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OBILIHE ITOJIOKEHUA

OcHoBHast ~ mporpamMma  NpOGECCHOHANBHOTO  OOy4YeHHss —  mporpamma
npodecCHOHANBPHOM  MOATOTOBKM  TO  JODKHOCTH — ciyxamero — «Cekperapb-
aIMUHUCTPATOp» pa3paboTaHa B COOTBETCTBUM C TPEOOBAaHUSAMHU  CIIEAYIOIIUX
HOPMATUBHO-TEXHUYECKUX JOKYMEHTOB:

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

- Ilpuka3z Munucrepcta npocsemienuss PO ot 26 asrycra 2020r. Ne 438 «O06
YTBEPKJICHUU TOPSAKAa OpraHu3alii U OCYIIECTBICHUS 00pa30BaTENbHOU JIEATEILHOCTH
110 OCHOBHBIM MporpaMmam npodhecCuoHaIbLHOTO O0yUECHUS»;

- Ilpukaz MunucrtepctBa mnpocBemnieHuss PO ot 14 wutons 2023 r. Ne 534 «O06
yrBepxkaenun llepeunsi mpodeccuit paboymx, MOJDKHOCTEH CIIyXaluX, MO KOTOPHIM
OCYIIECTBIISIETCS MPOPECCUOHATILHOE 00YUEHUEY;

- [Ipuka3z MunucrepcrBa Tpyna u couranbHou 3amuThl PO ot 15 uronsa 2020 r. Neo
3331 «O06  ytBepxAeHUMH mpodecCHOHAIBHOrO  cTaHjgapra «Croenuanuct 1o
OpPraHU3ALMOHHOMY U TJOKYMEHTAMOHHOMY OO€CTIEUEHHUIO YIIPaBICHUS OpraHUu3aluen».

[IpodeccuonanbHoOE oOydeHue OCYILECTBIISIETCS B OpraHu3aIusiX,
OCYLIECTBIISIIOIINX 00pa30BaTENIbHYIO JI€ATEIbHOCTh, B TOM YHUCJIE B Y4YEOHBIX LEHTpax
npoecCHOHaNbHON KBaIM(PUKAUMM M HA TNPOU3BOJACTBE, a Takke B (opme
caMooOpa3oBaHusd. YYeOHble UEHTPhl MPOPECCHOHATBHON KBAIM(PHUKAUUKA MOTYT
CO3/1aBaThCi B PA3JIMYHBIX OPraHU3AIMOHHO-TIPABOBBIX (OopMax IOPUIUUYECKUX JIHII,
MPEAYCMOTPEHHBIX TPAXKIAHCKUM 3aKOHOAATEIBCTBOM, MM B KauyeCTBE CTPYKTYPHBIX
NOAPA3AEICHUN FOPUINYECKUX JIHII.

®opMbl 00y4YeHHSI O OCHOBHBIM TIpOrpamMmaM Mpo(ecCHOHATBLHOTO 00y4YeHUs
OTIPENIEISIOTCS  OpraHu3alliuel, OCYIIECTBIISIIONIEH 00pa30BaTENbHYIO JCSTEIHHOCTD,
CaMOCTOSITEJIbHO, €CJIM HMHO€ HE YCTAaHOBJICHO 3aKOHOJATENbCTBOM Poccuiickon
denepanumu.

CopnepxaHue W MPOJOJIKUTENBHOCTh MPOQPECCUOHATBHOIO OOYYEHHS MO KaxKIOou
npodeccun paboyero, MOJKHOCTH CIIyXKallero ONpeAessieTcsi KOHKPETHOM mporpamMmoi
npodeCCUOHAIBHOTO O00y4YeHHMs, pa3padaThiBa€MON U YTBEPXKAAEMON OpraHu3aiue,
OCYLIECTBIISIIOIIEH 00pa3oBaTEIbHYIO AEATENBHOCTb, Ha OCHOBE NPO(ecCHOHATbHBIX
CTaHJapTOB (TIPU HAJIMYKMM) WK YCTAHOBJICHHBIX KBaIU(UKAIMOHHBIX TPeOOBaHUI, €CIIH
MHOE€ HE YCTAaHOBJICHO 3aKOHOJATeIbCTBOM Poccuiickoit @enepannu.

Cpokr Hauajma ¥ OKOHYAHHS MPO(PECCHOHATLHOTO OOY4YEHUs OIPEACNAIOTCS B
COOTBETCTBMM C  y4yeOHBIM  TUTAHOM  KOHKPETHOW  OCHOBHOM  TIPOTpaMMBbl
npodeccuoHanbHOTO 00y4YCHHUS.

OOpazoBaTenbHas NEATEILHOCTh 0 OCHOBHBIM TpOTrpaMmaM Mpo¢heCcCHOHAIBHOTO
oOydeHHUs1 OpraHu3yercss B COOTBETCTBHHM C pACIHUCAaHUEM, KOTOPOE OIpeessieTcs
OpraHu3aIMeH, OCYIIECTBISIONICH 00pa30BaTEIbHYIO IEATEILHOCTD.

[IpodeccuonanbHoe o0yueHHEe Ha MPOU3BOACTBE OCYILECTBIAETCS B Ipenaenax
pabouero BpeMEHU OO0Yy4alollerocsi MO COOTBETCTBYIOLUIMM OCHOBHBIM MpOrpaMmam
po¢heCCUOHATILHOTO O0y4EeHUSI.
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[IpodeccuonanbHoe oOydeHHE MO HMHAUBHAYyaIbHOMY y4yeOHOMY IUIaHy, B TOM
YHClie YCKOPEHHOE 00yUYeHue, B Mpejenax 0CBauBaeMoi MporpaMMbl TPo(PecCHOHATEHOTO
0Oy4YeHHSI OCYIIECTBIIICTCS B TIOPSIKE, YCTAHOBJICHHOM JIOKAIBHBIMA HOPMATHBHBIMH
aKTaMd OpraHM3allMM, OCYIIECTBIIIOMIEH 00pa3oBaTelbHYIO JAESITeNbHOCTh. [lpu
MPOXOXKJICHUNU TMPOPECCHOHATBPHOTO OOyYEeHHUS B COOTBETCTBHH C WHIWBUIYAJTbHBIM
y4€OHBIM IUIAHOM €ro MPOJOJIKUTEIBHOCTh MOMKET OBITh HW3MEHEHa OpraHUu3alHeH,
OCYIIECTBIISIFOIIEH 00pa3oBaTeNbHYIO JAEATEIbHOCTh, C YYETOM OCOOEHHOCTEH U
00pa3oBaTeNbHBIX MOTPEOHOCTEN KOHKPETHOTO 00YYarOIIETOCs.

Peanuzanyss OCHOBHBIX MPOrpaMM MpoecCUuOHANIBHOTO OOYUYEHHS COMPOBOKIACTCS
IIPOBEICHUEM MPOMEKYTOUHOM arrecTtanuu oOydaromuxcs. DopMbl, TEPUOJUYHOCTh U
MOPSJIOK TIPOBEJICHUS TPOMEXKYTOUYHOM aTTecTallud O0y4YalolMXCsS YCTaHABJIMBAIOTCS
OopraHu3alKen, OCyIIEeCTRISIONIEH 00pa30BaTENbHYIO IEATENbHOCT, CAMOCTOSTEIBHO.

[IpodeccuonanbHoe oOyueHHE 3aBeplIaeTCs WTOTOBOW arTecTanued B Qopme
KBTM(PUKAIIMOHHOTO PK3aMeHa.

KBanudukanoHHbI 3K3aMEH TPOBOJUTCS OpraHU3aIuel, OCYIIECTBIISIIONICH
00pa3oBaTENbHYIO JIEATEIBHOCTD, ISl ONPEIEICHUS] COOTBETCTBUS MOJYYEHHBIX 3HAHUM,
YMEHUH U HABBIKOB MPOTpaMMe MPO(ECCHOHATBHOTO OOYUYEeHHsI U YCTAHOBJICHUS HA 3TOU
OCHOBE JIMIIAM, TMPOIICAIIUM MPOPECCHOHATIBHOE O00y4YeHHe, KBAIU(PUKAIMOHHBIX
pa3psA0oB, KIAcCOB, KaTE€ropuid 1O COOTBETCTBYIOIIMM MpodeccusiM padoyux,
JOJDKHOCTSIM CITY>KaluX (TIpY HATMYKUK TaKUX Pa3psioB, KJIACCOB, KATETOPHI).

®opmbl  TIPOBEJEHUS  KBATM(PUKAIMOHHOTO  JK3aMEHa  yCTaHABIIUBAIOTCS
OpraHu3alMeN, OCYIIECTBISIONIEH 00pa30BaTENbHYIO IEATEIbHOCTD.

JIuo, ycnemHo ciapiiee KBaTM(PUKAIMOHHBIN SK3aMEeH, MOoJydyaeT KBATU(PUKAILIUIO
no mnpodeccuu padoyero, AOHKHOCTU CIYyXaIlero C MNPUCBOCHHEM (MPU HATUYUU)
KBAIM(PUKAIIMOHHOTO pa3psjia, Kjiacca, KaTeropuu Mo pe3ysibTaraMm MpodecCHOHATBEHOTO
0o0Oy4eHHsi, YTO TOJTBEPXKIACTCS JOKYMEHTOM O KBaIH(pUKAIUKU (CBUACTEIHCTBOM O
npodeccun pabodero, JOJHKHOCTH CITYKAIIero).

Kpamudukamms, ykaspiBaeMass B CBUICTEIbLCTBE O Tpodeccun pabdodero,
JOJDKHOCTH  CITY’Kalllero, JaeT €ero o0JiajaTelto MpaBO 3aHUMAThCS OINPEIEICHHOU
npoeCCUOHATIBHON JIESATEILHOCTHIO WJIU BBIMOJHATH KOHKPETHBIE TPYAOBBIE (DYHKIIWH,
JUIs. KOTOPBIX B YCTAHOBJIEHHOM 3aKOHOJATeNbcTBOM Poccuiickont denepannu mopsiake
onpeneneHbl o0g3aTeNbHble TPeOOBAaHMA K HAJIMYMIO KBadu(UKAIMU IO pe3yJbTaTaM
npo(ecCUOHANBHOTO O00YYEHHUsl, €CIM HWHOE HE YCTAaHOBJIEHO 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanumu.

Opranuzanuu, OCYUIECTBJISIOLINE 00pa3oBaTeIbHYIO NesTENbHOCTb,
CaMOCTOSITEJIbHO YCTaHABJIMBAIOT 00pasilbl BHIJABAEMOTO CBHJIETEILCTBA O mpodeccuu
pabouero, AOHKHOCTU CIYXKAIEro, U ONPEACNISIIOT TMOPSAI0K WX 3aMOJIHCHUS W BBIJAYH.
[Ipu ompeneneHuu mopsiKa 3aMoJIHCHUS, y4eTa M BBIJAYHM CBUJETEIHCTBA O Mpodeccuun
pabouero, AOMKHOCTA CHYXKAIlEero B HEM TaKXe NPEeIyCMaTPUBACTCS MOPSIOK
3aroJTHEHUs, yueTa U BbIIaun AyOIrKaTa yKa3aHHOTO CBUICTEIILCTBA.

Jluam, He OpPOLIEAIIMM WTOTOBOW AaTTECTAMU WM TNOJYYHUBIIMM Ha HUTOTOBOU
aTTeCTAllMM HEYJOBJICTBOPUTENIbHBIE PE3YyIbTaThl, a TaKXe JHUIaM, OCBOMBIIMM YacTh
OCHOBHOM MporpamMmbl MpodeCcCHOHAIBHOTO 00yueHHs U (WIM) OTYMCICHHBIM U3
OpraHu3alllK, OCYUIECTBISAIONIEH 00pa30BaTEIbHYIO IEATEIbHOCTD, BBIIAETCS CIpaBka 00



0o0y4eHUH WIH O Nepuojie 00ydeHus: 1Mo oOpasily, CaMOCTOSITEIbHO yCTaHABIMBAEMOMY
OpraHu3alKen, OCyIIeCTBISIONIEH 00pa30BaTENbHYIO IEATENIbHOCTb.

Henb ocHOBHOII mnporpaMmbl NPO(ecCHOHAIBLHOIO O0y4eHMsl — OCHOBHOM
nporpaMmMbl  TPOPECCHOHAIBHOTO  OOy4eHHs — TporpaMma mpodheCcCHOHATBHOU
MOJITOTOBKHU MO JIOJKHOCTH Citykamero «Cekperapb-aAMUHUCTPATOP» — (POPMHUPOBAHUE
y o0ydJarommxcs MpoPpeCCHOHATBHBIX 3HAHUH, YMEHHUI ¥ HABBIKOB TIO TPO(ECCUH.

OcHoBHast  1edb BUAAa  NPO(ECCHOHANBHOM  JEATENBHOCTH.  peau3alius
obOecrieunBarOmMX  (QYHKIMIA  yNpaBieHHWs  OpraHU3aleil; BHEAPEHHE  JIyYIIUX
TEXHMYECKUX pPa3pabOTOK W HOBEHIIMX TEXHOJOTHMM B oOOecredeHrue YyIpaBlIeHUS
OpraHU3aIEH.

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

OOpazoBarenbHasl I€ATEIbHOCTh [0 MPOrpaMMe OpPraHU3yeTCs B COOTBETCTBHM C
y4€OHBIM TUIAHOM, KaJIEHJAPHBIM IPa(UKOM U PACTIHCAHUEM.

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

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

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

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

npo¢eCCUOHANIbHBIX (BBITIOJHATh OMpeeEHHbIE ACHCTBUS, OMepaluu, He0OXOIUMbIC B
MOCJeAYIONIEM B MPoheCCUOHAIBHOM JIESITEIbHOCTH) TaHHOU paboueit nmpodeccun.

JInsi BCceX BUAOB ayAUTOPHBIX 3aHITUNA aKaJeMUYECKUH 4Yac YCTaHABIMBAECTCA
IIPOIOJKUTEIBHOCTHIO 45 MUHYT.

Pe:xxum npoBeaeHusi 3aHATHH He Oosiee 8 yacoB B CyTKU. OOIIUNA CPOK OCBOCHHUS
[TporpaMMsbl coriacoBbIBaeTCsl ¢ 3aKa3uMKOM MHAMBHAyalibHO. Pacrucanue u y4eOHBbIi
rpauK COCTABISIOTCS C yU€TOM 0COOEHHOCTEH 3aKka3zumka.

dopMa peau3anny NPOrpaMmbl — OUHAs.

C ygetom ocoOeHHOCTE © 0Opa30BaTeNbHBIX MOTPEOHOCTEH KOHKPETHOTO
oOyyarorierocss (Ciymiatresns), B COOTBETCTBUU CO CHEIU(PUKONW M BO3MOKHOCTSIMU
o0pa3oBaTenbHON OpraHW3aIyK, HA OCHOBAHHUH JCHCTBYIOIIETO 3aKOHOAATeNbcTBa PO n
JIOKaJbHBIX aKTOB 00pa30BaTENbHON OpraHU3allu, JJi1 OTAEIBHOTrO0 00y4aronlerocs Wiu
IPYIIbl 00YYaIOMMXCSI MOXKET OBbITh OpraHu30BaHO OOy4YeHHE IO WHIAWBUIYaTbLHOMY



y4eOHOMY IUTaHy, B TOM YHMCIIE MPEIyCMaTPUBAIOIIEMy YCKOPEHHOE OOyUeHHUE B paMKax
OCBanMBaEcMOM TIPOTPAMMBI.

K ocBoeHHI0O MporpamMMbl JOMYCKAKTCS JIMIIa HE MOJIOKe 18 Jjier, u mMeromme
oO1mee cpemnee 0Opa3oBaHUe WK cpeaHee MpodeccuoHaIbHOE 00pa3oBaHUE.

IHJIAHUPYEMBIE PE3YJIBTATBI

[Tnanupyembie pe3ynbTaThl 00yudeHus mo [Iporpamme chopMUpOBaHBI C Y4ETOM
TpeOOBaHMI HOPMATUBHBIX TOKYMEHTOB.

XapakTepucTUKAa KBAJIU(PUKALUMN.

OpranuzaimoHHoe obecrneueHne e TeIbHOCTH OpraHu3aliu.

YpoBeHs kBasdukanuu — 3.

Bo3MosxHBIC HAUMEHOBAHUS CekpeTapb-aAMUHHCTPATOP
JOJDKHOCTEH, Tpodeccuit

TpebGoBanust k 00pa30BaHUIO U Cpennee o0miee oOpazoBaHue

00y4YCHHIO [TpodeccuonanpHOe 00yUYeHUE - MPOrPaMMbl TPOPECCHOHATIBHON
MOJTOTOBKH IO JIOJDKHOCTSIM CITY KAIIUX, IPOTPAMMBI
MEPENOrOTOBKH CITYKAIIHUX, TPOrPAMMBbI MIOBBIIICHHUS
KBTM(DUKAIIMH CITYXKAIIUX

TpebGoBaHMsI K OIBITY -
NPaKTHYECKOH paboThI

OcoOsle yciioBus J0IycKa K -
pabore

Jpyrue xapakTepuCTHKU -

I[OHOHHI/ITCJIBHBIC XAPaAKTCPUCTHUKHU

HanmeHnoBanue 1okymMeHTa Kon HanmenoBanue 0a30Boii rpymbl, JOKHOCTH
(mpodeccun) uiu CrienualbHOCTH

OK3 4226 Crnyxamue B mpueMHoH (o01ero mpodurs)

OKIIATP <3> 26353 Cexperapb-MalIMHUCTKA

<3> OOmepoccuiickuii knaccudukarop npodeccuit padbounx, TOJHKHOCTEN CITyXKaIUuX U
Tapu(PHBIX pa3psaoB.

IIepeyens npogeccuoHANBHBIX KOMIIETEHIMH (TPYA0BbIe PyHKIUMN) —
XapaKTePUCTUKA KOMIICTCHIUM

Kommnerenmmst (tpynoBast dbynkuus): 1. Ilpuem u pacnpesnenenne TenehOHHBIX
3BOHKOB OpraHU3aluu

Tpynossie gencTBUs [lepenanpanienue TeaeOHHBIX 3BOHKOB PYKOBOJICTBY U
COTpPYJHUKAM OpraHU3aluu

Perucrpaius noctynaromux Teae@OHHbIX 3BOHKOB
[Tonyuenne HeoOXxoauMOM MHPOpPMALINK U TIEpeaada
CaHKIIMOHUPOBAHHOM MH(pOpMaUU 10 TesnedoHy



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

HeoOxoaumbie ymeHUs Hcronp30BaTh TEXHUYECKUE U IIPOTPAMMHBIE CPEJICTBA JIJIS
MIPOBEICHHMS TOJIOCOBOH WIIH BHICO-KOH(EPEHII-CBA3U
Hcrnonp30Bath cpeicTBa KOMMYHUKAIIMOHHOW OPTTEXHUKH
JUTSI TIOJTyYeHUs U Tiepeaadn nHpopmaImuu

Bectu yueTHbIC peructpaninoHHbie POPMBI, UCIIONH30BAThH
uX JUIst ”HQOpPMAIIMOHHON pabOThI

VYcraHaBIMBaTh KOHTAKT C COOECETHUKOM, TIOIIEPKUBAThH U
pa3BUBATh JCIOBYIO Oecey B mporiecce Tene(OHHbBIX
IIEPETOBOPOB

CrnaxuBaTh KOH(PJIMKTHBIE U CJIOKHBIC CUTYaIlUH
MEKINYHOCTHOIO B3aNMOIEHCTBHUS

CoOmro1aTh CIIyKEOHBIN ITUKET

HeoOxonumeble 3HaHuA @yHKIMY, 3a]]a4H, CTPYKTypa OpraHu3aluu, €€ CBsI3U
[IpaBuna B3aMOJIEHCTBHS C MTAPTHEPAMU, KIHEHTaMH,
CpelcTBaMu MaccoBOW MH(pOpManuu

ITHKA JIEJTOBOTO OOIIEHUS

[IpaBuna peueBoro 3TukeTa

TpeOoBaHus oXpaHbl Tpya

[IpaBuna 3amuThl KOHPUACHIIMAIBHON CITYXKEOHOM
nHpopmanuu

Jlpyrue XxapakTepucTuku | -

Kommnerennust (TpynoBast ¢yskius): 2. Opranuzanus paOOThl C IMOCETUTEISIMU
OpraHu3aluu

TpynoBble nencTBus Bcerpeua nocerurenel, nofiyueHrue nepBUYHON HHPOpMaLUu
0 MOCETUTENSIX U MIOMOIb B OPraHU3alluu UX Npuema
PYKOBOJUTEIIEM U COTPYIHUKAMHU

Benenue xxypHana 3anmucu NoCETUTEIIEH

VYyet nocerureneil U opopmiieHHE NPOMYCKOB

CopeiicTBrE ONIEpaTUBHOMY PACCMOTPEHUIO MTPOCHO U
MPEIOKEHUMN TTOCETUTEIIEH

[Ipuem u nepenavya JOKYMEHTOB ITIOCETUTENIEN PYKOBOACTBY
U COTPYAHUKAM OPTraHU3aLUU

Opranu3zanus 1 OpOHHPOBAHHUE EPETOBOPHBIX KOMHAT
CepBupoBka yaifHOTO (KO(eHHOT0) CTOJIa B 0puce
[TpuroroBneHue HanMTKOB (Yaii, Koe, MPOXTaTUTEITLHBIE
HAIUTKH)

Heob6xonumbie yMeHus OO0waTbCs € MOCETUTEISIMU

Hcnonb30BaTh yCTaHOBIICHHBIE MTPABUIIA U MPOLIETYPbI
KOMMYHHUKAIIMU BHYTPHU OpraHU3aIuu

Bectu yuetHbie popMbl, UCTIONB30BATh UX JJISI pa0OTHI
Co3naBaTh MOJIOKUTEIbHBIN UMUK OpTraHU3aIun
[TpuHUMAaTH MEPHI 10 Pa3PEIICHNUIO KOH(PIUKTHBIX CUTYyaIuit
[TpumensaTs nHGOPMAITMOHHO-KOMMYHHUKAITMOHHBIC




TEXHOJIOTUH
ObecneunBaTh KOHPUACHINATILHOCTH HHPOPMAITUU

HeoOxoaumMele 3HAHUS

[IpaBua opranu3anuy npuemMa moceTuTenei

[IpaBuna nemoBOTO OOIIECHUS

CtpyKTypa opranu3zaiuu 1 pacnpeaenenne QyHKIUui MexIy
CTPYKTYPHBIMH MOAPA3ICICHUSIMH U CIIEIIHAINCTAMHU
[IpaBuna opranu3zanuu NpueMoB B ouce

[TpaBuna cepBUpOBKH YaiiHOTO (KO(GEHHOr0) cTOja
[IpaBuia mpUroTOBIEHUS U MOIAYU TOPAYUX HAITUTKOB U
3aKyCOK K HUM

DTHKa JeI0BOro O0IIEHUs

IIpaBuiia peueBOro 3TUKETA

TpeboBanust oxpaHsl Tpyaa

[IpaBuna 3amuThl KOHPUACHIMAIBHON CITYXKEOHOM
uH(popmanuu

Jpyrue xapakTepuCTUKH

Kommerenmmst (TpymoBas ¢yHKIus): 3. DBeIosHEeHWE KOOPAMHHUPYIOMIUX U
obecrneunBaronX QyHKIHMI

TpynoBeie AercTBUSA

Benenue xxypHaina pa3pe310B paOOTHUKOB OpraHU3aI|H
Koopaunanust paboThl KypbepOB U BOJUTENEH OpraHu3aluu
Benenue xxypHaia pa3be310B KypbepOB OpraHu3aiu 1
MapIuIpyTOB BOJUTEIEH

CocrapiieHue CripaBKH O pa3be3ax padOTHUKOB, KypbepOB
U MaplIpyTax BOAUTENICH OpraHu3alun

Heobxoanmbie ymeHus

CoCTaBIATh U BECTH YYETHBIC JOKYMECHTBI

[TpuMeHATh cpecTBa KOMMYHHUKAIIAN JTSI TIEpeIavH
MOPYYCHHUHN PYKOBOAMUTEIS U COTPYAHUKOB OpTraHU3AINH
[IpuMeHsaTh COBpeMEHHBIE CpeaIcTBA cOopa, 00paboTKH U
nepenadn uHbopmaIuu

OneHuBarth pe3ysabTaThl B paMKaxX MOCTaBICHHBIX 337124
Ocy1miecTBIATh KOHTPOJIb UCTIOJTHEHUS TOPYICHHIM
PYKOBOJUTEIISI COTPYAHUKAMHU

Heo0xomaumele 3HaHUSA

[IpaBuna peueBoro 3TuKeTa

ITHKA JIEJTOBOTO OOIIEHUS

TpeOGoBaHus oxpaHbl Tpya

[IpaBuna 3amuThl KOHPUACHIIMAIBHON CITYXKEOHOM
uH(popMaIuu

CtpykTypa opranu3aiiiu 1 pacrpejaesieHue pyHKIUu Mexy
CTPYKTYPHBIMH MOJPA3JACICHUSIMU U CHEIUATNCTAMU

Jpyrue xapakTepucTUKU

OPTAHU3AIIMOHHO-IIEJAT'OTNMYECKHE YCJIOBUA



OOpazoBaTebHBIA MPOIECC OCYUIECTBISETCS HA OCHOBAHWM YYEOHOro IUIaHA U

periiaMeHTUPYETCs pacIUCAHUEM 3aHATUN JUTS KaXA0W y4eOHOM TPyIIIbI.

PesxxuM 3ansATHH: HE O0Jiee 8 4acoB B JICHb.

MartepuaJibHO-TeXHHYECKOe o0ecnevyeHrne 00pa3oBaTeIbLHOI0 pouecca

MarepuajibHO-TEXHUYECKHE YCJIOBHS:

Teopernueckoe o0y4eHmue:

OO0pazoBaTenbHas OpraHu3aIisg UMEET YIeOHbIN KaOWHET, OCHAIIEHHBIN CIICTYIOITIM
HEOOXOMMBIM 000PYOBaHUEM JJIsI IPOBEICHUS 3aHATHIA:

- CTOJI mIpenoaaBarens — | mt;

- CTyJ npenojaaBaresns — | mwr;

- cTOJ 17151 oOy4Jaromuxcs — 4 mrT;

- CTYJ JIJIs1 OOy4Yaronuxcs — 8 IIT;

- KOMIIbtoTep — 1 T

- MOV — 1 mir;

- MapKepHas Jocka — 1 mT;

- KyJIep ¢ BoJou — | mr.

B COOTBETCTBUHM C TPEOOBAHUAMHU IO 3aKOHOAATEIbHBIM, HOPMATHBHO-TIPABOBHIM
aKTaM.

IIpakTnyeckoe ody4enue:

Opranusyercss IMyTe€M  HENOCPEJICTBEHHOIO  BBINOJHEHHUS  OOYYarOIIUMHUCS
ONPENCIICHHBIX BUJOB paldOT, TMPAKTUYECKUX 3aJaHUi, CBS3aHHBIX C Oyayiien
PO EeCCUOHATIBHOMN ESITENIBHOCTHIO.

JIisi TpakTUYeCKUX 3aHATUM — 0Opa3oBaTelibHAsl OpraHu3alis HUMeeT Y4eOHbIN
KaOWHET, OCHAIIIEHHBIN:

- CTOJI mpenoaaBaress — | mr;

- CTyJ npenojaaBaresns — | mr;

- CTOJI Ju1s oOydJaromuxcs — 4 1T,
- CTYJ Ji1s1 oOy4Jarommxcs — 4 mr;
- KoMIbloTep — 4 1IT;

- MOV — 1 wr;

- MapKepHas 1ocka — 1 mrt;

- KyJIep ¢ BOJoM — | mr.

B COOTBETCTBUM C TPEOOBAHUSAMH IO 3aKOHOJATEJIbHBIM, HOPMATHUBHO-IPABOBLIM
aKTaM.

Kaaposoe obecrieuenue 00pa3oBareibHOIO Mpouecca

[Ipy peamn3anmu JaHHOW MPOrpaMMbl K  IEAArOTHYECKOW  JEATEIBbHOCTH
JOMYCKAIOTCA  JIMIa, WMEIoMe MpodecCuoOHAIbHOE WM  BBICIIEe 0Opa3oBaHHE,
OTBEYAIOIINE KBATU(UKAITMOHHBIM TPEOOBAHMIM, YKAa3aHHBIM B KBAIM(DHUKAITMOHHBIX
CIIpaBOYHUKAX, U (WIH) MTPOQPECCHOHATIBHBIM CTaHAApTaM, UMEIOIINE MPOPECCUOHATILHOE
oOpa3oBanue, 00J1a1al0IKUe COOTBETCTBYIONIEH KBaTH(UKAINEH, HMEIONTUE CTaX PabOTHI,
HEOOXOMUMBINA [IJIS1 OCYIIECTBICHUS OO0pa30BATEIBHONU NEATEILHOCTH MO pean3yeMOoi
nporpamMme, B TOM YHCJI€ MacTepa Mpou3BOACTBEHHOTo oOydyeHus. K oOpazoBaTenbHOMY
MpOIECCY MOTYT OBITh TIPUBJICUCHBl PYKOBOJAMUTEIM U PAOOTHUKU MPOPUILHBIX
opraHuzanmii u (WIM) uUMEIIUe onblT paboTel B chepe opraHuzaluM U
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JIOKYMEHTAIMOHHOTO oOecrieueHus YIpPaBJICHUS OpraHu3alUsIMU JOOBIX
OpraHU3aIMOHHO-TIPABOBBIX (HOPM.

HNUTOI'OBASA U ITPOMEKYTOYHAA ATTECTALIUA

Peanu3amus nporpamMmsl npoQeccCHOHANbHON MOATOTOBKH MO Mpodeccuu pabodero
«Cekperapb-aIMUHUCTPATOP»  CONPOBOXAAETCS  NPOBEIECHUEM  MPOMEKXYTOUHOU
arrectauu  oOywatoruxcsa. Dopmbl, MEPUOIUYHOCTH U TMOPSIOK  MPOBEACHHUS
IPOMEXYTOUHOM arrecTauy OO0y4arolIMXCs YCTAaHOBJEHbl Y4YEOHBIM IUIAHOM, B
COOTBETCTBHHM C JICHCTBYIOIMMHA HOPMATUBHBIMHU aKTaMHU.

[Tomy4yuBHIME HA TPOMEKYTOUHOMN aTTECTAL[MU HEYIOBIECTBOPUTEIIBHBIE PE3YJIbTATHI
JI0 UTOrOBOM aTTECTALMU HE JIOITyCKAIOTCS.

[IpodeccuonanpHoe oO0yuyeHHE 3aBEpIIAETCS WTOrOBOW arTecTanueid B Qopme
KBaJIM(PMKALIMOHHOTO SK3aMeHa.

KBanupukanMoOHHBIA 53K3aME€H NPOBOAMUTCS, MJs ONPENEICHUsS COOTBETCTBUS
NOJIYYCHHBIX 3HAHUM, YMEHUW M HaBBIKOB OCHOBHOH MpOTrpaMMbl MPO(ECCHOHAIBHOIO
o0ydeHuss — mporpamma Hpo(heCCHOHAIBHOW MOATOTOBKU IO JOJDKHOCTH CITY’Kallero
«Cekperapb-aIMUHUCTPATOP.

KBanugpukanroHHbIN 5K3aMEH HE3aBUCUMO OT BHJIa MPO(ECCUOHATBHOTO 00YYEeHUS
BKJIIOYAET B ce0s MPAKTHUUECKYIO KBATU()UKAMOHHYIO padOTy U IPOBEPKY TEOPETUUECKHUX
3HAaHWI B Mpejesiax KBaJu(UKAMOHHBIX TPEOOBAaHUH, YKa3aHHBIX B KBAIU(DUKAIMOHHBIX
CIOpaBOYHHMKAX, W (WIM) Mpo(ecCHOHATBHBIX CTaHAApTOB IO COOTBETCTBYIOIIMM
npodeccusiM pabouux, JOJDKHOCTAM ciykammx. K npoBeneHuio KBanu(pHUKAIMOHHOTO
9K3aMEHa MPUBJIEKAIOTCS MPEACTaBUTENN paboToaaTeael, ux 0ObeIUHEHHN.

KonuyecTBO 4YacoB, OTBOAMMOE HA H3YYEHUE OTHCNIBHBIX TEM IPOrPaMMBI,
NOCJIEIOBATEIbHOCTh UX H3YYEHHMs], B Clydae HEOOXOJUMOCTH, pa3peliaeTcs HU3MEHSTh
IIPU YCIIOBUH, YTO MPOTpamMMbl OYyT BBIIIOJHEHBI MOJIHOCTHIO TIO COAEPIKAHUIO U 001LIEMY
KOJIMYECTBY YaCOB.

YUEBHBIN IVIAH
KoanuyecTBo 4acoB
Ne
B 10 ciie
u/n Pa3nennbl nporpaMmsl Beero TOM YHCJI
J 113 1A
1. |Teopetruyeckoe oOyueHue 136 134 - 2
2. |llpakTHueckoe o0yueHue 46 - 44 2
3. |Koncynpramnus 2 - - -
4 Hrorosas arrecranus (KBanudukanoHHbIH 6 ) i i
" |aK3amen)
HUTOTO 190 134 44 4

*Coxparenus B Tadmmne: JI — nexuuu; I3 — npakTudeckue 3aHITHS;
ITA — npomeXyTOYHas arTecTanusl.
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YYEBHO-TEMATHYECKHWH IVIAH

Koau4vecTBO yacoB

Ne HaumeHoBaHue pa3/iesioB U TeM B Tom 4ucJe
n/n Bcero
J 113 ITA
Teopernueckoe o0yueHune 136 134 - 2
1 HopmartuBHO-1ipaBoBO€ oOecrieueHre 4 4 - -
CEKPETAPCKOM EATETbHOCTH
2 JIOKyMEHTHpPOBaHUE YIIPABICHYECCKON 12 12 - -
JICSITCIBbHOCTHU
3 OpraHu3anusi KOHTPOJIA UCITOJTHEHHS, 12 12 - -
dhopMUpOBaHUsI, UCTIOJIHECHUS U XpAHEHUS JIET
4 KondunenuuanbHoe 1eT10IpPOU3BOJCTBO U 3 3 - -

3aiuTa uHdopmanuu

5 |OpranuzaimoHHoe 00ecreueHrue ynpaBJIeHUs 12 12 - -

ABTOMaTI/ISa]_II/IH AOKYMCHTAIIMOHHOI'O B -

6 38 38
o0ecrnieuyeHus ynpapJeHUs] B OpraHu3aluu
7 [TpodeccnonanpHas 3TUKA U JEIOBOM STUKET 32 32 - -
CeKpeTapsl.
8 |OxpaHna Tpyna 16 16 - -
IIpakTH4eckoe o0yyeHHne 46 - 44 2
1 [TpakTukym no nporpamme Kypca «Cekperapb- 24 i 24 ]
aJIMUHUCTPATODP»
[IpakTrueckas kBanupuKamoHHas paboTa 22 - 20 2
KoncyabTamus 2 - - -
HUrorosast arrecraums
. 6 - - -
(KBasmnpukaumoHHbINH IK3aMEH)
UTOI'O 190 134 44 4
*CoxpalieHus B TaOJIHIIC:
JI — nekuuu;

I3 — npakTUYeCKUE 3aHATHS,
ITA — npoMeXyTOYHas arTecTanusl.

KAJIEHJAPHBINA YYEBHBIN I'PAD®UK

Kanennapusiii y4eOHBIN rpaduk ompeaesseT KOJIUMYECTBO Y4YEOHBIX HEACHb B
COOTBETCTBUH C TPYJAOEMKOCTHIO U CPOKOM OCBOEHHS MPOTPAMMBI, a TaK)Ke MOHEAEIHLHOE
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pacrnpezenieHde y4eOHOW Harpy3ku Ha oOyudaromierocs. JlaTel Hadala M OKOHYAHUS
0o0Oy4YeHHMs] YCTaHABIMBAIOTCS MO Mepe KOMIUICKTAllMM TPyNIn B TEUEHUE BCEro
KaJIEHJApPHOIO ro/1a.

2 mecdua Bcero
Ne | HauMmeHOBaHME TeEM HeOeIu MecsIa
1 |2 |13 |4 |5 |6 |7 |8
KOJI-BO YaCOB B HEJIEIIO
Teopernueckoe o0yueHue 40 | 40 40 | 16 136

1 HopmaTtuHo-1ipaBoBoe o0ecrieueHue 4 4
CEKPETapCKOil e TeNIbHOCTH

5 JIoKyMEHTUpOBaHUE YIIPABICHUYECKOM 12 12
JIeSITEITbHOCTH
Opranu3zanus KOHTPOJISI UCIIOJTHEHUS,

3 | bopMupOBaHUS, UCTIOTHCHHUS H 12 12
XpaHeHus el
Kondunennmanpaoe

4 | menonpou3BOJICTBO U 3alTUTA 8 8
uHpOpMaUn

5 Opranu3anioHHOe o0ecreyeHne 4 8 12
yIpaBIeHUS
ABTOMAaTH3aIMs TOKYMEHTAIMOHHOTO

6 | obecrieueHus yrpaBieHHUs B 32 | 6 38
OpraHu3aIu
[TpodeccuonanbHas 3THKA U JICTOBOM

7 | aTHKET 32 32
ceKperaps.

8 | Oxpana Tpyna 2 | 14 16
ITpoMexyTouHas aTTeCTalMsl 2 2
IIpakTH4eckoe o0yueHune 24 | 22 46
[TpakTHKyM 1O porpamme Kypca

1 24 24
«CekpeTapb-aIMUHUCTPATOP»

[TpakTuyeckas KBaTu(pUKAIMOHHAS 29 29
pabota
KoncyabTanus 2 2
Hrorosas arrecrauus

N 6 6
KpainpukanuoHHbIH 3K3aMeH)
UTOTrO 40 | 40 | 40 | 40 | 30 190

PABOYAS ITPOI'PAMMA.

COILEPKAHHUE YUEBHBIX ITUCIIUITJINH
Teopernueckoe o0yuenue
Tema 1. HopmaTuBHO-IpaBOBOE 0O0ecneYeHHe CEKPeTApPCKOii 1esiTe IbHOCTH

3akoHOAATENbHBIE W HOPMAaTWMBHBIE IpaBOBbIE akThl Poccuiickonn dPepepanuu B
chepe TOKyMEHTAaMOHHOrO oOecrneueHus ynpapiieHus. DenepaibHble  3aKOHBI.
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Hopmartusnabie akThl Ilpesuaenta u IlpaButensctBa P®. JlokymeHTH (enepabHbIX
opranoB ucnoyiHutesnbHou Biactu. 'OCTEl.

Tema 2. /lokyMeHTHpPOBaHUE YIIPABJICHYECKOM 1eATeIbHOCTH

CocraB peKBU3UTOB JOKYMEHTOB.

[IpaBuna opopmiieHHsT PEKBU3UTOB JOKYMEHTOB.

«I'ep6» (T'ocymapctBennsiii repd Poccuiickoit ®eneparuu, repd cyObekTa
Poccutiickoit @enepanun, repd (TepaabaUecKuil 3HaK) MYHUITUIIATLHOTO O0Opa30BaHUs)
(pexBuzurt 01).

«OMmbnema» (pexBuzut 02).

«ToBapHbIif 3HaK (3HaK oOcTyXuBaHUA)» (peKBU3HUT 03).

«Kox dhopmsel tokymeHTa» (pekBu3uT 04).

«HaumenoBanue opranuzanumny» (pekBusur 05).

«HauMeHoBaHuE CTPYKTYpHOTO noApazaeneHus» (pexkBusur 06).

«HanmeHoBaHue TOHKHOCTHU JIMIA — aBTOpa TOKyMeHTay (pekBu3uT 07).

«CrpaBouHbIe JaHHbIE 00 opranu3aumy (pekBu3ut 08).

«HaumenoBanue Buaa 10KkyMeHTa» (pekBU3uT 09).

«/lara nokymenTa» (pexkBu3ut 10).

«PeructpaunoHHbIil HOMEP TOKyMEHTa» (peKkBU3HT 11).

«CcpllIKa Ha pErUCTPALIMOHHBIN HOMEpP U 1aTy JOKYMEHTa» (PEKBU3UT 12).

«MecTo cocTaBieHUs WK U3AaHUS TOKYMEHTa» (PEKBU3UT 13).

«I"pud orpanuveHus nocTyna K JOKYMEHTY» (pEKBU3UT 14).

«Anpecar» (pexkBu3ur 15).

«I'pud yTBEepKIEHUS JOKyMEHTa» (PEeKBU3UT 16).

«3aroyioBOK K TeKCTy» (pekBU3UT 17).

«TexcT nokymeHTa» (pekBu3ur 18).

«OTMeTKa 0 NpUIIoKEHUN» (PEKBU3UT 19).

«I"pud cornacoBanusi [OKyMeHTa» (pekBU3UT 20).

«Buzay» (pexBu3ut 21).

«IToamucey» (pekBU3UT 22).

«OtMmeTKa 00 IEKTPOHHOM MOANHUCH (PEKBU3UT 23).

«Ileuatby (pekBU3UT 24).

«OtMmeTka 00 ucnosHUTENE» (PEKBU3UT 25).

«OTMeTKa 0 3aBEPCHHUH KON (PEKBU3HT 26).

«OTMeTKa 0 MOCTYIUIEHUH TOKYMEHTa» (PEKBU3UT 27).

«Pe3omonus» (pexkBU3UT 28).

«OTMeTKa 0 KOHTpOJIe» (peKBU3UT 29).

«OTMeTKa 0 HamnpaBJIEHUU JOKYMEHTA B 1e710» (pekBU3uT 30).

TpebGoBanus k 6J1aHKaM TOKYMEHTOB.

Tema 3. Oprann3anusi KOHTPOJISI HCIOJIHEeHUs1, (JOPMHUPOBAHNS, UCTIOJTHEHUSA U
XpaHeHHUs J1eJl

CocraBnenne HoMeHKIATyphl Aen. opmupoBanue nen. [lopsmok odhopmiieHus ned.

[IpoBeaeHne KkCEepPTU3bl IEHHOCTH JTOKyMeHTa. [loaroroBka u nepempadya JOKYMEHTOB B
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apxuB. M3roroBneHue CIpaBOK M KONHKW JOKYMEHTOB. JIOKYMEHTBI OIPaHMYEHHOTO
JOCTyIA.

Tema 4. Opranu3zanuonHoe odecrnevYeHne ynpapjieHUus

[ToHsiTue OpraHU3alMOHHOTO OOECIeUYeHUsl YIPABJICHMS, €ro BHUIABI, CTPYKTYpa,
bynkun. MuadopmanmonHoe obecrneuenue ympasieHus. OpraHuzanus TenedOHHBIX
neperoBopoB. Opranu3anus padoThl C TOCETUTEIISIMUA B IPUEMHOM.

Opranuzaius KOMaHIAPOBOK pyKoBoauTeNs. 3aka3 omnetoB. OdopmiieHrne BU3.

[InanupoBanue pabGodero BpemeHH pykoBoautens. [lmanupoBanue pabodero
BPEMEHU ceKkpeTaps. Opranuzanuss ~ paboyero MIPOCTPAHCTBA CeKpeTaps.
KoopauaupoBanue paboThl COTPYAHUKOB OpraHU3aI|H.

Tema 5. KonduaenuuaabHoe 1eJ10NMPOU3BOJACTBO M 3a1MTA HH(POPMALMHU

CymHocTh, 3a7a4l U OCOOCHHOCTh KOH(UACHIMANbHOW uHGOpManuu. Bumisl
KoH(puneHuuansHoit wuHpopManuu. Ilepconansubie nanuble. Ciy)xeOHas — TaiHa.
[IpodeccronanpHas Taiina. Kommepueckas TaitHa.

Omnpenenenue coctaBa KOH(MUIECHIIUATBHBIX JOKYMEHTOB.

Opranuzanusi paboThl ¢ KOHGUIECHIIMATBHBIMHU JOKYMEHTaMU. [IpUHIIUIIBI 3alTUTHI
uHpopMaru. MeTobl U CpeACTBA 3alUThl HHGOPMAIIUU OT YTEPU, KPAKH WIIA TIOPYH.

[ToTeHumanbHbIe YTPO3bl HHPOPMALIMOHHON 0€30MaCHOCTH.

Tema 6. ABTOMaTH3aLMs JOKYMEHTAIMOHHOTO o0ecrevyeHus ynpaBjieHUus B
OpPraHu3anuu

Bunel cucreM aBTromMaTU3aiu 1ea01nponu3BoicTBa. OCHOBaHMS 171 KJIaCCU(PUKAUU
cucreMm JaenonpousBoAcTBa. Ilo Bo3moxkHOcTH Hactpoilku. Uto mpepocraBuser 1C
Hoxymentoobopor § KOPIIL. [lo obmactu oxBaTa Y4YacTHUKOB. BHyTpeHHUM
nokyMeHtoooopot (COJI). Buemnuii nokymentoodopor (3/10). dynkuuonan COJ u
210 B 1C:Hoxkymentoobopor 8. Bxomsmme wu Hcxonsmme (KaHUETSpUs).
OpranuzarmoHHo-pacnopsautenbabie  1okymeHTsl  (OPJI). KangpoBble JOKyMEHTHI.
JloroBopHbIie TOKyMEHTHI. [10 OpraHn3aliMOHHON CUCTEME B3aUMOICHUCTBHUS COTPYAHUKOB.
Poccuiickas cucrema Aenonpou3BOACTBA. 3apyOexHble CUCTEMBbI JEJIONPOU3BOJICTBA.
VYuuepcanbHblil 1C:JlokymMeHTO000pOoT. PekoMeHaamm 3KCnepToB MO BbIOOPY CUCTEMBI
JEJIONPOU3BOICTBA.

ABTOMaTH3aIMs TOKYMEHTALIMOHHOTO 00ECTIEYeH s YIIPABJICHUS B OpTraHU3aIIH.

Nudopmarus: CyluiHoCTh U ONIpeie/ICHHE.

IToHATHSA «TOKYMEHT» U «IJIEKTPOHHBIA JOKYMEHT.

[TonsiTne nHOOPMAITMOHHBIX TEXHOJIOTHH.

NudopmaTuzanmsi JOKyMEHTAMOHHOTO OOeCleueHus YNpaBIEHUS U apXUBHOTO
nena.

OcHOBHBIE OOBEKTHl W NPHUHIMIBI ABTOMATU3ALMH pPabOThl C JOKYMEHTaMH.
OOBeKTHI aBTOMATHU3aMU PabOTHI ¢ JOKyMeHTaMi. OCHOBHBIE CTAa U KU3HEHHOTO IIUKJIa
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NOCTYNAIIMUX (BXOAAIMIMX) JOKYMEHTOB. (OCHOBHBIE CTaJUU JKU3HEHHOIO LHKJIA
OTNPaBISIEMBIX (MCXOJAMIMX) JOKYMEHTOB. (OCHOBHBIE CTaIUM JKU3HEHHOTO IUKJIA
BHYTPEHHHUX JOKYMEHTOB. [[pUHIIMIIBI aBTOMATU3alUHA PAOOTHI C TOKYMEHTAMU.

OcHOBHBIE (PYHKIIMM CUCTEM JIEKTPOHHOTO JOKYMEHTOOOO0pOTa.

ba3pl JaHHBIX W MNPHUKIAJHOE NIporpaMMHOE obOecrnieueHue. bas3bl JaHHBIX Kak
CpPencTBO XpaHeHus u 00pabotku mHGopManmu. Kimaccudukanus 6a3 1anabIX. CUCTEMBI
ynpaBieHus 0a3aMu JaHHBIX.

OOmiasi ~ XapakTEepUCTUKA  COBPEMEHHBIX  HMH()OPMAIIMOHHBIX  TEXHOJOTH,
UCIIONB3YeMBIX B paboTe ¢ aokymMeHTamMHu. KOMIOBIOTEpHBIE TEXHOJOTHUHU CO3JaHUS
nokyMeHToB. Knaccudukanus nmporpaMm noAroTOBKM TOKyMEHTOB. PedueBble TEXHOIOTHH.
[IpuknagHoe mnporpammHoe oOecnedeHne. (COBPEMEHHBIE YHUBEPCAJIbHBIE IAKEThI
opucHbix mnporpamm. I[Iporpammuble CpeacTBa MOJATOTOBKM TAaOJUYHBIX JOKYMEHTOB.
[Iporpammel A€MOHCTpAalMOHHOW Tpaduku (IIporpamMmbl JJIs CO3AAHUS MPE3CHTALMM).
Bunapl KOMIbIOTEpHON TpadHUKd W IPOrpamMmbl CO3/1aHUA TpaUUYECKUX H300paKeHHM.
TexHosorus ckaHUPOBaHUS U OLU(PPOBBIBAaHUS JOKYMEHTOB. [l0oTOKOBOE CKaHMpOBaHUE U
ITpUX-KoAaupoBanue. [IporpaMMHbIe CpeACTBa Il ONTUYECKOTO PAaClO3HABAHMS TEKCTa
(OCR- u ICR-cucremsi).

CoBpeMeHHbIE IyTU pa3BUTHUS CHCTEMBI JJIEKTPOHHOIO JOKYMEHTOO0OpoTa U
CHUCTEM aBTOMATHU3ALMK APXUBHOTO Jea.

OTe4eCTBEHHBI  PBIHOK  CIEHMAIM3UPOBAHHBIX  IPOrPAMM  ABTOMAaTHU3ALMH
JOKYMEHTAIIMOHHOTO 00ECTIEUeHHsI YIIPaBICHUS U apXUBHOTO JIEJa.

NHTEepHET-TEXHONOTMM B  JOKYMEHTALIMOHHOM OOECHEYEeHHH YIPABICHUS H
apxuBHOM Jene. [loctpoenre u pyHKIIMOHUpOBaHUE ceTH VIHTepHeT.

Bo3Mo)xHO€  UCHOJIb30BaHUE  MHTEPHET-TEXHOJIOTMM B JIOKYMEHTAallMOHHOM
oOecreueHnr yrpaBJeHUsl U apXUBHOM JIEIe.

CpenctBa 3amuThl HHGOpMAMU B MHPOPMALMOHHBIX CUCTEMAX, UCIOJIb3YEMbIX B
JOKYMEHTAIMOHHOM 00€CIIEUeHUH YIIPABJICHUS U ApXUBHOM JElIe.

OcHoBHblE TpeOOBaHUS M MeEpbl MO 3allUTe HHPOpPMAIMH, LUPKYIUPYIOLIEH B
MH(OPMAIMOHHOW CUCTEME.

[IporpaMMHO-TEXHUYECKHE  METOABl  3alIUThl  uMHpopManuu. 3amura  OT
BpPEIOHOCHBIX nporpaMM. IIyTn pacrnpocTpaneHns BUPYCHBIX yrpo3. Buasl BpeTOHOCHOTO
nporpammHoro ooOecrneuenusi. [lpusnakum 3apaxenus. [IpoakTuBHass 3amura OT
BPEIOHOCHBIX TPOrpaMM. 3aIUTa CUCTEMBI SJIEKTPOHHBIX COOOIICHHI.

Tema 7. IIpodeccuonanbHasi ’THKA U 1eJIOBOM ITUKET CEKpeTapsi.

OTUKET N1eJ0BOro uenoBeka. MUK cekperapsi-aiMUHUCTpaTopa. TpeOoBaHUS K
BHemHeMY BuAy. KynbTypa pemoBoro oOmieHus. JlenoBoil MPOTOKOJI W CPECTBa
KOMMYHUKAIIMOHHOTO OOImeHusi. BusutHas kaprouka. ®akc. JlemoBas Oecema 1o
tenedony. I[lpesenrauus. JlenoBoe MUCBMO B YCIOBHSX YHU(DHUKAIMU W TpaBUiia €ro
coctaBieHus. TekcroBble 000pOTHI aAenoBoro mnucbma. OcoOeHHOCTH OGhOpMIICHHUS
OTHENBHBIX BHUJOB MNHUCEM. AKTyald3alusl COLMAIBHOM MNOTPEOHOCTH B MOBBILIEHUU
KYJbTYPBI JIEJIOBOTO MOBEICHUS PAOOTHUKOB Cepbl YIPABIICHHUS.
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OTUKET B CIYXEOHBIX OTHOIICHUSX. B3aMMOOTHOIIEHHUS C PYKOBOJUTEIIEM.
VYperynuposanue koHduukTta. CTpecc. AHTHUCTPECCOBOE PYKOBOACTBO. AHTHUCTPECCOBOE
noaunHeHre. TeXHOJIOrus U ATUKET JEJIOBBIX CUTYallUN.

[InanupoBanue BpemeHH pykoBoauTens. [lmaHupoBaHue COOCTBEHHOTO pabOYero
BpeMeHU. TUNOBOM KOJIEKC 3THKH U CIIy>KEOHOTO MMOBECHUS.

Tema 8. Oxpana Tpyaa

OcHoBel oxpanbl Tpyna B Poccuiickoin @enepanuu. OCHOBHBIE NOHSTHS OXPaHBI
Tpyaa. HopMaTuBHO-TIpaBOBbIE OCHOBBI OXpaHbl TpyAa. OOecrneueHrne npaB paOOTHUKOB
Ha OXpaHy Tpyna. ['ocynapCTBEHHBIH KOHTPOJIb U HAA30p 3a COOJIIOJEHUEM TPYIOBOTO
3aKoHoAaTenbcTBa. ColMaibHOE MAPTHEPCTBO B chepe Tpyaa.

Cucrema ynpaBieHUs OXpaHOW Tpylda B opraHuszanuu. CucreMa ynpaBiICHHs
oxpaHoil Tpyaa. Obecneyenre (pyHKIIMOHUPOBAHUSI CUCTEMbI YIIPaBJICHUS OXpaHOH Tpyaa
B OpraHu3anuu. YmpasieHue JokymeHTamu. MHdopmupoBanre pabOTHUKOB 00 yCIOBUAX
u oxpane Tpyaa. [loaroroBka pabOTHHKOB IO OXpaHe TPYIa.

WHcTpykuuss 1o oxpaHe TpyAa M CeKpeTaps-aAMUHUCTpaTopa. TexHuka
0€30I1aCHOCTH.

IIpakTnyeckoe o0yuyeHue

Tema 1. llpakTukym no nporpamme Kypca «CekpeTapb-aMUHUCTPATOP»

* 03HAKOMJICHHE C JIOJDKHOCTHBIMH OOSI3aHHOCTSIMU CEKPETaps;

* o0ecrieueHue MPaBUIILHOTO COIEPKAHUS MOMEIIEHUHN CITY»KO JOKYMEHTAI[MOHHOTO
obecrieueHus ynpasieHus (KaOUHET, MpUEMHas);

* opranuzaius pabo4ero Mecta pyKOBOIUTEIS,

* OpraHu3zanus padbouero MecTa cekperaps;

* coOnoaeHne TpedboBaHUi O€30MaCHOCTH TPY/Ia;

* 00yCTPOMCTBO BCIIOMOTaTEIbHOM (X035UCTBEHHOI) 30HBI B 0uCE;

* BBIMOJTHEHUE TEXHUYCCKUX (PYHKITUH TTO 00ECIIEYCHUIO PaOOThI PYKOBOIUTES WA
ero Mopa3IeCHHS,;

* HCTIOJB30BAaHKE B pa00OTE COBPEMEHHBIX BHIOB OPTTEXHUKH;

* YCTpaHEHUE MEJIKUX HETOJaJ0K B pa00Te TEXHUYECKUX CPEJICTB;

* HACTpOIlKa MmapamMeTpoB nepudepuiiHbIX yCTPONCTB;

* UCIOJIb30BAaHUE DJICKTPOHHOW MOYTHI MJIsi MpuUéMa M TEepenayu dJICKTPOHHOTO
JIOKyMEHTA,;

* HWCTOJB30BaHME JIMIIEH3UPOBAHHOTO MporpamMmmHoro obecmneuenus (MS Office u
JIp.) JUJIsL TIOATOTOBKH IIA0JIOHOB (paKCUMHUJILHBIX COOOIICHUI;

* mpuéM U miepenada HakKCUMUIBHBIX COOOIICHMI;

* KOIMPOBAaHUE JJOKYMEHTA C IIOMOIIBIO (DaKCUMUIIBHOM TEXHUKH,

* HCTIOJL30BAHKE CPEJCTB CBS3H C YIETOM MX DKCILTyaTallMOHHBIX BO3MOXKHOCTEH;

* HCTIOJIB30BAHKE MPUHTEPOB JIJIS TIEYATH U TUPAKUPOBAHUS IOKYMEHTOB;

* OpraHM3aIs 0e3JOKyMEHTHOTO OOCTYKUBaHUS paOOThI PYKOBOIUTEIIS;

* OTpabOTKa HABBIKOB IMOJa4YM WHGOPMAIMKM KaK HWHCTPYMEHTa BIIHMSHHUS Ha
IIapTHEPOB;
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* pukcanus 1 nepeaada CooOLEHUMN AJI1 PYKOBOIUTEIIS;

* paboTa ¢ BU3UTHBIMH KapTOYKAMH;

* U3Yy4YCHHE OCHOBHBIX NIPaBWJ BBIPAXKEHUA OJAaroJapHOCTH, COXKAJICHHS,
COUYBCTBHUS; BUIOB MPUTJIAIICHHUS, TIO3IPABICHUS;, COOOIICHHS HEraTUBHON MH(OpMAIUH;

* 0TpabOTKa HaBBIKOB OOIICHHS B KOH(JIMKTHBIX CUTYalIUAX;

* 0TpabOTKa HABBIKOB OOIICHHS C KIMEHTOM: OIMO3ABIIMM, OXHIAIOIIUM CBOEH
ouepenu, npuiIeanuM 0e3 NpeaBapUTEIbHOTO COTIACOBAHUS;

* OpraHu3anys NpUEMOB U MPE3ECHTALIHI;

* OpraHM3alys JEJIOBbIX BCTPEY U COBEIIAHMIA;

* OpraHu3auus npuéma noCeTUTENEH;

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

* BEJICHUE MMPOTOKOJIBHBIX MEPOIPUSATHIA;

* HCII0JIb30BAHUE KOMIIBIOTEPHBIX TEXHOJIOTUIN B CEKPETAPCKOM OOCITYKUBAHUH;

* HCII0JIb30BaHHE MH(OPMALIMOHHBIX CETEBBIX PECYPCOB.

IIpakTnyeckass KBaau(puKauMoOHHas padoTa

CaMoCTOATENBHOE BBINOIHEHHE PA0OT CeKpeTapsi-aIMUHUCTPATOPA.

BrinonHenne komiuiekca padoT, CBSA3aHHBIX C JIOJKHOCTHBIMHU OOS3aHHOCTSIMH
CEKpeTaps-aAMHUHHACTPATOPA, MO PYKOBOACTBOM MAacTepa MPOU3BOJCTBEHHOTO OOY4YECHHMS
U CaMOCTOATENbHO. 3aKPEIJIEHUE U COBEPILIEHCTBOBAHNUE MPOPECCUOHAIBHBIX HABBIKOB.

KOHTpOJIb 1 OlIEHKa KaueCcTBa BBIIIOJIHEHHBIX pa0oT.

OLHEHOYHBIE MATEPHUAJIbBI

Kpurepuu oueHKH NPOMEKYTOYHON ATTECTALMHU

Jist  mpoBeACHUS TPOMEXKYTOYHOW aTTeCTalldd  HCIOJIB3YIOTCS  OIICHOYHBIC
MaTepHaJibl, BKIIOYAIONIUE TECTOBbIC 3aJaHus. TeCTOBbIC 3a/laHus MPEACTABISIOT COOOM
BOIIPOCHI C BHIOOPOM OTBETA, COCTABIISIIONINE HEOOXOMUMBIA W JOCTATOYHBIA MUHUMYM
YCBOEHUSI TEOPETUYECKUX 3HAHMM B COOTBETCTBMM € TpeOoBaHusimMu I[Iporpammer. K
KOKJIOMY BOMNPOCY MPHUBOIATCS BapUaHThl OTBETOB, W3 KOTOPHIX | WM HECKOJIBKO
BapUaHTOB OTBETA BEPHBIX.

VYcnosus npoxoxaenus: 50 mpaBUIIBHBIX OTBETOB U3 60 BOMPOCOB TECTUPOBAHMUSI.
[To pe3ynbpraTamM OTBETOB Ha TECTOBBIC 3aJIaHUS BHICTABIISIOTCS OLICHKH IO JBYXOaUTbHON
CUCTEME «YIOBJICTBOPUTEIHLHO» U «HEYIOBICTBOPUTEIHHOY.

Kpumepuu ouyenku mecmogozo 3a0anus npomMedcymovyHoil ammecmayuu:

OreHKa OCyIIECTBIISIETCS 10 TIATUOAIBHON CUCTEME:

- OTIIMYHOY - B CJIy4ae, eciii oOydaroruiics gan 6osee 50 nmpaBUIbHBIX OTBETOB,;

- «XOpOIIIOY - B CiIy4ae, ecyu ooyuatomuiics nai 6omnee 40 mpaBHIIbHBIX OTBETOB;

- «YZOBJICTBOPUTEIHLHOY - BBHICTABIISIETCS B ClIydae, €ciii oOydJarontuiics aan oosnee,
yeMm 30 mpaBUIILHBIX OTBETOB,

- «HEYIOBJICTBOPUTEIBHO» - BBICTABIICTCS B CIIy4ae, €CJIM OOYYArOIIMICS Jai
MeHee, 4yeM 30 IpaBHIIbHBIX OTBETOB.
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Pesynbratel U pelieHHe KOMHUCCHMM  3aHocATcs B mporokoi. Ilocne
YIIOBJIETBOPUTENIBHOTO MPOXOXKJIEHUS MPOMEKYTOUYHOM aTTecTauuu oOydaromuecs
JIOMYCKAIOTCA K MPAKTUIECKOMY 00yUYEHHUIO.

KpuTtepun oieHKH HTOr0BOI aTTecTalMN

Hrorosas aTTeCTaLUs B dopme KBaJIN()UKAIIMOHHOTO JK3aMEHa.
KBanupukannoHHbI 3K3aMEH BKIIOYAET B ce0s MPAKTHUECKYIO0 KBaTU(UKAIMOHHYIO
paboTy W TMPOBEPKY TEOPETUYECKHX 3HAaHUK. PaOoThl, BBINOIHEHHBIE B XOJ€
NPAKTHYECKON KBaTM(PHUKAIIMOHHON paboThl, oOywaromuiicss opopmisier B CBOOOIHOMN
(¢opMe B MMCbMEHHOM (II€YaTHOM) BHUJE MEPEAAET MPENOJAaBaTENI0 Ha 3aHATUAX WIH BO
BpEMs KOHCYJIbTAllUH.

Kpumepuu oyenku npakmuueckoil K6anuukayuoHHoi pabomul:

OrneHka oCyIIecTBIsAETCs MO NATUOATUIBHON CUCTEME:

- «OTIMYHO» - B Ciyd4ae, ecilu OOydaroluics OOCTOSTENbHO € JOCTaTOYHOM
nosHoToN (10 90% mpaBUIBHBIX OTBETOB) HM3JIaraeT COOTBETCTBYIOLLYIO TEMY; HaeT
paBUIbHbIE (POPMYIHPOBKH, TOYHBIE OIPEACIICHUS, IOHATHA TEPMUHOB; MPABHIBHO
OTBEYAET Ha JOIMOJHHUTENIbHBIE BOIPOCHI MPENOJaBaTENsl, WMEIOIINE IIEJIbI0 BBISICHUTH
CTENeHb MOHUMAaHUs 00yYaroIMMCcs JaHHOTO MaTepHaa;

- «XOpOILIOY» - B cilydae, eciau oOydaromnuiics HenoyiHo (He meHee 70 % OT moJaHoro),
HO TIPaBWJIBHO W3JOKEHO 3aJaHWe; TMpPH HW3I0KEHWHW ObUIM  JOMyIIeHBl 1-2
HECYILIECTBEHHbIE OMIMOKHU, KOTOPHIE OH HCIPABISET IMOCIE 3aMEYaHHs MpPernoJaBaTes;
JaeT TpaBUIbHBIE (POPMYIUPOBKH, TOUYHBIE ONPENEICHUS, MOHATHUS TEPMHUHOB; MOXET
000CHOBaTh CBOIl OTBET, MPUBECTU HEOOXOAMMBIC NMPHUMEPHI; MPABUIBHO OTBEUAET Ha
JOTIOJTHUTENBHBIE BOIPOCH! MPENOAABATENS, WMEIOIIME LEIbI0 BBIICHUTH CTEIICHb
NOHMMaHHUs 00y4YarIUMCs JaHHOTO MaTepuaa,

- «YJOBJIETBOPUTEIBHO» - BBICTABJSETCS B Cllydae, €clid OOydaromMiics Jail He
MeHee 50% MpaBWIBHBIX OTBETOB OT ITOJIHOTO, €CIU MPAaBWIBHO U3JI0KEHO 33JIaHuE; MPU
U3JI0’)KEHUW JOmylleHa | cyliecTBeHHas OIIMOKa; 3HAaeT M IIOHMMAaeT OCHOBHBIC
MOJIOXKEHUS! JTAaHHOW TEMBbI, HO JIOMYCKAaeT HETOYHOCTH B (POPMYJIHUPOBKH MOHSATHUIL;
U3JlaraeT BBINOJIHEHHWE 3aJaHusl HEJOCTaTOYHO JIOTMYHO M MOCIE0BaTeNIbHO;
3aTpyAHSIETCS IPU OTBETAX HA BOIPOCHI MPENOIaBaATENs;

- «HEYJIOBJIETBOPUTEIBHO) - BBICTABISIETCS B CIIy4ae, €CIM 00yJYarOUIUiiCs HEMOIHO
(menee 50 % OT TOJIHOTO) W3JIOXKWJ 3aJaHUE; MPU H3JIO0KEHUU ObLIM JTOMYIIEHbI
CYIIIECTBEHHbBIC OIITUOKH.

[IpoBepka TeOpeTUYECKUX 3HaHUN MTPOBOIUTCA B (popMe HK3aMeHa.

DK3aMeHaIMOHHbIe OWJIEThl BKIJIIOUAIOT BOIPOCHI 10 BCEM M3YYEHHBIM pasjeiaM U
TEMaM.

Hrorosas arrecrauys MPOBOJUTCA B YCTAHOBJIEHHOM IOPAJIKE ATTECTALIMOHHBIMU
KOMHUCCHSIMH, CO3/1aBAEMBbIMH B COOTBETCTBUH C AEHCTBYIOUIMMU HOPMATHUBHBIMH AKTaMHU.

Kpumepuu oyenku 3xk3aMeHaAUUOHHBIX OUNEM 06

OreHka ocyIIecTBIsSETCS MO NATHOATUIBHON CHCTEME:

- «OTIMYHO» - B Ciy4ae, eciau OOydaroluics OOCTOSITENIBHO C JOCTaTOYHOU
noHOTOU (110 90% NpaBUIIbHBIX OTBETOB) M3JIaraeT OTBET HA BCE BOMPOCHI OWJIETa; JAaeT
npaBuiIbHbIE (POPMYIUPOBKU, TOUHBIE ONPEEICHHUS, TOHATHUSI TEPMUHOB;
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- «XOPOIIIOY - B ClIy4ae, eciiu ooyuaroniuiics HenojHo (He Menee 70 % OT MmosHoro),
HO TIPaBWJIBHO M3JIaracT OTBET Ha BCE BOMPOCH! OMJIeTa; MPH U3I0KECHUN ObLTH JOIYIIESHbI
1-2 HecylllecTBEHHBIE OIIMOKY; 1a€T MPaBUWIbHbIE (DOPMYIHPOBKHU, TOUHBIE ONPEICICHUS,
MOHSATUS] TEPMUHOB;

- «YIOBJICTBOPUTEIHHO» - BBICTABIISICTCS B Ciydae, €Clid OOydJaroIIHMics Iain He
MeHee 50% MpaBUIBHBIX OTBETOB OT MOJIHOTO, €CJIM MPABUIIBHO U3JIOKEHBI OTBETHI HA BCE
BONIPOCHI OWJIEeTa; TPHU W3JIOKEHWW JOMylieHa | cymecTBeHHas omu0Ka, 3HaeT u
MOHMMAET OCHOBHBIC TMIOJIO)KEHUSI TEMbl OuWJieTa, HO JOMYCKaeT HETOYHOCTH B
(bOpMYITMPOBKY MOHITHI; U3JIaracT OTBET HAa BCE BOMPOCHI OMJIETa HEAOCTATOYHO JJOTUIHO
Y TIOCJIE0OBATEIBHO;

- «HEYJIOBJICTBOPUTEIILHOY - BBICTABIISICTCS B ClIydae, €U 00yJaronuiicsi HeMoIHO
(menee 50 % OT MOJHOIO) HW3JIOXKWJ 3aJlaHWE; TPH M3JI0KEHUU OBUIM JIOMYIICHBI
CYIIECTBEHHBIC OITUOKH.

Pe3ynbpTaThl KBaNMMGUKAIMOHHBIX HCIBITAHUNA W PEIICHHE KOMHCCHU 3aHOCSATCS B
npoToKoJ. Ha OCHOBaHMM MNPOTOKOJIA ATTECTAIMOHHOW KOMHCCHHU BBIITYCKHUKAM
BBIJIAETCS JIOKYMEHT YCTaHOBJICHHOTO 00pasiia — CBUJIETENILCTBO O Mpodeccuu padodero,
JIOJDKHOCTH CITY>KaIlero.

JIuiam, He OpPOLIEAIIMM WTOTOBOW aTTECTAMM WM TOJYYHUBIIMM HA HUTOTOBOMU
aTTECTallUl HEYAOBJICTBOPUTEIbHBIE PE3YJIbTAThl, a TAKXKe JIMIIAM, OCBOUBIIMM 4YacCTh
[Iporpammbl BbiaeTCsl CripaBka 00 00yUYEHUU WIHM O MEeprojie 00yYeHHUs] YCTaHOBIEHHOTO
oOpa3iia.

KOHTPOJIBHO-UBMEPUTEJIBHBIE MATEPHUAJIbBI

TecThl 1151 NPOMEKYTOYHOMN ATTECTALMU

1. JIokyMeHT, yCTaHaBJIMBAIONIUN CHUCTEMHO CBSI3aHHBIE MEXIY COO0OW MpaBuIia
pErIaMEHTHUPYIOLEr0  XapakTepa II0 BOIpOCaM  JEATEIIBHOCTH, OTHECEHHBIM K
KOMIIETEHIIUA OPTraHU3aLNN, €€ NIOAPA3ACICHUN, TOKHOCTHBIX JIUL, I1I0ABEIOMCTBEHHBIX
YUPEKICHUM, OpPraHu3alui U NPEANPUATUH -

a) MoJI0KeHHue;

0) npaBua,

B) MHCTPYKIIUSI.

2. K na(pOopManmoHHO-CIIPaBOYHBIM TJOKYMEHTAM OTHOCSTCS:
a) MOJIOKEHUE, TpaBuiIa, UHCTPYKIUSA;

0) aKT, 3asiBJIeHUE, 3AIIUCKH;

B) pacnopsbKEHUs, IPUKa3, PEIICHUE;

r) MOBECTKA JIHs, IPOTOKOJI, CIPABKA.

3. Bce mOKyMEeHTBI, KOTOPhIE BO3HHKAIOT MEXAY PaOOTHUKOM W OpTaHM3aIlueH, C
MOMEHTA MpueMa Ha paboTy 0 MOMEHTA, KOT/Ia TPYJOBbIC OTHOIICHUS MPEKPANTAIOTCS -
Ha3bIBAIOTCS

a) JIOTOBOPHBIE JIOKYMEHTHI;

0) KaapoBbIe TOKYMEHTHI;
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B) KOPIIOPATUBHBIE TOKYMEHTHI;
') (UHAHCOBBIC IOKYMEHTHI;
1) BCE BapHaHTHI OTBETOB BEPHBIC.

4. 3aduxcupoBaHHas HAa MaTepUAILHOM HOCHTENE WH(GOpMAalLUsi C PEKBU3UTAMH,

IIO3BOJIAOINMU €€ I/II[GHTI/I(I)I/IL[I/IPOBaTI) - 3TO

9TO

a) IOKYMEHT;

0) nuapopmarus;

B) BJICKTPOHHBIN JOKYMEHT;

I') BCE€ BapUaHThI OTBETOB BEPHBIE.

5. JlokymeHTHpOBaHHass WHGOpMAaIUs, MPEACTaBICHHAs] B AJICKTPOHHON dopme -
a) JOKYMEHT;

0) undopmanus;

B) 2JIEKTPOHHBIIi IOKYMEHT;

I') BCE BAPUAHTHI OTBETOB BEPHBIE.

6. Konust moxymeHTa, Ha KOTOPOW B COOTBETCTBHHU C YCTAaHOBJICHHBIM MOPSAIKOM

MPOCTABIISIOT HEOOXOUMBIE PEKBU3UTHI, TPUIAIOIINE € IOPUIUIECKYIO CHITY - 3TO

9TO

a) MOJUIMHHUK O(UIMATIBLHOTO JOKYMEHTA (OpUrHUHAN);
0) nyOonuKaT JOKyMEHTa,

B) KONHUSI TOKYMEHTA,;

) 3aBePEHHAasl KOIMSA JOKYMEHTA.

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

0) KOHIENTyalbHBI YPOBEHbD;

B) (pM3nYeCKUil yPOBEHD.

8. BexxymmBOCTh M JT00E3HOCTD, CO3/IaHNE TICUXOJIOTHYECKOro KomdopTta B odrce -
a) KOMMYHHUKA0EIbHOCTb;
0) UHTEIJIUTEHTHOCTD;

B) 100p0KeIaATeJIbHOCTb.

9. TexHnonorust mpeobpa3oBaHusl TEKCTa B pedb (textto-speech), koTopas mo3Bosser

03BY4YUBATH TCKCT CCTCCTBCHHBIM I'OJIOCOM, 0e3 IIOMOIIIHN Y€CJIOBCKA -

a) pacro3HaBaHUE PeyH,
0) CHHTe3 peyHu;
B) TOJI0COBast OMOMETPHS.

10. Mogens oOecreueHHs MOBCEMECTHOTO W YIOOHOTO CETEBOTO JOCTyIa IO

TpeOOBAHMIO K 00IIEMY MTyJly KOH(PUTYypUPYEMBIX BBIYMCIUTEIBHBIX PECYPCOB (HAIpUMeED,
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CeTSIM Mepeladyu JaHHBIX, CEpBEpaM, YCTPOMCTBAM XPaHEHUS! JAHHBIX, MPUIIOKECHUSIM U
cepBucaM), KOTOpbIE MOTYT OBITh OIEPATUBHO IIPEAOCTABICHBI M OCBOOOXKJICHBI C
MUHUMAJIbHBIMU 3KCIUTYaTallMOHHBIMY 3aTpaTaMH W/WIM OOpallleHusMH K TpoBaiiiepy -
3TO

a) FTP-cucrema;

0) cucTteMa yIaJleHHOTO JOCTYTIA,;

B) «O0J1auHbIe BLIYMCICHUSD).

11. «IlybnmyHoe 001aKko» - 3TO

a) MHPPACTPYKTypa, NMpeAHa3HAUECHHAs Ul MCIOJIb30BaHUS OJHOM OpraHu3aluei,
BKJIFOYAIOLIEH HECKOJIBKO MOTPEOUTEINEH;

0) uMHPpPACTPYKTypa, NpeJHA3HAYEHHAs] IJIs1 CBOOOJHOI0 HCIOJIb30BAHMS
HIHPOKOH MyOJIUKOM;

B) BHUJA HUHQPACTPYKTYphl, NpPEIHA3HAYCHHBIA MJIs HMCHOJIb30BAaHUS KOHKPETHBIM
COO00I1IECTBOM MOTPEOUTENEN U3 OpraHU3alfil, UMEIOLIUX O0IIUE 3a1a4u;

r) KOMOMHaIMs M3 JBYX WM OoJjiee pa3au4HbIX OOJAaYHBIX HHOPACTPYKTYP,
OCTAIOUIMXCS ~ YHUKaJbHBIMM  OOBEKTaMH, HO  CBSI3aHHBIX  MEXIy  COOOW
CTaHAAPTU30BAaHHBIMH MJIM YACTHBIMU TEXHOJIOTUSIMH MEPEJAaUH TaHHBIX U MPUIOKEHUH.

12. Bayrtpennss cetb (cerb MHTpaHeT), cnermuanbHO pa3paboTaHHAsS s
yIpaBJIeHHUs] HHPOPMAIMEH BHYTPU OpTraHU3AINH -

a) UHTEPHET;

0) JIOKaJIbHAsI CETh;

B) DJIGKTPOHHAs MOYTA.

13. XapakTepucTuka ncUX0JI0THYECKOTO TUTIA ToBeAeHUsI itoei "HacTtaBHUK":

a) TIPUKPBIBAsICh BHUMaHUEM U 3a00Toil 0 Bac, Bely)XHBaeT Kakue-TO CBEICHHS, a
caM HHMYEro B3aME€H He COOOINAET, a €ClIM M BbIJAET KaKylo-TO MH(POpPMAIMIO, OHAa 4acTo
OKa3bIBAETCS JIOXKHOW WJIM K J€JTy HE OTHOCSIIEHCS;

0) 3a00THUTCS 00 ycnexax OJIMKHEr0, 4acTo Jaxke B yuepo ceode;

B) NpeXJIe 4YeM IMPHUHATh Kakoe-muOO pelIeHrue, HYXHO, YTOObl HMX JIOJITO
00XaXKMBaJIH.

14. BpenoHocHBIE MPOTPaMMbl, KOTOPBIE JJIsi PACIPOCTPAHEHHUSI HUCIOJB3YIOT B
OCHOBHOM YSI3BUMOCTHU OTNEPALUOHHBIX CUCTEM:

a) 4YepBH,;

0) BUPYCHI;

B) TPOSIHCKHE ITPOTPAMMBL.

15. JlokymeHT, cofepkamuii pedeByr0 HHGOpMaInio, 3a(pUKCHPOBAHHYIO JTHOOBIM
TUIIOM MKMChMa WX JF000M CUCTEMOM 3BYKO3aITMCH - Ha3bIBAETCS

a) MUCbMEHHBIN IOKYMEHT;

0) TEeKCTOBBII IOKYMEHT;

B) PYKOIIUCHBIN JTOKYMEHT.
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16. JlokyMeHT, HHpOpMaIMs KOTOPOTO IPECTABIECHA B JJIEKTPOHHON ()opMe - 3TO
a) MAIIMHOIIMCHBIN TOKYMEHT;

0) 2JIEKTPOHHBbIN JOKYMEHT;

B) N300pa3uTENbHBIN JOKYMEHT.

17. JlIokyMeHT, coaepKaluii 3ByKOBYO HH(pOpMaIHIO, 3aUKCHPOBAHHYIO JIFOOON
CHCTEMOM 3BYKO3AIIHUCH -

a) poTOIOKyMEHT;

0) POHOTOKYMEHT;

B) KUHOJOKYMEHT.

18. IlpaBuia nmoBeAcHUS AUIJIOMATOB M JPYTUX O(PHUIIMATIBHBIX JIUII TP KOHTaKTaX
JIpYT C APYTrOM Ha Pa3IMYHbIX JTUIUIOMAaTHUYECKUX IPUEMAX, BU3UTAX, IEPETOBOPAX - 3TO

a) IPUJBOPHBINA STUKET;

0) TUILIOMATUYECKHUI ITHKET,;

B) BOMHCKHI1 3TUKET;

19. Cpon mpaBui TOBEACHMS, HApPYIICHHE KOTOPHIX MeEIIaeT HOPMATbHOMY
BEJICHUIO OM3HEca - 3TO

a) oO1erpax 1TaHCKUM 3TUKET;

0) 1eJI0BOM ITHKET;

B) HE(OPMAIIbHBIN ATHKET.

20. Hamr uMux Ha B3IJIS] CO CTOPOHBI
a) 3epKaJIbHBIII;

0) TeKyuui;

B) JKEJIaeMBbIH.

21. MHOX€ECTBEHHBIA UMUK TO

a) UMUK OpTraHU3allky B 1IEJIOM, a HE €€ OTAEJIbHBIX MOAPa3aCICHHUI;

0) MMHIK, KOTOPBIH 00pa3yeTcs U3 psiia UMU/IKeH He3aBUCUMBIX CTPYKTYP;
B) HaIll UMHJIK, CO3aBA€MbIil OIIMIOHEHTOM, COITIEPHUKOM, TPOTUBHUKOM.

22. Kak npaBuiio, ¢ 12 1o 18 9acoB MpuHATO ymOTPeOIATh BEIpaKEHNE
a) «3apaBcTBYyiiTeY;

0) «Jlo6poe yTpo»;

B) «JloOpbIH T1eHbY;

r) «JloOpHIii Beuepy.

23. YcTaHOBIEHHBIN TIOPSNIOK, opMa, MaHEpa MOBEACHUS, MPAaBWIA YIYTUBOCTH U
BEXKJIMBOCTH, MIPUHSATHIE B OpraHu3anuu (pupme) u o0ecrneurBaroniye YieHaMm Tpy10BOro
KOJUIEKTUBA U €r0 pyKOBOJCTBY YCJIOBUS YCIEIIHOTO OOUIEHUS APYT C APYTOM, JEIOBBIMU
napTHEpaMu U OOIIECTBOM JJIsl JOCTHXKEHUS 11eJIel CBOEH esITEIbHOCTH:
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a) DTHKA;

0) J1eJT0BOM ATHKET,

B) 3THKa JICJIOBOTO OOIICHHUS,
I) CJIYyKeOHbI I THKET.

24. Kakolt cTwib yIpaBli€HUS OCHOBBIBACTCS Ha OOCYXKIEHUHW IMPOOJIEMBI, ydeTe
MHEHUU 1 WHUITUATUB COTPYIHUKOB:

a) aBTOPUTAPHBIN CTUIIb;

0) 1eMOKpaTHYeCKuil (WIH KOJJIETHAJIbHBIN) CTHJIb;

B) TMOEpAIbHBIN (UJIM aHAPXUYECKUH, HIIH TTOMMYCTUTEIIbCKUM) CTUJIb;

I') HEMOCJIEIOBATEIbHBIN (aJIOTHYHBIN) CTUJT.

25. XapakTepHuCcTHKa IICUXO0JIOTHYECKOro TUIla MoBeaeHus oel "Pacckazunk":

a) eMy HeNpPeMEHHO HYKHO coo0muTL Bam Bce meabuaiiline MOAPOOHOCTH
TOI'0, YTO NMPOM30LLII0 C HUM HAKAHYHE;

0) paboTaeT «Kak MpPOKJISATHIIN;

B) JOJDKEH HEMPEMEHHO MPUHSATH PEIICHUE K KOHIY BCTPEUH.

26. JIOKyMEHT, HW3[aBaeMblii B IIEJIAX YCTAHOBICHHUS TMPaBWI, PETYIUPYIOIINX
OpraHU3alMOHHBIE, HAYYHO-TEXHUYECKHUE, TEXHOJOTMYeCKue, (UHAHCOBBIE U HHbBIC
CHELUAJIbHBIE CTOPOHBI JEATENIbHOCTU YUYPEXKIACHHUM, OpraHu3aiuii, npeaunpusaTuil (ux
noApas3eiaeHui U ciyx0), JOJKHOCTHBIX JIUI] M TPaXaH -

a) TOJIOKEHUE;

0) npaBuna,

B) HHCTPYKIIHA.

27. Hayka 00 OTHOIICHHUSAX, CYIISCTBYIONIUX MEXKTY JIOJbMH U 00 00S3aHHOCTIX
BBITEKAIOIINX U3 OTUX OTHOILIEHUI:

a) ITHKA,;

0) 1EIOBOI ATUKET;

B) ATHKA JIEJIOBOT'O OOIICHUS;

T) CIIyKEOHBIN ITUKET.

28. YmeHue cekperaps TaKTHYHO M BEXJIMBO BECTH Oecemy, CIEpKHUBATh W HE
MPOSIBIISITE  OTPUIIATEIBHBIC DSMOIUH, COOJIOAATh TIPUHITHIE B OOMIECTBE HOPMBI
MOBEJICHUS U OOIIEHUS, CIEAUTh 32 KyJIbTYpOil CBOETO BHEITHETO BUA U pabouero Mecra
- 3TO

a) KOMMYHHUKa0EeIbHOCTb;

0) HHTEJLJIMTEHTHOCTh

B) 100POKETATEIHHOCTb.

29. TexHonorusi, KOoTopasi JIEJIUTCS Ha JBE COCTABIISIONINE: WICHTUPUKAIUIO —
YCTaHOBJIEHHE (IIOMCK) JIMYHOCTH IO TOJIOCY M BepU(PHUKALMIO — TOATBEPKIACHUE
JUYHOCTH TI0 TOJIOCY -
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a) pacro3HaBaHME pPeuu;
0) cuHTE3 peun;
B) r0J10COBasi OMOMETPHUH.

30. XapakTepHucTHKa MCUXOJIOTUYECKOTO TUTIA TOBeAeHus Ttoel "Pa3Bequnk":

a) NPUKPHIBAACh BHUMAaHUEM U 3a00T0ii 0 Bac, BbIy:)KHBaeT KakKue-TO
CBeJeHHUSI, 4 €aM HHYEro B3aMeH He c000IIaeT, a ecJM H BbIIaeT KaKyl-TO
UHGPOPMALNIO, OHA YACTO 0KA3bIBAETCH JIOKHOM WIH K JIeJTy He OTHOCSIIIeHCS ;

0) 3ab6oTuTCcs 00 ycmexax OJIMKHETro, 4acTo Jaxe B ymepo cede;

B) MpEeXIe YeM TMPHHATHh KakKoe-THOO pelieHrue, HYXHO, 4YTOObl HX JOJIr0
00Xa)KUBAJIH.

31. U3oOpasurenbHbIi  WIM  ayJUOBU3YAIbHBIM  JIOKYMEHT,  CO3JaHHBIM
KHUHeMaTorpau4ecKuM CrocoOoMm -

a) GOTOJOKYMEHT;

0) poHOAOKYMEHT;

B) KHHOJAOKYMEHT.

32. Kakme ¢akTtopbl OKa3add BIWSHUE HAa CTAHOBJICHHE COBPEMEHHBIX
UH(OPMAIMOHHBIX TEXHOJIOTHIA:

a) Mrpoyaiinee BHEAPEHUE MEPCOHATBHBIX KOMIBIOTEPOB;

0) MOSIBJIEHUE U PA3BUTHE BBICOKOCKOPOCTHBIX KOMIIBIOTEPHBIX CETEM;

B) CTAaHOBJICHHE MOILIHOM MPOrpaMMHON UHAYCTPUHU;

I') BCe BADHAHTHI 0TBETOB BEPHBbIE.

33. «O61iecTBEHHOE 00JIaKO» - ATO

a) MHPPACTPYKTypa, NMpeAHa3HAuUCHHAas Ul MCMOJIb30BaHUS OJIHOM OpraHu3aluei,
BKJIFOYAIOLIEH HECKOJIBKO MOTPEOUTENEH;

0) UHppPACTPyKTypa, NpeaHa3HaYEHHas Il CBOOOIHOTO HCIIOJIb30BAHUS LIMPOKOM
yOJIUKOM;

B) BHA HHQPACTPYKTypbl, MpPeIHA3HAYECHHbIA Ui  HCIHOJb30BaHHUSA
KOHKPETHBbIM CO00IIIECTBOM MOTpeduTe e M3 OpraHu3anuil, MMEWIIHMX o00ume
3a/1a4H;

r) KOMOMHAIMs W3 JABYX WIM 0oJiee pa3IMuHbIX OOJIauHbIX HWHOPACTPYKTYD,
OCTAIOUIMXCSI ~ YHUKaJbHBIMM  OOBEKTaMH, HO  CBSI3aHHBIX  MEXIy  COOOW
CTaHAAPTU30BaHHBIMH MJIM YACTHBIMU TEXHOJIOTHSIMU NEPEIAaYM TAHHBIX U PUIIOKEHU.

34. llenTpasibHBIN YPOBEHDb, KOTOPBIHN OMPEEISIET IOTUUECKYI0 cXeMy 0a3bl TaHHBIX
- 3TO

a) BHEILIHUI YPOBEHb;

0) KOHLENTYAJIbHbIH YPOBEHb;

B) GU3HYECKUI YPOBEHb.
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35. TIucbMEHHBI TOKYMEHT, IIPU CO3AAHUM KOTOPOTO 3HAKU MHCbMA HAHOCAT OT
PYKH - 3TO

a) MMCbMEHHBIN TOKYMEHT;

0) TEKCTOBBIN JOKYMEHT;

B) PYKOIIUCHBIM JOKYMEHT.

36. CBox OOMICTIPUHATHIX B apMUW TMPaBWI, HOPM W MaHEp TMOBEACHHUS
BOCHHOCTYXAIIIUX BO BCEX Cepax UX AEATeIbHOCTU- 3TO

a) IPUJBOPHBINA ITUKET;

0) TUIIOMAaTUYECKUN ITUKET;

B) BOUHCKHI 3 THKeT.

37. COBOKYMMHOCTH MPaBUJI U TPATULIMKI, COOIOAAEMBIX T'PaKIaHAMHU MPU OOIICHUH
JPYT C APYTOM - 3TO

a) o0mIerpaxIaHCKNH ITUKET,;

0) 1EIOBOI ATUKET;

B) He(hOpMAIIbHBIN ITHKET.

38. Jlms Kakoro CTWIA XapaKTepHO IKECTKOE EAMHOJIMYHOE TMPUHSITHE
PYKOBOJMTEIIEM BCEX pEIICHUH («MUHUMYM JIEMOKPATHW»), KECTKHH ITOCTOSHHBIN
KOHTPOJIb 32 BBINIOJIHEHHEM PEHICHWN C yrpo30d Haka3zaHus («MaKCUMyM KOHTPOJISD),
OTCYTCTBHE MHTEpeca K paOOTHUKY KaK K JTUMIHOCTH:

a) aBTOPUTAPHBIN CTUIb;

0) 1eMOKpaTU4YeCKuM (MJIM KOJUIETUATbHBIN) CTUJIB;

B) TMOepabHbIN (MIM aHAPXUYECKUH, HIIA TTOMYCTUTENbCKUI) CTUTD;

') HENOCJIEI0BATEIbHBIN (AJIOTHYHBIN) CTUJTD.

39. IlucbMeHHBI TOKYMEHT, MPH CO3JaHUM KOTOPOTO 3HAKH IMHChbMa HAHOCST
TEXHUYECKUMHU CPEICTBAMHU - ITO

a) MAIIMHONUCHBIN JOKYMEHT;

0) 2JIEKTPOHHBIN JOKYMEHT;

B) M300pa3UTENbHBINA JOKYMEHT.

40. XapakTepucTuKa IMCUXO0JIOTHYECKOT0 TUTIA TTOBeeHUS Troei "Y napHuk':

a) eMy HEMPEeMEHHO HYXHO cooOImuTh, BaMm Bce Melnbuaiiiime moapoOHOCTH TOTO,
YTO MPOU30IILIIO C HUM HAaKaHYyHE;

0) padoTaeTr «KaK NPOKJIATHIID;

B) JOJKEH HEPEMEHHO PUHSTH PEIICHUE K KOHILY BCTPEUH;

41. K opraHu3aimOHHBIM JOKYMEHTAM OTHOCSATCS:
a) MoJ102KeHue, MPaBUWJIa, HHCTPYKLMA,

0) aKT, 3asBJIEHUE, 3AITUCKH,

B) pacmoOpsKEHUs, IPUKA3, PEIICHHE;

I') IOBECTKA JIHSI, MPOTOKOJI, CIIPaBKa.
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42. BpenoHOCHbIE MPOTPaMMBbl, KOTOPHIE BBIOJMHSIIOT HAa  IMOPaKaeMbIX
KOMIThIOTEpPaX HECAHKIIMOHMPOBAHHBIC MOJIB30BATEIIEM JCHCTBUS, T.€. B 3aBUCHMOCTU OT
KaKUX-TM00 YCIOBUH YHHUYTOXKAIOT HHPOPMAIMIO HAa JUCKaX, MPHUBOMIT CHCTEMY K
«3aBHCaHUIO», BOPYIOT HHPOPMAIIHIO U T.1I.:

a) 4YepBy;

0) BUPYCHI;

B) TPOSIHCKHE MPOTPAMMBI.

43. IMuK, KOTOPBIA MBI CTpEMUMCS cebe co31aTh
a) 3epKaJIbHBIH,

0) TeKyIIuii,

B) JKeJIaeMblii.

44, KopnopaTUBHBIA UMUK ITO

a) HMH/ZK OPTaHU3ALMH B 11€JI0M, 2 He ee OTAeJIbHBIX N0Apa3/ieIeHul;
0) UMUK, KOTOPBIM 00pa3yeTcs U3 psiia UMUJIKENR HE3aBUCUMBIX CTPYKTYD;
B) Halll UMUK, CO3/JaBa€MbIi ONIIOHEHTOM, COTIEPHUKOM, TPOTUBHUKOM.

45. K pacnopsiuTebHbIM TOKYMEHTaM OTHOCSTCSI:
a) MOJIOKEHUE, TpaBuila, UHCTPYKIUSA;

0) aKkT, 3asBJICHHE, 3aMUCKH,;

B) pacnopsi’keHus, IPpUKa3, pelieHue;

I') IOBECTKA JIHS, IPOTOKOJI, CIIpaBKa.

46. IIporpammubIif Ko, 0€3 BeAOMa MOJIb30BATENS BKIIOUYEHHBINM B MPOTpaMMHOE
oOecrneyeHue ¢ 1eIbl0 JEMOHCTPAIMK PEKIAMHBIX 0ObSIBIICHUM:

a) MpOrpaMMbI-peKJIaMBbl;

0) mporpaMMbI-ILIHOHBI;

B) MOTEHIIMAIILHO OMACHBIC TTPHIIOKEHUS.

47. JIOKyMEHT, TIOJHOCTBIO BOCHPOU3BOISAIIMN HMHPOPMALUIO MOJIMHHOTO
JIOKyMEHTa ¥ BCE €ro BHEUIHWE MPU3HAKU WJIM 4YacTh UX, HE MMEIOIIUNA HOPHINYECKOU
CHUJIBI - 3TO

a) MOJUIMHHUK O(UIIMATBHOIO JOKYMEHTa (OpUruHa);

0) myOnmuKaT TOKyMEHTAa,

B) KOIMS JOKYMEHTA;

I') 3aBEpEHHast KONus JOKYMEHTA.

48. «KoMMyHUKaUs» — 3TO:

a) mporiecc oOMeHa nHpopmaluen B CUCTEME;

0) COBOKYMHOCTh TEXHUYECKHX CPEICTB, OOCCIEUYMBAIOIIUX IMPOLECCHl TMepeaadu
uH(popmaIuuy,

B) BCe BAPHAHTHI OTBETOB BEPHBbIE.
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49. COBOKYIHOCTb JaHHBIX, XPAaHMMBIX B COOTBETCTBHM CO CXEMOM JIaHHBIX,
MaHUITYJIMPOBAHNE KOTOPHIMH BBITIOJHSIIOT B COOTBETCTBUM C TIpaBUJIAMHU CPEJICTB
MOJICTUPOBAHUS JAHHBIX - 3TO

a) 0a3a JaHHBIX;

0) OCHOBA JIaHHBIX;

B) AJIpO JTaHHBIX;

I') BCE BAPUAHTHI OTBETOB BEPHBIE.

50. YpoBeHb Moab30BaTes - TO
a) BHEIIHU YPOBEHb;

0) KOHIIENITyaJIbHbIN YPOBEHD,
B) GU3HUECKUI YPOBEHb.

51.Texnonorus mpeoOpa3oBaHus pedn B TeKCT (speech-to-text), koropas
oIPOBBIBACT U MEPEBOAUT B TEKCT PEUCBON CUTHAIT -

* pacno3HaBaHMe pe4u;
CUHTE3 PEYH;
rojiocoBasi OMOMETpHSL.

52. VI3 o0mmx mpaBuiI COBPEMEHHOTO ATHKETA: TIEPBBIM IIPUBETCTBYET
a) My’KYMHA — )KEeHIIUHY;

0) JKEHIIIMHA — MYKYHUHY;

B) MJIQJIIIIMI — CTapIIIero;

) CTapIIdid — MITQJIIETO.

53. Psan TtexHojoruid, oO€CIEUMBAIONIMX TMPO3PAYHOE TMOJAKIIOYEHUE K CETH
yIaJICHHBIX KJIMEHTOB, PACIOJIOKEHHBIX, KaK MPaBWJIO, 3a MpEAc/iaMH JIOKAJIbHON CeTH
OpTaHU3AIHH - ITO

a) FTP-cucrema;

0) cucremMa yJajJeHHOI0 J0CTYIAa;

B) «OOnIaYHbIe BHIYMCICHUS.

94. «'ubpusHoe 00J1aK0» - 3TO

a) uHdpacTpykTypa, MpeaHa3HAYCHHAs VISl WCIIOJIH30BAaHUS OJTHOM OpraHu3aIuei,
BKJTFOYAFOIIEH HECKOJIBKO IMOTPeOUTENeH;

0) uHppPaCTpyKTYypa, NMpeaHa3HauYEHHAs JIJI1 CBOOOHOTO WCIIOJIb30BAHUS IITUPOKOM
myOJTUKOM;

B) BUJ WHQGPACTPYKTYPHI, MPEIHA3HAYCHHBIM I MCIOJIB30BAaHUS KOHKPETHBIM
c000IIeCTBOM NOTpeOUTEIICH U3 OpraHu3alliii, UMEIOINX 00IIHe 3a1a9H,;

r) KOMOMHAUMs M3 JABYX WM 0oJsiee pasjiMYHbIX 00JIa4YHBIX MHPPACTPYKTYp,
OCTAIIMXCH YHUKAJIbHBIMH O0bEKTaAMH, HO CBSI3aHHBIX MEXIAYy CO0OH
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CTAHJAAPTHU30BAHHBIMM WJIM YACTHBIMH TEXHOJOTHSIMM TMepedayd [JdaHHBIX H
MPUJI0KEHU.

55. IIporpammHoe oOecrneueHre, HE MNPUUYUHSIONIEE KOMIIBIOTEPY KaKoro-indo
IpSIMOTO Bpesa, HO BBIBOJSIIEE COOOIICHUSI O TOM, YTO TaKOW Bpen YK€ MPUYMHEH JTH00
OyJeT NPUYMHEH ITPU KAKUX-TUOO yCIOBUAX:

a) NporpaMMbI-IIyTKH;

0) PYTKHUTHI;

B) IPOTPAMMBI-ILIITUOHBI.

56. [IlepBbIii (WM EIUHCTBEHHBIN) OHK3EMIUIAP JOKYMEHTa, 0OJagaromuit
FOPUIUYECKON CHIION - 3TO

a) MOVIMHHUK 0UIHNAJIBLHOI0 JOKYMEeHTa (OPUTHHAJ);

0) nyOnuKaT TOKyMEHTa,

B) KOIUS JOKYMEHTA;

T') 3aBepeHHAs KOs JOKYMEHTA.

57. CBOMCTBO OUIMATIBHOTO JOKYMEHTA BbI3bIBATH PABOBHIE TIOCIEICTBUSA -
a) pUAHYeCcKasi CHJIA JOKYMEHTa,;

0) yrpo3sl 0€30MaCHOCTH JOKYMEHTOB;

B) MH(OpPMAIMOHHAS CHJIa JOKYMEHTA.

58. OtpunarenbHbIM UMUK 3TO

a) UMUK OpraHu3alliy B IIEJIOM, a HE €€ OTJCIbHBIX IMOJIpa3IeJICHH,

0) UMUK, KOTOPBIH 00pa3yeTcs U3 psjia UMHIKEH HE3aBUCUMBIX CTPYKTYD;
B) HAIl UMH/I’K, CO3/1aBaeMblii ONIMOHEHTOM, CONEPHUKOM, IPOTHBHUKOM.

59. HenmpuinuHo 3BOHUTH

a) 10 9.00 yacoB uiu Beuepom nocJe 22.00;
0) 1o 10.00 gyacos wiu Beuepom nocie 21.00;
B) 10 12.00 yacoB wiu Beuepom nociue 19.00;

60. Hecnemmuduuecknii OTBET OpraHM3Ma Ha J000€ TMPEAbIBICHHOE €My
TpeOOBaHKE, NPEACTaBIAIONIEE COOOW HANpsDKEHUE OpraHrM3Ma, HalpaBJI€HHOE Ha
IPEOI0JIEHHE BO3HUKAIOUINX TPYAHOCTENW U MPHUCIOCOOJIEHHE K BO3POCHIMM TPEOOBAHUSIM
- 9TO

a) crpec;

0) KOH(IJIHKT;

B) KOMIIPOMHC.

IK3AMEHAIINOHHBIE BUWJIETBI
1151 aTTectanuu no npodeccun «Cekperapb-aAMUHUCTPATOP
burner 1.
1. Ilpuem u nepBrUYHaAsg 00pabOTKa BXOAAIIEH KOPPECTOHACHITUH.
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2. TpeGoBanus k OJaHKaM JOKYMEHTOB.
3. Buasr cuctem aBTOMaTH3auy JSIOTPON3BOICTBA.

buner 2.

1. O6paboTKka OTIpaBIsIEMOI KOPPECTIOHICHIINH.

2. DTUKET B CIIy’)KEOHBIX OTHOIICHHUSX.

3. Knnaccuduxkanus nporpaMm NOArOTOBKU TOKYMEHTOB.

buner 3.

1. Perucrpamusi TOKyMEHTOB.

2. TpeGoBanus k OJaHKaM JOKYMEHTOB.

3. MudopMmarnus: CymHOCTh U ONpecieHHE.

buer 4.

1. Knaccuduxarus 1e10BbIX JOKYMEHTOB.

2. JlenoBoe MUCHMO B yCIIOBUSIX YHU(UKAIIMHU U PABHUIIA €0 COCTABICHHUS.

3. NudopmaTuzanmsi 10OKyMEHTAIMOHHOTO 00€CIIeUEHUsl YIPaBICHUS U apXUBHOIO

buner 5.

1. TpeboBanus Kk popMyIiapy U OJaHKY JOKYMEHTA.

2. Jlenosas 6ecena no tenedony.

3. KoMnbroTepHbIE TEXHOJIOTHH CO3/IaHUS JOKYMEHTOB.

buner 6.
1. CnpaBouHo-uH(pOpMaIMOHHAsA paboTa ¢ JOKYMEHTAMH.
2. IlpaBuna odopmieHuss pPEKBU3UTOB TOKyMEHTOB: «ToBapHbIM 3HaK (3HaK

00CITy>)KUBaHUS)».

3. IloHATHS «TOKYMEHT» U «3JICKTPOHHBIN TOKYMEHT).

buer 7.

1. HopMatuBHO-TIpaBOBOE 00ECIIEYEHHUE NEATEIbHOCTH CEKPETapSL.
2. JlenoBoii MPOTOKOJ U CPEACTBA KOMMYHUKAITMOHHOTO OOILIEHHUS.
3. [loHsiTHE M BOBHUKHOBEHHE HH(POPMALIMOHHBIX TEXHOJOTHUH.

buner 8.

1. Crioco06s1 3amuThl KOHPUACHITMATBHON HH()OPMAIIUK B OpTaHU3AIIHH.
2. B3auMOOTHOIIIEHUS C PYKOBOJUTEIIEM.

3. Cuctemsbl ynpaBiaeHus 6a3aMu JaHHBIX.

burter 9.
1. ITpaBuna BeaeHus Tese(OHHBIX TEPETOBOPOB.
2. KadectBa, HeOOXOAuUMbIE BO B3aUMOOTHOIICHUSX «PYKOBOJIUTEIb —

JEJIOTPOU3BOIUTEIDY.
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3. OcHOBHBIC OOBEKTHI U IMPUHOUIIBI aBTOMATHU3alIUH pa6OTBI C JIOKYMCHTaMMU.

buner 10.

1. [IpaBuna pabOTHI C MOCETUTENSAMHU B IPUEMHOIA.

2. TlpaBmia odopmiieHHS PEKBU3HTOB MOKYMEHTOB: «OTMETKa 00 3JIEKTPOHHOM
MOATIUCI.

3. ABTOMaTH3anus JOKYMEHTALMOHHOIO 00€CIIeUeH s yIPaBICHHs B OpraHU3aluu.

buner 11.

1. Opranu3zanus KOMaHAUPOBOK PYKOBOIUTENS.

2. XpaHeHHUE TOKYMEHTOB B apXHMBE OPraHU3alUU.
3. YperynupoBaHue KOH(IJIMKTA.

buner 12.

1. IIpaBuna pedyeBoro 3TUKETa CEKpeTapsi.

2. IlpaBuna ohopmiieHUs: pEKBU3UTOB JOKYMEHTOB: «Buzay.
3. OCHOBHBIE DJIEMEHTHI CUCTEMBI 0a3bl JaHHBIX.

buner 13.

1. OCHOBHBIE TPUHILIUIIBI AETOBOM 3TUKU U ATUKETA CEKPETapSI.
2. OCHOBHBIE COCTABJISIIOLIME KYJIbTYPHI IETOBOTO OOIICHHUS.
3. [IpuHIMITEI aBTOMATU3aMN PabOTHI C JOKYMEHTaAMHU.

buner 14.

1. TpeboBanusi OXpaHbl TpyJa B paboOTe CEKpeTaps.

2. ®aKTOpbl, CIOCOOHBIE BHI3BATH CTPECC.

3. OcHOBHBIE (DYHKITUH CHCTEM DJICKTPOHHOTO JOKYMEHTO000pOTAa.

buner 15.

1. TexHnueckue cpeacTBa ynpasieHus B oduce, Ux Kiaccupukauus, Ha3HAYCHUE,
OPUHIUI pabOTBHI.

2. Umumx cekperaps-aaMuHucTparopa. TpeboBaHusl K BHEIIHEMY BUITY.

3. ba3bl JaHHBIX KaK CPEACTBO XpaHEHUS U 00pabOTKH MH(OPMALIUH.

METOANYECKHUE MATEPHUAJIbBI

VY4ebHo-MeTonnueckoe U MHPpOpMaAIMOHHOE OOeCIieueHUE: JICKITMOHHBIA MaTepuall,
CIIUCOK JINTEPATYPHI.

HOPMATUBHO-IITPABOBBIE AKTbHI U CIIUCOK JIMTEPATYPBI

- ®enepanbHblil 3ak0oH 0T 29.12.2012r. No273-03 «O06 obpa3zoBanuu B Poccuiickoit
Denepanumny;
- ®epepanpubiii 3ak0H OT 30.12.2001r. Nel197-@3 «Tpynosoit Kogekc PDy;
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- Oenepanbubiii 3akoH oT 06 ampens 2011 r. Noe 63-®3 «OO6 »neKTpOHHOI
MOATIUCH»;

- Genepanpupiii 3akoH oT 27 wmrons 2006 r. Ne 149-03 «O6 wundpopmaimm,
UH(GOPMAITMOHHBIX TEXHOJOTHIX U O 3alUTe HH(pOpMamy;

- ®enepanbHbiii 3ak0H 0T 02 mas 2006 r. Ne 59-@3 «O mnopsiake paccCMOTpPEHHUS
obparmenuii rpaxaan B Poccuiickoit deneparumny;

- ®enepanbHbii 3akoH OT 01 uroHs 2005 1. Ne 53-@3 «O rocynapcTBEHHOM SI3bIKE
Poccniickonn @enepanuny;

- @enepanbHblif 3akoH OT 22 okTs0ps 2004 1. No 125-®3 «O0 apxuBHOM jefne B
Poccuiickon @enepauum»;

- @®enepanbubliii 3ak0H OT 29 utoinst 2004 r. Ne 98-D3 «O koMMepUecKOil TaltHE»

- ®enepanbubliii 3ak0H OT 21 uronst 1993 r. Ne 5485-1 «O rocynapcTBEHHOM TaliHE»;

- IlocranoBnenne IlpaBurensctBa P® ot 15 wurona 2009 r. Ne 477 «O6
yrBepxaeHun IIpaBun nenonpousBojcTBa B (pelepalibHbIX OpraHax HCIHOJHUTENIbHOM
BIIACTI;

- Ilocranosnenue IlpaBurensctBa P® ot 13 aBrycra 1997 r. Ne 1009 «OO0
yTBepKJIeHUH IIpaBui MOATOTOBKM HOPMATHBHBIX TIPABOBBIX aKTOB (heaepalibHbIX
OpraHOB MCHOJHUTEIBHON BIIACTU U UX TOCYJAPCTBEHHOMN pPETUCTPALIII;

- IlocranoBnenue IlpaButensctBa P® ot 27 pexabps 1995 r. Ne 1268 «OO0
YHOPSJOYEHUH HW3rOTOBJIEHUS, WCIIOJNb30BAHUSA, XPAHEHUS W YHUUTOXEHUS Ie4yaTed u
0JIaHKOB ¢ Bocnpou3BeaeHueM ['ocyaapctBeHHoro repoa Poccuiickoit @eaepariuny;

- [Ipuka3 ®denepanbHoro apxuBHoro areHrcrsa ot 20 nexadps 2019 roma Ne 236
«O0 ytBepxkaeHun IlepeuHss TUIMOBBIX YHPABIEHYECKUX ApPXUBHBIX JOKYMEHTOB,
00pa3yromuxcs B Mpolecce AeSITENbHOCTA FOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYTIPABJICHUS U OPTraHU3ALNN, C YKa3aHUEM CPOKOB UX XPAaHEHUS»;

- [locranoBnenune Muntpyna Poccun ot 26 mapta 2002 r. Ne 23 «O06 yTBepKIeHUN
Hopm Bpemenu Ha paboThl MO JOKYMEHTALIMOHHOMY OOECHEUEHHUIO YINPaBICHUECKUX
CTPYKTYp (enepaabHbIX OPraHOB UCIIOTHUTEILHOU BIACTHY;

- IlocranoBnenne I'ockomcrara Poccum ot 05 suBaps 2004 r. Ne 1 «OO06
YTBEPKJIECHUHU YHU(DULIHUPOBAHHBIX (DOPM MEPBUYHON YYETHOM JOKYMEHTALIMHU MO y4YeTy
TPYJa U €ro OIIaThly;

- IlocranoBnenne Muntpyna Poccum ot 25 HosiOpa 1994 r. Ne 72 «OO0
YTBEPKJICHUH MEXOTPACIEBbIX YKPYIHEHHBIX HOPMAaTMBOB BpPEMEHHM Ha paboThl IO
JOKYMEHTAIMOHHOMY OO€CIIEUEHHUIO YIIPaBICHUSY;

- [locranoBnenune denepaibHOM KOMHCCHM MO PBIHKY LEHHBIX Oymar ot 16 utons
2003 r. Ne 03-33/mc «OO6 yrBepxknenuu [lonokeHUsT O TOpPSANKE W CPOKax XpaHEHUs
JIOKYMEHTOB aKIIMOHEPHBIX OOIIIECTBY;

- [Tpuka3z ®deaepansHoro apxuBHoro arenrcrsa ot 11 anpens 2018 roma Ne 43 «O6
YTBEPKACHUU TPUMEPHOTO MOJIOKEHHS 00 KCIIEPTHOW KOMUCCUHU OpPTaHU3aLuN»;

- [Ipuka3z MunuctepcTBa oOpa3oBanusi u Hayku Poccuiickoii @enepanuu ot 01.07.
2013 1. Ne 499 «OO6 yrBepxknenun Ilopsiaka opraHu3anud W OCYIIECTBICHUS
0o0pa3oBaTeNbHON  JIEATENIbHOCTH IO  JIONOJIHUTEIBHBIM  MPO(PECCUOHATBHBIM
porpaMmmamy;
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- [Ipuka3z MunucrepcTBa Tpyia U counanbHoM 3amuThl PO ot 15 utons 2020 r. Ne
333 «O6 yTtBepkaeHuu npodeccuoHambHOTO  cTaHaapra «CHenuaiucT 1o
OpPraHU3aI[MOHHOMY U JTIOKYMEHTAIIMOHHOMY OOECIICUECHHUIO YIPABICHUS OPTaHU3aluey.

- 'OCT P 7.0.97-2016 «Cucrema crangapToB 1Mo HHPOpMAIH, OHOTHOTEYHOMY U
u3/aTeabckoMy Aeny. OpraHu3alrOHHO-PaCoOpsIANTENbHAA JoKyMeHTauus. TpeboBaHus
K 0()OPMIICHHIO TOKyMEHTOBY;

- TOCT P 7.0.8-2013 «Cucrtema ctanmapToB no uHdopmanuu, 6UOINOTEYHOMY U
U3/1aTeIbCKOMY JIeiTy. []e10npon3BOACTBO U ApXUBHOE 1€710. TEPMUHBI U ONIPEIETICHUS;

- TOCT P 50922-2006 «3amwura wuHpopMmarun. OCHOBHBIE TEPMUHBI U
onpeeICHUs»;

- TOCT 6.10.4-84 «YuudumupoBaHHble CHCTEMBbI JOKyMeHTanuu. I[lpumanue
IOPUUYECKON CHJIBI JOKYMEHTaM Ha MAIIMHHOM HOCHUTEJIE W MAalllMHOTpaMMe,
CO3/1aBa€MbIM CPEACTBAMH BBIYMCIUTEIBHON TEXHUKUA. OCHOBHBIE MOJIOKEHUD;

- TOCT 6.10.5-87 «YHuduiupoBaHHble CUCTEMbI JOKYMEHTAIMHU. TpeOoBaHUs K
HOCTPOEHHUIO (popMmytsipa-oOpaszLar;

- TOCT 17914-72 «O06m0KKH e AIUTENbHBIX CPOKOB XpaHeHHsl. THIbI, pazMepsl
U TEXHHUYECKHE TPEOOBaHUY;

- TOCT P 34.10-2012 «MudpopmannonHass texHosorus. Kpunrorpapuueckas
3amuTa uHpopmanuu. Ilpoueccsl (GopMUpOBaHHS U MPOBEPKH SJIEKTPOHHOW LHUPPOBOU
MOATTUCHY;

- 3amiuea, E. B. Jlenmonpou3BoacTBO W JOKYMEHTOOOOPOT B CHCTEME
roCyJapCTBEHHOT0 W MYHULMIIAJBLHOTO yHpaBieHHs: yudeO.-meron. mocoouwe / E. B.
3annieBa, H. B. 'onuapoBa ; M-Bo oOpa3oBanust u Hayku Poc. @enepanun, Ypan. denep.
yH-T. — ExarepunOypr : U3n-Bo Ypan. yu-ta, 2017. — 178 c.

- 3amemnna E.A. DTuka u rncuxoJiiorus aeiaosoro ooirenus. M.: PUOP, 2006.

- Kopxxyk B.M., ITonos N.IO., BopoObeBa A.A., 3autuiieHHbIi JOKYyMEHTOOOOPOT.
Yacts 1: YuebHo-meToauueckoe nocodue — CI16: Yuusepcurer UTMO, 2021. — 67 c.

- Kynsies H.H. ndopmaiionHbie TEXHOJIOTUN B TOKYMEHTAITMOHHOM OOECIICUCHHUH
yHOpaBieHUs] U apxuBHOM jene: yueOnuk s By30B / H.H. Kynsaes, T.B. Kongpamosa,
E.B. TepentneBa, A.I'. ®abpuyHoB / moa o6ml. pen. a.1o.H., npod. H.H. Kynsera. — M.,
2016. — 408 c.

- Makapos b.®., Henoroga A.B. [{enoBoii 3TUKET 1 O0IIEHUE.

- Ilcuxonorus u stuka aenoBoro oobuienus/ [lox pen. B.H. JlaBpunenko. — M.:
Onutn, 2002. — C.267.

- Ilcuxonorus u stuka aenoBoro obuienus/ [lox pen. B.H. JlaBpunenko. — M.:
IOuuTH, 2002. — C. 292-294.

- Ppibankuna 3.M. JIokyMeHTOOOOPOT M ACIONMPOU3BOACTBO: Kypc Jiekiui / 3.M.
Pribankuna. — Ilenza: II'YAC, 2014. — 196 c.

- @uonosa, JI. P. ®61 OcBoenue mnpodeccuoHaIbHBIX KOMMETEHIMH B cdepe

JOKYMEHTAIlMOHHOTO obOecrnieuenus ynpasinenus: yueO. / JI. P. ®uonosa. — [lenza: 13a-Bo
[y, 2016. - 200 c.
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