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MNOACHUTEJIBHASA 3AITMCKA

OcHoBHas mporpaMma npodeccruoHanbHoro ooyuyenus "Cekperapb-aqmMmuHucTpatop” (naiee -
[Iporpamma), pazpaborana B cooTBeTcTBUH ¢ HopMamu DenepabHOro 3akoHa ot 29 nexabps 2012
roga Ne 273-®3 "O6 obpazoBanuu B Poccuiickoit ®@enepanuu" ¢ yuerom TpeboBanwmii Ilopsaka
OpraHu3alliil M OCYIIECTBICHUS O00pa30BaTEIbHON JAEATEIBHOCTH IO OCHOBHBIM IPOTpaMMam
npodeccuoHaNBFHOr0 00Y4YeHHUsI, yTBEPKACHHOTO MpukazoM MuHucTtepcTBa npocsemienus PO or 26
aBrycra 2020 roga Ne 438 (3apeructpupoBano B Muniocte Poccun 11 centsiops 2020 ropa,
peructpanroHHbIi Ne 59784).

[Iporpamma mnpodeccuoHaNbHOTO OOYYEHHUsI MPEACTABISET COOOH CHUCTEMY JIOKYMEHTOB,
pa3pabotannyio u yrBepxkiaeHHylo AHO JII[IO «Akanemuss COBpeMEHHBIX 0Opa30BaTENbHBIX
porpamMm» Ha OCHOBaHUHU MPOQPECCHOHAIBHOTO cTaHaapTa «CHennaiucT Mo OpraHu3aluoOHHOMY U
JOKYMEHTAllMOHHOMY O00eCHEUYeHHIO YINpaBIEHUS oOpraHu3anueiy, yreepxkiaeHHoro IIpukazom
MUHUCTEPCTBA Tpya U couuanbHoi 3amuThl PO ot 15 utons 2020r. Ne333H, 3aperucTpupoBaHHOTO B
Mumntocte PO 15 utonsa 2020 r., peructpaninoHHblil Ne 58957.

[Tporpamma onpeensieT MUHUMAaIbHBIM 00bEM 3HAHUN U YMEHU, KOTOPBIMU JOJIKEeH 001a1aTh

«Cekperapb-aIMUHUCTPATOP» MIPH 3aHSATUU COOTBETCTBYIOIIEH JOIKHOCTH.

Cpok ocBoeHHsI Tporpammbl TmpodeccuoHanbHOro o0yueHus mo mnpodeccun «Cexperapb-
aJIMHUHHCTPATOP» COCTABIISIET 3,5 Mecsia, 00ydeHrue MPOBOAUTCA 5 pa3 B HEAEMIO (8 akaJeMHUeCcKHX
4acoB B JICHB).

TpynoeMKOCTh OCBOEGHMSI CIYIIATEISIMH IMPOTPaMMBI  MPOQPECCHOHANBHOTO  O0y4YeHUS
coctaBisieT 520 yacoB, U3 KOTOPHIX 296 4acOB OTBOJATCA Ha JICKIHUOHHBIC 3aHATHA, 90 yacoB Ha
pakTHYecKue 3aHAThsA, 116 YacoB Ha caMocToATelIbHYIO paboTy, 12 yacoB KOHCynbTaluu, 6
aKaJIeMMYECKUX YaCOB — Ha aTTECTaLIUIO.

®dopma 00ydeHHS — TUCTAHITMOHHAS C IPUMEHEHHEM AJICKTPOHHOTO 00yUEHUS TUCTAHITMOHHBIX
00pa3oBaTeNbHbBIX TEXHOJIIOTHI B COOTBETCTBUU C JICHCTBYIOIIECH HOPMAaTUBHOM 0a30ii.

KonunuecTBO yacoB, OTBOAMMBIX Ha HW3Y4YE€HHE OTAEIBHBIX TeM (MOAYJEH) MpOrpaMMbl,
MOCIIEA0BATEIBHOCTh UX MU3YyYEHHUE B CIIydae HEOOXOJUMOCTH MOXKHO U3MEHSATH B Ipejesax oOIIero
KOJIMYECTBA YICOHOTO BPEMCHH.



HOpMaTI/IBHLIe AOKYMEHTBI VI pa3paﬁoTKn MnmporpamMmmbIl

[IporpamMma pa3paboTaHa B COOTBETCTBHM ¢ TpPEeOOBAaHUSAMH HOPMATHBHO-TIPABOBBIX

JOKYMCHTOB!

1.

®denepanbHoro 3akona ot 29 gexabps 2012 r. N 273-d3 "O6 obpazoBanuu B Poccuiickoit
Oenepannn” (¢ u3MeHeHussMu Ha 11 urons 2022 roga);

[Ipuka3z MunucrepctBo npocseuienus Poccuiickoit @enepannn ot 26 arycrta 2020 roga N
438 «OO6 ytBepxkaenun Ilopsioka opraHuzald U OCYLIECTBICHHUS OOpa30BaTEIbHOM
NESITeNbHOCTH 1O  OCHOBHBIM  MporpaMMaM  MNPOECCHOHAIBHOTO  OOY4YEHUS»
(3apeructpupoBano B Muntocte Poccun 11 centsops 2020 roga, peructpaioHHbI Ne
59784).

[Tpuka3 MunucrepctBa oOpazoBanust U Hayku P®D ot 23 asrycra 2017 r. N 816 "O6
yTrBepxaeHun [lopsaka mpuMeHeHus: OpraHu3alusaMy, OCYIIECTBISIOIUMHI 00pa30BaTeIbHYIO
JeSITeNIbHOCTb, JJIIEKTPOHHOTO O0y4YEHUSs, TMCTAHIIMOHHBIX 00Pa30BaTENbHBIX TEXHOIOTUN TIPH
peanu3anuu  00pazoBaTeNbHBIX MporpamMMm” (3apeructpupoBaHo B Muniocte P ot 18
centsi0ops 2017 rona, peructpanroHHbiil Ne 48226);

[Tpuka3z Munnpocsemenus Poccun ot 25.04.2019 Ne208 «O BHecenuu nzmeHenuii B [lepeuenn
npodeccuid  paboOuMX, JOIDKHOCTEH  CIOyXKamMX, IO  KOTOPBIM  OCYIIECTBISETCS
npodeccuoHanbHOe 00y4YeHHE YTBEPXKACHHBINH MpukasoM MuHHCTEpCTBA 00pa3oBaHUS U
Hayku P® ot 2 uronst 2013 . N 513.

Ob1epoccuiickuii kinaccupukarop npodeccuit padbounx, TOHKHOCTEN CIy>KaluX U TapuHBIX
paspsaoB OK 016-94 (OKIIATP) npunst nocranoBnenueM ['occrangapra PD ot 26 nexadps
1994 r. Ne 367 (c U3MEHEHUSIMU U JIOTIOJIHEHUSMU);

[Tpodeccuonanpublii cTangapt "CHeuagicT Mo OpraHu3allMOHHOMY U JOKYMEHTAIHOHHOMY
o0ecreueHnI0 yrpaBjieHus opranuszanueit”, yrsepxxaeHsoro [Ipukazom MUHUCTEpCTBA Tpyaa
u counanbHo 3amuThl PO ot 15 utons 2020r. Ne333H, 3apeructpupoanHoro B Muntocre PO
15 nrons 2020 1., peructpauuonHsiii Ne 58957.


https://docs.cntd.ru/document/565697399#6520IM
https://docs.cntd.ru/document/565697399#6520IM

1. OBIIASA XAPAKTEPUCTHUKA ITPOI'PAMMBI

1.1. lean peaau3anuu NnporpamMmmal

Heas: popmupoBanue y odydaromuxcs NpopeccuoHanbHbIX KOMIIETCHINH, HEOOXOAMMBIX /IS
BBINTOJIHEHNE HOBOTO BHJA MPO()ECCHOHAIBHOW AEATENBHOCTH B OO0JIACTH OPTaHU3AI[MOHHOTO M
JIOKYMEHTALMOHHOTO 00ecrieueH sl yIpaBIeHHUs OpraHu3alusIMy JII0ObIX OpraHU3alliOHHO-TIPABOBBIX
dopMm, mpuoOpeTeHHEe HOBOH (IOMONHUTENBHOW) KBanmudukamuu 1o mnpodeccun «Cekperapb-
aJIMUHHCTPATOP».

1.2. XapakTepuCcTHKAa HOBOI'0 BU/1a NPO(eCCHOHATBHOM 1eATeTbHOCTH

O0bJacTh U 00bEKTHI NPO(PECCHOHATILHOM 1eATETbHOCTH
O6nacTpi0 IPOo(eCCUOHATBLHON EATEIbHOCTU CIIyIIaTeNel, OCBOMBIIUX MPO(ECCHOHAIBHYIO
OporpaMMy SIBJISIETCS: BBIIIOJHEHME TEXHUYECKUX (DYHKIUH 1Mo oOecrnedeHHuto U OOCIIyKUBAaHUIO
paboThl PYKOBOAMTEISI OpPraHHW3AIMK, CBS3aHHBIX C IMOATOTOBKOW, XpaHCHHEM, 00paboTKo# ¢
IIOMOIIBIO CPEACTB OPraHU3ALMOHHOM TEXHWKHM HE0O0XOAMMOW MH(pOpMalMU U JIOBEIEHUEM €€ 10
noTpeOuTeNs.
OObexTamu Npo(ecCHOHANBHOM J1eSTENbHOCTH ClylIaTeae, OCBOMBLIMX JONOIHUTEIbHYIO
poeCCHOHATIBHYIO TIPOTPAMMY SIBIISTFOTCSI:
— JIOKyMEHTHpOBaHHAas HH(OpMaLus;
— IIPOLIECC TEXHUYECKOT0 00CITy>KMBaHUs paObOThl pYKOBOJUTEIS;
— OpraHu3alMoHHas TCXHHKaA.

Buabl npodeccuoHAIBLHOM AeATEJBHOCTH U 321a4H, KOTOpPble NOJKHbI ObITh TOTOBBI
pemiaTh CJIyLIATEH, OCBOMBIINE IPOrPaAMMY

Bunom mnpodeccrnoHaIbHON IesATENIBHOCTH CITyIIaTeneil, OCBOMBIIUX Mpo(eccroHAIBHYIO
porpammy sIBJISIETCS:

BIIJI 1. OpranuzannoHHoe o0ecriedeHue eITeIbHOCTH OpraHu3aIiu

Cnymarend, OCBOMBIIME TMpPOTrpaMMy B COOTBETCTBHM C BHUIOM MpodeccHOHAIbHON

NeSITeIbHOCTH, HA KOTOPBI OpPHUEHTHPOBAaHA JOJDKHBI OBITh TOTOBBI pEIIATh  CJEIYIOIINe
npodeccuoHanbHbIC 3a/1a4H:

— Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OPTaHU3AIMH C UCIIOIb30BAHUEM COBPEMEHHBIX
BUJIOB OPTaHU3AIIMOHHON TEXHUKH;

— CocraBnath, penakTupoBarb M 0QOPMIIATh OpPraHU3aLUOHHO-PACIOPAIUTEIBHYIO
JOKYMEHTAIlMIO,  CO3[aBaeMyld B  OpraHM3alllH, COTJIaCHO  TpeOOBaHUSIM
lNocynapctBennbix  crangaproB (I'OCT) mno odopmieHHIO TOKYMEHTOB C
MCII0JIb30BAHUEM COBPEMEHHBIX BUI0B OPTaHU3ALMOHHON TEXHUKH;

— Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OPTaHU3ALIUU C UCIIOIb30BAHUEM COBPEMEHHBIX
BUJIOB OPTaHU3AIIMOHHON TEXHUKH;

— OCTaBIATh U OQOPMIISITH HOMEHKIATYpy [Iel OpraHu3anuu, (GopMHpoBaTh jaeia B
COOTBETCTBUM C YTBEPXKJIECHHON HOMEHKJIaTypoH, oOecreunBaTh WX COXPAHHOCTH B
TEKyLIEM  JEJIONPOU3BOACTBE C  HCIOJb30BAHUEM  COBPEMEHHBIX  BHUJOB
OPraHU3alMOHHON TEXHUKH;

— OcyuiecTBiATh NOAOTOBKY JIEN K I1epeaye Ha apXUBHOE XPAHEHHUE;

—  Koopaunuposats paboty oduca (mpueMHOi pyKOBOAUTEIS), OPraHU30BbIBAThH MpUEM
MIOCETUTENEH, IPUEM U pacIpeielieHHe TeIeQOHHBIX 3BOHKOB OpraHU3al1y.

1.3. TpeOoBaHusi K pe3yibTaTaM OCBOCHUS MPOTrPAMMBbI

C 1enpio OBNIA/ICHUS YKa3aHHBIM BUIOM MPO(ECCHOHATBHOM NESATEILHOCTH CITyIIATENb B X0/1€
OCBOEHHUSI MPOrPaMMbI B COOTBETCTBHHM C MNPOQPECCHOHANBbHBIM cTaHaaproM "CHeruaiuct Mo



OpPraHM3aIlMOHHOMY M  JOKYMEHTAaI[MOHHOMY  OOECIEYEHHIO  YIpaBiCHHs  OpraHu3anuei’,
yTrBepkAeHHoro [Ipuka3soM MuHHCTEpPCTBA Tpyda U couuanbHOW 3amuThl PO ot 15 urons 2020 r.
Ne333H, 3apeructpupoansoro B Muntocre PO 15 urons 2020 r., peructpaurionnsiii Ne 58957 nomxen
OBIIQJICTh  CIEAYIOIMIMMU TPOPECCHOHATIBHBIMA  KOMIIETCHIMSIMH ~ COOTBETCTBYIOIIMMHU  BHIY
npohecCuOHaNBHOM NesTeNbHOCTH:

I1K 1.1 Ilpuem u pactpenenenne TeneGoHHBIX 3BOHKOB OPraHU3aIUH;

IIK 1.2 Opranuzanus paboTsl C TOCETUTENSIMU OpraHU3aIUH;

1K 1.3 BeinoiHeHne KOOPAUHUPYIOIIUX U 00€CTICUNBAIONINX (PYHKITHH.

B xone ocBoenust nporpamMmbl mpodeCCHOHATBHOT0 00yUeHHUS CIIyIIATeN b T0JIKEH:

3HATH!

—  (yHKUIMY, 33729, CTPYKTYPY OpraHU3allNH, €€ CBS3H;

— IpaBuJIa B3aUMOJICHCTBUS C MapTHepamu, kineHtamu, CMU;

— METOJMKY IIpe/lBapUTEIbHOI OLICHKM coOeceHUKa M BO3JCHCTBUS HAa HEro B XOJe
Tes1e()OHHBIX TIEPETOBOPOB;

— METOJIMKY YCTAHOBJICHUS KOHTAKTa, MOAJEPKAHUS U PA3BUTHUS MEKIMYHOCTHBIX OTHOLIECHUH;

— IICHUXOJIOTMYECKHE METO/Ibl BO3/ICHCTBUS HA KOHKYPEHTOB,

— HeJOOpPOCOBECTHBIX MAPTHEPOB, HEXKEIATEIbHbIX KIUEHTOB,

— CcHocoObl yXO/ia OT HEXKENaTeIbHbIX BOIIPOCOB;

— COOTBETCTBYIOLIME CTaHAApPTHl 0€30MaCHOCTU TPYAA, IKOJOIMYECKOr0 3aKOHOAATENIbCTBA,
HOPM, TIPAaBUJI U MHCTPYKLIUH 110 OXpaHe TPYAa;

— IpaBWIA 3alUTHI KOH(UAESHIUATIBHON ciy»keOHoM nHpopmanuy;

— IpaBWJIa OpraHU3alyu IpHeMa OCEeTUTENEH;

— IICHXOJIOTMYECKHE OCHOBBI M IIPAaBUJIA JIEJI0OBOI0 OOLIECHNUS;

— CTpPYKTYpy  OpraHu3allid W  pacmpeaeneHue  QYHKIMH MKy  CTPYKTYPHBIMH
HOJPa3/IeIEHUSIMU U CIIELUAINCTAMU;

— TpaBWJIa OPTraHU3AlNU IPUEMOB B OHCe;

— TpaBWJIa CEPBUPOBKH YaHOTO (KO(EHHOTr0) cTONA;

— TpaBWJIA IPUTOTOBJICHUS U TIOJAYH FOPSIYMX HAITUTKOB M 3aKYCOK K HUM;

— IICUXOJIOTMYECKME METOJbl BO3AEHCTBHUS HA IOCETUTENEH IICUXOJIOTHUECKHE HPUEMBbI
paszpenieHnss KOHQIUKTHBIX CUTYaIii;

— IpaBWIA 3alUTHl KOH(UAESHIUAIBHON ciyXkeOHoM nHpopmanuy;

— METO/Ibl ¥ IPUEMBI BEJICHUSI KOHTPOJISI COTPYAHUKOB;

— JTHKY JIJIOBOTO OOIICHYS;

—  YOPaBJIEHYECKYIO CTPYKTYPY OpraHU3allH, pyKOBOACTBO OpraHU3aluy, Kpyr HOJTHOMOYHH 1
OTPaHUYEHUS X 30H OTBETCTBEHHOCTH.

yMeTh:

— HCHOJIB30BaTh CPEACTBA KOMMYHUKAIIMOHHOM OPITEXHUKU Ui TMOJYYEHHsS M Tepeladu
uH(pOpMaIHy;

— BECTH YYETHBIC PErHCTPAIIHOHHBIEC (POPMBI, HCIIOIB30BaTh UX ISl HHPOPMAIIHOHHOH PabOThI;

— IPUMEHATH NIPUEMBI ICHXO0JIOTHYECKOT0 BO3ACHCTBHS Ha COOECETHUKOB;

—  CIJIKUBATh KOH(JIUKTHBIC U CIIOYKHBIE CUTYAI[H MEXIJIMYHOCTHOTO B3aUMO/ICHCTBHS;

— co0nroAaTh Ci1y>KeOHBIN ATUKET;

—  BJAJCTh IPUEMaMH OOILEHHS C TOCCTUTEIISIMH;

— OpraHU30BBIBATh U 00ECIICYMBATH JTMUYHBIC KOHTAKTHI PYKOBOIUTEIIS;

— UCTIONB30BaTh  IICUXOJIOTMYECKHE MpPUEMbl  YOEXKIAIolero BO3ACHCTBUS  YIPABIATh
KOH(IMKTaMHU;

— YYHUTBIBaTh  IICHXOJIOTHYECKHE  OCOOCHHOCTHM  JIMYHOCTH IIPU  pasMyYHBIX  BHUJAX
po(heCcCHOHATTLHOTO OOIICHUS;

— HCIOJIB30BaTh YCTAHOBJIEHHBIC PABUJIA U MTPOLEYPbl KOMMYHUKAIIMH BHYTPH OpTraHU3allNy;



— BECTH YYeTHbIC ()OPMBI, HCIIOIB30BATh UX JJIsl paOOTHI,

—  CO3/aBaTh MOJOKHUTEIBHBIA UMUK, COOTBETCTBYIOLIHI UMHIIKY OpraHU3aIIHY;
— TNPUHHUMATH MEPHI 110 Pa3PEHICHUI0 KOH(PIUKTHBIX CUTYAINH,

— obecrnieunBaTh KOHPUICHIIMATBLHOCTh HH(DOPMALIHH;

—  OIICHHMBATH PE3yJbTAThl B PAMKAaX IMOCTABJICHHBIX 3a/1a4.

HMeTh MPAKTHYECKHUIl ONBIT:

— TepeHarpaBiieHHs TeJe(OHHBIX 3BOHKOB PYKOBOJICTBY U COTPYJHHKAM OpraHU3aIHY;

— pErucTpanuy NOoCTYNAIINX TeJIe(OHHBIX 3BOHKOB;

— TOJIyu4eHUs HEOOXOIUMON MH(POPMALIUU U TIepelayd CAaHKIIMOHUPOBAHHONW MH(POPMAILIUU TI0
TenedoHny;

— BCTpCUHU HOCGTHTGHGﬁ, IMOJIY4YCHUA HepBI/I‘-IHOI\/JI I/IH(i)OpMaLII/II/I O IIOCECTUTCIIMX U IMTOMOIIIU B
OpraHu3aluy UX MPHEeMa PyKOBOJCTBOM H COTPYAHUKAMU;

—  BEACHMSI )KypHAJIa 3aIUCH TIOCETUTEIICH;

— ydera nocerutesiei u 0pOpMIICHHS TIPOITYCKOB;

—  COJICHUCTBHS OIIEPATUBHOMY PACCMOTPEHHIO TPOCHO M MPEUIOKEHUH MTOCETUTEIIEH;

— TIpueMa U Nepeadu JOKyMEHTOB IIOCETHTEICH PYKOBOACTBY U COTPYIHUKAM OpPraHU3aIlii;

— Iepelavd JOKyMEHTOB Ha XpaHEHHE B apXUB.

1.4. TpeOoBaHusI K YPOBHIO NOATOTOBKH MOCTYNAKOIIEr0 HA 00y4eHue, He00X0AUMOMY /ISl

OCBOEHUS MPOrPaMMBbI

K ocBoeHMI0 OCHOBHBIX Mporpamm mpodeccrnoHanibHOro o0yueHus mno npodeccusam paboymx,
JOJDKHOCTSIM  CITY’KaIllMX JOIMYCKAIOTCS JIMIA Pa3JIMYHOTO BO3pacTa, B TOM YHUCJIE HE HMEIOIIHE
OCHOBHOTO OOIIIEr0o WM cpeaHero ooOmero o0pa3oBaHMS, BKJIOYas JIMI C OrPAaHUYCHHBIMU
BO3MOXXHOCTSIMH 3JI0POBBsI (C pa3iMyHBIMU (pOpMaMU YMCTBEHHOH OTCTAIIOCTH).

[IporpamMMa opueHTHMpOBaHA Ha CIylIarenei, o0IagaroIMX HEOOXOJUMBIM YpPOBHEM
KOMIIBIOTEPHON T'PAMOTHOCTH ISl TUCTAHIIMOHHOTO O0Y4YEeHHUSI.

1.5. Tpynoemkocts 00yueHusi — 520 yacoB 3a Bechb Nepuoj OOy4YCHUs, BKIIIOYAsl BCE BHUBI
ayJUTOPHOM U BHEAYIUTOPHOU (CaMOCTOSITEIbHOI) y4eOHOM PabOThI CITyIIATEIS.

1.6. ®opma oO0yveHusi — JUCTAHLIMOHHAs C NPUMEHEHHUEM DJIEKTPOHHOIO OOY4YeHHUsS H
JTMCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOJIOTMM B COOTBETCTBUM C JACHCTBYIOIIEH HOPMATHBHOM
0a3oii.

1.7. Pexkum 3aHATHH — yaeOHAs HArpy3Ka YCTAaHABIMBACTCS 8 aKa[EMUICCKUX YaCcOB B JICHb, HE
6onee 40 yacoB B HEAENIO, BKJIIOYAs BCE BUABI ayJIUTOPHON U BHEAYIUTOPHOH (CaMOCTOATEIHHOM)
y4eOHOI paboTHI CiyIIaTenen.



2. COAEP KAHUE ITPOI'PAMMBI

2.1. Y4eOHblii IU1aH
nporpamMmbl npogeccHOHATbHOM MOATOTOBKH
"Cekperapb-agMuHucTparop'

Heabp — ¢popmupoBanue y oOydaronmxcs Npo(ecCHOHaIbHBIX KOMIIETCHIUH, HE00XO0IUMBIX
JUTSL BBITIOJTHEHUSI HOBOTO BUAA NMPO(EeCCHOHAIBHOW NEATETFHOCTH B 001aCTH OPTaHU3AI[MOHHOTO U
JOKyMEHTALMOHHOTO 00ECIIeYeHHUS YIPABICHHs OpraHU3alMsIMH JIFOOBIX OpraHu3aIl[HOHHO-ITPABOBBIX
¢dopMm, mpuoOpeTeHHE HOBOHM (IOMONHUTENBHOW) KBanmudukamuu 1o mnpodeccun «Cekperapb-
aZIMUHUCTPATOPY.

Karteropusi cirymareJieii — jinia 6e3 npeabsaBicHus TpeOOBaHUI K YPOBHIO 00pa30BaHMUs, €CITH
WHOE HE 00YCIIOBJICHO CIIeNU(DHUKON peatn3yemMoil 00pa30BaTEIIbHON MPOTPaAMMBI.

Cpoxk o0yuenus — 520 qyacos.

®opma oO0yyeHusi — JlUCTaHUMOHHAs C TPUMEHEHHUEM OJJIEKTPOHHOIO OOy4YeHUs H
JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHH B COOTBETCTBUU C JIEHCTBYIOIIECH HOPMATHBHOMN
0az3oii.

Ne | HaumeHnoBaHue yueOHbIX Bcero, B ToMm uncie ®dopma
/i AUCHHUILINH Jac Jlexkuun | Ipaktuaeckue | CamocToss | KOHTPOJIA
3aHATUS -TeJIbHAs
pabora

1 | Moayns 1. OcHOBBI 53 78 18 12 TectupoBan
CEKPETApPCKOro Jiena. ue

2 |Momynp 2. Dtuka ® TectupoBan
[ICUXOJIOTUSA JIEJI0BOT'O 58 28 18 12 ue
OOLICHMS, PEUEBOIl STUKET.

3 | Monynb 3. KonTposbh
WNudopmarnmonHsie as pabora
TEXHOJIOTUU B 42 26 6 10
JOKYMEHTAIMOHHOM
o0ecrieyeHHH.

4 | Monynb 4. Konrtponsx
JlokyMeHTalmoOHHOE 274 166 48 60 as pabora
o0ecrneyeHne ynpaBlieHusl.

5 | Monyis S. TectupoBan
KondunenmansHoe 70 48 2 ue
JIEJIONPOU3BOICTBO "
3amuTa HHQOpPMaIHH.

6 | Koncynprammu 12

7 | Urorosas arrectarus 6 Kammduka

LUOHHBIN
9K3aMEH
7.1 | B T.4. TECTUPOBAHUE 1 Tect
7.2 | mpakTHyeckKas 5 [IKP
KBaTM(UKAIIMOHHAs paboTa
HUTOro: 520 296 920 116



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

nporpamMmbl npogeccCHOHATbHOM MOATOTOBKH

2.2. YuyeOHO-TEeMATHUYECKUH IIJIaH

"Cekperapb-aIMUHUCTPATOP»

Ne | HaummenoBanue yueOHbix | Bceero B Tom uncine dopma
/ JAACTUIIINH ,4ac | Jleknuu IIpakTnueckune CamocTos- | KOHTPOILSA
I 3aHATHS TeJbHAs
pabora
1 | Moayas 1. OcHoBbI 58 28 18 12 TecTupos
CEeKPeTapCcKoro jeJia. aHue
1.1 | Tema 1. Cekperapp B
OpraHu3aluu. HCTOpI/IfI 12 6 4 )
pa3BUTUSL  CEKPETapCcKOn
NEeSITETLHOCTH.
1.2 | Tema 2. Opranuzamnus
pabouero MecTa
cekperapsi. ObopynoBaHue 18 3 6 4
PUEMHOM otuca
TEXHUYECKHUMHU
CPEJCTBAMHU.
1.3 | Tema 3. IlmanupoBaHue u
OpraHu3anus pabouero 28 14 8 6
BpEMEHU.
2 | Moayar 2. DJruka u
NCUXOJIOTUSI  [1eJIOBOTO 58 28 18 12 TecTuposn
o01eHu, peyeBoii aHue
ITHKET.
2.1 | Tema 1.
[IpodeccronanbHas STUKA 24 12 6 6
CeKpeTaps..
2.2 | Tema 2. IIpuem
MIOCETUTENCH. 28 16 12 6
3 | Moayan 3.
Nudopmanuonnbie Kountpoa
TeXHOJIOTUH B 42 26 6 10 bHasl
JOKYMEHTALMOHHOM padora
ob0ecre4eHHM.
3.1 | Tema 1. IIpaBuia paGboTsI
¢ 0o(pUCHOM TEXHUKOM. 20 10 6 4
3.2 | Tema 2. cnosnb30BaHue
CTaHapTHOTO
IPOTPaMMHOTO 2 16 6
oOecrnieueHus Jyis
OpraHu3aluu
JIENIOTPOU3BOICTBA.
! Il\lé[oolil;’i:nmunonﬂoe + Konrpox
274 166 48 60 bHasi
olecneyeHue
ylpaBJjieHusl. padora
4.1 | Tema 1. Opranuzanus 58 30 16 12

ACJIOIIPOU3BOACTBA.
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4.2

Tewma 2. JIokyMeHT, €ero
(byHKIIUHM, OCHOBHBIE
CTIIOCO0BI
JIOKyMEHTUPOBAHMSL.

66

38

16

12

43

Tema 3. Cuctemsbl
JIOKYMEHTAIIUH.

58

30

16

12

44

Tema 4. Homenknatypa
nen. Odopmienue u
XpaHCHHE JIOKYMEHTOB.

50

38

12

4.5

Tema 5. OcHOBEI
ApPXUBOBEJICHMS.

42

30

12

Moayb 5.
Koundpuaennuaabnoe
JeJIONPOU3BOICTBO H
3amuTa nHpopmManuu.

70

48

22

TecTupon
aHue

5.1

Tema 1. CymHocts, 33124
u 0COOEHHOCTh
KOH(UICHITHATLHOM
UH(OPMAIHH.

18

12

52

Tema 2. IlepcoHanbHble
JTaHHBIE. CnyxeOHas
TaliHa.

[Ipodeccnonanbras

TaifHa. Kommepueckas
TalHa.

26

18

53

Tema 3. Opranuzamnus
paboThI c
KOH(UICHITHATbHBIMHU
JIOKYMEHTaMHU.

26

18

Koncynbranuu

12

Hrorosas arrecranus

KBamndu
KAMOHH
bl
IK3aMeH

7.1

B T.4. TCCTUPOBAHHC

Tect

7.2

HpaKTHYecKast
KBaTH()UKAIIMOHHAS
pabota

[IKP

HUTOro:

520

296

90

116




2.3 KanenaapHblii yueOHbIi rpadpuk

HaumenoBanue pa3aenos,
MoAayneun

KomnaecTBo yacos 1o HEACTIAM

6 (7819|1011 12

13

Yacrwl

Mopyns 1. OcHOBBI
CEKPETapCKOTO JIena.

40

18

58

Moayns 2. DOtuka u
TICUXOJIOTUS JIeTI0OBOTO
OOIICHHUSI, PEYEBOM ITHKET.

22

36

58

Monynb 3.
WudopmanioHHble
TEXHOJIOTHU B
JTOKYMEHTAIHOHHOM
00€CIIeYeHHH.

38

42

Monynb 4.
JIOKyMEHTallMOHHOE
o0ecrnieueHre ynpapaeHusl.

40

40 | 40 | 40 | 40 | 40
32

274

Mopynb 5.
Kondunenmmansaoe
JETOTIPON3BO/ICTBO U 3aIINTA
MH(POPMAITHIH.

22

70

Koncynpranuun

12

12

Hroropas arrecranusa

HUTOI'O:

40

40

40

40

40

40 | 40 | 40 | 40 | 40 | 40 | 40

40

520
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2.4. Conep:xanue y4eOHBIX MOy JIeH
nporpamMmbI npo¢ecCHOHATBHOM MOAT0TOBKH
"Cekperapb-aAMUHHCTPATOP"

Mopayab 1. OcHOBBI CEKpeTapcKoro jaeJa.

Tema 1. Cexpemapv 6 opeanusayuu. HMcmopusi pazeumusi cekpemapckou OesmenbHOCHIU.
3Ha4YeHrEe OPraHU3alMOHHOTO M JEIONPOU3BOACTBEHHOTO O0ECIIEUCHHUsI CEKpeTapeM JesTeIbHOCTH
PYKOBOJUTENST B COBPEMEHHBIX YCJIOBUSX. PoJIb cekperapss B CTPYKTYpe JIOKYMEHTAI[HOHHOTO
o0ecrieyeHHs yIpaBJICHUs] OpraHU3aIneH.

[TpakTuueckas padota: CocraBieHue pe3roMe U aBToOHorpadun Ha TOIKHOCTD CEKpeTaps.

Tema 2. Opeanuszayus paboueco mecma cexkpemaps. Qbopyoosanue npuemHou oguca
mexHudeckumu cpeocmeamu. KommbploTepHble MporpaMMbl B pabore cekperaps. CpencrBa cBS3U.
Opranm3anuss W aBTOMAaTH3alMs pabovero Mecra cekperaps. JProHOMHUYECKHE TpeOOBaHUS K
ycloBusIM Tpyaa cekperaps. OCHOBHBIE JTOKYMEHTBI, PETIAMEHTHUPYIOLIME OpraHU3alui0 paboynx
MecCT, caHuTapHbIe TpeOoBaHus 1 HOpMBL. OOecriedeHrne opuca KaHIEIIPCKUMH U XO35ICTBEHHBIMHU
NPUHAIICKHOCTAMHU. PalmoHanbHOE OCBElCHUE, 1BETOBOE O(GOpMIICHUE, UHTEphep, (puromusaitH
npuemHoi. O6ecriedenne orca anTeuKon 1 MPOTHBOMIOKAPHBIMU CPEACTBAMHU.

[TpakTuueckas pabota: Opranuzaius pabo4yero Mecra cekperapsi.

Tema 3. Ilnanuposanue u opeanuzayus pabouvezo épemenu. Ponb cekperapsi B IUIAHUPOBAHUH
pabouero AHs pyKOBOJIUTENS. 3aBUCUMOCTb ACSITEIbHOCTH CEKpeTaps OT pabouero JHs pyKOBOIUTES.
[TnanupoBanue paboThl cexperaps. Ousznyeckue yrnpaxkHeHHs. 3arpy>KEHHOCTh B TeUeHUE paboyero
nHs. PexxuM Tpyna v oTabIxa.

[IpakTryeckas pabora: OpraHu3amOHHOE U HHPOPMALTMOHHOE B3aUMOJICHCTBUE PYKOBOIUTEIS
U CEKpeTapsi B MPOIECCEe COBMECTHON pabOTHI.

Moayab 2. DTHKA M ICUXOJIOTHA A€JI0BOr0 001LEeHUsI, pe4eBOil ITHKET.

Tema 1. Ilpogpeccuonanvuas smuxa cexpemaps. Baemnuii Bua cekperaps. [IpaBuna BeneHus
nenoBoi Gecelibl. B3auMooTHOIIEHHS ceKpeTaps ¢ KOJUIEKTUBOM. /lefoBble U IMYHOCTHBIE KauecTBa
cekperaps. MUmumx cexperaps. [loBenenue cexperaps B KOH(MIMKTHBIX cuTyauusx. Jlomyctumbie
HOJApKU B CITy>K€OHOM NesATeTbHOCTH.

[Ipaktnueckast pabora: IlomroroBka ¥ JAOKYMEHTHPOBAaHHE COBEIIAHWH, COOpaHUIA,
KOH()EPCHIIHH.

Tema 2. Ilpuem nocemumenei. Benenue TeneOHHBIX MEPEroBOPOB. THIBI MOCETHTEIEH.
I'padux nocemennit. Koopaunanus pabotel npuemHoil. Pabota ¢ oOpamenusmu rpaxnaas. [Ipasuna
tenedonnoro odmenus. Opopmienue Teneponorpamm. JKypHan peructpanuu TeaedOoHOTPaMM.

[TpakTtuyeckas pabora: Opranusanus 1 BeJJleHUE TeIePOHHBIX pa3rOBOPOB.

[IpakTuyeckas padora: OpopmiieHHe U OTIPaBKa TEIES(HOHOTPAMM.

[TpakTrnyeckas pabora: Opranu3zaius nporecca nprueMa rnoceTuTenen.

Monayas 3. UHopManmoHHbIEe TEXHOJIOTHH B JOKYMEHTAIIHOHHOM 00ecreyeHH .

Tema 1. Ilpasuna pabomwi ¢ o@uchoti mexuurxou. PolIb COBPEeMEHHON OPITEXHUKU U
JIeNIOTIPOU3BOCTBA. [IpaBuiia TEXHUKH O€30MMaCHOCTH M TMTHCHHYECKHE TPeOOBaHUs MpU paboTe Ha
K.

[Ipaktudeckas padora: PaboTta ¢ opraHM3allMOHHON TEXHUKOM.

Tema 2. Hcnonvzosanue cmanOapmuoco NpPOSPAMMHOSO obecneyeHus Oas Op2aHu3ayuu
oenonpouzgoocmea. (O030p COBPEMEHHOTO MPOTPAMMHOIO OOecledeHHs] MJisi OpraHu3aluu
nenonpousBoacTBa. CBOOOIHO pacHpoCTpaHsIeMOe IMPOrpaMMHOE OOeCredeHue Ui OpraHu3alluu
JIeTIOTIPOM3BOACTBA.

Monayasb 4. JlokyMeHTAHOHHOE 0O0ecnieyeHHe yIpaBJieHus.

Tema 1. Opeanuzayus oenonpouzsoocmea. HopmaTuBHO-TIpaBoBas 0aza COBPEMEHHOTO
Jeonpou3BoACcTBa. UTo Takoe qokyMeHT. DyHkuuu nokymeHta. CBONCTBA U MPU3HAKU JOKYMEHTA.
YHuuukanus v CTaHIapTH3AIUS B JICTOMPOU3BOJICTBE.
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[IpakTuueckass paboTta: 3amojlHEHUE PETUCTPALMOHHO-KOHTPOJIBHOW  KapTOUYKd  (IUIs
perucTpanyu oOpameHnii Tpak/Jan Mo JMYHBIM BOIIPOCAM).

[TpakTuueckas pabota: 3aoIHeHHEe PErUCTPAMOHHO-KOHTPOJIBbHOM KapTOUKH.

Tema 2. [lokymenm, e2o ¢hpynkyuu, ochogHvle cnocobwl 0oKymenmuposanus. Habop pekBU3HUTOB,
UACHTU(PUIHUPYIOMUNA aBTOpa OPHUIIMATBFHOTO MUCBMEHHOTO JokymMeHTa. OdopmieHue nBa hopmara
OJIAaHKOB: YTJIOBOM M MPOAOIBHBIA. TpeOoBaHMS K M3TOTOBJICHUIO, YUETy M XPaHEHHIO OJAHKOB C
BOCIIPOM3BEJIEHUEM TrocynapcTBeHHoro repba P®, repboB cyObektoB Pd Tpebosanus,
IpeIbABISEMbIE CTAHIAPTOM K COCTaBY U OPOPMIIEHHUIO Ka)KJJOT0 PEKBU3HUTA JOKyMeHTa 3HaueHue 30
PEKBU3UTOB B COOTBETCTBUHU C TOCYAAPCTBEHHBIMH CTAH/IAPTaMHU.

[IpakTrueckas pabora: OpopmiieHre TPUKa30B 10 OCHOBHOU JEATEIHHOCTH.

Tema 3. Cucmemuvl dokymenmayuu. Buael, yHKIINH JOKYMEHTOB, IIPaBHJIa UX COCTaBJICHHS U
opopmiienus. CTpykTypa u GyHKIIMH Y CTaBa, MOJOXKEHUS, HHCTPYKIMU. PaspaboTka u opopmiieHne
nokymeHToB OIlJ[. @yHKUIMM MOATOTOBKH, MPOLEAYP HPHUHATUS W pean3alus YIpPaBICHUYECKUX
pemenuil. OgopmieHne U pa3paboTKa MPOEKTOB HOPMATHUBHBIX AKTOB-IIOCTAHOBJICHUS, IPHUKA3.
PasHoBHIHOCTM ¥ 3HaueHWe NpHUKa30B. Buasl u 3HaueHue WHGOPMAIMOHHO-CIIPABOYHOMN
nokymeHnTanuu. [IpaBuiia opopmienus goxinaanou 3anucku. CocraBiieHne 00bICHUTEIBHOMN 3aMMCKH,
3asBJICHUS TPEJCTaBICHUS, CIOpPaBKU. 3HAuYeHUWE M TMpaBuia OQOpMIIEHHS MPOTOKoNa. Buabl
ciryxeOHbIX tuceM. TpeboBanus 11 0hOpMIICHHUS CITy>KEOHBIX THCEM.

[TpakTuueckas padota: CocTaBieHHne JOTKHOCTHON HHCTPYKIIUU.

Tema 4. Homenxnamypa oen. Ogpopmnenue u xpanenue 0okymenmos. HazHaueHHe W BUIBI
HOMEHKJIATyphl JIed: BHAbL, (YHKUIMU, NpaBuia HX cocTaBieHuss u odopmiienus. I[lopsgox
COCTaBJICHUSI W YTBEPXKICHHS HOMEHKJIATYpPBI 1€ OpraHu3alud. 1pe0oBaHUS K COCTAaBIICHHIO
HOMEHKIATyphl nena. OdopmiieHne HOMEHKIATYphl Ael. PexkBU3UTH HOMEHKIATyphl nei. [lonstue
apXMBHOTO JeJla H TOPSAJOK €ro KOMIUIEKTOBaHMA. TpeOoBaHHMs K (OPMHPOBAHUIO eIl
CucremaTtu3zanus OTACIbHBIX BUJOB JOKYMEHTOB.

Odopmnenune pen. [lomnoe wim yactmunoe odopmiieHue aen. OdopmiieHue 0OJIOKKH Jiena
MOCTOSIHHOTO, BpeMeHHoro xpaHeHwus. [lomgmuBka (meperuier) gena. Hymepamus nHuCTOB [ena;
COCTaBJICHUE JINCTA-3aBEPUTETIS.

Tema 5. Ocnosvl apxugosedenus. lloaroroBka u meperada Jed Ha XpaHEHHE B apXuB
opranuzanuu. Ilopsiok yHUUYTOXKEHUS JOKYMEHTOB. DOHIUPOBAHME apPXUBHBIX JOKYMEHTOB.
MartepuanbHO-TEXHUYECKOE OOECIeueHUE apXuBa. YUYET M XPaHEHHUE AJIEKTPOHHBIX JTOKYMEHTOB.
[lopsanok nepenaun JOKYMEHTOB Ha FOCYIapCTBEHHOE XpaHEHUE.

Mopayas 5. KonduaeHunaabHoe 1eJI0NPOU3BOACTBO M 3a1UTA HH(POPMALUH.

Tema 1. Cywrnocms, 3a0auu u 0coOeHHOCMb KOHpUOeHYUarbHou uHgpopmayuy. Bumsl
KoH(puaeHMansHo nHopManuu. KonpuaenuuanbHas 1oKyMeHTUpoBaHHas uHpopMmanus. Llens u
yCJIOBHSL OO€CIEeUeHUs COXPAHHOCTH HHpopManuu Ha npeanpustud. (OCOOCHHOCTH BEICHHS
JEIIONPOU3BOJICTBA, O0OECIEUMBAIONIETO YYeT U COXPAHHOCTh JIOKYMEHTOB, COJIEpKalluX
KOMMEpYECKYI0 TaiiHy. OTBETCTBEHHOCTb 32 JIOKYMEHTHI.

Tema 2. Ilepconanvuvie Oanuvie. Cuyocebnas mauna. Ilpogeccuonanvuas maiina.
Kommepueckas matina. Tlepconanenbie nannabie. CrmyxeOHas TaiftHa. [IpodeccronanbpHas TaifHa.
Kommepueckas TaifHa. 3akoHoaTeNnbHAs U HOpMaTHBHAs 0a3a MPAaBOBOTO PEryJIHPOBAHUS BOIIPOCOB
3allIUTHl TIEPCOHATBHBIX JAaHHBIX. PyKOBOSIIME MOKYMEHTHI IO 3alllUTE IMEPCOHAIBHBIX JTAHHBIX.
®denepalibHOE 3aKOHOAATEIHCTBO B 00JIACTH 3aLIUTHI IEPCOHATBHBIX JaHHBIX. DeepanbHblii 3aKOH OT
27 wona 2006 roga Ne 152-®3 «O mnepcoHanbHbIX AaHHBIX». YKaswl lIpesumenta Poccuu u
[MocranoBnenus IlpaButensctBa P®, permamenTHpyrommie o0paOOTKYy IEPCOHATBHBIX JaHHBIX.
PykoBoasiue nokymeHTsl peryistopos (Pockomuanzop, @CTIOK, ®CB Poccun).

PykoBoasimue MOKyMEHTHI 1O BompocaM WHGOpMaMoHHONH Oe3omacHocTH. KoHmenms
uHpopManmoHHor Oe3omacHoctu. llomutuka wuHbopmannonHoW Oe3zonmacHocTu. [lomoxkenue o
nopsiIke 00pabOTKU MEePCOHATBHBIX JNaHHBIX. ObOecneueHne O0e30MacHOCTH MEePCOHATBHBIX JaHHBIX
Ipy HEaBTOMATH3UPOBAaHHOHN 00paboTke. ObecrneueHue 0€30MaCHOCTH MPH aBTOMATHU3WPOBAHHOMN
00paboTKe epCOHABHBIX JAaHHBIX B HH()OPMAIIMOHHBIX CHCTEMaX IMEPCOHAIBLHBIX JTaHHBIX.



Tema 3. Opeanusayus  pabomel ¢  KOHQUOCHYUATbHBIMU — OOKYMEHmamu.  Y4eT
KOH(HICHIIMATBHBIX JIOKYyMEHTOB. METO/IbI U CPEICTBA 3alIUTHl HHPOPMALIUU OT YTEPH, KPaXKH MU
nopuu. @opMbl HEraTUBHOTO BO3/AeHcTBUS HAa MHPopMaluio. CriocoObl OTPUIIATEILHOTO BO3AEHCTBHUS
Ha nH(popmanmo. CpencTBa U METOABI 3aIIUTHl HHPOPMAITUH.



3. OPITAHU3ALIUOHHO-IIEJAT'OI'MYECKHUE YCJIOBUSA PEAJIM3AIIN
INPOI'PAMMBbI

3.1. TpebGoBanus K KaapoBOMYy o0ecre4eHNI0 00Pa30BaTEJILHOI0 MPoLecca.

Peanuzanus [IporpamMmbl  obOecrieunBaeTCsl Hay4YHO-IIEAArornyecKuMu pabOTHUKAMU U
podeccopcKo-IpenoaaBaTeIbCKUM COCTaBOM, YJOBJIETBOPSIOIINM TPeOOBAaHUAM K KBAIU(UKALUH B
cootBercTBUM C IIpukazom MuHKCTEpCTBA 31paBOOXPAHEHUs U COLHUAIBHOIO pa3sBUTHs Poccuiickon
Oeneparyu oT 26.08.2010r. Ne 7611 «O6 yrBep)kaeHnu EquHoro kBanupukanoHHOTO CIIPaBOYHHUKA
JOJDKHOCTEN  pyKOBOJUTENIEH, CHEHHAJUCTOB U CiayXalux, pasjgen «KBamugukannoHHbe
XapaKTePUCTUKH JJOJDKHOCTEH paOOTHUKOB 00pa30BaHU».

Ha nomxHOCTh mpemopaBaTeliss Ha3HA4YaeTCs JHUIO0 HMMEIONIee BBICIIEE OOpa3oBaHWE WIH
cpeaHee mpodeccuoHanibHOE O0Opa3oBaHME [0 HANpPaBICHHUIO NOArOTOBKH «OOpa3zoBaHue U
Nearoruka» WIH B O0JIACTH, COOTBETCTBYIOIICH IMPENOJaBacMOMy NpeAMETY, 0e3 MpeabsBICHUSI
TpeOoBaHUI K CTaxy paboThl, JIMOO BbICIIEE MpodeccuoHanbHOe O00pa30BaHUE WM Cpe/iHee
npodeccuoHaabHOe 00pa3oBaHME U JOMOJIHUTEIbHOE MpodeccHoHaIbHOe 00pa3oBaHUE 10
HAlpaBJICHUIO JEATEIbHOCTH B 0Opa30BaTENbHOM YUpEXJIEHUH Oe3 MpeAbsBICHUS TpeOOBaHUH K
CTaxy padOTHI.

3.2. TpeGoBaHusi K OpraHu3anmuu y4e0HOro npouecca.

VY4eOHble rpyMNIbl CO3AA0TCS YUCIEHHOCTBIO /10 25 YeJIOBeK.

VYuer noceniaeMoCTH 3aHATHH, YCIIEBAEMOCTH U ITPOUICHHBIX TEM BEAECTCS B COOTBETCTBYIOLIEH
YYETHOM JOKYMEHTalUH.

[TpomomKUTENPHOCT YU€OHOTO Yaca TEOPETHUECKUX M MPAKTHUECKUX 3aHATHIA cocTaBiseT |
aKajgeMu4eckuii yac (45 MUHyT).

3.3. TpeGoBaHNs K MATEPHAIBLHO-TEXHHYECKOMY 00eCIe4eHMI0.

AHO JIIIO0 «Axkagemusi COBPEMEHHBIX 0O0pa30BaTCIBHBIX IPOTPaMM»  PACIIONAracT
MaTepuaIbHO-TEXHUYECKON 6a30i, COOTBETCTBYIOIICH IEHCTBYIOIIMM POTHUBOMOXKAPHBIM MpaBUiIaM
¥ HOpMaM U 00eCIeYMBAIONICH MPOBEJICHUE BCEX BUIOB JHUCIUIUITMHAPHOW M MEKIUCIMILTHHAPHON
MOJTOTOBKU, MPAKTUYECKON U CaMOCTOSITENbHON paboT chymiaTenel, MpeayCMOTPEHHBIX Y4eOHBIM
IUIAHOM.

MarepuajabHO-TEXHHUYECKOE 0O0ecTieYeHne OPraHn3aluu:

Texnuveckue cpeacTBa 00yUeHUsI:

1. Cucremusiii 610k HP monens TPC-F026-SF — 1mur;
Monutop SAMSUNG S24R350FHI — 1 wr;
web-kamepa (mopratuBHas) - 1 mmT;

Komouku Creative;

[TpunTtep HP LaserJet 1022.

A

IIporpamMHoe obecrnieyenne:

6. IlIpomeccop.: Intel Celeron G1610 2x2.6GHz;

7. skype; ApxuBarop winrar;
8. Internet Opayzep Annexc; Microsoft office;
9. Onmnepamnmonnas cuctema Windows 10 .



10. TCP/IP-cetb. Hanuune BBICOKOCKOPOCTHOTO KaHaja JOCTyNa - MOAKIIOYEHHUE I10
ornrtuke. (OO0 [lanuep)

[Iporpamma  mpodeccuoHanbHOW  mOAroToBKM  «CeKperapb-aJMUHUCTPATOP»  MOMKET
pean30BbIBAaTHCS B AMCTaHIUOHHON Qopme obyuenus (manee — JIOT) ¢ mpuMmeHeHHEM HHTEpHET-
TEXHOJIOTMH C METOJIMKON aCUHXPOHHOT'O TUCTAaHIIMOHHOTO 00y4YeHHUSI.

Cpoxku u marepuansl J{OT onpenensitoTcst opraHuzanueil caMoCTOSATEIbHO, UCXO U3 LIesen
00y4JeHuUs.

JOT HOCUT MHAMBUIYAJIbHBIA WM TPYNIIOBON XapaKTep M MOXKET MpEeAyCMaTpuBaTh TaKHUe
BU/JIbI JIESITEILHOCTH, KaK:

- CaMOCTOATENbHYIO PabOTy C YUeOHBIMH U3IAHUSIMU;

- mpuobOpeTeHne mpopheCCUOHATBHBIX U OPTraHU3aTOPCKUX HABBIKOB;

- paboTy ¢ TEXHUYECKOW, HOPMATUBHOM U JPYTOi JOKyMEHTAIUEIH;

Ha noprane [ucranmuonnoro oOyuennss AHO IO «AxamemMusi COBpEMEHHBIX
oOpa3oBaTenbHbIX mporpamm» https://itinovatii.gk-kp.ru/ pasmemieH 5>1eKTpOHHBIN y4eOHO-
METOJMYECKUI KOMIUIEKC IPOrpaMMbl, BKJIIOYAIOIIWNA JIEKUWH, HOPMATUBHBIE JIOKYMEHTHI,
QITOPUTMBI, TECTOBBIE 33JaHUSI U APYyTrUe yuyeOHbIe MaTepuabl 0 IPOrpaMMe.

Joctyn k 06pa3oBaTeabHOMY OPTAITY OCYLIECTBISIETCS C IOMOILBIO MHAUBUIYaJIbHBIX JIOTHHOB
U napoJieif, obecrneynBaomux UACHTU(DUKAINIO TOJb30BaTeNel 1 NHPOPMAITMOHHYIO 0€30aCHOCTb.
JocTtyn k 00pa3oBaTebHOMY MOPTATy OCYIIECTBISIETCS C JIF0OOr0 WH(OPMAIIMOHHOTO yCTPOMCTBA,
MOJIKIIFOUYEHHOTO K ceT MIHTepHeT, He3aBUCHMO OT €ro MECTOHAXO0XKACHHS, KPYTI0CyTOYHO.

3.4. Oco0eHHOCTH peaJu3alMH MPOrpaMMbl JJisi UHBAJWIAOB H JMI C OrPAHUYEHHBIMH
BO3MOKHOCTSAIMH 3710POBbSI

s oOecriedenust o00pa3oBaHUs MHBAIMJIOB M OOYYalOIIMXCS C  OrPAaHUYEHHBIMHU
BO3MOXKHOCTSIMA ~ 3JIOPOBbSl [0  JIMYHOMY  3asBJICHHIO  OOydYaromerocsi  pa3palaThIBaeTCs
aJanTHPOBaHHAs O0pa3oBareibHAs TporpaMMma, WHAWBHIYAIbHBIA YYeOHBIM TUIAH C y4YETOM
OCOOCHHOCTEH MX MCUXO(DHU3MUECKOTO PA3BUTHS U COCTOSHUS 3[0OPOBBS, B YACTHOCTH NMPUMEHSETCS
WHMBUIYIBHBIH TIOMXO0J] K OCBOCHHIO JUCIWMIUIMHBI, WHIUBUAYyAIbHBIC 3alaHus: pedeparsl,
NUChbMEHHBIE pPabOTBl M, HAOOOPOT, TOJBKO YCTHBIE OTBETHI W JHAJIOTH, WHIMBHUIYaJIbHBIC
KOHCYJIbTAIlH, UCTIOJB30BaHUE TUKTOGOHA M JPYTHX 3aMUCHIBAIOIINUX CPEICTB AJI BOCIIPOU3BEICHUS
JIEKIIMOHHOTO U CEMHUHAPCKOT'0 MaTepuraa.

OOyvarommMcsi ¢ OTrpaHUYEHHBIMH BO3MOKHOCTSIMH 3JI0pOBbS O0OecredeHa BO3MOXKHOCTh
JoCTynma K y4yeOHO-METOJUYECKHMM MaTepuaiaM IOCPEICTBOM YBEIUYEHUS WIpU(Ta MPU YTCHUU
(pexxum ansi cnaboBuAsamux). Takas GyHKIUS peaau3oBaHa B CUCTEME JMCTAHIIMOHHOTO OO0Yy4YEeHUS
https://itinovatii.gk-kp.ru/.

OOyuvaronuecss 00ecIieYeHbl MHAWBHIYabHBIM HEOTPAHUYCHHBIM JOCTYIIOM K JJICKTPOHHO-
OMOTMOTEYHBIM CHCTEMaM, 3JICKTPOHHON WH(OPMAIMOHHO-00pa30BaTEILHON Cpelle OpTraHU3aIlNH,

y4eOHBIM IIJIaHaM, paboduM MporpaMMam JTUCIHILIIHH U TIPAKTHK.

Bce anexTpoHHBIE pecypchl M 0a3bl MOTYT HCIOJIB30BaThCSl MHBIMIAAMU M JIMLAMH C
OTPaHUYEHHBIMU BO3MOXHOCTSIMHU 3JI0POBbsl, B HEKOTOPBIX M3 HHUX IIPEAYCMOTPEHBI CIIELMAIBHBIC
BEPCUU JIJIsl 3TOM KaTeropuu 00y4aroluxcs.



4. OIEHKA KAYECTBA OCBOEHMS TPOI'PAMMBI

OrneHka KauecTBa OCBOEHUSI OCHOBHBIX MPOrpaMM NMPOQPECCUOHANIBHOTO 00YYEHUS TPOBOIUTCS

B CJeAyromux hopmax:
® BHYTPEHHUU MOHUTOPHUHT KayecTBa 0Opa30BaHUs;
e BHEIIHSS HE3aBUCHMAs OLIEHKA KauecTBa 0Opa30BaHMSL.

AHO JIIO «AkazeMus COBpEMEHHBIX O0Opa30BaTENbHBIX MPOrPaMM» CaMOCTOSITEIBHO
yCTaHABJIMBAET BUJIBI M (OPMBI BHYTPEHHEH OlleHKH KadecTBa peann3anuu 1110 u ux pe3ynpTaTos.

TpebGoBanusi K BHYTpEHHEH OIlEHKE KadyecTBa OCHOBHBIX IPOTpamMm MpodeccrnoHalIbHOTO
00yueHHUs U pe3ybTaTOB UX pealn3ally yTBEPKIAeTCs B nopsiake, npeaycmorpessom B AHO /110
«AKaieMHs COBPEMEHHBIX 00pa30BaTEIbHBIX IPOTPAMM.

B cTpykType 0CHOBHBIX Iporpamm MnpodeccuoHalIbHOr0 00yUeHHUs OLEHKA KaueCTBa OCBOCHUS
MPOrpaMMbl BKITFOYAET MPOMEKYTOUYHYI0 H HTOTOBYI0 aTTeCTAlMIO (KBATH(PUKAIIMOHHBIN YK3aMEH)
00y4Jarommxcsl.

IIpoMe:xxyTouHasi aTTecTalus O NPOrpaMMe MpeJHa3HAYEHA JJIs OUEHKH pe3yIbTaTOB
OCBOCHHS CITyIIaTeJIeM MOIYJIeH OCBOCHHS CIIyIIaTeNIeM MOTYJIEH TPOTpaMMBbl, TPOBOIUTCS B popMme:

— tectupoBanusg (Moxayns 1, Moayns 2, Moayins 5);

— KOHTPOJIbHOU padoTsl (Moayns 3, Moayinb 4).

[To pe3ynbraTam 3a4eTOB, BBICTABISIOTCS OTMETKH I10 ABYXOaJUIbHOHN cucTeMe («3aUTeHOY),
(«HE 3a4TEHO).

TunoBble 3amaHuss JUid MPOBEICHUS MPOMEXKYTOUYHOM aTTECTallMM IMPEJICTABICHBI B
[Ipunoxenunn 1.

HroroBas arrecTanms npeacTaBiseT co00i npoBeneHrne KBanu(pUKalMOHHOTO SK3aMeHa 10
npodeccuu paboyero, T0JHKHOCTU CIIYKAIllEro, COCTOSIIEr0 U3:

1) TectupoBanus — 1 ak. yac;

2) mpakTudeckas KBaTu(pHUKaMmoHHas paboTa — 5 aK. 4yacos.

K uToroBo#i arrectanuu AOMYCKAIOTCS JIMIA, BBHIMOJHUBIINE TPeOOBaHUS, MPEIyCMOTPEHHbBIE
ocHoBHoi mporpammoii I10. K mnpoBenennio KBamu(pUKAIMOHHOTO JK3aMeHa IPHUBIICKAIOTCS
IpeJICTaBUTENN paboToaaresne, ux oobenuneHuil. Itorosas arrectanus JoJIKHa ObITH OPraHW30BaHa
KaK JeMOHCTPAIHS BBITYCKHIUKOM BBIITOJIHEHHS pa0OT IO OJJHOMY WJIM HECKOJIBKMM OCHOBHBIM BHJIaM
NesATeNbHOCTH 1Mo mnpodeccun. Jlias HTOroBoil arrectal 00pa3oBaTENbHON OpraHu3anuen
paspabarbIBaeTcsl mporpamMma HUTOroBoil arrectauuu. CopepxaHue 3aJaHUl KBaJU(UKALIMOHHOTO
9K3aMEeHa COOTBETCTBYET pe3yJibTaTaM OCBOCHHs BCeX MPO(GECCHOHATIbHBIX MOAYJEH, BXOIAIIUX B
ocHOBHYIO mporpammy I1O. ATTecTallMOHHONW KOMHUCCHEM TPOBOJUTCS OIIEHKA OCBOEHHBIX
o0y4aromuMuCsl 3HAHUHM, YMEHHI, HABBIKOB B COOTBETCTBUU C 0Opa3oOBaTENbHOW MpPOrpaMMon U
COTJIACOBAaHHBIMU C paboTOAaTEIeM KPUTEPHUIMHU.

TunoBoe 3amaHue I NPOBEACHUS WTOTOBBIM AaTTECTAlMM CIyLIATelIed MO IMpPOrpaMMe
npogdeccuonanbHoro ooyuenus «Cexkperapb-aIMUHUCTpaTOp» pazMelieHsl B [Ipunoxenun 2.

OOyuaronuecs, yCHEIIHO CAaBIINe KBaTU(UKAIMOHHBINA SK3aMEH, MOIY4YaroT KBaIU(UKAIINIO
Cekperapb-aIMUHUCTpATOpP 3-T0 pa3psaia.



5. UTHO®OPMAIMOHHOE OBECIIEYEHHUE ITPOT'PAMMBbI
HopmaTuBHO-npaBoBbI€ JOKYMEHTBI

Oenepanbublii 3akoH oT 29 mekadps 2012 r. N 273-®3 "O6 obpasoBanuu B Poccuiickoit
Oeneparun" (¢ u3meHenussMu Ha 11 uroHs 2022 ropa). D1AeKTpOHHBIA (HOHA MPABOBBIX U
HOPMAaTUBHO-TEXHUUECKUX JIOKyMEHTOB https://docs.cntd.ru/document/902389617

[Ipuka3 MunucrepctBo npocsemienus Poccuiickoit denepaunn ot 26 asrycra 2020 roga N
438 «OO6 yrBepxkaenun llopsaka opraHu3aluud U OCYIIECTBICHUS 00pa3oBaTEelbHOMN

NEATENIbHOCTH MO  OCHOBHBIM  IporpaMMaM  MpodeccHOHAIbHOTO  OOyueHHus»
(3apeructpupoBano B Mmunrocte Poccum 11 centsOps 2020 roma, peructpanroHHBIA Ne
59784). OmnexkTtpoHHBIH (OHA TPABOBBIX M HOPMATHBHO-TEXHHYECKHUX JIOKYMEHTOB
https://docs.cntd.ru/document/565697399

[Tpuka3 MunucrepctBa obpasoBanuss u Hayku P® ot 23 asrycra 2017 r. N 816 "O6

yTBepkaeHnH [lopsiika MpUMEHEHHUs OpraHU3alUsIMU, OCYIIECTBIISTIONIME 00pa30BaTEIbHYIO
JeSITeIbHOCTb, JIEKTPOHHOTO 00yUeHUs, AMCTAaHIIMOHHBIX 00Pa30BaTEeIbHBIX TEXHOJIOTHI IPpH
peaym3anu  oOpa3oBaTeNbHBIX mporpamm" (3aperucrpupoBano B Mwuniocte PD ot 18
centsiopss 2017 roma, peructpanuoHHbiii No 48226). DnekTpoHHBIH (OHA NPABOBBIX U
HOPMAaTUBHO-TEXHUUYECKUX JIOKyMEHTOB https://docs.cntd.ru/document/436767209

[Ipuka3 Munucrepcrsa npocseieHus: Poccuiickoit denepaunu ot 25 anpens 2019 Ne208 «O
BHECEHUHU n3MeHeHui B [lepeuens npodeccuii pabounx, TOIHKHOCTEH CITyKaliX, IO KOTOPBIM

OCYIIECTBIISIETCS MPOQecCHOHANbHOE 00y4YeHHE, YTBEP)KICHHBIM MpUKa3oM MHHHCTEpPCTBA
oOpa3zoBanus u Hayku Poccuiickoit @eaeparuu ot 2 urons 2013 1. N 513» (3apeructpupoBano
B Muntocte P® ot 24 wuronst 2019 roxa, peructpanuonasii Ne 55009) DnexTpoHHBIH QOHT
TIPABOBBIX " HOPMaTHBHO-TEXHUICCKHIX JOKYMEHTOB
https://docs.cntd.ru/document/554691473

Ob6mepoccuiickuii knaccudukarop npodeccuil pabouux, JOHKHOCTEH CITyKalMX U TapupHBIX
paspsaoB OK 016-94 (OKIIATP) npunsaT nocranosiienueM ['occranmapra PO ot 26 nekabps
1994 1. Ne 367 (c wM3MEHEHHMSAMH W JONOJHEHHUSMH). DIIEKTPOHHBIA (OHI TPABOBBIX H
HOPMAaTUBHO-TEXHUUECKUX TOKYyMEHTOB https://docs.cntd.ru/document/9029638
[Tpodeccuonanbhelif crangapt "CrenuaaucT M0 OPraHu3allMOHHOMY U TOKYMEHTAllMOHHOMY
o0ecrneueHnIo yrpaBjieHus opranu3amueil”, yrsep:kaeHsoro [IpukasomM MUHHCTEPCTBA TpyAa
1 counanbHou 3auThl PO ot 15 nrons 2020r. Ne333H, 3apeructpupoBanHoro B Muntocte PO
15 mromnst 2020 1., peructpannoHHbiii Ne 58957, DnekTpoHHbIN (OHI MPAaBOBBIX K HOPMATUBHO-
TEXHUUYECKUX JIOKyMEHTOB https://base.garant.ru/74385595/
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[Tpunoxenue 1
THUIIOBOE 3AJIJAHUE JJIS1 TPOMEXYTOYHOM ATTECTALIUH

1. Tunosoe 3alaHue IJId IPOBEACHUS TECTUPOBAHUS 110 MO)ly.]'[lO 1

1. [Ton pabounM MECTOM CITy>Kalllero NOHUMAETCS:

a. TPOCTPAHCTBO, B TMpeAenax KOTOPOro pabOTHHUK, HE TMEpeMellasich, BBIMOIHICT
BO3JIOKEHHYIO Ha HETO paboTy;

0. 30Ha TPYIOBOH [EATENbHOCTH pPaOOTHHMKA, OCHAIIEHHAs HEOOXOJUMBIMU CpPEICTBAMU
TPpyZa; ONHCAaHHWE OCOOEHHOCTEH OIpenesieHHOW Mpoeccur, pPacKphIBAIOIIEe COAEpIKaHUE
npoeccuoHaNBbHOTO TPY/a;

B. 4acTb IIOMEIIECHHUS, B KOTOPOM COBEpLIAETCS TPYAOBasi 1€ATEIbHOCTb.

2. Ilox opranuzaiueii pabodyero Mecta MOHUMAETCS:

a. cucTeMa MEepONpHUATHH MO IIAHUPOBAHUIO paboYero MecTa;

0. cucreMa MEepOINpPUSATHIl IO OCHAIIEHHUIO pabovero MecTa CpeJICTBAaMH U IPeAMETaMu Tpya
1 X (YHKITHOHAILHOMY Pa3MEICHUIO;

B. CHCT€Ma MEpONpUATUN MO BBIOOPY M (PYHKIIMOHATHHOMY pa3MEIICHHIO MeOenu Ha
paboueM Mecre.

3. [IpakTuKa nmokasana, 4To pabouee MECTO CeKpeTaps JIydllle pacioararh:

a. B 000COOJIEHHOM ITOMEILEHHUH;

0. B IIOMEIICHUU, CMEKHOM C KAOMHETOM HaualbHUKA;
B 000CO0JIEHHOM TIOMEIIEHUH, CMEKHOM C KAOMHETOM HadalbHUKA.
. 30Ha, T1Ie pacnofaratoTcs mKadbl 111 XpaHEHUS TOKYMEHTOB, SBIISETCS:
OCHOBHOM 30HOI1;
30HO# 00CITY>)KMBaHUS TOCETUTEIECH;
BCIIOMOTATEJIbHON 30HOM.
. B xoMruiexkT meGenu st opraHu3ai OCHOBHOM pabodeil 30HbI ceKpeTapsi 00BIYHO BXOJISAT:

a. CTOJI KaHIIETSPCKUl, BCIIOMOTaTeNbHbII CTOJ WM TyMOa AJi TEXHUYECKUX CPENICTB, CTYI
WIM KPECIIO MOJbEMHO-IIOBOPOTHBIE HA KOJIECHKAX, CTOJ ISl MOCETUTENeH, CTyN (CTylbs) AJs
IMOCETUTEIIEH;

0. CTOJ KaHLEIAPCKUI, BCIOMOTATEeIbHBINA CTOJI MIIM TyMOa /17151 TEXHUYECKHUX CPENICTB, CTYJI
WM KPECJIO MOIbEMHO-ITOBOPOTHBIE Ha KOJIECUKAX;

B. CTOJ KaHILEJISPCKUM, BCTIOMOTaTEJIbHbIN CTOJ WM TyMOa JJisi TEXHUYECKUX CPEJICTB, CTYII
WM KPECJIO OIbEMHO-ITOBOPOTHBIE HAa KOJECUKaX, MATKHUE CTYJIbs (Kpecia), >KypHaIbHBIA CTOJHUK.

6. Bo BcriomorarenbHOM 30He KaOMHETa ceKpeTapsi OOBIYHO pacIionaraoT:

BBIOEPUTE HECKOJIBKO BapUaHTOB OTBETOB
mKagbl U TIOJKU JJISL XPaHCHHSI TOKYMEHTOB | JICIT;
MeTaITMYeCKuii ceiid st XxpaHeHus: OJaHKOB, IITAMIIOB, IOKYMEHTOB;
JIMBaH WJIN Kpecla;
OpPITEXHHUKY; [I.
pabouwuii cTox;

€. KapTOTeKy.

7. BeicoTa pabodero cToia peKOMEHIyeTCsI B IIpeeliax:

a. 800-900 mm

6. 680-800 mm

B. 500-600 mm

8. B mensax skoHOMUM (HU3NYECKUX YCHIIMH B TIPOIIECCE TPYAa PEKOMEHTyeTCs:

BBIOEPUTE HECKOJIBLKO BapUaHTOB OTBETOB

a. He JepxkaTb Ha paboueM MECTe HUYETO JIMIIHETO;

0. Kaxngas Bellb JOJDKHA HMETh CBOE€ MECTO U IMOCTOSHHYIO 30HY MepeMelIeHUs
B IIPOLIECCE TPY/a;

B. BCE BElIU yOHUpaTh BO BHYTPEHHUE SIIUKHU CTOJIA, YTOOBI TOBEPXHOCTh CTOJA OCTaBalIach
IIyCTOM;

=
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I. Bce, 4yTo OepyT mpaBoi PyKoOH, clieayeT pacnoiarath CIpana, 4to OepyT JIeBOU — CJIeBa;

1. Bce, YeM MOJIB3YIOTCs valie (pydka, Oymara), pacroiaraloT OJInxKe, 4eM MOJIb3YI0TCS pexe
— JaJibllIE;

€. BCIO OPITEXHHKY pa3MemaTh Kak MOKHO OJIMKe K paboyeMy MecTy;

K. JOKYMEHTBI, C KOTOPBIMU PabOTaET CEKPeTaph, PEKOMEHAYETCS TIOJIOKUTh TaK, YTOOBI UX
MOYHO OBLIO JIETKO OpaTh, YNTaTh, yAOOHO UMH MTOJIE30BATHCA.

9. Ctyn ans cexkpetapsi AOIKEH ObITh:

a. TOJbEMHO-IIOBOPOTHBIM Ha KOJIECHKAX;

0. TMOABEMHO-TIOBOPOTHBIM;

B. TOJBEMHO-TIOBOPOTHBIM Ha KOJECUKAX, BPALAIOLIUMCS, C PETYIUPYEMON CIMHKOM.

10. Paboyee MecTO pyKOBOAMUTENSI COCTOUT U3 30H:

a. OCHOBHas 30Ha, BCIIOMOTaTeIbHAsl 30Ha, 30HA 00CITY)KHBaHUS TOCETUTENCH;

6. pabouyas 30HA, 30HA COBEIIAHMS, 30HA OT/IbIXA;

B. pabouas 30Ha, BCIOMOraTeabHas 30Ha, 30Ha OT/IbIXa.

11. Omnpenenute mNOCIEAOBATEIBHOCTh JEHCTBUN MpU 000PYAOBaHMM paboyero mecra
HEOOXOAMMBIMH CPEJICTBAMHU U MPEAMETAMU TPYIa:

a. BbIOpaTh MeOenb, MHBEHTapb, TEXHUYECKHE CPEICTBA, OPITEXHUKY M KaHLEISIPCKHE
IPUHAICKHOCTH;

0. yTOUYHUTH U BBISIBUTH OCHOBHBIE (DYHKITUH CEKpeTaps, *HHOPMAIIMOHHBIE CBS3H, PACTIOPSI0K
paboyero JiHs, IepeYeHb MaTEPUaIOB, KOTOPbIE OH JOKEH UMETh.

a. TMEepBbIM MIar - a;

0. BTOpOIi mmar — 0;

B. MEpBBIM mar — 0;

r. BTOPOM LIar — a.

12. Ilepeuncnure TEXHUUECKUE CPEACTBA, KOTOPBIMU Yalll€ BCErO MOJIb3YETCs] CEKPETAPb.

13. Hamnyumiee kauecTBO neyaTH oOecreynBaeT:

a. Ja3epHBIN NIPUHTED;

0. CTpyHHBIN IpUHTED;

B. MaTpUYHBINA IPUHTED;

14. YcTpoiicTBO pe3epBHOIO KOMUPOBaHMS, ITpeIHa3HaAuE€HHOE /U1 COXPaHHOCTU UH(OpMaIu
Ha )KECTKOM JMCKE ITOCPEICTBOM 3aIIMCH €€ Ha KaCCEThl C MATHUTHOM JICHTOM, HAa3bIBAETCS:

a. Mojem;
0. crpumep;
B. IIperep.

15. Bunx cBsi3u, HCMIONB3YEMBIi JUIS TIepeiadn Ha pacCTOsSIHUE WH(OpPMAIIMK B BU/IE TEKCTOB,
YepTexkeil, pUCYHKOB, HAa3bIBACTCSL:

a. TeneoHHAs CBS3b;

0. DJIEKTPOHHAs CBSI3b;

B. (bakcuMuiIbHAS CBS3b.

16. Tenedonnas rapHUTYpa - ITO:

a. YCTpOMCTBO, NpeAHa3HAUYEHHOE /Jii HAaHECEHUs Ha OyMary IUIACTUKOBOIO IOKPBITHS
C LIEJIBIO 3aLUTHI OT BHEIIHUX BO3JEHCTBUM;

0. YyCTpOHMCTBO Uil TepeAadd dJIEKTPOHHBIX JIOKYMEHTOB, XPAHSIIUXCS B TaMATH
KOMIIBIOTEPA,

B. YCTPOWCTBO, COCTOSIIEE M3 MEXaHUYECKH OOBEAMHEHHBIX HAYIIHHUKOB U MUKPO(OHOB,
HCIIOJIb3YEMOE JUISl CBSI3H.

17. I1o Ha3HAYEHUIO CPECTBA MAJIOW OPITEXHUKH MOKHO Pa3JeIUTh HA IOATPYIIIIHL:

BbIOEpUTE HECKOJIBKO BApUAHTOB OTBETA

a. TMHMCbMEHHbIE IPUHAIICKHOCTH;

0. HaOOpPHI U MPUOOPHI JIJIS MUChMA;

B. CEpPBUCHBIE IPUHAIEKHOCTH;

I. TPUHAUIEKHOCTHU JJIsl CKperyieHus Oymar;



I. TIamKH;
€. XO3SUCTBEHHBIC MPUHAJICKHOCTH;
K. HITeMIIeJIbHas MPOAYKIIUS;

3. KOJIOIIHUE YCTPOUCTBA;

U. KOPPEKTUPYIOLIUE CPEICTBA;

K. OyMaXHblE U3/eNus.

18. IlepeuncinTe BUIbI MAMOK.

19. Kakue cpeacTBa Maoil OprTeXHUKH BXOJAT B moArpynmny "bymara, OymakHble u3aenus':

20. Cekperapro peKOMEHIyeTCsl UMETh B oduce:

BBIOEpPUTE HECKOJIBKO BAPHAHTOB OTBETA

a. CEPBUPOBOYHBIC U XO3MCTBEHHBIC MPUHAIIICKHOCTH,

0. JeKapCTBEHHBIE CPECTBA (ANTEUKY);

B. TYAJICTHBIN CTOJIHK;

I. Habop MPOIYKTOB U HAIUTKOB;

1. TPEIMETHl IUYHOU TUTHUEHBI; €.

CIIELUATIBHYIO JTUTEPATYPY;

K. TOCYJOMOCYHYIO MaIIHHY.

21. [Tepeuncnure (bakTopsl, OTHOCSIITHECS K CaHUTAPHO-TUTUEHUYECKUM
Y OCTETUYECKUM COCTABJISIFOIIMM pabodero Mecra.

22.B noMenieHusX ¢ NCKyCCTBEHHBIM OCBELIEHUEM MOTYT PacIoiaraThCs:
BBIOEPUTE HECKOJIBLKO BapUaHTOB OTBETA
apXuB;
CeKpeTapuar;
KOTIMPOBAJILHO-MHOKUTEIBHOE OI0PO;
TeJNeTalHas;

N. TIpUeMHas PyKOBOIMTEJIS.

23. CanlluH 2.2.2/2.4.1340-03 «'urnennueckue TpeOOBaHUS K MEPCOHAIBHBIM 3JIEKTPOHHO-
BBIYMCIIUTEILHBIM MallTiHAM M OPTaHU3aI[uu pa0OThD) SBISIOTCS

a. 00s3aTeNbHBIMU JUISI BCEX OPTaHU3allNid, re ucnoiabs3ytoTcs [I9BM, HezaBucumo ot popm
COOCTBEHHOCTH;

0. o00s3aTenbHBIMU ISl BCEX TOCYAAPCTBEHHBIX M MYHUIIMIMAIBHBIX OpraHU3alui, Te
ucnons3ytores [[9BM;

B. PEKOMEHJaTelbHBIMU.

24, B cootrBerctBun ¢ CaunlluH 2.2.2/2.4.1340-03 «['uruenuyeckue TpeboOBaHUs
K TICPCOHAILHBIM JIEKTPOHHO-BBIYUCIIUTEIHFHBIM MAITUHAM W OpraHU3alliy paboThD» TEMIeparypa B
CITy’k€OHBIX TOMEIEHUSIX JIETOM JO0JKHA COCTABIISTH!

9F o

a. 22-25°C ©.
25-27°C  B.
18-21°C

25. B coorBerctBuu ¢ CaunlluH 2.2.2/2.4.1340-03 «['uruenunyeckue TpeboOBaHUs
K TEPCOHANBHBIM  3JICKTPOHHO-BBIYMCIUTEIIEHBIM ~ MAllMHAM ©  OpPTaHW3alud  PabOThD»
OTHOCHUTEIbHAs BIQKHOCTh BO3/1yXa B CIIY)KEOHBIX MOMEILIEHUSAX TOJIKHA COCTABIISTh:

a. 70-80%
6. 40-60%
B. 20-30%

26. B coorBerctBun ¢ CaunlluH 2.2.2/2.4.1340-03 «['uruenunyeckue TpebOBaHUs
K TIEPCOHAJIbHBIM 3JIEKTPOHHO-BBIYUCIUTEIILHBIM MAIIMHAM M OpraHU3alii paboTh YPOBEHB IIyMa
B CJIy’K€OHBIX TOMEIIEHUSIX OJIKEH COCTABIIATD:

a. He Oosee 65 nb

0. He O0onee 40 nb



B. 40-65 ob

27. B coorBerctBum ¢ CanlluH 2.2.2/2.4.1340-03 «['urnennyeckue TpeOOBAHMUS
K MEPCOHAIBHBIM 3JIEKTPOHHO-BBIUMCIUTEIBHBIM MAalIMHAM M OpraHu3alid paboThD» PaCCTOSHUE
MEXJly 3KpaHOM BHI€OMOHUTOPA U TJ1a3aMU I0JIb30BATEINSI JOJKHO COCTABIIATH!

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

28. Pa3paboTka pexrMa TpyAa U OTJbIXa JJIsl COTPYJHUKOB OpraHU3alMK IPOU3BOIUTCS Ha
OCHOBE:!

a. TpynoBoro konekca P®;

0. IpaBUI TPYAOBOTO PACHOPAIKA,;

B. JUHAMUKH pabOTOCIIOCOOHOCTH COTPYAHHUKA.

29. TBopueckas pabota B pexxume auainora ¢ 9BM oTHOCHUTCS K TPYAOBOH A€ATENbHOCTH:

a. Tpynmsl A;

6. rpynmsl b;

B. TIpynmsl B.

30. IIpomomKHUTENBHOCTh  HEMpephlBHOW  paboOThl  cekperaps C KOMIIbIOTEpoM  0e3
periIaMeHTHPOBAHHOTO MEPEPhIBa HE JJOJKHA MPEBBIIIATH!

a. 1uyaca

0. 2 yacoB

B. 3 4acoB

OTBeTHI:

1 0

2 0

3 B

4. B

5. a

6 a,0;r;e

7 0

8. a,0,r, II, K

9. B

10. 0

11. 0

12. MePCOHAJIbHBIN KOMITBIOTED, TeNedoH, Teaedakc, MpuHTep, pakc-MoaeM, MaIIUHA JTS
YHUYTOXXCHUS OyMar, KOMMPOBAILHBIN arnmapar

13. a

14. 0

15. B

16. B

17. a; 0; r; I; K; U; K

18. ManKa-yroJjioK, Manka apXuBHAs, MMarKa-perucTparop, namka-gaii, manka-riaHIieT,

TarkKa-cKOpOCIIMBaTEb, Maka Ha PE3UHKaX, MarkKa-KOHBEPT

19. nucyas, KONupoBaibHasl, CIelualbHas, Oymara i 3anuced, CTUKepbl, OJIOKHOTHI,
€KCTHCBHUKH, KOHBEPTHI H T. 1.

20. a,0;r; m; e

21. HOpMaJbHOE OCBCIICHUE, OJArONMPHITHOE IBETOBOEC O(OpPMIICHUE TOMEIICHUS,
yCTpaHEHHE IIyMOB, ONTHUMAJbHBI MHKPOKIUMAT, O3€JICHEHHE TIOMEIICHUS, YCTAaHOBJICHHE
MPABIJIBHOTO PeXUMa TPYyJa U OTABIXA

22. a;B;T



23.
24.
25.
26.
27.
28.
29.
30.
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2. Tunosoe 3a1aHKe 1Jis1 IPOBe/IeHUsI TeCTHPoBaHus Mo Moay.tio 2
1. “Maublii pa3roBop” B A€I0BOM KOMMYHHUKAIIUK BEJETCS B paMKax:
a) [IpodeccronanbHBIX UHTEPECOB MAPTHEPOB
0) JINYHOCTHBIX, HEAETOBBIX UHTEPECOB MAPTHEPOB
B) Jlel0BbIX HHTEPECOB MAPTHEPOB
2. Axpecat MaHUTTYJISIMH B I€TI0BOM OOIIICHUHU — 3TO:
a) [TapTHep, Ha KOTOPOTO HAIIPABIEHO MAHUITYISATUBHOE BO3/IeHCTBUE O)
[TapTHEp, Ha KOTOPOro HANIPaBJIEHO MAHUITYJIATUBHOE BO3JIEIICTBHE
B) [lapTHEp,KOTOPBIN UCTIOIB3YyET MAHUYISATUBHBIEC IPUEMBI ICUXO0JIOTHUYECKOT0 BO3ACHCTBHS
3. Atpulyumeli Ha3pIBACTCS:
a) CtpemiieHHe 4enoBeKa ObITh B OOIIECTBE APYTUX JHOACH
0) [IpunuceiBanre OnpeesIeHHBIM IPYIINaM JIF0JIeH CIenn(pUIECKUX YepT
B) MHTepnperaius cy0ObeKTOM MEKINYHOCTHOTO BOCIPUATHS IPUYNH U MOTHUBOB MOBEICHUS IPYTUX
IS
4. B 1eHHOCTHO — OPUEHTUPOBAHHBIX MAHUITYJISITUBHBIX TEXHOJIOTHUSIX AETIOBOTO OOIICHUS
MUIIEHbIO ICUXOJIOTUYECKOTO BO3JIEHCTBUS ABIISIOTCA:
a) LleHHOCTHBIE yCTaHOBKU MapTHEpA — ajipecaTa
0) lyxoBHble uaeaibl mapTHepa — ajpecara
B) [ToTpeOHOCTH U CKIOHHOCTH NTApTHEpa — aapecaTa
5. BepbanbHble KOMMYHUKAIIMU OCYIIECTBISIOTCS C TOMOILBIO:
a) OnpeneneHHOro TeMma peuu
0) M OopMamOHHBIX TEXHOJIOTHIA
B) YCTHOI peun
6. Bce moau gensrcs Ha:
a) CeHCOPHKOB ¥ UHTYUTOB
0) DKCTpaBepTOB M UHTPABEPTOB
B) 00a BapruaHTa BEpHBI
7. [1enoBoy CTUIIb B3aUMOJECHCTBUS ITAPTHEPOB BKIIFOYAET:
a) [Ipu3HaHue IEeHHOCTH ¥ 3HAYUMOCTH MOBEACHUECKUX JIeUCTBUI APYT Apyra 0)
Ocnabnenue KOHTPOJIS 32 COLUAIBHO-CTATYCHBIMU U ATUKETHBIMA HOPMaMH B)
PannonanbHOe HCTIONBb30BaHKE MTAPTHEPAMH MOACPKUBAIOIINX TEXHUK
8. JlenoBble MapTHEPHI C BU3yaJIbHOM MOJIaIbHOCTBIO MBICIST IPEUMYIIECTBEHHO:
a) TakTuIbHBEIME OOpa3aMu
0) 3puTenbHBIMU 00pa3aMu
B) AynuaibHbIMU 00pazaMu
9. MadopmanmoHHo — CHII0BOE 00ecTieueHIe MaHUITY IS TOPa B MAHUITYJISITHBHBIX
TEXHOJOTHUSX JEIOBOTO OOIIEHHUS CKIIaIbIBAETCS M3 COBOKYITHOTO B3aUMOICHCTBUSI:
a) KorHuTHBHO — paniMoHaIBHBIX CHII apecaTa ICHXOJIOTHUECKOTO BO3ACHCTBHS 0)
CTaTycHO — pecypCHBIX CHUJI MAHUITYJISITOPA
B) JINYHOCTHO — NICHXOJOTUYECKUX CHJI MAaHUITYJIATOpPA
10. K MexaHn3mam MaHUNYJATUBHOTO BO3AECHCTBUSA OTHOCSATCS:
a) MexaHu3Mbl IPUCOEIMHEHUS U BHEPEHUSI, KOTOPBIE UCIIOIb3YET MAHUITYJISITOP



0) [lcuxuueckue aBTOMaTU3MbI U KOMILIEKCHI aJjpecaTa MAaHUITYJISILIUH + B)
[ToTpebHOCTH, CKIIOHHOCTH, MOTUBALIMHU a/ipecaTa MaHUITYJIALUN
11. K nanbosnee npuMeHsieMbIM B TEXHOJIOTHUSIX JIEJIOBOTO OOIICHHS TEXHUKAM aKTHBHON
AHTUMAHUITYJSITHBHON 3alTUTHI MOKHO OTHECTH:
a) Mcnonb30BaHue mapTHEPOM — aJIpecaToM IMCUXOTEXHHUUECKUX MPUEMOB BCTPEUHON MaHUITY AN
0) BpemenHoe npepriBaHUE apECcaTOM JCIIOBOTO KOHTAKTA C MAaHUITYJIATOPOM
B) LleneHanpaBneHHYO TOTATBHYIO IICUXOJIOTUYECKYIO aTaKy Ha MaHUITyJIsTOpa +
12. K OCHOBHBIM MaHHITYJISITHBHBIM TEXHUKAM TICHXUYECKOTO BO3JICHCTBUS B JCIIOBOM
OOILICHUH OTHOCSATCSI TEXHUKHU:
a) YoexaeHus
0) 3amyTbiBanus, “JI0’KHOTO BOBJI€UEHHUS, CKPBITOIO MPUHYKICHUS B)
Pacnonoxxenus
13. K 0coObIM TeXHHKaM IMaCCUBHOM 3alllUThl, ODUCHTHPOBAHHBIM Ha OTPAKEHUE
MaHUITYJISITUBHOTO BO3/IEUCTBUS, OTHOCSTCS:
a) BoicTpanBaHue napTHEPOM — aipecaToOM CMBICIIOBBIX U CEMAHTUYECKUX OapbepoB C
MaHUIYJISITOPOM
0) [lucraniupoBanue napTHepa — ajipecara oT mapTHEpa-MaHUITYJISTOpa
B) 00a BapraHTa NPABHIbHBIC
14. K OTKpBITBIM BOIPOCAM B JI€I0BOM KOMMYHUKAIIMN OTHOCSATCS:
a) Madopmannonnsie
0) Puropuueckue
B) AJIbTepHAaTUBHbIE
15. K npusnakam, KOTOpbIE CBUAETEILCTBYIOT O HATHUUY MAHUITYJISIIIUY B IETTIOBOM
00ILIEHNH, OTHOCATCS:
a) HekoHTrpys HTHOCTh KOMMYHHKATHUBHBIX COOOIICHUI MaHUITYJIATOpA
0) CTpykTypHast KOMIIOHOBKA JUCKYpPCOB HH(POPMAIIMH, HE PEIICBAHTHAS X COACPKATCILHOM
3HAUMMOCTH JUISl PEIICHUs JeI0BOM MPOOIeMbI
B) [IpucyrcTBue BepOan3upOBaHHBIX U HEBEPOAIbHBIX YTPOKAIOIIMX CUTHAIOB
16. K cpencrtBam HeBepOaNbHONH KOMMYHHUKAILIUU OTHOCSATCS:
a) Taketuka
0) [IpoxceMuka, KHHECHKA
B) 00a BapuaHTa IPaBUIIbHbBIE
17. Kunecuueckumu cpeicTBaMH HeBepOaIbHOTO OOIIEHUS BBICTYIAIOT:
a) [loza, mumuka
0) Pykonosxatue B)
[TokamnuBanue
18. JIoruko-cMbICI0BOE MaHUITYJIMPOBaHUE HH(GOpMaIIMeH B IeIOBOM OOIIICHUH TIPe/1araeT:
a) COKpBITHE BaKHBIX CMBICIIOBBIX TUCKYPCOB MH(MOPMAITUU
0) YrauBanue nHpopMaluu B)
JlozupoBanue nHPpOpMATUU
19. ManunynsaTuBHas CTpaTerys B II0BOM OOIICHUH peain3yeTcs Kak:
a) COBOKYIHOCTb ITOBEACHYECKUX JIEUCTBUH ajipecaTa MaHUITYJIALUN
6) Crucrema COBMECTHBIX IMOBEJCHUECKUX JICUCTBUIN I€TOBBIX MAPTHEPOB, UMEIOIIAs LIETIbIO
KOMITPOMHCCHOE PEIICHUE JIEIOBOM MPOOIEMBI
B) Cucrtema NCUXOTEXHUYECKUX MTPUEMOB U JICHCTBUH, OTpaxKarolias JO0JIrOBPEMEHHbIE 11eTTH
MaHUIYJIATOpA
20. MuiieHr MaHUITYIATUBHOTO BO3/IEHCTBUS — 3TO:
a) CTpyKTypHBIE€ YPOBHU IICUXUKH MAaHUITYJIATOpPA
0) JIokanpHbIe ICUXUYECKUE CTPYKTYPHI MapTHEPa-aapecaTa, Ha KOTOPhIE HAIIPABICHO
MaHUITYJISITUBHOE BO3/ICHCTBHE
B) OOBEKTHI, BKIIFOUEHHBIE B IEJIOBYIO CUTYAIHIO
21. HeBepOanbHBIMH CpEICTBAMH OOIIECHUS SIBJISTIOTCS:
a) Pykonosxatue, moxojka, B3rJis1



0) Tenedon
B) DJEKTpOHHAs TIoYTa
22. IlepcoHanbHas AUCTAHIUS B IIPOIECCE OOIICHHUS:
a) Ceoime 350cm
6) 50 — 120cMm B)
120 —350cm
23. IloOynurtenbHast nH(GOPMAIKA B 1€JI0BOM KOMMYHUKAILIUU Pealn3yeTcs B BUE:
a) [IpocbObI, mpukasa, npusbiBa
0) [To3naBaTenbHOTO COOOIIECHHUS
B) DIEKTPOHHOM MOYTHI
24. IlpueM HampaBICHHOT'O KPUTHUECKOTO CIYIIAHUS 1IeIECO00Pa3HO UCIIONIb30BATh B
JICTTOBBIX CUTYAIIHUsIX, CBA3aHHBIX C:
a) O6cyx/1eHreM KaKUX-TM00 HHHOBAIMOHHBIX TIPOEKTOB 0)
JIMCKYCCHOHHBIM 00CYKICHHEM PoOIeM
B) BricnymmuBanuem xaao0 KIMEHTOB
25. TIpokceMU4eCKUMH XapaKTEPUCTHKAMH HEBEPOATbHOTO OOIICHUS SBIISIOTCS:
a) [ToxmonbiBaHUE MO CIIUHE
6) Mumuka
B) Jluctanmus Mexay oOIIaloIIUMUCSA, YTOJl OOIICHHS TAPTHEPOB
26. IIpocomuueckuMu CpecTBaMU HEBEpOATBHOTO OOIIEHHUS BBICTYIIAIOT:
a) Juctanuus Mexay oOLIarOIIMMHUCS
0) MuTOHAaIMs, TPOMKOCTB I'0JI0Ca B)
Kectol
27. K TexHuKaM MaJloro pa3roBopa, IpuMEHSIEMOI0O B JI€JI0BOM KOMMYHHUKALIUN, OTHOCSATCS:
a) lHTepecHbIl, yBIEKaTEIbHBIN paccKa3, MO3UTUBHBIE KOHCTATAIIMK COOBITHI UK (aKTOB,
MHTEPECYIOIINX MMapTHEPa
0) LlutupoBaHue BHICKa3bIBAHUI TAPTHEPA O €r0 YBICUEHUSIX, XOOOU, BHICKa3bIBAHUS — CCHUIKH C
MPHUSITHBIMU aCCOIUAIIMSIMHE TS ITApTHEPa
B) 00a BapuaHTa IPaBUIIbHBIC
28. MaHUMyIATUBHBIC TEXHOJIOTHH JIETIOBOTO OOIIEHUS — ATO TaKHe TEXHOJIOTHH, B KOTOPBIX
MPUCYTCTBYIOT:
a) [lcuxorexHruecKre MprueMbl MAaHUTTYTUPOBAHUS, TEXHUKH PACTIONOKEHUS U YOCKICHHUS 10
OTHONICHUIO K MapTHEPY — aJipecary BO3ACHCTBUS
0) OTKpBITOC IPUHYKICHNE TTAPTHEPA K KAKKUM — JTUOO MMOBEJICHYCCKUM JICHCTBHUSIM B)
CKpbITOE TICUXOJIOTMYECKOE BO3/ICHCTBUE HA JIEJIOBOTO apTHEpa
29. O6menue — 3T0:
a) [Ipouecc nepegaun nHPpOpMAIIHH, TPOLECC YCTAHOBICHHS KOHTAKTOB MEXKIY JIIOIbMU 0)
[Iponece hopmMupoBaHus U pa3BUTHUS JTHIHOCTH
B) 00a BapuaHTa IPaBHIIbHbBIC
30. Beigenute npUHIIAI, HA KOTOPOM HE MOXKET OBITh OCHOBAHO JICJIOBOE OOIICHUE:
a) YBaXUTEIBHOCTh
0) Drousm
B) JloOpokenaTenbHOCTh

OTBETHL:
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28.
29.
30.

w

B
10.6
11.a
12.6
13.8
14.6
15.0
16. B
17.a
18.6
19.B8
20.0
21.a
22.0
23.a
24.0
25.B
26.0
27.B

a

B

0

3. TunoBoe 3a1aHMe /i1 BHINOJHEHHS] KOHTPOJIbLHOH padoTsl mo MoayJiio 3

1. B texcroBOoM penakrope Microsoft Word odopmuts mo cBoemy npennpusituto [Ipukas o
BPEMCHHOM 3aMEIICHUHU PYKOBOIAUTEIS IPEIIPHUSITHS.

2. B TekcroBoM penaktope Microsoft Word odopmuTth 1o cBoeMy NpeAnpusTHioO AKT O
CIIMCAaHUU UMYIIECTBA.

3. B TEKCTOBOM penakTope Microsoft Word paspaborath 1o CBOEMY
NPEANPUATHIO TPOIOIBHBINA U YIIIOBOM OJIaHK BAIIETO MPEAPUSTHSL.

2. B rabmmunom penakrope Microsoft Excel pazpaborats mabnon XKypHana ydera Tpy10BbIX
KHIDKEK.

4. B texcroBom pemakrope Microsoft Word opopmuts o coemy npeanpusituio [Ipukas o
KOMaHIMPOBAHHUHU.

5. B TekcroBom pemaktope Microsoft Word odopMuts 1mo cBoemy mpeanpusaruio AKT O
npueMe-repeaade Jaei.

6. B texcroBom penakrope Microsoft Word pa3paboTars mo cBoeMy NpearpusTUuio MPOEKT
YcraBa npeanpusTus.

7. B Tabmmunom pemaktope Microsoft Excel paspaborare mrabmon  XKyphana
ydeTa B3bICKaHHH U MOOIIPEHUI.

8. B TexcroBoM penakrope Microsoft Word oopmuts o cBoemy npeanpusituto [Ipukas o
PEeMUPOBAHHH.

9. B TEKCTOBOM penakTope Microsoft Word pa3paboTaTh TOJKHOCTHYIO
MHCTPYKIIHIO CeKpeTapsi-pedepeHTa.

10. B Tabnmunom pemaktope Microsoft Excel pazpaborars mabiaoH andaBUTHBIA KypHAT
ydeTa JITYHOTO COCTaBa

11. B TekcroBom penakrope Microsoft Word odopMuTe mo cBoemMy NpeANpUSATHIO
["apanTHiiHOE MUCHMO O MOCTaBKe 000pYAOBaHHS (OTILyCTUTh 3a O€3HATMYHBIN pacyer).

4. Tunosoe 3a1aHue 1Jis1 BHINOJIHEHUSI KOHTPOJIbHOM padoTel o Moay.tio 4
1. CocraBuTh ONaHKM Pa3NUYHBIX BHUAOB C YIJIOBBIM U TPOJOJIBHBIM BapHaHTaMH
PaCIOIOKEHHUSI.
2. CocTaBuUTb MIPOEKT PACIIOPSHKCHUSI.



3. CocTaBUTb IPOEKT MpPUKa3a 10 OCHOBHOM JI€ATEIbHOCTH.

4. CocTaBUTb IPOEKT PELICHMUS.

5. CocTaBUTb IPOEKT AOKIAIHON U CITYKEOHON 3alMCKH.

6. CocraBUTH MPOEKT MPOTOKOJIA.

7. OQopMUTH U 3aMOTHUTH MPOEKT MIPUKA30B MO JTUYHOMY COCTaBY (TPUKa3 O HAMPABICHUU
paboTHHKA B KOMaHJUPOBKY, IPUKa3 O MPEIOCTABICHUH OTIIyCKa paOOTHHKY).

8.  OdopMUTDH 3aMOTHUTH TPOEKT IITATHOTO PACTIUCAHHUSL.

9.  OdopMuUTh U 3aM0JIHUTH NPOEKT rpapuKa OTIIYCKOB.

10. OdopMuUTh U 3aMOIHUTH TPOEKT TUYHONU KAPTOUKH.

11. OdopmMuTh M 3aMOJHUTH MPOEKT KOMAHIMPOBOUHOI'O YIOCTOBEPEHUS, CIYXKEOHOIo
3a/laHus AJIs HAlpaBlIeHUS! B KOMaHIUPOBKY U OTUETA O €r0 BBIMOJTHEHUU.

12. OdopmuTh HamIeKaMM 00pa30M MOITHYIO KOMHIO O(PHUIMAIBHOTO JOKYMEHTA, BHITUCKY
13 OUIHAIBHOTO TOKYMEHTA.

13. OdgopMuTh U 3aMONHATH IPOEKT KypHAJIA BXOASILIEN JOKYMEHTAIUH.

14. OdopMuUTh U 3aMOIHUTH MPOEKT KypHAIa UCXOIAIICH TOKYMEHTALINH.

15. OdhopMuTh 1 3aMOITHATE IPOEKT HOMEHKJIATYPHI JIE]T JTF000TO BHA.

16. OdopMuUTh U 3aMOJIHUTH MPOEKT OMUCH JIE] JTI000T0 BUA.

17. OdopMHTB 1 3aMTOTHUTH TPOEKT 0OJI0KKH JIe1a, 3aBEPUTEIHHOTO JIUCTA AeIa.

18. OdopMUTH U 3aMOTHUTH MIPOEKT aKTa O MpUEMe-Tiepeiaue TOKYMEHTOB Ha IOCTOSTHHOE
XpaHEHUE B apXUB.

19. OdopMuTh U 3aMOJHUTH MPOEKT aKTa O BBIICICHHH K YHHUUTOXKEHHUIO JOKYMEHTOB, HE
HOJJIEKALIUX XPaHEHHUIO.

20. OdopMUTH U 3aMOJHUTH MPOEKT CIATOYHOUN OMHICH JIe]l.

5. TunoBoe 3aaHue 1Jis1 IPOBeAeHUsI TeCTUPOBaHus mo Moay.o 5

1. Kakue qoKyMeHThI TOABEPTalOT PErucTparim?

1) BHyYTpeHHUE, BXOISIINE

2) BXOJsIIME, UCXOSIINE

3) TONBbKO BHYTpEHHHE

4) TpPaBUIBLHOTO OTBETA HET

2. Tlouemy Ha makerax (KOHBEpPTax) ¢ KOHQUACHIMATEHBIMU JOKYMEHTAMHU HE TIPOCTABIISIOT
rpud KOH(DHUICHIIMATBHOCTH?

1) rpu¢ npocraBisrOT BCeraa

2) 4TOOBI HE MPUBIICKATh BHUMAHUS

3) T.K.3TO HE UMEET HUKAKOTO 3HAUYEHUSI, BAXKHO JIMIIIb COJICPKAaHNE KOHBEPTA

3. UYrto menath ¢ OMIMOOYHO MPUCTAHHBIMU KOH(PUICHITUATBHBIMU TOKyMEHTaMu?

1) UX Hy>XHO BBIOPOCUTH

2) Hx HY>XHO OTHpPaBUTh OOPATHO

3) Ilo cornacoBaHuio C OTIIPaBUTEIIEM MEPECTIATh B HYKHBIN ajjpec

4. Ha urto OymyT cChUIATBCS TPU PETUCTPAIMH BXOASIIUX JOKYMEHTOB, MOTEHIMAIBHO
coJiepKalnxX KOH(UICHIHNATBbHYIO HHPOPMAIUIO?

1) Ha [lepeuenn
2) Ha PELICHUE PyKOBOJUTEIS
3) Ha 3/IpaBbIil CMBICII

4)  Ha Hanuuue rpuda, KOTOPHIA 00s3aH MOCTABUTH OTIPABUTEIH
5. Ilepeuncnute BapuaHThl YIIAKOBKH MaKeTa ¢ KOH(OUIECHIIMATIBHBIMHA JOKYMEHTAMHU

6. UYro mpoucxoauT ¢ KOH(UACHUUAIBHBIMU JOKYMEHTAMH, KOTOPbIE HE UCIIOIHEHBI B
TEKYILEM JIeJIONPOU3BOJCTBEHHOM rofy?
1) UX YHUYTOKAIOT
2) UX ME€PEBOJAT I UCIIOJIHEHHS B HOBOM JE€JIONPOU3BOACTBEHHOM IOy
3)  Taxoi HeOOXOAMMOCTH HUKOT/]a HE BO3HHUKAET, T.K. OPraHU3aUN 0053aHbI BCE HCIIOJIHUTh
B TEKYLLEM IOy



7. Uto moapasyMeBaeT dKCneaulnoHHas oopadoTka?

1) yd4er u perucTpanuio BXOIAUINX TaKETOB U JOKYMEHTOB

2) ydYeT U PETUCTPALUIO UCXOISAIINX TAKETOB U JIOKyMEHTOB

3) wuTO, M Apyroe

4) TpPaBUIBLHOTO OTBETA HET

8. Crour 1M UPUHUMATH HAJAOPBAHHBIA TaKeT (KOHBEPT) C KOH(HUACHINATIHLHBIMU
JOKYMEHTaMHU, €CIT OH a/IpECOBaH B Ballly OpraHu3aluo?

1) HeT, HE CTOUT, HY>)KHO COCTaBUTb aKThl U BEPHYTh 0OpaTHO

2) na, CTOUT, HO COCTaBUTh aKThI

3) HerT, He CTOUT IPUHUMATh, U aKThl COCTABJISITh TOKE HE CTOUT

9. Kakasg oTmeTka JOJKHA CTOSTh B JKypHalle ydyeTa BXOISAUIMX JTOKYMEHTOB, €CId
KOH(HICHIIMATBHBIN JOKYMEHT IMPHIIEI C COMPOBOAUTENBHBIM ITMCEMOM, KOTOPOE, B CBOIO OUEpPE/Ib,
HE COACPKUT KOH(PHICHIIUATBHON HHPOpMAITH?

1) conmpoBoAUTENBEHOE NUCHMO HE HYKHO PETUCTPUPOBAThH

2) «0Oe3 npuiIoKeHHUsT He KOHPHUICHIIUATHHOY

3) THUCHMO PETUCTPHUPYIOT OTACIBHO, a IPUIOKEHNE OTIEIHHO

10. 3auro oTBeuaet ciyx0a KOHGUACHIIMATHLHOTO JeIONPOU3BOACTBA?

1) 3ayd4er u perucrpanuio KOHPUICHIIUATHHBIX JOKYMEHTOB

2) 3amepenady JOKYMEHTOB MEXIY UCTIOTHUTEISIMU

3) 3a KOHTpPOJIb 32 CPOKAMHU UCITOJIHEHHS JIOKYMEHTOB

4) npaBUIBLHOTO OTBETA HET

11. Kakue nokyMeHTHI OepyT Ha MHBEHTApHOE XpaHeHue?

12. OO6s3aTenbHO JM BECTH JIBa OTIIEIBHBIX XKypHAa JJis y4eTa MakeToB KOHPUACHIIUATbHBIX
JIOKYMEHTOB M CAMHX JIOKYMEHTOB?

1) na

2) Her

Otsertsr:
1) 4
2) 2
3) 2,3
4) 1,2
5) oauHapHOE NaKeTUPOBaHUE, BOIHOE MAKETUPOBAHUE
6) 2
7 3
8 1
9) 2
10)1,2,3
11) cOpoutopoBaHHbIE JOKYMEHTBL, YEPTEKHU, KYPHAJIBI yueTa
12)2



[Tpunoxenue 2
TUIIOBOE 3AJTAHUE JIJISI UTOIOBOM ATTECTAIIIA

1. TunoBoe 3a7aHue I NPOBEIeHUS HTOTOBOI0 TECTHPOBAHUSA
1. YTo HE OTHOCHUTCS K YIPETUTEIIHBIM JOKYMEHTaM FOPHINIECKOTO JThia?
a) [Iporokon cobpanus yupeautenei;
0) Ycras;
B) YUpeauTeNIbHbIN JI0TOBOP.

2. [lonoxxeHue o CTPYKTYpHOM MOAPA3/IEIEHUU — 3TO:

a) IPaBOBOM aKT, KOTOPHIN yCTaHABIMBAET CTATyC, GYHKIINH, IIPaBa, 00513aHHOCTU U OTBETCTBEHHOCTD
CTPYKTYPHBIX MOAPA3ACIICHUIN UJIK UHBIX OPTaHOB;

0) mpaBOBOIl aKT, KOTOPBIA OMpeneNiseT CTaTyC OpraHu3alud, ee 3aJaud ¥ (QyHKIWHU, I[paBa,
OTBETCTBEHHOCTD, TOPAJIOK JIEATEIbHOCTH;

B) JIOTOBOP, CTOPOHBI KOTOPOTO 00S3YI0TCS CO37aTh IOPUIUUECKOE JIMIIO M YCTAaHABIUBAIOT MOPSIIOK
COBMECTHOH JIESITEILHOCTH 110 TAHHOMY (haKTy.

3. JlaToii JOKHOCTHOM MHCTPYKIUU SBIISICTCS JaTa:
a) ee YTBepKICHUS;

0) ee cocTaBJICHUS;

B) O3HAKOMJICHUS C HEH paOOTHHKA.

4. TlpaBOBOH aKT, B KOTOPOM OTOOpa)kaeTcsi MOPSAIOK JIEATEILHOCTH PYKOBOJACTBA OpraHMU3allUH, a
PaBHO KOJUIETHAILHOTO WJIM COBEIIATEIBHOTO OpraHa — 3To:

a) TaTHOE PacIHCaHUE;

0) ycTas;

B) pPETJIAMEHT.

5. ITo chepe cBoero NEHCTBHS paCIOPSAUTEIBHBIC TOKYMEHTHI ICJIATCS Ha!

a) KOJUICKTUBHbBIC M WH/IUBUYaJIbHBIC,

0) ¢enepanbHOTrO ypOBHSI, PETHOHAIIBHOTO YPOBHS, IPABOBBIC aKThl OpraHU3aIlNii; B)
NIPaBOBBIC aKThI OPTaHU3AIINHI, IPABOBBIC AKTHI UX CTPYKTYPHBIX TOPa3ICIICHHIA.

6. PacriopspkeHue u3naercs:

a) eIUHOIINIHO; 0)

KOJIJICTHAIILHO;

B) B YCJIOBUSIX BEJIOMCTBEHHOTO PETYJIUPOBAHHUSL.

7. Konust yactu TOKyMEHTa, KOTOpasi 3aBEpeHa B ONPEICIICHHOM MOPSIKE, 3TO:
a) BBINKCKA;

0) 2JIEKTPOHHAs KOTIHS; B)

TyOnuKar.

8. He siBisieTcst JOKyMEHTOM, KOTOPBIN HHUIMUPYET pEeLICHUE:
a) 3aKIIF0OYCHHUE;

0) MPOEKT JOKYMEHTA; B)

JIOKJIaTHAasI 3aITUCKa.

9. UeM BHEIIHE OTIMYAETCS MTPOEKT JOKYMEHTa OT €ro OKOHYATEeILHOTO BapuaHTa?

a) IIpoekt He 00s3aTenbHO OPOPMIIATH B TaKOH ke (hopMme, Kak OyayIIHil JOKYMEHT, JOCTaTOYHO
CaMoro TEeKCTa;

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

[TpoekT oopmirsieTcs Ha CrieIHaTbHOM OJNIaHKe.



10. Kakas 9acTh IOCTaHOBJICHUS COJCPKUT HOPMATHUBHEIC TTOJIOKCHHUS WU TIOPYICHUS?
a) PacriopsinurenbHas;

0) Koncratupyromas;

B) BBOHAs.

11. B cocTaB nH(popMaIiMmOHHO-CIIPABOYHBIX JOKYMEHTOB HE BXOJIHT:
a) yKa3aHue;

0) TOKJIaIHAs 3aITUCKa,

B) CBOJIKA.

12. Bua wHPOPMAaNMOHHO-CIIPABOYHON JOKYMEHTAIUH, SBIISIOUICHCS CIIOCOOOM ONEpaTHBHOTO
UH(POPMALIMOHHOTO 0OMEHa MEX/ly OpraHU3alusIMuU, Ha3bIBACTCA:

a) JOKyMEHTAIUEH JJIs CITy’)KeOHOT0 TI0JIb30BaHus; 0)

TIEPENUCKON;

B) CTaTUCTHUYECKON OTYETHOCTBIO.

13. Uto npencrapiisier OO0 3asiBICHHUE B JIOKYMEHTOOOOPOTE OpraHu3arim?

a) DTO JOKYMEHT C IIPEUI0KEHUEM Ha3HAUUTh, IEPEMECTUTh UM MOOIIPHUTh PAOOTHHKA,;

0) OTO 1OKyMEHT, OOBACHSAIOIUN IPUYUHBI CIIyYUBILEr0Cs, KOTOPBIA COCTABIsAET paOOTHUK HA UMS
PYKOBOAMTEIIS;

B) DTO JOKYMEHT, KOTOPBIA aJIpecOBaH JOKHOCTHOMY JIMIy U COAEPXKUT KaKyko-Tu00 mpochOy
paboTHUKA.

14. Yto He siBsieTCS MPU3HAKOM aKkTa?

a) COCTaBJICHHE B CBOOOIHOU hopMe;

0) ycTaHoBieHue (paKTUIECKOTO COCTOSTHHE €T U OTPAKECHUE €T0 B aKTE;
B) KOJIJIETUATBHOCTh COCTABJICHHUS.

15. JIOKyMEHTBI, KOTOpbIC H3JaHbl BHYTPH YYPESKICHHS W OTIPABICHBI 3a €ro MPEIeNbl JUIs
PYKOBOJICTBA HIDKECTOSIIIUM OpPraHaM YIIPaBICHUs JINOO B IEJISAX UCIIOJIHEHUS TMChMEHHBIX YKa3aHUH
BBICIIIEH MHCTAHIIMH, HAa3bIBAIOTCS:

a) BXOJISIIIUMU JJOKYMEHTaMH;

0) UCXOIALTNMH TOKYMEHTAMH;

B) MEPENUCKOM.

16. Yo BKITIOUAET B CEOSI TEXHUUECKOE UCIIOTHEHUE IOKYyMEHTA:

a) TMpPEeAOCTaBICHHE pAacleyaTaHHOTO IMPOEKTa JOKYMEHTa PYKOBOAMTENI0 Ha COIIaCOBaHUE,
YCTpaHEHUE HETOYHOCTEH, HA0OP OKOHYATEIHHOTO JJOKYMEHTA,

0) MOArOTOBKY MpPOEKTa JOKyMEHTa, Ha0Op M pacredyaTrky TeKCTa IMPOeKTa, KOPPEKTHUPOBKY
CoJIepKaHUs JOKYMEHTA TIOCIIe COTJIacOBaHUs, 0opMIIeHHE (PMHATFHOTO BapUaHTa JOKYMEHTA;

B) COCTaBJIEHHWE IOKyMEHTa Cpa3y B OKOHYATEIbHOM BapHaHTE, €r0 MOJMUCAHUE y PYKOBOIUTES,
OTIIpaBKa JJOKYMEHTA ajipecary.

17. Korma 1OKyMEHT SIBISIETCSL UCTIOJIHEHHBIM?

a) Kak To1pK0 TOKYMEHTY MPUCBOEH PETUCTPALIMOHHBINA HOMED;

0) Korma paccmarpuBaemblii B JOKYMEHTE BOMIPOC PA3pEIICH MOJTHOCTHIO M IMEPENnucKa Mo HeMy
3aBepIIICHa;

B) Koria 1okyMeHT nojydeH KOHEUHBIM aJIpecaToM.

18. Kakue pa3meps! mipudToB peKOMEHIYETCS HCIIOIB30BaTh MPU 0POPMIICHHH JTOKYMEHTOB COTJIACHO
I'OCT P 7.0.97-2016?
a) No 12, Ne 13, Ne 14;



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

19. Hudporoii mim OyKBEHHO-ITU(PPOBOH HISHTHPUKATOP TOKYMEHTA, BKIIOYAIOIIMA MOPSTKOBBIMA
HOMEp, JOMOJHSIEMBIA MO JKEJIAHWIO HHJEKCAMHU COIJVIACHO HCIONb3yeMbIM KilaccudukaTopam,
Ha3bIBACTCS:

a) rpudom;

0) perucTpallMOHHBIM HOMEPOM JTIOKYMEHTA;

B) 1aTOI IOKyMEHTA.

20. Kakoit popmar Oymaru ucrob3yeTcs JIsl U3TOTOBJICHHS OJIAaHKOB PE30TIOLINNA?
a) AS, A6;
0) A4, AS;
B) A6, A4.

21. Hocurenem uH(pOpMaIum sBIiIsieTCs:

a) MaTepHabHbIN 0OBEKT, KOTOPBIN HYKeH JUIsl (PUKCALH, XpaHEHUs (M BOCIIPOU3BEICHH) pe4€eBOii,
3BYKOBOW WJIM M300pa3UTENbHON HH(OPMAIIHH;

0) co3maresnb TIOKyMEHTAa;

B) CTPYKTYPHOE I10/Ipa3/ieJIeHNe, BHITIOIHSIONMEe (PYHKITUH 1O BEACHUIO JOKYyMEHTOO00POTA.

22. CBOWCTBO IOKYMEHTA MTOATBEPKIATh JAEJIOBYIO EATEIBHOCTh JINOO COOBITHE TUUYHOTO XapaKTepa
— 3TO:

a) IOpUIMYECcKas CUJIa JOKYMEHTa;

0) ropuandecKas 3HaUUMOCTh JIOKYMEHTA;

B) AyTEHTUYHOCTb.

23. TUNOBBIM CPOKOM UCIIOJIHEHUS JOKYMEHTA Ha3bIBaeTCs:

a) CPOK HCITOJIHEHUS IOKYMEHTA COTJIaCHO HOPMaTUBHO-IIPABOBOMY aKTY;

0) CPOK UCIIOJIHEHUS, KOTOPbI YCTAaHOBJICH B OPraHU3allMOHHO-PACIOPSIUTEILHOM JIOKYMEHTE WU B
pe30IIoNHuY;

B) CPOK MCIIOJIHEHMSI, YCTAHOBJICHHBIN CIIOKMBIIMMCS B OpraHU3aLuU 0ObIYaeM.

24. CnpaBOYHUK, COAEP)KALIMNA cBeleHUs 0 GOHIaX apXHUBa U MPEeAHA3HAYECHHBIN JJI1 03HAKOMIICHUS
C X COCTaBOM U COJEPKAHUEM — 3TO:

a) apXUBHBIN ITyTEBOIUTEIIB;

0) apXUBHBIN CIIPABOYHUK; B)

apXUBHBIN yKa3aTellb.

25. YauduuupoBaHHOH GopMON TOKyMEHTA SBISETCA:

a) GopMyIIsIp TOKyMEHTa ONPEAETICHHOTO BU/Ia, KOTOPBIA CONEPKHUT NOCTOSHHYIO YacTh TEKCTa,

0) OyMaXHBI WMIM SJCKTPOHHBIM IIA0JOH C PEKBU3UTAMHU, MO KOTOPHIM OMNpENENSIeTCS aBTOP
o(pHUIIMaNTBHOTO TOKYMEHTA;

B) PEKBU3UT O COTJIACUU OpTraHU3alluHU, KOTOpas HE SIBJISETCS aBTOPOM JIOKYMEHTA, C €r0 COACP KaHUEM.

26. KakoBa 1imMHa caMoil JYIMHHOM CTPOKHU PEKBU3UTA IPU YIII0OBOM PACIOJIOKEHUU PEKBU3UTOB?
a) He 6omee 7,5 cm;

0) He Gostee 12,5 cm;

B) He 6omee 10 cm.

27. PeKBU3UT JOKyMEHTA — 3TO:
a) perUCTPAIlMOHHBIN HOMEP JOKYMEHTa; 0)
2JIEMEHT O(hOpPMIICHUS JOKYMEHTA;



B) CBCACHUA O AAaTC U UCIIOJIHUTCIIC JOKYMCHTA.

28. Bxoasmuii JOKYMEHT MPOXOIUT CIEAYIOLIUE 3Tanbl 00pabOTKH:

a) COMPOBOXKICHKE U IOCTABKA C MOYTHI, IEPBUYHAS 00pabOTKa, PETUCTPALIHS, IIOJATOTOBKA Ha JTOKIIA/,
paccMOTpeHre ¥ O(GOPMIICHHE PE30JIIOIMI, PEerucTpaius pe30JIONHH, TOCTAaHOBKA Ha KOHTPOJb
WCIIOJIHEHHS, OTIIPAaBKa HA HMCIOJHEHUE, MCIOJHEHUE M KOHTPOJb 33 HUM, MPUEM HCIOJIHEHHOIO
JIOKYMEHTa, CHATHE C KOHTPOJIS, TIOMELICHHE HCIOJHEHHOTO AOKYMEHTa B Jello, padoTa ¢ HHM,
TEKYILEE U aPXUBHOE XPaHEHHUE, YHUUTOKEHHUE U CIIMCAHUE;

0) ycTaHOBJIEHHE KOHKPETHOTO ajpecaTa JOKyMEHTa B OpraHU3alliu, PErucTpamus ITOKyMEHTa IO
BXOJAILUM >KypHaJIaM, Iepejaya JTIOKYMEHTa aJpecary, YKa3aHHOMY €ro B TEKCTE€, YCTaHOBIICHUE
CPOKOB MCIIOJIHEHUSI JOKYMEHTA, HCIOJHEHHUE IOKYMEHTa, MPOBEPKA PE3YJIbTaTOB MCIOJHEHUS,
MIOMEILIEHUE JOKYMEHTA B HOMEHKJIATYPHOE JIEJI0 U MOCJIEAYIOIas ¢laya B ApXUB;

B) perucrpamus JOKyMEHTa IO BXOJAIICH KOPPECHOHIEHIUH, Meperada ero PyKOBOAUTENIO s
ONpEAEIICHUS UCTIOJHUTEINS, MEpeaadya JOKYMEHTA HEMOCPEICTBEHHOMY HCIIOJHUTEII0, KOHTPOJIb 32
UCIIOJIHEHUEM  JIOKYMEHTA, HCIOJHEHUE JOKYMEHTa, I[pPHEM  pe3yJbTaTOB  HCIOJIHEHUs
PYKOBOJUTEIIEM, OTMETKA 00 MCIIOJHEHUH B CIICIUATBHOM KypHAJIe, cllada IOKyMEHTA B apXUB.

29. IIpenBapuTenbHBINA TEKCT JOKYMEHTA, KOTOPBIH JINYHO TOTOBUT UCTIOTHUATEIb UITH COUCTIOTHUTEID
JIOKYMEHTa, 3TO:

a) PK3EMIUISIP TOKYMEHTA,

0) MPOEKT TOKYMEHTa;

B) KONHS JOKYMEHTA.

30. Jlemonpou3BOACTBO — 3TO:

a) JICATEIIBHOCTh TI0 JTIOKYMEHTHPOBAHHUIO, JOKYMEHTOOOOPOTY, ONEPATHBHOMY XPAaHCHUIO WU
UCIIOJIb30BaHUIO JOKYMEHTOB;

0) mporeaypa co3gaHus, THPAKUPOBAHUS U PETUCTPAIIUU BXOISIICH U UCXOASIICH TOKyMEHTalUN
OpraHu3alluy,

B) HETMIOCPEJCTBEHHOE CO3/IaHKE O(DUIIHAIEHBIX TOKYMEHTOB Ha TPEANIPUSTHH.

9TaJIOHLI OTBETOB:
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
a a a B 0 a a o 0 a a 0 B a 0
16 17 18 19 |20 |21 22 |23 24 |25 |26 |27 |28 |29 30
0 0 a 0 a a 0 a a a a 0 a 0 a

2. TunoBble 3aJaHUA 1JIS IPOBEIeHU S MPAKTUHYECKON KBAJIN(PUKANMOHHOKH PadoThI
1 CoctaButh U 0pOPMHUTH B COOTBETCTBUH C MPABHJIAMH JICIONPOU3BOJICTBA H PEUEBOTO STHUKETA B
nporpamme Microsoft Word undopmanronnoe nucsMo.
2 CocTaBuTh U OPOPMHUTH B COOTBETCTBUU C MPABHIIAMH JICTONPON3BOJICTBA M PEUEBOTO STHUKETA B
nporpamme Microsoft Word rapanTuiiHoe nucbMo 00 OruiaTe IEHEKHBIX CPEIICTB JI0 KOHIIA TEKYIIETO
kBaprana ot umenu YIIOVY VII «Ontumuct» Ha cymmy 3agomkeHHocTd 1000=00 (Onxna Thicaua
pyouieit).
3 CoctaButh U 0)OPMHUTH B COOTBETCTBHH C MPAaBHJIAMH JICIIOTIPOU3BOJICTBA U PEUEBOTO ITHKETA B
nporpamme Microsoft Word muceMo-pekiamanuio o nocraBke «bymaru oucHoOW» B KOJIHYECTBE 5
KOpOOOK HEHAJIS)KAIIETO Ka4eCTBa.
4 CocrtaBuTh U OOPMHTH B COOTBETCTBUHU C IPABUIIAMH JCIONPOU3BOJICTBA U PEYCBOTO ITHUKETA B
nporpamme Microsoft Word peknamHoe mmceMo 00 oOpaszoBatenbHbix ycimyrax YIIOY VI
«OnTumucT.
5 CoctaButh U 0)OPMUTH B COOTBETCTBHH C MPAaBHJIAMH JICIIOTIPOU3BOJICTBA U PEUEBOTO ITHKETA B
nporpamme Microsoft Word conpoBoanuTenbHOE MUCHMO K TTAKETY JJOKYMEHTOB, MTPUKJIIAIbIBAEMBIX IS
OTITPABKH ITOYTOBBIM COOOIIICHUEM.



6 CocraBuTh U OPOPMUTH B COOTBETCTBUU C IMpPaBHJIaMHU JIEJIONPOU3BOJICTBA U PEYEBOr0 ITUKETA B
nporpamme Microsoft Word nmucemo-3amnpoc «O mpenocTaBieHuy HHPOPMAITUN.

7 CoctaBuTh U OPOPMUTH B COOTBETCTBUU C IMPaBHJIAMHU JIEJIONPOU3BOJICTBA U PEYEBOTO ITUKETA B
nporpamme Microsoft Word nucbMo-nioaTBEpKICHUE TAPTHEDPY.

8 CoctraBuTh U 0OPMUTH B COOTBETCTBUU C MPaBUJIAMH JIEJIONPOU3BOJICTBA U PEUYEBOrO ITUKETA B
nporpamme Microsoft Word nmuceMo-nipuriiamenue HakopropatuBHoe coobiTue B OO0 «Me30HuH 1
K».

9 CocraButh U 0)OPMHUTH B COOTBETCTBHH C MPABUJIAMH JICIONPOU3BOJICTBA U PEUEBOTO ITHKETA B
nporpamme Microsoft Word nucemo-HanoMuHaHue.
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