUI
nokymeHTtoobopot (CO/I). Buemnuit mokymenToobopor (2J10). dyuknumonan COJ] u
940 B 1C:Hokymentoobopor 8. Bxomsmwme wu HMcxopsamue (KaHUEspus).
OpranuzanuronHo-pacnopsiautenabuble  1okyMeHTsl (OPJ]). KagpoBble HOKYMEHTHI.
JloroBopHble JOKYMEHTHI. 110 oprann3auinoOHHON CUCTEME B3aUMOAECHUCTBHUS COTPYAHUKOB.
Poccuiickas cuctema Jenonpou3BOACTBA. 3apyOeKHbIE CHUCTEMBI JEIOMPOU3BOICTBA.
VYuusepcanbhbiii 1C:JokyMeHTO000pOT. PekoMeHaaMu 3KCHepTOB MO BHIOOPY CHUCTEMBI
JETONPOU3BOJICTBA.

ABTOMAaTH3a1Ms JOKYMEHTAIHOHHOTO 00ECTIEUeHUS YIPABJICHUSI B OPraHU3aIiu.
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Nudopmaiiusi: CynHOCTh U ONIPEICIICHUE.

[ToHATHSA «TOKYMEHT» U «3EKTPOHHBIN JOKYMEHT.

[lonsiTue MHGPOPMALIMOHHBIX TEXHOJIOT .

NudopmaTuzanus JOKYMEHTALIMOHHOTO OOECIEeUYeHUsl YINpaBiIeHUS M apXUBHOIO
nena.

OcHOBHbIE OOBEKTHI W NPUHIUIBI aBTOMATHU3alMd pPabOThl C JOKYMEHTaMH.
OOBbeKThl aBTOMATU3aUU PAOOTHI ¢ ToKyMeHTaMu. OCHOBHbBIE CTAJUU KU3HEHHOTO LUK
MOCTYMAIIUX (BXOASIINX) JOKYMEHTOB. (OCHOBHBIE CTauM >KU3HEHHOIO IUKJA
OTMPABIISIEMBbIX  (MCXONSIMKNX) JOKYMEHTOB. OCHOBHBIE CTaIUM >KU3HEHHOTO IIMKJa
BHYTPEHHUX JOKYMEHTOB. [I[pUHIINIIBI aBTOMATH3AIIMN PAOOTHI C TOKYMEHTAMH.

OcHOBHBIE (PYHKIIUU CUCTEM DJIEKTPOHHOTO JJOKYMEHTO000POTA.

ba3pl maHHBIX W TNpUKIAgHOE MporpaMMHoOe oOecreueHue. bas3bl JaHHBIX Kak
CpeACTBO XpaHeHus U 00paboTku mHpopmarmu. Knaccudukanus 6a3 nanabix. CUCTEMbI
yTpaBiieHus: 6a3aMu JIaHHBIX.

OO6miast ~ XapakTEepUCTHKAa  COBPEMEHHBIX  HH(POPMALMOHHBIX  TEXHOJOTH,
UCIIOJIb3YeMbIX B paboTre ¢ JoKyMeHTamMH. KOMIBIOTEpHBIE TEXHOJOTUU CO3JaHUs
nokymeHToB. Knaccudukaius mporpaMM MoJaroToBK1 JOKYMEHTOB. PeueBbie TEeXHOJIOTHH.
[IpuknagHoe mnporpammHoe oOecrneueHrne. CoOBpEeMEHHbIE YHUBEpCAJbHbIE MAKEThI
O(UCHBIX TPOTPAMM.

CoBpeMeHHBbIE TYTH PA3BUTHUS CHUCTEMBI AJIEKTPOHHOTO JOKYMEHTOOOOpOTa H
CUCTEM aBTOMAaTH3allMU apXUBHOTO Jea.

OreyecTBEHHBIM  PBIHOK  CHEUUAIM3HPOBAHHBIX MPOrpaMM  aBTOMATH3aLUU
JOKYMEHTAIIMOHHOTO 00€CcTieueHusl YIIPABICHHs U apXUBHOTO Jea.

NHTEepHEeT-TeXHOIOTMH B JIOKYMEHTAallMOHHOM OOECTeUYeHUU YIpaBiICHUS U
apxuBHOM jeine. [loctpoenne u pyHKIMoHUpoBaHue cetn MHTEpHET.

Bo3M0XHOE  UCIOJNB30BAHME  WHTEPHET-TEXHOJOTUA B JOKYMEHTAI[MOHHOM
o0ecCIieueHUN YIPaABICHUS U APXUBHOM JIEJIE.

CpenctBa 3amuTthl HHGOpPMAIMU B HHPOPMAIIMOHHBIX CHCTEMAaX, HUCIIOJIb3yEMbIX B
JTOKYMEHTAIIMOHHOM 00€CTIeUeHUH YIPABICHHS 1 ApXUBHOM JIETIC.

OcHoBHBIE TpeOOBaHMSI W MEpHI IO 3alMTe WH(DOpPMAIUU, MUPKYIUPYIOMEH B
MH(OPMAITMOHHON CHUCTEME.

[IporpaMMHO-TEXHUYECKHE  METOJBI  3alUThl  HHPOpManuu. 3amura  OT
BpPEIOHOCHBIX mporpamm. IlyTu pacnpocTpaneHuss BUpyCHBIX yrpo3. Buasl Bpe1oHOCHOTO
nporpaMMHoro ooOecrnieueHus. Ilpusnaku 3apaxkenusi. I[lpoakTuBHas 3ammMra OT
BPEIOHOCHBIX MPOTrPaMM. 3aIIUTA CUCTEMBI JJIIEKTPOHHBIX COOOIIEHUH.

5. BymakHbIil JOKYMEHT0000pOoT

[lonsitue nokymenra. Kiaccudukanuss pokymentoB. DyHKIMU JOKYMEHTA.
Odopmnenre  JOKYMEHTOB, PEKBU3UTHI  JIOKYMEHTOB. PEKBU3UTBHI  JOKYMEHTA.
IOpunnyeckass cwia nokymenta. Pakcumwie. Hakazanus 3a Mmoaienky JTOKYMEHTOB.
VYrpo3sl 0€30macHOCTH  JTOKYMEHTOB. MeToapl 3alllUThl  OyMa)XKHbIX JIOKYMEHTOB.
HoxymenrtoBenenue. Jlokymentoodopor. Ciyxoba JJOVY.
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WucTpykius no nenonpou3BoAcTBy. [loncuer o6bema JOKyMEHTO000pOTA.

6. 1eKTPOHHBII JOKYMEHT0000pOT

Uctopusa u onpenenenue. FOpuanueckas cuia 3J€KTPOHHOIO JOKyMEHTa. MeTobl
3aIIUTHI AJIEKTPOHHOIO JOKYMEHTa. OJEKTpoHHas noamuck. FOpuanueckas cuna Il
Ataku nHa OIl. DOnextponnsiii nokymeHToo6o0poT (310). Cucrema >3JIEKTPOHHOIO
nokymentooboporta. Buasl COJ10O. CucteMsl 1eI100pOU3BOJACTBA. DIEKTPOHHBIE APXUBHI.
Workflow-cuctembr. Kommnekcupie wim ECM-cuctembl. Poymunr. Kak mpoucxomut
B3aMMOJICCTBUE B pOYMHHre. YTpo3bl uH(popmanumonHoi Oe3omacHoctu COJ0.
Pasrpannuenue npas noctyna B C3/10.

7. JIOKyMeHTHPOBaHHUe YIIPABJIEHYECKOIl 1eATeJTbHOCTH

CocTtaB peKBU3UTOB JJOKYMEHTOB.

[TpaBuna opopmieHrs peKBU3UTOB JOKYMEHTOB.

«I'ep6» (I'ocynmapctBennsiii 1ep0d Poccuiickoit ®deneparuu, rep0d cyObekTa
Poccuiickoit deaeparuu, repd (repaibIMUYeCKUid 3HAK) MYHHUIIUTIAIBLHOTO OOpa30oBaHMS)
(pexBu3ut 01).

«Ombnemay (pexBusut 02).

«ToBapHslii 3HaK (3HaK oOcaykuBaHusl)» (pekBu3ut 03).

«Kox ¢popmbl tokymeHTa» (pekBuszut 04).

«HaumenoBanue opranuzanumn» (pekBusur 05).

«HaumeHoBaHMe CTPYKTYPHOTO nojapasaenenus» (pekBusut 06).

«HanmeHnoBaHue TOKHOCTH JIMIIA — aBTOpPA TOKyMeHTay (pekBu3uT 07).

«CripaBouHbIe AaHHBIE 00 opranu3anuny (pekBu3uT 08).

«HanmenoBanue Buja 1okymMeHTa» (pekBu3ut 09).

«Jlata nokymeHnTta» (pexkBu3ut 10).

«PeructpaiimoHHbI HOMEp TOKyMEHTa» (peKBU3UT 11).

«CchlIKa Ha pETUCTPAIMOHHBIA HOMED U JaTy JOKYMEHTa» (PEKBU3UT 12).

«MecTo cocTaBiIEHUS WU U3AaHUs JOKYMEHTa» (peKBU3UT 13).

«'pud orpanuveHHs 10CTyMa K TOKYMEHTY» (PEKBU3UT 14).

«Anpecar» (pexkBusur 15).

«'pud yrBepx)aeHUS JOKYMEHTa» (PEKBU3UT 16).

«3aroJIoBOK K TEKCTY» (pEKBU3UT 17).

«Texct nokymeHnTa» (pekBu3uT 18).

«OTMeTKa 0 NPpUI0KEeHUU» (peKBU3UT 19).

«'pud cormacoBanms nokymeHTa» (pekBusut 20).

«Buza» (pexkBusut 21).

«[Toxmucky (pexBU3UT 22).

«OT™MeTKa 00 3JeKTPOHHOM MOANUCH (PEKBU3HT 23).

«ITeyats» (pekBU3UT 24).

«OT™MeTKa 00 uctosHuTEeNIe» (PEKBU3UT 25).

«OTMeTKa 0 3aBepEeHUH KOMUU» (PEKBU3UT 26).

«OTMeTKa O MOCTYIUJICHUU JOKYMEHTa» (PEKBU3HUT 27).

«Pe3omonusn» (pekBU3UT 28).
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«OTMeTKa 0 KOHTpoJie» (pEKBU3UT 29).
«OTMeTKa O HalpaBJE€HUU JOKYMEHTA B J1e710» (pekBU3UT 30).
TpeboBanus k 01aHKaM JOKYMEHTOB.

8. CocrTaBJjieHue u oopMiieHHe OCHOBHBIX BU/I0B 1OKYMEHTOB

Opranuzanronsaslie 10KyMeHThI. [lonoxenue. [IpaBuna. MHCTpYyKIUS.

Pacniopsinurensabie noKkyMeHThl. Pacniopsikenue. IIpukas. Pemenne.

WNupopmalinoHHO-CIIpaBOYHbIE JOKYMEHTHI. AKT. 3asBieHue. 3anucku. CioyxxeOHble
nucbMa. [ToBectka nus. [Ipotokoin. CnpaBka.

9. TexHnoJiorusi padoTsl ¢ JOKYMEHTAMH

Opranuzanuss  1oKyMeHTooOopoTa. Opranuzamusi paboTbl ¢ BXOJSIIUMHU
nokymeHtamu. OpraHuzanus paboThl C HMCXOASIIMMH JIOKyMeHTamMu. OpraHuzanus
paboThl ¢ BHYTPEHHUMHU AOKyMeHTamMHu. Opranuzanus padoTsl ¢ 0OpalieHUsIMU TpaxaaH.
OO6mue mpaBuiia perucTpanuu JOKYMEHTOB. Perucrpaiusi JOKyMEHTOB B OpraHHU3allvu.
Texnonorus peructpaiuu ¢pakcorpamm. KoHTpoIb UCTIOTHEHUS TOKYMEHTOB.

10. Opranu3zanmusi KOHTPOJS HCHOJHEHHS, (POPMUPOBAHMS, HCHOJHEHUS H
XpaHeHMs el

CocraBnenue HoMeHKIaTyphI aen. opmupoBanue nei. [opsaok obopmieHus ned.
[IpoBenenue >KcnepTr3bl HEHHOCTU OKyMeHTa. [loaroroBka u nmepegaya JOKyYMEHTOB B
apxuB. M3roToBneHue CIpPaBOK M KOMUM JOKYMEHTOB. JIOKyMEHTBI OTrpaHHUYEHHOTO
JOCTYyTIA.

11. ITnka Tpyaa aeJ0onpou3BOAUTEISA

OTUKEeT JAeloBOoro uyenoBeka. Mmwmk agenompousBomutens. TpeboBaHus K
BHemHeMYy BuAy. Kynbrypa ngemoBoro oOmeHus. JlenoBoM MPOTOKON M CpPeacTBa
KOMMYHHMKAIlTHOHHOTO 00mieHusi. BusutHas xkaprouka. ®axc. JlemoBas Oecema 110
tenedony. [Ipezentanus. JlemoBoe mMUChbMO B YCIOBUSX YHU(DUKAIIMM U TIpaBUja €ro
cocTaBlieHUsA. TeKcToBbie O00OpOTHI nenmoBoro muckMa. OcoOeHHOCTH OQOpPMIICHUS
OTJEIBHBIX BHUJOB MHCEM. AKTyalu3alus COLIUAIBLHON MOTPEOHOCTH B TIOBBINICHUU
KyJbTYpPHI IEJIOBOTO TMOBEICHUS PAOOTHUKOB CEephl yIPaBICHUS.

OTUKET B CHYXEOHBIX OTHOIICHUSX. B3aWMOOTHOIIEHUS C PYKOBOJIUTEIIEM.
VYperymupoBanue koHpaukra. CTpecc. AHTUCTPECCOBOE PYKOBOJCTBO. AHTHUCTPECCOBOE
MOJYMHEHUE. TEXHOIOTUS U TUKET JIEJIOBBIX CUTYAIUH.

[InanupoBanmne BpeMeHU pykoBoauTens. [lmaHupoBaHue COOCTBEHHOTO paboUero
BpeMeHH. TUMOBOI KOAEKC 3TUKHU U CIYKEOHOTO MOBEJCHUS.

12. TpeOoBaHus oXpaHbl TPyAa
OcHoBbl OxpaHbl Tpyna B Poccuiickoit @denepanur. OCHOBHBIE MOHSATHUS OXPaHBI

Tpyna. HopmaTuBHO-ipaBoOBbIE OCHOBBI OXpaHbl TpyAa. ObecrieueHue MnpaB paOOTHHKOB
Ha oxpaHy Tpyaa. ['ocygapCTBEHHBI KOHTPOJb M HAA30p 3a COOJIOJIEHHEM TPYIIOBOIrO
3aKoHOAaTeNbcTBa. ColanbHOEe NapTHEPCTBO B chepe Tpyaa.
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Cucrema ynpaBieHHMs OXpaHOM Tpyda B opraHuzanuu. CucreMa ynpaBiIeHHs
oxpaHoi Tpyaa. Obecnedyenre GyHKIMOHUPOBAHUS CUCTEMBI YIIPABICHHS OXpaHOU TpyAa
B OpraHu3anuu. YnpasieHue JokymMeHTamu. MHpopMmupoBaHrue paOOTHUKOB 00 yCIOBUAX
u oxpase Tpyaa. [loagroroBka pabOTHUKOB IO OXpaHe TPYJa.

HNucTpyKius no oxpaHe TpyJaa 1uis 1eJIonpou3BoauTens. TexHuka 6e301acHOCTH.

IIpakTHyeckoe o0yueHue

IMpakTukym no nporpamme Kypca «CekpeTapb-aiMUHHCTPATOP»

* 03HAKOMJICHHE C JIOJDKHOCTHBIMU O0SI3aHHOCTSIMH CEKpeTapsi;

* o0ecrieueHue MPaBIIILHOTO COJIEPIKAHUS MTOMEIIEHUH CITy’)KO TOKYMEHTAI[MOHHOTO
obecrnieueHus ynpasieHus (KaOMHeT, TpuéMHasi);

* OpraHu3aius pabouero MecTa pyKOBOIUTEIIS;

* OpraHu3aiys pabouero MecTa ceKpeTaps;

* coOmoieHre TpeOoBaHM 6€30IaCHOCTU TPY/Ia;

* 00yCTpOMCTBO BCIOMOTaTeIbHOM (XO3SIIICTBEHHOI) 30HBI B OuCe;

* BBITIOJTHEHUE TEXHUYECKUX (DYHKIIMH 10 0OecTieueHuIo paboThl PYKOBOIUTEIS HITH
€ro Topa3IeTICHIS;

* ACIIOJIb30BaHNE B pabOTE COBPEMEHHBIX BUIOB OPTTEXHUKH;

* YCTPaHEHHE MEJIKMX HEIO0JIaI0K B pad0Te TEXHUUYECKUX CPEIICTB;

* HaCTpOIKa MapaMmeTpoB NMepupepUItHBIX YCTPOICTB;

* WUCIOJIb30BaHUE JJIEKTPOHHON MOYTHI Il MpUE€Ma U TEepeaadd d3JIEKTPOHHOTO
JIOKYMEHTA;

* HCTIOJIB30BAHUE CPEJICTB CBS3U C YUETOM HX IKCIUTYyaTallMOHHBIX BO3MOXXHOCTEH;

* HCTIOJIB30BAaHUE MTPUHTEPOB IS TIEYATU U TUPAKUPOBAHUS JJOKYMEHTOB;

* opraHuzarus 0€310KyMEHTHOTO 00CITyKUBaHUS PaOOTHl PYKOBOIUTEIIS;

* 0TpaboTKa HAaBBIKOB IMOJauM HHGPOPMAIMK KAaK HMHCTPYMEHTA BIUSHUA Ha
IMAPTHEPOB;

* uKcarus U rnepegada CoOOIMEHHH I PyKOBOIUTEIIS;

* paboTa ¢ BUSUTHBIMU KapPTOUKAMU;

* W3YyYCHHE OCHOBHBIX TIPAaBWJI BBIPKEHUS OJIAroJapHOCTH, COXKAJICHUS,
COUYYBCTBUS;, BUAOB MPUTIIALIECHUS, TTO3PABICHUS; COOOIICHHSI HETaTUBHON MH(OpMAIUY;

* 0Tpa0OTKa HABBHIKOB OOIICHHS B KOH(GIMKTHBIX CUTYAITUSX;

* OTpabOTKa HABBIKOB OOIICHHS C KIUEHTOM: OTO3/ABIIMM, OKHIAIOIIUM CBOEH
ouepeu, MPUIIEANNM 0e3 MPEABAPUTEIHLHOTO COTTIACOBAHUS;

* Opranu3aIys IpuéMoB U MPE3CHTAIIHH;

* OpraHu3aIys JAeIOBbIX BCTPEY M COBEIAHUN;

* Opranm3aus npuéma moceTuTeNeH;

* MOATOTOBKA U 0OCITy’)KWBaHUE COBEIIAHUN ¥ 3aCEAaHNI PyKOBOIUTEIIS;

* BEJICHHE MPOTOKOJIBHBIX MEPOTIPUSITHIA,

* HCTIOJIH30BaHNE KOMITHIOTEPHBIX TEXHOJIOTHI B CEKPETAPCKOM OOCITYKUBAHUH.

IIpakTHyeckas KBaJaupuKanMoHHass padoTa
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[Ipaktnueckas  kBanupukanuoHHas  pabota  BbIIoJHsEeTCs B (dopme
CaMOCTOSTEIbHOMN pabOTBHI.

Onucanue BBIOJHEHUS KOMIUIEKCa pPabOT, CBS3aHHBIX C JOJKHOCTHBIMU
O0S13aHHOCTSIMM ~ CEKpeTapsi-aIMUHUCTPATOpa  CaMOCTOSTENIBHO.  3aKpeIUIEHHE U
COBEPILIEHCTBOBAHUE MPOPECCUOHAIBHBIX HABBIKOB.

KOHTposb 1 ol1eHKa KayecTBa BBIIOJHEHHBIX PadoT.

OIHEHOYHBIE MATEPHUAJIbI

KpuTepuu ouieHKH NPOMeKYTOUHOM aTTeCTANUM

Jlnst  mpoBeAeHUST MPOMEKYTOUHOM aTTECTAIlUU  HUCIOJB3YIOTCS  OIEHOYHBIC
MaTepHalibl, BKIIOYAIONINE TECTOBbIC 3aJaHus. TecToBble 3aJaHusl MPEICTaBISAIOT COOOM
BOIIPOCHI C BHIOOPOM OTBETA, COCTABISIONINE HEOOXOIUMBIA U JTOCTATOYHBI MUHUMYM
YCBOEHHUS TEOPETUYECKUX 3HAHUN B COOTBETCTBUM C TpeOoBaHusmHu I[Iporpammsl. K
KaXXJIOMY BOIIPOCY TMPUBOJSITCS BapHUaHThI OTBETOB, W3 KOTOPBIX OJIMH WU HECKOJIBKO
BapUAHTOB OTBETA BEPHBIX.

VYenoeuss mpoxoxaenusi: 80% mpaBwibHbIX  0TBeTOB U3 100% BoOmpocos
TectupoBaHusl. [1o pe3yiabTaramMm OTBETOB Ha TECTOBBIE 3aJaHUS BHICTABIISIOTCS OILICHKH IO
IBYXOAJNIbHON CUCTEME «YIOBJIETBOPUTEIHHO» U «HEYAOBIECTBOPUTEIHHOY.

Kpumepuu ouenku mecmogozo 3a0anus npoOMedHCymouHoll ammecmauuu:

- «YIOBJIETBOPUTEIBHOY» - BBICTABJISIETCS B cllydae, eciu oOydwaronuiics man 80%
PaBUJIbHBIX OTBETOB TECTUPOBAHMS;

- «HEYIOBIIETBOPUTEIBHO» - BBICTABISACTCS B Cllydae, €Clid OOydarolluiics aai
MeHee 80% npaBUIbHBIX OTBETOB.

Pesynbratel W pemieHne  KoMucCHMM  3aHocsATCS B mportokod.  Ilocne
yIIOBJIETBOPUTEILHOTO  TMPOXOXKJIEHUS MPOMEKYTOUHOM aTTECTAlMM  OOy4YaronIuecs
JIOTTYCKAIOTCS K MPAKTUYECKOMY 00 yUEHHUIO.

Kpurepun oneHKH UTOTOBOM aTTECTALUU

Urorosas aTTecTalus B dbopme KBaJIN(DUKAITMOHHOTO AK3aMEHA.
KBamudukanimoHHBI 5K3aMEH BKJIIOYAET B Ce0s MPAKTUYECKYIO KBAIU(DHUKAIMOHHYIO
paboTy M MPOBEPKY TEOPETUUYCCKUX 3HAHWU. PabOThI, OmMCaHHBIE B X0JI¢ TIPAKTHUECKOM
KBTI (PUKAIIMOHHOM paboThI, 00ydatomuiics ohopmiisier B CBOOOIHOM opMe B IIEYaTHOM
BUJIC, MPETOJIaBaTeNb MPOBEPSAET NPAKTUYECCKYI0 KBATH(PUKAMOHHYIO paboTy, maer
KOMMEHTapHUH U B CiIydae HEOOXOIMMOCTH OTIIPABISET HA JOPaOOTKY 00ydaronemMycs.

Kpumepuu ouyenku camocmoamenvnoii padomal:

OreHkKa OCyIECTBISETCS M0 MATHOAITEHON CUCTEME:

- «OTJIIMYHO» - B Cllydae, €Cli OOy4Jaromuics OOCTOSITENIBHO C JOCTaTOYHOU
nonHoTod (0 90% mpaBUIBHBIX OTBETOB) H3JIAraeT COOTBETCTBYIOLIYIO TEMY; IaeT
MpaBWIbHBIC (POPMYIHPOBKH, TOYHBIC OIPEACICHUS, TOHATHS TEPMHUHOB; TPABHIIBHO
OTBEUaeT HA JIOMOJIHUTEIBHBIC BOMPOCHI TPEMOAABATENsI, UMEIONNE IETbI0 BBISICHUTH
CTeTICHh TIOHUMAaHWUS O0YJarOIIMMCS JAHHOTO MaTepuaa;
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- «XOpOIIOY» - B clly4ae, €Ciiu o0ydaromuiicst HernoiaHo (He meHee 70 % OT MOoJIHOrO),
HO TMPaBUJIBHO M3JIOXKEHO 3aJaHue; TMpU HU3JI0KEHHMM ObUlM  JomylieHsl 1-2
HECYILIECTBEHHbIE OIIMOKH, KOTOPbIE OH HCIpPAaBISET MOCIE 3aMeYaHus MPEernoaaBaTes;
JaeT NpaBWIbHbIE (DOPMYIUPOBKU, TOUHBIE ONPEIEICHHS, MOHATHS TEPMUHOB; MOMKET
000CHOBaTh CBOM OTBET, NMPUBECTH HEOOXOAMMBIE NMPUMEPHI; MPABHIBHO OTBEYAET Ha
JIOTIOJTHUTENIbHBIE BOMPOCHl MPENOJIaBaTeNsl, HMEIOIIHUE UEIbI0 BBIICHUTh CTENEHb
MOHUMaHUs 00yYaroIMMCs JaHHOTO MaTepuana;

- «YIOBJIETBOPUTEIBHO» - BBICTABISETCA B Cilydae, €Clu OOydaroluics Aan He
MeHee 50% MpaBUIIBHBIX OTBETOB OT IMOJIHOTO, €CIU MPABWIBHO M3JI0KEHO 3aJlaHue; MpU
U3JI0)KEHUU JIomNylleHa | cyllecTBeHHass OHIMOKa; 3HA€T M TIOHMMAEeT OCHOBHbBIE
MOJIO)KEHUSI JTaHHOM TeMbl, HO JOMYCKA€T HETOYHOCTH B (DOPMYIHUPOBKHU MOHSITHUH;
U3JaraeT  BBIMOJHEHWE 3aJaHHUsl  HEJOCTAaTOYHO JIOTUYHO U MOCJE0BaTEIbHO;
3aTpyIHSETCs MPU OTBETaX Ha BOIPOCHI IPENoaBaTels;

- «HEYAOBJIETBOPUTENBHO) - BBICTABIIECTCA B CIIy4ae, €CIM 00yYaroIIUics HEMOIHO
(menee 50 % OT TOJIHOTO) M3JIOXKWUI 3aJaHWE; TMPU M3JIOKEHUU OBLIU JIOMYIICHBI
CYILIECTBEHHBIE OIMHUOKHU.

Pe3ynpTaThl OLIEHKM CaMOCTOSATEIBbHOM pPabOThl 3aHOCSTCS MpernojaBareieM B
BejoMOCTh. Ha ocHOBaHMM BeJOMOCTH OOYYalOUIMMHCS JOMYCKAaeTcsl K HTOTOBOM
aTTeCTallHH.

JIunia, Moyiy4MBIINE 32 CAMOCTOATEIbHYIO PA0OTY OLIEHKY «HEYI0BIETBOPUTEIHHOY
K UTOIOBOM aTTECTALUU HE JIOIMYCKAIOTCSL.

[IpoBepka TeopeTHUEeCKUX 3HAHUN POBOAUTCS B (DOPME UTOTOBOTO TECTA.

TecToBble 3aanust MPECTABISAIOT COOOI BOMPOCHI IO BCEM U3YYEHHBIM pa3jiesiaM U
TEMaM C BBIOOPOM OTBETA, COCTABIAIONIME HEOOXOAMMBIA M JOCTATOYHBIA MHUHUMYM
YCBOEHUS 3HAHMH W YMEHHUM B COOTBETCTBUU ¢ TpeboBaHusiMu [Iporpammel. K kaxmomy
BOMPOCY TMPHUBOJATCS BapUaHThl OTBETOB, M3 KOTOPHIX HYXXHO BBIOpaTh OJMH WIU
HECKOJIbKO BAPUAHTOB OTBETA BEPHBIX.

NroroBas arrectauusi IpOBOJUTCS B YCTAHOBJICHHOM MOPAJIKE aTTECTALIMOHHBIMU
KOMHUCCHUSIMHU, CO3/1aBAEMBIMU B COOTBETCTBUU C JIEUCTBYIOIIMMU HOPMATUBHBIMHU aKTAMHU.

Kpumepuu ouenku mecmogoz2o 3a0anus umo2060u ammecmayuu:

Kpurepuun onenkn T€CTOBOro 3a1aHUs UTOTOBOM aTTECTALIUN:

OreHkKa OCyIIECTBISETCS M0 MATHOAIITEHON CUCTEME:

- OTIUYHOY - B Clly4ae, eciu oOydaromuiics gan 6onee 90% npaBUIBHBIX OTBETOB;

- «XOPOIIIOY - B CiIy4ae, eciii obydaromniuiics gan 6onee 80% mpaBUIBHBIX OTBETOB;

- «YZIOBJICTBOPUTEIIHLHOY - BBICTABJISETCS B Cllydae, €Ciii oOydJarommiics nan oosee,
yeM 60% mpaBUIIbHBIX OTBETOB;

- «HEYJIOBJIETBOPUTEILHO» - BBICTABISETCS B Cllyyae, €CIM OOydaroluiics aan
Menee, ueM 60% npaBUIIbHBIX OTBETOB.

Pe3ynbTaThl KBANM(PUKAIIMOHHBIX MCHBITAHUN U PELICHUE KOMUCCHHM 3aHOCSTCS B
npotokosi. Ha ocHOBaHMHM TPOTOKOJIa ATTECTAlMOHHOW KOMMCCUU BBITYCKHUKaM
BBIJJAETCA JIOKYMEHT YCTaHOBJIEHHOTO 00pa3lia — CBUJIETENLCTBO O Mpodeccun padoyero,
JTOJ>KHOCTH CITYKalIEero.
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JluaM, He OPOIIEAIIMM HMTOTOBOM aTTECTAllMM WJIM IIOJYYMBIIMM HA WTOTOBOMU
aTTECTAllMM HEYJOBJIECTBOPUTEIIbHBIE PE3YJIbTAaThl, a TAKXKE JIMIAM, OCBOMBIIMM YaCTh
[IporpamMmbl BbijaeTcs crpaBka 00 OOy4eHUHU WM O TEpUojie O0yUYeHHUs! YCTAaHOBJICHHOTO
oOpasna.

KOHTPOJIBHO-USMEPUTEJIBHBIE MATEPUAJIBI

TecTbl )i NPOMEKYTOYHON aTTeCTAMHA
(MpaBUJILHBIE OTBETHI BBIICIICHBI dKUPHBIM HIPUPTOM)

1. Ha kakue ABe OCHOBHBIE TPYMIBI MOXKHO pa3/ieuTh 00A3aHHOCTU CEKpeTapsi-
aJIMUHUCTPATOPa COBPEMEHHON KOMMIaHUU?

a) JOKyMEHTALlMOHHOe o0ecneyeHue ynpaBJjeHus U 0e3J0KyMeHTHOe
0o0cJay:KMBaHUE;

0) TOKyMEHTAIIMOHHOE 00ecTeueHre yIpaBIeHus U 0030pHO-aHATUTHYECKAs
byHKIIMS,

B) 0030pHO-aHATUTUYECKas U MPEICTaBUTENbCKasT (YHKIINS.

2. UTO 13 MepeyrciIeHHOro He OTHOCUTCS K (YHKIIMOHAIBHBIM 3a/1auaM CeKpeTapsi-
aAMUHUCTpaTopa?

a) JleJIoBasi MEPENKcKa U COCTaBIIEHUE JOTOBOPOB;

0) opranu3aiys BBICTaBOK M BCTPEY C KJIMEHTaMU;

B) IPOBe/ieHHe BHYTPMKOPNOPATUBHBIX TPEHNMHIOB U CEMHHAPOB.

3. Uto He BXOIUT B CIIUCOK MPO(ecCHOHaIbHBIX TPEOOBAHMI K CEKpeTapIo-
aIMUHUCTPATOPY?

a) COBEPILEHHOE BJIAICHUE COBpEMEHHON oprrexHukoil, MuHu-ATC, 3nanue 11K;

0) ONbIT COCTABJIEHUS MPeCC-PeIU30B U PEKJIAMHBIX TEKCTOB;

B) BBICOKAsi TPaMOTHOCTb, BHICOKAsi CKOPOCTh IEUATH.

4. Yro sBIISICTCS OCHOBAHUEM IS TTOCIIEAYIONICH Imepeadn KOHPUICHIIUATHHOTO
JOKYMEHTA Ha UCIIOJHEHUE COTPYIHHUKY?

a) pe30JIIuu;

0) yCTHOE pacnopshKeHUe;

B) CIICIIMAJILHOTO PACIIOPSDKEHUS HE TpeOyeTcs.

5. Kax Ha3pIBaeTcs TOKyMEHT, KOTOPOU MOATBEPKIAET YyCTAHOBICHHBIE (DAKTHI,
COOBITHS WJIA IEUCTBUS U COCTABIIACTCS IPU CBUJIETENSAX ?

a) CIpaBKa;

0) cimy>xeOHasl 3aInCKa;

B) aKT.

6. UeMm nucbMa-0TKa3bl OTVIMYAKOTCS OT APYTUX PA3HOBUIHOCTEU MUCEM?
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a) Bcerjga COCTOAT KAaK MHUHMMYM M3 IBYX KOMMYHHKATHBHO-CMbICJI0BBIX
qacreii,

0) He TpeOyeTCsl COCTABIIATH 3ar0J0OBOK K TEKCTY MUCHMA;

B) OTAAETCA MPEANOYTEHNE KOHCTPYKIIUSAM, B KOTOPBIX 000CHOBaHHE MPEAIISCTBYET
3aKITIOYEHUIO.

7. Kakoe u3 MpUBEICHHBIX BBIPAKEHUH JIyUIlI€ HE UCIIOIb30BaTh?
a) "Bac oxxumaer MBan MBanoBua”

0) "Cpouno 3aiiaute k UBany UBanoBuuy"

B) "3aiigute, noxanyicra, k Usany Banosuuy"

8. Kakast u3 wacreii OyeT U3IUIITHEN TTPU COCTaBJICHUHU MpUKa3a?
a) BBOJHAas,

0) KOHCTaTUpYyIoIas;

B) pacropsiAuTEIbHAas,.

9. Kak cekperapb-aIMUHUCTPATOP MOCTYIAET C KOPPECIIOHACHIMEN IS
PYKOBOJCTBA C MOMETKOM "MHU4uHO"?

a) BCKPBIBAET U HE PETUCTPUPYET;

0) BCKpBIBAET TOJBKO IO JOTOBOPEHHOCTH C PYKOBOJUTENEM U PETUCTPUPYET;

B) He BCKPBIBACT H HE PeruCTPHUPYeT.

10. Yo u3 MEPCUHHUCIICHHOT'O HC ABJIACTCA PCAAKTOPOM TCKCTOBBIX I[OKYMCHTOB?
a) WordPad;

0) Notepad;

B) PowerPoint.

11. BeiGepure npaBUIIBHOE YTBEPIKICHUE:

a) BCE MOCTYMAIOIINE B OPraHU3alUI0 TOKYMEHThI PErUCTPUPYIOTCS CEKpeTapeM-
aIMUHUCTPATOPOM;

0) mocTyAuBIINE B OPraHU3AIUI0 JOKYMEHThI PErHCTPUPYHOTCH CeKpeTapeM-
aIMUHHCTPATOPOM BbIOOPOYHO, B COOTBETCTBUM € YTBEPKACHHBIM MepeYHeM
JOKYMEHTOB;

B) U3 BCEX MOCTYJMBIINX B OPraHU3aIMIO0 TOKYMEHTOB CEKPETApb-aIMUHUCTPATOP
PETUCTPUPYET TOIBKO T€, KOTOPHIE MEPEIAIOTCS Ha PACCMOTPEHNUE PYKOBOIUTEIIIO.

12. PacniopsxeHus1, n31aBacMble pyKOBOJACTBOM OpPraHHU3aluU, CUATAKOTCS:
a) IpPaBOBBIMU aKTaMU;

0) pacnopsAMTEeIbHBIMH TOKYMEHTAMM;

B) APYroil BapuaHrT.

13. Kako# n3 JOKYMEHTOB PEMVIAMEHTUPYET ACATEIIBHOCTh KOHKPETHOTO
JOJDKHOCTHOTO Juna?
a) J0/IKHOCTHAsI MHCTPYKIMS ;
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0) nmonoxkeHue o0 OTAENE;
B) IIPHKa3.

14. C kakoil ¢ppa3bl He pEKOMEHYEeTCS HAUMHATH TeJIe(OHHBINA PA3roBOP C
MapTHEPOM WJIM KJIUEHTOM?

a) "3apascrByiiTe, Bac 0ecnnokout komnanus N (cekperaps komnanuu N)'"';

0) "3apaBCTBYITE, C BaMU TOBOPST U3 KomnaHuu N";

B) "3apaBcTByiiTe, cekperapb NN u3 kommanuu N".

15. Kako#l cpok UCIIOJTHEHUS] YCTAHOBIIEH JJIsl TIUCEM OT OpraHu3aiui?
a) ceMb JHEH;

0) 10 guei;

B) TpH JIHSI.

16. B kakom nopsijike, COTJIacHO MpaBUiiaM JOKYMEHTO000POTa, JOJIKHA CTPOUTHCS
paboTa ¢ MOCTYNAIIMMU B KOMIAHUIO JOKYMEHTAMM ?

a) MpueM - IepBoHavyanbHas 00paboTKa - MpeBapUTEIbHOE PACCMOTPEHUE -
paccMOTpeHre PYKOBOJUTENEM - UCTIOJTHEHUE YIIpaBIEHUE B J€IIO;

0) npuem - nepBoOHAYAJIbLHAs 00pa0d0TKA - MPeABAPUTEIbHOE PACCMOTPEHHE -
perucTpainusi - pacCMOTpeHHre PyKOBOAMTeJ/Ieli- HCIIOJIHEHNe - HATIPaBJIeHHE B /1€J10;

B) o(popmIiIeHHE TOKYMEHTA - TIOJMMCAHUE - PETUCTPAIIHS - COTJIACOBAHUE -
YTBEPKJEHUE — OTIPABKA.

17. Kakum crioco00oM IpocCTaBiIseTcs AaTa B rpude yTBEpKACHUS JOKyMEHTa?
a) MaITMHOIIUCHBIM CITIOCOOOM,;

0) cekperaph IMPOCTABJISET €€ OT PYKH MOCJIE YTBEPKIACHHUSA JOKYMEHTA,

B) ee MPOCTaBJsieT PyKOBOJAUTEIb B MOMEHT YTBEPKIEHUS TOKYMEHTA.

18. Kak Ha3bIBaeTCsl JOKYMEHT, (DUKCUPYIOMIHMA XOT 00CYX AEHUS U IPUHATHS
pElIeHHs Ha 3aCeJaHUU B KOMIIAHUU?

a) pelleHue;

0) NpoToKoJI;

B) pacnopsiKeHHeE.

19. HyHo 511 perucTpupoBaTh MUCbMa-HaIOMUHAHUSA?
a) HeT;

0) na;

B) [0 YCMOTPEHUIO CEKpeTaps-aAMUHUCTPATOPA.

20. Ecnu nocneqHuii 1€Hb CPOKA UCIIOJHEHUS JOKYMEHTA NIPUXOJAUTCS HA
Hepabouuii IeHb, KOT1a HEOOXOIUMO UCTIOJIHUTH TOKYMEHT?

a) HEe T03/IHEE JTHS, CIEYIOIIErO 3a BHIXOHbBIM;

0) He MO3AHee AHS, MPEeALIeCTBYOUIET0 BHIXOAHOMY.
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21. Ecnu qyist mepeavu JOKYMEHTa UCIIOJIb3yeTCsl (pakCUMMIbHAS CBSI3b, KAKOU
00bEM IOKYMEHTa CUMTAETCS MPEIETbHO JOMYCTUMBIM ?

a) TpH JIUCTA,;

0) NATH JIUCTOB;

B) 10 nucros.

22. B nucbMeHHOM 0OpaleHuu cioBa "rocnoguH" u "rocnosxa':

a) MUITYTCS TTOJIHOCTHIO;

0) MUIIYTCS MOJHOCTHIO MPU OOpAIIEHUN K BRICOKOTIOCTABJICHHBIM JIUIAM;
B) BCerja COKpaIaTcs.

23. Kakyro ¢popMyIHpOBKY JIOJDKEH UMETh 3ar0JIOBOK K TEKCTY MPOTOKOJIa?
a) B MPEUIOKHOM TaJICKE;

0) B JaTeIbHOM TaJIekKe,

B) B POANTEJIBLHOM NaJIeKe.

24. CKOJBKO aJIpecaToB MOXET ObITh HA OJTHOM JIOKYMEHTE?
a) He OoJee Tpex;

0) He OoJiee yeThIpeX;

B) He OoJiee OJTHOTO.

25. Yro nmoHuMaeTcs noj TEPMUHOM "KBOopyM"?

a) MUHMMAJIbHO He00X01MMoe U J0CTATOYHOE KOJINYeCTBO YJIEHOB
KOJJIETHAJIBHOT0 OPraHa JJisi Ha4yaJjia padoThbl COOpaHus ;

0) 1/3 wiIeHOB KOJIETHaIBLHOTO OPTaHa,

B) | 2 4JIeHOB KOJIJIETHAJIbHOTO OpraHa.

26. Kakoii TepMHH, KaK MPaBWIIO, UCIIOIL3YETCS B padOTE ¢ JOKYMEHTAMU,
coJiep KallliMi KOMMEPUYECKYI0 TallHy, KOH(UIEHIIMATbHbIE CBEICHUS ?

a) y4der;

0) peructparusi;

B) IpYTroOM.

27. Bam pyKOBOJIUTEIb BO3BPALIAETCA U3 HEJIETbHOM KOMAaHAUPOBKU. UTO CTOUT
CeNaTh K €r0 MPUX0JTy, YTOOBI TOMOYb OBICTpEE BKIIOUNUTHCS B paboTy?

a) NOATOTOBUTH KPATKHUM 0TYET 0 TOM, YTO IPOU30LLIO 32 HeIeJI0 ero
OTCYTCTBHS,;

0) mocTapaTbCs Ha3HAYUTH HA TIEPBBIN pabOUMii IEHh MAaKCUMYM BCTpEY;

B) BBIJICJIUTH BpEMsI HA COBMECTHBIN MPOCMOTP BHELIHEW KOPPECTIOHICHIINH.

28. Ha stane nepBoHavyaibHOM 00pabOTKU BXOASIIEH KOPPECTIOHAEHIIUN
CeKpeTapb-aIMUHUCTPATOP:

a) HE YHMUTOXAET KOHBEPTHI, a MOJIINBAET UX BMECTE C JOKYMEHTAMH;

0) Bcerja yHUUYTOXXaeT KOHBEPTHI, B JIEJIO MOJIIIMUBAET TOJIbKO TOKYMEHTHI;
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B) He YHHYTOKAaeT KOHBEPTHI, €CJIM HA CAMOM JOKYMEHTe Hel0CTATOYHO
uH(popManuu 00 aBTOpPe MM XapaKTepe J0KYMEHTA.

29. Kakoii 01aHK UCTIOJIB3YETCs TTpU 0(POPMIIEHUHU TPOTOKOJIA?
a) OJIaHK OpPraHU3alUH;

0) O11aHK HE UCIOJIb3YeTCH;

B) OJIaHK CTPOTOM OTYETHOCTH.

30. Yto ncnonp3yercs Npyu U3JaHUHA COBMECTHBIX IPUKA30B?
a) OJTaHKU MMPUKA30B,;

0) crangapTHbIe JUCTBI Oymaru popmara A4;

B) 00IITME OJIaHKH.

IIpakTnyeckas kBaaupukanmoHHas padora mo mnporpamme «Cekperapb-
aIMHHHCTPATOP»

PaGoTel, omucaHHble B XOJ€ MPAKTHYECKOH KBAIM(DUKAIIMOHHOW PabOTHI,
oOyuaromuiicss odpopmisier B cBOOOAHOW (opmMe B MEUYaTHOM BHUJIE W OTIPABISET B
crcTeMe TMCTaHIIMOHHOTO 00yueHus yepes paszzaen (61o0k) «lIpakTruueckoe 3ajaHue.

* IOJDKHOCTHBIE 005I3aHHOCTHU CEKpeTaps;

* COJIep)KaHME TMOMEIEHUN CIY>KO JOKYMEHTAIIMOHHOTO OOECIEUeHHs yIpaBIeHUs
(kabuHet, MpuéMHas);

* opranuzaius pabo4yero Mecta pyKOBOIUTENS;

* opranuzaiys pabo4ero MecTa CeKpeTaps;

* TpeboBaHMs OE30MACHOCTH TPY/Ia;

* BCIIOMOTaTeNIbHas (X035 CTBEHHAs ) 30HA B oduce;

* TexHHYeckue QYHKIMU IO O0OECIeYeHUIO pabdOThl PYKOBOAUTENIS WIH €ro
noJipa3eeHus;

* COBpPEMEHHBIC BUIbl OPTTEXHHUKH;

* YCTPaHEHHE MEJIKMX HETO0JIaI0K B pab0Te TEXHUYECKUX CPEJICTB;

* HACTPOIKa MapaMeTPOB NepUPEPUITHBIX YCTPOICTB;

* WUCIOJIb30BaHUE JJICKTPOHHON MOYTHI NIl MpuUéMa M Tepenayd SJIEKTPOHHOTO
JIOKYMEHTA;

* HCTIOJIB30BAHUE CPEJICTB CBSI3U C YUETOM HX IKCIUTYyaTAllMOHHBIX BO3MOXXHOCTEH;

* HCTIOJIH30BaHUE MTPUHTEPOB VIS TIEYATU U TUPAKUPOBAHUS JJOKYMEHTOB;

* 0€3I0KYMEHTHOE O00CTY>KHBaHHE paOOThl PYKOBOIUTEIS;

* TpaBWIA BBIPAXKEHUA OJIATOIAPHOCTH, COXKAJICHHS, COYYBCTBUS, BHJIOB
MPUTTAIICHUS, TIO3APABIECHUS; COOOIEHUSI HEraTUBHOW HH(OPMAIINH;

* oOmIeHNe B KOHQIUKTHBIX CUTYyAIHsX;

* O0IIeHNE C KIMEHTOM: OIMO3/ABIINM, OXKHIAOIINM CBOCH OYepend, MPUIIEIITAM
0e3 peIBapUTEIHLHOTO COTJIACOBAHMS;

* OpraHu3aIys TpUEMOB U MPE3CHTAIIHH;

* OpraHu3aIlys JACIOBBIX BCTPEY M COBEIAHUN;

* OpraHu3aIus nmpuéma rmoceTuTeNeH;
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* IOATrOTOBKA U 00CIIy>)KMBaHUE COBEIIAHUM U 3ace€JaHuil pyKOBOJUTEIIS;

* BEJICHUE NMPOTOKOJIBHBIX MEPOIIPUATHIA;

* HCIMOJIb30BAHNE KOMITBIOTEPHBIX TEXHOJIOTHI B CEKPETAPCKOM OOCITYKUBAaHUU;
* HCIOJIb30BaHNE NH()OPMAIIMOHHBIX CETEBBIX PECYPCOB.

TecThl 1)1 UTOTOBOH aTTECTALIUU
(MpaBUJIBLHBIE OTBETHI BBIICIICHBI dKUPHBIM HIPUGPTOM)

1. JlokyMeHT, yCTaHaBIMBAIOIIMI CUCTEMHO CBS3aHHbIE MEXJy cOOOH MpaBuia
pPErIaMEHTUPYIOIIETO  XapakTepa MO0 BOIPOCAM  JCATEIBHOCTH, OTHECEHHBIM K
KOMIIETEHIIMM OPTraHu3alyu, €€ IMOAPpa3AeIeHUN, JOKHOCTHBIX JIUL, MOJABEAOMCTBEHHBIX
YUPEKICHUN, OpTaHU3ALUN U OPEAPUITHH -

a) MoJIoKeHue;

0) nmpaBwia;

B) UHCTPYKLHS.

2. K unopManimioHHO-CIIPaBOYHBIM JOKYMEHTAM OTHOCSTCS:
a) MoJIOKEHUE, TIpaBUiia, HHCTPYKIIUS,

0) aKT, 3asiBJIeHHE, 3AIIUCKHU ;

B) pacnopspKeHUs, IPUKa3, PelIcHUE;

r) MOBECTKA JHsA, MPOTOKOJ, CIIPaBKA.

3. Bce mOKyMeHTBI, KOTOpPbI€ BO3HUKAIOT MEXAY pPaOOTHHUKOM M OpraHu3aluel, ¢
MOMEHTa MpueMa Ha paboTy 0 MOMEHTA, KOTJla TPYAOBbIe OTHOILIEHUS MPEKpaIlaroTcs -
Ha3bIBAKOTCS

a) 1OrOBOPHBIEC TOKYMEHTHI;

0) KaapoBbIe JOKYMEHTHI;

B) KOPIIOPATUBHBIE JOKYMEHTHI;

r) puHAHCOBBIE JOKYMEHTHI;

1) BCE€ BAPUAHTHI OTBETOB BEPHBIE.

4, 3adukcupoBaHHAS HA MaTepUAIbBHOM HOCHTENIe WHGOPMAIUS C PEKBHU3UTAMH,
MTO3BOJISIONTUMH €€ HICHTU(PUIIMPOBATH - 3TO

a) IOKYMEHT;

0) undopmarus;

B) JICKTPOHHBIN TOKYMEHT;

') BCE BapUAHThl OTBETOB BEPHBIE.

5. JlokymeHnTupoBaHHasi WHGpOpPMAIHS, TPEICTAaBICHHAs B JJEKTPOHHOU (opme -
9TO

a) TOKYMEHT;,

0) undopmanus;

B) 3JIEKTPOHHBIH JOKYMEHT;

') BCE BapUAHTHI OTBETOB BEPHBIC.
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6. Konus noxkymeHTa, Ha KOTOPOMl B COOTBETCTBHM C YCTAaHOBJIEHHBIM MOPSIKOM

MIPOCTABISIOT HEOOXOAUMBIE PEKBU3UTHI, TPUAAIOIINE €11 IOPUIUIYECKYIO CUITY - 3TO

9TO

a) NOJIMHHUK O(UIIUATIBHOTO TOKYMEHTA (OpUTrHUHAT);
0) nyOIMKaT JOKYMEHTA;

B) KOIUSI IOKYMEHTA,;

) 3aBepeHHas KONMS JOKYMEHTA.

/. YpOBEHb pacroyIOKEHHBI Ha BHEIIHUX HOCUTENSAX - COOCTBEHHO JAHHBIE - 3TO
a) BHEIIHUI YPOBEHbD;

0) KOHLIENITyaJIbHBI YPOBEHb;

B) (pM3HYECKHH YPOBEHb.

8. BexxsiMBOCTh M J1100€3HOCTh, CO3/IaHUE TICUXO0JIOTHYecKoro komdopra B oduce -
a) KOMMYHUKAOEIbHOCTB;
0) UHTEJUTUTEHTHOCTb;

B) 100p0KeJIATETLHOCTD.

9. TexHomorus npeodpa3oBaHus TEKCTa B peub (textto-speech), koTopas mMo3BOJSET

03BYUYHUBATb TCKCT CCTCCTBCHHBLIM I'OJIOCOM, oe3 IIOMOIIH YCJIOBCKA -

a) pacrio3HaBaHHUE PEUH;
0) cuHTe3 peyun,
B) TOJIOCOBAsi OMOMETPHSI.

10. Mogens oOecredyeHHs] MOBCEMECTHOTO M YAOOHOTO CETEeBOro JOCTyIa II0

TpeOOBaHHUIO K 001IeMY Myy KOHQUTYPUPYEMBIX BEIYMCIUTEIBHBIX PECYPCOB (HapUMep,
CeTAM IIepelaul JaHHBIX, CEPBEpPaM, YCTPOWCTBAM XPAHEHHUs IJAHHBIX, IPUIO0KEHUIM U
cepBHCaM), KOTOpPbIE MOTYT OBITh ONEPATHBHO MPENOCTABICHBI M OCBOOOXKIEHBI C
MUHUMAJIbHBIMHU SKCIUTyaTaI[MOHHBIMU 3aTpaTaMu W/Win oOpaiieHus MU K TpoBauaepy -

9TO

a) FTP-cucrema;
0) cucTema yIaJleHHOTO JIOCTYIIA,;
B) «O0/1auHbIE BHIYUCICHUSD.

11. «I[TybmmaHoe 061aKo» - 3TO
a) uH(ppacTpyKTypa, MpeaHa3HAYCHHAs JIJIsl UCIIOJIh30BaHUS OJIHON OpraHu3aIlfei,

BKJTIOYAIOIIEH HECKOJIBKO MOTPEeOUTENEeH;

0) uHdpacTpyKkTypa, NpeJHA3HAYEHHAsA /IS CBOOOJHOI0 MCIOJIb30BAHUA

LIUPOKOH IMyO0JIUKOH;

B) B HHQPACTPYKTYpbl, MPEIHAZHAYCHHBIN ISl UCIOJIB30BAHHUS KOHKPETHBIM

COOOIIIECTBOM MOTPEeOUTEEH U3 OpraHU3aIlUM, UMEIOIINX OOIIHe 3a7a4u;
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r) KOMOMHaUMs M3 JBYX WM O0ojiee pa3auyHbIX OOJA4YHbIX HHPPACTPYKTYD,
OCTAIOIIMUXCS ~ YHUKAJIbHBIMM  OOBEKTaMH, HO  CBSI3aHHBIX  MeXAy  coOoH
CTaHJAPTU30BAHHBIMU MJIM YaCTHBIMU TEXHOJIOTUSMH MEePeAadyn JaHHBIX U TPHIOKEHHUH.

12. Buytpennsis cetb (cerb WMHTpaHeT), cnemuaibHO pa3paboTaHHas s
yrpasieHus: uHPopMalued BHyTpr OpraHu3aliui -

a) UHTEPHET,

0) JIOKaJIbHaS CeTh;

B) AJICKTPOHHAS MOYTA.

13. XapakrepucTuka rMcUuxXoJOrHYecKoro Tuma rnoseaeHus jroaei "HactaBHuk':

a) MPUKPHIBAsICh BHUMAaHUEM M 3a00Toi 0 Bac, BbIy)KMBaeT Kakue-TO CBEICHUSA, a
caM HHMYEro B3aMEH He COOOIIaeT, a €ClIM M BhIIACT KaKyl-To MH(GOpPMAIIMI0, OHA 4acTo
OKa3bIBACTCS JIOKHOM WIIU K JICJTy HE OTHOCSIIEHCS,

0) 3a00TuTCH 00 ycnexax OJIMKHEro, 4acTo Jaxe B yuepo cede;

B) TMpexae 4YeM TMPUHITh KaKoe-Tu0O pelieHue, HYXHO, 4YTOObI WX JOJITO
00XaXUBaJIH.

14. BpemoHOCHBIC MPOTpaMMBbI, KOTOpPBIC JJIS PACHpPOCTPAHCHHS HCIIONB3YIOT B
OCHOBHOM YSI3BHMOCTH OTIEPAIIHOHHBIX CHCTEM:

a) YepBH,

0) BUPYCHI;

B) TPOSIHCKHE TPOTPAMMBI.

15. JlokymeHT, coaeprkanuid pedeByro HHGOpMaIU0, 3a(QUKCHPOBAHHYIO JTHOOBIM
TUIIOM MHUCHhMa WK JI000H CHCTEMON 3ByKO3aIUCH - HAa3bIBACTCA

a) MUCbMEHHBINA JOKYMEHT;

0) TeKCTOBBIH IOKYMEHT,;

B) PYKOIMCHBIN JOKYMEHT.

16. JloxymeHT, nH(pOpMaIs KOTOPOTo MpeCTaBIeHa B JJIEKTPOHHOU GopMe - 3TO
a) MAlIMHONMCHBIN JOKYMEHT;

0) 3JIEKTPOHHBIH JOKYMEHT;

B) U300pa3UTEIbHBINA JOKYMEHT.

17. JlokyMeHT, coaep X aliuii 3ByKOBYIO HH(PpOpPMAIUIO, 3aUKCUPOBAHHYIO JIFOO0H
CHUCTEMOM 3BYKO3AIIUCH -

a) GOTOJIOKYMEHT,

0) poHOIOKYMEHT;

B) KUHOJIOKYMEHT.

18. IlpaBuia moBeaeHUS AUIUIOMATOB U APYTUX O(PUITMATBHBIX JUI] MPU KOHTAKTaX
JPYT C APYrOM Ha pa3IudHbIX JUIJIOMATUYECKUX MMpUEeMax, BU3UTAX, IEPEroBopax - 3T0
a) IPUIABOPHBIN STUKET;
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0) IMIJIOMATHYECKHH ITHKET,
B) BOMHCKHU ITUKET;

19. CBox mpaBWI TOBENCHHS, HAPYIICHHE KOTOPHIX MeEIIaeT HOPMAIBHOMY
BEJICHUIO OM3HEca - ATO

a) oOIIerpakIaHCKUN ITUKET;

0) 1eJI0BOM ITHKET,

B) HE()OpPMAJIbHBIN ITHKET.

20. Ham uMu1K Ha B3I CO CTOPOHBI
a) 3epKaJIbHbBIH;

0) TeKyLIuii;

B) JKEJIACMBIH.

21. MHOX€ECTBEHHBIA UMUK DTO

a) UMUK OpraHW3aluu B 1IEJIOM, a HE €€ OTAEIbHBIX MOAPa3ACICHUN;

0) UMUK, KOTOPBIA 00pa3yeTcsi M3 pAAa HMHUIKell He3aBUCUMBIX CTPYKTYP;
B) Halll UMUK, CO3/1aBAEMbIil ONIIIOHEHTOM, COTIEPHUKOM, TPOTUBHUKOM.

22. Kak nipaBuiio, ¢ 12 10 18 4acoB npuHATO YIOTPEOISITH BRIpAXKECHUE
a) «3apaBcTBYiiTEeY;

0) «Jlobpoe yTpo»;

B) «/10OpbIii 1eHbY;

r) «JloOphbIit Beuep».

23. YcTaHOBJICHHBIA TIOPAIOK, opMa, MaHepa MOBEACHUS, MPaBUIa YIYTHBOCTH U
BEKJIMBOCTH, IPUHATHIE B opraHu3aiuu (pupme) u obecreurBaromnue wieHaM TPYI0BOTO
KOJUICKTHBA M €r0 PYKOBOJICTBY YCJIOBHS YCIIEITHOTO OOIICHUS JIPYT C APYTOM, JICTIOBBIMU
napTHEpaMu U OOIIECTBOM ISl JOCTHOKCHHUS 1IeJIel CBOCH eI TEIHbHOCTH

a) ITHUKa,

0) IeTTOBOM ATHKET;

B) ATHKA JICJIOBOT'O OOIICHUS;

I) CJIy:KeOHbIi ITHKET.

24. Kakoil cTwib yIpaBiCHHUS OCHOBBIBAETCS Ha OOCYXICHHH IMPOOJEMBI, ydeTe
MHEHUU U WHUITUATUB COTPYTHUKOB:

a) aBTOPUTAPHBIN CTUJIb;

0) 1eMOKpaTHYeCKUil (MM KOJJIETHAJIbHBIN) CTUIb;

B) OepanbHBIN (WJIH aHAPXUYECKUH, W TTOMYyCTUTEILCKUI) CTUITB;

I') HETOCJIeI0BAaTENbHbIN (aJTOTUYHBIN) CTUIIb.

25. XapakTepucTrKa IICUX0JIOTHIECKOTO TUTIA TIoBeIeHus Jitoel "Pacckazunk":
a) eMy HeNMpPeMEHHO HYKHO coo0muThL Bam Bce Mesbuaiiliue moapoOHOCTH
TOr0, YTO MPOU30LLIIO C HUM HAKAHYHE;
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0) paboTaeT «Kak MPOKISTHINY;
B) JIOJDKEH HEMPEMEHHO MPHUHSTH PEIICHNE K KOHITY BCTPEYH.

26. JloKyMEHT, H3/7aBacMblii B LEISAX YCTAHOBJICHMSI TPABUJ, PErYIUPYIOLIUX
OpraHu3allMOHHbIE, HAYYHO-TEXHUYECKUE, TEXHOJOIMYecKue, (UHAHCOBBIE M HHbBIE
CHEIUalbHbIE CTOPOHBI JIEATEIBHOCTH YUYPEXKJECHUW, OpraHu3alMid, NpeanpusThii (ux
Mo/Ipa3/ieNIeHUuH U Ci1yk0), JOHDKHOCTHBIX JIUI ¥ TPaXaaH -

a) TIOJIO’KCHHE;

0) npaBuia;

B) HHCTPYKIIHA.

27. Hayka 00 OTHOLIEHUSX, CYIIECTBYIOIIMX MEXIY JIIOJAbMH U 00 00A3aHHOCTSIX
BBITEKAIOIIUX U3 ITUX OTHOLIECHUN:

a) THKA,

0) 1CIOBOI ATUKET;

B) 3THKA JICJIOBOTO OOLICHUS;

T') CIIy’)KCOHBIN ITHKET.

28. YMeHHMe cekpeTaps TaKTUYHO W BEXKJIMBO BECTU Oecemy, CIASpKUBATb M HE
IPOSIBJIATh OTPHUIIATENIbHBIC JMOIMH, COONIOATh MPUHIATHIE B OOIIECTBE HOPMBI
MOBEJICHUS W OOIIEHHUsI, CIEAUTh 3a KyJIbTYPOH CBOETO BHEITHErO BHa U paboyero mMecra
- 3TO

a) KOMMYHUKaOEIbHOCTb;

0) HHTEJIJIMTEHTHOCTD

B) 10OPOXKEIIaTeIbHOCTD.

29. TexHomnorus, KOoTopas IEIUTCS Ha JIBE COCTABIAIOIINE: HIACHTU(DHUKAIIUIO —
yCTaHOBJICHHUE (MOMCK) JUYHOCTH TI0 TOJOCY M BepU(PUKAIMIO — TOATBEPKIACHUE
JUYHOCTH TI0 TOJIOCY -

a) pacrio3HaBaHUE peyH;

0) cuHTE3 peun,

B) r0J10COBasi OMoMeTpHs.

30. XapakTeprucThKa MCUXO0JIOTUIECKOTO TUIIA TTOBeAeHUS Troei "Pa3Bequnk":

a) NPUKpPbIBAasCh BHUMAaHHeM H 320010l 0 Bac, BbIyXKMBaeT KakKHe-TO
CBeJeHHsl, 4 €aM HHYero B3aMeH He c000IIaeT, a eCJM M BbIIAeT KaKYyH-TO
HH(OPMAIHUIO, OHA YACTO OKA3HIBAETCH JIOKHOM WU K J1eJ1y He OTHOCSIIIEHCS ;

0) 3a00THTCS 00 ycrexax OJIMIKHETO, 9acTo Jake B ymepo ceoe;

B) MpEeXIe 4YeM MNPHUHATh Kakoe-THOO pelieHrue, HYXHO, 4YTOObl HX JOJITO
00XaXUBaJIH.

31. U300pa3uTenbHBIA WM  ayAHOBU3YAIbHBIA  JOKYMEHT, CO3JIaHHBIN
KHHEMaTOrpauyecKuM CrocoooM -
a) GOTOJIOKYMEHT,
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0) pOHOJIOKYMEHT;
B) KHHOJIOKYMEHT.

32. Kakue (axkTopbl oOKazald BIUWSHUE Ha CTAHOBICHHUE COBPEMEHHBIX
MH(OPMAIIMOHHBIX TEXHOJIOTHIA:

a) mypoyaiiiee BHEAPEHUE EPCOHATbHBIX KOMIIBIOTEPOB,;

0) MOsIBJIEHUE U Pa3BUTUE BHICOKOCKOPOCTHBIX KOMITBIOTEPHBIX CETEH;

B) CTAHOBJICHHE MOUIHOW MPOrpaMMHOMN MHIYCTPUH,

r) Bce BADMAHTHI OTBETOB BEPHBbIE.

33. «O01ecTBeHHOE 00JaK0» - 3TO

a) MHPpPACTPYKTypa, MpeAHA3HAUCHHAsS IS UCTIOJIh30BAHMS OJTHOW OpTraHM3aIlMeH,
BKJTIOYATOIIEH HECKOJIBKO MOTpeOHTENeH;

0) uHdpacTpykTypa, npeaHazHadeHHas Jyisi CBOOOJHOrO MCIOJb30BAHUS ITUPOKON
nyOIMKOMH;

B) BHA HWHPPACTPYKTYpPHI, TMNpeIHA3HAYEHHBIH s HCHOJb30BaHUS
KOHKPETHBIM €0001IeCTBOM MOTpeOMTeN el W3 OpraHu3anvi, HMeEKIUX o0mme
3a/1a4M,;

r) KOMOWHamus W3 JABYX WU 0Oojiee pa3iuyHBIX OOJAuHBIX HWHQPPACTPYKTYD,
OCTAIOUINXCS  YHUKaJIbHBIMU  OOBEKTaMHM, HO  CBSI3aHHBIX  MEXAy  COOOH
CTaHJAPTU30BAHHBIMU UJIM YACTHBIMU TEXHOJIOTUSMH ME€pPEayu JTaHHBIX U MPUIIOKEHUHN .

34. LlenTpanbHbIil ypOBEHb, KOTOPHIH OMpEesIeT JOTUYECKYIO CXeMy 0a3bl JaHHBIX
- 3TO

a) BHEIIHUN YPOBEHBD;

0) KOHLENTYAJIbHbI YPOBEHbD,

B) (PU3UYECKHI1 YPOBEHb.

35. IlucbMeHHBIN NOKYMEHT, TIPH CO3/IaHUU KOTOPOTO 3HAKKM MUChMa HAHOCST OT
PYKH - 3TO

a) MUCbMEHHBIN IOKYMEHT;

0) TEKCTOBBIN JOKYMEHT;

B) PYKOIIMCHBIN TOKYMEHT.

36. CBom OOIICTPUHATHIX B apMUU TMpaBWJ, HOPM © MaHEP TIOBEICHHUS
BOEHHOCITYKAIIMX BO BCEX cPepax UX MeATeIbHOCTH- 3TO

a) IPUIABOPHBIN STUKET;

0) TUTIIIOMAaTUYECKUN ITUKET;

B) BOMHCKH U ITHUKET.

37. COBOKYIMHOCTh TMPABWII M TPAJAHIIAMA, COOTIOJAEMBIX TPakIaHAMH TIPH OOIICHUN
IPYT C APYTOM - 3TO

a) o01IerpakIaHCKUM ITUKET;

0) 1EIOBOI ATUKET;
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B) HE()OpPMAJIbHBIN ITHKET.

38. Jlng Kakoro CTHIs XapakTEpHO JKECTKOE E€IUWHOJIIMYHOE MPUHATHE
PYKOBOAMTENEM BCEX pEUICHHH («KMHUHUMYM JE€MOKPAaTHM»), KECTKHUH TOCTOSHHBIHI
KOHTPOJIb 32 BBIMIOJIHEHUEM PEIICHUH C yrpo30d HakazaHUS («MAaKCUMYM KOHTPOIIS»),
OTCYTCTBHE WHTEpeca K pabOTHHUKY KaK K JINYHOCTH:

a) aBTOPUTAPHBIN CTWIb;

0) 1eMOKpaTUYeCKU (MU KOJUIETHAIBHBIN ) CTUIIb;

B) muOepanbHbIi (MM aHAPXUYECKUH, UIIA MONYCTUTENCKUI) CTUJIB;

I') HETOCJIeI0BAaTeNbHBIN (aJTOTUYHBIN) CTUIIb.

39. IIuChbMEHHBIM JOKYMEHT, TPHU CO3JaHUU KOTOPOTO 3HAKH IHChbMa HAHOCST
TEXHHYECKUMU CPEJICTBAMH - ITO

a) MaIIMHOMUCHBIH IOKYMEHT;

0) 2JIEKTPOHHBIN TJOKYMEHT;

B) M300pa3UTEIIbHBIN JOKYMEHT.

40. XapakTepucTuka ICUXO0JIOTMYECKOT0 THIa oBeAeHUs itoaen "Y napHuk':

a) eMy HENMpPeMEHHO HY)XHO cooOmmuTh BaM Bce Menpuaiiiivie moapoOHOCTH TOTO,
YTO MPOMU3OIIIO C HUM HaKaHYyHE,

0) padoTaeT «KaK NPOKJATHIN;

B) JOJDKEH HEeTPEMEHHO MPUHSATH PEIIeHNE K KOHITY BCTPEYH,

41. K opraHu3aiiuOHHBIM JOKYMEHTaM OTHOCSITCS:
a) MoJI0KeHNe, MPaBuJIa, HHCTPYKIIUS

0) aKT, 3asBJICHUE, 3aITUCKH,

B) pacIoOpsHKCHHSI, PUKa3, PEeIICHNUE,

T') IOBECTKA JIHS, TPOTOKOJI, CIIpaBKa.

42. BpenoHoCHBbIE TPOTPAMMBbI, KOTOPHIE BBIMIOJHSIIOT Ha  TOPAXKAEMBIX
KOMIIBIOTEpaX HECAHKLIIMOHUPOBAHHBIE IOJIb30BATEIIEM JIEUCTBHS, T.€. B 3aBUCUMOCTH OT
KaKUX-TUOO YCIOBUH YHUYTOXKAIOT MHPOPMAIMIO Ha AHCKAX, NPHUBOJAT CHCTEMY K
«3aBUCAHUIO», BOPYIOT HHPOPMAIIUIO | T.1.:

a) 4epBH;

0) BUPYCHI;

B) TPOSIHCKHE MPOrPaMMBlI.

43. IMumK, KOTOPBIH MBI CTpEeMUMCSI ceOe co31aTh
a) 3epKaJIbHBIIA;

0) Tekymui,

B) JKeJIaeMblil.

44, KoprniopaTUBHBIA UMUK 3TO
a) HMMIK OPTAaHU3AIMHU B 11€JIOM, a He ee OTAeJbHbIX NMoApAa3eJIeHui ;
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0) UMUK, KOTOPBIA 00pa3yercs U3 pssia UMUKEN HE3aBUCUMBIX CTPYKTYP;
B) HAIll UMUK, CO3aBa€MbIil ONIMIOHEHTOM, COIIEPHUKOM, IPOTUBHUKOM.

45. K pacnopsiiuTenbHbIM IOKYMEHTAM OTHOCATCS:
a) MOJIOXKEHUe, IPaBUIa, UHCTPYKIUS;

0) akT, 3asBJICHUE, 3aMMICKH,

B) pacnopsi;keHHs, MPUKAa3, pelieHue;

T') TOBECTKA JTHS, TPOTOKOJ, CITPaBKa.

46. TlporpammHBIi KOI, 06€3 BeIOMa IMOJIb30BATENsI BKJIFOUYEHHBIH B MPOrPaMMHOE
o0ecrniedeHune C MeNb0 JEMOHCTPAUU PEKIIaMHBIX OOBSIBICHHIA:

a) NpOrpaMMbI-peKJIAMBI;

0) mporpamMMbI-IIITHOHBI;

B) MOTEHIIMAIBHO OMACHBIC TIPUIIOKEHUSI.

47. JIOKyMEHT, TIOJIHOCTBIO BOCIPOU3BOASIIMK HMH(POPMAILMIO TMOIJIUHHOIO
JOKYMEHTAa M BCE €r0 BHEIIHHE NMPHU3HAKU WM YacTh WX, HE UMEIOIIUN IOpUIUYECKON
CHJIBI - 3TO

a) MOJUTMHHUK OQUIMAIBHOTO IOKYMEHTa (OpUTrHHA);

0) nyOJIMKaT JOKYMEHTA;

B) KOIHS JOKYMEHTA;

I') 3aBEpPEHHAs KOS JOKYMEHTA.

48. «KoMMyHHKAIUs» — 3TO:

a) mporecc oOMeHa nHpopMaIue B CUCTEME;

0) COBOKYIHOCTh TEXHHYECKHX CpPEICTB, OOCCIICUMBAIONINX MPOIECCHl Tepeaadn
uH(dOpMaINH;

B) BCe BADHAHTHI OTBETOB BEPHbBIE.

49. CoOBOKYIHOCTh JaHHBIX, XPAaHHUMBIX B COOTBCTCTBHHM CO CXEMOH JIaHHBIX,
MaHHUITYJIMPOBAHUE KOTOPBIMHM BBIMIOJIHSIIOT B COOTBETCTBHH C IIPaBUJIAMH CPEACTB
MOJICJIMPOBAHUS JAHHBIX - 3TO

a) 0a3a JaHHBIX;

0) OCHOBa JIaHHBIX;

B) SIIPO JAHHBIX;

I') BCE BApUAHTHI OTBETOB BEPHEIC.

50. YpoBeHb MoIb30BaTENS - TO
a) BHCIIHUI YPOBEHbD;

0) KOHIIETITYaJIbHBI YPOBCHb;
B) (pu3nuecKuii ypoBeHb.

51.Texnonorusi mnpeoOpa3zoBaHusi peud B TekcT (speech-to-text), koropas
ol POBBIBAET U MEPEBOJUT B TEKCT PEYEBOM CUTHAIT -
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* pacnio3HaBaHMe pevH,;
CUHTE3 Peuu;
rojiocoBast OuOMeTpHs.

52. VI3 001mux npaBuil COBPEMEHHOT0 3TUKETA: MEPBBIM MPUBETCTBYET
a) My’>KYMHA — KCHIIHUHY;

0) JKEeHIIMHA — MY>KUHHY,

B) MJIAJIIUI — CTApILero;

I') CTapIIMid — MJIQILIEroO.

53. Psanp TtexHoysorui, oO0ECNEeUMBAIONIMX MPO3PAYHOE TMOJKIIYCHUE K CETH
yIAJICHHBIX KJIMEHTOB, PACIOJIOKEHHBIX, KaK MPaBWJIO, 3a MpeaesiaMu JIOKabHOW CETH
OpraHu3aIuu - 3TO

a) FTP-cucrema;

0) cucrtemMa y1aJJeHHOT 0 J0CTYyIa;

B) «O06ayHbIe BRIYUCICHUS.

54. «I'ubpugHoe 061aK0» - ATO

a) uH(ppacTpyKTypa, NMpeaHa3HAYCHHAs IS WCIIOJIh30BaHUSA OJHOM OpraHU3aIHCH,
BKJTFOYAIOIIEH HECKOJIbKO MOTPEeOUTEINCH;

0) uHpacTpyKTypa, MpeaHa3HAYCHHAs JUISI CBOOOHOTO MCIOJB30BaHUS ITUPOKOU
myOJIUKOM;

B) BUJ HWHPPACTPYKTYpPbl, NpEIHA3HAYCHHBIA JUISI HMCIOJb30BaHHUS KOHKPETHBIM
COOOIIECTBOM MOTPEOUTEIEH U3 OpraHu3aIuii, UMEIOIIUX OOIIUe 3a/1a4H;

r) KOMOMHAUMSA W3 JABYX WM 00jiee pPa3jiMdHbIX 00JIaYHBIX MHPPACTPYKTYP,
OCTAIOIIUXCA YHHKAJbHBLIMH O00bEKTaMH, HO CBSI3AHHBIX MEXKAY C000ii
CTAHAAPTU30BAHHBIMM WJIM YACTHBIMM TEXHOJOTHMSIMHM Tepeaadyd JaHHBIX M
MPUJI0KEHUH.

55. IIporpammuoe obecreueHrne, HE NPUIUHSIONIEE KOMITBIOTEPY KaKOT0-THOO
MPSIMOTO BpeJla, HO BBIBOASAIIEE COOOIIEHUS O TOM, YTO TaKOW BpeJ YKe MpUYUHEH JTHO0
OyJeT MpUYMHEH NP KaKUX-TH00 yCIOBUAX:

a) NpOrpaMMbI-IIYTKH;

0) PyTKUTHI;

B) IPOTPAMMBI-IITTTHOHBI.

56. TIlepBerii (Mo EOWHCTBEHHBIN) DJK3EMIUIAP JOKYMEHTa, O0JaMaromnii
FOPUANYECKON CUJION - 3TO

a) NOVIMHHUK 0(PUIHAJTBHOI0 JOKYMEHTA (OPUTHHAJ);

0) myOauKaT JOKYMEHTA;

B) KOTIHUS JIOKYMEHTA,

I') 3aBEpEHHAs KOIHUS TOKYMEHTA.
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57. CBOWCTBO OPUIIMATBHOIO TOKYMEHTA BbI3bIBATH MTPABOBBIE MOCIEACTBUS -
a) pUANYecKas CWJIa JOKYMEHTA;

0) yrpo3bl 6€30MacHOCTH JOKYMEHTOB,;

B) UH(OPMAIIMOHHAS CUJIa JOKYMEHTA.

58. OTpunarenbHbId UMUK 3TO

a) UMUK OpraHU3alliy B 1IEJIOM, a HE €€ OTAEJbHBIX MOApPa3/IeIeHUH;

0) UMUK, KOTOPBIA 00pa3yercs U3 psajla UMUJIKEH HE3aBUCUMBIX CTPYKTYD;
B) HAaIll UMH/I’K, CO31aBaeMblii ONIIIOHEHTOM, COIEPHUKOM, POTUBHUKOM .

59. HenpunuyHo 3BOHUTH

a) 10 9.00 yacos wiu BeuepoM nocie 22.00;
0) 1o 10.00 gacos wiu BeuepoM nocie 21.00;
B) 10 12.00 yacoB unu Beuepom nociie 19.00;

60. Hecneuuduueckuit oOTBET oOpraHu3Ma Ha JH000€ TMPEABIBICHHOE €My
TpeOOBaHWe, TpENCTaBIsAOIMIee COOOM HampsyKeHWEe OpraHu3Ma, HaINpaBICHHOE Ha
IPEOJI0JIEHNE BOSHUKAIOMIMX TPYIHOCTEH U MPUCTIOCOOIEHNE K BO3POCIIMM TPeOOBaHUSIM
- 3TO

a) crpec;

0) KOH(ITUKT;

B) KOMITPOMHUC.

METOINYECKHUE MATEPHUAJIBI

YueOHO-MeTOAMYeckoe W HHPOpMaMOHHOe o0ecnevyeHue: JICKIMOHHBIN
Marepual, CIUCOK JIUTEPaTypBhl.

YciaoBusas A (PYHKIMOHUPOBAHMSL  JJIEKTPOHHOM  MH(POPMALMOHHO-
o0pa3oBaTeJIbHOM Cpelabl: CUCTEMa JUCTAHIIMOHHOTO OOYY€HHMs, BJIEKTPOHHAas
oubnuoreka, MoHOONOKH, Web-kamepbl, MUKpPO(OHBI, HAYINIHUKUA, MYJIbTUMEIUWHBIN
MIPOEKTOP U 3KpaH, ceTb HTEepHET.

HOPMATHUBHO-IIPABOBBIE AKTbI U CITMCOK JIMTEPATYPbBI

- ®enepanbHbIid 3aK0H 0T 29.12.2012r. Ne273-d3 «O6 obpazoBanun B Poccuiickoit
denepanumny;

- ®enepanbHblil 3ak0H 0T 30.12.20011. Ne197-®3 «Tpynosoit Konekc PDy;

- @epnepanbHbiii 3akoH oT 06 ampens 2011 1. No 63-®3 «OO0 351€KTPOHHOM
MOATUCHY;

- OepnepanbHbiii 3akoH oT 27 wutons 2006 r. Ne 149-®3 «OO6 wunpopmanuu,
MH()OPMAIIMOHHBIX TEXHOJIOTUAX U O 3alUTEe UHPOPMAIUN»;
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- Menepanpubiil 3ak0H 0T 02 masg 2006 r. Ne 59-®3 «O mopsiake paccMOTPEHHUS
oOpaienuii rpaxaan B Poccuiickoit denepanumy;

- ®enepanpHbiil 3ak0H OT 01 utoHa 2005 r. Ne 53-@3 «O rocynapCTBEHHOM SI3BIKE
Poccuiickoit @enepannmn;

- @®enepanpHblil 3aKk0H OT 22 okTA0ps 2004 r. Ne 125-®3 «O6 apxuBHOM Jene B
Poccuiickoit @enepanumny;

- ®enepanpHblil 3aK0H OT 29 uroinsa 2004 r. Ne 98-D3 «O koMMepUeCKOl TaliHE»

- ®enepanpHblil 3aK0H OT 21 uronsa 1993 r. Ne 5485-1 «O rocyaapcTBEHHON TaliHEY;

- Ilocranosnenue IlpaButensctBa P® ot 15 wmrons 2009 r. Ne 477 «OG06
yTrBepkaeHun IlpaBun nenonpou3BoAcTBa B (enepalibHbIX OpraHax HCIOTHUTEIbHON
BJIACTH;

- IlocranoBnenue IlpaButensctBa P® ot 13 aBrycra 1997 r. Ne 1009 «OG6
yTBepkJaeHun [lpaBusi MOATOTOBKM HOPMATHMBHBIX IPABOBBIX AaKTOB (helrepanbHbIX
OpraHOB MCTIOJIHUTEIBHON BJIACTU U UX FOCYAAPCTBEHHON PErHCTpaLlUN»;

- TlocranoBnenue IIpaButensctBa PD ot 27 nekabps 1995 r. Ne 1268 «O6
YIOPSOUYEHUN U3TOTOBJICHHS, MCIOJIb30BAaHUS, XPAaHEHUS M YHMUTOXCHHS Tedareil u
0J1aHKOB ¢ BocnpousBeieHueM [ ocynapcrBenHnoro repda Poccutickoit denepannny;

- [Ipuka3z ®enepanbHoro apxuBHoro arenrcrsa ot 20 aexadbps 2019 roga Ne 236
«O0 ytBepxkaeHuu IlepeyHsi THUMOBBIX YHOPABICHUYECKUX AapPXMBHBIX JOKYMEHTOB,
o0pa3yroumxcs B Mpoliecce AesITeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPIaHOB MECTHOTO
CaMOYTPABJIEHUS U OPTaHU3allNil, C YKa3aHUEM CPOKOB UX XPAHECHUS»;

- [TocranoBnenne Muntpyna Poccun ot 26 mapta 2002 1. Ne 23 «O06 yTBepKIeHUH
HopM BpemMenu Ha pabOThl MO JAOKYMEHTAIIMOHHOMY OOECHEYEHHIO YIPaBICHUYECKUX
CTPYKTYp (eiepaabHbIX OPraHOB UCTIOJHUTEIHHOM BIIACTHY;

- IlocranoBnenue I['ockomcrtata Poccum ot 05 sHBaps 2004 1. Ne 1 «OG6
YTBEPKJICHUN YHU(PUIIMPOBAHHBIX (DOPM MEPBUYHON YUETHOW JOKYMEHTAIMHU TIO0 YYETY
TpyJla U €ro OIUIAThI»;

- IloctanoBnenne Muntpyna Poccum ot 25 HosOps 1994 1. Ne 72 «OG6
YTBEPKJIECHUU MEKOTPACIEBBIX YKPYITHEHHBIX HOPMATHBOB BPEMEHH Ha pabOTHI IO
JOKYMEHTAIIMOHHOMY OOECIIEYEHUIO YIIPABICHUS;

- [loctanoBnenue denepanbHONl KOMUCCUM TIO PHIHKY IEHHBIX Oymar ot 16 uiois
2003 r. Ne 03-33/mc «OO6 ytBepxknenuu I[lonokeHUs O TOPSIKE M CPOKax XpaHEHUs
JOKYMEHTOB aKIIHOHEPHBIX OOILECTBY;

- [Ipuka3 ®exnepanbHoro apxuBHoro areHTcTa oT 11 anpenst 2018 roma Ne 43 «O6
YTBEPKIEHUH TPUMEPHOTO MOJOKEHUS 00 3KCIEPTHON KOMUCCHH OPTraHU3aALMN;

- [Ipuka3z MunuctepcTBa 0Opa3oBanusa U Hayku Poccuiickoit @enepauun ot 01.07.
2013 1. Ne 499 «O6 ytBepxkaenun Ilopsinka opraHu3ald W OCYIIECTBICHUS
o0pa3oBaTeapbHOW  JEATENBHOCTH MO  JIONOJHUTENbHBIM  NPOECCHOHATIHHBIM
porpaMmamy;

- [Ipuxa3 MunucrtepcTBa Tpyaa u counanbHou 3ammThl PO ot 15 urons 2020 r. Ne
3330 «O6  ytBepxkAeHuUM mnpodeccHoHaNbHOrO  cTaHgapra «CHneuralucT 1o
OpraHU3alOHHOMY U JJOKYMEHTALIMOHHOMY OO€CIIEYEHUIO YIIPABICHHS OPTaHU3aLUEe».
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-I'OCT P 7.0.97-2016 «Cucrema ctanaapToB 1o uHpopmanuu, OUOIMOTEUHOMY U
u3nareabckomMy gerny. OpraHu3aluOHHO-pACIOpsANTENbHAs JOKYMeHTauus. TpeboBaHus
K 0()OPMIIEHHIO TOKYMEHTOBY;

- 'OCT P 7.0.8-2013 «Cucrtema crannapToB 1o uHpopmanuu, 0UOJINOTEUHOMY U
U3/1aTeIbCKOMY Jiey. []enonpou3BoACTBO U apXUBHOE /1€710. TepMUHBI U ONIPeIEICHUD;

- TOCT P 50922-2006 <«3amurta wuHpopmauuu. OCHOBHbIE TEPMHUHBI U
OTIpEICTICHUSI;

- TOCT 6.10.4-84 «YHupuuupoBaHHbIE CUCTEMbI JOKyMeHTauuu. llpunanue
IOPUAMYECKON CHJIBI JOKYMEHTaM Ha MAIIMHHOM HOCHUTENEe M MalllMHOIpaMMe,
CO371aBa€MbIM CPEJICTBAMH BBIYUCIUTEIbHONU TeXHUKU. OCHOBHBIE MOTOKEHUS;

- T'OCT 6.10.5-87 «YHuduimpoBaHHblE CUCTEMbI JOKYMEHTalUUU. TpeOoBaHUS K
noCcTpoeHHI0 (hopMymsipa-oopasuar;

- 'OCT 17914-72 «OO0a0KKH 1€ IIUTENbHBIX CPOKOB XpaHeHus. Turbl, pa3mepbl
U TEXHUYECKHE TPEOOBAHUSY;

- TOCT P 34.10-2012 «Mudopmanmonnas texHonorus. Kpunrorpaduueckas
3amurta uHpopmaimu. [lporeccel popMHUpoBaHUs U MPOBEPKU IIEKTPOHHOU LUDPOBOI
HOJIMTUCHY;

- 3aitneBa, E. B. Jlenonpou3BoACTBO M JOKYMEHTOOOOPOT B CHCTEME
rOCy/IapCTBEHHOTO M MYHHUIIMIAIBHOTO yIpaBiieHusa: ydeO.-meton. mocodue / E. B.
3aiinieBa, H. B. ['onuapoBa ; M-Bo oOpazoBanust u Hayku Poc. @eneparuu, Ypai. denep.
yH-T. — ExarepunOypr : U3a-Bo Ypaiu. yn-ta, 2017. — 178 c.

- 3amemnHa E.A. DTtuka u ricuxoJjorus aenosoro oomenus. M.: PUOP, 2006.

- Kopxyk B.M., ITormoB N.1O., BopoObeBa A.A., 3anuiieHHbI JOKyMEHTOOOOPOT.
Yacts 1: Yuebno-metoanueckoe nmocooue — CI16: Yausepcurer U'TMO, 2021. — 67 c.

- KynseB H.H. UndopmanmoHHbIe TEXHOJIOTUH B JOKYMEHTAIIMOHHOM O0€CIIeYeHUN
yIpaBjeHUs U apXuBHOM jnene: yueOHuk juis By3oB / H.H. Kynses, T.B. Konmparoga,
E.B. Tepentnena, A.I'. ®abpuuHoB / moa obm. pen. a.1o.H., npod. H.H. Kynsesa. — M.,
2016. — 408 c.

- Makapos b.®., Henmoroma A.B. [lenoBoii 3THKET 1 0OIICHHE.

- Ilcuxomorus m stuka nemoBoro obmenus/ Ilox pen. B.H. JlaBpunenko. — M.:
Onutn, 2002. — C.267.

- Ilcuxomorus m stuka nemoBoro obmenus/ Ilox pen. B.H. JlaBpunenko. — M.:
IOnuTH, 2002. — C. 292-294.

- Peibankuna 3.M. JIoKyMeHTOOOOPOT M ACIONPOU3BOJICTBO: Kypc Jekmuit / 3.M.
Pribankuna. — Ilenza: IN'YAC, 2014. — 196 c.

- @uonoBa, JI. P. ®61 OcBoenne mnpodeccHOHATHHBIX KOMIIETCHIMH B cdepe
JOKYMEHTAIIMOHHOTO oOecnieuenust ynpapienus: yuel. / JI. P. ®uonosa. — Ilensa: 3a-Bo
Iy, 2016. - 200 c.
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