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1. OBIIAA XAPAKTEPUCTHUKA ITPOI'PAMMBI

Henbto mpodeccnonabHOr0 00y4eHHs 00yJalOMIMXCs CTapUINX KIacCOB MIKOJ CPEIHETO
o0miero oOpa3zoBaHMs SBISIETCS 0OECIEUEeHNE COLMAIBHOM aJanTallid BBITYCKHUKOB K PBIHKY
Tpyna, GOPMHUPOBAHHE Y HUX IOJOXKHUTEIHHONH MOTHUBAIMH K TOJTY4ECHUIO MPO(HECCHOHATHLHOTO
oOpa3oBanusi M TPOQPecCHuu, TAPAHTUPYIOUIEH TPYJOYCTPOHCTBO; OCBOCHHE TEOPETUUECKUX
OCHOB U MPAKTUYECKUX HABBIKOB TI0 ONPEICIICHHOMN TIPo(heCcCHy; MPpUoOpEeTeHIE 00yIarOIIIHMHUCS
HABBIKOB, HEOOXOIMMBIX ISl BBITIOJHEHHS OTIPEACTICHHON paboTEhI.

[IpodeccronanbHoe 00ydueHHE HE COMPOBOXKIAETCSI IMOBBILIEHUEM O00pa30BaTEIbHOIO
YPOBHS 00YJArOIITNXCA.

Peanmzanus mporpammsl npodeccHoHaNBHOTO O00ydeHHus: 1Mo cnenuanbHOCTH 26353
«CekpeTapb-MalIMHUCTKa» perjgaMeHTHpyercss [lopsakoM oOpraHu3amiyl W OCYIIECTBIICHUS
00pa3oBaTeNIbHON JESITEeTbHOCTH 10 OCHOBHBIM IporpamMmaM MHpo¢eCCHOHAIBHOIO OO0y4YeHMUs,
YTBEP>KICHHBbIM TNpuKa3oM oT 26 aprycra 2020 roma Ne 438 «O06 yTBepKIAEHMHM NOpAIKa
OpraHM3alii M OCYLIECTBJIEHUS 00pa30BaTEIbHON NEATEIHHOCTH MO OCHOBHBIM IpOrpaMMaM
npodeccruoHalbHOTO 00y4deHus», EAMHBIM KBanu(UKALUOHHBIM CIPABOYHUKOM JIOJKHOCTEN
PYKOBOJUTENEH, CHEIUATUCTOB U ciyxammux (pemakuus ot 9 ampens 2018 roma, B T.4. C
n3mMeHeHussMu BTyt B cuity 01.07.2018), @enepansHoro 3akoHa ot 29.12.2012 N 273-D3 (pen.
ot 14.07.2022) (¢ w3m. u gom., Bctym. B cuiy ¢ 25.07.2022) «O6 obpasoBanuu B Poccuiickoit
denepanun», mpukazoM MuHUCTEpCcTBa 00pazoBanus u Hayku PD ot 2 mroms 2013 r. N 513
«O0 yrBepxkaenun Ilepeuns mpodeccuil paboumx, IAOHKHOCTEH CIy)KalluX, MO KOTOPBIM
ocyiecTBisieTcs: npodeccuoHanbHoe oOydeHue» (¢ u3MeHeHusMu U JononHeHusimu), CII
2.4.3648-20 «CaHUTapHO-3MUIEMHUOJIOTMYECKHE TPeOOBAaHMS K OpraHU3alMsIM BOCHHUTaHUS W
oOyueHusi, OTIbIXa U O3JOPOBJICHUS JeTed M MOJOJSKW», YCTaBOM U JIOKaJIbHBIMU
HopMmaTuBHbIMU akTaMu MAY 1O «MVYK».

[Iporpamma paccuntana Ha mnpodeccruoHaabHOe 00ydyeHue oOywarommxcs 15-18 ner
o011eo0pa3oBaTenbHBIX OpraHu3anuii o cnenuanbHocTu 26353 «Cekperapb-mMamuHucTKa». K
KaHAMJaTy Ha oOydeHHe 1Mo oOpa3oBaTeNbHON NporpaMMe He MPEeabsBIIAIOTCS TpeOOBaHHS K
HaJIWYHUIO Y HETO:

- ToKyMeHTa 00 00pa3oBaHHH, JOKyMEHTa 00 00y4eHHH,

- OIPEIETICHHOTO YPOBHS 00pa30oBaHMUsL.

Konuuecmeo uacos: 240

Cpok peanuzayuu: 2 rona

@Dopma odyuenusa: 0UHO

Hanonnaemocms yueonou cpynnoi: 12 yen.



Peostcum ooyuenun:

1 rog — 3 yaca B Hexemo (1, 2 nomyroaus)

2 ron — 2 vaca B Henemo (1, 2 momyroaus)

Ilpozpammont npedycmompena npou3e00CmeeHHaAs NPAKMUKA OOWUM 00beMOM
60 uacos, B TeuyeHWE KOTOpPOH OOydaromIMecs OBJAJCBAIOT NPHUEMaMH, MPAKTUICCKUMU
YMCHHUSIMH M HaBBIKAMU PEIICHHS TUTIOBBIX 3a/1a4 00paboTKH MH(OPMANUHU MO PYKOBOJACTBOM
HAaCTaBHUKOB Ha MPEANPUITHIX U YUPEKICHUSIX.

Ilpooonscumenvnocms yuedno20 uaca meopemuiecKux U RPAKMUYECKUX 3AHAMUIL:
45 muH.

Ilpooonscumenvnocms 00H020 Yaca npou3eo00cmeenHol npakmuku: 60 MUH.

Ilpomesrrcymounas ammecmayusa npedycmampueaem 6blnoIHEHUE 3aUemHbIX padom.

Ilpogpeccuonanvnoe odyuenue 3akanuusaemcsa KeaniupuKkayuoHHvIM IK3AMEHOM.

Ilpu ycnewnon coauu umoz20601 ammecmayuu npuceaueaemca 3 (mpemus)
Kamezopusi.

OO0yuaromuMcsi, TOJTHOCTHIO OCBOUBIITUM Y4€OHBIE MPOTPAMMBI M YCIICIITHO MPOTIEAITAM
WUTOTOBYIO aTTECTallMI0, IO PELIEHUI0 aTTECTAllMOHHOM KOMHCCHM BBIAETCS JOKYMEHT
YCTaHOBJICHHOTO 00pasIia.

[IporpaMma OCHOBBIBaeTCSI Ha 3HAHUSAX IO PYCCKOMY SI3bIKY, HH(pOpPMaTHUKE,
WHOCTPAaHHOMY SI3bIKYy, OCHOBaM ASKOHOMHKH, OCHOBaM O€30IaCHOCTU >KU3HEACSITEIbHOCTU U
JIpyruM o011eo0pa3oBaTebHBIM PEAMETaM, NOTy4YEHHBIMU OOYUYaIOIIMMUCS B CPEIHEH HIKOIe.

Axmyanvnocms npozpammel. Ha COBpEeMEHHOM pbIHKE Tpyaa oco0oe 3HaueHHe
npuoOpeTaeT OBJAJCHUE CIEeUUATNCTaMU HaBbIKAMH JOKYMEHTAIIMOHHOTO oOOecreueHus
yIpaBJCHUS U TMOJIb30BAHUEM IE€PCOHATIBLHBIM KOMITBIOTEPOM. J[eIompon3BOACTBO KaK OTPaCib
NEeSTeNbHOCTH TMPEANPHUATHI U OpraHu3alii WrpaeT OJHY U3 TIJVIABHBIX pOJEeH B IKU3HU
COBPEMEHHOTO OO0IIecTBa U KaXKI0To yenoBeka. CeroqHs KaxIaplid BEITYCKHUK 00pa30BaTeNbHOM
opranuzanuu o0s3aH yMeTh 00pabaTbiBaTh M MPEJOCTaBIATh MHPOPMALMIO OpraHHU3allMH Ha
AJIIEKTPOHHOM HOCHTEJE, 3HaTh CHCTEMbl U CTaHIAPThl MO O(OPMIIECHUIO OPraHU3alMOHHO-
pacnopsiAMTENIbHOW JOKYMEHTAllUM, COBPEMEHHBIE 3JIEKTPOHHBIE MPOTrpaMMbl, HCIOJIb30BaTh
ceTh VIHTEepHET JUIsl ONepaTUBHOM M KaueCTBEHHOM 00pabOTKU JOKYMEHTOB.

B Hacrosiiee BpeMs B MpakTUKe 00pa30BaHMs aKTHMBHO MPUMEHSETCS METOJ MPOEKTOB,
KOTOPBII YCTIEITHO pelraeT He TOIbKO yueOHbIe, HO U BOCIIUTATEIbHbBIE 3a/Jauu.

OH [1a€T BO3MOXHOCTh OOyJarOIMMCS AaKTUBHO TIPOSIBUTH ce€0s B  CHUCTEME
OOIIECTBEHHBIX OTHOILIEHUH, CITIOCOOCTBYET (POPMUPOBAHHIO Y HIX HOBOM COIMAILHOU MTO3UIIUH,
MO3BOJISIET MPUOOPECTH HABBIKY TUIAHUPOBAHMS M OPraHU3allUU CBOCH JEATEILHOCTH, OTKPBITh U
pealin30BaTh TBOPYECKHE CIIOCOOHOCTH, pa3BUTh WHIWBUIYaJbHOCTh IJWYHOCTU. JlaHHas

[IpOrpaMMa MO3BOJISET OCYIIECTBUTD MPOCKTHBIN MOAX0 K 3aHATUSIM.
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Ocnosnan  uyenb  euda  NPOPECCUOHANIBHOU  OeAMETbHOCIMU:  PEATU3ALN
obecrieunBaromuX (YHKIMN yOpaBlIeHHUs OpraHW3alueil; BHEAPEHHE JTYYIINX TEXHHUYECKUX
pa3paboTOK ¥ HOBEHIINX TEXHOJIOTUN B 00ECIICUeHUE YIIPABJICHUS OpraHU3aIHeH.

Ilenvio mpodeccHoHaNbHOrO O0O0y4YeHHS 10 crnenuanbHocTH 26353  «Cekperaps-
MAIIMHUCTKA» SBJSIETCS TIOJrOTOBKAa oOOydaromerocss oOpabaTeiBaTh W TPEAOCTABIATH HA
OyMa)XHOM U 3JEKTPOHHOM HOCHUTENAX WH(POPMAIHIO, 3HATh COBPEMEHHBIC JIIEKTPOHHBIE
[IPOrpaMMbl, HCIIOJIb30BATh CETh HHTEPHET JJIs ONEPAaTUBHOM M KayecTBEHHOW 00paboTKu
JOKYMEHTOB, BeJIEHUE JIETIOTPOU3BOICTBA B OpraHU3aIUsX.

OcHogHblMu 3a0auamu RPOZPaAMMbL AGNAIOMCA:

v BoCHHUTATEIbHBIE:

1) BoCIUTaTh OTBETCTBEHHOE OTHOLICHHE K MPOIIECCY MPO(HECCHOHATBHOTO O0YUCHUS;

2) GopMupoBaTh OEpEKHOE OTHOIICHHE K CBOEMY 3/I0POBBIO;

3) BOCHHTHIBATh KYJIBTYPY MOBEJCHUS B KOJJICKTHUBE, B YUPSIKICHUH M OOICCTBEHHBIX
MecTax;

4) BOCIHUTHIBATH OT3BIBYMBOCTD M YBAKEHHE K JAPYTOMY UYEIIOBEKY;

v/ pasBuBaloume:

1) pa3BuBaTh MHTEPEC K T'PAMOTHOMY M MPAaBUIBHOMY O(GOPMIICHHIO JOKYMEHTAI[HH,
OpPITEXHUKE, AETIOBOMY STHUKETY;

2) pUBHBATh MHTEPEC K MPOodeccu;

3) pa3BuBaTh MaMsATh, BHUMaHUE, YMEHUE COCPEIOTOYUTRCS;

4) IPUBHUBATH CAMOCTOSATEIBHOCTD B IPUHATHU PEIICHUN.

v obyuyarouue:

1) dopmupoBath y oOy4Jaronuxcs COBOKYITHOCTH 00IIEeKYIbTYPHBIX u
podecCHOHANBHBIX KOMIETEHLUH, HEOOXOJMMBIX CIIeHUaINCcCTaM, PadOTaIIMKUM B 00JIACTH
JIEIONIPOU3BOJICTB M CEKPETAPCKOTO JIENa;

2) GopMupoBaTh 3HAHWS, YMEHHs M HaBbIKM 10 Tmpodeccun 26353 «Cekperapb-
MalIMHUCTKAY,

3) oOecrieunBaTh BO3MOXKHOCTh TPOJOJDKUTH OOYyYCHHE B CHCTEME HA4YaldbHOTO |
CpeaHero npogeccuoHaIbHOTO 00pa30BaHUs MO COOTBETCTBYIOIIEH podeccuu;

4) peanu3oBbIBaTh MPO(ECCHOHATBHOE CaMOOIIPEIC/ICHUE 00YYarOIIIXCS;

5) moBsIIaTh YPOBEHD KBATH(DUKAIIMK B YCIOBUAX MPOU3BOICTRA.

Ilhanupyemoie pezyromamot 00yuenus:

K koHIly M3y4eHus nporpammsl npodeccruoHanbHOi moarotoBku 26353 «Cekperaps-
MAIIMHUCTKA» 00yJaroIUiiCcs TOIHKEH:

v’ 3HATH:

e [IpaBHJIa TCXHUKU MAIIUMHOIIUCH
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 CTPYKTYPY ¥ (PYHKIIMM OpraHU3aLUH, IPEIIPUATHS;

e HOPMaTHBHBIE NIPABOBBIC AKThl, HHCTPYKIIMH IO BEJCHUIO JAETIONPOU3BOICTBA;

e CTAaHIAPTHl  YHU(HUIMPOBAHHOW  CHCTEMBl  OPraHU3ALMOHHO-PACTIOPSIUTEIBHON
JOKYMEHTAIIHH;

* OCHOBHBIC  (YHKIMM 1O  JOKYMEHTAllMOHHOMY H  0€30KyMEHTAIlHOHHOMY
00CITy’)KUBaHUIO OpPTaHU3AINN U JIEITEITLHOCTH PYKOBOIUTEIIS;

e OCHOBBI JICJIOBOTO ITHUKETA;

e IIpaBmJIa pabOTHI M HKCIUTyaTaIlMH OPTTEXHUKH.

v ymern:

e [TOJIL30BATHCS IEPCOHATBHBIM KOMIIBIOTEPOM U JIPYTOil OPrTEXHUKOM;

e 00pabaTHIBATh TEKCTHI C TIOMOIIBIO TEKCTOBBIX PEIAKTOPOB;

e 00pabaTbIBaTh JaHHBIE C MOMOIIBIO AIEKTPOHHBIX TAOIUIL;

e CO3/1aBaTh MPE3CHTAIIHH;

e paboTaTh C ANEKTPOHHOU MOYTOIH;

e COCTaBJIATh U OPOPMIISITH TOKYMEHTHI B cOOTBETCTBUU ¢ TpeboBanusmu ['OCT;

e I[PUHUMAaTh U PETUCTPUPOBATH KOPPECHOHACHIMIO, HANpaBiATh €€ B CTPYKTypHbIE
MOJIpa3/IeIeHNus;

e [IepeJaBaTh JOKYMEHTbI B COOTBETCTBUHU C PE30JIIOLUEH PYKOBOIUTENS NPEANPHUIATHS HA
WCTIOJHEHUE, 0(POPMIISATH peTUCTPAIMOHHBIE (DOPMBIL;

e BECTH KapTOTEKY y4yeTa IIPOX0XKIAEHHs JOKYMEHTaIbHBIX MaT€pPHAJIOB;

* BECTH Yy4YeT IOJIydaeMOH M OTHPAaBIsIEMON KOPPECHOHIEHLUH, CUCTEMATU3UPOBaTh U
XPaHUThb JOKYMEHTBI TEKYLIETr0 apXuBa;

eBECTH padOTy IO CO3JaHMIO CIPABOYHOIO ammapara Mo JOKyMEHTaM, O0eCHeuuTb
yIIOOHBIN U OBICTPBIN UX MOKCK;

¢ [IO/IFOTABJIMBAaTh W cJaBaThb B apXUB MPEINPUSATHS JOKyMEHTalbHble MaTepHalbl,
3aKOHYEHHBIE JIeJIONPOU3BOJICTBOM, PETUCTPALMOHHYIO KAapTOTEKY MM KOMIIbIOTEPHbIC OaHKH
JIAHHBIX;

¢ COCTaBIATh ONHUCH JIeJ, IepelaBacMbIX Ha XpaHEHHE B apXuB, OOecreyuBaTh
COXPaHHOCTh NMPOXOSAIIEeH Cay)KeOHON JOKyMEHTAINH;

e YMETh B IPAKTUKE 00pa30BaHMsI IPUMEHATh METO/] TPOEKTOB.

Honxcnocmnuvie o6azannocmu 26353 «Cekpemapo-mauiuHucmKan:

BeimosnHser TexHudyeckue (QYHKUUMM 10 OOECHeUeHHI0 U OOCTYXHBaHHIO DPabOTHI
PYKOBOJAUTEIIS IPEANPUATHS WIK ero nojpasaeneHuid. [loyqaer HeoOXouMble PYKOBOIUTEIIO
CBEJICHUS OT MOJApa3eIeHUN WK UCTIOJHUTENEH, BBI3bIBAET 110 €0 NOPYYEHUIO pAOOTHHKOB.

Opranuszyer TeneOHHBIE IEPErOBOPHl PYKOBOJIUTENS, MPHUHUMAET U IepeaaeT

TeHe(bOHOFpaMMBI, 3alMUCbIBACT B C€ro OTCYTCTBUC NPHUHATHIC COOGIJ_IGHI/ISI n AJOBOJHUT 10
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CBEJICHUS] PYKOBOJHUTENS MX cojepxanue. OcymecTBiseT padoTy 1Mo NOArOTOBKE 3aceJaHuil U
COBEIIaHUH, MPOBOAMMBIX PYKOBOAHTENEM (COOp HEOOXOIUMBIX MAaTEpHUaloOB, OIOBEIICHHUE
YYaCTHHKOB O BPEMEHH, MECTE, MOBECTKE JHS 3aCelaHus WM COBELIAHUS, UX PETUCTpAIus),
BeZleT U oopmirsieT mpoTokoibl. ObeceunBaeT pabodee MECTO PYKOBOJAUTENS KAHIICISIPCKUMU
NPUHAIIISKHOCTAMHY,  CPEICTBAMH  OPraHU3allMOHHOW  TEXHHMKH,  CO3JaeT  yCJIOBHS,
cniocoOcTBytomnue 3dexTruBHOM padoTe pykoBoautens. [lepemaer u nmpuHUMaeT WHOOPMALIHAIO
[0 TPUEMHO-TIEPETOBOPHBIM YCTpOHCTBaM (Tenekc, ¢akc, Ttenedaxkc u ap.). Ilewaraer mno
YKa3aHUIO PYKOBOJIMUTENS pa3IMYHble MarepHaibl. Beler nelonpow3BOJCTBO, MPHHUMAET
MOCTYMAIOMIYIO Ha UMsI PyKOBOJUTEINS KOPPECTIOHICHITHIO, OCYIIIECTBIISCT €€ CUCTEMATU3aIUI0 B
COOTBETCTBUU C MPHHATHIM Ha TPEANPHUATHU TIOPSIKOM M TEpeIaeT MOCie €€ pacCMOTPEHUS
PYKOBOJUTEIIEM B TOApA3ACICHUS WM KOHKPETHBIM HCIOJHHUTEISIM ISl UCIIOJB30BAHUS B
mporecce uxX padboThl JHMO0 TMOArOTOBKH OTBeTa. CIENuT 3a CPOKaMHU BBHITIOJHEHUS! TOPYYECHUH
PYKOBOJUWTEIS, B3STHIX HAa KOHTPOJb. [IpHHMMaeT NOKYMEHTHI Ha MOMIHUCH PYKOBOIUTEINIO.
Opranmsyer MpHeM TMOCETUTENEH, CONEHCTBYEeT ONEpPaTHBHOCTH PACCMOTPEHHS MPOChO U
npeaioxkeHnid  pabotHukoB. dopmupyer gena B COOTBETCTBHM C  YTBEP)KJICHHOU
HOMEHKJIATypol, oOecreunBaeT MX COXPAaHHOCTh U B YCTAHOBJICHHBIE CPOKH CIAET B apXUB.
[loaroraBnuBaer AOKYMEHTHI [Js THPAXUPOBAHUS HAa MHOKUTEIHHOM TEXHUKE, a TakKke

KOIMHUPYET TOKYMEHTHI Ha MIEPCOHATILHOM KCEPOKCE.



HopmatuBHbIi cpok 0cBOeHUS porpamMmsl 2 rojia, B oobeme 240 u.

26353 «Cekperapb-MaIIMHUCTKA»

2. VUEBHBIA IIJIAH

NMporpaMMbl NPoPecCUOHAIBHOH MOATOTOBKH

KoanuecTBO 4acoB

1 rox 2 rox
o0yueHusi | o0y4eHHst

1 roa o0yuenust 2 roa o0yueHust

Pacnpene.ﬂenne qyacoB
Mo MmoJIyroausim,

Dopma KOHTPOJIs
(1Mo mosryroausim)

HaumeHoBaHue (aya,/cam.)
pasaeia . o .
(AMCHUIINHDI) 3 o 3 = 5
s| 2 |52 | & ¢z
Z 8= | € | &x=| 1| 2|12 1 2 1 2
58| EE| 2zc| 28z
g X = S e 3l &85 8
R ~Z | SSS|E&FE
C £ < » O = o
TexHuka MalIMHOIINCH 50 50 - 10 20/0 | 10/0 | 10/0 | 10/0 34 34 34 34
OpraHu3anuoHHas
TEXHUKA U
HH(POPMAIIHOHHBIE 46 40 6 10 10/0 | 10/0 | 12/0 | 8/6 34 34 34 34
TEXHOJIOTHH B
JIeTIONPOM3BOJICTBE
JIoKyMeHTBI,
KOPPECIIOHICHIIUS U 60 58 2 30 8/0 | 26/0 | 12/0 | 12/2 34 34 34 34
JICTIOTIPOU3BOICTBO
JlenoBast KynpTypa 20 18 2 10 10/0 | 8/2 - - 34 34 - -




KoaunuecTBo 4acoB

1ron
00yueHust

2 rox
00yueHust

1 roa o0yuenust 2 roa o0yueHus

Pacnpejle.ﬂelme yacoB
Mo MmoJIyroausim,

DopMa KOHTPOJISA
(1o moJIyroausim)

HaumeHoBaHue (aya,/cam.)
pasieia P 2 .
(MMCuHMNIHHBI) 3 = 3 = 3)
S = 5 £ s £
= s | 28 ew=| 1| 2|12 1 2 1 2
" o e = 52| 2k
S S E = 2 el 5z x
=~ S » (= <
g = = 8 x| &35 &
© 2 > = S S s B a=
C E < & O = 2
Hmozo 3auemnsix 14 i ) ) ) ) ) ) 4 4 3 3
uacoe
Hmozo no 176 166 10 - 48/0 | 54/2 | 34/0 | 32/8 - - - -
OUCUUNTIUHAM
Ilpouszeoocmeennasn 60 i ) 60 ) 60 3 N ) 0 - -
npaKkmuKa
Hmozosan 4 ) 3 ) ) ) a 4 - - - e
ammecmauus
Bcezo 240 - - - - - - - - - -
IIpumeuanwus:

3Y — 3aver quddepeHunpoBaHHbIH,

9 — KBaNU(UKAIIMOHHBIN SK3aMeEH,

O — oT™MeTKa 110 HpOI/I3BO,HCTBeHHOI>’I ITPAKTHUKE.
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3. PABOYME ITPOI'PAMMBI JTUCHUIIVINH

3.1. YueOHO-TEeMATHYECKHUHA ILJIAH
JUcHUIIMHBI: Texuuka MalmHonucH

HanmeHoBanue Moy ieid, pa3aea0B(IHCIMILINH)
H TEM

Oo01ree KoJan-
4eCcTBO YacoB

KoauyecTBo 4acoB

Teopust

IIpakTHKa

Opzanuzayus MawuHONUCHO20 MPYOa

2

2

BesonacHocTh Tpyna. [loxkapHast 6€30MacHOCTS.
AyTOTpEHUHT, TUMHACTHKA JJIs pyK, IJ1a3 U Jp.
Opranu3zaius pado4ero MecTa IMpu MalMHOMUCHBIX
paborax.

1

1

1.2.

OO0mue npasuia pabOThl HA MUIIYIICH MaIIUHE U
KOMIBIOTEpPE. YXO0/ 3a MUILIYIIEH MaIIMHON U
KOMIIBIOTEPOM.

Teopuﬂ U MmEexXHuKa nucoma Ha numymeﬂ Mmamiune u
Komnbromepe

2.1.

«Crenoi» necAaTuIanbleBbIii METO ] IeYaTh Ha
KJIaBHATYype ¢ pycckuM mpudrom. OCHOBHOH, BEpXHUN U
HUKHUH Pl KIIaBUATYPBI.

2.2.

OcBoeHmne IPHEMOB TEXHUKH NMMChMa Ha KJIaBUAType C
pycckuM mprudTOM: OCHOBHOM PSIIl KJIaBHATYPHI.

2.3.

OcBoeHue IPHUEMOB TEXHUKH MHChMa Ha KIIaBUAaType C
pycckuM mprudTOM: BEpXHUHN Pl KIIaBHATYPHI.

2.4.

OcBoeHmne IPHEMOB TEXHUKH NMMChMa Ha KJIaBUAType C
pycckuM mprudTOM: HUKHHAM PsifT KIIaBHATYPHI.

2.5.

«Crenoi» NecATUITANBIEBRIA METO/ MTeYaTH Ha
KJIABHATYpE C TATUHCKAM MIpupTOM. OCHOBHOW, BEPXHHUM
Y HUKHUH psibl KiaBuaTypsel. KiiepHoe nucbeMmo.

2.6.

OcBoeHme IprUEeMOB TEXHUKH NMMChMa Ha KJIaBUAType C
JIATUHCKUM MIPH(TOM: OCHOBHOU Psi/i KIIABUATYPBHI.
Knepnoe nucbmo.

2.7.

OcBoeHre NpUeMOB TEXHUKU IMChMa Ha KJIABUATYype ¢
JATUHCKUM IPU(TOM: BEPXHUN PSI KIABUATYPHI.
Knepnoe nucemo.

2.8.

OcBoeHre NpueMOB TEXHUKU IMChMa Ha KJIABUATYype C
JATUHCKUM WPUGPTOM: HIDKHUH Psii KIIaBUATYPBI.
Knepnoe nucemo.

Ogopmnenue mawunonucnvix padom

19

10

3.1.

[IpaBuia oopmiteHHs 3HAKOB NpENMHAHUSA, IPSIMAst PEUb,
LUTATHI, HCIIOJIb30BaHUE COKpaleHni. CriocoObl
HCHPABJICHUSI OIHOOK.

3.2.

[IpaBwia ohopmieHHst MaTEMaTHYECKIX CUMBOJIOB U
(hopmyn, reorpaduuecknx 0003HAUECHUH, YUCITUTENBHBIX
Y CJIOKHBIX TIPUJIaraTelbHbIX.

3.3.

OdopmiieHre TEKCTOB C MAaTEMAaTUIECKUMU CUMBOJIAMH U
(hopmynamu, reorpadpudeckuMu 0003HAYCHUSIMH,
YUCIUTENFHBIMH U CIIOKHBIMH TTPHJIATaTeIbHBIMH.
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HanmeHoBanue Moy ieid, pa3aea0B(IHCIUILINH)

OO01ree KoJaH-

Koan4gecTBo 4acoB

Ne
U TeM YeCTBO YACOB | Teopus |[IpakTHKA

3.4. |3aronoBku 1 nmoazaronoBku. CrocoObl BEIACTICHUS B 1 1 -
TEKCTE.

3.5. | CHOCKH, IpUMEYaHUsI. 1 1 -

3.6. |IleuaTanue Texcra ¢ konusaMu. Iledyatanue TekcTa ¢ ABYX 1 - 1
cropos Jcta. Hymepatus crpanuir. [leuaranne Tekcra Ha
JIMHOBAaHHOM Oymare. TUTynbHBIH JHCcT, OnOIHOrpadus.

3.7. | OdopmiteHue TEKCTOB C IBYX CTOPOH JIUCTA C 1 - 1
HyMepalueld CTpaHHIl, 3aroJI0BKaMH, BBIIICTICHUEM,
MpUMEYaHUEM M CHOCKaMH.

3.8. |ITucemo Tekcra ¢ mudpoBsIM U HOPMYITEHBIM 1 - 1
MaTepHaJIoM.

3.9. | PyOpuku, ciucku. TaOynsimst. 1 1 -

3.10 | [IpaBwuiia ohopMIICHHS CXEM. 1 1 -

3.11 | Tabmunpt. [IpaBuia ohopMIIeHHS U COCTABICHUS MPOCTHIX 1 1 -
TabIunII.

3.12 | OopmiteHrEe MPOCTHIX TAOIUI HA MANIYIIEH MAaIIHHE. 1 - 1

3.13 | OdhopmiieHHE POCTHIX TAOIHUI] HA KOMITBIOTEPE. 1 - 1

3.14 | luarpaMmel. 1 1 -

3.15 | OdhopmiieHHE IPOCTHIX TAOJHI] C JUATPAMMOIA. 1 - 1

3.16 | TaGmuiel. [IpaBuiaa opopMIIEHHS B COCTABICHHS 1 1 -
CJIOJKHBIX TAOJINIL.

3.17 | OdhopmiieHHE CITOKHBIX TaOJIMII HA KOMITBIOTEPE. 1 - 1

3.18 | OhopmiieHHe TaOIHI] C TEKCTOM, THATPAMMOM. 1 - 1

3.19 | OdhopmiieHre TaOIMII C TOIKICHKOM. 1 - 1

4, | Cosepwencmeosanue cKOpocmu u mexHuKu RUCbMA 17 - 17

4.1. |OrpaboTka IBUTATEIHHBIX HABBIKOB IIPH OCBOCHUH 1 - 1
KJIaBUATypBl. 3aMepbl CKOPOCTH.

4.2. | OTpaboTKa JBUTATENFHBIX HABBIKOB IIPH OCBOSHHUH 1 - 1
KJIaBUATypHl. 3aMepbl CKOPOCTH.

4.3. | OTpaboTKa JBUTATENFHBIX HABBIKOB IIPH OCBOCHHUH 1 - 1
KJIaBUATypHhl. 3aMepbl CKOPOCTH.

4.4. | OtpaboTKa JBUTATENFHBIX HABBIKOB IIPH OCBOSHHUH 1 - 1
KJIaBUATyphl. 3aMepbl CKOPOCTH.

4.5. |OtpaboTKa 1BUTaTEIbHBIX HABBIKOB IIPH OCBOCHUH 1 - 1
KJIaBUATypHl. 3aMepbl CKOPOCTH.

4.6. | OTpaboTKa IBUTaTEIbHBIX HABBIKOB IIPH OCBOCHUH 1 - 1
KJIaBUATyphl. 3aMepbl CKOPOCTH.

4.7. |OTpaboTKa IBUTATEIbHBIX HABBIKOB ITPH OCBOCHUH 1 - 1
KJIaBUATypHl. 3aMepbl CKOPOCTH.

4.8. | OTpaboTKa IBUTATEIbHBIX HABBIKOB ITPH OCBOCHUH 1 - 1
KJIaBUATyphl. 3aMepbl CKOPOCTH.

4.9. | OrpaboTKa IBUTATEIbHBIX HABBIKOB ITPU OCBOCHUH 1 - 1

KJIABHATYpPBI. 3aMepbl CKOPOCTH.
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HanmeHoBanue Moy ieid, pa3aea0B(IHCIUILINH)

OO01ree KoJaH-

Koan4gecTBo 4acoB

Ne
U TeM UecTBO 4aCOB | Teopps |MpaxTuka
4.10 | OtpaboTka ABHTaTENbHBIX HABBIKOB MPH OCBOCHUHU 1 - 1
KJIaBUATYpBl. 3aMepbl CKOPOCTH.
4.11 | OtpaboTka ABHTaTEILHBIX HABBIKOB IMIPH OCBOCHUHU 1 - 1
KJIABUATYpHl. 3aMepbl CKOPOCTH.
4.12 | OtpaboTka ABHTaTEbHBIX HABBIKOB IMIPH OCBOCHUHU 1 - 1
KJIABUATYpHl. 3aMepbl CKOPOCTH.
4.13 | OtpaboTka qBUTaTENbHBIX HABBIKOB P OCBOSHHUU 1 - 1
KJIaBUATYpHl. 3aMepbl CKOpocTH. [ledaTs Mo AUKTOBKY.
4.14 | OtpaboTka NBUTaTENbHBIX HABBIKOB IIPU OCBOSHHUU 1 - 1
KJIaBUATYpHI. 3aMepbl CKOpocTH. [ledaTh Mo IUKTOBKY.
4.15 | OTpaboTka NBUTaTENbHBIX HABBIKOB IIPYU OCBOSHHUU 1 - 1
KJIaBUATYpHI. 3aMepbl CKOpocTH. [ledaTh Mo IMKTOBKY.
4.16 | OTpaboTka NBUTATENBHBIX HABBIKOB NP OCBOSHHUU 1 - 1
KIIaBUATYPHI. 3aMepbl CKOpocTH. [ledaTh 1Mo IUKTOBKY.
4.17 | OtpaboTKa ABUTATETHHBIX HABBIKOB P OCBOCHUHU 1 - 1
KIIaBUATYPHI. 3aMepbl CKOpocTH. [ledaTh 1Mo IUKTOBKY.
5. [3auem no oucyunnune «Texnuka mawunonucuy 4 2 2
HTOro aynuTOpHBIX YaCOB MO TUCIHHUIIHHE 50 15 35
Bcero no gucuunmHe 50
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YuedbHO-TeMaTHUeCKHH IJIaH
JUCHUIIJINHBI: Opranmaunonﬂaﬂ TEXHUKAa U I/IH(l)OpMaHI/IOHHLIe
TEXHOJIOT'MH B A€JIONIPON3BOACTBE

N HanmeHoBaHHe MojyJeii, pasaeaos(aucunmmn) | Omee koau- | KoamiecTBo yacos
U TeM YeCTBO YACOB | Teopus |IIpakTHKA
1. |Opzanusayuonnas mexnuxa 6 6 -
1.1. |BBenenmue: cpeacTBa OPrTEXHUKH, ONPEICICHUE, 1 1 -
Ha3HaYeHHeE, KIIacCH(DUKAIHSL.
1.2. |Tlomemenune Ui yrpaBlieHYECKHX CIY)KO0 U ero 1 1 -
OCHAIlleHHE
1.2. |CpencrtBa ansi coCTaBJICHHSI OPUTHHAIIOB TEKCTOBBIX 1 1 -
JOKYMEHTOB.
1.3. |CpenctBa KOMPOBaHUS U OMIEPATUBHOTO 1 1 -
pasMHOKeHUS TOKyMeHTOB. CpezicTBa THPaKUPOBAHUS
JIOKYMEHTOB.
1.4. |CpenctBa mist 00paboTKH 10KyMeHTOB. CpencTBa 1 1 -
cBsi3u. JlukrodoHHas TexHUKA. BeraucnurenbHbie
CpeJICTBA.
1.5. |KonTponpHas pabora mo Teme «OpraHu3aiiioHHAsS 1 1 -
TEXHUKa
2. |Hugpopmayuonnsvie mexnonozuu ¢ 30 1 19
oenonpou3zeoocmee
2.1. |Beenenue. [IpukinagHoe mporpaMMHOE 00€CIICUCHHE 1 1 -
JUTsI pabOTHI ceKpeTaps. TeKCTOBBIH mporeccop
WORD: ¢pyHKIMOHATHEHBIE BO3MOKHOCTH.
2.2. | Tekcroesiii mporeccop WORD: mopsaok v mpreMsl 1 1 -
BBITIOJTHEHNUS OTIEPALIHH.
2.3. |BeimonHenue pabot mo o0padboTKe JOKyMEHTAIlUH B 1 - 1
TEKCTOBOM Tporeccope. OpopmiieHne yKazaTene,
HaJIVCEeN.
2.4. |BwmomHeHune padot mo o0padboTKe TOKyMEHTAIH B 1 - 1
TEKCTOBOM Tporieccope. OpopMireHre 3aroioBKa
CTEHJIA.
2.5. |Brmonaenue padot mo o0padboTke TOKyMEHTAIH B 1 - 1
TEKCTOBOM mporieccope. OpopmireHne
MH(OPMALMOHHBIX JIUCTOB VISl CTEH/A.
2.6. |Brmomaenue padot mo o0padboTKe TOKyMEHTAIH B 1 - 1
TEKCTOBOM Mporieccope. CtuireBoe hopMaTHpOBaHHE.
2.7. |Bwmomaenue padot mo o0padboTKe TOKyMEHTAIH B 1 - 1
TEKCTOBOM Iporieccope. CTuiieBoe (popMaTHpOBaHUE.
2.8. |Word: npumeHeHue madI0HOB MIPH CO3IaHHU 1 1 -
JOKYMEHTOB.
2.9. |Word: npumeHeHue madI0HOB MIPH CO3IaHHU 1 1 -
JOKYMEHTOB
2.10. |Word: co3nanue coOCTBEHHBIX 1I1a0JIOHOB 1 1 -
2.11. |IlpumeHenue mabIOHOB MPU CO3AAHUU TOKYMEHTOB 1 - 1




14

HanmeHoBanue Moy ieid, pa3aea0B(IuCIUILINH)

OO01ree Koan-

Koan4gecTBo 4acoB

Ne
U TeM YeCTBO YACOB | Teopuss |IIpakTHKA
2.12. |IlpumeHenne mabIOHOB MPU CO3AaHUU TOKYMEHTOB 1 - 1
2.13. | KonTponbHas padota 1o Teme «l1labnonbi» 1 - 1
2.14. | Dnextponnas tabnuna Excel: GyHkunonanbHblie 1 1 -
BO3MO)KHOCTH.
2.15. | BemmonHeHnue paboT B 3JEKTPOHHOM TabIuIie: 1 - 1
oopmiieHHE TEKCTa, TaOJIUII, TUArPaMM.
2.16. | Dnexrponnas Tabnuna Excel: mopsmok u npuemsl 1 1 -
BBITIOJTHEHUA OIlEepalyid.
2.17. | BeimonHeHue paboT B 3JEKTPOHHON TabJHIIe: 1 - 1
ohopmiteHHEe TeKcTa, TaOIUIIL, AUarpaMM, CrIapKIIaiiHOB;
MPOCThHIC BBIYHCIICHHUSI.
2.18. |KonTponbHas pabora 1mo Teme «DJeKTpOoHHas Ta0dmia 1 - 1
Excel»
2.19. |IIpe3enTanmonnas nporpamma PowerPoint: 1 1 -
(yHKIIMOHATBHBIE BO3MOYKHOCTH.
2.20. |TIpe3entanmonnas nporpamma PowerPoint: [Topsinok n 1 1 -
MIPUEMbI BBITIOTHEHUSI OIepaliyii.
2.21. |Co3naHue mpe3eHTalui. 1 - 1
2.22. |Co3naHue mpe3eHTalui. 1 - 1
2.23. | CoznaHue mpe3eHTalui. 1 - 1
2.24. |KoutponbHas pabora o teme «IIpe3eHTalnoHHas 1 - 1
nporpamma PowerPointy
2.25. |KommsrorepHbie cetu. IHTEpHET. 1 1 -
2.26. |Cucrema mepenayu 3JKTPOHHBIX COOOIICHHIH. 1 - 1
DNeKTpOHHAS TI0YTa.
2.27. | ApxuBaTOopbl. AHTUBHPYCHBIC IIPOTPAMMBI. 1 1 -
2.28. | CoBMeCTHOE CO3JITaHHE M PEIAKTHPOBAHKE JOKYMEHTOB 1 - 1
2.29. | CoBMecCTHOE CO3/TaHUE U PENAKTHPOBAHUE IOKYMEHTOB 1 - 1
2.30. | CoBMecTHOE CO3[TaHUE U PeJaKTUPOBaHHUE JOKYMEHTOB 1 - 1
3. |3auem no oucyunnune «OpzanuszayuoHHas mexHuKka 4 2 2
U uHhopmayuoHHble MEXHOI02UU 8
denonpou3eoocmee
HToro ayiuTOpHbIX YaCOB MO THCHHUILIHHE 40 19 21
Jlasi caMoCTOATEILHOT0 N3yYeHus1 (B TOM YucIe 6 3 3
NMPaKTUKYMA)
Bcero mo gucuunjuHe 46
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YuedbHO-TeMaTHUeCKHH IJIaH
JUCHUIIINHBIC I[OKyMeHTbI, KOPPECIIOHACHIINA ! ACJI0IIPOU3BOACTBO

HanmeHoBanue Moy ieid, pa3aea0B(IuCIUIINH)

OO01ree Koan-

Koan4gecTBo 4acoB

Ne
U TeM YecTBO YaCOB | Tegpus |IMpaxTuka
1. |doxymenmul, koppecnonoenyus u ocHosbl 46 33 13
denonpou3eoocmea
1.1. |OcHOBHBIE CBEICHHS M3 UCTOPUH JCIOIPOU3BOICTBA U 1 1 -
CeKperapckoi ciryx0bl. Opranuzais HHGOPMaIMOHHO-
JOKYMEHTAIILHOTO 00CITy>)KHBaHUSI.
1.2. | [lokyMeHTalMOHHOE 00ecTiedeHne MPeIPUSITHS. 1 1 -
TpeboBanus k jokymMenTaMm. CocTaBjeHUE TEKCTOB
CITy’KeOHBIX TOKYMEHTOB.
1.3. | [lokyMeHTanMoOHHOE oOecTiedeHne MPeIpPUsITHS. 1 1 -
TpeboBaHuUs K JOKYMEHTaM.
1.4. | TpeboBaHus k OJaHKaM M IpaBuIa 0GOPMIICHUS 1 1 -
YIIPaBJICHUYECKHUX JIOKYMEHTOB.
1.5. |OcHoBHBIE TOKYMEHTHI YIIPABJIICHUS; COCTABIICHHE, 1 1 -
odopmieHme u pabora ¢ JOKyMEHTaMH.
1.6. |OcHOBHEBIEC JOKYMEHTHI YIIPABJICHUS; COCTABJICHHE, 1 1 -
odopmieHHE B paboTa ¢ JOKYMEHTaMHU.
1.7. |OcHOBHBIEC TOKYMEHTHI YIIPABIICHUS; COCTABJICHNE, 1 1 -
odopmieHHE 1 paboTa ¢ JOKYMEHTaMH.
1.8. |OcHoOBHBIE TOKYMEHTBI YIIPABJICHHUS; COCTABJICHHE, 1 1 -
odopmieHHE 1 paboTa ¢ JOKyMEHTaMH.
19 OcHOBHBIE JOKYMEHTBI YIPABJICHUS; COCTaBICHHE, 1 1 -
" |odopmienue u paboTa ¢ JOKYMEHTaMH.
110 OcHOBHBIE JOKYMEHTHI YIIPABICHUS; COCTABICHUE, 1 1 -
7" |opopmitenue u pabota ¢ JOKyMEHTaMH.
111 OcHOBHBIE JOKYMEHTBI YIIPABJICHUS; COCTaBICHHE, 1 - 1
7" | o opmiteHne u paboTa c TOKyMEHTAMHU.
1.12. | OcHOBHBIE TOKYMEHTHI YIIPaBJIEHHUS; COCTaBJICHNUE, 1 - 1
oopmiienne n pabora ¢ TOKyMEHTAMH.
1.13. | OcHOBHBIE JOKYMEHTHI YIIPABICHUS; COCTABICHUE, 1 - 1
oopmiienne n pabora ¢ JOKyMEHTaMH.
1.14. | OcHOBHBIE JOKYMEHTHI YIIPABICHUS; COCTABICHUE, 1 - 1
ohopmiieHHe U paboTa ¢ JOKyMEHTAMHU.
1.15. | OcHOBHBIE TOKYMEHTHI YIIPABJICHUS; COCTABIICHHUE, 1 - 1
ohopmiieHHe U paboTa ¢ JOKyMEHTAMHU.
1.16. |OcHOBHBIE JOKYMEHTHI YIPABJICHUS; COCTaBJICHHE, 1 - 1
ohopmiieHHe U paboTa ¢ JOKyMEHTAMHU.
1.17. | lokyMeHTBI IO TUYHOMY COCTaBY (KaJpam, IIEpCOHAIY); 1 1 -
cocTaBlieHHE, 0QOpMIICHHE U PaboTa ¢ JOKYMEHTaMH.
1.18. | JIokyMeHTBI IO TUYHOMY COCTaBY (KaJpam, IEpCOHAIY); 1 1 -
cocTaBlieHHe, oQOopMIIeHHE U padoTa ¢ JOKYMEHTaMH.
1.19. | lIokyMeHTBI IO TUYHOMY COCTaBY (KaJpam, IEpCOHAIY); 1 - 1
cocTaBlieHHE, OQOpMIICHHE U padoTa ¢ JOKYMEHTaMH.
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HanmeHoBanue Moy ieid, pa3aea0B(IHCIUILINH)

OO01ree Koan-

KoangecTBo 4acoB

Ne
U TeM 4eCTBO 4aCOB | Tegpus |IMpaxTuka

1.20. | IokyMeHTBI IO TUYHOMY COCTaBY (KaJpam, epCoHaIy); 1 - 1
cocTaBlieHHE, OQOpMIICHHE U PadoTa ¢ JOKYMEHTaMH.

1.21. | IokyMeHTBI INYHOTO XapaKTepa; COCTAaBIICHNUE, 1 1 -
oopmiieHue u pabora ¢ JOKyMEHTaMH.

1.22. | IokyMeHTBI INYHOTO XapaKTepa; COCTAaBIICHNUE, 1 1 -
oopmiieHue u pabora ¢ JOKyMEHTaMH.

1.23. | IokyMeHTBI INYHOTO XapaKTepa; COCTAaBIICHNUE, 1 1 -
oopmiieHre U pabora ¢ JOKyMEHTaMH,

1.24. | lTokyMeHTBI JINYHOTO XapaKTepa; COCTaBIICHNUE, 1 1 -
oopmiieHre u pabora ¢ JOKyMEHTaMH,

1.25. | JIokyMeHTBI JINYHOTO XapaKTepa; COCTaBIICHHE, 1 1 -
oopmiieHre u pabora ¢ TOKyMEHTaMH,

1.26. | JIokyMeHTBI JINYHOTO XapaKTepa; COCTaBIICHNUE, 1 - 1
odopmieHme u pabora ¢ JOKyMEHTaMHU.

1.27. | JokyMeHTBI JINYHOTO XapaKTepa; COCTABIICHNUE, 1 - 1
odopmieHme u pabora ¢ JOKyMEHTaMH.

1.28. | IokyMeHTBI JINYHOTO XapaKTepa; COCTAaBIICHNUE, 1 - 1
odopmieHHE 1 paboTa ¢ JOKyMEHTaMH.

1.29. | IoKyMEHTBI JIMYHOTO XapaKTepa; COCTaBIICHHE, 1 - 1
odopmieHHE 1 paboTa ¢ JOKyMEHTaMH.

1.30. | IoKyMEHTBI JIMYHOTO XapaKTepa; COCTaBIICHHE, 1 - 1
odopmieHmEe 1 paboTa ¢ JOKyMEHTaMH.

1.31. |KonTponbHas pabota 1o TemMe «JJOKyMEeHTBI JIHIHOTO 1 1 -
Xapaxrepa»

1.32. | Opranuzanus paboThl ¢ JOKYMEHTaMH. 1 1 -

1.33. | Opranuzanus paboThl ¢ JOKYMEHTaMH. 1 1 -

1.34. | Opranuzanus paboThl ¢ JOKYMEHTaMH. 1 1 -

1.35. | Opranuzamus paboThI C TOKYMEHTAMH. 1 1 -

1.36. | Opranu3zamus paboThI C TOKYMEHTAMH. 1 1 -

1.37. | Opranuzamus paboThI C TOKYMEHTAMH. 1 1 -

1.38. | Opranuszamus u JOKyMEHTHPOBaHHUE PAOOTHI C 1 1 i
00pamIeHUsIMU TPpaKIaH

1.39. |Homenkmarypa jen 1 1 -

1.40. | ®opmuposanue aen 1 1 -

1.41. | Xpanenue nen 1 1 -

1.42. | PaGota c moKyMeHTaMH, COAep KaIluMU KOMMEPUYECKYIO 1 1 i
TaHY TPEANPHSATHS

1.43. | OcHOBHBIC (QYHKIIMH CEKpeTaps Mo 00eCIeYeHnI0 1 1 -
0e310KYMEHTAIIMOHHOT0 00CITY>KUBaHUS JEATEbHOCTH
PYKOBOAMTEIIS

1.44. |OcHoBHbIE (HYHKLIUH CEKpeTaps IO 00ecHeueHHIO 1 1 -

663,[[0KYM CHTAIITMOHHOI'O O6CJ'Iy)KI/IB aHUs JCATCIIBHOCTHU
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HanmeHoBanue Moy ieid, pa3aea0B(IHCIUILINH)

OO01ree Koan-

KoangecTBo 4acoB

Ne
" TeM 4eCTBO 4aCOB | Tegpus |IMpaxTuka
PYKOBOIUTEINS
1.45. |OcHoBHBIE (YHKLIWHU CEKpeTapsi MO 00ecedeHHIO 1 1 -
0€3/I0KyMEHTAIIMOHHOTO O0CTYKHUBAHHS ICATSILHOCTH
PYKOBOIUTEINS
1.46. |OcHoBHBIE (DYHKIIMU CEKpeTaps Mo 00eCcIeUeHUI0 1 1 -
0€3/I0KyMEHTAI[MOHHOTO O0CITYKHUBAHUS ICATEILHOCTH
PYKOBOIUTEINS
2 OcHoe6bl pedakmuposanus meKcmos u pepepuposanue 5 4 1
" |ungopmayuu
2.1. | OcHOBHBIE MONOXKEHUS CTUITUCTHKH, IEKCUKH U 1 1 -
¢dpazeonornn. CnenuanbHas JeKkcuka. TepMUHOIOTHSI.
OdurnmanbHO-1e/10BoM CTHIIb. OCHOBHBIC TTOJIOKCHHSI
opdorpadun 1 MOpGHOIOTHH C HIEMEHTAMU
MPAKTHYECKON CTHIIMCTUKU. CUHTAKCHUC C dJIEMEHTaMHU
MPAKTUYECKOW CTHIIMCTUKH.
2.2. | TexHHKA peJaKTHPOBAHUS TEKCTOB. 1 1 -
2.3. | TexHHKa peJaKTHPOBAHUS TEKCTOB. 1 - 1
2.4, |Coop u pedhepupoBanue nHGOPMAIHH 1 1 -
2.5. |KontponbHas padora 1o teme « OCHOBBI 1 -
PEeIaKTHPOBaHUS TEKCTOB U pedepupoBaHue
nHpOpMAaTTHI
3. | OcHoebl menedrcmenma 3 3 -
3.1. |Buasl npeanpusTHii. 1 1 -
3.2. | YnparieHueckas CTpyKTypa MpEIIpUsTHSL. 1 1 -
3.3. |KontponbHas padora mo reme «OCHOBBI MEHEPKMEHTA) 1 1 -
4. |3auem no oucuyunnune «/[oxymenmui, 4 3 1
KOpPEeCnOHOEeHUUA U 0eJI0NPOU3B00CME0»
HToro ayimTOpHbIX YaCOB MO THCHHUILIHHE 58 43 15
Jli1s1 caMoCTOATEILHOr0 N3y4eHus (B TOM YucjIe 2 1 1
NPaKTUKYMA)
Bcero mo qucuunjauHe 60
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YueOHO-TeMaTH4ecKui IUIaH
aMcuMIUIMHGL: [lesioBasi KyabTypa

Z

HanmeHoBanue MoayJieid, pa3aea0B(IuCIUILINH)
H TeM

OO01ree Koan-
YeCcTBO YacoB

KoangecTBo 4acoB

Teopust

IIpakTHKa

Ocrernyeckas U 3TUYECKast KYIbTYpBbI.

(=Y

[Icuxomorus oOLeHus.

KynbTypa obuienus B cdepe AesITeIbHOCTU CEKpeTapsl.

Nmuk cexperaps.

Kynbrypa peun.

Kynerypa Tenedonnoro pasrosopa.

DTHUKET B JI€JI0BOM TMEPEIHCKE.

BusuTtHbIE KapTOUKH.

Ol (N[O~ w]F

TexHuKa BeAeHUS U DTUKET AEJI0BONH OeCeIbl.

|
©

HenoBoil mpoToko.

|
=

[paBuia cepBUpOBKH YaitHOTrO (KO eifHOro) crona

|
N

HpaBI/IHa IIPUTOTOBJICHUA U ITOJAYX T'OPAYUX HAIIUTKOB N
3aKyCOK K HUM

R G R R RN

R R Y

13.

HHTephep pabodero moMemeHus Kak 001acThb IeI0BOT0
STHKETA.

14.

3auem no oucyunaune «/lenosas Kyaibmypa»

Hroro AYAUTOPHBIX YaCOB IO JUCIHUIIJINHE

18

18

1 caMocTOoSITeIbHOTO U3y4eHus (B TOM 4HuCJIe
NPaKTUKYMA)

Bcero mo pucuunnne

20
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3.2. Coaepxxanue pado4ux NpPOrpamMm o A¥CUMILIMHAM

3.2.1. Iucuunimua: Texauka Mmammuaonucu (50 4.)

Opzanu3zayus MawuHONUCHO20 Mpyoa

bezonacnocts Tpyma. Ilokapuas Oe3zomacHocts. Opranuzaius pabouyero Mecra Mpu
MAIlIMHOIMCHBIX paboTax. AyTOTPEHHUHT, TAMHACTUKA JUISl PYK, TJ1a3 U Jp.
OO6mue mpaBwia pabOTHl HA MHINYIIEH MAlIMHE U KOMIBIOTEpPE. YXOJ 3a MHUIIYIIEH

MAIIMHOM U KOMITBIOTEPOM.

TeOPM}l U mexXHUKa nucoma Ha numymeﬁ Mmauiune u Komnsromepe

"Cnenoil" necsTUnanblEeBbId METOJ IMEYaTH Ha KJIABHAType C PYCCKUM M JIATUHCKUM
mpudrom. OCHOBHOW, BEpXHMM W HIDKHUM pPsAbl KJIaBUATypbl; OCBOCHHE NMPUEMOB TEXHUKH

nucbMa. Kiieproe nucemo.

Odghopmnenue mawiunonucHulx pabom

[IpaBuna odopmileHHs] 3HAKOB MPENWHAHMS, TpsSMas pedb, IMTAThl, HCIIOJL30BAHHE
cokparnieHuit. CriocoObl HCTIPABJICHHS OIITHOOK.

[lpaBuna HamMcaHUS MaTeMaTHYECKUX CHMBOJIOB W (opMyn, TeorpaguuecKux
0003HAYECHHM, YHUCITUTEIBHBIX W CIIOKHBIX MpHIaraTeabHbIX (apaOCKUX W PUMCKUX HHD,
KOJIMYECTBEHHBIX M TIOPSAKOBBIX YHCIHMTEIBHBIX, CIIOKHBIX MpUJIaraTeIbHbIX, MHOTO3HAYHBIX
yucen, OYKBEHHO-IM(POBBIX 0003HAUCHWM, 3HAKOB, YIOTPEOIsAeMBIX C  mudbpamu,
apu(METHYECKMX 3HAKOB, MAaTEeMaTHYECKUX U TeorpapuuecKkux 0003HAUYCHUH, XUMHUECKUX U
MaTeMaTH4ecKux Gopmyin).

Odopmnenue  TEKCTOB €  MaTeMaTHYeCKUMH  CHUMBOJaMd u  (opmynamu,
reorpaMueCKUMH 0003HAYCHUSIMH, YHCITUTEIBHBIMU U CJIOXKHBIMU MPHIIAraTelIbHbIMU.

3aroyioBKU U 1013arofoBKU. CrocoObl BbIICTICHUS B TEKCTE.

[ledyaTanue Texcta ¢ komusmu. [leyaraHue Tekcra ¢ JABYX CTOpOH Jimcta. Hymeparus
cTpanull. [leuaTanue Tekcra Ha TMHOBaHHOW Oymare. TUTYIbHBIN JTUCT, OHOIHOTpadus.

CHOCKH, TPUMEYaHHUS.

OdopmieHue TEKCTOB C JABYX CTOPOH JIMCTa C HyMepalueWd CTpaHHIl, 3arojoBKamH,
BBIZICTICHUEM, IPUMEYAHUEM U CHOCKAMHU.

PyOpuku, criicku. TaOymsmms.

[TuceMmo Tekcta ¢ UpPOBLIM U (POPMYITHHBIM MaTEPUATIOM.

[IpaBuna odopMiIeHHS CXEM.

TaGnuuel. [TpaBuna opopmieHHs U COCTaBICHHS IPOCTHIX TAOIHII.
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OdopmiieHue MPOCTHIX TAOIUI] HA MUANTYIICH MaITHHE.
OdopmiieHue MPOCTHIX TAOIUI] HA KOMITBIOTEPE.

Huarpammbr. OdopMieHHE MPOCTHIX TAOIHIL C JHATPAMMOM.
Tabmuier. [TpaBwia opopMIICHUS U COCTABICHUS CJIOKHBIX TaOIHII.
OdopmiieHUE CIIOKHBIX TAOIHI] Ha KOMITBIOTEPE.

OdopmiieHue TaOIHIl ¢ TEKCTOM, JHArpaMMOHU.

OdopmiieHue TaOJIAIL C TIOTKICHKOM.

Cogepuiencmeoganue cCKOpocmu u mexHuKu RUCbMa
OtpaboTka IBUTATEIBHBIX HABBIKOB MPH OCBOEHUHW KJIaBUATYphl. 3aMepbl CKOPOCTH.

[Teyars o IUKTOBKY.

3.2.2. Incuunimuaa: OpraHn3anMoHHAasi TEXHUKA U MH(POPMAIIMOHHbIE
TEXHOJIOTUHM B JieJionpou3BoacTie (46 4.)

Tema. Oprann3anoHHAasi TEXHUKA

Beeoenue

CpenctBa OprreXHUKH, ONpeiesieHNe, Ha3HauYeHUE, KilacCupuKalus.

Ilomeuienue 0na ynpagnenyeckux cayicod u e2o ocCHaujeHue

TpeGoBaHMs K MOMEIICHUSIM C YU€TOM BUOB JAEATEIbHOCTH, CIEUU(DPUKHI BBITIOIHAEMBIX
paboT (oKa3bIBaeMbIX ycCIyr) opraHuzauuu Tpyaa. CoBpeMEHHOE OCHAIlIEHHWE IOMEIIeHUN
YIpaBJICHUYECKUX CIYX0: KOMIBIOTEpHOE oOecrieueHue; TeneQoHHas, TeJIeKCHas CBS3b;

CUTHaJIbHOE 000pynoBaHue u ap. Pabodee MecTo cekperapsi; ero OCHaIleHHe.

Cpeocmea 0ns cocmagieHusn OpuUHAI06 MeKCHMOo8blX 0OKYMEHM 08
[Mumymue MamuHKY: KiIacCU(PHUKAIUSA, BUJbI, SKCIUTyaTallMOHHBIE BO3MOYKHOCTH.
VYerporictso. [Ipumenenue.

HCpCOHaHLHLIﬁ KOMIIBIOTEP: TCXHUYCCKUC YCTpOﬁCTBa, HX XapaKTCPUCTUKHU.

Cpeocmea konupoeanus u onepamueHo20 pasmMHONCCHUSL OOKYMEHN 06
IIporecchl KOMUPOBaHUS U Pa3MHOXKEHUS JJOKYMEHTOB. Buibl 000pynoBaHus; TPUHIIMIT

,Z[CﬁCTBPIH, IMPUMCHCHUC.

Cpeocmea 0ns 00padomKku 0OKyMeHmos
CumuBatenu, TAamKd, PETUCTPATOPHI, JBIPOKOJBI, HYMEPAaTOpbl, JaTHPOBIIHUKH,

OyMaroyHHUTO>KAIOIINE aNMaparthl U Ap.; IPUHLUI JeHCTBUS, IPUMEHEHHE.
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Cpeocmea ceasu

CpencrBa ¢akcuMuiabHOU cBsi3U. TeneakcMMuiIbHAs TEXHUKA. DIEKTPOHHAs MOYTA.
TeneBu3nOHHBIE YCTPOWCTBA ISl niepenaun nHpopMmaiu. AGOHEHTCKUH Tenerpad, TeaeTanIbl.
Tenedonnsie anmaparsl; ux knaccudukanus. PagnotenedonHas cBsi3b; BUIBI paguoTeneGoHHON
cBsi3U. ABTOMaTH3MpOBaHHBIE TenedonHbie ctanuuu. CotoBas TenedoHHAs CB3b. Y CTPOWCTBA
JUIs TOBBIIEHHUST S ¢deKkTHBHOCTH Tene@oHHON cBs3u. [leimkunroBas cBs3b. [IpuMeHeHue

CPEJICTB CBSI3H.

Jukmoghonnan mexnuka

Knaccudukanus AMKTOPOHHON TEXHUKHU; IPUHLIUI AEUCTBUS; IPUMEHEHUE.

Cpeocmea mupasxcuposanusn 00OKyMeHmoe

CymHocTe mpolecca THPaXHpPOBaHHUA JOKyMeHTOB. OOmiue CcBeAeHUs O crocodax

onepaTuBHOM nmosurpaduu. CpencTsa A1 TUPAXKUPOBAHUS TIOKYMEHTOB; IPUMEHEHHE.

Buvtuucnumenwvnoie cpeocmea

BoruncnuTenbHas TeXHHKa B OpraHM3allMOHHO-YIpPaBlIeHYECKOW cdepe NesiTeIbHOCTH;

BHJbI BBIYUCIIUTCIIBHBIX CPEACTB, IPUMCHCHUC.

Tema. Un(popmanioHHbIe TEXHOJIOTHH B 1eJIONPOM3BO/ICTBE

Beeoenue
HNHdpopManoHHbIE TEXHOJIOTHU B CEKPETApCKOM Jene; omnpeaeneHue, 3hGEeKTHBHOCTh
HOBBIX METOJIOB pabOThl cekperaps. Poiib mepcoHambHOTO KOMITBIOTEPA B COBPEMEHHOM

nH(OPMALMOHHON TeXHOIOTHH. BBIOOP KOMITbIOTEpA [Tl CeKpeTaps.

Ilpuknaonoe npozpammnoe obecneyenue 011 padbomul ceKpemap

WuterpupoBannbie nakeTsl ¢ OYHKIUSIMH MEPCOHATBLHON MHPOPMAIIMOHHOW CHCTEMBI.

TexkcToBBIE peakTOPhI 1S ceKpeTapeii; ux 3 PeKTUBHOCTS.

Texcmoeswtii npoyeccop WORD
OyHKIMOHAJIBHBIE BO3MOXKHOCTU Tpoueccopa. [lopsgok W mnpuemsl BBITOJIHEHUS
omepanuii. BreimonHenue paboT mo o0paboTke AOKYMEHTAllMM B TEKCTOBOM IPOIIECCOpE.

[la6nouel. [TIpuMeHeHne m1abI0HOB NP CO3AAHUU TOKYMEHTOB.

Inekmponnan maoauya Excel

OyHKIIMOHANIbHBIE BO3MOXKHOCTU 3JEKTPOHHOW Tabmuipbl. Ilopsgok u  mpuemsl
BBITMIOJIHEHUS onepanuid. BeinoigHeHue paboT B 3/EeKTpOHHOW Tabmuie: opopmileHHE TEKCTa,

TalJMILl, AUarpaMm, CapKIaifHOB; POCThIC BEIYUCICHHS.
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Ilpezenmayuonnan npozpamma PowerPoint
DyHKIMOHAIbHbIE BO3MOKHOCTH. [TopsI0K U TpueMbl BbINoaHEHUs onepauuii. Co3ganue

MIPE3CHTALMM.

Komnvromepuwvie cemu. Hnmepnem
[lepenaua wuupopMamuu Mexay KoMmmbioTepamu. JlOKampHbBIE M TJI0OATBHBIE CETH.
Internet. Cuctema mnepeaauu AJIEKTPOHHBIX COOOLIEHUH. DJEKTPOHHAs IOYTa: PErUCTpaLus,

OTIPaBKa MUCEM, MPUKpeIvieHne Gaiaos, padoTa ¢ KaJleHIapeM | T.II.

Apxueamoput

ApxuBaropbl. ApXuBHpOBaHUE (PailyioB.

Anmueupychnule npozpammol

PaGota ¢ aHTUBUPYCHBIMU ITPOrpaMMaMH.

CoemecmHnoe cozoanue u pedaKmuposanue 0OKyMeHmos
CoBmecTHOE co3MaHuE W peaakTupoBaHue nokymeHTOB B Google Docs: kamenmaps,
TEKCTOBOTO JOKYMEHTa U Ap. BO3MOXKHOCTH HCIONB30BaHUS JOKYMEHTOB Ul TUIAHUPOBAHUS U

IMPOBCACHNUA COBMECTHBIX CETCBBIX U OUHBIX Mepoan/anﬁ.

Tema(b1) U151 CAMOCTOATEILHOT0 U3Y4YeHHS (B TOM YK CJIe IPAKTUKYMA):

Bribupaetcs Ha ycMOTpeHHE negarora.

3.2.3. Iucuuninna: JJoKyMeHTbl, KOppeCnOHeHIH I
U Jejonpou3BoacTso (60 4.)

Tema. JIokyMeHTbI, KOPPeCIIOHICHIIMSI M1 OCHOBBI JIeJIONPOM3BOICTBA

OcHoeHble ceedenus u3 ucCmopuu 0e10nPoOU3800CMEa U CEKPemapCKoil ciyHcovt

Opzanuzayua uHGOPMAYUOHHO-00OKYMEHMATILHO20 0OCIYHCUBAHUA

[Ipouecc ympaBieHuss TpeanpUSTHEM; AETOMPOU3BOJACTBO KaK 4YacTh YIIPaBICHUS.
Joxyment. Bunel noxkymenToB. Cxema opraHuzallid padOThl ¢ JOKYMEHTAMH MPEIPHUSITHS.
dopma opraHuzanuu AeIONpPOou3BOJACTBA. MHPOpPMAIIMOHHO-TOKYMEHTAThHOE OOCTYyKHBaHHUE;
CHEIHATUCTBI CTYKObI. JIoOKyMEeHTaIMOHHOE M 0€3TOKyMEHTHOE OOCITy)KUBaHUE PYKOBOAMUTETIS.

Opranuzanus TpyJa B OpraHu3allMOHHO-YIIpaBIeHYeCKO! cdepe; YCIoBuUs Tpyaa.



lgle]
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Jlokymenmayuonnoe ooecneuenue npeonpuamus. Tpedosanusn Kk 0oKymenmam
Cdepsl ucnonb3oBaHus JOKYMEHTOB, BH[bI, CBOWCTBA W Ha3HA4YCHHUE JIOKYMEHTOB.
IOpunnueckoe 3HaueHHE JJAOKYMEHTOB. YHH(UKALWSA W CTaHIAPTU3ALMS JIOKyMEHTALWU.

OpranuzannoHHO-pacnopsAnTenbHbIe J0KyMeHThI (OP/T).

Tpebdosanuna k d1anKam u npaguaa ohHopmiaeHUsA ynpasieHuecKux 00KyMeHnog
Bunpl 01aHkoB; pekBU3UTHI; Gopmymnsp. Enunbie TpeOoBanus U mpaBmiia 0(QOpMIICHUS
JOKYMEHTOB YNPAaBJIEHUS, YCTAaHOBJEHHbIE TI'OCYJapCTBEHHbIMM HOPMATHUBHBIMU aKTaMH -

CTaHIapTHI. OTMeTKH Ha JOKYMCHTC; UX HA3HAYCHUEC, ITpaBUJIa UCIIOJTHCHH.

Cocmagnenue mexkcmoe ciyiceOHbIX 0OKYMEHM 08
Bunel cnyxeOHbIX A0KyMeHTOB. CTuib, S3bIK CIIY)KEOHBIX JOKyMeHTOB. OO0mue
TpeOOBaHUSI K TEKCTaM JOKYMEHTOB yIpaBjieHHs: 00beM, TOH, GpopMynupoBku U aAp. Dopmbl

TEKCTOB JOKyMEHTOB. CriocOOBI IOKyMEHTHPOBAHUS.

OcHognble 00Kymenmul ynpasienus, opopmienue u paboma c 0OKymMeHmamu
OcCHOBHBIE TpYMNIbl yIpaBiIeHUYECKUX (WIM OPraHu3alMOHHO-PACHOPSIUTEIBHBIX)
JOKYMEHTOB mpeanpusituii, ¢pupm. Tumnosas cxema oQopmieHus AOKyMEHTOB. OCOOEHHOCTH

ohopMIICHUS TOKYMEHTOB.

Jloxymenmut no a1uunomy cocmaegy (kaopam, nepconay)

BI/II[BI JOKYMCHTOB, HX COCTaBJICHUEC H O(bOpMJ'IeHI/Ie; XpaHCHHEC, CO6J'II-OI[CHI/IC

KOH(PUIACHITUATHHOCTH.

ﬂoxymenmbt JIUUHO020 XapaKkmepa
Bungel u Ha3zHadyeHHE JIUYHBIX JAOKYMCHTOB: 3a4BJICHHUC, PE3IOMC, aBTO6I/IOFpa(1)I/I$I,

PpacCIliuCKa, XapaKTCpUCTHUKa U Ip. CocraBiicHHE TEKCTa U O(bOpMJ'IeHI/Ie JAOKYMCHTOB.

Opzanuzayusa padomot c 00Kymenmamu

Buner pabot ¢ TOKyMEHTaMHU: MPUEM U PETUCTPAIUs; PACCMOTPEHHE PYKOBOJIUTEIEM;
obecrieueHrne MOpsAIKa MPOXOXKACHHUS TOKYMEHTOB B OpPraHH3aIlMH; MCIOJIHEHHUE JOKYMEHTOB;
KOHTPOJIb UCIIOJIHEHUS; (OPMUPOBAHUE U OTIEpaTUBHOE XpaHEHUE JIeT; MOArOTOBKA U mepeaaya
nen B apxuB. [loHATHE O JOKYMEHTOOOOpPOTE O MOKYMEHTONOTOKE. [pymmbl JTOKYMEHTOB:
BXOJSIIUE W HCXOJsAIINe, BHyTpeHHHE. OpraHum3alOHHbIE W HOPMATHBHO-METOIAMYECKUE
JOKYMEHTBI; UX HCIIOIBh30BaHHE B JEJIONMPOU3BOACTBe. MHbOopMamoHHO-CipaBOYHAsT paboTa;

OpAAOK BEACHHUA U UCIIOJIb30BAHUA CIIPABOYHLIX KAPTOTCK.
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Opzanuzayus u 0OKyMeHmuposanue padomosl ¢ 00pAU|eHUAMU ZPAHCOAH

@opmbl  OOpallleHU: TPEUIOKEHUS, 3asBICHHS, KaloObl. PermameHTHpyrOmun
o0mIeoTpacieBoil JOKYMEHT, OMPEACTSIONINI MOPSA0K padOThl C ITUMHU TJOKyMEHTaMH (THIIOBOE
nojoxenue). OpraHu3alioOHHbIE MEPOTIPUATHUS: JTUYHBIA MMPUEM T'PaKJaH; MPUEM MUCbMEHHBIX

oOpalleHuii; JOKyMEHTHpOBaHUE oOpamieHnii. KOHTpOJIb 32 HCIIOTHEHUEM.

Homenknamypa oen
Homenknarypa nen: WMHIMBHAyallbHAs, CBOJIHAS, TUIIOBAas, IPUMEPHAs; UCIIOIb30BAHUE.

HOpMaTI/IBHBIe AOKYMCHTBI U MCTOAUYCCKHUEC MAaTCpHAJIbI 1JIs1 COCTABJICHUA.

Dopmuposanue oen
Haznauenne ¢opmupoBanust paen. HopmatuBHele pokymeHTsl. ['pynnupoBka jedn,
cnenuduka GopMUPOBAHUS OTIENbHBIX KaTeropuu nen. Bumael 1okyMeHTOB, popMUpYEMBIX B

neno. CucremaTtuzanus TokymMmeHToB. OdopmiieHne nen.

Xpanenue oen

[IpaBuna xpaHeHus el B CTPYKTYpPHBIX TMOAPA3JCICHUAX MPEANPUATHS. ApXuUB
npennpusaTus. ONTUMaNbHBIA CPOK HCIOIb30BaHUS JOKYMEHTOB B JEJNONpou3BoacTBe. Cpoku
xpaHeHus Jien. JIOKyMeHThI J0JArOBpeMEeHHOro xpaHeHus. [opsaaok yHMUTOKEeHUs JOKYMEHTOB.

Odopmienue nen 1uist apXMBHOTO XpaHEHUS; TIPUEM U Iepeaya Jiei B apXUB.

Paboma c 0okymenmamu, cooeprcauyumu KOMmep4ecKyo maiiny npeonpuamusi
Kondunennunansnas noxkymentupoanHas uHpopmanus. Lens u ycinoBus obGecnieueHus

COXPAaHHOCTH  KOH(MUICHIHMAIBLHOCTH  HA  MPEANPUATHH. OcoOenHoct  BeneHUs

JIeIONPOU3BOJICTBA, OOECIEUMBAIONIETO Y4E€T M COXPAaHHOCTh JOKYMEHTOB, COJIEpXKallux

KOMMCPUYCCKYHO TaﬁHy. OTBETCTBEHHOCTH 3a JAOKYMCHTBI.

OcHoenvle hynkyuu cekpemaps no odecneyeHuro 6€300KyMeHmMayuoOHH020 00CAYHCUBAHUA
oesamenbHOCmu pyKogooumes

OcymiecTBiieHHE AENOBBIX KOHTAaKTOB; y4acTHE B IOJATOTOBKE M NMPOBEIACHHUM JEJIOBBIX
Mmeponpustuil. [Tpuem nocerureneir. OpopmieHre koMmaHUpoBOK. PaKTOPHI, CIIOCOOCTBYOIINE

ONICPATUBHOMY U KAYCCTBECHHOMY BLIITOJIHCHHUIO pa60T.
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Tema. OcHOBBI peIaKTUPOBAHNS TEKCTOB U pedepupoBaHne MH(OPMALUH

OcHoeHble No10MCeHUSA CMUJIuCmuKu, J1IeKCUKUu u ([)pasewweuu

CoBpeMeHHBIN pPYCCKMM JMTEpaTypHBIH SI3bIK, CTUIM s3blKa. lloHATHE O Jekcuke u
¢dpazeomorun. MHoro3HayHOCTh ciioBa. [lapoHnMbl. CHHOHUMBL OMOHHUMBL. AHTOHHMBEI.
[Tneonasmel. TaBrosoruu. CMBICIIOBOM W CTHJIUCTHYSCKUNW OTOOP JIEKCHYECKHUX CPEICTB.

®paszeonorus AeI0BON PEUH.

Cneuuaﬂbnaﬂ JIEeKCUKQa. Tepjnuuwlozu}l

[lonaTe 0 TepMHHAaX W TEPMUHOJIOTMHU. TEpMUHONOIUS AEIIOBOM pedr; IPaBOIUCAHUE

TEPMUHOB.

Oduyuanvno-oenosoit cmusp
CrtuneBble 0COOCHHOCTH JIeJIOBOM MH(pOpMaIuu: A0KIaabl, pedeparsl, COOOIMEHHS U JIp.
[TuceMeHHast peds IeJI0BOTO CTHIISA. TEKCT CITy)KeOHOTO TOKYMEHTA.

CrnpaBouHBI€ U3JaHUS IO PYCCKOMY SI3bIKY M IIPAKTUYECKON CTHIINCTHUKE; IPUMEHEHUE.

OcHognvle nonoscenusn opgozpagpuu u mopghonozuu c Inemenmamu RPAKMUYECKol
CMUIUCIMUKU

TpynHble cmyyau HpaBOMUCAHUS CIOB. YMOTpeOlieHne MPOMUCHBIX OyKB: B Ha3BaHMSIX
NpeANpUITH,  yUIpexACHUH, (GUPM; B  HAMMEHOBAaHUAX JIOJDKHOCTEW, 3BaHWH; B
CJI0HOCOKpAILIEHHBIX CJIOBax U ab0peBuarypax; u np. [IpaBuina nepenoca cioB. YnorpebiaeHue
(¢hopM HMEH, CYyLIECTBUTENIBbHBIX IPUIAraTeNIbHbIX, YHCIUTEIbHBIX MECTOMMEHHI TIJaroJios,
MPUYACTUI JeenpryacTUii Hapeyrii B COOTBETCTBUUM C HOpPMaMH JIMTEPATYpHOTO S3bIKa U

CTHJIMCTHYECKUMH OCOOEHHOCTSIMH. HpaBI/ma ynOTpC6J'IeHI/I${ COIO30B U IMPCIJIOTOB.

Cunmakcuc c 3i1emenmamu npakmulteawﬁ cmuiucmuKku

I'maBHBIC YJICHBI MPpEATIOKCHUS: TIOJICKAIICC, CKAa3yeMOcC; CIIOCOOBI X BBIPAKCHHA.
CorjyiacoBaHHbIE M HECOTJIAaCOBaHHBIC OIIPCACIICHUA. BapI/IaHTBI CorjlaCoBaHus CKa3syeMoro ¢
noajiciKaliuM B TEKCTaX HOKYMCHTOB. anaBneHI/Ie; BLI60p (I)OpMBI B Oq)HHHaHBHO'I[CJ'IOBOM
CTHIIC. praBHeHI/Ie Ipu CUMHOHUMHUYCCKUX CJIOBAX. OI[HOCOCT&BHOG NMpEAJIOKCHUC B JIEI0BOM
peyu. O,Z[HOpOI[HBIe YWICHBI IIPEIJIOKCHUA B JIeIIOBOM peyu. BBogHpie clIOBa W BCTaBHBIE
KOHCTPYKIIMU B JIEN0BOM pcuu CHoxxHbIE CHHTAaKCHYECKHE KOHCTPYKIHUHU. HpHMaﬂ N KOCBCHHasd
pcyUb I[I/IaJ]OF. HpaBHna WHTOHAIIUN H O(bOpMJ'ICHI/IH ouTar. HapanneanHe CHHTAaKCHYCCKUC

KOHCTPYKLMH.



27

Texnuka pedakmupoeanus mexkcmoe

TexHuka npeaBapuUTENTLHOTO YTEHUS TEKCTa; MPOBEpKa (PaKTHUECKOTo MaTtepuaia. Bump
IIpaBKU TEKCTA; IPABKa-BbIUNTKA, IIPaBKa-COKpAIICHUE, KOMIUIEKCHasA. TeXHUKa MPaBKU TEKCTA.

KoppexrypHable 3Haku. PenaktnpoBanre pyKONMCHBIX MAaTEPUAIOB U JOKYMEHTOB.

Coop u peghepuposanue unghopmayuu

IMonck m cOop wuH(poOpMaIWM; MpEeaBAPUTENBHBIA aHAIW3. JTambl PabOTHI, MOPSIAOK
npoBeaeHusi. OcHOBHbIE TpeOoBaHMs K WHpOpManuu s pykoBoautens. Bumsl u popmer
npencraBienuss  uHopmauuu. COop  uHQopmanuMu B MOBCEAHEBHOW  paboTre ¢
KOPpPECIIOH/IEHIIMEH, NpU OOLIEHHH C TMOCETUTeNsIMH, 1o Tenedpony u ap. bubnmoreuxa
CeKpeTapsi; cocTaB OMOIMOTEYHOr0 MaTepuana; ucnoJsib3oBanue. PegepupoBannue nHpopmManuu.
Nudopmanmonno-o030pHeii  pedepar; mnpumepHas cxema pedepara; TpeOOBaHUA K
cocrapneHuto. OOmMe mnpaBwia W MOPSJIOK paboTel ¢ HMHPOPMAIMOHHBIMU H3JaHUSIMHU.

Cocrasnienue pedepaToB MO 33JaHHONW TEMATHUKE C YIETOM TpeOOBaHUN K HUM.

Tema. OcHOBBLI MEHEKMEHTA

Buowvt npeonpuamuii

OyHkuuu npeanpuaruii. Ctpykrypa npeanpusatiii. BHyTpeHHHE U BHEIIHUE CBS3U.

Ynpaenenueckan cmpykmypa npeonpusmus

OyHKIMM ynpaBlieHUs npeanpustueM. [IpuHIMN opraHuzanuyd BHYTPEHHEH CTPYKTYpbI

ynpasieHus. Meroap! ynpasieHus. CTpykTypa TpyI0BOTrO KOJIJIEKTUBA.

Tema(b1) 1JIs1 CAMOCTOATEILHOI0 U3Y4YeHHS (B TOM YK CJIe IPAKTUKYMA):

BLI6I/IpaeTC$I Ha YCMOTpPCHUC 11eAarora.

3.2.4. Jucuuniuna: JenoBas kyabtypa (20 u.)

Acmemuueckan Kynomypa

Octetnka. O6IaCTH HCTETHUECKON NESITEIBHOCTH YeJoBeKa. DCTETUUECKOE BOCIIUTAHHE.
Ponb McKyccTBa B 3CTETHYECKOM BOCHHMTAHUM, B (POPMHPOBAHUHU OOLIEH KyJIbTYpbl YeJIOBEKa.
OcTeTndyeckue  4YyBCTBA.  OCTETHYECKass  CIHOCOOHOCTb.  DcCTeTHuYecKass  MOTPeOHOCTb.
OCTEeTHYECKU BKYC.

Mopanbs. HpaBctBenHocth. lloBeneHue uenoBeka; mpaBwiia M HOPMBI. 3aBHUCHMOCTb
MOBEJICHUsI OT HPAaBCTBEHHBIX KauyecTB JMYHOCTH. HpaBcTBeHHBIE TpeOoOBaHHS K
npoeccuoOHATbLHOMY MOBEIEHHUIO CEKpPETapsl: BEXKIUBOCTb, TAKTUYHOCTh, JOOPOKENATEIbHOCTh
u gp. Otuker. Coeprl aedcTBus dTHKeTa. CiyKeOHBIN ITHKET: MOBEICHYECKHH M PEYEBOM.

Cetuker u ap.
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Ilcuxonozus oowenusn

OCHOBHBIC CBCIACHUA O HAYKC IICUXOJIOTHH. Ilomatue o ncuxuke. Ilcuxmueckue
MpOIIeCChl, CBOMCTBA. [Icuxudeckue cocTossHUS 4eloBeKa. [ICMXOJOTHS  JTUYHOCTH.
[Icuxomormdyeckne ocHOBBI oOmeHus. Ilcuxonornueckuii KoHTakT, JlemoBoe oOmeHHE C
IICUXOJIOTUYECKOH TOYKH 3pCHUA. ypOBHI/I 06HIGHI/I$I. KOMMyHI/IKaTI/IBHBIG YMCHHA W HABBIKH.

Kownrakr B 0011eHUH.

Kynemypa oowenusn o cpepe deamenvnocmu cekpemaps

Kommynukamus; a¢ddextuBHOoCcTh  aeiictBus. CpeactBa  BepOaIbHOro — OOIIEHUS.
HeepOanbubie cpenacTBa ooOmenns. ITUKET B AenoBoM ooOmennn. Ctum oomenus. OCHOBHbBIE
MpaBHUjIa TOBEJACHYECKOTO JTHUKETAa: TMPUBETCTBHS, 3HAKOMCTBA M Jp. HOpMBI OTHOIIEHWI B
KoyuiekTHBe. OTHONICHUS! PYKOBOAWTENS W TOJYMHEHHBIX; CyOopauHarms. MeXITMYHOCTHBIE
KOHTAaKkThl. OpraHu3amusi JelNOBbIX KOHTAKTOB. KOH(DIMKTHI, BUABI, TPUYHAHBI, CTPATETHUS

IIOBCICHHUA. MeTOJII)I MMpEOaO0JICHHUA KOH(i)J'H/IKTOB.

Hmuoxnc cexkpemaps

Cocrapstonye UMHIXKa, BHEIIHUNA 00JIMK, MaHEephl MOBEJICHUS, Peyb, yMEHUE 00IaThCs
c JmoapbMu. ['apMOHHMS [€MOBBIX M JMYHOCTHBIX XapakTepucTuk. CocCTaBisioNINe BHEUIHHM
OOJIMK JIEJIOBOTO YEJIOBEKA: KOCTIOM, MPHUYECKa, MaKWsDK, akceccyapbl. [lomsarus: "moma",

"ctrib", "BKyc", "uyBcTBO Mephl". JlenoBoit cTuik KocTioMa. OcaHka, MOXOKa, KECTHI.

Kynvmypa peuu

OcHoBHble TpeOOBaHUS K peYH: TOH, APTUKYJSILHS, MPOU3HOIICHUS, T'POMKOCTD,
TOYHOCTH B M0100pe cioB. PeueBoii 3TUKET B 1€7I0BOM OOIIEHUU. DIEMEHTHI PEUYE€BOT0 ITHKETA!
dbopMbl  OOpaieHusi, H3I0KEHHUS MPOCch0, BBIPAKEHUS  MPU3HATENBHOCTH, CHOCOOBI

APTYMCHTAILIUU B NCJIOBBIX CUTyallUAX U IP.

Kynemypa meneghonnozo pazzoeopa
OTuKeT B JeioBoM juanore mno TtenedoHy. TpeGoBaHHS K COAECPKAHHIO JEIOBBIX
Tene(OHHBIX Pa3rOBOPOB; OCHOBHBIE 3JIeMEHTHI Auajiora. CTpyKTypa U CTUIb Tele(OHOTPaMMBI.

TpeboBanMs K YaCTHBIM pa3roBopam Mo Tese(oHy B IEIOBON 0OCTaHOBKE.

dmukem ¢ 0e106011 nepenucke
TpebGoBaHusT K TEKCTy AENOBOTO MUChMa: 00BEM, TOH, Jekcuka u ap. OOmenpuHsaTas
dopma nemoBoro mucbMa. CTWIIB JENOBOTO muchMa. [IpaBuiia cOCTaBICHHUS U OTIPABICHUS

JACITOBBIX ITUCEM. Ceruker. HpaBI/IJ'Ia O(I)OpMJ'ICHI/ISI OJICKTPOHHOTI'O MM ChMaA.
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Buzummnuvie Kapmo4Ku

Busurneie KapTO4KH, UX Oq)OpMJ'IeHI/Ie 1 HUCIIOJIb30BAHUC B ACJIIOBBIX OTHOIICHUAX.

Texnuxa eedenusn u ImuKem 0en060i Heceovl
CymHocThs nenoBoil Oecenpl. Bunel 6ecen. IloaroroBka Oecenpl. CTpykTypa nenoBOM

Oecenpl. MeToTbI, UCTIONB3YEMbIE Ha Pa3HBIX dTAlax JIEI0OBOM Oecebl. DTUKET JCIIOBOM OSCe/IbI.

/lenoeoii npomoxon

Omnpenenenre MoHATUS "NEIOBOM MPOTOKOJ"; €ro pojb B MPOBEIEHUU JEJIOBBIX BCTPEY
(meperoBopoB, npueMoB). OOEenpUHITbIE POPMBI TPOTOKOIBHBIX MEPOIPHUATHHA, TOPSAOK UX

opranu3zanuu. TpeOoBaHUS 3TUKETA K IIPOBEIEHUIO IPOTOKOJIbHBIX, MEPOIIPUSATHI.

Ilpasuna cepeuposku uaithozo (kogeiinozo) cmona

Koraa u xoMy MOXHO NpeanoXuTh HanuTKu. Kak nmpaBuibHO MojaaBath kode U 4ail Ha

nenoBoit Betpeue. [IpaBuna cepBupoBKH YaiiHOTO (KO(EHHOTO) CTOIA.

Hpaeuﬂa npuzcomoejieHusa u nooauu 20pAYUX HANRUMKOB U 3AKYCOK K HUM

Kakum o00pa3zom HEOOXOOUMO TMOATOTOBUTH M TMOJaTh YrolieHWE B KaOWHETE

PYKOBOOMTEIIA, HAa JCJIOBBIX BCTPECUaXx.

Humepuvep padbouezo nomewenusa Kaxk 00aacmsb 0106020 ymuKema
TpebGoBanusi K opraHuzanuu O(QOPMIIEHUIO HHTEpbepa pabouero MOMEIICHUS:
OCBellleHue, LBeT, oducHas MeOelnb, JAeKOopaTHBHBbIE 3JeMeHThl U ap. [IpaBuia coaeprkaHus

MOMEIIEHUN U paboyero Mecta CeKpeTaps U pyKOBOAUTENSI PUPMBIL, IPEANIPUATHS WU AP.

Tema(bl) /151 CAMOCTOSITEILHOTO U3Y4YeHHS (B TOM YK CJIe IPAKTHKYMA):

BLI6I/IpaeTC$I Ha YCMOTpPCHUEC 11earora.
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3.3. IliianupyeMsblie pe3yJabTaThl

3.3.1. [lnaHupyemble pe3yabTaThl 00y4eHHs MOC/Ie H3YYeHHs
AUCUMIIMHBL: TeXHuKa MalIMHONUCH

OO0yuaromuiicst 10KEH:

v’ 3HATH:

e IpaBMJIa TEXHUKHU 0€30MIaCHOCTH TPY/Ia;

e OpraHu3anuo pabovero Mecra Mpy MAIIMHOTIMCHBIX paboTax;

e 001ITME TIPaBUIIa PaOOTHI HA MUIIYIIEH MAIIMHE U KOMITBIOTEPE U YXO/I 32 HUMH;

e TCOPUIO U TEXHUKY MUChMa Ha MUNIIYIIEH MaIlliHE U KOMITBIOTEPE;

e «CJICTION» JeCATUTIATBIIEBBIA METO/I II€YaTH Ha KJIABUATYPE C PYCCKUM HIPUPTOM;

e KJIEPHOE MHCHMO;

e opopMIICHHE MAIIMHOMUCHBIX pabOT: 3HAKOB TMPENUWHAHUS, TEKCTa, CHOCOK,
MpUMEUYaHUH, TAOJIUII TPOCTHIX M CIIOKHBIX, C MMOJKICHKOHN, JUarpaMM, CXeM | Jip.

v ymern:

e IPaBUJILHO OPOPMIIATH TEKCTHI (OOBIUHBIE U PYKOIIUCHBIE);

e 0pOpMIIATH TAONHIBI TPOCTHIC, CIOXKHBIE, C TOAKJICHKOHN, JUarpaMmMou; pyOpHKH;
CXEMBI;

e BJIAJIETh «CIJICMIBIMY» JECATUIAIBIEBBIM METOJOM I€YaTH Ha KIAaBUAaType C PYCCKUM
mpudToMm;

e BJIAJICTh KJIIEPHBIM METOJIOM IHUCHMA;

e [ICYATaTh IO JUKTOBKY.

3.3.2. [Inanupyemble pe3yJabTaThl 00yUYeHUS MOCJIe H3YUYEeHUs
AUCHHIIMHBL: Oprann3anuoHHasl TEXHUKA U HHPOPMALHOHHBIE
TEXHOJIOTHH B 1€JIONPON3BOICTBE

OOyuaromuiics 10 KeH:

v’ 3HATh!

e OPraHMU3alMOHHYIO TEXHUKY: ONPEeNICHHs, Ha3HauYCHHE, KIacCUPHUKAIIHIO.

e HH(OPMAIIMOHHbBIE TEXHOJIOTUH B JIEIOTPOU3BO/ICTBE:

e IPUKJIQJIHOE TPOrpaMMHOe oOecrieyeHue [uis pabOThl CeKpeTapsi: TEKCTOBBIM
nporeccop WORD, snextponnyto tabnuny Excel, npesentannonnyto nporpammy PowerPoint.
Ux QyHKIMOHANbHBIE BO3MOXKHOCTH, MOPSIIOK M TMPUEMBI BBINOJHEHUs omnepauuidl. CtuieBoe
¢dopmaTtupoBanue. [Ipumenenue mabIOHOB NMPU CO3/IaHUM JTIOKYMEHTOB. KOMMbIOTEpHBIE CETH.
Wutepner. Cucremy nepefayu 3JI€KTPOHHBIX COOOIIEHUH, 3JIEKTPOHHYIO MOYTY. ApPXHUBATOPHI.

AHTI/IBI/IpyCHBIe IporpaMmsli. CoBMecTHOE CO3JaHUC U PCAAKTUPOBAHUC NOKYMCHTOB.



31

v ymerh:

* [10JIb30BaThCS IEPCOHAIILHBIM KOMIIBIOTEPOM U APYTrOi OPrTEXHUKOM;
e 00pabaThIBAaTh TEKCTHI C IOMOIIBIO TEKCTOBBIX PEIAKTOPOB;

e CO3/1aBaTh IA0JIOHBI JOKYMEHTOB;

e 00pabaTbIBaTh JAHHBIE C IOMOILBIO AIEKTPOHHBIX TAOJINILL;

e CO3/1aBaTh MPE3CHTAIINY;

e paboTaTh C ANEKTPOHHOU MTOYTOH;

e APXUBUPOBATH JOKYMEHTHI,

® COBMCCTHO CO3aaBaThb U pCAAKTUPOBATH JOKYMCHTEI.

3.3.3. [lnanupyemble pe3y/abTaThl 00yUYeHUS MOCJIe H3YUYeHHUS TUCIUNIINHBI:
JloKyMeHTbI, KOPPECTIOHAEHIIUSI H JIeJIONPOU3BOJACTBO

OO0yuaromuiics T0KEH:

v’ 3HATH:

* CTPYKTYPY ¥ QDYHKIIUH OpTaHU3aINH, IPENPHSITHS;

e HOPMATHBHBIE IIPABOBbIE aKThI, HHCTPYKINH 110 BEJCHUIO JICIOTIPON3BO/ICTBA;

e CTAHAAPTHl  YHH(UIMPOBAHHON  CHCTEMBI  OPraHH3AIMOHHO-PACHOPSIUTEIEHON
TOKYMEHTAIIH;

¢ OCHOBHBIE  (YHKIMHM TIO  JOKYMEHTAMOHHOMY ¥  0€3J0KyMEHTallHOHHOMY
00CITy’)KMBaHUIO OPTaHU3AINHU U AESTEILHOCTH PYKOBOUTEIIS,

v yMeThb:

e COCTaBIIATh U O(OPMIIATH TOKYMEHTHI B COOTBETCTBHHU C TpeboBanusmu ['OCT;

e IPUHUMATh M PETUCTPUPOBATH KOPPECTIOHJCHIMIO, HAIPABIATH €€ B CTPYKTYPHBIC
M0JIpa3/IeICHUS;

e IIepe/iaBaTh JOKYMEHTHI B COOTBETCTBUU C PE3OJIOIMEH PYKOBOJUTEIS IPEANPUATHS Ha
UCTIOJIHEHUE, OPOPMIIATH PETUCTPALMOHHBIE (DOPMEI;

e BECTH KapTOTEKY y4eTa MPOXOKACHHS JOKYMEHTAIbHBIX MAaTEPHAIIOB;

e BECTH YUeT MOJIy4aeMON U OTHPaBIsIEMOI KOPPECTIOHACHIIUH;

eBECTH pabOTy MO CO3JIaHHIO CIPABOYHOIO ammapara Mo JOKyMEHTaM, O0ecHeyuTb
yIOOHBIN U OBICTPBIH UX MOKCK;

 [IOJITOTABIMBAaTh M CIaBaTh B apXHB NPEANPUATHS JOKYMEHTAJIbHBIE MaTepHalbl,
3aKOHYEHHBIE JICJIONPOU3BOJICTBOM, PETUCTPALIMOHHYIO KapTOTEKY MM KOMIBbIOTEpHbIE OaHKU
JTaHHBIX;

¢ COCTaBIATh ONHUCH JIeJ, IepeaBacMbIX Ha XpaHEHHE B apXuB, OOecreynBaTh

COXPaHHOCTb HpOXOI[ﬂIJ_ICﬁ CJ'Iy>K€6HOI71 AOKYMCHTAILIUH,
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3.3.4. [lnaHupyemble pe3yabTaThl 00y4eHHs MOC/Ie H3YYeHHs
AUCHUILTUHBL: Jles10Basi KyJbTypa

OOyJaromuiics JOJKEH:

v’ 3HATH:

e OCHOBBI JICJIOBOTO ITHKETA;

v ymern:

e IPaBWJIBHO CO3/1aBaTh UMUK CEKpETapsl U OpraHu3alny,
e BJIaJICTh KYJIBbTYpO# TelIe(h)OHHOTO Pa3roBopa;

e [IPABUJIbHO IMOJIB30BATHCA BUSUTHBIMU KAPTOYKAMU,

e COOMIONATH AETOBOM TPOTOKO.
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3.4. MarepuajibHO-TeXHUYECKHE YCJIOBHS pPeaJM3aluy porpaMmmMbl

3.4.1. Iucuunimna: Texauka mammuaonucu (50 4.)

HaunmeHnoBanue oﬁopynonaﬂnﬂ, MmporpaMMHoOro odecreyeHus
Ne Tema ®opma 3aHATHS MeTtoabl 00yueHust JAumakTudeckui dopma noaBeAeHUs
MaTepuaJl HTOI'0B
1 mosyroame nepBblii rox
1. | be3zomacHocts Tpyna. Iloxapnas WucrpykruBnas yekiusa- | OObSICHUTENbHO- WHcTpykuuuy, naMsTKy, Omnpoc
0e301acHOCTb. AYTOTPEHUHT, THMHACTHKA Gecena WLTIOCTPaTHBHBIH, pa3naTouHbIM MaTepual
IUIA PYK, r1a3 u ap. Opranusanus padbodero PEeNPOAYKTUBHBIH,
MecTa IPYU MAIIMHOIMCHBIX paboTax. MpaKTUIECKUH
2. | OGiue npaBuia pabOTHI HA MULIYIIEH KomOuHIpoBaHHBIN OOBsACHUTENBHO- PaznaTounslii MmaTepuain Omnpoc
MAILMHE U KOMIIBIOTEPE. Y X0 33 NUILIYLIEH WJUTIOCTPATUBHBIH,
MAILMHON U KOMIIBIOTEPOM. PENPONYKTUBHBIM,
MIPAKTUYECKUN
3. | «Cremoit» necarunanblieBblif MeTon edatn | KomMOuHMpOBaHHBIN OOBsACHUTENBHO- PaznaTounslii MmaTepuai, Omnpoc, mpakTudeckas pabota
Ha KJIaBUAType C PYCCKUM IIPUPTOM. WUTIOCTPaTHBHBIH, cxema
OCHOBHOM, BEpXHUH U HIDKHUH PSABI PENPONYKTUBHBIM,
KJIaBUATYPBI. MIPAKTUYECKUN
4. | OcBoeHre IpUEeMOB TEXHUKH ITUChMa Ha IIpaktukym IIpakTryeckuit Paznatounsiii MmaTepuan, [IpaxTrgeckas paborta
KJIaBUATYype C PYCCKUM MIPH(PTOM: OCHOBHOM cxema
PS KIIaBUATYPBI.
5. | OcBoeHHe MPHUEMOB TEXHUKH MICEMa Ha IIpakTtukym IIpakTryeckuit Paznatounsiii MmaTepuan, [IpaxTrgeckas pabota
KJIaBHATYpE C PyCCKUM MIPH(TOM: BEpXHHUH cxema
PSI KITaBUATYPBI.
6. | OcBoeHue MPHEMOB TEXHUKH IIFICEMa Ha IIpaktukym IIpakTryeckuit PaznaTounsiii MmaTepuan, [IpakTrdeckas paborta
KJIaBHATYpE C PYCCKUM HIPU(TOM: HIKHUH cxema
PSI KITaBUATYPBI.
7. | OrpaboTka ABHTraTEeNbHBIX HABBIKOB ITPH [pakTikym [pakTiuecknit Paznarounsnii Mmatepunain IMpakTrueckas pabora, 3amep
OCBOEHHH KJIaBHATYPHI. 3aMepbl CKOPOCTH.
8. | OrpaboTka ABHTaTENHHBIX HABBIKOB ITPH [pakTikym [pakTiuecknit Paznarounsiii Mmatepualn IMpakTrueckas pabora, 3amep
OCBOEHHH KJIaBUATYPHI. 3aMepbl CKOPOCTH.
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HaumenoBanue oﬁopynonamm, MmporpaMmMHoOro o0ecneyeHus

Ne Tema dDopMa 3aHATHSA MeTtoabl 00yueHust JnpakTudecKu i dopma noaBeAeHUs
MaTepuajl HTOTOB
9. | Orpaborka ABHraTeNbHBIX HABBIKOB ITPU ITpaxkTukym ITpaxTryeckuit PaznaTounslii MmaTepuan [Mpakrrueckas pabora, 3amep
OCBOCHMH KJIaBHATYPBI. 3aMepbl CKOPOCTH.
10. | OtpaboTka IBUraTENbHBIX HABBIKOB IPU ITpaxkTukym ITpaxTryeckuit PaznaTounslii MaTepuan [Mpakrrueckas pabora, 3amep
OCBOEHMH KJIaBHATYPHI. 3aMepbl CKOPOCTH.
11. | OtpaboTka nBUraTENbHBIX HABBIKOB IPH IIpakTukym IIpakTuueckuii Pa3znaTounslii MaTepuain [pakTyeckas pabora, 3amep
OCBOCHHH KJIaBUATYPHI. 3aMepbl CKOPOCTH.
12. | OTtpaboTka IBUraTeNbHBIX HABBIKOB IPH IIpakTukym IIpakTuueckuii Pa3znaTounslii MaTepuain [pakTyeckas pabora, 3amep
OCBOCHHH KJIaBUATYPHI. 3aMepbl CKOPOCTH.
13. | [IpaBuna opopmieHus 3HaKoB npenuHanus, | KomOuHMpOBaHHbII OOBsACHUTENBHO- PaznaTounsnii MmaTepua Kaprouku-3aganus,
npsiMasi peyb, LIUTATHI, UCIOIb30BAHHE WLTIOCTPaTHBHBIH, IpakTHyeckas pabora
cokpamenuit. CriocoObl UCTIpaBIICHUS PENPONYKTUBHBI,
OLIHOOK. MPaKTHYECKUI
14. | [IpaBuna HamwMCaHUs MaTEMATHICCKAX KombunmnpoBaHHIi OOBICHUTEIBHO- Pa3naTounsrii MaTepuai Kaprouku-3aganus,
CUMBOJIOB U (bOpMyn, reorpauIecKux WUTIOCTPATUBHBIH, mpakTuyeckas padora
0003HAYeHHUH, YNCIUTETBHBIX H PeTIPOAYKTHBHBIH,
CIIOJKHBIX IpUJIaraTelbHbIX. TpaKTHACCKHIHI
15. | Odopmitenre TEKCTOB ¢ KombunmnpoBaHHBIi PenponykTuBHBbIi, PaznaTounsiii MmaTepran [Mpaktuyeckas padora
MaTeMaTHYECKUMHU CHMBOJIAMH U TMPAKTHIECKHH
(dhopmynamu, reorpaduIecCKUMA
0003HAYCHUSAMHY, YUCITUTETFHBIMA U
CIIOJKHBIMU ITPUJIAraTEIbHBIMU.
16. | 3aronoBku u mom3aroioBku. CrocoOs! Komb6uamp oBaHHBIH OOBSCHUTENBEHO- PaznaTounsnii MaTepuain Tecr, mpakTuueckas pabora
BBIJICTICHUS B TEKCTE. WILTIOCTPaTHBHBIH,
PENpPOAYKTUBHBIH,
MIPAKTUYECKUN
17. | CHocku, mpuMedaHusl. KombOuHMp oBaHHBIH OOBSCHUTENBEHO- PaznaTounsnii MaTepuain Tecr, mpakTuueckas pabora
WILTIOCTPaTHBHBIH,
PEenpOIyKTHBHBIMH,

MPaKTHYECKUI
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HaumenoBanue oﬁopynonamm, MmporpaMmMHoOro o0ecneyeHus

Ne Tema dDopMa 3aHATHSA MeTtoabl 00yueHust JnpakTudecKu i dopma noaBeAeHUs
MaTepuajl HUTOIrOB
18. | IleuaTanue Texcra ¢ konusamu. [leqaranue KomOuHMpoBaHHBIH OOBSCHHUTEBHO- Pazparounslit maTepuan Omnpoc, mpakTH4eckas padora
TEKCTa C BYX CTOpoH nucta. Hymeparms WILTIOCTPaTHBHBIH,
ctpanul. IleyaTanue TekcTa Ha TMHOBaHHON PETpOyKTUBHBIH,
oymare. TUTynbHBIN JIUCT, OHOIHOrpadus. MIPAKTUYECKUI
19. | OdopmIienue TEKCTOB ¢ IBYX CTOpOH ucta | KomOuHMpOBaHHbII PenponykTuHbI, Pa3znaTounslii MaTepuain [pakTryeckast paboTa
¢ HyMepalel CTpaHHLl, 3ar0JIOBKaMH, MPaKTHYECKUIt
BBIACJIICHUEM, TPUMECYAHUEM U CHOCKAMU.
20. | 3auer mo gucrumuHe «TexHUKa Tect, npakTudeckoe 3ajaHue
MaIIMHOITUCU»
2 mosryroame nepBbli o
21. | Iucemo Tekcra ¢ U poBbIM U KomOuHMpoBaHHBIN PenponykTuBHbIN, Pa3patounslii maTepuain [Mpakruyeckas padora
(OpMyYIIBHEIM MaTEPUATIOM. MpaKTUIECKUH
22. | Pybpuxn, cmcku. TaGymsius. KomOuHupoBaHHbIH OO6BsCHUTENBHO- Pasmarounslii Mmatepuan Ornpoc, NpaKkTHYECKOE 3aJaHHE
WILIIOCTPATHBHBIMN,
PENPONYKTUBHBIM,
MIPAKTUYECKUN
23. | IIpaBuia opopmieHus cxeMm. Komb6unmnpoBaHHBIi PenponykTuBHBIi, Paznatounsiii MmaTepuan [Mpaktryeckas padora
MPAKTUYECKUNA
24. | Tabnuusr. [IpaBuna opopmiteHus 1 KombuampoBaHHBIH OOBsCHUTENBEHO- PaznaTounsiii MmaTepuan TecT, npakTU4ecKoe 3aJaHue
COCTaBJIEHUSI POCTHIX TAOJIHII. WLTIOCTPaTHBHBIH,
PENpPOAYKTUBHBIH,
MIPAKTUYECKUN
25. | Odopmienue mpocThIx Tabmwi Ha mumnymet | KomOuHMpoBaHHBIH PenponykTuBHEIHA, PaznaTounsnii MaTepuain [IpakTrdeckas paborta
MAallLIMHE. MPaKTUYECKUN
26. | Odopmaenne nmpocTsIx TabIHIl HA KomOuHMp 0BaHHbIH PenponykTuBHBIH, Paznmarounsrii Mmarepuan ITpakTrueckas padbora
KOMIIBIOTEPE. MPaKTUYECKUI
27. | OrpaboTka ABUTATETHHBIX HABBIKOB IIPH [pakTrkym [pakTiuecknit Paznarounsiii Mmatepunain IMpakTrueckas pabora, 3amep
OCBOEHHH KJIaBHATYPHI. 3aMepbl CKOPOCTH.
28. | OrpaboTka ABUTATETIHHBIX HABBIKOB IIPH [pakTrkym [pakTiuecknit Paznarounsiii Mmatepunain IMpakTrueckas pabora, 3amep

OCBOCHHHU KJIaBHUATYPbI. 3aMCpBI CKOPOCTH.
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HaunmeHnoBanue oﬁopynosaﬂml, MmporpaMmMHoOro odecreuyeHus
Ne Tema ®opma 3aHATHUA MeTtoabl 00yueHust JnpakTudecKu i dopma noaBeAeHUs
MaTepuajl HTOTOB
29. | OrpaboTka ABHUTaTEIHHBIX HABBIKOB IIPU ITpaxkTukym ITpaxTryeckuit PaznaTounslii MmaTepuan [Mpakrrueckas pabora, 3amep
OCBOCHMH KJIaBHATYPBI. 3aMepbl CKOPOCTH.
30. | 3ader no pucuumnnuze «TexHuka TecT, mpakTHYECKOE 3aaHKE
MAaIIUHOIIUCH)
1 mosyroaue BTOPOii rox
31. | Auarpammsl. KomOuHMpoBaHHBIN OOBsICHUTENILHO- Pa3znaTounslii MaTepuall, Omnpoc, mpakTH4ecKoe 3aJaHne
HJ'[HIOCTpaTHBHBIﬁ, Mpe3CHTalA
PENPOAYKTUBHBIN,
MPAaKTUYECKUI
32. | Odopmienue npocTeix TaOIHUIL C KomOunMpoBaHHBIN PenponykTuBHbIN, Pa3patounslii maTepuain [Mpaktuyeckas padora
JarpaMMou. IIPAKTUYECKUN
33. | Tabnuus. [IpaBuna opopmieHus u KombunmnpoBaHHBIi OOBsACHUTENBHO- Pa3naTounsrii MaTepuain [Mpaktryeckas padora, ompoc
COCTaBJICHUS CIIOKHBIX TAOJIHII. WLTIOCTPaTHBHBIH,
PENPONYKTUBHBIM,
MIPAKTUYECKUN
34. | OdopmiieHue ClOXKHBIX TaOIUIl HA Komb6unmnpoBaHHBIi PenponykTuBHBIi, Paznatounsiii MmaTepuan [Mpaktryeckas padora
KOMIIBIOTEPE. MPAKTUYECKUNA
35. | Odopmienue Tabnuil ¢ TEKCTOM, KombuampoBaHHBIH PenponykTHBHEIH, Pa3naTounslii MaTepua [IpaxTrgeckas pabota
JUarpaMMou. MPAKTUYECKUNA
36. | Odopmienue TabIuIl ¢ TOAKICHKON. KombuampoBanHBIi PenponykTHBHEIH, Pa3naTounsnii MaTepuai [IpaxTrgeckas pabota
MPaKTUYECKUN
37. | OTtpaboTka IBUTATENBEHBIX HABBHIKOB IIPH IIpaktukym IIpakTryeckuit PaznaTounsiii MmaTepuan [Ipaxrrdeckas padora, 3amep
OCBOEHHH KJIaBUATYPHI. 3aMepbl CKOPOCTH.
38. | OTtpaboTka IBUTATENBEHBIX HABBHIKOB IIPH IIpaktukym IIpakTryeckuit PaznaTounsiii MmaTepuan [Ipaxrrdeckas padora, 3amep
OCBOEHHH KJIaBUATYPHI. 3aMepbl CKOPOCTH.
39. | OrpaboTka ABHUTATETIHHBIX HABBIKOB IIPH [pakTikym [pakTiuecknit Paznarounsiii Mmatepualn IMpakTrueckas pabora, 3amep
OCBOEHHH KJIaBUATYPHI. 3aMepbl CKOPOCTH.
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HaumenoBanue oﬁopynonamm, MmporpaMmMHoOro o0ecneyeHus

Ne Tema dDopMa 3aHATHSA MeTtoabl 00yueHust JnpakTudecKu i dopma noaBeAeHUs
MaTepuajl HUTOIrOB
40. | 3ader no mucuuminHe « Texnuka TecT, npakTHYECKOE 3aJaHUE
MAIIMHOITICH
2 mosayroaue BTOpo¥ rox
41. | «Cnenoit» necsatunaibleBblii MeTo/ redati Ha | KoMOWHHMpOBaHHEIH OOBsICHUTENBHO- Pa3naTounslii Matepuan Omnpoc
KJIaBHAType C JATHHCKUM IIPUPTOM. WJLTIOCTPATHUBHBIH,
OCHOBHOM, BEpXHUM U HIDKHUH PsIIIbI PenpONyKTUBHBIH,
KJaBuaTyphl. KiiepHoe nucemo. MPaKTUYECKUI
42. | OcBoeHHE MPHUEMOB TEXHUKHU THChMA Ha IIpakTukym TIpakTudeckuit Paznatounsiit Matepuan [paktuueckas pabora
KJIaBHAType C JATUHCKUM IIPU(PTOM: OCHOBHOM
psia knaBuatypsl. KiiepHoe nucemo.
43. | OcBoeHHE MPHUEMOB TEXHUKH MMHUChMA HA IIpakTukym TIpakTudeckuit Paznatounsiit Matepuan [paktuueckas pabora
KJIaBHAType C JATUHCKUM IIPUGDTOM: BEpXHHUH
psa knaBuatypsl. KiilepHoe nucemo.
44, | OcBoeHHE MPHUEMOB TEXHUKH MMHUChbMa HA IIpakTukym IIpakTudeckuii Pazngatounsiit matepuan [paktuueckas pabora
KJIaBHATypE C JATUHCKUM IIPUGPTOM: HIKHUH
psa knaBuatypsl. KiiepHoe nucemo.
45, | OtpaboTka ABUraTEIbHBIX HABBIKOB MPH IIpakTukym IIpakTudeckuii Pazngatounsiit matepuan [pakruueckas padora, 3amep
OCBOEHHH KJIaBHATYphl. 3aMepbl CKOPOCTH.
[lewats mox AMKTOBKY.
46. | OtpaboTka ABUraTEIbHBIX HABBIKOB MPH IIpakTuxym IIpakTuaecknii Pazgarounsiit matepuan [pakruueckas pabora, 3amep
OCBOCHHH KJIABUATYPhL. 3aMepbl CKOPOCTH.
Ilewats mox AMKTOBKY.
47. | OtpaboTka ABUraTEIbHBIX HABBIKOB MPH IIpakTuxym IIpakTudecknii Pazgatounsiit matepuan [pakruueckas pabora, 3amep
OCBOCHHH KJIABUATYPBL. 3aMepbl CKOPOCTH.
Ilewats mox AMKTOBKY.
48. | OtpaboTka ABUraTEIbHBIX HABBIKOB MPH IIpakTuxym IIpakTudecknii Pazgatounsiit matepuan [paktuueckas pabora, 3amep
OCBOCHHH KJIABUATYPBL. 3aMepbl CKOPOCTH.
Ilewats Mo AMKTOBKY.
49, | OtpaboTka IBHUTATEIBHBIX HABBIKOB MPH IIpaxkTukym IIpaxTuyeckuii Pazpgatounsliii MaTepuan INpaxtideckas pabota, 3amep
OCBOCHHH KJIABUATYPHL. 3aMepbl CKOPOCTH.
[leuaTs MOJ TUKTOBKY.
50. | 3auer mo mucummuinae «Texamnka IMpaktuyeckas pabora

MAalIHOITACH )
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3.4.2. Iucuunimaa: OpraHn3anMoHHAasl TEXHUKA U MH(POPMallMOHHbIE
TeXHOJIOruHM B AesionpousBoacrse (40 4.)

HaumenoBanue oﬁopynonaﬂnﬂ, MnporpaMMHoOro o0ecneyeHus

No Tema ®opma 3aHATHA MeTtoabl 00yueHust JnpakTudecKui dopma noaBeAeHUs
MaTepuajl HTOTOB
1 moyroame nepsblii rox

1. BBenenue: cpencTBa OprreXHUKH, Kom6unmnp oBaHHbIN OOBSCHUTENBHO- Pa3pgaTouHslili MmaTepuan, onpoc
orpesielieHue, Ha3HaYeHHe, KIIaCCU(PUKALIHS. WIITIOCTPaTUBHBIN Npe3eHTalus

2. [Tomerenue aj1st YIpaBIeHYECKUX CIYXKO 1 KomOunMpoBaHHBIN OOBsICHUTENLHO- Pa3znaTounslii MaTepuall, onpoc
€ro OCHalIECHUE WLTIOCTPATHBHBIN Ipe3eHTalus

3. | CpencrBa miist COCTaBICHUSI OPUTUHAJIOB KomOunIpoBaHHBIN OOBsACHUTENBHO- PaznaTounslii MmaTepual, orpoc
TEKCTOBBIX JIOKYMEHTOB. WLTIOCTPaTHBHBIN Ipe3eHTalus

4. | CpencrtBa KOMUPOBAHUS U ONEPATUBHOTO KomOuHIpoBaHHBIN OOBsACHUTENBHO- PaznaTounslii MmaTepual, orpoc
pa3MHOXKEHUs JoKkyMeHToB. CpencTea WLTIOCTPaTHBHBIN Ipe3eHTalIus
TUPAKUPOBAHUSI JOKYMEHTOB.

5. | CpencrBa s 00pabOTKH JOKYMEHTOB. KombunmnpoBaHHBIi OOBsACHUTENBHO- Pa3natounsnii MaTepual, orpoc
CpenctBa cBs3u. JJukTohoHHAS TEXHUKA. WUTIOCTPaTHBHBIN Mpe3eHTalHs, SKCKypCus
BeruncnuTenbHble CpeaCTBa.

6. | KonrtponpHas pabora o teme TecT
«OpraHn3anoHHast TEXHUKA

7. Beenenue. [IpuxianHoe nporpaMMHOE KombuampoBaHHBIH OOBsCHUTENBEHO- Paznatounsiii MmaTepuan, Kaprouku-3ananus
obecrieueHne Ui paboThl CEKpeTaps. WLTIOCTPaTHBHBIH, Mpe3eHTaIys
TexcroBeiit mporreccop WORD: PENpPOAYKTUBHBIH,
(YHKIIMOHAIEHBIE BO3SMO)KHOCTH. MPaKTHIECKUH

8. TexcroBsiii mponeccop WORD: mopsimok u Komb6uamp oBaHHBIH PenponykTUBHBIH, PaznaTounsiii MmaTepuan Kaprouku-3ananus
MIPUEMBI BBITIOJTHEHHS ONEpaLui. MPaKTUYECKUN

9. | Bemomnaenue pabot mo obpabortke KombOuHMp oBaHHBIH PenponykTuBHEIH, PaznaTounsnii MaTepuain [IpaxTryeckoe 3aganne
JOKYMEHTAIUH B TEKCTOBOM IPOLIECCOPE. MPaKTHIECKUH
OdopmiieHne yka3aTesel, Ha Ivcei.
3auer no gucnumunHe « OpraHu3anuoOHHAS

10. | TexHUKa ¥ MH(POPMAIIOHHBIE Tecr

TCXHOJIOI'MU B JCITOIMPONU3BOJACTBE)
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HaumenoBanue oﬁopynonalmﬂ, NnporpaMmMHoOro o0ecneyeHus

Ne Tema dDopMa 3aHATHSA MeTtoabl 00yueHust JnpakTudecKu i dopma noaBeAeHUs
MaTepuajl HTOTOB
2 nosayroame nepBblii o

11. | Bomonnenune pador no oopadoTke KomMOuHMpoBaHHEIH PenponyxTuBHBI, PaznaTounslii MaTepuan IIpaxTuyeckoe 3aganue
JOKYMEHTAI[MH B TEKCTOBOM IPOLIECCOpE. MIPAaKTUYECKUI
OdopmiieHue 3arojaoBKa CTeHA.

12. | Boinonnenue pador nmo o06padboTke KomOuHMpoBaHHBIN PenponykTuBHbI, Pa3znatounslii MaTepuain [TpakTuueckoe 3ajaHue
JOKYMEHTAI[MH B TEKCTOBOM IPOIIECCOpE. MPAaKTUYECKUI
OdopmiieHre HHGOPMAITMOHHBIX JTUCTOB IS
CTeHa.

13. | Dnexrponnas Tabmuna Excel: KomOuHMpoBaHHBIN PenponykTuBHBIH, PaznaTounslii MmaTepuan Omnpoc, mpakTU4ecKoe 3aJaHne
(YHKIMOHAIEHBIE BO3MOXKHOCTH MpaKTUIECKUH
AJIEKTPOHHO# TaOIUIpbI.

14. | BbinonHenne paboT B 2IEKTPOHHOM KomOuHIpoBaHHBIN PenponykTuBHbIN, Pa3patounslii maTepuain [IpakTuueckoe 3ananue
Tabnuie: opopmileHHE TeKCTa, TaOIHIL, MPaKTHYECKUI
JMarpaMm.

15. | Dnexrponnas Tabnuna Excel: nopsaok u KombunmnpoBaHHIi PenponykTuBHBIi, Paznatounsiii MmaTepuan Tect, npakTU4ecKoe 3aJaHue
NIPUEMBI BBITIOJTHEHHS OlEpaLuil. MIPAKTUYECKUN

16. | BbinonHenne paboT B 3IEKTPOHHOM KombunmnpoBaHHBIi PenponykTuBHBIi, PaznaTounsiii MmaTepuan [IpakTuueckoe 3ananue
Tabmuie: opopMIleHHnE TEKCTa, TAOIHII, TIPAaKTUIECKUN
JarpaMM, CapKiIaifHOB; IPOCTHIE
BBIYHUCIICHHS.

17. | KonrponrHas pabora mo Teme [IpakTuueckoe 3ananue
«nexrponHas Tabnuma Excel»

18. | Komnsrorepusie ceru. UnTepHerT. Komb6uamp oBaHHBIH PenponykTUBHBIH, PaznaTounsiii MmaTepuan, Tect

MPaKTHIECKUH Mpe3eHTaIus

19. | Cucrema mepemayn 371€KTPOHHBIX KomOuamp oBaHHBIH PenponykTUBHBI, PaznaTounsiii MmaTepuan, [IpakTuueckoe 3ananue
cooOmIeHni. DIeKTPOHHAS TI0YTa. TIPaKTHIECKUN TIpe3eHTaIs

20. | 3ader mo aucumuimHe «OpraHn3aoOHHAs Paznarounsiii Mmatepualn Tecr, mpakTHYeCKOE 3a1aHKIE

TCXHUKA U I/IH(i)OpMaIII/IOHHBIG
TCXHOJIOI'MU B ACIOIMPON3BOJACTBE
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HaumenoBanue oﬁopynonalmﬂ, NnporpaMmMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHS Mertoas! 00y4yeHust JupaKkTudecKkuit ®opma noaBeaeHUsA
MaTepuajl HTOTOB
1 mosryrogue BTOpOii roj
21. | ApxuBatopsl. AHTUBHUPYCHBIE IPOTPAMMBI. KomMOuHMpoBaHHEIH PenponyxTuBHBI, PaznaTounslii MmaTepuan Onpoc
MPaKTUUECKUNA

22 | Beinmonuenue pabor o o0paboTKe KomOunMpoBaHHBIN PenponykTuBHbI, Pa3znaTounslii MaTepuain [TpakTuueckoe 3ajaHue
JOKYMEHTAI[MH B TEKCTOBOM IPOIIECCOpE. MIPAaKTUYECKUI
CruneBoe (hopMaTHpOBaHHE.

23. | Beimonuenue pabor no o0OpadboTke KomOuHMpoBaHHBIN PenponykTuBHbI, Pa3znaTounslii MaTepuain [TpakTuueckoe 3ajaHue
JOKYMEHTAI[MH B TEKCTOBOM ITIPOILIECCOPE. MPAaKTUYECKUI
CruneBoe (hopMaTHpOBaHHUE.

24. | Word: npumenenue mabiioHOB Mpu KomOuHMpoBaHHBIN PenponykTuBHbIN, Pa3parounslii maTepuain [IpakTuueckoe 3ananue
CO3JIaHUH JOKYMEHTOB. MPAaKTUYECKUI

25. | Word: npumenenue mabiioHOB mpu KomOuHMpoBaHHBIN PenponykTuBHbIN, Pa3patounslii maTepuain [IpakTuueckoe 3ananue
CO3JIaHUH JOKYMEHTOB MPAaKTUYECKUI

26. | Word: co3manmne coGCTBEHHBIX MTAGIOHOB KombunmnpoBaHHBIiH PenponykTuBHBIi, PaznaTounsiii MmaTepran [IpakTuueckoe 3ananue

MIPAKTUYECKUN

27. | [IpumeHeHue MabIOHOB TP CO3JAHUH KombunmnpoBaHHIi PenponykTuBHBIi, PaznaTounsiii MmaTepran [IpakTuueckoe 3ananue
JOKYMEHTOB MPaKTUYECKHAN

28. | IlpumeneHne MabIOHOB TIPU CO3TAHUU KombuampoBanHBIi PenponykTuBHBII, PaznaTounsiii MmaTepuan [IpakTuueckoe 3ananue
JOKYMEHTOB MPaKTUYECKUN

29. | KouTtponsHas pabora o teme «111aGmoHbDy PaznaTounsiii MmaTepuan [IpakTuueckoe 3ananue

30. | 3ader mo aucnmiuinHe «OpraHn3aoHHAs Pa3naTo4nslii MaTepuan Tect, mpakTHYeCcKOe 3aJaHUE
TEXHHUKA U HHPOPMAIIMOHHBIE
TEXHOJIOTUH B JIEIONIPOU3BOICTBE

31. | Ilpesenrannonnas nporpamma PowerPoint: KomO6mHMp oBaHHbIH PenponykTuBHBI1, Pa3naTounslii MaTepuan Omnpoc, MpakTHYECKOe 3aaHue
(YHKIIMOHAIEHBIE BO3SMO)KHOCTH. MPaKTHYECKUI

32. | Co3nmanue npe3eHTaui. KomOrHMp oBaHHbIH PenponykTuBHBIi1, Pa3naTounslii MaTepuan IIpakTHyeckoe 3aganue

MPaKTHYECKHUI
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HaunmeHnoBanue oﬁopynosalmﬂ, NnporpaMmMHoOro odecreyeHus
Ne Tema ®opma 3aHATHUA MeTtoabl 00yueHust JnpakTudecKu i dopma noaBeAeHUs
MaTepuajl HUTOIrOB
2 mosayroaue BTOpo¥ rox
33. | IIpe3enraunonnas nporpamma PowerPoint: KomMOuHMpoBaHHEIH PenponyxTuBHBI, PaznaTounslii MmaTepuan Tecrt, npakTHueckoe 3aJaHue
[opsiox ¥ IpUeMBbl BBITTOJIHEHHS OTIepaIyii. MPaKTHYECKUH
34. | Co3nanue npe3eHTauui. KomOunMpoBaHHBIN PenponykTuBHbI, Pa3znaTounslii MaTepuain [TpakTuueckoe 3ajaHue
[IPAKTUYECKUN
35. | Co3nanue mpe3eHTalui. KomOunMpoBaHHBIN PenponykTuHbI, Pa3znaTounslii MaTepuain [TpakTuueckoe 3ajaHue
[IPAKTUYECKUN
36. | KontponsHas pabora mo Teme [TpakTHueckoe 3aganue
«IIpe3eHTaronHas mporpamma
PowerPoint»
37. | CoBMecTHOe cO3/1aHUE U PEAAKTHPOBAHHUE KomOuHMpoBaHHBIN OOBsACHUTENBHO- PaznaTounslii MmaTepuan [Mpakruyeckas padora
JIOKYMEHTOB. HIUTIOCTPATHBHBIH, https://docs.google.com/ -
PENPONYKTHUBHBII JIOKyMeHThI Ha ['yrne
38. | CoBMecTHOeE CO3/1aHUE U PEAAKTUPOBAHHUE KombunmnpoBaHHBIiH OOBsACHUTENBHO- PasnaTounsrii MaTepuain [Mpaktuyeckas padora
JIOKYMEHTOB. HIUTIOCTPATHBHBIH, https://docs.google.com/ -
PENPONYKTHUBHBII JIOKyMeHThI Ha ['yrne
39. | CoBMecTHOe CO3/1aHUE U PEAAKTUPOBAHHUE KombunmnpoBaHHIi OOBsACHUTENBHO- PasnaTounsrii MaTepuain [Mpaktuyeckas padora
JIOKYMEHTOB. HIUTIOCTPATHBHBIH, https://docs.google.com/ -
PENpPOAYKTUBHBIN JIOKyMeHThI Ha ['yrne
40. | 3auer no gucrumnHe « OpraHU3aMOHHAS TecT, mpakTHYeCKOE 3a1aHIE
TeXHUKa U HH(QOPMAIMOHHEIE
TEXHOJIOTHH B AEJIONPOU3BO/ICTBE




3.4.3. DucuunmmmHa: JIoKyMeHTbI, KOppecnoHIeHIus 1 Ae1onpou3BoacTso (58 u.)
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HaumenoBanue oﬁopynonaﬂnﬂ, MnporpaMMHoOro o0ecneyeHus

Ne Tema dDopMa 3aHATHS MeTtoabl 00yueHust JnpakTudecKui dopma noaBeAeHUs
MaTepuajl HUTOIrOB
1 monyroaue nepBbIii roa
1. OCHOBHBIE CBEJICHHUS U3 UCTOPUHU Jlexnus-6ecena OOBSCHUTENBHO- Pa3gaTounslii MmaTepuan Ompoc
JIeTONIPOU3BOJICTBA U CEKPETAPCKOH WIUTIOCTPaTUBHBIH
ciyxObl. Opranuzanusi ”HPOPMaIMOHHO-
JIOKYMEHTaJIbHOT'O 00CIIy)KUBAaHUSL.
2. | JMokymeHTannoHHOE o0ecrieueHne Jlexums-6ecena OOBsACHUTENBHO- PaznaTounslii MmaTepual, Kaprouku-3aganus
npennpuaTys. TpeGoBaHUA K JOKyMEHTaM. WLTIOCTPaTHBHBIN Ipe3eHTalus
CocraBlieHHE TEKCTOB CIIy)KEOHBIX
JIOKyMEHTOB.
3. | JMokxymeHTannoHHOE o0ecrieueHne Jlexums-6ecena OOBsACHUTENBHO- PaznaTounslii MmaTepual, Tecr
npennpuATys. TpeGoBaHUS K JOKyMEHTaM. WUTIOCTPaTHBHBIN Ipe3eHTalIys
4. | TpeOoBanust k OaHKaM | MpaBHIIa Jlexuns-6ecena OOBsACHUTENBHO- Pa3natounsnii MaTepual, Kaprouku-3amanus
0(hOpPMIIEHHS YIIPABJICHYECKHX JOKYMEHTOB. WLTIOCTPaTHBHBIN Ipe3eHTalIys
5. | OcHOBHBIE MTOJIOKEHUS CTHIIUCTUKHY, Jlexuns-6ecena OOBsACHUTENBHO- PasnaTounsrii MaTepuain Omnpoc
JIEKCHKH U (Ppazeonorun. CrienuaibHas WLTIOCTPaTHBHBIN
nekcuka. Tepmunonorus. OdpunuanbHO-
Je7I0BOM cTHIIb. OCHOBHBIE TTOOKEHUS
opdorpaduu u MOpHOJIOTUH C INEMEHTAMH
MIPAaKTHYECKOH cTIncTuKN. CHHTAaKCHC ©
9JIEMEHTAMU NIPAKTUYECKON CTHIINCTHKH.
6. TexHHUKa peJaKTUPOBAHUS TEKCTOB. Komb6uamp oBaHHBIH OOBSCHUTENBEHO- PaznaTounsiii MmaTepuan, Tect
WLTIOCTPaTHBHBIH, Mpe3eHTaIus
PpENpOAYKTUBHBIN
7. TexHHUKa peJaKTUPOBAHUS TEKCTOB. Komb6uamp oBaHHBIH PenponykTUBHBIH, PaznaTounsiii MmaTepuan [IpakTrdeckas padorta
MPaKTUYECKUN
8. | 3auer mo aqucnmIuMHE «J]OKYMEHTEI, Tect

KOPPECIIOHACHIIUA U ACTOIIPOU3BOACTBO»
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HaumenoBanue oﬁopynonamm, NnporpaMmMHoOro o0ecneyeHus

Ne Tema dDopMa 3aHATHSA MeTtoabl 00yueHust JnpakTudecKu i dopma noaBeAeHUs
MaTepuajl HUTOIrOB
2 nosayroame nepBblii o
9. | Coop u pedepupoBanue HHOpPMALIH nekius-oecena OOBSACHHUTEBHO- PaznaTounslii MaTepuan Omnpoc
WJUTIOCTPATUBHBIN
10. | KonrponbHast pabora no reme «OCHOBBI Tecr, npakTHyecKoe 3a1aHKe
PEAAKTUPOBAHHMS TEKCTOB U pedepupoBanne
uH(OpMALIUI»
11. | JlokyMeHTBI TMYHOrO XapaKTepa; Jlexuus-6ecena OOBsICHUTENLHO- Pa3naTounblii MaTepuan Omnpoc
cocrapiieHue, opopMicHUE U padboTa ¢ WILTIOCTPATHBHBIH
JIOKyMEHTaMH.
12. | loKyMEHTBI JTMYHOI'O XapaKrepa; IIpakTukym PenponykTuBHbIN, Pa3patounslii maTepuain [Mpaktuyeckas padora
cocraBienue, ohpopmieHre U padora ¢ MPaKTHYECKUI
JOKyMEHTaMH.
13. | JLOKyMEHTBI TMYHOTO XapaKTepa; Jlexums-6ecena OOBsACHUTENBHO- PaznaTounslii MmaTepuan Kaprouku-3aganus
cocraienue, ohpopMieHHe U padoTa ¢ WILTIOCTPaTHBHBIN
JOKyMEHTaMH.
14. | JlOKyMEHTBI TUUHOIO XapaKTepa; IIpaktuxkym PenponykTuBHBIi, PaznaTounsiii MmaTepran [Mpaktuyeckas padora
cocraienue, opopMieHHe U padoTa ¢ MPaKTHYECKUI
JIOKyMEHTaMH.
15. | ZlOKyMEHTBI TUUHOIO XapaKTepa; Jlexums-6ecena OOBsACHUTENBEHO- PaznaTounsiii MmaTepuan Kaprouku-3ananus
cocraBlieHHe, oopMIIeHHE B paboTa ¢ WLTIOCTPaTHBHBIN
JIOKyMEHTaMH.
16. | JlOKyMEHTBI TUUHOIO XapaKTepa; IIpakTukym PenponykTuBHBII, PaznaTounsiii MmaTepuan [IpaxTrgeckas paborta
cocraBieHue, opopMieHne u pabora ¢ TIPaKTHIECKUN
JIOKyMEHTaMH.
17. | lOKyMEHTBI TUUHOIO XapaKTepa; Jlexums-6ecena OOBSCHUTENBEHO- PaznaTounsiii MmaTepuan Kaprouku-3ananus
cocraBieHue, opopMieHne u pabora ¢ WILTIOCTPATHBHBIN
JIOKyMEHTaMH.
18. | JlOKyMEHTBI TMYHOTO XapaKkTepa; IIpakTukym PenponykTuBHBIi1, Pa3naTounslil MaTepuan ITpakTryeckas padbora
cocTaBienue, opopmieHue u padora ¢ MPaKTHIECKUH
JIOKyMEHTaMH.
19. | JloKyMeHTBI TMYHOTO XapaKTepa,; Jlexusi-6ecena OOBsicHUTENBEHO- Paznarounsiii Mmatepualn Kaprouku-3aganus
cocTaBienue, opopmieHue u padora ¢ WILTIOCTPaTHBHBIN

JOKYMCHTaMMH.
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HaumenoBanue oﬁopynonamm, NnporpaMmMHoOro o0ecneyeHus

Ne Tema dDopMa 3aHATHSA MeTtoabl 00yueHust JnpakTudecKu i dopma noaBeAeHUs
MaTepuajl HTOTOB

20. | JoxyMeHThI THUHOrO XapakTepa, ITpaxkTukym PenponyxTuBHBI, PaznaTounslii MmaTepuan [MpakTryeckas padbora
cocraBlieHHe, 0(opMIIeHHE U paboTa ¢ MPaKTHYECKUH
JIOKyMEHTaMH.

21. | KonTposbHas padora mmo Teme «J{oKyMeHTBI Tect, npakTUyeckoe 3aiaHue
JIMYHOI'O Xapakrepa»

22. | OcHOBHBIE TOKYMEHTHI YIPaBJICHUS; Jlexuus-6ecena OOBsICHUTENLHO- Pa3znaTounslii MaTepuain Kaprouku-3aganus
cocrapyieHue, opopMicHUe U padboTa ¢ WILTIOCTPATHBHBIH
JIOKyMEHTaMH.

23. | OCcHOBHBIE JOKYMEHTHI YIPaBIICHNUS; IIpakTukym PenponyKTuBHBIN, PasnaTounslii MaTepuan I[Ipaxtiyeckas pabora
cocraBlieHHe, 0(opMIIeHHE B paboTa ¢ MpaKTUIECKUH
JIOKyMEHTaMH.

24. | OcHOBHBIE JOKYMEHTHI YIIPaBJICHUS; Jlexums-6ecena OOBsACHUTENBHO- PaznaTounslii MmaTepuain Kaprouku-3aganus
cocraBienue, ohpopMieHre U padora ¢ WIUTIOCTPaTUBHBIN
JOKyMEHTaMH.

25. | OcHOBHBIE JOKYMEHTHI YIIPaBJICHUS; IIpakTuxkym PenponykTuBHBbIi, PaznaTounsiii MmaTepuan [Mpaktuyeckas padora
cocraienue, ohopMieHHe U padoTa ¢ MPaKTHIECKHUI
JOKyMEHTaMH.

26. | OcHOBHBIE JTOKYMEHTHI YIIPaBJICHUS, Jlexuns-6ecena OOBsACHUTENBHO- PasnaTounsrii MaTepuain Kaprouku-3amanus
cocraBlieHHe, oopMIIeHHE B padoTa ¢ WLTIOCTPaTHBHBIN
JIOKyMEHTaMH.

27. | OcHOBHBIE JOKYMEHTHI YIIPaBJICHUS; IIpaktukym PenponykTuBHBII, PaznaTounsiii MmaTepuan [IpaxTrgeckas pabota
cocraBlieHHe, oopMIIeHHE B padoTa ¢ MPaKTHIECKUH
JIOKyMEHTaMH.

28. | OcHOBHBIC JOKYMEHTHI YIIPaBJICHUS; Jlexkums-6ecena OOBSCHUTENBEHO- PaznaTounsnii MaTepuain Kaprouku-3amanus
cocraBieHue, opopMieHne u pabora ¢ WILTIOCTPATHBHBIN
JIOKyMEHTaMH.

29. | OcHOBHBIC JOKYMEHTHI YIIPaBJICHUS, IIpaktukym PenponykTUBHBIH, PaznaTounsiii MmaTepuan [IpakTrdeckas pabora
cocraBieHue, opopMieHne u pabora ¢ TIPaKTHIECKUN
JIOKyMEHTaMH.

30. | OCHOBHBIE TOKYMEHTHI YIIPaBIICHNS; Jlexusi-6ecena OOBsicHUTENBEHO- Paznarounsiii Mmatepunain Kaprouku-3aganus
cocTaBienue, opopmieHue u padora ¢ WILTIOCTPaTHBHBIN

JOKYMCHTAaMM.
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HaumenoBanue oﬁopynonalmﬂ, NnporpaMmMHoOro o0ecneyeHus

Ne Tema dDopMa 3aHATHSA MeTtoabl 00yueHust JnpakTudecKu i dopma noaBeAeHUs
MaTepuajl HUTOIrOB
31. | OcHOBHBIE TOKYMEHTHI YIPaBJICHUS; ITpaxkTukym PenponyxTuBHBI, PaznaTounslii MmaTepuan [MpakTryeckas padbora
cocraBlieHHe, 0(opMIIeHHE U paboTa ¢ MPaKTHYECKUH
JIOKyMEHTaMH.
32. | OCHOBHBIE IOKYMEHTHI YIIPaBIICHUSI; Jlexuus-6ecena OOBsICHUTENEHO- Pa3narounslii Mmatepuan Kaprouku-3aganus
cocrapiieHue, opopMicHUE U padboTa ¢ WILTIOCTPATUBHBIN
JIOKyMEHTaMH.
33. | OCHOBHBIE TOKYMEHTHI YIIpaBIICHNUS; IIpakTukym PenponyKTuBHBIN, Pa3naTounslii MaTepuan I[Ipaxtiyeckas pabora
cocrapiieHue, opopMicHUE U padboTa ¢ MPAKTUICCKUI
JIOKyMEHTaMH.
34. | 3ader no aucuuiuMHE «/{OKYMEHTHI, TecT, IpakTU4ecKoe 3aJaHue
KOPPECIOHJCHIYSI U IENIOIIPOU3BOACTBOY
1 nonyroame BTOpOIi rog
35. | Bunsl npeanpusituit. Jlexums-6ecena OOBsACHUTENBHO- PaznaTounslii MmaTepuan Kaprouku-3aganus
WILIIOCTPATHUBHBINA
36. | YmpaBieHueckas CTpyKTypa MpeanpusITHS. Jlexuns-6ecena OOBsACHUTENBHO- PasnaTounsrii MaTepuain Kaprouku-3amanus
WJUTIOCTPaTUBHBIN
37. | KoutponpsHas pabora mo TemMe « OCHOBBI Tecr
MEHEIKMEHTa»
38. | Opranu3zarust paboThl ¢ JOKyMEHTAMH. KombuampoBaHHBIH OOBsACHUTENBEHO- Pa3naTounsnii MaTepuain Kaprouku-3amanus
WUTIOCTPATUBHBIH,
PENpPOAYKTUBHBIN
39. | Opraru3zarust paboThl ¢ JOKyMEHTAMH. Komb6uamp oBaHHBIH OOBSCHUTENBEHO- PaznaTounsnii MaTepuain Kaprouku-3amanns
WTIOCTPATUBHBIH,
PENpPOAYKTUBHBIN
40. | Opraamzanus paboOTHI C JOKYMEHTaMH. KombOuHMp oBaHHBIH OOBSCHUTENBEHO- PaznaTounsnii MaTepuain Kaprouku-3amanus
WTIOCTPATUBHBIH,
PENpOAYKTUBHBIN
41. | Opraauszamnms paboThl C JOKyMEHTaMH. KomOrHMp oBaHHbIH OOBsicHUTENBEHO- Paznarounsiii Mmatepunain Kaprouku-3aganus
WILTIOCTPaTHBHBIH,

PENpPOAYKTUBHBIN
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HaumenoBanue oﬁopynonamm, NnporpaMmMHoOro o0ecneyeHus

Ne Tema dDopMa 3aHATHSA MeTtoabl 00yueHust JnpakTudecKu i dopma noaBeAeHUs
MaTepuajl HUTOIrOB
42. | Opranu3anus paboThl ¢ JOKYMEHTaMH. KomOuHMpoBaHHBIH OOBSCHHUTEBHO- Pazparounslit maTepuan Kaprouku-3ananus
WIITIOCTPaTUBHBIMN,
PenpOAYKTUBHBIN
43. | Opranusanms paboThl C JOKyMEHTaMH. KomOuH1poBaHHBIH OOBSCHHUTENBHO- Pazparounslit maTepuan Kaprouku-3ananus
WJUTFOCTPATUBHBIH,
PENPONYKTUBHBIM
44. | Pabora c JoKyMeHTaMH, COJepPIKAIIUMH KomO6unmnp oBaHHBIN OOBSCHHUTENBHO- Pa3gaTounsiii MmaTepuan Kaprouku-3amanus
KOMMEPUYECKYIO TalHY IPEIIPUSITHS WJUTFOCTPATUBHBIH,
PENPONYKTUBHBIM
45. | HomenxknaTypa nen KomOuHMpoBaHHBIN OOBsACHUTENBHO- PaznaTounslii MmaTepuan Omnpoc
WJUTIOCTPATUBHBIH,
PENpPONYKTHUBHBII
46. | 3ayer mo AUCHUILIHHE «/[OKyMEHTHI, Tect
KOPPECIIOHJCHIINS U IEJIONPOU3BOACTBO»
2 mosayroaue BTOpoi rog
47. | ©opmupoBanue nen KombunmnpoBaHHBIi OOBSICHUTENHHO- PasnaTounsrii MaTepuain Kaprouku-3amanus
WUTIOCTPATUBHBIH,
PpENpOAYKTUBHBIN
48. | XpaHenue nen KombuampoBanHBIi OOBICHUTENHHO- PaznaTounsiii MmaTepuan Kaprouku-3ananus
WUTIOCTPATUBHBIH,
PENpPOAYKTUBHBIN
49. | OcHOBHBIE (YHKIIMU CEKpeTaps 1o KombuampoBanHBIi OOBsCHUTENBEHO- Paznatounbnii MaTepual, Kaprouku-3aganus
obecrieueHnI0 O€3T0KyMEHTAIIMOHHOTO WILTIOCTPATHBHBIH, TIpe3eHTaIs
00CITY>)KUBAHUSI JESITEITPHOCTHA PYKOBOIAMUTEIIS PpenpOTyKTHBHBIHA
50. | OcHoBHBIE (QYHKIIHH CEKpeTaps Mo KomOuamp oBaHHBIH OOBSCHUTENBEHO- PaznaTounbnii MaTepua, Kaprouku-3amanus
obecrieueHnI0 O€3T0KyMEHTAIIMOHHOTO WILTIOCTPATHBHBIH, TIpe3eHTaIs
00CITY>)KUBaHUSI NESITETPHOCTHA PYKOBOIAMUTEIIS PpenpOTyKTHBHBIHA
51. | OcHOBHBIE (PYHKINH CEKpETapsI MO KomOmHMp oBaHHbIH OOBsicHUTENBEHO- Paznarounsnii Mmatepunain Kaprouku-3amanus
obecreueHn o 0e310KyMEHTaIlMOHHOT O WILTIOCTPATHBHBIH,
00CITy)KMBaHHS AESTETHHOCTH PYKOBOIUTEIS PenpONYKTHBHBIHN
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HaumenoBanue Oﬁopy}IOBaHHﬂ, NnporpaMmMHoOro o0ecneyeHus

Ne Tema dDopMa 3aHATHSA MeTtoabl 00yueHust JnpakTudecKu i dopma noaBeAeHUs
MaTepuajl HUTOIrOB
52. | OcHOBHBIE PYHKINU CEKpETAPsI MO KomMOuHMpoBaHHEIH OOBsICHUTENEHO- PaznaTounslii MmaTepuan Kaprouku-3ananus
obecreueHHI0 0e3/10KyMEHTALOHHOT O WILTIOCTPaTHBHBIH,
00CITy)KMBaHHS AESTEIHHOCTH PYKOBOAUTEIIS PEnpOTyKTUBHBIH
53. | Opranuszauus u foKyMeHTHpoBaHue padorsl | KoMOMHMpOBaHHBIH OOBsICHUTENEHO- Pa3narounslii Mmatepuan Kaprouku-3aganus
C OOpaIlIeHUSIMH IPaXKIaH WIUTIOCTPATHBHBIM,
PEenpOAYKTUBHBIN
54. | JoxyMeHTHI o TMYHOMY cOCTaBy (Kaapawm, KomOunMpoBaHHBIN OOBsICHUTENLHO- Pa3naTounsiit MaTepuan Kaprouku-3aganus,
IIepCOHANy); COCTaBIeHHE, OHOPMIICHUE U WILTIOCTPaTHBHBIH, npakTHyeckas padbora
pabora ¢ JOKyMEHTaMHu. PETPOyKTUBHBIH,
IIPAKTUYECKUH
55. | JoxymMeHTHI o THYHOMY cOocTaBy (Kaapawm, KomOunMpoBaHHBIN OOBsACHUTENBHO- PaznaTounslii MmaTepuan Kaprouku-3aganus,
IIepCOHally); CocTaBieHue, opopmieHne U WUTIOCTPaTHBHBIH, IpakTHyeckas pabora
paboTta ¢ JOKyMEHTaMHU. PENpOIyKTUBHBIMH,
IIPAKTUYECKHUH
56. | JoKyMeHTBI o THYHOMY cocTaBy (Kaapawm, KombunmnpoBaHHBIi OOBsACHUTENBHO- Pa3naTounsrii MaTepuain Kaprouku-3aganus,
MIepCOHally); CocTaBieHue, opopmieHHe 1 WUTIOCTPaTHBHBIH, npakTHydeckas padora
paboTta ¢ JOKyMEHTaMH. PENpOTyKTUBHBIMH,
MIPAKTUYECKUN
57. | JokyMeHTHI o THYHOMY cocTaBy (Kaapawm, KombunmnpoBaHHBIi OOBsACHUTENBHO- PasnaTounsrii MaTepuain Kaprouku-3aganus,
NepCcoHally); CocTaBieHue, oGopMiIeHHEe 1 WLTIOCTPaTHBHBIH, IpakTH4yeckas pabora
pabora ¢ JOKYMEHTaMH. PENPORYKTHBHBIH,
MIPAKTUYECKUN
58. | 3ager no mucumuMHE «/{OKYMEHTBI, Tect

KOPPECIIOHICHIIHS U JIJIONPOU3BOJICTBO»
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3.4.4 Incuunimna: enoBas kyJasTypa (18 4.)

HaumenoBanue oﬁopynonaﬂnﬂ, MnporpaMmMHoOro o0ecneyeHus

Ne Tema dDopMa 3aHATHS MeTtoabl 00yueHust JnpakTudecKui dopma noaBeAeHUs
MaTepuajl HUTOIOB
1 moayroaue mepBblii rog
1. OcreTndeckas U 3TUUECKask KyIbTYpHL. Jlexuus-6ecena OOBsSICHUTENLHO- IIpesentanus. Pa3gatounslii | omnpoc
HHJ’[IOCTpaTHBH]:-Iﬁ, Marepuall
PENPONYKTUBHBIIM
2. ITcuxomorus ooIeHus. Jlexusg-6ecena OOBICHUTEIBHO- [Ipesentanus. PazgaTounslii | onpoc
WLTIOCTPaTHBHBIH, MaTepual
PENpPONYKTHUBHBII
3. Kynbrypa obiienus B cdepe AesITebHOCTH KomOunIpoBaHHBIN OOBsACHUTENBHO- IIpezenTanus. Pazgatounslit | ompoc
ceKkpeTapsl. WUTIOCTPATUBHBIH, METOJ] | MaTepHal
JIEMOHCTPaLMOHHbIX
PUMEPOB
4. Kynbrypa obiienus B cdepe AesITenbHOCTH KombunmnpoBaHHIi OOBsACHUTENBHO- IIpesenTanus. Paznatounslit | ompoc
ceKkpeTapsl. WUTIOCTPATUBHBIH, METOJ] | MaTepHal
JIEMOHCTPaLMOHHbIX
PUMEPOB
5. Kynbrypa obiieHus B cdepe AesITenbHOCTH KombuampoBaHHBIH OOBsCHUTENBEHO- IIpesenrammsa. PazmaTounsiii | ompoc
ceKpeTapsl. WUTIOCTPATHUBHBIHM, METOJ] | MaTepHal
JIEMOHCTPalOHHbIX
PUMEPOB
6. Kynbrypa obiieHus B cdepe AesITenbHOCTH KombuampoBaHHBIH OOBsACHUTENBEHO- IIpesenrammsa. PazmaTounsiit | ompoc
CeKpeTapsi. WUTIOCTPATHUBHBIHM, METOJ] | MaTepHal
JIEMOHCTPaIOHHbIX
PUMEPOB
7. Nmumx cekperaps. Komb6uamp oBaHHBIH OOBSCHUTENBEHO- IIpesenramms. PazmaTounsiit | ompoc
WUTIOCTPATHUBHBIHM, METOJ] | MaTepHal
JIEMOHCTPaIMOHHBIX
PUMEPOB
8. Kynbsrypa peun. KomOrHMp oBaHHbIH OOBsicHUTENBEHO- IIpesenranusa. PaznaTounslii | ompoc
WUTIOCTPATHUBHBIHM, METOJ] | MaTepHal
JIEMOHCTPaIOHHbIX

IPUMEPOB
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HaumenoBanue oﬁopynonalmﬂ, NnporpaMmMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHS MeTtoabl 00yueHust JAumakTudeckuii dopma noaBeAeHUs
MaTepuajl HUTOIrOB
9. | Kynberypa Tenedonnoro pasroBopa. Ypok-urpa OOBsICHUTENEHO- [Mpesenranms. Paznarounsiii | ompoc, 3agaHus
WILUTIOCTPATHUBHBII, METOJ] | MaTepHal
JIEMOHCTPaIMOHHBIX
TPUMEPOB
10. | 3auer no mucuumMHe «JlenoBas KynbTypay TecT
2 mostyromme nepBbIid 1o
11. | DTukeT B A€TOBOM MEpENUCKe. KomO6unmnp oBaHHBIN OOBSCHUTENBHO- [Ipesentanus. PazgaTounslii | onpoc
WUTIOCTPaTHBHBIH, MaTepual
PENpPONYKTHUBHBII
12. | BusurHbIE KapTOUKH. KomOuHMpoBaHHBIN OOBsACHUTENBHO- IIpezenTanus. Pazgatounslit | ompoc
WLTIOCTPaTHBHBIH, MaTepual
PENpPONYKTHUBHBII
13. | Texuuka BeneHHS U STUKET IETOBOI KombunmnpoBaHHBIi OOBsACHUTENBHO- IIpesenTarmus. Pazgatounsiii | Tect
Oecenpl. WLTIOCTPaTHBHBIH, MaTepual
PENPONYKTHUBHBII
14. | HemnoBoii mpOTOKOIL. KombunmnpoBaHHIi OOBsACHUTENBHO- IIpesenTtamus. Pazgatounsiii | Tect
WLTIOCTPaTHBHBIH, MaTepual
PENpPOAYKTUBHBIN
15. | TlpaBuna cepBupoBku yaiiHOro (Kodeitnoro) | KomOunupoBaHHbIi OOBsCHUTENBEHO- IIpesenrammsa. PazmaTounsiit | ompoc
cToJNa. WLTIOCTPaTHBHBIH, MaTepua
PENpOAYKTUBHBIN
16. | IIpaBuna nmpuroToBieHus u moxayn ropssanx | KoMOmHMpPOBaHHEII OOBSCHUTENBEHO- IIpesenTanus. PaznaTounsiii | onpoc
HaIMTKOB M 3aKyCOK K HUM. WLTIOCTPaTHBHBIH, MaTepua
PENpPOAYKTUBHBIN
17. | UnaTepnep pabodero momMemeHms Kak Komb6uamp oBaHHBIH OOBSCHUTENBEHO- IIpesenranms. PazmaTounsiii | Tect
00J1aCTh /IEI0BOTO ITHKETA. WLTIOCTPaTHBHBIH, MaTepua
PpEnpOIyKTHBHBIN
18. | 3auer no mucnumuMHE «JlemoBas KyibTypay TecT
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3.5. OneHka Ka4yecTBa 0CBOCHHS IPOrPaMMbl

Cucrema OIIEHKM pE3yabTaTOB OCBOCHUS 00pa30BaTENbHON MPOrpaMMbI BKIIOYACT B
ceds:

- OCYILIECTBJICHHE TEKYILET0 KOHTPOJISI YCIIEBAEMOCTH,

- IPOMEKYTOYHOM aTTECTAUU OO0 yJaFOIIIXCS,

- ITOTOBOM arTecTaryu B popMe KBATH(PUKAITHOHHOTO 3K3aMEHa.

Tekymuii KOHTPOJIb YCIIEBAGMOCTH TIPOBOJMTCS TMEAAroroM B TPOIECCEe MPOBEACHUS
3aHATHIA B OpMax U TOPsIKE, KOTOpBIe onpe/iesieHbl B [lomoxkennu o popmax, IepruoHIHOCTH,
MOPSIIKE TEKYIIETO KOHTPOJST YCIIEBAEMOCTH OOYYAOIMIUXCS B MYHUITUIIAJIBHOM aBTOHOMHOM
YUPEXKJIEHUU JOMOJIHUTEIBHOTO 00pa3oBaHus « MeXIIKOIbHBIN y4eOHbIH KOMOMHATY.

[TpomexxyTouHas aTTecTalus MPOBOJAUTCS TIEAaroroM Mo UTOTaM 3aBEpPIICHUS 00YICHHUS
no mucrumuimHam [ w Il momyroamit mepBoro u BTOporo roja oOydeHus oOpa3oBaTelbHOMN
MporpaMMbl B (OpMax W TOPSIKE, KOTOpbIE OmpesesieHbl B [10JI0)KEHUH O MPOMEKYTOUHOMN
aTTecTalliy O00yJaroIIMXCs 10 MPOorpaMMaM Mpo(EeCcCHOHATLHOTO 00YYCHUS B MYyHHIIHITATEHOM
ABTOHOMHOM  YUPEXKJEHUH JOMOJHUTENbHOr0 00pa3oBaHusi «MEXIIKOIbHBIA  y4eOHBIi
KOMOMHATY.

Hrorosas arrectanusi NpOBOJUTCS aTTECTALIMOHHOW KOMHUCCHUEH MO UTOTaM 3aBEpIICHUS
o0ydeHHuss 0 oOpa3oBaTeabHOW mporpamMme B (opMax W MOpsIKE, KOTOPHIE OMpEIEICHBI B
[Tonoxenun 00 UTOroBOM aTTECTAllMM BBITYCKHUKOB, OOYyYalOMIMXCS [0 IporpaMMam
npodeccuonanbHoro ooydenus B MAYJI0O «MYKpy.

@opMbl, CpokH (NMEPUOAMYHOCTb) W TOPSAOK MPOBEACHUS TEKYLIEro KOHTPOJIS
yCIIEBAEMOCTH U MPOMEKYTOYHOW aTTeCTalli, UTOTOBOM aTTECTAllMH JOBOJAATCS 0 CBEICHUS
oOyuaroluxcs B Hayaie O0OydeHHs 10 oOpasoBaTenbHOM mporpamme. OleHUBaHUE
OCYILIECTBIISIETCS 10 S5-0aibHO cucTeme.

OneHka UWHAUBUAYAIBHBIX 0OOpa30BaTEeNbHBIX JOCTHXKEHHH, OOydaromuxcs o
pe3ynbTaTaM TEKYIIEro KOHTPOJIS YCIIEBAaeMOCTH, MPOMEXYTOUHOM aTrTecTallid U UTOTOBOM

aTTecTalldd TMPOMW3BOJUTCA B COOTBETCTBUU C YHHBEpcaldbHOM Imikamoi (tabmuma 1).
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Taboauna 1 — OueHka HHAMBHAYAJIbHBIX 00Pa30BaTEIbHBIX TOCTUKEHUI 00yUalouuxcst

KayecTBeHHasi OLleHKA MHANBUIYAJIbHBIX
IIpoueHT pe3yTbTATUBHOCTH .
00pa3oBaTeIbHBIX TOCTHKEHUH
(MpaBWIBLHBIX OTBETOB) »
bana (otmeTka) Bep6asbHblii aHaj10r
85 + 100 5 OTJINYHO
70 + 85 4 XOPOIIO
50+ 70 3 YIOBJICTBOPUTEIIHHO
meHee 50 2 HEYJIOBJICTBOPUTEIHLHO

[lo wmenuaHe  KayeCTBEHHBIX  PE3yIbTaTOB  OLCHUBAHHUS  HMHIUBUIYATIbHBIX
00pa3oBaTeNIbHBIX JOCTHKEHMM O00ydarolmuxcsi ONpeiensercss HWHTerpajibHas OTMETKa
OCBOEHHBIX 00yYaIOITUMHUCS:

1) Ha ATane UTOroBOM OTMETKH Kak CpeJHel apupMeTHuecKoi o JUCIUIIIUHAM:

npodeccuoHabHBIX KOMIETEHIIUN M0 pe3yabTaTaM OCBOEHUS TUCIUILINH;

2) 1o pe3ynapTaTaM MPOU3BOJCTBEHHON MPAKTHUKHY;

3) Ha 9Tare UTOTOBOM aTTeCTAIIHH:

— poQecCUOHANBbHBIX KOMIIETEHIIMH TI0 pe3yiabTaTaM OCBOEHHS 00pazoBaTeIbHON

MIPOrPAMMBI B IIEJIOM.

3.5.1. Cucrema OlleHKH pe3yJIbTATOB OCBOCHUS 00Pa30BaTeJIbHOM MPOrpaMMbI
TeKylero KOHTPOJIsl YCIIeBAeMOCTH U MPOMEKYTOYHOH aTTecTaluu
o0y4arommxcs

Tadouauna 2 - Kpurepun oneHuBaHMsI TEOPETUHYECKOI YacTH

Tpynosas Bonpocsbi Kpurepun oueHku
GyHknus
[Tpuem n [TpaBuna Benenus O6ecensl o TenedoHy. Otmetka «5»: paboTa
pacmpezneneHue BBITIOJTHEHA B 33J]aHHOE
TenepOHHBIX BpEMS$I, CAMOCTOSITEIIBHO,
3BOHKOB aKKypaTHO, C
OpraHu3anuu COOJTIOICHHEM TIPaBHII U
CTaH/JapTOB Ha
JIOKYMEHTHI;
Opranuzanus Opranu3anus npuema rnoceTuTenei. Otmetka «4»: paborta
paboTHI C PaboTa ¢ nucbMEHHBIMU OOpaIIEHUSIMU BBITNOJIHEHA B 3a/laHHOE
MOCETUTENSIMHU IpaxkJiaH. BpEMsl, CAMOCTOSITENIBHO,
OpraHu3alum aKKypaTHO, C
coOIMI0/IeHNEM TIPaBUI U
CTaHJapTOB Ha
JOKYMEHTBI, IpU
BBITMOJTHEHUH JIOYIIEHbI
HEeOOJIbIINE HEI0YEThI;
Beinosinenue Opranuzanus 1 060pyioBaHre padoyero Otmerka «3»: paboTa
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TpyaoBasn
Py Bonpocsl Kpurtepun ouenku
byHKuus
KOOPAMHUPYIOIIUX | MECTa. BBIIIOJIHEHA B 3aJJaHHOE

1 00eCIIeUnBAIOIIIX
byHKIII

TpeboBanusi, mpeabIBIsEMbIE K CEKPETAPIO.
[TonsTHS 0 HOKYMEHTaX (BUABI).

I'OCTbsl Ha TOKYMEHTHI.

OpraHu3anuoHHbIE JOKYMEHTHI.
PacniopsiautenbHbie JOKYMEHTHI.
WNudpopmanioHHO-CTIpaBOYHBIE TOKYMEHTHI.
Opranuzanus paboThl C TOKyMEHTaMHU.
Pabora ¢ ucxoasmumMu J0KyMeHTaMH.
Pabora ¢ BxoasgmmumMu JOKyMEHTaMHu.
PaboTa ¢ BHyTpeHHUMH TOKYMEHTaMHU.
Pabora ¢ koHbUAEHIMATBEHBIMU
JNOKYMEHTaMu. Perucrpamnus 10KyMeHTOB.
KoHTposts 32 HCTIOTHEHHEM IOKYMEHTOB.
Howmenknarypa gen.

dopMHpOBaHUE JIEN.

OnepatnuBHOE XpaHEHHUE JIETT.

Odopmrnenue u craya A€ B apXuB.
[IpaBuna odopmiieHus TaOIHIIL.
[ToaroroBka u 0OCTy’)KHMBaHHE COBEIAHUH.

BpEMs, CaMOCTOATCIIBHO,
C HapyLIEHUEM IIPaBUIl U
CTaH/IapTOB Ha
JOKYMCHTHI, OTACILHBIC
OIncpaluu BBINIOJIHCHEI C
OTKJIOHEHUEM OT
o0pasna; opopMIIeHO
HEOPEKHO;

OTMmeTKa «2»: yUeHUK
CaMOCTOSTEBHO HE
cripaBuJICcs ¢ paboToOM,
NpaBHjIa U CTAHIAPTHI HA
JOKYMEHTHI HE
COOJTIO/ICHBI, TIPH
BBITIOJTHEHUH JIOTTYIIICHBI
OOJIBIIIME OTKIOHCHUS,
0(hopMIIEHO HEOPEKHO 1
MMeeT He3aBEPIICHHBIN
BU]I.

Taouauna 3 - Kpurepun oueHUBaHMs MPAKTHYECKOH YaCTH

Tpynosas Bonpocsi Kpurepun ouenku
dyHknus
[Ipuem u Odopmnenue TenehoHOrpaMMBL. OtMeTka «5»: paboTa
pacnpezeneHue BBITIOJTHEHA B 3a/IaHHOE
TeneOHHBIX BpEMSI, CAMOCTOATEIBHO,
3BOHKOB aKKypaTHO, C COOJII0JICHUEM
OpraHu3aIuu MPaBWJI U CTAaH/IAPTOB Ha
JIOKYMEHTBHI,
Opranuzauus OdopmiieHue cripaBKH. OtmeTka «4»: paboTa
paboTsI ¢ BBHITIOJTHEHA B 33IaHHOE
MOCETUTETISIMU BpEMSI, CAMOCTOATEIBHO,
OpraHu3aIuu aKKypaTHO, C COOIII0/IECHUEM
MpaBUJl U CTAaHAAPTOB Ha
JIOKYMEHTBI, IIpU
BBITIOJTHEHUH JIOTTYLIEHbI
HeOOJIbIIINe HEAOYETHI;
Brinonnenue Odopmienue akTa. OtmeTtka «3»: paboTa
koopauHUpyomux | OpopMiIeHHE CXEMBI. BBITIOJIHEHA B 33J]aHHOE

1 00eCIEUnBAIOIINX
byHKIII

Odopmnenue nuarpammel B MS Word.
OdopmiieHue BBIMTUCKU U3 MTPHKa3a Mo
OCHOBHOM JIeATEIHHOCTH.
Odopmienue T0KHOCTHOM
UHCTPYKIUH.

BpEMSI, CAMOCTOATEIBHO, C
HapylIeHUEeM IpaBui U
CTaHJApTOB Ha JOKYMEHTHI,
OT/ZIEIbHBIE OTIEpaui
BBITNIOJIHEHBI C OTKJIIOHEHHEM
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Tpynosas Bomnpocsl Kpurtepun ouenku
GyHkuus
OdopmiieHue pyKOIMMCHOTO TEKCTA. 0T 00pasma; 0opopMICHO
Odopmienue nmucbMa. HEOpEeXKHO;
Odopmienue Tabmuibs B MS Word.
Odopmienue muarpammer B MS Excel. OtMeTKa «2»: YICHUK
Odopmienue Tabmmnbl B MS Excel. CaMOCTOSITEJILHO HE
Odopmnenue npoTokoa. cripaBuJIcs ¢ paboTOi,
Odopmrnenue ykazanus. MpaBujia U CTAaHAAPTHI HA
Odopmnenue pacopsiKeHusI. JIOKYMEHTBI HE COOJIIOICHBI,
Odopmrnenue 3asBieHs B BUJIE MIPU BBITIOJIHEHUH
nra0ioHa. JIOTYILIEHbI OO0JbILINE
Odopmnenue npe3eHTaIuu. OTKJIOHEHUSI, OPOPMIICHO
Odopmrenue npukasa Mo OCHOBHOU HEOPEKHO U UMEET
JeSITeTbHOCTH. HE3aBEPIICHHBIN BU/I.
Odopmrnenue n0KIIaIHOM 3aMTUCKH.
Odopmnenue gorosopa.
Odopmnenune pacucku.
Odopmnenue 00bICHUTETFHOMN 3aMMICKH.
OdopmiieHne BBITUCKU U3 MMPOTOKOJIA.

3.5.2. Cucrema OlleHKH Pe3yJIbTATOB OCBOCHUS 00Pa30BaTeJbHOM MPOrpaMMbI
Ha UTOIOBOH aTTecTalluu

UrtoroBas  arrecraumsi 1o mporpaMme  MpodeccruoHanbHONW  MOATOTOBKH O
cnenuanbHocTH 26353 «Cekperapb-MallMHUCTKA» MPOBOIUTCS B (hopMe KBaTM(UKAIIMOHHOTO
9K3aMEHa.

Keanugukayuonnsiii 3k3amen npoeooumcs 6 suoe:
|) Teopernueckoit yacTu: 3amUTH MPOEKTHOI paboThl. Tembl B mpuiokenun E.1;

I1)npaxTuyeckoii yacTu: BBINOIHEHHUS MPAKTMYECKOTO 3aiaHus (0QopMIICHUE MPHKA3a,
nuchMa, Tabmuipsl, cxemsl U mp.) B MS Office — 3apanus npeacraBieHbl B 9K3aMEHAILMOHHOM
ounere (mpunoxenue E.2)
3awuma npoeKmHoI padomul eKAI0Uaem 6 ceda:

1) 3ammTy MpoeKTHBIX paboT oOyuarommmucs, He 6onee 10 munyT (1 padora);

2) TOJBEICHUE UTOTOB.

1 sram — mpencraBieHHEe M 3alIUTa pabOThl € MCIOJIB30BAHUEM KOMIIBIOTEPHOM
IIpEe3eHTalLNH.

2 9Tan — 1noJiBeIeHUE UTOrOB (OTMETKA 10 MATHOAJUIBHOM CUCTEME).

Ommemka 8bIcmMABASIEMCs YIeHAMU KOMUCCUU NOCTe 3auyumaol 06y1l6110u4€20€}1.
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Taoauna 4 — Kpurepuu oueHUBaHUS 321U THI NPOEKTHOI padoThI

Ouenka

Kpurepun onenkn

OTMeTKa «5»:

Yb6enutenbHOEe U SIPKOE MPEACTABICHUE JIUTEPATYPHBIM S3BIKOM,
TOYHOE MCIOJIb30BAaHUE TEPMUHOJIOTUH; UMeeTcs Ipe3eHTanus. [lokasaHbl
ryOMHa M CTENeHb IpOpabOTaHHOCTH IPOEKTa, YMEHHE OTBe4YaTh Ha
BOIIPOCHI, JIAKOHWUYHOCTh W apryMEHTUPOBAHHOCTb OTBETOB IIPOEKTA.
BricTyrieHne ynoXumioch B OTBEJIEHHOE BPEMSL.

OrMmeTka «4:

[IpencraBnenue nUTEPATYpHBIM S3BIKOM, TOYHOE HCIOJIb30BaHUE
TEPMUHOJIOTUH; UMeeTcs Tmpe3eHTamnus. [lokazanbl TiiyOMHa W CTEIEHb
MpopabOTAaHHOCTH TPOEKTa, YMEHHUE OTBEYaTh Ha BOIPOCHI OMNIMOHEHTOB,
JAKOHUYHOCTh M apTryMEHTHUPOBAHHOCTH OTBETOB MpOEKTa. BrICTyreHue
VIIOXKHUJIOCHh B OTBEJCHHOE BpEMs, HO TMpPU O3TOM JOMYIIEHBI JIBE-TPHU
HECYIIIECTBEHHBIE OMMOKU, UCTIPABIICHHBIE 0 TPEOOBAHUIO KOMUCCHH.

OtMmeTtka «3»:

[IpencraBnenue paboOTHl ¢ 3aMUHKaMH, HE3HAUYWUTEIbHBIC OIIMMOKH B
pedyr, HETOYHOE WCIOJIb30BaHUE TEPMUHOJIOTHH, HE YJIOXKHWINCH B
OTBEJCHHOE BPEMsl, HE CYIIECTBEHHBIC OITMOKM Ha 3aJaHHBIC BOTPOCHI WA
OTCYTCTBHME OTBETOB Ha HUX. MImMeeTcs mpe3eHTanms

OtMmeTKa «2»:

[IpencraBnenne paboThl ¢ 3aMHUHKAMH, HECBSI3HAs Pedb, OMHUOKH B
pe€ur, HCIMPABUIBHOC HCIIOJIB30BAHUEC TEPMHUHOJIOTIUHU, HE YIOXHIHNCHh B
OTBCACHHOC BpPEMA. CYHICCTBCHHI)IG OIIMOKM Ha 3aIaHHBIC BOIIPOCHI HIIN
OTCYTCTBHE OTBETOB Ha HUX. OTCYTCTBHE MPE3EHTALIUH.

Tabauna 5 — Kpurepuu onleHMBaHUA COAeP:KATEIbHOM YACTH MPOEKTHOM padoThI

Onenka

Kpurepun ouenku

OTMeTKa «5»:

Bo BBeneHun npuBoAUTCS 00OCHOBaHME BBHIOOpPA KOHKPETHOW TEMBI,
MOJIHOCTBIO PACKPBITA aKTYyalbHOCTh. MIMEIOTCSI mocTaHOBKA MPOOIEMbI U ee
000CHOBaHHOCTbH, (OPMYIUPOBAHUE LIeJIeH U 3a/1a4. BeiiBUHYyTa rumnoTes3a u
METO/Ibl €€ UCCIIEJOBaHMS. YKa3aHbl OOBEKT U MPEAMET UCCIICJOBAHUSL.

OcHoBHast 4yacTh pabOThI: COAEpKATCS OCHOBHBIE TEPMHUHBI, U OHU
aJIeKBaTHO UCIOJIb30BaHbI; BCs HeoOxoaumas uH(popManus
IpoaHaIM3UpOBaHa, BBIUJICHEHA, JIOTUYECKH CTPYKTYpPHpPOBaHa.
[IpucyTCTBYIOT BBIBOJIBI U TPAMOTHBIE 0000IIIEHUS.

B 3axmroueHun caenaHbl JIOTMUHBIE BBIBOJBI, a COOCTBEHHOE
OTHOIIEHHE BBIPAKEHO YETKO. ABTOpP IPaMOTHO JEMOHCTPHPYET OCO3HAHUE
BO3MOYKHOCTH MPUMEHEHHSI HCCIIEAYEMbIX TEOPHIi, METOJIOB Ha MPAKTHUKE.

[Ipn Hanuuuu npunoxeHuil B paboTe, yYUTHIBACTCA UX MPABHIBHOE
odopmIieHHE.

ABTOp aJieKBaTHO NPHUMEHSJ TEPMUHOJIOTHIO, MPAaBUIBHO O(OpMUII
ccbuiku.  Odopmiienne pabotel cootBercTBYeT TpeboBanusm ['OCT,
o6ubnmorpadus, NpuIoKeHus 0(hOpMIIEHBI Ha OTIIUYHOM YPOBHE.

O6bEM paboTsl 3aKimouaeTcs B mpeaenax ot 20 mo 30 crpanwuil.

O1rMeTKa «4y:

Bo BBeneHHU COJEPKHUT HEKOTOPYIO HEYETKOCTH (OpMYIHPOBOK. B
OCHOBHOM €€ 4YacTH HE BCerga IpPOBOAUTCS KPUTHUYECKUN aHaJIN3,
OTCYICTBYET aBTOPCKOE€ OTHOLIEHHWE K U3y4eHHOMY Marepuaily. B
3aKJIIOYEHUN HEAJeKBaTHO HCIOJb30BaHa TEPMUHOJIOTHUS, HAOIIONAI0TCS
HE3HAUYUTENIbHbIE OLIMOKK B CTUJIE, MHOTHE IIUTAThl TPAMOTHO O(OPMIICHBI.
JlomyiieHbl He3HaYUTeNbHbIE HETOYHOCTH B OoQopMieHUH Oubiuorpaduy,
MIPUIIOKECHUHN.
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https://www.пишем-диплом-сами.рф/zakliuchenie-v-diplomnoi-rabote
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Ouenka

Kpurepun onenkn

OrMeTKa «3»:

Bo BBeeHUM CONEPIKUT JIMIIB MOTBITKY 000CHOBAHUS BBIOOpa TEMBI U
aKTyaJIbHOCTH, OTCYTCTBYIOT uéTkue (opmynupoBku. PacmibsiByaro
OTIpE/ICNICHBI 33/1a4M U IeJIU, MPOOIEMHBIH BOIPOC, THIIOTE3a U METOJBI €€
UCCIIeIOBaHMs, OOBEKT M MPEAMET MCCIIEAOBAaHUS JIMOO HE BCE MOJIHOCTHIO
yKa3aHsbl.

OcHOBHOE colep)KaHHE - TepecKa3 UyKHUX HACH, HapylleHa JIOTHKa
U3JI0KCHHUS, aBTOP MOMBITAICA CHOPMYINPOBATEH BHIBOJIBI.

B 3axnroueHuun aBTOp MOMBITANCS CAeaTh 0000IIeHHs, COOCTBEHHOTO
OTHOIIEHHS K paboTe MPaKTUIEeCKH HE MPOSBIUIL.

B npunoxenum pgomymieHoO HECKOJbKO TIpyObix ommbok. He
BBIIEp)KAH CTHWJIb M CTPYKTypa TIPOEKTa B IIEJIOM, YacTO HEBEPHO
YIOTPEONSIOTCSI HaydyHbIE TEPMHHBI, CCHUIKA O(OPMIICHBI HErPaMOTHO,
Ha0JII0JaeTCsl TUIaruar.

OTMeTKa «2»:

Bo BBeneHHMM HE COAEPKUT OOOCHOBAHHUS TEMBI, HET aKTyalIH3alud
teMmbl. He o0o3HaueHBl menu, 3a1a4yu, MpoOJIEMHBIH BOTPOC, THIOTE3a H
METO/IBI €€ UCCIIEAOBAHMS, OOBEKT U IPEIMET UCCIISTOBAHHSL.

Ckymmoe OCHOBHOE COJEp)KaHHWE. BHyTpeHHsAs JormkKa BCEro
W3NIOKEHHWsT ~ Mpoekta  ciabas. HeT  KpUTHYECKOTO  OCMBICICHUS
MIPOYUTAHHOTO, KaK U cOOCTBEHHOT0 MHEHUs. HeT 0600111eHni, BBIBOJIOB.

3akIiovYeHre TAaKOBBIM He SBIsieTCsl. B HEM He MpHUBEIeHBI TPaMOTHBIE
BBIBOJIbI.

He mnpaBwibHO odopmieHsl mpwioxeHus. B pabore nHabmomaeTcs
OTCYTCTBHE CCBUIOK, IUIaruaTr, HE BBIAEpKaH CTUIb M CTPYKTYpa,
HEeaJIeKBaTHOE HCI0JIb30BAHUE TEPMHUHOJIOTHH.

[To odopmnenuto HabGmOMAETCs pPsAA HEAOUYETOB: HE COOJIOIACHBI
ocHoBHBIe TpeboBanus ['OCT, a Gubmuorpadus ¢ MpUIOKEHUAMHU COICPIKAT
MHOTO o1mrbOoK. Menee 20 ctpanui; 00bEM Beeld pabOTHI.

Tabauna 6 — Ouenka KayecTBa 0CBOEHHS MMPOrPaMMbl MPAKTHYECKOH YaCTH

Tpynosas Bonpocsbi Kpurepun oueHku
GyHknus
[Ipuem u Odopmienue TenedoHOrpaMMBI. OtmeTtka «5»: paboTa
pacnpezeneHue BBITIOJTHEHA B 33/IaHHOE
TeneOHHBIX BpEMSI, CAMOCTOATEIBHO,
3BOHKOB aKKypaTHO, C COOJII0/ICHUEM
OpraHu3aIuu MpPaBWJI U CTAHIAPTOB Ha
JIOKYMEHTHI,
Opranuzanus OdopmiieHue crpaBKH. OtmeTka «4»: paboTa
paboTsI ¢ BBHITIOJTHEHA B 33/IaHHOE
MOCETUTETISIMU BpEMSI, CAMOCTOATEIHHO,
OpraHu3aIuu aKKypaTHO, C COOI0/IECHUEM
MPaBWJI U CTAHIAPTOB Ha
JOKYMEHTBI, IPU
BBITIOJTHEHUH JIOTYIIIEHBI
HEeOOJIbIIINe HEAOYETHI;
Brimonnenue Odopmienue akTa. OtmeTtka «3»: paboTa

Koopaunupyomux | OgopmiieHre cxemsl. BBINIOJIHEHA B 33JJaHHOE



https://www.пишем-диплом-сами.рф/vvedenie-otcheta-o-prokhozhdenii-praktiki
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 Bomnpocsl Kpurtepun ouenku
byHKuus

u obecrieunBaronux | Odpopmienue auarpammsl B MS Word. BpEMSI, CAMOCTOATEIBHO, C

byHKIII OdopmiieHue BBITUCKA U3 MTPHKa3a M0 HapyLICHUEM IPaBUi U
OCHOBHOM /IS TEILHOCTH. CTaHJApTOB Ha JJOKYMEHTHI,
Odopmnenune 10MKHOCTHOM OT/ICJIbHBIE OTIepaLUU
UHCTPYKIUH. BBITIOJTHEHBI C OTKIIOHCHHEM
Odopmienue pyKkormucHOTO TEKCTA. 0T 00pasma; 0popMIICHO
Odopmnenue nucrMma. HEOPEKHO;
Odopmienue Tabmuibs B MS Word.
Odopmnenue nuarpammel B MS Excel. OTMeTKa «2»: yICHUK
Odopmnenue Tabmuiel B MS Excel. CaMOCTOSITEIFHO HE
Odopmrnenue nmpoTokoa. cripaBuUJICs ¢ paboTO,
Odopmnenue ykazanus. MpaBujia U CTAaHAAPTHI HA
Odopmnenue pacopsmKeHusI. JIOKYMEHTBI HE COOJTIOICHBI,
Odopmrnenue 3asBieHs B BUJIE MIPU BBITIOJIHEHUH
nra0ioHa. JIOTTYILIEHbI OO0JbIINE
Odopmnenue npe3eHTaIuu. OTKJIOHEHUSI, 0POPMIICHO
Odopmnenue mpukasa mo OCHOBHOU HEOPEKHO U UMEET
JeSITeTPHOCTH. HEe3aBEPIICHHBIN BH/I.
Odopmnenue ToKIIaTHOM 3aMTUCKH.
Odopmnenue gorosopa.
Odopmnenue pacucky.
Odopmienue 00bICHUTETLHOMN 3aIMICKH.
OdopmiieHne BHIMTUCKU U3 MTPOTOKOJIA.

Ilo pesynomamam @vlnonHeHUA mMeOPEMUUECKONl U NPAKMUYECKOU Yacmeil
evleo0uUmcs umozoeas ommemka (kakx cpeoneapugmemuuecxkasn). Ecau
cpeoneapughmemuueckoe HuciO0 noayyaemca OpoOHBLIM, MO UMO2064:A OMMEMKA
evicmaensaemca no npasuinam mamemamuyecko2o okxpynenus. Ilpu ycnewnoii coauu
UmMo2060i ammecmayuu npuceausaemca 3 (mpemos) Kamezopus.

Tab6auna 7 - KpuTtepum HTOroBOro OmeHUBAHUsI W NPUCBOEHHE KBAJIUPHUKAIMOHHOTO
YPOBHS (KaTeropus):

. KBanudukanmoHHbIii YPOBEeHDb (KaTeropus
HUTorossliii pe3yabTar (0TMETKA) purcan yp ( pus)

«5» - OTJINYHO 3 kareropus
«4» — X0poIIOo 3 kareropus
«3» - yIOBJIETBOPUTEIILHO 3 kareropus

«2» - HCYAOBJICTBOPUTCIILHO KaTel"OpI/ISI HC IIPpHUCBAaNBACTCA
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4. OPTAHUBALHNOHHO-IIEJATI'OTUYECKHE YCJIOBUA
PEAJ/IM3ALIUU TPOT'PAMMBI

4.1. CBeeHusi 0 IITATHBIX NMeJIArOTMYECKUX PA0OTHMKAX (BHELIIHUX
COBMECTHUTEJISAX), IPUBJIEKAEMbIX K peaju3alui NporpaMmmbl

Ne ®.1.0. paboTHHKA JokHOCTH OO0mmii
n/n neaaroru4ecKkui
CTaxK padoThI
1 2 3 4

Crapuuii negaror

22 rox
JIOTIOTHUTEIBLHOTO 00pa30BaHus

1 | bensxosa Onbra BnagumupoBna

4.2. Ucnosib30BaHue HATJISIAHBIX MOCOOMI U APYruX Y4eOHBIX MATepHaJI0B
NPHU peain3alum NporpaMmmbl

Jnist peanmu3anuu mporpaMMbl TpoecCHOHATHHOMN MTOTOTOBKH MO CIIeHabHOCTH 26353
«CekpeTapb-MaIllMHUCTKA» UCIIOJIb3yeTCsl yueOHbIH KaOMHET, 000pYA0BAHHBIH:

- MOCaJ0YHBIMU MECTaMHU 10 KOJIMYECTBY O0yUaIOIIUXCS;

- paboyuM MECTOM IpPEro1aBaTes;

- KOMITbIOTEpaMU;

- MUIIYITUMU MallliHKaMH;

- IPUHTEPOM;

- CKaHepoM;

- UHTEPAaKTUBHOM JOCKOH M MYJIbTUMEIUIHBIM KOMIUIEKCOM C JIMLIEH3HMOHHBIM
MIPOrPaMMHBIM OO€CTIeUeHUEM;

- HOPMaTUBHBIMU JTIOKYMEHTAMU;

- METOMYECKOU JINTEPATYPOI;

- y4eOHO-HATJISIIHBIMH ITOCOOUSIMU;

- o0yvaromumu puabmMamu.

[Ipn peanuzanuu BbINIEYKAa3aHHBIX METOJNOB M (opM H3ydeHHs] MaTepHalia Kypca IO
oOpa3oBaTeNnbHON TporpamMme mTpo(hecCHOHANBFHOM MOATOTOBKH TO crenuaibHocTH 26353
«CekpeTapb-MalllMHUCTKA» MPEAYCMATPUBAIOTCS CIEAYIOUINE BUABI CAMOCTOSITETLHOW PabOTHI
oOyuaronmxcs:

— pabota ¢ y4yeOHO-METOJMYECKUMH IMOCOOMSAMHU (KOHCHEKT JIeKIHH, MeTOoAnYecKHue
pPEKOMEHIAIINN );

— paboTa ¢ peKOMEHIOBAaHHOM JIUTEePaTypOoi, HOPMATUBHO-TIPABOBBIMU JOKYMEHTAMH,

— BBITIOJIHCHUC TCCTOBBIX U MPAKTHUYCCKUX 3aI[aHI/II71;
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— 3aMephl CKOPOCTHU U KauecTBa [1e4aTu;
— pabora B nH(pOpPMAIIOHHO-TEICKOMMYHUKALIMOHHOM ceTH MHTepHeT.
[IpomexxyTouHasi aTTecTanusi MpeayCMaTPUBACT BBHIIIOJHEHHUE 3a4ETHBIX paboT (TECTH U
MIPaKTUYECKUE 3a/laHus).
[IpodeccronanbHOE 00YUICHHE 3aKaHIUBACTCS KBATH(PUKAITMOHHBIM 3K3aMEHOM:
— TEOPETUYECKAasl YaCTh: 3aIlUThI IPOEKTHOM pabOThI (Ha BEIOOD);
— TpaKTHYECKas YacTh: BBINOJHEHHE MPAKTHUYECKOTO 3amaHus (odopMieHue mpukasa,

nuchbMa, TadIuIel, cxembl 1 11p.) B MS Office.
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5. COCTABUTEJIM ITPOI'PAMMBbI

bensikosa O.B., crapmmii negaror JONOJHUTENBHOIO 00pa3oBaHUs



MyHuIHMnaJIbHOEe ABTOHOMHOE yYpe:KIeHHe JONOJHUTEILHOr0 00pa3oBaHusA
«MeXIKOJBHBINA y4eOHbIH KOMOUHAT»

PACCMOTPEHO YTBEPXJIEHO

Ha MeToan4ecKOM COBETE npukazom MAYJ[O « MYK»
IIpomoxon Nel om 31 aseycma 2022 2. om 01 cenmsabops 2022 2. No
PACCMOTPEHO

Ha CoBete y4eHHUECKOTO CaMOYIIPaBICHUS
IIpomoxon Nel om 01 cenmsaops 2022 2.

Pabouasi nporpaMMa BOCIIMTAHUA
K IporpamMmme npogecCuoHaJIbLHON NOAT0TOBKH
10 JOJIKHOCTH CJIYKALIEro

26353 «CekpeTrapb-MalIUHUCTKA

Kupumm — 2022
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1. OCOBEHHOCTHU BOCIIMTATEJBHOI'O ITPOLHECCA

B 11€710CTHOM MEIarornyeckoM IMpoLEecce BaXXHOE MECTO 3aHHMMAET IPOLECC BOCHUTAHMS
(BocniutarenbHblM mporecc). CylHOCTb, @ TaKK€ MECTO M pOJib ATOrO Ipolecca Jierye BCEro
0oOHapyXHTh, pacCMaTpUBas €ro B CTPYKType Oosee obmiero mporecca GopMHUPOBAHUS THIHOCTH.
Tam, rie popMupoBaHUE JTUYHOCTH MUMEET YIPABIISIEMbI, KOHTPOJIUPYEMBIA XapakTep, TAe JIIOIH
PYKOBOJICTBYIOTCS CO3HATEJIbHBIMU HaMEpPEHUSIMM, JIEHCTBYIOT HE CTUXMMHO, a IO 3apaHee
HaMEUYEHHOMY IUJIaHy B COOTBETCTBUU C IOCTaBJIEHHBIMU 33J]a4aMH, U MPOSIBISIETCS BOCIHMTAHUE.
Bocniutanue — mporecc IeNeHanpaBlIeHHOTO (OPMHUPOBAHUS JIMYHOCTH. OTO CIEUUATBHO
OpraHM30BaHHOE, YIPABIsAEMOE U KOHTPOJIUPYEMOE B3aUMOJICHCTBUE OOY4YaIOLIUXCS U MEJaroros,

KOHEYHOM CBOEH LieNblo uMeroliee GopMUpOBaHUE TUYHOCTH, HYXKHOM U M0JIE3HON OOIIECTBY.

2. IEJIb 1 3ATAYHU BOCIIUTAHUSA

CoBpeMeHHBIN HallMOHAIBHBIM HUJ1€a] JINYHOCTH — 3TO BBICOKOHPABCTBEHHBIN, TBOPUYECKHI,
KOMIETEHTHBIM TpaxaaHuH Poccum, npuauMaromuii cyap0y OTedecTBa Kak CBOIO JIUYHYIO,
OCO3HAIOIIECH OTBETCTBEHHOCTh 3a HACTOsIee M Oyayliee CBOCH CTpaHbl, YKOPCHEHHBIM B
JYXOBHBIX U KYJIbTYPHBIX TPAIULUAX POCCUICKOTO Hapoa.

Hcxons u3 3Toro BOCIHUTATENBHOTO HJIeala, a TAaK)Ke OCHOBBIBAsICh HAa 0a30BBIX ISl HAILIETO
oOuiecTBa HEHHOCTAX (CeMbs, TPyHA, OTEYECTBO, MPHUPOJAA, MUpP, 3HAHUSA, KYIbTypa, 30pPOBELE,
4eNl0BeK), 00IIast yeb 0CHUMAHUSA— TMYHOCTHOE PA3BUTHE 00YyUaIOLIUXCS, TPOSIBIIAIONIEECS:

1) B ycBOGHUU MMM 3HAHUN OCHOBHBIX HOPM, KOTOpbIE OOILECTBO BHIPAOOTaIO Ha OCHOBE
3TUX LEHHOCTEH (T.€. B YCBOCHHMH UMH COLIMAILHO 3HAYUMBIX 3HAHUIN);

2) B Pa3BUTUU MX IO3UTHUBHBIX OTHOIICHUNW K 3TUM OOIIECCTBEHHBHIM IICHHOCTSM (T.€. B
Pa3BUTHUH UX COI[MAIBHO 3HAYMMBIX OTHOIICHHIA);

3) B mpHOOpETEeHUU MMM COOTBETCTBYIOIIETO 3TUM I[EHHOCTSAM OTbITa MOBEICHUS, OMBITA
MpUMEeHEeHHs] cPOPMHUPOBAHHBIX 3HAHUN U OTHOIICHUU HA MpaKTHKE (T.e. B MPHOOPETEHUU UMU
OTIbITA OCYLIECTBIIEHUS COLIMAIBHO 3HAYNMBIX J€T).

B BocmMTaHuu nAeTel IOHOLIECKOTO BO3pacTa TaKUM IIPUOPUTETOM SBISETCSA CO3JaHUE
OIaronpUATHBIX YCIOBHM JUIsl MPHOOpPETEHUsT 00YYaloUIMMKCS ONBITAa OCYLIECTBICHHS COLMAIBLHO
3HAYUMBIX JEJl.

Briienenue JaHHOTO MPHOPUTETA CBSI3aHO C OCOOCHHOCTSIMU PEOSIT IOHOLIECKOTO BO3pacTa:
C UX MOTPEOHOCTHIO B )KM3HEHHOM CaMOOIIPEINIEHIH, B BEIOOPE JalbHEHINIEro )KU3HEHHOTO MYyTH,
KOTOPBIM OTKpBIBAETCS IEpel HMUMM Ha IOPOTe CaMOCTOATEIbHON B3pociol ku3HWM. CraenaTh
NIPaBUJILHBIN BHIOOp efapieriaceHikam MOMOXKET UMEIOIIUICS y HUX pealbHbIil MPaKTUYECKUH,

COLIMAJIBHO 3HAYMMBIH OTIBIT, KOTOPBII OHU MOTYT IIproOpecTu. 10!
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- OIIBIT JIJI, HATIPABICHHBIX HA 3a00TY O CBOCH CeMbe, POJHBIX U OJIU3KHX;

- TPYJOBOM OTIBIT, OTBIT YYACTHS B IPOU3BOJICTBEHHON MIPAKTHKE;

- OTIBIT ACSITEIbHOTO BBIPAXKEHUSI COOCTBEHHOM Ipask/IaHCKOM MO3UIINH;

- OIBIT CaMOCTOSITEIILHOTO TMPUOOPETCHHUS HOBBIX 3HAHWH, MPOBEICHUS HAYYIHBIX
HCCIIEIOBAHUI, ONIBIT IPOEKTHOM JIEATEIIbHOCTH;

- OTIBIT U3YUEHHUSI, 3AUTUTHI U BOCCTAHOBJICHUS KyJIbTYPHOTO HACJIEIUS YEJIOBEUYECTBA,

- OTIBIT TBOPUYECKOTO CAMOBBIPAKECHUS;

- OTIBIT BEJICHUS 3I0POBOTO 00pa3a >XKM3HU U 3a00THI O 3JJ0POBbE IPYTHX JIIOJIEH;

- ONBIT OKA3aHHS TMOMOINM OKPYKAIOIIUM, 3a00Thl O MAaJbIIaX WU TOXUJIBIX JIOIAX,
BOJIOHTEPCKHUH OTIBIT;

- OTBIT CAMOIIO3HAHMS U CaMOAHAJIN3a, OTBIT COIMAIBHO MPUEMIIEMOTO CaMOBBIPKEHUS U
caMopean3aIiy.

JIOCTIDKEHHIO TIOCTaBJICHHOUW IIEIM BOCHHUTAHHUS OOYYarONIUXCsl CIOCOOCTBYET pEIICHHUE
CJIEIYIONTNX OCHOBHBIX 3a0ay.

1) peann3oBBIBaTh BOCIHTATEIbHBIE BO3MOXHOCTH  MEPOIPHITHH,  MOIEPKUBATH
TpaIuIUU UX KOJUIEKTUBHOTO TUIAHUPOBAHMSI, OpraHU3allK, TPOBEICHUS U aHaIN3a;

2) OpraHM30BBIBaTh JUIi  OOYYAMOMIMXCS  OKCKYPCHH, OKCIEAUIMH, TOXOIbl |
pean30BbIBATH UX BOCMIUTATENbHBINA MOTEHIINAT;

3) opraHM30BBIBATH MPOPOPHEHTALIMOHHYIO PabOTy C 00YJaIOIIMMHUCS;

4) opraHu3oBaTh pabOTy C WX POMUTEISIMA WIH 3aKOHHBIMH IPEJICTABUTEIISIMH,
HaIpaBJICHHYIO Ha COBMECTHOE pellieHue MpoOIeM JTNYHOCTHOTO Pa3BUTHUS ACTEH.

[InanomepHas peanu3alvs MOCTaBJICHHBIX 3alad MO3BOJUT OPraHU30BaThb MHTEPECHYIO U
COOBITMIHO HACBIIICHHYIO H3Hb JIeTel M MeNaroroB, 4YTo cCTaHeT 3(PQPEKTUBHBIM CHOCOOOM

HpO(bI/IJ'IaKTI/IKI/I AHTHCOLIMAJIBHOT'O ITIOBCACHU A 06yqafonmxc;1.

3. BUJibl, ®OPMbI U COAEP KAHUE JEATEJIBHOCTH

HpaKTI/I‘{eCKaH peam3anusg NOCJIM U 3ada4 BOCIHUTAHUA OCYHICCTBIIACTCA B pPaMKax

CIIEYIOIINX HAMPaBJICHUH BOCMIUTATENbHOM paboThl (Tab.8):
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Tabumua 8 — HanpaBJiennst BocnurareJibHOM padoThl

CO3HATEJIBHOTO U
T'YMaHHOTO OTHOIIEHHS K
cebe u cBoemy
¢buznueckomy u
NICUXHYECKOMY 3/I0POBBIO U
BBITTOJTHEHUS
ANIEMEHTAPHBIX TPABHII
3/10pOBbeCOEpEKEHUS

MO3UTHUBHBIX U HETATUBHBIX (haKTOpax,
BJIUSIIOIIUX HA 3JI0POBbE;

- opMHUpOBaHUE TIPEACTABICHHS O
palMOHAIBHOM OpraHu3alluy pekuma JaHs,
yu€0Bbl U OT/IbIXA, IBUTATEILHOM
aKTUBHOCTH

Hanpasiienue Hean 3anaun ®opMbI U BHABI A1eATEIbHOCTH
I'paxnancko- ®dopmMupoBaHUE aKTUBHOM |- pa3BUTHE CHUCTEMBI TATPHOTUYECKOTO — OGecena,
NaTpUOTHYECKOe KU3HEHHOM MO3ULuH, BOCIMTaHMUSI, (GOPMHUPOBAHHE —  BHJICOIPOCMOT,
BOCIIUTaHUeE MOTPeOHOCTH B IpaXKIaHCKOW MO3UINH, KYJIbTYpPbI — wundorpaduxa,
CaMOCOBEPILIEHCTBOBAHUY, |HWHTEIEKTYaJIbHON U TUYHOMN — IOJIyYeHHE H 3aKpEILICHHE 3HAHMI,
CIIOCOOHOCTH YCHEIIHO CaMOCTOSITEIbHOCTH, MOOLIPEHNE — HccreoBaHue HHGOPMAIHOHHEIX
a/1alITUPOBATHCS B WHIUBUIYAIbHOCTH peOEHKa; HCTOUHIKOB.
OKpYKaIoIlleM MUpe - y4acTue B CHOPTUBHBIX MEPOTIPUSATHUSAX,
KpPY)KKaX, CEKIUIX, OBJIaJIEHUE 3HAHUSIMU
U 3JI0POBbE COEpEraroIuMu
TEXHOJIOTUSAMH, TPOPHIIAKTUKA KypeHUs U
3710yNOTPEOIEHHSI ICUXOAKTUBHBIMU
BEIIECTBAMU
3nopoBbecoeperaiomee |Co3znaHue ycIoBUN IS - (hopMupoBaHue IPeACTaBICHUS O — MHCTPYKTaX,
BOCIIMTAHUE (dbopMupoBaHus y LIEHHOCTH 3JJ0POBbs U HEOOXOAUMOCTH — Gecena,
oOyyJaromuxcs OCHOB Oepe’KHOro OTHOILLIEHHS K HEMY; —  BHJCOIPOCMOTP,
3JI0pOBOro 00pasa )KU3HH, |- OPMHUPOBAHUE MPEICTABICHUS O —  pe3eHTALMS,

— 03JI0pPOBUTEIBHOE MEPOIIPHUSITHE.
— TOJIy4YeHHE U 3aKpPEIICHUE 3HAHUIA,

— HCCleI0BaHHEe HH(POPMALMOHHBIX
HCTOYHHUKOB,

— coOJroieHNe CaHUTapHO-
TMTHEHHYECKUX TPeOOBaHUH,

— peNakcalMOHHBIC Tay3bl,

— 3puTeNbHasi THMHACTHKA,

— BBINOJTHEHUE YIIPAKHEHUH IS CHATHS
MBIIIEYHOTO HANPSDKEHHS.

IIpaBoBoe BocuTaHue
U KyJbTypa
0e3omacHoCTH

Oco3Hanue 00yyJaromuMucs
3HaYMMOCTH IIPABOBOM
KYJIBTYPBI AJ1s1 OyIymiero

- CO3/1aHUE YCIOBHM Ui (POPMHUPOBAHHUS
LIEJIOCTHOTO MIPEJICTABICHUS O JINYHOU
OTBETCTBEHHOCTH 32 aHTUOOIIECTBEHHbBIE

— HHCTPYKTaX,
— ypoKu 0€30MacHOCTH,
—  aKImus,
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Hanpasiienue Hean 3anaun ®opMbI U BHBI AeATEIbHOCTH
JMYHOCTHOTO CTAaHOBIJICHUS |IESHUS, IPEAYCMOTPEHHBIC YTOJIOBHBIM  |— Gecena,
Y YCTICIITHOTO aJIMAHUCTPATHBHBIM IIPABOM; —  BHJIEOIIPOCMOTP,
B3aMMO/ICHCTBHSI C - HAYYHTP BECTH CeOs B OOLICCTBEHHBIX | ppeseHTamys,
OKPYXKAIOIIAM MUPOM. MecTax, COONI0IaTh TUCIUTUTHHY U — NoJydeHHe U 3aKperUIeHNe 3HaHMl,
TTOPSIIIOK; —  WccneoBaHNe HH(POPMAIOHHEIX
chopMUpOBaTh YMEHHE pa3InyaTh HCTOYHHKOB,
XOPOIINE U IJIOXHE TOCTYIKH; _ yuacTHe B AKIMAX,
- IPCAYHPCAMTE OTIACHOCTL — coluoieHue HopM 6€30MacHOCTH,
HEOOyMaHHBIX IEHCTBHIA, CBOWCTBEHHBIX
— co0uto/IeHNe MPaBOBBIX HOPM.
MTOIPOCTKOBOMY
BO3pacTy, KOTOPbIE MOT'YT MPUBECTH K
COBEPIICHHIO MPECTYIICHUN.
JdyxoBHO- dopmupoBaHue - CO3JJaHHUE CHUCTEMBI ITPABOBOIO — Oecena,
HPaBCTBEHHOE I'YMaHHCTUYECKOTO IPOCBEUICHMUS; —  BHJICOIIPOCMOT,
BOCIIUTAHUE OTHOILIEHUS K -npo¢UIIaKTUKa PAaBOHAPYILIEHUH, — mpe3eHTaLysL.
OKPYKaIOIlIEMY MUDY, YeJlI0BeK — CBOOOIHAS JTMYHOCTb, YJIEH —  HcclenoBanue HHPOPMALIMOHHBIX
BOCIIUTaHHE IpaXKIaHCKOTO 00IEeCTBA U MPABOBOTO MCTOYHHKOB,
3aKOHOIOCTYIIHOTO rocynapersa, —  COOMIOJIEHNE KYJIBTYPhl OOIIEHHS 1
rpaXKJaHUHA, - popMupoBaHUE YBaXKEHHS K YETIOBEKY, K MOBE/ICHHS B COTIHYME.
00Ja/1al01ero Ka4ecTBaMM |ero BHYTPEHHEMY MHUPY.
TOJICPAHTHOCTH.
Xy10K€eCTBEHHO- [Ipuobiuenue k - pa3BUTHE TBOPYECTBA KaK — Oecena,
3CTeTHYECKoe YeJI0OBEUECKUM HEOTHEMJIEMOM YaCTH AESITeIbHOCTU — Ipe3eHTaIus,
BOCIIMTAHUE LIEHHOCTSIM, YeJIoBeKa, pa3BUTHE CIIOCOOHOCTH K — BHICOMPOCMOTP,

«IIPUCBOEHUE» ITUX
LIEHHOCTEHN, BOCIIUTAaHUE
YyBCTBEHHOH cepsl,
BHJIECHUE MPEKPACHOTO.

XYZ0’KECTBEHHOMY MBIIUIEHUIO U TOHKUM
SMOIIMOHAJIbHBIM OTHOILIECHHUSM,
CTUMYJIMPYIOIIHUM XYyJ105KECTBEHHYIO
CaMOJIEATENbHOCTD.

— Ppa3BUTHE ICTETHUUECKOTO OTHOLLIECHUS K
SBJICHUSIM OKpY>Karollen )KM3HU U
HCKYCCTBY.
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4. OCHOBHBIE HAITPABJIEHUS CAMOAHAJIN3A
BOCIUTATEJBHOMN PABOTHI

OCHOBHBIMM  NPUHLMIIAMH, HA OCHOBE KOTOPBIX OCYILECTBISETCS  CaMOAaHaIU3
BOCIIMTATENILHOU PaOOTHI, SIBJISIOTCS:

- [PUHUOUI  TYMAaHUCTUYECKOM  HAMpaBIEHHOCTH  OCYUIECTBIIIEMOIO  aHaJIW3a,
OPUEHTHUPYIOIIMI SKCIIEPTOB Ha YBAXKUTEIbHOE OTHOIIEHHWE KaK K BOCIIHMTAaHHUKAM, TaK M K
nejaroraM, peaju3yroluM BOCIUTATeIbHbINA TPOLECC;

- IPUHLMII TPUOPUTETA aHAIM3a CYHIHOCTHBIX CTOPOH BOCIHUTAHMS, OPUEHTUPYIOIIMI
9KCIEPTOB Ha HM3y4YEHHE HE KOJIMUYECTBEHHBIX €ro IMOKa3zaTelei, a KaueCTBEHHBIX — TaKUX Kak
CoJlep’)KaHWE U pa3HoOOpa3ue JAeATeIbHOCTH, XapakTep OOIIEHHS M OTHOILIEHUH MEeXAy
00yJarOIIMMUCS U TIeJJaroraMu;

- TPUHLUI PA3BUBAIOLIETO XapakTepa OCYLIECTBISEMOr0 aHajiu3a, OPUEHTUPYIOIIHMA
9KCIEPTOB Ha UCMOJIb30BAaHUE €ro pe3yabTaTOB JJsi COBEPIIEHCTBOBAHUS BOCHHUTATEIbHON
NeSITEeIbHOCTH T€JaroroB: TPaMOTHOM IMOCTAHOBKM HMMHU II€JIM M 3a/ad BOCIUTAHUS, YMEJIOro
IUTAHUPOBAHUS CBOEH BOCHHUTATENIBHOM pabOThl, aAE€KBAaTHOTO MoAOOpa BUAOB, (POPM U COIEPIKAHUS
UX COBMECTHOM C JETBMH JESATECIBHOCTH;

- MNPUHLUI Pa3JCIICHHOM OTBETCTBEHHOCTH 3a PE3yJbTaThl JINYHOCTHOTO Pa3BUTHS
oOyyaromuxcs, OPHUEHTHUPYIOUIMM SKCIEPTOB HAa MOHMMAHME TOTO, YTO JMYHOCTHOE pa3BUTHE
BOCIIMTAHHUKOB — 3TO PE3yJIbTaT KAaK COL[MAIIBHOTO BOCIIMTAHHUSA, TaK U CTUXUMHON COLUAIN3ALUHU U
CaMOpa3BUTHs JETEH.

OCHOBHBIMU HaNPaBICHUSAMH aHAJIN3a OPraHU3yeMOI'0 BOCIIUTATEIBHOTO IIPOLECCa:

1. Pe3ynpTarel BOCIMTAHUS, COLUANIN3ALUN U CAMOPA3BUTHS PEOST.

KpureprueM, Ha OCHOBE KOTOPOTO OCYLIECTBIISIETCS AAHHBIN aHAIM3, SABJSACTCS AMHAMUKA
JIMYHOCTHOTO Pa3BUTUS 00Y4aIOLIETrOCs..

Crnocobom monydyeHuss HHGpOpMALMM O pe3ylbTaTaX BOCIUTAHUSA, COLUAIMU3ALUU U
caMOpa3BUTHUA OOyyarollerocs SBJSETCS INelarormyeckoe HaOJroeHue, pe3yibTaThl ydacTHs B
Pa3IUYHBIM MEPOIIPUATHUAX U JP.

2. CocTostHME COBMECTHOU AESTEIBHOCTH JIETEN U B3POCIIBIX.

KpureprueM, Ha OCHOBE KOTOPOTO OCYIIECTBISETCS NaHHBIM AHAJIU3, SBISAETCS HAINYHUE
UHTEPECHOH, COOBITUIHO HACBIIIEHHOW M JIMYHOCTHO pa3BUBAIOIIEH COBMECTHOM AEATENbHOCTU
JIETEN U B3POCIIBIX.

Cnocobamu  mosiydeHHss HMH(POpPMAllMM O COCTOSIHUM  OPraHU3yeMOd  COBMECTHOMU
JeATeIbHOCTH JIeTe M B3pOCIBIX MOTYT OBITH Oecellbl C pedsSTaMu U UX POAUTEINISIMH, MeIaroramu,
IIPU HEOOXOIUMOCTH — UX AaHKETUPOBAHUE.

Baumanwne IIpU 3TOM COCPEAOTAUYNBACTCA HAa BOIIPOCAX, CBA3aHHBIX C:
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- KQ4e€CTBOM IPOBOIMMBIX MEPOIIPUSITHIA;

- Ka4e€CTBOM IPOBOIUMBIX IKCKYPCHUI;

- KQU€CTBOM B3aUMOJICHCTBUS C POJUTEISIMUA O0yJarOIIUXCS;

- KQ4€CTBOM NMPO(POPHEHTAIIMOHHOMN pabOTHI B LIETIOM.

Hrtorom camoaHaiin3a BOCIUTATEIbHOW PaOOTHI SBIISIETCA NEPEUEHD BBISBIECHHBIX MPOOIIEM,
HaJ KOTOPBIMU MPEACTOUT padOTaTh MEJArorMuecKoMy KOJUIEKTHBY, U IPOEKT HAINpPaBJICHHBIX Ha

3TO YNPABIECHYECKUX PEIICHUM.

5. KAJJEHJIAPHBIN IITAH BOCIIUTATEJIBHON PABOTHI
HA 2022-2023 YYEBHBIN I'O/],

Meponpusitue OpueHTHpPOBOYHOE OTBeTcTBEHHBIE
BpeMsl IPOBe/IeHusI
MeponpusiTusi 10 HANPABJEHUSIM BOCIUTATEJILHOI PadoThI
[IpoBenenue 6ecens o Teme: «IIpaBuna Cents6pb, MapT (10 bensxosa O.B.
noseaeHus odydaromuxcs B MAYJ10 rpaduky)
«MVYK», npenBapuTenbHbIA U TEPBUYHBINA
MHCTPYKTAXH 0 OXpaHe TpyJa
Jenn cexperaps B Poccun (18 cenTsops), CeHts6pb bensxosa O.B.
Oecena
Mex1yHapOoJHbIN JEHBb MOXKUIIBIX JIIOJIEH, OKTs10pB bexakosa O.B.
Oecena
Jlens yumtens, 6ecena OKTs10pB bensxosa O.B.
Jlens Matepu, O6ecena Hos6pn bensxosa O.B.
Jlekmus-6ecena, mocpsieHHas JHio Hos6pn bexsakosa O.B.
HapOJHOIO €IMHCTBA
Jens Koncturymuu PO (12 nexabdps), Hexabpb bensxosa O.B.
Oecena
VYyactre B HOBOrogHux MeponpusaTusax Hexabpb bensakosa O.B.
MAVY 1O «MYK»
Jlens cusatus 6nokaap! Jienunrpana (27 SluBapb bensakosa O.B.
sTHBapsi), Oecena
Jlenb maMsiT BOMHOB A(raHcKoil BOMHBI ®despasib bensakosa O.B.
(15 depans - Jlenp BonHa-
WHTEPHAIIMOHAJINCTA)
Jlenp 3anmtHuka OTeyecTa, Oecena Despaib bensikosa O.B.
Mexnaynapoansiii XKenckuit Jlenb Mapt bensakosa O.B.
MexnyHapOAHbBIN A€Hb OCBOOOXKICHUS Arnpenb bensakosa O.B.
Y3HUKOB (haliCcTCKUX KOHIVIarepei, oecena,
BHJIEOPOJIUK
Jlenb aBuanyu 1 KOCMOHABTHKH, Oecerna Arnipenb benskosa O.B.
MexayHapOoaHbIi 1€Hb COJIMIAPHOCTH Amnpenb benskosa O.B.
Moutofiexku (24 ampenst), 6ecena
MexyHapoaHbIi f1eHb cexperaps (21 Amnpenb benskosa O.B.
anpens 2021 r.), becena
IIpa3nnuk Becusl u Tpyna, Oecena Maii benskosa O.B.
Jlenn IToGenpl, Oecena Maii benskosa O.B.
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Meponpusitue

OpueHTHPOBOYHOE
BpeMs IPOBeIeHH s

OTBeTCTBEHHBIE

[ToaroToBka K KOHKYpPCY KOMIIBIOTEPHBIX
pabot mns 5-11 kiaccoB OO Kupumickoro
paiioHa, IPOBOJIUMBII COBMECTHO ¢ LleHTpom
«Pycckuii My3eii: BUPTyaJIbHBIN (HritHamy

B teuenue roaa

bexskosa O.B.

[ToaroroBka Kk KOHKYpCy Cpeau
oOyyaromuxcs «SIpmapka mpoeKkToB»

B teuenue romaa

bemxskosa O.B.

[ToaroroBka K ApyruM KOHKypCam

B teuenue rona

bemxskosa O.B.

JKCKypCHH, I

KCIIEAUIIUH, ITOXO0AbI

VY4eOHble 1 podopUeHTAMOHHbBIE
9KCKYPCHH:

- 8 Komuret o o0pa3oBanuio;

- U Jp.

B teuenue roaa

bemxsakosa O.B.

PaGora

¢ pOAMTENSIMU

Ponurensckue coOpanust

B teuenue roaa (mo
rpaguky)

bemxskosa O.B.

B3anmopelictBre ¢ poaurensiMu
(3aKOHHBIMU TPE/ICTABUTEISIMHU)
00yJaronuxcst

B Teuenune roma

benakosa O.B.

Y4yacTue B KOHKYpcax

aKIMsiX, KBeCTaxX, MNPOEKT

Bcepoccuiickuit 00pazoBaTenbHbIN MPOEKT
"Vpox nudpsr"

CeHTs0pb

benakosa O.B.

Bcepoccutickuit ypok 6€301acHOCTH
LIKOJIbHUKOB B ceTu MHTEpHeT, Gecena,
BHJICOPOJIUK

OkTs16ps (110 Tpaduky)

bexakosa O.B.

VYyacrtue B akiuu «llo3npaBs Mmamy» Hos6pn bensikosa O.B.
Konkypc komnbroTepHbIX paboT mst 5-11 ITo rpaduxy bensxosa O.B.
kiaccoB OO Kupwuiiickoro paiiona,

MIPOBOJMMBIN cOBMeCTHO ¢ LlenTpom

«Pycckuit My3ei: BUPTyaIbHBIA (PrITHAIDY

Konkypc cpenu oOyuaromuxcs «Spmapka Anpenb benskosa O.B.

IIPOCKTOB»

YuacTue B APYTuXx aKOuiax, IpoOCKTax,

B Teuenune ronga

KBCCTAX, KOHKYpCax.

bexsakosa O.B.
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IMPUJIO)KEHUE A

Kanenaapubiii yueOHbIH rpaguk
Ha 2022-2023 yueoHblii roa

IIporpamma mnpogeccuoHanbHoli mMoAroToBkH 26353 «CekpeTapb-MAIIMHUCTKA»

peajiu3yercs:

- nepBbli rox o0yueHus — ¢ 6 ceHtsops 2022 r. no 23 mas 2023 r. (mpou3BOACTBEHHAs

npakTtuka: 29 mas 2023 r. o 23 utonsa 2023 r.);

- BTOpOM roa ooydenus — ¢ 1 cents16ps 2022 r. mo 11 mas 2023 r.

HepI/IOJILI U NPOAO/LKUMTEJIBbHOCTL KAHUKYJ JISI IEPBOT0 M BTOPOro roaa Oﬁy‘-lel-llflﬂ

NpeayCMOTPEHbI cJieAylolue:

4acoB;

qacCoB.

oceHHue — 29 okts6ps — 06 HosOps (9 mHEH);
3umHHe — 30 nexadbps — 08 ssuBaps (11 aueit);
BeceHHHe — 25 mapta — 02 anpens (9 nueit).
Htoro — 30 guei.

Kosin4ecTBO y4eOHBIX Heleb:

- TIEPBBINA To1 00ydeHUs — 34 yueOHBIX HEJCIH;
- BTOpO# 1o 00yueHus — 33 yaeOHbBIX HEeNIeIH.
Pexum 3anaTnii:

HepBBIfI rojg 06yquI/15{ -1 pa3 B HEACIIIO 110 BTOPHUKAaM B KOJIMYECTBE 3 AKaJJCMHUYCCKUX

BTOpOfI rojg 06yquI/15{ -1 pa3 B HEACIIO 11O YETBEPraM B KOJIMYECTBE 2 aAKaJICMHUYCCKUX

CpOKI/I IIPpOBCACHUS HpOMe)KYTOqHOﬁ ATTCCTAllMU AaHbl B ITPHJIOKCHUHU b.

Cpoxku npoBeicHUsI UTOTOBOM aTTecTanuu 11.05.2023.
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IMPUJIO)KEHUE b

I'pa¢gux npomMe:KyTOYHON U HTOrOBOM ATTECTALMHU
NepPBOro ¥ BTOPOIro roaa 00y4eHust

Ne Ha3zBanue Ne IMenaror Ha3zBanue Jarsi Jara
NMPOrpaMMbl rpynubl AUCHUILIHHBI MPOMEKYTOYHOM | MTOroBOM
aTTecTAllMN | aTTecTaluu
IlepBblii rog 00yyeHust
1 | 26353 «Cekperapb- 1  |bemskosa O.B.| OpranuzanuoHHas 06.12.2022
MAITHHUCTKA TEXHHUKA U 04.04.2023
WH(POPMaIIOHHEIE
TEXHOJIOTUU B
JICJIOTIPOU3BO/ICTBE
Texnnka 20.12.2022
MAaITUHOIVCH 21.02.2023
JenoBas KynbTypa 28.12.2021
05.04.2022
JokymeHTHI, 27.12.2022
KOPPECTIOHICHITUS 1 23.05.2023
JICJIOTIPOM3BOJICTBO
BTopoii roa o0yuyenns
2 | 26353 «Cexkperapb- 1 |bemskxoBa O.B.| OpranuzanuonHas 08.12.2022 11.05.2023
MAaIIMHUCTKA TEXHUKA U 09.03.2023
uH(OpMAaIIMOHHBIC
TEXHOJIOTUH B
JIEIIOTIPONU3BOJICTBE
TexHuka 22.12.2022
MaIIHHOITUCH 06.04.2023
JIOKyMEHTHI, 22.12.2022
KOPPECIOHACHIUA 1 04.05.2023
JIEIIOTIPOU3BOJICTBO
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NPUJIOXEHUE B
Y4eOHO-KaTeHAapHOE IIJIAHUPOBaHUe
NMePBOro roaa o0y4eHus
1 monyroaue 2022-2023 y4yedHoro roaa
Ne Tema Koua-Bo Jara
3aHATHSA 4acoB
1. Bezonachocts Tpyna. [ToxkapHas 6e30macHOCTh. AyTOTPEHUHT, 1 06.09.2022
TUMHACTHKA JJIS pYK, T1a3 1 ap. Opranuzanusi padbovero Mecra mpu
MaIIMHONKMCHBIX paboTax.
BBenenue: cpencrBa OprreXHUKH, ONPEAEIeHe, Ha3HAaUEHHE, 1
KJIacCU(pUKAIIHSL.
Oo6mume npasuiia paboThl HA MUANIYIIEH MalIMHE U KOMIIBIOTEpE. 1
YX07 3a NUIIYIIEN MAaIIMHON U KOMITBIOTEPOM.
2. [Tomemenuie A5 yrpaBiIeHYECKHX CIIY>KO M €ro OCHAIIeHHUE. 1 13.09.2022
CpezcTBa Jisi COCTABJICHUS] OPUTHHAIIOB TEKCTOBBIX JJOKYMEHTOB. 1
«Crenoiy» necATUNIaIbIeBhI METO] TICYaTH Ha KJIABHATYpE C 1
pycckuM mpudToM. OCHOBHOW, BEPXHUA U HUKHUH PSIIBI
KIIaBUATYPBHI.
3. CpencTBa KONUPOBAHUSI U ONIEPATHBHOTO PAa3MHOKEHUS 1 20.09.2022
JOKyMeHTOB. CpejicTBa TUPaXHUPOBAHUS JIOKYMEHTOB.
Brenenne. [Ipukitamaoe mporpaMmmHoe obecriedeHue it paboThI 1
cekperaps. TexcroBbiit mpoueccop WORD: ¢hyHKIMOHATBHBIE
BO3MOKHOCTH.
OcBoeHre PUEMOB TEXHUKH TMHChMa Ha KIIAaBHATYPE C PyCCKUM 1
mIpUGTOM: OCHOBHOM PsIJT KIIABHATYPEI.
4. TexkcroBbiit mporeccop WORD: nopsiiok U IprUeMbI BBITOJIHEHHS 1 27.09.2022
onepauu.
Ocrerndeckas U dTHIECKast KYIbTYPHI. 1
OcBoeHHe TIPUEMOB TEXHUKH THChMa Ha KIIABHATYPE C PyCCKUM 1
mIpUGBTOM: BEPXHUHA PSIJT KIIABUATYPBI.
5. OcBoeHHE TPUEMOB TEXHUKH MHChMa Ha KJIABUATYPE C PYCCKHM 1 04.10.2022
mIpUGPTOM: HUKHUH PsiJT KIIABHATYPEI.
Cpenctsa s 00paboTky JOKyMeHTOB. CpencTBa CBSI3H. 1
JlukrodoHHas TeXHUKA. BeIYHCTUTEILHBIC CPE/ICTBA.
[lcuxomnorus oOmeHws. 1
6. [IpaBuia ohopmieHns 3HAKOB MTPEMTMHAHMS, TIPSMAasi peUb, [IUTATHI, 1 11.10.2022
WCIONb30BaHMe cokparieHnid. CriocoObl HCITPaBIEHUS OMIHOOK.
KontponbHas padora o TeMe «OpraHu3aliMOHHAs TEXHUKAY. 1
OTpaboTKa JABUTATEIbHBIX HABBIKOB TP OCBOCHUHU KIIABUATYPHI. 1
3amepbl CKOPOCTH.
7. [IpaBwmita HanMcaHWsT MATEMATUIECKUX CHMBOJIOB U (hOPMYII, 1 18.10.2022
reorpaduyeckux 0003HAYCHUH, YUCTUTETBHBIX U CIOXKHBIX
MPHUIIATATEIbHBIX.
OdopmieHne TEKCTOB ¢ MATEMATHYCCKMMHU CUMBOJIAMH U 1
(bopmynamu, reorpadgudeckuMu 0003HAYCHUAMHE, YUCTUTETBHBIMH U
CJIOXHBIMH MPHIIATaTeIbHBIMU.
OTtpaboTKa JBUTATENFHBIX HABBIKOB IIPH OCBOSHHH KIIABUATYPBI. 1
3amephl CKOPOCTH.
8. 3aronoBKku M moa3aroioBku. CrocoObI BEIICTICHHS B TEKCTE. 25.10.2022
Kynbrypa obmenns B chepe qeaTenbHOCTH CeKpeTapsl. 1
OTtpaboTKa JBUTATENLHBIX HABBIKOB IIPH OCBOSHHUH KIIABUATYPHI. 1
3amephl CKOPOCTH.




71

Ne
3aHATHA

Tema

KoJa-Bo
9acoB

Jara

9.

CHOCKI/I, IMpUuMCYaHusl.

OCHOBHBIE CBEICHHSI U3 UCTOPUH JIETIONPOU3BOJICTBA U
ceKkperapckoi ciyk0b1. Opranuzanus HHPOPMaIMOHHO-
JIOKYMEHTAJILHOT'0 00CITy)KHMBaHUSL.

OtpaboTKa ABUTATEIbHBIX HABBIKOB TP OCBOCHUH KIIaBUATYPHI.
3amMepsl CKOPOCTH.

08.11.2022

10.

JokyMeHTanmoHHoe obecnieuenne npeanpustus. TpeboBaHus K
nokymeHTaM. CocTaBlIeHHE TEKCTOB CIIY>KEOHBIX IOKYMEHTOB.

KynbTypa obuienust B cdepe AesITeIbHOCTU CEKPETapsl.

OtpaboTKa ABUTATEIEHBIX HABBIKOB P OCBOSHUH KIIaBUATYPHI.
3amepsl CKOPOCTH.

15.11.2022

11.

JokyMeHTanmoHHoe obecnieuenne npeanpustus. TpeboBaHus K
JIOKyMEHTAaM.

ITewatanue Tekcra ¢ konusmu. [leyaTaHue TEKCTa € IByX CTOPOH
nucrta. Hymepauus crpanunl. [leyatanve Tekcra Ha JMHOBAHHOMN
Oymare. TuTynbHbBIHN JHCT, OUOIHOrpadus.

Kyinbrypa o01ienus B chepe IesTeIbHOCTH CeKperaps.

22.11.2022

12.

BeinosHenne pabot o 00paboTKe JOKYMEHTAIMH B TEKCTOBOM
nporeccope. OpopmiieHne ykazaTenei, HaAmucen.

TpeboBaHus k OJaHKaM M IpaBuIia OGOPMIICHHUS YIIPABICHYSCKUX
JIOKYMEHTOB.

OdopmIeHrE TEKCTOB C IBYX CTOPOH JINCTA C HyMepaluel CTpaHHIl,

3aroJIOBKaMiu, BEIJICTICHUEM, IIPUMCYaHUEM U CHOCKaAMU.

29.11.2022

13.

3adger 1o aucnuiumHe «OpraHu3alioHHas TEXHUKA U
“H(OPMaIMOHHBIE TEXHOJIOTHH B ICIOIPOU3BOICTBEY.

OCHOBHbIC MTOJIOKEHUST CTUITUCTUKH, JISKCUKH U (DPa3eOIOrHH.
Cnernanbhas nekcuka. Tepmunonorus. OdunuanbHO-IeT0BO#
ctriib. OCHOBHBIE TOJIOKEHUS opdorpaduu 1 MOp(HOJIOrHH C

9JICMCHTaAMHU HpﬁKTPI‘ICCKOfI cTriicTHKA. CUHTAKCHC C DJIEMEHTaMHU

Hp&KTH‘ICCKOﬁ CTUIIMCTHUKH

OTtpaboTKka ABUTATEILHBIX HABBIKOB IIPU OCBOCHUH KJIABHATYPHI.
3amMepbl CKOPOCTH.

06.12.2022

14.

Kynprypa obmenus B chepe AeITeNbHOCTH CeKpeTapsl.

TexHuKa pegaKTHPOBAHMUS TEKCTOB.

Nmunx cexperapsi.

13.12.2022

15.

3ader no aucuuiuimHe « TexXHrKa MaIlMHOITHMCH).

KyneTypa peun.

Kynberypa Tenedonnoro pasrosopa.

20.12.2022

16.

TexHuKa peaaKTUPOBAHUS TEKCTOB.

3ayer 1o AucuUILUIMHE «JlenoBast KyJabTypay.

3ader no JUCHHUIIIIMHE «I[OKyMeHTLI, KOPPCCIIOHACHI A U
ACJIOIIPONU3BOACTBON.

RlRRrRrRRRr R~

27.12.2022
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Y4eOHO-KaTeHAapHOE IIJIAHUPOBaHUe
NepBOro rojaa o0y4eHust

2 moayroaue 2022-2023 yyedHoro roga

Ne Tema Koua-Bo Jara
3aHSATHS 4acoB

17. [Mucemo Tekcra ¢ nudpoBsIM U GOPMYITBHEIM MaTEPHATIOM. 1 10.01.2023
PyOpuku, cnincku. TaOynsiust. 1
OtpaboTKa ABUTATEIbHBIX HABBIKOB TP OCBOCHUH KIIaBUATYPHI. 1
3amepsl CKOPOCTH.

18. BeinosnHenue pabot o 00paboTKe JOKYMEHTAIIMH B TEKCTOBOM 1 17.01.2023
nporeccope. OdopmireHne 3arooBKa CTeH 1a.
Tabmuiipl. [TpaBuna ohopMiIeHHS U COCTABJICHHUS MPOCTHIX TAOJIHIL. 1
OtpaboTka JBUTAaTEFHBIX HABHIKOB TIPH OCBOCHHUHU KJIABHATYPBL. 1
3aMepbl CKOPOCTH.

19. OdopmiieHre TIPOCTHIX TAOIUI] HA KOMITBIOTEPE. 1 24.01.2023
BeinosiHenne pabot mo 00paboTKe JOKYMEHTAIMH B TEKCTOBOM 1
nporeccope. Odopmienue HHPOPMAITMOHHBIX JIMCTOB JUTS CTEH/A.
OtpaboTKa TBUTATETLHBIX HABBIKOB ITPH OCBOSHUH KJIaBUATYPHI. 1
3amepsl CKOPOCTH.

20. DTHKET B JI€JIOBOH TMEPEIHCKE. 1 31.01.2023
[IpaBuna oopmieHns cxem. 1
OnexrponHas Tabimna Excel: pyHKIImoHanbHBIE BO3MOXXHOCTH 1
AJICKTPOHHOHN Ta0JIHNIIBL.

21. OdopmiteHre MPOCTHIX TAOIKI] HA IMUINYIICH MaITHHE. 1 07.02.2023
Coop u pedepupoBanre HHGOpMaLIUH. 1
BusuTHBIE KApPTOUKH. 1

22. KouTtponbHas padota 1o TemMe «OCHOBBI peIaKTHPOBAHHS TEKCTOB U 1 14.02.2023
pedepupoBanue HHOOPMAITHI)
BrImronmaenme paboT B AIEKTPOHHOM TabmuIle: 0hOpMIICHHE TEKCTA, 1
Ta0JINII, THarpaMM.
TexHWKa BeICHUS U TUKET JIETOBOM Oecerpl. 1

23. 3aver o qucnuiumHe «TeXHUKa MAITHOTUCH) 1 21.02.2023
JlemoBoii TTPOTOKOIT. 1
OnekTpoHHas Tadmmia Excel: mopsmok v TpreMBbl BBITOTHCHIS 1
oreparuii.

24, BreimosnHaenmne paboT B AIIEKTPOHHOM Tabnuiie: ohopMIIeHHE TEKCTa, 1 28.02.2023
TaOJHUII, AMArpamMMm, CiapKIaifHOB; IPOCTHIC BEIYUCIICHHS.
[IpaBua cepBupoBKH YaitHOrO (KO eifHOr0) cToMNA. 1
Komnerorepubie cern. UaTEpHET. 1

25. [IpaBuna mpUTOTOBIEHNUS U TIOAAYH TOPSUNX HAITUTKOB M 3aKYCOK K 1 07.03.2023
HUM.
Konrponbnas pabota no Teme «2OnekrpoHHas Tabmina Excel» 1
JIOKYMEHTBI JITUHOTO XapaKTepa; CoCTaBieHue, ohopmieHue U 1
pabota ¢ TOKyMEHTaMH.

26. JIOKyMEHTBI JINYHOTO XapaKTepa; COCTaBIIeHHEe, OPOpPMIICHUE U 1 14.03.2023
pabota ¢ TOKyMEHTaMH.
JIOKyMEHTBI JINUHOTO XapaKTepa; COCTaBIeHHe, oopmieHue u 1
pabota ¢ TOKyMEHTaMH.
WnTtepbep paboyero noMmemeHns Kak o0JIacThb 1€I0BOTO THKETA. 1

27. 3ader no aucuuIuinHe «JlenoBas KyapTypa» 1 21.03.2023
Cucrema niepeayn JIEKTPOHHBIX COOOIIEHUH. DNEeKTpOHHAS ITOUTa. 1
JloKyMeHTBI TMYHOTIO XapaKTepa; cocTaBieHue, ohopMiIeHHe U 1

pa60Ta C JOKYMCHTaMU.
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Ne Tema Koa-Bo Hara
3aHATHS 4acoB
28. 3auer no auciuIuimHe «OpraHu3aoHHas TEXHUKA U 1 04.04.2023
MH(OPMALIMOHHBIC TEXHOJIOTHH B JICJIONPOU3BOJICTBE
JloKyMeHTBI THYHOTO XapaKTepa; cocTaBieHue, ohopMiIeHUE U 1
pabota ¢ TOKYMEHTaMH.
JIOKyMEHTBI JINYHOT'O XapaKkTepa; COCTaBJIeHUe, 0hOpMIICHUE U 1
pabota c TOKyMEHTaMH.
29. JIOKyMEHTBI JINYHOT'O XapaKkTepa; COCTaBJICHUE, OQOPMIICHUE U 1 11.04.2023
pabota ¢ TOKyMEHTaMH.
JIOKyMEHTBI JINYHOT'O XapaKTepa; COCTaBJICHUE, OQOpPMIICHUE U 1
pabota ¢ TOKYMEHTaMH.
JIOKyMEeHTBI THYHOT'O XapaKTepa; COCTaBleHue, OQOpPMIICHUE U 1
pabota ¢ TOKyMEHTaMH.
30. JIOKyMEHTBI JINYHOTO XapaKTepa; COCTaBJIeHUE, OQOPMIICHUE U 1 18.04.2023
pabota ¢ TOKYMEHTaMH.
KontponbHas pabora 1o Teme «J{oKyMEeHTBI IMYHOTO XapaKTepa» 1
OCHOBHBIC TOKYMEHTHI YIIPABIICHUS; COCTaBJICHNE, OpOopMIICHHE 1 1
paboTa ¢ TOKyMEHTaMHU.
31. OCHOBHBIEC TOKYMEHTHI YIIPABIICHUS; COCTaBJICHNE, ODOopMIICHHE 1 1 25.04.2023
paboTa ¢ JOKyMEHTaMHU.
OCHOBHBIEC TOKYMEHTHI YIIPABIICHUS; COCTAaBJIEHNE, OpOopMIICHHE U 1
paboTa ¢ JOKyMEHTaMHU.
OCHOBHBIE JJOKYMEHTBI YIIPaBJIIEHUs; COCTaBJICHUE, OQOpMIICHUE U 1
paboTa ¢ JOKyMEHTaMH.
32. OCHOBHbBIE JOKYMEHTBI YIIPABJICHHS; COCTaBJICHHE, OPOopMIIEHHE U 1 02.05.2023
paboTa ¢ JOKyMEHTaMH.
OCHOBHBIC TOKYMEHTHI YIIPaBIICHUS; COCTaBJICHNE, OpOopMIICHHE 1 1
paboTa ¢ JOKyMEHTaMH.
OCHOBHBIC TOKYMEHTHI YIIPABIICHUS; COCTaBJICHHE, OOpMIICHUE H 1
paboTa ¢ TOKyMEHTaMHU.
33. OCHOBHBIE JJOKYMEHTBI YIIPABJICHUS; COCTaBICHHE, 0 OpMIICHHE 1 16.05.2023
paboTa ¢ JOKYMEHTaMHU.
OcHOBHBIE JOKYMEHTHI YIIPABIEHUS; COCTaBIECHUE, OPOpMIIEHUE U 1
paboTa ¢ TOKyMEHTaMHU.
OcHOBHBIE JOKYMEHTHI YIIPaBJIEHHUS; COCTaBJIeHNE, O OPMIICHUE H 1
paboTa ¢ JOKYMEHTaMHU.
34. OCHOBHBIE JOKYMEHTHI YIIPABICHUS; COCTaBICHUE, OQOpMIIEHUE U 1 23.05.2023
paboTa ¢ TOKyMEHTaMHU.
OCHOBHBIC JOKYMEHTBI YIIPABJIICHUS; COCTaBICHHE, 0 OpMIICHHE U 1
paboTa ¢ JOKyMEHTaMHU.
3auer no AUCHUTLTHHE «J[OKyMEHTBI, KOPPECTOHACHIUS U 1

ACJIOIIPOU3BOACTBO»
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Y4eOHO-KaTeHAapHOE IIJIAHUPOBaHUe
BTOPOro roja o0y4eHust

1 monyroaue 2022-2023 y4yeGHoro roga

Ne
3aHATUA

Tema

KoJa-Bo
JacoB

Jara

1.

JunarpaMmsl.

(=Y

OdopmiieHre IPOCTHIX TaOIHI] C AMATPAMMOI.

01.09.2022

Tabmuupt. [TpaBuna opopmiteHNs 1 COCTaBIEHUS CIOKHBIX TaOJIHUII.

OdopmiteHre CIIOKHBIX Ta0JIHII HA KOMITBIOTEPE.

08.09.2022

OdopmiteHre TabuIl ¢ TEKCTOM, JHarpaMMon.

Buas! npennpustuil.

15.09.2022

OdopmiieHne TaOIuIl ¢ TOAKICHKOM.

YmpasiieH4eckas CTPYKTypa MpPearpusITHsL.

22.09.2022

KonTtponbHas pabora 1o reme «OCHOBBI MEHEIKMEHTa.

ApXuBaTOpbl. AHTHBHPYCHBIE TPOTPAMMBI.

29.09.2022

BeinosiHenune pabot o 00paboTKe JOKYMEHTAIIMH B TEKCTOBOM
nporeccope. CtuiaeBoe GopMaTupoBaHHUE.

G R

Opranu3aius padOThI C JOKYMEHTaMH.

06.10.2022

BeinosiHenne pabot mo 00paboTKe JOKYMEHTAIMH B TEKCTOBOM
nporeccope. CtuiaeBoe popMaTUpOBaHuUe.

|

Opranu3zaius paboThl ¢ JOKYMEHTaMH.

13.10.2022

Word: npuMeHeH#e 111a0JI0HOB NMPHU CO3JaHUH TOKYMEHTOB.

Opranu3zaius paboThl ¢ JOKYMEHTaMH.

20.10.2022

Word: npuMeHeH#e 11a0I0HOB MPU CO3MaHUH TOKYMEHTOB.

Opranu3zaius paboThl C TOKYMEHTaMH.

27.10.2022

10.

Word: co3nanue coOCTBEHHBIX IIa0JI0HOB.

Opranu3zamus paboThl C TOKYMEHTaMH.

10.11.2022

11.

[Ipumenenue mabIoHOB MPU CO3TAHUH IOKYMEHTOB.

Opranu3zaius paboThl C TOKYMEHTAMH.

17.11.2022

12.

[IpumeHenue mabIOHOB MPU CO3MAHUH TOKYMEHTOB.

Pabora ¢ moxkymMeHTamu, co/lepKaIuMA KOMMEPUECKYIO TalHy
MPEANPUSTHUSL.

A

24.11.2022

13.

KonTponsnas padora o teme «111abmoHBD).

=

OtpaboTKa ABUraTEIbHBIX HABBIKOB IIPU OCBOCHUHU KIIaBUATYPBI.
3aMepbl CKOPOCTH.

01.12.2022

14.

3ader mo aucruIuHe «OpraHu3aoHHas TEXHUKA 1
rH(}OpMaIMOHHBIE TEXHOJIOTHH B IEIIOIPOU3BOICTBE.

OtpaboTka ABUraTeNbHBIX HABBIKOB IIPU OCBOSGHHUHU KJIaBHATYPBHI.
3aMepbl CKOPOCTH.

08.12.2022

15.

Homenxnatypa nem.

OtpaboTka ABUraTEIbHBIX HABBIKOB P OCBOCHUHU KIIaBUATYPBI.
3aMepbl CKOPOCTH.

15.12.2022

16.

3ader no JUCHHUIIIIMHE «I[OKyMeHTLI, KOPPCCIIOHACHI A U
ACJIOIIPONU3BOACTBON.

3ader no JUCHHUIIIIMHE «TexHnKa MaIIMHOITUCHY.

22.12.2022

17.

[Ipe3enraunonnas nporpamma PowerPoint: gpyHkunonanbHble
BO3MOKHOCTH.

Co3zfanue nmpe3eHTanum.

29.12.2022
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Y4eOHO-KaTeHAapHOE IIJIAHUPOBaHHUe
BTOPOro roja o0y4eHust
2 moayroaue 2022-2023 yyedHoro roga

Ne Tema Kon-Bo Hdara
3aHATUS JacoB

18. [Ipesenranmonnas nporpamMmma PowerPoint: TTopsinok v mpreMbl BEITIOTHCHHS 1 12.01.2023
orepanuii.
«Crerioii» aecsTUNAIBIIEBBIA METO/I IIEYaTH Ha KIIABUATYpPE C JTATHHCKUM 1
mpudrom. OCHOBHOM, BEpXHHUIA M HWKHHUN Ppsbl KiaBuaTyphl. KiepHoe
ITUCHEMO.

19. Cosanue Ipe3eHTanuii. 1 19.01.2023
OcBoeHue MPUEMOB TEXHUKH IINChMA Ha KJIABHATYPE C JIATHHCKUAM IIPUPTOM: 1
OCHOBHOMH psizt KinaBuatypsl. KiepHoe nucpmo.

20. Co3aaHue npe3eHTanuii. 1 26.01.2023
OcBoeHuEe NMPUEMOB TEXHUKH NIHChMa Ha KJIABHATYPE C JIATHHCKUM IPUPTOM: 1
BEpXHUH psia KnaBuaTypsl. KiiepHoe niceMo.

21. KonrponbHas pabora mo teme «IIpe3enranmonnas nporpamma PowerPoint. 1 02.02.2023
OcBoeHuEe NMPUEMOB TEXHUKH IINChMA Ha KJIABHATYPE C JIATUHCKAM IIPUPTOM: 1
HIDKHUH psift K1aBuatypsl. KiepHoe nuceMo.

22. CoBMecTHOE CO3JJaHHe U PeTaKTHPOBAHKE TOKYMEHTOB. 1 09.02.2023
OtpaboTKa JBUraTeNIbHBIX HABBIKOB IMPH OCBOSHHUH KIIABUATYPbI. 3aMephbl 1
ckopoctu. IledaTs nox AMKTOBKY.

23. CoBMecTHOE CO3JJaHNe U PeTaKTHPOBAHNE TOKYMEHTOB. 1 16.02.2023
OtpaboTKa JBUraTeNIbHBIX HABBIKOB IMPH OCBOSHHUH KIIAaBUATYPbI. 3aMephbl 1
ckopoctu. IledaTs nox AMKTOBKY.

24, CoBMecTHOE CO3JJaHHe U PeTaKTHPOBAHNE TOKYMEHTOB. 1 02.03.2023
OtpaboTKa JBUraTelIbHBIX HABBIKOB PH OCBOSHHUH KIIABUATYPbI. 3aMephbl 1
ckopoctu. [leyaTh nox TUKTOBKY.

25. 3auer no qucuumuinHe « OpraHu3alMoHHas TEXHUKA U MHPOPMAIMOHHbIE 1 09.03.2023
TEXHOJIOTHH B JICJIONPOU3BOJICTBEN.
OtpaboTKa JBUraTelIbHBIX HABBIKOB MPH OCBOSHHUH KIIABUATYPbI. 3aMephbl 1
ckopoctu. [leyaTs nox IMKTOBKY.

26. DopMHUpOBaHKE JIElL. 1 16.03.2023
XpaHeHue ged. 1

27. OcHoBHBIE QYHKIMU ceKpeTaps 1o 00ecTieYeHno 0e310KyMeHTaluOHHOT O 1 23.03.2023
00CITy>KUBaHHUS ESITEIbHOCTH PYKOBOJUTEIIS.
OtpaboTKa IBUTATENBHBIX HABBIKOB MIPU OCBOSHUH KJIaBHATYPHL. 3aMephl 1
ckopoctu. IleuaTs no AUKTOBKY.

28. OcHoBHBIE PYHKIMU ceKpeTaps 1o 00ecTeYeHno 0e310KyMEeHTalOHHOT O 1 06.04.2023
00CITy>KUBaHHUS ESITEIbHOCTH PYKOBOJUTEIIS.
3ader 110 qucnumuInHae « TeXHUKa MaIlMHOINCH 1

29. OcHOBHBIE (DYHKIIMH CEKpETapsi 10 00ECHIEUCHUIO 0€310KYMEHTALOHHOTO 1 13.04.2023
00CITy>)KUBaHHUS ESITEIbHOCTH PYKOBOJHUTEIIS.
OcHOBHBIE (QYHKITUH CEKpeTapsi M0 00ECTIEYSHNIO O€310KyM eHTAIIHOHHOTO 1
00CITy>)KUBaHHUS ESITEIbHOCTH PYKOBOJHTEIIS.

30. Opraamnzanys ¥ TOKYMEHTHPOBAaHKE PaOOTHI C 0OPAIECHUSIMH TPaKIaH. 1 20.04.2023
JIOKyMEHTBI 110 TMIHOMY COCTaBY (KaIpam, IepCOHaIy); COCTaBJICHHUE, 1
oopmrenne u pabora C JOKYMEHTaMH.

31. JIOKyMEHTBI TIO IMYHOMY COCTaBY (Kaapam, TIEpCcoHaly); COCTAaBICHHE, 1 27.04.2023
oopmienne u pabora ¢ JTOKYMEHTaMH.
JIOKyMEHTBI 10 IMIHOMY COCTaBY (KaIpam, IepCOHaIy); COCTaBJICHHUE, 1
oopmienne u pabora ¢ TOKYMEHTaMH.

32. JIOKyMEHTBI TIO IMYHOMY COCTaBY (Kaapam, IIEpcoHaly); COCTAaBIICHHE, 1 04.05.2023
oopmrenne u pabora c JOKYMEHTaMH.
3ager no qucHuIUIMHe «J{OKyMEHTBI, KOPPECTIOHACHINS B AETIONPOU3BOICTBOY. 1

33. Wrtorosas arrectarus 2 11.05.2023

34. Wrorosas arrecranms 2 11.05.2023
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IMPUJIOKEHUE I

IIporpamma nmpou3BOACTBEHHON NPAKTHKH
Buo npakmuku: npou3BOJICTBEHHAS.
Dopma nposedenus: OUHAs.

Dopma KOHmMPOIA: HACTABHUYECTBO.
HacraBHukoM sBisieTCcsl MO, KOTOPO€ KOHTPOJIMPYET BBIIOJHEHHE IPOTPaMMBbI
MIPAKTHKHU, COCTABIIACT OT3BIB O IPOXOXKICHUU NPAKTUKH, OLCHUBAET KAadyeCTBO BBIIOJHEHMS

3ananuil. HactaBnseMbIM siBiisieTCst 0Oydaronuiics.

Ilenv yueonoit npakmuxu:
OcBouTh TpPYAOBBIE TIPHEMBI U CIOCOOBI BBIMIOJHEHUS TPYAOBBIX IPOIIECCOB,
xXapakTepHbIx i1 npodeccun 26353 «CekpeTapb-MalTUHUCTKA»; 3aKPEMUTh MPAKTUYECKUE

YMCHUA 1 HABBIKU IO PYKOBOACTBOM HACTABHUKOB Ha MPCANIPUATUAX U YIPCIKIACHUAX.

3aoauu yueOHOU NPAKMUKU:

— 3aKpenuTh 3HAHMS M YMEHHMs, INpUOOpeTaeMble OOYyYalOIMMUCA B pe3ylbTaTe
OCBOEHHS 00IIETTPOPECCHOHATBHBIX U MPO(HeCCHOHATBHBIX MOIYIICH;

— BbIpa0OTaTh  MPAaKTUYECKHE  HABBIKK W CIOCOOCTBOBATH  KOMIUIEKCHOMY

(dhopMHUpOBaHHIO OOIIKX U MPO(PECCHOHATBHBIX KOMIETEHIIMH 00yJaronuxcs.

Ilepeuens nnanupyemulx pe3ynomamos 00yuenus npu nPOXorHcOeHuUu RPAKMuKu,
COOMHECEHHBIX C NIIAHUPYEMbIMU PE3YIbMAMAMU 0C80CHUS 00PA308aMeNbHOU NPOZPAMMbL:

00yUarOLIMICS TOJIKEH:
v’ 3HATH:

e IpaBUJIa TEXHUKHU OE30MaCHOCTH TPy/Aa Ha paboueM MeCTe U MOKapHYI0 0€30MacCHOCTh;

e CTPYKTYPY ¥ (YHKIIUU OpraHU3alluu, NPEATNPUSTHUS;

e HOPMATHUBHBIE TIPABOBbIC aKThI, HHCTPYKIIUHU IO BEICHUIO JETONPOU3BOICTBA,

¢ OCHOBHBbIE  (QYHKIHH 1O JOKYMEHTAlUOHHOMY M  0€3J0KyMEHTAallMOHHOMY
00CTyKMBAaHUIO OPTAHU3AIUH U JESITEILHOCTH PYKOBOIUTES;

e OPraHU3alMOHHYIO TEXHUKY;

e UH(pOpPMAIIMOHHBIE TEXHOJIOTHH B JIEIOMPOU3BOICTBE;

v ymerh:

¢ [10J1b30BaTHCS] OPITEXHUKOM;

e BJIAJIETh KYJIbTYpOil Te1e(OHHOro pasroBopa;

e 00pa0baTBIBAaTh TEKCTHI C TIOMOIIBIO TEKCTOBBIX PEIAKTOPOB;

e 00pa0aThIBaTh JaHHBIE C TOMOIIBIO AIEKTPOHHBIX TAOJIHIL;

e pabOTaTh C AMEKTPOHHON MOYTOH U Ap. HH(POPMAIMOHHBIMH TEXHOJOTHUSMH;
° COCTaBJIATh U OQOPMIIATH JOKYMEHTHI;
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e IPUHUMATh U PErMCTPUPOBATH KOPPECIOHACHLMIO, HANpaBIATh €€ B CTPYKTYpHBIE
IIOApa3ICIICHNUS;

e [IEpEaBaTh JOKYMEHThI B COOTBETCTBUU C PE3OJIIOLUEN PYKOBOUTENS IPEANIPUATHS HA
UCTIOJIHEHUE, OPOPMIISTh PETUCTPALIHOHHBIE (POPMBI;

* BECTH KapTOTEKY y4eTa MPOXOKIACHUS JOKYMEHTAIBHBIX MAaTEPUAIIOB;

® BECTH yYET I0JIy4aeMOU U OTIPABIISIEMON KOPPECIIOHACHIIUM;

eBeCTH paldOTy MO CO3JAHMIO CIPABOYHOTO ammapara IO JOKyMEHTaM, OOecleduTh
yIOOHBIN M OBICTPBIN UX MOUCK;

¢ [I0JIrOTaBJIMBaTh M CJaBaTh B apXUB NPEANPUATUS JIOKYMEHTaJbHbIE MaTepuabl,
3aKOHUYEHHBIE JIEJONPOU3BOICTBOM, PETMCTPAIIMOHHYIO KapTOTEKY WJIM KOMIIbIOTEpHBbIE OaHKU
JTAHHBIX;

* COCTaBJISITh OINMKCH JIeJ, TepeJaBaeMblX Ha XpaHEHHWE B apXuB, OOecHeunBaTh
COXPAHHOCTh MPOXOASIIEH CITyK€OHOU TOKYMEHTAlI1H;

Mecmo npakmuku é cmpykmype o0pazoeamenbHoil RPOZPammel: 4acTb 00pa3oBaTeIbLHOM
MIPOTPaMMBI.

®0prl omyemnocmu no npakmuke: THCBHUK HpOI/I?:BO)ICTBeHHOI\/’I IMMPAaKTHUKHU, OTUCT II€garora
JOIIOJTHUTCIIBHOT'O O6p330BaHI/I${.

Coodeprcanue npakmuku:

Ne Tema Koa-Bo
4acoB

1. HHCcTpyKTaX 110 TeXHUKE 0€30MacHOCTH Ha pabodyeM MecTe, TIOYKapHOI 1
0€30MaCHOCTH.

2. WHucTpyKTaxX 10 TeXHUKE 0€30MacHOCTH Ha paboueM MecTe, IOXKAPHOIM 1
0€301aCHOCTH.

3. JlokyMeHTalMoOHHOE o0ecreYeHne IpeApHUsITHs (OpraHU3aIiuH ). 1

4. JlokyMeHTalMoOHHOE o0ecreYeHne IpeApUsITHs (OpraHU3aIiuH ). 1

5. JIokyMeHTalMOHHOE o0ecrieYeHne MPeApHUITHs (OpraHU3aIiuH ). 1

6. JlokymeHTalmonHoe obecrieueHre mpeanpusTHs (OpraHu3alim). 1

7. [omerienue 11s yrpaBliIeHUSCKUX CITY’KO U €r0 OCHAIIICHUE. 1

8. [omerienue 115 yrpaBiIeHUSCKHUX CITY)KO U €ro OCHAIICHUE. 1

9. [Tomenienne st ynpaBIeHUECKUX CITY>KO M €ro OCHAI[CHHE. 1

10. [Tomenienne st ynpaBIeHUECKUX CITY>KO M €ro OCHAII[CHHE. 1

11. 3HAKOMCTBO ¥ paboTa ¢ OPrTeXHUKOM. 1

12. 3HAKOMCTBO ¥ paboTa ¢ OPrTeXHUKOM. 1

13. 3HAKOMCTBO ¥ paboTa ¢ OPrTeXHUKOM. 1

14. Opranmzanus padoThl ¢ JOKyMEHTAMH. 1

15. Opraamzanus paboThl ¢ JOKyMEHTAMH. 1
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Ne Tema Kou-Bo
4acoB

16. Opraamzanus padoThI ¢ JOKyMEHTAMH. 1

17. Opranusanus paboThl ¢ JOKYMEHTaMH. 1

18. OcHOBHBIE JOKYMEHTBI YIIPABIICHUS; COCTaBIeHUE, OhOpMIIEHHE U paboTa ¢ 1
JOKYMCHTAMMU.

19. OcHOBHBIE JOKYMEHTBI YIPaBJICHUS; COCTaBJIeHHEe, 0 OpMIIeHHE 1 padoTa C 1
JOKYMCHTAaMMU.

20. OCHOBHBIC JOKYMEHTBI YITPABJICHUS; COCTaBJICHUE, OpOpMIICHHE 1 paboTa ¢ 1
JOKYMCHTAaMMU.

21. OCHOBHBIE JJOKYMEHTBI YIIPABIICHHUS; COCTaBIIeHUE, ohopMIIeHHE U paboTa ¢ 1
JIOKYMEHTAMHU.

22. OcHOBHBIE JOKYMEHTBI YIIPaBJICHUS; COCTaBJIeHHEe, 0 OpMIIeHHE 1 padoTa C 1
JIOKYMEHTAMHU.

23. OcHOBHBIE JOKYMEHTBI YIIPaBJICHUS; COCTaBJIeHHEe, 0 OpMIIeHHE 1 padoTa C 1
JIOKYMEHTaMU.

24. OcCHOBHBIE JJOKYMEHTBI YIIPABIICHHUST; COCTaBIIeHUE, OhOpMIIEHHE U paboTa ¢ 1
JIOKYMEHTAMHU.

25. JIOKYMEHTBI 110 TMYHOMY COCTaBY (KaJipaM, IepCOHaly); COCTaBJICHHE, 1
ohopmiieHre 1 paboTa ¢ JOKYMEHTaMH.

26. JIOKYMEHTBI 110 TMYHOMY COCTaBY (KaJpaM, IepCoHaly); COCTaBJICHHE, 1
odopmiieHHEe U paboTa ¢ JOKYMEHTaMH.

27. JIOKYMEHTHI 110 JITYHOMY COCTaBY (KaJpam, IepcoHaTy); COCTaBJICHUE, 1
ohopmiieHHE U paboTa ¢ JOKYMEHTaMH.

28. JIOKyMEHTHI 110 JIMTYHOMY COCTaBY (KaJpam, IepCoHaTy); COCTaBJICHUE, 1
odopmiieHHE U paboTa ¢ JOKYMEHTaMH.

29. JIOKYMEHTHI 110 JITYHOMY COCTaBY (KaJpam, IepCoHaTy); COCTaBJICHUE, 1
odopmiieHHE U paboTa ¢ JOKYMEHTaMH.

30. Brimonenne padot mo 00padoTke TOKYMEHTAIIUH B TEKCTOBOM 1
npoiieccope: ohopMIIeHHE TEKCTa, TAOIUIL, JUarpamMm.

31 Brimonnenne padoT 1mo 00padoTKe TOKyMEHTAIUK B TEKCTOBOM 1
npoiieccope: ohopMIIeHHE TeKCTa, TAOIUIL, JUarpamMm.

32. Brimonnenne paboT 1mo 00padoTKe TOKyMEHTAIUK B TEKCTOBOM 1
npolieccope: ohopMIIeHHE TeKCTa, TAOIUIL, JHarpamMM.

33. Brimonnenue paboT no 06paboTKe TOKYMEHTAllUU B TEKCTOBOM 1
npolieccope: ohopMIIeHHE TeKCTa, TAOIUII, JHarpaMM.

34, Brinmonnenue paboT no 06paboTKe TOKYMEHTAllUU B TEKCTOBOM 1
npolieccope: ohopMIIeHHE TeKCTa, TAOIUII, JHarpaMM.

35. BerimostHeHne paboT B AIEKTPOHHON TabuIle: 0(popMIIeHUE TEKCTa, 1
TabJIML, TMarpaMM.

36. BrinonHenne paboT B 21€KTpOHHOM Tabnuie: opopMiieHHe TEKCTa, 1
TabJIML, TMarpaMM.

37. Brimonnenne paboT B 21€KTpOHHOM Tabnuie: opopMiieHHe TeKCTa, 1
TabJIML, TMarpaMM.

38. BrimonHenne paboT B 21€KTpOHHOM Tabnuie: opopMiIeHHE TEKCTa, 1
TaOIUII, arpamMm.

39. Homenxknarypa nemn. 1

40. Homenxknarypa nemn. 1

41. Homenxknarypa nemn. 1
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Ne Tema Kou-Bo
4acoB

42. DopMHpOBAHUE U XPAHEHUE JIETL. 1

43. DopMUPOBAHKE U XPAHEHUE JECIL.

44, DopMHpOBAHUE U XpPAHEHUE JIETL. 1

45, DopMHpOBAHUE U XpPAaHEHUE JIETL. 1

46. Pabora ¢ anekTpoHHOM NOYTOM U APYrUMH UH(GOPMALIMOHHBIMU 1
TEXHOJIOTUSIMH.

47. PaGora ¢ anexkTpoHHOM NOYTOM U APYrUMH MH(GOPMALIMOHHBIMU 1
TEXHOJIOTUSIMH.

48. PaGora ¢ anexkTpoHHOM NOYTOM U APYrUMH MH(GOPMALIMOHHBIMU 1
TEXHOJIOTUSIMH.

49. Pabora ¢ anekTpoHHOM MoYTOM U APYrUMHU UH(GOPMALIMOHHBIMU 1
TEXHOJIOTUSIMH.

50. OcHoBHBIEC (DYHKITUU CEKpETAps MO 00ECIEYCHUTO 1
0€3J0KyMEHTAITMOHHOTO OOCTY)KUBAHUS ICITEITLHOCTHA PYKOBOAUTEIIS.

51. OcHoBHBIEC (DYHKITUU CEKpETapsi MO 00ECIIEYCHUTO 1
0€3J0KyMEHTAITMOHHOTO OOCTY)KUBAHUS ICITEITLHOCTHA PYKOBOAUTEIIS.

52. OcHoBHBIE (PyHKIMH CEKpeTapsi MO0 00ecreueHHIo 1
0€3/I0KYMEHTallMOHHOTO 00CTYKUBaHHs AEATEIbHOCTH PYKOBOIUTEIS.

53. OcHoBHBIEC (DYHKITUU CEKpETapsi MO 00ECIEeYCHUTIO 1
0€3/1I0KYMEHTallMOHHOTO 00CTYKUBaHHs AEATEIIbHOCTH PYKOBOIUTEIS.

54. OcHoBHBIEC (DYHKITUU CEKpETapsi MO 00ECIEeYCHUIO 1
0€3/I0KYMEHTAllMOHHOTO 00CTYKUBaHHs AEATEIIbHOCTH PYKOBOIUTEIS.

55. Pabota ¢ qokymeHnTamu, cogepKamuMu KOMMEPUECKYIO TaiHy 1
IPEIPUATHSL

56. Pabota ¢ TokyMeHTaMu, CoJIep>KallluMU KOMMEPUYECKYIO TalHy 1
HPEIPUATHSL

57. Pabota ¢ TokyMeHTaMu, CoJIep KaIlliMU KOMMEPUYECKYIO TalHY 1
IPEIPUATHSL

58. Opranu3zanys 1 JOKyMEHTHPOBaHHE pabOThI ¢ 0OpalleHUAMH I'PaKIaH. 1

59. Opranu3zanys 1 JOKyMEHTHUPOBaHHE pabOThI ¢ 0OpallieHUAMH IpaskIaH. 1

60. Opranu3zanys 1 JOKyMEHTHUPOBaHHE pabOThI ¢ 0OpallieHUAMH IpaskIaH. 1

Hroro 60 u

Ouenueanue npou330¢)cm3enu0l2 npakmuku:
OrmeTKa 110 HpOI/I3BOI[CTBeHHOI\/’I IMMPAKTHUKE BBICTABJISICTCA HA OCHOBAHUH JAaHHBIX
JAHCBHHKA HpOI/I3BOI[CTBeHHOI\/’I IMPAKTUKU C YKA3aHUEM BUJIOB pa60T, BBITIOJTHCHHBIX BO BpPEMH

MPaKTUKH, UX O6’beMa, KadyCCTBa BBLIIIOJTHCHMUA.

O6vem npakmuku 6 3a4emHbIX eOUHUUAX U €€ NPOOOTIHCUMETIbHOCHb 8 ACMPOHOMUYECKUX
yacax: 60 yacos.
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I'padux nocemenns odyqaromuxcst
y4eOHoit rpynnsi Ne 1
10 HANPaBJIeHHIO MOATOTOBKHU _26353 «Cexpemapsb-mawunucmra»

Jara

®.U.0 |Opranuszanus

29.05.2023
31.05.2023
01.06.2023
02.06.2023
05.06.2023
06.06.2023
07.06.2023
09.06.2023
13.06.2023
14.06.2023
15.06.2023

/TaTa Hayana

/laTa okoHYaHUS

[mpakTnkn
30.05.2023
08.06.2023

JNIPaKTHKHA

16.06.2023

19.06.2023

10.

11.

12.

IIpumevanns:

1. [IponomxuTenbHOCTD exeqHeBHOMN padoThl 10 4 4 ¢ 29.05.2023 r., okonuanue npaktuku 19.06.2023 r.
2. [IpopomxuTenbHOCTD exeqHeBHON padoThl 10 5 4 ¢ 29.05.2023 r., okonuanue npakrtuku 14.06.2023 .
3. [IponomKkuTeIbHOCTh eXeaHEeBHOM padoTh! 10 6 4 ¢ 29.05.2023 r., okonuanue npakruku 09.06.2023 r.

4. TIponomkHUTenbHOCTD eXeqHEBHON padoTh 10 7 4 ¢ 29.05.2023 r., okonuanue npaktuku 08.06.2023 .
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IMPUJIOKEHUE 1

METOANYECKHUE MATEPUAJIBI
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TEXHOJOI'NMYECKAS KAPTA 3AHATUS
Ilenaror: hensxosa O.B.
Mpeamet: Cexpemapo-mamunucmea

IlI/ICIII/IHJ'II/IHa OpZClHUS’aI/;uOHHa}Z mexHuxka u qu)OpMaquHHble mexHnojiocuu 6 ()6]207’!]7014360()611166

Tema 3ausus: Opeanuzayusi u 0bopydosanue pabouezo mecma
Tun 3aHATHS . KOMOUHUPOBAHHDLIL

Dopma: pormanvHas, UHOUBUOYATLHASL pabOmMa, ePYNNOGAs
Kanace: decamuiii

3aoauu

Pe3ynvmam

L]env: HAYIUTh IPABUIILHO OPTaHU30BBIBATH pPadovee MECTO CEKpeTapsl.
3aoauu:
Obpaszosamenvivie:
-cOpMHUPOBATH 3HAHUSI IO TEME;
Paszsusarowyue (MY'V]]):
- pa3BUBaTh YMEHHUE CTaBHTh Y4eOHBIC 33/Ia4M M CaMOCTOSTEIBHO (OPMYIHPOBATH
BBIBO/IBI;
- pa3BUBAaTh yMEHHE JIOTUYECKH DPACCYXkJaTh, aHAJIM3UPOBATh, YETKO, KPAaTKO |
WCYEPIBIBAOIIE U3JIaraTh CBOU MBICITH;
- pa3BUBaTh YMEHHUE B3aUMOJEHCTBOBATH C NApTHEPOM, CO3/1aBaTh COBMECTHBIN
MPOJIYKT PabOTHI.
Bocnumamenvnuvie (J1VVJ/]):
- cOOIII0IaTh PaBUWIILHOCTD MOCAJIKH 32 KOMIIBIOTEPOM;
- BOCIIUTHIBATH OTHOIICHHUS K COTPYTHUYECTBY.
Komnnexcnas 3adaua:
- pa3BHUBATh MIO3HABATEbHYIO AKTUBHOCTH MPH U3YYEHUH TEMBI.
TosznasamenvHo-mupo6o3s3penueckue (KOCHUMUBHbIE):
- COOTHOCUTEL Y4YeOHBIH MaTepuall C IOBCEAHEBHOW >XH3HBIO: I 3(P(HEKTUBHON
paboTHI cekpeTapst HeOOXOIMMO YMETh MTPaBUIILHO 000PYIOBaTh pabodee MecTo.
Omoyuonanvro-8oaesvie (MOMUBAYUOHHBLE)
- He OOATHhCA CAMOCTOSTENHFHO TPUHUMATH PEIICHUS;
- IPUBUBATH KYJIBTYPY K IEIIOBOMY MHpY.
eticmeenno-npaxmuueckue:
- 3aKPENUTh HaBBIKK PaOOTHI B TPYIIIIE;
- IPUMEHATH NOTYYCeHHbIE 3HAHUS B JaIbHEHUINEH KU3HU.

Xoag 3aHATHA

Bpems HeiicTBus negarora HeiicTBus 00y4arommxcst Pabora |3amerkn
(MHH.) cYVJI
Oman 1. Momueauuonnulii

8 [IpuBercTByeT; mpoBepsieT OTBEYaIoT. Bxirouatror | P BB
MIPUCYTCTBYIOIIMX U TOTOBHOCTh KOMITHIOTEPHI. OnennBatot | P nen
00y4JaroNMXCsl K YPOKY; HACTPaWBaeT HA | TOTOBHOCTh K VYPOKY. Brissistor | JI ucn
ypok. Co31aér mpoOIeMHYI0 CUTYaIlHIO K | TTPOOIeMy. ®dopmymupyioT | K uct
M3Y4EeHHUI0 HOBOU TeMbl. Mcnonb3yercs MPENOJIOKEHHE O TeMe 3aHATHS.
SMOIIMOHANLHBIA TIPUEM MOTHBAIUH Onpenenstor LeNb 3aHITHS:
«HeobwsBnennas temay. [Ipennaraer HAy4YUTHCS TIPABUIIBHO 000PYI0BaThH
IIPOBECTH YPOK-UCCIIEOBAHHUE. pabodee MeCTO ceKpeTapsl.

Oman 2. Iman uccneoosanusn

15 JleMOHCTpUPYET KapTHHKY C OtBewaroT Ha Bompockl nexparora. | I uco
HEIPaBHIIBHO 060py10BaHHBIM paGounm | [Ipemmarator BapHaHTBL, Kak | II3
MECTOM. 00opyIoBaTh pabodee MecTo. ITorp
JIOIOJIHSET €€ PacCKa30M: Carymator obbsicHenue. . 5 e
«[IpencraBbTe, 4TO 3TO Bale paboyee Paccmarpusaior CIauIbL I vett

MIPE3CHTAIUH. ucn
MecTo. C yTpa BBl IPUIILTH HA PadboTy, Al
AJM3UPYIOT U JIENAIOT BBIBOBI.

BaM HEOOXOJUMO CJIENATh HECKOIBKO Ha WHTepAKTHBHOM JI0CKe
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3BOHKOB 110 paboTe, pa3iokuTh

HCTIOIHEHHBIEC TOKYMEHTHI 10 MaIKaM,

KOTOpBIC HAXOIATCA B KAy, B

cocenHeld komHarte. Takke He00X0IUMO

B TEUEHHE JTHSI BaM OTBEYAThH Ha

TenedOHHbIE 3BOHKH, TPOBOJUTH PabOTy

C TMOCETUTENSMH.

Bormpoc:

Y 100HO 1 paboTaTh CEeKpeTapro B TAKOM

kabunere? [Touemy?

Crymaer npeanoaaraeMple OTBETHI.

[MomBoauT K TOMY, YTO paboTaTh B TAKOM

kaOuHere Hey00H0. OOBACHSET ¢

IIOMOUIBIO IIPE3ECHTALIMU HOBYIO TEMY,

JIeTaeT BBIBOJIBI, [UISl 3aKPETUICHUS

MMIOHMMaHUs TEMBI 3a/1a€T BOIIPOCHL:

e Uto Takoe pabouee MecTo?

e Yt0 OTHOCHUTCS K pabovemMy MecTy
cekperaps?

e Ha kakue 30HBI ienuTcs pabouce
MECTO CeKperaps?

o Kakoii 00s13aTebHbIN HAOOp MeOeH
HEeoOxomuM?

e U0 eiie HEOOXOAUMO COOJIOIATH MPH
o0opynoBaHuu padbouero mecra?

[pennaraer ncnpaBUTh NPEABITYITYIO

KapTHHKY pabovero Mecra ¢ OMOIIIBI0

00yJaroIMMCSI ITIOCMOTPETH

MecTa CeKpeTapsl.

UHTEpaKTUBHOW nocku. [Ipennaraer

MPE3EHTAINIO C TPUMEpaMH pabovero

UCTIPaBIISIIOT paboyee MecTo.

2 IIpennaraer cpenath TUMHACTHKY IS | J[enarOT TMMHACTHKY. K3
IJ1a3, pykK.

17 | llpeanaraer o0y4arommMcs 3aKpEnUTh Oo6yuaromuecs pemstes Ha Tpymmsl | K3
MOy4EHHbIE 3HAHUS C IOMOIIBIO Y CO3/1aI0T CBOM BapHaHThI pabounx | 113
pa3paboTaHHOM HHTEPAKTUBHON MOJIENHA | MECT cekpeTaps. JleMOHCTpHPYIOT
«Pabouero mecta» u Tecra. uX.

BrlIcTaBiseT OTMETKY B KypHaJl. BBINONHSIOT TECT O TPORACHHOMY
Matepray (mporpamma MyTest).
Oman 3. Peghrexcusnutii
3 - Kakyto nenb 3aHsTHSI MBI CTaBUJIH? OtBeyaroT Ha BONpOCHL | P orp

- JIOCTUTJIN MBI TOH 1eIu?

- YTo HOBOTrO Y3HAJIU Ha ypoKe?
Pasmaer pexnmro. 3agaer foMaliHee 3aIaHue.

BrICKa3bIBalOT MHEHHE O 3aHSITHH.
3anuceIBaIoOT 3aJaHHE.

CucreMHOCTh Xapakrep 3aHATUS YueOHble CHTYAlUH JlyX0BHO-HpaBCTBEHHAs Peduexcust 3ausaTus
3aHATHS npodJjeMaTuka
ens TIpoGiemMHOCTD MoTHBHpPOBAHHOCTH HenecoobpazHocts B TeMe B C| Pedaexcus
B C H B C H H ® SMOLHHA
I[I/ISJIOI‘ HpI/IHHTI/Ie e COBpeMeHHOCTL ® CoIepKaHUA
Conep TexHo- B C H B C H B C H ® YDOBHS OCBOGHHS
KaHHEe  JIOTUS CBS3b C JKH3HBIO CoTpynHHYECTBO 3HaYNMOCTb - TeKymas
B C H B C H B C H - HTOrOBas
T'ubkocth AKTHUBHOCTB HenasunarensHoCTh v’ mepmarora
B C H B C H B C H v/ ydammxcs: UHIWUBHUL,
Vau- Vuye- OMonMoHaIbHAs Bxmouennocts Becex YVY/]I + | ApryMeHTHPOBaHHOCTh rpyIIoBas o6Imas
Telb HUKH OTKPBITOCTb - B C H DYHKIHOHANBHOCT
B C H 3aBepIéHHOCTD + - D¢dextuaocts B C H B C H
Pexomenpanun negarory
3aHsATHE TOCETUIT ( )
C pesynbrataMy 03HaKOMJICH(a) ( )

Od6o3nauenus Aas rpadel «Padora c YYI»:
JI — muarocTHBIE YV ]|
K — xommyHukatuBHbele Y'Y /]

P — perynsatususie VY]
IT - moznaBarenbubie YV /]

BB.- BBCJICHHC

3. — 3aKpeIJICHUE

oTp. - 0TpaboTKa
HUCIL. — HCIIOJIb30BaHUE
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IMPUJIO)KEHUE E

OLHEHOYHBIE MATEPUAJIbI



85

MaTrepuaJbl AJ5 NPOBeAeHUs TPOMEKYTOYHOI aTTecTalluU
B 2022-2023 y4eOHOM roay AJs 00y4aimmxcs mno
nporpamMmMe npogeccuoHAJIbHOI MOAT0TOBKH
0 JOJIKHOCTH CJIYKAIIEro

26353 «CekpeTapb-MallIMHUCTKA»
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MaTepI/IaJII)I JAJIA MPOBECACHUSA HpOME)I(yTO‘IHOﬁ aTreCcralamu

CnenunanbHocTb «Cekpemapb-MauuHUCmKa»

JucuunimHa « TexHuxa MauuHonucuy
I'ox 00y4uenus nepguiii
Moayroaue 1

Crapmuii negaror J0N0JHUTEJIbHOTO 00pa3oBanus bensixkosa O.B.
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MaTepI/laJIbl AJIA TIPOBEACHUSA 3a9€Ta 1Mo JTUCHUIIINHE
«TexHnKa MAIIKMHOIIMCH)

[IpoBoauTcst B (hopMe DSIEKTPOHHOTO TECTUPOBAHHS MO MaTepuallaM HM3Y4E€HHOTO B
1 nonyronumu.

Marepwuansl K 3a4eTy JaHbl B IPUIIOKEHUH 1.

Kpurepuu onenuBanus:

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

oT™MeTKa«4» - He MeHee 70% IpaBUIBHBIX OTBETOB;

oTMeTKa«3» - He MeHee 50% MpaBUIBHBIX OTBETOB.

Crapummii megaror
JIOTIOTHUTEIBHOTO 00pa3oBaHus O.B.bemsixoBa
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I[MTPUJIOXXEHUE 1

IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

«Crnemnoit 10-nanbIiieBsiit MeTO 1 TUCEMay. [1o 3ToMy MeTOy MalmHUCTKa paboTaeT
Buvibepume ooun u3z 5 éapuanmos omeema:
1) Bciemyto, He TSI/ Ha KJIIABUATYPY, BCEMU JCCITHIO MaIbIIaMH;

2) rsi/ig Ha KJ1aBUATypy, BCEMH JIECSATHIO NAJIbLIAMU;

3) rians Ha KJaBUaTypy, ABYMsI MaJblaMu 000UX PYK;

4) Bciemnyro, He TSI Ha KIIaBUATYPy, B pab0OTE BOCEMb NAJIBIIEB;
5) Bcienyto, He I/ Ha KJIaBUaTypy, ABYMs NanbllaMu 000UX PYK.

3ananue Ne 2
Bonpoc:

OcHOBHOM psiji KJIaBUATYPbl (OCHOBHAS MO3UIIHS):
Bvibepume ooun uz 4 eapuanmoe omeema:

1) 1-ii psia KJIaBUATYPHI;

2) 2-ii pax,

3) 3-ii pax;

4) 4-ii psan.

3aganme Ne 3
Bonpoc:

Kakune OykBbI BXOIAT B OCHOBHYIO TTO3HIIUIO?
Buvibepume neckonvko uz 10 sapuanmos omeema:
) ¢;

2) bl

3) B;

4) a;

5) m;

6) o;

7) m;

8) p;

9) x;

10) .

3aganue Ne 4
Bonpoc:

[lepeuncaure pa3mepsl nosiei (B cM):
BepxHee (oCcTaBUTh LU(pY)
3anuwume omeem:

3aganme Ne 5
Bonpoc:

Ilepeuncanre pasmepsl nosiek (B cM):
HIDKHEE (IOCTaBUTh LUDPY)
3anuwiume omeem:
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3aganue Ne 6
Bonpoc:

CKOJIbKO 3HAaKOB COJIEPKUT KpacHasi CTpOKa Ha NMUILYIEH MalluHe?
Buibepume 0oun uz 9 eapuanmoe omgema:
1) 2;

2) 3;

3) 4,

4) 5;

5) 6;

6) 7,

7)8;

8) 9;

9) 10.

3ananue Ne 7
Bonpoc:

Yrto moHNMaeTcs moa COBECPUICHCTBOBAHUEM TCXHUKU nucema?

Buvibepume ooun uz 3 eapuanmos omeema.

1) KOJTMYECTBO HAHECEHHBIX yIapOB IO KJIABUIIIAM B MUHYTY (BKIIIOUAst MPOOEIIHI);

2) BbIpabOTKa aBTOMAaTU3Ma JBM)KEHHUH K KJIaBUIIIaM, 00€CIIEYNBAIOIIET0 pOCT CKOPOCTH U
MOBBIIIEHUE Ka4eCTBA MTUChMA;

3) KOJIMYECTBO UHTEPBAJIOB B MUHYTY.

3aganue Ne 8
Bonpoc:

I'me mpaBuiibHO O0opMITeHO MpeIokeHne? (3HAKU TTPETUHAHUS )

Bovibepume ooun uz 4 eapuanmos omeema:

1) MoxeT OBbITh,BBI CaMH OOBSICHUTE - MOYeMy ?
2) Moxer ObITh, BBl caMH OOBSICHUTE-TIOUEMY?
3) MoxeT ObITh, BBl CaMU OOBSCHHUTE - TOUYEMY?
4) Moxet ObITh,BBI CaMH OOBSICHUTE-TIOYEMY?

3aganmue Ne 9
Bonpoc:

Onpenenutp, rae TPaBUIbHO 0(OPMIICHBI KaBBIYKU M 3HAKHU MPEIUHAHUSL.
Buibepume 0oun uz 4 eapuanmoe omeema:
1) l'omepa cuurtator aBTOpoM mosMm «Mmmana» u «Ompuccesi».

2) 'omepa cumtaror aBTopoM mooMm « Wmmama » u « Onucces » .
3) 'omepa cumraror aBTOopoMm modm «Mnumama» u «Onpucces» .

4) 'omepa cumtaroT aBTOpoM modMm « Mmmama » u « Omucces » .

3ananne Ne 10
Bonpoc:

OHpe,Z[eJ'II/ITL, rac nmpaBuUJIbHO Oq)OpMJ'IeHBI CKOOKH M 3HaKH NMpCINHAHU.

Buvibepume ooun uz 4 éapuanmos omeema:

1) OHu 10JKHBI KIMETh a0aXkyphl ( TIACTMACCOBBIC WIIH CTEKJISIHHBIC ) , JIYYIlIe 3€JICHOTO I[BETA.
2) OHHU JOTKHBI IMETh a0aKyphI ( TTACTMACCOBBIE WIIM CTEKJISTHHBIE ), JIYUIIIe 3€JICHOTO IBETA.
3) OHU T0KHBI UMETh a0aXKyphl (TIACTMACCOBBIC WIIH CTEKIISTHHBIC), JTyYIIIe 3eJIEHOTO IIBETA.

4) OHHU JOKHBI IMETh a0aKyphl (IIJIACTMACCOBBIE WM CTEKIISTHHBIE) , Ty4Ille 3eJICHOTO 1IBETA.
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3aganue Ne 11
Bonpoc:

I'e mpaBmIIbHO OOPMIICHBI 3HAKH MPETIMHAHKS B IPEIOKEHUH?

Bvibepume ooun uz 4 eapuanmos omeema:

1) A rmaBHOE Bce — Taku: JItOOH , JIIOOM U JIFOOM CBOE OTEUECTBO !
2) A rinaBHOE Bce-TakH: JHOOH, JIIOOH 1 JIFOOM CBOE OTEUECTBO!

3) A rmaBHOe Bce-TaKH : JIIOOH , JIFOOH U JTFOOM CBOE OTEYECTBO !
4) A rinaBHOE Bce — TaKu: JIIOOH, JTFOOU M JIIOOM CBOE 0TEYECTBO!

3aganue Ne 12

Bonpoc:

I'ne nmpaBmiIbHO 0(hOPMIIEHBI TPOLIEHTHI?
Bvibepume neckonvko uz 5 eapuanmoe omeema:
1) 5,7%j;

2) 5, 7%j;

3) mecTh MPOLIEHTOB;

4) 6%%);

5) 5,7 %.

3ananue Ne 13

Bonpoc:

I'ne mpaBuiIbHO OopMIIeHBI HOMEp U maparpad?
Buvibepume neckonvko uz 8 eapuanmog omseema:
1) NeNe 3, 6, 9;

2) Ne 2;

3)Ne 2, 5;

4) maparpad 5;

5) maparpad cemp;

6) § 12;

7) 88 11, 14;

8) § 11, 14.

3aganue Ne 14

Bonpoc:

Hanummure apabckue uudpsl B cooTBeTcTBUU ¢ puMckumu: CC
3anuwume omeem:

3apanme Ne 15

Bonpoc:

Harmmmure apadbckue nudpel B coorBeTcTBUM ¢ puMckumu: LXXI
3anuwume omsem:

3ananne Ne 16

Bonpoc:

Hanumute apaGekue nngpsl B coorBeTrcTBUU ¢ puMckumu: XClI
3anuwume omeem:

3aganme Ne 17

Bonpoc:

Hywmeparust myHKTOB ObIBaerT. ..

Buvibepume necrkonvko u3z 4 sapuanmos omeema:
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1) ¢ ab3arHOTO OTCTYMA;

2) OT JIeBOTO MOJIs;

3) OT mpaBoro MoJIs;

4) HeT NpaBUILHOTO OTBETA.

3aganue Ne 18

Bonpoc:

Kakue 3Haku npenuHaHus CTaBsATCS B KOHIIE 3arojloBKa’?
Buvibepume neckonvko uz 5 eapuanmos omeema:

1) Touka;

2) 3ansTasi;

3) BOCKJIMIIATEIbHBIN;

4) BOIIPOCUTEIbHBII;

5) Touka C 3amATou.

3aganue Ne 19

Bonpoc:

JlomyckaroTcs Jin MEPEHOCHI B 3arojioBKax?
Buvibepume ooun uz 2 eapuanmos omeema:
1) na;

2) HerT.

3aganue Ne 20
Bonpoc:

Kaknmu OykBamu B TekCcTe 0(OPMIISFOTCS 3ar0JIOBKH ?
Bovibepume 0oun uz 2 éapuanmos omeema:

1) mponMCHBIMH;

2) CTPOYHBIMH.

3apanue Ne 21
Bonpoc:

Kaxum HHTCPBAJIOM OTACIACTCA 3aroJIoOBOK OT HO,I[SaI‘OJ'IOBKa?
Buvibepume ooun uz 3 eapuanmos omseema:

1) 1;

2) 2;

3) 3.

3apanmne Ne 22
Bonpoc:

Bb1ienuts ciioBa B TEKCTE MOXKHO. ..

Buibepume neckonvro u3z 6 eapuanmos omeema:
1) nponucHbIMU OyKBamH;

2) noJ4epKUBaHUEM;

3) mMCbMOM Bpa3psiIIKy;

4) KypcUBOM;

5) >KUpHBIM HIPUPTOM;

6) TUCBMO JIPYTUM IIPUPTOM.

3aganue Ne 23

Bonpoc:

CHoCcKa — 970...

Buibepume 0oun uz 2 eapuanmoe omgema:
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1) nonosHUTENBHAS 3aMETKa, OOBICHEHHE K TEKCTY;
2) TEKCT, MOMEILIEHHBIN B KOHLIE CTPaHUIIbI, OTACISETCS OT OCHOBHOT'O TEKCTA OTYEPKUBAOIIICH
JIMHUEH.

3aganue Ne 24

Bonpoc:

3HaK CHOCKH CTaBUTCH. ..

Buvibepume neckonvko u3z 5 eapuanmos omeema:
1) apabckoit mudpoit;

2) pumckoil uudpoii;

3) 3BE3/10YKOM;

4) maparpadom;

5) KaBBIUKAMHU.

OT1BeThI:

1) Bepnpiii otBer (1 6.): 1;

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

3) Bepusie otBetsi (1 6.): 1;2; 3;4;6;7;9; 10;
4) Bepubiii otet (1 6.): "2".

5) Bepnsiii otBer (1 6.): "2".

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

7) Bepnsiii otBeT (1 6.): 2;

8) Bepnsriii otBeT (1 6.): 3;

9) Bepnsiii otet (1 6.): 1;

10) Bepnsriii otBet (1 6.): 3;

11) Bepnsriii otBet (1 6.): 2;

12) Bepnsbie otetsi (1 6.): 1; 3;

13) Bepusbie otethi (1 0.): 2; 3; 5; 6; 8;
14) Bepnsriii otet (1 6.): "200".

15) Bepnsriii otet (1 6.): "71".

16) Bepnsriii otet (1 6.): "91".

17) Bepnsbie otetsi (1 6.): 1; 2;

18) Bepusbie oteThi (1 6.): 3; 4;

19) Bepnsrii otBet (1 6.): 2;

20) Bepnsriii otBet (1 6.): 1;

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

22) Bepnbie otBeThI (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 JAJIS IIPOBECACHUS HpOMemyTquoﬁ arTreCcranmumu

CnenuanabHocTb « Cekpemapb-MauuHUCmKa»

JucuuniauHa « TexHuka MauuHOnucu»
I'ox 00yuenus nepguoiii
Ioayroaue 2

Crapumuii negaror J0NOJHUTEIbHOTO 00pa3oBanus bensixkosa O.B.
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MarepuaJsl AJisl NPOBEACHU 3a4€eTa M0 JUCHUIIUHE
«TexHUKAa MAIIIUHOIMUCH»

1. Teoperuueckas 4acTb MPOBOAUTCS B (POPME FIMEKTPOHHOIO TECTUPOBAHUS 110
MaTepualaM U3y4€HHOIO BO 2 MOIYTrOUH.

2. [IpakTyeckas 4acTb — 0pOpPMIICHHE TAOIHIIBI U CXEMBI.

3. Marepuaisl K 3a4eTy AaHbI B IPHIIOKEHNH | 1 2.

4. Kpurepuu onieHUBaHUS:

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

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

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

Crapummii memaror
JIOTIOTHUTEIBHOTO 00pa3oBaHuUs O.B.bemsixoBa
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[TPUJIOXEHUE 1
IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

TaGynsTop - 370...

Bvibepume ooun uz 3 eapuanmos omeema:

1) MexaHM3M, YCTaHABIMBAIOLIUHN TOJIS;

2) MEXaHMU3M, YCKOPSIIOIINNA HalMcaH!e TEKCTOBOIO0 MaTepHalia, pacioi0KEHHOIO0 KOJIOHKaMU;
3) MexaHu3M, ePEeMEIIAIONINN KaPETKy Ha HOBYIO CTPOKY.

3aganune Ne 2
Bonpoc:

CKOJIBbKO TOJIOKEHUH TaOy sIUU yCTaHABIMBAET CTaHIapT?
Bvibepume ooun uz 5 eapuanmos omeema:

1) 6;

2) 7;

3) 8;

4)9;

5) 10.

3aganme Ne 3
Bonpoc:

I'onoBka TabNMHIEl BKITIOYAET B ce0s1 CIICAYIOIINE JIEMEHTBI:
Bovibepume Heckovbko uz 6 6apuanmos omeema:

1) HymMepaIMOHHBIN 3ar0JI0BOK;

2) TeMaTUYECKUH 3ar0JIOBOK;

3) rpadswr;

4) 3aroyioBkH rpad;

5) moa3aroyioBKu rpad;

6) 3aroJOBOK OOKOBHKA.

3aganue Ne 4
Bonpoc:

Eciu 3aroyioBok 1 1013aroJIoBOK TaOJIHUIIBI COCTABIISIOT OHO MPEIIOKECHUE, TO M013ar0JI0BOK
rpadsr ohopmiseTcs ...

Buvibepume ooun uz 2 éapuanmos omeema:

1) mponucHON OYKBBHI;

2) CTPOYHOM OYKBBI.

3aganme Ne S
Bonpoc:

YucnoBble 3HaYeHUs TIOKa3aTes TaOIHUIbl IOJDKHBI IPOCTABIIATHCS HAa YPOBHE. ..
Buvibepume ooun uz 2 éapuanmos omeema:

1) nocnenHel CTpOKM HAUMEHOBaHMS MOKA3aTes;

2) nepBOi CTPOKM HAMMEHOBaHMS ITOKa3aTeIs.

3aganue Ne 6
Bonpoc:

COucKH - 310...
Buvibepume 00un uz 3 eapuanmoe omeema:
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1) nepeuncieHre CBEACHUM O JTIOX;

2) mpocThie TaOIUIIbI, COCTOSIINE U3 1-2 CTONOIOB;

3) nepeueHb CBEACHUMN, YNCIOBBIX JaHHBIX, IPUBEICHHBIX B ONPEACICHHYIO CUCTEMY U
pa3HeceHHBIX 10 rpadam.

3ananue Ne 7

Bonpoc:
Mogyne ynpyrocru
Marepuan
Ma Kreham?
Assomurmi 70-71 ‘ 7000-71000
Berow [ 146232 1460-2320
| Kerryr 1 3 300

L N . —— - . — J

\ Kak HaspiBacTes JAHHBIN 2ICMCHT

l Tabmer?

Buvibepume ooun uz 4 eapuanmos omeema:
1) ronoBka;

2) rpada;

3) OOKOBUK;

4) 3aroJIoBOK OOKOBUKA.

3aganue Ne 8
Bonpoc:

[Ipu oTCYyTCTBUM TAaHHBIX B TAOJIHIIE CTABUTCS. ..
Bovibepume ooun uz 3 éapuanmos omeema:

1) HOMIB;

2) mpodYepk (3HaK TUPE);

3) Huuero.

3aganue Ne 9
Bonpoc:

Ecnu B npenenax onHoi rpadbl TEKCT, COCTOALIMI U3 OJHOTO CIOBa, IOBTOPSIETCS, a B TaOIHIIe
HET TOPU30HTAIBHBIX JTUHUI, 5TO CIIOBO 3aMEHSETCS. ..

Buvibepume 0oun uz 4 6apuanmoe omeema:

1) ckoOkamu;

2) KaBBIYKAMH;

3) TOYKO¥ C 3amsATOM;

4) TBOETOYHEM.

3aganue Ne 10

Bonpoc:

CrangapT onpezenseT HyMEpaLnio CTPaHUL] TOKyMEHTA. ..
Buvibepume ooun uz 4 eapuanmos omeema:

1) Ha BepXHEM M0JIE IO LIEHTPY;

2) Ha BEpXHEM II0JIE CIIPaBa;

3) Ha HIKHEM TI0JIE TI0 LIEHTPY;

4) Ha HM>KHEM T10JI€ CIpaBa.
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3ananue Ne 11

Bonpoc:

Bribepure, rae npaBuiabHO 0(hOPMIIEH HOMED CTPAHHIIBI.
Bvibepume ooun uz 6 eapuanmos omeema:

1) -4-

2)c.4

3)4

4) ctp.4

5) IV

6) "4"

3aganue Ne 12

Bonpoc:

BricoTa cTpok TaOnHIbl JOIDKHA OBITH HE MEHEE...
BbIOEpU BapHaHT OTBETA

Buibepume ooun usz 3 eapuanmos omeema:

1) 5 mm;

2) 8 MMm;

3) 10 mm.

3ananue Ne 13

Bonpoc:

B KoHI1€ 3aroyI0BKOB ¥ MOA3aroJ0BKOB TaOIUI TOUYKH. ..
BbIOEpU IIPABUIILHBIN OTBET

Buvibepume ooun u3 2 eapuanmos omeema:

1) craBsT;

2) HE CTaBsT.

3aganue Ne 14

Bonpoc:

Ecnu Bce mokazarenu, nmpuBeeHHbIE B rpadax TaOIHIIbl, BBIPAKEHBI B OJJHON U TOH K€ €UHUIIE
(bM3UYECKOM BEIMYHMHBI, TO €€ 0003HAYCHHE KaK He0OX0AMMO 0(OPMITAITE?

Buvibepume ooun usz 3 eapuanmos omseema:

1) momemaTe Haj TaOIUIIEH CIIEBA;

2) moMmemiath B 3aroJIOBKe TaOIHIIbL;

3) nomernath Haj TaOIHIIEl CrpaBa.

OTBerbI:

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

2) Bepnsrii oter (1 6.): 3;

3) Bepusie otBethl (1 6.): 4; 5; 6;
4) Bepwnsiii oteT (1 6.): 2;

5) Bepusiii otBer (1 6.): 1;

6) Bepwnprii otBeT (1 6.): 2;

7) Bepwnsiii otBeT (1 6.): 3;

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

9) Bepwnwirii otBeT (1 6.): 2;

10) Bepusiii otBer (1 6.): 1;

11) Bepusiii otBer (1 6.): 3;

12) Bepusiii otBer (1 6.): 2;

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

14) Bepusiii otBer (1 6.): 3;
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[MPUJIOXKEHMUE 2

3amanue. Odopmure Tabnuiy ¢ npumedanuem B MS Word.
Ta6muma 00
PexoMeHnaIum 1o npruMEHEHUIO BBICOKOTEMITEPATYPHBIX PEKHMOB
[Topona ToumpyHa NuIOMaTeprUaIoB, MM

13-22 32-40 45-50
CocHa, enp, INXTa 1 3 5
Bbepesa 2 4 5
Ocuna 2 4 6
JlucTtBeHHMIIA 4 6 7

[Tpumeuanue. [Tunomarepranbl MITKUX JUCTBEHHBIX OpoJ1 (Oepe3a, 0JibXa, OCUHA) TOJIITUHOMN
10 60 MM JoIycKaeTcs MpOoCyIIUBaTh B KaMepax HEMPEPhIBHOTO JIEHCTBUS PU MATKUX U
HOPMaJIbHBIX peXUMax, BEIOMpast UX 1Mo Onuxkaiieil HOMUHAIbHON TOJIIIKHE.

3ananue. Odopmure cxemy.

Cxema cTpyKTYpHI AesTebHOCTH npeanpusatust 000 «MoHoauT»

FEHEPAJIbHBIA AVPEKTOP
KomMmepueckviA ZamMecTUTENDb rnaeHbIHA
AWperTop reHepanbHOro AMpeKTopa byxrantep
KomMMepueckWid oTaen FMaeHbIA MH3KEHEp Byxrantepus
— oTaen HauanbHWK HavanbHWk HavyanbHWE
cHalxeHus NpoEKTHOrO OTAENA yuacTka uexa
VHM#EHEp CMETUMEN ViskeHepbl MpoekTHbIH MNpovzB0AHMTENK

no OT aTaen pabot




99

MaTepI/IaJII)I JJIS MTPOBEACHUA HpOMe)I(yTO‘IHOﬁ aTrecCralmu

CnenunaabHocThb « Cekpemapb-MauiuHuCmKay

JucuunimHa « TexHuxa MauuHonucuy
I'ox 00y4enust gmopoti
IMoayroaue 1

Crapmuii negaror J0NOJHUTEJIbHOTO 00pa3oBanus bensixkosa O.B.



100

MaTepI/laJIbl AJIA TIPOBEACHUSA 3a9€Ta 1Mo JTMCHUIIINHE
«TexHnKa MAIIMHONIMCH)

Teoperndeckass dYacTb MPOBOAUTCS B (GOpME DIEKTPOHHOTO TECTHPOBAHUS
MaTepualiaM u3y4eHHoro B | moixyroauu.

[IpakTryeckas 9acTh — 0(OPMIICHHE CIIOKHOM TAOIHIIBI C AUATPAMMON.

Marepuainsl K 3aueTy JaHbl B IPUIOKEHUAX 1 u 2.

Kpurepun onenuBanus:

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

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

oTMeTKa«3» - He MeHee 50% MpaBMIIbHBIX OTBETOB.

Crapummii memaror
JOTIOTHUTEIBHOTO 00pa3oBaHuUs O.B.bemsixoBa

110
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I[MTPUJIOXXEHUE 1

IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

Kak 00603Ha9at0TCs TAOIUIIBI KaXKIOTO MPHUIIOKECHHUS?
Bvibepume ooun uz 3 eapuanmos omeema:

1) Tabnuma 1.

2) Tabnuma B.1.

3) Bce nepeuuncieHHble BbIIIE OTBETHI.

3aganue Ne 2
Bonpoc:

Kak HasBIBACTCH TAOHHBLIT 3ICMCHT
raosame’’

Moayns ynpyrocra

Marepuan
P Ma l Krelang?

Arcaieam 70-T1 7000-71000

Berou 146-232 1460-2320

Bovibepume 00un uz 5 éapuanmos omeema:
1) [llanka TaGmHITBI.

2) 3aroJioBk# rpad.

3) l'osoBKa TaOIUIIEI.

4) IlonzaronoBku rpad.

5) BokoBuk.

3aganme Ne 3
Bonpoc:

B cnygae, koraa tabiuia He ymeraercs Ha iucte Oymaru opmara A4, ee BBIMOIHSIOT HA
Oymare dopmara...

Buvibepume neckonvko uz 5 sapuanmos omeema:

1) AS;

2) nByx nucrax A4;

3) A3;

4) nByx nucrax AS;

5) nByx muctax A3.

3aganue Ne 4
Bonpoc:

[Ipu ckienBaHuy JTUCTOB € 0(OPMIIEHHOHN TaOIUIEH NCHIOB3YIOT. ..
Buibepume neckonvro uz 3 eapuanmos omeema:

1) ckoty;

2) y3KyI0 OJIOCKY Oymaru;

3) kien.

3aganme Ne 5
Bonpoc:

ITpu opopmnennn Tabnuibl Ha popmare nucta A4 (OprUeHTaIMs - ATbOOMHAs) BEpXHee MoJie
UMeeT MUHUMAJIbHBIN pa3Mmep...
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Buibepume ooun uz 4 eapuanmos omeema:
1)1 cm;

2) 1,5 cm;

3) 3 cMm;

4) 2 cm.

3aganmne Ne 6
Bonpoc:

Jlerenna - 310

Bvibepume ooun uz 3 eapuanmos omeema:

1) sAueiiku, KOTOpbIE COAEPKAT YUCIOBbIE JaHHBIE;

2) 0651acTh SIYEEK Ha JIUCTE, 3HAYEHUS KOTOPBIX HCIOJb3YIOTCS JUIsl IOCTPOEHUS AUarpaMMBbl;
3) obnacth, cojaepikamias IMeHa, KOTOPBIC UCTIOJB3YIOTCS JIJIsi 0003HAYCHHST 0TOOPAKACMBIX
AIIEMEHTOB YKa3aHHBIX KaTeTOpUil TaHHBIX.

3ananue Ne 7
Bonpoc:

w
Marazun "Marmonua®

9%

28%

31%

Cpegpee cney. ONY O fpyroe
n

‘ Kag HaspIiBacTes JaHHBIN YJICMCHT QHarpanaib”’
Buvibepume 0oun uz 4 eapuanmoe omeema.

1) moanucy JaHHBIX;

2) cepuu TaHHBIX;

3) Ha3BaHUE JUArpaMMBblL;

4) nerenpa.

3aganue Ne 8
Bonpoc:
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Marasun "Marmonua"

9%

32%

O Buicdhee D Cpepuee cney ONY O fBpyroe
n

’ Kak HasbIBacTCH JAHHBI SJICMEHT AHATpaMMbl”?

Buvibepume ooun uz 4 eapuanmoe omeema:
1) moanucy JaHHBIX;

2) cepuH JIaHHBIX;

3) Ha3BaHME JUarpamMMmBbl;

4) nerenpa.

3aganue Ne 9
Bonpoc:

HyxHo 11 B TeKkcTe TOKyMEHTa MPUBOIUTH CChUIKY Ha TaOIHILy?
Buibepume ooun uz 2 eapuanmoe omeema:

1) Ja.
2) Her.

3aganue Ne 10

Bonpoc:

Ecnu tabnuua numeet HeOObIIOE KOJNYECTBO Ipad, TO JOMyCKaeTCs U ACTUTh €€ Ha 4YacTu U
MOMEIIaTh OJIHY YacTh PSAJOM C APYroil Ha OJHOM cTpaHHIle?

Buibepume ooun uz 2 eapuanmoe omeema:

1) Ja.

2) Her.

3ananue Ne 11

Bonpoc:

3arosI0BOK TaOJIHUIIBI paCIIOIaraeTcs...
Buvibepume ooun usz 3 eapuanmos omseema:
1) cripaBa Haj TaOIUIICH;

2) ciieBa HaJI TaOJIUIICH;

3) 1o HeHTpy HaJ TaOauIeH.

3aganue Ne 12

Bonpoc:

o crenenu ClOKHOCTH KaKMMH OBIBAIOT TaOIUIIbI?
Buvibepume neckonvro u3z 5 eapuanmos omeema:

1) kpaTkuMmu;

2) MOJIHBIMU;

3) npocThIMH;

4) CIOXKHBIMU;

5) BceMH BBIIIE TEPEUNCICHHBIMH.
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OtBernI:
1) Bepusiii otBer (1 6.): 2;
2) Bepwsbiii otBet (1 6.): 3;
3) Bepusie otBeTHI (1 6.): 2; 3;
4) Bepusie otBeTHI (1 0.): 1; 2; 3;
5) Bepusbiii otBeT (1 6.): 4;
6) BepHblii oTBeT (1 0.): 3;
7) Bepusiit otBeT (1 6.): 2;
8) BepusIit otBeT (1 6.): 1;
9) Bepusiit otBeT (1 6.): 1;
10) Bepus1it otBert (1 6.): 1;
11) Bepnsiii otBer (1 6.): 2;
12) Bepubie otBeThI (1 6.): 3; 4;
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I[MTPUJIOXEHUE 2

3ananue. 1) Ogopmure Tadauny, npumenss cranaapr. 2) Ilo nannbiM rpag 1, 2, 3, 4
opopmute nuarpammy «Copaepxanue (p1aBOHOHAHBIX INIMKO3H/I0B B JTUCTHAX».

Taoauna 00
H3meHeHue conepkanusi (pIaBOHOMIHBIX INIMKO3U/I0B H arJIHKOHOB B JINCThAX U XJIOPOIJIACTAX
KOHTPOJILHBIX PACTEHHI JIONMUHA 32 BpeMsl IOCTAHOBKH ONBITOB™

Bpems UIuctes P(ﬂoponﬂaCTm
MPOBCACHIA  "hynma  maBOHOMIHEIX COeMHEHHT
aHaJu3a,
cyT. DnaBoHonsl  |[@naBoHbl  [M3odnmaBonsl  [(Cymma (DnaBononsl (@naBonsl  [M30¢naBons! (Cymma

[ IFOKO3HU/IBI, MI/T CYyXOT'0 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, MKI/T CyXOTr'0 BEIECTBa

1 5,42 15,50 11,49 32,41 2,40 2,75 ciepl 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%=3,0-35



106

MaTepI/IaJII)I JAJIA MTPOBEACHUA HpOMe)I(yTO‘IHOﬁ arreCralmu

CnenunaabHocTh « Cekpemapb-MauiuHuCmKay

JucuunimHa « TexHuxa MauuHonucuy
I'ox 00yuenust gmopoti

IMoayroaue 2

Crapmuii negaror J0NOJHUTEJIbHOTO 00pa3oBanus bensikosa O.B.
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MaTepI/laJIbI AJIA IIPOBEACHUSA 3a4eTa M0 JUCHUIIJINHE
«TexHnKa MAIIKMHOIIMCH)

1.3aueT mpoBoAUTCS B (hOpME MTPAKTHICCKOTO 3aaHMSI.
2.Matepuansl K 3a4€Ty JaHbl B IPHIIOKECHUN .

3.Kpurepun oreHuBaHUS:

Kou-Bo
OTmeTKa AOMYIIEHHbIX OIIUOOK
(Hem04YeToB)
5 0-1(2)
4 2(3)-3(4)
3 4(5)-5(6)
2 Bbornee 5(6)

Crapumumii negaror
JOTIOJTHUTETLHOTO 00pa30BaHUsI O.B.benskosa
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I[TPUJIOXEHUE 1

3ananue 1. Opopmure TeKCT KIepHbIM NHCbMOM. /laee TekeT oTdhopMaTHPOBAThH 110
NpaBWJIaM MAIIMHONMCH (MeKIyCTPOYHBIH HHTEepBaJ — 1,5).

KAK HE CJIEAYET HOCTYIIATH 3A CTOJIOM

He omazgpiBaiiTe, Oymyuu npuriameHHBIMU Ha 00€, 3aBTPaK, Y)KUH, Yail.

He camureck 3a cTou, OKa HE CARYT AaMbl WM II0KA XO35IMH, WIM X0351Ka HE IIPUTIIacsaT
3aHATh MECTO.

He npemaraiite game, Koraa cCOnpoBOXKIAETE €€ K CTOJY, JEBYIO pyKy. MykunHa Bceraa
JIOJDKEH IIpeJIaraTh Jame IpaByro pyKy.

He 3a0biBaiiTe, uTo nama, cuismas psaoM ¢ Bamu, B ocoOeHHOCTH IO MPaBylO PYKY,
nMeeT mnpaBo Ha Bame BHuManue. lamy, cuadmyro psgoM ¢ Bamu, cienyer 3aHMMaTh
HE3aBHUCHMO OT TOTO, IIPEACTABIICHBI BbI €l nian HeT.

He 3nakomMbTECH ITOCIE TOTO, KaK TOCTH CEJIU 3a CTOJL

He cuaure cnuikom OJIU3K0 K CTOJTY WM CIUIIKOM JAJIEKO OT HETO.

He 3acoBsiBaiiTe cangeTky 3a BOPOTHUK M HE packiaabiBaiTe ee Ha rpyau. Canderky
CJIelyeT KJIacTh Ha KOJICHH.

He crubaiitecs Han Tapenkoid. JlepKUTech M0 BO3MOXHOCTHU IPSIMO.

Ecnu xoture noctath uyTo-1100, He TIHUTECH YEPE3 TapeliKy APYyroro.

3apanue 2. Ilewars mox aukTOBKY. /lajee TekcT 0OT(OPMATHPOBATH MO NPaBHJIAM
MAaIIMHONHCH (MeXKIYyCTPOYHbIH HHTepBaid — 1,5).

KAK HE CJIEAYET ITIOCTYIIATD 3A CTOJIOM

He Oepute xned Buikoid, 6epute pykod. He kycaiite oT memoro kycka xmeba. Xieb
HY)XHO JIomaTh. He HamaspiBaiiTe mMacioM Ieiblii Kycok xieba. Jlomaiire xyed KycoykaMu H
HaMa3bIBaiiTe ux. He kpommre x71€6 B Cy1I.

Bbepute Ha BUJIKY CTOJIBKO, CKOJIBKO Ha HEE MOXKET MOMECTUTHCS 03 Tpy/aa.

He embre caumkom 6bicTpo. He HanonmHsAlTe pOT GOJBLIIMM KOJIMYECTBOM IHIIIH.

He paccraBnsiite noktu. JIokTH nomkHbI ObITH IpUkKaThl K O0kaM. He cTaBbTe JOKTH Ha
CTOJL

He nopapaiiTe camu CBOIO Tapenky ¢ mpochOoi o BTopoi mopiuu. [lycts 3T0 crnemaer
odurmant. Jlydiie He MPOCUTH MOPLUHU BOOOIIIE.

He npocuTte cocena moaats 4to-HUOYIb, €CIIU MOOTU30CTH HAXOTUTCS O(DUILIUAHT.

He urpaiite canderkoii, BUIKON U IpYTUMH MPUHAIICKHOCTSIMH CTOJA.

He BerTHpaiite nuio canderkoil. CandeTkoit MOXKHO JIHIIb ClIeTKa MIPOBECTH 0 Tydam.

He oTkunpiBaiiTech U He pa3BalMBATECh HA CTYJIE.

He monmp3yiiTecs 3a cToj0M 3y00YHUCTKOM, €CIM B 3TOM HET HeoOXoauMocTH. B kpaitHem
ciiydae, JejlaiiTe 3TO HE3aMETHO.

Byayun Xo3siMHOM WM XO3SIKOM, HHUKOT/a HE 3aKaHYMBalWTe CBOE ONIOJ0 TEPBBIM.
[MogoxauTe, KOrjaa 3aKOHYAT TOCTH. DTO OCOOCHHO Ba)KHO, KOTJa MOJAaHO MocieaHee OI010.

He mpocuTte BTOpy!o yamiky 4as uian kode, moka ToCTH HE MOyYUIIH TEPBYIO.

He nenaiite HUKakux 3aMe4aHH OTHOCUTEIHHO MMOAaBaeMOro 0Jr0/1a, HE KPUTHKYHTE TO,
YTO MOAAETCS K CTOIY.

He xnaaurte yaitHyro MOXKY B cTakaH Wid 4amiky. [lomemas yaif unm xode, MoI0KUTe
JIOXKKY Ha OJroaLe.

He ckmaneiBaiite canderky mocie Toro, kak moenu. Canderky cienyer HeOpexHO
MOJIOKUTh Ha CTOJL

He 3a0yapTe momHATHCSA M3-3a CTOJA TMOCIE TOTO, KaK BCTAmH KeHIHMHBI. OcTaBaiTech
CTOSITh, IOKA OHU HE BBIWYT U3 KOMHATHI, U TOJIBKO 3aTEM MOYKETE CECTh CHOBA.
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MaTepI/IaJII)I JAJISA MTPOBEACHUSA HpOME)I(yTO‘IHOﬁ aTrecralmuu

CnenunaabHocThb «Cekpemapb-mMauuHucCmra»

JucuuniauHa « Opeanu3ayuoHHas mexHuka u UHGopmayuoHuvlie mexHoL02Uuu 8
0enonpou3800cmee»

I'ox 00yuenus nepguiii

Moayroaue 1

Crapmuii negaror J0NOJHUTEJIbHOT0 00pa3oBanus bensixkosa O.B.
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MaTepnaﬂm AJIA TIPOBEACHUSA 3a9€Ta 1Mo JTMCHUIIINHE
«Opraﬂmaunonnaﬂ TEXHUKA U I/IH(l)OpMaIII/IOHHbIe TEXHOJIOI'nHu B
ACJTONIPOU3BOACTBE

1. 3ader npoBoaHUTCS B POPME AIIEKTPOHHOTO TECTUPOBAHUSA B KOHIIE | MOITYrOHsl.
2. Marepuaisl K 3a4€Ty JaHbI B IPHJIOKECHHH 1.

3. Kpurtepun onicHuBaHwMS:

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

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

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

Crapummii megaror
JIOTIOTHUTEIBHOTO 00pa3oBaHus O.B.bemsixoBa
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I[MTPUJIOXXEHUE 1

IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

OprrexHuka — 3710:

Buvibepume 0oun uz 3 eapuanmoe omeema.

1) 30Ha TPYIOBO¥ AEATEIBHOCTH COTPYIHMKA, OCHAIIICHHAS HEOOXOUMBIMH CPEICTBAMH TSI
BBITTOJIHEHHUS TOKHOCTHBIX 00SI3aHHOCTEMN

2) TEXHUYECKUE CPEACTBA, IPUMEHSEMBIE JIJIsi 00JIETYeHUs] YITPABICHUYECKOM IeITEIbHOCTH U
aBTOMAaTH3aIMH JEJIOTIPOU3BO/ICTBA;

3) COBOKYIMHOCTD (haKTOPOB MPOU3BOACTBEHHOM CPeIbl, OKa3bIBAIOIINX BIIMSHUAE HA
paboTOCTIOCOOHOCTD U 3JIOPOBBE YEIIOBEKA B MPOIIECCE €T0 IeATETLHOCTH.

3aganue Ne 2
Bonpoc:

B kakoM Beke YIOMUHAIOTCS MEPBBIE HCTOPHUECKUE TAHHBIE O TMIOTIBITKE CO3/JAHUS TEXHUYECKUX
Cpe/CTB Il MEXaHHU3aIlUU Tpoliecca michma?

Buvibepume ooun uz 4 eapuanmos omeema:

1) XVII;

2) XVIII;

3) XIX;

4) XX.

3aganme Ne 3
Bonpoc:

DproHoOMHKa — 3TO. ..

Buvibepume ooun usz 4 eapuanmos omseema:

1) TexHUYECKUE CPEACTBA, IPUMEHSIEMbIE Ui 00JerYeH sl YIPaBIeHYECKON AesITeNbHOCTU U
aBTOMAaTH3AIMH JICIIOIPOU3BOICTBA;

2) 30Ha TPYJOBO# ASSITEIBHOCTH COTPYAHUKA, OCHAIIICHHAS HEOOXOAMMBIMU CPEICTBAMH IS
BBITIOJTHEHUS IOJHDKHOCTHBIX 00S3aHHOCTEH;

3) Hay4yHasi IMCUUIUIMHA, N3y4alolasi TPyAOBbIE MPOIIECCHI C LIEIbI0 CO3aHUs ONTUMATbHBIX
YCIIOBUH TPYIa;

4) COBOKYIMHOCTh (haKTOPOB MPOM3BOICTBEHHOMN CPE/Ibl, OKAa3bIBAIOIINX BIUSHAE Ha
paboTOCOCOOHOCTH M 3JOPOBbE YEIIOBEKA B IIPOIIECCE €ro JACATEIbHOCTH.

3apanue Ne 4
Bonpoc:

Pa6ouee mecto — 370...

Buvibepume ooun uz 3 éapuanmos omeema:

1) 30Ha TPYAOBOM IESITENBHOCTH COTPYIHHKA, OCHAILICHHAS] HEOOXOMMBIMU CPEACTBAMHU IS
BBINOJIHEHUS JIOJDKHOCTHBIX O0sI3aHHOCTEH;

2) COBOKYITHOCTb (DaKTOPOB, OCHAIIEHHBIX COBPEMEHHBIMU CPEACTBAMU OPITEXHUKH U
HCTIOJIB3YIOIIHUE B Mpoliecce Tpya HoBekne nH(popMaMOHHbIE TEXHOJIOTHY;

3) COBOKYITHOCTB (haKTOPOB MPOU3BOACTBEHHOM CPeibl, OKA3bIBAIOIIUX BIUSIHUE HA
paboTOCIIOCOOHOCTD U 3JJ0POBBE UEJIOBEKA B IIPOLIECCE €r0 JAEATEIbHOCTH.
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3aganue Ne 5
Bonpoc:

N3 xakux 30H cOCTOUT pabouee MeCTO CeKpeTapsi?
Buvibepume neckonvko u3z 5 eapuanmos omeema:
1) BTOpocTeneHHas;

2) OCHOBHa;

3) BcioMoraTesbHasi;

4) 30Ha pyKOBOJIUTEIS;

5) 30Ha 00CITY)KUBAHUS TTOCETUTEIICH.

3ananue Ne 6
Bonpoc:

Ycnous Tpyaa — 3To. ..

Buvibepume ooun usz 4 eapuanmos omeema:

1) COBOKYITHOCTH (haKTOPOB MPOM3BOICTBEHHOM CPE/Ibl, OKAa3bIBAIOIINX BIUSHHUE HA
paboTOCTIOCOOHOCTD U 3JIOPOBBE YEIIOBEKA B MPOIIECCE €r0 IEATEeILHOCTH;

2) 30Ha TPYJIOBOM JEIATEILHOCTH COTPYAHHKA, OCHAIIIEHHAS HEOOXOMMBIMU CPEACTBAMHE TS
BBITIOJIHEHHS! TOTKHOCTHBIX O0SI3aHHOCTEMN

3) COBOKYHOCTH (haKTOpPOB, OCHAIIIEHHBIX COBPEMEHHBIMH CPEJICTBAMH OPTTEXHUKHU U
HCIIONB3YIOIINE B TIPOIIECCE TPY/la HOBEHIMe HH()OPMAITMOHHBIE TEXHOJIOTHH;

4) Hay4HAas TUCIUIUIMHA, H3y4alolas TPYI0BbIE IPOIIECCHI C IETBI0 CO3JaHuUs ONMTUMAITbHBIX
YCJIOBUM Tpya.

3aganme Ne 7
Bonpoc:

Kaxkue hakTopbl OTHOCATCS K YCIOBHUSAM Tpyaa?
Bovibepume neckonvko uz 8 éapuanmoe omeema:
1) caHMTapHO-TUTHEHUYECKHE;

2) TEXHUYECKHUEC;

3) MCUXO0JIOTUYECKHE;

4) 5cTeTUYECKHUE;

5) ncuxopu3HyeCcKue;

6) colMaabHBIC,

7) ynpaBJeHYECKHE;

8) opraHu3alMoHHEIE.

3aganme Ne 8
Bonpoc:

K cpencrBam THpaXHpOBaHUsI JOKYMEHTOB OTHOCSITCSL:
Buwibepume neckonvko uz 5 éapuanmos omeema:

1) npuHTEpHI;

2) MULIYIIKE MAITHHKY,

3) cpeacTBa KOMMPOBAHUS;

4) KOMITBIOTEPHI;

5) cpencTBa pa3MHOMKCHHUSL.

3aganue Ne 9
Bonpoc:

K cpezncTBam xpaHEeHUs JOKYMEHTOB OTHOCSITCSL:
Bvibepume neckonvko us 5 éapuanmos omeema:
1) KOMITBIOTEPHI;

2) Tarnku;
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3) KOHBEPTHI;
4) MIKTO(OHBI;
5) KopoOKH.

3aganue Ne 10

Bonpoc:

CpencrBamMu KONMPOBAHUS JOKYMEHTALIUH 11eJIECO00pa3HO MOJIB30BATHCS IPU U3TOTOBJICHUM. ..
Buvibepume ooun uz 3 éapuanmos omeema:

1) 1-10 3K3eMIUIApOB;

2) 10 25 3K3eMILISIPOB;

3) Goee 25 FK3EMILISIPOB.

3aganue Ne 11

Bonpoc:

TeneponHas cBs3b OBIBACT:

Buibepume neckonvko uz 5 eapuanmos omseema:
1) monutuyeckas;

2) o0rmerocyiapcTBEHHAS;

3) BHYTpUYUYpEIKICHUECKAS;

4) oGmeHapogHas;

5) obmeeBporneickast.

3ananue Ne 12

Bonpoc:

Jucneruepckast TeepoOHHAS CBS3b. . .

Buvibepume ooun u3 3 eapuanmos omeema:

1) obecnieunBaeT CiIy>keOHYIO CBSI3b PYKOBOJUTENCH CO CBOMMU MO TYNHEHHBIMU;

2) obecrieyrBaeT BHYTPEHHIOK CBS3b BCEX MOIPA3ACICHUN MPESIIPUITUS HIH YIPSKICHUS O3
oOpalieHus K BHEIIHEH 001Ierocy1apcTBeHHON Tele(OHHON ceTH;

3) CIy>KHT JUIS ONIEPATUBHOTO PEUICHHSI IPOU3BOICTBEHHBIX BOIPOCOB, BOHUKAIOLIUX MEXKIY
MOAPA3ICIICHUAMHU MIPEINPUITHS, HENOCPEACTBEHHO CBA3aHHBIMU C XOJIOM IIPOU3BOJICTBEHHOTO
mpotiiecca.

3apanme Ne 13

Bonpoc:

K ycrpoiictBam BpiBOga HHPOPMALIMHA OTHOCSATCS:
Buvibepume necrkonvko uz 5 sapuanmos omseema:
1) MOHUTODBI;

2) MBIIIIb;

3) knaBuatypa;

4) ckaHep;

5) npuHTEpHI.

3aganue Ne 14

Bonpoc:

IIpuntep — o10...

Buvibepume ooun uz 4 eapuanmos omeema:

1) ycTpoiicTBO AJIs yIIpaBJIEHUs KYpCOPOM;

2) ycTpOoMCTBO /7151 BBIBOJIA HA OyMary TEKCTOB U Tpaduyeckux n300paKeHH;

3) ycTpoiicTBO JUIsl BEIBOJIA HA OymMary yepTexei;

4) ycTpoiicTBO, o3Boisoniee oOMeHuBarbes nHGpopmarmeit mexty I1K yepes anamorossie
KaHaJbl.
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3ananme Ne 15

Bonpoc:

CrpyliHble IPUHTEPBI OTHOCATCS K. ..
Bvibepume ooun uz 2 eapuanmos omeema:
1) 6ecKkOHTaKTHOMY JIEHCTBHIO;

2) KOHTAaKTHOMY JIEUCTBUIO.

3ananue Ne 16

Bonpoc:

Ckanep — yCTpOHCTBO...

Bvibepume ooun uz 3 eapuanmos omeema:

1) 1u1g BBOJIa B KOMIIBIOTEP M300paKeHMI;

2) 1uist BBIBOJA pe3ybTaTa paboThl Ha OyMaXKHbIH HOCUTEIIb;

3) uid nepenavyu JaHHBIX MEXy KOMIIbIOTEpaMu uepe3 TeaeOoHHYIO CEeTh WK APYrue CpeacTBa
CBSI3H.

3aganue Ne 17

Bonpoc:

[IepconanbHBI KOMIIBIOTEP — 3TO. ..

Buvibepume ooun uz 4 eapuanmos omeema.

1) snexTpoHHBIH PUOOP, MpeTHA3HAYCHHBIN JIJIsl aBTOMATH3AIINH CO3IaHMUs, XPaHCHHS,
00paboTKH U nepeaayu HHPOpMaIuy;

2) anmapar, IpeJHa3HaYeHHBIA T TOOYKBEHHOTO MeYaTaHHsI TEKCTA P MOMOIIH pelbeHBIX
OyKB, IPUBOJIMMBIX B JBUKEHHUE CUCTEMON PbIYaros;

3) ycTpoHCTBO BBIBOJIA pe3y/IbTaTa Ha OyMa)KHBIH HOCHUTED,

4) HET MPaBWJILHOTO OTBETA.

3aganmue Ne 18

Bonpoc:

[Ipoueccop...

Buvibepume ooun usz 3 eapuanmos omseema:

1) BBITIOTHSET BCE BBIYHMCIICHUSI K 00pabOTKy HH(POPMAIIHH;

2) ynpaBisieT BHyTPEHHUMH CBSI3SM U B3aUMOJICUCTBYET Yepe3 MpephIBaHKUE C APYTrUMU
BHEIIHUMU YCTPONCTBAMU;

3) mpenHa3HayeH AJ1s MOCTOSIHHOTO XpaHEeHUs] HHPOPMAIUH.

3aganue Ne 19

Bonpoc:

KinaBuarypa — 3t0...

Buvibepume ooun uz 4 eapuanmos omeema:

1) ycrpoiictBo 1 BBoaa uHpopmauuu B I1K;

2) ycTpOoMCTBO /A7 BBIBOJIA HA OymMary TEKCTOB U IpauecKuX N300paskeHui;

3) yCTpOMCTBO JUIsl yIIpaBIEHUs KypcopoM;

4) ycTpoiicTBO, o3BoJistoliee oOMeHuBaTbes HH(popmarei mexay 11K uepes ananorossle
KaHaJbl.

3aganue Ne 20

Bonpoc:

[Inmrymas mammsa — 310. ..

Buibepume ooun uz 3 eapuanmos omeema:

1) aneKTpOHHBII PUOOp, MpeTHa3HAYCHHBIH I aBTOMaTH3alUH CO3/IaHHs, XpaHECHUS,
00paboTKH U nepesaun HHPOPMaLUY;

2) anmapat, npeHa3HaYeHHBIN U TOOYKBEHHOTO NIeYaTaHusl TEKCTa IPH MOMOIIH PelbeHBIX
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OYKB, PUBOJIUMBIX B JBUKCHHE CUCTEMOW PHIYAroB;
3) HeT NpaBUILHOTO OTBETA.

3ananue Ne 21

Bonpoc:

Kaperka — a710...

Buibepume ooun uz 3 eapuanmos omeema:

1) MexaHU3M, OCYIIECTBIIAIOIINN PABHOMEPHOE JIBH>KEHUE JIEHTHI;
2) NOoABWKHAS YacTh MUIIYILENH MaIIUHbL;

3) KopIyc, B KOTOPbIii CMOHTHUPOBaHbl OCHOBHbIE MEXaHU3MBI.

3aganue Ne 22

Bonpoc:

BepxHuii perucTp CiyKuT JJis. . .
Buvibepume ooun usz 3 eapuanmos omeema:
1) HanucaHus CIIOB KypCUBOM;

2) HaIllMCaHUS CJIOB C BBIJCIICHUEM;

3) HanucaHus MPOMHUCHBIX OYKB.

3ananue Ne 23
Bonpoc:

.:':} . y
JlaHHas KOMOWHAIIMS KJIABHII = *+ Vv Ha MUIIyIIEH MalluHE UCTIOIb3YEeTCs [UIA. . .
Bovibepume ooun uz 4 eapuanmos omeema:

1) yCTaHOBKH KapeTKH TI0 IEHTPY;

2) BpeMeHHBIN cOpOC MoJIeH;

3) YCTaHOBKHM MHTEPBAJIOB;

4) 3ampaBku Oymarw.

3aganue Ne 24
Bonpoc:

JlaHHas KOMOMHAIINS KIIABHIIT Alt +<«t 3 Ha MUNIYIIEH MAaITHHE UCTIONB3YEeTCS IS, ..
Buvibepume ooun uz 4 éapuanmos omeema:

1) cOpoca 3akpernIeHHBIX MOJICH;

2) yCTaHOBKH WHTEPBAJIOB;

3) ycTaHOBKHU TaOYIISIIINH;

4) 3aKkperuieHus MoJIeH.

3aganme Ne 25
Bonpoc:

Pabouwii cTon — 370...

Bvibepume ooun uz 3 eapuanmos omeema:

1) COBOKYITHOCTB IPOrpaMM 00pabOTKHU JaHHBIX U IOKYMEHTOB, HEOOXOIUMBIX Ul UX
JKCIUTyaTaliH;

2) Ha HEM PACIOJIaratoTcst 00BEKTHI U ypasisitoiue snemMeHTsr Windows;

3) oobext Windows, npeHa3HaueHHBIH 11 aBTOMATH3aI[|K CO3/IaHuUs, XPaHEHUsI, 00pabOTKH U
nepeaayn MHGOpPMAIIH.

3aganue Ne 26

Bonpoc:

3HA4YOK — 3TO...

Buibepume 0oun uz 3 eapuanmoe omeema:
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1) HarysAIHOE TIPENICTAaBICHHE 00BEKTA;
2) KOHTeHep, B KOTOPOM MOT'YT COfepKaTbes apyrue oosektsl Windows;
3) pa3HOBUIHOCTH 3HAYKA, KOTOPBII HE MPECTABISCT OOBEKT, a TOJIBKO Ha HETO YKa3bIBaeT.

3aganue Ne 27

Bonpoc:

Spinbik — 3710...

Buvibepume ooun uz 3 éapuanmos omeema:

1) HaryAIHOE IIpE/ICTaBIEHHE 00BEKTA;

2) KOHTeIHEp, B KOTOPOM MOT'YT COZepKaThes apyrue oobektbl Windows;

3) pa3HOBHIHOCTH 3HAUKa, KOTOPBIA HE MPEACTABISIET OOBEKT, & TOJILKO Ha HETO YKa3bIBAeT.

3ananue Ne 28

Bonpoc:

OxHO —3T0...

Buvibepume ooun uz 4 eapuanmoe omeema:

1) mpsimoyronbHast 061acTh Ha PaboueM cTose, nMerolas 4eTKUe IPaHulLibl, B KOTOPOM
MpeiocTaBieHa nH(pOpMaLus;

2) CIIUCOK HEKOTOPBIX 0OBEKTOB, N3 KOTOPBIX BaM HEOOXOIMMO CJIeNaTh BHIOOD;

3) KOHTelHep, B KOTOPOM MOTYT COJIEpKaThes Ipyrue o0bekTsl Windows;

4) HarnsIHOE TMpe/iCTaBIeHHe 0OBEKTa.

3aganue Ne 29
Bonpoc:

Ecnu Hagnmucu Ha KHOTIKE «IPUTYIICHBD», TO. ..
Buvibepume ooun uz 2 sapuanmos omeema:

1) komaH/a ceifuac BHITIOJIHUMA,

2) KOMaH/a ceiivyac He BBITIOJTHUMA.

3aganue Ne 30

Bonpoc:

[Tonocel MPOKPYTKH CIyXKaT AJIS. ..

Buvibepume ooun usz 4 eapuanmos omseema:

1) mepeMenieHus 1Mo JOKYMEHTY, KOTOPbIE MOSBIIIOTCS B TOM CiTydae, eCli JOKYMEHT He
yYMeEIIIaeTCs B OKHE;

2) oTOOpaXKeHUsl KOJIMYeCTBa 0OBbEKTOB, HAXOASIIUXCS B MAIIKE;

3) ympaBieHust 00beKTaMH, MpeIcTaBIeHHbBIMU B Paboueli obmacTu okHa;

4) GpIcTpPOrO JOCTYIA K HauboJiee 4acTo UCMOJIb3yeMbIM KOMaH IaM.

3apanmue Ne 31
Bonpoc:

é JIAHHBIM 3Ha4OK 0003HAYaeT. ..
Buvibepume ooun uz 4 eapuanmos omeema:
1) cozraHne HOBOTO TOKYMEHTA;
2) coxpaHeHHE JTOKyMEHTa;
3) KomMpoBaHUE BbIIEIEHHOTO (hparMeHTa TekcTa B Oydep oOMeHa;
4) coxpaHeHHE TOKYMEHTA.
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3aganue Ne 32

Bonpoc:

+=

+= T JaHHbIH 3HaY0K 0603HAYAET. ..

Buvibepume ooun uz 6 éapuanmos omeema:

1) ycTaHOBKY MEXyCTPOYHOTO UHTEPBAJIA;

2) u3MeHeHue Buaa mpudTa;

3) yBenuueHnue pazmepa mpudra;

4) neyataHue TEKCTa B BEPXHEM HHJIEKCE (CTEIEHbD);
5) cMmenieHne TecToBOro ad3ara BIpaBo K CISAYIONISH MO3UIMN TaOYIISIINN;
6) co3laHre MapKHUPOBAHHOTO CITHCKA.

OT1BeTBI:

1) Bepnpiii otBer (1 6.): 2;

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

3) Bepnwiii otBet (1 6.): 3;

4) Bepupiii otet (1 6.): 1;

5) Bepnsie otBetsi (1 6.): 2; 3; 5;
6) Bepnpiii otBer (1 6.): 1;
7) Bepusie otBetsl (1 6.): 15 2; 3
8) Bepnbie otBethI (1 0.): 15355
9) Bepnsie otBeTsI (1 6.): 2; 3; 5
10) Bepnsriii otBet (1 6.): 2;

11) Bepnsie otetsi (1 6.): 2; 3;
12) Bepnsriii otBeT (1 6.): 3;

13) Bepusie otBetsi (1 6.): 1; 5;
14) Bepnsriii otBeT (1 6.): 2;

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

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

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

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

19) Bepwnsriii otBet (1 6.): 1;

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

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

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

23) Bepnsiii otBeT (1 6.): 4;

24) Bepnsiii otBeT (1 6.): 1;

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

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

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

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

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

30) Bepnsriii otBet (1 6.): 1;

31) Bepnsriii otert (1 6.): 3;

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

2

;45 5,6,

2

2 2
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MaTepI/IaJII)I JAJISA MTPOBEACHUSA HpOME)I(yTO‘IHOﬁ aTrecralmuu

CnenunaabHocThb «Cekpemapb-mMauuHucCmra»

JucuuniauHa « Opeanu3ayuoHHas mexHuka u UHGopmayuoHuvlie mexHoL02Uuu 8
0enonpou3800cmee»

I'ox 00y4enusi: nepsoiti

IMoayroaue 2

Crapmuii negaror J0NOJHUTEIbHOT0 00pa3oBanus bensixkosa O.B.
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MaTepI/IaJIbl AJIA TIPOBEACHUSA 3a9€Ta 1Mo JTMCHUIIINHE
«Opra}msaunonnaﬂ TEXHUKA U I/IH(l)OpMaIII/IOHHbIe TEXHOJIOI'nHu B
ACJTONIPOU3BOACTBE

1.Teopernueckass 4acTb TPOBOAUTCA B (OpPME DIIEKTPOHHOTO TECTUPOBAHUSA TIO
MaTtepuagaM U3y4eHHOTO BO 2-M MOJIyTO/IUH.

2. [Ipaktudeckas yacts — oopmiieHue ykasareis B MS Word u Tabmuist B MS Excel,
BBITIOJIHEHUE PACU€TOB B HEM U MOCTPOEHHUE TIO €€ JaHHBIM JIUarpaMMbl.

3. Marepuaisl K 3a4eTy JaHbI B IPHIIOKEHHSIX 1 1 2.

4. Kpurepuu onieHUBaHUS:

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

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

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

Crapumumii negaror
JOTIOJTHUTEIHLHOTO 00pa30BaHUsI O.B.benskosa
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IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

Uro Takoe 31eKTpOHHbIE TaOIUIIbI?

Buibepume ooun uz 4 eapuanmos omeema:

1) aneMeHT CUCTEMHOTO OJI0Ka;

2) nporpaMma Jyist 00pabOTKH TaOJUYHBIX JaHHbIX;
3) mporpamma Jijisi BBOJia TaOJIHIL;

4) sneMeHT BepTHKAIbHOMN pa3BEPTKH B MOHUTOPE.

3aganue Ne 2
Bonpoc:

B snexTponHO# Tabnuie cToa01b 06003HavaroTCs?
Bvibepume ooun uz 4 eapuanmoe omeema:

1) mpOU3BOJIBHO;

2) OykBamu;

3) wagppam;

4) mudpamu 1 OyKBamH.

3aganme Ne 3
Bonpoc:

B snextponHoit TabauIie CTpoku 0003HAYAIOTCSA?
Bovibepume ooun uz 4 eapuanmos omeema:

1) mpou3BOJIBHO;

2) OykBamu;

3) undpamu;

4) mudpamu 1 OyKBamH.

3aganue Ne 4
Bonpoc:

JlnanasoH B 3JI€KTPOHHON TabJyuIie - 3T0...7
Buvibepume ooun usz 4 eapuanmos omseema.

1) COBOKYITHOCTB KJIETOK, 00pa3yIoIIMX MPSMOYTOJIbHYIO0 00J1aCTh;

2) MHO>KECTBO JIOITYCTUMBIX 3HAYCHHIA;
3) BCce TYCHKHU OJTHOTO CTOJIONA;
4) Bce STYCHKU OJTHOM CTPOKH.

3ananme Ne S
Bonpoc:

C dero HaunHaeTcs BBOJ GOPMYIIbI?
Buvibepume ooun uz 4 eapuanmos omeema:
1HC*

2)C=

3)C-

4)C+

3aganue Ne 6
Bonpoc:

Yto sABIsSETCS OCHOBHBIM 3JIEMEHTOM BHeKTpOHHOﬁ Ta6J'II/II_H:I?

I[MTPUJIOXXEHUE 1
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Buibepume ooun uz 4 eapuanmos omeema:
1) cTpoka;

2) crouibert;

3) siuelika;

4) Tabnuma.

3ananue Ne 7
Bonpoc:

Kaxk Ha3biBaercs daiin, ¢ kotopsiM padoraet Ms Excel?
Bvibepume ooun uz 4 eapuanmos omeema:

1) noKyMeHT;

2) KHUTa;

3) nevarHas myOnMKaIus;

4) npe3eHTanysl.

3ananue Ne 8
Bonpoc:

Kakoe pacmnpenue daiinos popmupyercs npu padore B Ms Excel?
Buwibepume ooun uz 5 eapuanmos omeema:

1) .doc

2) .com

3) .exe

4) .bat

5) .xls

3aganue Ne 9
Bonpoc:

SApabraku paboyux JTUCTOB B AJICKTPOHHON TAOJIUIIE HAXOAATCS?
Buvibepume ooun usz 4 eapuanmos omseema:

1) B BepXHel 4acTH dKpaHa;

2) ¢ mpaBoii CTOPOHBI PKPAHA;

3) ¢ 1eBO# CTOPOHBI PKPaHa;

4) BHU3Y DKpaHa.

3ananue Ne 10

Bonpoc:

Jliist uero craButcs B popmyle 3HaK $?

Buvibepume ooun usz 4 eapuanmos omseema.

1) YUtoOsI azipec ssueiiku KOMUPOBAJICS C JPYroro JIMCTa.
2) UtoObl 3HAUECHHE SYCHKU OOHYIISIIOCH.

3) UtoOsI ajipec ssueiiku 0CTaBalICsS HEM3MEHHBIM.

4) UtoObl 00BEIMHUTE 3HAYCHUSI IBYX STUYEEK.

3aganue Ne 11

Bonpoc:

CrnapkiaiiHsl - 3T0...

Buibepume ooun uz 3 eapuanmos omeema:

1) rpaduueckoe nzoOpakeHue, NOKa3bIBaAIOIIEe COOTHOIIEHHE KAaKUX-HUOY/b BEJTMYNH;

2) HeOOJIBIIOTO pa3Mepa AUarpaMMbl, KOTOPbIE IOMEIIAIOTCS B OJAHY SYEHKY;

3) naHHbBIE, paCIOJIOKEHHBIE B CTOJIOIAX UM CTPOKAX JINCTA, MPEICTaBICHHbBIE B BUJE rpaduka.




1) Bepusrii otBer (1 6.): 2;
2) Bepwsiii otBeT (1 6.): 2;
3) Bepnwrii otBet (1 6.): 3;
4) Bepubiii otet (1 6.): 1;
5) Bepusiit otBeT (1 6.): 2;
6) Bepnpiii otBer (1 6.): 3;
7) Bepusiii otBeT (1 6.): 2;
8) Bepusiii otBer (1 6.): 5;
9) Bepnpiii otBet (1 0.): 4;
10) Bepusiii otser (1 6.): 3;
11) Bepusiii otBer (1 6.): 2;

b
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OTBeThI:
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[Tpunoxenue 2

3ananue. Odopmute u orpopmarupyiite Tadauny B MS Excel, nponsBenure pacuernl, 0popMuTE KPYTOBYIO TUarpammy «3apa6oTHas njiara

paGoTHUKOB, py0.»

PacuyeTt 3apaboTHoun nnatbl paboTHUKOB OloaXKeTHOM chepbl

MPOT = 13 890 py6. B MmecsiL

Hauuncnennsa Hanoru
= < =
I ) , |
Ne (0} n.o GS:IJ' g § g % 3 K
- amnima v1.O. - = = S | Craeka Retckoe BpeaHocTts | Han6asku g 5 3 5 g BblAate
= 8 2 o nocobve 22 Q e .
S = T © 6 g = s d S8
5| 8| s | 2 s555| 28| 23
o < < X T g8c C & C X
1. MBaHnoB .. 12 4.6 1 15
2. MeaHoBa M.U. 13 5,2 2 25
3. | MNetpor N.I1. 11 4,9 1 50
4. | Netposa O.M. 14 5,6 1 50
5. | Tpocumos T.T. 13 5,2 2 30
6. Axoenesa T.A. 8 3,5 2 125
B kacce B AeHb 3apnnathbl JOSMKHO ObITh:
Dopmynwi:

CraBka=MPOT*koadppunumneHT

HeTckoe nocobune=0,7*MPOT*konn4ecTBo oeten

BpegHoctb=0,6*MPOT

Hap6aBkn=%Han6asok*CTtaBky

Hanor Ha goxogpbl domsundecknx nuu=13%*Hauncnenus

MeHcunoHHbIN poHa=1%*HauncneHus

Mpodcoto3HbI B3HOC=1%*HauncneHus

K Belgavye=Hauucnenns-Hanorn+2000 (l'ybepHaTopckas HanbaBka)

3aganue. Opopmure ykazareab «byder Ha 2-om 3Take» B MS Word.
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MaTepI/IaJII)I JAJISA MTPOBECACHUSA HpOME)I(yTO‘IHOﬁ aTrecralamuu

CnenunaabHocTb «Cekpemapb-mMauuHucCmra»

JucuuniauHa « OpeanuzayuoHHas mexHuka u UH@opmayuoHuvlie mexHoI02uu 8
0enonpou3800cmee»

I'ox 00y4uenusi: gmopoti

Moayroaue 1

Crapmuii negaror J0NOJHUTEJIbHOTO 00pa3oBanus bensikosa O.B.
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MaTepnaﬂm AJIA TIPOBEACHUSA 3a9€Ta 1Mo JTMCHUIIINHE
«Opraﬂmaunonnaﬂ TEXHUKA U I/IH(l)OpMaIII/IOHHbIe TEXHOJOI'nlu B
ACJTONIPOU3BOACTBE

1. Teopernyeckas dYacTb NPOBOIUTCS B (OpME SIEKTPOHHOTO TECTUPOBAHHSA TIO
MaTepualiaM U3y4eHHOTO | moyroausi.

2. IlpakTrueckas 9acTh — CO3/IaHUE MIa0JI0HA M Ha €ro OCHOBE 0(hopMIICHUE IOKYMEHTA.

3. Marepuaisl K 3a4eTy 1aHbl B IPUJIOKEHUH | 1 2.

4. Kputepuu orieHUBaHHUS:

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

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

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

Crapumwmii megaror
JOTIOJTHUTEILHOTO 00pa30BaHUsI O.B.benskosa
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I[MTPUJIOXXEHUE 1

IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

Ha ocHoBe 4yero MoxHO co3aBaTh M1a0J0HBI?

Buvibepume neckonvro uz 4 eapuanmos omeema:

1) Ha OCHOBE YK€ UMEIOIIHNXCS TA0JIOHOB;

2) Ha OCHOBE JIOKYMEHTOB;

3) HaOpaTh OJIaHK TOKYMEHTa U COXPaHUTh €ro Kak 1alJIoH;
4) c moMoIIBI0 MacTepa 1adJI0HOB.

3aganue Ne 2
Bonpoc:

C nmoMo1pI0 Kako¥ MaHeIn MHCTPYMEHTOB MBI CO3/IaeM MepeMEHHYI0 HH(popMalrio B 1madaoHe?
Buvibepume ooun uz 3 eapuanmos omeema:

1) PucoBanus.

2) ®opMBl.

3) TaGnuIs! U TPAHUIIBL.

3ananue Ne 3
Bonpoc:

[Tox kakuM HOMEPOM 3HAYOK OTHOCHUTCS K TTAaHEITM UHCTPYMEHTOB POpMbI?
H3zo0pascenue:

E e B R [

1 2 3 4 5
Buibepume necrkonvko u3z 5 eapuanmos omsema:
1)1
2) 2
3)3
4) 4
5)5

3apanue Ne 4
Bonpoc:

C OMOIIIBIO KAaKO¥ MMaHeIn HHCTPYMEHTOB MOYKHO CO3/1aTh 3MOJIEMY OpPTraHU3alluK B MadIoHe?
Buvibepume ooun uz 4 éapuanmos omeema:

1) ®opmsL.

2) TabnuIiel U TPaHUIIBL

3) Pamku.

4) PucoBanusl.

3ananme Ne S
Bonpoc:

B kakyto nmanky nmomMerarorcs mabIoHbl, COXpaHEHHbIE 110 YMOIYaHHUIO?
Buvibepume ooun u3z 4 éapuanmos omeema:

1) Mou TOKyMEHTBI.

2) llIa6noHBI.

3) Moii KoMIIbIOTED.

4) Kop3uHa.
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3apanue Ne 6
Bonpoc:

Microsoft Word coaepsxut 00JibI110# HaOOp pa3HOOOpa3HbIX 11a0I0HOB. UTO HEOOX0 MO

YUYUTBIBATh MPH UCIIOJIB30BAHNUN JIAHHBIX 1a0JIOHOB?

Bvibepume ooun uz 3 eapuanmos omeema:

1) HUYero He clenyeT yYUThIBaTh;

2) UCTOIB30BAHUE ATUX IIA0JIOHOB IPUMEHUMO K POCCHICKUM CTaHIapTaM;

3) pacnojoXeHHe pPEKBH3HTOB B O3THUX IIA0JIOHAX MaHO O€3 ydeTa POCCHUUCKUX MpPaBUII
0(pOpMIICHHS TOKYMEHTOB.

3ananue Ne 7
Bonpoc:

ApxuBaTopoM (YMakoBIIMKOM) Ha3bIBAETCS

Buvibepume ooun usz 3 eapuanmos omeema:

1) snexkTpoHHBIH MpUOOpP, NpeIHA3HAYEHHBIM JJIs aBTOMATHU3allMM CO3JaHMs, XpPaHEHUs,
00paboTKH U nepeaayu HHPOpMaIuy;

2) mporpaMma, IMO3BOJISIONIAs 3a CYET MPUMEHEHUs CIeUUaJbHBIX METOJIOB CXKaTus
nH(poOpMallUK CO3/1aBaTh KOMUU (ailloB MEHBIIETo pa3Mepa, a TakkKe OObEeIUHATh KOMHH
HECKOJIbKUX (DalijIoB B OAMH apXUBHBIM (aiiy, U3 KOTOPOTO MOKHO MPH HEOOXOJUMOCTH
u3BJeYb (ailsibl B MX IEPBOHAYAIILHOM BUJIE;

3) mporpaMma ympaBieHHs HHpOpManueil, KoTopas MoMoraer paboTaTh C COOOIIEHUSMHU,
MPUXOAAIIMMU IO NEKTPOHHON MOYTE, KOHTAKTHBIMU JIMI[AMH, Ha3HA4YaTh BCTPEUH, CTABUTh
3aJjauu, OTCIEKHUBATh JEATEIBHOCTh CBOIO M COTPYIHHUKOB, MPOCMAaTpUBaTb COBMECTHbBIE
JOKYMEHT.

3aganmue Ne 8
Bonpoc:

Kakue npakTrnueckrue mpuMEHEHUSI UMEET apXyuBalus?
Buvibepume necxonvro uz 3 eapuanmos omeema:

1) pe3epBHOE KOITMPOBAHKE ISl XpaHEHUS] HH(DOpMAIIHH,
2) 3amuch Ha BUHYECTep 00JbIIero oobeMa nHpopmaru,
3) nepecbuika HHGOPMAIIUY B KOMMYHUKAITUOHHBIX CETSX.

3aganme Ne 9
Bonpoc:

Kaxkue IMporpaMmebl UCIIOJIB3YHOTCA ITPU apXI/IBaLII/II/I?
Bbl6epume HeCKOJIbKO U3 5 eapuanmoe omeema.

1) Gimp,

2) WinRar,

3) MS PowerPoint,

4) WinZip,

5) GCompris.

OTBeThI:
1) Bepnsie otBetsI (1 6.): 1; 2; 3; 4;
2) Bepwbiii otBeT (1 6.): 2;
3) Bepusie otBetsI (1 6.): 2; 3;
4) Bepusrii oteT (1 6.): 4;
5) Bepusiii otBer (1 6.): 2;
6) Bepwnwsrii otBeT (1 6.): 3;
7) Bepwusrii otBeT (1 6.): 2;
8) Bepnnie otBethI (1 6.): 1; 2; 3;
9) Bepusie otBethl (1 6.): 2; 4;
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I[MTPUJIOXEHUE 2

3aganme. Co3naiite n opopmure:

1. DOMOnemy 61aHKa MPEeIIPUATHS.

2. lla6sioH yka3zanus (MpoA0JIbHOE PACIIOIOKEHNE PEKBU3UTOB B 3ar0JIOBOYHOM 4acTH

JIOKYMEHTA)

3. Ha ocHoBe mabnona opopMuTe TOKYMEHT.
000 «JIYY» VYKA3AHUE 22.12.2011 Ne 223 MockBa O Ha3zHaueHMH Komuccuu Bo
HCIIOJIHEHUE IpHKa3a JUPEKTOpa 00IIEeCcTBA C OIPaHUUYEHHON OTBETCTBEHHOCTHIO OT 18 1exkadps
2011 r. Ne 78 0 Ha3HaAUYE€HNUU KOMHUCCHH U IPOBEACHUHM UHBEHTAPU3ALMU MaTEPUATIbHBIX CPEICTB
OBA3BIBAIO: 1. HaznaueHHOMY COCTaBy KOMUCCHM 3aKOHYMTbH IPOBEIECHUE MHBEHTapU3aLUU
MarepuaibHbIX cpeAcTB g0 27 sHBaps 2012 r. 2. ColOmromarh CIEIyIONIUN €KeTHEBHBIN
pacrniopsiok padoTsl komuccun: Hadano — 8.00; okonwanme — 17.00; mepepsiz — 13.00-14.00;
BBIXOJHBIE JHU — cy00oTa, BockpeceHbe. 3. [Ipeacenmarento KoMHCCHU NpPEJICTaBUThH IO
OKOHYaHWW pPAaOOTBI aKT WHBEHTApW3allMH JUIA YTBEepKIeHHs. DOUHAHCOBBIH IUPEKTOP
A.H.Caxapos
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MaTepI/IaJII)I JAJISA MTPOBEACHUSA HpOME)I(yTO‘IHOﬁ aTrecralmuu

CnenunaabHocThb «Cekpemapb-mMauuHucCmra»

JucuuniauHa « Opeanu3ayuoHHas mexHuka u UHGopmayuoHuvlie mexHoL02Uuu 8
0enonpou3800cmee»

I'ox 00yuenusi: émopoti

IMoayroaue 2

Crapmuii negaror J0NOJHUTEJIbHOTO 00pa3oBanus bensikosa O.B.
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MaTepnaﬂm AJIA IIPOBEACHUSA 3a4eTa M0 JUCHUIIJINHE
«Opraﬂmaunonnaﬂ TEXHUKA U I/IH(l)OpMaIII/IOHHbIe TEXHOJIOI'nHu B
ACJTONIPOU3BOACTBE

1. Teopetuueckas 4acTb MPOBOAUTCS B (POPME FINEKTPOHHOIO TECTUPOBAHUS 110
MaTtepuagaM U3y4eHHOTo 2 TOJIYyrousl.

2. [IpakTyeckas 4actb — 0pOpMIICHHE TIPE3CHTAIINH.

3. Marepwuasl K 3a4eTy JaHbl B IPHIIOKEHNH | 1 2.

4. Kpurepuu onieHUBaHUS:

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

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

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

Crapummii memaror
JOTIOJTHUTEILHOTO 00pa30BaHUsI O.B.benskosa
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I[MTPUJIOXXEHUE 1

IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

[Ipe3zentanus — 310 ...

Buibepume ooun uz 4 eapuanmos omeema:

1) moxas, nmpeJcTaBlIEHUE YETO-IN00 HOBOTO, BHINOJIHAEMbIE JOKIAAUMKOM C UCIIOIb30BaHUEM
BCEX BO3MOJKHBIX TEXHUYECKUX U IPOIPAMMHBIX CPE/ICTB;

2) npenocTaBieHNE N0JIapKa, MOATOTOBIEHHOTO 3apaHee;

3) JeMOHCTpalMs CBOMX 3HAHUU Mepe]l JII0IbMU, KOTOPbIE 33Jal0T BaM BOIIPOCHI;

4) nporpaMma, IpeIHa3HadYeHHast JUIsl MOATOTOBKH MPE3eHTAUi U ciai1-puabMoB.

3aganue Ne 2
Bonpoc:

[Iporpamma nms co3gaHus Npe3eHTalui
Buvibepume ooun u3z 5 sapuanmos omeema:
1) Microsoft Word;

2) Microsoft Office;

3) Microsoft PowerPoint;

4) Paint;

5) Microsoft Excel.

3aganme Ne 3
Bonpoc:

VYKaXHTE CYIIECTBYIOIIUE PEKUMBI PaOOTHI ¢ MPE3CHTAIMEH
Buvibepume neckonvko uz 4 eapuanmos omeema:

1) OOBIYHBIN PEKUM;

2) ABapuiTHBIN pexKUM;

3) Pexxum copTHpOBIITHKA,

4) PesxxuiM IpoCcMOTpa TEKYIIEro clana.

3aganue Ne 4
Bonpoc:

Kak Ha3pIBaeTcst OJTHa CTpaHUIIA TPE3CHTAIH?
Buvibepume ooun uz 3 éapuanmos omeema:

1) Caiir;

2) Cnaiin;

3) Crpanuria.

3ananme Ne S
Bonpoc:

3amyck JJeMOHCTpAI|K CIIaiiIoB

Buvibepume neckonvro u3z 4 eapuanmos omeema:
1) F6;

2) F5;

3) Ilokas cnaiifoB;

4) Iloka3 npe3eHTaIuHu.
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3apanue Ne 6
Bonpoc:

Kak BpIiiTH U3 pekrMa IpOCMOTpa MPE3EHTALUN?
Bvibepume ooun uz 4 eapuanmos omeema:

1) ESC;

2) DELETE;

3) F10;

4) F5.

3ananue Ne 7
Bonpoc:

VYkaxxute NopsAaOK AEUCTBUM IPU COXPAHEHUH NPE3EHTALMU B CBOEH ITaIIKe.
Vkaoicume nopsaoox cnedoeanus ecex 4 eapuanmoe omeema:

__ Haxatps Coxpanuts Kak;

__ Haxars ®aiir;

___ BriOGpate MecTO, UMS U TUII COXpaHIEMON IPE3EHTALUN;

__ Haxats CoxpaHHUTb.

3ananue Ne 8
Bonpoc:

Jlnst coxpaHeHus npe3eHTanuu B pexume [lokas cnaiiio Microsoft PowerPoint mHeo6xomiumo
BbIOpaTh THI (paiina. ..

Buwibepume ooun uz 4 eapuanmos omeema:

1) mpe3eHTanms;

2) NeMOHCTpaIus;

3) mabyIoH Mpe3eHTalnu;

4) BeO-cTpaHuIIa.

3aganmue Ne 9
Bonpoc:

bpayzep — a370...

Buvibepume ooun usz 4 eapuanmos omseema:

1) mporpamma yripaBieHust ”HQopmalmen, KoTopasi IoMoraeT paboTark ¢ COOOLICHUIMHU,

MPUXOAAIIMMU IO JIEKTPOHHON MOYTE, KOHTAKTHBIMH JIUI[aMH, Ha3HAYaTh BCTPEUH U T.I1.;
2) mporpaMma mpocMoTpa web-caliToB U OCYIIIECTBIICHHUS TyTEIIECTBHI 110 CETH;

3) cuctema ynpaBieHHUs 6a3aMu TaHHBIX;

4) OCHOBHOE CpPEJCTBO, UCTIOIb3yeMoe AJisi 00paboTKU U aHanu3a udpoBoil uHGOpMaHH
CPEICTBaMU BBIUMCIUTEILHON TEXHUKH.

3aganue Ne 10

Bonpoc:

I'moGanbHas KOMITBIOTEPHAsS CETh — 3TO. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) uHpopMaLMOHHas ceTh, 00BEANHSAIONIAs MHOXKECTBO CETell, /sl CBOOOJHOM nepenaun
uH(pOpMaIHH JII00OMY MOJIb30BATEINIO CETH;

2) oObenuHeHue AByX U Ooiiee cereil Mexy co0oif;

3) coeaunenue 2-x U 60jee KOMIBIOTEPOB APYT € APYroM Ha HEOOJBIIOM PACCTOSHUU (OOBIYHO
BHYTPH OJIHOTO YUPEXIAECHUS) C IOMOIIBIO Kabese.

3aganue Ne 11
Bonpoc:
Internet — sto0...
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Buvibepume ooun uz 3 éapuanmos omeema:

1) oObequHEeHNE NBYX B O0JIee CETe Mex Iy co0oif;

2) coequHeHue 2-X 1 00Jiee KOMIIBIOTEPOB JAPYT C APYrOM Ha HEOOJBIIOM PACCTOSHHH C
ITOMOILBIO KaOeIei;

3) riio6anpHas HHPOPMAITHOHHAS CETh, 00BEIMHSIIONIAS MHOKECTBO CETEH, Il CBOOOTHOM
nepeaayr HHGOPMaIH JTF0O0MY IOJTH30BATEIIO CETH.

3aganmne Ne 12
Bonpoc:
JanHnasi cxema oToOpakaer
CEepEEp
HETOYHME 3 Pafoyee MECTO

5
BecnepefodHory = MeHeL epa
MHTaHHA O

Patoyes MECTO
NazepHbI NPUHTED I:l rIaBHOrD By srantepa
S

—

g
Tenedakc

Paboqes HECTo
Py KOE0HTENA

[l

= ]

— i

Pafioqee MecTo Paboqes MECTO
MEHEL#Ep Ey¥rantepa. KaccHpa

Bovibepume 0oun uz 2 6apuanmos omeema:
1) TOKaIbHYIO CETh;
2) rmo06aabHYIO CETh.

3ananue Ne 13

Bonpoc:

Dnexrponnas moura (E-mail) — sto...

Buvibepume ooun uz 3 eapuanmoe omeema.

1) aneKTpoHHBIN TPHOOP, MpeAHA3HAYCHHBIH JIUTsI aBTOMATH3aIlUU CO3/IaHus, XPAHCHHUS,
00paboTKHu U mepenayu nHHOpMaIuu;

2) mporpaMma, o3BOJIAIONIAs 33 CYET IPUMEHEHHS CIICIUAIBHBIX METOJIOB CHKATHUS
nH(OpPMALIMK CO3/1aBaTh KOMKHU (haiiIOB MEHBIIIETO pa3Mepa, a TaKKe 00bEeTUHATH KOTHH
HECKOJIbKUX (DalIOB B OJMH apXUBHBIN (hailil, U3 KOTOPOro MOKHO IPU HEOOXOAMMOCTH H3BJICYb
(aiiipl B UX IEPBOHAYAIBHOM BHU/IC,

3) cnyx0a, oOecrieurBaroIas rnepeaady mo ceTu CoOOIIEeHUH U BIOKEHHBIX (ailioB.

3aganue Ne 14

Bonpoc:

C moMoIIBIO AIIEKTPOHHOMN MOYTHI MOYKHO:

Buibepume neckonvro u3z 4 eapuanmos omeema:

1) BeCTH 4acTHYIO NIEPENUCKY;

2) pacchlaTh KOIMM CBOETO MUCbMa APYIMM I0JIb30BATENSM;

3) IpOBOJUTH CETEBbIE TUCKYCCHH, TEIEKOH(PEPEHIIUN B OTCPOUEHHOM PEXHUME;
4) paccbu1aTh HOBOCTH IO CIIELUAIM3UPOBAHHBIM I'PYIIIIaM M10JIb30BaTENEH.

OTBeThI:
1) Bepwnsrii oteT (1 6.): 1;
2) Bepusiii otBeT (1 6.): 3;
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3) Bepusie otBethl (1 6.): 1; 3; 4;
4) Bepusrii oteT (1 6.): 2;
5) Bepusie otBethI (1 6.): 2; 3;
6) Bepwnwprii oteT (1 6.): 1;
7) Bepnsie otBetsl (1 0.):

2;

8) Bepnniii otBeT (1 6.): 2;

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

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

11) Bepnsiii otBer (1 6.): 3;

12) Bepusiii oter (1 6.): 1;

13) Bepusiii oter (1 6.): 3;

14) Bepusle otBetsI (1 0.): 1; 2; 3; 4.
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I[MTPUJIOXEHUE 2

3aganmne. Odopmure mnpesentann. Hemocrarommii mMarepuan (KapTUHKHM) HaiiuTe B
HHTEPHeTE.

WHCTPYKILIMS IT0 TTOXKAPHOM BE3OITACHOCTU

Ilepeuunsvie cpeocmea noxcapomyuienus (KAQpTUHKA HAUTH B UHTEPHETE)

I[TEPBBIYHBLIE CPEJACTBA TTOXAPOTYIIEHUS — npennaznadeHs! 11 TyIIEHUS TOKapOB
B HaYaJIbHOM CTAJMM U BKJIIOYAIOT: [I0’KapHbIE BOIOIIPOBO/IbI, OTHETYLLIUTENN PYYHbIE, CYXOU
MIECOK, acOECTOBBIC OJIesIa, KOIIMBI H JIp.

MHCTPYMEHT ITOXXAPHbBIM PYUHOM HeMexaHH3HPOBaHHBIH — HHCTPYMEHT 6€3 KaKoro-
100 MPUBOJIA, KPOME MYCKYJIBHOM CHIIbI UEIOBEKa, ITpeIHa3HAYCHHBIN JJIs1 BBITIOJIHEHUS
pa3aMYHbIX padoT MpH TYIIEHUHU MoKapa (MoKapHbIe Oarpbl, JIOMbI, TOIIOPbI, KPIOKH).

3naku noxycapnoi 6ezonachocmu (HaiiTu B UHTEPHETE)

Hucmpykyua no 3e6akyayuu u 0eiicmeuii nepcoHana KOMRAHUu npu 603HUKHOGEHUU NOXMCAPa
1. IIpu oGHapykeHUH 3aIbIMIICHUS WM TIOXKapa:

- BKJIIOYMTH PYYHOU M3BEIATENb CUTHAJIA TIOKAPHON CUTHAIU3AIUH,

- IOCTaBUTh B U3BECTHOCTh PYKOBOJCTBO U OXpaHy,

- COOOIINTH O BO3HUKHOBEHHH I0Kapa B MOKapHYI0 oXpaHy 1o tenedony 123

2. DBaKyanus JOJIen:

- IPEKpaTUTh Bce pabOTHI B 3JaHUN KOMITaHUH,

- OpraHU30BaTh FBAKYALIHIO JIFOJIEH, UCIIOJIb3Ys IBAKYallMOHHBIE BBIXO/IbI COTJIACHO CXEME
3BAKYaIH.

3. OTKII0YEHHUE AIIEKTPONUTAHUS AICKTPOOOOPYIOBAHUS:

- 10 HEOOXOAUMOCTH OTKIIIOYUTH JEKTPOIHEPTHUIO ISl IPEJOTBPAIICHUS PA3BUTHS
Mo>kapa WJId JJIsl 3JIEKTpo0e30MacHOCTH MOYKAPHBIX MOApa3AeNIeHUI 1 JTUL], Y4aCTBYIOIINX
B TYLLIECHUH OKapa.

4. TyllleHre BO3HUKIIIETO MoXKapa:

- TOpSLIUE MPEAMETHI, 000pYAOBaHNE U KOHCTPYKIIUU 3JaHUI TYyIIUTh EPBUYHBIMU
CpeICTBaMU MOXKapOTYIICHHs (OTHETYLIUTENH, BOJIa) IPU OTKIIOYECHHOM
3NIeKTpOoOOOPYyI0BaHUU.

5. Berpeya noskapHbIX MOpa3/ieIeHUM.
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MaTepI/IaJII)I JAJIS1 IIPOBECACHUS HpOMEHCyTOqHOﬁ arTreCcranmumu

CnenunaabHocTb «Cekpemapb-mMauuHucCmra»

Jucuuniauna «/Jokymenmsl, KOppecnoHOeHYUs: U 0ea0NpoU3800CHEO»

I'ox 00yuenusi: nepsuoiti
Moayroaue 1

Crapmuii negaror J0N0JHUTEIbHOTO 00pa3oBanus bensixkosa O.B.
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MarepuaJbl AJis IPOBEACHHUS 3249€Ta 10 JMCIUILUIHHE
«10KyMeHTBI, KOppeCIOH/IeHI[US U [1eJI0NPOU3BOACTBO)

1.3aver npoBoUTCS B (hOpME IEKTPOHHOTO TECTHPOBAHUS B KOHIIE | TOIyroausi.
2.Marepuaisl K 3a4eTy JJaHbl B IPUIIOKEHUH 1.

3.Kpurepun oneHuBaHUS:

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

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

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

Crapumwmii megaror
JOTIOTHUTEIBHOTO 00pa3oBaHuUs O.B.bemsixoBa
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I[MTPUJIOXXEHUE 1

IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

Jlenonpou3BoACTBO — 3T0...

Buvibepume ooun uz 3 éapuanmos omeema:

1) ABMKCHUC OOKYMCHTOB B OpraHum3aliid € MOMCHTAa HX CO3OaHHA WKW IIOJYYCHHA 10
3aBCPUICHUSA WA OTIPABJICHUSA,

2) oTpacib JeATEIbHOCTH, OOECIeUnBaroias JOKYMEHTHPOBAHUE M OpPraHU3aIUi0 PabOThI ¢
O(bI/IIII/IaJ'IBHI)IMI/I JOKYMCHTAaMMH,

3) opraHuzamusi JOKYMEHTOOOOPOTa, XpaHEHWs] U HCIOJIb30BAaHUS JIOKYMEHTOB B TEKYILEH
JIEATEIBHOCTH YUPEKICHUA, IPEAIIPUATHUS.

3aganue Ne 2
Bonpoc:

OT opraHmM3anuy AEIOMPOU3BOJICTBA 3aBHUCAT:
Buvibepume neckonvko uz 4 eapuanmoe omeema:
1) appexTHBHOCTH yIIpaBICHHUS;

2) 5KOHOMHYHOCTb;

3) onepaTUBHOCTH;

4) KynpTypa Tpyia pabOTHUKOB yIIPaBJICHUSI.

3aganme Ne 3
Bonpoc:

JIoOKyMEeHTHUpOBaHHE — 3TO...

Buvibepume ooun u3 3 eapuanmos omeema:

1) opranuzamus JOKyMEHTOOOOpOTa, XpaHEHHs W HCIOJIb30BAaHUS JIOKYMEHTOB B TEKYIIEH
NEeSITeNIbHOCTH YUPEXKICHUS, TPEANPUATHUS;

2) 3anuch UH(pOPMALIMK HA PA3TUYHBIX HOCUTENISX [0 YCTAHOBICHHBIM MTPaBHIIaM;

3) IOBUWXKEHHE JOKYMEHTOB B OpraHu3allid C MOMEHTa HMX CO3JaHHs WIM TOJIY4YEeHUS [0
3aBepUICHUS WU OTIIPABJICHUS.

3apanue Ne 4
Bonpoc:

Opranu3zanus paboThl C TOKyMEHTaMH — 3TO. ..

Buibepume 0oun uz 3 eapuanmoe omeema:

1) opranmzanusi JOKYMEHTOOOOpOTa, XpaHEHHUS M HCIOJIb30BAHMS JOKYMEHTOB B TEKYILEH
JEATEIIbBHOCTU YUPEKACHUS, TPEAIPUATHUS;

2) oTpacib JesATeNbHOCTH, OOecHeurBaroIas AOKYMEHTHPOBAHHUE M OpPraHMU3aIfio paboThl C
opUIMATEHBIMUA TOKYMEHTaMU;

3) IOBWXKEHHE JOKYMEHTOB B OpraHu3alid C MOMEHTa WX CO3JaHHUS WU TOJIy4eHHUs [0
3aBEPILUECHUS WU OTIIPABIICHUS.

3aganme Ne 5
Bonpoc:

JIOKyMEHTOO00POT — 3TO. ..

Buvibepume ooun u3z 3 éapuanmos omeema:

1) opranuzanus AOKyMEHTOOOOpPOTa, XpaHEHHs M HCIHOJb30BAHUS JOKYMEHTOB B TEKYIIEH
JEeATeIbHOCTH YUPEXKACHUS, IPEeIIPUATHUS;

2) oTpacib JeATeNbHOCTH, oOecreurBaronias AOKYMEHTHPOBAHHE M OpraHU3alMio padoThl C
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O(bI/H_H/IaJIBHBIMI/I JOKYMCHTAMMU,
3) ABUIKCHUC HOOKYMCHTOB B OpraHu3aliu € MOMCHTAa HX CO3JaHUA WKW TOJYUCHHUA [0
3aBCPUICHUSA WA OTIIPABJICHUA.

3ananue Ne 6
Bonpoc:

JIOKyMeHT — 3T0...

Buvibepume ooun uz 3 éapuanmos omeema:

1) 3adukcupoBaHHass Ha MaTepHaJbHOM HOCHTENe HWHGOpMAIMA C PEKBU3UTAMH,
MIO3BOJISIFOIIMMH €€ UIEHTU(ULINPOBATS;

2) cBelleHUs O JIMIAX, MpeAMeTax, (pakTax, COOBITUAX, SBJICHUSIX M MPOIIECCaX HE3aBUCHUMO OT
(hopMBI X IIPECTABICHNUS;

3) HeT NpaBUILHOTO OTBETA.

3ananue Ne 7
Bonpoc:

I[To crmocoOy NOKYMEHTHPOBaHUS TOKYMEHTHI TIOAPA3CISIOTCS Ha:
Buvibepume neckonvko uz 7 eapuanmog omeema:

1) pyKOnUCHBIE;

2) no Tpyny;

3) 2JIEKTPOHHBIE;

4) rpaduueckue;

5) MOVTMHHUKWY;

6) KkuHO-, PoTO-, HOHOTOKYMEHTHI;

7) KOTIHH.

3aganmue Ne 8
Bonpoc:

[To MponCX0XKICHUIO TOKYMEHTBI MOTYT OBITh:
Buvibepume necxonvro uz 5 eapuanmos omeema:
1) pyKOTIUCHBIE;

2) OTYETHO-CTATHCTUYECKUE;

3) odunmanbHeIE;

4) 3IeKTPOHHBIC;

5) nu4HbIC.

3aganme Ne 9
Bonpoc:

ITo cpokaM XpaHEeHUS TOKYMEHTHI JICJIATCS Ha:
Buvibepume neckonvro uz 4 eapuanmos omeema:
1) NOCTOSIHHOTO XpaHEeHMUS;

2) mosroBpeMeHHOTro xpaHeHus (cBbiiie 10 ner);
3) TeKyIero XxpaHeHus;

4) BpemeHHoro xpanenus (o 10 ner).

3aganue Ne 10

Bonpoc:

DJNEeKTPOHHBIM JOKYMEHT MOXKET OBbITh BOCHpPOM3BEAECH B BHIAE M (opMe, MOHATHBIX JUIS
BOCITPOM3BE/ICHUSA:

Buibepume neckonvko u3z 4 éapuanmos omeema.

1) Ha kaBuaType;

2) Ha DKpaHe TUCIUIES;
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3) OyMaXHOM HOCHTETIE;
4) HHOM OTACJIIBHOM OT MAIIMHHOI'O0O HOCHUTCIIA MAaTCpUaJIbHOM 06’b€KT€ B OOCTYIIHOM JJid
BU3YaJIbHOTO 0003peHUs BUJIE.

3aganue Ne 11

Bonpoc:

DNEeKTPOHHBIN JOKYMEHTOO00POT — 3TO. ..

Buibepume ooun uz 4 eapuanmos omeema:

1) opranmzanms AOKYMEHTOOOOpPOTa, XpaHEHHs M HWCIOJBb30BAHUS JOKYMEHTOB B TEKYIICH
JESATETbHOCTH YUPEKACHUS, IPETPUITHUS;

2) npotuiecc ABMKEHUs, 00pabOTKHU, XpaHEHUs U 0OMEHa 3JIeKTPOHHBIMU JOKYMEHTaMU;

3) oTpacip AEATENbHOCTH, OOecreunBarouias JOKYMEHTHUPOBAaHUE M OpraHU3alUi0 paboThl C
oduIHaTbHBIMA JOKYMEHTAMH,

4) oTpacib JesATeNbHOCTH, oOecreurBaromas AOKYMEHTUPOBAHUE M OpraHu3aliio paboThl C
opHIUATEHBIMA JOKYMEHTAMH.

3apanmne Ne 12

Bonpoc:

KaknMu HOpMAaTHBHBIMU aKTaMHU PETYIHAPYETCS AIEKTPOHHBINA JOKyMEHTO000pOT?
Buvibepume neckonvko uz 5 eapuanmos omeema:

1) rocyiapcTBEHHBIMU;

2) MEXOTpaclieBbIMHU;

3) oTpacieBbIMU;

4) nokanbHBIMU (TIPEATIPUSATHS);

5) HUKaKUMH.

3apanme Ne 13

Bonpoc:

[To dopme u3n0KEHHS JOKYMEHTHI OBIBAIOT:
Buibepume necrkonvko uz 5 eapuanmos omsema:
1) uHIMBUAYATIbHEIE,

2) JINYHBIE;

3) TUTIOBEIE;

4) tpadapeTHsie;

5) ciyxxeGHbIe.

3apanue Ne 14

Bonpoc:

HopmartuBHo-ipon3BoACTBEHHAs 0a3a JAEJIOMPOU3BOICTBA — 3TO. ..

Buvibepume 0oun uz 3 eapuanmoe omeema:

1) 3adukcupoBaHHass Ha MaTepUadbHOM HocuTerne UHPoOpMAIUS C  PEKBU3UTAMH,
MO3BOJISIFOIIMMHU €€ UACHTU(DUIIUPOBATS;

2) COBOKYIHOCTb TpeOOBaHU, HOPM, TPABUI U PEKOMEHJAIIUI 110 COCTABIEHUIO TIOKYMEHTOB U
paboTe C HHMH, YCTaHOBJICHHBIX IPAaBOBBIMH aKTaMH, CTaHAApTaMH, HHCTPYKIUSMU U
METOAUYECKUMU TIOCOOUSIMH;

3) oTpacnp AEATeNBbHOCTH, OOecTeunBaronas JOKYMEHTHUPOBAHHWE M OpPraHHU3aIUi0 paboOThl C
OpUITMAIEHBIMHA TOKyMEHTaMHU.

3aganme Ne 15

Bonpoc:

Kakwue nakeTsl JOKyMEHTOB JIOJKHBI OBITh Y CEKpeTaps Mo PyKoit?
Buvibepume necrkonvko uz 5 sapuanmos omeema:
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1) 3akoHOHIATeNbHBIC aKThl, B KOTOPBIX 3aTPAarMBAIOTCS BOIPOCHI JIOKYMCHTHPOBAHUS U
OpraHu3anuy paboThl C JOKYMEHTAMHU;

2)  HOPMAaTHBHO-METOJMYECKHE  JOKYMEHTHl [0  OpraHM3alid  JIOKYMEHTAIlHOHHOT'O
oOcyxuBaHus, TpeOOBaHUSA K OPOPMIICHUIO TIOKYMEHTOB;

3) opraHu3alMoOHHbIC U HOPMATHBHO-METOIMYECKHE JOKYMEHTBI CAMOW OpraHU3allHH;

4) opraHu3alMOHHBIC © HOPMATUBHO-METOIMYECKUE JOKYMEHTBI CMEXHOM OpraHU3alluH;

5) HUKakue.

3aganue Ne 16

Bonpoc:

YHubunupoBaHHas cucTeMa JOKyMEHTAaluu — 3TO. ..

Buvibepume ooun usz 3 eapuanmos omeema:

1) opranuzamus JOKyMEHTOOOOpOTa, XpaHEHHs W MCIOJIb30BAaHUS JIOKYMEHTOB B TEKYIIEeH
NESTETFHOCTH YUPEIKICHUS, TPEATPUSTHS;

2) COBOKYIHOCTh TpEOOBaHUM, HOPM, TIPaBUJI U PEKOMEH/IAINI 10 COCTaBJICHUIO JOKYMEHTOB U
paboTe C HHMMH, YCTAaHOBJCHHBIX IPaBOBBIMM aKTaMHM, CTaHAApTaMHM, HHCTPYKUUSMU U
METOAUYECKUMU TIOCOOUSIMH;

3) COBOKYIMHOCTb (OPM JOKYMEHTOB, CO3JAaHHBIX IO €JWHBIM MpaBUJaM U TpeOOBaHUSM,
(YHKIIMOHUPYIOIIUX B ONpeNeIeHHON cdepe AesITenbHOCTH (YIpaBieHuH, (PMHaHCax | T.I1.).

3ananue Ne 17

Bonpoc:

Jlnst gero HeoOXomMMa YHUGUITMPOBAHHAS cCUCTeMa JToKyMeHTaruu? J{is:

Buvibepume neckonvko uz 6 eapuanmog omeema:

1) ucnosb3yeMoii HOpMaTHBHO-METOIUUECKON Oa3bl AETOMPOU3BOJICTBA;

2) CIOKUBUIMXCS HAIIMOHATIBHBIX TPAAULIUNA PabOTHI C JOKYyMEHTaAMU;

3) yCTaHOBJICHHBIX PYKOBOJICTBOM MPEANPHUATHS (OTPACIIN) TIPABUII pabOTHI C JOKYMEHTAMH,
4) xBanmuuUKaIMU JSIOMPOU3BOICTBEHHOM CITY>KOBI TIPEANPUSATHS;

5) coxparieHus 00bEMOB JOKYMEHTOB;

6) CHIO)KEHHUS 3aTpaT Ha COCTaBIIEHUE H 00pabOTKY JOKYMEHTOB.

3aganue Ne 18

Bonpoc:

Ha xakue rpynmbl KacCUPUIUPYIOTCS OPraHU3alMOHHO-PACHOPSATUTENbHBIE JOKYMEHTHI?
Buibepume necrkonvko uz 8 sapuanmos omseema:
1) pykonucHble;

2) OTYETHO-CTaTUCTHUECKHUE;

3) pacnopsiiuTeNbHbIE;

4) SNEeKTPOHHBIE;

5) opraHu3aloHHBIE;

6) opuIMaTbHBIE;

7) MHPOPMALMOHHO-CIIPABOYHBIE;

8) nuuHbIe.

3aganue Ne 19

Bonpoc:

PexBU3UT NTOKYMEHTa — 3TO0...

Buibepume ooun uz 3 eapuanmoe omeema:

1) oOs13aTenbHBIN AMIeMEeHT 0(popMIIeHHS OPUINAIBHOTO JOKYMEHTA;

2) cBeleHUs O JIMLAX, peaMeTax, (pakrax, COObITHSX, SIBICHUSX U MPOLECCaX HE3aBHCUMO OT
(opMBI UX TPEACTABICHUS;

3) 3anuch HH(GOPMAIMU HA PA3IMYHBIX HOCUTEISX MO YCTAHOBJICHHBIM ITPABUIIAM.
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3aganue Ne 20

Bonpoc:

dopmynsip-obpaser — 310...

Buvibepume ooun u3z 3 éapuanmos omeema:

1) COBOKYNHOCTB pAacIOJIO)KEHHBIX B OIPEAEICHHOW MOCIEeNIOBATEIbHOCTH PEKBU3UTOB,
MPUCYIINX BCEM BHJIAM TaHHON CHCTEMBI IOKyMEHTOB;

2) COBOKYITHOCTb PEKBHU3UTOB, U3 KOTOPBIX COCTOUT JOKYMEHT;

3) ompeneieHHOE KOJMYECTBO PEKBHU3UTOB, PACTIOJIOKEHHBIX B CTPOTOH MOCIIEI0BATEIHHOCTH.

3aganue Ne 21

Bonpoc:

Ckonpko pexBu3uToB YycraHasnuaer ['OCT P 7.0.97-2016 «Cucrema cTaHzapToB IO
nHpopManuu, OMOTUOTEYHOMY M HU3JaTeIbCKOMYy aeny. OpraHu3allOHHO-PACIIOPSANTEIbHAS
nokyMmeHTanus. TpeboBaHus Kk 0QOPMIIEHUIO TOKYMEHTOBY?

Buibepume ooun uz 4 eapuanmoe omeema:

1) 29;

2) 30;

3) 31,

4) 32.

3ananue Ne 22

Bonpoc:

bnank nokymenrta — 3710...

Buvibepume ooun u3 3 eapuanmos omeema:

1) oGs3aTenbHBIN AIIeMEHT 0(opMIICHHUS OPUITHATBHOTO JTOKYMEHTA;

2) nuct OymMaru ¢ BOCHPOU3BEIEHHBIMU HAa HEM PEKBU3UTAMH, COJECPXKAIIUMU MOCTOSHHYIO
nH(pOpMaIuIo;

3) HaOop PEKBU3UTOB, UACHTU(DUIIUPYIOIINX aBTOPa OPUITHATHFHOTO TUCEMEHHOTO JOKYMEHTA.

OTBeThI:
1) Bepnsrii otBet (1 6.): 2;
2) Bepnsie otBethI (1 6.): 1; 2; 3; 4;
3) Bepnsiii otBeT (1 6.): 2;
4) Bepnsrii otBert (1 6.): 1;
5) Bepnsiii otBeT (1 6.): 3;
6) Bepnsiii otet (1 6.): 1;
7) Bepnsie otBeThI (1 6.): 1; 3; 4; 6;
8) Bepurbie otBethl (1 6.): 3; 5;
9) Bepnsie otBeThI (1 6.): 1; 2; 4;
10) Bepnsbie otBethl (1 6.): 2; 3; 4;
11) Bepnsrii otBert (1 6.): 2;
12) Bepusbie otBetsI (1 6.): 1; 2; 3; 4;
13) Bepusbie otBetsI (1 6.): 1; 3; 4;
14) Bepnsriii otBert (1 6.): 2;
15) Bepusbie otBetsi (1 6.): 1; 2; 3;
16) Bepnsrii otert (1 6.): 3;
17) Bepubie otBetsI (1 6.): 5; 6;
18) Bepusie otBetsI (1 6.): 3; 6; 7;
19) Bepusiii otBer (1 6.): 1;
20) Bepnsiii otBer (1 6.): 2;
21) Bepnsiii otBer (1 6.): 2;
22) Bepnsiii otBet (1 6.): 2;
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MaTepI/IaJII)I JAJISA MTPOBECACHUSA HpOME)I(yTO‘IHOﬁ aTrecralamuu

CnenunaabHocTh «Cekpemapb-mMauuHucCmra»

Jucuuniauna «/Jokymenmsl, KOppecnoHOeHYUs: U 0ea0NnpoU3800CHEO»

I'ox 00y4enusi: nepsoiti
IMoayroaue 2

Crapmuii negaror J0NOJHUTEJIbHOTO 00pa3oBanus bensikosa O.B.
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MarepuaJsl AJi NIPOBeACHUS 3a4eTa M0 JMCIUILUIHHE
«10OKyMeHTBI, KOppeCHOH/IeHI[US U /1eJI0NPOU3BOACTBO)

1. 3ager nmpoBomUTCS B (hOpME IIEKTPOHHOTO TECTUPOBAHUS B KOHIIE 2 TTOJIYTOTHUSI.

2. llpakTHueckass dYacTb — COCTaBJeHHE U O(OpMIICHHE OJHOTO JOKYMEHTa
(aBTOOMOTpadus, XapaKTEpPUCTUKA, CIIPABKA, PACTIMCKA H JIP. ).

3. Marepuainsl K 3a4eTy JJaHbl B IPUIIOKEHUIX 1 1 2.

4. Kputepuu OLIEHUBaHUSA:

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

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

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

Crapummii memaror
JOTIOTHUTEIBHOTO 00pa3oBaHus O.B.bemsixoBa
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I[MTPUJIOXXEHUE 1

IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

ABToOuorpagus — 370...

Bvibepume ooun uz 3 eapuanmos omeema:

1) mTOKyMEHT O CiTy>keOHOH 1 0OIIECTBEHHOW NeATeILHOCTA PAOOTHHKA, COCTABIISIEMBIT
PYKOBOJICTBOM IIPEAIIPUATUS WIN CTPYKTYPHOTO IIOApPA3IeIICHNU,

2) cxaTas KpaTkast “H(popmanus o cede, CocTaBIeHHas IPETEHIEHTOM Ha BaKaHTHOE MECTO;
3) JOKYMEHT, coAepKallluii KpaTKOe OMMCAHUE B XPOHOJOTMYECKON MOCIE0BaTEIbHOCTH
OCHOBHBIX 3TaIlOB XXHU3HU U JCATCIbHOCTH JIUIIA.

3aganue Ne 2
Bonpoc:

Pesrome — ar10. ..

Bvibepume ooun uz 3 eapuanmoe omeema:

1) TOKYMEHT O ci1y>keOHOM 1 0011IeCTBEHHON NesITEIbHOCTH PaOOTHHUKA, COCTABIIIEMbII
PYKOBOJICTBOM IIPEMIPUATHS WIH CTPYKTYPHOTO IOAPA3IEIICHNUS,;

2) cxaTas KpaTkasi uHpopmanus o cede, cCocTaBlIeHHas MIPETEHICHTOM Ha BAKaHTHOE MECTO;
3) TOKYMEHT, COJIEpKAIIUA KPaTKOE OMMCAHUE B XPOHOJOTHYECKON TOCIICIOBATEIHHOCTH
OCHOBHBIX 3TAaIlOB XXU3HU U JIC€ATCIbHOCTH JIUIIA.

3aganme Ne 3
Bonpoc:

XapakTepucTuka — 3To. ..

Buvibepume ooun u3 3 eapuanmos omeema:

1) ToKyMeHT, coJiepKaluii onrMcanue u(WiK) moaATBEpKAeHHE (PaKTOB, COOBITHI;

2) TOKYMEHT O CIy>keOHOM 1 00I1IeCTBEHHOM e TeIbHOCTH paOOTHUKA, COCTaBIsIEMbIN
PYKOBOJICTBOM MPEANPUATHUS HIIA CTPYKTYPHOTO MOAPA3/ICICHHUS;

3) MOKyMEHT, COJepKallhii KpaTKOoe OMNHMCAHHE B XPOHOJIOTUYECKOW MOCIEI0BaTEIbHOCTH
OCHOBHBIX 3TaIOB KU3HU U JIEATEIbHOCTH JTUIA.

3aganue Ne 4
Bonpoc:

Pacniucka — 3to:

Buvibepume 0oun uz 3 eapuanmoe omeema:

1) JOKYMEHT, COCTaBJICHHBIN HECKOJIbKUMHU JIMLIAMU JJIsl IOITBEPKICHHUS YCTAHOBIEHHOTO
(hakta, COOBITHS, ICHCTBHUS;

2) TOKYMEHT, COJep KaIlInii onrcanue u(uin) moATBepxacHue PakToB, COOBITHIA,

3) 3TO JOKYMEHT, YAOCTOBEPAIONINN OTyIeHHE KaKUX-THO0 [IEHHOCTEeH (JIeHer, Bellei,
JIOKYMEHTOB).

3ananme Ne S
Bonpoc:

JIOBEPEHHOCTH — ATO:

Buvibepume 0oun uz 3 eapuanmoe omgema:

1) moxyMmeHT, cofepKalinii onrcanue U(Win) moATBepKaeHue HaKkTOB, COOBITU;

2) TOKYMEHT O MPEI0CTABJICHUH TIPaBa JOBEPEHHOMY JIUIlY Ha COBEPIIIEHUE KaKUX-IN00
JNEUCTBUI OT JIMIa AOBEPUTENS (MPEANPUATHUS WIH TPaXTaHUHA);

3) JOKYMEHT, COCTaBJICHHBIN HECKOJIbKUMU JIMLIAMH JJIs1 TIOITBEPKICHUS YCTAHOBIEHHOTO
(akra, COOBITHS, JCHCTBHUS.



146

3apanue Ne 6
Bonpoc:

Kakue Buabl 10BEpEHHOCTH OBIBAIOT?
Buvibepume neckonvko u3z 5 eapuanmos omeema:
1) nuuHbIeE;

2) ciryxeOHbIe;

3) JOrOBOpHBIE;

4) cyneOHbIe;

5) xoHbUACHIIHATHHBIC.

3ananue Ne 7
Bonpoc:

CrnpaBka — 310:

Buvibepume ooun usz 3 eapuanmos omeema:

1) HOKyMEeHT, COCTaBJICHHBI HECKOJILKUMH JIUIIAMU ISl TIOATBEPKICHUS YCTAHOBJICHHOTO
(akrta, cOOBITHS, IEHCTBHUS;

2) TOKYMEHT, CoJepKallluii onrcanue u(uim) noATsepxaeHue GakToB, COOBITUI;

3) paBOBO# aKT, N3J]ABAEMbI PYKOBOIUTEIIEM MPEIIPHUSATHS TS BBITIOTHEHUS
MIPOU3BOICTBEHHBIX 3aj1a4.

3ananue Ne 8
Bonpoc:

K nuuHBIM cripaBKaM OTHOCSTCS:

Bovibepume ooun uz 2 éapuanmos omeema:

1) cipaBku, oATBep Xk AarONINe padoTy (yuely), oruiaty Tpyaa, MECTO MPOKUBAHUS, TPYAOBOTO
CTaXka | T.II., COCTABIISIEMbIE T10 3aIPOCaM TPaKIaH;

2) crpaBKH 1O IPOU3BOJICTBEHHBIM BOTIPOCaM, COCTaBIISIEMbIE 110 3aIIPOCY PYKOBOJICTBA.

3aganmue Ne 9
Bonpoc:

JloxiiagHasi 3anmucka — 3T0. ..

Buibepume ooun uz 3 eapuanmoe omeema:

1) TOKyMEHT BHYTPEHHEW JeI0BOI MEPENUCKU MEXKTY CTPYKTYPHBIMU HOIpa3AeICHUSIMU
OpraHu3aIuy WIH JO0JDKHOCTHBIMU JIMI[AMU, HE HAXOAAIMMUCS B IPSIMOM MOAYMHEHUY;

2) TOKYMEHT, MOSCHSIOIINN COJIepyKaHUE OTACTbHBIX MOJIOKEHUH OCHOBHOTO JIOKyMEHTA (T1J1aHa,
OTueTa, MPOEKTa U T.J.) UIU OOBICHSIIONINNA TPUUUHBI KAKOTO-JIM00 cOObITHS, (DaKTa, MOCTYIIKA;
3) JOKYMEHT, aJpeCOBAHHBIN PYKOBOJIUTEIIO JAHHOTO WM BBIIIECTOSIIETO YUPEKIACHUS U
MHOOPMUPYIOIIUN €ro O CIOKHUBIICHCS CUTyalluy, UMEBIIIEM MECTO SIBIICHUU WU (aKTe, O
BBITIOJIHEHHOW paboTe, co/iep>Kalliii BIBOABI U MPEATIOKEHUS COCTABUTEIIS.

3ananne Ne 10
Bonpoc:
IIpukas — 370...

Buvibepume ooun uz 5 éapuanmos omeema:

1) pacnopsaMTeNbHBIH TOKYMEHT, HW3/laBaeMblii PYKOBOJUTENEM KOJUIETHMAIbHOIO OpraHa s
€MHOHAYAJILHOTO PEILEHUS ONEPAaTUBHBIX BOIIPOCOB;

2) pacnopsAMTENbHBIA JOKYMEHT, MPUHUMAEMbIl KOJUIETHAJIbHBIM OpPraHOM B ILEJAX
paspelieHus Npou3BOCTBEHHBIX 3a/1a4, BOIIPOCOB;

3) nmnpaBoBOM  aKT, M3AABacMbIi  PYKOBOAMTENEM  MPEANPHUATUS Ul BBIIOJHEHUS
IIPOU3BOJICTBEHHBIX 3a/a4;

4) mpaBOBOM AaKT, M3JaBacMbli OPraHOM TIOC.yNpaBJiCHMs MPEMMYIIECTBEHHO IO BOIIPOCaM
MH(POPMAIIMOHHO-METOIMYECKOTO ~ XapakTepa, a TakXke [0 BONpOcaM, CBA3aHHBIM C
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OpraHu3alen UCIOJTHEHU UHCTPYKIIMN U IPYTUX aKTOB JAHHOTO WJIM BBILIE CTOSIIETO OpraHa
YIPaBJICHHUS;

5) mpaBOBOM pacHOpPSIAUTENbHBIN JTOKYMEHT, W3JaBaeMbIil BBICIIMMH OpraHaMu TOC.BJIACTH,
KOMHUTETaMH U KOMUCCHUSIMHU, 00pa3yeMbIMU IIPU OpraHax BJIACTU B LEJSAX Pa3pelIeHUs] BaXKHBIX
Y TIPUHIUIIMATIBHBIX 33/1a4, CTOAIIUX Mepe]l JAHHBIMU OpraHaMH, U YCTAHOBJICHHUS] CTAOMIIbHBIX
HOPM, [IPaBUJI MIOBEACHUS.

3aganue Ne 11
Bonpoc:

VYka3anue — 310...

Buvibepume ooun uz 4 eapuanmoe omeema:

1) pacnopsauTENbHbI TOKYMEHT, M3JaBacMblii PYKOBOJIUTENIEM KOJUIETHAIILHOTO OpraHa s
€MHOHAYAJILHOTO PEIICHHSI ONIEPATUBHBIX BOIIPOCOB;

2) pacnopsAMTENbHBIA JOKYMEHT, TNPUHUMAEMbIi KOJUIETHAJbHBIM OpPraHOM B IEJX
pa3peneHus Mpou3BOICTBEHHBIX 3a/1a4, BOIIPOCOB;

3) nmpaBoBOM  aKkT, W3JaBaeMbli  PYKOBOJUTENEM  MPEANPHUSATHS Ui  BBIIIOJHEHUS
IIPOU3BOJICTBEHHBIX 3a7a4;

4) mpaBOBOM aKT, M3JaBacMblii OpPraHoM TOC.yNpaBJieHHUs] MPEUMYIIECTBEHHO MO BOIMPOCAM
MH(OPMALIMOHHO-METOIMYECKOTO  XapaKkTepa, a Takke [0 BONpOCaM, CBA3aHHBIM C
OpraHu3alued UCIOJHEHUSI UHCTPYKIIMKM U APYTUX aKTOB JIAHHOTO WJIM BBILIE CTOSLIErO OpraHa
YIPaBIECHUS.

3aganme Ne 12
Bonpoc:

IlocraHnoBienue — 3T0. ..

Buvibepume ooun uz 5 eapuanmos omeema:

1) pacnopsauTeNnbHBIA TOKYMEHT, M3JaBa€Mblii PYKOBOJHUTEIIEM KOJUICTHAIBHOTO OpraHa i
€MHOHAYAJILHOTO PEIICHHSI OTIEPATHBHBIX BOIIPOCOB;

2) pacmopsAUTENbHBIA JOKYMEHT, NPHHHUMACMbIH KOJUICTHAIBHBIM OPraHoM B  IEJsAX
paspenieHus Mpou3BOJICTBEHHBIX 3a/a4, BOIIPOCOB;

3) TpaBOBOM  aKT, M3/IaBaCMbIi PYKOBOJUTEIEM  MPEANPHATHS  JJIs  BBINOJHEHUS
MIPOU3BOJICTBCHHBIX 337124,

4) mpaBOBOM aKT, M3JaBa€MbIi OPraHOM TOC.yMPAaBJICHHUsS MPEUMYIIECTBEHHO IO BOIMpPOCaM
MH(POPMAIMOHHO-METOIMYECKOTO  XapakTepa, a TaKKe II0 BOMpOcaM, CBS3aHHBIM C
OpraHu3aeil NCIOJHEHUSI UHCTPYKIUN U JPYTUX aKTOB JaHHOTO WJIM BBIIIE CTOSIIET0 OpraHa
yIpaBICHUS.

5) mpaBOBOU pacCHOPSIAUTENbHBIN JOKYMEHT, W3/IaBaéMblii BBICIIMMU OpraHaMy TOC.BIACTH,
KOMUTETAMHU U KOMHCCHUSIMH, 00Opa3yeMbIMH MIPH OpraHax BJIACTH B LIEJSAX pa3pelIeHHs BaXKHBIX
Y IPUHLHUIUAIBHBIX 33/1a4, CTOSIIIUX Mepe] JAaHHBIMU OpraHaMu, U YCTAaHOBJICHUS CTAOMIBHBIX
HOPM, IPABHJI TTOBEJCHUSI.

3amanme Ne 13

Bonpoc:

AKT — 93T0...

Buibepume 0oun uz 4 eapuanmoe omeema:

1) JOKYMEHT, MOSCHSIOUIUI coAepKaHUe OTACIbHBIX MOJOXKEHUI OCHOBHOTO JJOKYMEHTA UITU
OOBSACHSIONIUHN PUYMHBI KAKOTO-TH00 (akTa, MOCTYIKA;

2) TOKYMEHT, COCTaBJISIEMbIN TPYIIIOH JUIl (PEUMYIIIECTBEHHO KOMUCCHEH ), TIOITBEP K IAFOIIHIA
yCTaHOBJICHHBIE (DaKThI, COOBITHS, IEHCTBUS;

3) TOKyMEHT, U3/1aBa€MbIii PYKOBOJIUTEIEM KOJJIETHATIBLHOTO OpraHa Jajsi €JMHOHA4YaJIbHOTO
pelieHust onepaTUBHBIX BOIIPOCOB;

4) NOKYMEHT, U3/1aBaeMblii pyKOBOJAMUTENIEM KOJUIETUAILHOTO OpraHa il €IMHOHAYaJIbHOTO
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pelICHHMA OINICPATUBHLBIX BOIIPOCOB.

3aganme Ne 14

Bonpoc:

Ha xakue yactu nenurcst TEKCT akTa?
Buvibepume neckonvro uz 4 eapuanmos omeema:
1) KoHCcTaTHpYIOLLIAs;

2) 3aKJII0YNTEIIbHAS;

3) BBeCHUE;

4) BBIBOJBI.

3aganue Ne 15

Bonpoc:

Odeprta — a310...

Buibepume ooun usz 3 eapuanmos omeema:

1) mucbMeHHOE MpeI0KEHNE OJHOTO JIUIa JPYroMY JIHUILY, BhIpaXKarolllee KeJlaHue 3aKITI0UUTh
C HUM JIOTOBOpP;

2) KOMMEPYECKHUI TOKYMEHT, MPEACTaBISAIONIUN CO00M NMpeabsiBIeHNE MPETEH3UN K CTOPOHE,
HapyIIMBIIEH MPUHSITHIE Ha ce0s TOTOBOPHBIE 00s3aTENIbCTBA, M TPEOOBAaHKE BO3MEIICHHUS
YOBITKOB;

3) mpenoxeHue aapecaTy NPUHIATH y9acTue B KAKOM-JTHO0 TPOBOJANMOM MEPOTIPUSTHH.

3aganmne Ne 16

Bonpoc:

JlomKHOCTHAS MHCTPYKIUS — 3TO. ..

Buvibepume ooun u3 3 eapuanmos omeema:

1) opraHM3annOHHO-PACTIOPSIAUTEIBHBIN JOKYMEHT, (PUKCHPYIOMHA X0 00CYKICHHUS BOITPOCOB
U IPUHSTHS PElIEHU Ha COOpaHUsX, COBEIIAHUAX, KOH(EPEHIMIX, 3aCEAAHNUAX KOJIJIETUATbHBIX
OpraHoB;

2) HOPMATUBHBII TOKyMEHT, B KOTOPOM OTIpe/iesieHbl PYHKIIUU, TTpaBa, 00s13aHHOCTU U
OTBETCTBEHHOCTh COTPYAHHUKA MPEAIPUATHS;

3) JOKYMEHT, COCTaBJICHHbII HECKOJIbKUMU JIMLIAMU JJIs1 IOITBEPKICHUS YCTAaHOBIEHHOTO
(hakTta, COOBITHS, TEHCTBHS.

3apanme Ne 17

Bonpoc:

Ha ocHoBaHuU NOJKHOCTHOW MHCTPYKIIUU COCTABIISIETCS:
Buvibepume 0oun uz 5 eapuanmoe omeema:

1) aBTOoOHMOTrpadus

2) TpyIOBO# AOTOBOP C paOOTHUKOM
3) XapakTepucTHKa

4) pekoMeH1aTeIbHOE TUCHMO

5) HeT NpaBUIILHOTO OTBETA

3ananue Ne 18

Bonpoc:

®dakc — 370...

Buvibepume 00un uz 4 eapuanmoe omeema:

1) TOKYMEHT, OSICHSIOIIMI COJICPKaHNE OTACTbHBIX MOJIOKEHHUI OCHOBHOTO JIOKYMEHTA WJIH
OOBSACHSIONIUHN MPUYMHBI KAaKOTO 00 (akTa, MOCTYIKA;

2) 00001IeHHOE Ha3BaHKUE PA3JTUYHBIX 110 COACPIKAHUIO JIOKYMEHTOB, TIEPEIaBAEMbIX YCTHO IO
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KaHajam Tele()OHHOW CBS3H U 3aMMChIBAEMBIX MTOTy4aTeIeM;

3) TOKyMEHT, MMOJIy4CHHBIH C IOMOIIIBIO CIICIL.amapara o Teie)OHHbIM KaHaJIaM CBSI3H;

4) BUJ TOKYMEHTA, OIPEICIIAEMbIN CIIOCOOOM meperadn HHPOpMaIIUK 10 KaHajiaM TenerpadHoim
CBSI3H.

3aganue Ne 19

Bonpoc:

Teneponorpamma — 3710. ..

Buvibepume ooun uz 4 éapuanmos omeema:

1) TOKYMEHT, OSICHSIOIIMI COJICPKaHNE OTACIbHBIX MOJOKEHHI OCHOBHOT'O JIOKYMEHTA WJIH
OOBSACHSIONUH TPUIHHBI KAaKOTO JIHOO0 (paKTa, MOCTYIIKA;

2) 00001ICHHOE Ha3BaHKME PA3IMYHBIX 110 COJIEPKAHUIO JOKYMEHTOB, MEPEIaBaeMbIX YCTHO IO
KaHajaM Telle()OHHOU CBSI3H U 3aMMChIBAEMBIX ITOJTy9aTeIIeM;

3) TOKYMEHT, MOJYYSHHBIH C IIOMOIIBIO CIIeIL. alapara 1o Teyie()OHHBIM KaHallaM CBSI3H;

4) BUJ TOKYMEHTA, OTPEICIIAEMbIi CIIOCOO0M meperaun HHGOpMaIIUH 10 KaHajiaM TenerpadHom
CBSI3H.

Saxauue Ne 20

Bonpoc:
B ckonpkux sx3emiusipax coctanisiercs PAKC?

Buvibepume ooun uz 4 eapuanmos omeema:

1) 1;

3) 3;

4) 4.

3apanue Ne 21

Bonpoc:

VYceraB — 9710. ..

Buvibepume ooun u3 3 eapuanmos omeema:

1) TOKYMEHT, KOTOPbIN 3aKpeIuIsieT HAMMEHOBAaHUS CTPYKTYPHBIX MOIpa3iesieHui OpraHn3aiuu
(ydpexaeHus) u JOJDKHOCTEH, a TaKKe KOJTMUECTBO IITATHBIX SAUHUIL KXKI0W TOJHKHOCTH;
2) HOPMATUBHBII aKT, OIPENENSIONINNA TOPAIOK 00pa30BaHUs, CTPYKTYPY, GYHKINH, paBa U
0053aHHOCTH OPTaHU3ALUU, CTPYKTYPHOTO MOAPA3IesIeHUs, KOJUIErHalbHOTO OpraHa
(koMuccun);

3) mpaBOBO# aKT, OMpeNeIONIMA MTpaBa, PyHKIUHU, CTPYKTYPY OpraHU3aluu B cepe
rocy/1apCTBEHHOU, KOMMEPUYECKOM UM OOIIECTBEHHOMN JAeATEIbHOCTH.

3apanmne Ne 22
Bonpoc:

ITonoxenue — 3710. ..

Buvibepume ooun usz 3 eapuanmos omseema:

1) JOKyMEHT, KOTOPBIi 3aKperisieT HAMMEHOBAaHUS CTPYKTYPHBIX MMOIpa3AeiIeHUI OpraHu3aluu
(ydpexaeHus) u JOJDKHOCTEH, a TaKkKe KOJTMYECTBO IITATHBIX eUHUI] KaXKI0H T0KHOCTH,

2) HOPMATUBHBIH aKT, OTPEENAIONINN TOPSAIOK 00pa30BaHus, CTPYKTYPY, PYHKIIMH, IIpaBa v
0053aHHOCTH OpPTaHU3ALUU, CTPYKTYPHOTO MOAPAa3/IeNIeHNs, KOJUIETHalbHOTO OpraHa
(komwuccun);

3) mpaBOBO# aKT, OMpeNeNSIONINA MpaBa, PyHKIUH, CTPYKTYPY OpraHu3auu B cepe
roCy/IapCTBEHHOU, KOMMEPUYECKOM UK 00IIECTBEHHOM IS TENBHOCTH.

OTBeThI:
1) Bepnsiii otet (1 6.): 3;
2) Bepwsiii otBer (1 0.): 2;
3) Bepwsiii otBer (1 0.): 2;
4) Bepusriii otBet (1 6.): 3;
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5) Bepusiii otBer (1 6.): 2;

6) Bepubie otBethI (1 6.): 1;2;
7) Bepusiii otBer (1 0.): 2;

8) Bepusiii otBer (1 6.): 1;

9) Bepusiii otBer (1 6.): 3;

10) Bepusrii otBer (1 6.): 3;
11) Bepusrii otBer (1 6.): 4;
12) Bepusrii otBert (1 6.): 5;
13) Bepusrii otBert (1 6.): 2;
14) Bepusie otBetsI (1 6.): 1; 3; 4;
15) Bepusrii otBet (1 6.): 1;
16) Bepusrii otBeT (1 0.): 2;
17) Bepusrii otBert (1 6.): 2;
18) Bepusrii otBer (1 6.): 3;
19) Bepusrii otBer (1 6.): 2;
20) Bepwsiii otBet (1 6.): 1;
21) Bepwsiii otBer (1 6.): 3;
22) Bepwbiii otBet (1 6.): 2;
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I[MTPUJIOXEHUE 2

OdopmuTte cnipaBky.

VYrnosoit wramn Cnpaska 00.00.0000 Ne 00 MockBa CyuxoB MBan VIBaHOBHY IPOXXUBAET 1O
np.I'epoes, 1.4, kB.22. Beinana nns npezacrasieHus B Llentp 3ansroctu Hacenenus. HauanbHuk
KKX Ne 1 A.IT.JlyOHOB

CocraBbTe u 0(QOpMHTEe PACNMCKY Ha TOJY4eHHE BHACOKaMEphl OT 3aBeayrOIIeH
xo3siiictBeHHOU yacTu CMupHOBOW EneHbl BUKTOpPOBHBI CPOKOM Ha TPH JHSL.

OdopmuTe 10BEpPEeHHOCTb.

Hosepennocts 00.00.0000 Ne 00 c.ITaBnoBo JleHuHrpaackoit 00J. 0 3aKIIOYEHUH JIOTOBOpA
Konxo3 «Mask» ynosHomounBaetr ct.okoHomucTa Mnbuna Cemena I[laBnosuya (macmopt 0000
Ne 000000 Bbiman OBJ] r.IlaBnoscka 00.00.0000) 3akmrounth 10T0BOp €O CTEMHSHCKUM
KOMOMHATOM CTPOMTENBHBIX MaTepHUajIoB Ha nocTaBKy koJyixo3y Bo Il u III kBapranax 0000 r. 45
TBHIC.IUTYK LI€MEHTHO-NecyaHoi uepenuipl. JloBepeHHocTh peiictBurensHa 10 00.00.0000.
OO6pazen moAMMCH yA0CTOBEpsET npeaceaarenb koinxoza C. M. AHrpoHUnK

Od¢opmurte cipaBky.

Mrtamn JupexTtopy neHtpanbHoi 0a3bl crpoutenbHbix MaTepuanos [lerpory A.M. CITPABKA
00.00.0000 Ne 00 O HayuuM CTPOUTENBHBIX MaTepuanoB Ha ckiane Ne 7 Ilo cocrosiHMIO Ha
00.00.0000 Ha ckmame Ne 7 HMEIOTCS CIEAYIOIIME CTPOUTENbHbIE Marepuaibl: 1. Jocku
nojnoBeie — 50 kxy06.m. 2. Ilapker — 300 kB.M. 3. Ilement — 600 kr. Bce stu matepuainbl
NpeaHa3HayeHbl i1 Tekymero pemMoHTa noMoB KX Ne§8. [lnaHoBble mNOCTyIUICHUS
CTpOMMATEpUAJIOB Ha CKJIaJ OXKHUAAKOTCS TOJIbKO B Hayane Il kBaprtana. 3aBenyromuii CKi1agom
Ne 7 B.K.Huxosnaes

CocTtaBbTe 1 0popMHUTE 3asiBIeHHe 00 OTYUCICHUN U3 YICOHOU TPYITIBI.

CocraBbTe 1 0popmuTe aBTOOMOrpaduio.

Odopmure XapakTepuCTHKY.

Xapaktepuctuka riaBHoro Oyxrairepa OOO «Arar» 3emneBoir [ammabl  [leTpoBHBI
XapakTepucTUKa JaHa s MPOXOXKICHHUS KYpCOB TOBBIINICHUS KBanU(UKAIMU. 3a Bpems
pabotet 3emmeBa [.II. 3apexomenmoBana ce0s TpaMOTHBIM, KBATU(PUIMPOBAHHBIM
cnenuanuctoM. K HCIONHEHUIO CIy)XeOHBIX O0O0sI3aHHOCTEH OTHOCHUTCSI OTBETCTBEHHO U
nobpocoBecTHo. [lucnumuinHupoBanHa. B oOmieHuMM BexiMBa, TAaKTHU4YHA, MOJIB3YETCA
3aCly’)KEHHbIM YyBakeHHeM coTpyaHukoB. 3emueBa [.II. poaunace B 1976 r. B r.IlaBnoBck
Jlenunrpanckoir o0n. OOpazoBanue Bbwiciiee. B 2001 r. oxonumna Cankr-llerepOyprekuii
lNocynapcTBeHHBI YHUBEPCUTET MO CIEUUATBHOCTH OyXTalTepcKUi ydeT W ayAuT. 3eMIleBa
I'.IL. pabotaer B OOO «Arat» ¢ 2008 r. B jomkHOCTH riaaBHoro Oyxrantepa. Jupextop OO0
«Arar» H.H.Bozos 00.00.0000

CocraBbTe 1 opopmuTe 00BICHUTENBHYIO 3AIIMCKY O MPOrYyJie.
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MaTepI/IaJII)I JJISA MTPOBECACHUSA HpOME)I(yTO‘IHOﬁ aTrecralmuu

CnenunaabHocTh «Cekpemapb-mMauuHucCmra»

Jucuuniauna «/Jokymenmsl, KOppecnoHOeHYuUs: U 0ea0npouU3800CHE0»

I'ox 00yuenusi: gmopoti
Moayroaue 1

Crapmuii negaror J0N0JHUTEJIbHOTO 00pa3oBanus bensikosa O.B.
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MarepuaJbl AJis IPOBEACHHUS 3249€Ta 10 JMCIUILUIHHE
«10KyMeHTBI, KOppeCIOH/IeHI[US U [1eJI0NPOU3BOACTBO)

1. 3auet npoBoaMTCS B POpPME AIIEKTPOHHOTO TECTUPOBAHUS 10 MaTEpUaIaM H3y4eHHOTO
B 1 momyroauu.

2. Marepuaisl K 3a4€Ty JaHbl B IPHJIOKEHHUH .

3. Kpurepun oneHUBaHUSA:

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

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

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

Crapumwmii megaror
JOTIOTHUTEIBHOTO 00pa3oBaHuUs O.B.bemsixoBa
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I[MTPUJIOXXEHUE 1

IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

Yupexaenue - 3710...

Buvibepume ooun u3z 3 eapuanmos omeema:

1) opranmzanus, Begaromnias Kakoi-1100 oTpacibio paboThl (1IKOJIa, HAYYHO-
HCCTIEA0BATENILCKUNA UHCTUTYT, MOJUKIMHUAKA U T.]11.);

2) mpOM3BOJICTBEHHOE yUpexKAeHHE (3aBOJ, (pabprka, MaCTEpCKHUE H T.11.);

3) oOuiecTBEHHOE WIIM TOCYJapCTBEHHOE 00beIMHEHHE (COI03 BeTepaHoB, ['occTpax,
MOJIMTHYCCKAA MapTrusa U T.I[.).

3aganue Ne 2
Bonpoc:

[Ipeanpusrtue - 310...

Bovibepume ooun uz 3 éapuanmos omeema:

1) obuIecTBeHHOE WIIM TOCYIApCTBEHHOE 00BheIMHEHHE (COI03 BETEpaHOB, [ occTpax,
MOJIMTHYECKAs! TAPTHS U T.1I.);

2) opraHu3anus, Be1amias Kakou-Tu00 0Tpaciabio padoTHI (1IIKO0JIa, HAyqHO-
UCCIIEIOBATENIbCKUM UHCTUTYT, MOJIUKIMHUKA U T.]1.);

3) mpou3BOJICTBEHHOE yupekaeHue (3aBoa, padpuka, MacTepCKue u T.1.).

3aganme Ne 3
Bonpoc:

Bo riaBe nmpennpusTHs CTOUT

Bovibepume ooun uz 4 eapuanmos omeema:
1) mpon3BOICTBEHHBIE MO IPA3ICIICHNS;

2) aIMAHUCTPAIHS;

3) pabOTHHKWY;

4) ciyxamue.

3aganue Ne 4
Bonpoc:

B cocraB anMuHUCTpaIMy BXOIST

Buvibepume neckonvro uz 5 eapuanmos omeema:
1) mupekropa;

2) 3aMECTUTEIIH;

3) pabOTHHKWY;

4) COBETHUKHU;

5) pacniopsuTeny.

3ananue Ne 5
Bonpoc:

Otnen kagpoB

Buvibepume 00un uz 4 eapuanmoe omeema:

1) obecrieunBaeT COXPaHHOCTh JOKYMEHTOB B TEUCHHE OTPEIICIICHHOTO 3aKOHOM TIEPHO/Ia, UX yUeT, a
TaKOKEe YHUUYTOKEHHUE 110 UCTEYEHUH CPOKA XPaHEHHS,

2) pelaet BOIPOCHI, CBSI3aHHBIC C IT0I00POM COTPYTHHKOB, IIPUEMOM Ha pabOTy, YBOJIHHEHHEM,
TMIPOJIBIKEHUEM TIO CITYXO€, BBIXOJIOM COTPYHUKOB Ha TICHCHIO;



155

3) 3aHnMaeTcsi UHAHCOBBIMH BOIIPOCAMH TIPEAIPHUSATHS M PACUYETOM 3apabOTHOM TIaThI
COTPY/IHUKOB,;

4) oTne, BeIAOLIMI CITY)KeOHOM MepenucKoil, 0popMICHHEM TEKYIIISH JOKyMEHTAIIUH TI0
00ecre4eHHI0 OCHOBHOM JIEATEIBHOCTH MIPEANPHSITHS.

3aganue Ne 6

Bonpoc:

Kanuensipus -

Buvibepume ooun uz 4 éapuanmos omeema:

1) 310 OTIE, BEAAIOIINI CITY)KEOHOM TePErCKOi, 0POPMIICHHEM TEKYIIEH JOKYMEHTAIIHH 10
00ecreYeHHI0 OCHOBHOM JEATEIILHOCTH MPEIIPHSTHS,

2) pelaet BOIPOCHI, CBSI3aHHBIE C IO I00POM COTPYIHUKOB, IIPUEMOM Ha pabOTy, YBOJbHEHHEM,
MIPOJIBIYKEHUEM TT0 CITYKOE, BHIXOIOM COTPY/IHHKOB Ha TIEHCHIO;

3) 3aHMMaeTcss PUHAHCOBBIMHU BOTIPOCAMH TIPENPHUATHS U PACUCTOM 3apabOTHOM TUIaThI
COTPY/IHHKOB,;

4) obecrieurBaeT COXPAHHOCTH JIOKYMEHTOB B TEUCHHE OINPE/ICTICHHOTO 3aKOHOM MIEPHO/Ia, UX YUET, a
TAaKKe YHUUTOXKEHHE TI0 UCTEUCHUH CPOKA XPAHEHHS.

3ananue Ne 7
Bonpoc:

BhlImecTosmiMu oprasamMu IJistk IPEAIPHUSTHS MOTYT OBITH
Bovibepume neckonvko uz 6 éapuanmos omeema:

1) MUHHCTEPCTBA;

2) oTaen KaapoB;

3) riaBku;

4) KaHIeSIpHS;

5) TpecTsr;

6) BemoMcTBa.

3aganme Ne 8
Bonpoc:

B xadecTBe KOHTPOJIHMPYIOIIUX OPraHOB VIS MIPEANPUATHS MOT'YT BBICTYIIATh
Buvibepume neckonvko uz 6 sapuanmos omeema.

1) npupOI0OXpaHUTEIILHBIC OPTaHbl;

2) HajoroBasi Ciyxo0a;

3) moskapHasi HHCIIEKIINS,

4) By3bI;

5) akostoruueckast Ciyx0a;

6) opranbl COIHAIBLHOMN 3aIHTHI;

3aganue Ne 9
Bonpoc:

Opranuzanus paboThl ¢ JOKYMEHTaMH - 3TO...

Buvibepume ooun uz 3 éapuanmos omeema:

1) opranusanust JOKyMEHTO000POTa, XpaHEHHUS ¥ UCTIOJIb30BAHUS TOKYMEHTOB B TEKYIIEeH
JESITEILHOCTH YUPEXKIECHUS, IPEANPUATHUS;

2) oTpacib AesATeNIbHOCTH, 00ecreunBaloias JOKyMEHTUPOBAaHUE U OPraHU3alnio paboThl ¢
oUIMaTbHBIMU JOKYMEHTaMH;

3) ABM>KEHHE JOKYMEHTOB B OPraHU3allii C MOMEHTA UX CO3/IaHUs WM MOJIyYEHUS 10
3aBEPLICHUS WU OTIIPABJICHUS.
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3ananue Ne 10

Bonpoc:

JIoKyMeHTOO00pOT - 3TO0...

Buvibepume ooun u3z 3 éapuanmos omeema:

1) opranmu3anus JOKyMeHTO000POTa, XpaHEHHUS U MCIIOJIh30BaHMSI IOKYMEHTOB B TCKYyIIEH
JESITSIILHOCTH YUPESIKICHUS, TIPEATPUSITHUS;

2) oTpacib AeATeIbHOCTH, 00eCIIeYnBaOIIasl JOKYMEHTHUPOBAHUE U OPTraHU3aINI0 PAOOTHI C
OpUITMATEHBIMHA JOKYMEHTAMU;

3) IBWKCHHE TJOKYMEHTOB B OPraHU3alliy C MOMEHTA MX CO3JIaHUs WM MOJTydSHUS JI0
3aBEpPIICHUS WU OTIIPABJICHUS.

3aganue Ne 11

Bonpoc:

Jly1st 4ero Hy»KHaA BeTUYMHA TOKYMEHTO000poTa?

Buibepume neckonvko uz 3 eapuanmos omsema:

1) pacueTa HEOOXOMMOM YUCIIEHHOCTH JEIONPOU3BOICTBEHHOTO TIEPCOHAIA;

2) pacuera 3pPEeKTHBHOCTH MPUMEHEHHUS CPEJCTB MEXaHU3AIUN U aBTOMAaTH3AIlNN
JICITIOTIPOU3BO/ICTBA;

3) ompeeneHus 3arpyKEHHOCTH IETONPOU3BOACTBEHHOTO ITEPCOHAIIA, B TOM YHCIIE CEKpeTapst
PYKOBOJIUTEISI M CEKpeTapsi CTPYKTYPHOTO TOIpa3 Ie/ICHUS.

3ananue Ne 12

Bonpoc:

Ot 4ero 3aBUCUT 00BEM JOKYMEHTO0OOpOTa?
Buvibepume neckonvko uz 3 eapuanmog omeema:
1) OT 3HAUUMOCTH OpraHU3alNY;

2) ee pyHKIMI ¥ YPOBHS pPEIIacMBbIX 3a]1a4;

3) cBsi3el ¢ BHEIIHUMH OPTaHU3AIASMH.

3aganme Ne 13

Bonpoc:

Bxoasmuit JOKyMEHTOIIOTOK JIFOOOW OpraHu3aIiy CKJIaIbIBACTCs U3

Buvibepume neckonvko uz 7 eapuanmos omeema.

1) TOKYyMEHTOB BBIIIECTOSIINX OPTraHU3AIIHIA;

2) TOKyMEHTOB OT MOIBEJIOMCTBEHHBIX OpraHU3alHii;

3) IOKYMEHTOB OT HE COTIOJYMHEHHBIX OpraHU3aIIHIA;

4) OCHOBHBIE BH/IbI IOKYMEHTOB: TIHChMa, JIOTOBOPA, & TAKIKE JOKYMEHTBI, COMTPOBOYKIAFOIIIHE
BBITIOJTHEHHE JIOTOBOPOB;

5) AOKYMEHTBHI, CO3/1aBa€MbIE€ U UCIIOJIb3YEMbIE B CAMOM allllapare yrpaBiIeHUs], HE BBIXOIAIIUE
3a ero Mpeebl;

6) oOpallieHus TpaxaaH;

7) TOKYMEHTBI, CO37[aBacMble U HCIIOIb3yeMbIe B JAHHOM OpraHU3allui 1 OTIpaBIsieMbIe 3a e
Tpeiebl.

3aganue Ne 14
Bonpoc:
K kakoMy U3 npeAnpusTHii OTHOCUTCS TaHHAs cXeMa JIOKyMeHTooOopoTa?
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Buvibepume ooun u3z 3 sapuanmos omeema:
1) kpymHOTO;
2) Ma’noro;
3) cpennero.
3ananue Ne 15
Bonpoc:
PykoBoauTenb opraHusaumm
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K kakoMy U3 npeAnpusTHii OTHOCUTCS TaHHAs CXeMa JIOKyMeHTooOopoTa?
Buvibepume ooun usz 3 eapuanmos omseema:

1) masoro;

2) KpyITHOTO;

3) cpennero.

3apanme Ne 16

Bonpoc:

JIOKyMeHTBI, CO371aBaeMble B OpraHu3aIiu, ObIBAIOT
Buibepume necrkonvko u3z 3 sapuanmos omseema:

1) BHyTpeHHHUE;

2) BXO/AIIHE;

3) ucxoasimue.

3ananme Ne 17

Bonpoc:

Bxoasimme 10KYMEHTBI - 3TO...

Buvibepume ooun uz 4 éapuanmos omeema:

1) NOKyMEHTBI, KOTOPBIE COCTABIISIFOTCS, MCIOJHSIOTCS, XpaHATCA B paMKax
MPEANPUATHS U HE BBIXOIAT 3a €r0 MPEAECIIbI;

2) IOKYMEHTHI, coJiepKaliie nHpOopMaIMu 3aKpbITOrO MOPSIIKa;

3) JOKYMEHTBI, OCTYNAIOIINE HA IPEANPUATHE, B YUPEXKICHUE, OpPraHU3alHIo;

4) TOKyMEHTBI, OTIPABISAEMBIE U3 YUPEKICHUSI, OPraHU3alluu, IPEATIPUATHS.

caMoro
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3aganme Ne 18

Bonpoc:

[Tpu nepBuYHOI 00pabOTKE OCYIIECTBISIOT:
Buvibepume neckonvro u3z 4 eapuanmos omeema:

1) mpoBepKy MpaBMWILHOCTU JIOCTaBKH (JpECOBaHMS);

2) NpoBEpKY HAJTUYUSI IPUIIOKEHHUS,;

3) perucTpaimio J0KyMEHTa;

4) npoBepKy KOJIMYECTBA JIUCTOB MIOCTYIHUBIIETO TIOKYMEHTA.

3aganme Ne 19
Bonpoc:

Ha kakux AOKYMCHTAX HEC NPOCTABIACTCA OTMETKA O HOCTYHJ'ICHI/II/I?

Buvibepume neckonvro uz 6 eapuanmos omeema:
1) Ha HEperucTpupyeMbIX TOKYMEHTaX,

2) Ha IPUJIOKEHUSAX K TOKyMEHTY;

3) Ha MPOCTIEKTax,

4) xaranorax,

5) pexIaMHBIX MUChbMaX,

6) cmy)KeOHBIX MMUChMaX.

3aganue Ne 20

Bonpoc:

B kakux ciydasix cCOXpaHseTcsi KOHBEPT MMOCJIE BCKPBITHUSI KOPPECTIOHACHITHH ?
Buvibepume neckonvko uz 7 eapuanmos omeema.

1) ecnii HA JOKYMEHTE OTCYTCTBYET JIaTa;

2) ecnv Ha JOKyMEHTE €CTh J1aTa;

3) ecnu gaTa MOYTOBOTO IITEMITEIISI HEOOXOAMMAa KaK CBUIETEIBCTBO IAaThl OTIIPABKU U
MOJTy4YCHUS JOKYMCHTA;

4) ecnu agpec OTIPABUTENS €CTh TOJBKO Ha KOHBEPTE;

5) ecnu aapec OTHPABUTEINS €CTh HAa IOKYMEHTE;

6) eciy TIOJIYYCHHBINA JOKYMEHT UMEET OTMETKY «JIMYHO», a Ha yITaKOBKE TaKOW IMTOMETKHU He
OBLI0;

7) ecny JOKYMEHT MOCTYIHJI B OPraHU3aIUIO0 C MPOCPOUYECHHBIM CPOKOM HCITOJTHCHHS.

3apanme Ne 21
Bonpoc:

Korza oTIpaBisitoT HCXOAsIIUE JOKYMEHTHI ajipecary?
Buwibepume ooun uz 4 sapuanmos omeema:

1) B 3TOT € JeHb, KOraa 0(hOpMIICHBI;

2) Ha CIIeTyIOUIHi ICHb;

3) uepe3 TpH JHS;

4) Ha cnenyroliei Hezene.

3aganue Ne 22

Bonpoc:

B CKOJIBKHX K3eMILISIpax COCTABIISIOTCS UCXOAAIINE JOKYMEHTHI (3a UCKIIIOUeHHEM (akcoB)?
Buvibepume ooun u3z 3 éapuanmos omeema:

1)1

2)2

3)3
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3aganue Ne 23
Bonpoc:

BuyrpeHHue JOKyMEHTHI - 3TO. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) TOKyMEHT, TIOCTYIHUBIINMN, HA MIPENPHUITUE, B YIPEKICHHE, OPraHU3aIHIO;

2) TOKYMEHTBI, OTIPABISIEMBIE U3 YUPEKICHUS, OPraHU3aluu, PEANPUATUS;

3) JOKYMEHTBI, KOTOPBIE COCTABIISIOTCS, UCIIOIHSIOTCS, XPaHATCS B paMKax caMoro
HNPEANPUATHS U HE BBIXOJAT 3 €r0 IIPEIEIBL.

3aganue Ne 24

Bonpoc:

Kakwue 3Tanbi 00padoTKky NPOXOAAT BHYTPEHHHE TOKYMEHTHI?
Buibepume neckonvko uz 10 eapuanmos omeema:

1) cocTaBieHre MPOEKTa JOKYMEHTA UCTIOTHUTEISIMH;

2) cornacoBaHU€ MPOEKTa JOKYMEHTa (BUSUPOBAHUE);

3) noanucaHue pykoBoauTeseM (YTBEp>KIEHHE B HEOOXOAUMBIX CIydasixX);
4) npoBepka MpaBUIBHOCTH 0(OPMIIEHHS MPOEKTa TOKYMEHTA;

5) peructpanusi JOKyMEHTa;

6) mepenava JOKyMEHTa HCIIOIHUTEIIO;

7) KOHTPOJIb UCTIOJTHEHUS IOKYMEHTA;

8) ucroHEeHNE TOKYMEHTA;

9) nmpocTaBieHNE OTMETKH 00 UCIIOTHCHHH;

10) moAmMBKa UCIIOJTHEHHOTO IOKYMEHTA B JIEJO.

3aganmue Ne 25
Bonpoc:

Howmenknarypa gein - 3to

Buvibepume ooun usz 4 eapuanmos omseema:

1) o6s13aTenbHBIN JIeMEHT 0(hOPMIICHHS O(PHUITHATBHOTO JIOKYMEHTA;

2) JOKYMEHTBI, KOTOPbIE COCTABIISIFOTCS, HCIIOJIHSIOTCS, XPaHITCS B PaMKax caMoro
MPEIIPUATHS U HE BBIXOJAT 32 €T0 MPE/IeIIbl;

3) cucreMaTH3MPOBAHHBIN TIEpEUYCHb HAUMEHOBAHUI JIEJT, 3aBOIUMBIX B OPTaHU3AIUH, C
yKa3aHHEM CPOKOB MX XpaHEHHsI, 0)OPMIICHHBIH B yCTAHOBICHHOM IOPSIJIKE;

4) TOKYMEHT, OTHOCSIIIIUKCS K OJJHOMY BOIIPOCY WJIH Y4acTKY JEATEIIbHOCTHU, IIOMEIICHHBIH B
OTIEIBbHYIO OOJIOXKKY.

3apanme Ne 26
Bonpoc:

B cKOIBKHX 3K3EMIUISIpax COCTABIIETCS HOMEHKIIATypa e’
Buvibepume ooun uz 3 eapuanmos omeema:

1) Kak MUHHMYM, B OJTHOM 3K3EMILIAPE;

2) Kak MUHHMYM, B JIBYX 9K3eMIUIsIpax;

3) Kak MUHUMYM, B TPEX IK3EeMIUIsIpax.

OTBeThI:
1) Bepwnsrii otet (1 6.): 1;
2) Bepwpiii otBeT (1 6.): 3;
3) Bepwwirii otBeT (1 6.): 2;
4) Bepusbie otBeThl (1 6.): 1; 2; 4; 5;
5) Bepusiii otBer (1 6.): 2;
6) Bepwnwsrii oteT (1 6.): 1;
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7) Bepusie otBethl (1 6.): 1; 3; 5; 6;
8) Bepunie otBethI (1 6.): 1;2; 3; 5; 6;
9) Bepnwiii otBet (1 6.): 1;
10) Bepusriii otBert (1 6.): 3
11) Bepusle otBetsl (1 6.): 1; 2; 3;
12) Bepusle otBetsl (1 6.): 1; 2; 3;
13) Bepusble otBetsl (1 6.): 1; 2; 3;
14) Bepusiii otBer (1 6.): 1;

15) Bepusiii oter (1 6.): 1;

16) Bepubie otBetsl (1 6.): 1; 3;
17) Bepusiii oter (1 6.): 3;

18) Bepubie otBetsl (1 6.): 1; 2; 4;

19) Bepurbie otetsi (1 0.): 1; 2; 3; 4; 5;

20) Bepnsle otBetsnI (1 0.): 1; 35 4; 6; 7,

21) Bepnsiii otBer (1 6.): 1;

22) Bepnsiii otBer (1 6.): 2;

23) Bepnsiii otBer (1 6.): 3;

24) Bepnsie otBeTsI (1 6.): 1;2;3;4;5;6;7;8;9; 10;
25) Bepnsiit otBer (1 6.): 3;

26) Bepnsiii otBer (1 6.): 3;

“

2 2 2
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MaTepI/IaJII)I JJIS MTPOBEACHUA HpOMe)I(yTO‘IHOﬁ aTreCcralamu

CnenunaabHocTh «Cekpemapb-mMauuHucCmra»

Jucuuniauna «/Jokymenmsl, KOppecnoHOeHYUs: U 0ea0NnpoU3800CHE0»

I'ox 00yuenusi: émopoti
IMoayroaue 2

Crapummii neaaror 10noJTHUTENbHOT0 o0pasoBanus berixkosa O.B.
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MarepuaJbl AJis IPOBEACHHUS 3249€Ta 10 JMCIUILUIHHE
«10KyMeHTBI, KOppPeCIOHIeHIIUS 1 1eJIONPOU3BOICTBO»

1. 3aueT npoBoaMTCS B POpPME AIIEKTPOHHOTO TECTUPOBAHUS B KOHIIE 2 TIOIYTOJIHSL.
2. Marepuaisbl K 3a4€Ty JaHbl B IPUJIOKEHUH 1.

3. Kputepuu onicHUBaHHS:

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

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

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

Crapummii megaror
JIOTIOTHUTEIBHOTO 00pa3oBaHuUs O.B.bemsikoBa
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I[MTPUJIOXXEHUE 1

IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

Heno —ato

Buvibepume 00un uz 4 eapuanmoe omeema.

1) cBepeHus 0 TUIAX, MpeaMeTax, GpakTax, COOBITHIX, SBICHUSIX U MPOLIECCaX HE3aBUCUMO OT
(hOpMBI MIX TIPEICTABJICHUS,

2) TOKYMEHT WJIM COBOKYITHOCTh JOKYMEHTOB, OTHOCSIIIIUXCS K OJTHOMY BOTIPOCY WJTU YYaCTKY
NESITETFHOCTH, TTOMEIIEHHBIX B OTIACIBHYIO 00JIOKKY;

3) 3anuck nHpOpPMAIUU HA PA3TUYHBIX HOCUTENSAX 110 YCTAHOBJICHHBIM MPaBUIIaM;

4) NOKYMEHTBI, KOTOPBIE COCTABIISIOTCS, UCTIOJHSIOTCS, XPAHITCS B paMKaX caMOTO
MPEANPUSITHS U HE BBIXOST 3 €r0 IPEICTIbI.

3ananue Ne 2
Bonpoc:

Howmenkinarypa nen — ato

Buwibepume ooun uz 4 eapuanmos omeema:

1) 00s13aTeNnbHBIN 271eMEHT OPOpPMIIEHHS 0(QUIIUAIBHOTO JOKYMEHTA;

2) TOKYMEHTBI, KOTOPBIE COCTABIISIFOTCS, HCTIOJTHSIOTCS, XPAHITCS B PAMKaX caMoOro
NPEANPUATHS U HE BBIXOAT 3a €ro Mpeebl;

3) cucTeMaTH3MPOBAHHBIN MIEPEYCHb HANMEHOBAHUI JIeT1, 3aBOTUMBIX B OpPraHU3aIHH, C
yKa3aHHEM CPOKOB X XpaHEHUs, 0OPMIICHHBIN B yCTAHOBICHHOM IOPSJIKE;

4) TOKYMEHT, OTHOCSIIUKCS K OJTHOMY BOIIPOCY WJIH Y9aCTKy AEATCIHHOCTH, IOMEIICHHBIA B
OT/EIBHYIO 00JIOXKKY.

3aganme Ne 3
Bonpoc:

dopmupOBaHUEM JIeTIa HA3bIBACTCSI

Buvibepume ooun usz 3 eapuanmos omseema:

1) COBOKYITHOCTBH JJOKYMEHTOB (B OTICIBHBIX CIY4asX — JOKYMEHT), OTHOCSIIUXCS K OJHOMY
BOIIPOCY MJIM YYACTKY JCSTEIbHOCTH, IOMEIICHHBIX B OTJCIBHYIO 00JI0XKKY;

2) TpyIIUpoOBaHKE UCTIOJHEHHBIX TOKYMEHTOB B JICJIO B COOTBETCTBHU C HOMECHKIIATYPOH JIeN U
cucTeMaTH3alMs JOKYMEHTOB BHYTPH JIeJIa;

3) BIOXKEHUE B OTICIbHYIO 00JI0XKKY IOKYMEHTOB (JIOKYMEHTa), KOTOpbIe HAaXOAATCs B paboTe.

3apanue Ne 4
Bonpoc:

Pa6oTa mo ¢popMHUpPOBaHUIO JIEJT COCTOUT M3 CIEAYIOIIUX OTICPAIIHIA:

Buvibepume neckonvro uz 4 eapuanmos omeema:

1) pacnipesiesieHre U pacKIIaKa UCIOJHEHHBIX JJOKYMEHTOB IO Markam (Jeam);

2) pacrpeeneHne U PacKiIajka BCceX (MCIOHEHHBIX U HEUCITOJHEHHBIX) IOKYMEHTOB 110
nankam (genam);

3) pacnosoxeHue JOKyMEHTOB BHYTPH e B ONIPEICICHHOM MOCIIEI0BATEIEHOCTH;

4) obopmieHue 00JI0kKEK Jell.

3aganme Ne 5
Bonpoc:

dopmMHpoBaHUE JIela HAUUHAETCS
Buvibepume ooun u3z 3 eapuanmos omeema:
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1) cpa3y ¢ Hauana roaa;
2) B KOHIIE T0/1a;
3) ¢ cepeauHBI roJ1a.

3ananue Ne 6
Bonpoc:

Paspemaercs a1 NOAIMIMBATE B 1€JI0 HEUCIIOJIHEHHBIE, a TAKXKE MOJUIeXkKAIlUe BO3BpaTy
JOKYMEHTBI?
Bvibepume ooun uz 2 eapuanmos omeema:

1) Ha.
2) Her.

3ananue Ne 7
Bonpoc:

B CKONBKHX 3K3eMIUSIpaX BKJIFOYAIOTCS B JICJIO JOKYMEHTHI?
Buibepume ooun usz 3 eapuanmos omeema:

1)1

2) 2

3)3

3ananue Ne 8
Bonpoc:

TonmuHa KaXa0T0 /1eNna He JOJDKHA MPEBBINIATh
Bovibepume ooun uz 4 eapuanmos omeema:

1) 150 mucToB;

2) 200 mucToB;

3) 250 nmucToB;

4) 300 mucToB.

3aganmue Ne 9
Bonpoc:

3a KakoW KaJICHIapHBIN 1o GOopMUPYIOTCS B IO JOKYMEHTHI?
Buvibepume ooun usz 5 eapuanmos omseema:

1) onuH;

2) nBa;

3) Tpu;

4) nATh;

5) necsTh.

3aganue Ne 10

Bonpoc:

C Kakoro MOMeHTa JIEJI0 CUUTAETCS 3aBEJCHHBIM ?

Buvibepume ooun uz 4 eapuanmos omeema:

1) c MOMEHTa BKJIIOUEHHSI B HETO MEPBOT0 UCIIOJHEHHOTO JIUCTA;

2) ¢ MOMEHTa BKJIFOUEHHS B HETO TIEPBOTO CO3/IaHHOTO JTOKYMEHTA;

3) ¢ MOMEHTa BKJIFOUEHHSI B HErO BCEX MCIOJHEHHBIX IOKYyMEHTOB;

4) c MOMEHTa BKJIFOUEHHS B HETO BCEX CO3JAHHBIX U NOCTYNUBIINUX JOKYMEHTOB.

3aganme Ne 11

Bonpoc:

OnepaTUBHBIM Ha3bIBACTCS XpaHEHUE JIe] B MeCTaX UX (OPMUPOBAHUA. . .
Buvibepume 0oun uz 2 eapuanmoe omgema:
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1) no nepenaun Ha apXMBHOE XPAHEHUE;
2) nocne neperayn Ha apXUBHOE XpaHEHUE.

3aganue Ne 12

Bonpoc:

Kakue u3 nepeuncieHHbIX HIKe TOKYMEHTOB HEOOXOAUMBI TIPH IIpHEeMe Ha paboTy HOBOTO
COTpyIHHKA?

Buvibepume necxonvro uz 10 sapuanmos omsema:

1) mpuka3s ¢. Ne T-8;

2) pacnopsiKeHue;

3) cinyxxebHoe 3aaHue;

4) cTpaxoBOE CBHETEIBCTBO FOCYIAPCTBEHHOTO IICHCHOHHOTO CTPaXxOBaHMS;
5) pestome;

6) XxapakTepHuCTHKa;

7) macropr;

8) TpyIOBYIO KHIXKKY;

9) noxymeHT 06 00pa30BaHKH;

10) MOKyMEHTBhI BOMHCKOT'O yueTa.

3apanme Ne 13

Bonpoc:

Kaxkue n3 nepeunciaeHHbIX HUKE JOKYMEHTOB HEOOXOMMBI IPHU TIEPEBOI€ paOOTHHUKA?
Buvibepume neckonvko uz 7 eapuanmog omeema:

1) nmuuHOE 3asBIeHHE PaOOTHHUKA;

2) nokiaaHas 3alucKa pyKOBOAUTENS MOpa3/IeieHHUs;

3) oOBsicHUTENbHAS 3aMIUCKa PYKOBOIUTENS TIOIpa3AeICHHUS;

4) mpukas ¢. Ne T-5;

5) mpukas ¢. Ne T-1;

6) U3MEHEHUE K TPYZI0BOMY JJOTOBOPY

3aganue Ne 14

Bonpoc:

Kakue 13 nepedrcieHHbIX HIDKE JOKYMEHTOB HEOOXOIMMBI PU KOMAaHIMPOBAHUN PAaOOTHHUKA?
Buibepume necrkonvko uz 6 sapuanmos omsema:

1) mpukas ¢. T-1;

2) MPOTOKOJT;

3) moroBop;

4) cnyxebnoe 3aganue ¢. Ne T-10a;

5) mpukaz ¢. T-9;

6) KOMaHAMPOBOYHOE yIOCTOBEPEHHE

3aganme Ne 15

Bonpoc:

B ckonbKuX 3K3eMILIApax BBIMUCHIBAETCS KOMaHIMPOBOYHOE YAOCTOBEPEHHE?
Buibepume 0oun uz 4 eapuanmoe omeema:

1) 1;

2) 2;

3) 3;

4) 4.
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3aganue Ne 16

Bonpoc:

KomananpoBouyHoe ynocToBepeHUE JOKHO PErUCTPUPOBATHCA B KypHase?
Buvibepume 0oun uz 2 eapuanmoe omgema.

1) Ha.
2) Her.

3aganue Ne 17

Bonpoc:

Ha xaxkux mpuHATBIX Ha paboOTy COTPYAHUKOB O(OPMIIIETCS TMYHOE JIETI0?

Buibepume ooun uz 4 eapuanmoe omeema:

1) Ha Bcex;

2) MPUHSTHIX HA BPEMEHHYIO paboTy;

3) paboumnx M JHIT MITA/IIIEr0 00CTYKUBAIOIIETO MTEPCOHAIA;

4) Ha BCeX, 32 UCKIIOYCHUEM IIPUHSATHIX HA BPEMEHHYIO Pa0OTYy, pabourX U JIUI] MITAIIETO
00CTYKHBAIOIIIETO TIEPCOHAIA.

3aganue Ne 18

Bonpoc:

TpynoBast KHMXKKA. ..

Buvibepume ooun uz 3 eapuanmos omeema:

1) siBJIIeTCS OCHOBHBIM JJOKYMEHTOM O TPYJIOBOH JIEATEIIBHOCTH M TPYJAOBOM CTa)ke pabOTHHUKA;
2) SBJIIETCS JOKYMEHTOM, OTPa)KAFOIIIMM OCHOBHBIC BEXH MPEANPUATHS, OPTaHU3AIHH,
YUPEKICHUS;

3) sBAsieTCSl JOKYMEHTOM, B KOTOPOM OTPa)KEHBI TIpaBa M 00sS3aHHOCTH PaOOTHHUKA.

3aganmue Ne 19

Bonpoc:

I'ne mpuoOGpeTaroT Tpy10Bble KHIKKH paOOTHUKH, Y KOTOPBIX UX HET?
Buvibepume ooun usz 3 eapuanmos omseema:

1) B marasusne;

2) y paboToaarerns;

3) y CIIeKyJISHTA;

3aganue Ne 20
Bonpoc:

TpynoBoi 10roBop — 310

Buvibepume ooun usz 3 eapuanmos omseema.

1) JOKyMEHT, peACTaBISAIOUIUI cOO0M coranieHre CTOPOH 00 YCTAaHOBIICHUU U PETYIUPOBAHUU
KaKHX-JIU00 OTHOIICHUIA;

2) TOKyMEHT, GPUKCUPYIOUINI COTIallleHHe CTOPOH 00 YCTaHOBIECHUH TPYAOBBIX
MIPaBOOTHOIIEHUH U PETYIUPYIONIUX UX;

3) JOKYMEHT, COCTaBJICHHBII HECKOJIbKUMU JIMLIAMH JJIsl IOITBEPKICHUS YCTAHOBIEHHOTO
(akra, COOBITHS, JEHCTBHUS.

3apanme Ne 21

Bonpoc:

B cKOIBKHX 3K3EMIUISIpax COCTABIISIFOTCS TPYAOBBIE JOTOBOpa?
Buvibepume ooun uz 4 éapuanmos omeema:

1) 1;

2) 2;

3) 3;

4) 4.
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3aganue Ne 22

Bonpoc:

Perucrpanus — 370...

Buvibepume ooun u3z 3 éapuanmos omeema:

1) 3amuCh yYETHBIX JAHHBIX O JOKYMEHTE 10 YCTaHOBIIEHHOHU (hopme, Ppukcupyromeit (hakt ero
CO3aHMUsl, OTIIPABJICHMSI UJIU MTOTY4YEHUS;

2) obecrieyeHre CBOEBPEMEHHOTO U KAUeCTBEHHOTO MCIIOTHEHHS IOPYICHUH U PeIICHHS
BOIIPOCOB;

3) oT6Op TOKYMEHTOB Ha TOCYAAPCTBEHHOE XPAaHEHHE WIIM YCTAHOBJICHHUE CPOKOB UX XPaHEHUS
Ha OCHOBE IPUHATHIX KPUTEPUEB.

3aganue Ne 23

Bonpoc:

CKOJIBKO pa3 JIOJKHBI PETUCTPUPOBATHCS JOKYMEHTHI?
Buvibepume ooun usz 4 eapuanmos omeema:

1) 1;

2) 2;

3) 3;

4) 4.

3apanue Ne 24

Bonpoc:

Kakwue Buabl peructpanuu ObIBaroT?

Buvibepume neckonvko uz 5 eapuanmog omeema:
1) rerpagHas;

2) )KypHaJIbHas;

3) KHIKHAS,

4) xapTouHasdi;

5) KOMITbIOTEpHASI.

3aganue Ne 25
Bonpoc:

KTo ocymiecTBisieT KOHTPOJIb 32 UCTIOJTHEHUEM JIOKYMEHTOB?
Buvibepume neckonvro uz 6 eapuanmos omeema:

1) pykoBOAMTENH;

2) 3aMECTHTEN PYKOBOIUTEIIS;

3) cnienuanbHbIe CTPYKTYPHBIC TIOIPA3ICIICHUS;

4) pabOTHUKH CITY>KOBI ICTONPOU3BO/ICTBA,;

5) camu paOOTHUKH;

6) cekperapu.

3ananue Ne 26

Bonpoc:

2Kanoba — st0...

Buibepume 0oun uz 3 eapuanmoe omeema:

1) oOpariienue rpak/iad mo MoBOy peaanu3allii JUYHBIX MPaB WIH 3aKOHHBIX HHTEPECOB, HE
CBSI3aHHBIX C HAPYIIEHHUEM ITHX IIPaB U UHTEPECOB;

2) oOparieHus B COOTBETCTBYOMINE Toc. Mnu o0liecTBeHHbIE OpraHbl, Ha IPEINPUITUS, B
YUPEKJICHUS, OpraHu3anuu, GUPMbI U K JTOJDKHOCTHBIM JIUIAM, COAEpKAIIUe UACH T10
COBEPIIIEHCTBOBAHUIO PA3IUYHBIX Cep NesITeTbHOCTH, OPTaHOB BIACTH U YIIPaBJICHHUS,
MPEeANPUATHI, OpraHu3anuii GupM, He CBSI3aHHBIC C HAPYIIEHHUEM TIPaB U 3aKOHHBIX HHTEPECOB
CaMoro rpaKJIaHuHA;

3) obpatenue B roc. JInbo oOIIecTBEHHBI OpraH Wiv K JOHKHOCTHOMY JIUITY IO TIOBOAY
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HapYLIEHHS MIPaB U OXPaHAEMbIX 3aKOHAMH UHTEPECOB KOHKPETHOTO JIMI[A, 0OIIECTBEHHOM
OpraHu3aliu, IPEAIPUATHSL.

3aganue Ne 27

Bonpoc:

Kakwue u3 nepednciieHHbIX JOKYMEHTOB OTHOCSTCSI K TUCBMEHHBIM OOpaIIeHUsIM Tpak1aH?
Buvibepume neckonvko u3z 7 apuanmos omeema:
1) KOMaHIMPOBKA;

2) xanoba;

3) 3asBieHUE;

4) nuceMo;

5) npemioxkeHue;

6) TOBEPEHHOCTb;

7) pacniucka.

OTtBeThbI:
Bepnpiii oteT (1 0.): 2;
Bepwnsriit otet (1 6.): 3;
Bepnwiii oteT (1 0.): 2;
Bepnrie otetsi (1 6.): 1; 3; 4;
Bepnwsiii otet (1 6.): 1;
Bepnwiii oteT (1 0.): 2;
Bepngiii otet (1 6.): 1;
Bepwnsriit otet (1 6.): 3;
9. Bepnsriii otBet (1 6.): 1;
10. Bepnsrii otBet (1 6.): 1;
11. Bepnsrii otBet (1 6.): 1;
12. Bepnsie otBethl (1 6.): 4; 5; 6;7; 8;9; 10;
13. Bepnsie otBetsI (1 6.): 1; 2; 4; 6;
14. Bepnsie otBethI (1 6.): 4; 5; 6
15. Bepnsrii otBet (1 6.): 1;
16. Bepnsrii otBet (1 6.): 1;
17. Bepnsrii otBet (1 0.): 4;
18. Bepnwsrii otBet (1 6.): 1;
19. Bepnsrii otBet (1 6.): 2;
20. Bepnnriii otBet (1 6.): 2;
21. Bepnnriii otBet (1 6.): 2;
22. Bepnniii otBet (1 6.): 1;
23. Bepnnriii otBet (1 6.): 1;
24. Bepurbie otBeTh (1 0.): 2; 4; 5;
25. Bepnrbie orets (1 0.): 1; 2; 3; 4; 6;
26. Bepusriit otBer (1 6.): 3;
27.Bepusbie otBeTHI (1 6.): 2; 3; 5;

ONoGaRwWNE

2 2 3
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MaTepI/IaJII)I JJIS MTPOBEACHUA HpOME)I(yTO‘IHOﬁ aTrecralmuu

CnenunaabHocTh «Cekpemapb-mMauuHucCmra»

JAucuunumna «/[enosas Kyaemypay

I'ox 00yuenusi: nepsuoiti
IMoayroaue 1

Crapmuii negaror J0N0JHUTEIbHOTO 00pa3oBanus bensixkosa O.B.
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Marepuaibl 1JId IPOBEACHHU 3a4€Ta 110 JUCIUIIUHE
«/lejioBast KyJbTypa»

1. 3ager nmpoBomUTCS B (hOpME IIEKTPOHHOTO TECTUPOBAHUS B KOHIIE | moryroiusi.
2. Marepuaisl K 3a4eTy JJaHbl B IPUIIOKEHUH 1.

3. Kputepun onennBanusi:

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

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

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

Crapumwmii megaror
JOTIOTHUTEIBHOTO 00pa3oBaHuUs O.B.bemsixoBa
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I[MTPUJIOXXEHUE 1

IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

OcreTHka — 370. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) akamemuueckass ¥ MPUKIAJHAS HAyKa O TMOBEACHUU M TCHXMYECKHX TPOIECCaX B IICUXUKE
JIIOJICH 1 )KUBOTHBIX;

2) Hayka, U3y4arolasi Haubosee OOIIMe CYIIECTBEHHbIE XapaKTEPUCTUKU U (PyHIaMEHTAJIbHbIE
MPUHIUTIB PEATBHOCTH M MMO3HAHUS, OBITHS YeJI0BEKa, OTHOIICHHUS YeJIOBEKa U MHPA;

3) Hayka O UYYBCTBEHHOM [IO3HAaHWHW, IIOCTUTAIONIEM W CO3JAIOIIEM TIPEKpacHoe U
BBIpaKaromemMcs B 00pa3ax HCKycCTBa.

3aganue Ne 2
Bonpoc:

OTHKa — 3T0...

Bvibepume ooun uz 3 eapuanmoe omeema:

1) cucrema BOo33peHUl Ha )KMU3HEHHOE Ha3HAUEHHUE YEJIOBEKa, OXBAThIBAIOIas MOHATHUS 100pa 1
3714, CIIPaBEUINBOCTH, COBECTH, CMbICJIA )KU3HU;

2) cucteMa HOpPM HPABCTBEHHOT'O MOBEICHUS YelloBeKa, OOLIECTBEHHON MM MPO(ecCHOHANBHOMN
IPYIIIbL;

3) cucrema NMO3HaHMM, MOCTUTAIOIINX U CO3JAI0IIMX IPEKPACHOE M BBIpAXKAIOIUXcs B 00pa3ax
HCKYCCTBA.

3aganme Ne 3
Bonpoc:

OTHUKET — 3T0...

Buvibepume ooun usz 3 eapuanmos omseema:

1) TpeOoBaHue AJIsl UCIIOJIHEHUSI HEKUX YCIOBHM BCEMH YUaCTHUKaMU KaKoro-iau0o JAecTBUs, 3a
BBITIOJIHEHUE KOTOPOTO MPEIyCMOTPEHO MOOIIPEHHE, a 32 HEBBIINOJIHEHNE HAKa3aHUE;

2) cuctema BO33pEHUH Ha )KM3HEHHOE Ha3HAa4YeHHE YeJIOBEKa, OXBAThIBAIOIIAs MOHATHUS 100pa 1
371, CIPaBEUIMBOCTH, COBECTH, CMbICJIA )KU3HU;

3) HOPMBI U MIpaBHIIa, OTPAKAIOIIKE MPECTABICHHUS O JOJKHOM MOBEICHUU JII0/Iel B OOIIECTBE.

3aganue Ne 4
Bonpoc:

City>keOHBIN 3THKET — 3TO. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) pe3ymbTaT AIMTENBHOrO OTOOpa mpaBui, (GopM Hambosee LenecooO0pa3HOro MOBEACHUS,
KOTOpOE CIOCOOCTBOBANIO OBl yCHIEXY B JIEIOBBIX OTHOIIECHUSX;

2) TpeboBaHueE /ISl UCTIOJIHEHHSI HEKUX YCIIOBUM BCEMHU Y4aCTHUKAMH Kakoro-iubo AeHCTBUs, 3a
BBITNIOJTHEHUE KOTOPOTO MPEIYCMOTPEHO MOOLIPEHHE, a 38 HEBBINOJIHEHHE HaKa3aHUE,

3) npeanucaHue, IPaBUIIO MOBEIEHU JIIOAEH B OOIECTBE.

3aganme Ne 5
Bonpoc:

Kakwue cymecTByoT pa3HOBUAHOCTH HOPM dTHKETa?
Buvibepume neckonvko u3z 5 eapuanmos omeema:

1) peueBoii;

2) NOBEIEHYECKHUIA;
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3) SI3BIKOBBIH;
4) ciyXoBOW;
5) roja0coBOM.

3aganue Ne 6
Bonpoc:

KommyHukanus — 310...

Buvibepume ooun uz 3 éapuanmos omeema:

1) oco3HaHHass MOTPEOHOCTh, KOTOpas XapaKTePHU3yeT OTHOIICHHE JIIOJIeH K MpeaMeTam |
SBIICHUSIM  JICHCTBUTENBHOCTH, HWMEIONUM Il HHX Ba)XHOE OOIIECTBEHHOE 3HAYCHHE,
MPUTATATEIHHOCTD;

2) cooOuieHue, BbIpAKEHHOE B KOMIAKTHOW (opme M mnpeaHasHAueHHOe s oOMeHa
nHpOpManei MeX Iy JTFOAbMU;

3) mporecc oOMeHa uaesiMU M HHpOpMaNUed MeXAy ABYMS W OoJjiee JIOIbMHU, BEIYIIUA K
B3aMMHOMY ITOHHMAaHUIO.

3ananue Ne 7
Bonpoc:

Ha xakue BuabI MoIpa3aesatoTcd KOMMYHUKAIAN?

Bvibepume neckonvko uz 4 eapuanmog omeema:

1) KOMMyHHKAIIX Ha OCHOBE MY3bIKaJIbHOTO 0OMeHa HH(pOopMaIliei;

2) MEXJIMYHOCTHBIE UM OPTaHU3allMOHHbIE KOMMYHUKALIUK HA OCHOBE YCTHOTO OOILIEHUS;
3) KOMMYHUKAIIMM Ha OCHOBE MMCbMEHHOT0 00MeHa HHpOopMalueH.

4) KOMMYHHMKAllU HAa OCHOBE TEHHUS.

3aganmue Ne 8
Bonpoc:

KoMMyHUKanMOHHBINA MPOLIECC — 3TO

Bovibepume ooun uz 3 éapuanmos omeema:

1) cTpaTernveckuii pe3yabTar, Ha KOTOPBIH HAIIPaBICH KOMMYHUKATHBHBIN aKT;

2) nporecc oOMeHa HH(POPMALUEH MKy IBYMS WK 0oJiee JTI0AbMU;

3) TaKTUYECKUH XOJ, SBIISIOUIMICS MPAKTHYECKHUM CPEJICTBOM JIBHIKEHHS K COOTBETCTBYIOILICH
KOMMYHUKATHBHOH IIEJIH.

3aganmue Ne 9
Bonpoc:

Kakue cymiecTByrOT 2JIeMEHThl KOMMYHUKAIIMOHHOTO Tpolecca’?
Buvibepume neckonvro uz 5 eapuanmos omseema:

1) oTnpaBuTEND;

2) cooOIeHue;

3) kanau;

4) nony4arens;

5) mocpenHuK.

3aganue Ne 10

Bonpoc:

Me:XIMYHOCTHBIE KOMMYHUKAIIMK JEJIAT Ha!
Buvibepume neckonvro u3z 5 eapuanmos omeema:
1) coBecHsbIE;

2) opaTopcKue;

3) BepOabHbIE;

4) neBepOanbHBIE;

5) ncuxu4yeckue.
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3aganme Ne 11

Bonpoc:

OO6menue — 3710...

Buvibepume ooun u3z 3 éapuanmos omeema:

1) pesymprar umTeIRHOTO OTOOpa mMpaBwi, GopM HamboJee IeIeCO00Pa3HOrO TOBEICHUS,
KOTOPOE CIIOCOOCTBOBANIO OBl YCIIEXY B JCOBBIX OTHOIICHHUSX;

2) crenuduueckas ¢Gopma B3aUMOJCHCTBHS YeIOBEKAa C APYIMMH JIIOABMH KaK UICHAMHU
0O0IIIeCTBA;

3) Hayka O YYBCTBEHHOM I[IO3HAHWH, IIOCTUTAIONIEM M CO3JAIOIIEM IPEKpPacHOEe U
BBIpaXKaromeMcsi B 00pa3ax HCKyCCTBa.

3aganue Ne 12

Bonpoc:

Briiensror cieyromnme BUIbl OOIEeHUs:
Buvibepume neckonvko uz 8 sapuanmos omeema.
1) mKoybHOE;

2) KOHTaKT MacoK;

3) NpUMHUTHUBHOE OOIICHHUE;

4) dopManbHO-pOJIEBOE OOITIEHHUE;

5) nenoBoe oOIIeHuE;

6) TyXOBHOE;

7) MaHUNYJISITUBHOE;

8) cBetckoe.

3apanme Ne 13

Bonpoc:

JlenoBoe oOmenue — 3710. ..

Buvibepume ooun u3 3 eapuanmos omeema:

1) o6meH uHbopMaIueit Ipy MOMOIIIH SI3bIKA WJIH JKECTOB;

2) MEXIMYHOCTHOE OOIlEHUE C LIEJbI0 OpPraHU3aluu U ONTHUMH3ALUH TOTO WJIM MHOTO BHJA
MPEIMETHON NIEATEIIbHOCTU: MPOU3BOJCTBEHHON, HAYYHOM, KOMMEPUYECKOM, YIpaBIECHYECKON U
T.1.

3) ycTaHOBJIEHHBIN MOPSAOK MOBeACHUS B cepe On3Heca U JeNOBbIX KOHTAKTOB.

3apanue Ne 14

Bonpoc:

JlenoBoil 3TUKET BKIIIOYAET B ce0sl CIICAYIONINE TPYIIbI TPaBUIL:

Buvibepume necrkonvko uz 3 sapuanmos omseema:

1) HopMmBI, neiicTByromue B cdepe OOIIeHHs MeXAY PaBHBIMU IO CTaTyCy, WIEHaAMH OIHOTO
KOJUICKTHBA (TOPU30HTAJILHBIC);

2) mpaBuJIa MOBEACHUS MEXIY MPOCTHIMU IPaKIaHAMMU;

3) HacTaBJieHHMs, ONpENCNAININE XapaKTep KOHTAKTa PYKOBOJUTENS M TMOJYUHEHHOTO
(BepTUKAIIbHEIE).

3ananme Ne 15

Bonpoc:

BepOanbHoe ob1ienne — 310. ..

Buvibepume ooun u3z 3 éapuanmos omeema:

1) KOMMYHHMKalIMOHHOE B3aUMOJCHCTBUE MEX Y UHIUBHIaMH 0€3 MCII0JIb30BaHUs CIIOB;

2) §pouecc  YCTAHOBJEHMS W MOJJEP)KAaHUS  LIEJEHANPABIECHHOTO, MPSIMOI0 WU
OIIOCPEIOBAHHOI'0, KOHTAaKTa MEXK/y JIOJbMU IIPU IIOMOLLH SI3bIKA;

3) KOMMYHHUKAIIMOHHOE B3aUMOJIECTBUE MEKYy HHANBUAAMHU C IOMOIIBIO TENA.
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3aganue Ne 16

Bonpoc:

K HeBepOanpHOMY OOLICHUIO OTHOCSIT:
Buvibepume neckonvko u3z 7 apuanmos omeema.:
1) B3I I

2) MUMUKY;

3) no3sl;

4) xxecTbl;

5) cno.a;

6) BbIpa)K€HUE JIUIIA;

7) TemOp.

3aganue Ne 17

Bonpoc:

[Tox uMuKEM cexkpeTaps oApa3yMeBaeTcs. . .
Buvibepume neckonvko uz 8 sapuanmos omeema.
1) onpsATHBIN, He OPOCKUIT BHEIIHUIN BUJ;

2) MmaHepa 0JIeBaThCs;

3) yMeHHe BBHITIISIIETh K MECTY;

4) ymeHue nepxKaThCs B A€T0BONM 0OOCTaHOBKE;
5) MpaBMIIEHO TOJTE30BATHCST CBOUM TEIIOM;

6) yMeHUE «IMoaTh» ce0s;

7) npodeccnoHaNbHBINA CTUITH OOIIECHNS,

8) BHATHYIO U TAKTUYHYIO PEUb.

3aganmue Ne 18

Bonpoc:

Ha xakue yactu MOHO YCIOBHO pa3AeiuTh paboTy J11000r0 cekperaps?
Buibepume necrkonvko u3z 4 sapuanmos omsema:

1) paboTta ¢ TOKyMEHTaMH;

2) paboTa opraHu3alMoOHHA;

3) paboTa quCTaHIITMOHHAS;

4) paboTa pacropsiiuTeIbHAs.

3aganue Ne 19

Bonpoc:

YroObl MOCTHYL BBICOKOTO YPOBHS KBaTH(PUKAMK, KAKAMH KavyeCTBaMH IOJDKEH 0011aaarh
cekpeTapp?

Boibepume neckonvko uz 3 eapuanmos omeema:

1) nenoBBIMH;

2) NTMYHBIMU,

3) opraHu3aTOPCKUMH.

3apanue Ne 20

Bonpoc:

K nenoBbIM KadyecTBaM ceKpeTapsi OTHOCSTCS:
Buvibepume necrkonvko uz 8 sapuanmos omsema:

1) opraHu3aTopcKHe KauecTBa;

2) NYHKTYaJbHOCTh, HCIIOJIHUTEIILHOCTB;

3) npeaaHHOCTh (hUpMe, COXpaHEHHE CITYKEOHOU TalHbI;
4) npeaBuIcHUE;

5) TaKTUYHOCTD, JUIIOMATHYHOCTH;
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6) MHUIIMATUBHOCTbB, CAMOCTOSITEIIEHOCTH;

7) OTBETCTBEHHOCTh, HAJIGKHOCTb, 3()(HEKTHBHOCTD;
8) npodeccroHanbHbIC HABBIKH;

9) noaxaauMCTBO.

3aganue Ne 21

Bonpoc:

K nmu4HBIM KadecTBaM ceKpeTapst OTHOCSATCS:
Buvibepume neckonvro uz 6 eapuanmos omeema:

1) yMeHHe alanTUPOBATHCS;

2) NEHUBOCTb;

3) m10003HATETHHOCTH;

4) BHEIIHHUN BUS,

5) BEXKIIUBOCTB, JIFOOE3HOCTD, JTOOPOIKEIATEIILHOCTD;,
6) KOMMYHHKAOETHHOCTb.

3apanue Ne 22

Bonpoc:

Jig 6o1iee 3P pexkTUBHOM pabOTh cekpeTaps HE0OX0IUMO. ..

Buvibepume ooun uz 3 eapuanmos omeema:

1) mepea KaapIM MEPOTIPUATHEM TIEPECTIPAIINBATH PYKOBOAMUTEIS, KOTa OHO COCTOUTCS;
2) coCTaBJIATH IJIaH paboyvero JTHS;

3) 003BaHMBATH MMOCETUTENICH U MPUTIIAIIATE UX.

OTBerhI:
1) Bepnsrii otBet (1 6.): 3;
2) Bepnsrii otBert (1 6.): 2;
3) Bepnsiii otBer (1 6.): 3;
4) Bepnsrii otBert (1 6.): 1;
5) Bepusbie otBetsl (1 6.): 1; 2;
6) Bepnsiii otet (1 6.): 3;
7) Bepubie otBeThI (1 6.): 2; 3;
8) Bepnsiii otBet (1 6.): 2;
9) Bepnsie otBeThI (1 6.): 1; 2; 3; 4;
10) Bepnsie otBetsl (1 6.): 3; 4;
11) Bepnsrii otBet (1 6.): 3;
12) Bepnsbie otBethl (1 6.): 2; 3;4;5;6;7; 8;
13) Bepnsrii otBet (1 6.): 2;
14) Bepnsbie otBethl (1 6.): 1; 3;
15) Bepnsrii otBet (1 6.): 2;

16) Bepurbie otBets (1 6.): 1;2;3;4; 6; 7,

17) Bepusbie otBets (1 6.): 1;2;3;4;5;6;7;8;
18) Bepusbie otBetsI (1 6.): 1; 2;

19) Bepusbie otBetsI (1 6.): 1; 2;

20) Bepnsie otBetsI (1 6.): 1;2; 3; 4; 5; 6; 7,
21) Bepunsie otBetshI (1 0.): 1; 3; 4; 5; 6;

22) Bepnsiii otBer (1 6.): 2;
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MaTepI/IaJII)I JAJIA MTPOBEACHUSA HpOME)I(yTO‘IHOﬁ aTrecralamu

CnenunaabHocTh «Cekpemapb-mMauuHucCmra»

JAucuunumna «/[enosas Kyaemypay

I'ox 00y4uenusi: nepsuoiti
IMoayroaue 2

Crapmuii negaror J0NOJHUTEJIbHOTO 00pa3oBanus bensikosa O.B.
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MartepuaJbl 1JId IPOBEeACHHU 324€Ta 110 JUCIUIIHHE
«/lejioBast KyJbTypa»

1.3aver npoBoaUTCA B ()OPME INEKTPOHHOTO TECTUPOBAHUS B KOHIIE 2 ITOJIYTOTHUSI.
2.Marepwuaibl K 3a4eTy JaHbl B IPHIIOKEHHUH 1.

3.Kpurepun oneHuBaHUS:

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

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

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

Crapumwmii megaror
JIOTIOTHUTEIBHOTO 00pa3oBaHus O.B.benskosa
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I[MTPUJIOXXEHUE 1

IJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

OO6uenue — 3710. ..

Buvibepume ooun uz 3 éapuanmos omeema:

1) pe3yabTar UIMTETHLHOTO 0TOOPA MpaBwmi, (hopM HaubOJIEe MeIecCO0OPa3HOTO MMOBEICHHUS,
KOTOPOE CIIOCOOCTBOBAIIO OBl yCIEXY B JIENTOBBIX OTHOUICHHUSX;

2) HayKa O YyBCTBEHHOM II03HAHUU, TIOCTUTAIOIIEM U CO3/IAI0IIEM IIPEKPACHOE U
BBIpaKaroIeMcsi B 00pa3ax HCKyCcCTBa;

3) cnenmduyeckas Gopma B3aMOICHCTBUS YETIOBEKA C APYTHUMHU JIFOABMHU KaK WICHAMHU
oOuiecTBa.

3aganue Ne 2
Bonpoc:

JlenoBoe oOmenue — 3710. ..

Buvibepume ooun uz 3 eapuanmos omeema:

1) Hayka O YyBCTBEHHOM TIO3HAHHM, TIOCTUTAOIIEM U CO3JIAIOIIEM IIPEKPACHOE U
BBIpaXKaromeMcs B 00pa3ax UCKyCCTBa;

2) pe3ynbTaT JIUTEIHLHOTO 0TOOpa mpaBwi, (hopM HarboJee 1eIeco00pa3HOro MOBEICHHUS,
KOTOpO€ CIIOCOOCTBOBAIIO ObI YCIIEXY B JICIOBBIX OTHOILICHUSX;

3) CIOKHBI MHOTOIIJIAHOBBIH MPOTIECC PA3BUTHS KOHTAKTOB MEXKTY JIFOABMHU B CITYy)KEOHOM

cepe.

3aganme Ne 3
Bonpoc:

TenedoHHBIE Pa3rOBOPHI MOKHO YCIOBHO Pa3/eiUTh HA...
Buvibepume neckonvro uz 4 eapuanmos omeema:

1) cimyxeOHbIE;

2) aKTUBHBIEC;

3) maccuBHBIC;

4) nuuHbBIE.

3apanmne Ne 4
Bonpoc:

TenedonHblii pa3roBop BKIOUAET B ce0s cienyromnue (Gpaspl:
Buvibepume necrkonvko uz 9 sapuanmos omsema:

1) [IpuBercTBHE.

2) B3aumomnpescraBiieHue.

3) [oxxenaHue XOPOIIEro HaCTPOCHHUSL.

4) CooOrieHue 1eam 3BOHKA.

5) OOcyxieHue cyiiecTBa MpooaeMbl WK Iiepeaipecalis pa3roBopa.
6) BrisicHeHUE OTHOIIICHHIA.

7) TlonBeneHne UTOTOB.

8) BrIpaxkeHne Npu3HATEIbHOCTH.

9) Ilpomanue.

3aganme Ne 5
Bonpoc:

Yrto BXOIUT B 00513aHHOCTHU CCKpETap4 IIpU IMpucMme 3BOHKOB?
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Buibepume neckonvko u3 5 eapuanmos omeema:

1) [Tpuem TeneGOHHBIX BHI30BOB.

2) OtBet abOHEHTaM.

3) @uibTparys BbI30BOB.

4) CoenuHeHue npu HEOOXOIMMOCTHU PYKOBOAUTETIS.
5) Het npaBuibHOro OTBETA.

3ananue Ne 6
Bonpoc:

Uto 00s3aTenbHO HAJO 3aMKUCcaTh IpH TeIe(OHHOM 3BOHKE?
Buibepume neckonvko uz 5 eapuanmos omseema:

1) aty u BpeMs 3BOHKa.

2) ®.1.0. 1 A0IKHOCTh 3BOHUBILIETO.

3) UsieHOB ceMbH 3BOHUBIIIETO.

4) Ilo xakoMy HOMeEpY MEPE3BOHUTH U KOT'/1a.

5) CyTb cooO1ieHus.

3ananue Ne 7
Bonpoc:

Uto BKIIIOYAET B ce0sl OHITHE «CETUKET»?

Buvibepume ooun u3 3 eapuanmos omeema:

1) HopMmsl 1 ipaBuiia noBeieHus ol B 001IeCTBe.

2) IlpaBuna nenoBOM AIEKTPOHHOM MEPEITUCKH.

3) CucteMy HOPM HPABCTBEHHOTO MOBEJCHUS YEIOBEKA WM TPYIIIBI JIFOICH.

3aganmue Ne 8
Bonpoc:

BusutHas kapTouka — 370. ..

Buvibepume ooun usz 4 eapuanmos omseema:

1) BXOIAIIMI JOKYMEHT, UCIIOJIB3YEMbIH B TIpoliecce MprueMa rocTei;

2) UCXOAIINI TOKYMEHT, UCIOJIb3yeMbIH B MpoIlecce Ae0BbIX IEPErOBOPOB U MpUEMa TOCTEN;
3) ucxoIAImuii JOKYMEHT, UCIIOJIb3YEMBIH B IPOIIecce AEJIOBBIX IIEPErOBOPOB;

4) BXOAAIIUI JTOKYMEHT, UCIIOJIB3YEMbIH B MIPOLIECCE JICTOBBIX IEPETOBOPOB.

3aganme Ne 9
Bonpoc:

VYkaxuTe 3a1a4i BUBUTHBIX KapTOYEK.
Buvibepume necxonvro uz 4 eapuanmos omeema:
1) uadopmMupoBaTh;

2) peKIIaMUpOBaTh;

3) nojiep>KuBaTh KOHTAKTHI;

4) KpUTUKOBATb.

3aganue Ne 10

Bonpoc:

VYkaxkute BUAbl BUSUTHBIX KAPTOUEK.

Buibepume necxonvko u3z 5 eapuanmos omseema:

1) JInynas.

2) JlenoBasi.

3) Kaprouka 15 cieruanbHbIX U IPEICTAaBUTENIbCKUX LEeH.
4) Kaprouka ¢pupMbl, TpeNpHUITUS, OpPTaHU3AINH, OT/IENA.
5) Her npaBunbsHOrO OTBETA.
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3aganme Ne 11

Bonpoc:

K ocHOBHBIM 3371a4aM JETOBOTO COBEIIAHUS OTHOCHTCS:

Buvibepume neckonvko u3z 5 eapuanmos omeema:

1) pa3BuTHE U YKpEIUIEHUE MTOJUTUKY TPEATIPUITHS ¥ IPOBEJICHUE €€ B KHU3Hb;,

2) MHTErpaIys MEPOIIPUATHI BCEX OTMIENIOB M CITY>KO C y4eToM O0IuX 1eneil GupMsl;
3) BBIABIICHHE U PACUET KOJUIEKTUBHBIX PE3YyIIbTATOB;

4) MaccoBOCTb y4aCTHUKOB;

5) KOJIIIEKTUBHOE pElICHHE MTPOOIIeM ¢ ydeToM oOydaromiero g Qexra.

3aganue Ne 12

Bonpoc:

Kaxue Bunp!1 genoBoro oOiieHus ObiBaroT?
Buibepume necrkonvko uz 6 eapuanmos omseema:
1) Gecenpr;

2) eperoBopsl;

3) coBemanus;

4) mocemeHus;

5) myOIMYHBIC BHICTYIUICHHUS;

6) HEeT MPaBUILHOTO OTBETA.

3ananue Ne 13

Bonpoc:

[IpoBenenue 6ecepl mpeanoiaracT HaAIMYUE psjia 00sS3aTeIbHBIX STANOB!
Vkaswcume nopsiook cnedosanus écex 5 eapuanmos omseema:

___ Hayvayo Oecesl;

___3aBepleHue Oecepl;

___ TIpUHSTHE pelICHNUS;

___00cyxzieHue npooIeMsl;

___ TIOATOTOBUTENBHBIN ATAIL

3aganue Ne 14

Bonpoc:

JlenoBbie coBelIaHus KJIacCUUIIUPYIOTCS MO:
Buibepume necrkonvko uz 8 sapuanmos omseema:
1) kauecTBy;

2) NIepUOUYHOCTH (YaCTOTE) MPOBEICHNUS,

3) KOJIMYECTBY YUYaCTHUKOB;

4) creneHu cTaOMIBHOCTH COCTaBa YUaCTHUKOB COBEIIAHMUS;
5) mpuUHAIeKHOCTH;

6) maciitabaM MPUBJICYEHUS YIACTHHKOB;

7) MecTy IpOBEICHUS;

8) Ha3HAYCHHUIO.

3aganue Ne 15

Bonpoc:

[To mpuHaUIeKHOCTH JAETIOBbIE COBEIAHHs OBIBAIOT:
Buibepume neckonvko uz 6 éapuanmos omeema:

1) anMUHHUCTpPATUBHEIE;

2) denepanbHbIE;

3) nmapTuiiHBbIE;

4) HayuHbIE U HAYYHO-TEXHUYECKHUE;
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5) 00beIMHEHHEIC;
6) paclIipeHHBbIE.

3ananue Ne 16

Bonpoc:

JlenoBoi MpoTOKOI — 3TO...

Buibepume ooun uz 3 eapuanmos omeema:

1) Hayka O YyBCTBEHHOM IO3HAHUH, [IOCTUTAIOIIEM U CO3/IA0LIEM IIPEKPACHOE U
BbIpaKarolemMcsi B 00pa3ax UCKYCCTBa;

2) npoliecc B3aUMOCBSI3H U B3aUMOJICHCTBHS, B KOTOPOM MPOUCXOIUT OOMEH AEATEIbHOCTHIO,
nH(popmMalren 1 ONbITOM, MPEANOIaralouuM JOCTUKEHUE OIIPEIETICHHOTO Pe3yibTara,
pelIeHre KOHKPETHON MpoOIeMbl WIIH pealln3alifio ONpe/Ie]IeHHOM 1IeNu;

3) mpaBuiia, KOTOpbIE PETJIAMEHTUPYIOT MOPSAIOK BCTPEY U IPOBOJIOB, MpOBeIeHHE Oeces 1
[IEPEroOBOPOB, OPraHU3ALIMIO TPUEMOB, OPOPMIIEHHE JETIOBON MEPENUCKU U T.J.

3aganue Ne 17

Bonpoc:

OproHOMHKA — 3TO:

Buvibepume ooun u3z 3 sapuanmos omeema:

1) 30Ha TPYIOBO# AEATEIBHOCTH COTPYAHMKA, OCHAIIICHHAS HEOOXOMMBIMH CPEICTBAMH TSI
BBIMIOJIHEHHS! TOKHOCTHBIX O0SI3aHHOCTEMN

2) Hay4Has JUCIHUIUIMHA, H3y4alolas TPYI0BbIE IPOIIECCHI C IETbI0 CO3IaHUs ONMTUMATbHBIX
YCJIOBUH TPYJa;

3) 3T0 COBOKYITHOCTH (haKTOPOB MPOU3BOACTBEHHOM CpPEIbl, OKa3bIBAIONINX BIMSHUEC Ha
paboTOCTIOCOOHOCTD U 3JI0POBBE YEIIOBEKA B MPOIIECCE €r0 ACATEIbHOCTH.

3aganmue Ne 18

Bonpoc:

Uto Takoe UHTEphEP?

Buvibepume ooun usz 4 eapuanmos omseema:

1) 3TO BHyTpeHHEe MPOCTPAHCTBO 3/IaHUS WM MTOMEILIEHUS B 3JaHUH (BECTHOI0IIb, KOMHATA,
3ai);

2) 9TO MpaBuUJIa MOBEACHUS B JICJIOBBIX, CIIY)KEOHBIX OTHOILICHUSX;

3) 31O mpenMeThl 00UX0/1a, CIYXKAIIKUe Ul JISKAHUS, CUACHUS, XpaHEHHs Bellled U T.I1.;

4) 3TO COOpYKEHHE, MECTO, B KOTOPOM OOMTAIOT JIFOAU UJIH KUBOTHBIE.

OTBeThI:

1) Bepnsiii otBet (1 6.): 3;
2) Bepnsrii oter (1 6.): 3;
3) Bepubie otBeThI (1 0.
4) Bepusbie otBeThI (1 6.
5) Bepnsie otBeThI (1 ©.
6) Bepusbie otBetsI (1 0.
7) Bepwnsiii otBeT (1 6.): 2;
8) Bepnsiii otBer (1 6.): 2;
9) Bepusie otBethl (1 6.): 1; 2; 3;
10) Bepusie otBetsI (1 6.): 1; 2; 3; 4;
11) Bepusie otBetsI (1 6.): 15 2; 3; 5;
12) Bepusie otBeTsl (1 6.): 1; 2; 3; 4; 5;
13) Bepubie otBeTsI (1 6.):

2;

5;

2,3,
1;2:4;5
1;2;3;4;
1:2:4:5

; 0,8, 9;

):
):
):
): 15245 5;

3
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14) Bepusie otBetsI (1 6.): 2; 3;4;5;6;7; 8;
15) Bepusle otBethI (1 0.): 1; 35 4; 5

16) Bepusiii oter (1 6.): 3;

17) Bepusiii otBer (1 6.): 2;

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

2 2 2 2
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JK3aMEeHALMOHHbIE MATEPUAJIBI JJISl IPOBEJEHUSI HTOT OBOH
arrectanum B 2022-2023 y4yeOHOM roay
BbIIIYCKHUKOB, 00y4YalIIUXCs [0 MporpaMmme
Npo(ecCUOHAIBHON MOATOTOBKH MO AOJKHOCTH CJIYKALIET 0

26353 «CekpeTapb-MallIMHUCTKA»
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I[MTPUJIOXEHUE E. 1
TEOPETUYECKASA YACTbH

Tembl NpoeKTHBIX padoT

DNEKTPOHHBIM TOKYyMEHTOOOOPOT: TOCTOMHCTBA U HEJAOCTATKHU.
[Tpunoxenus i paboOThl C TOKYMEHTaMHU C MOOWIIBHBIX YCTPOMCTB.
Jlenonpou3BOCTBO KaK HayKa U €€ CBSI3b C IPYrMMH HayKaMH.
[IpoGnemsl opranu3alvy TEKYIIETo XpaHEeHUs JOKYMEHTOB.
Opranuzaiys 1 NpoBeAeHUEe KOH(EepeHIIHH.

BI/II[I)I BJICKTpOHHOI\/'I IOAIINCH, CIIOCOOBI e¢ MOJIYy4CHHA, TPUMCHCHUSA U 3allIUTHI.


https://zaochnik.com/lenta_rabot/prilozheniya-dlya-raboty-s-dokumentami-s-mobilnyh-ustroystv-2157022/
https://zaochnik.com/lenta_rabot/deloproizvodstvo-kak-nauka-i-ee-svyaz-s-drugimi-naukami-260538/
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INPAKTHYECKASA YACTb

bunem Ne 1
1. Odopmiienune nmucpma.
bunem Ne 2
1. Odopmitenue akra.
bunem Ne 3
1. Opopmiienne cxemsl.
Bbunem Ne 4
1. Opopmnenne nuarpammsl B MS Word.
bunem Ne 5

1. OpopmiteHre BBIMUCKH U3 MPUKa3a 10 OCHOBHOM AESATEIbHOCTH.

Bunem Ne 6

1. Opopmiienre 1OTKHOCTHON HHCTPYKIINH.

bunem Ne 7

1. OdopmiteHne cripaBKH.
bunem Ne 8

1. OdopmiteHre PyKOTTMCHOTO TEKCTA.
bunem Ne 9

1. Odopmitenne TeaehoHOTpaMMBI.
bunem Ne 10

1. Odopmiienne Tabsmipl B MS Word.
bunem Ne 11

1. Opopmienue quarpammsl B MS Excel.
bunem Ne 12

1. Odpopmienue tabmuisl B MS Excel.
bunem Ne 13

1. Opopmiienue npoTokona.
bunem Ne 14

1. Odbopmnenue ykazanus.
bunem Ne 15

1. Odopmiienne pacropspKeHuUs.

bunem Ne 16

1. OdopmiieHue 3asiBieHus B BUJIE M1a0I0HA.

Bunem Ne 17

1. OdopmiieHue npe3eHTaum.

[MTPUJIOXEHUE E.2



186

bunem Ne 18

1. Odopmiienune npukasa Mo OCHOBHOM JESITEIHLHOCTH.
bunem Ne 19

1. OdopmiteHne TOKIIATHOM 3aMHUCKH.
Bunem Ne 20

1. Odopmiienune 1oroeopa.
bunem Ne 21

1. Opopmiienne pacnucku.
Bunem Ne 22

1. OpopmiieHne 0OBSICHUTENBHOM 3aUCKH.
bunem Ne 23

1. OpopmiieHre BBIMUCKHU U3 TPOTOKOJIA.

IIpakTHyeckue 3aJaHus

OdopmuTre 10/ZKHOCTHYI0 HHCTPYKIHIO.

Axmunonepnoe o6mectBo «3Hanue» JOJKHOCTHAS UHCTPYKIUA 00.00.0000 Ne 00
koppektopa YTBEPKIAK 3aB.o6mum otaenom M.IT.Cmmprosa 00.00.0000 1. OO6mme
nonoxxkenus. 1.1. Koppekrop siBisiercst paOOTHUKOM, OCYHIECTBIISIFOIIMM CUUTKY OTIIEYaTaHHOTO
marepuana. 1.2. Koppektop HemocpeacTBeHHO MoauuHeEH... 1.3. Ha momkHOCTh KOoppeKkTopa
Ha3HA4yaloTCs JUIa, UMEIoIIe cpeaHee oOpa3oBaHue... 2. OCHOBHbIE 3alaydl U (QYHKIIHH.
2.1. OcHOBHO# 3agadeil KoppekTopa siBigeTcs... 2.2. JJ1a UCnoJHEeHus yKa3aHHOW 3ajadyM...
3. O6s3anHoCcTH. 3.1. JI)I BBIMOJIHEHHUST BO3JIOKEHHBIX HA HEro (PyHKIIMH KOPPEKTOp 00s3aH...
4. IlpaBa. 4.1. Koppekrop umeer mnpaBo... 5. OtBerctBeHHOCTh. 5.1. Koppektop Hecer
OTBETCTBEHHOCTH... Hauanbauk kanuenspuu C.B.IlerpoBa C nuHCcTpyKIIMEH 03HAKOMIIEH

Od¢opmurte 1orosop.

OO6mecTBo ¢ orpaHudeHHO oTBeTcTBeHHOCTHIO «IIpubop» AOT'OBOP 00.00.0000 Ne 00
Mocksa OO111ecTBO ¢ OrpaHU4YE€HHON OTBETCTBEHHOCThIO «IIpubop», nMeHyemas B JaibHeiem
«[Ipeanpustue», B nmuue aupexkropa Makcumosa A.B., neliCTBYIOLIET0O HA OCHOBaHUM Y CTaBa, C
OJTHOW CTOPOHBI, U MEXIIKOIbHBIN yueOHbIl komOuHar KanuHuHckoro paifoHa MOCKBBHI,
uMeHyeMblil B nanbHeieM «KomOunat», B nuie aupekropa Kysnenosa A.U., neiictByromiero
Ha ocHoBaHMM [lonoXkeHus, ¢ Apyrod CTOPOHBI, 3AKIIOUMIM JOTOBOP O HMKECIEIYIOIIEM:
1. Tlpennpustue obszyercs: 1.1. OpranuszoBatb... 1.2. Bectu yder um peanuzanuio... 1.3.
IIpousBoauTe omnaty oOyyaromumcs... 2. KomOounar ob6s3yercs... 3. Crnopsl Mo HacTosemy
noroBopy pazpematorcs... 4. FOpuanueckue aapeca ctopon: 4.1. Ilpeampusartue — 107120,
Mockaa... 4.2. Kombunat — 110240, Mocksa... 5. [loroBop 3akitoueH CpokoM... 6. JforoBop
noanucad B... upexrop npennpustust Jupextop MYK
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Odopmure npukas.

Axmmonepnoe o6mectBo «Jlyna» ITPUKA3 00.00.0000 Ne 48 Mocksa O BBenennn MHCTpyKInu
[0 JIeJIONPOM3BOJCTBY B 1emsIX COBEpIIEHCTBOBAHUS pPabOThl IO JIOKYMEHTALMOHHOMY
obecrieyeHnI0 ynpaBieHuss W obecneueHus: coxpaHHoctu nokymeHToB [IPUKA3BIBAIO: 1.
YTBEepauTh HNHcTpyknuto o JIEIIONIPOU3BOJICTBY B AO «Jlyna».
2. Beectu B aelictBue UncTpykuuio no aenonpoussoactsy ¢ 01.00.0000. 3. BeceM cTpyKTypHBIM
noapazaenenusim u corpyaaukam AO ¢ 01.00.0000 pykoBOJCTBOBATHCS MpaBUIaMu padOTHI €
JOKYMEHTaMH, 3aKpelieHHbIMU B MHcTpykuuu no paenomnpousBoactBy. 4. Konrtposp 3a
HCIIOJITHEHUEM HACTOSIIErO IIPUKa3a BO3JIOKUTH Ha Moero 3amecturesst Eroposa E.E. [Tupexrop
b.T.lBanoB

OdopmuTe BHINMCKY U3 NPHKA3a Mo 1m.3.

Axunonepnoe o6mectso «Jlyna» [IPUKA3 00.00.0000 Ne 48 Mocksa O BBenenuu MHcTpykumu
IO JIeJI0NPOU3BOJICTBY B 11emsX coBepiieHCTBOBaHMSI pabOTHI 10 IOKYMEHTAlUOHHOMY
obecrnieyeHunIo yrpaBiaeHus 1 obecrieueHus: coxpanHocTH 1okyMeHToB [IPUKA3BIBALO: 1.
YTBepaute MHCTpyKIMIO 110 Aenonpon3BoAcTBY B AO «JIyHa». 2. BBectu B neficTBre
Huctpykiuro o aenonpousBoacTBy ¢ 01.00.0000. 3. BceM cTpyKTYpHBIM MOIpa3IeICHUSIM U
corpyaaukam 3A0 c 01.00.0000 pykoBOACTBOBATHCS MPAaBUIAMH pabOTHI C JOKYMEHTAMH,
3aKperuIeHHbIMY B THCTpyKIMK no 1enonpou3BoACTBY. 4. KOHTpOIb 32 HCIIOTHEHHEM
HAaCTOSIETO ITPUKa3a BO3JI0KUTh Ha Moero 3amectutens Eroposa E.E. lupexrop b.T.1BanoB

Odopmure 00BACHUTEIBHYIO 3AIIUCKY 00 OMO3JAHUU HA PadoTY.

Odopmure ykaszanue.

00O «Toprossiii Jlom» YKASAHUE 22.12.2005 Ne 197 MockBa O HazHaueHUU Komuccuu Bo
WCIIOJIHEHUE TMpHKa3a JUPEKTOpa O0IIecTBa C OrPaHUYEHHON OTBETCTBEHHOCTHIO OT 18 nexalps
2020 r. Ne 88 0 Ha3HAYEHUU KOMHUCCHUH U MPOBEICHUN WHBEHTAPU3AlUA MaTEPUATIbHBIX CPEACTB
OBA3BIBAIO: 1. HaznaueHHOMY COCTaBy KOMHMCCUHU 3aKOHYMTH MPOBEICHUE WHBEHTApU3ALUU
MaTepuanbHbeIX cpeacTB 10 24 suBaps 2021 r. 2. CobOmronaTh CIEOYIOMUNA €XeTHEBHBIN
pacropsiok padbotel komuccuu: Havdasmo — 9.00; oxonuanme — 18.00; mepeprie — 13.00-14.00;
BBIXOJHBIE JHU — cy00oTa, Bockpecenne. 3. [Ipeacemartento KoMHCCHU TPEICTaBUTH IO

OKOHYAaHUU pabOThl aKT WHBEHTapu3aluu s yTrBepxkaeHus. OUHAHCOBBIA AUPEKTOP
A H.Bomnoxos

OdopmuTe pacnucKy Ha MOJYYeHHE OT 3aBX03a KAJIbKYJIATOPA.

Od¢opmuTe NpeACTABUTENILCKYIO NIPE3EHTAIUIO.

00O «Cser», Tpynutcs 6onee 100 ven., oOpa3zoBaHue, 3apabOTOK, CIIEIUATHCTHI (IKOHOMUCTHI,
FOPUCTBI, MEHEDKEPBI, MAPKETOJIOTH); TPO(PUIL — UCCIEIOBAHUE POCCUICKOTO U 3apyOeKHOTO
pBIHKa TOBAapOB M YCIYTr, OKa3aHWE PEKJIAMHBIX YCIYyT, OKa3aHUE IOPHAWYECKOW MOMOIIU B
OpraHu3aIUy MPEANPHUATHI Maoro Ou3Heca, IOPUINIECKast TIOMOIIb HACEICHUIO.
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OdopMmuTe BHINMCKY U3 NPOTOKOJIA.

000 «Cser» BBIIIMCKA H3 INTPOTOKOJIA 00.00.0000 Ne 00 MockBa 3acenaHus
npodroma Ilpencenarens — Kysemma WM.K. Cekperappr — Bmacosa E.M. IlpucyrcrBoBanu:
30 uen. (cnucok mnpunaraercs). Ilosectka nusA: 2. O pacrpeneneHUM MYTEBOK B JIETCKUUN
canaropwuii Sinrtel. [loximan 3am.npencenarens npodroma Mesnesa T.H. 2. CJIYIIAJIU: Mesnera
T.H. — coo6mun o BbeieHnn MUHUCTEPCTBOM Ha MIOJIb 24 MecTa B IETCKUN caHATOpUM SnThl.
[NIOCTAHOBUJIN: 2.1. Tlopyuuts Cunununoi H.H., nerckomy Bpauy NOJUKIUHUKH,
COCTaBUTh CIHCKH JIETeH, HYKIAIOIIUXCS B CAaHATOPHOM pexume. CIHCKH TpPEICTaBUTH B
mpodrom 00.00.0000 ITpencenarens Cexperaps Beprno Cekperaps C.M.Bmacosa 00.00.0000

OdopmuTre 10KIATHYIO 3AMUCKY.

VIIPABJIEHUE TIIEPEBO30OK JIOKJIAIHAA 3AIIMCKA 00.00.0000 TI'enepanbHOMY
mupekropy OO0 «ITAO» Hanmnuny T.II. O mnepeBome Ha JOJDKHOCTE B cBsizu ¢
peopraHmsainel  CTpykTypbl  YIpaBieHHss UM  YKPYIIHEHHEM  OTJAEJIOB  IPOMCXOJUT
nepepacnpenesneHue QyHKOUM coTpyaHukoB. Ilpomry mepeBecTH crapiiero 5SKOHOMMCTA
C.T.HuxomaeBa u3 oTnena aBTOMOOMIIBHBIX MTEPEBO30K B TAMOXKEHHBIM OTIEN C MOCIIEIYIOITUM
BHECEHUEM M3MEHEHUI B IITaTHOE pacnucanue. HadaneHuk ynpasnenusa B.A.Mnbun

Odopmure TesepoHorpammy.

MWHUCTEPCTBO NPOMbLILLIIEHHOCTM U Toproenu P® [upektopy ¢abpukn lNepepana
cekpetapb O.H.CuHuubiHa, T1en.230-00-08 T[lpuHsna cekpetapb A.lN.AHOpeeBa,
Ten.345-98-77 TEJIEGOHOIMPAMMA 00.00.0000 Ne 64 14 4. 15 muH. lMNMpegnarato 19
umiona K 17 yacam npubbITb Ha COBELLaHWe Mo BOMPOCY O Ka4yecTBe BbIMyCKaeMown
npogykuuun. 3am.muHuctpa N.T.CemeHos

Odopmure nucbMmMo.

00O «IIckoBpekoHCcTpyKIUsa» BomxoBckwuit mp., 16, r.Ilckos, 120131. Ten./®akc: (00000)222-
45-56 E-mail: ... OKITO 00000000 OT'PH 0000000000000 THH 0000000000 KIIIT 000000000
I'enepansnomy mupexropy AO «Hectop» Ilaxosy H.B. 130242 Mockga, yin.Koposesa, 25.
00.00.0000 Ne 00/00 Ha Ne00/00 ot 00.00.0000. O6 u3MEHEHHH MPOEKTa PEKOHCTPYKIIHH.
[leperoBopsl ¢ MOAPATYUKOM — JepeBooOpadaThiBaOIIUM KOoMOMHAaTOM T.Bomorasl —
3aBepuriiich 00.00.0000. [lonyyeHo mpUHLMIHAIBHOE COTJIACME HA M3TOTOBJIEHHE CTOJSPHBIX
neraneil s peKOHCTPYKIUU CBATOTOPCKOTO MOHACTHIPSI B COOTBETCTBUU C MPEACTABICHHBIMU
Bamu yeprexamu u cmeTHOU nokymeHtauuen. @akc ¢ Bamumu ganHeiMu nepenad B Bomoray
JUIS COTJIACOBAHUSA C TMOJPATYMKOM CPOKOB U YCIOBMH OIUIAaThl pabOT COTJIACHO CMETe.
[IpunoxkeHue: cmera pacUEHOK HAa HM3TOTOBIICHHWE CTOJSIPHBIX JeTaned Ha 6 1. B 2 3K3.

I'enepanbublit nupekrop B.I1.Bacuise CmupaoB Cemen MBanosuu (00000)443-21-45

OdopmuTte cnipaBky.

Yrnoeon wtamn CIPABKA 00.00.0000 Ne 00 r.Camapa HauanbHuky TCX «>KnsHb»
Hocogy .. O Hannunn ctpormaTtepuanoB Ha cknage Ne 1 Ha cknage Ne 1 nmetotcs
cnepytowme ctpoutenbHble Matepuansl: 1. [lockm nonosble - 50 ky6.Mm. 2. MapkeT - 100
kB.M. 3. JlnHoneym - 150 m. 4. Kpacka macnsHas - 500 kr. 3aB.cknagom C.M.3yeB
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Odopmure akr.

AO «Cet» AKT 00.00.0000 Ne 15 MockBa O nepegade gen Gyxrantepom pacyeTHOW
komuccum OcHoBaHue: npuka3 gupektopa 3asoga ot 00.00.0000 Ne 00 CocrtasneH
Komuccmen B coctase: [peacepatens: rn.byxrantep 3aBoga Epmakos T.C. YneHbl
komuccumn: 1. byxrantep pacyeTHon yactn lyHkosa A.H. 2. Byxrantep CumoHoBa E.B.
B nepvog c 00.00.0000 no 00.00.0000 komwuccua nposesia npoBepky paboTbl
pacyeTHOM YacTu. B pesynbTaTe npu caade-npyemke gen ycrtaHosneHo: 1. Bce gena
pacyeTHOM YacTu Benucb npaBunbHo. 2. 1o coctoaHuto Ha 00.00.0000 Bce pacuyeThl
npoussegeHbl. 3. [okymeHTbl 3a 20 _r. xpaHaTca B nankax. CoctaBneH B 3
ak3emnngpax: 1 ak3. - B byxrantepuio 3aBoa, 2 9K3. - B pacyYeTHYI 4acTb, 3 3K3. - B
peno. [peacepatens komuccum T.C.EpmakoB UYneHbl komwuccun: A.H.[JyHKkoBa
E.B.CnmoHoBa YTBEPXOAK OupekTtop 3aBoga N.®.[lemayes 00.00.0000

Odopmure NpoTOKOJI.

OO0 «Arat» [IPOTOKOJ1 00.00,0000 Ne 16 r.MbTuwm  3acegaHus
WHBEHTAPM3aUNOHHON KOMUCCUM MalUMHOCTpouTENbHOro 3aBoga [lpeacepatens -
ApTtembeB A.B. Cekpetapb - lMopTtHoBa B.E. lMpucytctBoBanu: 15 4enoBek (CnMCOK
npunaraetcs) Mosectka gHa: 1. O pesynbrartax MHBeHTapusauuum no ckrnagy Ne 4
BCroMoraTesibHbIX MaTepuanoB no coctosHuMio Ha 1 anpens 20 roga. [oknag
rn.6yxrantepa HarnHckoro P.H. 1. CITYLWAIN: HaruHckoro P.H. - goknag npunaraetcs.
BbICTYTMNWUIIN: CtanbHoBa B.[1. - coobwaet 06 ynoBneTBOPUTESNIbHOM COCTOAHUN
NPUXOAHBIX N pacxodHbiX AokymeHTax no cknagy Ne 4. CkankuHa A.H. - npegnaraet
NUKBMAMPOBATb HeOoCTaTOK BcnomoraTenbHoro Matepuana. NOCTAHOBWUIIN: 1.
Peaynbtatbl MHBeHTapusaumm no cknagy Ne 4 no coctosHuo Ha 1 anpens 20 roga
yTBepAuTb. 2. Hegoctavy BcnomoraTeribHbIX MaTepuarnoB no cknagy B CymMme ... Mo
rocyfapCTBEeHHbIM PO3HUYHbLIM LeHaM OTHeCTU 3a cyeT Tepexosou I.T. lNpencenatens
A.B.AptembeB CekpeTtapb B.E.[NMopTHOBa

OdopmuTte pacnopsizxenue.

OO0 «Toproebin [[Jom» Kommepuecknn otgen PACIMOPAXEHUME 00.00.0000
Ne 000 MockBea O noaroToBKE K y4aCTUIO B MeXOyHapoAaHOW BbiCTaBke B uensax
noaroToBKM K y4acTUO B MexXayHapoaHou BbicTaBke «JkcnopT-umnopt 0000» B
despane 0000 r. MPEOJTATAKD: 1. TlpuvHATb y4yacTMe B YKa3aHHOW BbICTaBKe
cnegytowmum cotpygHukam: [letposy A.A., Cupgoposy B.B., KynpusHosy .0,
KopotkoBy M.I1. 2. YkasaHHbIM coTpyaHukam o 00.00.0000 r. npeactaBuTb CNKUCKU
npegnaraemon npoaykunm OOO «Toprosbi [lom» Anst AEMOHCTPaLUKN B BbICTaBOYHOM
naBunboHe. HavyanbHUK Kommepyeckoro otaena B.IM.Cokonos

OdopmnuTe pyKONMCHBIN TEKCT.
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Od¢opmuTte Kpyropyw amarpamMmy Ha otaeabHoM Jucre B MS Word nmo ciaexyrommm

JAHHBIM:

JAuarpamMma ITaTHOM YMCJIEHHOCTH
1o nojapasaejeHusM, (%)

PykoBoactBo - 3 yen.
Kanuenspus - 3 yen.
Otnen xaapoB - 2 yen.
byxranrepus - 5 yen.
Otnen paboThl C KIIMEHTaMU - 8 yen.

Odopmure rucrorpammy Ha otaejbHoM Jucre B MS Excel mo ciexyromum 1anHbiM:

Tabauua 1 - OnTuMAaIbHBIA TeMIIEPATYPHO-BJIAKHbIN PesKUM
AJIsl IOKYMEHTOB B apXuBe

HaumenoBanue Temmnepartypa, °C OTHOCHUTEIbHASA
BJIAKHOCTH BO31yXa, Y%
BymaxHbIE TOKYMEHTHI 17 50
JIOKyMEHTBI Ha IJICHOYHBIX HOCUTEIISX 15 40
JIOKyMEHTBI HA MATHUTHBIX HOCUTEJISX 15 50
Od¢opmute Tadmny B MS Excel.
Tabmuma 1
VYuer HeonMCcaHHbBIX IOKYyMEHTOB
Hata ITocrynnenue Bri6piTHE Hannuue-
3amUCcH AKT KonuuectBo | OcHoBaHuUE KonuuectB |ocTaTok
Ne Jara en.xp. (men, | Ha3sanue Ne Jarta 0 ea.Xp. |ed.Xp.
JIOKYMEHTOB | JIOKyMEeHTa (men, (e,
, JINCTOB) JOKYMEHTO | IOKYMEHT
B, JUCTOB) |OB,
JIVCTOB)
1 2 3 4 5 6 7 8 9
12 l-a |12 2407 - - - - 2407
SIHBapsi SHBaps | €I.Xp. eI.XP.
1969 1. 1964 1.
6 HIOHS - - - AKT 0 1y 5 wions | 1076 ex.xp. | 971
1966 r. BBIJICTIEHUU K 1966 r. en.xp.
YHUYTOXXKECHHIO
Jen
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OdopmuTe 3asiBjIeHHe 0 IpUeMe Ha padoTy B BUe a0JIOHA.

Odopmure cxemy.

OneKTpPoOHHaA cucTeMa apx1MBa, OCHOBaHHas Ha cucTemMe
ynpaBneHusi LOKYMEeHTO060poTOM

2. Apxue

ONEeKTPOHHBIN TOKYMEHT

A\ 4

ONEeKTPOHHBIN KaTaJlor
|

Kaptouka nokymenra

3

v

\ 4

ONeKTpOoHHAs ONKChH Kaprouka nena

1. JokymeHTOOOOpPOT

OneKTpoHHas HOMEHKIIATypa

A 4

Kaprouka nena

ieﬂ

PerncrpanuoHHO-KOHTPOJIbHbIE
KapTOYKU

\ 4

Kaptouka nokymenra

ONIEKTPOHHBIA JOKYMEHT




192

Od¢opmuts Tadauny B MS Word.
Jesuwas 4
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