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1. IMosicHuTEeILHAA 3aNIHCKA.

1.1 OGmas xapaKkTepHCTHKa nporpammel. Onucanue nporpamMmmbi.

OcHoBHasi ob6pazoBaresbHas NPorpaMMa MpPOPECCHOHAIBHON IOArOTOBKH
nmo mpodeccun 26353 «CekpeTapb-MAIIMHHACTKA» COCTaBlI€HA Ha OCHOBE
YCTAHOBJIEHHBIX KBAIM(MUKAIMOHHBIX TPeOOBaHHH 110 npodeccun «Cekperapb-
MAIIMHUCTKA» ¢ ydetoM @DeaepajbHOro rocyIapCTBEHHOTO OOpa3oBaTENBHOTO
CTaHAApTa CPeHEro MpohecCHOHATILHOTO 00pa3oBaHusA O npodeccuu 034700.01
Cekperapb, DejepanbHOTO KOMIIOHEHTa IOCYJapCTBEHHBIX 00pa3zoBaTeIbHBIX
CTAHJAPTOB HAYAJHLHOTO OOIIEro, OCHOBHOrO OOIIEro M CPEAHETO (moHOTO)
061ero 0Gpa3oBaHusi, yTBEPKAECHHOTO NMPHKa3oM MHHHCTEPCTBA 0Opa3oBaHHSA
P® Ne 1089 ot 5 mapta 2004 r.

HopMaTHBHO-TIPABOBYIO OCHOBY pa3pa6omi{ obpa3oBaTenbHON MPOrpaMMBI
npodeccronansHOro o6ydenus 26353 «CexpeTaph-MallMHUCTKA» COCTABIISIOT:

- (MegnepanpHbli 3akoH or 29.12.2012 Ne 273-®3 «O06 obpasoBaHWH B
Poccuiickoit @enepaniumn»;

- O6mepoccuiickuii knaccupukarop OK 016-94 npodeccuit pabouux,
COyXKalluX U TapuHBIX pa3psioB (OKITATP) (mpumsar IlocraHoBieHuem
Toccranpapra PB ot 26.12.1994 1. Ne 367;

- Tlocranosnenue Muntpyna P® or 10 HosOps 1992 r. N 31 "O6
yTBEpXAeHUH TapU()HO-KBATH(PHUKALHOHHBIX XapaKTEPUCTUK 110 00111e0TpacIeBEIM
npodeccusiM pabounx";

- TIpuka3z Munnpocseuterus PO ot 14.07.2023 N 534 "OO0 yTBEpXKIAECHUH
IMepeunss npodeccuit paboumx, JNIOJDKHOCTEH  CIyXKalluX, TII0 KOTOPBIM
ocylecTBIsieTcs podeccHoHanbHOE obyyenue";

- MenepalbHBIA TOCYAapPCTBEHHbIH obpa3oBaTenbHBIM CTaHAAPT CPEIHEro
npodecCHOHANBHOTO  00pa3’oBaHksi MO  MPOQeccHH 034700.01 Cexperapb
(YTBepKaeH mnpukasoM MuHucTEpCTBa 00pa30BaHMs U HAYKH P® or 2 aBrycra
2013 r. Ne 657);

- Tlpukaz Munnpocsemenns Poccun ot 26.08.2020 N 438 "O6
yrepxaeHun Ilopsiika OpraHuWsalu¥ M OCYIIECTBICHHSA o0Opa3oBaTeNbHON
JEATENFHOCTH 110 OCHOBHBIM IIPOTPaMMaM IPOpeCcCHOHAIBHOTO obyueHus".
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VyeGHBIHM IUIaH COIEPXKUT TepedeHb pa3eioB U TeM C yKa3aHHEeM BPEMEHH,
OTBOIMMOTO Ha OCBOEHME TeM, BKJIOYasi BPeMsi, OTBOAUMOE Ha TEOPCTHIECKHUC H
NpaKTHYECKKe 3aHATHS.

IIpy peanusanui TPOrPaMMBbI aKajJeMHUYeCKHi dYac YCTaHaBJIMBACTCs
TIPOIOJDKUTEILHOCTBIO 45 MUHYT.

ITporpaMma TNpO(eCCHOHANBHOIO oOyueHusi TIOATOTOBKM paboumx u
CITyKalUX UMEET MOYJIbHYIO CTPYKTYPY.-

[IporpaMMa COCTOMT W3 MOZyJCH, KOTOpbIE MOTyT OBITH BIOCJIEICTBHH
3a4TeHbl TIPH OCBOEHHMM JOTIOJHMTEJIBHBIX npoeCCHOHANBHBIX  [IPOTPAMM
npod)ecCHOHANBHOM IEPETOAroTOBKY, HMEIOMMX B yuyeOHOM TILIaHe MOJYJIH
aHAJIOTUYHOTO COepIKaHUsl ¥ TPYAOEMKOCTH.

[IporpaMma  TpexycMaTpUBacT NOCTATOYHBIA i  (OPMHUPOBAHWSA,
3aKpeIUieHMsi W Ppa3sBUTHs TPAKTHYECKUX HABBIKOB M KOMIIETEHIHIA 00BeM
MPaKTHUK.

OcBoeHHe TporpaMmbl  NpoheCcCHOHATBHOTO o0ydeHuss IOATOTOBKH
paboYMX ¥ CITyXKAIlIUX 3aBEpPIIACTCs HTOroBOM aTTecTanueil ciuyuiareneil B popme
kBanMbUKaIMOHHOroO dk3ameHa. IIpu ocBoeHHH npodeCCHOHANBHOM TPOrPaMMBI
BBIJIAETCS CBU/IETENBCTBO O Mpodeccur padbodero, IOIHKHOCTH CITyKaIlero.

1.2. Ileas peaju3anHy NporpaMmMbl
[lenp: peanu3ands NPOTpaMMbl SABISETCS dopmupoBanue MpohecCHOHANBHBIX
KOMIIETeHIIHiA, npeaycMoTpeHHbIX ObmepoccuiicKui KiIaccuduKaTop npodeccuit
pabouux, JOKHOCTEHN CIIyXallux U tapudnbx paspsaos, OK 016-94 no 26353
«Cekperapb-MaIllHHACTKA.

1.3. ILianupyeMmbie pe3yabTaTbi 00yYeHHs!

B pesyinsrare 0OOy4eHHs ClyliaTesb AOIDKEH npuoOpecTy CleayoIue
3HAHMS M yYMEHHUs, HEOOXOAMMEBIE JUIs KauyeCTBEHHOTO H3MEHCHUA CBOMX
po(heCcCHOHANBHBIX KOMIIETEHIHH]:

cAyIaTe/b A0JIKeH 3HATD!

- [OJIOKEHUs, HWHCTPYKIMH, JApPyTHEe PpYyKOBOAAIIME MaTepHaibl |
HOPMATHBHbIE JIOKYMEHTbI 10 BE/ICHUIO AE/ONPOU3BO/ICTEA,

- CTPpYKTYpy ¥  PYKOBONSIIMH  COCTaB  MPEANpHUATAS M €ro
noJpa3ieeHu ;

- MAaIlIMHOIIKCE;,

- npasuia opdorpadun 1 MyHKTyalnn;

— MOPSZIOK PACTIONIOXKEHUs MaTepuaa TpH TNedaTaHud  pasiIuiHbX
JIOKyMEHTOB;

- [IpaBHJIa TeYaTaHHs JIEJOBBIX IHCEM C HCIONB30BAHMEM THIOBRIX

bopm;
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- NpaBuiIa TOJIb30BaHHs IPUEMHO-TIEPETOBOPHBIMH YCTPOHCTBAMH,;

- CTaHIApTHl  YHUQHUIUPOBAHHON - CHUCTEMBI  OpraHH3al[HOHHO-
pacropsiAUTEIbHON TIOKYMEHTALMH.

CJAyIIATe b J0JIZKeH YMeThb:

— KOHCTPYMPOBaTh Pa3IndHbIe BUIBI OITaHKOB CITYKE€OHBIX JOKYMEHTOB;

= COCTaB/IATh, pEJAKTHPOBaTh M  O(QOPMIATE  OpPraHU3aIlHOHHO-
pacnopsigUTeNIbHbIE JOKYMEHThI OPraHU3aIiy;

— BecTd paboTy ¢ JOKyMeHTamu (SKCHEeIUIHOHHYI0 00paboTKy,
PErHCTPALUIO, KOHTPOIb HCTIONHEHH!S, CTIPaBOYHO-HH(OPMALIMOHHYIO paboTy);

- COCTaBJISATh ¥ 0QOPMIIATh HOMEHKJIATYPY J€J1 OpraHU3aliH;

- ¢dbopMupoBaTh Ziela B COOTBETCTBHM C HOMEHKJIATY PO eI,

- NPOBOIMUTE TEKYIllee XpaHEeHHE JJOKYMEHTOB;

- MOJrOTaBIMBATh Jiejia K epe/laye Ha apXUBHOE XPaHEHHE;

= WCIIONB30BaTh OPraHU3aLMOHHYI0 TEXHHKY B TPO(ECCHOHATBHOU
IesITEeIIbHOCTH.

CJIyLIATEb J0JI2KeH HMEeTh ONbIT:

- UH()OPMAIHOHHO-I0KYMEHTALHOHHOI'O obecrieueHus
yIpaBlI€HYECKOH JeSITeIbHOCTH B CTPYKTYPe OpraHu3alluu;

- UCIIONb30BaHusl  WH(OPMAIMOHHBIX  TEXHOJNOIMHM W CPEJCTB
OPITEXHMKH B JIOKyMEHTAllMOHHOM O0ecIeYeHnH yIIPaBIICHUs OpraHu3aliH.

IlpodeccnoHaibHbIe KOMIETeHIMH, KavdecTBeHHOe (opmHpoBaHHe
KOTOPBIX IVIAHHPYeTCcs B pesyabTaTte ocBoeHus IIporpammei:

1. CocraBnsiTh, peNaKTHpoBaTh W  O(QOPMIATE  OpraHU3ALMOHHO-
PACTIOPSAIUTENBHYIO JOKYMEHTAIMIO, CO3/[aBaeMyi0 B OpraHu3aluH, COIJIACHO
tpeGoBanusm  [ocypapcrBennbix — cranmaproB  (IOCT) mo  opopmienuio
JIOKyMEHTOB C HCIOJIb30BAHHEM COBPEMEHHBIX BHIIOB OPraHW3alHOHHON TEXHUKH
(TIK 1.1);

2. Opraeu30BBIBATh JOKyMEHTOO0OPOT B OpraHM3allid ¢ HCIOJIb30BaAHHEM
COBpeMEHHBIX BHIOB opranu3aronnoi Texnuku (1K 1.2);

3. CocraBisth ¥ 0G(GOpPMISTH HOMEHKIATypy el OpraHu3aluw,
dopMHupOBaTh Jeia B COOTBETCTBUM C  YTBEPKICHHOH HOMEHKJIaTYpOH,
obecreunBaTh UX COXPAHHOCTh B TEKYILEM JIEJIONPOM3BOACTBE C UCIIOJIB30BAHUEM
COBpEMEHHBIX BUIOB opranu3anuonHon Texauku (IK 1.3);

4. OcyIecTBIATH MOATOTOBKY /el K repenade Ha apxusHoe xpaHenue (TIK
1.4);

5. BBINONHATP MAIlIMHOMNKUCHBIE PabOTBHl PAa3IMYHOM CTENCHH CIO0XHOCTH
(IK 1.5).
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1.4. KanuduxkanuoHHAs XapaKTepHCTHKA

KBanudukaius,  npucBaumBaeMasi  BBIIYCKHHKaM  00pa3oBaresibHOM
IPOrpamMMbl: CEKpPeTapb-MalllMHUCTKA, 3 KaTeropusl.

JIOIDKHOCTHBIE  OOS3aHHOCTH. BBINONHSET TeXHW4Yeckue (YHKIMH II0
obecreyeHrI0 U O0CITYy)XKUBAaHUIO PaboThl PYKOBOAMUTENS INPEAIPUATHS HIIA €r0
nogpasnenenuit. [lomydaer HeoOXoauMble PpPYKOBOAMTEIIO CBEJCHHSA  OT
nozpa3ielieH!il WM WCIOJIHUTENEeH, BEI3BIBAET 10 €ro NOpYyYeHHIO PaGOTHHKOB.
Opraumsyer TenedOHHBIE MEPErOBOPHI PYKOBOAMTENS, NPUHMMAET U IIepelaeT
TeneOHOrPaMMBI, 3AlUCHIBAET B €r0 OTCYTCTBHE MIPHMHSATHIE COOOIIEHHS H
JIOBOJIAT JIO CBEJIEHUS pyKOBOAMTENs UX cozaepkanue. OcyuiecTsiser paboty 1o
MOATOTOBKE 3aceJaHuii ¥ COBEIIaHWM, TMPOBOJUMBIX pyKoBojuTeineM (cbop
HEOOXOJMMBIX MAaTepPHaJioB, OMOBEIIEHWE YYACTHUKOB O BPEMEHH, MECTE,
MOBECTKE JHS 3aceaHusi WA COBEIaHUs, X PEeTruCTpalus), BeAeT U opopMIIseT
nporokonsl. OOGecneunBaer pabouee MeCTO PYKOBOIUTENS KaHIEISIPCKHUMU
NPUHAUIEKHOCTSIMU, CPEICTBAMH OPraHM3allMOHHON TEXHWMKH, CO3/aeT YCIIOBHI,
criocobcTyronme 3¢ dexkTBHON pabote pykoBoaurens. [lepenaer u npuHUMaeT
WH(OPMALHIO IO IIPHEMHO- TIEPETOBOPHBIM yCTPOKMCTBaM (Teleke, (akce, Tenedakc
u 7p.). Ileyataer Mo yKka3aHHIO PYKOBOJAUTENS paszIH4YHbBIE Marepuansl. Bener
NeIONPOM3BOACTBO, MPUHUMAET IIOCTYNAIOUIyI0 HAa HUMS  PYKOBOIUTEJIsS
KOPPECTIOH/ICHIIAIO, OCYIIECTBISIET €€ CUCTEMATH3al{i0O B COOTBETCTBHU C
NPUHATHIM HAa OPEANPUATHH MOPSAJKOM M IEpelaeT Mocje €€ pacCMOTPeHHs
PYKOBOAMTENIEM B TMOJAPA3[CICHUS WIM KOHKPETHBIM HCIIOJIHUTENSAM  JUIs
WCIIOB30BAaHUsl B Ipoliecce MX paboThl MO0 moaroroBku orsera. Cienur 3a
CPOKaM{ BBITIOJIHEHHs TOPYYEHHH pPyKOBOIMTENs, B3SATHIX Ha KOHTPOJI.
[TpyHMMaeT JOKYMEHTBI Ha IOJNHMCh pyKoBoauTenw. OpraHusyerT OpueMm
[IOCEeTHTENIe, CONEHCTBYET  OIEPAaTHBHOCTH  PAacCMOTpeHHs Npocsd H
TpeuIoKeHui paboTHUKOB. POPMHUPYET Jiela B COOTBETCTBHU C YTBEPKACHHOH
HOMEHKJIATypOii, obecriedrBaeT HX COXPAHHOCTh M B YCTaHOBIICHHBIE CPOKH CllaeT
B apxuB. IloaroraBinuBaeT NOKYMEHThI /Ul THP2KUPOBAHWs Ha MHOXHUTEIbHOH
TeXHUKe, a TAK)Ke KOIMUPYET JOKYMEHTHI Ha MEPCOHAIIBHOM KCEpPOKCe.

1.5. Tpe6GoBanusi K yPOBHIO MOATOTOBKH NOCTYNAKIIEro Ha o0y4yeHue
(ujiM KaTeropusi caymareiei).

K ocBoenuro mnpodeccCHOHANBHOW MNpPOrpaMMbl JIOIMYCKAaKOTCA: JIMLA,
nocturmme 18 ner u He uMeroIre MPodecCHOHATBHOT0 00pa3oBaHusl.
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1.6. Tpynoemkocth o0yuenusi: 180 akajeMUuecKuX 4acos (5 He/ens).

1.7. Pexum 3aHATHH: 6 4acoB B JeHb, 6 pa3 B Hexemo. KommgectBo
mojiell B rpyIine He MPEeBBIIIAET 5 YeJIOBEK.

1.8. ®Dopma 0byuenus

OYHAasl, OYHO-3a09HAas, 3a09HAs (C OTPHIBOM OT IIPOM3BOJICTBA, O€3 OTPHIBA OT
[IPOM3BOJICTBA, C YACTUYHBIM OTPBIBOM OT MPOU3BOJICTBA).

2. Copeprxanne nNporpamMmbl

2.1. YueOnblii IJIaH nporpaMmbl 00y4eHus

OCHOBHBIM JJOKYMEHTOM IIPOrpaMMBbI SIBIISIeTCS y4eOHbIA IUTaH. Y4eOHBbIH
IaH  ONpejieNsieT  IMepedeHb,  TPYIOEMKOCTb,  IIOCIEJOBaTeJbHOCTE U
pacripejiesieHue yueOHbBIX TPEAMETOB, KypCOB, NMCLUILIAH (Monyneit), ¥ UHBIX
BUJIOB YUeOHOW [esTeNbHOCTH O0y4aroliuXcsi, a TakKe YKasaHue BHIOB
aTTeCTAllUH.

Ne ni/mt HaumeHoBaHue MOIYJIs Bcero B Tom uncne DopmBel
9acoB | TEOpPETHYECK | MpakTH | KOHTPOJS
W€ 3aHATUS | YECKHE
3aHATH
A
1 Tpebosanus K Ka4eCcTBY 20 6 14 ITpakTuge
BEINIOJIHAEMBIX paboT cKoe
3a/1aHue
2 Opraunu3zanys HHGOPMAIHOHHO- 2 2 - [IpaxTuue
JIOKYMEHTAI[HOHHOTO cKoe
00CTyKUBaHUS 3aaHue
3 CnyxeOHbIC JOKYMEHTbI 12 8 4 [IpaxTuue
cKoe
3a/1aHHe
4 HupopMamoHHO-CIIPABOYHBIE 34 22 12 Tecr,
JIOKYMEHTBI IpaKTHYEC
Koe
3aJaHue
5 PacriopsiiuTebHBIE JOKYMEHTBI 16 e 12 [TpaxTuye
CKO€
3a/laHue
6 OcHoBBI HHGOPMAIHOHHBIX 20 10 10 [TpakTnyge
TEXHOJIOTHH B paboTe cexpeTaps CKoe
3aJlaHue
7 CucTeMBl 3JIEKTPOHHOTO 6 2 ! Tecr,
JIOKyMeHTO0bopoTa IpaKTU4ec
Ko€e
3aJaHue
8 Opranu3ans T0KyMeHTo000poTa 14 10 4 [TpakTrde
OpraHu3aliH CKO€
3aJlaHue
9 Cocrasiieane 1 opopmIICHHE 6 2 4 Tecr,




HOMEHKJIATypHhI JIET paKTH4ec
Koe
3a/laHue
10 ®opMHpOBaHHE U XpaHEHHE JEI 4 4 - I[IpakTrde
cKoe
3aJlaHue
[logroroBka paen K nepegade Ha 6 4 2 Tect
apXWBHOE XPaHEHHUE
12 YyeOHas npakTHKa (BHyTpEHHS) 36 - 36 [TpakxTuye
CKOe
3ajaHue
13 | UroroBas arrecramnus 4 - 4 Kpaymdux
AITHOHHBIN
9K3aMEH.
BCEI'O 180 74 106
2.2. YuyeOHO-TeMAaTHYECKHH MIaH
KonuyecTBO y4eOHBIX 4acoB
AyuTOpHOE BpeMs
=]
S =
iz 5 &
S = 2 8
8 ]
Ne HaumeHOBaHue MOYJIEH U TEM g = = o z
o/ % §' % % >
2§ |7|g| B
= =
o 5
2 =
M
l. | Moayas 1. TpeboBanus K Ka4decTBy 20 20 6 14
BBINOJIHAEMBIX padoT
2. | Tema 1. IlpaBuia mucbMa TEKCTOBOI'O
marepuaia uyepes 1; 1,5; 2 unTepnana. 4 4 ) 5
IMpasuia odopmiueHHs TEKCTOB €
3aroJIOBKAMH M 110133 0JIOBKAMH.
3. | Tema 2. CnocoObl BBIAECNIEHHSA B TEKCTE.
[TpaBuyia  cOKpalleHHss  CJIOB  H 6 6 2 4
CJIOBOCOYETAHHH.
4. | Tema 3. OdopmicHHEe NpUMEYAHHI
(ocHOBaHHM, TNPUIOKEHUHA) K TEKCTY. 4 4 - 4
OdopmiieHre CHOCOK.
5. | Tema 4. Cnocobsl odopmieHus
O6ubnuorpadpuyeckux CBEJICHHIH. 6 6 5 4
[TpaBuna oOQOPMIIEHHS  THTYJIBHOIO
JIACTA.
6. | Moayab 2. Oprannszanus
HHPOPMALHOHHO- 2 Z 2 |-

JIOKYMEHTAIHOHHOTO0 00CTyKHBAHUS




KosmaecTBO y4eOHBIX YacoB

JesTeTbHOCTH. BBITHCKH M3 MPHKA30B.

AyauTOpHOE BpEMS
=]
g =
” & =
e | 3 A
.- ] wa ]
Ne HaumeHnoBaHUE MOJYJIEH U TEM T z = 2 5
/i £ s | E|g| B
2 8 | 2| 8| B
= 5| &
:
3 =
/M
7. | Tema 1. HopMaTuBHBIE JOKYMEHTHI 110
JOKYMEHTAIMOHHOMY 00€CIIEYEHHIO 2 2 |-
YnpasieHusi.
8. | Moayasb 3. Cayxe0HbIe JOKYMEHTBI 12 12 8 |4
9. |Tema 1. 3uauenue u (QyHKIUH
JIOKYMEHTOB B yIIpaBlICHUH. 5 5 s .
Knaccudpukanus ciryKeOHBIX
JOKYMEHTOB.
10. | Tema 2. Enunsie TpeGoBaHus U NpaBuiia
obopMICHHS JIOKYMEHTOB B 2 2 2 |-
coorBercTBuy ¢ 'OCT.
11. | Tema 3. Buasl OJaHKOB CITyKEOHBIX
JIOKYMEHTOB, TPEOOBaHUS K HUX 2 2 2 |-
KOHCTPYHPOBAHHUIO.
12. | Tema 4. SI3BIk ¥ CTUIb CIIyXKeOHOH ’ 5 5 |-
JNOKYMEHTAIIHH.
13. | Tema 5. CocraBienue U odopmieHHE 4 4 i 4
61aHKOB CITY)K€OHBIX JJOKYMEHTOB.
14. | Moaysib 4. Undopmannonuo-
CIpaBOYHbIC 34 34 22 |12
JIoKyMeHThI
15. | Tema 1. CiyxeGHO€ ITHCBMO. 5 5 5 -
16. | Tema 2. AKT. 4 -+ 4 -
17. | Tema 3. CripaBKu. 4 4 4 -
18. | Tema 4. Ilporokon. Beimmcka u3 5 5 5 )
IPOTOKOJIOB.
19. | Tema 5. CnyxeOHble 3aTTHCKH. 4 4 4 -
20. | Tema 6. CocraBieHue, pelaKTHPOBaHHE
u  opopwieHrne  MHPOPMAIMOHHO-
CIIPaBOYHBIX  JOKYMEHTOB: JEJIOBBIX 12 12 ) 12
[IHCEM; aKTOB; CIIPABOK; IPOTOKOJIOB H
BBIIMCOK M3 IPOTOKOJIOB; CITy)XeOHbIE
3aIUCKH.
2l. | Mogyas 5. PacmopsaurenbHbie 16 16 i 12
JOKYMEHTBI
22. | Tema 1. Ilpukassl 1O OCHOBHOM ’ ) ) i
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KomugectBo Y‘IEGHBIX HacoB

AYJ]HTOPHOC BpeMs

=2
S =
= 5 2
g % 2| @
Ne HaumenoBaH#e MOZyNeH U TEM g E = o z
/i 2 S g % 2
3 = °© | g| &
® =
o 5
) o
2 =
23. | Tema 2 Pacnopsioxenus, ) 9 ) i
MIOCTAHOBJICHHUS, PELICHHS.
24. | Tema 3. CocraBiieHue, pelaKTHPOBaHHE
u 0(hOpMIIEHHE PACTIOPSAUTETBHBIX
JIOKYMEHTOB: IIPUKAa30B II0 OCHOBHOH 12 12 - 12
OesaATeJIbHOCTH, BBIIIHUCKH H3 IIPHKa30B;
pacIOPsDKEHHH, BBIITMCOK M3 ITPHKA30B.
25. | Moayan 6. OcHoBBI
HH(POPMANHMOHHBIX TEXHOJOIHH B 20 20 10 |10
paboTe cexperaps
26. | Tema 1. Bo3moxsHocTH Tabau4HOrO 5 5 5 )
penaxkropa.
27. | Tema 2. IlocTpoeHne auarpamm. 5 5 5 -
28. | Tema 3. KoHncTpyupoBauue 3 3 ) 3
2JIEKTPOHHBIX TabIHIL.
29. | Tema 4. Co3anue auarpamm. 4 4 - 4
30. | Tema 5. CoprupoBka u 3 E ) 3
(bopMaTHpOBaHUE JIAHHBIX B TAOIHMIIAX.
31. | Moayas 7. CucreMsbl 2JIEKTPOHHOI'0 6 6 2 4
JoxymeHToobopoTa
32. | Tema 1. Begymue pocCHUCKHE CHCTEMBI 5 ’ 5 )
9JIEKTPOHHOT'O JIOKYMEHTO000pOTA.
33. | Tema 2. «Cnenoi» necsTHNATBIEBBIH 4 4 i 4
METOJ, eYaTH.
34. | Moayanb 8. Opranu3anns
JOKyMeHTo00opoTa 14 14 10 4
Opranausanas
35. | Tema 1. IlonsTHEe MOKyMEHTOOOOpPOTA.
Texnonorust 06paboTKH NOCTYNAIOIIUX 3 3 3 -
JIOKYMEHTOB.
36. | Tema 2. Ilpasuna wu  QopMmEI 3 3 3 )
pEruCTpaIiy JOKYMEHTOB.
37. | Tema 3. KoHTponb 3a HCIIOJHCHHEM
NOpy4eHH PyKOBOJUTEIIS M IIPHHATHIX 4 4 4 i
pemienmii. Pabora ¢  ucxopsueH
KOPPECHIOHICHIIHEH.
38. | Tema 4. Perucrpanms BXOIAIIEH 9 5 ) 5

KOpPPECIIOHICHIIHH.
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KonuuecTBo yueOHBIX 9acoB
AynuTopHOE Bpemst
8 o
. | 8 E
g - S| @
Ne HaumenoBanue Moayneii u TeMm g a § o =
n/m e o g g B
o] =) () S =
A X B | B g,
5 g =
: g
/M
39. | Tema 5. Perucrpauus wucxomsmei 5 5 ) )
KOPPECIOHICHITHH.
40. | Momyar 9.  CocraBjieHue M
odopmiienue 6 6 2 4
HOMEHKJIATYPBbI J1eJ1
41. | Tema 1. Bumel HOMEHKJIATyphl €.
Odopmnenue U BeJleHHE 2 2 2 -
HOMCHKJIaTypBI JCII.
42. | Tema 2. CocraBieHHe HOMEHKIATYPHI 4 4 ) i
JIeJ1 OpraHu3alyH.
43. | Moaysis 10. @opmupoBanue mu 4 d 4 )
XpaHeHHe /el
44. | Tema 1. I'pynmupoBKa JOKYMEHTOB B ) ) 5 )
Jena.
45. | Tema 2. IlpaBuyia TeKyIiero xpaHeHHs 2 5 o )
JIeJI B OpraHu3aliu.
46. | Moayas 11. IloaroroBka aen K 6 6 4 2
nepeaatie Ha apXHBHOC XpaHCHHE
47. | Tema 1. Dransl NOArOTOBKH JeJI K 9 3 5 )
criave Ha apXMBHOE XpaHEHHE.
48. | Tema 2. OdopMmieHHe IOKYMEHTOB M
JIeJ1 K YHUYTOXKEHHUIO U Ha JUTMTEIBHOE 2 2 2 -
(IOCTOSIHHOE) XpaHEHHE.
49. | Tema 3. OdopmMmneHue IOKYMEHTOB H
JieJ K YHUUTO)KEHHIO ¥ Ha JTATEIILHOE 2 2 - 2
(TTOCTOSIHHOE) XpaHEHHE.
50. | Momgyas 12. VYuebHasi mnpaKTHKA 36 36 i 36
(BHYTpeHHSS)
51. Buzasl pabort:
1. CocraBisaTe, peAakTHpoBaTh M  O(QOpPMIATH  OpraHU3alHOHHO-
paCHOPSAUTENLHYIO  JOKYMEHTAIMIO, CO3JaBaeMyi0 B  OpraHHM3aldMu,
cormacHo TpeboBanusM ['ocymapcrBenHeix cranmaproB (I'OCT) mo
opOpMICHHIO JOKYMEHTOB C MCIIOB30BAaHHEM COBPEMEHHBIX BHIOB
OpraHU3allHOHHON TEeXHHUKH. _
2. Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OpraHHM3alMd C MCIOJIb30BAHHEM
COBPEMEHHBIX BUJIOB OPraHH3al[MOHHOU TEXHUKH.
3. CoctaBiaTh ¥ 0QOPMIISITE HOMEHKIIATYPY €]l OpraHu3aiuu, GopMHpPOBAThH
Jlella B COOTBETCTBUHM C YTBEpXJIEHHOH HOMEHKIATypo, 00ecnednBaTs HX
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KonrgecTBo yueOHBIX 4acoB
AyauTOpHOE Bpems
m
: :
s -
5] " = o)
3 3 ] =
Ne HaumenoBanue Moaynei u TeM > T = o =
S
n/ 2 e | E|&| ¢
= L O
2 = = T =
= = o
® =
o 2
[=%
3 =
/M
COXpPaHHOCTH B  TEKYIeM JIEJIOPOM3BOJICTBE C  HMCHOJB30BAaHHEM
COBPEMEHHEIX BH/IOB OPTaHU3AIlMOHHON TEXHHUKH.
4. OcymiecTBIATh NOArOTOBKY JIEJI K Ilepeiadye Ha apXUBHOE XPaHEHHE.
5. BEIMOIHATH MAIIHHONHCHBIE PA0OTHI PA3IMIHON CTENEHH CIOKHOCTH.
52. | Moayas 13. UTtoroBasi arrecranust KBanudu
KauHOH
4 4 B 4 | it
IK3aMEH
53. | MToro 3a oby4uenne 180 180 74 (106

2.3. PaGouymne nporpaMmbl Moay.Jiei

MoayJb 1. TpeGoBanusi K KauecTBY BbINOJHAEMbIX paboT

Tema 1. IlpaBuiia nucbMa TEKCTOBOro Matepuaia uepes 1; 1,5; 2 unrepsaa.
[TpaBwiia opopMIIeHHs TEKCTOB € 3ar0JJ0BKaMH M I10/13ar0JIOBKaMHU.

Tema 2. CrocoOsl BeiAeneHus B Tekcte. IlpaBuia cokpaiueHus CloB U
CJIOBOCOYETaHHM.

Tema 3. OdopmieHne nmpuMedaHuid (OCHOBAHWH, NPUIIOKEHUH) K TEKCTY.
OdopmiieHre CHOCOK.

Tema 4. Cniocobsr odopmiienuss oubnuorpaduueckux ceenesui. Ilpasuna
ohopmIIeHUs TUTYJIBHOTO JIACTA.

KonuyecTBO y4eOHBIX YacoB
HaumenoBanue tem 5 rr
Ne = J AyIHTODHOE BpeMs
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n/m
m
2 g
5 =
]
5 5| 8
= = © =
B8] ¢
& 5 Q
= L] ') E
B = = 2
3 B =
o 2
8 =
as)
I. | Tema 1. IlpaBuia muceMa TEKCTOBOIO
marepuana depe3 1; 1,5; 2 unrtepnana. 4 4 5 5
[IpaBuna oQopmiIeHHs TEKCTOB C
3aroJIOBKAMH U 1O/I3ar0J0BKAMH.
2. | Tema 2. CiocoObl BBIIETICHUS B TEKCTE.
[lpaBuina  COKpalleHHss  CIIOB 6 6 2 4
CJIOBOCOYETAHHH.
3. | Tema 3. Od¢opmienue npHMEYaHUH
(ocHOBaHHMM, TMPHUIOKEHUH) K TEKCTY. 4 4 - 4
OdopmiieHHe CHOCOK.
4. |[Tema 4. Cnoocobbl ohopMIICHHS
oubmorpaduueckux CBEJICHUIA. 6 6 5 4
ITpaBuna oQGOpPMIEHHS  TUTYJIBHOIO
JIHCTA.
5. | BCET'O 20 20 6 14

Moayas 2. Opraauszanus HHGOPMaNHOHHO-I0KYMEHTAUHOHHOIO
00cTyKHBAHHS
Tema 1. HopMaTHBHBIE IOKYMEHTHI 110 JOKYMEHTALMOHHOMY OO€eCIIedeHHIO

YupasneHus.
KonmyecTBO yueOHBIX 4acoB
AyaaTopHOE BpeMs
=4}
5 E
<
@ = =
g : 5| g
< 21 o
Ne HaumMeHnoBaHnue TeM 3 o = P =
o & = 2 X
n/m [ =4 g 2 3
3 S 9 o 2
A = = g a
> =
« =
o 2
ot
[ =
4 =
m
1. | Tema 1. HopmaruBHBIE JOKYMEHTHI IO
JOKYMEHTAlHOHHOMY 00€CTICYCHHUIO . 2 2 -
VYipaBneHus.
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KonuuecTBo yueOHBIX 4acoB
AyIATOPHOE BpEMS
fas]
8 2
& 5 =
S & g S
o o
Ne HaumeHoBaH#E TEM = = B | o g
o & = o =
n/n 9 S 2 5 @
54 = o O E
A = = g
S [=]
) =
: :
3} a.
Q
= =
2. | BCEIo 2 2 2 -

Moayas 3. CiyxeOHble JOKYMEHTBI
Tema 1. 3nauenne ¥ GYHKIUM JOKyMEHTOB B ynpapieHuu. Knaccudpukauus

CITy)K€OHBIX JIOKYMEHTOB.

Tema 2. Enunbie TpeGoBaHus M TpaBuia O(OpPMIEHHS NOKYMEHTOB B

coorBercTBUH ¢ [ OCT.

Tema 3. Buzsl 671aHKOB CITy’KeOHBIX JOKYMEHTOB, TpEOOBaHMs K UX
KOHCTPYUPOBAHHUIO.

Tema 4. SI3bIK U CTHIIb CITY’KeOHOM TOKyMEHTALIUH.

Tema 5. Cocrapienue u opopmiieHHe OIaHKOB CIIy)KeOHBIX IOKYMEHTOB.

KommuecTBO yueOHBIX 4acoB
AyaMTOpHOE BpeMsi
[a2]
(o] Q
g =
@ B %
o E W
Q
Ne HauMeHoBaHHE TEM & = = o E
o 2y g o =)
8 = Q ) E
sl = = g =
= =
o E =
° e
ot
: £
M
1. |Tema 1. 3uauenme u  QyHKIUH
JOKYMEHTOB B yIIpaBJICHAN.
2 2 2 |-
Knaccuduxanus ciryKeOHBIX
JIOKYMEHTOB.
2. Tema 2. Enunsie TpeOoBaHMs U IIPaBUIa
odopmieHus JTIOKYMEHTOB B 2 2 2 |-
coorsercteun ¢ 'OCT.
3. | Tema 3. Bumpl GnaHKOB CIyXKeOHBIX s 9 » |-
JIOKYMEHTOB, TPEOOBaHUS K HX
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KonnuecTBO y4eOHBIX H4acOB
AYIUTOPHOE BpEMsl
M
: 2
. S z
=) e = )
2 A ] =
Ne HanmenoBanune teM = = = o =
o & e o
/1t = S g | = )
o = (o) 3 =
A S = = =
m - =t (=
] E =
g2 =
Fot
: £
/A
KOHCTPYHPOBAHHUIO.
4. | Tema 4. SI3bIK W CTHIb CITyXeOHOM 5 5 >
JMOKYMEHTAITHH.
5. | Tema 5. CocraBnenne U odOpMIICHHE 4 4 4
6J1aHKOB CJIY)KEOHBIX JOKYMEHTOB.
6. | BCEI'O 12 12 8 |4

Monyas 4. UndopManHoHHO-CIPABOYHbIE JOKYMEHTDI

Tema 1. Cny>xebHOe MMCHMO.

Tewma 2. AKT.

Tema 3. CnipaBku.

Tema 4. IIpotokos. Beinucka U3 nmpoToOKOJIOB.

Tema 5. CnyxeOHbIE 3alIMCKH.

Tema 6. CocraBiieHHe, pelaKTApoBaHue U ohopMIeHHE UHPOPMALUOHHO-
CIIPABOYHBIX JJOKYMEHTOB: JENOBBIX ITMCEM; aKTOB; CIPaBOK; MPOTOKOJIOB H
BBITIACOK M3 [IPOTOKOJIOB; CITyXeOHbIE 3alUCKH.

KonuuecTBO yu9eOHBIX 94acoB
AyAUTOPHOE BpeMs

A |
8 2
. 5 5
3 2 g 8
No HauMEHOBaHHUE TEM g £ = O z
o = S oy
IIJ"H [ 8 =4 4 ]
g = | 2| g| E
m Sl =3
© E =
2 =
: &
Mm
1. | Tema 1. CayxebHO€ IHCHMO. 5 5 5 -
2. | Tema 2. AKT. 4 4 4 -
3. | Tema 3. CnpaBku. 4 4 4 -
4. | Tema 4. Ilportoxon. Beinucka wu3 5 5 5 -
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KosnyecTBo y4eOHBIX YacoB
AynutopHOE Bpems
m
. :
. = =
S < = o)
2 Z 3 =
Ne HaumenoBanue tem T z = 2 o
n/n = S g & 2
2 = () 2 =
= = 5 =
m > = [
) % o
=
8 =i
M
IPOTOKOJIOB.
5. | Tema 5. CnyxeOHbIE 3aITUCKH. 4 4 4 -
6 Tema 6. CocraBienue, pejakTHPOBAaHHE
u  opopmieHue  HH(POPMANMOHHO-
CIIpaBOYHBIX OOKYMCHTOB: JEJIOBBIX 12 12 12
[UCEM; aKTOB; CIIPABOK; HPOTOKOJIOB U
BBIIIHCOK M3 TIPOTOKOJIOB; ClIy)KeOHbIE
3aMUCKH.
7. | BCETO 34 34 22 |12

Moayas S. PacnopsiaureibHble JOKYMEHTbI

Tema 1. [Ipukassbl 10 OCHOBHOIM JI€ATENBHOCTH. BBINMKMCKY U3 IPUKA30B.
Tema 2. PacniopsbxkeHus, IOCTaHOBJIEHUS, peIlISHUS.

Tema 3. CocraBiienue, pejlakTHpoBaHue U 0ohopMIIeHHE PACTIOPS AUTENBHBIX
JIOKYMEHTOB: IIPUKA30B [10 OCHOBHOM JI€SITEIbHOCTH, BBIMUCKU U3 IIPUKA30B;

pacnopmeﬂuﬁ, BBIITMCOK M3 IIPHUKA30B.

KonuyecTBO yueOHBIX YacoB
AyauTOpHOE Bpems
8 @
: :
m = =
o >< = o
2 e ) =i
=
Ne HaumeHnoBanue tem = = | P g
o/n e S g “ )
L (5] 51 =
A & = i =
> = =)
® =
o %
(5} {="
Q =
m
l. | Tema 1. Ilpuka3dsl 10 OCHOBHOI ’ ) ) )
JESTENBHOCTH. BHIMUCKH M3 MPHKA30B.
2 Tema 2. Pacniopsioxenus, 5 5 5
MIOCTAHOBJICHHUS, PEIIEHHS.
3. | Tema 3. CocTaBiieHHE, peIaKTHPOBAHHE 12 12 - 12
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KonuyecTBO y4eOHBIX 4aCOB
AyJMTOpHOE BpeMs
/m
g =
< =
=@ J E
=} ¥ )
2 8 b =
Ne HauMeHOBaHUE TEM B = = p E
n/m e e g g )
2 = 2| 2| g
A X & a,
] B =
e =
=
: 2
M
1 0(OpPMIICHHE PACIIOPAIUTEIBHBIX
JIOKYMEHTOB: TIPHKA30B MO OCHOBHOM
JEATENBHOCTH, BBIMMCKUA U3 IIPUKA30B;
pacnopsHKeHHi, BBITHCOK U3 IPHKA30B.
4. | BCEI'O 16 16 4 12
Moayaes 6. OcHoBbl HH(OPMANHOHHBLIX TeXHOJOrMii B pabore
cekperapsi
Tema 1. Bo3sMOXHOCTH TaOJIMIHOTO peAaKkTopa.
Tema 2. I[TocTpoeHue guarpamm.
Tema 3. KoHcTpyrpoBaH#e 3/1€eKTPOHHBIX TabuIlL.
Tema 4. Co3zanue auarpaMm.
Tema 5. CopTupoBka i GOpMaTHpOBaHHE JaHHBIX B TaOIHLAX.
KonmgecTBO y4eOHBIX HacoOB
AyaUTOPHOE BpeMs
o]
g E
, & 5
Q 5 ]
2 ) - o =
Ne HaumeHoBaHue TEM T T E | 2 E
n/n & e g b 2
2 £ 5| B 5
s > 2 =7
® =
o 5
8 £
/M
1. |Tema 1. Bo3MOXHOCTH TabIM4YHOTO 5 5 5 )
peJlaKTopa.
2. | Tema 2. [TocTpoeHue AHArpamMM. 5 5 5 -
3. | Tema 3. KoncrpyupoBanue 3 3 i 3
3JIEKTPOHHBIX TaOIHIL.
4. | Tema 4. Co3j1aHue quarpaMm. 4 4 - 4
5. | Tema 5. CoptupoBka " 3 3 - 3
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KonuuecTBO yueOHBIX YacoB
AyIUTOPHOE BpeMs
=2}
8 ¢
2 5 &
T )
3 g = X
o P~ 0
Ne HauMmeHOBaHKE TEM B I = ® =
) ) = | 2 =
n/o 2 o g z o)
@ = = T =
= = p=¥
5] ‘E =
e )
8 5
=]
aa)
dopmaTupoBaHie JaHHBIX B TA0IMIAX.
6. | BCEI'O 20 20 10 [10

Moy 7. CHCTeMBbI 3/IEKTPOHHOTO I0KYMEHT0000poTa
Tema 1. Bexyiue pocCUCKHE CHCTEMBI 2JIEKTPOHHOTO JOKyMeHTO000poTA.
Tema 2. «Cnenoi» AecaTUNIATbLEBbIA METOJ TIeYaTH.

KonuuecTBO yueOHBIX 4acoB
AyIUTOpPHOE BpeMsl
M
: :
. g -
e E = 5
a2 s A
Ne HawmeHnoBaHue TeM e z = P E
n/n e e 5 = X
2 5 = =
an > E [
= = =
o =
=
3 =)
m
1. Tema 1. Beaymue pocCHHCKHE CHCTEMBI 2 2 2
37EKTPOHHOI'O JIOKYMEHTO000pOTA.
2. Tema 2. «Crnenoit» JecATHNAIBLIECBBIA % 4 ) 4
METOJ IeYaTH.
3. BCEI'O 6 6 2

MonayJs 8. Opranusanusi A0KyMeHT0000poTa OpraHu3auuH

Tema 1. Tlomstue gokymentoobopora. Texnonmorus — 0GpaboTku
MOCTYIAIOLIHMX JOKYMEHTOB.

Tema 2. [TpaBuia 1 GOPMBI PErHCTPALIAU JJOKYMEHTOB.

Tema 3. KOHTpONb 32 UCHIOIHEHUEM NOPYYEHHUI PYKOBOAUTENS U MPUHATEIX
pemenuit. Pa6oTa ¢ ncXosiel KOppeCIIOHIeHIIUeEH.



19

Tema 4. Peructpanus BXOAAILIECH KOPPECIIOH IEHIIHH.
Tema 5. Perucrpanus HCXOAIIEH KOPPECIIOHIEHIHH.

KonugecTBO yueOHBIX 4acoB
AyIHATOpHOE BpeMs
/M
- :
& & &
o % = 5]
2 o] & =]
Ne HaumeHoBaHue TEM 5 z = 0 =
n/n 2 S 5 % )
2 = | 2| 8| E
m [Pl = j=n
3] = =
o
= o
: g
m
1. | Tema 1. Ilonsrue AOKymMeHTOOOOpOTA.
Texnosorusi 00paboTKH MOCTYNAIOIIHX 3 3 3 -
JIOKyMEHTOB.
2. |Tema 2. [Ilpasuia u  QopMbl 3 3 3
pErucTpaluy JOKYMEHTOB.
3. | Tema 3. KoHTpo/ib 3a HCIOJHECHHEM
MOPY4YECHUH PYKOBOAUTEIIS U PUHATHIX 4 4 4
pemenuii. PaGora ¢  HcxopsuIeH
KOPPECIOHICHIIUEH.
4. | Tema 4. Perucrpanus BXoJsuiel 5 5 5
KOPPECTIOHICHIIMH.
5. Tema 5. Perucrpanusi HCXOAAIIEH ’ 5 5
KOPPECIIOHICHIIHH.
6. | BCEI'O 14 14 10 4

MonayJs 9. CocraBienne H opopmiieHHe HOMEHKJIATYPbI eI

Tema 1. Bussl HomMeHKIATypbI Aen. OdopmiieHHe ¥ BeIeHHe HOMEHKIIATY DBl
nel.

Tema 2. CocraBiieHre HOMEHKIIATYPhI €] OpraHU3aliu.

T PO — KomudecTBO yueOHBIX 4acoB
Ne ~o ¥ q AyIHTOpHOE BpeMst
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n/n .
(=} ]
|
=
= | _|§] g
2 | E|lg| 8
=) = = O
= 5 | 3 =
B | =5 | 8| E
5] = =
o &
8 =
m
I. | Tema 1. Bugsl HOMEHKIATyphl M€l
Odopmnenne u BEJICHHE 2 2 2 -
HOMEHKJIATypPBI JIEIL.
2. | Tema 2. CocraBieHHe HOMEHKIIATYPBhI 4 4 ) 4
JieT1 OpraHy3aluy.
3. | BCEI'Oo 6 6 2 4
Moayas 10. @opmupoBaHue H XpaHeHHe 1€
Tema 1. ['pynnupoBKa TOKYMEHTOB B JieJia.
Tema 2. IlpaBuia TeKyIEero XpaHEeHHs JIEN B OpraHU3alluu.
KomuecTBO yueOHBIX YacoB
AynuaTopHOE Bpems
f2a}
g 2
" g :
2 | 3 1
Ne HaurmMenosanue TeM & = = 9 E
/1 2 S 5 2 R
2 8 | 2| 8| E
/M (e o~y {=H
@ E =
=]
2 =)
M
1. | Tema 1. I'pynnupoBKa JOKYMEHTOB B 5 5 5 )
aena.
2. | Tema 2. IlpaBuia TEKymero XpaHCHHs 9 5 5 )
ZIEJT B OpraHu3alluy.
3. | BCEI'O 4 4 4 -
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Monayas 11. IloaroroBka e K nepeaaye Ha apXHBHOE XpaHEHHe

Tema 1. Dransl MOATOTOBKY AEN K C/lade Ha apXUBHOE XPaHEHHE.

Tema 2. OdhopmieHre TOKYMEHTOB U J€)l K YHUYTOXEHHUIO U Ha JUTUTENIBHOE
(TTOCTOSHHOE) XpaHEHHE.

Tema 3. OdopmiieHrne TOKYMEHTOB M JIEN K ijﬁch)}KeHmo ¥ Ha JUIATENIBHOE
(TIOCTOSIHHOE) XpaHEHHE.

KonuyecTBo yueOHBIX 4acoB
AYJIATOPHOE BpEMs

=]
) ru
3 =
m =) E
=) ¥ ﬁ [
2 o) b =
Ne HaummenoBanue teM = = = O =
/u o g 5 S z
u = (5] 2 =
m = = > =
£ 8,
- E =
o
[+~
o o,
5 =
1. Tema 1. Dransl NOATOTOBKH A€l K ’ 5 5

c/ade Ha apXMBHOE XpaHEHHE.

2. | Tema 2. Odopmienue IOKYMEHTOB H
JIeJT K YHUYTOXXCHHUIO H Ha JUIHTEJIBHOS 2 2 2 -
(TIOCTOsIHHOE) XpaHCHHE.

3. | Tema 3. OdopmiieHHEe IOKYMEHTOB H

JIeNl K YHUYTOKEHHIO ¥ Ha JUIMTEIIBHOE 2 2 - 2
(MIOCTOSIHHOE) XpaHEHHE.
4. | BCEI'O 6 6 4 2

Moayas 12. YyeOuas npakTuka (BHyTpeHHsIsA)

Bunsl pabort:

1. CocraBnsiTh, pelaKTHpoBaTh H  OGOPMIATH  OpPraHU3ALHOHHO-
PACTIOPAMTENBHYIO JOKYMEHTAllMIO, CO3/7aBaeMyl0 B OpraHM3allMy, COIJacHO
tpeboBanusaM ['OcyapCTBEHHBIX CTaHIApTOB (TOCT) mno odopMiIeHUIO
JIOKYMEHTOB C HCTIOJIb30BaHAEM COBPEMEHHBIX BU/IOB OPraHH3allMOHHOH TEXHUKH.

2. Opranu3oBbIBaTh JJOKYMEHTOOOOPOT B OpraHH3allMH € HCIOJNb30BAHUEM
COBPEMEHHBIX BHJIOB OPraHM3alMOHHON TEXHHUKH. -

3. CocraBuath ¥ O0QGOPMISTE HOMEHKIATypy M€l  OpraHM3alud,
¢opmupoBaTh Jiea B COOTBETCTBHH C yTBEP)KIEHHOH HOMEHKJIATypO,
obecreunBaTh UX COXPAHHOCTH B TEKYIIEM JEJIONPOU3BO/CTBE C MCIIOIb30BAHHEM
COBPEMEHHBIX BHIOB OPraHU3alMOHHON TEXHUKH.

4. OcyImecTBIISATH MOATOTOBKY A€l K Iepefaie Ha apXUuBHOE XpaHEHHE.
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5. BBINIOJNHATH MAIIMHOIIUCHBIE Pab0ThI pa3IMYHON CTENEHHU CIIOXKHOCTH.

KonuyecTBO yueOHBIX YacOB

AyJIHuTOpHOE BpeMSs

Ne HaumMmeHnoBaHHE TEM
n/n

Bcero gacos
Bcero ayAuTOpHBIX YacoB
Jlexumu
[TpaxkTHueckoe 3aHATHE
[Ipumeyanue

l. | VueGHas npakTuka (BHyTPEHHAs)
36

(% ]
=)
]

36

2. | BCEI'O
36 36 - 36

Moayas 13. UroroBas arrecranusi
KBanudukauoHHbIH 5K3aMEH

KonuyecTBo yuaeOHBIX 4aCOB
AyauTOPHOE BpEMs
=2}
g 2
. | E :
2 3 A
2 & o & =
Ne HaumenoBaHHE TEM = i = o =
o & g o &
nfl'l ot o =2 ﬁ ]
Q E () o =
@ = B | E g,
(] = =
o 2
| |2
/M
1. | IlpakTHueckas KBanu(pUKaIHOHHAS
pabota 2 2 - 2
2. | IlpoBepka TeOpETHYECKHX 3HAHHi B
npezenax KBaTH(UKAITMOHHBIX 2 2 2
TpeGoBanuii (onpoc 1o Guieram)
3. | BCEIo
4 4 - 4
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2.4. Kanenpapubliii yueOHblil rpaguk

Ne
n/m

HaumenoBanune Moyist

VuebHEle HEIeM U HArpy3Ka B Yyacax

1 Hen

2 Hen

3 Hen

4 gen

5 men

Moayne 1. TpeGopanus K Ka4decTBy
BBIIIOJIHSIEMBIX PaboT

20

Monyiib 2: Opranuzanus
HH()OPMAIIMOHHO-JOKYMEHTAIMOHHOTO
obcmy)KuBaHus

Monyins 3. CayxeGHbIe JOKYMEHTBI

12

Moyns 4, HudpopmanmoHHo-
CIIPaBOYHBIE JOKYMEHTEI

32

Monyns 5.
JIOKYMEHTEI

PacnopsiutenbHbie

12

Monyis 6. OcHOBBI MHDOPMAITHOHHBIX
TEXHOJIOTHH B paboTe cekpeTaps

20

Monynb 7. CHCTEMBI 3JIEKTPOHHOTO
JIOKyMEeHTo0O0pOTa

Monyins 8. Opranuszanus
JIOKyMEHTO000pOTa OpraHu3aluH

14

Momyib 9. Cocrasnenue ]
odopmiieHHE

HOMEHKJIATYPBI JIEN

10.

Moapynes  10.  @opmupoBaHHe H
XpaHEeHHUe JIeN

11.

Moxyms 11. TloaroroBka pjen K
nepejiave Ha apXHBHOE XpaHEHHE

12.

Monynes 12. VYuebHas  npakTuka
(BHYTpEHHSIS)

32
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YueOHbIE HEJEHM ¥ HArpy3Ka B 4acax
Ne HaumeHnoBaHue MOy

n/m

1wen | 2mHen 3 men 4 gen | 5 men

13. | Moayns 13. Mrorosast arrectanus
(xBayTA()UKALMOHHBIH IK3aMEH) 4

14. | BCEI'O

36 36 36 36 36

3.0praHu3alHOHHO - MearoruyecKue yCJI0BHs peaiu3aluu

3.1. Kaaposbie yc/iOBHS.

Peanuzanus JNaHHOU IIPOTrpaMMBI oOy4eHus obecrieunBaeTCs
JIESTEPHOCTBIO  BBICOKOKBATM(HIIMPOBAHHBIX npernojaBaTene, HMEIOUMX
NPAaKTUYECKHUH OMBIT TMOArOTOBKH CIELUATNUCTOR «CekpeTapb-MallMHUCTKA», a
TaKKe CO3JAaHUs OOpa3oBaTENbHBIX MOAYJed ¢ NPUMEHEHHWEM WHHOBAIIMOHHBIX
TEXHOJIOTHI 00y4YeHUS.

3.2. Meroan4eckne peKOMEHIAUMH N0 H3YYEHHIO MaTepHaJa y4eOHOro
Kypca

BeiGop MeTozioB OOydeHMs Ul KaXIOro 3aHATHA  ONPEACIHeTCH
Ipero/iaBaTesieM B COOTBETCTBUM C KaYCCTBEHHBIM W KOTUHECTBEHHBIM COCTaBOM
TPyYTIIIbL, & TAKXKE YPOBHEM MOArOTOBICHHOCTH cirymaTenei, CTENeHbI0 CI0XHOCTH
W3araeMoro marepuana, Haju4deM ¥ COCTOSIHUEM yuebHOTO 000pYyOBaHUS,
TEXHUYECKHUX CPEICTB 00y4EHHsL. '

TeopeTHudecKue 3aHATUS MPOBOJSTCS C LEbIO U3y4YCHHS HOBOTO y4eOHOro
Marepuaiia, NPHOOpeTeHHsI CIyIIaTelsIMH HeOOXOJMMBIX 3HaHWH B 00IaCTH
obecreyenysi TPAHCIIOPTHON Ge30MacHOCTH. Y4eOHBIH MaTephall IPe/ICTaBIACeTCA
00y4aroIMMCs C IMOCTENICHHBIM YCIOXKHCHUEM, yriayOJieHHeM U pacildpeHHeM
3HaHMI [0 H3yYaeMod TeMe, a Takke ¢ COOIONIGHUEM  JIOTHYECKOM
[10CJIeI0BATENBHOCTH. [IpH 3TOM OTHENbHBIE MOMIYJIH MpOrpaMMBbl COXpaHAIOT
OTHOCHTENBHYIO aBTOHOMHOCTB U COJEPXKaT 00BeM MHPOPMALIUH, HOCTATOYHBINA
JUISL OCBOEHHS MaTepuaiia o TeMaTHKe MOMIYJIs.

Manoxenue Marepuana Beaercs B (OpMe, NOCTYNHOH JUls IOHAMAHHA
ciymateneil, ¢ coOmoneHHeM eIMHCTBA TEPMHHOJIOIMH, omnpeneneHui U
YCIOBHBIX ~ 0003HAYEHUH (coxpanieHuif), COOTBETCTBYIOIIMX HOPMATHBHAIM
[PABOBBIM aKTaM, BKITI0Uasi ACHCTBYIOIIHE MEXK Ty HAPOLHBIC IOroBOpA.

PexoMeHyeTcss HauuHaTh OOy4eHHe C  YACHCHHA 00y4JarouMHUCs
TpeCTaBICHHBIX TIOHATHH 1 OTIpeIeJICHHH.

CiymaTesisiM  PEKOMEHJIyeTcsl BEeCTH KpaTKhe KOHCTICKThI H3y4acMoro
MaTepuana, a TaKKe B Tpolecce O00ydeHHs oOpamiarskcsi K HOPMAaTHBHBIM
PABOBBIM JIOKyMEHTaM, CCBUIKM Ha KOTOpbI€ YKa3bIBAIOTCH B JIEKIIMOHHOM
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mareprane. B paGourx KOHCIIEKTaX LENECO00Pa3HO OCTaBIATH OIS [ pabouux
[IOMETOK B IIpOIecCe M3yueHHsi MaTepuasa, OCHOBAaHHOTO Ha NPOHJIECHHOM paHee.
KOHCIIEKTUPOBaHKE SBISETCS KpaiHe BaXHBIM HE TOJIBKO TpH JIEKIHOHHBIX
3aHATMSX, HO ¥ TIPM CaMOCTOsTeNbHOM pabore ciymarens. KOHCIEKTEI MOTyT
IpeiCTaBIAT COOOM KpaTKue W pa3sBepHYThIC ILIAHBI, a TAKKe TEMaTHHECKoe
KpaTKOE M3JI0XKEeHHe, KaK B BU/I€ TEKCTOB, TAK U B BU/IE CXEM, TabIuUI U T.IL

TTpakTU9ecKue 3aHATHS TPOBOASTCS C LENBI0 3aKPEIUIEHUs TEOPETHHECKHX
3HAHUA ¥ BHIPaGOTKM y CliiymiaTeNnedl OCHOBHBIX YMEHMH U HaBbIKOB paboThl, a
Taioke  (OPMUPOBAaHMS  HABBIKOB  CaMOpEryJslMH  TICHXO3MOLHOHAIBHOTO
COCTOSIHHS, HEOOXOJWMBIX B  YCIOBHSAX  pealbHOM npodeccCuoOHaTbHON
JesSTebHOCTH. BBICOKas CTeNeHb MPUOJIMDKEHHOCTH —TpoLecca o0yueHus
cnymiarelieil K peaJbHO BBINOJIHIEMBIM HMH npodheCcCHOHATBHBIM  QYHKIHAM
SBIISIeTCS ONHOW W3 OCHOBHBIX 3ajad oOyuyeHus. B CBs3um ¢ 3THM, B XOI€
[IOJIFOTOBKH WCIIOJNB3YIOTCS TEXHOJOTMH TPAKTHYECKOW OTpabOTKH HaBBIKOB
06y4alomuXcs, KOTOpblé  MaKCHMAlbHO  aJanTHPOBAaHBl K  YCIOBHAM
NEeHCTBUTENBHON 00CTaHOBKH PabOTHL.

3.3. MeToau4eckoe H MaTepPHAJIbLHO-TEXHHYECKoe obecnevyeHne

3.3.1. Pexomenayemas JUTEpaTypa

1. A6ymamse JI.I. JloKkymeHTalMOHHOe obecredeHHe ynpaBlIeHHUs
nepconaniom: y4eGuuk u mnpaktukym it CIIO / JATI. A6ynanze, WN.b.
Bempsokkuaa, B.M. Macnosa. — M.: i31aTenscTBO FOpaiiT, 2019.

2. BacakoB M.W. CnipaBOoYHMK KaJIpOBHKa: IOKYMEHTHPOBAaHWE KaJpOBOH
pa6otsl. / M.U. Bacaxos. - Poctos H//1.: ®@ennke 2020.

3. BacakoB M.A., 3aMBILIKOBa O.N. Jlenonpou3BOACTBO.
JIoKyMeHTallHOHHOe obecreueHne yrnpaBIeHHs yuebuuk. — M3n. 15-e. — PocroB
u/]1.: ®enukc, 2019.

4. Bepezuna H.M CoBpemeHHOe nenomnpoussozacteo / H.M. Bepesuna, E.IL
Boposrosa, JI.M. Jlsicerko. -CIT6.: TTurep: 2019.

5. Bsmosa JI.M. Jleionpor3BOJICTBO /Ul CEKpeTapsi B BONPOCaxX M OTBETAX. -
M.: MLI®DP, 2019.

6. Tanaxos B.B. OpraHu3aiys ceKpeTapcKoro 06CIyKuBaHUs: YIeOHUK I
CTYZI. YUpeXAeHHUH cpeJl. Tpod. 00pa3oBaHHus. 2-e u3., crep. — M.: 3parenbekui
neHTp «Axagemusi», 2019.

7. Kupcanosa M.B. Kypc nenonpousBoaCTBa. JIoOKyMEHTaLlMOHHOE
oGecrieuenue ynpasinenus: M.B. Kupcanosa, F0.M. AkceroB - Mocksa, Wnodpa-
M, 2020.

8. Kysnenosa T.B. Cexperapb-pedepeHt - BBICOKOIIPO(hECCHOHATBHBIH
nomoruuk pykxosomureisi / T.B. Kysnenosa // CexpeTap. 1eo. - 2018. - Ne3.

9. JlutBunuea H.A. IIpodeccroHanbHO BaXKHbIE MAEJIOBbIE W JIMYHBIC
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xauecTBa cexperaps // Cexperap. aeno. - 2018. - Ne3.

10. ITpaBoBoe obecrneuenye MPOPECCHOHATLHON AEATENLHOCTH: Y4eOHHK
ais CIIO / mox pen. A.Sl. KanycruHa. — 2-e w3, nepepab. m jgom. — M.:
Uznarensctso FOpaiir, 2019. — 382 c. — Cepus: H]:;ocbeccmmanbﬂoe obpa3oBaHue.

11. CrenroxoB M.B. Kypc cekperapckoro nema: ObGyuenue mpodeccuu:
IMpakTudeckue pekoMeHpanuu. Pabora ¢ JOKyMEHTaMu. Hcnons3zoBanue
xoMmmbioTepa. Benenne nenoBoil Gecensl. Pabota B mpuemHoi. - M.: A-Ilpuop,
2020.

12. CrentoxoB M.B. Cekperapckue cekpers/ M.B. Crenrokos. - M.: Ilpuop,
2018.

13. Tpyxasosuu JI.B. CripaBoYHHUK 110 KaApoBOMY Jienonpoussoactsy / JL.B.
Tpyxanosuu, JI.JI. Illyp. - 4-e u3n., nepepad. - M.: Jleno u Cepsuc, 2019.

14. IllenamoBa .M. OCHOBBI 3THUKH M IICHXOJOTHH TNPOHECCHOHATLHON
NeATENBHOCTH: YUeOHUK ISl CTyH. yYpeXaeHui cpell. mpod. obpasosanusy/I".M.
I1lenamosa. — 3-e U3, crep. — M.: Msnarensckuii HeHTp «Akanemus», 2018.

15. Durosaroa O.A. 500 coseros cexperapio / O.A. Durosarosa - M.:
ITpuop, 2019. _

16. SxomneBa, H.®. I[IpoexTHas IesSTENBHOCTH B 00pa3’oBaTEIHHOM
yapexaeHun: yueb. nocobue. — 2-€ u3f., cTep. — M.: ®JIMHTA, 2018.

17. Slukosckas B.®. Cexperapb-ped)epeHT BEICOKOH KBaTH(QHUKAIWN: A3BIK U
CTHJIB YIIPaBJIEHUYECKHX JOKyMEHTOB: ydeGHOe mocobue uisi 0Opa3oBaTelbHBIX
yUpeXJIeHHH, pealusylolMX TMpOrpamMMbl HAYalbHOrO MpPO(ECCHOHATLHOTO
o6pazosanus / B.®. SIukosckas. - M.: Akagemus, 2019.

3.3.2. MarepunajibHO-TeXHHYEeCKOe obecrnedenne

VYueOHblil kabuner (komuata 14):
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. CTOJI — 4 TYyKH,

. CTyJ — 4 ITYKH,

. mxad s JOKYMEHTOB — 2 IITYKH;
. TyMOoO4Ka — 4 IITYKH,

. Jocka— 1 mrTyKa;

1
2
3
4
5
6. mpoekTop — 1 mTyKa;
7. HOYTOYK — 4 IITYKH,
8. TenedoH — 4 WTYKH;
9. npuHTep — 1 mTyKa;
1

0.6ymara A4 SvetoCopy 6esasi — 3 ynaKoBKH.

3.4. Onenka KadecTBa OCBOEHHSI NpoOrpamMmel, GoOpMbI aTTecTalHH,
KpHTEPHH OLlCHUBAHHUSA

OueHKka KadecTBa OCBOEHHS TPOrpaMMbl OCYLIECTBISETCA C TOMOINBIO
6Ga/UIBHO-PEUTUHTOBOM CHCTEMBI OLIEHUBAHMs PE3yJIbTaTOB y9eOHBIX JOCTHXKEHUN
CITylIaTeNeH.

IIpoMeKyTOuHasi ~aTTeCTalMsi 1O  OIEHKE  KadecTtBa  OCBOCHHMA
cOyLIaTeNsiMi y4eOHOro Marepuana o KaXIoMy H3 MOJyJIed, 0 KOTOpPOMY
MpeyCMOTpeHa MPOMEXYTOYHasi aTTeCcTallus, peajusyercs B dbopme Tecta H
NPaKTHYECKUX 3ajaHuii, B pe3yNbTare Ciylaresb MOMy9aeT OUCHKY — «3a4TEHO»
WU «HE 3a9TEHO.

O65BeM 3aJaHUH TECTUPOBAHUS U TIPAKTHYECKUX 3a/IaHKi PU IPOXOKACHUN
MPOMEXYTOYHOH aTTeCTali INPONOPLHOHANICH ‘00beMy yueOHOro Marepuaa,
PE/ICTABJIEHHOMY B KOHKDETHOM MoOJyje. baibkl 3a BBIIOTHCHHBIC 33/aHus
HAYUCIISIOTCS COOTBETCTBEHHO TMPOLIEHTHOMY COOTHOLICHHIO BBIMOJHEHHBIX
samaHMii K o6umeMy uucay BompocoB Tmo moxayimo. Ifo OamnpHOM 1IIKajie
MAaKCHMAIBHOE KOJHYECTBO OAJUIOB 32 OLEHKY KaXXIOTO MOMIYJsi COCTaBISeT S
6asioB.

ITpomexxyTouHas (3a4€T) aTTecTanus

Ne, n/n ITo peTHHIOBOM IIKaJIe ITo 6amsHo# |[To mponeHTHOM
[IKaje mikaie (%)
1 3a4TEHO 5 91-100*
5. 3a49TEHO 4 81-90
3 3a4TEHO 3 71-80
4 HE 3a9TEeHO : 2 40-70
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5 HE 3a4TEeHO 1 0-40

* KonuYecmeo NPAasUIbHLIX OMEEemos 6 0Ouem KONIUIecmse 60npocos.

OO6s3aTenbHBIM  YCIIOBHEM JIONyCKa K MTOrOBOM aTTECTALUU SBIACTCHA
OTCYTCTBHE aKaJIeMUUYECKHX 3aJI0JDKEHHOCTEHN 10 TPOXOXKACHUIO TIPOMEXYTOYHOMU
aTTECTAIMH TIO OIIeHKE KayecTBAa OCBOSHHUS! CITyIIAaTeNIIMKA y4eOHOro MaTrepuaa.

K wroroBoii arrecTalHM  JIOYyCKAalOTCA  ClyllaTeld, YCIHELIHO
BBLINOJTHUBILIME BCE 3JIEMEHTHI y4eOHOro IUIaHa, MPOIIE/IIHe MPOMEXYTOYHYIO
aTTeCTAIMI0 1O KaxiaoMmy Moxaymo IIporpamMmel, 1O KOTOpOMYy OHa
npeaycmoTpena. OTCyTCTBHE aKaJeMHYeCKHX 3a10/DKCHHOCTEH IO TIPOXO0XKACHHIO
TIPOMEXYTOYHOW aTTecTalldy SBJAETCS o0s3aTeNbHBIM YCIOBHEM JOMyCKa K
WUTOTOBOM aTrTeCTallvu.

Hrorosasi aTrecranus ciymareneil no [IporpamMe o0y4eHust IpOBOIUTCS
B (opMe KBaIHPHUKANHOHHOIO SK3AMEHA U BKIIOYAET B CeOsi MPaKTHYECKYIO
KBATH(OUKAIMOHHYIO paboTy M TPOBEPKY TEOPETHHYECKMX 3HAHHH B Ipejenax
KBaTM(PHUKALIMOHHBIX TPEOOBaHUH.

Hrorosas arrecranus
ITo nmpoieHTHO!
mkade (%
5 5 BBITTOJITHEHHS
Ne, n/nn [To peiTHHIOBOM LIKae
ITo OanpHOM 1IKaJIe 3ajaHus U
OTBETOB Ha
BOIIPOCHI B
ounere)
1 aTTeCTOBaH OTnu4HO 91-100
2 aTTeCTOBaH Xopo1o 81-90
3 aTTECTOBaH yI0BIE€TBOPUTEIILHO 71-80
HE
4 HE aTTeCTOBaH 40-70
YAOBIIETBOPHTEIILHO
HE 0-40
5 HE aTTeCTOBaH
yIOBJIETBOPUTEIHHO
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JlunaM, YCHENIHO MpPOINEIIIMM WTOrOBYIO —aTTECTAallMiO, BBIIAETCS
CBHAETENHCTBO O JIOJDKHOCTH CIIY KALLEro.

JluriaM, He MPOIIENIIMM WTOTOBYIO aTTECTALHMIO WM IONYyYMBIIMM Ha
WTOrOBOIM AaTTeCTAalldi HEeyIOBIETBOPUTE/bHbBIE PE3YNIbTaThl, a TAKKE JIHLAM,
OCBOMBIIHM 4YacTh JOTOJHUTENEHON 0011e00pa3oBaTebHON IPOrpaMMBl  HITH
OTYWMCIICHHBIM 33 HEBHIONHEHHe Yy4eOHOro IuUlaHa, BBIIAETCs CrpaBka 00
obydeHHMd Wi © nepuojse oOydeHWss 1O o0Opasiy, CaMOCTOSTENBHO
yCTaHABJIMBAEMOMY OpPraHM3alUel, IPOBOANBIIEH IIOTOTOBKY.

3.5. OneHo4Hble MaTEePHAJIbI

Bompockl TeCTOB K MOAYJIsM JJisi TPOBEJeHHs MPOMEXYTOYHOH
aTTecTanHM.

Tect

1. KoHdnukTel He Bcerja pa3pyuTenbabl. K M03UTHBHBIM OTHOCATCS:

a) KOHCTPYKTHUBHBIN

0) MEKITUIHOCTHBIH

B) BHYTPHU JIMYHOCTHBIH

2. DMOIMOHAJIBHOE COCTOsIHNE coOeceJHUKA MBI Y3HAeM:
a) 1o BepOaIbHBIM CPEICTBaM OOLIEHHS

6. Mo HeBepOAIBHBIM CPEICTBaM OOIIEHMUS

B) BCE OTBETHI BEPHBI

') BC€ OTBETHl HEBEPHEI

3. Kommpomucc — 3T10:

a) OJIMH U3 CIIOCOOOB Pa3pelIeHUs] KOH(IUKTOB

6) OUH U3 CIIOCOOOB [E€JI0BOr0 dTHKETA

B) OJIMH U3 CIIOCOOOB BEJICHMUs IEPErOBOPOB

4. Kem Obl1 BIlepBble BBEJIEH TEPMHH «3THKa»

a). lluneponom

0). ApxumezioM

B). ApHCTOTEIEM

r). CoxkpaTom

5. 1[eHHOCTHBIE aCMeKThl OOIIECTBEHHBIX OTHOLIECHUH SBIISAIOTCS:

a) MOpaJibHBIMHU [IEHHOCTSIMU
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0) 3aKpeIUIeHHBIMH B 3aKOHE OTHOICHHUSIMHU

B) aKTyaJIbHBIMHA OTHOIICHUSIMU

6. DTHYecKHe HOPMBI ¥ TPHHIMIBI MPO(ECCHOHAIBHONW IesATebBHOCTH
pabOTHHKA OTPaXKAIOTC:

a) B puTyasax

0) B KozeKce

B) B TpaguLUsIX

7. TlpodeccroHalibHas COBECTh, Y€CTh NMPENONAraloT MPEek/Ie BCEro:

a) OTBETCTBEHHOCTH MEPe]] CaMUM Co0OH;

0) OTBETCTBEHHOCTH IIEPE]I KOJUIEKTUBOM;

B) OTBETCTBEHHOCTb II€peJl PyKOBOIHUTEIIEM.

8. Ha xakuwe nBa BHIa JEIATCS IO XapaKTepy ¥ IPUPOJIE BCE 3JIEMEHTBI
KOH(IUKTA

a) cyOBEKTUBHBIE;

6) 06beKTHBHBIE (BHETMYHOCTHEIE);

B) MEXJIMYHOCTHBIE,

r) JUYHOCTHBIE.

9. COBOKYIHOCTh HPABCTBEHHBIX HOPM, TIpaBWI ¥ TPEICTaBICHUH,
peryNMpyloliMX TOBEJeHHe M  OTHOLIeHHs . JIOAEH B  Tpouecce HX
IIPOU3BOJICTBEHHOM JIEATEIbHOCTH SIBIISICTCS:

a) THKO} JIeTIOBOTO OOLICHNS;

©) MOpaJIBIO IETIOBOTO OOIIEHHUS;

B) JI€JIOBBIM 3THKETOM.
10. CoBOKyNHOCTh TPOGECCHOHANBHBIX MOPAIBHBIX HOPM, KOTOpas

OIpeseNseT OTHOUIEHWE YeNOBEeKa K CBOEMYy HPOGECCHOHANBHOMY JOIIY,
Ha3bIBACTC:

a) CUTyaTUBHOMN 3THKOM;

6) STUKOM MEXJINIHOCTHOTO OOILEHNS,

B) Npo(heCCHOHAIbHOM ITUKON;

I') HOPMATHUBHOM 3TUKOM;
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1) MPUKJIaTHON STUKOM.
11. O6uienue — 3710 ...
a) 3ay4MBaHUE [IPABUJI IIPH OBJAJICHUHU KyJIbTYPOW B3aMMOOTHOIICHUH;
6) 4yTKOCTb, OT3BIBUHBOCTH, 0OPOTa, CONEepeKHUBAHIE, IOHUMAHUE;
B) CIOXHBIA IIPOIECC YCTAHOBIIEHHSI W pa3sBUTHS KOHTAKTOB MEXIy
JTFOJIbMH.
12. BHemHui Bz pabOTHUKA JOJDKEH COOTBETCTBOBATE!
a) COBpEMEHHBIM TPeOOBaHUsM;
0) BHyTpeHHEH KyIbTypeE;
B) MOJIE.
13. IIpodeccuonanbHas chepa OXBaTbIBAET:
a) OTHOIIEHMS!, CKJIabIBAIOLIAECS B TIPOLIECCE PEHIEHUS MPOPECCHOHATBHBIX
3ajad;
0) OTHOILIEHUS, CKJIaJIBIBAIOLIIHECS B npoiecce pa3IUYHBIX
B3aMMOOTHOIIIEHUN B KOJIJIEKTUBE;

B)  OTHOLIEHHWS,  CKJIaJbIBAIOIIMECS  MEXIAY  PYyKOBOAWUTEIEM  H

IIOTYUHEHHBIMHU.
14. Kakoii myHKT Clie/lyeT HCKIFOUUTh U3 IPAaBUII TeIe(POHHOIO OOIIEeHMS:
a) oTBeYas Ha 3BOHOK, IIPEICTaBbTECH,
6) ybeauTech B TOYHOCTH CBENCHMUIH, KOTOPble HAMEPEHBI COOOIIUTS;

B) B Hayaje pa3roBopa 3a1aTh Bompochl THma «C KeM s pasroBapuBaro?»,

«Yrto Bam HYXHO?»;
') OTBEYaTh HAa BCE 3BOHKH;
1) HE JJaBaiiTe BBIXOJ OTPULIATEIBHBIM SMOLIKSM.

15. Kakoe "3 TPHUBEIEHHBIX BBIPOKEHHH CleIyeT yNOTpeOUTh B
Tene()OHHOM pa3roBope?

a) «51 He 3HAIOY;

0) «Bbl JOIDKHEI;

B) «[TofoXxauTE CEKYHI0YKY, 1 CKOPO BEPHYChY;

r) «Xopouuii Bonpoc. Paspemnre, si yTOYHIO 3TO JJIsA BACY;
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1) «2TO HE MOsI OLIMOKaY.

16. Eciu BaM 3BOHUT pacCep)KeHHBIN 4eM-TO YeJIOBEK, Balllk NEWCTBUA:
a) MOJIOXKUTE TPYOKY;

6) cpa3y npepBeTe coOeceJHMKA U YKa)KUTe eMy Ha TOH pasroBopa;

B) BEIC/TyIIIa€Te €T0 /IO KOHIIA;

r) mpepseTe B MOAXOJSINEM MecTe BompocoM Tuma: «Yem s mory Bam

IIOMOYB?»;

J1) HAKPUYUTE HA HErO B OTBET
17. Metoz OBICTPOro HalMCaHMs JEJIOBBIX MTUCEM:

a) WCMOJNB30BAaHWE KIHMINE JUIsi BBIPOKEHWS MPOCHOBI, MPENTOXESHU,

NpuriameHus U T.00L.

J(HS.

6) aKKypaTHOCTb, OBICTPOTA, BHATHOCTD.

B) UCIIOJIb30BaHKE BBOJIHBIX CJIOB U BBIPKCHUH.

18. Iy 1enoBoii MepernucKu, 0COOEHHOCTH A3bIKa M CTUJIS XapaKTEepHO:
a) HeHTpaJbHBIM TOH MUChMA.

6) nanuOpaTckoe oblIeHHE.

B) OONBIIONH OOBEM TEKCTA.

19. [y 61aronpUsTHOTO MCUXOJOIHYECKOro KIIMMaTa XapakTepHo:

a) mpeolnajaHKe JENTOBOrO TBOPYECKOrO HACTPOEHWS B TeueHHe pabodero

6) 4yBCTBO rPYMNIOBOM CIUIOYEHHOCTH U TOBAPHILECTBA.

B) BBICOKHIA YPOBEHb IPOPECCHOHATBHOM ITOATOTOBICHHOCTH pabOTHUKOB.
I') BCE BBIMIEH3T0KEHHOE.

20. TemriepaMeHT MpeACTaBseT COO0:

a) XapaKTepHCTHKY 4YeJOBeKa C TOYKH 3DPEHMs [MHAMUKA €ro HepBHOH

eATEIBHOCTH;

6) XapaKTepUCTUKY YeJIOBEKa C TOYKH 3PSHHs JMHAMHUKH €TI0 TICHXUKH;
B) XapaKTEPHUCTHKY YeI0BEKa C TOUKH 3peHHst TMHAMHKHK €T0 XapaKTepa.

21. BocnpusiTre B 1eJI0BOM OOLIEHWH - 3TO:
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a) IeJIOCTHBINA 06pa3 mapTHepa Mo OOIIEHUIO HA OCHOBE €ro BHEIIHEro BHJA
Y TIOBEICHUS;

6) MOHMMaHHUE TIO3ULIUH TTAPTHEPA I10 IeI0BOMY OOIIEHUIO;

B) OCMBICJIEHHE CUTYALWH B JIEJIOBOM OOLIECHHUH.

22. KoHpaukTyolye CTOPOHEI CTPEMSATCS YPEryIupoBaTh pa3HOIIacks TPy
B3aMMHBIX YCTYIIKaX IIPH CTHIIE:

a) KOMIIPOMHCC;

0) Bpax/a;

B) IPUMHUPEHHUE.

23. KoHhauKT — 3710:

a) HauboJiee OCTPBbIil Crocol paspelieHus IPOTUBOPEYUi B HHTEpecaX;

0) cHCTEMBI IOOILPEHHH,

B) [IPOLIECCE COLIMAIBHOTO B3aUMOIECHCTBHA.

24. MopaJibHbI€ OTHOLIEHHUS 3TO:

a) 0co00ro poJia OTHOIICHHS

6) onpe/ieJieHHbIE LIEHHOCTHBIE aCTEKThI OOIIECTBEHHBIX OTHOLICHUH

B) 0cOOBIe HOPMBI OTHOLIEHHH

25. Mopaiib — 3T0:

a) yHMBEpPCAILHOE SIBJICHUE B XU3HU 001eCTBa

6) HeOOBIYHOE sIBJIEHHE B XKHM3HH 00IIECTBA

B) 0c000€ sIBIIEHHE B XHM3HHU 00I1lecTBa

26. Yro Takoe aenosas Oecena?

a) mepezaya WK oOMeH HHpOpMaIHeii, MECHHAMHU WK IPOOIeMaMH

6) cIIoco6 OTKPHITOTO KOJUIEKTMBHOTO OOCYXI€HWs MpoOieM TIpyHmoH
CITELHATTICTOB

B) TIPOLIECC B3aMMOCBSI3H U B3aHMMOJIEWCTBHUS, B XOJI€ KOTOPOTO IPOMCXOIHT
obMeH uHpOpMaIUe U OIBITOM

27. DTHKeT — 3TO:

a) Hayka 0 MOpau

0) MaHepa NOBEACHUS
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B) o0mas KyJbTypa

r) mpaBuiIa OOIIEHUs

28. OrauuaroTcs M BUBUTHBIE KapTOYKH JXEHIIMH OT BU3UTHBIX KapTOYeK
MY>K4HH

a) OTJIMYAIOTCS 110 pasMepy

0) He OTIUYAKOTCS

B) OTJIMYAIOTCS IO LIBETY

I) OTJIMYAIOTCA 33 CHET KYKpPaIIaTeIbCTB

29. JlenoBoe 0O0ILIeHHE — 3TO...

a) pasroBop /ABYyx M Oojee IIOJEH, KOTOpOe TOAYMHEHO DEIICHUIO
ompeeNEHHOM 3a/1a4H.

6) cniop.

B) B3aMMO/ICHUCTBHE CyOBEKTa H O0BEKTA.

I') COBMECTHBIH OT/BIX.

30. Yro Takoe nenoBas 6ecena?

a) yCTaHOBJIEHHBIN NOPSA/IOK MOBE/IeHUsl B c(epe JeIOBBIX KOHTAaKTOB;

0 yCTaHOBJICHHBIH IOPSIIOK ITIOBEJICHUS B IOBCEIHEBHOM XU3HU;

B) HOPMBI ITOBEJEHUS 33 CTOJIOM BO BpeMsi JIEJIOBBIX I1€PErOBOPOB;

r) COBOKYITHOCTb 3aKOHO/1aTEJIbHO YCTaHOBJIEHHBIX NIpaBHII,
periaMeHTHPYOIIUX JAEATEIbHOCTh OU3HECMEHOB.

J0) pasroBOp MeXIy ABYMs COOECeIHHKaMH, CTEHHaIbHO OpraHH30BaHHBIN

MPEeAMETHBIH Pa3roBop, CIyKalMi PEIICHHUIO YIPaBIeHYECKUX 3a/1at.

TecT
1. COBOKYNHOCTH CHOCOOOB M TEXHHUYECKHX CPEJICTB BOCIPOU3BOAUTH

H300pakeHre OPUIHHANA C LEbIO MOJYYeHUS KOITMU JJOKYMEHTA - 3TO ...
a) Tunorpadus
6) Penporpacdust
B) [Anazorpadus
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2. MO>HO JI¥ MCTIOJIH30BaTh TOHKYIO OyMary B KCEpPOKCe:

a) 1a, MOXXHO

0) HET, MOXKET 3aMATHECS

3.IlpunTepHI — 3T0...

a) ycTpoiicTBa BEIBOAA IaHHBIX M3 OBM c mx ¢dukcanueid Ha Oymare Wi
IpYroM MaTepHalbHOM HOCHTEJe

6) yCTpO#CTBO BBOJIA M300paXKeHHs HIIM TEKCTa C MATEPUATIBHOTO HOCHTENS
B KOMITBIOTEP.

B) mepubepuitHoe YCTPOHCTBO KOMIIBIOTEPA Ul KONMMPOBaHUS OyMaXKHBIX
HOCHUTEIIEH.

4. ITonurpadus — 370 ...

a) Tlomydenue GOJIBIIOrO KOJIMYECTBA KOMMH C MPOMEXYTOYHON IEYaTHOH
(G OpMBI, H3TOTOBIIEHHOH € JIOKYMEHTa OpUTrMHaIa

6) BBox TekcToBOW WM rpaduueckod WHGOpMAIMKA B KOMIIBIOTED, IyTEM
npeobpa3oBaHus ee B HU(PPOBOW BUJ

B) Ilpolecc NpOCBEYMBaHUS IMPO3PAYHOrO OPHUIMHATA, HAJIOXKEHHOIO Ha
CBETOYYBCTBHUTEIBHYIO Ma30-Oymary

5. OauH U3 cnoco60B GoTorpapuuecKoro KOMUPOBAHMUS:

a) MPOEKLIUOHHOE.

0) LeHTpaTM30BaHHOE.

B) IIPOSIBIICHUE U300paKeHUS.

6.PpounOpOBKE  JUTA  TIEpEIieTa  METAUIMYECKMMH  CIIMPAJISIMH.
Vcrone3yeMble MPOBOJIOYHBIE JJIEMEHThI IO3BOJSIOT CO3/1aBaTh MPOYHBIE,
HaJeXXHbIE, TIPUIOJIHbIE IJIsi YacTOr0 HCIOJIb30BaHUs MEPEIIeThl ¢ PasBOPOTOM
JIACTA HA...

a) 900 6) 18008) 3600

7. I'exrorpaduueckas ne4arb — ...

a) [Teuath OCyIIECTBISETCS C MeYaTHOH GopmBl, 06pabOTaAHHOH Tak, 4TOOBI

y4aCTKH H300paXeHHUs yIePKUBAJIM KPACKy ¥ OTTalIKHBaJId BOIY
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6) BBoa TekcToBo# WM rpaduyeckoil HHGOpPMaKMU B KOMIIBIOTED, IIyTeM
npeobpa3oBaHus ee B IU(POBOI BUJL

B) Ileuars BBIMONHAETCS Ha TekTorpade, IyTeM KOHTAKTHOIO NEpeHoca
TOHKOTO CJI0S KPaCKH Ha yBIKHEHHYIO CIIUPTOM OyMary

8. TenedoHsI fensATCA IO CUCTEME CBS3H Ha!

a) MPOBOJIHbIE

0) HOCUMBIE

B) CTaLlMOHAPHEIE

9. Uto He BXOJUT B MPOLIEAYPHI IeKTporpapuIecKoro KOnMpoBaHus?

a) 3aTEMHEHHE U300paKeHHUs.

0) mposiBNeHHE U300paKEHUSI.
B) CBETO3KCIIO3HIIHSI.

10. Kaxkoii ckaHep TpeAHa3HayeH JUIi CKaHWPOBAaHHA OpPOLIIOPHBIX
JIIOKyMEHTOB?

a) KHH)KHBIE CKaHEePhI

6) nuiaHeTapHbIe CKaHEePhl

B) OapabaHHBIE CKaHEPHI

11. Jyis nevatu B 6onbmux popmarax (A2 u Al) 06bIMHO IPUMEHSIOT?

a) IPUHTEPHI

0) rIoTTEpHI

B) puszorpadsl

12. OdceTnas neyars - ...

a) TlpuMensercs misi GoJibLIOro THpaka mMedyaTHOM mpoxykuud. [leuats
OCyIleCTBIseTCS C TedaTHOW (opMbl, 0OpaGoTaHHOW Tak, YTOOBI Y4YACTKH
N300 paKeHUs yIEPIKUBAJIM MACIITHYIO KPAacKy U OTTaJIKMBAIIK BOIY

6) Mcnonb3yeTcs Uit MalbIX TUPAXeH WK 1S CIIeHAIbHBIX IPOIYKTOB

B) INonyuaemas ckaHepoM HHoOpMalmsi B LUUGPOBOM BHIAE IEpenaeTcs B

OJIOK U3rOTOBJICHUs pabouel MaTPHUILBI
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13. MamuHbl NeperyieTarT MavykKy JUCTOB, HE M3MEHSs €€ BHEIITHHUHN BHU]I.
Ouu OYeHb YNOOHBI IJisi NeperuieTa KHUT Moj OGNOXKY H Opommop. Kakas sto

MarnuHa?

Tect

1.Ha xaxoM ¢opmare GyMaru HCIIOIHSIOTCS CIIyKeOHbIE JOKyMEHTBI?
1.A2

2.A7

3.A5

4.A4

2.Cxonbko pexBu3uToB npeaycmarpusaetr 'OCT?
1.30

2.29

3.31

4.28

3.Kakoii U3 JOKYMEHTOB OTHOCHTCSI K PAacIiOpsIUTEIbHBIM?
1.IIpoTokour

2.ITucemo

3.Vkazanue

4 IlonoxeHue

4.]JlaToii mpuKasa sBJIIeTCs J1aTa ero...
1.CornacoBanus

2 IToamucanus

3.VTBepxaeHus

4 Peructpanuu

5.Kako# IOKYMEHT OTHOCHTCS K OpraHM3allHOHHBIM?
1.Ilpukas

2. IlonoxeHue

3.VkazaHue
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4.CripaBka

6.JlupeKTop, PyKOBOAUTEID C MIOMOIIBIO OPraHU3alHOHHbIX JTOKYMEHTOB...

1.OcymiecTBIsET yBOJIbHEHHE paOOTHUKOB

2.0npezenseT npaBa U 0053aHHOCTHA COTPY/THUKOB

3.IToompsieT OTIMYUBILIEroCcs pabOTHHUKA

4.0npeneisieT I10C/IeI0BaTeNbHOCTh JIEACTBAM TIPHA BBHINIOJTHEHUH TOH WIIM
UHO#M paboThI

7.Ha3naueHue pacropsIUTENbHBIX JOKYMEHTOB — 3TO...

1.Peanu3ariys CUCTEMBI U IIPOLIECCOB YIIpaBICHUsA

2.PerynmupoBaHue JIeATENBHOCTH, II03BOJISIOLIEE OpraHy yHpaBieHHs
obecrieyrBaTh peaau3aliio OCTaBIeHHbBIX Mepel HUMH 33134

3.Il1aHupoBaHuE AEATEIBHOCTH YUPEKACHUSA

4.Coo01eHne cBeleHn, MO0y IaIUX OpraHbl yIpaBieHUs NPUHUMATh
onpee/ieHHbIC PELICHHUS

8.Ilpukas — 3TO MPAaBOBOH aKT, W3aBaeMBblil...

1 .PykoBojuTeNieM OpraHM3allii Ha [paBax eIWHOHA4alMs C LEJBIo

paspelnieHns: OCHOBHBIX BOTIPOCOB

2.BpicIuuME OpraHaMy UCTIOJHUTEIBHOM BIacTH

3.PykoBoauTeneM ~ OpraHM3alMd O .BONPOCaM  HH(OPMAIHOHHO-
METOIUYECKOr0 Xapakrepa

4.CoBelaTe/IbHBIMA OpraHaMy yUpesKIeHHs

9.Kaxoe onpesieTeHre OTHOCHTCS K CTIpaBKe: «JIOKyMeHT, COIepIKamyi...»

1.ITompo6HOe OmucaHye KaKoro-mubo (akra Wiv COOBITHS C BBIBOJAMH H
IpeIOKEHUSIMHI aBTOpa

2. TTompoGHBIi X0/ KaKOro-TM00 MEPOIPUSITUS

3.IlepeueHb MEPOIIPUITHH

4 TToxTBepX/IeHIE M ONMCAHHE TeX WM HHBIX (aKTOB U COOBITHH

10.ABTOPOM CITy>k€OHOI0 MMChbMa SBIISETCH. ..

1.Opranu3zanus, GpupMa, OT UMEHH KOTOPO# MOCKLIAETCS MUCHMO

2.JIOJDKHOCTHOE JTUI0, KOTOPO€E MOChUIaeT IIHCEMO
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3./lcnoIHUTE B, KOTOPBI TOTOBUT MTACBMO

4 .JIuno, oTIpaBUBIIIEe IIMCbMO

11.Bo BBOAHOM 4acTH PacTlopsIUTEILHOIO JOKYMEHTA COIEPKATCA. ..

1.Ilenu ¥ NpUYHHBI CO3/IaHUs JOKyMEHTA

2.OCHOBHBIE HAMPaBJICHUS JIEATEIBHOCTH YUPEKACHUSA

3.PacniopspkeHusl pyKOBOIUTESI

4.CpOoKH HCTIOJTHEHUS PAaCTIOPSHKEHUS

12.Kakoro peksusuTa HeT B HOpMyJispe CIrykeGHOro muchma?

1.HauMeHOBaHUS yUpeKAECHUI-aBTOPA

2.HauMeHoOBaHHUE BH/Ia JOKYMEHTA

3.3aroyioBKa K TEKCTy JIOKyMEHTa

4. Anpecara

13.Kax Ha3bIBaeTcsi JOKYMEHT, B KOTOPOM OIPENEINSIOTCS MOJDKHOCTHBIC
00s13aHHOCTH pabOTHHKA YUPEXKACHUsI?

1.ITpaBuna

2.AHCTpyKIUs

3.YcraB

4 Ilonoxenue

14.PexBU3UT CIIy)XeOHOI0 MUChMa — 3TO...

1.YacTp TekcTa nmuchMa

2.DupMeHHBIH O1aHK

3.Ero oT/ienbHbIN 2JI€EMEHT

4.11ltamn opraHu3aluy, Hal|caBiliei MUChMO

15./laToii aKTa sBIsIETCS JIaTa...

1.V CTaHOBIEHHOTO COOBITHSA

2 Ilonnucanus

3.YTBepxKaeHUS

4 VI3roToBIIEHUS aKTa

16.K xaxoii rpymnne JOKyMEHTOB OTHOCHTCS JOKJIaAHAg 3anmuckKa’?

1.K nu4HBIM



40

2.K cnpaBo4HO-UH(MOPMALIMOHHBIM

3.K pacniopsiiuTenbHbIM

4 K opranu3alnyOHHEIM

17.TexcT aKTa JOJDKEH 3aKaHYMBATHCH. ..

1.Pacchlikoit o 3K3eMIuIsipam

2.Iloanucsimu

3.0TMETKO# O MPUIIOKEHUH K JIOKYMEHTY

4 Ileuatsio

18.Kakass OprrexHdka WCMOJAb3yeTCs JUIs ONEpPaTHBHOW TIEPECHUIKH
CiIyXeOHBIX ceM?

1. KomnsioTep

2.Dakc

3.Kcepokc

4.Tenedon

19. I'puka3ssl 110 JIMTYHOMY COCTaBy:

1. JloBOASTCS OO CBEEHUs paOOTHHUKA IO pacImicKy

2. JloBozATCs 10 CBeleHHs paboTHHKA Oe3 MoaIucu

3. He noBojasTcs 10 cBelleHHs] pabOTHUKA

4. TTo yCMOTPEHHIO PYKOBOIUTEIS IPEANPUATHS, YUPEIKACHHUA

20. U3 npemioxkeHHOro HaGopa NpPUMEpPOB BLIOEpUTE MPaBHIBHOE
pacrnojoXeHHe HOMepa JIMCTa Ha IOKyMEHTaXx:

1.-10-

2. 10.

3."10"

4.10

21. Kakoit W3 THUHBIX JTOKYMEHTOB HE MOAIKCHIBAET CaM aBTop?

1. Pesrome

2. Pacniucka

3. XapaKTepuCTHKa

4. JloBepEeHHOCTH



41

22. JIoKyMEHTallMOHHOE 00ECTIeYeHHe — 3TO:

1. JIBwXeHue NOKYMEHTOB C MOMEHTa MX IOJyYeHHs WIHA CO3JaHUS 110
3aBepIICHHS UCTIOJHEHMS, OTIIPABKHU WIIH CIaYM X B apXHB

2. Co3gaHue [JOKYMEHTOB, B KOTOPBIX OTPaXaeTcs MACATENbHOCTh
YUPEKICHUI U COZePKaHUe yNPABIEHIECKUX PeLICHUH

3. PaGora ¢ roTOBBIMH [OKyMEHTaMH, CO3JaHHBIMH YUYPEXJIEHUEM H
MIOJIy4eHHBIMHU U3BHE

4. CocTaBlieHHEe [OKyYMEHTOB B COOTBETCTBHM C CYLIECTBYIOIIMMHU
npaBUIIaMH

23. Tenerpamma He UMEET TaKOI'O PEKBU3UTA, KaK:

1. HaumenoBaHue Buja JOKYMEHTa

2. Anpec

3. Texct

4. OrmeTKa 00 03HAKOMIIEHUH

24. JIoKyMeHT, mepelaBaeMblii YCTHO IO KaHajiaMm TeNe(OHHON CBS3U H
3alKMChIBAEMBIN I1OJIy4aTesIeM - 3TO:

1. Tenerpamma

2. Tenedaxc

3. Teneraiin

4. Tenedonorpamma

25. BBIMACKY U3 IIPOTOKOJIA MTOANUCHIBAIOT: |

1. OnuH YenoBex

2. JIBa yenoBeka

3. Tpu uenosexa

4. YeTsipe yenoBeKa

26. 3aBepuTelbHas IOANKMCH HA KOIIMK JOKyMEHTa COCTOMT M3:

1. ormeTkH "BepHo"

2. otmeTky "BepHo", MOANMHCH JOJDKHOCTHOTO JIMLA, 33aBEPUBIIIETO KOIIHIO

3. ormerku "BepHo", HAUMEHOBAHUsA JOJDKHOCTH pabOTHHKA, 3aBEPUBIIETO

KOITHUIO, €T0 MOAINHUCH U AaThl 3aBEPCHHUA
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4. Orverku "BepHo", HaUMEHOBaHME JIOJDKHOCTH JIHMLA, 3aBEPUBLIErO
KOIIHMIO ¥ €ro MOJIUCH

27. OpraHu3aiys MOXET BBIAATH KOIUK:

1. ¢ MOOBIX JOKYMEHTOB, Kacaloluxcs ee paboTHHKA

2. ¢ JOKyMEHTOB, CO3/1aBaéMbIX B 3TOM OpraHu3aluu

3. ¢ JOKyMEHTOB, KACAIOIMXCs JIMYHbIX IPAB U HHTEPECOB IPax1aH

4. ¢ macmopTa, BOGHHOro duiera

28. TexcT MPOTOKOJIAa COCTOMUT H3:

1. BBoiHO# ¥ OCHOBHOM YacTe

2. BBo/IHOIi, OCHOBHO# H 3aKJIIOYUTEIBHON YacTel

3. OCHOBHOM | 3aKJIFOYUTEIBHON YacTeH

4. BBOIHO ¥ 3aKJIFOUUTENBHON YacTel

29. He cyiiecTByeT Takoro BHa JOKJIaHBIX 3alHCOK, KaK:

1. THULMATUBHBIE

2. nH(pOpMaIMOHHbIE

3. HHCTPYKI[MOHHBIE

4. OTYETHBIE

30. HeoGs3aTeIbHBINM PEKBU3UT CIIPABKH JIMYHOI'O XapakTepa:

1. Anpecar

2. YrioBoi# mrami

3. Ha3BaHue NOKyMEHTa

4. Texct

31. Kakoro pekBu3uTa MOXeET He ObITh B Clly>keOHOM cripaBke?

1. Anpecar

2. YrinoBo# mramIl

3. Ha3BaHue JOoKyMeHTa

4. Tekcr

32. HomeHnknaTypa J€l - 3TO...

1. CHCTEMATH3UPOBAaHHBIN IepevyeHb HAMMEHOBaHMH (3aroJlOBKOB) Jeil ¢

yKa3aHHUEM CPOKOB MX XpaHeHHsl, OOPMIICHHBIA B yCTAHOBJICHHOM ITOPSI/IKE
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2. CHCTEMaTH3HMPOBAHHBIA IEpPEYeHb 3arojOBKOB U JPYTMX HEOOXOAMUMBIX
CBEJIEHHH O COCTaBe U COJEPIKaHHUH eI

3. IOKyMEHTBI, CTpyIIIMPOBaHHEIE B JieJia

4. COBOKYIHOCTh IOKYMEHTOB, OTHOCSIUMXCS K OIpEIeIeHHOMY BOIPOCY
WK Y9aCTKY JAeSTeIbHOCTH OpraHHu3aliH

33.B KaKkoM JIOKYMEHTe TEKCT COCTOHT 3 JBYX 4acTel: KOHCTATUPYIOIEH 1
PAaCIOpPSAAUTETBHON?

1. cimyxebHO€E MUCHMO

2. IPOTOKOJI

3. cripaBKa

4. MpuKa3 MO0 OCHOBHOM J€ATEIBHOCTU

34. Kaxoifi [JOKyMEHT HMeEeT CIEIyIOlMe PEeKBU3UTHI: KOJ, Ha3BaHHE
JIOKYMEHTa, IaTa, HOMep, 3aroJIOBOK, TEKCT U3 JIByX YacTeH: BBOJHOM 1 OCHOBHOH,
TIOAIHUCH MpPEeNCenareis, MOANICE CeKpeTaps?

1. moksiajfHas 3anMcKa

2. cpaBKa

3. MpUKa3 [0 OCHOBHOM €A TEIbHOCTH

4. IPOTOKOII

35. K kakoit rpynne OPJ] OTHOCHTCS IOKJIa/iHast 3anucKa?

1. opraHu3aLMOHHBIE JOKYMEHTBI

2. pacrnopsauTe/IbHbIE TOKYMEHThI

3. uHGOPMALIMOHHO-CIIPABOYHBIE IOKYMEHTBI

4. DOKyMEHTBI O IMYHOM COCTaBe

36.3aBepuTenpHas HAAIACh HA JOKyMeHTe "BepHO" yI0CTOBEpSET, YTO...

1. mpaBWJIBHO yKa3aH ajapec

2. MacTIOPTHEIE JaHHBIE 3asBUTEJI COOTBETCTBYIOT JCUCTBUTEIBHOCTH

3. maTa JOKyMEHTa BepHa

4. xonusl JOKYMEHTa TOYHO COBIIAJIAeT C MOJATHHHUKOM

37. JIoKkyMeHTOO0OpOT - 3TO JBHKEHHE JOKYMEHTa C MOMEHTA...

1. ero co3ianus 10 OTIIPABKHU
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2. ero MoJIy4eHus 10 MOAMIUBKHA B JIEJI0

3. ero co3gaHus 10 MOJALIKMBKHU B JIEJI0

4. ero TIOJIy4EHUsI WIXA CO3[aHuUs 10 TOAIIMBKY B JI€JI0 WM OTIPABKU

38. K kaKoii rpyne JOKyMEHTOB OTHOCUTCS TPOTOKOJ?

1. K pacnopsiMTEIbHBIM

2. K nu4HBIM

3. K criipaBoYHO-UH()OPMALHOHHBIM

4. K opranu3allMOHHBIM

39. JIenonpou3BOACTBO KaK JUCHUTUIHHA 3HAKOMHT C:

1. Teopueil W IPaKTHKON [ITOKYMEHTHPOBAHHUS W JIOKYMEHTALHOHHOIO
obecrieueHus

2. npaBuiaMu 0OpMIIEHHs] TEKCTOBOTO MaTepuaia, J0KyMEHTOB, TabIHIL

3.TeopHel JOKyMEHTAI[HOHHOTIO 00eCTe eH s

4 IPaKTHKOM JOKyMEHTHPOBAHHUS M TOKYMEHTALOHHOTO O0eCTIeIeHHUS

40. K ocHOBHBIM OJ1aHKaM OTHOCHT:

1. 6J1aHK CTPYKTYPHOTO IOpPa3aesIeHuUs

2. 611aHK KOHKPETHOTO BH/a JOKyMEHTa

3. ob6uuii 611aHK, OJTaHK MUChMa

4. 6nank ;i paboThl ¢ 3apyOeXHBIMU NTapTHEpaMu

41. Tlpuxka3s o nmpueMe Ha paboTy U3AeTCs HA OCHOBAHUM:

1. 3asBJIeHMs O IpUeMe Ha paboTy

2. 3aKJIIOYEHHOT0 TPYAOBOIO JIOroBOpa

3. ykazaHus PyKOBOAUTENS NPEATIPHITHSL

4. 3amOJHEHHOMW paOOTHUKOM KapTo4ykd T-2, JNUYHOrO 3asABICHUS, MEN.
CIIpaBKH

42. JTokyMeHTbI Ha NPEANPHUATAY ICIATCS Ha:

1. BXOos1ue, ucxoasdiuue, BHyTpEeHHUE

2. BXOOAIHEe, UCXOASLIHAE

3. BHYTpEHHHE, BHEIIHHUE

4. BXOIsIIKe, UCXOAAIIe, BHYTPEHHKE, BHEIIIHUE
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43. B KpymHBIX YYpeXJEHWX C OONBIIEM JOKyMEHTOO60POTOM
MIPUMEHSAETCS:

1. HeHTpaIM30BaHHAs CUCTEMA BEACHUS NeNONPOU3BOIACTBA

2. cMelllagHasl cucTeMa BeJICHHs [IeJI0TIPOU3BOACTBA

3. JeleHTpaIi30BaHHas CHCTeMa BEJCHUS AEIONPON3BOICTBA

4. Ha BBIOOP yUpeXKICHHS

44. Onucs Aen - 3T0...

1. CHCTEMAaTU3MPOBAHHBIA IepeYeHbh HAUMEHOBAHWW [el C YyKa3aHWEM
CPOKOB HMX XpaHEHHs

2. CHCTEMATH3UPOBAHHBINA MEpPEeYeHb 3aroJIOBKOB M JPYTUX HEOOXOAMMBIX
CBeJIEHUI O COCTaBe U COJICPXKAHUM AETI

3. COBOKYIHOCTh JOKYMEHTOB, OTHOCSIIHHCH K ONpPEJEe/ICHHOMY BOIPOCY
WITHA YYacCTKYy JesTebHOCTHA OpraHu3ayu

4. NOKyMEHTBI, CTPYNIIIMPOBaHHbIE B JeNa

45. JIokyMeHTHI B Jiejlax MOI'YT PacriojiaraTbCesi:

1. B XpOHOJIOTHYECKOM, aJIpaBUTHOM U HymépauHOHHom MOpsiAKE

2. TOJIBKO B XPOHOJIOTUYECKOM MOPSIIKE

3. TOJNBKO B aJI)aBUTHOM IIOpsIIKE

4. TONBKO B HyMEpallMOHHOM IOPsIIKe

46.J10KyMEHT - 3TO...

1. 3adUKCHPOBAHHAS Ha MaTepHalbHOM HOcHTele HHGboOpMamus C
PEKBU3MTAMH, TIO3BOJISIOIIMMY €€ MACHTHYHIIAPOBATH

2. TeKCT, IOJy4aeMbId B TIpoliecce Ie€YaTaHus Ha KOMIIBIOTEPE WIH
MULIYIIEH MaIIiHe

3. TeKcT, pa3/ielleHHbIi Ha ab3a1lbl U naparpagsel

4. uadpopmanus B moboii Gpopme

47. K xaxoit rpynne OP/I oTHOCHUTCS xapamépncmrca?

1. TOKyMEHTEI O JINYHOM COCTaBe

2. pacnopsIuTENbHbIC TOKYMEHTBI

3. uHGOPMALIMOHHO-CIIPABOYHBIC IOKYMEHTBI
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4. opraHu3allMOHHEIE JIOKYMEHTbI

48.Ctpykrypy ciyx0sl JOVY, ee GyHKUMOHAIBHbIC 33141 ONPEACIIACT:

1. pacniopsbkeHUe PYKOBOJUTEIS MPEATIPUATHS

2. IpUKa3 pyKOBOAMTENS IIPEATIPUSATHUS

3. ITonoxenue o ciayxde J10Y

4. TOMHKHOCTHBIE HHCTPYKIIUU pabOTHUKOB

49 KeM TIOANMHCHIBAIOTCS  IIPUKa3bl IO OCHOBHOM  JIESATENBHOCTH
peAnpusTUs?

1. rmaBHBIM OyXrajTepoM

2. IIaBHBIM WHXXE€HEPOM

3. IUPEKTOPOM IpEAIPUATHS

4. TUPEKTOPOM TIPEANPHSATHS ¥ TTIABHBIM OyXrajirepoM

50.KakuM DOKyMEHTOM O(QOPMIISIOTCS PELIEHUs] PyKOBOJIUTEIS, CBI3aHHBIC
¢ opraHu3zanueil paboThl, IOPSIKOM AESTEILHOCTH IPEANPUITHS:

1. mpuKa3 1o JUYHOMY COCTaBy

2. peleHue

3. npuKa3 [0 OCHOBHOH HAEATEIbHOCTH

4. UHCTPYKIAH

Tecr

1. UadopMainoHHbIE TEXHOJOIHH — 3TO...

a) COBOKYIIHOCTH METOI0OB M  IPOrPaMMHO-TEXHHYECKHMX  CPEICTB,
06beIMHEHHBIX B TEXHOJOTMYECKYIO IENoYKy, obecrneuynBaronryio c6op,
06paboTKy, XpaHeHWe, pacrpeseneHue ¥ oToOpaxeHHe MHOOPMALMH C MEJbIO
CHIDKEHHS TPYJAOEMKOCTH [IPOLECCOB  HCHONb30BaHUS  MH(OPMALHOHHBIX
pecypcoB

6) OpraHM30BAHHBI COLMAIPHO-3KOHOMHYECKUN W HAyIHO-TeXHHICCKUH
Ipolecc ~ CO3aHHA  ONTHMAIBHBIX ~ YCIOBHM  JUIi  yJOBJICTBOPCHHA

uH()OPMALHOHHBIX MOTPEOHOCTEN YeroBeKa
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B) yMeHHe lieNeHanpasieHHo paborath ¢ MHbopManuedl U HCIONL30BaTh
IS ee ToJIydeHusi, oOpaboTKu ¥ Ieperaiu KOMﬁLfoTepHy}o UHGOPMALIMOHHYIO
TEXHOJIOTHIO, COBPEMEHHbBIE TEXHUYECKHE CPEACTBA U METO/IBI

2 MiHpopMmanmoHHas KyJdbTypa 4YejoBeKa Ha COBPEMEHHOM OJTane B
OCHOBHOM OIIPE/IEIIAETCS

a) COBOKYITHOCTBIO €r0 YyMEHWH MpOrpaMMHMpOBaTh Ha S3BIKAX BBICOKOTO
YpOBHS,;

6) ero 3HAHUAMHU OCHOBHBIX TIOHSTHH HHYOPMATHKH

B) COBOKYIIHOCTHIO ~€ro  HaBBIKOB  HCTIOJIb30BAHHMSA  NPUKIAZHOTO
NpOrpaMMHOro obecriedeH s Ul CO3anus HEeOOXOIUMBIX JOKYMEHTOB

r) ero 3HAaHWAMH OCHOBHBIX BHJOB IPOrPaMMHOI0 obecriedeHuss |
[IOJIB30BATENbCKUX XapaKTEPUCTHK KOMIBIOTEPA

3. IlepcoHalIbHBIA KOMITBIOTEP CITYXKHT JUIS '

a) [Tepenauu nHGOpPMALUH

6) C6opa uHpopMaKH

B) Kitaccuduxanuu uHpopManum

r) XpaHneHus uHPOpMALHU

4, K ycrpoiicTBam BbIBOIa HHPOPMALMK OTHOCSATCS:

a) MPUHTEP

6) monem

B) MOHHMTOP

I') MBIILIb

1) 3BYKOBbIE€ KOJIOHKH

5. Tlomg mporpaMMHBIM obecrieyeHdeM HH(GOPMAIMOHHBIX  CHCTEM
ITOHMMAETCSL:

a) COBOKYITHOCTb IIPOIPAMMHBIX ¥ JOKYMEHTALHBIX CPEICTB s CO3/AHMA
¥ DKCIUTyaTalldd CHCTeM OOpabOTKH MaHHBIX CPENCTBAMH BBIYHCITATEIBHOM
TEXHUKH

6) COBOKYITHOCTb alnapaTHbIX CPEICTB
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B) COBOKYITHOCTH MPOTrPaMMHBIX M JOKYMEHTAJIBHBIX CPE/ICTB JUIs CO3/IaHus
M OSKCIUIyaTallMM CHCTEM OOpabOTKM [aHHBIX CPEACTBAMH BBIYUCIIMTEBHOM
TEXHUKH

I') COBOKYITHOCT JOKYMEHTAIBHBIX CPEICTB Ul CO3[AaHMs U SKCIUTyaTalMu
cucTeM 06paboTKK JAHHBIX CPEICTBAMYU BBIYMCIIUTEILHON TEXHUKU

6. HazrauyeHue nporpaMMHOIO obecrieueHus

a) obecreyMBaeT AaBTOMATHYECKYIO TPOBEPKY  (QYHKIHOHUPOBAHHS
OT/IeJIbHBIX YCTPOXCTB

6) COBOKYIHOCTH IPOrpaMM, MO3BOJIAIONIAsi OPraHU30BaTh pelleHre 3aj1aq
Ha OBM

B) opramusyer mporecc o00paboTkd WH(OpPMALMKH B COOTBETCTBHH C
porpaMMOu

r) KOMIUIEKC NporpaMM, obecreuyuBalonMid MEpeBOJ Ha SI3BIK MAalIMHHBIX
KOJIOB

7. VYKaxkuTe, KakuWe YCTPOHCTBA OTHOCATCS K YCTPOWCTBAM XpaHEHHUS
nHpOpPMAaLIMHK:

a) XKecTkuii MarHUTHBIN JUCK

0) Monem

B) [IpunTep

r) Cxanep

8. OCHOBO} OTIepaIlMOHHON CHCTEMBI ABJISIETCS:

a) SIpO OINEPALMOHHOM CUCTEMBI

0) onepaTHBHAas NIaMATh

B) pauBep

r) TIOJIb30BaTENb

9. CoBOKYNHOCTh IPOrpaMM, KOTOphI€ MpeAHa3sHa4YeHbl Ui YIPaBICHUSA
pecypcaMd KOMIIBIOTEpa M BBIYMCIMTENBHBIMM INpoLeccaMu, a TaKke i
OpraHm3alliy B3aUMOJIEWCTBHS MIOJIb30BaTENA C anmnapatrypoi Ha3bIBaeTCH ....

a) OIepaloOHHON CUCTEMOM

0) ¢aioBoit cUCTEMOI
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B) MPOLIECCOPOM

I') BAHYECTEPOM

10. Kakas nporpamma siB/ISIETCS TAOIMYHBIM ITPOLIECCOPOM?

a) Word

0) Paint

B) Access

r) Excel

11. Iporpamma Microsoft Word npennaznayena:

a) TOJIBKO JIsl CO3aHUsl TEKCTOBBIX IOKYMEHTOB

6) [y CO3/aHKsl TEKCTOBBIX JIOKYMEHTOB C 3JIEMEHTaMU IpaduKu

B) TOJILKO JUTSl CO3/IaHUs rpapuIecKux u300paxeHnn

I) TOJIBKO VISt CO31aHUsI TpadMIecKuX U300paXKeHHi ¢ SJIeMeHTaMU TeKCTa

12. DneMeHTapHbIM 00BEKTOM 3JIEeKTPOHHON TaOIMLIBI ABISETCS ...

a) JTUCT

0) siueiika

B) CTpOKa

r) cToJyoen

13. DnexTpoHHas TabiuIa IpeAHa3HaYeHa I

a) 06paboTKU MPEerMYIIECTBEHHO YHMCJIOBBIX JAHHBIX, CTPYKTYPUPOBAHHBIX
C MOMOIIBIO TadJIHUIL

©) yHIOpsAAOYEHHOrO XpaHeHHs M OOpabOTKM 3HAYMTENIBHBIX MacCHBOB
JIaHHBIX;

B) BH3yau3alluu CTPYKTYPHBIX cBsi3ei MeX Iy JaHHBIMH,
npeCTaBIeHHBIMA B TaOIHUIIAX;

r) penakTHpoBaHus TrpadUUecKHX INpeNCTaBIeHHH OoNbmMX 00BEMOB
uHbOpMaLIUH.

14. @aitnel, co3panHbie B mporpamme MS Access, HMEIOT pacIlIipeHue:

a) .doc;

0) .xls

B) .dbf
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r) .mdb

) .mp3

15. OcHOBHOM XapaKTepPUCTUKON MUKPOIIpoIeccopa sBJIAETCs

a) GeIcTpOJIECTBHE

0) 4acToTa pa3BEpTKH

B) KOMIIAaKTHOCTH

r) paspelaroiias crocooHOCThL

16. Cepsep - 310:

a) KOMIIBIOTEp, TPEJOCTABISIONMA B JIOCTYI TOJB30BATENsAM KaKhe-I1oo
pecypchl

6) KOMIIbIOTEP, UMEIOILUH NMOoIKNI0oYeHue K ceTn MHTepHeT

B) IEPEHOCHOH KOMIIBIOTED

r) pabodasi CTaHLIMsI

1) KOMIBIOTEP ¢ MOZIEMOM, TIOIKITIOYEHHBIH K TelehOHHOM JIHHIA

17. Cetb, B KOTOPOil OOBEAWHEHBI KOMIIBIOTEPHI B Pa3IMYHBIX CTpaHaX, Ha
pa3IUIHBIX KOHTHHEHTaX.

a) 'mobanpHas ceth

6) JloxkanbHas ceTh

B) PernonanpHas ceTh

18. Cers, cBsA3bIBaIONIasi KOMIIBIOTEPHI B IIPEJieNIaX ONMPeAeIeHHOIO peruoHa.

a) ['mobanbHas cetsb

0) JlokasbHast ceTh

B) PernonanbHas ceTh

19. YcraHoBUTE COOTBETCTBHE:

1. Bcemupnas nayruia WWW

2. DnekTpoHHast mo4ra e-mail

3. Ilepenaua daiinos FTP

4. Tenexoudepenuus UseNet

a) CHCTEMA MEPECBUIKH KOPPECIIOHAEHIIMH MEXKY IMOJIL30BaTEIIsIMA B CETH
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6) uHpOpMAlMOHHAs CHCTeMa, OCHOBHBIMH KOMIIOHEHTaMH KOTOPOMH
ABIISIFOTCS THIIEPTEKCTOBBIE JJOKYMEHTEI

B) cicTeMa ob6MeHa HH(popMaLeil MexIy MHOXKECTBOM I10JIb30BaTeNel

r) cHCTeMa Tepejadyu 3eKTPOHHOH MH(POpMAIUK, MO3BOJISIONAs KaXKIOMY
[OJB30BATENI0 CETH MOJAY4YUTh JOCTYN K TporpamMmmaM U JIOKyMeHTam,
XPaHSILIAMCS Ha YJAJI€HHOM KOMIIBIOTEpE

20. KoMnbioTep, NOAKIIOYEHHBIH K ceTd MIHTepHeT, 0053aTelIbHO UMEeT:

a) [P-agpec |

6) WEB - cepsep

B) noMmaiHio WEB - crpanuily

') IOMEHHOE UM

ITpumepsl npakmu4ecKux 3a0aHUil K MOOYJIAM:

1. CocrasjieHHe TIpHUKa3a, aKTa, paclopsHKEHHs, BHITUCKA U JIp.
CocraBieHue JOJDKHOCTHOW HHCTPYKLHH.

Pelllenrie CUTYallMOHHBIX 3a/1a4 (MMHUJIK CEKpeTaps).

CocraBnenue pabodero rjiaHa.

PelleHne cUTyallMOHHBIX 33714 (OpraHU3alyus IpueMa MoceTuTeNnel).
IIpakTHka peyeBoro 3TUHKeTa B mapax. |

CocraBieHue npe3eHTal|u.

CocTaBlieHHe IPOrpaMMBbl JHS/TIOE3IKH PYKOBOJAUTEIIS.

0 g0 Wl B W B W N

Pa6ota B cetu IHTEepHET, B TOKaJIbHOM CETH.

10. Peructpaiysi KOppECIOHACHIINH.

11.0dopmiieHne muceM.

12.TIpoeKkTHpOBaHHE U NIOATOTOBKA pabo9ero MecTa.
13.CocraBieHne NpeuMyLIeCTB U HEJOCTATKOB MPOGECCHH.
14.TToAroTOBKa peKOMEHIALHH 110 YTy4IlIeHHIO pabOThL.

15.CoctaBiieHue pe3toMe.
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OueHoYHbIE MaTepHaJbl s NPOBEICHHS HTOroBOH aTrecranuu B opme

KBaJl HCI)HR&![II‘IOHHOFO IK3aMeHa:

Bonpocsl B OHJIeTax [Uisi NPOBEPKH TEOPETHHECKUX 3HAHMH B npeaejaax
kB2 AM(HKANHOHHBIX TPeGOBAHHI:

buter Ne 1

1. PoJib ¥ MECTO CEKpEeTapsi-MallMHUCTKH B CTPYKTYPE yIPaBICHHUS.

2. Windows. 3amyck. Onucanue pabo4ero croja. PaboTa ¢ r1aBHBIM MEHIO.

3apepiueH#e paboThl.

Buster Ne 2

L. 3aKoHOaTE/IbHBIC u HOPMAaTHBHO-METOAUIECKHE aKThl,
periaMeHTUpyIoIe yIpaBieH4eckuii Tpyd, pabory C JAOKyMEHTaMH M
Ge310KyMeHTHOe 00CITy)KHBaHHE.

2. Windows. KonupoBanue Hanox u ¢aiios.

busnet Ne 3
1. OpraHu3amnys IpUeMa NOCETUTENEH.
2. Excel. BoipaBHUBaHHE COACPKHUMOTO SHEEK. N3meneHne MnapaMeTpoB

mpudTa.

buner Ne 4
1. ITpaBuia ciyxeOHOTO tenedOHHOro OOIIEHHUS.

2. Windows. DyieMeHTbl OKHa MPUJIOKCHHA.

bunet Ne 5
1. TIoMeleH s Uil eJIOTPOU3BOICTBEHHOM CITy)KOBI ¥ MX OCHAIICHHE.

2. Windows. PaboTa ¢ OKHaMH: iepeMelleHie i I3MEHEHHE pasMEpPOB.

Buner Ne 6



53

1. O6opynoBanue pabo4ero MecTa JAeI0MPOU3BOAUTEIS.

2. Excel. Turmsl cCCBUIOK Ha SYEHKH.

buner Ne 7

1. Cpenctsa 11st 00pabOTKH JOKYMEHTOB, BU/Ibl, HA3HAYECHHE, IPUMECHEHHUE.

2. Windows. ITepemelienue namnok u (annos.

Bunet Ne 8

1 IMonstue o JIOKYMEHTHUPOBAHUH.
JIOKYMEHTHPOBaHUsI.

2. Excel. Beinenenue 1uana3oHOB S4Y€EEK.

buner Ne 9
1. Yauduxanus U CTaHAapTH3aLKs
YHH(PHUIIMPOBAHHBIX CUCTEM JJOKYMEHTALMH.

2. Windows. I'lanens 3aga4.

Buner Ne 10

OcHOBHEBEIE CI1I0cO0BI

JOKYMEHTOB. Cocras

1. TpeboBanus K OPOPMIIEHUIO PEKBU3UTOB JOKYMEHTOB U OJIaHKaM.

2. Excel. YcranoBka napametpoB cTpaHubl. IlpensapurenbHblii IPOCMOTP

CTpaHHUII NIepe]] 1e4aThiO.

Buner Ne 11

1. XapakTepuCTHKA ¥ COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB, TPEOOBaHHs K

X 0hOPMIIEHHUIO.

2. IIpaBuna oopmiieHUs IPUMEYAHUM U CHOCOK.

Buner Ne 12
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1. XapakrepycTiKa A COCTaB CIIPaBOYHO-WH()OPMAUMOHHBIX [OKYMEHTOB.
TpeboBanus K UX 0(OPMIIEHHIO.

2. IlpaBuiia coctaBieHus: OMO6IMorpau4ecKoro OnMcaHus.

bunet Ne 13

1. Ocobennoctu odopmieHus Tenerpamm, Teneponorpamm. IIpasuna
nepenayu Tene(oHOrpamMMm.

2. Excel. OrkpeitHe cymecrBytomeii kaurd. Onepauuu ¢ pabourMu

JIMCTaMH.

Buner Ne 14

1. OcobenHoCTH O(OpPMIIEHHSI TOKYMEHTOB IO THYHOMY cocraBy. Cocrtas
IOKYMEHTOB M0 JJOKYMEHTHPOBAHHIO TPY/IOBBIX PaBOOTHOIICHHH.

2. KoppekTypHble 3HaKH W UX NPUMEHEHHWE NPH MPaBKe MAaIIWHOIMCHBIX

pa6ot. [TuceMo nociie KOppeKTYPHOH IPaBKH.

Buner Ne 15
1. TlomsaTue «HOKyMEHTOOOOpPOT», OOIIME IPHHLIUIBI OpraHU3aluy
JIOKyMEHTO000pOTa.

2. CokpaiieHusi, IPAMEHAEMBIE B JIEJIOBOM TEPEIHUCKE.

bunet Ne 16

1. Tlopsjgok mpuemMa | [epBOHA4YaNbHOW 0OpabOTKM JIOKYMEHTOB.
PaccMoTpeHre JOKyMEHTOB PyKOBOJIWMTENEM, NpaBuiia NEpeiavd JOKyMEHTa Ha
WCTIOJTHEHHUE.

2. TlpaBuia oQoOpMIICHHS CIIy)KEOHBIX NMUCEM C YIJIOBBIM H MPOAOJIBHBIM

miramMIiaMu.
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Buner Nel7

1. Opranuzauust 06paboTKH UCXOMAIIMX JOKYMEHTOB.

2. Opopmienue pabot ¢ hopmoii u rpadeHreM.

Bumner Ne 18

1. Cucrema peructpanuu AJoKyMeHTOB. OCHOBHOM MPUHIIKII PErHCTPaLiH.

2. IIpaBuiia 3anoHeH:s TabIHIHBIX (OPM.

Busier Ne 19

1. Opranu3anusi KOHTPOJIS UCHIOJIHEHHS JIOKYMEHTOB.

2. IlpunTepsl, cKaHepbl. Bu/ibl, Ha3HaYeHKe, IPUMEHEHHE.

Buner Ne 20

1. Homenknarypa nen. OcHOBHble TpeOOBaHMsS K OpraHW3alUy XPaHCHUS

JIOKYMEHTOB.

2. Tlepemaua pokymeHToB mo (akcy. IloaroroBka IOKyMEHTOB A

nepeiayu.

Buner Ne 21
1. IMoaroroBka Jiell K apXUBHOMY XPaHECHHMIO.

2. JlenoBoii aTuKeT. UMUK 1€10BOM KEHIIMHBIL.

Busietr Ne 22

1. Opranusanmsi [AeNONPOH3BOJACTBA IO MPEUIOKCHHUAIM, 3asBICHHIM H

)ajmobam rpaxiaa-.

2. Kynerypa cityxe6HOr0 pasroBopa. Pe1eBoii 3THKET U BEKIJIUBOCTb.

Busietr Ne 23

1. VuopManyoHHble TEXHOJIOTHH B JIENONpPOM3BOACTBE. D(P(PEKTHBHOCTH

HOBBIX METOZIOB paboThI.
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2. Byl KOHTPOJIS 32 UCIIOJIHEHHEM JOKYMEHTOB.

Buietr Ne 24

1. IlpodeccuonanbHast 3TUKa pabOTHUKA YIPABJIEHYECKOTO TPy /Ia.

2. MarepuanbHble HOCUTEIH MHGOpMalyy. BiusHre HayqIHO-TeXHUYECKOro

Iporpecca Ha JOKyMEHT U JOKYMEHTHPOBAHUE.

Busner Ne 25

1.

IocyapcTBeHHBIE CTaHAApThl HAa  YHUQHUIMPOBAHHBIE CHCTEMBI

JIOKyMEHTallU K.

2. IlpaBuna Ge3omacHOCTM TpyAa Tmpd pabore Ha MEPCOHAIBHOM

KOMITBIOTEPE.

3adanun ona npaKkmu4ecKoii Keanu@uKayuoHHoi pabomsol:

1.

Odopmienne Tekcra JenoBoi JokymeHtanuu cormacHo ['OCTy.
BhINOJIHEHHE 3a1aHus 110 pa3BuTHIO ObicTpoi neuatu Ha 1K ¢ moMouisio
HaBBIKA «CJIETIOro» AEeCATUNAIBLIEBOIO METO/A.

CoctaBuTh crnpaBKy o mnoarBepxzaenuu ¢axra obyuenus B CIIOT
CTyJeHTKH(Ta) CrenHanbHOCTH  «JlOKyMeHTallMOHHOe —obecredeHue
yrpaBlieHWss ¥ apXuBoBeleHuMe».  Pacmedararb, — yIOCTOBEpHTBH

COOTBETCTBYIOLMM 00pa30oM, IepeaaTs N0 GakCHMUIBHOH CBSI3H.

. Odopmuts npukas B coorsercTBur ¢ 'OCTom:

HayuHo-uccnenoBaTeIbCKiii HHCTUTYT PBIOHOTO X0351CTBA

[TPUKA3 Ne 22 ot 23.12.2011

MockBa

O mulaHe Hay4HO-MCCIIEOBAaTENbCKMX, METOAWYECKHX W HAy4HO-
aHanuTudeckux padbor Ha 2002 ro.

B cBsa3u ¢ yrBepxiaeHueM OObeaMHEHHEM IO PYKOBOJACTBY Hay4HO-

TexHu4eckod uHpopmamueil W mpomnaraHnoi B P® r1uiaHa Hay4HO-
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HCCIeI0BATEIbCKUX, METOJANYECKUX U HAYyYHO-aHATUTHYECKUX paboT Ha
2012 rog
ITPUKA3BIBAIO:
1. YTBepaurs:
e HAYYHBIMH PYKOBOJUTENISIMH HAYYHO-HUCCIIECOBATEIBCKUX  TEM:
I'puropsia U. B., Jlynaesa .M., Hosukosa 1O. b.
« pykosogurensivu Metonuueckux tem: [lerposy JI. A., Cugoposy M.
A., Hlykuny M. C.
e pPYKOBOJMTEISIMH HaydHO-aHAJHTHYeckux pabor: Meanoy H. A,
Hsanosy O. B., Mutuny O.I'., Cmuprosy U. C.
2. HayyHoe pyKOBOACTBO  Hay4HO-aHAJIUTHYECKMMH  paboramu
BO3JIOKUTH Ha 3aMECTHUTEIs AupekTopa uHctutyra Penpkuna B. U.
3. 3asemyrommuM oTaenamMu u pykoBogurensm Tem a0 10.01.2002
3aKOHYUTH COCTaBJICHHE TEXHWYECKHX 3aJlaHHii U IUIaHOB-TPa(HKOB,
COIrJIacoBaTh UX C PyKOBOJIUTEISIMU OTAEIIOB.
4. KOHTpOJIb 32 HCIIOJHEHUEM IIpUKa3a BO3JIaraeTcs Ha 3aMeCTUTENs
IUpeKTopa 1o Hay4Hou pabore ITasnosa B. H.
Hupexrop unctutyra B. ®. ConosreB
4. Odopmuts npuka3 B coorsercTBuu ¢ 'OCTom:
XabapoBCKU MOHTAXKHBIN KOJLIEIK
ITpuka3 Ne 170-y ot 2.10.11
O co3ganuu 1eHTpa HHHOPMAIIMOHHBIX TEXHOJIOTUH
CoOrNiacHO PpeIleHHI0 MeNarorHueckoro CcoBeTa, ¢ UeNbio 3(PEKTHBHOTrO
MCITIOJIE30BaHUs BHIYUCITUTETFHON TEXHUKH ITPUKA3bIBAIO:
Cosmate Ha ©Oaze kabubera wuH(popMmatuku LleHTp HHPOPMALMOHHBIX
texuonorui (LIUT).
Vreepauts mrat LIUT B xonuvecTse 3 equHML:
« pykoBoautens LIUT — 14 paspsig no ETC
» 3aB. 1aboparopueii — 12 TapudHbIiA paspsaa

o yrkeHep — 11 TapudHBIi paspsa
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BHecTH U3MEHEHUS B LITATHOE PACIIMCAHUE KOJIIEDKA.

Onnary Tpyna paboraukoB LIUAT npowsBoaute B npenenax (ouja
3apabOTHOM TUIATHIL. '

Jupextop xomnemxka A.C. Ilpusanos

5. Odopmuts npukas B coorBerctBur ¢ 'OCTom B mporpamme Microsoft
Word:

OO61IECTBO ¢ OrpaHUYEHHOM OTBeTCTBEeHHOCTHIO "Bect"

Ipuka3 Ne 76 ot 12.03.2011

HOxHO-CaxanuHck

O BeBesennu MHCTPYKIIUM 110 JETONPOU3BOICTBY

B mensix coBeplIEHCTBOBaHHS pabOTHI ¢ JOKYMEHTaMM Ha NPEINpPHUITHHA U
obecIieueHuH UX COXPAaHHOCTH IPHKa3bIBa0:

1. YrBepauTs MHCTPYKIIMIO IO IE€IOIPOU3BOJACTBY.

2. BeectH B neiicteue MHCTpyKIHio o genorpoussoactsy ¢ 1.04.2011 r.

3. BceM CTIpyKTYpHBIM monpasieneHusM u corpyasukam ¢ 01.04.2011
PYKOBOJICTBOBAThCSI IpaBWiaMy paboTel C JOKYMEHTaMM, 3aKpEIUICHHBIMH B
MHCTpYKIHHU IO JIEJIONIPOU3BOCTBY.

4.Cexperapro-pedpeputy A.M. VBaHOBOH COBMECTHO C 3aBEYIOIIMM
KOIHPOBATbHO-MHOXHUTENbHON — ciyx6oii  I'.  O. TlerpoBeiM  obecrie4nTs
THpaXupoBaHue MHCTpYKIMH 1O JIEJONPOU3BOACTBY M €€ Iepeady B
cTpykTypHBIe mpeanpusTus 10 1.04.2011

5. KoHTpoib 3a BHIIIOJIHEHHEM HACTOSALIErO MpHKa3a BO3JIOXKHUTh Ha
3amectuTens qupekropa npeanpusarus [1. A. Eroposa.

Hupextop M. A. Cuziopos
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[o6pbIi AeHb.

MHe Hy>KeH CYeT Ha OniaTy Ha caeayroume KaTeropuu, 5 rpyna ro 3b ATY, TY ynpasieHuyeckuii
nepcoHan, Beicota pykosogutens, [IMNO (paHue MTM)
BO3MOXKHO €L UTO-HUBYAbL HYXHO ANS [MaBHOTO MHXEHepa Mo SKChyaTaluu Ha CKnapckon KOMMNeKc.
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