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1. IosicHuTE/IbHAS 3ATIMCKA.

1.1 OO0mas xapakrepucTuka nporpaMmmbl. Onucanue NporpaMMmal.

OcHoBHas oOpa3oBaTenbHas NporpaMMa npo@eccuoHaIbHON MOATOTOBKH 110
npoeccun 26353  «CekpeTapb-MalllUHMCTKAa»  COCTABJI€HAa HAa  OCHOBE
YCTAHOBJIEHHBIX KBaJM(UKAMOHHBIX TpeboBaHuil mo mnpodeccun «Cekperapb-
MalIMHUCTKa» ¢ ydyeToM DenepalibHOro rocyJapcTBEHHOro 00pa30BaTEIbHOTO
CTaHjaapra cpeaHero npodeccuoHanbHoro oopasoanus mno npodeccun 034700.01
Cekperapp, dDenepanbHOro KOMIIOHEHTa TOCYAAPCTBEHHBIX 0O0pa30BaTEIbHBIX
CTaHJAapTOB HAYaJIbHOrO OOLIEro, OCHOBHOIO OOIIEro M CpeaHero (TMOJHOTO)
o01rero 00pa3oBaHusi, yTBEPKIESHHOTO TprKka3oM MuHucrepcTBa oopa3zoBanus PO
No 1089 ot 5 mapra 2004 r.

HopMmaTtuBHO-1IpaBOBYI0 OCHOBY pa3pabOTKU 00pa30BaTEIbHON MPOrpaMMbl
npodeccroHanbHoro ooyuenus 26353 «CekpeTapb-MallIMHUCTKA)» COCTABIISIOT:

- Denepanpubiii 3ak0H oT 29.12.2012 Ne 273-®3 «OO6 o6pa3oBaHHH B
Poccuiickoit @enepauunm»;

- Oo6mepoccuiickuii  kimaccupuxkarop OK 016-94 mnpodeccuit pabouux,
coyxamux u Tapudubix pazpsgoB  (OKIIATP) (mpunst IloctanoBieHueMm
INoccranmapra PB ot 26.12.1994 1. Ne 367,

- Ilocranosnenne Muntpynga P® or 10 nHosOps 1992 r. N 31 "O6
yTBEPKACHUN TapU(HO-KBATN(DPUKAIIMOHHBIX XapaKTEPUCTUK 10 0OIIEOTPaCIEBbIM
npodeccusam pabouunx";

- [Ipuka3 Munnpocsemenust PO ot 14.07.2023 N 534 "OO0 yrBepkaeHUU
Ilepeunss mnpodeccuit  paboumx, JODKHOCTEH CIyXalldX, 110 KOTOPBIM
OCYIIECTBIIICTCS MTPodeCCHOHAIBHOE 00yUeHHE";

- @enepanbHBIA TOCYIApPCTBEHHBIM 00pa30BATENbHBIN CTaHIAPT CPEIHETO
npodeccuonansHoro obOpazoBanusi mo mnpodeccun 034700.01 Cexpetapb
(Y1Bepxkaen npukazom MunuctepcTBa 06pasoBanus u Hayku PO ot 2 aBrycrta 2013
r. Ne 657);

- [Ipuka3 Munnpocseuenust Poccuu ot 26.08.2020 N 438 "O0 yTBepxaeHUn
[lopsiaka opraHu3alvd M OCYIIECTBICHUS O00pPa30BaTEIbHON NEATEIHHOCTH IO
OCHOBHBIM TIporpamMmam npodeccruoHaIbHOTO 00ydeHus "

VY4eOHbI MIaH COEPKUT NMEPEUEHb Pa3AesioB U TEM C YKa3aHUEM BPEMEHH,
OTBOJMMOI0 Ha OCBOEHHME TEM, BKIIFOYasl BPEMs, OTBOJUMOE HA TEOPETUUYECKUE U
MPAKTUYECKUE 3aHATHUS.

[Ipu peanuzanuu nporpaMMmbl aKaJeMUYECKHM 4Yac YyCTaHaBIMBAETCS
MPOAOJKUTENBHOCTBIO 45 MUHYT.
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[Iporpamma mpodeccuoHanbHOTO OO0yYE€HHUs TMOJATOTOBKM pabouux U
CIIy’KalllUX UMEET MOAYIbHYIO CTPYKTYDY.

[Iporpamma cOCTOMT W3 MOJYJIEH, KOTOPBIE MOTYT OBITH BIIOCJIEICTBUM
3a4Te€Hbl TPU OCBOCHHUU JIONOJHUTEIBHBIX MNPOPECCUOHANBHBIX POrpPaMM
npoecCHOHaNbHON MEepPEenoJroTOBKM, HMEIIIUX B Yy4eOHOM IUIAHE MOIYIH
aQHAJIOTUYHOT'O CO/ICPKAHUS U TPYJOEMKOCTH.

[Iporpamma  mpemycMaTpuBaeT  JAOCTATOYHBIA 11 (OPMHUpPOBAHUA,
3aKpEIICHUS U Pa3BUTHS MPAKTUYECKUX HABBIKOB U KOMIIETEHIIUM 00BEM MPAKTHK.

OcBoeHue nporpamMmbl MpoHEeCCUOHATBLHOTO 00yUYEHHUS MOJATOTOBKU pabounx
U CIyXKallluX 3aBepIliaeTcss UTOTOBOWM arTectamued ciymareneid B Qopme
KBaJIM(UKAMOHHOTO 3K3aMeHa. [Ipu ocBoeHUM mpodeccroHaNIbHONW MPOTrpamMMbl
BBIJIAETCS CBUIETENLCTBO O Mpodeccrur padbovyero, J0HKHOCTH CITYXKaIIero.

1.2. Hexab peanuzanuu NporpaMmsl
Lenb: peanusanusi mporpammbl siBsieTcss (QopMupoBaHue TpodhecCHOHATBHBIX
KOMIIETEHIIUH, TIpenycMoTpeHHbIX OO0iepoccuifickuil kinaccupukarop npodeccuit
pabounx, JDOKHOCTEH ciykamux u Tapudubeix paspsgoB, OK 016-94 mo 26353
«CekpeTapb-MallluHUCTKAY.

1.3. Tlnmanupyembie pe3yJabTaThl 00yUeHUS

B pesynbrate oOydeHus chymarenab AOKEH MNPUOOPECTH Cleayrolue
3HaHMSI M yMEHHs, HEOOXOJIMMBbIE JUIsi KAa4eCTBEHHOTO W3MEHEHHS CBOUX
npodeccuoHaIbHBIX KOMITETEHIIUN:

cJIymiaTeJib 10JI2KeH 3HATh!

- MOJIOKEHUS, WHCTPYKLUUHU, JPYyrU€ PYKOBOISIIME MaTepuaigbl U
HOPMAaTUBHbBIE JOKYMEHTHI 110 BEJICHUIO JEJIONPOU3BOJICTBA;

- CTPYKTYpY M  PYKOBOISIIMI COCTaB MPEANPUATHS U €ro
MOJIpa3aeiICHUN;

- MAaIllMHOIIUCDH,

npaBwia oporpaduu U MyHKTYaINH,

- MOPSAIOK PACTIOJIOKEHUs MaTephalia TpU TeYaTaHuW Pa3TMIHbIX
JIOKyMEHTOB;

- NpaBWiIa TICYaTaHWS JEJOBBIX THUCEM C HUCIOJH30BAHUEM THITIOBBIX
dopm;

- IIpaBWJIA TTOJT30BAHUS PUEMHO-TIEPETOBOPHBIMHU YCTPONCTBAMU;

- CTaHAApTHl  YHU(DUIIMPOBAHHOM  CHCTEMBI  OpPraHU3aIMOHHO-
pacnopsIUTETbHON TOKYMEHTAITUH.

CJAyIIATENb J0JKEeH YMEeTh:

- KOHCTPYHUPOBATH PA3JINYHBIC BHAbI 0JaHKOB CJ'Iy>KG6HBIX JOKYMCHTOB;,



- COCTaBJSITh, pENAaKTUpPOBaTh U  OQOPMIISTH OpPraHU3AIMOHHO-
pacropsiuTeIbHbIE JOKYMEHThI OpraHu3alluu;

- BeCTU paboTy ¢ JOKyMEHTaMu (SKCIEIUIUOHHYIO 00paloTKy,
pEerucTpaluio, KOHTPOJIb UCIIOIHEHUS, CIPABOYHO-UH(POPMAITMOHHYIO padoTy);

- COCTaBJISITh U O()OPMIISITH HOMEHKJIATYPY Ji€] OpraHu3alluu;

— dbopmupoBaTh Aena B COOTBETCTBUM C HOMEHKJIATYPOU /eI

— MIPOBOJIUTH TEKYIIIEE XPAHEHUE JOKYMEHTOB;

— MO/ATOTaBIMBATh Jleja K Mepeaye Ha apXUBHOE XPAHCHHUE;

- UCIIOJIB30BaTh OPraHU3AIMOHHYI0 TEXHUKY B MNpodeCcCHOHATBHOMN
NeSATeTLHOCTH.

cJylmaTe/ib 10JKeH UMETh ONbIT:

— UH(OPMaIIMOHHO-TOKYMEHTAITHOHHOTO obecrieueHust
yIPaBICHYECKON JEATSIILHOCTH B CTPYKTYpPE OpTraHHU3alNH;

- UCIIONIB30BaHUSl ~ MH(GOPMAIMOHHBIX  TEXHOJOTMA W CPEJCTB
OPITEXHUKH B JOKYMEHTAIIHOHHOM OOECIICUCHHUH YTIPABJICHUS OpTraHU3aIlUu.

IIpodeccuoHabHbIE KOMIETEHIHH, KayeCTBeHHOe (OpMHUPOBaHHE
KOTOPBIX IVIAHUPYeTCcs B pe3yJibraTe ocBoeHus Ilporpammei:

1. CocraBnsath, peaakTupoBaTh U 0QOPMIATH  OPraHU3AINHOHHO-
pacropsAuTENbHYI0 JOKYMEHTAIMIO, CO3/1aBAa€MyI0 B OpraHU3alud, COTJIACHO
tpeboBanusiMm ['ocymapctBenHsix cranmaptoB (I'OCT) mno odopmiieHHto
JOKYMEHTOB C MCIIOJIb30BAaHUEM COBPEMEHHBIX BHUJIOB OPTaHU3ALIMOHHOW TEXHHKHU
(ITIK 1.1);

2. Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OpraHM3aIMH C UCIOJIb30BAaHUEM
COBpPEMEHHBIX BUI0B opranu3aiuonHon Texuuku (I1K 1.2);

3. CocTaBisaTh 1 0POPMIIATE HOMEHKJIATYPY JIe]1 OpraHu3aIiuu, (opMHUpOBATH
Jiena B COOTBETCTBHM C YTBEPXKICHHOW HOMEHKIATYypoH, obOecreunBaTh HX
COXpPaHHOCTh B TEKYILIEM JEJIONPOU3BOJICTBE C HCIIOJIb30BAHUEM COBPEMEHHBIX
BU10B opranu3armonHou texuuku (11K 1.3);

4. OcyiecTBIATh NOATOTOBKY A€M K mepenade Ha apxuBHoe xpaHeHue (11K
1.4);

5. BbINOAHATH MAaIIMHOMKUCHBIE PA0OTHI pa3audyHoOi cteneHu cioxkuoctu (ITK
1.5).

1.4, KpaandpukaumoHHAsi XapaKTEePUCTHKA

KBamudukanus,  npucBamBaeMas  BBIMYCKHHUKaM  00pa30BaTeIbHOM
MPOrpaMMBbl: CEKPETaph-MaIlIMHUCTKA, 3 KaTeropHusl.

JIOJDKHOCTHBIE  00513aHHOCTU. BpInonHseT TexHudeckue QYHKIUU MO0
o0ecrne4eHUI0 U OOCITY>KUBAaHUIO PaOOThl PYKOBOJIUTENS MPEANPUSTUS WA €ro
noapazneneHuid. I[lomyyaer HeoOXoIMMBbIE PYKOBOJUTENIO  CBEIAEHUA  OT
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MOJIPA3/IeICHUN WM WCIIOJHUTENEH, BBI3BIBAET MO €ro MOPYYEHHUI0 PaOOTHUKOB.
Opranusyer TenedOHHbIE MEPErOBOPbHI PYKOBOAMUTENS, NPUHUMAET U NEperaet
TeNe(pOHOrPaMMBbl, 3aMIMCHIBAET B €M0 OTCYTCTBUE MPUHSTHIE COOOILIEHHS U TOBOAUT
710 CBEJICHUS pyKOBOJIUTENS UX coepxkanue. OcylecTBiseT padboTy Mo MOArOTOBKE
3acelaHuii M COBEIIAHUW, MPOBOJUMMBIX PYKOBOAMUTENIEM (COOp HEOOXOAMMBIX
MaTepHalioB, OMOBEUIEHUE YYACTHUKOB O BPEMEHH, MECTE, TIOBECTKE JHS 3aceqaHus
WM COBELIAHUs, X PETUCTpAIlus), BeIeT U opopMIIsieT mpoTokoibl. O0ecrneynBaeT
paboyee MeCTO PYKOBOJUTENS KAHIEISIPCKUMHU MPUHAIIEKHOCTIMH, CPEICTBAMHU
OpraHU3allMOHHON TEXHUKH, CO3JAeT YCJIOBHUA, crocoOCTByIoume 3¢hdEeKTUBHON
pabore pykoBoautens. Ilepemaer W npuHMMaeT HHPOPMALMIO IO MNPUEMHO-
NEPErOBOPHBIM yCcTpolcTBaM (Tenekc, ¢akc, Tenedakc u Ap.). [lewaraer mo
yKa3aHUIO PYKOBOJAUTENS pa3iuyHble Marepuaibl. Bener enonpou3BOICTBO,
OPUHUMAET TOCTYNAIoU[yld Ha HMMS  PYKOBOJIUTENS  KOPPECMOHICHIIHIO,
OCYIIECTBIISIET €€ CHCTEMATU3AIMI0 B COOTBETCTBUM C MPUHSATHIM Ha MPEINPUATHI
NOPSJIKOM U MepeaeT Mocie €€ pacCCMOTPEHHUs PYKOBOJUTENEM B TOJIpa3ieieHUs
WJIM KOHKPETHBIM HUCIIOJIHUTEIISIM JIJIs1 UCIIOJIB30BaHUS B IIpoliecce uX paboThl MO0
NoJAroToBKM oTBeTa. CIeauT 3a CpOKaMU BBIMOJHEHUS TIOPYUYEHUIM PYKOBOJUTENS,
B3STBIX Ha KOHTpPOJIb. [IpMHMMAaeT AOKYMEHTbl Ha MOJANHCH PYKOBOJMTEINIO.
Opranusyer npueM IOCETUTENEH, CONEHCTBYET OINEPATUBHOCTH PACCMOTPEHHUS
npockd W MpeMIoKeHH paboTHUKOB. DopMupyeT Jella B COOTBETCTBUHM C
YTBEP)KJIEHHOM  HOMEHKJIATypou, oOecrneynMBaeT MUX COXpPaHHOCTb U B
YCTAHOBJIEHHBIE CPOKM cJaer B apxuB. lloaroraBnuBaeT JOKYMEHTBI ISt
TUPAXKUPOBAHUSI HAa MHOXKHUTEJIbHOW TEXHHUKE, a TAKKE KONMUPYET JOKYMEHTHI Ha
NEPCOHAIIBHOM KCEPOKCE.

1.5. TpeOoBaHusl K YPOBHIO MOATOTOBKH MOCTYNAIONIEr0 HA O0yUYyeHHUe
(WM KaTeropus cjaymaresien).

K ocBoenuto mnpodeccrnoHanbHOM HpOrpaMMbl JIOMYCKalOTCA: JIMLA,
nocturmue 18 et u He umeronue NpodecCuoHaTFHOTO 00pa30BaHMUS.

1.6. Tpynoemkoctb 00yuyenusi: 180 akagemudeckux 4acoB (5 HEETb).

1.7. Pexum 3aHsITHIi: 6 YacOB B JieHb, 6 pa3 B Hepemto. KonmnyecTBo mroaeit
B IpYIMIE HE MPEBBIIIAET O YETOBEK.

1.8. ®opma odyueHus

OYHas1, OYHO-3a04Hasl, 3204Has (C OTPBIBOM OT IIPOU3BOACTBA, O€3 OTPBIBA OT
IIPOU3BOJICTBA, C YACTUYHBIM OTPBIBOM OT ITPOU3BOJICTBA).

2. Conep:kaHue MPOrpaMMbl

2.1. YueOHBIi MJI1aH NPOrpaMMbl 00y4YeHHs

OCHOBHBIM JOKYMEHTOM HpPOrpaMMbl SIBISICTCA y4eOHbIM IMUIaH. Y4eOHBIi
IUIaH ~ ONpeneNsieT  IepedYeHb, TPYAOEMKOCTb,  MOCIEAOBATEIIBHOCTD U
pacripefieiieHue y4eOHbIX MPEIMETOB, KYpCOB, NUCIMIUIMH (MOJYJEH), U HHBIX
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a TaKKC YKazaHUuC BHJIOB

aTTeCTalnu.
Ne /it HanmenoBanue monyis Bcero B ToM uucne Dopmsbl
4acOB | TEOPETHYECK | MPAKTHU | KOHTPOJIA
W€ 3aHIATUS | YECKHE
3aHATH
s
1 TpeboBanus K KauyecTBY 20 6 14 [TpaxTuue
BBITNIOJIHSAEMBIX paboT CKOe
3aJjaHne
2 Opranuzanys nH(GOPMAaIMOHHO- 2 2 - [IpaxTuue
JTOKYMEHTAIHOHHOTO CKOE
00CITy>)KMBaHUS 3a/laHne
3 CnyxeOHbIE TOKYMCHTHI 12 8 4 [TpakTde
CKOE
3aJjaHne
4 NudopmanroHHO-cripaBoYHbIE 34 22 12 Tecr,
JTOKYMEHTBI MIPaKTHYIEC
KO€e
3aJjaHne
5 PacniopsmuTensHbie TOKYMEHTHI 16 4 12 [TpakTuue
CKO€e
3aJlaHue
6 OcHoBbI HTHGOPMAITMOHHBIX 20 10 10 [TpakTuue
TEXHOJIOTHl B paboTe cexperaps CKO€
3aJlaHue
7 CucTeMblI 3JIEKTPOHHOTO 6 2 4 Tecr,
JTOKyMEHTO00O0poTa MpaKTHIec
Koe
3aJlaHue
8 Opranu3zanus T0KyMeHT0000poTa 14 10 4 [TpakTuue
OpraHu3anuu CKO€
3a/laHue
9 Cocrasnenue u opopmiieHue 6 2 4 Tecr,
HOMEHKJIATYpHI e MpaKTH4ec
Koe
3a/laHNe
10 dopMHUpOBaHUE U XPAHCHHE JIETT 4 4 - [TpakTuue
CKO€
3a/laHNe
11 [lonroroBka pen Kk mepenade Ha 6 4 2 Tect
apXMBHOE XpaHEHUE
12 VYuebHas npakTuKa (BHYTPEHHsIS) 36 - 36 ITpakTue
CKO€
3a/laHNe
13 Hrorosag arrecramus 4 - 4 Kpanmupuk
aIlMOHHBIN
HK3aMEH.




BCET'O

180

74

106

2.2. Y4eOHO-TeMATHYCCKHUH IJIAH

Ne
/1

HaunmenoBanue Moyneit u tem

KonnuectBo yueOHBIX 4acoB

Bcero vacos

AynuTopHOE BpeMs

Bcero AyAUTOPHLBIX YaCOB

Jlexuun

HpaKTI/I‘ICCKOC 3aHATUC

[Ipumeuanue

Moayas 1. TpeGoBaHusI K KadecTBY
BbINOJIHAEMbIX Pa00T

20

N
o

H
o

Tema 1. IlpaBuiia muceMa TEKCTOBOTO
Marepuana yepe3 1; 1,5; 2 uHTepBana.
[IpaBuna odopmiieHHs TEKCTOB ¢
3aroJIOBKaMHU U MO13ar0J0BKaMHU.

Tema 2. CiocoOBI BBIAEIIEHUS B TEKCTE.
[IpaBuna  cokpamieHus  CJIOB U
CJIOBOCOYETAHHH.

Tema 3. OdopmieHue mnpuMedaHUi
(ocHOBaHMH, TPUIOKEHUH) K TEKCTY.
OdopmiieHue CHOCOK.

Tema 4. CnocoObl
oubmmorpaduaeckux

[IpaBuna  odopmieHus
JIUCTA.

ohopMIICHHS
CBEICHUN.
TUTYIBHOTO

Moayasb 2.
HH(POPMAITHOHHO-
JOKYMEHTAallHOHHOI0 00CIYKUBAHUS

Opranunzanust

Tema 1. HopMaTuBHbIE JOKYMEHTHI IO
JTOKYMEHTAI[MOHHOMY 00eCIIeUeHUIO
YrpaBieHus.

Mopayab 3. Ciry:ke0HbIe JOKYMEHTBI

12

12

Tema 1. 3HaueHue WU
JOKYMEHTOB B
Knaccudukarus
JTIOKYMEHTOB.

byHKIUN
YIPaBICHUH.
CITY>KeOHBIX

10.

Tewma 2. Enunsie TpeOoBaHUS U MIpaBUiIa
odopmIIeHUS JOKYMEHTOB B
cootBercTBud ¢ 'OCT.

11.

Tema 3. Bunuel OnaHKOB CiTyeOHBIX
JIOKYMEHTOB, TpeOOBaHUs K UX




KonnuecTBo yueOHbBIX 4acoB

AynuTopHOE BpeMsl
/M
: 2
. g z
o i = Q
. 2 = = © E
No HaumeHnoBanue Moyieit u Tem & a S ) =
/o 2 S 5 | 2 3
o) = 5 3 =
Q =
= 2| T i &
° =
=
: 5
ad
KOHCTPYHPOBAHHIO.
12. | Tema 4. SI3BIK W CTWIb CITyXKeOHOM 9 5 5 |-
JOKYMEHTAITHH.
13. | Tema 5. CocraBienne u opopMmiIeHHE 4 4 .4
OJIaHKOB CITY)KEOHBIX JOKYMEHTOB.
14. | MoayJb 4. Hudopmanuonno-
CIpaBOYHbIE 34 34 22 |12
JJoKymMeHTbI
15. | Tema 1. CiryxxeOHOE TIHCHMO. 5 5 5 -
16. | Tema 2. AkT. 4 4 4 -
17. | Tema 3. CripaBku. 4 4 4 -
18. | Tema 4. IIpotokon. Beimucka wu3 5 5 5 ]
MIPOTOKOJIOB.
19. | Tema 5. CayxeOHBIE 3AIHCKH. 4 4 4 -
20. | Tema 6. CocraBjieHue, peIaKTHPOBAHHE
nu  odopmieHue  uHOPMAIMOHHO-
CIPABOYHBIX JIOKYMEHTOB:  JICJIOBBIX 12 12 i 12
MUCEM; aKTOB; CIIPABOK; MPOTOKOJIOB M
BBIIMUCOK M3 MPOTOKOJIOB; CITy)KEOHBIE
3aITUCKH.
21. | Moayas 5. PacnopsaureibHbIe
Ry P 16 16 4 |12
JTOKYMEHTBI
22. | Tema 1. Ilpukasel 1O OCHOBHOM 5 5 5 ]
JIeATCILHOCTH. BBINIMCKY U3 MIPUKA30B.
23. | Tema 2. Pacniopsikenus, 5 5 5 ]
MOCTAHOBJICHHSI, PCIICHUSI.
24. | Tema 3. CocraBiicHHE, PEJAKTHPOBAHNE
1 0(OpPMIICHHE PACTIOPSTUTEIBHBIX
JOKYMEHTOB: IPUKAa30B II0O OCHOBHOM 12 12 - 12
JESATENbHOCTH, BBIMHCKA U3 MPUKA30B;
PacIoOpPsHKEHHH, BBIITHCOK U3 MPUKA30B.
25. | Moayab 6. OCHOBBI
HH(POPMAIMOHHBIX TEXHOJIOIMH B 20 20 10 |10
pabdore cekperaps
26. | Tema 1. BO3MOXHOCTH TaGIUYHOTO 5 5 5 i
peaakTopa.
27. | Tema 2. TocTpoeHHe qHArpamMM. 5 5 5 -
28. | Tema 3. KoHnctpynpoBatue 3 3 - 3
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KonnuecTBo yueOHbBIX 4acoB

AynuTopHOE BpeMsl
/M
: 2
. g z
o < ) ™M
Ne HaumeHnoBanue Moyieit u Tem = =z = 2 §
o/ g g % § 2
s 5 =S| )
) = =
o =
3 =
ad
AJIIEKTPOHHBIX TaOJHII.
29. | Tema 4. Co3anue quarpamm. 4 4 - 4
30. | Tema 5. CopTrpoBKa u 3 3 ) 3
(hopmaTupoBaHNE TAHHBIX B TAOJIUIIAX.
31. | MoayJb 7. CucTeMbl JIEKTPOHHOIO 6 5 9 4
JdoxkymeHnTo000poTa
32. | Tema 1. Bemymue pocCHICKHE CHCTEMBI 5 5 9 )
DIIEKTPOHHOTO JIOKYMEHTO00OPOTA.
33. | Tema 2. «Crenoi» IeCATUIATIBIEBBII 4 4 ) 4
METOJI TIeYaTH.
34. | Moayab 8. Oprauusanus
JOKYMEHT0000poTa 14 14 10 4
Opranusanumn
35. | Tema 1. Ilonste HOKyMEHTOOOOPOTA.
Texnonorust 06pabOTKH MOCTYMAOIINX 3 3 3 -
JIOKYMEHTOB.
36. | Tema 2. IlpaBuma u  (GopMbI 3 3 3 i
PETUCTPAIIUK JJOKYyMEHTOB.
37. | Tema 3. KoOHTpOIb 3a MCHOJHEHHEM
MOPYYEHHUH PYKOBOJUTEIS U MIPHHSATHIX 4 4 4 i
pemenuii. PabGora ¢ ucxomsmen
KOPPECHOH/ICHIIUEH.
38. | Tema 4. Perucrpanus BXojsiiei 5 5 i 2
KOPPECHOHICHIIHH.
39. | Tema 5. Perucrpauus HCXomasIIei 5 5 ] 5
KOPPECHOHICHIIHH.
40. | Moayan 0. CocraBJjieHue u
oopmiieHHE 6 6 2 4
HOMEHKJIATYPBI J1e]1
41. | Tema 1. Buasl HOMEHKJIATYphl JIEl.
Odopmienue 1 BeIeHHe HOMEHKIIATYpPhI 2 2 2 -
JIe.
42. | Tema 2. CocTaBieHHE HOMEHKIIATYPHI 4 4 i 4
JIe7T OpraHu3alvu.
43. | Moayns» 10. ®opmupoBaHue H 4 4 4 )
XpaHeHue e
44. | Tema 1. I'pynmupoBKa IOKYMEHTOB B 9 9 9 i
Jena.
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KonnuecTBo yueOHbBIX 4acoB
AynuTopHOE BpeMsl
/M
S 3
S =
0 & =
) X = o
Q o R =
i s = o
No HaumeHnoBanue Moyieit u Tem & a S ) =
n/n o S ) g 2
= = >~ 15
o4 ) ) o =
2 S = 5 =
as] > I~ [
) = =
o 2
<
=
O o
Q =
M
45. | Tema 2. TIpaBuia TEKyIIETO XpPaHCHUS 5 5 5
JIe]T B OpraHu3aIiy.
46. | Moayan 11. TloaroroBka paea K 6 5 4 5
nepenayve Ha ApXUBHOE XPaHeHHe
47. | Tema 1. DTamel NOATOTOBKH JAEJ K CAAYE 5 5 5
Ha apXHUBHOE XpaHEHUE.
48. | Tema 2. Odopmienre NOKYMEHTOB WU
JIeJT K YHUUTOKEHUIO U Ha JJIUTEITLHOE 2 2 2 -
(OCTOSIHHOE) XpaHEHHE.
49. | Tema 3. OdopmiieHre IOKYMEHTOB H
JIeJT K YHUUTOKEHUIO U Ha JJIUTEITLHOE 2 2 - 2
(OCTOSIHHOE) XpaHEHHE.
50. | Moayanr 12, YuyeOHasi NpPaKTHKA
36 36 - 36
(BHYTpeHHSIs1)
51. Buael pabor:
1. CocraBusith, penakTUpoBaTh W  OPOPMISITH  OPraHU3AIMOHHO-
pacropsIUTEIbHYIO JOKYMEHTAIHIO, CO3/IaBaEMYIO B OPTaHU3AIMH, COTIIACHO
tpeboBanusiMm ['ocymapctBennbix crangaptoB (I'OCT) mo odopmieHuto
JOKYMEHTOB C WCIIOJIb30BaHUEM COBPEMEHHBIX BHJIOB OPraHU3aI[HOHHON
TEXHUKH.
2. OpraHu3oBBIBaTh JTOKYMEHTOOOOPOT B OpPraHM3AlMU C HCIIOJIb30BAaHHEM
COBPEMEHHBIX BHJIOB OPTraHU3AIIMOHHOMN TEXHUKH.
3. CocTaBiisATh U 0POPMIISITH HOMEHKIIATYPY J€J OpraHu3aluu, GOPMHPOBATH
Je7ia B COOTBETCTBUU C YTBEPXKJICHHOW HOMEHKJIATYpOH, oOecreunBaTh UX
COXPaHHOCTh B  TEKYIIEM JICJIONPOM3BOJCTBE C  HCIIOJIb30BAaHHEM
COBPEMEHHBIX BHJIOB OPraHU3aIIMOHHON TEXHUKH.
4. OCyIIeCTBISATh MOJrOTOBKY JISJI K Nepeiaue Ha apXUBHOE XpaHEHHE.
S. BBINOJIHATH MAIIMHOMKMCHBIC PA0OTHI PA3IUYHOM CTETICHU CIIOKHOCTH.
52. | Moay.b 13. MToroBast arrecTamus Kpaingu
KaluoOH
4 4 - | 4 ~
HbIN
IK3aMEH
53.

HTroro 3a o0yuenue 180 180 74 106
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2.3. Paboune nporpamMmMsbl Mojay.Jiei

Moayas 1. TpeOoBaHusl K Ka4eCcTBY BBINOJIHAEMbIX padoT

Tema 1. IIpaBuiia nucbMa TEKCTOBOTO Matepuana yepes 1; 1,5; 2 unreppana.
[IpaBuna oopmiieHHs] TEKCTOB C 3ar0JIOBKAMH U MOJ3ar0JIOBKAMH.

Tema 2. CnocoObl BbiaeneHus B Tekcre. [IpaBuia cokpallieHusi CIOB U
CJIOBOCOYETaHUM.

Tema 3. Odopmienne npumedaHuid (OCHOBAHUM, MPHUIOKEHHUI) K TEKCTY.
OdopmiieHrne CHOCOK.

Tema 4. Cnioco6sl odopmiienus Oubnuorpaduueckux cenenuid. [IpaBuna
o(QopMIIEHUS! TUTYJIBHOTO JIHUCTA.

KonnuecTBo yueOHBIX 4acoB
AyauTopHOE BpeMs
/M
8 ]
3 =
@ = =
o > T Q
S 2 S =
Ne HauMmeHnoBaHue TeM = T = o =
/ © o) = g N
/T [ = &z 5 =1
Q = (5} 159 =
S = 5 =
aa)] > I~ o
= E =
o 2
<
=~
) (=8
Q =
M
1 Tema 1. IlpaBuna nmucbmMa TEKCTOBOTO
Marepuana yepe3 1; 1,5; 2 uHTepBana. 4 4 5 5
[IpaBuna odopMieHHS TEKCTOB C
3aroJIOBKaMHU U MO13ar0JI0BKaMHU.
2. Tema 2. CiocoOBI BBIAEIIEHUS B TEKCTE.
[IpaBuma  cokpamieHuss  CIOB U 6 6 2 4
CJIOBOCOYETAHMII.
3. Tema 3. Odopminenue npuMeyaHuii
(ocHOBaHMH, TPUIIOKEHUI) K TEKCTY. 4 4 - 4
OdopmiieHne CHOCOK.
4. Tema 4. Cmocobsl  odopmieHus
6ubnmorpadguueckux CBEICHUM. 6 6 5 4
[IpaBuna odopmieHUss  TUTYIBHOTO
JUCTA.
5. | BCEI'O 20 20 6 14

Monyas 2. Opraausanusa UHGOPMAIHMOHHO-AOKYMEHTALIMOHHOI O
00CTIy:KUBAHUS
Tema 1. HopMaTuBHBIE JOKYMEHTHI IO JOKYMEHTAIMOHHOMY 00€CTICUEHUIO
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YupasiieHus.
KosngyecTBo yueOHBIX 4acoB
AynuTopHOE BpeMs
/M
: -
<
. 3 z
) X = o
2 2 S =
Ne Haumenosanue tem & T = B, s
/T 2 e 2 < )
= = 4 15
QO ~ [P 1) =
2 S = 5 =
as] > I~ [
) E =
o >
= <
() o
3] =
aa)]
1 Tema 1. HopMaTtuBHBIE JOKYMEHTHI IIO
JOKYMEHTAIIMOHHOMY 00€CTICUCHHIO 2 2 2 -
YrnpaBieHus.
2. | BCEIro 2 2 2 -

Monyas 3. Ciy:xe0HbIe JOKYMEHTBI

Tema 1. 3nauenue u GyHKIUU TOKYMEHTOB B yrpaBienun. Knaccudukarms
CITy’KEOHBIX JIOKYMEHTOB.

Tema 2. Enunsle TpeOGoBaHus W mnpaBuiia oQOpMIICHHS ITOKYMEHTOB B
cootBeTcTBUH ¢ 'OCT.

Tema 3. Busbl 6,1aHKOB CTy)K€OHBIX JOKYMEHTOB, TPEOOBAHUS K UX

KOHCTPYHUPOBAHHUIO.

Tewma 4. SI3bIK ¥ CTUIIB CTY)KEOHON TOKYMEHTAITHH.

Tema 5. CocraBnenue u opopmieHre OJAHKOB CITy>KEOHBIX TOKYMEHTOB.

KosnyecTBo yueOHBIX 4acoB
AynuTopHO€E BpeMs
/M
S )
S =
m 3 =
S = = >}
2 o & =
Ne HaunmenoBanue tem 5 = = 2 s
=N
n/n = = 2 | g
o o) O O =
2 = = 5 =
M > I~ o
s E =
o 2
= <
(9} o
o =
aa)]
1 Tema 1. 3nauenne u  QYHKIUH 5 2 5
JIOKYMEHTOB B yIpaBJICHHUH.
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KonnuecTBo yueOHbBIX 4acoB
AynuTopHOE BpeMsl
o]
S 5
8 =
m ) =
o ® = )
g 3 ) E
Ne HaumeHnoBanue Tem & T = 0 s
/1 o S g g 2
I~ = >~ 15
o4 ) ) o =
2 S = 5 =
as] > I~ [
) E =
o >
= <
() o
Q =
aa]
Knaccudukanus CITY>KE€OHBIX
JIOKYMEHTOB.
2. Tema 2. Enunblie TpeOoBaHUS U ITpaBUiIa
ohopMIICHHS JTOKYMEHTOB B 2 2 2 |-
coorserctBuu ¢ ['OCT.
3. Tema 3. Bunpl OnaHkoB ciayXeOHBIX
JIOKYMEHTOB, TPEOOBaHUS K UX 2 2 2 |-
KOHCTPYHUPOBaHUIO.
4. | Tema 4. S3bIK W CTHIb CIy)KeOHOM 5 5 9
JOKYMEHTAIIH.
5. | Tema 5. CocraBienue u odopmieHHE 4 4 4
OJIAaHKOB CITYKE€OHBIX JIOKYMEHTOB.
6. | BCET'O 12 12 8 |4

Monyiab 4. UH(popMALMOHHO-CIIPABOYHbIE TOKYMEHTbI

Tema 1. Ciiy>xeOHOE TUCBMO.

Tema 2. Axr.

Tewma 3. CnpaBku.

Tema 4. IIporokon. Beinucka u3 npoTOKOIOB.

Tema 5. Ciry>xeOHBIE 3aMTHUCKH.

Tema 6. CocraBnenue, pegaktupoBaHue u odopmiieHne MHGOPMAIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB: JIE€JIOBBIX ITMCEM; AaKTOB; CIPABOK; IMPOTOKOJIOB H
BBITTUCOK U3 MPOTOKOJIOB; CIIYKEOHBIC 3aIMHICKHU.
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KonnuecTBo yueOHbBIX 4acoB
AynuTopHOE BpeMsl
/M
: 2
<
i} g z
o < = Q
3 3 5 =
Ne HaumeHnoBanue Tem o T = 0 =
/1 2 S g < 2
I~ [ >~ 15} s
v = o o
2 S = 5 =
as] > I~ [
) E =
o >
= <
() o
Q =
o
1. | Tema 1. CiyxeOHOE TIHCHMO. 5 5 5 -
2. | Tema 2. AKT. 4 4 4 -
3. | Tema 3. CripaBKHw. 4 4 4 -
4. | Tema 4. TIlporokon. Bemmcka wu3 5 5 5
POTOKOJIOB.
5. | Tema 5. CyxeOHbIE 3aITUCKH. 4 4 4 -
6. | Tema 6. CocraBienue, peIaKTHPOBAHHE
u  odopmieHne  UHGOPMAIMOHHO-
CIIPaBOYHBIX  JIOKYMEHTOB:  JIEJIOBBIX 12 12 12
MHICEM; aKTOB; CIIPABOK; IIPOTOKOJIOB M
BBIITUCOK M3 IPOTOKOJIOB; CITy)KEOHBIC
3aIHMCKH.
7. | BCEr'O 34 34 22 |12

Monyas S. PacnopsiiuresibHbIE JOKYMEHTBI

Tema 1. TIpuka3sel 10 OCHOBHOM A€SATEbHOCTU. BBIMUCKHU M3 MPUKA30B.
Tema 2. PacniopsikeHus1, IOCTAHOBJICHUSI, PEIICHHUS.

Tema 3. CocraBnenue, peakTHpoBaHue U 0OpMIIEHUE PACTIOPSIUTEIBHBIX
JOKYMEHTOB: IPUKA30B I10 OCHOBHOU JAESATEIIBHOCTH, BBIIIMCKU U3 PUKA30B;

pacropsiKEHUM, BBIITUCOK U3 MPUKA30B.
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KosngyecTBo yueOHBIX 4acoB
AynuTopHOE BpeMsl
o]
S 5
S =
@ 3 w
o < = Q
2 2 » =
Ne HaumeHnoBanue Tem & T = 0 s
/ o S 2 | g %
II/11 | = 4 5}
5 = o o =
R S = 5 =
> ~ =¥
) E =
o >
= <
() o
Q =
aa
1. |Tema 1. Ilpukassl 1O OCHOBHOM 5 5 9
JIeATEILHOCTH. BBINIMCKN U3 IPUKA30B.
2. | Tema 2. Pacriopspkenus, 5 5 9
MOCTAHOBJICHHSI, PEIICHUSI.
3. | Tema 3. CocraBieHue, peJakKTHPOBAHNE
1 0OpMIIEHHE PACTIOPSIUTENBHBIX
JOKYMEHTOB: TIPUKA30B IO OCHOBHOM 12 12 - 12
JeATEILHOCTH, BBIMKMCKUA U3 TPHUKA30B;
pacnopsKEHHH, BBIMMCOK U3 TIPHKA30B.
4 | BCET'O 16 16 4 12

Monyib 6. OcHoBbI HHGOPMAIIMOHHBIX TEXHOJIOTHI B padoTe cekperapsi
Tema 1. Bo3aMokHOCTH TaOIUYHOTO peAaKTopa.

Tema 2. TloctpoeHue quarpamm.

Tewma 3. KoHcTpyrpoBaHue 3E€KTPOHHBIX TaOJIHII.

Tema 4. Co3nanue quarpamm.

Tema 5. CopTupoBka u popMaTupoBaHUE TaHHBIX B TAOIUIIAX.

KonnuecTBo yueOHBIX 4acoB
AynuTOopHOE BpeMs
/m
: -
<
m 3 =
o > ) Q
2] 2 S =
No HaumenoBanue TeM & T = O 5
o) =y
n/n o S =) 2 B
Q = (5} 3 =
= = 5 =
m > = =)
= E =
o 2
= <
) (o8
Q =
m
1L Tema 1. Bo3MoXHOCTH TaOIUYHOTO 5 5
pemakropa.
2. | Tema 2. [locTpoeHue qHArpamm. 5 5 5 -
3. | Tema 3. KoHncTpynpoBanue 3 3 - 3
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KonnuecTBo yueOHbBIX 4acoB
AynuTopHOE BpeMsl
o]
: g
2 3 =
o < = Q
g 2 » E
Ne HaumeHnoBanue Tem & T = 0 s
/ o o) = g =N
/1 = = & 5 g
3 = Y o) E
s S8 = & =)
) E =
° =
=
: £
aa]
AJIIEKTPOHHBIX TaOJHII.
4. | Tema 4. Co3nanue quarpamm. 4 4 - 4
5 | Tema 5. CoprtupoBka " 3 3 ] 3
(hopmaTupoBaHNE TAHHBIX B TAOJIUIIAX.
6. | BCEI'O 20 20 10 |10

Monyab 7. CucteMbl 3JIEKTPOHHOT0 TOKYMEHT0000pOTA
Tewma 1. Benymue poccHiickue CUCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOTA.
Tema 2. «Cnemnoi» necaTunanbleBbIii METO] IE€YaTH.

KonnuecTBo ydeOHBIX 4acoB
AynuTopHOE Bpemsi
m
8 0]
8 =
m 3 =
o < e [}
3 o S =
Ne HaunmeHnoBanue tem o Z E i =
/ o 1) = g =N
/11 = = 2 5 g
Q = (o) 3 =
2 = = 5 =
M > =~ o
= E =
o ~
= <
) o
Q =
m
1. Tema 1. Begymue poccuiickue cucTeMbl 2 5 5
AIEKTPOHHOTO JOKYMEHTO000pOTA.
2. Tema 2. «Cnemoi» IecITHIIAIBIEBBIN 4 4 4
METO/, IIeYaTH.
3. BCEI'O 6 6 2 4

Monyas 8. Opranusauus J0KyMEeHT0000pOTa OpraHu3aluu

Tema 1. Tlonsitue gokymeHTtoobopoTta. TexHonoruss  0OpabOTKU
MOCTYIAIOMINUX TOKYMEHTOB.

Tewma 2. [IpaBuna u Gopmbl perucTpaluul 10KyMEHTOB.
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Tema 3. KOHTpOJIb 32 HCIIOJIHEHUEM NMOPYUYEHUN PYKOBOJIUTENS U MPUHATBIX
pemenuii. Pabota ¢ ucxoasiiei KoppecnoHIeHIUEN.

Tema 4. Peructpanusi BXOAAIIEH KOPPECITOHICHIUU.

Tema 5. Perucrpanus ucxondien KOppECIOHACHIUH.

KonunuectBo yueOHBIX 4acoB
AynuTopHoe BpeMsl
/m
: 2
" 5 5
o) > % 5}
g 3 3] =
Ne HaumeHoBanue TeM = T = 0 5
/it o S 2 % 0;3
L ) o O
Q
e = S| E g
& = =
o 3
~
3 =
m
1. | Tema 1. Tloustue HOKyMEHTOOGOPOTA.
Texnosorus 00padOTKH MOCTYIIAIOIINX 3 3 3 -
p yi
JTIOKYMEHTOB.
2. | Tema 2. IlpaBuma u  (HopMBI 3 3 3 ]
pPErucCTpaIii TOKYMEHTOB.
3. | Tema 3. KoOHTpOIb 3a HCIHOJHEHHEM
MOPYYCHUH PYKOBOUTENS U TIPUHSITHIX 4 4 4 i
pemenuii. PabGora ¢ ucxomsmen
KOPPECTIOHICHITUEN.
4. Tema 4. Perucrtpamus BXoasien 2 5 i 5
KOPPECTIOHICHITHH.
S. Tema 5. Perucrtpamusa wucxoasien 2 5 i 5
KOPPECTIOHICHITHH.
6. BCEI'O 14 14 10 4

Monayasb 9. CocraBienue u ogpopmiieHHMe HOMEHKJIATYPbI J1eJ

Tema 1. Buast Homenknatypsl gen. OGopMieHue U BeJIeHHe HOMEHKIIATYPbI
nen.

Tema 2. CocraBiieHre HOMEHKIIATYPBI JIe]T OpraHU3aluu.
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KonnuecTBo yueOHbBIX 4acoB

AynuTopHOE BpeMsl
o]
: 2
<
. g z
o < T Q
S = S =
] = jorl
Ne HaunmenoBanue tem 5 B S| o s
/ o o 5| 2 %
II/11 sl et & 5
8 = Y o) E
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) E =
o =
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aal
1. | Tema 1. Buasl HOMEHKIATypsl eIl
Odopmienue u BeieHre HOMEHKIIATYPBI 2 2 2 -
Jell.
2. | Tema 2. CocraBiicHHE HOMEHKJIATYPBI 4 ) 4
JIeJ1 OpraHu3aluy.
3. | BCEro 6 6 2 4
Moayasb 10. ®opMupoBaHue U XPAHEHHE J1eJ
Tema 1. I'pynmnupoBka JOKYMEHTOB B J€a.
Tema 2. TlpaBuna TeKyIero XxpaHeHusl A€ B OpraHu3aluu.
KonnuecTBo y4eOHBIX 4acoB
AynuTopHOE Bpemsi
/M
: 2
<
m 3 =
o < jant 0]
S = S =
S S =
Ne HaunmeHnoBanue tem o T =) i =
o ) f S 3
n/m o S v 2 )
2 = | 2| 8] &
/M > £ 2
= E =
o =
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3 =)
aal
1 Tema 1. I'pynnupoBka JTOKYMEHTOB B 2 5 5
Jena.
2. Tema 2. IlpaBuna Tekylero XpaHeHHUs 2 5 5 )
JIeJ1 B OpraHU3aliu.
3. | BCETO 4 4 4 -
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Moayas 11. IloaroroBka e K nepeaaye Ha apXHBHOE XPaHEHUE

Tema 1. DTansl NOATOTOBKM A€ K C1a4€ HA aPXUBHOE XPaHEHUE.

Tema 2. OpopmiieHne JOKyMEHTOB U JI€Jl K YHUUTOKEHHIO U Ha JIUTEJIbHOE
(MOCTOSIHHOE) XpaHEHHE.

Tema 3. OdgopmiieHre JOKYMEHTOB U JIeJ1 K YHUUTOKEHUIO U Ha JITTUTEIHLHOE
(mOCTOSIHHOE) XpaHEHHE.

KonnuecTBo yueOHBIX 4acoB
AynuTopHOE BpeMs

/m
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~
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1. Tema 1. DTamsl TOATOTOBKHU A€ K cAade 2 2 5

Ha apXWBHOE XpaHCHUE.
2. | Tema 2. OdopmiieHHE NOKYMEHTOB W
JIeNT K YHUUTOKEHUIO U Ha JJIUTEITLHOE 2 2 2 -
(OCTOSIHHOE) XpaHEHHE.

3. | Tema 3. OdopmiieHHe IOKYMEHTOB H

JIeJT K YHUUTOKEHUIO U Ha JJIUTEITLHOE 2 2 - 2
(OCTOSIHHOE) XpaHEHHE.
4. BCETO 6 6 4 2

Monayab 12. YueOHasi IpaKTUKa (BHYTPEHHSIS)

Buner pa6ort:

1. CocraBnsiTe, pemakTUpoBaTh W  O(GOPMIISITH  OpraHMU3aAI[MOHHO-
pactopsiAuTENbHYI0 JOKYMEHTALMIO, CO3/1aBa€MyI0 B OpraHU3aldH, COIJIACHO
tpeboBanusam ['ocymapctBennbix ctangaproB (OCT) mo odopmieHuo
JIOKYMEHTOB C HCIOJIb30BAHUEM COBPEMEHHBIX BUJOB OPraHU3allMOHHON TEXHUKHU.

2. OpraHu3oBbIBaTh JOKYMEHTOOOOPOT B OpraHU3allMU C HCIOJIb30BaHHEM
COBPEMEHHBIX BUJIOB OPraHU3alIMOHHOW TEXHHUKHU.

3. CocTaBnats U 0POpMIIATH HOMEHKIATYPY A1 Opranu3anuu, (opMUpoBaTh
Je1a B COOTBETCTBUM C YTBEPXKICHHOM HOMEHKJIATypoW, oOecneyuBaTh HUX
COXpPaHHOCTh B TEKYILIEM JIEJIONPOU3BOJICTBE C HCIOJIb30BAHUEM COBPEMEHHBIX
BUJIOB OPTaHU3AIIMOHHON TEXHUKHU.

4. Ocy1iecTBiIsITh MOATOTOBKY JIeJl K Mepe/iaue Ha apXUBHOE XpaHEHUE.
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5. BBINOJIHATH MAIIMHONUCHBIE pa0OTHI PA3IMYHON CTENEHU CIOKHOCTH.

KonnuecTBo yueOHbBIX 4acoB

AynuTopHOE BpeMs
/M
: -
<
. 3 z
o < = Q
Q = =
S = = © T
Ne HaunmenoBanue tem 5 B = o s
n/n o S 5 g 2
I~ = < 15
154 = L o E
/M S8 = & =)
) = =
° =
=
3 S
M
1. | YueOHas npakTHKa (BHYyTpEHHAsI)
36 36 - 36
2. | BCEI'o
36 36 - 36
Monyas 13. UTorosasi arrecranus
KBanudukannoHHbIN SK3aMeH
KonnuecTBO y4eOHBIX 4acoB
AynuTopHOE Bpemsi
m
: :
<
m 3 =
o < = Q
= 4 ) =)
=
Ne HaumeHnoBaHue TeMm = o= § PN =
< ) =f S 3
n/m o S v 2 )
Q = (0} 3 =
2 = = 5 =
M > =~ o
= =) =
o =
=
: £
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1. | Tlpaktuyeckas KBaJIM(pUKAITMOHHAS
pabota 2 2 - 2
2. | TIpoBepka TEOPETHYECKHX 3HAHUN B
npezaenax KB (DUKAIIMOHHBIX 2 2 2
TpeboBaHul (onmpoc no Guneram)
3. | BCErO
4 4 - 4
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2.4. KanenaapHblii yueOHbIi rpadguk

Y4eOHble HEJIENIN U HAarpy3Ka B yacax

Ne HaumenoBanue moyinst
n/n 1l ven | 2 Hen 3 Hen 4uen | SmHen
1. | Moayne 1. TpeGoBammsi K KadecTBy
BBITIOJTHSIEMBIX pabOT 20
2. | Monyib 2. Opranusanus
MH(HOPMAMOHHO-JOKYMEHTAIIHOHHOTO
00CITyKMBaHUS 2
3. | Moayms 3. CiykeOHbIE JOKYMEHTBI 19
4. | Moxayns 4, HudopmarrioHHo-
CIIPaBOYHBIC JJOKYMEHTBI 2 32
S. Monyinb 5. PacnopsigutenbHbie
JIOKYMEHTBI 4 12
6. Monyns 6. OCHOBBI HH(DOPMAITHOHHBIX
TEXHOJIOTHI B pabOTe CeKpeTaps 20
7. Monayinb 7. CucTeMBbl 3JIEKTPOHHOTO
JOKYMEHTO000pOTa 4 2
8. Moayinb 8. Opranuzanus
JOKYMEHTOO00O0pOTa OpraHu3aluu 14
9. Monaynsb 9. CocraBienue u oopmieHue
HOMEHKJIATYpHI e 6
10. | Moayab 10. opMupoBaHHe U XpaHEHHE
nen 4
11. | Moxynp 11. TlomroroBka gem K
nepeavye Ha apXUBHOE XPaHEHUE 6
12. | Moayne 12. VYuebHas  mpakTHKa
(BHYTpEHHSIST) 4 32
13. | Moxyne 13. MHroroBast arrecTamus A

(xBanu(UKAIMOHHBINA YK3aMeEH)
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Y4eOHbIe HEJIENIN U HATPy3Ka B 4acax
Ne HaumenoBanue moyinst
n/m 1l sen | 2 Hen 3 Hen 4uen | SwHen
14.
BCEI'O 36 36 36 36 | 36

3.0praHu3anMoOHHO - eJAroruYecKue yCJI0BUA peaaTnu3anum

3.1. KagpoBbie ycii0Bus.

Peanuzanus nanHoi nmporpaMMbl 00ydeHUsI 00€CTICUUBACTCS JEATEIbHOCThIO
BBICOKOKBATU(UIIMPOBAHHBIX TpenojaBaresieil, UMEIONIUX MPAKTUYECKUM OIBIT
MOJATOTOBKH  CHEIUATUCTOB «CeKpeTapb-MalllMHUCTKa», a TakKe CO3JIaHUs
o0pa3oBaTeIbHBIX MOJAYJEH C TPUMEHEHHWEM WHHOBAIIMOHHBIX TEXHOJOTHMA
oOy4eHUs.

3.2. MeToguyecKkue peKOMEHAAIMU 10 U3YYEHHID MaTepuajia y4eOHOro
Kypca

BeiGop MeTomoB 00yueHHs IS KKIOTO 3aHATHS — ONpeAessieTcs
IPENOIABATEIEM B COOTBETCTBUU C KAUECTBEHHBIM M KOJIMYECTBEHHBIM COCTaBOM
IPYIIIbI, & TAK)KE YPOBHEM MOJATOTOBIEHHOCTH CIIyIIATENEN, CTENIEHBIO CII0KHOCTH
U3JIaraeMoro Marepuayia, HaJIMYUeM M COCTOSTHUEM Y4eOHOro oO0OpyAOBaHMS,
TEXHUUYECKUX CPEACTB OOyUEHHUS.

TeopeTnueckue 3aHATHS MPOBOJATCS C LEIBI0 U3yUYEHUS HOBOTO y4eOHOTO
Marepuaiga, NPUOOPETEHUs CIyImIaTeIIMH HEOOXOJMMBIX 3HAHUH B 00JacTH
obecrieueHUs] TPAHCIIOPTHON Oe30MacHOCTH. YUeOHBI MaTtepuall MpeICTaBIsIeTCs
oOy4JaroImuMCsl C TIOCTENIEHHBIM YCJIOKHEHUEM, YTIIYyOJICHHEM W pacIIMpeHuEeM
3HAHUKW TIO0 W3y4yaeMoW TemMe, a Takke ¢ COOJIIOJICHUEM JIOTHYECKOU
nocieaoBaTeNbHOCTU. [Ipu 3TOM OTAENbHBIE MOAYJIM MPOTPAMMBI COXPAHSIOT
OTHOCHUTEIbHYI0 aBTOHOMHOCTb U COJAEPKAT 00beM MHGPOPMAIMH, TOCTATOYHBIN
JUIsl OCBOEHUSI MaTepualia o TEMaTUKE MOIYJIS.

Wznoxxenne wmatepuana Bemercs B (Gopme, JOCTYIMHOW JUIsi TMOHUMAaHHS
ciymaresei, ¢ coOOI0IeHUEM €JMHCTBA TEPMUHOJIOTUH, ONTPEACICHUN U YCITOBHBIX
0003HaueHUH (COKPAIIECHHIT), COOTBETCTBYIOIINX HOPMATHBHBIM MPABOBHIM aKTaM,
BKJIIOYAs IEUCTBYIONIME MEKIyHAPOIHbIE TOTOBOPA.

Pexomenayercss HauMHaTh OOy4Y€HHE C  YSICHEHUS OOyYarolUMMHCS
MPEJICTABJIECHHBIX MTOHITUN U ONPEICIICHU .

CnymatensiMm pEeKOMEHJYETCSI BECTU KpPATKUE KOHCIEKThl H3y4aeMoro
Marepuala, a TakKe B porecce 00ydeHust 00paiaTbcsi K HOPMAaTUBHBIM IPABOBBIM
JIOKYMEHTaM, CChUIKM Ha KOTOpBIE YKa3bIBalOTCS B JICKIIMOHHOM Marepuaie. B
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pabounx KOHCIIEKTax 1eaeco00pa3HO OCTaBIAThH MOJIS JJIsi paboyux MOMETOK B
mpoiiecce HU3y4YeHHs MarTepualia, OCHOBAaHHOIO Ha TMPOIMJCHHOM paHee.
KoncnektupoBanue sBAsieTCs KpailHE Ba)XHbIM HE TOJBKO IMPHU JICKIIMOHHBIX
3aHATUAX, HO W TMPU CAMOCTOATENIbHOU pabore chymiarens. KOHCIEKTh MOTyT
MPEACTaBISATh COOOM KpaTKME M Pa3BEPHYTHIE IUIAHBI, a TAKKE TEMAaTHUYECKOE
KpaTKO€ M3JI0’KEHUE, KaK B BUJIC TEKCTOB, TaK U B BUJIE CXEM, TaOJUIl U T.II.

[IpakTryeckue 3aHsATUSI MPOBOISTCSA C LEJIbIO 3aKPEIJICHUS TEOPETUUECKUX
3HaHUM U BEIPAOOTKH y CIyIIATeNIe OCHOBHBIX YMEHUN 1 HABBIKOB PA0OTHI, a TAKXKE
dbopMupoBaHUs HABBIKOB CaAMOPETYJSIMHM TICUXOAIMOIIMOHAIBHOTO COCTOSHUSI,
HEOOXOAUMBIX B YCIOBUSIX peabHON MPOo(eCcCHOHANTBHOM esTeIbHOCTH. Bricokas
CTENEHb MNPUOTMKEHHOCTH TIpollecca OOydeHHUs CchymiaTesiel K peabHO
BBITIOJIHSIEMBIM UMU TTPOGECCUOHAIBHBIM (DYHKIIUSIM SIBJISIETCSI OJTHON M3 OCHOBHBIX
3a/1a4 00y4yeHus. B cBs3U ¢ 3TUM, B X0/Ie TTIOATOTOBKH UCTIOIB3YIOTCS TEXHOJIOTUU
MPaKTUYECKON OTPabOTKU HABBIKOB OOYYAIONIUXCS, KOTOPhIE MaKCHUMAaIbHO
aJlanITHPOBAHBI K YCIOBUSM JIEUCTBUTEILHON OOCTAaHOBKH PaOOTHI.

3.3. MeToauveckoe U MaTEPUATbHO-TEXHUYECKOE o0ecreyeHue

3.3.1. PexomeHayeMas quTepatypa

1. Aoynamze J.I. JlokymMeHTaniuoHHOe oOecreueHrue yrpaBieHUs
nepcoHayioM: yaeOHuk u npaktukym ais CI1O / JI.T'. A6ynanze, .b. Beimpsikkuna,
B.M. Macnosa. — M.: I3garenbcTtBO IOpaiit, 2019.

2. bacakoB M.M. CripaBOYHUK KaJpOBHKA: JOKYMEHTUPOBAHHE KaJpOBOMU
pa6otsl. / M.U. bacakos. - PoctoB H//I.: ®enukc 2020.

3. bacako M.I., 3amebikoBa O.U. Jlemonpon3BoacTBo. JlIOKyMeHTAIIMOHHOE
obecrnieueHue ynpasieHus: yaeonuk. — 3. 15-e. — Pocto v//l.: ®enuke, 2019.

4. bepesuna H.M Cospemennoe aenomnpousBojactso / H.M. bepesuna, E.IL
Bopontosa, JI.M. JIsicenxko. -CII6.: [Turep: 2019.

5. Banoga JI.M. Jleaonpou3BoICTBO JJIsl CEKpETaps B BOIIPOCaX U OTBETAX. -
M.: MLI®3P, 2019.

6. 'amaxos B.B. Opranuzaius cekpeTapcKkoro 00CTyKUBaHUS: YYCOHUK TSt
CTyJI. yupexaeHui cpes. nmpod. odOpazoBaHus. 2-¢ u3l., crep. — M.: M3marenbckuid
HeHTp «Axkamemus», 2019.

7. KupcanoBa M.B. Kypc genonpousBoactBa. JloKyMEHTallMOHHOE
obecrieuenue ympasienusi: M.B. Kupcanora, FO.M. AkcenoB - Mocksa, Uadpa-M,
2020.

8. KysmemoBa T.B. Cexkpetapb-pedepeHT - BBICOKOTPOGhECCHOHATBHBIN
nomotrHuK pykoBoautens / T.B. Ky3nemnona // Cexperap. aeno. - 2018. - Ne3.

9. JlutBuaneBa H.A. IlpodeccrmonanbHO BaXHBIC [EJIOBBIE W JIMYHBIC
kaudectBa cekperaps // Cexperap. aeno. - 2018. - Ne3.

10. IIpaBoBoe oOecnedeHre MpodEeCCHOHATBHON JESITCIBHOCTH: YUSOHUK
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s CIIO / mox pen. A.Sl. Kamyctuna. — 2-e uzp., mepepab. u gom. — M.:
NznarensctBo FOpaiit, 2019. — 382 c. — Cepusti: [IpodeccuonanbHoe oOpazoBaHue.

11. CrentoxoB M.B. Kypc cekperapckoro gena: OOydeHue mnpodeccuu:
[Ipaktnueckue pexkoMmengauuu. PabGota ¢ gokymentamu. Vcnonb3oBanue
KoMmmbloTepa. Benenue nenosoit Oecenpl. PaGota B mpuemuoit. - M.: A-Ilpuop,
2020.

12. CrentokoB M.B. Cekpetapckue cexkpetsl/ M.B. Crentokos. - M.: [Ipuop,
2018.

13. Tpyxanosuu JI.B. CipaBo4HUK 1O KaJgpoBOMY Jenonpou3BoacTBy / JI.B.
Tpyxanosuu, JI.JI. lllyp. - 4-e uzz., nepepad. - M.: Jleno u Cepsuc, 2019.

14. IllenamoBa I''M. OCHOBBI 3TUKH MU TICUXOJIOTMH TNPO(HECCHOHATHHOM
NEATeNIbHOCTH: YYEOHUK IJIs CTYJ. yupexaeHuil cpen. npod. odpazoBanus/I".M.
[IlenamoBa. — 3-¢ u3m., crep. — M.: M3naTenbckuii eHTp «Axkamemusi», 2018.

15. DurosatoBa O.A. 500 coeroB cekperapto / O.A. DHroBatoBa - M.:
[Tpuop, 20109.

16. SxosneBa, H.®. IlpoekTHass neaTenbHOCT, B 00pa3oBaTEIbLHOM
yupexaeHun: yueb. nocodue. — 2-e usa., crep. — M.: ®JIMHTA, 2018.

17. SIaxoBckas B.®. Cekperapb-pedepeHT BHICOKON KBaTU(DUKALMK: S3BIK U
CTWJIb YIPaBJIECHYECKUX JOKYMEHTOB: yueOHOe mocoOue aiig 00pa3oBaTeIbHBIX
YUPEXKACHUM, PpPEaTu3yIoIUX MpOorpaMMbl HA4daJIbHOTO MPodheCCUOHATBHOTO
obpazoBanus / B.®. SIakoBckas. - M.: Akagemus, 2019.

3.3.2. MaTepuajibHO-TeXHUYECKOe obecnevyeHne

YueOHblii kaOuHeT (KoMHaTa 14):
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CTOJI — 4 IITYKH;

CTyJ — 4 IITYKH;

mKad 1l JTOKYMEHTOB — 2 MITYKH;
TymMO04Ka — 4 MTYKH;

nocka — | mryka;

npoekTop — | mryka;

HOYTOYK — 4 IITYKH;

TenepoH — 4 MWTyKu;

© oo N ke

. npuHTep — | mTykKa;
10 oymara A4 SvetoCopy Oenast — 3 yrakoBKH.

3.4. Onenka kayecTBa OCBOCHHSI NpOrpamMmbl, (GOpMbI aTTecTallUH,
KpHUTEePUM OlleHMBAHUA

OueHka KayecTBa OCBOEHHSI IMPOrPAMMBI OCYIIECTBISIETCS C ITOMOIIBIO
OAJITbHO-PEUTUHTOBOM CUCTEMBI OLICHUBAHUSI PE3YJIbTATOB YUEOHBIX JOCTHKEHUM
CIIyIIATEIICH.

IIpoMexyTOUHAs aTTECTAUSA 10 OLICHKE Ka4e€CTBA OCBOEHHUS CIYIIATEIIIMU
y4eOHOro MaTepuaia Mo KaKIOMYy W3 MOAYJEH, M0 KOTOpOMY MPEeAyCMOTpEeHa
OPOMEXYTOYHAsl aTTecTalus, peanusyercs B (opme TecTa M MNPAKTUYECKUX
3alaHUM, B PpE3yJIbTaT€ CIIyIIaTeNdb IOJIy4aeT OLEHKY — «3au4T€HO» WJIU «HE
3a4TEHOY.

O0bem 3aaHuil TECTUPOBAHUSA U MPAKTHUECKUX 3aIaHUI MPU MTPOXOXKICHUN
IPOMEXYTOYHOM aTTeCTAllMK TPOIMOPIIMOHANIEH 00beMy Yy4eOHOro marepuala,
OPEACTAaBICHHOMY B KOHKPETHOM MOAyJie. bamibl 3a BBINOJHEHHbIE 3aJaHUS
HAYUCIISIFOTCS.  COOTBETCTBEHHO MPOLEHTHOMY COOTHOILIEHHMIO BBIIIOJTHEHHBIX
3ajaHnii K 0oOImeMy 4HCIy BONpocoB mo Moxayiio. [lo OammpHON mIKame
MaKCHMaJbHOE KOJMYECTBO OA/JIOB 3a OLIEHKY Ka)/JI0ro MOIYJS COCTaBiseT 5

0asoB.
[IpomexyTouHas (3a4eT) arrecTaus
Ne, i/ [To perTHHTOBOM IIKAJIE ITo 6annsHOM |[To TIpoIIeHTHOM
IKaJie mkaine (%)
1 3a4TE€HO 5 91-100*
2 3a4TEHO 4 81-90
3 3a4TEHO 3 71-80
4 HE 3a4TE€HO 2 40-70
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5 HE 3a4TE€HO 1 0-40

* konuuecmaeo npasulbHsvlx onMeemoes 6 061146]!/! KoJju4decnmee 60Nnpocoes.

OO0s3aTenpbHBIM  YCIIOBHEM JIOMMYCKa K HWTOTOBOM aTTeCTaluu SBISETCS
OTCYTCTBUE aKaJE€MUYECKUX 3aJ0JKEHHOCTEH MO MPOXOKACHUIO IPOMEXKYTOUHOM
aTTECTallMH 110 OLIEHKE KaueCTBa OCBOEHUS CIIyIATEIIMU y4eOHOro MaTepuaia.

K wuroroBoii arrecramum  JONYCKAalOTCA  CIyLIATENH,  YCIEIIHO
BBINIOJIHUBILIME BCE 3JEMEHTHhl Yy4eOHOro IUIaHa, MPOIIEAUINE MPOMEXKYTOUHYIO
aTTECTALMIO 0 KaxaoMy Moy o [IporpaMMsl, 10 KOTOPOMY OHA IPEyCMOTPEHA.
OTtcyTcTBHE aKaJJeMUYECKUX 3a/I0JKEHHOCTEN MO POXO0KIECHUIO MPOMEKYTOUHOM
aTTEeCTALUU SIBJISIETCS] 00sA3aTENIbHBIM YCIIOBUEM JIONyCKa K UTOTOBOM aTTECTAIMH.

Hrorosas arrecraums cnymareneit no [Ilporpamme o0ydeHus: mpoOBOAUTCS
B (QopMe KBATH(UKANMOHHOIO IK3aMeHa U BKJIIOYaeT B ce0s MPaKTHUECKYIO
KBAIM(UKAIIMOHHYIO pabOTy M MPOBEPKY TEOPETUUYECKUX 3HAHUU B Tpejesax
KBaJIM(DUKAIITMOHHBIX TPEOOBAHU.

Hrorosas arrecranus
ITo mponieHTHOM
mikaie (%
BBIIOJTHEHUSA
Ne, n/m ITo peiiTuHTOBOII 1IKaJE
[To OayuIbHON HIKAJIE 3aaHus U
OTBETOB Ha
BOIIPOCHI B
ounere)
1 aTTeCTOBaH OTtinuHO 91-100
2 aTTECTOBaH Xoportio 81-90
3 aTTECTOBaH YIOBJIETBOPUTEIIHHO 71-80
HE
4 HE aTTeCTOBaH 40-70
YIOBJICTBOPHUTEIIBHO
HE 0-40
5 HE aTTECTOBAH
YIOBJICTBOPHUTEIIEHO
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JlunaMm, ycHemHO IPOWIEAIIMM UTOIOBYIO  aTTECTALlMIO, BBIAAETCS
CBUJIETEIILCTBO O JOJDKHOCTH CIIYXKAIIETo.

Jluam, He NPOLIEAIIMM HUTOrOBYIO aTTECTALUI0 WIM IIOJYYUBIIUM Ha
WUTOIOBOM aTTECTAllMM HEYIOBICTBOPUTEIBHBIE PE3YJIbTaThl, a TAKXKE JIMLAM,
OCBOMBIIMM YacTh JOIMOJHHUTEIbHON 0011e00pa30BaTeIbHOM MPOrpaMMbl WU
OTYHUCJICHHBIM 3a HEBBITIOJIHEHHE YyUeOHOT 0 MJIaHa, BbIIAETCA ClIpaBka 00 00y4eHUH
WM O nepuoje oOydeHus No oOpasily, CaMOCTOSITEIBHO YCTaHaBIMBAEMOMY
Opra’u3alyen, NPOBOAUBIIEH IOATOTOBKY.

3.5. OneHoYHbIE MATEPHAIBI

Bompocel TecTOB K MOAYJIAM AJA NPOBeJAeHUs IPOMEKYTOYHOH
aTTecTalMM.

Tecr

1. KondnukTtsl He Beeraa pa3pymureabHbl. K MO3UTUBHBIM OTHOCSTCS:

a) KOHCTPYKTUBHBIN

0) MEKITMYHOCTHBIM

B) BHYTPHY JTUYHOCTHBIH

2. DMOILIMOHAIBHOE COCTOSIHUE COOECeTHUKA MBI Y3HAEeM:
a) 1Mo BepOAJIbHBIM CPEJICTBAM OOIICHHUS

0. o HeBepOAITBHBIM CPEJICTBAM OOIIICHUS

B) BCE OTBETHI BEPHBI

') BCE OTBETHI HEBEPHBI

3. Komnpomucce — 3to:

a) OJIMH U3 CIIOCOOOB pa3penieHus KOHPIUKTOB

0) ouH U3 crIOcO0O0B JIETOBOTO ATUKETA

B) OJIMH U3 CIIOCOOOB BEJICHUS MTEPETOBOPOB

4. Kem ObL1 BriEpBBIC BBEICH TEPMUH «ITHKA

a). [uueponom

0). Apxumenom

B). ApuUcTOTEIEM

r). CokpaTom

5. lleHHOCTHBIC aCEKThI OOIECTBEHHBIX OTHOIICHUM SBIISIFOTCS:

a) MOpPAJIbHBIMU LIEHHOCTSIMU
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0) 3aKpEIUICHHBIMU B 3AKOHE OTHOILIEHUSIMU

B) aKTYaJIbHBIMU OTHOIICHUSIMHU

6. OTudeckue HOPMBI W MPHUHIUIBI MPO(HECCHOHANBPHOU AesTeNbHOCTU
pabOTHHKA OTPAKAOTCL:

a) B puTyasiax

0) B KOJIEKCE

B) B TPAIULIUAX

7. llpodeccronanbHasi COBECTh, YECTh MPETOIATratoT MPEkKAE BCETO:

a) OTBETCTBEHHOCTbH TIepe]] CAaMHUM COOOM;

0) OTBETCTBEHHOCTH Iepe]i KOJIEKTHBOM;

B) OTBETCTBEHHOCTH TIEpE]] PYKOBOTUTEIIEM.

8. Ha kakume nBa BuAa AENATCS IO XapakTepy W TMPHPOJE BCE DIIEMEHTHI
KOH(pIUKTA

a) CyObEKTUBHBIE;

0) 00BEKTHBHBIE (BHETUYHOCTHBIC);

B) MEXKJIMYHOCTHBIE;

T') JIMYHOCTHBIE.

9. COBOKYIMHOCTh HPABCTBEHHBIX HOPM, TMpaBUJI U MPEACTABICHHH,
PETYIHMPYIONIUX  TIOBEIGHHE W  OTHOIICHWs JIIOJeW B  MpoIecce  HX
IIPOU3BOJICTBEHHOMN JEATEIHHOCTHU SBIACTCS:

a) ATUKOM JICJIOBOTO OOIICHMUS;

0) MOpaJIbIO JICJTIOBOTO OOIICHUS;

B) JICJTIOBBIM 3THUKETOM.
10. CoBOKYMHOCTh MPO(PECCHOHATBHBIX MOpAJIbHBIX HOPM, KOTOpas

ompejieNsieT OTHOIICHHWE 4YeJOBEKa K CBOeMy Mpo(ecCHOHaIbHOMY JIONTY,
Ha3bIBAETCS:

a) CUTyaTUBHOM TUKOU;

0) dTUKOU MEXIUIYHOCTHOTO OOIICHUSI;

B) MpoecCHOHaIbHON ATUKOM;

I') HOPMAaTUBHOM 3TUKOM;
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1) TPUKIaTHON STUKOMH.

11. O6menue — 310 ...

a) 3ay4MBaHUE MPABUIJ MPU OBJIAJICHUH KYJIbTYpON B3aUMOOTHOIIICHUH;

0) 4yTKOCTb, OT3BIBUUBOCTH, JOOPOTA, CONEPEKUBAHUE, TOHUMAHHUE;

B) CJIOKHBIN MPOIECC YCTAHOBJICHUS U PA3BUTUS KOHTAKTOB MEXKIY JIIOJIbMHU.

12. BHemHu# Buj paOOTHUKA JTOJKEH COOTBETCTBOBATD:!

a) COBPEMEHHBIM TPEOOBaHUSM;

0) BHYTpEeHHEH KYyJIbTYpE;

B) MOJIE.

13. TlpodeccuonanbHas chepa OXBaThIBAET:

a) OTHOIIICHMUSI, CKJIQJIBIBAIOIIHMECS B TIPOLIECCE PelIeHus MPodheCCUOHATBHBIX
3ajay;

0) OTHOIIICHUS, CKJIAJIbIBAIOIIINECS B MpoOIEecce  Pa3IuvHBIX
B3aMMOOTHOILICHHI B KOJUUIEKTHBE;

B) OTHOIIEHUS, CKJIAJIbIBAIOIINECS MEXKIY PYKOBOJIUTEIEM U TOAYMHEHHBIMHU.

14. Kaxoii MyHKT cJeAyeT UCKIIOUUTD U3 MPABUII TEIEPOHHOTO OOIIECHHUS :

a) OTBeYasi Ha 3BOHOK, IIPE/ICTABbTEC;

0) yoeauTech B TOUHOCTH CBEJICHHM, KOTOPhIE HAMEPEHBI COOOIINT;

B) B Hauajie pa3roBopa 3ajaTh BOIMpOCHl Tumna «C KeM s pa3roBapuBaro?»,
«Y4to Bam HykHO?Y;

I') OTBEYaTh Ha BCE 3BOHKH;

1) HE IaBalTe BBIXOJ OTPULATEIbHBIM AMOLIUSIM.

15. Kakoe u3 nMpuBeICHHBIX BRIPAKEHUHN CIEAYET YIIOTPEOUTh B TEIePOHHOM
pasroBope?

a) «41 He 3HatON;

0) «BbI TOIKHBIY;

B) «lTomoxaure CEKyHIOUKY, 1 CKOPO BEPHYCHY;

r) «Xopomuit Bonpoc. Pazpemute, s yTOUHIO 3TO JJIs1 BaC»;

1) «ITO HE MOSI OIITHOKAY.

16. Eciii BaM 3BOHUT pacCepKEHHBIN YEM-TO YEJIOBEK, BAIIU ACHCTBUA:



31

a) MOJIOXKUTE TPYOKY;
0) cpa3y npepBeTe coOeCEeIHUKA U YKAKUTE €My Ha TOH pa3roBopa;
B) BBICIIYILIAETE €T0 /10 KOHIA;

I) mpepBeTe B MOAXOASAIIEM MecTe BompocoM tuma: «Yem s mory Bam

IIOMOYb ?»;

1) HAKpUYUTE HA HETO B OTBET
17. Metoa OBICTPOTro HaMMCAHUS JICJTOBBIX MUCEM:

a) HNCIIOJIb30BAHUC KIIMIIC [JIS BbIPAXKCHUA HpOCB6BI, MpCaJIOKCHUA,

MpUrJIamICHuA 1 T.II.

JTHSL.

0) aKKypaTHOCTb, OBICTPOTA, BHITHOCTD.

B) UCITOJTb30BaHUE BBOJIHBIX CJIOB M BBIPAKCHUH.

18. Jlyist mesioBo mepenucku, 0COOCHHOCTH SI3bIKA M CTHIISI XapaKTEPHO:
a) HEUTPaAJIbHBIN TOH MUCHMA.

0) maHuOparckoe oOIIeHHE.

B) OOJIBIIION 00BEM TEKCTA.

19. Iy 6:1aronpusiTHOTO MCUXOJIOTMYECKOTO KIIMMaTa XapaKTepHO:

a) mpeo0aanne JeJI0BOTO TBOPUYECKOTO HACTPOCHHS B TeUeHHE pabodero

0) 9yBCTBO IPYIIOBOM CIUIOYCHHOCTH M TOBAPHIIECTBA.

B) BBICOKHH YPOBEHB MPO(EeCCHOHAIBHOM IMOATOTOBICHHOCTH PaOOTHHUKOB.
I') BCE BBIIIEU3II0KEHHOE.

20. TemnepaMeHT MPEACTABISIET COOOI:

a) XapakKTepHCTHKY YEJIIOBEKa C TOYKUA 3PEHUS JUHAMHKUA €ro HEPBHOU

ACATCIIBHOCTH,

0) XapaKTEepPHCTUKY YEJIOBEKA C TOYKH 3PCHUS TUHAMHUKH €T0 IICHXHKH;
B) XapaKTEPUCTUKY YEIOBEKa C TOUKH 3PEHUS JUHAMHKH €0 XapaKTepa.
21. BocnpusiTie B A€I0BOM OOIIEHUH - 3TO:

a) LIEJIOCTHBIN 00pa3 mapTHepa Mo OOIIEHUI0 Ha OCHOBE €0 BHEIIHEro BUJIA

H ITIOBCICHUA,

0) MOHMMaHUE MO3UIINU TapTHEPA MO JIeJIOBOMY OOIIIEHHIO;
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B) OCMBICTICHHE CUTYallH B JIEJIOBOM OOIIECHHUH.

22. KoH(IUKTYIOIKE CTOPOHBI CTPEMSTCS YPETYIUPOBATh PA3HOTIACUS TIPU
B3aMMHBIX YCTYIIKaX MPHU CTHIIC:

a) KOMIIPOMHUCC;

0) Bpaxna;

B) IPUMHPEHHUE.

23. Kongaukr — 370!

a) HanOoJiee OCTPbIN CrOCO0 pa3pelieHns MPOTUBOPEUU B MHTEpEcax;

0) cUCTEMBbI TOOIIPEHU;

B) MMPOIIECCE COIMATHLHOTO B3aMMOICHCTBHSI.

24. MopanpHbl€ OTHOLIEHHUS 3TO:

a) 0co00TO PoJia OTHOIICHUS

0) ompeaeneHHbIC IEHHOCTHBIC ACTIEKThHI OOIIECTBEHHBIX OTHOIICHUH

B) 0COOBIE HOPMBI OTHOIIEHUH

25. Mopaib — 3T10:

a) YHUBEPCAIbHOE SBJICHHE B KU3HU OOIIECTBA

0) HEOOBIYHOE SIBJICHUE B )KU3HU 00IIIECTBA

B) 0co00€ SIBJICHHE B KU3HH OOIIECTBA

26. Uto Takoe nenosast Oecena?

a) mepeaada wiv oOMeH uHgpopmalmeid, MHCHHSIMU WU TTpoOjieMaMu

0) cmoco0 OTKPBITOTO KOJIJIEKTUBHOTO OOCYXICHHUS TMpoOJieM TpyIoi
CHELMATIUCTOB

B) MIPOLIECC B3aUMOCBSI3U M B3aUMOJICHCTBUS, B X0JI€ KOTOPOTO MPOUCXOTUT
oOMeH nH(opMaIen u OmbITOM

27. DTUKET — 3TO:

a) HayKa O MOpalu

0) MaHepa TOBEICHHUS

B) oO111ast KyJbTypa

I) mpaBuiia OOLIECHUS
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28. OTnMMyaroTCs M BU3UTHBIC KAPTOUKH JKEHIIMH OT BH3UTHBIX KapTOUYEK
MY>KUWH

a) OTJIUYAIOTCS TI0 pa3Mepy

0) HE OTIMYAIOTCS

B) OTJIMYAIOTCS IO I[BETY

') OTJIMYAIOTCS 32 CUET «YKPalllaTeIbCTBY

29. JlemoBoe oO0IIEHUE — ATO...

a) pasroBop JBYX U Oojee A€, KOTOpPOE€ TMOMAYMHEHO PEIICHUIO
ONPENICIIEHHON 3a/1aUM.

0) crop.

B) B3aUMO/ICHCTBHE CyOBeKTa U 00BEKTa.

I') COBMECTHBIN OT/IBIX.

30. Yo Takoe nenosasg Oecema?

a) YCTaHOBJICHHBIM MOPSIOK IMOBEACHUS B chepe AEIOBBIX KOHTAKTOB;

0 yCTaHOBJICHHBIN MOPSIOK ITOBEJICHUS B IOBCEIHEBHOMN KU3HU;

B) HOPMBI ITOBEJICHUS 32 CTOJIOM BO BPEMS JICJIOBBIX TIEPETOBOPOB;

r) COBOKYITHOCTb 3aKOHOAATEIILHO YCTaHOBJICHHBIX IpaBuII,
pEerIaMEHTUPYIONTUX ACATEIbHOCTh OM3HECMEHOB.

1) PasroBOp MEXIY JIBYMs COOECEIHMKaMH, CIICIHAIbHO OpraHW30BaHHBIN

IIPEAMETHBIN pa3roBOp, CIyKallUi PELICHUIO YIIPABICHUYECKUX 3aa4.

Tecr
1. CoBOKYNHOCTH CHOCOOOB M TEXHUYECKHX CPEACTB BOCIPOU3BOAUTH

M300paKEHNE OPUTHHAJA C IEIIBIO MOTYyYEHUS KOTMHA TOKYMEHTA - 3TO ...
a) Tunorpadwus
0) Pemmporpadus
B) Jlnazorpadus
2. MOHO 71 UCII0JIB30BaTh TOHKYIO OymMary B KCEpOKce:

a) 1a, MOXKHO
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0) HET, MOXKET 3aMsIThCS

3.IIpunTEpHI — 3TO...

a) yCTpoMCTBa BbIBoJa AaHHBIX U3 OBM c ux ¢ukcaunueit Ha Oymare wiu
JIpYroM MaTepualbHOM HOCUTENE

0) yCTpOWCTBO BBOJIa M300paXKEHHUS WU TEKCTa ¢ MAaTEPUATILHOTO HOCUTEIS
B KOMITBIOTED.

B) nepudepuiiHoe yCTpOMCTBO KOMIIbIOTEpA AJIsi KOMUPOBAHUS OyMa)KHBIX
HOCHUTEJIEH.

4. Ionurpadus — 310 ...

a) [lomydyeHue OOJBIIOr0 KOJUYECTBA KOMHUI C MPOMEKYTOYHOM MEYaTHOU
(OpMBbI, U3rOTOBJIEHHOM C IOKYMEHTa OpUTHHAIIA

6) BBoa TekcToBOI MM rpaduyeckoil MHGOpMALMKM B KOMIBIOTEp, MyTEM
npeoOpa3oBaHus ee B HU(POBOI BUA

B) Ilpomecc mpocBeunBaHMsI MPO3PAYHOIO OPUTMHAA, HAJTOKEHHOTO Ha
CBETOUYBCTBUTEIIbHYIO JIHA30-0ymary

5. Oxaun u3 cnoco0oB (oTorpaduyecKoro KONUPOBAHUS:

a) IPOEKIIMOHHOE.

0) eHTpaTU30BaHHOE.

B) IIPOSIBJICHUE N300paKEHHUS.

6.bpomropoBku s meperieTa  METAJUIMYECKUMHU — CIHPAJISIMHU.
Hcnonb3yemble IMPOBOJIOYHBIE 3JEMEHTHI IO3BOJSIOT CO3/1aBaTh IPOYHBIE,
HaJeKHbIE, IPUTOJHBIE IS YacTOrO MCIOJIb30BaHHS IEPEIUIETBI C Pa3BOPOTOM
JIUCTA HA...

a) 900 6) 18008) 3600

7. 'ektorpaduueckas neyatb — ...

a) [lewaTs ocymecTBisieTcs ¢ meyaTHOW (HOpPMBI, 0OPaOOTaHHOU TaK, YTOOBI
YYaCTKH U300paKeHUS YACPKUBAIU KPACKY U OTTATKUBAIUA BOY

0) BBoa TekcToBo#l win rpaduyeckoil HHPOpMAIUU B KOMIIBIOTEP, MyTEM

npeoOpa3oBaHus ee B HU(PpoBOH B
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B) IleuaTp BBIMONHSETCS Ha rekrorpade, MyreM KOHTAKTHOTO MepeHoca
TOHKOTO CJIOSl KPaCKH Ha YBJIA)KHEHHYIO CIUPTOM Oymary

8. TenedoHbl AenATCA 10 CUCTEME CBSA3H HA:

a) MPOBOJIHbIE

0) HOCUMBIE

B) CTallMOHAPHBIE

9. Uto He BXOIUT B MPOLIEAYPHI dJIEKTPOrpadhpruueckoro KOmMpoBaHUs ?

a) 3aTeMHEHUE U300paKEeHUSI.

0) nposiBieHre U300paKeHUs.
B) CBETOIKCIIO3UIIHS.

10. Kakoii ckaHep TmpeAHAa3HAYeH [UJIi CKAaHUPOBAHUS OPOIIIOPHBIX
JOKYMEHTOB?

a) KHWOKHBIC CKaHEPBI

0) MIaHeTapHbIE CKaHEPhI

B) OapabaHHBIC CKaHEPbI

11. Jns meuatu B 6onbiux popmarax (A2 u Al) oObIYHO MPUMEHSIOT?

a) IPUHTEPHI

0) IIOTTEPHI

B) pu3orpadsI

12. OdceTnas meyars - ...

a) I[lpumensiercs mmsg OONBIIOrO TUpaka TEYaTHOW mpoaykiuu. [ledats
OCYIIECTBIISIETCSI C Te4yaTHOW (opmbl, 00pabOTaHHOW Tak, YTOOBI YYaCTKH
M300pKEHUS YACPKUBAIN MACIISTHYIO KPACKY U OTTAJIKUBAIHA BOJY

0) Ucnonp3yeTcst A MalbIX TUPAKEH WITH JIJIS CTICIIUATIBHBIX TTPOTYKTOB

B) [lomygaemas ckanepoM nH(pOpManus B ii(poBOM BUIE TIEpe1aeTcs B OJIOK
M3TOTOBIICHUS paboueii MaTPHIIbI

13. MamuHsbl nepersieTaroT NayKy JMCTOB, HE U3MEHsIS €€ BHEIIHUM Bua. OHu

OUY€Hb YJIOOHBI JIJIs MeperieTa KHUT o1 00J10KKY u Oportop. Kakast 3To mammna?
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Tect

1.Ha xakom dopmaTte Oymaru UCHIOJHSIIOTCS CITyKEOHbIE TOKYMEHTHI?
1.A2

2.A7

3.A5

4.A4

2.Ckoinbko pekBHU3UTOB npeaycmarpuBaet ['OCT?

1.30

2.29

3.31

4.28

3.Kakoii U3 JOKyMEHTOB OTHOCUTCS K pacloOpsIUTEIbHbIM?
1.IIpoTokon

2.ITucemo

3.Yka3zanue

4.ITonoxeHune

4.JlaTol miprKasa sIBJISIETCA JaTa €ro...

1.CornacoBanus

2.Ilognucanus

3.V TBepxKICHUS

4.Peructpanuu

5.Kakoii TOKyMEHT OTHOCUTCS K OpraHU3allHOHHBIM ?

1.ITpuxas

2.IlonoxeHue

3.Yxka3aHue

4.CnpaBka

6.JupekTop, pyKOBOAUTEIb C TOMOIIbIO OPTaHU3ALUOHHBIX IOKYMEHTOB...
1.OcyiecTBisieT yBoJibHEHHE PAOOTHUKOB
2.0npepensier npaBa U 00513aHHOCTH COTPYAHUKOB

3.IloonipsieT OTANYMBILETOCS PAOOTHUKA
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4.0npenensieT Mociaea0BaTEIbHOCTh JNEUCTBUN NIPHU BBITOJTHEHUN TOW WU
MHOU paboThI

7.Ha3HayeHue pacropsAIUTENIbHBIX JOKYMEHTOB — 3TO...

1.Peanu3aiusi CUCTEMBI U MPOLIECCOB YIIPABICHUS

2.PerynupoBaHue JAEATEIBHOCTH, IMO3BOJLIIOLIEE OpraHy YIpaBIEHUs
oOecreynBaTh pean3aluio MOCTAaBIECHHBIX Nepe HUMU 3a]a4

3.[lnanupoBanue NeATEIbHOCTH YUPEKICHUS

4.Coo0uienue cBeeHui, moOyXIaloIMKUX OpPraHbl YIPaBJICHUS MPUHUMATD
OTIpEJICIICHHbIE PEIICHMUS

8.IIpuka3 — 3TO MpaBOBOU aKT, U31ABAEMBIH. .

1.PykoBoguTenneM oOpraHuzanuud Ha [paBax €JAMHOHAYaJIus C LEJbIo
paspernieHns: OCHOBHBIX BOTIPOCOB

2.BpiciiiMU OpraHaMy UCTIOJIHUTENbHOM BIACTH

3.PykoBoguTeneM  opraHuzalMy 1O  BOINpocaM  HH(OPMAIMOHHO-
METOANYECKOTO XapakTepa

4.CoBemarenbHbIMA OpraHaMU YUPEKICHHS

9.Kakoe onpeiesieHue OTHOCUTCS K cripaBke: «J[oKyMEHT, CoJepKallnil...»

1.ITompobHOE omucaHue Kakoro-auOo (akTa WIM COOBITHS C BBIBOJAMH U
IPEAJIOKEHUSIMU aBTOpa

2.IloapoOHBIN X0/ KAKOTO-THO0 MEPOTIPUSATHS

3.IlepeueHb MePONIPUATHIA

4.TlonTBepkKIeHUE WU OTMMCAHKUE TE€X WIIM UHBIX (PAKTOB U COOBITHI

10.ABTOpOM CITY’K€0HOT0 TUCHMA SIBJISIETCA. ..

1.Opranuzanus, pupma, OT IMEHH KOTOPOU MOCHITIAETCS TUCHMO

2.JI0JDKHOCTHOE JIMI0, KOTOPOE MOCHUIAET MUCHMO

3.McnionHuTenb, KOTOPBIM TOTOBUT MHUCHMO

4.JIu1i0, OTOpaBUBIIEE TUCHMO

11.Bo BBOAHOM 4acTH pacnopsAAUTEILHOTO JOKYMEHTA COAEPKATCH. .

1.Ilenu v npUYrHBI CO31aHUS JOKYMEHTA

2.OCHOBHBIE HaNPABJICHUS AEATEIBHOCTH YUPEKIACHUS
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3.PacnopspkeHUss pyKOBOIUTENS

4.CpoKHy HCTIOJIHEHHUSI PACTIOPSKEHUS

12.Kakoro pekBu3uTa HET B (POpMYJIIsIpe CIIyKEOHOTro nuchbma?

1.HanmeHoBaHUS yupeKIeHUSI-aBTOpa

2.HauMeHoBaHue BHUJIa IOKYMEHTA

3.3aroJyioBKa K TEKCTY JOKyMEHTA

4.Anpecara

13.Kak Ha3pIBaeTCs JIOKYMEHT, B KOTOPOM ONPEAEISIOTCS JOJDKHOCTHBIE
0053aHHOCTH pa0OTHUKA YUPEXKICHUS?

1.IlpaBuna

2.HCcTpYyKUHUS

3.YcraB

4.Tlonoxxenue

14.PexBU3UT cy>k€OHOTO TUCHMa — 3TO...

1.YHacTb TekcTa mucbMa

2.DupmeHHBIN OJ1aHK

3.Ero otnenbHBIN DIIEMEHT

4 .IlItamn opraHu3alnuy, HalucaBlIe TUCbMO

15.]/1aToli akTa sIBIsI€TCS JIaTa...

1.YcTaHOBIEHHOTO COOBITHS

2.Iloanucanus

3.V TBepKICHUS

4.13roToBieHuUs aKTa

16.K kakoii rpyrmie 10KyMEHTOB OTHOCUTCS JOKJIaiHas 3amucKa?

1.K nuyHbIM

2.K cnpaBouHO-UH(POPMAITMOHHBIM

3.K pacnopsaauTenbHbIM

4 K opranu3aiimOHHbIM

17.TekcT akTa TOMKEH 3aKaHYMBATHCS. ..

1.Pacchuikoi o 3K3eMIusipamM
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2.Ilognucsimu

3.0OTMETKOM O NPWJIOKEHNUH K JOKYMEHTY

4.Ileuatpto

18.Kakass oprrexHuka HCHOJNB3YETCA I ONEPAaTUBHOW IEPECBUIKU
CITY>KEOHBIX mucemM?

1.KommnsroTep

2.Dakc

3.Kcepoxke

4. Tenedon

19. Ilpukassl O JIMYHOMY COCTaBY:

1. JoBoasTcs 10 cBeleHHs] paOOTHUKA TI0]T PACIIUCKY

2. JloBoasATcs 10 cBeAieHUs paOOTHUKA 0€3 MOJIMUCH

3. He noBopasiTcs o cBeneHus pabOTHUKA

4. ITo yCMOTPEHUIO pPYKOBOJUTENS MPEANPUATHS, YUPEKACHUS

20. U3 mnpennokeHHOro Ha0oOpa TMPUMEPOB BHIOEpUTE NPABUIHHOE
pacIooKeHHe HOMEPA JINCTA Ha TOKYMEHTaX:

1.-10-

2. 10.

3."10"

4.10

21. Kakoli U3 TMYHBIX JOKYMEHTOB HE MOIUCHIBAET CaM aBTOp?

1. Pesrome

2. Pacrniucka

3. XapakTepucTuka

4. JIoBEpEHHOCTh

22. IoKyMEHTallMOHHOE 00EeCIeueHne — 3TO:

1. JIBukeHue NOKYMEHTOB C MOMEHTAa HMX IMOJYy4YEHUS WM CO3JaHUs 10
3aBEpIICHUSI UCTIOJHEHHUSI, OTIIPABKU UJIM CJIa4u UX B apXUB

2. Co3paHue JOKYMEHTOB, B KOTOPBIX OTpa)aeTcs JesITeJIbHOCTb

YUPEKIACHUN U COAEPKAHNUE YIPABICHUYECKUX PEIICHUIN
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3. PaGota c TroTOBBIMM JIOKYMEHTaMH, CO3JaHHBIMU YUYpPEXKICHUEM U
MOJTyYEHHBIMH H3BHE

4. CocraBineHue JOKYMEHTOB B COOTBETCTBHM C CYHIECTBYIOIIMMH
MpaBUJIaMU

23. TenerpamMma HE UMEET TAKOTO PEKBU3UTA, KaK:

1. HaumeHnoBaHue Bua JOKyMEHTA

2. Anpec

3. Texcr

4. OTmeTka 00 03HAKOMJICHUHU

24. JIoKkyMeHT, TmepeaaBaeMblii YCTHO IO KaHaiaMm Tele(OHHOU CBSI3U U
3aMUChIBAEMBIN MOTyYaTesIeM - TO:

1. Tenerpamma

2. Tenedaxkc

3. Teneraiin

4. Tenedponorpamma

25. BeImUCKy U3 MPOTOKOJIa MOMUCHIBAIOT:

1. OnuH 4uenoBeK

2. JIBa yeaoBeKa

3. Tpu uenoBeka

4. YeTbIpe yesioBEKa

26. 3aBepuTenbHas NOANKUCH HA KOMUU IOKYMEHTA COCTOUT H3:

1. ormeTku "BepHo"

2. otMeTku "BepHo", moanucu T0MKHOCTHOTO JIMIA, 3aBEPUBIIETO KOMUIO

3. otmetku "BepHo', HAaMMEHOBaHMS JOKHOCTA PAOOTHUKA, 3aBEPUBIIIETO
KOIIHIO, €rO MOJIUCH U 1aThl 3aBEPEHUS

4. OrmeTku "BepHo", HaMMEHOBaHUE JOJKHOCTH JIMIA, 3aBEPUBLIETO KOIHIO
U €ro MoJIMUChH

27. Opranuzanusi MOXET BbI1aTh KOIHU:

1. ¢ MOOBIX JOKYMEHTOB, Kacarolluxcs ee paboTHUKA

2.¢c JOKYMCHTOB, CO31aBaACMbIX B 3TOM OopraHu3anu
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3. ¢ TOKYMEHTOB, KacaroluXcs JIUYHBIX MPaB U HUHTEPECOB IPaKIaH

4. c macropTa, BOGHHOTO OujieTa

28. TekcT mpoTOKOJIa COCTOUT U3:

1. BBoHOM 1 OCHOBHOM YacTei

2. BBogHOM, OCHOBHOM M 3aKIIOUYUTECIBHOM YacTeH

3. OCHOBHOM M 3aKJIFOUMTEIBHON YacTen

4. BBOOQHOU M 3aKJIIOYUTEILHON YacTen

29. He cymiecTByeT TaKoro Bujaa JOKJIAIHBIX 3alIUCOK, KAK:

1. *HUITMATUBHEIC

2. uHpOpMaIUOHHbIE

3. UHCTPYKIIMOHHBIE

4. OTYETHBIC

30. HeoOs3aTenbHBIN pEKBU3UT CIIPABKU JTUYHOTO XapaKTepa:

1. Angpecar

2. YriaoBoi mrami

3. Ha3zBaHue n1oKyMeHTa

4. Tekct

31. Kakoro pekBu3nTa MOXKET HE OBITH B CIIy>K€OHOU cripaBke?

1. Aagpecar

2. YrioBoi mramn

3. Ha3Banue nokymeHTa

4. Tekct

32. HomeHnkiatypa gen - 371o0...

1. cucremaTU3MpPOBAaHHBIM IEepEeYEHb HAWMEHOBAHUM (3ar0JIOBKOB) €N C
yKa3aHHEM CPOKOB MX XpaHCHHS, 0)OPMIICHHBIA B YCTAHOBICHHOM TTOPSIJIKE

2. CHUCTEMaTU3UPOBAHHBIN TEPEUCHb 3ar0JIOBKOB U JAPYTrUX HEOOXOJAUMBIX
CBEJICHUI O COCTaBE U COJICP>KAHUU eIl

3. IOKYMEHTHI, CTPYHIIMPOBAHHBIE B JIejIa

4. COBOKYITHOCTh JJOKYMEHTOB, OTHOCSIIIIUXCS K OMPEACICHHOMY BOTIPOCY WU

Y4aCTKYy ACATCIbHOCTH OpraHn3alnun
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33.B xakoM JOKYMEHTE TEKCT COCTOMUT U3 JIBYX YacTel: KOHCTATUPYIOIIECH 1
pacnopsANTENbHON?

1. ciy>xebHOE MTUCHEMO

2. IPOTOKOJ

3. cripaBKa

4. mpuKa3 Mo OCHOBHOM JEATEeIbHOCTU

34. Kakoil JOKYMEHT HMEET CIEIYIOIINE PEKBU3UTHI: KOJ, Ha3BaHUE
JIOKYMEHTA, J1aTa, HOMEp, 3aroJIOBOK, TEKCT U3 JABYX YAaCTEW: BBOJHOW U OCHOBHOM,
MOJAMUCH TIpeiceaaTeNsl, OAMUCH CeKpeTapsi?

1. noknagHas 3anmucka

2. cripaBKa

3. mpuKa3 1Mo OCHOBHOM JESATEILHOCTH

4. mpoTOKOJI

35. K kakoii rpynne OPJ] oTHOCUTCS TOKJIagHAs 3amucKa?

1. opranu3anMoHHbIE TOKYMEHTBI

2. pacniopsiAUTENbHbIE JOKYMEHTHI

3. uH(OPMAIMOHHO-CITPABOYHBIE JTOKYMEHTHI

4. NIOKYMEHTBI O IUYHOM COCTABE

36.3aBepuTenbHas HAANUCh HAa JOKyMeHTe "BepHo" yaocToBepsieT, uro...

1. mpaBWJIBHO yKa3aH aJipec

2. MacnoOpTHHIE JAHHBIE 3asIBUTEISI COOTBETCTBYIOT JE€HCTBUTEILHOCTH

3. laTta TOKyMEHTa BEpHa

4. xonusl TOKyMEHTa TOYHO COBIAJAET C MOJIMHHUKOM

37. JokyMeHTOOOOPOT - 3TO ABMIKEHHUE IOKYMEHTa C MOMEHTA....

1. ero cozganus 10 OTIPABKH

2. ero NoJly4eHus 0 MOJIIKUBKYU B JIEJIO

3. ero co3aaHus A0 NOJALIMBKH B JIE€JI0

4. ero noJy4YeHus Wid CO3IaHus 0 MOJIIMBKYU B JIENIO WIH OTIPABKU

38. K kakoui rpynne JOKyMEHTOB OTHOCUTCS MPOTOKOJI?

1. K pacniopsiautenbHbIM
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2. K nmnusbIM
3. K cnpaBo4yHO-MH(pOpMAIIMOHHBIM
4. K opraHu3aiimoOHHbIM

39. [lenonpou3BoACTBO KaK AUCHUIUIMHA 3HAKOMHT C:

l. Teopueld M MNPAKTUKOH JOKYMEHTHPOBAHUS U JOKYMEHTAallHOHHOTO

obecrieueHust
2. npaBuiamMu 0OpMIICHUSI TEKCTOBOTO MaTepurana, JOKyMEHTOB, Ta0IuI]
3.Teopuel JOKYMEHTAIlMOHHOTO 00eCTICUeHUS
4. MpaKTUKON TOKYMEHTUPOBAHUS U TOKYMEHTAIIMOHHOT'O 00ECIIeUeHUsI
40. K ocHOBHBIM OJIaHKaM OTHOCSIT:
1. 61aHK CTPYKTYPHOTO TIOApAa3eIeHUs
2. 6JIaHK KOHKPETHOTO BHJa JOKYMEHTA
3. oOuruii Oy1ank, OJIaHK THChMa
4. 6maHK 111 paboThI ¢ 3apyOeKHBIMU ITAPTHEPAMHU
41. Ilpuka3 o mpreme Ha pabOTy U3/1ae€TCs Ha OCHOBAHUH:
1. 3asBNeHUs 0 mpueMe Ha paboTy
2. 3aKJII0YEHHOTO TPYIOBOTO JJOTOBOPA

3. yKa3aHus pyKOBOJIUTENS MPEAIPUATUS

4. 3armojgHEeHHON pPaOOTHMKOM KapTOYku T-2, NUYHOTO 3asBICHUS, ME]I.

CIIPaBKHU
42. JlokyMeHTBI Ha NPEANPUATUN JETATCA Ha:
1. BXogsiue, UCXOAsIINe, BHYTPEHHUE
2. BXOISIINE, UCXOSIIHNE
3. BHYTPEHHHUE, BHEIITHUE

4. BXoas1IMe, UCXOASIINE, BHYTPEHHUE, BHEIITHUAEC

43. B KpymHBIX YyUpPEKIACHHUAX C OOJBIIUM JTOKYMEHTOOOOPOTOM

MIPUMEHSIETCS
1. neHTpanu3oBaHHasA CUCTEMA BEJICHUS JIETONPOU3BOACTBA
2. CMeIIaHHas CUCTEMa BEJICHUS JIEJIONPOU3BOACTBA

3. ACOCHTpAIN30BaHHaA CUCTCMA BCACHUA ACIOIIPOU3BOACTBA
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4. Ha BBIOOP YUpEXKICHHUS

44. Onuce gen - 370...

1. cucreMaT3npOBaHHBIN IEPEUEHb HAMMEHOBAHUM JEJI C YKa3aHUEM CPOKOB
WX XpaHECHUS

2. CHUCTEMaTU3UPOBAHHBIM NEpPEeUeHb 3arojIOBKOB M JPYIHMX HEOOXOIUMBIX
CBEJICHUH O COCTaBE U COJAEPNKAHUU /eIl

3. COBOKYITHOCTh JJOKYMEHTOB, OTHOCSIIIIMICS K ONPEIEICHHOMY BOIIPOCY WU
YUYaCTKY J€ATEIbHOCTA OpTraHU3aINu

4. TOKyMEHTBI, CTPYNIIUPOBAHHBIE B JIeja

45. JIoKkyMEeHTBI B Jiejax MOTYT pacmloJiaraThC:

1. B XpoHOJIOrHYECKOM, aj(aBUTHOM U HyMEPAILIMOHHOM MOPSIKE

2. TOJNBKO B XPOHOJIOTUYECKOM TMOPSIJIKE

3. TOJIbKO B an()aBUTHOM TOPSIIKE

4. TONBKO B HyMEPAIIUOHHOM MOPSIIKE

46.J10KyMEHT - 3T0...

1. 3adukcupoBaHHasi Ha MaTepUAIbHOM HOCHUTele HUHMoOpMarus cC
PEKBU3UTAMU, TTO3BOJISIONIUMU €€ UIACHTU(DUIINPOBATH

2. TEKCT, MOTy4YaeMblil B IPOIECCE MeUaTaHNs HAa KOMITBIOTEPE UITU MUIITYIIEH
MaIlnHe

3. TEeKCT, pa3ejeHHbIN Ha a03arbl U maparpadbl

4. uadopmarnus B 100011 popme

47. K kaxoit rpynne OP/] oTHOCUTCA XapaKTepUCTHKA?

1. TOKyMEHTBI O INYHOM COCTaBE

2. pacnopsiAUTENbHbIE JOKYMEHTBI

3. uHPOPMAITMOHHO-CIIPABOYHBIE TOKYMEHTHI

4. opraHu3alMOHHbIE TOKYMEHTBI

48.Ctpykrypy cayx0b1 JIOY, ee pyHKIIMOHATBHBIC 3a]]a4U OTIPEICIISCT:

1. pacniopsixkeHue pyKOBOJIUTENS PEANPUATUS

2. IpUKa3 pyKOBOJIUTENS MPEAPUSATUS

3. Ilonoxenwue o cinyxoe JIOY
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4. NOJKHOCTHBIE MHCTPYKIUU paOOTHUKOB

49.Kem TOANUCHIBAIOTCS  MPUKA3bl IO  OCHOBHOM  AEATEIBHOCTH
NpEANPUATHUSA?

1. rmaBHBIM OyXrantepom

2. TTIaBHBIM UHKEHEPOM

3. INPEKTOPOM IPEANPUITHUS

4. TUPEKTOPOM MPEANPUATHS U TJIABHBIM OyXTraJlTepom

50.Kakum 10KyMEHTOM O(QOPMIISIOTCS PELIECHUSI PYKOBOJIUTEINS, CBI3aAHHbBIE
C opraHuzauuen padboThl, MOPSIAKOM AESITEIbHOCTU MPEATNPUSITHS

l. mpuKa3 Mo IMYHOMY COCTaBY

2. pelieHue

3. mpuKa3 o OCHOBHOM J€SATEIbHOCTH

4. MHCTpPYKUUU

Tect

1. MudopmarimoHHbie TEXHOIOTUH — ITO...

a) COBOKYNMHOCTb METOJOB W MPOTPAMMHO-TEXHHUYECKHX CPEJCTB,
OOBECIMHEHHBIX B  TEXHOJOTHYECKYIO IIEMOYKY, OOeCIeUYrBaOIMyl cOop,
00paboTKy, XpaHEHHUE, pachpeiciecHue W OTOOpakeHHe WHOOpPMAIMHU C IIENBIO
CHIKCHHS TPYI0EMKOCTH MPOIIECCOB UCTIONH30BAHUS HH(DOPMAITMOHHBIX PECYPCOB

0) OpraHM30BaHHBIA COLMAIBPHO-YKOHOMHUYECKHH M HAyYHO-TCXHUUYCCKHUI
mpolecc  CO3JaHUsl  ONTHUMAIBHBIX  YCJIOBHM IS YJOBJIETBOPEHUS
MH(OPMAITMOHHBIX TTOTPEOHOCTEN YeIOBEKa

B) YMEHUE IIeJICHANIPABICHHO paboTaTh ¢ MHPOpPMAIIMEH U UCTIOIB30BATh IS
ee TMOoJy4yeHUs, OoOpadOTKM U TMepeladyd KOMIBIOTEPHYIO HWH(OPMaIMOHHYIO
TEXHOJIOTHI0, COBPEMEHHBIE TEXHUYECKUE CPEACTBA U METOIBI

2.VlapopManoHHas KyIbTypa 4YeIOBeKa Ha COBPEMEHHOM dTarie B OCHOBHOM

OIIPCACIIACTCA:
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a) COBOKYITHOCTBHIO €T0 YMEHHH MPOrpaMMHUPOBATh Ha SI3bIKAX BBICOKOTO
YPOBHS;

0) ero 3HaHUSIMU OCHOBHBIX MOHATHI UHPOPMATUKH

B) COBOKYMHOCTBHIO €r0  HAaBBIKOB  HCIOJB30BaHUS  MPHUKIATHOTO
IPOrpaMMHOTO 0OeCTIeueHUs sl CO3/IaHNs HEOOXOUMBIX IOKYMEHTOB

I) €ro 3HaHUSAMH OCHOBHBIX BHJOB TPOTPAMMHOTO OOECIeUeHUs: W
MOJIb30BATENICKUX XapaKTEPUCTUK KOMIThIOTEpPA

3. IlepcoHaNBHBINM KOMIBIOTEP CIYXKUT IS

a) Ilepenaun uudopmanuu

6) Coopa unpopmanuu

B) Knaccudukarum napopmanuu

r) XpaHeHus nHhopManun

4. K ycTpoiicTBam BbIBO/Ia HH(OPMAIIUK OTHOCSITCS

a) IPUHTEP

0) moaeM

B) MOHHUTOP

') MBIIIb

1) 3ByKOBBIE KOJIOHKH

5. Ilon mnporpaMMHbIM oOecniedeHHeM HH()OPMALMOHHBIX CHCTEM
HOHUMAETCS:

a) COBOKYITHOCTb IIPOIPaMMHBIX U JOKYMEHTAJIbHBIX CPEJACTB JUJIsl CO3/IaHUs
U OKCIUTyaTalldd CHUCTEM OO0paOOTKH JaHHBIX CPEICTBAMHU BBIYMCIUTEIBHON
TEXHUKH

0) COBOKYITHOCTb aInapaTHbIX CPEJCTB

B) COBOKYIHOCTH MPOIPaMMHBIX M JOKYMEHTAIbHBIX CPEJICTB JIJISl CO3/IaHUs
M OKCIUTyaTallud CHUCTEM OO0paOOTKH JaHHBIX CPEICTBAMHU BBIYHCIUTEIBHON
TEXHUKH

I') COBOKYITHOCTb JOKYMEHTAJIBHBIX CPEJCTB JJISl CO3JaHUS M IKCIUTyaTaIluH
cucteM 00pabOTKU JaHHBIX CPEACTBAMU BHIYMCIUTENbHON TEXHUKU

6. Haznauenue nporpaMmMHoOro odecredeHus
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a) oOecrieunBaeT aBTOMATUYECKYI0 NPOBEPKY  (YHKIMOHUPOBAHUS
OTZCJIbHBIX YCTPOUCTB

0) COBOKYITHOCTb MPOTpaMM, IO3BOJISIOIIAs] OPTaHU30BAaTh PEIICHHE 3a/1a4 Ha
OBM

B) OpraHm3yeTr mnpoiecc o0paboTku HHPOpPMAIIMM B COOTBETCTBUU C
[IPOrpaMMOU

I') KOMIUIEKC MpOrpamM, OOECIEeUMBAIOIIUNA TEPEBOJ Ha SI3bIK MAIIMHHBIX
KOJ/IOB

7. Ykaxure, Kakue YCTPOMCTBA OTHOCSATCA K YCTPOMCTBAM XpaHEHMS
uH(pOpMAITIH:

a) JKecTKrii MarHUTHBIN JUCK

0) Moaem

B) [IpunTtep

r) Ckanep

8. OCHOBOI OneparMOHHON CUCTEMBI SIBIISIETCSI:

a) sIAPO OIEPAIMOHHON CUCTEMBI

0) orepaTBHAS MTAMSITh

B) JpaiiBep

I') 0JIb30BaTENb

9. CoOBOKYMHOCTh MPOTPaMM, KOTOPHIE MpETHA3HAYEHBI JJIA YIpaBICHUS
pecypcaMu KOMIBIOTEPAa W BBIYMCIUTEIBHBIMU MPOLECCAMHU, a TakkKe s
OpraHu3alyy B3aUMOJICHCTBUS MOJIB30BATENS C annapaTypoil Ha3bIBAETCH ....

a) omepalMoOHHON CUCTEMO

0) daiimoBoit cucTeMoi

B) IIPOLIECCOPOM

I') BAHYECTEPOM

10. Kakas mporpamma siBIsI€TCSl TAOJMYHBIM TIPOIECCOPOM?

a) Word

0) Paint

B) Access
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r) Excel

11. IIporpamma Microsoft Word npegna3znayena:

a) TOJIbKO JJIsl CO3JJaHUsI TEKCTOBBIX JJOKYMEHTOB

0) 151 CO31aHUS TEKCTOBBIX IOKYMEHTOB C AJIEMEHTaMH rpaduku
B) TOJIBKO JJI CO3/1aHUs rpaduyecKux u300paxeHui

I') TOJIBKO JIJISl CO3JaHusl TpapUuecKnX N300paKeHU ¢ AIIeMEHTaMH TeKCTa
12. DnemeHTapHBIM 0OBEKTOM 3JIEKTPOHHOU TAOIHIIBI SBISETCS ...
a) JTUCT

0) stueiika

B) CTpOKa

T') cTOJI0eI]

13. DnexkTpoHHas TabyuIa MpeaHa3HaueHa JIJIs:

a) 00pabOTKH MPEUMYIIECTBEHHO YHUCIOBBIX JAHHBIX, CTPYKTYPUPOBAHHBIX C

[IOMOIIBIO TAOJIHII

6) YHOPAAOUCHHOTO XpPAaHCHHA U 06pa6OTKI/I 3HAYUTCIbHBIX MAaCCHUBOB

JaHHBIX

B) BU3yaJIU3allUH CTPYKTYPHBIX CBSI3€ MEXAY JTaHHBIMHU, NPEICTABICHHBIMU

B TaOJINIIAX;

I') penakTHUpOBaHHUS TpapuUYeCKUX TMPeACTaBICHUNU OONBIINX O0O0HBEMOB

uHdOpMaIHH.

14. ®aiinel, co3ganHble B mporpamme MS Access, IMEIOT paclIupeHue:
a) .doc;

0) .xls

B) .dbf

r) .mdb

1) .mp3

15. OcHOBHOM XapaKTEePUCTUKOW MUKPOIIPOLIECCOpa SIBISETCS

a) ObICTpOICIICTBYE

0) yacTtoTa pa3BepTKu

B) KOMITAKTHOCTb
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T') pa3pelaroniasi CliocCOOHOCTh

16. Cepsep - 3710:

a) KOMIBIOTEp, MPEAOCTaBISIONIUNA B JAOCTYI MOJI30BATENISIM KaKue-In0o
pecypcbl

0) KOMIIbIOTEP, UMEIOIINNA MOAKIIOUEHUE K ceTh HTepHeT

B) IEPEHOCHOMN KOMITBIOTEP

r) paboyasi CTaHIIUS

1) KOMITBIOTEP C MOJIEMOM, TIOJAKITIOYEHHBIN K TeJIe(OHHOM TMHUM

17. CeTb, B KOTOpOU OOBEIUHEHBI KOMITBIOTEPHI B PA3IMUHBIX CTpaHaxX, Ha
Pa3TUYHBIX KOHTHHEHTAX.

a) 'moGanbHas ceTh

0) JIokanpHas ceTh

B) PernonanrHas ceth

18. CeTb, CBA3bIBAIOIIAS KOMITBIOTEPHI B TIpeJieaxX OMpeeICHHOTO PErHOHA.

a) 'moGanbHas ceTh

0) JIokanpHas ceTh

B) PernonanbHas cetb

19. YcranoBuTe COOTBETCTBHUE:

1. BcemupHnas nayruaa WWW

2. DnekTpoHHas mo4ra e-mail

3. [lepenaua ¢aiinos FTP

4. Tenexondepennus UseNet

a) cCUCTEMa MEePEChUIKA KOPPECTIOHECHIIMN MEXAYTOIb30BaTEISIMUA B CETH

0) wuHbOpMANMOHHAs CHUCTEMAa, OCHOBHBIMH KOMIIOHEHTAMH KOTOPOM
SIBJISTFOTCS] TUTIEPTEKCTOBBIE JJOKYMEHTBI

B) cucTeMa oOMeHa nHpopMaIMel MEXTy MHOXKECTBOM IOJIb30BaTENICH

r') cUCTeMa Tepeaadn dJIEKTPOHHONW MH(OpMAIHU, MO3BOJSIOMAS KaXKIOMY
MOJIB30BATEIIO CETH MOIYIUTh TOCTYII K TPOrpaMMaM U IOKYMEHTaM, XPaHSIIITUMCS
Ha yJIaJICHHOM KOMIIBIOTEpE

20. KomnbroTep, NOAKIIOYEHHBIN K ceTu IHTepHeT, 00s3aTeIbHO UMEET:
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a) [P-anpec
6) WEB - cepsep
B) gomariHioro WEB - ctpanuity

') JOMEHHOE UM

Ilpumepovl npakmuueckux 3a0aHUN K MOOYIAAM.

CocraBiieHue nprKasa, akTa, paclopsyKEHHUs], BBITUCKH U JIp.
CocraBiieHH€e TOKHOCTHON MHCTPYKLIHH.

Pemenue cuTyaliMoHHbIX 3a/1a4 (UMUK CeKpeTaps).

CocraBienue padoyero miaHa.

Pemenue cutyaniMoHHBIX 3a/1a4 (OpraHu3anys npueMa rmoceTuTesnei).
[IpakTHKa peyeBoro TUKETA B Mapax.

CocraBiieHUE IPE3CHTAIUH.

CocraBienue IMporpaMmabl I[H}I/HOGI’)I[KI/I PYKOBOOUTCIIA.

© ©o N o o &~ w Dh -

Pabora B cetn IHTEpHET, B JTOKAIBHOM CETH.

10. Peructpanus KoppecroHICHIIUH.

11.0dopmiieHre muceMm.

12.TIpoekTrpoBaHue U MOATOTOBKA paboYero Mecra.
13.CocTaBieHue MpeuMyIIecTB U HEJOCTATKOB MPOGECCHH.
14.TToaroroBKa peKOMEHIAIMHI 0 YIyYIICHUIO PaOOTHI.

15.CocraBnenue pe3tome.

OueHoyHble MaTepHasbl AJs NPOBEJACHUS MUTOroBOM arrecrauuu B ¢opme

KBaJl I/I(l)I/IKaIII/IOHHOI‘O IK3aMeEHa:

Bonpocsl B OmJieTax AJisl MPOBEPKH TeOPeTHYECKUX 3HAHUM B mpeaeaax
KBAJIU(PUKANUOHHBIX TPeOOBaAHUIL:

buner Ne 1

1. Ponb 1 MeCcTO cekpeTapsi-MAIIMHUCTKA B CTPYKTYPE YIIPABICHUS.
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2. Windows. 3amnyck. Onucanue padodero crtosia. Pabota ¢ riaBHbBIM MEHIO.

3aBepiueHue padboThI.

buser Ne 2

1. 3aK0HO/1aTEILHBIE u HOPMAaTUBHO-METOANYECKHUE aKTBI,
perIaMEHTUPYIOIME  YNPABICHUYECKUNA Tpyd, paboTy C JOKyYMEHTaMH U
0€3/I0KYMEHTHOE 00CITy>KUBaHUE.

2. Windows. KonupoBanue marnok u (haiios.

buner Ne 3
1. Opranun3anus npruemMa noCEeTUTEINIEH.

2. Excel. BoipaBHuBaHME copepxkuMoOro siyeek. l3ameHneHue mnapameTpoB

mpudra.

busner Ne 4
1. TlpaBuia ciyxeO6HOTO TeaedhOHHOTO OOIICHUS.

2. Windows. DneMeHThI OKHa MPUII0KEHHUS.

busier Ne 5
1. [TomeneHust i 1eIONPOU3BOIACTBEHHOM CITYKOBI U UX OCHAII[CHHE.

2. Windows. PabGoTta ¢ okHamu: miepeMenieHrue 1 N3MEHEHHE Pa3MEpOB.

buter Ne 6
1. O6opynoBanue paboyero MecTa JACIOMPOU3BOIUTEIIA.

2. Excel. Turmbl CChUIOK HA SYEUKH.

buier Ne 7
1. CpenctBa 1y 00pabOTKH TOKYMEHTOB, BUbI, HA3HAUCHNE, IPUMEHECHUE.

2. Windows. [lepemetienne nanok u Qaiinos.
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buser Ne 8

1. [lonstue o foOKyMeHTHpOBaHUU. OCHOBHBIE CIOCOOBI JOKYMEHTUPOBAHUS.

2. Excel. Beigesnenue quamna3zoHOB SYEEK.

buser Ne 9

1. Yaudukanus u ctanaaptusanus 10KkyMmeHToB. CocTtaB yHU(DULIUPOBAHHBIX

CUCTCM JOKYMCHTAIIUN.

2. Windows. Ilanens 3a1auy.

buser Ne 10

1. TpeGoBanus K 0POPMIICHUIO PEKBU3UTOB TOKYMEHTOB U OJIaHKaM.

2. Excel. YcranoBka napamerpoB crpaHulibl. [IpenBapuTenbHbIii TPOCMOTP

CTpaHul IICPCa IMCUATbIO.

buner Ne 11

1. XapakTepucTuka  COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB, TPEOOBAHUS K

ux ohopMIIeHHIO.

2. IlpaBwia opopmieHns mpuMedaHUN U CHOCOK.

Buner Ne 12

1. XapakTepucTuka U COCTaB CIPAaBOYHO-WH(MOPMAIIMOHHBIX JOKYMEHTOB.

TpebGoBanus kK Ux 0POPMIIEHUIO.

2. IIpaBuna cocraBieHus OMOIHOTPaPUIECKOTO OMHCAHUS.

Buner Ne 13

1. Ocobennoctu odopmuenus Ttenerpamm, Ttenedonorpamm. IlpaBuia

nepegayu TeneoHOrpaMM.
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2. Excel. OtkpeiTHe cymectByomed kHurd. Omnepauud ¢ padoyumMu

JIUCTaMHU.

buner No 14

1. OcobeHHocTy OoQopMIICHHS JOKYMEHTOB MO JUYHOMY cocTaBy. CocTaB
JIOKYMEHTOB IO JTOKYMEHTUPOBAHUIO TPYIOBBIX MTPABOOTHOIICHUH.

2. KoppektypHble 3HAKM W UX NPUMEHEHHE MPU MPABKE MAIIMHOMHCHBIX

pa6or. [TuceMo nocsue KOppeKTypHOIl MpaBKU.

buner Ne 15
1. TloHsTHE <«JIOKYyMEHTOOOOPOT», OOIIME TPHUHIUIBI OpPTraHU3alUH
JOKYMEHTO000pOTA.

2. CokpaliieHusi, IPUMEHAEMBIE B JIEJIOBOM MEPEMHUCKE.

buner Ne 16

1. Tlopsmoxk mpuemMa U TEpBOHAYAIBHOW OOpPaOOTKM JIOKYMEHTOB.
PaccMoTpeHHEe JOKYMEHTOB PYKOBOIHMTEIIEM, IpaBWia Iepeaadyd JOKYMEHTa Ha
UCIIOJIHEHHE.

2. IlpaBmia odopMiieHUS CIIY)KCOHBIX MHUCEM C YIJIOBBIM M IPOJOJIBHBIM

mrTaMIlIaMH.

buner Nol7
1. Opranuzanus 0OpadOTKH UCXOISIINX JTOKYMEHTOB.

2. Odopmruenue pabot ¢ popmoii u rpadieHueM.

Busier Ne 18
1. Cucrema perucrpanuu 10KyMeHTOB. OCHOBHOM MPUHIIUIT PETUCTPAIIUH.

2. IlpaBuiia 3amojiHeHUS TAOJIHMYIHBIX POpM.

Buner Ne 19
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1. Opranuzanust KOHTPOJISI UCTIOJIHEHUS] JOKYMEHTOB.

2. IlpunTepsl, cKkaHepsl. Buapl, Ha3HaYeHNE, IPUMEHEHNE.

buser Ne 20

1. Homenknarypa nen. OcCHOBHblE TpeOOBaHMSI K OpraHU3alldd XpaHEHUs

JOKYMEHTOB.

2. Ilepenaya nokymeHTOB 110 (pakcy. [lonroroBka JOKYMEHTOB AJIs IEpEAAYn.

bBuner Ne 21
1. [ToaroroBka Aen K apXUBHOMY XPaHEHHIO.

2. JlenoBoit atukeT. UMUK 1€710BOM KCHIIUHBI.

busiet Ne 22

1. OpFaHI/ISaHI/I}I ACIIOIIPONU3BOACTBA IIO IIPCIIOKCHUAM, 3ajiBJIICHUAM U

*Kano0aM TpaXk/aH.

2. KynbpTypa ciyxebHoro pa3roBopa. PeueBoit ’TUKET U BEKITHUBOCTD.

Buner Ne 23

1. UadopManiioHHbIE TEXHOJIOTHHM B JIETOMPOU3BOJCTBE. D(PPEKTUBHOCTD

HOBBIX METOJIOB paOOTHI.

2. BI/II[BI KOHTPOJIA 3a UCIIOJTHCHHUECM NOKYMCHTOB.

Buner Ne 24

1. ITpodeccuonanphas 3THKa pabOTHUKA yIPABIEHYECKOTO TPY/A.
2. MarepuansHbie HOCUTENN HHGOpMany. BiusHue HaydHO-TEXHUUYECKOTO

MpOrpecca Ha JOKYMEHT U TOKYMEHTUPOBAHHUE.

Buner Neo 25

1. TocymapcTBeHHbIE CTaHIApThl Ha YHUPUIUPOBAHHBIE CHUCTEMBI

AJOKYMCHTAIIUU.
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2. [IpaBuiia 6e30nacHOCTH TPy MPpH paboTe Ha MEPCOHATEHOM KOMITBIOTEPE.

3aoanusn 011 nRPAKMUUECKoU KeAIUPUKAYUOHHOU padombl:

1. Odopmnenne Tekcta JnenoBoil nokymeHtauuu corigacHo ['OCTy.
Brinosninenue 3aganus o pa3Butuio ObicTpoi neyatu Ha [1K ¢ momomnisio
HAaBbIKA «CJIETIOrO» JECITUNANIBLIEBOIO METO/IA.

2. CoctaBUTh CHpaBKy O mnoaTBepxkAeHUU @akra oOyuenus B CIIOT
CTYIEHTKH(Ta) CHEeIHaJIbHOCTH «JlOKyMEHTAallMOHHOE o0ecneyeHue
ylOpaBlieHWs U apXuBoBeaeHHe».  Pacrmewartarb,  YJOCTOBEpPUTH
COOTBETCTBYIOIIUM 00pa3oM, repeaarh 1no GakCUMUIbHON CBS3H.

3. Odopmurts npukas B coorBerctBun ¢ 'OCTowm:
HayuHo-uccnenoBareiabCkuii HHCTUTYT PbIOHOTO XO0351CTBa
[MTPMKA3 Ne 22 ot 23.12.2011
Mocksa
O nmmaHe Hay4YHO-UCCIENOBATENbCKUX, METOAUYECKUX M HAy4HO-
aHajguTHdeckux pabot Ha 2002 rog.

B cBs3u ¢ yrBepxkaeHuem OObeAMHEHHEM IO PYKOBOJACTBY HAy4dHO-
TeXHUYECKOW WHpopmarmerd W mnpomnaraHgoi B P® mmana HayuHo-
UCCJIeI0BATEIbCKUX, METOIMYECKUX U HAyYHO-aHAIIUTUYECKUX paboT Ha
2012 ron

I[TPUKA3BIBAIO:

1. YTBepauTh:

* Hay4YHbIMM PYKOBOJUTEISIMH HAY4YHO-HCCIIEIOBATEIBCKUX  TEM:
I'puropsu U. B., Ilynaesa 1.M., HoBukoga 1O. b.

* pykoBoautensamMu meroandeckux tem: [lerpoBy JI. A., CugopoBy M. A.,
yxkuny M. C.

* PYKOBOJIUTENSIMM Hay4yHO-aHaJduTU4Yeckux pabotr: MBanoBy H. A.,
NBanoBy O. B., Mutuny O.I"., Cmupnosy U. C.

2. HaydHoe pyKOBO/JICTBO HAYYHO-aHAJIUTUYECKUMH pab0OTaMu BO3JIOKUTh

Ha 3aMECTUTEN TUpeKTopa nHCTUTYyTa Penpkuna B. U.
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3. 3aBenyromuMm oTAenaMu M pykoBoautensm Tem no 10.01.2002
3aKOHYUTh COCTABJICHUE TEXHUYECKUX 3aJaHUN U TUIaHOB-TPA(PUKOB,
COrjacoBaTh UX C PYKOBOJUTENSIMU OT/IEJIOB.
4. KoHTponb 3a HMCHOJHEHHWEM IMpHKa3a BO3JIAraeTCs Ha 3aMECTUTENs
aupekTopa no Hay4yHoi padore [lasnosa B. H.
Hupexrop uncturyra B. @. ConoBbeB
4. Odopmuts npukas B coorBetcTBUr ¢ ['OCTom:
XabapoBCKUI MOHTAXHBIN KOJJIEIK
ITpukaz Ne 170-y ot 2.10.11
O coznannu reHTpa HHHOPMAITMOHHBIX TEXHOJIOTHUIMA
CornacHO pEIIECHUIO TEaroruyeckoro COoBeTa, C MLelblo 3PHEKTUBHOTO
UCITIOJIb30BaHUS BBIYUCIUTEILHON TEXHUKH TTPUKA3bIBAIO:
Coznmate Ha Oasze kabunera wuHpopmaTuku LleHTp wuHPOpPMAITMOHHBIX
texHosoruit (LIUT).
Yr1Bepauts mtat [IUT B konuuecTBe 3 €TUHUIL;
* pykoBoautenb [IUT — 14 pa3psa no ETC
* 3aB. JJaboparopuei — 12 tapudHbIi pa3psa
» uxkeHep — 11 TapudHbIi pa3ps
BrecTu n3meHeHus B IITaTHOE paclyCcaHue KOJIJIEIKa.
Omnaty Tpyna padorarkoB LIUT npousBoauTtsk B ipeaenax GoHaa 3apadboTHOM
TJIaTHI.
HMupexrop xkomwtenxa A.C. ITpusanos
5. Odopmurts npukaz B coorBerctBuu ¢ [[OCTom B mporpamme Microsoft
Word:
OO611ecTBO ¢ OTPaHMYCHHONW OTBETCTBEHHOCTHIO ""Bect"
ITpuka3z Ne 76 ot 12.03.2011
IOxH0-CaxanuHck
O BBenenuu MHCTpyKIMH TTO AETONPOU3BOACTBY
B nensix coBepuieHCTBOBaHUSA pabOThl ¢ JOKYMEHTAaMU Ha MNPEANPUATHU U

o0ecrie4eHU UX COXPAaHHOCTHU MPUKA3bIBAIO:
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1. YTBepauts MHCTPYKIKIO 1O AE€TONPOU3BOACTBRY.

2. Beectu B aencteue MucTpykuunio no aenonpounssonactsy ¢ 1.04.2011 r.

3. BceM cTpykTypHBIM ToApaszaeneHusiMm U corpyaHukam ¢ 01.04.2011
PYKOBOJICTBOBATbCSI NpaBWIIaMH PAOOThl C JIOKYMEHTaMH, 3aKpEIUICHHBIMU B
HNHCcTpyKIMK 110 AEIONPOU3BOJICTBY.

4.Cexpetapro-pedeputy A.M. HBaHOBOW COBMECTHO C 3aBEAYIOIIUM
KOMUPOBAILHO-MHOXKUTENbHOU — ciyx0Ooit  I'.  O. IlerpoBeiM  obOecneyuThb
TUpaxupoBaHue MHCTpyKIIMM IO J€T0NPOU3BOACTBY U €€ MEpeiady B CTPYKTYpHbIE
npeanpustus 10 1.04.2011

5. KoHTponb 3a BBINOJHEHWEM HACTOSLIErO0 INIPUKa3a BO3JOXKUTh Ha
3amectutens aupekropa npeanpustus I1. A. Eroposa.

Hupexrop M. A. Cunopos



