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OBIIHME ITOJIOKEHUA

OcHoBHast ~ mporpamma  MpoeCCHUOHAILHOIO  O0ydeHHsT —  IporpamMmma
npodeccuoHanbHOM  MOATOTOBKM 1Mo  mpodeccun  «CekpeTrapb-aIMUHUCTPATOP»
pa3paboTaHa B COOTBETCTBUH C TPEOOBAHMUSIMHU CICAYIONIUX HOPMATUBHO-TEXHHUYECKUX
JIOKYMEHTOB!

- @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 OCYIIECTBICHHUSI 00Pa30BaTEIbHONU NESITEILHOCTH
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 mpodeccuoHanbHOe 00yueHue",

- [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 OCYIIECTBIISICTCS B OopraHu3aIusx,
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 IOPUAHYECKUX JIUII,
IPEAYCMOTPEHHBIX TPaXIAHCKUM 3aKOHOJATEIbCTBOM, WJIM B KauyeCTBE CTPYKTYPHBIX
NOApa3ACICHUIN IOPUINYECKUX JIULI.

®opmbl 00y4YeHHST O OCHOBHBIM MporpamMmaMm Mpo¢deCCHOHAIBHOTO O00YydYeHUS
OTIPEJICIISIIOTCS.  OpTaHM3aIlMel, OCYIIECTBISAIOMICH 00pa30BaTEeNbHYIO JESITEIbHOCTD,
CaMOCTOSITEIBHO, €CJIM HMHOE HE YCTAaHOBIEHO 3aKOHOAATENbCTBOM Poccuiickon
denepanuu.

Copepxanrue U TPOJOIIKUTEIBHOCTh MPO(PECCHOHATBFHOTO O0yUYeHHUS M0 Kaxaou
npodeccun pabodero, MODKHOCTH CIY)KAIIETO OMPEAeNsIeTcsl KOHKPETHOW MpOorpaMMoi
npodeccuoHansHOTO O00y4YeHUs, pa3padaThiBAEMON W YTBEPKIAEMOW OpraHU3alluei,
OCYIIECTBIISIIOIIECH 00pa3oBaTeNbHYIO0 JAESITEIbHOCTh, HAa OCHOBE MPOQPECCHOHATBHBIX
CTaHAapTOB (MPY HATMYHMH) WIN YCTAHOBJIEHHBIX KBAIU(DUKAIMOHHBIX TPeOOBaHUIA, €CITU
WHOE HE YCTAaHOBJIEHO 3aKOHOJATEILCTBOM Poccuiickoit denepannm.

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

OOpa3oBatenbHast MEATEILHOCTh MO OCHOBHBIM MpOTpaMMaM MpodecCHOHATEHOTO
oOydeHHsI OpPraHW3yeTCsl B COOTBETCTBHHM C pACIHCAHUEM, KOTOPOE OTMpeesieTCs
OopraHu3alnuen, OCyIecTBISIONEe 00pa3oBaTeNbHYIO AeATEIbHOCTb.

IIpodheccronanpHoe OOy4YeHHE Ha IPOM3BOJCTBE OCYIIECTBISCTCS B Ipejenax
pabouero BpeMeHH OOY4Yarollerocsi MO COOTBETCTBYIOUIMM OCHOBHBIM IpOrpaMmam
po(heCCHOHAIBHOTO 00yYCHUS.



[IpodeccronanbHoe 0O0yyeHHME TO WHAUMBHUIYAIbHOMY YYEOHOMY IUIaHY, B TOM
qucje yCKOpeHHoe o0yueHue, B Ipejenax ocBauBaeMou nporpaMMbl podheCcCHOHATBHOTO
0o0y4eHUs OCYILECTBISIETCS B TOPSAJIKE, YCTAHOBIEHHOM JOKAJIbHBIMA HOPMAaTHUBHBIMU
aKTaMl OpraHu3alliM, OCYIIECTBISIONIE 00pa3oBaTEIbHYIO AESATEIbHOCTh. [lpu
MPOXOKACHUU TMPO(HECCUOHATHHOTO OOYYEHUSI B COOTBETCTBUM C WHAUBUIAYAIbHBIM
y4eOHBIM IUIAHOM €r0 MPOJIODKUTEIBHOCTh MOXET OBITh W3MEHEHa OpraHu3allueH,
OCYIIECTBIISIONIEH 00pa3oBaTeIbHYIO JIESITENBHOCTh, C YYETOM OCOOEHHOCTEH U
00pa3zoBaTeIbHBIX MOTPEOHOCTEN KOHKPETHOTO 00YYaroIIerocs.

Peanuzanys oCHOBHBIX porpaMM npodeccuoHasbHOro 00y4YeHUs COMPOBOKIAETCS
MPOBEJICHUEM MPOMEXKYTOUYHOM arTecTanuu obOydaromuxcs. PopMbl, MEPUOAUIHOCTh U
MOPSIZIOK TPOBEJICHUS] MPOMEKYTOUYHOM aTTeCTallMyd OOYYalOlUXCsl yCTaHABIMUBAIOTCS
opraHu3aIuen, OCyIecTRISIONEeH 00pa3oBaTeIbHYIO JeATeIbHOCTh, CAMOCTOSATEIBHO.

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

KBanudukanimoHHbI 9SK3aMEeH TPOBOJAMUTCS OpraHU3alMel, OCYIIECTBISIONICH
00pa3oBaTEIbHYIO ACATEILHOCTD, JI ONPECICHUs] COOTBETCTBUS MOJYUYCHHBIX 3HAHHM,
YMEHUN Y HAaBBIKOB MporpamMMme MmpodheCcCHOHAIIBHOTO 00YYEeHHUSI U YCTAHOBJICHUS Ha ATOU
OCHOBE JMIIaM, TWpOLIEAUM TpodeccuoHanpbHOe 00yueHHe, KBATU(PUKAITMOHHBIX
pas3psioB, KJIacCOB, KaTEropui MO COOTBETCTBYIOIIUM TpodeccusM  pabouux,
JOJKHOCTSAM CITy>KaIlKX (MPU HAJTMYUU TaKUX Pa3psiioB, KIACCOB, KATETOPHIA).

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

JIuto, ycnemHo crapiiee KBaIM(PUKAIMOHHBIN SK3aMeH, ToJydaeT KBAIU(DUKAIIUIO
no mnpodeccun pabovero, MOHKHOCTH CIYXKAIIeTo C TMPUCBOEHHWEM (IIPU HAJIUYUH)
KBAJIM(DUKAIIMOHHOTO pa3psjia, Kilacca, KaTeropuu Mo pe3yiabTaTaM NpodeccuoHaIbHOTO
oOy4eHHMsI, YTO TOATBEPKIACTCS IOKYMEHTOM O KBajduduKamuu (CBUAETEILCTBOM O
npodeccrun pabodero, JOIKHOCTH CITYXKaIIEro).

Kpanudukanus, ykaspiBaeMas B CBHACTEIBCTBE 0O mpodeccuu padouero,
JOJKHOCTUA CIIY’Kallero, JaeT ero oOJagaTeNio MpaBO 3aHUMATHCS OIpPEIeICHHON
npodeccuoHaIbHON AESTENBHOCTBIO WM BBITIONHSATH KOHKPETHBIE TPYAOBBIC (DYHKIIHMH,
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 @enepanuu.

Opranuzanuu, OCYILECTBIISIIOLINE 00pa3oBaTeNbHYIO NEeATENbHOCTb,
CaMOCTOSITETIbHO YCTAaHABIMBAIOT OOpa3llbl BHIIABAEMOTO CBHUICTEIBCTBA O TMpodeccuu
pabouero, JOMKHOCTH CIIYXKAaIEro, U ONPEAESIOT MOPAIOK MX 3alOJIHEHUS W BbIJAyU.
[Tpu ompeneneHuM MOpsiAKa 3aMOJHEHUS, y4€Ta W BbIIAYU CBUICTEIBCTBA 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 HEYAOBJIECTBOPUTENIbHBIE PE3YJbTAThl, a TAKXKE JHI[AM, OCBOMBIIMM YacCTb
OCHOBHOHM MporpaMmbl MpPOPECCUOHATBHOrO OO0y4YeHHUs] W (WJIM) OTYUCICHHBIM U3
OpraHu3aluu, OCYIIECTBISIONIECH 00pa30BaTEIbHYIO JEATEIbHOCTD, BBIJJAETCA CIpaBKa 00



o0y4eHUr WK O mepuojae oOydeHus Mo oOpasily, CaMOCTOATEIbHO YCTaHABIWBAEMOMY
opraHu3aluei, OCylIeCTBISAOMENH 00pa30BaTENbHYIO AESTENbHOCTb.

Ilear ocHOBHOM mnporpaMmmbl NpogeccHOHATBLHOIO0 O00y4YeHHsI — IPOrpaMMBbI
npodeccuoHanpbHON MOArOoTOBKM 1o mpodeccun  «Cekperapb-aIMUHUCTPATOP» —
dopMupoBanue y oOydarommxcs NpopecCHOHANbHBIX 3HAHWM, YMEHMI M HaBBIKOB I10
npodeccun.

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.

OO6pazoBatenbHas ACSATENBHOCTh MO MPOTPAMME OPraHU3yeTCs] 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 OpraHW3aIiy, Ha OCHOBAHWH JICHCTBYIOIIET0 3aKOHOAAaTenbCcTBa PD n
JIOKaJIbHBIX aKTOB 00pa30BaTENIbHOW OpraHu3alluu, sl OTAEIBHOTO O0y4Yaromierocs Wiu
IpyIIbl 00yYaOMIUXCSd MOXKET OBbITh OpPraHMW30BaHO OOYYEHHE MO HHAUBUIYATbLHOMY
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yueOHOMY IUTaHy, B TOM YHMCIIE MPEAyCMaTPUBAIOIIEMY YCKOPEHHOE OOYYeHHE B paMKax
OCBaMBa€MOU IIPOTrPaMMBI.
K ocBoeHuio mporpamMmsl J10NyCKalTCA JIMla HE MOloxe 18 yer, u umeromniue
oO11iee cpeiHee 0Opa3oBaHKe WIH CpeliHee MpodhecCHoHAIbHOE 00pa30BaHUE.
INJIAHUPYEMBIE PE3YJIbTATHI

[Inanupyemble pe3ynabTaThl 00yueHusi no IIporpamme chopmMupoBaHbl ¢ y4yeToMm
TpeOOBaHMUI HOPMATUBHBIX JOKYMEHTOB.

XapakTepucTHKA KBATUPUKALMY.

OpraHu3aliuoOHHOE 00ECIIEUEHUE NEATEIbHOCTH OPTaHNU3aLINN.

VYpoBensb kBanupukamm — 3.

Bo3MokHBIE HANMEHOBAHUS Cekperapb-aIMUHUCTPATOP
JOJKHOCTEH, podeccuit

TpebGoBanust Kk 00pa30BaHUIO 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 nmpoeccOHAIBHBIX KOMIIETEHU U (TPya0Bble PYHKIIUU) —
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[MOHUPOBAHHOM MH(OpMaLKK Mo TeaePoHy

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

IPOBEACHHS TOJIOCOBOI MM BUACO-KOH(PEPECHII-CBSA3H
Hcnonp30BaTh CpeicTBa KOMMYHUKAITMOHHOW OPTTEXHUKA
JUTSI TIOJTyYEHUS U Tiepenadu HHGOpMAIIH

Bectu ydeTHbIe perucTpaimoHabie (POPMBI, HCIIOTH30BAThH
uX JU1si ”HGOPMALIMOHHON paOoThI

YcTaHaBnuBaTh KOHTAKT C COOECETHUKOM, MOAICP)KUBATh U
pa3BUBATH JICJIOBYIO Oeceay B mpoiiecce TesieOoHHBIX
IEpPErOBOPOB

CriaxxuBaTh KOH(QIMKTHBIC M CIIOKHBIC CUTYaIHH
MEXITUIHOCTHOTO B3aMMOCHCTBHS

CoOmroiath CiyKeOHBIN YTUKET

HeoOxonumble 3HaHUS @yHKIMY, 3a7a4d, CTPYKTYpa OpraHU3alliu, €€ CBsA3U
[IpaBuna B3aUMOACHUCTBUS C IAPTHEPAMU, KIIMEHTAMU,
CpelcTBaMH MaccoBOM MHpOpMauu

OTHKa JeJI0BOro 00IEHUs

[IpaBuna peyeBOro sTUKeTa

TpeOGoBanust oxpaHsl Tpyaa

[IpaBuna 3amuThl KOHPUACHIIMATBHON CITY>KEOHOM
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 OMEpaTUBHOMY PacCMOTPEHUIO MTPOCHO 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
KOMMYHHKAIIMM BHYTPH OpraHU3aIun

Bectu ydetnbie hOpMBI, HCTIOIB30BATh UX IS paOOTHI
Co3/1aBaTh MOJOKUTEIBHBIN UMUK OpraHUu3alluu
[IpuHUMATB MEPBI MO pa3peIICHUIO KOH(PIMKTHBIX CUTYyaIHit
[TpumeHATH HHOOPMAITMOHHO-KOMMYHHUKAITHOHHBIS
TEXHOJIOTUHU




Ob6ecneunBaTh KOHPUIECHIMAIBHOCTh HH(POpMaLIUU

HeoOxonumble 3HaHUS IIpaBuna opranusanuu npueMa MoCeTUTEIEH

[IpaBuina nenoBoro oOIIEHUS

CtpykTypa opraHu3aluy U pacnpenenacHue GyHKIUR MexXIy
CTPYKTYPHBIMH IOJPa3ICICHUSIMU U CIIEHANTNCTaMU
[IpaBuna opranuzanuu NpueMoB B odrce

[IpaBuna cepBUpOBKH YaiiHOTO (KO(GEHHOT0) cTONA
[IpaBuiia MpUrOTOBIEHUS U NMOJAYU TOPSAYUX HAITUTKOB U
3aKyCOK K HUM

OTHKa JeJ10BOro 00IeHus

IIpaBuna peyeBOro sTUKeTa

TpebGoBanust oxpaHsl Tpyaa

[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 KypbepOB U BOAUTENICH OpraHU3aINH
Benenue xypHaia pa3be30B KypbepOB OpraHU3alMH U
MapIIpyTOB BOJIUTENEH

CocraBieHue CIpaBKu O pa3be3ax pabOTHUKOB, KypbepoB
U MapuIpyTax BOAMUTENEH OpraHu3aluu

HeoOxoammple yMeHUs CoCTaBIISATh U BECTH YYETHBIC TOKYMEHTHI

[TpuMeHSTh cpelicTBa KOMMYHHUKAIIMH JUTSI TIEPEIadn
NIOPYYEHHU I PYKOBOJUTEISI U COTPYIHUKOB OPTaHU3AINN
[IpuMeHsTH COBpEMEHHBIC CpeIcTBa cOopa, 00pabOTKH U
nepeaayr HHGOpMaIuu

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

HeoOxonumplie 3HaHUS [IpaBuna peyeBOro sTUKeTa

DTHKa IeTOBOT0 OOIICHUS

TpeOGoBanust oxpaHsl Tpya

[TpaBuna 3amuThl KOHPUACHIHMATEHON CITYKEOHOM
uH(bOpMATIHH

CtpyKTypa OpraHU3aluy U pacupenenacHue GyHKIUN MKy
CTPYKTYPHBIMH MOJPa3/ICICHUSIMU U CHIEIMATNCTaMU

Jpyrue xapakTepuCTUKu | -

OPI'AHUBAIIMOHHO-IIEJAT'OI'MYECKUE YCJIOBUA

OOpazoBaTenbHBIM MPOILECC OCYIIECTBISETCS Ha OCHOBAaHWU Yy4EOHOTO IUIaHA M



pErIaMEHTUPYETCS PACITUCAHUEM 3aHSITUH ISl KaKI0M yueOHOM TPYIIIbL.

Pexxum 3ansiTUM: He OoJiee 8 YacoB B JICHb.

MarepuajibHO-TeXHHYECKOE o0ecreyeHrne 00pa3oBaTe/ILHOIO0 MpoLecca

MarepuajJibHO-TeXHUYECKHE YCI0BUS:

TeopeTnueckoe o0yueHue:

Jannas yueOHas mnporpaMma peajgu3yercss Mo O4yHol Qopme oOydeHus c
yacTuuHbIM npuMenenueM J1OT, nmpu KoTopoi o0yyaromuiicsi 0CBauBAET TEOPETUUECKYIO
4acTb NPOrpaMMbl C MEAArOTMYECKUM PAOOTHUKOM WJIM CaMOCTOSITEIbHO (YIAJIEHHO) C
UCIIOJIb30BAaHUEM DJIEKTPOHHON HWH(GOPMAIMOHHO-00pa30BaTENbHON Cpenbl (CUCTEMBI
JTUCTAHIIMOHHOTO OOYy4YEeHUS).

KoMmmyHHMKamu ¢ megarornyeckuM pabOTHUKOM OCYIIECTBIISIIOTCS TTOCPEICTBOM
yKa3aHHOU cpelibl (CUCTEMBI), a Takke HHGOPMAIMOHHO-TEJICKOMMYHHUKAIIMOHHBIX CETEH,
obecrnieunBarOIUX Tepeady IO JMHUSM CBsi3M HMHPOpMAIMM U B3aUMOJCHCTBUE
0Oy4aromuXxcs U MeJaroru4eckux paboTHUKOB.

OnekTpoHHasi uHGOpPMaAIMOHHO-00pa3oBaTenbHas cpena (DMOC) BkitouaeT B cebs
ANEKTPOHHBbIE WH(GOPMAIIMOHHBIE PECYPCHI, JJIEKTPOHHBIE O0O0pa3oBaTENbHBIE PECYPCHI,
COBOKYITHOCTh HMH(OPMAIIMOHHBIX TEXHOJIOTHUH, TEICKOMMYHUKAIIMOHHBIX TEXHOJIOTHM,
COOTBETCTBYIOIIMX TEXHOJOTHMUYECKHX CPEJICTB, KOTOpble OOECIEeYUBAIOT OCBOCHHE
TEOPETHYECKON YacCTU MPOrpaMMBbl B TIOJITHOM 00BhEME HE3aBUCHUMO OT MECTa HaXOXCHHS
obyuaromuxcs (nanee - CJ1O).

CHO BxmroyaeT B ceOsi MOAYIbHYIO OOBEKTHO-OPUEHTUPOBAHHYIO TUHAMUYECKYIO
y4eOHYI0 Cpely C YYETOM aKTyaJIbHbIX OOHOBJEHUN W MPOTPaMMHBIX TOMOJHEHHUIA,
o0ecreynBaroIlyo pa3paboTKy U KOMIUIEKCHOE HCIIOJIb30BAaHUE DJIEKTPOHHBIX KYPCOB U
UX JIEMEHTOB.

Hoctyn oOyuatomuxcss k CHO ocymecTBisercs CpeAcTBaMH  BCEMHUPHOU
KOMITBIOTEpHON ceTu MHTepHET B KpPYIJIOCYTOYHOM peXUME 0e3 BBIXOJIHBIX JTHEH.
[IpousBonutcst aBTopu3anus ciymarenaeid. JlocTyn K JTUYHOMY KaOWMHETY CIIyIIaTens —
UHIUBHUIYaJbHOE TMpUIJIAllleHWe ¢ ccbulkod s Bxoma B CJIIO  otmpasnsiercs
COTPYJIHHUKOM 00pa30BaTeNIbHOW opraHuzanuu. @opMor 3IEKTPOHHOW HACHTHU(GUKAIIUH
ABJSIETCS ~ MHAUMBHIAYaJdbHOE mnucbMo-nipuriamenue B CJ1O, ortnpaBieHHOE Ha
ANEKTPOHHYIO TIOUTy oOyuaromierocs. O0ydaromuiics: MepexouT MO CChUIKE U3 MHUChMa B
CJO, BBOAUT NEPCOHANIBHBIN JIOTHH (3JIEKTPOHHYIO MIOUTY) U NAPOJIb.

Y4eOHble KaOMHETHI OCHAIIEHBI HEOOXOUMBIMU CPEJICTBAMH O0YUCHUS

HaunmenoBanue Bup 3ansatuii HaumenoBanue o60pynoBaHus
CIIeIMATIU3UPOBAHHBIX
ayAUTOPUI
TeopeTnueckue u - CTOJI U CTYJI JUJI IPENOAaBaTEIIs;
VY4eOHslil k1acc (Ha MO3TaKHOM IIPAKTUYECKUE - YYEHUYECKHUE CTOJbI - 2 IIT.
rJjaHe KoMHata 21) 3aHATUSA -YYEHUYECKHUE CTYIbS — 2 IIIT.

- HOyTOyK — 1 miT.

- MOV npuntep 3 B 1 — 1 mr.
- KOJIOHKH — 2. IIT.
-MUKpOGOH — 1 mT.

- BUJicokamepa — | mit.




Harnsaaasle maTeprasl
(IeMOHCTPUPYIOTCSI C  MOMOIIBIO
HOYTOYKa)

IIpakTHyeckoe o0yyeHue:

Opranuszyercs MyTeM  HENOCPEJACTBEHHOTO  BBIMNOJHEHUS  00yYaroU[uMuUCs
ONpEJENCHHBIX BHUJIOB paboOT, MPAKTUYECKUX 3aJaHui, CBS3aHHBIX C Oyayuiel
npodeccuoHaIbHON 1eITeNbHOCTBIO.

KanpoBoe o0ecnieueHue 00pa3oBaTeibHOTO NMPoOLECCa

[Ipu peanuszanuu JaHHOM TpOrpaMmbl K  [EJarorMyeckod  JesTeIbHOCTU
JOMYCKAIOTCs  JIMLA, HWMEIIIHUEe MNpoPeccCHuoHalbHOE WJIM BbIcIIee OOpa3oBaHUE,
OTBEUANOIINE KBATU(PUKAIMOHHBIM TpeOOBAaHUSAM, YKa3aHHBIM B KBaJU(DUKAIMOHHBIX
CIPaBOYHUKAX, U (WJI1) IpOo(eCcCHOHATBHBIM CTaHIapTaM, UMEIoLUe NpodeccuoHaIbHOe
oOpa3oBaHue, 00J1aJal0le COOTBETCTBYIONIEH KBaM(UKalMen, UMEIOIINE CTaxK padoThI,
HEOOXOJUMBIN JJIsI OCYHIECTBJICHHUS 00pa30BaTENbHON IEATEIBHOCTH MO peaTnu3yeMoil
nporpaMMe, B TOM YHCIIe MacTepa IMpou3BOACTBEHHOro oOydeHnus. K oOpazoBarenbHOMY
OpOIECCY MOTYT OBITh TPUBJICUEHBI PYKOBOAMTENU U PAOOTHUKH MNPOPUIHHBIX
opraHu3auudié W (WJIM) UMEIoLMEe ONbBIT paboTel B cdepe oOpraHu3aluu U
JOKYMEHTAIIMOHHOTO oOecrieueHus yIpaBJIECHUS OpraHu3alusIMH JOOBIX
OpraHu3alMOHHO-TIPABOBHIX (POPM.

NTOI'OBAA U TIPOMEXYTOUYHAA ATTECTALIUA

Peanuzanms mporpammbel  mpodecCHOHANBHONW MOATOTOBKM MO  mpodeccuu
«CekpeTapb-aIMUHUCTPATOP»  COMPOBOXKAACTCS  NPOBEJACHHUEM  IMPOMEKYTOUYHOMN
arrecranu  oOydaromuxcsi. DopMbl, NEPUOAMYHOCTH U  TOPANOK IPOBEACHUS
IPOMEXYTOYHOM aTTecTallui OOy4YaloIIMXCS YCTAHOBJICHBI Y4YE€OHBIM IIJJaHOM, B
COOTBETCTBHH C I€HUCTBYIOUIUMH HOPMATUBHBIMU aKTaMHU.

[TonyuunBIIvie HA MPOMEXYTOUHOM aTTECTALlUU HEYIOBIETBOPUTEIbHbBIE PE3YIbTAThI
110 UTOTOBOM aTTECTAllUH HE JAOIMYCKAIOTCS.

[IpodeccronansHoe oOy4YeHHE 3aBepIIacTCs HMTOTOBOW arrecTtanue B (dopme
KBUTH(DUKAIIMOHHOTO dK3aMEHa.

KBamudukannoHHBIA 9SK3aMEH TMPOBOAUTCS, [JISI OMPEICICHHUS COOTBETCTBUS
MOJIYYEHHBIX 3HAHUN, YMEHUW U HABBIKOB OCHOBHOUW mporpamme mnpo(eccHoHaIbHOIo
oOydeHusi — mporpamMme TpodhecCHOHATBHON MOATOTOBKM MO Tpodeccun «CekpeTapb-
aIMUHHUCTPATOP.

KBamudukannnoHHbIN 3K3aMEH HE3aBUCUMO OT BHJIa MPOGECCHOHATBHOTO O0yYCHHUS
BKJIIOYAET B c€0sl MPAKTUUYECKYIO KBATHU(PUKAIUOHHYIO pa00Ty U MPOBEPKY TEOPETUUECKUX
3HaHUHU B mpejenax KBaTu(UKAIUOHHBIX TPeOOBAaHMM, YKa3aHHBIX B KBATU(UKAIIMOHHBIX
CIpaBOYHUKAX, H (Wih) MNpo(ecCUOHANBHBIX CTAHAAPTOB MO COOTBETCTBYIOIIUM
npodeccusiMm pabounx, JOJDKHOCTAM chiyxamux. K mpoBeneHuio KBaau(UKAMOHHOTO
AK3aMEHa MPUBJICKAIOTCS MPEACTABUTENH paboToaaTenei, ux 00beAMHEHUH.




KomnuecTBO 4acoB, OTBOAMMOE HAa MW3YYEHHE OTACIBHBIX TEM IPOrPAMMEI,
MOCJIEIOBATENILHOCTh UX W3Y4YEHUS, B Clydyae HEOOXOIHMMOCTH, pa3peuiaeTcsi U3MEHSTh
[P YCIOBUH, YTO IPOrPaMMbl Oy1yT BBIIOJHEHBI OJHOCTBIO MO COEPIKAHUIO U 00ILIEMY
KOJIMYECTBY 4acCOB.

YUEBHBIA IIIAH
KosnyecTBo yacos
Jrj;')ﬂ Pa3zesibl mporpaMMsl Beero B Tom uncie
JI 3 A

1. |Teoperuueckoe oOyueHue 136 132 - 4
2. |IIpaktuyeckoe oOydyeHue 46 - 44 2
3. |Koncympramus 2 - - -
4. |Hrorosas arrectanus (KanupukannoHHbIN SK3aMeH) 6 - - -

HUTOI'O 190 132 44 6

*Cokpamienus B Tabnune: JI — neknuu; I3 — npaktrudeckue 3aHsATHSA,
I1A — IMPOMCIKYTOYHAS aTTCCTAllUA.
YYEBHO-TEMATHYECKHWH IIJIAH
KosaunuyecrBo 4yacos
Jr:{;-)n HaunmeHoBaHHe pa3iesioB Beero B Tom uncie
JI 3 nA
Teoperuyeckoe o0yueHue 136 132 - 4

1 |Hcropus nenonpousBoacTsa B Poccun 4 4 - -

3aKoHOAaTEeIbHBIC U HOPMATHUBHBIC TPABOBHIC AKTHI - -
2 |Poccuiickoit denepanun B cepe 4 4

JOKYMEHTAIIMOHHOTO 00eCTIeYeH sl YITPaBICHUS
3 |ApxuBoBeneHue 16 16 - -
4 ABTOMaTH3anMs JOKyMEHTAIIHOHHOTO 00ECIICUSHHUS 30 28 - 5

YIIPaBJICHUS B OpraHU3alnu
5 | bymaxHblil TOKyMEHTOO00POT 12 12 - -
6 | DneKkTpOHHBII JOKyMEHTOOOOPOT 8 8 - -
7 | lokyMEeHTHpOBaHHE YIPABIECHUECKOM NesITeIbHOCTH 8 8 - -
8 CocraBnenue 1 0(opMIIeHHE OCHOBHBIX BUJIOB 12 12 - -

JOKYMEHTOB
9 |Texnonorus paboThl ¢ JOKyMEHTAMHU 8 8 - -
10 Opranu3anys KOHTPOJISI HCHIOJIHEHUs, JOPMUPOBAHMUS, 8 8 - -

VCTIOJIHEHUS M XpaHEHHUs JeTT
11 |Dtuka Tpyna cekpeTapsi-aIMUHUCTPATOPa 18 16 - 2
12 | TpeGoBaHusi oXpaHsbl TpyJa 8 8 - -

IIpakTHuyeckoe o0y4yeHue 46 - 44 2
1 [IpakTukym o nporpamme kypca «Cekperapb- o4 i 24 i

aJIMUHUCTPATOP»
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IIpakTnueckas kpaaudukannoHnas padora 22 - 20 2
KoHcynbpTanuu k 3x3ameny 2 - - -
Hrorosas arrecrauus (KpanudgukauuoHHbIH 6 i i i
JIK3aMeH)

uToro 190 132 44 6

*CoxkpartiieHus B Tabuiie:
JI — nekuuy; 113 — npaktuueckue 3ansatus; ITA — npomexyTouHast aTTecTanus.

KAJIEHJIAPHBIN YYEBHBIN T'PA®UK

Kanennapusiii yueOHBIM Trpaduk ompenenseT KOJIUYECTBO Y4YEOHBIX HeAelb B
COOTBETCTBHUH C TPYJOEMKOCTBIO U CPOKOM OCBOEHHS IIPOTPaMMBbl, a TAKKE MOHEAEIBHOE
pacnpeneneHue y4eOHOM Harpy3ku Ha oOyyaromerocs. JlaTel Hadalna M OKOHYAHUSA
oOydeHMs] YCTaHABIMBAIOTCS 10 Mepe KOMIUIEKTAlMM TPyNN B TEYEHUE BCETO
KaJIEHJIapHOTO To/1a.

2 MecsIa Bcero
No | HaumeHoBaHue pa3aenoB HENETIN Mecsla
1 12 |3 |4 |5 |6 |7 |8
KOJI-BO YacOB B HEJEIIO
Teoperudeckoe o0yueHue 40 | 40 | 40 | 16 136
1 | Ucropus nenonpouspojctsa B Poccun | 4 4
3aKoHOIaTeNbHbIE 1 HOPMATUBHBIE
MpaBoBbIe aKkThl Poccuiickoii
2 | ®enepanuu B cdepe 4 4
JOKYMEHTAI[MOHHOTO 00ecreYeHus
ylpaBiIeHUs
3 | ApxuBOBeACHNE 16 16
ABTOMaTH3a1MsI JOKYMEHTA[HOHHOTO
4 | obecnieueHus yrpaBJeHHs B 16 | 14 30
OpraHu3aluu
5 | BymMaxkHbIil TOKyMEHTOOOOPOT 12 12
6 | DneKTpOHHBINH JOKYMEHTOOO0POT 8 8
7 JIOKyMEHTHpPOBaHHE YIIPABICHUECKOM 6 2 8
JeATeNbHOCTH
8 CocraBnenue u oopmieHue 12 12
OCHOBHBIX BUJIOB JOKYMEHTOB
9 | TexHosorusi paboThl C JOKYMEHTaMH 8 8
Opranuzanys KOHTPOJISI UCIIOJIHEHUS,
10 | popmupoBaHus, UCTIOJHEHUS U 8 8
XpaHeHUs Jel
11 OTHKa TpyJa ceKperaps- 10 | 8 18
aJIMUHUCTPATOpPa
12 | TpeGoBanus oXpaHbl TPy 8 8
IIpakTHuyeckoe o0y4yeHue 24 | 22 46
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IIpakTukyMm 1o nmporpaMmme Kypca
1 24 24
«CekpeTapp-aIMUHUCTPATOP»
IIpakTHyeckas
22 22
KBaJTH(UKAIMOHHasi padoTa
KoHcynpTanyu K 5K3aMeHy 2 2
Hrorosas arrecrauus
. 6 6
(KBannu(puKauuoHHbIN IK3aMEH)
UToro 40 | 40 | 40 | 40 | 30 190
PABOYASA ITPOT'PAMMA.
COIEPKAHUE PA3JIEJIOB
TeopeTnueckoe od0yueHune
1. Ucropus geaonpoussoactsa B Poccun
3apO)KIICHI/IC ACJIONIPONU3BOJACTBA B IPCBHCPYCCKOM IoCyaapCTBC.
I[OpeBOJIIOI_II/IOHHOC OTCUYUCCTBCHHOC ACJIOIIPONU3BOACTBO. HpI/IKaBHOC
ACIOIIPONU3BOACTBO. Konnexckoe ACIOIIPONU3BOACTBO. HcnonauteabHoe

ACIOIIPONU3BOACTBO. HGHOHpOI/ISBO}ICTBO B COBCTCKYIO 3IIOXY.

2. 3akoHoaaTelbHble M HOPMATHBHbIe mNpaBoBble akKThl Poccuiickoii
Denepanuu B chepe TOKYMEHTAIUOHHOIO o0ecredeHusl ypaBJieHUS

HopmatuBubsie noxkymentel. denepanbHble 3akoHbl. HopMaTtuBHBIE — aKTBI
[Ipesunenta u [IpaButennsctBa PD. JlokyMeHTHI (efiepaibHbIX OPraHOB UCIIOTHUTEIBLHON
Biactu. [[OCThsr.

3. ApXuBOBe/eHHUe

Opranuzanus T0KYMEHTOB B nipenaesiax ApxuBHoro Gonma Poccuiickoit denepanun
(mepBbiii  ypoBenb). Kmaccudukanus. Cucrematusamus. ['ocymapcTBeHHas 4acThb
ApxusHoro ¢onma PO. HerocynapcrtBerHas yactb ApxuBHoro ¢ouaa P®. /lemozutym.

Opranuzanus TOKYMEHTOB B TIpeJieliax apXUBOB (BTOpOW ypOBeHb). Buasl paboT mo
donnupoBanuto. Ompesnenenune rpaHul] apxuBHOro ¢oHma. OnpeneneHue G(OHIAOBON
MPUHAJJIEKHOCTH JOKYMEHTOB.

Opranuzanus JTOKYMEHTOB B TIpejeliax apXuBHOTO ¢oHAa (TPETHl YPOBEHB).
OcHoBHBIE KIaccU(UKAIMOHHBIE TPHU3HAKH. BTOpocTeneHHble KiIacCU(UKAIIMOHHBIE
npusHaku. OObenMHEHHBIH apxuBHBIM (ona. Dopmbl  KIacCUPUKAIMOHHBIX CXEM.
CriocoObl opraHu3anuy JOKyMEHTOB apXHUBHOTO (hOHA.

KommnekroBanue apxuBOB JokymMeHTamu ApxuBHOro ¢oHma Poccuiickoit
Qdenepanuu U APYTUMU  apXUBHBIMU JOKyMeHTamu. IIOHSITHE O KOMIUIEKTOBaHUHU.
KommnekroBanue. Panr apxwBa. Tum apxuBa. Buasl paboT 1m0 KOMIUIEKTOBaHHUIO.
OnpeneneHue  HUCTOYHUKOB  KOMIUIEKTOBaHUA.  Opranuzanusi  KOMIUIEKTOBaHHS.
KommiekToBanne 1OKyMEHTaMU POCCUUCKOTO MPOUCXOKICHUS .

Okcmeptu3a IEHHOCTH JOKyMeHTOB. IloHsiTme 00 »dKcmepTuse IEHHOCTH
NOKyMEHTOB. Kputepuu 5sKcCrepTu3bl LEHHOCTH JIOKYMEHTOB. OKCIEpTH3a IEHHOCTHU
JOKYMEHTOB 10 mnepeuHsM. OTOOp Ha XpaHEHUWE YHUKAIbHBIX M 0CO00 IIEHHBIX
NOKyMeHTOB. Opranu3anus NpoBeJICHUs IKCIEPTU3bl LIEHHOCTH JOKYMEHTOB.

[lonsiTue 00 onucaHuu TOKYMEHTOB U €.
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Omnucu ACJI, TOKYMCHTOB. Metoauka COCTaBJIICHUS OIMMCH W HUTOTOBBLIX 3aIIHMCEH.
MeTtoauka COCTaBICHUS CIIpaBOYHOIO allrapara K OIIHMCH.

4. ABrToMaTu3amusi JAOKYMEHTALMOHHOrO o0ecneyeHusl YNpPaBJIeHHUS B
OpraHu3anun

Bunpl cuctem aBTOMaTH3alMK ASIONPOU3BOACTBA. OCHOBAHUS I KiIacCUPUKAIIIT
cucteM penonpousBoacTBa. Ilo Bo3mMoxkHOCTM HacTpouku. YUrto mnpenocraBisier 1C
Hoxymentoobopor 8§ KOPII. [lo obnact oxBaTa Y4YacTHUKOB. BHyTpeHHUi
nokymeHToo6opoT (CO/I). Buemnuit nokymentoobopor (2/10). dyukiuumonan COI u
940 B 1C:Hokymentoobopor 8. Bxomsmwme wu HWcxomsmue (KaHIeaspus).
OpranuzanronHo-pacnopsiautenabubie  1okyMeHTsl  (OPJ). KaapoBbie HOKYMEHTHI.
JloroBopHBI€ JOKYMEHTHI. [10 opraHu3anoHHON CHUCTEME B3aUMOICHCTBUS COTPYIHUKOB.
Poccuiickas cucrema J1eI0MpPOU3BOJCTBA. 3apyOekHbIE CHUCTEMBI JIEJIONPOU3BOJICTBA.
VYuusepcanpHbiii 1C:JJlokyMeHTO000pOT. PekoMeHaIMu SKCIEPTOB IO BBIOOPY CHUCTEMBI
JIEJIONPOU3BOJICTBA.

ABTOMaTH3aIMS JOKYMEHTAIIHOHHOTO 00ECTICUCHUS YIIPABJICHUS B OpraHU3aIIH.

WNudopmariusi: CylHOCTb U ONPEJIEICHHE.

[ToHATHSI «JTOKYMEHT» U «IJICKTPOHHBIN JOKYMEHT.

[TonsiTue MHGOPMAIIMOHHBIX TEXHOJIOTHA.

NudopmaTuzanus JOKYMEHTAIIMOHHOTO OOECleueHus: YINpaBieHUsT M apXUBHOIO
nena.

OcHOBHBIE OOBEKTHl W TPUHLMUIBI aBTOMATH3alMU pabOThl C JIOKYMEHTaMHU.
OOBbeKThl aBTOMATHU3AIUU PA0OTHI ¢ IokyMeHTaMu. OCHOBHBIE CTAANH )KU3HEHHOTO UK
MOCTyNaIMX (BXOASAMIUX) JAOKYMEHTOB. (OCHOBHBIC CTaJMM >KU3HEHHOrO IMKJIA
OTIPABISEMbIX (MCXOASIINX) JOKYMEHTOB. OCHOBHBIC CTaJUUd >KU3HEHHOTO IUKJIA
BHYTPEHHUX JOKYMEHTOB. [IpUHIIUIIBI aBTOMATU3alIUKA PAOOTHI C IOKYMEHTaMHU.

OcHoBHBIE (DYHKITUHA CHCTEM JIEKTPOHHOTO JOKYMEHTO00OpOTA.

ba3pl maHHBIX W TMpUKIAagHOE MporpaMMHOe obecreueHue. bas3bl MaHHBIX Kak
CpelncTBO XpaHeHus u oOpaboTku nHpopmanuu. Kinaccubukamus 6a3 qaHHbX. CUCTEMBI
yrpaBiieHus 0a3aMu JTaHHBIX.

OOmast  XapakTEepUCTHKAa  COBPEMEHHBIX  HH(POPMAIMOHHBIX  TEXHOJOTHMH,
UCIIOJIB3YEMBIX B paboTe ¢ JOKyMeHTaMu. KOMIBIOTEpHBIE TEXHOJIOTUHU CO3/IaHUs
nokyMmeHToB. Kimaccudukaius mporpaMM MoArOTOBKH JOKYMEHTOB.

CoBpeMeHHBbIE MYTH Pa3BUTHS CHUCTEMBI S3JEKTPOHHOTO JOKYMEHTOO0OpOTa U
CHUCTEM aBTOMATH3AIlMW apXUBHOTO JIeTa.

OTedecTBEHHBI  PHIHOK  CICIIMATM3UPOBAHHBIX  MPOTPAMM  aBTOMAaTH3aIlUU
JOKYMEHTAIIMOHHOTO 00ECTIeUeHHs YIPABJICHUSI U ApXUBHOIO JIeJa.

NHTepHET-TeXHONOTUH B JOKYMEHTAlMOHHOM OOECIEYEHUU YIPABICHUS U
apxuBHOM jene. [loctpoenue u pyHkunonupoBanue cet MIHTEpHET.

Bo3moxHOE€  UCIOJNIB30BAHME  WHTEPHET-TEXHOJOTUM B JOKYMEHTAI[MOHHOM
o0OecIieueHUN YIIPABICHUS U apPXUBHOM JIEJIE.
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CpencTBa 3amuthl HHGOpPMAIMK B MHPOPMALMOHHBIX CUCTEMAaX, UCIIOJIb3YEMbBIX B
JOKYMEHTALIMOHHOM 00€CIIE€UE€HUH YIPABICHHS U ADXUBHOM JIETIE.

OcHoBHBIE TpeOOBaHMS M MEphl IO 3alIMTEe HH(OpPMALUU, LHUPKYIUPYIOIIEH B
MH(OPMAIMOHHON CHUCTEME.

[IporpaMMHO-TEXHUYECKHE  METOAbl  3allUThl  MHPOpManuH. 3amura  OT
BpPEAOHOCHBIX nporpaMM. [lyTu pacnpocTpaneHus BUPYCHBIX yrpo3. Buasl Bpe1oHOCHOTO
nporpamMmHoro oOecneuenusi. Ilpusnaku 3apaxenus. IlpoakTuBHass 3ammura OT
BPEAOHOCHBIX TPOrpaMM. 3alUTa CUCTEMBI 3JIEKTPOHHBIX COOOILIEHU.

5. Byma:kHbIi JOKyMEHTO0000pOT

[lonsatue noxymenrta. Kiaccupukanus mokymMeHTOB. DyHKIUM JOKyMEHTA.
OdopmieHne  TOKYMEHTOB, pPEKBH3UTHI  TOKYMEHTOB. PeKBH3UTBHI  JOKYMEHTA.
Opunnueckas cuma gokymenrta. @akcummiie. Hakazanus 3a MOANENKY JOKYMEHTOB.
YTpo3sl 0€30MacHOCTH JOKYMEHTOB. MeToAbl 3alIuThl OyMakKHBIX JOKYMEHTOB.
JHoxymenTtoBenenue. Jlokymentoobopor. Ciyxba JIOVY.

WucTpykius o aenonpou3BoAcTBy. [logcuer oo0beMa JOKyMEHTO0O0pOTA.

6. D1eKTPOHHBII JOKYMEHT0000pOT

Ucrtopus u onpenenenne. FOpunnueckas cuia 31€KTPOHHOTO JOKYMEHTa. MeTo bl
3aIIMUTHl AJIEKTPOHHOIO JOKYMEHTa. DNEKTpoHHas noamuck. FOpuanueckas cuna OIl.
Ataku Ha OIl. DnextponHbli goKymMeHTO0O0pOT (B/10). CuHcrema >IEKTPOHHOTO
nokymentoobopota. Bunbt C3J10. CucteMsl JeI0MpOr3BOACTBA. DICKTPOHHBIE apXHUBHI.
Workflow-cuctemsr. Kommnekcusie wiu ECM-cucrembl. Poymunr. Kak mpoucxomut
B3aMMOJICHCTBUE B pOyMHHre. YTpo3sl uH(popmammonHon Oe3omacHoctu COJ0.
Pasrpannuenue npas goctyna B COJ10.

/. JlokyMeHTHpOBaHHE YNIPABJEHYECKOM 1eATEIbHOCTH

CocTtaB peKBU3UTOB JOKYMEHTOB.

[TpaBuna opopmiieHHs] peKBU3UTOB IOKYMEHTOB.

«'ep6» (FocymapctBennsiii repd Poccuiickoit denepamuu, repd cyObekTa
Poccuiickoit ®enepanuu, repd (repanbIuuecKuil 3HAK) MYHHUIIMTIATHLHOTO O00pa3oBaHMs)
(pexBu3ut 01).

«Ombnemay (pexBusut 02).

«ToBapHusrii 3HaK (3HaK 00cTykuBaHus)» (peKkBU3UT 03).

«Koa ¢popmbl nokymenTa» (pekBusut 04).

«HaunmenoBanue opranuzanum» (pexBusur 05).

«HanmeHoBaHME CTPYKTYpHOIo nojipasaesieHus» (pekBu3ut 006).

«HanmeHoBaHue JOHKHOCTH JIMIla — aBTOpa JOKyMeHTa» (pekBu3uT 07).

«CrnpaBoyHbIe JaHHBIE 00 opraHuzanum» (pexkBu3uT 08).

«HaumeHnoBanue Buia nokyMeHTay (pekBusut 09).

«/ara noxkymenTay (pexkBu3ut 10).

«PeructpaiimoHHbIil HOMEp T0KyMeHTa» (peKBU3UT 11).

«CchUIKa Ha pErucTpalMOHHBIN HOMED U 1aTy JOKYMEHTa» (PEKBU3UT 12).
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«MecTo cocTaBlIeHUs UM U3JIaHUS JOKYMEHTa» (peKBU3UT 13).
«'pud orpaHnveHus JOCTYyNA K JOKYMEHTY» (PEKBU3UT 14).
«Anpecat» (pexkBHU3UT 15).

«'pud yrBepxaeHUs JOKyMEHTa» (PEKBU3UT 16).
«3aroj0BOK K TEKCTY» (peKBU3UT 17).

«Tekct nokymeHnTa» (pekBu3uT 18).

«OTMeTKa O MPUIIOKEHUN» (peKBU3UT 19).

«I'pud cormnacoBanusi TOKyMeHTa» (pekBU3UT 20).

«Buzay (pexkBusut 21).

«ITonnucey (pekBU3UT 22).

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

«OTMmeTKa 00 ucnoaHuTeNe» (PEKBU3ZUT 25).

«OTMeTKa 0 3aBEpeHUU KONUN» (PEKBU3UT 26).

«OTMeTKa O MOCTYIJICHUU JOKYMEHTay (PEKBUBHT 27).
«Pe3omonusn» (pekBU3UT 28).

«OT™MeTKa 0 KOHTpoJie» (PEKBU3UT 29).

«OTMeTKa O HalpaBJI€HUU JOKYMEHTa B J1e710» (pekBu3uT 30).
TpebGoBanus k 01aHKaM JJOKYMEHTOB.

8. CocTaBJjieHue u oopMiieHHe OCHOBHBIX BU/I0B JOKYMEHTOB

Opranuzanronssie 10KkyMeHThI. [lonoxenue. [IpaBuna. MHCTpyKIUS.

PacniopsaurensHbie nokyMeHThl. Pacniopsikenue. [Ipukas. Pemenue.

HNudopmaiinoHHO-CIIpaBOYHbIE JOKYMEHTHI. AKT. 3asBieHue. 3anucku. CioyxxeOHble
nucbma. [loBectka aus. [TpoTokon. CropaBka.

9. TexHoJiorusi paéoTsbl ¢ JOKYyMEeHTaAMH

Opranuzanust  JoKymMeHTooOopoTa. Opranmzamusi pabOThl € BXOASIIMMHU
nokymentamu. OpraHuzanus pabOThl C HMCXOASIIMMH JOKyMeHTamu. OpraHuzanus
paboThl ¢ BHYTPpEHHUMHU AOKyMeHTamMHu. Opranu3aimus padoTsl ¢ 0OpaIeHUsIMU TPaXKIaH.
OO6mume mpaBuiia perucTpanuy JOKYMEHTOB. Perucrparusi JOKyMEHTOB B OpraHH3allvu.
Texnonorus peructpanuu dpakcorpamm. KoHTpOIb UCTIOTHEHUS TOKYMEHTOB.

10. Opranu3zamusi KOHTPOJS HCHOJHEHHUS, (POPMUPOBAHMS, HCHOJHEHUS H
XpaHeHMs AeJl

CocraBnenue HoMeHKIATypHhI Aen. @opmupoBanue nein. [opsmok obopmiieHus ned.
[IpoBenenue 3xkcnepTU3bl HEHHOCTH JOKyMeHTa. [loaroroBka u nepenadya JOKYMEHTOB B
apxuB. HM3roroBneHue cnpaBoOK M KONHM JOKYMEHTOB. JIOKYMEHTBI OTrpaHUYEHHOIO
JOCTYyTIA.

11. ITuka Tpyaa AeJ0NPOU3BOAUTEIA

OTUkeT nenoBoro 4yenoBeka. Wmumk  genonpousBoauTens. TpebOoBaHus K
BHemHeMy Buay. KynbTypa paenoBoro oOmieHus. JlenmoBoi mDpPOTOKONI W CpeacTBa
KOMMYHHUKAIIMOHHOTO 0O0I1eHns. BusutHas xkaprouka. ®dakc. JlemoBas Oecema 1o
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tenedony. [Ipesentanus. JlenoBoe MUCHMO B YCIOBHUAX YHH(DHUKAIMM M TPaBUIA €0
cocTaBieHusA. TekcToBble OOOPOTHI J1€I0BOro mucbMa. (OcoOeHHOCTH odopMIIeHHUS
OTICNbHBIX BHUAOB NHCEM. AKTyalu3alusl COIHATbHOM MOTPEOHOCTH B MOBBIIICHUH
KyJBTYpBI IEJIOBOTO TIOBEICHUSI PaOOTHUKOB Cc(hephl yIpaBICHHUS.

OTUKET B CHY)KEOHBIX OTHOIICHHUSX. B3aMMOOTHOIICHHS C PYKOBOJIUTEIIEM.
VYperynupoBanue koHpaukra. CTpecc. AHTUCTPECCOBOE PYKOBOJCTBO. AHTUCTPECCOBOE
NOTYMHEHNE. TeXHOIOTHUS U ATHKET JIETOBBIX CUTYyallUH.

[InanupoBanne BpeMeHU pykoBoauTens. IlmaHupoBaHue COOCTBEHHOrO paboyero
BpeMeHH. THIMOBOI KOJIEKC STUKU U CIIY)KEOHOTO TIOBEJICHHUS.

12. TpeGoBanusi 0XpaHbI TPyAa

OcHoBbl oxpanbl Tpyaa B Poccuiickoit denepannni. OCHOBHBIE TOHSTHS OXpaHbI
Tpyna. HopmaTuBHO-1IpaBOBbIe OCHOBBI OXpaHbl Tpyaa. ObecneyeHue nmpaB pabOTHUKOB
Ha oxpaHy Tpyna. ['ocyaapcTBeHHBI KOHTPOJIb M HAJI30p 3a COOJIOJEHUEM TPYIOBOTO
3akoHoJaTenbeTBa. ColanbHOe MapTHEPCTBO B chepe Tpyaa.

Cuctema ymnpaBieHUs OXpaHOM Tpyaa B opranuzamnuu. CucrtemMa yrpaBiICHHUsI
oxpaHoit Tpyaa. O0ecnieueHre QyHKIIMOHUPOBAHUS CUCTEMbI YIPABJICHUSI OXPaHOU Tpyia
B OpraHu3amuu. YIpalieHHe JoKyMeHTamMu. MHpopMupoBaHue pabOTHUKOB 00 YCIOBHUSAX
u oxpaHe Tpyna. [lonrotoBka pabOTHUKOB O OXpaHE TPY/a.

WucTpyKims o oxpaHe Tpy/a Iuis 1eIonpou3BoauTens. TexHnuka 6e30nacHOCTH.

IIpakTHyeckoe 00yueHue

IIpakTukym no nporpamme Kypca «Cekperapb-alMUHHCTPATOP»

* 03HAKOMJICHHE C JJOJKHOCTHBIMU 00SI3aHHOCTSIMU CEKpeTaps;

* o0ecrieueHue MPaBUIILHOTO COJIEPKAHUS MOMEIICHUI CITyKO JOKYMEHTAIIMOHHOTO
obecricueHus ynpapieHus (KaOWMHET, TpuEMHas);

* opranuzaius pabo4yero Mecta pyKOBOJAUTENS;

* opranuzaiys pabo4ero MecTa CeKpeTapsi;

* coOmroieHrne TpeboBaHmil 0€30MaCHOCTH TPY/A;

* 00yCTPOMCTBO BCTIOMOTATEIbHON (XO3SIIICTBEHHOI) 30HBI B O(uCE;

* BBINMOJTHEHUE TEXHUUECKUX (DYHKITNI IO 0OecriedeHHI0 paboThl pyKOBOJAUTENS UITU
€ro MnojapaseieHus;

* HCTIOJIB30BaHKE B pabOTE COBPEMEHHBIX BUIOB OPTTEXHUKH;

* YCTPaHEHHE MEJIKMX HEeIOJIaI0K B pad0Te TEXHUYECKUX CPEJICTB;

* HACTPOWKA apaMeTPOB NMepUPEPUITHBIX YCTPOICTB;

* WCIOJIb30BaHUE JJICKTPOHHON MOYTHI JJIsi MpUEéMa W Tepenadd SJICKTPOHHOTO
JIOKYMEHTA;

* HCTIOJIH30BAaHUE CPEJICTB CBSI3H C YIETOM MX IKCIUTYyaTallMOHHBIX BO3MOXXHOCTEH;

* HCTIOJIK30BAaHUE TPUHTEPOB JJIS TICYATH U TUPAKUPOBAHUS JJOKYMEHTOB;

* opraHuzainusi 0€310KyMEHTHOTO 00CITyKUBaHUSI pa0OThl PYKOBOAUTEIS;

* OTpabOTKa HAaBBIKOB TMMOJaud HWHGPOpMAIMK KAaK HWHCTPYMEHTA BIWSHHUS Ha
MapTHEPOB;

* ¢hukcanus U nepeaada CoOOIICHUM 11 pyKOBOAUTEIIS,
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* paboTa ¢ BUSUTHBIMU KapTOUKAMU;

* U3y4YCHHE OCHOBHBIX MPABWJI BBIPAXKEHUS OJaroJapHOCTH, COXKAJICHUS,
COUYBCTBUS; BUAOB MPUTIIALLIEHUS, TO3PABICHHS; COOOIIEHHS] HETraTUBHOM MH(OpMaLuy;

* 0Tpa0OTKa HABBIKOB OOIIEHHS B KOHPIMKTHBIX CUTYaIUsX;

* 0TpabOTKa HABBIKOB OOIIEHMS C KIMEHTOM: OMNO3JABUIMM, OXHUAAIOIIMM CBOEH
ouepeau, MpUIIeAINUM 0e3 MPeABAPUTEIBLHOTO COTJIaCOBaHUS;

* OpraHu3anus NpuEMoOB U NPE3CHTALUN;

* OpraHM3alus JeJI0OBbIX BCTPEY U COBEILIAHUN;

* OpraHu3sanus npuéma rnoceTUTeIeH;

* IOATOTOBKA U 00CITy’)KMBaHUE COBEILIAHUM U 3aceaHuil pyKOBOAUTEIS;

* BEJICHUE MMPOTOKOJIBHBIX MEPOIIPUATHIA;

* HCIOJIb30BAHNE KOMITBIOTEPHBIX TEXHOJIOTHI B CEKPETAPCKOM OOCITYKUBAHUU.

IIpakTHyeckas kBaaugukanuoHHas padora

[Ipaktuueckas  kBanupukanumoHHas  pabota  BbIoJHseTcs B (dopme
CaMOCTOSITETIbHOW paOOTBHI.

Onucanue BBIMOJTHEHUS KOMIUIEKCa paboOT, CBS3aHHBIX C JOJDKHOCTHBIMU
00513aHHOCTSIMM ~ CEKpeTapsi-aJIMUHUCTPATOpa  CaMOCTOSITENIbHO.  3aKpeIUIEeHHE U
COBEpIIIEHCTBOBAaHUE MPOPECCUOHATBHBIX HABBIKOB.

KoHTposib 1 o11eHKa KauecTBa BBIIOJIHEHHBIX Pa0oT.

OINEHOYHBIE MATEPHAJIbI

Kpurtepun onieHKH NPOMeKYTOYHOM aTTECTALUM
JIns  mpoBeAeHUsT MPOMEKYTOUHOM aTTECTAllMM HUCIOJB3YIOTCS  OLEHOYHBIE

MaTepHalibl, BKIIOYAIOIINE TECTOBBIC 3aaHus. TecToBbIE 3aJaHus MPEJCTABISIOT CO00M
BOTIPOCHI C BHIOOPOM OTBETA, COCTABIAIOIINE HEOOXOIUMBIM M JTOCTATOYHBIH MUHUMYM
YCBOCHHUSI TEOPETUUYECKUX 3HAHUM B COOTBETCTBUU C TpeboBanusmu [Iporpammbl. K
KaXJIOMY BOMNPOCY MHPHUBOASTCS BAapUAHTHI OTBETOB, U3 KOTOPBIX OJWH WA HECKOJBKO
BAPUAHTOB OTBETA BEPHBIX.

VYcenosus npoxoxaenusi: 80% mpaBunbHbiXx 0TBeTOB U3 100% Bompocos
TectupoBanus. [1o pe3yiabTaramMm OTBETOB Ha TECTOBBIE 3aJaHUS BHICTABIISIOTCS OLICHKH IO
IBYXOAJNTBHON CUCTEME «YOBICTBOPUTEIHHO» U «HEYIOBICTBOPUTEIHHOY.

Kpumepuu ouyenku mecmogozo 3a0anus nPOMeENCYmoyHol ammecmayuu:

- «yJIOBJIETBOPUTEILHO» - BBICTABIISIETCS B ciydae, eciau oOydaromuiics nan 80%
MPaBUIIBHBIX OTBETOB TECTUPOBAHMSI;

- «HEYJIOBJIETBOPUTEILHO» - BBICTABISETCS B Cllyyae, €CIM OOydaroluiics aan
MeHee 80% mpaBUIbHBIX OTBETOB.

PesynbTaThl W pemieHWEe  KOMHUCCHM  3aHOCSTCs B mpoTokon.  [locne
YAOBJIETBOPUTENBHOTO  MPOXOXKIAEHUS MPOMEXKYTOYHOM aTTecTaliui  OOydYaroluecs
JOMYCKAIOTCS K MPAKTUYECKOMY 00YUYEHHUIO.
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Kpurepuu ouieHKM UTOr0BOI aTTEeCTAlMU

Hrorosas aTTeCTalus B dopme KBIU(PUKALMOHHOTO DK3aMEHA.
KBanudukannoHHbI 5K3aMEH BKIIOYAET B CE€OS MPAKTUUYECKYH KBaTU(UKAIMOHHYIO
paboTy W MPOBEPKY TEOPETUUYECKUX 3HAHUU. PaboOThI, omucaHHbIE B X0JI€ PAKTUUECKOM
KBaTM(UKAIIMOHHON paboThl, 00yUaronuics opopmiisieT B CBOOOAHOM hopMe B MEUaTHOM
BUJIC, TPENoJiaBaTesib MPOBEPSET MPAKTUYECKYIO KBaIU(PUKAIMOHHYIO paboTy, gaeT
KOMMEHTapHUH U B Cilydae HEOOXOJMMOCTH OTIIPaBJseT Ha J0PaObOTKY 00ydaroniemMycs.

Kpumepuu ouenku camocmoamenvbHoii pabomol:

OneHka ocylecTBIseTCs Mo NATHOAIIBHON CUCTEME:

- «OTJIMYHO» - B cllydyae, €clii OoO0yyarolmuics OOCTOSITENIbHO C JOCTaTOYHOMU
noysiHOTON (10 90% mnpaBUIBHBIX OTBETOB) H3JIaraeT COOTBETCTBYIONIYIO TEMY; JaeT
npaBUJIbHbIE (POPMYJIUPOBKH, TOUHBIE OIpPEJEICHUs, MOHITHUS TEPMHUHOB; MPABUIBHO
OTBEYAECT HA JIOMOJHUTEIBHBIE BOIPOCHI MpEnojaBaTessi, UMEIONIUE IEJIbI0 BBISICHUTH
CTETEHb MOHUMaHUs 00yJaroNIUMCS TaHHOTO MaTepuaa;

- «XOpOLIOY - B Cly4ae, eciu ooyuaromuiics HenodHo (He Menee 70 % OoT MoHOro),
HO TPAaBWIBLHO M3JIOKEHO 3aJlaHue;, TNpPH H3JI0KEHUH OBLIM  JOMYyIICHBl  1-2
HECYIIIECTBEHHbIE ONIMOKHU, KOTOPHIE OH HCIPABISICT TOCJIC 3aMEUaHMs IPENoaaBaTess;
JaeT TpaBWIbHBIC (POPMYIUPOBKH, TOUHBIC OIPEACICHUS, MOHATHS TEPMHUHOB, MOXET
000CHOBaTh CBOM OTBET, MPUBECTU HEOOXOAMMBIE TMPUMEPHI;, MPABHIBHO OTBEYAET Ha
NOTIOJIHUTENIBHBIE BOIPOCHl MPENOJABaTEeNsl, HMEKIINE IENbI0 BBISICHUTh CTEIEHb
NOHUMAaHHS 00yYalOIIUMCSI TaHHOTO MaTepuaa;

- «YIOBJIETBOPUTEIHHO» - BBICTABISIETCS B Cilydae, €Clu OOydaroluics Aan He
MeHee 50% MpaBUIBHBIX OTBETOB OT IMOJIHOTO, €CIM MPABUIBHO U3JI0KEHO 3aJaHUE; TPU
U3JIO)KEHUU JIONyIIeHa | cyliecTBeHHass OHIMOKa; 3HAET M TIOHMMAeT OCHOBHBIC
MOJIOKEHHSI JTAaHHOW TEeMbl, HO JOMMYCKAeT HETOYHOCTH B (DOPMYIHUPOBKHU TMOHSTHUH;
U3JlaraeT  BBINOJHEHUE 3aJaHUs  HEJIOCTATOYHO JIOTUYHO U IIOCJIEIOBATEINIBHO;
3aTpyAHSETCS IPU OTBETaX HA BOIPOCHI IPEMOAaBaTENs;

- «HEYAOBJIETBOPUTEIHHOY - BBICTABIIACTCA B CIIy4ae, €CIM 00yYarOIIUICs HETIOIHO
(menee 50 % OT TOJHOTO) M3JOXKWUI 3aJaHWE; TMPU M3JIOKEHUU OBLTU JOMYIICHBI
CYIIIECTBEHHBIC OIMHOKH.

Pe3ynbTaThl OIIEHKM CaMOCTOSATEIBHOW pPaOOThI 3aHOCITCS MpEmojaBarejeM B
BeloMocTh. Ha ocHOBaHMM BeoOMOCTH OOYYaIONIMHCSA JOMYCKAaeTCsl K HTOTOBOM
aTTECTallUH.

Jluia, moMy4uBIIIKAE 332 CAMOCTOSITENBHYIO PAabOTy OIIEHKY «HEYOBICTBOPHUTEIHHO
K UTOTOBOM aTTECTAllMK HE JOMYyCKaIOTCS.

[TpoBepka TeopeTHUECKUX 3HAHUHN TIPOBOAUTCS B (DOPME UTOTOBOTO TECTA.

TecToBble 3amanms MPEICTABISIOT COOO0M BOMPOCHI IO BCEM M3YyYEHHBIM pa3jeliaM H
TEMaM C BbIOOPOM OTBETa, COCTABIAIOLIME HEOOXOAMUMBIA M JOCTATOUYHBIA MHUHUMYM
YCBOGHHUSI 3HAHUN U YMEHHH B cOOTBETCTBUU ¢ TpeOoBanusimu [Iporpammel. K kaxaomy
BOIIPOCY TMPHUBOJSTCS BapUaHTbl OTBETOB, W3 KOTOPHIX HYXKHO BbIOpaTh OJMH WIH
HECKOJIBKO BapUAHTOB OTBETA BEPHBIX.
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HtoroBast artecTanusi MPOBOAUTCS B YCTAHOBJICHHOM IOPSIIKE aTTECTAIIMOHHBIMU
KOMUCCHSIMH, CO3/JaBAEMBIMU B COOTBETCTBUH C JICHCTBYIOIIUMHU HOPMATHBHBIMU aKTaMHU.

Kpumepuu oyenku mecmoeozo 3a0anus umozoeo0il ammecmauuu:

Kputepuu olieHKH TECTOBOTO 33JJaHUSI HTOTOBOM aTTeCTAIUH:

O1eHKa OCYIIECTBISIETCA M0 MATHOAITEHON CUCTEME:

- KOTJIMYHO» - B ClTy4ae, eciu odyyarommuiics nan 6omee 90% nmpaBUIBLHBIX OTBETOB;

- «XOpOIIIOY - B ciIy4ae, ecliu ooyuaronuiics nan 6osee 80% MpaBUIbHBIX OTBETOB;

- «YJOBJIETBOPUTENIBHO» - BBICTABJISETCS B Cllydae, €ciii oOydaromuiicst n1an oosnee,
yeM 60% npaBUIIBHBIX OTBETOB;

- «HEYJOBJICTBOPUTEIHHO» - BBICTABISCTCA B Ciydae, €ClIM OOyJaromuiics man
MeHee, yeM 60% MpaBUIbHBIX OTBETOB.

Pesynprarel KBanM(PUKAIMOHHBIX HCIBITAHUNA W PEIICHUE KOMHUCCHH 3aHOCSTCS B
npoTokod. Ha oOCHOBaHWMM TMPOTOKOJIA AaTTECTAlMOHHOW KOMHCCHUW BBITYCKHUKAM
BBIJIAETCS IOKYMEHT YCTaHOBJICHHOTO o0Opasiia — CBUIETEIHLCTBO O Mpodeccun padodero,
JOIHKHOCTH CITYKAIIETo.

JIumiaM, HE TPOIIEIIIMM WTOTOBOM aTTECTAIlMU WM TIOJYyYUBIIMM Ha WTOTOBOU
aTTeCTalliy HEYJOBJIETBOPUTEIbHBIC PE3YJIbTAThl, a TaKXKe JUIaM, OCBOWBIINM 4YacTh
[IporpamMMmbI BbITaeTCsl CripaBka 00 0OYYeHHH WM O TIepHOAe OOyYeHHUs yCTaHOBICHHOTO
obpasra.

KOHTPOJIBHO-UBMEPUTEJIbHBIE MATEPHUAJIbBI

TecTbl I NPOMEKYTOYHON aTTeCTALMHA
(MpaBUIIbHBIE OTBETHI BBIICIEHBI JKUPHBIM IIPUGTOM)

1. Ha xakue qBe OCHOBHBIE TPYIIITBI MOYKHO Pa3JIeIUTh O0S3aHHOCTH CeKpeTapsi-
aJIMHHHACTPATOPa COBPEMEHHOW KOMITAaHUH ?

a) TOKyMEHTAIHOHHOe o0ecrevyeHne ynpaBJaeHUusl H 0€310KyMeHTHOe
00cJy:KMBaHUE;

0) TOKyMEHTAIIMOHHOE 00ecTieueHre yIpaBlIeHUs U 0030pHO-aHATUTHYECKAs
byHKIHS,

B) 0030pHO-aHATUTUYECKAS U MIPEACTABUTENbCKAs (DYHKIINS.

2. UTo u3 nepeurcaeHHOr0 He OTHOCUTCS K (DYHKITMOHAIBHBIM 3a/1adaM CeKpeTapsi-
aaMHUHUCTpaTopa’?

a) JIeJIoBasl TICPEIUCKA M COCTABJIICHUE JOTOBOPOB,;

0) opraHu3amus BEICTABOK M BCTPEY C KIIMCHTAMM,

B) NpoBe/ieHHe BHYTPUKOPNMOPATHUBHBIX TPEHUHIOB M CEMUHAPOB.

3. UTto He BXOJUT B CIUCOK MPOeCCHOHANBHBIX TPeOOBaHUM K CEKpeTaplo-
aIMUHHUCTpATOpy?

a) COBEPILIEHHOE BiIaJICHUE COBpeMeHHOU oprrexHukoil, Munu-ATC, 3nanue I1K;

0) ONBIT COCTABJICHUS MPECC-PEIU30B U PEKJIAMHBIX TEKCTOB;
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B) BBICOKAsA I'paMOTHOCTbB, BBICOKAsA CKOPOCTH IICYATH.

4. Yto sABNIAETCA OCHOBAHUEM JUIs TOCIEAYIOIIEH Nepeaadyn KOH(PHUICHIINATbHOTO
JOKYMEHTA Ha UCIIOJTHEHUE COTPYIHUKY?

a) pe3oJOnus;

0) ycTHOE pacnopsiHKeHUE;

B) CIIELIMAIBHOTO PACIOpsKEHUs HE TpedyeTcs.

5. Kak Ha3pIBaeTCs JOKyMEHT, KOTOPOU MOATBEPIKIAET YCTAHOBICHHBIC (DAKTHI,
COOBITHS WIIH JICHCTBUS U COCTABJISETCS TIPU CBUACTEIISAX ?

a) CIIpaBKa;

0) ciy>xeOHas 3amucKa,

B) aKT.

6. UeMm nmuchbMa-oTKa3bl OTIIMYAIOTCS OT APYTUX PA3HOBUIHOCTEH MUCceM?

a) BCer/ia COCTOSAT KAK MUHMMYM U3 IBYX KOMMYHHKATHBHO-CMBICJIOBBIX
gyacTeM,

0) He TpeOyeTCsl COCTaBIATh 3ar0JIOBOK K TEKCTY MTUCHMa,

B) OTJACTCS MPEAMNOYTCHHE KOHCTPYKIIUSIM, B KOTOPBIX 000OCHOBaHUE MPEAIICCTBYET
3aKIJIFOYEHUIO.

7. Kakoe u3 nmpuBeAeHHBIX BBIPAKEHUH JTyUllle HE UCTIOIb30BaTh?
a) "Bac oxxunaer MBan MBanoBUY”

0) ""Cpouno 3aiinute k UBany UBanoBuuy"

B) "3alinute, noxanyicta, k MiBany MiBanoBuuy"

8. Kakast u3 wacreii OyeT M3IUIITHEH TTPU COCTaBICHUHU MpUKa3a?
a) BBOJIHAA ;

0) KOHCTaTUPYIOIIIas;

B) pacropsauTeIbHasl.

9. Kak cekperapp-aIMUHHUCTPATOP MOCTYMAET C KOPPECTIOHACHITUEHN TSI
PYKOBOJICTBA C MIOMETKOM "MU4HO"?

a) BCKPBIBAET U HE PETUCTPUPYET;

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

B) He BCKPbIBAaeT U He PerucTpUpyerT.

10. YTo 13 mepeurciIeHHOro He SIBJISETCS PEAAKTOPOM TEKCTOBBIX JIOKYMEHTOB?
a) WordPad,;

0) Notepad;

B) PowerPoint.

11. BoiOepute npaBuiibHOE YTBEPKICHUE:
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a) BCe MOCTYMNAIOIINE B OPraHU3alUI0 JOKYMEHThI PErUCTPUPYIOTCS CEKpETapeM-
aIMAHHACTPATOPOM,;

0) mocTyAuBIINEe B OPraHU3alHI0 JOKYMEHTBI PErHCTPUPYIOTCH CeKpeTapeM-
aIMHUHHUCTPATOPOM BHIOOPOYHO, B COOTBETCTBHM € YTBEPKACHHBIM NepPeYHeM
JOKYMEHTOB;

B) U3 BCEX MOCTYUBILINX B OPraHU3aLUIO IOKYMEHTOB CEKpETapb-aIMUHUCTPATOP
PETUCTPUPYET TOJIBKO T€, KOTOPBIE MEPEIAIOTCSA HA PACCMOTPEHNE PYKOBOIUTEIIIO.

12. Pacniopsbxenusi, u3iaBaeMble pyKOBOJCTBOM OpraHU3aIlUU, CUUTAIOTCS
a) MPaBOBLIMU aKTaMH;

0) pacnopsiAMTEIbHBIMH IOKYMEHTAMH ;

B) APYTroi BapHaHT.

13. Kakoii u3 TOKyMEHTOB PETIAMEHTUPYET JACITeIbHOCTh KOHKPETHOTO
JOJIKHOCTHOTO JIH1a?

a) JO0JI’KHOCTHAS HHCTPYKIUA;

0) monoxkeHue ob oTAene;

B) IIPUKA3.

14. C kakoii ¢ppa3bl He peKOMEHIyeTCsS HAUMHATH TeJIe(OHHBIN Pa3roBOp C
napTHEPOM HIIM KIIMEHTOM ?

a) "3apaBcTBYiiTe, Bac 0ecnokout komnanusi N (cekperapb komnanuu N)"';

0) "3apaBCcTBYITE, C BAMHU TOBOPSAT U3 KOMITaHuu N";

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

15. Kako# cpok UCTIOJTHEHUSI YCTAHOBJICH JJIs TTIUCEM OT OpraHu3aIuii?
a) CeMb JHEH;

0) 10 aHeid;

B) TPH JHS.

16. B kakom mopsijike, COTIIACHO MPaBUiiaM JOKYMEHTO000POTa, JOKHA CTPOUTHCS
paboTa ¢ MOCTyNarIMMU B KOMITAHUIO JOKYMEHTAMHU ?

a) MpueM - IepBOHavYaIbHast 00paboTKa - MpeBapUTEIIBHOE PACCMOTPEHUE -
paccMOTpPEHUE PYKOBOJIUTENEM - UCIIOTHEHUE YIIPABIEHUE B JIEJIO;

0) npueM - NepBOHAYAIbLHAA 00pald0TKa - IpeABAPUTEIbLHOE PACCMOTPEHHE -
perucTpanus - pacCMOTPeHNe PYKOBOAUTe e~ HCIIOJIHEHHE - HATIPABJIEHHE B J1€J10;

B) opopMIICHHE TOKYMEHTA - TIOJIMUCAHNUE - PETUCTPAITHS - COTJIACOBAHUE -
YTBEPKIEHUE — OTIPABKA.

17. Kakum ciocoOOM mpocTaBiseTcs AaTa B rpude yTBEpKIACHUS JOKyMEHTa?
a) MaIIMHOTUCHBIM CITIOCOOOM;

0) cexpeTapb NPOCTABIISIET €€ OT PYKH MOCIIE YTBEPKACHUS IOKYMEHTA;

B) ee MPOCTaBJsieT PyKOBOAUTE/]b B MOMEHT YTBEP:KIEHUS TOKYMEHTA.
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18. Kak Ha3pIBaeTCsl JOKYMEHT, (DUKCUPYIOIIMMA X0J1 00CYXKAEHUS U TPUHATHS
pELICHUS HA 3aCeaHUU B KOMIIAHUU?

a) pellieHue,;

0) NpoTOKOJI;

B) pacmopsiKeHHe.

19. HyxHo 511 perucTpupoBaTh NUCbMa-HaIIOMUHAHUSA?
a) HET,

0) na;

B) M0 YCMOTPEHHUIO CEKpeTapsi-aIMUHUCTPATOPA.

20. Ecnu nocnenHuii 1eHb CpoKa UCTIIOTHEHUS JOKYMEHTa MPUXOIUTCS Ha
HepaOouMii 1eHb, KOT/1a HEOOXOAMMO UCTIOTHUTH JOKYMEHT?

a) HE NO3/IHEE JHS, CIEAYIOIIETO 3a BBIXOAHBIM;

0) He MO3IHee JHA, NPEeANIECTBYOIIET0 BHIXOAHOMY.

21. Ecnu qyis mepegadu TOKYMEHTa UCIIOJIb3yeTCsl (pakcUMMIIbHAS CBSI3b, KAKOU
00bEM JIOKYMEHTa CUMTACTCS MPEICTbHO JOMYCTUMBIM ?

a) TpHU JIUCTA,;

0) NATH JIUCTOB;

B) 10 aucTOB.

22. B nucekMeHHOM oOpalieHuu ciioBa "rocnoauH" u "rocroxa':

a) TUIITYTCS TTOJIHOCTHIO;

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

23. Kakyto ¢popMyIupoBKY JTOKEH UMETh 3ar0JIOBOK K TEKCTY MPOTOKOJIA?
a) B PEIIJIOAKHOM TMAJICKE;

0) B 1aTCIBHOM MaJIeKe,

B) B POJAUTEJILHOM IaJIexe.

24. CKOIIBKO aapecaToB MOXKET ObITh HA OJTHOM JTOKyMEHTe?
a) He OoJiee Tpex;

0) He OoJiee yeThIpeX;

B) He OoJee OTHOTO.

25. Yto moHuMaeTcs moja TepMUHOM "KBopyM"?

a) MUHUMAJbHO HE00X0AMMO€ U 10CTATOYHOE KOJUYeCTBO YJIE€HOB
KOJIJIETHAJIBHOT0 OPraHa JJjisi HayaJjia padoThbl cCOOpaHus;

0) 1/3 4neHOB KOJIETHAIBLHOTO OpraHa,

B) 1 2 4JeHOB KOJIETHAIbHOTO OpraHa.
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26. Kakoil TepMuH, KaK IpaBUIIO, UCIIOJIB3YETCA B pabOTe C TOKYMEHTaMH,
coJiep KalllUMH KOMMEPUYECKYIO TallHy, KOH()UIEHINATIbHbIE CBEICHUS ?

a) y4er;

0) perucrpanus;

B) ApYTOM.

27. Bai pykoBOJUTENb BO3BpAIIAETCS U3 HEAEIbHON KOMaHIUPOBKU. YTO CTOUT
C/eJNIaTh K €ro MPUX0y, YTOObI MIOMOYb ObICTPEE BKIIOUUTHCSA B paboTy?

a) NOATOTOBUTH KPATKHUIl 0OTYET 0 TOM, YTO MPOM30LLIO 32 HeJleJI0 ero
OTCYTCTBHS,

0) mocTaparbCs Ha3HAYUTh HA MEPBbINA padOUMii IeHb MAaKCUMYM BCTpEY;

B) BBIJICTIUTH BPEMSI HA COBMECTHBIN MPOCMOTP BHEUTHEN KOPPECTIOHACHIIUH.

28. Ha stane nepBoHayanbHOU 00pabOTKH BXOJAIEH KOPPECTIOHICHIIUN
CEKpeTapb-aIMUHUCTPATOP:

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

0) Bcerjja yHUUYTOKaeT KOHBEPTHI, B I€TIO MOIIMBAET TOJIBKO JOKYMEHTHI;

B) He YHUYTOKAET KOHBEPTHI, €CJIM HA CAMOM JOKYMEHTe HeI0CTATOYHO
uH(popManuu 00 aBTOpPe MM XapaKTepe T0KYMEHTA.

29. Kakoii 611aHK UCTIONB3yeTCs TP 0(OPMIICHUH MTPOTOKOJIA?
a) OJIaHK OPraHU3AIUH,

0) OJaHK HE UCIIONB3YEeTCH;

B) OJJaHK CTPOTOM OTYETHOCTH.

30. Yto ucnonap3yeTcs Mpu U3IaHUU COBMECTHBIX MPUKA30B?
a) OJIaHKU TIPUKA30B,;

0) cranaapTHblie JUCTHI Oymaru ¢gopmara A4;

B) oOmue OJIaHKH.

IpakTnueckas kBaaudukanuonHass padora mo mnporpamme «Cekperapb-
AIMHUHHCTPATOP»

PaGoTpl, omucaHHblE B X0/ TPAKTHYECKOW KBATM(PUKAIMOHHON padOTHI,
oOydarommiicss odpopmisier B cBOOOAHOW (opMe B TEYaTHOM BHUJIE W OTIPABISAET B
CUCTEME JUCTAHIIMOHHOTO 00y4eHus uepe3 pasnen (01ok) «[Ipaktuyeckoe 3amanue».

* IOJDKHOCTHBIC 00sI3aHHOCTHU CEKpeTaps;

* CoJIep’KaHWE MOMENIEHUN CITyKO JOKYMEHTAllMOHHOTO 00eCedYeHus! yIpaBIeHHUs
(xabuHeT, mpuéMHas);

* oprasu3zaius paboyero Mecta pyKOBOJAUTES;

* opraHu3zaius pabouero Mecta cekperaps;

* TpeboBaHus OE30MACHOCTU TPYa;

* BCIIOMOTaTeNIbHas (X0351MCTBEHHAs) 30Ha B ouce;
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* TexHWYeckue QYHKIUU MO O0OECHEYEHUIO pabdOThl PYKOBOAUTENS WIH €ro
MO/Ipa3/IeNeHus;

* COBPEMEHHBIE BU/Ibl OPITEXHUKH;

* YCTPAaHEHHE MEJIKMX HEIOJIAI0K B pad0Te TEXHUUYECKUX CPEJICTB;

* HACTpOIKa NapaMeTpoB NepUPEPUITHBIX YCTPOICTB;

* HUCIOJIb30BaHUE JJIEKTPOHHOM MOYTHI NIl MpUEMa M Teperayd 3JIEKTPOHHOIO
TOKYMEHTA;

* HCTIOJIB30BAaHUE CPEICTB CBA3U C YUETOM HX IKCIUTYyaTallMOHHBIX BOZMOXHOCTEH;

* HCIOJIb30BaHUE IPUHTEPOB VISl IEYATU U TUPAKUPOBAHUS JOKYMEHTOB;

* 0€3/10KYMEHTHOE 00CTy>KUBaHUE pabOThl PYKOBOIUTENS;

* QpaBWwiIa BbIpaXEHUA OJIArOJIAPHOCTHU, COXKAJIEHHs, COUYYBCTBUSA, BHJIOB
NpUTJIAIIeHUs], TI03/IpaBiIeHUs; COOOIIEHUS HEraTUBHOW HH(OpMauy;

* o01IeHNE B KOHQIUKTHBIX CUTYaIHIX;

* O01IeHNE C KIMEHTOM: OIMO3JaBIIKUM, OKHJAIOIIMM CBOEH ouepenu, MpUIIeAIINM
0e3 mpeaBapUTEIHLHOTO COrIACOBAHMS;

* Opranuzaiusi npuéMoB U NMPE3CHTALIHI;

* OpraHu3allys JeJIOBbIX BCTPEY U COBELIAHUN;

* opranuzanus npuéma noceTuTesnei;

* MOATOTOBKA U 0OCITy>)KMBaHUE COBEIIAHUM U 3aceJaHUIl pyKOBOJUTEIIS;

* BEJICHUE MPOTOKOJIBHBIX MEPOTIPUATHIH;

* HCII0JIb30BaHNE KOMIIBIOTEPHBIX TEXHOJIOTHH B CEKpETapCKOM 00CITYKUBaHUM;

* UCII0JIb30BaHNE NH(POPMAILIMOHHBIX CETEBBIX PECYPCOB.

TecThI 1)1 UTOTOBOM aTTECTALIUU
(MpaBUJIBLHBIC OTBETHI BBIICIICHBI dKUPHBIM HIPUPTOM)

1. JIokyMeHT, yCTaHABIWBAIOIIMN CHUCTEMHO CBSI3aHHBIC MEXIy COOOW IpaBuia
pPETVIAMEHTUPYIOLIETO0  XapakTepa 1O BOOpOcaM  JAESTEIbHOCTH, OTHECEHHBIM K
KOMIIETEHI[UN OpraHu3aluu, €€ MOApa3AeICHHH, TOKHOCTHBIX JIULI, MTOABEIOMCTBEHHBIX
YUPEKICHUN, OpTaHU3ALNN U OPEAPUITHH -

a) MoJIOKEeHHE;

0) nmpaBuna,

B) UHCTPYKIIUS.

2. K naHpopManinoHHO-CIIPaBOYHBIM JJOKYMEHTaM OTHOCSITCS:
a) TMOJI0KEHNe, IPABUIIa, MHCTPYKITHUS;

0) aKT, 3asiBJICHUE, 3ANIUCKH

B) pacTOpsKEHUS, TIPUKA3, PEIICHUE;

r) MOBECTKA JHS, MPOTOKOJ], CIPABKA.

3. Bce mOKyMEHTBI, KOTOpPBIE BO3HHUKAIOT MEXAY PaOOTHHKOM WM OpraHW3aIHeH, ¢
MOMEHTA MpueMa Ha paboTy 10 MOMEHTA, KOrJa TPYJOBble OTHOILICHUS MpeKpanaTcs -
HAa3bIBAIOTCS

a) I0OTOBOPHbBIE IOKYMEHTHI;
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0) KagpoBbIe JOKYMEHTHI;

B) KOPIIOPAaTUBHBIE TOKYMEHTHI,
r) pruHAHCOBBIE JOKYMEHTHI;

1) BCE BApUAHTHI OTBETOB BEPHBIE.

4. 3apukcupoBaHHas Ha MaTe€pUAIbHOM HOCHUTENE MHPOpMaLMs C PEKBU3UTAMH,

IIO3BOJIAOIIINMU €€ I/II[CHTI/I(i)I/II_II/IPOBaTB - 3TO

9TO

a) JOKYMEHT;

0) undopmanus;

B) JICKTPOHHBINA JJOKYMEHT;

I') BCE BAPHAHTHI OTBETOB BEPHBIC.

5. JlokyMeHTHpOBaHHasi MH(pOpMalUs, NpeICTaBleHHas B 3JEKTPOHHOU Qopme -
a) JOKYMEHT,

0) undopmarnus;

B) 3JICKTPOHHBIN JOKYMEHT;

I‘) BCC BApUAHTBI OTBCTOB BCPHBLIC.

6. Komus HOKYMCHTA, Ha KOTOpOﬁ B COOTBCTCTBHUU C YCTAHOBJICHHBIM IIOPAAKOM

IMPOCTAaBJIAIOT H€O6XOI[I/IMLIC PCKBU3UTHI, ITPUAAIOIINC en HOPUINYCCKYIO CUITY - 3TO

9TO

a) MOIJTMHHUK O(UIIUATIBHOTO TOKYMEHTa (OpUTHHAN);
0) nyOJIMKaT JOKYMEHTA;

B) KOIIUS TOKYMEHTA,;

r) 3aBepeHHasi KONMs JOKYMeHTA.

7. YpOBEHb PaCIOJIOKEHHBIN Ha BHEITHUX HOCUTENSX - COOCTBEHHO JIAHHBIE - TO
a) BHEIIHUN YPOBEHBD;

0) KOHIIETITYaJIbHBIN YPOBEHb;

B) pu3NUYeCKUl YPOBEHbD.

8. BexXJIIMBOCTH M J1100€3HOCTH, CO3/IaHUE TICUXOJIOTHYecKoro KkoMmdopra B oduce -
a) KOMMYHHUKA0€IIbHOCTb;
0) MHTEJUTUTEHTHOCTB;

B) 100POKeJIATEJIbHOCTD.

9. Texnonorus nmpeoOpa3oBaHus TEKCTa B pedb (textto-speech), koTopas mo3BoJsIeT

03BYYHMBATb TCKCT CCTCCTBCHHBIM I'OJIOCOM, oe3 IIOMOIIH 4YCJIOBCKA -

a) pacro3HaBaHUE PEUH;
0) CUHTe3 pevu;
B) TOJIOCOBasi OMOMETPHUSI.
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10. Mopens obecniedeHHs] MOBCEMECTHOTO M YAOOHOTO CETEBOrO JOCTyHa IO
TpeOOBaHHUIO K 001LIEMY TyJly KOH(QUTYPUPYEMBIX BEIYMCIUTEIBHBIX PECYPCOB (HApUMeED,
CeTsIM Nepelayu JaHHBIX, CepBEpaM, YCTPOMCTBAM XpaHEHUs JAHHBIX, IPUIOKECHHUIM U
CepBUCaM), KOTOpPbIE MOTYT OBITh ONEPATUBHO MPEAOCTABICHBI U OCBOOOXKICHBI C
MUHUMAJIBHBIMU 3KCIUTYyaTallMOHHBIMU 3aTpaTaMu W/WiM oOpalieHUusIMU K IpoBaiaepy -
3TO

a) FTP-cucrema;

0) cucTema yIajJleHHOr0 I0CTYIa,;

B) «O0/1auHbIe BHIYMCICHUSD.

11. «I[lybnuyHoe 061aKo» - 3TO

a) uH(ppacTpyKkTypa, npeJHazHadeHHas JJIsl UCIOJIb30BaHUs OJIHOM OpraHu3aluei,
BKJIIOYAIOIIEH HECKOJIBKO TOTPEOUTENEN;

0) uHdpacTpyKTypa, NpeIHa3HAYEHHAs] JJs1 CBOOOJHOI0 MCIOJb30BAHUS
IIMPOKOH MyO0JINKOIA;

B) BUJ HMHGPACTPYKTYpbl, NpeIHAa3HAYCHHBIA JUIsl MCIOJIB30BAHUS KOHKPETHBIM
COOOIIECTBOM MTOTPEOUTENEH U3 OPraHU3alMi, UMEIOLIUX O0IIHUE 3a1a4u;

r) KOMOMHalIMs M3 JIByX WIM 0oJjiee pazIuyHbIX OOJa4YHbIX HHPPACTPYKTYD,
OCTAIOIIUXCS  YHUKAIbHBIMM  OOBEKTaMH, HO  CBSI3AHHBIX ~ MeXAy  coOou
CTaHJAAPTU30BAHHBIMHU WJIM YaCTHBIMU TEXHOJIOTUSMH IIepeaady JaHHBIX U IPHIOKECHU.

12. Buyrtpennsiss cetb (ceTb WHTpaHeT), cHoenuaibHO pa3paOoTaHHAs st
yIpaBiieHus UH(opMaIMeld BHyTpH OpraHu3aluy -

a) UHTEPHET,

0) JIOKaJIbHaS CeTh;

B) AJIEKTPOHHAs MOYTA.

13. XapakrepucTuKa IMCUXOJIOTHYECKOro TUIa MmoBeieHus iroaei "HactaBHuK'":

a) MPUKPHIBAasICh BHUMAaHUEM M 3a00Tol 0 Bac, BBIy)KMBaeT Kakue-TO CBEIACHUS, a
caM HHMYEro B3aMEH He COOOIIAeT, a €CJIM M BhIIACT KaKyl-TO HHGOPMAIIUI0, OHA 9acTo
OKa3bIBACTCS JIOKHOM WJIU K JIEJTy HE OTHOCSIIEHUCH;

0) 3a00THTCS 00 ycnexax OJIMKHEro, 4acTo Jaxe B yuepo ceode;

B) MpeXIe 4YeM MNPHHATh Kakoe-THOo pelieHue, HYKHO, YTOOBl HX JIOJNTO
00XaXKUBaJH.

14. BpenoHOCHbIE TpPOrpaMMbl, KOTOpPbBIE ISl PaclpOCTPAaHEHUS HCIOIb3YIOT B
OCHOBHOM YSI3BUMOCTH ONIE€PAI[MOHHBIX CUCTEM:

a) YepBH;

0) BUPYCHI;

B) TPOSIHCKHE TIPOTrPaMMBI.

15. JlokymeHT, coaepauuid pedeByro HHGOpMalUio, 3aQUKCUPOBAHHYIO JTHOOBIM
TUIIOM NMHUChMAa WJIH JII0O0HM CUCTEMOM 3BYKO3aIMCH - Ha3bIBACTCA
a) MTUCbMEHHBIN IOKYMEHT,
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0) TeKCTOBBIH JOKYMEHT;
B) PYKOIIUCHBIN TOKYMEHT.

16. JloxymeHT, HH(pOpMaLus KOTOPOro MpeCTaBiIeHa B 3JIEKTPOHHOU GopMe - 3TO
a) MAIIMHOMTMCHBIN IOKYMEHT;

0) 2JIEKTPOHHBIH JOKYMEHT;

B) U300pa3UTENIbHBIA TOKYMEHT.

17. ToxymeHT, coaepxaluii 3ByKOBYI0 HH(POpPMaLUIO, 3apUKCUPOBAHHYIO JIFOOOH
CHUCTEMOM 3BYKO3AIIUCH -

a) pOTOAOKYMEHT;

0) GpoHOAOKYMEHT;

B) KHHOJJOKYMEHT.

18. IlpaBuna nmoBeaeHUs] AUILUIOMATOB U APYTUX O(DUIIMATBHBIX JIUI] PU KOHTAKTaX
JIPYT C APYTOM Ha Pa3IuYHBIX JUTIJIOMATHYECKUX MMpUEeMaXxX, BU3UTAX, IEPEroBOpax - 3TO

a) IPUJIBOPHBIN ITUKET;

0) IMIJIOMATHYEeCKUI ITHKET;

B) BOMHCKHUI 3THKET;

19. Cponm mpaBWi TIOBEIEHHWsS, HApYIICHHE KOTOPHIX MEIIaeT HOPMAIbHOMY
BEJCHHIO OM3HEca - 3TO

a) o0Ierpax1aHCKUI YTHKET;

0) 1eJI0BOM ITHKET,

B) He(hOpMaJILHBIN ATUKET.

20. Hamr uMuJIK Ha B3IUISI CO CTOPOHBI
a) 3epKaJIbHBIM;

0) TeKy1Imii;

B) JKEJIa€MBIil.

21. MHOeCTBEHHBIN UMUK TO

a) UMUK OpraHW3al1u B 1I€JIOM, a HE €€ OTAEIbHBIX MOAPa3IeICHUN;

0) UMUK, KOTOPBI 00pa3yeTcsi U3 psAia UMU/Kell He3aBUCUMBIX CTPYKTYP;
B) Halll UMHJI’K, CO3/1aBa€MbIi ONIIOHEHTOM, CONIEPHUKOM, MPOTUBHUKOM.

22. Kak npaBuiio, ¢ 12 1o 18 gacoB mpuHATO ynoTpeOIsTh BRIpaKEHUE
a) «3apaBcTBYiTEY,;

0) «Jlobpoe yTpo»;

B) «/00OpBIH 1EHDbY;

r) «J1oOpbIit Beuep.

23. YcTaHOBJICHHBIA TIOPAIOK, opMa, MaHEpa MOBEACHUS, MPABUIA YITHBOCTH U
BEXKJIMBOCTH, MPUHATHIC B Opranu3anuu (pupme) u 0decrneynBarolIre YieHaM TPYI0BOro
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KOJUIEKTHBA U €r0 pPyKOBOJACTBY YCJIOBHUS YCHEIIHOIO OOIIEHUS APYT C IPYroM, AE€IOBBIMU
NapTHEpaMHU U 0OILECTBOM ISl TOCTHIKEHUS LEIeil CBOEH NeATeIbHOCTHU:

a) DTHKA,;

0) 1EIOBOI ATUKET;

B) 9THUKA JICJIOBOTO OOIICHUS,

I) CJIy:KeOHbIi ITHKET.

24. Kakoil cTWIb yHpaBJI€HUsS OCHOBBIBAETCS HAa OOCYXKIEHUM MPOOJIEMBI, ydeTe
MHEHHUI U UHUIIUATUB COTPYIHUKOB:

a) aBTOPUTAPHBINA CTUJIB;

0) neMOKpaTHYeCKHil (MJIH KOJLUIeTHAJIbHBII) CTUWIb;

B) THOEpaNIbHBIN (MU aHAPXUYECKUM, WU TTOMYCTUTEILCKUN) CTUIIh;

I') HETIOCJIeI0BAaTENbHBIN (aJIOTUYHBIN) CTUIIb.

25. XapaKTepucTHKa IMCUX0JI0THYECKOT0 TUIIA MOBeIeHus Jrojiel "Paccka3zunk":

a) eMy HempeMEeHHO HY:KHO coo0muUTHL BamM Bce Mesbuaiilime moapPOOHOCTH
TOr'0, YTO NMPOMU30ILI0 C HUM HAKAHYHE,;

0) paboTaeT «KaK MPOKIIATHIN;

B) JOJDKEH HETPEMEHHO MPUHSATH PEIICHUE K KOHITY BCTPEUH.

26. JlokyMeHT, M3/[aBacMblii B LENSAX YCTAaHOBIICHMS TPABUJ, PETYIUPYIOIIKUX
OpraHu3allMOHHbIE, HAYYHO-TEXHUYECKHE, TEXHOJIOTH4YecKkue, (UHAHCOBBIE U HHbBIE
CIIELUAIIBHBIE CTOPOHBI JIEATEIIBHOCTH YUYPEKIACHUN, OpraHu3aluil, NpeanpuaTuii (ux
noJipasfieJeHuil 1 ciryk0), TOHKHOCTHBIX JIUI] ¥ TPaXIaH -

a) TOJIOKECHUE;

0) mpaBwiIa;

B) MHCTPYKIIMSL.

27. Hayka 00 OTHONICHUSX, CYHIECTBYIOIIUX MEXIY JIIOABMU U 00 00S3aHHOCTSIX
BBITEKAIOIINX U3 DTUX OTHOIIIEHHUN:

a) ITHUKA,;

0) JIeTTOBOM ATHKET;

B) ATHKA JICJIOBOT'O OOIICHUS;

T') CIIy’>KCOHBIN ITHKET.

28. YmeHue cekperapsi TAKTUYHO M BEXKIMBO BECTH Oecemny, CISpKHBATh U HE
MPOSIBIIATh OTPUIATEIBHBIC DMOIUU, COOJIIONATh TPUHATHIE B OOIIECTBE HOPMBI
MOBEJICHUS U OOILEHMUS, CIEIUTh 32 KyJIbTYypOi CBOEr0 BHEIIHETO BUAA U pabouero Mecra
- 3TO

a) KOMMYHUKAOEIbHOCTb;

0) MHTEJJIMTEHTHOCTD

B) 10OpOKENATEITHHOCTD.
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29. TexHojorusi, KOTopas JEIUTCS Ha JIB€ COCTaBISAIOIIME: WACHTHU(PUKALUIO —
yYCTaHOBJIEHHE (TIOMCK) JUYHOCTH MO TOJIOCY W BepU(UKAIUIO — TOATBEPKICHHUE
JUYHOCTH IO TrOJIOCY -

a) pacro3HaBaHUE PEYH;

0) cuHTE3 peun;

B) r0J10COBasi OMOMeTpH.

30. XapakTepHucThKa ICUXOJIOTUYECKOT0 TUIIa MoBeAeHUs toaeil "Pa3Bequuk":

a) NpPUKpPBIBasiCb BHUMaHMeM U 3a00Toii 0 Bac, BbIy)kKMBaeT Kakue-TO
CBEJCHHUsl, a4 €aM HHMYero B3aMeH He coo0miaeT, a eCJH M BbIIAECT KaKyH-TO
UH(OPMALUI0, OHA YACTO OKA3BIBAETCS JIOKHOM WU K ey He OTHOCSIIIEHCS ;

0) 3a00TUTCS 00 ycrexax OJIMIKHET0, 4acTo Jaxe B yiepo ceoe;

B) NpEXIe 4YeM MPHUHATh KaKoe-IMOO pelleHrue, HYXKHO, 4YTOObl HMX JOJITO
00XaXUBaJIH.

31. U300pa3uTenbHBId  WIM  ayAUOBU3YaJIbHBIM  JOKYMEHT,  CO3/JIaHHBIM
KMHEMaTOTrpauIecKuM CriocoooM -

a) pOTOAOKYMEHT;

0) poHOTOKYMEHT;

B) KHHOJIOKYMEHT.

32. Kakue dakrtopsl OKazadu BIUSHHE HA CTAHOBJICHUE COBPEMEHHBIX
MH(GOPMAIIMOHHBIX TEXHOJIOTH:

a) mKpoyaiiee BHEIPEHNE IEPCOHATIBHBIX KOMITBIOTEPOB;

0) MOsIBJICHUE U Pa3BUTHE BHICOKOCKOPOCTHBIX KOMITBIOTEPHBIX CETEH;

B) CTAHOBJICHUE MOIIHOM MPOTPAMMHON UHIYCTPUH;

r) BCe BADMAHTHI OTBETOB BepPHbIE.

33. «O01mecTBeHHOE 00JaK0» - ITO

a) MHPpPACTPYKTypa, MpeaHA3HAUCHHAS IS UCTIOJIh30BAHMS OJTHOW OpTraHU3aIlHeH,
BKJTFOYAOIIEH HECKOJIBKO MOTPEeOUTENeH;

0) uadpacTpykTypa, MpeaHa3HaYeHHAas JUIsi CBOOOJHOTO MCIOJIBb30BAHUS ITUPOKON
MyOJINKOM;

B) BHA HUHQPacCTPyKTypbl, MNpeJHA3HAYEHHbIA s HMCHOJb30BAHUS
KOHKPETHBIM €0001IeCTBOM MOTpeOHTeN el W3 OpPraHu3aunvil, HMeEKIUX o0me
3a/1a4H;

r) KOMOWHAmWsl W3 JIBYyX WIM 0o0Jiee pa3TuYHbIX OOJAYHBIX HHPPACTPYKTYD,
OCTAIOIINUXCS  yHUKAIbHBIMH  OOBEKTaMH, HO  CBSI3aHHBIX  MEXIy  COOOM
CTaHIapTU30BAHHBIMYU WJIM YaCTHBIMU TEXHOJIOTHUSIMH MEePEavn JAHHBIX U TIPHIOKCHHH.

34. llenTpanbHbIN YPOBEHB, KOTOPHIH OMPELISIET IOTHYECKYIO0 cXeMy 0a3bl TaHHBIX
- 3TO

a) BHEUIHUN YPOBEHb;

0) KOHLENTYAJbHbIN YPOBEHbD;
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B) (PU3UYECKUI YPOBEHD.

35. IIlucbMeHHBII TOKYMEHT, IIPU CO3/IaHUHU KOTOPOI'O 3HAKKM MUCbMa HAHOCST OT
PYKH - 3TO

a) MMCbMEHHBINA JOKYMEHT;

0) TEeKCTOBBIN JTOKYMEHT;

B) PYKOIIMCHBINA JOKYMEHT.

36. CBox OOUIENPUHATBIX B apMUU MpaBUi, HOPM M MaHEp IOBEICHHUS
BOCHHOCITY>KAIllUX BO BCeX cpepax ux AesTeIbHOCTH- 3TO

a) MPUJBOPHBIN ATUKET;

0) TUIIJIOMAaTHYECKUM YTUKET;

B) BOMHCKHMH ITHKET.

37. COBOKYIMHOCTH MPABUWJI U TPATULIUNA, COOJIFOMAEMBIX TpaKIaHaMH MPU OOIEHUH
JPYT C APYTOM - 3TO

a) 001IerpakIaHCKUd ITHKET;

0) 1CIOBOI ATUKET;

B) He(hOpMaTbHBIN ATUKET.

38. lng Kakoro CTWJIS XapakTEepHO JKECTKOE EIUHOJIIMYHOE TMPUHATHE
PYKOBOJIUTEJIEM BCEX pelIeHuH («KMUHHUMYM JE€MOKpPATHUU»), KECTKUU IMOCTOSHHBIN
KOHTPOJIb 32 BBIOJIHEHHEM pEHIeHU ¢ yrpo30il HakazaHUs («MaKCUMyM KOHTPOJI»),
OTCYTCTBHE UHTEpeca K paOOTHUKY KaK K JIMYHOCTH:

a) aBTOPUTAPHBIN CTUJIb;

0) TeMOKpaTHYEeCKUN (M KOJUICTHAJIBHBIN ) CTHIIb;

B) MHOEpabHBIN (MJIM aHAPXUYCCKUM, WIIH TTOMTYCTUTEIBCKUIN) CTHIIb

T') HEMOCIEI0BATEIbHBIN (QJTOTUYHBIN) CTUIIb.

39. IlucbMeHHBIH AOKYMEHT, MPH CO3JaHUM KOTOPOTO 3HAKU IMHUChMa HAHOCAT
TEXHUYECKUMU CPEACTBAMM - 3TO

a) MAIIMHONMUCHBIH IOKYMEHT;

0) SJIEKTPOHHBIN TOKYMEHT;

B) N300pa3UTEIIbHBIN JOKYMEHT.

40. XapakTepuCTHKa MICUXOJIOTUYECKOTO TUTIA TTOBEACHUS JTroaei "Y napHuk":

a) eMy HENPEMEHHO HY>XHO cooOmMTh BaM Bce Menpuaiiliiie moApOOHOCTH TOTO,
YTO MPOU3OIIIO C HUM HAaKaHYyHE;

0) padoTaeT «KaK NPOKJATHIN;

B) JIOJKEH HEPEMEHHO MPUHSATH PELICHUE K KOHIlY BCTPEUH;

41. K opraHnu3aliliOHHBIM JOKYMEHTaM OTHOCSTCS:
a) MoJI0:KeHNe, MPABWIA, HHCTPYKIUS;
0) akT, 3asBJICHUE, 3AMMUCKH,
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B) paclopsKeHUs], IPUKa3, PEIICHUE;
I') IOBECTKA JIHS, IPOTOKOJ, CIIPaBKa.

42. BpenoHOCHbIE MPOrpaMMBbl, KOTOpPHIE BBIIOJHIIOT HAa OPaXaeMbIX
KOMIIBIOTEPAX HECAHKIIMOHUPOBAHHBIE IOJIb30BATENIEM JAEUCTBHS, T.€. B 3ABUCHUMOCTH OT
KAKUX-TMOO YCJIOBUM YHUYTOXKAIOT MHPOPMAIMI0 Ha JAHMCKAX, NPHUBOJAT CHCTEMY K
«3aBUCAHUIO», BOPYIOT HHPOPMALIUIO U T. 1.

a) 4YepBy,

0) BUpPYCHI;

B) TPOSIHCKHE NPOTrPaMMBbl.

43. UMuk, KOTOPBIA MBI CTpeMHUMCSI cebe co37aTh
a) 3epKaJIbHbBIH;

0) Tekyuui;,

B) /KeJIaeMbIid.

44. KopnopaTUBHbBIN UMUK 3TO

a) HIMHU/I’)K OPTaHM3ALMHU B 11€JI0M, a He ee OT/eJIbHbIX MoApa3ieJeHui;
0) UMUK, KOTOPBI 00pa3yeTcs U3 pssia UMUKEH HE3aBUCUMBIX CTPYKTYP;
B) Halll UMM, CO3/1aBa€MbIil ONIIIOHEHTOM, COTIEPHUKOM, IPOTUBHUKOM.

45. K pacnopsiiuTeIbHbIM IOKYMEHTAM OTHOCSATCS:
a) MOJIOXKeHue, MpaBuia, UHCTPYKIUS;

0) aKT, 3asBJICHUE, 3AMUCKH;

B) pacnopsi:KeHusl, IPUKAa3, pelieHue;

T') IOBECTKA JIHS, TPOTOKOJ, CIIpaBKa.

46. TlporpammHBIi KOA, 06€3 BeIoMa IMOJIB30BATENs BKIIOUEHHBIH B MPOrPaMMHOE
obecrieueHue C IeIbI0 IEMOHCTPAIUH PEKIIAMHBIX O0BSIBICHUMN:

a) NporpamMmmbI-peKJIaMbl;

0) mporpamMMBbI-IIITTHOHBI;

B) MMOTEHUIHUAJIBHO OMACHBIE MTPUIIOKECHHUS.

47. JIOKyMEHT, TIOJIHOCTBIO BOCIPOU3BOIAIIMK HWH(POPMAIIUIO TOIITUHHOTO
JOKYMEHTa M BCE €ro BHEUIHUE MPU3HAKH WIM YacTh UX, HE MUMEIOIIHN IOpUIUYECKOU
CHUJIBI - 3TO

a) MOUTMHHUK OPUITHAITBHOTO IOKYMEHTa (OpUTHHAI);

0) nyOJIMKaT JOKYMEHTA;

B) KOIIUA TOKYMEHTA;

I') 3aBEpEHHAs KOIHUS TOKYMEHTA.

48. «KommyHHKAIIUAS» — 3TO:
a) npouecc oOMeHa nHdpopmaluen B CUCTEME;
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0) COBOKYMHOCTb TE€XHHUYECKUX CPEACTB, OOECHEUYMBAIOLIMX IPOIECCHl Mepeaadn
uH(popmanuy,
B) BCe BADMAHTHI OTBETOB BEPHBbIE.

49. COBOKYMHOCTh JaHHBIX, XPAaHUMBIX B COOTBETCTBUM CO CXEMOW JaHHBIX,
MaHHUMNYJUPOBAHUE KOTOPHIMHU BBIMOJHSIOT B COOTBETCTBUM C TIpaBWJIaMH CPEJCTB
MOJICTUPOBAHUS JJAHHBIX - 3TO

a) 0a3a 1aHHBIX;

0) ocHOBA JTaHHBIX;

B) SIIPO JIAHHBIX;

') BCE BapUaHTHI OTBETOB BEPHBIC.

50. YpoBeHb 1oiap30BaTeNs - TO
a) BHCLIHUI YPOBEHb;

0) KOHIIENTYaJIbHBIN YPOBCHbD;
B) QU3UYECKHI1 YPOBEHb.

51.Texnonorust mpeoOpa3zoBaHuss peun B TeKCT (speech-to-text), Koropas
onr(pOBHIBAET U MIEPEBOJIUT B TEKCT PEUCBOM CUTHAI -

* pacno3HaBaHHe peuM,
CUHTE3 peuu;
rojiocoBast OUOMETpHs.

52. U3 o0mux mpaBui COBPEMEHHOTO 3THUKETA: IIEPBBIM MPUBETCTBYET
a) My’>KYHHA — JKeHIUHY;

0) )KCHIIMHA — MY)KUUHY,

B) MJIAIIIUI — CTAPIIEro;

') CTapIIUi — MJIAJIIIETO.

53. Psanp TtexHomorui, oOECIEUMBAIOMIUX MPO3PAYHOE TMOJKIIOYCHHUE K CETH
YAQICHHBIX KJIMEHTOB, PAaCIOJIOKEHHBIX, KaK IPaBWJIO, 3a MpejeiaaMy JIOKAIBHOW CeTH
OpraHU3aIUH - 3TO

a) FTP-cucrema;

0) cucrtemMa yJ1aJJeHHOI 0 10CTYyNa,;

B) «OOnavyHbIe BEIYUCICHUS.

54. «I'mbpugHoe 0061aK0» - ITO

a) uH(ppacTpyKTypa, MpeaHa3HAYCHHAs ISl UCIIOH30BAHUS OJTHOW OpraHU3aIHMEH,
BKJTIOYAIOIIEH HECKOJIBKO MOTPEeOUTENEeH;

0) uHpacTpykTypa, IpeaHa3HauYeHHAas JJIsi CBOOOJHOTO HCIOIb30BaHUS IIHUPOKOM
MyOJTUKOM,

B) BUJ WHQPACTPYKTYpPHI, MPEIHA3HAYCHHBIA ISl WCIOJIB30BAHUS KOHKPETHBIM
COOOIIIECTBOM MOTPEeOUTEIEH U3 OpPraHU3aIlUM, UMEIOIIMX OOIIHE 3a1a4H;
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r) KOMOMHAaUMs M3 ABYX MJIM 0oJiee pa3jiMYHbIX 00JIAaYHBIX MHQPACTPYKTYP,
OCTAOIIMXCH YHUKAJIBbHBIMM  O00BEKTaMHM, HO CBSI3aHHBIX MEXK1Y CO0OH
CTAHJAAPTHU30BAHHBIMM WJIH YACTHBIMH TEXHOJOIMSIMHM Iepeladyd [JAHHBIX H
NPUII0KEHUH.

55. IlporpammHoe oOecrieueHre, HE NPUUYUHSIONIEE KOMIBIOTEPY KaKOIro-1moo
MPsIMOTO BpeJla, HO BBIBOASAIIEE COOOIIEHUS O TOM, YTO TaKOW Bpej yXe MpUYMHEH JH00
OyJeT NpUYMHEH NP KaKUX-TH00 yCIOBUAX:

a) IPOrpaMMbI-IIyTKH;

0) PYTKHUTHI;

B) MPOTrpaMMBbI-IITTHOHBI.

56. [TlepBwiii (WM E€AWHCTBEHHBIN) OHK3EMIUIAP JTOKYMEHTa, OOJaaroIIHii
IOPUANYECKON CUIION - TO

a) NOAJIMHHHUK 0PHUIHMATBHOI0 JOKYMEHTA (OPUTHHA);

0) nyOJIMKaT JOKYMEHTA;

B) KOIIUS IOKYMEHTA,;

I') 3aBepCHHAs KOIHUS JTOKYMEHTA.

57. CBOWCTBO OPUIIMATBHOTO TOKYMEHTA BbI3BIBAThH MTPABOBLIE MOCIEACTBUS -
a) puanYecKas CWJIa J0OKyMeHTa;

0) yrpo3sl 0€30MacHOCTH JOKYMEHTOB;

B) MHGOpPMAILIMOHHAS CUJIa JOKYMEHTA.

58. OtpunarenbHbIH UMUK 3TO

a) UMUK OpraHU3alliy B IIEJIOM, a HE €€ OTACIbHBIX MOpa3IeIeHUN;

0) UMUK, KOTOPBII 00pazyeTcs U3 psijila IMHIKEH HE3aBUCUMBIX CTPYKTYDP;
B) HAIll UMUK, CO3/IaBA€Mblii ONIMOHEHTOM, CONIEPHUKOM, TPOTHBHUKOM.

59. HenpunuyHo 3BOHHUTH

a) 10 9.00 yacoB wiu Beuepom nociae 22.00;
0) mo 10.00 gaco wim BeuepoM mocie 21.00;
B) 110 12.00 yacoB wiu BeuepoM nociie 19.00;

60. Hecmeumduueckuit OTBET oOpraHu3Ma Ha JIO00€ TMPEABIBICHHOE €My
TpeOOBaHMEe, TPENCTaBIAOMEee COOO0N HampssKEHWE OpraHWu3Ma, HAMpaBICHHOE Ha
MPEOJI0JICHUE BO3HUKAIONINX TPYTHOCTEH M MIPHUCTIOCOOIEHNE K BO3POCIINM TPEOOBAHHIM
- 3TO

a) cTpec;

0) KoH(ITUKT;

B) KOMIIPOMHC.
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METOANYECKHUE MATEPHAJIbI

YueOHO-MeTOAMYeCKOe W HHGPOpPMaMOHHOEe o0ecne4yeHue: JICKIHMOHHBIN
Marepuall, CIIMCOK JINTEPaTyPBbl.

YcaoBug g (PyHKIHUOHMPOBAHHMA  JJIEKTPOHHOM  MH(OPMALMOHHO-
o0pa3oBaTeJIbHOM cCpelabl: CHCTEMa JUCTAHIIMOHHOTO OOy4Y€HHUs, D3JIEKTPOHHAas
o6ubnuoreka, MoHOOIOKH, Web-kamepbl, MUKPO(OHBI, HAYIMIHUKU, MYJIbTUMEIUWHBIN
IIPOEKTOP U DKpaH, ceTb VIHTEpHET.

HOPMATHUBHO-ITIPABOBBIE AKTBHI U CIITMCOK JIMTEPATYPbBI

- ®enepanbHblii 3akoH 0T 29.12.2012r. No273-03 «O06 obOpazoBanuu B Poccuiickoi
denepaunmny;

- ®epepanbubiii 3akoH 0T 30.12.2001T. Nel97-®3 «Tpynosoit Konexc POy,

- OenepanbHbii 3akoH oT 06 ampens 2011 1. No 63-®3 «OO6 2JIEKTPOHHOM
TO/IITUCHU»;

- ®enepanbubiii 3akoH oT 27 wuions 2006 r. Ne 149-03 «OO06 wundpopmanuu,
MH(OPMAIIMOHHBIX TEXHOJIOTUSAX U O 3alUTe HH(POpMALTHI,

- @enepanpHbiil 3aKk0H OT 02 Masg 2006 r. Ne 59-®3 «O mopsiake paccMOTPEHHUS
oOpaienuii rpaxaan B Poccuiickoit deneparuny;

- ®depepanpubiii 3akoH oT 01 uroHsa 2005 r. No 53-D3 «O rocyaapCcTBEHHOM SI3BIKE
Poccuiickoit @enepaunmn»;

- ®enepanbHbiil 3akoH OT 22 okTs0ps 2004 1. Ne 125-®3 «O6 apxuBHOM jene B
Poccuiickoit @enepaunm»;

- @enepanbHblil 3aK0H 0T 29 utonsa 2004 r. Ne 98-D3 «O koMMepuecKol TaliHE»

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

- IlocranoBnenue IlpaButensctBa PD® ot 15 wmrons 2009 1. Ne 477 «OG06
ytBepkaeHnn I[lpaBun nenonpou3BoAcTBa B (enepasibHBIX OpraHax HCIOTHUTEIbHON
BJIACTI;

- IlocranoBnenue IlpaButensctBa P® ot 13 aBrycra 1997 r. Ne 1009 «O6
yTBepkaeHuu [IpaBui TOATOTOBKM HOPMATHBHBIX TMPABOBBIX AaKTOB (eaepaabHbIX
OpPraHOB WCIIOJHUTEIbHON BJIACTH U UX FOCYJAPCTBEHHOW PETUCTPALIUN;

- Iloctanosnenue IlpaButensctBa P® ot 27 mexabps 1995 1. No 1268 «OG06
YHOOPSIAOUEHUH HM3TOTOBJIEHUS, HCIOJIb30BAHMS, XPAHEHUS M YHUYTOXKECHHS IedaTte u
0JIaHKOB ¢ Bocrpou3BeeHneM [ ocynapcrBenHoro repda Poccutickoit denepanumy;

- IIpuka3z ®enepanbHoro apxuHoro areHrcrBa ot 20 nekadbpst 2019 roma Ne 236
«O0 ytBepxkaeHun IlepeuHs TUMOBBIX YOPABICHYECKUX APXUBHBIX JTOKYMEHTOB,
00pa3yronmxcs B MPOIIecce JACSITEIIbHOCTH TOCYIapCTBEHHBIX OPTaHOB, OPTAHOB MECTHOTO
CaMOYMpaBJICHUSI U OPTaHU3alINil, C YKa3aHUEM CPOKOB UX XPAHECHUS»;

- [TocranoBnenne Muntpyna Poccuu ot 26 mapta 2002 1. Ne 23 «O06 yTBEepKIAeHUU
Hopm BpeMenn Ha palboThl MO JTOKYMEHTAlIMOHHOMY OOECHEUYEHHUIO YIPaBICHUYECKUX
CTPYKTYp (pesepalibHbIX OPraHOB UCTIOTHUTEILHON BIACTUY;
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- IlocranoBnenue I'ockomcrtata Poccum ot 05 suBaps 2004 r. Ne 1 «O6
YTBEPKIECHUU YHUPUIUPOBAHHBIX (DOPM MEPBUYHON YUETHOM JOKYMEHTAIMU IO Y4YETy
TpyJa U €ro OIJIaThly;

- IloctanoBnenne Muntpyna Poccum ot 25 Hos0ps 1994 1. Ne 72 «OG6
YTBEP)KJIECHUU MEXOTPACIEBBIX YKPYIMHEHHBIX HOPMAaTHBOB BPEMEHHM Ha pabOThI IO
JOKYMEHTALIMOHHOMY OOECIIEUEHUIO YIIPABICHUS;

- IloctanoBnenue ®enepanbHONl KOMUCCUM MO PHIHKY LEHHBIX Oymar ot 16 uiois
2003 r. Ne 03-33/mc «OO0 ytBepxkaenuu IlonoxkeHus O MOpsAIKE M CPOKax XpaHEHUs
JOKYMEHTOB aKIIMOHEPHBIX OOIIECTBY;

- [lpuxaz ®exnepanpHoro apxuBHoro areHTcTBa OT 11 ampens 2018 roga Ne 43 «O6
YTBEPKJIECHUU TPUMEPHOTO MOJIOKEHHUSI 00 IKCIIEPTHON KOMUCCUU OpraHU3ALUK;

- [Ipuka3 Munucrepcta oOpazoBanus u Hayku Poccuiickoit denepanuu ot 01.07.
2013 1. Ne 499 «OO6 yrBepxnaenun Ilopsaka opraHu3alud W OCYUIECTBICHUS
oOpa3oBaTelbHOM  JEATENBHOCTHM MO  JOMOJHUTENBbHBIM  IPO(]PecCHOHATBLHBIM
porpaMmam;

- [Ipuka3z MuHucrepcTBa Tpyaa U couranbHOr 3amuTel PO ot 15 utona 2020 r. Ne
333 «O06  yTBepkaeHUM TpodeccHuoHaTbHOrO  cTraHaapra «Crhenuamuct 1o
OpraHU3allMOHHOMY U JJOKYMEHTAIIHOHHOMY O0ECIIEYEHUIO YIIPABICHHS OPTaHU3AIUEH.

-T'OCT P 7.0.97-2016 «Cucrema ctanaapToB no uHpopmaiuu, OUOIMOTEUHOMY U
u3JaTeNbCcKOMy Aeny. OpraHu3almoHHO-paCopsAuTeNbHas ToKyMeHTanus. TpeboBaHus
K 0OPMIICHHUIO TOKYMEHTOBY;

- TOCT P 7.0.8-2013 «Cucrema ctaHaapToB 1Mo HHGOpMaIUKA, OUOIHMOTECYHOMY H
U3/1aTeNIbCKOMY Jieily. JleJonpon3BOACTBO U apXUBHOE J1€J10. TEPMUHBI U ONIPEIETICHUS;

- TOCT P 50922-2006 «3amuta wuHpopManuu. OCHOBHBIE TEPMHUHBI H
ONpENICIICHUSY;

- TOCT 6.10.4-84 «YHudumupoBaHHble CHUCTEMbI JTOKyMeHTanuu. Ilpuganue
IOpUJINYECKON CHJIBl JIOKyMEHTaM Ha MAIlMHHOM HOCHUTEIIE M MAallWHOIPaMME,
CO3J1aBAEMbIM CPEACTBAMH BBIUUCINUTEIbHON TEXHUKU. OCHOBHBIE MOJOKECHUS»;

- TOCT 6.10.5-87 «YHuduimpoBaHHble CUCTEMbI JOKyMEHTaluHu. TpeOoBaHUs K
oCTpoeHuo hopmyIsipa-oopasia;

- TOCT 17914-72 «OOGn0KKH J1e7 NTUTENBHBIX CPOKOB XpaHEHUs. THIBI, pa3mMepsl
U TEXHUUYECKHE TPEOOBAHUY;

- TOCT P 34.10-2012 «Mudopmarnmonnas TtexHomorus. Kpunrorpadudaeckas
3amurta uHpopmarmu. [Iporeccsl GhopMupoBaHUsS U MPOBEPKU IIEKTPOHHOU HUDPOBOI
MOAIUCH;

- 3aitneBa, E. B. [enonmpou3BOACTBO U JOKYMEHTOOOOPOT B CHCTEME
TOCY/IapCTBEHHOTO M MYHHUIIMNIATBHOTO yIpaBieHus: yded.-meton. mocodbme / E. B.
3aiinieBa, H. B. 'onuapoBa ; M-Bo oOpa3oBanusi u Hayku Poc. @eneparuu, Ypai. denep.
yH-T. — ExatepunOypr : U3n-Bo Ypan. yu-ta, 2017. — 178 c.

- 3ameqnuaa E.A. Otuka u ncuxomorus geiiosoro oomenus. M.: PUOP, 2006.
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