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OBILIHE ITOJIOKEHUA

OcHoBHast ~ mporpamma  Npo¢decCHOHAIBHOTO  OOy4eHHs —  mporpamma
npo(hecCHOHANBPHOM MOATOTOBKM MO TMpodeccusM padouux, JODKHOCTSIM CIyXKallux
«CekpeTapp-aIMUHUCTPATOP» pa3paboTaHa B COOTBETCTBUHU C TPEOOBAHHUSIMH CIEAYIOIIUX
HOPMATHBHO-TEXHUYECKUX JOKYMECHTOB:

- @epepanbHoro 3akoHa ot 29.12.2012r. Ne273-®3 «0O06 oOpa3oBaHuu B
Poccuniickon @enepannn»;

- Ilpuka3z MunucrepctBa npocsemenuss PO or 26 asrycra 2020r. Ne 438 «O0
YTBEPKJICHUU TOPSAKA OpraHu3alii U OCYIIECTBICHUSI 00pa30BaTeIbHON JEATEIbHOCTU
M0 OCHOBHBIM MporpaMmam NpohecCuOHaIBLHOTO O0yUECHUS»;

- [Ipukaza MunucrepctBa npocseiieHuss PO ot 14 urona 2023 roga Ne 534 «O6
yrBepxkaenun llepeunss mpodeccuit paboymx, MOJDKHOCTEH CIIyXalluX, MO KOTOPHIM
OCYIIECTBIIsIETCS MPOPECCUOHATIBHOE 00yUEHUEY;

- [Ipukaz MunucrtepcTBa Tpyaa U counanbHoi 3amuThl PO ot 15 utons 2020 r. Ne
333 «O6  ytBepxkAeHUU MNpodecCHOHAIBHOrO  cTaHjgapta «Croenuanuct 1o
OpPraHu3alMOHHOMY U JOKYMEHTAIIMOHHOMY OOECIICUCHUIO YIIPABJICHUS OPraHU3aINEi».

[IpodeccuonanbHOE oOydeHue OCYILECTBIISIETCS B OpraHu3aIusx,
OCYLIECTBIISIOIINX 00pa30BaTENIbHYIO NEATEIbHOCTh, B TOM YHUCJE B YYEOHBIX LIEHTpax
npoecCHOHaNbHON KBaIM(PUKAUMM M Ha TNPOU3BOJACTBE, a Takke B (opme
caMooOpa3oBaHusd. Y4eOHble UEHTPhl MPOPECCHOHATBHON KBAIM(PHUKAUUKA MOTYT
CO37aBaThCd B PA3JMYHBIX OPTAHHW3AIMOHHO-TIPABOBBIX (opMax IOPUAUICCKUX JIUII,
MPEAYCMOTPEHHBIX TPAKIAHCKUM 3aKOHOJATENIbCTBOM, WJIM B Kaue€CTBE CTPYKTYPHBIX
no/ipa3/iefieHui I0OPUINIECKUX JIUII.

®opMbl 00y4YeHHSI O OCHOBHBIM TIpOrpamMmaM Mpo(ecCHOHATBHOTO O0y4YeHUs
OTIPENIEISIOTCS  OpraHU3alllei, OCYIIECTBISIIONIEH 00pa30BaTEebHYI0 JCSTEIHHOCTD,
CaMOCTOSITEJIBHO, €CJIM HMHO€ HE YCTAHOBJICHO 3aKOHOJATEIbCTBOM Poccuiickon
denepanum.

ConepxaHue M MPOIOJIKUTENBHOCTh MPOQPECCHOHATIBHOIO OOYYEHHS MO KaxKIOu
npodeccun paboyero, JTOJKHOCTH CIIyXKallero ONpeAessieTcsi KOHKPETHON MporpaMMon
npoeCCUOHAIBHOTO O00y4YeHHMs, pa3padaThiBa€MON U YTBEPXKAAEMON OpraHu3aiue,
OCYLIECTBISIOIIEH 00pa3oBaTEIbHYIO AEATEIbHOCTb, Ha OCHOBE NPO(ecCHOHATBHBIX
CTaHJapTOB (NIPU HAJIMYKMK) WJIK YCTAHOBJICHHBIX KBaIU(UKAIMOHHBIX TPeOOBaHUI, €CIIH
MHOE HE YCTAaHOBJICHO 3aKOHOAAaTeNbCTBOM Poccuiickonn denepanuu.

Cpoky Hayajna ¥ OKOHYAHHUS MPO(PECCHOHATBHOTO OOYYEHUs OIpPEAENSIIOTCS B
COOTBETCTBMM C  y4yeOHBIM  TUTAHOM  KOHKPETHOW  OCHOBHOM  TIPOTpaMMBbl
npodeccuoHanbHOTO 00y4YCHHUS.

OOpazoBaTenbHas NEATEILHOCTh MO0 OCHOBHBIM MpOorpamMmam MnpodecCHOHATBHOTO
0oOy4eHHs OpraHU3yeTCsi B COOTBETCTBHU C PACIHCAHHEM, KOTOPOE OMpEIemseTcs
OpraHu3aIMeN, OCYIIECTBISIONICH 00pa30BaTEIbHYIO EATEILHOCTD.

[IpodeccuonanbHoe oOyueHHe Ha TPOW3BOACTBE OCYIIECTBIACTCS B TIpeaeax
pabouero BpeMEHM OO0Yy4arollerocss MO COOTBETCTBYIOIIMM OCHOBHBIM MpOrpaMmam
po¢eCCUOHAIEHOTO 00Yy4EeHUSI.



4

[IpodeccuonanbHoe oOydeHHE MO HMHIMWBHAYyAJIbHOMY y4yeOHOMY IUJIaHy, B TOM
YHClie YCKOPEHHOE 00yUYeHue, B Mpejenax 0CBauBaeMoi MporpaMMbl TPo(PecCHOHATEHOTO
00y4eHHSI OCYIIECTBIIACTCS B TIOPSAIKE, YCTAHOBJICHHOM JIOKAJIBHBIMA HOPMATHBHBIMU
aKTaMH OpTaHMW3aIlM{, OCYIIECTBISIONMEH O00pa30BaTENbHYIO JESITEIbHOCTh. [lpu
MPOXOXKJICHUN TMPOGECCHOHATHPHOTO OOyYEeHHUSI B COOTBETCTBHH C WHIWBUIYAIbHBIM
y4€OHBIM TUIAHOM €ro MPOAOJIKUTEIBHOCTh MOKET OBITh H3MEHEHA OpraHu3alueH,
OCYIIECTBISIONMEH O00pa30BaTENbHYIO JCSITEIBHOCTh, C YYETOM OCOOCHHOCTEH U
00pa3oBaTeNbHBIX MOTPEOHOCTEN KOHKPETHOTO 00YYarOIIETOCs.

Peanu3anusi OCHOBHBIX ITpOTpaMM MpodheCCUOHAIBHOTO 00YUYEHHUSI COMTPOBOXKIACTCS
IIPOBEICHUEM MPOMEKYTOUHOM arrecTtanuu oOydaromuxcs. DopMbl, TEPUOJUYHOCTh U
MOPSJIOK TIPOBEJICHUS TPOMEKYTOUYHOM aTTecTald OO0y4YaloIMXCs YCTaHABJIMBAIOTCSA
OpraHu3alMen, OCyIEeCTRISIONIEH 00pa30BaTEebHYIO IEATEbHOCTh, CAMOCTOSTEIBHO.

[IpodeccuonanbHoe 00y4deHUE 3aBepIIaeTCd MTOrOBOWM arrectanuei B (dopme
KBTM(PUKAIIMOHHOTO PK3aMeHa.

KBanudukaoHHbI 3K3aMEH TPOBOJUTCS OpraHU3AlME, OCYIIECTBISIONICH
00pa3oBaTeNbHYIO ACATEIBHOCTD, JJIS OMPEACIICHUS] COOTBETCTBUS MOJYYECHHBIX 3HAHUM,
YMEHUH U HABBIKOB MPOTpaMMe MPO(ECCHOHATBHOTO OOYUYEeHHsI U YCTAHOBJICHUS HA 3TOU
OCHOBE JIMIIAM, TPOIICAIIUM TpodeccuoHalbHOe O0ydeHue, KBaTu(DUKAIIMOHHBIX
pa3psA0oB, KJIAcCOB, KaTEropuid MO COOTBETCTBYIOIIMM MpodeccusiM padoyux,
JOJDKHOCTSIM CITY>KaluX (IpY HAJTMYUHU TaKUX Pa3psiioB, KIacCOB, KATETOPUH).

®opmbl  TIPOBEJEHUS  KBATM(PUKAIMOHHOTO  JK3aMEHa  yCTaHABIIUBAIOTCS
OpraHu3alueu, OCyIeCTRIAIONIEH 00pa30BaTEIbHYIO IEITEIHHOCTD.

JIuro, ycnemHo ciapiiee KBaTM(PUKAIMOHHBIN SK3aMEeH, MOoJydyaeT KBATU(PUKAIIUIO
no mnpodeccun padboyero, AOTKHOCTH CIYXKalIero ¢ MPUCBOCHUEM (MpU HATUYUH)
KBAIM(PUKAIIMOHHOTO pa3psjia, Kjiacca, KaTeropuu Mo pe3ysibTaraMm MpodecCHOHATBEHOTO
0o0y4eHHs, YTO TOJATBEPKAACTCS JOKYMEHTOM O KBau(uKaiuu (CBUAECTEIHCTBOM O
npodeccun pabodero, JOJHKHOCTH CITYKAIIero).

Kpanudukanms, ykaspiBaeMas B CBUICTEIbLCTBE O Tnpodeccun pabdodero,
JTOJDKHOCTH  CITY’KaIllero, JaeT ero o0JaJaTeNiio MpaBO 3aHUMAThCS OMNpeeeHHON
npoeCCUOHANIBHON IESTEILHOCTHIO WJIU BBINOJHATH KOHKPETHBIE TPYAOBBIC (YHKIIUH,
JJII KOTOPBIX B YCTAHOBJIEHHOM 3aKOHOIATENbCTBOM Poccuiickon depepanuu mnopsake
OTIpe/ieNICHbl 00s13aTeNIbHbIe TPEOOBAaHUS K HAIMYMIO KBAIM(UKAIMU TIO pe3yJibTaram
npoeCCUOHAIBHOTO O0YYEeHHUs, €CJIM HHOE€ HE YCTAHOBJICHO 3aKOHOJAaTEIbCTBOM
Poccuiickoit @enepanum.

Opranuzaiuu, OCYILIECTRIISIOIINE 00pazoBaTeILHYIO NeSATEeIbHOCTD,
CaMOCTOSITEJIbHO YCTaHABJIMBAIOT 00pa3Ilbl BHIJABAEMOI0 CBHJIETEILCTBA O Mpodeccuu
pabouero, AOHKHOCTU CIYXKAIEro, U ONPEACNISIIOT TMOPSAI0K WX 3aMOJIHCHUS W BBIJAYH.
[Ipu ompeneneHun mopsiaKa 3aMOJIHEHHSI, yUeTa M BbIJA4d CBUJIETEIHCTBA O Mpodeccuu
pabouero, JOMKHOCTH CIYXKalllero B HEM TakXke MPeIyCMaTPUBACTCS TMOPSIOK
3aroJTHEHUs, yueTa U BbIIaun AyOIrKaTa yKa3aHHOTO CBUICTEIILCTBA.

Jluam, He OpPOLIEAIIMM WTOTOBOW AaTTECTAMU WM TNOJYYHUBIIMM Ha HUTOTOBOU
aTTeCTallUM HEYJOBJICTBOPUTEIIbHBIC PE3YJbTAThl, a TAKXKe JIMIIAM, OCBOUBIIMM 4YacCTh
OCHOBHOM MporpamMmbl Mpo(heCCHOHAIBHOTO OO0y4eHuss W (Wu) OTYUCICHHBIM U3
OpraHu3aliu, OCYIIECTRIISIONICH 00pa30BaTEIbHYIO JIESITEIBLHOCTh, BBIIACTCS CIIpaBKa 00



o0y4yeHUM WiId O nepuoje oOydeHus mo oOpasily, CaMOCTOSTEIbHO YCTAaHABIMBAEMOMY
OpraHu3alKen, OCyIIeCTBISIONIEH 00pa30BaTENbHYIO IEATENIbHOCTb.

Hea» ocHOBHOM mporpaMmbl NPo¢ecCHOHAIBHOIO O0y4YeHHMsl — IPOrPaMMBbI
npo(hecCHOHANBPHOM TOATOTOBKM MO TMpodeccusM paboyuX, MOIDKHOCTAM CIIY>KaIluX
«CekpeTapp-aIMUHUCTPATOP» — (POPMHUPOBAHUE Y OOYyYarOMMXCs MPOPECCHOHATBHBIX
3HAHWM, YMEHUN U HABBIKOB IO TPO(ECCHH.

OcHoBHast  1edb  BUAA  MPO(ECCHOHATBHOM  MEATENBHOCTH.  pean3alius
obOecrieunBarOmMX  (QYHKIMIA  yNpaBieHHWs  OpraHU3aleil; BHEAPEHHE  JIyYIIUX
TEXHUYECKUX pPa3pabOTOK U HOBEHIIMX TEXHOJOTHMM B oOecreueHue yHpaBICHUS
OpraHU3aIEH.

3agaum mporpamMMmspl: (POPMHUPOBAHME KOMIUIEKCHOTO TIOJIXOJla K BOIPOCaM
opraHuzanuu  0o0y4deHuss 10 Tmpodeccun  paboyero  CeKpeTapb-aIMUHUCTPATODP,
IUTAHUPOBaHUs OOYyYEHHUsI C MPUMEHEHHEM TEXHUYECKHX CpPEACTB, IpUeMaM OOydyeHUs B
peanbHBIX yCIOBUAX, HA IPOU3BOJICTBE.

OOpazoBarenbHasl I€ATEIbHOCTh [0 IPOrpaMMe OpraHU3yeTCs B COOTBETCTBUM C
y4€OHBIM TUIAHOM, KaJIEHJAPHBIM IPa(UKOM U PACTIHCAHUEM.

IIporpamma mpeacrabjisier €000l KOMIUIEKC OCHOBHBIX  XapaKTEPUCTHUK
oOpa3zoBanus: O00BEM, CcOAEp)KaHUE, IUIAHHPYEMBIE PE3YNbTaThl, OPraHU3alUOHHO-
NeJaroruyeckue yciioBus, (OpMbl MTOrOBOM aTTecTallMM M MPEJCTaBiI€HAa B BHJIE:
y4eOHOro  IUIaHa,  KaJeHJAapHOro  ydyeOHOro  rpaduka  TEOpPETUYECKOrOo U
IPOU3BOJACTBEHHOr0  OOy4YeHHs, padouyux MporpamMMm, OLIEHOYHBIX MaTepHaloB,
METOMYECKIX MATEPUATIOB.

O0bém ocBoenus mnporpammbl coctaBiasieT 190 y4yeOHBIX YacoB, BKIIIOYACT
TEOPETUUECKOE U MPAKTUYECKOE 00YUEHHE, UTOTOBYIO aTTECTALIMIO.

Coaep:xaHue nporpaMMbl JOJDKHO CHCTEMAaTHYECKH JOIOJIHATHCS MaTE€pHaJIOM O
HOBBIX TE€XHOJOTMYECKHX Tpolleccax U 0O0OpPYIAOBAHUU, O JOCTHXKCHUSAX, BHEIPEHHBIX B
OTEUECTBEHHOW MJIN 3apyO0eKHOM MpaKTHKE.

Teopetnueckue 3aHATHS - O0OydYaroIIMECSd M3y4alOT TEOPETUYECKUE OCHOBHI,
YCTaHOBJICHHbIE KBATU(PUKALMOHHBIMU TPeOOBaHUAMHU JTaHHOM padoueil mpodeccumu.
[IpakTuueckue  3aHATHSA - dbopMHpOBaHHWE  MPAKTUYECKUX  yYMEHUH

po(ecCUOHANBHBIX (BBIMOJHTH ONPEACIEHHbIE NEHCTBUS, ONEpalii, HEOOXOIUMBbIE B
NOCJIEYIOIIEM B TPO(EeCCHOHANIbHOM ESITeIbHOCTH) TaHHOM padoueil mpodeccuu.

JIns Bcex BHUAOB AayJWUTOPHBIX 3aHATUN aKAJAEMHUYECKMM Yac YCTAHABIMBAETCS
IIPOIOJKUTEIBHOCTHIO 45 MUHYT.

Pe:xxum npoBeaeHusi 3aHATHH He Oosiee 8 yacoB B CyTKU. OOIIUNA CPOK OCBOCHHUS
[TporpaMMsbl coriacoBbIBaeTCsl ¢ 3aKa3uMKOM MHAMBHAyalibHO. Pacrucanue u y4eOHBbIi
rpauK COCTABISIOTCS C yU€TOM 0COOEHHOCTEH 3aKka3zumnka.

dopma peaqu3anMu NPOrpamMMbl — 3a04Has (MCKIIFOUUTEIBHO C MPUMEHEHHEM
JTUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHUH).

C yderoM o0coOEHHOCTE M 00pa3oBaTENbHBIX MOTPEOHOCTEH KOHKPETHOIO
oOyudaromierocsi (ciayuiatesnsi), B COOTBETCTBUM CO CHEUU(UKOW M BO3MOKHOCTSIMHU
00pa3oBaTeNbHON OpraHu3alii, HAa OCHOBaHUM JEHCTBYIOLIErO 3aKoHoAareNnbcTBa PO u
JIOKaJbHBIX aKTOB 00pa30BaTENbHON OpraHU3allM, JJi1 OTAEIBHOr0 OOy4aromIerocs Wiu
rpynmnbsl 00y4arolmuxcsi MOXKET ObITh OpPraHM30BaHO OOy4Y€HHWE O WHIUBUIYAIbHOMY



yu4eOHOMY TUTaHy, B TOM YHMCJIE MPEAyCMaTPUBAIOIIEMY YCKOPEHHOE OOydeHHEe B paMKax
OCBaMBaeMOM TIPOTPAMMBI.

K ocBoennio mporpamMmsbl JOMyCKAaIOTCsl JIMIa He MoJIoke 18 JeT, paHee He
uMeBIe npodeccur padouero WM JOJKHOCTH CIYXAalllero, pPa3Iu4YHOro BO3pacTa
npo(heCCHOHATLHOW KOMITETCHIIMM, B TOM 4HCIE i1 pabOoThl C KOHKPETHBIM
00opy/I0BaHUEM, TEXHOJIOTHSIMH, anmapaTHO-IPOrPAMMHBIMHU 1 UHBIMH
po(heCCHOHATILHBIMUA CPEJICTBAMH, IOJIyYCHHUE YKa3aHHBIMHU JIMIIAMU KBaTH(PHUKAIIAU IO
npodeccun paboyero, MODKHOCTH CHYKalero W MPUCBOCHHUE UM (TIpU HAJTMYWHN)
KBATM(PUKAIMOHHBIX Pa3psiioB, KIACCOB, Karteropwii mo mpodeccuu paboyero wiu
JOJHKHOCTH CITy’Kariero 06e3 N3MEHEHUs YPOBHS 00pa30BaHMsI.

IINTAHUPYEMBIE PE3YJIBTATDBI

[Inanupyemble pesynbrathl 00ydeHust mo I[Iporpamme chopMupoBaHBI C yueToM
TpeOOBaHUI1 HOPMATUBHBIX JOKYMEHTOB.

XapakTepucTHKA KBAJIH(PUKALMH.

Opranu3annoHHOe obecreueHue e TeIbHOCTU OpraHu3altu.

YpoBeHb kBampukanuu — 3.

Bo3MokHbIE HAMMEHOBAHUS CekpeTapb-aIMUHUCTPATOP
JOJDKHOCTEH, Tpodeccuit

TpeboBanus kK 00pa30BaHHIO U Cpennee obmiee oOpa3oBaHHe

00yueHu1o [TpodeccuonanbHoe 00ydeHHe - TporpamMmbl IPodheccuoHANBHOM
MOJITOTOBKH IO JIOJDKHOCTSIM CITYXKAIllUX, IPOTPaMMBI
MEPENOrOTOBKH CITYKAIIUX, TPOrPaMMBI TIOBBIIICHUS

KB (PUKAIIMA CITYKAIIAX

TpeboBaHus K ONBITY -
MPAKTUYECKON pabOThI

Oco0ble yCIIOBUS IOMTYCKa K -
pabore

[pyrue xapakTepuCTUKH -

JlonosnHuTENBHBIE XapaAKTEPUCTUKH

HaumenoBanue nokymenra Kon HanmenoBanwue 06a30B0ii TPYIIIIbI, TOKHOCTH
(mpodeccun) mim cCrienUaIbHOCTH

OK3 4226 Canyxatye B mpueMHoH (o6mero npoduss)

OKIITP <3> 26353 CekpeTapb-MalIMHACTKA

<3> O0mepoccuiickuii kiaaccupukarop npodeccuit pabouux, JOIHKHOCTEH CIIyKaIIUX U
TapuUPHBIX pa3psAIoB.

Ilepedyensb npogeccHOHANBHBIX KOMIIETEHUUH (TPyA0Bble QyHKINH) —
XapPaAKTEePUCTUKA KOMIICTCHIMH:


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

Komnerenuust (tpynoBast dyukius): 1. Ilpuem u pacnpeneneHue TelnepOHHBIX
3BOHKOB OpraHHU3aIiH

TpynoBble nencTBus [lepenanpanienue TenepOHHBIX 3BOHKOB PYKOBOJICTBY H
COTPYAHHUKAM OPTaHU3aALUU

Peructpanus nocrynaromux Teae@OHHbIX 3BOHKOB
[Tony4yenue HeoOXomMMOM HH(GOPMAITIH U TIepeaava
CaHKIIMOHMPOBAHHON MHGOpPMAIUU MO Tese)oHy

Heobxoaumbie ymenusi | Micnosib30BaTh TEXHUYECKHUE U TIPOTPAMMHBIE CPEJICTBA IS
IIPOBEJICHUSI TOJIOCOBOM UIT BUICO0-KOH(PEPEHI[-CBSI3H
Hcnonb3oBath cpeicTBa KOMMYHUKAIMOHHON OPTTEXHUKH
JUTSI TIOJTy4YeHU U Tiepeaun nHdopmauu

Bectu yueTHbIe peructpaiinoHHbie POPMBI, UCIIOIH30BAThH
uX JiJ1s1 ”HQOPMAIIMOHHON pabOThI

VYcraHaBIuMBaTH KOHTAKT C COOECETHUKOM, TTOAICPKUBATh U
pa3BUBaTh ACJIOBYIO Oeceqy B mpoliecce TeaedhOHHbIX
MIePETOBOPOB

CriaxxuBaTh KOH(M)IUKTHBIC U CIIOKHBIC CUTyaITuu
MEXJIMIHOCTHOTO B3aMMO/ICHCTBHS

CoOmo1ath CIIyKeOHBIN ITUKET

HeoOxonumeble 3HaHuA @yHKIMY, 33]]a4H, CTPYKTypa OpraHu3aluu, €€ CBsI3U
[IpaBuna B3aMMOJEHCTBHS C IAPTHEPAMH, KIIMEHTAMM,
CpeICTBaMHU MacCOBOM MH(POpMAIIH

DTHKa JeI0BOro O0IIEHUs

[IpaBuia peueBoOro sTukera

TpebGoBanus oxpaHsl Tpyia

[IpaBuna 3amuThl KOHPUACHIIMAIBHON CITYXKEOHOM
uH(popMaIuu

Jpyrue xapakTepucTuKu | -

Kommnerenmmst (tpynoBast ¢yskius): 2. Opranuzaius paOOThl C TMOCETUTEISIMU
OpraHu3aIyu

TpynoBeie gencTBUs Bcerpeua nocerureneit, noiyueHue nepBUYHON HHPpOpMaIUu
0 MOCETUTENSIX U MIOMOILb B OPraHU3aluu ux npuema
PYKOBOJUTEIIEM U COTPYIHUKAMHU

Benenue xxypHana 3anmcu noceTuTeNen

VYyet nocerureneit u opopmiieHHe NPOMYCKOB

ConeiicTBrE ONIEPATUBHOMY PACCMOTPEHUIO MPOCKO U
MPEIOKEHUMN TTOCETUTENIEN

[Ipuem u nepenaya JOKYMEHTOB ITIOCETUTENEN PYKOBOACTBY
Y COTPYJHUKAM OpTraHH3alHuH

Opranuzanusi 1 OpOHUPOBAHKE TEPETOBOPHBIX KOMHAT
CepBupoBka yaitHOTO (KO(eHHOT0) CTOJIa B 0hpuce
[IpuroroBneHue HanMTKOB (Yaii, Koe, MPOXTAAUTEITLHBIE
HAIUTKH )




Heob6xonumpie yMeHHs

OO01IaTECS ¢ HOCETUTEISIMHA

Hcnonp30BaTh yCTAaHOBJICHHBIE TIPABUIIA U TTPOTICTYPHI
KOMMYHUKAITIU BHYTPU OpTaHU3AINH

Bectu yuetHbie (hOpMBbI, HCIIONB30BATh UX TSI pAOOTHI
Co3nmaBaTh MOJOKUATEIBHBIN UMUK OpTraHU3AIAH
[TpuHUMATE MEPHI TT0 Pa3PEIICHUIO KOH(GIMKTHBIX CUTYaITui
[TpumensaTs nHPOPMAITMOHHO-KOMMYHHUKAITMOHHBIC
TEXHOJIOTHH

O6ecrieunBaTh KOHPHUACHIIUAIBHOCTh HHGOPMAIUU

Heo0OxomnMeie 3HaHUS

[IpaBuna opranuzanuu mpueMa noceTUTeNeH

[IpaBuna nenoBoro oOUIEeHUs

CtpyKTypa opraHu3aiu 1 pacnpeaesieHne QyHKIHN Mex Ty
CTPYKTYPHBIMU MOJAPA3AECICHUAMY U CIELUATNCTAMU
[IpaBuna opranu3anuu NpueMoB B opuce

[IpaBuna cepBUpOBKHU YailHOTO (KO(EUHOr0) cTOJNIA
[IpaBuna npUroTOBJICHUS U OAAYH FOPAYUX HAITUTKOB U
3aKyCOK K HUM

ITHKA IEJIOBOT0 OOIIEHUS

[IpaBuna peueBoro 3TukeTa

TpeOGoBaHus 0XpaHbl Tpyaa

[IpaBuna 3amuThl KOHPUACHIIMAIBHON CITYKEOHOM
uHbOpMaIuu

Jlpyrue xapakTepucTuKu

Komnerenmust (TpymoBas ¢yHkius): 3. BreionHeHne KOOPAMHHUPYIOMIUX U
obOecneunBaronMX PyHKIMI

TpynoBble nencTBus

Benenue xxypHana pazbe30B paOOTHUKOB OpraHU3aIluu
Koopaunanust paboTel KypbepOB U BOAUTENCH OpraHu3aIuu
Benenue xypHaiia pa3bpe310B KypbepOB OPraHU3alNU U
MapUIpyTOB BOAUTEIEN

CocrapneHnue CrpaBKu O pa3be3ax paOOTHUKOB, KypbepOB
Y MapUIPpyTax BOJAUTENIEH OPraHU3aLUN

Heobxoaumbie ymenus

CocTaBnsTh U BECTH YUETHbIE IOKYMEHTHI

[IpumMeHsTh cpecTBa KOMMYHUKAILIUU JUTS TIEpeIadyn
OpPYYEHUIN PYKOBOJIUTEINS U COTPYTHUKOB OpraHU3aINH
[IpumeHsTH COBpeMEHHBIE CpelicTBa cOopa, 00padOTKH U
nepenayu uHpopmauu

OrneHNBaTh pe3yNbTaThl B paMKax MOCTaBJICHHBIX 3a/1a4
OcCymIecTBIATh KOHTPOJIb UCTIOTHEHUS TOPYyYEHUH
PYKOBOIMTEISI COTPYTHUKAMU

HeoOxonumsle 3HaHUS

[IpaBuia peueBoro sTukera

DTHKa 1eTOBOTO OOIICHUS

TpebGoBanus oxpaHsl Tpyia

[TpaBuna 3anuThl KOHQUACHITMAIBHON CITYKEOHOM




uHpopMaru
CtpyKTypa opraHu3amyy U pacnpeaeneHne GyHKIHNT MeXITy
CTPYKTYPHBIMH MOAPA3ACICHUSIMU M CTICITHATICTAMH

Jpyrue xapakTepuCTuKH | -

OPTAHU3AIIMOHHO-IEJAT'OT'NMYECKHE YCJIOBUA

OO0pa3zoBaTebHBIA MPOIECC OCYHIECTBISETCS HA OCHOBAHWM YYEOHOro IUIaHA U
periaMeHTUPYETCs paClUCAHUEM 3aHSATUHN I KaXKI0M yueOHOUM rpyIIbl.

Pexum 3anaTHH: HEe O0Jee 8 YacOB B JICHb.

MarepuajbHO-TEXHHYECKOe o0ecnedyeHue 00pa3oBaTe/IbHOr0 mpouecca

MarepuajibHO-TEXHU4ECKHE YCIOBHSA:

Teopernueckoe od0yyeHue:

JlanHas yyeOHasi mporpamMma peann3yercsi C IPUMEHEHUEM 3JIEKTPOHHOTO O0y4EHMS,
JUCTAaHIMOHHBIX ~ 00pa30BaTENIbHBIX  TEXHOJOTHUH, KOTOpbIE MO/IPa3yMeBatoT
UCIIOJIb30BAaHUE TAKOr0 peXUMa OOYy4YeHHUs, MpPU KOTOPOM OOYyYarolUHCS OCBauBaET
TEOPETHUYECKYI0 YacTh MPOrpaMMbl CAMOCTOSITEIBHO (YAAJIEHHO) C HCHOJIb30BAaHUEM
AIIEKTPOHHON MH(GOPMAIIMOHHO-00pa30BaTENbHON Cpellbl (CUCTEMBl AUCTAHIIMOHHOIO
o0y4eHus).

KoMMyHHKaMu ¢ mnegarorn4yeckuM paOOTHUKOM OCYILECTBISIOTCS MOCPEACTBOM
yKa3aHHOH cpelibl (CUCTEMBI), a TaKke MH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHBIX CETEH,
o0OecrieuMBarOIUX Iepefadyy MO0 JIMHUSAM CBsI3W MH(OpMalMM M B3aUMOJCICTBHE
o0y4aromuxcs U NeAarornyeckux paboTHUKOB.

DOnexTpoHHas WHGpOpMaIMOHHO-00pa3oBatenbHas cpena (OMOC) BkirovyaeT B ceds
AJIEKTPOHHbIE MH(POPMAIIMOHHBIE PECYpPChl, 3JEKTPOHHBIE 00pa30BaTEIbHBIE PECYPCHI,
COBOKYIHOCTb HH()OPMAIMOHHBIX TEXHOJIOTHH, TEIEKOMMYHUKALIMOHHBIX TEXHOJOTHUM,
COOTBETCTBYIOIIMX TEXHOJOTMYECKUX CPEACTB, KOTOpbIE O0O0ECHeuYnBalOT OCBOEHHUE
TEOPETUYECKON YaCTH MPOTrpaMMbl B MTOJIHOM 00BbEME HE3aBUCUMO OT MECTA HaXOXKICHUS
obyuatromuxcs (nanee - CJ1O).

CHO Bkirouaer B ceOs MOAYJIBHYIO OOBEKTHO-OPUEHTHUPOBAHHYIO JUHAMUYECKYIO
y4eOHYIO0 Cpelly C YYETOM aKTyalbHbIX OOHOBJIEHMH W TMPOTPAMMHBIX JIONOJIHEHHH,
o0ecrneuynBaronlyo pa3padoTKy U KOMIUIEKCHOE HCIOJIb30BaHUE AJIEKTPOHHBIX KYpCOB U
UX JIEMEHTOB.

Hoctyn oOyuarommxcs k CHO ocymecTBisieTcss CpeiAcTBaMU  BCEMUPHOM
KOMITBIOTEpHOU ceTu HHTEepHET B KPYIJIOCYTOYHOM pEXKHUME O€3 BBIXOJHBIX JTHEH.
[TpousBoauTcs aBTOopM3auus ciaymateneid. JlocTynm K JMYHOMY KaOMHETY CilyliaTess —
WHIUBUAYAIbHOE TpUrjameHue ¢ ccbulkoil mma Bxoma B CIIO  ormpasnsercs
COTPYHHKOM 00pa3oBaTeIbHON opraHu3aruu. MopMol IEKTPOHHON HICHTU(HUKAIIUN
ABJIIETCS WHAUMBUAYyallbHOE mnucbMo-mipuriamenue B CJO, ormpaBieHHoe Ha
ANIEKTPOHHYIO TIoUuTy oOyuaroierocs. O0ydaromuiicst MepexoquT Mo CChUIKE U3 MUChMa B
CHO, BBOIUT NEepCOHATBHBIN JJOTUH (JIEKTPOHHYIO MTOYTY) U MAPOJIb.

VYyeOHblli KAOUHET OCHAIIEH HEOOXOJUMBIMU CPEJICTBAMH O0YUYEHHUS:

Mono0610K — 2 1mIT;

[IpunTep — 1 wr;
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Ckanep - 1 wr;

Web-kamepa — 1 mit;

Muxkpodon — 2 mIT;

Haymauku — 2 m;

MynbTUMEIUHHBIA TPOEKTOP U 3KpaH — | mrT;

USB-¢nem-makonuTens — 5 mT;

HNutepuer-poytep — 1 mr.

B COOTBETCTBHM C TPEOOBaHUSAMHU IO 3aKOHOAATENIbHBIM, HOPMAaTHUBHO-IIPABOBBIM
aKTaM.

IIpakTHyeckoe o0yueHue:

Opranuzyercss IMMyTe€M  HEMNOCPEJICTBEHHOTO  BBIMOJHEHUS  OOYYarOIUMHUCS
OTpENEICHHBIX BHAOB paldOT, NPAKTUYECKUX 3allaHUid, CBS3aHHBIX C Oymyuien
1po(heCCUOHATILHON JEeSITENIbHOCTHIO.

Kanposoe obecnieuenne 00pa3oBaTeIbHOIO npouecca

[Ipn peanmusanuu JaHHOM IIporpamMmbl K  IE€JarOTMYECKOM  JEATEIbHOCTH
JOMYCKAalTCA JHla, HMeoUme npodecCUOHAaNbHOE WM BhICIIEE O00pa3oBaHUE,
OTBEYAIOUINE KBATM(UKAMOHHBIM TPEOOBAHMSIM, YKA3aHHBIM B KBAJIM(PUKAIMOHHBIX
CIIpaBOYHHKAX, U (WIH) NPOPECCHOHATBHBIM CTaHAAPTaM, UMEIOIIKE MPOPECCUOHATIBHOE
o0Opa3oBaHue, 00J1a1al0IIe COOTBETCTBYIOIIEH KBATU(UKALIMEN, UMEIOLIUE CTaX padOThI,
HEOOXOJUMBINA 11 OCYIIECTBIICHUS OOpa30BATEIIbHOM JCSATEIBHOCTH IO peaiu3yeMoiu
nporpaMme, B TOM YHCII€ MacTepa MPOU3BOACTBEHHOTO 00ydyeHus. K oOpazoBaTenbHOMY
IpolLeccy MOTyT ObITh MPUBJICYEHBl PYKOBOAUTENIW U PAOOTHUKU MPOPUIBHBIX
opraHuzammii u (WIM) UMEIUe OonbIT paboTel B chepe opraHuzaluu U
JOKYMEHTAMOHHOTO obecnieuyeHus YIPABJICHHUS OpraHU3aALMIMU JTHOOBIX
OpraHU3aI[MOHHO-TIPABOBBIX (OPM.

NUTOTI'OBAA U ITPOMEKYTOYHAA ATTECTALIUA

Peanuzanus nporpaMmmel npogecCuoHaNIbHON MOJATOTOBKH 1O npodeccuu padbodero
«Cekperapb-aIMUHUCTPATOP»  CONPOBOXKAAETCS  NPOBEICHUEM  MPOMEKYTOUHOU
arrecTal  oOyvarommxca. @DPopMbl, MNEPUOAUYHOCTH W  TOPAIOK MPOBEACHUS
MPOMEKYTOUYHOM aTTecTalMd OOy4YaroIIMXCsl YCTAHOBJEHbl YYEOHBIM IUIAHOM, B
COOTBETCTBHUHM C JICUCTBYIOIIMMHA HOPMATUBHBIMHU aKTaMHU.

[TomyuynBLIME HA TPOMEKYTOUHOM aTTECTAI[MU HEYIOBJIETBOPUTEIbHBIE PE3YIbTAThI
710 UTOTOBOM aTTECTAlMU HE IOMYCKAIOTCS.

[IpodeccuonanbHoe 00ydeHHE 3aBEpIIACTCS HMTOTOBOM arrectanuei B (Gopme
KBATM(PUKAIIMOHHOTO DK3aMeHa.

KBanudukanMoHHbI 3K3aMEH MPOBOAMTCS, MJI OINpEACNICHUS COOTBETCTBHUS
NOJyYEHHBIX 3HAHUM, YMEHUIl M HaBBIKOB OCHOBHOH MporpamMme NpoQecCHOHAIbHOIO
oOydyeHus: — mporpamme MpodecCHOHANBHONW TMOJATOTOBKH 10 TpodeccusiMm padboumx,
JOJDKHOCTAM citykamux «Cekperapb-aIMUHUCTPATOP.

KBanugpukanroHHbIN 5K3aMEH HE3aBUCUMO OT BHJIa MPOPECCUOHATBHOTO O0yUEeHHUS
BKJIIOYAET B ce0s MPAKTUUECKYIO KBATU(UKATMOHHYIO padOTy U IPOBEPKY TEOPETUUECKUX
3HaHUH B Mpejenax KBaM(PUKAMOHHBIX TPeOOBaHUH, YKa3aHHBIX B KBAIU(PUKAMOHHBIX
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HK3aMEHa MPUBJICKAIOTCA MPEICTABUTENN paboToaaTesnei, ux 00beJUHECHUM.

KonuuectBOo 4acos,

KOJIMYCCTBY 4aCOB.

YUEBHBIN ILIAH

u () npodecCHOHATBHBIX CTAHIAPTOB MO COOTBETCTBYIOIIUM
npodeccusiMm paboyux, MOJDKHOCTSAM ciykamux. K mpoBeneHHI0 KBaTH(pUKAIMOHHOTO

OTBOJAMMOE HA U3Y4YEHUE OTHAEIBHBIX TEM IPOIPAMMBI,
NOCJIEIOBATENBHOCTh UX H3YYEHUS, B CIy4ae HEOOXOJUMOCTH, Pa3pellaeTcss W3MEHSTh
IIPU YCIIOBUH, YTO MPOTPaMMbl OYyT BBHITIOJHEHBI MOJHOCTHIO TIO COAEPIKAHUIO B 00IIEMY

KoanyecTBo 4acoB

Jl:;zn Pasze/ibl MporpaMMbl Beero B Tom uncie
JI 3 A

1. |Teopermueckoe oOydeHHE 136 132 - 4
2. |Ilpaktudeckoe oOyueHue 46 - 44 2
3. |KoHncynpranus 2 - - -
4. |Hrorosas arrectanus (KanudukamnoHHbIH S5K3aMeH ) 6 - - -

UTOoroO 190 132 44 6

*Coxparenus B Tadmune: JI — nexuuu; I3 — npakTudeckue 3aHITHS;
I1IA - IMPOMCIKYTOYHAA aTTCCTAIlHA.
YYEBHO-TEMATHYECKUM IIJIAH
KoJunuyecTBo 4yacoB
J:;')n HaumeHoBaHue pa3esioB Beero B Tom uncie
JI 3 A
Teopernueckoe o0yueHue 136 132 - 4

1 |Ucropus nenonpousBoacTBa B Poccuu 4 4 - -

3aKkoHOaTEbHBIE H HOPMATHUBHBIC TTPABOBBIC aKThI - -
2 | Poccuiickoii @eneparnuu B chepe 4 4

JTIOKYMEHTAITMOHHOTO 00ECTICYeHHS YIIPaBICHUS
3 | ApxuBOBeICHHE 16 16 - -
4 ABTOMAaTH3aIMs TOKYMEHTAIIMOHHOTO O0eCTIeYeHus! 30 28 - 2

yIpaBJIeHUs] B OpraHu3aluu
5 | BbymaxkHbIl TOKYMEHTOOOOPOT 12 12 - -
6 |DyeKTpOHHBIN JOKYMEHTO000pOT 8 8 - -
7 | JlokyMeHTHpOBaHUE YIPABICHYECKON EATEILHOCTH 8 8 - -
8 CocraBnenue 1 oopMIIeHHE OCHOBHBIX BHJIOB 12 12 - -

JIOKYMEHTOB
9 |TexHonorust paboThI C TIOKYyMEHTaMHU 8 8 - -
10 Opranuzanys KOHTPOJIsSI UCIIOTHEHUs, pOpPMUPOBaHMUS, 8 8 - -

UCIIOJIHEHUS M XpaHEHUS JeT
11 |Dtuka Tpyaa cekperapsi-aIMHUHHCTpAaTOpa 18 16 - 2
12 |TpeGoBaHus OXpaHbI TPyJa 8 8 - -

IIpakTH4eckoe o0yueHune 46 - 44 2
1 |Ilpaktuxym no nporpamme kypca «Cekperapb- 24 - 24 -
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aJIMUHUCTPATOP»

IIpakTHyeckas kBanaudpukannoHHas padora 22 - 20 2
KoHcynpTanum k 3x3aMeny 2 - - -
Hrorosas arrecranus (KpaandpuxanuoHHbiii 6 ) i i
IK3aMEH)

HUTOI'O 190 132 44 6

*CokpaliieHus B Ta0IHIIE:
JI — nexunn; 113 — npaktuueckue 3ausatus; ITA — npoMexyToyHast aTTecTarusl.

KAJIEHIAPHBINA YYEBHBIN I'PAD®UK

Kanennapusiii y4eOHbIN rpaduK ompenenseT KOJIMYECTBO Yy4eOHBIX HEJelb B
COOTBETCTBUM C TPYAOEMKOCTBIO U CPOKOM OCBOEHUS MPOTPAMMBbI, a TaKK€ MOHEAEIbHOE
pacrmpenenieHde y4eOHOM Harpy3ku Ha oOyudaromierocs. JlaTel Havalla M OKOHYAHUS
0oOy4YeHHMs] YCTaHABIMBAIOTCS 10 MeEpe KOMIUICKTallUM TPYNI B TEUEHHUE BCEro
KQJICHIApHOIO roja.

2 Mecsma Bcero
Ne | HaumeHnoBaHue pa3aenoB HEAEIN MecsIa

1 |2 [3 |4 |5 |6 |7 |8
KOJI-BO 9aCOB B HEJICIIIO

Teopernueckoe o0yuenune 40 | 40 | 40 | 16 136

1 | Ucropusa nenonpousBojcrea B Poccun | 4 4

3aKOHO/IATENbHBIE 1 HOPMATHBHbBIE
MpaBoOBbIE€ aKThl Poccuiickoi

2 | ®enepauuu B chepe 4 4
JOKYMEHTAI[MOHHOTO 00eCTIeYeHHUS
yIpaBJICHUS

3 | ApxuBOBeICHHE 16 16
ABTOMaTH3aMA JOKYMEHTAIIHOHHOTO

4 | obecrieueHus ynpaBJIeHUS B 16 | 14 30
OpraHH3aluu

5 | ByMaxxHbIit JOKYyMEHTOOO0POT 12 12

6 | DIeKTpOHHBIH JOKYMEHTOOOOPOT 8 8

7 JIOKyMEHTHUPOBAHKE YIIPABICHYECKON 6 2 8
JeSTeIbHOCTH

8 Cocranenue u oopmIIeHHE 12 12
OCHOBHBIX BUJIOB JOKYMEHTOB

9 | TexHomorusi pabOTHI ¢ JOKYMEHTaMH 8 8
Opranusanyst KOHTPOJISI UCTIOHEHNS,

10 | dopmupoBaHUsI, HCTIOTTHEHUS U 8 8
XpaHEHHUsI JeTT

11 DTHUKa TpyAa cekperapsi- 10 | 8 18
aIMUHHCTpATOpa

12 | TpeGoBanus OXpaHbI TPyAA 8 8

IIpakTnyeckoe odyueHue 24 | 22 46
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[IpakTukyMm Mo nmporpamme Kypca
1 24 24
«CekpeTapb-aIMUHUCTPATOP
IIpakTuyeckas 22 29
KBAJIM(UKANMOHHAs padoTa
KoHcynbTanuu k sk3ameny 2 2
Hrorosas arrecTanus
. 6 6
(KBasmpukanuOHHBIN IK3aMeH)
UTOro 40 | 40 | 40 | 40 | 30 190
PABOYAS ITPOI'PAMMA.
COJIEP’)KAHUE PA3JIEJIOB
Teopernueckoe o0yuenmne
1. UcTopus nesonpousBoacTsa B Poccun
3ap0>KIICHI/Ie ACTIOIIPON3BOACTBA B APCBHCPYCCKOM I'OCyaAapCTBC.
HOpCBOJ’IIOHI/IOHHOG OTCUCCTBCHHOC ACITOIIPON3BOJACTBO. HpI/IKaSHOG
ACJIOIIPOU3BOACTBO. Konnexckoe ACJIOIIPOU3BOACTBO. HcnionaurtensHOE

ACJIOIIPOU3BOACTBO. I[@JIOHPOI/BBOI[CTBO B COBCTCKYIO JIIOXY.

2. 3akoHoaaTejibHble M HOPMAaTHBHbIe TIpaBoBble aKThl Poccuiickoi
Denepauuu B chepe J1OKYMEHTAIMOHHOI0 o0ecnevyeHsl yIpaBJaeHUs

HopmatuBabie nmokyMeHThl. @DenepaibHble 3aKkOHbl. HopmaTuBHBIE — aKThI
[Ipe3unenta u [IpaButensctBa PO. [JokymMeHThI (enepaibHbIX OpraHOB UCIIOJHUTEIBHOM
Baactu. ' OCThrl.

3. ApxuBOBeJIeHUE

Opranuzaiusi TOKyMEHTOB B Tipenienax ApxuBHoro ¢onna Poccuiickoit @enepanmu
(mepBbiii  ypoBenb). Kmaccudukamms. Cucremarusanusi. ['ocymapcTBeHHass 4acThb
Apxusnoro ¢onma P®. HerocynapctBennas yacts ApxuBHoro ponga P®. Jlemo3utym.

Opranuzaiusi TOKyMEHTOB B Mpe/enax apXuBoB (BTOPOH ypoBeHb). Bunbl paboT 1o
dbongupoBanuto. OmnpeneneHue rpaHull apxuBHoro Qonma. Onpexaenenue G(HOHIOBOM
NPUHAIJIEKHOCTH TOKYMEHTOB.

Opranuszanusi JOKYMEHTOB B IMpejesiax apXuBHOro (oHaa (TpeTHil YpPOBEHB).
OcHOBHBIE KJIacCU(PUKALMOHHBIE TpPHU3HAKU. BTopocTeneHHble Kiaccu(DUKAMOHHbIE
npu3Hakd. OObenMHEHHbI apxXUBHBIA (oHA. DPopMbl KIACCU(PUKALMOHHBIX CXEM.
Crioco0bl opraHu3aluy JOKyMEHTOB apXUBHOTO (OH/A.

KommnekroBanne apxuBoB JokyMeHTamu ApxuBHOro ¢oHma Poccuiickoit
Qenepalui U APYTUMH  apXUBHBIMM JOKyMeHTaMu. [IOHSITHE O KOMIUJIEKTOBAHUMU.
KowmmnekroBanue. Panr apxuBa. Tum apxuBa. Buasl paboT 1O KOMIUIEKTOBAHUIO.
OnpeneneHue  HUCTOYHUKOB  KOMIUIEKTOBaHUs.  OpraHuzamusi  KOMIUIEKTOBAaHMS.
KomriekroBanmue 10KyMEHTaMU POCCUUCKOTO TPOUCXOKIACHUS .

DKcnepTh3a LEHHOCTH JOKyMeHTOB. IloHsTHe 00 »dKcmepTu3e I[EHHOCTH
NOoKymMeHTOB. Kpurepum 3KCIepTH3bl LEHHOCTH JAOKYMEHTOB. OKCIEPTH3a LEHHOCTH
JOKYMEHTOB MO rmnepedyHsM. OTOOp Ha XpaHEHHWE YHUKAIbHBIX U 0C000 IEHHBIX
noKyMeHTOB. OpraHu3aius NpOBEAEHUS HKCIIEPTU3bI IEHHOCTH JOKYMEHTOB.
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[Tonsarue 00 onvcanuu JOKYMCHTOB U JCJI.
Onucu ACJI, NOKYMCHTOB. MCTOI[I/IKa COCTAaBJICHUSI OIMCH M HUTOIOBBIX 3aIlMCEH.
MCTOI[I/IKa COCTaBJICHUA CIIPABOYHOI'O allliapara K OIIMCH.

4. ABToMaTM3alusi JOKYMEHTAIIMOHHOIO o0ecnevyeHUsl YNpPABJEeHUS B
OpraHu3anuu

Bunbl cucteM aBTOMaTu3alu Aenonpon3BoacTea. OcHOBaHUS ISl KjiacCUpUKaIIK
cucteM JnenonpousBojicTBa. Ilo Bo3moxHocTH Hactpoiiku. YUto mnpenocrtaBisier 1C
Hoxymentoobopor 8§ KOPIIL. [lo ob6mactu oxBaTa Y4YacTHUKOB. BHyTpeHHui
nokymeHToo6opoT (CO/I). Buemnuit nokymenroobopor (340). dyukiumonan COM u
210 B 1C:[Hoxkymentoobopor 8. Bxomsmme wu Hcxonsmme (KaHUETSpUs).
OpranuzaimoHHo-pacnopsauTenbibie  1okymMeHTsl  (OPJI). KangpoBble JOKYMEHTHI.
JloroBopHbI€ TOKyMEHTHI. [10 OpraHn3aliMOHHON CUCTEME B3aUMOAECHUCTBHUS COTPYIHUKOB.
Poccuiickas cuctema Aenonpou3BOACTBA. 3apyOeKHBIE CHUCTEMbI JEIOMPOU3BOICTBA.
VYuuepcanpublil 1C:JlokymeHTO000pOoT. PexoMeHaaImm 3KCrnepToB M0 BHIOOPY CUCTEMBI
JEJIOMPOU3BOCTBA.

ABTOMaTH3aIMS JOKYMEHTAIIMOHHOTO 00€CTIeUeHUS YIIPaBICHUS B OpraHU3allii.

Nudopmanusi: CyuiHoCTh U ONIPECICHHE.

[ToHATHS «TOKYMEHT» U «3JIEKTPOHHBIA JJOKYMEHT).

[TonsiTue nHOOPMAITMOHHBIX TEXHOJIOTHH.

NudopmaTuzanmss JOKyMEHTAMOHHOIO OOECIEeUEHHUsl YINPABIEHUS U apXUBHOTO
Jena.

OcHOBHBIE OOBEKTHl W TPUHIMIIBI ABTOMATHU3aLUM Pa0OTBI C JOKYMEHTAMH.
OOBEKTHI aBTOMATU3AIUU PAOOTHI ¢ TIOKYyMeHTaMU. OCHOBHBIE CTaJUHU KU3HEHHOTO 1UKJIa
MOCTYMAOMKUX (BXOAAIMMX) JOKYMEHTOB. OCHOBHBIE CTauM KW3HEHHOTO IIMKJa
OTOpPaBISEMbIX (MCXOASIINX) MOKYMEHTOB. OCHOBHBIE CTaMM KU3HEHHOTO IIMKJIa
BHYTPEHHHUX JOKYMEHTOB. [[pUHIIUITBI aBTOMATH3aUK PAOOTHI C TOKYMEHTAMHU.

OcHOBHBIE (PYHKITUU CUCTEM DJIEKTPOHHOTO JTOKYMEHTO000POTA.

ba3bl naHHBIX W TPUKIAIHOE NporpaMMHOE oOecredeHue. basbl AaHHBIX Kak
CpencTBo xpaHeHus U o0paboTku uHbopmanmu. Knaccudukamus 6a3 nanHbiX. CUCTEMBI
yhnpaBiieHus 0a3aMu TaHHbBIX.

OOmrast  xapakTepUCTHKA  COBPEMEHHBIX  WH(DOPMAIMOHHBIX  TEXHOJOTHUH,
UCIIOJIB3yeMBIX B paboTre ¢ JAOKyMeHTamMH. KoOMIMBIOTEpHBIE TEXHOJOTUM CO3JaHUs
nokyMeHToB. Knaccudukarius mporpaMm NoJiIrOTOBKH IOKYMEHTOB. PeueBbie TEXHOJIOTHUH.
[IpuknagHoe mporpammHoe obecnedueHne. COBpEMEHHBIE YHUBEpPCAIbHBIC MaKEThI
obucHbIX Tporpamm. [IporpamMmHbI€ CpencTBa MOJATOTOBKH TaOJUYHBIX JIOKYMEHTOB.
[Iporpammbl  AeMOHCTpallMOHHOW Tpaduku (mporpamMmbl Ui CO3AAHUSI MPE3CHTALMM).
Bunbl kommbroTepHON Tpadukyd W TPOrpaMMbl CO3/IaHus TpadUUYECKUX H300paKEHUN.
TexHoyoruss CKaHUPOBaHUS U OLIMGPOBLIBAHUS JOKYMEHTOB. [I0TOKOBOE CKaHMpPOBaHUE U

HMITpUX-KOAUpoBaHue. [IporpaMMHbIe CpelCcTBa JJIsi ONTHYUECKOTO PACIO3HABAHHS TEKCTA
(OCR- u ICR-cucremsi).
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CoBpeMeHHbIE TYTH Pa3BUTUA CHCTEMbI JJIEKTPOHHOTO JTOKYMEHTOOOOpOTa W
CHUCTEM aBTOMATU3AlMU apXUBHOIO JIEJIa.

OTe4ecTBEHHBI  PBIHOK  CIIELUAIM3UPOBAHHBIX  IPOrPAMM  ABTOMAaTH3ALMH
JIOKYMEHTAIlMOHHOTO 00ECIIEUEHHUs YIIPABICHUS U apXUBHOT'O Jea.

WHTEpHET-TEXHOJIOTUM B JIOKYMEHTALIUOHHOM OOECIEUEHUH YIPaBICHUS WU
apxuBHOM Jene. [loctpoenne u pyHKIIMOHMpOBaHUEe ceTH MHTepHeT.

Bo3MoxHOE  HCIONB30BaHUE HMHTEPHET-TEXHOJOTMM B JTOKYMEHTAllMOHHOM
oOecrnevyeHn yrpaBieHHs U apXUBHOM JIeJIe.

CpenctBa 3amuThl HHPOpMAIMK B UHPOPMAIIMOHHBIX CUCTEMAaX, UCIMOJIb3YEMBIX B
JOKYMEHTAllMOHHOM OOECIIEUEHUH YIIPaBJICHUS U apXUBHOM JIEJIE.

OcHoBHbIE TpeOOBaHUS M MEpHl MO 3allUTe HHPOPMAINH, IUPKYIUPYIOUEH B
MH(POPMAILIMOHHON CHCTEME.

[IporpaMMHO-TEXHUYECKHE  METOJbl  3alluThl  MHGOpMALMH.  3almura  OT
BpPEIOHOCHBIX IporpamMM. Iyt pacrpocTpaneHus BUPYyCHBIX Yrpo3. BHUIbl BpeTOHOCHOTO
nporpaMMHoro obecneuenus. Ilpusnaku 3apaxkenus. IlpoakTuBHas 3ammuTa OT
BPEJOHOCHBIX MTPOrpamMM. 3aIUTa CUCTEMBI SJIEKTPOHHBIX COOOIICHH.

5. BymakHbIH J0KYMEHT0000pOT

[Tonsitue nokymenta. Krnaccubukanuss gokymeHTOB. @DYHKIUU JTIOKYMEHTA.
OdopmiieHne  JTOKYMEHTOB, PEKBH3UTHI  JIOKYMEHTOB. PEKBH3UTHI  JOKYMEHTA.
Opunnueckas cuna nokymenta. ®akcumuie. HakazaHus 3a NOAAENIKY [TOKYMEHTOB.
Yrpo3sl 6€30macHOCTH  JTOKYMEHTOB. MeToapl 3aluThl  OyMaXKHBIX JIOKYMEHTOB.
Hoxymentoseaenue. [Jokymentoobopot. Ciyx6a JJOVY.

Nuctpykius o penonpousBocTBy. [loncuer oobeMa JoKyMeHTO000pOTA.

6. DJIeKTPOHHBIII T0KYMEHT0000pPOT

Hcropus u onpenenenue. FOpuaudeckas cuia 3J€KTPOHHOIO JTOKyMeHTa. MeToabl
3AIIUTBI AJEKTPOHHOTO JOKYMEHTAa. DJEKTpOoHHas noanuck. IOpuanueckas cuna Oll.
Ataku Ha OII. DnexktpoHHbi g0KyMeHTOO0OOpOT (DJ10). Cuctema 3IEKTPOHHOIO
nokymeHToo6opota. Buast C310. CucreMbl 1eT0NPOU3BOICTBA. DIEKTPOHHBIE apXHUBHI.
Workflow-cucrembr. Kommiuekcuasie wim ECM-cucremsl. Poymuar. Kak mpoucxomut
B3aMMOJICUCTBHE B pOyMHHTE. YTpo3bl uHpopmanmonHoit 6e3zonacHoctn COJ10.
Pazrpannuenue npas nocryna B C3/10.

7. IOKyMeHTHpPOBaHHEe YIIPaBJIeHYECKOM AeATeJTbHOCTH

CocTaB peKBU3UTOB IOKYMEHTOB.

[IpaBuna opopMieHUs: peKBU3UTOB TIOKYMEHTOB.

«I'ep6» (I'ocynapctBennwii repd Poccuiickoit dDepeparuu, repd cyObekTa
Poccuiickoit ®@enepanuu, repd (repaibAUuecKuil 3HAK) MyHUIUMIIAILHOTO 0Opa30BaHuUs)
(pexBu3ut 01).

«OMmbnema» (pexBuzut 02).

«ToBapHblii 3HaK (3HaK oOcmykuBaHus)» (pekBu3uT 03).

«Komx popmer mokymenTay (pexkBusut 04).
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«HaumenoBanue opranuzauumn» (pekBusur 05).
«HanmenoBaHue CTpyKTypHOTro nojapazaeneHus» (pekBusut 06).
«HanMeHoBaHuUEe JOKHOCTH JIMIIAa — aBTOpa AOKyMeHTa» (pexkBu3ut 07).
«CripaBouHbI€ JaHHBIE 00 Opranu3anum» (pekBu3ut 08).
«HaumMenoBanue Buaa 10KyMeHTa» (pekBU3uT 09).

«/lara nokymenta» (pexkBu3ut 10).

«PerucrpaumoHHbIi HOMEP TOKyMEHTa» (peKkBU3HT 11).
«CcplIKa Ha pErUCTPALIMOHHBIN HOMEP U 1aTy JOKYMEHTa» (PEKBU3UT 12).
«MecTo cocTaBieHUs WK U3AaHUS JTOKYMEHTa» (PEeKBU3UT 13).
«I"pud orpaHuveHus 10CTyNna K JOKYMEHTY» (pEKBU3UT 14).
«Anpecat» (pekBU3uT 15).

«I'pud yTBepkIeHUS TOKyMEHTa» (PEKBU3UT 16).

«3aroyIoBOK K TeKCTY» (pekBU3UT 17).

«TexcT nokyMmeHTa» (pekBu3uT 18).

«OTMeTKa 0 MPUIIoKeHU» (PeKBU3UT 19).

«I"pud cornacoBanust JOKyMeHTa» (pekBU3UT 20).

«Buzay» (pexBu3ut 21).

«IToanucey» (pekBU3UT 22).

«OTMeTKa 00 PNEKTPOHHON MOANUCH (PEKBUBUT 23).

«ITeyaTp» (pexBU3UT 24).

«OtMmeTka 00 ucnosHuTeNe» (PEKBU3UT 25).

«OTMeTKa 0 3aBEepEHHUH KOMUW» (PEKBU3UT 26).

«OTMeTKa 0 MOCTYTUICHUH IOKYMEHTa» (PEKBU3UT 27).
«Pe3omronus» (pekBU3UT 28).

«OTMeTKa 0 KOHTPOoJIe» (PEKBU3UT 29).

«OTMeTKa 0 HampaBJICHUU TOKyMEHTA B Aesi0» (pekBu3uT 30).
TpeboBanus k 6J1aHKaM TOKYMEHTOB.

8. CocrasJiieHue 1 oopMJIeHHe OCHOBHBIX BHI0B IOKYMEHTOB

Opranuzanmonssie 10KyMeHTHI. [Tonoxenue. [IpaBuna. MHCcTpyKUHS.

PacniopsimurensHbie nokyMeHThl. Pacniopsikenue. [Ipukas. Pemenue.

NudopmanimoHHo-cripaBOYHbIE JOKYMEHTBI. AKT. 3asBiieHue. 3anucku. CiryxeOHble
nucbma. [ToBectka aus. [Ipotokon. CrpaBka.

9. TexHoJiorusi paGéoThI ¢ JOKYMEHTAMU

Opranmzarusi  1oKymMmeHToOOOpoTa. Opranmzamusi pabOTBl €  BXOJSIIUMH
nokymeHTamu. Opranuzamnus paOoThl € HUCXOIANIUMHU JOKyMeHTamu. OpraHuzamus
paboThl ¢ BHYTpEHHUMU JOKyMeHTamMu. Opranuzamusi paboThl C OOpalIeHUsIMU TPaXKIaH.
OOmue mpaBujia perucTpanuu JOKYMEHTOB. Perucrparus JOKYMEHTOB B OpraHH3allvU.
Texnonorus perucrparuu hakcorpamm. KoHTPOIb UCTIOJTHEHUS TOKYMEHTOB.

10. OpraHuzanusi KOHTPOJSI MCHOJHEHHUS, (POPMUPOBAHMS, UCIHOJHEHUS H
XpaHeHMs el
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CocraBnenue HoMeHKIaTypsl aen. opmuposanue nen. [lopsaok obopmieHus ned.
[IpoBeneHne 3KCnEepTU3bl NEHHOCTH JNOKyMeHTa. IloaroroBka u nepemada JOKyMEHTOB B
apxuB. M3roroBneHue CIpaBOK M KONHKW JOKYMEHTOB. JIOKyMEHTBI OTPaHMYEHHOTO
JOCTyIa.

11. DTuka Tpyaa 1eJ0npou3BOANTENS

Otuker JenoBoro denoBeka. Mmumk aenonpousBoautens. TpeboBaHus K
BHemHeMy Buay. KynbTypa nenoBoro oOmieHus. JlenoBol NPOTOKOI U CpPeACTBa
KOMMYHHKAIIMOHHOTrO oOuieHus. BusutHas xkaprouka. @Paxc. JlenmoBas Oecema 1o
tenedony. Ilpezenranus. JlenmoBoe MUCBMO B YCIOBHUSX YHU(HUKALUU U TPaBUIA €0
coctaBiieHusl. TekcToBble OOOpPOTHI AenoBOro mnucbma. OcoOEHHOCTH OdopMIIeHUS
OTJENbHBIX BHUJOB MHUCEM. AKTyalM3alusl COLHUAIBbHON MOTPEOHOCTH B MOBBILICHUU
KYJbTYPBI JIEJIOBOr0 MOBEICHUS PAOOTHUKOB Cepbl YIPABICHHUS.

OTHUKET B CIYXEOHBIX OTHOLICHHUSX. B3aMMOOTHOLIEHHS C€ PYKOBOJUTEIEM.
VperynupoBanue koHpaukTa. Ctpecc. AHTUCTPECCOBOE PYKOBOJACTBO. AHTHUCTPECCOBOE
noaunHeHre. TeXHOIOTus U TUKET JEJIOBBIX CUTYallUH.

[InanupoBanue BpeMeHH pykoBoauTens. IlnmaHupoBaHue coOCTBEHHOro padoyvero
BpeMeHU. TUNOBOM KOJIEKC 3TUKH U CIIy>KEOHOTO MOBEICHUS.

12. TpeboBaHusi OXpaHbl TPy/AA

OcHoBbl oxpaHnbl Tpyaa B Poccuiickorn @enepanri. OCHOBHBIE MOHSTHUS OXPAHBI
Tpyaa. HopMaTuBHO-1IpaBOBbIE OCHOBBI OXpaHbl Tpyda. OOecrnieueHue npaB paOOTHUKOB
Ha OXpaHy Tpyna. ['ocynapcTBEHHBIH KOHTPOJIb U HAA30p 3a COOJIIOJEHUEM TPYI0BOTO
3aKkoHoJaTenbcTBa. ColuanbHOE MAPTHEPCTBO B cpepe Tpyaa.

Cucrema ynpaBieHHs OXpaHOM Tpylda B opraHuszauuu. Cucrema yIpaBieHUS
oxpaHoil Tpyaa. Obecneyenure (HyHKIIMOHUPOBAHUSI CUCTEMbI YIIPaBJICHUSI OXpaHOH Tpyaa
B OpraHu3anuu. YmpasieHue JokymeHTamu. MudopmupoBanre pabOTHUKOB 00 yCIOBUAX
u oxpane Tpyaa. [loaroroBka pabOTHHKOB MO OXpaHe TPya.

WHucTpyKkuus no oxpaHe Tpyja Ajis AenonpousBoantens. TexHuka 6e301macHOCTH.

IIpakTnueckoe 00yueHune

IIpakTukym no nporpamme Kypca «Cekperapb-aAMHHUCTPATOP»

* 03HaKOMJICHHE C JOKHOCTHBIMU OOS3aHHOCTSIMH CEKpeTaps;

* obecrnieueHre MPaBUIBHOTO COJEP>KAaHUS TOMEILIEHUH CITy>)KO TOKYMEHTAallMOHHOTO
oOecrieueHus ynpasieHus (KaOUHET, MPUEMHas);

* opranusanus pabo4yero Mecta pyKoBOJIUTEIS;

* opranusanus pabo4yero Mecrta ceKperaps;

* coOnroaeHne TpedboBaHui 6€30MaCHOCTH TPY/Ia;

* 00yCTPOMCTBO BCIIOMOTaTEIbLHOM (X035UCTBEHHO ) 30HBI B 0HCE;

* BBITIOJIHEHUE TEXHUYECKUX (PYHKIMI 10 oOecTieueHrIo paboThl PyKOBOAUTENS HITH
€ro MoJpa3/IeJIeHus;

* HCII0JIb30BaHKE B pa00OTE COBPEMEHHBIX BUJIOB OPTTEXHUKH;

* YCTpaHEHUE MEJIKUX HEeMoJaJ0K B pad0oTe TEXHUUECKUX CPEICTB;
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* HACTPOMKa MapaMeTpoB MepuPepuitHbIX YCTPOMCTB;

* HUCIIOJIb30BaHUE JJICKTPOHHOM MOYTHI A NMPUEMA M MEpeJayd SJIEKTPOHHOTO
JIOKYMEHTA;

* HWCTOJB30BaHNE JIMIICH3UPOBAHHOTO MporpamMmmHoro obecmneuenus (MS Office u
Ip.) JJI MOATOTOBKH IA0IOHOB (DaKCUMUIIBHBIX COOOIICHMIA;

* puéM 1 nepenaya GaKCUMUIBHBIX COOOIICHMIA;

* KOIMPOBAHUE JOKYMEHTA C MOMOIIbI0 (DaKCUMHIIIbHON TEXHHUKHU;

* UCIIOJIb30BAHUE CPENCTB CBSI3U C YYETOM MX IKCILTyaTalMOHHBIX BO3MOXXHOCTEN;

* HCMOJb30BAHKUE MPUHTEPOB JJISl IEYATH U TUPAKUPOBAHUS IOKYMEHTOB;

* Opranuzanus 6e3J0KyMEHTHOTO OOCTY>KUBaHUS pabOThl PYKOBOIUTEIIS;

* OTpa0OTKa HABBIKOB IMOJa4yd WHGOpPMAIMM KaK HHCTPYMEHTa BIIMSHHUS Ha
MMAPTHEPOB;

* pukcanus u nepegada CooOUEHUMN I PyKOBOIUTEIIS;

* paboTa ¢ BU3UTHBIMH KapTOYKAMH;

* WU3y4YCHHE OCHOBHBIX TIPaBWJI BBIPAKEHUS OJAroJapHOCTH, COXKAJICHHUS,
COUYYBCTBHSI; BUJIOB MPUTJIAILICHHUS], TO3IpaBICHUS; COOOIIEHUSI HEraTUBHOW MH(OpMaALUK;

* 0TpabOTKA HABBIKOB OOIICHUS B KOH(MDJIUKTHBIX CUTYaIUSX;

* 0Tpa0OTKa HAaBBIKOB OOMICHHS C KJIMEHTOM: ONO3JaBLIMM, OXHIAIOUIMM CBOEU
ouepeau, NpUIIEAINNM 0e3 MPEeABAPUTENBHOIO COTJIACOBAHNUS;

* OpraHu3anys NpuEMOB U MPE3EHTALIHI;

* OpraHM3anus JeJIOBbIX BCTPEY U COBEIIAHMIA;

* Opra"u3anus npruémMa rnoceTUTEINeH;

* IOJITOTOBKA U 0OCITy>)KMBaHUE COBEIIAHUI U 3aceaHuil pyKOBOIUTEIS;

* BEJICHUE MMPOTOKOJIBHBIX MEPOIPUSATHIA;

* HCTIOJB30BAHNE KOMITBIOTEPHBIX TEXHOJIOTUN B CEKPETAPCKOM 00CTYKUBAaHUY;

* HCTOJB30BaHNE UHPOPMAIIMOHHBIX CETEBBIX PECYPCOB.

IIpakTnyeckasi KBaIu(PUKAIMOHHASA PadoTa

[IpakTuueckas  kBanudukanuoHHas  pabota  BbIIoNHAETCST B (dopme
CaMOCTOSITEJIbHON paOOTBHI.

OnucaHve BBIMOJHEHUS KOMIUIEKCAa pabOT, CBSI3aHHBIX C JIOJDKHOCTHBIMH
00SI3aHHOCTSIMM  CEKpeTapsA-aJMUHUCTpATOpa  CaMOCTOSITENIbHO.  3akKpervieHue U
COBEPILIEHCTBOBaHMUE MPO(eCCHUOHATBHBIX HABBIKOB.

KOHTpoJIb 1 OlIeHKa KauecTBa BBIIIOJIHEHHBIX padoT.

OLEHOYHBIE MATEPUAJIbI

Kpurepuu oueHKH NPOMEKYTOYHON ATTeCTAlMU
Jnss  npoBeaeHHsT TPOMEKYTOUYHOW aTTECTAlMA  MCIOJB3YIOTCS  OLIEHOYHBIC

MaTepuaibl, BKIIOYAIOIIME TECTOBbIC 3aJaHus. TecTOBbIC 3afaHMs MPEICTaBISAIOT cOO0M
BOIIPOCHI C BHIOOPOM OTBETA, COCTABIISIIOUIME HEOOXOJIMMBIA M JAOCTATOYHBIA MUHHUMYM
YCBOGHHUSI TEOPETUYECKUX 3HAHUM B COOTBETCTBUM € TpeOoBaHusimMu [Iporpammer. K
KQOKJIOMY BOIIPOCY NIPUBOAATCA BAPUAHTHI OTBETOB, U3 KOTOPBIX OJWH HJIM HECKOJIBKO
BAPUAHTOB OTBETA BEPHBIX.
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VYcnoBus mpoxoxaenus: 80% mpaBuibHbix oTBeToB 13 100%  BompocoB
tectupoBanus. [1o pe3ynapTaraMm OTBETOB Ha TECTOBBIE 3aaHUS BHICTABISIOTCS OLIEHKH IO
IBYXOAITbHON CUCTEME «YJOBIETBOPUTEIHHO» U «HEYTOBICTBOPUTEIHHOY.

Kpumepuu oyenku mecmogozo 3a0anus npomexcymouHol ammecmayuu:

- «yIIOBJIETBOPUTEIHHO» - BBICTABISIETCA B Cilydae, eciu oOydvarommuiics gan 80%
MPAaBUJIBHBIX OTBETOB TECTUPOBAHMS;

- «HEYAOBJIETBOPUTENIBHO» - BBICTABISETCA B Cly4yae, €ClIM OOyYaromuiics nai
meHee 80% mpaBUIBHBIX OTBETOB.

PesynbraTel ®  pemieHMe  KOMHCCHMU  3aHOCSATCS B mpotokon.  Ilocne
yIIOBJIETBOPUTEILHOTO TMPOXOXKICHUS TMPOMEKYTOYHOW aTTecTallid OOy4aroluecs
JIOMYCKAIOTCA K MPAKTUIECKOMY O0yUYEHHUIO.

KpuTtepun o1ieHKH UHTOr0BOI aTTecTAMI

Nrorosas aTTeCTalns B dopme KBATM(PUKALIMOHHOTO JK3aMEHa.
KBanudukallMOHHBIA HSK3aMEH BKJIIOYAET B CE€OS MPAKTUUECKYH KBaTU(DUKAIIMOHHYIO
paboTy U MPOBEPKY TEOPETUYECKUX 3HAHUU. PaboThI, onrcaHHbIE B XOJA€ MPAKTUYECKOMN
KBATM(PUKAIMOHHOMN padoThI, 00ydaronuiics ohopmiiieT B CBOOOIHOM (hopMe B IEHaTHOM
BUJIC W OTIPABIAECT B CHUCTEME AUCTAHIIMOHHOTO OOydeHusi dyepe3 pasnen (0J10K)
«IIpakTuyeckoe 3amanue». B TedeHwe Tpex pabouux IHEW MIpernojaBareib MpPOBEPSET
MPAKTUYECKYI0 KBaJU(UKAIIMOHHYIO paboTy, JaeT KOMMEHTapuu W B cllydae
HEO0OXOIMMOCTH OTHPABIISIET HA TOPAOOTKY 00yUarOIIEeMyCH.

Kpumepuu ouenku camocmoamenvHoi pabomaoi:

OrnieHKa OCYIIECTBISETCS M0 NATHOAIIEHON CUCTEME:

- «OTIMYHO» - B Ciy4ae, eciu OOydJaromuics OOCTOSTENBHO C JOCTATOYHOM
nosHoToM (0 90% mpaBUIBHBIX OTBETOB) M3JaraeT COOTBETCTBYIOUIYIO TEMY; AAaeT
NpaBUIbHBIE (POPMYIHPOBKH, TOYHBIC OIPEACIICHUS, IOHATHS TEPMUHOB; IMPABHILHO
OTBEYACT Ha JIOMOJHHUTEIbHBIE BOIPOCH IMPETOIaBaTelNsd, UMCIOIINE IICIbI0 BBISICHUTH
CTETIeHb TOHUMAaHUS 00yJaroIUMCs JaHHOTO MaTepHara;

- «XOpOIIIOY - B clTy4dae, eciu o0ydaronuiics HenosHo (He meHee 70 % OoT moJHoTO),
HO TPaBWJIBHO W3JIOKEHO 3aJaHue; TMpU UBIOKEHUH Obuld  JomymieHsl 1-2
HECYIIIECTBEHHbIC OMIMOKHU, KOTOPHIE OH HCIPABISET IMOCJIE 3aMEYaHHs MPEroaBaTels;
JaeT TpaBUWIbHBIC (POPMYIUPOBKU, TOUHBIC OMPENCICHUS, MOHITHUS TEPMHHOB; MOXKET
000CHOBaTh CBOM OTBET, MPUBECTH HEOOXOJIMMBIE MPHUMEPHI; MPABUILHO OTBEYAaET Ha
JOTIOJTHUTENIbHBIC BOMPOCHI MPENOAaBaTeNsl, WMEIOIINE 1EeTbI0 BBISICHUTH CTEIEHb
MOHUMAaHUs 00yJaroNMMCs JaHHOTO MaTepuara;

- «YAOBIETBOPUTENHHO» - BBICTABJISETCS B ClIydae, €ClU OOYyJaromuiics Aai He
meHee 50% mpaBUIBHBIX OTBETOB OT MOJHOTO, €CJIM MPABUIILHO M3JI0KEHO 3aJaHKE; MIPH
U3JIOKCHWM JIOMyIeHa | CylmiecTBEeHHas OIMMOKAa; 3HAET W TIOHMMAeT OCHOBHBIC
MOJIOKCHHUST JTAHHOW TEMBI, HO JIONMYCKaeT HETOYHOCTH B (DOPMYJIUPOBKHA TOHSITHH;
u3JaraeT BBHIMIOJHEHHWE 3aJaHUS  HEJOCTaTOYHO JIOTUYHO H  TOCJEI0BATENbHO;
3aTPYAHSACETCS TIPH OTBETAX Ha BOMPOCHI MPETOTaBaTelIs,

- «HEYJOBJICTBOPUTEIHHOY - BBICTABIISIETCS B CIIydae, €CIM 00yJaroIuiicss HETOIHO
(menee 50 % OT TOJIHOTO) M3JOXKWUI 3aJaHUE; TPHU H3IOKEHUU OBLIN JIOMYIICHbI
CYIIIECTBEHHBIC OIIHOKH.
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Pe3ynbTaTthl OLIEHKM CaMOCTOSATENbHOM pPaOOThl 3aHOCSTCS MPENoJaBaTeieM B
BeJIoMOCTh. Ha oOCHOBaHuMM BeAOMOCTH OOy4YarOIIUHCA JOMYCKAeTcsl K HTOTOBOM
aTTeCcTaluu.

JIvna, NOJy4MBILKE 32 CAMOCTOSITEIBHYIO pa00TY OLIEHKY «HEYIOBIETBOPUTEIHLHOY
K UTOIOBOM aTTECTAL[MU HE JI0IYyCKAIOTCS.

[TpoBepka TeopeTUUECKUX 3HAHUI TPOBOAUTCS B (POPME UTOTOBOTO TECTA.

TecToBbIE 3a1aHUs IPEACTABIISIIOT COOOM BOMPOCHI 10 BCEM U3YUYEHHBIM pa3jiesiaM 1
TeMaM C BBIOOPOM OTBETA, COCTABJISIONIME HEOOXOIMMBIM M JNOCTATOYHBI MUHUMYM
YCBOEHMs 3HAHUN U YMEHHH B COOTBETCTBUU ¢ TpeOoBaHusMu [Iporpammel. K kaxmomy
BOIIPOCY MPUBOMSTCS BapHUaHThl OTBETOB, W3 KOTOPHIX HYXHO BBIOpaTh OJIMH WJIU
HECKOJIbKO BapHAHTOB OTBETA BEPHBIX.

HrtoroBas arrectanus TPOBOAUTCS B YCTAHOBJIECHHOM MOPSIAKE aTTECTAIIMOHHBIMU
KOMHUCCHSIMH, CO3/IaBAEMbIMH B COOTBETCTBHUH C JCUCTBYIOIIUMHU HOPMATUBHBIMU aKTaMHU.

Kpumepuu ouenku mecmoeozo 3a0aHuA umoz2060i ammecmayuu '’

Kpurepnun onieHKH T€CTOBOTO 3aJaHHsI UTOTOBOM aTTECTALNU:

OrneHka OCyIIECTBISETCA MO NATHOAIIEHON CUCTEME:!

- KOTJIMYHO» - B CJIy4ae, eciid ooyuaroniuiicsa nan 6osee 90% mpaBHIbHBIX OTBETOB;

- «XOpOILIOY - B cllydae, ecyiv o0ydaromuiics aan 6osnee 80% mpaBUiIbHBIX OTBETOB,;

- «yJIOBJIETBOPUTEIIBHOY» - BBICTABIISIETCA B Cilydae, €CJIM oOydaroniuics nan 0osee,
yeM 60% MpaBUIBHBIX OTBETOB;

- «HEYJIOBJICTBOPUTEIIBHO» - BBICTABJISIETCS B Cllydae, €ClIy OOydYarolluidcs aan
MeHee, yeM 60% mpaBHIBHBIX OTBETOB.

Pe3ynbpTaThl KBanM(UKAIMOHHBIX HCIBITAHUM M PEIICHHE KOMHCCHU 3aHOCSTCS B
npoTokoj. Ha oOcCHOBaHMM MNPOTOKOJIA ATTECTAIMOHHOW KOMHCCHHU BBIITYCKHUKAM
BBIJIAETCS JIOKYMEHT YCTaHOBJICHHOTO 00pasiia — CBUJICTEIIBCTBO O Mpodeccuu padbodero,
JIOJKHOCTH CITYKAIIIETO.

Jluiam, He OPOIIEAIIMM HMTOTOBOM aTTECTALMM WJIM TOJYYHUBIIMM Ha HUTOTOBOM
aTTECTallUM HEYJOBJICTBOPUTEIbHBIE PE3YJbTAThl, a TAKXKe JIMIIAM, OCBOUBIIMM 4YacCTh
[Iporpammbl BbilaeTCsl ClipaBka 00 O0OYUYEHUU WIHM O Meprojie 00ydeHUsI YCTaHOBJIEHHOTO
oOpa3iia.

KOHTPOJIBHO-USMEPUTEJIBHBIE MATEPHUAJIBI

TecThl AJ151 IPOMEKYTOYHON ATTECTALMHA
(IpaBUIBLHBIE OTBETHI BBIACICHBI JKUPHBIM ITPUGTOM)

1. Ha xakue 1Be OCHOBHBIE TPyl MOKHO Pa3eIuTh 00SI3aHHOCTH CEKpeTapsi-
aJIMUHHCTPATOPA COBPEMEHHOM KOMITaHUU?

a) IOKyYMEHTAallHOHHOe o0ecrevyeHue yIpaBJjaeHus U 0e310KyMeHTHOe
o0c.Iy:KUBaHuUe;

0) TOKyMEHTAIlMOHHOE 0OecTieUeHUE yIpaBiIeHUs U 0030pHO-aHATUTHYECKAs
byHKIUA;

B) 0030pHO-aHAJIUTUYECKAS U MPEACTABUTENbCKAS (PYHKITHS.
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2. Yto U3 mepedyrciIeHHOT0 He OTHOCHUTCS K (PYHKIIMOHAIBHBIM 3a7a4aM CEKpeTapsi-
aAMUHUCTpaTopa?

a) JIeoBas MepenucKa U COCTaBICHUE TI0TOBOPOB;

0) opranu3arys BEICTABOK M BCTPEU C KIIMCHTAMHU;

B) IpOBe/leHNe BHYTPUKOPNOPATUBHBIX TPEHUHIOB M CEMUHAPOB.

3. Yto HEe BXOJUT B CIIUCOK MPOQPECCHOHATLHBIX TPEOOBAHMI K CEKpETapIo-
aJIMUHUCTPATOPY?

a) COBEpUIECHHOE BJIaJicHuE COBpeMeHHOM oprrexHukoi, MuHu-ATC, 3nanue [1K;

0) ONBIT COCTABJICHMSI MIPECC-PEIN30B U PEKJIAMHBIX TEKCTOB;

B) BBICOKAsi IPaMOTHOCTb, BBICOKAsl CKOPOCTh TI€HaTH.

4. Yto ABIsSIeTCSI OCHOBAHUEM JIJIs MOCIEAYIONIEH nepeaaun KOHPUICHIIMAIbHOTO
JIOKyMEHTa Ha UCTIOJHEHUE COTPYAHUKY?

a) pe30JIIouus;

0) yCTHOE pacropsiKeHUE;

B) CIIEIMATILHOTO PACIIOPSHKCHUS HE TpeOyeTcs.

5. Kak Ha3bIBaeTcs JOKYMEHT, KOTOPOU MOATBEPKIa€T YCTAHOBIICHHBIE (DAKTHI,
COOBITHUS WM IEUCTBHS M COCTABIISIETCA MTPU CBUAETEISX ?

a) CIipaBKa,

0) ciy:xeOHas 3aIucKa,

B) AKT.

6. UeM nrchbMa-0TKa3bl OTIMYAIOTCS OT IPYTHX Pa3HOBUIHOCTEN mucem?

a) BcerJa COCTOAT KAaK MUHUMYM U3 IBYX KOMMYHUKATHBHO-CMBbICJI0BBIX
yacTeu,

0) He TpeOyeTCsl COCTABIISAIThH 3ar0JIOBOK K TEKCTY MUCHMA;

B) OTAAeTCs MPEANOYTeHNE KOHCTPYKIUSAM, B KOTOPBIX 0OOCHOBAHHE MPEAISCTBYET
3aKITIOYEHHUIO.

7. Kakoe n3 NpuBEICHHBIX BBIPAKEHUH JTy4Ille HE UCTOJIb30BaTh?
a) "Bac oxwunaer MBan MBanosuu”

0) "Cpouno 3aiaurte k UBany UBanoBuuy"

B) "3aiinute, noxanyicra, k IBany MBanoBuuy"

8. Kakas u3 wacteit OyieT U3IUIITHEH MPU COCTABJICHHUH MpUKa3a’?
a) BBOJHAas,

0) KOHCTaTUpYIOIIas;

B) pacnopsiANTENbHA.

9. Kak cekperapb-aIMUHUCTPATOP MOCTYNAET C KOPPECIIOHACHIIUEH 1JIs
PYKOBOJCTBA C HOMETKOM "NMUYHO"?
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a) BCKPBIBAET U HE PETUCTPUPYET;
0) BCKPBIBAET TOJBKO MO JOTOBOPEHHOCTH C PYKOBOJUTEIEM U PETUCTPUPYET;
B) He BCKPBHIBAET U HEe PErUCTPUPYeT.

10. Yto u3 nepeuncieHHOro He SBISETCA PEAAKTOPOM TEKCTOBBIX JOKYMEHTOB?
a) WordPad,;

0) Notepad;

B) PowerPoint.

11. Beibepute npaBuiIbHOE YTBEPKACHUE:

a) BCE MOCTYNAIOIIME B OpTraHU3aINI0 JOKYMEHTBI PETUCTPUPYIOTCSI CEKpETapeM-
aJIMUHUCTPATOPOM;

0) nocTyAuBIINE B OPTAaHU3ALNMIO JOKYMEHTHI PerHCTPUPYIOTCS CEKpeTapeM-
aIMMHHCTPATOPOM BbIOOPOYHO, B COOTBETCTBHHU C YTBEP:KICHHBIM IIepeYHeM
AOKYMEHTOB;

B) M3 BCEX MOCTYAUBIIUX B OpraHU3alUI0 JOKYMEHTOB CEKPETaph-aIMUHUCTPATOP
PETUCTPUPYET TOJIBKO T€, KOTOPBIE EPENAIOTCS HA PACCMOTPEHUE PYKOBOIUTENIO.

12. PacniopskeHus1, n31aBaeMble PyKOBOJACTBOM OPTraHU3alNH, CYUUTAKOTCS:
a) MpPaBOBBIMU aKTaMHU;

0) pacnopsiAMTeJIbHBIMH JOKYMEHTAMU,;

B) APYroOi BapUAHT.

13. Kakoii U3 1OKYMEHTOB pPEerJiaMEHTUPYET JAeATEIbHOCTh KOHKPETHOTO
JTOJDKHOCTHOTO JInIa?

a) T10JKHOCTHASI HHCTPYKIMA;

0) mosnoxenue ob oTxaENE;

B) TIPUKa3.

14. C kakoit ¢ppa3bl He pEKOMEHIyeTCsl HAUMHATH TeNe()OHHBIN pa3roBop ¢
NapTHEPOM WM KIUEHTOM?

a) "3apascrByiiTe, Bac 0ecnnokouT Komnanus N (cekperapb komnanuu N)"';

0) "31paBCcTBYITE, C BAaMU TOBOPAT U3 KOMIaHu N";

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

15. Kakoii cpoK UCIIOJIHEHHSI YCTAHOBJIEH IS TIUCEM OT OpraHU3aLni?
a) CeMb JTHEH;

0) 10 aHei;

B) TpHU JIHS.

16. B xakoM nopsifike, COrjiacHO MpaBuiIaM JOKYMEHTO000pOTa, JOKHA CTPOUTHCS
paboTa ¢ NOCTYMAIIMMHU B KOMIIAHUIO TOKyMEHTaMu ?

a) MpueM - IepBOHauYaIbHas 00pabdoTKa - MPEJBAPUTENBHOE PACCMOTPEHUE -
pPacCMOTpPEHHE PYKOBOAMUTEIIEM - UCIIOJIHEHUE YIIPABJIECHUE B JIENO;
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0) npueM - mepBoHaYaJIbHasi 00padoTKa - mpeABapUTEeIbHOE PACCMOTPEHHE -
perucTpamnus - pacCMOTpPeHNe PyKOBOAMTe Ieli- HCIIOJIHEHHE - HATIPABJIeHHE B [1€J10;

B) opopmiieHHE TOKYMEHTA - IOJMUCAHHE - PETUCTPAIUS - COTJIACOBAHUE -
YTBEPKICHUE — OTIPABKA.

17. KakuM cnocoOom npocTaBisieTcst Aata B rpud)e yTBEpKICHUS JOKyMEHTA?
a) MaIIMHOIIMCHBIM CITIOCOOOM;

0) cexkpeTapb IPOCTABIISIET €€ OT PYKHU MOCIIC YTBEPKACHUS JOKYMEHTA,

B) €e IPOCTABJIsIET PYKOBOJAMTEJIb B MOMEHT YTBePKACHHUS TIOKYMEHTA.

18. Kak Ha3bIBaeTcs JOKYMEHT, PUKCUPYIOMINI X0 00CY>KIEHUS U TPUHATHUS
pelieHus Ha 3ace/JaHuu B KOMITAaHUU?

a) pEllICHHE;

0) NpoTOKO.JI;

B) pacropsiKeHUE.

19. HyxHO 511 peTUCTpUpOBaTh MUChMa-HATIOMUHAHUS ?
a) HET,

0) na;

B) II0 YCMOTPEHHIO CEKpeTapsi-aAMUHUCTPATOPA.

20. Ecnn mocneqHui J€Hb CPOKA UCTIOJIHEHMS JOKYMEHTA IIPUXOIUTCS Ha
Hepabouuil 1eHb, KOT1a HEOOXOAUMO UCTIOTHUTD TOKYMEHT?

a) HE MO03/IHEe JHS, CIIETYIOLIETO 32 BBIXOIHBIM,;

0) He MO3/IHee qHS, MPeIIIeCTBYHOIIEr0 BLIXOTHOMY.

21. Ecnu s nepefadu JOKYMEHTa MCTONb3yeTcsl (PaKCUMUIIbHAS CBS3b, KAKOU
00BbEM JIOKYMEHTA CUYUTAETCS MPENEIbHO JOMYCTUMbIM?

a) TpU JIUCTA;

0) NSATH JIUCTOB;

B) 10 nucros.

22. B nucbMeHHOM oOpailieHuH cjioBa "rocnoauH" u "rocnoxa':

a) MUIITYTCS TTOJIHOCTHIO;

0) MUIITYTCS MOJHOCTHIO MIPU OOPAIEHUU K BEICOKOTIOCTABJICHHBIM JIUIIAM;
B) BCerja COKpaIiarwTcs.

23. Kakyro ¢hopMyIupOBKY JTOJDKEH UMETh 3ar0JIOBOK K TEKCTY MPOTOKOJIA?
a) B IPEVIOKHOM MaJIEKE;

0) B 1aTCILHOM TAJCKE,

B) B POAMTEJIbHOM IaJIexkKe.

24. CKOJIbKO aJipecaToB MOXKET ObITh HAa OJJHOM JIOKyMEHTE?
a) He OoJiee Tpex,
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0) He DoJiee yeThbIpex;
B) HEe 0oJiee OJTHOTO.

25. Uto noHuMaeTcs rnoj TepMuHOM "KBopym'?

a) MUHUMAJIbHO HEO0X0IMMO€e U TOCTATOYHOE KOJIUYECTBO YWIEHOB
KOJUIETHAJBLHOT0 OPraHa Jisi HayaJjia padoTbl coOpaHusi;

0) 1/3 4JIeHOB KOJIJIETHAIBHOTO OpTaHa,;

B) | 2 4ueHOB KOJIJIETHAIBLHOTO OpraHa.

26. Kakoii TepMyH, KaK IPABUIIO, UCIIOJIB3YETCS B paboTe C TOKyMEHTAMH,
COJIepIKaIIMH KOMMEPYECKYI0 TaliHy, KOH(UICHIINATLHBIC CBEICHUS?

a) y4er,;

0) perucTpanus;

B) IpYTOM.

27. Bam pyKOBOAMTENb BO3BpAIACTCS U3 HEAETbHOW KOMaHAUPOBKU. UTO CTOUT
CHENaTh K €ro Npuxoy, 4ToObl TIOMOYb OBICTPEE BKIIOYUTHCS B pabOTy?

a) MOArOTOBUTH KPATKHIi 0TYET 0 TOM, YTO POU3OILIO 32 HEeJAEJII0 ero
OTCYTCTBHS;

0) mocraparbCsi HA3HAYUTh Ha MEPBBIA padOUYUil J€Hb MAKCUMYM BCTPEY,

B) BBIJICJIUTH BPEMs Ha COBMECTHBIN MPOCMOTP BHEIIHEW KOPPECTIOHIEHIIUH.

28. Ha sTane nepBoHayaibHOM 00pabOTKH BXOMSIIEH KOPPECTIOHECHITUN
CEKpeTapb-aIMUHUCTPATOP:

a) HE YHUYTOKAEeT KOHBEPTHI, a MOJIIMBAET UX BMECTE C JOKYMEHTAMU;

0) Bcerga yHMUTOXKaeT KOHBEPTHI, B JICJIO MOIITMBAET TOJIBKO TOKYMEHTHI;

B) He YHUYTOKAeT KOHBEPTHI, €CJIM HA CAMOM JOKYMEHTE HeI0CTATOYHO
uHopManuu 00 aBTOpe UM XapaKTepe J0OKyMEHTA.

29. Kakoii 0J1aHK UCTIONIB3YeTCs Npu 0(hOPMIICHUU MPOTOKOIA?
a) OJIaHK OpraHu3aIluu;

0) O1aHK HE UCTIOJIb3YEeTCH;

B) OJIaHK CTPOTON OTYETHOCTH.

30. Yto ucnonp3yercst Ipu U3JaHUA COBMECTHBIX MPUKA30B?
a) OJTaHKM MTPUKA30B,;

0) cranaapTHbIE JUCTHI Oymaru popmara A4;

B) o0O1Me OJaHKH.

I[IpakTnyeckas kBadupuKanUOHHasi padota mo nporpamme «Cekperapb-
aAMHHHUCTPATOP»

PaboThl, omnucaHHble B XOJ€ NPAKTUYECKON KBaIU(PUKALMOHHOM padoThI,
oOyyvarouuiicss opopmisieT B CBOOOAHOW (opMe B NEYaTHOM BHJIE€ U OTHPABISET B
CHUCTEME JIUCTAHIIMOHHOT0 00yueHus yepe3 pazaen (010k) «IIpakTudeckoe 3aganuey.
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* IOJDKHOCTHBIE 00SI3aHHOCTH CEKpeTapsi;

* CoJIepyKaHKE TIOMEIICHUN CITY>KO JOKYMEHTAI[MOHHOTO OOECIeUCHUS yIPABICHUS
(xaOuHeT, npuémHasi);

* opraHuzanus pabodero Mecta pyKOBOJIUTES;

* opranusanusi pabo4yero Mecrta ceKperaps;

* TpeOOBaHus 6€30MACHOCTH TPYAQ;

* BCIOMoOTraTeNbHas (X03IiCTBEHHAs) 30Ha B O(HCE;

* TEeXHUYECKHE (YHKIMU MO OOECreYeHUuI0 pabOThl PYKOBOIUTENSI WM €ro
NO/Ipa3/ieNICHus;

* COBPEMEHHBIE BUIbl OPTTEXHUKU;

* YCTpaHEHHUE MEJIKUX HETOJaJ0K B pab0Te TEXHUUYECKUX CPEJICTB;

* HACTpOilKa nmapameTpoB nepudepuiHbIX yCTPONCTB;

* WUCIOJIb30BAaHUE JJIEKTPOHHOM MOYTHI I MpUEMa M TEepelayd dJICKTPOHHOIO
JIOKyMEHTA;

* UCIIOJIb30BaHUE JHUIEH3UPOBAHHOTO MporpammHoro oodecrneuenus (MS Office u
JIp.) JUJIsl IOATOTOBKY MIA0JIOHOB (PAKCUMUIIBHBIX COOOIICHU;

* IpuéM U nepenayda (akCUMMUIBHBIX COOOIICHMI;

* KOMMMPOBAHUE IOKYMEHTA C TOMOIIIbIO (PAKCUMUIBHON TEXHUKH;

* HCIIOJIb30BAHUE CPEJICTB CBSI3U C YUETOM MX IKCILTyaTallMOHHBIX BO3MOKHOCTEH;

* CIOJIb30BAHUE MPUHTEPOB JJIS M€YATH U TUPAKUPOBAHUS JOKYMEHTOB;

* 0€3JJ0KYMEHTHOE 00CITy’KUBaHUE PA0OThI PYKOBOJIUTEIIS;

* TmpaBWia BBIPAKEHHUS OJIArOAPHOCTH, COXKAJEHUS, COYYBCTBHUS; BHUJIOB
MpUTJIAIICHUS, TIO3/IPaBIIEHUs; COOOIEHUSI HEraTUBHOM HH(pOpMAIINH;

* o0mieHre B KOH(MIUKTHBIX CUTYAIUsX;

* O0IIEHNE C KIMEHTOM: OIO3/IaBIIUM, OKHIAIOIINM CBOECH Ouepeau, MPUIIEIITM
0e3 peIBapUTETHLHOTO COTIACOBAHMS;

* OpraHu3aius NpuéMoB U Mpe3eHTAIHH;

* OpraHu3alus JejJ0BbIX BCTPEY U COBEIIAHUIA;

* Opranu3anus npuémMa rnoceTUTeNeH;

* OJITOTOBKA W OOCTY>KMBAHUE COBEIIAHUHN U 3acCeaHUN PYKOBOAUTEIS;

* BEJICHHEC MPOTOKOJBHBIX MEPOTIPHSITHIA;

* CIOJIb30BAHUE KOMITBIOTEPHBIX TEXHOJOTHUM B CEKPETAPCKOM OOCTYKUBAHUH;

* CIOJIb30BaHUE MH(OPMAIIMOHHBIX CETEBBIX PECYPCOB.

TecTbl AJ151 UTOTOBOM aTTEeCTALlUU
(IpaBUIBLHBIE OTBETHI BBIACICHBI JKUPHBIM ITPUGTOM)

1. JIoKyMeHT, yCTaHaBJIMBAIOIIMA CHCTEMHO CBSI3aHHBIE MEXIy COOOH MpaBuMia
pPErNIAMEHTUPYIOLIEr0  XapakTepa MO BONPOCAM  ACATEIBHOCTH, OTHECEHHBIM K
KOMIIETEHLIUA OPTaHM3alLMM, €€ MOAPA3AEICHUM, JOKHOCTHBIX JIHUL, MOJABEAOMCTBEHHBIX
YUPEKIACHUM, OpraHU3aLUN U IPEAIPUATHN -

a) MoJI0KeHHue;

0) npaBuia,
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B) HHCTPYKIIMS.

2. K na(popManmoHHO-CIIpaBOYHBIM TJOKYMEHTAM OTHOCSTCS:
a) MOJIOKEHUE, TpaBUila, UHCTPYKIUS;

0) aKT, 3asiBJIeHME, 3AIIMCKHU,

B) pacopsiKEHUsI, PUKA3, PEUICHUE;

r) MOBECTKA JHS, IPOTOKOJI, CIPABKA.

3. Bce TOKyMEHTBI, KOTOphIE BO3HUKAIOT MEXy PaOOTHHUKOM U OpraHu3alueH,

MOMCHTA IIpUCMa Ha pa60Ty A0 MOMCHTA, KOrla TPYAOBBIC OTHOIICHUA ITPCKPAILIAOTCA -
Ha3bIBAarOTCs

a) JIOTOBOPHBIC IOKYMCHTHI;

0) KaJpoBbIe TOKYMEHTHI;

B) KOPIIOPaTUBHBIC JOKYMEHTHI,
) (UHAHCOBBIC IOKYMEHTHI;

1) BCE BapHaHTHl OTBETOB BEPHBIC.

4. 3apukcupoBaHHasg Ha MaTepUaIbHOM HOcCUTElNe MH(pOpMAaIUs C PEKBU3UTAMU,

ITO3BOJIAIOIIMMU €€ I/II[GHTI/I(l)I/IL[I/IPOBaTB - 3TO

9TO

a) IOKYMEHT;

0) undopmanus;

B) DJICKTPOHHBIN TJOKYMEHT;

I') BCE BApHUAHTHI OTBETOB BEPHBIE.

5. JlokymeHnTupoBanHass WHGOpMAIMs, TPECTABICHHAs B JJEKTPOHHOU dopme -
a) JTOKYMEHT;

0) undopmanus;

B) JICKTPOHHBIN JOKYMEHT;

I') BCE BAPUAHTHI OTBETOB BEPHBIE.

6. Konust mokymeHTa, Ha KOTOPOM B COOTBETCTBUU C YCTAHOBJICHHBIM TOPSIIKOM

MPOCTABIISIOT HEOOXOAUMBIE PEKBU3UTHI, TPUIAIOIINE € FOPUINIECKYIO CHITY - 3TO

a) MOJUIMHHUK O(UIIMATBHOIO JOKYMEHTa (OpUruHa);
0) nyOonuKaT TOKyMEHTa,

B) KOIHS TOKYMEHTA,;

) 3aBepEeHHAasl KONMS JOKYMEHTA.

/. YpoBeHb pacIoyIOKEHHBIN Ha BHEITHUX HOCUTENSIX - COOCTBEHHO JaHHbIE - 3TO
a) BHEILIHUI YPOBEHb;

0) KOHIENTYyalbHBI YPOBEHbD;

B) (pM3n4eCKUil yPOBEHD.
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8. BeXIMBOCTh U THO0E3HOCTh, CO3JaHUE TICUXOJOTUYECKOTO KoMPopTa B oduce -
3TO

a) KOMMYHHUKA0EIbHOCTB;

0) MHTCIUINTEHTHOCTD;

B) 100pP0:KeIATETbHOCTb.

9. TexHonorust mpeoOpa3oBaHUs TEKCTa B pedb (textto-speech), koTopas mo3BosseT
03BYUYHBATh TEKCT €CTECTBEHHBIM T'0JIOCOM, O€3 TTOMOIIN YeJIOBEKa -

a) paclio3HaBaHUE PEYH;

0) CHHTe3 peyu;

B) TOJIOCOBast OMOMETPHS.

10. Mogens oOecreuyeHHs] MOBCEMECTHOTO W YIOOHOTO CETEBOTO JIOCTyIa IO
TpeOOBAHMIO K 00IIEMY MTyJTy KOH(PUTYpUPYEMBIX BHIYUCIUTEIBHBIX PECYPCOB (HAIIpUMeED,
CeTsIM Tepe/laur JaHHBIX, CEpBEpaM, YCTPONCTBAM XPAaHEHUS JTAHHBIX, MPWIOKEHUSIM U
cepBucaM), KOTOPbI€ MOTYT OBITh OIEPATUBHO MPEJOCTABIECHBI W OCBOOOXIEHBI C
MUHUMAJIbHBIMU JKCIUTyaTallUOHHBIMU 3aTpaTaMu W/Wiu OOpalleHUsIMH K TpoBaniepy -
3TO

a) FTP-cucrema;

0) cucTeMa yAaJeHHOTO JOCTYTIa,

B) «O0/1a4HbIe BIYUCTCHUS.

11. «IlybnuuHoe 061aK0» - 3TO

a) uHdpacTpykTypa, IpeaHa3HaueHHas ISl UCIOIb30BaHUS OJIHOM OpraHu3aIlfei,
BKJIFOYAOIIECH HECKOJIBKO MOTpeOUTENeH;

0) uHPpacTPyKTypa, NpeJHa3HAYEHHAsl IJsi CBOOOJHOI0 HCIOJIb30BAHMS
M POKOIi IMy0JINKOIA;

B) BUJ HMHGPACTPYKTYphl, MPEIHA3HAYCHHBIA IS MCTIOJIB30BAHUS KOHKPETHBIM
c000I1IeCTBOM NOTpEeOUTEIICH U3 OpraHu3allii, UMEIOIINX O0IIHE 3a/]1a4u;

r) KOMOMHAIMs M3 JBYX WIM OoJjiee pa3IuyHbIX OOJa4YHbIX HHQPACTPYKTYD,
OCTAIOIIUXCS  YHUKAJIbHBIMH  OOBEKTaMHM, HO  CBSI3aHHBIX  MEXIy  coOol
CTaHAAPTU30BAaHHBIMH W YaCTHBIMU TEXHOJIOTHSIMH TIepeIadyn TaHHBIX U TPUIOKEHUH.

12. Bwuytpennsis cetb (cetb VHTpaHer), chenuanbHO pa3paboTaHHAs AJis
ympaBieHUs HHPOpMaIe BHYTpH OpraHU3aIiH -

a) UHTEPHET;

0) JIOKaJIbHAsI CETh;

B) DJICKTPOHHAS MOYTA.

13. XapakTepucTuka nCUX0JI0THIECKOTO TUTIA TTOBeAeHMsI itoiei "HacTtaBHUK":

a) TIPUKPBIBAsICh BHUMaHUEM M 3a00Toi 0 Bac, BBIy)KHMBaeT KaKue-TO CBEACHUS, a
caM HUYEro B3aMEH He COOOIIAeT, a €CIM M BbIIAET KaKyl-TO MH(OpMaIUIO, OHA YacTo
OKa3bIBAETCS JIOKHOM WIIH K JIETy HE OTHOCSIIEHCS,

0) 3a00THUTCS 00 ycnexax OJIMKHEr0, 4acTo Jaxke B yuepo cede;
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B) TpEeKJIEe YeM IMPHUHATH Kakoe-THMOO peIlIeHHue, HYXHO, YTOObI WX JIOJTO
00X aXMBaJIH.

14. BpenoHocHble MpPOrpaMMbl, KOTOPBIE I PACHPOCTPAHEHHS HCIONB3YIOT B
OCHOBHOM YSI3BUMOCTH OIEPALIUOHHBIX CUCTEM:

a) YepBH;

0) BUPYCHI;

B) TPOSIHCKUE TIPOTPAMMBI.

15. JIokyMeHT, cojaepkaluii peueByro MHOOpMaInio, 3a)UKCUPOBAHHYIO JIFOOBIM
TUTIOM MHMChMa WJIH JTF0O0H CUCTEMOM 3BYKO3aITUCH - Ha3bIBACTCS

a) MUCbMEHHBIA JOKYMEHT;

0) TEKCTOBBII JOKYMEHT;

B) PYKOITUCHBIN JOKYMEHT.

16. lokyMeHT, nHQOpMAIIHs KOTOPOTO MpeCTaBIeHA B AIEKTPOHHOH (opMme - 3TO
a) MaIIMHOINIMCHBIA TOKYMEHT;

0) 2JIEKTPOHHBIN JOKYMEHT;

B) M300pa3UTEILHBIN JOKYMEHT.

17. JlokyMeHT, cofepskaliuii 3ByKOBYI0 MH(pOpMaInio, 3a(UKCUPOBAHHYIO JIFOOOM
CHCTEMOM 3BYKO3AIIUCH -

a) GOTOIOKYMEHT;,

0) POHOTOKYMEHT;

B) KUHOJOKYMEHT.

18. IlpaBuia nmoBeACHUS AUIJIOMATOB M JPYTUX O(PHUIIMAIBHBIX JIUII TIPH KOHTaKTaX
JIPYT C IPYTrOM Ha Pa3IUYHBIX JUIIJIOMAaTHYECKUX MIPUEMaXxX, BUZUTAX, IIEPETOBOPax - 3TO

a) IPUABOPHBINA ITUKET;

0) TUIUIOMATUYECKHUI ITHKET,;

B) BOMHCKUM STUKET;

19. Cpon mpaBui TIOBEACHWS, HApPYIICHHE KOTOPHIX MeEIIaeT HOPMaTbHOMY
BEJICHUIO OM3HEcCaA - 3TO

a) oO1erpakx 1aHCKUM TUKET;

0) 1eJI0BOM ITHKET,;

B) HE(OPMAIIbHBIN ATHKET.

20. Hamr uMuK Ha B3IJIS CO CTOPOHBI
a) 3epKaJIbHBII,

0) TeKyuIuii;

B) JKeJIaeMbIH.

21. MHO€eCTBEHHBIA UMUK DTO
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a) UMUK OpTraHU3allly B 1I€JIOM, a HE €€ OTACJIbHBIX MOpa3IeICHHI;
0) UMMIK, KOTOPbIA 00pa3yeTcsi U3 Psiia UMHU/Ked HE3ABUCUMBIX CTPYKTYP;
B) HAlll UMHJIK, CO3/1aBa€MbIii ONIITOHEHTOM, CONIEPHUKOM, IIPOTUBHUKOM.

22. Kak npaBwiio, ¢ 12 1o 18 9acoB mpuHATO ynoTpeOIsaTh BEIpaKEHNE
a) «3apascTBYyiiTe»;

0) «/lobpoe yrpo»;

B) «/loOpbIH 1eHbY;

r) «JloOpbIii Beuep».

23. YcTaHOBJIEHHBIN MOPSIOK, (hopMa, MaHepa MOBEJACHHUS, TIPpaBUJIa YUTUBOCTH H
BEXKJIMBOCTH, MPUHATHIC B opranu3anuu (pupme) u odecrneurBaroIfe YieHaM TPYI0BOTO
KOJUUICKTHBA U €r0 PYKOBOJCTBY YCJIOBHS YCIICIIHOT'O OOIIEHUS APYT C APYTOM, JAEIOBBIMHU
napTHEpaMU U OOIIIECTBOM JIJIsl JOCTHXKEHUS 1IeJIeH CBOCH JesATEIbHOCTH:

a) ATHKAQ,;

0) 1EIOBOI ATUKET;

B) 3THIKA JICJIOBOTO OOIIECHHUS,

I) CJIyKeOHbIA ITHKET.

24. Kakoli cTwib yIpaBiieHUS OCHOBBIBACTCS Ha OOCYKIECHUHU MPOOJIEMBI, ydeTe
MHEHHUI U UHULIUATUB COTPYTHUKOB:

a) aBTOPUTAPHBIN CTUIIb,

0) 1eMoOKpaTHYecKuil (WIH KOJJIETHAJIbHBINA) CTHJIb;

B) JIMOepabHBIN (MM aHAPXUYECKUH, HUIIA TTOMYCTUTENbCKUI) CTUJTD;

') HENOCJIEI0BATEIbHBIN (AJIOTHYHBINA) CTUJTb.

25. XapakTepucTHKa TICUXO0JIOTUYECKOTO TUTIa TTOBeACHUS Jitojiel "Pacckazunk!

a) eMy HeNmpeMEHHO HYKHO coo0muTL Bam Bce meabuaiiline MoApPOOHOCTH
TOT'0, YTO NMPOMU30LLJI0 C HUM HAKAHYHE;

0) paboTaeT «Kak MPOKJISATHIIN;

B) JOJDKEH HEMPEMEHHO MPUHSTH PElICHNE K KOHILY BCTPEYH.

26. JIOKyMEHT, HW3[aBaeMblii B IIeJIAX YCTAHOBICHUS TMPaBWI, PETYIUPYIOIINX
OpraHU3alMOHHbIE, HAYYHO-TEXHUYECKHUE, TEXHOJOTrnYecKkue, (UHAHCOBBIE U HHbBIC
CHELHUaJIbHbIE CTOPOHBI JESATENIBHOCTU YUPEXKACHHUM, OpraHu3aiuii, npeanpusaTuil (ux
noJipa3esieHui U ciy»0), JOTHDKHOCTHBIX JIUI] M TPaXKIaH -

a) MOJIOKEHUE;

0) nmpaBuna,

B) HHCTPYKIHS.

27. Hayka 00 OTHOIIIEHHUAX, CYIICCTBYIOIIUX MEXKIY JIOABMU U 00 00S3aHHOCTSIX
BBITEKAIOIINX U3 DTUX OTHOIIEHUI:

a) ITHKA,;

0) 1eJI0BOM ATHKET,
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B) ATHKA JIEJIOBOT'O OOIICHUS;
T') CIIyKEOHBIN ITUKET.

28. YMeHue cekpeTaps TaKTUYHO U BEXKIMBO BeCTH Oecedy, CAEpKHBaTh U HE
NPOSIBIISITE  OTPHUIIATENBHBIE SMOIMH, COOJIIOAaTh TPUHATBIE B OOIIECTBE HOPMBI
MOBEJICHUS U OOIICHHUS, CICUTh 32 KyJIbTYpOil CBOETO BHEIIHETO BUJa U pabodyero mMecta
- 3TO

a) KOMMYHHUKA0EIbHOCTD;

0) MHTEJIJIMTEHTHOCTD ;

B) 100pOKeIaTEILHOCTD.

29. TexHosorus, KoTopas IEIUTCA HA JIBE COCTAaBJISIOIIME: HIACHTU(DUKALUIO —
yCTaHOBJEHHE (TOUCK) JIMYHOCTU IO TOJIOCY M BepUPUKALUIO — TOATBEPHKIACHUE
JUYHOCTH IO TOJIOCY -

a) paclio3HaBaHUE PEUH;

0) cuHTE3 peun,

B) r0J1I0COBasi OMOMETPHUH.

30. XapakTepucTHKa MCUXOJIOTUIECKOTO TUTIA TTOBeAeHUs toiei "Pa3Bequnk:

a) NPUKPHIBASCh BHUMAaHUEM U 3a00T0ii 0 Bac, BbIy:)KHBaeT Kakue-TO
CBeJeHHMSl, 4 CaM HHUYero B3aMeH He C0o00mIaeT, a eCJM M BbIAAeT KaKYIO-TO
HHpOpPMALIMI0, OHA YACTO 0KA3bIBAETCH JIOKHOM WJIU K JIeJly He OTHOCHLIEHCS ;

0) 3a00THTCS 00 ycrexax OJIMKHETo, 4acTo Jiake B yiiepo ceoe;

B) MpEeXIe YeM TMPHHATHh KakKoe-THOO pelieHrue, HYXHO, 4YTOOBl HX JOJT0
00X a)KUBaJIH.

31. U3oOpasurenbHbIi  WIM  ayJUOBU3YAIbHBIM  JIOKYMEHT,  CO3JaHHBIN
KHHEeMaTorpau4ecKuM CrocoOoMm -

a) OTOJOKYMEHT;

0) pOHOAOKYMEHT;

B) KHHOJAOKYMEHT.

32. Kakme (¢akTopsl OKa3zaqu BIMSHHE Ha CTAHOBICHHWE COBPEMEHHBIX
MH()OPMAITMOHHBIX TEXHOJIOTHMA:

a) mupoyaiiiee BHEAPEHUE MEPCOHABHBIX KOMITBIOTEPOB;

0) MosIBJIEHNE U PA3BUTHUE BHICOKOCKOPOCTHBIX KOMITHIOTEPHBIX CETEH;

B) CTAHOBJICHHE MOIIHOW MPOTPaMMHOI UHIYCTPHH,

I') BCe BADMAHTHI 0TBETOB BePHbIE.

33. «O61iecTBEeHHOE 00JIaK0» - ITO

a) MHPPACTPYKTypa, NMpeAHa3HAUCHHAs U MCMOJIb30BaHUS OJHOM OpraHu3aluei,
BKJTFOYAIOIIIEH HECKOJBKO MOTPEOUTENEH;

0) uHppacTpyKTypa, NpeaHa3HauYeHHas I CBOOOIHOTO MCIOJIb30BAHUS LIMPOKOM
yOJIUKOMH;
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B) BHA HHPPACTPYKTYpbl, MNpeJIHA3HAYEHHbIH [Jsi  HCNOJb30BAHMA
KOHKPETHBIM CO00IIeCTBOM IOTpeOuTe/Ield W3 OpraHu3anuii, UMeEINUX o0uue
3aja4u;

r) KOMOHMHaIMs M3 JABYX WM Oojee pa3iuyHbIX OOJauHBIX HWHPPACTPYKTYD,
OCTAIOIIMXCSI ~ YHUKAIBbHBIMH ~ OOBEKTaMH, HO  CBSI3aHHBIX  MEXAy  CcoO0oif
CTaH/IapTU30BAaHHBIMU WJIM YaCTHBIMH TEXHOJIOTUSIMU MepeAaun JAHHBIX U IPUTIOKEHUI.

34. llenTpasIbHBIN YPOBEHDb, KOTOPHIN OMPELISIET IOTHUECKYIO0 CXeMy 0a3bl TaHHBIX
- 3TO

a) BHEIIHUI YPOBEHBD,

0) KOHUENTYAJbHbII YPOBEHD;

B) (hU3UUYECKUIl YPOBEHbD.

35. TIucbMEHHBI TOKYMEHT, IPU CO3AaHUM KOTOPOrO 3HAKU MHCbMa HAHOCAT OT
PYKH - 3TO

a) MMCbMEHHBIN TOKYMEHT;

0) TEKCTOBBIN JOKYMEHT;

B) PYKOIIUCHBIN JOKYMEHT.

36. CBom OOMMECNPUHATHIX B apMUW TPaBWJ, HOPM H MaHEp TOBEICHUS
BOEHHOCITYKAIIMX BO BCEX chepax uX MeATeTbHOCTH- 3TO

a) IPUABOPHBINA ITUKET;

0) TUIUIOMAaTHYECKUN ITUKET;

B) BOMHCKHH ITHUKET.

37. COBOKYMMHOCTH MPAaBUJI U TPATULIMKI, COOIOAAEMBIX TPaKIaHAMU MPU OOIICHUH
JIPYT C IPYTOM - 3TO

a) o0IIerpaxaaHCKNH ITUKET,;

0) 1EIOBOI ATUKET;

B) HE()OPMAJIbHBIN ITUKET.

38. Jlms Kakoro CTWIS XapaKTePHO IKECTKOE EIMHOJMYHOE TMPHUHSITHE
PYKOBOJUTENIEM BCEX PEIICHUH («MHUHUMYM JE€MOKpPATHH»), MKECTKUW TOCTOSHHBIN
KOHTPOJIb 32 BBINOJHEHUEM PEIIEHUN C YIpo30d HakazaHWs («MakKCUMyM KOHTPOJIS»),
OTCYTCTBHE UHTEpECA K PAOOTHUKY KaK K JUYHOCTH:

a) aBTOPUTAPHBIN CTUIID;

0) IeMOKpaTU4YEeCKUH (MIJIH KOJUIETUATTbHBIN) CTUJTB;

B) JTMOepaNbHBIN (MM aHAPXUYECKUH, HIIA TTOMYyCTUTEIHCKUI) CTUJTD;

') HEMOCJIEI0BATENIbHBIN (AJIOTUYHBIN) CTUT.

39. IlucbMeHHBIN NOKYMEHT, MpPHU CO3JaHUU KOTOPOTO 3HAKH MHUChMa HAHOCAT
TEXHUYECKUMHU CPEJICTBAMHU - ITO

a) MAIIMHONMUCHBIN JOKYMEHT;

0) 2JIEKTPOHHBIN TOKYMEHT;
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B) N300pa3UTEIbHBIN JOKYMEHT.

40. XapaKkTepuCTHKa IICUXOJIOTUYECKOT0 TUIIA TIOBeIeHus moel "Y napHuk":

a) eMy HeMpeMEeHHO HYXHO cooOmuTh Bam Bce menpuaiimme moapoOHOCTH TOTO,
YTO MPOU3OILIO C HUM HaKaHyHE;

0) padoraer «KaK NPOKIATHIN;

B) JIOJDKEH HEMPEMEHHO MPHUHSITH PEIIeHre K KOHILy BCTPEUH;

41. K opraHu3aiiuOHHBIM JOKYMEHTAM OTHOCSATCS:
a) MoJ10:KeHue, MPABUJIA, HHCTPYKLMA,;

0) aKT, 3asBJIEHUE, 3aITUCKH,

B) pacHopsDKEHUs, IPUKa3, PELICHUE,;

I') IOBECTKA JIHS, IPOTOKOJI, CIIPaBKa.

42. BpenoHocHble MPOrpaMMbl, KOTOPbI€ BBIIOJHSIIOT HA  [OPaXKAEMbIX
KOMIIBIOTEpaX HECAaHKIMOHUPOBAHHBIC MOJIB30BATENEM JCHCTBHS, T.€. B 3aBUCUMOCTU OT
KaKuX-T100 YCJIOBHM YHHUYTOXKAIOT WHGOPMAIMI0O HA JIMCKAaX, MPUBOASAT CHUCTEMY K
«3aBUCAHHIOY, BOPYIOT HHPOPMAITUIO U T.1.:

a) 4YepBH;

0) BUpYCHI;

B) TPOSIHCKHE MPOTPAMMBI.

43. IMuK, KOTOPBIHA MBI CTpEMUMCS ceOe co31aTh
a) 3epKaJIbHBIII;

0) TeKyIIuii,

B) JKeJIaeMblii.

44, KopnopaTUBHBIA UMUK ITO

a) HMH/’K OPTaHU3ALMH B 11€JI0M, 2 He ee OT/AeJIbHBIX NoApa3/ieeHul;
0) UMUK, KOTOPBIM 00pa3yeTcs U3 psiia UMHJIKENH HE3aBUCUMBIX CTPYKTYD;
B) HaIll UMHJI’K, CO3aBA€MbIil OIIMOHEHTOM, CONTIEPHUKOM, IPOTUBHUKOM.

45. K pacnopsiiuTebHbIM TOKYMEHTaM OTHOCSITCSI:
a) MOJIOKEHUE, TpaBuiIa, UHCTPYKIUSA;

0) akT, 3asBJICHHE, 3aMUCKH,;

B) pacnopsikeHus, IPpUKa3, pelieHue;

I') TOBECTKA JIHA, IPOTOKOJI, CIIpaBKa.

46. TlporpammubIiA KO, 0€3 BeJIOMa MOJIb30BATENS BKIIOYCHHBIM B MPOTPAMMHOE
obecrieueHure ¢ 1eNTbI0 JEMOHCTPAIIUN PEKIAMHBIX OObSIBICHHIA:

a) IPOrpaMMbI-peKJIaMBbl;

0) MporpamMMBbI-IITTHOHBI;

B) MMOTEHIIUAJIBHO OMIACHBIE MTPUIIOKECHUS.
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47. JIOKyMEHT, TMOJHOCTBIO BOCIHPOU3BOMSIINN HHOOPMALMIO  TOAJIMHHOTO
JIOKYMEHTa ¥ BCE €ro BHEIIHHWE MPU3HAKU WM YacTh MX, HE UMCIOIIUN IOPHINYECCKON
CHUIIBI - TO

a) MOJUTMHHUK O(QHUITHATBFHOTO TOKYMEHTAa (OpUTHHAN);

0) myOnmuKaT TOKyMEHTa,

B) KONUSA JOKYMEHTA;

I') 3aBEpEHHAs KOMHS JOKYMEHTA.

48. «KoMMyHUKaIUsD» — 3TO:

a) mpoiiecc oOMeHa nHGOpMalue B CUCTEME;

0) COBOKYITHOCTh TEXHHYECKHX CPENICTB, OOCCIICUMBAIOIINX IPOIECCHl TMEpenadn
uHpopmaruy;

B) BCe BAPHAHTHI OTBETOB BEPHBbIE.

49. CoBOKYNHOCTh JaHHBIX, XpPaHUMBIX B COOTBETCTBUU CO CXEMOW JIaHHBIX,
MaHUITYJIMPOBAHUE KOTOPHIMHU BBIMIONHSIIOT B COOTBETCTBUM C TMPaBWIAMU CPEICTB
MOJICTUPOBAHUS JAHHBIX - 3TO

a) 0a3a JaHHBIX;

0) oCHOBa JIaHHBIX,

B) PO JaHHBIX;

I') BCE BAPUAHTHI OTBETOB BEPHEIE.

50. YpoBeHb Moab30BaTes - TO
a) BHEIIHU YPOBEHb;

0) KOHIIENITYaIbHBIA YPOBEHbD,
B) GU3HYECKUI YPOBEHb.

51.Texnonorus mpeoOpazoBaHuss pedn B TeKCT (speech-to-text), koropas
oI(POBBIBACT U MEPEBOAUT B TEKCT PEUCBON CUTHAI -

* pacno3zHaBaHMe pevH;
CUHTE3 PEYH;
rojiocoBasi OMOMETpHSI.

52. VI3 o0mmx mpaBuiI COBPEMEHHOTO ATHKETA: TTIEPBHIM IIPUBETCTBYET
a) MY’KYMHA — KeHIIMHY;

0) *KeHILMHA — MY>KYUHY;

B) MJIAJIIIUA — CTApPLIEro;

) CTapIIdii — MITQJIIETO.

53. Psang TtexHojormid, oOeCIEUHMBAIOMIMX TPO3PAYHOC TMOJAKIIOYESHHE K CETH
YAQJICHHBIX KIHMEHTOB, PACIOJIOKEHHBIX, KaK MPaBUJIO, 3a TpejeiaMu JIOKAIbHOW ceTu
OpraHu3aluu - 3TO

a) FTP-cucrema;
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0) cucremMa yJajJeHHOIO J0CTYIAa;
B) «OOnIaYHbIe BHIYUCICHUS.

54. «'ubpunnoe 0651aK0» - ITO

a) MHPPACTPYKTypa, MpeAHa3HAUCHHAs I MCTOJIb30BaHUS OJHOM OpraHu3allue,
BKJTFOYAFOITCH HECKOJIBKO MMOTPEOUTEINeH;

0) undpacTpykTypa, npeaHazHaueHHas JJIsi CBOOOJHOTO MCIOJIB30BAHUS IIHPOKOM
myOJIMKOM;

B) BHUJ WHOPACTPYKTYPHI, MPEAHA3HAYCHHBIA I HMCIOJIB30BAHUS KOHKPETHBIM
COOO0IIECTBOM MOTPEOUTENIEH U3 OpraHu3aIuil, UMEIOLUX 00IIMe 3a/1a4u;

r) KOMOMHANUA U3 ABYX WIH 0oJiee Pa3jIM4YHbIX 00Ja4YHBIX MHPACTPYKTYP,
OCTAIOIIUXCH YHMKAJIbHBIMH O0bEKTaMH, HO CBSI3AHHBIX MexaAy co0oil
CTAHAAPTU30BAHHBIMM WJIH YACTHBIMH TEXHOJIOTHSIMM TiepeJadyd [aHHBbIX H
MPUJIOKEHUMN.

55. IIporpammHoe oOecneueHre, HE NPUUYUHSIONIEE KOMIBIOTEPY KaKOro-indo
IpsIMOTO BPEZa, HO BBIBOJSLIEE COOOIIEHUS O TOM, YTO TaKOH BpeXl YK€ MPUUYMHEH MO0
OyJeT NPUYMHEH MTPU KAKUX-TUOO yCIOBUAX:

a) NporpamMMbI-IIyTKH;

0) pYTKUTHI,

B) IPOTPAMMBI-ILIITHOHBI.

56. [IlepBblii (WM E€IUHCTBEHHBIN) DK3EMIUISIp JOKyMEHTa, OO0JaJaromiuii
IOPUIUYECKON CHIION - 3TO

a) NOAJTMHHUK O0(UIIHAIBLHOTO JOKYMEHTa (OpUruHAN);

0) nyOnuKaT TOKyMEHTa,

B) KOITHS JIOKYMCHTA,;

I') 3aBepeHHAas KOMus JOKYMEHTA.

57. CBoMCTBO 0(UIMATBHOTO JOKYMEHTA BbI3bIBATH MPABOBBIC MOCIIECTBUS -
a) IOpUAMYECKAs CUJIA JOKYMEHTA;

0) yrpo3sl 0€30MaCHOCTH JOKYMEHTOB;

B) MH(OpPMAIIMOHHAS CUJIa JOKYMEHTA.

58. OTpunarenbHbI UMUK 3TO

a) UMUK OpTraHU3alMU B IIEJIOM, @ HE €€ OTAEIbHBIX MMOpa3IeICHU;

0) UMUK, KOTOPBIM 00pa3yeTcs U3 psiia UMUJIKEH HE3aBUCUMBIX CTPYKTYD;
B) HaIll UMUK, CO31aBaeMblil ONIIMIOHEHTOM, CONIEPHUKOM, IPOTUBHUKOM.

59. HenpuimmaHO 3BOHUTH

a) 10 9.00 yacoB uiu Beuepom nocJe 22.00;
6) 1o 10.00 gyacos wiu BeuepoM nocie 21.00;
B) 10 12.00 yacoB wiu Beuepom nociue 19.00;



35

60. Hecneuuduueckuif OTBET opraHu3dMa Ha JH000€ MPEIBIBICHHOE €My
TpeOOBaHKe, NpPEACTaBIAIONIee COOOW HaMpsHKEHUE OpraHu3Ma, HampaBlIeHHOE Ha
MIPEOA0JICHIE BO3HUKAIOLIUX TPYIHOCTEH U MPUCIIOCOOIEHNE K BO3POCUINM TPeOOBaHUSIM
- 3TO

a) crpec;

0) KOH(IHKT;

B) KOMIIPOMHC.

METOIUYECKHUE MATEPHUAJIBI

Y4yeOHO-MeTOAMYEeCKOe W HHPOPMALMOHHOE o0ecredyeHHue: JICKIIMOHHBIMN
MaTepuall, CIIMCOK JINTEPATYPHI.

YciaoBuss a0 (GPYHKIHMOHMPOBAHMS  JJIEKTPOHHONW  MHGPOPMALMOHHO-
o0pa3oBaTeJbHOW Cpelbl: cHCTEMa JUCTAHIIMOHHOTO OOYYEHHMs, DJIEKTPOHHAas
oubnuoreka, MoOHOOJIOKH, Web-kamepbl, MUKPOQOHBI, HAYUIHUKH, MYJIbTHUMEIUNHBINA
MPOEKTOP U 3KpaH, ceTb HTEpHET.

HOPMATHUBHO-ITIPABOBBIE AKTbBI U CIIMCOK JIMTEPATYPbI

- ®enepanbHblil 3akoH 0T 29.12.2012r. No273-D3 «O06 obpazoBanuu B Poccuiickoit
denepanuny;

- ®enepanpubiii 3ak0H OT 30.12.2001r. Ne197-03 «Tpynosoit Kogexc POy;

- Oenepanbubiii 3akoH oT 06 ampens 2011 r. Ne 63-@3 «OO0 s1eKTpOHHOM
MOATIUCHY;

- ®enepanbHbiii 3akoH oT 27 wutona 2006 r. Ne 149-03 «O6 wunbopmanmw,
UH(OPMAITMOHHBIX TEXHOJIOTHUSAX U O 3aIUTe HHHOPMAITUNY,;

- @enepanbubiii 3ak0oH 0T 02 mas 2006 r. Ne 59-®3 «O nopsigke pacCMOTpPEHHS
obOpammennii rpaxkaan B Poccuiickort denepanmmy;

- ®enepanpubii 3aK0H OT 01 uronHs 2005 r. Ne 53-@3 «O rocy1apcTBEHHOM SI3BIKE
Poccuiickoit @enepanmnmny;

- @enepanbHblil 3akoH OT 22 okTs0pst 2004 1. Ne 125-D3 «O6 apxuBHOM Jeje B
Poccuiickoit @enepannmny;

- ®enepanpubiii 3ak0H OT 29 uronst 2004 r. Ne 98-D3 «O koMMepUeCcKOr TaltHE»

- ®enepanbubiid 3ak0H OT 21 urons 1993 r. Ne 5485-1 «O rocynapcTBEHHOU TallHEe»;

- IlocranoBnenne IlpaBurensctBa P® ot 15 wurona 2009 r. Ne 477 «O06
yTBepkaeHun [lpaBun nemompousBojcTBa B (enepalibHBIX OpraHax HCIOJHUTEIHHON
BIIACTI;

- IlocranoBnenue IlpaBurensctBa P® ot 13 asrycra 1997 r. Ne 1009 «O0
yTBepkaeHun [IpaBuyi TOATOTOBKM HOPMATHBHBIX TMPABOBBIX AaKTOB (eaepaabHbIX
OpraHoB MCHOJIHUTEJILHOU BJIACTH U UX TOCYJAapCTBEHHOW PErUCTpaIlun»;

- TlocranoBnenue IlpaButensctBa P® o1 27 pmexabpss 1995 r. Ne 1268 «O6
YHOPSIIOUEHUN HW3TOTOBJICHUSI, MCIOJB30BAHUS, XpPaHEHUS W YHUUYTOXXCHUS Tedaredl u
0JIaHKOB ¢ Bocnpou3BeaeHueM ['ocyaapctBeHHoro repoa Poccuiickoit deaepariumy;
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- [Ipuka3z ®enepanbHoro apxuBHoro areHTcTBa oT 20 mexadbps 2019 roma Ne 236
«O0 ytBepxknaeHun llepeuHss THUMOBBIX YIPaBICHYECKUX AaAPXUBHBIX JOKYMEHTOB,
o0pa3yromuxcs B Mpoliecce AesITeNbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO
CaMOYTIPABJICHUS U OPraHU3ALNMA, C YKA3aHUEM CPOKOB UX XPAaHEHUS»;

- [TocranoBnenne Muntpyna Poccun ot 26 mapta 2002 r. Ne 23 «O06 yTBepkaeHUN
Hopm Bpemenu Ha paboThl MO JOKYMEHTAIIMOHHOMY OOECIEUEHHUIO YNPaBICHUECKUX
CTPYKTYp GeaepaabHbIX OPraHOB HUCTIOTHUTEIBHON BIACTHY;

- IlocranoBnenne I'ockomcrtata Poccum ot 05 suBaps 2004 r. Ne 1 «O6
YTBEPXKACHUHM YHUPHUIMPOBAHHBIX (POPM MEPBUYHON YUETHOW MOKYMEHTAIMU MO y4YETy
TpYJla ¥ €ro OIIaThIy;

- IlocranoBnenne Muntpyna Poccum ot 25 wHosiopa 1994 r. Ne 72 «OO0
YTBEPXKIICHUH MEXOTPACIEBbIX YKPYINMHEHHBIX HOPMAaTHUBOB BpPEMEHU Ha pabOThI 10
JOKYMEHTAallMOHHOMY 00€CIIEUEHUIO YIIPaBICHUS;

- IlocTanoBnenue denepalibHON KOMUCCUU 10 PBIHKY LEHHBIX Oymar ot 16 urons
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