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MHC-AMTI-00

WHCTpyKUMA « » pea. Ne 1

cTp. 213 31

HEKOHTPOJIMPYEMAS KOMWA! Ucnoneayiite TOJIBKO 2nexTponHYI0 BEpCUI0 AOKYMEHTA, PACNIONONEHHYID B base
AaHHBIX HA KOPMOPATUBHOM CEPBEPE UMW YHTEHHYIO KONWIO.
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= WHC-AMTN-00_

@ WHeTpyKuma « » pea. Ne 1

cTp. 3 U3 31

HEKOHTPOIIMPYEMASR KOMWA! Ucrionbayiite TONBKO ANEKTPOHHYH BEPCUIO AOKYMEHTA, PACTIONONEHHYI0 B Baze
AHHbIX Ha KOPNOPAaTUBHOM CEPBEPE UMW YYTEHHYIO KOMUIO.

OEBLUME NONOXEHUA

OcHoBHasi  nporpamma npoeccrmoHaneHoro  obyyeHus — nporpamma
NpoheccMoHansHOM MoAroTOBKA Mo npoceccusm paboynx, AOMKHOCTAM crnyxaLumx
«CekpeTapb-aAMUHUCTpaTOp» paspaboTaHa B COOTEBETCTBAM G TpeboBaHuaMM
Cneaytowmx HopMaTUBHO-TEXHUYECKUX [OKYMEHTOB:

- ®epepanbHoro 3akoHa oT 29.12.2012r. Ne273-03 «O6 obpasoBaHun B
Poccuiickoii DegepaLumy:

- [pukas MuHucTepctea npoceelleHus PO ot 26 asrycta 2020r. Ne 438 «06
YTBEPXOEHUM  nopsiaka opraHusauMu W OcyLLecTBReHus obpazoBaTensHon
ASATENBHOCTU NO OCHOBHBIM NPOrpaMmMam NPoheCCUOHaNBHOMO 0By EHNS»:

- lNpukas MuHucTepcTBa npocselyeruss PO ot 14 uiona 2023 r. Ne 534 «06
yTBepxaeHun MepeyHs npodeccuii paboumx, AoMKHOCTEI cryxaLyux, no KoTopbiMm
OCYLLECTBNAETCA NpoheccnoHansHoe obydeHe:

- Npukas MunucTepcTBa Tpyaa 1 counansHol 3awuThbl P® ot 15 uioHa 2020 r. Ne
3330  «O6 yTBepKAEHUM npotheccUoHanbHOro craHgapta «Cneumanuct no
OPranusaUloHHOMY U OKYMEHTaLIMOHHOMY oBecrneyeHuio ynpasneHus opraHusauueits.

lNpodeccuoHansHoe obyyeHue OCYLLIECTENAETCH B opraHusauusx,
OCyLLecTBRALWMX 0OpasosaTensHyo 4esTeNbHOCTb, B TOM YUCHe B y4ebHbIX LeHTpax
npoeccrMoHanbHo  KBanudukaumu u  Ha nponseofcTse, a Takke B opwme
camoobpasoBaHus. YyebHble LEeHTpbI npocbeccuoHaneHol  Ksanudukayum MoryT
CO3AaBaTLCA B pasnuyHbIX OpPraHU3auMoHHO-NPaBoBbIX hopmax opuanYeckux nu,
NPEOYCMOTPEHHbIX IPaXKOAHCKUM 3aKOHOOATENbCTBOM, UMM B KayecTse CTPYKTYPHbIX
noopasaeneHni puan4eckux nuL.

PopMbl 0BYyHEHUA MO OCHOBHBIM nporpammam npodeccnmoHanbHoro oby4eHus
ONpeaensAlnTcs opraHusauveli, ocyLUecTBRSIOLEH obpasoBaTentHyio AesTenbHOCTS,
CaMOCTOATENbHO, €CnM WHOe He YCTaHOBIIEHO 3aKOHOAATeNbCTBOM PocCUiicKoil
Pepepauun.

CopfepxxaHue 1 NpoaomKUTENbHOCTb npocbeccrnoHansHoro obyyeHust No Kaxaom
npodpeccun paboyero, fOMKHOCTM Cry>aLlero onpeaenseTca KOHKpeTHOW Nporpammo
npogpeccuonanbHoro obyyeHus, paspabaTeiBaeMoii U yTBEPKOAEMOI opraHusauuen,
ocywiecTenstolen obpasoeaTenkHyo AEATENBHOCTL, HA OCHOBE nNpodeccuoHansHbIX
CTaHAapTOB (NpW HaMMYUM) UMK YCTAHOBMEHHbIX KBanuukaLnoHHeIX TpeGosaHuit, ecnu
WHOE He ycTaHoBneHo sakoHopaTenbcTeoM Poccuiickoin Pegepavmm.

Cpoku Havana u okoH4YyaHus npogpeccnoHansHoro obyyeHus onpenensioTes B
COOTBETCTBUW  C  y4eDHbIM  NMAHOM  KOHKPETHOW  OCHOBHOIA nporpaMmel
npogeccroHansHoro o6yyeHus.

ObpasoeatensHas AesTenLHOCTh no OCHOBHbIM nporpammam
npoeccroHantHoro obyyeHns OPraHu3yeTCsi B COOTBETCTBUM C pacnucaHnem, KoTopoe
OnpeaenseTcs opraHnsaunen, ocyLecTanaoLWen obpasoBaTensHyo AesTensHoCTs,

MpodeccronantHoe obyyeHne Ha NPOW3BOACTBE OCYLLECTBNAETCH B npeaenax
paboyero BpemeHu obyvalolierocs no COOTBETCTBYIOLLMM OCHOBHBIM MporpaMmam
npogeccnoHansHoro obyyeHus.

MpodeccuoHantHoe obyyeHue no WHAMBWAYanbHOMY y4yebHoMy nnaHy, B Tom
ducne  yckopeHHoe  ofydeHune, B  npegenax — ocBauBaeMOoil nporpamMmei
npodeccuoHansHoro  obydeHus  ocylecTsnseTcs B nopsake, ycTaHOBNEHHOM
nokanksHbIMK HOPMaTUBHLIMM aKkTamu opraHusauuu, OCyLLeCTBRSALE
obpazoBaTenbHylo AesTeNbHOCTb. [Npu npoxoxaeHun npodeccnoHansHoro oby4veHuns B
COOTBETCTBUM C MHAMBUAYANLHBIM Y4EOHLIM MTaHOM €ro MPOACIKUTENBHOCTL MOXET




UHC-AMTIM-00_

WHCTpyKUMA « » pea. Ne 1

cTp. 4 uz3 31

HEKOHTPOJIMPYEMAS KOMWA! Ucnonkayiite TONIBKO snekTpoHHYio BEPCIIO AOKYMEHTa, pachonoxeHHylo B Gase
AaHHbIX Ha KOPrOpaTUEHOM CEpBEpe MU YUTEHHYIO Konuio.

BbITb U3MEHEHa opraH13aLuen, ocyLecTenNsLel obpasosaTerbHyto AeATenbHOCTb, C
y4eTom ocoBeHHocTel n obpasoeaTernbHbIX notpebHocTelt koHKkpeTHoro obyyalollerocs.

Peanusauus OCHOBHbIX nporpamm npogeccuoHansLHoro obyveHus
COMPOBOXAAETCA NPOBEAEHUEM MPOMEXYTOUHON aTTecTauun obyualowwmxcs. Popmsl,
MEepPUOANYHOCTE M MOPSLOK NPOBEAEHWS MPOMEXYTOYHOW aTTectauuu obydalomxcs
yCTaHaBNMBAKOTCS OpraHu3aLmeid, ocylecTansiolen obpasosaTesbHyto AeATenbHOCTb,
CaMOoCTOATENLHO.

MpodheccuoHansHoe obydYeHWe 3aBeplLUaeTcs WTOroBOW aTTecTaunen B opme
kBanudnkaLunoHHOro aKksameHa.

KBanuuKaUMOHHBIA 3K3aMeH NPOBOAUTCA OpraHusauueit, OCyLUeCcTBrsoLEN
oBpasoBaTenbHyl0 [eaTenbHoCTb, ANA OnpeAeneHns COOTBETCTBUA MONyHeHHbIX
3HAHWIA, YMEHWIA 1 HABLIKOB NporpaMme nNpoteccroHansHoro oby4eHus 1 ycTaHoBNeHNs
Ha 3TOM OCHOBe nuuam, npowegwum  npodeccuoHansHoe  0byudeHue,
KBanUUKALIMOHHBIX Pa3pAA0B, Kaccos, kKaTeropuil No COOTBETCTBYIOLLMM NPoteccusim
paBoumx, AOIPKHOCTAM Cry>KalyX (Mpy Hanu4uumn Taknx paspsagos, Knaccos, KaTeropui).

dopMbl  NpoBeAEHUs  KBanuUKaAUMOHHOrO  39K3ameHa  YyCTaHaBMuBalTCH
opraHusaLuel, ocyllecTensoLLen obpasoBaTensHylo AeaTenbHOCTb.

Nuuo, ycnewHo cAasllee  KBanuuUKauMOHHBIM  3K3ameH,  rnonyvaet
keanudukauuo no npodeccun pabouyero, AOMKHOCTU CryXallero ¢ NpUcBoeHNeEM (npu
Hanuuuu) KBanuUKaUMOHHOTO paspsfa, Knacca, KaTeropum no pesynbratam
npocheccuoHanbHoro oByYeHns, YTO NOATBEPXKAAETCA AOKYMEHTOM O KBanudukauum
(cBUAETEenbCTEOM O npodeccun paboyero, AOMKHOCTH CryKaLLEro).

Keanudukaums, ykasbiBaemas B CBuAETenscTBe o npodeccun pabouero,
[OMKHOCTU Criyxallero, AaeT ero obnagaTtenio Npaso 3aHUMAaTbCs OrfpeaeneHHou
npoeccroHansHoN AeATeNbHOCTLI0 UNK BbINOMHATE KOHKPETHbLIE TPYAOBEIe hyHKLMN,
Ans KOTOpbIX B YCTAHOBMEHHOM 3akoHodaTenscTeom Poccuiickon ®efepauuu nopagie
onpeaeneHsl obszatensHele TpeGoBaHMa K HanNWYWIo KBanuukauuy no pesynsTaTtam
npodeccuoHanbHoro obyveHus, ecnM WHOe He YCTaHOBMEHO 3aKoHO4aTEeNbCTBOM
Poccuiickon ®egepaumu.

Opranuzauun, ocyulecTenswowue o6pasoBaTenkHyio AEATENBHOCTS,
CaMOCTOSTENBHO YcTaHaBNMBaloT 06pasLibl BbiAaBaemoro CBMAETENLCTBA O Npodeccui
paboyero, OOMKHOCTM CMyXalLUero, 1 onpeaensioT NopsAoK WX 3anosiHeHNs 1 BbiAaqn.
Mpu onpegeneHun nopsaka sanofiHeHus, yveTa 1 Bbiaadn cBuAeTenscTsa o npodeccuu
paboyero, [HOMKHOCTU CnyXallero B HeM TaKkke npeaycmMaTpuBaeTcs MOpPAAOK
3anonHeHuns, y4eTa 1 Bblgayun Aybnukata ykasaHHoOro cBuaeTensCcraa.

Muuam, He NpoLUeALUMM WTOrOBOW aTTecTauun WNu Nony4MBLUMM Ha WTOrOBOW
aTTecTauMn Hey[dOoBNEeTBOPUTENbHbIE Pe3ynbTaThl, a Takke nulaM, OCBOUBLLMM 4acTb
OCHOBHOI NporpamMMmbl NPOMECCUOHANLHOro oby4YeHWss U (MnK) OTYMCNEHHBIM K3
opraHusauuy, ocyliecTnsiolen obpasoBaTenbHyio AeATeNnsHOCTh, BbIAAETCA cnpaBka
06 obyyeHun unm o nepuoae oby4eHus No  0obpasily, CamMOCTOATENLHO
ycTaHaenMBaemMomy opraHusauven, ocyLlecTBRALWen obpasoBaTenkHyto
[eATEeNbLHOCTb.

Liens OCHOBHOM NPOrpaMmmbl NpoteccMoHanLHOro oby4eHus — nporpaMmb|
npodeccuoHansHon MoAroToBkM No npodeccusm pabounx, AOMKHOCTAM ChyXawmx
«CekpeTapb-agMUHICTPaTOP» — opMUpoBaHue y obydaroLmxca npodeccuoHanbHbIX
3HaHWA, yMEHUI 1 HaBbIKOB NO Npodeccuiu.

OcHOBHaa Uene Buaa npodeccuoHanbHon AeATENLHOCTU: peanusauuns
oBecrneunBaowWwmx YHKUWIA  ynpaeneHus opraHusauvel; BHeApeHve  ny4diumnx
TexHudeckux pa3paboTok W HOBEWWMX TexHonorwin B obecrieyeHne ynpasneHWs
opraHusaumei.




MHC-AMTIM-00

WHcTpykums « » ped. Ne 1

cTp. 5 us 31

HEKOHTPONWPYEMAS KOMWA! Wcnoneayiite TOJSILKO SMNEKTPOHHYK) BEPCUIO JOKYMEHTE, PacronoxeHHyIo B Hase
A2HHEIX Ha KOPNOPaTUBHOM Cepeepe Wnu YHTEHHYIO KOMUH.

3afjaum nporpaMmbi: (hopMUpOBaHWE KOMMNMEKCHOro noaxoda K Bonpocam
OpraHusauuu obyyeHus no npocpeccuy paboyero CeKpeTapb-agMUHUCTPaTOP,
NNAHMPOBaHUA 0BYYEHUs C NPUMEHEHUEM TeXHUYEeCKUX cpeacte, npuemam oby4yeHus B
PeanbHbIX yCrnoBusx, Ha Npon3BoACTEe.

ObpasoBartensHas fgesTensHoCTb no NporpaMMe opraHnsyeTcs B COOTBETCTBUY C
y4eBHbIM nnaHomM, kaneHaapHbIM rpachkoM W pacnucaHvem.

Mporpamma npepcraenser co6oi KOMMNEKC OCHOBHbLIX XapaKTepucTuK
0bpasoBaHus: 06bEM, CofepXaHWe, nnaHvpyemsie pesynbTaTbl, OpraHn3aunoHHo-
nejaroruyeckue ycnosus, hOpMElI UTOrOBOIA arrecrtaumm U npeacTtaeneHa B BUAE;
yyebHoro  nnaua, KaneHnapHoro  yyeGHoro  rpacuka TeopeTu4eckoro u
NPOM3BOACTBEHHOrO 0BYy4YeHuss, paboumx Mporpamm, OUEHOYHLIX MaTepuarnos,
METOANYECKUX MaTepuanos.

O61ém ocsoenns nporpammel cocTasnser 190 yueBHbIx yYacos, BkriouaeT
TEOpeTH4eckoe v npakTnyeckoe obyyetue, UTOroBylo aTTecTayuo.

Copnepxanue nporpammel gomkHo CMCTEMaTU4ECKM [ONOMHATLCA MaTepuarnom o
HOBbIX TEXHOMOrMYeckux npoueccax u obopynoeaHumn, 0 AocTUKEHNSIX, BHEOPEHHbIX B
OTEYECTBEHHOI UNK 3apyBexHoI NpakTuke.

Teopetuyeckue zanaTus - obyvalolmecs usyyaior TEOpeTuYeckMe OCHOBSLI,
YCTaHOBNEHHbIe KBanupuKaUMoHHbIMKU TpeBoBaHusMu AaHHol paboyelt npoteccun.

MpakTuyeckue  sawsTUg - (hOpMUPOBaHUE  MpPaKTUYECKUX YMeHuiA
NPOMeCcCoHankHbIX (BbINOAHATS onpeaenéHHbie AeicTBIs, onepauum, Heobxoaumele B
nocnegyroLuem B npoheccnoHansHo ASATENbHOCTU) AaHHOI paBodeil npodeccuu.

Ans Bcex Bupos 8YRVTOPHBIX 3aHATUM akafeMUYeckuil Yac ycTaHaenusaeTes
MPOAOIKUTENBHOCTLIO 45 MUHYT.

Pexum nposepeHus 2austuii He bonee 8 yacos B cyTKu. OBLwwmii cpok ocBoeHUs
MporpamMmsbl cornacossiBaeTes ¢ 3akas4nkom uHAMBMAYansHO. Pacnucanue u y4ebHbIi
rpachuk cocTaBnsoTes ¢ Y4eTOM 0coBeHHOCTE 3akasyuka.

®opma peanusauum fnporpaMmmel — o4yHas.

C y4yetom ocoBeHHOCTell u obpasoBaTensHbix NoTpebHoCTel KOHKpeTHoro
obyyarowyerocs (cnywatens), B cooTBeTCTBUM co CNeUndUKOn U BO3IMOXHOCTAMY
obpaszoBaTtensHoii OPraHnsalunm, Ha ocHoBaHUM AelicTeyloLero 3aKoHogaTtenscTea PO
W NokanbHelX akToe obpasosaTensHol opraHusauuu, Ans oThensHoro obyyaloluerocs
Unu rpynnel oByyarowmxcs MoxeT 6biTh opraHusoBaHo oby4yeHue no WHOWBMAYansHOMY
y4eBHomy nnaHy, 8 ToM Yncne fPEAycMaTpuBatoLLemMy yckopeHHoe oby4eHue B pamkax
OcBanBaemoi nporpaMmeil.

K oceoenuio nporpammei AONYyCKalTeA Niua He Monoxe 18 net, n umerLyme
obulee cpegHee 06pazosaHue unm cpefHee npodeccuoHansHoe obpazosanye.

MNAHUPYEMbIE PE3YNbTAThI

lMnaHupyemeble pesynsrars oby4eHus no MNporpamme chopMmMpoBaHs! ¢ yyeToMm
TpeboBaHui HOPMaTUBHBIX AOKYMEHTOB,

Xapakrepucrtuka KBanudukauum.

OpraHusaunorHoe obecneyeHne AEATENBHOCTU OpraHusaLmn.

YpoBeHb kBanucpukaLm — 3.

BoamoxHble Cekpetapb-agmuHucTpartop
HanMeHoBaHus
AOMKHOCTeR, npodeccuii




WHC-AMTN-00_

MHCTpYKUMA « » pen. Ne 1

cTp. 6 na 31

HEKOHTPONMPYEMAS KOMWUA! Menonbayite TONMBKO anekTpoHHY BEPCUIo AOKYMEHTA, PACNONDMKEHHYIO B Gaze
[aHHBIX Ha KOPMOPaTUBHOM Cepeepe UMK y4TEeHHYIO KOMUIO.

TpeboBaHus K
oBpazoBanuio 1 0by4eHuio

CpenHee obLiee obpasoBaHve

MpodeccuoHanbHoe obyyeHne - nporpamMmel
npodpeccroHanbHON NOArOTOBKM MO AOIXKHOCTAM
cny)Kalmx, NporpaMmbl NEPENOAroTOBKN CRyXaLluX,
nporpamMmbl MOBEILLEHUA KBanudukaumy crnyxalumx

TpeGoBaHus K onbITy
npakTu4eckoi paboThbi

Ocobble ycnosua gonycka
k pabote

[Opyrue xapakTepucTuku

[ononHuTenkHbIE XapakTepucTuku

HaumeHoBaHue JOKyMeHTa Koa HaumeHosaHue 6asoBowi rpynnbl,
aomkHocTu (npodpeccun) unu
cneymanbHoCTU
OK3 4226 Cnyxawwme B npueMHoi (obLuero npocuns
OKMNATP <3=> 26353 CekpeTapb-MalUMHUCTKa

<3> OBLepoccuiickuil knaccudukaTtop npodeccuin pabounx, AOMKHOCTEN
cnyxawux u TapucdHbIX paspsaos.

MepeyeHb NpodeccuoHankbHLIX KOMNeTeHUUN (TpyAoBbIe yHKUMKN) —
XapaKTepUucTUKa KoMneTeHLN:

KomneTeHuus (Tpyaoeas dyHkums): 1. Mpuem v pacnpefeneHne TenepoHHbIX

3BOHKOB OpraHusauum

TpynoBble AeicTams

MNepeHanpaBneHue TenedoHHbIX 3BOHKOB PYKOBOACTBY 1
COTpyAHVKaM opraHusaunm

PerncTpauus nocTynawLLmx TenegoHHbIX 3BOHKOB
MonyueHne HeobxoanMoNn nHGopmaLmn 1 nepedada
caHKUMOHWPOBaHHON MHopMaLK No TenedoHy

Heobxogumble yMeHUA

Wcnonk3oBaTh TEXHUYECKUE W NporpaMmHbie CpeacTea
AN IPOBEAEHNA roNocoBOiA UNK BUAEO-KOH(EPEHLL-
CBA3N

Wcrnonb3oBaThk CPEACTBa KOMMYHUKALIMOHHON OPITEXHNKNA
AN nonyyYeHns ¥ nepeaa“n nHgopmMaunm

BecT y4eTHblE perucTpaunoHtbie popmel,
UCMOMb30BaTh X ANA MHGOPMaUWNOHHOK paboThl
YcTaHaBnMBaTh KOHTaKT ¢ cobeceHUKOM, noaaepxveaTth
v passnBaTh Aenosylo 6eceay B NpoLecce TeNepOHHbIX
reperoBopos

CrnaxusaTb KOHMIUKTHBLIE U CNOXHbIE CUTYaLUK
MEXMUYHOCTHOro B3aUMoLeNCTBNA

Cobniogath cnyebHbln 3TUKET

HeobxoauMbie 3HaHWA

OyHKLMMA, 387841, CTPYKTYpa OpraHunsauuy, ee CBasy




UHC-AMTI-00

WHeTpyKums « » pen. Ne 1

CTP. 7 U3 31

HEKOHTPONUPYEMAS KOMWS! Wenoneayiite TONMBKO ITIEKTPOHHYIO BEPCUIO IOKYMEHTE, PacnoNoxeHHyo B Hase
2HHbBIX Ha KOPNoOpaTUBHOM CEpBepe unu YUTEHHYIO KOMWIo.

-

lNpaeuna BzaumopeiicTans ¢ napTHepamu, KnueHTamu,
cpeacTeaMmu MaccoBoii i opmMaumn

OTUKa fenoBoro obLyeHns

lpaBuna peyesoro aTukera

TpebosaHus oxpaHsl Tpyaa

MpaBuna 3awmTs KOH(pUAEHUManbHOM cryxe6Hom
UHchopMaLmm

| Opyrvie xapakTepucTikm

KomneteHuus (tpynosas tbyHKUMA): 2, Opranuzaums paboTkl ¢ nocetutensamMu

opraHusaumm

Tpynosele geiictens

Bcrpeva nocetuteneii, nony4yeHne nepeuYHoIA
WHOpMaLMK 0 noceTUTensx u nMoMoLLb B opraHu3aumm
VX Npruema pyKosoauTenem v coTpyaHukamu

Benenue xypHana sanucu nocetutenei

YuyeT nocetureneit u ochopmneHue nponyckos
Cogelictaue OnepartuBHOMY paccMOTPEHMIO NPOCLE
npeanoxeHun nocetuteneli

Mpvem 1 nepegaya AoKyMeHTOB noceTuTenei
PYKOBOACTBY 1 COTpyAHMKaM opraHuaaLmy
OpraHusauus 1 6poHnposaHue NepPeroBopHLIX KOMHAT
CepsupoBska YyaiiHoro (kocheitHoro) cTona B ochuce
MpuroToBnexune HanuTkoR (4ai, kodbe, NpoxnaguTensHble
HanuTku)

Heobxogumble ymeHus

O6warkecs ¢ noceTutensmu

Wcnonksosatk yeraHosneHHbIe npasuna v npoueaypsl
KOMMYHUKaLIMM BHYTPY OpraHusaumu

Bectu yyetHble hopmbl, ucnonbaosats 1X Ansa paboThl
CospaBath nonoxuTensHbIii UMUK opraHusaLum
MpuHumMaTs Mepsl no paspeLuermnio KOHNMNKTHBLIX
CUTyauuni

MpumeHsaTs NHOPMALIMOHHO-KOMMYHUKALIMOHHble
TexHonoruu

ObecneynsaTth KOHUAeHUMansHOCTb UHopmaLm

Heobxoaumbie 3HaHus

Mpasuna opraHusayum npuema nocetutenei
lNpaeuna genosoro obLyeHus

CTpykTypa opraHusauum u pacrnpepeneHue dyHKLuii
MEXAY CTPYKTYPHLIMU NOoApasfeneHusMmu u
cneuyuanucTamm

lNpaBuna opranusaumm npuemos & oduce

lMpasuna cepsupoBku YaiiHoro (kogpeitHoro) cTona
Mpasuna npurotoBneHus u noAauqu ropaYnx HanmTKos U
3aKYCOK K HUM

9Tuka aenosoro obLyeHus

lNpaeuna peyesoro atTukeTa

TpeGosanuns oxpatbl Tpyaa

MNpaBuna sawmTsl KOHbUAEHUMANBHOI cnyxe6Hon
uHdopmauum

Apyrue xapakrepuctukm

: |
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HEKOHTPONWPYEMAS KOMWA! Ucnonbayiite TOJIEKO anekTpoHHYyI0 BEPCU0 ADKYMEHTE, pacnonoxennyto s base
[aHHbLIX Ha KOPNOPaTUBHOM CepBepe UNi yHTeHHYIo Konuio.

KomneTeHuus (Tpygoeas yHkums): 3. BbinonHeHWe KOOpAUHWUPYOWWX 1
obecney4nBaroLLnX OyHKLMIA
ﬁpy,qoame nencTeusa BepeHwve xypHana pasbesfos paboTHUKOB opraHusaumnmn
KoopanHaums paboThl Kypbepos 1 BoauTeENe
opraHusauuu
BeneHue XypHana pasbesfjoB Kypbepos opranusauuy u
MapLLpyTOB BOAUTENEN
CocTaeneHue crpasky 0 pasbeafax paboTHUKOB,
KYpbEpPOB 1 MapLupyTax BOAUTENE opraHusauinm
Heobxogumble yMeHuUA CocTaenaTb U BECTU YYETHLIE JOKYMEHTHI
MpUMeHsITb CpeACTBa KOMMYHUKaLUMK AnA nepejaqn
nopyueHmnil pyKOBOAWUTENA 1 COTPYAHUKOB OpraHnsaLum
MpUMeHATL COBPEMEHHbIE CpeacTBa coopa, obpaboTku u
nepeaa4un nHdopmauuv
OueHuBaTh pesynbTaTbl B pamMkax nocrasfeHHbIX 3aaay
OcylecTBNATb KOHTPOMb UCTIONHEHNA nopy4eHuni
pyKOBOAWUTENS COTPYAHUKaMU
Heobxogumble 3HaHns MpaBuna pe4eBoro aTUKeTa
OTuka genosoro obLeHns
TpeboBaHusa oxparbl Tpyaa
Mpasuna 3almThl KOHbUASHUMANEHON cnyxebHoi
nHchopmaLun
CTpykTypa opraHusauuu u pacnpejeneHme chyHKUWIA
MeXay CTPYKTYPHbLIMU nogpasaeneHnamn u
cneynanucTamu
| Opyrve xapaKkrepuctuk | -

OPrAHU3ALWOHHO-MEOAMOrMYECKUE YCINOBUA

O6pasoBaTerbHblil NPOLECC OCYLLIECTENAETCA Ha OCHOBaHWN y4yebHoro nnaHa u
pernamMeHTUpyeTCs pacnucaHuem 3aHaThi Ans Kakgoin y4ebHon rpynnbl.
Pexxum 3aHATUU: He Bonee 8 4acoB B [ieHb.
MaTepuansHo-TexHUYeckoe obecneyeHune o6pasoBarensHOro npouecca
MaTepuansHoO-TeXHUYECKUe YCNOoBWA:
TeopeTuueckoe obyueHue:
ObpasoBaTefibHas opraHusauns umeet yuebHbIl  KabuHeT, OCHAaLLEHHbIN
cneayiolmmM HeobxoaumbIM 0bopyAoBaHWeEM Ans NpOBEASHNH 3aHATUIA
- cTon npenofaeatens — 1 W,
- cTyn npenopasatens — 1 W,
- cTon AnsA obyvatoLmxes — 4 LW,
- cTyn ansa oby4atolwmxcs — 8 LT,
- KoMnbloTep — 1 WrT,
- MY — 1 wr;
- MapKkepHas focka — 1 Wwr;
- Kynep ¢ sofoi — 1 W,
B COOTBETCTBUM C TpebOoBaHWUSAMY MO 3aKOHOLATENBHBIM, HOPMATUBHO-NPABOBLIM
aKkTam.
MpakTuyeckoe obyueHue:
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WHeTpykums « » pen. Ne 1

cTp. 9 u3 31

HEKOHTPONIMPYEMASA KOMNWS! Ucnoneayiite TONLKO SNEKTPOHHYIO BEPCUIO AOKYMEHTA, pacnonoxennyto B base
ARHHBIX HA KOPNOPATMBHOM CepBEpe Ui YYTEHHYIO KORWI.,

Opranuayetcs  nytem HEMOCPEACTBEHHOTO  BLINOMHEHUA  OByYaloLMMUCs
ONpeAeneHHbIX BUhoB paboT, npaKkTUYeckux 3ajaHnit, ceAsaHHbIX C  ByayLyei
NpoeccroHanbHo fesTeNbHOCTLIO.

Onsa npaktuyeckux saHsTUil — obpasosarenkHas opraHnsauus uveer y4ebHbIl
KabWHeT, oCcHaLLEHHBI:

- CTOn npenofasarens — 1 wr;

- CTyn npenofasatens — 1 wr;

- CTON Ans oby4awmxes — 4 LT
- CTyn Ans oby4varowmxes — 4 wr:
- KOMNbloTEp — 4 WT;

- Moy — 1 wr:

- MapkepHas gocka — 1 wr;

- Kynep c sogou — 1 L.

B COOTBETCTBUM C TpeboBaHUSMHU no 3@KOHOAATENbHBLIM, HOPMATUBHO-NPABOBLIM
akram.

Kagpoeoe oBecneyenune obpasoBaTensHoro npoyecca

Mpn peanusauum pauHol NPOrpaMmbl K neparorvyeckoil AesTerbHOCTH
AOMyCKaloTCA nuua, uMeloLMe npodeccuoHansHoe nWnn  Beicllee oBpasoBaHye,
OoTBEYaLne KeanubuKkaLUoHHBIM TpeboBaHusM, ykasaHHLIM B KBanuUKaLMoHHBIX
CNpaBoYHUKax, " (nnn) NpoMeccMoHanbHeIM cTaHgapram, nveLwme
npodeccuoHansHoe obpasosaHue, obnagaoume COOTBETCTBYIOLLEI KBanuUduUKaLwmeil,
“MeioLLMe cTax paboTel, Heobxoaumebli ANA - ocyllecTBneHus obpasoBaTtensHoii
ASHATENLHOCTY Mo peanusyemoi nporpamme, B ToM Yncne MacTepa NpousBoACTBEHHOTO
obyueHus, K obpasoBaTtenkHomy fipoueccy MoryT GbiTh NpuBrEYeHb! pyKOBOAUTENN 1
pPaboTHUKN npounbHbLIX opraHusauMii 1 (Unu) Umelwmre onbIT paboTtel B cohepe
OpraHusauumn u JOKyYMEHTaLWMOHHOrO o6ecneyeHns ynpaeneHus opraHusaumamm nobeix
OpraHusauunoHHo-npasoBkIx dhopm,

UTOIrOBAS U NMPOMEXYTOYHAS ATTECTALMA

Peanusauus nporpamMmMel  NpocheccuoHanbHoil NoaroToBkM no npocpeccuu
paboyero «CekpeTapb-aMUHUCTpaTopy conpoeoxnaeTcs nposegeHuem
MPOMEXYTOYHON aTTecTauum obyyaroLmxes. ®opMbl, nepuoaMyHOCTL U nopsaok
MPOBEAEHNA MNPOMEXYTOuHOI aTTecTayuu obyyarwmxcs ycTaHoBREH b y4ebHbIM
MNaHOM, B COOTBETCTBUM C AeiiCTBYIOLMMU HOPMaTUBHBIMU aKkTamu.

MonyyvBwie Ha MPOMEXYTOYHOW  aTTecTauuu HeyaoBneTBopuUTENbHbIE
PE3ynbTaTthl 0 UTOroBOI aTTecTaumumn He AonyckatoTes.

MNpodeccroHansHoe obyyeHne saBepluaeTcs UTOroBoIN arrectauven s copme
KBanMUKaLMOHHOrO aKk3aMeHa.

KeanudukaumonHsii sksamen MPOBOANTCA, ANA ONpefeneHns CooTBETCTBUS
MONYYEHHBIX 3HAHWUIA, YMEHWUIA U HABLIKOB OCHOBHOW MNporpamme npoceccuoHansHoro
obyyeHns — nporpamme npocheccuoHanbHoi NoaroToBKkM no npocpeccusim pabounx,
AOIMXHOCTAM crnyallymx «Cexperapb—ap,MMHMCTpaTop».

KBanuukaumoHHblii  aksamen HE3aBUCUMO OT BUAA NPOGECCUMOHANLHOMO
obyyeHus BkrmioyaeT B cebs fpaKT4eckyto keanudukaumonnyio paboty u npoBepky
TEOpeTUYecknX 3HaHuwii B npepenax KBanuunkaumnoHHelx TpeGoeaHuii, yKasaHHbIX B
KBarnupuKkaumoHHbIX ChpaBo4YHMKax, U (unn) npodeccuoHansHbIX CTaHgapToB Mo
COOTBETCTBYIOLLUMM npocheccusim paboyux, AomkHocTsM cnyxawmx. K nposegeHuio
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pea. Ne 1

cTp. 10 u3 31

HEKOHTPONVIPYEMAR KOTNWA! Vicnonsayiite TONBKO anekTpoHHYK BEPCUIO AOKYMEHTa, pacnonaxerHyo B base
AaHHBIX HA KOPNIOPATUBHOM CepBepe UMW YUTEHHYIO KOMWIo.

KBanUUKaLMOHHOIrO 9K3ameHa MpUBMeKalTCs npeacTaBuTenn pabotogartenen, ux
o6BEAVHEHWNA.
Konuuectso 4acop, OTBOOMMOE Ha W3y4eHWe OTAENbHbIX Tem MnporpamMmel,
nocrnenoBaTeNnbHOCTb UX U3YUYEHUS, B Crydae HeobxoanmocTH, paspellaeTcsa N3MEeHATL
npy YCnoeuu, 4To nporpammel ByAyT BbINOMHEHbI NOMHOCTBLIO MO COAEPXKAHNIO U obuwemy
KONMW4YecTBY Yacos. |

YUYEBHbIW MNAH

KonuyecTso 4YacoB
Ne B Tom uucne
o Paszgensl nporpammeil Basio
n n3 nA
1. | Teopetuyeckoe obyyeHve 136 134 - 2
2. |lpakTnyeckoe oby4eHue 46 = 44 2
3. |KoHcynbTauuma - - -
4 WToroeas atrectauus (KeanvdukalmoHHbINA ) i )
" |3aK3aMEH)
UTOro 190 134 44 4
*CokpalieHus B Tabnuue: J1 — nekuuw; M3 — npakTU4eckne 3aHATUS,
MA — npomexyTo4Hasa aTrecTayus.
YYEBHO-TEMATUYECKWWA NNAH
. KonuyecTtBo 4Yacos
- HauMeHOBaHue pasfenoe u Tem B Tom uncne
n/n Bcero
n n3 nA
B TeopeTuyeckoe obyyeHue 136 | 134 . | 2
1 HopmaTuBHO-NpaBoBoe obecneyeHne 4 4 - =
CEKpEeTapCcKon AeATenbHOCTH
5 [lokyMeHTUpoBaH1e ynpaeneH4eckon 12 12 - -
neATensHOCTY
OpraHusauusa KOHTPONsA UCNOTHEHUS, “ a
3 |dhopmupoBaHus, UCTIONHEHUS U XpaHeHUs 12 12
gen
4 KoHdhuaeHuvansHoe Aenonpon3soAcTBo U 3 8 - -
3awmTa MHdopmMaLuun
5 OpraHn3aumnoHHoe obecneyeHne 12 12 - -
ynpasneHus
6 ABTOMaTU3aUNA JOKYMEHTALUWNOHHOIO 38 38 - -
obecneyeHuns ynpasneHus B opraHusauum
MpodeccroHansHas aTvka 1 Aenosou - -
7 |aTuKeT 32 32
cekpeTaps.
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WHCTpYKUWA « » pea. Ne 1
ctp. 11 us 31

HEKOHTPOJIMPYEMAHA KOMWA! Menonsayitte TONMBKO anekTpoHHy0 BEPCUIO AOKYMEHTA, PAcnonoxeHHylo B Gase
NaHHLIX Ha KOPNOpPaTMBHOM CEPBEPE WK YUTEHHYIO KOMWio,

8 |OxpaHa Tpyaa 16 16 s | & |
lMpakTuyeckoe obyyeHue 46 - 44 2
1 [MpakTukym no nporpamme Kypca 24 ) 24
«CekpeTapb-agMUHUCTPATOR» &
MpakTnyeckas keanudukalynoHHas paboTa 22 - 20 2
KoHcyneTauus 2 - - -
WUroroeas aTTecraums 6
(KBanndukauMOHHBIN 3K3ameH) i i )
ATOIo 190 134 44 4
*CokpalleHus B Tabnuue:
N - nexkuuu;

M3 — npakTuyeckue 3aHATUS;
MA — npomexyToyHas aTTecTauus.

KANEHOAPHbLIA YYEBHBIN MPA®UK

KaneHaapHbIl y4eBHbIid rpaduk onpefenseT KonuyecTBo yyebHbIX Hedenb B
COOTBETCTBUM C TPYAOEMKOCTLHO U CPOKOM OCBOEHUS NpOrpamMMel, a TakkKe noHeaensHoe
pacnpepeneHne y4yebHol Harpysku Ha obydalowlerocs. [atel Hayana v OKOHYaHWA
oby4eHuWst ycTaHaBnMBaKTCA MO Mepe KOMMNeKTauuu rpynn B TeYeHue BCero
KaneHgapHoro roga.

2 mecsaua Bcero
Ne | HavnmeHoBaHue Tem | Hefenu mecsaua
1 [2 [3 [4 5 [6 [7 [8 |
. KOJ1-BO 4acoB B Hefento

TeopeTuyeckoe obyyeHune 40 | 40 | 40 | 16 136
HopMaTuBHO-NpaBoBoe

1 | obecneyeHne cekpeTapckom 4 4
OEeATenbHOCTH
[okymeHTupoBaHue _

2 | ynpaBneH4eckoi 12 12
OEeATensHOCTU
OpraHusauus KoHTpons N

3 | ucnonHeHus, hopM1poBaHns, 12 12
UCMONHEHUA U XpaHEHMA Aen
KoHduaeHunansHoe

4 | nenonponsBoACTBO U 3aluTa 8 8
uHopmaLmm

5 OpranunsaumoHHoe obecreyeHve 4 | 8 12
yrpaBneHuns
ABTOMaTU3aLWSA

6 | AoKyMeHTauuoHHoro obecneyvyeHus 32| 6 38

3 ynpaeneHus B opraHusauum
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WHCTpyKUMA « » pen. Ne 1
cTp. 12 n3 31

HEKOHTFOINUMPYEMASA KOMWA! UcnoneayitTe TOJIBKO aneKTpoHHYI0 BEPCUIO AOKYMEHTA, PACcnonoXeHHylo B baze
[AHHBIX Ha KOPMOPATUEHOM CEPBEDE UMW YUTEHHYIO KONWIO.

MNpodcheccroHansHas aTuka u
7 | henoBoi ITUKET 32 32
cekpetaps. | | L
8 | Oxpara Tpyaa 2 |14 | | 16
lpomexyToyHas aTTecTaums L i — | 2
MpakTnyeckoe obyueHne | 24 | 22 46
1 MpakTukym no nporpamme Kypca o4 24
«CekpeTapb-agMUHUCTpPaTOP»
MpakTuyeckan
KBanudukauvorHas paboTa 22 | | -
KoHcyneTauus Il 2 2
Utoroeas atrecrauus 6 6
KeanudukaLMOHHLIA 3K3aMeH)
UTOro 40 | 40 | 40 | 40 | 30 190

PABEO4YAA NPOrPAMMA.
COAEPXAHMUE YHEBHbIX OUCLIMIMINAH

TeopeTuyeckoe obyvyeHue

Tema 1. HopmaTuBHO-npaBoBoe obecnevyeHue CEKpPeTapcKomn
DeATenLHOCTU
3akoHopaTensHbIe U HOpMaTUBHBLIE MpaBoBkie akTel Poccuiickon Penepaummn B
chepe [OOKYMEHTaUMOHHOro obecnedveHus ynpaeneHuws. depepanbHbie 3aKOHBI.
HopmaTueHbie akTsl lNpesngeHta u lNpaeutensctea P®. [JokymeHTsl hedepanbHbiX
opraHoBs ucnonuutensHon Bnactu. FOCThI.

Tema 2. [JokyMeHTMpPOBaHMe ynpaBneH4eCcKoN AeATENLHOCTH

CocTtaB peKkBU3MTOB JOKYMEHTOB.

Mpaewuna ohopMneHns peKBU3UTOB JOKYMEHTOB.

«'epb» ([ocynapcTteeHHblit rep6 Poccuiickont Pepepauun, repd cybvekra
Poccuiickoin ®enepaumnu, repb (repanbauyecknii 3Hak) MyHuUMnansHoro obpasosaHus)
(peksuaut 01).

«9OmbBnema» (pexksusut 02).

«ToBapHbIi 3HaK (3Hak obenyxmeanus)» (pexkenaut 03).

«Kop cdbopmbl fokymeHTa» (peksusut 04).

«HaumeHoBaHve opranuaauum» (pexksusut 05).

«HaumeHoBaHve cTpyKTypHOro nogpasgenexusa» (peksusunt 06).

«HanmeHoBaHWe [OMKHOCTU Nuua — aBTopa AokymeHTa» (pekeusut 07).

«CnpaBoyHble faHHble 06 opraHusauumny» (peksuamt 08).

«HanmeHoBaHve Buga gokymeHTay (pekenaut 09).

«[aTta pokymeHTa» (pekensut 10).

«PerncTpauunoHHbI HoMep AOKYMeHTa» (peksuauT 11).

«Ccbinka Ha perMcTpaunoHHbLIA HOMep U JaTy AOoKyMeHTa» (pekensut 12).

«MecTo cocTaeneHus unu u3gaHua AoKymeHTa» (peksuaut 13).

«pud orpaHn4eHnsa gocTyna K AOKYMEHTY» (peKBuauT 14).

«Agpecat» (peksnsut 15).

«pudh yTREpPXKOEHUSA AOKYMEHTay (peKkBmauT 16).

«3aronoBok K TeKCTy» (pekensuT 17).
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HEKOHTPONNPYEMASA KOMWA! Ucnoneayitte TONBKO 3NeKTPOHHYID BEPCUIO NOKYMEHTA, pacnonoXeHHyio e Gaze
ABHHbIX Ha KOPMOPATUBHOM CEpBEpE UMK YYTEHHYH KOMUIO,

«TekcT fokymeHTa» (peksuanT 18).

«OTMeTKa 0 NpunoxeHun» (peksnant 19).

«[puch cornacosanns fokymeHTa» (peksusut 20).
«Busa» (peksuaut 21).

«[lognuce» (peksnanT 22).

«OTMmeTKa 06 aneKTPOHHON noanuey (peksusnT 23).
«llevaTb» (pekBuaut 24).

«OTmeTKa 06 ncnonHuTeney (pekeusut 25).
«OTMeTKa O 3aBepeHnn Konumuy» (PeksnsuT 26).
«OTMeTKa O NOCTYNNEHNN AOKYMEHTaY (PeKBU3UT 27).
«Pesoniouus» (peksusut 28).

«OTMeTKa 0 KOHTpone» (pPeksusnT 29).

«OTMeTKa 0 HanpaBneHun AokyMeHTa B Jeroy» (pekBuauT 30).
TpeboeaHwns k GnaHkam aokyMeHTOB.

Tema 3. OpraHu3aumsa KOHTPONS UCTIONHEHNUS, dopmMupoBaHus,
WUCIMONHEeHUA U XpaHeHus gen
CocraBreHue HomeHknaTypbl aen. ®opmupoBaHue aen. Mopspgok odopmneHus
Aen. [lpoeegeHne 3KCNepTUsbl LEHHOCTM AokymeHTa. [loAarotoBka u nepepava
AOCKYMEHTOB B apxuB. M3roToeBneHue cnpaBok U KOMWA [OKYMEHTOB. HoKkyMeHTEl
OorpaHuYeHHoro gocTyna.

Tema 4. OpraHuzaumoHHoe oBecnevyeHmne ynpaeneHusn

lNoHATMe opraHuzaumoHHoro obecneyeHus ynpaeneHus, ero smabl, CTPyKTypa,
yHKUMK. UHdopMaLmoHHoe obecniedeHne ynpaeneHus. OpraHusauus TenedoHHbIX
neperosopos. OpraHusayus paboTsl ¢ NOCETUTENAMU B NPUEMHOIA.

OpraHusaums KoMaHAMPOBOK pykoBoauTens. 3akas 6UNeToB. OdopmneHxue sus.

lMnaHuposaHne paboyero BpemeHU pykoBOAUTESNS. MnaHuposaHne pabouyero
BpemeHn  cekpetapa.  OpraHusauma  paGoyero  npocTpaHcTea ceKkpeTtaps.
KoopauhuposaHue paboTsl coTpygHUKOB OpraHusaumy.

Tema 5. KoHdhmpeHumansbHoe AENonpon3BOACTEO U 3alKUTa MHpOpMaLUK

CywHocTb, 3adayn M ocobeHHOCTb koHbuaeHUuansHoi uHhopmavum. Bugbi
KOHtbuAeHUnansHo uHgopmauun. [MepcoHanbHble AaHHble. CnyxebHas TaiiHa.
MpodbeccuonansHas TaiiHa. Kommepyeckas taiiHa.

OnpepeneHuve coctaBa KOHUACHLMAMBHBIX AOKYMEHTOB.

OpraHu3sauus paboTsl ¢ KoHDUAEHLMANEHLIMU AOKyMeHTamu. [TpuHUmMnbI 3awuTel
nHopmauun. MeToasl v cpeacTea 3almnThl WHbOPMaLMK OT yTepu, Kpaxku UK nopuyu.

MoTeHyuanbHele yrpossl HOPMALIMOHHON Be30MacHOCTY,

Tema 6. ABTOMaTH3aLMA AOKYMEHTALMOHHOrO oBecneYeHus ynpaeneHus B
opraHusauum
Buael  cuctem  aBTOMaTUZaUMM  geronponssoacTBa. OCHOBAHUS ans
Knaccugukauum cucTeM [enonpousBoacTsa. 10 BO3MOXHOGTU HacTpoliku. Yto
npefocraenser 1C [okymeHtooGopoT 8 KOPI. [Mo ofnactu oxsaTa Y4aCTHUKOB.
BHYTpeHHU  pokymeHTooBopoT (C3[).  BHeluHuit AokymeHToobopotr  (3J0).
®yHkumoHan C3O u 30 B 1C:[lokymeHTooGopoT 8. Bxogsime u Wcxopsawme
(kaHuenspus). OpraHW3aLMOHHO-paCNOPSANTENbHbIE AokymeHTsl (OP). Kagposble
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WHcTpyKuMs « » pen. Ne 1

cTp. 14 Uz 31

HEKOHTPONMPYEMAS KOMKA! Wenonsayiite TONBKO anektpoHHyto Bepcuio fokyMeHTa, pacnonoxeHHyio & 6ase
[AHHBIX Ha KOPMOPaTWBHOM CEPBEPE UMW YHTEHHYIO KONWIO.

[OKYMeHTh!. [oroBopHble JOKYMEHTHI. 10 OpraH13aLMoHHO cucTemMe B3auMoaeincTans
coTpyaHukos. Poccuiickan cucTema [Aenonpoussoactea. 3apybexHble cucTeMbl
nenonponaeoacTea. YHusepcansHblil 1C:JokymeHToo6opoT. PekomeHaauum akcnepTos
no BbiBopy cucTeMbl 4enonpou3BoACTBa.

ABTOMaTU3aUNA LOKYMEHTaUMoHHOro obecnedeHns ynpaeneHus B opraHusauuu.

WHdopmayms: cyLHOCTb U onpeaenexue.

MOHATUSA «OOKYMEHT» U «3MNEKTPOHHbIA JOKYMEHTY.

MoHaTME MHDOPMALIMOHHBIX TEXHOOTUNA.

WuchopmaTusauma AoKyMEHTaUMoHHOro obecneyeHnsa ynpasneHus 1 apxuBHoro
aena.

OcHoBHble 0B6LeKkTbl ¥ MPUHUMNLI aBToMaTu3auuv paboTbl C AOKYMEHTaMW.
O6bekTbl aBTOMaTusauun paboTkl ¢ AokymeHTamu. OCHOBHblE CTaguu >KM3HEHHOTo
umMKna noctynanwmx (exofsiimx) AokymeHTos. OCHOBHbIE CTaguW >KW3HEHHOrO LMKna
oTnpaBnsemMsix (MCXoAsWmx) AoKymeHTOB. OCHOBHblE CTaauu >KM3HEHHOTO LMKNa
BHYTPEHHVX AOKYMEHTOB. MpUHLMNBLI aBTOMaTU3aUmMM paboTsl C JOKYMEHTaMM.

OcHoBHbIE hyHKLWM CUCTEM 3MEKTPOHHOro AoKymeHToobopoTa.

Basbl OaHHbIX 1 MpuknagHoe nporpaMMHoe obecriedeHne. basbl faHHbIX Kak
cpefcTBO XxpaHeHuss 1 obpaboTku uHcbopmaumu. Knaccudukauusi 6as AaHHbIX.
CucTteMsbl ynpasneHwsa 6azamu faHHbIX.

Obljas XxapaKTepucTMka COBPEMEHHBIX  WHMOPMALMOHHLIX  TEXHOMOrni,
ncnonbayembix B pabote ¢ fAokymMeHTamu. KoMmnbloTEpHble TexHonorud cospaHusa
nokymeHToB. Knaccudmkauus nporpaMm  NOArOTOBKM  [OKYMEHTOB. Pedesble
TexHonoruu. MpuknagHoe nporpammvHoe obecneveHne. CoBpeMeHHble yHuBepcarnbHble
nakeTbl oOdUCHbIX nporpamM. [lporpaMMHble cpeacTea MOArOTOBKM  TabNU4YHbIX
nokyMeHToB. [porpammbl AEMOHCTPALMOHHOK rpadmky (Mporpammbl Ans co3faHus
npeseHTauuit). Bugbl KOMNLIOTEPHON rpacivkii U NporpamMmbl CO3AaHNS rpauyeckux
n3oBpaxeHuii. TeXHOMOrMsl CKAHMPOBaHMUS 1 OLMPOBLIBaHNA LOKYMEHTOB. loTokoBoe
CKaHWpOBaHWE W LUTpUX-koavuposaHue. [lporpaMmHble cpefcTea AnA ONTUYECKOro
pacnosHaeaHusa Tekcta (OCR- n ICR-cuctembi).

CoBpeMeHHble NyTU pasBUTWSi CUCTEMBI 3NEKTPOHHOro AoKkymeHToobopota u
cucTeM asToMaTu3auuy apxXMBHOro gena.

OTe4yecTBEeHHbI PbIHOK Ccheuuanu3vpoBaHHbIX MporpamMm  asTomMaTusauuu
[NOKyMeHTauuoHHoro obecneyeHns ynpasneHusi 1 apxusHoro gena.

WMHTepHEeT-TEXHOMOMMU B [OKYMEHTaLMOoHHOM ofecneqeHun ynpaeneHus u
apxueHom fene. MNocTpoeHne u hyHKUMOHMPOBaHWE ceTn MIHTepHeT.

BO3MOXHOE WCMOMb30BaHUE WHTEPHET-TEXHOMOTMA B AOKYMEHTaLUWOHHOM
obecneyeHun ynpaeneHus n apxmeHom gene.

CpeqacTea 3alluThl MHOPMaUun B MHPOPMaLMOHHBIX CUCTEMaX, NCMONb3YEeMbIX
B IOKYMEHTaUMOHHOM obecneveHun ynpasneHus u apXueHoM aene.

OcHoBHble TpeboBaHMs 1 Mepbl Mo 3aluTe WHOPMaLMK, UMPKYIupyloweid B
NHbOpMaLNOHHOW CUCTEME.

MporpamMMHO-TEXHWYECKNE  MEeTOAbl  3aliMThl  MH(opmauuu. 3awmTa  oT
Bpe[OHOCHbIX Nporpamm. [yT pacnpocTpaHeHns BUPYCHbIX Yrpo3. Bufs! BpeAoHOCHOTo
nporpaMmHoro obecneyennsi. [lpuaHakm 3apaxeHus. [lpoakTuBHaa sawuta OT
BPEJOHOCHLIX MporpaMm. 3alluTa CUCTEMbI ANEKTPOHHBIX COOBLLEHNA.

Tema 7. MpoceccruoHankbHas 3TMKa M JeNOBOW 3TUKET CeKpeTapA.
STUKET 4enoBoro Yenoseka. Mumk cekpetaps-agMubmucTpaTopa. TpebosaHus K
BHelHemy Buay. KynbTypa penosoro obuleHusi. [denosol npoTokon W cpencrtsa
KOMMYHVKaLWoHHoro obLlleHus. BuanTHaa KapTouka. dakc. [enosaa Oecega no
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WNHeTpykuma « » pea. Ne 1

cTp. 15 uz 31

HEKOHTPONMPYEMASA KOMKSA! Wcnorbayitte TONBKO anexTpokyio BEPCWIO JOKYMEHTa, pacronoxeHHyio B Baze
AaHHEIX HA KOPropaTUBHOM CepBEpE NN YHTEHHYIO KOMWKD.

TenedoHy. MNpeseHTauusa. Jenosoe nucemMo B YCroBUAX yHU(pUKauuM U npasuna ero
coctasneHns. Tekctosble 06OpPOTHI AenoBoro nvceMa. OcoBeHHOCTU othopmneHus
OTAGJbHbIX BUAOB NUceM. AKTyanusauusi couuarnsHol NoTpeBHOCTM B MOBbILLEHUN
KynbTypbl 4€MOBOro nosefeHnst paboTHMKOB cthepkl ynpaBneHus,

OTUKET B CNYKEBHbIX OTHOLIEHUSIX. B3aUMOOTHOLIEHUS G pyKkoBoauTenem.
YperynuposaHue koHdnukTa. Ctpecc. AHTUCTPECCOBOE PYKOBOACTBO. AHTUCTPECCOBOE
noA4YMHeHne. TeXHONOrUsa 1 3TUKET AENoBbIX CUTyauui.

lMnaHupoeaHue BpemeHu pykoBoguTens. MnaHupoBakue cobcTBeHHOro paboyero
BpemMeHn. TUNOBOI KOAEKS 3TUKN 1 cny>kebHoro nosegeHus.

Tema 8. OxpaHa Tpyaa

OcHoBbl oxpaHbl Tpyaa B Poccuiickol ®egepauun. OCHOBHbIE NOHATUS OXpaHbl
TPyAa. HopMaTueHo-npaBsoBble 0CHOBbLI OXpaHb| TpyAa. ObecneyeHne npas paBoTHUKOB
Ha OxpaHy TpyAa. ['ocyaapCTBeHHBI KOHTPOMb 1 Haasop 3a cobnogeHrem Tpyaosoro
sakoHopatenscTea. CoumanbHoe napTHepCTBo B cepe Tpyaa.

Cuctema ynpasnenus oxpaHoii Tpyaa B opraHusauuu. Cuctema ynpasneHus
oxpaHoil Tpyaa. Ob6ecnedyeHue (hYHKLMOHVMPOBaHUS CUCTEMbI YnpaBneHUs oxpaHoiu
TPyAa B opraHusauuv. YnpasneHue OoKymMeHTamu. WHbopmuypoBaHne paBoTHUKkos ob
ycrnosusx u oxpaHe Tpyaa. lNofgrotoeka paGoTHUKOB No oxpaHe Tpyaa.

WHCTpykuMa no oxpaHe Tpypa pans CekpeTapsa-adMUHWCTpaTopa. TexHuka
BesonacHocTy.

MpakTu4yeckoe obyyenue

Tema 1. Mpaktukym no nporpaMmme Kypca «CekperapL-agMUHMCTPaTOP»

* O3HaKOMIeHUe ¢ JOoMKHOCTHBIMUA 0Ba3aHHOCTAMU cekpeTtaps;

. obecneveHue npasunbHoro cofepXaHus NnoMeLLeHuUIA cnyx6
ACKYMEHTaLIMOHHOro obecneyeHns ynpaeneHus (kabuHer, npuémHas);

* OpraHusauus paboyero Mecrta pykosoauTens:

* OpraHusaums paboyero mecTa cekperaps;

* cobniogeHne TpeGosaHuit GesonacHocTu TPYyAa;

* 0byCTpOMCTBO BCNOMOraTenLHoii (Xxo3saiicTBEHHOI) 30HLI B Odhuce;

* BBINOITHEHWe TeXHu4eckux dyHkunii no obecrieyeHnto paboTs| pykoBoauTens
Wnu ero nogpasaeneHus:

* VICNonb3oBaHie B paboTe CoBpeMEeHHbIX BULOB OPITEXHUKN:

* YCTpaHeHne Mernkux Henonagok B paboTe TexXHUYecKUx CpencTe;

* HacTpolika napaMeTpoB nepuhepuitHbIX YCTPOUCTB;

° WCMONb30BaHWE 3MEKTPOHHOW MOYTHI ANs NpuéMma 1 nepeaayun 3MNEeKTPOHHOro
AOKYMeHTa;

* ACNonb3oBaHue NUUEH3MPOBaHHOTO NPOrpaMMHOro obecneyeHus (MS Office n
AP.) AN NOArOTOBKM LWABMNOHOB haKCUMUMbHBIX COOOLLEHMIA;

* NpVém 1 nepesaya hakCUMUmbHBIX COOBLLEHUI;

* KOnvpoBaHue oKyMeHTa C NOMOLLLI0 hakCUMUILHOIA TEXHUKY;

* CNOIb30BAHNE CPeACTB CBA3M C YYETOM UX SKCMIyaTaLMOHHbIX BO3MOXKHOCTEW;

* UCNOMb30BaHNe NPUHTEPOB A NEYATU U TUPAKUPOBAHUS [OKYMEHTOB;

* OpraHusauus 6esnokyMeHTHoro oBenyKuBaHUs paboTkl pykoBoauTens:

* OTpaboTka HaBLIKOB Nogaunm WHOpMaUMM Kak WHCTpYMEHTa BMUSHUA Ha
napTHEPOB,

* huKcauma 1 nepegava coobLUeHni Ans pyKoBoauTens;

* paboTa ¢ BUSUTHLIMU KapToYKaMu:
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WHCTPYKUMA « » pea. Ne 1

cTp. 16 n3 31

HEKOHTPONMUPYEMAH KOMWUA! Menonbayiite TONBKO anekTpoHRy0 BEpCUI0 JOKYMEHTA, pacnonoxeHHyto & base
[AHHLIX Ha KOPNOPaTUBHOM CEPBEPE UMK YUTEHHYID KOMWID.

* M3yyeHWe OCHOBHLIX MpaBUn BbipaXeHus OnarofapHOCTH, COXaneHus,
COMYBCTBWA; BWMAOB  NpurnaweHus, no3gpasneHus; cooblleHns  HeraTUBHOWU
nHpopmauuu;

» oTpaboTka HaBbIKOB OOLUEHUA B KOH(PIUKTHBIX CUTYaLUNsX;

» oTpaboTka HaBbIKOB OGLLEHWA C KMWEHTOM: Orno3aaBLUKMM, OXUAaOLUM CBOEN
oyepenu, npuliealunm 6es npeaBapuTenbHOro cornacoBaHus,

* OpraHu3auvs NPUEMOB U NpeseHTaLui;

* OpraHu3auus enoBbIX BCTPEY U coBeLLaHuii;

* OpraHusauus npuéma noceTuTenein;

* NOAroToBKa 1 0BCNyXMBaHVe CoBELLaHWiA U 3acefaHnin pyKOBOAUTENS;

* Be[leHVe NPOTOKOSbHbIX MEPONPUATUIA;

* ICMOMb30BaHNE KOMMNBIOTEPHbIX TEXHOMOMNIA B cekpeTapckoM obcnyXnsaHnu;

= ycrnonbk3oBaHue MHOopMaLNOHHbIX CETEBbLIX PECYPCOB.

MpakTuyeckas keanuduKauuoHHas paboTa

CamocTosiTeENLHOE BbiNONHEeHWe paboT cekpeTaps-agMuHucTpaTopa.

BbinonHeHne komnnekca paboT, CBA3AHHBIX C AOMKHOCTHBIMU 0BA3aHHOCTAMY
cekpeTaps-agMuHUCTpaTopa, MNOA  PYKOBOACTBOM  MacTepa MPOM3BOACTBEHHOro
oBby4eHus 7 CaMOoCTOATENbHO. 3akpenneHue (7 COBepLUEeHCTBOBaHWE
npodeccrmoHarnbHbIX HABLIKOB.

KoHTponb 1 OLEHKa KayecTBa BhINonHeHHbIX pabor.

OLEHOY4YHLIE MATEPUATBI

KpuTepuu oueHKU NPOMEXYTOYHOMW aTTecTauum
Ons npoBefeHus NPOMEXYTOYHOR aTTecTaunn MWCMoMnb3ylTcs OLEeHOYHbIe

MaTepuarsl, BKMOYalolMe TecToBble 3afaHus. TecToBble 3ajaHus MpeacTaBnsAlT
coBoit Bonpockl ¢ BbIBOPOM OTBETA, COCTaBMALIME HEOOXOAUMbLIA W [AOCTATOMHBIN
MUHUMYM YCBOEHWA TEOPETUYECKMX 3HaHUiA B COOTBETCTBUMM C TpeGoBaHusMu
Mporpammel. K kaxaomy BONpocy NPUBOAATCA BapuaHTbl OTBETOB, U3 KOTOPbIX 1 vin
HECKOINLKO BapnuaHToB OTBETA BEPHBIX.

Ycnosusa npoxoxaernus: 50 npaennkeHbix oTBeToB 13 60 BONPOCOB TECTUPOBAHWA.
Mo peaynbTataM OTBETOB Ha TECTOBble 3afaHWs BLICTABMAOTCA OLEHKM Mo
AByxbannbHo CUCTEME «Y[0BNETBOPUTENBHOY U KHEYAOBNETBOPUTENBHOY.

Kpumepuu oyeHku mecmoeozo 3adaHusi NPOMeXymoyHol ammecmayuu:

OLueHKa ocylLiecTBNSETCA No nATUGanneHoN cucteme:

- «OTNNYHOY - B criyyae, ecnv oby4atoLuiica gan 6onee 50 NpaBunbHLIX OTBETOB,

- «XOpOLLO» - B Cry4ae, ecnwv obyyaowuiica gan Gonee 40 npaBunbHbIX OTBETOB,

- «Y[OBETBOPUTENLHO» - BLICTABNAETCA B Chy4ae, ecnu obydvatonidcs aan
bonee, Yyem 30 npaBuiibHbIX OTBETOB;

- «HEeyA0BNETBOPUTENLHOY - BLICTABNAETCA B Crny4ae, ecnu obyvarolmncs nan
meHee, Yyem 30 npaBuUnbHbIX OTBETOB.

PesynbTaThl W pelleHWe Kkomuccuu 3aHocatca B npotokos.  [Mocne
YAOBNETBOPUTENLHOTO NPOXOXAEHUS MPOMEXYTOYHOW aTTecTauuu obyuyatouimecs
NONYCKaTCA K NpaKkTuieckoMy oby4eHuto.

KpuTepuu OLEHKN UTOFOBOW aTTecTalum
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WNHETpyKUMS « » pen. Ne 1

cTp. 17 n3 31

HEKOHTPONMPYEMAA KOMKMA! Wenoneayitte TONBKO SMNEKTPOHHYIO BEPCUIO JOKYMEHTA, PACNONOMKEHHYI0 B Baze
AHHbIX HA KOPNOpaTWEHOM CEpBEpE 1nu YUTEHHYIO KOMWIo,

Wroroeass  arrecraums B (PopMe  KBaNU(MKALMOHHOTO  3K3aMeHa.
KBanudmkaumoHHblii sksameH BknioyaeT B cebs MPaKTUHECKylo KBanugukaunoHHy0o
PaboTy © npoBepky TeopeTUYECKUX 3HAHMIL. PaboTbl, BeINOMHeHHble B xoge
paKTu4eckon KsanupukauMoHHon paboTsi, obyualowmiics odopmnseT B csoboaHoi
opme B NMCbMEHHOM (neyatHom) Buge nepepaet npenogaeaTtento Ha 3aHATUAX UMK BO
BPEeMSA KOHCYNbTaLMIA.

Kpumepuu oyenku npakmuyeckoii keanughuxkayuonHoi pabomei:

OueHka ocylecTBnseTCs No NSTUGANILHON cucTeme:

- «OTNM4HO» - B cryyae, ecnu oby4arowmiics 00CTOATENBHO C OOCTATOuHOM
nonHoToi (4o 90% npaBUnbHBIX OTBETOB) WM3NaraeT COOTBETCTBYIOLLYIO Temy; gaer
npaBuiibHble (POPMYNUPOBKU, TOYHLIE ONPEAENeHns, NOHATUA TEPMUHOB; MpPaBUnbHO
OTBEYAET Ha JononHWUTeNbHbLIE BONPOCHI fpenoaasaTens, UMeloLUMe Uenblo BbISCHUTL
CTeNeHb NoHUMaHWs oby4arownmes JaHHoro MaTepuvana;

- «XOpouio» - B cnyyae, ecnu ofydyallMiics HenonHo (He meHee 70 % ot
MOMNHOrO), HO MPaBUNBHO W3MOXKEHO saflaHve; npu usnoxeHun Geinu gonylieHs! 1-2
HECYLLIECTBEHHbIE OLLNGKM, KOTOPLIE OH UCTIPaBASET NocHe 3ameYaHuvsa npenogasaTens;
A3eT npasunbHble hopMynMpoBKK, TOUHbIE ONpefeneHus, NoHATUA TEPMUHOB: MOXET
obocHoBaTh cBOIt OTReT, NPMBECTM HeobXoAUMbIe NPUMEpS!; NPaBUNLHO OTBEYaET Ha
ACMONHUTENLHBIE BOMPOCHI NpenogaeaTens, MMEIoLLMe Uenblo BbISCHUTE CTeneHb
MOHUMaHUs obyyaloLyumes faHHoro matepuana:

- YAOBMNETBOPUTENEHO» - BLICTABNAETCS B cny4ae, ecnu obyvarowmiica gan He
meHee 50% npaBunbHBIX OTBETOB OT MOJTHOrO, €Cn NPaBuUnbLHO U3NOXEHO 3adaHue: npu
UanoxeHun pfonyuleHa 1 cyllectseHHas OLIMOKa;, 3HAET M MNOHUMEET OCHOBHbIE
MONTOXEHNA AaHHOW TeMbl, HO [AOMYCKAET HEeTOYHOCTU B POPMYIIMPOBKA MOHATMIA:
N3Nnaraer BbINONHEHWE 3afaHUs HEeJOCTATOMHO MOrMYHO W nocnegoBaTenkHo;
3aTPyAHAETCA NpW OTBETaX Ha BONPOChHI npenopasartens;

= «HEYLOBMNEeTBOPUTENbHO» - BLICTABMNSETCH B cnyy4ae, ecnu obyyalwoLniics
HenonHo (MeHee 50 % OT NofHOro) U3NoXun Sa8AaHNe; Npu N3NOXeHUN BbINu JonyLeHb!
CyL|ecTBEHHbIe OLUMBKMN.

lpoBepka TeopeTUyeckux sHaHMI nposoanTcH B chopme aksameHa.

OK3ameHaLMOoHHbIe BUneTsl BKAOYAIOT BOMPOCLI N0 BCEM U3YYEHHbIM pasgenam
u Temam.

Wtoroeas atrecrauus MPOBOANTCA B YCTAHOBNEHHOM NOPSiAKE aTTECTALNOHHbIMM
KOMUCCUsIMUM, CO3[@aBaeMbiMU B COOTBETCTBUM C ASUCTBYIOLUMMU  HOPMATUBHLIMU
akTamu.

Kpumepuu ouenku dK3aMeHaUuUuoHHbIX Bunemoe:

OueHka ocyllecTenseTes no naTubannsHoi cucTeme:

- «OTNn4HO» - B cnyvyae, ecnu obyvalowmiics obcToATeNbHO ¢ AOCTaTOYHOM
nonHoTou (80 90% npasunbHbeIX OTBETOB) U3NaraeT OTBET Ha Bce BOMpocCk! Bunera; naer
NpaBunbHbIE (POPMYNUPOBKU, TOUHBIE ONpefeneHns, NOHATUS TEPMUHOB;

- «XOpoLo» - B cnyyae, ecnv obyyalolwmiics HenosHo (He MeHee 70 % ot
MOSTHOrO), HO NPaBMMLHO U3NAaraeT oTBET Ha Boe BOMpock! Bunerta; Npu UsnoeHum buinu
AonylleHs! 1-2 HecylecTBEHHble OLWUBKK; AaeT npaBunbHble (POPMYNUPOBKK, TOYHBIE
OnpefeneHus, NoHATUS TEPMUHOE:

-~ «Y[OBNETBOPUTENLHO» - BLICTABASETCS B cnydae, ecnu oby4atowmiica gan He
meHee 50% npaBunbHLIX OTEETOB OT MOMHOro, ecnu NPaBuUnbHO UBNOXEHBI OTBETHLI HA
BCe BOmpockl Bunera; npu vanoxeHuu AonyuleHa 1 cyuecTBeHHas owwmbka: 3HaeT u
NOHVMAaeT OCHOBHbLIE MOMNOXEHUS TeMbl Bunera, Ho ponyckaer HetouyHocT B
(hOPMYNMPOBKM NOHATUNA W3naraeT oTeer Ha BCe BOMpockl Buneta HegocTaToyHo
NOrMYHO 1 NocneaoBaTenbLHO;
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HEKOHTPONUPYEMARA KOMMA! Ucnonsayiite TONBKO 2neKTpOHHYIO BEPCUIO JOKYMEHTE, pacrnonomeHHyio e base
[AHHBIX HA KOPMOpaTMBHOM CepBEPE UNK YHTEHHYIO KOMWIo.

- «HeyaoBneTBOpUTENbHO» - BbICTaBMAETCA B Cry4yae, ecnu obyyvatoLuiics
HenonHo (MeHee 50 % OT NOSIHOTO) U3NOXKWI 324aHNE; NPY USNOXKEHUN Bbinu AonyLleHbl
CyLLIeCTBEHHbIE OLIMBKN.

Pe3ynbTaThl KBANUMUKALMOHHBIX UCTIbITAHWIA N PELLEHNe KOMUCCHN 3aHOCATCS B
npoTokon. Ha ocHoBaHuW npoToKona aTTecTaLMoHHON KOMUCCUM  BbIMYCKHUKAM
BbIOAETCS [OKYMEHT YCTaHOBreHHoro obpasua — CBUASTENLCTBO O npodeccuu
paboyero, AOMKHOCTY CrnyXallero.

Nuuam, He NpolleflnM WTOroBOW aTTecTauun Uan nonyvynslMmM Ha UTOroBOV
aTTecTauMn HeyaoBNEeTBOpUTENbHbIE Pe3ynbTaThl, a Takke nulaM, OCBOUBLLMM HacTb
Mporpammbl BblgaeTcs cnpaeka o6 oby4eHun um o nepuoae o6y4yeHuns ycTaHOBMNEHHOTO
obpasua.

KOHTPOIIbHO-U3MEPUTENBHBLIE MATEPUAITbI

TecTh! ANA NPOMEXYTOYHOU aTTECTALUMU

1. [JOKyMEHT, yCTaHaBNMBaloLLMii CUCTEMHO CBA3AHHbIE MEXIY coboii npaeuna
pernamMeHTUpYIOLLero xapaktepa Mo Bornpocam AeATeNbHOCTW, OTHECEHHbIM K
KOMMNEeTEHLMK opraHusauum, ee noZpasgeneHui, OOMKHOCTHBLIX N,
NOABEAOMCTBEHHbIX YUpPEXAEHUHN, opraHusalnin 1 NpeanpuaTUi -

a) nonoxexHue;

6) npasuna,

B) MHCTPYKLMS.

2. K nHcbopmaLmnoHHO-CrpaBoYHbIM AOKYMeHTaM OTHOCHATCA:
a) nonoXeHue, npasuna, MHCTPYKUNA;

6) akT, 3asBneHne, 3anncku,

B) pacnopsbkeHus, Npukas, peweHue;

r) noBecTKa AHS, MPOTOKON, CrpaBka.

3. Bce AOKYMEHTBI, KOTOpbIE BO3HWUKAIOT MeXay paboTHMKOM 1 opraHusauuein, ¢
MOMeHTa npuema Ha paGoTy 0 MOMEHTA, KOrAa TPYAOoBbLIE OTHOLLEHMS NpekpallaTea
- HasblBalOTCA

a) NOroBOPHbLIE [AOKYMEHTbI;

6) KagpoBble AOKYMEHThI;

B) KOPNOpPaTUBHbIE JOKYMEHTbI;

r) (bMHaHCOBbIE JOKYMEHTbI;

f) BCE BApWaHTbl OTBETOB BEPHbIE.

4. 3admKcupoBaHHas Ha MaTepuanbHOM HocuTene MHhopMaLUa C PEKBU3UTaMM,
NO3BONSIOLMMY €€ MAeHTUULUPOBaTE - 3TO

a) AOKYMEHT;

6) uHdopmaums,

B) 3MEKTPOHHBIA AOKYMEHT,

r) BCe BapuaHTbl OTBETOB BEPHbIE.

5. [lokyMmeHTUMpoBaHHas uHdopmauus, npeAcTaeneHHas B anNeKTPoHHON dopMe -
aTo

a) LIOKYMEHT;

6) nHcpopmaums,

B) 3MEKTPOHHbLIN AOKYMEHT;
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HEKOHTPONUPYEMAS KOMWA! Ucnonkayiite TONBKO ANEKTPOHHYI0 BEPCUIO [OKYMEHTA, pacnonaxeHHyo s Hase
AgHHBIX Ha KOPNopaTUBHOM CEPBEPE WUIM YUTEHHYIO KOMWIo.

r) BCE BapuaHTLl OTBETOB BEpHbIE.

6. Konusa pokymeHTa, Ha KOTOpOIi B COOTBETCTRBUM C© YCTaHOBMNEHHBIM NOpsAAKOM
NPOCTaBMAT HEOBXOAUMbIE PEKBU3UTLI, NpuaaoLLne el IOPUANYECKYIO CUny - 3TO

a) NOANUHHUK ouLuMansHoro AOKyMeHTa (opurmHan);

©) ayénukar nokymeHTa:

B) KOMWs AOKYMEHTA;

r) 3aBepeHHas KOMMUsi JOKyMeHTa.

7. YpOBEHb pacronokeHHbIi Ha BHELUHIX HOCUTESX - CODCTBEHHO AaHHbIe - 3TO
a) BHELUHWIA ypOBEHb:

) KoHUenTyansHbIii ypoBeHb:

B) thu3nyeckuit ypoBeHb.

8. BexnmeocTs v noBesHocTs, co3aaniie NeuXonornuyeckoro komdpopTa B oduce
- 370

a) KOMMYHUKabensHOCTb;

0) UHTENNUreHTHOCTS;

B) AoGpoxenaTrenLHOCTh.

9. TexHonorus npeoBpasoBaHus TekcTa B peyb (textto-speech), koTopas
NOSBONAET 03BY4MBaTL TEKCT €CTECTBEHHBLIM ronocom, 6e3 NMOMOLLIN YernoBeka -

a) pacrosHaBaHune peyu:

6) cuHTes peyu;

B) ronocosas GromeTpus.

10. Mopenb obecreyeHUss NOBCEMECTHOMO W ynobHoro cetesoro AOCTyna no
TpeboBaHuio k obwemy nyny KOHOUTYPUPYEMBIX  BbIMUCAUTENBHBIX pecypcos
(Hanpumep, ceTsM nepefaun AaHHbIX, CepBepam, YCTPOWCTBAM XpaHEeHUst AaHHbIX,
MPUNOXEHUAM 1 CepBucaMm), KOTopble MOryT GbiTh OnepaTUBHO npegocTasneHsl u
OCBOBOXAEHBI C MUHUMATbHLIMU SKCNyaTalWOoHHbLIMU 3aTpaTaMu U/unu obpalleHusaMm
K npoBaiaepy - 370

a) FTP-cucrema;

6) cucrema yaaneHHoro AocTyna;

B) «OGnayHble BbIYUCNIEHUS»,

11. «My6nuyroe obnako» - aTo

a) uHdpacTpykTypa, npeaHasHauyeHHas AN WUCNONb30BaHWSA  OLHOW
opraHusauven, BKNYaloLLeil HecKonbko notpeburenei;

6) uHdpacTpykTypa, NpeaHa3HavYeHHasa Ans cBOGOOHOro UCNOMbL30BaAHUSN
WIMPOKOW NyOnuKoi;

B) BUA MHPACTPYKTYph!, NpeaHasHauYeHHbIN AN NCNONb30BaHUA KOHKPETHLIM
coobuecTsom notpeburenei us opraHusauui, uMetoLLux oblyme sagayu;

r) koMGuHauus w3 gByx unu Gonee PasnnyHbIX obnayHbix WHpacTpykTyp,
OCTAIOLMXCA  YHUKANbHbIMW  OBBLEKTAMU, HO  CBS3AHHLIX mMexay  coboii
CTaHAAPTU30BAHHLIMK UK YACTHBLIMU TEXHOMOMAMU NEepefaYn faHHbLIX 1 MPUNOXEHUIA,

12. BHyTpeHHss ceTb (ceTb WHTpaHeT), cneuvansHo paspa6oTanHas Aans
ynpasnexus nHcopmauyein BHyTpYU opraHu3aLui -
a) UHTEpHeT;
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WHeTpyKkumna « » pea. Ne 1

cTp. 20 uz 31

HEKOHTPONMPYEMAS KOMWUA! Ucnonkayime TOJNBKO aneKTpoHHYIO BEPCMIO AOKYMEHTa, PACcNONoXeHHylo & base
[AHHLIX Ha KOPIOPETUEHOM CEPEEPE UMK YUTEHHYIO KOMUHD.

6) nokaneHas ceTb;
B) aneKTpoHHas no4rta.

13. XapaKTepucTuKka NcMxXonorMyeckoro Tuna noseaeHns niogen "HactasHuk'™:

a) NpuKpbIBaACk BHUMaHWeM 1 3aboTor o Bac, BblyXuUBaeT kakue-To CBeAeHNs, a
caM HuYero B3ameH He coobluaeT, a ecnu 1 BbigaeT Kakylo-To UHopMaLnio, OHa 4acTo
OKa3bIBAETCA NOXHOW UMK K AENY HE OTHOCALLENCS;

6) 3a6oTUTCA 06 ycnexax GrMKHero, 4acTo Aaxe B yulep6 cebe;

B) npexae Yem MpuUHATL Kakoe-nubo pelleHue, HYXHO, 4TODbl WX [onro
obxaxusanmu.

14. BpegoHocHble nporpammbl, KOTOpble ANA pacnpocTpaHeHWs WUCNob3ylT B
OCHOBHOM YSI3BVIMOCTM OMnepauuoHHbIX CUCTEM:

a) 4yepBMu;

6) Bupychl;

B) TPOSIHCKWUE Nporpammeil.

15, [IoKyMEHT, CoAepKaLLuii peyeByto MH(opMaumio, 3aduKCHpoBaHHYIO NoBbIM
TUMOM NMUCcbMa Unu Moboi cUCTeEMON 3BYKO3annCcK - HasblBaeTCa

a) NUCbMEHHbIN JOKYMEHT,

0) TeKCTOBLIA AOKYMEHT;

B) PYKOMUCHBLIA AOKYMEHT.

16. [IoKyMEHT, MHchopMaLms KOTOPOro NpeAcTaeneHa B ANeKTPOHHOW opMe - 3TO
a) MaLUMHOMUCHBLIA [OKYMEHT,;

0) 2NeKTPOHHbLIA ALOKYMEHT;

B) n306pasuTenbHbIi JOKYMEHT.

17. [IoKyMEHT, coaepaLuuii 3ByKOBYH MHGOPMAaLIMIO, 3adUMKCUPOBaHHYIO Noboi
cUcTemMon 3ByKosanucu -

a) hOTOAOKYMEHT;

6) dhoHOAOKYMEHT;

B) KWNHO[LOKYMEHT.

18. MNpasuna noseaeHns AMNIoMaToB U ApYrMx ouLMansHbIX ML NpK KOHTaKTax
APy € APYrOM Ha pa3nuyHbIX AMNNOMaTUYECcKIX npyemax, BusnTax, neperosopax - 310

a) NPMABOPHbIA 3TUKET,;

6) AMnNnNoMaTU4eCKUN ITUKET;

B) BOWHCKUIA 3TUKET;

19. Csop npasun MNOBeAEHWs, HapylleHWe KOTOpbIX MellaeT HopManbHOMY
BegeHuto BusHeca - 3aTo

a) obLyerpaxaaHcKuin ATUKET,

6) AenoBoOW 3TUKET;

B) HedhopManbHbIA 3TUKET.

20. Haw mmnax Ha B3rns co CTOpPOHEI
a) 3epKanbHbIi,

6) Tekylni;

B) »kenaembli.
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HEKOHTPOJNMPYEMAHA KOMWA! Menoneayitte TOJIBKO anekTpoHHYI0 BEPCUIO LOKYMEHTSE, PacrionoKeHHylo B baze
AaHHbIX Ha KOPNOPaTUBHOM CEPBEPE UMK YHTEHHYIO KOMWH.

21. MHOXecTBEHHbIN UMUOK 3TO

a) UMUK opraHusauuy B LIenom, a He ee oTAenNbHLIX NoapasfeneHuin;

6) nmupak, koTopkii o6pa3yeTcs U3 pafa UMUAXKENH He3aBUCUMbIX CTPYKTYD;
B) HaLl UMUK, CO3NaBaEMblii ONMOHEHTOM, CONEPHUKOM, MPOTUBHUKOM.

22, Kak npasuno, ¢ 12 go 18 yacoe npuHATO ynoTpebnaTe Boipa)eHue
a) «3ppaBcTBYUTEY;

6) «[dobpoe yTpoy;

B) «[JoGpLIn AeHL»;

r) «JoGpeliii BEYep».

23. YcTaHoBneHHbIR Nopsaok, opma, MaHepa noseaeHus, Nnpasuna y4TUBOCTM 1
BEXMBOCTU, NPUHATEIE B OpraHusauun (dbupme) n obecnevvsaroLyne YneHam TpyLOBOro
KOMMeKTuBea 1 ero pykoBoACTBY YCIoBUSA ycneluHoro obLyeHns apyr ¢ Apyrom, AenoBbiMu
napTHepamun 1 obLUEeCTBOM ANs AOCTMKEHWUS Lienei CBoeil JesTenbHoCTH:

a) aTuka;

D) nenoBsoi aTuUKeT,;

B) 3TWKa Aenosoro obLleHus;

r) cnyXebGHbIN 3TUKET.

24. Kakoil cTunb ynpasrieHusi ocHoBbIBaeTCA Ha obcyxaeHuy npobnemsl, y4eTe
MHEHWIA U NHULMATUB COTPYOHUKOB:

a) aBTOpPUTAPHbLIA CTUMb;

0) AeMoKpaTHYeCcKuiA (MNKU KonneruanbHbIW) CTUNL;

B) nuBepanbHbIi (MK aHapXUYECKUIA, UMK NOMYCTUTENBCKUAR) CTUMb;

r) HenocnegoBaTenbHbI (aNOrUYHbINA) CTUIb.

25. XapaKkrepucTuka ncmxosiorMyeckoro Tuna nosegeHuns nioaen "Pacckasqumk':

a) eMy HenmpeMeHHO HyXHO coobwuTs Bam Bce menbyanwme nogpobHOCTH
TOro, YTO NPOMU3OLLNIO C HUM HaKaHYHe;

6) paboTaeT «kak NPOKNATLIAY;

B) AOMKEH HEMPEMEHHO NPUHATL PELUEHWUE K KOHLY BCTPEYM.

26. [lokyMeHT, usgaBaeMbll B LENsX YCTAHOBMEHWS Mpasun, perynupyoLmnx
OpraHu3aLnoHHbIe, Hay4YHO-TEXHUYECKWE, TexHonormyeckue, (UHAHCOBbIE U WHbIE
cneuunanesHble CTOPOHLI AEATENbHOCTW YYpeXAeHWi, opraHusauui, NpeanpusTuil (ux
noapasaeneHuii n cnyx6), AOMKHOCTHBIX NN U rpaxaaH -

a) NoroXeHune;

6) npasuna;

B) UHCTPYKUMWA.

27. Hayka o6 oTHOLLUEHUsIX, CYLUECTBYIOLLUMX Mexay NoasMi U 06 06s3aHHOCTSX
BbITEKAIOLLWX U3 3TUX OTHOLLEHWIA;

a) aTuka,

6) nenoBsom aTUKET;

B) 2TWKa AEMoBOro obLIeHUs;

r) cnyxebHbIi 3TUKET.




' (ﬁ;\ WHCTpYKUNMA « » pea. Ne 1
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HEKOHTPONWMPYEMASR KOTMWA! Ucnonkayite TOJBKO anekTpoHHY0 BEPCUIO ADKYMEHTA, pacnonoxerHyo B Base
[l8HHbIX HA KOPNOPaTMEHOM CEPEERE WKW YYTEHHYIO KONUID.

28. YMeHue ceKkpeTaps TakTUYHO W Bexnueo Bectu Decepy, caepxusaTte U He
NPoABnNATE oTpuuartellbHble 3IMOUWWU, coﬁnmp,a‘rb NMPUHATEIE B OﬁLLlEGTBB HOPMBbI
noeegeHns 1 obLieHunA, cneduTe 3a KynNbTypoll CBOEro BHelUHero suaa u paboyero
MecTa - aTo

a) KOMMYHWKabenbHOCTh;

6) MHTENNUIreHTHOCTh;

B) nobpoxenaTensHoCTb.

29. TexHonorusa, KoTopas OENUTCA Ha ABE COCTaBNsAWME: WASHTUMDUKaLMIO —
ycTaHoBneHue (nouck) NWYHOCTM MO ronocy W Bepudvkauuio — MNoATBepXKOeHUe
MUYHOCTW MO ronocy -

a) pacriosHaBaHue peuu;

B) cuHTe3 peuu;

B) ronocoeana bmomeTpus.

30. XapakrepucTuka ncuxonoruyeckoro Tuna noeegeHuna niogen "Passegquk’:

a) nNpUMKpbiBaAck BHMMaHueM U 3aboTol o Bac, BblyXMBaeT Kakue-TO
cBeJeHus, a caM HW4Yero B3aMeH He coobwaeT, a ecnM W BbIJaeT KaKyl-TO
MH(OpPMaLMI0, OHA YAacTO OKa3kbIBAETCH NIOXKHOW UMM K Aeny He OTHOCALENHCS;

6) saboTuTcs 06 ycnexax 6nvkHero, yacTo gaxe B yepb cebe;

B) Mpexnoe 4YeM MpUHATL Kakoe-nubo peLleHue, HyxHO, 4ToBbl KX [onro
obxaxueanu.

31. WzobpasuTtensHell wMnW  ayguoBU3yanbHbld  JOKYMEHT, CcO3[aHHbIN
KuHemaTorpadguyecknum cnocobom -

a) (POTOAOKYMEHT;

6) hOHOAOKYMEHT;

B) KWNHOAOKYMEHT.

32, Kakue dakTopbl oOKasanu BAWAHWE Ha CTaHOBMNEHWE COBpPEeMEeHHbIX
NHDOPMALNOHHbBIX TEXHOMOMMIA

a) Wwypoyaiillee BHepeHne nepcoHarnbHbIX KOMMBIOTEPOE;

6) nosBneHne u pasBUTUE BbICOKOCKOPOCTHLIX KOMMLIOTEPHLIX CETel,

B) CTAHOBIEHME MOLLHOI NPOrpamMmmMHOA MHAYCTPUK;

r) Bce BapMaHTkbl OTRETOB BepHbLIE.

33. «ObuwecTeeHHoe 06nako» - 3TO

a) uWHdpacTpykTypa, npegHasHaveHHas 4nd UCNonb3oBaHWs  OfHOW
opraHusauMent, BKIoYaloLleil Heckornbsko notpebutenei;

6) wuHdpacTpykTypa, npegHaszHaveHHas AnA  cBoboAHOrO  UCNOMbL30BaHMUA
LMPOKOW NyBNUKOW;

B) BuO UHGPPACTPYKTYpbl, MNpeAHa3HayeHHbIW AnNsA MWCMONL30BaHUA
KOHKpPeTHbIM coobuiecTBOM noTpeGuTened M3 OpraHuM3auui, MMerowux obGuiue
3apaum;

r) kombuHauus w3 aByx wunu Gonee pasnuyHbix obnayHbiX WHAPACTPYKTYP,
OCTAIOLUMXCA  YHUKanbHbLIMM ~ oBbekTamu, HO  cBfi3aHHbIX  Mexay  coboi
CTaHOapTU30BaHHLIMKU UM YACTHLIMKU TEXHOMOrMAMM Nepeaaqu AaHHbIX U NPUNOXKEHWUNA.

34. LleHTpanbHbil ypoBeHb, KOTOPLI OfnpeaensieT noruyeckyto cxemy 6Gasbl
AaHHbIX - 3TO
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cTp. 23 us 31

HEKOHTPOJIMPYEMARA KOMUA! Mcnonsayiite TOMBKO anekrporHyio BEPCUI0 AAOKYMEHTa, pacnonoxeHHyto 8 Gaze
daHHbIX Ha KOPNOPaTUBHOM CEPBEPE WIN YYITEHHYIO KOMWIO.

a) BHELUHWIA YPOBEHS;
6) KOHUENTyanbHbI# YPOBEHb:
B) h13NYECKUIA YPOBEHB.

35. MUCbMEHHBI JOKYMEHT, NpU CO3haHUM KOTOPOro 3HaKW MUCbMAa HaHOCAT oT
PYKU - 3TO

a) NMUCbMEHHbLIN JOKYMEHT:

6) TEKCTOBLIN AOKYMEHT:

B) PYKOMUCHLIW JOKYMEHT.

36. Csoa OOWEnpuHATLIX B apMuW NpaBur, HOPM U MaHep noBefeHus
BOEHHOCNYXaLLUuX BO BCex cdepax Ux AesTerlbHOCTH- 3T

a) NPUABOPHLIN 3TUKET;

B) AvnnomaTuyeckuii aTUKeT;

B) BOMHCKUIA 3TUKeT.

37. CoBoKkynHocTb npaBun W Tpaouuwii, cobnogaembix rpaxnaaHamu npw
obLeHun apyr ¢ Apyrom - aTo

a) obwerpaxgaHckuin aTUKeT:

6) nenoBoin aTukeT:

B) HedhopManbHbIi aTUKeT.

38. [ns Kakoro CTUNS XapaKTepHO JKeCTKoe eAnHONUYHOoE NpVHATUE
PYKOBOAMTENEM BCEX PELUEHUA («MUHUMYM [OEMOKPaTUU»), KECTKUIA MNOCTOSHHbLINA
KOHTPOIb 3a BbINOMHEHWEM PeLUeHWIA C yrpo3oi HakasaHWa («MakCUMyM KOHTPONS»),
OTCYTCTBUE UHTEpeca K paboTHUKY KaK K IMYHOCTU:

a) aBTOpPUTAPHLIA CTUNL;

6) AemokpaTuyeckuin (nn KonnernanbHbI) CTUNb;

B) NinBepankHbIf (Unu aHapXuYeckuil, Unu NOnNYyCTUTENBLCKUN) CTUMb;

r) HenocnegosaTenbHbIN (aNoruuHbIN) CTUMD.

39. TMCbMEHHBII AOKYMEHT, NMpY CO3AaHMM KOTOPOrO 3HAKW MUCEMa HaHOCST
TEXHWYECKUMW CpefcTBamm - aTo

a) MalWMNHOMUCHBLIA JOKYMEHT;

) 3NeKTPOHHbLIN AOKYMEHT;

B) U3o6pasnTensHbIil JOKYMEHT.

40. XapakrepucTika NCUXONOrMYECKOro TUNa noBeaeHUs Noaeil "YoapHuk'":

a) eMy HenpeMeHHO HyXHo coobLMTL Bam Bce Menbyuaiume nogpoBHocTu Toro,
4TO MPOU3OLLISIO C HUM HaKaHyHe:

6) paboTaer «kak NPOKNATLIAY;

B) AOMKEH HEMPEMEHHO NMPUHSTL PELLEHUE K KOHLY BCTPEUM:

41. K opraH1sauMoHHbLIM JOKYMEHTaM OTHOCSATCS:
a) nonoxeHue, Npasuna, UHCTPYKLIUSA;

©) akT, 3asBnexHne, 3anncku:

B) PacCropsiKeHus!, Npukas, peLleHue;

r) NOBECTKa [HS, NPOTOKOM, CripaBka.
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HEKOHTPOIUPYEMASRA KOMWA! Wcnoneayiite TONBKO aneKTpoHHYIO BEpCWIO AOKYMEHTAa, pacronoxeHHyo & basze

AaHHBIX HA KOPNOPETUEHOM CepBEpe UMK YHTEHHYIO KON,

42. BpepoHocHble nNporpammbl, KOTOpble BLINOMHAKT Ha MNopaXaemblx
KOMNbOTEPax HECAHKUNOHNPOBaHHBIE nonbe3oBartenem ,D,EF‘ICTBMH, T.€. B 3@aBNCUMOCTHU OT
Kakux-nmbo YCRoBUIA YHWUYTOXAIOT WHpOpMaLuilo Ha Auckax, NpPUBOAAT CUCTEMY K
«3aBuUCaHMIO», BOPYIOT MHGOpMaLIWIo U T.4..

a) YepBu,

0) BupycChI;

B) TPOAAHCKME NporpaMmmel.

43. Imnopk, KoTopbii Mbl cTpemumes cebe cosgaTs
a) 3epKkanbHbli;

6) Tekywni;

B) XXenaembiW.

44. KopnopaTuBHbIA UMWOX 3TO

a) MMMIK OpraHM3auumM B LIeyIoM, a He ee oTAeNbHbIX NoapasaeneHun;
6) UMUK, KOTOpkI 0BpasyeTcs 13 psaga MMUIKe#R He3aBUCUMbIX CTPYKTYP;
B) Halll UMWMAK, CO34aBaeMbIii ONMOHEHTOM, COMEPHUKOM, MPOTUBHUKOM.

45. K pacnopsanTenbHbiM AOKYMEHTAM OTHOCATCS:
a) nonoXeHvie, Nnpasuna, MHCTPYKLNS,

6) akT, 3asBNeHve, 3anncku;

B) pacnopsXeHus, NpuKas, peweHue;

r) noBecTka AHA, NPOTOKON, CripaBka.

46. MNporpammHbIA Kop, 6e3 Beaoma nonb3oBaTens BKNIOYEHHLIW B NporpaMMHoe
obecneyeHne ¢ Lenkio AeMOHCTPaLnK peKknamMHbIX 06bABNEHUNA:

a) nporpaMmmbi-peKnameil;

6) NnporpaMmbl-LUNNOHBI;

B) NOTEHUMArNbHO ONacHbIe NPUNOMXKEHNS.

47. [loKyMEHT, MOMHOCTEI0 BOCMPOU3BOASALMA MHOPMaUno  NOANMHHOTO
[OKYMEHTa U BCE €ro BHELUHWE MPU3HAKM UMW YacTb UX, He UMEIOLUNIA IOPUANYECKON
cunbl - 3TO

a) NoANMHHNK oMLIMANEHOTO AOKYMeHTa (opuriHan);

6) oybnukart JOKYMEHTa,;

B) KONUA OOKYMEHTA;

r) 3aBepeHHas Konusi 4OKyMeHTa.

48. «KomMyHUKaLWsa» — 3TO:

a) npouecc obmeHa UHopmaLnen B cucTeme;

6) cOBOKYNHOCTb TEXHUYECKMX cpefcTs, obecneynsalowmx npouecck! nepeaayu
nHdopmauny;

B) BCe BapMaHThLl OTBETOB BepHbIe.

49. COBOKYNHOCTb AaHHBIX, XPaHWMbIX B COOTBETCTBMM CO CXEMOW [AaHHbIX,
MaHWUMyNMpoBaHNe KOTOPbIMW BbIMOMHAOT B COOTBETCTBUMW C NpaBunamu Cpeacts
MOLENUPOBaHUA JaHHbIX - 9TO

a) baza gaHHbIX;

B) ocHOBa AaHHbIX;

B) AAPO AaHHbIX;
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HEKOHTPOIIMPYEMASA KONWA! Wcnonbayiite TOJTBKO anektpoRHyio BEPCWIO JOKYMEHTA, PacronoXeHHy B Baze
AAHHLIX HA KOPNIopaTBHOM CEPBEDE UNU YHTEHHYIO KOMUIO.

r) BCe BapuaHThl OTBETOR BEpHble.

50. YpoBeHs nons3soeatens - 1o
a) BHEIUHWUIM YPOBEHb:

6) KoHUenTyanbHbiil YPOBEHB;
B) hU3nYeCKUii YpoBEHb.

51.TexHonorus npeoBpasosaHus Pe4n B TekcT (speech-to-text), koTopas
OLMCPOBLIBAET U NEPEeBOAUT B TekcT peYeBoi curHan -

* pacnozHaBaHue peun;
CUHTE3 peyu;
ronocosas GromeTpus.

52. U3 oBbLymx npasun coBpeMeHHOro aTukeTa: NepBbLIM NpUBETCTBYET
a) MyXUYMHa — KeHLUHY;

6) eHwmHa — Myxuuny;

B) Mnafwuii — ctapuwero;

r) cTapLumi — mnagwero.

53. Psapg TexHonorui, obecneuuBatoyx npospayHoe NOAKNIYEHME K ceTu
YAANEHHBIX KIMEHTOB, PacnonoXeHHbIX, Kak npasuno, 3a npegenamun nokansHol cetu
opraHusauuu - aTo

a) FTP-cucrema;

6) cucrtema yaanenHoro AocTyna;

B) «OBnayHble BLIYUCTIEHNS ».

54. «'mbpugHoe obnakoy - aT1o

a) WHDpacTpykTypa, npedHasHayeHHas A8 UCNONb3oBaHUA  oaHOM
opraHusauuvei, BKIYaLLENR HECKOMbKO noTpebutenei;

6) wuHdpacTpykTypa, NpéaHasHaveHHasa [ans cBoBOAHOrO WCMOML3OBAHMUS
LUMPOKOW NyBnuKoii;

B) BULO NHPACTPYKTYpPLI, NpefHasHauYeHHbI ANs UCNONL30BaHUS KOHKPeTHBIM
coobLecTBom notpebuTteneii us opraHusauuid, umeroLLmx obwme sanaun:

r) KoMGuHauusa us ABYX unu 6onee paznuyHeIX o6naYHLIX UHpacTpPyKTyp,
OCTalWMWUXCA YHUKaNbHLIMKU OOLEeKTaMM, HO CBA3aHHLIX Mexay coboi
CTaHOAPTU3OBAHHLIMU MNM YaCTHLIMM TEXHONOrUSMU nepegaum AaHHbIX ©
NPUNOXKEHUM.

5. lMporpammHoe obecnevenue, He MPUYKHSAIOLLEe KOMNbIOTEPY Kakoro-nuGo
rpsIMoro Bpefa, Ho BbiBoAsILLEe coobLyeHus o TOM, YTO TakKon Bpep yxe Nnpu4nMHeH nubo
Bynet npuinHeH npu kakux-nm6o YCNoBUsX:

a) NporpaMMmeI-wyTKu;

B) PYTKUTHI;

B) NporpamMmmbi-LLNMOHbI.

S56. MMepsbii  (Mnu €AVHCTBEHHbIN) BK3eMNMAp AoKyMeHTa, obnagaroLwnii
HOPUONYECKON CUnonm - aTo

a) NoANUHHKK oduLmanHoro AOKyMeHTa (opuruHan);

6) aybnukart gokymeHTa:
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HEKOHTPOJIMPYEMAR KOMWA! MenonkaynTe TOJIBKO anekTporHyio BEpCMio A0KYMEHTA, PACTONOMEHHYIO B Baze
JAHHBIX HA KOPNOPATUEHOM CEPEEPE UMW YHTEHHYIO KOnWio.

B) KONWs JOKyMeHTa;
r) 3aBepeHHasi Konusi JOKYMeHTa.

57. CBOICTBO OhULIMANBHOIO JOKYMEHTA BbI3biBaTL MPaBoOBbIE NOCNEACTBNA -
a) opuaunyeckasa cuna nOoKyMeHTa;

6) yrpo3bl HesonacHoCTU OOKYMEHTOB;

B) MHhOpMaLIMOHHAA c1una AOoKyMeHTa.

58. OTpuuaTenbHbii UMUK 3TO

a) UMUK OpraHnsauny B LENoMm, a He ee OTAENbHLIX noapasfeneHuii;

6) UMUK, KoTopbliA 0BpasyeTca 13 paaa NMUOXKENR HE3ABUCUMbIX CTPYKTYP;
B) Hall UMWAX, cozpaBaeMblil ONMMOHEHTOM, COMepHUKOM, NPOTUBHUKOM.

59. Henpunn4Ho 3BOHNTE

a) go 9.00 yacos unu Bevepom nocne 22.00;
6) po 10.00 yacos unu seyepom nocne 21.00;
B) go 12.00 vacos unu sedepom nocne 19.00;

60. Hecneuuduuyeckuis OTBET opraHusma Ha nioboe npeabsaBneHHoe emy

TpeboeaHve, npefcrasndiollee coboll HanpsKeHue opraHuama, HanpasneHHOE Ha
NpeofoneHye BO3HWKAOLWMX TPYAHOCTER W npucnocobnedne K BO3POCLUUM
TpeboBaHUAM - 3TO

a) cTpec;
6) KOHNKT,
B) KOMMpoMucC.

SK3AMEHALUUOHHLIE BUJETHI
ans atrectauumn no npocpeccun «CexkpeTapb-agMUHUCTpaTop»
Bunet 1.
1. MNpuem v nepeuyHas obpaboTka BxoAsLLEN KoppecnoHAeHLUN.
2. TpebosaHus K 6naHkam AOKYMEHTOB.
3. Buabl cuctem agtTomartisauuy 4enonpousBoAcTsa.

Bunet 2.

1. OB6paboTka OTNpaBsnNAemMoin KOpPEeCNOoHAEHLMN.

2. OTuKeT B cnyxebHbIX OTHOLUEHWAX.

3. Knaccuduxaums nporpamMmm nogroToBky AOKYMEHTOB.

Bunet 3.

1. PerucTtpauuvs JOKYMEHTOB.

2. TpeboBaHus k braHkam AOKYMEHTOB.

3. NHdhopmaums: cyLwHOCTL U onpeaenexne.

Bunet 4.

1. Knaccudmkaums AenoBbiX JOKYMEHTOB.

2. [lenoeoe nNCbLMO B YCNOBUAX yHUdUKaLym 1 Npasuna ero cCocTaBneHns.

3. WHdopmaTzaums [LOKyMEHTaUMOHHOro obecnedeHns ynpasneHna W

apxuBHoro aena

Bunert 5.
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HEKOHTPONMUPYEMAHA KOMKA! Wenonesyinte TONBKO anexkTpoHHylo Bepcuio ADKYMEHTa, PacronoXeHHyIo B Base
[laHHbIX Ha KOPropaTMEHOM CEPBEDE UMK YYTEHHYIO KOMWIO,

1. TpeboBaHus k opmynspy v GnaHky AOKYMeHTa.
2. [lenoeas 6ecena no tenedoHy.
3. KoMnbiloTepHble TEXHONOMW CO34aHUs JOKYMEHTOB.

Buner 6.

1. Cnpaso4Ho-nHdopMaumnoHHas paboTta ¢ 4OKYMEeHTaMu.

2. lNpaBuna odopMneHns pPeKBU3NTOB LOKYMEHTOB: «TOBapHbIA 3HaK (3HaKk
obenyusaHus)».

3. NoHATUA «OOKYMEHT» U «3MEKTPOHHbLIA JOKYMEHTY.

Bunet 7.

1. HopmaTueHo-npaeosoe obecneyeHne OesTensHOCTU CEKpETaps.
2. [lenoBsoii NpoTOKON U CPEACTBa KOMMYHUKALIMOHHOTO OBLLEHHUS.
3. lNoHATHE 1 BO3HMKHOBEHWE MH(DOPMALIMOHHBLIX TEXHOMOTWIA.

Buner 8.

1. CnocoBb! 3allnTsl KOHDUAEHUMANEHOW UHGOPMAaLIMKA B OpraHu3aLmi.
2. BsavMOOTHOLEHWA ¢ pyKOBOAUTENEM.

3. CucTembl ynpaeneHusi 6asamu AaHHbIX.

Buner 9.

1. NpaBuna BefeHNs TeneOoHHbLIX Neperosopos.

2. Kayectea, HeobxoAumble BO B3aVMOOTHOLUEHUAX «PYKOBOAUTENb —
AENnonpousBoanTEnbY.

3. OcHoBHblE 06BEKTLI 1 MPUHLMNLI aBTOMAaTV3auMK paboThl ¢ JOKYMEHTaMu.

Bunet 10.

1. lNpasuna paboTekl € NOCETUTENSMU B NPUEMHOIA.

2. MpaBuna ogopMneHns PeKBU3UTOB AOKYMEHTOB: «OTMeTka 06 aneKTpoHHoM
noanucm».

3. AsTOMatMsauMsi [OKYMEHTALUMOHHOTO obecneveHws ynpaBneHus B
opraHusauuu.

Bunet 11.

1. OpraHusauus KoMaHAVPOBOK PYKOBOAUTENS.

2. XpaHeHne [OKYMEHTOB B apXuUBe opraHusauum.
3. YperynvposaHue KOHNUKTA.

Bunet 12.

1. lNpaBuna pe4yeBoro aTUkKeTa cekpeTaps.

2. [paBuna ocdopmneHunsi pekBM3NTOB SOKYMEHTOB: «Busay.
3. OcHoBHble aneMeHTbl cucTeMbl Basbl AaHHbLIX.

bunert 13.

1. OcHOBHbIE NPUHLMNLI 4ENOBOI 3TUKM U 3TUKETa CeKpeTaps.
2. OCHOBHblE COCTaBNAOLMNE KYNbTYPL! AENOBOro 06LUeHNSs.
3. MNpuHuUmMnbl aBTOMaTU3aLUM paboTsl ¢ LOKYMEHTaMu,

Bunet 14.
1. TpeboBaHus oxpaHel Tpyaa B paboTe cekpeTaps.
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HEKOHTPOIMMPYEMARA KOMWA! Menoneayiite TONBKO anekTpoHHyo BEPCUIO AOKYMEHTA, PACMONOKEHHYIO B Daze
JAHHBIX Ha KOPMOpaTUEHOM CEPEEDE UMK YHTEHHYIO KONWIo.

2. ®akTopbl, cnocobHble Bbi3BaTL CTPECC.
3. OcHoBHbIe YHKLUMW CUCTEM INEKTPOHHOro AokymeHTooGopoTa.

Bunet 15.

1. Texuudeckue cpeacTBa ynpaeneHus B oduce, ux knaccudmkaums,
HasHa4eHue, NpuHUMN paboThl.

2. Umnpx cekpetaps-agMmuHucTpartopa. TpebosaHus K BHELLHEMY BUAY.

3. Basbl gaHHbIX KaK cpefcTBo XpaHeHus 1 0bpaboTki uHopmaLuun.

METOOWYHECKUE MATEPUATBI

YyeBHo-meToguyeckoe W UHdopMaLuoHHoe obecneveHne:  NEKLWUOHHBIN
mMaTtepuan, CnucoK nuTepaTypbl.

HOPMATUBHO-NPABOBLIE AKTbI U CMTUCOK NIUTEPATYPbI

- OepepaneHbil 3akoH oT 29.12.2012r. Ne273-®3 «0O6 obpasosaHun B
Poccuitckoin ©epnepauum»,

- ®epepanbHbli 3akoH oT 30.12.2001r. Ne197-@3 «Tpyaosoin Kogekc POy,

- ®epepanbHblii 3akoH oT 06 anpens 2011 r. N2 63-®3 «O6 anekTpoHHOW
NoAnucu»;

- ®epepansHblil 3akoH oT 27 wions 2006 r. Ne 149-03 «O6 uHdbopmaLuuy,
MHOPMAaLMOHHBIX TEXHOMOMAX U O 3aLluTe MHhopMaLuny,

- ®epepantHblil 3akoH ot 02 mas 2006 r. Ne 59-903 «O nopsagke paccMoTpeHUs
obpalueHuii rpaxaaH B Poccuiickon ®egepauuny;,

- ®egepantHblit 3akoH ot 01 uioHg 2005 r. Ne 53-93 «O rocyaapcTBeHHOM A3bIke
Poccuiickoin ®enepauyuny;

- GepepanbHbiii 3akoH oT 22 okTabpsa 2004 r. Ne 125-@3 «O6 apxueHom gene B
Poccuiickon Penepaummny;

- ®epepansHbii 3akoH oT 29 uona 2004 r. Ne 98-03 «O koMmmepyeckon TanHe»

- ®epepansHblit 3akoH ot 21 uong 1993 r. Ne 5485-1 «O rocypapcTBeHHON
TanHey;

- MoctaHoeneHue [lpasButensctea PP ot 15 wuwoHa 2009 r. Ne 477 «O6
yTBepxaeHvn Mpasun genonpoussoacTea B deaepansHbIX opraHax UCnonHUTENsHON
BMacTuy,

- MNocraHosnenne Mpasutensctea PP ot 13 aerycta 1997 r. Ne 1009 «O6
yTeepKaeHun [paBun NOATOTOBKM HOPMAaTMBHLIX NPaBOBLIX aKTOB deldepanbHbIX
OpraHoB UCMOMHWUTESNILHOM BNAcTh U UX roCyAapCTBEHHON perucTpauum»;

- TMoctaHoenenue [paeutenbctea P® ot 27 pekabpa 1995 r. Ne 1268 «06
YOPAOOYEHNN U3TOTOBNEHUS, UCMOMb30BAHUA, XPAHEHUA U YHUYTOXEHUA nevyaTten u
6naHKoB ¢ BocnpouaeegeHuem ocyaapcTeeHHoro repba Poccuiickon ®egepauumny;,

- Npwukas PegepansHoro apxmeHoro aredTcTea oT 20 gekabpsa 2019 roga Ne 236
«06 yTBEpxAeHUN [lepeyHs TUMOBLIX YNpPaBreHYEeCcKUX apxMBHbIX [OKYMEHTOB,
obpasyolMxcs B npouecce [AenTernbHOCTU rocyapCTBEHHBIX OPraHoB, OpraHos
MECTHOro camoynpaBfeHusa n opraHusaumnii, ¢ yKasaHMeM CPOKOB UX XPaHEeHUAY,

- MoctaHoeneHue MuHTpyaa Poccum oT 26 mapta 2002 r. Ne 23 «O6 yTeepaeHun
Hopm Bpemern Ha paboTbl N0 AOKYMEHTALUMOHHOMY OBecneyeHuo ynpasreHYecKknx
CTPYKTYpP thegeparnbHbIX OpraHoB UCMONHUTENLHOW BNacTuy;
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HEKOHTPONUPYEMASA KOMKA! Mecnoneayitte TONLKO SNEKTPOHHYIO BEPCUID A0KYMEHTa, pacTionoXeHHy:o B Base
ASHHLIX HA KOPNOPATUBHOM CEPBEDE UMK YYTEHHYIO KOTUIO,

- lNocraHoenenue lockomcTtata Poccun ot 05 sAHBapa 2004 r. Ne 1 «Q6
YTBEDHKAEHUA YHNDULUMPOBAHHLIX (HOPM NEPBUYHON YHETHOI AOKYMEHTaLUuu no y4yety
TPyOa v ero onnathl»;

- [locraHosnenne MuuTpyna Poccuu ot 25 HOABpst 1994 r. Ne 72 «0O6
YTBEPHKASHUA MEXOTPACrEeBbIX YKPYMHEHHbIX HOPMATUBOB BPEMeHU Ha paboTbl fo
AOCKYMEHTaLMOHHOMY oBecneyeHunto ynpasneHus»:

- MNocTaHosnexue PenepansHoii komuceun no PBIHKY LUeHHbIX Bymar ot 16 uions
2003 r. Ne 03-33/nc «06 yTeepxaeHuu lNonoxeHus o nopsiake u CpoKax xpaHeHus
AOKYMEHTOB aKLIMOHEPHLIX 0BLYEeCTBY

- Mpukas ®epepansHoro apxueHoro areHTcTea oT 11 anpensi 2018 roga Ne 43 «06
YTBEPHAEHUW NPUMEPHOro NonoXeHusi 06 3KCNEPTHOM KOMUCCHM opraHusauuny;

- MNMpukas MuHuctepctea obpasosanus un Haykn Poccuiickoit ®epepauun ot 01.07.
2013 r. Ne 499 «06 yTeepxaeHun [lopsigka opraHusaummn u OCyLLUecTBNEeHus
obpazoBaTtencHoll  OeATensbHOCTY no  [ONONHUTENLHEIM  NpogeccUoHanbHLIM
nporpammamy;,

- Mpukaa MuHucTepcTea TPyAa v counansHoi 3awmtel PO ot 15 uions 2020 r. Ne
333H «O6 yTBepxaeHun npodheccuoHansHoro CTaHpgapta «Cneumanuct no
OpraHusaunoHHOMY 1 [OKYMEHTaLMOHHOMY obecrnedeHuio ynpaerneHus opraHusauueiis.

-FOCT P 7.0.97-2016 «Cucrema CTaHAapToB no WHdopmaLum, GubnuoteyHomy
W usgatensckomy  geny. OpraHusauvoHHo-pacnopsauTensHas AOKYMEHTaLUs.
Tpeboeanus k opopmneHuio OOKYMEHTOB»

-OCT P 7.0.8-2013 «Cucrema CTaHAapToB Mo uHopMauum, GubnmoteyHomy 1
nsparenbckomy pgeny. [lenonpoussoactso  u apxueHoe geno. TepMuHbl U
onpefeneHuay;

- TOCT P 50922-2006 «3awuTta nHdopmaumn. OCHOBHble TepMUHBI U
onpepeneHnsa;

- TOCT 6.10.4-84 «YHUDMUMpPOBaHHbIE cUCTEMB AoKymeHTauuu. [lMpupaHue
OPUANHECKON CUNBbI  AOKYMEHTAM Ha MAaLUMHHOM HOocuTEne W MaluHorpamme,
CO3AaBaeMbIM CpeACTBAMM BbINUCAUTENBHOM TEXHUKN. OCHOBHbIE MOMOMKEHUAY

- F'OCT 6.10.5-87 «YHucbmumMpoBaHHble cucTems) AOKyMeHTauun. TpeboeaHus k
NOCTpoeHuio hopmynsipa-obpasa:

-['OCT 17914-72 «O6noxku aen AnuTenbHbLIX CPOKOB XpaHeHus. Tunkl, pasvepsi
U TexHnyeckne TpeGoBaHus»;

- TOCT P 34.10-2012 «MHtbopMaLmoHHas TexHonorus. Kpuntorpaduyeckas
sawumra uHdopmaumu. Mpoueccsi hOPMUPOBaHUS 1 NPOBEPKY 3NEeKTPOHHON LncpoBoii
nogannucu»;

- 3Jaiuesa, E. B. Henonponasoacteo u AOKYMeHToobopoT B cucteme
rOCYAAPCTBEHHOrO M MYHMUMNANLHOTO YnpaBneHus: y4eb.-meTon. nocobue / E. B.
3aliuesa, H. B. loHyaposa : M-o obBpasosaHus u Hayku Poc. denepauun, Ypan. degep.
YH-T. — ExaTtepunbypr : U3g-so Ypan. yH-Ta, 2017. — 178 c.

- 3ameanuHa E.A. 3Tuka U ncuxonorus Aenosoro obuweHus. M.: PUOP, 2006.

- Kopxkyk B.M., Monoe U.10., Bopobbera A A., 3awmieHHbIi AOKyMeHToobopoT.
Yactb 1: YyebHo-meToguyeckoe nocobue — CIM6: Yuusepcuretr UTMO, 2021. — 67 ¢,

- KyHses H.H. WHdopmaumorHsle  TexHonmorum B OOKYMEHTaLMOHHOM
obecreyeHnm ynpasneHns i apxmeHom Aene. y4ebHuk ans sysos / H.H. KyHses, T.B.
KoHgpawosa, E.B. TepeHTbeBa, A.I. ®abpuyHos / nog obw. pea. 4.10.H., npod. H.H.
KyHsiesa. — M., 2016. — 408 c.

- Makapos B.®., Henoroga A.B. [enosoii atukeT 1 obLieHme.

- lNcwxonorus u atuka penosoro obweHwus/ Mop pen. B.H. INaBpurerko. — M.:
FOHuTK, 2002. - C.267.
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HNEKOHTPONVMPYEMAR KOTIVRA! Micnonbayitte TOMNBKO 3neKkTpoHHyIo BEPCHIo JOKyMeHTa, pacnonoxeHHyio e Gase
AEHHBIX HA KOPNOPaTMBHOM CepBEpe UMK YYTEHHYIO KOMUH.

- Meuxonorns U atuka genoeoro obweHus/ Mog ped. B.H. JNaspuHerko. — M.

KOHWTHK, 2002, — C. 292-294,
- PuibankuHa 3.M. [JokyMeHTOOB0opoT 1 AEnonpon3BoACcTBO: Kype nekuuia / 3.M.

PeiBankuHa. — MNewnsa: MIYAC, 2014. — 196 c.
- duoHosa, J1. P. @61 OceoeHue npocheccmoHasnbHbIX KOMMNETEHUMA B cthepe

[OKyMEHTaLMOoHHoro obecrnederus ynpasnexus: y4eb. / Jl. P. duorosa. — Mensa: Nap-
so MY, 2016. - 200 c.
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HEKOHTPONWPYEMAS KOMWSA! Menonsayiite TONBKO INEKTPOHHYI0 BEPCUID AOKYMEHTE,
AaHHbIX Ha KOPNOPaTUBHOM CEPBEPE UMM YUTEHHYIO KOMUHD.

pacnonoxeHHyio B baze

NACT PEFTUCTPALIMW PEOAKLUA

No Pepak HaHHLIe o OcHoBaHue ans Condinaiiue
i UMn | npegbiaylieid peaakuum BHecCeHus H;:IEF:-I N
Ne AOKYyMeHTa U3MEHEeHUN




1 h



