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1. OBIIAA XAPAKTEPUCTHUKA ITPOI'PAMMBI

Lenbto mpodeccroHaIbHOTO 00yUeHHs 00YJaIOIINXCsl CTAPIINX KIIACCOB MIKOJI CPETHETO
o0miero oOpazoBaHMs SBISETCS 0OECIEUEHUE COIMAIbHOM aJanTalii BBITYCKHUKOB K PBIHKY
TpyAa, GopMupOBaHHE y HUX IMOJOKUTEIBHON MOTHUBAIMU K MOJTYYEHHUIO MPO(ECCHOHAIBHOTO
oOpa3oBaHus U Mpodeccuu, TapaHTUPYIOIIEH TPYI0yCTPOUCTBO; OCBOCHHE TEOPETUIECKUX OCHOB
U TPaKTUYECKHX HABBIKOB I10 OIPEIEIIEHHONH Mpodeccuu; NpHOOpeTeHne O0yJarommMuUCs
HaBBIKOB, HEOOXOAMMBIX /ISl BBITOJITHEHUS OTIPE/ICIICHHOM PaOOTHI.

IIpodeccronanpHoe 00y4eHHE HE COMPOBOXKIACTCS MOBBIILICHHEM O00pa30BaTEIbLHOIO
YpOBHS 00y4YarOIIUXCSl.

Peanmm3anmst mporpammbl  po(heCCHOHABHOTO OO0YYeHHs1 1Mo crenuaibHocTH 26353
«Cexperapb-MalIMHUCTKa» periamMeHtupyercs [lopsakoM OpraHM3alid M OCYIIECTBICHUS
00pa30BaTEIbHON NIEATENFHOCTH MO OCHOBHBIM IIporpamMmaM Npo(ecCHOHATBLHOr0 00yueHHs,
YTBEp)KICHHBIM mpuka3zoM oT 26 aBrycta 2020 roma Ne 438 «OO0 yTBepkKIEHHM MOpSJIKaA
OpraHHu3alMi M OCYIIECTBJICHHUS] 00pa30BaTEIbHON AESATENBHOCTH 10 OCHOBHBIM MpOrpamMmam
npoQeCcCHOHATBFHOTO 00y4YeHHsT», EAMHBIM KBaTM(HUKAIIMOHHBIM CIIPABOYHUKOM JIOJDKHOCTEH
PYKOBOAUTENIECH, CHEUUATUCTOB U ciayxkammx (penakiust ot 9 anpenst 2018 roma, B T.4. C
u3MeHeHusaMH BeTytl. B cuiy 01.07.2018), dexnepanbHoro 3akona ot 29.12.2012 N 273-03 (pen.
ot 03.07.2016, ¢ u3m. ot 19.12.2016) «O06 ob6pazoBanuu B Poccuiickoit deneparum» (¢ U3M. 1
nom., Bctym. B cwity ¢ 01.01.2017), nmpukazom MunuctepcTBa oOpazoBanus U Hayku PO oT 2 utons
2013 r. N 513 «O6 yrBepxnaenuu [lepeunst mpodeccuii pabounx, TOIDKHOCTEH CIyXKalluX, IO
KOTOPBIM OCYILECTBIISIETCS MPO(decCHoHaTbHOE 00y4YeHne» (¢ M3MEHEHUSIMHU U JIOTIOJIHEHUSIMH),
CII 2.4.3648-20 «CaHUTapHO-3MTHIEMHOJIOTHYECKIE TPEOOBAHUS K OpraHU3aIusIiM BOCITUTAHUS U
oOydeHHUs, OTIAbIXa M O3[O0POBJIICHUSA JeTe U MOJOIeXH», YCTaBOM U JIOKaJbHBIMU
HOpMaTUBHBIMH akTaMu MAY JIO «MYK».

ITporpamma paccunTana Ha npogeccruoHaabHOe 00yueHue odyyatomuxcs 10-11 kaccos
(15-18 ner) 00IIE00pa30BaTEILHBIX OpraHu3alMii 1Mo cremuanbHocTH 26353 «Cekperaphb-
mammmHucTKa». K kaHauaaty Ha oOydeHue mo oopazoBaTeIbHOMN MPOrpaMMe HE TMPeIbsIBISIIOTCS
TpeOOBaHUS K HATUYHUIO y HETO:

- ToKyMeHTa 00 00pa3oBaHUM, JOKYMEHTa 00 00y4eHHH,

- OTIPE/ICTICHHOT 0 YPOBHS 00pa30BaHMU.

Konuuecmeo uacos: 240

Cpok peanuzayuu: 2 roja

Dopma odyuenun: 04HO

Hanonnaemocms yueonoi zpynnot: 12 yen.



Pestcum odyuenus:

1 rox (10 xmacc) — 3 yaca B Henento (1, 2 moxyroaus)

2 rox (11 xnacc) — 2 yaca B Henento (1, 2 momyroawsi)

Ilpozpammonr npedycmompena npou3s00CmMeEeHHAss NPAKMUKA O00WuUM 00beMOM
60 uacos, B TeueHHE KOTOPOI 00yUArOIINECs OBIAICBAIOT IPHUEMAMH, MPAKTUISCKUMHI YMEHUSIMHU
Y HaBBIKaMU pEIIeHHs TUTIOBBIX 3a71a4 00paboTKy MH(OpMAaIiK 0 PyKOBOJCTBOM HACTABHUKOB
Ha MPEIIPUATUSIX U YIPSKICHHUSIX.

IIpooonscumenvhocms yuedHozo uaca meopemuiecKux u NPAKMUYEecKUxX 3aHAmMuiL:
45 MuH.

IIpooonsicumenvrnocms 001020 Yaca npou3eoocmeennoi npakmuku: 60 MuH.

Ilpomesricymounan ammecmayus npedycmampugaen 6blnoiHeHue 3a4emHublx paoom.

Ilpogheccuonanvhoe odyuenue 3aKkanuu6aemMcs K6AAUPDUKAUUOHHBIM IKIAMEHOM.

Ilpu ycnewmnoii coauu umozoeoii ammecmayuu npuceausaemcs 3 (mpemovs)
Kamezopus.

OOy4arourMces, MOJIHOCTHI0 OCBOMBIIMM YY€OHBIE MTPOTPAMMBbI U YCIICIITHO MPOIIEAIITIAM
UTOTOBYIO aTTECTAIMIO, IO PEIICHUI0 aTTeCTAllMOHHOW KOMHCCHHM BBIAACTCS JOKYMEHT
YCTaHOBJIEHHOTO 00pasa.

[IporpaMma OCHOBBIBacTCSI Ha 3HAHHUSIX TI0 PYCCKOMY SI3bIKy, WH(pOpPMATHKE,
UHOCTPAaHHOMY $I3bIKYy, OCHOBaM JKOHOMHKH, OCHOBaM OC30MACHOCTH XH3HCICATCIbHOCTH W
JIpyTUM 00111e00pa3oBaTEeILHBIM MPEAMETaM, OTYYCHHBIMUA 00yJYaIOIIUMHUCS B CPETHEH MIKOJIE.

Axkmyanvnocms npozpammel. Ha COBpEeMEHHOM pBIHKE TpyJda o0co0oe 3HadeHHUe
npuoOpeTaeT OBJAJICHUE CIEeNUATNCTaMHd HaBBIKAMH JOKYMEHTAI[MOHHOTO OOecreueHus
YOpaBIEHUS U MOJH30BAHHEM MEPCOHATBHBIM KOMITBIOTEPOM. J[eTonpon3BOACTBO KaK OTpacib
NESTETPHOCTH TPEANPUATHA W OpraHM3alliidl WrpaeT OJHY W3 TJaBHBIX pOJIEH B KH3HH
COBPEMEHHOTO OOIIECTBA M KAXKAOTO UejoBeka. CerofHs KaKablili BBITYCKHUK 00pa30BaTeIbHON
opraHu3anuu 00s3aH yMeTh 00padaThIBaTh M MPEIOCTABIATh MH(DOPMAIMIO OpraHH3aIlud Ha
9JIEKTPOHHOM HOCHTEJE, 3HAaTh CUCTEMbl U CTaHAAPTHl MO O(QOPMIICHHUIO OpPTaHU3AIMOHHO-
pacnopsANTEeIbHON TOKyMEHTAIIUN, COBPEMEHHBIE 3JIEKTPOHHBIE IPOTPaMMBbI, HCIIOJIb30BaTh CETh
WHTepHeT 115 ONlepaTUBHON M Ka4eCTBEHHOW 00pabOTKU JTOKYMEHTOB.

B Hacrosimee BpeMs B MpakTUKe 0O0pa30BaHUsI aKTHBHO MPHMEHSETCS METOJ IMPOCKTOB,
KOTOPBIN YCIICIITHO PEIIaeT He TOJBKO yaeOHbIe, HO U BOCIIUTATEIHHBIC 33 aYH.

OH 12€T BO3MOXKHOCTH O0YUaIOITUMCS aKTUBHO MPOSIBUTH ce€0s1 B CCTEME OOIIIECTBEHHBIX
OTHOIIICHHUH, CIOCOOCTBYET (POPMHPOBAHUIO Y HUX HOBOH COIMAIBHOM MO3MIIMHU, MO3BOJSET
NpHOOPECTH HABBIKM IIAaHUPOBAHUS W OpPraHU3alldd CBOCH JCSITEIBHOCTH, OTKPBITH U
peanu30BaTh TBOPYECKHE CIOCOOHOCTH, pa3BUTh WHIWBUIYAIbHOCTh JUYHOCTH. JlaHHas

mporpamMmma no3BOJISICT OCYIICCTBUTDH HpOCKTHBIfI HOoAXOd K 3aHATHUAM.



Ocnosénan  uenv  euda  npogeccuoOHANbHOU  0eAMEeNAbHOCIU:  PEATU3ALNS
oOecrieunBaronx (yHKIUN YIpaBICHUS OpraHu3alied; BHEAPEHUE JYYIINX TEXHHUECKHX
pa3pabOTOK M HOBEHMIIINX TEXHOJOTHUN B 00ECIIEUCHHUE YIIPABICHUS OpraHu3aIuei.

Ilenvro mipodeccuoHanbHOrO 00yueHus 10 crenuanbHocTH 26353  «Cekperapsb-
MAIIMHUCTKA» SBISETCS TOJTOTOBKAa oOydaromerocs oOpabaThiBaTh W TPEJOCTABIATH Ha
OyMa)XHOM U DJJIEKTPOHHOM HOCHUTENSIX HH(POPMAIUIO, 3HATh COBPEMEHHBIE JIIEKTPOHHBIC
IPOrpaMMBbl, HCIIOJIb30BaTh CETh HMHTEPHET [JIsl ONEpaTHUBHOM M KauyeCTBEHHON 00paboTKu
JOKYMEHTOB, BEJICHHE JCIONPON3BOICTBA B OpPTraHU3AIHSIX.

OcHogHbIMU 3a0a4amu RPOZPAMMBL AGAIOMCA:

v BocnMTATEJIbHbBIE:

1) BocmUTaTh OTBETCTBEHHOE OTHOIICHHE K TPOIIECCy MPO(HECCHOHAILHOTO 00YUCHHS;

2) dbopmupoBaTh OEPEKHOE OTHOIMICHHE K CBOEMY 310POBBIO;

3) BOCIUTHIBATh KYJbTYPY MOBEICHUS B KOJUICKTHUBE, B YUPEIKJICHUU U OOIIECTBEHHBIX
MeCTax;

4) BOCIHMTHIBATH OT3BIBUUBOCTH U YBOKEHHE K JAPYTOMY YECIOBEKY;

v/ pasBuBaloIIue:

1) pa3BuBaTh MHTEPEC K TPAMOTHOMY W TMPAaBHIBHOMY O(QOPMIICHUIO JOKYMCHTAIUH,
OPI'TEXHHUKE, I€TI0OBOMY ITHUKETY;

2) MpUBUBATh UHTEPEC K Mpodeccu;,

3) pa3BuBaTh MaMsATh, BHUMaHHE, YMEHUE COCPEIOTOUUTRCS;

4) npuUBUBATH CAMOCTOSITEIBHOCTD B IPUHATHH PEIICHHH.

v’ obyuarourue:

1) dopmupoBats 'y 00yyaronmxcst COBOKYITHOCTHU OOIIEKYIbTYPHBIX u
npoecCHOHABHBIX KOMIIETEHIIMH, HEOOXOIMMBIX CIIeNHaIuCcTaM, padoTalolmuM B 00JIacTH
JIEIIOTIPOU3BOICTB U CEKPETAPCKOTO JIeNa;

2) ¢opmupoBaTh 3HAaHUS, YMEHUS M HaBblkd 10 npodeccun 26353 «Cekperaps-
MalIMHUCTKAY,

3) obecnieynBaTh BO3MOXKHOCTH MPOJOIKATH OOyYeHHE B CHCTEME HAYalbHOTO |
cpenHero npoheccuoHanIbsHOr0 00pa3oBaHus 0 COOTBETCTBYIOIIEH Mpodeccuu;

4) peanu30BBIBaTH MPOGECCUOHATBHOE CAMOOTIPEICIICHHE 00YIaIOIINXCS;

5) moBbILIaTh YPOBEHb KBATH(UKAIIMU B YCIOBUSAX MIPOU3BOICTBA.

ITnanupyemovie peyromamol 00yyenun:

K koHIy m3ydeHwsi mporpaMMbl NpodeccuoHanbHOM moarotoBku 26353 «Cekperapb-
MAaIIMHUCTKA» 00YJarOIIUIiCs JOIKEH:

v’ 3HATH:

e [I[paBrJIa TCXHUKHU MAllIMHOITUCH



e CTPYKTYpY U (PYHKLIUHU OpraHU3aliy, IPEATNPHUITHS;

e HOPMaTHBHBIE ITPABOBbIE AKThl, THCTPYKLIMH 110 BEJICHUIO J1€JI0NPOU3BOICTBA;

e CTAaHJAPThl  YHU(DUUUPOBAHHOM  CHCTEMBbl  OpraHU3allMOHHO-PACIOPSIUTEIBHON
JIOKYMEHTaIUH;

e OCHOBHBIE  (YHKUMH IO  JOKYMEHTAlMOHHOMY U  0€310KYMEHTAallMOHHOMY
00CITy’)KHBaHUIO OPraHU3aIMU U JIeATEIBHOCTH PYKOBOIUTEIS;

e OCHOBBI JIEJIOBOT'O 3TUKETA;

e IIpaBwiIa paObOTHI M AKCIUTYaTalluy OPTTEXHHUKH.

v ymeTnb:

e [10JIb30BAThCS IEPCOHATBHBIM KOMITBIOTEPOM U APYTON OPTTEXHUKOI];

e 00pabaThIBaTh TEKCTHI C IIOMOLIBIO TEKCTOBBIX PEAKTOPOB;

e 00pabaThIBaTh IAHHBIE C TTIOMOIIBIO JIEKTPOHHBIX TAOJINII,

e CO3/1aBaTh MPE3CHTAIINH;

e paboTaTh C 3JIEKTPOHHOM MOYTOMH;

e COCTaBIIATh U OPOPMIIATH JOKYMEHTHI B cOOTBeTCTBUM ¢ TpeboBanusmu ['OCT;

e IPUHUMAaTh U PETUCTPUPOBATH KOPPECHOHICHILMIO, HANPABIATh €€ B CTPYKTypHBIE
NOIpa3/IeIICHNUS;

e IIepeIaBaTh JOKYMEHTHI B COOTBETCTBUU C PE30JIIOLUEH PYKOBOIUTEIIS NPEAPUATHS Ha
UCTIOJIHEHUE, OPOPMIISITh pETUCTPALIMOHHbBIE (POPMBI,

* BECTU KapTOTEKYy y4eTa MPOXOXKIAECHUS TOKYMEHTAIbHBIX MaTEepUaJIOB;

e BECTH yYeT IOJIy9aeMOH W OTIPABISEMON KOPPECHOHICHIINU, CHCTEMAaTH3HPOBATh U
XpaHUTb JOKYMEHTHI TEKYILIETO apXHBa;

e BecTH palbOTy MO CO3JIaHUIO CIPABOYHOrO ammapara 1Mo JOKYMEHTaM, 00eCHeuuThb
yAOOHBIN M OBICTPBIN WX TMOUCK;

e MIOITOTABJIMBATh W CIaBaTh B apXHB MPEINPUATHS JOKYMEHTaJbHBIC MaTepHalbl,
3aKOHYEHHBIE JICJIOMPOU3BOICTBOM, PErHCTPALMOHHYIO KapTOTEKy HJIM KOMITBIOTEPHBIE OaHKH
JTaHHBIX;

e COCTaBIATh ONHUCH JIed, TepeJaBacMbIX Ha XpaHEHHE B apxuB, o0OecrneuyuBaTh
COXPaHHOCTh NMPOXOAIEH cayXkeOHOH JOKyMEHTAalUH;

e YMETh B IIPAaKTUKE 00pa30BaHUs MPUMEHSATH METO]T TIPOCKTOB.

Honsxcnocmuvle o6azannocmu 26353 «Cekpemapo-mamuHucmKay .

BeimonHser TexHudyeckue (QYHKIMU 1O OO0ECNeYeHHI0 M OOCIy)XKMBaHUIO paboOThI
PYKOBOJIUTENS MPEANIPUATUS UIIH ero noapasnenenuil. [loaydaer HeoOXoAUMbIE PyKOBOAUTEIIO
CBEJICHUS OT MOApa3ACIICHHI WM UCTIOIHUTENEH, BEI3BIBAET 110 €T0 MOPYYSHHIO paOOTHUKOB.

Opranmsyer Tene(oOHHBIE TEPETOBOPHI PYKOBOAMTENS, NPUHUMAECT U TepelacT

TCHC(bOHOTpaMMBI, 3aIMUCBIBACT B €TI0 OTCYTCTBUC IIPUHATHIC COO6I_I_ICHI/I$I n A0BOJUT JO CBCACHUA



pykoBouTels ux coaepxanue. OcymecTBiseT paboTy Mo NOATOTOBKE 3ace/laHU U COBELIaHUH,
MPOBOJAMMBIX pPyKOBOAUTENEM (cOOp HEOOXOAMMBIX MaTepUaloB, OMOBEIICHHUE YYAaCTHUKOB O
BpPEMEHH, MECTE, IOBECTKE JIHS 3aCEe/IaHUs WM COBEIIAHUS, UX PETUCTpALUsl ), BeleT U 0(hopMIIsieT
npoTokoibl. ObecneunBaeT pabouee MECTO PYKOBOJAUTENS KaHIEISIPCKUMU TPUHAIIICKHOCTIMH,
CPEICTBAMU OPraHU3ALMOHHOM TEXHHMKH, CO3/IaeT YCIIOBHs, CHOCOOCTBYIOLIHE 3(PPEKTHBHOM
pabote pykoBoautens. llepemaeT W mpuHHMaeT WMHGPOPMALKIO MO NPUEMHO-TIEPETOBOPHBIM
ycTporcTBaMm (Tenekc, (hakc, renedaxc u np.). [leyataeT mo ykazaHUIO PyKOBOJMTENS Pa3IuIHBIC
MaTepuanbsl. Bener aenonpous3BOACTBO, NMPUHUMAET MOCTYMAIOIIYI0 HAa UMS PYKOBOJUTENS
KOPPECTIOH/ICHIINIO, OCYIIECTBISIET €€ CHCTEeMAaTHU3allMi0 B COOTBETCTBHM C TPUHATHIM Ha
OPENPUATHH TTOPSIKOM U MEpEacT Mocie €€ PACCMOTPEHUSI PYKOBOJIUTENEM B MOJPA3IEICHUSL
WJIM KOHKPETHBIM UCIIOTHUTEISAM JJIsl UCIIOJIb30BAHUS B Mpoliecce UX paboThl IMOO MOATOTOBKU
orBera. CieauT 3a CpPOKaMU BBINOJIHEHUS MOPYYEHUN PYKOBOJIUTENS, B3STHIX HAa KOHTPOIIb.
[IpuHuMaeT AOKyMEHTHI Ha MOANUCH PYKOBOAUTENtO. OpraHu3yeT INpHEM IOCETHTENCH,
COJCHCTBYET OMEPaTUBHOCTU PACCMOTPEHUS MPOChO M MpeiokeHuil paboTHukoB. Dopmupyer
Jiea B COOTBETCTBHM C YTBEP>KIACHHONW HOMEHKJIATYpOH, 00ecrneYnBaeT UX COXPAaHHOCTh U B
YCTaHOBJICHHbIE CPOKH cIaeT B apxuB. lloaroraBiuBaeT ITOKyMEHTHI AJISi TUPAKUPOBAHUS Ha

MHOXXHUTEIHHOMN TEXHUKEC, a TAKKC KOMUPYCT NOKYMCHTEI Ha IIEPCOHAIBHOM KCEPOKCE.



HopMmaTtuBHBIN cpok 0CBOEHMSI TporpamMmsl 2 roja, B oobeme 240 u.

26353 «Cexperapb-MalINHUCTKA)

2. VUEBHBIN ILTIAH

NporpamMmmbl Npo¢ecCHOHAIBLHOMN MOAT0TOBKH

Koan4yecTBo 4acoB

1 rox 2 roa
o0yueHusi | oOy4yeHust

1 rox o0yuenust

2 rog o0yyeHust

Pacnpeneﬂeﬂne yacoB
o 1moJIyroausim,

dopma KOHTPOJISA
(Mo moJryroausim)

HaumenoBanue (aya,/cam.)
pasziesia . e .
(THCHMIIHHBI) § E qE = E -
2| Bg |28 |EgE| 1| 2| 1|2 1 2 1 2
58 | EE |2EE| 52k
g = & = S| &= S
gz | 22 |FE§|ERE
C E < 5 O = &
TexHuKa MaIIMHOIIUCH 50 50 - 10 20/0 | 10/0 | 9/0 | 11/0 34 34 - 34, 34
Opranu3zanmoHHas
TEXHHKA U
HHGOPMAIIMOHHBIE 46 40 6 10 10/0 | 10/0 | 10/0 | 10/6 34 34 34 34
TEXHOJIOTHH B
JI€IIOTIPOM3BOJICTBE
JIoKyMeHTHI,
KOPPECIOHICHITUS U 60 58 2 30 8/0 | 26/0 | 11/0 | 13/2 34 34 - 34, 34
JIEIIOTIPOM3BOJICTBO
JlenoBast KynbTypa 20 18 2 10 10/0 | 8/2 - - 34 34 - -




KoanyecTBo 4acoB

1 rox 2 roa
o0yueHusi | o0Oy4yeHust

1 roa o0y4enus 2 roa o0yyeHust

Pacnpenesienne yacos
MO MOJIYyTOAUsIM,

dopma KOHTPOJISA
(Mo moJryroausim)

HanmenoBanme (ayn,/cam.)
pa3aeiia e Ié :
= = 3
(I CHMITHHBI) 3 E E E ) =
2| 25 | 2§ [ExE| 1| 2| 1|2 1 2 1 2
g 2 SE |gEg| E€E ¢z
= = == |28 | &E 8
° 2 >, = SSS|=m8E&
cEf | 8 |OE& alla
Hmozo 3auemnuvix 14 ) ) ) . . - - 4 4 1 5
Yacoe
Hmozo no 176 166 10 - 48/0 | 54/2 | 30/0 | 34/8 - - - -
OUCUUNTIUHAM
Ilpouseéoocmeennan 60 ) ) 60 ; 60 } . . 0 - -
npaKmuKa
Hmozoeasn 4 ) ) _ . . - 4 - - - 9
ammecmayus
Bcezo 240 - - - - - - = - - -
[Ipumeuanwus:

34 — 3auet AU PepeHInPOBAHHBIH,

9 — KB (PUKAIIMOHHBIN SK3aMEH,

O — orMeTKa 110 IPOU3BOJICTBEHHOM MTPAKTHKE.
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3. PABOYME TPOI'PAMMBI TIUCHUIIJIMH

3.1. YueOHO-TEeMATHYECKUHA IIJIAH
JUCHMILIMHBI: TexHnKa MalmHONCH

HanMeHoBaHue MoayJieid, pa3aeoB(IuCIUIIJIMH)
U TeM

Oo01mee KOJIM-
YeCTBO 4aCOB

KoaunuyecTBO Yacos

Teopus

IIpakTuka

Opzanu3ayus MawuHONUCHO20 mpyoa

2

2

Besonacuocts Tpyaa. [ToxapHas 6€301aCHOCTb.
AyTOTpEHUHT, TUMHACTHKa [ PYK, IJ1a3 U Jp.
Opranusaiyst pabouero Mecta npu MalInHOMUCHBIX
paborax.

1

1

1.2.

OO01mue npapuiia paboOThl HA MHIMYIIEH MalliHe U
KOMIIBIOTEPE. YXO0/ 32 MUIITYIIEH MalluHON 1
KOMITBIOTEPOM.

Teopu}l U mexHuKka nucoma Ha numymeﬁ Mmawiune u
Komnblomepe

2.1.

«Cremnoii» aecsITUIANIBIEBEIA METO/ ITIeUaTH Ha
KJIaBUaType ¢ pycckum mpudrom. OCHOBHON, BEpXHHUN U
HWOKHMH PSIIBI KITAaBUATYPBI.

2.2.

OcBoeHue NpYEeMOB TEXHUKHU MUChMa Ha KJIaBUaType C
pycckuM pu(TOM: OCHOBHOM Psiji KJIaBUATYPHI.

2.3.

OcBoeHue NPpUEeMOB TEXHUKY MUChMa Ha KJIaBUAType C
pycckuM mpuTOM: BEPXHUH Pl KIaBUATYPHI.

24.

2.5.

OcBoeHue NPUEMOB TEXHUKHU NMChbMa Ha KJIaBUAType €
pyccKkuM mpuTOM: HIKHUH Psil KIIaBUATYPBI.

«Cnenoi» gecaTuIaiblEeBbIi METO/ IIEYaTH HA
KJIaBHATYpPE C JTATUHCKUM mpUPTOoM. OCHOBHOM, BEpXHHH
Y HIOKHUM psabl KinaBuarypsl. KiepHoe nucsMo.

2.6.

OcBoeHne MPUEMOB TEXHUKH MTUChMa Ha KJIaBUAType C
JIATHHCKUM TIPU(GTOM: OCHOBHOU Psi/i KIIABUATYPBI.
Knepnoe nucbmo.

2.7.

OcBoenne IpUEMOB TCXHHUKHU ITMCbMa Ha KJIaBHaType C
JATHHCKUM IIPUPTOM: BEPXHUH Ps KIaBHATYPHI.
Krnepnoe nucemo.

2.8.

OcBoeHHE MPUEMOB TEXHHUKH MTUChMa Ha KIJIaBUATYpE C
JATUHCKUM MIPU(TOM: HIDKHUHA PSJ] KIABUATY PHI.
Knepnoe nucbmo.

Ogopmnenue mawunonucunolx padom

19

10

3.1.

IpaBuia oopMIICHHUs 3HAKOB MPEMUHAHUS, MPSIMasi PEYb,
[IUTaTHI, UCIIOJIb30BaHUE cOKpareHuii. CriocoOs!
HCIIPaBJICHHSI OIITHOOK.

3.2.

[IpaBuna oopmiieHHS MaTEMAaTUIECKIX CHMBOJIOB U
(hopmyi, reorpaduueckux 0003HAUCHUH, YUCITUTEIBHBIX
Y CITO’KHBIX TpHIaraTelbHbIX.

3.3.

OdopmieHne TEKCTOB C MATEMAaTHICCKHMU CUMBOJIAMU U
(hopmynamu, reorpadrdeckuMu 0003HAYCHUSIMH,
YUCIUTENBFHBIMH U CIIOKHBIMH TPUIIaraTeIbHbIMU.
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HaunMeHoBaHue MoayJieid, pa3aeoB(IMCIMIIJIMH)

O0mree KoJIH-

KoanyecTBo 4acoB

Ne
U TeM 4eCTBO 4aCOB | Teopus |MpakTnka

3.4. | 3arosioBku 1 noa3aroiaoBKu. CriocoObI BBIIEIEHUS B 1 1 -
TEKCTe.

3.5. | CHOCKH, mpuMeUaHusl. 1 1 -

3.6. |IleyaTanue Tekcra ¢ konusiMu. IleuaTanue Tekcra ¢ AByX 1 - 1
cTopoH nucta. Hymepanus crpanun. Ileuatanue tekcra Ha
TUHOBaHHOU Oymare. TUTYIBHBIN TUCT, OHOIHOTpadus.

3.7. | OopmieHre TEKCTOB € ABYX CTOPOH JIMCTA C 1 - 1
HyMepaliel CTpaHul], 3aroJIOBKaMH, BBIJICIICHHEM,
MIpUMEYaHHEeM U CHOCKaMH.

3.8. | [Tucemo TekcTa ¢ HUPPOBLIM U (GOPMYJIBHBIM 1 - 1
MaTepHaIoM.

3.9. | PyOpuku, criucku. TaOysmms. 1 1 -

3.10 | IIpaBwa opOpMITCHHUS CXEM. 1 1 -

3.11 | Tabmuuel. [IpaBuira opopmIIeHHS B COCTABICHHS IPOCTHIX 1 1 -
TaOIIHIL.

3.12 | OdbopmiteHre MPOCTHIX TAOTUIT HA MMAITYIIIEH MaITHHE. 1 - 1

3.13 | OhopmieHre IPOCTHIX TAOJIHI] HA KOMIIBIOTEPE. 1 - 1

3.14 | lnarpaMMBbl. 1 1 -

3.15| Odopmienue MPOCThIX TAOHI C AUATPAMMOIA. 1 - 1

3.16 | Tabnuupl. [IpaBuia oopmiieHHs: U COCTABICHUS 1 1 -
CIIOKHBIX TaOJINII.

3.17 | OhopmieHHE CIIOKHBIX TaOJIHIl HA KOMITBIOTEPE. 1 - 1

3.18 | Ocbopmuenue TabaMIl C TEKCTOM, THATPAMMOM. 1 - 1

3.19 | ObopmireHne TaOIHIL ¢ TOAKICHKOM. 1 - 1

4. | Coseputencmeosanue cKOpoCcmu u MeXHUKU RUCbMA 17 - 17

4.1, | OtpaboTKa ABUTaTEIbHBIX HABBIKOB IPH OCBOCHUHU 1 - 1
KJIABUATYPBI. 3aMepbl CKOPOCTH.

4.2, | Otpa0boTKa ABUTaTEIbHBIX HABBIKOB IPH OCBOCHUHU 1 - 1
KJIAaBUATYPBI. 3aMepbl CKOPOCTH.

4.3. | OtpaOoTKa ABUTraTEIbHBIX HABBIKOB IPH OCBOCHUHU 1 - 1
KJIABHATYPBI. 3aMepbl CKOPOCTH.

4.4. | OtpaboTKa IBUTATENbHBIX HABHIKOB MIPH OCBOSHHH 1 - 1
KJIaBUATYPBI. 3aMepbl CKOPOCTH.

4.5. | Otpa0boTKa ABUTaTEbHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1
KJIaBUATYpPBI. 3aMepbl CKOPOCTH.

4.6. | OTpaboTKa ABUTATEIHLHBIX HABBIKOB IIPH OCBOCHUH 1 - 1
KJIaBUATYpPBI. 3aMepbl CKOPOCTH.

4.7. | OTpaboTKa ABUTATEIHLHBIX HABBIKOB IIPH OCBOCHUH 1 - 1
KJIaBUATYpPBI. 3aMepbl CKOPOCTH.

4.8. | OTpaboTKa ABUTATEIHLHBIX HABBIKOB IIPH OCBOCHUH 1 - 1
KJIaBUATYpPBl. 3aMepbl CKOPOCTH.

4.9. | OTpaboTKa ABUTATEITHLHBIX HABBIKOB IIPH OCBOCHUH 1 - 1

KJIaBUATYpPBl. 3aMepbl CKOPOCTH.
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HaunMeHoBaHue MoayJieid, pa3aeoB(IMCIMIIJIMH)

O0mree KoJIH-

KoanyecTBo 4acoB

Ne
U TeM 4eCTBO 4aCOB | Teopus |MpakTnka
4.10 | OtpaboTka IBUTATEIHHBIX HABBIKOB ITPH OCBOCHUH 1 - 1
KJIAaBUATYPBI. 3aMepbl CKOPOCTH.
4.11 | OTpaboTKa IBUTATEIHLHBIX HABBIKOB IIPH OCBOCHUH 1 - 1
KJIAaBUATYpPBl. 3aMepbl CKOPOCTH.
4.12 | OtpaboTKa IBUTATEIHHBIX HABBIKOB ITPH OCBOCHUH 1 - 1
KJIAaBUATYPBI. 3aMepbl CKOPOCTH.
4.13 | OTpaboTKa ABUraTe/IbHBIX HABBIKOB P OCBOCHUHU 1 - 1
KJIaBHATYpBI. 3aMepbl cKopocTH. [ledaTs Mo AUKTOBKY.
4.14 | OtpaboTka ABUTATEIHHBIX HABBIKOB IPH OCBOCHUH 1 - 1
KJIaBHATYpPBI. 3aMepbl CKOpocTH. [ledaTs Mo AUKTOBKY.
4.15 | OtpaboTka ABUraTeNbHBIX HABBIKOB IPH OCBOCHUU 1 - 1
KJIaBHATypbl. 3aMepbl CKOpocTH. [ledaTs Mo AUKTOBKY.
4.16 | OTpaboTKa ABUraTe/IbHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1
KJIaBHATYpPBI. 3aMepbl CKOpocTH. [ledaTs Mo AUKTOBKY.
4.17 | OtpaboTka ABUraTeNbHBIX HABBIKOB P OCBOCHUU 1 - 1
KJIaBHATypbl. 3aMepbl CKOpocTu. IledaTs Mo AUKTOBKY.
5. |3auem no oucyunnune « Texnuxa mawunonucu, 4 2 2
HTOro aynnTOpHBIX YaCOB MO TUCHHUIIJIMHE 50 15 35
Bcero nmo gucuuIinHe 50
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Y4yeOHO-TeMAaTHYeCKHI IIaH
AUCIMIUTMHBL: OpPraHu3alMoOHHAs TEXHUKA U HH(pOPMAIIMOHHbIE
TEXHOJIOTHH B JIEJIONPOU3BOICTBE

HaunmeHnoBanue MoayJiel, pa3nesoB(IUCHHUIIINH)

OO01ee K0JIH-

KoaunuyecTBO Yyacos

Ne
U TeM YeCTBO YACOB | Teopust |IIpaxTuka
1. |Opzanusauyuonnas mexuuxa 6 6 -
1.1. |BBexneHue: cpeicTBa OPrTEXHUKH, ONpEIeNICHHE, 1 1 -
Ha3Ha4YCHHUE, KIIacCU(pUKAIINS.
1.2. |Tlomemenue aist yIpaBaeHUECKUX CIYKO U ero 1 1 -
OCHAIl[eHHE
1.2. |CpencrtBa i COCTaBJICHUS OPUTHHAIOB TEKCTOBBIX 1 1 -
JOKYMEHTOB.
1.3. |CpencrBa KOIUPOBAHUS U OTIEPATUBHOTO 1 1 -
pa3sMHOKeHUs JOKyMeHTOB. CpeacTBa TUPaKUPOBAHUS
JOKYMEHTOB.
1.4. |CpencrtBa anst 06paboTku 1oKyMeHTOB. Cpencraa 1 1 -
cBsi3u. JlukTopOHHAs TeXHUKA. BeraucianTensHbe
CpeAcTBa.
1.5. |KoHTponsHas paboTta mo teme « OpraHu3anroHHAs 1 1 -
TEXHUKa»
2. |Hugpopmayuonnsie mexnonozuu @
30 11 19
oenonpou3zeoocmee
2.1. |Beenenue. [IpukiagHoe nporpaMMHOe obecrieueHme 1 1 -
111 paboTHI cekperaps. TeKkcTOBbIN mpoeccop
WORD: ¢yHKIMOHATIBHBIE BO3MOKHOCTH.
2.2. | Tekcrossrii mporieccop WORD: mopsiiox v mpreMsl 1 1 -
BBITIOJTHEHUS ONIEpPaALIUid.
2.3. |Bpimonnenue pabot no 06paboTKe JOKyMEHTALUH B 1 - 1
TeKcToBOM mporueccope. OdopmiieHne ykazareneH,
HaJIIIUCEN.
2.4. |BpimonHenue pabot o 00paboTKe JOKyMEHTALUH B 1 - 1
TeKCTOBOM npoueccope. OdopmiieHne 3arooBka
CTeH/Ia.
2.5. |BeimonHenue padboT mo 006paboTKe JOKYMEHTAIIUH B 1 - 1
TeKCTOBOM mpoueccope. OdopmneHue
HH()OPMALMOHHBIX JIMCTOB VI CTEHAA.
2.6. |Bpimosnnenue pabot o 06paboTKe JOKyMEHTALUH B 1 - 1
TEKCTOBOM TTporieccope. CtuieBoe popMaTHpOBAHHE.
2.7. |Bpimonnenue pabot o 06paboTKe JOKyMEHTALUH B 1 - 1
TEKCTOBOM TIporieccope. CtuiieBoe popMaTHpOBAHHE.
2.8. |Word: nprMeHeHue Ia0IOHOB TPH CO3IaHUH 1 1 -
JIOKYMEHTOB.
2.9. |Word: npumeHeHne MacTepa madIoHOB IIPH CO31aHUU 1 1 -
JIOKYMEHTOB
2.10. |Word: co3manne cOOCTBEHHBIX IIA0JI0OHOB 1 1 -
2.11. | [lpumeHeHMe MWabIOHOB MIPH CO3JJaHUH IOKYMEHTOB 1 - 1
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HaumeHoBaHHe MOy Iei, pa31e/I0B (11 CUUILINH)

Oo611€ee Koam-

KoanyecTBo 4acoB

Ne
H TeM YeCTBO YACOB | Teopus | MpakTnKa
2.12. |IlpumeHeHne 1a0IOHOB TIPH CO3AaHUHU TOKYMEHTOB 1 - 1
2.13. | KonrponbHas padora 1o teme «LLabmoHbD» 1 - 1
2.14. | OnextponHas Tabnuna Excel: pyHKIIMOHATBHBIE 1 1 -
BO3MOYKHOCTH.
2.15. | BemonnaeHnue paboT B 3JIEKTPOHHON TabiuIie: 1 - 1
o(opMIICHHE TEKCTA, TAOJIUII, TUArPaAMM.
2.16. | DnextponHas Tabnuua Excel: mopsmok u nmpueMsl 1 1 -
BBITIOJTHEHUS OTIepanui.
2.17. | BeimosiHeHue paboT B 3JIEKTPOHHOM TaOIHIIE: 1 - 1
odopmIiIeHHe TeKCTa, TAOJHII, AUArpaMM, CliapKIaiHOB;
NPOCThIC BBIYHCIICHHS.
2.18. | KonrponbpHas pabota 1o Teme «NeKTpOoHHas Tabiauua 1 - 1
Excel»
2.19. | Ilpe3enranuonnas nporpamma PowerPoint: 1 1 -
(yHKIMOHAIBLHBIE BO3MOYKHOCTH.
2.20. |IIpe3enranuonnas nporpamMmma PowerPoint: [lopsiaok u 1 1 -
NPUEMBI BBITIOIHEHHS OTICPAIIHH.
2.21. |Co3pmaHue npe3eHTanu. 1 - 1
2.22. |Co3naHue npe3eHTanu. 1 - 1
2.23. | Co3naHue mpe3eHTaIrH. 1 - 1
2.24. | KonrponbHas pabora 1o teme «IIpe3eHTanmonHast 1 - 1
nporpamma PowerPoint»
2.25. | KommelotepHble cetu. IHTEpHET. 1 1 -
2.26. | Cucrema repeaadu JISKTPOHHBIX COOOITICHHM. 1 - 1
OneKTpoHHas MoYTa.
2.27. | ApxuBatopsl. AHTUBHUPYCHBIE IPOTPAMMBI. 1 1 -
2.28. | CoBMecTHOE cO3/1aHKE U PEaKTUPOBAHUE JOKYMEHTOB 1 - 1
2.29. | CoBMeCTHOE CO3/IaHUE U PEIAKTHPOBAHUE TOKYMEHTOB 1 - 1
2.30. |CoBMecTHOE CO3/IaHUE U PEIAKTUPOBAHUE JOKYMEHTOB 1 - 1
3. |3auem no oucuyunaune «Opzanu3zayuoHHAsA MEXHUKA 4 2 2
U UHhOpMaAYUOHHbIE MEXHOI02UU 8
0eJ10npouU3600Ccmee»
HTOro aynunTOpHBIX YaCOB MO AUCHHUIIJIMHE 40 19 21
Jlaist caMoCTOSITEILHOTO U3yUeHus (B TOM YuCIe 6 3 3
NMPaKTHKYMA)
Bcero no aucuunimnHe 46
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Y4yeOHO-TeMAaTHYeCKHI IIaH
AUCHMILTHHBI: JIOKYMeHTBI, KOpPeCTIOHIEHITHSI U JIeJIONPOU3BOICTBO

N HaumeHnoBaHHe MoyJIeid, pasnenoB(uucuuniann) | O6mee kouu- | KoamyecTso yacos
U TeM 4eCTBO YaCOB | Teopus |IpakTuka
1. |doxymenmul, koppecnonoenyus u 0cHo6bl 16 33 13
0e10npou3800cmea
1.1. |OcHoOBHBIE CBEJIEHUS U3 UCTOPUH JICIONPOU3BOICTBA U 1 1 -
CeKpeTapcKou cimyx0n1. Opranm3arus HHPOPMAITMOHHO-
JOKYMEHTAJILHOTO OOCITYKHBaHHSL.
1.2. | loxyMeHTaMOHHOE 00ecTIeYeHNE MPEIIPHUITHS. 1 1 -
TpeboBanus k nokyMmeHTam. CocTaBjIeHHE TEKCTOB
CITy’)KE€OHBIX TOKYMEHTOB.
1.3. | JoxyMeHTannoHHOE 0OecTiedeHrne PeAIPUsITHSI. 1 1 -
TpeboBaHus K JOKYMEHTaM.
1.4. | TpeboBanus Kk OIaHKaM | MpaBUIIa 0POPMIICHHS 1 1 -
YIPaBJIEHYECKUX JTOKYMEHTOB.
1.5. |OcHOBHBIE TOKYMEHTHI YIIPABJICHHUS; COCTaBJICHHE, 1 1 -
odopmienue u paboTa ¢ JOKYMEHTaMHU.
1.6. |OcHOBHBIC IOKYMEHTHI yIIPABJICHHUS; COCTABJICHHUE, 1 1 -
odopmieHue U padboTa ¢ JOKYMEHTaMH.
1.7. |OcHOBHBIC JOKYMEHTHI YIIPaBIICHUS; COCTABIICHUE, 1 1 -
ogopmienue u paboTa ¢ JOKYMEHTaMHU.
1.8. | OcHOBHBIE JIOKYMEHTHI YIIPABJICHHS;, COCTAaBIICHHE, 1 1 -
odopmienue u paboTa ¢ JOKYMEHTaMHU.
19 OcHOBHBIE JOKYMEHTHI YIIPABJICHNUS; COCTABIICHHE, 1 1 -
" |odhopmnenne u paboTa ¢ JOKYMEHTaMHU.
1.10 OCHOBHBIEC TOKYMEHTHI YIIPABJICHHUS, COCTaBJICHHE, 1 1 -
7" |odopmienue u paboTa ¢ JOKYMEHTaMHU.
111 OCHOBHBIE JOKYMEHTHI YIIPABJICHHUS; COCTaBJICHHUE, 1 - 1
7" |odopmienue u paboTa ¢ JOKYMEHTaMHU.
1.12. | OcHOBHBIC TOKYMEHTHI YIIPABJICHHS; COCTAaBIICHHE, 1 - 1
odopmienue u paboTa ¢ JOKYMEHTaMHU.
1.13. | OcHOBHBIC TOKYMEHTHI YIIPABJICHHS; COCTABIICHHE, 1 - 1
o opmIteHHE B padoTa ¢ JOKYMECHTaMH.
1.14. | OcHOBHBIC JOKYMEHTHI YIPABJICHHS; COCTaBIICHHE, 1 - 1
odopmiteHHe B padboTa ¢ JOKYMEHTaMHU.
1.15. | OcHOBHbIE TOKYMEHTHI YIIPABJICHHUS; COCTaBJICHHUE, 1 - 1
o opmIteHrE B padboTa ¢ JOKYMECHTAMH.
1.16. | OcHOBHBIE JOKYMEHTHI YIIPaBJICHUS; COCTaBICHHE, 1 - 1
o opmIteHrE B padoTa ¢ JOKYMECHTAMH.
1.17. | JokyMeHTBI IO JITYHOMY COCTaBY (Kazpam, IepcoHaty); 1 1 -
cocTaBlieHHE, 0(OpMIICHHE B Pad0Ta C IOKYMEHTaMH.
1.18. | JIoKkyMeHTBI IO JINYHOMY COCTaBY (KaIpam, IEpCOHAIY); 1 1 -
cocraBieHre, ohopmieHrne U paboTa ¢ JOKyMEHTaMU.
1.19. | IokyMeHTBI IO JINYHOMY COCTaBY (KaZpam, IEpCOHAIY); 1 - 1
cocTaplieHHE, 0(OpMIICHHE U PadOTa ¢ TOKYMEHTaMHU.
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HanmeHnoBaHue MoayJiel, pa3aesoB(IUCIAIIINH)

O01mee KOJIM-

KoanuyecTBo 4acoB

Ne
U TeM 4eCTBO YaCOB | Teopus |IpakTuka

1.20. | IokyMeHTBI IO JINYHOMY COCTaBY (KaJIpam, IepCOHAIY); 1 - 1
cocTaBlieHHe, 0(OpMIICHHE B padoTa ¢ JTOKYMEHTaMHU.

1.21. | JIoOKyMEHTBI JIMYHOTO XapakTepa; COCTaBIICHHUE, 1 1 -
odopmIiieHre 1 paboTa C TOKyMEHTaMH.

1.22. | JIoKyMeHTBI JIMYHOTO XapakTepa; COCTaBIICHHUE, 1 1 -
o opmIteHHE B padoTa ¢ JOKYMCHTAMH.

1.23. | JIoKyMEHTBI IMYHOTO XapakTepa; COCTaBIICHHUE, 1 1 -
o opmIteHHE B padoTa ¢ JOKYMECHTAMH.

1.24. | JIoKkyMeHTBI IMYHOTO XapaKTepa; COCTaBICHHUE, 1 1 -
o opmiteHue B padboTa ¢ JOKYMEHTaAMH.

1.25. | JIoKyMEHTBI IMYHOTO XapakTepa; COCTaBICHHUE, 1 1 -
o opmiteHue B padboTa ¢ JOKYMEHTAMH.

1.26. | JJoKyMEHTBI IMYHOTO XapakTepa; COCTaBJICHHUE, 1 - 1
o opmiteHue B paboTa ¢ JOKYMECHTAMH.

1.27. | JJoKyMEHTBI JIMYHOTO XapakTepa; COCTaBJICHHUE, 1 - 1
odopmiieHue U paboTa ¢ TOKyMEHTaMHU.

1.28. | JOKyMEHTHI JITYHOTO XapaKkTepa; COCTaBICHHE, 1 - 1
odopmiieHUe U paboTa C TOKyMEHTaMHU.

1.29. | JOKyMEHTHI JITYHOTO XapaKTepa; COCTaBICHHE, 1 - 1
odopmIieHHE U paboTa C TOKYMEHTaMH.

1.30. | JOKyMEHTBI JITYHOTO XapaKTepa; COCTaBICHHE, 1 - 1
odopmiieHUE U paboTa C IOKyMEHTaMHU.

1.31. | KonTponbHas pabora mo teMe «/[oKyMeHTHI JINTHOTO 1 1 -
XapaxkTepa»

1.32. | Opranuzanus paboThI ¢ IOKyMEHTaMH. 1 1 -

1.33. | Opranusanust paboTsI C TOKyMEHTaMH. 1 1 -

1.34. | Opranusauus paboThI ¢ JOKyMEHTaMHU. 1 1 -

1.35. | Opranuzanus paboThI ¢ JOKyMEHTaMHU. 1 1 -

1.36. | Opranusarust paboThI C JOKYMEHTaMH. 1 1 -

1.37. | Opranuzanus paboThl ¢ JOKyMEHTaMH. 1 1 -

1.38. | Opranusanus 1 JOKYMEHTHpPOBaHHE PaOOTHI ¢ 1 1
oOpaleHUusIMH TpaKIaH

1.39. | Homenxknarypa gen 1 1 -

1.40. | ®opmuposanue nen 1 1 }

1.41. | Xpaunenue nen 1 1 -

1.42. | Pabora ¢ TOKyMEHTaMH, COJCPKAIUMU KOMMEPUECKYIO 1 1
TallHy NpeANpUsITHS

1.43. | OcHOBHBIC QYHKLIUH CEKpeTaps 0 00eCIeUeHHIO 1 1 -
0€37J0KyMEHTaIlMOHHOTO 00CITY)KUBaHUS JEATEILHOCTH
PYKOBOIUTEIS

1.44. | OcHOBHBIC PYHKITUH CEKPETaps MO0 00ECIICUCHUTO 1 1 -

0 C3J0KYMCHTALITUOHHOT'O 06CJ'Iy>KI/IB aHuA ACATCIbHOCTH
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HanmeHnoBaHue MoayJiel, pa3aesoB(IUCIAIIINH)

O01mee KOJIM-

KoanuyecTBo 4acoB

Ne
U TeM 4eCTBO YaCOB | Teopus |IpakTuka
PYKOBOUTEIS
1.45. | OcHOBHBIE HYHKIHH CEKPETAPS 110 0OECTICICHHUIO 1 1 -
0€310KYMEHTAIMOHHOTO O0CITY)KUBaHUS JIEATEIbHOCTH
PYKOBOIHUTEIS
1.46. | OcHOBHBIE (DYHKIIMHU CEKpeTaps Mo 00ecIeueHHIO 1 1 -
0e310KyMEHTAIIMOHHOTO O0CITyKUBaHUS JIEATEIbHOCTH
PYKOBOJIUTEIS
2 OcHo6bl pedaKmuposanus MeKcmos u pepepuposanue 5 4 1
" |ungpopmayuu
2.1. |OcHOBHEBIE TIOJIOKEHHNSI CTHIIMCTHKH, JTEKCHKH U 1 1 -
¢dpazeonorun. CrienuanbHas Jiekcuka, TepMUHOIOTHsL.
OdunmansHo-1e10BOM cTHIIb. OCHOBHBIE TIOJIOKECHUS
opdorpadun 1 MopdoIOTUH C IIEMEHTAMU
MPAKTHYECKON CTHIIMCTUKU. CHHTAKCHC C 3JIeMEHTaMHI
MPAKTHYECKOU CTHIIUCTHKH.
2.2. | TexHuka peIakTHPOBAHHUS TEKCTOB. 1 1 -
2.3. | TexHuka penakTUPOBAHUS TEKCTOB. 1 - 1
2.4. | Coop u pedepupoBanue HHPOPMALUH 1 1 -
2.5. |KonrpomsHas padorta mo teme « OCHOBBI -
PEIaKTUPOBAHUS TEKCTOB U pedepupoBaHUC
nHGOpMAaITHID)

3. | Ocnosvt meneorncmenma 3 3 -
3.1. | Bugsl npenmpusaTuii. 1 1 -
3.2. | YnpaBneHuecKas CTpyKTypa NpeATPHSTHSL. 1 1 -
3.3. |KonrposnbHas padora mo TeMe «OCHOBBI MEHEI)KMECHTa» 1 1 -

4. |3auem no oucuyunnune «/[loxymenmei, 4 3 1

KOppecnoHOeH YU u 0eJ10npoU3800CHE0»
HTOro ayiuTOpHbIX 4aCOB MO JUCIUNJIHHE 58 43 15
15l caMoCTOATEJILHOT0 U3ydeHusl (B TOM Ymcie 2 1 1
NMPaKTUKyMa)
Bcero no gucuunjune 60
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Y4yeOHO-TeMATHYECKUI IIAH
JUCIMILTHHBL: [{eioBasi KyJabTypa

2

HaumeHoBaHMe MoayJiel, pa3aeJoB(IuCUMIIINH)
U TeM

Oo611ee Koam-
YeCTBO YacoB

Koan4yecTBO 4acon

Teopust

IMpakTnka

OcreTryeckas M STUIECKast KyJIbTypHI.

IIcuxonorus oOmeHus.

Kynbrypa oOmmenus B cdepe AesiTenbHOCTH CeKpeTaps.

Nmumxk cexperaps.

KynbTypa peuu.

Kynsrypa Tenedonroro pasrosopa.

OTHUKET B 1€J0BOU MEPETHCKE.

BusutHrie KapTOYKH.

Ol |N|o|(ar|w(dF

TexHuKa BeieHUs Y DTUKET JIEJI0OBOU Oecebl.

-
©

JenoBoi mpoToOKONI.

-
=

[paBuna cepBupoBKH YaiiHOTO (KO(eHHOTO0) cTONa

|
N

HpaBI/ma IMMPUTOTOBJICHUA U TTOJAa4YU TOPpAYNX HAIIUTKOB U
3aKyCOK K HUM

RlRr|lkrlRrlRr]lRr|lRPr|Rr|Rr|DS]R,|-

Rlr|lrlRrlRr]lRr|lRr|Rr|Rr|D]R,|-

13.

I/IHTepLep pa60qer0 IIOMCIICHUA KaK o0nacThb JCJI0BOI'0
OTHUKETA.

14.

3auem no oucyunaune «/lenosas Kyiomypa»

HTroro AYAUTOPHBIX YaCOB IO JUCHUIIJIMHE

18

18

JJ1s1 caMoCTOSITEeILHOTO U3y4eHusl (B TOM YHCJIe
NPAKTUKYMA)

Bcero nmo pucuunianne

20
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3.2. Copepikanue pado4ux NPOrpaMm Mo JTUCHHUINIHHAM

3.2.1. Iucuuniunna: Texunka mammHonucu (50 4.)

Opzanu3ayus MawiuHONUCHO20 MPYoa

besomacHocts Tpyna. Iloxkapnas Oe3omacHocTh. OpraHuzanus pabodero mecra mpu
MaIIMHOMUCHBIX paboTax. AyTOTPEHUHT, THMHACTHKA JAJIS PYK, TJ1a3 U JIp.

O6mme mpaBwia pabOTHl HA MHINYIICH MAlIMHE W KOMIBIOTEpPE. YXOA 3a MHIIYIICH

MAIIMHOW W KOMITBIOTEPOM.

Teopua u mexnuka nucema Ha NUULYWell MawiuHe U KOMnovlomepe
"Cnenoil" necaTunanblLeBblii METOJ IME€YaTH Ha KIJIABHAType C PYCCKMM U JIATUHCKUM
mpudToM. OCHOBHOM, BEpXHUH M HIDKHUH DPsZibl KIaBHATYphl; OCBOCHUE MPUEMOB TEXHUKH

nucpma. KJ'ICpHOC IIMCBMO.

Odghopmnenue mawunonucnplx pabom

IIpaBuna odopmiieHUs 3HAKOB MpPENUHAHMA, NpsMas pedb, IMTAThl, HUCIOJIb30BaHHE
cokparnieHuii. CrmiocoObl UCTIPaBICHUS OIMIHNOOK.

[IpaBuia HanucaHuss MaTEeMaTHMYECKUX CHUMBOJIOB M (opMyls, reorpaduiyeckux
0003HaUEHHUH, YHUCIUTENBHBIX M CIOXKHBIX IPHJIAraTelbHbIX (apaObCKUX M PUMCKHX IHp,
KOJINYECTBEHHBIX U TMOPSAIKOBBIX UYHCIUTENBHBIX, CIOXKHBIX MPHJIAraTeiabHbIX, MHOIO3HAYHbIX
ymces, OykBeHHO-UM(POBBIX 0003HAUEHMH, 3HAKOB, YNOTpeOisieMblx ¢  Hudpamu,
apu(QMEeTUYECKUX 3HAKOB, MaTeMaTHUYECKUX U reorpaduueckux o003HAUYEHUH, XUMHUYECKUX U
MaTeMaTH4eCKUX GopMyI).

OdopmiieHre TEKCTOB C MaTEMAaTHUECKUMH CUMBOJIaMHU U (hopMyIaMH, TreorpauaecKuMu
0003HaYEHUSIMH, YUCITUTENIHBIMU U CII0KHBIMU IIPUJIaraTeIbHbIMH.

3aroyioBKH U 1o/13aroyioBKu. CriocoOb! BbIIEIEHUS B TEKCTE.

Ileuatanue tekcra ¢ xonusaMu. [ledataHue Tekcra ¢ AByX CTOpOH Jjucra. Hymepanus
ctpanui. IleuaTanue Tekcra Ha TMHOBaHHOM Oymare. TUTYJIBbHBIN IUCT, OMOIMOTpadus.

CHockH, IpUMeYaHusl.

OdopmiieHne TEKCTOB € JIByX CTOPOH JIACTa C HyMepaluei CTpaHull], 3aroj0OBKaMH,
BBIJIEJIEHUEM, IPUMEYAHUEM U CHOCKAMHU.

PyOpuxu, cicku. TaOynsmus.

ITucemo Tekcra ¢ nuppoBEIM U POPMYIIBHBIM MAaTEPUATIOM.

[IpaBuna opopmiIeHHS CXEM.

Tabmuupr. [IpaBuna opopmIiIeHHS U COCTABICHHS MTPOCTHIX TAOJIHII.



20

Odopmiienne mpocThIX TaOIMIl HA MUITYIIEH MalluHe.
Odopmiienne mpocThIX TaOIUIl HA KOMITBIOTEPE.

Juarpammel. OdopmiieHrE TPOCTHIX TAOJHUIL ¢ JUATPAMMOM.
Tabnuuel. [IpaBuna opopmiieHHs U COCTaBIEHUS CIOKHBIX TaOJIHIL.
OdopmiieHne CI0XKHBIX TaOIUL HA KOMIIBIOTEPE.

Odopmiienne TabauIl ¢ TEKCTOM, AHUArPAMMOH.

Odopmiierne TabIUIL ¢ TOIKICHKOM.

Cogepuiencmeoganue cKopocmu u mexHuKu nucoma
OtpaboTka JBUTATENBHBIX HABBIKOB INPU OCBOCHUH KIIABUATYpbl. 3aMepbl CKOPOCTH.

[TeyaTts moa IMKTOBKY.

3.2.2. Iucoumiuba: OpraHu3alioOHHAas TEXHUKA U HHPOPMALMOHHbIE
TeXHOJIOTHH B JeonpousBojactse (40 4.)

Tema. OpraHu3anMOHHAS TEXHUKA

Beeoenue

CpencTBa OprrexXHHUKH, ONpeieJIeHNe, Ha3HAaYeHUE, KilacCH(pUKaus.

Ilomewenue 0na ynpasnenueckux cayicd u e2o ocHaujenue

Tpe6OBaHI/I${ K MIOMCHICHUAM C YYC€TOM BHIOB ACATCIBHOCTH, CHeHI/I(bI/IKI/I BBITIOJTHACMBIX
pabor (OKa3pIBa€MBIX YCIYT) opraHu3anuu Tpyaa. CoBpeMEHHOE OCHAIICHHWE ITOMEIICHUN
YOpaBIEHYECKUX CIY’K0: KOMMIBIOTEpHOE obecrieueHue;, TenedoHHas, TEIEKCHAs CBS3b;

CHTHAJIbHOC O60py,I[OBaHI/Ie H 1p. Pabouee MecTo CCKpCTapA; €ro OCHAICHUC.

Cpeocmea 015 cocmagieHus OpuSUHAI068 MEKCMOBbIX 0OKYMEHM 08
[Mumymye MammHKHA:  KJIacCU(pUKAIUsS, BHUIBL, OSKCIUTyaTallUOHHBIE BO3MOKHOCTH.
VYcrpoiicto. [Ipumenenue.

[lepcoHanbHBIN KOMIBIOTEP: TEXHUYECKHUE YCTPOMCTBA, UX XapaKTEPUCTHKH.

Cpedcmea KORUpo6anus u onepamuerno2o pasmHOICeHUuA 00l<ymeumoe
Hpoueccm KOIMUPOBAHUA U PA3SMHOXCHUA TOKYMCHTOB. Bungsr O60py,HOBaHI/I$I; IMPUHIUIL

ﬂeﬁCTBHH, MMPUMCHCHHC.

Cpeocmea 0151 00pabomKku 00OKymeHmoes
CuMBarenu, TMankKd, pPETUCTPATOPbl, JABIPOKOJIBI, HYMEpPATOpbl, JATUPOBILUKH,

6YMaFOYHI/I‘lTO)KaIOH_II/Ie alIapaTtsel 1 Jp.; IPUHIOAIL HeﬁCTBHH, IMPUMCHCHHC.
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Cpeocmea ceasu

CpenctBa (akcumMuiabHOM cBsi3u. TenedakcuMuiibHass TEXHUKA. DJIEKTPOHHAs TOYTA.
TeneBu3nOHHBIE YCTPOMCTBA IS iepenaun uHdopmaiuu. AOOHEHTCKUI Tenerpad, TeneTanmsl.
Tenedonnsie annapatsl; UX Ki1accupukamms. Paguoreneonnas cBsi3b; BUIbBI paguoTenepoHHOR
CBs3U. ABTOMaTU3UpOBaHHbIe TenedoHHble cTaHU. CoToBas TenedoHHas CBsA3b. Y CTpPONCTBA
JUIs TIOBBIMICHUST (P GeKTUBHOCTH TesneonHor cBs3u. IlelmxunroBas cBs3b. [Ipumenenue

CPEICTB CBSA3H.

Huxmogonnan mexnuka

Knaccudukamus 1ukTopOHHON TEXHUKH, PUHIINAT JeHCTBH; TPUMEHEHHE.

Cpeocmea mupasicupoganus 00OKymMeHmos
CymHOCTh mpolecca TUPKUPOBaHUS JOKyMeHTOB. OOIme CcBeIeHUs O Crocodax

onepaTuBHO nonurpaduu. CpeacTsa it THPAKUPOBAHUS JOKYMEHTOB; IPUMEHEHHUE.

Buviuucnumenwvuwie cpeocmea
BreruncnuTenbHas TEXHMKA B OpPraHU3allMOHHO-YTPaBICHUYECKOUW cdepe esTeIbHOCTH,

BUJbI BBIYUCIINTCIIbHBIX CPCACTB; IPUMCHCHUC.

Tema. Un(popmanOHHbIE TEXHOJIOTHH B 1€JIONPOU3BOACTBE

Beeoenue
NudopmanoHHble TEXHOJIOTUU B CEKpETapcKoM Jene; ompeneiacHue, 3PGeKTUBHOCTD
HOBBIX METOJIOB pabOThl cekperaps. Ponab mMmepcoHaIbHOTO KOMITBIOTEPA B COBPEMEHHOU

UH()OPMAITMOHHON TeXHOJIOTHH. BBIOOp KOMIIBIOTEpA TSl CEKpETaps.

Ilpuknaonoe npozpammnoe obecneuenue 011 pabomul ceKkpemaps
HNuTterpupoBannple makeTbl ¢ OYHKIUAMHA MEPCOHATBLHON MH(GOPMAITMOHHONW CHCTEMBI.

TekcToBbIEe pelakTOpPbI 1S ceKpeTapeil; X 3pEeKTUBHOCTD.

Texcmoewiit npoyeccop WORD
OyHKIMOHAIBHBIE BO3MOXHOCTH mporeccopa. [lopsamoxk © mpHeMbl BBITOJIHEHUS
onepanuii. BrimogHeHue paboT 1o 00paboTKe JOKyMEHTAallMd B TEKCTOBOM IPOIECCOpE.

[Ta6nonsl. [lpumeHenne madI0OHOB MPU CO3JaHUN JOKYMEHTOB.

Inekmponnasa maoauya Excel
OyHKIIMOHAIBHBIE BO3MOXXHOCTH  AJIGKTPOHHOW  TaOmuipl.  [lopsgiok u  mpuemsl
BBIMIOJTHCHHS OTiepalinii. BeimomHeHne paboT B AJIEKTPOHHOW TabmuIe: oOpMIICHHE TEKCTa,

Ta6JII/II_[, Auarpamm, CHapKHafIHOB; IMPOCTHIC BBIYHUCIICHUS.
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Ilpezenmayuonnan npocpamma PowerPoint
DYyHKIMOHAIBHBIE BO3MOKHOCTH. [IopsA10k 1 mpueMsl BoINoHEHUS onepanuii. Co3ganue

IIPE3CHTALNMN.

Komnwvromepnuvie cemu. Humepnem
[Tepenaya nndopmanuu Mex1y Komnbsrorepamu. JIokansHbIe U ri00anbHbIe ceTH. Internet.
CucreMa rmeperadd 3JICKTPOHHBIX COOOIICHUH. DIIEKTPOHHASI MOYTAa: PETHCTPAIHs, OTIPaBKa

nyceM, puKperieHne Gainos, padoTta ¢ KaJeHIapeM U T.11.

Apxueamoput

ApxuBatopbl. ApXuBHpOBaHUE (PailsioB.

AnmueupycHnole npozpammot

PaboTa ¢ aHTMBUPYCHBIMHU MPOTPAMMaMH.

Coemecmmnoe cozoanue u pedaKkmupoganue 00OKyMeHmos
CoBMecTHOE CO3/aHME W peJaKkTupoBaHue IokKyMeHTOB B Google Docs: kaneHmaps,
TEKCTOBOTO JOKYMEHTa M Jp. BO3MOXXHOCTH MCIIONB30BaHUS TOKYMEHTOB JIs TUIAHUPOBAHUS U

IMPOBEACHUSA COBMECTHBIX CETCBBIX U OYHBIX MepOHpHHTHﬁ.

ﬂ/l}l CAMOCMOAME/IbHO20 U3YUEeHUA (8 mom yucie npaKmuKyma) 6u.

3.2.3. IucuunimnHa: JJoKyMeHTbI, KOPPeCIOHIeHIIU S
H J1eJI0NPOU3BOACTBO (58 4.)

Tema. /IOKyMeHTbI, KOPPECIIOHICHIMA U OCHOBBI 1eJIONPOM3BOICTBA

Ocnosnvle ceedenus u3z UCMopuu 0e10nPOU3800CHIEA U CEKPEMAPCKOl C1yHcobl

Opzanuzayus uHGoOpMayuoHHO-00KYMEHMATIbHOZ20 00CIYHCUBAHUA

[Iponiecc ympaBieHuss MPEANPUITHEM; ACIOMPOU3BOACTBO KaK 4YacTh YIPABICHUS.
JokymeHnT. Buabl nmoxkymeHToB. CxeMa opraHu3anud padOThl C JOKyMEHTaMU MPEANpPUSTHS.
®opma opraHuzaluu AeIoNpou3BoAcTBA. MHPOpMaIOHHO-TOKyMEHTaIbHOE 00CTYy>KUBAHUE;
CHEIUAIIUCTHI CIYXObl. JJokyMeHTallnOHHOE U 0€310KyMEHTHOE OOCIIyKMBaHHE PYKOBOIUTEIIS.

Opranmzanus Tpyia B OpraHU3alMOHHO-YIIPABICHUECKOH cepe; yCIoBus Tpyaa.



23

Jlokymenmayuonnoe ooecneuenue npeonpuamus. Tpebosanusn Kk 0oKymenmam
C(i)epbl HCIIOJIB30BAaHHUA OOKYMCHTOB, BHJEI, CBOMCTBA M Ha3zHaueHHUE JOKYMCHTOB.
IOpunnueckoe 3HaueHuWe JOKYMEHTOB. YHHU(HUKaLUUsS M CTaHAApTU3ALMSA JTOKYMEHTAlUU.

Opranu3anroHHO-pacopsauTeabHble TokyMeHTsl (OP/T).

Tpeoosanusn k 61anKam u npaguna 0hopmaeHus ynpasieHyecKux 00OKyMeHmoe
Bunel OnankoB; pexkBu3uThl; (Gopmysip. Enunbeie TpeOoBaHUS U npaBuiia 0hOpMIICHUS
JIOKYMEHTOB YIPABJICHUS, YCTAaHOBJEHHBIE TI'OCYAAPCTBEHHBIMM HOpPMATHUBHBIMU aKTaMHu -

CTaHOapTHI. OTMeTKH Ha AOKYMCHTC,; HX HA3HAYCHHUC, ITpaBUJIda UCITIOJIHCHUS.

Cocmaenenue mexkcmoe ciyiHceOnvix 00KyMeHmMo8
Bunsr ciayxeOHBIX OKyMeHTOB. CTWib, S3BIK CIIy’)K€OHBIX JOKyMeHTOB. OOrmime
TpeOOBaHUS K TEKCTaM JIOKYMEHTOB YIpaBJIEHUS: 00beM, TOH, (GOPMYIHPOBKH U aAp. Dopmbl

TCKCTOB TOKYMCHTOB. CriocoOBbl JAOKYMCHTHUPOBAHHA.

OcHoeHble 00KyMeHmbl ynpasienus, opopmienue u paboma ¢ 0OKymeHmamu
OCHOBHBIE TpYIIbl yOPaBICHYECKUX (WM  OPraHU3alMOHHO-PACIIOPSIIUTEIbHBIX)
JTOKYMEHTOB mpeanpusatuii, ¢upm. Tumnosas cxema odopmieHus AOKyMeHTOB. OcoOeHHOCTH

oopMIIeHHS TOKYMEHTOB.

Jokymenmut no auunomy cocmagy (kaopam, nepconany)
Bunbl 10KyMEHTOB, UX coOcCTaBieHHE U oOdopmieHHe; XpaHEHHEe;, COOI0JcHHUE

KOH(HICHIIMATBHOCTH.

JloKymenmul 1uuHO20 XapaKmepa
Bunel ¥ HasHaueHHWe JMYHBIX JOKYMEHTOB: 3asiBII€HHE, pe3loMe, aBToOuorpadus,

pacnucka, xapaktepuctuka u ap. CoctaBieHre TeKCTa U 0POPMIIEHHE JOKYMEHTOB.

Opzanuzayus pabomol ¢ 00KymeHmamu

Buasl pabot ¢ qOKyMEHTaMU: TIPHUEM U PETHCTPALUS; PACCMOTPEHUE DPYKOBOIHUTEICM;
o0ecrieueHre TOPSIKa MPOXOXKICHHUS JOKYMEHTOB B OpTaHM3AllMU; MCIIOJHEHHE JTOKYMEHTOB;
KOHTPOJIb UCTIOJHEHMsI; (OPMUPOBAHUE U ONIEPATHBHOE XPAHEHHE JIEJ; MOATOTOBKA U Tepeada
nen B apxuB. lloHsATHE O JOKYMEHTOOOOpPOTE O MOKYMEHTOMOTOKE. ['pyIIbl JOKYMEHTOB:
BXOSIIIUE W UCXOIsMe, BHYTpeHHHE. OpraHu3alMOHHbIE M HOPMATHBHO-METOJIMYCCKHE
JIOKYMEHTBI, X HCIOJIb30BaHUE B JCIONPOU3BOACTBE. MHPOpMaMOHHO-CcIIpaBOYHAss padoTa;

MOPAAOK BCACHHA U UCITOJIB30BAHUSA CIIPABOYHBIX KAPTOTCK.
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Opzanuzayus u 00OKymenmuposanue padomol ¢ 00pAWEHUAMU 2PAIHCOAH

®dopMbl  O0paIeHMid: TPEAIOKEHUS, 3asABICHUSA, HKalIoObl. PermaMeHTUpYFOIIHi
00111€0TpaciieBON TOKYMEHT, OMPEACIISIOMNNA MOPSIO0K padOThI C 3TUMHU IOKYMEHTaMH (TUIIOBOE
nosioxkeHue). OpraHu3aluOHHbIE MEPONPUSITHS: JTUUYHBIA IPUEM TPaKJaH; MPUEM MHUCbMEHHBIX

oOpallieHuii; JOKyMEeHTUpoBaHHue oOpaiieHnii. KoHTposb 3a HCIIOTHEHUEM.

Homenknamypa oen
Homenknatypa nen: uHIMBHAYyajdbHAs, CBOJIHAS, THUIIOBAs, MPUMEpHAas; UCIOIb30BaHUE.

HOpMaTI/IBHBIe AOKYMCHTBI U MCTOAUYCCKHUEC MATCPUAJIBI IJIA COCTABJICHUS.

Dopmuposanue oen
Haznauenune ¢opmupoBanuss nen. HopmatuBHble AoKyMeHTHL. ['pynmupoBka e,
cnenudurka GopMUPOBAHUS OTACIBHBIX KAaTETOpUH Jei. Buabl JOKyMeHTOB, (OpMUpPYEMBIX B

neno. CuctemaTuzanus T0KyMeHToB. OdopmiieHue ael.

Xpanenue oen

[IpaBuna xpaHeHus Jed B CTPYKTYPHBIX MOJpa3[eiCHUsX MNPEANpUITHSI. ApPXUB
npeanpuaTvs. ONTUMaIbHBIA CPOK HCIOJIB30BAHMS TOKYMEHTOB B Jenonpou3BoAacTBe. Cpoku
XpaHeHus aen. JIoOKyMeHThI JOJATOBPEMEHHOTO XpaHeHus. [lopsaok yHHUTOKEHUSI TOKYMEHTOB.

OdopmieHue e uIsl apXUBHOTO XPaHEHUS; IPUEM U Tiepeiada Jell B apXuB.

Paboma ¢ 0okymenmamu, cooeprcauiumu KOMMePUECKyl0 maiiny npeonpusamus
Kondunennuanenas nokymeHntupoBaHHas uHbopmanus. Llens u ycnoBust o0ecrieueHus

COXPAaHHOCTH KOH(pUACHITNATHHOCTH Ha MPEANPUATHH. OcobennocTn BEJICHUSA

JIEJIOTIPOU3BOJICTBA, OOECIEYUBAIOIIETO YYE€T W COXPAaHHOCTh JIOKYMEHTOB, COJIEpXKaIINX

KOMMCPYCCKYHO TaﬁHy. OTBETCTBEHHOCTS 3a AOKYMCHTHI.

OcHosHble hynKyuu cekpemaps no ooecneuenuro 6e300KyMeHmayuoHH020 00CaAYHCUBAHUA
oeamenbHOCmU PYKOGOOUmeIs

OcyiecTBiIeHHE [ENOBBIX KOHTAaKTOB; y4aCTHE B IIOArOTOBKE M IPOBEICHUM [JEIOBBIX
meponpusTuid. [lpuem nmocerureneir. OpopmieHrne KOMaHIUPOBOK. PAKTOPHI, CIIOCOOCTBYIOIINE

OIIEpPaTUBHOMY U Ka4eCTBEHHOMY BBIMIOJIHEHHUIO PadoT.
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Tema. OcCHOBBI peIaKTHPOBAHNSA TeKCTOB U pedepupoBanme unopmanu

OcHo6Hble NONIONHCEHUA CMUTUCMUKU, IEKCUKU U (hpa3eosiocuu

CoBpeMEHHBIN PYCCKUI JUTEpaTYpHBIA S3bIK, CTUIM sA3bIKa. lloHATHE O JeKcHKE U
¢dpazeonoruu. MHorozHadyHocTh cioBa. I[lapoHumbl. CHHOHUMBL. OMOHUMBL. AHTOHHMBI.
[Tneona3zmbl. TaBromoruu. CMBICIIOBOH W CTHJIIMCTHYECKHH OTOOp JIEKCHUYECKHX CPEJICTB.

®pazeosiorus AeJI0BON peyuH.

Cneuuaﬂbna}z JIeKCUKda. Tepmuuwlozu;l
Ilonstue o TECpPMHUHAX WU TCPMUHOJIOTHUM. TepMI/IHOHOFI/IH HCHOBOﬁ peuu; IPaBOIIMCAHUC

TEPMHHOB.

Odunyuanvno-oenosoit cmup
CrtuneBbie 0COOEHHOCTH JIE€NOBON MH(MOpMAIIMU: AOKIAIbI, pedepaTsl, COOOIIECHUS U Jp.
[TuceMeHHas pedb AeTOBOTO CTHIIS. TEKCT CITy>KeOHOTO TOKYMEHTA.

CripaBouHbBIE U3/1aHUS IO PYCCKOMY SI3bIKY U IPAKTHUYECKON CTUIIMCTHKE; IPUMEHEHHUE.

OcHogHole nonosxcenun opozpaghuu u mopghonozuu c InemeHmamu NPAKmMu4ecKoil
CMUIUCMUKU

Tpyasble Cilydan TPaBOIMMCAHUS CIIOB. YTIOTpeOJICHHE MPOMUCHBIX OYKB: B Ha3BaHMSIX
OPEINpUITHA,  YYpeKACHHWA, (GUPM; B HAUMEHOBAHHWSIX JOJDKHOCTEHW, 3BaHUU; B
CIIOHOCOKpAILIEHHBIX CI0Bax U ab0peBuaTypax; u np. [IpaBuna nepenoca cioB. YnorpeOiaeHue
dbopM HMeEH, CYIIECTBUTENbHBIX MpPHJIAraTesIbHbIX, YHCIUTEIbHBIX MECTOMMEHMU TIJIaroJios,
MPUYACTUN JIEENPUYACTU HapeuYril B COOTBETCTBUM C HOPMAaMH JIMTEPATYPHOrO S3bIKA H

CTHJINCTUYECKUMH 0coOeHHOCTAMHU. [IpaBuiia ynotpebieHus COr030B U NPEJIOTrOB.

Cunmakcuc c nemenmamu RPAKMuUYecKoll CIUIUCIUKU

['maBHBIC YJIEHBI TNPEIIOKCHUS: TOJJICKAIIECE, CKa3yeMOe;, CIIOCOOBI WX BBIPAKCHHS.
CornacoBaHHbIE M HECOTJIACOBAHHBIE OIpENEICHUs. BapuaHTBl corjlacoBaHHsI CKa3yeMoro ¢
MOJIJICKAIUM B TEKCTaX IOKYMEHTOB. YTpaBieHHE; BHIOOP (Gopmbl B OPHUIMATBEHO-IETOBOM
cTuiie. YTpaBieHHe MPU CUHOHUMHUYECKUX clioBaX. OIHOCOCTaBHOE MpEIOKEHHUE B JIETOBOU
peun. OTHOPOIHBIC WICHBI TPEUIOKEHUS B JEJIOBOW pedyr. BBOAHBIE C€lOBa M BCTaBHBIE
KOHCTPYKIIUHU B JIeJI0BOM peur CII0XHBIE CHHTAKCUYEeCKHEe KOHCTPYKIMHU. [IpsiMast 1 KOCBEHHAs
peub [uanor. IlpaBuna uHTOHammu u odopmieHus nurat. [lapamienbHble CHHTAKCHYECKHE

KOHCTPYKIUH.



Texnuka peoaxmupoeanus meKcmog
TexHuKa mpeBapUTENbHOTO YTEHHS TEKCTa; MpoBepKa (pakTHueckoro matepuana. Bus
IIPaBKM TEKCTA; IPAaBKa-BBIYMTKA, MPABKa-COKPAILEHUE, KOMIUIEKCHAsA. TeXHNKaA IPABKUA TEKCTA.

Koppekrypuble 3Haku. PegaktupoBanue pyKONMCHBIX MaTEPUATIOB U JOKYMEHTOB.

Coop u pepepuposanue ungpopmayuu

[lonck u cbop uHPOpMaLUU; MpPEIBAPUTENbHBIA aHadu3. JTambl padOThI; MOPSAOK
npoBeneHusi. OcHOBHBIE TpeOoBaHMA K MHGpOpMAIMM JJIsl pyKoBoguTens. Buasl u ¢Gpopmbl
npezctasiaeHus uapopmaru. Coop nHpopManuu B OBCeIHEBHON paboTe ¢ KOPPECTIOHICHIIUEH,
npu OOIIEHWH C TIOCETHTENsAMH, Mo TenedoHy W np. bubmmoreuka cekpeTaps; cocTaB
O6ubnuoTeyHOro MaTepuaia; ucrnoib3zoBanue. PedepupoBanue undopmarnuu. MupopmannonHo-
0030pHBII pedepar; mpuMepHasi cxema pedepara; TpedoBaHHS K cocTaBieHuio. O0mue npaBuia
U TOpSAOK paboThl ¢ MH(popMarMoHHBIMU u3gaHuAMU. CocTaBieHHe pedepaToB MO 3aJaHHON

TEMATHUKE C YUYCTOM Tpe6OBaHHI>'I K HHUM.

Tema. OCHOBBI MEHETXKMEHTA

Buowt npeonpuamuii

Oyukuu npeanpuiatuil. CTpyktypa npeanpusaTiil. BHyTpeHHUE U BHEIIHUE CBSI3H.

Ynpaenenueckas cmpyxkmypa npeonpuamusn
OyHKIMM ynpasiaeHUus npeanpustueM. [IpuHuun opraHu3anuu BHYTPEHHEH CTPYKTYpbI

ynpasieHus. Merons! ynpasienus. CTpyKTypa TpyAOBOIr0 KOJIEKTHBA.

na camocmoamenvnozco uzyuenus (6 mom uucie npakmuxkyma) 2 u.

3.2.4. JucunmuinHa: JlesqoBast kyabTypa (18 4.)

Acmemuueckan Kynomypa

Octetuka. O6IaCTH HCTETHUECKON JESITEIBHOCTH YeJIOBEKa. JCTETUYECKOe BOCIIUTAHMUE.
Ponp nckyccTBa B 3CTETHYECKOM BOCHMTAaHUM, B (HOPMUPOBAHMM OOIIEH KyJIbTYyphl YeJIOBEKa.
DCTETHYECKHUE YYBCTBA. DCTETHUECKAs CIIOCOOHOCTh. DCTETHUECKAs IOTPEOHOCTh. DCTETHUECCKUI
BKYC.

Mopans. HpaBcTBeHHOCTh. IloBeneHue uyenoBeka; NpaBuila M HOPMBI. 3aBUCUMOCTH
NOBEJICHUsT OT HPABCTBEHHBIX KayecTB JHMYHOCTH. HpaBcTBeHHble TpeOoBaHUSA K
npodeccHoHaIbHOMY MOBEICHUIO CEKPETaps: BEXIIMBOCTh, TAKTUYHOCTb, JOOPOKEIATEIHbHOCTh
u np. Otuker. Coeprl aeiictBus stukera. CiyKeOHBIH 3TUKET: MOBEJACHUYECKUH M PEueBOil.

CeTHKeT.
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Ilcuxonozus oowenusn

OcHOBHBIE CBEJICHHS 0 HayKe rncuxoyioruu. [lonstue o ncuxuke. [lcnxuueckue mpoueccesl,
cpoiictBa. Ilcmxmdeckue cocTosHHS dYeaoBeka. lIcmxomorus mumuHOocTH. IlcMXoIormdeckue
OCHOBBI 00mIeHUs. [IcMXonornyeckuii KOHTakT, J[ermoBoe OOIICHHE C IMCHXOJIOTHYECKON TOYKHU

3pCHUA. YPOBHI/I O6IJ.ICHI/I$I. KOMMYHI/IKaTI/IBHbIC YMCHUA U HABBIKH. KonTtakt B O6IJ.[CHI/II/I.

Kynomypa obwenusn o cghepe deamenvnocmu cekpemaps

Kommynukanust; s¢dextuBHOCTh  aedicTBus. CpenctBa  BepOaJbHOTO  OOIIEHHS.
HesepOanbHbie cpeacTBa oOmeHus. ITUKET B AenoBoM obmeHnu. Ctunu obmenus. OCHOBHBIE
IpaBuia IMOBEJACHUECKOTO ATHKETAa: MPUBETCTBUS, 3HAKOMCTBA M Jip. HOpmbl OTHOIIEHUI B
KoJuiekTiBe. OTHOIIEHHSI PYKOBOJAUTENS W MOJYMHEHHBIX; CyOOpAHMHauusA. MeXIMYHOCTHbBIE
KOHTaKThl. OpraHu3amnus JAeJIOBbIX KOHTAKTOB. KOH(MIMKTHI, BHUIBI, NPHYWUHBI, CTpPaTETHUS

noBeJieHus. MeTo/1bl TPeo10JIeHUs] KOH(IUKTOB.

Hmuorxnc cekpemapsa

Cocrapinsoniye UMUAKa, BHEITHAN O00JIMK, MaHEPHI MTOBEJICHUs, peUb, YMEHHUE OOIIaThCS
C JIIoAbMHU. ['apMOHUS ACTOBBIX M TUYHOCTHBIX XapaKTepuCTHK. COCTaBISAIONINE BHEIIIHUN OOIHK
JIEJIOBOTO YEJIOBEKa: KOCTIOM, IpHYecKa, MakusbK, akceccyapsl. [lonstusa: "moma", "cTumib',

"Bkyc", "uyBcTBO MephI". [lenoBoit cTuiab KocTroMa. OcaHka, OXOJIKa, )KECThI.

Kynovmypa peuu

OcHoBHbIE TPEOOBAHUS K PEUU: TOH, APTUKYIISIIIHS, IPOU3HOLICHHS, TPOMKOCTh, TOUHOCTh
B noadope cioB. PeueBoil 3TUKET B J1e7I0BOM OOILICHUH. DJIEMEHTHl PEYeBOro dTUKETa: (POpMbI
oOpaleHus, M3J0KEeHUsSI MPOChO, BBIPAXKEHUS MNPHU3HATEIHLHOCTH, CIOCOOBI apryMEHTallMd B

JIEJIOBBIX CUTyalUsIX U JIp.

Kynomypa menegponnozo paseoeopa
OTUKET B JeNoBOM guanore mo TenedoHy. TpeOGoBaHUS K COACPNKAHHUIO JEIOBBIX
TeneOHHBIX Pa3roBOPOB; OCHOBHEIC 3JIEMEHTHI Auanora. CTpyKTypa U CTHIIb Tele(pOHOrpaMMBblL.

TpeOGoBaHMs K YaCTHBIM pa3roBopam 1o TenaedoHy B AEI0BOI 00CTaHOBKE.

Dmukem ¢ 0e106011 nepenucke
TpeGoBaHus K TEKCTYy AEIOBOrO MUChbMAa: 00BEM, TOH, Jiekcuka W jap. OOmienpuHsTas
dopma nemoBoro mwcbMa. CTHib nermoBoro mucbMa. [IpaBmia cocTaBiIeHHS W OTIPABICHUS

nenoBbix nucem. Cetuket. [IpaBuna opopmiieHNs 31EKTPOHHOTO MHUCHMA.



Buzummnoie KapmouKu

Busurnrie KapTO4YKH, UX O(l)OpMJ'IeHI/Ie " UCITOJIB30BAaHUEC B ACJIOBBIX OTHOIICHUAX.

Texnuka eéeoenus u ymuxkem 0enoeou veceowl
CymHocth nenoBoit Oecennl. Bumbr 6ecen. IloaroroBka Oecenpl. CTpyKTypa HeTOBOM

Oecenpl. MeTo/Ib1, HCIIONB3yEeMbIe HA Pa3HBIX Tanax JAe0BOM Oece/bl. DTHUKET Je0BOM Oecebl.

/enoeoit npomoxon
Onpenenenue MOHATUS "NEI0BOM MPOTOKON"; €ro pojib B IPOBEJEHUH JIEJIOBBIX BCTPEY
(meperoBopoB, npueMoB). OOuIenpuHATbIE (GOPMBI IPOTOKOIBHBIX MEPOIPHUATUH, MOPSAOK HX

OpraHu3anuvu. Tpe60BaHI/I${ OTHKETA K IIPOBCACHUIO ITPOTOKOJIbHBIX, MepOHpHHTHﬁ.

Ilpasuna cepeuposxu uaithozo (kogheitnozo) cmona
Korna u koMy MOXHO MpenyioKuTh HamUTKU. Kak mpaBuiibHO MojaBaTh Kode u vail Ha

nenoBoit Bctpeue. [IpaBuna cepBupoBkH yaiftHOTO (KO(eitHOr0) cTOMNA.

Hpaewm npuzcomoeéjieHua u nooauu 20PpAHUX HANRUMKOG6 U 3AKYCOK K HUM

Kakum 00pa3zom HEOOXOQWMO TMOATOTOBUTH M TMOJATh YrONICHHWE B KaOWHETE

PYKOBOOHUTECIIA, HA ACJIOBBIX BCTPCUAX.

Humepuep padbouezo nomewenusn Kaxk odaacms 0€106020 ImuxKema
TpeboBanus k opranuzanu 0GOPMICHHIO HHTEPhepa pabodero MOMEIIeH s : OCBEIICHHE,
[BET, opuCcHas MeOeNb, IeKOpaTHUBHBIE IeMEeHTHl U Jp. [IpaBuia coaep:kaHusi MOMEMICHUN |

paboyero Mecta ceKpeTapsi U pyKoBOIUTENs (GPUPMBI, IPEIIPUITUS UIH JIP.

Jlna camocmoamenvnozo uzyyenus (6 mom uucie npaKkmukyma) 2 u.
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3.3. Ilinanupyemblie pe3yabTaThl

3.3.1. [Llnanupyemble pe3yabTaThl 00y4eHUS MOCJe U3YYeHUS
AUCHUIUVINHBL: TexXHuKa MalIMHONMCH

OOyyarommiicst TOJKEH:

v’ 3HATB!

e NIPaBHJIa TEXHUKH OE301TaCHOCTH TPY/Ia;

e OpraHM3aIMI0 PA00YET0 MECTa MPHU MAIIMHOIIMCHBIX padoTax;

e 00mIMe TIpaBMIIa PAaOOTHI HA MUIIYIIEH MAIIMHE ¥ KOMITBIOTEPE U YXO/ 32 HUMU;

e TCOPHIO M TEXHHUKY MTMChMa Ha IMHINYIIEH MallliHE U KOMITBIOTEPE;

e «CJIETION» IEeCATUNAIBIIEBBIN METO/ IeYaTH Ha KJIABUATYPE C PYCCKUM MIPHPTOM;

e KJIEPHOE MTHUCHMO;

e obopMIIeHHE MAIIMHOMUCHBIX pPAabOT: 3HAKOB TpENUWHAHUS, TEKCTa, CHOCOK,
MpUMEeUYaHu, TaOIHII TPOCTHIX U CIOKHBIX, C MOAKICHKON, AUarpaMM, CXeM U Jp.

v ymerTnb:

e TIPAaBMIIBHO OOPMIIATH TEKCThI (OOBIYHBIC U PYKOTIUCHBIE);

e 0hOPMIIATH TAOJHUIBI TPOCTHIC, CIIOXKHBIC, C IOJAKICHKOW, JUarpaMMoi; pyOpHKH,
CXEMBI;

e BIIQJICTh «CJICTIBIM» JIECSATHIAIBIEBEIM METOJAOM TI€YaTH Ha KIABHATYpPE C PYCCKUM
mpudToM;

e BJIAJICTh KJICPHBIM METOJIOM THCHMA,

e [ICYATATh IO JUKTOBKY.

3.3.2. Ilnanupyemble pe3yJibTAThI 00y4eHHs MOCJIe H3yYeHHUs
AUCUMILTHHBI: OPraHu3alMoOHHAs TEXHUKA U UH(POPMAIIUOHHBbIE
TEXHOJIOTHH B /IeJIONPOU3BO/ICTBE

OO0yuaromuiics 10KEH:

v’ 3HATH!

e OpPraHU3alMOHHYIO TEXHHUKY: ONpeJleIeHus], Ha3HaUeHHe, KJIaCCU(PUKALIUIO.

e HTH(QOPMAIIMOHHBIE TEXHOJIOTUH B JIEJIOMPOU3BOJICTRE:!

e IPUKJIQJHOE IPOrpaMMHOE o0ecrieueHre sl paboThl CeKpeTapsi: TEKCTOBBIN MPOLIECCOP
WORD, »nexrponnyio Tabmuiy Excel, mpesentammonnyio mnporpammy PowerPoint. Hx
(YHKLIMOHAJIbHbIE BO3MOXKHOCTH, MOPSJOK W TpHEMbl BBINOJIHEHUs omnepauuil. CruieBoe
dopmatupoBanue. [Ipumenenre mabI0HOB NMPU CO3AAHUU TOKYMEHTOB. KoMIbloTepHbIe ceTu.
Hutepuer. Cuctemy mepemaadu 3JIEKTPOHHBIX COOOIICHHM, JIEKTPOHHYIO TOUYTy. APXHUBATOPHI.

AHTUBUpPYCHBIE ITporpaMMbl. COBMECTHOE CO3/1aHUE U PEAAKTUPOBAHUE TOKYMEHTOB.
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v ymeThb:

e M10JIb30BAThCS MIEPCOHATBHBIM KOMITBIOTEPOM U JIPYTOW OPTTEXHUKOIA,
e 00pabaThIBaTh TEKCTHI C TIOMOIIBIO TEKCTOBBIX PEIaKTOPOB;

e CO3/1aBaTh MIA0JIOHBI TOKYMEHTOB;

e 00pabaThIBaTh JAHHBIE C MIOMOIILIO ATEKTPOHHBIX TAOJIHII,

e CO3/1aBaTh MPE3CHTAIINN;

e paboTaTh C JIEKTPOHHOM MOYTOMH;

® APXHUBUPOBATH JOKYMCHTHI;

e COBMCCTHO CO31aBaTh U pCAAKTUPOBATH JOKYMCHTBI.

3.3.3. Ilnanupyemble pe3yJibTaThl 00y4eHHs MOCJIe H3YyYeHHs TUCIUNINHBI:
JIOKYMEeHTBI, KOPPeCIOHAeHINS 1 J1eJI0NPOU3BOJACTBO

OOyyaromuiics TOJKEH:

v’ 3HATh!

e CTPYKTYPY U (PYHKIIMU OpraHU3aI|H, IPEIIPUSITHS;

e HOPMATUBHBIC IPABOBBIC aKThI, UHCTPYKIIMH 110 BEJCHUIO JICIONPOU3BOJICTBA;

e CTAHJAPTHl  YHU(PHUIUPOBAHHOH  CHCTEMBl  OpPraHW3AIIMOHHO-PACTIOPSIUTEIEHON
JOKyMEHTallnH;

e OCHOBHbIC  (DYHKIIMM TIO  JOKYMECHTAIlMOHHOMY H  0€3J10KyMEHTAIHOHHOMY
00CITy)KMBaHUIO OPT'aHU3AIINH U JICATSIBHOCTU PYKOBOIUTEIIS;

v ymerTnb:

e COCTaBIISITh U OOPMIIATH JOKYMEHTHI B COOTBETCTBUH ¢ TpeboBanusmu ['OCT;

e IPUHUMATh M PETUCTPUPOBATH KOPPECIIOHJCHINIO, HANPABISATH €€ B CTPYKTypHBIC
HO/Ipa3/ieIICHus;

e IIepe1aBaTh JOKYMEHTHI B COOTBETCTBUH C PE30IIOLUCH PYKOBOIUTES IPEANPHUITHS HA
UCTIONTHEHUE, 0pOPMIIATH pEeTUCTPALIIOHHbIE (DOPMBI,

e BECTH KapTOTEKy y4eTa MPOXOXKICHHUS TOKYMEHTAIBHBIX MaTePUaJIOB;

e BECTH y4eT IOJIy4YaeMOH U OTIIPABIISIEMO KOPPECTIOHICHIINY;

e BeCTH palbOTy 1O CO3JIaHHMIO CIIPABOYHOTO ammapara Mo JOKyMEHTaM, OOECIICUHTh
yIOOHBIN U OBICTPBII UX MOUCK;

e IOJITOTAaBIMBAaTh M CJaBaTh B apXHUB NPEANPHUATHS ITOKYMEHTAJIbHBIC MaTepUabl,
3aKOHYCHHBIE JICIONPOU3BOJICTBOM, PETUCTPAIMOHHYIO KapTOTEKy WM KOMIBIOTEPHbIE OaHKH
JIAHHBIX;

e COCTaBIISITh OINMCH JIeJd, MEpelaBacMbIX Ha XpaHGHHWE B apXuB, OOECIEYHBAThH

COXPAHHOCTh MPOXOSIIIEH CITy>kKeOHOM TOKYMEHTAIUY;
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3.3.4. [lnanupyemble pe3yJabTaThl 00y4eHUS MOCJIe U3YYEHUS
AUCHUILINHBL: [lesioBasi KyabTypa

OOyyaromuiics TOJKEH:

v’ 3HATH!

e OCHOBBI JICJTOBOTO 3THKETA;

v ymeThb:

e IPABUIILHO CO3/1aBATh HMHUJIK CEKPETapsi U OPraHU3aIliH;
e BJIaJICTh KYJbTYypOUl TeJIe()OHHOrO pa3roBopa;

e [IPAaBUJILHO TIOJIE30BATHCS BU3UTHBIMH KapPTOYKAMH;

e COOJTIO/IATh JIETI0OBOU MTPOTOKOJ.
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3.4. MarepuajibHO-TeXHHYECKHE YCJIOBHS peaJu3aluy MporpaMmbl

3.4.1. Jucuuniauna: Texuuka mamuHonucu (50 4.)

HaunmenoBanue 000py1oBanusi, NpOrpaMMHOro odecrne4eHust

Ne Tema ®opma 3aHATHA MeToabl 00y4eHust JInpakTudeckui ®opMa noaBeAeHUSA
MaTepuaja HTOI0OB
1 monyroaue mepBblii roj
1. | be3onacnocts Tpyaa. IloxkapHas WnctpykruBHas nekuusi- | OOBICHUTEIBHO- MHceTpykumu, NaMsTKH, Omnpoc
6e30macHOCTb. AyTOTPEHUHT, THMHACTHKA Gecena UJLTIOCTPaTUBHBIH, pa3gaTouHbId MaTepHUan
UL pyK, T1a3 u ap. Opranuzanus padodero pENpOLYKTUBHBIH,
MecTa ITPH MAIMHONKCHBIX padoTax. MPAKTUYECKHI
2. | O6mue npaBuia pabOTHI HA MUIIYIIEH KomOuHMpoBaHHbIH OOBsICHUTENBHO- Pa3znaTtounslil MaTepuan Omnpoc
MalllMHE U KOMIbIOTEepe. YXO0/ 32 MULIYIIeH WJUTIOCTPATUBHBIN,
MAIIMHOW U KOMIIBIOTEPOM. pPENpOIYKTHUBHBIH,
MPaKTHYECKUHN
3. | «Crenoi» necaTunanblieBblid MeTo ieyatn | KOMOMHHPOBAaHHBIN OOBACHUTEIIBHO- PaznaTounslii matepuai, Omnpoc, mpakTu4eckas padoTa
Ha KJIaBHATypPe C PyCCKUM LIPU(PTOM. UJLTIOCTPaTHBHBIN, cxema
OCHOBHOM, BEpXHUI U HIOKHUI pAAbI PEeNpOTyKTUBHBIH,
KIIaBUATYPBI. IPAKTUYECKHI
4. | OcBoeHme MPUEMOB TEXHUKH TIHChMa Ha IIpakTukym [IpakTrueckuit PaznaTounslii MaTepua, IIpakTudeckas pabora
KJIaBHAType C PyCCKUM MIPU(TOM: OCHOBHOH cxema
PSA KJIABHATYPHL.
5. | OcBoeHue NprueMOB TEXHUKU MIICbMa Ha IIpakTuxkym IIpakTuueckuii Pasparounsiii maTepuan, IIpakTiueckas pabota
KJIaBHAType C PyCCKUM MIPU(TOM: BEpXHHUN cxema
PSA KJIABHATYPHL.
6. | OcBoeHue NpHUEMOB TEXHUKU MHCbMa Ha IIpakTuxkym IIpakTuueckuii Pasparounsiii maTepuanl, IIpakTiyeckas pabota
KJIaBHAType C PyCCKUM MIPH(TOM: HIKHUH cxema
P KJIaBHATYPHL.
7. | OrpaboTka ABUTATEIHHBIX HABBIKOB ITPU IIpaxkTukym ITpaxkTuyeckuit Pa3naTtounslif MaTepuan [Ipaktrueckas padora, 3amep
OCBOCHHH KJIABHATYPHI. 3aMepbl CKOPOCTH.
8. | OrpaboTka ABUTATEIHHBIX HABBIKOB MIPU IIpakTuxkym IIpakTuueckuii Pasparounsiii maTepuan [TpakTuyeckas pabora, 3amep

OCBOCHHH KJIaBHATYPHI. 3aMepbl CKOPOCTH.
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema PDopma 3aHATHS MeToanl 00y4eHust JuaaKkTHYeCcKuii dopma moaBeIeHUs
MaTepuaJl HTOI0OB
9. | OtpaboTKa IBUTATEIBHBIX HABBIKOB MIPH IIpakTukym IIpakTnueckuii Pasparounsiii MmaTepuan IIpaxkTnyeckas pabora, 3amep
OCBOCHHH KJIaBHATYPHI. 3aMepbl CKOPOCTH.
10. | OtpaboTka IBUTATENBHBIX HABBIKOB MIPH IIpakTukym [IpakTuueckuii Pasparounsiii maTepuan IIpaxkTuyeckas pabora, 3amep
OCBOCHHH KJIaBHATYPHI. 3aMepbl CKOPOCTH.
11. | OtpaboTka ABUTATEIbHBIX HABBIKOB MTPU IIpakTuxkym ITpakTuueckuii Pasparounsiii MmaTepuan IIpakTuyeckas paboTa, 3amep
OCBOEHMH KIIaBHATypbl. 3aMEPBI CKOPOCTH.
12. | OtpaboTka ABUTATEIbHBIX HABBIKOB MTPU IIpakTuxkym IIpaxTuueckuii Pasparounsiii MmaTepuan IIpakTuyeckas paboTa, 3amep
OCBOEHHH KIIaBHATypbl. 3aMEPBI CKOPOCTH.
13. | IIpaBuna opopmiicHus 3HAKOB npenuHaHus, | KOMOMHHPOBaHHBIN OOBACHUTEIBHO- PaznaTounslii Matepuan Kaprouku-3ananus,
npsiMasi pedb, HUTATHI, HCIIOJIb30BaHHE UJLTIOCTPaTUBHBI, MpakTH4deckas pabora
cokpaieHuil. CriocoObl HCIpaBICHUS PEeNpOTyKTHUBHBIH,
OIHOOK. MPAKTHICCKUN
14. | llpaBuia HamMCaHUsI MAaTEMAaTHIECKIX KomOnHMpOBaHHEIH OOBACHUTEIHHO- Pa3nmatounsrii MaTepuan Kaprouku-3aganns,
CHUMBOJIOB U q)opMyJ], reorpaq)nquKHX I/IHHIOCTpﬁTPIBHLIﬁ, IMpaKTU4YCeCKas pa60Ta
0003Ha4YeHNH, YHCITUTEIIHBIX U PenpOyKTHBHIH,
CJIOXKHBIX TIPUJIATATENbHBIX. TpaKTHHCCKII
15. | OdopmieHHne TEKCTOB C KomOuHupoBaHHEIH PenpotyKTUBHBIH, Pazgarounslit MmaTepuan IIpakTryeckas pabora
MaTeMaTHYECKUMHU CUMBOJIAMHU U IPaKTHYCCKUH
dhopmynamu, reorpaduIeCKUMU
0003HAYECHUSIMH, YUCTUTEIFHBIMA U
CJIOJKHBIMU IIpHJIaraTeJIbHbIMU.
16. | 3aronoBku u noxzaronoBku. CriocoOs! KomOuHMpoBaHHbIH OOBsICHUTENBHO- Pa3znaTtounslil MaTepuan Tecr, npakTryeckas pabora
BBIJICJICHUS B TEKCTE. WJLTIOCTPaTHBHBIN,
pEenpOayKTUBHBIHU,
MPaKTHYECKUHN
17. | CHoCku, mpuMedaHusl. KoMOuHMpOBaHHBIIH OOBSICHATETTLHO- Pazgarounsiit MmaTepran TecT, mpakTrudeckas paboTta
WJLTIOCTPaTUBHBI,
PENpOAYKTUBHBIH,

MIPaKTUYECKUM
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeToabl 00y4YeHust JMIaKTHYECKU I ®opma noaBeAeHHs
MaTepHuaJ HTOI0OB
18. | Iledaranue tekcra ¢ konusamu. Ileuatanue KombuHupoBaHHSbIH OOBACHUTEIHHO- Pasparounsiii MmaTepuan Omnpoc, mpakTudeckas padoTta
TEKCTa C ABYX CTOpOH Jicta. Hymepanus WITIOCTPATHBHBIH,
crpanul. Ileyaranue TekcTa Ha IMHOBaHHOU PenpOAYKTUBHBIM,
Oymare. TUTYJIBHBIN TUCT, OMOIHOTpadwUsL. MTPaKTHIECCKHHA
19. | OdopmiieHEE TEKCTOB C IBYX CTOPOH jJucTa | KoMOMHMpOBAaHHBIH PenponykTuBHBI, Pasgarounslii MmaTepuan [IpakTryeckas pabora
C HyMepaliel CTpaHHll, 3aroJI0BKaMH, MPAKTUYECKUH
BBIJICJICHUEM, IPHMEYAaHUEM U CHOCKAMH.
20. | 3ader no aucnuiumHe «TexHUKa TecT, mpakTHueckoe 3anaHNue
MaIIMHOIHCH»
2 moJiyroaue nepBbiii rox
21. | IInucemo Tekcra ¢ HUQPOBBIM U KomOuHMpoBaHHbIH PenponyxTusHsIii, Pa3naTtounslif MaTepuan [IpakTrueckas padbora
(hopMyIIFHBIM MaTEPUAIIOM. MPAKTUYECKUN
22. | Pyopuxwu, criucku. TaOymsius. KomOnHUpOBaHHEIH OOBsICHUTENBHO- Pa3znaTtounslil MaTepuan Onpoc, mpakTU4eCKOe 3aJaHNe
UJUIIOCTPaTUBHBIMN,
PENpOLyKTUBHBIH,
IPaKTUYECKUM
23. | IlpaBuia odopmienus cxem. KoMOuHUpOBaHHbIIH PenponykxTuBHBIii, Pasparounsiii MmaTepuan IIpakTiueckas pabota
MPAKTUYECKHI
24. | Tabnuusl. [IpaBuia odhopmienus u KoMOuHUpOBaHHbIIH OOBSICHUTENBHO- Pa3naTounslif MaTepuan Tect, mpakTHUECKOe 3aaHue
COCTaBJICHUSI TPOCTHIX TaOIHII. WITIOCTPATHBHBIH,
PEenpOayKTUBHBIHN,
MPaKTHYECKUHN
25. | Odopmienue nmpocTeix Tabiwi Ha numrymed | KomOmHIpOBaHHBIH PenpomyxTuBHEIA, Pasnmatounsrii MaTepuan [IpakTryeckas pabora
MallliHe. MPAKTUYECKUI
26. | Odopmnerne npocTeix Tabnuiy Ha KomO6uHMpoBaHHBIH PenponyKTHBHBIH, Paznarounsnii marepuan IIpakTrueckas padbora
KOMIIBIOTEPE. MPAKTUYECKUI
27. | OrpaboTka IBATATEIHHBIX HABHIKOB IIPH [IpakTukym [IpaxTuueckuii Pasgarounslii MmaTepuan IIpakTrueckas pabora, 3amep
OCBOEHMH KJIaBHATyphl. 3aMEPbl CKOPOCTH.
28. | OrpaboTka IBATATEIHHBIX HABHIKOB IIPH [IpakTukym [IpaxTuueckuii Pasparounsiii MmaTepuan [IpaxTryeckas pabora, 3amep

OCBOCHHWU KJIaBUATYPbI. 3aMep},1 CKOPOCTH.
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeToabl 00y4YeHust JMIaKTHYECKU I ®opma noaBeAeHHs
MaTepuaJl HUTOIOB
29. | OrpaboTka ABUTaTeIbHBIX HABBIKOB IIPH IIpakTukym IIpakTnueckuii Pasparounsiii MmaTepuan IIpaxkTnyeckas pabora, 3amep
OCBOCHHH KIIABHATYPHL. 3aMephl CKOPOCTH.
30. | 3ader mo mucrumuTHe « TeXHIKA Tect, mpakTHYecKoe 3aTaHUE
MAIIUHOIINCHU
1 moxyroaue BTopoii rog
31. | Juarpammsl KomOuHMpoBaHHbIH OOBsICHUTENBHO- Pa3naTounslil MaTepuai, Omnpoc, mpakTU4ecKoe 3aJaHue
HJ'IJ'IIOCTpaTHBHI:-IfI, HpeSeHTaHHH
PETPOTYKTHBHEIH,
MPaKTHYECKUHU
32. | OdopmiieHne npocThIX TabIHIL C KomOuHMpoBaHHBbIH PenponyxTuBHSIii, Paznatounslif MaTepuan [TpakTryeckas pabora
JuarpaMMoil. MPaKTUYECKUM
33. | Tabmunsl. [Ipasuna ohopmiteHus u KomOuHupoBaHHBIIH OOBACHUTENLHO- Pazgarounsiit MmaTepuan [IpakTuyeckas pabota, ompoc
COCTaBJICHHUS CIIOKHBIX TAOJIHII. WJLTIOCTPATHBHBIH,
pPEenpoOayKTUBHBIHN,
[IPaKTUYECKUM
34. | OdopmieHne CIOKHBIX TaOIHIl HA KomOnHupOBaHHEIH PenpomyxTuBHEIA, PasnmaTounsrii MaTepuan [IpakTryeckas paborta
KOMIIBIOTEPE. MPAKTUICCKUN
35. | Odopmienue TabIuIl ¢ TEKCTOM, KoMOuHMpOBaHHBIIH PenpoxyxTuBHEIA, Pazgarounsiit MmaTepuan IIpakTudeckas pabora
JUarpaMMoi. MPAaKTUYECKUI
36. | Odopmuenue TabnHIl ¢ TOIKIEHKOM. KoMOuHMpOBaHHBIIH PenpoxyxTuBHEIA, Pazgarounslit MmaTepuan IIpakTudeckas pabora
MPAaKTUYECKUI
37. OTtpaboTKa IBUTATEIBEHBIX HABBIKOB MPH [IpakTukym [IpaxTuueckuii Pasgarounslii MmaTepuan IIpakTrueckas pabora, 3amep
OCBOCHHH KJIaBHATYPBL. 3aMepPbl CKOPOCTH.
38. OTtpaboTKa IBUTATEIBEHBIX HABBIKOB MPH [IpakTukym [IpaxTuueckuii Pasgarounslii MmaTepuan IIpaktryeckas pabora, 3amep
OCBOCHHH KJIaBHATYPBL. 3aMepPbl CKOPOCTH.
39. OtpaboTKa IBUTATEIBHBIX HABBIKOB TIPH IIpakTukym [IpakTrueckuit PaznaTounslit MaTepuan IIpaktudeckas pabora, 3amep

OCBOCHHWU KJIaBUATYPbI. 3aMep},1 CKOPOCTH.
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeTtoanl 00y4eHust JMAaKTHYECKHU I ®dopma noaBeIeHus
MaTepuaJl HTOI0OB
2 noJiyroaue BTOPOii rox
40. | 3auer nmo mucruIuinHe « TexHuka TecT, IpaKTHIeCKOe 3aJaHue
MAaIIMHOIIUCHY
41. | «Crnemoity necATUIANBIEBBIA MeTo Iedatd Ha | KoMOMHMpPOBaHHBIH OOBACHUTEIIBHO- Paznarounslii MaTepuan Omnpoc
KJIaBHATYpE C TATHHCKUM IIPH(TOM. WJUTIOCTPATHUBHBIH,
OCHOBHOM, BEPXHUI U HIOKHUN PSIIBI PenpOayKTUBHEIH,
kiaBuatypel. KnepHoe nucbmo. MPaKTUYECKUN
42. | OcBoeHue MpUeMOB TEXHUKHU MTUCbMa Ha IIpakTukym IIpakTtnuecknit PasznmaTounbIii MaTepHan Ipaxtuaeckas padora
KIIaBHAType C JATHHCKUM IMIPH(TOM: OCHOBHOH
psin kiaBuaTypsl. KiepHoe nucbMo.
43. | OcBoeHue MPUEMOB TEXHHUKH MTUCbMa Ha [IpakTuxkym [Ipaktnueckuit Pazparounsrit marepuan IIpakTuyeckas pabora
KJIaBUAType ¢ JJATUHCKUM MIPU(GTOM: BEPXHUI
psa xnaBuatypsl. KiepHoe nucbMo.
44. | OcBoeHHe NPUEMOB TEXHUKH ITUCbMa HA [IpakTuxkym [Ipaktuueckuit Pazgarounsrit marepuan ITpakTuyeckas pabora
KJIaBUAType € JATUHCKUM MIPH(DTOM: HIDKHUI
psin knaBuaTypsl. KiiepHoe nucemo.
45. | OrpaboTKa ABUTaTEIHHBIX HABBIKOB TIPH [pakTuKym [Ipaktuueckuit Paznarounslii MaTepuan Ipaxtuueckas padora, 3amep
OCBOEHHU KJIaBUATYpPbL. 3aMepbl CKOPOCTU.
IleuaTs OA AUKTOBKY.
46. | OtpaboTka IBUraTeNbHBIX HABBIKOB MPH IIpakTukym [Ipaktuueckuit Pazgarounslit marepuan IIpakTuyeckas pabora, 3amep
OCBOCHHHU KJIaBHATYpPbl. 3aMepbl CKOPOCTH.
Ileyats MOJ IUKTOBKY.
47. | OtpaboTka IBUraTeNbHBIX HABBIKOB MPH [IpakTuxkym [Ipaktuueckuit Pazgarounsrit marepuan IIpakTuyeckas pabora, 3amep
OCBOCHHH KJIaBHATYypPbl. 3aMepbl CKOPOCTH.
IleyaTs Mo TUKTOBKY.
48. | OrpaboTKa ABUTATEIHHBIX HABBIKOB IIPH IIpakTukym IIpakTtnuecknit PasznmaTounbIii MaTepHan Ipaxtuueckas padora, 3amep
OCBOCHHU KJIaBUATYpPbL. 3aMepbl CKOPOCTH.
Ileuats IOA AUKTOBKY.
49. | OtpaboTka IBUraTeNbHBIX HABBIKOB MPU IIpakTuxkym [IpakTuueckuit Pazgarounslit marepuan IIpakTuyeckas pabora, 3amep
OCBOCHHHU KJIaBUATYpPbl. 3aMepbl CKOPOCTH.
Ileyats MoJ IUKTOBKY.
50. | 3ager no mucnuminHe «TexHnka [IpakTrueckas padbota

MAIINHOIINCHD>
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3.4.2. IucuunirHa: OpraHn3auMoHHAasi TEXHUKA U MH(OPMallMOHHbIE
TEXHOJIOTHH B JeonpousBojactse (40 4.)

HaumeHoBaHue 000py10BaHUSA, IPOrPAMMHOI0 00ecreYeHust

Ne Tema ®opma 3aHATHA MeTtoabl 00y4eHust JIMIaKTHYeCKU M ®opMa noaBeAeHHSs
MaTepuaJl HTOI0OB
1 moayroaue nepBblii rog

1. BBeaenue: cpenctBa OprTeXHUKH, KomOnHUpOBaHHEIH OOBACHUTEIHHO- Pasparounslii MmaTepuan, oInpoc
orpezieieHne, Ha3HaueHHe, KilacCH(prKarys. WILTIOCTPATUBHBIN Npe3eHTaINs

2. ITomemenne s ynpaBiIeHYECKHX CIYXKO U KomOnHUpOBaHHEIH OOBACHUTEIHHO- Pasparounslii MmaTepuan, omnpoc
€ro OCHallleHHe WILTIOCTPATUBHBIN Npe3eHTalNs

3. | CpencrBa Ui cOCTaBJICHHUS OPUTHHAIIOB KomOuHMpOoBaHHBIH OOBsSICHUTENBHO- Paznarounsnii marepuan, orpoc
TEKCTOBBIX JIOKYMEHTOB. WILTIOCTPATUBHBIN Ipe3eHTalN

4. | CpencrBa KONMPOBAaHUSA U OTIEPATHBHOTIO KomOnHMpoBaHHbIH OOBsICHUTENBHO- Paznarounsnii marepuai, oTpoc
pa3sMHOXeHUs T0KyMeHToB. CperncTBa WJUTIOCTPATUBHBIN Npe3eHTalNs
THPKUPOBAHUS JOKYMEHTOB.

5. | CpencrBa mns 00paboTKH JOKYMEHTOB. KomOnHMpOBaHHEIH OOBACHUTEIHHO- Pa3znmaTounsbIil MaTepuan, orpoc
Cpencra cBsizu. JlukrodoHHast TeXHHUKA. WILTIOCTPATUBHBIN MIpe3eHTaIHsl, SKCKYPCHS
BeruncnurenbHbIe CPEACTBA.

6. | KonrpomnbsHas paborta no teme TecT
«OpraHn3alioHHast TEXHHKa»

7. Beenenue. [Ipuknannoe nporpaMmmHoe KomOnHMpOBaHHEIH OOBACHUTEIHHO- Pasparounslii maTepuan, Kaprouku-3ananus
obecrnieuenune Juist paboThI ceKpeTapsl. UJUTIOCTPaTUBHBIH, Npe3eHTaINs
TexcroBsrii mporeccop WORD: pPenpOayKTUBHBIMI,
(YHKIIMOHAJIbHBIE BO3MOXXHOCTH. NPaKTHYECKUH

8. TexkcroBsii nponieccop WORD: nopsaok u KomOuHMpoBaHHbIH PenponyxTusHsIii, Pa3znatounslif MaTepuan Kaptouxu-3aganus
MIPUEMBI BBITIOJIHEHUS OTlepaliiid. MPaKTUYECKUH

9. | Bemomaerue paboT mo o6padboTke KomOnHupOoBaHHEIH PenpomyxTuBHEIA, Pasnmatounsrii MaTepuan [IpakTryeckoe 3a1aHme
JIOKYMEHTAIU! B TEKCTOBOM ITIpOLECCOpeE. MPaKTHYECKUH
Odopmienue ykazaTene, HaaMUCeH.
3ager no guctuminHe « OpraHu3anuoHHas

10. | TexHuka u UHQOPMAITMOHHEIE Tect

TCXHOJIOT'MH B ACJIOMPONU3BOACTBE)
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeToabl 00y4YeHust JMIaKTHYECKU I ®opma noaBeAeHHs
MaTepHuaJ HTOI0OB
2 mosayroame nepeBblii rox

11. | Bemonuenune pabot mo obpaboTke KomOnHMpOoBaHHEIH PenpomyxTuBHEIA, Pa3nmaTounsrii MaTepuan [IpaxTrueckoe 3a1aHme
JIOKYMEHTAIUH B TEKCTOBOM ITPOLECCOpeE. MPaKTHYECKUH
OdopmiieHune 3aroJoBKa CTeHA.

12. | BemomHenue pabot mo o6paboTke KoMOuHMpOBaHHBIIH PenpomyKTUBHBIH, Pazgarounsiit MmaTepuan IIpakTrdeckoe 3amanue
JIOKyMEHTAI[H B TEKCTOBOM ITPOIIECCOPE. MPaKTHYECKUH
OdopmiieHre nHGOPMAIIMOHHBIX JTUCTOB JUISI
CTEH/Ia.

13. | Onexrponnas tabnuna Excel: KomOnHUpOBaHHEIH PenponykTuBHBIH, Pazgarounsiit MmaTepuan Ornpoc, TpakTHYECKOE 3aJaHNE
(YHKIMOHAJIbHBIE BO3MOXXHOCTH IPaKTUYECKUM
UIEKTPOHHOH TAOIHIIBL.

14. | BrimomHeHne paboT B AIEKTPOHHON KomOnHupOBaHHEIH PenponykTuBHBIH, Pasgarounsiit MmaTepuan IIpakTuyeckoe 3a1aHue
tabnuue: opopmileHHE TEKCTa, TabIuL, NPaKTHYECKUH
JarpaMM.

15. | Omexrponnas Tabmmua Excel: mopsaok u KomOnHMpOBaHHEIH PenponykTuBHBI, Pasparounsiii MmaTepuan TecT, npakTU4yecKoe 3aJaHue
TIPUEMBbI BHIITOJTHEHHSI OTIEPaIH. TPAaKTHYECKUH

16. | BrinmonHeHue paboT B 31€KTPOHHON KomOuHMpoBaHHbIH PenponyxTtusHsIii, Pa3znatounslil MaTepuan IIpaxkTuueckoe 3anaHue
Tabnumie: opopMIICHHE TEKCTa, TAOJHII, MIPaKTHIECKHMA
JarpaMM, CllapKJIaifHOB; ITPOCThIE
BBIYMCJICHUS.

17. | KonTposbHas pabota 1o teme IIpakTuyeckoe 3agaHue
«OnexrpoHHas tabnuma Excel»

18. | Komnetorepnsie cetu. UHTEpHET. KomOnHupOoBaHHEIH PenponykTuBHBI, Pasparounslii MmaTepuan, Tect

MPaKTHYECKUH Npe3eHTaINs

19. | Cucrema mepenadu 3JIEKTPOHHBIX KomOnHupOoBaHHEIH PenponykTuBHBI, Pasparounslii maTepuan, IIpakTuyeckoe 3aaHue
COOOIEHNH. DIEKTPOHHA [TOYTa. MPaKTHYECKUH TIpe3eHTaIHs

20. | 3ader mo mucruminHe « OpraHU3aOHHAS Paznarounsnii marepuan TecT, mpakTHyeckoe 3a1aHne

TCXHHKA U I/IH(i)OpMaHI/IOHHI)IG
TEXHOJIOTHHU B JEJIOIIPOU3BOACTBE
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeToabl 00y4YeHust JMIaKTHYECKU I ®opma noaBeAeHHs
MaTepuaJl HTOI0OB
1 moryroaue BTOpO¥ rog
21. | ApxuBaropsl. AHTUBHUPYCHBIE TPOTPaMMBI. KomOuHMpoBaHHbIiH PenpotykTuBHBIi, Pasparounsiii maTepuan Omnpoc
MIPaKTUYECKUM

22. | Bemmonnenue padot o oopaboTke KomOuHMpoBaHHbIH PenponyxTusHsIii, Pa3znatounslif MaTepuan IIpaxkTuueckoe 3anaHue
JOKYyMEHTAI[H B TEKCTOBOM IIPOIIECCOPE. MPaKTHYECKUH
CruneBoe opmaTupoBaHue.

23. | Bemmonnenue pabot o oopabdorke KomOuHMpoBaHHbIH PenponyxTtusHsIii, Pa3znatounslif MaTepuan IIpaxkTuueckoe 3anaHue
JOKYyMEHTAI[MH B TEKCTOBOM IIPOILIECCOPE. MPaKTHYECKUH
CruneBoe opmaTupoBaHHe.

24. | Word: npumenenue miabioHOB pU KomOnHUpOBaHHEIH PenponykTuBHBIH, Pazgarounsiit MmaTepuan IIpakTuyeckoe 3aaHue
CO3/IaHUH JOKYMEHTOB. MPAKTUYECKUN

25. | Word: npumenenune Mactepa mabiaoHoB npu | KomOuHHpOBaHHBIH PenponyxTtusHsIii, Pa3znaTtounslil MaTepuan [IpakTHueckoe 3ananue
CO3/IaHUH JOKYMEHTOB MPAKTUYECKUN

26. | Word: coznanne coOCTBEHHBIX IA0IOHOB KomOuHMpoBaHHbIH PenponyxTtusHsIi, Pa3znaTtounslil MaTepuan [IpakTHueckoe 3ananue

MPaKTHYECKUHN

27. | Ilpumenenne mabIIOHOB ITPU CO3AAHUN KomOuHMpoBaHHbIH PenponyxTtusHsIii, Pa3znatounslif MaTepuan IIpaxkTuueckoe 3ananue
JIOKYMEHTOB [IPaKTUYECKUM

28. | IlpumeneHne mabI0HOB MIPH CO3IAHIH KomOuHupOBaHHEIH PenponykTuBHBIH, Pazgarounsiit MmaTepuan IIpakTuyeckoe 3a1aHue
JIOKYMEHTOB [IPaKTUYECKUM

29. | KortponsHas pabota mo teme «I11aGmoHb Pazgarounsiit MmaTepuan IIpakTuyeckoe 3a1aHue

30. | 3auer no aucuumauHe «OpraHu3aloOHHAs Pa3znatounslil MaTepuan Tect, npakTHUeCKOe 3aaHue
TEeXHHKa U HH(POPMAIIMOHHBIE
TEXHOJIOTHH B ICJIONPOM3BOICTBE

2 moJiyrojaue BTOpOii rox
31. | Ilpesentannonnas nporpamma PowerPoint: KomOnHupOoBaHHEIH PenponykTuBHBI, Pasgarounslii MmaTepuan Omnpoc, mpakTHIeCKOe 3aJaHne

(I)yHKIII/IOHaJ'H)HI)Ie BO3MOXHOCTH.

MPAKTUYECKUI
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeToabl 00y4YeHust JMIaKTHYECKU I ®opma noaBeAeHHs
MaTepuaJl HTOI0OB
32. | Co3pmanue npe3eHTaIuii. KombuHupoBaHHSbIH PenpotyxTuBHBIiA, Pasparounsiii MmaTepuan IIpakTuyeckoe 3aaHue
MIPaKTUYECKU
33. | Ipesenranmonnas nporpamma PowerPoint: KombuHupoBaHHbIH PenpotyxTuBHBIiA, Pasparounsiii maTepuan TecT, npakTuyeckoe 3ajlaHue
TTopsinok ¥ mpuUeMBbI BBIITOJIHEHUS OTIEPALUil. MPaKTUYECKUM
34, | Co3nanue npe3eHTaIuii. KomOuHMpOBaHHbIH PenpotykTUBHBIiA, Pasparounsiii MmaTepuan IIpakTnueckoe 3aganue
MPaKTUYECKUM
35. | Co3nanue npe3eHTaIuii. KomOuHMpoBaHHbIH PenpotykTUBHBIiA, Pasparounsiii MmaTepuan IIpakTnueckoe 3aganue
MPaKTUYECKUIA
36. | KonrponbHas pabora 1o Teme IIpakTnueckoe 3aganue
«IIpesenTanoHHas nporpamma
PowerPoint»
37. | CoBmecTHOE co31aHKE U pelaKTHPOBAHKE KomOuHMpOBaHHbIH OOBsICHUTENBHO- Pasparounsiii maTepuan [TpakTryeckas pabora
JIOKYMEHTOB. HILTIOCTPATHBHBIIH, https://docs.google.com/ -
PEenpOIyKTUBHBIH JIOKyMeHTHI Ha ['yrue
38. | CoBMmecTHOE co3aHKE U pelaKTUPOBAHUE KomOuHMpoBaHHbIH OOBsICHUTENBHO- Pa3naTtounslif MaTepuan [IpakTrueckas padbora
JIOKYMEHTOB. WILTFOCTPATHBHBIH, https://docs.google.com/ -
PEeNpOIYKTUBHBIH JOKyMeHTHI Ha ['yrue
39. | CoBMmecTHOE co3qaHKE U pelaKTHPOBAHUE KomOuHMpoBaHHbIH OOBsICHUTENBHO- Pa3znatounslil MaTepuan [IpakTrueckas padbora
JIOKYMEHTOB. WILTFOCTPATHBHBIH, https://docs.google.com/ -
pENpOLYKTUBHBIH JOKyMeHTHI Ha ['yrie
40. | 3ader no qucuuiuinHe «OpraHu3anuoHHas Tect, npakTHYECKOe 3aaHue

TCXHHUKA U I/IH(l)OpMaHI/IOHHLIe
TEXHOJIOTHUH B JEJIOIMPOU3BOICTBE




3.4.3. Incuumiauna: JJ0KyMeHTbI, KOppeCHOHAeHIMs 1 JeJonpou3BoacTso (58 4.)
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HaunmenoBanue 000py1oBanusi, NpOrpaMMHOro odecrne4eHust

Ne Tema Popma 3aHATUHA MeTtoabl 00yuenust JInpakTudecKkui ®opMa noaABeACHUSA
MaTepuaJl HUTOI'0OB
1 monyroaue mepBblii roa
1. OCHOBHBIE CBEICHUS U3 UCTOPHU Jlexmus-6ecena OOBACHUTENBLHO- Pasnmatounsrii MaTepuan Omnpoc
JIETIONPON3BO/ICTBA M CEKPETAPCKON WJLTIOCTPATHBHBIN
ciyx0b1. Opranusaius nH()OPMAIMOHHO-
JIOKYMEHTAIBHOTO 00CITYKIBAHUSI.
2. | HoxymeHTannonHoe oOecrieucHre Jlexnms-6ecena OOBACHUTEIHHO- PasnmaTounsbIil MaTepuan, Kaprouku-3amanns
npeanpusaTus. TpeGoBaHuUs K JOKYMEHTaM. WJUTIOCTPATUBHBIN Mpe3eHTalus
CocTraBieHHE TEKCTOB CIYKEOHBIX
JIOKYMEHTOB.
3. | JlokyMeHTanmoHHOE OOECIIeUCHUE Jleknus-6ecena OOBACHUTEIBHO- PasznaTouHblit MaTepual, Tecr
npennpusaTas. TpeOoBaHUA K JOKyMEHTaM. WJUTIOCTPATHBHBIN TIPE3eHTAIS
4. TpeboBanus k OaHKaM U IIpaBHiIa Jlexuus-6ecena OOBSICHUTEIIHHO- Pazparounslit maTepuan, Kaprouku-3ananus
oopMIICHHS yTIPABIEHIECKUX JOKYMEHTOB. WJUTIOCTPATHBHBIN TIPE3eHTAIIS
5. | OCHOBHBIE MOJIOKEHHUS CTHIIUCTHKH, Jlexuusi-6ecena OOBsSICHUTENBHO- Paznarounslii Mmarepuan Omnpoc
NeKcuKH U ¢pazeonornu. CriernuanbHas WJLTIOCTPATHBHBIN
nekcuka. TepmuHonorus. OpuimanbpHO-
JIenoBoi CTrih. OCHOBHBIE TTOIOXKEHUS
opdorpaduu 1 MOpGHOIOTHH C ITCMEHTAMH
MPAaKTUYECKOM CTUIMUCTHKH. CHHTAKCHC C
DJIEMEHTAMHU NPAaKTHICCKOH CTHITUCTHKH.
6. TexHHKa peJaKTUPOBAHUS TEKCTOB. KomOnHUpOBaHHEIH OOBACHUTEIHHO- Pasparounslii MmaTepuan, Tect
PIJ'IJ'IIOCTpaTHBHI:-IIZ, MMpE3CHTALI
pENpOAYKTUBHBIN
7. TexHHKa peJakTUPOBAHUS TEKCTOB. KomOnHupOoBaHHEIH PenponykTuBHBI, Pasgarounslii MmaTepuan [IpakTryeckas pabora
MPaKTUYECKUMA
8. 3auer mo aucnuIuIiHe «J{OKyMEeHTEHI, Tect

KOPPECHOHACHIUA U ACTOITPOU3BOACTBO»
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeToabl 00y4YeHust JMIaKTHYECKU I ®opma noaBeAeHHs
MaTepuaJl HTOI0OB
2 mostyrojiMe nepBblii roa
9. | Coop u pedepupoBanue nHbpopMauu JeKIus-oecena OOBACHUTEIBHO- PaznmatouHbIil MaTepua Omnpoc
WJUTIOCTPATUBHBIH
10. | KonTpomnsnas pabora mo Teme « OCHOBBI TecT, mpakTHUYeCcKOE 3a1aHIE
PEAAKTUPOBAHMS TEKCTOB M pe)eprpOBaHIe
HHPOPMAIIIID
11. | JOKyMEeHTBI TUYHOTO XapaKTepa; Jlexnms-6ecena OOBACHUTEIHHO- PasnmaTtounsrii MaTepuan Omnpoc
cocTamJyieHue, opopmMIicHHE U padoTa ¢ WJLTIOCTPATHBHBIN
JOKYMEHTaMH.
12. | JOKyMEHTBI TMYHOTO XapaKTepa; IIpakTukym PenponyxTuBHBIM, PaznaTounslit MaTepuan IIpakTudeckas pabora
cocraBienue, ohopmiieHue u pabora ¢ NPaKTHYECKUH
JIOKyMEHTaMH.
13. | JIOKYMEHTBI IMYHOTO XapakKTepa; Jlexnus-6ecena OOBACHUTEIHHO- Pasparounsiii MmaTepuan Kaptouku-3aganus
cocrasienue, opopmieHne u padora c WILTIOCTPATHBHBIN
JIOKyMEHTaMH.
14. | JIOKYMEHTBI IMYHOIO XapaKTepa; IIpakTuxkym PenpotykTuBHBIiA, Pasparounsiii maTepuan [TpakTryeckas pabora
cocraBienue, opopmieHne u pabora c MPaKTHYECKUH
JIOKyMEHTaMH.
15. | JlOKyMEHTBI JIMYHOTO XapakTepa; Jlexuusi-6ecena OOBsICHUTENBHO- Paznarounslii Mmarepuan Kaprouku-3aganus
cocTaBiieHHEe, opopMIIeHHEe U padoTa C WJLTIOCTPATHBHBIN
JIOKyMEHTaMH.
16. | JlOKyMEHTBI TUYHOIO XapaKTepa; IpaxTukym PenponyxTtusHsIii, Pa3znatounslil MaTepuan [IpakTrueckas padbora
cocraBiieHue, opopmiieHue u padboTa ¢ MIPaKTHIECKHMA
JIOKyMEHTaMH.
17. | JlOKyMEHTBI JINYHOTO XapakTepa; Jlexuus-6ecena OOBsICHUTENBHO- Paznarounslii marepuan Kaprouku-3aganus
cocraBiieHue, opopmiieHue u padboTa ¢ WJUTIOCTPATHUBHBIH
JIOKyMEHTaMH.
18. | JOKYMEHTHI IMYHOI'O XapaKkTepa; [IpakTukym PenponykTuBHBIH, Pazgarounsiit MmaTepuan [IpakTryeckas paborta
cocTaBJyieHue, opopMIIcHHE U padoTa ¢ MPaKTUYCCKUT
JOKyMEHTaMH.
19. | JIOKYMEHTBI JMYHOI'O XapaKTepa; Jlexums-6ecena OOBACHUTEIHHO- Pasparounsiit MmaTepuan Kaprouku-3ananus
cocrarJyieHue, opopmiicHHEe U padoTa ¢ WJUTIOCTPATHBHBIN

JOKYMCHTaMMU.
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeToabl 00y4YeHust JMIaKTHYECKU I ®opma noaBeAeHHs
MaTepuaJl HTOI0OB

20. | JIOKyMEHTBI JINYHOI'O XapaKTepa,; IIpakTukym PenpotyxTuBHBIiA, Pasparounsiii MmaTepuan IIpaxkTryeckas pabora
cocTaBiieHHEe, opopmMIIeHHe U padoTa C MIPAKTUICCKUN
JOKYMCHTaMMU.

21. | KonrponbHas padora o teme «JloKyMeHTbI Tect, npakTuyeckoe 3ajaHue
JIMYHOTO XapaKTepa»

22. | OcHOBHBIE TOKYMEHTHI YIPaBICHUS; Jlexkuusi-6ecena OOBSICHUTENBHO- Pasparounsiii MmaTepuan Kaprouku-3aganus
cocraBieHHe, opopmIIeHHe H padoTa C WJUTIOCTPATHBHBIN
JIOKyMEHTaMH.

23. | OcHOBHBIE TOKYMEHTHI YIIPABJICHUS; IIpaxkTukym PenponyxTusHsIii, Pa3naTtounslif MaTepuan [IpakTrueckas padbora
cocraBiieHue, opopmiieHue u padboTa ¢ MPaKTUIECKHMA
JIOKyMEHTaMH.

24. | OCHOBHBIE JOKYMEHTHI YIIPaBJICHUS; Jlexuusi-6ecena OOBsICHUTENBHO- Paznarounslii Mmarepuan Kaprouku-3aganus
cocraBieHue, opopmiieHue u padbota ¢ WJUTIOCTPATUBHBIH
JIOKyMEHTaMH.

25. | OcHOBHBIE TOKYMEHTHI YIPABICHUS; [paxTrkym PenponyxTtusHsIii, Pa3znaTtounslil MaTepuan [IpakTrueckas pabora
cocTaByieHUe, opopMIIcHHE U padoTa ¢ MPAKTUYCCKUI
JIOKyMEHTaMH.

26. | OcHOBHBIE JOKYMEHTHI YIIPABIICHHUS; Jlexunus-6ecena OOBsICHUTENBHO- Paznarounslii Mmarepuan Kaprouku-3aganus
cocrasienue, ohopmiieHue u pabora ¢ WILTIOCTPATUBHBIN
JIOKyMEHTaMH.

27. | OcHOBHBIE TOKYMEHTHI YIPABICHUS; [IpakTukym PenponykTuBHBIM, Pasgarounsiii MmaTepuan [IpakTryeckas paborta
cocraBienue, opopmiieHne u padora c MPaKTHYECKUH
JOKYMEHTaMH.

28. | OcHOBHBIE TOKYMEHTHI YIPABICHUS; Jlexnus-6ecena OOBSICHUTETTHHO- Pazgarounsrit MmaTepuan Kaprouku-3ananus
cocrasienue, opopmiieHne u padora c WJLTIOCTPATHBHBIN
JOKYMEHTaMH.

29. | OcHOBHBIE IOKYMEHTHI YIIPABIICHUS; IIpakTukym PenponyxTuBHbIH, PaznaTounslit MaTepuan IIpakTudeckas pabora
cocraBieHue, opopmieHne u pabora ¢ TIPAaKTHYECKUH
JOKYMCHTaMMU.

30. | OcHOBHBIE TOKYMEHTHI YIPaBICHUS; Jlexkuusi-6ecena OOBSICHUTENBHO- Pasparounsiii MmaTepuan Kaprouku-3aganus
cocraBiieHHe, opopmMIIeHHE U padoTa C WJUTIOCTPATHBHBIN

JOKYMCHTaMMU.
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeToabl 00y4YeHust JMIaKTHYECKU I ®opma noaBeAeHHs
MaTepuaJl HTOI0OB
31. | OcHOBHBIE TOKYMEHTHI YIPaBICHUS; IIpakTukym PenpotyxTuBHBIiA, Pasparounsiii MmaTepuan IIpaxkTryeckas pabora
cocTaBiieHHEe, opopmMIIeHHe U padoTa C MIPAKTUICCKUN
JIOKYMEHTaMH.
32. | OcHOBHBIE TOKYMEHTHI YIPABIEHUS; Jlexkuusi-6ecena OOBsICHUTENBHO- Pa3naTounslif MaTepuan Kaptouxku-3aganus
cocraBieHHe, opopmMIIeHHe H padoTa C WJUTIOCTPATHBHBIN
JIOKYMEHTaMH.
33. | OcHOBHBIE TOKYMEHTHI YIPABICHUS; IIpaxkTukym PenponyxTusHsIii, Pa3natounslif MaTepuan [IpakTrueckas padbora
cocraBiieHue, opopmiieHue u padboTa ¢ MPaKTUIECKHHA
JIOKYMEHTaMHU.
34. | 3ader No AUCUUIINHE «J]OKyMEHTHI, Tect, npakTHUeCKOe 3aaHue
KOPPECIIOHICHIIMS U JICIIOIPOU3BOICTBOY
1 moyroaue BTOpO¥ rojg
35. | Bunsl npennpusaruii. Jlexnus-6ecena OOBACHUTEIHHO- Pasparounsiii MmaTepuan Kaptouku-3aganus
UJLTIOCTPAaTUBHBIN
36. | YmpaBieHUYECKas CTPyKTypa IPEAIPUATHS. Jlexnus-6ecena OOBACHUTEIHHO- Pasparounsiii MmaTepuan Kaptouku-3aganus
WITIOCTPATHBHBIN
37. | KonTpoasHas pabora mo teme «OCHOBBI Tect
MEHEKMEHTa»
38. | Opranuzamus paboThl ¢ JOKyMEHTaMH. KoMOuHUpOBaHHbIIH OOBSICHUTENBHO- Pasparounsiii MmaTepuan Kaprouku-3aganus
WJLTIOCTPATHBHBIH,
PEeNpOIYKTUBHBIH
39. | Opranuszauus paboThl C JOKyMEHTaMH. KomOuHMpoBaHHbIH OOBsICHUTENBHO- Pa3znatounslif MaTepuan Kaprouxu-3aganus
WJITIOCTPaTHBHBIH,
PEeNpOIYKTUBHBIH
40. | Opranunzanus paboThl C TOKyMEHTaMH. KomOuHMpoBaHHbIH OOBsICHUTENBHO- Pa3naTtounslif MaTepuan Kaptouxu-3aganus
WJUTIOCTPATUBHBIMN,
pEeNpOYKTUBHBIH
41. | Opranm3anus paOboTHI C TOKYMEHTaMHU. KomOuHUpOoBaHHEIH OOBACHUTEIBHO- Pazgarounsiit MmaTepuan Kaprouku-3ananus
WJUTIOCTPATUBHBIN,

pPENpOYKTUBHBIH
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeTtoanl 00y4eHust JMAaKTHYECKHU I ®dopma noaBeIeHus
MaTepuaJl HUTOIOB
42. | Opranusanus paboThl C TOKyMEHTaMH. KomOuHupoBaHHBIIH OOBSICHUTETTHHO- PaznaTounslii MaTepuan Kaprouku-3ananus
WJUTIOCTPATUBHBIM,
PenpOAYKTUBHbIN
43. | Opranuzanus paboThl C TOKYMEHTaMU. KomOuHupoBaHHBIIH OOBACHUTEIBHO- PaznaTounslii Matepuan Kaprouku-3ananus
UJUTIOCTPATUBHBIMN,
PEeNpOIyKTUBHBIH
44. | PaboTa ¢ mokyMeHTaMH, COACPIKAIIMMU KomOuHupOoBaHHEIH OOBACHUTEIBHO- Pazgarounsiit MmaTepuan Kaprouku-3ananus
KOMMEPYECKYIO TallHy HpeApHITHS WUTIOCTPAaTHBHBIH,
pEenpOLYKTUBHBIH
45. | Homenknarypa nen KomOuHMpoBaHHbIH OOBsICHUTENBHO- Pa3znatounslil MaTepuan Omnpoc
WJUTIOCTPATUBHBIN,
PENpOIYKTUBHBIH
2 moJiyroaue BTOPOii rox
46. | 3ader no AucUUIUIMHE «JlOKYMEHTHI, Tecr
KOPPECIIOHICHIIMS U JICIIONPOU3BOICTBOY
47. | ®opmupoBaHue Aei KomOuHupoBaHHBIIH OOBACHUTEIIBHO- PaznaTounslii Matepuan Kaprouku-3ananus
WJLTIOCTPATHBHBIH,
PEeNpOIYKTUBHBIH
48. | XpaHeHue jaen KomOuHMpoBaHHbIH OOBsICHUTENBHO- Pa3znaTtounslif MaTepuan Kaptouku-3aganus
WJUTIOCTPaTUBHBIMN,
PEeNpOIYKTUBHBIH
49. | OcHOBHBIC ()YHKIIUU CEKpeTaps 1o KomOuHUpOBaHHEIH OOBACHUTEIBHO- Pazparounslit MmaTepuan, Kaprouku-3ananus
obecrieyeHnI0 6€310KyMEHTAIINOHHOT O WJUTIOCTPATHBHBIH, MPe3CHTAIHA
00CITy)KMBaHHS A€ TEIBHOCTH PYKOBOIUTEIS pEnpOAYKTUBHBIN
50. | OcHOBHBIC (PYHKIIUH CEKpeTaps MO KomOuHUpOoBaHHEIH OOBACHUTEIBHO- Pazparounslit maTepuan, Kaprouku-3ananus
obecriedeHnIo 6€310KyMEHTAIIHOHHOT O WUTIOCTPAaTHBHBIH, MPe3CHTaIHA
00CITy)KHBaHUS IESTCILHOCTH PYKOBOIUTEIS PETPOTYKTUBHBIN
51. | OcHOBHBIC (PYHKITUH CEKpeTaps Mo KomOnHUpOBaHHEIH OOBACHUTEIHHO- Pazgarounsiit MmaTepuan Kaprouku-3ananus
o0ecriedeHnIo 6e310KyMEHTallHOHHOT O WJUTIOCTPaTUBHBIH,
00CITy’)KUBaHUS IS TCILHOCTH PYKOBOIUTEIS PEPOTYKTHBHBIH
52. | OcHOBHBIE (QYHKITUH CEKpeTaps Mo KomOnHMpOBaHHEIH OOBACHUTEIHHO- Pa3nmatounsIif MaTepuan Kaprouku-3amanns
obecrieueHnIo 0e310KyMEHTAIIHOHHOTO WILTIOCTPATUBHBIH,
00CITy’)KHBaHUS IS TEILHOCTH PYKOBOIUTEIS PEepPOTyKTUBHBIHA
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeToabl 00y4YeHust JMIaKTHYECKU I ®opma noaBeAeHHs
MaTepuaJl HTOI0OB
53. | Opranuzauus u JOKyMeHTUpoBaHue padboTel | KoMOMHMpPOBaHHBII OOBACHUTEIHHO- Pasparounsiii MmaTepuan Kaprouxu-3aganus
C 00palIeHUsIMU TPAXKIaH WITIOCTPATHBHBIH,
PenpOAYKTUBHbIN
54. | JoKyMeHTHI IO JINYHOMY COCTaBY (Kaapawm, KomOuHMpoBaHHbIH OOBsICHUTENBHO- Pa3naTounslif MaTepuan Kaptouxu-3aganus,
MIEPCOHANY); COCTaBJICHHE, O(OPMIICHIE U WJUTIOCTPAaTHBHBIH, TpaKTH4ecKas padora
paboTa ¢ TOKyMEHTaMHu. PENpOTyKTUBHBIH,
MPaKTHYECKUHN
55. | JIOKyMEHTHI IO JIMYHOMY COCTaBy (Kaapam, KoMOuHMpOBaHHBIIH OOBSICHATETTHHO- Pazgarounsiit MmaTepuan Kaprouku-3ananus,
MIepCOHANY); COCTaBIIeHUE, O)OPMIICHUE U WLTIOCTPATHBHBIH, IpaKkTHyeckas padbora
paboTa ¢ TOKyMEHTaMH. PETpOIyKTUBHBIH,
MPaKTUYECKUH
56. | JloKyMEeHTBI IO IMYHOMY COCTaBY (Kaapam, KomOuHMpoBaHHbIH OOBsICHUTENBHO- Pa3znatounslil MaTepuan Kaprouku-3aganus,
MepCcoHaly); cocTaBieHue, OhOpMIICHUE U WJUTIOCTPATUBHBIH, npakTHyeckas pabora
paboTa ¢ TOKyMEHTaMH. PENpOLyKTUBHBIH,
MPAKTUYECKUH
57. | JoKyMeHThI MO JIMYHOMY COCTaBY (KaJapam, KomOuHupoBaHHEIH OOBACHUTEIBHO- Pazgarounsiit MmaTepuan Kaprouku-3ananus,
MEPCOHANY); COCTaBICHHE, O(OPMIICHIE U WJUTIOCTPAaTHBHBIH, TpaKTH4ecKas padora
paboTa ¢ TOKyMEHTaMH. PETpOTyKTUBHBIH,
MPaKTHYECKUHN
58. | 3ader no aucuuIIMHE «J{OKyMEHTHI, Tecr

KOpPECHOHACHIUA U ACTOIIPOU3BOACTBO»
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3.4.4 Iucuuniuna: /lenosas kyabtypa (12 4.)

HaunmenoBanue 000py1oBanusi, NpOrpaMMHOIo odecrne4eHust

Ne Tema Popma 3aHATUHA MeTtoabl 00yuenust JInpakTudecKkui ®opMa noaABeACHUSA
MaTepuaJl HTOI0OB
1 monyroaue mepBblii o
1. OcreTHyeckas U ATUYECKask KyJIbTYypbl. Jlexuus-6ecena OOBsICHUTENBHO- IIpesenranus. Paznarounslil | ompoc
UJUTIOCTPaTUBHBIMN, Marepuan
PENpOLyKTUBHBII
2. [Tcuxonorus oOmeHns. Jlexmus-6ecena OOBACHATENBLHO- IIpe3enTanus. Pazgarounsiii | onpoc
WILTIOCTPATHBHBIH, MaTepHan
penpOaYKTUBHBIN
3. KynpTypa obmienus B chepe aesTeaIbHOCTH KomOuHMpOoBaHHBIH OOBsSICHUTENBHO- [Ipesenramnus. Paznarounstii | onpoc
cekperaps. WITIOCTPATUBHBIN, METOJl | MaTepHal
JIEMOHCTPAIIMOHHBIX
IpUMEPOB
4. KynpTypa obmienus B chepe AesTeIbHOCTH KomOuHMpoBaHHbIH OOBsICHUTENBHO- IIpesenranus. Pazgarounsiii | ompoc
ceKkpeTaps. WUTIOCTPATUBHBIM, METOI | MaTepual
JIEMOHCTPAIIMOHHBIX
IPUMEPOB
5. Kynbrypa oOuieHus B cepe nesTensHOCTH KoMOuHUpOBaHHbIIH OOBSICHUTENBHO- IIpezenTanus. PazgaTtounslit | omnpoc
cexperaps. WITIOCTPAaTHBHBIN, METOJl | MaTepHal
JIEMOHCTPaIlMOHHBIX
IIPUMEPOB
6. Kynbrypa obmienns B chepe IesITeIpHOCTH KoMOuHMpOBaHHBIIH OOBSICHATETTHHO- IIpesenTamnus. Pazgarounsiit | ompoc
cekpeTaps. WITIOCTPATHBHBIN, METOJl | MaTepHal
JIEMOHCTPALIMOHHBIX
IpUMEPOB
7. Mmumx cexperapst. KomOuHnpoBaHHbIH OOBsICHUTENBHO- IIpesenranus. Paznarounslil | ompoc
WUTIOCTPATUBHBIHN, METO | MaTepual
JIEMOHCTPAIIMOHHBIX
IpUMEPOB
8. Kynbrypa peun. KomOuHMpoBaHHbIH OOBsICHUTENBHO- IIpesenranus. Paznarounslit | ompoc
WITIOCTPAaTHBHBIN, METOJl | MaTepHal
JIEMOHCTPaIlMOHHBIX

IpHUMEpPOB
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HanmenoBanue 000py10BaHHsA, IPOrPAMMHOI0 00ecne4eHHus

Ne Tema ®opma 3aHATUHA MeToabl 00y4YeHust JMIaKTHYECKU I ®opma noaBeAeHHs
MaTepuaJl HTOI0OB
0. Kynbrypa TenedoHHOro pa3roBopa. Ypok-urpa OOBACHUTEIHHO- [Ipesenranus. Paznatounsiil | ompoc, 3agaHus
WITIOCTPAaTHBHBIN, METOJl | MaTepHal
JIEMOHCTPaIlMOHHBIX
IPUMEPOB
10. | 3auer nmo mucnumnHE «JlenoBas KyabTypa» TecT
2 mosyroame nepBblii roa
11. | DTHKET B IeMOBOIi IEepenrcKe. KomOnHMpOBaHHEIH OOBACHUTEIHHO- [Ipesenramnus. Paznarounsiit | ompoc
UJUTIOCTPaTUBHBII, MaTepua
pEenpOaYKTUBHBIN
12. | BusurHble kapTOUKH. KomOnHMpOBaHHEIH OOBACHUTEIHHO- IIpe3enTanus. Pazgarounsiii | onpoc
UJLTIOCTPaTUBHBI, MaTepua
pEenpOAYKTUBHBIN
13. | TexHuka BeeHUS U ITUKET JIEJIOBOM KoMOuHMpOBaHHBIIH OOBSICHUTETTHHO- IIpezenTanus. Pazgatounslit | Tect
Gecenpl. WJITIOCTPATHBHBIH, MaTepHa
pPenpOAYKTUBHBIN
14. | HenoBoil npoTOKOII. KomOuHupoBaHHBIIH OOBSICHUTETHHO- [Ipe3enranus. Paznarounsiii | tect
WITIOCTPATHBHBIH, MaTepHa
PEeNpOIYKTUBHBIH
15. | [IpaBuna cepBupoBkH uaiiHoro (kodeiiHoro) | KomOuHupoBaHHbII OOBACHUTEIBHO- IIpesenTanus. Pazgarounsiit | ompoc
cToJIa. WITIOCTPATUBHBIH, Marepuan
PEeNpOIYKTUBHBIH
16. | [IpaBuia npuroToBieHus u nojgayu ropssunx | KomOmHMpoBaHHBIN OOBsICHUTENBHO- IIpesenranus. Paznarounslit | ompoc
HAlUTKOB M 3aKyCOK K HUM. WITIOCTPATUBHBIH, Marepuan
pEenpOIyKTUBHBIH
17. | UHTepbep pabouero nmoMenieHus Kaxk KomOuHnpoBaHHbIH OOBsICHUTENBHO- IIpesenranus. Pazgarounsiil | tect
0011aCTh J1eNOBOTO ITHKETA. WJUTIOCTPaTUBHBIH, MaTepHan
PENpOLyKTUBHBII
18. | 3auer mo mucnuIHHE «JlenoBast KyIabpTypay» TecT
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3.5. Ouenka ka4ecTBa OCBOCHUS MPOTrPaAMMBI

Cuctema OLEHKH pe3yIbTaTOB OCBOCHHS 00pa30BaTeIbHON MPOrpaMMBbl BKIIIOUAET B ceOsl:

- OCYILIECTBJICHHE TEKYIIIEr0 KOHTPOJISI YCIIEBAEMOCTH,

- IPOMEXXYTOYHOM aTTecTaly 00y4Jaronmxcs,

- UTOTOBOM arTecTalu B (hopMe KBAIU(PUKAIIMOHHOTO 3K3aMEHa.

Texymuii KOHTpOJIb YCHEBAEMOCTH IPOBOAMTCS IEJAroroM B IIPOLECCE IPOBEICHUS
3aHATUH B OpMax M Mopsake, KoTopsle onpenaeseHsl B [lonoxxennn o popmax, NepuoguIHOCTH,
HOpPSIIKE TEKYLIEro KOHTPOJI YCIIEBAEMOCTH OOYyYarOUIMXCsl B MyHHLMIIAJIBHOM aBTOHOMHOM
YUPEXKJIEHUU JOMOJHUTEIBHOTO 00pa3oBaHus «MeXUIKOIbHbIN y4eOHbII KOMOUHATY.

IIpoMexyTouHas aTTecTalnys MIPOBOAUTCA NEAATOTOM 10 UTOTaM 3aBEPLICHUS 00YUYEHMUS
no aucuuruiiHam [ u Il momyroamii mepBoro u BTOpOro roga oOydeHus o0pa3zoBaTeIbHOM
nporpamMMsl B (popMax M Hopsizike, KOTopble omnpezaeneHsl B [lookeHUM O MpOMEXYTOUHOM
aTTecTalMy o0yYaroIuxcs Mo IporpaMMaM NnpodeccuoHanbHOro 00y4eHusl B MyHHUIMIIAJIbEHOM
ABTOHOMHOM  YYPEXIEHUH JOMOJHHUTEIBHOTO 00pa3oBaHUs «MEXIIKOIbHBIA  y4eOHBIN
KOMOHMHATY.

Hrorosas arrectanus NpOBOJUTCS aTTECTALIMOHHOW KOMHCCHEN IO UTOraM 3aBEpILUCHUS
oOyueHust 1o oOpa3oBaTesIbHOW IporpamMMe B (opMax M MOpsIKE, KOTOpPbIE OIpEeleseHbl B
[lonoxxennn 00 WTOroBOM aTTecTallid BBIMYCKHUKOB, OOyYaroIMXCS IO Mporpammam
npodeccuonansHoro ooydenus B MAY 10 «MYK».

@®opMbl, CpOKH (MEPUOAMYHOCTb) U TMOPAJOK IPOBEACHUS TEKYIIEro KOHTPOJI
YCIIEBAEMOCTH U NPOMEKYTOYHON aTTECTalH, UTOTOBOM aTTECTALMU TOBOIATCA IO CBEACHMSA
oOyyaromuxcsi B Hadale oOydeHUs 10 oOpaszoBaTenbHOW mporpamme. OIlleHHUBaHUE
OCYILECTBIISIETCA 10 S5-0aUIbHOU CHUCTEME.

OneHka WHAMBUAYaJbHBIX O00pa30BaTENbHBIX JOCTIKEHMH, OOydaromuxcs II0
pe3yJsibTaTaM TEKYyILEro KOHTPOJS YCIEBAEMOCTH, MPOMEXKYTOYHOW aTTECTallMM W WTOTOBOU

aTTECTAIlMU TTPOU3BOAUTCS B COOTBETCTBUH C YHUBEPCAILHOM MIKaIou (Tabmwmma 1).
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Taoauna 1 — OueHka MHAUBUAYAJIBHBIX 00PAa30BaTEJIbHBIX JOCTHKEHUH 00yYAOINXCS

IIpoueHT pe3yIbTATUBHOCTH
(mpaBUJIBLHBIX OTBETOB)

KauecTBeHHAasi OlleHKA MHIAMBUIYAJIbHBIX
00pa3oBaTeIbHbBIX 10CTHKEHUN

0aJ11 (0TMETKA)

BepOaIbHBIN AaHAJIOT

85 +100 B OTJIMYHO
70 = 85 4 XOPOIIO
50+70 3 YJIOBJICTBOPUTEIIHHO
meHee S0 2 HEYJIOBJICTBOPUTEIILHO

ITo MCIHMAHC Ka4YCCTBCHHBIX OLCHOK MHAWBUAYAJIbHBIX O6p330BaTCJ'IBHI)IX }IOCTI/I)I(CHI/II;'I,

00y4aroIuxcs OlpeessieTCsl UHTErpaibHasi OLEHKAa OCBOEHHBIX 00yUYarolUMUCS:

1) Ha 3Tane UTOroBO OTMETKHU KaK CpeAHel apu(pMETHUECKON O AUCIUTITUHAM:

HpO(i)eCCI/IOHaJIBHLIX KOMIIETCHITUM T10 pe3yiibTaTaM OCBOCHUA NUCIUILINH,

2) 1Mo pe3yibTaTaM MPOU3BOICTBEHHOM MPAKTUKH;

3) Ha 3Tane UTOrOBOM aTTECTAINH:

— MpoeCCUOHATIPHBIX KOMIIETCHIIUHA M0 pe3yjbTaTaM OCBOCHHS 00pa30BaTeIbHON

IIPOrPaMMBI B LIEJIOM.

3.5.1. CucteMa oueHKH Pe3yJIbTATOB OCBOCHUS 00Pa30BaATeJIbHOM MPOrpaMMbl
TeKYILero KOHTPOJIsl YCIIeBA€MOCTH U ITPOMEKYTOUYHOM aTTeCTaAlMuU

Ta6auna 2 - Kpurepun oneHnBaHus TeOPEeTHYECKOH YacTH

o0y4yarommxcs

Kpurtepun onenkn

OtmeTka «5»: pabota
BBITNOJIHEHA B 3a/1aHHOE
BpeMsi, CAMOCTOATEIIBHO,
aKKypaTHO, C
coOI0ICHUEM MPaBUII U
CTaH/JapTOB Ha
JIOKYMEHTHI,

OtMmeTka «4»: paboTa
BBITIOJTHEHA B 3a/IaHHOE
BpEMsI, CAMOCTOSTEIIBHO,
aKKypaTHO, C
coOJI0IeHUEM MTPaBUIl U
CTaH/JIapTOB Ha
JIOKYMEHTBI, IIPU
BBITIOJTHEHUH JIOTTYIICHbI
HEOOJIbIITNE HEJIOUYCTHI;

Tpynosas Bonpocsl

GyHkuus
[Ipuem u [IpaBuna Benenus 6ecepl o TenedoHy.
pacmnpe/ieieHue
TenaeOHHBIX
3BOHKOB
OpraHu3aluu
Opranu3zanus Opranu3zaiys nprema noceTuTesne.
paboTsI ¢ PaGota ¢ muchMeHHBIMU OOpaIlIEHUIMHU
MTOCETUTEIISIMU TpaXKIaH.
OpraHu3aIuu
Brimonnenue Opranuzanus u 000pyIoBaHue paboyero
KOOPAMHHUPYIOIIUX | MecTa.

OtmeTka «3»: pabota
BBINIOJIHEHA B 33J[aHHOE
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Tpynosas
bynkuus

Bomnpocsi

Kpurepun oueHku

byHKIMI

U 00eceYnBaKOIIIX

TpeboBanus1, MpeabaBIsieMble K CEKpeTapio.
[TonsiTHs 0 JOKyMeHTaxX (BUIBI).

I'OCTsI HAa TOKYMEHTBI.

OpranuzaloHHbIE JOKYMEHTHI.
PacniopsinuTenbHBIE TOKYMEHTEHI.
NudopmannoHHO-CIpaBOYHbBIE TOKYMEHTHI.
Opranuzanus paboThl C JTOKYMEHTAMH.
PaGora ¢ ucxoasimuMu JOKyMEHTaMH.
Pabota ¢ BXOASAIUME JOKYMEHTaMHU.
PaGota ¢ BHyTpeHHUMH TOKyMEHTaMH.
Pabora ¢ KoHpHUIEHITMATHLHBIMU
JOKyMEHTaMu. Peructpanus 10KyMEeHTOB.
KoHTpoms 3a ucroHeHneM 10KyMEHTOB.
Howmenxknarypa gen.

dopMUpOBaHUE JEII.

OnepaTuBHOE XpaHEHHE JIEII.

Odopmienue u caada el B apXuB.
[TpaBuna opopmiieHus TabIuUII.
[TonroroBka u 00CITy>)KUBaHHE COBEIIAHHH.

BpEMsl, CAMOCTOSTEIILHO,
C HapyUICHUEM TPaBUII U
CTaHJIAPTOB Ha
JIOKYMEHTEI, OT/JICIIbHBIC
Ooncpanru BbIITOJHCHEI C
OTKJIOHEHUEM OT
oOpasma; opopmMIIeHO
HEOPEKHO;

OTMeTKa «2%»: yYEeHUK
CaMOCTOSATEIIBHO HE
CIIpaBUJICS ¢ PabOTOi,
MpaBUJIa U CTAHJAPTHI HA
JIOKYMEHTBI HE
COOJTIONICHBI, TIPH
BBITMIOJTHEHUH JIOTTYIIEHbI
OOJIBIIINE OTKIIOHCHUS,
0hOopMIIEHO HEOPEIKHO 1
MMeeT HEe3aBEpLICHHBIN
BU]I.

Taoauna 3 - Kpurepun oneHUBaHUS MPAKTHYECKOH YaCTH

Tpynosas Bomnpocsl Kpurtepun ouenku
pyHkuus
ITpuem u Odopmnenue tenedoHOrpaMMBbI. Otmetka «5»: paborta
pacnpeneneHue BBINOJIHEHA B 3a/1aHHOE
Tes1e()OHHBIX BpEMs1, CAMOCTOSITENILHO,
3BOHKOB aKKypaTHO, C COOJIIOJIEHUEM
OpraHu3aIuu MPaBUJI U CTAHJAPTOB HA
JIOKYMEHTHI;
Opranuzanus OdopmiieHne cripaBKH. Otmetka «4»: pabora
paboThI € BBITNIOJIHEHA B 33/1aHHOE
MIOCETUTEISIMU BpEMs, CAMOCTOSATEIIBHO,
OpraHu3aluu aKKypaTHO, C COOJII0/IEHUEM
MIPaBUJI U CTAHJAPTOB HA
JOKYMEHTBI, IIPH
BBITOJIHEHUH JOITYIIIEHBI
HeOOJIbIINE HETOYETEL,
Boinonnenue Odopmiienue akra. Otmetka «3»: pabora
koopauHupyomux | OdopmieHue cxemsl. BBINIOJIHEHA B 33JJaHHOE
u obecrieunBaromux | Odopmienne guarpammsl B MS Word. BpeMsl, CAMOCTOSITENIBHO, C
GbyHKIMl Odopmiienne BBIMMCKU U3 IPUKa3a Mo HapylIEeHUEM IPaBUI U
OCHOBHOI1 J1€T€IbHOCTH. CTaH/apTOB Ha JOKYMEHTHI,
Odopmienne JOHKHOCTHON OT/IeJIbHBIE OllEepaLuU
MHCTPYKIIWH. BBITOJIHEHBI C OTKJIOHEHUEM
OdopmiieHne pyKONMCHOTO TEKCTa. oT 00pa3ua; opopMIeHO
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Tpynosas Bomnpocsl Kpurtepun ouenku
pyHkuus
OdopmieHue nucrMma. HEOPEIKHO;
Odopmnenue Tabmums B MS Word.
Odopmnenue nuarpammel B MS Excel. OTMeTKa «2»: yYEeHUK
Odopmnenue Tabnubs B MS Excel. CaMOCTOSITEIIEHO HE
OdopmieHne npoToKoIa. CIpaBHJICS C paboOTOiA,
Odopmiienne ykazaHusi. NpaBwJIa U CTAHJAPTHI HA
Odopmienne pacopsKeHHs. JIOKYMEHTBI He COOJIOICHBI,
Odopmienue 3asBICHHS B BUJIC IIPH BHITIOJTHCHUH
ra0JIoHa. JIOTIYIIEHBI OONbIINE
OdopmieHue nmpe3eHTaIuy. OTKJIOHCHWSI, 0()OPMIICHO
Odopmnenue npukasa o OCHOBHOM HEOPEIKHO U UMEET
NESITEIIBHOCTH. HE3aBEPIICHHBIN BH/I.
Odopmienne TOKIaIHOMN 3aTUCKH.
Odopmiienue norosopa.
OdopmneHne pacucKu.
Odopmiierre 00BACHUTETHLHOM 3aMUCKH.
OdopmreHne BHIMTUCKU U3 TPOTOKOJIA.

3.5.2. CucreMa OLIeHKH pe3yJIbTATOB OCBOCHHS 00pa30BaTeJIbHOM NPOrpaMMbl
HA UTOrOBOM aTTECTALUH

HTorosast arTecTanys 1o nporpamme mpogpeCcCUOHAIBHOM MOATOTOBKY 10 CIIEIHATLHOCTH
26353 «CekpeTapb-MalllMHUCTKa» MPOBOIUTCS B (hopMe KBAIN(UKAITMOHHOTO 3K3aMEHa.

Keanugurkayuonnwiit sx3amen nposooumces 6 guoe:

I) Teoperuueckoit yacTu: 3amMTH MPOEKTHOM pa6oThl. Tembl B npunoskenuu E.1;

I)mpaxTrueckoii yacTu: BHIMOTHEHHS NMPAKTHUECKOTO 3a4aHus (oGopMIeHHE TIPHKA3a,
nucbMa, Tabmauibl, cxemsl U 1p.) B MS Office — 3aganus nmpencTaBieHsl B 9K3aMEHALIMOHHOM
ounere (mpunokenue E.2)
3awguma npoexmmuoii pabomuol 6K1104UaACM 6 CEOA:

1) 3ammUTy NMPOEKTHBIX paboT oOyvaronmmucs, He 6onee 10 munyT (1 padora);

2) TO/IBEICHUE UTOTOB.

1 sram — mpexacraBieHHME U 3amMTa pabOThl C MCIOJIB30BAHUEM KOMIIBIOTEPHOMH
IPE3EeHTaLUH.

2 9Tan — MoABEACHNE UTOTOB (OTMETKA 10 MATHOAITLHOU CUCTEME).

Ommemxka 8blCMAGISAEMC YIeHAMU KOMUCCUU NOCTe 3auunivl o6yqaiou;eeoc;z.
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Taoauna 4 — Kpurepuu oneHuBaHUS 3alIUTHI MPOEKTHOM padoThI

Onenka

Kputepun onenkn

OTMeTKa «5»:

y6e,Z[I/IT€J'II>HOG n APKOC IMPCACTABJICHUC JIMTCPATYPHBIM A3bIKOM,
TOYHOC HCIIOJIB30BAHUC TCPMHUHOJIOTHU, UMCCTCA IPC3CHTALUA. ITokazaHbl
FJ'IY6I/IHa 1 CTCIICHb HpOpa6OTaHHOCTI/I IIpOCKTa, YMCHHC OTBCYATbL Ha
BOIIPOCHI, JAKOHWUYHOCTHL MW AapPryMmMmCeHTHPOBAHHOCTL OTBCTOB IIPOCKTA.
BLICTyrIJ'IeHI/Ie YJIO0XKHJIOCH B OTBECACHHOC BPpCM:.

O1MmeTKa «4»:

Hpe,[[CTaBJ'IeHI/IC JIATCPATYPHBIM  SA3BIKOM, TOYHOC HUCIIOJIB30BAHUC
TCPMHUHOJIOTUH; HMCECTCA IPC3CHTALNA. IToxazaHbl FJIy6I/IHa n CTCIICHb
HpOpa6OTaHHOCTI/I IMPpOCKTa, YMCHHUC OTBCYUATb HA BOIIPOCHI OIIIIOHCHTOB,
JIJAKOHUYHOCTb W aAPryMCHTHPOBAHHOCTL OTBCETOB IIPOCKTA. BI)ICTYHJIGHI/IC
YIO0XWIOCh B OTBCACHHOC BpPCMs, HO IIpU 35TOM JOMYHICHBI ABC-TPU
HCCYIICCTBCHHLIC OHII/I6KI/I, HCITPABJICHHBIC 10 Tpe6OBaHI/IIO KOMUCCHH.

OtMmeTKka «3»:

[IpencraBnenue paboThl ¢ 3aMUHKaMH, HE3HAYUTEIbHBIC OIMMOKH B
peuyr, HETOYHOE WCMOJIb30BAHUE TEPMUHOJIIOTUU, HE YJIOXKUIUCH B
OTBEJICHHOE BpeMsl, HE CYIIECTBEHHbIE OIIMOKM Ha 3a/JaHHbIE BOIPOCHI WU
OTCYTCTBHE OTBETOB Ha HuX. MIMeeTcs mpe3eHTanus

OTMeTKa «2»:

[IpencraBnenue paboOTHl ¢ 3aMMHKAaMH, HECBSI3HAs peyb, OUIMOKU B
peur, HENpaBWIbHOE HCIOJIb30BAaHHE TEPMHUHOJIOTHH, HE YJIOXWINCH B
orBefieHHOEe Bpems. CyllecTBEHHbIE OINMOKHM Ha 3aJaHHbIE BOIPOCHI HIIU
OTCYTCTBHE OTBETOB Ha HUX. OTCYTCTBHE MPE3ECHTALUH.

Tabauna 5 — Kputepuu oueHnBaHusi coAepKaTeJbHOH YaCTH NPOEKTHOI padoThl

Ounenka

Kpurepun onenkn

OtMmeTka «5»:

Bo BBenmeHun mpuBOAUTCS 0OOCHOBaHHME BHIOOpPA KOHKPETHOW TEMBI,
MOJTHOCTBIO PACKPBITA aKTyalbHOCTh. VIMEIOTCSI TOCTaHOBKA MPOOJIEMBI U €e
000CHOBaHHOCTbH, (POPMYJIMPOBAHKE I U 3a/1a4. BeIIBUHYTa THIIOTE3a U
METO/IbI €€ UCCIIeI0BAaHMs. Y Ka3aHbl O0BEKT U MPEAMET HCCIIeIOBAHMS.

OcHoBHasl yacTh pabOThI: COAEPHKATCS OCHOBHBIE TEPMHUHBI, U OHU
aJIeKBaTHO UCTIOJIb30BaHBL; BCS HeoOXxoauMas uHpOopManus
NPOaHATN3UPOBAHA, BBIYJICHEHA, JOTHYECKH CTPYKTYpHUpPOBaHa.
[TpucyTCTBYIOT BBIBOABI U TPaMOTHBIE 0000IIEHUS.

B 3akimroueHuM cAenmaHpl JIOTHYHBIE BBIBOABI, a COOCTBEHHOE
OTHOLICHHE BBIPAKEHO YETKO. ABTOP I'PaMOTHO JE€MOHCTPHPYET OCO3HAHUE
BO3MOYKHOCTH ITPUMEHEHHS UCCIICAYEMBIX TEOPHIA, METOAOB Ha MPAKTHKE.

[Ipu HaMUuUuU NPUIOKEHUHA B paboTe, YUUTHIBACTCS MX IMPABHIBHOE
odopmiieHHE.

ABTOp aJeKBaTHO NPUMEHSAJ TEPMUHOJOTHIO, MPABUIBHO O(OPMUII
cceuiku.  Odopmienne padbotel cooTBeTcTBYeT TpeboBanusam ['OCT,
o6ubnuorpadus, npunoxeHus ohopMIICHBI HAa OTIIMYHOM YPOBHE.

O06BEM paboTel 3akmoyaercs B npeaenax ot 20 no 30 ctpaHuil.

Ot1MmeTKa «4»:

Bo BBeneHuu conepkKHUT HEKOTOPYHO HEYETKOCTH (hopMynupoBok. B
OCHOBHOM €€ 4acTh HE BCerga IPOBOAMUTCS KPUTHYECKUI aHAJIN3,
OTCYTCTBYET aBTOPCKO€ OTHOLIEHME K H3y4Y€HHOMY Marepuairy. B
3aKJIIOYCHUH HEaJCKBaTHO HCIOJIb30BaHA TEPMMHOJIOTHUS, HAOIIOAAI0TCS
HE3HAYUTEJIbHbIE OUIMOKU B CTUJIE, MHOTHE LIUTAThl TPAMOTHO O(OPMIIECHBI.
JlomymieHsl He3HauMTeNbHbIE HETOYHOCTH B OQopmiieHHH Oubauorpadum,
MPUIOKECHUH.
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Onenka

Kputepun onenkn

O1MmeTKa «3»:

Bo BBeIeHHY COJCPIKUT JIMIIB MONBITKY 000CHOBAHHUS BEIOOPA TEMBI U
aKTyaJIbHOCTH, OTCYTCTBYIOT 4€TKMe (OPMYIMpPOBKH. PacruibiByato
OTpeIeNICHBI 3aa4i M LN, IPOOJIEMHBIH BOIIPOC, THUIIOTE3a H METOJBI e
UCCIeI0BaHMs, O0BEKT U NPEIMET MCCIIEAOBAHUS U0 HE BCE MOJIHOCTBIO
yKa3aHBbl.

OCHOBHOE CcOJep)KaHUE - TEepPecKa3 UyKUX Wi, HapylIeHa JIOTHKA
U3JI0XKEHHUSI, aBTOP HOMBITAICS C(HOPMYITHPOBATH BBIBOIBI.

B 3akiroueHuM aBTOp MOMBITANICS CAeIaTh 0000IEHHs, COOCTBEHHOTO
OTHOIICHUS K pa00Te MPaKTHYECKU HE MPOSIBUIL.

B npuiioskeHnu 0MynIeHo HECKOIBKO rpyObIX ommbok. He BeiaepkaH
CTWJIb M CTPYKTypa HIpOEKTa B IIEJIOM, YacTO HEBEPHO YHOTPEOISIOTCS
HAay4HbIC TEPMHUHBI, CCBUIKH O(QOPMIICHBI HETPaMOTHO, HaOIrOIaeTCs
IIaruar.

OTMeTKa «2»:

Bo BBeseHHMU HE CONEPKUT OOOCHOBAaHHUS TEMbI, HET aKTyalH3alud
TeMbl. He o0o03HAYeHBI 1enu, 3a1a4yu, MPOOJIEMHBIH BOIPOC, THUIIOTE3a H
METOJIbI €€ UCCIICOBAHMSI, O0BEKT U TIPEAMET HCCIICIOBAHMUS.

Ckynoe oCHOBHOE coziep:kaHue. BHyTpeHH:s JToruka BCero U3JI0KeHUs
npoekTa cnabas. HeT KpUTHUECKOTO OCMBICIEHHS TPOYUTAHHOTO, KaK H
coOcTBeHHOTr0 MHEeHUs. HeT 0000111eHIIi, BEIBOIOB.

3aKIII0YCHNUE TAaKOBBIM HE SIBJIsieTCs. B HEM He npUBEICHBI TPAMOTHBIC
BBIBOJIBI.

He npaBunbHO odopmienbl npuinoxkeHus. B pabore Habmomaercs
OTCYTCTBHE CCBUIOK, IUIarWaT, He BBIIEPXKaH CTHIb W CTPYKTYpa,
HEaJIeKBaTHOE UCIIOJIb30BAHUE TEPMUHOJIOTHH.

ITo odopmnenuto HabOmOmaeTCS P HEIOYETOB: HE COOJFOICHBI
ocHoBHbIe TpeOoBanus ['OCT, a 6ubanorpadus ¢ NpUIOKEHUIMHU COAEPHKAT
MHoro ommbok. Menee 20 ctpanuil 00bEM Bceil paboTHI.

Tab6auna 6 — OueHka Ka4ecTBa 0CBOCHHMS IPOIPAMMBbI NPAKTHYECKOH YacTH

Tpynosas Bomnpocsl Kpurtepun ouenku
bynkuus
[Ipuem u Odopmnenne tenedoHOrpaMMBbI. Otmetka «5»: paborta
pacnpeneieHne BBIIIOJIHEHA B 33JJaHHOE
Tese(hOHHbBIX BpEMs1, CAMOCTOSITENILHO,
3BOHKOB aKKypaTHO, C COOJII0IEHUEM
OpraHu3aIuu MIPaBUJI U CTAHJAPTOB HA
JIOKYMEHTHI,
Opranu3zanus OdopmieHue cripaBKH. OtmeTka «4»: pabora
paboThI € BBINIOJIHEHA B 33JJaHHOE
MOCETUTEISIMU BpEMsI, CAMOCTOSITENILHO,
OpraHu3aIuu aKKypaTHO, C COOJII0/IEHuEM
MIPaBUJI U CTAHJAPTOB HA
JIOKYMEHTBI, IPU
BBITTOJTHEHUH JOMYIICHBI
HEeOObIINE HET0UEThI;
Boinonnenue Odopmienue akra. OtmeTka «3»: pabora
KoopauHupytomux | OgopmiieHHe CXEMBI. BBINIOJIHEHA B 33JJaHHOE
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https://www.пишем-диплом-сами.рф/aktualnost-diplomnoi-raboty
https://www.пишем-диплом-сами.рф/tcel-i-zadachi-issledovaniia-diplomnoi-raboty
https://www.пишем-диплом-сами.рф/plan-diplomnoi-raboty
https://www.пишем-диплом-сами.рф/kak-pisat-originalnuiu-kursovuiu-rabotu
https://www.пишем-диплом-сами.рф/primery-vvedenii-diplomnoi-raboty
https://www.пишем-диплом-сами.рф/kak-pravilno-vybrat-temu-dlia-kursovoi-i-diplomnoi-raboty
https://www.пишем-диплом-сами.рф/zakliuchenie-kursovoi-raboty
https://www.пишем-диплом-сами.рф/oformlenie-podstrochnykh-i-zatekstovykh-snosok-v-kursovykh-i-diplomnykh-rabotakh
https://www.пишем-диплом-сами.рф/antiplagiat-diplom-kursovaia-referat
https://www.пишем-диплом-сами.рф/standarty-oformleniia-diplomnykh-kursovykh-referatov
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Tpynosas
bynkuus

Bomnpocsl

Kpurepun oueHkun

1 00eCIIeunBaroINX
byHKIMI

Odopmnenue nuarpammel B MS Word.

OdopmiteHre BBIHCKH U3 TIPUKa3a Mo
OCHOBHO JIeATEeIHHOCTH.
Odopmienune 10MKHOCTHON
WHCTPYKIIUU.

OdopmiteHre pyKOIMCHOTO TEKCTA.
Odopmnenue nmuceMa.

Odopmnenue Tabauis B MS Word.

Odopmnenne nuarpammel B MS Excel.

Odopmnenue Tabauie B MS Excel.
OdopmieHne mpoToKoIa.
Odopmienue ykazaHusl.
Odopmiienne pacropsKeHHS.
OdopmiieHue 3asiBICHNS B BUTIE
mabioHa.

OdopmiteHne pe3eHTaIH.
Odopmienue nmpukasa mo OCHOBHOM
JeSITEITLHOCTH.

OdopMieHue TOKIaTHOMN 3aTHCKH.
OdopmiieHue 10roBopa.
OdopMmieHre pacIIUCKH.

Odopmrnenne 00bSICHUTEILHON 3aMUCKH.

OdopmiieHre BBIMMCKHA U3 IPOTOKOJIA.

BpEMsl, CAMOCTOSITENILHO, C
HapyIIeHUEM MTPABUI U
CTaHJapTOB Ha TOKYMEHTHI,
OTJEINIbHBIC OTIEPAIIUN
BBITIOJIHEHBI C OTKIIOHECHUEM
oT 00pa3ina; ohopMIICHO
HEOPEXKHO;

OtmeTKa «2»: y4eHHUK
CaMOCTOSITEJILHO HE
CIpaBHJICS C paboOTOil,
MpaBWJia U CTaHIapThl Ha
JIOKYMEHTBI HE COOJIIOIEHBI,
MIPH BBITTOJTHEHUH
JIOTTYIIICHBI OOJTBIITNE
OTKJIOHEHHUsI, 0OPMIIEHO
HEOPEXKHO U UMEET
HE3aBEPIICHHBII BH/I.

HopesyﬂbmamaM 6blNOJIHEHUA meopemutwcxoit u npaxmuuecxoﬁ uacmeii 6b1600UMCA

umozosasa ommemka (Kaxk cpeoneapugpmemuueckasn). Ecnu cpeoneapugpmemuuecrkoe uucno

nonyuyaemcsa OpoOOHBIM, MmO

mamemamuiuecKozo

OKpy2ileHusl.

umozecoeana ommemkKa

Ilpu ycnewmnou

npuceaugaemcs 3 (mpemaus) Kamezopus.

epicmaesniaiemca no

coauu  uUmoz2060i

npaesujiam

ammecmayuu

Tabdauua 7 - Kpurepum HTOroBOro OneHHWBAHUSI M NPHCBOEHHE KBAJIU(PUKALMOHHOTO

YPOBHA (KaTeropus):

HToroBwlii pe3yjbTaT (0TMETKA)

KpainpukanuoHHbiii YpoBeHb (KaTeropusi)

«5» - OTIINYHO

3 kareropus

«4» — xopo1o

3 kareropus

«3» - yIOBJIETBOPUTEIHHO

3 kareropus

«2» - HCYIOBJICTBOPUTCIBHO

Karer OpHs HE IPUCBANBACTCSA
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4. OPTAHUBAIIMOHHO-IIEJATOI'MYECKHUE YCJIOBUA
PEAJIN3ALIUUA ITPOT'PAMMBbI

4.1. CBeeHusi 0 LITATHBIX MEJArOrH4eCKUX Pa00THUKAX (BHEIIHUX
COBMECTHUTEJISAX), IPUBJIEKAEMbIX K pPeaJu3aluH MPOrpaMMbl

Ne ®.1.0. mactepa JosxHOCTH OO0umit
n/n nexaroru4ecKui
CTaxK padoThI
1 2 3 4

Crapumit negaror

21 rox
JOTIOTHUTEILHOTO 00pa30BaHUs

1 | benskoBa Onbra BianumupoBHa

4.2. Ucnosib30BaHue HATJISIAHBIX MOCOOMI M IPYIUX YU4eOHBIX MAaTepPHAJIOB
NPH peajiu3aly NporpaMmsbl

Jlnst peanu3anuy mporpaMMbl PO ECCHOHAIIBHON MOATOTOBKH 10 CHeIuaIbHOCTH 26353
«CekpeTapb-MalIMHUCTKA» UCIIOIb3YETCs yUeOHBINH KaOUHET, 000pyJOBaHHBII:

- MOCAaJOYHBIMU MECTaMH I10 KOJIMYECTBY 00yYaIOLINXCS;

- paboYMM MECTOM Mpero1aBaTes;

- KOMITbIOTEpaMU;

- MAITYIIUMHU MAaITAHKAMU;

- IPUHTEPOM;

- CKaHepoM;

- UIHTEPAKTUBHOM JIOCKOM U MYyJIbTUMEIUHHBIM KOMIUIEKCOM C JIMIEH3UOHHBIM
MIPOTrpaMMHBIM 00€CTICUCHUEM;

- HOpPMaTHBHBIMH JOKYMEHTAMHU;

- METOJIUYECKOU JIUTEPATYPOH;

- yueOHO-HaIJIIHBIMH [TOCOOUSIMU;

- o0yyaromumMu punbmMamu.

[Ipu peanusanuu BbINIEyKa3aHHBIX METONOB M (OpPM M3yyeHHUs MaTepuasia Kypca Io
o0Opa3oBaTeNbHON TporpamMme MpodecCHOHANBHOM MOATOTOBKM MO chenuanbHocTh 26353
«Cexperapb-MalllMHUCTKa» MPeyCMaTPUBAIOTCS CIEAYIOIINE BHUJIbI CAaMOCTOSATENILHOW pabOThI
oOyyJaromuxcsi:

— pabota ¢ y4eOHO-METOJUYECKUMHU NOCOOUSIMH (KOHCHEKT JIEKIH, METOIUYecKHe
PEKOMEH/IAIINH );

— paboTa ¢ peKOMEHI0BaHHOW JIUTEPaTypOi, HOPMaTUBHO-IIPABOBBIMU JIOKYMEHTAMU;

— BBIIIOJIHCHHEC TCCTOBLIX U IIPAKTUYCCKUX SaHaHHﬁ;



57

— 3aMepbl CKOPOCTH M Ka4eCTBa MeYaTu;
— pabora B HHQOPMAITHOHHO-TEJIEKOMMYHHKAIIMOHHOM ceTH HTEepHET.
[IpomexxyTouHasi aTTecTalys MpeIyCMaTPUBAET BBHIIIOJHCHUE 3aYCTHBIX padoT (TECThl U
MPaKTUYECKHE 3aTaHU).
[MpodeccronanbHOE 00yUCHNE 3aKaHIMBACTCS KBATH(PUKAITMOHHBIM SK3aMEHOM:
— TeOpEeTHYECKasl YacTh: 3alTUThI MPOSKTHON pabOThI (Ha BEIOOP);
— TpaKTUYeCKas YacTh: BBIMIOJHEHUE MPaKTUYECKOro 3amaHus (oQopMiIeHHE MpHUKa3a,

nucbMa, TabiuIlel, cXxemsl U 1p.) B MS Office.
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5. COCTABUTEJIN IPOI'PAMMDbI

Bbensikosa O.B., crapimii neiaror JOMOJHUTEILHOTO 00pa30BaHUs



e ".\

MyHHuIMNAJIBHOE ABTOHOMHOE yYpeskAeHue T0TOJHUTEIbHOro 00pa3oBaHus
«MeKIKOJIbHBII y4eOHbIil KOMOUHAT»

PACCMOTPEHO YTBEPX/IEHO

Ha MeToanYeCKOM COBETE npuxazom MAY/[O « MYK»
Ilpomoxon Nel om 20 aseycma 2021 e. om 01 cenmsaops 2021 2. No221
PACCMOTPEHO

Ha CoBere y4eHHYECKOTO CaMOYTIPaBIICHHS
Ilpomoxkon Nel om 01 cenmsabpsa 2021 2.

Pabouasi nporpaMmma BOCIIMTaAHUS
K IporpaMMe npodeccuoHajbHO MOATOTOBKH
M0 J0JKHOCTH CJIyKAIIEro

26353 «Cexkperapb-MallIMHUCTKA)

Kupunm — 2021
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1. OCOBEHHOCTHU BOCIIMTATEJBHOI'O ITPOLECCA

B 1enocTHOM mMegarormyeckoM MpoIecce BaXKHOE MECTO 3aHHMMAeT IMPOLECC BOCHUTAHUS
(BocturatenbHbid Tiporecc). CyIIHOCTh, a Takke MECTO MU POJIb 3TOTO IMpOIecca JIerde BCEro
00HapyXHTh, paCCMAaTPUBast €r0 B CTPYKType OoJiee obmiero mnpormecca GOpMUPOBAHUS JTUIHOCTH.
Tam, rne hopmMupoBaHHE TMYHOCTH MMEET YIPABISIEMbIH, KOHTPOJIUPYEMBIH XapakTep, I/1e JTI0Iu
PYKOBOJACTBYIOTCSI CO3HATEJIbHBIMA HAMEPEHUSAMH, IACHCTBYIOT HE CTHUXMMHO, a II0 3apaHee
HAMCUCHHOMY IUIaHY B COOTBETCTBHH C IOCTABJICHHBIMU 3a/1a4yaMH, W TPOSIBIISCTCS BOCIUTAHHE.
Bocnuranue — mporecc IeleHanpaBlieHHOTO (OPMUPOBAHHS JUYHOCTH. OTO  CIEIUATBEHO
OpPTraHN30BaHHOE, YIPABIIEMOE U KOHTPOIMPYEMOE B3aMMOJCHCTBHE OOYYAIOIIMXCS U MEAaroros,

KOHEUHOM! CBOEH 1IeNbI0 nMeronee (popMUpOBaHHE TUYHOCTH, HYKHON M MOJIE3HON OOIIECTBY.

2. TIEJIb M 3AJIAYM BOCTIUTAHUS

CoBpeMeHHBIN HAllMOHAIBHBIN Hi€all JIMYHOCTH — 3TO BHICOKOHPABCTBEHHBINW, TBOPUYECKUH,
KOMIIETEHTHbIM rpakaaHuH Poccun, nmpuHmmaromuii cynp0y OrtedecTBa Kak CBOIO JIMYHYIO,
OCO3HAIOIIEH OTBETCTBEHHOCTh 32 HacTosIee U Oyayllee CBOEH CTPaHbl, YKOPEHEHHBIH B 1yXOBHBIX
U KyJbTYPHBIX TPAAULHUAX POCCUKCKOT0O HAPOAA.

Vcxons U3 3TOro BOCIHUTATENIFHOTO HJealia, a TaKk)kKe OCHOBBIBAasCh Ha 0A30BBIX JJIS HAIIIETO
o0miecTBa LEHHOCTIX (CeMbs, TPy, OTEYECTBO, HPUPOAA, MHUp, 3HAHUA, KYJbTypa, 370pOBBE,
4eJI0BeK), 0011as yenb 6ocnumanusi— TMYHOCTHOE pa3BUTHE 00YyYarOIIUXCs, TPOSBILIOIIEEC:

1) B yCBOCHMYU UMH 3HAHHI OCHOBHBIX HOPM, KOTOPBIE OOIIECTBO BEIPAOOTAIO HA OCHOBE ATHX
[IEHHOCTEH (T.€. B yCBOCHUU MU COITUATBHO 3HAYMMBIX 3HAHHN );

2) B pa3BUTUM UX MO3UTHUBHBIX OTHOIIEHUH K ATUM OOIIECTBEHHBIM LEHHOCTSIM (T.€. B
Pa3BUTHH UX COLMATBHO 3HAUUMBIX OTHOILIEHUIT);

3) B npuoOpeTeHUN MMM COOTBETCTBYIOLIETO 3TUM LIEHHOCTSM OIBITAa MOBEJEHUS, OIbITA
npuMeHeHHs: C(HOPMUPOBAHHBIX 3HAHUM W OTHOLICHWH Ha TpaKTHUKE (T.€. B MPUOOPETEHUH UMHU
OIIbITAa OCYILIECTBICHUS COLIUAJIBHO 3HAYUMBIX JEI).

B BocnuTaHuM naerel IOHOLIECKOrO BO3pAacTa TAaKUM MPUOPUTETOM SBIISETCS CO3JaHHE
0JIarONpUATHBIX YCIOBHH JUIsl IPUOOPETEHUsT 00YYarOIMMUCS OIbITa OCYIIECTBICHHS COLUAIBHO
3HAYMMBIX JEII.

Brienenue 1aHHOTO IPHOPUTETA CBA3AHO C OCOOCHHOCTSAMU PeOST IOHOIIECKOr0 BO3pacTa: ¢
UX MOTPEOHOCTHIO B KM3HEHHOM CaMOOIpEAEIeHNH, B BHIOOPE JajdbHEHIIEro KU3HEHHOTO IMYTH,
KOTOPBIM OTKpPBIBAETCA IEpe] HUMHM Ha IMOPOTre CaMOCTOSITEILHOM B3pociion ku3HW. ChenaTth
MPaBWJIbHBIN BHIOOP CTapIIEKIACCHUKAM MOMOYKET MMEIOLIUICS Y HUX peasIbHbIM MPaKTHUECKUM,

COLIMAJIBHO 3HAYMMBIH OTBIT, KOTOPBIH OHU MOTYT MpHOOpecTh. ITO:
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- OTIBIT JIeJI, HAIIPaBJICHHBIX Ha 3a00TYy O CBOCH CeMbE, POJTHBIX M OJIM3KHUX;

- TPYJIOBOM OTIBIT, OTBIT YUACTHUS B TIPONU3BOJACTBCHHOMN MPAKTHKE;

- OIIBIT JACSITEILHOTO BBIPAKEHHUSI COOCTBEHHOW TPayKTAHCKOW MO3UIUH;

- ONBIT CaMOCTOSITENILHOTO TMPUOOPETeHHsS HOBBIX 3HAHUWM, MPOBEICHUS HAYYHBIX
WCCIIeIOBAaHUH, OTIBIT MPOEKTHOM ACATEILHOCTH,

- OIIBIT U3YYCHUS, 3aITUTHl M BOCCTAHOBIICHUS KYJIBTYPHOTO HACJIeUS YEJIOBCUSCTRA,

- OIIBIT TBOPYECKOTO CAMOBBIPAKCHHS,

- ONBIT BeJCHUS 3J0POBOro 00pa3a )KU3HHU U 3a00THI O 3I0POBbE APYTUX JIOJIEH;

- OMNBIT OKa3aHHUs MOMOIIM OKPY>KAIOUIMM, 3a00Thl O MalbIIaX WM MOXHIBIX IIOJAX,
BOJIOHTEPCKUU OTIBIT;

- OIBIT CAMOIIO3HAHUS M CAMOAHAJIM3a, OMBIT COIMAILHO MPUEMIICMOTO0 CAMOBBIPAXKCHUS U
camopeau3aIum.

JIOCTHKEHHIO TIOCTABIECHHOW 1€ BOCIHTAHHUS IIKOJBHUKOB CIIOCOOCTBYET pelIeHHe
CJICAYIOIINX OCHOBHBIX 3A0aU:

1) peanW30BBIBATH BOCIHMTATCILHBIE BO3MOXKHOCTH  MEPONPHITHH, IOJICPKUBATH
TPaJULMU UX KOJUIEKTUBHOTO TUIAHUPOBAHUS, OPTaHU3AI1H, IPOBEICHUS U aHAIN3a;

2) OpraHM30BBIBATH JJIs O0YYAIOIIUXCS SKCKYPCUH, SKCIICIUIINHI, TOXO bl U PEaTU30BhIBATD
HMX BOCIIMTATEJIbHBIN ITOTEHIHAT,

3) OopraHuM30BBIBATH MPO(POPHUEHTAIIMOHHYIO pAOOTY C 00YUIAIONUMHUCS;

4) opraHu3oBaTh PAa0OTy € HMX POAMUTEIAMH WM 3aKOHHBIMU IPEICTABUTEIISIMH,
HaIpPaBJICHHYIO HA COBMECTHOE pellieHre MPoOIeM JINYHOCTHOTO PAa3BUTHUS JETEH.

[TnanomepHas peanu3anus MOCTABICHHBIX 3a7a4 IO3BOJIUT OPraHW30BaTh WHTEPECHYIO H
COOBITUIHO HACBHIIICHHYIO JKM3Hb JIeTed M TeaaroroB, 4ro cTaHeT A((PEKTUBHBIM CIIOCOOOM

NpoGUIAKTUKY aHTHCOLUAIBHOTO MTOBEICHHS 00YJarOIIIXCSI.

3. BUAbI, ®OPMbI U COAEPKAHUE JEATEJIBHOCTHU

HpaKTI/I‘IeCKaSI pcanusanuAa ejiu U 3a1a49 BOCIIUTAHUA OCYIICCTBIIACTCA B paMKaXx CIICAYIOIIUX

HaNpaBJICHUH BOCITUTATENBHOM paboThI (Tab.8):



Tabdauua 8 — HampasieHnst BocUTATEIbHOM PadoThl
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CO3HATEIBHOTO U
TYMaHHOTO OTHOIICHHS K
cebe u croemy
dusnueckomy u
NICUXMYECKOMY 3710POBbBIO U
BBITIOJTHECHUSI
AJIEMEHTAPHBIX MTPABHII
310pOBbECOCPEIKEHUS

MO3UTUBHBIX U HETaTUBHBIX (pakTOpax,
BIIUSIOIIMX HA 310POBLE;

- (hopmupoBaHue npeACTaBICHUS O
paLMOHAJILHOW OpPraHU3aluy PEKUMa JIHA,
y4€0BbI U OTJBIXA, IBUTATEIILHOM
AKTUBHOCTH

Hanpasienue Hean 3agaun DopMbl U BUABI AeATEJILHOCTH
I'paxxknancko- PopMHpPOBAaHNE AKTUBHOM |- pa3BUTUE CUCTEMBI NATPHUOTUIECKOTO — Oecena,
NATPHOTHYECKOE KU3HEHHOW MO3ULNH, BOCIIUTaHMsA, POPMHUPOBAHNE —  BHJIEOMPOCMOTP,
BOCIIMTAHHUE NOTPEOHOCTH B TPaKTaHCKOM MO3UINH, KYJIBTYPbI — wundorpaduka,
CaMOCOBEPIIECHCTBOBAHUM, |MHTEJUIEKTYyaJIbHON U JIMYHON — [OJIyYeHNE U 3aKpEIUIEHHe 3HaHMUl,
CHOCOOHOCTH YCHEIIHO CaMOCTOSATEJIBHOCTH, ITOOIIPEHHE —  HcCIe/OBaHNE HH(OPMALMOHHBIX
a1arTUPOBATHCS B UH/IMBUAYAIbHOCTU peOEHKa; HCTOUHUKOB.
OKpY’KarolleM MUpe - y4acTH€ B CIIOPTUBHBIX MEPOIPUATHUSAX,
KPY’KKaX, CEKLUAX, OBJIaJICHUE 3HAHUSIMU
U 3JI0POBbE cOeperaronmmu
TEXHOJIOTUSIMH, TPOPUIAKTUKA KypEHHS U
3710yNOTPEOJICHUS ICUX0aKTUBHBIMU
BELIECTBAMMU
3nopoBbecoeperaromee | Co3nanue yCIoOBHM s - (hopmupoBaHUE MPEACTABICHUS O — HWHCTPYKTaX,
BOCIIMTAHHUE (dopmMHpoBaHUs y LIEHHOCTH 3JJ0POBbs U HEOOXOJUMOCTH — Gecena,
00y4aroIuxcsi OCHOB OepeKHOro0 OTHOLIEHUSI K HEMY; —  BHJICOIPOCMOTP,
310pOBOr0 00pasa xHU3HH, |- POPMUPOBAHUE MPEICTABICHUS O — IpeseHTAS,

— 03JJ0POBUTEIIEHOE MEPONPUITHE.
— TIOJIyYeHHE U 3aKpeIICHUE 3HaHUH,

— uccieaoBaHne HHPOPMALMOHHBIX
UCTOYHUKOB,

— COOJII0JICHNE CAaHUTAPHO-
TUTUEHHYECKUX TPEeOOBaHUH,

— pellakcallMOHHBIE Tay3bl,

— 3puTelibHas TMMHACTHUKA,

— BBINOJIHEHUE YIPAXKHEHUH U1 CHATHS
MBILIEYHOT'O HAMPSKECHUSI.

IIpaBoBoe BocmuTAHHE
U KyJbTypa
0€30IaCHOCTH

Oco3Hanne 00y4aroIIMMHUCS
3HAYUMOCTH MPABOBOM
KyJbTYpbI 1J1s1 Oy y1lIero

- CO3/IaHUE YCIIOBHH 111 (POPMHUPOBAHUS
IIEJIOCTHOTO MPECTaBICHHS O TUYHOM
OTBE€TCTBCHHOCTH 3a aHTI/IO6HICCTB€HHBI€

— HHCTPYKTAX,
— ypOKHu 0€30IacHOCTH,
— aKnus,
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Hanpasienue Ieanb 3agaun ®opMbI U BUABI AeATEJIbHOCTH
JUYHOCTHOI'O CTAHOBJICHUS |JESHHUs, IPEAYCMOTPEHHBIEC YIOJIOBHBIM U |— Oecena,
U YCHEIIHOI0 aJIMUHUCTPATUBHBIM IIPaBOM; —  BUJEOMPOCMOTP,
B3aHMOJCHCTBUS C - HAy4UTh BECTH ce0s1 B OOIIECCTBCHHBIX —  Ipe3eHTaIys,
OKPY’KatOIIHM MUPOM. MecTax, COOMI0AATh JUCIUILIUHY U — [OIydYeHHE U 3aKPeIUICHUE 3HAHUIL,
HOPANIOK, — HccnejoBaHue HHPOPMALMOHHBIX
chopMUpOBaTh yMEHHE Pa3TU4aTh MCTOUHHKOB,
XOPOILHNE U MIOXUE MOCTYIIKH; — yuacTHe B AKIHSIX,
- MPSYTPE/MTD OTACHOCTL — co0mroieHne HopM 06e30IacHOCTH,
HE0OJyMaHHBIX JIEWCTBHM, CBOMCTBEHHBIX
— COOJIIOJICHHE MPABOBBIX HOPM.
MIOJAPOCTKOBOMY
BO3PACTY, KOTOPbIE MOT'YT MPUBECTH K
COBEPIICHUIO NPECTYIUICHUN.
JAyxoBHO- dopmMupoBaHUe - CO3JJaHHUE CUCTEMBI ITPABOBOT'O — Oecena,
HPABCTBEHHOE T'YMaHUCTUYECKOTO MIPOCBEILCHUS; —  BHJIEOIPOCMOTD,
BOCIIUTAHHUE OTHOIIICHHS K -npoUIIaKTHKA PAaBOHAPYIIICHUH, —  Ipe3eHTalsI.
OKpY:KarolemMy Mupy, YyeJIOBEK — CBOOOIHAS TUYHOCTh, WIEH —  HccnenoBanme HHMOPMALHOHHBIX
BOCIIUTaHHE TPaKIAHCKOTO OOIIECTBA U MPABOBOTO MCTOUHUKOB,
3aKOHOIOCITYIITHOTO rocyaapcTBa; — COOJII0/ICHUE KYJIBTYPhI OOLICHUS U
rpaxJaaHuHa, - opMuUpOBaHUE yBaKEHUS K YETOBEKY, K MOBE/ICHHS B COLIYME.
00J1a1ar01Ier0 Ka4eCTBaMHU |€ro BHYTPEHHEMY MUDY.
TOJIEPAHTHOCTH.
Xya0xeCTBEHHO- [IpuoObiienue k - pa3BUTHE TBOPYECTBA KaK — Oecena,
ICTETHYECKOE JeJIOBEUYECKUM HEOTHEMIIEMOM YaCTH JEATECILHOCTH — Tpe3eHTalus,
BOCIIUTAHHUE IICHHOCTSIM, YeJI0BEKa, Pa3BUTHE CIIOCOOHOCTH K — BHICOTPOCMOTP,

IIPUCBOEHUE» ITUX
IIEHHOCTEH, BOCIIMTaAHHE
YyBCTBEHHOU cephl,
BHUJICHHE MMPEKPACHOTO.

XYHOKECTBCHHOMY MBIINIJICHUIO U TOHKHUM
OMOIMOHAJIBbHBIM OTHOIICHUAM,
CTUMYJIUPYIOIIUM XYIOKECCTBCHHYIO
CaMOJCATCIIbHOCTD.

Pa3BUTHUC 5CTCTUYCCKOI'O OTHOILICHUS K

SBJICHUSIM OKPYXKarOIIeH *KU3HU U
UCKYCCTBY.
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4. OCHOBHBIE HAITPABJIEHUAA CAMOAHAJIN3A
BOCIIMTATEJIBHOM PABOTHI

OCHOBHBIMM  NpPHUHLMIAMH, HA OCHOBE KOTOPBIX OCYLIECTBIISETCS  CaMOaHaJIN3
BOCIIUTATEIBHON pabOTHI, SIBIISIOTCS:

- OpUHOUO  TYMaHMCTHMYECKOM  HANpaBIC€HHOCTH  OCYLIECTBISIEMOIO  aHalu3a,
OPHUEHTHUPYIOLIUN HKCIIEPTOB HA YBAXUTEJIBHOE OTHOIICHHE KaK K BOCIHUTAaHHUKAM, TaKk U K
nejaroraM, peaju3yonMM BOCIIUTaTEeIbHbIA IPOLECC;

- IPHUHLHMI TPUOPUTETA AHAINW3a CYIIHOCTHBIX CTOPOH BOCHHUTAHMS, OPUEHTHPYIOLIHI
JKCHEPTOB HAa M3YUYEHUE HE KOJMYECTBEHHBIX €ro IOKa3zaTelied, a KaueCTBEHHBIX — TaKMX Kak
collep)kKaHHe U pa3HOOOpa3ue JeATeIbHOCTH, XapakTep OOIIeHHS ¢ OTHOLIEHUN MexXIy
00yJaroMMMUCS U TIeJJarOraMu;

- MPUHIUIO Pa3BUBAIOLIETO XapaKTepa OCYIIECTBISEMOr0 aHalu3a, OPUEHTUPYIOLIUI
9KCIIEPTOB HA HCIOJIb30BAaHUE €r0 pE3yJIbTaTOB JUISl COBEPIICHCTBOBAHUS BOCIIUTATEIBHON
JEATEIbHOCTH TEIaroroB: IPaMOTHOM IIOCTAHOBKM MMH LEIM M 3a7a4 BOCIHUTAHUS, YMEJOrO
IUTAHUPOBAHUS CBOEH BOCIIUTATENbHOM pabOThl, aleKBaTHOTO MOAOO0pa BUIOB, (JOPM U COJEPKAHUS
UX COBMECTHOM C AETbMHU JESATEIIbHOCTH;

- MNPUHLMII PA3ACICHHOM OTBETCTBEHHOCTH 3a PE3YJIbTaThl JIMYHOCTHOIO pa3BUTHUS
00y4JaroIuXCcsi, OPUEHTUPYIOUINI HSKCIEPTOB Ha MOHUMAaHHE TOTO, YTO JIMYHOCTHOE DPa3BUTHUE
BOCIIUTAHHUKOB — ATO PE3yJIbTaT KaK COLMAIbHOTO BOCIIUTAHUS, TaK U CTUXUWHOM conuanu3aiiy u
CaMOpa3BUTHS AETEH.

OCHOBHBIMH HAINPaBJICHUSIMH aHAJIN3a OPraHU3YEMOI0 BOCIIUTATENIBHOIO IIPOLECCa:

1. Pe3ynpTaThl BOCIMTAHUS, COLIMATM3AIIMN U CAMOPA3BUTHS PEOST.

Kpurepuem, Ha OCHOBE KOTOPOIrO OCYLIECTBISETCS IaHHBIA AHAIN3, SBIAETCS AMHAMHKA
JMYHOCTHOI'O Pa3BUTHS 00YyUarOLIEerocs.

Crnocobom monydeHus HHGOpPMAIMK O pe3yiabTaTaxX BOCIUTAHUSA, COLMAIM3ALUU U
caMOpa3BUTHA OOyYalOLIErocss SIBJSETCS MeJarormyeckoe HaOJrofeHue, pe3yibTaThl ydacTHs B
Pa3JIMYHBIM MEPOIIPUATHUAX U JP.

2. CocTosiHME COBMECTHOM IESATEIBHOCTH JIETEH U B3POCIIbIX.

KputeprueMm, Ha OCHOBE KOTOPOIrO OCYUIECTBIIIETCS NAHHBIM aHaIU3, SBISETCS HAIWYME
WHTEPECHOM, COOBITUIHO HACBHIIICHHOW M JIMYHOCTHO Pa3BUBAIOIIEH COBMECTHOM JAEATEIbHOCTU
JeTel U B3pOCIbIX.

Cnocobamu  mosydeHusi HWHGOpPMAIMA O COCTOSHMM OPraHM3yeMOW  COBMECTHOM
JeSITETFHOCTH JIETEH M B3POCIBIX MOTYT OBITH Oecenbl ¢ pedsSTaMi U UX POAMTEISIMH, TIearoraMu,
pHU HEOOXOAUMOCTH — UX AHKETHPOBAHUE.

Baumanue IIpHU 3TOM COCPCAOTAYNBACTCA HA BOIIPOCAX, CBA3aHHBIX C:
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- Ka4€CTBOM IPOBOJUMBIX MEPOIPUATHH;

- Ka4e€CTBOM MPOBOJIUMBIX IKCKYPCHIA;

- KAUYeCTBOM B3aUMOJCHCTBUS C POAUTEIIMU O0YUAIOIINXCS;

- KaueCTBOM NMPO(OPUEHTALMOHHOM pabOThI B LIEJIOM.

HTorom camoaHanan3a BOCIMTATENbHON paOOTHI SBISETCS NEPEUCHb BBISABICHHBIX IPOOIIEM,
HaJl KOTOPBIMHU MPEACTOUT paboTaTh Me1aroru4eckoMy KOJIEKTHUBY, U MPOEKT HAPaBIEHHBIX HA 3TO

YIPABJICHYECKUX PEILICHUN.

5. KAJIEHJAPHBIN IVIAH BOCIHUTATEJIBHOM PABOTbBI
HA 2021-2022 YYEBHBIN I'OJ1

Meponpusitue OpueHTHPOBOYHOE OTBeTCTBEHHbIE
BpeMsi MPOBeeHHs
MeponpusiTisi 10 HANPABJEHUSM BOCIIMTATEIbHOM PadoThI
[TpoBeaenue ¢ odyuaronumucs oecean mo | CeHTIO0pb, MapT (1O bensxora O.B.
teme: «[IpaBuia MoBeeHMS yIaIuXcs B rpaduky)
MAYVY 10 «MYK», npenBapuTeabHbIi U
MIEPBUYHBIA HHCTPYKTAXKH 110 OXpaHe TPyaa

Jlenb cexperaps B Poccun (18 cenTsiops), CeHTs0pb bensikosa O.B.
Oecena

Mex1yHapOaHbIN AEHB MMOXKUIIBIX JIOJIEH, OxTs6pb bensakosa O.B.
Oecena

Jlens yuurens, 6ecena OxkTs10pb bensxora O.B.
Jlens matepu, Oecena Hos6pn bensxora O.B.
Jlekus-06ecena, mocpsmeHHas JIHio Hos6pn bexgaxosa O.B.
HapOJHOTrO €MHCTBA

Hens Koncrtutyuuu PO (12 nexabps), JexaOpb benskosa O.B.
Oecena

VYyactue B HOBOrogHux MeponpusaTusax JexaOpb benskosa O.B.
MAY 0 «MYK»

Jlens cHatus 6okans! Jlenunrpana (27 SuBapp bensikosa O.B.
sHBaps), Oecena

JleHb namMsITi BOUHOB A(raHcKOi BOWHBI ®deBpanb benskosa O.B.
(15 depans - Jlenr BonHa-

MHTEPHALMOHAJINCTA)

Jlens 3ammrHuka OTtedecTBa, Oecena ®deBpaib bensxora O.B.
MexnayHapoansiii XKenckuii JleHb Maprt bensikosa O.B.
Me:xyHapOoaAHbIN 1€Hb OCBOOOXKICHUS Arnpens bensikosa O.B.

Y3HUKOB (hAIIMCTCKUX KOHIIArepeu,
Oecena, BUICOPOIIUK

JleHp aBHanyu ¥ KOCMOHABTHKH, Occe/ia Anpelib bexgakosa O.B.
Mex1yHapOoaHbIN AEHb COTUIAPHOCTH Anpeib bexgakosa O.B.
Mosoaexu (24 anpesst), becena

MexnyHapoaHblil 1eHb cekpeTaps (21 Arnpens bensikosa O.B.
ampenst 2021 r.), 6ecena

[Tpasnauk Becusl u Tpyna, 6ecena Maii bensakxosa O.B.

Jlens ITobGenpl, Oecena Mait benskosa O.B.
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Meponpusitue

OpueHTHpPOBOYHOE
BpeMsi IPOBeICHHUS

OTBeTCTBEHHBIE

IlonroroBka k KOHKYpCY KOMIIBIOTEPHBIX
pabot mst 5-11 xiraccoB OO Kupumickoro
palioHa, IPOBOAUMBIM COBMECTHO C
LenTtpom «Pycckuii Mmy3eii: BUPTyaibHBII
bumuam

B Tteuenwne rona

beaxsgxora O.B.

IToaroroBka Kk KOHKYpCY cpeau
obyuaromuxcst «SIpmapka NpoeKkToB»

B Tteuenue rona

bemxskosa O.B.

[ToarotroBka K IpyruM KOHKypcam

B teuenwne rona

bexsaxosa O.B.

IKCKYPCHH, IKCTIETHIIHHU, TIOXOIbI

VYyeOHble 1 TPOHOPUEHTATUIOHHBIE
IKCKYPCHHU:

- B Komurer no o6pazoBanuio;

- U JIp.

B Teuenune roma

beaxsgxora O.B.

Paoora

C poauTeJIIMU

Ponurensckue codpanus

B teuenue rona (1o

rpaduky)

bexskora O.B.

B3aumopeiicTBre ¢ poauTensaMu
(3aKOHHBIMHU IIPEJICTABUTEISIMU )
00yJaronmxcs

B Teuenue rona

bexakosa O.B.

YyacTtue B KOHKYpcax

, AKIHUSAX, KBECTaX, MPOEKTAX

Bcepoccuiickuii o6pazoBatenbHblil mpoekT | CeHTIOph bensaxosa O.B.
"Vpoxk nudpsr"

Bcepoccuiickuii ypok 6e3omacHocTH OkTs16p5 (110 rpaduky) benskosa O.B.
IIKOJILHUKOB B cetu MHTEpHEeT, Oecena,

BUJICOPOJIUK

VYuactue B akuuu «llo3npase Mamy» Hos6pb bensxona O.B.
Konkypc koMmnbroTepHbIX padot ans 5-11 | [o rpaduky benskosa O.B.
kiaccoB OO Kupuiickoro paiioHa,

MPOBOAMMBIN COBMECTHO ¢ LleHTpoM

«Pycckuii My3eii: BUPTYaJdbHBIN (pUIHaIDy

Konkypc cpeaun odydarommxcs «SIpmapka | Anpenb bensikosa O.B.

IIPOCKTOB»

VYuyactue B Apyrux akuusx, MpoeKTax,
KBECTaX, KOHKypCax.

B teuenue rona

bemxskora O.B.
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IMPUJIO)KEHHUE A

KasengapHblii y4eOHbIH rpagpuk
Ha 2021-2022 y4yeOHBbIH rox

IIporpamma mnpodeccuoHanbHoli MOAroToBKU 26353 «Cekperapb-MaIIMHHCTKA

peanausyercH:

- mepBbId TO1 00y4YeHUs — ¢ 7 ceHTsaops 2021 1. mo 24 mas 2022 r. (MpOU3BOICTBEHHAS

npaktuka: 30 mas 2022 r. mo 20 utons 2022 r.);

- BTOpOii roa 00ydenus — co 2 ceHtaops 2021 r. mo 19 mas 2022 r.

Ilepuoabl 1 NPOIOJIKUTEIBLHOCTh KAHUKY.JI /1JIsl IEPBOr0 U BTOPOTO roja 00y4eHust

NpeaycMOTPEeHbI cJieAylollue:

4aCoB;

qacoB.

oceHHue — 23 okTa0psa — 31 okta0pst (9 nHeh);
3uMHHE — 29 nekadbpst — 09 sHBapst (12 nuei);
BeceHHME — 19 mapTta — 27 mapta (9 qHel).
HUtoro — 30 nuei.

KonuyecTBo yueOHbIX Hele/b:

- IepBbIi roJ o0yueHus — 34 yueOHbIX HEJEeNH;
- BTOpO#i o1 00ydeHust — 33 yueOHbIX HEeJleNH.
Pexum 3ansTHid:

MePBBIi TO/T 00ydeHus — 1 pa3 B HEEINO TT0 BTOPHUKAM B KOJIMYECTBE 3 aKaJIEeMHUYECKUX

BTOpOI‘/’I ron O6y‘-ICHI/ISI -1 pa3 B HCACIIO IO YC€TBCPraM B KOJIUYCCTBEC 2 aAKaICMHNYCCKHNX

Cpoku mpoBeeHHs] TPOMEKYTOUYHOM aTTeCTAIlMU JaHbl B IPUJIOKEHUHU b.

Cpoxu mpoBeieHUsI UTOTOBOM aTTecTaruu 19.05.2022.
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IMPUJIO’)KEHUE b

I'padux npoMexkyTOUYHON M UTOTOBOM aTTECTALMHU

NEepPBOro M BTOPOro roaa 00y4eHust

Ne Ha3Banue Ne ITexaror HazBanue Jdatbi Hara
MPoOrpamMMblI rpymnmnbl AUCHUTLTHHBI NMPOMEKYTOYHOI | MTOTOBOM
arrectanuu | arrecranmumn
IlepBblii rog 00yueHus
1 | 26353 «Cexkperapsb- 1 |benskosa O.B.| OpranmanuoHaas 07.12.2021
MAITHHUCTKA TEXHUKA U 12.04.2022
nH()OPMAITMOHHEIE
TEXHOJIOTHH B
JIEIIOTIPOM3BOJICTBE
TexHuka 21.12.2021
MaLIHHONIHNCH 22.02.2022
JenoBas KynpTypa 28.12.2021
05.04.2022
JloKyMeHTHI, 28.12.2021
KOPPECTIOHACHIIHS 1 24.05.2022
JIEJIOTIPOV3BOJICTBO
Bropoii rox o0y4yenust
2 | 26353 «Cexperapsb- 1 |benskora O.B.| OpranuzanuonHas 16.12.2021 19.05.2022
MAaITUHACTKA TEXHUKA U 17.03.2022
WHQOPMALMOHHEIE
TEXHOJIOTHH B
JeTIONIPOM3BOJICTBE
Texnuka 13.01.2022
MaITHHOTIHCH 14.04.2022
JloKyMeHTHI, 13.01.2022
KOPPECTIOHACHIIUS U 12.05.2022
JIeTIONIPOU3BOJICTBO
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NNPUJIOXEHUE B
Y4eOHO-KaTEHIAPHOE JIAHNPOBaHHUE
MEePBOro rojia o0y4eHus
1 noayroaue 2021-2022 yye6Horo roaa
Ne Tema KoJ1-Bo Jara
3aHATHA 4acoB
1. BbesonacHocts Tpyna. [loxapHas 6e30macHOCTb. AyTOTPEHUHT, 1 07.09.2021
TMMHACTHKA U PYK, T71a3 u ap. Opranuszanys pabodero Mecta npu
MAaIIMHOIMCHBIX paboTax.
BBenenue: cpeficTBa OprTeXHUKH, ONPEIEIEHUE, HA3HAUYECHUE, 1
KJIaccu(HKaITHSI.
OO6mue npasuia paboThl Ha MUILYIIECH MallIMHE U KOMIIBIOTEPE. 1
YX0/ 3a NUIylel MalmmHON U KOMIIbIOTEPOM.
2. [lomemenne AJis1 ynpaBIeHYECKHUX CIIY>KO M €r0 OCHAIIICHHUE. 1 14.09.2021
CpencTBa /ijisi COCTaBJICHHSI OPUTHHAIIOB TEKCTOBBIX IOKYMEHTOB. 1
«Crnemnoit» necATUNAIBIEBBIH METO/ TeYaTy Ha KIIaBUAType C 1
pycckuM mpudTom. OCHOBHOM, BEPXHUH W HIDKHUH PAIBI
KJIaBHATYPBHI.
3. CpencTBa KOMUPOBAHUS U OTIEPATUBHOTO Pa3MHOXKEHUS 1 21.09.2021
JOKyMeHTOB. CpeacTBa THPaKMPOBAHUS JOKYMEHTOB.
Brenenwne. [IpuknagHoe mporpaMmMHoe odecriedeHue Iy paboThI 1
cekperaps. Tekcrosiii mporieccop WORD: dyHKIMOHANBEHBIE
BO3MO>KHOCTH.
OcBoeHne NpreMOoB TEXHUKH NMMCbMa Ha KJIABHATYPe C PyCCKUM 1
MPUPTOM: OCHOBHOH psiji KIIaBUATYPHL.
4, TekcToBslit mpouieccop WORD: mopsa0k 1 iprieMbl BBITTIOTHEHUS 1 28.09.2021
onepanui.
OcTeTuuecKasi U 3TUYECKasi KyJIbTypHl. 1
OcBoeHne NpHUEeMOB TEXHUKH NMMCbMa Ha KJIABHATYPe C PyCCKUM 1
MPUPTOM: BEPXHHUH PSJ] KIIABHATYPBIL.
5. OcBoeHue MPUEMOB TEXHUKH MIChbMa Ha KJIaBHATYpPE C PyCCKUM 1 05.10.2021
MPUPTOM: HUKHUH P KJIABUATYPHL.
Cpencrtsa aist 00paboTKK TOKyMEHTOB. CpencTaa CBsI3u. 1
JukTooHHas TeXHUKA. BBIUMCINTEIILHBIC CPEIICTRA.
[Ncuxomnorus oOIIeHHS. 1
6. [IpaBuna oopMiteHHs 3HAKOB MIPEMUHAHU, TIPSIMasi pedb, IUTATHI, 1 12.10.2021
HCIIOJIb30BaHMe cokpareHnii. CriocoObI HCITPaBICHHS OIHOOK.
Kontponpnas padota o reme «OpraHnu3alliOHHAs TEXHUKA. 1
OTpaboTKa IBUTATEIHLHBIX HABBIKOB IIPH OCBOCHUH KIIaBHATYPHI. 1
3aMephl CKOPOCTH.
1. [paBuiia HamUCaHUsl MaTEMaTHYECKIUX CUMBOJIOB U (OPMYIL, 1 19.10.2021
reorpadguyeckux 0003HaYEHUH, YUCIUTENBHBIX U CIOXKHBIX
MPUIAraTeNIbHBIX.
OdopmieHne TEKCTOB C MAaTEMaTHYECKUMHU CUMBOJIAMU U 1
(hopmynamu, reorpadhrdeckuMu 0003HAYCHUSIMH, YUCIUTEILHBIMA U
CIIOKHBIMH TIPUJIaraTeIbHBIMU.
OTtpaboTKa ABUTaTENbHBIX HABBIKOB IPY OCBOCHHUHU KJIaBHATYypBHI. 1
3amMepbl CKOPOCTH.
8. 3arosoBKy ¥ moA3arojioBKU. CriocoObI BBIAEIIEHUS B TEKCTE. 02.11.2021
Kynbrypa oOmieHus B cepe AesITeIbHOCTH CeKpeTapsl. 1
OtpaboTka ABUraTeNbHBIX HABBIKOB IPH OCBOCHUH KIIABHATYPHI. 1
3aMeprl CKOPOCTH.
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Ne
3aHATHSA

Tema

KoJa-Bo
4acoB

Jara

9.

CHOCKI/I, MIPUMCUAHHSL.

OCHOBHBIE CBEJICHHSI U3 UCTOPHUH JCTIONMPOU3BOJICTBA U
CeKpeTapckoi ciryx0bl. Opranuzaiys HHHOPMAIUOHHO-
JIOKYMEHTAIILHOTO 00CTYKHUBaHMSI.

OtpaboTka ABUraTeNbHBIX HAaBBIKOB IPH OCBOCHUH KJIAaBHATYPHI.
3amephl CKOPOCTH.

09.11.2021

10.

JlokyMeHTallmoHHOe obecnieueHne npeanpustus. TpeboBanus K
nokymeHnTaM. CocTaBlieHHE TEKCTOB CIIYKEOHBIX TOKYMEHTOB.

Kynbrypa o0mieHus B cdepe AesiTeTbHOCTH CeKpeTapsl.

OtpaboTka ABUraTeNbHBIX HABBIKOB IPH OCBOCHUH KIIABHATYPHI.
3aMeprI CKOPOCTH.

16.11.2021

11.

JlokyMeHTalmoHHOe obecnieueHne npeanpustus. TpeboBaHus K
JOKYMEHTAaM.

[ledaranue texcra ¢ konusamu. [leqaranne TekcTa ¢ IByX CTOPOH
nucrta. Hymepanus crpanuil. [leyatanue Tekcta Ha JIMHOBAaHHOM
Oymare. TUTYIBHBIHA JHCT, OuOIMOrpadusl.

Kynbrypa o0mieHus B cdepe AesiTeIbHOCTH CEKpeTapsl.

23.11.2021

12.

BrimonHeHne pabot o 00paboTKe TOKYMEHTAIIMK B TEKCTOBOM
nporieccope. OopmiieHne ykaszaresneH, Hallmucel.

TpeboBanus k O1aHKaM U IIpaBMiIa 0(OPMIICHHUS YIIPABICHICCKUX
JIOKYMEHTOB.

OdopmieHne TEKCTOB C JBYX CTOPOH JIUCTa ¢ HyMepalyel cTpaHull,

3aroJIOBKaMu, BBIJICIICHUEM, ITPUMCYAaHUEM U CHOCKaMH.

30.11.2021

13.

3adver Mo auctuInInHe « OpraHu3aiioHHAs TEXHUKA U
MHGOPMAIMOHHBIEC TEXHOJIOTHH B JISJIOIPOU3BOJICTBEY.

OCHOBHBIE MOJIOKEHUS CTUIINCTUKH, JIEKCUKH U (pa3eosIoruu.
CrnenmanbHas jgekcuka. TepmuHomorus. OduiaibHO-IeI0BOM
ctuwib. OCHOBHBIE MOJIOXeHUs opdorpaduu u Mmopdoioruu ¢

QJICMCHTaMH HpaKTH‘ICCKOﬁ cTrIMCTUKU. CHUHTAKCHUC C DJIEMEHTaMH

npaKTqucxoﬁ CTUJIMCTHUKH

OtpaboTka ABUraTeNbHBIX HABBIKOB MPH OCBOCHUH KIIABHATYPHI.
3aMephl CKOPOCTH.

07.12.2021

14.

KyneTypa 061ienus B chepe IeaTeTbHOCTH CEKpeTapsl.

Texauka PEAAKTHPOBAHNA TCKCTOB.

MMk cexperapsi.

14.12.2021

15.

3ader no JUCTUIIIINHE «TexHHKa MaITHHOITMCID.

KynbTypa peun.

Kynbrypa TeneoHHOT0 pasroBopa.

21.12.2021

16.

Texauka PECAAKTHUPOBAHNA TCKCTOB.

3ader no JAUCHUIIIINHE ((ﬂeJ'[OBaSI KYJIbTYypa».

3auer no JUCHUIIIINHE «I[OKyMCHTLI, KOppPECIIOHACHIUA U
AOCJIOIIPOU3BOIACTBO».

RPlRRPRRPRR (R

28.12.2021
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Y4eOHO-KaTEHIAPHOE IJIAHNPOBAaHHUE
MepBOro rojxa 00y4eHus

2 moayroaue 2021-2022 yye6Horo roga

Ne Tema KoJ-Bo Jara
3aHATHS 4acoB

17. IMucemo Tekcra ¢ UGPOBBIM 1 (HOPMYIIEHBIM MaTEPUATIOM. 1 11.01.2022
PyOpuxku, ciucku. TaOysimms. 1
OtpaboTka IBUTATEILHBIX HABBIKOB ITPH OCBOSHUH KJIaBHATYPHI. 1
3aMepbl CKOPOCTH.

18. Brmonnenne paboT mo 00paboTKe JOKYMEHTAlUU B TEKCTOBOM 1 18.01.2022
nporeccope. OdhopmiteHne 3ar0JIOBKA CTEHIA.
Ta6mmrer. [IpaBuna opopMIICHHS B COCTABICHUS MPOCTHIX TaOIHIL. 1
OTpaboTka IBUTATEIBHBIX HABBIKOB MIPH OCBOCHUH KJIABHATYPHI. 1
3amepsl CKOPOCTH.

19. OdopmieHne npocThIX TaOIMII HA KOMITBIOTEPE. 1 25.01.2022
BrimonseHnue paboT o o0paboTKe JOKYMEHTAIUU B TEKCTOBOM 1
nportieccope. Odopmienre HHPOPMAIOHHBIX JIUCTOB JIJIS CTCH/A.
OTpaboTKa IBUTATEIBHBIX HABBIKOB MIPU OCBOCHUH KIIABUATYPHI. 1
3aMepbl CKOPOCTH.

20. OTHKET B I€JIOBOH MEPEIHUCKE. 1 01.02.2022
[TpaBuna oopmiteHHsI cXeM. 1
OnextponHas Tabnuua Excel: pyHKIMOHANEHBIE BO3MOKHOCTH 1
9JIEKTPOHHOH TAOJIAIIBL

21. Odopmrenne npocThIX TaOIHII HA MUITYIIEH MalIHHE. 1 08.02.2022
Co6op u pedepupoBanre HHGHOPMAIIHH. 1
BusnuTHbIC KApPTOYKH. 1

22, Konrponbnas padoTta o reme « OCHOBBI PeAaKTUPOBAHHS TEKCTOB U 1 15.02.2022
pedeprupoBanre HHGOPMAITHID)
BrimosHeHe paboT B AIIEKTPOHHOH TabnuIle: oopMIIeHHE TEKCTa, 1
TaOJIHIL, TUarpaMm.,
TexHuKa BeqeHUs U dTUKET IEJIOBOU Oecebl. 1

23. 3ayer no aucHuIuinHe « TeXHUKa MalTnHOIINCH 1 22.02.2022
JlenoBoil MpOTOKOJIL. 1
OnextponHas Tabimna Excel: mopsaok ¥ npreMsl BHITTOTHEHHS 1
oneparmii.

24. BrinosmHeHne paboT B 3JIEKTPOHHOM TabiuIle: 0(hOpMIICHUE TEKCTa, 1 01.03.2022
TaOJIMIL, TUarpaMM, MPOCThIe BBIYUCICHUSI.
IIpaBuia cepBUPOBKH YaitHOTO (KOQEHHOT0) cTOJIA. 1
Komnbrorepusie cetu. MHTEpHET. 1

25. [IpaBuiia NPUrOTOBJICHHUS U TIOAaYM TOPSUMX HAITUTKOB M 3aKyCOK K 1 15.03.2022
HUM.
KouTtponbnas paboTa o Teme «sekTponHas Tabnuia Excel» 1
JIOKyMEHTBI JINUHOTO XapaKTepa; CoCTaBIeHue, opopMIleHHE U 1
paboTa ¢ JOKYMEHTAMH.

26. JIOKyMEHTBI JINYHOTO XapaKTepa; COCTaBIeHNE, OPOPMIICHIE U 1 29.03.2022
paboTa ¢ TOKyMEHTaMH.
JIOKyMEHTBI JINUHOTO XapakKTepa; CocTaBieHne, opopmileHrE U 1
paboTa ¢ JOKyMEHTaMH.
WuTtepbep paboyero moMeieHus Kak 00JIacTh JIENIOBOTO STHKETA. 1

27, 3ader no TucHMIUIMHE «/lenoBas KylIbTypa» 1 05.04.2022
Cucrema mepenadu IEKTPOHHBIX COOOMIEHUH. DIIEKTPOHHAS ITOYTa. 1
JloKyMEeHTBI TMIHOTO XapaKTepa; cocTaBiieHne, opopMiIeHue U 1

pabota c JOKyMEHTaMHu.
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Ne Tema KoJ-Bo Jara
3aHATHS 4acoB
28. 3aueT no aucuumuinHe «OpraHu3aluoHHas TEXHUKA U 1 12.04.2022
MH(POPMALMOHHBIE TEXHOJIOTHH B JISJIONPOM3BOJICTBEY
JIOKyMEeHTBI INYHOTO XapaKkTepa; COCTaBJIeHUE, 0()OPMIICHUE H 1
paboTta c JOKyMEHTaMHU.
JlOKyMEHTBI JINUHOTO XapaKTepa; COCTaBIeHNE, 0POPMIICHUE U 1
pabora ¢ TOKyMEHTaMH.
29. JIOKyMEHTBI JINYHOTO XapaKTepa; COCTaBIeHUE, 0()OPMIICHUE H 1 19.04.2022
paboTta c JOKYMEHTaMHU.
JIOKyMEHTBI JINYHOTO XapaKTepa; CoCTaBlIeHue, opopMiIeHHE U 1
paboTa ¢ JOKYMEHTaMH.
JIOKyMEHTBI JINYHOTO XapaKTepa; COCTaBICHHE, 0(OpMIICHUE U 1
paboTta c JOKyMEHTaMHu.
30. JIOKyMEHTBI JINYHOTO XapaKTepa; COCTaBIeHUE, 0()OPMIICHUE H 1 26.04.2022
paboTta c JOKYMEHTaMHU.
KonTposnpHas pabota o Teme «JloKyMEHTHI JMYHOTO XapakTepay 1
OCHOBHBIC TOKYMEHTHI VIIPABJICHUS, COCTaBJICHHE, 0(hOpMIICHUE 1 1
paboTa ¢ JOKYMEHTaMHU.
31. OCHOBHbIE JOKYMEHTHBI yIIPaBJICHHUs; COCTaBJIeHHE, 0(hOPMIICHUE U 1 03.05.2022
paboTta c JOKyMEHTaMu.
OCHOBHBIE JJOKyMEHTHI YIIPABJICHHUS; COCTAaBIICHHE, 0(OPMIICHHE U 1
pabota c JOKyMEeHTaMu.
OCHOBHBIE JJOKyMEHTHI YIIPABJICHUS; COCTABJICHHE, 0(OPMIICHHE U 1
paboTta c JOKYMEHTaMHU.
32. OCHOBHBIE JOKYMEHTBI YIIPaBJICHUS; COCTaBJICHUE, 0(hOPMIICHUE U 1 10.05.2022
paboTa C JOKYMEHTaMH.
OCHOBHBIE JOKYMEHTBI YIIPABIICHUS; COCTaBJICHUE, OPOpMIICHUE U 1
paboTa ¢ JOKyMEHTaMH.
OcCHOBHBIE JOKYMEHTHI YIIPABIICHUS; COCTaBJICHUE, OPOpMIIEHHE U 1
paboTta c JOKyMEHTaMHu.
33. OcHOBHBIE JOKYMEHTHI YIIPABIICHUS; COCTaBJICHUE, OPOpMIIEHHE U 1 17.05.2022
paboTa ¢ JOKYMEHTaMH.
OCHOBHBIE JOKYMEHTBI YIIPABIICHUS; COCTABJICHUE, ODOPMIICHUE U 1
paboTta c JOKYMEHTaMHU.
OCHOBHBIE JOKYMEHTHI YIIPABJICHUS; COCTaBJICHUE, OPOpMIIEHUE U 1
paboTa ¢ JTOKyMEHTaMH.
34. OCHOBHbIE JOKYMEHTHBI yIIPaBJICHHUs; COCTaBJIeHHE, 0(hOPMIICHUE U 1 24.05.2022
paboTta c JOKYMEHTaMHU.
OcCHOBHBIE JOKYMEHTHI yIIPaBICHHUS; COCTaBIeHUE, OPOPMIICHUE U 1
paboTa ¢ JTOKyMEHTaMH.
3ader Mo AUCHHUIUIMHE «JJOKYMEHTBI, KOpPECTIOHICHIINS 1 1

JIETOTIPOM3BOACTBOY
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Y4yeOHOo-KaJeHAapHOE IJIAHUPOBaHH e
BTOPOI0 roja o0y4eHust

1 moayroaue 2021-2022 yye6HOro roga

Ne Tema Koua-Bo Jdara
3aHATHS 4acoB

1. Juarpammel. 1 02.09.2021
Odopmienne npocThIX TabJIHI] C AUATPAMMOIA. 1

2. Tabnumer. [IpaBuna opopMIIEHHS U COCTABICHUS CIOXHBIX TaOJHII. 1 09.09.2021
OdopmiieHHEe CI0KHBIX TAOJUIT HA KOMIIBIOTEPE. 1

3. Odopmnenne TadauIl C TEKCTOM, TUArpaMMOH. 1 16.09.2021
Buapl npennpusTuii. 1

4, Odopmirenne TabIUII ¢ TOTKISHKOH. 1 23.09.2021
YnpasneHdecKasl CTpyKTypa NPEANpHATHSL. 1

5. KonrposbHas pabota o Teme « OCHOBBI MEHEIKMEHTa). 1 30.09.2021
ApxuBaTopbl. AHTUBHPYCHBIE IPOTPAMMBL. 1

6. BerinosiHeHne paboT 1o 00padboTKe TOKYMEHTAIMHA B TEKCTOBOM 1 07.10.2021
nponeccope. CtuneBoe GpopMaTHpoBaHHeE.
Opranuzanys padoThl C JOKYMEHTaMH. 1

7. BeinonHeHue pabot no 00paboTKe JOKYMEHTAIUU B TEKCTOBOM 1 14.10.2021
nponeccope. CtuneBoe popMaTHpOBaAHHE.
Opranuzanys padoThl C JOKYMEHTaMH. 1

8. Word: npuMeHeHune 11abJI0HOB PH CO3AaHUH JOKYMEHTOB. 1 21.10.2021
Opranuzanys padoThl C JOKYMEHTaMH. 1

9. Word: npumeHeHne Mactepa mabJIOHOB MPH CO3IaHHU TOKYMEHTOB. 1 11.11.2021
Opranu3zanys padoThl C JOKYMEHTaMH. 1

10. Word: coznanue coOCTBEHHBIX IA0JIOHOB. 1 18.11.2021
Opranuzanwst paboTsl C TOKYMEHTaMH. 1

11. [TpumeHeHue MadIOHOB IPH CO3/TAHUH JOKYMEHTOB. 1 25.11.2021
Opranuzanwst paboTsl C TOKYMEHTaMH. 1

12. [Ipumenenue mabI0OHOB MPU CO3JAHUH JOKYMEHTOB. 1 02.12.2021
PaboTa c toKyMeHTaMH, COAEPKAIMMH KOMMEPUYECKYIO TaliHY 1
NPEATPHSTHSL.

13. KonTtponbHas padora no Teme «I11abrmoHb». 1 09.12.2021
OTtpaboTKa JBUraTeIbHBIX HABBIKOB TIPH OCBOCHHUHU KJIAaBUATYPHI. 1
3aMepbl CKOPOCTH.

14. 3ader no aucuuIuinHe « OpraHu3alOHHAs TEXHUKA U 1 16.12.2021
UH(POPMAIOHHBIE TEXHOJIOTHHU B JENIOMPOU3BOJICTBE.
OTpaboTKa IBUTATENbHBIX HABBIKOB IIPH OCBOEHHUH KJIABUATYPHI. 1
3aMephl CKOPOCTH.

15. Howmenknatypa nern. 1 23.12.2021
OTtpaboTKa JBUraTeIbHBIX HABBIKOB IIPU OCBOEHUHU KJIaBUATYPBI. 1

3amMepbl CKOPOCTH.
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Y4eOHo-KaJeHAapHOe IJIAHUPOBaHME
BTOPOr0 roja o0y4eHust
2 nmoayroaue 2021-2022 yye6Horo roaa

Ne Tema KoJu-Bo Jara
3aHATHS 4acoB

16. 3ader 1Mo AUCIUIUINHE «JOKyMEHTHI, KOPPECTIOHICHITUS U 1 13.01.2022
ACJIOMPOU3BOJACTBOY.
3ader o aucuuiuinge «TexHUKa MalIMHOIUCHY. 1

17. [IpesenrarnmonHas nmporpamma PowerPoint: GpyHKIMOHATBHBIE BO3MOXKHOCTH. 1 20.01.2022
Co3zianue npe3eHTaluu. 1

18. [Mpesenranmonnas nporpamma PowerPoint: [Topsiok 1 mpreMbl BBITOTHEHHS 1 27.01.2022
onepanui.
«Crnenoit» ecATUNAIBLEBBIA METO/ IIeYaTH Ha KJIABUATypPe C ITATHHCKUM 1
mpudroM. OCHOBHOH, BEpXHUIA U HWKHUN psAbl Ki1aBuatypsl. KiepHoe
MTHUCHMO.

19. Co3zanue npe3eHTanuii. 1 03.02.2022
OcBoeHre MPUEMOB TEXHUKH ITHChMa Ha KJIaBHATYPE C JIATHHCKUM IIPU(TOM: 1
OCHOBHOM psifi KilaBuaTypsl. KnepHoe nucbsmo.

20. Co3znaHne npe3eHTanui. 1 10.02.2022
OcBoeHne MPHUEMOB TEXHUKH MICbMa Ha KJIABHATYPE C JTATHHCKUM HIPUPTOM: 1
BEepXHUI psi KiaBuaTypsl. KilepHoe muchmo.

21. KonrponbHas padora o teme «IIpesenranmonnas nporpamma PowerPoint. 1 17.02.2022
OcBoeHne MPUEMOB TEXHUKH MICbMa Ha KJIABHATYPE C JTATHHCKUM HIPUPTOM: 1
HWKHUH psaf kiaBuatypel. KnepHoe nucemo.

22. COBMECTHOE CO3JITaHUE U PEIAKTUPOBAHUE TOKYMEHTOB. 1 24.02.2022
OTtpaboTKa JBUraTeIbHBIX HABBIKOB IIPH OCBOCHUH KJIaBUATYPHL. 3aMepsbl 1
ckopoctd. IleyaTh o[ AUKTOBKY.

23. CoBMeCTHOE CO3/ITaHUE U PENAKTUPOBAHKE IOKYMEHTOB. 1 03.03.2022
OTtpaboTKa IBUTATENBHBIX HABBIKOB ITPH OCBOCHHUHN KIABHATYPHI. 3aMephI 1
ckopoctu. [TedaTs o1 TMKTOBKY.

24, CoBMecCTHOE CO3/ITaHUE U PEIAKTUPOBAHHUE JOKYMEHTOB. 1 10.03.2022
OTtpaboTKa JBUraTENbHBIX HABBIKOB IIPH OCBOCHUH KJIABUATYPHI. 3aMepbl 1
ckopocTH. Ileyats moj TUKTOBKY.

25. 3auer mo gucnuiuinHe «OpraHu3alioOHHas TEXHUKA U HH(GOPMAIIMOHHBIC 1 17.03.2022
TEXHOJIOTUH B JICJIOTIPON3BOACTBEY.
OTtpaboTKa IBUTATENbHBIX HABBIKOB ITPH OCBOCHUHN KJIaBHATYPHI. 3aMephl 1
ckopoctu. [TedaTs 1MoJ1 TMKTOBKY.

26. DopMHPOBaHHKE JIET. 1 31.03.2022
XpaHeHue Jien. 1

27. OcHOBHBIC (DYHKIIMH CEKpeTaps M0 00CeCIeUCHUI0 0e30KyMEHTAIIMOHHOTO 1 07.04.2022
00CITyKMBaHUsI ESTEIbHOCTH PYKOBOAUTEIISL.
OTtpaboTKa IBUTAaTENbHBIX HABBIKOB ITPH OCBOCHUHU KJIABHATYPHI. 3aMephl 1
ckopoctu. [ledats moJ TUKTOBKY.

28. OcHoOBHbIE (DYHKIMH CEKpeTaps 110 00ecTieueHHIo 0e310KyMEHTalHOHHOT0 1 14.04.2022
00CITyKMBaHUsI eI TEIbHOCTH PYKOBOAUTEIISL.
3auer no auctumivHe « TeXHUKa MaITuHOMHUCHY 1

29. OcHOBHBIC (DYHKIIMH CEKpeTapsi M0 00eCIeUeHUI0 0e3/0KyMEHTAIIHOHHOTO 1 21.04.2022
00CITy)KWBaHUS NESTCIBHOCTH PYKOBOIUTEIISL.
OcHOBHBIE (DYHKIIHH CEKpeTaps Mo o0ecreueHu 0 0e310KyMEHTAIIHOHHOTO 1
00CITyKMBaHUsI eI TEIbHOCTH PYKOBOAUTEIISL.

30. Opranuzanys ¥ JOKYMESHTUPOBaHHE PA0OTHI C O0OpallCHUSIME TPaK/IaH. 1 28.04.2022
JIOKyMEHTBI 110 JITUHOMY COCTaBy (KaJpam, IIEPCOHAITY); COCTaBJIECHHE, 1
odopmiieHre U paboTa ¢ JOKYMEHTaMHU.

31. JIOKyMEHTBI 110 JITYHOMY COCTaBy (KaJpaM, IIEPCOHAITY); COCTAaBICHHE, 1 05.05.2022
odopmileHHE B paboTa C JOKYMEHTAMH.
JIOKyMEHTEI 110 JITYHOMY COCTaBy (KajJpam, IEPCOHAITY); COCTaBJIEHHE, 1
odopmieHre U paboTa ¢ JOKYMEHTaMHU.

32. JIOKyMEHTBI 110 JITYHOMY COCTaBy (KaJpaM, IIEPCOHAITY); COCTAaBIECHHE, 1 12.05.2022
odopmileHHE B paboTa C JOKYMEHTAMH.
3ader no muctuIuInHe «J{OKyMeHTbI, KOPPECTIOHACHIMS U JISTIONPOU3BOACTBO. 1

33. Hroropas arrecranus 2 19.05.2022

34. Hrtorosas aTrecTaiiust 2 19.05.2022
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INPHJIOKEHUE I

IIporpamMmma npou3BOACTBEHHOM MPAKTUKHA
Buo npakmuku: 1pou3BOJICTBEHHAS.
@Dopma npoeedenusn: OUHAS.

Ilepeuens nnanupyemuix pe3yiomamos 00yueHus npu nPoOXoHcoOeHuUu RPAKMUKU,
COOMHECEHHBIX C NIAHUPYEMBIMU PE3YIbMAMAMU 0CE0CHUA 00PA306aAMENbHOU NPOZPAMMDBL:

00y4arOLIUICS JODKEH:
v’ 3HATH:

e NIpaBHJIa TEXHUKH OE30MaCHOCTH TPyAa Ha pabodeM MecTe M MOKapHyIo 0€30MacHOCTb;

e CTPYKTYpY U (DYHKLUHU OpraHU3aly, IPEATNPUITHS;

e HOPMaTHBHBIE MTPABOBbIE AKThl, HHCTPYKLMH 110 BEJICHUIO J1€JI0NPOU3BO/ICTBA;

* OCHOBHBIE  (YHKUMH 10 JOKYMEHTAlMOHHOMY U  0€3J0KyMEHTallHOHHOMY
00CITy’)KHBaHUIO OPTaHU3AIMHA U JIEATEILHOCTH PYKOBOIUTEIIS;

e OPraHM3aIMOHHYIO TEXHHKY;

e HH(OPMAIIOHHBIE TEXHOJIOTHUHU B JIEJIONPOU3BO/ICTBE;

v  yMeThb:

e [10JIb30BATHCSI OPTTEXHHUKOIA;

e BIIQJICTh KYJIBTYPOH TeIe(OHHOTO pa3roBopa;

e 00pabaThIBaTh TEKCTHI C TIOMOIIBIO TEKCTOBBIX PEIaKTOPOB;

e 00pabaThIBaTh JaHHBIE C MOMOIIIBIO AJIEKTPOHHBIX TAOJHII,

e paboTaTh C ANEKTPOHHON MOYTON U AP. UHPOPMAIMOHHBIMU TEXHOJIOTHSIMU;

e COCTaBIISTh U OPOPMIISITH JOKYMEHTHI,

e IPHHAMATh M PETUCTPHUPOBATH KOPPECHOHACHIMIO, HANPABISTh €€ B CTPYKTYPHBIC
MOJIpa3/IeICHHUS;

e NI€pe/1aBaTh JOKYMEHTbI B COOTBETCTBUU C PE30JIIOLUEH PYKOBOIUTENS NPEANPHUATHS HA
UCTIONTHEHUE, 0(pOPMIIATH pETUCTPALMOHHBIE (HOPMBI;

e BECTH KapTOTEKY y4eTa MPOXOKACHHUS JTOKYMEHTAILHBIX MAaTePHAIIOB;

e BECTH YY€T MOIY4aeMOH U OTHPABISIEMOI KOPPECTIOHICHITNH;

e BeCTH pabOTy MO CO3JAHHUIO CIPABOYHOrO ammapara 1Mo JOKYMEHTaM, O00eCIeuuTh
yIOOHBIN U OBICTPBINA UX MTOUCK;

e IOJTOTAaBINBAaTh M CJaBaTh B AapXUB MNPEANPHUATHS JTOKYMEHTAIBHBIC MaTepHallbl,
3aKOHYCHHBIE JICJIOTIPOM3BOJCTBOM, PETUCTPALMOHHYIO KapTOTEKy WM KOMIIBIOTEpPHBIE OaHKU
JTAHHBIX;

e COCTaBIATH OIMCH JIeJd, IepeJaBacMbIX Ha XpaHEHHE B apxXuB, 00OecreunuBaTh
COXPaHHOCTh MPOXOASAIIEH cayX’eOHOH JOKyMEHTAIUH;

Mecmo npakmuku ¢ cmpykmype 00pa3zo8amenbHoil nPoZpammsl: 1acTb 00pazoBaTeIbHON
MIPOTpaMMBI.

@Oprl omuyemnrocmu no npakmuke: THCBHUK HpOI/I?;BOI[CTBeHHOﬁ IMMPAKTHUKHU, OTYCT MACTEpa
IMPOU3BOACTBCHHOI'O O6y‘{eHH5{.
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Cooeprcanue npakmuxu:

Ne Tema Kou-Bo
4acoB

1. HHCTpyKTaX 10 TEXHUKE O€30IaCHOCTH Ha pabovyeM MecTe, MOXKapHOH 1
0€301aCHOCTH.

2. WHcTpykTax no TexHuke 6e30MacHOCTH Ha pabodyeM MecTe, MOKapHOi 1
0€30MacHOCTH.

3. JlokyMeHTaoHHOe o0ecTiedeHre IPeAIIPUATHS (OpraHu3aIHN). 1

4. JlokyMeHTalMoHHOe o0ecTieueHue NpeArpuaTHs (OpraHu3aIn). 1

5. JIoKyMeHTaImoOHHOE O0eCcTIeUeHNE PEATPHUITHS (OpTaHH3AIHH). 1

6. JlokyMeHTaoHHOe o0ecTiedeHre IPeApUATHS (OpraHU3aIHHN). 1

7. [omerienue 171 ynpaBaeHYECKUX CITYKO U €ro OCHaIlIEHHE. 1

8. [Tomenenue a7 ynpaBIeHUYECKUX CITY>KO 1 €ro OCHAILICHHE. 1

9. [Tomenenue s ynpaBiaeHUECKUX CITy>KO U €ro OCHAILIEHHE. 1

10. [omerenue 171 ynpaBIeHYECKHUX CITYKO U €ro OCHAIIICHHE. 1

11. 3HAKOMCTBO U paboTa C OPrTEXHUKOM. 1

12. 3HaKOMCTBO 1 paboTa C OPrTEXHUKOM. 1

13. 3HaKOMCTBO M pab0Ta C OPITEXHUKOH. 1

14. Opranuzanust paboThl C JOKYMEHTaMHU. 1

15. Opranuzanust paboThl C JOKYMEHTaMH. 1

16. Opraamzanust padoThI C TOKYMEHTAMH. 1

17. Opranuzanust paboThI C TOKYMEHTAMH. 1

18. OcCHOBHBIE JOKYMEHTHI yTIPaBJIEHUS; COCTaBJIeHNE, ohopMieHne u paboTa ¢ 1
JOKYMCHTAMMU.

19. OcHOBHBIE JOKYMEHTHI YIIPaBJICHUS; cOCTaBieHue, oopmieHue 1 padora ¢ 1
JOKYMCHTaMHU.

20. OcCHOBHBIE JOKYMEHTHI yTIPaBJIEHUS; COCTaBJIeHNE, oopMieHne u paboTa ¢ 1
JOKYMCHTAMMU.

21. OcHOBHBIE JOKYMEHTHI YIIPaBJICHUS; cOCTaBiIeHue, oopmieHre 1 padoTa ¢ 1
JOKYMCHTaMHU.

22. OcCHOBHBIC TOKYMEHTHI YIIPABIICHUS; COCTaBJICHHE, 0(OpMIICHUE B padboTa ¢ 1
AOKYMCHTAaMMU.

23. OcHOBHBIE JOKYMEHTHI YIIPaBJICHUS; cOCTaBieHue, oopmieHre 1 padoTa ¢ 1
JOKYMCHTaMHU.

24, OCHOBHBIC TOKYMEHTHI YIIPABIICHUS; COCTaBJICHHE, 0(OpMIICHUE B padboTa ¢ 1
AOKYMCHTAaMMU.

25. JIOKyMEHTBI 110 TMYHOMY COCTaBy (KajpaM, IEpCOHaITy); COCTaBJICHHE, 1
oopmienue u paboTa ¢ TOKYMEHTaMH.

26. JIOKyMEHTBI 110 TUYHOMY COCTaBY (KajpaM, IepcoHaly); COCTaBICHHE, 1
odopmiieHHe U paboTa ¢ TIOKYMEHTAMH.

27. JIOKYMEHTHI 110 IMYHOMY COCTaBy (Kaapam, epCOHaTY); COCTaBJICHHE, 1
otopmiieHHE U pabOTa C JOKYMEHTAMHU.
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Ne Tema Kou-Bo
4acoB

28. JIOKyMEHTBI 10 JINYHOMY COCTaBY (Kajpam, IEpCOHANY); COCTaBIICHHUE, 1
odopmiieHHEe U paboTa C IOKYMEHTAMH.

29. JIOKYMEHTHI 110 INYHOMY COCTaBy (KaJpam, epCoHay); COCTaBJICHHE, 1
othopmiieHHE U paboOTa C JOKYMEHTAMHU.

30. Bemonrenne pabot 1mo 06paboTke JOKYMEHTAIU B TEKCTOBOM 1
npolueccope: opopMIeHUE TEKCTa, TaOIHL, JHarpaMM.

31. Brmonnenue pabot 1o 00paboTke JOKYMEHTAIUN B TEKCTOBOM 1
nporieccope: ohopmIIeHHUE TEKCTA, TAOJIUII, THarpaMM.

32. Brmonnenue pabot 1o 00paboTke JOKyMEHTAlUN B TEKCTOBOM 1
nporeccope: opopMIeHUE TEKCTa, TaOJIMLL, TUArPaMM.

33. Beinonnenue pabot o o0paboTke JOKYMEHTALUU B TEKCTOBOM 1
nporieccope: opopmIIeHHe TEKCTa, TAOJIHII, AUATPAMM.

34. Brimosnenne padot mo 06paboTKe JOKYMEHTAITUH B TEKCTOBOM 1
nporieccope: ohopmIIeHUE TEKCTA, TAOJIUII, THarpPaMM.

35. BrimonHeHne paboT B 3JIeKTPOHHOM TabymIe: ohopMIICHHE TEKCTa, 1
TaOJINL, AUATPAMM.

36. BeinonHenue paboT B 351eKTpOHHOM Tabuuie: ohopMIICHHE TEKCTa, 1
TaOJIUII, TUarPaMM.

ar. Brimonnenue paboT B 351eKTpOHHOM Tabuie: 0ohopMIIEHHE TEKCTa, 1
TaOJIUL, AUATPAMM.

38. BeinonHenue paboT B 3J1eKTPOHHOM Tabuu1e: ohopMIICHHE TEKCTa, 1
TaOJIUL, AUATPAMM.

39. Homenkmnarypa aein. 1

40. Howmenknarypa nein. 1

41. Howmenknarypa nen. 1

42. DopMHUpPOBAHKE U XPAHCHUE JIETT. 1

43. DopMHUPOBaHUE U XpaHEHHUE JIE. 1

44, DopMUpOBaHUE U XPAHECHUE JCIL. 1

45. DopMHUpPOBAHKE U XPAHEHUE JIETT. 1

46. Pabora ¢ 3neKTpoHHOM MOYTOM U IPYrUMHU HHPOPMALIUOHHBIMHU 1
TEXHOJIOTUSIMH.

47. Pabota ¢ 31eKTpOHHON MOUTON U APYTUMHU MH(OPMALTMOHHBIMHU 1
TEXHOJIOTUSIMH.

48. Pabota ¢ 3neKTpoHHON MOYTON U APYTUMHU UH(POPMALMOHHBIMU 1
TEXHOJIOTUSIMH.

49. Pabora ¢ 3neKTpoHHOM MOYTOM U IPYTrUMH UHPOPMALIUOHHBIMHU 1
TEXHOJIOTUSIMH.

50. OcHoOBHbIE QYHKILIH CEKpeTapst 10 00eCIeUeHHIO 1
0€3/10KyMEHTAIIMOHHOTO 00CITY>KUBaHUSL JESITEIbHOCTH PYKOBOJIUTEIISI.

51. OcHoBHBIE QYHKITUU CEKPETaps IO 00ECIICYCHHIO 1
0€3I0KyMEHTALIMOHHOTO 00CTyKUBAaHHS IEATSIbHOCTH PYKOBOIUTEIIS.

52. OcHoBHBIE (PYHKIUH CEKpETapst 10 00ECIICUCHHIO 1
0€3/10KyMEHTALIMOHHOTO 00CTy>KHBaHMs AEATEIbHOCTH PYKOBOIUTEIIS.

53. OcHoBHBIE (YHKIIUU CEKpeTaps 0 00eCTIEYCHUIO 1

0€3I0KyMEHTAIIMOHHOTO 00CITY)KUBAHHS JACSITSIPHOCTH PYKOBOTUTEIIS.
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Ne Tema Kou-Bo
4acoB

54. OcHoBHbIE (GYHKIUH CEKpeTapst 10 00eCIICUSHHIO 1
0€3/10KyMEHTALIMOHHOT 0 00CTyKHBaHMs AEATEIbHOCTH PYKOBOIUTEIIS.

55. Pabota ¢ nokymeHTamu, coiepKauMu KOMMEPUECKYIO TaitHy 1
HpePUSTHSL.

56. Pabora ¢ nokymeHTamu, coaepKalliuMi KOMMEPUYECKYIO TaliHy 1
HpeIpPUSTHSL.

57. Pabota ¢ joKkyMeHTaMu, CoAep KallluMH KOMMEPUYECKYIO TalfHy 1
IpEPUSTHSL

58. Opranuzanys ¥ JOKyMEHTHUpPOBaHUE pabOThl ¢ 00pAILIEHUSIMHU TPakIaH. 1

59. Opranusanys 1 JOKyMEHTHPOBaHKE paboThI ¢ 0OpAIICHUSIMH TPasKAaH. 1

60. Opranusanys 1 JOKyMEHTHPOBaHKUE pabOoThl C 0OPALEHUSIMU TPaskKaaH. 1

Hroro 60 4

Ob0vem npakmuku ¢ 3a4emnplxX eOUHUUAX U €€ NPOOOJIHCUMETbHOCb 8 ACIPOHOMUYECKUX
yacax: 60 Jacos.
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I'paduk nocemeHusi 00y4ar0nIuXxcs
y4deOHoi rpynnst Ne 1
110 HANIPABJIEHUIO NOATOTOBKM _ «Cexpemapb-mMauuHucmka

Jara

®.U.0 |Opranuzanus

01.06.2022
15.06.2022

/laTa okOHYAHHSA
30.05.2022
31.05.2022
02.06.2022
03.06.2022
06.06.2022
07.06.2022
08.06.2022
09.06.2022
10.06.2022
14.06.2022
16.06.2022

/laTa Hayasa
[mpakTukn

lnpakTukn

17.06.2022

20.06.2022

10.

11.

12.

ITpumeuanus:

1. [IpomomKUTETPHOCT eXKeaHEeBHOM padoThl 10 4 1 ¢ 31.05.2021 r., okonuanue npaktuku 20.06.2022 r.
2. [IpogomKUTETPHOCTD ©KEIHEBHOM paboThl 10 5 u ¢ 31.05.2021 r., okonuanue npaktuku 15.06.2022 r.
3. TIpoaomKHUTENBHOCTD €XeqHEBHON padoTs 10 6 4 ¢ 31.05.2021 r., okonuanue npaktuku 10.06.2022 r.

4. [IpogoMKUTETHFHOCTD eKEIHEBHOM paboThl 10 7 1 ¢ 31.05.2021 r., okonvanue npakrtuku 09.06.2022 r.
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INPHUJIOKEHUE ]

METOANUYECKHUE MATEPUAJIBI
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TEXHOJIOTHYECKAS KAPTA 3AHATUSA
Mactep n/o bensxosa O.B.
Ipenmer: Cekpemapv-mawunucmka

Jucuuninnna Opearu3ayuouHas mexHuKa u UH@POPpMayoHHble MEXHOIO2ULU 8 OeIONPOU3E00CHEe

Tema 3austusi: Opzanuzayus u 06opyoosanue paboue2o mecma
Tun 3aHATUS . KOMOUHUPOBAHHBLI

Dopma: ppoumanvhas, UHOUBUOYATLHASL pAbOmMa, ePYNNO6As
Kaacc: decamutii

3aoauu

Pe3ynomam

L]ens: HAyIUTh PAaBUIILHO OPTAHU30BBIBATh pabouee MECTO CeKpeTapsl.
3aoauu:
ObpazosamenvHybie:
-chopMupoBaTh 3HAHWS 110 TEME;
Pazeusarowyue (MYV]]):
- pa3BHBaTh YMEHHE CTaBUTh yYEOHBIE 334l U CAMOCTOSTENBHO (POPMYIHPOBATH
BBIBO/JIBI;
- pa3BUBaTh yMCHHE JIOTHYECKU pPacCyXIaTh, aHAJIU3UPOBaTh, 4YETKO, KPaTKO U
HCYEPTBIBAIOIIE U3JIaraTh CBOM MBICTIH;
- pa3BUBaTh YMEHHE B3aMMOJECWCTBOBAaTH C NApTHEPOM, CO3[1aBaTb COBMECTHBIN
MIPOIYKT PabOTHI.
Bocnumamenvnovie (JIVV]]):
- cOOMIOAaTh MPAaBUIBHOCTH TIOCAJIKK 32 KOMITBIOTEPOM;
- BOCIIUTHIBATh OTHOIICHUS K COTPYTHUYECTRY.
Komnnexcnas 3a0aua:
- pa3BHUBaTh MO3HABATENBbHYIO aKTUBHOCTh IPU U3yUEHUH TEMBI.
Tlo3nasamenvro-mupoeosspenueckue (KOGHUMUBHbIE):
- COOTHOCHTh Y4YeOHBII MaTepuall C TMOBCEIHEBHOW >KM3HBIO: i 3((EeKTUBHOM
paboTHI CeKpeTaps HEOOXOAMMO YMETh MPABUIILHO 000pyI0BaTh pabouee MecTo.
Omoyuonanvro-8oaesvie (MOMUBAYUOHHbBIE)!
- He 00SThCSI CaMOCTOSTENTFHO MTPUHUMATH PEIICHUS;
- IPUBHUBATh KYJIBTYPY K JCIIOBOMY MHUPY.
eiticmeenno-npakmuueckue:
- 3aKPENUTh HaBBIKK pa0OTHI B TPYIIIIE;
- IPUMEHSATH NOJYUYCHHBIC 3HAHUS B JaJibHEHINCH JKU3HU.

Xoax 3aHATHA

Bpems HelicTeus negarora HelicTBus 00y4arommxcst PaGora |3amerkn
(MHUH.) cYVI
Oman 1. MomusauuonHbwlil

8 [IpuBeTcTBYET; IpOBEPSET OTBeyarorT. Bxurouator | P BB
MPHUCYTCTBYIOIIMX ¥ TOTOBHOCTh KOMITBIOTEPHI. OnenuBator | P ucn
0o0y4Jarmmxcs K ypoKy; HaCTpanBaeT Ha | TOTOBHOCTh K ypoky. BeuBisttor | JI ncn
ypok. Co31aét npoOJEeMHYIO CUTYAIMIO K | TTPO0JIeMy. ®opmynupyrot | K nen
W3YYEHUI0 HOBOU TeMbl. Vcronp3yercs MIPEINONIOKEHHE O TeMe 3aHSATHS.
SMOIMOHAILHBIN TIPUEM MOTHUBAIIUH Onpenenstor 1eJb 3QHSATUSA:
«HeoObsaBnennas temay». [lpeamaraer HAYYUTHCS MPABWIBHO 000pyAOBaTh
MIPOBECTH YPOK-UCCIICIOBAHUE, pabouee MecTo ceKpeTapsi.

Oman 2. Iman uccnedosanusn

15 JleMOHCTPHPYET KapTHHKY C OtBeuatoT Ha Bompochl mexarora. | I1ucno
HEMPaBHILHO 060PYI0BaHHBIM pabounm | 1Ipeanararor BApHAHTHI, Kak | 113
MECTOM. 00opyaoBaTh paboyee MeCTO. ITotp
JIOHOMHSET €€ PaCCKa30M: Carymaior obbsicHene. . 5 vcr
«IIpencraBnTe, 4TO 3TO Bare padouee PaccmarpuBaioT ClIan/Bl bt ver

. C yTpa BBI IIpUnum Ha paboT PIPE3CHTALIITH. et

Mecto. L yIp P P Y AHaIM3UPYIOT U JCJIAI0T BHIBOIBI.
BaM HEOOXOAMMO CJIENIaTh HECKOJIbKO Ha HHTEpaKTHBHOM JI0CKe




82

3BOHKOB I10 padoTe, pa3IokuTh

UCIIOJTHEHHBIC JIOKYMEHTEHI T10 MarKaM,

KOTOpbIE HaxosTcA B IKady, B

cocenHeilt komHare. Taxke He0OXOAUMO

B TEUEHUE JTHSI BaM OTBEYATh HA

TenedoHHbIE 3BOHKH, POBOJUTH PadoTy

C TIOCETHUTEISIMHU.

Bompoc:

Y n06HO 1 paboTaTh CEKpeTapro B TAKOM

kabunere? [louemy?

Crymaer mpenojiaraeMbie OTBETHI.

[MogBoauT K TOMY, 4TO paboOTaTh B TAKOM

kabuHeTe Hey10O0HO. OOBSICHSET ¢

MOMOIIBIO MPE3CHTALIMN HOBYIO TEMY,

JIeNTaeT BBIBOBI, [Tl 3aKPETUICHUS

MOHUMAaHUS TEMBI 33/1a€T BOIPOCHL:

¢ UYro Takoe pabouee MecTo?

¢ Yro oTHOCHTCA K paboueMy MecTy
cekperapsi?

o Ha xakue 30HBI enuTcs pabouee
MECTO CeKpeTapsi?

o Kakolii 00s3aTeNbHbIi HA0OP Mebeu
HeoOxomnMm?

e Uro eme HEOOXOAMMO COOITIOIATE TIPH
obopymoBaHnu pabouero mecra?

[peanaraet ucpaBUTh TPEIBITYITYIO

KapTHHKY pado4yero Mecta ¢ IOMOIIbIO

OGy‘laIOH_II/IMCSI MNOCMOTPECTH

MCCTa CCKpETaps.

VMHTEpAaKTUBHOM nocku. IIpennaraer

NPE3CHTALUIO C TpUMepaMu pabodero

UCTIPABIISIIOT pabouee MecTo.

2 IIpennaraer cpenarb THMHACTHKY JUIS | J[enarOT THMHACTHKY. K3
r71a3, pykK.

17 | [Ipepnaraet oOy4arOmMMCs 3aKPEUTh Obyuatomuecs aensarcs Ha rpynmnsl - | K3
MOJTyYEHHBIE 3HAHHSI C IOMOILBIO Y CO3AaI0T CBOM BapHaHThI pabouux | 113
pa3paboTaHHOI HHTEPAKTUBHOW MOJIENTH | MECT CeKpeTaps. JleMOHCTpUpyoT
«Pabouero mecra» u Tecra. UX.

BricTaBisier OTMETKY B JKypHAJL. BBINIONHAIOT TECT 110 NPOHAACHHOMY
Matepuany (nmporpamma MyTest).
Iman 3. Pegpnexcusnulii
3 - Kakyro nienb 3aHATHS MBI CTaBUIN? OTtBeuaroT Ha Bompockl. | P otp

- JIOCTUTIM MBI 3TOH HeIH?

- UTo HOBOTO y3HAIU Ha YpoKe?
Paspaer nekiuro. 3a;:[aeT JOMAITHEC 3aJaHUC.

BrICKa3BIBalOT MHEHHE O 3aHATHH.
3annchIBarOT 3aIaHue.

CucreMHoOCTh XapakTep 3aHATHSA YyeOHble CUTYallHH JlyXOBHO-HPaBCTBEHHAs Pedaexcus 3anaTus
3aHATHS npod/ieMaTHKa
Lenb ITpoGnemMHOCTE MOTHBHUPOBAHHOCTh Ilenecoobpasnoctb BTeMe B C H| Peduexcus
B C H B C H CoBpEMEHHOCTh ® sMoIMild
Juanor IIpunsarue uenu B C H e cojepxKaHus
Conep TexHo- B C H B C H 3HaYUMOCTh  YPOBHS OCBOCHHS
JKaHUE  JIOTUS CBSI3b C KU3HBIO CoTpyHH4ECTBO B C H - Texymas
B C H B C H HenasunarensHoCTh - HTOTOBas
I'mbxocTth AXTHBHOCTB B C H v nenarora
B C H B C H ApryMEHTHPOBaHHOCTh v yyamuxcs: WHAUBHUL/
Yup-  Vue- OMouuoHaNbHAs Bxmouennocts Bcex YV +|B C H rpymnmosas obias
TeNb HHUKH OTKPBITOCTh - OddextnBrocts B C H DyHKIMOHATEHOCTh
B C H 3aBepuIEHHOCTD + - B C H
PeKOMeH,I[aLII/II/I negarory
3aHsTHE OCETUIT ( )
C pesynbpTaTamu 03HaKOMIICH(Q) ( )

Oo6o3Ha4enus s rpads «Padora ¢ YY/I»:
JI — nuanoctHBIE VY]]
K — xommyHuKaTHBHBIE VY]]

P — perynsarusnsie YVY/|
IT - mo3naBaTenbubie YY]]

BB.- BBCJICHHUC

3. — 3aKpCIJICHUE

oTp. - 0TpaboTKa
HCII. — UCIIOJIb30BaHUE
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IMPUJIO’)KEHUE E

OLHEHOYHBIE MATEPUAJIbI
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MartepuaJjbl 1Jisl NPOBeAeHNUsI MPOMEKYTOUHON aTTecTaluu
B 2021-2022 yyeOHOM roay ajst 00y4aroniuxcs mno
IporpamMme npopeccuoHaAIbHOU MOATOTOBKH
0 JOJIKHOCTH CJIYKallero

26353 «Cekperapb-MAIIUHUCTKA)
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MaTepuaﬂm JJIS1 IIPOBECACHUSA HpOMeHCyTOqHOﬁ arreCcraumum

CnenuanbHocTh « Cekpemapb-mMauuHUCmMKay

JAucunmiauna « Texnuka mawmuHonucuy
T'ox 00yuenus nepguii
Hoayroaue /

Crapmmnii negaror I0noJHUTEILHOT0 o0pa3oBanus benaxosa O.B.
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MaTepl/laJIbI JJISL MIPOBEACHUSA 3a49€Ta 10 JMCHNIIJIMHE
«TexHuKa MAIIMHOIIMCH

[TpoBoautcs B ¢GopMe 3JIEKTPOHHOIO TECTUPOBAHMSA IO MaTepuajlaM HM3y4YE€HHOIO B
1 nonyroauu.

Marepuansl K 3a4€Ty JaHbl B IPUJIOKEHUH 1.

Kpurepun onienuBanus:

OTMETKa «5» - He MeHee 85% NpaBUIIbHBIX OTBETOB;

oTMeTKa«4» - He meHee 70% MpaBUIIbHBIX OTBETOB;

otMeTKa«3» - He MmeHee 50% MmpaBUIIbHBIX OTBETOB.

Crapmumii negaror
JIOTIOJTHUTEIBHOTO 00pa30BaHUs O.B.benskosa
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IMPUJIOXXEHMUE 1

SJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

«Cnemnoit 10-manpueBslii MeTo 1 muchMay. [1o aToMy MeToay MaluHUCTKa paboTaeT
Buvibepume 00un uz 5 eapuanmoe omeema.
1) Bciemyto, HE TTSAS HA KIIAaBUATYPY, BCEMU JECITHIO MabIAMU;

2) rnaas Ha KJIaBHATYPY, BCEMH JIECATHIO NaJIbLIaMU;

3) raas Ha KJIaBHATypy, IBYMS HaJlbLlaMu 00OHX PYK;
4) Bcnemnyto, He TSI Ha KJIaBUATypy, B paboTe BOCEMb MAJIbIICB;
5) Bcnenyto, He T4 Ha KJIaBUuaTypy, ABYMs MajbllaMu 000UX PYK.

3aganue Ne 2
Bonpoc:

OCHOBHO¥ psi/T KIIaBUATYPhI (OCHOBHAS TTO3HIIHS):
Buvibepume ooun uz 4 éapuanmos omeema:

1) 1-if psix KIaBHATYPHI;

2) 2-i pan,

3) 3-i1 psan;

4) 4-i1 psin.

3aganmne Ne 3
Bonpoc:

Kakwue OyKBbI BXOJISAT B OCHOBHYIO ITO3UIHIO?
Buvibepume neckonvko usz 10 sapuanmos omeema:
1 ;

2) bI;

3) B;

4) a;

S)m;

6) o;

7) m;

8) p;

9) x;

10) n.

3aganme Ne 4
Bonpoc:

[lepeuncaure pa3mepsl nosiei (B cM):
BepxHee (II0CTaBUTh LIUPPY)
3anuwume omeem:

3aganue Ne §
Bonpoc:

[lepeuncnute pazMepsl nonel (B cM):
HIDKHEE (IIOCTaBUTh LUPPY)
3anuwume omeem:




88

3ananue Ne 6
Bonpoc:

CKOJIBKO 3HAKOB COJACPKHUT KpacHas CTpOKa Ha nnmymeﬁ MaIuHe?
Buvibepume 0oun uz 9 eapuanmoe omeema.
1) 2;

2) 3;

3) 4,

4) 5;

5) 6;

6) 7;

7) 8;

8)9;

9) 10.

3aganue Ne 7
Bonpoc:

Yrto moHMMaeTcs o COBEPIICHCTBOBAHUEM TCXHUKU nuceMa?

Bvibepume ooun uz 3 eapuanmoe omeema:

1) KOJTMUECTBO HAHECEHHBIX y1apOB MO KJIABHIIAM B MUHYTY (BKJIIOUYasi IpoOebl);

2) BbIpabOTKa aBTOMAaTU3Ma JBMKEHUN K KJIaBUIIaM, 00€CIIEYUBAIOLIETO POCT CKOPOCTU U
MOBBILIEHUE Ka4e€CTBA [IUChMa;

3) KOIMYECTBO UHTEPBAJIOB B MUHYTY.

3ananue Ne 8
Bonpoc:

I'ne mpaBmibHO 0opmITeHO MpeanokeHue? (3HaAKU MperuHAHUS)

Buibepume ooun uz 4 eapuanmos omeema:

1) MoxeT ObITb,BbI caMH OOBSICHUTE - MOYEMY ?
2) MoxeT ObITh, BBl CaMU OOBSICHUTE-TIOUEMY?
3) MoxeT ObITh, BBl CaMU OOBSICHHUTE - MOUYeMy?
4) MoxeT ObITh,Bbl CaMH OOBSICHHUTE-TIOYEMY?

3apanmne Ne 9
Bonpoc:

Onpenenuts, rie NpaBUIbHO 0(OPMIICHBI KaBBIUKU U 3HAKHU MPEITUHAHUS.
Buvibepume ooun uz 4 sapuanmos omseema:
1) F'omepa cumtaror aBTOopoM mosMm «Mnmama» u «Onucces.

2) 'omepa cuutator aBTOpoM ModM « Mmmama » m « Opucces » .
3) l'omepa cumrator aBTOopoM mnosm «Mmmaga» u «Onpucces»

4) T'omepa cuutatoT aBTOpoM ModMm « Mmmama » u « Opucces »

3aganue Ne 10
Bonpoc:

Onpenenuts, T MPaBHILHO 0()OPMIICHBI CKOOKH U 3HAKU TPEIUHAHUSI.

Buvibepume ooun uz 4 éapuanmos omeema:

1) OHu 1oKHBI UMETH a0aXKyphl ( TIACTMACCOBBIE WM CTEKJISIHHBIE ) , JTYYIlIe 3eJIEHOTO 1IBETA.
2) OHu 10TKHBI UMETh a0aKyphbl ( TJIACTMACCOBBIE WIIH CTEKJISIHHBIE ), JIy4Ile 3€JIEHOTO 1[BETA.
3) OHu HOKHBI UIMETh a0ax<ypbl (IIACTMACCOBBIE WIIN CTEKJITHHBIE), JIyUllle 3€JIEHOTO 1BETA.

4) OHM TOJKHBI UMETh a0aXyphl (TJIACTMACCOBBIE WIIM CTEKJITHHBIC) , JTyUIlle 3€JIEHOTO I[BETa.
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3aganue Ne 11
Bonpoc:

I'te mpaBuIIbHO OOPMIICHBI 3HAKU MPETHHAHUS B MTPEIOKESHUU?

Buvibepume ooun uz 4 éapuanmos omeema:

1) A Ty1aBHOE BCE — TaKH: JIIOOU , JTFOOU U JIFOOW CBOE OTEYECTBO !
2) A TIaBHOE BCE-TaKH: JIFOOH, JIFOOU U JIIOOU CBOE OTEUECTRO!

3) A rmaBHOE BCE-TaKH : JIOOW , IIOOU U JTIFOOU CBOE OTEUYECTBO !
4) A rinaBHOE BCe — TaKu: JIIOOH, JIFOOU U JIIOOU CBOE OTEUECTBO!

3aganue Ne 12

Bonpoc:

I'te mpaBuIIbHO OOPMIIEHBI TPOLIEHTHI?
Buvibepume neckonvko u3z 5 eapuanmos omseema:
1) 5,7%;

2) 5, 7%j;

3) miecTh NPOLEHTOB;

4) 6%%;

5) 5,7 %.

3aganue Ne 13

Bonpoc:

I'ne npaBuiibHO 0popMIIeHBI HOMEp U Tlaparpad?
Buvibepume necrkonvko uz 8 sapuanmos omseema:
1) NoNe 3, 6, 9;

2) Ne 2;

3)Ne 2, 5;

4) maparpag 5;

5) maparpad cems;

6) § 12;

7) 8§ 11, 14;

8)§ 11, 14.

3aganue Ne 14

Bonpoc:

Hanwummre apabekue mudpst B coorBeTcTBUU ¢ puMckuMu: CC
3anuwume omeem:

3ananne Ne 15

Bonpoc:

Hanummre apadckue undpsl B cooTBETCTBUM ¢ puMcKumu: LXXI
3anuwume omeem.:

3amanue Ne 16

Bonpoc:

Hanwummre apabekue uudpst B coorBercTBun ¢ pumckumu: XClI
3anuwume omeem:

3aganue Ne 17

Bonpoc:

Hywmepanus myHKTOB ObIBaeT. ..

Buibepume neckonvko u3z 4 eapuanmoe omeema:
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1) ¢ aG3amHOTO OTCTYTIA;

2) OT JIEBOTO TIOJIS;

3) oT mpaBoro moJis;

4) HeT NpaBUIBLHOTO OTBETA.

3amanue Ne 18

Bonpoc:

Kakue 3Haku penrHaHus CTaBSATCS B KOHIIE 3ar0JIOBKa?
Buvibepume neckonvko uz 5 eapuanmos omeema:

1) Touka;

2) 3amnsras;

3) BOCKJIMIIATEIHHBIMH;

4) BOIIPOCUTETHHBIN;

5) Touka ¢ 3arsToM.

3ananue Ne 19

Bonpoc:

JlormyckaroTes M IePeHOCH B 3aroJIOBKax?
Buibepume ooun uz 2 éapuanmoe omeema.
1) na;

2) HeT.

3ananme Ne 20

Bonpoc:

Kakumu 6ykBaMu B TekcTe 0(hOpMIISIFOTCS 3aT0JI0BKU ?
Bvibepume ooun uz 2 eapuanmoe omeema:

1) mponucHbIMU;

2) CTPOYHBIMHU.

3ananue Ne 21

Bonpoc:

Kakum nHTEpBaIOM OTIEISETCS 3ar0JIOBOK OT MO/3arojoBKa?
Buibepume 00un uz 3 éapuanmoe omeema.

1)1,

2) 2;

3) 3.

3aganue Ne 22

Bonpoc:

BoigenuTs ciioBa B TEKCTE MOXKHO. . .

Buvibepume necxonvro u3z 6 éapuanmos omeema:
1) mponmrcHBIMU OyKBaMH;

2) MOqYepKUBAHUEM;

3) muchLMOM Bpa3psaKy;

4) KypcuBOM;

5) *xupHBIM pUPTOM;

6) MCBMO JPYTUM IIPHPTOM.

3aganue Ne 23

Bonpoc:

CHocKa — 3T0...

Buvibepume ooun usz 2 eapuanmos omseema:
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1) nomonHUTENbHAS 3aMeTKa, 00bICHEHUE K TEKCTY;
2) TEKCT, MOMEIICHHBIN B KOHIIE CTPAHUIIBI, OT/ACISAECTCS OT OCHOBHOTO TEKCTa OTYEPKUBAIOLIEH
JUHUEH.

3agxanue Ne 24

Bonpoc:

3HaK CHOCKH CTaBHUTCH. ..

Buvibepume neckonvko uz 5 éapuanmog omeema:
1) apaGckoit mudpoit;

2) puMcKoii nugpoii;

3) 3BE3/10YKOH;

4) maparpadom;

5) KaBbIYKAMH.

OTBeTLI:

1) Bepnsiit otBet (1 6.): 1;

2) Bepupiii otBet (1 6.): 2;

3) Bepusie otBetsl (1 6.): 15 2; 3;4; 6;7;9; 10;
4) Bepnpiii otBet (1 6.): "2".

5) Bepnsiit otBet (1 6.): "2".

6) Bepnwiii otBert (1 6.): 4;

7) Bepwnwiii otBert (1 6.): 2;

8) Bepnniii oter (1 6.): 3;

9) Bepnwiii otBert (1 6.): 1;

10) Bepusriit oter (1 6.): 3;

11) Bepusriit otert (1 6.): 2;

12) Bepusle otBetsl (1 6.): 15 3;

13) Bepnsie otBets (1 6.): 2; 3; 5; 6; §;
14) Bepnsiit otBert (1 6.): "200".

15) Bepusriit otser (1 6.): "71".

16) Bepusriit otBer (1 6.): "91".

17) Bepunsie otBets (1 6.): 1; 2;

18) Bepnsbie otBetsl (1 6.): 3; 4;

19) Bepusriii otert (1 6.): 2;

20) Bepnsrii otet (1 6.): 1;

21) Bepnsiit otBet (1 6.): 2;

22) Bepnrbie otBethl (1 6.): 1; 2; 3; 4; 5; 6;
23) Bepnsiii otBet (1 6.): 2;

24) Bepnsbie otBethl (1 6.): 1; 3;
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MaTepI/IaJII)I AJIS IIPOBECACHUS HpOMe)KyTO‘lHOﬁ arTreCralmumn

CnenuanbHocTh « Cekpemapb-MauuHUCmKa»

Jucuunianna « Texnuka MauuHonucuy
I'on o0Oyuenus nepsuii
oayroaue 2

Crapumuii negaror J0noJHUTEJILHOT0 oopa3oBanus bensaxosa O.B.
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MaTepl/IaJILI AJIA TIPOBEACHHUSA 3a4€Ta M0 INCIUIIINHE
«TexHUKa MAIIIMHONIMCH))

1. TeopeTnueckasi yacTb IPOBOJAUTCA B (hOpME IJIEKTPOHHOTO TECTUPOBAHUS 110
MaTepuaiaM U3y4eHHOTO BO 2 MOJIYTOJUH.

2. [IpakTrueckas 9acth — 0hOpMIICHHE TAOJIHIIBI U CXEMBI.

3. Marepuassl K 3a4eTy JaHbl B IpHiIoKeHnH 1 u 2.

4. Kpurepuu olleHUBaHMUSL:

OTMETKa «5» - He MeHee 85% MpaBUIIbHBIX OTBETOB;

oTMeTKa «4» - He MeHee 70% MpaBUIIbHBIX OTBETOB;

oTMeTKa «3» - He MeHee 50% npaBUIIbHBIX OTBETOB;

Crapumumii negaror
JIOTIOJIHUTEIBHOTO 00pa30BaHUs O.B.bensikoBa
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IMPUJIOXXEHMUE 1
3JEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

Tabynsrop - 370...

Buibepume ooun uz 3 eapuanmoe omeema:

1) MexaHW3M, YCTaHABIUBAIOIIHH OIS,

2) MexaHHU3M, YCKOPSIIOIIMN HallMCaHUe TEKCTOBOIO MaTepHalla, PaclioyioKEHHOTO KOJIOHKaMU;
3) MexaHU3M, TIEPEeMEIIAOIINN KapEeTKy Ha HOBYIO CTPOKY.

3aganue Ne 2
Bonpoc:

CKOJIBKO TTOJI0KEHUN TaOyJISIINKN YCTaHABIMBACT CTAaHIAPT?
Buvibepume ooun u3z 5 éapuanmos omeema:

1) 6;

2) 7T,

3) 8§;

4) 9;

5) 10.

3aganue Ne 3
Bonpoc:

I'omoBka TaOIHIBI BKIIIOYAET B C€0s1 CIIETYOIHE JIEMEHTHI:
Buwibepume neckonbko uz 6 6apuanmos omeema:

1) HyMepalMOHHBIH 3ar0JI0BOK;

2) TeMaTUYECKHI1 3ar0JIOBOK;

3) rpadsr;

4) 3arosioBkH rpad;

5) moazaronoBku rpad;

6) 3aroJ0BOK OOKOBHKA.

3aganue Ne 4
Bonpoc:

Ecin 3arosioBok 1 1oJ3aroJIoBOK TaOJIUIBI COCTABISAIOT OJHO IPEAJIOKEHHE, TO 11013ar0JI0BOK
rpagsl opopmiseTcs C. ..

Bvibepume ooun uz 2 eapuanmog omeema:

1) nponucHo¥ OYyKBBI,

2) cTpOYHON OYKBBI.

3aganue Ne §
Bonpoc:

UucnoBble 3HaYEHUS MOKa3aTelsl TaOIUIbl JOKHBI IPOCTABIISATHCS HA YPOBHE. ..
Buvibepume ooun uz 2 éapuanmog omeema:

1) mocieaHe# CTpOKM HAUMEHOBAHUS TTOKA3aTelIs,

2) nepBoOi CTPOKM HAUMEHOBAHMSI I10KA3aTeIsl.

3aganmne Ne 6
Bonpoc:

COuckH - 310...
Buvibepume ooun uz 3 sapuanmos omeema:
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1) nepeyunciieHne CBEACHHI O JIIOJIAX;

2) mpoCThIEe TAOJIHUIIBI, COCTOSIIHE U3 1-2 CTONOIOB;

3) nepeyeHb CBSACHUM, YUCIOBBIX JJAHHBIX, IPUBEACHHBIX B ONPEICICHHYIO CUCTEMY U
Pa3HECEHHBIX 110 rpadam.

3aganmne Ne 7

Bonpoc:
Mogyne ynpyrocTi
MaTepnan
Ma Wil
AnsoM LA T0-M T000-71000
Beton 146-23.2 1460-2320 |
Ketryr 3 300 |

Kak nHaspipaeTos JaHHBIH YIEMEHT
TadIHIEL?

Bovibepume 00un uz 4 eapuanmog omeema:
1) ronoBka;

2) rpada;

3) 6OKOBUK;

4) 3arojIoBOK OOKOBUKA.

3ananue Ne 8
Bonpoc:

[Ipu oTCyTCTBUU JaHHBIX B TAOJIUIE CTABUTCH. ..
Buibepume ooun uz 3 eapuanmos omeema:

1) HOIIB;

2) mpouepk (3HaK TUpE);

3) Huuero.

3aganue Ne 9
Bonpoc:

Ecnu B mpenenax ogHo# rpadbl TEKCT, COCTOSIINN U3 OJHOTO CIIOBA, TOBTOPSETCS, & B TAOIUIIE
HET TOPU30HTAIBHBIX JUHUH, 3TO CIOBO 3AMEHSETCHL. . .

Buvibepume ooun uz 4 sapuanmos omeema:

1) ckoOKkamu;

2) KaBBIYKaMU;

3) TOUYKOM ¢ 3aIsITOM;

4) IBOECTOYHEM.

3aganue Ne 10

Bonpoc:

Cranzapt onpenensieT HyMepaluuio CTPaHULl JOKYMEHTA. . .
Buvibepume ooun uz 4 éapuanmog omeema:

1) Ha BepxHEM MOJI€e 1O IEHTPY;

2) Ha BEpXHEM I10JIE CTIPaBa;

3) Ha HIDKHEM TI0JIe TI0 LIEHTPY;

4) Ha HIXKHEM I10JIE CIIPaBa.
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3aganue Ne 11

Bonpoc:

BriGepute, rae npaBuibHO 0OPMIICH HOMEP CTPAHHMIIBL.
Buvibepume 00un uz 6 éapuanmoe omeema.

1) -4-

2)c4

3)4

4) ctp.4

5) IV

6) "4"

3aganue Ne 12

Bonpoc:

BricoTa cTpok TabmuIkl 10KHA OBITH HE MEHEE. ..
BbIOEpH BapuaHT OTBETa

Buvibepume ooun uz 3 éapuanmos omeema:

1) 5 mm;

2) 8 mMmMm;

3) 10 mm.

3aganue Ne 13

Bonpoc:

B koHIIe 3aro0BKOB M MOA3ar0J0BKOB TA0JIUIl TOYKH. ..
BBIOEPH MPABUIILHBIN OTBET

Buibepume ooun uz 2 éapuanmog omeema:

1) craBsr;

2) HE CTaBsT.

3aganue Ne 14

Bonpoc:

Ecnu Bce mokasarenu, mpuBeAeHHbIE B rpadax TabIuIlbl, BBIPAXKEHBI B OJHON U TOH K€ eTUHUIIE
(bU3MIeCKOl BETUYHHBI, TO €€ 0003HAYCHHE KaK HEOOX0IUMO 0POopMIIsATh?

Buibepume 00un uz 3 éapuanmoe omeema.

1) momernaTh Ha/I TaOIUIIEH CIICBa;

2) MOMeIIaTh B 3ar0JI0BKE TaOJIHIIbI;

3) momenaTh HaJ TaOJIUIICH CIIpaBa.

OTtBeTnI:

1) Bepwpiii otBet (1 6.): 2;

2) Bepnsrit otBeT (1 6.): 3;

3) Bepusie otBethI (1 0.): 4; 5; 6;
4) Bepnsrii otert (1 6.): 2;

5) Bepnsriii otBert (1 6.): 1;

6) Bepnsrit oteT (1 6.): 2;

7) Bepuwiii otBert (1 6.): 3;

8) Bepwnsrii otBet (1 0.): 2;

9) Bepuwiii otBer (1 6.): 2;

10) Bepwnsrii otBer (1 0.): 1;

11) Bepusriii otert (1 6.): 3;

12) Bepnsrii otBer (1 0.): 2;

13) Bepusiii otser (1 6.): 2;

14) Bepnsrii otBer (1 0.): 3;
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IMPUJIOXKEHUE 2

3aganme. Opopmure Tabiuiry ¢ npumedanuem B MS Word.
Ta6mauma 00
PekoMeHIaImu 1o mpuMEHEHHUIO BRICOKOTEMIICPATYPHBIX PEIKUMOB

ITopona TonmmHa nuIoMaTepuaioB, MM

13-22 32-40 45-50

CocHa, eb, INXTA 1 3 5

bepesa 2 4 5

OcuHa 2 4 6

JIuctBenHuIa 4 6 7

[Tpumeuanue. [TnnomaTepuansl MATKUX JIMCTBEHHBIX TOPoJ (O6epesa, 0JibXa, OCHHA) TOIIUHON
10 60 MM J0OITyCKaeTCs MPOCYLIMBATh B KAMEPAX HENPEPBIBHOTO NEHUCTBUS MPU MATKUX U
HOpPMAaJIbHBIX PeKUMax, BBIOMpas UX 1Mo Ommkaiieil HOMMHAIBHOM TOJIIUHE.

3ananue. Opopmure cxemy.

Cxema cTpyKTypbl AesiTejibHOCTH npeanpusatusa Q00 «MoHOJIUT»

rEHEPANbHbLIA AVPEKTOP
KorMmepueckMi 3aMecTUTeNb rnaeHbIH
AVpeKTOp reHepanbHoOro AMpexKTopa byxrantep
KomMmepueckWid oTaen [naeHbIA MHXEHEP byxrantepua
10 OTaen HayanbHWK HauanbHWK | HauanbHWK
cHabxeHwn NpoOEeKTHOrD OTAENa yuacTka uexa
AHMxeHep CMETUYMKH VixeHepbi MNMpoeKTHDLIKA MpoKIBOAMTENM

no OT oTAen paboTt
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MarepuaJibl il MPOBEICHUSI IPOMEKYTOYHOM aTTeCTALMH

CrnenuajabHocTh « Cexpemapb-mauuHuCmKa»

JAucuunnmna « Texnuxa mawunonucuy
I'ox o0yuenust mopou
Hoayroaue 2

Crapumuii negaror A10n0JTHUTEJIBLHOr0 o0pa3oBanus bensaxosa O.B.
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MaTepl/IaJILI AJIA TIPOBEACHHUSA 3a4€Ta M0 INCIUIIINHE
«TexHHKa MAIIMHONIUCH))

Teopernueckas dYacTb MpPOBOIUTCS B (OpPME 3IIEKTPOHHOI'O TECTUPOBAHUSA
MaTtepuagaM U3y4eHHOro B | moxyroauy.

[IpakTrdeckast 4acTh — O(OPMIICHHUE CIOKHOW TaOIHIIBI C AUATPAMMON.

Matepuansl K 3a4eTy JaHbl B IPUIIOKEHUAX 1 u 2.

Kpurepun onienuBanust:

OTMETKa «5» - He MeHee 85% MpaBUIIbHBIX OTBETOB;

oTMeTKa«4» - He MeHee 70% NpaBUIBHBIX OTBETOB;

otMeTKa«3» - He MmeHee 50% MpaBUIIbHBIX OTBETOB.

Crapmmii negaror
JIOTIOTHUTEIHHOTO 00pa3oBaHUs O.B.bensikoBa

I10



3ananue Ne 1

Bonpoc:
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JEKTPOHHBIN TECT

Kax 0603Ha9ar0TCs TaOIUIIBI KaXKA0TO MPUII0KESHUS?

Buvibepume ooun u3z 3 éapuanmos omeema:

1) TaGauma 1.
2) Tabauna B.1.
3) Bce nepednciieHHbBIC BBIIIE OTBETHI.

3ananue Ne 2

Bonpoc:
Kax HasbIBacTCA JaHHBIH 3JICMEHT
TaOIHIBI?
Moayne ynpyroeti
Marepuan
Ma krclmm?

AnIOMUHUA 70-71 7000-71000
Beton 14,6-23,2 1460-2320

Buvibepume ooun u3 5 sapuanmos omseema:

1) [llanka TaOIHIIEL.

2) 3arosioBku rpag.

3) lN'omoBka TabaUIIbL.
4) [MonzaromnoBku rpad.
5) bokoBuk.

3aganmne Ne 3

Bonpoc:

I[MTPUJIOXKEHUE 1

B cnyuae, xorga Tabnuiia He ymeniaetcs Ha Jiucte Oymaru gopmata A4, ee BBIIOIHSIOT Ha

Oymare popmara...

Bbl6epume HeCKOIbKO U3 5 eapuanmoe omeema.

1) AS;

2) nByx nucrax A4;

3) A3;

4) nByx nucrax AS;
5) nByx nucrax A3.

3ananmne Ne 4

Bonpoc:

[Ipu cknenBaHuyU TUCTOB C O(OPMIICHHON TaOIULIEH UCIIONB3YIOT. .

Bbl6epume HecKobKo u3 3 eapuarmoes omeema.

1) ckoty;

2) y3KyI0 TIOJIOCKY Oymaru;

3) kien.

3aganme Ne 5

Bonpoc:

[Tpu opopmnennu Tabauibl Ha popmare mucta A4 (oprUeHTAIMS - ATBOOMHAs) BEpXHEe MoJIe
MMeeT MUHUMAJIBHBIN pa3mep...
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Buvibepume ooun uz 4 sapuanmos omeema:
1)1 cm;

2) 1,5 em;

3)3cm;

4)2 cm.

3aganue Ne 6
Bonpoc:

Jlerenpga - 3TO

Buwibepume ooun uz 3 eapuanmos omeema:

1) stueiiku, KOTOpBIE COAEPKAT UUCIOBBIE IaHHBIE;

2) 0051aCTh SIYEEK Ha JIMCTE, 3HAUEHUS KOTOPBIX UCIOIb3YOTCS JIsl HOCTPOEHUS AMarpaMMbl;
3) obusacTs, coneprkallas IMEHa, KOTOPbIE HUCIIONIB3YIOTCS Ul 0003HAYEHHS 0TOOpaKaeMbIX
9JIEMEHTOB YKa3aHHbBIX KaTETOPHH JaHHBIX.

3agpanmue Ne 7
Bonpoc:

L}
Marazvn “Marnonua™

9%

28%

3%

Cpepgnee cney. ONY O Opyroe
|

Kak HazbIBacTCS JAHHBIH HIIEMEHT ,IIHa['leI\Il\[bI?

Buvibepume ooun uz 4 sapuanmos omseema:
1) noanucy JaHHBIX;

2) cepuu JaHHBIX;

3) Ha3BaHME qUArpaMMBbl;

4) nereHpa.

3aganme Ne 8
Bonpoc:



102

|
Marazvn "Marnonuwa'

9%

32%

OBricdhee O Cpepnee cney. ONY O Opyroe
|

Kaxk nazpiBaetcs JaHHBIH »JIEMEHT JHa ['])ﬂh[l\lbl‘?

Buibepume ooun uz 4 eapuanmoe omeema:
1) moanucyu JaHHBIX;

2) cepuM JaHHBIX;

3) Ha3BaHME JUArpaMMBbl;

4) nerenpa.

3aganme Ne 9
Bonpoc:

Hy>xHo 11 B TeKCTE TOKyMEHTA MIPUBOIUTH CCHUIKY Ha TabIuUILy?
Buvibepume ooun uz 2 eapuanmos omeema:

1) Ja.
2) Her.

3ananue Ne 10

Bonpoc:

Ecnu Tabnuira umeet HEOOIBIIIOE KOJIMUECTBO Tpad, TO TOMYyCKAETCS JIU JCIUTh €€ Ha YacCTH 1
MOMEIIATh OJIHY YacTh PSAIOM C APYToil Ha OJTHOM cTpaHwuIe?

Bovibepume 0oun uz 2 éapuanmos omeema:

1) da.
2) Her.

3aganme Ne 11

Bonpoc:

3aros10BOK TaOJIUIIBI pacIoaaraeTcs...
Buvibepume 00un uz 3 eapuanmoe omeema.
1) cripaBa Haj TabUIICH;

2) cneBa HaJl TaOIUIICH;

3) o neHTpy HaJ TaOJIUIICH.

3aganue Ne 12

Bonpoc:

[To crenenu clOXHOCTH KaKUMHU OBIBAIOT TAOJIUIIBI?
Buvibepume necxonvro u3z 5 éapuanmog omeema:

1) kpaTkumu;

2) NOJHBIMU;

3) npoCThIMH;

4) CIOXHBIMU;

5) BceMU BBILIE MEPEUUCICHHBIMHU.
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OTBeTbI:
1) BepHsiii otBeT (1 6.): 2;
2) BepHsIit otBeT (1 6.): 3;
3) Bepuble oTBeTHI (1 6.): 2; 3;
4) Bepuble oTBeTHI (1 0.): 1; 2; 3;
5) Bepusiit otert (1 6.): 4;
6) BepHsIii otBet (1 6.): 3;
7) Bepusiii otBet (1 6.): 2;
8) BepnsIii otBet (1 6.): 1;
9) Bepnsiii otBeT (1 6.): 1;
10) Bepnsrii otBet (1 6.): 1;
11) Bepnslii oteT (1 6.): 2;
12) Bepnsbie otBeThI (1 6.): 3; 4;
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I[MTPUJIOKEHUE 2

3aganue. 1) Ogpopmute Tadauny, npumenss cranaapr. 2) Ilo nannbivm rpad 1, 2, 3, 4
opopmure quarpammy «Coaep:kanue GpIaBOHOMIHBIX IVIMKO3UA0B B JIUCThAX».

Taoauma 00

HN3menenue coaepKaHus (l).ﬂaBOHOHIleIX I'THKO3U/10B M arJIMKOHOB B JIMCThAX H XJI0pOoILIacTax
KOHTPOJIBHBIX paCTeHI/Iﬁ JIONKMHA 32 BpEMS NNOCTAHOBKH ONBITOB*

Bpems JIuctes XI0pomacTsl
MPOBEACHIA |Phynna (h1aBOHOMIHBIX COETMHEHHI
aHalu3a,
CyT.

OnaBoronsl  |[@naBonsl  [M3odmaBonsr [Cymma |@maBonHonbel [PnaBonsr  |M3o0¢maBons! Cymma

FJ'IIOI(OBI/I,Z[BI, Mr/T CyXOro BelieCTBa

1 17,45 11,10 0,31 28,86 4,44 1,62 0,03 6,09
6 19,25 8,58 0,38 28,21 4,88 1,34 0,03 6,25
10 19,10 6,76 0,27 26,13 7,61 1,50 0,08 9,19
|ATJIMKOHBI, MKT/T CyXOT'O BEIIECTBA

1 5,42 15,50 11,49 32,41 2,40 2,75 CIIebI 5,15
6 8,15 19,38 12,28 30,81 1,56 14,35 9,66 25,57
10 9,10 18,25 10,75 38,10 2,75 14,75 12,70 30,20

*P % =3,0-3,5
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MartepuaJsl 1Jisl IPOBEACHHUS MPOMEKYTOYHOM aTTeCTAIMH

CnenuanbHocTh « Cekpemapb-mMauuHUCmKa»

JucuMiuimHa « Texnuka MauuHonucuy
I'ox o0yuenust mopou

Hoayroame 2

Crapmuii negaror J0noJTHUTEJILHOT0 oopa3oBanus bensaxkosa O.B.
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MaTepHaJIbl IJIA TIPOBEACHUA 3a9€Ta 10 IMCHUIIJIMHE
«TexHuKa MAIIIMHONIMCH)

1.3ager npoBoauTCA B hopMe MPAKTHUECKOTO 3aTaHHUS.
2.Marepuaisl K 3a4€Ty JaHbl B IPUIIOKEHUH .

3.Kpurepuu onieHuBaHus:

Kox-Bo
Ouenka JAONMYIIEHHBIX OIINO0K
(HE104€TOB)
5 0-1(2)
4 2(3)-3(4)
3 4(5)-5(6)
2 bonee 5(6)

Crapumit negaror
JOTIOTHUTEIHLHOTO 00pa30BaHUs O.B.bensikoa
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[NPUJIOXEHME 1

3aganue 1. Opopmute TekeT KIepHBIM IUCcbMOM. /lasiee TekeT 0TOPMATHPOBATDH 110
NpaBUJIaM MAIIMHOMUCH (MEKIYCTPOYHBIA HHTepBaJ — 1,5).

KAK HE CJIEAYET HOCTYHATD 3A CTOJIOM

He ona3zapiBaiite, Oyayun npuriamieHHbIME Ha 00€/1, 3aBTPaK, YKHUH, Yai.

He cagutech 3a cToj, moka He CSIAYT AaMbl WIIM TTOKa XO35MH, WIN X0351Ka He MPUTIacsaT
3aHATh MECTO.

He npepnaraiite game, Koryia COnpoBOXKIAETe €€ K CTOJTY, JEBYIO PyKy. My>XK4unHa Bcerja
JIOJKEH MpeaaraTh Jame MpaBylo pykKy.

He 3a0wiBaiiTe, yTo nama, cuasias psgoMm ¢ Bamu, B 0coOEHHOCTH IO TIPABYIO PYKY, UMEET
nmpaBo Ha Bame Baumanue. /lamy, cuadmyto psaaoMm ¢ Bamu, cienyer 3aHUMaTh HE3aBUCUMO OT
TOT0, MpeJICTaBICHbI BbI €l niu HeT.

He 3HakoMbTECH TIOCTIE TOTO, KAK TOCTHU CEJU 3a CTOJI.

He cuaure cnuikom O6JU3K0 K CTOY WM CIUIIKOM JAJIEeKO OT HETo.

He 3acoBwiBaiiTe canerky 3a BOPOTHHK M HE packiajbiBaiiTe ee Ha rpyau. Canderky
cieayeT KIacTh Ha KOJIEHHU.

He crubaiitecs Hax Tapenkoi. Jlepurech Mo BO3MOXKHOCTH TPSMO.

Ecnu xotute moctaTth 4yTo-1100, HE TAHUTECH YEPe3 TAPENKY JPYroro.

3ananue 2. Ilewars mox auKTOBKY. Jlajiee TekcT oTdopMaTHpoBaTh MO NpPaBHJIaAM
MAIIMHONMCH (MeXKAYCTPOUYHbIi HHTepBaa — 1,5).

KAK HE CJIEAYET HOCTYHATbD 3A CTOJIOM

He 6epute xne6 Bunkoi, 6epure pykoit. He kycaiite ot nemnoro kycka xieba. Xied Hy>KHO
nomMathk. He Hama3bIBaiiTe MaciioM 1ielblil Kycok xieba. Jlomaiite x1e0 Kycoukamu ¥ HaMa3bIBaiiTe
ux. He xpommre x51e0 B cym.

bepute Ha BUJIKY CTOJBKO, CKOJIBKO HA HEE MOXKET TOMECTUThCS Oe3 Tpyaa.

He empre cnuimkom 6bicTpo. He HanonHsANTe poT OOJBIIMM KOJIMYECTBOM IHIIH.

He paccraBnsiite noktu. JIokTH 10/mKHBI OBITH pMKaThl K O0okam. He cTaBbTe JIOKTH Ha
CTOJL.

He nonasaiiTe camu cBOIO TapesKy ¢ MpocbOoil o Bropoi mopuuu. Ilycts 31O cpenaer
odwunmant. JIydrie He MPOCUTH TOPIIUU BOOOIIIE.

He nipocuTte cocena nmonate 4To-HUOYAb, €CITH MOOIU30CTH HAXOUTCS O(DUIIUAHT.

He urpaiite candetkoii, BUIKOW U IPYTUMHU TPUHAIJIC)KHOCTSIMH CTOJIA.

He BoiTHpaiite muuo canderkoit. CandeTkoit MOXKHO JTUIIB CJIerKa MPOBECTH IO Iry0am.

He oTkuapiBaiiTecs U HE pa3BajMBanuTECh HA CTYJIE.

He monmp3yiitech 3a cTonoM 3y00YHCTKOM, €CIM B 3TOM HET HEOOXOAUMOCTH. B kpaitHem
ciy4ae, IeJIalTe 3TO HE3aMETHO.

He neiite MHOTO BUHA.

Byayun Xo3sMHOM WM XO35HKOM, HHKOTJa He 3aKaHuMBalTe CBOE OJIIOJI0 TEPBBIM.
[Homoxnure, Korjga 3akoHYaT TOCTH. DTO OCOOEHHO Ba)KHO, KOT/Ia MOAaHO MOceIHee OII0/10.

He npocute BTopyto yaiky yas wiu kode, moka rocTy He MoJyYuId IepBYIO.

He nenaiite HUKakuX 3aMe4aHUl OTHOCUTEIBHO 10/1aBa€MOro OJr0/1a, He KpUTHKYHTE TO,
YTO NOJJAETCS K CTOIY.

He knagute yvaiinyro JOXKKYy B cTakaH wid yamky. [lomemas yait unu kode, mnonoxure
JOXKKY Ha Omronue.

He cknanpiBaiite canderky mocie Toro, kak mnoenu. Canderky cieayeT HEOpEKHO
MIOJIOKUTH Ha CTOJI.

He 3a0ynpTe moaHAThCA M3-3a CTOJA MOCTE TOTO, KaK BCTainu eHIIuHbL. OcTaBaiiTech
CTOATH, IIOKA OHU HE BBIMAYT U3 KOMHATBI, U TOJIBKO 3aTEM MOXKETE CECTh CHOBA.
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MaTepua.m,I JJIS1 TIPOBECACHUSA HpOMeH(yTOqHOﬁ arrecranamum

CneumnanabHoCTb « Cekpemapb-MauluHUCmKa»

Jucuunnuna « Opeanu3ayuorHas mexHuka u UH@GOpMAayUuoHHble MexHoN02UlY 8
0e10npouU3800Ccmae )

T'ox 00yuenus nepguii

Ioayroaue /

Crapumuii negaror J10n0JHUTEJILHOr0 oopa3oBanus bensaxosa O.B.
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MarepuaJibl 1J151 IPOBeIeHUS 3a4€Ta M0 TUCHUILIHHE
«OpraHu3anMoOHHAs TEXHNKA U MHGOPMAIMOHHbIE TEXHOJOTUN B
JeJI0ONPOU3BOICTBE)»

1. 3ader mpoBoaUTCS B OpME FICKTPOHHOTO TECTUPOBAHHUS B KOHIIE 1 TTOITyToIus.
2. Matepuaisl K 3a4€Ty JaHbI B IPUJIOKEHUN 1.

3. Kpurepuu onieHuBaHuUS:

OTMETKa «5» - He MeHee 85% MpaBUIIbHBIX OTBETOB;

oTMeTKa «4» - He MeHee 70% mpaBUIIbHBIX OTBETOB;

oTMeTKa «3» - He MeHee 50% MpaBUIIbHBIX OTBETOB;

Crapmmit negaror
JOTIOTHUTEIHHOTO 00pa3oBaHUs O.B.bensikosa
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I[MTPUJIOXKEHUE 1

JEKTPOHHBIN TECT

3aganme Ne 1
Bonpoc:

OprrexHuka — 3To:

Buibepume ooun uz 3 éapuanmoe omeema.

1) 30Ha TPYAOBOIi ACSATEIBHOCTH COTPYAHNKA, OCHAIIICHHAS HEOOXOIMMBIMHU CPEACTBAMU IS
BBINOJHEHUS JOKHOCTHBIX 00S3aHHOCTEH;

2) TeXHUYECKUE CPEIICTBA, IPUMEHSIEMbIE Il 00JeTYeHUsI YIIPABIEHYECKON JesITeIbHOCTU U
aBTOMATHU3AINH JICJIONPOU3BO/ICTBA;

3) COBOKYMHOCTD (haKTOPOB MPOU3BOJICTBEHHOM CPE/Ibl, OKa3bIBAIOIINX BIUSHHE HA
paboTOCITOCOOHOCTH M 3JJOPOBBE YEIIOBEKA B IIPOIIECCE €T0 JICATSIIBHOCTH.

3ananue Ne 2
Bonpoc:

B kakom Beke YIIOMUHAIOTCS TICPBBIC HCTOPUYCCKUE JTAHHBIC O TIOMBITKE CO3/IaHUS TEXHUICCKUX
CPEIICTB AJI MEXaHHU3aI|H Mpoliecca muchbma?

Buvibepume ooun uz 4 eapuanmos omeema:

1) XVII;

2) XVIII;

3) XIX;

4) XX.

3aganmne Ne 3
Bonpoc:

OproHOMHKaA — 3TO. ..

Buibepume ooun uz 4 eapuanmos omeema:

1) TexHUYeCcKue CpeacTBa, MPUMEHIEMbIE Il 00JeTYeHHsI YIIPaBIEHYECKOU AesITeIbHOCTU U
aBTOMATHU3ALUH JEJIONIPOU3BOICTBA;

2) 30Ha TPYJOBO# NEATEILHOCTH COTPYAHHUKA, OCHAIIEHHAST HEOOXOJMMBIMHU CPEACTBAMU ISt
BBIIIOJTHCHUA JOJIZKHOCTHBIX O65133.HHOCTCI>1;

3) Hay4Has AMCLUUIUIMHA, U3yYalollas TPYA0BbIE POLECCHI C LETIbI0 CO3JaHUs ONTHMAaIbHbIX
YCJIOBUM TPYJa;

4) COBOKYITHOCTBH (haKTOPOB IPOU3BOACTBEHHON CPE/Ibl, OKA3bIBAIONINX BIHSHUE HA
paboTOCIIOCOOHOCTH U 3[J0POBbE YETIOBEKA B IPOLIECCE €T0 AEATEILHOCTH.

3ananmne Ne 4
Bonpoc:

Pabouee mecto — 370. ..

Buvibepume ooun uz 3 eapuanmos omeema:

1) 30Ha TPYAOBOIi JESITEIHHOCTH COTPYAHUKA, OCHAILICHHAS HEOOXOIMMBIMU CPEACTBAMU ISt
BBITIOJTHEHHS IOJDKHOCTHBIX 00S13aHHOCTEHH;

2) COBOKYMHOCTb ()aKTOPOB, OCHAIIICHHBIX COBPEMEHHBIMU CPEACTBAMU OPTTEXHUKH U
HCTIONIB3YIOIIME B POLIECCE TPY/1a HOBEHIINE HH(POPMAIIMOHHbBIE TEXHOIOTUH;

3) COBOKYIHOCTB (haKTOPOB IMPOU3BOJICTBEHHOM CPEIbl, OKa3bIBAIOIINX BIUSHHUE HA
paboTOCTIOCOOHOCTH M 3/J0POBbE YEJIOBEKA B MPOIECCE €ro ACATeIBHOCTH.
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3aganue Ne 5
Bonpoc:

M3 kaKkux 30H COCTOHUT pabouee MecTo ceKpeTapsi?
Buibepume neckonvko u3 5 éapuanmos omeema:
1) BTOpocTeTIeHHAS;

2) OCHOBHaf;

3) BcrioMoraTesbHas;

4) 30Ha pyKOBOIUTEIS;

5) 30Ha 00CITy)KMBaHHSI IOCETUTETCH.

3aganmne Ne 6
Bonpoc:

YcaoBus Tpyaa — 3To0. ..

Buvibepume ooun u3z 4 eapuanmos omeema:

1) coBOKYMHOCTH (PAKTOPOB MPOM3BOJICTBEHHOMN CPEJIbl, OKA3bIBAIONIMX BIUSIHUE HA
paboTOCITIOCOOHOCTH M 3JOPOBHE YEIOBEKA B MIPOIECCE €ro JICATEIHHOCTH,

2) 30Ha TPYJIOBO# AEITETLHOCTH COTPYAHNUKA, OCHAIIICHHAST HEOOXOIMMBIMHU CPEACTBAMU IS
BBIMOJHEHUS JOKHOCTHBIX 00S3aHHOCTEH;

3) COBOKYITHOCTbH (DAaKTOPOB, OCHAIIIEHHBIX COBPEMEHHBIMH CPEACTBAMHU OPTTEXHUKU U
MCIIOJIB3YIOIIKE B MPOIECCe TPY/la HOBEHIINEe HHPOPMAITMOHHBIE TEXHOJIOTUH;

4) HayyHas JUCUUILIMHA, U3y4Yaroliasi TPyAOBbIE MIPOLIECCHI C LEIbI0 CO3/IaHUS ONTUMAJIbHBIX
YCJIOBUM Tpy/a.

3aganue Ne 7
Bonpoc:

Kakue daktopsl OTHOCATCS K yCIOBUSAM Tpyaa?
Buibepume necxonvro uz 8 éapuanmos omeema:
1) caHUTapHO-TUTHEHUYCCKHE;

2) TEXHUYECKUE;

3) MCUXONIOrHYECKHUE;

4) acTeTUYECKHUE;

5) ncuxodu3uyeckue;

6) colMAIIbHBIE;

7) yupaBJeHUYECKHE,

8) opraHu3alMoHHbIE.

3aganme Ne 8
Bonpoc:

K cpenctBaM THpakxUpOBaHUS TOKYMEHTOB OTHOCSTCS:
Buvibepume necrkonvko uz 5 eapuanmos omeema:

1) mpuHTEpHL;

2) MUIIYIIHE MAIIHHKY;

3) cpeacTBa KONMMPOBAHMS;

4) KOMITBIOTEPHI,

5) cpeacTBa pa3MHOKECHUSI.

3ananue Ne 9
Bonpoc:

K cpenctBam xpaHeHHUs JOKYMEHTOB OTHOCSITCSL:
Buibepume neckonvko u3z 5 eapuanmog omeema:
1) KOMIIBIOTEPBI;

2) MaIKH;
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3) KOHBEPTHI,
4) muKTO(OHEI;
5) KOpoOKH.

3aganmue Ne 10

Bonpoc:

CpeacTBamMul KOIIMPOBAHUS JIOKYMEHTAITUH 1IeJIECO00Pa3HO MOJIb30BATHCS ITPH H3TOTOBIICHUH. ..
Buibepume o0un uz 3 éapuanmoe omeema.

1) 1-10 sKx3eMIUISIpOB;

2) 10 25 3K3eMILISIPOB;

3) Gostee 25 FK3EMILIAPOB.

3aganme Ne 11

Bonpoc:

TenedonHas cBs3b OBIBACT:

Buvibepume necxonvko u3z 5 éapuanmog omeema:
1) nonuTHyeckas;

2) oOuierocyiapcTBeHHas;

3) BHyTpUyUpeKIeHUYECKas;

4) obuieHapogHas;

5) obmeeBporneiickas.

3aganme Ne 12

Bonpoc:

Hucneruepckas tenedoHHast CBSI3b. ..

Buibepume ooun u3z 3 éapuanmos omeema:

1) oOecrieunBaeT ci1yeOHYIO CBSA3b PyKOBOJUTENIECH CO CBOMMU MOJUMHEHHBIMH;

2) obecrieynBaeT BHYTPEHHIOIO CBSI3b BCEX MOJPA3ICICHUN NPEANPUSTUS WU YUPEKICHUs 03
oOpallleHUs K BHEITHEH 00111erocy1apcTBeHHON Tele(OHHOM ceTH;

3) CIY>KUT JJIs1 ONIEPATUBHOIO PEIICHUS IPOU3BOICTBEHHBIX BOIIPOCOB, BOZHUKAIOIIUX MEKITY
NOJIpa3AesIeHUsMU IPEIIPUITHS, HEIOCPEICTBEHHO CBSI3aHHBIMU C XOZOM MTPOU3BOJICTBEHHOTO
nporecca.

3aganue Ne 13

Bonpoc:

K ycrpoticTBam BbIBOJa HH(MOPMAIIHA OTHOCSTCS:
Bvibepume neckonvko uz 5 éapuanmog omeema:
1) MOHUTODBI;

2) MBIIIIb;

3) kiaBHaTypa;

4) ckaHep;

5) npuUHTEPBI.

3ananue Ne 14

Bonpoc:

[IpunTep — 770...

Bvibepume ooun uz 4 eapuanmos omeema:

1) ycTpoiicTBO 17151 yIIpaBI€HHsI KypCOPOM;

2) ycTpo#cTBO U1l BBIBOJA HA OyMary TEKCTOB U IpapUuecKuX N300pakeHHIA;

3) ycTpoiicTBO 1Sl BBIBOJA Ha Oymary uepTexeil;

4) ycTpoicTBO, o3BoJisitoliee oOMeHnBaTbest HHGpopmanueii mexny I1K yepes ananorosble
KaHaJIbl.
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3aganme Ne 15

Bonpoc:

CtpyliHble IPUHTEPHI OTHOCATCS K. ..
Buibepume ooun uz 2 éapuanmos omeema:
1) 6ECKOHTAaKTHOMY JCHCTBUIO;

2) KOHTaKTHOMY AEHCTBHIO.

3amanue Ne 16

Bonpoc:

CkaHep — yCTpOUCTBO. ..

Buvibepume ooun u3 3 sapuanmos omeema:

1) 1u1st BBOJIa B KOMIIBIOTEP M300paXKECHHIA,

2) 1715 BBIBOJIA pe3yiibTaTa paboThl Ha OyMa)KHBIN HOCHUTEIIb,

3) ans mepenadn JaHHBIX MEKIY KOMIBIOTEpaMH uepe3 TeIeOHHYIO CETh WU IPYTHE CPECTBa
CBSI3H.

3aganme Ne 17

Bonpoc:

[lepcoHanbHBIN KOMIBIOTEP — 3TO. ..

Buibepume ooun u3z 4 éapuanmos omeema:

1) anekTpoHHBII pUOOP, MPeAHAZHAYCHHBIN /ISl aBTOMATU3ALMU CO3/IaHusl, XPaHEHHUS,
00paboTKH U mepenaun HHPOpPMaLnY;

2) anmapart, npeJHa3HaYeHHbIH 17151 TOOYKBEHHOIO MeYaTaHus TeKCTa Py MOMOIIH pelbePHbBIX
OYKB, IPUBOJIMMBIX B ABM)KCHHUE CUCTEMON PHIYAroB;

3) yCTpOWCTBO BBIBO/A pe3yJibTaTa Ha OyMa)kKHBIH HOCHUTEIIb,

4) HeT NpaBUIBLHOTO OTBETA.

3aganme Ne 18

Bonpoc:

[Ipoueccop...

Buvibepume ooun u3 3 eapuanmos omeema:

1) BBIMONHSIET BcE BHIYUCTCHUS B 00pabOTKy MHPOpMAIUY;

2) ynpasisieT BHyTPEHHUMH CBSI35IM U B3aMOJICUCTBYET Yepe3 MPEePhIBAHUE C IPYTUMU
BHEIIIHUMHU YCTPOUCTBAMU;

3) mpenHa3HayeH sl MOCTOSIHHOTO XpaHEHHs] HHPOpMAaIIIH.

3apanue Ne 19

Bonpoc:

Knasuarypa — 370...

Buibepume ooun uz 4 eapuanmos omeema:

1) yctpotictBo a1t BBojaa nHpopManuu B [1K;

2) yCTpOMCTBO /1715 BBIBOJIA HA OyMary TeKCTOB U IpadUuecKux n300pakeHuil;

3) ycTpo#CTBO JUIsl yHIpaBICHUS KypCOPOM;

4) ycTpoiicTBO, o3BoJisitoiee oOMeHnBaTbest HHGpopmanueii mexny I1K yepes ananorosbie
KaHaJbl.

3aganmne Ne 20

Bonpoc:

[Tumrymiast MammHa — 370. ..

Buvibepume ooun u3z 3 sapuanmos omeema:

1) anekTpoHHBIN PUOOP, MPEAHAZHAYCHHBIN /ISl aBTOMATU3allMU CO3/IaHUs, XpPaHEHHUS,
00paboTKH U mepenayn HHPOPMaInH;

2) anmapar, npeJHa3HAYeHHbIH 17151 TOOYKBEHHOTO MeYaTaHus TEKCTa MPY OMOIIH pelibe(hHBIX
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OyKB, IPUBOJIUMBIX B JIBU)KEHUE CUCTEMOI phIYaros;
3) HET MpaBUJIBHOTO OTBETA.

3apanme Ne 21

Bonpoc:

Kaperka — a10...

Buvibepume ooun uz 3 sapuanmos omeema:

1) MexaHu3M, OCYIIECTBIISIFOIINI PABHOMEPHOE JIBUKCHHUE JICHTEHI;
2) moABMKHAS YaCTh MUIIYIICH MAIIHHBI;

3) KopIryC, B KOTOPBIif CMOHTHPOBAaHBI OCHOBHBIC MEXaHU3MEI.

3ananue Ne 22

Bonpoc:

BepxHuii perucTp Ciayxur Juisl. ..
Bvibepume ooun uz 3 éapuanmog omeema:
1) HanucaHus CIIOB KypCHUBOM;

2) HanuCaHMs CIIOB C BBIJCIICHUEM;

3) HanucaHUs MPONMUCHBIX OYKB.

3aganue Ne 23
Bonpoc:
b ‘
AT 4 A\ # .
JlaHHas KOMOWHAIIHUS KJIAaBHIII —*+ ¥ Ha NMUIIyIed MaliuHe UCTIONB3YeTCs JUIS. . .

Buibepume ooun u3z 4 eapuanmos omeema:
1) ycTaHOBKHM KapeTKH 110 EHTPY;

2) BpeMeHHBI cOpocC Mmonel;

3) yCTaHOBKH UHTEPBAJIOB;

4) 3ampaBku OyMaru.

3aganmne Ne 24
Bonpoc:

Jannas kKoMOMHAIIMS KJIaBUII Alt + ('E:b Ha MUIIYIIEH MAllIMHE UCTIONIb3YETCS JUIS. . .
Buvibepume ooun uz 4 sapuanmos omeema:

1) cOpoca 3aKperuIeHHBIX TOJICH;

2) yCTaHOBKH WHTEPBAJIOB;

3) ycTaHOBKH TaOyJISILMY;

4) 3aKperyIeHuUs MOJICH.

3aganue Ne 25

Bonpoc:

Pabouwii cTon — 3T0. ..

Buvibepume ooun uz 3 sapuanmos omeema:

1) COBOKYIHOCTB MPOrpaMM 0OpaOOTKHU aHHBIX U JOKYMEHTOB, HEOOXOAUMBIX JUISI UX
JKCILTyaTaluu;

2) Ha HeM pacIoNaraloTcst 00BEKTHI U yrpasistoiine dnemeHTsl Windows;

3) oowexT Windows, npeiHa3HAYCHHBIN Ui aBTOMATU3AIMU CO3/IaHusl, XpaHEHHs, 00pabOTKU U
nepeaavu UHGOPMAILHH.

3aganue Ne 26

Bonpoc:

3HA4YOK — 3TO...

Buvibepume ooun uz 3 sapuanmos omeema:
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1) HarIsAAHOE TpECTaBICHUE O0BEKTA;
2) KOHTeHEep, B KOTOPOM MOTYT COJiepKaThes Apyrue oobekTsl Windows;
3) pa3HOBUIHOCTH 3HAYKA, KOTOPBIA HE MPEACTABISIET 00BEKT, @ TOJIBKO HA HET'O YKa3bIBACT.

3aganue Ne 27

Bonpoc:

Spabik — 370...

Buibepume ooun uz 3 eapuanmos omeema:

1) HarmsIHOE MPE/ICTaBICHHE O0BEKTA,;

2) KOHTEWHEep, B KOTOPOM MOTYT COZACPKAThes Apyrue oobekTsl Windows;

3) pa3HOBUIHOCTb 3HAUKa, KOTOPBIM HE MpeACTaBIsIeET OOBEKT, a TOJIBKO Ha HETO yKa3bIBaeT.

3aganue Ne 28

Bonpoc:

OxHO — 7370...

Bvibepume ooun uz 4 eapuanmoe omeema:

1) npsimoyronbsHast 001acTe Ha PabodeMm cTone, MMeromas YeTKUe IPpaHullbl, B KOTOPOI
IpelocTaBlIeHa HHPOpMaLuUs;

2) CIMCOK HEKOTOPBIX OOBEKTOB, U3 KOTOPHIX BaM HEOOXOAMMO CIENaTh BHIOOD;

3) KOHTeWHep, B KOTOPOM MOTYT COZAEpKAThCs Apyrue oobekTsl Windows;

4) Haras1HOE MPEACTABICHUE O0BEKTA.

3aganue Ne 29

Bonpoc:

Ecnu Hagnucu Ha KHONIKE «IPUTYLIEHBD, TO. ..
Buvibepume ooun uz 2 sapuanmos omeema:

1) xomaH/1a ceiiyac BHITIOJTHUMA;

2) koMaH/a ceifyac He BBIMOJIHUMA.

3apanue Ne 30

Bonpoc:

[ToyToChI TPOKPYTKH CITYKAT JIJIS. . .

Buibepume ooun u3z 4 eapuanmos omeema:

1) nepeMenieHUs MO JOKYMEHTY, KOTOPBIE MOSIBJIAIOTCS B TOM ClIydae, €Clid JOKYMEHT He
yMEIIaeTCs B OKHE;

2) oToOpakeHus1 KOJTU4IeCTBA 0OBEKTOB, HAXOIAIIUXCS B TIAIKE;

3) ynpaBnenust 00beKTaMH, peCTaBIeHHbIME B Paboueii o0nacTu okHa;

4) OBICTPOTO JIOCTYIIa K HAaUOOJIee YacTO UCIIOJIb3yeMbIM KOMaHIaM.

3aganme Ne 31
Bonpoc:

22

TAHHBIF 3HAYOK 0003HAYaET. ..

Buibepume ooun u3z 4 eapuanmos omeema:

1) cozmanue HOBOTO JOKYMEHTA;

2) coxpaHEHHE JOKYMEHTA;

3) KomMpoOBaHUE BBIZICTICHHOTO )parMeHTa TekcTa B Oydep oOmeHa;
4) coxpaHeHHE JOKYMEHTA.
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3aganue Ne 32

Bonpoc:

=,

+= JTAaHHBIM 3HaYOK 0003HAYaeT. ..

Bvibepume ooun uz 6 éapuanmog omeema:

1) ycTaHOBKY MEXyCTPOUYHOTO UHTEPBAJIA;

2) u3MeHeHue Bu1a mpudTa;

3) yBenuueHnue pazmepa mpudTa;

4) meyaTtaHue TEKCTa B BEPXHEM MHJIEKCE (CTETICHB);
5) cMmenieHne TecTOBOTO ad3ala BIPaBo K CIEAYIONIEeH MO3UIMK Ta0y IS,
6) cozaHue MapKUPOBAHHOIO CIHCKA.

OTBeTLI:

1) Bepnsrii oteTt (1 6.): 2;
2) Bepwsiii otBeT (1 6.): 2;
3) Bepusiii otBeT (1 6.): 3;
4) Bepnbiii otBeT (1 6.): 1;
5) Bepnsbie otBeTsl (1 6.): 2; 3; 5;
6) Bepnsiii otBer (1 6.): 1;
7) Bepnbie otBetsl (1 6.): 1; 2; 3; 4; 5; 6;
8) Bepnble otBethI (1 0.): 1; 3; 5;
9) Bepnsie otBeTh (1 6.): 2; 3; 5
10) Bepusiii otser (1 6.): 2;

11) Bepnsbie otBetsl (1 6.): 2; 3;
12) Bepusiii otser (1 6.): 3;

13) Bepusbie otBetsl (1 6.): 1; 5;
14) Bepusiii oter (1 6.): 2;

15) Bepnsriii otet (1 6.): 1;

16) Bepusiii otert (1 6.): 1;

17) Bepnsrii otet (1 6.): 1;

18) Bepusiii otert (1 6.): 1;

19) Bepnsrii otset (1 6.): 1;

20) Bepusrii otser (1 6.): 2;

21) Bepusrii otsert (1 6.): 2;

22) Bepuslii oter (1 6.): 3;

23) Bepusrit otser (1 6.): 4;

24) Bepusiii otert (1 6.): 1;

25) Bepusiii oter (1 6.): 2;

26) Bepusiii otet (1 6.): 1;

27) Bepnsiii otBet (1 6.): 3;

28) Bepwnsrii otBet (1 6.): 1;

29) Bepnsiii otBet (1 6.): 2;

30) Bepwnsrit otBer (1 6.): 1;

31) Bepnsrii otBeT (1 6.): 3;

32) Bepwnsrii otBet (1 6.): 1;

2

2 b
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MaTepua.m,I JJIS1 TIPOBECACHUSA HpOMeHCyTOqHOﬁ arrecranamum

CneumnanabHoCTb « Cekpemapb-MauluHUCmKa»

Jucuunnuna « Opeanu3ayuorHas mexHuka u UH@GOpMAayUuoHHble MexHoN02UlY 8
0e10npouU3800Ccmae )

I'ox 00yuenusi: nepsuiii
Hoayroame 2

Crapmuii negaror J0noJTHUTEJILHOr0 oopa3oBanus bensaxosa O.B.
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MarepuaJibl 1Ji4 POBeIeHUS 3a4€Ta M0 TUCHUILIUHE
«OpraHu3anMoOHHAs TEXHNKA U MHGOPMAIMOHHbIE TEXHOJOTUN B
JeJI0ONPOU3BOICTBE)»

1.Teopernueckass yacTb MNPOBOAUTCA B (OPME HIIEKTPOHHOIO TECTHUPOBAHUS IO
MaTepHaiaM H3y4eHHOTO BO 2-M ITOJTyTOTUH.

2. IIpaktuueckas yacte — oopmiieHue ykasarenas B MS Word u Tabnuie B MS Excel,
BBIITOJIHEHHE PACUYETOB B HEH M MOCTPOEHHE IO €€ JaHHBIM JIHarpaMMBbl.

3. Marepuassl K 3a4€Ty JaHbl B IPUIOKEHUAX 1 1 2.

4. Kputepuu oLleHUBAaHUSA:

OTMETKa «5» - He MeHee 85% NpaBUIIbHBIX OTBETOB;

oTMeTKa «4» - He MeHee 70% npaBUIIbHBIX OTBETOB;

oTMeTKa «3» - He MeHee 50% MpaBUIIbHBIX OTBETOB;

Crapuuit negaror
JIOTIOJTHATEILHOTO 00pa30BaHMS O.B.benskosa
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JEKTPOHHBIN TECT

3aganme Ne 1
Bonpoc:

Yo Takoe AIeKTPOHHBIE TaOJIUIIBI?

Buvibepume 0oun u3z 4 éapuanmos omeema:

1) a7eMEeHT CUCTEMHOTO OJIOKa,

2) mporpaMma /1715t 00pabOTKH TaOJIUYHBIX TaHHBIX;
3) mporpaMMa Jij1s BBOJa TaOJIHII;

4) s1eMeHT BepTUKAIbHON pa3BEPTKU B MOHUTOPE.

3aganue Ne 2
Bonpoc:

B snekrponHoO# Tabnuie cTonoIpl 0003HaYA0TCS?
Bowibepume ooun uz 4 eapuanmos omeema:

1) npou3BOIBHO;

2) OykBamu;

3) undpamm;

4) mudppamu 1 OyKBaMH.

3aganme Ne 3
Bonpoc:

B snekrponHo#i Tabnuie cTpoku 0003HaYar0TCS?
Bvibepume ooun uz 4 eapuanmoe omeema:

1) npon3BOIBHO;

2) 6ykBamu;

3) undpamm;

4) mudpamu 1 OyKkBamHu.

3ananue Ne 4
Bonpoc:

JlnamasoH B 3JIEKTPOHHOM TabuIlE - 3TO...7
Buibepume ooun u3z 4 eapuanmos omeema:

1) COBOKYITHOCTH KJIETOK, 00Pa3yIOIIMX MPAMOYTOJIBHYIO 00J1aCTh;

2) MHO>KECTBO JI0ITyCTUMBIX 3HaUEHUI;
3) Bce sIMEMKH OJTHOTO CTOJIONA;
4) Bce sTYeHKU OAHOU CTPOKHU.

3aganmne Ne 5
Bonpoc:

C dero HaunHaeTcst BBOJ GOPMYIIbI?
Buvibepume ooun uz 4 sapuanmos omeema:
HC*

2)C=

3)C-

4)C+

3aganmne Ne 6
Bonpoc:

Yto ABIsSIETCS OCHOBHBIM JIEMEHTOM BHeKTpOHHOﬁ Ta6J'II/II_IbI?

I[MTPUJIOXKEHUE 1
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Buvibepume ooun uz 4 sapuanmos omeema:
1) cTpoka;

2) cronberr;

3) siueiika,

4) Tabnuna.

3aganme Ne 7
Bonpoc:

Kak HasbiBaetcs ¢aiin, ¢ kotopsiM padotaet Ms Excel?
Buvibepume ooun uz 4 eapuanmos omseema:

1) HOKyMeHT;

2) KHUTA;

3) nevatHas myOIUKaLus;

4) npe3eHTaysl.

3aganmne Ne 8
Bonpoc:

Kaxoe pacmmpenue daiino popmupyercs npu padore B Ms Excel?
Buvibepume ooun uz 5 eapuanmos omeema:

1) .doc

2) .com

3) .exe

4) .bat

5) xls

3ananue Ne 9
Bonpoc:

SApnpruky pabovux JIMCTOB B 3JIEKTPOHHOM Tabuile HaXoasITCs?
Buibepume ooun uz 4 eapuanmos omeema:

1) B BepXxHell 4acTu IKpaHa;

2) ¢ IpaBO¥ CTOPOHBI IKpaHa;

3) ¢ 1eBO¥ CTOPOHBI PKPAHA,

4) BHU3Y DKpaHa.

3amanue Ne 10

Bonpoc:

Jlnist uero craButcs B popmyiie 3HaK $?

Buvibepume ooun uz 4 sapuanmos omeema:

1) YtoObl anpec siaeiKu KOMMMPOBAJICS C IPYTOro JTUCTA.
2) UtoObI 3HAUCHHUE STYCHKN OOHYIISIIOCH.

3) UtoO®sI afmpec siueiku 0CTaBaJICS HEU3MEHHBIM.

4) UtoObI 00BEIMHUTD 3HAUCHUS JIBYX SIYCCK.

3aganme Ne 11

Bonpoc:

CnapkJiaifHbl - 3TO...

Bvibepume ooun uz 3 éapuanmos omeema:

1) rpaduyeckoe n300pakeHNE, MOKA3BIBAIOIIEE COOTHOIICHUE KAKUX-HUOY/Ib BEIHUNH;

2) HeOOJBIIIOTO pa3Mepa AUArpaMMbl, KOTOPBIE TTOMEIIAIOTCS B OJIHY STYCHKY;

3) naHHbBIE, PACIONIOKEHHBIE B CTOJIOAX WM CTPOKAX JIMCTA, MPEACTAaBIEHHbIC B BUJE TpaduKa.




1) Bepwnsrii otBeT (1 6.): 2;
2) Bepnsiit otBeT (1 6.): 2;
3) Bepusiii otBer (1 6.): 3;
4) Bepnsrii otert (1 6.): 1;
5) Bepwnsiii otBet (1 6.): 2;
6) Bepnsriii otBet (1 6.): 3;
7) Bepuwiii otBer (1 6.): 2;
8) Bepnsriii otBet (1 6.): 5;
9) Bepnwiii oter (1 6.): 4;
10) Bepwnsrii otBer (1 6.): 3;
11) Bepusiii otser (1 6.): 2;

b
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OTBeTLI:
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[Tpunoxenue 2

3apnanue. Opopmure u orpopmaTupyiite Tadbauny B MS Excel, npousBenure pacuersl, opopmute KPyropyro nuarpammy «3apadoTHas mjiara
padoOTHUKOB, py0.»

PacueT 3apaboTHoM nnaTbl paboTHMKOB GroakeTHOW cchepbl

MPOT = 11 280 py6. B mecsy,

Hauncnexunsa Hanorn
= | s s
> R )
N O] n.o ClS:Jf g § g % 2 K
o
B amnina v1.9. S 3 3 CraBka Hetckoe BpeaHocTb | Hapg6aekn | £ = 3 z g BblAate
& g o = nocobue 22 Q O
aq o3 P @ S gs 3o 88
Q < < RS T g8cC C 8 C 3
1. MeaHoB .. 12 4,6 1 15
2. MBaHoBa M.U. 13 5,2 2 25
3. MeTpos IM.11. 11 4,9 1 50
4. | Netposa O.M. 14 5,6 1 50
5. | Tpocmmos T.T. 13 5,2 2 30
6. AxoBnesa T.A. 8 3,5 2 125
B kacce B AeHb 3apnnatbl 4OMKHO ObITh:
Dopmynwi:

CraBka=MPOT*koacbcpnumeHT

Hetckoe nocobune=0,7*MPOT*konn4ecTBo aeTen
BpeagHocTb=0,6"MPOT
HapbaBkn=%Han6aBok*CTaBky

Hanor Ha goxoapbl doumsundecknx nuu=13%*HaumcneHus
MeHcnoHHbIN hoHa=1%*HauncneHuns

MpodcotosHbin B3HOC=1%*HauncneHus

K Bblgaue=Hauncnenuns-Hanorn+2000 (lN'ybepHaTopckas Hanbaska)

3apnanne. Ogopmure ykaszarean «byger Ha 2-om 3Taxke» B MS Word.
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MaTepna.m)I JJIS1 IIPOBCACHUSA HpOMC)KYTO‘IHOﬁ arrecranmumu

CnenuanbHocTh « Cekpemapb-mMauuHUCmKay

Jucuuniauna « OpeaHu3ayuoHHas mexHuxka u UHQOpMaAyUoHHble MeXHON02UU 8
0e10npouU3B00Ccmeae

I'ox 00y4enusi: smopoti
oayroaue /

Crapumuii negaror J10n0JHUTEJILHOr0 oopa3oBanus bensaxosa O.B.
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MarepuaJibl 1Ji4 POBeIeHUS 3a4€Ta M0 TUCHUILIUHE
«OpraHu3anMoOHHAs TEXHNKA U MHGOPMAIMOHHbIE TEXHOJOTUN B
JeJI0ONPOU3BOICTBE)»

1. Teopernyeckas dYacTb HPOBOAUTCS B (OpPME 3IIEKTPOHHOTO TECTUPOBAHUS IO
MaTepHuaiaM H3y4eHHOTO | Mmoiryroausi.

2. Ilpaktuueckas 4acTh — cO3/1aHHE MA0JIOHA U HA €T0 OCHOBE O(OPMIICHHE JOKYMEHTA.

3. Marepuaisl K 3a4eTy JAaHbl B IPUIOKEHUH 1 1 2.

4. Kpurepuun OneHUBaHHUS:

OTMETKa «5» - He MeHee 85% NpaBUIIbHBIX OTBETOB;

oTMeTKa «4» - He MeHee 70% npaBUIIbHBIX OTBETOB;

oTMeTKa «3» - He MeHee 50% npaBUIIbHBIX OTBETOB;

Crapumit negaror
JOTIOTHUTEIHLHOTO 00pa3oBaHUs O.B.bensikoBa
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I[MTPUJIOXKEHUE 1

JEKTPOHHBIN TECT

3aganme Ne 1
Bonpoc:

Ha ocHOBe 4ero Mo»HO cO3/71aBaTh MIa0JIOHBI?

Buibepume necxonvro uz 4 éapuanmog omeema:

1) Ha OCHOBE YK€ UMCIOIIUXCS 1a0JIOHOB;

2) Ha OCHOBE JIOKYMEHTOB;

3) Habpath O6J1aHK JOKYMEHTA M COXPAaHUTh €T0 KakK I1a0JIoH;
4) ¢ MOMOIIIBIO MacTepa I1adJI0HOB.

3aganue Ne 2
Bonpoc:

C noMomnipIo KaKoi maHeJIn MHCTPYMEHTOB MBI CO3/1a€M IMEPEMEHHYI0 HH(POPMaIINIO B 11a0I0HE?
Buvibepume ooun u3 3 sapuanmos omeema:

1) PucoBanus.

2) ®opMmBL.

3) Tabauiel U TpaHULIBL.

3aganmne Ne 3
Bonpoc:

ITox KakuM HOMEPOM 3HAYOK OTHOCHTCS K TTAHEIH HHCTPYMEHTOB POpMbI?
Uszobpascenue:

ol B & [
1 2 3 4 5

Buvibepume neckonvko uz 5 eapuanmos omeema:
11

2) 2

3)3

4) 4

5)5

3aganue Ne 4
Bonpoc:

C moMoIIpI0 Kakoi TaHeJId HHCTPYMEHTOB MOKHO CO3J1aTh IMOJIEMy OpraHU3alliu B Ma0JI0OHE?
Buvibepume ooun uz 4 sapuanmos omeema:

1) ®opMsl.

2) TabmuIBl U TPAHUIIBL.

3) Pamku.

4) PucoBanusl.

3aganme Ne 5§
Bonpoc:

B kakyro manky noMemniaroTcs madiIoHbl, COXpaHEHHbIE 110 YMOIYaHHUIO?
Bvibepume ooun uz 4 eapuanmoe omeema:

1) Mou noKyMeHTHI.

2) [l1a6y10HBLI.

3) Moii komnbrOTED.

4) Kop3uHna.
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3aganue Ne 6
Bonpoc:

Microsoft Word comepskut 60ibIioii Habop pazHo0Opa3HbIX 1a0I0HOB. UTO HEOOXOIUMO

YUUTBIBATh [P UCIIOJIB30BAHNY JIAHHBIX MA0JIOHOB?

Buvibepume ooun uz 3 eapuanmos omeema:

1) HU4ero He cieyeT yUUThIBaTh;

2) UCNONIb30BaHUE ITUX I1A0JIOHOB MPUMEHUMO K POCCUHCKHUM CTaHAAPTaM;

3) pacnojoXeHHWe PEKBH3HTOB B OSTHX MIa0JIOHaX JaHO 0e3 ydeTra POCCHHMCKUX MpPaBUII
odopmIIeHHS TOKYMEHTOB.

3aganme Ne 7
Bonpoc:

ApxuBaTopoM (yNaKOBIIMKOM) Ha3bIBaeTCA

Buvibepume ooun u3z 3 eapuanmos omeema:

1) o>nexTpoHHBIM NpuUOOp, NpeaHa3HAUCHHBIM Ui aBTOMATH3allMM CO3JaHMs, XpaHEHus,
00paboTKH U Tepenaun HHPOPMALINH;

2) mporpaMma, 1Mo3BOJISAIONIAs 33 CUET MPUMEHEHUS CIIeIUATBbHBIX METOJIOB CHKAaTHs HH(pOpMAIUU
CO03/1aBaTh KOMUHU (aillioB MEHBIIETO pa3Mepa, a TaKkKe 00BbEIUHATh KOTIUH HECKOJIbKUX (aiiioB
B OJIMH apXUBHBIN (ailll, U3 KOTOPOro MOXKHO NMPU HEOOXOJMMOCTH H3BJIEYb (ailibl B UX
NepPBOHAYAIEHOM BUJIE,

3) mporpamma ympaBieHUs HH(opMaimen, KoTopas HoMoraer padoTaTh C COOOLIECHHUSIMH,
MPUXOSAIIAMH TI0 JEKTPOHHOM MOYTe, KOHTAKTHBIMHU JIMIIaMH, Ha3HAYaTh BCTPEYH, CTABUTH
3aJaud, OTCJIEKUBATh JESATEIbHOCTh CBOK U COTPYIHUKOB, MPOCMATPUBATH COBMECTHBIE
JOKYMEHT.

3ananue Ne 8
Bonpoc:

Kakune npaktnueckue npuMEeHEHUs] UMEET apXUBALM?
Buibepume necxonvro uz 3 éapuanmog omeema:

1) pe3epBHOE KOTIUPOBAHUE I XpaHEHUST HHPOPMAITUH,
2) 3anuch Ha BUHYECTEp 00JIbIIero oobeMa HHpopManuy,
3) nepecbuika HHPOPMAIMK B KOMMYHHUKAI[UOHHBIX CETSIX.

3aganmne Ne 9
Bonpoc:

Kakwue nmporpaMmsbl HCTIOJIB3YIOTCS IPU apXHUBALIUH?
Buibepume necxonvro uz 5 éapuanmog omeema:

1) Gimp,

2) WinRar,

3) MS PowerPoint,

4) WinZip,

5) GCompris.

OTBeThI:
1) Bepnsie otBetsI (1 6.): 1; 2; 3; 4;
2) Bepusiit otBeT (1 6.): 2;
3) Bepunsie otBetsI (1 6.): 2; 3;
4) Bepnwsrii oter (1 6.): 4;
5) Bepusiii otBet (1 6.): 2;
6) Bepnsriii otBet (1 6.): 3;
7) Bepwuwbiii otBer (1 6.): 2;
8) Bepnsbie otBeTsl (1 6.): 1; 2; 3;
9) Bepusie otBeThl (1 6.): 2; 4;
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I[MTPUJIOKEHUE 2

3ananmne. Co3naiite u ogpopmure:
1. DMmOneMy OsaHKa MPEITPUATHS.
2. llla6son ykazaHus (IpoAOJIbHOE PACTIONOKEHUE PEKBU3UTOB B 3aT0JIOBOYHOMN YacTH
JIOKYMEHTA)
3. Ha ocnoBe mab6ioHa opopMuTe JOKYMEHT.

000 «JIYY» YKA3AHHUE 22.12.2011 Ne 223 MockBa O HazHaueHUU KOMHCCUH Bo ncnonHnenue
npuKa3a JUPEeKTopa 00IIecTBa ¢ OrpaHHYEHHONW OTBETCTBEHHOCTHIO OT 18 mexadps 2011 r. Ne 78
0 Ha3HAYEHUU KOMHMCCHUHU U POBEACHUU UHBEHTapu3auuu MarepraibHbix cpeacts ObA3bIBALIO:
1. HaznaueHHOMY COCTaBy KOMHCCHH 3aKOHYUTH NMPOBEICHUE MHBEHTAPU3ALUNA MATEPUATBHBIX
cpenctB o 27 sHBaps 2012 r. 2. CoOmroaaTh ClAeAYIOUIMI €XeIHEBHbBI pacnopsioK padoThl
komuccun: Hauaso — 8.00; okonyanue — 17.00; nepepsiB — 13.00-14.00; Beixoanblie 11 — cy000Ta,
BockpeceHbe. 3. Ilpencemarento KOMUCCHMM MPEJICTaBUTh IO OKOHYAaHMM padOThl  akT
WHBEHTapu3auu Juist yreepxkaeHus. Gunancossiii aupexrop A.H.Caxapos
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MaTepua.m,I JJIS1 TIPOBECACHUSA HpOMeHCyTOqHOﬁ arrecranamum

CneumnanabHoCTb « Cekpemapb-MauluHUCmKa»

Jucuunnuna « Opeanu3ayuorHas mexHuka u UH@GOpMAayUuoHHble MexHoN02UlY 8
0e10npouU3800Ccmae )

T'ox 00yuenusi: smopoti
Hoayroame 2

Crapmuii negaror J0noJJHUTEJILHOr0 oopa3oBanus bensaxosa O.B.
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MarepuaJibl 1Ji4 POBeIeHUS 3a4€Ta M0 TUCHUILIUHE
«OpraHu3anMoOHHAs TEXHNKA U MHGOPMAIMOHHbIE TEXHOJOTUN B
JeJI0ONPOU3BOICTBE)»

1. TeopeTnueckas yacTb IPOBOAUTCA B (POPME IEKTPOHHOTO TECTUPOBAHUS 110
MaTepuagaM U3yuyeHHOTo 2 MOITyTOusl.

2. IlpakTiueckas 4acTh — opopMiIeHHE TPE3eHTALINH.

3. Marepuassl K 3a4eTy JaHbl B IPUIOKeHUHU | u 2.

4. Kputepuu o1ieHUBaHHUS:

OTMETKa «5» - He MeHee 85% NpaBUIIbHBIX OTBETOB;

oTMeTKa «4» - He MeHee 70% npaBUIIbHBIX OTBETOB;

oTMeTKa «3» - He MeHee 50% NpaBUIIbHBIX OTBETOB;

Crapuuit negaror
JIOTIOJTHUTEILHOTO 00pa30BaHMS O.B.benskosa



130

I[MTPUJIOXKEHUE 1

JEKTPOHHBIN TECT

3aganme Ne 1
Bonpoc:

[TpesenTanus — 3710 ...

Buvibepume 0oun u3z 4 éapuanmos omeema:

1) moka3s, mpeCcTaBlIeHNEe Yer0-TU00 HOBOT'O, BHIIIOJIHAEMbIE TOKIAIYUKOM C UCIIOJIb30BAHUEM
BCEX BO3MOXKHBIX TEXHUYECKUX U MPOTPAMMHBIX CPEJICTB;

2) mpeocTaBlIeHUE TIOJjapKa, MOATOTOBICHHOTO 3apaHee;

3) AeMOHCTpalMs CBOMX 3HAHUM Mepe]l JII0IbMU, KOTOPBIE 33JJal0T BaM BOIIPOCHI;

4) nporpamMma, mpeHa3HaYeHHast ISl TOATOTOBKH MIPE3EHTAINI U claia-puisMoB.

3aganme Ne 2
Bonpoc:

HporpaMMa JJI1 CO31aHUA npe3eHTauH171
Buvibepume ooun uz 5 sapuanmos omeema:
1) Microsoft Word;

2) Microsoft Office;

3) Microsoft PowerPoint;

4) Paint;

5) Microsoft Excel.

3aganme Ne 3
Bonpoc:

VYKaxuTe CyIeCTBYIOIIUE PEKUMBI pabOTHI C MPe3eHTAIUEeH:
Bvibepume neckonvko uz 4 eapuanmoe omeema:

1) OOBIYHBIH peXUM;

2) ABapHilHBIN pexuMm;

3) PexxuM copTUPOBIIMKA;

4) Pexxum npocMoTpa TEKyLIEero ciaija.

3aganmne Ne 4
Bonpoc:

Kaxk Ha3pIiBaeTCsl 0HA CTpaHULIA MPE3ECHTALIMM ?
Buvibepume o0un uz 3 éapuanmoe omeema.

1) Caiir;

2) Crnaiin;

3) Ctpanura.

3aganme Ne 5§
Bonpoc:

3amycK 1eMOHCTpaIMU CJIaifJI0B

Buvibepume necrxonvko uz 4 eapuanmos omeema:
1) F6;

2) F5;

3) [Toka3 cnaiinos;

4) Iloka3 npe3eHTanuu.
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3aganue Ne 6
Bonpoc:

Kak BbITH U3 pekrMa IPOCMOTpaA MPE3CHTALINHN?
Buibepume ooun u3z 4 eapuanmos omeema:

1) ESC;

2) DELETE;

3) F10;

4) F5.

3aganue Ne 7
Bonpoc:

VYKaxute NOpsAAOK ACUCTBUM IIPU COXPAHCHUHM NIPE3EHTALlUU B CBOEH NAIIKE.
VYkaorcume nopsaook cnedosanus écex 4 eapuanmos omeema:

__ Haxatp Coxpanuts Kak;

__Haxarp ®aiin;

__ Bribpatb MecTo, UM U TUII COXpaHIEMOMN IPE3EHTALINN;

__ Haxats CoxpaHurts.

3aganme Ne 8
Bonpoc:

Jns coxpanenus npeseHTanuu B pexxume [lokas cnaiinos Microsoft PowerPoint Heo6xonumo
BbIOpaTh TUI (aiina...

Buibepume ooun u3z 4 eapuanmos omeema:

1) npe3enTanus;

2) 1eMOHCTpaIus;

3) mabJI0OH pEe3eHTalNN;

4) BeO-cTpaHUIa.

3aganme Ne 9
Bonpoc:

bpaysep —a70...

Bvibepume ooun uz 4 eapuanmoe omeema:

1) nporpamma yrpasieHust “HpOpMaIHen, KOTopas TIoMOraeT paboTaTh ¢ COOOIIEHUSMH,
HNPUXOASIIMMHU 10 IEKTPOHHON NOYTE, KOHTAaKTHBIMU JIMIIAMHU, Ha3HAYaTh BCTPEUH U T.I1.;
2) mporpamMma mpocMoTpa web-caiiToB U OCYIIECTBICHHS My TEIIECTBUIH 110 CETH;

3) cucrema yrpaBieHHUsl Oa3aMH JaHHBIX;

4) OCHOBHOE CpEICTBO, UCTIONIb3yeMoe sl 00paboTKH 1 aHanu3a 1udppoBoit nHbpopmau
CPEICTBAMHU BBIYMCIUTEIBHON TEXHUKH.

3aganmne Ne 10

Bonpoc:

['moGanbpHast KOMIIBIOTEPHAS CETh — 3TO. ..

Buvibepume 0oun uz 3 sapuanmos omeema:

1) nuadopmanonHas ceTb, 00bETUHSIOIIA MHOXKECTBO CETEH, 111 CBOOOTHOM TIepenadn
uH(pOpPMAIIUH JIFOOOMY MOJIB30BATEIIO CETH;

2) oObeTMHEHHUE IBYX M O0JIee ceTeil MexX Iy co00M;

3) coenuHeHUE 2-X U 060J1€€ KOMITBIOTEPOB IPYT C APYrOoM Ha HEOOJBIIOM PacCTOSTHUM (OOBITHO
BHYTPH OJTHOTO YUPEKICHHS) C IIOMOIIBIO KaOeme.

3aganne Ne 11
Bonpoc:
Internet —sTo0...
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Buvibepume ooun uz 3 sapuanmos omeema:

1) oObenuHEHME NBYX U Oonee ceTeil Mexay co0oii;

2) coenuHEHUE 2-X U 00JIee KOMITBIOTEPOB JIPYT C IPYrOM Ha HEOOJIBIIOM PACCTOSHUM C
IIOMOIIIBIO KaOeeH;

3) rimoGanpHas nHGOpPMAIMOHHAS CETh, O0BEAMHSIONIAS MHOXKECTBO CETEH, JIJIsi CBOOOTHOM
nepeaadu HHGOpMaIK JF000MY TOIH30BATENIO CETH.

3amanue Ne 12
Bonpoc:

JlanHas cxema otobpakaer
Cepeep

HCTOMHME S— Pagoqes HecTo
GecnepesodHora — MEHELHERE
MHTaHKA O

Paboqes MECTO
MNazepHbIi NPHHTED I:l FNABHOMD By RranTepa
=" =
=7

Tenedakc

=

MaTPMYHE I NPHETED

Paboyes MECTO
PR OE0LHTENS

Pabodes MECTO
By HranTepa. KaccHpa

Patioyes MECTo
MEHELKERE

Bvibepume ooun uz 2 eapuanmoe omeema:
1) nokanpHYyIO CETB;
2) r1o0anbHyIO CETh.

3aganue Ne 13

Bonpoc:

DnexTponnas moyra (E-mail) — aro...

Buibepume ooun uz 3 eapuanmos omeema:

1) aneKTpOHHBIH TPUOOP, TpeTHA3HAYCHHBIH JIJTsl aBTOMATU3AIlUH CO3/IaHUs, XPaHEHHS,
00paboTKH U mepenaun HHPOpPMaLny;

2) mporpaMMa, IMO3BOJISIONIAs 32 CYET IPUMEHEHUS CIICIIUAIBHBIX METOIOB CYKATHS
UH(OPMALIMU CO3/aBaTh KOMHUHU (hailIoB MEHBIIIETO pa3Mepa, a TAKKe OObEIHHATH KOTTUU
HECKOJIbKUX (DaiJIOB B OJIMH apXHUBHBIN (haiiin, U3 KOTOPOTO MOXKHO MPH HEOOXOUMOCTH H3BIICYb
(aiinel B X IEpBOHAYAILHOM BUJIE;

3) ciyx0a, obecrieunBaroIas neperady 1mo CeTu COOOMEHUI U BJIOYKEHHBIX (pailioB.

3aganmne Ne 14

Bonpoc:

C noMomibIo MEKTPOHHON MOUTHI MOKHO:

Bovibepume neckonvko uz 4 eapuanmog omeema:

1) BecTH 4acTHYIO MEPEMUCKY;

2) paccbulaTh KOTMHM CBOETO MTUCHhMA APYTUM TOJIb30BaTEIISIM;

3) IpOBOAMTH CETEBBIE TUCKYCCUH, TEIEKOH(EPEHIINN B OTCPOUCHHOM PEKUME;
4) paccbulaTh HOBOCTH MO CTIEIIUATIM3UPOBAHHBIM IPYIINAM MOJIb30BATEICH.

OTtBeThI:
1) Bepnsriii otet (1 6.): 1;
2) Bepnpiii otBer (1 6.): 3;



133

3) Bepnsie otBeTsI (1 6.): 1; 3; 4;
4) Bepwnsiii otBeT (1 6.): 2;
5) Bepnsbie otBeThl (1 6.): 2; 3;
6) Bepnsiii otBet (1 6.): 1;
7) Bepnsbie oteTsl (1 6.):
2;
1;
3;
4;
8) Bepnniii otBert (1 6.): 2;
9) Bepusiii otBeT (1 6.): 2;
10) Bepusiii otser (1 6.): 2;
11) Bepwnsrii otBer (1 6.): 3;
12) Bepusiii oter (1 6.): 1;
13) Bepwnsrii otBer (1 6.): 3;
14) Bepusbie otBetsl (1 6.): 1; 2; 3; 4.
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I[MTPUJIOKEHUE 2

3ananue. Odopmure mnpesentanmio. Hemocrawmmii matepuaj (KapTHHKH) HAWauTe B
HHTEpHeTe.

MHCTPYKIIMS I10 TTOXXAPHOM BE3OITACHOCTU

Ilepeuunsvie cpeocmea noxcapomyuienus (KApTUHKA HAWTH B UHTEPHETE)

INEPBBIYHBIE CPEJICTBA ITOXAPOTYIIEHW S — npegnazHadeHs! 171 TYLIEHHS [105KapOB
B HAQYaJIbHOM CTaJNH U BKIIIOYAIOT: MOKapHbBIE BOJIOMPOBO/IbI, OTHETYIIUTEIH PYyYHbIE, CYXOi
MIECOK, aCOECTOBBIE OJiesiia, KOIIMBI U JIp.

MHCTPYMEHT ITOXKAPHBII PYUHOM HeMexaHH3HPOBAHHBIH — HHCTPYMEHT 6€3 KaKOro-
100 MPUBOAA, KPOME MYCKYJIBHON CHIIBI YEJIOBEKA, TIPEIHA3HAYCHHBIN JJIsl BBITIOTHCHUS
pa3IMYHBIX paboT MPH TYIIEHUH TT0Kapa (ToKapHbIe 0arpsbl, JOMBI, TOTIOPHI, KPIOKH).

3naxu noxcapnoii 6e3onacnocmu (HATH B UHTEPHETE)

Hucmpykuyua no reaxyayuu u 0eiicmeuii NepcoHaANa KOMRAHUU NPU 603HUKHOGEHUU noMcapa
1. Ilpu oO6HapyKeHUHU 3aBIMIICHUS WU TOXKapa:

- BKJIFOUUTH PY4YHOH M3BELIaTellb CUTHAJIA T0KAPHON CUTHAJIM3ALNH,

- IOCTaBUTbh B U3BECTHOCTh PYKOBOJCTBO U OXpaHy,

- COOOIINTH O BOSHUKHOBEHHUH TI0Kapa B MOKAPHYIO OXpaHy 1o Tenedony 123

2. DBakyauus J0Aei:

- IPEKpaTUTh Bce pabOTHI B 3JaHUM KOMITaHUH,

- OpPraHU30BaTh 3BAKYAILMIO JIOJEH, UCIIONIB3Ys IBAKyallMOHHBIE BBIXO/IbI COTJIACHO CXEME
3BaKyaluu.

3. OTKIII0YeHUE IEKTPONUTAHUS IIEKTPOOOOPYT0BaAHHS:

- 110 HEOOXOAMMOCTH OTKIIIOUUTH JIEKTPOIHEPTHUIO AJIsl TPEIOTBPALLICHHS Pa3BUTHS
noxkapa W JUIsl 3J1eKTPoOe30MacHOCTH MOKapHBIX MMOApa3eNICHUH U JIUL], yYaCTBYIOLINX
B TYLIEHHUH MOXKapa.

4. TyuieHne BO3HUKIIETO MOXapa:

- TopsilIye MPEeAMEThI, 000pyJ0BaHHE U KOHCTPYKIUH 30aHUM TyIIUTh TIEPBUYHBIMU
CpEJICTBAaMU IOXKapOTYIIEHHS (OTHETYIINUTENH, BOAA) IIPU OTKIFOUEHHOM
3JIEKTPOOOOPYIOBAHHUH.

5. BeTpeua noskapHbIX TOAPA3ICIICHUMN.
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MarepuaJibl 1Sl MPOBeIEeHUSI IPOMEKYTOYHOM aTTEeCTAMH

CHeIII/IaJIbHOCTb «Cekpemapb-mamuﬂucmka»

JucuunianHa «/[okymenmol, KOppecnoHOeHYuUs U 0elonpouU3800Cme0»

TI'ox 00yuenusi: nepsuviu
Hoayroaue /

Crapumumii negaror JI0moJHUTEILHOT0 o0pa3oBanus bernaxosa O.B.
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MarepuaJinbl 1Ji51 NIPOBeeHUS 3a4€Ta M0 TUCHUILIUHE
«JlokyMeHTBI, KOppeCOHIeH S U 1eJI0NPOU3BOJACTBO»

1.3aver npoBoauTCs B hopMe 3IEKTPOHHOTO TECTUPOBAHUS B KOHIIE | MOIyroaus.
2.Marepuasbl K 3a4€Ty JaHbl B IPUIIOKEHUH 1.

3.Kpurepuu oneHuBaHus:

OTMETKa «5» - He MeHee 85% NpaBUIIbHBIX OTBETOB;

oTMeTKa «4» - He MeHee 70% NpaBUIIbHBIX OTBETOB;

oTMeTKa «3» - He MeHee 50% mpaBUIIbHBIX OTBETOB;

Crapuuit negaror
JOTIOJTHUTEILHOTO 00pa30BaHMS 0O.B.bensgkona
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I[MTPUJIOXKEHUE 1

JEKTPOHHBIN TECT

3aganme Ne 1
Bonpoc:

Jlenonpoun3BoacTBo — 310. ..

Buvibepume 0oun u3z 3 eapuanmos omeema:

1) nBWKeHHE AOKYMEHTOB B OpraHH3allil C MOMEHTAa HX CO3JaHHs WIM TMOJXY4YeHHS 0
3aBEpPILUEHUS WIN OTIIPABJICHMUS;

2) oTpaciib AESITENBbHOCTH, OOecTeunBaroas JTOKyMEHTHPOBAHHE W OpraHu3aluio paboThl C
ouIMaNbHBIMU TOKyMEHTaMH;

3) opraHmuzanus IOKyMEHTOOOOpOTa, XpAaHEHUS M HCIHOIB30BaHUS JOKYMEHTOB B TEKyIIEH
JeSATENbHOCTH YUPEKIACHUS, IPEIIPUATHS.

3ananue Ne 2
Bonpoc:

Ot opranuzanuu JeJ0npor3BOCTBA 3aBUCHT:
Buvibepume necronvko uz 4 eapuanmos omseema:
1) 3¢ deKkTUBHOCTH yIIpaBiIeHHUS;

2) 5 KOHOMUYHOCTb;

3) orepaTUBHOCTS;

4) KyabpTypa TpyJa paOOTHUKOB yIIPaBICHUS.

3aganme Ne 3
Bonpoc:

JIOKyMEHTUPOBAHUE — ITO. ..

Bvibepume ooun uz 3 eapuanmoe omeema:

1) opranuszanus JAOKyMEHTOOOOpPOTa, XpaHEHHs W MCIOJIb30BAHUS JIOKYMEHTOB B TEKyIEH
ACATCIBHOCTH YUPCIKACHUA, IPECAIIPUATHSA,

2) 3anuch HHPOPMALIMU HA PA3IMYHBIX HOCUTENISIX MO YCTAaHOBJICHHBIM IIPaBUJIaM;

3) ABMOKCHUC OOKYMCHTOB B OpraHu3aliud € MOMCHTa HWX CO3JaHUA HIINW IIOJYYCHHUSA 1O0
3aBCPUICHUSA UJIN OTIIPABJICHUS.

3ananmne Ne 4
Bonpoc:

Opranuzanus padoThl C JOKYyMEHTaMHU — 3TO. ..

Bowibepume ooun uz 3 eapuanmos omeema:

1) opranuzanus IOKYMEHTOOOOPOTa, XpaHEHUS M HCIOJIB30BaHHS JOKYMEHTOB B TEKYIIEH
JESITebHOCTH yUPeXKICHUS, TPEATIPHATHS;

2) oTpacib ACATEIBHOCTH, O0ECICUYMBAONIAS JOKYMEHTHPOBAHUE M OPTaHHU3AIMIO PaOOTHI C
o(uIaIbHEIMU TOKYMEHTaMH;

3) ABWXKEHHWE IOKYMEHTOB B OpraHM3allid C MOMEHTa HX CO3JaHHs WM TOIXYy4eHHUs 0
3aBEPIICHUS WM OTIPABICHHUS.

3aganme Ne 5§
Bonpoc:

JI0OKyMEeHTO00O0pOT — 3TO. ..

Buvibepume ooun u3z 3 sapuanmos omeema:

1) opraHu3amnus JOKyMEHTOOOOpPOTa, XpaHEHHs W HCIOJb30BaHUS JOKYMEHTOB B TEKYIICH
NESATSITBHOCTH YUPEKIACHUS, TIPEATPUSITHUS;

2) oTpacib JAEATEIBHOCTH, OOECIeUnBaroNias JOKYMEHTUPOBAHHE M OPTaHU3aIMi0 paboThI C
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OQ)HHHaHBHHMI/I JOKYMCHTAMU;
3) ABMIKCHUC HOOKYMCHTOB B OpraHu3allid € MOMCHTAa HUX CO3OaHUA WKW IIOJYYCHUSA 10
3aBCPUICHUA W OTIIPABJICHUS.

3aganue Ne 6
Bonpoc:

JIokyMeHT — 3T0...

Buvibepume ooun u3z 3 éapuanmos omeema:

1) 3acdukcupoBaHHas Ha MaTepUaIbHOM HOCUTENe HHPOPMAIUS C PEKBU3UTAMU, MTO3BOJISIOLITIMHI
ee UICHTU(DUITUPOBATD;

2) cBeleHUsl O JUIAX, MpeaMeTax, GakTax, COOBITHIX, SBICHUSAX U MPOLECcCaX HE3aBUCHUMO OT
(OpMBI BX TIpEICTABICHNUS;

3) HeT MPaBUIILHOTO OTBETA.

3aganme Ne 7
Bonpoc:

ITo cocoOy TOKyMEHTHPOBAaHUS TOKYMEHTHI ITOApa3 eI IOTCs Ha:
Bvibepume neckonvko uz 7 eapuanmog omeema:

1) pykonucHsle;

2) mo Tpyny;

3) DIIEKTPOHHBIE;

4) rpaduueckue;

5) NOJJIMHHUKHY;

6) KuHO-, GOTO-, POHOIOKYMEHTHI;

7) KomIUH.

3aganme Ne 8
Bonpoc:

ITo mpouCXOXAEHNIO JOKYMEHTBI MOTYT OBITh:
Buvibepume necrkonvko uz 5 eapuanmos omeema:
1) pykonucHsle;

2) OTYETHO-CTAaTUCTUYECKHUE;

3) opunmanvHbIE;

4) 5NIeKTPOHHBIE,

5) nu4HbIE.

3aganme Ne 9
Bonpoc:

ITo cpokaMm XpaHEHHUs TOKYMEHTHI AETATCA Ha:
Buvibepume necrkonvko uz 4 eapuanmos omseema:
1) mOCTOSIHHOTO XpaHEHHUS;

2) nmonroBpeMeHHOro XpaHeHnus (cBoimie 10 yer);
3) Texy1ero XxpaHeHus;

4) BpemenHoro xpanenus (10 10 mer).

3aganmne Ne 10

Bonpoc:

DONEKTPOHHBIM JTOKYMEHT MOKET OBITh BOCIPOM3BEACH B BUAe U (opme, MOHATHBIX IS
BOCTIPOM3BEICHUS:

Buvibepume necronvko uz 4 eapuanmos omseema:

1) Ha kaBUATYypeE;

2) Ha DKpaHe AUCILIes;




139

3) OymMaXHOM HOCHUTEJIE;
4) MHOM OTIEIHPHOM OT MAIIUHHOTO HOCHUTENS MaTepHallbHOM OOBEKTEe B JOCTYITHOM JIJIst
BU3YaJILHOT'O 0003PEHUS BHJIE.

3aganue Ne 11

Bonpoc:

DNEKTPOHHBIN JOKYMEHTOOOOPOT — 3TO. ..

Buvibepume 0oun u3z 4 éapuanmos omeema:

1) opranmzanusi JOKyMEHTOOOOpPOTa, XpaHEHHs M HUCIOJIb30BAaHUS JIOKYMEHTOB B TEKYyIIEH
NEATEeNbHOCTH YUPEKIICHUS, IPEATPUSTHS;

2) mpolecc ABMKEHUs, 00pabOTKH, XpaHEHUsI U 0OMEHa 3JIEeKTPOHHBIMU JOKYMEHTaMU;

3) orpaciib AESITEILHOCTH, OOECIeUnBaroNas JTOKyYMECHTHPOBAHHE W OPTraHU3AIUI0 PabOTHI C
OQUIMATBEHBIMUA JOKYMEHTAMU;

4) orpacib ACATCIHHOCTH, OOECIEYMBAIONIAS JOKYMEHTHPOBAHUE M OPTaHHU3AIMIO PadOTHI C
OpUIMATEHBIMUA JOKYMEHTAMHU.

3aganue Ne 12

Bonpoc:

KakyMy HOpMAaTUBHBIMU aKTaMHU PETYIUPYETCs SJIEKTPOHHBIN JOKYMEHTOO00POT?
Bvibepume neckonvko uz 5 eapuanmog omeema:

1) rocynapcTBEeHHbIMY;

2) MeXOTpaciieBbIMU;

3) oTpacieBbIMU;

4) noKaJIbHBIMU (IIPENNIPHUITHS);

5) HUKaKHUMH.

3aganue Ne 13

Bonpoc:

ITo hopme u3M0KEHUS TOKYMEHTHI ObIBAOT:
Buvibepume necrkonvko uz 5 eapuanmos omeema:
1) nHIMBU Ty aJIbHEIE;

2) TUYHBIE;

3) TUTIOBBIE;

4) tpadapeTHsIie;

5) ciayxxeOHbIe.

3aganue Ne 14

Bonpoc:

HopMmatuBHO-ipon3BOICTBEHHAS 0a3a AETOMPOU3BOJICTBA — 3TO. ..

Buvibepume ooun uz 3 eapuanmos omeema:

1) 3apukcupoBaHHasi HA MATEPUATLHOM HOCHUTENE HH(OPMAIIUS C PEKBH3UTAMH, TTO3BOJISFOIIIUMHU
ee UIACHTU(UIIUPOBATH;

2) COBOKYITHOCTh TpeOOBaHUM, HOPM, MPABUI U PEKOMEHIAINN 110 COCTABJICHUIO JOKYMEHTOB U
paboTe C HUMH, YCTAaHOBJICHHBIX TIPABOBBIMH AaKTaMH, CTAHAAPTAMU, WHCTPYKIUAMH |
METOIUYECKUMHM MOCOOHSIMU;

3) oTpacib ACATEIBLHOCTH, OOECIeUMBAIOIIAs JOKYMEHTHPOBAHUE W OpPraHU3AIMI0 pabOThI C
OpUIMATEHBIMHA JOKYMEHTAMHU.

3aganue Ne 15

Bonpoc:

Kakwie makeTsl TOKyMEHTOB JOJDKHBI OBITh Y CEKpeTapsi Mo PyKoit?
Buibepume neckonvko uz 5 eapuanmos omeema:
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1) 3akoHOZATENIbHBIC aKThl, B KOTOPBIX 3aTParMBAIOTCA BOMPOCHI JOKYMEHTHPOBAHUS U
OpraHMU3aIui PaboThI C JOKYMEHTAMU,

2) HOPMATUBHO-METOIUUYCCKUC JOKYMEHTHI [10 OPraHH3alluK JOKYMEHTAIIMOHHOTO 00CITY KUBAHUS,
TpeOoBaHus K 0(DOPMIICHHUIO TOKyMECHTOB,

3) opraHM3aIOHHbIC U HOPMATHBHO-METOAMYECKHE TOKYMEHThI CaMOM OpraHHU3aIlHH;

4) opraHM3alMOHHBIC U HOPMATUBHO-METOINUCCKUE JJOKYMEHTHI CMEKHON OpraHu3allvy;

5) HUKaKue.

3aganme Ne 16

Bonpoc:

YHudunupoBaHHas cuctemMa JTOKyMEHTAlUU — 3TO. ..

Buvibepume ooun uz 3 sapuanmos omeema:

1) opranmzanusi JOKyMEHTOOOOpPOTa, XpaHEHHs M HUCIOJIb30BAaHUS JIOKYMEHTOB B TEKYyIIEH
NEATEeNIbHOCTH YUPEXKICHUS, IPEATPUSITHS;

2) COBOKYIHOCTh TpeOOBaHUM, HOPM, MPABUII M PEKOMEH/IALIUI [0 COCTABICHUIO IOKYMEHTOB H
paboTe C HHUMH, YCTAaHOBJICHHBIX IPABOBBIMH aKTaMH, CTaHAAPTaMH, HWHCTPYKIHUSIMH U
METOJIUYECKUMU MTOCOOUIMU;

3) COBOKYMHOCTh (OpPM JOKYMEHTOB, CO3JaHHBIX IO €AWHBIM MpaBUJIaM U TPEOOBAHUSM,
(GYHKIIMOHUPYIOIIUX B ONPEIEICHHON cdepe AesITenbHOCTH (YIpaBieHnu, GUHAHCAX U T.I1.).

3aganue Ne 17

Bonpoc:

Jlnis yero HeoOXxouMa yHU(pULIMPOBaHHAsA cUcTeMa JoKyMeHTaruu? Jlis:

Bvibepume neckonvko uz 6 eapuanmog omeema:

1) ucnonb3yemMoit HOpMaTUBHO-METOANYECKOM 0a3bl IEIONPOU3BOICTBA;

2) CIIOKUBIIAXCSI HAITMOHAIBHBIX TPAIUINI pabOTHI ¢ JOKYMEHTaMHU;

3) yCTaHOBJIEHHBIX PYKOBOJICTBOM HPEANPHUATH (OTpaciu) MpaBui paboThl ¢ JOKYMEHTaMH;
4) kBanudUKaIK JeT0NPOU3BOJCTBEHHON CITyKObI IPEANPUSATHUS;

5) cokpateHust 00bEeMOB IOKYMEHTOB;

6) CHIDKEHUS 3aTpaT Ha COCTaBJICHUE M 00pabOTKy JOKYMEHTOB.

3aganue Ne 18

Bonpoc:

Ha xakue rpynms! Kj1acCuUIUPYIOTCS OpraHU3allMOHHO-PACTIOPSAUTENbHbIE JOKYMEHTHI?
Buibepume necxonvro uz 8 éapuanmog omeema:
1) pykonucHbIE;

2) OTYETHO-CTaTUCTUUYECKHUE;

3) pacnopsiIUTENbHEIC;

4) 21EKTPOHHBIE;

5) opraHu3aIMOHHbIC;

6) opunmansHbIE;

7) naDOpMaITMOHHO-CITPABOYHBIC;

8) nu4HbIE.

3amanue Ne 19

Bonpoc:

PexBH3UT NOKYyMEHTa — 3TO. ..

Buvibepume ooun uz 3 eapuanmos omeema:

1) o0s3aTenbHBIN 37IeMEeHT 0popMIIeHHS O(PUIINAIEHOTO JJOKYMEHTA;

2) cBelieHUs O JMLAX, IpeaMeTax, (pakrax, COObITUAX, SBICHUIX U MPOLEccaX HE3aBUCHMO OT
(opMBI BX TIpEACTABICHHUS;

3) 3anuch nHGOpPMALMK Ha Pa3IMYHBIX HOCUTENAX 10 YCTaHOBIECHHBIM MpaBHIIaM.
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3aganmne Ne 20

Bonpoc:

dopmynsip-obpasers — 3T0. ..

Buibepume ooun u3z 3 éapuanmos omeema:

1) COBOKYNHOCTb pACIOJIO)KEHHBIX B ONpPEJEICHHONW MOCIeA0BAaTEIbHOCTH PEKBU3UTOB,
MPUCYIIMX BCEM BHUJIaM JIAHHON CUCTEMBI IOKYMEHTOB;

2) COBOKYITHOCTb PEKBU3HUTOB, U3 KOTOPBIX COCTOUT JJOKYMEHT;

3) onpeieNIeHHOE KOJIMYECTBO PEKBU3UTOB, PACIIONOKEHHBIX B CTPOTOM MOCII€I0BATEILHOCTH.

3aganue Ne 21

Bonpoc:

Ckonpko pexBuzutoB ycrta"aBiuaer ['OCT P 7.0.97-2016 «Cucrema cTaHmapToB IO
uHpopmanuy, GUOIMOTEYHOMY M H3JATeIbCKOMY Jeiy. OpraHu3allmOHHO-paclopsIUTeIbHAs
nokymeHrtanusi. TpeGoBaHus K 0pOPMIICHHIO TOKYMEHTOBY?

Bvibepume ooun uz 4 eapuanmoe omeema:

1) 29;

2) 30;

3) 31,

4) 32.

3aganue Ne 22

Bonpoc:

biank nokymenra — 310. ..

Buvibepume ooun uz 3 eapuanmos omseema:

1) o6s13aTenbHBIN 37eMEeHT 0(hOpMIIEHUS! OQUIIMATIBHOTO TOKYMEHTA;

2) nuct OyMaru ¢ BOCHPOMU3BENEHHBIMH Ha HEM PEKBU3UTAMHU, COJEPKAIIMMH MOCTOSHHYIO
UH(POPMALIHUIO;

3) HaOOp PEKBU3HUTOB, UACHTU(DUIMPYIOMUX aBTOpa OPHUIIHATHEHOTO TUCEMEHHOTO IOKYMEHTA.

OTBeThI:
1) Bepnsiii otBert (1 6.): 2;
2) Bepnsie otBetsl (1 0.): 1; 2; 3; 4;
3) Bepnsiii otBet (1 6.): 2;
4) Bepnwsrii otet (1 6.): 1;
5) Bepnsiii otBet (1 6.): 3;
6) Bepnsriii otBet (1 6.): 1;
7) Bepusie otBetsl (1 0.): 1; 3; 4; 6;
8) Bepnrie oteThl (1 6.): 3; 5;
9) Bepusie otBetsl (1 0.): 1; 2; 4;
10) Bepnsie otBetsI (1 6.): 2; 3; 4;
11) Bepusrii otser (1 6.): 2;
12) Bepnsbie otBethl (1 6.): 1; 2; 3; 4;
13) Bepusie otBeTsl (1 6.): 1; 3; 4;
14) Bepwnsrii otBet (1 6.): 2;
15) Bepusle otBetsl (1 6.): 1; 2; 3;
16) Bepwnsrii otBer (1 0.): 3;
17) Bepunie otBeTtsi (1 6.): 5; 6;
18) Bepnsie otBetsI (1 6.): 3; 6; 7,
19) Bepusiii otert (1 6.): 1;
20) Bepnsrii otBet (1 6.): 2;
21) Bepusiii otser (1 6.): 2;
22) Bepwnsrii otBer (1 0.): 2;
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MatepuaJibl il IPOBeIeHUS] MPOMEKYTOYHOM aTTECTALMH

CnenuanbHocTh « Cekpemapb-mMauuHUCmKay

Jucuunianna «/[okymenmul, KOppecnoHOeHyus U 0el0nPOU3B00CHIBO»

I'ox 00y4yenusi: nepsuviu
Hoayroaue 2

Crapmmii negaror I10n0JHUTEILHOr0 o0pa3oBanus benaxosa O.B.
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MarepuaJibl 1Ji4 POBeIeHUS 3a4€Ta M0 TUCHUILIUHE
«J10KyMeHTBI, KOppeCTOHIEHIUS U 1eJIONPOU3BOJACTBOY

1. 3ayer npoBoguUTCS B (hOpME IIEKTPOHHOTO TECTUPOBAHUS B KOHIIE 2 TOIYTO/HUS.

2. IlpakTtuyeckass 4YacTb — COCTaBJI€HHME M O(OpPMIIEHHE OJHOTO JIOKyMEHTa
(aBTOOWOTpadus, XapaKTEPUCTHKA, CTIPABKa, PACIIHCKa U JIp.).

3. Matepuaiisl K 3a4eTy 1aHbl B IPUIIOKEHUIX | u 2.

4. Kpurepuu oLleHUBaHUS:

OTMETKa «5» - He MeHee 85% MpaBUIIbHBIX OTBETOB;

oTMeTKa «4» - He MeHee 70% MpaBUIIbHBIX OTBETOB;

oTMeTKa «3» - He MeHee 50% npaBUIIbHBIX OTBETOB;

Crapmwmii negaror
JIOTIOJTHUTEIBHOIO 00pa30BaHUs O.B.benskosa
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IMPUJIOXXEHUE 1

JEKTPOHHBIN TECT

3aganme Ne 1
Bonpoc:

ABtobuorpadus — 3T0...

Buvibepume ooun uz 3 eapuanmos omeema:

1) TOKyMEHT O CITy>KeOHOI 1 OOIIECTBEHHOM NesTEILHOCTH PA0OTHUKA, COCTABIISICMBIii
PYKOBOJICTBOM IPEANPHUSATHS WIH CTPYKTYPHOTO TIOPA3ACICHHUS;

2) cxatast kpaTkas nHpopMaius o cede, CocTaBIeHHAs MPETEHACHTOM Ha BAKAHTHOE MECTO;
3) TOKYMEHT, CoJIep KAl KPaTKOE ONMHUCAHUE B XPOHOJIOTUUECKOM MOCIEI0BATEIbHOCTH
OCHOBHBIX ITAIIOB XU3HU U JCITEIBHOCTH JIUIIA.

3aganme Ne 2
Bonpoc:

Pestome — a10...

Buvibepume ooun uz 3 eapuanmos omeema:

1) AOKYMEHT O cityeOHOI 1 00IIECTBEHHOM AESITeNFHOCTH PA0OTHHUKA, COCTABISIEMBbIi
PYKOBOJACTBOM MPEIIPUATHS UITU CTPYKTYPHOTO TOJIpa3IeICHUs;

2) cxaras kpatkast uHpopmaius o cede, COCTaBICHHas MMPETEHIEHTOM Ha BAKAHTHOE MECTO;
3) JOKYMEHT, COJIEpKaIMIA KPaTKOE OMUCAHUE B XPOHOJIOTHYECKOM MOCIE0BATEILHOCTH
OCHOBHBIX 3TaIoB )XKU3HU U JESTEIbHOCTH JTUIIA.

3aganme Ne 3
Bonpoc:

XapaKkTepuCcTUKa — 3TO. ..

Buvibepume ooun u3z 3 eapuanmos omeema:

1) AOKyMEHT, coAepxKaluii onucanue u(1in) MoaATBepkIeHne HaKTOB, COOBITUH;

2) TOKyMEHT O CITy>KeOHOH 1 00IIeCTBEHHOM NesTENFHOCTH Pa0OTHUKA, COCTABIISIEMBIi
PYKOBOJICTBOM HPEATNPUATHS WIH CTPYKTYPHOTO MOIPA3ACICHHUS;

3) JOKYyMEHT, COJAEpKallluid KpaTKOe OINHUCAHHE B XPOHOJIOTMYECKOHN IOCIIeA0BATEIbHOCTH
OCHOBHBIX ITaIoB XH3HU U JEATEITHHOCTH JIUIIA.

3aganme Ne 4
Bonpoc:

Pacnmcka — 370:

Buvibepume ooun uz 3 eapuanmos omeema:

1) AOKYMEHT, COCTaBJICHHbII HECKOJIBKUMHU JINLIAMU JJIs1 TOATBEPKICHUSI YCTAHOBIEHHOTO
dakra, COOBITHS, ICHCTBHS,

2) JOKYMEHT, cojiepKallluii onucanue (W) MoATBepxkaeHrne (GaKTOB, COOBITHH;

3) 5TO TOKYMEHT, yI0CTOBEPSIONINN MOTyYEeHUE KaKUX-IN00 IIEHHOCTEH (JeHer, BeleH,
JIOKYMEHTOB).

3aganme Ne 5
Bonpoc:

JloBepeHHOCTh — 3TO:

Buvibepume ooun uz 3 sapuanmos omeema:

1) AOKyMeHT, coAepKaliuii onucanue (1) MoATBepkIeHne HaKkToB, COOBITHH;

2) JIOKYMEHT O TIPEIOCTABIICHUH TIpaBa JOBEPESHHOMY JIUILY Ha COBEPIICHUE KaKUX-JINOO
NEUCTBUH OT NUIa JOBEpUTENs (IPEANPUITHS WIH TPKIAHIHA);

3) JOKYMEHT, COCTaBJICHHBINH HECKOJbKHMU JIMIIAMH JTS TIOATBEPKICHUS YCTAHOBICHHOTO
dakra, COOBITHS, TEUCTBUS.
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3aganue Ne 6
Bonpoc:

Kakwue BUIbI TOBEPEHHOCTH OBIBAIOT?
Buibepume neckonvko uz 5 éapuanmog omeema:
1) muuHbBIE;

2) cinyKeOHble;

3) 10roBOpHEIC;

4) cynebHbie;

5) koH(pHUACHITNATBHBIC.

3aganme Ne 7
Bonpoc:

CnpaBka — 3710:

Buvibepume ooun u3z 3 eapuanmos omeema:

1) TOKyMEHT, COCTaBJICHHBI HECKOJIBKUMH JIMIIAMH ISl IOATBEPKACHUS YCTAHOBICHHOTO
dakra, COOBITHS, ICHCTBHS,

2) JOKYMEHT, coiepKalluii onucanue u(Win) moATBepkKaeHue (HaKTOB, COOBITU;

3) mpaBOBO¥ aKT, M3/1aBACMbBIH PYKOBOJIUTEIIEM MPEATPUSATHS JIJISI BBITOJTHCHUS
MPOU3BOJICTBEHHBIX 3a/1a4.

3aganme Ne 8
Bonpoc:

K auuHbIM cripaBKaM OTHOCSTCS:

Bvibepume ooun uz 2 eapuanmog omeema:

1) cipaBku, noaTBepkAaONIMe padoTy (yuedy), omnaTy Tpyaa, MECTO MPOKUBAHUS, TPYIOBOTO
CTa)ka U T.II., COCTaBJIsIEMBbIE IO 3alpOcaM I'paxa1aH;

2) crpaBKH 10 IPOU3BOJCTBEHHBIM BOIPOCAM, COCTABIISIEMBIE TI0 3aIIPOCy PyKOBOJICTBA.

3aganme Ne 9
Bonpoc:

JlokiiagHas 3amucka — 3To. ..

Bvibepume ooun uz 3 éapuanmog omeema:

1) HOKYMEHT BHYTpPEHHEN €10BOI MEPENUCKU MEXY CTPYKTYPHBIMU MOAPA3ACICHUIMU
OpTaHW3alluy WK JODKHOCTHBIMU JIUIIAMH, HE HAXOASIIMMHUCS B TIPSIMOM MO TYMHEHHH;

2) TOKYMEHT, TIOSICHSIOIINI COJIep:KaHNe OTACIIbHBIX TTOJI0KEHUH OCHOBHOTO TJOKYMEHTA (TIJIaHa,
OTYeTa, MPOCKTA H T.]I.) WIIH OOBSICHSIIOMNN TPUYUHBI KaKOT0-JIM00 COOBITHS, (haKTa, MOCTYTIKA;
3) IOKYMEHT, aIpeCOBaHHBI PYKOBOAUTEIIO JAHHOI'O MM BBIIIECTOSIIETO YUPEXKICHUSI U
UH(QOPMHPYIOIIHHA €ro O CIOKUBIICHCS CUTYallny, IMEBIIIEM MECTO SIBJICHUH WK (akTe, O
BBIIOJIHEHHOU pa60Te, conepncanmﬁ BBIBOABI U MPECATIOKCHUSA COCTABUTCIIA.

3amanue Ne 10
Bonpoc:
IIpukas —a70...

Buibepume ooun u3z 5 éapuanmos omeema:

1) pacnopsauTeNbHBIA TOKyMEHT, U3/1aBa€Mblii PYKOBOAMTEIEM KOJUIETHAJIbHOTO OpraHa Jjist
€IMHOHAYAJIbHOT'O PEIICHUSI ONEPATUBHBIX BOIIPOCOB;

2) pacnopsaIuTeNbHbII JOKYMEHT, IPUHIUMAEMbIi KOJUIETHATIBHBIM OPTraHOM B LIEJISIX pa3pelieHus
MIPOU3BOACTBEHHBIX 3a/1a4, BOIIPOCOB;

3) nmpaBOoBOM aKT, W3/aBaeMblii PYKOBOAMTEIEM NPEINPHUSITHS  AJs  BBIIOJIHEHUS
MIPOU3BOCTBEHHBIX 3a/aY;

4) mpaBOBOM aKT, M3JaBaeMblii OPraHOM TIOC.yNpaBICHUS MPEUMYUIECTBEHHO MO BOIPOCAM
WH(POPMAIIMOHHO-METOJUIECKOTO XapaKTepa, a TAK:KE 10 BOIIPOCaM, CBSI3aHHBIM C OpraHu3amuen
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VCITOJIHEHUS] MHCTPYKIMI U IPYTUX aKTOB JAHHOTO WJIM BBILIE CTOSIIIETO OPraHa yIpaBiIeHUs;

5) mpaBOBOM pacHoOpPSAUTENbHBIN JOKYMEHT, HM3JaBaeMblii BBICIIMMH OpPraHaMu TOC.BJIACTH,
KOMUTETaMH U KOMHCCHUSIMH, 00pa3yeMbIMU IPU OpPraHax BIACTH B LEJSIX Pa3pelIeHHs BaXKHBIX U
NPUHIUIUATBHBIX 33/1a4, CTOSAIIMX TEpe]l JAHHBIMU OpPTaHaMU, M YCTAaHOBIICHUS CTAOMIIBLHBIX
HOPM, MIPaBUJI IOBEACHUS.

3aganue Ne 11
Bonpoc:

VYkazanue — 3710. ..

Buibepume ooun u3z 4 eapuanmos omeema:

1) pacnopsaUTENbHBIA TOKYMEHT, U3/1aBA€MbIi PYKOBOAMTEIEM KOJUIETHAJIBbHOTO OpraHa Jjis
€MHOHAYAJIBHOTO PEUICHHs ONIEPATUBHBIX BOIPOCOB;

2) pacnopsaIuTeNbHbIN JOKYMEHT, IPUHUMAEMbIH KOJUIETHAIBHBIM OPTaHOM B LIEJISX pa3pelleHus
IIPOM3BOJCTBEHHBIX 3a/1a4, BOIIPOCOB;

3) nmpaBoBOM aKT, W3/AaBaeMblii PYKOBOAMTEIEM  NPEANPHUSITHS A BBIIOJIHEHUS
IIPOM3BOJICTBEHHBIX 3a1a4;

4) mpaBOBOM aKT, HM37aBaeMbli OPraHOM TOC.YIPABJICHHUS MPEUMYIIECTBEHHO IO BOMPOCaM
UH(POPMALMOHHO-METOJUUECKOT0 XapaKTepa, a TakXkKe Mo BOIIPOcaM, CBI3aHHBIM C OpraHu3aIfen
VCITOJIHEHUS] UHCTPYKIMI U IPYTUX aKTOB JAHHOTO WJIM BBILIE CTOSIIIETO OpraHa yIpaBJICHUs.

3aganme Ne 12

Bonpoc:

[TocTanoBneHue — 370. ..

Buvibepume 0oun u3z 5 éapuanmos omeema:

1) pacnopsauTeNbHBIA TOKyMEHT, U3/1aBa€Mblii PYKOBOAMTEIEM KOJUICTHAIBLHOTO OpraHa It
€IMHOHAYAJIBHOT'0 PEIICHUS ONEPATUBHBIX BOIIPOCOB;

2) pacnopsaIuTeNbHbIN JOKYMEHT, IPUHIUMAEeMbli KOJUIETHATIBHBIM OPTaHOM B LIEJISIX pa3pelleHus
MIPOU3BOJICTBEHHBIX 3a/1a4, BOIIPOCOB;

3) nmpaBOBOM aKT, W3/AaBaeMblii PYKOBOAMTENIEM  MIPEANPHUSITHS  AJs  BBIIOJIHEHUS
IIPOU3BOJICTBCHHBIX 3a/1aY;

4) mpaBOBOM aKT, M3JaBa€Mblii OPraHOM TIOC.yIpaBlIEHUS MPEUMYIIECTBEHHO IO BOIIPOCAM
UH(POPMAIIMOHHO-METOJUIECKOT0 XapaKTepa, a TAK:Ke 10 BOIIPOCaM, CBSI3aHHBIM C OpraHu3amuen
VCIIOJIHEHUS] MHCTPYKIMI U IPYTUX aKTOB JAHHOTO WJIM BBILLIE CTOSIIIETO OpraHa yIpaBJeHUs.

5) TpaBOBOM pacHOPSAUTENbHBIN JTOKYMEHT, H3JaBaeMblid BBICIIMMH OpraHaMH TOC.BJIACTH,
KOMUTETaMH U KOMHCCHUSIMH, 00pa3yeMbIMU IPU OpraHax BIACTH B LESIX Pa3pelIeHHs BAXKHBIX U
NPUHIMITHATIBHBIX 3a/1a4, CTOSIIMX Iepel JaHHBIMM OpraHamMH, U YCTAHOBJICHUS CTAOMIBHBIX
HOPM, [IPaBUJI IOBEACHUS.

3aganue Ne 13

Bonpoc:

AKT — 3T0...

Buvibepume ooun uz 4 eapuanmos omseema:

1) TOKyMEHT, NOSICHSIOLIUI CO/IepKAHUE OT/IETbHBIX MMOJOXKEHUN OCHOBHOTO IOKYMEHTA WU
OOBSICHSIIONUN TPUYUHBI KaKoT0-I00 (akTa, MOCTYIKA;

2) IOKYMEHT, COCTaBJIsIeMbIi TPYMIION JIUI (IPEUMYIIIECTBEHHO KOMUCCHEN ), MTOATBEPKAAFOIINN
YCTaHOBJICHHBIC (DAKThI, COOBITUSI, IEHCTBHUSI;

3) TOKyMEHT, U3/1aBa€Mblii pyKOBOJIUTENIEM KOJUIETUAIILHOTO OpraHa JJil €MHOHAYaJIbHOT O
pelieHus onepaTUBHBIX BOIIPOCOB;

4) TOKyMEHT, U3/1aBa€Mblii pyKOBOAUTENIEM KOJUJIETHAIBHOTO OpraHa Jyisi €IMHOHAYaJIbHOTO
pelieHus: ONepPaTUBHBIX BOITPOCOB.
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3ananue Ne 14

Bonpoc:

Ha xakue 9acTu 1eauTcs TeKCT akTa?
Buvibepume necrkonvko u3z 4 sapuanmos omseema:
1) KoHCTaTHUpYyIOIIAs;

2) 3aKJIIOYNATENIbHAS,

3) BBeACHUE;

4) BBIBOJIBI.

3aganue Ne 15

Bonpoc:

Odepra —310...

Buvibepume ooun u3 3 sapuanmos omeema:

1) nucbMeHHOE MPE/JIOKEHUE OJHOTO JIMIA APYTOMY JIUILY, BRIpaXKArOIIee JKeJIaHUEe 3aKITI0YUTh
C HUM JIOTOBOP;

2) KOMMEpPUYECKHUI JTOKYMEHT, MPEACTABIISIONINN COO0M TPEeabIBICHHE MPETEH3UI K CTOPOHE,
HapYIIMBILEH IPUHATHIE HA Ce0s IOTOBOPHBIE 00sI3aTENIbCTBA, M TPEOOBaHNE BO3MEIICHHUS
yOBITKOB;

3) mpennoxKeHue agpecary NpUuHATh Y4acTHE B KAKOM-ITMOO MPOBOAMMOM MEPOIPHUSITUH.

3ananue Ne 16

Bonpoc:

JlomKHOCTHAS. HHCTPYKIUS — 3TO. ..

Buvibepume ooun uz 3 sapuanmos omeema:

1) opraHu3aIMOHHO-PACTIOPSAIUTENBHBIA JOKYMEHT, PUKCHUPYIOLIUI X0 00CYKIeHUS! BOTIPOCOB
Y TIPUHATHUS PEIICHUN Ha COOpaHUIX, COBCIIAHUAX, KOH(DEPEHITUIX, 3aCeAAHUIX KOJICTHATBLHBIX
OpTaHoOB;

2) HOpMATUBHBINA JOKYMEHT, B KOTOPOM OTIpeiesieHbl (DYHKIINH, TipaBa, 00s3aHHOCTH H
OTBETCTBEHHOCTh COTPYAHUKA MPEATPHUSATHS;

3) JOKYMEHT, COCTaBJICHHBIN HECKOJBKUMH JIMIIAMH JIS TTOATBEPKICHUS YCTAHOBICHHOTO
dakra, COOBITHS, TEUCTBUS.

3aganme Ne 17

Bonpoc:

Ha ocHoBaHuU JOMKHOCTHOW MHCTPYKIUMU COCTABISETCS:
Buvibepume ooun uz 5 eapuanmos omseema:

1) aBTOOHOTpadust

2) TpyIOBOM TOTOBOP C paOOTHUKOM
3) xapaKkTepUCTHKA

4) peKOMEH/IaTeJIbHOE TUCHMO

5) HEeT NpaBUJIBLHOTO OTBETA

3aganme Ne 18

Bonpoc:

®dakc —93710...

Bvibepume 00un uz 4 eapuanmog omeema:

1) TOKyMEHT, TIOSCHSIIOLIHI COIePIKAaHUE OTACIIbHBIX TOJIOKEHUH OCHOBHOTO TOKYMEHTA MIIH
OOBSCHSIONIUI MPUIHHBI KAKOTO JIN0O0 (pakTa, MOCTYIKa;

2) 000011IeHHOE HAa3BaHKUE PA3IMYHBIX [0 COJCPKAHHUIO JOKYMEHTOB, MIEPEIaBACMbIX YCTHO 10
KaHaJIaM TeJe(hOHHOM CBSI3M U 3aITMCHIBAEMBIX MOJIyYaTelIeM,

3) MOKYMEHT, MOJYYEHHbIH C TIOMOIIBIO CIIEI. alapara 1mo Teie(OHHBIM KaHaJIaM CBSI3H;

4) BUa JOKYMEHTA, OIPEICIIEMbI CIIOCOOO0M Tepenaun nHGOPMAIIHH [0 KaHaIaM TejaerpapHoi
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CBA3HU.

3aganue Ne 19

Bonpoc:

Tenedonorpamma — 3710...

Buibepume ooun uz 4 eapuanmos omeema:

1) TOKYMEHT, TOSICHSIOIIMIA COJCPYKAHNE OTACIbHBIX MOJOKEHUH OCHOBHOTO IOKYMEHTA HJIH
OOBSACHSIONIUI MPUYHHBI KAKOTO JIU00 (pakTa, MOCTYIKA;

2) 00001IeHHOE Ha3BaHKME PA3IHYHBIX 10 COAEPIKAHUIO JOKYMEHTOB, MIEPEIaBAEMBIX YCTHO IO
KaHaJjaM Telie()OHHOU CBSI3M U 3alHUCHIBAEMBIX MOJTydaTeseM,

3) TOKYMEHT, MOJYYEHHbII C TIOMOIIBIO CIIeI.alnapara 1mo Teie()OHHBIM KaHaJIaM CBSI3H;

4) BUa JOKYMEHTA, ONPE/IeIIIEMbIl CIIOCOO0M Tiepeiaun nHGOPMAIIHH [0 KaHaIaM TejerpapHoi
CBSI3H.

3aganue Ne 20

Bonpoc:
B ckonbkux sx3eMiuisgpax cocrapisiercas DAKC?

Buvibepume ooun uz 4 sapuanmos omeema:

1) 1,

3) 3;

4) 4.

3aganme Ne 21

Bonpoc:

VYceraB —370...

Buvibepume ooun uz 3 eapuanmos omeema:

1) AOKYMEHT, KOTOPBIi 3aKperuisieT HAMMEHOBAHUS CTPYKTYPHBIX MOApa3AeieHUui OpraHu3aiuu
(YupexxaeHusl) U JODKHOCTEH, a TAK)Ke KOJTMUYSCTBO MMTATHBIX SUHUI] KOXKIOW TOKHOCTH;
2) HOPMATUBHBIN aKT, ONPEACIAIONINI TOPSAOK 00pa3oBaHusl, CTPYKTYpPY, DYHKIIUH, IIpaBa U
00SI3aHHOCTH OPTaHU3AIHNH, CTPYKTYPHOTO TOAPA3IeICHUs, KOJUIETHAIBHOTO OpTraHa
(komMuccHn);

3) mpaBOBO¥ aKT, ONPENEIAIONINI MpaBa, PYHKIMH, CTPYKTYpPY OpraHu3aiuu B chepe
roCyAapCTBEHHOM, KOMMEPUYECKOHN MM OOIIECTBEHHOM 1eATeIbHOCTH.

3aganme Ne 22

Bonpoc:

[Tonoxenue — 310...

Buvibepume ooun uz 3 eapuanmos omeema:

1) TOKyMEHT, KOTOPBIH 3aKpeIisieT HAMMEHOBAHUS CTPYKTYPHBIX MOJAPa3AeIeHUI OpraHu3aluu
(yupexneHusi) U TOJDKHOCTEH, a TaK)Ke KOJIMYECTBO IITATHBIX €IMHUIL KaXKIOH JOJIKHOCTH,
2) HOPMATUBHBIN aKT, ONPEACIAIONINI TOPSAOK 00pa30BaHus, CTPYKTYpY, DYHKIIMH, IpaBa U
00513aHHOCTH OpPTraHU3alUU, CTPYKTYPHOTO MOAPAa3IeIeHHs], KOJUIErHalbHOTO OpraHa
(xomuccum);

3) mpaBOBO¥ aKT, OMPEEIAIOMINIA MTpaBa, GYHKIMH, CTPYKTYPY OpraHU3aInH B cepe
rOCyAapCTBEHHOM, KOMMEPUYECKOH MM OOIIECTBEHHOM JIeATeIHbHOCTH.

OTBeTbI:
1) Bepusiii otBer (1 6.): 3;
2) Bepwbiii oteT (1 6.): 2;
3) Bepmusiii otBert (1 6.): 2;
4) Bepusiii otBet (1 0.): 3;
5) Bepnsiii otBet (1 6.): 2;
6) Bepubie otBets (1 0.): 1; 2;
7) Bepmsiii otet (1 6.): 2;



149

8) Bepmuwiii otBet (1 6.): 1;
9) Bepwbiii oteT (1 6.): 3;
10) Bepusiii otBet (1 6.): 3;
11) Bepusiii otBet (1 0.): 4;
12) Bepnsiii otBert (1 6.): 5;
13) Bepusrii otseT (1 0.): 2;
14) Bepusie otBetsi (1 6.): 1; 3; 4;
15) Bepusrii otset (1 0.): 1;
16) Bepusiii otBet (1 6.): 2;
17) Bepusiii otset (1 0.): 2;
18) Bepnsiii otBert (1 6.): 3;
19) Bepusrii otset (1 0.): 2;
20) Bepusiii oter (1 6.): 1;
21) Bepwbiii otBer (1 6.): 3;
22) Bepusiii otBer (1 6.): 2;
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I[MTPUJIOKEHUE 2

Odopmure cipaBky.

VYraoso#t mramn Cropaska 00.00.0000 Ne 00 MockBa CyukoB MBan MBaHOBHY IPOKHBAET MO
np.I'epoes, 1.4, kB.22. Beigana nisa npeacrasieHus B LleHTp 3aHaTocTy HaceneHus. HauanbHuk
KKX Ne 1 A.IL.JIyOHOB

CocraBpbTe H odopMHTe PpacHHCKY Ha TIOJy4YEHHE BHJECOKaMEpbl OT 3aBEIYIOLIEH
x03sicTBeHHOM yacTu CMupHOBOM Enensl BUKTOpOBHBI CPOKOM Ha TPH JHSL.

Od¢opmure 10BepeHHOCTb.

Hosepennocts 00.00.0000 Ne 00 c.ITaBmoBo JleHnHrpaackoit 00J. O 3aKJIIOYEHHH JOTOBOPA
Konxo3 «Mask» ymonmHoMounBaeT cT.9koHoMucTa Unbnna Cemena IlaBnoBuya (macmopt 0000
Ne 000000 Bbiman OBJI r.laBmocka 00.00.0000) 3axmrounTs AoroBop co CTENHSHCKUM
KOMOHMHATOM CTPOMUTENBbHBIX MaTepHuaaoB Ha noctaBky konxo3y Bo II u III kBapramax 0000 r. 45
TBIC.INTYK ILIEMEHTHO-MecyaHo uepenuupl. JloBepenHocts neiictButenbHa a0 00.00.0000.
OO6pa3zen moANMUCH YI0CTOBEpsET npezcenarens koiaxoza C. M. AuapoHyumnk

Odopmure cipaBky.

[Mtamn JupexTopy neHTpaibHON 0a3bl cTpouTenbHbIXx MatepuanoB Ilerposy A.M. CIIPABKA
00.00.0000 Ne 00 O Hanmuumu CTPOUTENBHBIX MaTepuaiioB Ha ckimane Ne 7 Ilo cocrosHuio Ha
00.00.0000 Ha ckmage Ne 7 uMeroTCs CIEAYIOIINE CTPOUTENbHBIE MaTepuaibl: 1. Jlocku momoBbie
— 50 xy0.™m. 2. ITapket — 300 kB.M. 3. LlemenT — 600 kr. Bece 3T Matepuaisl npeHa3HAuEHbI IS
Tekymero pemMoHta aoMoB KX Ne8. IlnaHoBble MOCTYIUIEHUS CTpPOMMATEpUAIOB Ha CKJaL]
0KHJ1at0TCs ToJIbKO B Hauase I kBaprana. 3aBeayrommii ckinagom Ne 7 B.K.Hukomnaes

CocrtaBbTe U 0popMuUTE 3asiBJIeHHE 00 OTYHCICHUN U3 YIEOHOW TPYTIIIBL.

CocraBbTe H 0popmure aprodnorpaduio.

Odopmure xapakTepucTHKY.

Xapaktepuctuka TriaBHoro Oyxraarepa OOO «Arat» 3emneBodt ['amuubl  IleTpoBHBI
XapakTepHucTUKa JaHa Ui IPOX0XISHHUS KypCOB MOBbIIIEHNS KBanu(puKauuy. 3a Bpemsi paboThl
3emuena [.II. 3apexomeHnoBana cedsi rpaMOTHBIM, KBAIU(DUIMPOBAHHBIM crenuamucToM. K
WCIIOTHEHUIO  CITY’)KEOHBIX OOS3aHHOCTEH OTHOCHUTCS OTBETCTBEHHO M JOOPOCOBECTHO.
JuctunnuuupoBanHa. B o0meHun BexxinBa, TAKTUYHA, TOJIb3YETCs 3aCiTy>KEeHHbIM yBa)KEHHUEM
corpyanukoB. 3emmeBa [.II. pomumace B 1976 1. B r.llaBnoBck JleHmHrpajckou o0I.
O6pazoBanne Boicmiee. B 2001 1. okonumna Cankt-IletepOyprckuii ['ocymapcTBeHHBIN
YHHUBEPCHUTET MO CIEIMAIBHOCTH OyXTranTepckuil yueT u ayaut. 3emuena [.I1. paboraer B OOO
«Arar»y ¢ 2008 r. B gomxHOCTH TiaBHOro Oyxranrepa. Jupexrop OOO «Arat» H.H.Bozos
00.00.0000

CocraBbTe H 0OpMHUTE 0OBSICHUTEILHYIO 3aIIHCKY O MPOTYJIe.
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MatepuaJibl il IPOBEIeHUS MPOMEKYTOYHOM aTTECTALMH

CnenuanbHocTh « Cekpemapb-mMauuHUCmKay

JAucuunianHa «/[okymenmol, KOppecnoHOeHYUs U 0el0npouU3800CmMe0»

TI'ox 00y4enusi: smopoti
Hoayroame 2

Crapmmii negaror JI0noJHUTEILHOT0 o0pa3oBanus benaxosa O.B.
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MarepuaJibl 1J151 NPOBeIeHHUS 3a4€Ta M0 TUCHUILIUHE
«JlokyMeHTBI, KOppeCcOHIeHIUS U 1eJI0NPOU3BOJACTBO»

1. 3auet npoBoauTCS B opMeE INEKTPOHHOTO TECTUPOBAHUS 110 MaTepUaIaM U3YYCHHOTO
B 1 monyrogumu.

2. MarepuaJbl K 3a4eTy JJaHbI B IPUIIOKCHHH 1.

3. Kpurepuu oueHUBaHUSA:

OTMETKA «5» - He MeHee 85% NpaBUIIbHBIX OTBETOB;

oTMeTKa «4» - He MeHee 70% mpaBUJIbHBIX OTBETOB;

OoTMeTKa «3» - He MeHee 50% mpaBUIIbHBIX OTBETOB;

Crapuuii negaror
JOTIOJTHATEILHOTO 00pa30BaHM O.B.bemnsakosa
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I[MTPUJIOXKEHUE 1

JEKTPOHHBIN TECT

3aganme Ne 1
Bonpoc:

YupexaeHue - 3710...

Buvibepume 0oun u3z 3 éapuanmos omeema:

1) opranuzanus, Bearomas Kakon-1100 oTpaciabio padoThl (IIKOIA, HAYYHO-
UCCIIEIOBATENILCKUI MHCTUTYT, TIOJTUKINHUKA | T.1I.);

2) mpou3BOJCTBEHHOE yupekaeHue (3aBoj, padpuka, MacTepckue u T.1.);

3) oO1iecTBEHHOE MIIM FOCYIapCTBEHHOE 00bEAMHEHNE (CO03 BETEpaHoB, [ occTpax,
MOJUTHYECKAasl MapTUs U T.1.).

3aganme Ne 2
Bonpoc:

[Ipennpustue - 310...

Buibepume ooun u3z 3 eapuanmos omeema:

1) obmmecTBEHHOE WK TOCYAAPCTBEHHOE 00beTMHEHHE (COI03 BEeTepaHoB, ['occTpax,
IMOJIMTUYCCKAs MapTHd U T.,Z[.);

2) opraHu3anys, BeJarias KaKon-1100 oTpacibio padoThl (IIKoJIa, HAy9IHO-
I/ICCJ'ICI[OBaTeHLCKI/Iﬁ HUHCTUTYT, NOJMKIIMHUKA U T.I[.);

3) npou3BOJCTBEHHOE yUpexacHHUE (3aBoj, (pabprka, MacTepcKue  T.1.).

3aganme Ne 3
Bonpoc:

Bo rnase mpenmnpusTisi CTOUT

Buvibepume 0oun u3z 4 éapuanmos omeema:
1) mpOM3BOICTBEHHBIE MO/PA3ICIICHNS,

2) aAMUHUCTPALIHS;

3) pabOTHHKW;

4) ciyxatue.

3aganue Ne 4
Bonpoc:

B coctaB aiMUHUCTpAIINN BXOIST

Bovibepume neckonvko uz 5 éapuanmog omeema:
1) nupexTopa;

2) 3aMeCTUTENH;

3) paboTHHKWY;

4) COBETHHKU;

5) pacniopsauTeny.

3aganue Ne 5
Bonpoc:

Otnen xanpoB

Buvibepume ooun uz 4 sapuanmos omeema:

1) obecrieunBaeT COXPaHHOCTH JIOKYMEHTOB B TCUCHHE OMPEICIICHHOTO 3aKOHOM TIEPHO/Ia, UX yUeT, a
TaKKe YHHUYTOXKEHHE 110 MCTEYEHUU CPOKA XpaHEHHUS,

2) peliaet BOIPOCHI, CBSI3aHHBIE C TIO00POM COTPYIHHKOB, IPHEMOM Ha paboTy, YBOJILHEHHEM,
TPOJIBIYKEHUEM T10 CITY»kO0€, BHIXOJIOM COTPY/THUKOB Ha TIEHCHIO,
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3) 3annMaeTcst GUHAHCOBBIMH BOIPOCAMH MPEATIPUSITHS M PACUCTOM 3apabOTHOM TJIaThI
COTPYIHHUKOB;

4) otmen, BeAarOIInii CITyKeOHOM TepenrcKoi, 0hopMIEHHEM TEKYIIEH JOKYMEHTAIIUH 10
00€eCIIeYeHUIO OCHOBHOM JICSITEIbHOCTH MPEITPUSATHSL.

3aganmne Ne 6
Bonpoc:

Kanuensipus -

Bvibepume ooun uz 4 eapuanmoe omeema:

1) aT0 OTHEN, BeAAIOIIHI CITyKEOHON MEPENUCKOii, 0popMIeHHEM TEKYIIeH JOKyMEHTAIMH TI0
o0ecrieueHHI0 OCHOBHOM JIEATENTbHOCTHU MPEATIPHUATHS;

2) pemiaet BONPOCHI, CBSI3aHHBIE C TIOA00POM COTPYIHHKOB, IPHEMOM Ha palboTy, YBOJILHEHUEM,
HPOJBIKEHUEM T10 CITy»kO0€, BHIXOJJOM COTPY/THUKOB Ha MIEHCHIO;

3) 3aHMMaeTcst pUHAHCOBBIMH BOIPOCAMH MPEATIPUSITHS H PACYETOM 3apaOOTHOM TIIaThI
COTPY/IHUKOB,;

4) obecrieurBaeT COXPAHHOCTh JJOKYMEHTOB B TEUCHHUE OIPEICIICHHOrO 3aKOHOM IIEPHO/Ia, UX YUET, a
TAKKE YHUUTOXKEHHUE T10 UICTEYCHNH CPOKA XPAHEHHUSL.

3aganme Ne 7
Bonpoc:

BelmectosMu opraHaMu 1S PEAIPUSTHAS MOTYT OBITH
Buvibepume neckonvko uz 6 éapuanmos omeema:

1) MUHHCTEPCTBA,;

2) oTAen Kaapos;

3) r1aBKy;

4) kaHIeSIpus;

5) TpecTsr;

6) BemoMcCTBa.

3aganmne Ne 8
Bonpoc:

B KkadecTBe KOHTPOJIMPYIOIIMX OPIraHOB ISl IPEANPHUSITHSI MOTYT BBICTYIIATh
Buibepume neckonvko uz 6 éapuanmos omeema:

1) npupOIOOXPAHUTEIBHBIC OPTaHbI;

2) HAJIOrOBast CIYKOa;

3) noskapHast HHCTICKIINS,

4) By3HI,

5) skosoruueckas ciyxoa;

6) opraHbl COIMATBHOMN 3aIIUTHI;

3aganme Ne 9
Bonpoc:

Opranuzanus paboTsl C TOKYMEHTAMH - 3TO. ..

Buvibepume ooun uz 3 sapuanmos omeema:

1) opranuzamus 10KyMeHTO000pOTa, XpaHEHUS M HCTIOIb30BAHUS TOKYMEHTOB B TEKYIIEH
NESTSITBHOCTH YIPEKICHUS, TIPEATPUSITHUS;

2) oTpacib JesATeIbHOCTH, 00eCTIeYnBaroNIas JOKyMEHTUPOBAHUE U OPTaHU3AIHIO PAOOTHI C
OpUIMATEHBIMHA JJOKYMEHTAMU;

3) ABMKEHHE JOKYMEHTOB B OpTraHU3allii C MOMEHTA MX CO3/IaHUS WJIH MOIYYSHHUS 10
3aBEPIICHUS WA OTIIPABICHHUS.
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3aganme Ne 10

Bonpoc:

JIoKyMeHTO000pOT - 3TO. ..

Buibepume ooun u3z 3 éapuanmos omeema:

1) opranuzanus 10KyMeHTO000pOTa, XPaHEHUS U HCIIOIb30BaHUs TOKYMEHTOB B TEKYILEH
NEATEeNIbHOCTH YUPEXKICHUS, IPEATPUSITHS;

2) oTpacib JesATeIbHOCTH, 00ecTeYnBaloiasi JOKYMEHTHPOBAaHUE U OPTraHU3aIUI0 pabOTHI C
OQUIMATEHBIMHA JOKYMEHTAMU;

3) ABMKEHME JOKYMEHTOB B OPTaHU3AIMK C MOMEHTA UX CO3IaHMsI WU TOJTYUYEHUS 10
3aBEPILICHUS WU OTIPABJICHUS.

3amanme Ne 11

Bonpoc:

Jyist 9ero Hy)KHA BeJIMYUHA TOKyMEHTOo0opoTa?

Buibepume neckonvko uz 3 eapuanmos omeema:

1) pacueTa HEOOXOUMOI YUCICHHOCTH JCIONPOU3BOACTBEHHOTO MIEPCOHAIA;

2) pacyera 3h(HEeKTUBHOCTH MIPUMEHEHUSI CPEICTB MEXaHU3AIMH H aBTOMATH3aInN
JIEJIONTPOU3BOJICTBA;

3) onpeiesnieHus 3arpyKEHHOCTH JAEIONPOU3BOACTBEHHOIO IEPCOHANA, B TOM YHCJIE CEKpeTapsI
PYKOBOJMTENS U CEKPETAPS CTPYKTYPHOT'O MOAPA3AECICHUS.

3aganmne Ne 12

Bonpoc:

Ot 4ero 3aBUCUT 00BEM JOKYMEHTOOOOpOTA?
Buibepume necxonvro uz 3 éapuanmog omeema:
1) OT 3HAYUMOCTH OpTaHU3AINH;

2) ee GYHKIMI U ypOBHS pEIIaeMBbIX 3a7ady;

3) cBsI3eil ¢ BHEITHUMH OPTaHU3AIHSIMH.

3ananue Ne 13

Bonpoc:

Bxopnsmuit JOKyMEHTOIIOTOK JIFOOOM OpraHu3aIliu CKIIaIbIBACTCS U3

Buvibepume necrkonvko u3z 7 sapuanmos omeema:

1) TOKyMEHTOB BBIMIECTOSAUX OPTaHU3ALINNT;

2) TOKYMEHTOB OT IOJIBEIOMCTBEHHBIX OpPTaHU3ALINA;

3) TOKyMEHTOB OT HE COMOYNHECHHBIX OPTaHU3aIINIA;

4) OCHOBHBIE BUIbI JOKYMEHTOB: ITMCbMa, TOTOBOPA, a TAKXKE JOKYMEHTHI, COITPOBOKIAIOIINE
BBITIOJTHEHUE JIOTOBOPOB;

5) JOKYMEHTBI, CO3/ITaBA€MbIE U UCIIOJIb3yEMbIE€ B CAMOM aIllapaTte ynpaBlIeHUs], HE BBIXOISAIINE
3a €ro MpeJebl;

6) oOpalleHus Tpaxk/iaH;

7) TOKYMEHTBI, CO3/ITaBaeMbIe U UCIIOIb3yeMbIC B JAHHON OpraHU3AIMH M OTIIPABJIsEMBbIC 3a €€
MIpeJIeIIbI.

3apanmne Ne 14
Bonpoc:
K kakoMy u3 mpeanpusTHii OTHOCUTCS TaHHAs CXeMa JIOKyMEeHToo0opoTa?
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Buvibepume ooun uz 3 éapuanmoe omeema.
1) kpymHOTO;
2) mMaJoro;
3) cpennero.
3ananue Ne 15
Bonpoc:
PykoBoauTenb opraHmsaumm
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K kakoMy u3 mpeanpusTHii OTHOCUTCS TaHHAS CXeMa JIOKyMEeHToo0opoTa?
Buibepume ooun uz 3 eapuanmos omeema:

1) masnoro;

2) KpYyMHOTO;

3) cpennero.

3aganue Ne 16

Bonpoc:

JloKyMeHTBI, CO3/1aBaeMbl€ B OpraHU3aIuH, ObIBAIOT
Buvibepume neckonvko uz 3 eapuanmos omeema:

1) BHyTpeHHHUE;

2) BXOASUINE;

3) ucxoasue.

3aganue Ne 17

Bonpoc:

Bxoasimue 10KyMEHTBI - 3TO...

Buvibepume ooun uz 4 sapuanmos omeema:

1) TOKyMEHTBI, KOTOPBIE COCTABIISIFOTCS, HCITOJTHSAIOTCS, XPaHATCS B paMKaxX CaMOro MPEAPUATHSL
U HE BBIXOJIAT 32 €r0 MPeAebl;

2) TOKYMEHTBI, CoJiepKantiue HHGOPMAIIH 3aKPBITOTO MTOPSIKA;

3) HOKyMEHTBI, IOCTYMAIOIINE HA MPEANPUATHE, B YIPEKICHHUE, OPTaHU3AIIHIO;

4) TOKYMEHTHI, OTIIPABJISIEMbIC U3 YUPESKICHUS, OPTAHU3AINH, TIPS TP THS.




157

3aganme Ne 18

Bonpoc:

[Tpu nepBu4HOIT 00pabOTKE OCYIIECTBISIOT:

Buibepume necxonvro uz 4 éapuanmog omeema:

1) mpoBepKy MPaBUIBLHOCTH TOCTaBKHU (aIpECOBAHMUSA);

2) npoBepKYy HATUYHSI IPUIIOKECHHUS;

3) perucTpaiuio 10KyMeHTa;

4) mpoBepKy KOJINYECTBA JIUCTOB MMOCTYMHUBIIETO TIOKYMEHTA.

3aganme Ne 19
Bonpoc:

Ha xakux mokymMeHTax He MPOCTABISETCS OTMETKA O MOCTYTIICHUH?

Buibepume necxonvro uz 6 éapuanmog omeema:
1) Ha HEperucTPUPyEMBbIX TOKyMEHTAX,

2) Ha IPUJIOKEHUAX K IOKYMEHTY;

3) Ha MPOCTIEKTax,

4) xaranorax,

5) pexJiaMHBIX TUChMaX,

6) ci1y>keOHBIX MHUChMaX.

3ananue Ne 20

Bonpoc:

B kakux cimydasx coXpaHsSeTCs KOHBEPT MOCIIE BCKPBITUS KOPPECTIOHICHITHH?
Buvibepume necrkonvko uz 7 eapuanmos omeema:

1) ecnu Ha JOKYMEHTE OTCYTCTBYET JaTa;

2) ecnu Ha JOKYMEHTE €CTh JaTa;

3) ecnm gaTa MOYTOBOTO IMITEMIIENSI HEOOX0[UMa KaK CBHJICTSIILCTBO AThI OTIPABKH U
MOJTyYeHUs! JOKYMEHTA;

4) ecnu agpec OTIPaBUTENS €CTh TOJIBKO HA KOHBEPTE;

5) ecnu aapec OTIpaBUTENS €CTh Ha JJOKYMEHTE;

6) eci MoMydeHHBIN JOKYMEHT UMEET OTMETKY «JIMYHOY, a Ha YITaKOBKE TaKOH MOMETKH HE
OBLIO;

7) ecnu TOKYMEHT MTOCTYITWII B OPTaHU3AIHMIO C POCPOUCHHBIM CPOKOM HCIIOJTHEHUS.

3aganue Ne 21

Bonpoc:

Koraa otnpaBisioT ucxoasimue 10KyMEHTHI aapecary?
Buibepume ooun uz 4 eapuanmos omeema:

1) B 3TOT k€ A€Hb, KOT1a 0OPMIICHBDI;

2) Ha CIIEAYIOUIUH JICHb;

3) uepes Tpu IHS,

4) Ha cnenyroliel Heene.

3aganue Ne 22

Bonpoc:

B cKOJIBKHX 3K3eMILISIpax COCTABISAIOTCS UCXOAAIINE JOKYMEHTHI (32 UCKJIIOUEHHEM (PaKcoB)?
Bvibepume ooun uz 3 eapuanmog omseema:

1)1

2)2

3)3
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3aganme Ne 23
Bonpoc:

BuyTpenHue JOKYMEHTHI - 3TO. ..

Buibepume ooun u3z 3 éapuanmos omeema:

1) AOKYMEHT, MOCTYNUBIINI, HAa IPEANPUITHE, B yUPEKICHUE, OpraHU3AIHUIO;

2) TOKYMEHTBI, OTIIPABIISIEMBIE U3 YUPEXKIECHUS, OPraHU3aLNUN, IPEIPUITHS;

3) MOKYMEHTBI, KOTOPbIE COCTABIISIOTCS, UCIIOHSAIOTCS, XPAHATCS B paMKax caMoro
HOPEIIPUITHS U HE BBIXOJAT 32 €r0 IPEEIbl.

3aganue Ne 24

Bonpoc:

Kakue 3Tanbl 00padoTKH NPOXOAST BHYyTPEHHHE TOKYMEHTHI?
Buvibepume necxonvko uz 10 sapuanmos omeema:

1) cocTaBiieHHE IPOEKTa TOKYMEHTa UCIIOJIHUTEISIMU;

2) corjacoBaHue MPOEKTa JOKYMEHTa (BUSHpPOBAHUE);

3) moanmucaHnue pykoBoauTeseM (YTBEpKIACHUE B HEOOXOAUMBIX CITydasx);
4) mpoBepka MPaBUILHOCTH 0OPMIICHHSI POEKTA TOKYMEHTA;

5) peructpanus JOKyMEHTa;

6) nepegava JOKyMEHTa UCTIOJIHUTEIIO;

7) KOHTPOJIb UCIIOJIHEHUS JOKYMEHTA;

8) ucronHeHne 10KyMEHTa;

9) npocTaBieHNE OTMETKH 00 UCIIOTHEHUH;

10) noammBKa UCIOJHEHHOT'O JOKYMEHTA B AEJIO.

3aganme Ne 25

Bonpoc:

Homenknarypa nexn - 3To

Buvibepume ooun uz 4 sapuanmos omseema:

1) o6s13aTenbHBIN 37eMEeHT 0(hOpMIIEHUS O(PUIIMAIBHOTO JJOKYMEHTA;

2) NOKYMEHTBI, KOTOPBIE COCTABIISIOTCS, UCIIONHSIOTCS, XPaHATCS B paMKax caMoro
NPEANPUITHS U HE BBIXOJST 3a €r0 IpeIebl;

3) cucteMaTU3UPOBAHHBIN NEpeueHb HAMMEHOBAHUH J1e]1, 3aBOJIMMBIX B OpraHU3aIH, C
yKa3aHUEM CPOKOB MX XpaHEHUs!, 0POPMIICHHBIH B yCTAaHOBICHHOM TOPSJIKE;

4) TOKYMEHT, OTHOCSIIIUKCS K OTHOMY BOIIPOCY WJIM YYacCTKY AEsITeIbHOCTH, TOMEUICHHbBIN B
OTJENIBHYIO OOJIOKKY.

3amanue Ne 26

Bonpoc:

B ckonpKuX 3K3eMIUISIpax COCTaBIISIETCS HOMEHKIIATypa Aei?
Buvibepume ooun uz 3 eapuanmos omeema:

1) kak MUHUMYM, B OJJHOM 3K3EMILISAPE;

2) KaKk MUHUMYM, B JIByX 9K3€MILIApax;

3) Kak MUHUMYM, B TPEX IK3EMILIApax.

OTBeTHI:
1) Bepnsrii otet (1 6.): 1;
2) Bepwsiii otBeT (1 6.): 3;
3) Bepusiii otBeT (1 6.): 2;
4) Bepusie otBeTsl (1 6.): 1; 2; 4; 5;
5) Bepnsiii otBet (1 6.): 2;
6) Bepnsiii otBet (1 6.): 1;
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7) Bepnsbie otetsl (1 6.): 1; 3; 5; 6;
8) Bepurie otBeTsl (1 6.): 1; 2; 3; 5; 6;
9) Bepusiii otBeT (1 6.): 1;
10) Bepusriii oter (1 6.): 3;
11) Bepnsie otBetsl (1 6.): 1;2; 3
12) Bepusble otBetsl (1 6.): 1; 2; 3;
13) Bepusic otBetsi (1 6.): 1; 2; 3
14) Bepusriii otert (1 6.): 1;

15) Bepwnsrii otBer (1 6.): 1;

16) Bepusbie otetsi (1 6.): 1; 3;
17) Bepwnsrii otBer (1 6.): 3;
18) Bepunsle otBetsl (1 6.): 1; 2; 4;

19) Bepnsie otBethl (1 6.): 1; 2; 3; 4; 5;
20) Bepusbie otBetsl (1 6.): 1; 3;4; 6

21) Bepwnsrii otBer (1 6.): 1;

22) Bepusiii otBer (1 6.): 2;

23) Bepnsrii otert (1 6.): 3;

24) Bepurbie otBetsl (1 6.): 1;2;3;4;5;6;7;8;9; 10;
25) Bepnsrii otert (1 6.): 3;

26) Bepnsrii otser (1 6.): 3;

9
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MaTepnanbl AJISA IIPOBECACHUS HpOMe)I(yTO‘IHOﬁ aTreCralumn

CrnenuanbHocTb « Cexpemapb-mauuHUCmKa»

Jucuuniamnua «/[okymenmol, KOppecnoHOeHYUs U 0elonpouU3800CmME0»

I'ox 00yuenusi: smopou
Hoayroaue 2

Crapmuii negaror J10n0JHUTEJILHOr0 oopa3oBanus bensaxosa O.B.
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MarepuaJibl 1J151 NPOBeIeHHUS 3a4€Ta M0 TUCHUILIUHE
«JlokyMeHTBI, KOppeCOHIeH S U 1eJI0NPOU3BOJACTBO»

1. 3aueT npoBoauTCs B hopMe FIEKTPOHHOTO TECTHPOBAHMUS B KOHIIE 2 TIOTYT OIS,
2. MaTtepuaiibl K 3a4eTy J1aHbl B IPUIIOKEHUH 1.

3. Kpurepuu oneHMBaHUSA:

OTMETKa «5» - He MeHee 85% NpaBUIIbHBIX OTBETOB;

oTMeTKa «4» - He MeHee 70% NnpaBUIIbHBIX OTBETOB;

oTMeTKa «3» - He MeHee 50% MpaBUIIbHBIX OTBETOB;

Crapuuit negaror
JOTIOTHUTEIHHOTO 00pa3oBaHUs O.B.bemnsikoBa
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I[MTPUJIOXKEHUE 1

JEKTPOHHBIN TECT

3aganme Ne 1
Bonpoc:

Hemno — ato

Buvibepume ooun uz 4 eapuanmoe omeema.

1) cBenenus o nuIax, npeameTax, hakrax, COOBITUAX, ABJICHUAX U IPOIIECCaX HE3aBUCHMO OT
(OpMBI UX TIPEACTABIICHUS;

2) JOKYMEHT WJIK COBOKYITHOCTh JOKYMEHTOB, OTHOCSAIIUXCS K OJJHOMY BOIIPOCY HJIU YYACTKY
NeATEeNIbHOCTH, TTOMEIIEHHBIX B OTAEIBHYIO O0JIOXKKY;

3) 3anuch nHGOPMALIMK HAa PA3TUYHBIX HOCUTENSX [0 YCTAHOBIEHHBIM MTPaBHIIAM;

4) TOKYMEHTBI, KOTOPBIE COCTABIISIOTCS, HCTIONHSAIOTCS, XPaHATCS B paMKaxX CaMOro
MPEATPUITHS M HE BBIXOJIST 3 €0 IPEICIbI.

3aganme Ne 2
Bonpoc:

Homenknartypa nen — 3to

Buibepume ooun u3 4 eapuanmos omeema:

1) 00s3aTeNnbHBII IIeMEHT 0(OPMIICHHUS OPHUINAIBEHOTO TOKYMEHTA,

2) JAOKYMECHTBI, KOTOPBIC COCTABJIAIOTCA, UCIIOJIHAKOTCA, XPaHATCA B paMKax CaMOIo
NPEANPUATHS U HE BBIXOIAT 3a €ro Mpeebl;

3) cucteMaTHU3MPOBAHHBIN MEpEeUeHbh HANMEHOBAHUMN €], 3aBOIMMBIX B OpraHU3AIHH, C
yKa3aHHUEM CPOKOB UX XpaHEHHs1, OOPMIICHHBII B YCTAHOBICHHOM MOPSIIIKE;

4) TOKYMEHT, OTHOCSIIIUICS K OJTHOMY BOTIPOCY WJIM YYaCTKY JIEATeIbHOCTH, TTOMEIICHHBIN B
OTJENIBHYIO OOJIOKKY.

3aganme Ne 3
Bonpoc:

DOopMHUPOBAHUEM JIE€Ia HA3BIBAETCA

Bvibepume ooun uz 3 eapuanmoe omeema:

1) COBOKYITHOCTb JOKyMEHTOB (B OTAEJIBHBIX CIIy4asiX — JOKYMEHT), OTHOCSILIUXCS K OJJHOMY
BOIPOCY WJIM YYaCTKY AESITEIbHOCTH, IOMEIEHHBIX B OTJEIIBHYIO 00JI0KKY;

2) rpynIMpOBaHUE UCIIOIHEHHBIX JOKYMEHTOB B JI€JI0 B COOTBETCTBUHM C HOMEHKJIATYPOH €T U
cUCTEeMaTH3alks JOKYMEHTOB BHYTpH JI€N1a;

3) BIIO’KEHHE B OTJEIIBHYIO 00JI0KKY JJOKYMEHTOB (JJOKYMEHTa), KOTOPBIE HAXOATCA B paboTe.

3ananmne Ne 4
Bonpoc:

Pabora nmo popMHUpOBaHUIO 1€7 COCTOHUT U3 CIEAYIOMINX OTIePAIIHIA:

Buibepume neckonvko uz 4 sapuanmos omeema:

1) pactpenenenue 1 packiajika UCTIOJHEHHBIX JOKYMEHTOB I10 Mankam (JIe1am);

2) pacmipenienieHHe U pacKiIaaKa BceX (MCTIONTHEHHBIX U HEUCTIONHEHHBIX ) IOKYMEHTOB I10
narnkam (z1eyiam);

3) pacmonoxeHne JOKYMEHTOB BHYTPH €]l B OTIPECIICHHON MOCIIEI0BaTEIbHOCTH;

4) obopmieHHE 00JIOKEK JE.

3aganmue Ne 5
Bonpoc:

dopMHpOBaHUE Jea HAYMHAECTCS
Buvibepume ooun u3 3 sapuanmos omeema:
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1) cpasy ¢ Hauana rona;
2) B KOHIIE TOJa;
3) ¢ cepenuHbl roja.

3aganue Ne 6
Bonpoc:

Pa3zpenraercst 11 moAmmMBaTh B I€JI0 HEUCIIOJHEHHBIE, a TAKXKE TOJIJICKAIINE BO3BPATy
JIOKYMEHTBI?
Buibepume ooun uz 2 eapuanmos omeema:

1) Ha.
2) Her.

3aganme Ne 7
Bonpoc:

B cKOJIBKHX 9K3eMILISIPax BKJIFOYAKOTCS B JEJI0 JOKYMEHTHI?
Buvibepume ooun uz 3 eapuanmos omeema:

11

2) 2

3)3

3aganme Ne 8
Bonpoc:

TonmmHa KaXKA0ro Jesa He T0JDKHA MPEeBbIIaTh
Buvibepume ooun uz 4 sapuanmos omseema:

1) 150 nucros;

2) 200 nucToB;

3) 250 nuctos;

4) 300 mucToB.

3ananue Ne 9
Bonpoc:

3a KaKo KaJleHJapHbIi roJl GOpMUPYIOTCS B 1€710 JOKYMEHTHI?
Buibepume ooun uz 5 eapuanmos omeema:

1) onuH;

2) nBa,

3) tpu;

4) 1T,

5) necsTs.

3aganme Ne 10

Bonpoc:

C Kakoro MOMEHTa JIeJI0 CYUTACTCS 3aBEICHHBIM?

Bvibepume 00un uz 4 eapuanmog omeema:

1) c MOMeHTa BKJIIOYEHHS B HETO MEPBOTO UCIIOJIHEHHOTO JIUCTA;

2) ¢ MOMEHTA BKJIIOYEHHS B HETO MEPBOI0 CO3/IAHHOTO JOKYMEHTA;

3) ¢ MOMEHTa BKIIIOUEHHS B HETO BCEX UCIOIHEHHBIX JOKYMEHTOB;

4) c MOMEHTA BKJIIOYEHUS B HETO BCEX CO3/IaHHBIX U MOCTYMHUBIINX JOKYMEHTOB.

3amanme Ne 11

Bonpoc:

OnepaTVBHBIM Ha3bIBACTCS XPaHEHUE JIeT B MeCTaX UX (POPMUPOBAHUH. . .
Buvibepume ooun uz 2 eapuanmos omeema:
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1) mo mepenaun Ha apXUBHOE XpaHCHUE;
2) mocie neperavy Ha apXMBHOE XpaHECHHE.

3apanmne Ne 12

Bonpoc:

Kakwue n3 nepednciaeHHbIX HIKE JOKYMEHTOB HEOOXOIUMBI TP TpHEeMe Ha paboTy HOBOTO
COTpYIHHUKA?

Buibepume necxonvro uz 10 sapuanmos omsema:

1) npuka3 ¢. Ne T-8;

2) pacnopsiKeHue;

3) cyxebHOe 3a7aHuE;

4) cTpaxoBOE CBHCTEIBCTBO FOCYIAPCTBEHHOTO IEHCHOHHOTO CTPAaXOBAHUS,
5) pesrome;

6) XapaKkTepHUCTHKa;

7) macropr;

8) TpyIOBYIO KHIKKY;

9) nokyMeHT 00 0Opa3oBaHUM;

10) 1OKyMEHTBI BOMHCKOT'O y4eTa.

3ananue Ne 13

Bonpoc:

Kaxue u3 nepeunciieHHbIX HIKE JOKYMEHTOB HEOOXO0IMMBI NIPH NepeBoie paboTHHUKA?
Buibepume necxonvro u3z 7 éapuanmog omeema:

1) nuuHOe 3asiBIeHHE PaOOTHHKA;

2) nokiaHast 3aMyucKa PyKOBOJIUTEIS MOIPa3/IeICHNUS;

3) oOBsicCHUTENbHAS 3aMCKa PYKOBOJUTEIIS MTOIpa3AesIeHuUs;

4) npukas ¢. Ne T-5;

5) mpukaz ¢. Ne T-1;

6) N3MEHEHUE K TPYyA0BOMY JJOTOBOPY

3aganmne Ne 14

Bonpoc:

Kaxkue n3 nepeynciieHHbIX HIDKE JOKYMEHTOB HE0OXO0IMMBI IPY KOMaHAUPOBAHUH PabOTHUKA?
Buvibepume necrkonvko uz 6 eapuanmos omeema:

1) npukas ¢. T-1,

2) MPOTOKOJT;

3) norosop;

4) cyxebHoe 3amanue . Ne T-10a;

5) npuka3s ¢. T-9;

6) KOMaHIUPOBOYHOE yIOCTOBEPEHHE

3aganme Ne 15

Bonpoc:

B cxonbKuX 3K3eMIUISIpax BBITUCHIBAETCS KOMaHIUPOBOUYHOE YIOCTOBEPEHHUE?
Bvibepume 00un uz 4 eapuanmog omeema:

1)1,

2) 2;

3) 3;

4) 4.
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3aganme Ne 16

Bonpoc:

KoMaH1upoBOUHOE y10CTOBEPEHUE IOJHKHO PETUCTPUPOBATHCS B KypHase?
Buibepume ooun uz 2 éapuanmos omeema:

1) Ha.
2) Her.

3amanue Ne 17

Bonpoc:

Ha xakux mpuHATHIX Ha paboTy COTPYAHUKOB OPOPMIIAETCS JTUYHOE AETI0?

Buvibepume ooun uz 4 sapuanmos omeema:

1) Ha Bcex;

2) MIPUHATHIX Ha BPEMEHHYIO PaboTy;

3) pabouux | JIMIl MJIAJIIIIETO 0OCTY KUBAIOIIETO MEPCOHAIA;

4) Ha Bcex, 3a UCKIIFOUYEHUEM MPUHATHIX HA BpEMEHHYIO paboTy, pabouux U JIUI MJIaIIIero
00CITY>KMBAIOIIETO MIEPCOHAA.

3amanue Ne 18

Bonpoc:

TpynoBas KHUXKKA. ..

Buvibepume ooun u3 3 apuanmos omeema:

1) siBJIsIETCSt OCHOBHBIM JJOKYMEHTOM O TPYJIOBOH JESATEIBHOCTU U TPYJIOBOM CTake paOOTHHUKA;
2) sBNSieTCSl JOKYMEHTOM, OTPa)KaroIIMM OCHOBHBIEC BEXH MPEANPUATHS, OpPTraHU3aIUH,
YUPEKICHUS;

3) sBNsieTCS JOKYMEHTOM, B KOTOPOM OTPaKEHBI MpaBa U 00S3aHHOCTH paOOTHUKA.

3aganme Ne 19

Bonpoc:

I"'ne mproOpeTaroT TpyAOBbIe KHIKKH PAOOTHUKH, Y KOTOPBIX UX HET?
Buvibepume ooun u3z 3 sapuanmos omeema:

1) B Mara3use;

2) y paboronarerns;

3) y cnekyIsiHTa;

3apanue Ne 20

Bonpoc:

TpyroBoit 1OroBop — 310

Buvibepume ooun uz 3 sapuanmos omeema:

1) AOKyMEHT, peACTaBISAIONIUI cO00I COrTanieHue CTOPOH 00 YCTAaHOBIICGHUHU U PETYIMPOBAHUU
KaKUX-JIH00 OTHOIICHUIA,

2) DIOKYMEHT, (UKCUPYIOILIUI COTJIAIIEHHE CTOPOH 00 YCTAaHOBIEHUH TPYIOBBIX
MIPABOOTHOIICHUH U PETYJIUPYIONTUX HX;

3) JOKYMEHT, COCTABIICHHbI HECKOJIBKUMHU JIMLAMHU /ISl TOATBEPKIACHUS yCTAHOBIEHHOTO
dakTa, COOBITHS, TEHCTBHUS.

3aganme Ne 21

Bonpoc:

B ckonbpkux 3K3eMIUIsIpax COCTaBISIOTCS TPY0BbIE AOroBOpa?
Buibepume ooun u3z 4 éapuanmos omeema:

1)1,

2) 2;

3) 3;

4) 4.
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3aganme Ne 22

Bonpoc:

Perucrpanus — 37o0...

Buibepume ooun u3z 3 éapuanmos omeema:

1) 3anuch y4eTHBIX TaHHBIX O JJOKYMEHTE 0 yCTaHOBJICHHOH Gopme, PUKcupyromie GpakTt ero
CO3/1aHUs, OTIPABICHHS WU NOJIYUYCHHS;

2) obecrieyeHre CBOEBPEMEHHOTO M KAU€CTBEHHOT'O UCIIOIHEHUS TOPYUYEHUH U PEIICHUS
BOIIPOCOB;

3) oT00p JOKYMEHTOB Ha FOCYapCTBEHHOE XpaHEHHUE WIIM YCTAHOBIICHUE CPOKOB UX XpaHEHUs
HA OCHOBE MPUHSATHIX KPUTEPUEB.

3aganue Ne 23

Bonpoc:

CKOJIbKO pa3 JOJIKHBI PETUCTPUPOBATHCS JOKYMEHTHI?
Bvibepume ooun uz 4 eapuanmoe omeema:

1) 1;

2) 2;

3) 3;

4) 4.

3aganue Ne 24

Bonpoc:

Kakwue BunbI peructpaiuu ObIBaroT?

Bovibepume neckonvko U3z 5 6apuanmos omeema:
1) TerpaaHas;

2) xKypHaJIbHas;

3) KHIKHAS;

4) kapTouHas;

5) KOMIBIOTEPHAS.

3aganme Ne 25

Bonpoc:

KTo ocymiecTBiasieT KOHTPOJIb 32 UCIIOJIHEHUEM JOKYMEHTOB?
Buvibepume necrkonvko uz 6 eapuanmos omeema:

1) pykoBoauTeny;

2) 3aMeCTUTEIN PYKOBOIUTEIS;

3) crerManbHbie CTPYKTYPHBIE TTOAPA3ICIICHHUS;

4) paOOTHUKH CITY>KOBI JISTIOMPOU3BOJICTBA;

5) camMu paOOTHHKW;

6) cekperapu.

3aganue Ne 26

Bonpoc:

XKanoba — 370...

Bvibepume ooun uz 3 éapuanmog omeema:

1) oOpaitieHre rpax/iaH o MoBOly pealu3aliy JIUYHBIX IPaB UM 3aKOHHBIX UHTEPECOB, HE
CBSI3aHHBIX C HAPYIIEHHEM 3THX IIPaB U UHTEPECOB;

2) oOpaiiieHus B COOTBETCTBYOIIME roc. Mnmu o01iecTBeHHbIE OpraHbl, Ha IPEAIpUITHS, B
YUpEKACHUs, OpraHu3anuu, GUPMBbI U K JODKHOCTHBIM JIMIAM, COJIeprKalliue HeH o
COBEPIIICHCTBOBAHUIO PA3IMYHBIX c(hep AeITeTHHOCTH, OPTaHOB BIACTH U YIPABJICHUS,
NpeANpUsATHA, OpraHu3aluii GupM, He CBS3aHHBIE C HAPYIIEHUEM IIPaB U 3aKOHHBIX HHTEPECOB
CaMoro rpakKIaHNHa;

3) oOpamenue B roc. JInbo oOIIeCTBEHHBINH OpraH WK K JOHDKHOCTHOMY JIUITY IO TIOBOIY




167

HapyILLEHHs IIPaB U OXPaHAEMbIX 3aKOHAMH HHTEPECOB KOHKPETHOTO JIMLA, OOIECTBEHHON
OpraHu3anuy, NPEIIPUATHS.

3amanue Ne 27

Bonpoc:

Kaxkue n3 nepeynciieHHbIX TOKYMEHTOB OTHOCSITCSL K TUCHMEHHBIM 00paIlleHUusIM TpakaaH?
Buvibepume necrkonvko uz 7 eapuanmos omeema:
1) kKoMaHIMPOBKa;

2) xkano0a;

3) 3asBNEHUE;

4) nmucHMO;

5) npeasioxKeHue;

6) TOBEPEHHOCTb;

7) pacriucka.

OTBeTbI:
Bepwwsiii otBet (1 6.): 2;
Bepnsriii oteT (1 6.): 3;
Bepwwsiii otBet (1 6.): 2;
Bepnsie otBeTs (1 0.): 1; 3; 4;
Bepwwsiii otBet (1 6.): 1;
Bepnsriii oteT (1 6.): 2;
Bepwwsrii otet (1 6.): 1;
Bepnsriii oteT (1 6.): 3;
9. Bepwnsrii otet (1 6.): 1;
10. Bepwsrii oteT (1 0.): 1;
11. Bepnsriii otBer (1 6.): 1;
12. Bepusie otBeThl (1 6.): 4; 5; 6; 7; 8; 9; 10;
13. Bepusbie oteTsI (1 6.): 1; 2; 4; 6;
14. Bepusbie otBeThI (1 6.): 4; 5; 6
15. Bepnsrii otBer (1 6.): 1;
16. Bepwnsrii oteT (1 0.): 1;
17. Bepnsrii oteT (1 0.): 4;
18. Bepwsrii oteT (1 6.): 1;
19. Bepnsrii otBert (1 0.): 2;
20. Bepnsrii otet (1 6.): 2;
21. Bepnwiii otBet (1 6.): 2;
22. Bepnsrii otet (1 6.): 1;
23. Bepnsrii otBet (1 6.): 1;
24. Bepnsbie otBeTsI (1 6.): 2; 4; 5;
25. Bepubie oteetsl (1 6.): 1; 2; 3; 4; 6;
26. Bepnsrii otet (1 6.): 3;
27. Bepunie otethI (1 6.): 2; 3; 5;

ONoGa~wWNE

2 b b
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MaTepnanbl AJIS IIPOBECACHUSA HpOMe)I(yTO‘IHOﬁ aTreCraliumn

CrnenuanbHoctb « Cexpemapb-mautuHUCmKa»

Jucuuniamnua «/lenosas Kynismypay

I'ox o0Oyuenus: nepewiu
HHoayroaue /

Crapumuii neaaror J0N0JHUTEJILHOr0 oopa3oBanus bensaxosa O.B.
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MarepuaJsl 1JI POBeIeHHUS 32a4eTa M0 JUCIUIIHHE
«/lesioBasi KyJbTypa»

1. 3ayer npoBoauTCA B (hOpME IIEKTPOHHOTO TECTUPOBAHUS B KOHIIE | MOIyTOAus.
2. Marepuaisl K 3a4eTy JJaHbl B IPUIIOKEHHUH 1.

3. Kputepuu onieHnBaHus:

OTMETKa «5» - He MeHee 85% NpaBUIIbHBIX OTBETOB;

oTMeTKa «4» - He MeHee 70% NpaBUIIbHBIX OTBETOB;

oTMeTKa «3» - He MeHee 50% mpaBUIIbHBIX OTBETOB;

Crapuuit negaror
JOTIOJTHUTEILHOTO 00pa30BaHMS 0O.B.bensgkona
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I[MTPUJIOXKEHUE 1

JEKTPOHHBIN TECT

3aganme Ne 1
Bonpoc:

OcTeTuka — 3T0. ..

Buibepume ooun uz 3 éapuanmoe omeema.

1) akagemuyeckas U TPUKIATHAS HayKa O MOBEJACHUU M MCUXUYECKHX MpOoIeccax B IMCHUXUKE
JIIOJICH M ’KUBOTHBIX;

2) Hayka, u3ydaromias Haubojee o0Ire CYIECTBEHHbIE XapaKTePUCTUKU U (pyHIaMeHTaIbHbIE
MPUHIUIIBI PEATTbHOCTH U MTO3HAHMS, OBITUS YEJIOBEKA, OTHOIICHUS YEJIOBEKA U MUPA;

3) HayKa 0 UyBCTBEHHOM IO3HAHHHU, IIOCTUTAIOIIEM U CO3/IAIOIIEM MTPEKPACHOE U BHIPAXKAIOLIEMCS
B 00pa3ax MCKYyCCTBa.

3ananue Ne 2
Bonpoc:

OTHKa — 370...

Bvibepume ooun uz 3 éapuanmog omeema:

1) cucrema BO33peHMl Ha JKU3HEHHOE HAa3HAUEHUE YEJIOBEKa, OXBAThIBAIOIIAs MOHATHS A00pa U
3J1a, CIIPaBEUIMBOCTH, COBECTH, CMbICJIA KU3HU;

2) cuctemMa HOpM HPaBCTBEHHOI'O MTOBE/IEHUS YeJIOBEKa, OOLIECTBEHHON WIIH MpodeccuoHaNnbHON
IpYIIIbI;

3) cuctema MO3HAHUN, OCTUTAIOIINX M CO3JAIOUINX MPEKPACHOE U BBIpAXKAIOUIMXCSA B 00pa3zax
HCKYCCTBa.

3aganme Ne 3
Bonpoc:

OTHKET — 37T0...

Bvibepume ooun uz 3 eapuanmoe omeema:

1) TpebGoBaHMe ISl UCTIOMTHEHUSI HEKUX YCIOBUN BCEMH Y4aCTHHUKaMM Kakoro-iau0o JIeicTBus, 3a
BBINOJIHEHHE KOTOPOTO MPEAYCMOTPEHO MOOIIPEHNE, a 32 HEBBIIIOJIHEHNE HAKa3aHUE;

2) cucremMa BO33peHMI Ha JKM3HEHHOE Ha3HAYECHHE YeJIOBeKa, OXBATHIBAIOIIAs TOHATHS A00pa U
3714, CIIPAaBEIJINBOCTH, COBECTH, CMbICIIA KU3HU;

3) HOpPMBI U TIpaBUIIA, OTPAKAIOIIUE MIPEJICTABICHHUS O TOJKHOM IOBEICHUH JIFO/IeH B 00IIEeCTBE.

3ananmne Ne 4
Bonpoc:

CayxeOHBbIi 3TUKET — 3TO. ..

Buvibepume ooun uz 3 eapuanmog omeema:

1) pesynbpTar mnmuTenbHOTO OTOOpa mpaBui, ¢GopM HamOolee IeIecooOpa3HOTO TMOBEICHUS,
KOTOpPOE CITIOCOOCTBOBAIIO OBI YCIIEXY B JICTIOBBIX OTHOIICHHSX;

2) TpeboBaHuUE /ISl UCTIOIHEHHSI HEKUX YCIOBHI BCEMH YYaCTHUKAaMHU KaKOT0-THOO0 IeHCTBHS, 32
BBINTOJIHEHHE KOTOPOTO MPETYCMOTPEHO MOOIIPEHUE, a 32 HEBBITIOJHCHNE HAKa3aHHE;

3) npeanucanue, IPaBUIIO MMOBEICHUS JIIOACH B OOIIECTBE.

3aganmne Ne 5
Bonpoc:

Kaxue cymiecTBytoT pa3HOBHAHOCTH HOPM ITHKETa?
Bvibepume neckonvko uz 5 éapuanmog omeema:

1) peueBoii;

2) OBeICHYECKUil;
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3) SA3BIKOBBIIA;
4) ciryXOBOM;
5) TOJIOCOBOM.

3aganue Ne 6
Bonpoc:

Kommynukanus — 37o...

Buibepume ooun uz 3 eapuanmos omeema:

1) oco3HaHHas MOTPEOHOCTh, KOTOpAs XapakKTepU3yeT OTHOULIEHWE JI0JeH K mIpeaMmeram u
SBIICHUSIM  JIEHCTBUTENIBHOCTH, HWMEIOIIMM JJIi HUX BaXXHOE OOIIECTBEHHOE 3HAYEHUE,
HPUTATATENBHOCTb;

2) cooOmeHne, BBIPAXKEHHOE B KOMIIAKTHOM (opMe U mpenHa3HadeHHOe i OOMeHa
UHpOpMaLIUel MeXy JII0bMH;

3) mpomecc oOMeHa uaesMU W MH(MOpMAIMEed MexAy IByMs U Ooyiee JIOABMH, BEIYUIMHA K
B3aMMHOMY ITOHMMaHHUIO.

3aganme Ne 7
Bonpoc:

Ha xaxue BUIbI OJPA3AENIAIOTCS KOMMYHHUKALIUN?

Buwibepume neckonbko uz 4 eapuanmos omeema:

1) KOMMyHMKalM1 HA OCHOBE MY3bIKaJIbLHOTO 0OMeHa nH(popMaIuen;

2) MEXJINYHOCTHBIE WIIM OPraHNU3allMOHHbIE KOMMYHHUKAIIUA HA OCHOBE YCTHOT'O OOILIEHUS;
3) KOMMYyHMKaIlM1 HA OCHOBE MMUCbMEHHOT0 OOMeHa MH(popMarueil.

4) KOMMYHHMKaIlM{ HA OCHOBE NEHUS.

3aganmne Ne 8
Bonpoc:

KoMMyHMKaIlMOHHBIN POLIECC — ITO

Buvibepume ooun uz 3 eapuanmos omeema:

1) cTparernueckuii pe3ysibTaT, Ha KOTOPbIM HallpaBlIeH KOMMYHUKAaTUBHBIN aKT;

2) nporiecc oOMeHa nHpopManuen MeXIy IByMs UK O0Jiee JIF0AbMU;

3) TakTUYECKUH XO[, SBISAIOLIUICS MPAKTUYECKUM CPEJICTBOM ABM)KEHUS K COOTBETCTBYIOLIEH
KOMMYHHUKAaTUBHOU LICJIH.

3aganme Ne 9
Bonpoc:

Kakue cymiecTByrOT 2IeMEHThl KOMMYHHKAIIMOHHOTO Tporecca?
Bovibepume neckonvko u3z 5 6apuanmos omeema:

1) oTnipaBUTEND;

2) cooOIeHue;

3) kanau,

4) mony4arens;

5) nmocpenHuK.

3aganmne Ne 10

Bonpoc:

MeXITMYHOCTHBIE KOMMYHHKAIUH JIEJIST Ha:
Bovibepume neckonvko u3z 5 6apuanmos omeema:
1) cnoBecHbIE,

2) opaTopcKue;

3) BepOasbHbIC,

4) HeBepOaNbHBIE;

5) ncuxuveckue.
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3aganme Ne 11

Bonpoc:

O61enue — 370. ..

Buibepume ooun u3z 3 éapuanmos omeema:

1) pe3ynbTaT MIMTEIBLHOTO OTOOpa mpaBwi, (GopM Hambojee IeecooOpa3HOro MOBEACHUS,
KOTOPOE CITOCOOCTBOBAIIO OBI YCTIEXY B JIETIOBBIX OTHOIICHHSIX;

2) cnenuduyeckas ¢Gopma B3aUMOICHCTBUS 4YeJIOBEKa C JIPYIMMHU JIFOJBMH KaK YJICHAMHU
00I11IeCTBA;

3) HayKa 0 YyBCTBEHHOM IO3HAHUH, IIOCTUTAIOIIEM U CO3/IAI0IEM IIPEKPACHOE M BBIPAYKAIOIIEMCS
B 00pa3ax MCKyCCTBa.

3aganue Ne 12

Bonpoc:

BrigensroT cieayronme BUIbI OOIICHNUS
Buvibepume necrxonvko uz 8 eapuanmos omseema:
1) mWKoIBHOE;

2) KOHTaKT MacoK;

3) IpUMHUTUBHOE OOILIEHNUE;

4) hopmanbHO-poNIeBOE OOIICHNUE;

5) nenoBoe o61IEeHNKE;

6) IyXOBHOE;

7) MaHUIYJISITUBHOE;

8) cBerckoe.

3aganme Ne 13

Bonpoc:

JenoBoe ob1ieHue — 3To. ..

Buvibepume ooun u3 3 eapuanmos omeema:

1) oOMeH uHbopMaIueit mpy TOMOIIIH S3bIKA WITH KECTOB;

2) MEXJIMYHOCTHOE OOIIEHHE C IENbI0 OPTaHW3allMd M ONTHUMHU3AINH TOTO WM WHOTO BHIA
MpPEeAMETHON AESITENbHOCTU: POU3BOJACTBEHHOM, HAYUYHON, KOMMEpPUYECKOM, YIpaBICHYECKON U
T.I.

3) yCTaHOBIJICHHBIN MOPSIOK TTOBEICHUS B cepe OM3Heca U IETOBBIX KOHTAKTOB.

3aganue Ne 14

Bonpoc:

JlenoBO# 3TUKET BKIIIOYAET B €05 CIEAYIONINE TPYIIIBI IPABUIL:

Bvibepume neckonvko uz 3 éapuanmog omeema:

1) HOpMBI, neicTBytoUIME B cepe OOIIeHUs MEXAY PaBHBIMU IO CTAaTyCy, WICHAMH OJIHOTO
KOJUIEKTHBA (TOPU30HTAJIBHEIC);

2) npaBuWJIa MOBEACHUS MEX1Y IPOCTHIMU T'paklaHaMU;

3) HacTaBi€HHs, OIPEICISAIOLUIME XapakTep KOHTAaKTa PYKOBOAMUTENS U IOJYUHEHHOTO
(BEpTUKAJIBHBIE).

3amanue Ne 15

Bonpoc:

BepbanbHoe obmeHue — 3To. ..

Buvibepume ooun uz 3 eapuanmos omeema:

1) KOMMYHHKAIIMOHHOE B3aMMOJICHCTBHE MEKTy HHANBUAAMHU O€3 UCIIOIH30BAHHUS CJIOB;

2) mpoliecc yCTaHOBJICHUS U IO epKaHU IIeJIEHANIPABICHHOT 0, IPSMOTO WJIH OMTOCPEJOBAHHOTO,
KOHTAKTa MEKIY JIFOJbMU TPH TIOMOIIIH SI3BIKA;

3) KOMMYHHKAIIMOHHOE B3aUMOJICHCTBUE MEXy UHIUBUAMU C TIOMOIIBIO TEa.
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3aganme Ne 16

Bonpoc:

K HeBepOambHOMY OOIICHUIO OTHOCST:
Buibepume neckonvko u3z 7 éapuanmog omeema:
1) B3rUIS1I;

2) MUMUKY;

3) mo3wr;

4) KecCThI;

5) cnosa;

6) BBIpAXKECHHE JTUTIA;

7) TeMOD.

3aganue Ne 17

Bonpoc:

[Ton umMuKEM cekpeTaps MoipasyMeBaeTcs. . .
Buvibepume necrkonvko uz 8 eapuanmos omeema:
1) onpsTHBIN, HE OPOCKUI BHEIIHUHN BUT;

2) maHepa 0/1eBaThCA;

3) yMeHME BBITIIAAETH K MECTY;

4) yMeHHe JIepKaThCs B JEIOBOM 0OCTAaHOBKE;
5) IpaBUIIBLHO I0JIB30BATHCS CBOMM TEJIOM;

6) yMeHUE «I0J1aThy» ceos;

7) podecCuOHANBHBIN CTHIIb OOIICHUS;

8) BHATHYIO U TAKTUYHYIO PEYb.

3aganue Ne 18

Bonpoc:

Ha kxakne yacTi MOKHO yCIIOBHO Pa3JeIUTh paboTy JIFOOOTO CeKpeTaps?
Buibepume necxonvro u3z 4 éapuanmog omeema:

1) pabota ¢ JOKyMeHTaMu;

2) paboTa opraHu3alMOHHAs;

3) paboTa TUCTAaHIIMOHHAS,

4) paboTa pacriopsUTeIIbHAS.

3amanue Ne 19

Bonpoc:

UYToOBl JOCTHYL BBICOKOTO YpOBHS KBalM(HKAIMKM, KAKUMU KaueCTBAaMHU JOJDKEH 00J1anaTh
cekperapn?

Buibepume neckonvko u3z 3 éapuanmos omsema:

1) nenoBbIMU;

2) TUYHBIMU;

3) opraHn3aTOpCKUMH.

3aganne Ne 20

Bonpoc:

K nenoBbiM KauecTBaM ceKpeTapsi OTHOCSTCA:
Buvibepume necrxonvko uz 8 sapuanmos omeema:

1) opraHmM3aTopcKue KauecTna;

2) MyHKTYaJbHOCTh, HCIIOJHUTEILHOCTD;

3) npenaHHOCTh UPME, COXpaHCHUE CIYKEOHON TalHbI;
4) npeaBUICHUE;

5) TAKTHYHOCTH, TUIUIOMATHYHOCTH;
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6) MHUIIMATHBHOCTD, CAMOCTOSATEILHOCTD;,

7) OTBETCTBEHHOCTD, HaJICKHOCTh, 3 ()EKTUBHOCTD;
8) mpodeccroHanbHbIC HABBIKH;

9) noaxanuMcTBO.

3apanme Ne 21

Bonpoc:

K nuuHBIM KauecTBaM ceKpeTapsi OTHOCSTCS:
Buibepume neckonvko uz 6 éapuanmos omeema:

1) yMeHHe aIanTHPOBAThCS;

2) IEHUBOCTB;

3) 110003HATETBHOCTD;

4) BHEIIHUI BUI,

5) BEXKIIMBOCTB, JIIOOC3HOCTD, JI00POIKEIIATEIIHHOCTD;
6) KOMMYHHKaOCIbHOCTb.

3aganue Ne 22

Bonpoc:

s 6onee >3pPpekTUBHOM paboThI cekpeTapst HEOOXOAUMO. ..

Buvibepume ooun uz 3 sapuanmos omeema:

1) mepen KaX1bIM MEPONPUATHEM MIEPECIPAIINBATh PYKOBOIUTENS, KOT/1a OHO COCTOUTCS;
2) cocTaBiATh IUIaH paboyero JAHS;

3) 063BaHUBATH NOCETUTENCH U pUTTIAIIATH UX.

OTBeTbI:
1) Bepnsiit otBer (1 6.): 3;
2) Bepuwiii otBert (1 6.): 2;
3) Bepnwiii otBert (1 6.): 3;
4) Bepwnsiii otBeT (1 6.): 1;
5) Bepnsie otBetsI (1 6.): 15 2;
6) Bepnsiii otBet (1 6.): 3;
7) Bepnsie otBetsl (1 0.): 2; 3;
8) Bepnsiii otBet (1 6.): 2;
9) Bepnsie otBets (1 6.): 1; 2; 3; 4;
10) Bepnsie otBetsI (1 6.): 3; 4;
11) Bepmnsrii otBer (1 6.): 3;
12) Bepusie otBetsi (1 6.): 2; 3; 4; 5; 6; 7; 8;
13) Bepwnsrii otBer (1 0.): 2;
14) Bepnsie otBetsI (1 6.): 1; 3;
15) Bepwnsrii otBer (1 0.): 2;

16) Bepunie otBetsi (1 0.): 1; 2; 3; 4; 6; 7;

17) Bepusie otBetsl (1 6.): 1;2; 3;4;5;6;7; 8,
18) Bepnsle otBets (1 6.): 1; 2;

19) Bepnsie otBetsl (1 6.): 1; 2;

20) Bepunie otetsi (1 0.): 1;2; 3;4;5;6; 7,
21) Bepnsbie otBetsl (1 6.): 1; 3; 4; 5; 6;

22) Bepnsiii otBet (1 6.): 2;



175

MartepuaJsl 1Jisl HIPOBEACHUS MPOMEKYTOYHOM aTTeCTAlMH

CnenuanbHocTb « Cekpemapb-mauuHuCmKa»

Jucuunianua «/lenosas Kynemypay

I'ox 00y4yenusi: nepsuviu
Hoayroaue 2

Crapmumii negaror I0noJHUTEILHOT0 o0pa3oBanus benaxosa O.B.
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MatepuaJsl 1Ji NPOBeeHHUS 3a4eTa M0 JUCIUIIHHE
«JlesioBasi KyJbTypa»

1.3ager npoBoauTCA B hopMe IEKTPOHHOTO TECTUPOBAHUS B KOHIIE 2 MOIYTO/IHUS.
2.Marepuaisl K 3a4€Ty JaHbl B IPUIIOKEHUH .

3.Kputepun oreHuBaHMS:

OTMETKa «5» - He MeHee 85% NpaBUIIbHBIX OTBETOB;

oTMeTKa «4» - He MeHee 70% IpaBUIIbHBIX OTBETOB;

oTMeTKa «3» - He MeHee 50% mpaBUJIbHBIX OTBETOB;

Crapuuit negaror
JOTIOJTHUTEILHOTO 00pa30BaHMS O.B.benskosa
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I[MTPUJIOXKEHUE 1

JEKTPOHHBIN TECT

3aganme Ne 1
Bonpoc:

OO6menue — 3T0. ..

Buvibepume ooun u3z 3 éapuanmos omeema:

1) pe3ynbTaT IUIUTENBHOTO 0TOOpa MpaBwi, popM HarboJee 1eIeco00pa3HOro MOBEICHHS,
KOTOpOE CIOCOOCTBOBAJIO OBl yCTIEXY B JEJIOBBIX OTHOIICHHSIX;

2) HayKa O YyBCTBCHHOM I[TO3HAHHH, IIOCTUTAIOIIEM M CO3/IAI0IIEM ITPEKPACHOE U
BBIpAXKAIOMIEMCsI B 00pa3ax UCKYCCTBA,

3) cneuuduveckas hopma B3aUMOACHCTBUS YEIOBEKA C APYTUMHU JIFOJABMHU KaK WiICHAMHU
oO1ecTna.

3ananue Ne 2
Bonpoc:

JlemoBoe obmieHne — 3T0. ..

Bvibepume ooun uz 3 éapuanmog omeema:

1) Hayka O 4yBCTBEHHOM I1O3HAHUH, [IOCTUTAIOIIEM U CO3/Ia0ILEM IPEKPACHOE U
BBIpa)KaIOLIEMCsl B 00pa3ax UCKYCCTBA;

2) pe3ysbTaT JUIMTEIbHOTO 0TOOpa mpaBui, GopM HarboJIee 1eIeco00pa3HOro MOBEACHHMS,
KOTOpPOE CII0COOCTBOBAJIO OBl YCIIEXY B JIEIOBBIX OTHOILICHHSX;

3) CI0XHBIA MHOTOIIJIAHOBBIN MPOIIECC PAa3BUTHS KOHTAKTOB MEKY JIHOJbMU B CIIyKEOHOM

cdepe.

3aganme Ne 3
Bonpoc:

TenedoHHBIE Pa3rOBOPHI MOXKHO YCIIOBHO Pa3JIeNIUTh Ha. ..
Bvibepume neckonvko uz 4 eapuanmog omeema:

1) ciy>xebOHblIe;

2) aKTUBHBIE;

3) nmaccuBHbIE;

4) MuYHbBIC.

3aganue Ne 4
Bonpoc:

TenedoHHBI pa3roBOp BKIIOYAET B ce0s cieayronue Ghasbl:
Buibepume necxonvro uz 9 éapuanmos omeema:

1) IIpuBeTcTBHE.

2) B3zaumonpezacraBieHue.

3) [Moxenanue XOpOIIEro HACTPOCHMS.

4) CooO1ieHue 11eI1 3BOHKa.

5) ObcyxneHue cymiecTBa MpoodIeMbl WK MIepeapecalius pasroBopa.
6) BoisicHeHHE OTHOIIICHUH.

7) IlonBeneHne UTOTOB.

8) BripaxxeHne NpU3HaTEIbHOCTH.

9) [Ipomanue.

3aganme Ne 5
Bonpoc:

Yrto BXOOUT B 0053aHHOCTH CCKpETapA IIpU IMPHUCME 3BOHKOB?
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Buvibepume neckonvko uz 5 eapuanmos omeema:

1) Ilpuem TeneOHHBIX BHI30BOB.

2) OtBeT abOHEHTaM.

3) ®unpTpaiiys BHI30BOB.

4) CoennHeHue Npyu HEOOXOIUMOCTH PYKOBOIUTEIIS.
5) Het npaBuibHOrO OTBETA.

3aganue Ne 6
Bonpoc:

Uro 00s3aTebHO HAO 3aIMHUCaTh TPU TeJie(OHHOM 3BOHKE?
Buvibepume necrkonvko uz 5 eapuanmos omeema:

1) daty u BpeMs 3BOHKa.

2) ®.1.0. 1 107KHOCTh 3BOHUBIIIETO.

3) UieHoOB ceMbH 3BOHHUBIIIETO.

4) [1o kakoMy HOMEpY MEPE3BOHUTH U KOT/IA.

5) CyTb cooOmieHus.

3aganue Ne 7
Bonpoc:

Uro BKIIIOYAET B c€0s1 MOHITHE «CETUKET»?

Buibepume ooun u3z 3 eapuanmos omeema:

1) HopMmbl 1 ipaBuiia HoBeIeHUs JII0EH B 001IECTBE.

2) IIpaBuiia 1eJ10BOM JIEKTPOHHON NEPETIUCKH.

3) CucreMy HOPM HPaBCTBEHHOTO MOBECHMSI Y€I0BEKa UM TPYIIIHI JIIOIEH.

3ananue Ne 8
Bonpoc:

BusurtHas kapTouka — 370...

Buibepume ooun uz 4 eapuanmos omeema:

1) BXOIAIIMI TOKYMEHT, UCIIOJIb3yEMBIN B IPOLIECCE MpHUEMa rOCTeiH;

2) UCXOAAIMMNA JOKYMEHT, UCIIOIb3yEMBIH B IIPOLIECCE JEIOBBIX IIEPErOBOPOB U IPUEMA I'OCTEN;
3) UCXOAIIMI JOKYMEHT, HCITOJIB3YEMBbIi B TIPOIIECCE JIETIOBBIX MIEPETOBOPOB;

4) BXoA1UI TOKYMEHT, UCIIOJIB3YEMBIN B ITPOLIECCE JIETOBBIX IEPETOBOPOB.

3aganmne Ne 9
Bonpoc:

VYkaxure 3a7auil BUSUTHBIX KApPTOYCK.
Bovibepume neckonvko uz 4 eapuanmog omeema:
1) uadopmupoBaTs;

2) pexJIaMHPOBATh;

3) nmoaepKuUBaTh KOHTAKTHI;

4) KPUTHKOBATb.

3aganue Ne 10

Bonpoc:

Vkaxute BUAbI BU3UTHBIX KAPTOUEK.

Bovibepume neckonvko U3z 5 6apuanmos omeema:

1) JInanas.

2) lenoBas.

3) Kaprouka /i crieriuanbHBIX U IPEICTaBUTENbCKUX IIeNICH.
4) Kaptouka (hupMmbl, peInpUsTHs, OpTaHU3aluH, OT/EINA.
5) Her npaBuibHOTO OTBETA.
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3aganue Ne 11

Bonpoc:

K ocHOBHBIM 3a71auaM J1€I0BOTO COBEIIAHUS OTHOCUTCS:

Buibepume neckonvko uz 5 éapuanmog omeema:

1) pa3BuTHE U yKpeIJIeHUE TOJUTUKH MPEATNPUATUS U TIPOBEACHHE €€ B )KU3Hb;

2) UHTErpanusl MEPOTIPUITUN BCEX OTAEIIOB U CIykO0 ¢ ydeToMm oOumx mesneit pupmer,
3) BBISBIICHHE U pacyeT KOJUIEKTUBHBIX PE3yIbTaTOB;

4) MaccoBOCTb yYaCTHUKOB;

5) KOJIJIEKTUBHOE pelIeHre MpodieM ¢ yueToM olydaromiero 3¢ dekra.

3aganme Ne 12

Bonpoc:

Kaxue Buabl 1enoBoro o0iieHus: ObIBatoT?
Buvibepume necrkonvko uz 6 eapuanmos omeema:
1) 6ecenpr,

2) neperoBopkl;

3) coBenaHus;

4) moceIeHus;

5) myOGnuyHbIEe BHICTYIUICHHUS,

6) HET MPaBUJILHOTO OTBETA.

3aganmne Ne 13

Bonpoc:

[IpoBenenune OGecenpl peaoIaracT HaJIMdue psijia 00sA3aTeIbHBIX ITAIOB:
Vxasrcume nopsiook cnedosanus écex 5 eapuanmos omeema:

___ Hayvaso 6ecenpl;

___3aBepiieHue Oecempl;

___ TIPUHSATHE PEIICHHS,

___00cyxIeHHe MpoOJIeMBbl;

___ TIOATOTOBUTEIBHBIHN JTAIl.

3aganue Ne 14

Bonpoc:

JlenoBeie coBemanus KiacCupuIupyoTcs Mo:
Buibepume necxonvro uz 8 éapuanmog omeema:
1) kauecTBy;

2) NepuoOANYHOCTH (4aCTOTE) MPOBEICHNUS;

3) KOMMYECTBY YUaCTHUKOB;

4) cTenenu cTaOMIBHOCTH COCTAaBA YYaCTHHUKOB COBEIAHMS;
5) MpUHAIJIC)KHOCTH;

6) Macirabam NMpUBJIEUYEHUS YUACTHUKOB;

7) MecTy IpOBEJICHUS;

8) Ha3HAYCHMUIO.

3amanue Ne 15

Bonpoc:

o mpuHaAIeKHOCTH AETOBBIE COBEIAHHS OBIBAIOT:
Buibepume neckonvko uz 6 sapuanmos omeema:

1) agMUHHCTpPAaTUBHBIE;

2) benepanbHbIC;

3) napTuiiHeie;

4) Hay4HbIE U HAyYHO-TEXHUUECKHE;
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5) 0ObeTUHEHHBIE;
6) paclIMpEeHHBIE.

3amanue Ne 16

Bonpoc:

JlenoBoi MpoTOKOI — 3TO. ..

Buvibepume ooumn u3z 3 eapuanmos omeema:

1) Hayka 0 YyBCTBEHHOM MO3HAHUH, TOCTUTAIOIIEM U CO3/IAI0IIEM MPEKPACHOE U
BBhIpaXaromieMcsi B 00pazax UCKyCCTBa;

2) mpo1iecc B3aUMOCBSI3HM U B3aUMOCHCTBUS, B KOTOPOM MTPOUCXOAUT OOMEH IS TEIHHOCTHIO,
uHbOopMaIMel 1 OMBITOM, MIPEANOIAraAIOIIM IOCTHKEHHE ONPEAEIEHHOTO pe3ybTaTa,
pelieHrne KOHKPETHON POOIEMBbI I PealIU3aIMIoO ONPEICIICHHOMN 1eNH;

3) mpaBuiia, KOTOPbIE PErIAMEHTUPYIOT MOPSAIOK BCTPEY U MPOBOOB, IPOBECHUE Oece U
MIEPETOBOPOB, OPTraHU3AIMIO TPHUEMOB, 0POPMIICHHE ACIIOBOM MIEPETTMCKH H T.JI.

3ananme Ne 17

Bonpoc:

OproHomMHkKa — 3To:

Bvibepume ooun uz 3 éapuanmog omeema:

1) 30Ha TPYAOBOIi AESITEIHHOCTH COTPYAHUKA, OCHAIICHHAS HEOOXOIMMBIMHU CPEACTBAMU IS
BBINTOJIHEHUS TIOJKHOCTHBIX 0053aHHOCTEH;

2) HayuyHas AUCLUMILUINHA, U3yYarollas TPYJOBbl€ MPOLECCHI C IIENIbI0 CO3JaHHsI ONTUMAIbHBIX
YCIIOBUM TPY[a;

3) 3T0 COBOKYIHOCTH (haKTOPOB MPOU3BOJICTBEHHOM CPE/Ibl, OKa3bIBAIOIIMX BIUSHUE HA
paboTOCTIOCOOHOCTD U 3/I0POBBE UEIOBEKA B MPOLIECCE €ro JIeATEeIbHOCTH.

3aganme Ne 18

Bonpoc:

Urto Takoe uHTephep?

Buvibepume ooun uz 4 sapuanmos omseema:

1) aTo BHYyTpeHHEE MPOCTPAHCTBO 3/IaHUS MIIM IOMEIIEHUS B 3JJaHUH (BECTHOIOJIb, KOMHATA,
3ai);

2) 3TO MIpaBWJIa MTOBEICHUS B JICIOBBIX, CITy’KEOHBIX OTHOIIICHUSX;

3) 5TO mpeaMeThl 00UX0/1a, CITy>Kalue I JeKaHUs, CUACHHS, XpaHEHHUS BelleH U T.I1.;

4) 3TO COOpYKEHUE, MECTO, B KOTOPOM OOHMTAOT JIFOIU HIIN )KMUBOTHBIC.

OtBeTbI:

1) Bepnsrii otBeT (1 6.): 3;
2) Bepwsrii otBeT (1 6.): 3;
3) Bepusie otBeTs (1 6.):
4) Bepnsie otBets (1 0.):
5) Bepusie otBeThI (1 6.):
6) Bepnbie otBetsI (1 0.):
7) Bepnsriii otBet (1 6.): 2,
8) Bepnsrii otBet (1 6.): 2;
9) Bepnsie otBeTsI (1 6.): 1; 2; 3;
10) Bepnsie otBeTsi (1 6.): 1, 2:3; 4;
11) Bepnsie otBetsl (1 6.): 1; 2; 3; 5;
12) Bepusle otBetsl (1 6.): 1; 2; 3; 4; 5;
13) Bepnsbie otBetsI (1 6.):

2;

5;
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14) Bepnsie otBets (1 6.): 2; 3;4; 5;6; 7; 8;
15) Bepusbie otBetsl (1 6.): 1; 3;4; 5

16) Bepusriii otsert (1 6.): 3;

17) Bepwnsrii otBer (1 6.): 2;

18) Bepusriii oter (1 6.): 1;

> 2 5 >
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JK3aMeHALIMOHHbIE MATEPHAJIbI JJIsl IPOBEACHUSI HTOT0BOM
arrectauum B 2021-2022 yuebHOM roay
BbIIYCKHUKOB, 00Y4alOIUXCH 10 MporpaMmme
Npo@peCcCHOHAIBHOM MOATOTOBKH IO JO0JKHOCTH CJIYKALIETr0

26353 «Cekperapb-MAIIUHUCTKA)
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IMTPUJIOXXEHUE E.1
TEOPETUYECKASA YACTDH

TeMbl MPoeKTHBIX padoT

Cekperaphb B cucTeMe yNpaBiIeHUs OpraHUu3allnu.

WMuK — KaK COCTaBIISIONIAs ycrexa B paboTe cekperapsl.

HuTepnep pabodero MoMENIeHUs - KaK COCTABIISIONIAs ycIieXxa B padoTe ceKpeTaps.
PeueBoii aTukeT B paboTe cexpeTaps.

Ponb cekperapst B MOATOTOBKE U 0OCTY>KUBAHUU COBELIIAHUIA.

Poib 1enoBoro aTHKETa CeKpeTaps pu NpUeMe MOCETUTENCH U OOIIEHUH C HUMH.
Poitb 371eKTPOHHOTO TOKYMEHTOO0OpOTa B OpPraHU3AIIHH.

«bu3Hec B 00J1akaxy: 4eM I0JIe3HbI 00JaYHbIC TEXHOJIOTHH,

© 0o N o 0 bk~ w DN

CyBeHUpBI ¥ MOAAPKH B JIETIOBOM OOIICHHU.

[EEN
o

. OcobeHHOCTH NEePeroBOPOB B pa3IMyHbIX KyJlbTypax (Ha npumepe Poccuu ¢ apyrumu
CTpaHaMmHu).
11. DTUKeT U NPOTOKOJ - OCHOBA OCTPOEHHUS MEXaHU3Ma JI€JIOBbIX OTHOLIEHHH.

12. JlenoBoii STUKET ¥ HAIMOHAIIBHBIC TPAJAHUIIMU: TPOOIEeMa COBMECTUMOCTH.
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HNPAKTUYECKASA YACTD

bunem Ne 1
1. OdopmieHnue nmuchpma.
bunem Ne 2
1. Odopmnenue axTa.
bunem Ne 3
1. OpopmiieHne cxemsl.
bunem Ne 4
1. Opopmnenue auarpammsl B MS Word.
bunem Ne 5

1. O(l)OpMJ'IeHI/Ie BBIITMCKH W3 IIPpHUKA3a 110 OCHOBHOMH JI€STEILHOCTH.

Bunem Ne 6

1. Odopmiienue 10MKHOCTHOM HHCTPYKIIMU.

bunem Ne 7

1. Odopmiienue cripaBkH.
bunem Ne 8

1. OdopmiteHue pyKOMMCHOTO TEKCTA.
bunem Ne 9

1. Odopmiienue TenedoHOrpaMMmBbI.
bunem Ne 10

1. Odopmnenue Tabmuis: B MS Word.
bunem Ne 11

1. Odopmiienue quarpammel B MS Excel.
bunem Ne 12

1. Odopmiienune Tabmuisl B MS Excel.
bunem Ne 13

1. Odopmienue npoTokoa.
bunem Ne 14

1. Odopmiienue ykazanusi.
bunem Ne 15

1. Odopmiienue pacopsHKEHHUS.

Bunem Ne 16

1. Opopmiienue 3asBieHUs B BU€ MabI0Ha.

Bunem Ne 17

1. OdopmiieHue pe3eHTannH.

ITPUJIOXXEHMUE E.2
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bunem Ne 18

1. Odopmitenue npuKasza Mo OCHOBHOM JESITETbHOCTH.
bunem Ne 19

1. Odopmiienne TOKIATHON 3aTHCKH.
bunem Ne 20

1. Odopmiienue noroBopa.
bunem Ne 21

1. Odopmitenue pactmcKH.
bunem Ne 22

1. OdopmiteHne 0OBACHUTEIHHOMN 3aIUCKH.
bunem Ne 23

1. OopmiieHne BBIMUCKH U3 MPOTOKOJIA.

IIpakTHyeckue 3agaHus

OdopmuTre 10/KHOCTHYI0O MHCTPYKIHUIO.

Axmmonepnoe obmectBo «3Hanue» JOJKHOCTHASA MHCTPYKIHHUSA 00.00.0000 Ne 00
koppektopa YTBEPKIAK 3aB.oommm otaenom M.IT.Cmupuosa 00.00.0000 1. OOGmme
nojoxenus. 1.1. Koppekrop siBisieTcs pabOTHUKOM, OCYIIECTBIISIOIUM CUUTKY OTIIEYaTaHHOI'O
Matepuana. 1.2. Koppekrop HemocpencTBeHHO moauuHeH... 1.3. Ha momxHOCTH KOppekTopa
HAa3HAYaIOTCs JIMLA, MMEMIue cpeaHee oOpa3oBaHue... 2. OCHOBHbIE 3ajaud U (YHKIMH.
2.1. OcHoBHOH 3ajayeil koppekTopa siBAseTcs... 2.2. JIng MCHOJHEHUs yKa3aHHOW 3ajauu...
3. O6sa3annocty. 3.1. [l BBINOJHEHUS BO3JI0KEHHBIX Ha HEro (yHKLUI KOPpeKTop o0s3aH...
4. TlpaBa. 4.1. Koppektop umeer mpaBo... 5. OtrBercrBeHHOCTh. 5.1. Koppekrop HeceT
OTBETCTBEHHOCTb. .. Havanphuk kanuensipuu C.B.IlerpoBa C uncTpykuueil o3HakomiIeH

Odopmure 1orosop.

OO6mecTBO ¢ orpanmueHHON OTBETCTBEHHOCTHIO «[Ipubop» JOTIOBOP 00.00.0000 Ne 00
Mocksa OO011ecTBO C OTpaHUYEHHON OTBETCTBEHHOCTHIO «IIprbop», uMeHyeMas B lanbHeHIIeM
«IIpennpustuey, B nuie aupexkropa Makcumosa A.B., TeHCTBYIOIIET0 HA OCHOBaHNHU Y CTaBa, ¢
OJHOU CTOPOHBI, U MEXIIKONbHBINH y4eOHbIH KoMOuHaT KammHuHCkOoro paiioHa MOCKBHI,
MMEHyeMbIi B nanpHeimem «KomOunat», B mune nupektopa Kysnenosa A.U., aeiicTByromiero
Ha ocHoBaHMU IlojoxeHus, ¢ Opyroil CTOPOHBI, 3aKIHOYMIM JOTOBOP O HMXKECIEAYIOIEM:
1. Ipeanpustue ob6s3yercsa: 1.1. OpranuzoBatb... 1.2. Bectu yder m peanmmzamnuio... 1.3.
[IpousBonuth ormary obyyaromumcs... 2. KomObunat o0s3yercs... 3. Cropsl Mo HacTOSIEMY
noroBopy paspematorcs... 4. HOpumnueckue anpeca cropon: 4.1. Ilpemnmpusrtue — 107120,
Mockaga... 4.2. Kom6unat — 110240, Mocksa... 5. [loroBop 3akir04eH CpoKoM... 6. [loroBop
noanucax B... Jupexrop npeanpusitust dupexrop MYK




186

Odopmure npukas.

Axkmmmonepnoe obmectBo «JIlyna» [TPUKA3 00.00.0000 Ne 48 Mocksa O BBenennu UHCTpyKIMn
10 JIeJIONPOM3BOJACTBY B 1emsiXx CcoBepIIEHCTBOBAaHUS pabOThl IO JIOKYMEHTALMOHHOMY
obecrieueHHIO ympaBieHUss U oOecrieueHUs: coxpaHHocTu JaokymeHToB [IPMKA3BIBAIO: 1.
YT1BepauTh HNHcTpykuuto o JIEJIONPOU3BOJICTBY B AO «JIyHax.
2. Beectu B aerictBue MHCcTpykiuto o aenonponsBoactBy ¢ 01.00.0000. 3. BceM cTpyKTypHBIM
noapazaenenusiM u corpyanukam AO c¢ 01.00.0000 pykoBOACTBOBaTbCA IpaBUIaMu padOTHI €
JOKYMEHTaMH, 3aKperjieHHbIMH B MHCTpykiuu mo penomnpou3BoactBy. 4. Kontponb 3a
WCIIOJTHEHHEM HACTOSIIErO MPUKa3a BO3JIOKUTh HA Moero 3amecturelisi Eroposa E.E. {upektop
b.T.1BanoB

Od¢opmuTe BBINNCKY U3 MPUKa3a MO 1.3.

Axumonepnoe o6mectBo «Jlynay [TPUKA3 00.00.0000 Ne 48 Mocksa O BBeneHuu MHCTpYKIMH
10 JIEJI0NPOU3BOJCTBY B 11es1X coBepIIEeHCTBOBAHUS paOOTHI [0 IOKYyMEHTALIUOHHOMY
o0ecrieueHHIo yrpaBieHus 1 odecneueHust coxpanHoctu gjokymenTos [IPUKA3BIBAIO: 1.
YrBepaute UHCcTpyKIuio o aenomnpousBoiactBy B AO «JlyHa». 2. BBectu B aeiicTue
Wuctpykunto o nenonpoussonactsy ¢ 01.00.0000. 3. BceM CTpyKTypHBIM NTOAPA3AEIECHUASM U
corpyaaukam 3A0 ¢ 01.00.0000 pykoBOACTBOBATHCS MPABMIIAMH pabOTHI C JOKYMEHTAMH,
3aKperyieHHbIMU B THCTpyKIMy 1o Aenonpon3BoAcTBy. 4. KOHTpOJIb 32 HCIIOJHEHUEM
HACTOSIIETO MPUKa3a BO3J0KNTh Ha Moero 3amectutens Eroposa E.E. /lupexrop b.T.MBanoB

OdopMmuTe 00bACHUTEIBHYIO 3AIIMCKY 00 ONO3JaAHUM HA padoTy.

Odopmute ykazanue.

00O «Toprossriit lom» YKAZAHUE 22.12.2005 Ne 197 MockBa O HaznaueHuu komuccuu Bo
UCIIOJTHEHUE MpHKa3a JUPEKTOpa 00IIecTBa ¢ OrpaHUYCHHON OTBETCTBEHHOCTHIO OT 18 nexalps
2020 r. Ne 88 0 Ha3HaAUYE€HUU KOMUCCUH U NPOBEACHUM UHBEHTAPU3aLlUU MaTEpPUATIbHBIX CPEJCTB
OBA3BIBAIO: 1. HazHaueHHOMY COCTaBYy KOMHMCCHUU 3aKOHYHUThH MPOBEICHUE MHBEHTAPU3ALINU
MaTepuanbHBIX cpeacTB a0 24 smBaps 2021 r. 2. CoOmonaTh CIEIYIONIMA €XeTHEBHBIN
pacropsiiok padotel komuccuu: Hadano — 9.00; oxonuanue — 18.00; mepepsis — 13.00-14.00;
BBIXOJHBIE JTHU — cy00ota, BockpeceHwbe. 3. IlpeacemaTento KOMHCCHUHM TPEICTABHTH II0
OKOHYaHUM pPaOOThl AaKT WHBEHTapU3alUW [N yTBepKAeHHs. (OHHAHCOBBIA JUPEKTOP
A.H.Bonoxos

OdopMmuTe pacnucKy Ha NMOJy4eHHE OT 3aBX03a KAJIbKYJISTOPA.

Od¢opmuTe NpeaCTABUTEIHbCKYIO MIPE3eHTALUIO.

000 «Cser», Tpynutcs 6onee 100 gen., oOpazoBanue, 3apabOTOK, CIIEIUATHCTHI (SIKOHOMHUCTHI,
IOPUCTHI, MEHEKEPBI, MAPKETOIOTH); POPHIbL — UCCIIEAOBAHIE POCCUHCKOTO M 3apyOeKHOTO
pBIHKA TOBAapOB M YCIYT, OKa3aHHE PEKIAMHBIX YCIIYT, OKa3aHWE IOPUIAMYECKON MOMOIIU B
OpTaHu3aluy MPEIIPUATHI MAIOro OU3Heca, IOPUINYeCcKast IOMOIIb HACEICHUIO.
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OdopmuTe BHINUCKY U3 MPOTOKOJIA.

00O «Cgetr» BBITIUCKA U3 ITPOTOKOJIA 00.00.0000 Ne 00 MockBa 3acenanus rnpogxomMa
IIpencenatens — Ky3smun W.K. Cexkperapp — BaacoBa E.M. IlpucyrcTBoBanu:
30 dven. (cnmcok mpuiaraetcs). IloBectka mus: 2. O pacnpeneieHUH MYTEBOK B JETCKUU
canatopuii SAntel. [oknan 3am.nipencenarens npopkoma Mesnesa T.H. 2. CJIYIIAJIN: Uesnera
T.H. — cooOmmi o BbieIeHHH MUHUCTEPCTBOM Ha HIOIL 24 MecTa B JETCKUM caHATOpUN STHI.
[NOCTAHOBUJIN: 2.1. [lopyunts Cunununoi H.H., nerckoMy Bpauy NOJIMKINHUKH, COCTABUTh
CIIUCKU JAETeH, HYXIAIOUIMXCi B caHaTOpHOM pexkume. CHUCKH TpeAcTaBUTh B MPodkom
00.00.0000 ITpencenarens Cexperaps Bepuo Cexperaps C.M.Bmnacosa 00.00.0000

Odopmure 10KIATHYIO 3AIIUCKY.

VIIPABJIEHUE IIEPEBO3OK JOKJIAIHASA 3AIIMCKA 00.00.0000 TI'enepaibHOMY
nupektopy OO0 «ITAO» [{anununy T.I1. O nepeBoae Ha JOJKHOCTH B cBA3U ¢ peopranuszanueit
CTPYKTYphl YTIpaBJICHUS M YKPYIMHEHHUEM OTACIIOB MPOHMCXOIUT IepepacnpeneicHue QyHKIuH
corpynuukoB. Ilpomry mnepeBectu crapmero oskoHomucra C.T.HukomaeBa wu3 otaena
ABTOMOOWJIBHBIX TEPEBO30K B TAMOKEHHBIM OTIEN C TMOCICAYIONINM BHECEHHEM M3MCHCHHA B
mraTHoe pacnucanue. Hauaneuuk ynpasnenus B.A.Wnbun

Odopmure TesiepoHorpammy.

MWHUCTEPCTBO MNpPOMbILWNEHHOCTNU 1 ToproBnu P® [upektopy ¢abpukn [lMNepenana
cekpeTtapb O.H.CuHuubiHa, Ten.230-00-08 MNpuHana cekpetapb A.MN.AHgpeeBa, Ten.345-
98-77 TENE®OHOIPAMMA 00.00.0000 Ne 64 14 4. 15 muH. MNpegnarato 19 uonga K 17
Yacam npubbITb Ha CcoBeLlaHMe Mo BOMPOCY O KayecTBe BblMyCKaeMoW MPOAYKUUN.
3am.munHuctpa N.T.CemeHoB

Od¢opmure nucsmo.

000 «IIckoBpekorcTpyKIHsS» Bonmxorckuit mp., 16, r.Ilckos, 120131, Ten./dDakc: (00000)222-
45-56 E-mail: ... OKIIO 00000000 OI'PH 0000000000000 MHH 0000000000 KIIIT 000000000
I'enepansnomy aupexkropy AO «Hectop» Illaxoy H.B. 130242 Mocksa, yn.Koponesa, 25.
00.00.0000 Ne 00/00 Ha Ne00/00 ot 00.00.0000. O6 w3MeHEHUH NPOEKTa PEKOHCTPYKIIUU.
[leperoBopsl ¢ TOAPATYUKOM — JepeBOoOOpadaThIBarONIMM KomOuHaTOM T.Bomorasr —
3agepurwinch 00.00.0000. ITonyueHO NpUHIMIMAIBLHOE COTJIACUE HA M3TOTOBIEHHUE CTOJISIPHBIX
neTanel s peKOHCTpyKUUU CBSITOrOPCKOTrO MOHACTBIPSI B COOTBETCTBUU C MPEACTABICHHBIMU
Bamu ueprexxamu u cMeTHOU nokyMmeHTauuen. ake ¢ Bamumu nanHeiMu nepenad B Bosornoy
JUISL COTJIaCOBAHMSA C MOAPATYMKOM CPOKOB M YCIOBUH oOIUIaThl paboOT COIVIACHO CMETE.
[IpunokeHne: cMmera paclieHOK Ha M3rOTOBJIEHUE CTOJSPHBIX JeTajied Ha 6 1. B 2 IK3.

I'enepanbnbiii gupextop B.I1.BacunseB CmupnoB Cemen MiBanosuu (00000)443-21-45

OdopmuTte cipaBky.

Yrnoeon wtamn CIPABKA 00.00.0000 Ne 00 r.Camapa HauanbHuky TCX «>KnsHb»
Hocosy .. O Hann4nn ctponmatepmanoB Ha cknage Ne 1 Ha cknage Ne 1 nmetotca
cnegyouwmne ctpontenbHble matepuansl: 1. [lockn nonosblie - 50 ky6.Mm. 2. NapkeT - 100
k.M. 3. JluHoneym - 150 M. 4. Kpacka macnsaHas - 500 kr. 3aB.cknagom C.M.3yes
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Odopmure akT.

AO «Cset» AKT 00.00.0000 Ne 15 MockBa O nepepade gen byxrantepom pacyeTHOW
komuccum OcHoBaHue: npukas gupektopa 3asoga oT 00.00.0000 Ne 00 CocraeneH
komuccuen B coctaee: [lpeacepartens: rn.6yxrantep 3asoga Epmakos T.C. YneHbl
komuccum: 1. byxrantep pacyetHou Yactmn [lyHkosa A.H. 2. byxrantep CumoHoBa E.B.
B nepuog ¢ 00.00.0000 no 00.00.0000 komuccusa nposena NpoBepKy paboTbl pacveTHOM
yactu. B pesynbTate npu coade-npuemke aen ycraHosneHo: 1. Bce gena pacyeTHow
yacTun Benuck npasusibHO. 2. Mo coctoaHuto Ha 00.00.0000 Bce pacyeTbl Npon3BeeHbl.
3. OokymeHTbl 3a 20__r. xpaHaTtca B nankax. CoctaeneH B 3 ak3emnngapax: 1 9k3. - B
Oyxrantepuio 3aBoda, 2 9K3. - B pacyeTHyK 4acTb, 3 3K3. - B geno. lNpegcenartens
komuccum T.C.EpmakoB YneHbl komunccun: A.H.[lyHkoBa E.B.CumoHoBa YTBEPXXOAKO
HOupexTop 3aBoga N.d.[Jemayves 00.00.0000

Od¢opmure NpoTOKOJI.

OO0 «Arat» [POTOKOJT 00.00,0000 Ne 16 r.Meituwm  3acepaHvs
WHBEHTapU3aLUNOHHOM KOMMUCCUM MalUMHOCTpouTenbHoro 3asoga [lpeacepatens -
ApTtembeB A.B. Cekpetapb - [lopTHOBa B.E. lNpucytctBoBanu: 15 4yenoek (Crnvcok
npunaraetcq) lNosectka gHa: 1. O peaynbratax MHBEHTapusauuu no cknagy Ne 4
BCNoMoraTenbHbIX MatepuanoB Mo coctosHuio Ha 1 anpena 20 roga. [Hdoknag
rn.6yxrantepa HarnHckoro P.H. 1. CJITYWAIW: HarnHckoro P.H. - goknag npunaraetcs.
BbICTYMNWUIIN: CranbHoBa B.I1. - coobwaetr o6 yaoBneTBOpUTENbHOM COCTOSIHUM
NPUXOAHBIX N pacxoAdHbIX AOoKymeHTax no cknagy Ne 4. CkankvHa A.H. - npeanaraet
NUKBMOUPOBaTb HeJocTaTok BcrnomoraTenbHoro matepuwana. NMOCTAHOBWUIIA: 1.
Pesynbtatbl MHBeHTapm3aummn no cknagy Ne 4 no coctoanumio Ha 1 anpens 20 roga
yTBepauTb. 2. HegocTtayy BcnomMoraTesnbHbIX MatepuanoB Mo cknagy B CymMme ... Mo
rocy4apCTBEHHbIM PO3HUYHBIM LieHaM OTHecCTU 3a cyeT Tepexoson I.T. lNpeacepatens
A.B.AptembeB CekpeTtapb B.E.lNMopTHOBa

OdopmuTe pacniopsxenue.

OO0 «Toproebin LOom» Kommepdecknn otaen PACIMOPAXEHME 00.00.0000
Ne 000 Mocksa O noaroToBKe K y4aCTUO B MeXAyHapOaHOW BbiCcTaBke B uensax
NOArOTOBKM K Yy4acTUO B MexayHapogHon BbicTaBke «JkcrnopT-umnopt 0000» B
gespane 0000 r. MPEOJIATAKD: 1. TlpuHATH y4acTMe B YKa3aHHOW BbICTaBKe
cnegytowmm cotpyaHukam: MNetposy A.A., Cugoposy B.B., KynpuaHosy ®.0., KopoTkoBy
M.IM. 2. YkasaHHbIM coTpyaHukam o 00.00.0000 r. npeacrtaBuTb CIUCKU NpegnaraeMon
npoaykumn OO0 «Toproebin [om» ANs OeMOHCTpauMM B BbICTaBOYHOM MNaBUSbOHE.
HauvanbHuk kommepyeckoro otaena B.IN.Cokonos

OdopMnTe pyKONMCHBIN TEKCT.
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Odopmure Kpyropyw amarpaMmy Ha otaejdbHoM Jucte B MS Word mo ciaenyromum

JAaHHBbIM:

JAmnarpaMma mTaTHOW YUCJIEHHOCTH

no moapasnejaenusm, (%)

PykoBoncteo
Kanuenspus
Otnen kagpoB
byxranrepus
Otaen paboTHI C KITUEHTAMU

- 3 uen.
- 3 yern.
- 2 yel.
- 5 yemn.
- 8 uen.

Odopmure rucrorpaMmy Ha otaejbHOM Jucte B MS Excel mo cieayomum qanHbiM:

Ta6anna 1 - OnTUMaNbHBINA TeMIIEPATYPHO-BJIAKHbBIN PeKUM

AJIA JOKYMEHTOB B apXuBe€

HanmenoBanue Temneparypa, °C OTtHocuTenbHaAsA
BJIAKHOCTH BO31yXa, %o
ByMakHbIE TOKYMEHTBI 17 50
JIOKyMEHTBI Ha MIJIEHOYHBIX HOCUTENAX 15 40
JIOKYMEHTBI Ha MarHUTHBIX HOCHUTEISIX 15 50
Odopmurte Tadauny B MS Excel.
Tabmuma 1
Yder HeONMMCaHHBIX JOKYMEHTOB
Hata [loctynnenue BriObiTHE Hannune-
3anMucH AKT KommuectBo | OcHoBaHMe Komnuects |ocraTok
Ne Jlara en.xp. (men, | Hassanue Ne Jara 0 em.Xp. |€m.Xp.
JOKYMEHTOB | JIOKyMEHTa (mem, (me,
, JINCTOB) JOKYMEHTO | IOKYMEHT
B, JINCTOB) | OB,
JIFICTOB)
1 2 3 4 5 6 7 8 9
12 l-a |12 2407 - - - - 2407
STHBapS SHBaps | €I.Xp. ex.Xp.
1969 1. 1964 1.
6 nroHs - - - AKT 0 1y 5 wronsa | 1076 en.xp. | 971
1966 r. BBIIIEIICHUH K 1966 . em.xp.
YHHYTOXXEHHIO
Jen
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Odopmure 3asiBjieHHe 0 IpUeMe HA padoTy B BUje MA0J0HA.

Od¢opmurte cxemy.

aﬂeKTpOHHaH cuctemMma apxmBa, oCHoBaHHasaA Ha cucteme
ynpaBneHus I,|Z|,OKYMeHTOO60pOTOM

2. Apxus

ONEeKTPOHHBINA JOKYMEHT

\ 4

DNEeKTPOHHBINA KaTajior
|

KapTqua JOKYMCHTA

<

v
ONEeKTPOHHASI OUCH

\ 4

Kaprouka nena

1. JokymeHTOOBOpPOT

ONeKkTpoHHAs HOMEHKJIaTypa |— Kaprouka nesa

ieﬂ

PerucrpainoHHO-KOHTPOJIbHbIE
KapTOYKU

A 4

Kaprouka gokymeHTa

ONeKTPOHHBIN TOKyMEHT




Odopmuts Tab1uny B MS Word.
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