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1. OBIIAA XAPAKTEPUCTUKA ITPOI'PAMMBI

Lenbto nmpoeccroHanbHOr0 00y4eHHs 00YyJaOIIMXCs CTAPIINX KJIACCOB IIKOJ CPETHETO
o0miero oOpazoBaHusl SABJISETCS 00ECIIEUCHHUE COIMAIBLHOW aJanTaluy BBITYCKHUKOB K PBIHKY
Tpyaa, GOpMUPOBAHUE Y HUX MOJOKUTEIBHON MOTHBALIMU K IMOJIYYEHHUIO MPOPECCHOHATHHOIO
o0pa3oBaHus U PoQeccun, rapaHTUPYIOLIEH TPYI0YCTPOICTBO; OCBOEHUE TEOPETUIECKIX OCHOB
U MPaKTUYECKMX HABBIKOB IO OMpelne’eHHON Mpodeccur; mpuodpeTeHre 0oO0ydarouuMUCs
HABBIKOB, HEOOXOIMMBIX JJIs1 BEITIOJTHEHUS ONPEICICHHON PaOOTEHI.

[IpodeccuonanbHoe 0OyueHHE HE CONMPOBOXKIACTCS IOBBIIICHHEM 00pa30BaTEIHHOTIO
YPOBHS 00 yUaIOLIUXCS.

Peanuzanust mporpammsl mpodecCHOHANbHOrO0 OOy4YeHUs Mo crenuaibHocth 26353
«Cekperapp-MalllMHUCTKAa» peryiaMeHTupyercs llopsakoM opraHu3anud W OCYIIECTBICHUS
00pa3oBaTeNbHON JIEATETLHOCTH 110 OCHOBHBIM IIpOrpaMmaM Mpo(ecCHOHAIBHOTO O0YyYeHUs,
YTBEpKACHHBIM MpukazoM oT 26 aBrycra 2020 roma Ne 438 «O06 yTBepx)aeHMH MOpSAOKA
OpraHHU3alil ¥ OCYILIECTBJICHHUs] 00pa30BaTEIbHONU NEATEIBHOCTH 1O OCHOBHBIM MpOrpammam
po(hecCHOHABLHOTO O0y4YeHUS», ENMHBIM KBaTU(UKANUOHHBIM CIPABOYHHUKOM JIOJDKHOCTEH
PYKOBOAMTEINEH, CIEIHAIMCTOB M Ciayxammx (pemakuus ot 9 ampens 2018 roma, B T.4. C
u3MeHeHusMu Betyil. B cuity 01.07.2018), @enepanbaoro 3akona ot 29.12.2012 N 273-D3 (pen.
ot 14.07.2022) (c u3Mm. u jgor., Bcrym. B cuity ¢ 25.07.2022) «O6 obpa3oBanuu B Poccuiickoit
O®enepanuny, npukazoM MuHucreperBa npocsemenus PO ot 14.07.2023 Ne 534 «OO0
yrBepkaennn Ilepeunss mpodeccuit pabouymx, TODKHOCTEH CHyKallUX, MO KOTOPHIM
ocymiecTBisieTcss  mpodeccuoHanbHoe — oOyuenue», CII  2.4.3648-20  «CanurtapHo-
AMUAEMUOJIOTHYECKE TpPeOOBaHUS K OpraHU3alUsM BOCIHUTAHUS M OOYYEHMs, OTIbIXa U
037IOPOBJICHUS IETEH M MOJIOACKH», Y CTABOM U JIOKAJTbHBIMU HOPMAaTUBHBIMHU akTamMu MAYJ1O
«MVYK».

[IporpamMma paccuMtaHa Ha mpodeccruoHanbHOe 00ydeHue oOydwarommxcs 15-18 mer
o011eo0pa30BaTeNIbHBIX OpraHu3aluil no cnenuaabHocTH 26353 «Cekperapb-MammHUCTKay. K
KaHIuAaTy Ha oO0ydyeHue mo oOpa3oBaTEeNIbHOM MporpamMme He MPEebsBISIIOTCS TpeOOBAaHUS K
HaJUYHIO y HETO:

- JOKyMeHTa 00 00pa3oBaHMHU, JOKyMeHTa 00 00yueHHH,

- OTIPE/IETICHHOT0 YPOBHS 00pa30BaHusl.

Konuuecmeo uacos: 240

Cpox peanuzayuu: 2 roga

Dopma obyuenua: 0OUHO

Hanonnaemocmp yueonoii pynnpi: 12 yen.



Pesrcum odyuenus:

1 rox — 3 yaca B Hegemo (1, 2 momyroaus)

2 rog — 2 yaca B Henento (1, 2 momyroaus)

Ilpozpammoir npedycmompena npou3e00CmeeHHaAs NPAKMUKA O00wUM 00beMom
60 uacoes, B TeueHue KOTOPOil 00yUaroInecs OBIaI€BAIOT MPUEMaMU, IPAKTUYECKUMHU YMEHUSIMU
Y HaBBbIKAMU PELICHUS TUIIOBBIX 33a/1a4 00paboTKK MH(OpPMAIIMH TI0]T PyKOBOJCTBOM HACTABHUKOB
Ha IPEANPUATUSIX U YUPEKICHUSIX.

Ilpooonsicumenvsnocmo yuedHo20 uaca meopemuueckux u RPAKMUYECKUX 3AHAMUIL:
45 MuH.

Ilpooonscumensnocms 00H020 Yaca npou3e00cmeeHHou npakmuku: 60 MuH.

Ilpomesrcymounasa ammecmayusa npedycmampueaem 6blnoIHEHUE 3AUeMHbIX padom.

Ilpogheccuonanvroe obyuenue 3akanuusaemcsa K6anupuKkayuoOHHoIM IK3AMEHOM.

Ilpu ycnewnoii coauu umoz2060u ammecmayuu npuceaueaemcsa 3 (mpemws)
Kamezopusi.

OO0yuaromumMcsi, TOJIHOCTEIO OCBOMBIIUM YYEOHBIEC MPOTPAMMbI M YCTICIITHO MPOIIEAIINM
UTOTOBYIO aTTECTAIlMI0, IO PEIICHHIO AaTTeCTAllMOHHOW KOMHCCHUM BBLIACTCS JOKYMEHT
YCTaHOBJIEHHOTO 00pasia.

[IporpaMMa OCHOBBIBaeTCS Ha 3HAHUSAX TI0 PYCCKOMY SI3bIKY, HWH(pOpMaTHKeE,
MHOCTPAaHHOMY S$I3bIKY, OCHOBaM 3KOHOMHUKH, OCHOBaM O€30I1aCHOCTU >KM3HEAEATEIbHOCTU U
JIpyruM o01eo0pa3oBaTebHbIM NIPEAMETaM, MOIYyUYEHHBIMU 00YyUaOIIMMUCS B CPEHEH 1IKOIIE.

Axmyansnocmos npozpammul. Ha cOBpeMEHHOM pbIHKE Tpylna oco0oe 3HadeHue
npuoOpeTaeT OBJaJIeHWEe CIHelUaTiCcTaMd HaBBIKAMH JOKYMEHTAI[HOHHOTO OOecreueHus
yIpaBJIEHUS U IMOJIb30BAaHUEM INEPCOHAIBHBIM KOMITBIOTEPOM. JlelI0mponu3BOACTBO Kak OTpacib
JEATETLHOCTH TPEINPUSATAA W OpraHU3alMil WrpaeT OJHY M3 TJABHBIX POJEH B KU3ZHH
COBPEMEHHOT0 O0IIIeCTBa M KaxA0T0 YenoBeka. CeroiHs KakIblii BBITYCKHUK 00pa30BaTeNbHON
opranuzanuu 00s3aH yMeTh 00pabaThiBaTh M MPEIOCTaBIATh MHYOPMAIMIO OpraHU3allMd Ha
AJIEKTPOHHOM HOCHUTENE, 3HaTh CHUCTEMBbl M CTaHJAAPThl MO OGOPMIIEHUIO OPraHM3alMOHHO-
pactopsIUTEILHON JOKYMEHTAIIUH, COBPEMEHHBIE JIEKTPOHHBIE TPOTPaMMBI, HCTIOJIb30BaTh CETh
WuTepHeT Ass onepaTUBHON M Ka4eCTBEHHON 00pabOTKHU TOKYMEHTOB.

B Hacrosiiee Bpemsi B pakTUKe 00pa3oBaHUsl aKTUBHO MPHUMEHSETCS METOJl MPOEKTOB,
KOTOPBI YCTICITHO peliaeT He TONBKO yueOHbIe, HO U BOCIIUTATEIbHBIC 3aJa4H.

OH 1aéT BO3MOKHOCThH O0YUYaIOIIMMCS aKTUBHO TIPOSIBUTH C€0sI B CUCTEME OOIIECTBEHHBIX
OTHONIEHUH, crocoOCcTBYeT (HOPMHUPOBAHHIO Y HUX HOBOW COLMAIbHOM MO3MIIMU, TMO3BOJISET
NpUOOPECTH HABBIKM I[UJIAHUPOBAHUS W OpPraHW3allil CBOEH JIEATEeIbHOCTH, OTKPBITh U
peann3oBaTh TBOPYECKHE CIIOCOOHOCTH, pPa3BUTh WHIWBUIYaTbHOCTh IUYHOCTH. JlaHHas

nmporpamMma Mmo3BOJISACT OCYIIECTBUTDH HpOCKTHBIf/’I IIOAXO0/ K 3aHATUAM.
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Ocnoeénan  uenv  euoda  npogheccUOHANbHOU  O0eAMeENbHOCMU:  Peanu3alus
oOecrnieunBarOIUX (DYHKIMM ynpaBieHUs OpraHu3alyeid; BHEAPEHHE JIyYIIMX TEXHHUUYECKUX
pa3pabOTOK U HOBEUIIMX TEXHOJIOTUI B 00OECIIEUeHUE YIIPABICHUS OpraHU3aIHeH.

Ilenvto mpodeccuoHAIBHOTO 00y4YeHHss 10 crnenuanbHOCcTH 26353  «Cekperaps-
MAaIllMHUCTKa» SIBJISETCS MOATNOTOBKAa oOydaromerocss oOpabarelBaTh W INPEAOCTABIATh Ha
OyMa)XHOM U DJEKTPOHHOM HOCUTENIAX HH(POpMAalMI0, 3HaThb COBPEMEHHBIE 3IIEKTPOHHbBIE
pOTPaMMBbl, HCIOJIb30BAaTh CETh HHTEPHET JJs ONEpAaTHBHOM M KadeCTBEHHOH OOpabOTKU
JIOKYMEHTOB, BEJICHUE JIEJIONPOU3BO/ICTBA B OpraHU3aALUIX.

OcHoeHbIMU 3a0auamu RPOZPAMMBbL AGAIOMCA:

v BOCHHTATEIbHBIE:

1) BocuTaTh OTBETCTBEHHOE OTHOIICHHE K TPOLecCy TPO(eCcCHOHATBHOT0 00yUCHNUS;

2) GopMupoBaTh OEpeKHOE OTHOIICHHE K CBOEMY 3I0POBBIO;

3) BOCIIUTBIBATh KYJIbTYpY IOBE/ICHHSI B KOJUICKTHBE, B YUPEXKICHHH U OOLICCTBEHHBIX
MecTax;

4) BOCHHTBIBATH OT3BIBYMBOCTh U YBAKEHHE K JIPYTOMY UYEIIOBEKY;

v/ pasBuBaOLIHE:

1) pa3BuBaTh MHTEpPEC K I'PAMOTHOMY U IPaBHIbHOMY O(OPMIICHHIO JIOKYMEHTAIHH,
OpI'TEXHHUKE, JI€JIOBOMY 3TUKETY;

2) MPUBHMBAThH UHTEPEC K Mpodeccui;

3) pa3BuBaTh NaMsATh, BHUMaHKHE, YMEHUE COCPEIOTOYUTHCS,

4) NpUBUBATH CAMOCTOSTEIBHOCTD B MPUHITUH PEIICHUI.

v’ obyuarourme:

1) popmupoBath y  oOyuaromuxcs COBOKYITHOCTHU OOLIEKYJIBTYpPHBIX u
po(hecCHOHANBHBIX KOMIIETEHIIMH, HEOOXOIMMBIX CIEeIHATUCTaM, padoTalolUM B 00JaCTH
JIEJIONPOU3BOJCTB U CEKPETApCKOro JEa;

2) hopmupoBaTh 3HaHHs, yMEHHs M HaBblku 10 Tmpodeccun 26353 «Cekperapb-
MAaIIMHHUCTKAY,

3) obecrieurBaTh BO3MOXKHOCTH IPOJOJDKATH OOyYeHHE B CHCTEME HAYaJbHOTO |
cpenHero npogeccuoHaIbHOTO0 00pa30BaHus IO COOTBETCTBYIONIEH Mpodeccuu;

4) peanu30BBIBaTh MPO(HECCHOHATBHOE CAMOOTIPEIeNICHHE 00YYalONINXCS;

5) moBBIIATh YPOBEHb KBATH(PHUKAIIMH B YCIOBUSIX MTPOU3BOACTBA.

Ilhanupyemoie pesynomamot 00yuenus:

K koHmy m3ydeHusi mporpammbl mpodeccuoHabHOW moarotoBku 26353 «Cekperapb-
MAaIIMHUCTKa» 00y4aloLIUiics JOKEeH:

v’ 3HATh:

e [IpaBuJia TCXHUKW MAllIMHOIIUCH



e CTPYKTYpPY U GYHKIIUHU OpraHU3aluu, IPEANpUsTUs;

e HOPMaTHUBHbBIE MIPABOBbIE AKThI, HHCTPYKIIMH MO BEACHUIO EJIOMPOU3BOJICTBA;

e CTAaHAAPTHl  YHU(UIMPOBAHHOM  CHCTEMBl  OPraHU3ALMOHHO-PACTIOPSIUTETHLHON
JOKYMEHTAIIH;

e OCHOBHbIE  (YHKIUMU 1O  JOKYMEHTAllMOHHOMY U  0€310KyMEHTAllHOHHOMY
00CITyKMBAaHUIO OPTaHU3AIMH U JESITEIbHOCTH PYKOBOAUTEIIS;

e OCHOBBI JIEJIOBOT'O 3TUKETA;

e NIpaBmJIa pabOTHI M SKCIUTYaTalluy OPTTEXHUKH.

v\ yMeTh:

e M10JIH30BATHCS IEPCOHATIBLHBIM KOMITBIOTEPOM U APYTOM OPITEXHUKOM;

e 00pabaThIBaTh TEKCTHI C TIOMOIIBIO TEKCTOBBIX PEIaKTOPOB;

e 00pabaThIBaTh NaHHBIE C TOMOIIBIO AIEKTPOHHBIX TAOJIHII;

e CO3/1aBaTh NIPE3CHTALINY;

e paboTaTh C JIEKTPOHHOM MOYTOM;

e COCTaBJIATH U OPOPMIISITH JOKYMEHTHI B COOTBeTCTBUU C TpeboBanusimu ['OCT;

e IPUHUMATh W PETUCTPUPOBATH KOPPECHOHCHIMIO, HANPABIATh €€ B CTPYKTYPHBIC
MOJIpa3ieNieHus;

e IepeIaBaTh JOKYMEHTHI B COOTBETCTBHH C PE30JIIOLIUEN PYKOBOAUTENS MPEANPUITHS HA
UCTIOTHEHUE, OPOPMIISTH PETUCTPAIIHOHHBIE (POPMBET,

e BECTH KapTOTEKY y4eTa MPOXOKACHHUS JTOKYyMEHTAIbHBIX MaTePUAJIOB;

e BECTH y4YeT IOJIyyaeMON M OTHpPaBIseMON KOPPECHOHIEHLIMH, CUCTEMAaTU3UPOBATh U
XPaHUTh JOKYMEHTHI TEKYIETO apXUBa;

e BeCTH pPaldOTy MO CO3/IaHUIO CIPABOYHOIO ammapara Mo JOKyMEeHTaM, 0OecneduThb
yIAOOHBIN U OBICTPBIN WX TMOUCK;

e MOJTOTABIMBATh W CIaBaTh B apXUB NPEANPUATHS JOKYMEHTAIbHbIE MaTepuabl,
3aKOHYEHHBIE JIEJTONPOU3BOJICTBOM, PETUCTPALIMOHHYIO KapTOTEKY WJIM KOMIIBIOTEpHBbIE OaHKU
JTAHHBIX;

e COCTaBJISITH ONHCHU JIe, ITepelaBaéMbIX Ha XpaHEHHE B apXuB, OOECHeunBaTh
COXPaHHOCTh MPOXOASILEH CIIy>)KeOHOM TOKYMEHTAIUH;

e YMETh B IPAKTUKE 00Pa30BaHUs IPUMEHSATh METOJI IPOEKTOB.

Jonxcnocmusie 0osa3annocmu 26353 «Cekpemapb-mamtuHUCmMKa»:

Bommonuser TexHuueckue (QyHKIMH TO O0OECNEeYeHHI0 M OO0CTy>KHMBaHUIO pPabOThI
PYKOBOAMTENS MPEANPUATUS WK ero nojpa3aeneHuil. [lonyyaer HeoOXo1MMble PYKOBOJUTEIO
CBEJICHUS OT MOApa3eCHUI WK UCTIOIIHUTENEH, BBI3BIBACT 110 €r0 NOPYYCHUIO PAOOTHUKOB.

Opranusyer TenedOHHbIE IE€PETOBOPHI PYKOBOAWTENSA, NPUHUMAET U Iepeaer

TeJ'Ie(l)OHOFpaMMI)I, 3aIMUCBIBACT B €I'0 OTCYTCTBHUEC IIPUHATHIC COO6H.I€HI/I$I n A0BOOUT OO CBECACHUA



PYKOBOAMTENS UX conaepxkaHue. OCymecTBseT padoTy Mo MOATOTOBKE 3aceaHUi U COBEIIIaHHH,
MPOBOAMMBIX PYKOBOJAUTENEM (cOOp HEOOXOAMMBIX MaTEpUalIOB, ONOBEIIEHUE YYaCTHHUKOB O
BPEMEHH, MECTE, IOBECTKE JIHSI 3aCEIaHMUsI HIIM COBEIIAHMS, X PErHCTpaIys), BeleT u oopmiiser
npoToKoJbl. O0ecmeunBaeT paboyee MECTO PYKOBOIUTEINS KAHIISTIPCKUMU MPUHAIICHKHOCTIAMH,
CpPEICTBAMHU OPraHMU3AIMOHHOM TEXHHKH, CO3JIaeT YCJIOBHUA, crocoOcTByromue 3¢ GeKTUBHON
pabote pykoBomutens. llepemaer um npuHuUMaeT HHGOPMALMIO O MPUEMHO-TIEPETOBOPHBIM
ycTpoiicTBaMm (Tenekc, ¢ake, renedaxc u ap.). [leqaraeT mo ykazaHUIO pyKOBOAUTEINS PA3TUUHbIC
MaTcpHraJibl. Be;[eT ACJIIOIIPOU3BOJACTBO, IMPUHUMACT IIOCTYHNAOIIYH0 HAa HMA PYKOBOJUTCIIA
KOPPECHOHJICHIIIO, OCYILIECTBIIET €€ CHCTeMAaTHU3allMi0 B COOTBETCTBUU C MPHUHATHIM Ha
OPEINPUATHH MOPSAKOM U TIEpeaeT Mocie ee pacCMOTPEHUsI PYKOBOJUTENEM B MOpa3IeIeHUs
HJIM KOHKPETHBIM UCIIOJIHUTCIIAM JJI UCIIOJIB30BAHUA B IMPOLECCE UX pa6OTI)I 00 IIOATOTOBKH
orBera. CienuTt 3a CpOKaMU BBIIIOJIHEHUS NOPYYEHUI PYKOBOJUTENS, B3ATHIX Ha KOHTPOJIb.
[IppuHuMaer JOKYMEHThl Ha MOANUCH pyKoBoautTento. OpraHuzyeT NpHEM IOCETUTENEH,
COJICHCTBYET OMEPATUBHOCTU PACCMOTPEHHUS MPOCHO U MPEeAoKeHU paboTHUKOB. DPopMUpyeT
Jiefa B COOTBETCTBUU C YTBEPXKICHHOM HOMEHKJIATYpOH, 00€CleunBaeT MX COXPaHHOCTh U B
YCTAHOBJICHHBIC CPOKU CHACT B aApPXUB. HOILFOTaBHI/IBaCT AOKYMCHTBI JIA TUPAXKUPOBAHHA Ha

MHOXXHUTEIIHLHOMN TEXHHUKC, a TAKIKC KOIMUPYCT JOKYMCHTHI Ha IICPCOHAJIBHOM KCEPOKCE.



HopMmaTtuBHBIi cpok 0cBOeHHS porpammsl 2 roja, B oobeme 240 u.

26353 «Cekperapb-MaIIMHUCTKA)

2. VUEBHBIN ILJIAH

nporpamMmal Npo¢ecCHOHAIBLHON MOATOTOBKH

KoJsimuecTBO 4acoB

1 roxn 2 rox
o0ydeHnusi | oO0y4eHust

1 rox o0yuenust

2 roa o0yueHus

Pacnpe)le.ﬂe}me yacoB
0 MOJIyroausim,

dopmMa KOHTPOJIA
(1m0 moJsryrogusim)

HaumeHoBaHue (ayn,/cam.)
pa3aena . L .
(AU CHUTIMHBI) 5 = s 5 3]
S| 2 |EE % ¢z
= == | 2 2 xs| 1 2 1 2 1 2 1 2
5 ° = E¥ x| 89« E
8 S E B STE| Sz ¥
g = == | Ex&| &EE
Sa | 2 |SE§|E8F
o & <8 |O= &
TexHMKa MaITHHOIIUCH 50 50 - 10 20/0 | 10/0 | 10/0 | 10/0 34 34 34 34
Opranu3arnoHHast
TEXHHUKA U
MH(pOPMAalMOHHbIE 46 40 6 10 10/0 | 10/0 | 10/0 | 10/6 34 34 34 34
TEXHOJIOTUU B
JICTIOTIPOU3BOICTBE
JIOKyMEHTHI,
KOPPECMOHICHITUS U 60 58 2 30 8/0 | 26/0 | 12/0 | 12/2 34 34 34 34
JIEJTOTIPOU3BOICTBO
JlenoBast KynbTypa 20 18 2 10 10/0 | 8/2 - - 34 34 - -




Koan4yecTBo 4acoB

1roxa
00yueHus

2 roxa
00yueHus

1 rox o0y4enus 2 rog o0yyeHus

Pacnpenesienue yacos
10 MOJIYTOAUSM,

®opMa KOHTPOJISI
(o mosryroausim)

HanmeHoBaHme (aya,/cam.)
pa3aena P A .
(MuCUMIIHHBI) 3 % 3 = 5
= = = = s £
- S |88 |BgE| 1| 2|1]2 1 2 1 2
-5
S2 | 5§ |Ez:|88¢E
- = ‘;E = = 5e 23 &
cg | x5 |SEga|F=¢=
Hmozo 3auemnvix 14 i ) ) ) ) 3 ) 4 4 3 3
uacoe
ZZZZ; zzmm 176 166 10 - 48/0 | 54/2 | 34/0 | 32/8 - - - -
Ilpouzeoocmeennasn 60 ) ) 60 _ 60 ) _ . 0 . -
npakmuka
Hmozosan 4 ) } ) . - - 4 - - - )
ammecmayus
Bcezo 240 - - - - - - - - - -
[Tpumeuvanus:

3Y — 3auet nuddhepeHITMPOBaHHBIH,

9 — KBATM(PUKAITMOHHBIN SK3aMEH,

O — oTmMeTKa 11O IPOU3BOICTBEHHOM IPAKTHKE.
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3. PABOYME TPOI'PAMMBI JUCIHHUIIJIMH

3.1. YueOHO-TEeMaTHUYECKHUH IIJIAH
JUCIHUILIMHBI: TexXHnKa MalmHOuCcH

HaunmeHnoBaHue Moay.jei, pa3iejoB(IUCIUILINH)
U TeM

O0111ee KoJu-
YeCcTBO YaCOB

KoangecTBo 4acoB

Teopust

IIpakTuka

0pzanu3auuﬂ MAUWMUHONRUCHO20 mpyba

2

2

1.2.

Bezomacuocts Tpyna. [loxxapHas 6e30macHOCTb.
AyTOTPEHUHT, THMHACTHKA JIJISl PYK, IJ1a3 | Jp.
Opraam3arus pabovero Mecta IMpu MAITHHOITUCHBIX
paborax.

OO0mue npaBuia pabOTHI HAa MUITYINEH MaIlIUHE |
KOMIIbIOTEPE. YXO/ 3a MUIIYIIEH MAIIMHON U
KOMITBIOTEPOM.

1

1

Teopu;l U mexXHuKa nucoma Ha numymeﬁ mauiune u
Komnbiomepe

2.1.

2.2.

2.3.

24,

2.5.

2.6.

2.7.

2.8.

«Cierrot» IecITHUIANBIEBBIN METO IIeYaTH Ha
KJIaBUAType ¢ pycckuM mpudtoM. OCHOBHOU, BEPXHHUHA U
HIKHUH psiibl KIIABUATYPBL.

OcBoeHMe NpUeMOB TEXHUKU MChMa Ha KJIAaBUAType C
pycckuM mpudTOM: OCHOBHOH Psifi KJIaBHATYPBI.

OcBoeHre IprUeMOB TEXHUKH MTMChMa Ha KJIaBUaType ¢
PYCCKUM HPUPTOM: BEPXHUN PAL KJIABUATYPHI.

OcBoeHre IprUeMOB TEXHUKH MTMChMa Ha KJIaBUaType €
PYCCKUM MpUGBTOM: HIKHUH Psijl KIIABHATYPBHI.

«Creroit» necITUIIANbIEBBIN METO II€YaTH Ha
KIJIAaBUATYpE C JaTUHCKUM MPpUPTOM. OCHOBHOM, BEPXHHI
Y HUKHUH psnbl Ki1aBuaTypel. KiiepHoe nmucbmo.

OcBoeHMe NpUEeMOB TEXHUKU HChMa Ha KJIABUATYpPE C
JATUHCKUM MIPH(TOM: OCHOBHOH PSIJI KIIABHUATYPBI.
Knepnoe nucemo.

OcBoeHre IpUeMOB TEXHUKHU MChbMa Ha KJIAaBUAType C
JATUHCKUM MIPH(TOM: BEPXHUH PSJ] KIIABUATYPHI.
Knepnoe nucemo.

OcBoeHre IpreMOB TEXHUKH ITMChMa Ha KIIaBUaType ¢
JATUHCKUM HIPUGPTOM: HWOXKHUH PsIIl KITaBUATYPBI.
Kiteproe nucemo.

Oghopmnenue maumuHonUCHBIX padom

19

10

3.1.

3.2.

3.3.

3.4.

[IpaBuna odopmiieHUS 3HAKOB MIPETIMHAHUS, IPSAMAas peydb,
IIATATHI, UCTIOIB30BaHue cokpameHuii. CrrocoObt
WCIIPABIIEHUS OIIHOOK.

[IpaBuna odopmiieHNS MaTeEMaTHYECKUX CUMBOJIOB U
dhopmyi, reorpaduueckux 0003HAYCHUH, YNCITUTETBHBIX
U CIIOKHBIX MpUJIAraTeIbHbIX.

OdopMieHHE TEKCTOB C MATEMAaTUYECKHUMU CUMBOJIAMH U
dhopmynamu, reorpa@UuecKUME 0003HAYCHHUSIMH,
YUCIIUTEIIbHBIMH U CJIOKHBIMH ITPHUJIAraTeIbHBIMHU.

3aroj0BKU U 10A3aroJIOBKH. CrocoObl BBIACJIICHHUA B
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HaumeHnoBaHue Moy 1€, pa3ae/ioB (I CHUILINH)

O01mee KoJIH-

KoanuyecTBO Yacon

Ne
U TeM YecTBO 4aCOB | Teopus |IIpakTuka

TEKCTe.

3.5. CHockH, IpUMEYaHHs. 1 1 -

3.6. Ileuatanue Texcra c konusamu. [ledaranue TekcTa ¢ AByX 1 - 1
CTOPOH JIMCTA. HyMepaHI/IH CTpaHHull. IleuaTanue TekcTa Ha
JMHOBaHHO Oymare. TuTynbHbIH aHCT, OnbIHOrpadus.

3.7. OdopmiieHrE TEKCTOB C JIByX CTOPOH JIUCTA C 1 - 1
HyMepaluen CTpaHHuLl, 3aroJJ0BKaMH, BbIJICIICHHUEM,
MpUMEYaHUEM U CHOCKaMHU.

3.8. TMucepMmo Tekcra ¢ udPoBLIM U HOPMYITHHBIM 1 - 1
MaTEepHAIIOM.

3.9. PyOpuku, ciucku. TaOynsus. 1 1 -

3.10 IIpaBuna oopMIeHHS CXEM. 1 1 -

3.11 Tabmumsl. [IpaBuma opopmieHUs 1 COCTaBIEHHSI TPOCTHIX 1 1 -
TaOJIHII.

3.12 OdopmnenHre mpoCTHIX TAOTUI] HAa TUIIYIIEH MalluHe. 1 - 1

3.13 OdopmieHHe MPOCTHIX TAOJIUI] HA KOMITBIOTEPE. 1 - 1

3.14 JlmarpaMmBbl. 1 1 -

3.15 OdopmieHre TPOCTHIX TAOIHUI] C TUATPAMMOHM. 1 - 1

3.16 TabOmunel. [IpaBuna opopmMIIeHUS U COCTABICHUS 1 1 -
CJIOKHBIX TaOJInII.

3.17 Odopmnenwre cIOXHBIX TaOIUI] HA KOMITBIOTEPE. 1 - 1

3.18 OdopmieHue TabIUI] ¢ TEKCTOM, TUATPAMMOM. 1 - 1

3.19 Odopmnenue TabIUI ¢ MOIKIEHKOM. 1 - 1

4. | Cosepuencmeosanue ckopocmu u mexHuKu RUCbMA 17 - 17

4.1. OtpaboTka ABUTaTEIbHBIX HABBIKOB P OCBOCHHUH 1 - 1
KJIaBUATYpPBl. 3aMepbl CKOPOCTH.

4.2. OrpaboTKa IBUTaTEIbHBIX HABBIKOB P OCBOCHUHU 1 - 1
KJIaBUATYpPBl. 3aMepbl CKOPOCTH.

4.3. OrpaboTKa IBUTaTEbHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1
KJIaBHATypBhl. 3aMepbl CKOPOCTH.

4.4. OtpaboTka ABUTaTEIbHBIX HABBIKOB P OCBOCHHUH 1 - 1
KJIaBHATypBhl. 3aMepbl CKOPOCTH.

4.5. OrpaboTKa IBUTATEIbHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1
KJIaBUATYPHI. 3aMepbI CKOPOCTH.

4.6. OrpaboTKa IBUTATEIFHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1
KJIaBHATypHl. 3aMepbl CKOPOCTH.

4.7. OtpaboTka ABUTaTEIbHBIX HABBIKOB TIPU OCBOCHHUH 1 - 1
KJIaBHATypHl. 3aMepbl CKOPOCTH.

4.8. OrpaboTka IBUTATEILHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1
KJIaBUATYPBI. 3aMepBI CKOPOCTH.

4.9. OrpaboTka IBUTaTEIbHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1
KJIaBHATypHl. 3aMepbl CKOPOCTH.

4.10 OtpaboTka JIBUTATEILHBIX HABHIKOB IPH OCBOCHUHU 1 - 1
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HaumeHnoBaHue Moy 1€, pa3ae/ioB (I CHUILINH)

O01mee KoJIH-

KoanuyecTBO Yacon

U TeM YeCTBO YACOB | Teopus |IIpakTHKa
KJIaBHATypHl. 3aMepbl CKOPOCTH.
4.11 OtpaboTKa ABUTATEILHBIX HABBIKOB IIPH OCBOCHUH 1 - 1
KJIaBHATypHl. 3aMepbl CKOPOCTH.
4.12 OtpaboTKa ABUIaTEIbHBIX HABBIKOB IIPH OCBOCHUH 1 - 1
KJIaBHATypHI. 3aMepBl CKOPOCTH.
4.13 OtpaboTKa JBUraTeIbHBIX HABBIKOB MIPU OCBOCHUH 1 - 1
KJIaBHATyphl. 3aMepbl CKopocTH. [ledars moa AUKTOBKY.
4.14 OrpaboTka IBUTATEIHHBIX HABBIKOB IIPH OCBOCHHUH 1 - 1
KJIaBHATyphl. 3aMepbl CKopocTH. [ledars moa AUKTOBKY.
4.15 OtpaboTka qBUraTEeIbHBIX HABBIKOB P OCBOCHUH 1 - 1
KJIaBHATypHI. 3aMepbl CKOpOCTH. [1edaTh 1moJ| IMKTOBKY.
4.16 OrpaboTKka IBHTATENHFHBIX HABBIKOB IPU OCBOCHUU 1 - 1
KJIaBHATypHl. 3aMepbl CKOpocTH. [ledars moa AUKTOBKY.
4.17 OtpaboTka qBUraTeIbHBIX HABBIKOB P OCBOCHUH 1 - 1
KJIaBHATypHI. 3aMepbl CKOpoCTH. [1edaTs moJ| IMKTOBKY.
5. |3auem no oucuyunnune « Texnuxka mawunonucuy 4 2 2
Hroro ayanTopHBIX YacoB MO JUCHUILIHHE 50 15 35
Bcero no gucuuminze 50
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Y4yeOHo-TEeMATHUYECKHH TIAH
AUCHMILTAHBI: OpraHu3anMoHHAs] TEXHUKA U HH(OPMAaIIOHHbIE
TEXHOJIOTHH B JIeJIONPOU3BOICTBE

HaumeHnoBaHnue MoayJiei, pa3aeoB (I CHUILINH)

O01mee K0JIH-

KoanuyecTBO 4yacon

Ne
U TeM HeCTBO 4aCOB | Teopus |IpakTnka
1. |Opeanusauuonnas mexnuxa 6 6 -
1.1. |BBenenwme: cpeacTBa OPITEXHUKH, OTIPEICIICHIE, 1 1 -
Ha3HaYCHUE, KJIACCUPUKAIIHS.
1.2. |Ilomemenue A yIpaBIEHUYECKUX CITYKO U €ro 1 1 -
OCHaIlleHHe
1.2. |Cpencrtea I COCTAaBACHHS OPUTHMHAIOB TEKCTOBBIX 1 1 -
JIOKYMEHTOB.
1.3. |CpencrBa KonmupoBaHHS U OTIEPATUBHOTO 1 1 -
pa3sMHOXKEHUs T0KyMeHTOB. CpeacTBa THPa)KUPOBAHUS
JOKYMEHTOB.
1.4. |Cpenctra i 00pab0oTKu T0OKyMeHTOB. CpeacTBa 1 1 -
cBs13u. [lukrodoHHas TexHUKA. BeruucnurenbHble
CpeAcTBa.
1.5. |KoHTponbHas pabora 1o teme «OpraHuzairoHHas 1 1 -
TEXHUKa
2. |Hugopmayuonnsvie mexnonozuu 6 30 11 19
oenonpouszeoocmee
2.1. |Beenenue. [Ipuknannoe nporpaMmHoe obecriedeHrue 1 1 -
11 paboThI cexpeTaps. TeKCTOBBII Mmporeccop
WORD: ¢pyHKIIMOHAIBHBIE BO3MOKHOCTH.
2.2. | TekcroBslit mporieccop WORD: mopsiiok 1 mpuemMsl 1 1 -
BBITIOJIHEHUSI OTIEpaIuil.
2.3. |BeimonaeHue paboT Mo 00paboTKe JOKYMEHTAIUN B 1 - 1
TeKCTOBOM npoueccope. Odopmienue ykaszaresen,
HaJIIHACEMN.
2.4. |BeonHeHue paboT Mo 00paboTKe JOKYMEHTAIUN B 1 - 1
TEKCTOBOM Ipoueccope. OdopmieHue 3aronoBka
CTEHJIA.
2.5. |Bpimonnenue paboT mo 00paboTKe TOKYMEHTAIMH B 1 - 1
TEeKCTOBOM npoueccope. Odopmienue
WHGOPMALMOHHBIX JIUCTOB JJIsl CTEHJIA.
2.6. |BsimonHeHue padboT Mo 00paboTKe JOKYMEHTALIUU B 1 - 1
TEKCTOBOM Iporieccope. CtuieBoe popMaTHpOBaHHE.
2.7. |Bpimosnnenue padboT 1o 00paboTKe TOKYMEHTAIUK B 1 - 1
TEKCTOBOM Tporieccope. CTreBoe (hopMaTHpOBAHUE.
2.8. |Word: npumeHeHue 11abJ0HOB MPH CO3AaHUH 1 1 -
JOKYMEHTOB.
2.9. |Word: npumeHeHne 11abJI0HOB MPH CO3AaHUH 1 1 -
JIOKYMEHTOB
2.10. |Word: co3nanne coOCTBEHHBIX 1A0I0HOB 1 1 -
2.11. | IlpumeHeHue A0IOHOB MIPU CO3JaHNUHU TOKYMEHTOB 1 - 1
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HaumeHnoBaHue Moy i€, pa3ae/ioB (I CHUILINH)

OO01mee KoJIH-

KoanuyecTBO Yacon

No
U TeM YeCTBO YACOB | Teopust |IIpakruka
2.12. | IlpumeHeHue mabIOHOB MPU CO3JaHUN TOKYMEHTOB 1 - 1
2.13. | KontposnbHas pabora 1o teme «111abioHbD» 1 - 1
2.14. | Bnexrponnas Tabmuia Excel: pyHkumronagbHbe 1 1 -
BO3MOYKHOCTH.
2.15. | BeimonHeHue paboT B 3JCKTPOHHOM TabuIIe: 1 - 1
o opMIICHUE TEKCTA, TAOIHII, THATPAMM.
2.16. | Dnexrponnas Tabnuia Excel: mopsaok u mpruemsl 1 1 -
BBITIOJIHEHHS OTIEPALUii.
2.17. | BeinosHeHue paboT B IIEKTPOHHOM TaOJIHUIIE: 1 - 1
oopmiieHre TEKCTa, TAOIUII, AUATPAMM, CIIAPKIIAHHOB;
MPOCTHIC BEIYUCIICHHSI.
2.18. | KonTponbHas pabota 1o Teme «IIeKTpOoHHAas Tabnuia 1 - 1
Excel»
2.19. |IIpesenranuonnas nporpamma PowerPoint: 1 1 -
(YHKIIMOHAIEHBIE BO3MOKHOCTH.
2.20. |[Ipe3enTannonnas mporpamma PowerPoint: [Topsimox u 1 1 -
MPUEMBI BBITTOJTHEHUS OTIepaIni.
2.21. |Co3nmanue npe3eHTaIum. 1 - 1
2.22. | Co3nmaHue mpe3eHTaIni. 1 - 1
2.23. | Co3nanue npe3eHTaImm. 1 - 1
2.24. | KontponbHas pabota 1o teme «lIpezeHTanmonHas 1 - 1
nporpamma PowerPoint
2.25. | Kommerorepasle cetu. IHTEpHET. 1 1 -
2.26. | Cucrema nepeaayn AJIEKTPOHHBIX COOOIICHHH. 1 - 1
DNeKTpOoHHAS TT0YTa.
2.27. | ApxuBaTOpbl. AHTHBHPYCHBIE IPOTPAMMBI. 1 1 -
2.28. | CoBMecTHOE cO3/IaHHe U pelaKTHPOBaHUE JOKYMEHTOB 1 - 1
2.29. | CoBMecCTHOE cO3/laHHe U pellaKTHPOBaHUE JOKYMEHTOB 1 - 1
2.30. | CoBMecTHOE CO3/IaHUE U PEITAKTUPOBAHUE IOKYMEHTOB 1 - 1
3. |3auem no oucuyunaune «Opzanuzayuonnas mexHuka 4 2 2
U UH@OpMayUOHHbIE MEXHOI02UU 8
0e10npPouU3600Cm 6e»
HToOro ayAnTOpHBIX 4aCOB MO AUCHUIIINHE 40 19 21
J1sl caMoCTOATEJBLHOT0 H3yYeHusl (B TOM 4HciIe 6 3 3
NMPaKTHKYMA)
Bcero no qucuuminze 46
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Y4eOHO-TeMATHYECKHUH IIAH
AUCHUILIMHBI: JIOKyMEHTBI, KOppecloHIeHIINs U 1eJI0NPOU3BOICTBO

N HaunmeHoBaHHe Mony.Ieid, pasnenoB(uucuuminn) | O6umee koun- | KoamiecTso yacos
U TeM 4eCTBO YACOB | Teopus |IpakTuka
1. | doxkymenmot, KoppecnoHOeHUUsL U OCHOBbL 16 33 13
desonpou3eoocmaea
1.1. |OcHOBHBIC CBEICHUS U3 HCTOPHH JICIOIIPOU3BOICTBA H 1 1 -
CeKpeTapcKoi ciryk0b1. Opranuzarus HH)OPMaOHHO-
JOKYMEHTAIILHOTO 00CTYKUBaHHUSI.
1.2. |JlokymeHTaIMOHHOE 0OeCTIeYeHUE MPEIPUSITHS. 1 1 -
TpeboBanus k qokymeHTaMm. CoCTaBIIEHUE TEKCTOB
CITy>KE€OHBIX TOKYMEHTOB.
1.3. | JokymeHnTanuoHHoe obecriedeHre MpenpusTHS. 1 1 -
TpeOoBaHMS K TOKyMEHTaM.
1.4. | TpebGoBanus k OlaHKaM U TpaBmiIa opopMIIEHUS 1 1 -
YIPaBICHUYECKUX TOKYMEHTOB.
1.5. | OcHOBHBIE TOKYMEHTHI YIIPABJICHUS;, COCTABIICHHE, 1 1 -
odopmiteHre u paboTa ¢ TOKyMEHTaMH.
1.6. |OcHOBHBIE JOKYMEHTHI YIIPaBJICHUS;, COCTaBICHHE, 1 1 -
odopmiieHre 1 paboTa ¢ TOKyMEHTaMH.
1.7. | OcHOBHBIE TOKYMEHTHI YIIPABJICHUS; COCTABIICHHE, 1 1 -
odopmiieHre 1 paboTa ¢ TOKyMEHTaMH.
1.8. |OcHOBHBIE JOKYMEHTHI YIIPaBICHUS; COCTaBICHHE, 1 1 -
othopmieHre U paboTa C JOKyMEHTaMH.
19 OcHOBHBIE JOKYMEHTHI YIIPABJICHUS; COCTABJICHUE, 1 1 -
" |oopmieHue u paboTa ¢ JOKyMEHTaMHU.
110 OcHOBHBIE JOKYMEHTHI YIIPABJICHUS; COCTABJICHUE, 1 1 -
7" |odopmiteHue u paboTa ¢ JOKYMEHTaMHU.
111 OcHOBHbIE TOKYMEHTHI yIIPaBJICHUS; COCTABICHHE, 1 - 1
7" | ohopmitenme u paboTa c JOKYMEHTaMH.
1.12. | OcHOBHBIE TOKYMEHTHI yIIPABICHUS; COCTABIICHHE, 1 - 1
odopmiieHre 1 paboTa ¢ TOKyMEHTaMH.
1.13. | OcHOBHBIE TOKYMEHTHI yIIPABICHHUS; COCTABIICHHE, 1 - 1
othopmieHre U paboTa C JOKyMEHTaMHU.
1.14. | OcHOBHBIE TOKYMEHTHI yIIPABICHUS; COCTABIICHHE, 1 - 1
odopmiieHrE U paboTa ¢ JOKYMEHTaMHU.
1.15. | OcHOBHBIE TOKYMEHTHI yIIPABICHUS; COCTABIICHHE, 1 - 1
oopmienue u paboTa ¢ TOKYMEHTaMH.
1.16. | OcHOBHBIE JOKYMEHTHI YIIPABJICHUS; COCTABJICHHUE, 1 - 1
odopmIieHUE U paboTa ¢ JOKYMEHTaMHU.
1.17. | JokyMeHTHI TI0 JINYHOMY COCTaBY (KaJpaM, IepCOHaNY); 1 1 -
cocTaBliieHHE, 0pOpPMIICHHE B PadoTa ¢ JOKyMEHTaMHU.
1.18. | JokyMEeHTHI TI0 JINYHOMY COCTaBY (KaJipaM, IEPCOHANY); 1 1 -
cocTasiieHHE, 0(OopMIICHHE U PadoTa ¢ JOKyMEHTaMHU.
1.19. | JokyMeHTHI IO JINYHOMY COCTaBY (KaJpaM, IePCOHANY); 1 - 1
cocTaBlieHHe, 0pOpMIICHHE 1 PadoTa ¢ JOKyMEHTaMH.
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HaumeHnoBaHue Moy iei, pa3ae/ioB (I CHUILINH)

O01mee KoJIH-

KoanuyecTBO Yacon

Ne
U TeM YeCTBO 4ACOB | Teopus |IMpakThka

1.20. | JokyMeHTHI IO INYHOMY COCTaBY (KaJpaM, IepCOHaNY); 1 - 1
cocrtaBjeHne, ohopMIIeHrEe U paboTa C TOKYMEHTaMH.

1.21. | JOKyMEHTBI JITUHOTO XapaKTepa; COCTaBIICHHE, 1 1 -
odopmiieHue 1 paboTa C TOKyMEHTaMH.

1.22. | JOKyMEHTBI JITUHOTO XapaKTepa; COCTABIICHHE, 1 1 -
odopmiteHre u paboTa ¢ TOKyMEHTaMH.

1.23. | JOKyMEHTBI JITUHOTO XapaKTepa; COCTaBIICHHE, 1 1 -
odopmiteHue u paboTa ¢ TOKyMEHTaMH.

1.24. | IokyMEHTBI JITYHOTO XapaKTepa; COCTABIICHHE, 1 1 -
odopmiieHue 1 paboTa ¢ TOKyMEHTaMH.

1.25. | JoKyMEeHTBI JINUHOTO XapaKTepa; COCTaBIICHHE, 1 1 -
odopmiteHre u paboTa ¢ TOKyMEHTaMH.

1.26. | JOKyMEHTBI JITUHOTO XapaKTepa; COCTAaBIICHHE, 1 - 1
odopmiieHre 1 paboTa C TOKyMEHTaMH.

1.27. | JlokyMeHTHI TUYHOTO XapaKTepa; COCTaBICHHUE, 1 - 1
odopmiteHre u paboTa ¢ TOKyMEHTaMH.

1.28. | JoKyMEHTBI JITUHOTO XapaKTepa; COCTAaBIICHHE, 1 - 1
odopmiteHre u paboTa c TOKyMEHTaMH.

1.29. | JlokyMeHTHI TUYHOTO XapaKTepa; COCTaBICHUE, 1 - 1
odopmiieHre 1 paboTa C TOKyMEHTaMH.

1.30. | JoKyMEHTBI JITUHOTO XapaKTepa; COCTaBIICHHE, 1 - 1
odopmiteHre 1 paboTa ¢ TOKyMEHTaMH.

1.31. | KortponbHas paboTa 1o TeMe «JloKyMeHTBI JIMIHOTO 1 1 -
XapaxkTepa»

1.32. | Opranuzanus paboThl ¢ JOKyMEHTaMH. 1 1 -

1.33. | Opranwuszaiiust pabOThI C TJOKYMEHTaMH. 1 1 -

1.34. | Opranmzanus paboThI ¢ JOKYMEHTaMHU. 1 1 -

1.35. | Opranmzanus paboThl ¢ TOKYMEHTaMHU. 1 1 -

1.36. | Opranmzanus paboThI ¢ TOKYMEHTaMH. 1 1 -

1.37. | Opranuzanusi paboThl ¢ TOKyMEHTaMH. 1 1 -

1.38. | Opranuzanusi 1 JOKyMEHTHPOBAaHHE PAOOTHI C 1 1
OOpaIeHusIMU TPpaXIaH

1.39. |Homenkuarypa jien 1 1 )

1.40. | ®opmuposanue e 1 1 -

1.41. | Xpanenue nen 1 1 -

1.42. |PaboTa ¢ 1OKyMEHTaMH, COAECPKAIIMMH KOMMEPYECKYIO 1 1
TaifHy TpeInpUsITUSL

1.43. | OcHOBHBIE QYHKIIH CEKpeTapsi M0 00eCIeueHHIO 1 1 -
0€310KYMEHTAIIOHHOTO 00CITyKUBaHHS ACATEIbHOCTH
PYKOBOJIUTEIS

1.44. | OcHoBHBIE (PYHKIIMU CEKPETaps MO 00ECTIEYEHHIO 1 1 -

0€3I0KYMEHTAIIHIOHHOTO 00CITY)KUBAHHS JAESTEIbHOCTH
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HaumeHnoBaHue Moy iei, pa3ae/ioB (I CHUILINH)

O01mee KoJIH-

KoanuyecTBO Yacon

Ne
U TeM YeCTBO YaCOB | Teopus |Ipakrnka
PYKOBOJIUTEIS
1.45. | OcHoBHBIE (PYHKIIHU CEKPETApPs 1O 00ECTICYCHHIO 1 1 -
0€310KYMEHTAIIIOHHOTO 00CITyKUBAaHHS ACATEIbHOCTH
PYKOBOJHUTEIS
1.46. | OcHoBHBIC (D)YHKIIUU CEKpeTaps MO 00eCIICUSHUTO 1 1 -
0€310KyMEHTAILIMOHHOT O 00CITy>KNBaHUS AESITEIbHOCTH
PYKOBOJHUTEIS
2 OcHosbl pedaKxmuposanus meKcmos u pegpepuposanue 5 4 1
" |ungpopmayuu
2.1. |OcHOBHEBIE ITONIOKEHUS CTHIIMCTHKH, JIEKCUKH U 1 1 -
¢dpazeonorun. CrnennanbHas JeKcuka. TepMUHOIOTHA.
OdunmanbHo-1emoBol CTiTh. OCHOBHBIE TIOJOXKEHHS
opdorpaduu 1 MOPHOIOTHH C HIIEMEHTAMH
MPaKTUIECKOW CTHINCTUKU. CHHTAKCHC C DIIEMEHTaMH
PAaKTUYECKON CTUIIMCTUKH.
2.2. |TexHuka penakTHPOBaHUS TEKCTOB. 1 1 -
2.3. | TexHuka penakTHpPOBaHHUS TEKCTOB. 1 - 1
2.4. | Coop u pedepupoBanne HHPOPMALIUH 1 1 -
2.5. |KouTponbHas pabora 1o Teme « OCHOBBI -
PEOaKTUPOBAaHMS TEKCTOB U peeprpoBaHue
WH(pOpMAITHI
3. | OcHosbl menedrncmenma 3 3 -
3.1. | Buasl npennpusiTHid. 1 1 -
3.2. | YmpaBiieHUeCKasi CTPYKTypa IPEAIIPUATHSL. 1 1 -
3.3. |KonrtponbHas padora o Teme «OCHOBBI MEHEIKMEHTA» 1 1 -
4. |3auem no oucuyunnune «/JoKymeHmul, 4 3 1
KOppecnoHOeHyUs u 0eJ10nPOU3800CHB0»
HTOro ayInTOpHBIX YaCOB MO TUCIHUTLIHHE 58 43 15
JJ1st caMoCcTOSITeJILHOTO H3ydeHusi (B TOM YucIe 2 1 1
NMPaKTHKYMA)
Bcero no aucuuninne 60
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Y4yeOHO-TEeMATHUYECKHH TIAH
AUCHUILIMHGL: JlesioBast KyJbTypa

2

HaumeHoBaHHe MOYJIeH, pa3aeoB(IUCIUILINH)
H TeM

O01ee KoJIH-
YeCcTBO 4aCOB

KoanuyecTBO 4yacon

Teopus

IIpakTuka

DcTeTHdecKas U ATHIECKast KYJIBTYPBHI.

[3XY

Ilcuxonorus 06HI€HI/I$I.

Kynberypa obmenus B cepe nesTenbHOCTH CeKpeTapst.

Nmumx cexperapsi.

KynpTypa peun.

Kynberypa TenegonHoro pasroBopa.

OTHUKET B ICTIOBOU MEPEIUCKE.

BusutHble KapTOUKH.

Ol ([N |a|RwIN[F

TexHuka BeAESHUSA U DTUKET AEJIOBOM OECebl.

-
©

[enoBoii mpOTOKOI.

o
=

[paBuna cepBupoBKH HaitHOTO (KO(heitHOTO) CTONA

o
N

HpaBI/ma IMPUTOTOBJICHUA U ITOAAYU T'OPAYNX HAIIUTKOB U
3aKyCOK K HUM

Rlr]lRrlRr|lRrRrlRrlRrR,r]| D]~

S RN R

13.

WnTtepnep pabouero noMerieHus Kak 001acTh I€JI0BOTO
ITHKETA.

14.

3auem no oucyunaune «/lenogasn Kyabmypa»

HToro ayinTOpHBIX YaCOB MO AUCHHUILJINHE

18

18

JJ1s1 caMoCTOSITeILHOTO H3y4eHus1 (B TOM YHucJIe
MPaKTHKYMa)

Bcero no njucuuminze

20
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3.2. Coageprxkanue pado4ux NPOrpaMm Mo JUCHUIIJIMHAM

3.2.1. [ucuuniaunna: Texnuka Mmammaonucu (50 4.)

Opzanu3zayus MauuUHONUCHO20 mpyoa

besonacnocts Tpyna. Iloxapuas Oe3omacHocTh. Opranuzanust pabodyero mecra Ipu
MAaIIMHOMUCHBIX paboTax. AyTOTPEHUHT, THMHACTHKA JIJIsl PYK, IJ1a3 U JIp.

OO6mue mnpaBuna pabOThl HA THINYIIECH MAallMHE M KOMITBIOTEpE. YXOI 3a MHIIyIIeH

MAIIMHOW ¥ KOMITBIOTEPOM.

Teopusa u mexnuka nucomMa Ha RUWLYULETl MAUIUHE U KOMRblomepe
"Cnenoi" necATUNalbLEBbIA METOJ I€YaTH Ha KJIaBUAType C PYCCKUM U JaTUHCKUM
mipudroM. OCHOBHOW, BEpXHHA W HIDKHUHM PsAbl KIABHATYPHI; OCBOCHHE NPHEMOB TEXHUKHU

nucbMa. Kiteproe nucemo.

Odhopmnenue mawunonucHuslx pabom

[TpaBuna odopmiIeHUS 3HAKOB IMPENUHAHUS, NpsAMas pedb, LUTATHl, HCIOJIb30BaHHE
cokpaiteHuil. CriocoOb! UCIIPABICHUS OIINOOK.

[IpaBuna HamucaHUsT MaTeMaTHYECKUX CHMBOJIOB W (opmyn, reorpaduveckux
0003HAUCHM, YHCIUTENBHBIX W CIIOKHBIX TPUIATATENbHBIX (apaOCKUX W PUMCKHX LU,
KOJINYECTBEHHBIX M TOPSAIKOBBIX UYHCIUTENBHBIX, CIOXKHBIX MPHJIAraTeIbHbIX, MHOTO3HAUYHBIX
yucen, OYKBEHHO-UM(POBBIX OO0O3HAYEHMH, 3HAKOB, YNOTpeOssieMbIX ¢  nudpamu,
apu(METHUECKUX 3HAKOB, MAaTEMaTHUECKUX U TeorpaguuecKkux 0003HAUEHHUH, XMMHUYECKUX M
MaTeMaTudeckux Gpopmyi).

OdopmiieHre TEKCTOB ¢ MaTEMaTHYECKUMH CUMBOJIaMHU M (hOpMyIaMHu, reorpaduuecKuMu
0003HaYEHUSIMU, YUCIUTENLHBIMU U CII0KHBIMH NIpUJIaraTeabHbIMHU.

3aroa0BKu ¥ M0oa3aroioBKU. CriocoOb!I BBLIEIIEHUS B TEKCTE.

[ledaTanue Texcta ¢ komusMu. [ledaranue Tekcra ¢ ABYX CTOpOH jnucta. Hymeparus
ctpanui. [leuaTanue Tekcra Ha TMHOBAaHHOM Oymare. TuTynbHBIN nUCT, OHOIMOTpadUsL.

CHoCKH, IpUMEYaHusl.

OdopmiteHre TEKCTOB C JBYX CTOPOH JIUCTa C HyMepamued CTpPaHUI], 3arojIOBKaMH,
BBIJICIICHUEM, IPUMEYaHUEM U CHOCKaMHU.

PyOpukwu, ciucku. TaOynsiust.

[Tucemo Tekcra ¢ HuppPOBEIM U POPMYIIBHBIM MaTEPHATIOM.

[IpaBuiia opopmiieHUs CXEM.

Tabmunps. [IpaBuna opopmiieHus: U cocTaBiIeHUsI MPOCTHIX TAOIULI.
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OdopmiieHre MPOCTHIX TAOJIUII HA TAIITYIIECH MAIIUHE.
OdopmiieHre MpOCTHIX TAOJIHI] HA KOMIIBIOTEPE.

Huarpammbl. OopmiieHre IpoCThIX TAOIHUIL C TUArPaAMMO.
Tabmuier. [IpaBuna ohopmiieHUS M COCTABICHUS CIOXKHBIX TaOJIHII.
OdopmiteHHEe CITOXKHBIX Ta0JIUI HA KOMITBIOTEPE.

OdopmiteHre TabIHIl ¢ TEKCTOM, HArPAMMOH.

Odopmnenne TabJIUIl ¢ TIOTKICHKOM.

Coeepmencmeoeanue CKopocmu u meéxXHUKu nucoema
OTpa6OTKa JABUT'ATCJIbHBIX HABBIKOB IIpU OCBOCHHUH KJIaBUATYPHbI. 3aMepBI CKOpPOCTH.

[leyath moa AUKTOBKY.

3.2.2. [ucuunianHa: OpraHu3anoHHAasi TeXHUKA U MHPOPMAaLMOHHbIE
TeXHOJOTHH B JIeJI0NPou3BojcTBe (46 4.)

Tema. Opranu3anmoHHasi TEXHUKA

Beeoenue

Cpe,I[CTBa OPITCXHUKHU, OIMPCACIICHNC, HA3HAUYCHHC, KHaCCI/I(i)I/IKaI_[I/ISI.

Homemenue onsa ynpaejieHuecCKux CﬂnyC6 U e20 ocnauienue

Tp€6OBaHI/I$I K MOMCHICHUAM C YYCTOM BHUAOB ACATCIBHOCTH, CHGHI/I(bI/IKI/I BBITTOJTHACMBIX
pa60T (0Ka3I>IBaCMI>IX yCler) OopraHu3anuvu TpyHda. COBpeMeHHOG OCHAILICHHE ITOMEIICHUM
YIpaBJICHUYCCKHUX CJ'Iy>K6Z KOMIIBIOTCPHOC O6€CHC‘{CHI/I6; TeJ'Ie(i)OHHaSI, TCIICKCHasA CBA3b,

CUT'HAJIBHOC O60py,HOBaHI/Ie " ap. PabGouee mecto CCKpETaps; €ro OCHAIICHHAC.

Cpeocmea 0na cocmaenenus OpUSUHAI08 MEKCHOB8bIX OOKYMEHN 06
[Mummymue MamuHKY:  KIaccU(PUKAIUs, BUIBI, OSKCITyaTAllMOHHBIE BO3MOXKHOCTH.
Yerpoiictso. [IpuMenenue.

[IepcoHaIBHBIN KOMITBIOTEP: TEXHHUECKHE YCTPOUCTBA, UX XapAKTEPUCTHUKHU.

Cpeocmea Konuposanus u OnepamueHozo paAsMHONCEHUL OOKYMEHM 06
IIporecchl KOMUPOBAaHUS M Pa3MHOXKEHUS JTOKYMEHTOB. Bubl 000pya0BaHus; TPUHIHIL

JIEHCTBHSI, IPUMEHEHHE.

Cpeocmea 0na 06padbomku 0OKymenmoes
CummBatenu, TAamnKd, PErUCTPATOPBl, JBIPOKOIBI, HYMEpaTOpbl, JATHPOBIIHKH,

OyMaroyHHUTOKalOIKeE anmnapaThl U Ap.; IPUHIUI AeUCTBUS, TPUMEHEHUE.
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Cpeocmea ceasu

CpenctBa ¢akcumuinbHOU cBsi3u. TeneakcMMuIbHAS TEXHHMKA. DJIEKTPOHHAs IOYTA.
TeneBU3MOHHBIE YCTpOWCTBA Ui nepenaun nHpopmarun. AOOHEHTCKUI Tenerpad, TeaeTanbl.
TenepoHHble anmapatsl; UX Ki1accupukanus. PaguorenegonHnas cBs3b; BUIbI paguoreneGoHHON
CBsI3U. ABTOMaTH3MpOBaHHbIEe TeseoHHble cTaHIMU. CoToBas TeneoHHas CBsI3b. Y CTpoiicTBa
Ui noBbimeHus 3¢ dexktuBHoCcTH TenegoHHOU cBs3u. [leimkunroBas cBs3b. [Ipumenenue

CPEJICTB CBSI3H.

Jukmodghonnan mexnuka

Knaccudukanus nukTopOHHON TEXHUKH; IPUHLIUN ICHCTBUS; IPUMEHEHHUE.

Cpeocmea mupasxcuposanus 00OKyMeHmos
CymHoCTh mporecca THUPAKUPOBaHUSA AOKyMeHTOB. OOmme cBeJeHHs O crocobax

orepatuBHOM nonurpaduu. CpeacTsa a1 THPAKUPOBAHKS TOKYMEHTOB; TIPUMEHEHHE.

Buviuucnumenvnoie cpedcmsa

BreruucnurenbHas TeXHUKa B OpraHI/ISaHI/IOHHO-ynpaBHqueCKOﬁ C(bepe ACATCIIbHOCTH,

BU/JIbI BBIYUCIUTCIIBHBIX CPEACTB,; IPUMCHCHUC.

Tema. HH(l)OpMaIH/IOHHLIe TEXHOJIOI'MH B JICJI0NIPOU3BOACTBE

Beeoenue
NudopmannoHHble TEXHOJIOTUU B CEKPETapCKOM Jefie; ompeneneHue, 3PpQPeKTUBHOCTD
HOBBIX METOJIOB pPabOTHI cekperapsi. Poilb MEepCOHAIBHOTO KOMITBIOTEpAa B COBPEMEHHOM

WH()OPMAIIMOHHON TeXHOIOTHH. BBIOOp KOMIIBIOTEpA IS CEKPETaps.

Ilpuknaonoe npozpammmnoe odecnevenue 0na padbomsl ceKpemaps
WuTerpupoBannble makeTsl ¢ OYHKIUAMH NEPCOHATBHON HH(POPMAIIMOHHON CHCTEMBI.

TekcToBbIE peJaKTOPBI ISl CEKpeTapeit; ux 3pPEeKTUBHOCTD.

Texcmoewtit npoyeccop WORD
OyHKIIMOHANBHBIE BO3MOXXHOCTH TIporieccopa. I[IOpsioK W TpUEeMBl  BBITIOJTHEHUS
onepanuii. BoimonHenune pabor mo o00paboTke AOKYMEHTAIlMM B TEKCTOBOM IIPOIIECCOPE.

[ITa6nonsl. [IpumeHeHne mabI0HOB MPU CO3JJaHUU JIOKYMEHTOB.

Inekmponnas maoauya Excel
OyHKIMOHAIbHBIE BO3MOXHOCTH 3JEKTPOHHOM Tabmuuel. Ilopsgok u  mpuemsl
BBINIOJIHEHUs onepauuii. BoimonHenue paboT B 31eKTpoHHOW Tabmuie: opopMIIeHHE TEKCTa,

Ta6J'II/IL[, Auarpamm, CHapKHaﬁHOB; IMPOCTHIC BBIYUCIICHUA.
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Ilpezenmayuonnasa npocpamma PowerPoint
@OyHKIMOHAIbHBIE BO3MOKHOCTHU. ITopsA10K 1 Ipuemsl BbINOIHEHUs onepaunid. Co3naHue

IIPE3EHTALAMN.

Komnvromepnuvie cemu. Hnmepuem
[Tepenaya napopMaiuu Mex 1y KoMmrbioTepamu. JIokanbHbIE U TII00aTBHBIC ceTH. Internet.
Cucrema mepenaud 3JCKTPOHHBIX COOOWICHHWNA. DIEKTPOHHAS IOYTA: PETUCTpAIMs, OTIpPaBKa

nuceM, npukperuieHue ¢aitios, pabora ¢ KaleHJapeM U T.I.

Apxueamopul

ApxuBaTOpbl. ApXUBUpPOBaHHE (alsIOB.

AnmueupycHule npozpammul

PaboTa ¢ aHTUBHPYCHBIMH NPOTPAMMAaMH.

Coeémecmmnoe co3oanue u pedakmuposanue 0OKymMeHmos

CoBMecTHOE CO3AaHNC U PEHAKTUPOBAHHUEC HOKYMCHTOB B Google Docs: KajieHaaps,
TEKCTOBOI'O NOKYMCHTA U AP. B03MOXHOCTH HCIIOJIB30BAHUS JOKYMCHTOB IJId IIJIAHUPOBAHUA U

MMPOBEACHNA COBMCCTHBIX CECTCBBIX U OYHBIX MGpOHpHHTHﬁ.

Tema(bI) 1151 CAMOCTOATEIHHOI0 H3Y4eHH (B TOM YHCJIEe PAKTHKYMA):

Bri6upaeTcst Ha ycMOTpeHHe rearora.

3.2.3. IucunmiuHa: JlokyMeHTbI, KOppeCnOHIeHIUsl
U Aejonpou3BoacTro (60 u.)

Tema. JlokymMeHTbI, KOPPeCIIOHAEHIMSI M OCHOBBI /IeJIONPOU3BOICTBA

OcHogHble céedenus u3 UCmopuu 0e0npoU3800CmeEa U CeKPemapcKol cyHcovl

Opzanuzayusa uHOPpMayUOHHO-00KYMEHMATbHO20 00CAYHCUBAHUA

[Ipouiecc ympaBieHUs TPENNPHUITHEM; IEIONPOU3BOACTBO KaK 4YacTh YIIPaBICHUS.
JoxymenT. Bunpl nokymentoB. CxeMa opraHuzaluu pabOThl C JOKYMEHTaMU MPEAIpUSTHS.
dopma opraHu3aMH AEIONPOU3BOACTBA. MHPOPMAIMOHHO-TOKYMEHTAILHOE O00CITY)KUBAHHE;
CIEIHANIUCTHI CTYXKObI. JJoKyMeHTallMOHHOE U 0€3I0KYMEHTHOE OOCITY)XKHBaHHE PYKOBOIUTEIIS.

Opranuzanus TpyJa B OpraHM3allMOHHO-YIIPaBICHYECKON cdepe; YCIOBUs Tpy/a.
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Jlokymenmauyuonnoe obecneuenue npeonpusamus. Tpebosanusa Kk 0oKymenmam
C(I)epbl HCIOJIb30BAaHHUA OOKYMCHTOB, BHJ/HI, CBOMCTBAa W Ha3HauUcHUE AOKYMCHTOB.
IOpunnyeckoe 3HaueHUE JOKYMEHTOB. YHH(UKANMUA W CTaHIAPTU3AIUSA JIOKYMEHTAIHUH.

Opraau3anuoHHO-pacropsaAuTeNbHbIe JOKyMeHTHI (OP]I).

Tpebosanusn k 61aHKaAM U npasuIa ogHopmaeHUs YRPasieHUecKUX 00OKyMEeHmos
Bunpl 61ankoB; pekBU3UTHI; Gopmyisp. Enxuneie TpeboBaHUs U mpaBuia OQOPMICHHS
JIOKYMEHTOB YIIPABJICHUS, YCTAHOBJICHHBIC T'OCYJAapCTBEHHBIMH HOPMATHBHBIMH aKTaMH -

CTaHAapThI. OTMeTKH Ha JOKYMEHTC, UX HAa3HAYCHHUE, ITpaBrJia UCIIOJTHCHU .

Cocmaegnenue mekcmog ciyyHceOHvlx 00OKyMEeHmos
Buner cnyxeOHbIX q0KyMeHTOB. CTuib, S3bIK CIYXEOHBIX JOKyMeHTOB. OOiue
TpeOOBaHUS K TEKCTaM JOKYMEHTOB yIpaBleHUs: 00beM, TOH, GopmynupoBku u Ap. Dopmbl

TEKCTOB JOKYMEHTOB. CIIOCOOBI TOKyMEHTHPOBAHHUS.

Ocnosnble 00KymMeHmul ynpasienus, ogpopmaenue u paboma ¢ 0OKymeHmamu
OcHOBHbIE TpYyHNbl  YOPaBIEHYECKHX (WIM OPTraHU3AIMOHHO-PACTIOPSAUTEIHHBIX )
JOKYMEHTOB Tpennpusatuii, ¢upm. Tumoas cxema odopmiieHUs TOKYMEHTOB. OCOOEHHOCTH

odopMIIEHUS TOKYMEHTOB.

Jokymenmot no nuunomy cocmasy (kaopam, nepconainy)
Buapl noxkymeHTOB, HMX cocTaBlieHHME U O(OpMIICHHE; XpaHEHHE; COOJI0JICHUE

KOH(UIEHIIMATIBHOCTH.

JloKymenmol 1uuno2o xapakmepa
Bunsl u Ha3HaueHuWe JIUYHBIX JOKYMEHTOB: 3asBIIEHHE, pe3ioMe, aBToOHorpadus,

pacCiiuckKa, XapakTeCpucTruKa u Jp. CocraBneHHE TEKCTA U OCI)OpMJ'IeHI/IC JAOKYMCHTOB.

Opzanuzayusa padomosl ¢ 00KymeHmamu

Bunel pabor ¢ JOKyMEHTaMU: MPUEM U PETUCTPAIUS;, PACCMOTPEHHE PYKOBOIUTEIEM;
obecrieueHrne MOpsAIKa MPOXOXKICHHs TOKYMEHTOB B OpraHHW3aIliy; MCTIOTHEHHE JOKYMEHTOB;
KOHTPOJIb UCTIOJTHEHHS; (OpMHUpOBaHUE U ONIEPATUBHOE XPAHEHUE JIEN; MTOJATOTOBKA U IIepenadya
nen B apxuB. [loHSATHE O JOKYMEHTOOOOPOTE O IOKYMEHTONOTOKE. [ pymnmbl JOKyMEHTOB:
BXOJSIINE W HUCXOJAIIMe, BHYTpeHHHe. OpraHu3alliOHHBIE W HOPMATHBHO-METOJAMYECKUE
JTOKYMEHTHI; UX HCIOJb30BaHHE B JEIONPOU3BOACTBE. MHpOpMAIIMOHHO-CIpaBOYHAs padoTa;

MOPAA0OK BEACHUA U UCIIOJIB30BAHUSA CITPABOYHBIX KApPTOTECK.
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Opzanuzayusa u 0OKyMeHmupoeanue padomol ¢ 00pAUeHUAMU 2PAHCOAH

@opmMbl  OOpallleHUil: TNpeANoXKEeHHs, 3asBICHMS, KaloObl. PermameHTupyromuit
o011e0TpacneBoi JOKYMEHT, ONPEACISIOMUN TOPSIOK padOThl ¢ STUMU JOKYMEHTaMH (TUIIOBOE
noJyioskeHre). Opranu3alOHHbIE MEPOIIPUSATHS: JIMYHBIA MIPUEM TPpaXKIaH; MPUEM MUChMEHHBIX

oOpailieHuit; JOKyMeHTHpoBaHue oopaiieHuil. KoHTposb 3a HCIIOTHEHHEM.

Homenxknamypa oen
Homenknarypa nen: uHauBUyanbHasi, CBOJIHAs, TUIIOBAas, MPUMEpPHas; UCIOIb30BaHUE.

HOpMaTI/IBHBIe JAOKYMEHTBI U METOAUYCCKUE MaTCpUajibl JJI1 COCTAaBJICHUA.

Dopmuposanue oen
Hasnauenune ¢opmupoBanust gen. HopmatuBHbie mokymeHThl. ['pynmupoBka e,
cnenuduka GOpMUPOBAHUS OTIEIBHBIX KAaTeropuu Aei. Buubl TOKyMEHTOB, (OPMUPYEMBIX B

neno. Cucremaru3arnus T0KyMeHTOB. OpopMIiIeHHE eI

Xpanenue oen

[IpaBuna xpaHeHuss Ael B CTPYKTYPHBIX MOJpPa3AeiCHUSIX MPEANnpHsITHs. ApXUB
npeanpustisi. ONTUMaIBHBIA CPOK HMCIOJIB30BAHUS JOKYMEHTOB B Jeiornpoun3BojcTBe. Cpoku
XpaHeHus e, JJOKyMEeHThI TOJITOBpEMEHHOTO XpaHeHus. [lopsaiok yHUUTOXKEHUS! TOKYMEHTOB.

O(i)OpMJ'IeHI/Ie ACI AJIsT apXUBHOTI'O XpAaHCHUSA; IPUEM U TI€pE€aada €I B apXUB.

Paboma c ookymenmamu, cooeprcamumu KOMMePUeCcKyio maiiny npeonpusmus
Kondunenmnmanpaas nokymentupoBanHas uHpopmarus. Llenp u ycnoBusi obecniedeHus

COXPAaHHOCTH  KOH(MUICHIHMATLHOCTH  HA  IPEIIPUSTHH. OcobeHHoctu  BeleHUs

JENIONPOU3BOJICTBA, OOECIEUMBAONIETO YYeT M COXPAHHOCTh JOKYMEHTOB, COJIEpKalluX

KOMMeEpYECKYIo TaliHy. OTBETCTBEHHOCTD 3a JIOKYMEHTHI.

Ocnosnvle hynkyuu cekpemaps no odecneyeHuio 6€300KyMeHmayuoHHo20 00CIYHCUBAHUA
oeamenbHOCmU PyKo8ooumens

OcylIecTBIEHNE JEIOBBIX KOHTAKTOB; y4acTHE B MOATOTOBKE M NMPOBEACHUU JEJIOBBIX
meponpustuid. [Ipuem nocerureneit. OdopmieHre KoMaHIUPOBOK. DaKTOPBI, CIOCOOCTBYIOLINE

OIepaTUBHOMY M KaU€CTBEHHOMY BBITIOJTHEHHUIO padoT.
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Tema. OcHOBBI peJaKTHPOBAaHUS TEKCTOB U pedpepupoBanue nHpopManun

OcHosHble NON0MHCEHUA CIMUTUCMUKU, JIEKCUKU U (hpazeonozuu

CoBpeMEHHBIA PYCCKHH JIMTEPaTypHbIA A3bIK, CTWIH s3bika. [loHsATHE O JIEKCHKE M
¢dpazeonorun. MHorozHayHoCTh ciioBa. Ilaponumbl. CuHOHMMBL. OMOHUMBI. AHTOHHUMBI.
[Tneonasmbl. TaBronoruu. CMBICTIOBOW W CTHIUCTHYECKHHA OTOOp JIGKCHUECKHUX CPEJICTB.

®paszeosiorus AeI0BON PEUN.

Cneuuaﬂbuaﬂ JIeKCUKa. Tepmunonozml

IlonsATHE O TepMUHAX W TEPMUHOJIOTMU. TEpMHUHOIOTUS ACIOBOM pedH; IIPaBONUCAHUE

TEPMUHOB.

Odhuyuanvno-oenosoit cmusp
CruneBbie 0COOCHHOCTH JI€JI0BOM MH(POPMAITUU: JTOKIAAbI, pedeparbl, COOOMICHUS U Jp.
[TuceMeHHas pedb 1eT0BOTO CTHIIA. TEKCT CITy:)KeOHOro TOKYMEHTA.

CHpaBO‘IHHe HU3JJaHUs 11O PYCCKOMY S3BIKY U npaKanecxoﬁ CTHJIMCTUKE; IIPUMCHCHUC.

OcHogHbie nonosxcenusn opgpozpaghuu u mopghonozuu ¢ 3nemenmamu nPaKmMuUecKo
CHUIUCMUKU

TpynHble cnyyau mpaBoOmUCaHUs CIOB. YTNOTpeOlieHne MPONUCHBIX OYKB: B HA3BaHMSIX
OpEANpPUITHI,  ydpexaeHud, ¢GupM; B  HAUMEHOBAaHUAX  JOJDKHOCTEHW, 3BaHUW; B
CJIO’)KHOCOKpAIIIEHHBIX CJIoBaxX U abOpeBuarypax; u ap. [IpaBuia neperoca cioB. YnorpeOiaeHue
dbopM HMeH, CYIIECTBUTENbHBIX MPUIAraTeNbHbIX, YHCIUTEIBHBIX MECTOMMEHHH TJaroJios,
NpUYACTHI JIeenpuyacTUil Hapeuuid B COOTBETCTBUM C HOPMAaMM JIMTEPATypHOIO S3bIKa U

CTHJINCTUYECKUMU 0coOeHHOCTSIMHU. [IpaBuiia ynoTpebieHns cor30B U NPeJIOroB.

Cunmakcuc c 31emeHmamu nPAKmuYecKou CImuIucmuKu

I'maBHBIE wWiIEHBl NPEAJIOKEHMS: MOJyIeXkallee, CKazyemoe; CHOCOObl UX BBIPaKEHUSL.
CornacoBaHHbIE U HECOIJIACOBaHHbBIE oOIpezesieHus. BapuaHTbl corjacoBaHusi CKa3yeMoro ¢
MOJJIKAIMM B TEKCTaX JOKYMEHTOB. YTpaBjeHHE; BbHIOOpP (OpMbI B OQHUIMATIBLHO-IEI0BOM
CTWIE. YTpPaBICHUE NMPU CUHOHMMMUYECKUX cioBax. OIHOCOCTAaBHOE IMPENJIOKEHUE B JIEIOBOI
peun. OAHOPOJHBIE WIEHBI MNPEMJIOKEHUS B JEIOBOM peud. BBoaHBIE clloBa M BCTaBHBIE
KOHCTPYKIMHU B J1e710BON peun CIOKHBIE CUHTaKCUYECKHEe KOHCTPYKUIHH. [IpsiMas u KocBeHHas
peub [uanor. IlpaBuna mHTOHaUMU U odopmiieHus uutar. [lapaisenbHble CUHTaKCHYECKHE

KOHCTPYKLMH.
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Texnuka pedakmuposauuﬂ meKkcmoe

TexHuka mpeaBapuUTEIILHOTO YTEHHS TEKCTa; MpoBepka (PaKTUUEeCKOro MaTepuana. Buss
IIPaBKU TEKCTA; [TpaBKa-BbIUUTKA, IIPaBKa-COKpAIICHUE, KOMIUIEKCHasA. TeXHUKa IpaBKU TEKCTA.

Koppekryphble 3Haku. PenakTrpoBaHue pyKOMHUCHBIX MaTEPUATIOB U JOKYMEHTOB.

Coop u pepepuposanue ungpopmayuu

ITouck u cOop uHGDOpMAIMM; MPEIBAPUTENBHBIA aHAINW3. JTanbl PabOTHI; MOPSAIOK
nposeneHusi. OCHOBHbIE TpeOOBaHHMA K WH(POpPMAIMU Uil PYKOBOAWTENS. Bumel u Gopmsl
npexacrasnenus nHpopmarmu. C60p nHPOPMAINHK B TOBCEAHEBHON pabOTe ¢ KOPPECIOHACHITHEH,
npu OOMICHMH C TOCETUTENSIMH, TO TeledoHy u Jap. bubOnmoredka cekperapsi; cocTaB
O6ubMMoTeYyHOro Marepuania; ucnoib3oBanue. PedepupoBanue nnpopmanmu. Mudopmarmonso-
0030pHBIi pedepar; mpuMepHas cxema pedepara; TpedoBaHMs K cocTaBieHuto. O0mue npaBuia
U TOPSIIOK paboThl ¢ mH(pOpMauMOHHBIME H3laHusAMHU. CocTaBiaeHue pedepaToB MO 3aJaHHOM

TEMaTHKE C Y4ETOM TPEOOBAHUN K HUM.

Tema. OcHOBBI MEeHEIKMEHTA

Buowvt npeonpuamuii

Oyukuuu npeanpustuil. CTpykrypa npeanpustuil. BHyrpeHHue u BHEIIHHUE CBA3H.

Ynpaenenueckan cmpykmypa npeonpusmus
OyHKIMM yIpaBlieHUs npeanpustueM. [IpuHIun opraHuszanuyu BHYTPEHHEW CTPYKTYpBI

ynpasieHus. Meronpl ynpasienus. CTpykTypa TpyAOBOIO KOJIJIEKTHBA.

Tema(bI) 1151 CAMOCTOATEIHHOT0 M3Y4eHH (B TOM YHCJIe IPAKTHKYMA):

BriOupaercs Ha ycMOTpeHHe neiarora.

3.2.4. Incunnmiuna: /lenoBasi kyabTypa (20 4.)

Icmemuueckan Kynvmypa

Octetnka. OOIaCTH 3CTETHUECKON JESITEIBHOCTH YEJIOBEKA. JCTETUYECKOe BOCITUTAHUE.
Ponb uckyccTBa B 3CTETUYECKOM BOCHHUTAHMU, B (POPMHUPOBAHUU 0OIIEH KyJIbTYphl YeJIOBEKa.
DcTeTH4ecKre 4YyBCTBA. DCTETUUECKAsi CHOCOOHOCTh. DCTeTHUECKas MOTPEOHOCTh. DCTETUYECKUI
BKYC.

Mopans. HpaBctBeHHOCTh. IloBeneHue dyenoBeka; MpaBWila U HOPMBI. 3aBUCUMOCTH
IIOBCACHU A oT HPaBCTBCHHBIX KadyeCTB JINYHOCTHU. HpaBCTBeHHBIe Tpe60BaHI/I5[ K
poeCCHOHATBHOMY IIOBEJICHUIO CEKPETapsl: BEXIINBOCTb, TAKTUYHOCTb, JOOPOKEIATENIbHOCTh
u ap. Otuker. Chepsl aedcTBus dTHKeTa. Ciy’)KEOHBIM ATHKET: MOBEACHYECKHH M PEUYEBOM.

Ceruker u ap.
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Ilcuxonozus obuwienusn

OcHoBHbIE cBesieHMs 0 Hayke ncuxonoruu. [lonarue o ncuxuke. [lcuxuyeckue mpoueccsl,
cBoMctBa. llcuxmueckne cocTtosHMs dejoBeka. llcmxonmorus nmyHocTH. Ilcmxonorudeckme
ocHOBHI oOmieHus. [Icuxomorndeckuii KOHTaKT, JlenoBoe OOIIEHHE ¢ MCUXOJIOTHYCCKOM TOYKH

3peHus. YpoBHH 00mieHusi. KoMMyHuKaTUBHBIE yMEHUS M HaBbIKH. KOHTaKT B OOIICHUH.

Kynomypa oowenusn o cghepe oeamenvnocmu cekpemaps

Kommynukamus; sddextuBHocTh aeiictBus. CpenctBa  BepOalbHOTO — OOIICHUS.
HesepOanbHubie cpeacTBa oOmieHus. ITUKET B AenoBoM oOmeHnu. Ctunu obmenus. OCHOBHbIE
MpaBUJia TMOBEJACHUYECKOTO ITHKETA: MPUBETCTBUS, 3HAKOMCTBA W JIp. HOpMBI OTHOIICHWHA B
KoJutekTuBe. OTHOIIEHUS PYKOBOJIUTENS W TOMYMHCHHBIX, CyOOpauHAIus. MeXITMYHOCTHBIE
KOHTaKkThl. OpraHuzanus JeNOBbIX KOHTAaKTOB. KOHMIMKTHL, BHUABI, NPUYUHBI, CTPATETHUSI

oBeJIcHUSA. MeTOo 1l MMpCoOaO0JICHUA KOH(bJ'II/IKTOB.

Hmuoonc cekpemapsa

Cocrapnsomuye UMH/Ka, BHEIIIHUNA 0OJIMK, MaHEPHI MOBEICHHUS, pedb, YMEHHUE O0IIATHCS
C JIIOABMU. ["'apMOHUS ACIIOBBIX U TUYHOCTHBIX XapaKTepucTUK. COCTABIISIONINE BHEITHUH O00JIHK
JIEJIOBOTO 4YEJIOBEKa: KOCTIOM, MpHUuYecKa, MakusbK, akceccyapbl. [lonstus: "moma", "cTuib',

"Bkyc", "uyBcTBO Mephbl". JlenoBoil cTuib kocTioma. OcaHKa, OX0/1Ka, XKECTHI.

Kynomypa peuu

OcHoBHbIE TPEOOBAaHUS K PEUU: TOH, ApTUKYIISALINS, IPOU3HOLIEHUS, T[POMKOCTb, TOUHOCTb
B 1oa0ope cioB. PeueBoil 3TUKET B /1€710BOM OOLIEHUH. DJIEMEHThl PEYEeBOr0 3TUKETA: (DOPMBI
oOpalleHns, U3JI0XKEeHUs TMPOChO, BBIPAXKEHUS INPHU3HATEIBHOCTH, CHOCOOBI apryMeHTaluu B

ACJIOBBIX CUTyalluAX U 1p.

Kynemypa meneghonnozo paszzoeopa
DOTUKET B JIeJIOBOM juajiore mo TenedoHy. TpeOoBaHUS K COAECPKAHUIO JETOBBIX
TeneOHHBIX Pa3roBOPOB; OCHOBHEIC 3JIEMEHTHI Juajiora. CTpyKTypa U CTHIIb Tele(OHOTPaMMBI.

TpeboBaHMs K YaCTHBIM Pa3roBopam Mo Tese(oHy B J€I0BONH 0OCTaHOBKE.

dmukem ¢ 0en060il nepenucke
TpeboBaHust K TEKCTy HEIOBOro muchbMma: o0beM, TOH, JieKcuka u jap. OOuenpuHsTas
¢dopma nenooro muceMa. Ctuib fenoBoro mnucbMa. [IpaBuna cocTaBieHHs M OTIPaBIECHUS

JACJIOBBIX ITUCEM. Ceruker. HpaBHna O(I)OpMJICHI/I}I QJICKTPOHHOI'O MU ChbMa.
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Buzummnuie KapmoiuKu

Busurnsie KapTO4KH, UX O(bOpMHeHI/Ie X UCIIOJIB30BaHUC B ACJIOBbIX OTHOIICHUAX.

Texnuka eéedenusn u smuxem 0enoeon veceowl
CymHocth nenoBor Oecenpl. Buawsr O6ecen. IloaroroBka Oecenpl. CTpykTypa HeOBOM

Oecenpl. MeTo b, HCTIONB3yeMbIe Ha pa3HbIX ATarax JeI0BOM Oecebl. DTUKET JeI0BON Oece/Ipl.

[enoeoit npomoxon

Onpenenenre MoHATHS "NEN0BOM NPOTOKON"; €r0 posib B IIPOBEAEHUU JEIOBBIX BCTPEU
(meperoBopoB, mpueMoB). OOmIenpUHATEIE POPMBI IPOTOKOIBHBIX MEPOIPHUATUH, MOPSAOK HX

OpraHu3anuu. Tpe60BaHI/I$I OTHKCTA K IIPOBCACHUIO ITPOTOKOJIbHBIX, MCpOHpHHTHﬁ.

Ilpasuna cepeuposku uaithozo (kogeiinozo) cmona

Korga m koMy MOKHO TNpeUIOKHUTh HanmUTKHA. Kak mpaBUibHO MoJaBaTh Kode U Jail Ha

nesoBoit Berpeye. [IpaBuita cepBUpoOBKH YaitHOTO (KOQEHOTr0) cTOMNA.

Hpaeuﬂa npuzcomoejieHusa u nooauu 20pAHUX HARUMKOE U 3AKYCOK K HUM

Kaxum 06p330M H606XOI[I/IMO MNOoATOTOBUTL W 1OJAATh YI'OIICHHUE B KaOHHeTe

PYKOBOOUTECIIA, HA JCJIOBBIX BCTPCUAX.

Hnmepvep padouezo nomewenun Kaxk 061acmy 0e106020 ImuKema
TpeGoBanust k opranuzay oHOpMIICHHIO HHTEphepa pabOvero MOMEIIEHHUS: OCBEIIEHHE,
1BeT, opucHass Mebenb, 1eKOpaTUBHBIC JIeMEHTHI U Jp. IlpaBuia copep)kaHusl MOMELICHUN U

pabouero MecTta cekpeTapsi U pyKOBOIAUTENS (pUPMBI, TPETPUATUS HITH JIP.

Tema(bl) 1151 CAMOCTOSITEIHLHOTO H3Y4YeHH (B TOM YHCJIe PAKTUKYMA):

Bri6upaeTcst Ha ycMOTpeHHe rearora.
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3.3. [lnanupyemble pe3yabTaThI

3.3.1. [InanupyemMble pe3yJabTaThl 00y4eHHUsI MOCIe H3YUYeHHs
AUCHMIIMHBL: TeXHuKa MAIIMHONUCH

OOyJaromuiicst TOJKEH:

v’ 3HATB:

e NIPaBUJIa TEXHUKH O€30MACHOCTH TPYAA;

e OpraHu3alno paboyero Mecra Npyu MalIMHOMUCHBIX paboTax;

e 0011IME MTpaBmiIa pabOTHI HAa MHUIIYIIEH MAIIMHE U KOMIBIOTEPE U YXOJI 32 HUMU;

e TEOPUIO U TEXHUKY MMChMA Ha MUIIYIIEH MallUHE U KOMITbIOTEPE;

* «CIIENION» JIECATUTIANIBLIEBBIA METO/I II€YaTH Ha KJIaBHATYPe C PYCCKUM HIPUPTOM;

e KJIEPHOE MHUCHMO;

e opOopMIIEHHE MAIIMHONKMCHBIX pa0OT: 3HAKOB MPENUHAHMA, TEKCTa, CHOCOK,
MpUMEUYaHUl, TaOIUIl TPOCTHIX U CIOKHBIX, C MOAKICHKON, AUarpaMmM, CXeM U Jp.

v ymMeThb:

e MPaBUIILHO OQPOPMIISITH TEKCThI (OOBIYHBIE U PYKOIUCHBIE);

e 0pOpMIIATE TAONHIBI TPOCTHIE, CIOXHBIC, C TOAKICHKOW, AMarpaMMoin; pyOpHKH;
CXEMBI;

e BIIQJIETh «CJICTIBIM» JIECSITUTIANBLEBBIM METO/JOM I€YaTH Ha KJIABHATYypE C PYCCKHM
mpudTOM;

e BJIQJIETh KJIEPHBIM METOJIOM MTUCHMA;

e [ICYATATh 11O JUKTOBKY.

3.3.2. [lnanupyemble pe3yabTaThbl 00yUeHHs MOCJe U3yYeHUs
AUCHUITAHBI: OpraHu3anuoHHAsi TEXHHKA U HH(POPMAIHOHHBIE
TEXHOJIOTHH B J1eJI0NPOU3BO/ICTBE

OOyyvaromumiicst TOMKeH:

v’ 3HaTh!

e OPraHU3aLMOHHYIO TEXHUKY: ONPEeIeHNs, Ha3HaUeHHE, KJIaCCU(PHUKAIHUIO.

e HTHQOPMAIIMOHHBIE TEXHOJIOTHH B JIEIOMPOU3BOJICTBE:

e IPUKJIAJJHOE IPOrPaMMHOE obecrieueHue /i paboThl CeKpeTapsi: TEKCTOBBIN MPOLIECCop
WORD, »snektponnyto Tabauny Excel, mnpesentanuonnyio mnporpammy PowerPoint. Mx
(GyHKIIMOHAJIbHBIE BO3MOXXHOCTH, MOPSJIOK U TpPUEMBbl BbINOJHEHUs omnepanuil. CruneBoe
dopmatupoBanue. [Ipumenenne mabIOHOB MPHU CO3/IaHUU JOKYMEHTOB. KOMIIBIOTEpHBIE CETH.
Wutepner. Cucremy nepefay 3JIE€KTPOHHBIX COOOIIEHUH, 3JEKTPOHHYIO MOYTY. APXHUBATOPHI.

AHTI/IBI/IPYCHBIC nporpamMmali. CoBMecTHOE CO3aHUC U PCAAKTUPOBAHNEC NJOKYMCHTOB.
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v yMeTh:

e [10JIb30BATHCS TIEPCOHATIBHBIM KOMITBIOTEPOM M JAPYTOil OPITEXHUKOM;
e 00pabaThIBaTh TEKCTHI C TIOMOIIBIO TEKCTOBBIX PEIaKTOPOB;

e CO3/1aBaTh MIA0JIOHBI JOKYMEHTOB;

e 00pabaThIBaTh JAHHBIC C TOMOIIBIO AIEKTPOHHBIX TAOJIHIL;

e CO3/1aBaTh MPE3CHTAIHH;

e paboTaTh C IIEKTPOHHOU MOYTOMH;

® APXHUBUPOBATH JOKYMCHTBI;

e COBMECTHO CO31aBaTh U pE€AAKTUPOBATh JOKYMCHTHI.

3.3.3. IllnanupyemMbie pe3yabTaThl 00yUeHHs MOCJIe U3yYeHH s THCIUNIUHBI:
JIOKyMeHTbI, KOPppeCIOHAeHIIUS U 1eJI0MPOU3BOICTBO

OOyyaromuiics TOJMKeH:

v’ 3HATh!

e CTPYKTYPY ¥ (YHKIIMU OpTraHU3aLNH, IPEIITPUITHUS;

e HOPMaTHUBHbIE IIPABOBbIE AKThl, MHCTPYKIIMH 10 BEJACHUIO JI€IONPOU3BO/ICTBA;

e CTAaHAAPThl  YHU(UIMPOBAHHOM  CHCTEMBl  OpPraHU3aLMOHHO-PACIOPSIUTEILHON
JIOKYMEHTaIIH;

e OCHOBHbIE  (QYHKIMU 1O  JOKYMEHTAllMOHHOMY U  0€310KyMEHTallMOHHOMY
00CTyXKMBAaHUIO OPTaHU3AINH U JESITEIbHOCTH PYKOBOAUTES;

v ymerTh:

e COCTaBJIATh U OPOPMIIATH JOKYMEHTHI B COOTBETCTBUU ¢ TpeboBanusimu ['OCT;

e IPUHUMATh U PETHUCTPUPOBATH KOPPECIOHACHIINIO, HANpaBIATh €€ B CTPYKTYPHbIE
NOJIpa3/iesIeHus;

e IepeAaBaTh JOKYMEHTHI B COOTBETCTBUM C PE30JIIOLMEN PYKOBOAUTENS IPEAIPHUITHS HA
UCTIOJIHEHUE, OPOPMIISTh PETUCTPALIMOHHBIE (POPMBI;

e BECTH KapTOTEKY yueTa MPOX0KIECHUS JOKYMEHTAIbHBIX MaTepUasoB;

e BECTH y4eT ITOJIy4aeMOU M OTIIPABIAEMON KOPPECIIOHAEHIINH;

e BeCTH paldOTy MO CO3JAHUIO CIPABOYHOrO amrmapara 1o JOKYMEHTaM, O00ecleduTh
yIOOHBIN U OBICTPBII UX MOUCK;

e IOJTOTaBIMBAaTh M CJaBaTh B apXUB NPEANPUATHS JOKYMEHTAJIbHbIE MaTepuabl,
3aKOHYEHHBIE JIEJIONPOU3BOJICTBOM, PETUCTPALIMOHHYIO KapTOTEKY WM KOMITbIOTEpHBbIE OAHKHU
JTAHHBIX;

e COCTaBJIATh ONHUCH JIeJ, IepeaBaeMbIX Ha XpaHEHHE B apXuB, 00OecleunBaTh

COXPaHHOCTh MPOXOASILEH CIIy>KeOHOM TOKYMEHTAIUH;
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3.3.4. Ilmanupyemble pe3yJabTaThl 00yUYeHUs MOCJIe H3yYeHHus
AUCHHUIIMHBL: JleioBasi KyJbTypa

OO0yuaromuiics T0KEH:

v 3HATB!

¢ OCHOBBI JICJIOBOI'O 3THUKETA;

v ymMeThb:

e MPABUJILHO CO3/aBaTh MMHU/I)K CEKpeTapsi U OpraHu3alluy,
e BJIQJICTh KYJbTYPOU TeIe(OHHOTO Pa3roBopa;

e IIPABUJIHHO TOJIH30BaThCSI BUBUTHHIMUA KapTOYKAMU;

e COOJTIOJIATh JICTTOBOM TTPOTOKOI.



32

34. MaTepHaJILHO-TeXHI/I‘{eCKHe YCaoBusA peajin3allum nmporpaMmmbl

3.4.1. Jucuunauna: Texuuka mamuHonucu (50 4.)

HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecneyeHus

Ne Tema Dopma 3aHATHA MeTtoabl 00y4enust JInpakTudecKkum ®opma noaABeAeHUA
MaTepual HTOIroB
1 mosiyroaue nepsblii rox
1. | be3zomacHocTs Tpyna. [loxapHas WuctpykrtuBHas nekiust- | OOBSICHUTEIHHO- WHcTpykumuy, namsTKy, Ompoc
6e30macHOCTh. AyTOTPEHHUHT, THMHACTHKA Gecena MJLTIOCTPATUBHBIH, pa3gaToOYHbI MaTepual
JUIS PYK, Ti1a3 u ap. Opranusanust pabodero PpenpOTyKTHBHBIMH,
MecTa IIpY MaIIMHOIKCHBIX padoTax. MIPAKTUYECKHUI
2. | Obume mpaBuiIa pabOTHI Ha MAMIYIIEH KomOuHMpOBaHHBIN OOBsCHUTENEHO- Pa3marounsiit Matepuan Ompoc
MalllMHE ¥ KOMIIBIOTEPE. YXOJ 32 MUIITyIIeH MJLTIOCTPATUBHBIH,
MalIMHON U KOMIIBIOTEPOM. PenpONyKTUBHBIH,
MPaKTUYECKUI
3. | «Cnenoit» necarunanbleBblid MeTos ieyatd | KomOuHMpOBaHHKII OOBSICHUTENHHO- PaznaTounslii MmaTepuan, Ompoc, npakTuyeckas pabora
Ha KJIaBUAType C PyCCKUM HIPU(TOM. WITFOCTPATUBHBIMN, cxema
OCHOBHOM, BepXHUI 1 HIDKHUH PSAABI PpenpONyKTUBHBIH,
KJIABUATYPBI. NIPAKTUYECKUH
4. | OcBoeHne MpHUEeMOB TEXHUKH MTICbMa Ha IIpakTukym IIpakTudeckuii Pa3narounslii MaTepuall, IIpaxTryeckas pabora
KJIaBHATYype C PYCCKUM HMIPUPTOM: OCHOBHOU cxema
Psi KJIaBHATYPBIL.
5. | OcBoeHue npueMoB TEXHUKH MTUCbMa Ha [IpakTukym [IpakTuueckuit Pa3parounsiit Matepuan, [IpakTrudeckas paboTa
KJIaBHAType € PyCCKUM MIPH(TOM: BEpXHUH cxema
Psi KJIaBHATYPBHIL.
6. | OcBoeHue mpueMoOB TEXHUKU MHUCbMA Ha ITpaxkTukym [IpaxTryeckuit PaznaTtounslii Mmarepuan, [MpakTnyeckas pabora
KJIaBHAType C PyCCKUM MIPU(TOM: HUKHUH cxema
Psi KJIaBHATYPBIL.
7. | OrpaboTtka nBUTATEIHHBIX HABBIKOB IIPU IIpaxkTukym [IpaxTryeckuit Pa3znaTtounslii Mmatepuan [MpakTnyeckas padora, 3amep
OCBOCHMH KJIaBHATYpPBI. 3aMepbl CKOPOCTH.
8. | OrpaboTtka nBUTaTEIHHBIX HABBIKOB IIPU IIpaxkTukym [paxTryeckuit Pa3znaTtounslii Mmatepuan ITpakTnyeckas pabora, 3amep

OCBOCHHMHU KJIaBUATYPHhI. 3aMepH CKOpPOCTH.
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHS MeTtoabl 00y4yeHust JAupakrTudyeckui ®opMa noABeACHUA
MaTepual HTOIroB
9. | OtpaboTka IBUTATEIHFHBIX HABBIKOB IIPH [IpakTukym [IpakTuueckuit Pa3parounsiii Matepuan [IpakTtuueckas pabota, 3aMep
OCBOCHHH KJIaBHATYpPBI. 3aMEPBI CKOPOCTH.
10. | OtpaboTka TBUTATEIHFHBIX HABHIKOB IIPH [IpakTukym [IpakTuueckuit Pa3marounsiii Matepuan [IpakTtuaeckas pabota, 3amep
OCBOCHHH KJIAaBHATYpPHI. 3aMEPBI CKOPOCTH.
11. | OtpaboTka nBUTaTEIbHBIX HABBIKOB U IIpakTuxkym IIpakTuueckuii Pa3narounslii MaTepuain [MpakTuyeckas padora, 3amep
OCBOCHMH KJIaBHATYpPHI. 3aMephl CKOPOCTH.
12. | OTtpaboTka nBUTaTEIbHBIX HABBIKOB IIPU IIpakTuxkym IIpakTuueckuii Pa3narounslii MaTepuain [MpakTuyeckas padora, 3amep
OCBOCHMH KJIaBHATYpPHI. 3aMephl CKOPOCTH.
13. | IpaBmna opopmienns 3HakoB npenuHanus, | KoMOMHHpOBaHHEII OOBsICHUTENEHO- Pa3parounsiit Matepuan Kaprouku-3ananus,
npsiMast pedb, HUTATHI, HCTIOJIb30BAHIE WIITIOCTPaTHBHBIH, IpakTHdeckas pabora
cokpareHuil. CriocoObl HCIIpaBICHUSA PEenpOyKTUBHBIMH,
OIINOOK. MIPAKTUYECKUH
14. [IpaBuiia HanMcaHKsl MAaTEMAaTUYECKUX KoMOuaupoBaHHbBIH OOBSICHUTENLHO- PaznaTounslit MmaTepuan Kaprouku-3ananus,
CUMBOJIOB M (hOpMYJI, TeorpapuuecKux WIIIFOCTPATUBHBIMN, IpakTH4yeckas pabora
0003HaYEHNN, YUCIUTEIBHBIX 1 PenpoﬂyKT“Bf‘Hﬁs
CJIOKHBIX TPUJIAraTebHbIX. TpaKTHHCCKII
15. | OdopmiieHne TEKCTOB C KomOuHMpoBaHHBIN PenponykTuBHBIN, Pa3narounslii Matepuan IIpaxkTryeckas pabora
MaTeMaTUYE€CKUMHU CUMBOJIAMH U TMPaKTHYECKUH
dhopmynamu, reorpadhuIeCKIMH
0003HaYCHUSAMH, YUCTUTEITLHBIMH U
CJIOJKHBIMU IPUJIaraTeabHbIMH.
16. | 3aromoBku M moa3aroioBku. CrocoOsI KomOnHMpOBaHHBIN OOBsCHUTENEHO- Paznarounsiit Matepuan Tecr, mpakTideckas padora
BBIJICJICHUS B TEKCTE. WILTIOCTPATHBHBIH,
PenpONyKTUBHBIH,
MIPAKTUYECKUI
17. | CHocku, npuMeyaHus. KomOnHMpOBaHHBIH OOBsICHUTEINIEHO- Pa3znaTtounslii Mmatepuan Tecr, npakTuyeckas pabora
WJUTIOCTPATHBHEIH,
PENpPOAYKTUBHBIMH,

MPaKTHYECKUH
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA Meroabl 00yueHust JIMIaKTHYEeCKU I ®opMa noaBeaeHHs]
MaTepual HTOIroB
18. | Ileuatanwme Tekcra ¢ kommsimu. [legaranue KomOuampoBaHHBIN OOBsICHUTENBHO- PazmaTounsrii MaTepuan Omnpoc, npakTudeckas paboTta
TEKCTa C ABYX CTOPOH JucTa. Hymeparus WITIOCTPATHBHBIH,
cTpaHul. [leyaTanue TekcTa Ha JIMHOBAaHHOU PenpONYKTUBHBIH,
Oymare. TUTYNBHBIN THCT, OHOAHOTpadwHs. MIPAKTUICCKHUH
19. | OdopmiieHIE TEKCTOB C IBYX CTOPOH ucTa | KoMOMHHMpOBaHHEII PenponykTuBHBIN, Pa3parounsiii Matepuan [IpakTudeckas pabora
C HyMepalueil CTpaHull, 3aroJ0BKaMH, MIPAKTUYECKUH
BbIJIC/ICHHEM, IPUMEUaHHEM U CHOCKaMH.
20. | 3auer mo mucuuruinHe «TexHUKa Tect, npakTU4ecKoe 3aJaHNe
MAaIIUHOMUCH
2 moJiyroame nepsBblii rog
21. | Ilucemo Tekcra ¢ nuppoBbIM U KomOuuMpoBaHHBIN PenponykTuBHBIN, Pa3narounslii MaTepuain [MpakTuyeckas padbora
(hopMyJIBHBIM MaTepUaIoM. MIPAKTUYECKUH
22. | Pyopukwu, cimcku. TaOymnsms. KomOnHMpOBaHHBIN OOBsICHUTENEHO- Paznarounsiit Matepuan Ornpoc, NpakTHYECKOE 3aaHNE
WIITIOCTPaTHBHBIH,
PENpPOAYKTUBHBIMH,
MPaKTUYECKUI
23. | IIpaBuia odopmieHus cxem. KomOuHMpoBaHHBIN PenponykTuBHBIN, Pa3narounslii Matepuan IIpaxTrueckas pabora
MPaKTUYECKUI
24. | Tabmuuer. [IpaBmia opopmieHUs U KomOnHMpOBaHHBIN OOBsICHUTENEHO- Paznarounsiit Matepuan TecT, npakTU4ecKoe 3aJaHue
COCTaBJICHUSI IPOCTHIX TAOJIHII. WILTIOCTPaTHBHBIH,
PENpOAYKTUBHBIMN,
PAKTUYECKUH
25. | Odopmienue mpocTeix Tabnwm Ha numrymei | KomOnHMpOoBaHHBIN PenponykTuBHBIN, Pa3narounslii Matepuan [IpaxTrueckas pabora
MallHE. NIPaKTUYECKUI
26. | Odopmiienne nmpocTeIx TabnuIl HA KomOnHMpOBaHHBIH PenmponykTusHsIii, PaznaTtounslii Mmatepuan IMpakTnyeckas pabora
KOMIIBIOTEPE. NIPaKTUYECKUI
27. | OrpaboTka ABHUTATENBHBIX HABBIKOB IIPU IIpaxkTukym [paxTryeckuit Pa3znaTtounslii Mmatepuan IMpakTnyeckas padora, 3amep
OCBOCHMH KJIaBHATYpPBI. 3aMepbl CKOPOCTH.
28. | OrpaboTka ABHUTATENBHBIX HABBIKOB IIPH IIpaxkTukym [paxTryeckuit Pa3znaTtounslii Mmatepuan ITpakTnyeckas pabora, 3amep

OCBOCHHMHU KJIaBUATYPHhI. 3aMepH CKOpPOCTH.
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA Meroabl 00yueHust JIMIaKTHYEeCKU I ®opMa noaBeaeHHs]
MaTepual HTOIroB
29. | OrpaboTka IBUTATEIBHBIX HABBIKOB MIPH [IpakTukym [IpakTuueckuit Pa3parounsiii Matepuan [IpakTtuueckas pabota, 3aMep
OCBOCHHH KJIaBHATYpPBI. 3aMEPBI CKOPOCTH.
30. | 3ader mo auctmiuinHe «TexHMUKa TecT, npakTHUECKOE 3aaHNE
MAaIIUHOIUCH»
1 nmoyroaue BTOpO¥ rog
31. | Auarpammsl. KomOuuMpoBaHHBIN OOBSICHUTENIEHO- Pa3narounslii MaTepuaill, Omnpoc, npakTHUECKoe 3aJaHue
WJUTIOCTPATUBHBIH, IIpe3eHTalNs
PENpPOAYKTUBHBIM,
TIPaKTUUECKUI
32. | Odopmnenune mpocTsix TabnuIy ¢ KomOuuMpoBaHHBIN PenponykTuBHBIN, Pa3narounslii MaTepuain [MpakTuyeckas padbora
JUarpaMMoi. MIPaKTUYECKUI
33. | Tabnuusl. [IpaBuia opopmieHus u KomOuHMpoBaHHBIN OOBsCHUTENBHO- Pa3narounslii Matepuan IIpaxTudeckas pabota, onpoc
COCTaBJICHUS CIIOXKHBIX TaOJIHII. WITFOCTPATUBHBIMN,
PENpPOAYKTUBHBIMH,
MIPaKTUYECKUI
34. | OdopmieHne cIOKHBIX TaOIHII HA KomOnHMpOBaHHBIN PenponykTuBHBIH, Paznarounsiit Matepuan [IpakTrudeckas paboTa
KOMIIBIOTEPE. MIPAKTUYECKUI
35. | Odopmienue TabIuIl C TEKCTOM, KomOuHMpoBaHHBIN PenponykTuBHBIN, Pa3narounslii Matepuai IIpaxTryeckas pabora
JIUarpaMMOu. NIPAKTUYECKUN
36. | Odopmienue TabauIl ¢ TOAKICHKOMN. KomOuHMpoBaHHBIN PenponykTuBHBIN, Pa3narounslii Matepuan IIpaxkTryeckas pabora
MpaKTUYECKUI
37. | OtpaboTKa qBUTraTeIbHBIX HABBIKOB IPH ITpaxkTukym [IpaxTryeckuit Pa3znaTtounslii Mmatepuan [TpakTnyeckas padora, 3amep
OCBOCHHH KJIaBHATYpPHI. 3aMepBl CKOPOCTH.
38. | OtpaboTKa ABUTaTENHEHBIX HABBIKOB IPH ITpaxkTukym [IpaxTryeckuit Pa3znaTtounslii Mmatepuan IMpakTnyeckas padora, 3amep
OCBOCHMU KJIaBHATYpPbI. 3aMePbl CKOPOCTH.
39. | OrpaboTka IBHUTAaTEIbHBIX HABBIKOB MIPH IIpakTukym IIpakTuueckuit Pa3narounslii Matepuan IIpaxkTrueckas pabora, 3amep

OCBOCHHMHU KJIaBUATYPHhI. 3aMepH CKOpPOCTH.
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA MeTtoabl 00y4yeHust JInpakTudeckum ®opMa noABeACHUA
MaTepual HTOIroB
40. | 3auer mo muctunnvHe «TexHnuka TecT, npakTUUecKoe 3a7aHue
MAaIIMHOIIHCH
2 noJiyroame BTOPOii roj
41. | «Cnemnoit» necsATHmambLeBblif MeTo edaTd Ha | KoMOMHMpOBaHHEII OOBACHUTENBHO- Paznarounslit MmaTepuan Omnpoc
KJIaBUAType C JATUHCKUM IIPUPTOM. WITIOCTPATUBHBIH,
OCHOBHOH, BEpXHUI W HIDKHUHN PSJIBI PenpOaYKTUBHEIMH,
Ki1aBuaTypbl. KnepHoe nucbMo. IPAaKTUYECKHH
42. | OcBoeHue IPUEMOB TEXHUKH IIHChMa Ha ITpakTukym ITpaxTuyeckuii Paznarounslit MmaTepuan [pakTHyeckas padora
KJIaBUAType C JaTHHCKUM IIPUGTOM: OCHOBHOM
psin knaBuaTypsl. KiepHoe nucsMo.
43. | OcBoeHue NpUEMOB TEXHUKH IIHChMa Ha IIpakTukym IIpaxTuueckuit Paznarounslit MaTepuan IMpakTuyeckas padora
KJIaBUAType C JaTHHCKUM IIPUGTOM: BEpXHUI
psin knaBuaTypsl. KiepHoe nucpMo.
44. | OcBoeHHE NPUEMOB TEXHUKHU TMChMaA Ha IIpaktukym [IpaxTuueckuit Paznarounslit MaTepuan IMpakTuyeckas padora
KJIaBHATYpPE C JIATHHCKUM HMIPAGTOM: HIDKHUH
psn knaBuaTypsl. KiiepHoe nucemo.
45, | OtpaboTKa JBHUTATEIBHBIX HABBIKOB IIPH ITpakTukym ITpaxTuyeckuii PazpnaTounslii MaTepuan IMpaxTiyeckas paboTa, 3amep
OCBOEHHU KJIaBUATYPHL. 3aMepbl CKOPOCTH.
IleuaTp moJ TUKTOBKY.
46. | OtpaboTka qBUraTelIbHBIX HABBIKOB IPU [Mpaktukym [pakruueckuit Paznarounslii MaTepuan [pakruueckas pabora, 3amep
OCBOEHMU KJIaBUATYPBL. 3aMepbl CKOPOCTH.
IleyaTh Mox TUKTOBKY.
47. | OtpaboTKa IBUraTeiIbHBIX HABBIKOB IPU [IpakTukym IIpakTudeckuii Pa3znaTounsnii MaTepuan [Ipakruueckas pabora, 3amep
OCBOEHMU KJIaBUATYPBL. 3aMepbl CKOPOCTH.
IleyaTh Mox TUKTOBKY.
48. | OtpaboTKa JBUraTEIbHBIX HABBIKOB IIPH IpakTHKy™M ITpaxTuyeckuii Pa3pnaTounslil MaTepuan ITpakTuyeckas pabora, 3amep
OCBOEHHH KJIaBHATYPHI. 3aMepbl CKOPOCTH.
IleuaTp mOJ TUKTOBKY.
49. | OtpaboTKa IBUraTeIbHBIX HABBIKOB MPH [pakTukym [pakruueckuit Paznarounslit MaTepuan [Ipakruyeckas pabora, 3amep
OCBOEHMU KJIaBUATYphL. 3aMepbl CKOPOCTH.
IleyaTh mox TUKTOBKY.
50. | 3auer mo pucuunnuHe «TexHuka ITpaxTideckas pabora

MalIuHOIIMCH))
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3.4.2. Incuunminuna: Opranu3anMoOHHAast TEXHUKA U HH(POPMALMOHHbIE
TEXHOJIOTUHM B JesionpousBoactie (40 4.)

HaumeHoBaHue 000py10BaHUs, IPOTPAMMHOIO0 00ecevYeHust

Ne Tema Dopma 3aHATHA Metoanl 00y4YeHus JIMIaKTHYeCKU I ®opMa noaBeaeHUst
MaTepuaJl HTOIroB
1 nmosiyroaue nepsblii rox

1. BBenenue: cpeacTBa OprreXHUKY, KoM6unupoBaHHbIf OOBACHHUTENBHO- PaznaTounslii MmaTepuan, orpoc
olpezieieHue, Ha3HaueHHe, KiIacCH(puKarys. WJUTIOCTPATUBHBIH Ipe3eHTalus

2. ITomerienue 11 ynpaBleHUECKUX CITYK0 1 KomOunnpoBaHHBIN OOBsICHUTENILHO- Pa3narounslii MaTepuall, onpoc
€ro OCHaIlleHHe WJUTIOCTPATUBHBIH IIpe3eHTalus

3. | CpencTsa 11 COCTaBIEHHS OPUTHHAIIOB KomOnHMpOBaHHBIH OOBsICHUTENBHO- Pa3znaTtounslii Mmatepuan, omnpoc
TEKCTOBBIX JIOKYMEHTOB. WJUTIOCTPATUBHBIH Ipe3eHTalus

4. | CpencrBa KONMPOBAHUS U ONEPATUBHOTO KomOnHMpOBaHHbIH OOBsICHUTENBEHO- Pa3znaTounslii Mmatepuan, omnpoc
pa3sMHOXKeHUs T0KyMeHTOB. CpeacTaa MJLTIOCTPATUBHBII Ipe3eHTalNs
TUPaXHUPOBAHUS JTOKYMEHTOB.

5. CpenctBa st 00pabOTKH TOKYMEHTOB. KomOnHMpOBaHHBIN OOBsICHUTENEHO- Pa3parounsiit Matepuan, onpoc
Cpencrsa cBsizu. J{ukrohoHHAsI TEXHUKA. WIITFOCTPATUBHBIN MIPE3EHTAINA, SKCKYPCHS
BrruncnurensHble cpencTa.

6. | KonTtponpHas pabora o teme TecT
«Opra"u3aioHHas TEXHUKa»

7. Beenenue. [IpuxnagHoe nporpaMMHOE KomOuHMpoBaHHBIN OOBsCHUTENBHO- Pa3narounslii MaTepuall, Kaprouxu-3aganus
obecrnieuenne i paboThl CEKpeTapsl. WJUTIOCTPATUBHBIH, Mpe3eHTAINS
TexctoBsit mpouieccop WORD: PpenpONyKTUBHBIH,
(hyHKIIMOHATIHPHBIE BO3MOYKHOCTH. MTPAKTUIECKHUI

8. TexctoBsiii iponieccop WORD: mopsipok u KomOuuMpOoBaHHBIN PenponykTuBHBIN, Pa3narounslii Matepuan Kaprouku-3ananus
MpPUEMBI BBIIOJIHEHUS ONIEpalUil. MIPAKTUYECKUI

0. Brmonaenue padot mo o6paboTke KomOuHMpOoBaHHBIN PenponykTuBHBIN, Pa3narounslii Matepuan [IpakTuueckoe 3ajaHue
JIOKYMEHTAITH B TEKCTOBOM IIPOIIECCOPE. MIPAKTUIECKUI
Odopmienne ykazaTeneH, HaaIucen.
3auet no gucuuinHe «OpraHu3zaluoHHast

10. | TexHuka 1 MHGOPMALMOHHBIE Tect

TCXHOJIOT'MU B ACJIOINPONU3BOJICTBE»
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA MeTtoabl 00y4yeHust JInpakTudeckum ®opMa noABeACHUA
MaTepual HTOIroB
2 moJiyroame nepBblii rox

11. | Bemonnrenune pabot mo odpaboTke KomOuHMpoBaHHBIN PenponykTuBHBIN, Pa3parounsiit Matepuan [IpakTuueckoe 3ajaHue
JIOKYMEHTAI[H B TEKCTOBOM IIPOIIECCOpE. MIPAKTUYECKUH
OdopmiieHne 3arojoBKa CTeHIA.

12. | Beimonnenue pabor o o0OpadboTKe KomOunnpoBaHHBIN PenponykTuBHBIN, Pa3narounslii MaTepuain IIpakTuueckoe 3aaHue
JIOKYMEHTAI[H B TEKCTOBOM IIPOIIECCOpE. MIPAKTUYECKUH
OdopmiieHre HHPOPMAITMOHHBIX JTUCTOB IS
CTeHJa.

13. | DnextponHas Tadnuua Excel: KomOuuMpoBaHHBIN PenponykTuBHBIN, Pa3narounslii MaTepuain Omnpoc, npakTHUECKoe 3aJaHue
(hyHKIIOHATIbHBIC BO3MOXHOCTH MIPAaKTHYECKUI
3JIEKTPOHHOH TaONHIBI.

14. | BrmonaeHne paboT B 3JIEKTPOHHOI KomOnHMpoBaHHBIN PenponykTuBHBIN, Pa3marounsiit Matepuan [IpakTuueckoe 3aaHue
Tabnuue: opopmiieHne TeKcTa, TabiIuI, MIPAaKTHYECKUI
JMarpaMm.

15. | Omexrponnas Tabimna Excel: mopsmox u KomOnHMpOBaHHBIN PenponykTuBHBIH, Paznarounsiit Matepuan TecT, npakTUUecKoe 3ajaHue
IpUEMBI BBITIOJIHEHHS ONlepanuii. MIPAaKTHYECKUI

16. | BrmonaeHne paboT B 3IIEKTPOHHOI KomOuHMpOBaHHBIN PenponykTuBHBIH, Pazparounsiit Matepuan [IpakTuueckoe 3ajaHue
Tabnuue: opopmiieHne TeKCTa, TabiIHI, MIPAaKTHYECKUI
JIUarpaMmm, criapKjiaifHOB; IPOCTHIE
BBIYUCIICHHSL.

17. | KonTtponsHas paGora mo teme IIpaxTryeckoe 3a1aHue
«DnexrponHas Tabnuia Excel»

18. | Komnerorepnsle cetu. MHTEpHET. KomOuHMpOoBaHHBIN PenponykTuBHBIN, Pa3narounslii Matepuai, Tect

MIPAKTUIECKUI MIPe3CHTAINS

19. | Cucrema nepegauu 3IEKTPOHHBIX KomOnHMpOBaHHBIH PenmponykTusHsIii, PaznaTtounslii Mmarepuan, IIpaxkTuyeckoe 3anaHue
co0O0ImeHNH. DNEeKTPOHHAs MOYTa. MIPAKTUIECKUI MIPe3CHTAINS

20. | 3auer no nuctmminHe «OpraHu3aluOHHAs Pa3znaTtounslii Mmatepuan Tect, npakTHUECKOE 3aaHNE

TCXHHUKA U I/IH(bOpMaHI/IOHHLIC
TCXHOJIOT'MU B CJIONPONU3BOJCTBC




39

HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA Meroabl 00yueHust JIMIaKTHYEeCKU I ®opMa noaBeaeHHs]
MaTepual HTOIroB
1 nmosxyroaue BTOpoii rox
21. | ApxuBaTopsl. AHTUBHPYCHBIC TIPOTPAMMEL. KomOuampoBaHHBIN PenponykTuBHBIN, Pa3parounsiil Matepuan Omnpoc
MPaKTUUYECKUI

22. | BeimonHaenue padbot o 06paboTke KomOuunpoBaHHBIN PenponykTuBHBIN, Pa3narounslii MaTepuain IIpakTuueckoe 3aaHue
JOKYMEHTAUH B TEKCTOBOM IPOLIECCOPE. MIPAKTUYECKUI
CruneBoe (hopMaTHpOBaHHE.

23. | BremomHenune pabot mo obpabdoTke KomOnHMpOBaHHBIN PenponykTuBHBIH, Pa3parounsiit Matepuan [IpakTuueckoe 3ajaHue
JOKYMEHTAIUH B TEKCTOBOM IIPOILIECCOPE. MIPAKTUYECKUI
CruneBoe hopMaTHpOBaHHE.

24. | Word: npumenenue 1aboHoB mpH KomOnHMpOBaHHBIN PenponykTuBHBIN, Pa3parounsiit Matepuan [IpakTuueckoe 3aaHue
CO3/1aHHH JOKYMEHTOB. MIPAKTUYECKUI

25. | Word: npumenenue 1aboHoB npH KomOuHMpoBaHHBIN PenponykTuBHBIN, Pa3marounsiit Matepuan [IpakTuueckoe 3ajaHue
CO3/1aHUH JOKYMEHTOB MIPAKTUYECKUI

26. | Word: coszmanne coOCTBEHHBIX 1A0IIOHOB KomOuHMpoBaHHBIN PenponykTuBHBIN, Pa3narounslii Matepuai IIpakTuueckoe 3ajaHue

MPaKTUYECKUI

27. | Ilpumenenue m1abI0HOB NPU CO3aHUU KomOuHMpoBaHHBIN PenponykTuBHBIN, Pa3narounslii Matepuan IIpakTuueckoe 3ajaHue
JIOKYMEHTOB NIPAKTUYECKUN

28. | IlpumeHeHue MabIOHOB TIPU CO3IAaHUA KomOnHMpOBaHHBIN PenponykTuBHBIH, Paznarounsiit Matepuan [IpakTuueckoe 3ajaHue
JIOKYMEHTOB NIPAKTUYECKUN

29. | Konrponbnas pabora o teme «I11abmons» Pa3znaTtounslii Mmatepuan IIpakTnyeckoe 3anaHue

30. | 3auer no aucuuminuHe «OpraHu3aluoHHas Pa3znaTtounslii Mmatepuan Tect, npakTHUecKoe 3aaHue
TEeXHHUKA 1 HHPOPMaMOHHbIE
TEXHOJIOTHH B JEJIONPOU3BOICTBE

31. | [Ipesenranuonnas nporpamma PowerPoint: KomOnHMpOBaHHBIH PenponykTusHsIii, Pa3znaTtounslii Mmatepuan Omnpoc, NpakTUYECKOe 3aJaHue
(yHKIIMOHAJIbHBIE BO3MOXHOCTH. MPaKTUYEeCKHUI

32. | Co3nanue npeseHTanuil. KomOnHMpOBaHHBIH PemponykTusHsIii, Pa3znaTtounslii Mmatepuan IIpaxTuyeckoe 3anaHue

MPaKTUYEeCKUI
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HaumenoBanue 060py1101331{1/m, MMporpaMmMHoOro od0ecreueHus
Ne Tema ®opma 3aHATHHA MeTtoabl 00y4yeHust JInpakTudeckum ®opMa noABeACHUA
MaTepual HTOIroB
2 noJiyroame BTOPOii rox
33. | IIpesenrannonnas nporpamma PowerPoint: KomOuampoBaHHBIN PenponykTuBHBIN, Pa3parounsiil Matepuan TecT, npakTUUECKOE 3aJaHKE
ITopsinok u npreMBl BEIOIHEHMS OTEpaLnil. MIPAKTUYECKUI
34. | Co3naHue mpe3eHTaui. KomOuunpoBaHHBIN PenponykTuBHBIN, Pa3narounslii MaTepuain IIpakTuueckoe 3aaHue
MIPaKTUYECKUI
35. | Co3nmaHue mpe3eHTaui. KomOuuMpoBaHHBIN PenponykTuBHBIN, Pa3narounslii MaTepuain IIpakTuueckoe 3aaHue
MPaKTUYECKUI
36. | Kontponbnas pabora 1o teme IIpaxkTdeckoe 3aaHue
«IIpe3eHTaIOHHAas IporpamMma
PowerPoint»
37. | CoBMecTHOE cOo3AaHUE U PEJAKTUPOBAHHUE KomOuuMpoBaHHBIN OOBSICHUTENIEHO- Pa3narounslii MaTepuain [MpakTuyeckas padbora
JIOKYMEHTOB. WILTIOCTPATHBHBIH, https://docs.google.com/ -
PpenpOayKTUBHBIN JIOKyMeHThI Ha I'yriie
38. | CoBMecTHOE cO3MaHNE U PETAKTUPOBAHUE KomOuHMpoBaHHBIN OOBsCHUTENBHO- Pa3narounslii Matepuan IIpaxTrueckas pabora
JIOKYMEHTOB. WILTIOCTPATUBHBIH, https://docs.google.com/ -
penpoLyKTHBHBIN JIOKyMeHTHI Ha ['yrie
39. | CoBMecTHOE CO3JaHKE U PETaKTUPOBAHUE KomOnHMpOBaHHBIH OOBsICHUTEINIEHO- Pa3znaTtounslii Mmatepuan IMpakTnyeckas pabora
JIOKYMEHTOB. WLTIOCTPATUBHBIH, https://docs.google.com/ -
penpoLyKTHBHBIN JIOKyMeHTHI Ha ['yrie
40. | 3ader no aucuumiunHe «OpraHu3alMoOHHAs Tect, npakTHUECKOE 3aaHNE
TEXHHUKA M HHPOPMaNOHHbIE
TEXHOJIOTHH B JEIONPOU3BOICTBE




3.4.3. Incunniaunna: JIOKyMeHThI, KOppecHoOHIeHIus 1 Aeonpou3BoacTso (58 4.)
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMmHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA MeTtoabl 00y4yeHust JInpakTudeckum ®opMa noABeACHUA
MaTepual HTOIroB
1 nosnyroaue nepBblii rog
1. OCHOBHBIE CBEJICHUS U3 UCTOPUU Jleknusi-6ecena OOBACHHUTENBHO- Pazmarounsiit Matepuan Ompoc
JIJIOTIPOM3BOCTBA U CEKPETapCKoil WJUTIOCTPATUBHBIH
ciry0b1. Oprannzanys HHGOpManuOHHO-
JIOKyMEHTAJIBHOTO 00CITy>KHBaHHSL.
2. | HoxymeHTannoHHoe obecrieueHre Jlekums-6ecena OOBsICHUTENBHO- Paznarounslii MaTepuan, Kaprouku-3ananus
npeanpusaTHs. TpeOoBaHUS K JOKyMEHTaM. WILTIOCTPaTUBHBIN Mpe3eHTaINs
CocraBnieHNE TEKCTOB CITy>KEOHBIX
JIOKYMEHTOB.
3. JlokyMeHTaIoHHOE 00ecTieueHIe Jlexums-6ecena OOBSACHUTEIHHO- Pa3parounsiit Marepuai, Tect
npeanpusTs. TpeboBaHUs K JOKyMEHTaM. WIITIOCTPaTHBHBIN Mpe3eHTaus
4. | TpeboBanus k 61aHKaM M TIpaBHIIA Jlekums-6ecena OOBsICHUTENBHO- Paznarounslii MaTepuan, Kaprouku-3ananus
oopmiteHns yIIpaBlIeHYECKNX JOKYMEHTOB. WIITIOCTPaTHBHBIN Mpe3eHTaus
5. OCHOBHBIE TIOJIO)KEHUS CTUIHCTHKH, Jlexmus-6ecena OOBsCHUTENBHO- Pa3narounslii Matepuan Omnpoc
JeKCUKH 1 ppaszeosornn. CrienuaabHas WIITIOCTPaTHBHBIN
nekcuka. Tepmunonorus. OdurmansHo-
JIeTIoBOM cTHlb. OCHOBHBIE TIOJIOKEHUS
opdorpaduu u MOPHOIOTHH C PITEMEHTAMHU
MpaKTHIeCKON cTImCcTHKN. CHHTAKCHC C
3JIEMEHTaMH NPAKTUYECKOHN CTHIIMCTHKH.
6. TexHuka pelakTUPOBaHUs TEKCTOB. KomOnHMpOBaHHBIH OOBsICHUTEIIEHO- PaznaTtounslii Mmatepuan, Tect
WJUTIOCTPATHBHEIH, MIPe3CHTAINS
PeNpOAYKTUBHBIN
7. TexHUKa peakTUPOBaHUS TEKCTOB. KomOuHMpOoBaHHBIN PenponykTuBHBIN, Pa3narounslii Matepuan [IpaxkTrueckas pabora
TPaKTHYECKUH
8. 3auer no AucUUIUINHE «{OKYMEHTHI, Tect

KOPPECIMOHACHIUA U NCJIONPON3BOJICTBO»
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA MeTtoabl 00y4yeHust JInpakTudeckum ®opMa noABeACHUA
MaTepual HTOIroB
2 moJiyroaue nepBblii 1o
9. | Cbop u pedepupoBanne HHPOpPMATUH nexus-oecena OOBsICHUTENBHO- PazmaTounsnii MaTepuan Omnpoc
MJLTIOCTPATUBHBILI
10. | KonTpomxbnas pabdora o reme « OCHOBBI Tect, npakTHUECKOE 3aaHNE
PENAKTUPOBAHMS TEKCTOB 1 pehepHpOBaHIUE
HHPOPMAITIID
11. | JIOKYMEHTHI JIUYHOTO XapaKTepa; Jlexmmsi-Oecena OOBsCHUTENEHO- Pa3marounsiit Matepuan Ompoc
cocTaBieHue, oopMieHue U paboTa ¢ MJLTIOCTPATUBHBII
JOKYMEHTaMHU.
12. | JIOKYMEHTHI JTUYHOTO XapaKTepa; [IpakTukym PenponykTuBHBIH, Pa3parounsiit Matepuan [IpakTudeckas pabora
cocrasieHue, opopmieHue u pabota c MIPAKTUYECKUH
JIOKYMEHTaMH.
13. | JlOKYMEHTBI IMYHOTO XapaKTIepa; Jlekuus-6ecena OOBsICHUTENILHO- Pa3narounslii MaTepuan Kaprouxu-3aganus
cocrasienue, opopmieHue u pabota c WIITFOCTPATUBHBIN
JIOKYMEHTaMH.
14. | JIOKyMEHTBI IMYHOTO XapaKTepa; IIpakTukym PenponykTuBHBIN, Pa3narounslii Matepuan IIpaxkTryeckas pabora
cocrasienue, opopmieHue u pabota c HPaKTUYECKUI
JIOKYMEHTaMH.
15. | JIOKyMEHTBI IMYHOTO XapaKTepa; Jlexmus-6ecena OOBsCHUTENBHO- Pa3narounslii Matepuan Kaprouxu-3aganus
cocTaBieHue, opopmieHue u pabora ¢ MJLTIOCTPATUBHBII
JIOKYMEHTaMHU.
16. | JIOKYMEHTHBI JIUUHOTO XapaKTepa; [IpakTukym PenponykTuBHBIH, Paznarounsiit Matepuan [IpakTrudeckas paboTa
cocTaBieHue, opopmieHue u pabora ¢ MIPAKTUYECKUI
JIOKYMEHTaMHU.
17. | JlOKyMEHTBI TMYHOTO XapaKTepa; Jlekums-6ecena OOBsICHUTEIIEHO- Pa3znaTtounslii Mmatepuan Kaprouku-3aganus
cocTaBieHue, opopmieHue u pabora ¢ WJLTIOCTPATUBHBII
JIOKYMEHTaMH.
18. | JIOKyMEHTBI JIMUHOTO XapaKTepa; IIpakTukym PenponykTuBHBIN, Pa3narounslii Matepuan [IpaxkTrueckas pabora
cocraBiieHue, ohopmieHre u pabota ¢ TIPaKTUIECKUI
JIOKYMEHTaMH.
19. | JIOKyMEHTBI IMUHOTO XapaKTepa; Jlexnms-6ecena OOBsCHUTENBHO- Pa3narounslii Matepuan Kaprouku-3ananus
cocraBiieHue, ohopmieHre u pabota ¢ WJUTIOCTPATUBHBIN

JOKYMCHTaMMU.
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA MeTtoabl 00y4yeHust JInpakTudeckum ®opMa noABeACHUA
MaTepual HTOIroB

20. | JoKyMeHTHI TMYHOTO XapaKTepa, [IpakTukym PenponykTuBHBIN, Pa3parounsiii Matepuan [IpakTrdeckas pabora
cocraBieHue, opopmienne u padora c MIPAKTUICCKUN
JOKyMEHTaMH.

21. | Konrponbnas pabota o teme «JoKyMeHTHI Tecr, mpakTHIEeCKOE 3a1aHAE
JIMYHOTO XapakKTepay

22. | OCHOBHBIE TOKYMEHTHI YIIPaBIICHNS; Jlekums-6ecena OOBsICHUTENBHO- PaznaTouHslit MaTepuan Kaprouku-zananus
cocTaBieHue, oopMieHue U pabora ¢ WIITIOCTPaTUBHBIN
JOKyMEHTaMH.

23. | OcHOBHBIE JOKYMEHTHI yIPaBICHUS; [IpakTukym PenponykTuBHBIN, Pa3marounsiit Matepuan [IpakTudeckas padora
cocTaBieHue, oopMIeHHE U paboTa ¢ MIPAaKTHYECKUI
JIOKYMEHTaMH.

24. | OcHOBHBIE TOKYMEHTHI YIpaBICHUS; Jlexkuus-6ecena OOBSICHUTENIEHO- PaznaTounslif MaTepuan Kaprouxu-3aganus
cocrasieHue, opopmieHue u pabota c WJUTIOCTPATUBHBIH
JIOKYMEHTaMH.

25. | OcHOBHBIE TOKYMEHTHI YIPaBICHUS; IIpakTukym PenponykTuBHBIN, Pa3narounslii Matepuan IIpaxTrueckas pabora
cocrasienue, opopmieHue u pabota c HPaKTUYECKUI
JIOKYMEHTaMH.

26. | OCHOBHBIE TOKYMEHTHI YIPaBICHNUS; Jlexmus-6ecena OOBsCHUTENBHO- Pa3narounslii Matepuan Kaprouxu-3aganus
cocrasienue, opopmieHue u pabota c WITFOCTPATUBHBIN
JIOKyMEHTaMH.

27. | OcHOBHBIE JOKYMEHTHI YIIPaBICHUS; [IpakTukym PenponykTuBHBIH, Paznarounsiit Matepuan [IpakTudeckas paboTa
cocTaBieHue, opopmieHue u pabora ¢ MIPAaKTHYECKUI
JIOKyMEHTaMH.

28. | OcHOBHBIE TOKYMEHTHI YIPaBIICHNS; Jlekums-6ecena OOBsICHUTENBHO- PaznaTounslii MaTepuan Kaprouku-3ananus
cocTaBieHue, opopmieHue u pabora ¢ WILTIOCTPATHBHBIN
JIOKYMEHTaMHU.

29. | OcHOBHBIE TOKYMEHTHI YIpPaBICHUS; IIpaxkTukym PenponykTusHsIii, Pa3znaTtounslii Mmatepuan IMpakTnyeckas pabora
cocraBieHue, ohopmieHre u paboTa ¢ TIPaKTUIECKUI
JIOKYMEHTaMH.

30. | OcHOBHBIE TOKYMEHTHI YIPaBICHHUS; Jlexnms-6ecena OOBsCHUTENBHO- PaznmaTounsnii Mmatepuan Kaprouxku-3aganus
cocraBiieHue, ohopmieHre u pabota ¢ WJUTIOCTPATUBHBIN

JOKYMCHTaMMU.
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA MeTtoabl 00y4yeHust JInpakTudeckum ®opMa noABeACHUA
MaTepual HTOIroB
31. | OcHOBHBIE TOKYMEHTHI YIPABICHNUS; [IpakTukym PenponykTuBHBIN, Pa3parounsiii Matepuan [IpakTrdeckas pabora
cocraBieHue, opopmienne u padora c MIPAKTUICCKUN
JIOKYMEHTaMHU.
32. | OCHOBHBIE TOKYMEHTHI YIPaBJICHUS; Jlekuus-6ecena OOBsICHUTENBEHO- Pa3znaTounslii MaTepuan Kaprouku-3aganus
cocTaBieHue, oopMieHe U paboTa ¢ MJLTIOCTPATUBHBII
JIOKYMEHTaMH.
33. | OcHOBHBIE TOKYMEHTHI YIpaBICHNUS; IIpakTuxkym PenponykTuBHBIN, Pa3narounslii MaTepuain [MpakTuyeckas padbora
cocrasieHue, opopmieHue u pabota c MIPAKTUYECKUH
JIOKYMEHTaMH.
34, | 3ader no AUCIMIUIMHE «J{OKyMEHTHI, Tect, npakTU4eCKOE 3aJaHNue
KOPPECTIOHICHIIMS U EJIONIPOU3BOACTBOY
1 moyroaue BTOpO¥i rog
35. | Bunsl npeanpustui. Jlekuus-6ecena OOBsICHUTENILHO- Pa3narounslii MaTepuan Kaprouxu-3aganus
WJUTFOCTPATUBHBIN
36. | YnpaBneHueckas CTPYKTypa IpEANPHUATHUS. Jlekums-6ecena OOBsICHUTENBHO- Pa3znaTounslii Mmatepuan Kaprouku-3aganus
WJUTFOCTPATUBHBIN
37. | KorrponbHas pabota mo teme « OCHOBBI Tect
MEHEKMEHTa»
38. | Opranmzanus paboTHI ¢ JOKYMEHTaMH. KomOnHMpOBaHHBIN OOBsICHUTENEHO- Pa3znarounsiit Matepuan Kaprouku-3ananus
WJLTIOCTPATUBHBIH,
penpoLyKTHBHBIN
39. | Opranmzanus paboTHI ¢ JOKYMEHTaMH. KomOnHMpOBaHHBIN OOBsICHUTENEHO- Paznarounsiit Matepuan Kaprouku-3ananus
WJLTIOCTPATUBHBIH,
PpenpoLyKTUBHBIH
40. | Opranuszanus paboThI C JOKyMEHTaMH. KomOnHMpOBaHHBIH OOBsICHUTEINIEHO- Pa3znaTtounslii Mmatepuan Kaprouku-3aganus
WJLTIOCTPATUBHBIH,
PeNpOAYKTUBHBIN
41. | Oprannzanus paboTsl ¢ JOKYMEHTaMH. KomOuumpoBaHHBIN OOBsCHUTENBHO- Pa3narounslii Matepuan Kaprouku-3ananus
WJUIIOCTPaTUBHBIM,

PpenpOayKTUBHBIN
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA MeTtoabl 00y4yeHust JInpakTudeckum ®opMa noABeACHUA
MaTepual HUTOI'OB
42. | Opranmzanus paboTHI ¢ JOKYMEHTaMH. KomOuampoBaHHBIN OOBSICHUTENBHO- PazmaTounsrii MaTepuan Kaprouku-3aganns
WIUTIOCTPATUBHBIMN,
PpenpOayKTUBHBIN
43. | Opranmzanus paboTHI ¢ JOKYMEHTaMH. KomOuHMpOBaHHBIN OOBSICHUTENHHO- Pa3parounsiit Matepuan Kaprouku-3ananus
WLUTIOCTPATHBHEIH,
PpenpoayKTHBHBII
44. | Pabota ¢ mokyMeHTamu, cofepKaluMu KoM6unupoBaHHbIf OOBACHHUTENBHO- PaznaTounslii MmaTepuan Kaprouku-3ananus
KOMMEPUECKYIO TallHy NpeapusaTus WJUTOCTPATUBHBIH,
penpoayKTUBHBIN
45. | Homenknarypa aen KoM6unupoBaHHbIf OOBACHHUTENBHO- PaznaTounslit MmaTepuan Ompoc
WUTKOCTPATUBHBIH,
penpoayKTUBHBII
46. | 3ader o nuCUUIUIMHE «/OKyMEHTHI, Tect
KOPPECTIOHCHIINS 1 ICIIOTIPOU3BOACTBOY
2 noJiyroaue BTOPOii roa
47. | ®opmupoBaHue nen KoMOuaupoBaHHbBIH OOBICHUTENHHO- PaznaTounslit MmaTepuan Kaprouku-3ananus
WJUTIOCTPATUBHBIH,
PpenpOayKTUBHBIN
48. | XpaHeHue nen KoMOuaupoBaHHbBIH OOBSICHUTENHHO- PaznaTounsblit MmaTepuan Kaprouku-3ananus
WJUTIOCTPATUBHBIH,
PpenpOayKTUBHBIN
49. | OcHOBHBIC QYHKIIUU CEKpPETaps 10 KoMOuaupoBaHHbBIH OOBICHUTENHHO- PaznaTounslii MmaTepuan, Kaprouku-3ananus
obecrieyeHnI0 6€310KyMEHTAllHOHHOTO WITFOCTPATUBHBIMN, Mpe3eHTaus
00CITy)KUBaHUSI ESITEIHPHOCTH PYKOBOIHUTEIIS PpenpoOayKTUBHBIN
50. | OcHOBHBIC QYHKIHH cEKpeTaps MO KomOnHMpOBaHHBIN OOBsCHUTENEHO- Pa3zparounsiit Matepualn, Kaprouku-3ananus
obecrieueHnIo 0e310KyMEHTAIlMOHHOTO WJUTIOCTPATUBHBIHN, Mpe3eHTaLMs
00CITy)KUBaHUSI CSITEIPHOCTH PYKOBOIHUTEIIS PpenpoOayKTUBHBIN
51. | OcHOBHBIC DYHKIHH CEKpeTaps MO KomOnHMpOBaHHBIN OOBsICHUTENEHO- Paznarounsiit Matepuan Kaprouku-3ananus
obecrieueHnIo 0€310KyMEHTaIlHOHHOTO WLUTIOCTPATHBHEIH,
00CITy)KUBaHUSI ICSITEIHPHOCTH PYKOBOIHUTEIIS PpenpoOayKTUBHBIN
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA MeTtoabl 00y4yeHust JInpakTudeckum ®opMa noABeACHUA
MaTepual HTOIroB
52. | OcHoBHBIE (QyHKITHH CEKpeTaps Mo KomOuampoBaHHBIN OOBsICHUTENBHO- PazmaTounsrii MaTepuan Kaprouku-3aganns
obecrieueHnIO 6€310KyMEHTAIIHOHHOTO WJUTIOCTPATHBHEIH,
00CITyKMBaHHS ACATETHHOCTH PYKOBOIUTENS PEIPORAYKTHBHBIHN
53. | Opranusanus u 1oKyMeHTHpoBaHue paboTsl | KoMOMHMpOBaHHBIH OOBsICHUTENBEHO- PaznaTounsIit MaTepuan Kaprouku-3ananus
¢ 00paIIeHNsMH TPaXIaH WIITIOCTPATHBHBIH,
PpenpoayKTHBHBII
54, | JloKyMeHTHI 110 TUYHOMY COCTaBy (Kaapam, KomOuuMpoBaHHBIN OOBSICHUTENIEHO- Pa3narounslii MaTepuain Kaptouku-3aganus,
MIepCOHANY); COCTaBJICHHE, O(OPMIICHHE U WJUTIOCTPATUBHBIH, npakTuyeckas pabora
paboTa ¢ TOKyMEHTaMHU. PEeNpOAYKTHBHBIH,
TIPaKTUYECKUI
55. | JJOKyMeHTBI 110 TUYHOMY COCTaBy (Kaapam, KoM6unupoBaHHbIH OOBACHHUTENBHO- PaznaTounslit MmaTepuan Kaprouku-3ananus,
MepCOHANY); COCTaBJIeHHE, O(OpPMIICHHE U WJUTIOCTPATUBHBIH, npakTuyeckas pabora
paboTa ¢ TOKyMEHTaMH. PETIPOAYKTHBHBIH,
MIPaKTUYECKUI
56. | JJOKyMeHTHI M0 TUYHOMY COCTaBY (Kaapawm, KomOnHMpOBaHHBIN OOBsCHUTENEHO- Paznarounsiit Matepuan Kaprouku-3ananus,
MIEpCOHANY); COCTaBJIEHHE, 0(OPMIIEHHE U WIITIOCTPATHBHBIH, IpakTHyeckas pabora
paboTa ¢ TOKyMEHTaMH. PETPOAYKTHBHBIH,
MIPaKTUYECKUI
57. | JoKyMeHTHI Mo THIHOMY cOcTaBy (Kaapam, KomOnHMpOBaHHBIN OOBsICHUTENEHO- Paznarounsiit Matepuan Kaprouku-3ananus,
MIEpCOHANY); COCTaBJIEHHE, 0(OPMIIEHHE U WILTIOCTPaTHBHBIH, IpakTHyeckas pabora
paboTa c TOKyMEHTaMHu. PENpOAYKTHBHBIH,
MPaKTUYECKUI
58. | 3ader no auctMIUIMHE «J{OKyMEHTHI, Tect

KOPPECMOHACHIUA U ACJIONPONU3BOACTBO»
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3.4.4 Tucuuniimna: [enoBas kyJastypa (18 4.)

HaumeHoBaHue 000py10BaHus, IPOrPAMMHOIO0 o0ecevYeHust

Ne Tema Dopma 3aHATHA Metoabl 00y4YeHus JIMIaKTHYeCKU I ®opMa noaBeaeHUst
MaTepuaJl HTOI'OB
1 monyroaue nepBblii roj
1. OcTteTndeckas U 3TUYecKas KyJIbTYypHI. Jlekuus-6ecena OOBsICHUTENILHO- IIpesenTanus. Pa3nartounslii | onpoc
UJUIIOCTPATUBHBIM, Martepuan
PpenpoayKTUBHBII
2. | Ilcuxonorus oOueHus. Jlexkuus-6ecena OOBsICHUTENILHO- [pesenranwms. Paznarounslii | onpoc
UJUIIOCTPATUBHBIM, Martepuan
penpoayKTUBHBII
3. Kynbrypa oOmienus B chepe nesiTelbHOCTH KomOunnpoBaHHBIN OOBsICHUTENILHO- IIpesenTanus. Pa3narounslii | onpoc
ceKkpeTaps. WUTIOCTPATUBHBIN, METOA | MaTepual
JEMOHCTPaMOHHBIX
TIPUMEpOB
4. Kynbrypa o0menns B cepe nesTenbHOCTH KomOnHMpOBaHHBIN OOBsCHUTENEHO- [IpesenTauus. Paznarounslil | onpoc
ceKperaps. WITIOCTPATHBHBIN, METOJl | MaTepHal
JIEMOHCTPaMOHHBIX
IIPUMEPOB
5. Kynbrypa obmenns B cepe nesTenbHOCTH KomOnHMpOBaHHBIN OOBsICHUTENEHO- [IpesenTauus. Paznarounslil | onpoc
ceKpeTaps. WITIOCTPATHBHBIN, METOJl | MaTepHal
JIEMOHCTPAIMOHHBIX
IpUMEPOB
6. Kynbrypa oOuienus B cepe nesiTelIbHOCTH KomOuHMpoBaHHBIN OOBsCHUTENBHO- IIpesenTanus. Paznarounslii | onpoc
ceKkpeTaps. WITIOCTPATUBHBINA, METOJT | MaTepHal
J€MOHCTPAIIMOHHBIX
IIPUMEPOB
7. MMy cexperapst. KomOuumpoBaHHBIN OOBsCHUTENBHO- IIpesenTanus. Paznarounslii | onpoc
WJUTIOCTPATUBHBIN, METOA | MaTepual
JIEMOHCTPAaLlMOHHBIX
IIPUMEPOB
8. Kynbrypa peun. KomOnHMpOBaHHBIH OOBsICHUTEIIEHO- IIpe3enrtanusa. Pazgarounsiii | ompoc
WTIOCTPATUBHBIN, METOA | MaTepual
J€MOHCTPaLlMOHHBIX

IIPUMEPOB
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HaumenoBanmne oﬁopmeBaHm[, MMporpaMmMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHHA MeTtoabl 00y4yeHust JInpakTudeckum ®opMa noABeACHUA
MaTepual HTOIroB
0. Kynprypa tenedorHOTO pasrosopa. Ypok-urpa OOBsICHUTENBHO- [IpesenTanus. Paznarounslil | onpoc, 3anaHus
MJUTIOCTPATHBHBIN, METOA | MaTepual
JEMOHCTPALlMOHHBIX
MIPUMEPOB
10. | 3ader no aucuUIINHE «/lenoBas KynbTypay TECT
2 moJyroaue nepBbIii rojx
11. | DTHKET B 1€JIOBOM NEPEMUCKE. KomOnHMpOBaHHBIN OOBsCHUTENBHO- [IpesenTanus. Paznarounslil | onpoc
WJLTIOCTPATUBHBIH, MaTepHuan
penpoLyKTHBHBIN
12. | BusurtHele KapTOUKH. KomOnHMpOBaHHBIN OOBsCHUTENBHO- [IpesenTanus. Paznarounslil | onpoc
MJLTIOCTPATUBHBIH, MaTepHuan
penpoLyKTHBHBIN
13. | Texnuka BegeHUs U STUKET AE€TOBON KomOnHMpOBaHHBIN OOBSACHUTEIBHO- [IpesenTauus. Paznarounslil | tect
Gecenpl. WITFOCTPATUBHBIMN, MaTepHan
PpenpOayKTUBHBIN
14. | HdenoBoii mpoTOKOI. KoMOuaupoBaHHbBIH OOBSACHUTEILHO- [IpesenTanus. Paznarounsiii | tect
WUIOCTPATUBHBIH, Marepuan
PpenpOayKTUBHBIN
15. | IlpaBuna cepBupoBku yaiiHoro (kodeiinoro) | KomOuHMpOBaHHBII OOBICHUTENHHO- [IpesenTanus. Paznarounslii | omnpoc
cToJa. WUIOCTPATUBHBIH, Marepuan
PpenpOayKTUBHBII
16. | IlpaBuna npuroToBieHus u nojgauu ropsunx | KomMOMHUpOBaHHBIH OOBsCHUTENBHO- IIpesenTanus. Paznarounslii | onpoc
HAIHUTKOB U 3aKyCOK K HUM. WJLTIOCTPATUBHBIH, MaTepHuan
penpoLyKTUBHBIH
17. | UHTepbep pabodero noMemeHus Kaxk KomOnHMpOBaHHBIH OOBsICHUTEINIEHO- IIpesenranusa. PasnaTtounsiii | Tect
00J1aCTh JIeJIOBOTO ITHKETA. WJLTIOCTPATUBHBIH, MaTepHuan
penpoLyKTUBHBIH
18. | 3auer no aucuumniInHe «Jlenosas KyJibTypa» TeCT
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3.5. Onenka KayecTBa 0OCBOEHHS MPOrPaMMbl

CucreMa OLIEHKH pe3y/IbTaTOB OCBOCHUS 00pa30BaTEIbHOM IPOrpaMMbl BKIIIOYAET B CEOs:

- OCYILLIECTBJICHHE TEKYILErO0 KOHTPOJIS YCIIEBAEMOCTH,

- IPOMEKYTOYHOM aTTeCTalluu O0y4yaroUIuXcs,

- UTOTOBOM arTectanuu B (hopMe KBUTM(UKAUOHHOTO HK3aMEHA.

Texymuii KOHTPOJIb yCIIEBA€MOCTH IPOBOAMTCSA IIENArOroM B IPOLECCE IMPOBEICHUS
3aHATUH B (popMax U mopsake, KOTopble onpeneneHsl B [lonoxxeHuu o popmax, NepuoAUnYHOCTH,
HOpPS/IKE TEKYIIEro KOHTPOJIS YCIIEBAeMOCTH OOYy4aromuXcs B MYHUIIUIAILHOM aBTOHOMHOM
YUPEKACHUH JTOTIOTHUTENEHOTO 00pa30BaHusl «MEeXIIKOIbHbIN yueOHbII KOMOUHATY.

IIpomerxyTouHas arTecTalusi MPOBOAUTCS MEAAroroM IO MUTOraM 3aBeplLIeHUs 00ydeHHUs
no mucuuiuinHam [ u Il momyroxumii mepBoro M BTOpOro roja oOyueHus o0pazoBaTeIbHOMN
nporpaMMbl B (popMax M TOpsAKe, KOTOpbIe onpeaeicHbl B [10I0KeHUH O MPOMEKYTOYHOMH
aTTecTanuy O0YyYaroIUXCs 0 MporpaMMaM Mpo(ecCHOHAIBHOTO 00yYeHHsI B MYHUIIHITAIHHOM
ABTOHOMHOM  YUYPEXJIEHUHU JONOJHUTEIbHOTO 00pa3oBaHUsl «MEXKIIKOIbHBIA  y4eOHBIN
KOMOHHAT.

Hrorosas arrecranys NpOBOAUTCS aTTECTALIMOHHON KOMHUCCUEH 10 UTOTaM 3aBEPILICHUS
oOyuyeHust Mo oOpa3oBaTeNbHOW TporpaMMe B (opMax M TOpSIKE, KOTOpPBIE OIpEesieHbl B
[Tonoxenun 00 UTOroBOM aTrTecTallMM BBIIYCKHUKOB, OOY4YalOUIMXCS IO IporpaMmam
npodeccuonansHoro ooydenus B MAY 10 «MVYKy.

@®opmbl, CpokH (IEPUOAMYHOCTb) W TOPSAIAOK MPOBEAEHUS TEKYIIEro KOHTPOJISA
yCIIEBAaEMOCTH U MPOMEKYTOUHON aTTeCTal[ii, UTOTOBOM aTTECTallM JAOBOJASTCS 10 CBEIEHUS
oOyyaromuxcst B Hadane oOydeHMs 10 oOpa3oBaTenbHOW mporpamme. OleHMBaHUE
OCYILECTBIIsICTCS 1O 5-0ayIbHON cucTeMe.

OneHka WHIUBUAYAIbHBIX 0Opa3oBaTENbHBIX JOCTHXKEHHM, OOydarommxcs 10
pe3ynbTataM TEKYIIEro KOHTPOJIS YCIEBAa€MOCTH, IMPOMEXKYTOYHOM aTrTecTald U UTOrOBOM

aTTeCTalluu IMpOU3BOAUTCA B COOTBETCTBUHU C YHHBepcaHLHOﬁ IIKaJION (Ta6JII/II_[a 1)



50

Taoauna 1 — OueHka HHAUBUAYAJIBHBIX 00Pa30BaTeJbHBIX J0CTHKEHUH 00yYAOIINXCS

KavecTBeHHas1 OLleHKA MHANBHIYAJIbHBIX
IIpoueHT pe3yIbTATUBHOCTH .
0o0pa3oBaTeIbHBIX JOCTHKEHH I
(mpaBUWJIBHBIX OTBETOB) =
BbaJua (otmerka) Bep06aabHblii aHa10r
85 + 100 5 OTIINYHO
70 + 85 4 XOPOIIO
50+ 70 3 YIOBJIETBOPUTEIIHHO
Menee 50 2 HEYJOBJIETBOPUTEIBHO

[To MemuaHe  KadeCTBEHHBIX  PE3YIbTATOB  OICHUBAHHUS  WHIMBUAYAIbHBIX
00pa30BaTeNbHBIX TOCTIKEHUH 00YJaIOIINXCS OTPEACIIIeTCS MHTErpalbHasi OTMETKA OCBOCHHBIX
00yJaroUMUCS:

1) Ha ATame UTOrOBOM OTMETKH KaK cpeaHel apu(pMETHYECKON 10 TUCIIUILINHAM:

po(heCCHOHATTLHBIX KOMIICTCHIIUN TI0 Pe3yJIbTaTaM OCBOCHHSI TUCITUTUIHH;

2) 1o pe3ysbTaTaM MpOU3BOJACTBEHHON IPAKTUKHY;

3) Ha ATane UTOTOBOM aTTECTAILINH:

— MpOECCHOHANBHBIX KOMIICTCHIIMH 10 pe3yJbTaraM OCBOCHHS 00pa3oBaTeIbHON

IIporpamMmel B LICJIOM.

3.5.1. CucreMa OLleHKH pe3y/JIbTATOB 0CBOCHHS 00pa30BaTe/IbHOM MPOrpaMMbI
TeKYILIero KOHTPOJIsl YCIIeBA€MOCTH U POMEKYTOYHOM aTTecTaAluu
o0yvarmmxcs

Tadauua 2 - Kpurepun onieHHBaHUS TeOPeTUYECKOH YaCTH

Tpynosas Bonpocsl Kputepun onenkn
byHkuus
[Tpuem u [IpaBuna BegaeHus 6ecens Mo Tenedony. OtmMmetka «5»: pabota
pacripeniesieHue BBINOJIHEHA B 3aJJaHHOE
TeneOHHBIX BpEMsI, CAMOCTOSITENILHO,
3BOHKOB aKKypaTHO, C
OpTaHu3aINH COOITIO/ICHHEM TIPaBUIT U
CTaHJIapTOB Ha
JTOKYMEHTHI,
Opranuszanus Opranu3zanys npueMa MmoceTUTENEH. Otmetka «4»: pabota
paboThI ¢ PaboTa ¢ nucbMeHHBIMU O0OpaIeHUSIMU BBINOJIHEHA B 3aJlaHHOE
MTOCETUTEIISIMH rpaXkJIaH. BpEMsI, CAMOCTOSITENTLHO,
OpraHu3aIu aKKypaTHO, C
cOOJTI0/ICHUEM TIPABHII U
CTaHJIapTOB Ha
JTOKYMEHTBI, TIPA
BBITIOJTHEHUH JIOTYIIEHbI
HEOOJIbIINE HEJOUYETHI;
Brimonaenune Opraan3zanus 1 000py/10BaHne paboyero OtmMmetka «3»: pabota
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1 00€eCIIEUYNBAIOIINX
byHKIMHA

TpeboBanus1, MpeabBIIEMBbIE K CEKPETapIO.
[TonsiTHS O MOKYMEHTax (BUIBI).

I'OCTbsl HA TOKYMEHTHI.

OpranuzanvoHHbIe JOKYMEHTHI.
PacniopsimutensHble TOKYMEHTHI.
HudopmalinoHHO-CIIPaBOYHbBIE TOKYMEHTHI.
Opranusanust padoThl C JOKYMEHTAMH.
Pabora ¢ ucxoagmmmu 10KyMEHTaMu.
PaboTta ¢ BXOASIIUME TOKYMEHTaMHU.
Pabota ¢ BHyTpeHHUMH JJOKYMEHTaMHU.
Pabora ¢ koHpUACHINATHHBIMU
JIOKyMEHTaMu. Perucrpanus TOKyMEHTOB.
KoHTpomb 32 HCTIOTTHEHNEM TOKYMEHTOB.
Howmenknarypa ger.

®opMHUpOBaHUE JEII.

OnepaTtuBHOE XpaHEHHE JIEI.

Odopmienue u cnaya Ael B apXuB.
[TpaBuna opopmiaeHus TadIHII.
[TonroroBka n o0CIyKMBaHUE COBELIAHUM.

Tpynosas
PYA Bomnpocsl Kputepun onenkn
byHkuus
KOOpAUHUPYIOIIMX | MecCTa. BBITIOJIHEHA B 3a/IaHHOE

BpEMsI, CAMOCTOSITEIILHO,
C HapyIICHUEM IIPABHII U
CTaHJapTOB Ha
JTOKYMEHTBI, OTACIbHBIC
OIEPAIlMH BBIOJHEHBI C
OTKJIOHEHHEM OT
obpa3ua; opopmiieHo
HEOPEXKHO;

OT1MeTKa «2»: yYEHUK
CaMOCTOSITENTLHO HE
CHpaBUIICS C pabOTOi,
NpaBUjIa U CTaHIAPTHI HA
JIOKYMEHTBI HE
COOJIIOICHBI, TIPH
BBITIOJTHEHUH JTOMYIIEHbI
0OJIBIIIKME OTKJIOHECHUS,

o opMIIEHO HEOPEKHO H
MMeEEeT He3aBEPIICHHBIN
BU]I.

Tadauua 3 - Kpurepun onieHnBaHUs NPAKTHYECKOH YaCTH

1 00eCIEUYNBAIOIINX
byHKIHIT

Odopmnenue nuarpammel B MS Word.
OdopmiieHUE BBITUCKH U3 MTPUKA3a 10
OCHOBHOM J1eATeIHHOCTH.
Odopmnenune n0HKHOCTHON
WHCTPYKIIUU.

Tpynosas Bonpocsl Kpurepun onenkn
GyHkuus
[Ipuem u Odopmnenue TenepoHOrpaMMBL. Otmetka «5»: paboTa
pacripeiesieHue BBINOJIHEHA B 3aJlaHHOE
TeneOHHBIX BpEMsI, CAMOCTOSITENTLHO,
3BOHKOB aKKypaTHO, ¢ COOJIIO/IEHEM
OpTaHu3aINH NpaBUJI U CTAHJAPTOB HA
JIOKYMEHTHI;
Opranu3zanus Odopmienue cripaBKH. Otmetka «4»: pabota
paboThI ¢ BBINOJIHEHA B 33JJaHHOE
MTOCETUTEIISIMH BpEMsI, CAMOCTOSITENTLHO,
OpraHu3aIH aKKypaTHO, ¢ COOJIIO/ICHEM
NpaBWJI U CTAHJAPTOB Ha
JOKYMEHTBI, IpU
BBITTOJIHEHUH JIOTYIIICHBI
HEOOJIBIINE HET0UEThI;
Brinonnenue Odopmiienue akra. Otmetka «3»: pabora
koopauHupyomux | OdgopmieHne CXeMbl. BBITIOJTHEHA B 337JaHHOE

BpEMsl, CAMOCTOSITEIILHO, C
HapyIIEHUEM MPABUIT U
CTaHJIAPTOB Ha JIOKYMEHTHI,
OTAEJbHBIE ONEpaIun
BBITIOJIHEHBI C OTKJIOHEHUEM




52

Tpynosas Bomnpocsi Kpurepun ouenku
dyHkuus
OdopmiieHNE pYKOITMCHOTO TEKCTA. oT 00pasma; opopMICHO
OdopmieHue nuceMma. HEOPEIKHO;
Odopmnenue Tadmums B MS Word.
Odopmnenue quarpammel B MS Excel. OTMeTKa «2»: yYeHHK
Odopmnenue Tabnuibs B MS Excel. CaMOCTOSITEJIbHO HE
Odopmienne npoTokoia. CIpaBHJICS C pabOTOi,
Odopmrenue ykazanus. MpaBHUJIa U CTAHJAPTHI HA
Odopmienue pacopsiKeHHsI. JIOKYMEHTBI HEe COOJIIOICHBI,
OdopmiieHne 3asBICHNS B BUJIC MIPH BBITIOJTHEHUHT
mabJioHa. JIOTYIIIEHBI OOJIBIITIE
OdopmieHne nmpe3eHTaIuu. OTKJIOHEHUS, 0(hOPMIICHO
Odopminenue npukasa no OCHOBHOU HEOpPEekKHO U UMEET
JIESITCIIbHOCTH. HE3aBEPIICHHBIN BH/I.
OdopmieHue TOKIIaTHOMN 3aITUCKH.
Odopmienue gorosopa.
OdopmieHne pacucKu.
OdopmiieHne 0OBSICHUTEITLHON 3aIACKH.
Odopmienne BHITUCKH U3 IPOTOKOJIA.

3.5.2. CucreMa OLleHKH pe3yJIbTATOB 0CBOEHHS 00pa30BaTe/IbHOM MPOrpaMMbI
HA UTOTOBOI aTTeCTAIUN

Wrorosas arrecranus no nporpamme rnpogeccuoHanbHON NOATOTOBKY 10 CIIEHUATbHOCTU
26353 «CexkpeTrapb-MalllMHUCTKa» MPOBOIUTCS B (hopMe KBAIM(PUKAITMOHHOTO 3K3aMEHa.

Keanugpukayuonnwtii sxzamen npogooumces é guoe:
|) Teopermueckoit uacTu: 3amUTH IPOeKTHOH paGoTsl. Tems B mputoxennu E.1;

I)npaxTrueckoii acTu: BBHIMOTHEHHS MPAKTHYECKOTO 3a1aHUs (O(GOpMIeHHe MpPHKA3a,
nucbMa, Tabmuibl, cxemsl U 1p.) B MS Office — 3amanust npeacTaBieHbl B 9K3aMEHAIIMOHHOM
ounere (mpunokenue E.2)
3awuma npoekmnoi pabomaul 6KA0UaEm 8 cedA:

1) 3ammTy MpOoeKTHBIX paboT oOyuaronmMucs, He 6osee 10 munyT (1 padora);

2) MOJBEIECHUE UTOTOB.

1 osram — mpexacraBieHWEe M 3amMTa pabOTBI C HCIOJIB30BAHWEM KOMITHIOTEPHOMH
IPE3eHTAIUH.

2 9Tamn — noJBe/IeHNUE UTOroB (OTMETKA 10 MATUOAJUIBHOM CUCTEME).

Ommemxka 8bICMAaGIAemcs Y1eHAMU KOMUCCULU NOCTIe 3awumaol 06)/1!0}01/(46206‘}1.
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Tabauna 4 — Kpurepuu oneHnBaHUs 3alMTHI IPOEKTHOH PadoThl

Onenka

Kpurepun ouenku

OTMeTKa «5»:

Yb6enurenbHoe U SpKOE NPEICTABICHUE JIMTEPATYPHBIM S3BIKOM,
TOYHOE MCIIOIb30BAaHUE TEPMHUHOJIOTUH; UMeeTcs npe3eHTauus. llokasansl
ryOMHa W CTENeHb MPOpPadOTaHHOCTH MPOEKTa, yMEHHE OTBEeYaTh Ha
BOIIPOCHI, JIAKOHWYHOCTb M apryMEHTHPOBAaHHOCTb OTBETOB IIPOEKTA.
BrIcTynuieHHE YI0KHUIIOCh B OTBEACHHOE BPEMS.

OrMeTKa «4»:

[IpencraBnenue AUTEPATYPHBIM S3BIKOM, TOYHOE HCIOJIb30BaHUE
TEPMHUHOJIOTHH;, HMeeTcsi npe3eHTauus. [loka3zanel riyOMHAa U CTENEHb
MpopaboOTaHHOCTH TMPOEKTa, YMEHHE OTBEYAaTh HAa BOIMPOCHI OMIIOHEHTOB,
JAKOHUYHOCTb M apryMEHTHPOBAHHOCTh OTBETOB IpPOEKTa. BhICTyruieHue
VIOKUIOCH B OTBEJIEHHOE BpEMs, HO IMpPU 3TOM JIONYIIEHBI JBE-TPU
HECYIIECTBEHHBIE OIMOKH, HCTIPABICHHBIE M0 TPEOOBAHUIO KOMHCCHHU.

OrMmeTka «3»:

[IpencraBnenue pabOTHl ¢ 3aMMHKAaMU, HE3HAYUTEIbHBIC OIIMOKHU B
pedn, HETOYHOE UCMOJIb30BAaHUE TEPMUHOJIOTUH, HE VYIOXKUIUCh B
OTBEJCHHOE BPEMs, HE CYIIECTBEHHBIC OIIMOKM Ha 3aJIaHHbIE BOTIPOCHI HIIU
OTCYTCTBHE OTBETOB Ha HUX. MIMeeTcs mpe3eHTanus

OrMeTka «2»:

[IpencraBnenue paboOTHl C 3aMUHKAMH, HECBsSI3HAs Peub, OIIMOKH B
pedu, HENpaBUIbHOE HCIONb30BAHHE TEPMUHOJIOTUU, HE YJIOXKWINCH B
OTBCACHHOC BPCM:. CYIIIGCTBGHHI)IG OILIMOKK Ha 3aIaHHBIC BOIIPOCHI HIIN
OTCYTCTBHE OTBETOB Ha HUX. OTCYTCTBUE MPE3CHTALINH.

Taoauna 5 — Kpurepuu onieHUBaHUS COAePKATETbHOM YaCTH MPOEKTHOMH padoThI

Onenka

Kpurepun onenkn

OTMeTKa «5»:

Bo BBeneHuM npuBoaUTCs 000CHOBaHME BBIOOpA KOHKPETHOW TEMBI,
MIOJIHOCTBIO PACKpbITa aKTyaJIbHOCTb. VIMEIOTCsl ocTaHOBKA MPOOJIEMBI U €€
000CHOBAHHOCTD, (hOpMYIHpPOBaHUE LieNel U 3a1a4u. BeliBUHYyTa runoresa u
METO/Ibl €€ UCCIIEIOBaHMs. YKa3aHbl 00BEKT U MPEAMET UCCIIEI0OBAHUS.

OcHoOBHas 4acTh pabOThI: COAEPHKATCS OCHOBHBIE TEPMHHBI, U OHH
aZIcKBaTHO HCIIOJIb30BAaHBI; BCSA HeoOxonuMast uH(popmanus
IIPOaHAIN3UPOBaHA, BBIUJICHEHA, JIOTUYECKHU CTPYKTYpHUPOBaHa.
[IpucyTCTBYIOT BBIBOABI U TPAMOTHBIE 0000IIIEHNUS.

B 3akirodeHuM caenaHbl JIOTMYHBIE BBIBOJBI, a COOCTBEHHOE
OTHOIIEHHE BBIPAXKEHO YETKO. ABTOP IPaMOTHO JI€MOHCTPUPYET OCO3HAHUE
BO3MO>XHOCTH IIPUMEHEHUS UCCIEAYEMBIX TEOPHl, METOIOB Ha MPAKTHKE.

[Ipn Hanuuuu npugoXkeHUuil B paboTe, yUYUTHIBAETCA UX MPaBHIbHOE
odopmIiieHue.

ABTOp aJIeKBaTHO MPHUMEHSUT TEPMUHOJIOTHIO, MPABHIBHO O(OPMUI
ccouiku.  Odopmnenne paboTel  coorBercTBYeT TpeboBanusim ['OCT,
6ubmorpadus, NpuiIoKeHus 0popMIIEHBI Ha OTIIMYHOM YPOBHE.

O06BEM paboTh! 3akmouaercs B npeaenax ot 20 1o 30 crpanuil.

OtMmeTKa «4»:

Bo BBeneHuu COIEPKUT HEKOTOPYIO HEUETKOCTh (opMyIupoBoK. B
OCHOBHOM €€ 4YacTh HE BCerja MPOBOAUTCS KPUTHUYECKUN aHAJIN3,
OTCYTCTBYET aBTOPCKOE OTHOIIEHME K M3y4eHHOMY Marepuainry. B
3aKJIIOYEHUN HEaJeKBAaTHO HCIOJIb30BaHAa TEPMMHOJIOTHUS, HAOIIOAAI0TCS
HE3HAYUTeNIbHbIE OIMOKM B CTHJIE, MHOTHE LIUTAThl TPAMOTHO O(OPMIICHBI.
JlonymieHbl He3HAYUTEIbHbIE HETOUYHOCTH B odopmieHun Oubnuorpaduu,
MIPUIIOKEHUM.
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Onenka

Kpurepun ouenku

OrMeTka «3»:

Bo BBeieHUM COAEPIKUT JIUIIb MOMBITKY 00OCHOBAHUS BBIOOpa TEMBI U
aKTyallbHOCTH, OTCYTCTBYIOT u&€TKue (GOpMylIupoBKU. PacruibiByato
OTIpeJIeJIeHBI 3a/1a4M U 1eNd, MPOOJIEMHBINH BOIPOC, THIIOTE3a U METOJbI €¢
HCCIIEeIOBaHMs, OOBEKT U MPEAMET UCCIIeIOBaHUsl TUOO HE BCE MOJIHOCTHIO
YKa3aHbl.

OcHOBHOE cojliep:KaHue - MepecKa3 UyKMX HJeH, HapylleHa JIOTHKa
W3JI0KEHHUS, aBTOP MOMBITAICS CHOPMYIHUPOBATH BHIBOIBI.

B 3akitoueHnn aBTop nomsItaics caenaTb 00001eHus, COOCTBEHHOT O
OTHOIIEHHUA K pabOTe MPAaKTUYECKU HE MTPOSBUIL.

B npunoxkenun 1omyiieHo HeECKOJIbKO rpyobix omubok. He Beiaepkan
CTMJIb U CTPYKTypa IMPOEKTa B LEJIOM, YacTO HEBEPHO YIMOTPEOISAIOTCS
Hay4yHbl€ TEPMHUHBI, CCBUIKM O(OpPMIIEHBI HErpaMOTHO, HaOII0AaeTCs
Iiaruar.

OTMeTKa «2»:

Bo BBeseHUU HE CONEPKUT OOOCHOBAaHUSI TEMbI, HET aKTyaJIU3alluu
tembl. He 0003Ha4eHbl 1enu, 3a1a4d, MPOOJIEMHBIA BOIPOC, THIOTE3a U
METOJIbI €€ UCCIIEOBaHMSI, 00BEKT U MPEAMET HUCCIICIOBAHHUS.

Ckynoe oCHOBHOE coziepkaHue. BHyTpeHH:Is JToruKa BCETo U3JI0KEHUS
npoekTta ciabas. Her KpUTHUECKOTO OCMBICICHHS MPOYUTAHHOTO, KaK MU
cobcTBeHHOro MHeHHs. HeT 0000111eHuI, BEIBOIOB.

3axoueHre TaKOBBIM He sBjsieTcs. B HEM He mpuBeneHbl TpaMOTHBIE
BBIBOJIBI.

He npaBunbHO odopmieHbl npuioxeHus. B pabore Habmomaercs
OTCYTCTBHE CCBUIOK, IUIaruaT, He BBIIEpXaH CTHIb M CTPYKTYpa,
HEaJIeKBaTHOE UCIIOJIb30BaHUE TEPMUHOJIOTHH.

[To odopmienuto HaOmOmaeTCs P HEAOYETOB: HE COOIFOIACHBI
ocHoBHbIe TpeOoBanus 'OCT, a 6ubnaunorpadus ¢ NpUIOKEHUIMHU COAEPKAT
MHoTro omubok. Menee 20 crpanuil 00bEM BCeil paboOTHI.

Tab6auua 6 — OueHka kayecTBa 0CBOCHHMS MPOrPaAMMbl IPAKTHYECKOH YacTH

Tpynosas Bonpocsl Kpurepun onenkn
byHkuus
IIpuem n Odopmiienue tenedoHOrpaMMBbI. Otmetka «5»: pabora
pacripeiesieHue BBITIOJTHEHA B 3a/1aHHOE
Tene(OHHbIX BpEMS, CAMOCTOSTENBHO,
3BOHKOB aKKypaTHO, C COOJII0/IEHUEM
OpraHu3aIH NpaBUJI U CTAHJAPTOB Ha
JIOKYMEHTBHI;
Opranuzanus OdopmiieHune cripaBKH. Otmetka «4»: pabora
paboThI ¢ BBITIOJTHEHA B 3a/1aHHOE
MIOCETUTEISIMU BpEMS, CAMOCTOSITENBHO,
OpraHu3aIu aKKypaTHO, ¢ COOJII0/IEHUEM
NpaBUJI U CTAHJAPTOB HA
JOKYMEHTBI, IPH
BBITTOJIHEHUH JIOYIICHbI
HEeOOJIbIINE HEJOUYETHI;
Beimonnenue Odopmnenue akra. Otmetka «3»: pabota
Koopaunupyomux | OpopmieHue cxXemsl. BBINOJIHEHA B 3aJJaHHOE
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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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TpynoBasi
byHkuus

Bonpocsl

Kpurtepun onenku

1 00eCIeYnBaIOIINX
byHKIUH

Odopmnenue nuarpammel B MS Word.

OdopmieHne BBITUCKH U3 MTPUKA3a 10
OCHOBHOM JICATEIBHOCTH.
OdopmieHne T0HKHOCTHOM
UHCTPYKIIHH.

OdopmiieHre pyKOITMCHOTO TEKCTA.
OdopmiieHue mucbpMa.

Odopmnenue Tadnums B MS Word.

Odopmnenue nuarpammel B MS Excel.

Odopmnenue Tadnus B MS Excel.
Odopmienne npoTokoia.
Odopmrnenue ykazanus.
Odopmienue pacopsiKeHHs.
Odopmienue 3asBiIeHHs B BUIE
mabJioHa.

Odopmienue npe3eHTaIuu.
Odopminenue npukasa no OCHOBHOU
JESITCIIbHOCTH.

OdopmieHne TOKIIaTHOMN 3aITUCKH.
Odopmienue gorosopa.
OdopmieHne pacucku.

OdopmiieHne 0OBSICHUTEITHHON 3aIACKH.

Odopmienne BBITUCKH U3 IPOTOKOJIA.

BpEMsI, CAMOCTOSITEIILHO, C
HapyIICHUEM IPaBUI U
CTaHJAPTOB Ha JIOKYMEHTHI,
OT/ICNIbHBIC OTIEPALIUN
BBINOJIHEHBI C OTKJIOHCHUEM
oT 00pasma; opopMICHO
HEOPEIKHO;

OTMeTKa «2»: yYeHHK
CaMOCTOSITEJIbHO HE
CIpaBHJICS C pabOTOi,
MpaBujIa U CTaHIAPThI HA
JIOKYMEHTBI HEe COOJIOICHBI,
MIPU BBITIOJIHEHUU
JIOTIYIIIEHBI OOJIbIITNE
OTKJIOHEHHSI, OPOPMIICHO
HEOpPEeXKHO U UMEET
HE3aBEPILICHHBIN BU/I.

Hope3yﬂbmamaM 6blNOJIHEHUA meopemuttecxoﬁ u npaxmuuecxoﬁ uacmeii 6b1600UMCA

umozoean ommemxa (Kak cpeoneapugpmemuueckasn). Ecau cpeoneapugpmemuueckoe uucno

noJjyuaemcs

mamemamuuecKozo

OpooHbIM, MO

OKpy2iieHus.

umozcoeana ommemkKa

Ilpu ycnewinoii

npuceausaemcsa 3 (mpemos) Kamezopusi.

evicmaejiaemca no

coauu

npaesujiam

umozo060ii ammecmauuu

Taﬁ.lmua 7 - KpnTepml HTOTOBOIo OUCHUBAHHUA U IIPHCBOCHHUE KBaJ’IthHKaHI/IOHHOFO

YPOBHS (KaTeropus):

HToroselii pe3yabrar (0TMETKA)

KBaimndukauuoHHbIi YPOBEeHDb (KaTeropus)

«5» - oTIIMyHO

3 kareropus

«4» — xopouio

3 kareropus

«3» - yIOBIETBOPUTEIHLHO

3 kaTeropus

«2» - HeyIOBIIETBOPUTEIHHO

Kareropus He npucBanBaeTcs
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4. OPTAHU3AIIMOHHO-NIEJATOT'HYECKHUE YCJIOBUA
PEAJIM3ALIMA ITPOT'PAMMBbI

4.1. CBegeHHUs 0 LITATHBIX MeAArOrH4ecKUX pa00THUKAX (BHEHIHUX COBMECTUTEJIAAX),
NMPHUBJIEKAEMbIX K peajJin3aliu MPorpaMmMbl

Ne ®.1.0. paboTHHKA JlomkHocTh OO0mmit
n/n neaarorn4eckKui
CTaxK padoThbI
1 2 3 4

Ilegaror mOmOIHUTEIHEHOIO
1 |HcaeBa AneHa AneKCaHIpOBHA a - -
o0pazoBaHMs

4.2. Ucnosib30BaHUE HATJISAHBIX MOCOOMI U IPYTUX Y4eOHBIX MATEPHUAIOB
NpH peaju3anuu NPporpaMmbl

Jnst peanu3anyy IporpaMMbl MPO(ECCHOHAIBHONW MOJITOTOBKH IO CleUaibHOCTH 26353
«CekpeTrapb-MalIMHUCTKa» UCIOIb3YeTCsl YIeOHBIH KAOMHET, 000PYIOBAHHBIIH:

- MOCAJJOYHBIMH MECTaMH IO KOJIMYECTBY O0YUaIOLIIXCS;

- pabOYUM MECTOM TpenoJaBaTes;

- KOMIIBIOTEpaMH;

- MUIIYIUMH MalIMHKAMU;

- IPUHTEPOM;

- CKaHEepOM;

- THTEPAKTUBHOM JJOCKOW W MYJIbTHMETUHHBIM KOMILIEKCOM C JIUIICH3UOHHBIM IIPOTPaMMHBIM
obecreueHueM;

- HOPMaTHUBHBIMH JIOKYMEHTAMU;

- METOJANYECKOW JTUTEPATYyPOU;

- y4eOHO-HATTISTHBIMH ITOCOOHSIMU;

- o0yJaromuMu purbMamu.

IIpu peanm3anuu BBHINIEYKAa3aHHBIX METOAOB M (OpPM H3YYCHHS MaTepuana Kypca IO
oOpa3oBaTeNlbHON TporpamMme Mpo(ecCHOHAILHONH TOJATOTOBKH 10  crenuaibHOCTH 26353
«CekpeTrapb-MaIIUHUCTKA» TPEAYCMATPUBAIOTCS CIIEAYIOMNE BUIBl CAMOCTOSATENBHON pabOTHI
o0yJaronuxcs:

— pabora ¢ y4eOHO-METOJMYECKUMH TOCOOMSIMU (KOHCIIEKT JICKIIUH, METOJINYECKHE
PEKOMEH/IaIlNN );

— paboTa ¢ peKOMEHIOBaHHOH JTUTepaTypoid, HOPMAaTHBHO-TIPABOBBIMHU JIOKYMEHTAMH;

— BBIIMOJIHEHUE TECTOBBIX U MPAKTHUICCKUX BaﬂaHHﬁ;
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— 3aMepbl CKOPOCTH M KauecTBa MeYaTH;

— paboTta B nH()OPMAIIMOHHO-TEIIEKOMMYHUKAITMOHHON ceTn HTEpHET.

[IpomexxyTodHasi arTrecTanus MPEeIyCMATPUBACT BBIMIOJIHEHUE 3a4€THBIX paboT (TeCThl U
IIPAKTUYECKUE 3aJIaHU).

[MpodeccrnonanbHoe 00yUYCHHE 3aKaHIMBACTCS KBATH(PUKAITMOHHBIM 3K3aMEHOM:

— TEOPEeTHYECKas YacTh: 3alIUThI MPOSKTHON pabOTHI (Ha BHIOOD);

— MpaKTHYECKas 4YacTh: BBINMOJIHEHHE IPAKTHYECKOro 3amaHus (odopmiieHHE TpUKa3a,
nuchMa, TabuIbl, cxembl U p.) B MS Office.

5. COCTABUTEJIMA IPOI'PAMMUBbI

bensxora O.B., megaror 10moJHUTEILHOTO 00pa30BaHMS.



=/

MyHunHMnajibLHOe ABTOHOMHOE yupesK/IeHne A0N0JHUTEIbHOTr0 00pa3oBaHus
«MexKIKOIbHBINA y4eOHbIH KOMOUHAT»

PACCMOTPEHO YTBEPXXIEHO

Ha MeToinueckoM coBeTe npukazom MAYO « MYK»
Ilpomoxkon Nel om 31 aseycma 2023 2. om Nel om 31 aseycma 2023 2. Nel81
PACCMOTPEHO

Ha CoBere y4eHHUECKOTO CaMOYIIPaBICHUS
Ilpomoxon Nel om 31 aseycma 2023 2

Pabouasi nporpaMma BOCIIMTAHUS
K IporpamMmme npo@peccuoHaIbHON MOATOTOBKH
10 JOJIKHOCTH CJIYKALIEro

26353 «CekpeTapb-MalIMHUCTKA»

Kupumm — 2023
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1. OCOBEHHOCTH BOCIIMTATEJIBHOI'O TPOLHECCA

B nenocTHOM megarornyeckoM IpoLEcce BaXKHOE MECTO 3aHHMMAET IPOLECC BOCHUTAHMS
(BocmiuTaTenbHbI mporecc). CyniHOCTh, a TaKKe MECTO W POJb 3TOr0 IMpollecca JIer4e BCEro
00HapyXHUTh, pacCMaTpUBasl €ro B CTPYKType Oosee obiero mporecca GopMUPOBaHUS JTUYHOCTH.
Tam, re ¢popMHUpOBaHUE JTUYHOCTH MUMEET YHPABISIEMbI, KOHTPOJIUPYEMBI XapakTep, TIe JIIOIU
PYKOBOJCTBYIOTCS CO3HATElIbHBIMU HaMEPEHUSMHU, JCHCTBYIOT HE CTUXMIHO, a IO 3apaHee
HaMEUEHHOMY IUJIaHy B COOTBETCTBUHU C IOCTaBJIECHHBIMHU 33Ja4aMH, U IPOSBIISIETCS BOCIIMTAHUE.
Bocnutanne — mnpolecc 1eneHanpaBieHHOro (OPMUPOBAHUS JIMYHOCTU. OTO CIEHUATbHO
OpPraHMU30BaHHOE, YIPABIIEMOE U KOHTPOJIMPYEMOE B3aUMOJICHCTBHE OOYUYaAIONIMXCS U MEAaroros,

KOHEYHOM CBOEH 1eNbl0 UMetolee (POpMUPOBAHHUE JTUUHOCTH, HY>KHOM U 110JIE3HON OOIIECTBY.

2. HEJIb U 3AJIAYU BOCIIMTAHUA

CoBpeMeHHbIN HallMOHAIBbHBIN HJI€a] JIMYHOCTH — 3TO BBICOKOHPABCTBEHHBIN, TBOPUECKUH,
KOMIIETCHTHBI TpaXgaHuH Poccun, mpuHUMaronmii cyap0y OtedecTBa Kak CBOI JIMYHYIO,
0CO3HAIOIIEN OTBETCTBEHHOCTh 3a HACTOsILee U Oy1yllee CBOeH CTpaHbl, yKOPEHEHHBIH B TyXOBHBIX
U KyJBTYPHBIX TPAJULUAX POCCUHCKOIO HApOAa.

Hcxons U3 3TOro BOCIUTATENIBHOTO HJi€alla, a TAK)KE OCHOBBIBASICh HA 0a30BBIX ISl HAIIETO
oOuiecTBa IEHHOCTAX (CeMbs, TPYHA, OTE€YECTBO, MPUPOAA, MHUP, 3HAHUS, KYyJIbTypa, 310POBbE,
4eJI0BEK), 001Iast yenb 6ocnumanus— INYHOCTHOE pa3BUTHE 00YUYaIOIIUXCS, TPOSBIISIOIIEECS:

1) B yCBOGHUHU UMU 3HAHHI OCHOBHBIX HOPM, KOTOpBIE 00IIIECTBO BRIPAa00TAIO Ha OCHOBE ATUX
[IEHHOCTEH (T.€. B YCBOCHUU UMHU COIMAIIBHO 3HAUUMBIX 3HAHUM);

2) B pa3BUTUU UX TMO3UTHUBHBIX OTHOIIEHMH K ATHM OOILIECTBEHHBIM IEHHOCTSAM (T.€. B
Pa3BUTHUU UX COLMAIIHO 3HAYUMbIX OTHOLICHH);

3) B nmpuOOPETEHUH UMM COOTBETCTBYIOILEIO 3TUM IIEHHOCTSM OIIbITa MOBEICHHUS, OIBITA
OpUMEeHEeHHUs C(HOPMHUPOBAHHBIX 3HAHUM M OTHOIIEHWM Ha MpakTukKe (T.e. B MPUOOPETEHUHM HUMHU
OTIbITAa OCYIIECTBICHUS COLIUAIBHO 3HAYUMBbIX JIEI).

B BocnuMTaHumM nerel FOHOIIECKOTO BO3PACTA TAKUM IPHOPUTETOM SIBISIETCS CO3JaHUE
ONaronpusATHBIX YCIOBHM JUIsl MPUOOPETEHHUs O0YYalOUMMHCS OMNBITA OCYLIECTBICHHS COIUATIBEHO
3HAYUMBIX JEJI.

Briaenenue 1aHHOTO MPUOPUTETA CBSI3aHO C OCOOCHHOCTSIMH PEOSIT IOHOIIECKOT0 BO3PACTa: C
UX MOTPEOHOCTHIO B KU3HEHHOM CaMOOIIPENIEICHHH, B BHIOOpE NAIbHEWUIIEro KU3HEHHOTO IMYTH,
KOTOpBIM OTKpBIBA€TCS NEPE] HUMH Ha IOPOre CaMOCTOSITENILHOM B3pociol »ku3HH. CraenaTh
NPaBUJIbHBIN BBIOOP CTapIIEKIACCHUKAM TMOMOXKET MMEIOLIUICS y HUX peajbHbIN MPaKTUYECKUM,

COLIMAJILHO 3HAYUMBIH OMBIT, KOTOPBII OHU MOTYT MPHOOpECTU. ITO:
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- OIIBIT JIeJI, HalpaBJICHHBIX HA 3a00TY O CBOEH ceMbe, POAHBIX U OJIIM3KHUX;

- TPYJOBOH OIBIT, OIBIT yYaCTHs B IPOM3BOACTBEHHOM MPAKTHUKE;

- OTIBIT JESATEIHHOTO BRIPAKEHHSI COOCTBEHHOM IPa)K1aHCKOU MO3UIINH;

- ONBIT CAMOCTOSITENILHOTO MPUOOPETeHHsS HOBBIX 3HAHUI, MPOBEICHUS HAYYHBIX
MCCJICIOBAHUM, OTIBIT MPOEKTHOM JNESTEIIbHOCTH;

- OIIBIT U3YYEHUS, 3aLIUTHl 1 BOCCTAHOBJICHUS KYJIBTYPHOT'O HACJIEAMsI YEIOBEYECTBA,

- OIIBIT TBOPYECKOTO CAMOBBIPAXKEHUSI,

- OIBIT BEJICHUS 3J0POBOro o0pa3a >KU3HHU U 3a00ThI O 3/I0POBLE APYTUX JOJEH;

- OMNBIT OKa3aHUsl IMOMOIIY OKPYXAIOUIMM, 3a00Thl O MalbllllaX WM TMOXWIBIX JOISX,
BOJIOHTEPCKUH OIIBIT;

- OIBIT CAaMONO3HAHMs M CAMOAHAJIN3a, ONBIT COLMAIIBHO MPUEMIIEMOIO CaMOBBIPAXKEHUS U
camopean3alyi.

JIOCTHKEHHUIO TIOCTaBJICHHOW IIEJIM BOCHUTAHHUS OOYYalOUIMXCA CIIOCOOCTBYET pElICHUE
CJIEYIOIINX OCHOBHBIX 3A0ay.

1) peanu30BBIBaTH  BOCIUTATEIbHBIC BO3MOXKHOCTH  MEPOIPHUSATHH, IOAJICPKUBATH
TpaJULIMU UX KOJUIEKTUBHOTO TUIAHUPOBAHMUSI, OpPTaHU3AIIH, IPOBEICHUS U aHATN3a;

2) OpraHM30BBIBATH IS OO YUAFOIIMXCS SKCKYPCHH, KCIICTUIINH, TIOXO/IbI U PEATN30BbIBATH
UX BOCIIMTATEJIbHBIN MOTEHIINAI;

3) opraHM30BBIBATH MPOPOPHEHTAIIMOHHYIO PA0OTY C 00YUIAIOIUMHUCS

4) opraHu3oBath pabOTy C HUX POTUTEISIMH WM 3aKOHHBIMU IIPEJCTABUTEISIMH,
HalpaBJIEHHYIO HA COBMECTHOE pPeLlIeHHE MTPOOIeM JMUYHOCTHOTO Pa3BUTHUS JAETEH.

[InanomepHasi peanu3anusi MOCTaBICHHBIX 3a7ay MO3BOJUT OPraHU30BATh MHTEPECHYIO U
COOBITUMHO HACBIIIEHHYIO JKM3Hb JIeTell M MeNaroroB, 4YTo CTaHET 3(QQEKTUBHBIM CIOCOOOM

HpO(i)I/IJ'IaKTI/IKI/I AHTUCOIMAJIbHOI'O ITIOBCACHUA o6yqa}0m1/1xc;1.

3. BUJAbl, ®OPMbI U COAEP KAHUME JEATEJIBHOCTH

HpaKTquCKaﬂ peanmms3anus Uciin U 3a1a4 BOCIIMTAHHA OCYIICCTBIIACTCA B paMKax CICAYIOIINX

HaIpaBJIEHUH BOCTIUTATENbHON pabOTHI (TabM.8):
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Tabanna 8 — Hanpapiiennsi BocnuraTeJbHOM padoThl

CO3HATEIBHOTO
T'YMaHHOTO OTHOIIICHHUS K
ce0e 1 cBOEMY
¢buznueckomy u
MICUXHYECKOMY 3/I0POBBIO U
BBITTOJTHEHUS
AIIEMEHTAPHBIX TPABHI
3/10pOBbecOepeKEHUS

MO3UTUBHBIX 1 HETATUBHBIX (paKkTOpax,
BIIMSIFOIIMX HA 3JJ0POBBE;

- (opmupoBaHuE MpeACTaBICHUS O
palMOHAIBHON OpraHU3aluK peKUMa JTHS,
yu€0BbI U OTIbIXA, IBUTATEITHLHOM
aKTUBHOCTH

HanpaBienue Heanb 3agaun @opMBbI M BU/IBI JIeSITETbHOCTH
I'paxknancko- dopMHUpOBaHUE AKTUBHOM |- pa3BUTHE CUCTEMbI MATPUOTHIECKOTO — Oecena,
MAaTPUOTHYECCKOE JKU3HCHHOM IIO3UIIUH, BOCIIUTaHUA, (I)OpMI/IpOBaHI/Ie — BHIECOIPOCMOTP,
BOCIIUTAHHE MOTPEeOHOCTH B Ipa)XIaHCKOW MO3UINH, KYIbTYPbI — unborpaduxa,
CaMOCOBEPIIICHCTBOBAHUH, |MHTEUICKTYaJIbHON U JIMYHOMN — IONydYEHHUE U 3aKpEILICHNE 3HAHMI,
CHOCOOHOCTH YCHEIIHO CaMOCTOSITENIbHOCTH, TTOOIIPEHUE —  HccreoBante MHOPMAIHORHEIX
aIalTHPOBATHCS B WHJIMBUIYAJIbHOCTH PEOEHKA, HCTOUHIKOB.
OKpY>KaroIlleM Mupe - y4acTue B CHOPTUBHBIX MEPOTIPUSATHUSX,
KpPY)KKaX, CeKIUSIX, OBJIAJICHUE 3HAHUSIMHU
1 3JI0pOBBE cOeperariummMu
TEXHOJIOTHSIMH, TPO(PHIAKTHKA KYPCHHS U
310yNOTPEOIeHUS ICUXO0aKTUBHBIMU
BEIIECTBAMHU
3nopoBbecoeperaomee |Co3naHnue yCIOBUM IS - (opmupoBaHuE MpeACTaBICHUS O — HHCTPYKTaX,
BOCIIUTAHUE dhopmupoBaHus y LIEHHOCTH 3JI0POBbSI 1 HEOOXOIMMOCTH — ©Oecena,
00yJaroImuxcst OCHOB OepeKHOT0 OTHOIICHHSI K HEMY; —  BHZCOMPOCMOTP,
3I0pOBOTO 00pa3a KU3HU, |- GOPMHUPOBAHUE MIPEACTABICHUS O — pe3eHTALNS,

— 03JI0pOBUTEJILHOE MEPOTIPUSITHE.
— TIOJYyYEHHE U 3aKPEIJICHUE 3HAHU,

— HccaenoBaHue NHPOPMaIMOHHBIX
HCTOYHHUKOB,

— coOIII0/IeHNe CaHUTAapHO-
TMTHEHUYECKHX TPEOOBaHMIA,

— penaKcallOHHBbIE May3bl,

— 3pUTEIbHAs TMMHACTHKA,

— BBINIOJIHEHUE YIIPA)KHEHUHN JJIS CHATHS
MBIILIEYHOTO HAIPSYKEHUSI.

IIpaBoBoe BocniuTaHuE
U KYJbTypa
0e301acHOCTH

Oco3HaHne 00y4YaIOIIUMHUCS
3HaYMMOCTH MIPABOBOM
KYJIbTYpbI AJ1s1 OyayLIero

- co3JIaHue YCIOBUM AJis OPMUPOBAHUS
LIEJIOCTHOTO MPEACTABIEHUS O JTMUYHOU
OTBETCTBEHHOCTH 3a aHTI/IO6HIeCTBeHHI)Ie

— HHCTPYKTaX,
— YpOKHU 0€301MacHOCTH,
— aKuus,
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Hanpasienue Heanb 3agaun @opMBbI M BU/IBI JIeSITETbHOCTH
JIMYHOCTHOTO CTAHOBJIEHUS | SSIHUS, IPEAYCMOTPEHHBIE YITOJIOBHBIM U |— Oecena,
" yCIICIIHOIO AIMUHUCTPATUBHBIM IIPABOM; — BHIECOIPOCMOTP,
B3aMMOJICICTBUS C - HAyYHTh BECTH Ce0s B OOIICCTBEHHBIX | — pesenTawys,
OKPYKAFOIIIUM MHUPOM. MeCTax, COONMIOAATh TUCIUILUINHY U — moJIyueHHe U 3aKpeILIeHHe 3HAHMI,
HOPANOK, — HWccnenoBaHue MHGOPMAIMOHHBIX
copMHpOBATH YMEHHUE Pa3InvaTh MCTOUHHKOB,
XOpOIIHUE U MJIOXUE MOCTYIIKH; _ yuacTue B aKiw@sX,
- IPCAYNPCATD OTIACHOCTL — cobmoienne HopM 0e30MacHOCTH,
He00TyMaHHBIX JEHCTBHIA, CBOICTBEHHBIX
— co0Ito/IeHue MPaBOBBIX HOPM.
MTOIPOCTKOBOMY
BO3pAcCTy, KOTOPbIE MOT'YT MIPUBECTH K
COBEPIICHHIO IPECTYIIICHUM.
JyxoBHO- dopmupoBaHue - CO3[JaHUE CUCTEMBI IIPAaBOBOTO — Oecena,
HPaBCTBCHHOC T'YMaHHUCTHUYCCKOI'O IIPOCBCUICHUA, — BHIECOIPOCMOTP,
BOCIUTAHHE OTHOIICHUS K -npoUITaKTHKA MPAaBOHAPYIICHUH, — TIpeseHTaIsI.
OKpY’KaloIIeMy MHUDY, YeJIOBEK — CBOOOTHAS JINYHOCTD, WICH — Hccren0BaHue HHPOPMALHOHHBIX
BOCIIUTAaHHE Ipa)XIaHCKOTO OOIIECTBA U MPABOBOTO MCTOYHHKOB,
3aKOHOTIOCTYIIHOTO rocynapersa, —  COOMIOICHHE KYJIbTYphI OOIIEHUS 1
rpa)x/J1aHrHa, - opmupoBaHUE YBaXKEHUS K YETIOBEKY, K TOBE/ICHHS B COLHYME.
00J1a/1af01eT0 Ka4eCTBaMH |€T0 BHYTPEHHEMY MHPY.
TOJICPAHTHOCTH.
Xya0xKeCTBEeHHO- [Tpuoobienue k - pa3BUTHE TBOPYECTBA KaK — Oecena,
ICTeTHYeCKoe YeIOBEYECKIM HEOThEMJIEMOM YacTH ACSITeNbHOCTH — Ipe3eHTAINs,
BOCIIMTAHHE [EHHOCTSIM, YeNIOBEKa, Pa3BUTHE CITOCOOHOCTH K — BHCOIPOCMOTP,

«IIPUCBOEHUEN ITUX
IIEHHOCTE, BOCITUTAHHE
9YBCTBEHHOU Cephl,
BHUJICHUE MTPEKPACHOTO.

XYOOXKXCCTBCHHOMY MBIIIJICHUIO U TOHKUM
OMOIMOHAJIbHBIM OTHOIICHUSAM,
CTUMYJIMPYIOIIUM XYJ0XKECCTBCHHYIO
CaMoOaCATCIBbHOCTD.

Pa3BUTHUEC 3CTCTHUYCCKOI'O OTHOUICHUA K

SIBJICHUSIM OKPYKAIOIIEH KU3HU U
UCKYCCTBY.
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4. OCHOBHBIE HAITPABJIEHUSA CAMOAHAJIN3A
BOCIUTATEJBbHOM PABOTBI

OCHOBHBIMM  NIPUHLMIIAMH, HA OCHOBE KOTOPBIX OCYILECTBIIAETCS  CaMOAaHAIMU3
BOCTIMTATEILHOU PabOTHI, IBIISIFOTCS:

- [PUHIOUII  TYMAaHUCTUYECKOM  HANpPaBIECHHOCTH  OCYILIECTBISEMOrO  AaHAJIMU3A,
OPUEHTHPYIOLIMH HKCIIEPTOB HA YBAXKUTEJIBHOE OTHOIICHHE KakK K BOCIHUTAaHHUKAM, TaK U K
nejaroram, peaju3yroluM BOCIIUTATEIbHBIN IPOLIECC;

- NPUHUMUII TPUOPUTETA AHAIM3A CYUIHOCTHBIX CTOPOH BOCIWTAHUS, OPUECHTUPYIOLIUN
AKCIEPTOB HA M3YYCHHE HE KOJMYECTBEHHBIX €0 IOKAa3aTelie, a KaYeCTBEHHBIX — TaKHX Kak
collep’)kaHWe U pa3HoOOpas3ue MAeATeIbHOCTH, XapakTep OOIIeHHS ¢ OTHOIIGHUH MeXay
00y4JaroIMMuUCs U MeIaroraMu;

- TMPUHIMI Pa3BUBAIOLIETO XapakTepa OCYIIECTBIAEMOr0 AaHAIN3a, OPHEHTUPYIOLIUMA
AKCIEPTOB HA MCIOJIB30BAHUE €r0 PE3YyJbTATOB JJISI COBEPLICHCTBOBAHMS BOCIMUTATEIbHOM
JIeATEIbHOCTH IEJaroroB: IrpaMOTHOM IOCTAHOBKM HMMHM LEIM M 337a4 BOCIUTAHUS, YMEJIOIro
IUTAHUPOBAHMS CBOEH BOCIHUTATEIbHON pabOThI, aI€KBAaTHOTO MOA00Pa BUIOB, (GOPM U COJAEPIKAHUS
MX COBMECTHOM C AETbMH JIEATEIBHOCTH;

- TOPUHUUN PA3JAEICHHOM OTBETCTBEHHOCTH 3a pE3yJbTaThl JIMYHOCTHOTO Pa3BUTHUA
00y4aroIuXcsi, OPUEHTUPYIOIIMIA HSKCIIEPTOB HAa MOHUMAHHE TOTO, YTO JIMYHOCTHOE Pa3BUTHE
BOCIIUTAHHUKOB — 3TO PE3YyJIbTAT KaK COUAIbHOTO BOCIUTAHUSA, TAK U CTUXUITHOW COLMAIN3alUU U
CaMOpa3BUTHS JAECTEH.

OCHOBHBIMU HaIpaBJICHUSIMU aHATN3a OPTAHU3yEeMOT'0 BOCIIUTATEILHOTO MpoIiecca:

1. Pe3ynbTaTel BOoCIUTAHUS, COLUATHM3AIINHI U CAMOPA3BUTHSI PEOSIT.

Kpurepuem, Ha OCHOBE KOTOPOIO OCYIIECTBIISIETCS NTaHHBIA aHANU3, SBISETCA JMHAMHUKa
JTUYHOCTHOTO Pa3BUTHS 00YJAIOIIETOCH.

Cnocobom moydeHus: WHGOpPMAIMKM O pe3yJabTaTax BOCIHTAHUS, COIUATU3AINA U
caMOpa3BUTHSA OOYYArOIIETocs SBJSIETCS TMeNaroruyeckoe HaONoJIeHUE, pe3yNbTaThl y4acTHs B
pa3IMYHBIM MEPOIPUATHUSAX U JIP.

2. CocTosiHME COBMECTHOM JESATEILHOCTH JIETEN U B3POCIBIX.

KputepueM, Ha OCHOBE KOTOPOTO OCYIIECTBIISIETCS MAHHBIA aHAIN3, SIBISETCS HalW4ue
WHTEPECHOM, COOBITUMHO HACHIIEHHONW W JMYHOCTHO Pa3BUBAIOIICH COBMECTHOW JEATEIHLHOCTH
JleTeN U B3POCIIbIX.

Cnocobamu monydeHuss uHPOpPMAIIMM O COCTOSHUM  OPTaHM3yeMOW COBMECTHOM
JIEeATETLHOCTH JIETEH W B3POCIBIX MOTYT OBITh Oecelbl ¢ pe0sTaMu U UX POJAUTEIISIMH, TIeJaroramu,
MIpU HEOOXOIUMOCTH — X aHKETHPOBAHHUE.

Baumanue IIpU 5TOM COCPCAOTAUUBACTCA Ha BOIIPOCAX, CBA3AHHLIX C:
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- Ka4€CTBOM IPOBOJUMBIX MEPOIPUATHIH;

- Ka4eCTBOM IPOBOJIUMBIX IKCKYPCHIA;

- KAYeCTBOM B3aMMOJACUCTBUS C POAUTEIIMH 00yUJarOIINUXCs;

- KaueCTBOM NMPOPOPUEHTALIMOHHON PabOTHI B LIEJIOM.

Hrtorom camoaHnanusa BOCIUTATEIbHONU pabOTHI SBJISIETCSA MEPEUEHb BBIABICHHBIX MPOOIieM,
HaJ1 KOTOPBIMU MIPEICTOUT pabOTaTh MEJarorn4eckoMy KOJJIEKTUBY, U IPOEKT HAIIPABJICHHBIX HA 3TO

YIIPABJICHYECKUX PELICHUMN.

5. KAJJEHJAPHBIN IVIAH BOCIIUTATEJIBHOM PABOThHI
HA 2023-2024 YYEBHBINA 'O/

OpueHTHPOBOYHOE
Meponpusitue OTBeTCTBEHHBbIE
BpeMsi IPOBeIeHUs
MeponpusiTusi 10 HANPaBJIEeHUAM BOCIIUTATEILHOI PadoThI
IIpoBenenue 6ecenpl o Teme: «IIpaBuna
noBeaeHus ooydaronuxcs B MAYJ10 CeHts10pb, MapT (110
A yaarom N A 8 PE, MapT ( Ilegaror 10
«MYK», npeaBaputenbHblil 1 IEPBUUHBINA | TpaduUKYy)
WHCTPYKTaXH 10 OXpaHe TpyJa
eHb cekperaps B Poccun (18 cenTsa0ps
A petap ( pA), CeHTs0pb [Tenaror 10
Oecena
MexayHapOIHBIN I€Hb MOMKMIBIX JI0AEH
JLYHApOZ A AcH, OxkTs10pb Ilegaror 10
Oecena
Jlenb yuurens, Oecena OKTAOpD Ilegaror 10
Jlenws maTepu, Oecena Hos6pn [Temaror J1IO
Jlexnus-6ecena, mocssienHas JIHio
1 A = A Hos6pb ITengaror 10
HapOJIHOTO €JUHCTBA
enb Koncturyiuu PO (12 nexabps),
A i (121 ps) Hexabpb [Tenaror 10
Oecena
VYyacTtue B HoBOrogHux MEponpHusITHUIX
eKaophb [Tenaror 10
MAVYJIO «MYK» Hlexadp Aaror Ji
eHb CHATHA Onokaabl Jlennnrpana (27
A a rpana ( SuBapp ITegaror 10
siHBaps1), Oecena
Jlenb naMaTy BOUHOB A(raHckoil BOMHBI
(15 ¢deBpans - [lenp BouHa- DeBpainb ITengaror 10
MHTEPHALIMOHAJINCTA)
Jlenb 3amurHuka OTedyecTBa, Oecena depainb Ilegaror 10
MexnyHnaponnsiii XKenckuii JleHb Mapt ITemaror 10
MexayHapoaHbIN J€Hb OCBOOOXKICHUS
Y3HHUKOB (DaIIMCTCKUX KOHIIarepew, Arnpenb Ilenaror 10
Oecenma, BUICOPOIIUK
JleHb aBHalMKM U KOCMOHABTHKH, Oecena Anpenb [Tenaror J1IO
MexayHapOoHBIA I€Hb COIMAAPHOCTH
AAYHApOLL 6 sap Anpenb [Tenaror J10
Mounozexu (24 anpens), 6ecena
Me:x1yHapOIHBIN IeHb ceKpeTaps, becena | Ampenb [Tegaror 10
ITpa3nnuk Becusl u Tpyna, Oecena Mait [Tegaror 10
Jlens [Tob6enp1, Oecena Mait ITemaror 10
IToaroroBka K KOHKYpPCY KOMIIBIOTEPHBIX B teuenue rona Ilegaror 10




65

OpueHTHPOBOYHOE

Meponpusitue OTBeTCTBEHHBIE
BpeMsi IPOBeIeHUs
pabot ms 5-11 kiraccoB OO Kupumnickoro
paiioHa, IPOBOAUMBIN COBMECTHO C
LenTpom «Pycckuii my3ei: BUPTyaJIbHBII
bunmamy
ToaroTosxa K KOHKypCy cpefin B teuenue rona [Tenaror /10O
oOyyaromuxcs «SpMapka mpoeKToB»
[ToaroToBka K IpyruM KOHKypcam B Teuenue roga ITegaror J1O
JKCKYPCHH, IKCIeTHIIHH, TOXObI
Y4eOHblie 1 TPOHOPUEHTAITMOHHBIE
IRCKYPCHH. B teuenue rona [Temaror 10
- B Komurer o obpazoBanuio;
- U Jp.
Pabora ¢ poguressimu
Ponurensckue cobpanus B teuenne rona (o Ilegaror 10
rpaduKy)
B3anmMopencTeue ¢ poaurensimu
(3aKOHHBIMU TIPEICTABUTEIISIMU ) B Teuenue roga [Tegaror 10
00yJaromuxcst
YuacTie B KOHKYpCax, aKIUsIX, KBECTAaX, MPOEKTaxX
'I'Bcepoccnncxﬂnn 00pa30BaTeIbHBINA MPOEKT Centsabph Texaror JIO
Ypox nudpsr
Bcepoccuiickuii ypok 6€30mMacHOCTH
IIKOJILHUKOB B ceTH MHTEpHEeT, Oecena, OxTs6pb (110 TpaduKy) [Tenaror 10O
BUJICOPOJIUK
VYyactue B akuuu «llo3gpaBe Mmamy» Hos6pp [legaror 10
Konkypc koMnbloTepHBIX paboT s 5-11
KJIaCCOB OOvKI/IpI/IHICKOFO paiioHa, Mo rpaduKy Texaror JIO
IIPOBOAMMBIN COBMECTHO ¢ LleHTpom
«Pycckuii My3eil: BUPTyaJIbHbBIN Qruinany
E;::gf(;ipeﬂn oOyuatomuxcs «Spmapka Anperts Tezaror JIO
VYyactue B Apyrux akusx, IpoeKTax, B Tevenue rona Tegaror JIO

KBECTAX, KOHKYpCaX.
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MNPUJIO)KEHUE A

KanennapHslil y4eOHbIi rpadpux
Ha 2023-2024 yuyeOHblii roa

IIporpamma mnpodeccuoHaabHoii moAroToBku 26353 «Cekperapb-MalIMHHCTKAY
peasnu3yercs:

- epBbId TOJ 00ydeHus — ¢ 5 ceHTa0ps 2023 r. mo 21 mas 2024 r. (Mpou3BOCTBEHHAS
npakTuka: 27 mast 2024 r. no 21 utons 2024 r.);

- BTOpo# ro o0y4yenus — ¢ 7 ceHtsiops 2023 r. o 16 mas 2024 1.

Ilepuonabl 1 NPOIOKUTEIBLHOCTh KAHUKYJI /1JIsl IEPBOr0 U BTOPOro rojaa o0yyeHust
NpeaycMOTPEHbI cJieaAylolue:
OoCeHHUE — 28 OKTI0ps — 5 HOsAOps (9 aHEN);
sumHKE — 31 nexadpst — 08 staBaps (9 qHei);
BeceHHue — 25 mapta — 01 anpens (8 guei);

KoumnuecTBo y4eOHBIX HeeJIb:

- IepBBIii 1o 00yueHus — 34 yueOHbIX HelleNH;

- BTOpOii ro 00yueHus — 33 yueOHbBIX HEeNIeH.

Pesxkum 3ansTHii:

nepBbId roj1 00ydeHust — 1 pa3 B HEAEIIO MO0 BTOPHUKAM B KOJMYECTBE 3 aKaJeMUYECKIX
YacoB;

BTOpOI roj oOyueHust — 1 pa3 B HEJENIO M0 YeTBEpraM B KOJMYECTBE 2 aKaJeMHUYECKUX
YacoB.

Cpoku nmpoBeieHUs TPOMEKYTOUHOM aTTeCTallly JaHbl B IPHIIOKEeHUH b.

Cpoxku npoBeaeHust uToroBou arrecranuu 16.05.2024 r.



67

MNPUJIO)KEHHUE b

I'paduk npomMe:KyTOYHOI U UTOTOBOM ATTECTALMHU

NepBOro M BTOPOro rojaa o0y4eHust

Ne Ha3zBanue Ne Ilenaror Ha3Banue Jatel JlaTa
NporpaMMsbl rpynmnbl MHCIUTLTMHBI MPOMEKYTOUHOM | MTOroBOit
arrecTanuu | aTrecranun
IlepBolii rox 00yuyeHust

1 | 26353 «Cekperaps- 1 Oprasu3aioHHas 05.12.2023
MAIITMHACTKA) TEXHHKA H 02.04.2024

“H(OPMAITMOHHBIC

TEXHOJIOTHH B

JICJIOTIPOU3BOJICTBE
Texamnka 19.12.2023
MAIIIMHOIIMCH 20.02.2024
HenoBas KynpTypa 26.12.2023
19.03.2023
JIOKyMeHTHI, 26.12.2023
KOPPECTIOHACHLIUS U 21.05.2024

JICIIOTIPOU3BOJICTBO

Bropoii ron 06yuenust
2 | 26353 «CexkpeTtaps- 1 Ucaera A.A. | OpranusarnuioHHas 14.12.2023 16.05.2024

MAaITMHACTKA) benskosa O.B.| Texnuka u 07.03.2024

UHQOPMaIHOHHBIE

TEXHOJIOTHHU B

JICTIOTIPOU3BOJICTBE
TexHuka 28.12.2023
MaITHHOTIHCH 04.04.2024
JIOKyMeHTHI, 28.12.2023
KOPPECTIOHICHIIHS U 02.05.2024

JICJIONPOU3BOJICTBO
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HNPUJIOXEHUE B
Y4eOHO-KaJeHIapHOE IVIAHUPOBAHUE
NepPBOro rojia 00y4eHus
1 nonyroaue 2023-2024 yye6Horo roaa

Ne Tema Ko.u1-Bo JlaTa

3aHATHSA 4acoB

1. Bbezomacuocts Tpyna. [loxapaas 6e30macHOCTh. AyTOTPEHHUHT, 1
IMMHACTHKa AT PYK, T71a3 u ap. Oprannzamnus pabodyero Mecra npu
MaIIMHOMUCHBIX paboTax.

BBenenue: cpencTBa OprreXHUKH, ONpeieieHue, Ha3HaueHHE, 1
KJTacCH(PUKAITHA.

OO6mue mpaBmiTa pabOTHI HAa MUIIYIIEH MaITHHE U KOMIIBIOTEpE. 1
YX07 3a NUIIynied MallMHON U KOMIIbIOTEPOM.

2. [Momenienue 1Jist ynpaBiIeHYECKHAX CIIYKO U €ro OCHaIIEHHE. 1
CpencTsa Aj1s1 COCTABJIECHUS] OPUTHHAJIOB TEKCTOBBIX JOKYMEHTOB. 1
«Cnenoi» necATUNanbLUEeBbld METOI IEYATH Ha KIIABHATYPE C 1
pycckum mipupTomM. OCHOBHOM, BEPXHUHN M HUKHHUU PSJIbI
KJIaBHATYPBIL.

3. CpencrBa KONMPOBAHUSA U OMEPATUBHOTO PA3MHOKEHUS 1
JNOKyMeHTOB. CpeaicTBa THPAKUPOBAHUS IOKYMEHTOB.

Beenenue. [Ipuknamnoe nporpaMMHoe o0ecrieueHUE it pabOThI 1
cekpetapsi. TexctoBsiii mporieccop WORD: pyHKIIMOHATBHEIE
BO3MOHOCTH.

OcBoeHre NpUeMOB TEXHUKU IHChMa Ha KJIABUATYPE C PYCCKUM 1
mpUPTOM: OCHOBHOH PsiJi KIIABUATYPHI.

4. Texcrosslit porieccop WORD: mops10k 1 preMbl BHITIOTHEHUS 1
onepanuu.

OcTeTndeckasi M THIECKas KyJIbTypHI. 1
OcBoeHre IPHEeMOB TEXHHUKH ITMChMa Ha KJIABUATYPE C PYCCKUM 1
mpUGTOM: BEPXHHUH PsiJi KIABUATYPBI.

5. OcBoeHre NpUeMOB TEXHUKU MHChMa Ha KJIABUATYPE C PYCCKUM 1
mpu¢TOM: HWOKHUH PsiZl KIIaBUATYPBI.

Cpencrsa aj1s1 00paboTku qOKyMeHTOB. CpelicTBa CBsI3H. 1
JuxrodonHas TexHuka. BerauciaurenbHble CpeCTBa.
ITcuxomnorus o0eHus. 1

6. [IpaBuna oopmiieHus 3HAKOB IPENIMHAHNS, IPSIMasi Pe4b, LIUTATHI, 1
WCTOJIb30BaHue cokpameHnii. CriocoObl HCTpaBIeHUS OIUOOK.
KonrtponbHas padora o Teme «OpraHu3aliMOHHAs TEXHUKA. 1
OtpaboTka ABUraTeIbHBIX HABBIKOB IIPH OCBOCHUH KJIaBUATYPBI. 1
3amepbl CKOPOCTH.

1. [IpaBuiia HanKCaHUsT MAaTEMAaTHYECKUX CUMBOJIOB U (JOPMYII, 1
reorpa)uyecKux 0003HAUCHHUH, YUCIUTEIBHBIX M CI0MKHBIX
MPUIAaraTelbHbIX.

OdopmieHne TEeKCTOB ¢ MaTEMAaTHIECKUMH CUMBOJIAMH 1 1
dhopMynamu, reorpa@UuyecKUMK 0003HAYCHUSIMHU, YUCITUTEIBbHBIMU U
CJIO’KHBIMH ITPHUJIAraTelIbHBIMU.

OtpaboTka ABUraTeIbHBIX HABBIKOB IIPH OCBOCHHH KJIaBUATYPBI. 1
3amMepbl CKOPOCTH.

8. 3aroyioBKY M moA3aroyioBKu. CrocoOb! BIZIEIEHHUS B TEKCTE.

KynbTypa obmienust B cepe e TebHOCTH CeKpeTapsl.
OTtpaboTKa ABUTaTENbHBIX HABBIKOB TPH OCBOEHUH KJIABHATYPHI. 1




69

Ne
3aHATUA

Tema

Koa-Bo
4acoB

Jlara

33MepI)I CKOpPOCTH.

CHOCKH, TTIPUMEYaHMS.

OcHOBHBIE CBEIICHUS U3 UCTOPUH JICJIONPOU3BOJICTBA U
ceKpeTapckoi ciryx0b1. Oprannzanust ”HPOPMAHOHHO-
JOKYMEHTAJILHOTO 00CTYKHBaHHUsI.

OTtpaboTKa ABUTATEIBHBIX HABBIKOB TP OCBOCHUH KJIABHATYPHI.
3amMepsl CKOPOCTH.

10.

JokymeHTanroHHOe obecrieueHue npeanpustus. TpedoBaHus K
nokymeHnTaMm. CocTaBieHHE TEKCTOB CIYKeOHBIX JOKYMEHTOB.

Kynprypa obmienns B cepe nesiTeTbHOCTH CeKpeTaps.

OtpaboTKa ABUraTENbHBIX HABBIKOB IIPY OCBOGHUH KJIABHATYPBI.
3aMepbl CKOPOCTH.

11.

JokymeHTanroHHOe obecrieueHue npeanpustus. TpeboBaHus K
JOKYMEHTAaM.

[TeuaTanue Tekcra ¢ konusiMu. IleyaTaHue TeKcTa ¢ ABYX CTOPOH
nucra. Hymepanus ctpanuu. [leyaTanne Tekcra Ha TUHOBaHHOU
Oymare. TutynpHbIH TUCT, OUOIHOTpadHs.

Kynprypa obmenns B cepe nesTenbHOCTH CeKpeTaps.

12.

Brmmonnenne pabot mo 00paboTke TOKyMEHTAINH B TEKCTOBOM
nporieccope. OdopMiicHHe yKa3aTeleH, HaIICeH.

TpeboBanus k 6I1aHKaM U MpaBuiIa 0QOPMIICHUS YIPaBICHUECKUX
JTOKYMEHTOB.

OdopmieHne TEKCTOB C IBYX CTOPOH JIMCTA C HyMepaluel CTpaHuLl,
3arojIOBKaMH, BBIIEJICHHEM, IPUMEYaHUEM 1 CHOCKaMH.

13.

3ader no aucuuiuinae «OpraHu3alnuoHHas TEXHUKA |
nH(OPMAITMOHHBIE TEXHOJIOTHH B JIEJIOMPOU3BOICTBEY.

OCHOBHBI€ TTOJIOKEHUS CTHITUCTHKH, JIEKCUKHU 1 (Ppa3eosoruu.
CrientnanbHas jiekcuka. Tepmunosiorusi. OduiiuanbHO-1EI0BOM
ctiitb. OCHOBHBIE TIONIOXKeHMsI opdorpaduu 1 Mopdosroruu ¢
3JE€MEHTaMU NPaKTUYECKOU CTUIUCTUKU. CHHTaKCHUC € JIEMEHTaMU
MPAaKTUYECKOU CTHIIMCTUKU

OTtpaboTKa ABUTaTENbHBIX HABBIKOB ITPU OCBOEHUH KJIABHATYPHI.
3amMepbl CKOPOCTH.

14.

Kynprypa o01enust B cepe nesiTeIbHOCTH CeKpeTapst.

TexHHKa pelakTHPOBAaHUS TEKCTOB.

Nmuax cexperaps.

15.

3auyet nmo gucHuIuInHe « TeXHHKa MAIIMHOIIUCH.

KynpTypa peun.

Kynprypa TenedgoHHOro pasrosopa.

16.

TexHHKa pelakTHPOBaHUS TEKCTOB.

3ader mo aucnmIuinHe «/lenoBast KyabTypay.

3ader o JAUCIUIIIINHE <<I[OKYMCHTI>I, KOppeCIOHACHIINA U
ACIOIIPOU3BOJACTBO».

N N T N N N
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YyeOHo-KaJeHAapPHOE IVIAHUPOBAHME
NepBOro rojia o0y4eHus

2 moayroaue 2023-2024 yye6Horo roga

Ne Tema Ko.u1-Bo Jara
3aHITHA 4acoB
17. [Mucemo TekcTa ¢ tHGPOBBIM U HOPMYIBHBIM MaTEPHATIOM. 1
PyGpuku, ciucku. TaOynsus. 1
OTtpaboTka ABUTATENBHBIX HABBIKOB IIPH OCBOSHUH KJIABHATYPHI. 1

3aMepbl CKOpOCTH.

18. Brimonnenne paboT mo 00padoTke TOKYMEHTALH B TEKCTOBOM 1
nporieccope. OpopMiIeHHE 3ar0J0BKa CTEH/IA.

Tabmumel. [1paBmira opopMIICHUS M COCTABIICHHUS MTPOCTHIX TAOJIHII. 1
OtpaboTKa ABUTaTEIbHBIX HABBIKOB IIPH OCBOSHUH KIIaBHATYPHI. 1
3amMepbl CKOPOCTH.

19. OdopMiIeHHE TPOCTHIX TAOJIUI] HA KOMIIBIOTEPE. 1
BrinonHenue pabot 1mo 00paboTKe TOKYMEHTAI[MH B TEKCTOBOM 1
npoueccope. Odopmnenne nHGOPMATMOHHBIX JUCTOB VISl CTEH/A.
OtpaboTKa ABUTaTEIBHBIX HABBIKOB IIPH OCBOCHHUH KJIABHATYPHI. 1
3amMepbl CKOPOCTH.

20. OTHUKET B ICTIOBOM MEPEIUCKE. 1
[IpaBuna odopmiieHUs cxXeMm. 1
OnexrponHas Tabmmia Excel: pyHKIIMOHATEHBIE BOZMOYKHOCTH 1
AJICKTPOHHOH TaOJIMIIBL.

21. Odopmienne npocThIX TaONUI] HAa THITYIICH MalllHHE. 1
Co6op u pedepupoBanre HHPOPMAIIHH. 1
BusutHbIe KapTOUKH. 1

22. KontponpHas pabota o Teme «OCHOBBI peTaKTUPOBAHUS TEKCTOB U 1
pedepupoBanue HHPOPMALTUI
Brimonaenne paboT B 3IIeKTPOHHOM Ta0uile: opopMIIeHHE TEKCTa, 1
TalJINILL, AUarpaMm.

TexHuKa BEIEHUI U DTHKET AEJIOBOI Oeceabl. 1

23. 3ayeT Mo JUCHUILINHE « TeXHUKAa MAIIHHOIUCH)Y 1
JenoBoii npoTOKOI. 1
OnexrponHas Tabnuna Excel: mopsiaok v nprieMbl BBITTIOTHEHHS 1
onepaluu.

24, BeinonHaeHre paboT B 3JIEKTPOHHOM Ta0uile: 0(pOopMIICHHUE TEKCTa, 1
TalJIILL, JUarpamMM, CapKIAHHOB; MPOCTHIC BEIYUCIICHHUSL.

[IpaBuna cepBUPOBKH YaitHOTO (KO(heHHOTr0) CTOJA. 1
Komnrerorepusle cetu. MIHTEpHET. 1

25. [paBuna npuroTOBICHUS U MOJJAYH TOPSYMX HAITUTKOB U 3aKYyCOK K 1
HHUM.

Konrponbnas padoTa o reme «nekrpoHHas Tadbanua Excel» 1
JIOKyMEHTBI JINYHOTO XapaKTepa; COCTaBlIeHre, opopMIleHHE U 1
paboTa ¢ JOKYMEHTaMH.

26. JIOKyMEHTBI IMYHOTO XapakTepa; COCTaBIeHHE, OQopMIIeHHE U 1
paboTa ¢ TOKyMEHTaMH.

JIOKyMEHTBI JIMYHOTO XapaKTepa; COCTaBlIeHre, opopMIleHHE U 1
paboTa ¢ TOKyMEHTaMH.
Wnrteprep paboyero moMemieHus Kak 00J1acTh JIeJIOBOTO 3THUKETA. 1

27. 3adet mo aucruIuimHe «JlemoBas KyiabTypay 1
Cucrema mepenadn JEKTPOHHBIX COOOMIEHUI. DIEKTPOHHAsI [TOYTa. 1
JIOKyMEHTBI JINUHOTO XapaKTepa; COCTaBIeHNE, OPOPMIICHUE U 1

paboTta ¢ JOKyMEHTaMH.
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Ne Tema Koa-Bo Hara
3aHSATHS 4acoB
28. 3adet o aucruiuHe «OpraHu3alioHHas TEXHUKA 1 1
MH(OPMAIMOHHBIC TEXHOJIOTHH B AEIOIPON3BOACTBEY
JIOKyMEHTBI JINYHOTO XapaKTepa; COCTaBIeHHE, OPOPMIICHUE U 1
paboTa c JOKYMEHTaMH.
JIOKyMEeHTBI IMYHOTO XapaKkTepa; CoCTaBIeHne, 0hopMIIeHHE U 1
paboTa ¢ JOKyMEHTaMHU.

29. JIOKyMEHTBI JINYHOTO XapaKTepa; COCTABICHHE, OPOPMIICHUE U 1
paboTa ¢ JOKYMEHTaMHU.
JIOKyMEHTBI JINUHOTO XapaKTepa; COCTaBlIeHHE, 0(OPMIICHUE U 1
paboTta c JOKYMEHTaMH.
JIOKyMEeHTBI IMYHOTO XapaKTepa; COCTaBIeHne, 0hopMIICHHE U 1
paboTa ¢ JOKyMEHTaMHU.

30. JIOKyMEHTBI JINYHOTO XapaKTepa; COCTaBICHNE, OPOPMIICHUE U 1
paboTa ¢ JOKYMEHTaMHU.
KonTponbHas pabora o Teme «/{oKyMeHTHI TMYHOTO XapaKTepa» 1
OcHOBHBIE JOKyMEHTHI YIPABICHHS; COCTaBIICHNE, O)OPMIICHUE U 1
paboTa ¢ JOKyMEHTaMHU.

31. OcCHOBHBIE TOKYMEHTHI YIIPABJICHUS; COCTaBICHUE, OPOpMIICHUE U 1
paboTa ¢ JOKYMEHTaMHU.
OcHOBHBIE JOKyMEHTHI YIPABICHHS; COCTaBIICHNE, O)OPMIICHUE U 1
paboTa ¢ JOKyMEHTaMHU.
OcHOBHBIE JOKyMEHTHI YIPABIICHHS; COCTaBIICHNE, OOPMIICHUE U 1
paboTa ¢ JOKYMEHTaMHU.

32. OCHOBHBIE TOKYMEHTBI YIIPABJICHUS; COCTaBICHUE, OPOpMIICHUE U 1
paboTa ¢ JOKyMEHTaMHU.
OcHOBHBIE JOKyMEHTHI YIPABIICHHS; COCTaBIICHNE, O)OPMIICHUE U 1
paboTa ¢ JOKYMEHTaMHU.
OcCHOBHBIE TOKYMEHTBI YIIPABJICHUS; COCTaBICHUE, OPOpMIICHUE U 1
paboTa ¢ TOKyMEHTaMH.

33. OcHOBHBIE JOKYMEHTHI YIIPABJICHUS; COCTAaBICHUE, OPOpMIIEHUE U 1
paboTta ¢ JOKyMEHTaMH.
OCHOBHBIE TOKYMEHTBI YIIPABJICHUS; COCTaBICHUE, 0OPMIICHUE U 1
paboTa ¢ TOKyMEHTaMH.
OcCHOBHBIE JOKyMEHTHI YIIPABICHHS; COCTaBIIeHNE, O)OPMIICHUE U 1
paboTa ¢ JOKYMEHTaMHU.

34. OcCHOBHBIE TOKYMEHTBI YIIPABJICHUS; COCTaBIeHUE, OPOpMIICHUE U 1
paboTa ¢ TOKyMEHTaMH.
OcCHOBHBIE JOKyMEHTHI YIIPABIICHHSI; COCTaBlIeHNE, 0)OPMIICHUE U 1
paboTa ¢ JOKyMEHTaMHU.
3auer no AuCIUILTHHE «J{OKyMEHTBI, KOPPECIIOHICHITUS 1 1

ACIOIIPOU3BOACTBO»
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Y4eOHO-KaNeHAapHOE IVIAHUPOBAaHHUE
BTOPOIO0 rojia 00y4eHust

1 moayroaue 2023-2024 yye6Horo roga

Ne Tema Koxa-Bo Hara
3aHATHSA 4acoB

1. Huarpammel. 1 07.09.2023
OdopMmieHre TPOCTHIX TAOJIUI] ¢ JUATPAMMON. 1

2. Tabmnuier. [TpaBuna oOpMIICHUS 1 COCTABIICHUS CIIOKHBIX TAOJIHII. 1 14.09.2023
OdopmiteHme CITI0KHBIX TaOJIUIT HA KOMITHIOTEPE. 1

3. OdopmieHue TabIUI] C TEKCTOM, THArPaMMOM. 1 21.09.2023
Buas! npennpusituil. 1

4. Odopminenne TabIuI ¢ TOAKICHKOH. 1 28.09.2023
YnpasneHdeckas CTpyKTypa IpenpHsIThSI. 1

5. KonTtpoinbHas padora o teme «OCHOBBI MEHEIKMEHTAY. 1 05.10.2023
ApxXuBaTOpbl. AHTHBUPYCHEIE POTPAMMEI. 1

6. BreimonHenue pabot mo 00padoTKe TOKYMEHTAIUH B TEKCTOBOM 1 12.10.2023
npoueccope. CtunieBoe popMaTHpOBaHUE.
Opranuszaius padoThI C JTOKyMEHTaMHU. 1

7. Brimonmaenue padot mo 06paboTKe TOKyMEHTAINH B TEKCTOBOM 1 19.10.2023
nporieccope. CtunieBoe GopMaTHpOBaHUE.
Opranunzanus paboThl ¢ TOKYMEHTaMH. 1

8. Word: npuMeHeHune mab0OHOB IPY CO3IaHUHU JIOKYMEHTOB. 1 26.10.2023
Opranuszamus padoThI C JOKyMEHTaMHU. 1

9. Word: npuMeHeHue mabiIoHOB IPU CO3IaHUU JIOKYMEHTOB. 1 09.11.2023
Opranun3zaiusi paboThl C TOKYMEHTaMH. 1

10. Word: co3manne cOOCTBEHHBIX IIA0IOHOB. 1 16.11.2023
Opranu3anus paboTsl C TOKyMEHTaMHU. 1

11. [TpumMeHeHue n1a0JIOHOB MPH CO3/IaHUH JOKYMEHTOB. 1 23.11.2023
Opranusanus padoThI C TOKyMEHTaMHU. 1

12. [IpumeneHne mabIOHOB NIPU CO3/IaHUU IOKYMEHTOB. 1 30.11.2023
PaboTta ¢ mokymeHTamMu, COAEepKAIIIMH KOMMEPUECKYIO TaAlHY 1
NPEANPHSITHSI.

13. KonTtponbsHas padora no Teme «111a0moHbD». 1 07.12.2023
OTtpaboTKa JBUraTeIbHBIX HABBIKOB P OCBOCHUH KJIABHATYPHI. 1
3aMephI CKOPOCTH.

14. 3ader o aucuuIinHe «OpraHu3aluoHHas TEXHUKA U 1 14.12.2023
WH(POPMAIMOHHBIC TEXHOJIOTHHU B IEIOTIPOU3BOJICTREY.
OTtpaboTKa JBUraTeIbHBIX HABBIKOB P OCBOCHUH KIIABHATYPHI. 1
3aMephl CKOPOCTH.

15. Homenkiatypa nen. 1 21.12.2023
OtpaboTKa ABUraTeIbHBIX HABBIKOB P OCBOCHUH KJIABHATYPHI. 1
3aMeprl CKOPOCTH.

16. 3ader 1Mo IuCcIHILTHHE «J|OKyMEHTHI, KOPPECIIOHACHITHS 1 1 28.12.2023
JIEJIOTIPOU3BOJICTBOY.
3ayer no aucuumirHe « TexXHUKa MaITHHOIIHCH. 1
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YueOHO-KaleHAapHOe IVIAHNPOBAHHUE
BTOPOIO0 rojia 00y4eHust
2 noayroaue 2023-2024 yyedHnoro roaa

No Tema Koa-Bo Jara
3aHATHUS 4acoB

16. [Ipe3enrannonnas nmporpamma PowerPoint: pyHKkInmoHambHbIC 1 11.01.2024
BO3MOKHOCTH.
Co3zmanne Mpe3eHTan. 1

17. [Ipesenranmonnas nmporpamma PowerPoint: ITopsmok u mpreMbl BBITOITHEHHS 1 18.01.2024
onepanui.
«Crenoi» IecATHITIATBIIEBEIA METO]] IIEYaTH Ha KJIABHATYPE C IATHHCKUM 1
mpudToM. OCHOBHOM, BEPXHHUU M HIKHUH psiIbl KiaBUaTypsl. KitepHoe
MHCHMO.

18. Co3zfanue npe3eHTanuii. 1 25.01.2024
OcBoeHue NMPUEeMOB TEXHUKH MHChMa Ha KJIaBHAType C JIATHHCKUM IIPUPTOM: 1
OCHOBHOM psint kiaBuatypbl. KitepHoe nucsmo.

19. Co3aHne Mpe3eHTAINH. 1 01.02.2024
OcBoeHue NMPUEeMOB TEXHUKH MIChMa Ha KJIABHAType C JIATHHCKUM IIPUPTOM: 1
BEPXHUH psJ KiaBuaTypsl. KitlepHoe muceMo.

20. KoHnTponsHas padota o Teme «IIpeseHtanmonnas nporpamma PowerPoint. 1 08.02.2024
OcBoeHuE NMPUEMOB TEXHUKH MChMa Ha KJIABUATYPE C JIATHHCKUM IIPAPTOM: 1
HIDKHHH psift KnaBuatypsl. KiiepHoe nucemo.

21. CoBMeCTHOE CO3/IaHKE U PEJAaKTUPOBAHUE JOKYMEHTOB. 1 15.02.2024
OtpaboTKa JBUraTeNbHBIX HABBIKOB IPH OCBOCHHUHU KJIABUATYPBI. 3aMephl 1
ckopoctu. IleyaTs ox JUKTOBKY.

22. CoBMecTHOE CO37IaHKE U PETaKTUPOBAHKUE JOKYMEHTOB. 1 22.02.2024
OtpaboTKa JBUTATENBHBIX HABBIKOB IIPH OCBOCHHUH KJIABHATYPHI. 3aMephl 1
ckopoctu. [leuaTs o ANKTOBKY.

23. COBMECTHOE CO3JaHNE U PEJAKTUPOBAHNE JOKYMEHTOB. 1 29.02.2024
OtpaboTKa JBUTATENBFHBIX HABBIKOB IIPH OCBOCHHUH KJIaBUATYPHI. 3aMepBbI 1
ckopoctu. [leuaTs o ANKTOBKY.

24. 3auet mo aucnuiuinHe «OpraHU3aIlOHHAs TEXHUKA 1 HHPOPMAIMOHHBIC 1 07.03.2024
TEXHOJIOTHH B JICJIOTIPOM3BOICTBEY.
OTtpaboTKa JBUTATEIFHBIX HABBIKOB IIPH OCBOCHUH KJIABUATYPBL. 3aMepbl 1
ckopoctu. IleyaTs ox JUKTOBKY.

25. DOpMHUPOBAHHKE JIET. 1 14.03.2024
XpaHeHue nied. 1

26. OcHoBHbBIE QYHKITUU CEKpeTaps Mo o0ecnedeHn o 6e3J0KyMEeHTAI[MOHHOTO 1 21.03.2024
00CITy)KMBaHHsI ICSATEIBHOCTH PYKOBOIUTEIIS.
OTtpaboTKa JBUTATEIBFHBIX HABBIKOB IIPH OCBOCHUH KJIABUATYPBL. 3aMepbl 1
ckopoctu. [leyaTs ox JUKTOBKY.

27. OcHoBHbIE QYHKITUU CEKpeTaps Mo o0ecnedeHnto 6e3J0KyMEeHTAI[MOHHOTO 1 04.04.2024
00CITyKMBaHHS AEATEIBHOCTH PYKOBOJIUTEIS.
3ager no qucrmiuinHe «TeXHUKa MAIIMHOIIICHY 1

28. OcHOBHBIE (PYHKIIMU CEKpeTaps 10 00ecneyeHn o 0e310KyMEHTalMOHHOTO 1 11.04.2024
00CITyKMBaHHS AEATEIBHOCTH PYKOBOJIUTEIS.
OcHOBHBIE (PYHKIIMU CEKpeTaps 10 00ecneyeHnIo 0e310KyMEHTalMOHHOTO 1
00CITy)KMBaHHS AEATEIBHOCTH PYKOBOJIUTEIS.

29. Opranuzanys 1 JOKyMEHTHPOBaHHE paboThl ¢ 00pAICHUSIMH TPaXKIaH. 1 18.04.2024
JIOKyMEHTBI IO IMYHOMY cOcTaBy (KaapaM, IEpCoHally); COCTaBICHHE, 1
odopmirenne u paborta ¢ JOKYMEHTaMH.

30. JIOKyMEHTBI 10 TMYHOMY COCTaBY (KaJpaM, IepCOHaIly); COCTaBJICHUE, 1 25.04.2024
odopmiienne u paboTta ¢ JOKYMEHTaMH.
JIOKyMEHTBI IO IMYHOMY cOCTaBy (KaapaM, IepCcoHally); COCTaBICHHE, 1
odopMIIeHHE U paboTa C JOKYMEHTAMH.

31. JIOKyMEHTBI 110 JITYHOMY COCTaBy (Kaapam, IEPCOHATY); COCTaBICHHUE, 1 02.05.2024
odopMIeHHE U paboTa C JOKYMEHTaMH.
3aver no aucuuIuInHe «JlOKyMEeHTbI, KOPPECTIOH/ICHIINS M ICTIONPOU3BOICTBOY. 1

32. HWrorosas arrecranus 2 16.05.2024

33. Wrorosas arrectanus 2 16.05.2024
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MNPUJIOKEHUE I

IIporpaMmma npou3BOACTBEHHOM MPAKTUKH
Buo npaxmuku: npon3BoICTBEHHAS.
@Dopma npogedenusn: OUHASL.

Dopma KOHmMpoOIA: HACTABHUYECTBO.
HacraBHukoM sBiseTcs JUIO, KOTOPOE KOHTPOJUPYET BBIIOJHEHHUE IPOTrPaMMBbI
IIPAKTUKHU, COCTABIIAECT OT3bIB O NPOXOXKIECHUU IPAKTUKH, OLEHUBAET KAa4E€CTBO BBIIIOJHEHUS

3amanuii. HactaBisseMbIM SBIISIETCS] 00 yJarOIIHIACS.

Llens yuebnoii npakmuxu:
OcBOUTD TPYIOBBIE IPUEMBI M CIIOCOOBI BHIIOJHEHUS TPYAOBBIX MPOIIECCOB, XapaKTEPHBIX
1uist ipodeccun 26353 «CekpeTapb-MalIMHUCTKA»; 3aKPENUTh MPAKTUYECKUE YMEHHS U HABBIKU

noa pyKoBOACTBOM HACTABHUKOB Ha MPCANPUATUAX U YIPCIKIACHUAX.

3aoauu yueonoit npakmuxu:

— 3aKpenuTh 3HAHUS U YMEHUs, IpuodpeTaeMble 00yUJaroIUMUCS B PE3yJIbTaTe OCBOCHUS
o0mienpogeccuoHaNbHBIX U IPOPECCHOHATBHBIX MOYIIEH;

— BBIpabOTaTh MPAKTHUYECKHE HABBIKU U CIIOCOOCTBOBATH KOMILIEKCHOMY ()OPMHPOBAHHUIO

O6H_II/IX n HpO(bCCCHOHaHBHLIX KOMIIETEHITUM 06yqa}0m1/1xc;1.

Ilepeuens nnanupyemsix pe3yibmamos 00y4eHus npu nPOXoxHcoeHuu nPaKmuKu,
COOMHECEHHBIX C NIIAHUPYEMBIMU PE3YIbMAMAMU 0C60EHUA 00PA308AMENIbHOI NPOZPAMMDBL:

00yJaroIuics JOMKEH:
v’ 3HATH!

e NIpaBHJIa TEXHUKH O€30MIaCHOCTH TPYy/Aa Ha paboueM MeCTe U MOXKapHYyI0 0€30MacHOCTb;

e CTPYKTYpY ¥ (DYHKIIMU OpraHU3alyu, NpearpusTus;

e HOPMAaTHUBHBIE IIPABOBBIE AKTHI, MHCTPYKIIMH 10 BEACHUIO IEIONPOU3BOJICTBA;

e OCHOBHbIE  (QYHKIMM 1O  JOKYMEHTAallMOHHOMY U  0€310KyMEHTallMOHHOMY
00CTyXKUBAaHUIO OPTaHU3AINH U JESTEIbHOCTH PYKOBOJAUTEIS;

e OPraHU3alMOHHYIO TEXHUKY;

e HTH(POPMAIMOHHbIE TEXHOJIOTHH B JI€JIOMPOU3BOJICTBE;

v ymeTh:

e MTOJIH30BATHCSI OPTTEXHUKOM;

e BIIAJIETHh KYJIBTYpPOU TE€IE(POHHOTO PA3rOBOPA;

e 00pabaThIBaTh TEKCTHI C TTOMOIIBIO TEKCTOBBIX PEIAKTOPOB;

e 00pabaThIBaTh TAHHBIE C TTIOMOIIBLIO JIEKTPOHHBIX TaOJIHII,

e pabOTaTh C JCKTPOHHOM MOYTOH | Jp. HHPOPMAITHOHHBIMHU TEXHOJOTHUSIMU;
e COCTABJISITh U OPOPMIISITH JIOKYMEHTHI;
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e IPUHUMATh W PETUCTPUPOBATH KOPPECHOHICHIMIO, HANPAaBISATh €€ B CTPYKTYPHBIC
NOJpa3/IeIICHUS;

e IIepeaBaTh JOKYMEHTBI B COOTBETCTBUU C PE30JIIOLUEH PYKOBOIUTENS IPEANPUATHS HA
UCTIOJIHEHUE, OPOPMIISTH PETUCTPAILIMOHHBIE (POPMBI;

e BECTH KapTOTEKY y4eTa MPOXOKACHUS JTOKyMEHTAIbHBIX MAaTePUAJIOB;

e BECTH Y4€T MOJTY4aeMOW U OTHPABIISIEMOI KOPPECTIOHICHITUH;

eBeCTH pabOTy MO CO3JIAHUIO CIPABOYHOrO armrapara 1o JOKYMEHTaM, OO0ECIICYHUTh
YIOOHBIN ¥ OBICTPBIN WX TMTOUCK;

e IO/IFOTABJIMBATh W CIABaTh B apXUB MPEINPUATUS JOKYMECHTAIbHBIC MaTepHalbl,
3aKOHYEHHBIE JIEJIOMPOU3BOJICTBOM, PETUCTPAMOHHYIO KapTOTEKY MM KOMITBIOTEPHBIE OaHKU
JAHHBIX;

e COCTaBJISITh ONHUCH JIeJ, IepeJaBacMbIX Ha XpaHCHHE B apxHuB, 00eCleYnBaTh
COXPAHHOCTh MPOXO/ISIIEH CITy’)KEOHOUW TOKYMEHTAIUH;

Mecmo npakmuku 6 cmpyKkmype o0pazoeamenbHoil RPOZPaAMMbL: YaCTh 00pa30BaTEIbLHOM
POTPaMMBIL.

@Oprl omuemHocmu no npaKkmukKe: THCBHUK HpOI/I3BOI[CTBeHHOI71 IMPaKTHUKH, OTUYCT II€Jarora
JOITIOJIHUTCIIBHOT'O 06pa3013aH1/151.

Cooepircanue npakmuku:

Ne Tema Koa-Bo
4acoB

1. WHCTpYKTaX 10 TEXHUKE OE30MaCHOCTH Ha pabovYeM MecTe, TIOKapHOM 1
0€30MacCHOCTH.

2. HHCTpyKTaX 10 TEXHUKE O€30MacHOCTH Ha pabovyeM MecTe, MoKapHOoH 1
0€30MacCHOCTH.

3. JlokymMeHTalmoHHOe o0ecrieueHre NpenpusaTHs (OpraHu3aIum). 1

4. JlokyMeHTalmoHHOe 00ecrieYeHre PETPHUITHS (OpraHU3aIin ). 1

5. JlokyMeHTalmoHHoe o0ecriedeHue NpeanpuaTus (OpraHu3arim). 1

6. JlokymMeHTalmoHHOe o0ecrieueHre NpeanpusaTHs (OpraHu3alm). 1

7. [Tomenienre s ynpaBiIeHUECKUX CIIYKO U €ro OCHaIllEHHE. 1

8. [Tomemnienue 1 yrpaBiaeHYECKUX CITYKO U €ro OCHaIlEHHE. 1

9. [Tomenienure sl ynpaBiaeHYECKUX CITYKO U €ro OCHAIllEHHE. 1

10. [Tomemmenune ayist ynpaBiIeHUYECKUX CITY>KO M €r0 OCHAIIICHHUE. 1

11. 3HAaKOMCTBO M pabOTa C OPITeXHUKOM. 1

12. 3HaKOMCTBO M paboTa ¢ OPrTEXHUKOM. 1

13. 3HAKOMCTBO M pab0OTa C OPTTEXHUKOM. 1

14. Opranusanus paboThl ¢ JOKYMEHTaMH. 1

15. Opranuzanys paboThl C TOKyMEHTaMH. 1
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Ne Tema Koa-Bo
4acoB

16. Opranuzanus paboThl C TOKyMEHTaMH. 1

17. Opranuzanys padoTsl C JOKyMEHTaMH. 1

18. OcHOBHEBIE TOKYMEHTHI yIIPABJICHUS; COCTaBJIeHHE, OhopMIleHre 1 paboTa ¢ 1
JOKYMCHTAaMHU.

19. OcHOBHBIE TOKYMEHTHI YIIPABJICHHUS; COCTaBIICHNE, 0OpPMIICHHE U paboTa ¢ 1
JOKYMCHTAaMU.

20. OcHOBHBIE TOKYMEHTHI YIIPABJICHUS; COCTaBJIeHHE, O(hopMIIeHHE 1 padoTa C 1
JOKYMCHTAaMHU.

21. OcCHOBHBIE TOKYMEHTHI YIIPABIICHHUS; COCTaBIICHNE, OOPMIICHHE H paboTa ¢ 1
JOKYMCHTaMU.

22. OcHOBHEBIE TOKYMEHTHI YTIPABJICHHUS; COCTaBJIeHHE, O(hopMIIeHHE U padoTa C 1
JOKYMCHTAaMHU.

23. OCHOBHBIE TOKYMEHTBI YIIPABJICHHUST; COCTaBIICHNE, 0OPMIICHHE U paboTa ¢ 1
JOKYMCHTaMU.

24, OcHOBHBIE TOKYMEHTHI YIIPABIICHHUS; COCTAaBIICHNE, OOpPMIICHHE U paboTa ¢ 1
JOKYMCHTAaMHU.

25. JIOKyMEHTBI 110 TMYHOMY COCTaBY (KaJpaM, IepcoHaly); COCTaBlICHHE, 1
odopmiieHre u padboTa ¢ JOKyMEHTaMH.

26. JIOKyMEHTBI 110 TMYHOMY COCTaBY (KaJpaM, IepcoHaly); COCTaBlICHHE, 1
odopmiieHre u paboTa ¢ JOKyMEHTaMH.

27. JIOKyMEHTBI 110 TMYHOMY COCTaBY (KaJpaM, IepcoHaly); COCTaBlICHHE, 1
odopmiieHre u padboTa ¢ JOKyMEHTaMH.

28. JIOKyMEHTBI 110 TMYHOMY COCTaBY (KaJpaM, IepcoHaly); COCTaBlICHHE, 1
odopmiieHre u paboTa ¢ JOKyMEHTaMH.

29. JIOKyMEHTBI 110 TMYHOMY COCTaBY (KaJpaM, IepcoHaly); COCTaBlICHHE, 1
odopmiieHHE U paboTa ¢ JOKYMEHTaMHU.

30. BeinonHenue pabot o 00paboTke JOKYMEHTALUU B TEKCTOBOM 1
mporieccope: opopmileHrEe TEKCTa, TAOJIUIL, TUArPAMM.

31. Brimonnenue pabot 1o 06paboTke JOKYMEHTALUU B TEKCTOBOM 1
npoteccope: 0popMIIeHHE TEKCTa, TAOJIMIL, THarpaMM.

32. Brimonnenue pabot 1o 06paboTke JOKYMEHTALUU B TEKCTOBOM 1
npoteccope: 0popMIIeHHE TEKCTa, TAOJIHIL, THarpaMM.

33. Brimonnenue pabot mo 00paboTKe JOKYMEHTAIUK B TEKCTOBOM 1
npotueccope: 0popMIIeHHE TEKCTa, TAOJIMIL, THarpaMM.

34. Brimonnenue pabot 1o 06paboTke JOKYMEHTALUU B TEKCTOBOM 1
npoteccope: 0ohopMIIeHHE TEKCTa, TAOJIMIL, THarpaMM.

35. Brimonnenue paboT B 2JI€KTPOHHOM Tabmuie: opopMiIeHHE TEKCTa, 1
TaOJIUIL, TUAarpamMM.

36. Beinonnenue pabot B 35eKTpoHHON Tabnuie: ohopMIIeHUE TEKCTa, 1
TaOJIUIL, TUAarpamMM.

3. Beinonnenue pabot B 35eKTpoHHOU Tabnuie: ohopMIIeHUE TEKCTA, 1
TaOJIML, THarpamMM.

38. Beinonnenue pabot B 21€KTpOHHOI Tabnuie: opopMiIeHre TeKCTa, 1
TaOJINIIL, TUATPAMM.

39. Homenknarypa aen. 1

40. Homenknarypa nen. 1

41. Homenknarypa aen. 1
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Ne Tema Koa-Bo
4acoB

42. dopMHUpOBaHUE U XpPAaHEHHE JIE. 1

43. DopMUPOBAHKE U XPAHEHUE JEIL.

44, ®opMHUpOBAHUE U XPAHEHUE JIE. 1

45. DopMHUPOBAHKE U XPAHEHUE JICII. 1

46. Pabota c s51eKTpoHHOI OYTON M JPYTrUMU HH()OPMALTMOHHBIMHU 1
TEXHOJIOTUSIMH.

47. PaboTa ¢ 31eKTpOHHO MOYTOM U IPYTrUMU HHPOPMALMOHHBIMU 1
TEXHOJIOTUSMH.

48. PaboTa ¢ 31eKTpOHHOI MOYTOH U IPYTrUMU HHPOPMALMOHHBIMU 1
TEXHOJIOTUSMH.

49. Pabota ¢ 3neKTpoHHOI MOYTOM U IPYTrUMU HHPOPMALIMOHHBIMH 1
TEXHOJIOTUSMH.

50. OcHoBHBIE (DYHKIHH CEKpeTaps Mo 00ecreueHHIo 1
0€3/1T0KYMEHTAIlMOHHOTO 00CTY)KUBaHHS ACATEILHOCTHA PYKOBOTUTEIIS.

51. OcHoBHBIE (DYHKIIHH CEKpeTaps Mo 00ecreueHHIo 1
0€3/T0KYMEHTAIlMOHHOTO 00CTY)KUBaHHS ACSATEILHOCTHA PYKOBOTUTEIIS.

52. OcHoBHBIE (DYHKIHH CEKpeTaps Mo 00ecreueHHIo 1
0€3/T0KYMEHTAIlMOHHOTO 00CTY)KUBaHHS ACATEILHOCTHA PYKOBOTUTEIIS.

53. OcHoBHBIC (YHKIMH CEKpeTaps 1o 00eCTICUeHIIO 1
0€3/I0KYMEHTAIIMOHHOTO 00CTY)KUBaHHS ACATEILHOCTHA PYKOBOTUTEIIS.

54. OcHoBHBIC (YHKIMH CEKpeTaps 1o 00eCTICUeHIIO 1
0€3/10KyMEHTAIIMOHHOTO 00CITY>KUBAHUS JESITETLHOCTH PYKOBOIUTEIISI.

55. Pabora ¢ noxymeHTamu, cojiepKalliuMiu KOMMEPUYECKYIO TailHy 1
NPEINPUSTHSL.

56. Pabora ¢ noxymeHTamu, cojiepKaliuMiu KOMMEPUYECKYIO TailHy 1
NPEINPUSTHSL.

57. Pabora ¢ noxymeHTamu, cofiepKalliuMiu KOMMEPUYECKYIO TailHy 1
NPEINPUSTHSL.

58. Opranuzanus 1 JOKYMEHTHPOBaHUE padO0ThI ¢ 00paIIeHUMU TPaXKIaH. 1

59. Opranuzanys 1 T0KyMEHTHPOBaHKE pabOThI C 0OpaILlEHUSIMH I'Pak/1aH. 1

60. Opranu3zanus 1 JOKYMEHTHPOBaHHE pabOThI ¢ 0OpallleHUsIMH I'pakIaH. 1

Hroro 60 4

Ouenueauue npou3eodcmaenuoﬁ RpaAaKmuKku:

OTtMeTKa 110 HpOHSBOJICTBGHHOffI IMPAKTUKE BBICTABIIAACTCA Ha OCHOBAHUMKU JaHHBIX
JHCBHHKA HpOHSBO,[[CTBCHHOﬁ IMMPAKTUKU C YKa3aHUCM BUJI0B pa60T, BBITNIOJIHCHHBIX BO BpPEMA

IMMPAKTHUKHU, UX O6’beMa, KadeCTBa BBLIITOJITHCHHA.

Oo0vem npakmuku 6 3a4emHblX eOUHUWAX U ee RPOOOIIHCUMETbHOCHb 6 ACIPOHOMUYUECKUX
yacax: 60 gacos.
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I'paduk nmocemenns odyqaromuxcs
yueOHo# rpynnbi Ne 1
10 HANPABJIEHUIO MOATOTOBKHU _26353 «Cexpemapb-maumuHucmra»

Ne
n/n

Jara

®.N.0 |Opranuzanus

27.05.2024
30.05.2024
31.05.2024
03.06.2024
05.06.2024
07.06.2024
10.06.2024
11.06.2024
13.06.2024

laTa okoHUAHUSA
28.05.2024
29.05.2024
04.06.2024
06.06.2024

/laTa Hayasaa
jopakTukn

JIPpaKTUKH

14.06.2024

17.06.2024

10,

11,

12,

IIpumeuanus:

1. ITIpoA0IIKHUTEIEHOCTE €KEAHEBHOM paboThl 10 4 u ¢ 27.05.2024 r., okonuanue npaktuku 17.06.2024 r.
2. ITIpoA0IKHUTENIBHOCTE €KEAHEBHOM paboThl 10 5 u ¢ 29.05.2024 r., okonuanue npakruku 14.06.2024 r.
3. [IpogOIKHUTENEHOCTE €KeTHEBHOM paboThI 10 6 1 ¢ 29.05.2024 r., okonvanue npaktuku 09.06.2024 r.

4. [IpooImKUTEIBHOCTD eXXeqHEeBHOM paboThl 10 7 4 ¢ 29.05.2024 r., okonvyanune npakTuku 08.06.2024 r.
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MNPUJIO)KEHHUE |

METOANYECKHUE MATEPUAJIBI
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TEXHOJIOTUYECKAS KAPTA 3AHSTUSA
Ienaror: benaxosa O.B.
Hpenmer: Cexpemapo-mawunucmra

I[HCIII/IHJ'II/IHa OpZCZHMS’al/[MOHHCl}Z mexHuKka u UHd)OpMaquHHble mexHoniocuu 6 dexzonpous’eodcmee

Tema 3ausitusi: Opeanuszayus u 060pyoosanue paboieeo mecma
THn 3aHATHA. KOMOUHUPOBAHHDLIL

Dopma: ppoumanvras, UHOUBUOYATLHASL paboma, epynnosast
Kaacc: decamurit

3aoauu

Pezynomam

1]ens: HAyYUTh IPABHIILHO OPTaHU30BEIBATh pabouee MECTO CeKpeTapsl.
3aoauu:
Obpaszosamenvibie:
-chopMupoBaTh 3HAHUS IO TEME;
Paszsusarowue (MYV]]):
- pa3BUBaTh YMEHHE CTaBUTh yUeOHbBIC 3a/Jla4dl U CAMOCTOSATEIBHO (POPMYIHPOBATH
BEBIBO/JIBI,
- pa3BUBaTh yYMEHHE JIOTUYECKH paCCyXIaTh, aHAIW3UPOBATh, YETKO, KPaTKO H
HCYEPIBIBAOIIE U3TaraTh CBOM MBICIIH;
- pa3BUBaTh YMEHUE B3aUMOJEHCTBOBATH C MApPTHEPOM, CO3/1aBaTh COBMECTHBIN
MPOAYKT pabOTHI.
Bocnumamenvuwie (JIVV]]):
- cOOIIOATh MPABIIIFHOCTH TOCAKH 32 KOMITBIOTEPOM;
- BOCIIUTHIBATh OTHOIIEHHS K COTPYTHUYECTBY.
Komnnekcnas 3adaua:
- pa3BUBaTh NIO3HABATEIBHYIO AKTUBHOCTh IIPHU U3YUCHUHU TEMBI.
To3nasamenvbHo-Mupogo3s3penyeckue (KoeHUmueHvle):
- COOTHOCHTH Y4YeOHBII MaTepuall ¢ TOBCETHEBHOH >KM3HBIO: I 3(PdeKTuBHON
paboThI cexpeTapss HeOOXOIUMO yMETh IPaBUILHO 000pyI0BaTh pabodee MecTo.
OMoyuoHanbHo-801e8ble (MOMUBAUUOHHDBLE)!
- He 0OSATHCS CAMOCTOSTEIEHO IPUHUMATH PEIICHHS,
- IPUBUBATH KYJIbTYPY K JAEIOBOMY MHUPY.
eticmeenno-npakmuyeckue:
- 3aKPENUTh HABBIKK PabOTHI B TPYIIIIE;
- IPUMEHSTD MOJyYCHHbIC 3HAHUS B JJAbHEUIIICH KU3HH.

Xoa 3aHATHA

Bpems HelicTBus negarora JeficTBus 00y4Yaommxcst Pabora |3amerkn
(MMH.) c YV
Iman 1. Momuesauuonmuwlil

8 ITpuBeTcTBYET; NpOBEPSET OTBeyarlor. Bxutouator | P BB
MPUCYTCTBYIOIINX U TOTOBHOCTh KOMITBIOTEPHI. OnenuBarot | P ncn
0o0yJarommxcs K YpoKy; HacTpauBaeT Ha | TOTOBHOCTh K VPOKY. BrisisroT | JI ncm
ypok. Co3aaét npobaeMHyI0 CUTYaIlUIO K | IpobJemy. OopmymupyroT | K ucn
W3yUYCHHIO HOBOM TeMbl. Mcnomb3yeTcs MPEIIONIOKEHHE O TeMe 3aHsTHusl.
BMOHHOHaHBHBIﬁ MIpueM MOTHBaU OHpeHeHS[IOT Ieiib 3aHATHA.
«HeoObsaBnennas temay. [Ipenmnaraer HAY4YHUTHCS TIPaBUIBHO 000PYI0BAThH
MIPOBECTU YPOK-HCCIIEIOBAHME. pabouee MeCTO ceKkpeTaps.

Iman 2. Iman uccnedosanusn

15 | JlemoncTpupyeT KapTHHKY C OrBeyaror Ha Bompochl menarora. | ITucn
HETPABIIILHO 060PYI0BaHHEIM pabounm | 1Ipeiararor BAapUAaHTEI, Kak | 113
MECTOM. o0opynoBaTh pabodee MeCTO. ITotp
JIOTIOJIHSIET €€ PACCKA30M: Catymaror obbscHerHe. . 5 e
«[IpencraBpTe, 4TO 3TO Baile paboyee PaccmaTpuBator Clanpt I vett

. C yTpa BBl IpUILLIM Ha paboT fpesCHTAIHH. et

mecro. L yIp P P Y AHaATU3UPYIOT U JIENAIOT BHIBOJBI.
BaM HE0OXOIMMO C/IENaTh HECKOJIBKO Ha HTepAKTHBHOM JOCKe
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3BOHKOB 110 paboTe, pa3ioKUTh

WCTIIOJTHEHHBIE TOKYMEHTHI 110 MaIrKaM,

KOTOPBIC HAXOMATCS B mKady, B

cocenHelt koMHaTe. Takxe He00X0IMMO

B TEUEHHUE JTHS BaM OTBEYATh Ha

TeneOoHHBIE 3BOHKH, IIPOBOAUTH PadoTy

C TIOCETUTEIISIMU.

Bomnpoc:

Y106HO i paboTaTh CEKPETApIO B TAKOM

kabunere? [louemy?

CrnymaeTt mpeamnoyiaraéMblie OTBETHI.

IToaBoauT Kk TOMy, 9TO paboTaTh B TAKOM

kaOuHeTe HeyJ00H0. OOBSCHSET C

MTOMOIIIBIO MPE3CHTAIIMYA HOBYIO TEMY,

JIeTaeT BBIBOBI, [T 3aKPETICHHS

MMOHUMAaHUS TEMBI 33a€T BOTIPOCHI:

e UYto Takoe pabouee MecTo?

e Uro oTHOCHTCS K pabouemMy MecTy
cekperaps?

e Ha kakue 30HBI Aenutcs paboyee
MeCTO CekpeTaps’?

o Kakoii 00s3aTenbHbIH HAbOp Mebenn
HeoOxoaM?

e UYrto enie HEOOXOAMMO COOJIIOIATh MPU
o0opynoBanuu padbouero mecra?

IIpenyiaraeT MCIPaBUTH MIPEABIAYLIYIO

KapTHUHKY pabodero Mecra ¢ IoMOIIBI0

UHTEpakTUBHOM aocku. [Ipennaraer

00yJarommMcs IOCMOTPETh

MIPE3CHTALINIO C TIPUMEPAMHU pabOdero

MeCTa CeKpeTapsl.

HCTIPaBIAIOT pabouee MECTo.

2 [Ipennaraer cpenath TI'MMHACTUKY [0S | JI€NarOT TMMHACTHKY. K3
133, PyK.

17 | Ilpeanaraet o0y4aronMcs 3aKPEUTh Obyuatomuecs genstcs Ha rpynnsl | K3
MOJTy4Y€HHBIE 3HAHUS C TOMOIIIBIO W CO3/Ial0T CBOW BapHaHThl pabounx | I13
pa3paboTaHHOW MHTEPAKTUBHOM MOJENN | MECT cekperaps. JleMoHCcTpupytoT
«Pabouero mecta» u Tecra. uX.

BricTaBisieT OTMETKY B XKypHAL. BEIMONHAIOT TECT 10 MPOHACHHOMY
marepuany (mporpamma MyTest).
Iman 3. Pechrexcusnuiii
3 - Kaxyro nenb 3aHATHSI MBI CTaBUIIH? OtBeyaroT Ha Bonpockl. | P orp

- JloCTUTIM MBI 3TOH menu?
- UTO HOBOTrO y3HAJIU HA ypoKe?
Paznaer nekiuio. 3a/1aeT JoMallHee 3a1aHue.

Bricka3pIBaroT MHEHHE O 3aHSITHH.
3anuceIBaloT 3aaHHuC.

CucTeMHOCTH XapakTep 3aHATHSA YueOHble cHTYyalMH JlyXOBHO-HPABCTBEHHas Peduexcus 3anaTus
3aHATHS npoodJeMaTHKa
Lens ITpobnemHOCT MoTHBHPOBaHHOCTh Ilenecoobpasnocte BTeMe B C H| Pedunexcus
B C H B C H CoBpeMEHHOCTh ® sMoIMit
Juanor [punsrue uenn B C H ® CoOJIep)KaHUsS
Comep  TexHo- B C H B C H 3HAYMMOCTH e YDOBHS OCBOCHHS
JKaHUE  JIOTHS CBsI3b C KU3HBIO CoTpyTHUYECTBO B C H - TeKymas
B C H B C H HenasunatenbHOCTH - UTOTOBAS
T'ubkocTh AKTUBHOCTH B C H v’ menarora
B C H B C H ApryMEHTHPOBaHHOCTh v yuammxcs: WHIUBHUIL
Yuu- Vue- DOMoIHoHaIbHAS Bxirouennocts Bcex YYJ[ +|B  C TpymmoBas o6Imas
TeIb HHUKH OTKPBITOCTh - O¢d¢pexruBnocts B C H DYHKIHOHATEHOCT
B C H 3aBepIIEHHOCTD + - B C H
Pexomenpaiuu neparory
3aHsTHE IOCETHUI ( )
C pe3ynbraTamu 03HAKOMIICH(a) ( )

O0o3na4enust 115 rpadnbl «Padora ¢ YY I»:

JI — nuanocTtHbie YV ]

K — xommyHukarusHeie YV ][

P — perynatusnsie VY]
IT - mo3naBarensHble YV ][

BB.- BBCJICHHAC

3. — 3aKpCIICHUC

oTp. - oTpaboTKa
HCIL. — UCTIONB30BaHUE
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IMPUJIO)KEHUE E

OLHEHOYHDBIE MATEPUAJIbI
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MarepuaJibl 1Jisi HIPOBeAeHUsI IPOMEKYTOYHOM aTTeCTAIMH
B 2023-2024 yyeOHOM roay aJisi 00y4yaroiuuxcs 1o
nporpaMMe npodeccuoHaJIbHONH MOATOTOBKH
0 J0JIKHOCTH CJIY KAIIEro

26353 «CekpeTapb-MalIUHUCTKA»
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MaTepna.m,I AJIA ITPOBECACHUSA HpOMeH(yTOqHOﬁ arrecranmumu

CrnenuanbHocTh «Cexpemapb-MauluHUCmMKa»

JucuuniauHa « TexHuxa MauuHonucuy
I'on 00y4enus nepsoiii
Hoayroaue 1

Ilegaror nonoJHUTEJIBbHOTO 00pa3oBanus beusaxkosa O.B.
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MaTepHaﬂbl JJIS IPOBEACHUA 3a4eTa 110 IMCHUIIJIHHE
«TexHuka MAIIMHOIKUCH))

[TpoBoautcs B (hopme AIEKTPOHHOTO TECTHPOBAHHUS MO MaTepualaM H3YYEHHOTO B
1 momyroaumu.

Martepuainsl K 3a4eTy JaHbl B IPUTIOKEHUH 1.

Kputepuu onienuBanusi:

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

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

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

Ilenaror
JIOTIOJIHUTEIILHOTO 00pa30BaHMs benskxosa O.B.
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[NPMJIOXEHUE 1

3JEKTPOHHBIN TECT

3ananme Ne 1
Bonpoc:

«Crenoit 10-nanpueBsiit MeTo nucbMay. [1o sTomy MeToy MammHUCTKa paboTaeT
Buvibepume ooun us 5 eapuanmos omeema:
1) Bcnenyto, He TS/ HA KIIABHATYPY, BCEMH JIECATHIO MaJIbIaMU;

2) s Ha KJ1aBUATYPY, BCEMU JECATHIO MallbIIaMHU;

3) rasaas Ha KJIaBUATypy, ABYMsI MAJIbLAMU O00UX PYK;
4) Bcienyo, He I/ Ha KJIaBUATypy, B pa0OTe BOCEMb MaJIbLIEB;
5) Bcienyto, He IS/ Ha KJIaBUaTypy, AByMs NajbliaMu 000UX pYK.

3aganue Ne 2
Bonpoc:

OcHOBHOM psi/i KJIaBUATYpPhl (OCHOBHAS MO3UIIMS):
Bvibepume ooun uz 4 eapuanmos omeema:

1) 1-i psix KIIaBUATYPBI;

2) 2-ii ps;

3) 3-ii psix;

4) 4-i1 psn.

3apanme Ne 3
Bonpoc:

Kakue OykBbI BXOAST B OCHOBHYIO TTO3UITHIO?
Buibepume neckonvko uz 10 eapuanmos omeema:
1) b;

2) bI;

3) B;

4) a;

S5)m;

6) o;

7) 7,

8) p;

9) x;

10) n.

3ananmne Ne 4
Bonpoc:

[Tepeuncnure pazmepsl oyl (B cM):
BepXxHee (MOCTaBUTh HUPPY)
3anuwiume omeem:

3ananme Ne 5
Bonpoc:

[lepeuncnure pazMepsl mojei (B cm):
HIKHEE (I0CTaBUTh LUGPY)
3anuwume omeem:
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3apanue Ne 6
Bonpoc:

CKOJIbKO 3HAaKOB COJIEP’KUT KpacHasi CTpOKa Ha NMUIIYIIeH MalHe?
Buvibepume ooun uz 9 sapuanmos omeema:
1) 2;

2) 3;

3) 4,

4) 5;

5) 6;

6) 7,

7)8;

8) 9;

9) 10.

3ananme Ne 7
Bonpoc:

Yto moHUMaeTcs o COBCPHICHCTBOBAHNECM TCXHUKHU nmicbma’?

Buvibepume ooun us 3 sapuanmos omeema:

1) KOIMYECTBO HAHECEHHBIX YAApPOB 10 KIABUIIAM B MUHYTY (BKITIOYas IPOOEIIBI);

2) BbIpabOTKa aBTOMAaTH3Ma JIBHKEHUH K KJIaBUIIIaM, 00€CIIeYHBAIOIIETO POCT CKOPOCTH U
MOBBIIICHUE KaYeCTBA MUChMA;

3) KOJIMYECTBO UHTEPBAJIOB B MUHYTY.

3apanme Ne 8
Bonpoc:

I'ne npaBunbHO oopMiieHO npeiokeHre? (3HaKU MPEeTTMHAHMS )

Bvibepume ooun uz 4 eapuanmoe omeema:

1) MoxeTr ObITh,BbI CaMU OOBACHUTE - HOYEMY ?
2) Moxet ObITb, BBl caMU OOBSICHUTE-TIOUEMY?
3) MoxeT ObITh, BBl CaMH OOBSICHUTE - MOueMy?
4) Moxer ObITb,Bbl CaMH OOBSCHUTE-TIOYEMY?

3ananue Ne 9
Bonpoc:

Onpenenuts, T NpaBUIbHO 0POPMIICHBI KaBBIYKH U 3HAKU NPEIUHAHUS.
Bvibepume ooun uz 4 eapuanmos omeema:
1) l'omepa cuntator aBTOopoM mnosm «Mmmama» u «Oaucces».

2) 'omepa cuuTatoT aBTOpoM modM « Mnmama » u « Onucces » .
3) l'omepa cuutator aBTOopoM nosMm «Mmmana» u «Onucces» .

4) 'omepa cumrtaroT aBTopoM nosMm « Mmmama » m « Opmcces » .

3apanue Ne 10
Bonpoc:

Ornpenenutp, re MPaBUILHO 0(OPMIIEHBI CKOOKH M 3HAKH TPETTMHAHMS.

Buvibepume ooun us 4 sapuanmos omeema:

1) OHu HOKHBI UMETh abaKyphl ( TIACTMACCOBBIE WM CTEKJISIHHBIE ) , JIY4IIE 3€JIEHOTO IIBETa.
2) OHU 10KHBI UMETh a0aXKyphl ( MJIACTMACCOBBIE WIIM CTEKJISIHHBIE ), JIy4llle 3€JIEHOTO IIBETA.
3) OHu HOKHBI UMETh a0aXyphl (IUTACTMACCOBBIE I CTEKJITHHBIE), JIyUIlle 3€JIeHOTO 1IBETa.

4) OHM TOHKHBI UMETh a0aXyphI (IIJIACTMACCOBBIE WIIH CTEKJISTHHBIC) , JIYYIIIe 3€JICHOTO I[BETA.
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3apanue Ne 11
Bonpoc:

['ie npaBunbHO 0(OPMIICHBI 3HAKU MTPEMMHAHUS B IPEITIOKEHUH?

Buvibepume ooun uz 4 sapuanmos omeema:

1) A rnaBHOE Bce — Taku: JIIOOU , JTFOOH U JIFOOM CBOE OTEYECTBO !
2) A rimaBHOE BCE-TaKu: JIOOH, JTFOOM ¥ JIF0OU CBOE OTEYeCTBO!

3) A rnaBHOE BCe-Taku : JitoOU , OO | JTIOOM CBOE OTEYECTBO !
4) A rinaBHOE BCe — TaKu: JIFO0OH, JIFOOH U JIIOOU CBOE OTEUECTBO!

3aganme Ne 12

Bonpoc:

['e npaBuiIbHO 0(OPMIICHBI TPOLECHTHI?
Buvibepume HeckonvbKko U3 5 6apuanmos omeema:
1) 5,7%;

2) 5, 7%j;

3) 1mecTh IPOIEHTOB;

4) 6%%);

5) 5,7 %.

3apanue Ne 13

Bonpoc:

['e mpaBunsHO 0opMIIeHBI HOMEp U maparpad?
Buvibepume necxkonvko uz 8 eapuanmos omseema:
1) NeNe 3, 6, 9;

2) Ne 2;

3)Ne 2, 5;

4) maparpad 5;

5) maparpad¢ cemb;

6) § 12;
7) 8811, 14;
8) § 11, 14.

3ananue Ne 14

Bonpoc:

Hanummwure apadckue undpsl B cooTBeTCTBUU ¢ puMckumu: CC
3anuwume omeem:

3ananue Ne 15

Bonpoc:

Hanummure apabckue nuugpsl B cooTBeTCTBUU ¢ puMcKuMu: LXXI
3anuwiume omeem:

3apanue Ne 16

Bonpoc:

Hammmmre apadbekue nnugpsl B cooTBeTcTBUU ¢ puMckimu: XCl
3anuwiume omeem:

3apanue Ne 17

Bonpoc:

Hywmepanus nyHKTOB ObIBaeT. ..

Bvibepume neckonvko u3z 4 éapuanmos omeema:
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1) c ab3amHOrO OTCTYMA;

2) OT JIEBOTO TOJIS;

3) OT mpaBoro Mnois;

4) HeT MPAaBUIILHOTO OTBETA.

3ananue Ne 18

Bonpoc:

Kakue 3HaKu npenvHaHus CTaBsITCs B KOHIIE 3arojioBKa’?
Buvibepume HeckonvKko U3 5 6apuanmos omeema:

1) Touka;

2) 3ansiTas;

3) BOCKJIMIIATEIbHBIN;

4) BOIIPOCUTEINIBbHBIN;

5) TouKa C 3aIAToH.

3aganme Ne 19

Bonpoc:

JlomyckaroTcs i1 IepeHOCHl B 3aroJIoBKax?
Buvibepume ooun uz 2 eapuanmos omeema:
1) ma;

2) HeT.

3ananue Ne 20

Bonpoc:

Kaknmu OykBamu B TEKCTE O(OPMIISIOTCS 3aTr0JIOBKHU?
Bvibepume ooun uz 2 éapuanmos omeema:

1) nponucHbIMU;

2) CTPOYHBIMH.

3apanme Ne 21

Bonpoc:

Kakum uHTEpBaioM OTIENSeTCsl 3aroJ0BOK OT MO3arojoBKa?
Buvibepume ooun uz 3 sapuanmos omeema:

1)1,

2) 2;

3)3.

3aganue Ne 22

Bonpoc:

BeiienuTs ciioBa B TEKCTE MOXKHO. ..

Bvibepume neckonvko uz 6 éapuanmoe omeema:
1) nponucHbIMU OyKBamH;

2) noi4yepKUBaHHUEM;

3) nMCbMOM Bpa3psaKy;

4) KypcUBOM;

5) )KUpHBIM HIPUPTOM;

6) TUCbMO APYTUM HIpUGTOM.

3aganue Ne 23

Bonpoc:

CHoOCKa — 3T0...

Buvibepume ooun usz 2 eapuanmos omeema:
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1) nomonHUTENBHAS 3aMETKa, OOBICHEHUE K TEKCTY;
2) TEKCT, MOMEIICHHBII B KOHIIE CTPAHUIIBI, OT/AEISETCS] OT OCHOBHOTO TEKCTa OTYEPKHUBAIOLICH
JIMHUEH.

3apanue Ne 24

Bonpoc:

3HaK CHOCKH CTaBHUTCH. ..

Buvibepume neckonvko uz 5 eapuanmos omeema:
1) apabckoit nudpoii;

2) puMckoi nudpoit;

3) 3BE37104YKOI;

4) maparpadowm;

5) KaBBIYKAMH.

OTBeThI:

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

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

3) Bepurie otBetsi (1 6.): 1;2; 3;4; 6;7;9; 10;
4) Bepusiii otBer (1 6.): "2".

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

6) Bepnnrii otBer (1 6.): 4;

7) Bepwnsrii otBet (1 6.): 2;

8) Bepwnwiii otBer (1 6.): 3;

9) Bepwnpnrii otBer (1 6.): 1;

10) Bepnsrii otBer (1 6.): 3;

11) Bepusrii oter (1 6.): 2;

12) Bepusbie otBetsI (1 6.): 1; 3;

13) Bepusie otBetsI (1 6.): 2; 3; 5; 6; 8;
14) Bepwnsrii otet (1 6.): "200".

15) Bepusrii otset (1 6.): "71".

16) Bepusrii otset (1 6.): "91".

17) Bepubie otBetsl (1 6.): 1; 2;

18) Bepubie otBetsI (1 6.): 3; 4;

19) Bepusrii oter (1 6.): 2;

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

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

22) Bepnsbie otBetsI (1 6.): 1;2; 3; 4; 5; 6;
23) Bepusiii oter (1 6.): 2;

24) Bepusie otBeTsI (1 6.): 1; 3;
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MaTepI/IaJII)I AJIA ITPOBECACHUSA leOMe)KYTO‘IHOﬁ arrecranmumu

CrnenuanbHoctb « Cekpemapb-mauluHuCmKay

Jducuumiaunna « Texuuka mMawuHonucuy
I'on o0yuenus nepsuviu
IMoayrogue 2

Ilexaror nonoJTHUTEJIBbHOTO 00pa3oBanus bensaxosa O.B.
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MarepuaJbl 1 IPOBeIeHHU 3a4eTa M0 JMCHUILIHHE
«TexHuka MAIIUHOITUCH

1. Teopernyeckasi 9acTh TPOBOAUTCS B (DOPME IEKTPOHHOTO TECTHPOBAHUS 11O
MaTepuaiaMm U3y4eHHOTO BO 2 MOJYTOAHH.

2. [IpakTrueckas 9acth — 0OPMIICHUE TAOIHIIBI U CXEMBI.

3. Marepuassl K 3a4eTy JaHbl B IPUIOKCHUH 1 1 2.

4. Kputepun olleHUBaHMUSL:

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

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

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

Ilenaror
JIOTIOJIHATEIILHOTO 00pa30BaHMs bensxosa O.B.
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I[MPMJIOXKEHUE 1
SJIEKTPOHHBIN TECT

3apanme Ne 1
Bonpoc:

TabynsTop - 370...

Bvibepume ooun uz 3 eapuanmos omeema:

1) MexaHH3M, yCTaHABJIMBAIOIIHIA TTOJIS;

2) MeXaHHU3M, YCKOPSIOIINN HATMCAHUE TEKCTOBOTO MaTepHaa, PacroI0KEHHOTO KOJIOHKaMHU;
3) MexaHH3M, IEPEMEIIAIONINN KapeTKy Ha HOBYIO CTPOKY.

3aganue Ne 2
Bonpoc:

CKOJIBKO TOJIOKEHHUH TaOYJISIIMN YCTaHABIIUBACT CTAHIAPT?
Buvibepume ooun uz 5 eapuanmos omeema:

1) 6;

2) 7,

3) §;

4)9;

5) 10.

3aganme Ne 3
Bonpoc:

["onoBka TaOnUIIbI BKITIOYAET B C€0sI CIEAYIOUIUE IIEMEHTHI:
Buvibepume neckonvko uz 6 eapuanmos omeema:

1) HyMepaIMOHHBIH 3ar0JI0BOK;

2) TeMaTUYECKU 3arojI0BOK;

3) rpadsr;

4) 3aroyioBKu Trpad;

5) noazaroyioBku rpad;

6) 3aroJIOBOK OOKOBHKA.

3ananue Ne 4
Bonpoc:

Ecnu 3aroioBoK 1 MoA3arojoBOK TaOJIHIIBI COCTABIISIOT OHO MPEUIOKEHUE, TO MOI3ar0JI0BOK
rpadsl opopmiseTcs C. ..

Buibepume ooun uz 2 eapuanmos omeema:

1) nponucHoO OYKBBI,

2) CTpO4YHOM OYKBBI.

3ananme Ne 5
Bonpoc:

YucnoBble 3HaYeHUsI TOKa3aTess TaOIUIIbl JOKHBI POCTABISATHCSA HA YPOBHE. ..
Bwibepume ooun us 2 éapuanmos omeema:

1) nocnenHel CTPOKU HAUMEHOBAHUS ITOKA3ATENS;

2) nepBoi CTPOKM HAMMEHOBAHMSI I10KA3aTEs.

3apanue Ne 6
Bonpoc:

CHuckH - 310...
Buvibepume ooun uz 3 sapuanmos omeema:
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1) mepeunciieHUe CBEICHUM O JIOMSX;

2) mpocCThIe TAOJIHIIBI, COCTOSINE U3 1-2 cTONOIOB;

3) mepeveHb CBEICHUH, YNCIOBBIX JAHHBIX, IPUBEICHHBIX B OMPEICIICHHYIO CHCTEMY U
Pa3HECEHHBIX 10 rpadam.

3ananme Ne 7

Bonpoc:
Mogyne yapyrocTH
Marepnan
Ma wrcimmd
Ao MHHEHA -1 T000-71000
Eeton 14.6-23.2 1480-2320 |
Ketryr 3 300 |

Kaxk nasbiBaeTes JaHHBIH YIEMEHT
TaGIHIELT

Bvibepume ooun uz 4 eapuanmos omeema:
1) ronoBka;

2) rpada;

3) 6OKOBUK;

4) 3arojIoOBOK OOKOBHKA.

3apanme Ne 8
Bonpoc:

[Tpu OTCYTCTBUU JAaHHBIX B TaOJIUIE CTABUTCA. . .
Bvibepume ooun uz 3 eapuanmos omeema:

1) HOMIB;

2) mpoyepk (3HaK THUpE);

3) HUUero.

3apanme Ne 9
Bonpoc:

Ecnu B mpenenax onHo#M rpadbl TEKCT, COCTOSAIINI U3 OJHOTO CIOBA, TOBTOPSIETCA, a B TAOIHIIE
HET TOPU30HTAIBHBIX JTMHHM, 9TO CIIOBO 3aMEHSIETCS. ..

Bvibepume ooun uz 4 eapuanmos omeema:

1) ckobxamu;

2) KaBbIYKaMHU;

3) TOUYKOM C 3amsATOM;

4) TBOETOYHEM.

3aganue Ne 10

Bonpoc:

Cranpapt onpezenseT HyMepaluuio CTpaHuL] JOKyMEHTA. . .
Bvibepume ooun uz 4 eapuanmoe omeema:

1) Ha BEpxHEM MOJIE 110 LEHTPY;

2) Ha BEpXHEM I10JI€ CIIpaBa;

3) Ha HWKHEM TI0JIE 10 LIEHTPY;

4) Ha HUXKHEM I10JIE CIPaBa.
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3aganue Ne 11

Bonpoc:

Bribepure, rae npaBuibHO 0(hOPMIIEH HOMEP CTPAaHUIIBI.
Bvibepume ooun uz 6 eapuanmoe omeema:

1) -4-

2)c4

3)4

4) ctp.4

5) IV

6) "4"

3apanue Ne 12

Bonpoc:

BeicoTa cTpok Tabnuiel J0IKHA ObITH HE MEHEE...
BbIOEpHU BapHUaHT OTBETA

Bvibepume ooun uz 3 éapuanmos omeema:

1) 5 mm;

2) 8 mm;

3) 10 mm.

3aganue Ne 13

Bonpoc:

B koHIIe 3aroJ0BKOB U TOA3ar0JI0BKOB TAOJIHI] TOUYKH. ..
BbIOEPH MPABUJILHBINA OTBET

Buibepume ooun uz 2 sapuanmos omeema:

1) craBsr;

2) He CTaBsT.

3aganue Ne 14

Bonpoc:

Ecim Bce moka3zarenu, npuBeIeHHbIC B Tpadax TaOIuIlbl, BRIPAXKECHBI B OJHOW U TOU Ke SUHUIIC
buznYeCcKOi BETUYHHBI, TO €€ 0003HaYeHHE KaK HE0OXO0IUMO 0OPMITSTH?

Buibepume ooun uz 3 sapuanmos omeema:

1) momeraTh Ha/J TaOIUIIEH ClIeBa;

2) moMeniaTh B 3aroJIOBKE TaOJIUIIBL;

3) momeriath Haj TaOIHUICH CripaBa.

OtBernI:

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

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

3) Bepunle otBetshI (1 0.): 4; 5; 6;
4) Bepwsiii otBeT (1 6.): 2;

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

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

7) Bepusiit otBet (1 6.): 3;

8) Bepnrrii oter (1 6.): 2;

9) Bepuniii otBet (1 6.): 2;

10) Bepwnsrii otert (1 6.): 1;

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

12) Bepwsrii otser (1 6.): 2;

13) Bepusrii oter (1 6.): 2;

14) Bepwnsrii otser (1 6.): 3;
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ITPUJIOKEHUE 2

3aganne. Opopmure Tabiuiy ¢ npumedanuem B MS Word.
Taomuma 00
PexoMeHnarmm 1o npuMeHEHUIO BEICOKOTEMIIEPATYPHBIX PEKUMOB

[Topona TonmuHa nuaIoMaTepruanoB, MM

13-22 32-40 45-50

CocHa, eib, IUXTa 1 3 5

bepesa 2 4 5

Ocuna 2 4 6

JlucTtBeHHMIIA 4 6 7

[Mpumeuanue. [Tnnomarepuanbl MATKHX JIMCTBEHHBIX TOpoJ (Oepe3a, oyibxa, OCHHA) TOIIIUHON
10 60 MM foITyCcKaeTcs MPOCYIIUBATh B KAMEpPaxX HENPEPBIBHOIO JEHCTBUSA IPU MATKUX U
HOPMAaJIbHBIX PEKUMax, BBIOMpas UX 10 ONIKaieil HOMHHAIBHOM TOJIINHE.

3ananune. Ogopmure cxemy.

Cxema cTpyKTypHhI AesaTeabHocTH npeanpusaTuss 000 «MoHoauT»

FEHEPAJIbHBIA AVPEKTOP
KommMepuacki ZamMecTuTenb rnaeHbIHA
AWperTop reHepanbHOro AMpeKTopa byxrantep
KommMepueck4ii oThen FMaeHbIA MH3KEHEp Byxrantepus
— oTaen HauanbHWK HavanbHWk HavyanbHWE
cHabM¥eHus NpoOEKTHOrO OTAENA yuacTka uexa
VH3KeHep CMETUMIM VHseHepbl MpoeKTHLIH MNpovzB0AHMTENK

no OT oTAEn pabot
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MarepuaJbl 1Jisl MPOBeICHUS] IPOMEKYTOYHOM aTTeCTALNH

CnenuanbHocTb « Cekpemapb-MauuHUCmMKa»

JucnmmimHa « Texnuka MauuHonucuy
I'ox o0yuenust émopou
MMoayroaue 1

IHeparor gonotHUTEILHOTO 00pasoBanms beraxosa O.B.
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MaTepHaﬂbl IJIS IPOBEACHUA 3a4eTa 110 IMCHUIIJIHHE
«TexHuka MAIIMHOIUCH))

Teopernueckas dYacTb MPOBOJUTCS B (OpME 3JIEKTPOHHOTO TECTHUPOBAHUS IO
MaTepuaiaMm u3ydeHHoro B | momyroauu.

[TpakTryeckast yacTb — 0OPMIICHHE CIOKHON TaOIUIIBI C IUArPaMMOi.

Marepuaiibl K 3a4€Ty JAaHbl B IPUIIOKEHUAX 1 1 2.

Kputepuu onienuBanusi:

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

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

oTMeTKa«3» - He MeHee 50% IIpaBUJIbHBIX OTBCTOB.

Ilenaror
JIOTIOJIHATEIILHOTO 00pa30BaHMs bensxosa O.B.



3ananme Ne 1

Bonpoc:
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SJIEKTPOHHBIN TECT

Kak 0003Ha4at0TCs TAOIUIIBI KAXKIOTO MPUIIOKECHHUS?

Buvibepume ooun us 3 sapuanmos omeema:

1) Tabnuma 1.
2) Tabnuma B.1.
3) Bce nepeuncieHHbI€ BBIIIE OTBETHI.

3ananue Ne 2

Bonpoc:
Kak Ha3sbIBaeTCa JaHHBIH 3JIEMEHT
TaOIHLBI?
Moayne ynpyroctn
Marepuan
Ma Krelmm?

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

Buvibepume ooun us 5 eapuanmos omeema:

1) [llanka TaGIUIIBL.

2) 3aromoBku rpad.

3) N'onoBka TaOIHIBI.
4) [MomzaronoBku rpad.
5) bokoBuK.

3ananue Ne 3

Bonpoc:

IMTPUJIOXEHME 1

B cnygae, koryna Tabnuna He ymenaercs Ha nucte Oymaru ¢popmarta A4, ee BBITIOJIHAIOT Ha
Oymare opmara...
Buvibepume neckonvko u3z 5 éapuanmos omeema:

1) AS;

2) nByx nucrax A4;

3) A3;

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

3ananue Ne 4

Bonpoc:

[Tpu ckienBaHUM JTUCTOB ¢ OPOPMIICHHOMN TaOIUIEH NCTIOIB3YIOT. .

Bbz6epume HecKoJIbKo U3 3 eapuarnmoes omeema.

1) ckoTu;

2) Y3KYIO TIOJIOCKY OyMar;

3) kien.

3ananue Ne 5

Bonpoc:

[Tpu opopmrnenun Tabnuiel Ha popmare nucta A4 (opueHTanus - ambOOMHAs) BEpXHEe MoJIe
MMEEeT MUHUMAaJIbHBIN pa3mMep...
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Bvibepume ooun uz 4 eapuanmos omeema:
1)1 cwm;

2) 1,5 cm;

3)3 cm;

4)2 cMm.

3ananue Ne 6
Bonpoc:

Jlerenna - 310

Buvibepume ooun us 3 sapuanmos omeema:

1) siueiiku, KOTOpbIE COAEPHKAT YUCIOBbIE JaHHBIE;

2) o0nacTh sYeeK Ha JINCTE, 3HAYECHUS KOTOPBIX HUCIONB3YIOTCS ISl IOCTPOSHUS IUarpaMMBl;
3) obnacth, conepKaIiasi IMeHa, KOTOPbIe UCTIONB3YIOTCS It 0003HAYCHHS OTOOPAKAEMBbIX
3JIEMEHTOB YKa3aHHBIX KaTErOpHUil JTaHHBIX.

3apanme Ne 7
Bonpoc:

L}
Marazvu "“Marnonus™*

9%

28%

31%

Cpegree cney. ONY O Opyroe
|

Kax HaseiBacTcs JaHHBIH 3JICMCHT ,IIHﬂI"pII]\II\IbI?

Buvibepume ooun us 4 sapuanmos omeema:
1) moamucyu NaHHBIX;

2) cepuu JaHHBIX;

3) Ha3BaHUE AUATPAMMBI;

4) nerenpa.

3apanme Ne 8
Bonpoc:
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w
Marazvu "Marnonna™

9%

32%

OBricdee O Cpegree cney. ONY O Opyroe
|

Kak nazpiBaetcs JAHHBIH BIIEMEHT JHA I"l){lI\.II\lI)li.1

Buvibepume o0un uz 4 eapuanmos omeema:
1) noANuCH NaHHBIX;

2) cepuy JaHHBIX;

3) Ha3BaHWE AUATPAMMBIL;

4) nerenpa.

3ananue Ne 9
Bonpoc:

Hy>xHo 511 B TekcTe TOKyMEHTa IPUBOAUTH CCHUIKY Ha TaOIUILy?
Buvibepume ooun usz 2 sapuanmos omeema:

1) da.
2) Her.

3aganme Ne 10

Bonpoc:

Ecnu tabnuna nmeet HeOOIbIIOE KOTUYECTBO Tpad), TO AOMyCKaeTCs I ASTUTh €€ Ha 4acTh U
MOMEIIAaTh OJTHY YaCTh PSAJIOM C IPYroi Ha OJHOM cTpaHuiie?

Buvibepume ooun usz 2 eapuanmos omeema:

1) da.
2) Her.

3apanme Ne 11

Bonpoc:

3aron0BOK TaOIHIIBI PACIIONIATACTCA. .
Buibepume ooun uz 3 sapuanmos omeema:
1) cnpaBa Haj TaOnHIIEeiH;

2) cieBa Hajl TaOJTHIIEH;

3) no ueHTpy Haj TabIUIEH.

3aganue Ne 12

Bonpoc:

o cTenenu cnoOKHOCTH KaKUMH OBIBAIOT TAOIUIIBI?
Bvibepume neckonvko u3z 5 eapuanmoe omeema:

1) kpaTkumu;

2) NOJIHBIMY;

3) npocThiMu;

4) CIOXKHBIMY;

5) BceMu BBILIE MTEPEUNCICHHBIMH.
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OTtBeThI:
1) Bepusriii otBeT (1 6.): 2;
2) Bepusiii otBet (1 6.): 3;

3) Bepubie oTBeTHI (1 6.): 2; 3;

535

4) Bepubie otBeTHI (1 6.): 1; 2; 3;
5) Bepnbrii otBet (1 6.): 4;

6) BepHsIii oTBeT (1 6.): 3;

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

8) BepHsIii oTBeT (1 6.): 1;

9) Bepnsrii otBeT (1 6.): 1;

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

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

12) Bepusbie otBeTHI (1 6.): 3; 4;
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IMTPUJIOXXEHUE 2

3ananue. 1) Odopmure Tadauny, npumenss cranaapr. 2) Ilo nanusim rpad 1, 2, 3, 4
opopmure guarpammy «Coaep:xxanue GJaBOHOUIHBIX ININKO3UA0B B JUCThIAX».

Taoauna 00
HU3zmeHeHue coaep:kaHusi (PIAaBOHOMIHBIX IVIHKO3UI0B M arJIMKOHOB B JIHCTBSIX M XJIOPOILIACTAX
KOHTPOJILHBIX PAaCTeHN JIONMHHA 32 BpeMs MOCTAHOBKH ONBITOB®

Bpewms JIucTbs IXJ10pOIIacThI
HPOBEACHI IPhyia draBOHOMTHBIX COEIMHEHHIT
aHaIN3a,
CyT- OnaBoronsl  |(@maBonsl  [M3odmaBorsl |Cymma |OnaBononsl |[@maBonsl  |[M3o¢maBons! Cymma

FJ'IIOKOSI/IJJLI, MrI/T CyXoro BelieCcTBa

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 CYyXOT'0 BEIllECTBA

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

*P % =3,0-3,5
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MarepuaJbl 1Jisl MPOBEICHUS] IPOMEKYTOYHOM aTTeCTANH

CnenuanbHocTb « Cekpemapb-MauuHUCmMKa»

Jducuumiaunna « Texuuka MawuHonucuy
I'on o0yuenus smopou

IMoxyroaue 2

Ilexaror 10NMOJHUTEILHOTO 00pa3oBaHus benskosa O.B.
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MaTepnam)I JJIA IIPOBEACHUA 3a4eTa 110 AUCHUIIJIHHE
«TexHuka MAIIMHOIKUCH))

1.3aueT npoBoUTCS B POpME MPAKTUYECKOTO 3aTaAHHUS.
2.Matepuaibl K 3a4eTy JaHbl B IPUIIOKEHUH 1.

3.Kpurepuu ornieHuBaHus:

Koa-Bo
OTMeTKa JAOMYIIEHHBIX OIIU00K
(He104Y€eTOB)
5 0-1(2)
4 2(3)-3(4)
3 4(5)-5(6)
2 Bbonee 5(6)

Ilemaror
JIOTIOTHUTEIIFHOTO 00pa30BaHUs bensaxosa O.B.
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IMPUJIOXEHHUE 1

3ananue 1. OgopmuTe TEKCT KJIEPHBIM MMCHLMOM. /lasiee TekCT 0T(hOpMATHPOBATH O
NMpaBUJIaM MAIIMHONMUCH (MEKTYCTPOYHBbI HHTEpBaT — 1,5).

KAK HE CJIEAYET HOCTYIIATD 3A CTOJIOM

He ona3apiBaiite, Oynyun npuriameHHBIME Ha 00€]1, 3aBTPaK, YXKHUH, Yai.

He capgutech 3a cTOJ, IOKA HE CANYT NaMbl WX ITI0KA XO35MH, WIN XO03511Ka HE IIPUIIIACAT
3aHSTh MECTO.

He npennaraiite name, Koraa conpoBOKIAETE €€ K CTONY, JIEBYIO pyKy. My)KunHa Bcerzaa
JIOJKEH MpeAJIarath Jame MpaBylo pyKy.

He 3a6b1BaiiTe, uTo 1ama, cujsmas psiom ¢ Bamu, B 0coOeHHOCTH IO PaByIO pyKy, UMEET
npaBo Ha Baimie BHuManue. [lamy, cuasdiyro psaom ¢ Bamu, cienyer 3aHMMaTh HE3aBUCUMO OT
TOTO, IPEACTaBICHbI BbI el uin HeT.

He 3HakombTeCh 1TOCIE TOrO, KAK TOCTH CEJH 32 CTOJL.

He cuaure ciumkoM O6JU3KO0 K CTOJIY WIIM CIIULIKOM JAJI€KO OT HETO.

He 3acoBbiBaiiTe cangeTky 3a BOPOTHUK M HE packiajabiBaiiTe ee Ha rpyau. Canderky
CJIelyeT KJIACTh HAa KOJICHM.

He crubaiitech Hax Tapenkoi. Jlepkurech Mo BO3SMOKHOCTH TIPSIMO.

Ecnu xotuTe 1ocraTh yTo-JIM00, HE TIHUTECHh Yepe3 TapesiKy APYroro.

3ananme 2. Ilewars mox AuKTOBKY. [lajiee Tekcr ordgopmarupoBaTh MO NpPaBWIaM
MAIIHHONMCH (MEKIYCTPOUYHBIH HHTEpBaJ — 1,5).

KAK HE CJIEAYET HOCTYIIATD 3A CTOJIOM

He GepuTe xn1ed Buikoi, 6epute pykoii. He kycaiite oT menoro kycka xyeba. Xined HyKHO
naoMmatb. He Hama3biBaiiTe MaciaoM 1elblii Kycok xJieba. Jlomaiite xy1e6 KycoukaMu U Hama3bIBaiiTe
ux. He xpomute x11e0 B cy.

bepure Ha BUJIKY CTOJIBKO, CKOJIBKO Ha HEE MOXKET MOMECTUThCS O6€3 Tpyaa.

He embpre cnumikom ObicTpo. He HanmonHsiTe poT OOMBIIMM KOJIMYECTBOM THIITH.

He paccrasnsiite noktu. JIOKTH TOMKHBI ObITH pMKaThl K Ookam. He cTaBbTe JOKTH Ha
CTOJL.

He nopnasaiite camu cBOrO Tapenky ¢ npock0oit o Bropoi mopuuu. Ilycts 310 caenaer
oduimant. Jlydie He MPOCUTH MOPLIUU BOOOIIIE.

He npocute cocena nonath 4To-HUOY b, €CIM MOOIM30CTH HAXOAUTCS O(UITHAHT.

He urpaiite canderkoil, BUIKON 1 IpYyTrUMH IPUHAAJIEKHOCTIMU CTOJA.

He BoITHpaiite muuo canderkoit. CandeTkoi MOXKHO JIMIIb CIErKa MPOBECTH 10 ry0am.

He oTkupiBaiiTech U HE pa3BaJIuBaUTECh HA CTYJIE.

He nonp3yiiTech 3a cTOIOM 3y00UHCTKOM, €CM B 3TOM HET HeoOxonumocTH. B kpaitHem
ciIy4ae, JIeJIaiTe 3TO HE3aMETHO.

Bynyun X03sMHOM WM XO3AHKOM, HUKOTJa HE 3aKaHUYMBalTe CBOE OJIOJ0 MEPBHIM.
[TonoxxuTe, KOraa 3aKOHYAT TOCTH. DTO 0OCOOEHHO Ba)KHO, KOT/Ia MO/IaHO MocieHee OIr00.

He npocuTte Bropyio yamky yast Ui koe, moka rocTu He MOJIyYHId TepBYIO.

He nenaiite HUKakMX 3aMe4aHH OTHOCUTEIBHO MOaBaEMOro 0J1t0/1a, He KPUTHKYHUTE TO,
YTO MOAAETCS K CTOILY.

He knagute yaiiHyio JIOXKKY B cTakaH wid vamiky. [lomemas yait wim xode, MoiaoxuTe
JIOXKKY Ha OiroaLe.

He cknageiBaiiTe canderky mocie Toro, kak moenu. Canderky ciaeayeT HEOPEKHO
MIOJIO)KUTh HA CTOJI.

He 3a0yabpTe monHAThCSA M3-3a CTOJIA TOCJE TOro, Kak BCTalM KeHIIUWHbL. OcTaBaiiTech
CTOATH, IIOKA OHU HE BBIMAYT U3 KOMHATBI, U TOJIBKO 3aT€M MOKETE CECTh CHOBA.
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MaTepna.m,I AJIA ITPOBECACHUSA HpOMEH(yTOqHOﬁ arreCcranmumu

CrnenuanbHocTh «Cexpemapb-MauluHUCmMKa»

JucuumiimHa « Opeanu3ayuoOHHAs MexHUKa u UH@GOPMAyUOHHble MEeXHOA0UU 8
0e1onpouU3800Ccmae)

I'on o0Oyuenus nepsuviu

MMoayroaue 1

IHexaror nonoOJTHUTEJIBLHOTO 00pa3oBanus bemskosa O.B.
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MarepuaJibl 1/ NPOBeIeHHUS 3a4€Ta M0 TUCHUILTHHE
«OpraHu3anMoHHAsi TEXHUKA U HH(OPMAIMOHHbIE TEXHOJIOTHHU B
1eJIONPON3BOACTBE)

1. 3auer mpoBoIUTCS B OpME IEKTPOHHOTO TECTUPOBAHUS B KOHIIE 1 TTOJIYTOIusI.
2. Marepuaibl K 3a4€Ty JaHbI B IPUIIOKEHUH 1.

3. Kpurepuu onieHuBaHUSA:

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

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

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

Ilemaror
JIOTIOTHUTEIIFHOTO 00pa30BaHUs bensakosa O.B.
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IMTPUJIOXEHME 1

SJIEKTPOHHBIN TECT

3ananme Ne 1
Bonpoc:

OprrexHuka — 3710:

Bvibepume ooun uz 3 eapuanmoe omeema:

1) 30Ha TPY/IOBO#1 1EATEIHHOCTH COTPYAHHUKA, OCHAIIICHHAS HEOOXOIUMBIMHU CPEICTBAMU JIJIsI
BBINOJIHEHUS I0JKHOCTHBIX 003aHHOCTEH;

2) TeXHUUYECKUE CPEJNICTBA, IPUMEHSEMBIE JUIsI 00JIETYeHNUs YIIPABICHUECKOH NesTeTbHOCTH U
aBTOMaTHU3allUU JEJIONPOU3BOJICTBA,;

3) COBOKYIHOCTB (haKTOPOB IPOU3BOICTBEHHOM CPEeIbl, OKAa3bIBAIOIINX BIUSHHUE HA
paboTOCIIOCOOHOCTD U 30POBbE UEJIOBEKA B IIPOLIECCE €r0 AEATEIbHOCTH.

3apanmne Ne 2
Bonpoc:

B KakoM Beke YyIIOMHHAIOTCS [EPBBIE HCTOPUYECKHUE JAHHBIE O MOMBITKE CO3MaHMA TEXHUIECKUX
CPEJICTB ISl MEXaHHM3aIUH TIPOLECCa MIchMa?

Buibepume ooun uz 4 eapuanmos omeema:

1) XVII;

2) XVIII;

3) XIX;

4) XX.

3aganme Ne 3
Bonpoc:

DproHOMHKA — 3TO. ..

Buvibepume ooun uz 4 sapuanmos omeema:

1) TexHUYEeCKUE CPEACTBa, IPUMEHIEMbIE TSl O0JIeTYeHHs] YIPaBIEHYECKOU NesTeIbHOCTH U
aBTOMATHU3aIUH JCJIONPOU3BOICTBA;

2) 30Ha TPYAOBOM AEATEIBHOCTH COTPYAHUKA, OCHAIICHHAS HEOOXOJMMBbIMHU CPEACTBAMU IS
BBIINOJIHCHUS TOJDKHOCTHBIX O0S3aHHOCTEH;

3) Hay4Has TUCHUIUIMHA, U3y4arolasi TPYAOBbIE MPOIIECCHI C IENbI0 CO3/IaHuUs ONITUMAIBHBIX
YCJIOBUH TPY/a;

4) COBOKYMHOCTh (haKTOPOB MPOU3BOJICTBEHHOM CPE/Ibl, OKa3bIBAIOIINX BIUSHHUE Ha
paboTOCTIOCOOHOCTH M 3J0POBBE UEITOBEKA B MPOIECCE €0 ACITETLHOCTH.

3ananue Ne 4
Bonpoc:

Pabouee mecTo — 3710...

Buvibepume ooun us 3 sapuanmos omeema:

1) 30Ha TPY/IOBO#i IEATEIBHOCTH COTPYAHHUKA, OCHAIIIEHHAS HEOOXOIUMBIMHU CPEICTBAMU JIJISI
BBIIOJIHEHUS TODKHOCTHBIX O0S3aHHOCTEM;

2) COBOKYITHOCTH (haKTOPOB, OCHAIIEHHBIX COBPEMEHHBIMH CPE/ICTBAMH OPTTEXHUKH U
HCIIOJNIB3YIOIIME B MIPOLIECCE TPY/ia HOBeHIIne NHPOPMAITMOHHBIE TEXHOJIOTUH;

3) COBOKYIMHOCTH (paKTOPOB MPOM3BOICTBEHHON CPE/Ibl, OKA3bIBAIOIIMX BIMSHHUE Ha
paboTOCTIOCOOHOCTH M 3J0POBBLE UEIOBEKA B MPOIIECCE €r0 JIeATEIbHOCTH.
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3apanue Ne 5
Bonpoc:

M3 xakux 30H COCTOUT pabouee MeCTo ceKperaps?
Bvibepume neckonvko uz 5 éapuanmos omeema:
1) BropocTeneHHas;

2) OCHOBHaI;

3) BcmomorarebHasi;

4) 30Ha PYKOBOJTUTEIIS;

5) 30Ha 00CITy>)KUBAaHUS TTOCETUTEIICH.

3ananue Ne 6
Bonpoc:

VYcnosus Tpyaa — 37o. ..

Bvibepume ooun uz 4 eapuanmoe omeema:

1) coBoKymHOCTh (PAKTOPOB MPOM3BOJCTBEHHOM CPEJIbl, OKA3bIBAIOIINX BIUSHUE HA
paboTOCIIOCOOHOCTH U 3J0POBbE UEJIOBEKA B POLIECCE €r0 AEATEbHOCTH;

2) 30Ha TPYAOBOM NESITEIBHOCTH COTPYAHUKA, OCHAIICHHAS HEOOXOJMMBbIMU CPEACTBAMU JUIS
BBINOJIHEHHUS I0JKHOCTHBIX 0053aHHOCTEH;

3) COBOKYIMHOCTh (PAKTOPOB, OCHALICHHBIX COBPEMEHHBIMU CPEICTBAMU OPTTEXHUKH U
UCIIOJIB3YIOLIHUE B MPOLIECCe TPYAA HOBEHIIME HH(POPMALIMOHHbIE TEXHOJIOTHH;

4) HayuyHas AMCUMILUIMHA, U3yYarollasi TPYJOBbIE IIPOLECCHI C LIEJbI0 CO3JaHHU ONTUMAJIbHBIX
YCJIOBUH TpyJa.

3apanme Ne 7
Bonpoc:

Kakue pakTopbl OTHOCATCS K YCIIOBHUSM Tpyaa?
Bvibepume neckonvko uz 8 eapuanmos omeema:
1) caHUTapHO-TUTUECHUYECKHE;

2) TEeXHUYECKUE;

3) MCUXoMOTrHYECKUE;

4) 5CcTEeTUYECKHUE;

5) ncuxodusmyeckue;

6) colMaibHbIC;

7) ynpaBieHUYECKHE;

8) opraHu3aIMOHHbIE.

3ananue Ne 8
Bonpoc:

K cpenctBaM THpakupoBaHUs TOKyMEHTOB OTHOCSTCSI:
Bvibepume neckonvko u3z 5 éapuanmos omeema:

1) npunTEpHI;

2) MUIIYIIHE MAIuHKH;

3) cpencTBa KOMUPOBAHUS;

4) KOMITBIOTEPBI;

5) cpencTBa pa3sMHOKCHHS.

3ananue Ne 9
Bonpoc:

K cpezcTBam XxpaHeHHUs JOKYMEHTOB OTHOCSITCS:
Bowibepume Heckoibko u3 5 eapuanmos omeema:
1) KOMITBIOTEPHI;

2) Tanku;
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3) KOHBEpTHI;
4) TUKTO(OHBI;
5) KOpOoOKH.

3apanue Ne 10

Bonpoc:

CpencTBaMu KOMPOBAHUS JOKYMEHTAIIMH EJIECO00Pa3HO TOJIb30BATHCS MPU H3TOTOBJICHUM. ..
Bvibepume ooun uz 3 eapuanmos omeema:

1) 1-10 sKx3eMIUTSIpOB;

2) 10 25 3K3eMILISIPOB;

3) Gosee 25 FK3EMILISPOB.

3aganue Ne 11

Bonpoc:

TenedonHas cBs3b ObIBACT:

Buvibepume neckonvko uz 5 sapuanmos omseema:
1) nonuTHyeckas;

2) oOuierocyjapcTBeHHAS;

3) BHyTpHUYyUYpEKICHUECKAs;

4) obmieHapoHas;

5) obmeeBporneiickas.

3apanme Ne 12

Bonpoc:

Hucneruepckas tenedoHHast CBS3b. ..

Buibepume ooun uz 3 sapuanmos omeema:

1) obecnieunBaeT cirykeOHYIO CBS3b PyKOBOJUTENEH CO CBOMMHU MOJYUHEHHBIMH;

2) obecrieunBaeT BHYTPEHHIOIO CBSI3b BCEX MOAPA3ACICHUM MPEANPUITHS WIH YUpExKIeHus 0e3
oOpailieHus: K BHEUTHEH 00111erocy1apcTBeHHON TeneOoHHOM ceTH;

3) CIly’KHT JUTS OTICPATUBHOTO PEIICHUS TPOU3BOJICTBEHHBIX BOIMPOCOB, BO3HUKAIOIINX MEXTY
MoIpa3ieNieHUs MU TIPEANPUSITHS, HEMOCPEACTBEHHO CBSI3aHHBIMH C XOJIOM ITPOU3BOJICTBEHHOTO
nporiecca.

3ananue Ne 13

Bonpoc:

K ycrpoiicTBam BbIBO1a HH(OPMALIUK OTHOCSITCS:
Bvibepume neckonvko u3z 5 éapuanmos omeema:
1) MOHUTODBI;

2) MBIIIIb;

3) knaBuarypa;

4) ckaHep;

5) IpUHTEPBHL.

3apanue Ne 14

Bonpoc:

IIpunTep — 3710. ..

Bwibepume ooun us 4 eapuanmos omeema:

1) ycTpoHcTBO /17151 yIIpaBieHHs] KypCOpPOM;

2) yCTpOMCTBO JUIst BEIBOJIA HA OyMary TeKCTOB U TpapuuecKuX N300pakeHHIA;

3) ycTpoicTBO JUIsl BBIBOJA HA OyMary deprexei;

4) ycrpoiicTBo, no3BoJisitoliee oOMeHuBaThest HHpopmarumeit mexay I1K uepes ananorossie
KaHaJbl.
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3aganue Ne 15

Bonpoc:

CrpyliHble IPUHTEPBI OTHOCATCS K. ..
Buvibepume ooun us 2 sapuanmos omeema:
1) 6eCKOHTaKTHOMY JICHCTBHIO;

2) KOHTaKTHOMY JI€HCTBUIO.

3aganue Ne 16

Bonpoc:

Cxanep — yCTpOMCTBO. ..

Buibepume ooun uz 3 éapuanmos omeema:

1) s BBOJA B KOMIIBIOTEP U300paKEeHUH;

2) nuid BbIBOJIA pe3yJibTaTa padoThl Ha OyMaXKHbI HOCUTENb;

3) 1 mepesavu JaHHBIX MEX]ly KOMIIBIOTEpaAMH Yepe3 TeJISPOHHYIO CEeTh UM JIPYTue CpecTBa
CBSI3H.

3aganue Ne 17

Bonpoc:

IlepcoHANIBHBIN KOMITBIOTEDP — ATO. ..

Buvibepume ooun us 4 sapuanmos omeema:

1) ayieKTpOHHBIN TPUOOP, MPEAHAZHAYCHHBIN ISl aBTOMATU3AIlUN CO3/IaHUsI, XPAaHCHHS,
00paboTKH U niepenayn nHHOpMaInu;

2) anmapar, npeaHa3HAYCHHBIN 71 TOOYKBEHHOTO TIeYaTaHusl TEKCTa MPY IOMOIIH Pelibe(HBIX
OYKB, IPUBOJIUMBIX B IBUKEHHE CUCTEMON PHIYaroB;

3) yCTpOMCTBO BBIBO/IA pe3yjIbTaTa Ha OyMaXKHbII HOCHUTEIIb;

4) HeT NpaBUIBLHOTO OTBETA.

3ananme Ne 18

Bonpoc:

[Tpoueccop...

Bvibepume ooun uz 3 eapuanmos omeema:

1) BBIMOJIHSET BCEe BHIYUCICHUS U 00pabOTKy MH(pOpMAIUY;

2) ynpaBisieT BHYTPEHHUMH CBSI3SM M B3aMMOJECHCTBYET uepe3 MpepblBaHUE ¢ APYTUMHU
BHEIIHUMH YCTPOWCTBAMU;

3) npenHa3HaYeH AJIs IOCTOSHHOTO XpaHeHUs! HH(OpMaIuu.

3aganue Ne 19

Bonpoc:

Knasuatypa — 370...

Bvibepume ooun uz 4 eapuanmoe omeema:

1) ycTpoiictBo 11 BBoa uHpopmanuu B I1K;

2) ycTpOHCTBO /715 BBIBOJIa HAa Oymary TeKCTOB U TpaduiyecKiX N300paxeHmi;

3) yCTpOMCTBO [UIsl YIIPABJIEHUS KYPCOPOM;

4) ycrpoiicTBo, mo3BoJisitolee ooOMeHuBaThes nHGopmarueit mexay [1K yepes ananorosbie
KaHaJbl.

3agnanue Ne 20

Bonpoc:

[Inimrymas mammsa — 370. ..

Buvibepume ooun us 3 eapuanmos omeema:

1) anekTpoHHBIN TPUOOP, MPEAHAZHAUYCHHBIN 1T aBTOMATH3AIUHN CO3/IaHUS, XPAHCHHUS,
00paboTKH U nepeaadn HHPOpMaIuy;

2) anmapar, npeJHa3HAYeHHBIHN 1715 TOOYKBEHHOTO MIeYaTaHusl TEKCTa MPY TOMOIIH pelbe(HbBIX
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OYKB, MPUBOUMBIX B TBUKCHHE CUCTEMON PHIYaroB;
3) HeT MPaBUIILHOTO OTBETA.

3aganme Ne 21

Bonpoc:

Kapetka — s70...

Buvibepume ooun u3 3 eapuanmos omeema:

1) MexaHW3M, OCYIIECTBIISIFOITUN PABHOMEPHOE JBHYKEHUE JICHTHI
2) NOABWKHAS YaCTh MUIIYIIEH MaIINHBI,

3) Kopmyc, B KOTOPBIi CMOHTUPOBaHbI OCHOBHBIE MEXaHH3MBI.

3aganme Ne 22

Bonpoc:

BepxHuil perucTp CIy uT JJIsl. ..
Bvibepume ooun uz 3 eapuanmos omeema:
1) HanMcaHusl CJIOB KypCUBOM,;

2) HamKMCaHMs CJIOB C BBIJCICHHUEM;

3) HamucaHUs MPOIUCHBIX OYKB.

3amanme Ne 23
Bonpoc:
L ‘I o /
+ ‘lf 4 Y o
JlaHHas KOMOMHAIUS KJIABUIII *+# V¥ Ha nUIIyniei MalurHe UCIOJIb3yeTcs JUIs. . .

Buvibepume ooun us 4 sapuanmos omeema:
1) ycTaHOBKM KapeTKu IO LUEHTPY;

2) BpeMEHHBIH cOPOC TMOJICH;

3) yCcTaHOBKM UHTEPBAJIOB;

4) 3ampaBKH OyMaru.

3ananme Ne 24
Bonpoc:

JlanHast KOMOMHAIUS KIaBHIII Alt +<« Ha MUIIYIIEH MalliHe UCTIONB3YEeTCs JUIS. ..
Bvibepume ooun uz 4 eapuanmos omeema:

1) cOpoca 3aKperuIeHHBIX TOJIEH;

2) ycTaHOBKH WHTEPBAJIOB;

3) yCTaHOBKHU TaOyJISALINM;

4) 3aKperuieHUs TOJIEH.

3aganue Ne 25

Bonpoc:

PabGounii cToi — 370. ..

Buvibepume ooun uz 3 sapuanmos omeema:

1) COBOKYITHOCTB MIporpaMM 00pabOTKU JaHHBIX U JOKYMEHTOB, HEOOXOAUMBIX IS UX
IKCIUTyaTaIuu;

2) Ha HEM pacroJiararoTcs 00bEKTHI M yrpasiistonue sneMeHTsl Windows;

3) oobext Windows, mpegHa3HaueHHBIN TSI aBTOMATH3AI[UK CO3IaHuUs, XpaHEHHsI, 00pabOTKH U
nepenayd nHHOpMaIuu.

3aganue Ne 26

Bonpoc:

3Ha4oK — 3TO...

Buvibepume ooun uz 3 sapuanmos omeema:
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1) HarnsgHOE TpEeCTaBIeHHE 00BEKTa;
2) KOHTEHHEP, B KOTOPOM MOT'YT COZIepPKaThCst apyrue oobekThl Windows;
3) pa3HOBHIHOCTh 3HAYKA, KOTOPBIH HE MPEJICTABIIAECT OOBEKT, a TOJBKO HA HETO YKa3bIBaCT.

3aganue Ne 27

Bonpoc:

Spnbik — 370...

Bvibepume ooun uz 3 eapuanmoe omeema:

1) HarnggHOE MpeaAcTaBIeHNE 00BEKTA;

2) KOHTeHep, B KOTOPOM MOTYT COJiepKaThes Apyrue oobexTsl Windows;

3) pa3HOBHIHOCTH 3HAUKA, KOTOPBINA HE MPEICTABIAET OOBEKT, a TOJIBKO HA HETO YKAa3bIBACT.

3aganue Ne 28

Bonpoc:

OxHO — 3T0...

Bvibepume ooun uz 4 eapuanmos omeema:

1) npsimoyrosibHas obnacTh Ha PaboueM crone, nMeronias 4eTKUe rpaHullbl, B KOTOPOM
npefocTaBiieHa HH(pOpMaIys;

2) CIUCOK HEKOTOPBhIX 00BEKTOB, U3 KOTOPBIX BaM HEOOXOAUMO ClieNaTh BHIOOD;

3) KOHTeliHep, B KOTOPOM MOTYT Coepxkathest apyrue oobektsl Windows;

4) HaryAHOE MpE/ICTaBICHHE 0OBEKTA.

3aganue Ne 29

Bonpoc:

Ecnu Haanucu Ha KHOMKE «IIPUTYIIEHBI», TO. ..
Bvibepume ooun uz 2 éapuanmos omeema:

1) xomaHza ceifuac BHIIOJHUMA;

2) xoMaHJa ceifuac He BBINOJIHUMA.

3ananue Ne 30

Bonpoc:

ITostochl IPOKPYTKH CITy’KaT JJIA. . .

Bvibepume ooun uz 4 eapuanmoe omeema:

1) nepemenieHns MO JOKYMEHTY, KOTOPbIE MOSBIAIOTCS B TOM Clydae, €Clii IOKyMEHT He
yYMeEIllaeTcsl B OKHE;

2) oToOpaXkeHHUs KOIMYeCTBAa 00bEKTOB, HAXOSIINXCS B MAIKE;

3) ynpaBieHust 00beKTaMHU, IpecTaBlIeHHbIMU B Paboueli o0iacTu okHa;

4) 6pIcTpOro AOCTYNa K Hanbosee 4acTo UCTIONIb3yeMbIM KOMaH/IaM.

3apanme Ne 31
Bonpoc:

é JTAHHBIM 3HaY0K 0003HAYaeT. ..
Buwibepume ooun us 4 eapuanmos omeema:
1) co3nanue HOBOTO JOKYMEHTAa;
2) coxpaHEeHHE JOKYMEHTA;
3) xonupoBaHME BHIIEICHHOTO (hparmMeHTa TekcTa B Oydep oOMeHa;
4) coxpaHEeHHE TOKYMEHTA.
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3apanmne Ne 32

Bonpoc:

+=

+= 7 JIAHHBIA 3HAYOK 0003HAYaeT. ..

Bvibepume ooun uz 6 6apuanmos omeema:

1) ycTaHOBKY MEXyCTPOYHOTO UHTEPBAJIA;

2) u3MeHeHue BUa mpudTa;

3) yBenu4ueHue pasmepa mpudTa;

4) meyatraHue TEKCTa B BEPXHEM MHJIEKCE (CTEIICHb);
5) cMmelieHre TecTOBOro ad3aia BIpaBo K CAEAYIOLIEH MO3UINU TaOYIISINH;
6) co3aHrne MapKUPOBAHHOTO CIIHCKA.

OTBeThI:

1) Bepnsiii otBer (1 6.): 2;
2) Bepnsriii otBeT (1 6.): 2;
3) Bepusiii otBert (1 6.): 3;
4) Bepusrii otert (1 6.): 1;
5) Bepuble otBetsI (1 0.): 2; 3; 5;
6) Bepnsrii otBet (1 6.): 1;
7) Bepubie otBetsl (1 0.): 15 2; 3; 4; 5; 6;
8) Bepunie otBethI (1 6.): 1; 3; 5;
9) Bepubie otBetsnI (1 0.): 2; 3; 5
10) Bepnsiii otBer (1 6.): 2;

11) Bepubie otBetsl (1 6.): 2; 3;
12) Bepnsiii otBer (1 6.): 3;

13) Bepubie otBetsl (1 6.): 1; 5;
14) Bepusiii otBert (1 6.): 2;

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

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

17) Bepusrit otert (1 6.): 1;

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

19) Bepusrit otert (1 6.): 1;

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

21) Bepunsrii otser (1 6.): 2;

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

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

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

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

26) Bepnsrii otert (1 6.): 1;

27) Bepwnsrit oter (1 6.): 3;

28) Bepnsrii otert (1 6.): 1;

29) Bepunsrii oter (1 6.): 2;

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

31) Bepnsiii otBet (1 0.): 3;

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

b 9

9 b
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MaTepna.m,I AJIA ITPOBECACHUSA HpOMeH(yTOqHOﬁ arreCcranmumu

CrnenuanbHocTh «Cexpemapb-MauluHUCmMKa»

JucuumiimHa « Opeanu3ayuoOHHAs MexHUKa u UH@GOPMAyUOHHble MEeXHOA0UU 8
0e1onpouU3800Ccmae)

I'on o0Oyuenus: nepeoiii
Ioayroaue 2

IHeparor gomotHUTEILHOTO 00pasoBanms beraxosa O.B.
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MarepuaJibl 1/ NPOBeIeHHUS 3a4€Ta M0 TUCHUILTHHE
«OpraHu3anMoHHAsi TEXHUKA U HH(OPMAIMOHHbIE TEXHOJIOTHHU B
1eJIONPON3BOACTBE)

1.Teoperuueckass 4YacTb NPOBOAUTCA B (QOpME BJIEKTPOHHOTO TECTUPOBAHUS TIO
MaTepuazaMm U3y4eHHOro BO 2-M IOJYTOJUH.

2. [Ipaktuueckas yacth — opopmienue ykazarens B MS Word u tabnuus B MS EXcel,
BBITMIOJIHEHHE PAacueTOB B HEM U MOCTPOCHHUE IO €€ JAHHBIM IHarpaMMbl.

3. Marepuaisl K 3a4eTy JaHbl B IPHIOKEHUIX 1 1 2.

4. Kputepun olleHUBaHUSL:

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

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

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

Ilenaror
JIOTIOJIHUTEIILHOTO 00pa30BaHM benskxosa O.B.



118

SJIEKTPOHHBIN TECT

3ananme Ne 1
Bonpoc:

Uto Takoe 31eKTPOHHBIC Ta0IHIIbI?

Buvibepume ooun us 4 sapuanmos omeema:

1) aieMeHT cucTeMHOTO OJI0Ka;

2) nporpamma Jisi 00pabOTKH TaOJUYHBIX TaHHBIX;
3) mporpamma AJis BBO/1a TaOJIUIL;

4) s7eMeHT BepTUKAIbHOMN pa3BepTKU B MOHUTOPE.

3aganue Ne 2
Bonpoc:

B anextponHOM TabauIe CTOIOIBI 0003HAYAOTCS?
Buvibepume ooun uz 4 sapuanmos omeema:

1) Mpou3BOJILHO;

2) OykBamu;

3) undpamu;

4) undpamu 1 OykBamu.

3ananme Ne 3
Bonpoc:

B snexkrponHoii Tabnuie ctpoku 0003HaYAIOTCS?
Buwibepume ooun uz 4 éapuanmos omeema:

1) npou3BOJIBHO;

2) OykBamu;

3) mudpamu;

4) mudppamu 1 6ykBamu.

3apanmne Ne 4
Bonpoc:

Jlnana3oH B 3J€KTPOHHON TabmuIe - 3T0...7
Buvibepume ooun us 4 sapuanmos omeema:

1) COBOKYITHOCTB KJIETOK, 00pa3yoLX IpSIMOYTOJIbHYIO 00J1aCTh;

2) MHOKECTBO JIOMYCTUMBIX 3HAUEHHI;
3) Bce YK OTHOTO CTOJIONA;
4) Bce TYEHKU OJTHOM CTPOKH.

3ananme Ne 5
Bonpoc:

C yero HaunHaeTcst BBOJ (GOpMYIIbI?
Bwibepume ooun us 4 eapuanmos omeema:
HC*

2)C=

3)C-

4)C+

3ananue Ne 6
Bonpoc:

Yto SIBIISE€TCSA OCHOBHBIM 3JI€MEHTOM BHCKTpOHHOﬁ Ta6J'II/II_U>I?

IMTPUJIOXEHME 1
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Buvibepume ooun uz 4 eapuanmos omeema:
1) ctpoka;

2) cronber;

3) sueiika;

4) tabnuua.

3ananme Ne 7
Bonpoc:

Kaxk HasbiBaercs (aits, ¢ koropsim paboraer Ms Excel?
Bvibepume ooun uz 4 eapuanmoe omeema:

1) noKyMeHT;

2) KHUTA,

3) neyatHas myOIUKaLus;

4) npe3eHTaIusl.

3aganue Ne 8
Bonpoc:

Kakoe pacmmupenue ¢aiinos popmupyercs npu padbote B Ms Excel?
Bvibepume ooun uz 5 éapuanmos omeema:

1) .doc

2) .com

3) .exe

4) .bat

5) xls

3aganue Ne 9
Bonpoc:

Spabraky paboyux JUCTOB B JIEKTPOHHON Ta0IUIe HAXOAATCA?
Bvibepume ooun uz 4 eapuanmoe omeema:

1) B BepxHel 4acTH IKpaHa;

2) ¢ mpaBoil CTOPOHBI FKpaHa;

3) c 1eBOI CTOPOHBI SKpaHa;

4) BHM3Y DKpaHa.

3aganue Ne 10

Bonpoc:

Jlnist uero craButcs B popmyiie 3Hak $?

Buibepume ooun uz 4 eapuanmos omeema:

1) UtoOsI agpec sMeKy KOMMUPOBAJICS C IPYroro JUCTA.
2) YtoObl 3HaUEHUE TYEHKH OOHYIAIOCH.

3) UtoOmI agpec sTMeUKH 0CTaBAJICS HEM3MEHHBIM.

4) YtoObl 00BETMHUTH 3HAYEHUS JIBYX SUEEK.

3apanue Ne 11

Bonpoc:

CnapknaiiHsl - 3T0...

Buvibepume ooun us 3 eapuanmos omeema:

1) rpadmyeckoe n300pakeHNe, MOKA3bIBAOIIEE COOTHOIICHHE KAKUX-HUOYIb BEIUYUH;

2) HeOOJIBIIIOTO pa3Mepa JUarpaMMbl, KOTOPBIE TTOMEIIAIOTCS B OJIHY SUYCHKY;

3) naHHbIE, PacIOIOKEHHBIE B CTOJIOIAX MM CTPOKAX JIUCTA, IPEICTaBICHHbBIE B BUAE rpaduka.




1) Bepnsriii otBet (1 6.): 2
2) Bepnwiii otBer (1 6.): 2
3) Bepwnsrii otBet (1 6.): 3
4) Bepnpiii otBet (1 6.): 1;
5) Bepwnsrii otBet (1 6.): 2;
6) Bepuniii otBer (1 6.): 3;
7) Bepmnsrii otBet (1 6.): 2;
8) Bepnniii otser (1 6.): 5;
9) Bepwnnrii otBet (1 6.): 4;
10) Bepnwsiii otBer (1 0.): 3;
11) Bepnwsrii otBer (1 6.): 2;

9

9

>
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OTBeThI:



121

[Tpunoxxenue 2

3ananune. Odopmure u orpopmaTupyiite Tadauny B MS Excel, npousBeaure pacuersbl, 0popMuTE KPYTOBYIO IHArPaMMYy «3apadoTHas mjiaTa
pPaGoOTHUKOB, py0.»

PacueTt 3apaboTHom nnaTtbl paboTHUKOB GroaxXeTHOM cdepbl

MPOT = 13 890 py6. B mecsiy

HauyncneHus Hanorun
= < s
bl , n
N 0] n.0 % g § g % 3 K
o
} amunis v1.9. S = & | Craeka fletckoe BpeaHocTb | HapBaskn | £ = § z 3 Belnaqe
= g o S noco6ue 22 Q o
S 83 @ © 6 g = oo S8
3 3 z 2 s38T| §3 8z
o 2 2 IS I g8c C 8 C o
1. MBaHoB UN.U. 12 4,6 1 15
2. MBaHoBa M.W. 13 52 2 25
3. Metpos IN.11. 11 4,9 1 50
4, MetpoBa O.M. 14 5,6 1 50
5. | Tpocummos T.T. 13 5,2 2 30
6. Axosnesa T.A. 8 3,5 2 125
B kacce B AeHb 3apnnatbl OMKHO BbITh:
Dopmynwi:

CraBka=MPOT*koachpuuymeHT

HeTckoe nocobune=0,7*MPOT*konn4ecTBo AeTen
BpeaHocTtb=0,6"MPOT

Hapb6aBku=%HanbaBok*CTtaBky

Hanor Ha goxoabl uanyeckmx nuu=13%*Hauncnenns
MeHcnoHHbIN hoHa=1%*HauncneHns

MpodcotosHbIn B3HOC=1%*HauncneHus

K Bbigaue=Hauncnenumsa-Hanorn+2000 (C'y6epHaTopckas HagbaBka)

3ananue. Odopmure ykaszareib «byder Ha 2-om 3Taxke» B MS Word.
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MaTepna.m,I AJIA ITPOBECACHUSA HpOMeH(yTOqHOﬁ arreCcranmumu

CrnenuanbHocTh «Cexpemapb-MauluHUCmMKa»

JucommimmHa « Opeanu3ayuoHHas mexHuka u UH@GOopMayuoHHble mexHoa02UlU &
0e10npouU3800Ccmee)

I'on o0yuenus: emopou
MMoayroame 1

IHeparor gomotHUTEILHOTO 00pasoBanms beraxosa O.B.
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MarepuaJibl 1/ NPOBeIeHHUS 3a4€Ta M0 TUCHUILTHHE
«OpraHu3anMoHHAsi TEXHUKA U HH(OPMAIMOHHbIE TEXHOJIOTHHU B
1eJIONPON3BOACTBE)

1. Teopernyeckass dYacTb IPOBOAUTCS B (OpPME DSJIEKTPOHHOI'O TECTUPOBAHUS 11O
MaTepuaizaMm U3y4eHHoro 1 moiayroaus.

2. TlpakTHueckas 4acTh — CO3[JaHHE I1a0JIOHA U Ha €r0 OCHOBE 0()OPMIICHUE TOKYMEHTA.

3. Marepuaisl K 3a4eTy JaHbl B IPUIOKEHUH 1 1 2.

4. Kpurepuu oLleHUBaHUS:

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

oTMeTKa «4» - He MmeHee 70% NnpaBUIbHBIX OTBETOB;

oTMeETKa «3» - He MeHee 50% mpaBUIIbHBIX OTBETOB;

Ilemaror
JIOTIOTHUTEIIFHOTO 00pa30BaHUs bensaxosa O.B.
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IMTPUJIOXEHME 1

SJIEKTPOHHBIN TECT

3ananme Ne 1
Bonpoc:

Ha ocHoBe uero MoxHO co3/1aBaTh Ma0I0HbI?

Buibepume neckonvko uz 4 éapuanmos omeema:

1) Ha OCHOBE YK€ UMEIOIIUXCS MA0IOHOB;

2) Ha OCHOBE TOKYMEHTOB;

3) HaOpatb OJaHK IOKYMEHTa U COXPAHUTh €ro Kak I1a0JIoH;
4) ¢ MOMOIIIBIO MacTepa 1adJI0HOB.

3aganue Ne 2
Bonpoc:

C nomol1pI0 KaKoi MaHeId HHCTPYMEHTOB MBI CO3/1aeM MepeMeHHYI0 HHPOpMAIIHIO B 1a0I0He?
Buvibepume ooun uz 3 sapuanmos omeema:

1) PucoBanus.

2) ®opMBl.

3) TaGuuIbl ¥ TPAHUIIBL.

3aganme Ne 3
Bonpoc:

[Toa KakuM HOMEPOM 3HAYOK OTHOCHTCS K MaHEIH HHCTPyMEHTOB DopMmbI?
Hzobpasicenue:

Bl B & [

1 2 3 4 5

Bbl6epume HeCKONIbKO U3 5 eapuanmoe omeema.
1)1

2) 2

3)3

4) 4

5) 5

3ananue Ne 4
Bonpoc:

C nomol1pI0 Kakol aHeJId HHCTPYMEHTOB MOKHO CO3/1aTh AMOJIEMY OpraHU3aluy B 111a0sI0He?
Bvibepume ooun uz 4 eapuanmos omeema:

1) ®opmbi.

2) TaOmuIBl U TPAHUIIBL.

3) Pamku.

4) PucoBanusl.

3apanmue Ne 5
Bonpoc:

B kakyio nanky nomerarorcs mabioHbl, COXpaHEHHbIE 10 YMOIYaHHIO?
Bvibepume ooun uz 4 eapuanmoe omeema:

1) Mou noKyMEHTHI.

2) [I1a610HBI.

3) Moii komMnbIOTED.

4) Kop3uHna.
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3apanue Ne 6
Bonpoc:

Microsoft Word coaepsxut 0osibiiioi Habop pazHooOpa3HbIX m1a010HOB. YTO HEOOX0IUMO

YUYUTBIBATH MPH UCIIOJIb30BAHUH JAHHBIX I1a0JOHOB?

Buibepume ooun uz 3 éapuanmos omeema:

1) HUYero He CIeIyeT YUUThIBATD;

2) UCTI0JIb30BaHME ITHX IMAOJIOHOB MPUMEHUMO K POCCHICKMM CTaHapTaM;

3) pacnojoXeHHe pPEKBU3UTOB B OSTHX IIA0JIOHAX [JaHO 0€3 ydeTa pPOCCHHCKHX IPaBUII
odopMIIeHUS TOKYMEHTOB.

3ananme Ne 7
Bonpoc:

ApxuBaTopoM (YIaKOBIIMKOM) Ha3bIBAETCS

Bvibepume ooun uz 3 eapuanmoe omeema:

1) onexTpoHHBIA NpuOOp, NpeaHA3HAYCHHBIM Ui aBTOMATH3allMMd CO3JaHHs, XPaHEHUS,
00paboTKH U miepenayn nHpOpMaIuu;

2) mporpaMma, MO3BOJISIONIAS 33 CUET MIPUMEHEHHSI CIICIIAIbHBIX METO/IOB CKAaTHs HHPOPMALIUU
co3J1aBaTh KONUU (paiiIoB MEHBILIET0 pa3Mepa, a Takke 00beIUHATh KOIIMU HECKOJIbKUX (ailyioB
B OJIMH apXWBHBIH (aiif, U3 KOTOPOr0 MOKHO TPU HEOOXOIUMOCTH H3BJICUb (haillibl B HX
NepBOHAYAIILHOM BU/IE;

3) mporpamma ymnpaBieHHs WH(pOpMAIMEH, KOTopas IMoMoraer pabdoTaTb € COOOLICHHSMH,
IPUXOJAIIUMU 110 3JIEKTPOHHOM MMOYTEe, KOHTAKTHBIMU JIMLIAaMH, Ha3HA4YaTh BCTPEYU, CTABUTh
3aJaud, OTCIICKUBATH JESATEIBHOCTh CBOIO M COTPYIHUKOB, MPOCMATPUBATh COBMECTHBIE
JOKYMEHT.

3apanme Ne 8
Bonpoc:

Kakue npaktudyeckue NpuMEHEHN] UMEET apXuBaLus?
Bvibepume neckonvko uz 3 eapuanmoe omeema:

1) pe3epBHOE KONIMPOBaHUE I XpaHEHUs1 HHPOpMaIuH,
2) 3anuch Ha BUHYECTEp OoJiblero oobema nHpopmanuu,
3) nepecbuika HHPOPMALUU B KOMMYHUKALIMOHHBIX CETSX.

3apanme Ne 9
Bonpoc:

Kakue nporpamMmsl UCTIOIB3YOTCS IPU apXUBaLUU?
Bbz6epume HeCKoabKo U3 5 eapuarnmoe omeema.

1) Gimp,

2) WinRar,

3) MS PowerPoint,

4) WinZip,

5) GCompris.

OtBernI:
1) Bepnsie otBetsI (1 0.): 15 2; 3; 4;
2) Bepnsiii otBer (1 6.): 2;
3) Bepusbie otBetsl (1 0.): 2; 3;
4) Bepwwiii otBeT (1 6.): 4;
5) Bepusiit otBet (1 6.): 2;
6) Bepusriii otBet (1 6.): 3;
7) Bepusiit otBert (1 6.): 2;
8) Bepurbie otBetsI (1 6.): 1; 2; 3;
9) Bepunie otBetsl (1 0.): 2; 4;
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IMTPUJIOXXEHUE 2

3ananue. Co3naiite u opopmmure:

1. OMOnemy OnaHKa MpenpUsTUs.

2. [lTa6non ykazaHus (MPOI0JILHOE PACIONOKEHUE PEKBU3UTOB B 3ar0JIOBOYHOMN 4acTH

JIOKYMEHTA)

3. Ha ocHoBe mabinona opopmMuTe JOKYMEHT.
000 «JIYY» YKA3AHUE 22.12.2011 Ne 223 MockBa O HazHaueHun komuccuu Bo ncnonaxenue
IpUKa3a JTUPEeKTopa OOIIECTBa ¢ OTPAHNYECHHOM OTBETCTBEHHOCTHIO OT 18 nmexadpst 2011 r. Ne 78
0 Ha3HAYCHUHW KOMUCCUH U IPOBEACHUU MHBEHTapu3auu matepuaibHbix cpeacts OBA3bIBALO:
1. HaznaueHHOMY COCTaBY KOMHUCCHM 3aKOHUUTH MPOBEICHUE MHBEHTapHU3allMU MaTepUaTbHBIX
cpenct 1o 27 saBaps 2012 r. 2. CobmroaaTh CISAYIOIMIMA €KETHEBHBIA PACIIOPSI0K pabOThI
komuccun: Havasno — 8.00; okonuanue — 17.00; mepepsiB — 13.00-14.00; BexoaHbIe AHE — cy00O0TA,
Bockpecenbe. 3. Ilpencemarento KOMUCCHMM TPEICTaBUTh [0 OKOHYaHHHM pPabOTHI  akT
MHBEHTapu3aluu Juist yrepxkaeHus. @unancossiii aupexrop A.H.Caxapos
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MaTepna.m,I AJIA ITPOBECACHUSA HpOMeH(yTOqHOﬁ arreCcranmumu

CrnenuanbHocTh «Cexpemapb-MauluHUCmMKa»

JAucuumiimHa « Opeanu3ayuoHHas MexHuKa u UHGOPMAYUOHHbBIE MEXHOI0SUU 8
0e1onpouU3800Ccmae)

I'on o0yuenus: emopou
Ioayroaue 2

IHeparor nonotHUTEILHOTO 00pasoBanms beraxosa O.B.



128

MarepuaJibl 1/ NPOBeIeHHUS 3a4€Ta M0 TUCHUILTHHE
«Opranu3anMoHHAasi TEXHUKA U HHPOPMAITMOHHbIE TEXHOJIOTHH B
1eJIONPON3BOACTBE)

1. Teopernyeckasi 9acTh TPOBOAUTCS B (DOPME IEKTPOHHOTO TECTHPOBAHUS TIO
MaTtepuaiaM U3y4eHHOTro 2 MOJIYTOIusl.

2. [IpakTrueckas 4yacTb — 0OpMIICEHHE IPE3CHTALINH.

3. Marepuassl K 3a4eTy JaHbl B MPUIOKCHUH 1 1 2.

4. Kputepun olleHUBaHMUSL:

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

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

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

Ilemaror
JIOTIOJIHUTEIILHOTO 00pa30BaHMs bensxosa O.B.
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IMTPUJIOXEHME 1

SJIEKTPOHHBIN TECT

3ananme Ne 1
Bonpoc:

IIpe3enTanus — 310 ...

Buvibepume ooun us 4 sapuanmos omeema:

1) noka3, npeacTaBiI€HNE YEro-1100 HOBOT'O, BBIIOIHIEMbIE T0KIAUYUKOM C UCIIOJIb30BAaHUEM
BCEX BO3MOYKHBIX TEXHUYECKUX U MPOrPAMMHBIX CPEJICTB;

2) npeaocTaBIICHHE MMOJapKa, MOATOTOBIEHHOIO 3apaHee;

3) AeMOHCTpalus CBOMX 3HaHUU Tepe]] JII0IbMU, KOTOPbIE 33Jal0T BaM BOIIPOCHI;

4) nmporpamMma, npeiHa3HAYEeHHAs JUIsl TOATOTOBKH MPE3CHTAUHN U Claiia-(PpUiIbMOoB.

3ananue Ne 2
Bonpoc:

[Iporpamma st CO31aHUS TPE3EHTALMI
Buvibepume ooun uz 5 eapuanmos omeema:
1) Microsoft Word;

2) Microsoft Office;

3) Microsoft PowerPoint;

4) Paint;

5) Microsoft Excel.

3ananme Ne 3
Bonpoc:

VYKakuTe CyIIeCTBYIOLIME PEXUMBbI Pa0OTHI C IPE3EHTALUEH:
Bvibepume neckonvko u3z 4 éapuanmog omeema:

1) OObIYHBIN pexuM;

2) ABapuitHBIN pexXuM;

3) PexxuM copTHpOBILKKA;

4) PexxuM mpocMOTpa TEKYILEro ciaia.

3apanmne Ne 4
Bonpoc:

Kak Ha3piBaeTcs 0/1HA CTpAaHUIIA TPE3CHTAIIUU?
Buibepume ooun uz 3 sapuanmos omeema:

1) Caiit;

2) Cnaiin,

3) Crpanuiia.

3apanmue Ne 5
Bonpoc:

3anyck IeMOHCTpaluu ClIailioB

Buvibepume neckonvko uz 4 sapuanmos omeema:
1) F6;

2) F5;

3) Ilokas cnaiiios;

4) Iloka3 npe3eHTauu.
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3apanue Ne 6
Bonpoc:

Kak BbITH U3 pekuMa IpOCMOTpPaA MPE3EHTALUH?
Bvibepume ooun uz 4 eapuanmoe omeema:

1) ESC;

2) DELETE;

3) F10;

4) F5.

3apanue Ne 7
Bonpoc:

VYkaxure NopsAI0K IeUCTBUN MPU COXPAHEHUH MIPE3CHTAIIMK B CBOEH TarlKe.
Ykaosrcume nopsaoox cneoosanus écex 4 eapuanmos omeema:

__ Haxars Coxpanuts Kak;

_ Haxars ®aiir;

___ Bribpate MecTo, UMS ¥ THUIT COXpaHsIEeMON IPE3CHTALINUN;

_ Haxats CoxpaHuts.

3ananue Ne 8
Bonpoc:

Jnst coxpaHenus npe3eHTanuu B pexxume [loka3 cnaiino Microsoft PowerPoint Heobxoxumo
BBIOpATh TUII (paiiia. ..

Bvibepume ooun uz 4 eapuanmos omeema:

1) nmpe3eHTanus;

2) 1eMOHCTpALIHS;

3) mabJI0H mpe3eHTaIUH;

4) BeO-cTpaHuIIa.

3apanue Ne 9
Bonpoc:

Bbpayzep — a10...

Buvibepume ooun usz 4 sapuanmos omeema:

1) mporpamMma ynpasieHus HHPOpMaLKei, KOTOpas TOMOTaeT paboTaTh C COOOIIECHHUSIMH,

HOPUXOSIIUMHU T10 3JEKTPOHHON NOYTe, KOHTAaKTHBIMU JIMIIaMH, Ha3HaYaTh BCTPEUH U T.I1.;
2) mporpaMma pocMoTpa web-caiiToB U OCYyILIeCTBICHHS IMyTEeIIECTBUN IO CETH;

3) cucrema ympaBieHus: 0a3aMu JTaHHBIX;

4) 0CHOBHOE CpEACTBO, UCIOIb3yeMOe AJisi 00pabOoTKH U aHanu3a HUGPOBON HHPOPMATUU
CpeACTBaMU BBIYMCIUTEIbHON TEXHUKH.

3aganue Ne 10

Bonpoc:

['moGanpHast KOMIBIOTEPHAs CETh — 3TO. ..

Bvibepume ooun uz 3 eapuanmoe omeema:

1) uadopmarnmonHas ceTb, 00beANHAIONIAst MHOKECTBO CEeTeH, g CBOOOIHON nepeaayn
uH(popMalnu JTI000MY MOJIb30BATENIO CETH;

2) obbenuHEeHKE IBYX U OoJiee ceTeil Mex 1y co0oif;

3) coenuHeHue 2-X u 60see KOMIBIOTEPOB APYT € APYrOM Ha HEOOJBIIOM PACCTOSIHUM (OOBIYHO
BHYTPU OJTHOTO YUPEXACHUS) C TOMOIIBIO Kabese.

3aganue No 11
Bonpoc:
Internet — oro...
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Bvibepume ooun uz 3 eapuanmos omeema:

1) oObenuHEeHNE NBYX B O0JIee ceTeld MKy COOOi;

2) coepuHeHHe 2-X 1 00J€e KOMIIBIOTEPOB APYT C APYroM Ha HEOOJIBIIOM PACCTOSHUU C
IIOMOILLIO KaOeeH;

3) rnmobanpHast ”HGOPMAIIMOHHAS CETh, 00BEAMHSIONIAS MHOKECTBO CETEH, /171l CBOOOHOM
nepenayy nHpopManuy JTr060My MOJIb30BATEIIO CETH.

3aganme Ne 12
Bonpoc:

Jlannas cxema otoOpakaer
Cepeep
HETO4HKE = — Pafodee MecTo

5
GecnepetoiHoro = MEHEHEPa
NHTaHMA O

Patoqes MECTO
M3 EPHBIA NPHHTED I:l MIEEHOMD ByXrantepa
S =]

—

Tenedakc

— il

==

Paboqes MECTO
PR OEDRHTENR

Patioyes MecTo Pabiodes HecTo
MEHe B¥epa By XanTEpa. KacoHpa PGt pHAHLIR NPHHTED

Buwibepume ooun uz 2 éapuanmos omeema:
1) nokanpHYIO CETh;
2) rnobanbHYIO CETh.

3aganue Ne 13

Bonpoc:

Onekrponnas moura (E-mail) — s7o0...

Buibepume ooun uz 3 sapuanmos omeema:

1) anexTpoHHbII puOOp, MpeTHa3HAUEHHBIHN JUIsl aBTOMAaTH3AI[MH CO3/1aHuUs, XPaHEHMS,
00paboTKH U nepeaaun HHPOpMaIuy;

2) mporpaMma, Mo3BOJIAIONIAs 32 CUET IPUMEHEHUS CIIELUAIBHBIX METOJIOB CXKaTUs
nH(pOpMaLMU CO3/1aBaTh KOMUU (aillioB MEHBIIIETO pa3Mepa, a TAKKe 00bEeTUHATH KOMU
HECKOJIbKUX (hailyIoB B OIMH apXMBHBIN (hailil, 13 KOTOPOTro MOKHO MPHU HEOOXOAUMOCTH U3BJIECUb
(aiisel B MX IEpBOHAYAIILHOM BUJIE;

3) cinyx0a, obecrieunBarolas rnepeaaydy 1no ceT COOOIEHUH U BIOXKEHHBIX (ailioB.

3aganue Ne 14

Bonpoc:

C oMO1IIBI0 AIEKTPOHHOM MOYTHI MOKHO:

Bvibepume neckonvko u3z 4 éapuanmoe omeema:

1) BeCTH YacCTHYIO IEPENUCKY;

2) paccbuiaTh KOITUU CBOETO MUChMA IPYTUM MOJIb30BaTEIISAM;

3) NIpoBOAUTH CETEBbIE JUCKYCCHH, TENEKOH(PEPEHIINN B OTCPOUEHHOM PEXKHUME;
4) paccbulaTh HOBOCTH IO CIIEHUATM3UPOBAHHBIM I'PYyIIaM M0JIb30BaTeNeil.

OTBeTbI:
1) Bepnsiit otBer (1 6.): 1;
2) Bepnwiit oter (1 6.): 3;
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3) Bepunie otBethI (1 6.): 1; 3; 4;
4) Bepnsrii oter (1 6.): 2;
5) Bepusbie otBetsl (1 0.): 2; 3;
6) Bepnsrii oteet (1 6.): 1;
7) Bepusie otsetsi (1 0.):
2;
1
3
4;
8) Bepwnwsiii otBer (1 6.): 2;
9) Bepwnpniii otBer (1 6.): 2;
10) Bepnsrii otBer (1 6.): 2;
11) Bepnsiii otser (1 0.): 3;
12) Bepnsrii otBer (1 6.): 1;
13) Bepnwiii otBer (1 0.): 3;
14) Bepusie otBetsl (1 6.): 1; 2; 3; 4.
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IMTPUJIOXXEHUE 2

3ananue. Odopmure npesenranmio. Hemocrawommii marepuaj (KaAPpTUHKH) HaiiauTe B
HHTEpHeTe.

MHCTPYKIIMS I10 ITOXXAPHOI BE30ITACHOCTU

Ilepsuunsie cpeocmea noxcapomyuwienusa (KApTUHKU HAWTH B UHTEPHETE)

[NEPBBIYHBIE CPEJICTBA TIOXAPOTYIIEHUS — npeanaznauens! A1 TYIICHHUS TOKapoB
B HAYaJIbHOM CTaJHMH U BKIIIOYAIOT: MTOKapHbIE BOJIOMPOBO/IbI, OTHETYIIUTENN PYUYHbIE, CyXOH
MIECOK, aCOECTOBBIC Ofiesiyia, KOIIMEI H JIp.

MHCTPYMEHT ITOXXAPHBI PYUYHO! HeMexaHU3UPOBAHHEBI — HHCTPYMEHT 6€3 KaKoro-
100 MpUBOJA, KPOME MYCKYJIbHOM CHIIBI YEJIOBEKA, MPEAHA3HAYCHHBIN ISl BBIMOTHEHUS
pa3IMyYHbIX padoT MpH TYIICHUU MoKapa (MoKapHble Oarpbl, TOMbI, TOMOPHI, KPIOKH).

3unaxu noxcapuoii 6e3onachocmu (HailTU B UHTEPHETE)

Hucmpykyus no 36aKkyayuu u 0eiicmeuil nepcoHaNa KOMNAHUU NPU 603HUKHOGEHUU NOMcapa
1. Ilpu oOHapy)eHUU 3aBIMIICHUS HITH TTOXKapa:

- BKJIFOYNTH PYYHOM M3BELIATEIb CUTHAJIA [10KAPHOM CUTHAJIN3ALH,

- IOCTaBUTh B U3BECTHOCTh PYKOBOJICTBO U OXPaHYy,

- cOOOHIMTH O BOZHMKHOBEHUH M10XKapa B MOXKAapHYIO OXpaHy 1o tenedony 123

2. DBakyanus Joaei:

- IPEKPaTUTh Bce pabOTHI B 3/1aHUU KOMIIAaHHH,

- OPraHU30BaTh HBAKYALIHIO JIFOAEH, HUCIIOIb3Ys IBAKYallHOHHBIE BBIXObI COTJIACHO CXEME
IBAKyallHlH.

3. OTKIItOYEHHE HIIEKTPOMUTAHUS IEKTPOOOOPYLOBAHMSL:

- TI0 HEOOXOAUMOCTHU OTKITFOUUTH JIEKTPOIHEPTHIO JUISI TPEIOTBPAILICHHS Pa3BUTHS
Hoxkapa WM JUIsl 3J1IeKTpoOe30M1acHOCTH M0KapHbBIX NOpa3IeJIeHUH 1 JINL, y4aCTBYIOLIUX
B TYLIEHHUH MOXKapa.

4. Tymenue BO3HUKIIETO MOXKapa:

- TOpSIIIME MTPEAMEThI, 000PYAOBAHUE U KOHCTPYKIUU 3JaHUN TYILIUTh EPBUYHBIMU
CpeACTBaMU MOXKAPOTYIIECHHs (OTHETYILIUTENH, BO/Ia) IPH OTKIIOUEHHOM
AIEKTPOOOOPYIOBAHUH.

5. Berpeya nokapHbIX MOAPA3ACIICHUN.
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MaTepna.m,I AJIA ITPOBECACHUSA HpOMeH(yTOqHOﬁ arreCcranmumu

CrnenuanabHocTh «Cexpemapb-MauluHUCmKa»

JucuuniauHa «/[okymenmol, KoppecnoHOeHyus u 0ea1onpou3800Cman »

I'on oOyuenus: nepswiii
MMoayroaue 1

Ieparor gonmoHUTEIBHOTO 00pasoBanms beraxosa O.B.
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MarepuaJibl 1/ NPOBeIeHUS 3a4€TAa M0 JUCHUILIUHE
«JI0KyMeHTBI, KOppecTOHIEHIIUS 1 1eJIONPOU3BOACTBOY

1.3aver npoBoauTCs B hOpME ANEKTPOHHOTO TECTUPOBAHMS B KOHIIE | moyryrousi.
2.MarepuaJbl K 3a4€Ty JaHbl B IPHIOKEHHUH 1.

3.Kputepuu ornieHuBanus:

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

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

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

Ilemaror
JIOTIOTHUTEIIFHOTO 00pa30BaHUs bensaxosa O.B.
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IMTPUJIOXEHME 1

SJIEKTPOHHBIN TECT

3ananme Ne 1
Bonpoc:

JlenonpounsBoacTBo — 310. ..

Bvibepume ooun uz 3 eapuanmoe omeema:

1) ABMIKCHUC IOOKYMCHTOB B OpraHu3alvd € MOMCHTAa HX CO3JaHUA WKW IIOJIYYCHUA 10
3aBEpILICHUS WU OTIIPABIICHUS;

2) oTpacib JAEATENBHOCTH, 00ECHeunBaIoias JOKYMEHTHPOBAHHE M OpTraHU3aluio padoThl ¢
ouLManbHBIMUA JOKYMEHTaMH;

3) opraHu3anus JOKYMEHTOOOOpOTa, XpaHEHHsS W MCIIOJIb30BaHMS JOKYMEHTOB B TEKYyIleH
JEATEIIBHOCTH YUPEXKACHUS, IPEIITPUATHS.

3apanmne Ne 2
Bonpoc:

Ot opranuzanuu JeI0npOru3BOICTBA 3aBUCHT:
Buvibepume necxonvko uz 4 eapuanmos omseema:
1) a3 deKkTUBHOCTD YIIPaBIICHUS;

2) 5KOHOMUYHOCTH;

3) onepaTuBHOCTE;

4) KynbTypa Tpyaa paOOTHUKOB yIPABIICHUS.

3ananme Ne 3
Bonpoc:

JIokymeHTHpOBaHHUE — 3TO. ..

Buvibepume ooun us 3 sapuanmos omeema:

1) opranuzamusi JOKYMEHTOOOOPOTa, XPAaHEHHS M HCIOJIb30BaHUS JTOKYMEHTOB B TEKYIICH
JEATEIBbHOCTH YUPEKIACHUS, IPEATIPUATHS;

2) 3aI1ucChb I/IH(i)OpMaHI/II/I Ha Pa3IMYHbIX HOCUTCIIAX 11O YCTAHOBJICHHBIM ITpaBHUJIaM;

3) ABWXKEHHE JOKYMEHTOB B OpraHM3allMd C MOMEHTAa HX CO3[JaHHs WM TOJIy4E€HHUS M0
3aBCPUICHUA UJIA OTIIPABJICHUS.

3ananue Ne 4
Bonpoc:

Opranuzanus paboTsl ¢ TOKYMEHTaMHU — 3TO. ..

Buvibepume ooun us 3 sapuanmos omeema:

1) opraHuzanusi JOKYMEHTOOOOpPOTa, XpaHEHHs U HCHOJIb30BAaHUS JIOKYMEHTOB B TEKyLIEH
JEATEIIBHOCTH YUPEXKIEHUS, IPEAIPUATHS;

2) orpacip JAeATEIbHOCTH, OOecreuuBaronias JTOKYMEHTHUPOBAaHHE W OpraHu3aluio padoThl C
OpUITATEHBIMY TOKyMEHTAMU;

3) IBUXKEHHE JOKYMEHTOB B OpraHH3alMl C MOMEHTa WX CO3JaHMS WM IOJY4eHHUs [0
3aBEPLICHMS WM OTIIPABJICHUS.

3apanue Ne 5
Bonpoc:

JIoOKyMeHTO000pOT — 3TO. ..

Buibepume 00un uz 3 sapuanmog omeema:

1) opraHu3zamusi JOKYMEHTOOOOPOTa, XpAaHEHUS W HCIIOJIB30BaHUS JOKYMEHTOB B TEKyIIeH
JEATEIIbHOCTU YUPEKIACHUA, IPEAIIPUATHS;

2) oTpacib JIESTEIBHOCTH, OOECICUMBAIONIasl JOKYMEHTHPOBAHUE W OpPraHU3aluio0 paboThl C
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OQUITATEHBIMY TOKyMEHTAMU;
3) IBMKEHHE JOKYMEHTOB B OpraHH3alMd C MOMEHTa WX CO3JaHHUs WM IOJYYEeHHUS 0
3aBEPILICHUS WIIH OTIPABJICHHUS.

3ananue Ne 6
Bonpoc:

JIoKyMeHT — 3T0...

Bvibepume ooun uz 3 eapuanmoe omeema:

1) 3adukcupoBaHHast HA MaTEPUATBHOM HOCHUTENE HH(POPMAIUS ¢ pEKBU3UTAMH, TO3BOJISIOIINMU
ee UICHTU(UIUPOBATD;

2) cBenmeHUs O JHIAX, IpeaMeTax, (pakTax, COOBITHIX, SBICHUSAX M MPOIECCaX HE3aBUCHUMO OT
(GopMBbI X IPEACTABICHUS;

3) HET NpaBUIILHOIO OTBETA.

3ananme Ne 7
Bonpoc:

[To cnioco0y AOKYMEHTHPOBAaHUS TOKYMEHTHI MTOAPA3ACISIOTCS Ha:
Buvibepume neckonvko u3z 7 eapuanmos omeema:

1) pykonucHsle;

2) mo tpyny;

3) 3JIEKTPOHHBIE;

4) rpaduueckue;

5) NOAJIMHHUKWY;

6) KuHO-, (hOTO-, POHOTOKYMEHTHI;

7) KOIUH.

3ananue Ne 8
Bonpoc:

[To MPONCXOXKIECHNIO JOKYMEHTBI MOTYT OBITh:
Bvibepume neckonvko u3z 5 éapuanmos omeema:
1) pykonucHsle;

2) OTYETHO-CTAaTUCTHUYECKUE;

3) odpunmanpHeIe;

4) 511eKTPOHHBIE;

5) nuuHbIE.

3apanue Ne 9
Bonpoc:

[To cpokam XxpaHEeHHs JOKYMEHTBI JeNIATCS Ha!
Buvibepume necxonvko uz 4 eapuanmos omseema:
1) HOCTOSTHHOTO XPAHEHUS;

2) nonroBpeMeHHOro xpaHeHus (cBoimie 10 ner);
3) TeKyIIero XpaHeHus;

4) BpemenHoro xpanenus (1o 10 ner).

3aganue Ne 10

Bonpoc:

OJEeKTPOHHBIA JOKYMEHT MOXXET OBbITh BOCIPOHM3BEACH B BHJIE U (GopMe, MOHATHBIX IS
BOCIPOM3BEICHUS:

Bvibepume neckonvko u3z 4 éapuanmog omeema:

1) Ha KaBHATYpE;

2) Ha BKpaHe AUCIUIES;
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3) OymMa)XHOM HOCHTEJIE;
4) WHOM OTIEIBHOM OT MAIIMHHOTO HOCHUTENS MaTepualbHOM OOBEKTE B JOCTYIMHOM JUIS
BU3YaJIbHOTO 0003pEHUs BHJIE.

3aganue Ne 11

Bonpoc:

DJEKTPOHHBINA JOKYMEHTOOOOPOT — 3TO. ..

Bvibepume ooun uz 4 eapuanmoe omeema:

1) opranm3amus JOKyMEHTOOOOpPOTa, XpaHEHHs W HCIOJIb30BAaHHS JOKYMEHTOB B TEKYyIIEH
JESITeIbHOCTH YUPEXKACHUS, IPEAIIPUATHUS;

2) mpotuecc IBUKEHUA, 00pabOTKH, XpaHEHHS 1 OOMEHa 3JIEKTPOHHBIMH TOKYMEHTAMU;

3) oTpacip JeSTeNbHOCTH, OOecleynBaromas JTOKYMEHTHUPOBAHUE U OPraHU3alMio padoThl C
ouIMaNbHBIMUA JOKYMEHTAMH;

4) oTtpacib JAESITENbHOCTH, 00ECIICUUBAMONIAs JOKYMCHTHPOBAHUE M OPraHU3alUi0 paboThl €
ouIMaNbHBIMUA JOKYMEHTAMH.

3ananue Ne 12

Bonpoc:

Kaknmu HOpMATUBHBIMU aKTaMH PETYIIHPYETCS AICKTPOHHBIA JOKYMEHTOO00POT?
Buvibepume neckonvko uz 5 sapuanmos omseema:

1) rocyiapcTBEHHbIMU;

2) MeXOTpacleBbIMHU;

3) oTpacneBbIMU;

4) MoKaIbHBIMU (TIPEITIPUATHSA);

5) HUKaKUMH.

3aganue Ne 13

Bonpoc:

[To dhopme u3n0KEHU TOKYMEHTHI ObIBAIOT:
Buvibepume necxonvko u3z 5 eapuanmos omseema:
1) uHAMBHIyaNIbHEIE;

2) AUYHBIE;

3) TUNOBBIE;

4) TpadapeTHble;

5) cnyxeOHbIe.

3aganue Ne 14

Bonpoc:

HopmartuBHo-npon3BoAcTBEHHAs 0a3a AeI0NPOU3BOICTBA — 3TO. ..

Buvibepume ooun us 3 sapuanmos omeema:

1) 3adukcupoBaHHas Ha MAaTEPHAIBHOM HOCHUTENE HH(OpMAITHs ¢ pEKBU3UTAMH, TTIO3BOJISTFOIIIUMHI
€€ UJICHTU(UIINPOBATE;

2) COBOKYMHOCTh TPeOOBaHM, HOPM, TIPABIIJI U PEKOMEHIAIHNK 10 COCTaBJICHUIO JOKYMEHTOB U
paboTe ¢ HHUMH, YCTAHOBJCHHBIX MPABOBBIMU aKTaMH, CTaHIAPTAMH, WHCTPYKLUUSAMU U
METOIMYECKUMU TTOCOOUSIMU;

3) oTpacnb NIeATeNbHOCTH, OOecleyuBaronias JTOKYMEHTUPOBAHHE W OPraHU3alUi0 paboThl C
opHUIIMaTEHBIMU JOKYMEHTAMH.

3aganue Ne 15

Bonpoc:

Kakue makeTpl JOKYMEHTOB JIOJIKHBI OBITh y CEKpeTaps Mo PYKO?
Bvibepume neckonvko u3z 5 éapuanmos omeema:
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1) 3akoHOHIATEIbHBIC aKThl, B KOTOPBIX 3aTPArMBAIOTCS BOIPOCHI JOKYMEHTUPOBAHUS U
opraHuzanuu paboThl ¢ JOKYMEHTaMU;

2) HOPMATUBHO-METOJMYECKHE IOKYMEHTBI TI0 OpraHU3al[MK JJOKYMEHTAIIMOHHOTO 00CTY)KUBaHHUSI,
TpeOoBaHUs K OPOPMIICHHUIO IOKYMEHTOB,;

3) opraHu3aIMOHHBIC U HOPMATHBHO-METOIUUCECKHIE JOKYMEHThI CAMOI OpraHU3aIlny;

4) opraHU3aIIOHHBIC U HOPMATHBHO-METOANICCKHE TOKYMEHThI CMEKHON OpraHH3aIlHH;

5) HUKakue.

3aganue Ne 16

Bonpoc:

YHuHUIUpoBaHHas CUCTEMa JTIOKYMEHTAIMH — 3TO. ..

Bvibepume ooun uz 3 eapuanmoe omeema:

1) opranmsanusi JOKyMEHTOOOOpPOTa, XpaHEHHs M MCIOJIb30BAaHUS JIOKYMEHTOB B TEKyLIEH
JESITeIbHOCTH YUPEXKACHUS, IPEAIIPUATHUS;

2) COBOKYIHOCTh TPpeOOBaHU, HOPM, MPABUI U PEKOMEHIALNHN 110 COCTABICHUIO JOKYMEHTOB U
paboTe C HUMH, YCTAHOBJICHHBIX IIPABOBBIMU aKTaMM, CTaHAAPTAMU, HHCTPYKLUHUSMH U
METOMYECKUMH 10COOUIMU;

3) cOBOKYHMHOCTb (OPM JOKYMEHTOB, CO3JAaHHBIX IO €IMHBIM IpaBWIaM M TpeOOBAHUSM,
(GYHKIMOHHUPYIONIMX B ONpeAeTeHHOH cepe nesTenbHocTH (YypaBieHnd, GUHAHCAX U T.I1.).

3aganue Ne 17

Bonpoc:

Jnist uero HeoOxoMMa YHH(PHUIMPOBAaHHAS CUCTEMa JJOKyMeHTarmu? J{is:

Buvibepume neckonvko uz 6 sapuanmos omseema:

1) ucnonpzyemMoil HOpMaTUBHO-METOANUYECKOI 0a3bl 1EI0NPOU3BO/ICTBA;

2) CIOXUBIIMXCS HAIIMOHATBHBIX TPAAULIUN PAOOTHI C TOKYMEHTAMU;

3) yCTaHOBJICHHBIX PYKOBOJICTBOM IPEANPHUATHS (OTPACIN) TIPABUI paOOTHI C JOKYMEHTAMH;
4) kBanupUKAIIH 1ETOMPOU3BOJCTBEHHON CITY>KObI IPEATPUSATHUS;

5) cokparieHus 00beMOB JOKYMEHTOB;

6) CHIXKEHHUs 3aTpaT Ha COCTaBJIeHUE U 00pabOTKY TOKYMEHTOB.

3ananme Ne 18

Bonpoc:

Ha kaxue rpynmnsl K1acCU(PUIUPYIOTCS OpraHU3allMOHHO-PACTIOPSIUTENbHbIE TOKYMEHTHI?
Bvibepume neckonvko uz 8 eapuanmoe omeema:
1) pyKomucHslI€;

2) OTYETHO-CTaTUCTUYECKHUE;

3) pacniopsIUTENbHbIE;

4) 3NEeKTpOHHbIE;

5) opranu3anoHHBbIE;

6) ouLHaNbHBIE;

7) uH(pOpMaIMOHHO-CIIPAaBOYHBIE;

8) nMuyHbIE.

3apanue Ne 19

Bonpoc:

PexBH3UT NOKyMEHTa — 3TO...

Bwibepume ooun us 3 eapuanmos omeema:

1) oOs3aTenbHBIN A1eMEHT OpopMIIeHUST OPUIIMATIEHOTO IOKYMEHTA;

2) cBeleHUs O JUIax, NpeaMerax, (akrax, COOBITUSX, SIBICHHUSIX U MpoleccaX HE3aBHCHMO OT
(bOpMBI MX TIPEACTABICHUS;

3) 3anuch HHPOPMALIMU HA PA3TUYHBIX HOCUTENSIX MO YCTAHOBJICHHBIM IPAaBUIIAM.
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3aganue Ne 20

Bonpoc:

Dopmyisip-obpaser — 3T0. ..

Bvibepume ooun uz 3 eapuanmoe omeema:

1) COBOKYIIHOCTb pACIIOJIOKEHHBIX B OIPENEICHHOM IOCIEA0BAaTEIbHOCTH PEKBU3UTOB,
HNPUCYLIMX BCEM BUJAM JAHHOM CUCTEMbI JOKYMEHTOB;

2) COBOKYITHOCTb PEKBU3UTOB, U3 KOTOPBIX COCTOUT JOKYMEHT;

3) onpeneneHHOe KOJIMYECTBO PEKBU3UTOB, PACIIONIOKEHHBIX B CTPOrOi MOCIE10BATEIbHOCTH.

3ananme Ne 21

Bonpoc:

Ckonpko pekBu3uToB ycraHaBiuBaer ['OCT P 7.0.97-2016 «Cucrtema crTaHaapToB IO
uH(popMaIui, OUOIMOTEUHOMY M HU3JAaTeNIbcKoMy neny. OpraHu3airoHHO-PACTIOPSIUTEIIbHAS
nokymeHTanus. TpeboBanus Kk 0hOPMICHHUIO TOKyMEHTOBY?

Bvibepume ooun uz 4 eapuanmos omeema:

1) 29;

2) 30;

3) 31;

4) 32.

3ananue Ne 22

Bonpoc:

biaHk nokyMeHTa — 370...

Bvibepume ooun uz 3 éapuanmos omeema:

1) o0s13aTenbHBIN 27IEMEHT 0(hOpMIIEHHUS O(DUITHAIEHOTO JOKYMEHTA;

2) nuct Oymaru C BOCIPOM3BEIEHHBIMH Ha HEM DPEKBH3UTAMH, COJEPKAILUMHU IOCTOSHHYIO
uH(pOpMalLIHIO;

3) Habop PEeKBU3UTOB, UACHTUPHUIMPYIOIIHUX aBTOpa O(YUIIMAIBHOTO MTUCBMEHHOTO JOKYMEHTA.

OtBernI:
1) Bepnsiit otBer (1 6.): 2;
2) Bepnsie otBetsI (1 0.): 1; 2; 3; 4;
3) Bepuniii otBer (1 6.): 2;
4) Bepwsiii otBet (1 6.): 1;
5) Bepusiii oter (1 6.): 3;
6) Bepusiii otBet (1 6.): 1;
7) Bepuble otBetsl (1 0.): 1; 3; 4; 6;
8) Bepurie otBetsI (1 6.): 3; 5;
9) Bepnrie oteetsl (1 6.): 1; 2; 4;
10) Bepusie otBetsi (1 6.): 2; 3; 4;
11) Bepusiit otert (1 6.): 2;
12) Bepusbie otBetsl (1 6.): 1; 2; 3; 4;
13) Bepusbie otBetsl (1 6.): 1; 3; 4;
14) BepHusrii otser (1 6.): 2;
15) Bepusbie otBetsl (1 6.): 1; 2; 3;
16) BepHnsrii otser (1 6.): 3;
17) Bepusbie otBethl (1 6.): 5; 6;
18) Bepusie otBetsI (1 6.): 3; 6; 7;
19) Bepusiii otert (1 6.): 1;
20) Bepnsrii otser (1 6.): 2;
21) Bepunsrit oter (1 6.): 2;
22) Bepwsrii oter (1 6.): 2;
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MarepuaJbl 1Jisl MPOBEICHUS] IPOMEKYTOYHOM aTTeCTANH

CrnenuanabHocTh «Cexpemapb-mMauluHUCmMKa»

JucuuniauHa «/Jokymenmol, KoppecnoHOeHyus u 0el0nPoU3800CHBO »

I'on o0Oyuenus: nepeoiii
Ioayroaue 2

Ilegaror nonoJTHUTEJIBbHOTO 00pa3oBanus beusaxkosa O.B.
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MarepuaJibl 1/ NPOBeIeHHUS 3a4€Ta M0 TUCHUILTHHE
«JI0KyMeHTBI, KOppecTOHIEHIIUS U 1eJIONPOU3BOACTBOY

1. 3ayer npoBoaUTCS B (hOPME FITEKTPOHHOTO TECTUPOBAHUS B KOHIIE 2 MOIYTOIHUS.

2. IlpakTtuyeckass 4YacTb — COCTaBJIeHHME U OQOpPMIIEHHE OJHOrO JIOKyMEHTa
(aBTOOMOTrpadus, XapakTeprucTrKa, ClpaBKa, paclucKa 1 Jp.).

3. Matepuaiisl K 3a4eTy aHbl B IpWIOKEHUs X 1 u 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;

Ilemaror
JIOTIOJIHUTEIILHOTO 00pa30BaHM bensxosa O.B.
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[NPMJIOXEHUE 1

YJIEKTPOHHBIN TECT

3ananme Ne 1
Bonpoc:

ABTrobuorpadus — 370...

Buvibepume ooun uz 3 sapuanmos omeema:

1) ZOKYMEHT O CiTy’)keOHOU 1 0OIIECTBEHHOU AeSITEILHOCTH PAaOOTHUKA, COCTABIISICMBII
PYKOBOZCTBOM HPEIIPHUATHS MM CTPYKTYPHOTO MOApa3/ICIICHHUS,;

2) cxaras kpaTtkas nHpopManus o cede, COCTaBICHHAS MTPETEHICHTOM Ha BAKAHTHOE MECTO;
3) TOKYMEHT, COJIep KAl KPaTKOE OIMCAHUE B XPOHOJOTHYECKON MOCIIEI0BATEIIBHOCTH
OCHOBHBIX JTAIlOB JKU3HU U JICITEIILHOCTH JIUIIA.

3aganmne Ne 2
Bonpoc:

Pesrome —370...

Buibepume ooun uz 3 sapuanmos omeema:

1) ZOKyMEHT O Ccityke0HO 1 00IIeCTBEHHOU NesTeIbHOCTH paOOTHUKA, COCTABISIEMbIH
PYKOBOJICTBOM IPEANPUSATHUS WA CTPYKTYPHOTO TOPA3ICTICHIS;

2) cxkaras kpaTkas nHhopmaius o cede, COCTaBICHHAs IPETEHICHTOM Ha BAKaHTHOE MECTO;
3) TOKYMEHT, COJIep KAl KPaTKOE OTMMCAHUE B XPOHOJIOTHYECKON TIOCIIEI0BATEIHHOCTH
OCHOBHBIX ATaloOB KU3HU U JIEATEIbHOCTH JIUIA.

3ananme Ne 3
Bonpoc:

XapakTepucTuka — 3T0. ..

Buvibepume ooun us 3 sapuanmos omeema:

1) noKyMeHT, coepKalliuii onucanre u(Uin) noATBepkaeHue (akToB, COOBITUI;

2) JIOKYMEHT O CIIyeOHOM 1 00I1IeCTBEHHOU e TENbHOCTH paOOTHUKA, COCTABISIEMbI
PYKOBOJICTBOM IPEANPUSATHS WA CTPYKTYPHOTO MOPA3ICTICHIS;

3) IOKyMEHT, coepalluii KpaTKOoe OMHCaHWE B XPOHOJOTHYECKOW TOCIEeI0BATEILHOCTH
OCHOBHBIX JTAITOB JKU3HU U JIEITEIHLHOCTH JIUIIA.

3ananmne Ne 4
Bonpoc:

Pacniucka — 3t10:

Buvibepume ooun uz 3 sapuanmos omeema:

1) HOKYMEHT, COCTaBJICHHBII HECKOJIBKUMU JIMIIAMU JJIs1 TOATBEPIKICHUST YCTAHOBICHHOTO
dakTa, COOBITHSI, IEHCTBHS;

2) IOKYMEHT, Coiep KAl onrcanue U(Min) MOATBepkKAeHUEe (PaKTOB, COOBITUI;

3) 9TO TOKYMEHT, YIOCTOBEPSIOIINI TOJYyIeHHE KaKUX-THO0 IIEHHOCTEH (JICHET, BEIIeH,
JIOKYMEHTOB).

3apanue Ne 5
Bonpoc:

JloBepeHHOCTh — 3TO:

Buvibepume ooun uz 3 sapuanmos omeema:

1) nOKyMeHT, coiepKamuii onmrcanre u(Win) MoATBepkKaeHue (HaKTOB, COOBITHI;

2) JOKYMEHT O TIPEIOCTABIICHUH TIpaBa JOBEPEHHOMY JIMITY Ha COBEpPIICHUE KaKUX-JIH00
NEHCTBHUH OT JIMIa JOBEPUTENs (MPEANPUATHS WIH TPaXKIaHUHA);

3) TOKYMEHT, COCTABJICHHBIN HECKOJIBKUMU JIMIIAMU JJIs TTOATBEPIKICHUS YCTAHOBJICHHOTO
dakra, COOBITHS, TCHUCTBUS.
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3apanue Ne 6
Bonpoc:

Kakue BubI TOBEpEHHOCTH OBIBAIOT?
Buvibepume neckonvko uz 5 eapuanmos omseema:
1) nuunbIE;

2) cnyxeOHBbIE;

3) IOTOBOPHBIE;

4) cyneOHbIC;

5) xKoHbUACHIIMATBLHBIC.

3ananme Ne 7
Bonpoc:

CnpaBka — 3710:

Bvibepume ooun uz 3 eapuanmoe omeema:

1) AOKyMEHT, COCTaBJIEHHbII HECKOJIbKUMU JIMLIAMU JJIs1 TOATBEPKICHUS YCTAaHOBJIEHHOTO
(dakTa, COOBITHSI, ICHCTBHS;

2) TOKyMEHT, COJIepKaIIUi ONMCcCaHne M(WiIK) TOATBEPKIeHNE (PaKTOB, COOBITHIA,

3) npaBoOBOIi aKT, U37aBa€Mblii PYKOBOJUTEIEM IPEIIPUATHS Il BBITOJTHEHUS
IIPOM3BOJICTBEHHBIX 3a/1a4.

3ananue Ne 8
Bonpoc:

K nuyHBIM cripaBKaM OTHOCSTCS:

Buvibepume ooun usz 2 sapuanmos omeema:

1) cnpaBku, moATBep kK AArOIIKE padoTy (yuely), oriaTy Tpyaa, MECTO MIPOKUBAHUS, TPYIOBOTO
CTa)ka U T.II., COCTaBJIsieMbIe IO 3apocaM rpaXkaaH,

2) cripaBKH O MPOU3BOJICTBEHHBIM BOIIPOCAM, COCTABJISIEMBIE 110 3aPOCy PYKOBOJCTBA.

3apanue Ne 9
Bonpoc:

JoxianHas 3anucka — 3to. ..

Buvibepume ooun us 3 sapuanmos omeema:

1) AOKyMEHT BHYTpPEHHEH J€I0BOM MEPENUCKU MEXKIY CTPYKTYPHBIMH MOJPA3AETICHUSIMHI
OpPraHU3alMu WIN JOJKHOCTHBIMHU JIMLIAMU, HE HAXOAALMMHUCS B IIPSIMOM NOJAYUHEHUH;

2) IOKYMEHT, MOSICHSIOLIUI COJepKaHUE OTAEIbHBIX MOJI0KEHUH OCHOBHOI'O JIOKyMEHTa (T1J1aHa,
OTueTa, MPOEKTa U T.JI.) UIU OOBSICHSIONINI MPUYUHBI KAKOTO-IN00 COOBITHS, (pakTa, MOCTYIKa;
3) IOKYMEHT, aJIpeCOBAaHHBIN PYKOBOAUTEINO JAHHOTO WM BBIIIIECTOAIIETO YUPEKICHUS U
MH(GOPMUPYIONIUH €0 O CIOKHUBIICHCS CUTYallUH, HIMEBIIIEM MECTO SIBICHUU WiH (akTte, o
BBEITIOTHEHHOM pa60Te, conepxcaumﬁ BBIBOJbI U IMTPEATIOKCHUA COCTABUTCIIA.

3aganue Ne 10
Bonpoc:
IIpukas — ato0...

Buvibepume ooun us 5 eapuanmos omeema:

1) pacnopsAMTENbHBIN TOKYMEHT, M3/1aBaeMblii PYKOBOJHUTEIEM KOJUIETHMAJIbHOIO OpraHa i
€MHOHAYaJIbHOTO PEIIeHUsI ONIEPATUBHBIX BOIPOCOB;

2) pacniopsIUTENbHBIN JOKYMEHT, TPUHIMAEMbIH KOJUIETHAIBHBIM OPTaHOM B LIETISX pa3pelieHus
MIPOM3BOJICTBEHHBIX 33/1a4, BOIIPOCOB;

3) mpaBOBOM  aKT, W3/AaBa€MbIi PYKOBOAMTENEM MPEINPHUITHS A7 BBIOJHEHUS
MIPOM3BOJICTBEHHBIX 3aa4;

4) mpaBOBOHM aKT, M3JaBacMbIii OpPraHOM TOC.yNpaBJICHUS IMPEUMYIIECTBEHHO IO BOIPOCAM
MH(OPMaLMOHHO-METOJUUECKOT0 XapaKTepa, a TAakXKe 110 BOIPOCaM, CBSI3aHHBIM C OpraHu3anuen
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VCIIOJIHEHUS] UHCTPYKLMM U JPYTUX aKTOB JAHHOTO MJIM BBILIE CTOSIIETO OpraHa yIpaBJICHUs;

5) mpaBOBOM pPACHOPAIUTENbHBIN JOKYMEHT, WM3JaBa€MbIii BBICIIMMH OpraHaMU TOC.BJIACTH,
KOMUTETAMH U KOMUCCHSIMH, 00pa3yeMbIMU IIPY OPTaHax BJIACTH B LIEJISAX pa3pelleHUs] BaXKHbBIX U
MPUHLMIIAAIBHBIX 33a4, CTOSIIMX Mepell JaHHBIMH OpraHaMu, M YCTaHOBIIEHUS CTaOWUIILHBIX
HOPM, IPaBUJI IIOBEJICHUSI.

3amanue Ne 11
Bonpoc:

VkazaHue — 370...

Bvibepume ooun uz 4 eapuanmoe omeema:

1) pacnopsaMTENbHBIA TOKYMEHT, W3/1aBAE€MbIil PYKOBOAMUTEIEM KOJUIETMAJIBHOIO OpraHa Julsd
€IMHOHAYAJILHOTO PELICHHs] OIIEPAaTUBHBIX BOIIPOCOB;

2) pacnopsUTENbHBII JOKYMEHT, IPUHUMAEMbII KOJUIETHAJIbHBIM OPraHOM B LIEJISIX Pa3peleHus
IIPOU3BOJCTBEHHBIX 3a/1a4, BOIIPOCOB;

3) nmpaBOoBOM  aKT, H3/4aBa€Mblii PYKOBOAMTEIEM  HIPEINPUSITUS IS  BBIIOJHEHUS
IIPOU3BOJICTBEHHBIX 3aa4;

4) nmpaBOBOM aKT, M3JaBacMblii OPraHoOM TIOC.yNpPaBICHHUS MPEUMYIIECTBEHHO I10 BOIIPOCaM
UH(POPMALIMOHHO-METOJMUECKOr0 XapaKkTepa, a TaKXkKe [0 BOIIPOcaM, CB3aHHBIM ¢ OpraHu3aluen
VICITOJIHEHUS] MHCTPYKIMM U IPYTUX aKTOB JAHHOT'O WIH BBILIE CTOSAILEIO OPraHa yIpaBJICHMUS.

3aganue Ne 12

Bonpoc:

ITocTanoBneHue — 3T10. ..

Buvibepume ooun uz 5 eapuanmos omeema:

1) pacniopsAUTENbHBIA TOKYMEHT, M3JaBa€MbIii PYKOBOAMUTEJIEM KOJUIETHAJIBLHOTO OpraHa s
€MHOHAYAIILHOTO PEIICHUSI ONIEPATUBHBIX BOIPOCOB;

2) pactiopsTUTEIIbHBIN JOKYMEHT, TPUHIMACMBIN KOJUIETHAIBHBIM OPTaHOM B IIEJISX Pa3peiieHus
MIPOU3BOJICTBEHHBIX 33/1a4, BOIIPOCOB;

3) mpaBOBOM  aKT, W3JAaBAaCMBIH  PYKOBOAWTENEM MPEINPHUATHS  JUIS  BBITOJHEHUS
MIPOU3BOJICTBEHHBIX 3a7a4;

4) mpaBOBOM aKT, M3JaBa€MbIii OPraHOM TOC.YIPABJICHHS TMPEUMYIIECTBEHHO IO BOMpPOCaM
MH(OPMAIIMOHHO-METOJUIECKOT0 XapaKTepa, a TAK)Ke IO BOMPOCaM, CBSI3aHHBIM C OpraHu3aluen
WCTIOJTHEHUS MHCTPYKIIMH U JPYTUX aKTOB JJAHHOTO WJIM BBIIIE CTOSIIETO OpraHa YIpaBJICHUS.

5) mpaBOBOM pPACMOPATUTENBHBII JOKYMEHT, W3/1aBa€Mblil BBICIIMMU OpTraHaMu TOC.BIACTH,
KOMUTETaMH U KOMHUCCHSIMH, 00pa3yeMBIMU TPY OPTaHAaX BJIACTH B IEJISX Pa3pelIeHUs] BAXKHBIX U
MPUHIMITAATBHBIX 33124, CTOSIINX TEepe]l JAHHBIMH OpTaHaMH, M YCTaHOBJICHHUS CTaOWMIIbHBIX
HOPM, TPaBUJT TIOBEJICHUSI.

3apanme Ne 13

Bonpoc:

AKT — 3T0...

Buvibepume ooun us 4 sapuanmos omeema:

1) TOKyMEHT, MOACHSIOUUN COIepKAHUE OT/IETbHBIX MOJI0KEHU OCHOBHOTO IOKYMEHTA MU
OOBSCHSIONMNN TPUYUHBI KAKOTO-THO00 (haKTa, MOCTYIIKA;

2) TOKYMEHT, COCTaBJISIEMbBIH TPYIION JUIl (PEUMYIIIECTBEHHO KOMUCCHEH ), TTOITBEPKTAIOITIIT
YCTaHOBJICHHBIC (DAKTHI, COOBITHSI, IEHCTBHSI;

3) IOKYMEHT, U3JaBa€MbIil PYKOBOJUTEJIEM KOJJIETHAILHOTO OpraHa Jijisl € IMHOHAYaIbHOTO
PEIICHUS OTIEPaTUBHBIX BOTIPOCOB;

4) 1OKYMEHT, U3/1aBaeMblii pyKOBOJUTEIEM KOJJIETUAILHOT'O OpraHa Jyisi €IMHOHAYaJIbHOTO
PEIICHUS OTIEPATUBHBIX BOTIPOCOB.
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3aganue Ne 14

Bonpoc:

Ha xaxue yact AeIUTCS TEKCT aKTa?
Buvibepume neckonvko uz 4 sapuanmos omeema:
1) xoHCTaTUpYyIOLIAs;

2) 3aKIIIOYNTEIIbHAS,

3) BBeICHUE;

4) BBIBOJIBI.

3apanme Ne 15

Bonpoc:

Odepra — 310...

Bvibepume ooun uz 3 eapuanmos omeema:

1) nuceMeHHOE MpeIOkKEHHE OJHOTO JIMLIA APYroMy JIMILY, BhIpakarollee KeJlaHUue 3aKII0YUTh
C HUM JIOTOBOD;

2) KOMMEpUYECKUN JOKYMEHT, MPEACTaBISAIONINN COO0 MpeIbsBICHIE IPETEH3UI K CTOPOHE,
HapyIIUBIICH PUHATHIE HA Ce0s TOTOBOPHBIE 003aTeIbCTBA, M TPEOOBAHNE BO3MEIICHUS
YOBITKOB;

3) nmpeanoxeHue agpecaTy NpUHATh Y9acTHE B KAKOM-JTHOO IIPOBOAMMOM MEPOIPUSTHH.

3aganue Ne 16

Bonpoc:

JomKHOCTHAsA HHCTPYKIUA — 3TO. ..

Bvibepume ooun uz 3 éapuanmos omeema:

1) opraHM3aMOHHO-PACIOPSAAUTENbHBIN JOKYMEHT, PUKCUPYIOLIUI X0 00CYKI€HUS BOIIPOCOB
U MIPUHATHS PELICHUH Ha COOpaHUsX, COBEIIAHUAX, KOHPEPEHIUAXK, 3aCEAAHUAX KOJJIETHAIBHBIX
OpraHoB;

2) HOPMaTUBHBIN JOKYMEHT, B KOTOPOM OIpe/iesieHbl (PYHKIINH, TpaBa, 003aHHOCTU U
OTBETCTBEHHOCTb COTPYAHMKA MPEANPUATHUS;

3) 1OKYMEHT, COCTaBJIEHHBIH HECKOIBKUMHU JIMIIAMU JIJIs TIOATBEPKIACHUS YCTAHOBIEHHOTO
dakTta, COOBITHS, TEHCTBUS.

3aganue Ne 17

Bonpoc:

Ha ocHOBaHMM TOJPKHOCTHOM MHCTPYKIIMH COCTABIISETCS:
Buvibepume ooun us 5 eapuanmos omeema:

1) aBTOOUMOTpadus

2) Tpy10BO 1OTOBOP € paOOTHUKOM

3) xapakTepucTuKa

4) peKOMeH1aTeTbHOE TUCEMO

5) HeT mMpaBUIILHOTO OTBETA

3ananme Ne 18

Bonpoc:

®Pakc —3710...

Buvibepume ooun us 4 sapuanmos omeema:

1) TOKYMEHT, TIOSICHSIIOIIMIA COJICpKaHUE OTACTbHBIX MOJOKEHUH OCHOBHOTO IOKYMEHTA WJIH
OOBSCHSIONNN TPUYUHBI KAKOTO JIHOO0 (haKTa, MOCTYIIKA;

2) 00001IIEeHHOE Ha3BaHKUE PA3THMYHBIX 110 COJICPIKAHHUIO JIOKYMEHTOB, IEPEIaBaEMbIX YCTHO IO
KaHajaM TeJe(OHHOH CBSI3M W 3alTUCHIBAEMBIX ITOJTyJaTEIIeM;

3) IOKyMEHT, MOJyYEHHBIH ¢ TOMOIIBIO CIICII.almapara Mo TeJe(OHHBIM KaHaJIaM CBSI3H;

4) BU JOKYMEHTA, ONpECIAEMbIN CITIOCOO0M mepenaun HHGOPMAaIIUH 110 KaHajlaM TererpadHom
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CBs3H.

3aganue Ne 19

Bonpoc:

Tenedonorpamma — 3710...

Buvibepume ooun uz 4 eapuanmos omeema:

1) JOKyMEHT, MOSICHSIONIMI COIEPIKAHNE OTACIbHBIX MOJI0KEHUH OCHOBHOTO JOKYMEHTA W
OOBSCHSIONUI MPUYMHBI KaKOTo K00 (akTa, MOCTYIKA;

2) 000011IeHHOE HA3BAHKE PA3INYHBIX 110 COJCPIKAHHMIO JOKYMEHTOB, MIEPEIaBACMbIX YCTHO IO
KaHaJjaM TeJe(OHHOH CBSI3M U 3alTMChIBAEMBIX MTOJIy4aTelICM;

3) TOKYMEHT, MOJIYYEHHbIH C IIOMOIIBIO CIICI.alapara 1o Teie)OHHBIM KaHallaM CBSI3H;

4) BUI JOKYMEHTA, OIPEICIAEMbIN CIIOCOO0M mepenaun HHPOPMAIIUH 110 KaHajiaM TenerpadHou
CBSI3H.

3aganue Ne 20

Bonpoc:
B ckonpkux sx3emiuisipax coctapisgercss DAKC?

Buvibepume ooun us 4 sapuanmos omeema:

1)1,

3) 3;

4) 4.

3aganue Ne 21

Bonpoc:

¥YcraB —370...

Buibepume ooun uz 3 eapuanmos omeema:

1) AOKYMEHT, KOTOPBIi 3aKperisieT HAMMEHOBAHHUS CTPYKTYPHBIX MOJIpa3elieHui OpraHnu3aluu
(YupexaeHus) ¥ TOJKHOCTEH, a TAK)Ke KOJIMYECTBO IUTATHBIX €IUHUI] KaKI0M TOJKHOCTH;
2) HOPMATUBHBIN aKT, ONPEAETAIONIUIN TOPSAOK 00pa30BaHus, CTPYKTYPY, GYHKIIHH, IIpaBa U
00513aHHOCTH OpPTraHU3allMU, CTPYKTYPHOTO MOApa3/IeNeHUs, KOJUIETHAJIbHOTO OpraHa
(xoMHcCCUR);

3) npaBOBOI1 aKT, ONPEAEISIONINIA ITpaBa, QYHKLUNHU, CTPYKTYPY OpraHU3aliu B cepe
rocyJapCTBEHHOH, KOMMEPUYECKOI MM 0OLECTBEHHON AEATENbHOCTH.

3aganue Ne 22

Bonpoc:

ITonoxenue — 3710...

Buvibepume ooun uz 3 sapuanmos omeema:

1) AOKYMEHT, KOTOPBIH 3aKperisieT HAMMEHOBAaHUS CTPYKTYPHBIX MOJIpa3elieHuil OpraHn3aluu
(YIpeXaeHus) M JOJDKHOCTEH, a TaKKe KOJMYECTBO MITATHBIX €JMHUI] KQKI0U JOIDKHOCTH,
2) HOPMATUBHBIN aKT, OTMPEACTAIONININ TOPSAOK 00pa30BaHUs, CTPYKTYPY, QDYHKIUY, TpaBa U
00513aHHOCTH OpPTraHU3alliU, CTPYKTYPHOTO MOApa3/IeNeHUs, KOJUIETHaJIbHOTO OpraHa
(komHucCUn);

3) npaBoOBOIl aKT, ONPEENSIONINIA ITpaBa, GYHKLUNHU, CTPYKTYPY OpraHU3aliu B cepe
rocyJapCTBEHHON, KOMMEPUYECKOI MITH 00IIIECTBEHHON AEATEIbHOCTH.

OtBeTnI:
1) Bepwsiii otBer (1 6.): 3;
2) Bepwwiii otet (1 6.): 2;
3) Bepusrit otBeT (1 6.): 2;
4) Bepwsiii otBer (1 6.): 3;
5) Bepuwiii otset (1 0.): 2;
6) Bepubie otBetsi (1 0.): 1;2;
7) Bepuwbiii otet (1 6.): 2;
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8) Bepwwiii otet (1 6.): 1;
9) Bepusiii otet (1 6.): 3;
10) Bepwsiii otBet (1 6.): 3;
11) Bepusiii otBert (1 6.): 4;
12) Bepwsiii otBet (1 6.): 5;
13) Bepusiii otBert (1 6.): 2;
14) Bepusie otBetsi (1 0.): 1; 3; 4;
15) Bepusiii otBet (1 6.): 1;
16) Bepuwiii otset (1 0.): 2;
17) Bepusiii otBet (1 6.): 2;
18) Bepwsiii otBet (1 6.): 3;
19) Bepusiii otBert (1 6.): 2;
20) Bepnsrii otBer (1 6.): 1;
21) Bepusiii otBer (1 6.): 3;
22) Bepnbrii otBer (1 6.): 2;
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IMTPUJIOXXEHUE 2

Odopmure cnipaBky.

VYrnosoit mramn Cropaska 00.00.0000 Ne 00 MockBa CyukoB MBan MBaHOBUY MpPOKUBAET IO
np.I'epoes, 1.4, kB.22. Beigana s npeacrasienus B LlenTp 3ansitocty Hacenenus. HauanbHuk
KKX Ne 1 A.IT.1yOHOB

CoctaBbTe M 0(pOpMHTE PACHHCKY Ha IIOJYyYEHUE BMJIEOKAMEPbl OT 3aBEAYIOLIEH
xo3siicTBeHHON yactu CMupHOBOH EneHbl BUKTOPOBHBI CPOKOM Ha TPH JIHS.

OdopmuTe 10BePEeHHOCTb.

Hosepernnocts 00.00.0000 Ne 00 c.ITaBnoBo JleHuHTpaackoil O0N. O 3aKITIOYCHHUU JIOTOBOPA
Konxo3 «Masik» ynonHoMmounBaeT ct.9koHomucta Unenna Cemena IlaBnosuua (macmopt 0000
No 000000 Bbiman OBJI r.IlaBmocka 00.00.0000) 3akimtounth g0roBop co CTENHSHCKUM
KOMOMHATOM CTPOMUTENIbHBIX MaTEpUaIOB Ha nocTaBKy Kosixo3y Bo II u III kBapramax 0000 r. 45
THIC.LUTYK LIEMEHTHO-NecyaHoil uepenuubl. [loBepenHocts aeiicrBurensHa no 00.00.0000.
OO6pa3zern moaAnucH yaocToBepseT npeacenarens koaxoza C.U. AHapoHunK

Od¢opmure cpasky.

[ramn JupexTopy neHTpaibHOU 6a3bl cTpouTenbHbIXx MaTepuanoB [lerposy A.M. CITPABKA
00.00.0000 Ne 00 O Hanmuuuu CTpOUTENbHBIX MarepuanoB Ha ckiage Ne 7 Ilo cocrosiHuio Ha
00.00.0000 Ha cknage Ne 7 umeroTcs CaeAyolIne CTPOUTENbHbIE MaTepuansl: 1. Jlocku mojgoBbie
— 50 xy0.m. 2. ITapker — 300 kB.M. 3. Llement — 600 kr. Bee aTi MaTepuansl peiHa3HAUCHBI JUIS
Tekymero pemonta noMoB KX Ne8. IlnaHoBble NOCTYIUJIEHUS CTpOMMATEpHalOB Ha CKIIAJ
0’KMJ1at0TCs TOJbKO B Havaze I kBaprana. 3aseayrommuii cknagom Ne 7 B.K.Hukonaes

CocraBbTe 1 opopmuTe 3asiBJIeHHe 00 OTUUCICHUU U3 YIEOHOM IPYIIIBIL.

CocraBbTe M 0popMuTe aBTOOMOrpaduio.

OdopmuTe XapaKTePUCTHKY.

Xapaktepuctuka TiaBHoro Oyxraiarepa OOO «Arat» 3emueBoir [Namunasl  [leTpoBHBI
XapakTepucTuKa JaHa JJig IPOX0XACHNS KypCOB MOBBIIICHNS KBaM(UKaMK. 32 Bpemsi paboThl
3emuena I'.Il. 3apexomenoBana ceOs I'paMOTHBIM, KBAIM(QHUIMPOBAHHBIM crenuamucToM. K
UCIIOJTHEHUIO CIIY)KEOHBIX 00sI3aHHOCTEH OTHOCUTCSI OTBETCTBEHHO U J10OPOCOBECTHO.
I[I/ICHI/IHHI/IHI/IPOBaHHa. B O6HIGHI/II/I BCXKJIMBA, TAKTUYHA, IOJB3YCTCA 3aCIIY)KCHHBIM YBAXKCHUCM
corpynHukoB. 3emueBa [.Il. pomumace B 1976 r. B r.laBnoBck JleHuHrpaiackoit o0:m.
OO6pazoBanue Bbicmiee. B 2001 1. oxonumna Canxt-llerepOyprekuii ['ocynapcTBeHHBbIN
YHUBEPCUTET 10 CHEeNMATbHOCTH OyXranTepckuil yuer u ayaut. 3emuena ['.I1. paboraer 8 OO0

«Arar» ¢ 2008 r. B gomxHocTH TiaBHoro oOyxrantepa. dupextop OOO «Arat» H.H.Bozos
00.00.0000

CocraBbTe 1 0)OpMHUTE 0OBSICHUTEIHLHYIO 3aIIHCKY O MPOTYJIe.
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MarepuaJbl 1Jisi IPOBEACHUS MPOMEKYTOYHOU aTTECTAIMH

CnenuaiabHocTh «Cexpemapb-mMauluHUCmKa»

JucuuniauHa «/[okymenmol, KOppecnoHOeHyusi u 0e10npouU3800CmE0 »

I'ox o0yuenus: émopou
MMoayroame 1

IHeparor nonmotHUTEILHOTO 00pasoBanms beraxosa O.B.
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MarepuaJibl 1/ NPOBeIeHUS 3a4€TAa M0 JUCHUILIUHE
«JI0KyMeHTBI, KOppecTOHIEHIIUS 1 1eJIONPOU3BOACTBOY

1. 3auer mpoBoaMTCS B POPME IIEKTPOHHOT'O TECTUPOBAHMS 10 MaTepHaliaM H3y4eHHOTO
B | monmyroauu.

2. Marepuaisl K 3a4€Ty AaHbI B IPUIIOKEHUH 1.

3. Kpurepuu onieHMBaHusA:

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

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

oTMeETKa «3» - He MeHee 50% mpaBUIIbHBIX OTBETOB;

Ilemaror
JIOTIOTHUTEIIFHOTO 00pa30BaHUs bensaxosa O.B.
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IMTPUJIOXEHME 1

SJIEKTPOHHBIN TECT

3ananme Ne 1
Bonpoc:

VYupexeHue - 3710...

Buvibepume ooun us 3 sapuanmos omeema:

1) opranmzarus, Benaromas Kakohu-Im0o OTpacibio padoTHI (IITKOJIA, HAYIHO-
UCCJIEIOBATEILCKUNA HHCTUTYT, MOJIUKJIMHUAKA U T.]1.);

2) mpOM3BOJICTBEHHOE yupekaeHue (3aBoj, (padprka, MacTepCcKue u T.1.);

3) o01iecTBEHHOE WK TOCYJapCTBEHHOE 00beIMHEHUE (COI03 BeTepaHoB, I 'occTpax,
IMOJIMTUYCCKAs MapTud U T.I[.).

3ananme Ne 2
Bonpoc:

[Ipenmpustue - 3710...

Buvibepume ooun uz 3 sapuanmos omeema:

1) ob1ecTBEHHOE UK TOCYAApPCTBEHHOE 00beIMHEHHE (COI03 BeTepaHoB, ['occTpax,
MOJUTUYECKAs TAPTUS | T.JI.);

2) opraHu3aIys, BeIaroas Kakon-JIm00 oTpacibio padoThI (IITKOJIA, HAYIHO-
UCCIIEIOBATEIbCKUI MHCTUTYT, TIOJHKJIMHUKA H T.II.);

3) IpoOU3BOJCTBEHHOE yUpexAcHHE (3aB0j, (habprKa, MAaCTEPCKHUE H T.J1.).

3ananme Ne 3
Bonpoc:

Bo rimaBe nmpeanpusTHs CTOUT

Buibepume ooun uz 4 eapuanmos omeema:
1) npOM3BOICTBEHHBIE TIOPA3/ICIICHNS,

2) aAMHHHCTpAIHS;

3) paboTHUKH;

4) coyxammue.

3ananmne Ne 4
Bonpoc:

B coctaB amMuHUCTpAIIUN BXOJISAT

Bovibepume neckonvko uz 5 éapuanmos omeema:
1) nupexropa;

2) 3aMECTUTEIH;

3) pabOTHUKH;

4) COBETHHKU;

5) pacniopsiauTeNy.

3ananme Ne 5
Bonpoc:

Otnen kaapoB

Buvibepume ooun us 4 sapuanmos omeema:

1) obecrieunBaeT COXPaHHOCTH JOKYMEHTOB B TEUEHHE OIPEICIICHHOTO 3aKOHOM TIEPHO/Ia, UX YUET, a
TaKKe YHUUYTOKEHHE 110 UCTEUEHUH CPOKA XPAHEHUS;

2) pemaeT BOIpOCHI, CBSI3aHHBIE C MTOI00POM COTPYIHUKOB, IIPUEMOM Ha paboTy, YBOJBHCHHEM,
MIPOJIBIKEHUEM TI0 CITy0e, BBIXOJIOM COTPYTHUKOB Ha TIEHCHIO,
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3) 3aHMMaeTcst GUHAHCOBBIMH BOTIPOCAMU MPEANPHATHS U PACUSTOM 3apabOTHOM IIIATHI
COTPYIHHKOB,

4) otzen, BelaroLIMi CITy)KeOHO# TepenucKoii, 0popMIICHUEM TEKYIIEH TOKyMEHTAIIUH 110
00€eCTICYeHHIO OCHOBHOM JIEITETbHOCTH TPEIITPUSITHS.

3apanue Ne 6

Bonpoc:

Kanuensipus -

Buvibepume ooun us 4 sapuanmos omeema:

1) 570 OTHEN, BEAAOIINI CITyKEOHOM IEPETUCKOi, 0POPMIICHHEM TEKYIIEH TOKYMEHTAIIUH T10
00€CIEeYeHHI0 OCHOBHOM JIESITEIIbHOCTH TPEITPUSTHS;

2) pelaeT BOIpOCHI, CBI3aHHBIE C MTOI00POM COTPYIHHKOB, IIPUEMOM Ha paboTy, YBOJBHCHHEM,
MIPOJIBIKCHUEM T10 CITy»O0€, BBIXOJIOM COTPYIHHKOB Ha TICHCHIO,

3) 3aHuMaeTcs (PUHAHCOBBIME BOIIPOCAMH MPEANPHITHS M PACUCTOM 3apabOTHOM IIaThI
COTPYAHUKOB;

4) obecrieyrBaeT COXPAHHOCTh JOKYMEHTOB B TEUCHHE OIPE/ICICHHOIO 3aKOHOM IIEPHO/Ia, UX YUeT, a
TaKKe YHUYTOXKEHHE 110 UCTEUEHUH CPOKA XPAHEHMSI.

3ananme Ne 7
Bonpoc:

BbIIecTos My opranaMu ISl IPEIIPUSITHS MOTYT ObITh
Boibepume neckonvko uz 6 éapuanmos omeema:

1) MUHHCTEPCTBA,;

2) OTACI KaJIpOB;

3) rnaBku;

4) KaHLIESAPHS;

5) TpecThr;

6) BemoMCTBa.

3ananme Ne 8
Bonpoc:

B kavecTBe KOHTPOIMPYIOIIMX OPraHOB ISl IPEAPUSITHS MOTYT BBICTYIIATh
Buwibepume neckonvko u3z 6 6apuanmos omeema:

1) npupoI00XpaHUTEIbHBIC OPraHbI;

2) HaJIOTOBast CIYX0a;

3) noskapHast HHCIIEKIIUS,

4) By3bI;

5) skostorrueckas ciayxoa;

6) opraHbl COIMATBLHO 3aLIUTHI;

3aganue Ne 9
Bonpoc:

Opranuzanus paboThl ¢ JOKyMEHTAMH - 3TO. ..

Buvibepume ooun us 3 eapuanmos omeema:

1) opranusaiusi JOKyMEHTOO00pOTa, XpaHEHUS U MCIIOJIb30BaHMs JOKYMEHTOB B TEKYILEH
JEeSTENIbHOCTH YUPEXKIEHUS, TPEIIPUITHS;

2) oTpacib AesTeIbHOCTH, 00eCIeYrBaroIas JOKyMEHTHPOBAHNE U OPraHU3alUI0 PaOOTHI C
OQUIMATBHBIMU TOKyMEHTaMU;

3) ABM>KEHHE NJOKYMEHTOB B OpraHU3alliy C MOMEHTA UX CO3/IaHUs WM MOJIyYE€HHUS 10
3aBEpIICHUS] WU OTIIPABJICHUS.
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3apanue Ne 10

Bonpoc:

JIoKyMeHTO000pOT - 3TO. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) opranmzarus T0KyMeHTO000pOTa, XPAaHEHHUS U HCIIOIH30BaHUS TIOKYMEHTOB B TEKYIIEH
NESITETIBHOCTH YUPEKIACHUS, IPEATTPUSITHUS;

2) oTpacib IeSTEIBHOCTH, 00eCIIeYrBaroiasi TOKyMEHTUPOBAHUE U OPTaHU3AINIO Pa0OTHI C
oHIIMANTBHBIMUA JOKYMEHTAMH,

3) ABMKEHME JOKYMEHTOB B OpraHU3allii C MOMEHTA MX CO3/IaHUS WJIH MOJYICHUS JI0
3aBEPIICHHSI WM OTIIPABIICHHSL.

3anpanme Ne 11

Bonpoc:

Jl1st yero HyHa BeJIMYMHA TOKyMEHTOO0opoTa?

Buvibepume neckonvko u3z 3 6apuanmos omeema:

1) pacyera HEOOXOAUMON YUCIICHHOCTH JEIONPOU3BOACTBEHHOIO TIEPCOHAIA,;

2) pacuera 3(pPEeKTHBHOCTH MPUMEHEHHUS CPEACTB MEXaHU3AIUN U aBTOMATH3AINN
JIEIONPOU3BO/ICTBA;

3) ompenenenus 3arpy:KEHHOCTH JIeJIOMPOU3BOACTBEHHOTO MTEPCOHAIIA, B TOM YHUCIIE CEKpeTapst
PYKOBOAMTEIS U CEKPETapsi CTPYKTYPHOIO MOAPa3AEICHUS.

3aganue Ne 12

Bonpoc:

OT yero 3aBUCUT 00bEM JTIOKyMEHTO00OpOTa?
Bvibepume neckonvko uz 3 eapuanmoe omeema:
1) OT 3HAaUUMOCTH OpraHU3aluu;

2) ee (hyHKIMIA U YPOBHS pelIaeMBbIX 3a/1a4;

3) cBs3eii ¢ BHEIIHUMH OpraHU3aLUSIMH.

3apanme Ne 13

Bonpoc:

Bxonsammii JOKyMeHTONMOTOK JF000N OpraHU3aIliy CKIIAIbIBACTCS U3

Buvibepume neckonvko u3z 7 eapuanmos omeema:

1) JOKYMEHTOB BBIIIECTOSIIINX OPTaHU3AIIHIA;

2) TOKYMEHTOB OT MOBEIOMCTBEHHBIX OpPTaHU3AINHT;

3) JOKYMEHTOB OT HE COTIOJYMHEHHBIX OPraHU3aIIHIA;

4) OCHOBHBIE BUJIBI TOKYMEHTOB: MTHCHbMa, TOTOBOPA, & TAK)KE JOKYMEHTBI, COITPOBOK/IAIOIIINE
BBINIOJIHEHHE JIOTOBOPOB;

5) IOKYMEHTHI, CO3/JaBaeMbI€ U UCIOJIb3YEMbI€ B CAMOM aIllapaTe yrnpaBJIeHUs], HE BBIXOISAIINE
3a ero npeJebl;

6) oOpareHus rpak/IaH;

7) IOKyMEHTBI, CO3/JaBA€MbI€ U UCIIOJIb3YEMbI€ B JAHHOM OpraHU3allMK U OTIPaBIIsIEMBbIE 3a €€
npeenbl.

3apanue Ne 14
Bonpoc:
K kaxomy U3 mpeanpusTuii OTHOCUTCS JJaHHAs cXeMa JIOKyMeHToo0opoTa?
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Buibepume ooun uz 3 sapuanmos omeema:
1) kpymHoro;
2) Manoro;
3) cpennero.
3ananme Ne 15
Bonpoc:
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K kaxomy u3 nmpeanpusiTuii OTHOCUTCS JJaHHAs cXeMa JIOKyMeHToo0opoTa?
Buvibepume ooun us 3 eapuanmos omeema:

1) masnoro;

2) KpyIHOro;

3) cpennero.

3ananue Ne 16

Bonpoc:

JIOKyMEHTBI, CO3/1aBacMbIe B OPTaHU3AINH, OBIBAIOT
Buvibepume necxonvko uz 3 sapuanmos omeema:

1) BHyTpeHHUE;

2) BXOJSIINE;

3) ucxonsmmue.

3apanue Ne 17

Bonpoc:

Bxoasimme J0KyMEHTBI - 3TO...

Bvibepume ooun uz 4 eapuanmos omeema:

1) 1OKyMEHTBI, KOTOPbIE COCTABIIAIOTCS, UCIIONHAIOTCS, XPAHITCS B paMKaX CaMOro MpearpusaTHs
Y HE BBIXOJAT 32 €T0 MPEAECIBI;

2) NOKYMEHTHI, coJieprKaliie HHPpOpMAaIMK 3aKPBITOTO MOPSJIKA;

3) ZOKYMEHTBI, IOCTYNAIOIINE HA NPEANPUATHE, B YUPEXKICHNUE, OPraHNU3aLHIO;

4) TOKYMEHTBI, OTIPABJIsiEMbIe U3 YUPEXKIECHUS, OPraHU3aluU, TPEIIPUITHUS.
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3aganue Ne 18

Bonpoc:

[Tpu nepBruYHOIT 00pabOTKE OCYIIECTBIISIOT:
Bvibepume neckonvko u3z 4 eapuanmog omeema:

1) npoBepKy NpaBUIBHOCTH JIOCTABKHU (aIpecOoBaHuUs);

2) IpOBEPKY HAJIUYUS IPUIIOKEHHUS;

3) perucTpanuio 10KyMeHTa;

4) npoBepKy KOJIMYECTBA JIMCTOB IIOCTYIUBUIETO JOKYMEHTA.

3amanue Ne 19
Bonpoc:

Ha xaknx JOKYMCHTAaX HC INPOCTABJIACTCA OTMCTKA O HOCTyHJIeHI/II/I?

Bvibepume neckonvko uz 6 6apuanmog omeema:
1) Ha HeperucTpUpyeMbIX TOKYMEHTAX,

2) Ha MPUJIOKEHUSX K IOKYMEHTY;

3) Ha poCIeKTax,

4) kaTtajnorax,

5) pexIaMHBIX MUChMaX,

6) ciy>)keOHBIX TUChMaX.

3aganue Ne 20

Bonpoc:

B kakux ciaydasx coxpaHseTcss KOHBEPT MOCJE BCKPBITHS KOPPECTIOHACHIINN?
Buvibepume neckonvko u3z 7 eapuanmos omeema:

1) ecnu Ha TOKyMEHTE OTCYTCTBYET JaTa;

2) eciiy Ha IOKYMEHTE €CTh JaTa;

3) ecau JaTta HOYTOBOTO LITEMITENS HEO0X0AMMAa KaK CBUJIETENILCTBO JAThl OTIIPABKHU U
MOJIyYEHUS TOKYMEHTA;

4) ecnu azipec OTIPABUTEINS €CTh TOJIBKO HAa KOHBEPTE;

5) ecnu afpec OTHpaBUTENS €CTh HAa JJOKYMEHTE;

6) eciaM MOTyYEHHbII TOKYMEHT UMEET OTMETKY «JIM4HO», a Ha yImakoBKe TaKOH MOMETKH He
OBLIIO;

7) ecau JOKYMEHT MOCTYINUI B OPTraHU3aLUIO C TPOCPOUEHHBIM CPOKOM HCTIOJIHEHHS.

3ananue Ne 21

Bonpoc:

Korna otnpaBnsior ucxonsume J0KyMEHTHI aapecary?
Buvibepume ooun us 4 sapuanmos omeema:

1) B 3TOT € JeHb, KOTAa OPOPMIICHBI;

2) Ha CIEeYIOIINIA JICHb;

3) uepe3 Tpu OHS;

4) Ha cienyrolen Hesene.

3aganue Ne 22

Bonpoc:

B cKoMbKUX 3K3eMIUIApax COCTABIISIOTCS MCXOMSIINE JOKYMEHTHI (32 HCKITIOYeHHEM (haKCOB)?
Bvibepume ooun uz 3 eapuanmos omeema:

11

2)2

3)3
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3apanme Ne 23
Bonpoc:

BHyTpeHHHEe JOKYMEHTHI - 3TO. ..

Buvibepume ooun us 3 sapuanmos omeema:

1) AOKyMEHT, IOCTYNUBILIUHI, HA IPEAIPUITHE, B YUPEKICHUE, OPraHU3aALHIO;

2) TOKYMEHTBI, OTIIPABJISIEMbIC U3 YUPEKICHHUS, OPraHU3AINH, IPEATPHUSITHS;

3) JOKYMEHTBI, KOTOPbIE COCTABIISIOTCS, UCIIOIHSIOTCS, XPAHITCS B paMKax caMOro
MPEANPUATHS U HE BBIXOJAT 32 €0 MPEIebl.

3apanue Ne 24

Bonpoc:

Kaxkue 3Tanbl 00padoTKH NPOXOAAT BHYTPEHHHE JOKYMEHTHI?
Buwibepume neckonvko uz 10 éapuanmos omeema:

1) cocTaBneHue NpoeKTa JOKYMEHTa UCIIOIHUTEIISAMHY;

2) coriacoBaHue NPOEKTa JOKyMEHTA (BUSHPOBAHUE);

3) noanucanue pykoBoguTeaeM (yTBEep>KACHUE B HEOOXOIUMBIX CIIydasix);
4) npoBepka MpaBWIbLHOCTH 0()OPMIICHHUS POEKTA TIOKYMEHTA;

5) peructpanus J10OKyMeHTa;

6) nepenada JOKYMEHTa UCIIOJIHUTEIIO;

7) KOHTPOJIb UCTIOJIHEHUS TOKYMEHTA;

8) UCIONHEHNE JOKYMEHTA;

9) npocTraBieHue OTMETKU 00 MCIIOJIIHEHUH;

10) noarBKa UCTIOHEHHOTO IOKYMEHTA B JIEJI0.

3aganue Ne 25

Bonpoc:

Howmenxkiarypa gen - ato

Buvibepume ooun us 4 sapuanmos omeema:

1) oOs3aTenbHBIN A1eMEHT 0pOopMIIEHUST OPUIIMATIBHOTO IOKYMEHTA;

2) TOKyMEHTBI, KOTOpPBIE COCTABJISIOTCS, UCIIOMHSIOTCS, XPaHITCA B paMKax caMoro
NPEINPUSATHS U HE BEIXOAT 32 €T0 MPEIeITbL;

3) cucTeMaTU3UPOBAaHHBIN MepeueHb HAMMEHOBAHUI J1el1, 3aBOJIUMBIX B OpraHu3alluy, ¢
yKa3aHHEM CPOKOB MX XpaHEHHsI, 0)OPMIICHHBII B yCTAHOBJICHHOM ITOPSI/IKE;

4) NOKYMEHT, OTHOCSIIIUICS K OJJHOMY BOIIPOCY WJIM YYacCTKY A€ATEIbHOCTH, IOMEIIEHHbIH B
OT/IEIIbHYIO 00JIOXKKY.

3ananue Ne 26

Bonpoc:

B ckonbkux 3K3eMIUIsIpax COCTaBIsIeTCsl HOMEHKIAaTypa aen?
Bwibepume ooun us 3 eapuanmos omeema:

1) kak MUHUMYM, B OZJHOM 3K3EeMILISIPE;

2) Kak MMHMMYM, B JIBYX 9K3€MIUIIpax;

3) Kak MUHUMYM, B TpeX dK3eMILIApax.

OTBeTbI:
1) Bepnsiit otBer (1 6.): 1;
2) Bepnsiit oter (1 6.): 3;
3) Bepusiii otBer (1 6.): 2;
4) Bepusie otBetsl (1 6.): 1; 2; 4; 5;
5) Bepusiit otBer (1 6.): 2;
6) Bepuniii otBet (1 6.): 1;
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7) Bepusie otBetsI (1 0.
8) Bepusbie otBetshI (1 6.
9) Bepwnpsiii otBer (1 6.): 1;

10) Bepnwsrii otBer (1 6.): 3;

11) Bepusie otsetsI (1 6.): 1; 2; 3;
12) Bepnsie otBetsI (1 6.): 1; 2; 3;
13) Bepubie otetsl (1 6.): 1; 2; 3; 4; 6;
14) Bepnwsrii otBer (1 6.): 1;

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

16) Bepusie otBetsl (1 6.): 1; 3;

17) Bepnsiii oteer (1 0.): 3;

): 1;3; 5; 6;
): 15253555 6;

9 9

18) Bepusie otBethI (1 6.): 1; 2; 4;
19) Bepusie otsetsl (1 6.): 1; 2; 3; 4; 5;
20) Bepnsbie otBetsl (1 6.): 1; 3; 4; 6; 7;

21) Bepnsrii otert (1 6.): 1;
22) Bepnpiii otBet (1 6.): 2;
23) Bepuniii oter (1 6.): 3;
24) Bepnsbie otBetsl (1 6.): 1;2; 3;4;5;6;7;8;9; 10;
25) Bepusiii otser (1 6.): 3;
26) Bepnsrii otBet (1 6.): 3;
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MarepuaJbl 1Jisl MPOBeICHUS] IPOMEKYTOYHOM aTTeCTALNH

CrnenuanabHocTh «Cexpemapb-MauluHUCmKa»

JucuuniauHa «/Jokymenmol, KoppecnoHOeHyus u 0elonpou3800CmaE0 »

I'on o0yuenus: emopou
Ioayroaue 2

Ilexaror nonoJHUTEJIBbHOT0 00pa3oBanus beusaxosa O.B.
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MarepuaJibl 1/ NPOBeIeHUS 3a4€TAa M0 JUCHUILIUHE
«JI0KyMeHTBI, KOppecTOHIEHIIUS 1 1eJIONPOU3BOACTBOY

1. 3auet npoBoaUTCS B (pOopME IEKTPOHHOTO TECTUPOBAHUS B KOHIIE 2 TIOTYTOZHSL.
2. MatepuaJibl K 3a4eTy JlaHbl B IPUIIOKEHUH 1.

3. Kpurepuu onieHMBaHUS:

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

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

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

Ilemaror
JIOTIOTHATEIIFHOTO 00pa30oBaHUs bensaxosa O.B.
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IMTPUJIOXEHME 1

SJIEKTPOHHBIN TECT

3ananme Ne 1
Bonpoc:

Jeno —sto

Buvibepume ooun uz 4 sapuanmos omeema:

1) CBCIACHUA O JIMIax, NpeaAMCETax, (baKTax, CO6BITI/I$IX, SABJICHUAX U ITPpOLCCCax HC3aBUCHUMO OT
(hOpMBI UX MPEICTABIICHUS,

2) JOKYMEHT WJIK COBOKYITHOCTb JOKYMEHTOB, OTHOCSIIMXCSI K OJJHOMY BOIIPOCY MJIU YYacTKy
JIESATEeTLHOCTH, TOMEIIEHHBIX B OTJACIBHYIO O0I0KKY;

3) 3aIllnuChb I/IHCI)OpMaI_II/II/I Ha Ppa3/IMYHbIX HOCUTCJIAX 11O YCTAHOBJICHHBIM ITpaBUJIaM;

4) TOKYMEHTBI, KOTOPBIE COCTABJISIOTCS, HCTIOJTHSIOTCS, XPAHATCSA B paMKaxX caMOro
NpCaAnpuATUs U HC BBIXOIAT 3a €TI0 IMPCACIIbL.

3aganue Ne 2
Bonpoc:

Howmenkiarypa aen — ato

Buwibepume ooun uz 4 éapuanmos omeema:

1) o0s13aTenbHBIN 27IeMEeHT 0(hOpMIIEHHUS O(DUITNAIEHOTO JOKYMEHTA;

2) TOKYMEHTBI, KOTOPbIE COCTABIISFOTCS, UCIIOHSAIOTCS, XPAHATCS B paMKaXx caMoro
NPEINPUSATHS U HE BBIXOJAT 32 €T0 MPEIeIbL;

3) cucreMaTU3MpPOBAHHBIN NepeYeHb HANMEHOBAHHIA /1€, 3aBOJJMMBIX B OpPraHU3alUH, C
yKa3aHHEM CPOKOB MX XpaHEHHsI, 0)OPMIICHHBIH B yCTAHOBJICHHOM IOPSI/IKE;

4) TOKYMEHT, OTHOCSIIMKCS K OJTHOMY BOIIPOCY MJIHM y4acTKy AESTEIbHOCTH, IIOMEIICHHBIN B
OTJICITBHYIO 00JIOKKY.

3ananue Ne 3
Bonpoc:

dopMHpOBaHUEM JIeNIa HA3BIBACTCS

Buvibepume ooun usz 3 sapuanmos omeema:

1) COBOKYITHOCTB JIOKYMEHTOB (B OT/AEIBHBIX CIIydasix — JOKYMEHT), OTHOCSIINXCS K OTHOMY
BOIPOCY WM YYacCTKY AEATEIbHOCTH, IOMEIEHHBIX B OTAEIBHYIO 00JI0XKKY;

2) rpynnupoBaHUe UCIIOJIHEHHBIX JOKYMEHTOB B JIEJI0 B COOTBETCTBUM C HOMEHKIJIATYpPOIl 11 U
cucTeMaTH3anus JOKYMEHTOB BHYTPH JI€N1a;

3) BIOXKEHHE B OTJEIBHYIO 00JIOKKY TOKYMEHTOB (JIOKyMEHTa), KOTOPbIE HAXOIATCSA B padoTe.

3ananue Ne 4
Bonpoc:

Pa6oTa mo popmupoBaHUIO 1€ COCTOUT U3 CIESAYIONMINUX OTICPAITHIA:

Bvibepume neckonvko u3z 4 éapuanmos omeema:

1) pacripeneneHue U packiajika UCIOJHEHHBIX JOKYMEHTOB IO Marnkam (ejiam);

2) pacnpezeneHre U pacKkiIaKa BceX (MCIOTHEHHBIX U HEMCIIOJIHEHHBIX ) IOKYMEHTOB 110
narnkam (ziesam);

3) pacronoxeHue JOKYMEHTOB BHYTPH JI€J B ONIPEICIICHHON TIOCIIEI0BATEIILHOCTH;

4) opopmiieHmre 00I0KEK J1eT.

3ananme Ne 5
Bonpoc:

dopMHupOBaHUE JieTa HAUNHACTCS
Bvibepume ooun uz 3 eapuanmos omeema:
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1) cpa3y ¢ Hauana rojaa;
2) B KOHIIE TO/1a;
3) ¢ cepenuHbl roja.

3aganue Ne 6
Bonpoc:

Pazpemaercs v noAmIMBaTh B 1€710 HEUCIIOJHEHHBIE, a TAKXKE MOJICKAIME BO3BPATY
JIOKYMEHTBI?
Buvibepume ooun usz 2 sapuanmos omeema:

1) Ha.
2) Her.

3ananme Ne 7
Bonpoc:

B ckosbKuX 3K3eMILISIpax BKIIOYAIOTCS B J€JI0 JOKYMEHTBI?
Buvibepume ooun us 3 sapuanmos omeema:

11

2)2

3)3

3ananue Ne 8
Bonpoc:

TonmuHa KaXXa0To J1ena He JOJDKHA MPEBBIIIaTh
Bvibepume ooun uz 4 eapuanmos omeema:

1) 150 nucros;

2) 200 aucToB;

3) 250 nucros;

4) 300 nucToB.

3apanme Ne 9
Bonpoc:

3a Kakoi KajleHAapHbIi roJ] OPMUPYIOTCS B €10 TOKYMEHTHI?
Bvibepume ooun uz 5 éapuanmos omeema:

1) onun;

2) nBa;

3) Tpu;

4) sITH;

5) necsTs.

3apanmne Ne 10

Bonpoc:

C Kakoro MOMEHTA JIEJI0 CYUTAETCS 3aBE/IEHHBIM?

Buvibepume ooun us 4 sapuanmos omeema:

1) c MOMeHTa BKIIFOUEHHS B HETO IEPBOTO UCIIOJIHEHHOIO JIUCTA;

2) ¢ MOMEHTa BKJIFOUSHHS B HETO MEPBOTO CO3/ITaHHOTO JOKYMEHTA;

3) ¢ MOMEHTAa BKJIFOUEHHSI B HETO BCEX MCIOJIHEHHBIX IOKYMEHTOB;

4) c MOMEHTA BKJIFOYEHUS B HETO BCEX CO3/IAHHBIX U MOCTYIMHUBIINX IOKYMEHTOB.

3ananue Ne 11

Bonpoc:

OrniepaTUBHBIM HA3bIBACTCS XpaHEHHUE JeJI B MECTaX WX (POPMHUPOBAHUS. ..
Buvibepume ooun usz 2 eapuanmos omeema:
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1) no nepenaun Ha apXUBHOE XPAHEHUE;
2) mocne nepefayl Ha apXUBHOE XpaHEHHUE.

3apanme Ne 12

Bonpoc:

Kakue 13 nepeuncieHHbIX HIKE JOKYMEHTOB HEOOXOIMMBI IPHU IpreMe Ha paboTy HOBOTO
coTpyaHuKa?

Buibepume neckonvko uz 10 sapuanmos omeema.

1) nmpuka3 ¢. Ne T-8;

2) pacnopspKEHHUE;

3) ciy>)ke0HOE 3a/laHuE;

4) cTpaxoBOE CBUJICTEIILCTBO FOCYIAPCTBEHHOTO IEHCHOHHOTO CTPAXOBAHMS;
5) pe3tome;

6) XapaKkTepHUCTUKA,

7) macnopr;

8) TPYJIOBYIO KHIXKKY;

9) mokymeHT 00 00pa3oBaHuUH;

10) 1OKyMEHTBI BOMHCKOTO yuera.

3aganme Ne 13

Bonpoc:

Kakue 13 nepedncieHHbIX HIKE JOKYMEHTOB HE0OXOIMMBI IIPH MepeBojie paboTHHUKA?
Buvibepume neckonvko u3z 7 eapuanmos omeema:

1) nuuHOE 3asBIcHUE paOOTHUKA,

2) nmokaaHas 3aucKa pyKOBOIUTEIS MOIpa3IeiCHUs;

3) oOBsiICHUTENbHAS 3alMCKA PYKOBOAUTENS Opa3AeTICHUS;

4) npukas ¢. Ne T-5;

5) npuxka3z ¢. Ne T-1;

6) U3MEHEHUE K TPYI0BOMY JAOTOBOPY

3aganue Ne 14

Bonpoc:

Kakwne n3 nepeunciieHHBIX HUKE JOKYMEHTOB HEOOXOMMBI ITPH KOMaHIMPOBaHUH pabOTHHUKA?
Bvibepume neckonvko u3z 6 6apuanmos omeema:

1) npuka3s ¢. T-1,

2) IpOTOKOJI;

3) norosop;

4) cnyxebHoe 3ananue ¢. Ne T-10a;

5) npuka3s ¢. T-9;

6) KOMaHAMPOBOYHOE yJIOCTOBEPEHHE

3apanme Ne 15

Bonpoc:

B ckosbKUX 3K3eMIUISIpax BBITUCHIBAETCS KOMAaHIUPOBOUYHOE yIOCTOBEPEHHUE?
Buvibepume ooun us 4 sapuanmos omeema:

1) 1;

2) 2;

3) 3;

4) 4.
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3ananue Ne 16

Bonpoc:

KomanupoBodHOE y10CTOBEPEHHUE TOKHO PETUCTPUPOBATHLCS B XKypHase?
Buvibepume ooun us 2 sapuanmos omeema:

1) da.
2) Her.

3apanue Ne 17

Bonpoc:

Ha xakux mpHHATBHIX Ha pPa0OTy COTPYAHUKOB O(hOPMIISETCS JIMIHOE JIEI0?

Buibepume ooun uz 4 eapuanmos omeema:

1) Ha Bcex;

2) MPUHATHIX Ha BPEMEHHYIO paboTy;

3) pabouunx ¥ JHIl MIIAIIIETO 00CTYKHBAIOIIIETO IIEPCOHAIA;

4) Ha Bcex, 32 UCKITFOUECHHEM PUHATHIX HAa BPEMEHHYIO pa0oTy, pabovnX U JIUII MII/IIIETO
00CITy’KMBAIOIIETO MIEepCOHANIA.

3aganue Ne 18

Bonpoc:

TpynoBast KHMXKKA. ..

Buvibepume ooun us 3 sapuanmos omeema:

1) siBnsieTCSl OCHOBHBIM JOKYMEHTOM O TPYJIOBOM J€ATEIBHOCTH U TPYAOBOM CTa)ke paOOTHHKA;
2) sBNsieTCS TOKYMEHTOM, OTPaKaloOIIUM OCHOBHBIE BEXU MPEIIPUATHS, OpraHU3aIHH,
YUPEXKICHUS;

3) sBAsETCS JOKYMEHTOM, B KOTOPOM OTPa)KEHBI MpaBa M 00513aHHOCTH PaOOTHHKA.

3aganme Ne 19

Bonpoc:

['te mpuobpeTaroT Tpyn0oBble KHIKKH pAaOOTHUKHU, Y KOTOPBIX UX HET?
Buvibepume ooun uz 3 sapuanmos omeema:

1) B marasuHe;

2) y paboTonarerns;

3) y crieKkynsHTa;

3aganue Ne 20

Bonpoc:

TpynoBoii 10roBop — 310

Buvibepume ooun us 3 sapuanmos omeema:

1) TOKyMEHT, MPEeICTABISIONINI CO00M coraiieHne CTOpOH 00 YCTAaHOBJICHHH U PETyJTUPOBAHUHT
KaKHUX-JTM0O OTHOIIEHUI;

2) NOKYMEHT, (PUKCUPYIOLINII COrJIallleHHe CTOPOH 00 YCTaHOBJIEHUH TPYJOBBIX
[IPAaBOOTHOLIEHUH U PETYIUPYIOLIUX HX;

3) JOKYMEHT, COCTABJIEHHBIN HECKOJIBKUMU JIMLIAMU JJIs1 TOATBEPK/IEHUSI YCTAaHOBJIEHHOTO
¢dakra, COOBITHUS, TEUCTBUS.

3apanue Ne 21

Bonpoc:

B cKkoJIBbKHX 3K3eMILISIpax COCTABIISIIOTCSA TPYAOBBIE 10roBopa’?
Buvibepume ooun us 4 eapuanmos omeema:

1) 1;

2) 2;

3) 3;

4) 4.
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3apanme Ne 22

Bonpoc:

Perucrpanus — 37o0...

Buvibepume ooun us 3 sapuanmos omeema:

1) 3amuch y4eTHBIX TaHHBIX O JOKYMEHTE 10 YCTAaHOBJICHHON dopMme, PUKCUpyomiei GakT ero
CO3/IaHHUsI, OTIIPABJICHUS UJIH MOTYUYECHHUS;

2) obecrieueHre CBOCBPEMEHHOTO ¥ KAY€CTBEHHOTO MCIIOTHCHUS TOPYICHUN U PEIICHHUS
BOIIPOCOB;

3) oTOOp TOKYMEHTOB Ha rOCYAapCTBEHHOE XpaHEHUE WM YCTAHOBJICHUE CPOKOB UX XPaHECHUS
Ha OCHOBE MPUHATHIX KPUTEPHUEB.

3aganue Ne 23

Bonpoc:

CKOJIBKO pa3 I0KHBI PETUCTPUPOBATHCS JOKYMEHTHI?
Buvibepume ooun uz 4 sapuanmos omeema:

1)1,

2) 2;

3) 3;

4) 4.

3ananue Ne 24

Bonpoc:

Kakwue BUIbI peructpariu ObIBaroT?

Buvibepume neckonvko uz 5 sapuanmos omseema:
1) Terpannas;

2) KypHaJlbHAas;

3) KHIDKHAS;

4) kapTOUHasi;

5) KOMIBbIOTEpHAS.

3aganue Ne 25

Bonpoc:

KTo ocymecTBiseT KOHTPOIIb 32 UCIIOJTHEHUEM JOKYMEHTOB?
Buvibepume necxkonvko uz 6 eapuanmos omseema:

1) pykoBoauTeny;

2) 3aMeCTUTENN PYKOBOAUTES;

3) crienuanbHble CTPYKTYpPHBIE TIOJPa3/IeIICHUS;

4) paOOTHHUKH CITY>KOBI JIETOMPOU3BOJICTBA;

5) camu pabOTHUKH;

6) cexkperapu.

3apanue Ne 26

Bonpoc:

XKanoba —370...

Bwibepume ooun us 3 eapuanmos omeema:

1) oOparmienue rpaxaaH Mo OBOAY peaTU3allii JMYHBIX MTPAB WM 3aKOHHBIX HHTEPECOB, HE
CBSI3aHHBIX C HAPYLICHUEM 3THX IIPaB U UHTEPECOB;

2) oOparieHust B COOTBETCTBYIONIHE Toc. Vm oOmiecTBeHHBIE OpraHbl, Ha IPEANPHUITHS, B
YUpEXKACHUs, OpraHu3anuu, GUPMBbI U K TOHDKHOCTHBIM JIMLIAM, COJIEpIKaIllie UIEH T10
COBEPIIIEHCTBOBAHUIO PA3IMUHBIX chep NesITeTHHOCTH, OPTaHOB BIIACTH M YIIPABJICHUS,
OpeANpUsATHIA, OpraHu3auii GupM, He CBSI3aHHBIE C HAPYIIEHUEM IIPaB U 3aKOHHBIX HHTEPECOB
CaMoro rpaKIaHNHa;

3) obpaienue B roc. JInbo obuiecTBeHHBIN OpraH Uil K JOHDKHOCTHOMY JIMILY IO TIOBOJY
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HapYyLICHUS MIPaB U OXPaHAEMbIX 3aKOHAMH WHTEPECOB KOHKPETHOT'O JIUIA, OOLIECTBEHHON
OpraHu3aluy, IPEANPUATHSL.

3aganue Ne 27

Bonpoc:

Kakue u3 mepevncieHHbIX JOKYMEHTOB OTHOCSITCSI K TUCBMEHHBIM OOpaIIeHusIM Tpaxkian?
Buvibepume neckonvko uz 7 eapuanmos omseema:
1) xomaHAMPOBKA;

2) xkano0a;

3) 3asBIICHUE;

4) MUCHMO;

5) npeasioxKeHue;

6) TOBEPEHHOCTD;

7) pacniucka.

OTtBerbI:
Bepnpiii otBer (1 6.): 2;
Bepwnrriii otBet (1 6.): 3;
Bepnpiii otBer (1 6.): 2;
Bepnrbie otBetsl (1 6.): 1; 3; 4;
Bepnpiii otBer (1 6.): 1;
Bepwnrriii otBet (1 6.): 2;
Bepnpiii otBer (1 6.): 1;
Bepwnrriii otBet (1 6.): 3;
. Bepunnrii otBet (1 0.): 1;
10. Bepnwiii otBer (1 6.): 1;
11. Bepnsiii otet (1 0.): 1;
12. Bepnsie otBethI (1 6.): 4; 5; 6;7; 8; 9; 10;
13. Bepnsie otBetsl (1 6.): 1; 2; 4; 6;
14. Bepusbie otBeThI (1 6.): 4; 5; 6
15. Bepnbiii otet (1 0.): 1;
16. Bepwnsrii otet (1 6.): 1;
17. Bepnwiit oter (1 0.): 4;
18. Bepwsiii otet (1 6.): 1;
19. Bepnsrii otBer (1 6.): 2;
20. Bepnsrii otet (1 6.): 2;
21. Bepnsriii otset (1 6.): 2;
22. Bepusrii otet (1 6.): 1;
23. Bepnsriii otset (1 6.): 1;
24. Bepusbie otBeTsI (1 6.): 2; 4;
25. Bepnsie otetsI (1 6.): 1; 2
26. Bepnsrii otet (1 6.): 3;
27. Bepubie otBetsI (1 6.): 2; 3; 5;

©CoNoOR~WNE

3 > 3

3

5
;35 4; 6;

2
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MarepuaJbl 1Jisl NPOBEICHUS IPOMEKYTOYHOM aTTeCTALNH

CrnenuanbHocTh «Cexpemapb-MauluHUCmMKa»

Jucuuniauna «/[enosas Kyismypay

I'on o0Oyuenus: nepswiii
MMoayroame 1

Ilegaror nonoJHUTEJIBbHOT0 00pa3oBanus beusaxkosa O.B.
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MarepuaJbl 1 IPOBeIeHH 3a4eTa M0 JUCHHUILIHHE
«JlesioBasi KyJbTYypa»

1. 3ayer npoBoaUTCS B (hOpME FITEKTPOHHOTO TECTUPOBAHUS B KOHIIE 1 mosyroausi.
2. Marepuaisl K 3a4eTy JaHbl B IPUIIOKEHUH 1.

3. Kpurepuu onenuBanusi:

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

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

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

Ilemaror
JIOTIOTHUTEIIFHOTO 00pa30BaHUs bensaxosa O.B.
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IMTPUJIOXEHME 1

SJIEKTPOHHBIN TECT

3ananme Ne 1
Bonpoc:

DcTeTuka — 3T0. ..

Buvibepume ooun us 3 sapuanmos omeema:

1) AKaJICMHUYCCKad W NpHUKIIaHad HayKa O IMOBCACHUU W ICHUXHUUYCCKHX IIPOLCCCAX B IICUXUKC
JIOJICH U JKUBOTHBIX;

2) Hayka, u3ydaromas Haubosee oO0IIre CYIECTBEHHBIC XapaKTEPUCTUKU U (YHIaMEHTAIbHBIE
MPUHIIMIIBI PEATTbHOCTH U MTO3HAHUS, OBITHS Y€JIOBEKa, OTHOIICHUS YEJIOBEKa U MUPA;

3) HayKa 0 YyBCTBEHHOM ITO3HAHWH, TIOCTUTAIOIEM U CO3/AI0IIEM MPEKPACHOE M BBIPAKAIOIIEMCS
B 00pa3ax MCKYCCTBa.

3apanmne Ne 2
Bonpoc:

OTHKa — 3T0...

Buvibepume ooun uz 3 eapuanmos omeema:

1) cucteMa BO33peHMII Ha JKU3HEHHOE HAa3HAUEHUE YEIOBEKa, OXBATHIBAIOIIAS MOHIATHS J0Opa U
3J1a, CIPaBEUIMBOCTH, COBECTH, CMBICIIA )KH3HU;

2) cuctemMa HOPM HPaBCTBEHHOT'O MOBEICHHUS YeJIOBEKa, OOIIECTBEHHON WM MPOQEeCCUOHANBHOMN
TPYIIIIBL;

3) cuctema Mo3HaHUM, MOCTUTAIOIIUX U CO3JAIOIINX MPEKPACHOE U BhIpa)aromuxcs B oOpa3ax
HCKYCCTBA.

3ananme Ne 3
Bonpoc:

OTHKET — 3T0...

Bvibepume ooun uz 3 eapuanmos omeema:

1) TpeOoBaHme 17151 UCLIOTHEHUS] HEKUX YCJIOBUN BCEMHU YYaCTHUKAMU Kakoro-inbo IencTBus, 3a
BBITNIOJIHEHUE KOTOPOTO MPEAYCMOTPEHO MOOLIPEHNE, a 33 HEBBIITOJIHEHNE HAKA3aHUE;

2) cucteMa BO33pEHHUI Ha )KMU3HEHHOE Ha3HAu€HUE YeIOBEKa, OXBAThIBAIOIIAs MOHATUS 100pa 1
3J1a, CIIPABEUINBOCTH, COBECTH, CMBICIIA )KU3HU;

3) HOpMBI U IpaBUJIA, OTPAXKAIOLIUE MPEACTABIECHUS O JOIKHOM MOBEICHUH JII0/IEN B OOIIECTBE.

3ananue Ne 4
Bonpoc:

Cny>xeOHBIN ATHKET — 3TO...

Buvibepume ooun us 3 sapuanmos omeema:

1) pe3yabTar MIUTETHRHOTO OTOOpa mpaBwi, ¢opM HamboJee IerecooOpa3sHOro MOBEACHUS,
KOTOPOE CII0COOCTBOBAIIO OBl yCHEXY B JIEIOBBIX OTHOIICHUSX;

2) TpeOoBaHUE /AJIsl UCIIOTTHEHUSI HEKUX YCJIOBUN BCEMHU YYaCTHUKAMU Kakoro-inbo IeicTBus, 3a
BBINOJIHEHHE KOTOPOT'0 MPEIyCMOTPEHO MOOIIPEHNE, a 32 HEBBIITOJHEHHE HaKa3aHHE;

3) npennucanue, MpaBUIIO MOBEJAEHUS JIt0JIel B OOIIECTBE.

3ananme Ne 5
Bonpoc:

Kakwe cyiiecTBytoT pa3HOBUIHOCTH HOPM 3THKETa?
Bvibepume neckonvko u3z 5 éapuanmos omeema:

1) peueBoi;

2) MOBEJIEHYECKHIA;



170

3) S3BIKOBBIIA;
4) cTyXoBOM;
5) roJI0COBOM.

3apanue Ne 6
Bonpoc:

KommyHuKamus — 3to. ..

Buibepume ooun uz 3 éapuanmos omeema:

1) oco3HaHHas MOTPEOHOCTh, KOTOpas XapaKTepu3yeT OTHOLIEHHWE JIIOJEeH K mpeaMeraMm U
SBJICHUAM JICHCTBUTEIBHOCTH, HMMEIOIMM JJIsi HHX BaXHOE OOINECTBEHHOE 3HAuYCHHE,
IPUTATATENBHOCTD;

2) cooOuieHne, BBIPAKEHHOE B KOMIIAKTHOW ¢opMe M TpeaHasHaueHHOEe Ui oOMeHa
uHpopMaLuel MexX1y J0AbMU;

3) mpouecc oOmMeHa uuesMu U HH(OpMaIMei MexAy IByMs U Oojee JIOJbMH, BEAYIIUH K
B3aUMHOMY [TOHUMaHHUIO.

3ananme Ne 7
Bonpoc:

Ha xakue BuibI oApa3ieisitoTcss KOMMYHUKALUKA?

Bvibepume neckonvko u3z 4 eapuanmog omeema:

1) KOMMyHHMKalMK Ha OCHOBE MY3BIKaJIbHOTO 0OMEHa HH(POpMaLneH;

2) MEXIMYHOCTHBIE UM OPTaHU3aLlMOHHbIE KOMMYHHKAIIMM HA OCHOBE YCTHOT'O OOILEHUS;
3) KOMMYHHKAIIMX Ha OCHOBE MMCbMEHHOTO 0OMeHa HH(OpMaIHeH.

4) KOMMYHHMKAIIM1 HA OCHOBE MEHUSI.

3ananue Ne 8
Bonpoc:

KOoMMyHUKaIMOHHBIN MTPOLIECC — ITO

Buvibepume ooun us 3 sapuanmos omeema:

1) cTpaTernueckuii pe3yabTar, Ha KOTOPbIN HAaIPaBJIeH KOMMYHUKATUBHBIN aKT;

2) mporecc oomMeHa nHpopmanmen Mexay IByMs WK 0oJiee JIt0IbMU;

3) TaKTUYECKUM XOJ, SBIJISIONIUICS MPAKTUYECKUM CPEJCTBOM JIBHIKEHHSI K COOTBETCTBYIOIICH
KOMMYHUKATUBHOM 1I€JIH.

3apanue Ne 9
Bonpoc:

Kakue cymiecTByOT 3J1eMEHTHl KOMMYHHUKALIMOHHOTO Tpolecca’?
Buvibepume neckonvko u3z 5 eapuanmos omeema:

1) oTnpaBuTENB;

2) cooO1eHue;

3) kanau;

4) monmy4arenb,

5) nmocpeIHUK.

3aganue Ne 10

Bonpoc:

MeXTHYHOCTHBIE KOMMYHUKAIIUH JIENAT Ha:
Bwibepume neckonvko u3z 5 eapuanmog omeema:
1) cnoBecHbie;

2) opaTOpCKHE;

3) BepOanbHbIE;

4) neBepOabHbIE;

5) CUXUYECKue.
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3apanue Ne 11

Bonpoc:

OO6menue — 3T0. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) pesymbrar IIHMTENHLHOTO OTOOpa mMpaBwi, (GopM HamOoJee IEIeco00pa3HOro0 TOBEICHUS,
KOTOPOE CITIOCOOCTBOBAIIO OBl YCIIEXY B JICIOBBIX OTHOIICHUSX;

2) cnenuduueckas ¢Gopma B3aUMOICHCTBUS 4YEJOBEKa C JIPYTMMH JIFOJBMH KaK YJICHAMHU
00111eCTBA;

3) HayKa O YyBCTBEHHOM [TO3HAHHH, TOCTUTAOIIEM M CO3/IAI0IIEM ITPEKPACHOE U BHIPAXKAFOIIIEMCSI
B 00pa3ax MCKYCCTBa.

3aganme Ne 12

Bonpoc:

Briensitor cnenyromnye BUIbI OOIIEHUS:
Buvibepume neckonvko uz 8 éapuanmos omeema:
1) mkonpHOE;

2) KOHTaKT MacoK;

3) IpUMUTHUBHOE OOIIICHHUE;

4) popManbHO-pOIEBOE OOIICHUE;

5) nenoBoe oOIIEeHUE;

6) TyXOBHOE;

7) MaHUMYJISITUBHOE;

8) cBeTckoe.

3aganue Ne 13

Bonpoc:

JlenoBoe obmeHue — 370. ..

Buvibepume ooun us 3 sapuanmos omeema:

1) o6men uHboOpMaIreit py MOMOIIIH SI3bIKA WITH JKECTOB;

2) MEXJIMYHOCTHOE OOILIEHHME C LENbI0 OpPraHW3alM M ONTHUMM3AlMU TOTO MM MHOTO BUAA
IIPEAMETHON AESATENBHOCTH: IIPOU3BOACTBEHHOM, HAYYHOM, KOMMEPYECKOM, YIIPABICHUYECKON U
T.J.

3) yCTaHOBJICHHBIN TIOPSIJIOK MOBEIEHUS B cpepe OM3Heca U JIEJTOBBIX KOHTAKTOB.

3aganue Ne 14

Bonpoc:

J1enoBOM STUKET BKIIOUAET B CEOSI CIIEYIONINE TPYIIIBI PABHIIL:

Buvibepume necxonvko uz 3 sapuanmos omseema:

1) HOpMBI, nelicTByromue B chepe oOIIEHHUS MEXIY paBHBIMU IO CTATyCy, WIEHAMHU OJIHOTO
KOJIJIEKTHBA (TOPU30HTAJIbHBIE);

2) mpaBuJia OBEIEHUSI MEX/1y POCTHIMU IpakJaHAMU;

3) HacTaBiI€HHUs, ONPEACIAIOIINE XapaKTep KOHTaKTa pPYKOBOAWUTENSI M TMOJYMHEHHOTO
(BepTUKaJIbHBIE).

3apanue Ne 15

Bonpoc:

BepbansHoe obiienue — 37o...

Bvibepume ooun uz 3 eapuanmos omeema:

1) KOMMYHHKAIIMOHHOE B3aMMO/ICHCTBIE MEXTy HHANBHIAMH 0€3 HCITOJIb30BAHMUS CIIOB;

2) mporiecc yCTaHOBIICHHS M TOJIEPKaHUS LI€JIeHAIIPABICHHOT 0, IIPSMOT0 WIM OIIOCPEJOBAHHOTO,
KOHTaKTa MY JIFOJIbMH ITPH ITOMOIIH SI3bIKA;

3) KOMMYHHKAIIMOHHOE B3aUMO/IEHCTBHE MEX/y MHAUBUAMHU C TIOMOLIBIO TeJa.
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3ananue Ne 16

Bonpoc:

K HeBepOanpHOMY OOIICHHIO OTHOCSIT:
Buvibepume neckonvko u3z 7 eapuanmos omeema:
1) B3rmsim;

2) MUMHKY;

3) no3sbl;

4) 5)KeCTHI;

5) cnoBa;

6) BEIpOKCHHE JINIIA;

7) TemOp.

3apanue Ne 17

Bonpoc:

[Tox umumxeM cekperaps noapa3yMeBaeTcs. . .
Buvibepume necxonvko uz 8 sapuanmos omseema:
1) onpsITHBINA, HE OPOCKMIA BHEIIHUN BUI;

2) MaHepa 0/1eBaThCH;

3) yMeHue BBITIISIETh K MECTY;

4) ymeH#ue Jep>KaThCs B AENOBOM 00CTaHOBKE;
5) mpaBUIILHO MOJIB30BATHCSI CBOMM TEIIOM;

6) yMEHHUE «I10/1aThy ceO0s;

7) npodeCCUOHATIbHBIN CTUIIH OOIICHUS;

8) BHATHYIO U TAKTUYHYIO PEUb.

3aganme Ne 18

Bonpoc:

Ha xakue 9acT MOKHO YCJIIOBHO pa3JIeluTh paboTy J1r060ro cekpetaps?
Buvibepume necxonvko uz 4 eapuanmos omeema:

1) paboTa ¢ JOKyMEHTaMH;

2) paboTta opraHu3aIlMOHHAS;

3) pabGoTta AuCTaHIIMOHHAS;

4) paboTta pacniopsiiUuTeIbHAs.

3aganue Ne 19

Bonpoc:

YroOBl JTOCTHYL BHICOKOTO YPOBHS KBadM(DUKAIMK, KAKUMH Ka4eCTBAMH JIOJDKEH 00J1a1arh
cekperapn?

Buwibepume neckonvko u3z 3 eapuanmos omeema:

1) nenoBbIMHU;

2) TUYHBIMU;

3) opraHu3aTOPCKUMHU.

3aganue Ne 20

Bonpoc:

K nenoBpiM kauecTBaM cekpeTapsi OTHOCATCS:
Buvibepume neckonvko uz 8 sapuanmos omeema:

1) opraHu3aTopcKue KauecTBa;

2) MyHKTYaabHOCTh, HCITOJIHUTEILHOCTD;

3) npeaaHHOCTh (hUpPME, COXpPAHEHUE CIYKEOHOM TalHbI;
4) peBUICHHE,

5) TaKTUYHOCTD, JUILIOMATHYHOCTb;




173

6) MHUITUATUBHOCTH, CAMOCTOSITEIILHOCTD;

7) OTBETCTBEHHOCTb, HAIEKHOCTh, 3()(HEKTUBHOCTD;
8) npodeccruoHa bHbIC HABBIKH;

9) moaXamIMMCTBO.

3ananme Ne 21

Bonpoc:

K nudHBIM KayecTBaM ceKpeTapsi OTHOCATCS:
Buvibepume necxonvko uz 6 sapuanmos omseema:

1) yMeHHE aIanTHPOBaThCS;

2) IEHUBOCTb;

3) m00603HATETHHOCTH;

4) BHELIHUH BUJI,

5) BEKIMBOCTb, JTIOOE3HOCTD, T0OPOKEIATEILHOCTD;
6) KOMMYHHKAOCIBHOCTD.

3ananue Ne 22

Bonpoc:

st 6onee 3¢ppexTuBHOI pabOTHI cekpeTapsi HeOOXOUMO. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) mepen KaxIbIM MEPOTIPUSATHEM NIEPECTIPAIINBATH PYKOBOAUTEIIS, KOT/Ia OHO COCTOUTCS;
2) COCTaBJIATH IJIaH pabovero JIHs;

3) o03BaHMBATh MOCETUTENIEH U MPUTIIAIIATE UX.

OTtBeTbI:
1) Bepnsriii otBeT (1 6.): 3;
2) Bepnsiii otBer (1 6.): 2;
3) Bepusiit otBert (1 6.): 3;
4) Bepnpiii otBet (1 0.): 1;
5) Bepusie otBetsI (1 6.): 1; 2;
6) Bepuniii otBert (1 6.): 3;
7) Bepubie otBets (1 0.): 2; 3;
8) Bepnniit oter (1 6.): 2;
9) Bepunie otsetsi (1 6.): 1; 2; 3; 4;
10) Bepubie otBetsl (1 6.): 3; 4;
11) Bepwnsrii otert (1 6.): 3;
12) Bepusie otBethI (1 6.): 2; 3;4;5;6;7; 8;
13) Bepwsrii otert (1 6.): 2;
14) Bepubie otBetsl (1 6.): 1; 3;
15) Bepwnsrii oter (1 6.): 2;

16) Bepusbie otBetsl (1 6.): 1; 2; 3; 4; 6; 7,

17) Bepusbie otBetsl (1 6.): 1;2; 3;4;5; 6;7; 8;
18) Bepubie otBeThl (1 6.): 1; 2;

19) Bepusbie otBetsI (1 6.): 1; 2;

20) Bepnsbie otBetsl (1 6.): 1;2; 3;4;5;6;7;
21) Bepnsbie otBets (1 6.): 1; 3; 4; 5; 6;

22) Bepusiii oter (1 6.): 2;
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MarepuaJbl 1Jisl MPOBEICHUS] IPOMEKYTOYHOM aTTeCTANH

CrnenuaiabHocTh «Cexpemapb-mMauluHUCmKa»

JAucuunuiuna «/[enosas Kynemypa»

I'on oOyuenus: nepewiii
IMoayroaue 2

Ieparor nomotHuTEILHOTO 00pasoBanms beraxosa O.B.
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MarepuaJbl i IPOBEIeHH 3a4eTa M0 JAMCHUILIHHE
«lesoBasi KyJabTYypa»

1.3aver npoBoauTCs B hOpME NEKTPOHHOTO TECTUPOBAHMS B KOHIIE 2 MOJIYTOTUSI.
2.MarepuaJsl K 3a4€Ty JaHbl B IPHIIOKEHHUH 1.

3.Kputepuu ornieHuBaHus:

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

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

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

Ilemaror
JIOTIOTHUTEIIFHOTO 00pa30BaHUs bensakosa O.B.
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IMTPUJIOXEHME 1

SJIEKTPOHHBIN TECT

3ananme Ne 1
Bonpoc:

OO6menue — 3To0. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) pe3yabTar JUTensHOro 0TOOpa MpaBmwi, (opM HanboIIee 1eIecoo0pa3HOro MOBEACHMS,
KOTOPOE CITIOCOOCTBOBAIIO OBl YCIIEXY B JICIOBBIX OTHOIICHUSX;

2) HayKa 0 YyBCTBEHHOM MO3HAHUU, TOCTUTAIOIIEM U CO3/IAIOIIEM MTPEKPACHOE U
BBIpaXKAIONIEMCsl B 00pa3ax MCKYCCTBa;

3) cnenmduaeckas popma B3aUMOJICHCTBUS YETIOBEKA C IPYTHUMHU JIFOIbMHU KaK WICHAMHU
oOmecTna.

3apanmne Ne 2
Bonpoc:

JlenoBoe oOmeHne — 3TO. ..

Buvibepume ooun uz 3 eapuanmos omeema:

1) HayKa O YyBCTBEHHOM IMO3HAHHH, IIOCTHTAIOIIEM M CO3/IAI0IIEM MTPEKPACHOE U
BBIpa)KAIOIIEMCsl B 00pa3ax MCKYCCTBA;

2) pe3yJibTaT JUITEIBHOro 0TOOpa mpaBmil, popM HarubdoJee 1eIeco00pa3sHOTo MOBEICHUS,
KOTOPOE CITIOCOOCTBOBAJIO OBI YCIIEXY B JICTIOBBIX OTHOIICHHMSIX;

3) CIIOXHBIN MHOTOIUIAHOBBIH MPOIECC PA3BUTHS KOHTAKTOB MEX1Y JIIOABMH B CITY>KSOHOMH

chepe.

3ananme Ne 3
Bonpoc:

TenedoHHBIE pa3rOBOPHI MOKHO YCIIOBHO Pa3eluTh Ha. ..
Buwibepume neckonbko u3 4 eapuanmog omeema:

1) ciyxeOHbie;

2) aKTUBHBIE;

3) naccuBHbIE;

4) nuuHbIe.

3ananmne Ne 4
Bonpoc:

TenepoHHBIN pa3roBop BKIIIOYAET B ce0s creayromue da3bl:
Bvibepume neckonvro u3z 9 eapuanmos omeema:

1) IlpuserctBUE.

2) B3aumornpencraBieHue.

3) IToxxenaHue XOpOIIEro HaCTPOCHHUS.

4) CooOrieHue 1enu 3BOHKA.

5) OGcyxeHue cyiecTa MpodieMbl WK Tiepeaipecalis pa3roBopa.
6) BeisicHeHHE OTHOIIICHMIA.

7) llonBeneHnEe UTOTOB.

8) BripaxkeHne mpU3HATEIbHOCTH.

9) IIpomanue.

3apanmue Ne 5
Bonpoc:

Yto BXOIUT B 00s13aHHOCTH CCKpETaps Ipu rnmpucme 3BOHKOB?
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Buvibepume Heckonvko U3 5 6apuanmos omeema:

1) [Ipuem TenepOHHBIX BHI30BOB.

2) OtBeT aOOHEHTaM.

3) ®unbTparys BEI30BOB.

4) CoenuHeHne nIpu HEOOXOIUMOCTH PYKOBOIUTEIIS.
5) Her npaBuibHOTO OTBETA.

3aganue Ne 6
Bonpoc:

Yro 00s3aTenbHO HAI0 3anucaTh npu TeaeOHHOM 3BOHKeE?
Buvibepume Heckonvko U3 5 6apuanmos omeema:

1) JaTty u BpeMs 3BOHKA.

2) ®.1.0. u 10KHOCTh 3BOHUBIIETO.

3) UneHoB ceMbU 3BOHUBIIETO.

4) I1o xakoMy HOMEPY EPE3BOHUTH U KOTJA.

5) Cytb cooOrieHus.

3apanme Ne 7
Bonpoc:

Yro BKIIFOYAET B CEOS MOHSATHE «CETHKET»?

Buibepume ooun uz 3 sapuanmos omeema:

1) Hopmbl 1 ipaBuIia MoBEICHHsI JFOICH B OOIIECTBE.

2) IIpaBuiia 1e10BOM NEKTPOHHON NEPETHUCKH.

3) Cucremy HOpM HPABCTBEHHOTO MOBEACHUS YEIOBEKA WIIH TPYIIIIBI JTIOACH.

3apanme Ne 8
Bonpoc:

BusutHas kapTrouka — 370. ..

Bvibepume ooun uz 4 eapuanmoe omeema:

1) BXOAAILIMI JOKYMEHT, HCIIOJIb3YEMBbIH B ITpoIiecce puemMa rocTei;

2) UCXOIAIMMNA JOKYMEHT, UCIIOJIb3YEMBIH B Ipoliecce AeNOBBIX IEPETOBOPOB U MIPHEMA IFOCTEH;
3) ucxoAImui TOKyMEHT, UCI0JIb3yEeMBbIH B MPOLIECCE EIOBBIX IEPETOBOPOB;

4) BXOAIIUI TOKYMEHT, UCIIOJIB3YEMBIN B IIPOLIECCE JIETOBBIX IEPETOBOPOB.

3apanue Ne 9
Bonpoc:

VYkaxkuTe 3a7aui BUBUTHBIX KapTOYEK.
Bvibepume neckonvko u3z 4 éapuanmog omeema:
1) undopmupoBarts;

2) pekIaMHpOBaTh;

3) moaepKUBaTh KOHTAKTHI,

4) KpUTUKOBATh.

3aganue Ne 10

Bonpoc:

VYkaxxuTte BUABI BUBUTHBIX KapTOYEK.

Buvibepume neckonvko uz 5 eapuanmos omseema:

1) JInunas.

2) lenoBasl.

3) Kaprouka ass cielaabHbIX U NPEACTABUTEIbCKUX LIEIEH.
4) Kaprouka pupMsl, mpeAnpusaTHs, OpraHU3aluy, OTAeNa.
5) Her npaBuibHOTO OTBETA.
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3aganue Ne 11

Bonpoc:

K ocHOBHBIM 3a/1a4aM JI€TI0BOTO COBEILIAHHUS OTHOCHTCS:

Bovibepume neckonvko uz 5 éapuanmos omeema:

1) pa3BuTHE U yKpEIUIEHUE MOJIMTHKH MPEANPUATHS U TPOBEACHUE €€ B )KHU3Hb;

2) UHTETpaIusl MEPONIPUATHIA BCEX OTACIIOB U CITYXKO C YIETOM OOIIMX 1ieiel (UpMBI;
3) BBISIBJICHUE U pacyeT KOJUICKTUBHBIX PE3yJIbTATOB;

4) MaccoBOCTh YYaCTHUKOB;

5) KOJUIEKTUBHOE pelIeHre mpodieM ¢ yaeToM o0yyaromero 3Qgdexra.

3aganme Ne 12

Bonpoc:

Kakwue BUIbI 1€710BOTO OOIICHMS OBIBAIOT?
Buvibepume neckonvko uz 6 sapuanmos omseema:
1) 6ecenpl;

2) eperoBoOpkI;

3) coBemianus;

4) moceuieHus;

5) myOUYHBIC BEICTYIUICHHSI,

6) HET MPaBUJIHLHOTO OTBETA.

3apanme Ne 13

Bonpoc:

[TpoBenenue Gecenpl MpeanoiaraeT HAIUYUE psa 00s3aTeNbHBIX STAIOB:
Ykascume nopsiook cneoosanus écex 5 eapuanmos omeema:

___Hayaio Oecefbl;

___3aBepluieHue oecenpl;

___ TIPUHSTHE PEIICHHUS;

___o0cyxieHue npooIeMsl;

___ TIOATOTOBUTENBHBIN JTaIl.

3aganue Ne 14

Bonpoc:

JlenoBble coBemaHus KiiacCU(UUUPYIOTCS MO:
Bvibepume neckonvko uz 8 eapuanmoe omeema:
1) kauecTBYy;

2) NepuoOANYHOCTH (4aCTOTE) IPOBEICHMUS;

3) KOJMYECTBY YYaCTHUKOB,;

4) creneHn cTaOMIIBHOCTH COCTaBa YYaCTHUKOB COBEIIAHNUS;
5) npuHaIeKHOCTH;

6) MacutabaMm NMPUBJIEUEHUS] YYACTHUKOB;

7) MeCTy IPOBEACHUS,

8) Ha3HAYEHUIO.

3apanue Ne 15

Bonpoc:

[To npuHaANIEKHOCTH J1€7I0BBIE COBELIaHMs ObIBAIOT:
Buibepume neckonvko u3z 6 6apuanmos omeema:

1) anMUHHUCTpPATUBHBIE;

2) denepanbHbIE;

3) napTuiiHbe;

4) Hay4HbIE U HAyYHO-TEXHUYECKHUE;
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5) 0ObeIMHCHHBIC;
6) pacIIMpeHHEIE.

3aganue Ne 16

Bonpoc:

JlenoBo# MpoOTOKOI — 3TO...

Bvibepume ooun uz 3 eapuanmos omeema:

1) Hayka 0 4yBCTBEHHOM IMO3HAHUH, IIOCTUTAIOIIEM U CO3IAIOIIEM MPEKPACHOE U
BBIpa)KaroliemMcsi B 00pazax MCKYCCTBa,

2) mpolecc B3aMMOCBSI3U U B3aUMOJCHCTBHSI, B KOTOPOM IPOUCXOJIUT OOMEH EATEIbHOCTHIO,
uH(pOpMaIIe 1 OMBITOM, MPEANOIATAIONIIM JIOCTHKEHUE ONPEACICHHOTO Pe3yabTaTa,
pelieHrne KOHKPETHON MpoOIeMbl WIH peali3alliio ONpeIeICHHON 1IeIH;

3) mpaBuiia, KOTOPHIE PErIaMEHTUPYIOT TOPSAOK BCTPEY U IPOBOJIOB, IPOBEACHHE Oecenl U
[EPErOBOPOB, OpraHU3aIMI0 IPUEMOB, O(popMIIEHHE AETOBON MEPETUCKH U T. 1.

3apanme Ne 17

Bonpoc:

DProHoMHKa — 3TO:

Buvibepume ooun uz 3 eapuanmos omeema:

1) 30Ha TPYAOBO¥ JAESATEIBHOCTH COTPYAHUKA, OCHAIICHHAS HEOOXOMMBIMHU CPEACTBAMU IS
BBITIOJIHEHHUS JTOJKHOCTHBIX 00sI3aHHOCTEH;

2) HayyHas IUCUUIUIMHA, U3Y4alollas TPYAOBbIE MPOIECCHI C LIETBI0 CO3aHUs ONMTUMAIbHBIX
YCJIOBUH TPY/a;

3) 9T0 COBOKYMHOCTH (haKTOPOB MPOU3BOJICTBECHHOM CPE/Ibl, OKa3bIBAIOIINX BIUSHHUE HA
paboTOCTIOCOOHOCTH M 3TOPOBBE YEIOBEKA B MIPOIIECCE €0 JIESITEIbHOCTH.

3aganue Ne 18

Bonpoc:

Uto Takoe uHTEpHEP?

Buvibepume ooun usz 4 sapuanmos omeema:

1) 3TO BHyTpEeHHEE MPOCTPAHCTBO 3/IaHUS WIH TOMEIICHUS B 3[JaHUH (BeCTHOIOIb, KOMHATA,
3ai);

2) TO TIpaBHJIa TIOBEJICHUS B JCIIOBBIX, CITY)KEOHBIX OTHOIICHUSX

3) aT0 mpeaMeThl 00MX0/1a, CIYXKaIIUe IS JeKaHUS, CUACHUS, XpaHEHUS Belllel U T.I1.;

4) 3T0 COOpYKEHHE, MECTO, B KOTOPOM OOUTAFOT JIFOJIH HITH KHBOTHBIE.

OTtBeTbI:

1) Bepnsiit otBert (1 6.): 3;
2) Bepnwiii otBer (1 6.): 3;
3) Bepunie otBets (1 6.): 2;
4) Bepusie otBetsl (1 6.): 1;
5) Bepusie otBetsI (1 6.): 1;
6) Bepubie otBetsi (1 0.): 1;
7) Bepusiii otBert (1 6.): 2;
8) Bepnnrit oter (1 6.): 2;
9) Bepunie otBethI (1 6.): 1; 2; 3;
10) Bepusbie otBetsl (1 6.): 1; 2; 3; 4;
11) Bepusbie otBets (1 6.): 1;2; 3; 5;
12) Bepusbie otBetsl (1 6.): 1; 2; 3; 4; 5;
13) Bepusie otBetsI (1 6.):

2;

5;
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4,

3

1
14) Bepusie otBethI (1 6.): 2; 3;4; 5
15) Bepubie otBetsl (1 6.): 15 3;4; 5
16) Bepnsrii otBer (1 6.): 3;
17) Bepusiii otser (1 6.): 2;
18) Bepnwsrii otBer (1 6.): 1;

;6,75 8;

9

b
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JK3aMEHANMOHHbIC MATEPHAJIbI JJIS IPOBEACHUS UTOTOBOM
arrectaunm B 2023-2024 yyeOHOM roay
BBINIYCKHUKOB, 00y4alIIMXCH 10 MporpaMmme
Npo@peCcCHOHAIBHON MOATOTOBKH MO A0JKHOCTH CJIyKALIEro

26353 «CekpeTapb-MalIUHUCTKA»
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I[MTPUJIOXEHUE E.1
TEOPETHYECKASA YACTb

TeMbI IPOEKTHBIX PadoT

DNEKTPOHHBIN IOKYMEHTOOOOPOT: TOCTOUHCTBA U HEJIOCTATKH.
[Tpunoxenus st paboOThl C JOKYMEHTaMU C MOOMJIBHBIX YCTPOMCTB.
Jlenonpon3BOACTBO KaK HayKa U €€ CBSA3b C IPYTMMH HayKaMHu.
[Ipo6embl Opranu3anuy TEKYIIEro XpaHeHus: JOKYMEHTOB.
Opranuzanus 1 NpoBeieHne KoH(epeHuui.

BI/I[[BI BHCKTpOHHOﬁ oAU CH, CIIOCOOBI €€ IMOJIYYCHUSA, IPUMCHCHHA U 3alIUTHL.


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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INPAKTUYECKAS YACTDH

bunem Ne 1
1. Odopmiienue nucpma.
bunem Ne 2
1. Odopmiienue akra.
bunem Ne 3
1. Odopmienue cxemsl.
bunem Ne 4
1. Opopmienue quarpammel B MS Word.
bunem Ne 5

1. OopmiieHne BBIUCKH U3 MPUKa3a 10 OCHOBHOW J€SITEIbHOCTH.

bunem Ne 6

1. OdpopmiieHne KOTKHOCTHON UHCTPYKIUH.

bunem Ne 7

1. Odpopmiienune cpaBk.
bunem Ne 8

1. OopmiieHne pyKOnMCHOIO TEKCTA.
bunem Ne 9

1. Opopmiienune TeneoHOrpaMMBI.
bunem Ne 10

1. Opopmienue tabmuisr 8 MS Word.
bunem Ne 11

1. Odopmienue nuarpammsl B MS Excel.
bunem Ne 12

1. Odopmitenne Tabmuisl B MS Excel.
bunem Ne 13

1. Opopmiienue npoTokoia.
bunem Ne 14

1. Odopmiienue ykazaHus.
bunem Ne 15

1. Odopmiienune pacnopsKeHusI.

Bunem Ne 16

1. Opopmiienue 3asBneHs B BU€ 11a0I0HA.

Bbunem Ne 17

1. Odopmiienne npe3eHTaluu.

I[TPUJIOXEHME E.2
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bunem Ne 18

1. OdopmiteHue nprKa3a o OCHOBHOM JESITEIbHOCTH.
bunem Ne 19

1. OdopmiieHre TOKIaTHON 3aIMUCKH.
bunem Ne 20

1. Odopmiienue morosopa.
bunem Ne 21

1. OdopmiieHre pacIUCKH.
bunem Ne 22

1. Odopmiienre 0ObSICHUTEIIBHON 3aIHCKHU.
bunem Ne 23

1. OopmiieHne BBIMHUCKHN U3 MPOTOKOJA.

IIpakTH4yeckue 3a1aHUsA

OdopmuTe 101KHOCTHYIO HHCTPYKIHIO.

Axnmonepnoe ob6mectBo «3nanue» JOJIZKHOCTHAS MHCTPYKIUSA 00.00.0000 Ne 00
koppekropa YTBEPXKIAI 3aB.o0mum otaenom M.IL.Cmupnosa 00.00.0000 1. OO6uiue
nonoxenud. 1.1. Koppekrop siBisiercs paGOTHUKOM, OCYIIECTBIISIOIUM CUUTKY OTII€YaTaHHOIO
matepuana. 1.2. Koppekrop HemocpencTBeHHO moauuHeH... 1.3. Ha momxHOCTh KOppekTopa
HA3HAYaIOTCs JIMLA, UMEIIMe cpeaHee obOpa3oBaHue... 2. OCHOBHbIE 3a7aud U (YHKIHH.
2.1. OcHoBHOM 3ajmaueil KoppekTopa sBiseTcs... 2.2. [ ucnojHeHWs yKa3aHHOM 3adauu...
3. O6sa3annoctu. 3.1. JIns BBINOJHEHUS BO3JIOKEHHBIX HAa HEro (pyHKUUH KOPPEKTOp 00s3aH...
4. TlpaBa. 4.1. Koppekrop mmeer mpaBo... 5. OterctBeHHOCTh. 5.1. Koppekrop Hecer
OTBETCTBEHHOCTS... HauanbsHuk kanuenspuu C.B.Ilerposa C uHCcTpyKIIMel 03HAKOMIIEH

Odopmure gorosop.

OO6mecTBO ¢ orpannueHHON OTBeTCTBeHHOCTHIO «IIpubop» JOT'OBOP 00.00.0000 Ne 00
Mocksa OO111eCcTBO C OrpaHUYEHHON OTBETCTBEHHOCTHIO «IIprbop», UMeHyeMas B ajbHeHIIeM
«IIpeanpusituey, B nuue nupexkropa MakcumoBa A.B., neiicTByroliero Ha OCHOBaHUHU Y CTaBa, C
OJTHOW CTOPOHBI, M MeXIIKONbHBINH y4eOHbIH KomMOuHaT KamuHuHckoro paiiona MOCKBBI,
WMEHyeMbIil B nanpHeimeM «KomOunaty», B nune nupekropa Kysnernora A.U., neicTByromiero
Ha ocHOBaHMU [lonokeHus, ¢ Apyroil CTOPOHBI, 3AKIIOYMIM JOTOBOP O HMXKECIEAYIOLIEM:
1. Ilpennpusarue ob6s3yercs: 1.1. Opranusosatb... 1.2. Bectu yder u peanuzanmio... 1.3.
[TpousBonuTh omary oby4aromumes... 2. KomObunat o0s3yercs... 3. Coopsl o HACTOALIEMY
noropopy paspemarorces... 4. KOpumudeckue anpeca cropon: 4.1. IMpemmpustue — 107120,
Mocksa... 4.2. Kombunat — 110240, Mocksa... 5. JloroBop 3aKkir04eH CpokoM... 6. JloroBop
noanuca B... upexrop npeanpusarus Jupekrop MYK
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OdopmuTte npukas.

Axuunonepnoe obmectBo «Jlyna» ITPUKA3 00.00.0000 Ne 48 Mocksa O BBenennn MHCTpyKIMu
[0 JIeJIONPOM3BOJACTBY B 1ensx coBepHieHCTBOBaHUA pabOThl MO JIOKYMEHTAlHOHHOMY
oOecrnieyeHNI0 yrpaBieHUss U oOecnieueHus coxpaHHocTH nokymeHToB [IPMKA3BIBAIO: 1.
YTBepauTh HNucTpykiuto o JIETIONTPOU3BOJICTBY B AO «JIyHay.
2. Beectu B aelictBue MHcTpykuuto no aenonpoussoactsy ¢ 01.00.0000. 3. BeeM cTpyKTypHBIM
noapazaenenusm u corpyaaukam AO c¢ 01.00.0000 pykoBOACTBOBATHCS MpaBUIAMH PabOTHI €
JOKyMEHTaMH, 3aKperjeHHbIMU B MHcTpykuuu mno aenonpousBoicTBy. 4. KoHTpons 3a
MCIIOJTHEHUEM HaCTOSLIEro MpHKa3a BO3JIOXKUTh Ha Moero 3amectutensi Eroposa E.E. [lupextop
b.T.liBanoB

OdopmuTte BHINKUCKY U3 PUKa3a 110 I.3.

Axuunonepnoe obmectBo «Jlyna» ITPUKA3 00.00.0000 Ne 48 Mocksa O BBenenun MHCcTpyKImu
IO JISJIONPOU3BOCTBY B 1emsiX coBepiieHCTBOBaHUS pabOThI MO JOKYMEHTAIMOHHOMY
o0ecrieyeHnIo yrpasieHus u odecneueHust coxpanHoctu nokymeHToB [IPUKA3BIBALO: 1.
YT1Bepaute MHcTpyKkIuto 1o aenonpous3BoactBy B AO «Jlynay. 2. BBectu B nelictBue
WNuctpykiuto no gaenonpou3BoactBy ¢ 01.00.0000. 3. Bcem cTpyKTypHBIM MOAPA3ACICHUSIM U
corpynuaukam 3A0 ¢ 01.00.0000 pykoBOACTBOBATHCS MTPaBUIIaMU pa0OTHI C TOKYMEHTaMH,
3aKperuieHHbIMHU B THCTpyKIMK 10 1enonpou3BoAcTBY. 4. KOHTpOJb 3a HCHIOTHEHUEM
HACTOSIIIIETO MPHUKAa3a BO3JIOKUTH Ha Moero 3amectutensa Eroposa E.E. lupekrop b.T.lBaHoB

Odopmure 00BICHUTENBHYIO 3aNIMCKY 00 ONO3JaHUM HA padoTy.

Od¢opmure ykazanue.

00O «Toprossrit om» YKAZAHUE 22.12.2005 Ne 197 MockBa O HazHaueHuu komuccuu Bo
UCIIOJIHEHUE TpHKa3a AUPEKTOpa 00IecTBa C OTPaHUYEHHOI OTBETCTBEHHOCTHIO OT 18 nexkalps
2020 1. Ne 88 0 Ha3HaUYEHWU KOMHUCCUU U NMPOBEACHUU MHBEHTApU3AI[MU MaTEpUAIbHBIX CPEACTB
OBA3BIBAIO: 1. HazHaueHHOMY COCTaBy KOMHUCCUU 3aKOHYHUTH MPOBEACHUE WHBEHTApPHU3aLUU
MaTepualbHBIX cpeAcTB 10 24 smBaps 2021 r. 2. CoOmroaath CIEnyIOIUNA €KeTHEBHBIN
pacriopsiiok padotel komuccuu: Hadano — 9.00; oxonuanue — 18.00; mepepwsiB — 13.00-14.00;
BBIXOJIHBIE JHH — cy00oTa, BockpeceHbe. 3. Ilpencenmarento KOMHUCCHHM TPEICTABUTH IO
OKOHUaHUU pabOThl aKT WHBEHTapu3alUMd [ yTBepkaAeHus. DOUHAHCOBBIA ITUPEKTOP
A.H.Bonoxos

OdopMure pacnucky Ha moJiy4eHue OT 32aBX03a KAJIbKYJIATOPA.

OdopMmure npeacTaBUTEIbCKYIO PE3EHTANUIO.

00O «Csety», Tpyautcs 6omnee 100 yen., oOpazoBanue, 3apabOTOK, CIEITHATUCTHI (IKOHOMUCTHI,
IOPUCTBI, MEHEKEPHI, MAPKETOJIOTH); MPO(UIH — UCCIEIOBAHUE POCCHICKOTO M 3apyOeKHOTO
PBIHKA TOBApOB KW YCJIYI, OKAa3aHUC PCKIAMHBIX YCIYyI, OKAa3aHUC IOpPI)IPI'—ICCKOﬁ IIoMOIIIn B
OpTraHHU3aINH MPEANPUATHI Maloro Ou3Heca, FOPUINIECKasi TOMOIIb HACEICHHUIO.
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OdopmuTe BHINUCKY U3 MPOTOKOJIA.

000 «Cget» BBIIIMCKA U3 ITPOTOKOJIA 00.00.0000 Ne 00 MockBa 3acenanus npoproma
IIpencenarens — Ky3smun UM.K. Cexperapp — BmacoBa E.M. IlpucyrcTBoBaiu:
30 uen. (cnucok mnpunaraercs). Ilosectka gus: 2. O pacnpenencHUM IMYTEBOK B JAETCKHM
canaropuii SAntel. Jlokman 3am.npencenarens npodpkoma Mesnera T.H. 2. CJIVIIIAJIN: Hesnena
T.H. — coobuun o BeieneHn: MUHICTEPCTBOM Ha UIOJb 24 MecTa B IETCKUI CaHATOPHM SNThI.
ITOCTAHOBWJIN: 2.1. ITopyunts Cununmnoi H.H., neTckomy Bpauy MOJUKIMHUKH, COCTABUTh
CIHMCKH JeTeW, HYXIAIOMIMXCS B caHaTOpHOM pexume. CHHUCKM TPEACTaBUTh B MPOodKOM
00.00.0000 ITpencenarens Cekperapb Bepno Cekperaps C.M.Biacosa 00.00.0000

OdopMure 10KJIATHYIO 3aANUCKY.

VIIPABJIEHUE TIIEPEBO3OK JOOKJIAJHAA 3AIIMCKA 00.00.0000 I'enepanbHOMY
nupektopy OO0 «ITAO» Hanununy T.I1. O nepeBoje Ha JOKHOCTh B CBA3M ¢ peopranuzanueit
CTPYKTYphl YTIpPaBJICHUS U YKPYITHEHUEM OTJICIIOB MPOUCXOIUT IepepacipeneicHne QyHKIu
corpynuukoB. [lpomy mnepeBectu crapmero »skoHomucra C.T.Hukomaea wu3 otaena
ABTOMOOWMJIBHBIX TEPEBO30K B TAMOKEHHBIM OT/EIN C MOCJICAYIOIIMM BHECEHHEM HM3MEHEHUU B
mratHoe pacnucanue. HauansHuk ynpasnenus B.A.Mnbun

Od¢opmure Tenedponorpammy.

MuHUCTEpPCTBO NpOMbILWIIEHHOCTU U Toproenu P® [Oupektopy ¢abpukn [lNMepenana
cekpeTapb O.H.CuHuubiHa, Ten.230-00-08 MNpuHana cekpeTtapb A.lN.AHapeeBa, Ten.345-
98-77 TEJIE®GOHOIMPAMMA 00.00.0000 Ne 64 14 4. 15 muH. MNpegnarato 19 nons k 17
yacam npubbiTb Ha CcoBellaHWe MO BOMPOCY O KayeCTBe BbIMyCKAaeMOW MPOAYKLUN.
3am.munHuctpa N.T.CemeHoB

Od¢opmure nucsmo.

00O «IIckoBpekonctpykuusi» Bonxosckuit nip., 16, r.Ilckos, 120131. Ten./®akc: (00000)222-
45-56 E-mail: ... OKIIO 00000000 OT'PH 0000000000000 MTHH 0000000000 KIIIT 000000000
I'enepanbHomy aupextopy AO «Hecrop» Illaxosy H.B. 130242 Mocksa, yn.Koponesa, 25.
00.00.0000 Ne 00/00 Ha Ne00/00 ot 00.00.0000. O6 m3MeHEHUU NPOEKTa PEKOHCTPYKIIUU.
[leperoBopel ¢ TOAPSATYMKOM — JepeBooOpadarhiBalOIIMM KomMOWHaTOM T.Bosmorael —
3agepuriick 00.00.0000. ITomyueHO NPUHIMIMAIBHOE COIIACHE HA M3TOTOBIIEHUE CTOJSPHBIX
JeTaned s peKOHCTpYKUUK CBSITOrOPCKOTO MOHACTHIPSI B COOTBETCTBUU C MPEICTABICHHBIMU
Bamu yeprexamu u cmetHOM nokyMeHtanuend. Pakc ¢ Bammmu nanasiMu niepenad B Bosoray
JUISL COTJIaCOBaHUSA C TMOAPATYMKOM CPOKOB U YCJIOBHUM OIJIaThl PabOT COIJIaCHO CMETE.
[TpunokeHne: cMeTa pPAacllEHOK Ha M3TOTOBJIEHUE CTOJSPHBIX JeTaned Ha 6 1. B 2 DK3.
['enepanpublii qupekrop B.I1.BacunbeB CmupaoB Cemen MBanosud (00000)443-21-45

Od¢opmure cipasky.

Yrnoson wrtamn CMPABKA 00.00.0000 Ne 00 r.Camapa HauanbHuky TCX «>KnsHb»
Hocosy N.1. O Hannuun ctponmatepuanos Ha cknage Ne 1 Ha cknage Ne 1 nmetrotca
cneaywowmne ctpouTtenbHble maTepuansl: 1. [Jockm nonosble - 50 kKy6.m. 2. MapkeT - 100
kB.M. 3. JlnHoneym - 150 m. 4. Kpacka macnaHas - 500 kr. 3as.cknagom C.M.3yeB



mailto:intels@bitex.ru

187
Odopmure akT.

AO «Cet» AKT 00.00.0000 Ne 15 MockBa O nepepade gen Gyxrantepom pacyeTHOW
komuccum OcHoBaHue: npukad gupektopa 3asoga ot 00.00.0000 Ne 00 CocrtaBneH
komuccmen B coctase: [Npencepatens: rn.6yxrantep 3aBoga EpmakoB T.C. YneHbl
komuccuun: 1. byxrantep pacyeTtHon yactu lyHkosa A.H. 2. Byxrantep CumoHoBa E.B.
B nepwnoga ¢ 00.00.0000 no 00.00.0000 komuccusa nposena NPoBepKy paboTbl pacyHeTHOM
yacTn. B pesynbTtaTe npu caade-npuemke gen ycrtaHosrneHo: 1. Bce gena pacyeTHon
yacTu Benucb npasuribHo. 2. [No coctosiHuio Ha 00.00.0000 Bce pacyeTbl Npon3BeaeHbI.
3. JokymeHTbl 3a 20__r. xpaHaTca B nankax. CocTtasneH B 3 ak3emnnsipax: 1 ak3. - B
ByxranTeputo 3aBofa, 2 9K3. - B pacyeTHyl 4acTb, 3 3k3. - B geno. peacenatens
komuccum T.C.EpmakoB YneHbl komuccun: A.H.[lyHkoBa E.B.CumoHosa YTBEPXIOAKO
AunpexTop 3aBoga N.®.lemayes 00.00.0000

OdopMmure nmpoToKoJI.

OO0 «Arat» T[TIPOTOKOJ1T 00.00,0000 Ne 16 r.Mbitmwm  3acepaHus
WHBEHTapPU3aLMOHHON KOMWUCCUM MallMHOCTpouTenbHOro 3asoga [lpeacepatens -
AptembeB A.B. Cekpetapb - [NopTHoBa B.E. lNpucytctBoBanu: 15 yenoBek (Cnucok
npunaraetca) osectka gHA: 1. O pesynbratax WHBeHTapusauuu no cknagy Ne 4
BCromoraTtesibHblX MaTepuanoB Mo coctosHuio Ha 1 anpens 20 roga. [oknag
rn.6yxrantepa HaruHckoro P.H. 1. CITYLWAIJIN: HaruHckoro P.H. - goknag npunaraetcs.
BbICTYTMUIIN: CtanbHoBa B.I1. - coobwaet 06 yooBneTBOPUTENIBHOM COCTOSHUN
NPUXOAHBIX N pacxodHbIX OOKymeHTax no cknagy Ne 4. CkankuHa A.H. - npegnaraet
NUKBMONPOBaTb HeOocTaTok BcrnomoratenoHoro matepuana. NMOCTAHOBWUIIA: 1.
PesynbTaTthl uHBeHTapusaumm no cknagy Ne 4 no coctoaHuo Ha 1 anpensa 20 ropa
yTBEpaMTb. 2. Hegoctady BcnomoraTesibHbIX MaTepuarioB no cknagy B CymMme ... no
rocygapcTBeHHbIM PO3HUYHBLIM LeHaM OTHeCTU 3a cdeT Tepexosou [1.T. Npeacepatens
A.B.AptembeB CekpeTtapb B.E.lNopTHOBa

Odopmure pacnopsizkeHue.

OO0 «Toproebin [Oom» Kommepueckun otaen PACMOPAXEHUME 00.00.0000
Ne 000 Mockea O nogrotoBke K y4acTUO B MeXOyHapoaHoW BbicTaBke B uensx
NOAroTOBKM K YyyacTUO B MexayHapoaHon BbicTaBke «J3kcrnopT-umnopT 0000» B
despane 0000 r. MPEOJNATAKO: 1. lpuHATL y4vacTMe B YKa3aHHOW BbICTaBKE
cneaytowmum cotpyaHukam: Netposy A.A., Cugoposy B.B., KynpusiHoBy ®.0., KopoTkoBy
M.T1. 2. YkasaHHbIM coTpygHukam Ao 00.00.0000 r. npeacraBuTb CAUCKK Npeanaraemomn
npogykummn OOO «Toprosbin [Jom» ANs AEMOHCTpauMM B BbICTaBOYHOM MaBUSTbOHE.
HauyanbHuk kommepyeckoro otaena B.IM.Cokonos

O¢opmure pyKONMCHBIN TEKCT.
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Od¢opmure Kpyropyw aumarpaMmy Ha otraeabHoM Jucte B MS Word no ciaexyrommm

AAHHBbIM:

JAmarpaMMa IITATHON YUCICHHOCTH
1o noapasaegaeHusim, (%)

PykoBoacTBO - 3 yen.
Kanuenspus - 3 yen.
Otnen kaapoB - 2 yel.
byxranrepus - 5 gen.
Otnen paboThI C KJIMEHTAMHU - 8 yel.

Odopmure rucrorpammy Ha oTaeJbHoM Jiucte B MS Excel mo cienyommm 1aHHbIM:

Ta6auna 1 - OnTuMaIbHBINA TeMIIEPATYPHO-BJIAKHbBIN PeKUM
A1 JOKYMEHTOB B apXuBe

HaumeHoBaHue Temmnepartypa, °C OTHoOcCHTeIbHAS
BJIA’KHOCTh BO31YyXa, %
BymakHble TOKyMEHTBI 17 50
JIOKYMEHTBI Ha TIEHOYHBIX HOCUTEISX 15 40
JIOKYMEHTBI Ha MarHUTHBIX HOCUTEJISAX 15 50
Odopmure Tadauny B MS Excel.
Taomuua 1
Yd4eT HeonMCaHHBIX JTOKYMCHTOB
Hara [ToctynneHue BriOwiTHE Hanuune-
3aIACH AKT KonuuectBo | OcHoBaHue KonnuectB |ocTaTtox
Ne Hara en.xp. (men, | Haspanue Ne Jarta 0 ea.Xp. |ed.Xp.
JIOKyMEHTOB | JJOKYMEHTa (men, (e,
, JINCTOB) JIOKYMEHTO | IOKYMEHT
B, JINCTOB) | OB,
JIUCTOB)
1 2 3 4 5 6 7 8 9
12 l-a |12 2407 - - - - 2407
STHBapst SHBaps | eI.Xp. en.xp.
1969 r. 1964 1.
6 UIoHS - - - AKT 0O l-y |5 wrons | 1076 enxp. | 971
1966 r. BBIJCJIICHUHU K 1966 r. en.Xp.
YHUUTOXXECHHIO
aen
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Odopmure 3asiBjIeHHe 0 IpHeMe Ha padoTy B Bu/e 1a0JI0HA.

Odopmure cxemy.

OneKTpoHHasA cucTeMa apxmBa, OCHOBaHHasA Ha cUcTeme
ynpaBneHus JOKYMeHTOO60poTOM

2. ApxuB

ONEeKTPOHHBIA JOKYMEHT

A 4

ONEeKTPOHHBIN KaTaJlor
|

Kaprouka noxymenra

3

v
DNeKTpOHHAsI OIHChH

A 4

Kaprouka nena

1. JokymeHTOOBOpPOT

OJeKTpOHHAass HOMEHKJIATypa

Y

Kaprouka nena

lieﬂ

PerucTtpanmoHHO-KOHTPOJIEHEIE
KapTOYKH

Kaprouka noxymenra

A 4

ONEeKTPOHHBIA JOKYMEHT
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Od¢opmurts Tadauny B MS Word.
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