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1. OBIIAA XAPAKTEPUCTUKA ITPOI'PAMMBI

Henbro npodeccroHanbsHOro 00ydeH st 00yJaroLIUXCs CTapPIINX KJIACCOB IIKOJ CPEIHETO
o0miero obpa3zoBaHus sBJIsieTCsl 00ecledeHre COLMAIbHOM aJanTaldy BBITYCKHUKOB K PBIHKY
Tpyaa, GOpMUPOBAHHE Y HUX MOJOXKHUTEIHHONH MOTHBAIMU K TIOTYYCHUIO MPOPECCHOHATHLHOTO
o0pazoBaHus ¥ Ipodeccru, TapaHTUPYIOLIEH TPYJ0YCTPOHCTBO; OCBOCHUE TEOPETUUECKUX OCHOB
U TPAaKTUYECKHX HABBIKOB I10 OIPEEIIEHHONW Mpodeccuu; MNpHoOpeTeHne 00ydaronMMucs
HaBBIKOB, HEOOXOIMMBIX ISl BBIITOJTHEHHS OTIPEIEIICHHONW PaOOTHI.

[MpodeccnonanpbHoe 0OyUEHHE HE COINPOBOXKIACTCS IMOBBIIICHHEM O00Pa30BaTEIBHOTO
YPOBHsI 00y4JarOLIHXCS.

Peanmuzanust mporpammsl NPO(ECCHOHAIBHOTO OO0YYeHHUsl MO cHenuanbHocTH 26353
«CexpeTapb-MalllMHACTKA» periaMeHTHpyeTcss [lopsakoM oOpraHu3aliii W OCYIIECTBIICHUS
00pa3oBaTEILHON JESITEIBHOCTH 10 OCHOBHBIM IpOrpaMmaM Mpo(ecCHOHAIBHOTrO0 O0YyYeHus,
YTBEp)KJIEHHBIM Tpuka3zoM oT 26 aBrycta 2020 roma Ne 438 «OO0 yTBep:KIeHHHM MOpSIKa
OpraHu3ali W OCYIIECTBIICHUS 00pa30BaTEIbHON AEATEIHHOCTH MO0 OCHOBHBIM IpPOTpaMMam
popECCHOHATBPHOTO 00y4YeHUs», ENMHBIM KBaTU(pUKAIIMOHHBIM CIIPABOYHUKOM JIOJKHOCTEH
PYKOBOJUTENCH, CIEUUaTUCTOB U ciayxamux (penakuus ot 9 ampenst 2018 roma, B T.4. ¢
n3MeHeHusiMu BeTyt. B cuity 01.07.2018), @enepanbhoro 3akoHa ot 29.12.2012 N 273-D3 (pen.
ot 14.07.2022) (¢ u3M. u jor., BcTym. B cuny ¢ 25.07.2022) «O6 obpaszoBanuu B Poccuiickoit
denepanun», npukazoM MuHHCTepcTBa mpocBemnieHuss PO ot 14.07.2023 Ne 534 «O6
yrBepkaeHun Ilepeuns mpodeccuii pabouux, JOMDKHOCTEH CIy)XallMX, 10 KOTOPBIM
ocymectBisiercss  npodeccuoHanbHoe  oOyuenme», CII  2.4.3648-20  «CanurapHo-
AMHUJIEMHUOIOTUYECKHE TpPeOOBaHMsS K OpTaHU3aAIMsIM BOCIUTAaHHS W OOydYeHHs, OTIbIXa M
037I0POBJICHUS JIETEN U MOJIOJICKI», Y CTABOM U JIOKAIbHBIMU HOPMATUBHBIMU akTamMu MAY /1O
«MVYK».

[Iporpamma paccumtaHa Ha mpodeccruoHanbHOe 00ydeHHne oOyuaromuxcs 15-18 ner
0011e00pa3oBaTeNbHBIX OpTraHU3aIMil 1Mo crenuanbHOCTH 26353 «Cekperapb-MamuHucTKay. K
KaHAMIATy Ha OOydYeHHE MO 00pa3oBaTEIbHOW MpPOTrpaMMe HE TPEABSBISIIOTCS TPeOOBAaHUS K
HAJINYUIO Y HETO:

- TOKyMeHTa 00 00pa3oBaHuH, JOKYMEHTa 00 00y4YeHHH,

- OTIPENIeIICHHOTO YPOBHSI 00pa30BaHUsI.

Konuuecmeo uacos: 240

Cpok peanuzayuu: 2 rona

Dopma oOyuenun: 0OUHO

Hanonnaemocms yueonoii cpynnwi: 12 dein.



Pesrcum ooyuenus:

1 roxg — 3 yaca B Henento (1, 2 momyroaus)

2 rox — 2 yaca B Henemto (1, 2 momyroaus)

Ilpozpammoit npedycmompena npou3ze00CmMEEHHAA NPAKMUKA O00WuM o00vemom
60 uacoe, B TeueHHE KOTOPOI 00yJaroIIMecs OBIAACBAIOT IPHEMAMHU, MPAKTUIECKUMU YMEHHUSIMHU
Y HaBBIKAMU PEIICHHSI TUTIOBBIX 33a71a4 00paboTKu HH(pOpMAIHH TI0]T PYKOBOJCTBOM HACTABHUKOB
Ha MPEANPUATUSIX U YUPEKICHHUIX.

Ilpooonscumenvnocmo yueono20o uaca meopemuieckux u NPAKMUYECKUX 3aHAMUIL:
45 MuH.

IIpooonsrcumenvnocms 00H020 Yaca npou3e00cmeeHnoil npakmuxu: 60 MuH.

Ilpomesrncymounas ammecmayusa npedycmampueaem 6blnoIHEHUE 3a4emHbIX Padom.

Ilpogheccuonanvnoe obyuenue 3akanuusaemca K6aIUPUKAYUOHHBIM IK3AMEHOM.

Ilpu ycnewnoii coauu umoz2o60u ammecmayuu npuceaueaemcsa 3 (mpemws)
Kamezopus.

OO06yuarmumMcsi, TOJTHOCTHIO OCBOMBIIUM Y4EOHBIC TIPOTPAMMBI M YCIICITHO TTPOIIEIIINM
UTOTOBYIO aTTECTAllMI0, IO PEHICHUIO AaTTeCTAllMOHHOW KOMMCCHUU BBIJACTCS JOKYMEHT
YCTaHOBJICHHOTO 00pasLa.

[IporpaMma OCHOBBIBacTCS Ha 3HAHUSAX TI0 PYCCKOMY SI3bIKY, HWH(POpMATHKE,
MHOCTPAaHHOMY SI3bIKY, OCHOBaM 3KOHOMHUKH, OCHOBaM O€30MaCHOCTU KHU3HEACSITEIbHOCTH U
JIpyrumM o011eo0pa3zoBaTebHBIM MIPEAMETaM, OTyYEeHHBIMU 00YyYaIOIIMMUCS B CPEIHEH MIKOIIE.

AxmyanvHocmy npocpammsl. Ha COBpeMEHHOM pBIHKE TpyAa 0co00€ 3HaueHue
npuoOpeTaeT OBJIAJICHUE CHEHUATUCTAMU HaBbIKAMHM JOKYMEHTAIIMOHHOTO OOecredeHus
yIOpaBJIEHUS U IMOJIb30BAHUEM IEPCOHAIBHBIM KOMIbIOTEPOM. J[eI0npou3BoICTBO KaK OTpaciib
JESATENIbHOCTH MPEANPUSATHI U OpraHu3alii WrpaeT OJHY U3 TIJVIABHBIX pOJEH B JKU3HU
COBPEMEHHOT0 00IIeCTBa U KKI0T0 YeiaoBeka. CeroaHs Kaxaplid BEIMYCKHUK 00pa30oBaTeNbHOMI
OpraHm3anuu 00s3aH yMeTh 00padaThiBaTh M NPEIOCTABIATh HMH(DOPMAIMIO OpraHW3aIlMd Ha
AIIEKTPOHHOM HOCHUTENE, 3HaTh CHUCTEMbl W CTaHJAApThl MO OGOPMIICHHIO OpPraHU3allMOHHO-
pacnopsIUTENTbHON JOKYMEHTAIIUU, COBPEMEHHBIE JJIEKTPOHHBIE TPOTPaMMBbl, UCII0JIb30BaTh CETh
WuTepHeT A onepaTUBHON M KayeCTBEHHOW 00pabOTKU TOKYMEHTOB.

B nacTosiiiee Bpemsi B mpakTHKe 00pa30BaHUSI aKTHBHO MPUMEHSIETCS METOJ] IIPOEKTOB,
KOTOPBIN YCIEIIHO PelIaeT He TOJNbKO yueOHbIe, HO U BOCIIUTATEIbHbBIE 3aaUH.

OH 12€T BO3MOXKHOCTH 00yUYaIONIMMCS aKTUBHO MPOSBUTH ce0s1 B CUCTEME 00IIIeCTBEHHBIX
OTHOLICHUH, CIOCOOCTBYET (POPMHPOBAHUIO Yy HHUX HOBOW COIMAJIBHON IO3UIMH, TO3BOJIAET
NpUOOPECTH HABBIKM IUJIAHUPOBAHUSI M OpPTaHU3AIMH CBOCH JIEATEIbHOCTH, OTKPBHITh U
peain3oBaTh TBOPUYECKHE CIIOCOOHOCTH, pPa3BUTh WHIUBUIAYaJIbHOCTh JUYHOCTH. JlaHHas

nporpamMmma no3BOJIACT OCYIIECCTBUTDH HpOCKTHHfI NoJAXO0d K 3aHATHAM.
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Ocnogénaa  uenv  euda  npogpeccuoHanvHoll  OeamenbHOCHMuU:  PeaTU3aLUL
obecrieunBaOmUX (YHKIMNA YIpaBlIeHUs OpraHU3aluell; BHEAPEHUE IYYIIUX TEXHUYECKUX
pa3paboTOK U HOBEHMIIKMX TEXHOJOTUH B 00eCIieueHre yIpaBiIeHHs OpraHu3aluei.

Ilenvro mpodeccuoHaNbHOrO 00y4YeHUs 10 crenuaabHocTH 26353  «Cekperapb-
MAIllMHUCTKa» SBISETCS MOATOTOBKA oOydaromerocsi oOpabareiBaTh M IPENOCTaBIATh Ha
OyMa)XKHOM M D3JIEKTPOHHOM HOCHUTENSX HWH(POpPMAILNIO, 3HATh COBPEMEHHBIE AIIEKTPOHHBIE
IIPOrpaMMbl, HCIIOJIb30BAaTh CETh MHTEPHET JJIsl ONEpaTMBHOW M KayeCTBEHHOM 00paboTKu
JIOKYMEHTOB, BEJICHHE JEJIONPOU3BOICTBA B OPraHU3ALIUAX.

OcHoGHbIMU 3a0auamu RPOZPAMMYL AGIAIOMCA:

v BoCHHUTATEIbHBIE:

1) BOCIIUTATh OTBETCTBEHHOE OTHOILICHHUE K MPOIIECCY MPO(HECCHOHATBHOTO 00YUCHHS;

2) hopMupoBaTh OEPEXKHOE OTHOIICHHE K CBOEMY 310POBBIO;

3) BOCIHTBIBATh KYJbTYpY IOBEJCHUS B KOJUICKTUBE, B YUPESIKICHUM M OOLICCTBEHHBIX
MecTax;

4) BOCHHTBIBATH OT3BIBYMBOCTD U YBAKECHUE K JAPYTOMY YCIOBEKY;

v’ pa3BuBaouIne:

1) pa3BuBaTh HMHTEpPEC K IPaMOTHOMY M IMPaBUIBHOMY O(GOPMIICHHIO IOKYMEHTAIUH,
OpI'TEXHUKE, JIEJIOBOMY 3TUKETY;

2) MPUBHUBATh HHTEPEC K MPODECCHH;

3) pa3BuBaTh NaMsITh, BHUIMaHUE, YMCHUE COCPEIOTOUUTHCS;

4) IpUBHBATH CAMOCTOSITEIBLHOCTD B IPUHSATHU PEIICHUN.

v obyuarourue:

1) dopmupoBath y oOydJaronuxcs COBOKYITHOCTH 00IIEKYIbTYpPHBIX u
npodeCCHOHATIBHBIX KOMIIETCHIIMH, HEOOXOAMMBIX CIelHaanucTaM, padoTalolMM B 00JacTu
JIEJIONIPOU3BOJICTB M CEKPETapCKOro JEa;

2) bopmupoBaTh 3HaHUS, yMEHHsT M HaBblkh 10 npodeccun 26353 «Cekperapsb-
MAaIlIMHUCTKAY,

3) obecrieunBaTh BO3MOXKHOCTH TPOJAODKUTH OOYyYeHHE B CHCTEME HAYaIbHOTO U
cpeaHero npogeccuoHaIbHOT0 00pa30BaHuUs MO0 COOTBETCTBYIONIEH Mpodeccuu;

4) peaau30BbIBaTh MPOGECCHOHATHLHOE CAMOOITPE/ICIIEHIE 00y atOIIIXCS;

5) moBhIIIATh YPOBEHB KBATH(UKALMH B YCIOBHUSIX IIPOU3BOJICTBA.

Ilhanupyemoie pesynomamot 00yuenus:

K xoHIly m3y4deHus mporpammsbl NpoeccHoHanbHOW moaArotoBku 26353 «Cekperapb-
MaIIMHUCTKA» 00YUYaOLIUICs T0JIKEH:

v’ 3HATh!

e [IpaBHJIa TCXHUKU MAILIMHOIIUCH
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e CTPYKTYPY U (DYHKIIMH OpraHU3aIUuH, IPEANPUSITHUS;

e HOPMAaTHUBHBIE MTPABOBBIEC AKThI, HHCTPYKIIUH 110 BEICHHUIO JEIONPOU3BOCTBA;

e CTAaHIAPTHl  YHU(PUIMPOBAHHOW  CHCTEMBl  OPTaHMU3ALMOHHO-PACTIOPSIUTEIHLHON
JIOKYMEHTAIUH;

e OCHOBHBbIC  (DYHKIMM IO  JOKYMEHTAallMOHHOMY U  0€3J0KyMEHTAallMOHHOMY
00CITy>)KUBAaHHIO OPTraHU3ALUU U JeSITEIbHOCTH PYKOBOIUTES;

e OCHOBBI JIEJIOBOTO 3TUKETA;

e IpaBUJIa PabOTHI U SKCILUTyaTallUd OPTTEXHUKH.

v yMeTh:

e I10JIb30BATHCS IIEPCOHAIBLHBIM KOMIIBIOTEPOM U APYIOW OPITEXHUKOM;

e 00pabaTbIBaTh TEKCTHI C IOMOIIIbIO TEKCTOBBIX PEAAKTOPOB;

e 00pabaThIBaTh JAHHBIE C TOMOIIBIO AIEKTPOHHBIX TAOIUIL;

e CO3J1aBaTh NPE3ECHTALIUY;

e paboTaTh C FAEKTPOHHOU MMOYTOM;

e COCTABJIATH U OPOPMIIATH JOKYMEHTHI B cOOTBEeTCTBUU ¢ TpeboBanusmu ['OCT;

e IPUHUMATh W PErHCTPUPOBATH KOPPECIOHACHIIMIO, HAMPABISATh €€ B CTPYKTYPHBIE
N0JIpa3AciICHuUs;

e [I€PE/1aBATh JOKYMEHThI B COOTBETCTBUHU C PE30JIOLUEN PYKOBOAUTEIS IPEATIPUATUS HA
UCIIOJTHEHHE, 0(hOPMIISITh PETUCTPAIIMOHHBIE (DOPMBI;

e BECTH KapTOTEKY y4yeTa MPOXOKICHUS TOKYMEHTAILHBIX MaTepUasoB;

e BECTU Y4YET IIOJIy4aeMOM M OTIpPaBISIEMOW KOPPECIOHACHLIUH, CUCTEMATU3UPOBATh U
XPaHUTh TIOKYMEHTBI TEKYILIEIO apXUBa;

e BECTU pabOTy IO CO3JaHUIO CIPABOYHOIO ammapaTa MO0 JOKyMEHTaM, OOEeCHeuuTh
yIOOHBIN U OBICTPBINA UX TTOUCK;

e IOJITOTABJIMBAaTh W CJaBaTb B apXUB MPEINPUATHS JOKYMEHTAJIbHBIE MaTepHalbl,
3aKOHYEHHBIE JIEIOTPOU3BOJCTBOM, PETUCTPAIIMOHHYIO KapTOTEKY WM KOMIIBIOTEpHBbIE OaHKU
JTAHHBIX;

e COCTABJISITh ONHMCHU JIeJ, IepelaBacMbIX Ha XpaHEHWE B apXMB, 00OecHeunBaTh
COXPAHHOCTbH MPOXOSIICH C1yKeOHON JOKYMEHTAINH;

e YMETh B MPAKTHKE 00pa30BaHUsl NPUMEHSATh METO] IPOEKTOB.

Jonxncnocmusie oo6a3annocmu 26353 «Cexkpemapb-mMamuHUCmMKa):

BeimonHger TexHuyeckue (QYHKIMHM IO OOECHEYEeHUI0 M OOCIY)KHBAaHUIO pabOThI
PYKOBOJUTENS MPEINPUATHS WIK ero noapasaeneHuil. [lonydaer HeoOXouMble pyKOBOIUTEIIO
CBEICHUS OT MOAPA3/ICICHUN WM UCIIOJIHUTENEH, BBI3BIBACT 110 €0 MOPYUEHHUIO pAOOTHUKOB.

Opranuzyer TtenedOHHbIE MEPErOBOPHl PYKOBOAUTENS, MPUHUMAEeT U Iepenaer

TeJ'Ie(I)OHOFpaMMBI, 3aIIUCBIBACT B €T0 OTCYTCTBUC IIPUHATHIC COO6I.I.[€HI/I$I n J0BOJUT JO CBCACHUA
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PYKOBOAMTENS UX coaeprkanue. OcymiecTisieT paboTy Mo MOATOTOBKE 3aceJaHUil U COBEIIaHUH,
IIPOBOJUMBIX pyKOBOAMUTENEM (cOOp HEOOXOIMMBIX MaTepUAJIOB, OIMOBEIICHHE YYaCTHHKOB O
BPEMEHH, MECTE, IIOBECTKE JTHS 3aCCIaHUS WIIN COBEIIAHMS, HX PETHCTPAIIHSI ), BEIeT U 0(hopMIIsSeT
npoTokoiibl. ObecnieunBaeT pabouee MECTO PYKOBOIUTENS KAaHIICISIPCKAMU PUHAICKHOCTSIMH,
CpeICTBaMH OPTraHU3allMOHHOW TEXHHUKH, CO3[aeT YCJIOBHUA, CHOCOOCTBYIoNUE 3PPEKTUBHOM
pabore pykoBomutens. llepegaer u mpuHUMAaeT WHGOPMALUIO IO MPHUEMHO-TIEPETOBOPHBIM
ycTporcTBaMm (Tenekc, dhakc, renedaxc u ap.). [leyataet mo ykazaHUIO pyKOBOAUTEIS Pa3INIHBIC
MaTepuaibl. Bemer Jenonpou3BOACTBO, NMPHHUMAET IMOCTYMAIONIYI0 HAa MMS PYKOBOIUTEIS
KOPPECHOHICHITNIO, OCYIIECTBISIET €€ CHUCTEeMAaTH3allMi0 B COOTBETCTBHUH C TPUHATHIM Ha
MPEIIPHUSITHHA TOPSIKOM | TIEpeIacT MOCie €€ PACCMOTPEHHUSI PyKOBOJUTENIEM B TIOPA3ACTICHUS
HJIM KOHKPETHBIM UCIIOJIHUTCIIAM JJI MCIIOJIB30BaHUS B IIPOLECCE UX pa6OTBI j115()0) IIOATOTOBKH
orBeta. CilemuT 3a CpOKaMH BBINOJIHEHHS MOPYYCHHU PYKOBOIMTEINS, B3ATHIX HA KOHTPOIIb.
[IpyHrMaeT AOKYMEHTHl Ha TOJNHCH pyKoBoauTeNnt0. OpraHuzyeT MNpUEeM TMOCETUTENeH,
COJICHCTBYET ONMEPATUBHOCTU PACCMOTPEHUS MPOCKO M MpEeAIOKeHU paboTHUKOB. DopMupyeT
Jiella B COOTBETCTBHH C YTBEPXKICHHOW HOMEHKJIATYpOW, 0OecreurBaeT MX COXPAHHOCTh U B
YCTaHOBJICHHBIC CPOKH CIaeT B apxuB. [loAroraBiMBaeT JHOKYMEHTHI JIsi THPAKUPOBAHUS Ha

MHOXXHUTEIIHLHOM TCXHUKC, a4 TAKIKC KOMMUPYCT JOKYMCHTHI Ha IICPCOHAJIIBHOM KCCPOKCC.



HopmatuBHBIH CpoK 0CBOCHHS IPOTpaMMBlI 2 rojia, B ooseme 240 u.

26353 «Cekperapb-MAIINHUCTKA)

2. VUEBHBIN IJIAH

NPOrpamMmbl NpPo(ecCHOHAIBHON MOATOTOBKH

KoaunuyecTBO YacoB

1 rox 2 rog
o0y4yeHnust | oOyueHusi

1 rox o0yuenust

2 rog o0yueHus

Pacnpezle.ﬂeﬂne qyacoB
Mo MmMoJIyroausim,

dDopmMa KOHTPOJIA
(1Mo moJryroausim)

HaunmeHoBaHue (ayn,/cam.)
pa3neia . i .
[ < = =
(I CHUTJINHBI) g E é E S .
£ S | 8 2= 1| 2|12 1 2 1 2
" = B2 | 2 &
S S == SEE| S =
= X == | E28| &E &
ez | =25 |fE§| =8 F
QS E <8 |O=a
TexHMKa MaIIMHOIKACH 50 50 - 10 20/0 | 10/0 | 10/0 | 10/0 34 34 34 34
Opranu3anuoHHast
TEXHHUKA U
MH(POPMAaLMOHHbIE 46 40 6 10 10/0 | 10/0 | 10/0 | 10/6 34 34 34 34
TEXHOJIOTUH B
JICJIOTIPOU3BOJICTBE
JIOKyMEHTBHI,
KOPPECTIOHICHIINS 1 60 58 2 30 8/0 | 26/0 | 12/0 | 12/2 34 34 34 34
JIETIONPOU3BOJICTBO
JlenoBast KynbTypa 20 18 2 10 10/0 | 8/2 - - 34 34 - -




1roa 2rog
S | o 1 rox o0y4enust 2 rox o0yyeHus
KosimuecTBo yacoB Pacnpenenenue yacon
®opmMa KOHTPOJISA
1O MOJIYTOAUSIM,
(Mo mosryroausim)
HanmeHoBaHmne (aya,/cam.)
pa3uesa - B .
M CIUIIMHBI = > o 5
A - N
£ 5= |8 |[8=E| 1| 2| 1]2 1 2 1 2
g2 =2 | 8ZE|=E¢%
E = = = Z5 S é- B2
cf | «£3 |OE8 i
Hmozo 3auemnsix 14 i i ) i i ) ) 4 4 3 3
uacoe
H
noeo 1o 176 166 10 - 48/0 | 54/2 | 34/0 | 32/8 - - - -
OUCUUNJIUHAM
Ilpouseoocmeennasn 60 i i 60 i 60 ) ) _ o ) )
npaKmuKa
Hmozo06asn 4 } ) . . - - 4 - - - C)
ammecmayus
Bcezo 240 - - - - - - - - - -
IIpumeuanus:

3Y - 3auet nuddepeHIUpPOBaHHBIH,
9 — KBaJIM(PUKAIIMOHHBIHN SK3aMeEH,

O — oT™meTKa 10 TPOU3BOJCTBEHHON IIPAKTHKE.
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3. PABOYME ITPOI'PAMMBI TUCHHUIIJIINH

3.1. YyeOHO-TeMATHUYECKUH IJIAH
acHAILIMHGLE: TexHuKa MamHOMUCH

HanmMeHoBaHue MoayJieid, pa3aeaoB(AMCHMIIJIMH)
H TeM

O0111ee KOJIM-
4eCTBO 4aCOB

KoanyecTBo 4acos

Teopust

IMpakTuka

Opzauumuuﬂ MAUMUHORUCHO20 mpyda

2

2

1.2.

BesonacHocts Tpyna. [ToxxapHas 6€30maCHOCTb.
AYTOTpEHUHT, THMHACTHKA JUIS PYK, [J1a3 U Jp.
Opranuzarus pabo4ero MecTa IMpy MallHHOIHCHBIX
paborax.

OO6mwe npaBuia pabOTH Ha MUAIITYIICH MalTHHE U
KOMIIBIOTEPE. YXO[ 3a MUIIYIIEH MalllMHON U
KOMIIBIOTEPOM.

1

1

Teopuﬂ U MmEexXHUKa nucobma Ha numymeﬁ mauwiune u
Komnbromepe

2.1.

2.2.

2.3.

2.4.

2.5.

«Crnernoit» aecsITHIAIbIEBBIM METO/ ITI€YaTH Ha
KJIaBUAType ¢ pycckum mpudrom. OCHOBHOM, BEpXHUN U
HIDKHUH PsIIbl KJIaBUATYpPHL.

OcBoeHuE TPUEMOB TEXHUKU MUChMa Ha KJIaBUAType C
pycckuM mIpruTOM: OCHOBHOW Psi/I KITaBUATYPHI.

OcBoeHne nprueMoB TEXHUKH NTMChMa Ha KIIaBUaType ¢
PYCCKUM HIPpUGBTOM: BEPXHHUH PSLI KIIABUATYPHI.

OcBoeHne NpueMOB TEXHUKHU MChMa Ha KJIaBUAType ¢
PYCCKUM MIpUGTOM: HUKHUHN P KIaBHATYPHIL.

«Crnernoit» aecsITUIaIbIEBBIM METO ITI€YaTH Ha
KJIABUATYpE C JTaTUHCKUM MpUPTOM. OCHOBHOU, BEPXHUMA
Y HUKHUH pAanbl KnaBuaTypsl. KiepHoe nuceMo.

2.6.

OcBoeHne NpueMOB TEXHUKU MChMa Ha KJIaBUAType ¢
JIATUHCKUM HIPU(QTOM: OCHOBHOM PsIZl KIIaBUATYPHI.
Kneproe nucemo.

2.7.

OcBoenne IMPUEMOB TEXHUKHU IMUCbMa Ha KJIaBUaType C
JMATHHCKUM MIPU(TOM: BEPXHUHN PAJl KIIABHATYPHI.
Knepnoe nucemo.

2.8.

OcBoenne IMPUEMOB TEXHUKHU IMMUCbMa Ha KJIaBUAType C
JATUHCKUM MIPUPTOM: HIKHUH PsIIl KIIaBUATYPHI.
Knepnoe nucemo.

Ogopmnenue mamunonucuvlx padom

19

10

3.1.

[IpaBuna odopmiteHUs 3HAKOB MPETNMHAHMUS, IPSIMAsi PEUb,
LUTAThI, UCIIOJIb30BaHUE COKpaieHui. Criocoob
HCIIPaBJICHUS OIMTHOOK.

3.2.

3.3.

[IpaBuna oopmiieHHsI MATEMATHYECKUX CUMBOJIOB H
(dhopmyi, reorpaduueckux 0003HaAUCHUH, YUCITUTEIIBHBIX
U CIIOKHBIX MpUJIaraTebHbIX.

OdopMIiieHHE TEKCTOB C MATEMAaTHUYESCKUMU CUMBOJIAMH U
(dhopmynamu, reorpaudecKUMu 0003HAYCHUSIMH,
YHUCIIMTELHBIMU H CIIOKHBIMHU MTPUIAraTeIbHBIMU.
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HaumenoBanmne MoayJiei, pa3aeaoB(auCHMIIINH)

O01mee K0JIM-

KoanyecTBO 4acoB

Ne
U TeM 4ecTBO 4aCOB | Teoppus |IIpakTuka

3.4. BaromoBku ¥ moa3aroioBki. CriocoOBl BEIAEIICHUS B 1 1 -
TEKCTE.

3.5. CHocku, mpuMedaHusI. 1 1 -

3.6.  Ileuaranue Tekcra ¢ konusimu. [leyaranue TekcTa ¢ JByX 1 - 1
CTOPOH JIUCTA. HyMepauHﬂ CTpaHull. IleyaTanue Tekcra Ha
JMHOBaHHOH Oymare. TuTynbHBIH JHCT, OHOMHOTrpadus.

3.7.  O¢opmiieHHE TEKCTOB C IBYX CTOPOH JIUCTA C 1 - 1
HyMepalyel CTpaHHlIl, 3aroJOBKaMU, BBIJICIICHHUEM,
MpUMeYaHNeM U CHOCKaMH.

3.8. IMuceMo TekcTa ¢ tGPOBBIM U HOPMYITBHBIM 1 - 1
MaTepHajIoM.

3.9. PyOpuku, ciucku. TaOymsiuus. 1 1 -

3.10 IIpaBuia ohopmIICHUS CXEM. 1 1 -

3.11 Tabnuus!. [IpaBuna ohopmiteHHs U COCTAaBICHHUS POCTHIX 1 1 -
TaOJIHNII.

3.12 OdopmieHre TPOCTHIX TAOIUI] HA MTUIIYIIEH MaIlTuHe. 1 - 1

3.13 | OopmiieHure MpOCTHIX TAOIUI] HA KOMIIBIOTEPE. 1 - 1

3.14 | lnarpaMmBbl. 1 1 -

3.15 OdopmieHne TPOCTHIX TAOIUI] C TUATPAMMOIA. 1 - 1

3.16  Tabmuus!. [IpaBuna odhopmiteHHs U COCTaBICHUS 1 1 -
CJIO’KHBIX TAOJIHII.

3.17 | OopmieHue CI0XKHBIX TAOIHI HAa KOMIIBIOTEPE. 1 - 1

3.18  Odopmienue TabauIl C TEKCTOM, JHATPAMMOIA. 1 - 1

3.19 Odopmienne TabIUI C TOIKICHKOMN. 1 - 1

4. | Cosepuencmeosanue cKopocmu u mexHuKu RUCbMa 17 - 17

4.1. OtpaboTka IBUTaTEIHHBIX HABEIKOB IIPH OCBOCHUH 1 - 1
KJIAaBUATYpPBI. 3aMepbl CKOPOCTH.

4.2. OrpaboTKa IBUTaTENbHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1
KJIaBHATYpPBI. 3aMepbl CKOPOCTH.

4.3. OrpaboTKa IBUTATEIFHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1
KJIAaBUATYpPBI. 3aMepbl CKOPOCTH.

4.4. OrpaboTKa IBUTaTEIbHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1
KJIaBHATYpPBI. 3aMepbl CKOPOCTH.

4.5. OrpaboTKa IBUTATENBHBIX HABBIKOB IPH OCBOCHUHU 1 - 1
KJIaBUATYpPBI. 3aMepbl CKOPOCTH.

4.6. OtpaboTka IBUTaTEIHHBIX HAaBBLIKOB IIPH OCBOCHUH 1 - 1
KJIaBHATYypPBI. 3aMepbI CKOPOCTH.

4.7. OtpaboTKa IBUTaTENbHBIX HABBIKOB PH OCBOCHUHU 1 - 1
KJIaBHATYpPBI. 3aMepbl CKOPOCTH.

4.8.  OtpaboTKa ABUraTe/IbHBIX HABBIKOB IIPU OCBOCHHH 1 - 1
KJIAaBUATYpPBI. 3aMepbl CKOPOCTH.

4.9. OrpaboTKa IBUTaTENbHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1

KJIaBHATYypPBI. 3aMepbl CKOPOCTH.
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HaumenoBanmne MoayJiei, pa3aeaoB(auCHMIIINH)

O01mee K0JIM-

KoanyecTBO 4acoB

Ne
U TeM 4ecTBO 4aCOB | Teoppus |IIpakTuka
4.10  OtpaboTka JBHTATEIBHBIX HABBIKOB TIPH OCBOCHHUH 1 - 1
KJIAaBUATYpPBI. 3aMepbl CKOPOCTH.
4.11 OtpaboTKka ABUraTENbHBIX HABBIKOB IIPH OCBOCHUU 1 - 1
KJIaBHATYypPBI. 3aMepbl CKOPOCTH.
4.12  OtpaboTKa JBHTaTEIbHBIX HABBIKOB TIPH OCBOCHHU 1 - 1
KJIaBUATYpPBI. 3aMepbl CKOPOCTH.
4.13 OtpaboTKa IBUTATEIHLHBIX HABBIKOB IIPU OCBOCHUHU 1 - 1
KJIaBHATYpBI. 3aMepbl cKopocTu. Iledars mox AMKTOBKY.
4.14 OtpaboTKa NBUraTEIbHBIX HABBIKOB MPU OCBOCHUH 1 - 1
KJIaBHATYypPBI. 3aMepbl cKopocTu. [ledats moa AUKTOBKY.
4.15 OrpaboTka TBUTATEIHHBIX HABBIKOB TP OCBOCHHH 1 - 1
KJIaBHATYypBl. 3aMepbl cKopocTu. Iledars mox AMKTOBKY.
4.16 OtpaboTKa OBUraTeIbHBIX HABBIKOB MIPU OCBOCHUH 1 - 1
KJIaBHATYypBI. 3aMepbl cKopocTu. [ledars moa AUKTOBKY.
4.17 OtpaboTKa IBUTaTEIHHBIX HABBIKOB IIPH OCBOCHUHU 1 - 1
KIIaBHATYpPBI. 3aMepbl cKopocTu. [leyars Moy JUKTOBKY.
5. |3auem no oucyunnune « Texnuxka mawunonucuy, 4 2 2
HToro ayiuTopHbIX YacoB M0 AUCHHUIIJIMHE 50 15 35

Bcero mo qucuumnjiinHe

50
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Y4eOHO-TeMATHYECKHAH IVIAH
AUCHHMIUTAHBI: OpraHu3anoHHasi TEXHUKA M MH(POpMAIMOHHbIE
TEXHOJIOTHH B JIeJIONPON3BO/ICTBE

HaumeHoBanmne Moay.en, pa3aeoB(IuCIHUIIINH)

Oo01ee KoJIM-

KoaunuyecTBO 4yacos

No
U TeM HeCTBO 4aCOB | Teopus |IpakTnka
1. |Opeanuzauuonnan mexnuka 6 6 -
1.1. |BBexneHue: cpeacTBa OPITEXHUKH, OTIPEACTICHHE, 1 1 -
Ha3zHauYeHue, KilacCuUKAIIHSI.
1.2. |Ilomemenue it ynpaBIeHUYECKUX CIYXO U ero 1 1 -
OCHAILlEHHE
1.2. |Cpencrta ansi coCTaBICHUS OPUTHHAIOB TEKCTOBBIX 1 1 -
JOKYMEHTOB.
1.3. |CpencTBa KOMUPOBAHHS W ONIEPATHBHOTO 1 1 -
Pa3sMHOXXEHHSI JOKyMEHTOB. CpeacTBa TUPaXXKUPOBAHUS
JOKYMEHTOB.
1.4. |CpenctBa anst o6paboTku nokymenToB. CpeacTaa 1 1 -
cBsi3u. JlukTodoHHas TeXHUKA. BeruucnureabHbIe
CpelcTBa.
1.5. |KontponbHas pabora mo teme «OpranuzaloHHas 1 1 -
TEXHUKa»
2. |Hugpopmayuonnvie mexnonozuu 6 30 11 19
oenonpouseoocmee
2.1. |Beenenue. [IpuknanHoe nporpaMMHOe obecriedeHne 1 1 -
U1 paboThI cekpeTaps. TeKCcTOBbIM mpoueccop
WORD: pyHKIIMOHATBHBIE BO3MOKHOCTH.
2.2. | TekcroBbiii mporieccop WORD: mopsiiox 1 mprueMbl 1 1 -
BBITTOJIHCHHS OTICPALIUH.
2.3. |BemonHeHue paboT 1Mo 00paboTKe JOKYMEHTAIU! B 1 - 1
TeKkcToBOM Tporeccope. Odopmienue ykazarenen,
HaJIuCeNn.
2.4. |BemonHeHHE paboT 1Mo 00paboTKe JOKYMEHTAIU! B 1 - 1
TEKCTOBOM Tiporieccope. OdopmiteHrne 3aroioBKa
CTEHJA.
2.5. |Bpimmonnenue paboT mo 00paboTKe TOKYMEHTAIUU B 1 - 1
TeKCTOBOM npoueccope. Odopmienue
nHGOPMALMOHHBIX JIUCTOB AT CTEHJA.
2.6. |Bpimmonnenue padboT mo 00paboTKe TOKYMEHTAIUU B 1 - 1
TeKkcTOBOM mporieccope. CtuiieBoe popmMaTupoBaHue.
2.7. |Bpimonnenue padboT mo 00paboTKe TOKYMEHTAIHU B 1 - 1
TeKcToBOM Tporieccope. CtuieBoe GpopmaTupoBaHue.
2.8. |Word: npumMeHeHune mabiIoHOB MPH CO3TaHUM 1 1 -
JOKYMEHTOB.
2.9. |Word: npumeHeHne M1abI0HOB MPH CO3AaHIN 1 1 -
JOKYMEHTOB
2.10. |Word: coznanne coOCTBEHHBIX IIA0JIOHOB 1 1 -
2.11. | IlpumeHeHue mAOIOHOB MPU CO3JJAHUH IOKYMEHTOB 1 - 1
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HaumeHnoBaHue Moay.ieid, pa3aeaoB(I1CHUILINH)

Oo01ee KoJIM-

KoanuecTBo 4acoB

Ne
U TeM YeCTBO YaCOB | Teopus |IpakThka
2.12. | TlpumeHeHue MabIOHOB MPU CO3J]AHUH JIOKYMEHTOB 1 - 1
2.13. | KonTponbHas padora no Teme «I11abrnoHb» 1 - 1
2.14. | Onexrponnas Tabnuna Excel: ¢pynkunonansHeie 1 1 -
BO3MOHOCTH.
2.15. | BeimonHeHne paboT B DIIEKTPOHHOMN TabuIle: 1 - 1
odopmIIeHHE TeKCTa, TAOJIUII, THArPaMM.
2.16. | DmextponHas Tabnuna Excel: mopsmok u mprueMsl 1 1 -
BBITIOJTHEHHS OTICPALIUH.
2.17. | BemmonHeHue paboT B 21€KTPOHHOM TabmuIIe: 1 - 1
odopmiieHre TeKCTa, TAOIUL, AUATPAMM, CIIAPKIIAHHOB;
MPOCTHIC BEIYMCIICHHS.
2.18. | KontponbHas pabota 1o Teme «DJIEKTPOHHAs TaOIuIa 1 - 1
Excel»
2.19. |IIpe3enrannonnas nporpamma PowerPoint: 1 1 -
(yHKIIMOHAIBEHBIE BO3MOXKHOCTH.
2.20. |IIpesenranuonnas nporpamma PowerPoint: [opsiiok u 1 1 -
MIpUEMBI BHITIOJTHEHUS OTepanuii.
2.21. |Co3nmaHue mpe3eHTanu. 1 - 1
2.22. |Co3nmaHue Mmpe3eHTaui. 1 - 1
2.23. | Co3nanue pe3eHTalu. 1 - 1
2.24. |KontponbHas pabora mo teme «lIpe3eHTannoHHas 1 - 1
porpamma PowerPointy
2.25. | KomnbloTepHble ceTr. MIHTEpHET. 1 1 -
2.26. | Cucrema mepeaayu dJIEKTPOHHBIX COOOICHUH. 1 - 1
DJIeKTpOHHAs TTOYTa.
2.27. | ApxuBaTopbl. AHTHBHPYCHBIEC TPOIPAMMEBI. 1 1 -
2.28. | CoBMecTHOE cO3/1aHHE U PEIAaKTHPOBAHUE TOKYMEHTOB 1 - 1
2.29. | CoBMecTHOE cO3/1aHHE U PEIaKTHPOBAHUE TOKYMEHTOB 1 - 1
2.30. | CoBMeCTHOE CO3/IaHUE M PEIAKTHPOBAHUE JTOKYMEHTOB 1 - 1
3. |3auem no oucuyunaune «OpzanuzayuonHnas mexHuka 4 2 2
U uHgopmayuUoOHHbIEe MEXHOI02UU 8
denonpouseoocmee»
HToro aynuTOpHBIX YaCOB MO TUCHHUIIJIHHE 40 19 21
Ji1st caMoCTOATEILHOTO N3yYeHusi (B TOM YHCIe 6 3 3
NPaKTHKYMA)
Bcero no aucuuniune 46
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Y4eOHO-TEeMATHYECKHUI IJIAH

AUCHUILIAHBL: JIOKyMEHTBI, KOppeCIIOHICHIMSA U 1eJIONPOU3BOICTBO

HaumMeHoBaHue Moy ieil, pa3aeaoB(I1CUUIINH)

O01ee KoOJIM-

KoanuecTBO 4acoB

Ne
H TeM YecTBO YaCOB | Teopus |IIpaxkruka
1. |doxymenmul, koppecnonoenyus u 0CHOGb! 46 33 13
0enonpou3eoocmea
1.1. |OcHoBHBIC CBEICHUS U3 UCTOPHH JICTONPOU3BOICTBA H 1 1 -
cekpeTapckoi ciyxObl. Opranuzanust ”HPOPMaOHHO-
JOKYMEHTAJIBHOTO 00CTY)KHBaHHUS.
1.2. |JlokyMeHTaIlMOHHOE OOecTIeYeHNE PEIPUSITHS. 1 1 -
TpeboBanus k mokymeHTaM. COCTaBJICHHE TEKCTOB
CIIy>K€OHBIX TOKYMEHTOB.
1.3. | JokyMeHTalMOHHOE 00eCTIeYeHHE TIPEIIPUATHS. 1 1 -
TpeboBaHus K JOKYMEHTaM.
1.4. | TpeOoBaHus K OiaHKaM U IpaBUiia OGOPMIICHUS 1 1 -
YIpaBJIEHYECKUX JOKYMEHTOB.
1.5. |OcHOBHBIE TOKYMEHTHI YIIPABJICHUS; COCTABIICHHE, 1 1 -
odopmiieHre 1 paboTa ¢ TOKyMECHTaMH.
1.6. |OcHOBHBIE JOKYMEHTHI YIIPaBIICHHSI; COCTABICHHE, 1 1 -
odopmiieHre u padoTa ¢ TOKyMEHTaMH.
1.7. |OcHOBHBIC JOKYMEHTHI yIIPaBJICHHS; COCTABIICHUE, 1 1 -
oopmiienue u paboTa ¢ TOKYMEHTaMH.
1.8. |OcHOBHBIE JOKYMEHTHI YIIPaBJICHHS; COCTABICHHE, 1 1 -
odopMiIeHHE B paboTa ¢ JOKYMEHTaMHU.
19 OcCHOBHBIE TOKyMEHTHI YIIPABJICHNUS; COCTABJICHHE, 1 1 -
" |odopmienue u paboTa ¢ JOKYMEHTAMU.
110 OcHOBHBIE JOKYMEHTBI YIPABJICHHUS; COCTAaBICHUE, 1 1 -
7" |odbopmiienne u paboTa ¢ TOKyMEHTaMHU.
111 OCHOBHBIC TOKYMEHTHI YIIPABIICHUS; COCTaBJICHHE, 1 - 1
7" |opopmitenue u paboTa ¢ JOKYMEHTaMHU.
1.12. | OcHOBHBIE TOKYMEHTHI yIIPaBIEHHUS; COCTaBICHHE, 1 - 1
odopmiieHre 1 paboTa C TOKyMECHTaMH.
1.13. | OcHOBHBIE TOKYMEHTHI YIIPABIICHHUS; COCTABIICHNE, 1 - 1
odopMiIeHHE B paboTa ¢ JOKYMEHTaMHU.
1.14. | OcHOBHBIE JOKYMEHTHI YIIPABJICHHS; COCTABIICHUE, 1 - 1
oopmiienue u paboTa ¢ TOKYMEHTaMH.
1.15. | OcHOBHBIE TOKYMEHTHI YIIPABIICHHUS; COCTABIICHNUE, 1 - 1
odopMiIeHHE B paboTa ¢ JOKYMEHTaMHU.
1.16. | OcHOBHBIE JOKYMEHTHI YIIPaBJICHHsI; COCTABICHHE, 1 - 1
oopmienue u paboTa ¢ TOKYMEHTaMH.
1.17. | JoKyMEeHTHI 110 TUYHOMY COCTaBY (Kaapam, IEpPCOHANY); 1 1 -
cocTaBlicHHE, O(OPMIICHHE 1 PadoTa C JJOKyMEHTaMHU.
1.18. | JoKyMeHTHI 110 TUYHOMY COCTaBY (Kaapam, IEpCOHANY); 1 1 -
cocTaBlieHHE, 0(OPMIICHHE U PaboTa ¢ JOKyMEHTaMHU.
1.19. | JlokyMEHTHI IT0 TUYHOMY COCTaBY (Kajpam, IIepCOHAITY); 1 - 1

cocTaBlicHHE, 0(OpPMIICHHE 1 PadoTa C JOKyMEHTaMHU.
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HaunmeHnoBaHue MoayJieid, pa3aeoB (1M CUMIIINH)

Oo1Iee KoJu-

Koan4yecTBO 4acoB

Ne

1.20. | JoKyMEHTBHI 110 TUIHOMY COCTaBY (KaJpam, IEpCOHANY); 1 - 1
cocTaBlicHHE, 0(OPMIICHHE 1 PadoTa C JIOKyMEHTaMHU.

1.21. | JoKyMEHTBI IMYHOTO XapaKTepa; COCTaBIICHNUE, 1 1 -
othopmieHre U paboTa C JOKyMEHTaMH.

1.22. | JokyMeHTBI IMYHOTO XapaKTepa; COCTaBIICHNUE, 1 1 -
odopmiieHre u paboTa ¢ TOKyMECHTaMH.

1.23. | JlokyMeHTHI TUYHOTO XapaKTepa; COCTaBIEHHE, 1 1 -
odopmiieHre u paboTa ¢ TOKyMEHTaMH.

1.24. | JoxyMeHTBI IMYHOTO XapaKTepa; COCTaBIICHHUE, 1 1 -
oopmienue u paboTa ¢ TOKYMEHTaMH.

1.25. | JlokyMeHTBI TUYHOTO XapaKTepa; COCTaBICHHUE, 1 1 -
odopMiIeHHE B paboTa ¢ JOKYMEHTaMHU.

1.26. | JoKyMEeHTBI IMYHOTO XapaKTepa; COCTaBIICHNUE, 1 - 1
oopmienue u paboTa ¢ TOKYMEHTaMH.

1.27. | JoxyMeHTBI IMYHOTO XapaKTepa; COCTAaBIICHNUE, 1 - 1
odopmiieHre 1 paboTa ¢ TOKyMEHTaMH.

1.28. | JoKyMEeHTBI TIMYHOTO XapaKTepa; COCTaBIICHHUE, 1 - 1
othopmieHHE U paboTa C JOKyMEHTaMHU.

1.29. | JokyMeHTBI IMYHOTO XapaKTepa; COCTaBIICHHE, 1 - 1
odopmiieHHe 1 paboTa C TOKyMECHTaMH.

1.30. | [lokyMeHTHI THYHOTO XapaKTepa; COCTaBICHHE, 1 - 1
odopmiieHre u padoTa ¢ TOKyMEHTaMH.

1.31. |KonrtponbHas pabota 1o teme «/]oKyMeHTbI TMIHOTO 1 1 -
XapakTepay

1.32. | Oprauuzanust padbOThI C JOKYMEHTaMH. 1 1 -

1.33. | Opraamzanmst paboThI C TOKyMEHTaMH. 1 1 -

1.34. | Opranuzanus paboThbl C JOKYMEHTaMH. 1 1 -

1.35. | Opranuzamnus paboThl C TOKyMEHTaMH. 1 1 -

1.36. | Opranuzanust pabOThI C TOKyMEHTaMH. 1 1 -

1.37. | Opranuzamusi paboThI ¢ TOKyMEHTaMH. 1 1 -

1.38. | Opraamsanus 1 JOKYMEHTHPOBAaHUE PaOOTHI C 1 1 i
oOpareHIsIMH TpakaaH

1.39. |Homenknarypa gen 1 1 -

1.40. | ®opmuposanue gen 1 1 -

1.41. | Xpanenue nen 1 1 -

1.42. |PaboTa ¢ JOKYMEHTaMH, COACPKAIIUMH KOMMEPUYECKYIO 1 1 i
TallHy NPEAIPUATUS

1.43. | OcHOBHBIE QYHKIMH CEKpeTapsl o 00eCIeUCHHIO 1 1 -
0€310KYMEHTAILIMOHHOT0 OOCITY>KUBaHHUS AEATEILHOCTH
PYKOBOJIUTEIS

1.44. | OcHoBHBIE PYHKINN CEKpETaps 1Mo 0OECTIEYCHUIO 1 1 -

6€3HOKYM6HT3LII/IOHHOFO O6CJ'Iy)KI/IBaHI/I$[ ACATCIBHOCTHU
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HaunmeHnoBaHue MoayJieid, pa3aeoB (1M CUMIIINH)

Oo1Iee KoJu-

Koan4yecTBO 4acoB

Ne
PYKOBOJHTEIS
1.45. | OcHoBHBIE PYHKINU CEKpeTaps Mo 0OECTIEYCHHUIO 1 1 -
0€310KYMEHTAIlIMOHHOT'0 OOCITY>KUBaHHUS ACATEILHOCTH
PYKOBOJHTEIS
1.46. | OcHoBHBIE (DYHKIIUH CEKpeTaps MO 00ecIeYeHHIO 1 1 -
0€3I0KYMEHTAIIMOHHOTO 00CITYKUBaHHUS ACATETBHOCTH
PYKOBOJHTEIS
2 OcHo6bl pedaKmuposanus meKcmos u pegpepuposanue 5 4 1
" |ungpopmauuu
2.1. | OcHOBHBIE MOJIOKEHHUS CTHINCTUKH, ICKCUKH H 1 1 -
(pazeornorun. CriernanbHas JeKCHKa. TepMUHOIOTHS.
OdunmansHo-1e0BOM CTHIIB. OCHOBHBIE TIOJIOKEHUS
op¢orpaduu 1 MOPHOJIOTHH C HIEMEHTAMH
MPAaKTUIECKOW CTHIUCTUKH. CHHTAKCHC C DJIEMEHTaMH
MIPaKTHYECKON CTHIIMCTUKH.
2.2. | TexHuka peJaKTHPOBAHHS TEKCTOB. 1 1 -
2.3. | Texuuka peqakTUPOBAaHHS TEKCTOB. 1 - 1
2.4. | Coop u pedepupoBanue HHPOPMALTUH 1 1 -
2.5. |KonTponbHas pabora 1o Teme «OCHOBBI 1 1 -
pemaKTHpOBaHMUS TEKCTOB U peepupoBaHme
HHPOPMAIIHN
3. | OcHoebl menedrncmenma 3 3 -
3.1. |Bunbl npeanpusATHIA. 1 1 -
3.2. | YmpaBrneH4ecKast CTpYKTypa MpearpUsITHS. 1 1 -
3.3. |KonTponbHas pabora o teme «OCHOBBI MEHEKMEHTa) 1 1 -
4. |3auem no oucuyunnune «/[oKymeHmul, 4 3 1
KOppecnoHOeHyus u 0e10npPoU3800Cmeo0»
HTOro ayAnTOpHLIX YaCOB M0 JUCHHUIIJIMHE 58 43 15
J1s caMocTOATEIHLHOr0 U3yyeHusl (B TOM Yncie 2 1 1
NPaKTHKyMa)
Bcero no gucouninHe 60
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Y4eOHO-TeMAaTHUECKHUH IJIAH
aucHUIIMHGBL: JlesioBasi KyJbTypa

=

HanMeHoBaHue MoayJiei, pa3aeaoB(IUCIMIINH)
H TEM

Oo01mee KoJIM-
YeCcTBO 4aCOB

KoanuecTBo 4acoB

Teopus

IMpakTnka

OcreTrueckas U 3TH4ecKas KyJlbTyphl.

IIcuxonorus oOmeHus.

KyneTypa o01menus B cepe aesiTeNbHOCTH CEKPeTaps.

Nmux cexperaps.

KynbTypa peun.

KyneTypa Tenedgonnoro pasrosopa.

OTHUKET B IEIOBOM MEPEIUCKE.

BusuTHbIe KapTOUKH.

Ol (N]|o|ar]|w (-

TexHnka BeASHUSI U DTUKET AEJIOBOM OeCeIbl.

-
©

JlenoBoi mpoTOKOJI.

-
=

[paBuna cepBupoBKH YaitHOTO (KO(heiHOTO0) cTONIA

-
LA

HpaBHna IMPUTOTOBJICHUA U TOAAa4YU TOPAYNX HATUTKOB U
3aKyCOK K HUM

S R Y

G R R Y

13.

Hureprep pabodero noMenieHus Kak 00JacTb JeJI0BOI0O
JTHKETA.

14.

3auem no oucyunaune «/lenogan Kynomypay

Hroro AYAUTOPHBIX YaCOB MO TUCHUIIJINHE

18

18

JJ1s1 caMoCTOSITeILHOTO U3y4eHus1 (B TOM 4ucJie
NMPaKTHUKYMA)

Bcero no pucuumjinze

20




19

3.2. Coaep:kanue paGo4ux NporpamMm 1no JUCHUIIHHAM

3.2.1. [ucuunianna: Texnuka mammuaonucu (50 4.)

Opzanu3zayus MawuHONUCHO20 MPyoa

besonacnocts Tpyna. IlokapHas Oe3omacHocTh. OpraHu3zanus pabodero MecTta Hpu
MaITMHOTIMCHBIX paboTax. AyTOTPEHHUHT, THMHACTHKA ISl PYK, TJ1a3 U JIp.

OO6mue mpaBwia pabOTHl HAa MHINYIICH MallMHE W KOMITbIOTEpE. YXOJ 3a MHIIyIIeH

MAaIlIMHON B KOMIILIOTCPOM.

Teopus u mexnuka nucbmMa HQ NUULYWLell MAWUHE U KOMnblomepe
"Cnenoil" necsATUNAIBLIEBBIA METOJ NEYaTH Ha KIABUAType C PYCCKUM U JIATUHCKUM
mpudToM. OCHOBHOM, BEPXHUW M HIDKHHMA PAABl KIABHATYPHI, OCBOCHHE NMPHUEMOB TEXHHKHU

nucpMa. KHGpHOG IIHMCBMO.

Odhopmaenue mawunonucHuvlx padom

[IpaBuna odopmileHUs] 3HAKOB TpPENMUHAHWSA, TpsSMas pedb, IMTATHl, HCIIOIH30BAaHHE
cokpariennii. CriocoObl HCTIPaBIICHUS OIITHOOK.

[IpaBuna HamucaHus MaTeMAaTHUYECKUX CHUMBOJIOB U (opmyn, reorpaduueckux
0003HAYCHUN, YHCIUTENBHBIX M CIOXKHBIX MpWIAraTelbHbIX (apaOCKUX W pUMCKUX 1udp,
KOJIMYECTBEHHBIX W TOPSIKOBBIX YHCIHTEIBHBIX, CIOXHBIX MPHIAraTeIbHBIX, MHOTO3HAYHBIX
gyuceyn, OYKBEHHO-TM(GPOBBIX O0O3HAYEHWH, 3HAKOB, YINOTPeONsIeMbIXx ¢  Iudpamu,
apu(MeTHYecKux 3HAKOB, MATEMAaTHYECKUX U Teorpadudyeckux 00O3HAUEHUH, XUMUYECKUX H
MaTeMaTHYECKUX POopMyIm).

OdopmiteHre TEKCTOB C MATEMaTHUYECKUMH CUMBOJIAMH ¥ (hopMyIamMH, reorpaduaecKuMu
0003HAUYEHUSAMHU, YUCTUTEIbHBIMU U CIOXKHBIMU MPUIIAraTeIbHbIMU.

3aronoBKku U Moa3arodoBKu. CrocoObl BbIIETICHHS B TEKCTE.

[lewaranne Texcra ¢ xomusMu. Ileyaranue Tekcra ¢ ABYX CTOpOH jucta. Hymepanus
ctpanuil. [leuatanue TekcTa Ha TMHOBAaHHOM Oymare. TuTybHBIN IHCT, OnOIHOTpadwHs.

CHoCKH, TpUMEYaHHUs.

OdopmiieHne TEKCTOB C JBYX CTOPOH JIUCTa C HyMmepalMel CTpaHMIl, 3arojOBKaMH,
BBIJICJICHUEM, IPUMEYaHUEM U CHOCKAMH.

Py6puku, cnucku. TaGynsus.

[TuceMo TekcTa ¢ HuppPOBHIM U POPMYIBLHBIM MAaTEPHUATIOM.

[IpaBuna opopmieHus cxem.

Tabmunpl. [IpaBuna opopmiieHUs: U COCTABICHHS MPOCTHIX TAOIUII.
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Odopmitenne mpocThIX TaOIMIl Ha MUIIYIIEH MaIINHE.
Odopmitenue mpocThIX TabIMII Ha KOMITBIOTEPE.

JHuarpammbl. OQopmireHre TPOCTHIX TAOIHUI] C JUArPAMMOM.
Tabnuupl. [IpaBuna opopmiieHHs U COCTABICHUS CIOXKHBIX TaOJIHII.
OdopmiteHne CI0XXHBIX TaOIUL HA KOMIIbIOTEPE.

Odopmienue TabIUIl C TEKCTOM, THarPaMMOM.

Odopmnenue TabauIL C TOIKICHKOM.

Coeepmeucmeoeauue CKopocmu U mexHuKu nucoma
OTpa6OTKa ABUT'ATCIIbHBIX HABBIKOB IIPpU OCBOCHUHN KJIIABUATYPHI. 3aMepH CKOpPOCTH.

[Teuars mox IUKTOBKY.

3.2.2. JucuuniuHa: Opranu3alioHHAasi TEXHUKA M HHPOPMalMOHHbIE
TEXHOJIOTUH B JesonpousBojactse (46 4.)

Tema. OpraHuzanMOHHAS] TEXHUKA

Beeoenue

Cpe,[[CTBa OPTTCXHUKH, ONIPCACIICHNUEC, HA3HAYCHUC, I(J'IaCCI/I(l)I/IKaI_II/IH.

Ilomeuwienue ona ynpagnenueckux cayxncd u e2o oCHaujeHue

TpeGoBaHMs K MOMELIEHUSAM C YYETOM BHJIOB JESATEIBHOCTH, CIEUU(PUKU BBIIOIHIEMBIX
paboT (OKa3plBa€MBIX YyCIyr) opraHuzanuu Tpyla. COBpEMEHHOE OCHAIlleHHE MOMEIeHHH
YIPaBJIEHYECKUX CIy>KO: KOMITBIOTEpHOE obecreueHue; Tteiae(oHHas, TeJIeKCHas CBS3b;

CHT'HaJIbHOE 000pymoBaHue u Jip. Pabodee MecTo cekpeTaps; ero OCHallleHHE.

Cpeocmea 0na cocmagnenus OpuUHAI08 MeKCmo8vlX 0OKyMeHm o8
HI/IH_IYH_[I/IC MAaNOInHKHA. KHaCCI/I(bI/IKaLII/ISI, BH/BI, 3KCHHyaTaHI/IOHHBIC BO3MOXHOCTHU.
YerpoiictBo. [Ipumenenue.

HepCOHaJ'IBHHﬁ KOMIIBIOTCP: TEXHUUCCKUC YCTPOﬁCTBa, HX XapaKTCPUCTHUKMU.

Cpeocmea Konupoeanus u onepamueHozo PasmMHONCEHU OOKYMEHN 06
[Tpouieccrl KOMMPOBAHUS U Pa3MHOXKEHHS TOKYMEHTOB. Buibl 000opynoBaHus; NPUHIIUIT

HeﬁCTBHH, IMPUMCHCHHC.

Cpeocmea 01s 00padbomku 0OKymeHmos
CumBatenu, TanKWh, pPETUCTPATOPhl, JBIPOKOJBI, HYMEpPATOphbl, JaTHPOBIIMKH,

6YMaFOYHI/I‘{TO)KaIOH_[I/Ie arapartsl 1 Jp.; IPUHIOAII ,Z[CI>'ICTBI/I5I, IIPUMCHCHHC.
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Cpeocmea ceasu

CpenctBa (akcuMIIIbHOW CBsi3U. TenedakcUMUIbHAS TEXHHKA. DJIEKTPOHHAs MOYTa.
TeneBu3nOHHBIE YCTPOMCTBA I nepeaadyn nHopmanuu. AGOHEHTCKHI Tenerpad, TeneTansbl.
TenedonHble anmaparsl; UX Kinaccupukanus. Paguorenedonnas cBsi3b; BUIbI paanoreneGoHHON
CBsI3U. ABTOMaTHU3UpOBaHHBIE TenedonHble ctanuuu. CoroBas TenedoHHAs CBA3b. Y CTPOWCTBA
JUist ToBbIeHUst 3¢ ¢deKTuBHOCTH TenedoHHOM cBs3u. [lelmpkunrosass cBsa3p. [IpumeneHue

CpCaCTB CBsA3H.

Jukmodghonnan mexnuka

Knaccudukanus AMkTo()OHHON TEXHUKH; TPUHIUI 1EUCTBUS; IPUMEHEHHUE.

Cpeocmea mupasxcupoganus 0OKyMeHmos

CymHocTh mpolecca THUPaXHPOBAHUS JOKyMeHTOB. OOmiue cBeaeHust O crocobax

ornepaTtuBHOU nonurpapuu. Cpencrsa A1 TUPAKUPOBAHUS JOKYMEHTOB; IPUMEHEHHE.

Botuucaumenwvhoie cpe()cmea

BreruncnurenbHas TeXHHKa B OpPraHW3allMOHHO-YIIPABIEHYECKOH chepe AesaTenbHOCTH;

BU/JIbI BBIYUCIIUTCIIBHBIX CPEACTB, IPUMCHCHUC.

Tema. UH(opMaLiiOHHBIE TEXHOJIOIHH B /1€JIONPOM3BO/ICTBE

Beeoenue

NudopManoHHbIe TEXHOJIOTHH B CEKPETapCKOM Jiefe; orpezaenenne, 3h(HeKTHBHOCT
HOBBIX METOJOB paboThl cekperaps. Poiib mepcoHanbHOrO0 KOMIIBIOTEpAa B COBPEMEHHOM

HH(I)OpMaHHOHHOﬁ TCXHOJIOTHH. BBI60p KOMIIBIOTEPA AJII CCKpETapsI.

Ilpuxknaonoe npozpammnoe obecneuenue 0nsa pabomol ceKkpemaps

WNuTterpupoBanHbie MakeThl ¢ OYHKIUSAMU MEPCOHATBHOM WH(GOPMAIITMOHHONW CHCTEMBI.

TekcToBbIE peaKTOPhI s CeKpeTape; uX 3pPEeKTUBHOCTD.

Texcmoewtit npoueccop WORD
OyHKIMOHAIBHBIE BO3MOXHOCTH Tpoueccopa. llopsiok M mnpuemsl BBIIOIHEHUS
onepauuil. Bpimonnenne pabor mo o0paboOTKE MOKYMEHTAllMd B TEKCTOBOM IPOIECCOpeE.

[Ta6nonsbl. [IpuMeHeHne MA0IOHOB MPU CO3JJAHUN TOKYMEHTOB.

Inexmponnaa maodauya Excel
OYHKIMOHANBHBIE BO3MOXHOCTH OJJIEKTpOHHOW Tabnmuipl. [lopsgok W mpuemsl
BBHITIONTHEHMsI omepainuii. BreimonHeHne paboT B 3JICKTPOHHOU Tabmuie: odopMIICHHE TEKCTa,

Ta0IuIl, TUarpamMm, CapKJIaAHOB; MPOCTHIC BHIYUCIICHUS.



22

Ilpezenmayuonnasa npozpamma PowerPoint
@yHKIMOHANbHBIE BO3MOKHOCTHU. [Tops10K 1 mpuemsl BbIoaHeHUs onepaunid. Co3znanue

MpEe3eHTAIIUM.

Komnviomepuwvie cemu. Hnmepnem
[Tepenaua nHpopMaIu MKy KOMITbIoTepamu. JlokanbpHbIE U TT00aNBHBIE ceTH. INnternet.
Cucrema mepenayul AJIEKTPOHHBIX COOOIEHUH. DJIEKTPOHHAs MMOYTa: PErucTpanus, OTIpaBKa

nuceM, puKperieHue ¢ainos, padora ¢ KaJeHIapeM U T.11.

Apxueamopul

ApxuBatopbl. ApXHUBHUpPOBaHUE (PailsioB.

Anmueupychnoile npozpammot

Pabota ¢ aHTUBHPYCHBIMU MPOrpaMMamMH.

Coemecmmnoe cozoanue u pedaKmuposanue 0OKyMeHmos
CoBMecTHOE cO37aHME W penakTupoBaHHe IOoKymMeHTOB B (Google Docs: kanenmaps,
TEKCTOBOTO JOKYMEHTa | Ap. BO3MOXHOCTH HCIOIB30BaHUS JOKYMEHTOB ISl IUNITAHUPOBAHUS U

MMPOBCACHUA COBMCCTHBIX CCTCBBIX U OYHBIX MGPOHpHHTHﬁ.

Tema(bl) 1151 CAMOCTOSITEILHOIO U3Y4YeHMsI (B TOM YMCJIe PAKTUKYMA):

Bribupaercs Ha ycMOTpeHHe neiarora.

3.2.3. Iucuunianna: JJoKkyMeHTbl, KOPPeCIOHIeHIH S
U J1eJ10NPOou3BoACTBO (60 4.)

Tema. JIoOKyMeHTBI, KOPPECIIOHIEHIIUSI M OCHOBBI /IeJIONPOU3BOICTBA

OcHoeHbvle ceedenus u3 UCmopuu 0ea0npPoOU3800CMEa U CEKPemapcKoil cayyHcovt

Opzanuzayun UHGOPMAYUOHHO-0OKYMEHMATILHO20 00CTYHCUGAHUS

[Tpouecc ympaBieHuss NpPEANpPUATHEM; AETONPOU3BOJACTBO KaK YacTh YIPaBICHHS.
HoxymenTt. Bunbl nokymentoB. Cxema opraHuzaluyd padOThl ¢ JTOKYMEHTaMU MPEAIpUSTHS.
®opma opraHuzalMU JAEIONPOU3BOJACTBA. MHPOpPMaLMOHHO-TOKYMEHTAIbHOE O0CITY)KUBAHUE;
CTIEIUAIIACTHI CITY>KOBI. JIoKyMeHTalmoHHOE U 0€37J0KYMEHTHOE O0CITy)KHUBaHUE PYKOBOJIUTEIIS.

Opranuzanus Tpyaa B OpraHM3allMOHHO-YIIpaBIeHYECKOH cepe; ycaoBus Tpya.
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Jlokymenmayuonnoe obecneuenue npeonpuamus. Tpebosanua k 00Kymenmam
C(l)epbl HCIIOJIb30BAHHUA AOOKYMCHTOB;, BHWIHI, CBOMCTBA W Ha3zHaUeHHUE JOKYMCHTOB.
IOpunuyeckoe 3HaueHWE TOKYMEHTOB. YHH(HKANWS W CTaHIAPTU3AIUS JOKYMEHTAIIHH.

OpranuzannoHHo-pacnopsauTenbHble JokyMeHTsl (OP/T).

Tpebosanus k 6a1anKam u npaguna oHoOpmIeHUA YNPABIEHUECKUX OOKYMEHM 08
Buner 6mankoB; pexkBu3UTHI; dopmyisap. Enunbie TpeGoBanus u npaBuiia 0pOpMICHUS
JIOKYMEHTOB YIPAaBIICHUS, YCTAHOBICHHBIE TOCYJApPCTBEHHHIMH HOPMATHUBHBIMH aKTaMU -

CTaHAapThI. OTMeTKH Ha JOKYMCHTC,; UX HA3HAYCHUC, ITPpaBHJIa UCIIOJIHCHUA.

Cocmaenenue mekcmoas cayrsHceOHvlx 00KyMeHmoe
Bunbr cnyxeOHbIX MOKyMEHTOB. CTuib, S3bIK CIYXKEOHBIX JOKyMeHTOB. OoOmue
TpeOOBaHUS K TEKCTaM JOKYMEHTOB YIpaBIeHUS: 00beM, TOH, (GpopmynupoBku U Ap. Dopmbl

TEKCTOB 10KyMEHTOB. Cr1ocO0ObI TOKYMEHTHPOBAHUS.

Ocnoenvle 00OKymeHmul ynpaesienus, ogopmienue u paboma ¢ 0OKymeHmamu

OcHOBHBIE TIpyHNbl YOPaBIEHYECKUMX (WM OPTraHU3allMOHHO-PACHIOPSAUTEIbHBIX )
JIOKYMEHTOB INpeanpusatuii, pupm. Tumosas cxema opopmiieHuss JOKyMEHTOB. OcoOEHHOCTH

O(I)OpMJ'ICHI/ISI JOKYMCHTOB.

Hokymenmot no nuunomy cocmagy (kaopam, nepconany)
Bunel nokymMeHTOB, HMX cocTaBieHHMe M OQOpMIICHHME; XpaHEHHue; CoONIoeHNe

KOH(pMICHIIMATBHOCTH.

ﬂo:cymenm bl TUYUHO20 XapaKkmepa

Bungsl v Ha3HaueHHMe JHMYHBIX JOKYMEHTOB: 3asiBJICHHE, pe3iome, aBToouorpadus,

pacnucka, xapakTepuctika u ip. CocraBieHle TeKcTa U 0(popMIIeHHE TOKYMEHTOB.

Opzanuzayus padomel ¢ 00KymeHmamu

Bunbl pabot ¢ TOKyMEHTaMHU: MPUEM U PETUCTPAIUS, PACCMOTPEHHE PYKOBOJUTEIICM;
oOecriedeHre TOPSIKa MPOXOXKACHUS JOKYMEHTOB B OpraHM3alliH; HCIIOJHEHHE JOKYMEHTOB;
KOHTPOJIb UCTIOJHEHUS; (OpPMUPOBAHKE M ONEPaTUBHOE XPaHEHUE JIeJ; MOJArOTOBKA U Iepeaayua
nen B apxuB. lloHsTHe O JOKYMEHTOOOOpPOTE O MOKYMEHTOMOTOKE. ['pYIIbI TOKyMEHTOB:
BXOOAIME HW HUCXOAAIHNE, BHYTPCHHHUC. OpFaHI/BaHI/IOHHLIe U HOPMAaTUBHO-MCTOAHYCCKUC
JOKYMEHTHI, X HCIOJb30BaHUE B JEIIONPOU3BOACTBE. MHpOpManmoHHO-CcIIpaBovHas pabora;

MMOPAA0OK BEACHUA U UCII0JIb30BaHUsA CIIPABOYHBIX KAPTOTCK.
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Opzanuzayusa u 0OKyMeHmMupoeanue padonvt ¢ 00paAuieHUAMU 2PANHCOAH

®opMbl  OOpallieHuit: TPEeATIOKEHUs, 3asBIEHUA, JKaloObl. PermameHTuUpyroniui
00IIe0TpacaeBOM TOKYMEHT, ONPEACIISIONINN MOPSIOK PabOThl ¢ STUMH JOKYMEHTaMH (THUIIOBOE
nonokeHue). OpraHu3aliOHHBIE MEPOTIPUSTHUS: JIMYHBINA MIPUEM TPaKIaH; MPUeM MUChMEHHBIX

oOparieHui; TOKyMeHTHpOBaHUE oOpareHmii. KOHTpOoJIb 3a HCIIOJIHEHUEM.

Homenknamypa oen
Homenknarypa nen: uHIMBHAYyaldbHas, CBOJIHAs, THUIOBAs, MPUMEPHAas; UCIOJIb30BAHUE.

HOpMaTI/IBHBIC JOKYMCHTBI U MCTOAUYCCKHUEC MATCPpUAJIbI 1JIA COCTABJICHUA.

Dopmuposanue oen
Hasnauenue ¢dopmupoBanust pgen. HopmaTuBHbIE AOKYMEHTHL. [pynmupoBka jed,
cnerduka GOPMUPOBAHUS OTICIBHBIX KATErOPUH JNel. BHUIBI TOKYMEHTOB, (OPMHUPYEMBIX B

nerno. CucremaTtuzanus 10KkyMeHToB. OdopmiieHue ier.

Xpanenue oen

[IpaBuna xpaHeHust el B CTPYKTYPHBIX THOJpPA3AEICHUSAX MNPEAnpUiTus. ApxuB
npeanpuATus. ONTUMaJIbHBIA CPOK HMCIOJIB30BAHUS JTOKYMEHTOB B Jen0Npou3BoAcTBe. Cpokn
XpaHeHus Jei. JJoKkyMeHThl JOJroBpeMeHHOro xpaHeHus. [lopsaaoK yHUUTOXKEHHUS! TOKYMEHTOB.

Odopmiienue fen 171t apXuBHOTO XPaHEHUs; IPUEM U Tiepeiaya JIesl B apXUB.

Paboma c ooxymenmamu, cooeprcauyumu KOMmep4uecKyo maiHy npeonpuamus
KonduaenuuanpHas noxkymeHTupoBaHHas uHdopmarus. Llens u ycnoBus oOecniedeHus

COXPaHHOCTH  KOHQUACHIIMATBLHOCTH  HA  OPEIIPUATHH. OcobOeHHOCTH  BEACHUSA

JIeJIONPOU3BO/ICTBA, OOECIEUMBAIOIIEIO YYET M COXPAHHOCTb JOKYMEHTOB, COJEpIKalIuX

KOMMepUecKyto TailHy. OTBETCTBEHHOCTb 3a IOKYMEHTBHI.

OcHoenvle hynkyuu cekpemaps no obecneyeHu1o 6€300KyMeHmayuoHHOo20 00CIYIHCUBAHUA
oesamenvHoCmu pyKogooumeJis

Ocy1ecTBieHUE JENOBbIX KOHTAaKTOB; y4acTHE B MOJTIOTOBKE M MPOBEACHHUU JEIOBBIX
mepornpustuii. [Ipuem nocetuteneit. OpopmieHre KOMaHIUPOBOK. DaKTOPBI, CIOCOOCTBYIOIINE

OIEPaTUBHOMY U KaU€CTBEHHOMY BBINIOJIHEHUIO padoT.
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Tema. OcHOBBI peIaKTHPOBAHNS TEKCTOB U pedpeprupoBaHne HHGOPMALIMH

OcHogHble noN0dHCeHUA CMUTUCIMUKU, TeKCUKU U (hpazeonocuu

CoBpeMeHHBI PYCCKUI JIUTEPAaTypHBIN S3bIK, CTHWIM fA3bIKa. [loHATHE O JIeKCUKe U
¢dpazeonmoruu. MHOTO3HAYHOCTH clioBa. [lapormMbl. CuHOHUMBL. OMOHHMMEI. AHTOHHMEI.
[Tneonazmbl. TaBronoruu. CMBICIOBOM M CTHJIMCTUYECKHH OTOOP JIEKCHYECKHX CPEICTB.

®pazeosorus AeI0BOM peUH.

Cneyuanvnan nexcuxka. Tepmunonozun
[ToHsiTHE O TepMHHAX M TEPMHUHOJIOTUU. TEPMHUHOJIOTHS JEJIOBOM peuH; MPaBOMUCAHUE

TCPMHHOB.

Oduyuanvno-oenosoit cmuinb
CruneBble 0OCOOCHHOCTH JCJIOBOM MH(MOpPMAIUU: TOKIaabl, pedeparsl, COOOIMICHUS U Jp.
[TucbMeHHas pedb AeT0BOTO CTHIIS. TEKCT CIIy’)KeOHOTO TOKYMEHTA.

CrnipaBouHbIE U3/1aHUS IO PYCCKOMY SI3bIKY U IPAKTUYECKON CTHJIMCTHKE; IPUMEHEHUE.

Ochognble nonosxcenusn opgozpaghuu u mopghonozuu c 3nemeHmamu nPaKmu4ecKou
CMUIUCMUKU

Tpyanble ciydyan HpaBOMUCAHUS CIOB. YTNOTpeOsieHne MPONUCHBIX OYKB: B Ha3BaHMSIX
OPEANpUsATHHA, ydupekAeHu#d, ¢upM; B HAUMEHOBAaHUAX  JOJDKHOCTEH, 3BaHU; B
CJIO’)KHOCOKpAIICHHBIX ClIoBax U abOpeBuarypax; u ap. [IpaBuina nepenoca cioB. YnorpeOneHnue
¢dbopM HMEH, CYIIECTBUTEIbHBIX IPHJIATaTeIbHBIX, UYUCIUTEIBHBIX MECTOMMEHHH TIJIaroJyos,
MPUYACTHI JleenpuyacThil Hapeuuid B COOTBETCTBUM C HOpPMaMH JIUTEPATYPHOIO S3bIKa U

CTHIMCTUYECKMMU 0COOEHHOCTSIMHU. HpaBI/IJ'Ia yrIOTpe6J'ICHI/IH COIO30B U IPCIJIOTOB.

Cunmakcuc ¢ snemenmamu RPAKMUYecKoil CImuIuCmuKu

['maBHBIE WiEHBl MPENJIOKEHUS: MOJJIeXkKAIlee, CKa3zyeMoe; CHOCOObl MX BBIPAXKEHHMS.
CornacoBaHHbIE M HECOIVIACOBAHHbBIE OINpeAcieHUsA. BapuaHThl COINIAacCOBaHUS CKa3yeMOIro C
MOJUIeXKAIUM B TEKCTaX JOKYMEHTOB. YIIpaBlieHHE; BHIOOP (hOpMBI B OQHIMATIBHO-IEIOBOM
cTuie. YNpaBJIeHUE NPU CUHOHMMHUYECKHX ciaoBax. OIHOCOCTABHOE IPEIUIOKEHUE B JEI0OBOM
peun. OOHOPOIOHBIE WICHBI NPEMIOKECHHS B JIEIOBOM pedyd. BBOIHBIE ClIOBa M BCTaBHBIC
KOHCTPYKLHUU B 1€710BOK peun C0XKHBbIE CUHTAKCUYECKHE KOHCTpYKUHUHU. [IpsMas n kocBeHHas
peus [Jluanor. IlpaBuna mHTOHammMu U odopmieHus nurat. [lapamienbHble CHHTaKCHYECKHE

KOHCTPYKIIUU.
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Texnuka pedakmupo6anus meKcmoe
TexHuKa mpeBapUTENbHOIO YTEHHS TEKCTa; MPOBEpKa (paKkTUYecKoro mMatepuaia. Buasl
IIPABKU TEKCTA; MTPaBKa-BBIYNTKA, IIPAaBKa-COKpAILlCHNE, KOMIUIEKCHasA. TeXHUKa IPaBKU TEKCTA.

KoppeKTypHHe 3HaKH. Pe,[[aKTI/IpOBaHI/Ie PYKOIIMCHBIX MaTCprUaJIOB U NOKYMCHTOB.

Coop u pegpepuposanue ungpopmayuu

[Touck m cOop wHOpMAIMK; MPEIBAPUTEIBHBIA aHAIW3. JTarbl pabOThI; MOPSIOK
npoBefeHus. OcHOBHBIE TpeOoBaHMs K WHGOpMalWu s pykoBoguTens. Buasl u (opmbl
npencrasicaus nHGopmaruu. Coop nHPOpMAIIUU B IOBCETHEBHOM paboTe ¢ KOPPECTIOHICHIIUEH,
npu OOIIEHWH C ToceTutensiMu, 1o TenedoHy u np. bubmmoredka cexperaps; cocTaB
OMOIMOTEYHOTO0 MaTepuaia; ucnoyib3oBanue. Pedepuporanue nndopmaruu. MuadopmanmonHo-
0030pHbI pedepaT; mpuMepHas cxema pedepara; TpedoBaHus K cocTaBiaeHuro. OOme npaBua
U TOPSIIOK paboThl ¢ uHpopManmoHHbIME U3MaHusIMH. CocTaBieHue pedepaToB Mo 3aJaHHON

TEMaTHKE C YUETOM TpeOOBaHUI K HUM.

Tema. OcHOBBI MEHET:KMEHTA

Buowvt npeonpuamui

Oynkuun npennpusatuil. CTpykrypa npeanpusatuii. BHyTpeHHHe U BHELTHHE CBSI3H.

Ynpaenenueckaa cmpykmypa npeonpusamus
OyHKIMK yIpaBieHus npefanpuatueM. [IpuHIun opranuzanuu BHYTPEHHEH CTPYKTYpHI

ynpasieHus. Merons! ynpasieHus. CTpyKTypa TpyAOBOIO KOJJIEKTHBA.

Tema(bl) 1151 CAMOCTOSITEILHOIO U3y4YeHMsI (B TOM YMCJIe PAKTUKYMA):

BriOupaercs Ha ycMOTpeHHeE Iearora.

3.2.4. Iucuunauna: /lenosas kyabTypa (20 4.)

dcmemuueckan Kynromypa

Ocrernka. O0JIaCTH dCTETUYECKON NEITEIRHOCTH YEJIOBEKA. DCTETUYECKOE BOCIIMTAHNUE.
Ponp HckyccTBa B 3CTETHYECKOM BOCHMTAaHHM, B (DOPMUPOBAHMM OOILEH KyJIbTyphbl YeJIOBEKa.
DcTeTndecKne 4yBCTBA. DCTETUUECKAas CIIOCOOHOCTh. DcTeTHYecKast HOTPEOHOCTh. DCTETHUECKUI
BKYC.

Mopans. HpaBctBenHocTh. [loBeneHue wenoBeka; mpaBuia M HOPMBI. 3aBUCHMOCTD
NOBEJCHUS OT HPABCTBEHHBIX KauyecTB JHYHOCTH. HpaBcTBeHHBIe TpeOoBaHMA K
npodeCCHOHATBLHOMY MOBEJCHHUIO CEKpETapsi: BEXIMBOCTh, TAKTUYHOCTb, J0OPOKEIATEIEHOCTh
u ap. Otuker. Chepsl aericTBus dTHKeTa. Ciy)KeOHBIN STHKET: MOBEICHUYECKHH U PEUeBO.

Ceruxker u 11p.
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Ilcuxonozus obuwienusn

OCHOBHI)IC CBCIACHUA O HaYKC TICUXOJIOTHUHA. HOHS[TI/IG O IICUXHUKEC. HCI/IXI/I‘ICCKI/IG npoueccm,
cpoiictBa. Ilcuxuueckue cocTosdHUS 4elioBeKka. llcmxoisormsa auyHOcTH. llcmxosormyeckue
oCcHOBHI o0mIeHus. Ilcuxomorudyeckuii KOHTaKT, JlenoBoe OOIICHUE C MCUXOJOTHYCCKOM TOUYKH

3peHus. YpoBHHU oOmieHus. KoMMyHUKaTHBHBIE YMEHHS U HaBbIKU. KOHTaKT B 001IeHUN.

Kynovmypa oouenusn o cghepe oeamenvnocmu cekpemaps

Kommynukanus; »¢dextuBHocTh aedctBus. Cpenacrsa  BepOaJbHOTO  OOILEHHS.
HesepOanpHbie cpencTBa o0meHus. ITUKET B AenoBoM oomeHnu. Ctunu obmenns. OCHOBHBIE
IpaBUJia IMOBEACHYECKOTO ATHKETAa: NPUBETCTBUA, 3HAKOMCTBa M JAp. Hopmbl oTHOlEHHH B
KoJulekTiBe. OTHOILIEHHUS PYKOBOJIUTENS U MOJYMHEHHBIX; CyOOpAMHAIuUs. MEXIMYHOCTHbBIE
KOHTaKTbl. OpraHuzanus JAejIOBbIX KOHTAKTOB. KOH(IUKTBHI, BUIBI, NPUYMHBI, CTpaTErus

IIOBCACHUA. MGTOHBI Ipeoa0JICHUA KOH(i)J'II/IKTOB.

Hmuoxc cekpemapsa

CocraBnsronye IMHKa, BHEITHUNA O0OJIMK, MAaHEPHI TIOBEJICHUS, PeUb, YMEHHE O0IIAThCS
C JIOOAbMHU. rapMOHI/DI ACJIOBBIX U JIMYHOCTHBIX XapaKTCPHUCTHUK. COCTZIBJI?IIOHII/IC BHEIIHHI 00JINK
JIETIOBOIO0 4YEJIOBEKA: KOCTIOM, MpPHYECKa, Makusix, akceccyapol. [lonsrus: "mona", "ctumis",

"Bkyc", "uyBcTBO Mephl". JlenoBol cTHib KocTioMa. OcaHKa, OX0/IKa, JKECTHI.

Kynvmypa peuu

OcHoBHbIE TPEOOBAHUS K PEUU: TOH, APTUKYIISILIHSL, IPOU3HOILIEHHSI, TPOMKOCTb, TOUHOCTb
B 1oa0ope cioB. PeueBoil 3TUKET B J1€JI0BOM OOILICHUH. DIIEMEHThI PEUYE€BOr0 ITUKETA: (HOPMBI
oOpartieHusi, U3IO0KEHUsI MPOCHO, BBIPAKEHUS MPU3HATEIBHOCTH, CHOCOOBI apryMEeHTAllUd B

JIEJIOBBIX CUTyalusaX U JIp.

Kynemypa menegponunozo paszoséopa
OTUKeT B JIel0BOM juaiiore mno TenedoHy. TpeOoBaHMS K COAEPKAHHIO JEIOBBIX
Tesne()OHHBIX Pa3rOBOPOB; OCHOBHBIE 3JI€MEHTHI Auanora. CTpyKTypa U CTHIIb TeJIe(OHOTPAMMBI.

TpeboBaHMs K YaCTHBIM Pa3roBOpaM Io Teie(OHy B IEIOBOW 0OCTaHOBKE.

Dmuxem ¢ 0en060il nepenucke
TpebGoBaHusl K TEKCTy IENIOBOrO MHChbMa: 00BbEM, TOH, Jekcuka u np. OOmenpuHsaras
dopma pemoBoro muchkMa. CTHIIb JENOBOTO mucbMa. lIpaBuiia cocTaBieHHs W OTIPABICHHS

nenoBbix muceM. Cetuket. [IpaBuina opopmIiIeHHS SIEKTPOHHOTO MUCHMA.
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Buzummnuvie KapmoukKu

Busurnsie KapTO4KH, UX Oq)OpMJ'IeHI/Ie " HUCITIOJIB30BAHUC B ACJIOBBIX OTHOIICHUAX.

Texnuxa eedenus u ymuxem 0e10601 6ecedvl
CymHocTs nenoBoii 6ecenpl. Bunsl 6ecen. [loaroroBka 6ecensl. CTpykTypa AenoBon

Oecenpl. MeTO b1, UICTIONB3YyEeMbIE Ha PAa3HBIX ATanax JAeIOBOM Oecenbl. DTHKET JIEI0BOM Oecebl.

enoeoit npomoxon

Ornpenenenne NOHATHA "IETOBOM MPOTOKOM'"; €ro posib B MPOBEIECHUHU JIEJIOBBIX BCTPEY
(nmeperoBopoB, mpueMoB). OOmIENpUHATEIE POPMBI TPOTOKOIBHBIX MEPOIPUATHH, TOPIIOK UX

opraHu3anunu. Tpe6OBaHI/I}I OTHUKETA K MPOBCACHUIO MTPOTOKOJILHBIX, MCpOHpHﬂTHﬁ.

Ilpasuna cepeuposxu uaitnozo (kogeiinozo) cmona

Korna u xomy MOXHO MpenyoKuTh HanUTKU. Kak mpaBuiibHO mojaBath Kode U 4ail Ha

nenoBoit BcTpeue. [IpaBuia cepBupoBKH YaifHOTO (KO(eiHOoro) croa.

Ilpasuna npuzomoenenusn u nodauu 20pavuUX HANUMKOE U 3AKYCOK K HUM
Kakum o0pazom HEoOXO0IMMO TOATOTOBUTH M TOJATh YrolleHWe B KaOWHeTe

PYKOBOIUTEIIA, HA OCJIIOBBIX BCTPECUAX.

Humepuoep pabouezo nomewenusn Kaxk 0o1acms 0€106020 ImuxKema
TpeGoBanust kK opranuzanuu oGopMIECHUIO HHTEphepa pabouero MOMeIIeHUs: OCBEIIEHHE,
1BeT, opucHas MeOenb, JeKOpaTHBHBIC dJIEMEHTH U Ap. [IpaBuna comepkaHus MOMEIICHUH U

pabouero Mecrta cekperapsi U pyKoBoaUTeNs (GUPMBbIL, IPEIPUITUS WIH JIP.

Tema(bl) 1151 CAMOCTOATEILHOT0 U3Y4eHUS (B TOM YHCJIe IPAKTUKYMA):

Bri6upaeTcst Ha ycMOTpeHHe Mearora.



29

3.3. Iliianupyembie pe3yabTaThl

3.3.1. Ilnanupyembie pe3yJbTAThI 00y4eHHS MOCJIe H3yYeHHs]
AUCUMILUIUHBI: TexHnka MalIMHONIUCH

OO0yuaromuiics T0KeH:

v’ 3HATB!

e [IpaBUJIa TEXHUKU OE€30IIaCHOCTH TPYa;

e OPraHM3aLHUIO Pa00YEero MeCTa MPU MAIIMHOMMCHBIX padoTax;

e 0011IMe TpaBUiIa padOThl HAa MUNIYIIEH MalIMHE U KOMIIBIOTEPE U YXO/ 32 HUMU;

e TEOPHIO U TEXHUKY ITUCbMA Ha MUUIYIIEH MalllMHE U KOMIIBIOTEPE;

e «CIIETNON» JeCATUIANIBLEBBIA METO/1 IEUaTH Ha KIIaBUAType ¢ PYCCKUM HIPUPTOM;

e KJIEPHOE TUCHMO;

e 0pOpMIIEHHE MAIIMHONMMCHBIX pabOT: 3HAKOB NpPENUHAHUSA, TEKCTa, CHOCOK,
pUMeYaHui, TaOIUI] TPOCTHIX U CIOKHBIX, C TOAKICHKOM, AUarpaMm, CXeM U JIp.

v\ ymMeThb:

e IPaBUJILHO OPOPMIISTH TEKCThI (OOBIYHBIE U PYKOIIUCHBIE);

e 0pOPMIIATh TAOJIMIBI HPOCTBIE, CIOXKHBIE, C IMOAKICHKON, aAuarpamMmol; pyOpHKH;
CXEMBI;

e BJIJIETh «CJICNIBIM» JECATUNAIBLEBbIM METOAOM I€4aTH Ha KJIABHATYype C PYCCKUM
mpudTOM;

e BJIQJICTh KJIEPHBIM METOJIOM IIHCHMa;

e [ICYATATh IO TUKTOBKY.

3.3.2. [lnanupyembie pe3yJbTaThl 00y4eHHUsI MOCJIe U3YYEeHUs!
AUCHUIIMHBI: OPraHu3anMoOHHAA TEXHMKA U HH(POPMAIlHOHHbIE
TEXHOJIOTHH B JeJIONPON3BOICTBE

OO06yuaromuiics 10KeH:

v’ 3HATB!

e OPraHU3alMOHHYIO TEXHHUKY: ONPEEICHNs, Ha3HAYeHHE, KIaCCU(PUKAIIHUIO.

L] I/IH(l)OpMaI_[I/IOHHBIe TCXHOJIOTHUHU B ACIIOIMMPOU3BOACTBE!

e MPUKJIATHOE MMPOTPAMMHOE 00eCTICUeHHUE JIJIsl pa0OThI CeKpeTaps: TEKCTOBBINA MPOIECCOP
WORD, osnektponnyro Tabmuiy Excel, mnpesenranmmonnyto mnporpammy PowerPoint. Hx
(GyHKIIMOHATbHBIE BO3MOXKHOCTH, MOPSJIOK U TPUEMBbI BBIMIONHEHUS omneparuil. CtuneBoe
dbopmatupoBanue. [IpuMeHeHrne mabIOHOB MPU CO3MAHUU TOKYMEHTOB. KOMIbIOTEpHBIE CETH.
Nutepuer. Cuctemy mepenayu 3JIEKTPOHHBIX COOOIIEHUMN, SJIEKTPOHHYIO MOYTY. ApPXUBATOPBHI.

AnTHUBUpYCHBIE TporpaMMbl. COBMECTHOE CO3/IJaHUE U PEIAKTUPOBAHUE TOKYMEHTOB.
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v yMeTh:

e I10JIb30BATHCS IIEPCOHAIBLHBIM KOMIIBIOTEPOM U APYIOH OPITEXHUKOM;
e 00pabaThIBAaTh TEKCTHI C TIOMOIIHIO TEKCTOBBIX PEIAKTOPOB;

e CO3/1aBaTh 1A0JOHBI JOKYMEHTOB;

e 00pa0aThIBaTh JaHHBIE C TOMOILBIO JIEKTPOHHBIX TaOJIHIL;

e CO3/1aBaTh IIPE3EHTALINY;

e paboTaTh C INEKTPOHHOU MTOUTOH;

 ApXUBHUPOBATH JOKYMEHTHI;

e COBMCCTHO CO31aBaThb U pCAAKTHUPOBATH JOKYMCHTHI.

3.3.3. Ilnanupyemble pe3yJbTaThl 00y4eHHS NOCJIe H3yYeHUs JUCIUIINHBI:
JlokyMeHTbI, KOPppeCTOH/IeH IS U J1eJI0NPOU3BOACTBO

OOyyarommuiicst TOMKeH:

v’ 3HaTh!

e CTPYKTYPY ¥ (DYHKIIMM OpraHU3aluu, IPEeIIPUATHS;

e HOPMATUBHBIE NIPABOBBIE aKThI, UHCTPYKIIMHU 10 BEICHUIO JEIONPOU3BOACTBA;

e CTAaHJIAPTHl  YHU(UIMPOBAHHOW  CHUCTEMBl  OPraHU3ALMOHHO-PACTIOPSIUTEIHHON
JIOKYMEHTAIUH;

e OCHOBHBIE  (DYHKIMM IO  JOKYMEHTAallMOHHOMY U  0€340KyMEHTallHOHHOMY
00CITy>)KUBAaHHIO OpPTraHU3aLUU U JeSITeIbHOCTH PYKOBOIUTEIS;

v ymMeThb:

e COCTaBJIATh U OPOPMIIATH JOKYMEHTHI B cO0TBEeTCTBUU ¢ TpeboBanusmu ['OCT;

e IPUHUMAaTh U PETHUCTPUPOBATH KOPPECHOHICHLUIO, HAIPABIATh €€ B CTPYKTYPHBIE
MOIpa3AcIICHuUs;

e 1I€pE1AaBATh JOKYMEHThI B COOTBETCTBUHU C PE3OJIIOLNEN PYKOBOAUTENS NPEANPUATHS HA
UCIIOJTHEHUE, 0POPMIISITh PETUCTPAlIMOHHBIE (OPMBI;

e BECTH KapTOTEKY yueTa IMPOX0KJIEHHS JOKYMEHTaIbHBIX MaTepHAJIOB;

e BECTH yUeT MOJIy4yaeMON U OTIIPABIIIEMON KOPPECTIOHCHIINH;

e BeCTH pPabOTy MO CO3[JaHHMIO CIPABOYHOTO ammapara Mo JOKyMEHTaM, 00ecreuuTh
yIOOHBIN M OBICTPBINA UX TTOUCK;

e IOJITOTABJIMBAaTh M CJaBaTb B apXUB MPEINPUATHS AOKYMEHTaJbHblE MaTepHalbl,
3aKOHYEHHBIE JIEJIOMPOU3BOJCTBOM, PETUCTPALIMOHHYIO KapTOTEKY MM KOMIIbIOTEpHbIE OaHKU
JTAaHHBIX;

e COCTAaBJIATh OIMCH JIeJ, IepeAaBaeMblX Ha XpaHEHHWE B apxuB, 00OecleyuBaTh

COXPaHHOCTh MPOXOIAIIEH CITYKEOHOM TOKYMEHTAIINH;
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3.3.4. Ilnanupyembie pe3yJbTaThI 00y4eHHS MOCJIe H3yYeHHs]
AUCHUNIUHBbL: [lesi0Basi KyJabTypa

OO0yuaromuiics T0KEH:

v 3HATH!

e OCHOBBI JICJIOBOTI'O 3TUKETA;

v’ ymeThb:

e MPAaBWJIBHO CO3/1aBaTh UMHJIK CEKpETapsl U OpraHU3allNH;
e BIIAJICTh KYJIBTYPOil TEIe(POHHOTO Pa3roBOpa;

e MPABWJIHHO TIOJIE30BATHCS BUBUTHBIMH KapTOUKAMH;

e COOTIOIATH JICTTOBOM TIPOTOKOJI.
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3.4. MarepuaibHO-TeXHHUYECKHE YCJIOBHS peain3alu PorpaMmbl

3.4.1. Jucuunuauna: Texnuka mammHonucu (50 4.)

HaumenoBanmne oﬁopyz[()Ba}mﬂ, MmporpaMMHoOro o0ecrneyeHus

Ne Tema ®opma 3aHATHA MeToabl 00y4eHust JInpakTudeckum dopMa noaBeACHUSA
MarTepuaJja HTOI0B
1 noyroaue nepBblii 1o
1. | bezonacuocts Tpyna. Iloxapnas WucTtpykTuBHAs nekiusi- | OOBSICHUTENBHO- MHcrpykuuu, naMsaTKH, Omnpoc
6€301acHOCTh. AYyTOTPEHUHT, THMHACTHKA Gecena WJUTIOCTPATUBHBIMN, pa3faToOYHbIA MaTepuai
IUTA PYK, T1a3 u ap. Opranuzanus pabodero PENPOTYKTHBHBIH,
MecTa IIPY MAIIMHOMKUCHBIX PaboTax. IIPAaKTHYECKUI
2| Obmue npaBuna paboTHl Ha TUITYIIEH KoMOuHMpOoBaHHBIN OOBSICHUTETHHO- Pazmarounsblit Mmatepuan Ompoc
MAaIllMHE U KOMIIBIOTEpE. YXO/I 32 MUILYIIEeH WUTIOCTPATUBHBIN,
MalIMHON U KOMIIbIOTEPOM. PpenpONYKTUBHBIH,
NPaKTUYECKUI
3. | «Crnemnoity aecatunanbleBblii MeTos ieyatd | KoMOMHHpOBaHHBIN OOBACHUTEIBHO- PazpnaTounslii MaTepuan, Omnpoc, npakTu4eckas padora
Ha KJIaBHaType C PYCCKUM IPU(TOM. WJUTIOCTPATHBHBII, cxeMma
OCHOBHOM, BEpXHUH U HIDKHUI PSABI PEeNpOITyKTUBHBIMH,
KJIaBHATYPBI. MIPAKTUYECKUI
4. | OcBoeHue NpUEMOB TEXHUKH NTUCbMa Ha IIpaxTuxym [IpaxTuueckuii Pa3znaTounslif MaTepuan, [MpakTrueckas pabora
KJIaBHATypE C PyCCKUM MIPH(TOM: OCHOBHOM cxema
PSi KITaBHATYPBHI.
5. | OcBoeHHE MPUEMOB TEXHUKH NMHChMa Ha IIpakTukym [IpakTuueckuit Pazpgarounsiii MmaTepuann, [MpakTryeckas pabora
KJIaBHAType C PyCCKUM MIpH(TOM: BEpXHHUH cxema
PsiI KIIaBUATYPBHIL.
6. | OcBoeHue MPHEMOB TEXHUKH MTUChMa Ha IIpaktukym [IpakTuyeckuit Pazgarounsiii MmaTepuann, [MpakTryeckas pabora
KJIaBHATYpE C PyCCKUM HIPH(TOM: HIKHUH cxema
psiI KITaBHATYpBHI.
7. | OTpaboTKka IBUTAaTENbHBIX HABBIKOB MIPH IIpakTukym [IpakTuueckuit Pasgarounslii MaTepuan [IpakTrnyeckas pabota, 3amep
OCBOCHHUH KJIABUATYPHI. 3aMepPbl CKOPOCTH.
8. | OTpaboTKa IBUTATEIBHBIX HABBIKOB MPH IIpaktukym [IpakTuyeckuit Pa3znaTounslil MaTepuan [TpakTrueckas pabora, 3amep

OCBOCHHHU KJIABUATYPBHI. 3aM€pLI CKOPOCTH.
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HaunmenoBanue 060py11013,aﬂml, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHSA MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HTOTr0OB
9. | OTtpaboTKa IBUTATENbHBIX HABBIKOB MPU IIpakTuxkym IIpakTuyeckuit Pa3narounslil Matepuain [MpakTrueckas pabora, 3amep
OCBOCHHH KJIaBHATYPHI. 3aMephl CKOPOCTH.
10. | OrpaboTka ABHUTATENHHBIX HABBIKOB IIPU IIpakTuxym IpaxTnueckuit Pazpgarounsiii MmaTepuan [pakTryeckas pabota, 3aMep
OCBOCHHH KJIaBHATYPHI. 3aMephl CKOPOCTH.
11. | OTtpaboTka IBUTATENEHBIX HABBIKOB MIPH IIpaktukym [IpakTuyeckuit Pazpgarounsiit MmaTepuan [paktryeckas pabota, 3amep
OCBOCHHH KJIABHATYPHI. 3aMepbl CKOPOCTH.
12. | OTpaboTKka IBUTaTENbHBIX HABBIKOB MIPU IIpakTukym IIpakTuyeckuit Pa3narounslil Matepuai [MpakTnueckas pabora, 3amep
OCBOEHMH KJIaBHATYypBhl. 3aMephbl CKOPOCTH.
13. | [paBuna opopmieHus 3HaKOB npenuHaHus, | KomMOMHHpOBaHHBIN OOBSICHUTETHHO- Pa3pgaTounslit MmaTepuan Kaprouku-3ananus,
IpsiMasi pedb, IIUTATHI, UCIIOIb30BaHNE WJUTIOCTPaTHBHBIH, IpaKkTHdeckas pabora
cokpamieHuii. CocoObl ncrpaBieHus PEeNpOyKTUBHBIMH,
OmHOOK. MIPaKTHYECKUI
14. | IIpaBuna HamucaHUsi MaTeMaTUUYECKUX KomOnHMpOBaHHBIH OOBSICHUTETBHO- Pa3znarounslit matepuan Kaprouku-3ananus,
CUMBOJIOB U (l)opMy_]'[’ reorpa(bﬂqec}(nx HJ'IJ'IIOCTpaTHBHBII:I, IMpaKTU4YeCKas pa60Ta
0003HaYCHUH, YNCTUTEIIBHBIX U PGHPOHYKT“BIjHﬁ»
CJIOXKHBIX TIPUJIATATENBHBIX. TIpaKTHHCCKIH
15. | OdopmieHHE TEKCTOB C KomOunanpoBanHbIi PenponyxTuBHSI, Pa3znaTounslil MaTepuan [TpakTrueckas pabora
MaTeMaTUYECKUMHU CUMBOJIAMU U TIPAKTHYCCKUI
(dhopMmysiamu, reorpa@UIeCKUMU
0003HAYCHUSMU, YUCITUTESILHBIMH U
CIIOKHBIMU IIPUJIAraTeIbHBIMU.
16. | 3aronoBku u noazarosioBku. CriocoOsl Kom6unanpoBaHHbIi OOBsiCHUTENEHO- Pa3naTounslil MaTepuan Tecr, npakTuyeckas pabora
BBIJICIIEHUS B TEKCTE. WJUTIOCTPATHBHBII,
PETpPOAYKTUBHBIH,
MIPaKTUYECKUI
17. | CHOCKH, IpUMedaHHS. Kom6unanpoBanHbIit OOBsICHUTENBHO- Paznarounslii Mmatepuan Tecr, npakTuyeckas pabora
WJUTIOCTPATUBHBIMN,
PEeNpOLyKTHBHBIMH,

MPaKTUYECKUH
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HaunmenoBanue 060py11013,aﬂml, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHSA MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HUTOI'OB
18. | Ileyaranue Tekcra ¢ konusMu. Ileyatanue KoMOuHMpoBaHHBIN OOBSICHUTETHHO- PaznaTounslit MmaTepuan Ornpoc, npakTuyueckas paboTa
TEKCTa ¢ ABYX CTOPOH Jincta. Hymeparus WILTFOCTPATHBHBIH,
crpanul. IleyaraHue TekcTa Ha JIMHOBaHHOU penpONYKTUBHBIN,
O0ymare. TUTYNIBHBIN JTUCT, OUOIHOrpadus. MIPaKTUYECKUI
19. | OdopmieHne TEKCTOB ¢ IBYX CTOpOH jucta | KoMOMHMpOBaHHEIH PenponykTuBHBIi, Pa3narounslii Matepuai [MpakTuueckas pabora
¢ HyMepaliel CTpaHHIl, 3ar0JI0BKaMH, MPaKTUYCCKHUI
BBIJICJICHHEM, IPHMEYAHHEM U CHOCKAMH.
20. | 3ader mo mucummmHae «TexHUKA Tecrt, npakTHUeCcKOE 3aaHUE
MAIIIAHOTIACHY
2 moJyroame nepBblii roj
21. | IluceMo Tekcta ¢ MUGPOBEIM H KoMOuHMpOBaHHBIN PenpoaykTHBHBIN, PaznaTounslit MmaTepuan [TpakTudeckas padora
(hOpMYITBHBIM MaTEPHAIOM. MPaKTUYECKUH
22. | Pyopukn, ciucku. TaOynsnus. KoMOuHMpOBaHHBIN OOBSICHUTETHHO- Pazmarounsblit Mmatepuan Ornpoc, NpakTHIECKOE 3aTaHIE
HJUIFOCTPATUBHBIN,
PENpPOAYKTUBHBIH,
NPaKTUYECKUI
23. | IlpaBuia oopmieHus cxem. KomOuHnpoBaHHBIH PenponykTuBHBIi, Pa3narounslii Matepuai [MpakTuueckas pabora
MPaKTUYECKUI
24. | Tabmumsl. [IpaBuna opopmiueHus u KombOuaMpOBaHHEII OOBsACHUTETBHO- Pa3znaTounsrit MaTepuan Tecr, mpakTHUECKOE 3aaHUE
COCTaBJICHUS IIPOCTHIX TAOIHII. WJUTIOCTPATHBHBIH,
PEenpOIyKTUBHBIH,
NIPaKTUYECKUI
25. | Odopmienne npoctrix Tabmui Ha mumnrymeil | KomOnHIpOBaHHBIN PenpoxykTHBHEIH, Pazmarounsbrit Mmatepuan [IpakTudeckas padora
MalllhHE. NIPaKTUYECKUI
26. | Odopmienne npocTIx TabawI HA KomOuHMpOBaHHEIH PenpoxykTHBHEIH, PaznmaTtounsnii MmaTepuan [IpakTryeckas pabora
KOMIIBIOTEPE. NIPaKTUYECKUI
27. | OrpaboTka ABUTATEIHHBIX HABBIKOB IIPH [pakTukym [pakTrueckwii Pa3znaTounsrit MaTepuan [pakTryeckas pabota, 3aMep
OCBOCHHH KIIABHATYPHL. 3aMepBI CKOPOCTH.
28. | OrpaboTka ABUTATEIHHBIX HABBIKOB IIPH [pakTakym [pakTrueckwii Pa3znaTounsrit MaTepuan [pakTryeckas pabota, 3aMep

OCBOCHHWHU KJIABHUATYPBbI. 3aM€pBI CKOpPOCTH.
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HaunmenoBanue 060py11013,aﬂml, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHSA MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HTOTr0OB
29. | OrpaboTka ABUTaTEIHHBIX HABBIKOB IPH IIpakTuxkym IIpakTuyeckuit Pa3narounslil Matepuain [MpakTrueckas pabora, 3amep
OCBOCHHH KJIaBHATYPHI. 3aMephl CKOPOCTH.
30. | 3adger mo muctmmmHe «TexHUKA TecT, mpakTU4eCKOe 3aJaHue
MAIIMHOTIACHY
1 nosiyroaue BTOpoi rog
31. | JuarpaMmsr. KomOunanpoBaHHbIi OOBsiCHUTENEHO- Pa3znaTounslii MaTepuan, Onpoc, IpakTU4ecKoe 3aJaHue
HJUTIOCTPATHBHBII, Ipe3eHTalUs
PEenpOLyKTUBHBIH,
MPaKTUYECKUI
32. | OdopmieHne mpocTIX TabIHII C KomMOuHMpOBaHHEIH PenponykTuBHBIi, Pazpgarounsiii MmaTepuan [MpakTryeckas pabora
JUarpaMMon. MIPAKTUYECKHUI
33. | Tabmuupt [IpaBuna odpopmienus u KomOuHnpoBaHHBIH OOBbsICHUTENBHO- Pa3narounslii Matepuai [MpakTuueckas pabora, orpoc
COCTaBJICHUS CIIOJKHBIX TaOJIHII. WJUTIOCTPATHBHBII,
PEeNpOITyKTUBHBIMH,
MIPAKTUYECKUI
34. | OdopmieHne CoXKHBIX TAOIHII HA KomOuHMpOBaHHEIH PenponykTuBHBIi, Pazgarounsliit MmaTepuan [IpakTryeckas pabora
KOMIIBIOTEPE. MIPAKTUYECKHUI
35. | Odopmiienne TabIuIl C TEKCTOM, KomOunanpoBanHbIit PenponyxTuBHBI, Pa3znaTounslif MaTepuan [MpakTrueckas pabora
JUarpaMMon. MPaKTUYECKUI
36. | OdopmieHue TabIuIl C MOIKICHKON. KomOuHMpoBaHHBIN PenponykTuBHBIi, Pa3narounslil Matepuain [MpakTrueckas pabora
NIPaKTUYECKUI
37. | OrpaboTka ABUTaTEIHHBIX HABBIKOB IIPH IIpakTukym IIpakTueckuii PaznaTounslit MmaTepuan [IpakTudeckas pabora, 3amep
OCBOCHHH KJIaBHATYPHI. 3aMephl CKOPOCTH.
38. | OtpaboTKa qBUTATEIFHBIX HABBIKOB IPH IIpakTuxym [paxTnueckuit Pa3naTounslil MaTepuan [TpakTrueckas pabora, 3amep
OCBOEHMH KIIaBHATYpBbl. 3aMEPBI CKOPOCTH.
39. | OrpaboTKa qBUTAaTEILHBIX HABBIKOB IPH IIpaxTuxym IpaxTnueckuit Pa3naTounslil MaTepuan [TpakTrueckas pabora, 3amep

OCBOCHHWHU KJIABUATYPHbI. 3aM€pBI CKOpPOCTH.
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HaunmenoBanue 060py11013,aﬂml, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHSA MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HTOTr0OB
40. | 3auer mo mucuumnHe «TexHuka Tecr, npakTHyeckoe 3a1aHNue
MAaIINHOITUCH»
2 moJsiyroaue BTOPOii rojg
41, «Crnenoit» necsTunanbleBblid MeTo]| meyatd Ha | KoMOWHMpOBaHHBIN OOBsCHUTENBHO- Pasparounsiit MaTepuan Omnpoc
KJIaBHATYypPE C JIATUHCKAM IIPUDTOM. WUTIOCTPATUBHBIMN,
OCHOBHOM, BEpXHUI U HUKHUIN PsATIbI penpoyKTUBHBIH,
knaBuarypsl. KilepHoe nicbmo. MIPAKTUYECKUN
42. | OcBoeHHue MPUEMOB TEXHUKH IICbMa Ha IIpaxkTukym [IpaxTnyecknit Pa3natounslii Matepuan IMpakTudeckas padora
KJIaBUAType C JATUHCKUM MIPU(TOM: OCHOBHOM
psa knaBuatypsl. KnnepHoe nucemo.
43. | OcBoeHue IPUEMOB TEXHUKY ITUCbMA Ha IIpakTuxkym IIpaxTnyecknit PasznaTtounslii Matepuan ITpakTudeckas padora
KJIaBUAType C JATUHCKUM MIPH(TOM: BEPXHHUH
psa knaBuatypsl. KnepHoe nucemo.
44, OcBoeHue ITPUEMOB TEXHUKH IIICbMa Ha IIpakTuxkym [IpakTaeckuit Pasparounsiit MaTepran [IpakTuueckas pabora
KJIaBHATypE C JIATHHCKUM IIPUPTOM: HHKHUAN
psxa knaBuatypsl. KiiepHoe nuceMmo.
45, | OtpaboTka JBUTaTENBLHBIX HABBIKOB IPH IIpakTuxym [IpaxTnyeckunit Pazparounsiit matepuan IIpaktuueckas pabota, 3amep
OCBOCHUM KJIaBUATYpPhl. 3aMephbl CKOPOCTU.
[leyaTp mox JUKTOBKY.
46. | OtpaboTka JBUraTENIbHbIX HABBIKOB IIPH IIpakTuxkym [Ipaxruyeckuit Paznarounsiii MmaTepuan [Ipakruueckas pabora, 3amep
OCBOEHHH KJIaBUATYPbl. 3aMepbl CKOPOCTH.
[leyaTh Mox TUKTOBKY.
47. | OtpaboTka qBUraTEbHBIX HABBIKOB MPH IIpakTuxkym [Ipaxrnueckunit Paznarounslit Mmatepuan IMpakTuyeckas paboTta, 3amep
OCBOCHHHM KJIABHATYPhI. 3aMephbl CKOPOCTH.
[TeyaTs o AUKTOBKY.
48. | OtpaboTka qBUraTENBHBIX HABBIKOB MPH IIpakTuxkym [IpaxTngecknit Pa3znarounsrii maTepuan IIpaktuueckas pabota, 3amep
OCBOEHHH KJIaBUATYPbI. 3aMepbl CKOPOCTH.
[TeyaTp Mox TUKTOBKY.
49. | OrpaboTka JBUraTENIbHBIX HABBIKOB IIPH IIpakTuxkym [IpaxrTuyeckuit PaznaTounsiii Mmatepuan [Ipakruueckas pabora, 3amep
OCBOEHHMH KJIaBUATYPbI. 3aMepbl CKOPOCTH.
[TeyaTh noj AUKTOBKY.
50. | 3ager no nucuuunHe «TexHrka IIpaktuueckas padbota

MaIIUHOIIUCU Y
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3.4.2. [ucuuminHa: OpraHu3anMoHHasi TEXHUKA U HHPOPMAaLMOHHbIE
TeXHOJIOTHH B Jejonpoussoactse (40 4.)

HaunmeHnoBaHnue 000py10BaHusi, IPOrPaAMMHOI0 00ecrie4eHHs

Ne Tema ®opma 3aHATHSA Metoabl 00y4YeHust JMaaKTHYeCKU ®dopma noaBexeHUus
MaTepuaJl HTOIrOB
1 mosryroaue nepBblii rog

1. | BBenmenwme: cpencTBa OprTeXHUKH, Kom6unanpoBanHbIit OOBsICHUTENBHO- Paznarounsiii Mmarepua, orpoc
oTpefieNIeHne, Ha3HaYeHHE, KIaCCH(PHUKAITHSL. WITTIOCTPATHBHBIN Mpe3eHTaIs

2. [TomemeHue 1uist yIpaBieHYECKUX CITYkO U KomOuHnpoBaHHBIH OOBsICHUTENBHO- Pa3narounslii Matepuai, ompoc
€ro OCHalllCHUE WJUTIOCTPAaTHUBHBII MIpe3eHTaIU

3. CpencTBa Ui COCTaBJICHUS] OPUTHHAIOB KomOuHMpoBaHHBIN OOBsICHUTENBHO- Pa3narounslil Matepuai, o1poc
TEKCTOBBIX JOKYMEHTOB. WJUTIOCTPAaTHUBHBII MIpe3eHTaIUs

4. CpencTBa KONUPOBAHUS M OTIEPATUBHOTO KomOuHMpOBaHHEIH OOBsCHUTETBHO- Pa3znaTounsIil MaTepuan, orpoc
Pa3sMHOXEHHUs TOKyMeHTOB. CpencTaa WIITFOCTPATHBHBIN Mpe3eHTaIs
TUPKUPOBAHUS JOKYMEHTOB.

5. CpenctBa it 00pabOTKH TOKyMEHTOB. KombOuaMpOBaHHEIH OOBsACHUTENBHO- Pa3znaTounsIil MmaTepuan, ompoc
Cpencrsa cBs3u. JlukrohoHHASI TEXHUKA. WIITIOCTPATUBHBIN Mpe3eHTalus, SKCKypcus
BrliuncnuTenbHble CpeCcTBa.

6. | KonrpospHas pabora no teme TecT
«Opranu3anoHHas TEXHUKa»

7. Beenenue. [IpuknagHoe nporpaMmMHoe KomOnHMpoBaHHBbII OOBsICHUTENBHO- PaznaTounslii maTepuan, Kaprouku-3aganus
oOecrieuenne Ut paboThl CeKpeTaps. UJTIOCTPATHBHBII, Mpe3eHTalUs
TexcroBslii nponeccop WORD: PEenpOLyKTUBHBIMH,
(YHKIIMOHAIBHBIE BO3MOKHOCTH. MIPAKTUYECKUI

8. TexcroBsiii nponeccop WORD: nopsaok u KomOunanpoBaHHbIit PenponyxTuBHBI, Pa3naTounslil MaTepuan Kaprouku-3aganus
IIPUEMBI BBITIOJIHEHHSI ONepanuil. MPAKTUYECKUI

9. Beimonnenue padbot o oo6padoTke KomOuHnpoBaHHbIit PenponyxTuBHBI, PaznaTounslii MmaTepuan IIpakTryeckoe 3anaHue
JOKYMEHTAIH B TEKCTOBOM IIPOLIECCOPE. MIPAKTUYECKUI
OdopmiieHne ykasarenei, HalmuCceH.
3auet no aucnurumHe «OpraHn3anuoHHas

10. | TexHuka U HHQOPMAIIMOHHEIE Tect

TEXHOJIOTMHU B JEJIOIIPOU3BOACTBE)
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HaunmenoBanue 060py11013,aﬂml, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHS MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HTOTr0OB
2 mosyroaue nepBblii roj

11. | Beimonnenue padot o od6padoTke KomOuHnpoBaHHBIH PenponykTuBHBIi, Pa3narounsblii Matepuai IIpakTuueckoe 3ajaHue
JIOKYMEHTAIH B TEKCTOBOM IIPOLIECCOPE. MIPAKTUYECKUI
OdopmireHne 3arojoBKa CTEHA.

12. | Bemoanaenue padot o o6padoTke KomOunanpoBaHHbIi PenponyxTuBHSI, Pa3znaTounslil MaTepuan IIpakTuyeckoe 3amaHue
JOKYMEHTAIH B TEKCTOBOM IIPOLIECCOPE. MIPAKTUYECKUI
Odopmirenre HHHOPMATMOHHBIX JUCTOB JUIS
CTeHAA.

13. | Onexrponnas tabmmma Excel: KomOunanpoBanHbIit PenponyxTuBHBI, PasnaTounslil MaTepuan Onpoc, IpakTU4eCKoe 3aJaHHe
(YHKIIMOHATBHBIE BO3MOXKHOCTH TIPAaKTHYECKHI
AIEKTPOHHON TaONHUIIBL.

14. | BrmomHeHne paboT B AIEKTPOHHON KomOuHMpOBaHHEIH PenponykTuBHBIi, Pazgarounsiii MmaTepuan [IpakTuueckoe 3ajaHue
Tabnuie: opopMICHHE TEKCTa, TAOIHII, MIPaKTHYECKUN
JMarpaMm.

15. | DmexrponHas tabnuma Excel: mopsaok u KomOuHMpOBaHHEIH PenponykTuBHBI, Pazgarounslii MaTepuan TecT, mpakTU4eCKOe 3aJaHue
TPYEMBbI BBITIOJIHEHUS OTlepalliid. MPaKTUYECKUHN

16. | BrimonHeHne paboT B 3IEKTPOHHON KoMOuHMpOoBaHHBIN PenpoaykTHBHBIN, PaznaTounslit MmaTepuan [IpakTuueckoe 3anaHue
Tabsuie: opopMICHHE TEKCTa, TAOIHII, MPaKTUYECKUI
JrarpaMm, CapkJaifHOB; IPOCTHIE
BbIYUCJICHUA.

17. | KonrponbHas pabora no reme IIpaxkTryeckoe 3anaHue
«dnektponnas Tabnuna Excel»

18. | Kommerorepusie cetu. IHTEpHET. KoMOuHMpOBaHHBIN PenpoaykTHBHBIN, PaznaTounslit MaTepuan, Tect

l'lpaKTI/I‘-IeCKI/H‘/'I IMPE3CHTAIA

19. | Cucrema nepenauut 3I€KTPOHHBIX KomOuanpoBaHHbIit PenponyxTHBHBIA, Paznatounsblii MmaTepuai, IIpakTryeckoe 3ananue
COOOIIeHNH. DIIeKTPOHHAS TOYTA. MIPaKTUYECKUN Mpe3eHTaIHA

20. | 3ader mo nucrumMHe «OpraHn3alMoOHHAs Paznarounslii matepuan TecT, npakTHyeckoe 3a1aHue

TCXHHUKA 1 I/IH(i)OpMaLII/IOHHLIC
TEXHOJIOI'MU B JEJIOTIPOU3BOACTBE
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HaunmenoBanue 060py11013,aﬂnﬂ, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHS MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HTOTr0OB
1 mosryroaue BTOpOii rox
21. | ApxuBaTopbl. AHTUBUPYCHBIE IPOIPAMMBIL. KomOuHMpOBaHHEII PenponykTuBHBIif, Pazgarounsiii MmaTepuan Omnpoc
MPaKTUYECKUI

22. | Bemomaenne padoT mo obpaboTke KomOuaMpOBaHHEIH PenpoxyxTHBHEIH, Pa3znaTounsrit MaTepuain [IpakTryeckoe 3amanme
JOKYMEHTAINH B TEKCTOBOM ITPOIIECCOPE. MIPaKTHYECKUI
CrtuneBoe popmaTupoBaHue.

23. | Bemonuenne pabot mo obpaboTke KoMOuHUpOBaHHBIH PenpoxykTHBHEIH, Pazmarounsbrit Mmatepuan [IpakTudeckoe 3amanue
JOKYMEHTAIH B TEKCTOBOM IIPOIIECCOPE. MIPaKTUYECKUN
CruneBoe hopMaTHpPOBAHUE.

24. | Word: npumeHeHne maGIoHOB TPy KoMOuHMpOBaHHBIN PenpoaykTHBHBIN, PaznaTounslit MmaTepuan [IpakTuueckoe 3anaHue
CO3/1aHUH TOKYMEHTOB. MIPAKTUYECKUI

25. | Word: npumeneHue mabioHOB mpu KomMOuHMpOBaHHEIH PenponykTuBHBIi, Pazpgarounsiii MmaTepuan [IpakTuueckoe 3ajaHue
CO3/ITaHNH JOKYMEHTOB TIPAaKTHYECKHI

26. | Word: coznanne coGCTBEHHBIX IA0TIOHOB KomOunanpoBanHbIit PenponykTuBHBIH, Paznarounslii Mmatepuan [TpakTHueckoe 3anaHue

MPaKTUYECKUI

27. | [lpumeHenne mabIOHOB MPU CO3AAHUU KomOuHMpoBaHHBIN PenponykTuBHBIi, Pa3narounslil Matepuain IIpakTuueckoe 3ajaHue
JIOKYMEHTOB NIPaKTUYECKUI

28. | [IpumeHenne mabIOHOB MPU CO3AAHUU KomOuHMpoBaHHBIN PenponykTuBHBIi, Pa3narounslil Matepuai IIpakTuueckoe 3ajaHue
JIOKYMEHTOB NIPaKTUYECKUI

29. | KonrpomnpHas pabota mo teme «I1aGmoHb Pazgarounsiii MmaTepuan [IpakTuueckoe 3ajaHue

30. | 3ader mo gucrumMHe «OpraHu3aoOHHAs Paznarounslii Mmatepuan TecT, npakTHyecKoe 3a1aHNe
TEXHUKa U HH(POPMAIIMOHHBIE
TEXHOJIOTUH B AETONPOU3BOJCTBE

31. | Ilpe3enTannonnas mporpamma PowerPoint: KomOuaMpOBaHHEII PenponykTuBHBIH, Pazpgarounslii MmaTepuan Omnpoc, IpakTHIeCKOe 3aJaHNe
(YHKIIMOHATBbHBIE BO3MOKHOCTH. MPaKTHYECKUI

32. | Co3maHue npe3eHTaIuii. Komb6unampoBaHHEII PenponykTuBHBI, Pasgarounslii MaTepuan [IpakTuueckoe 3ajaHue

MPaKTUYECKUHN
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HaumenoBanue 060py11013,aﬂml, nmporpaMmmHoOro odecreuyeHus
Ne Tema ®opma 3aHATHS Metoabl 00y4eHus1 JAuaaKkTHYeCKUH ®opma noaBeIeHus
MaTepuaJj HTOTr0OB
2 moJiyroame BTOPOii rox
33. | IlpesenTannonnas nporpamma PowerPoint: KomOuHMpOBaHHEII PenponykTuBHBIif, Pazpgarounsiit MmaTepuan TecT, mpakTU4YECKOE 3aJaHUeE
[Topsiiok ¥ npreMBbl BHIIOJHEHUS ONEPALIM. MPaKTUYECKUI
34. | Co3mgaHue npe3eHTAITHI. KomOuaMpOBaHHEIH PenponykTuBHBIi, Pazpgarounslii MmaTepuan [IpakTuueckoe 3ajaHue
MIPaKTUYECKUI
35. | Co3nanue nmpe3eHTaIui. KomOnHMpoBaHHBbII PenponyxTuBHBI, Paznatounslii MmaTepuan IIpakTyeckoe 3anaHue
MIPAKTUYECKUI
36. | KonrponbHas pabora 1o reme [MpakTHyeckoe 3anaHue
«[Ipe3eHTaronHas nmporpamma
PowerPointy
37. | CoBMecTHOE co3aHNe U peJaKTHPOBAHUE KomOunanpoBaHHbIi OOBsICHUTENEHO- Paznarounslii Matepuan [MpakTrueckas pabora
JIOKYMEHTOB. WIITFOCTPATHBHBIH, https://docs.google.com/ -
PEeNPOAYKTHBHBIN JIOKyMeHTHI Ha ['yrie
38. | CoBMecTHOE co31aHNe U PeJaKTHPOBAHUE KomOunanpoBanHbIit OOBsICHUTENEHO- Paznarounslii Mmatepuan [TpakTrueckas pabora
JIOKYMEHTOB. WILTFOCTPATHBHBIH, https://docs.google.com/ -
penpOaYKTUBHBIN JIOKyMeHThI Ha ['yrie
39. | CoBMecTHOE cCO3JaHNE U pelaKTUPOBAHHE KomOuHMpOBaHHEIH OOBsACHUTETBHO- PaznaTounsrit MaTepuain [MpakTyeckas pabora
JIOKYMEHTOB. HILTIOCTPATHBHBIIH, https://docs.google.com/ -
penpOayKTUBHBIN JIOKyMeHTHI Ha ['yrie
40. | 3auer no pucnumnae «OpraHu3auoHHAs TecT, npakTHYecKoe 3a1aHNE
TEXHHUKa U HHPOPMAIMOHHBIE
TEXHOJIOTUH B JEJIONPOU3BOJICTBE




3.4.3. JucuunianHa: JJokyMeHTbI, KOppecoHAeHIUs 1 Jeonpou3BoacTBo (58 4.)
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HaumeHoBanue 000py10BaHus, IPOrPaAMMHOIO0 00ecieYeHust

Ne Tema ®opma 3aHATHA MeTtoabl 00y4eHust JIlnpakTudeckum dopMa noaBeACHUA
MarTepuaJja HTOI0OB
1 moJayroaue nepBblii rog
1. OCHOBHBIE CBEJICHUSI U3 UCTOPUU Jlexkuusi-6ecena OOBsICHUTENEHO- Pa3znaTounslil MaTepuan Omnpoc
JIETIONPOU3BOJICTBA M CEKPETAPCKON WITFOCTPATHBHBIN
ciry0b1. Opranuzarust ”HPOpManOHHO-
JOKYMEHTAJILHOTO 00CITy>KHBAHUSL.
2. | JokymeHTannonHoe obecredeHue Jlekuns-6ecena OOBsICHUTENBHO- Paznarounslii Mmarepuai, Kaprouku-3aganus
npeanpusataa. TpeboBaHUS K TOKyMEHTaM. WITTIOCTPATHBHBIN Mpe3eHTaINs
CocraBieHHE TEKCTOB CITY)KeOHBIX
JOKYMEHTOB.
3. JlokyMeHTaIrmoHHOe 0OecreueHme Jlexnusa-6ecena OOBSACHUTEIBHO- Pa3znaTounsIil MaTepuan, Tect
npeanpusataa. TpeboBaHUS K TOKyMEHTaM. WIITIOCTPATHBHBIN Mpe3eHTaIMs
4. TpeboBanus k OaHKaM ¥ IpaBHiIa Jlexnusa-6ecena OOBSACHUTEIBHO- Pa3znaTounsIil MaTepuan, Kaprouku-3aganns
oopmiIeHHS YIIPaBIEHUYECKUX JOKYMEHTOB. WIITIOCTPATUBHBIN Mpe3eHTaIMs
5. OCHOBHBIE MON0XKEHUS CTUIACTHUKH, Jlekuusi-6ecena OOBsICHUTENEHO- Pa3naTounslil MaTepuan Omnpoc
JIeKCHKH | ¢ppazeonorun. CrenuanbHas WITIOCTPATHBHBIN
nekcrka. Tepmunosnorus. OpunnaisHo-
Je70BOH cTHIIb. OCHOBHBIE TIOJIOKCHUS
opthorpadun 1 Mopooriu ¢ 3eMEeHTaMH
MIPAaKTHYECKOH CTHINCTHKN. CHHTAKCHUC C
JIEMEHTAMH MTPAKTUYECKOHN CTHIIMCTHKH.
6. TexHMKa peJaKkTUPOBaHUS TEKCTOB. KomOuaMpOBaHHEIH OOBsACHUTEITHHO- Pazgarounsiii MmaTepuann, Tect
WIITIOCTPATHBHBIH, Mpe3eHTaIs
PENPOAYKTUBHBII
7. TexHuKa peJlaKTUPOBAHUS TEKCTOB. KoMOuHUpOBaHHBIH PenponykTuBHBIi, PaznaTounslit MmaTepuan [TpakTudeckas padora
NIPaKTUYECKUI
8. 3adeT o AUCHUIUInHE «J|OKyMEHTHI, Tect

KOPpPECITOHACHIMA 1 ACTIOITPOU3BOACTBOY
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HaunmenoBanue 060py11013,aﬂml, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHSA MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HTOTr0OB
2 moJyroaue nepBblii roj
9. | Coop u pedepupoBanne nHPopManuu nekuus-Oecena OOBsiCHUTENEHO- Paznarounslii Mmatepuan Omnpoc
WIITIOCTPATHBHBIN
10. | KonTtponbHas pabora mo Teme « OCHOBBI TecT, npakTHYecKoe 3a1aHNe
PEAaKTUPOBAaHMS TEKCTOB U peheprupoBaHue
WH(POPMAITIID
11. | JoKyMeHTHI THYHOTO XapaKTepa; Jlexmus-6ecena OOBsACHUTETBHO- PaznaTounsrit MaTepuan Omnpoc
cocraBieHue, opopmieHne u padora c WJUTIOCTPATHBHBII
JOKYMEHTaMH.
12. | JIOKyMEHTBI JTUYHOTO XapaKTepa; IIpakTukym PenponykTuBHBI, Pazpgarounslii MaTepuan [IpakTryeckas pabora
cocTaBiieHHe, opopmieHe 1 padoTa ¢ MIPAaKTHYECKUI
JOKYMCHTaMM.
13. | JIOKyMEHTBI JTMYHOTO XapaKTepa; Jlexmnus-6ecena OOBsACHUTENBHO- Pa3narounslil Mmarepuai Kaprouku-3aganus
cocramyieHue, opopMicHue U padoTa ¢ WUTIOCTPATHBHBIN
JOKYMCHTaMM.
14. | JIOKyMEHTBI JTUYHOIO XapaKTepa; IIpakTuxkym PenponykTuBHBIi, Pa3narounslii Matepuai [MpakTuueckas pabora
cocramyieHue, opopMicHHE U paboTa ¢ MPaKTUYCCKHUI
JIOKyMEHTaMH.
15. | JloKyMEHTBI IMYHOTO XapaKTepa; Jlexkuusi-6ecena OOBsICHUTENEHO- Paznarounslii Matepuan Kaprouku-3aganus
cocTasienue, opopmieHne u pabora c WITFOCTPATHBHBIN
JIOKyMEHTaMH.
16. | JAOKYMEHTBI JUYHOTO XapaKTepa; IIpaktukym PenponykTuBHBIiH, Pazgarounsiii MmaTepuan [IpakTryeckas pabora
cocTasieHue, ohpopmieHne u pabora ¢ TIPAaKTHYECKHI
JIOKyMEHTaMH.
17. | JOKyMEHTBI IMYHOTO XapaKkTepa; Jlekuns-6ecena OOBsicHUTENBHO- Paznarounslii Mmatepuan Kaprouku-3aganus
cocTaBieHue, oopmieHne u pabora ¢ WIITFOCTPATHBHBIN
JOKYMEHTaMH.
18. | JIOKyMEHTBI JTUYHOTO XapaKTepa; IIpakTukym PenponykTuBHBIi, Pazpgarounsliii MmaTepuan [IpakTryeckas pabora
cocraBieHue, opopmMieHne u padora ¢ MIPaKTHYECKUN
JOKYMEHTaMH.
19. | JIOKyMEHTBI JTUYHOIO XapaKTepa; Jlexnus-6ecena OOBSICHUTETHHO- PaznaTounslit MmaTepuan Kaprouku-3aganus
cocTapienue, opopmieHue u padbora ¢ WITFOCTPATHBHBIN

JOKYMCHTaMM.
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HaunmenoBanue 060py11013,aﬂml, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHSA MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HTOTr0OB

20. | JoxyMeHTBI IMYHOIO XapakTepa, IIpakTuxkym PenponykTuBHBIi, Pa3narounslil Matepuain [MpakTrueckas pabora
cocTaBiieHHe, opopmieHe 1 paboTa ¢ MIPaKTHYECKUI
JOKYMCHTaMM.

21. | KonrponbHas pabora o teme «J{okymMeHTBI Tect, mpakTu4eckoe 3ajaHue
JIMYHOTO XapakKTepay»

22. | OCHOBHBIE TOKYMEHTHI YIIPaBJICHUS; Jlexmus-6ecena OOBsACHUTETBHO- PaznaTounsrit MaTepuan Kaprouku-3aganns
cocraBieHue, opopmieHne u padora ¢ WJUTIOCTPATHBHBII
JOKYMEHTaMH.

23. | OcHOBHBIE TOKYMEHTHI YIPABICHHUS; IIpakTukym PenponykTuBHBI, Pazpgarounslii MaTepuan [IpakTryeckas pabora
cocraBieHue, opopmMieHne u padora c MIPaKTUYECKUN
JOKYMEHTaMH.

24. | OCHOBHBIE TOKYMEHTHI YIIPABJICHUS; Jlexnus-6ecena OOBSICHUTEITHHO- Pazmarounsblit Mmatepuan Kaprouku-3ananus
cocTaBieHue, opopmieHe 1 paboTa ¢ WILTFOCTPATHBHBIN
JOKYMCHTaMM.

25. | OCHOBHBIE TOKYMEHTHI YIPaBICHUS; IIpakTukym PenponykTuBHBIi, Pa3narounsblil Matepuai [MpakTnueckas pabora
cocrapyieHue, opopmieHue 1 pabora ¢ MPAKTUYCCKUI
JIOKyMEHTaMH.

26. | OCHOBHBIE JJOKYMEHTHI YIIPaBIICHHUS; Jlexkumsi-6ecena OOBsICHUTENBHO- Pa3natounslii MaTepuan Kaprouku-3ananus
cocTaBienue, opopmieHne u pabora c WITFOCTPATHBHBIN
JIOKyMEHTaMH.

27. | OcHOBHBIE TOKYMEHTHI YIPaBICHUS; IIpaxTuxym PenponyxTuBHBI, Pa3znaTounslil MaTepuan [MpakTrueckas pabora
cocTasieHue, ohpopmieHne u pabora ¢ MIPAaKTHYECKUI
JIOKyMEHTaMH.

28. | OCHOBHBIE TOKYMEHTHI YIIPaBIICHHS; Jlekumns-6ecena OOBsiCHUTENBHO- Paznarounslii Mmatepuan Kaprouku-3aganus
cocTaBieHue, opopmieHue u pabora ¢ WITTIOCTPATHBHBIN
JOKYMEHTaMH.

29. | OCHOBHBIE JOKYMEHTHI YIIPaBICHHS; [IpakTukym PenponykTuBHBIH, Paznarounslii Mmatepuan [TpakTrueckas pabora
cocraBieHue, opopmMieHne u padora ¢ MIPaKTHYECKUN
JOKYMEHTaMH.

30. | OcHOBHBIE TOKYMEHTHI YIPABICHHUS; Jlexmus-6ecena OOBsACHUTENBHO- Pa3znaTounsrit MaTepuan Kaprouku-3aganns
cocTaBiieHHe, opopmieHHe 1 paboTa ¢ WIITFOCTPATUBHBIN

JOKYMCHTaMM.
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HaunmenoBanue 060py11013,aﬂml, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHSA MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HTOTr0OB
31. | OcHOBHBIE TOKYMEHTHI YIPaBICHHUS; IIpakTuxkym PenponykTuBHBIi, Pa3narounslil Matepuain [MpakTrueckas pabora
cocTaBiieHHe, opopmieHe 1 paboTa ¢ MIPAKTUYECKUI
JIOKYMEHTaMH.
32. | OcHOBHBIE TOKYMEHTHI YIPaBICHNUS; Jlexmus-6ecena OOBsICHUTENBHO- Pa3narounslil Matepuain Kaprouku-3aganus
cocramyieHue, opopmieHue 1 pabora ¢ WUTIOCTPATHBHBIN
JIOKYMEHTaMH.
33. | OcHOBHBIE TOKYMEHTHI YIPaBICHUS; IIpakTukym PenponyxTuBHBI, Paznatounslii MmaTepuan [MpakTrueckas pabora
cocTasienue, opopmieHne u pabora ¢ MIPAKTUYECKUI
JOKYMEHTaMU.
34. | 3a4er N0 AUCHUILINHE «/IOKyMEHTHI, Tecrt, npakTHUecKoe 3aaHueE
KOPPECTIOHICHIIMS U AEIONPOU3BOJCTBOY
1 mosyroaue BTOpOii rox
35. | Buasl npennpustuii. Jlexmnus-6ecena OOBsACHUTENBHO- Pa3narounslil Matepuain Kaprouku-3aganus
WUTIOCTPATHUBHBIN
36. | YnpaBieHuecKas CTpYKTypa IpEIIPUSITHS. Jlexmnus-6ecena OOBsACHUTETBHO- Pa3narounslil Matepuain Kaprouku-3aganus
UJUTFOCTPATUBHBIN
37. | KortpomnpHas paboTa mo Teme «OCHOBEI Tect
MEHEIKMEHTa»
38. | Opranuzamus paboThl C JOKYMEHTaMH. KomMOuHMpOBaHHEIH OOBsACHUTETBHO- Pazgarounsiii MmaTepuan Kaprouku-3ananus
WJUTFOCTPATUBHBIN,
penpOaYKTUBHBIN
39. | Opranuzamnus paboThl C JOKYMEHTaMH. KomOuHMpOBaHHEII OOBsACHUTETBHO- PaznaTounsrit MaTepuan Kaprouku-3aganns
WJUTFOCTPATUBHBIMN,
penpOnyKTUBHBIN
40. | Opraam3anus paboTHI C JOKYMEHTaMHU. KomOuHMpOBaHHEIH OOBsACHUTETBHO- Pa3znaTounsrit MaTepuan Kaprouku-3aganns
WUTIOCTPATUBHBIN,
pENpOAYKTUBHBIN
41. | Opraamu3anus paboTsI C JOKYMEHTaMH. KomOuuMpoBaHHBIN OOBsACHUTENTBHO- Pa3narounslil Matepuain Kaprouku-3aganus
UJUTFOCTPATUBHBIN,

penpOayKTUBHBIN
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HaunmenoBanue 060pynOBaHI/Iﬂ, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHSA MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HTOTr0OB
42. | Opraamu3anus paboThI C JOKYMEHTaMH. KomOuHMpoBaHHBIN OOBsACHUTENTBHO- Pa3narounslil Matepuain Kaprouku-3aganus
HJUIFOCTPATUBHBIN,
penpONyKTUBHBIN
43. | Opranu3zanus paboThl ¢ JOKYMEHTaMH. KomOuHMpoBaHHBIN OOBsICHUTENBHO- Pa3narounslil Matepuain Kaprouku-3aganus
UJUIFOCTPATUBHBIN,
pEenpOyKTUBHBIH
44. | Pabora c nokymeHTamMu, coiepKauMu KomOnHMpoBaHHbII OOBsICHUTENBHO- Paznatounslii MmaTepuan Kaprouku-3aganus
KOMMEPUYECKYIO TaliHy IPEANPHUATHS WITFOCTPATHBHBIH,
penpoayKTUBHBIN
45. | Homenknarypa nen KomOunanpoBaHHbIi OOBsICHUTENEHO- Pa3znaTounslil MaTepuan Omnpoc
UJTIOCTPATUBHBII,
PeNPOAYKTHBHBIN
46. | 3a4er no AUCHUILINHE «JJOKyMEHTHI, Tect
KOPPECTIOHICHIIUS 1 JIEJIOTIPOU3BOACTBOY
2 moJiyroame BTOPOii rox
47. | PopmupoBaHue 1en KomOuHMpoBaHHBIN OOBsICHUTENBHO- Pa3narounslil Marepuai Kaprouku-3aganus
UJUIFOCTPATUBHBIN,
pEenpOyKTUBHBIN
48. | XpaHenue aen KomOnHMpoBaHHBbII OOBsICHUTENBHO- PaznaTounslii MmaTepuan Kaprouku-3aganus
UJTIOCTPATHBHBII,
penpoOayKTUBHBIN
49. | OcHOBHBIC (PYHKIIUU CEKpeTapsi Mo KomMOuHMpOBaHHEIH OOBsACHUTENBHO- Pazpgarounsiit Mmatepuann, Kaprouku-3ananus
obecrieueHnIo 0e3J0KyMEHTAI[HOHHOTO UJTIOCTPATUBHBII, Ipe3eHTalUs
00CITyXKMBaHHS AEATEIHHOCTH PYKOBOIUTEIS PpEenpOTyKTUBHBIN
50. | OcHOBHBIE (GYHKIIMH CEKpeTaps 1o KomOunanpoBanHbIit OOBsiCHUTENEHO- Pa3znaTounslil MaTepuan, Kaprouku-3ananus
obecrieueHnIo 0e3J0KyMEHTAI[HOHHOTO WIITIOCTPATHBHBIH, Mpe3eHTaINs
00CITyKMBaHHS AEATEIHHOCTH PYKOBOIUTEIIS PEPOAYKTUBHBIN
51. | OcHOBHBIE QYHKIIUHU CEKpeTapsi Mo KomOuHMpOBaHHEII OOBsACHUTETBHO- PaznaTounsrit MaTepuan Kaprouku-3aganns
obecrieueHUI0 0e3J0KYMEHTAIIHOHHOTO WJUTIOCTPATHBHBIH,
00CITyKHMBaHHS AEATEIHHOCTH PYKOBOIUTEIIS PENPOAYKTUBHBIN
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HaunmenoBanue 060py11013,aﬂml, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHSA MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HTOTr0OB
52. | OcHOBHBIE QYHKIIUHU CEKpeTaps Mo KomOuHMpoBaHHBIN OOBsACHUTENTBHO- Pa3narounslil Matepuain Kaprouku-3aganus
obecrneueHnI0 6e3T0KyMEHTAIlHOHHOTO WJUTIOCTPaTHBHBIH,
00CITy)KMBaHHs AESATEIBHOCTH PYKOBOIUTEIISI PENpPOTyKTUBHBIN
53. | Opranuzauus u JOKyMeHTUpoBaHHe padboThl | KomMOMHMpOBaHHBIN OOBsICHUTENBHO- Pa3narounslil Matepuain Kaprouku-3aganus
¢ 00palIeHUsIMU TPaXKIaH WJUTIOCTPATHBHBII,
pEenpOyKTUBHBIH
54. | JloKyMeHTBI IO INYHOMY COCTaBY (KaJpawm, KomOnHMpoBaHHbII OOBsICHUTENBHO- Paznatounslii MmaTepuan Kaprouku-3aganus,
IIepCOHaLy); COCTaBJIeHUE, OOPMIICHUE U UJTIOCTPATUBHBII, npakThyeckas padbora
pabora ¢ TOKyMEeHTaMHu. PENpOAYKTUBHBIH,
MIPAKTUYECKHUI
55. | JlOKyMeHTBI IO IMYHOMY COCTaBy (Kaapam, KomOunanpoBanHbIit OOBbsiCHUTENBHO- Pa3naTounslil MaTepuan Kaprouku-3aganus,
IIepCOHALY); COCTaBJIeHUE, OOPMIICHUE U WIITIOCTPATHBHBIH, npakThyeckas padbora
paboTa ¢ TOKyMEHTaMH. PETPOAYKTHUBHBIH,
MIPaKTUYECKUI
56. | JlOKyMeHTHI IO INYHOMY COCTaBY (Kaapawm, KomOuHMpOBaHHEIH OOBsACHUTETBHO- Pazgarounsiii MmaTepuan Kaprouku-3ananus,
MIEPCOHANY); COCTaBJICHUE, 0OPMIICHHIE U WJUTIOCTPATHBHBIH, mpakThdeckas padora
paboTa ¢ TOKyMEHTaMHu. PETPOAYKTUBHBIH,
MPaKTUYECKUHN
57. | JoKyMeHTHI IO INYHOMY COCTaBY (Kaapawm, KoMOuHMpOBaHHBIN OOBSICHUTETHHO- PaznaTounslit MmaTepuan Kaprouku-3aganusi,
[IEPCOHANTY); COCTaBJICHUE, O(OPMIICHHE U WJUTIOCTPaTHBHBIH, IpakThdeckas pabora
pabora ¢ TOKyMEHTaMH. PENpOAYKTUBHBIH,
NPaKTUYECKUI
58. | 3ader no AuCHUILINHE «/|OKyMEHTHI, Tect

KOppeCrnoHACHI M U ACJTIOITPOU3BOACTBOY
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3.4.4 Iucuunuiuna: /lesoBasi KyJabtypa (18 u.)

HaumeHoBanue 000py10BaHus, IPOrPAMMHOI0 00ecriedeHust

Ne Tema dopma 3aHATHA MeToabl 00y4ueHust JIMIaKTHYeCKU I ®opma noaBeAeHUus
MaTepuaJl HTOTr0OB
1 mosyroaue nmepBblii rog
1. OcTeTndeckas U 3THYECKast KyJIbTyphI. Jlexmnus-6ecena OOBsACHUTENBHO- IIpesenTtanus. Pasnarounslii | onpoc
WJUTIOCTPaTHBHBII, MaTepHai
PpenpOayKTUBHbBII
2. [Ncuxonorus oOeHus. Jlexnus-6ecena OOBbsICHUTENBHO- IIpesenTtanus. Paznarounslii | onpoc
WJUTIOCTPATHBHBII, MaTepHan
penpoOayKTUBHBIN
3. KynbTypa obmienus B cdepe nesrensHOCTH KomOnHMpoBaHHbIi OOBsICHUTENBHO- IIpe3entanus. Pazgarounstit | omnpoc
ceKperaps. WTIOCTPATUBHBIM, METOA | MaTepual
JEMOHCTPaLlMOHHBIX
IIPUMEPOB
4. KynbTypa obmmenus B cdepe nesTenbHOCTH KomOunanpoBanHbIit OOBsICHUTENEHO- IIpesenranus. Pazgarounslii | onpoc
CeKpeTaps. WIITIOCTPATHBHBIN, METOJT | MaTepHal
JI€MOHCTPaMOHHBIX
IIPUMEPOB
5. Kynbrypa obmenns B chepe nesTeIbHOCTH KombOuaMpOBaHHEII OOBsACHUTETBHO- IIpesenramnus. Pazgarounsiii | ompoc
CeKpeTaps. WIITIOCTPATUBHBIN, METOJl | MaTepHal
JE€MOHCTPALMOHHBIX
IIPUMEPOB
6. KynbTypa o0ieHus B cepe nesrensHoCTH KomOuHMpoBaHHBIN OOBsACHUTEIBHO- IIpesenTtanus. Pasnarounslii | onpoc
CeKpeTaps. WUTIOCTPATUBHBIN, METO | MaTepHal
JIeMOHCTPAIIMOHHBIX
IIPUMEPOB
7. Mmuox cexperapst. KomOuHnpoBaHHBIH OOBsICHUTENBHO- IIpesenTtanus. Paznarounslii | onpoc
WTIOCTPATUBHBIM, METOA | MaTepual
JIEMOHCTPallMOHHBIX
IPUMEPOB
8. Kynbrypa peun. KomOunanpoBaHHbIi OOBsiCHUTENBHO- IIpesenranus. Pazgarounslii | onpoc
WIITIOCTPATHBHBIN, METOJl | MaTepHal
JIEMOHCTPaMOHHBIX

IIPUMEPOB
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HaunmenoBanue 060py11013,aﬂml, MMporpaMMHoOro o0ecneyeHus

Ne Tema ®opma 3aHATHS MeTtoabl 00y4eHust JInpakTudeckum dopMa noaABeACHUS
MaTepuaJj HTOTr0OB
9. Kynbrypa TenedoHHOro pasrosopa. Ypok-urpa OOBSICHUTETHHO- [IpesenTanus. Paznatounslii | ompoc, 3anaHus
WUTIOCTPATUBHBIN, METOA | MaTepHal
JIeMOHCTPaIlMOHHBIX
IIPUMEPOB
10. | 3auer mo aucuuUIUINHE «JlenoBas KyiIbTypay TecT
2 moJiyrojue nepBblii roj
11. | DTHKET B IeMOBOI MepenmcKe. KomOuHaMpOBaHHEIH OOBsACHUTETBHO- IIpesenramnus. Pazgatounsiii | ompoc
WIITIOCTPAaTHBHBIH, Marepuan
penpOayKTUBHBIN
12. | BusurtHble KapTOUKH. KomOuHMpOBaHHEIH OOBsACHUTEIBHO- IIpesenTanus. Pazgarounslii | onpoc
WIITIOCTPAaTUBHBIH, Marepuan
penpONYKTUBHBIN
13. | TexHuka BeeHUs U STUKET AEIOBOU KoMOuHMpoBaHHBIN OOBSICHUTETHHO- [IpesenTanus. Paznarounsiii | tect
Oecenpl. WJUTIOCTPaTHBHBIH, MaTepHai
PpenpOayKTUBHbBII
14. | JenoBoi npoToKOII. KomOuHMpoBaHHBIH OOBbsICHUTENBHO- IIpesenTtanus. Pasnarounslii | tect
WITFOCTPATHBHBIH, MaTepHan
PEenpOLyKTUBHBIN
15. | IIpaBuna cepBrupoBku yaiiHoTO (KOodeiinoro) | KomOnHMpoBaHHBIH OOBsICHUTENEHO- IIpesenranus. Paznarounslii | onpoc
cTona. WITFOCTPATHBHBIH, Marepuan
PeNPOAYKTHBHBIN
16. | IIpaBuia npurotoBneHus u nogauu ropsunx | KomOnHMpoBaHHBIH OOBsiCHUTENEHO- IIpesenranus. Pazgarounslii | onpoc
HaITUTKOB ¥ 3aKyCOK K HHUM. WITIOCTPATHBHBIH, Marepuan
PeNPOAYKTHBHBIN
17. | VaTepnep pabodero moMemeHus Kaxk KomOunanpoBanHbIit OOBsicHUTENBHO- IIpesenranus. Paznarounslii | Tect
00J1aCTb AEITOBOTO ITHKETA. WIITIOCTPATHBHBIH, Marepuan
penpOayKTUBHBIN
18. | 3auer no npucnuIuHE «JlenoBas KyIbTypa» TecT
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3.5. OneHka Ka4ecTBa OCBOCHUSI IPOrPaMMBbI

Cucrema OIeHKHU pe3yIbTaTOB OCBOCHHS 00pa30BaTEIbHOM MPOrpaMMbl BKITIOYAET B ceOsl:

- OCYILIECTBIICHUE TEKYIIEr0 KOHTPOJIS YCIIEBAEMOCTH,

- IPOMEKYTOYHOH aTTeCTAIIUN 00YJarOITIXCS,

- UTOTOBOM aTTecTaluu B (hopMe KBAIU(PUKAIIMOHHOTO SK3aMeHa.

Texkymmii KOHTPOJIb YCIIEBAEMOCTH MPOBOAMTCS TENAaroroM B MPOIecce IMPOBEICHUS
3aHATUN B (popMax U mopsiake, KOTopbie onpeneieHsl B [lomoxkenuu o popmax, nepuoAMIHOCTH,
MOPSIIKE TEKYIIETO KOHTPOJISI yCIIEBAEMOCTH OOYYAIOIIMXCS B MYHHUITUIAIBHOM aBTOHOMHOM
YUPEXKJICHUU JTOMOJHUTEILHOT0 00pa3oBaHus «MeKIIKOJIbHbBIN y4eOHbIi KOMOUHATY.

[IpomexxyTouHas aTTecTanus IPOBOAUTCS MEAArOroM MO UTOTaM 3aBEpIICHHs 00ydeHUS
no aucuuuimHaMm [ u Il momyroauit mepBoro u BTOpOro roja oOydeHHs 00pa3oBaTesbHOU
porpaMMbl B opMax U TOPSJIKE, KOTOPhIE OmpesesieHbl B T10J0)KeHUU O MPOMEKYTOTHON
aTTecTaluu 00y4arouMxcs Mo mporpaMMaM npohecCHOHaIbHOrO0 00YYeHHsS B MyHHUIIMIIAIbHOM
ABTOHOMHOM  YUYPEXJEHUU JOMOJIHHUTETbHOTrO0 00Opa3oBaHus «MEXIIKONbHBINA  Yy4eOHBIH
KOMOUHAT.

Hrorosas arrectanys MPOBOJUTCA aTTECTAMOHHON KOMHMCCHEHN IO UTOTaM 3aBEPILICHUS
oOyueHusi o oOpa3oBaTellbHOI mporpamme B (opmax U MOpsIKEe, KOTOPHIE OMpECIICHbI B
[Tonoxkxennn 00 WTOrOBOM aTTeCTAllMU BBITYCKHUKOB, OOYyYalOUIMXCsS [0 MporpaMMam
npodeccuonansHoro 00ydeHus B MAY JI0 «MYKy.

@opmbl, CpoKH (IEPUOAMYHOCTb) U TOPSAIAOK TMPOBEACHUS TEKYIIEro KOHTPOJIS
YCIEeBAaEMOCTH U MPOMEXKYTOYHOW aTTeCTallii, UTOTOBOM aTTECTaIlMH JAOBOMASTCS A0 CBEICHUS
oOyyaromuxcs B Hayase oO0ydeHHs 10 oOpaszoBaTenbHOH mporpamme. OleHHBaHUE
OCYIIECTBIISETCS 10 S-0aJITbHOM CUCTEME.

OuneHka UHAMBUAYAIbHBIX 0Opa30BaTENbHBIX JOCTHKEHHUH, OOy4aroumxcs 10
pe3ynbTaTaM TEKYIIEero KOHTPOJS YCIeBAaeMOCTH, MPOMEXKYTOUYHOM aTrTecTallid U UTOTOBOU

aTTeCTAllMU MPOU3BOJUTCS B COOTBETCTBUH C YHUBEPCAIBHOM MIKanoi (Tabnuua 1).
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Tadanna 1 — OueHka HHANBUAYAJIBHBIX 00Pa30BaTeJIbHBIX JOCTHKEHU 00yYAKOIIUXCS

KavecTBeHHas1 OLleHKA MHAUBUIYAJIbHBIX
IIpoueHT pe3yIbTATHBHOCTH .
00pa30BaTeJIbHbIX 10CTHKECHUI
(mpaBUJIbHBIX OTBETOB) =
baJs (otmeTka) Bep06aJybHblii aHAJOT
85+ 100 5 OTJINYHO
70 + 85 4 XOpOIIO
50 + 70 3 YAOBJIETBOPUTEIHHO
MeHee 50 2 HEYJIOBJICTBOPUTEIHHO

IlTo MenmaHe  KayeCTBEHHBIX  pE3yJbTATOB  OLEHMBAHUSA  MHIAMBHUYaJbHbBIX
00pa3zoBaTEIbHBIX JOCTHKEHUN 00YyUaOLINXCs ONPENENIIeTCsl HHTETrpajibHas OTMETKA OCBOCHHBIX
00yUarOIUMUCS:

1) Ha 3Tare UTOroBoi OTMETKH KaK CpeHel apupMeTHUIeCKON O JUCIUILIUHAM:

Ipo¢eCCUOHATIBHBIX KOMIIETEHIMH 110 pe3ysIbTaTaM OCBOECHUS IUCLHUILINH;

2) 1o pe3ynbTaTaM MPOU3BOACTBEHHOMN MPAKTHKY;

3) Ha 3Tare UTOroBOM aTTECTALlUN:

— npo()eCCHOHAIBHBIX KOMIIETEHIIMH 1O pe3yjibTaTaM OCBOCHHUS 00pa30BaTeNbHON

IIPOrPaMMBI B LIEJIOM.

3.5.1. CucreMa OLleHKH pe3yJbTATOB OCBOEHHS 00pPa30BaTe/JIbHON MPOrpaMMBbl
TeKYLIero KOHTPOJIsl YCIIeBAeMOCTH M MPOMEKYTOYHOM aTTeCTAIMU
o0yyarmmxcs

Tabauna 2 - Kpurepuu onieHUBAHUA TeOPEeTUYECKON YacTH

Tpynosas Bonpocsl Kpurtepun ouenku
byHkuus
[Ipuem u [TpaBuna Benenus 6ecenpl o Teaedony. Otmetka «5»: pabora
pacrpeiesnieHue BBINOJIHEHA B 33JJaHHOE
Tes1e(hOHHBIX BpEMsi, CAMOCTOSITENIEHO,
3BOHKOB aKKypaTHO, C
OpraHu3aIIH COOJII0ICHUEM TIPABUIT U
CTaHAApPTOB Ha
JTOKYMEHTHI,;
Opranuzanus Opranuzanys npruema noceTuTesnei. Otmetka «4»: pabora
paboTshI ¢ PaboTa ¢ n1McbMeHHBIMU O0OpaIEHUSIMU BBINOJIHEHA B 33JJaHHOE
HOCETUTEISIMU rpakJaaH. BpEMsi, CAMOCTOSITENIEHO,
OpraHu3aLUH aKKypaTHO, ¢
COOJIIOICHUEM TIPAaBUII U
CTaHAApTOB Ha
JTOKYMEHTBI, TIPH
BBITOJIHEHUH JIOMYIEHbI
HEOOJIBIINE HEAOUYCTEL;
Brinonnenue Opranu3zanus u o0opyioBaHue paboyero OtmeTka «3»: paboTa
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U 00€eCIIEYNBAIOIINX
hyHKIHHA

TpeboBanust, IpeabIBIIsIEMbIE K CEKpETapIo.
[TonsATHS O TOKYMEHTaX (BUIBI).

I'OCTbsl HA TOKYMEHTHI.

OpranuzalioHHbIE TOKYMEHTHI.
PacniopsimutenbHble TOKYMEHTHI.
HudopmaninoHHO-CIIpaBOYHbBIE TOKYMEHTHI.
Opranuzanus padoThl C JOKYMEHTaMHU.
Pabora ¢ ucxoaaummMu TI0OKyMEHTaMU.
PaboTa ¢ BXOASIMME JOKYMEHTaMHU.
Pabota ¢ BHyTpeHHUMH JOKYMEHTaMHU.
Pabora ¢ koHpUICHIINATHFHBIMU
JIOKyMeHTaMu. Perucrpanus 10KyMeHTOB.
KoHTpob 32 HCTIOJTHEHNEM TOKYMEHTOB.
Homenxknarypa gern.

®opMHUpOBaHUE JEII.

OnepaTtuBHOE XpaHEHHE JIEII.

Odopmnenue u craya e B apXuBs.
[TpaBuna opopmiieHUs TaOIHII.
[TonroroBka u o0CIyKUBAaHUE COBELIAHUI.

TpynoBas
PYA Bomnpocsi Kpurepum ouenkn
byHkuus
KOOPJIMHUPYIOUIUX | MECTA. BBIIIOJIHEHA B 33J]aHHOE

BpEMsl, CAMOCTOSTEIILHO,
C HapyIICHUEM TMPABHI U
CTaHJapTOB Ha
JTOKYMEHTBI, OTACIbHBIE
OTIEPAIlUH BBITIOJHEHBI C
OTKJIOHEHHEM OT
obpa3na; oopmiieHO
HEOPEIKHO;

OTMeTKa «2»: yUCHUK
CaMOCTOSITENTFHO He
CHpaBHIICS C paboOTOiA,
NpaBuja U CTaHAAPTH HA
JOKYMEHTBI HE
COOJTIOICHBI, TIPH
BBITIOJTHEHUH JIOTTYIICHbI
OOJIBIIINE OTKIIOHECHUS,
oopMIIEHO HEOPEKHO H
MMeEEeT He3aBEPILICHHBIN
BU]I.

Taouuua 3 - Kpurepuu oneHUBaHUS MPAKTHYECKOH YaCTH

Tpynosas Bonpocs! Kpurepun onenkn
bynkuus
[Ipuem u Odopmnenue TeaepoHOrpaMMBI. OtmeTka «5»: pabota
pacnpezenenue BBITNOJIHEHA B 3aJJaHHOE
Tese()OHHBIX BpeMSi, CAMOCTOATEIBHO,
3BOHKOB aKKypaTHO, ¢ COOJII0/IEHUEM
OpraHu3aluu MpaBWJI U CTaHJIapPTOB Ha
JOKYMEHTHI,
Opranuszanus Odopmiienue cripaBKH. Otmetka «4»: pabora
paboThI ¢ BBINOJIHEHA B 3aJlaHHOE
MTOCETUTEISIMH BpEMS, CAMOCTOSATEIBHO,
OpraHu3alu aKKypaTHO, ¢ COOII0IEHUEM
MIPaBUJI U CTAHJAPTOB HA
JOKYMEHTBI, IpU
BBITIOJIHEHUH JIOMYIIEHBI
HEOOJIbIINE HEJOYETEI;
Brinosnnenue Odopmienue akra. OtMmetka «3»: pabota
koopauHupyomux | OdopmieHne cxemsl. BBIIIOJIHEHA B 3a/1aHHOE
u obecneunBaronux | Odopmnenue nuarpammsl B MS Word. BpEMsl, CAMOCTOSITENIBHO, C
GbyHKIMH Odopmiienue BEITUCKH U3 IPUKA3a Mo HapylmeHHEeM IpaBuiI U
OCHOBHOMH JI€SITETbHOCTH. CTaHIApPTOB Ha JOKYMEHTHI,
Odopmitenne JOIHKHOCTHON OTJIEJIbHBIE OlIEpPALUU
MHCTPYKIIHU. BBINOJIHEHBI C OTKIIOHEHHEM
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Tpynosas Bonpocsl Kpurepun onenkn
byHkuus
OdopmiieHne pyKomuCcHOTO TEKCTA. ot o0pa3sia; opopmiieHo
Odopmnenue nucrma. HEOPEKHO;
Odopmienue tabmuist B MS Word.
Odopmnenue quarpammel B MS Excel. OTMeTKa «2»: yYEHUK
Odopmnenue Tabmuibs B MS Excel. CaMOCTOSTENIbHO HE
Odopmienue nmpoTokoa. CIIpaBUIICS C pabOTOM,
Odopmnenue ykazanus. MIpaBuJIa U CTAHIAPTHI HA
Odopmienue pacmopsKeHusI. JIOKYMEHTBI HE COOJTIOICHBI,
Odopmnenue 3asBICHNS B BHJIE TIPH BBITIOJTHEHU U
mra0IoHa. JOTYIIEHBI OOJIBIIINE
Odopmiienue npe3eHTau. OTKJIOHEHWUSI, 0(hOPMIICHO
Odopmienue mpukasa 1Mo OCHOBHOU HEOPEXKHO U UMEET
JeSITeIbHOCTH. HEe3aBEpIICHHBIN BUI.
Odopmienue 10K THOMN 3aMTUCKH.
Odopmiienue 1oroBopa.
Odopmienue pacucky.
Odopmnenne 0ObSICHUTETHHON 3aMUCKH.
Odopmienne BHITUCKU U3 TPOTOKOJIA.

3.5.2. CucreMa OlleHKH Pe3yJibTATOB OCBOCHHUSI 00Pa30BaTeJIbHOM MPOrpaMMbl
HAa UTOTOBOI aTTeCcTAllUN

Hroropas arrecranus no nporpamme npodeccruoHanbHON MOATOTOBKY 10 CTIENUaTbHOCTH
CekpeTrapb-MalIUHUCTKA» MPOBOAUTCS B (hopMe KBaTU(PUKAIIMOHHOTO K3aMEeHa.
Keanugukayuonnwiii 3k3amen npoeooumcs 6 guoe:

|) Teopernueckoit wacTu: 3ammTel MpoekTHOH pa6oThl. Tembl B npuiokenun E.1;

I)npakTuueckoit yacTH: BHIMOMHEHHs TIPAKTHYECKOTO 3aiaHus (o0(opMieHHe MPUKa3a,
nmrucbMa, Tabmuibl, cxembl U mp.) B MS Office — 3amanust mpeACTaBiIeHBl B 9K3aMEHAIIMOHHOM
ounere (mpunoxkenwue E.2)
3awyuma npoekmuoi padbomol gKAI0Uaem 6 ceva:

1) 3ammTy NpOeKTHBIX paboT oOydyarorumucs, He 6onee 10 munyT (1 padoTta);

2) TOJBEICHHE UTOTOB.

1 oram — mpeacTaBIeHHE U 3amuTa pabOThl C MCIONH30BAHUEM KOMIIBIOTEPHOM
IIpE3EHTALUH.

2 3Tan — NoJBEACHUE UTOrOB (OTMETKA IO MATUOAIIILHON CUCTEME).

Ommemka 8bICMABGASAEMCS YeHAMU KOMUCCUU NOCTIEe 3awumaol 06)/’{61}0%;6206%.
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Tadoaunna 4 — Kpurepuu olleHUBaHUS 3alIUTHI NPOEKTHOH PadoThI

Onenka

Kpurtepumn ouenku

OTMeTKa «5»:

Yb6enurenbHoe W ApKOE IMPEJICTaBICHUE JIUTEPATYPHBIM SI3BIKOM,
TOYHOE HCIIOJIb30BAHUE TEPMUHOJIOTUU; MMeeTcs mpe3eHTauus. IlokasaHel
riyOMHa W CTENeHb MpopabOTaHHOCTH IPOEKTa, YMEHUE OTBe4aTh Ha
BOIIPOCHI, JIAKOHUYHOCTb M apryMEHTHPOBAaHHOCTb OTBETOB IIPOEKTA.
BricTynuienne yiaoXuioch B OTBEACHHOE BPEMSI.

O1rMeTKa «4»:

HpCIICTaBJ'ICHI/IC JIUTCPATYPHBIM  A3BIKOM, TOYHOC MHCIIOJIb30BAHUC
TCPMUHOJIOTUH,; HUMCETCA IMPE3CHTAL M. ITokazaHbI FJ'Iy6I/IHa n CTCIICHb
HpOpa6OTaHHOCTI/I MPpOCKTa, YMCHHUC OTBCYATH Ha BOIMPOCHI ONIIOHCHTOB,
JJAKOHUYHOCTb M apryMEHTHUPOBAHHOCTH OTBETOB ITPOCKTA. BI)ICTYHJ'IGHI/IC
YIOXKUWIIOCHE B OTBCACHHOC BpCMdA, HO IIPpU I3TOM JONYIICHBI IBC-TPU
HCCYHICCTBCHHBIC OH_II/I6KI/I, HCITPABJICHHBIC I10 Tpe60BaHI/IIO KOMUCCHH.

OrMeTKa «3»:

Hpe,[ICTaBJIeHI/Ie paGOTLI C 3aMHMHKaMHM, HC3HA4YUTCIBbHBIC OIIMOKH B
p€ur, HCTOYHOC HCIOJb30BAHUC TCPMHUHOJOIHUH, HEC YIOXWINCh B
OTBCACHHOC BpCMs, HC CYIICCTBCHHBIC OIIMOKU Ha 3aJaHHBIC BOIIPOCHI WJIN
OTCYTCTBHUEC OTBCTOB HAa HUX. Nmeercs MMPE3CHTA A

OTMeTKa «2»:

[IpencraBnenue paboThl ¢ 3aMUHKAMH, HECBSI3HAs pedb, OIMIMOKU B
peun, HENpaBUIbHOE MCIOIb30BAHUE TEPMUHOJIOTUU, HE YJIOXKWIHCH B
orBenieHHOE Bpems. CyIIeCTBEHHBIC OIMMOKMA Ha 3aJaHHBIC BOMPOCH HITU
OTCYTCTBHE OTBETOB Ha HUX. OTCYTCTBUE MPE3ECHTALNH.

Tabumuna 5 — Kpurepnu oueHnBaHus COAePKATEJIbHOM YaCTH NPOEKTHOM padoThl

Onenka

Kpurepun onenkn

OTMeTKa «5»:

Bo BBeneHuu npuBoauTcs 000CHOBaHME BBIOOpa KOHKPETHOW TEMBI,
MIOJIHOCTBIO PACKPBITa aKTyaJIbHOCTb. MIMEIOTCsl IoCcTaHOBKA MPOOJIEMBI U €€
000CHOBAHHOCTB, (hOpMYJIMpPOBaHUE Liesiel U 3aa4d. BeiiBUHYTa runoTesa u
METO/Ibl €€ UCCIIEIOBaHMs. YKa3aHbl OOBEKT U MPEAMET UCCIIEI0BAHUSI.

OcHoBHas yacThb pabOThI: COIEPKATCS OCHOBHBIE TEPMHUHBI, U OHHU
aJeKBaTHO HMCIOJB30BaHbI; BCS HeoOxoanuMas uHdopmaus
IIPOaHAIN3UPOBAHA, BBIYJICHEHA, JIOTUYECKH CTPYKTYypHUPOBAaHA.
[IpucyTcTBYIOT BBIBOABI U TPAMOTHBIE 0000ILIEHUSI.

B 3aknrodeHun caenaHbl JIOTMYHBIE BBIBOJBI, a COOCTBEHHOE
OTHOIIIEHHE BBIPAXKEHO YETKO. ABTOP IPaMOTHO JAEMOHCTPUPYET OCO3HAHUE
BO3MO>KHOCTH IIPUMEHEHUS UCCIEAYEMBIX TEOPHI, METOIOB Ha MPAKTHUKE.

[Ipn Hanuuuu npunokeHuil B paboTe, yUYUTHIBACTCA UX MPAaBHIbHOE
odopmIieHue.

ABTOp aJIeKBaTHO MPHUMEHSUT TEPMUHOJIOTHIO, MPABHIBHO O(OPMHUI
ccouiku.  Odopmiuenue paboTsl cooTBeTcTBYeT TpeboBanusiM ['OCT,
6ubanorpadus, npuiIoKeHus opOPMIICHBI Ha OTIINYHOM YPOBHE.

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

OtMeTKa «4»:

Bo BBeneHuu conepKUT HEKOTOPYHO HEYETKOCTh (POpMYJIHpOBOK. B
OCHOBHOM €€ 4YacTu HE BcCerga IPOBOAUTCS KPUTUYECKUM aHauus,
OTCYTCTBYET aBTOPCKO€ OTHOLIEHHE K H3y4eHHOMY Marepuainy. B
3aKJIIOYCHUN HEAJeKBaTHO HCIOJIb30BAHA TEPMHHOJIOTHS, HAOIIOAAI0TCS
HE3HAYUTENIbHbIe OUIMOKU B CTUJIE, MHOTHE LIUTAThl TPAMOTHO O()OPMIIEHBI.
JlonymieHsl He3HAYUTEIbHBIE HETOUYHOCTH B odopmiieHHH Oubianorpaduu,
MIPUJIOKEHUN.
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Onenka

Kpurtepun ouenku

OrMeTKa «3»:

Bo BBeieHUM COAEPIKUT JIUIIIB OMBITKY 0OOCHOBAHUS BBIOOpA TEMBI U
aKTyaJlbHOCTH, OTCYTCTBYIOT u&Tkue (opMmynupoBku. PacruibiByato
olpeseNieHbl 3a/1a4d U LENH, MPOOJIEMHBIN BONPOC, TUIIOTE3a U METOABI €€
HCCIeIOBaHMs, OOBEKT U MPEAMET UCCIIe0BaHUs TUOO HE BCE MOJHOCTHIO
yKa3aHBbl.

OcHOBHOE cozep)kaHHEe - TepecKa3 UyXKHX HIeH, HapylleHa JIOTHKa
W3JI0’KEHUS, aBTOP MOMBITAICSA CPOPMYINPOBATH BHIBOJIBI.

B 3akmroueHun aBTop momsITaics caenaTs 00001eHus, COOCTBEHHOTO
OTHOILIEHHUS K paboTe MPaKTUYECKH HE MTPOSBUIL.

B npunioskeHnn A0MyIeHo HeCKoIbKo rpyOsix omubok. He Beiaepxan
CTWJIb U CTPYKTypa IPOEKTa B LEJIOM, YacTO HEBEPHO YMNOTPEOISIOTCS
Hay4yHbl€ TEPMUHBI, CCBUIKM O(OPMIIEHBl HETPaMOTHO, HaOII0AaeTCs
riaruar.

OTMeTKa «2»:

Bo BBeneHun He comepKUT OOOCHOBAHMSI TEMbI, HET aKTyalU3alluu
TeMbl. He oOo3HaueHwl 1enu, 3amadu, MpOOJIEeMHBIA BOIPOC, THUIMOTE3a M
METO/IbI €€ UCCIIEIOBaHMsI, 00BEKT U MPEeIMET UCCIEAOBaHUS.

CKkyIioe OCHOBHOE CoJiep:KaHne. BHYTpEHHSIS JIOTHKA BCETO H3JI0KCHHUS
mpoekta ciabas. Her KpuTHUECKOrOo OCMBICICHHSI MPOYUTAHHOTO, KaK M
cobcTBeHHOro MHEeHHS. HeT 0000111eH1Ii, BEIBOIOB.

3akiroueHne TaKOBBIM He siBisieTcs. B HEM He npuBeIeHbI TPAMOTHBIC
BBIBOJIBI.

He mpaBunpHO odopmieHsl mpunoxenus. B pabore nabmromaercs
OTCYTCTBHE CCBUIOK, IUIarwar, HE BBIACPKAH CTWIb H CTPYKTYpa,
HEeaJIeKBaTHOE UCIOJI30BaHNE TEPMUHOIIOTUH.

[To odopmiennro HaOMOMACTCS PN HETOYETOB: HE COOJIOCHBI
ocHoBHble TpeOoBanus ['OCT, a Gubarorpadust ¢ NpUIOKEHUIMHU COAEPKAT
MHoOTrO ommbok. Menee 20 ctpanuil 00bEM BCeil pabOTHI.

Tabauna 6 — OueHka KayecTBa 0OCBOEHHS MPOrPaMMbl MPAKTHYECKOH YaCTH

Tpynosas Bonpocs! Kpurepun onenkn
bynkuus
[Ipuem u Odopmiienue TenedoHOrpaMMBI. Otmetka «5»: pabora
pacnpezeneHue BBITIOJTHEHA B 3a/1aHHOE
Tese()OHHBIX BpEMS, CAMOCTOSATEIBHO,
3BOHKOB aKKypaTHO, C COOJII0/IEHUEM
OpraHu3aluu IIpaBWJI U CTaHJIapTOB Ha
JIOKYMEHTBHI,
Opranuzanus OdopmieHue cripaBKH. OtMmeTKa «4»: pabota
paboThI € BBINIOJIHEHA B 3a/1aHHOE
MOCETUTENSIMH BpEMSI, CAMOCTOSATEIBHO,
OpraHu3aluu aKKypaTHO, C COOJTI0IEHUEM
MIpaBWJI U CTAHJIAPTOB Ha
JOKYMEHTBI, IPU
BBITIOJTHEHUH JIOMYIICHbI
HEOOJIbIINE HETOUYETHI;
Boinonnenue Odopminenue akTa. OtmeTka «3»: paboTa
koopauHupyomux | OdopmieHne cxemsl. BBINOJIHEHA B 3aJIaHHOE
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https://www.пишем-диплом-сами.рф/primery-vvedenii-diplomnoi-raboty
https://www.пишем-диплом-сами.рф/kak-pravilno-vybrat-temu-dlia-kursovoi-i-diplomnoi-raboty
https://www.пишем-диплом-сами.рф/zakliuchenie-kursovoi-raboty
https://www.пишем-диплом-сами.рф/oformlenie-podstrochnykh-i-zatekstovykh-snosok-v-kursovykh-i-diplomnykh-rabotakh
https://www.пишем-диплом-сами.рф/antiplagiat-diplom-kursovaia-referat
https://www.пишем-диплом-сами.рф/standarty-oformleniia-diplomnykh-kursovykh-referatov
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Tpynosas Bomnpocsl Kpurtepun onenku
byHkuus

u obecneunBaromux | Odopmiienue auarpammel B MS Word. BpEMSi, CAMOCTOSATEIBHO, C

byHKIMI OdopmiieHne BBITUCKH U3 TIPUKA3a 0 HapyIICHHEM MPaBIII U
OCHOBHOI1 J1eTEeTHbHOCTH. CTaHJIapTOB Ha JTIOKYMEHTHI,
Odopmienue 10TKHOCTHON OTJIETIbHBIE OTIepallun
UHCTPYKIUH. BBITIOJTHEHBI C OTKIIOHEHUEM
Odopmienue pykormucHOTO TEKCTaA. oT 00paza; 0popMIIEHO
Odopmnenue nucpma. HEOPEIKHO;
Odopmnenue Tadmuibs B8 MS Word.
Odopmnenue quarpammel B MS Excel. OTMeTKa «2»: yUEHUK
Odopmnenue Tabmuibs B MS Excel. CaMOCTOSITEIILHO HE
Odopmnenue npoTokoa. CHpaBHJICS C paboOTOiA,
Odopmienue ykazanus. MpaBujIa U CTaHIAPThI HA
Odopmienue paciopsiKeHHUs. JIOKYMEHTBI HE COOTIOICHBI,
Odopmienue 3asBiieHNs B BUIE MIPU BBITIOJIHEHUH
ra0JIoHa. JOTYIIEHBI OOJIBIIINE
Odopmienue npe3eHTaIuu. OTKJIOHEHWSI, 0)OPMIICHO
Odopminenue npukasa no OCHOBHOU HEOPEXKHO U UMEET
JIESITEIIbHOCTH. HE3aBEPIICHHBIN BUI.
OdopmieHue T0KIaTHOMN 3aITUCKH.
Odopmienue gorosopa.
Odopmnenne pacucKu.
Odopmienue o0bACHUTETHFHOMN 3aMUCKHU.
Odopmienne BBITUCKU U3 TPOTOKOJIA.

Ilo pe3ynomamam evinonnenus meopemuiecKkoil u nPaKmu4ecKoil 4acmeil 6b1600UMCA
umozosas ommemka (Kaxk cpeoneapupmemuueckasn). Ecnu cpeoneapugpmemuueckoe uucio
nonyyaemca OpOOHBIM, MO UMO2064 OMMEMKA 6bICIAGIAEMCA NO NPAGUNAM
Mmamemamuueckozo okpynenus. Ilpu ycnewnoit coauu umozo6oi ammecmauuu
npuceaugaemcs 3 (mpemus) Kamezopus.

Tabimua 7 - Kputepum HMTOroBOro OneHUBAHHMS M MNPHCBOEHHE KBATU(PUKAIUMOHHOIO
YPOBHS (KaTeropmus):

. KBanundukannoHHbli ypoBeHb (KaTeropus
Hroroselii pe3yabrart (0TMETKA) (puxan yp ( pus)

«5» - OTJIMYHO 3 kareropus
«4» — xopomio 3 kareropus
«3» - yIOBJIETBOPUTEIHHO 3 kareropus

«2» - HCYOOBJCTBOPHUTECIBHO KaTel"OpI/IH HC MMpUCBANBACTCA
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4. OPTAHUBAIUOHHO-IIEAJAT'OI'MYECKHUE YCJIOBUA
PEAJIM3ALIUA ITPOI'PAMMBbI

4.1. CBejleHUS 0 HITATHBIX NMEJIATOTNYeCKUX PA0OTHMKAX (BHEIIIHUX COBMECTHTEJIAX),
NPHUBJIEKAEMbIX K peajJin3aluy NPorpaMmbl

Ne ®.1.0. padoTHHKA JloJKHOCTD OO0mumit
n/n negarorun4eckKmii
CTaxK padoThI
1 2 3 4

IIemaror HONOIHUTENBHOTO
1 | Xanuna Enena CepreeBna A ! -
o0OpazoBaHMs

4.2. Ucnosib30BaHNe HATJISIAHBIX MOCOOUIA M IPYTUX YUeOHBIX MaTepHAJIOB
NPH peaTnu3aluy NPOrpaMmbl

Jns peanuzanuu mporpamMMbl Tpo(eCCHOHATBHON MOATOTOBKH IO CIIEMAIbHOCTH 26353
«CexkpeTrapb-MalIMHUCTKA» UCIOIb3YeTCsl y4eOHbINH KaOUHET, 000py10OBaHHBIH:

- IOCAJ0YHBIMH MECTAMH TI0 KOJIMYECTBY 00yUaIOMINXCS;

- pabOYMM MECTOM TIpETIOaBaTes;

- KOMIIBIOTEPaMH;

- MUIIYIUMH MallIMHKAMU;

- IPUHTEPOM;

- CKaHEepOM;

- HUHTEPAKTUBHOM JIOCKOW U MYJIbTUMEIUIHBIM KOMITJICKCOM C JIMIIEH3UOHHBIM ITPOrPaMMHBIM
o0OecrieueHuEeM;

- HOPMAaTUBHBIMH JJOKyMECHTaMU;

- METOIMYECKOM JTUTEPATypOd;

- y4eOHO-HaTJIITHBIMU TOCOOUSIMU;

- 00yyaromuMu GuIbMamH.

IIpu peanuzanuu BBHINICYKAa3aHHBIX METOAOB W (OpM H3YYCHHS MaTepuania Kypca IIo
oOpaszoBarenbHONH TporpamMme MpoPeCcCHOHANBHOM TOATOTOBKA TIO CHENUaTbHOCTH 26353
«CekpeTapb-MalIMHUCTKA» MPEIyCMATPUBAIOTCA CIEAYIOIIME BHJIBI CaMOCTOSITENLHON pPabOThI
0o0yyJaroumxcsi:

— pabota ¢ y4eOHO-METOAWYECKHMMU TOCOOUSAMH (KOHCIEKT JIEKIUH, METOANYECKHe
PEKOMEH/IAITNN );

— paboTa ¢ peKOMEHIOBaHHOM JINTEPATYPO, HOPMATHBHO-TIPABOBBIMH JIOKYMCHTAMH;

— BBINIOJIHCHUC TCCTOBBIX U MMPAKTHIYCCKUX 3aI[aHI/II71;
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— 3aMepbl CKOPOCTH M Ka4eCTBa MeYaTH;

— paboTa B uH()OPMAIIMOHHO-TEIIEKOMMYHUKAITMOHHON ceTn IHTepHeT.

[IpomexxyTouHass arTecTarysi MpPeAyCMaTPUBACT BBIMIOJIHEHUE 3a4ETHBIX padoOT (TeCThl U
MPaKTUYECKHE 3aJaHus).

[Ipodeccruonanpbuoe 00ydeHre 3aKaHUUBACTCA KBATH(PUKAIIMOHHBIM 3K3aMEHOM:

— TEOpEeTHYECKas 4acTh: 3alIUThI MPOCKTHON pabOTHI (Ha BHIOOD);

— TpaKTUYeCKas YacTh: BBITIOJHEHUE MPAKTHYECKOTO 3amanus (odopMIICHHE MpHKa3a,
MchbMa, TaOJHIbl, cXeMbl U T1p.) B MS Office.

5. COCTABUTEJIN IPOI'PAMMBI

benskoBa OB, negaror JOIOJHUTCIBHOI'O O6pa30BaHI/IH



N

MyHuunajibHoe ABTOHOMHOE Yupe:KIeHHe J0MOoJHIUTEIHLHOr0 00pa3oBaHus
«MeKIKOJbHbIH Yy4eOHbIH KOMOMHAT

PACCMOTPEHO YTBEPXXIEHO

Ha MeToIn4eCKOM COBETE npukazom MAYVIO « MYK»
IIpomoxkon Ne 1 om 30 aszycma 2024 2. om 30 aszycma 2024 2. Nel89
PACCMOTPEHO

Ha CoBeTte yueHn4eCKOro caMoyrpaBieHuUs
IIpomoxkon Ne I om 30 aseycma 2024 2

Pabouas nporpaMMa BOCIIMTAHUSA
K IporpamMmme npogeccuoHaIbHOU MOATOTOBKH
10 JOJIZKHOCTH CJIYKALIEro

26353 «Cexkperapb-MalIMHUCTKA)

Kupumm — 2024
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1. OCOBEHHOCTHU BOCIIMTATEJIBHOI'O ITPOLHECCA

B 1menocTHOM memaroruyeckoM IMpolEecce BaKHOE MECTO 3aHHMMAET IMPOLECC BOCIUTAHUS
(BocmiuTaTenbHbI mporecc). CymHOCTh, a TaKK€ MECTO M POJb ITOTO TpoIlecca Jierde BCETo
00HapyXUTh, pacCMaTPUBasi €ro B CTPYKType Oosee obiero mporecca GopMUpOBaHUS JIMYHOCTH.
Tam, rae ¢popMupoBaHHE JIMUYHOCTH UMEET YNPaBISEMbId, KOHTPOJIUPYEMBIN XapakTep, I/e JI0IU
PYKOBOJICTBYIOTCSl CO3HATECIIbHBIMA HAMEPEHHSMH, JICHCTBYIOT HE CTUXHMIWHO, a 10 3apaHee
HAMEYEHHOMY ITUIaHy B COOTBETCTBUM C TMOCTaBICHHBIMHU 33Ja4aMU, U MPOSBISIETCS BOCIHUTAHUE.
Bocnuranme — rmpoliecc IeJeHanpaBleHHOTO (OPMUPOBAHHS JIMYHOCTH. OITO CIIEIHUAIBHO
OpPraHU30BaHHOE, YIPABISIEMOE U KOHTPOJIHPYEMOE B3aMMOJCHCTBHE OOYYAIONIMXCS M TMEAaroros,

KOHEYHOH CBOEH 1eNblo uMerolee (OpMUPOBaHKUE JTUUYHOCTH, HY>KHOM U MOJIE3HOM O0IIECTBY.

2. IEJIb 1 3ATAYH BOCIIUTAHUA

CoBpeMEHHbI HAIMOHAJIBHBIA HI€ANT IMYHOCTH — 3TO BBICOKOHPABCTBEHHBIN, TBOPUYECKHIA,
KOMIIETEHTHbIM TpakganuH Poccuu, nmpuHumaromuii cyns0y OredecTBa Kak CBOIO JIMYHYIO,
OCO3HAIOIIEH OTBETCTBEHHOCTh 3a HACTOsIIee U Oy TyIiee CBOCH CTpaHbl, yKOPEHEHHBIN B TyXOBHBIX
Y KyJIIbTYPHBIX TPAAULUAX POCCUIUCKOIO HAPOJA.

Hcxonas U3 3TOro BOCIUTATENBHOIO H€alia, a TAK)KEe OCHOBBIBAsICh Ha 0a30BBIX JJIS HAILIETO
o0ImiecTBa IIEHHOCTAX (CeMbs, TPYHA, OTEUECTBO, MPUPOAA, MHUp, 3HAHUA, KYJIbTypa, 370POBBE,
YeNoBeK), 0011as yeib 60CHUMAaHUs— TMYHOCTHOE Pa3BUTHE 00YUYAIOIIMXCSI, TPOSBIISIOIICECS

1) B ycBO€HUHU UMHU 3HAHUH OCHOBHBIX HOPM, KOTOpPbIE OOLIECTBO BBIPAOOTAJIO HA OCHOBE 3TUX
LIEHHOCTEH (T.€. B YCBOGHUH UMM COLIMAIbHO 3HAYUMBIX 3HAHUI);

2) B pa3BUTHUM UX IO3UTUBHBIX OTHOIIEHHH K 3TUM OOIIECTBEHHBIM IIEHHOCTAM (T.€. B
Pa3BUTHUHU UX COLMAJIBHO 3HAYUMBbIX OTHOLIEHHH);

3) B mpHOOpEeTEeHUH MMM COOTBETCTBYIOLIETO 3TUM LEHHOCTSM OMNbITa MOBEACHUS, OIBITA
OpUMEHEeHHs: C(OPMHUPOBAHHBIX 3HAHMM M OTHOIIEHHHM Ha NpakTUKe (T.e. B MPUOOPETCHUH HUMHU
OIIbITa OCYILECTBICHUSI COLIUAJIBHO 3HAYUMBIX JIEI).

B BocnuTaHuM nerel FOHOIIECKOrO BO3PACTa TAKMM IPUOPUTETOM SBIIETCS CO3LAAHUE
ONaronpUATHBIX YCIOBHH JUISI MPHOOPETEHHUS OO0YYAIOIMMHCS OMBITA OCYIIECTBICHHUS COIMAIBHO
3HA4YUMBIX JIEII.

Beienenne 1aHHOTO IPHOPUTETA CBA3AHO C OCOOEHHOCTSIMU PEOAT FOHOIIECKOT0 BO3pacTa: ¢
UX MOTPEOHOCTHIO B KU3HEHHOM CaMOOIpPEAEICHNH, B BHIOOpE JalbHENIIEro KU3HEHHOTO MYTH,
KOTOpBIA OTKpBIBae€TCS IEPE]] HUMU Ha IOPOTe CaMOCTOSTENBbHOM B3pociod »ku3HU. CraenaTh
MPAaBWIbHBIN BBIOOP CTapLIEKIACCHUKAM MOMOKET MMEIOLIUICS Y HUX pealIbHbI MPaKkTHUYECKHH,

COLIMAJIbHO 3HAYUMBIH OMBIT, KOTOPBIH OHU MOTYT MPHOOPECTU. DTO:
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- OTIBIT JIeJI, HAaIIPaBJICHHBIX Ha 3a00Ty O CBOEH ceMbe, POJHBIX U OJIM3KHUX;

- TPYZLOBOH OIIBIT, OMBIT Y4acTUs B IPOU3BOJCTBEHHON MPAKTHUKE;

- OTIBIT JIESITEIBHOTO BBIPAYKEHHsI COOCTBEHHOM I'pakIaHCKOW MO3ULINY;

- ONBIT CAMOCTOSITENIHOTO TNPHOOPETeHHS HOBBIX 3HAHWW, TPOBEJCHUS HAYYHBIX
WCCJIEI0BAHMM, OIIBIT IPOEKTHOM JAESATENbHOCTH;

- OIIBIT U3YYEHUS], 3ALUTHI U BOCCTAHOBJICHUS KyJIbTYPHOI'O Hacjae/1us 4eJI0BEYECTBa,

- OTIBIT TBOPYECKOI'O CAMOBBIPAKEHHUS;

- OTIBIT BEJICHUS 3J0POBOT0 00pa3a >KU3HU U 3a00ThI O 3710POBBE JIPYTUX JIOACH;

- ONBIT OKa3aHWs TOMOIIM OKPYXAIOIIUM, 3a00THl O MaJbIIaxX WA TOXWIBIX JOMISX,
BOJIOHTEPCKUH OIIBIT;

- ONBIT CAMOINO3HAHUS U CaMOAHAJIN3a, OMBIT COLMATIBHO MPUEMIIEMOIO CaMOBBIPAXKEHUS U
caMmopeal3anum.

JIOCTIDKEHHIO TIOCTABIICHHOM IEMH BOCIHTAHHS OOYYAOUIMXCS CIIOCOOCTBYET pEICHHE
CJIEAYIOLIMX OCHOBHBIX 30ay:

1) peanu30BBIBaTH BOCIUTATENBHBIE BO3MOXKHOCTH  MEPONPHUSATHH, IOAJICPKUBATH
TPaJUIMU UX KOJUIEKTUBHOTO IUTAHWPOBAHUS, OPraHU3alluH, TPOBEACHUS 1 aHAIIN3A;

2) OpraHU30BBIBATH I 00YYAIOMINXCS IKCKYPCUH, SKCIICAULIMH, TIOXObI H PEaIn30BbIBATh
UX BOCIUTATEIbHBIN OTEHLIUAT;

3) opraHM30BBIBaTh NPOPOPUEHTAIIMOHHYIO PabOTy C 00yUYarOIIUMHUCS;

4) opraHu3oBaTh pabOTy € MX POTUTEISIMH WM 3aKOHHBIMH IPEACTABUTEISMH,
HalpaBJIEHHYIO HA COBMECTHOE PELIEHHE IIPOOJIEM JTMYHOCTHOIO PAa3BUTHUS AETEH.

[InanomepHast peayin3alusi NOCTaBIEHHBIX 3a7ay IO3BOJUT OPraHU30BATh WHTEPECHYIO U
COOBITUIHO HACBHIILIEHHYIO KHM3Hb JI€Te W MeNaroroB, 4ro cTaHeT 3(PQPEKTUBHBIM CIIOCOOOM

NpOPHIAKTUKY aHTUCOLUUAIBHOTO TTOBEICHHS 00YJaIOMIMXCS.

3. BUJAbl, ®OPMbI U COAEP) KAHUME JEATEJIBHOCTH

HpaKTI/I‘{eCKaSI pcaim3anuda nejin U 3a/ia4 BOCIIUTAHUA OCYIICCTBIISICTCA B paMKaXx CJICAYIOIMIUX

HaTPaBJICHUH BOCIIUTATEIBHON paboThI (Ta0I.8):
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Tadauua 8 — HanpasiieHust BOCIUTATEILHOM PadoThI

CO3HATEIBHOTO
T'YMaHHOTO OTHOILICHHUS K
ce0e 1 cBOEMY
¢duznyeckomy u
NICUXHYECKOMY 3/I0POBBIO U
BBITTOJTHEHUSI
AIIEMEHTAPHBIX TPaBHII
310pOBbECOEPEKEHUS

MO3UTUBHBIX U HETATUBHBIX (haKTOpax,
BJIMSIIOIIMX HA 3J0POBbBE;

- opMupoBaHUE MPEICTABICHUS O
palMOHAIBHON OpraHU3alliy peKuMa JTHS,
yu€0BbI U OTIbIXA, TBUTATEITHLHOM
AKTUBHOCTHU

HanpasJiienue Hean 3agaun ®opMbl U BUABI A1eATEIbHOCTH
I'pa:knancko- dopMHUpOBaHUE AKTUBHOM |- pa3BUTHE CUCTEMBI MATPUOTHIECKOTO — Oecena,
MATPUHOTHIECCKOC JKU3HCHHOM IR(OKIZ000%0% 18 BOCIIMTAaHUA, q)OpMI/IpOBaHI/Ie — BHUAEOIPOCMOTD,
BOCIIMTAHHE NOTpeOHOCTH B Ipa)XXIaHCKOW MO3UINH, KYJIbTYPBI — unborpaduxa,
CaMOCOBEPILICHCTBOBAHHUH, |MHTEJUICKTYaIbHON U TMYHON — [OJyYeHNe U 3aKpeTLIeH e 3HAHMl,
CIOCOOHOCTH YCHEIIHO CaMOCTOSITENIbHOCTH, TTOOIIPEHUE — WccIeoBaHTe MH(OPMAIMOHHBIX
aIalITHPOBATHCS B WH/IMBUyaTbHOCTH PEOEHKa, HCTOYHHKOB.
OKpY>KaloIlleM MUpe - y4acTue B CHOPTUBHBIX MEPONPHUSATHUSX,
KpPYXKKaX, CEKIHX, OBIaJCHUE 3HAHUSAMU
1 3JI0pOBBE cOEperariIumMu
TEXHOJIOTHSIMH, IPOPIIIAKTHKA KypeHHS U
370YNOTPEOICHUS ICUXOAKTUBHBIMU
BEIIECTBAMHU
3nopoBbecoeperammee | Co3taHue yciIoBUM U1 - opmMupoBaHUE MPEACTABICHUS O — HWHCTPYKTaX,
BOCIIUTAHHME dbopmupoBaHUs y [EHHOCTH 3JI0POBbS U HEOOXOTUMOCTH — Gecena,
o0yyJaroImuxcs OCHOB OepeKHOr0 OTHOILIEHHSI K HEMY; —  BHCOIPOCMOTP,
3710pOBOr0 00pasa KU3HH, |- POPMHPOBAHUE NPEICTABICHHUS O — Ipe3eHTALS,

— 030POBUTEIBLHOE MEPOIIPUATHE.

— IIOJIyYCHHE U 3aKpEIlJICHUE 3HAHWM,

— HccieoBaHue UH(OPMAIIMOHHBIX
VCTOYHHKOB,

— CcOOIoIeHNE CAaHUTapHO-
TUTHEHNYECKUX TpeOOBaHU,

— PpenaKCaluOHHBIE Nay3Hl,

— 3puUTeIbHAs TMMHACTHKA,

— BBINOJIHEHHE YIIPAXKHEHUH JUI CHATUSA
MBIIIEYHOT O HAIIPSIKEHUS.

IIpaBoBoe BOocIUTAHUE
U KyJbTypa
0e30macHOCTH

Oco3Hanne 00yJaroIIMHCS
3HAYMMOCTH TPABOBOIi
KyJIBTYpHI AJ1s1 OyyIero

- CO3/1aHUE YCIIOBHH U1 (POPMHUPOBAHUS
LEJIOCTHOTO MPEACTaBICHHUS O JINIHOU
OTBC€TCTBCHHOCTH 3a aHTI/IO6H_[€CTBCHHBIC

— HHCTPYKTAaXK,
— Ypoku 0€30macHOCTH,
— aKmnms,
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HanpasJiienue Hean 3agaun ®opMbl U BUABI A1eATEIbHOCTH
JMYHOCTHOTO CTAHOBJICHUS | ISSTHUS, TIPEAYCMOTPEHHBIC YTOJIOBHBIM U |— Oecefa,
U YCHEIIHOTO aJIMUHUCTPATUBHBIM [IPABOM; —  BHICOTPOCMOTD,
B3aUMOJICHCTBHUS C - HAy9HTh BECTH 05 B OOIICCTBEHHBIX | — ipeseHTALHS,
OKPY>KalOIIUM MUPOM. MeCTax, COOI0IaTh TUCIUILINHY U — [OJIyYeHNe 1 3aKpeILIeHHe 3HAHMl,
HIOPAI0K; — HccieoBaHue HHYOPMALMOHHBIX
copMHpOBATH YMEHHUE pa3InyaTh HCTOUHHKOB,
XOPOIIXE U IUIOXHUE TOCTYIIKHU; _ yuacTHe B aKIHAX,
- IPSAYNPE/MTD OTACHOCTL — co0uoieHrne HopM 0€3011acHOCTH,
HEOOyMaHHBIX JIeHCTBHH, CBOWCTBEHHBIX
— COOroIeHNE IPABOBBIX HOPM.
MOJIPOCTKOBOMY
BO3PACTy, KOTOPhIE MOTYT IPUBECTH K
COBEPILECHUIO NPECTYIICHUM.
JlyxoBHoO- dopmupoBaHue - CO3/1aHUE CUCTEMBI IIPAaBOBOTO — OGecena,
HpPaBCTBEHHOE T'YMaHHCTHYECKOTO MIPOCBEILICHHS; —  BHZICONPOCMOTP,
BOCIIMTAHHE OTHOLIEHHUS K -npouIaKTUKa MpaBOHAPYLICHUH, —  Ipe3cHTALsL.
OKpY’KaloeMy MHUDY, YeJI0BEK — CBOOOHAS TMYHOCTb, YJICH —  HccnenoBaHue MHPOPMAIHOHHBIX
BOCIIUTaHHE IpakJaHCKOTro 00IIeCTBa U IPABOBOTO MCTOYHHKOB,
3aKOHOIOCITYIITHOTO rocyJapcTBa; — co0IoIeHre KyJIbTYPhI OOIIECHHS U
rpakJaHHHa, - (hopMHUpOBaHUE YBAKEHHUS K YETIOBEKY, K |110pe JIEHHS B COIIAYME.
00JIaaroIIero KauecTBaMH |€ro BHYTPEHHEMY MHUPY.
TOJIEPAHTHOCTH.
Xy/10:KeCTBEHHO- [TpuoGmienue k - pa3BUTHE TBOPUECTBA KaK — Oecena,
3CTeTHYECKOe YeJI0BEYECKUM HEOThEMJIEMOH YacTH JEATeIbHOCTU — MNpe3eHTaIus,
BOCIIMTAHHE [EHHOCTSIM, YeII0BeKa, Pa3BUTHE CIIOCOOHOCTH K — BHICOIPOCMOTD,

IIPUCBOEHUE» ITUX
IIEHHOCTEH, BOCITUTAHHE
4yBCTBEHHOU cephl,
BHUJICHUE MTPEKPACHOTO.

XYAOXKCCTBCHHOMY MbBIINIJICHUIO U TOHKUM
OMOIMOHAJIbHBIM OTHOIICHUAM,
CTUMYJIMPYIOIIUM XYJOKECCTBCHHYIO
CaMOJCATCIIbHOCTD.

— Ppa3BUTHE ICTETHYECKOI0 OTHOIIEHUS K
SIBJICHUSIM OKpY>KaIoIlen KU3HU U
UCKYCCTBY.
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4. OCHOBHBIE HAITPABJIEHUSA CAMOAHAJIN3A
BOCIIUTATEJIbHOM PABOThHI

OCHOBHBIMU  NpPHUHIMIIAMH, HA OCHOBE KOTOPBIX OCYUIECTBISETCS CaMOaHalln3
BOCIHUTATEIHHOU PaOOTHI, SIBISIFOTCS:

-  TOpUHIMO  TYMAaHMCTHMYECKOW  HANpaBJICHHOCTH  OCYIIECTBISIEMOTO  aHaJIU3a,
OPUEHTUPYIOIINM SKCIEPTOB Ha YBa)KUTEIbHOE OTHOIICHHWE KAaK K BOCIHMTAHHUKAM, TaK M K
neiaroraM, peaau3yrolyM BOCIUTATEIbHBIA MPOLECC;

- NPUHUUI NPUOPUTETA aHAJIU3a CYIIHOCTHBIX CTOPOH BOCIHTAaHUS, OPUEHTHPYIOLIUN
HKCIIEPTOB HA M3Yy4YEHHE HE KOJMUYECTBEHHBIX €ro IOKa3aTeseil, a KaueCTBEHHBIX — TaKUX Kak
CoIepKaHWe W pa3HOOOpa3ue JeATENBHOCTH, XapakTep OOIIEHWS M OTHOIICHUH MEeXIy
00yJaroNMMHUCS U TIeJJaroraMu;

- TPUHLIMI PA3BHUBAIOLIEIO XapakTepa OCYIIECTBIAEMOrO0 aHaln3a, OPUEHTHPYIOLIUN
SKCHEPTOB HA HCIIOJIb30BAHME €r0 pe3yJbTaTOB JUIsl COBEPIICHCTBOBAHMS BOCHUTATEIbHOU
JIeATEIbHOCTH I1€1aroroB: IPAaMOTHOM MOCTAHOBKM MMH LEIM M 33Ja4 BOCIUTAHHUS, YMEJIOTrO
TUTAHUPOBAHMS CBOCH BOCTIMTATENILHOU pabOThI, aICKBATHOTO 1MOA0Opa BUIOB, (POpPM U coaepKaHus
UX COBMECTHOH C JI€TbMU JIESITEIbHOCTH;

- TPUHUMII Pa3[eJIC€HHOM OTBETCTBEHHOCTH 3a pe3yJbTaThl JMUYHOCTHOIO pa3BUTHUS
o0yyJaromuxcs, OPUEHTHPYIOIUI SKCHEPTOB HA MOHMMAHHE TOTrO, YTO JIMYHOCTHOE pa3BUTHE
BOCIIMTAHHUKOB — 3TO PE3YyJIbTaT KaK COLMAILHOTO BOCIIUTAHUS, TAK U CTUXUITHON COLMAIU3alluu U
CaMOpa3BUTHS JACTEH.

OCHOBHBIMU HaIpaBJICHUSMHU aHAJIN3a OPraHU3yEeMOIr0 BOCIIUTATEIBLHOTO IIpoLiecca:

1. Pe3ynbTarhl BOCIIUTaHUS, COITMAIM3AIMH U CAMOPA3BUTHUS PEOAT.

KpureprueM, Ha OCHOBE KOTOPOTO OCYILECTBISETCS AAHHBIN aHaNW3, SBISETCS AMHAMUKA
JIMYHOCTHOT'O Pa3BUTHUS 00YUaIOLIETrocs.

Cnocobom monyueHuss HHpOpMalMM O pe3yabTaTax BOCIUTAHUS, COLMANU3ALUU U
caMOpa3BUTUs OOYyYaIOIIErocs SIBJSETCS MENarormyeckoe HaOJIoACHUE, pe3yiabTaTbl Y4acTUs B
Pa3IUYHBIM MEPOTIPUSATHUSAX U JIP.

2. CocTosiHME COBMECTHOM JI€SITEILHOCTH JIETEH U B3POCIBIX.

KpurepueM, Ha OCHOBE KOTOpPOTO OCYIIECTBIISETCS HaHHBIM aHAIW3, SBJIAETCS HAIU4HE
UHTEPECHOM, COOBITHIHO HACHIIIEHHONW M JIMYHOCTHO PAa3BHBAIOIIECH COBMECTHOW JEATEILHOCTH
JIeTeN U B3POCIIbIX.

Cnocobamu  monydeHus: UWHGOpPMAIMM O COCTOSHUM OPTaHM3yeMOM COBMECTHOMU
JESTENIbHOCTH IETeH U B3POCIBIX MOTYT OBITH Oecebl ¢ pedsSsTaMu U UX POJUTENSIMHU, MeJaroraMu,
py HEOOXOTUMOCTH — UX aHKETUPOBAHHE.

Braumanme IIpU 5TOM COCPCAOTAYUBACTCS HA BOIIPOCAX, CBA3AHHLIX C:
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- KQUeCTBOM IMPOBOJUMBIX MEPONPUSATHUN;

- Ka4eCTBOM IIPOBOJIUMBIX IKCKYPCHUI;

- Ka4YeCTBOM B3aMMOACUCTBHSI C POAUTENIAMU 00YUarOIIUXCS;

- Ka4eCTBOM MPO(HOPUEHTALMOHHONW PAOOTHI B LIEJIOM.

Hrorom camoaHnann3a BOCIUTATEIbHOW paOOTHI SIBISIETCS MEPEUEHBb BBISABIEHHBIX MPOOIIEM,
HaJl KOTOPBIMU IIPEJCTOUT pabOTaTh MeJarorn4ecKoMy KOJJIEKTUBY, U TPOEKT HAIIPABJIEHHBIX HA 3TO

YIPaBIEHYECKUX PELLIECHUI.

5. KAJJEHJIAPHBIN IUIAH BOCHI/ITATFE'JII)HOI?'I PABOTbI
HA 2023-2024 YYEBHbIU 'O/

OpueHTHPOBOYHOE
Meponpusitue OTBeTCcTBEHHBbIE
BpeMsl IPOBeIeHUs
MeponpusiTusi N0 HanpapJeHUSIM BOCIMTATEIbHONH PadoThl
[IpoBenenue 6ecennt mo teme: «IIpaBuna
MOBECHHUS 00yUYaIOIIUXCSI B MAY 10 } CeHTa0pb, MapT Tearor JIO
«MYK», npenBaputenbHblii U IepBUYHBINA | (TI0 TpaduKy)
MHCTPYKTaXH 110 OXpaHe TpyAa
Jlenb cexperaps B Poccun (18 centsiops), CentsGpp Tegaror JI0
Oecena
MexayHapoAHbIA JE€Hb MOXKUIIBIX JTFOJIEH, OKT6ph Tegaror JIO
Oecena
Jlenn yuurens, Oecena OKTA6pb IIegaror J10
Jlens matepu, Oecena Hos6pn [Temaror J1O
Jlexmus-6ecena, mocpsieHHas J{Hio Host6pb Tegaror JI0
HapOJIHOTO €IMHCTBA
)(;:[:;1; fOHCTI/ITyHHI/I P® (12 nexabps), Jlexabph Tearor JIO
KI/EA?;TE(G) B«ﬁ(;l/alcg)ozmnx MEPOIPHUATHUAX Jlexabph Meparor 10
Jlennb cHaTus 6110Kazab! Jlenunrpana (27 SHBaps Tenaror JIO
siHBaps1), Oecena
Jlenb maMsaTH BOMHOB A(PraHCKOM BOMHBI
(15 ¢deBpans - [lenp BonHa- deBpainb ITegaror 10
WHTEPHAIMOHAINCTA)
Jens 3amutHuka OTtedecTBa, Oecena deBpaib ITenaror 10
Mexnynapoansiii XKenckuii JleHb Mapt IIegaror 10
MexayHapoaHbIN eHb OCBOOOXKICHUS
Y3HUKOB (DallIMCTCKUX KOHIUIarepeu, Arnpens [Tegaror 10
Oecea, BUICOPOIIUK
JleHb aBHaMK ¥ KOCMOHABTHKH, Oecea Anpelib IIegaror J10
Me:x1yHapOIHbII 1€Hb COIUAAPHOCTU Anpens Tegaror JIO
Mostoziexu (24 anpens), 6ecena
MesxIyHapOIHBIN I€Hb CeKpeTaps, Oecena | Anpenb Ilegaror 10
ITpa3auuk Becusl u Tpyna, 6ecena Maii IIegaror J10
Jlens [1o6enp1, Oecena Maii [Tenaror 10
IToaroroBka K KOHKYPCY KOMIIbIOTEPHBIX B teueHune rona Ilegaror 10
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OpueHTHpOBOYHOE
Meponpusitue OTBeTCTBEHHBbIE
BpeMs IPOBeIeHH s
pabot mis 5-11 kiraccoB OO Kupwurickoro
palioHa, IPOBOAMMBIN COBMECTHO C
entpom «Pycckuii my3eii: BUPTyaJIbHBII
bumam
HonroToska K KoHKypcy cpean B teuenne rona [Temaror 10
oOyuaronuxcs «Spmapka NpoeKTOB»
IToaroroBka K IpyruM KOHKypcaM B teuenune rona Ilegaror 10
IKCKYPCHH, IKCTICAUIIUH, TOXOAbI
VYuebHble ¥ TPOPOPHECHTAIIMOHHBIE
HKCKYPCHH: B Teuenue roma [Temaror 10
- B Komurer no o6pazoBanuio;
- U JIp.
Pabora ¢ ponurensimu
Popurensckue coOpanus B Teuenne rona (1o IIegaror J10
rpaduky)
B3anmozencTeue ¢ poaurensimu
(3aKOHHBIMU TIPEACTABUTEIISIMH ) B Teuenue roga IIegaror J10
oOyJaromuxcs
Y4yacTHe B KOHKYpCax, AKX, KBeCTax, NPOeKTax
?C@pOCCI/II/ICKI/{'I/I 00pa30BaTeNbHBINA MPOCKT CentsGpp Iegaror JI0
Ypoxk mudpsr
Bcepoccuiickuii ypok 6€301macHOCTH
IIKOJILHUKOB B ceTu MHTEpHEeT, Oecena, OxkTs16ps (110 Tpaduky) [Tenaror 10
BHUJICOPOJINK
VYyactue B akuun «Ilozapass mamy» Hos6pp Ilegaror 10
Konkypc komnbroTepHbIX padot ams 5-11
KJIaCCOB OOUKI/IpI/IH_ICKOFO paiioHa, Mo rpadmxy Teparor JI0
IIPOBOAMMBIN COBMECTHO ¢ LleHTpom
«Pycckuii My3eii: BUPTyaIbHBIN (rIHaDy
Konkypc cpenu obyqaromuxcs «Spmapka Anpens Iegaror JIO
ITPOEKTOBY
VYyactue B Apyrux akuusax, IpoeKTax, B Teuente rona Tegaror JI0

KBCCTAX, KOHKYpCax.
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ITPHJIOKEHHUE A

KasienpapHblii y4yeOHbIH rpapux
Ha 2024-2025 y4yeOHblii rox

Iporpamma mnpodeccuonanbHoii moaAroroBku 26353 «Cekperapb-MalIMHUCTKA
peanu3yercs:

- epBbIid Tox o0yueHus — ¢ 5 centsiops 2024 1. mo 22 mas 2025 1. (mMpou3BOACTBEHHAS
npaktuka: ¢ 26 mast 2025 r. mo 16 urons 2025 .);

- BTOpO# roj1 00y4eHHs — ¢ CEHTSIOps Mo Mai

Ilepuoab! U NPOAOLKMTEIbHOCTh KAHUKYJI [IJIsl IEPBOr0 U BTOPOr0 roaa o0y4eHus
NpeayCMOTPEeHbI cJieAylolIue:
oceHHue — 27 okTs0ps — 5 HoAOps (10 gHei);
sumHHUE — 29 nekabps — 08 suBaps (11 gHeh);
BeceHHue — 23 mapta — 30 mapTa (8 gHei);

KosnyecTBo yueOHBIX HeleIb:

- IepBbIN TO 00yUeHUS — 34 y4eOHBIX HECIH;

- BTOpo#i roj1 00yueHus — 33 yueOHbIX HeJleNH.

Pesxxkum 3ansTHIL:

nepBbld roj1 00yueHus — 1 pa3 B HEZJEI0 MO YeTBEpraM B KOJIMYECTBE 3 aKaJeMHUYECKUX
9acoB;

BTOpOH roj1 o0yueHus — 1 pa3 B HEJIEN0 0 B KOJMYECTBE 2 aKaIleMUUECKUX YacoB.

Cpoku npoBeieHHs TPOMEKYTOYHOHM aTTeCTalluy JaHbl B IPHIIOKeHNH b.

Cpoxu NpoBeACHUSI UTOTOBOM aTTeCTAINH.



67

IMPUJIO)KEHUE b

I'padpuk npoMesKyTOUYHON M UTOTOBOM aATTECTALMM
MepBOro M BTOPOro rojxa o0y4yeHust

Ha3zBanmue
NMPOrpaMMbl

Ne
rpynmbl

Ilenaror

Ha3zBanmue
JTUCIHUILINHBI

Jdarbl
MPOMEKYTOYHOM
arrecTanun

Jara
HTOr0BOMH
aTTecTalluu

IlepBbIii I

011 00yueHust

26353 «Cekpetapsb-
MAaIIUHICTKA

[Tenaror J1O

Opranu3anuoHHas
TEXHUKA U
nH(pOpMaMOHHbIE
TEXHOJIOTHH B
JIeTI0OIPOU3BOICTBE

05.12.2024
03.04.2025

Texnuka
MAaIInHOINCH

19.12.2024
20.02.2025

HenoBas KyiabpTypa

26.12.2024
20.03.2025

JoxyMeHTBI,
KOPPECTIOHACHIINS U

JEJI0IPOU3BOJACTBO

26.12.2024
22.05.2025

Bropoii rog 00yuenus

26353 «Cekpertapb-
MAaITUHUCTKA»

[Temaror J1O

OpranuzaiuoHHas
TEXHHUKA U
“H(OPMAITUOHHBIC
TEXHOJIOTUHU B
JIEJIOTIPOU3BOJICTBE

Texnunka
MAaIIUHOIUCH

JloxyMeHTHI,
KOPPECTIOHACHIINS U

ACJIONPOU3BOACTBO




68

YueOHO-KaleHAapHOe IVIAHHPOBaHUE
MepBOro rojaa o0y4yeHust

1 moayroaue 2024-2025 yye6Horo rona

Ne Tema Kou-Bo Jara
3aHATHS 4acoB
1. BesomacHocTs Tpyna. [loxxapHast 6e30macHOCTh. AyTOTPEHHHT, 1 05.09.2024
TUMHACTHKA JJIs YK, r1a3 u ap. Opranuzamnus pabodyero Mecra mnpu
MalIMHONHCHBIX paboTax.
BBenenue: cpeicTBa OprTeXHUKH, OTIpeeNieHre, Ha3HAUYCHHE, 1
KJIaCCH(UKAIHSL.
O6mue npaBuiia paboThl HA MUIIYIEH MAIIHHE U KOMIIBIOTEPE. 1
YXoJ 3a numynei MaluHOW U KOMIBIOTEPOM.
2. [Tomemenue i yrpaBiIeHYECKUX CIIYKO U €ro OCHAIIlEHHE. 1 12.09.2024
CpencTBa aJ1si COCTaBJICHUS! OPUTHHAIOB TEKCTOBBIX JOKYMEHTOB. 1
«Crnenoi» necaTUnanblieBhIi METOJT IEYaTH Ha KJIaBUATYpE C 1
pycckuM tipudToM. OCHOBHOM, BEPXHUIN U HIKHUHN PSJIBI
KIJIAaBUATYPBHI.
3. CpencTBa KOMUPOBAHUS U OTICPATHBHOTO PA3MHOKCHHS 1 19.09.2024
JIOKyMeHTOB. CpeJIcTBa THPaKUPOBAHUS IOKYMEHTOB.
Beenenue. [IpuknamHoe nporpaMMHoOe o0ecriedeHe it paboThI 1
cekperaps. TekcroBsiit porieccop WORD: ¢yHKIIMOHATBHBIE
BO3MOKHOCTH.
OcBoeHre IpreMOB TEXHUKH [TMChMa Ha KJIaBHATYpPe C PYCCKUM 1
HIPUPTOM: OCHOBHOM PsII KIIaBUATYPHI.
4. TexcroBsrit mponeccop WORD: mopsi0k 1 iprueMBbl BBITIOTHEHHUS 1 26.09.2024
orneparui.
DcTeTndeckasl ¥ 9TUYecKasi KyJabTypHl. 1
OcBoeHre IpreMOB TEXHUKH [TMChMa Ha KJIaBHATYpPe C PYCCKUM 1
mprudTOM: BEPXHUH S]] KIIABHATYPBI.
5. OcBoeHre IPUEeMOB TEXHHUKH ITMChMa Ha KIIABUATYPE C PYCCKUM 1 03.10.2024
MPUPTOM: HUKHUI PsIIl KIIaBUATYPBI.
Cpencrsa st 00paboTku JOKyMeHTOB. CpelicTBa CBSI3H. 1
JukTodoHHast TexHUKa. BeIuucIuTenbHbIE CPEACTBA.
IIcuxomorus ooeHus. 1
6. [IpaBuna oopmieHws 3HAKOB MPENMHAHMS, TPSIMast pedb, [IUTATHI, 1 10.10.2024
UCTIONb30BaHue cokpamnieHnii. CriocoObl ucTipaBiieHHs OMTHOOK.
KoHnTtponsHas pabota o Teme «OpraHu3aiiioHHas TEXHAKA. 1
OTtpaboTKa ABUTATEILHBIX HaBBIKOB ITPH OCBOSHUH KJIAaBHATYPHI. 1
3amMepsl CKOPOCTH.
7. [IpaBuna HanMcaHusi MATEMaTUYECKUX CUMBOJIOB U (hOPMYII, 1 17.10.2024
reorpaduyeckux 0003HaYCHNUH, YUCTUTENBHBIX U CIIOKHBIX
MpHUJIaraTeTbHbIX.
OdopmiteHre TEKCTOB ¢ MAaTEMaTHIECKUMU CUMBOJIAMH U 1
¢dopmynamu, reorpaduaeckumMu 0003HAYCHUSIMH, YUCIUTEILHBIMU U
CJIO’KHBIMU NPHJIAraTeIbHbIMH.
OtpaboTKa ABUTATEILHBIX HABBIKOB ITPH OCBOSHUHU KIIABHATYPHI. 1
3aMeprl CKOPOCTH.
8. 3aroioBKHU U Moa3aroioBKu. CriocoObI BEIAEIEHUS B TEKCTE. 24.10.2024
KynsTypa obmienus B chepe AesITeIbHOCTH CEKpeTapsl. 1
OtpaboTKa ABUTraTENbHBIX HABBIKOB IIPH OCBOSHHUHU KIIABHATYPHI. 1
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Ne
3aHATUA

Tema

KoJa-Bo
4acoB

Jlara

3aMepbl CKOPOCTH.

CHOCKH, TPAMEYaHusL.

OCHOBHBIE CBEJICHUSI U3 HCTOPUH JIETONPON3BOICTBA U
ceKpeTapckoi ciryx0bl. Opranuzanust ”HPOPMaHOHHO-
JIOKYMEHTAJIbHOT'0 00CITyKHBaHUSI.

OtpaboTKa ABUraTENbHBIX HABBIKOB IIPH OCBOCHUH KIIABHATYPHI.
3aMephl CKOPOCTH.

07.11.2024

10.

JlokymeHTaunoHHOe obecreueHue npeanpuiaTus. TpedoBaHus K
JnokymeHTaM. CocTaBieHHe TEKCTOB CIYKEOHBIX JOKYMEHTOB.

KynepTypa obmienus B chepe AesITeIbHOCTH CEKpeTapsl.

OTpa6OTKa JABUT'aTCJIbHBIX HABBIKOB IIPHU OCBOCHUU KJIaBUATYPHI.
3amephl CKOPOCTH.

14.11.2024

11.

JlokymeHTanmmoHHOe obecrieueHne mpeanpuarus. TpeboBaHus K
JTOKyMEHTaM.

[Teuaranue Tekcra ¢ konusMmu. [lewatanue Tekcra ¢ AByX CTOPOH
nucta. Hymepanus ctpanuu. [legatanue TekcTa Ha TUHOBAaHHOM
Oymare. TutynpHBIN THCT, OHOIHOTpadHs.

KynesTypa obmienus B chepe AesITeIbHOCTH CEKpeTapsl.

21.11.2024

12.

BreimmonHenue pabot 1o 00paboTKe TOKYMEHTAI[MH B TEKCTOBOM
nporneccope. OdopmiieHne ykazaTesnei, Hanucei.

TpeboBauus k 6J1aHKaM U MpaBriIa 0OPMIIEHHUS YIPaBICHUIECKUX
JIOKYMEHTOB.

OdopmIieHrE TEKCTOB C JIBYX CTOPOH JIUCTa C HyMepalel CTpaHHll,
3aroJIOBKaMu, BBIJICTICHHEM, IPUMEYaHHEM H CHOCKAMH.

28.11.2024

13.

3ader no AUCHUILINHE <(OpFaHI/I3aI_II/IOHHa$I TCEXHHUKA U
HH(bOpMaHI/IOHHLIC TEXHOJIOTUH B ACJIOIIPOU3BOACTBE.

OCHOBHBIE ITOJIOKECHUS CTHIIUCTUKH, JICKCUKH U (hPa3COIOTHH.
CrernanbHas Jiekcuka. Tepmunonorus. OduimanbHO-IEI0BOM
ctrb. OCHOBHBIE TIOJIOKEHUS opdorpaduu 1 MOpPGhOIIOTHH C
3JIEMEHTaMH MPaKTHIECKOHN cTHIHCTUKA. CHHTAKCHC C IIeMEHTaMHU
MPAKTHYECKOW CTHIINCTHUKU

OTpaboTKa ABUTaTEIIbHBIX HABBIKOB MTPU OCBOSHUH KJIABUATYPHI.
3amMepsl CKOPOCTH.

05.12.2024

14.

KynpTypa obmienus B chepe AesITeIbHOCTH CEKpeTapsl.

TexHuKa peJakTHPOBAaHUS TEKCTOB.

Nmumx cexperaps.

12.12.2024

15.

3auer no JUCIUIIIINHEC «TexHnKa MaITHHOIIMCHY.

KynsTypa peun.

KynesTypa Tenedonnoro parosopa.

19.12.2024

16.

TexHuKa pelakTUPOBAHUS TEKCTOB.

3auer no JUCHUIIIINHE <(IICJ'IOB8.H KYJIbTYpa».

3ader o AuCUUILTHHE «/JOKyMEHTHI, KOPPECTIOHACHIIUS U
TIEJIOTIPOM3BOACTBOY.

I R i

26.12.2024
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YueOHO-KaleHAapHOe IVIAHHPOBAaHUE
NepBoro rofa o0y4eHus

2 moayroaue 2024-2025 yuednoro roga

Ne Tema Koua-Bo Hara
3aHATHS 4acoB

17. [Mucemo Tekcra ¢ uppoBbIM U HOPMYITHHBIM MaTEPHAIIOM. 1 09.01.2025
PyOpukwu, ciucku. TaOymnsius. 1
OtpaboTKa ABUTaTENbHBIX HABBIKOB P OCBOSHHUH KJIaBHATYPHI. 1
3amepbl CKOPOCTH.

18. Brmonnenne pabot mo 06paboTke TOKyMEHTAIH B TEKCTOBOM 1 16.01.2025
nporeccope. OpopmiieHue 3arojaoBKa CTEH/A.
Tabmuiisl. [IpaBuna opopMIICHUS ¥ COCTABIICHUSI POCTHIX TAOJIHIL. 1
OtpaboTKa ABUraTeNbHBIX HABBIKOB IIPU OCBOEHUU KJIaBHATYPHI. 1
3aMepbl CKOPOCTH.

19. OdopmiteHne IpoCTHIX TaOIHUI] HA KOMITBIOTEPE. 1 23.01.2025
Bremonnenne pabot mo 06paboTke TOKyMEHTAIH B TEKCTOBOM 1
nporeccope. OpopmieHne HHPOPMATUOHHBIX JTUCTOB JJISI CTEHIA.
OtpaboTKa ABUTaTENBHBIX HABBIKOB IIPH OCBOSHHUH KJIaBHATYPHI. 1
3amepbl CKOPOCTH.

20. DTHKET B JETIOBOH TIEpEIICKE. 1 30.01.2025
[paBua odopmiteHust cxem. 1
OnextponHas tadbmura Excel: GyHKIIMOHAIBHBIE BO3MOXHOCTH 1
SIIEKTPOHHOH TaOJIUIIBL.

21. OdopmieHre npocThiX TaONUI Ha TUITYIIESH MallHHE. 1 06.02.2025
Co6op u pedepupoBanre HHHOPMATIHH. 1
BusuTtHBIC KApPTOYKH. 1

22. KonTponbHas padora o Teme «OCHOBBI peIaKTHPOBAHUS TEKCTOB U 1 13.02.2025
pedepupoBanue HHGOPMAIIID
BrimonHeHne paboT B AIIEKTPOHHOM Tabnuie: opopMIIeHHE TEKCTa, 1
TaOJIUII, TUarpamMm.
Texunka BeACHHUSI U dTUKET AEJIOBOI OeceIbl. 1

23. 3auer no gucuuIuinHe « TeXHUKa MaIIMHOIINCHY 1 20.02.2025
JlenoBoi mpoToKoJI. 1
OnexrponHas Tabiuua Excel: mopsaok u nprieMsl BBITOTHEHUS 1
oreparui.

24, Beimonnenne paboT B 3IEKTPOHHOM Tabuie: oOopMIICHHE TEKCTA, 1 27.02.2025
TaOJIHI, AUArpaMMm, CTIApKIaHHOB; MTPOCTHIE BEIYMCIICHHS.
[IpaBuia cepBUPOBKH YaiHOTO (KO(eHHOro) CToA. 1
Kommnrerorepusie cetu. HTEpHET. 1

25. [IpaBra npUroTOBIEHUS U OAAYH TOPAYMX HAITUTKOB M 3aKYCOK K 1 06.03.2025
HHM.
KonTponbHas pabora o Teme «nekrponHas tabiuma Excel» 1
JIOKyMEHTBI IMYHOTO XapaKTepa; COCTaBIeHHe, 0popMIICHHE U 1
paboTa ¢ JOKYMEHTaMH.

26. JIOKyMEHTBI INYHOTO XapaKTepa; COCTaBIeHNE, OPOPMIICHHE U 1 13.03.2025
paboTa ¢ JOKYMEHTaMH.
JIOKyMEHTBI TMYHOTO XapaKTepa; COCTaBIeHHe, 0popMIIeHUE U 1
paboTa ¢ JOKYMEHTaMH.
HuTepbep pabodero moMeneHus Kak 00JIacThb IeJI0BOTO STHKETA. 1

27. 3aver no aucrMIInHe «JlenoBas KyinpTypa» 1 20.03.2025
CucreMa nepeadu 3JIeKTPOHHBIX COOOIICHUH. DJICKTPOHHAs MOYTa. 1
JIOKYMEHTBI IMYHOTO XapaKkTepa; CoCTaBlIeHne, ohopmieHne u 1

paboTa ¢ JOKyMEHTaMHu.
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Ne Tema Koua-Bo Jdara
3aHATHS 4acoB

28. 3auet no auctuiuiHe «OpraHu3aluoHHass TEXHUKA U 1 03.04.2025
WH(QOpMALMOHHBIE TEXHOJIOTUH B ACIONPON3BOICTBEY
JIOKYMEHTBI IMYHOTO XapaKTepa; COCTaBIeHHE, OpOpMIICHHE U 1
paboTa ¢ JOKyMEHTaMH.
JIOKyMEHTHI IMYHOT'O XapaKTepa; COCTaBIeHNE, OPOPMIICHUE U 1
pabota ¢ JOKyMEHTaMHu.

29. JIOKyMEHTHI INYHOT'O XapaKTepa; COCTaBIeHNE, OPOPMIICHUE U 1 10.04.2025
paboTa ¢ JOKYMEHTaMHU.
JIOKyMEHTBI IMYHOT'O XapaKTepa; COCTaBlICHNE, 0(OPMIICHHE U 1
paboTa ¢ JOKyMEHTaMH.
JIOKyMEHTHI JINYHOT'O XapaKTepa; COCTaBIeHUE, OPOPMIICHUE U 1
paboTa ¢ JOKyMEHTaMHu.

30. JIOKyMEeHTBI TMYHOT'O XapaKTepa; COCTaBIeHUE, OPOPMIICHUE U 1 17.04.2025
paboTa c JOKYMEHTaMHU.
KonrtponbHas pabota o Teme «J{OKyMEHTBI JHIHOTO XapaKTepa 1
OCHOBHBIC TOKYMEHTHI VIIPABIICHUS; COCTaBJICHIE, OOpMIICHUE U 1
paboTa c JOKyMEHTaMHu.

31. OcHOBHBIE TOKYMEHTHI YIIPaBJICHUS; COCTaBICHUE, OPOPMIICHUE U 1 24.04.2025
paboTta ¢ JOKyMEHTaMH.
OcCHOBHBIE TOKYMEHTHI YIIPABIICHUS; COCTaBIeHNE, OhopMIIeHHE U 1
paboTa c JOKyMEHTaMHu.
OcHOBHBIE TJOKYMEHTHI YIIPaBJIEHUS; COCTaBJIeHNE, 0(hOopMIIeHHE U 1
paboTa ¢ JOKyMEHTaMH.

32. OcHOBHBIE JOKYMEHTHI YIIPaBJICHUS; COCTaBICHUE, OPOPMIICHUE U 1 08.05.2025
paboTa ¢ JOKYMEHTaMH.
OCHOBHBIE JOKYMEHTBI YIIPaBJICHUS; COCTaBIeHUE, OPOpMIICHUE U 1
paboTa c JOKYMEHTaMHu.
OcHOBHBIE JOKYMEHTHI YIIPaBJICHUS; COCTaBICHUE, OPOPMIICHUE U 1
paboTa ¢ JOKyMEHTaMHU.

33. OCHOBHbBIE JOKYMEHTBI YIIPABJICHHUS; COCTaBICHUE, 0hOPMIICHHE U 1 15.05.2025
paboTa c JOKYMEHTaMHu.
OcHOBHBIE TOKYMEHTHI YIIPaBJICHUS; COCTaBICHUE, OPOPMIICHUE U 1
paboTa ¢ JOKYMEHTaMH.
OCHOBHBIC TOKYMEHTHI VIIPABIICHUS; COCTaBJICHHE, 0OpMIICHUE 1 1
paboTa c JOKYMEHTaMHu.

34. OcCHOBHBIE TOKYMEHTHI YIIPaBJICHUS; COCTaBICHUE, OPOPMIICHUE U 1 22.05.2025
paboTta ¢ JOKYMEHTaMH.
OCHOBHBIC TOKYMEHTHI VIIPABIICHUS; COCTaBJICHHE, 0OpMIICHUE 1 1
paboTa c JOKyMEHTaMHu.
3auer no AuCUUIIIHHE «/{OKyMEHTHI, KOPPECTIOHACHIUS 1 1

TIETOTIPOU3BOICTBOY»
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Y4eOHO-KaJeHIapHOE IJIAHUPOBAHME
BTOPOro roga o0y4eHust

1 moayroaue 2024-2025 yyeoHoro roga

Ne Tema Koua-Bo Jara
3aHATHUS 4acoB
1. Junarpammer. 1

OdopmieHre TPOCTHIX TAOIUI] C TUATPAMMOIA. 1

2. Ta0nuupl. [IpaBuna opopMIICHUS U COCTABICHHS CIIOXHBIX TAOJIHII. 1
OdopmiieHne CIOXKHBIX Ta0JIUI] HA KOMITBIOTEpE. 1

3. Odopmienne TabIuI ¢ TEKCTOM, TUarpaMMoHn. 1
Buas!l npennpustuil. 1

4, Odopmiterne TaOIHII C TTOAKICHKOM. 1
YmpasneH4ueckast CTpyKTypa MpeApHUsTHSL. 1

5. KonTtponpshas padora mo Teme «OCHOBBI MEHEKMEHTAY. 1
ApxuBaTopbl. AHTUBHPYCHBIE TPOTPAMMBIL. 1

6. Brimonnenue padoT no 00paboTKe TOKYMEHTALMH B TEKCTOBOM 1
nporeccope. CtuineBoe popMaTupoOBaHHeE.

Opranunzanus paboThI C TOKyMEHTaMH. 1

7. Brimonaenue padot mo 00padboTke JOKYMEHTAIIUN B TEKCTOBOM 1
nporieccope. CtrreBoe opMaTHPOBAHUE.

Opranusanus padoThI C TOKyMEHTaMH. 1

8. Word: npuMeHeHue mabI0HOB MPU CO3aHUH TOKYMEHTOB. 1
Opranuzanus paboThI C TOKyMEHTaMH. 1

9. Word: npuMeHeHue mabdaoHOB MPH CO3aHUH JOKYMEHTOB. 1
Opranu3anus paboThI C TOKyMEHTaMH. 1

10. Word: coznanue coOCTBEHHBIX TA0JIOHOB. 1
Opranu3zanyst paboThI C TOKYMEHTaMH. 1

11. [TpumMeHenne mabI0HOB PH CO3AaHUH JOKYMEHTOB. 1
Opraamu3anus paboTsl ¢ JOKYMEHTaMHU. 1

12. [IpumeneHue MabI0HOB TIPH CO3IaHUN JOKYMEHTOB. 1
Pabota ¢ mokymMeHTaMH, COAepKaIuMU KOMMEPUECKYIO TaiiHy 1
MPEIIPUATHS.

13. KonTponsHas padota mo teme «11[abmoHBD». 1
OTtpaboTKa JBUTATENBHBIX HABBIKOB ITPH OCBOSHUH KJIABHATYPHI. 1
3aMepsl CKOPOCTH.

14. 3auet mo auctuIuinHe «OpraHu3aioHHas TEXHUKA U 1
WHQOPMAaIOHHBIE TEXHOJIOTUHU B JICJIOTIPOU3BOJICTBEY.

OTtpaboTKa JBUTATENBHBIX HABBIKOB ITPH OCBOCHUU KJIABHATYPHI. 1
3aMepsl CKOPOCTH.

15. Howmenxkarypa mei. 1
OtpaboTKa TBUTATECIILHBIX HABBIKOB IPH OCBOCHUHU KJIABHATYPHI. 1
3aMephl CKOPOCTH.

16. 3a4er 1O AUCUUILIMHE «/JOKyMEHTBI, KOPPECIOHACHIMS 1 1
JIEIIOTIPON3BOICTBOY.
3adet mo aucruIuinHe « TeXHIKa MAITHHOTIACK. 1
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YueOHo-KaleH1apHOe IUIAHUPOBaHNe
BTOPOIO0 rojia 00y4yeHus
2 moayroaue 2024-2025 yyeGHoro roga

Ne Tema Koua-Bo JlaTa
3aHATHUS 4acos
16. [Ipe3enrannonnas nmporpamma PowerPoint: ¢pyHKknnoHansHbIe 1

BO3MOKHOCTH.
Co3znanue mpe3eHTaIui. 1

17. IIpe3enTammonnas nmporpamma PowerPoint: ITopsigok u mpreMbl BBITOJTHEHUS 1
oneparui.

«Crenoit» AecATUNANBIEBBII METO ITeYaTH Ha KJIaBHAType C JTATHHCKUM 1
mpudrom. OCHOBHOM, BEPXHHUI U HIDKHUH psifibl KiaBuatypsl. KiiepHoe
HHCHMO.

18. Co3zllanue npe3eHTalu. 1
OcBoeHue MPUEMOB TEXHUKH MHChMa Ha KJIABUATYPE C JIATHHCKUM IIPUPTOM: 1
OCHOBHOH psijt KitaBuarypsl. KiiepHoe nucsmo.

19. Co3zziaHue npe3eHTauui. 1
OcBoeHue MPUEMOB TEXHUKH IHCbMa Ha KJIABHATYpeE € JIATHHCKUM IIPpHA(TOM: 1
BEPXHHMH psizt KnaBuatypsl. KiiepHoe nucemo.

20. KonrponsHas pabora o teme «IIpe3enrannonnas nmporpamma PowerPoint. 1
OcBoeHue MPUEMOB TEXHUKHU MMHCbMa Ha KJIaBHAType € IATHHCKUM MIPHPTOM: 1
HIDKHHU psijt KiiaBuatypbl. KiepHoe ncbMo.

21. CoBMeCTHOE CO3JIaHKE U PETAKTUPOBAHKUE JOKYMEHTOB. 1
OtpaboTKa JBUraTeNbHBIX HABBIKOB IIPH OCBOCHHHU KJIaBUATYPBI. 3aMephbl 1
ckopoctu. IleyaTs og TMKTOBKY.

22. CoBMecTHOE CO3/IaHKE U PEIaKTUPOBAHKUE JOKYMEHTOB. 1
OtpaboTKa JBUraTeNbHBIX HABBIKOB IIPH OCBOCHHUH KIIaBUATYpPhI. 3aMephl 1
ckopoctu. [leuats ox AUKTOBKY.

23. CoBMeCTHOE CO3/1aHHE M PEIAKTHPOBAHUE JOKYMECHTOB. 1
OtpaboTKa JBUraTENbHBIX HABBIKOB IIPH OCBOCHHH KIIaBHATYpPhI. 3aMephl 1
ckopoctu. [leuaTs ox AUKTOBKY.

24, 3avet o aucnumunHe «OpraHn3alMoHHas TEXHUKA 1 HHGOpMannoOHHbBIE 1
TEXHOJIOTHH B JCIONPOU3BOJICTBEY.

OTtpaboTKa IBUTATEIBHBIX HABBIKOB TP OCBOCHUH KJIaBUATYPBI. 3aMephl 1
ckopocti. Ileyats nog TMKTOBKY.

25. dopmupoBaHue Aedl. 1
XpaHeHue Jieq. 1

26. OcHOBHBIC (QYHKIIUH CEKpPEeTapsi M0 00CCIICUCHHIO 0e30KYMEHTAIIMOHHOTO 1
00CIy)KMBaHHMSI IS TEIBHOCTH PYKOBOJIUTEIIS.

OtpaboTKa JBUraTeNbHBIX HABBIKOB IIPH OCBOCHHH KJIaBUATYPHI. 3aMephl 1
ckopoctu. [leyars ox AUKTOBKY.

27. OcCHOBHBIC (PYHKIIMU CEKpPETapsi 0 00CCIICUCHHUIO 0e30KYMEHTAIIMOHHOTO 1
00CITy)KHBaHHS IS TEIBHOCTH PYKOBOJIUTEIS.
3aver no gucuumrHe « TeXHUKa MaITMHOIINCH 1

28. OcCHOBHBIC (PYHKIIUU CEKpeTaps M0 00CCIICUCHHUIO 0€3J0KYMEHTAIIHOHHOTO 1
00CITy)KHBaHHS IS TEIBHOCTH PYKOBOJIUTEIS.

OcHOBHBIE (QYHKIIMU CEKpeTaps [0 00ecreueHnIo 0e310KyMEeHTallMOHHOTO 1
00CITy)KHBaHHS IS TEIBHOCTH PYKOBOJIUTEIS.

29. Opranusanusi ¥ JOKyMEHTHpPOBaHKE paboThl C 00paIeHUSIMH I'PaK/IaH. 1
JIOKyMEHTBI IO INYHOMY COCTaBY (Kaapam, IIEpCOHaIy); COCTaBICHHE, 1
oopmiieHne u paboTa ¢ JOKyMEHTaMH.

30. JIOKyMEHTBI IO TMYHOMY COCTaBY (Kajpam, IIepCOHaIy); COCTaBICHHE, 1
oopmiienne u paboTa ¢ JOKyMEHTaMH.

JIOKyMEHTBI IO TMYHOMY COCTaBY (Kaapam, IIEpCOHAITy); COCTABICHHE, 1
odopmiernne u paboTa C TOKYMEHTaMH.

31. JIOKyMEHTBI IO TMYHOMY COCTaBy (Kaapam, IIEpCOHAITY); COCTABIICHHE, 1
odopmieHne 1 paboTa ¢ TOKYMEHTaMHU.
3ayer no qucHUILIMHE «JJOKYMEHTBI, KOPPECTIOHACHIHS U JEJIONPOU3BOJICTBOY. 1

32. HUrorosas arrectanus 2

33. HUrorosas arrectanus 2
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IMPUJIOKEHUE I

IIporpamMmMa npou3BOACTBEHHOM NMPAKTUKH
Buo npaxkmuku: npou3BOJCTBEHHAS.
Dopma npogedenus: OUHAs.

Dopma Konmpoaa: HaCTaBHUYECTBO.
HacraBHukoM sBiseTcs JMI0, KOTOPOE KOHTPOJIUPYET BBIINOJHEHHE MPOrpaMMBbl
IIPAKTHKH, COCTABIIAECT OT3bIB O NPOXOKIECHUU IMPAKTUKH, OLEHUBAET KAuyeCTBO BBIIOJHEHUS

3amanuii. HactaBnseMbIM sBIisieTCs 00 ydarOmuiics.

Ilenb yueonon npakmuku:
OcBOUTH TPYIOBbIE MPUEMBI 1 CIIOCOOBI BHITIOTHEHUS TPYAOBBIX POIECCOB, XapaKTEPHBIX
1tst ipodeccun 26353 «CekpeTapb-MalIMHUCTKA»; 3aKPETUTh MPAKTUYSCKUE YMEHHSI M HABBIKU

noa pyKOBOACTBOM HACTABHUKOB Ha IMPCANIPUATUAX U YUPCIKIACHUAX.

3aoauu yueonoit npakmuxu:

— 3aKpenuThb 3HaHUS U YMEHUsI, TpuoOpeTaeMble 00yUyaroIUMUCS B pe3yJIbTaTe OCBOCHUS
o0mienpodeccHoOHaNBHBIX U PO(ECCHOHATBHBIX MOTYJICH;

— BBIPa0OTATh MPAKTUYECKUE HABBIKU U CITIOCOOCTBOBATH KOMILIEKCHOMY ()OPMUPOBAHUIO

O6H_II/IX u HpO(I)eCCI/IOHaJ'ILHBIX KOMIIETCHITUM O6yanOH_[I/IXC}I.

Ilepeuens nnanupyemuix pe3yibmamos 00yueHus npu nPOXorHcOeHUU NPAKmuKu,
COOMHECEHHBIX C NIAHUPYEMbIMU PE3YIbMAMAMU 0CE0CHUA 00PA306aAMENbHOI RPOZPAMMBL:

00yJaronuics JOJKEH:
v’ 3HATD!

e NIpaBHJIa TEXHUKH OE30MIACHOCTH TPYy/Aa Ha paboueM MecTe U MOKapHYyI0 0€30MacHOCTb;

e CTPYKTYPY U QYHKIIMHU OPTaHU3aLNN, IPEITPUITHS;

¢ HOPMATHUBHBIE MPABOBBIC AKTHI, MHCTPYKIIMH 10 BEACHUIO JEJIONPONU3BOJICTBA;

e OCHOBHbIE  (YHKIUMM TO  JOKYMEHTAallMOHHOMY U  0€340KYyMEHTAllHOHHOMY
00CITy’)KUBaHUIO OpraHU3alMU U JIeITETbHOCTH PYKOBOIUTENS;

¢ OPraHU3aLMOHHYIO TEXHUKY;

e UH(OPMAIIMOHHBIE TEXHOJIOTUHU B JIEIOIPOU3BOJICTBE;

v ymeThb:

* T10JIb30BAaTHCSI OPITEXHUKOM;

e BJIQJICTh KYJbTYPOU TeIe(OHHOTO pa3roBopa;

e 00pabaThIBaTh TEKCTHI C MTOMOIIBIO TEKCTOBBIX PEAKTOPOB;

e 00pabaThIBaTh JAHHBIE C IIOMOIIBIO AIEKTPOHHBIX TAOJIHIL;

e paboTaTh C AIAEKTPOHHOU MOYTON U Ap. UHGOPMAITMOHHBIMU TEXHOJIOTUSIMU;
e COCTABJISITh U OPOPMIISITh JOKYMEHTHI,
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e IPUHUMATh U PErHMCTPUPOBATH KOPPECIOHACHIINIO, HANpaBIsATh €€ B CTPYKTYPHbIE
HOJpa3eIICHUS;

e IepeiaBaTh JOKYMEHTHI B COOTBETCTBUH C PE30JIIOLIMEN PYKOBOAUTENS IPEIPUITUS Ha
UCIIOJIHEHHUE, OPOPMIIATh PErUCTpallMOHHbIE (POPMBI;

¢ BECTH KapTOTEKY yueTa MPOXO0KIEHUS TOKYMEHTAJIBHBIX MaTEPUAJOB;

 BECTH YY€T MOIY4aeMOH U OTHPaBISIEMOI KOPPECTIOHICHIINH;

eBecTH paldOTy MO CO3JAHHMIO CHPAaBOYHOrO ammapara Mo JOKyMEHTaM, O0ecHeuuTb
y10OHBIN U OBICTPBIN UX MOUCK;

e IOJrOTABIMBATh M CAaBaTh B apXUB NPEAUPUATHS JOKYMEHTAJIbHbIE MaTEpUAIbL,
3aKOHUYEHHbIE JEIONPOU3BOACTBOM, PErHMCTPALIMOHHYIO KapTOTEKy WM KOMIbIOTEpHbIE OaHKU
JTAHHBIX;

e COCTABJIATh ONHUCH JIeJ, IepeJaBaeéMbIX Ha XpaHEHHE B apxuB, 00OecrneuynBaTh
COXPaHHOCTb NMPOXOAIIEH cayxkeOHOH JOKyMEHTAIUH;

Mecmo npakmuku é cmpyKkmype o0pazoeamenbHoil RPOZPamMMmel: 4acTh 00pa30BaTEIbLHON
IPOrPaMMBI.

djoprl omuemHnocmu no npaKkmukKe: 1THCBHUK HpOHSBOI[CTBGHHOfI MMPaKTUKH, OTUCT II€Jarora
JOITIOJIHUTCIIBHOI'O O6p2130BaHI/ISI.

Cooepircanue npakmuku:

Ne Tema Koua-Bo
4acoB

1. WHcTpyKTax 1Mo TEXHUKE O€30MacHOCTH Ha pabodyeM MecTe, MoKapHOou 1
0€30MacHOCTH.

2. HNHcTpyKkTax mo TeXHUKe 0€30MacHOCTH Ha pabodyeM MecTe, MOKapHOM 1
0€30MacHOCTH.

3. JlokyMeHTaInoOHHOE 00eCTIeUeHNe PEANPHUITHS (OpTaHU3aIHH ). 1

4. JlokyMeHTalmOHHOE 00eCTICUeHNEe PEANPUITHS (OpTraHU3aAIIH ). 1

5. JlokyMeHTalmoHHOe oOecredeHue NpearnpuaTis (OpraHu3arim). 1

6. JlokyMeHTaInoOHHOE 00eCTIeUeHNEe IPEANPHUITHS (OpTaHU3aAIIH ). 1

7. [Tomenienue 11 ynpaBiaeHYECKUX CIIY>KO U €ro OCHAILEHHE. 1

8. [Tomerienne 1 yrpaBaeHYECKUX CIIY>KO U €ro OCHAIICHUE. 1

9. [Tomenienue s ynpaBiIeHYECKUX CITY>KO U €ro OCHAIICHHE. 1

10. [Tomerienue asist yrpaBIeHUECKUX CITY>KO U €ro OCHAIIICHUE. 1

11. 3HAaKOMCTBO M paboTa ¢ OPITEXHUKOM. 1

12. 3HAKOMCTBO U pab0OTa C OPTTEXHUKOM. 1

13. 3HAKOMCTBO U pab0oTa C OPTTEXHUKOM. 1

14. Opranu3anus paboThl ¢ JOKyMEHTaMH. 1

15. Opranuzanus paboThl ¢ JOKyMEHTaMH. 1
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Ne Tema Koa-Bo
4acoB

16. Opranuzanus paboThl ¢ JOKyMEHTaMH. 1

17. Opranuzanus paboThl ¢ JOKyMEHTaMH. 1

18. OCHOBHBIE TOKYMEHTBI YIIPABIICHUS; COCTABIICHNE, OPOPMIICHHE U paboTa ¢ 1
JAOKYMCHTAMMU.

19. OCHOBHBIE IOKyMEHTHI YIIPaBJICHUS; COCTaBJIeHre, ohopMieHHe U paboTa ¢ 1
JIOKYMEHTaMH.

20. OCHOBHBIE TOKYMEHTBI YIIPaBIICHUS; COCTABIICHNE, OPOPMIICHHE U paboTa ¢ 1
JOKYMCHTAMMU.

21. OCHOBHBIE IOKyMEHTHI YIIPABJICHUS; COCTaBJIeHne, ohopMieHHe U paboTa ¢ 1
JIOKYMEHTaMH.

22. OCHOBHBIE TOKYMEHTBI YIIPABIICHUS; COCTABIICHNE, OPOPMIICHHE U paboTa ¢ 1
JAOKYMCHTAMMU.

23. OCHOBHBIE IOKyMEHTHI YIIPABJICHUS; COCTaBJIeHHe, ohopMieHHe U paboTa ¢ 1
JIOKYMEHTaMH.

24. OCHOBHBIE TOKYMEHTBI YIIPaBIICHUS; COCTABIICHNE, OPOPMIICHHE U paboTa ¢ 1
JAOKYMCHTAMMU.

25. JIOKyMEHTHI 110 JIMTYHOMY COCTaBY (KaJapaMm, IIEPCOHaNy); COCTaBIICHUE, 1
odopmiieHre u paboTa ¢ JOKyMEHTaMH.

26. JIOKyMEHTBI 110 TMYHOMY COCTaBY (KaJpam, IepCOHAITy); COCTaBJICHUE, 1
odopmiieHre U paboTa ¢ JOKyMEHTaMH.

27. JIOKyMEHTBI 110 IMYHOMY COCTaBy (KaJpaM, IEpCOHaIy); COCTaBJIECHHE, 1
odopMIIeHHE 1 padoTa C JOKYMEHTaMHU.

28. JIOKyMEHTBI 110 TMYHOMY COCTaBy (KaJpam, IEpCOHaly); COCTaBJICHHE, 1
odopMIIeHHE U padoTa C JOKYMEHTaMHU.

29. JIOKyMEHTBI 110 TMYHOMY COCTaBy (KaJpam, IEpCoHaly); COCTaBICHHE, 1
odopMIiIeHHE U paboTa C JOKYMEHTaMH.

30. BeimonHenue pabot no 00paboTKe JOKYMEHTALUU B TEKCTOBOM 1
nporieccope: opopmIIeHHe TEKCTa, TAOJINII, TUArPAMM.

3L BeimonHenne pabot nmo 00paboTKe JOKYMEHTALUU B TEKCTOBOM 1
nporieccope: ohopMIIeHHE TeKCTa, TAOIHII, JUarpaMMm.

32. BrimonHenne pabot mo 00paboTKe JOKYMEHTAUH B TEKCTOBOM 1
npoiieccope: ohopMIIeHHE TEKCTa, TAOIHII, JUarpaMMm.

33. Brimonaenue pabot o 00paboTKe JOKYMEHTAIlUU B TEKCTOBOM 1
npotieccope: 0hopMIIeHHE TEKCTa, TAOJHIL, THarpaMM.

34. Brimonnenue pabot 1o 06paboTke JOKYMEHTAlUU B TEKCTOBOM 1
npoteccope: 0hopMIICHHE TEKCTa, TAOJIHIL, THarpaMM.

35. BerimonneHue paboT B AJIEKTPOHHOU TabuIe: 0hopMIICHUE TEKCTa, 1
TaOJINLI, TUATPAMM.

36. BerimonHeHue paboT B AJIEKTPOHHON Ta0uIe: 0(hOpMIIEHUE TEKCTa, 1
Ta0JINLI, TUATPAMM.

37. BerlmonHeHue paboT B AJIEKTPOHHON Ta0uIe: 0(hOpMIICHUE TEKCTa, 1
TaOJINII, TUATPAMM.

38. BeinonHenue paboT B 31eKTpOHHON Tabnule: ohopMiIeHHE TEKCTa, 1
TaOJINI, TUATPAMM.

39. Homenxknarypa gern. 1

40. Homenknarypa nei. 1

41. Homenknarypa nein. 1
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Ne Tema Koxa-Bo
4yacoB

42. DopMHpPOBAHUE U XPAHECHHE JIETT. 1

43. ®dopMUpOBaHUE U XPaHEHUE JIEI. 1

44. ®opMUpOBaHUE U XPAHEHUE JCIL. 1

45. DopMHUpPOBAHUE U XPAHEHHE JIETT. 1

46. Pabota ¢ 351eKTpOHHOM MOYTON U IPYIrUMU UHPOPMALMOHHBIMU 1
TEXHOJIOTUSAMH.

47. Pabota ¢ 3neKTpoHHOM MOYTON U IPYIrUMU HHPOPMALIMOHHBIMU 1
TEXHOJIOTUSMH.

48. PaGora c 37eKTpOHHO# MOYTOM U IPYTrUMH HH(POPMAITHOHHBIMHU 1
TEXHOJIOTUSMH.

49. Pabota ¢ 351eKTpOHHOMN MOYTON U APYTUMHU UH(POPMALMOHHBIMU 1
TEXHOJIOTUSMH.

50. OcHoBHBIE (DYHKITUH CEKpeTaps 0 00eCIeYCHUIO 1
0€3/I0KyMEHTAIlMOHHOTO 00CITYKUBaHMSI JESITEIbHOCTH PYKOBOIUTEIISI.

51. OcHoBHbIE (DYHKLIUH ceKpeTapsi 0 00ecTeYeHUIo 1
0€3/10KyMEHTAIlMOHHOT0 00CITYKUBAHUS JESITEIbHOCTH PYKOBOIUTEIISI.

52. OcHoBHbIE (DYHKLIUH CEeKpeTapsi o 00ecreyeHuro 1
0€3/J0KYMEHTALMOHHOI0 00CITyKUBaHUs 1€ATEIbHOCTU PYKOBOIUTEIIS.

53. OcHoBHBIE (DYHKITHH CEKpeTaps Mo 00ecreueHII0 1
0€37J0KYMEHTALMOHHOT0 00CITyKUBaHUS 1€ATEIbHOCTU PYKOBOIUTEIS.

54. OcHoBHBIEC (DYHKITHH CEKpeTaps 1o 00eCTieueHIIO 1
0€3/J0KYMEHTALMOHHOT0 00CITyKUBaHUS 1€ATEIbHOCTU PYKOBOIUTEIS.

55. Pabota ¢ nokymeHTamu, coepKaluMi KOMMEPUYECKYIO TailHy 1
HpeANPUSATHSL

56. Paborta ¢ nokymeHTamu, cofepKaluMi KOMMEPUYECKYIO TaiiHy 1
HpEeANPUSATHSL.

57. Paborta ¢ nokymeHTamu, coepKaluMi KOMMEPUYECKYIO TaiiHy 1
HpPEeANPUSATHSL.

58. Opranuzanus 1 JOKYMEHTHPOBaHUE padOThI ¢ OOpAIICHUSAMH TPaXKIaH. 1

59. Opranu3zanus 1 JOKYMEHTHPOBaHHE pabOThHI ¢ OOpaIICHUIMU TPakIaH. 1

60. Opranuzanus 1 JOKyMEHTHUPOBaHHE pabOThI ¢ OOpaIlieHUAMU IMPakJaH. 1

Hroro 60 u

Ouyenueanue npou3e00cmeeHHON NPAKMUKU:
OTMeTKa 110 HpOH3BOI[CTBCHHOﬁ MMPAKTUKE BBICTABIACTCA Ha OCHOBAHUU HOAHHBIX
JHEBHHKA HpOH?:BO)ICTBGHHOﬁ IPaKTUKHU C YKa3aHUEM BHJI0B pa60T, BBIITOJIHCHHBIX BO BpPEMsA

IMPAaKTHUKH, UX O6’bCMa, KadyeCTBa BBIITIOJIHCHHA.

Ob6vem npakmuKu 6 3a4emHbIX eOUHUUAX U e€ NPOOONIHCUMENbHOCHD 8 ACHPOHOMUYECKUX
yacax: 60 9acos.
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I'paduk nocemenus 00y4aroumuxcs
y4eOHoii rpynnbsl Ne 1
M0 HANIPABJIEHUIO MOATOTOBKHU _26353 «Cexpemapb-mawuHucmea

Jara

®.N.0 |Opranuszanus

11.06.2025

/TaTa okoHUAHUS
26.05.2025
27.05.2025
28.05.2025
29.05.2025
30.05.2025
02.06.2025
03.06.2025
04.06.2025
05.06.2025
06.06.2025
09.06.2025
10.06.2025

/laTa Hayajaa
jopakTuku

[npakTukn

13.06.2025

16.06.2025

10.

11.

12.

IIpumeuanus:

1. IIpomomkuTenbHOCTh €XeqHEeBHOM paboThl 10 4 u ¢ 26.05.2025 r., okonuanue npaxktuku 16.06.2025 r.
2. I1ponomKHUTENLHOCTh eXeqHEeBHOM paboTs! 10 5 1 ¢ 28.05.2025 r., okonvanue npaktuku 13.06.2025 r.
3. IIpomomknTenbHOCTD eXXeAHEBHOM padoTs! 110 6 u ¢ 28.05.2025 1., okonuanue npaxtuku 08.06.2025 r.

4. TIpoaomKUTEILHOCTD eXKeIHEBHOM padoThl 10 7 4 ¢ 28.05.2025 r., okonuanue npaktuku 07.06.2025 r.
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INPHUJIOKEHUE ]

METOANYECKHUE MATEPUAJIBI
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TEXHOJIOT'HYECKAS KAPTA 3AHATHUSA
Menaror: benaxosa O.B.
IIpenmer: Cexpemapv-mauunucmra

I[I/ICI.IHIIJIHHa OpZaHuS’ab;uOHH(lﬂ mexHuKa u MHd)OpMauMOHHble mexHoJjocuu 6 ()eﬂonpoua’eo()cmee

Tema 3anstus: Opeanusayus u 0bopyodosanue pabouezo mecma
Tun 3aHATHA: KOMOUHUPOBAHHDIII

Dopma: ¢poumanvras, UHOUBUIYALLHASL pabOMA, 2PYNNOBAs
Knacc: oecamuiii

3aoauu

Pe3ynromam

L]env: HAY9INTH MPABUIILHO OPTAaHNW30BBIBATH paboUuee MECTO ceKpeTapsl.
3adauu:
Obpasosamenvivie:
-c(hopMHPOBATH 3HAHUS 110 TEME;
Paszsusarowue (MYV]]):
- pa3BUBaTh yMEHHUE CTaBUTh Y4EOHBIC 3a/J]aud M CAMOCTOSATEIBHO (POPMYIHPOBATH
BBIBO/JIBI;
- pa3BUBaTh YMEHHE JIOTHYECKH pacCyXIaTh, aHAIU3UPOBATh, HYETKO, KPAaTKO M
HCYEPIBIBAOIIE U3JIaraTh CBOU MBICIIH;
- pa3BUBaTbh YMEHUE B3aUMOJCUCTBOBATH C MApPTHEPOM, CO3[aBaTh COBMECTHBIN
MIPOIYKT PabOTEI.
Bocnumamenvnvie (JIVV]]):
- cOOI0AaTh MPABMIIFHOCTD TIOCAKHU 32 KOMITBIOTEPOM;
- BOCIIUTHIBATh OTHOIIEHHS K COTPYTHHUYECTBY.
Komnnexcnas sadaua:
- pPa3BUBATh MO3HABATEIBHYIO AKTHBHOCTD NIPU U3y4YEHUH TEMBI.
TosnasamenvHo-mMupogo3s3penyeckue (KoeHumueHbvle):
- COOTHOCHTH Y4eOHBIH MaTepuall ¢ MOBCETHEBHOW >KM3HBIO: Ui 3(dexkTuBHON
paboTHI cekpeTaps HeOOXOAMMO YMETh MPAaBHIILHO 000pyIOBaTh pabodee MecTo.
OMmoyuonanbHo-601e8ble (MOMUBAUUOHHDBLE)!
- He OOATHCS CaMOCTOSTENILHO MPUHUMATH PEIICHUS;
- IPUBUBATH KYJIETYPY K JIEJIOBOMY MUDY.
eticmeenno-npakmuueckue:
- 3aKpEMHUTH HaBBIKK PabOTHI B TPYIIIIE;
- IPUMEHSTh TOJyYCHHBIE 3HAHUS B JAIIbHEHTIICH KU3HML.

Xoa 3aHATHA

Bpems JeiictBus negarora JeiicTBus 00y4arommuxcs Pa6Gora |3amerku
(MHUH.) cYYA
Oman 1. Momueauuonnwiii

8 IIpuBeTcTBYET; NPpOBEPSAET OTBeyaIoT. Bxuitouator | P BB
MPUCYTCTBYIOIINX U TOTOBHOCTD KOMIIBIOTEPHI. OnennBarot | P ncn
00yJaroMXCcs K ypOKy; HACTpauBaeT Ha | TOTOBHOCTh K VYPOKy. Bwissistor | JI ucn
ypok. Co3maét mpoOIeMHYIO CHTYAITHIO K | Ipo0JIeMy. DopmymupyioT | K mem
M3YYCHUIO HOBOU TeMbl. Mcronb3yercs MPENIONIOKEHUE O TEME 3aHATHUS.
SMONMOHAITBFHBIA TIPUEM MOTHBAIIH Omnpenenstor e 3aHATHSA:
«HeoOmwsBnenunas temay. [Ipeanaraer HAy4YUThCSI TIPABUIILHO 000pPYIOBaThH
IIPOBECTH YPOK-UCCIIEIOBAHNUE. pabodee MeCTO CeKpeTaps.

Oman 2. Iman uccnedosanusn

15 | TemoucTpupyer KapTHHKY ¢ OtBeyaroT Ha BOMPOCHI mexarora. | IT ucn
HETIPaBHIIHO 060Py/I0BaHHBIM pabounm | IIpernaraior BApHUAHTBHL, kak | 113
MECTOM. o0opyoBaTh pabodee MeCTo. IT otp
JIOTOJIHSET €€ PacCKa3oM: CrymaroT 00bsCHeHHE. . 5 ucn
«IIpencraBbTe, 4TO 3TO Baile padbouee PacomarouBazor Clrauipt I et

Ipe3cHTalluH. uchl
MecTo. C yTpa BbI IPHUIILIN HA PaboTy, A
HAJIM3UPYIOT U JCTAOT BHIBOJIBI.

BaM HEOOXOJNMO CJIENaTh HECKOIBKO Ha MHTepaKTHBHOM JOCKE




81

3BOHKOB TIO paboTe, pas3ioKHUTh

HCIIOJIHCHHBIC JOKYMCHTHI IO ITallKaM,

KOTOpPbIC HAXOAATCS B IIKady, B

coceqHell koMHaTe. Taxke He0OXOaMMO

B TCUCHUC JHA BaM OTBE€YATh Ha

Tesne()OHHBIE 3BOHKH, IPOBOIUTH PabOTY

C TIOCETUTEIISIMH.

Bomnpoc:

Y100HO 11 paboTaTh CEKpETapIo B TAKOM

kabunete? [louemy?

CryiaeT mpe/rnonaraeMbie OTBETHI.

[ToxBoaMT K TOMY, YTO PabOTaTh B TAKOM

KabuHeTe HeynoOHO. OOBICHSET C

MOMOIIBIO MPE3CHTAIMN HOBYIO TEMY,

JIeNIaeT BBIBOJBI, JJIS 3aKPETUICHHS

IMOHMMAaHUA TCMbI 3a1a€T BOIIPOCHI:

¢ Yto Takoe pabouee MecTo?

e Uro oTHOCHTCS K paboyeMy MecTy
cekperaps?

e Ha xakue 30HBI Aenutcs pabouee
MEeCTO CeKpeTaps?

o Kakoii 00s13aTensHbIH HabOp Mebemn
HeoO0xoauM?

¢ Yro eme HEOOXOAMMO COOITIOATE TIPH
ob0opynoBanuu padbodero mecra?

[pemnaraer uCIpaBUTh MPEIBIAYILYIO

KapTHHKY pabovero Mecra ¢ TOMOIIbIO

MHTEpakTUBHOH nocku. [Ipenmaraer

o0yyaromumMcs NoCMOTPETh

MPE3EHTALMIO C TpUMepamMu paboyero

MecTa CeKpeTapsl.

HCIIPaBJIAIOT pabodee MecTo.

2 [Ipennaraer caenarh THMHACTUKY JUIS | JlefarOT THMHACTHKY. K3
a3, pyk.
17 | Ilpeanaraet o0y4aromMcs 3aKpEIUTh Obyuaromuecs nenstcs Ha rpynnsl | K3
TMMOJIYYCHHBIC 3HAHU C ITIOMOIIBIO " CO3al0T CBOU BapHAaHThI pa60q1/1x 113
pa3pabOTaHHOW MHTEPAKTUBHON MOAENH | MeCT cekpeTraps. JleMOHCTpupyroT
«Pabouero MecTta» u TecTa. ux.
BricTaBnsier 0OTMETKY B JKypHal. BBINONHSAIOT TECT MO NPOHACHHOMY
Marepuany (mporpamma MyTest).
Iman 3. Peghnexcusnutii
3 - KaKy}o OCJIb 3aHATUS MbL cTaBUIN? OTBeyarT Ha BOIIPOCHI. P oTp
- JIOCTHTII MBI 3TOH 1ieNH? Bricka3pIBalOT MHEHHE O 3aHSITHH.
- Yto HOBOI'O Y3HaJIA Ha ypOKe? 3anuceIBaloOT 3aJaHuC.
Pazgaet nekuuro. 3auaeT JOMAITHEC 3aJIaHUC.
CucremMHoOCTh Xapakrep 3aHATHS YuyeOHble CUTYauHHu JlyXOBHO-HPABCTBEHHAsA Pediiexcns 3ansaTus
3aHSATUS npodJieMaTHKa
Hens IIpoGnemuocTh MOTHBUPOBaHHOCTb Llenecoobpasnocte BTeMe B C H| Peduexcus
B C H B C H CoBpeMEHHOCTD ® HMOIM
Juamnor [Ipunstue nenu B C H ® ColepKaHus
Conep TexHo- B C H B C H 3HaYNMOCTh ® YPOBHS OCBOCHHSI
KaHHEe  JIOTHs CBs3b C )KU3HBIO CoTpyiHHYECTBO B C H - TeKyIas
B C H B C H HenasunatensHoCTh - HTOTOBas
I'nbrocTs AKTHBHOCTB B C H v memarora
B C H B C H ApPryMEHTHPOBaHHOCTh v yuammxcs: WHIAUBHUIL
Yunu-  Yye- OMolMOHaNIbHAS Brurouennocts Bcex YYI +(B  C rpymoBas obumast
TeNb HUKH OTKPBITOCTh - OddextuBHocTs B C H DyHKIHOHATEHOCTD
B C H 3aBepIIEHHOCTD + - B C H
PexoMennanuu nenarory
3aHATHE HOCETUII ( )
C pesynbTaTamMmu 03HaKOMIICH(a) ( )

O6o3HaueHus 1 rpadbl «Padora ¢ YY/I»:

JI — muaroctHBIE YV ]|

K — xommyHukatuBHble YV ]

P — perynsarusnsie YV
IT - no3HaBatenbubie YVY]]

BB.- BBECHUC

3. — 3aKpeIICHUE

OTp. - 0TpaboTKa
HCIL. — HCTIOJIb30BaHHE




82

ITPUJIOKEHUE E

OLHEHOYHBIE MATEPHAJIbI
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MatepuaJjbl AJsl IPOBEACHUS MPOMEKYTOYHOM aTTECTAIMH
B 2024-2025 y4yeOHOM roay aJsi 00y4yaroiuuxcs 1o
nporpamMme npogeccuoHaIbLHOU MOATOTOBKH
0 JOJIKHOCTH CJIY KAIIEro

26353 «CekpeTapb-MaIIMHUCTKA)
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MaTepI/IaJ]I)I JAJIS IIPOBECACHUSA HpOMC)KYTO‘IHOfI arrecranmumu

CneunanbHocTh « Cexpemapb-MauuHuCmKay

Jucumninuna « Texnuxa mawuHonucuy
I'on oOyuenus nepsoii
MMoayroaue /

Ilenparor nomostHUTEIBHOTO 00pa3oBanms beraxosa O.B.
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MaTepI/IaJ'IbI AJIA TIPOBEACHHUSA 3a9€Ta 1Mo JUCHUIIINHE
«TexHuKa MAIIMHOITUCH

[IpoBoautcst B opMe 3JIEKTPOHHOTO TECTUPOBAHUSA IO MaTepHallaM HM3yYE€HHOTO B
1 monyroauu.

Marepuaiibl K 3a4€Ty AaHbl B IPUIIOKEHUU 1.

Kpurepuu onenuBanus:

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

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

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

Ilenmaror
JIOTIOTHUTEIHHOTO 00pa30oBaHUs bemxsgkosa O.B.
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[MPMJIOXEHUE 1

YJIEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

«Cnemnoii 10-manpueBsiii MeTo EchMay. [1o 3 ToMy MeToay MalMHUCTKA paboTaeT
Buvibepume ooun us 5 eapuanmos omeema:
1) Bcrenyto, He TJIA/I Ha KJIABHATYPY, BCEMU JIECSTHIO MaIbIIaMU;

2) rnaad Ha KJIaBUATypy, BCEMU JECSAThIO NAJIbLIaMU;

3) rasns Ha KIaBUATYPY, ABYMs NaJIblIaMH 000X PYK;
4) Bcnenyo, He NI Ha KJIaBUATypy, B pabOTE BOCEMb MaNbLIEB;
5) Bcnenyto, He TS Ha KIIaBUATYpPy, ABYMs MajbllaMu 000UX PYK.

3aganmne Ne 2
Bonpoc:

OcHOBHOM psi1 KJIaBUATYphl (OCHOBHAS TIO3ULIMS):
Bvibepume ooun uz 4 eapuanmoe omeema:

1) 1-ii psi KITaBHATYPBI;

2) 2-i psim;

3) 3-ii psz;

4) 4-i1 psg.

3aganme Ne 3
Bonpoc:

Kakune OyKBbI BXOJST B OCHOBHYIO MTO3HIIHIO?
Buibepume neckonvko uz 10 eapuanmos omeema:
1) ¢;

2) bl

3) B;

4)a;

5)m;

6) o;

7) 7,

8) p;

9) x;

10) m.

3aganue Ne 4
Bonpoc:

[lepeuncnure pazmepsl nojei (B cm):
BepXHee (MOCTaBUTh HUPPY)
3anuwume omeem:

3aganme Ne §
Bonpoc:

[lepeuncnure pazmepsl nojei (B cm):
HIKHEe (TOCTaBUTH TUGPY)
3anuwume omeem:
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3ananue Ne 6
Bonpoc:

CKOJIbKO 3HAKOB COJIEP’KUT KpacHasi CTpOKa Ha MUIIYIIEeH MaliiHe?
Buvibepume ooun usz 9 eapuanmos omeema:
1) 2;

2) 3;

3) 4,

4) 5;

5) 6,

6) 7,

7)8;

8) 9;

9) 10.

3aganue Ne 7
Bonpoc:

Yto noHUMAaETCS IO COBCPHICHCTBOBAHUCM TCXHUKH mucbma?

Buvibepume ooun us 3 eapuanmos omeema:

1) KOJIMYECTBO HAHECCHHBIX yIapOB I10 KJIABUIIIAM B MHHYTY (BKJIIOYast MPOOEIIb);

2) BeIpaOOTKa aBTOMaTU3Ma JIBUWKEHUH K KJIaBHUIIaM, 00ECIIEUMBAIOILEr0 POCT CKOPOCTH U
MOBBILICHHE KaueCTBa MUChMA;

3) KOJINYECTBO UHTEPBAJIOB B MUHYTY.

3ananue Ne 8
Bonpoc:

I'ne mpaBunbHO 0opMieHO npeIoxkeHre? (3HaKU MPEeTTMHAHMS)

Buvibepume ooun uz 4 eapuanmos omeema:

1) MoxeT ObITh,BBI caMU OOBSICHUTE - MOYeMy ?
2) MoxeT ObITh, BBl CaMU OOBICHHUTE-TIOYEMY?
3) MoxeT ObITh, BBl CaMH OOBACHUTE - Touemy?
4) MoxeT ObITh,BBI CaMH OOBSICHUTE-TIOUEMY?

3ananmne Ne 9
Bonpoc:

Onpenenuts, Tae NpaBUIbHO 0(POPMIICHBI KaBBIYKH U 3HAKU MPEIHHAHUS.
Buibepume ooun us 4 eapuanmos omeema:
1) 'omepa cuuraror aBTOopoM mno3Mm «Minumaga» u «Onpucces».

2) 'omepa cumraror aBTOpoM nodMm « Wmmama » m « Opnucces » .
3) l'omepa cumraror aBTOopoM mosm «Mnmama» m «Onucces» .

4) T'omepa cumtaroT aBTOpoM TodM « WMnmama » m « Opmcces » .

3amanue Ne 10
Bonpoc:

Onpenenuts, T1e MPaBHILHO 0(POPMIICHBI CKOOKH U 3HAKU TPENHUHAHUS.

Buvibepume ooun us 4 eapuanmos omeema:

1) OHu noKHBI UMETh abaXKyphl ( TJIACTMACCOBbBIE WM CTEKIISIHHBIE ) , TYYIIIe 3eJIEHOTO 1IBETa.
2) OHu 10JKHBI UMETh a0aXKyphbl ( TIACTMACCOBbBIE WM CTEKJISIHHBIE ), JIY4Ile 3€JI€HOTO 1[BETA.
3) OHu 10JKHBI UMETh a0aXXyphl (IJIACTMACCOBBIE WM CTEKJISTHHBIE), JTyUIIle 3€JIEHOTO IIBETA.

4) OHU TOJDKHBI UIMETh a0aXKypHhI (TIACTMACCOBBIC WM CTEKIITHHBIC) , JTYUIIle 3eJIEHOTO [IBETA.
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3apganue Ne 11
Bonpoc:

I'ne npaBuiIbHO OPOPMIICHBI 3HAKH MTPENUHAHUS B IPEIOKEHUH?

Buvibepume ooun us 4 sapuanmos omeema:

1) A rnaBHOE Bce — Taku: JIIOOU , JIFOOU U JIF0OU CBOE OTE€YECTBO !
2) A rmaBHOE Bce-Taku: JIOOH, 00U U 00N CBOE 0T€YECTBO!

3) A rnaBHOE Bce-Taku : JitoOU , 100U U JH00M CBOE OTE€YECTBO !
4) A rraBHOE BCe — Taku: JitoOu, JIto0U U 100U CBOE OTEUeCTBO!

3aganme Ne 12

Bonpoc:

['e mpaBunbHO 0OPMIICHBI IPOIIEHTHI?
Buvibepume neckonvko uz 5 eapuanmos omeema:
1) 5,7%;

2) 5, 7%;

3) mecTh NPOLEHTOB;

4) 6%%);

5) 5,7 %.

3aganue Ne 13

Bonpoc:

I'e mpaBuiibHO OhopMmIIeHBI HOMED U maparpad?
Buvibepume neckonvko uz 8 eapuanmos omeema:
1) NeNe 3, 6, 9;

2) Neo 2;

3) Ne 2, 5;

4) maparpad 35;

5) maparpad cemp;

6) § 12;
7) §§ 11, 14;
8)§ 11, 14.

3apanme Ne 14

Bonpoc:

Harumure apadckue mudpsl B cooTBeTCTBUM ¢ puMcKuME: CC
3anuwume omeem:

3aganme Ne 15

Bonpoc:

Harmumure apadckue mudpsl B cOoTBETCTBUM ¢ puMcKkuMu: LXXI
3anuwume omeem:

3apganue Ne 16

Bonpoc:

Hanumure apabekue nungpsl B coorBeTcTBHU ¢ puMckumu: XClI
3anuwiume omeem:

3aganue Ne 17

Bonpoc:

Hywmeparius myHKTOB OBbIBaeT. ..

Buibepume neckonvko uz 4 sapuanmos omeema:
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1) c ab3auHoOrO OTCTYMA;

2) OT JIEBOTO MO,

3) OT mpaBoro MOJIS;

4) HeT MPaBUIBHOTO OTBETA.

3aganmne Ne 18

Bonpoc:

Kakwue 3HaKu mpenuHaHus CTaBsSITCS B KOHIIE 3ar0JI0BKa?
Buvibepume neckonvko uz 5 eapuanmos omseema:

1) Touka;

2) 3amnAras;

3) BOCKJIHMIIATENbHBIN;

4) BOIIPOCUTEIBHBIH;

5) TouKa C 3amATOM.

3aganue Ne 19

Bonpoc:

JonyckaroTcs 11 IEPEHOCHI B 3aroJIoBKax?
Buvibepume ooun uz 2 sapuanmos omeema:
1) na;

2) Her.

3apanme Ne 20

Bonpoc:

Kaknmu OykBamu B TEKCTE O(POPMIISIOTCS 3aTr0JIOBKH?
Bvibepume ooun uz 2 éapuanmos omeema:

1) mponucHBIMY,

2) CTPOYHBIMH.

3aganmne Ne 21

Bonpoc:

Kakum nHTEpBaIOM OTIENSETCS 3ar0JIOBOK OT MO13arojIoBKa?
Buvibepume ooun us 3 eapuanmos omeema:

1) 1;

2) 2;

3) 3.

3ananue Ne 22

Bonpoc:

BeiienuTs cioBa B TEKCTE MOXKHO. . .

Buvibepume necxonvko uz 6 sapuanmos omsema:
1) nponucHbIMU OyKBamH;

2) MO4epKUBAHUEM;

3) TUCbMOM Bpa3psiKy;

4) KypcUBOM;

5) KUPHBIM TIPUPTOM;

6) MUCHEMO JAPYTUM MPUGTOM.

3aganue Ne 23

Bonpoc:

CHOCKa — 3TO...

Buvibepume ooun usz 2 eapuanmos omeema:




90

1) mononmHUTENBHAS 3aMETKa, OOBICHEHHUE K TEKCTY;
2) TEKCT, MOMEIICHHBII B KOHIIE CTPAHUIIBI, OTAESIETCS OT OCHOBHOT'O TEKCTa OTYEPKHUBAIOIICH
JIMHHCH.

3apganue Ne 24

Bonpoc:

3HAaK CHOCKU CTaBUTCH. ..

Buvibepume HeckonvbKko U3 5 6apuanmos omeema:
1) apaGckoit uudpoii;

2) puMcKoii udpoii;

3) 3BE3/10YKOIi;

4) naparpagom;

5) KaBBIUKAMHU.

OTBeTLI:

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

2) Bepuwiii otBert (1 6.): 2;

3) Bepnrnie otBetsi (1 0.): 1;2; 3;4;6;7;9; 10;
4) Bepwbiii oteT (1 6.): "2".

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

6) Bepnniii otBet (1 6.): 4;

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

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

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

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

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

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

13) Bepnsie otBetnl (1 6.): 2; 3; 5; 6; 8;
14) Bepnsriii otet (1 6.): "200".

15) Bepnsrii otBer (1 6.): "71".

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

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

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

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

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

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

22) Bepusbie otBets (1 6.): 1;2; 3; 4; 5; 6;
23) Bepmsrii otBet (1 6.): 2;

24) Bepnsbie otBetsI (1 6.): 1; 3;
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MaTepI/IaJII)I AJIA ITIPOBEACHUSA HpOME)KyTOqHOﬁ arTrecraumum

CneunanbHocTb « Cexpemapb-MauuHUCmKa»

JIucounimHea « Texnuka mawunHonucuy
I'on o0Oyuenus nepsuwiu
Hoayroame 2

Ilenaror nomostHuTEILHOTO 00pasoBanms beraxosa O.B.
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MaTepna.nbl AJIA IIPOBEACHHUSA 3a4€Ta MO JTUCHUIIIHHE
«TexHuka MAITUHOIHUCH

1. Teopernyeckast 4acTh MPOBOAUTCS B (DOPME ICKTPOHHOTO TECTHPOBAHUS TIO
MaTepuazaM U3y4eHHOTO BO 2 MOJIYTOAHUH.

2. [TpakTrueckas 4yacTh — opopmIiIeHHE TaOIUIIBI U CXEMBI.

3. Marepuassl K 3a4eTy JaHbl B IPHIOXKeHHH | 1 2.

4. Kputepun olleHUBAaHUS:

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

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

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

Ilemaror
JIOTIOJTHUTENBHOTO 00pa30oBaHUs benskosa O.B.



93

[MPMJIOXEHUE 1
3JIEKTPOHHBIN TECT

3aganme Ne 1
Bonpoc:

Tabymnstop - 370...

Buvibepume ooun uz 3 eapuanmos omeema:

1) MexaHH3M, yCTaHABJIUBAIOLIHUIA MOJIS;

2) MexaHH3M, YCKOPSIOMINN HAIMCaHUE TEKCTOBOTO MaTepHalla, PaclioyIOKEHHOTO KOJIOHKAMU;
3) MEeXaHM3M, TIEpEMEIIAIONINN KapeTKy Ha HOBYIO CTPOKY.

3aganmne Ne 2
Bonpoc:

CKOJIBbKO NOJ0KEHUH TaOy IsIMK yCTaHABINBAET CTaHAAPT?
Buvibepume ooun uz 5 eapuanmos omeema:

1) 6;

2) 7,

3) 8§;

4)9;

5) 10.

3ananue Ne 3
Bonpoc:

["ostoBKa TaOIUIIBI BKIIOYAET B ce€0s1 CIEAYIOIUE 3JIEMEHTHI:
Bvibepume neckonvko uz 6 éapuanmoe omeema:

1) HyMepalMOHHBII 3aroJI0BOK;

2) TeMaTHYeCKUi 3arojI0OBOK;

3) rpadpsr;

4) 3arosioBKu rpad;

5) noxzaronoBku rpad;

6) 3aroJIOBOK OOKOBHKA.

3aganue Ne 4
Bonpoc:

Ecnu 3aromoBok 1 moA3aroioBOK TaOJIHIIBI COCTABIISIOT OHO MPEIUIOKEHUE, TO MO3ar0JI0BOK
rpadsl opopmiseTcs C. ..

Bvibepume ooun uz 2 eapuanmoe omeema:

1) nponucHo# OyKBBI;

2) CTpOYHOM OYKBHI.

3apanme Ne 5
Bonpoc:

UucnoBblie 3HAYCHUS TIOKA3aTelsl TaOIUIIBI JOJKHBI TIPOCTABIATHCS HA YPOBHE. . .
Buvibepume ooun usz 2 eapuanmos omeema:

1) mocnenHel CTPOKM HAUMEHOBAHUS MMOKA3aTENS;

2) epBOM CTPOKH HAUMEHOBAHHMS ITOKA3aTeJIsl.

3apanmne Ne 6
Bonpoc:

Cnucku - 370...
Buibepume ooun uz 3 eapuanmos omeema:
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1) mepeunciieHne CBEICHUIM O JIIOSX;

2) mpocThie TabIuIbl, cocTosmue u3 1-2 cTonao10B;

3) mepeveHb CBEICHUH, YNCIIOBBIX JaHHBIX, PUBEACHHBIX B OTPEICIICHHYIO CHCTEMY H
pa3HEeCeHHBIX M0 rpadam.

3ananue Ne 7

Bonpoc:
Meogyne ynpyrocta
MaTepuan
Ma Kreimmt
AnsoMHEMA T0-71 700071000
Berou 14,6-232 1460-2320
Ketryr 3 00

Kak HasbiBacTCd JAHHBIH YIEMEHT
TabIHIEL?

Bvibepume ooun uz 4 eapuanmos omeema:
1) ronoBka;

2) rpada;

3) GOKOBUK;

4) 3arojJ0BOK OOKOBHKA.

3ananue Ne 8
Bonpoc:

[Ipu oTCyTCTBUYU AAHHBIX B TAOJIUIIE CTABUTCA. . .
Buvibepume ooun us 3 sapuanmos omeema:

1) HOMB;

2) nmpouepk (3HaK TUPE);

3) Huyero.

3ananue Ne 9
Bonpoc:

Ecnu B npenenax oHo# rpadpl TEKCT, COCTOSAIINMI U3 OJTHOTO CIIOBA, IOBTOPSETCS, a B Ta0IULE
HET TOPU30HTAJIBHBIX JTMHHUM, 3TO CIOBO 3aMEHSETCH. ..

Buibepume ooun us 4 eapuanmos omeema:

1) ckoOkamu;

2) KaBbIUKaMU;

3) TOYKOM C 3amsATOM;

4) IBOETOYHEM.

3apanue Ne 10

Bonpoc:

Crangaprt onpezaenseT HyMepaluio CTpaHUI] JOKyMEHTA. ..
Bvibepume ooun uz 4 eapuanmoe omeema:

1) Ha BEpXHEM MOJIE 110 LIEHTPY;

2) Ha BEpXHEM I10JI€ CIIpaBa;

3) Ha HIKHEM TOJI€ 110 LIEHTPY;

4) Ha HMXKHEM TI0JIE CIIpaBa.
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3apanme Ne 11

Bonpoc:

Bri6epure, rae npaBuiIbHO 0POPMIICH HOMEP CTPAHUIIBL.
Buvibepume ooun us 6 sapuanmos omeema:

1) -4-

2)c4

3)4

4) ctp.4

5) IV

6) "4"

3ananue Ne 12

Bonpoc:

BricoTa cTpok Tabnuibl JOHKHA ObITH HE MEHEE. ..
BbIOEpU BapUaHT OTBETA

Buvibepume ooun u3 3 sapuanmos omeema:

1) 5 mMm;

2) 8 mm;

3) 10 mm.

3apanme Ne 13

Bonpoc:

B KoHIIe 3ar010BKOB U [10/13ar0JIOBKOB Ta0JIUI] TOUKH. ..
BbIOEPU MPABUIILHBINA OTBET

Buvibepume ooun us 2 eapuanmos omeema:

1) crapsr;

2) HE CTaBsIT.

3ananue Ne 14

Bonpoc:

Ecnu Bce nokasarenu, npuBeJeHHbIE B rpadax TaOIUIbl, BBIPA)KEHbI B OJJHOM U TOH K€ eAMHULE
¢bu3uUecKoil BeIMUMHBI, TO €¢ 0003HAYCHHE KaK HE00X0AUMO OOPMIIATH?

Bvibepume ooun uz 3 eapuanmoe omeema:

1) momeniaTh Ha/J TaOIUIICH ClIeBa;

2) moMeniaTh B 3aroJIOBKE TaOJIHUIIbI;

3) nomemaTh Haj TaOIUIIEH CrpaBa.

OT1BeThI:

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

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

3) Bepurbie otBethl (1 6.): 4; 5; 6;
4) Bepusrii otBer (1 6.): 2;

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

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

7) Bepwnpiii otBer (1 6.): 3;

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

9) Bepwpiii oter (1 6.): 2;

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

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

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

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

14) Bepwnsrii otBet (1 6.): 3;
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MMPMJIOXEHUE 2

3aganue. Opopmure Tabnuny ¢ npumedanuem 8 MS Word.
Taomua 00
PexoMeHnarmu 1o mpuMeHEHUIO BEICOKOTEMIICPATYPHBIX PEKUMOB

[Topona TonmuHa nuIoMaTepuaios, MM

13-22 32-40 45-50

CocHa, ellb, IUXTa 1 3 5

bepesa 2 4 5

Ocuna 2 4 6

JlucTBeHHUIIA 4 6 7

[Mpumeuanue. [TnmomaTepranbl MATKHX JIMCTBEHHBIX TOPoJ (Oepesa, oiibXa, OCHHA) TOJIHHON
10 60 MM f0ITyCcKaeTCs MPOCYIIMBATh B KAMEPax HENPEPHIBHOIO NEUCTBUS IPU MATKUX U
HOPMAaJIbHBIX PEKUMax, BBIOMpAs UX 110 OIKaieii HOMHHAIBHOM TOJIINHE.

3apnanmne. Ogopmure cxemy.

Cxema cTpyKTypHI AesaTeabHocTH npeanpusatuss Q00 «MoHoauT»

rEHEPATBHBIA AVIPEKTOP
KommMepueckMid JamecTuTenb rnaeHbiA
AVpeKTOp reHepanbHOro AMpeKTopa byxrantep
Kommepueckwid oTgen FMaeHbId MH3KEHEP bByxrantepusa
1O oTaen HauanbHHE HavyanbHWE| HawanbH4k
cHabxeHWnA NMPOEKTHOTO OTAENd YYacTKa uexa
HMEHED CMETUMKM MHsKeHepbi MpoekTHBbIA MpovaeoAMTENH

no OT oTAEn paboT
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MatepuaJbl 1Ji NPOBEACHUS IPOMEKYTOYHON aTTECTAIUU

CHeIII/IaJIl)HOCTI) «Cekpemapb—mamuﬂucmka»

Jucuuniauta « Texnuxa MauuHonucuy
I'ox 00yuenus smopou
IMoayroaue 1

Ilexaror nonoJHUTEJIBbHOT0 00pa3oBanus beusixkosa O.B.
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MaTepna.nbl AJIA IIPOBEACHHUSA 3a4€Ta MO JTUCHUIIIHHE
«TexHuka MAIIMHOIUCH

Teopernueckass dYacTb MPOBOAUTCS B (OpPME DIIEKTPOHHOTO TECTUPOBAHUS
MaTtepuaiaMm U3y4eHHOro B | moiyroauu.

[TpakTrueckas 9acTb — opOpMIICHHE CIOKHOMN TaOJIHUIIBI C TUarpaMMOil.

Martepuainsl K 3a4eTy AaHbl B IPUIOXKEHUsIX 1 u 2.

Kpurepuu onennBanus:

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

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

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

ITemaror
JIOTIOJTHUTEIHLHOTO 00pa30BaHUS bensakxosa O.B.

1o



3ananue Ne 1

Bonpoc:
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JEKTPOHHBIN TECT

Kak o6o03HauaroTcs TabauIbl KaK0TO MPUII0KEHUS?

Bvibepume ooun uz 3 éapuanmos omeema:

1) Tabnuma 1.
2) Tabnuna B.1.
3) Bce nepeuncieHHbIC BBIIIE OTBETHI.

3aganue Ne 2

Bonpoc:
Kak Ha3pIBaeTCsa JaHHBIH HJIEMEHT
TaGIune?
Moayne ynpyroctu
Marepuan
Ma krelmm?

AnOMUHUNA 70-71 7000-71000
BetoH 14,6-23,2 1460-2320

Bvibepume ooun uz 5 éapuanmos omeema:

1) [lamka TaGmuIIbL.

2) 3aronoBku rpad.

3) 'onmoBka TaGIHIBI.
4) IMozarosioBku rpad.
5) BokoBuk.

3ananue Ne 3

Bonpoc:

I[MPUJIOXEHME 1

B cnyuae, koraa Tabnuna He ymeaercs Ha ucte Oymaru ¢popmara A4, ee BBIIIOJIHAIOT Ha

Oymare gopmara...

Bbz6epume HecKOJIbKO U3 5 eapuarnmoe omeema.

1) AS;

2) nByx nucrax A4;

3) A3;

4) nByx nucrax AS;

5) nByx nuctax A3.

3ananue Ne 4

Bonpoc:

[Tpu ckienBaHuM JUCTOB C OPOPMIICHHOM TaOJIUIEH NCTIOIB3YIOT. ..

Bbz6epume HecCKOJIbKO U3 3 eapuarnmoe omeema.

1) ckoTu;

2) y3KyI0 TIOJIOCKY OyMaru;

3) xJeil.

3ananme Ne 5

Bonpoc:

[Tpu opopmnenun Tabnuiel Ha popmare nucta A4 (OpueHTalMs - aTbOOMHAs) BEpXHEE MoJjIe
UMEeT MUHUMAIIBHBIN pasMep...
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Bvibepume ooun uz 4 eapuanmos omeema:
1)1 cwm;

2) 1,5 em;

3)3 cm;

4) 2 cm.

3aganue Ne 6
Bonpoc:

Jlerenna - nTo

Buvibepume ooun uz 3 eapuanmos omeema:

1) siueiiku, KOTOpble coAepkKaT YUCIOBbIE JaHHbIE;

2) o0nacTh sAYEeK Ha JIUCTE, 3HAYCHUSI KOTOPBIX UCIIONB3YIOTCS JUIs IOCTPOSHUSI JUarpaMMel;
3) obnacth, comepxarias IUMeHa, KOTOPbIE UCTIOIB3YIOTCS I 0003HAUYCHHS OTOOpaKaeMbIX
HJIEMEHTOB YKa3aHHBIX KaTeTOPHH JaHHBIX.

3ananme Ne 7
Bonpoc:

L}
Marasvn "“Marnonua"

9%

28%

3%

Cpegree cney. ONY O Opyroe
|

Kax HazsIBacTes JAaHHBIH JISMSHT ,IIHaI"pﬁI\[l\lbI?

Bvibepume ooun uz 4 eapuanmoe omeema:
1) moamucH TaHHBIX;

2) cepuM JaHHBIX;

3) Ha3BaHUE JUATPAMMBI;

4) nerenpa.

3ananue Ne 8
Bonpoc:
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|
Marazvn “Marnonua™

9%

32%

O Beicdhee O Cpegree cney. ONY O Opyroe
| |

Kak HazpIBacTCA JAHHBIH DIIEMEHT ,I[]Ial'p{ll\ll\[bl‘?

Buibepume ooun uz 4 eapuanmos omeema:
1) noanucu 1aHHbBIX;

2) cepuu JaHHbBIX;

3) Ha3BaHUE AUATPAMMBI;

4) nerenna.

3aganue Ne 9
Bonpoc:

HyxHo 51 B TEKCTE TOKyMEHTA MPUBOJIUTH CCHUIKY Ha TabmuIy?
Bvibepume ooun uz 2 éapuanmos omeema:

1) Ha.
2) Her.

3aganue Ne 10

Bonpoc:

Ecnu Tabnuna umeeT HeOOIbII0E KOJTUYECTBO Ipad, TO JOMYCKAETCs JIU ACTUTh €€ Ha YacTH U
MOMEIIATh OJIHY YacCTh PSAJIOM C IPYroM Ha OJHOM CTpaHuULe?

Bvibepume ooun uz 2 éapuanmos omeema:

1) Ha.
2) Her.

3aganue Ne 11

Bonpoc:

3aroyioBOK TaOIMIIBI PACIIONATACTCH. .
Bvibepume ooun uz 3 eapuanmos omeema:
1) cipaBa Haj Ta0HIICIH;

2) cneBa HaJ TaOJIUIICH;

3) mo ueHTpy Hax TabIUIeH.

3aganue Ne 12

Bonpoc:

ITo cremneHu CIIOKHOCTH KAKUMHU OBIBAIOT TAOIHIIBI?
Buvibepume necxonvko uz 5 eapuanmos omeema:

1) xpaTkumu;

2) MOTHBIMH,

3) npocThIMU;

4) COXHBIMH,

5) BCeMU BBIIIIE TIEPEUHCICHHBIMHU.
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OTBeThI:
1) Bepnsiit oTBeT (1 6.): 2;
2) Bepubiii otBeT (1 6.): 3;
3) Bepuble otBeTHI (1 6.): 2; 3;
4) Bepusie otBeTHI (1 6.): 1; 2; 3;
5) Bepubiit otBeT (1 6.): 4;
6) BepubIit otBeT (1 6.): 3;
7) Bepubiit oTBeT (1 6.): 2;
8) BepusIii otBeT (1 6.): 1;
9) Bepuniit otBeT (1 6.): 1;
10) BepHsrii otBeT (1 6.): 1;
11) Bepusrit otBet (1 6.): 2;
12) Bepubie otBeTHI (1 6.): 3; 4;
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[MPMJIOXEHME 2

3aganue. 1) Odpopmure Tabdauny, npumenss cranaapr. 2) Ilo nannbivM rpag 1, 2, 3, 4
opopmuTte Auarpammy «Copaep:xanue (pJ1aBOHOUAHBIX IVIMKO3U/I0B B JIUCTHIX».

Ta6auma 00
HN3menenue conep:xkaHus GJaBOHOUIHBIX INIUKO3UA0B M ATTHKOHOB B JIMCTHAX U XJIOPOMJIACTAX
KOHTPOJILHBIX PACTEHUI JIIONNHA 32 BpeMsl NOCTAHOBKH ONBITOB¥

Bpewms UIncTtes P(JIOpOHHaCTLI
MPOBEACHIA \Fhyima hraBOHOMIHBIX COCIMHEHMI
aHaIN3a,
YT DnaBoHonsr  |[DmaBonsl  [M3odmaBonsr |Cymma |@naBononsl |[@maBonsl  |[M3odumaBons! Cymma

["roK03MABL, MI/T CYyXOTO BEIecTBa

1 17,45 11,10 0,31 28,86  @4,44 1,62 0,03 6,09
§ 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
IATJIMIKOHBI, MKI/T CyXOr'0 BEIIECTBa

1 5,42 15,50 11,49 32,41 2,40 2,75 CIIEIBI 5,15
§ 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 MPOBEIEHUS MPOMEKYTOUHOM aTTEeCTAMH

CnenuaabHocThb « Cekpemapb-MauuHuCmKay

JucnmmimHa « Texnuka MauuHonucuy
I'on o0yuenust mopou

Hoayromue 2

IMexaror A0NMOJHUTEIBLHOT0 00pa3oBaHus benskosa O.B.
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MaTepna.nbl AJIA IIPOBEACHUSA 3a4€Ta MO0 JTUCHUIIJINHE
«TexHuKa MAIIMHOITUCH

1.3aueT mpoBoUTCS B hOpME PAKTHISCKOTO 3aaHWSI.
2.MarepuaJbl K 3a4eTy JaHbl B IPUIIOKCHHUH 1.

3.Kpurepuu onieHuBaHUS:

Koa-Bo
OTMmeTKa JAOMYIIEHHBIX OIIUO0K
(HEe104€eTOB)
5 0-1(2)
4 2(3)-3(4)
3 4(5)-5(6)
2 bonee 5(6)

Ilenaror
JOTIOTHUTEIHHOTO 00pa30oBaHUs benskosa O.B.
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IMTPNJIOXEHHUE 1

3aganue 1. Opopmure TekeT KIepHbIM NUCLMOM. /lasee TekeT oThopMaATHPOBATH 110
NpaBHJIaM MAIIMHONUCH (MEK1yCTPOYHBIA HHTepBaJa — 1,5).

KAK HE CJIEAYET HOCTYHATD 3A CTOJIOM

He omaznpiBaiite, Oymyun mpuriameHHbIMUA Ha 00€/1, 3aBTPaK, y>KUH, Yail.

He caguTeck 3a cTOJI, MOKa HE CAAYT JaMbl WM MOKA XO35IMH, WJIA XO351MKa HE NPUTIIACIT
3aHATH MECTO.

He npemaraiite name, Korja COnpoBOXKIAETE €€ K CTOJTY, JEBYIO PyKy. MyX4nHa Bceraa
JIOJKEH IpesiaraTh Aame MpaByro pyKy.

He 3a0w1BaiiTe, uto mama, cuasimas psiioM ¢ Bamu, B 0COOEHHOCTH MO MPABYIO PYKY, UMEET
npaBo Ha Bamie BHuManue. Jlamy, cuasauiyto psaom ¢ Bamu, cienyeT 3aHUMaTh HE3aBUCUMO OT
TOTO, IPEICTABIICHBI BBl €1 min Her.

He 3HakombTECH IIOCHE TOTO, KAK TOCTH CEJIM 3a CTOJ.

He cuaute cimmkoM OIM3KO K CTOTY WU CIIMIIKOM JIaJIeKO OT HETO.

He 3acoBbiBaiiTe caneTky 3a BOPOTHUK U HE packiaapiBaiiTe ee Ha rpyau. Canderky
CIEAYEeT KJIACTh HAa KOJICHHU.

He crubaiitech Hag Tapenkoid. JlepKUTech 10 BO3MOKHOCTHU TPSIMO.

Ecnu xoTuTe noctathk 4T0-1100, HE TAHUTECH Yepe3 TapesKy APYroro.

3ananue 2. Ilewarr moa aukToBKY. /[lajiee TekcTr ordopMaTMpoBaTh N0 NPaBHJIAM
MAIIMHOMUCH (MeK1YyCTPOUYHbI HHTepBaa — 1,5).

KAK HE CJIEAYET NOCTYIHATbD 3A CTOJIOM

He 6epute xi1e6 Buiikoi, 6epure pykoit. He kycaiite ot 1emoro kycka xyeba. Xiaed HyKHO
nomathk. He HamasbIBaiiTe Maciiom 1enblii Kycok xjebda. Jlomaiite xi1e6 KycoukaMu 1 HaMa3bIBaiTe
ux. He xpomure x1e0 B cy.

bepute Ha BUJIKY CTOJIBKO, CKOJIBKO Ha HEe MOXKET MMOMECTUThCA 0e3 Tpyaa.

He empte cnumikom 6bicTpo. He HanmomHsiTe pOT OOMBIINM KOJTHMUECTBOM ITHIITH.

He paccrasnsiite noktu. JIokTH A0MKHBI OBITH MpUkaThl K O0kam. He craBbTe 1OKTH Ha
CTOJI.

He monaBaiiTe camu CBOIO TapeiKy ¢ IMpochk0oi o BTOpoit mopruu. [lycTs 310 cuenmaer
ourmant. Jlyurie He MPOCUTH MOPIIUH BOOOIIIE.

He npocure cocena nonath 4To-HUOY b, €CIIM TOOIU30CTH HAXOAUTCS OPUITUAHT.

He urpaiite canderkoi, BUIKOW U IPYTUMHU MPUHAUIEKHOCTSIMH CTOJIA.

He BeiTHpaiite numo canderkoit. CandeTkoi MOXKHO JUIIhL CJIETKA MPOBECTH IO TyOaMm.

He oTkuapiBaiiTech 1 HE pa3BaIuBalTECh HA CTYIIE.

He nmonb3yiitech 3a cT0JIOM 3yOOUMCTKOM, €ClIi B 3TOM HET HeoOxoaumocTu. B kpaiinem
cilydae, JeJlaiiTe 3TO HE3aMETHO.

byayun Xo3aMHOM WM XO3MWKOW, HUKOT/a HE 3aKaHYMBAWTEe CBOE OO0 TMEPBBHIM.
ITonoskauTe, KOraa 3aKOHYAT TOCTH. ITO OCOOEHHO Ba)KHO, KOT/Ia II0IaHo0 MmociaeaHee 0JIrom0.

He npocute BTOpy!o yamiky 4as uin kode, moka roCTH He MOTyYHIH MEPBYIO.

He nenaiite HUKakux 3aMe4aHUl OTHOCUTEIBHO M0AABAEMOro 01101, HE KpUTHUKYWUTE TO,
YTO MOJAETCS K CTOIY.

He xnamute yaiiHyro JOXKKYy B cTakaH wid Yamky. [lomemnraB yaii uinu xode, mojaoxure
JIOKKY Ha ONroALe.

He cknanpiBaiite cangerky mnocie Toro, kak noenu. Cangerky cieayeT HEOPEKHO
MOJIOKUTH Ha CTOJ.

He 3a0ynpTe mOgHATBCSA HM3-32 CTOJNA TOCIE TOTO, KaK BCTAIHM KeHIIMHBI. OcTaBaiTech
CTOSITh, TIOKA OHU HE BBIMAYT U3 KOMHATHI, U TOJILKO 3aT€M MOKETE CECTh CHOBA.
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MaTepI/IaJ]I)I JAJISL IIPOBECACHUSA HpOMC)KYTO‘IHOfI arrecranmumu

CneunanbHocTh « Cexpemapb-MauuHUCmKay

Jucummimna « Opeanu3ayuoHnas mexHuka u UH@GopmMayuoHHble MmexHoLI02Ul 8
0e10npouU3800Ccmee»

I'on o0OyueHus nepsuii

Hoayroame /

Ilexaror qomoTHUTENBHOIO 00pa3oBanus benskosa O.B.
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MarepuaJibl 1J151 NpPOBeeHUS 3a4eTa M0 JUCHUILIUHE
«Opranu3anMoHHasi TEXHUKA U1 HHPOPMALIMOHHbIE TEXHOJIOTUN B
1eJIONPOU3BOACTBE

1. 3ayet npoBoaUTCS B POpME IIEKTPOHHOTO TECTUPOBAHUS B KOHIE 1 moyroaus.
2. Marepuainsl K 3a4€Ty AaHbl B IPUIIOKEHUH 1.

3. Kpurepuu oneHuBaHus:

OTMETKA «5» - He MeHee 85% IMpaBUIIbHBIX OTBETOB;

oT™MeTKa «4» - He MmeHee 70% NpaBUIIbHBIX OTBETOB;

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

ITemaror
JIOTIOTHUTEIBHOTO 00pa30BaHUs bensikosa O.B.
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I[MPUJIOXEHME 1

JEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

OprrexHuka — 310:

Buvibepume ooun u3 3 eapuanmos omeema:

1) 30Ha TPYI0BOii IEATEIHPHOCTH COTPYAHHUKA, OCHAIIIEHHAS HEOOXOIUMBIMHU CPEICTBAMH JIISI
BBINOJIHEHHUS TOJKHOCTHBIX 00513aHHOCTEH;

2) TeXHUYECKUE CPEJCTBA, IPUMEHSIEMbIE I 00JEryeHUs YIIPaBIeHYECKOM e TeIbHOCTH U
aBTOMATU3ALUU JEIONPOU3BOCTBA;

3) COBOKYIHOCTh (haKTOPOB MPOU3BOICTBEHHOM CPEIbl, OKA3bIBAIOIIUX BIMSIHUC HA
paboTOCIIOCOOHOCTD U 310POBbE YEJIOBEKA B IIPOLIECCE ETO AEATEIBHOCTH.

3ananue Ne 2
Bonpoc:

B KakoM Beke yIOMHUHAIOTCS [IEPBbIe HCTOPHIECKHE TAHHBIE O MOMBITKE CO3/IaHUS TEXHUUECKUX
CPEJICTB JUI MEXAHU3AIMH ITpoliecca uchbMa’?

Buvibepume ooun uz 4 sapuanmos omeema:

1) XVII;

2) XVIII;

3) XIX;

4) XX.

3ananme Ne 3
Bonpoc:

OproHoMuka — 370...

Buvibepume ooun us 4 sapuanmos omeema:

1) TexHMYECKHUE CPENICTBA, IPUMEHIEMbIE JUIs 00JIeTYeHUs YIIPABICHUECKOM AeITeIbHOCTH U
aBTOMATHU3ALIUU JeJIONPOU3BOICTBA;

2) 30Ha TPYAOBOM JCATEIBHOCTH COTPYAHUKA, OCHAIICHHAS HEOOXOJMMBIMHU CPEACTBAMU IS
BBITNOJIHEHHUS JOJKHOCTHBIX 00513aHHOCTEH;

3) HaydHas JUCHUILIIMHA, U3y4darolas TPpyAOBBIC ITPOLCCChI C HCIIbIO CO3JaHUSA OIITUMAJIbHBIX
YCJIOBUH TPY/a;

4) COBOKYIHOCTh (PAaKTOPOB MPOU3BOACTBEHHOM CPE/Ibl, OKA3hIBAIOIIMX BIMSHHUC HA
paboTOCIOCOOHOCTD U 30POBBE YEJIOBEKA B IPOLIECCE €r0 JIEATEIIbHOCTH.

3ananmne Ne 4
Bonpoc:

PaGouee mecto — 370...

Bvibepume ooun uz 3 eapuanmos omeema:

1) 30Ha TPYIOBOI AESITEIBHOCTH COTPYAHUKA, OCHAIIICHHAS HEOOXOMMBIMHU CPEACTBAMU IS
BBITOJTHEHHUST JIOJKHOCTHBIX 00s13aHHOCTEH;

2) COBOKYITHOCTH (DAaKTOPOB, OCHAIIICHHBIX COBPEMEHHBIMU CPEJICTBAMU OPTTEXHUKH H
UCTIOJIB3YOIINE B TPOIIECCE TPYAa HOBEUIIIHE HHPOPMAIIMOHHBIC TEXHOJIOTHH;

3) COBOKYMHOCTH (DAKTOPOB MPOM3BOICTBEHHON CPE/Ibl, OKA3bIBAIOIIMX BIIMSHHUEC HA
paboTOCIIOCOOHOCTH M 3JI0POBBE UEIIOBEKA B MPOIIECCE €r0 ACATSITHHOCTH.
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3aganue Ne S
Bonpoc:

N3 xakux 30H COCTOHUT pabouee MeCcTo ceKkpeTapsi?
Buvibepume necxonvko uz 5 eapuanmos omeema:
1) BropocTeneHHas;

2) OCHOBHa;

3) BcioMorarebHasi;

4) 30Ha pYKOBOIUTEIS,

5) 30Ha 00CITYy)KMBaHUS TOCETUTEICH.

3aganue Ne 6
Bonpoc:

VYcnoBus Tpyna — 37o0. ..

Bvibepume ooun uz 4 eapuanmos omeema:

1) coBOKyMHOCTH (paKTOPOB MPOU3BOICTBEHHON CPEJIbl, OKA3bIBAIOIINX BIMSHUE HA
paboTOCIIOCOOHOCTH M 310POBbE UEJIOBEKA B MPOLIECCE €r0 IeATEIbHOCTH;

2) 30Ha TPYAOBOM JCSATEIBHOCTH COTPYAHUKA, OCHAIICHHAS HEOOXOJMMBIMHU CPEACTBAMU IS
BBINOJIHEHHUS IOJKHOCTHBIX 00513aHHOCTEH;

3) COBOKYIHOCTb (haKTOpPOB, OCHAILIEHHBIX COBPEMEHHBIMH CPEACTBAMH OPITEXHUKU U
UCIOJIb3YIOIKE B IIpoLiecce TpyAa HOBEHIINEe HHPOPMALIMOHHbIE TEXHOJIOTHH;

4) HayyHasi AUCLUUIUIMHA, U3Yy4arollas TPYJOBbIE IPOLECCHI C LIENbI0 CO3AaHUs ONTUMAIbHbBIX
YCIIOBUU TPyZa.

3ananme Ne 7
Bonpoc:

Kakue pakTopsl OTHOCATCS K YCIOBHUSM Tpyaa?
Bvibepume neckonvko uz 8 eapuanmoe omeema:
1) caHUTapHO-TUTUCHUYECKUE;

2) TEXHHYECKHE,

3) MCUXOJIOTUYECCKHUE;

4) acTeTUYECKHUE;

5) ncuxoduzndeckue;

6) colmanbHbIC;

7) ynpaBieHUYECKHE;

8) opraHuzalOHHEIE.

3apanme Ne 8
Bonpoc:

K cpenctBaM TrpakxupoBaHUs TOKYMEHTOB OTHOCSTCSI:
Bvibepume neckonvko uz 5 éapuanmog omeema:

1) mpuHTEPHI;

2) MUIIYIIUE MAIINHKH;

3) cpencTBa KOMUPOBAHUS;

4) KOMITBIOTEPHI,

5) cpeacTBa pa3MHOKECHHUS.

3amanme Ne 9
Bonpoc:

K cpencrBam xpaHeHHs JOKYMEHTOB OTHOCSITCSL:
Bowibepume neckonvko u3z 5 eapuanmos omeema:
1) KOMITBIOTEPBHI;

2) TarnKu,



111

3) KOHBEPTHI,
4) TUKTO(OHBI;
5) KOpoOKH.

3aganue Ne 10

Bonpoc:

CpencTBaMy KOTIMPOBAHUS JIOKYMEHTAIIMHU 11€JIECO00Pa3HO TMOJIb30BAThHCS MPH U3TOTOBJICHUH. . .
Buvibepume ooun uz 3 eapuanmos omeema:

1) 1-10 3K3eMIUISAPOB;

2) 10 25 3K3eMILTSIPOB;

3) 6oree 25 HK3eMILIAPOB.

3apanme Ne 11

Bonpoc:

TenedonHas CBs3b OBIBACT:

Buvibepume neckonvko uz 5 eapuanmos omeema:
1) nonuTnyeckas;

2) obmierocy1apcTBEHHAS,

3) BHYTpHUYyUYpEKICHUECKAs;

4) obmIeHapoIHas;

5) obmieeBpomneiickast.

3aganme Ne 12

Bonpoc:

Hucneruepckas tenedoHHast CBSI3b. ..

Buibepume ooun uz 3 eapuanmos omeema:

1) obecnieunBaeT Ci1yeOHYIO CBS3b PYKOBOJUTENEH CO CBOUMU MOJYUHEHHBIMH;

2) obecrieurBacT BHYTPEHHIOKO CBSI3b BCEX MOPA3ICICHIUN MPEANPUSATHS I YIPESKISHUS 0e3
oOpallleHus! K BHEIIHEH 0011erocy1apcTBeHHOHN Tene)OHHOM CeTH;

3) CIIy>KHT JUIS OTICPATUBHOTO PEIICHUS POU3BOJICTBEHHBIX BOTIPOCOB, BOSHUKAIOIINX MEXKTY
MoIpa3feNIeHUsIMU IPEIIPUITHS, HEOCPEACTBEHHO CBSI3aHHBIMH C XOJIOM ITPOU3BOJICTBEHHOTO
nporiecca.

3aganue Ne 13

Bonpoc:

K yctpoiicTBam BbIBOAa HH(OPMALIUK OTHOCSTCS:
Bvibepume neckonvko uz 5 éapuanmog omeema:
1) MOHUTODBI;

2) MBIIIIb;

3) xnaBuaTypa;

4) ckaHep;

5) IpUHTEPHI.

3aganue Ne 14

Bonpoc:

IIpunTep — 3710. ..

Bvibepume ooun uz 4 eapuanmos omeema:

1) ycTpoiicTBO 715l yIIpaBiIeHUsI KypCOPOM;

2) ycTpo#CTBO U1l BBIBOJIA HA OyMary TeKCTOB U rpadpuuecKux N300paKeHHI;

3) ycTpolcTBO 1715 BBIBOJA Ha OyMary deprexei;

4) yctpoiicTBo, mo3BoJisitoliee oOMeHuBaThest MHGopMmaruein mexay I1K uepes ananorossie
KaHaJbl.
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3aganue Ne 15

Bonpoc:

CrpyiiHbIe IPUHTEPHI OTHOCATCA K. ..
Bvibepume ooun uz 2 éapuanmos omeema:
1) 6ecKOHTaKTHOMY JEICTBHIO;

2) KOHTAaKTHOMY JICHCTBHIO.

3aganue Ne 16

Bonpoc:

CxkaHep — yCTpOMCTBO. ..

Buibepume ooun uz 3 eapuanmos omeema:

1) a5g BBOJIa B KOMITBIOTEP U300pakeHMIA;

2) 14 BBIBOJIA pe3yJibTaTa paboThl HA OyMaXKHBIN HOCHUTEIb;

3) Ans nepenaun JaHHBIX MEKIY KOMIBIOTEpaMH yepe3 TeaedOHHYIO CeTh WU APYTUe CPpeacTBa
CBSI3H.

3aganue Ne 17

Bonpoc:

IIepcoHaJIbHBIN KOMIIBIOTEP — ITO. ..

Buvibepume ooun us 4 sapuanmos omeema:

1) aekTpoHHBIN TPUOOP, MPEAHAZHAUYCHHBIN ISl aBTOMATH3AIIUU CO3/IaHUS, XPAHCHHSI,
00paboTKH U mepeaaun HHGOPMAIIIH;

2) anmapar, npeaHa3HAYCHHBIN 71 TOOYKBEHHOTO MeYaTaHus TEKCTa MPU MTOMOIIH pelbePHBIX
OyKB, IPUBOJUMBIX B ABM)KEHHE CUCTEMOMN PHIYaroB;

3) yCcTpOHCTBO BBIBOJIA PE3YJIbTAaTa HA OyMaKHBIM HOCUTEIh;

4) HeT MpaBUIILHOTO OTBETA.

3apanme Ne 18

Bonpoc:

[Ipoueccop...

Bvibepume ooun uz 3 éapuanmos omeema:

1) BBITIOJTHSET BCE BBIYMUCICHUS U 00pabOTKy HH(POPMAIIHH;

2) ympaBisieT BHYTPCHHUMH CBS3SIM M B3aUMOJICHCTBYET Yepe3 MPEephIBAHUE C IPYTHMH
BHEUIHUMH YCTPOICTBaMU;

3) nmpeaHa3HAYEH I IOCTOSTHHOTO XpaHEeHHsI UH()OPMAIIHH.

3aganue Ne 19

Bonpoc:

Knasuatypa — 370...

Buvibepume ooun us 4 sapuanmos omeema:

1) yerpoiictBo utst BBoAa nHpopmanuu B I1K;

2) yCTpOWCTBO ISl BBIBOJIa HA OyMary TEKCTOB M TpadyuuecKuX n300pakeHH;

3) ycTpOHCTBO 7151 YIIPaBJIEHUSI KYpPCOPOM;

4) ycTpOHCTBO, TT03BOJIsIOIIEe 0OMeHUBaThCs nHpopManuein mexay 11K yepe3 ananorossie
KaHaJbl.

3aganue Ne 20

Bonpoc:

[MTumrymas MammHa — 3T0. ..

Bwibepume ooun uz 3 éapuanmos omeema:

1) a7eKTpOHHBINH TPUOOP, MTPeAHA3HAUYEHHBIH JJIs1 aBTOMATHU3AlMH CO3JaHNUS, XPaHESHUS,
00paboTKH U nepeaadn nHpopMaiuy,

2) anmapar, npeIHa3HaYeHHBIN U1 TOOYKBEHHOTO NeYaTaHus TEKCTa IIPH MTOMOIIH peIbe(HBIX
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6yKB, MMPUBOAUMBIX B IBUKCHUC CHCTEMOM pbI4aroB;
3) HCT IIPAaBUJIIBHOI'O OTBCTA.

3apanue Ne 21

Bonpoc:

Kapertka — 3710...

Buibepume ooun uz 3 eapuanmos omeema:

1) MexaHu3M, OCYIIECTBISIOMINUNA PABHOMEPHOE ABMKEHUE JICHTHI;
2) MOABMIKHAS YaCTh MUIIYIIEH MaITUHBI,

3) xopIyc, B KOTOPBIii CMOHTHPOBAHBI OCHOBHBIE MEXaHU3MBI.

3aganue Ne 22

Bonpoc:

BepxHuil peructp CiryKuT 1. . .
Bvibepume ooun uz 3 eapuanmoe omeema:
1) HanucaHus CIOB KypCHUBOM;

2) HanMCaHUsI CJIOB C BBIACIICHUEM;

3) HanmucaHus NPONMHUCHBIX OYKB.

3amanue Ne 23
Bonpoc:
- “- 1
AT 4 Y o
JlaHHas KOMOWHAIMS KJIABHIII *+ ¥ Ha NUIIYyIIEeW MalluHe UCTIONb3YeTCs JUIA. . .

Bwibepume ooun uz 4 eapuanmos omeema:
1) ycTaHOBKM KapeTKH IO LEHTPY;

2) BpeMeHHBIH cOpoc moiei;

3) yCTaHOBKU MHTEPBAJIOB;

4) 3anpaBku Oymaru.

3aganue Ne 24
Bonpoc:

JlanHast KoOMOMHAIS KIaBHILI Alt + ('E}" Ha MUY MallliHE UCTIOTIb3YeTC s JUIS. ..
Bvibepume ooun uz 4 eapuanmos omeema:

1) cOpoca 3aKperIeHHBIX TOJICH;

2) yCTaHOBKH HHTEPBAJIOB;

3) yCTaHOBKHU TaOyJISAIINH;

4) 3aKkperuieHus MOJICH.

3aganue Ne 25

Bonpoc:

Pabounii cron — 370...

Buibepume ooun uz 3 sapuanmos omeema:

1) COBOKYIHOCTB MPOrpaMM 00pabOTKH AAHHBIX U JOKYMEHTOB, HEOOXOAUMBIX JIJISI UX
SKCIUTyaTallH;

2) Ha HeM PacroJaralTcs 00BEKTHI U yrpasiistoiue neMeHTsl Windows;

3) oowvexT Windows, npeHa3HaueHHbIH 11 aBTOMaTH3alUH CO3IaHKs, XpaHSHHUs, 00PaOOTKH 1
nepeaayn uHHOpMaIHH.

3apanue Ne 26

Bonpoc:

3Ha4oK — 3TO...

Buibepume ooun uz 3 sapuanmos omeema:
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1) HarnsgHOE NpecTaBlIeHUE 00BEKTa;
2) KOHTe#Hep, B KOTOPOM MOTYT COAepKaThest Apyrue oobextsl Windows;
3) pa3HOBHUIHOCTb 3HAUKA, KOTOPBIA HE MPECTABIIAET OOBEKT, a TOJILKO HA HETO YKa3bIBAET.

3apanme Ne 27

Bonpoc:

Apinbik — 370. ..

Buvibepume ooun u3 3 sapuanmos omeema:

1) HarnsgHOE IpecTaBiIeHne 00BEKTa;

2) KOHTEHHEp, B KOTOPOM MOTYT COfIepKaThes apyrue oobektbl Windows;

3) pa3HOBUIHOCTh 3HAaUKa, KOTOPBINA HE MPEACTABISIET O0OBEKT, @ TOJBKO HA HETO YKa3bIBaET.

3aganue Ne 28

Bonpoc:

OxHO — 3T0...

Bvibepume ooun uz 4 eapuanmos omeema:

1) npsimoyrosibHas 061acTh Ha Pabouem cTose, nmeronas 4YeTKUe rpaHullbl, B KOTOPOi
npeaocTaBieHa HH(OpMaIs;

2) CIIUCOK HEKOTOPBIX 00BEKTOB, U3 KOTOPBIX BaM HEOOXOIUMO clieiaTh BHIOOD;

3) KOHTEHHEp, B KOTOPOM MOTYT CoziepKatbes apyrue o0bektsr Windows;

4) HarnsgHOE Ipe/iCTaBIeHHE 00BEKTA.

3aganme Ne 29

Bonpoc:

Ecnm Haanucu Ha KHOTIKE «IIPUTYIICHBDY, TO. ..
Buvibepume ooun uz 2 sapuanmos omeema:

1) komaHa ceiyac BHITIOJHUMA;

2) KOMaH/1a celyac He BBIIIOJIHUMA.

3aganue Ne 30

Bonpoc:

[Toockl MPOKPYTKH CITYKAT JJIS. ..

Buvibepume ooun us 4 sapuanmos omeema:

1) nepemenieHus Mo JOKYMEHTY, KOTOpPbIE MOSIBIISIOTCS B TOM CJydae, €Clid JOKYMEHT He
yMeIllaeTcsi B OKHE;

2) oroOpaXkeHUs KOJIMYeCTBAa OOBEKTOB, HAXOASIIMXCS B MAIKE;

3) ynpasiieHusi 00bEKTaMH, MpeCTaBICHHBIME B Paboueii 001actu okHa,

4) OBICTPOro AOCTYIA K HAUOOJIee YaCTO UCIIOJIb3yeMbIM KOMaH [aM.

3amanue Ne 31
Bonpoc:

é JIaHHBIN 3Ha40K 0003HAUaeT. ..
Bvibepume ooun uz 4 eapuanmoe omeema:
1) cozmaHne HOBOTO IOKYMEHTA;
2) coxpaHEeHHE JOKYMEHTA;
3) xonupoBaHKE BbIIEICHHOTO (hparMeHTa Tekcra B Oydep ooOMeHa;
4) coxpaHEeHHE TOKYMEHTA.



115

3apanme Ne 32

Bonpoc:

+t=

+= 7 J[aHHBIN 3HAYOK 0003HAYAET. ..

Buibepume ooun uz 6 sapuanmos omeema:

1) ycTaHOBKY MEXyCTPOYHOTO UHTEPBAJIA;

2) u3MeHeHue Buja mpudTa;

3) yBenu4ueHue pazmepa mpudTa;

4) neyataHue TEKCTa B BEpXHEM MHJEKCE (CTEIEHb);
5) cMmelieHre TecToBOro ad3aiia BIpaBo K CIEAYIONEH MO3UIIUN TaOyIIsIIHH;
6) cozmaHue MapKUPOBAHHOTO CITUCKA.

OTBeThI:

1) Bepnsiii otBer (1 6.): 2;
2) Bepnsiii otet (1 6.): 2;
3) Bepwsiii oter (1 6.): 3;
4) Bepusiii otBeT (1 6.): 1;
5) Bepnbie otBetsI (1 0.): 2; 3; 5;
6) Bepnsriii otet (1 6.): 1;
7) Bepnnie otethl (1 0.): 1; 2; 3; 4; 5; 6;
8) Bepunie otBethl (1 6.): 1; 3; 5;
9) Bepnsie otBetsI (1 6.): 2; 3; 5
10) Bepnsrii oter (1 6.): 2;

11) Bepusie otBetsl (1 6.): 2; 3;
12) Bepnsrii oter (1 6.): 3;

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

15) Bepnsrii otser (1 6.): 1;

16) Bepnsrii oter (1 6.): 1;

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

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

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

20) Bepnsriit oter (1 6.): 2;

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

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

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

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

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

26) Bepusriii otBer (1 6.): 1;

27) Bepusriii otser (1 6.): 3;

28) Bepusriii oter (1 6.): 1;

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

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

31) Bepusiit otet (1 0.): 3;

32) Bepwsrii otet (1 6.): 1;

9 9

2 b
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MaTepI/IaJ]I)I JAJISL IIPOBECACHUSA HpOMC)KYTO‘IHOfI arrecranmumu

CneunanbHocTh « Cexpemapb-MauuHUCmKay

Jucummimna « Opeanu3ayuoHHas mexHuka u UH@GOPpMaAyuoHHble MexHON02UU 8
0e10npouU3800Ccmee»

I'on oOyuenus: nepsoiii
Hoayroaue 2

IMexaror nonosHUTEJIBbHOT0 00pa3oBanus bensixkosa O.B.
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MarepuaJibl 1J151 NpOBeeHUs 3a4€Ta M0 JUCHUILIHHE
«Opranu3anMoHHasi TEXHUKA U1 HHPOPMALIMOHHbIE TEXHOJIOTUN B
1eJIONPOU3BOACTBE

1.Teopernueckasi 4acTb TPOBOAMTCA B (OpME DIEKTPOHHOTO TECTHPOBAHUS TIO
MaTepHuajiaM U3y4eHHOr0 BO 2-M MOJyTOIUH.

2. [Ipaktuyeckas yacte — opopmienue ykasarens B MS Word u tabnuust B MS EXxcel,
BBITIOJIHEHUE PACYETOB B HEW M MMOCTPOCHUE IO €€ TaHHBIM IHarpaMMBbl.

3. Marepuaibl K 3a4€Ty AaHbI B IPHIOKECHHUAX | 1 2.

4. Kpurepuu oLleHUBaHMSL:

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

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

oT™MeTKa «3» - He MmeHee 50% MpaBUIbHBIX OTBETOB;

Ilemaror
JIOTIOJTHATEILHOTO 00pa30BaHM bensakosa O.B.
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JEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

UYro Takoe 3EeKTPOHHbIE TaOIUIIbI?

Bvibepume ooun uz 4 eapuanmos omeema:

1) aieMeHT CUCTEMHOTO OJI0Ka;

2) mporpaMma J1j1st 00paboTKH TaOIUYHBIX 1aHHBIX;
3) mporpamma i BBOIAa TaOJIHII;

4) >neMeHT BEepTUKAIbHOIN pa3BepTKU B MOHUTODE.

3ananue Ne 2
Bonpoc:

B snextponHO# Tabnuie ctondubl 0603Haya0TCA?
Bvibepume ooun uz 4 eapuanmoe omeema:

1) npou3BOIBHO;

2) 6ykBamu;

3) wadpamm;

4) mudpamu u OyKBamu.

3apanme Ne 3
Bonpoc:

B snextponHO# TabuIe CTpOKH 0003HAYAIOTCS?
Bvibepume ooun uz 4 eapuanmos omeema:

1) mpou3BOJIBLHO;

2) 6ykBamu;

3) uudpamu;

4) mudpamu 1 OykBamu.

3aganue Ne 4
Bonpoc:

JlnanazoH B 3JIEKTpOHHON Tabnuue - 370...7
Bvibepume ooun uz 4 eapuanmoe omeema:

1) COBOKYITHOCTB KJIETOK, 00pa3ylomux IpsMOYTroJIbHYI0 00JIacTb;

2) MHOXKECTBO JIOITYCTUMBIX 3HAUCHHI;
3) Bce SiUCHKHU OJTHOTO CTOJIONA;
4) BCe SIMEWKU OJTHOW CTPOKH.

3apanme Ne 5
Bonpoc:

C yero HaumHaETCs BBOJ (hOPMYJIBI?
Buibepume ooun uz 4 sapuanmos omeema:
HC*

2)C=

3)C-

4)C+

3aganmne Ne 6
Bonpoc:

Yro SBNIETCA OCHOBHBIM 3JIEMEHTOM SHCKTpOHHOﬁ T216.]'II/II_IBI‘.7

I[MPUJIOXEHME 1
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Bwibepume ooun uz 4 eapuanmos omeema:
1) cTpoka;

2) cronberr;

3) suelika,

4) Tabnuua.

3aganue Ne 7
Bonpoc:

Kaxk naspiBaercs (ait, ¢ koropsim paboraer Ms Excel?
Bvibepume ooun uz 4 eapuanmos omeema:

1) noKyMeHT;

2) KHUTA,

3) neyatHas myOIMKaIMs;

4) npe3eHTanus.

3ananue Ne 8
Bonpoc:

Kakoe pacmupenue daiinoB ¢popmupyercs npu padore B Ms Excel?
Bwibepume ooun uz 5 éapuanmos omeema:

1) .doc

2) .com

3) .exe

4) .bat

5) .xls

3ananue Ne 9
Bonpoc:

Spabraky pabovuX JMCTOB B AIEKTPOHHON TaOIuIe HAXOAATC?
Buwibepume ooun uz 4 eapuanmos omeema:

1) B BepxHel 4acTH IKpaHa;

2) ¢ mpaBO¥ CTOPOHBI IKPAHA;

3) c J1eBO#i CTOPOHBI 3KpaHa;

4) BHU3Y dKpaHa.

3apanme Ne 10

Bonpoc:

Jlnist uero craButcs B popmyiie 3HaK $?

Bvibepume ooun uz 4 eapuanmos omeema:

1) YUtoOsI azipec SSYEHKH KOMMUPOBAJICS C IPYTOTO JIKCTA.
2) YtoObl 3HaUEHHUE TYCHKH OOHYIISIOCH.

3) UtoOmI agpec sIMEeMKH 0CTaBaJICsI HECU3MEHHBIM.

4) YtoObl 00BbETUHUTH 3HAUEHUS JIBYX STUEEK.

3apanme Ne 11

Bonpoc:

CnapkiaiHsbl - 3TO...

Bvibepume ooun uz 3 éapuanmos omeema:

1) rpadmyeckoe n300pakeHNEe, MOKA3hIBAIOIEE COOTHONICHUE KAKUX-HUOY/Ib BETHYNH;

2) HeOOIBIIIOTO pa3Mepa AUArpaMMbl, KOTOPBIE TIOMEIIAIOTCS B OJHY SYCHKY;

3) naHHbIe, pacroJIOKEHHbIE B CTONOIAX WM CTPOKAaX JIMCTA, MPEeICTaBIeHHbIE B BUE rpaduKa.




1) Bepunsiii otBer (1 6.): 2;
2) Bepnwiii oter (1 6.): 2;
3) Bepusiii otBert (1 6.): 3;
4) Bepnwiii otBer (1 6.): 1;
5) Bepnsiii otBert (1 6.): 2;
6) Bepnsiii otBer (1 6.): 3;
7) Bepnsiii otBet (1 6.): 2;
8) Bepuniii otser (1 6.): 5;
9) Bepnsiii otBert (1 6.): 4;
10) Bepusrii otser (1 6.): 3;
11) Bepnsrii oter (1 6.): 2;

5
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OTBeTLI:
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[Ipunoxxenue 2

3apanmne. Odopmure u orpopmatupyiite Tadbauny B MS Excel, npousBeaure pacuersl, opopmute KPpyropyio nuarpammy «3apadoTHasi mjiara
padoTHUKOB, py0.»

PacuyeT 3apaboTHOM NnaTtbl paGOTHMKOB OlOAKeTHOM cepbl

MPOT = 13 890 py6. B mecsiy

Hauucnexus Hanoru
= < =
T D R )
N 0] n.0o % % § é % 3 K
[o]
B amnina v1.©. s = 3 CraBka Hetckoe BpeaHoctb | Hap6askn | £ — 3 3 g BblAate
o o o S noco6ue ST S 2
S 8 @ © S gs oo 88
o < i~ N I g8¢C C & cC 2
1. MeaHoB N.A. 12 4,6 1 15
2. MeaHoBa M.U. 13 5,2 2 25
3. Metpos IN.11. 11 4,9 1 50
4. | Netpoea O.M. 14 5,6 1 50
5. | Tpocpumos T.T. 13 5,2 2 30
6. Axoenesa T.A. 8 3,5 2 125
B kacce B AeHb 3apnnaTbl JOIDKHO ObITh:
Dopmynwi:

CraBka=MPOT*koadpmumeHT

[eTtckoe nocobune=0,7*MPOT*konn4ecTBo aeTen
BpegHoctb=0,6*MPOT
Hap6aBkn=%Hanbasok*CTaBky

Hanor Ha goxoabl unanyeckmx nuu=13%*Haumncnenns
MeHcnoHHbIN hoHa=1%*Hauncnenuns

MpodbcotosHbin B3HOC=1%*HauncneHns

K Bblgaue=Hauncnenus-Hanorn+2000 (lN'ybepHaTopckas Hagbaska)

3ananue. Opopmure ykazareab «bydert Ha 2-om 3Taxke» B MS Word.
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MartepuaJbl 11l HPOBEACHU IPOMEKYTOYHOM aTTECTAIMH

CnenuaabHocTb « Cekpemapb-MauuHuUCmKa»

Jucuuminna « Opeanu3ayuoHHAs MeXHUKA U UHGOPMAyUOHHble MEeXHOL02UU 8
0e1onpouU3800Ccmae»

I'on oOyuenus: emopou
Hoayroame /

Ilexaror nomotHUTEIBHOTO 00pa3oBanms beraxosa O.B.
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MarepuaJibl 1J151 NpPOBeeHUS 3a4eTa M0 JUCHUILIUHE
«Opranu3anMoHHasi TEXHUKA U1 HHPOPMALIMOHHbIE TEXHOJIOTUN B
1eJIONPOU3BOACTBE

1. Teopermyeckas dYacTh NPOBOAUTCA B (OpME DIIEKTPOHHOTO TECTHUPOBAHMS IO
MarepuasaM U3y4eHHOTro 1 moJryroaus.

2. llpakTuueckas 4acTh — CO3/IaHUE MIA0JIOHA U HA €T0 OCHOBE O(hOpMIIEHUE TOKYMEHTA.

3. Marepuaisl K 3a4eTy 1aHbl B IPUIOKEHUH 1 1 2.

4. Kputepuu olleHUBAHUS:

OTMETKA «5» - HEe MeHee 85% NpaBUIIbHBIX OTBETOB;

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

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

Ilenaror
JIOTIOJTHATEILHOTO 00pa30BaHMs bemxgkosa O.B.
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I[MPUJIOXEHME 1

JEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

Ha ocHoBe uero MokHO co3/1aBatTh M1a0JI0HBI?

Bvibepume neckonvko uz 4 éapuanmos omeema:

1) Ha OCHOBE YK€ UMEIOIIMNXCS TA0JIOHOB;

2) Ha OCHOBE JIOKYMEHTOB;

3) HaOpath OJaHK TOKYMEHTA U COXPAHUTh €ro Kak 11abJioH;
4) c momoI11bI0 MacTepa madIoOHOB.

3ananue Ne 2
Bonpoc:

C momoIIpIo Kakoi maHeIu HHCTPYMEHTOB MBI CO371aeM MEePEMEHHYI0 HH(OpMaIIKIo B mabdione?
Buibepume ooun uz 3 sapuanmos omeema:

1) PucoBanus.

2) ®opMBlI.

3) TaGauIp! U rpaHUIIBL.

3ananue Ne 3
Bonpoc:

[Ton kKakuM HOMEPOM 3HAYOK OTHOCUTCS K MAHEIH HHCTPYMEHTOB DPopMBbI?
H3zobpascenue:

B el B & (¥

1 2 3 4 5
Bbl6epume HeCKONMbKO U3 5 eapuarnmoe omeema.
1)1
2) 2
3)3
4) 4
5) 5

3ananue Ne 4
Bonpoc:

C moMoIIbI0 KaKoH TaHeId HHCTPYMEHTOB MOKHO CO371aTh SMOJIEeMy OpTaHU3aluy B mabdione?
Buvibepume ooun uz 4 sapuanmos omeema:

1) ®opmsl.

2) TabnuIbl U TPaAHUIIBL.

3) Pamkn.

4) PucoBanus.

3apanmue Ne 5
Bonpoc:

B kakyto manky momemarorcs mabdIoHbI, COXpaHEHHBIE 10 YMOITYaHHIO?
Bvibepume ooun uz 4 eapuanmos omeema:

1) Mou 1OKyMEHTHI.

2) [l1aGnoHBLI.

3) Moii komnbIOTED.

4) Kop3uHa.



125

3aganue Ne 6
Bonpoc:

Microsoft Word coaepsxut 00s1bI110i1 HAOOp pazHO0Opa3HbIX 11a0I0HOB. UTO HEOOXOIUMO

YUYHUTBHIBATH MPH UCTIOJIH30BAHUH JaHHBIX I1A0JOHOB?

Bvibepume ooun uz 3 eapuanmos omeema:

1) HAYEro He CIeIyeT YUUTHIBAT;

2) UCIOJIb30BaHUE 3TUX 111a0JIOHOB IPUMEHUMO K POCCUHCKHUM CTaHAapTaMm;

3) pacrmojoXeHHe PEKBU3UTOB B O3THUX IMA0JIOHAX MJaHO 0e3 ydeTa pPOCCHHCKHX IPaBHII
odopMIIEHHUS TOKYMEHTOB.

3aganue Ne 7
Bonpoc:

ApxuBaTopoM (yHnaKkoBUIMKOM) Ha3bIBAETCS

Bvibepume ooun uz 3 eapuanmos omeema:

1) osnexkTpoHHBIH NpUOOp, NpPEeAHA3HAUYECHHBIM JUII aBTOMAaTU3allMK CO3/JAaHUS, XpaHEHUS,
00paboTKHU U nepesayu HHPOpMaLuy;

2) mporpaMma, IMo3BOJISIOLIas 3a CUET IPUMEHEHHS CTIeUaIbHbIX METO/I0B CKAaTHs MH(OpMaLUU
co3/1aBaTh KOMUHU (haiiJIOB MEHBILIET0 pa3Mepa, a TAkKe 00bEAUHATH KOITMU HECKOJIBKUX (ailyioB
B OJIMH apXWMBHBIN (haiiy, U3 KOTOPOro MOKHO MpPU HEOOXOIMMOCTHU M3BJI€Ub (Dailyipl B UX
IIEPBOHAYAJILHOM BHJIE;

3) mporpamma ympaBieHusi HH(OpMalUel, KoTopas momoraeT padboTaTth C COOOIICHHUSIMHU,
HOPUXOASIIUMHU O 3JEKTPOHHOW MOYTE, KOHTAKTHBIMU JIMLIAMH, Ha3HA4YaTh BCTPEUH, CTAaBUTh
3aJa4d, OTCIEKUBATh JEATEIbHOCTh CBOK M COTPYAHUKOB, NPOCMAaTpUBaTh COBMECTHBIE
JIOKYMEHT.

3ananue Ne 8
Bonpoc:

Kakue npakrtuyeckue NpuMeHEHUs] UMEET apXuBaLus?
Bvibepume neckonvko uz 3 éapuanmoe omeema:

1) pezepBHOE KONIMPOBAHUE Il XpPaHEHUSI HH(POPMAIUH,
2) 3anmuch Ha BUHYECTEP OOJbIIero o0bemMa nHpopMaIuy,
3) nepecbuika HHPOPMALIUU B KOMMYHHUKAIIMOHHBIX CETSX.

3ananue Ne 9
Bonpoc:

Kakue nporpamMmsl HCIIOIB3YIOTCS IIPU apXyUBaLuu?
Bvibepume neckonvko uz 5 eapuanmoe omeema:

1) Gimp,

2) WinRar,

3) MS PowerPoint,

4) WinZip,

5) GCompris.

OtBeTnbI:
1) Bepnsie otBetsl (1 6.): 1; 2; 3; 4;
2) Bepusiii otet (1 6.): 2;
3) Bepnsie otBetshI (1 6.): 2; 3;
4) Bepnsiii oteT (1 6.): 4;
5) Bepnsiii otBer (1 6.): 2;
6) Bepnsriii otBeT (1 6.): 3;
7) Bepnsiii otBer (1 6.): 2;
8) Bepnrie otBetsl (1 0.
9) Bepnsie otBeTsI (1 0.

52535

) 1;2
): 254,
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[MPMJIOXEHME 2

3ananme. Co3naiite u opopmure:
1. OmOnemy OsaHKa IPEITPUSITHSL.
2. l1abnoH yka3aHus (IpoJ0JIbHOE PACIIOIOKEHUE PEKBU3UTOB B 3ar0J0BOYHON 4aCTH
JIOKYMEHTA)
3. Ha ocHoBe ma010Ha 0opMHUTE JOKYMEHT.

000 «JIYY» YKA3ZAHUE 22.12.2011 Ne 223 MockBa O HazHaueHHU KoMuccuu Bo ncnonnenue
IpHKa3a JUPEKTOpa 0OIEeCTBA C OTPAHUYEHHONW OTBETCTBEHHOCTHIO OT 18 nexabpst 2011 r. Ne 78
0 Ha3HA4YE€HUU KOMHUCCUU U IPOBEACHUH UHBEHTapu3auuu MarepuainbHbix cpeacts ObA3bIBALO:
1. Ha3HaueHHOMY COCTaBy KOMHUCCHM 3aKOHUUThH MPOBEIECHNE MHBEHTAPU3ALUU MaTepUaIbHBIX
cpeactB 10 27 suBaps 2012 r. 2. CoOmonaTh CIEAYIOUIMNA €KEIHEBHBIM pactnopsiioKk paboThl
komuccun: Hadaso — 8.00; okonuanue — 17.00; mepepsiB — 13.00-14.00; BerxoaHbIe JHE — cy00O0TA,
Bockpecenbe. 3. Ilpencenartento KOMHCCHM NPEACTaBUTh 10 OKOHYAHUU PabOThl  aKT
MHBEHTapu3aluu Juist yrepxxaeHus. @unancosbiii aupexrop A.H.Caxapos
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MaTepI/IaJ]I)I JAJIS IIPOBECACHUSA HpOMC?KYTO‘IHOfI arrecranmumn

CneunanbHocTh « Cexpemapb-MauuHUCmKay

Jucummimna « Opeanu3ayuoHnas mexHuka u UH@GopmMayuoHHble MmexHoLI02Ul 8
0e10npouU3800Ccmee»

I'on oOyuenus: emopou
Hoayroaue 2

Ilexaror nonosHUTEJIBbHOT0 00pa3oBanus beusixkosa O.B.
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MarepuaJibl 1J151 NpOBeeHUs 3a4€Ta M0 JUCHUILIHHE
«Opranu3anMoHHasi TEXHUKA U1 HHPOPMALIMOHHbIE TEXHOJIOTUN B
1eJIONPOU3BOACTBE

1. Teopernyeckasi 4acTb MPOBOAUTCS B OPME JIEKTPOHHOTO TECTUPOBAHUS 10
MarepuagamM U3y4eHHOTO 2 TOJIYT OIS

2. [TpakTrueckast 4acTh — 0)OPMIICHHE TIPE3CHTALINH.

3. Marepuaisl K 3a4eTy AaHbl B IPUIIOKEeHUU 1 U 2.

4. Kputepuu olleHUBaHUS:

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

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

oT™MeTKa «3» - He MmeHee 50% NpaBUIIbHBIX OTBETOB;

Ilenaror
JIOTIOJTHATEITLHOTO 00pa30BaHMs bemxgkosa O.B.
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I[MPUJIOXEHME 1

JEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

[Ipe3zentanus — 310 ...

Bvibepume ooun uz 4 eapuanmos omeema:

1) noka3, npeacTaBlIeHNE Yero-1100 HOBOT'O, BBIIOIHIEMbIE TOKIAIYMKOM C UCIIOJIb30BAHUEM
BCEX BO3MOKHBIX TEXHUYECKUX U IIPOIPAMMHBIX CPEJICTB;

2) npeAocTaBIeHUE OJapKa, OATOTOBIEHHOIO 3apAHEE;

3) neMOHCTpalus CBOMX 3HAHUH Mepe] JII0bMH, KOTOpPbIE 33Jal0T BaM BOIIPOCHI;

4) nporpaMMma, npeHa3HaYeHHas /Ul MOATOTOBKH MIPE3EHTAINI U ci1ai1-(huiIbMOB.

3aganue Ne 2
Bonpoc:

[Iporpamma 17151 co31aHuMs IPE3EHTALUMN
Buvibepume ooun uz 5 eapuanmos omeema:
1) Microsoft Word;

2) Microsoft Office;

3) Microsoft PowerPoint;

4) Paint;

5) Microsoft Excel.

3apanme Ne 3
Bonpoc:

VYKaxuTe CyIIECTBYIONUE PEKUMBI PAOOTHI C IPE3CHTAINCH:
Bvibepume neckonvko uz 4 éapuanmog omeema:

1) OOBIYHBIN PEXKHM;

2) ABapuiiHBIN peXUM;

3) Pexxum copTrpoBIIUKa,

4) PexxuM pocMOTpa TEKYILEro ciaiia.

3aganue Ne 4
Bonpoc:

Kak Ha3bIBaeTcs 0J1HA CTpaHUIA PE3EHTALUNU?
Bvibepume ooun uz 3 eapuanmoe omeema:

1) Caiir;

2) Cnaiin,

3) Crpanuna.

3ananme Ne 5
Bonpoc:

3amnycK IeMOHCTpaIMU CJIaiiJI0B

Buvibepume necxonvko uz 4 eapuanmos omeema:
1) F6;

2) F5;

3) [Toka3 ciaiizos;

4) I1oka3 mpe3eHTalHH.
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3aganue Ne 6
Bonpoc:

Kak BbIHTH U3 pekuMa IpocMOTpa NMPe3eHTaLH?
Bvibepume ooun uz 4 eapuanmoe omeema:

1) ESC;

2) DELETE;

3) F10;

4) F5.

3ananme Ne 7
Bonpoc:

VYKaxuTe NOpsioK AEUCTBUN IIPU COXPAaHEHUU ITPE3EHTALIMM B CBOEH IallKe.
Ykaorcume nopsoox cneoosanus écex 4 eapuanmos omseema:

_ Haxatps Coxpanuts Kak;

__ Haxars ®aiir;

___ BriOpatb MecTo, UMS M TUII COXPAHAEMOM MTPe3eHTaLNH;

__ Haxatp CoxpaHutsb.

3aganue Ne 8
Bonpoc:

Jliis coxpanenus npe3eHTaruu B pexume [Tokas ciaitmos Microsoft PowerPoint Heo6xoaumo
BbIOpaTh THII Qailna...

Bvibepume ooun uz 4 éapuanmos omeema:

1) npe3enTanus;

2) TIeMOHCTpAIIHS;

3) wabaoH npe3eHTaIHH;

4) Beb-cTpaHHIIA.

3apanmne Ne 9
Bonpoc:

Bbpayzep — a10...

Bvibepume ooun uz 4 eapuanmos omeema:

1) mporpamma ynpasieHust HHGOpMaIiei, KoTopasi moMoraet paboTaTh ¢ COOOIICHUSIMU,

MPHUXOAIIUMHU 110 JIEKTPOHHOH MOYTE, KOHTAKTHBIMU JIMIIAMH, HA3HAYaTh BCTPEYH U T.IL.;
2) mporpaMmma MpocMoTpa web-caiiTOB M OCYIIIECTBIICHHSI Ty TEIIECTBUMN 10 CETH;

3) cucrema ynpaBieHusi 0a3aMu TaHHBIX;

4) OCHOBHOE CPEJICTBO, UCIIOJIb3yeMOoe JUIsl 00paboTKH 1 aHanu3a U poBor HHGOpMAITUN
CpeICTBaMH BBIYUCIUTEIHHON TEXHUKH.

3apanue Ne 10

Bonpoc:

['mobasibHast KOMIBIOTEPHAS CETh — ATO. ..

Buvibepume ooun us 3 sapuanmos omeema:

1) undopmanmonHas cetb, 00bEIMHAIONIAS MHOKECTBO CETeH, /111 CBOOOIHOM nepeaaun
nH(pOpMaInH JIF0OOMY TOJIE30BATEIIO CETH;

2) oObeTMHEHHE IBYX M O0JIee CeTeil MEeX Iy CO00i;

3) coenuHeHne 2-X U 60sIee KOMITBIOTEPOB APYT C APYTrOM Ha HEOOJIBIIOM PACCTOSHUH (OOBIYHO
BHYTPH OJTHOTO YUPEXKACHHUS) C IOMOIIBIO Kabemeil.

3aganne No 11
Bonpoc:
Internet — oro...
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Bvibepume ooun uz 3 eapuanmos omeema:

1) oObennHeHue ABYX U OoJiee ceTel Mexay coO0;

2) coeauHeHUE 2-X U 00Jee KOMITBIOTEPOB JPYT C JPYrOM Ha HEOOJBIIIOM PACCTOSTHUU C
MOMOIIIbIO Kabenei;

3) ro6anbpHas HGOPMAITMOHHAS CETh, 00BEAMHSIIONIAS MHOKECTBO CETEH, JJIsl CBOOOTHOM
nepenay uHGOpMaIuK JTF0O0MY MOTH30BATEIIO CETH.

3amanue Ne 12
Bonpoc:
JlanHas cxema otoOpaxkaer

CEpEEp
HCTOMHME 0 PaBoyes HecTo

BecnepesodHora — MEHE L KERE
MHTaHHA O

Paboqes MECTO
MazepHeId NPHHTED I:l FNABHOrD By EPanTepa
= =
=7

Tenedaks

Pabodes MECTO
P KO0 [HTENA

Pabodes MECTO
EyMranTepa. KaccHpa

Pafioyes MecTo
MEHE*Ep

Bvibepume ooun uz 2 éapuanmos omeema:
1) TOKaNBHYIO CETh;
2) ro6anbHYIO CETh.

3aganue Ne 13

Bonpoc:

OnekrponHas mouta (E-mail) — sro...

Bvibepume ooun uz 3 eapuanmoe omeema:

1) aneKTpoHHBIH TpubOp, MpeTHA3HAUYCHHBIHN [T aBTOMATH3AIMH CO3/IaHUs, XPAaHEHHUS,
00paboTku U nepenaun nHbOpMaIuu;

2) mporpaMMa, 1o3BOJISOLIAs 32 CUET MPUMEHEHUS CIICIUAIBHBIX METOJIOB CXKATHUs
nH(popMaIuu co3aaBaTh Komuu (PailyioB MEHBIIIETO pa3Mepa, a TAKKe 00bEIUHATh KOTTHH
HECKOJIbKUX (DailyIoB B OAMH apXHUBHBIH (haiii1, 13 KOTOPOro MOKHO MPH HEOOXOIUMOCTH U3BIICYb
(ailspl B X NEpPBOHAYAILHOM BUJIE;

3) cinyx0a, obecrieunBaromas nepeaavy 1o ceTd COOOIIEHUH U BIOKEHHBIX (DaiijIoB.

3aganue Ne 14

Bonpoc:

C noMouIb1o 3JIEKTPOHHOM MOYTHI MOXKHO:

Bvibepume neckonvko uz 4 eapuanmog omeema:

1) BecTH 4acTHYIO NEPENHCKY;

2) pacchliaTh KOMMU CBOETO MHChMa APYIHM I0JIb30BaTENM;

3) mIpOBOAMTH CETEBbIE JUCKYCCHH, TENEKOH(PEPEHIINN B OTCPOUEHHOM PEKHUME;
4) pacchliaTh HOBOCTH IO CHELMAIM3UPOBAHHBIM I'PYIIIIaM M10JIb30BaTeNeH.

OtBeTbI:
1) Bepusiii otBer (1 6.): 1;
2) Bepnsiii otet (1 6.): 3;
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3) Bepnbie otBetsI (1 0.): 1; 3; 4;
4) Bepubiii otBert (1 6.): 2;
5) Bepnsie otBetsI (1 0.): 2; 3;
6) Bepnsiii otBet (1 6.): 1;
7) Bepnbie otBetsl (1 0.):
2;
1;
3
4,
8) Bepusiii oter (1 6.): 2;
9) Bepnsiii otBer (1 6.): 2;
10) Bepnsrii oter (1 6.): 2;
11) Bepusrii otser (1 6.): 3;
12) Bepnsrii oter (1 6.): 1;
13) Bepusrii otser (1 6.): 3;
14) Bepusbie otBetsl (1 6.): 1; 2; 3; 4.
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[MPMJIOXEHME 2

3apnanme. Odgopmure npesenrannw. Hegocrawomuii Matepuaj (KapTHHKH) HalauTe B
HHTEpHeTe.

MHCTPYKIIMA I10 TIOXKAPHOU BE3OITACHOCTU

Iepseuunvie cpeocmea noxcapomyuienus (KAQpTUHKA HANTH B UHTEPHETE)

ITEPBBIYHBIE CPEJACTBA ITOXAPOTYIIEHW S — npenna3zHadeHsl U1 TYLIEHHS [105KapOB
B HAYaJIbHOM CTaJMM U BKIIIOYAIOT: NIOKapHbIE BOJIOIPOBO/IbI, OTHETYILIUTENIN PYyUYHbIE, CyXOU
IIECOK, acOECTOBBIE OJIesIa, KOUIMBI U JIp.

MHCTPYMEHT ITOXXAPHBI PYUHOM HeMeXaHU3UPOBAHHbIH — HHCTPYMEHT 063 KaKoro-
1100 MPUBOAA, KPOME MYCKYJIbHON CHJIbI YEJIOBEKA, IPEAHAa3HAYCHHBIN JJIs1 BBIITOJTHEHUS
pa3IMyYHBIX paboT MpH TYIIEHUHU NoXKapa (MoKapHble Oarpbl, TIOMbI, TOIOPHI, KPIOKH).

3naxu nosicapuoit 6ezonacnocmu (HaliTH B UHTEPHETE)

Hucmpykyus no 36aKyayuu u 0eiicmeuil nepcoHana KOMRAHUu npu 603HUKHOGEHUU NOMCapa
1. Ilpu oGHapyXeHUH 3aBIMIICHUS UJTH TT0XKapa:

- BKJIFOUUTh PYYHON M3BELIaTeNlb CUTHAJIA MOXKAPHOM CUTHAIM3AIIHUH,

- IOCTaBUTh B U3BECTHOCTh PYKOBOJICTBO U OXpaHy,

- COOOIINTH O BOSHUKHOBEHUH MOKapa B MOXKApHYIO OXpaHy 1o Tenedony 123

2. DBaKyalus JIIOJIeH:

- IPEKPaTUTh BCe pabOTHI B 31aHUU KOMITAHUH,

- OPraHu30BaTh 3BAKyallHIO JIIOJEH, UCII0JIb3Ys IBAKyal[MOHHBIE BBIXO/IbI COTJIACHO CXEME
JBaKyaluH.

3. OTKII0YEeHHE ANEKTPONUTAHUS HIEKTPOOOOPYT0BAHUS:

- 10 HEOOXOAUMOCTHU OTKIIFOUUTh SJIEKTPOIHEPTHUIO ISl TPEIOTBPAILEHHS Pa3BUTHS
noJkapa WU JUIst SJIEKTPOOEe30MacHOCTH MOKAPHBIX TOJPa3IeNIeHUH 1 JINI], YYaCTBYIOIINX
B TYIIEHUH I10XKapa.

4. TymeHue BO3HUKIIETO MOXapa:

- TOpsILUE TPeIMETHI, 000pyI0BaHUE U KOHCTPYKIMH 3/JaHUH TYIIUTh NEPBUYHBIMU
CpEICTBaMH MOXKapOTYLIEHHs! (OTHETYILIUTENHN, BOJIa) IPU OTKJIIOUEHHOM
AIEKTPOOOOPYIOBAHHH.

5. Berpeua nokapHbIX MOIpa3IeiICHHM.
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MaTepna.m,l JJIS TPOBECACHUA npOMemyTquOﬁ arTrecralamu

CnenuanbHocTh « Cexpemapb-MauuHUCmMKay

JucuMIuiaHa «/[oKymenmol, KOppecnoHOeHyusl U 0el0nPOU3BO0CHBO»

I'on oOyuenusi: nepewiii
Honayronue /

Ilexaror qonmo,tHMTEbHOTO 00pa3oBanus bersixosa O.B.
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MartepuaJjibl 1Jis POBeIeHHUS 3a4€eTa M0 TUCHUIIHHE
«/loxkyMeHTBI, KOppeCcTOHIeHMS U 1eJI0NPOU3BOICTBOY

1.3ager npoBoauTCS B hOpME FIEKTPOHHOTO TECTUPOBAHUS B KOHIIE | mMOITyrousi.
2.Marepuaibl K 3a4eTy JaHbl B IPUIOKECHHUH 1.

3.Kpurepuu onieHuBaHMs:

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

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

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

ITemaror
JOTIOTHUTENHHOTO 00pa3oBaHUs bensakosa O.B.
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I[MPUJIOXEHME 1

JEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

Jlemonpoun3BoACTBO — 3TO...

Buvibepume ooun u3 3 sapuanmos omeema:

1) ABWXKCHUC JOKYMCHTOB B OpraHu3alii € MOMCHTa HX CO3JaHUA WU IOJYYCHHUSA 10
3aBEPILECHUS UM OTIPABIICHHUS;

2) oTpaciib JAESTEIbHOCTH, OOecreyuBaronas JOKyMEHTUPOBAaHHE M OpraHu3aluio padoThl C
oHuIHMaTEHBIMU JOKYMEHTAMU;

3) opraHuzamus JIOKYMEHTOOOOpOTa, XpaHEHHUS MU HCIIOIH30BaHUS TOKYMEHTOB B TEKYIICH
JIEATEIbHOCTH YUPEXKICHUS, IPEATPUITHS.

3ananme Ne 2
Bonpoc:

Ot opranuzanum JeJ0NpOU3BO/ICTBA 3aBUCST:
Buvibepume necxonvko uz 4 eapuanmos omeema:
1) 3ppexTUBHOCTD ynpaBiIeHUS;

2) 5KOHOMUYHOCTB;

3) onepaTUBHOCTb;

4) KynbTypa Tpy/ia paOOTHUKOB YIIPaBJICHUSI.

3apanme Ne 3
Bonpoc:

JlokyMeHTHpOBaHHE — 3TO...

Bvibepume ooun uz 3 éapuanmos omeema:

1) opranuzanusi JOKYMEHTOOOOpOTa, XpaHEHHs] W HCIOJIb30BAaHUS JTOKYMEHTOB B TEKyIIEH
JEATEIbHOCTH YUPEKIACHUS, IPEAIPUATHA,

2) 3anuch nHGOPMALIMU Ha PA3IUYHBIX HOCUTENISX [0 YCTAHOBJIEHHBIM MTPaBUIIaM;

3) ABUXKCHUC JOKYMCHTOB B OpraHu3aiMuu € MOMCHTA HX CO3daHUA WK MHOJYYCHUSA OO
3aBEepUICHUSI UJIU OTIIPABJICHUS.

3ananmne Ne 4
Bonpoc:

Opranuzanust paboThl C TOKYMEHTaMH — 3TO. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) opranm3anus JOKyMEHTOOOOpOTa, XpaHCHHS W HWCIOJb30BAHUS JTOKYMEHTOB B TEKYIIEH
JEATEIIbHOCTU YUPEIKIACHUA, IPEAIIPUATHS;

2) oTpacib ACATENBHOCTH, OOEcIeurBaroias JOKYMEHTHPOBAHUE W OpPraHU3alHi0 pabOThl C
O(l)HL[HaJIBHBIMI/I JAOKYMCHTaMU;

3) ABWKEHHE IOKYMEHTOB B OpraHM3aldd C MOMEHTAa WX CO3JaHHs WM TIOJXYYCeHHUS 0
3aBEpPILCHHSI WJIH OTIIPABIICHHSL.

3apanme Ne 5
Bonpoc:

JlokyMeHTO000pOT — 3T0. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) opraHuzammsi JOKYMEHTOOOOpOTa, XpaHEHHs] W HCIOJIb30BAaHUS JTOKYMEHTOB B TEKyIIEH
JIeATEILHOCTH YUPEXKICHUS, TPEATPUSITHS;

2) oTpacip AESITETHbHOCTH, OOecleyuBaromas JTOKYMEHTHUPOBAHHE U OpraHu3aluio paboThl C
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O(l)I/IIII/IaJ'IBHI)IMI/I JOKYMCHTaMU;
3) ABUXKXCHUC JOKYMCHTOB B OpraHn3annu € MOMCHTAa HX CO3JaHUA WK IIOJYUYCHUS OO0
3aBCPUICHUA UJIU OTIIPABJICHUS.

3aganue Ne 6
Bonpoc:

JloKyMeHT — 3T0...

Buvibepume ooun uz 3 eapuanmos omeema:

1) 3adukcupoBaHHAs Ha MAaTEPUAIIBHOM HOCUTENE HH(OPMAIIUS C PeKBU3UTAMH, TIO3BOJISIFOIITUMHU
ee UACHTU(UIIMPOBATS;

2) cBeneHUs O JUIAX, MpeaMeTax, (pakrax, COOBITUSAX, SBICHUSAX U MPOIECCaX HE3aBUCUMO OT
(dbopMBbI UX TIPEACTABICHHUS;

3) HEeT NpaBUJILHOTO OTBETA.

3aganue Ne 7
Bonpoc:

[To cnocoOy MOKYMEHTHPOBaHUS TOKYMEHTHI TIOAPA3IACIISIOTCS Ha:
Bvibepume neckonvko u3 7 6apuanmos omseema:

1) pykonucHsle;

2) o Tpyny;

3) 3JIEKTPOHHBIE;

4) rpaduueckue;

5) NOAJIMHHUKWY;

6) KuHO-, (hOTO-, HOHOTOKYMEHTHI;

7) Komumu.

3apanme Ne 8
Bonpoc:

[To MpOMCXOKACHUIO JOKYMEHTBI MOTYT OBITB:
Buibepume neckonvko uz 5 éapuanmog omeema:
1) pykomnuicHbIE;

2) OTYETHO-CTATHCTUYECKUE;

3) obunuanbHEIE;

4) 311eKTPOHHBIE;

5) Tu4HBIE.

3apanmne Ne 9
Bonpoc:

[To cpokam XpaHEeHUsI JOKYMEHTHI JENSTCS Ha:
Buibepume neckonvko uz 4 éapuanmog omeema:
1) MOCTOSITHHOTO XpaHEHUS,

2) 1oiroBpeMeHHOro xpanenus (cBoiiie 10 ner);
3) TeKyIero XxpaHeHus;

4) BpemenHoro xpaHenus (10 10 ner).

3apanme Ne 10

Bonpoc:

DJEKTPOHHBIA TOKYMEHT MOXET OBbITh BOCHPOU3BENEH B BHAEC M (opMe, MOHATHBIX IS
BOCIIPOM3BEICHMUS:

Buvibepume necxonvko uz 4 eapuanmos omseema:

1) Ha knaBuarype;

2) Ha DKpaHe AUCILIes;
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3) OyMa)XHOM HOCHTEJIC;
4) WHOM OTAEIBHOM OT MAIIMHHOTO HOCHTEISI MaTepuaibHOM OOBEKTE B JOCTYITHOM JIJISI
BU3YyaJIbHOTO 0003PCHUS BHJIC.

3aganue Ne 11

Bonpoc:

DIIEKTPOHHBIN TOKYMEHTOO00POT — 3TO. ..

Bvibepume ooun uz 4 eapuanmos omeema:

1) opranuzanusi JOKYMEHTOOOOpOTa, XpaHEHHsI W MCIOJIb30BAaHUS JIOKYMEHTOB B TEKyIIEH
JEATEIIBHOCTH YUPEXKICHUS, IPEAIPUATHUS;

2) mpouecc IBUKEHUs, 00pabOTKH, XpaHEHUs U OOMEHa 3JIEKTPOHHBIMU TOKYMEHTaMU;

3) oTpacip IeATeNbHOCTH, OOecleyrBaroIas JTOKYMEHTHUPOBAHUE U OPraHU3alMio paboThl C
o(pUIHaTBLHBIMU JOKYMEHTaMU;

4) oTpacip JAeATeNbHOCTH, O0ECHeuuBaloias JOKYMEHTUPOBAHUE M OpraHu3aluio padoThl ¢
o(pHUIHMaTBEHBIMU JJOKYMEHTaMHU.

3apanme Ne 12

Bonpoc:

KaknMu HOpMaTUBHBIMU aKTaMH PETYIIHPYETCSI AIEKTPOHHBINA JOKYMEHTO000pOT?
Buvibepume neckonvko uz 5 eapuanmos omeema:

1) rocyiapcTBEHHbIMU;

2) MeXOTpacleBbIMU;

3) oTpacneBbIMU;

4) nokanbHBIMH (IPEATIPUITHS);

5) HUKaKUMH.

3apanme Ne 13

Bonpoc:

ITo dhopme u3M0KEHUS TOKYMEHTHI ObIBAIOT:
Buibepume neckonvko uz 5 éapuanmog omeema:
1) unAMBHUYaJIbHEIE;

2) AUYHBIC,

3) TUTIOBEIE;

4) TpadapeTHsble;

5) cayxeOHbIe.

3aganue Ne 14

Bonpoc:

HopmatuBHO-1Tpon3BOACTBEHHAs Oa3a JeI0NPOU3BOJCTBA — ITO. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) 3aduKcupoBaHHas Ha MaTepPUAIBLHOM HOCUTENE HHPOPMALIUS C PEKBU3UTAMU, TO3BOJISIOIIMMHU
ee UACHTU(UIIMPOBATD;

2) COBOKYIHOCTb TP€OOBaHUIl, HOPM, NPaBUJI U PEKOMEHAALNH [0 COCTABJICHUIO JOKYMEHTOB U
paboTe C HHMH, YCTAHOBJICHHBIX IIPABOBBIMHM aKTaMM, CTaHIAPTAMH, HHCTPYKLUUSMH U
METOAMYECKUMH MTOCOOUSIMHU;

3) oTpacip [eATeNbHOCTH, oOecleynBaromas JTOKYMEHTHUPOBAHUE U OpraHU3alMio padoThl C
o(umaTEHBIMU TOKYMEHTAMH.

3ananue Ne 15

Bonpoc:

Kakwue makeTsl TOKyMEHTOB JIOJKHBI OBITh Y CEKpeTapsi Mo PYKOi?
Buibepume necrkonvko uz 5 eapuanmos omsema:
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1) 3akoHOHmATENbHBIC aKThl, B KOTOPBIX 3aTParMBalOTCS BOIPOCHI JIOKYMCHTHPOBAHUS H
OpraHu3aly paboThl C JOKyMEHTaMU;

2) HOPMaTUBHO-METOIUYECKUE JJOKYMEHTBI IT0 OPTraHU3alUH JJOKYMEHTAIHOHHOTO 00CITY)KUBaHNUS,
TpeboBaHUs K O(OPMIICHUIO TOKYMEHTOB;

3) opraHu3aIMOHHBIC U HOPMATHBHO-METOINYECKHE TOKYMEHThI CAMOM OpraHU3alluy;

4) opraHM3alOHHBIC 1 HOPMAaTHBHO-METOANYECKHIE TIOKYMEHTHI CMEXHON OpraHU3aIHy,;

5) HUKaKue.

3aganue Ne 16

Bonpoc:

YHupunupoBaHHas cuctreMa JOKYMEHTaluu — 3TO. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) opraHuzauusi JOKYMEHTOOOOpOTa, XpaHEHHs] U HCIOJIb30BAaHUS JIOKYMEHTOB B TEKyIIEH
JEATEIIBHOCTH YUPEXKICHUS, IPEAIPUATHUS;

2) COBOKYIHOCTh TPeOOBaHMI, HOPM, ITPABUIJI U PEKOMEHIAIMI 10 COCTABICHUIO JOKYMEHTOB U
paboTe C HHUMH, YCTAaHOBJICHHBIX IIPABOBBIMM aKTaMM, CTaHIApTaMM, HHCTPYKLHAMU MU
METOJIMYECKUMH TOCOOUIMU;

3) COBOKYMHOCTh (OPM JTOKYMEHTOB, CO3JAHHBIX 10 €IUHBIM IMpaBWiIaM M TPeOOBaHUSM,
(GYHKIIMOHUPYIOIIUX B ONPENIEICHHOM cdepe AesTenbHoCTH (yrpaBieHuy, GuHaHCcax U T.I1.).

3apanme Ne 17

Bonpoc:

Jns gero HeoOxoauMa yHUGUIIMPOBAHHAS cucTeMa TokymeHnTanuu? st

Bvibepume neckonvko uz 6 éapuanmog omeema:

1) ucronp3yeMoil HOpMaTHBHO-METOAMYECKOM 0a3bl JEIOMPOU3BOICTRA;

2) CIOXUBIIHMXCS HAITMOHATBHBIX TPAAULIUNA PAOOTHI C TOKYMEHTAMU;

3) YCTaHOBJICHHBIX PYKOBOJICTBOM IPEINPHUATHSA (OTPACTN) MPaBII PaOOTHI C TOKYMEHTAMH;
4) xBanudUKaLUU 1ETONPOU3BOICTBEHHOM CITYKOBI IPEAPUATHS;

5) cokparnieHus 00bEMOB JOKYMEHTOB;

6) CHMKEHHUS 3aTpaT Ha COCTaBJIEHUE U 00Pa0OTKY JOKYMEHTOB.

3aganue Ne 18

Bonpoc:

Ha xaxue rpynmsl KJI1acCUPHUUUPYIOTCS OpraHU3allMOHHO-PACTIOPSIIUTENbHBIC TOKYMEHTHI?
Buvibepume neckonvko uz 8 eapuanmos omeema:
1) pykomnucHsl€;

2) OTYETHO-CTaTUCTUUYECKHUE;

3) pacnopsiiuTenbHbIC;

4) 5NEKTPOHHBIC;

5) opraHu3alnOHHbIE;

6) obunUaILHEIC,

7) uH(OpMaIIMOHHO-CIIPAaBOYHBIE;

8) nuuHkbIE.

3aganue Ne 19

Bonpoc:

PexBu3uT 10KyMeEHTa — 3T0. ..

Buibepume ooun uz 3 eapuanmos omeema:

1) o6s13aTenbHBIN 371eMEeHT 0(hOpMIIEHHUS O(DUITHATTEHOTO JOKYMEHTA;

2) cBefieHUs O JIMLIAX, OpeaMeTax, (pakrax, cOOBITHUAX, SIBICHUSIX U IMpOLEeccax HE3aBUCHMO OT
(bopMBI UX TIPEACTABICHHUS;

3) 3anuch UHPOPMALIMU HA PA3IUYHBIX HOCUTENSAX MO YCTAaHOBJIEHHBIM ITPABUIIAM.
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3aganue Ne 20

Bonpoc:

dopmynsp-odpazer — 3T0. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) COBOKYNHOCTH pAaCIOJIOKEHHBIX B OIPENEJICHHOW TMOCIEeIOBATEIPHOCTH PEKBU3UTOB,
HPUCYIIMX BCEM BUJAM JaHHOM CUCTEMBbI IOKyMEHTOB;

2) COBOKYITHOCTh PEKBH3HUTOB, U3 KOTOPBIX COCTOHT JIOKYMEHT;

3) onpeneneHHOe KOJMYECTBO PEKBU3UTOB, PACIIONIOKEHHBIX B CTPOTOM MOCIe10BaTEIbHOCTH.

3aganue Ne 21

Bonpoc:

Ckonpko pexBuszuroB ycra"asiueaer ['OCT P 7.0.97-2016 «Cucrema craHzapTroB IO
uHpopmarmu, OMOIMOTEUHOMY M HW3AaTeNbCKOoMy aeny. OpraHu3alHOHHO-PACIOPAIUTEIbHAS
nokyMmeHTanus. TpeboBaHus K 0OPMIICHUIO JOKYMEHTOBY?

Bvibepume ooun uz 4 eapuanmoe omeema:

1) 29;

2) 30;

3) 31;

4) 32.

3apanme Ne 22

Bonpoc:

biank nokymenTa — 371o0...

Bvibepume ooun uz 3 éapuanmos omeema:

1) oOs13aTenpHBIN 351eMeHT 0hOpMIICHUS O(PUITMATBHOTO TOKYMEHTA;

2) nuct OymMaru ¢ BOCHPOM3BEIECHHBIMH Ha HEM DPEKBH3UTAMH, COJEPKAIIUMHU ITOCTOSHHYIO
uHdopmaIuio;

3) HabOp PEKBU3UTOB, UACHTUPHUIHUPYIOLUINX aBTOPa O(PULIUATBHOTO MUCHMEHHOTO TOKYMEHTA.

OTBeThI:
1) Bepnsriii otet (1 6.): 2;
2) Bepnsie otBetsl (1 6.): 1; 2; 3; 4;
3) Bepnsiii otBet (1 6.): 2;
4) Bepuwiii otBet (1 6.): 1;
5) Bepnsriii otBet (1 6.): 3;
6) Bepnsiii otBer (1 6.): 1;
7) Bepnbie otetsl (1 6.): 1; 3; 4; 6;
8) Bepusbie otBethI (1 6.): 3; 5;
9) Bepnrbie otBetsl (1 0.): 1; 2; 4;
10) Bepusie otBetsi (1 6.): 2; 3; 4;
11) Bepwnsrii otBet (1 6.): 2;
12) Bepusie otBets (1 6.): 1; 2; 3; 4;
13) Bepnsbie otBetsl (1 6.): 1; 3; 4;
14) Bepwnsrii otBet (1 6.): 2;
15) Bepusie otetsi (1 6.): 1; 2; 3;
16) Bepwnsrii oteet (1 6.): 3;
17) Bepnsie otBetsl (1 6.): 5; 6;
18) Bepnrie otBetsl (1 6.): 3; 6; 7,
19) Bepnsrii otet (1 6.): 1;
20) Bepnsrit otBet (1 6.): 2;
21) Bepnsrii otBet (1 6.): 2;
22) Bepnsriii otBet (1 6.): 2;
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MartepuaJsbl 11l NPOBEACHUS IPOMEKYTOYHOU aTTECTALMH

CneunanbHoCTh « Cexpemapo-mauiuHucmekay

JucumMimiuHa «/[oxymenmol, KOppecnoHOeHyusl U 0el0npPOU3BO0CHBO»

I'on oOyuenus: nepswiu
Hoayroaue 2

IMexaror nonosHUTEJIbHOT0 00pa3oBanus bensixkosa O.B.
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MarepuaJibl 1J151 NpOBeeHUs 3a4€Ta M0 JUCHUILIHHE
«JlokyMeHTBbI, KOPpPeCTOHIEHIUS U 1eJI0NPOU3BOACTBO»

1. 3ayer npoBoauTCA B (hOpME IEKTPOHHOTO TECTUPOBAHUS B KOHIIE 2 MOJIYTOIUS.

2. llpakTuyeckass YacTb — COCTaBJI€HHE U O(OpMIEHHE OJHOr0 JOKyMEHTa
(aBTOOMOTpadus, XapaKTEPUCTHKA, CIIPABKa, pacIIUCKa U IIp.).

3. Marepwuansl K 3a4eTy JaHbl B IPHIOKEHMSIX 1 1 2.

4. Kputepuu OlleHUBaHUS:

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

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

oTMeTKa «3» - He MmeHee 50% MpaBUIbHBIX OTBETOB;

Ilemaror
JTIOTIOJTHUTETLHOTO 00pa30BaHMs bemxakosa O.B.
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[NPMJIOXEHUE 1

JEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

ABTobuorpadus — 370...

Bvibepume ooun uz 3 éapuanmos omeema:

1) JOKyMEHT O ci1y:ke0HOI 1 00LIECTBEHHOU AESITebHOCTH PaOOTHHUKA, COCTaBIISIEMbII
PYKOBOICTBOM IIPENNPHUATHS UM CTPYKTYPHOTO ITOAPA3ECIICHNUS;

2) cxaras KpaTkas nHpopmanus o cede, COCTaBICHHas IPETEHIEHTOM Ha BaKaHTHOE MECTO;
3) 1OKyMEHT, coaepKalluii KpaTKoe ONMKUCAHHE B XPOHOJIIOTHYECKOH MOCIe10BaTeIbHOCTH
OCHOBHBIX 3TAIOB )KU3HU U JEATEIbHOCTH JIULA.

3aganmne Ne 2
Bonpoc:

Pestome — 370...

Buibepume ooun uz 3 sapuanmos omeema:

1) DOKyMeHT o cirykeOHOM 1 00IIECTBEHHOU ACSITENFHOCTA PAOOTHHUKA, COCTABIIIEMBII
PYKOBOJICTBOM MPEANPHUATHS UIH CTPYKTYPHOTO TTOPA3ACICHIS;

2) cxaras kpatkas nHhopmanus o cede, COCTaBICHHAs TPETEHICHTOM Ha BAKAHTHOE MECTO;
3) TOKYMEHT, COAEPKAINNA KPaTKOE OMUCAHNE B XPOHOJIOTHYECKOM MOCIE0BATEIIHHOCTH
OCHOBHBIX 3TAMOB KU3HU U JI€SITEIbHOCTH JIHIIA.

3aganue Ne 3
Bonpoc:

XapakTepucTuka — 3T0...

Bvibepume ooun uz 3 eapuanmoe omeema:

1) noKyMeHT, copepKaliuii onucanue u(Uin) NoATBepkKaeHnEe (HaKTOB, COOBITUI;

2) TOKYMEHT O CITy>K€OHOM 1 OOIEeCTBEHHOH NesTeTbHOCTH paOOTHUKA, COCTABIISIEMbII
PYKOBOJCTBOM MPENNPHUATHS UJTU CTPYKTYPHOTO MOIPA3/ICIICHNUS;

3) IOKyMEHT, coJep’Kallluii KpaTKoe ONHMCAHHWE B XPOHOJOTHMUYECKOHW IOC/Ie0BaTeIbHOCTH
OCHOBHBIX 3TAIOB )KU3HU U JEATEIbHOCTH JIULA.

3apanune Ne 4
Bonpoc:

Pacnicka — aro:

Buibepume ooun uz 3 sapuanmos omeema:

1) JOKYMEHT, COCTaBJICHHBIN HECKOIbKUMU JIMLIAMU JJIs1 IOJITBEPKICHUS] YCTAHOBIIEHHOTO
(dakTa, cCOOBITHSI, IEHCTBUS;

2) TOKYMEHT, COJIep KaIlliuii ONMcaHue u(Win) MOoATBepkIeHne (HaKTOB, COOBITHI;

3) 3TO TOKYMEHT, yIOCTOBEPSIIOIINI TOJy4eHHE KaKUX-THM00 1IEHHOCTEH (JICHET, BelleH,
JIOKYMEHTOB).

3aganmue Ne 5
Bonpoc:

JloBepeHHOCTh — 3TO:

Buibepume ooun uz 3 sapuanmos omeema:

1) noKyMeHT, cofiepKaliuii onucanue u(Min) MoATBepkKAeHUE (DAKTOB, COOBITU;

2) TOKYMEHT O TIPEJIOCTABIICHUH TIpaBa JOBEPEHHOMY JIUILY Ha COBEpPIICHUE KaKUX-JTN0O
NEUCTBHI OT JTUIA TOBEPUTENS (MPEANPHUATHUS WK TPaXKIaHUHA);

3) TOKYMEHT, COCTABJICHHBIH HECKOJIBKUMU JIMIIAMH JJIs TIOITBEPIKICHUS YCTAHOBICHHOTO
dakra, cCOOBITHUS, TEUCTBUS.
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3aganue Ne 6
Bonpoc:

Kakwne BuibI TOBEpEHHOCTH OBIBAIOT?
Bvibepume neckonvko uz 5 éapuanmog omeema:
1) nuuHbIE;

2) cityxeOHbIe;

3) AOTOBOpHEIE;

4) cyneOHble;

5) KoH(pUAEHIIMATIbHBIE.

3aganue Ne 7
Bonpoc:

CmpaBka — 3T0:

Buvibepume ooun u3 3 eapuanmos omeema:

1) TOKyMEHT, COCTABJICHHBIN HECKOJIBKUMHU JIULIAMH JIJIS1 TIOITBEPIKIACHUS YCTAHOBICHHOTO
dakra, cOOBITHS, ACUCTBUS;

2) TOKyMEHT, COJIep Kalliii OnrMcannue u(1in) MOATBEPKACHHE (PaKTOB, COOBITHI;

3) IpaBOBO¥ aKT, U3/1aBa€MbIIl PYKOBOJIUTENIEM MPEIPHUITHS JIJIsl BBITOJTHEHUS
IIPOM3BOJICTBEHHBIX 3a/1a4.

3apanme Ne 8
Bonpoc:

K nuuHBIM cripaBKaM OTHOCSITCSL:

Bvibepume ooun uz 2 éapuanmos omeema:

1) cipaBkm, moaTBEp K AArONTHE padoTy (yuely), oruiaty Tpyaa, MECTO IIPOKUBAHUS, TPYAOBOTO
CTa)ka | T.II., COCTaBJIsIEeMbIE TI0 3alpOcaM IPaXKaaH;

2) CIIpaBKH I10 TIPOU3BOJICTBEHHBIM BOIIPOCAM, COCTABIISIEMBIE T10 3aIPOCy PYKOBOJICTBA.

3apanmne Ne 9
Bonpoc:

JloknaaHas 3amMcka — 3T10. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) JOKyMEHT BHYTpEHHEH JeI0BOI MePEnUCKU MEXy CTPYKTYPHBIMU MOApa3AeICHUIMU
OpraHu3alMK UIN JOJKHOCTHBIMH JIMIIAMH, HE HAXOIAIIUMUCS B IPSIMOM MOJYMHEHUH;

2) TOKYMEHT, MOSICHSIOLIUI COJiepKaHNe OTAENbHBIX MOJ0KEHUI OCHOBHOTO JOKyMEHTa (T1J1aHa,
OTYeTa, MPOSKTa U T.]I.) WU OOBSICHSIOIINN TPUYUHBI KAKOTO-THO0 COOBITHS, (haKTa, IMOCTYIIKA;
3) AOKYMEHT, aJJpeCOBaHHBIN PYKOBOAUTEIIO JAHHOTO WIIN BBIIIECTOSIIETO YUPEKICHUS U
UHGOPMUPYIOIIUHN €T0 O CIOKHUBIICHCS CUTYallly, IMEBIIIEM MECTO SIBIICHUU WU (aKTe, O
BBITIOJTHEHHON paboTe, coep Kalluil BHIBOABI U MPEAJIOKEHUS COCTaBUTEIIS.

3aganme Ne 10
Bonpoc:
[Tpukas — at0...

Bvibepume ooun uz 5 eapuanmoe omeema:

1) pacnopsAUTENnbHBIA TOKYMEHT, HU3/1aBa€Mblii PYKOBOAMTEIEM KOJUIETMAJbHOTO OpraHa Jyis
€MHOHAYaJIbHOTO PEILICHUS ONEPAaTUBHBIX BOIIPOCOB;

2) pacnopsaIuTeNbHbII JOKYMEHT, IPUHIUMAEMbIi KOJUIETHAILHBIM OPTaHOM B II€JIX pa3pelieHus
MIPOU3BOJICTBEHHBIX 3a/1a4, BOIIPOCOB;

3) nmpaBOBOWM  aKT, W3/aBaeMbli PYKOBOAMTEIEM  MPEINPUSITUS [  BBIIOJHEHUS
MIPOU3BOJICTBEHHBIX 3a/1a4;

4) mpaBOBOH aKT, M3JaBaeMblii OPraHOM TOC.yIIpaBJICHHUS MPEUMYIIECTBEHHO IO BOMpPOCaM
WH(POPMAIIMOHHO-METOJUIECKOT0 XapaKTepa, a TAKXKE 110 BOIIPOCaM, CBI3aHHBIM C OpraHu3anuen
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VICITOJTHEHUS] MHCTPYKIMM U IPYTUX aKTOB JAHHOT'O WJIH BBILIE CTOSILETO0 OPraHa YIpaBICHUS;

5) mpaBOBOM pacHOpsIUTENbHBIA JOKYMEHT, M3/1aBaéMblii BBICIIUMH OpraHaMH T'OC.BJIacTH,
KOMUTETaMH U KOMUCCHSIMH, 00pa3yeMbIMU IPY OPraHax BJIACTH B LIEJSAX pa3pellieHUs] BaXKHbBIX U
NPUHIUIHAIBHBIX 33J1ay, CTOSIUX NEepel] JaHHBIMH OpraHaMu, U YCTAHOBJICHMS CTaOMIIBHBIX
HOPM, ITPaBUJI IOBEACHUS.

3aganue Ne 11
Bonpoc:

Vkazanue — 310...

Bvibepume ooun uz 4 eapuanmoe omeema:

1) pacniopsAMTENbHBIA TOKYMEHT, W3/1aBa€MbI PYKOBOAMTEIEM KOJUIETMAJIBHOTO OpraHa Jyls
€IMHOHAYaJIbHOTO PEIICHUS ONIEPATUBHBIX BOIPOCOB;

2) pacnopsaIUTENbHbII JOKYMEHT, IPUHUMAEMbI KOJUIETHAIBHBIM OPTaHOM B IIEJISIX pa3pelleHus
IIPOU3BOJCTBEHHBIX 3a/1a4, BOIIPOCOB;

3) nmpaBOBOM  aKT, MW34aBa€Mbli PYKOBOAMTEIEM  NPEINPHUATHS [ BBIIOJHEHUS
IIPOU3BOJCTBEHHBIX 3a4a4;

4) mpaBOBOM aKT, M3AaBacMblii OPraHOM TIOC.yNpaBICHMs IMPEUMYIIECTBEHHO IO BOIIPOCaM
MH(POPMALIMOHHO-METOJMUECKOr0 XapaKTepa, a TakXkKe M0 BOIIPOcaM, CBSI3aHHBIM C OpraHu3aluen
WCIIOJIHEHUS MHCTPYKIUM U IPYTUX aKTOB JAHHOT'O WIM BBIIIE CTOSIETO OpraHa yIpaBICHUs.

3aganue Ne 12

Bonpoc:

[TocranoBnenue — 3710. ..

Buibepume ooun uz 5 eapuanmos omeema:

1) pacnopsaWTeNnbHBIA TOKYMEHT, W3/1aBaCMbBI PYKOBOAMTEIEM KOJUICTHMATBLHOTO OpraHa JUis
€IMHOHAYaJIbHOTO PEIICHHUs OTIEPATUBHBIX BOTIPOCOB;

2) pacnopsIUuTENbHBIN JOKYMEHT, IPUHIMACMbIH KOJUIETHAIBHBIM OPTaHOM B TIEJISIX pa3peIIeHus
MIPOM3BOJCTBEHHBIX 33/1a4, BOIIPOCOB;

3) nmpaBOBOW  aKT, W3/AaBaCMbBId  PYKOBOAWUTEIEM TNPEANPHUATHS ISl BBITIOJTHCHHS
MIPOM3BOJCTBEHHBIX 3a/1a4;

4) TpaBOBOH aKT, W3AaBacMbIi OPraHOM TOC.yIPAaBJICHHUS MPEUMYIIECTBEHHO IO BOMpPOCaM
MH(GOPMaLMOHHO-METOMUECKOT0 XapaKTepa, a TAak)Ke 10 BOIPOCaM, CBSI3aHHBIM C OpraHu3aluen
WCTIOJTHEHUS] HHCTPYKITMH U JPYTUX aKTOB JIAHHOTO WJIU BBIIIE CTOSIIETO OpraHa YIIPaBJICHUS.

5) mpaBOBOM pPACHOPSIIUTENBHBINA JOKYMEHT, WM3/1aBaeMblii BBICHIMMH OpPraHAMH TOC.BJIACTH,
KOMHUTETAMH U KOMHUCCHSIMH, 00pa3yeMbIMU TPU OPTaHAX BJIACTH B IEJISX Pa3peIICHUS BAXKHBIX U
MPUHIUIAATIBHBIX 337a4, CTOSALIMX Mepel JaHHBIMU OpraHaMM, U YCTAHOBIICHUS CTaOMIBHBIX
HOPM, TIPAaBHJI TIOBEICHUSI.

3apanme Ne 13

Bonpoc:

AKT — 3T0...

Buvibepume ooun uz 4 sapuanmos omeema:

1) TOKyMEHT, MOSICHSIOMUI COIepKAHUE OT/IETbHBIX MMOJI0KEHU OCHOBHOTO JIOKYMEHTA UITH
OOBSACHSIONINI MPUYHUHBI KaKOT0-TM00 (pakTa, MOCTYIIKa;

2) TOKYMEHT, COCTaBJISIEMbIH TPYIIOH TUI (MPEUMYIIIECTBEHHO KOMUCCHEH ), TOITBEPKIAIOIITHI
YCTaHOBJICHHBIC (DAKTHI, COOBITUSI, IEHCTBHSI;

3) AOKYMEHT, U3/1aBaeMbIil pyKOBOJUTENEM KOJIETHAILHOTO OpPTaHa JJisl € IMHOHAYAIEHOTO
peIIeHus OTIePaTUBHBIX BOMIPOCOB;

4) TOKYMEHT, U3/1aBaeMblii pyKOBOJIUTENIEM KOJUIETHAILHOTO OpraHa sl e IMHOHAYaIbHOTO
pEIIeHMs OTIePaTUBHBIX BOIIPOCOB.
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3aganue Ne 14

Bonpoc:

Ha xakue yactu nenurcs TEKCT akTa?
Bvibepume neckonvko uz 4 éapuanmog omeema:
1) koHCTaTHUpYIOILIAs;

2) 3aKJIIOUUTENIbHAS;

3) BBeaECHHE;

4) BBIBOJIBI.

3aganme Ne 15

Bonpoc:

Odepta — 310...

Buibepume ooun us 3 sapuanmos omeema:

1) mucpMeHHOE PEeJIOKEHNE OAHOTO JIUIIA APYroMy JIHILY, BRIpaXKaroIIee KelaHue 3aKII0YUTh
C HUM JIOTOBOP;

2) KOMMEPUYECKHUI TOKYMEHT, TIPECTABIISIOIINN COO0H MpeIbsIBICHUE IPETEH3UN K CTOPOHE,
HapYIIMBIICH IPUHATHIC HA CeOsI IOTOBOPHBIC 00sI3aTEIIbCTBA, M TPEOOBAHNE BO3MEIIICHUS
yOBITKOB;

3) npemioxkeHue agpecary NPUHATh y4acThe B KaKOM-JIH00 MPOBOAMMOM MEPONPUATHH.

3aganue Ne 16

Bonpoc:

JloKHOCTHASI HHCTPYKIMS — 3TO. ..

Bwibepume ooun uz 3 eapuanmos omeema:

1) opranu3alMOHHO-PACIOPSIUTENbHBIN TOKYMEHT, (PUKCUPYIOLIMNA X0 00CYKAEHUS BOIIPOCOB
U MIPUHATHS PEUICHUH Ha COOpaHUsIX, COBELIAHUAX, KOHPEPEHIMAX, 3aCEIaHUAX KOIETHaTbHbIX
OpraHoB;

2) HOPMATUBHBIN TOKYMEHT, B KOTOPOM OIIpe/iesieHbl (PYHKIIMHU, TpaBa, 003aHHOCTHU U
OTBETCTBEHHOCTb COTPYIHUKA IPEANPHUSITHS;

3) 1OKYMEHT, COCTaBJICHHBIA HECKOIBKUMH JIMIIAMU JUISI TOATBEPKACHUS YCTAHOBICHHOTO
(dakTta, cCOOBITHS, NEHCTBUSA.

3aganue Ne 17

Bonpoc:

Ha ocHOBaHUM NOIKHOCTHON MHCTPYKIUU COCTABIISIETCS:
Bvibepume ooun uz 5 eapuanmoe omeema:

1) aBToOuorpadus

2) TpyAOBOH 10rOBOp € paOOTHUKOM

3) XxapakTepucTuKa

4) pekoMeH1aTeIbHOE MHUCHMO

5) HeT NpaBUWIIBHOTO OTBETA

3aganue Ne 18

Bonpoc:

daxkc — 370...

Buvibepume ooun uz 4 eapuanmoe omeema:

1) TOKyMEHT, TOSICHSIOIHI COIEPKAHNE OTICIBHBIX MOJIOKEHUIH OCHOBHOTO JOKYMEHTA WITH
OOBSCHSIIOIIHMI MPUIHHBI KAaKOTO JIN00 (haKTa, MOCTYIIKA;

2) 000011IeHHOE HAa3BAHKUE PA3IMIHBIX [0 COJACPIKAHHIO JOKYMEHTOB, MIEPEIaBACMbIX YCTHO 10
KaHajaM TeJe(OHHOH CBSI3M U 3alTUCHIBACMBIX ITOTy9aTeIIeM;

3) IOKYMEHT, OTYYEHHBIH C MOMOIIBIO CIIEIl.anmapara 1mo Teie(OHHBIM KaHallaM CBS3H;

4) Bua JOKYMEHTA, ONPEACIIACMBIN CITOCOO0M meperaun HHPOPMAIIUH 110 KaHajiaM TeerpadHom
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CBA3U.

3aganue Ne 19

Bonpoc:

Tenedonorpamma — 3710...

Buvibepume ooun uz 4 eapuanmos omeema.

1) TOKyMEHT, TOSICHSIONIHI COIEpKAHNE OTACIbHBIX MOJIOKEHUI OCHOBHOTO JOKYMEHTA HITH
OOBSCHSIONINI MPUYKHBI KaKoTo 00 (pakTa, MOCTYIIKa;

2) 0000I1IeHHOE HAa3BAHKUE PA3IMYHBIX [0 COJACPIKAHHIO JOKYMEHTOB, MIEPEIaBACMbIX YCTHO 10
KaHajaM TeJe(OHHOH CBSI3M U 3aITUCHIBACMBIX ITOJTy9aTEIIeM;

3) IOKYMEHT, OTyYEHHBIH C IIOMOIIBIO CIIeIl.anmapara 1mo Teie(OHHBIM KaHallaM CBS3H;

4) Bua JOKYMEHTA, ONPEACIIAEMbIN CITOCOO0M meperaun HHPOPMAIIUH 110 KaHajiaM TeerpadHom
CBSA3H.

Jaxauue Ne 20

Bonpoc:
B ckonbkux sk3emiuisipax coctabisercas PAKC?

Bvibepume ooun uz 4 eapuanmos omeema:

1) 1;

3) 3;

4) 4.

3aganue Ne 21

Bonpoc:

¥YcraB —3710...

Buvibepume ooun us 3 sapuanmos omeema:

1) 1OKyMEHT, KOTOPBIi 3aKperuIsieT HAMMEHOBAHUS CTPYKTYPHBIX MOAPA3AeNeHUNH OpraHu3aIiuu
(YdpexaeHus) U T0JKHOCTEH, a TAK)Ke KOJIMYECTBO IITATHBIX €UHUIL KaXKI0M TOMKHOCTH;
2) HOPMATUBHBIN aKT, ONPEAEISAIOMUI MOPAI0K 00pa30BaHus, CTPYKTYpY, GYHKINH, IpaBa U
00513aHHOCTH OpraHU3alluy, CTPYKTYPHOIO MO/Ipa3iesieHus, KOJIJIETHalbHOIO OpraHa
(xomuccun);

3) mpaBOBOM aKT, OIPEAEISIIOIINNA TpaBa, PYHKINUU, CTPYKTYpY OpraHu3anuu B chepe
rOCyJapCTBEHHOM, KOMMEpUECKOil M1 00LIECTBEHHON 1EATEIbHOCTH.

3aganue Ne 22

Bonpoc:

[Tonoxenue — 370. ..

Buvibepume ooun us 3 sapuanmos omeema:

1) JOKyMEHT, KOTOPBIH 3aKperuisieT HAMMEHOBAHUS CTPYKTYPHBIX MOAPA3ICIICHUN OpraHU3aIiu
(YupexaeHus) U TOJKHOCTEH, a TaK)Ke KOJMYECTBO IITATHBIX €UHUI] KaXKI0M TOIKHOCTH;
2) HOPMATUBHBIN aKT, OMPEACIISIONINI TOPSIOK 00pa30BaHus, CTPYKTYPY, QD YHKIIUH, TpaBa U
00513aHHOCTH OpraHU3alluy, CTPYKTYPHOTO MOIpa3iesieHus, KOJIJIeTHaibHOrO OpraHa
(xomuccun);

3) mpaBOBO¥ aKT, ONMPEAEIAIOMUI TpaBa, GYHKIMH, CTPYKTYPY OpraHU3aluu B cepe
rOCyIapCTBEHHON, KOMMEPYECKOM MIIH OOIIECTBEHHOM e TEILHOCTH.

OtBeTnI:
1) Bepubiii otBet (1 6.): 3;
2) Bepmsiii otBer (1 6.): 2;
3) Bepuwiii otset (1 6.): 2;
4) Bepnsiii otBer (1 6.): 3;
5) Bepusiii otset (1 0.): 2;
6) Bepusie otBetsI (1 6.): 1;2;
7) Bepusiii otset (1 0.): 2;
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8) Bepuwiii otser (1 0.): 1;
9) Bepuwiii otset (1 6.): 3;
10) Bepnsrii oteT (1 6.): 3;
11) Bepssiii otBert (1 0.): 4;
12) Bepnoiii oteT (1 0.): 5;
13) Bepsnsiii otBer (1 0.): 2;
14) Bepnbie otBethI (1 6.): 1; 3; 4;
15) Bepsnsiii otBer (1 6.): 1;
16) Bepusrii otBeT (1 0.): 2;
17) Bepsnsiii otBert (1 0.): 2;
18) Bepusiii otBeT (1 0.): 3;
19) Bepusiii otBer (1 0.): 2;
20) Bepwbiii otBer (1 6.): 1;
21) Bepnsrii otBet (1 6.): 3;
22) Bepubiii otBer (1 6.): 2;
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[MPMJIOXEHME 2

Odopmure cnpaBky.
VYraoso#t mrtamn Cropaka 00.00.0000 Ne 00 MockBa CyukoB MBan MBaHOBWY MpPOKUBAET MO

np.I'epoes, 1.4, kB.22. Beigana nyis npencrasieHus B LleHTp 3anaToctu Hacenenus. HauanbHuk
KKX Ne 1 A.IT.1y6HOB

CocraBbTe M odopMuTe pacnucKy Ha IOJy4YeHHE BHJIEOKaMEpbl OT 3aBeAyoLel
xo3stiicTBeHHOM yactu CMupHOBOM EneHbl BUKTOPOBHBI CPOKOM Ha TPH JIHS.

OdopMmure 10BepeHHOCTD.

Hosepernocts 00.00.0000 Ne 00 c.IlaBnoBo JleHuHrpamckoit o0, O 3aKIIOUYEHUH JOTOBOpA
Konxo3 «Masik» ymonmHoMounBaeT cT.9koHoMmucTa Mnbuna Cemena IlaBnoBuya (macmopt 0000
No 000000 Berman OBJI r.IlaBmoscka 00.00.0000) 3akmtounth a0oroBop co CTEMHSHCKAM
KOMOWHATOM CTPOUTENBHBIX MaTepHaIoB Ha MOCTaBKy koixo3y Bo II u III kBapramax 0000 r. 45
THIC.IUTYK 1LIEMEHTHO-NecyaHor uepenuubl. JloBepenHocts paeiictButensHa a0 00.00.0000.
O6pa3zern moanucH yaocToBepsieT npeacenarens koinxosza C. M. Anaponumnk

Odopmure cnpaBky.

[ramn dupexTopy meHTpaabHO#M 0a3bl cTpouTeabHbix MaTepuanoB [lerpory A.M. CIIPABKA
00.00.0000 Ne 00 O Hanmuuuu CTPOUTENBHBIX MaTepuaioB Ha ckiane Ne 7 I[lo cocTostHuIO Ha
00.00.0000 na ckiane Ne 7 uMEIOTCA CIEIYIONINE CTPOUTENIbHBIE MaTepuaisbl: 1. Jocku mosioBbie
— 50 ky0.m. 2. ITapker — 300 kB.M. 3. Llement — 600 kr. Bce 3T MmaTepuainbl npegHa3HAYCHBI IS
Tekymero pemonta AoMoB KX Ne8. [lnaHoBble MOCTYIUIEHHS CTpOMMAaTEpUaoB Ha CKJaJ
oxuaaroTcs Tojibko B Hauane Il kBaprana. 3aBeayronuii ckinagom Ne 7 B.K.Hukonaes

CocTaBbTe M 0(popMHTe 3asiBJIEHHE 00 OTYMCICHUN U3 y4EOHOM IPYTIIIBL.

CocrasbTe u 0opopmurte aBTo0HOrpaduIo.

OdopmuTe XapaKTepUCTHKY.

Xapakrepuctuka riaBHoro Oyxrantepa OOO «Arat» 3emueBoit [anunbl  IleTpoBHBI
XapakTepucTHKa JaHa JJIsl IPOXO0XKIEHUS KyPCOB MOBBILIEHUSs KBaTU(PUKaLUuU. 32 BpeMs paboThl
3emuena ['.I1. 3apekomenoBana ceOs IpaMOTHBIM, KBaJU(PHUIMPOBAHHBIM creruanuctom. K
UCTIOJIHEHUIO  CITy’)K€OHbIX OO0S3aHHOCTEH OTHOCHTCS OTBETCTBEHHO U JOOpPOCOBECTHO.
JvcuuminHupoBaHHa. B o0mieHu BexIIMBa, TAKTUYHA, OJIb3YETCS 3aCIyKEHHBIM YBaKCHHEM
cotpyanukoB. 3emneBa [.II. pogunmace B 1976 r. B r.IlaBioBck JleHuHrpaackoit o0u.
Oo6paszoBanue Bbiciiee. B 2001 r. okonumna Cankr-IlerepOyprckuii I'ocymapcTBeHHBIN
VYHHUBEpCUTET N0 CHEeNMaIbHOCTU Oyxrantepckuil yuet u ayauT. 3emuesa [.I1. paboraer B OOO
«Arat» ¢ 2008 r. B gommkHOcTH TiaBHoro oOyxranrtepa. Jupekrop OOO «Arat» H.H.Bozos
00.00.0000

CocraBbTe 1 0(popMuUTE 00BIACHUTEIBLHYIO 3ANUCKY O MPOrYyJIe.
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MaTepI/IaJII)I JAJIS IIPOBECACHUSA HpOMeH(yTOqHOﬁ arrecranmumu

CnenuaabHocThb « Cekpemapb-MauuHuCmKa»

JucumMimiuHa «/[oxymenmol, KOppecnoHOeHyus u 0el0npoOU3B00CHBO»

I'ox oOyuenus: emopou
Hoayronue /

Ilexaror nomostHUTEIBHOTO 00pa3oBanms beraxosa O.B.
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MartepuaJjibl 1Jis POBeIeHHUS 3a4€eTa M0 TUCHUIIHHE
«/loxkyMeHTBI, KOppeCcTOHIeHMS U 1eJI0NPOU3BOICTBOY

1. 3auet npoBoaUTCS B POpME DIIEKTPOHHOTO TECTHPOBAHMUS IO MaTepHajiaM U3y4eHHOTO
B 1 monmyroauu.

2. Marepuainsl K 3a4€Ty AaHbI B IPUIIOKEHUH 1.

3. Kpurepuu oneHMBaHMSA:

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

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

OoTMeTKa «3» - He MeHee 50% mpaBUIbHBIX OTBETOB;

ITemaror
JOTIOTHUTETHHOTO 00pa3oBaHUs bensakosa O.B.
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I[MPUJIOXEHME 1

JEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

YupexaeHue - 370...

Buvibepume ooun u3 3 sapuanmos omeema:

1) opranuzanusi, Befaromas Kakoi-1m00 oTpacibio paboTsl (1ITKOIa, HAYIHO-
UCCIIEIOBATENLCKUN HHCTUTYT, MOJMUKIMHUAKA U T.J1.);

2) MpOM3BOJICTBEHHOE yUpexKACHHE (3aBOJ, pabprka, MACTEPCKHUE U T.11.);

3) o01IecTBEeHHOE WK TOCYIapCTBEHHOE 00beIMHEHHE (COI03 BeTepaHoB, I occTpax,
IMOJIMTUYCCKAs IMapTHUAg U T.}I.).

3aganue Ne 2
Bonpoc:

[Ipenmpustue - 3710...

Buvibepume ooun uz 3 sapuanmos omeema:

1) oOmiecTBeHHOE WM TOCYIapCTBEHHOE 00BeIMHEHNE (CO03 BeTepaHoB, ['occTpax,
MOJIMTHYECKas MapTUs U T.1.);

2) opraHusanysi, Bearomas Kakoi-1moo oTpacibio paboThl (IIKOJIA, HAYYHO-
UCCIIEIOBATENbCKUI HHCTUTYT, MOJMUKJIMHUAKA U T.]1.);

3) Ipou3BOACTBEHHOE yupexkacHHE (3aBoj, (padprka, MacTepCKUe | T.J1.).

3amanme Ne 3
Bonpoc:

Bo rnaBe npeanpusTs CTOUT

Buibepume ooun uz 4 sapuanmos omeema:
1) mpon3BOICTBEHHBIC OPA3/ICIICHUS,

2) aAMUHHUCTpPALIUS;

3) paboTHHKH;

4) cimyxamue.

3apanmne Ne 4
Bonpoc:

B cocraB amMuHHCTpaNuU BXOISAT

Buibepume neckonvko uz 5 éapuanmog omeema:
1) mupexropa,

2) 3aMEeCTUTENH;

3) paboTHUKH;

4) COBETHMKU;

5) pacniopsiiuTeny.

3aganue Ne S
Bonpoc:

Otnen kaapoB

Buvibepume ooun uz 4 sapuanmos omeema:

1) obecrieunBacT COXPaHHOCTh JOKYMEHTOB B TEUEHHE OIPEICIICHHOTO 3aKOHOM TIEPHO/Ia, UX YUET, a
TaKKE YHUUYTOXKEHHUE 110 UCTEUEHNH CPOKA XpaHEHHUS,

2) pelaeT BOIpOCHI, CBSI3aHHBIE C TOJ00POM COTPYIHHKOB, PUEMOM Ha PabOTy, YBOJIBHCHUEM,
MIPOJIBIKEHUEM TI0 CITy»O0€, BBIXOJIOM COTPYTHUKOB Ha TIEHCHUIO,
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3) 3aHnMaeTcs (PUHAHCOBBIMH BOTIPOCAMH MPEAIPHATHS U PACUETOM 3apabOTHOM IIIATHI
COTPY/IHHKOB,

4) otien, BEAIOIIHiA CITyKeOHOU MepenrucKoi, 0hopMICHHEM TEKYIIEH JOKYMEHTAIMH T10
00€CIIeYCHHIO OCHOBHOM JICSATEIILHOCTH TPEIPHSTHSI.

3aganue Ne 6

Bonpoc:

Kanuensipus -

Bvibepume ooun uz 4 éapuanmos omeema:

1) 5710 0T/, BEAAOIINI CITY)KEOHOM MEPEUCKOi, 0hOPMICHHEM TEKYIIEH TOKYMCHTAITUH TT0
00€eCIeueHNIO0 OCHOBHOM AESTEILHOCTH PEIPUSATHS,

2) pelaeT BOIPOCHI, CBSI3aHHBIE C TOJ00POM COTPYIHHKOB, IPUEMOM Ha PaboTy, YBOJIBHCHHEM,
MPOBMKEHUEM I10 CITy»KO€, BEIXOI0M COTPY/IHHKOB Ha IEHCHIO,

3) 3aHMMaeTCs (PUHAHCOBBIMH BOITPOCAMH TPEANPHUSATHS  PACUCTOM 3apabOTHOM TIaThI
COTPY/THHKOB,

4) obecrieurBaeT COXPAHHOCTh JIOKYMEHTOB B TEUCHHUE OIPE/ICIICHHOTO 3aKOHOM IEPUO/IA, UX YUET, a
TaKKE YHIYTOXKEHUE 110 UCTCUCHUH CPOKA XPAHECHHUSL.

3ananme Ne 7
Bonpoc:

BelmecrosimMu opranamMu Jjist PEIIPUSITUAS MOTYT ObITh
Buibepume neckonvko uz 6 eapuanmos omeema:

1) MUHHCTEPCTBA,;

2) oTAeN KaJpoB;

3) rnaBKy;

4) KaHLEISAPHS;

5) tpecThr;

6) BemoMcTBa.

3apanme Ne 8
Bonpoc:

B kavecTBe KOHTPOJIHMPYIOIIMX OPTaHOB ISt TIPEATIPUSITHS MOTYT BBICTYIIATh
Bvibepume neckonvko uz 6 6apuanmos omeema:

1) npupoI0OXpaHUTEILHBIC OPraHbl;

2) HaJIOrOBas CIyXk0a;

3) morkapHast HHCIICKIIHS,

4) By3blI;

5) skomoruyeckas ciayxoa;

6) opraHbI COIMATBbHOMN 3aIUTHI;

3aganue Ne 9
Bonpoc:

Opranuzanust paboThl C TOKYMEHTAMH - 3TO. ..

Buibepume ooun uz 3 sapuanmos omeema:

1) opranuzarusi TOKyMeHTO000pOTa, XpaHEHUS U HCIOIb30BAHMS IOKYMEHTOB B TEKYIIEH
JIESTSIIbHOCTH YIPEKICHUS, TIPEATPUSITHUS;

2) oTpacib AesTENbHOCTH, 0OecIednBaroias TOKyMEHTUPOBAHUE U OPTaHU3AINI0 PaOOTHI C
o(HUIHaTEHBIMA JOKYMEHTAMU;

3) ABM>KEHHE JOKYMEHTOB B OpraHU3allMK C MOMEHTA MX CO3/IaHUS WM MOJTYYESHUS 10
3aBEPIICHHSI MU OTITPABJICHUS.
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3apanmue Ne 10

Bonpoc:

JlokymMeHTOO0O0pOT - 3TO...

Buvibepume ooun uz 3 eapuanmos omeema:

1) opranmusanms JOKyMEHTOO00pOTa, XpaHEHHS U HCIIOJIB30BAHHS JOKYMEHTOB B TEKYIIEH
JESTEIbHOCTH YUPEXKACHUS, TPEIIPUITHUS;

2) oTpacib AesITeTLHOCTH, 00SCTIeYMBAIOIIAs TOKYMEHTHPOBAHNUE M OPTaHU3ALUI0 PA0OTHI C
oHuIHMaTEHBIMU JOKYMEHTAMU;

3) ABWKEHHE JOKYMEHTOB B OpraHU3allii ¢ MOMEHTA MX CO3JIaHUS WIIH MOJIYICHUS JI0
3aBEepIICHHSI LU OTIIPABJICHUS.

3aganme Ne 11

Bonpoc:

Jlst yero Hy»Ha BeIMYMHA JOKYMEHTOOOopoTa?

Buvibepume neckonvko uz 3 eapuanmos omeema:

1) pacuera HEOOXOIUMON YHCICHHOCTH JCJIONPOU3BOICTBEHHOTO TIEPCOHAIA;

2) pacuera 3pPEeKTHUBHOCTH MPUMEHEHHUS CPEJCTB MEXaHU3AINN U aBTOMAaTH3AIMH
JIETIONPOU3BOACTBA;

3) ompeeNeHus 3arpyKEHHOCTH JIEJI0MPOU3BOJACTBEHHOTO MTEPCOHAIIA, B TOM YHCIIE CEKPeTapst
PYKOBOJUTENS U CEKPETapsi CTPYKTYPHOIO MOApa3IeICHUs.

3aganmne Ne 12

Bonpoc:

Ot uero 3aBUCUT 00BEM TOKYMEHTOOOOpOTA?
Buibepume necxonvko uz 3 eapuanmos omeema:
1) oT 3HAYUMOCTH OpraHU3AIUH;

2) ee pyHKIMI 1 YPOBHS pPEIIaEMbIX 3a]1a4;

3) cBsi3€ii ¢ BHEIIHUMH OPTaHU3AIUSIMHU.

3aganmne Ne 13

Bonpoc:

Bxonsumii TOKyMeHTONOTOK JTF000 OpraHU3aIiy CKIAAbIBACTCS U3

Buvibepume neckonvko uz 7 eapuanmos omeema:

1) JOKYMEHTOB BBIIIIECTOSIIINX OPTaHU3AIIHIA;

2) TOKYMEHTOB OT IOBEIOMCTBEHHBIX OpPTaHU3aIN;

3) AOKYMEHTOB OT HE COTIOJYUHEHHBIX OPTaHHU3AIIHIA;

4) OCHOBHBIE BH/IbI IOKYMEHTOB: ITMChMa, IOTOBOPA, a TAK)KE JJOKYMEHTBI, COTIPOBOXKAAIOIINE
BBITIOJIHEHHE JIOTOBOPOB;

5) AOKYMEHTBI, CO3/1aBa€MbI€ U UCIIOJIb3yEMbIE B CAMOM arapaTe YIpaBlieHUs, HE BHIXOSIIIE
3a ero MpeJebl;

6) oOpaleHus TpaK/IaH;

7) TOKyMEHTBI, CO3/IJaBa€MbI€ U UCIIOJIb3yEMbIE B IAaHHOM OpraHU3allMK U OTIPABIIsIEMbIE 32 €€
MIpeebl.

3aganue Ne 14
Bonpoc:
K xakomy U3 npeAnpusTHif OTHOCUTCS JaHHAs CXeMa JIOKyMeHTooOopoTa?
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Buvibepume ooun uz 3 eapuanmos omeema.
1) kpynHOTO;
2) Manoro;
3) cpennero.
3ananue Ne 15
Bonpoc:
PykoBoauTens opraHmsaumu
}
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1 !
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K kaxomy U3 npeanpusTuii OTHOCUTCS JJaHHAs cXeMa JOKYMeHTooOopoTa?
Bvibepume ooun uz 3 eapuanmoe omeema:

1) manoro;

2) KpyIHOTO;

3) cpennero.

3apanue Ne 16

Bonpoc:

JIOKyMeHTBI, CO3/1aBaeMbl€ B OPTraHU3aluH, OBIBAIOT
Buvibepume necxonvko uz 3 eapuanmos omeema:

1) BHyTpeHHUE;

2) BXOJIAIINE;

3) ucxonsiue.

3aganue Ne 17

Bonpoc:

Bxoasimue 10KyMeHTBI - 3TO...

Bvibepume ooun uz 4 eapuanmoe omeema:

1) HOKyMEHTBI, KOTOPbIE COCTABIISIFOTCS, UCIIOJHAIOTCS, XPAHITCS B paMKaxX CaMOTro NMPeANpUsSTUSI
Y HE BBIXOJAT 3a €T0 MPEACIIBI;

2) NOKYMEHTBI, cojJieprKaliie HHHOPMALIUU 3aKPbITOrO MOPSIKA;

3) 1OKyMEHTBHI, IOCTYNAOIIUE HA IPEANPHUATHE, B YUPEKICHNE, OPraHU3aLIUIO;

4) NTOKYMEHTBI, OTIIPaBJIsIEMbIE U3 YUPEKICHUS, OpraHU3aluu, IPEATNPUSTHUS.
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3aganue Ne 18

Bonpoc:

[Tpu nepBuYHON 00pabOTKE OCYIIECTBISIOT:
Bvibepume neckonvko uz 4 éapuanmog omeema:

1) npoBepKy NpaBUIBHOCTH TOCTABKHU (aIpecoBaHUs);

2) IpoBEpKY HATUYUSI IPUIIOKEHHUS;

3) perucTpanuo 10KyMeHTa;

4) mpoBepKy KOJNYECTBA JIUCTOB NOCTYIUBIIETO JOKYMEHTA.

3apanme Ne 19
Bonpoc:

Ha kakux JAOKYMCHTAX HC INPOCTABJIACTCA OTMCTKA O HOCTyHHeHI/II/I?

Buvibepume necxonvko uz 6 eapuanmos omeema:
1) Ha HeperucTpupyeMsbIX JOKYMEHTAX,

2) Ha TIPUIIOKEHUSIX K IOKYMEHTY;

3) Ha IPOCTIEKTAaX,

4) kaTaynorax,

5) pexJIaMHBIX MUCbMaXx,

6) c1y)KeOHBIX MHUChMaXx.

3aganue Ne 20

Bonpoc:

B kakux ciaydasix coxpaHseTcss KOHBEPT IOCIIe BCKPBITUS KOPPECTIOHACHIIUN ?
Buvibepume neckonvko uz 7 eapuanmos omeema:

1) ecnu Ha TOKyMEHTE OTCYTCTBYET JlaTa;

2) ecnu Ha IOKYMEHTE €CTh JaTa;

3) ecnu JaTa MOYTOBOTO LITEMIIEN HEOOX0AMMa KaK CBHJIETEILCTBO JaThl OTIIPABKH U
MOJIyYEHUs JOKYMEHTAa;

4) ecnu agpec OTHPABUTENS €CTh TOJIBKO HA KOHBEPTE;

5) ecnu afpec OTIPaBUTENS €CTh Ha JJOKYMEHTE;

6) eciu MMOJSy4YeHHbIH TOKYMEHT UMEET OTMETKY «JIM4HO», a Ha yITaKOBKE TaKoil TOMETKH He
OLLIIO;

7) ecnu JOKYMEHT MOCTYINI B OPIraHU3aLUI0 C TPOCPOUEHHBIM CPOKOM HCIIOJIHEHHUS.

3aganme Ne 21

Bonpoc:

Korna oTnpaBisiroT Hcxoas1e TOKyMEeHTHI ajipecary?
Buibepume ooun uz 4 sapuanmos omeema:

1) B 9TOT k€ JIeHb, KOT/1a O(OPMIICHBI;

2) Ha CIeAYIOIINA JICHb;

3) uepe3 Tpu AHS;

4) Ha cenyIoIIeH Hemee.

3ananue Ne 22

Bonpoc:

B cKOBKHX 3K3eMIUISIpaX COCTABIISIOTCSA UCXOIAIINE JOKYMEHTHI (32 HCKITIOYEHHEM (aKcoB)?
Bvibepume ooun uz 3 eapuanmoe omeema:

11

2)2

3)3
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3aganue Ne 23
Bonpoc:

BHyTpeHHUE JOKYMEHTSHI - 3TO. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) JOKyMEHT, IOCTYNUBILIUH, HAa IPEINPUITHE, B YUPEKIECHUE, OPraHU3aALUIO;

2) JOKyMEHTHI, OTHPABJIsIEMbIE U3 YUPEKACHUS, OpraHU3aLUH, IPEITPUATHUS;

3) AOKYMEHTBI, KOTOPbIE€ COCTABIISIOTCS, UCIIOIHSIOTCS, XPAHITCS B paMKax caMoOro
MPEANPUATHS U HE BBIXOAT 3a €T0 IPEIEIbL.

3aganue Ne 24

Bonpoc:

Kakue 3Tanbl 00padoTkn NpOXoAsiT BHYTPEeHHHE JOKYMEHTbI?
Bvibepume neckonvro uz 10 eapuanmos omeema:

1) cocTaBineHe MPOEKTa JOKYMEHTA UCTIOHUTEISIMHY;

2) coriacoBaHue NPOEKTa JOKyMeHTa (BUSHPOBaHUE);

3) noanucanue pykoBoauTenaeM (yTBEpKICHUE B HEOOXOJUMBIX CIIydasix);
4) nmpoBepka NpaBUJIbLHOCTH 0QOPMIIEHHSI IPOEKTA TOKYMEHTA;

5) peructpanys JOKyMEHTa;

6) nepenada JOKYMEHTa UCTIOJIHUTEIIO;

7) KOHTPOJIb UCTIOJIHEHUS TOKYMEHTA;

8) UCMONHEHNE JOKYMEHTAa;

9) mpocTaBiieHHE OTMETKH 00 UCTIOHEHUY;

10) moamMBKa MCIIOJIHEHHOTO JOKYMEHTA B JIEJIO.

3apanme Ne 25

Bonpoc:

Howmenkmnarypa aein - ato

Bvibepume ooun uz 4 eapuanmos omeema:

1) oOs13aTenpHBIN 351eMEeHT 0hOpMIICHUS O(PUITMAIIBHOTO TOKYMEHTA;

2) TOKyMEHTBI, KOTOPBIE COCTABIIAIOTCS, HCIIOMHIOTCS, XPaHATCSA B paMKax caMoro
MPEINPUITHS U HE BBIXOJAT 3a €0 MPeeibl;

3) CHCTGM&TH:&HPOB@.HHLIIZ NEepCUCHb HanMEHOBaHUI ACJI, 3aBOAUMBIX B OpraHu3anuu, C
YKa3aHHEM CPOKOB UX XpaHEHUs, O(POPMIICHHBIN B YCTAHOBICHHOM MOPSIKE;

4) TOKyMEHT, OTHOCSILIMICS K OJHOMY BOIIPOCY WJIM YYacTKY JAEATEIbHOCTH, IOMELICHHBIN B
OTIICTILHYIO OOJIOKKY.

3aganue Ne 26

Bonpoc:

B ckonbkuX 3K3eMIUIsIpax COCTaBIsSIeTCs HOMEHKJIATypa Jei1?
Bvibepume ooun uz 3 eapuanmos omeema:

1) Kak MUHUMYM, B OJTHOM 3K3eMILISAPE;

2) Kak MMHUMYM, B JIBYX 9K3€MILIApax;

3) KaK MMHUMYM, B TpeX 3K3EMILIAPAX.

OTBeThI:
1) Bepnsrii otet (1 6.): 1;
2) Bepnpiii otBer (1 6.): 3;
3) Bepnsriii otBet (1 6.): 2;
4) Bepusie otBethl (1 0.): 1; 2; 4; 5;
5) Bepnsriii otBet (1 6.): 2;
6) Bepnsiii otBer (1 6.): 1;
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7) Bepnnie otetsl (1 6.): 1; 3; 5; 6;
8) Bepunie otBets (1 6.): 1; 2; 3; 5; 6;
9) Bepnsiii otBer (1 6.): 1;

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

11) Bepusie otBetsl (1 6.): 1; 2; 3;
12) Bepusbie otBetsl (1 6.): 1; 2; 3;
13) Bepusie otBetsl (1 6.): 1; 2; 3; 4; 6;
14) Bepnsrii oter (1 6.): 1;

15) Bepusiii oter (1 6.): 1;

16) Bepnsbie otBetsl (1 6.): 1; 3;

17) Bepusrii otser (1 6.): 3;

9 2

18) Bepusbie otBetsl (1 6.): 1; 2; 4;
19) Bepnsie otBetsl (1 6.): 1; 2; 3; 4; 5;
20) Bepusie otBets (1 6.): 1; 3; 4; 6; 7,

21) Bepusiii otser (1 6.): 1;
22) Bepusiii oter (1 6.): 2;
23) Bepusiii otser (1 6.): 3;
24) Bepunbie otBetsI (1 6.): 1;2;3;4;5;6;7;8;9; 10;
25) Bepusiii otser (1 6.): 3;
26) Bepusriii oter (1 6.): 3;
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MatepuaJbl 11 NPOBEACHUS IPOMEKYTOYHON aTTeCTAIUU

CrnenuajbHOCTD «Cekpemapb-mamuﬂucmka»

Jucuuniauta «/Jokymenmol, KOppecnoHOeHYus u 0elonpouU3800CmaE0»

I'ox oOyuenus: émopou
Honyroaue 2

Ileparor nonosHUTEIbHOTO 00pa3oBanus beusixkosa O.B.
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MartepuaJjibl 1Jis POBeIeHHUS 3a4€eTa M0 TUCHUIIHHE
«/loxkyMeHTBI, KOppeCcTOHIeHMS U 1eJI0NPOU3BOICTBOY

1.3auer mpoBoauTCA B (hOopMe IIEKTPOHHOTO TECTUPOBAHUS B KOHIIE 2 TOTYTOIUSI.
2.Marepwualibl K 3a4€Ty JIaHbl B IPUIOKCHUH 1.

3. Kpurepuu oreHUBaHUS:

OTMETKaA «5» - HEe MeHee 85% IpaBUIbHBIX OTBETOB;

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

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

ITenaror
JIOTIOTHUTENBHOTO 00pa3oBaHUs bensikora O.B.
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I[MPUJIOXEHME 1

JEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

Jleno — ato

Buvibepume ooun uz 4 sapuanmos omeema:

1) cBenenus o nuIax, npeamMeTax, hakrax, COOBITUAX, IBICHUAX U MPOIECCAX HE3aBUCUMO OT
(OpMBI UX TPEICTABICHUS;

2) NTOKYMEHT WJIK COBOKYITHOCTb JOKYMEHTOB, OTHOCSIIUXCS K OJHOMY BOIIPOCY WJI YYACTKY
JIESITEIbHOCTH, TOMEIIEHHBIX B OTACIBbHYIO 00J0KKY;

3) 3anuchk nHGOPMAITUU Ha PA3IMYHBIX HOCUTENSIX 110 YCTAHOBIICHHBIM ITPaBUIaM;

4) TOKYMEHTBI, KOTOPBIE COCTABIISIOTCS, UCTIOMHSIOTCS, XPAHITCS B pAMKaX CaMOro
MNpCaApuiATUS U HC BBIXOOAT 3a €TI0 IMPEACIIbI.

3aganue Ne 2
Bonpoc:

Howmenkmarypa gen — 3to

Buibepume ooun uz 4 eapuanmos omgema:

1) o0s3aTenpHBIA 21eMEeHT 0pOopMIIeHHS OPUIINAIBHOTO T0KYMEHTA;

2) TOKyMEHTBI, KOTOPBIE COCTABJISAIOTCS, UCIIOMHSIOTCS, XPaHITCS B paMKax caMoOro
HPEATIPUATHS U HE BBIXOJAT 3a €T0 MPEAebl;

3) cucteMaTU3UPOBAaHHBIN MepeueHb HAMMEHOBAHUI Jel1, 3aBOJIUMBIX B OpraHU3aLUH, C
yKa3aHHEeM CPOKOB MX XpaHEHHUs, OPOPMIICHHBII B yCTAHOBICHHOM HOPSIIKE;

4) TOKyMEHT, OTHOCSIIMICS K OJHOMY BOIIPOCY WJIM YYacTKY J€ATeIbHOCTH, IOMELICHHBIN B
OTZICTILHYIO OOJIOKKY.

3apanme Ne 3
Bonpoc:

dopmMupoBaHUEM JIella Ha3bIBACTCS

Bvibepume ooun uz 3 éapuanmos omeema:

1) COBOKYITHOCTB JIOKYMEHTOB (B OTACIBHBIX CITy4asiX — JOKYMEHT), OTHOCSIINXCS K OJHOMY
BOIIPOCY UJIK YYACTKY ACATCIBbHOCTU, IOMCHICHHBIX B OTACIIbHYIO 06J10)KI(y;

2) TpyIIIUpPOBAHKE UCTIOJIHEHHBIX JJOKYMEHTOB B JIEJIO B COOTBETCTBUU C HOMEHKIIATYPOH JIeN U
CUCTCMATHU3allUA JOKYMCHTOB BHYTPU [CJ1A,

3) BIIO’KEHHE B OTJICTBHYIO OOJIOKKY JIOKYMEHTOB (JJOKYMEHTa), KOTOPhIE HAXOATCS B padoTe.

3ananmne Ne 4
Bonpoc:

PaboTa mo popmMupoBaHUIO 1€ COCTOUT U3 CIIEAYIONMINX OTIEPAIIHA:

Buibepume neckonvko uz 4 éapuanmog omeema:

1) pacnipenenenre U packiaaKa UCIIOJHEHHBIX JOKYMEHTOB I10 TIAanKaM (7e1am);

2) pacnpezieNicHHE U PacKiIaKa BceX (MCIOTHCHHBIX M HEUCIIOJIHEHHBIX ) IOKYMEHTOB I10
narkam (ziejam);

3) pacnonoxeHue TOKyMEHTOB BHYTPH JIeJT B ONPEICIICHHOH MOCIIeI0BATEIILHOCTH,

4) opopmieHHE 0OTOKEK JEIT.

3ananme Ne 5
Bonpoc:

@opMHpOBaHUE A€iIa HAYNHACTCS
Buvibepume ooun uz 3 sapuanmos omeema:
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1) cpa3y ¢ Hauana rona;
2) B KOHIIE TO/1a;
3) ¢ cepenuHbI TOJIA.

3aganue Ne 6
Bonpoc:

Pazpemaercs i1 NoAMINMBaTh B 1€JI0 HEUCIIOIHEHHBIE, a TAKXKE MOUIeXKAIIEe BO3BPATy
JIOKYMEHTBI?
Bvibepume ooun uz 2 eapuanmoe omeema:

1) Ma.
2) Her.

3aganue Ne 7
Bonpoc:

B ckoibKUX 3K3EMIUISIpax BKIIOYAIOTCS B JIEJI0 JOKYMEHTHI?
Bvibepume ooun uz 3 eapuanmos omeema:

N1

2)2

3)3

3aganue Ne 8
Bonpoc:

TomnmuHa KaXX10To J1ena He JOJDKHA MPEBBIIIaTh
Bvibepume ooun uz 4 eapuanmos omeema:

1) 150 nucros;

2) 200 nucToB;

3) 250 nucTos;

4) 300 aucToB.

3ananue Ne 9
Bonpoc:

3a Kako# KaJleHAapHbIi roJ] POPMUPYIOTCS B JIEJI0 TOKYMEHTHI?
Bvibepume ooun uz 5 eapuanmoe omeema:

1) onumn;

2) nBa;

3) Tpu;

4) 1sITh;

5) necsTh.

3aganue Ne 10

Bonpoc:

C kakoro MOMeHTa JIeJI0 CUMTAETCS 3aBE/ICHHBIM?

Buvibepume ooun uz 4 sapuanmos omeema:

1) c MOMeHTa BKIIIOYEHHS B HETO MEPBOT0 MCIIOJIHEHHOTO JINCTA;

2) ¢ MOMEHTa BKJIFOYEHHS B HETO MEPBOT0 CO3/IAHHOTO JOKYMEHTA;

3) ¢ MOMeHTa BKJIIOYEHHSI B HETO BCEX HCIIOTHEHHBIX JOKYMEHTOB;

4) ¢ MOMEHTa BKJIFOYEHHS B HETO BCEX CO3JJaHHBIX U MOCTYNMHUBIINX JOKYMEHTOB.

3amanme Ne 11

Bonpoc:

OnepaTUBHBIM Ha3bIBACTCS XpaHEHUE JIe] B MECTaX UX (POPMUPOBAHHUS. . .
Buibepume ooun uz 2 eapuanmos omeema:
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1) no nepenaun Ha apXUBHOE XPAHEHUE;
2) mocne nepeiayl Ha apXUBHOE XpaHEHHUE.

3aganme Ne 12

Bonpoc:

Kakue 13 nepeunciieHHbIX HUKE JOKYMEHTOB HEOOXOAMMBI ITPH ITPUEMe Ha PabOTy HOBOTO
COTpyAHHKA?

Buibepume neckonvro uz 10 sapuanmos omseema:

1) npukasz ¢. Ne T-8;

2) pacnopsbKeHue,

3) cnyxebHOE 3a7aHuE;

4) cTpaxoBOE CBUICTENHCTBO FOCYIaPCTBEHHOTO IEHCHOHHOTO CTPaXOBaHHUS
5) pestome;

6) XapaKTEePHUCTHUKA,;

7) macnopr;

8) TpyIOBYIO KHIDKKY;

9) nokymeHT 00 00pa3oBaHUHY;

10) mOKYMEHTBI BOMHCKOTO y4YeTa.

3aganue Ne 13

Bonpoc:

Kakue 13 nepeunciieHHbIX HUXKE JOKYMEHTOB HEOOXOAMMBI IIPH MEepeBoie PaOOTHUKA?
Bvibepume neckonvko uz 7 éapuanmog omeema:

1) nmnyHOe 3asBIeHNE paOOTHUKA;

2) nokiagHast 3aUCKa PYKOBOJUTENS MOApa3AEICHHUS;

3) oObsACHUTENbHAS 3aMIMCKA PYKOBOAUTEIS MOAPA3ICICHUS;

4) npuka3 ¢. Ne T-5;

5) mpuka3 ¢. Ne T-1,

6) U3MEHEHUE K TPYAOBOMY J10TOBOPY

3apanme Ne 14

Bonpoc:

Kakue 13 nepeuncieHHbIX HUKE JOKYMEHTOB HEOOXOIMMBI IIPU KOMAaHIMPOBAaHUU PaOOTHHUKA?
Bvibepume neckonvko uz 6 éapuanmog omeema:

1) mpukas ¢. T-1;

2) IpOTOKOI;

3) norosop;

4) cnyxebnoe 3aganue ¢. Ne T-10a;

5) npuka3s ¢. T-9;

6) KOMaH/IUPOBOYHOE yIOCTOBEPEHHE

3aganue Ne 15

Bonpoc:

B cKoJIBKUX 3K3eMIUIApax BHIMUCHIBACTCS KOMaHIUPOBOYHOE YI0CTOBEpeHHE?
Buvibepume ooun uz 4 sapuanmos omeema:

1)1,

2) 2;

3) 3;

4) 4.
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3aganue Ne 16

Bonpoc:

KomananpoBouHOE y10CTOBEPEHHE JIOJIKHO PETUCTPUPOBATHCS B KypHaie?
Bvibepume ooun uz 2 éapuanmos omeema:

1) Ha.
2) Her.

3aganme Ne 17

Bonpoc:

Ha xakux npuHATBIX Ha pabOTy COTPYAHUKOB O(hOpMIISIETCS JIMYHOE JIENO0?

Buibepume ooun us 4 sapuanmos omeema:

1) Ha Bcex;

2) MPUHSTHIX HA BPEMEHHYIO paboTy;

3) pabouux ¥ JIMI MJIAJIIIEr0 00CITY)KUBAIOIIIETO MEPCOHAIA;

4) Ha BceX, 32 UCKIIFOYCHUEM NIPUHATHIX HA BPEMEHHYIO pPaboTy, pabOuuX U JIMIl MJIa/IIIEr0
00CITy’KMBAIOIIET0 ITEPCOHANA.

3aganue Ne 18

Bonpoc:

TpynoBast KHMXKKA. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) siBnsieTCsl OCHOBHBIM JJOKYMEHTOM O TPYIOBOM JESATEIBHOCTH U TPYAOBOM CTa)ke paOOTHHKA;
2) SBJISIETCS TOKYMEHTOM, OTPaXKalOIIUM OCHOBHBIE BEXU NPEANPUATHS, OPTaHU3AIIH,
YUPEKICHUS;

3) siByIeTCSl TOKYMEHTOM, B KOTOPOM OTpPaXKeHbI NpaBa U 0053aHHOCTH pabOTHUKA.

3aganmue Ne 19

Bonpoc:

I'te mproOpeTaroT TpynOBbie KHIKKH PAOOTHUKH, Y KOTOPBIX UX HET?
Buvibepume ooun us 3 sapuanmos omeema:

1) B MarasuHe;

2) y paboTtomarerns;

3) y crieKkynsHTa;

3apanmue Ne 20

Bonpoc:

TpynoBoit 10oroBop — 310

Buvibepume ooun uz 3 sapuanmos omeema:

1) MOKyMEHT, MPeICTaBIISIONINI COO0M COTJIallieHne CTOPOH 00 YCTAaHOBJICHUH U PETYITUPOBAHUHT
KaKHUX-TTM0O0 OTHOILICHUI;

2) NTOKYMEHT, PUKCUPYIOLIUII COrylallieHle CTOPOH 00 YCTaHOBJIEHUH TPYIOBBIX
IIPABOOTHOLIEHUH U PETYJIUPYIOLIUX HX;

3) AOKYMEHT, COCTABJICHHBIM HECKOIBKUMU JINLIAMU JJIs1 OJATBEPKIEHUSI YCTAaHOBIIEHHOTO
(dakTa, COOBITHS, NECHCTBUSA.

3aganue Ne 21

Bonpoc:

B ckonbKuX 3K3eMILIApax COCTABIIAIOTCS TPYJAOBBIE TOTOBOpa?
Buibepume ooun uz 4 sapuanmos omeema:

1) 1;

2) 2;

3) 3;

4) 4.
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3apanme Ne 22

Bonpoc:

Perucrpanus — aro...

Buvibepume ooun uz 3 eapuanmos omeema:

1) 3anmMCh y4eTHBIX JaHHBIX O JOKYMEHTE 110 YCTaHOBJIEHHOH (hopme, pukcupyromen GakT ero
CO3JIaHMsI, OTIIPABICHUS W OJTYUYCHHUS;

2) obecrnieueHre CBOEBPEMEHHOTO 1 KAU€CTBEHHOT'O MCIIOJIHEHUS TOPYUEHUHN U pelIeHUs
BOIIPOCOB;

3) oTOOp NTOKYMEHTOB Ha TOCYJapPCTBEHHOE XPAaHEHUE WIIM YCTAHOBJICHUE CPOKOB MX XPaHECHUS
Ha OCHOBE MPUHSATHIX KPUTEPHEB.

3apanme Ne 23

Bonpoc:

CKOJIBKO pa3 IOJKHBI PETUCTPUPOBATHCS TOKYMEHTHI?
Buvibepume ooun uz 4 eapuanmos omeema:

1) 1;

2) 2;

3) 3;

4) 4.

3apanue Ne 24

Bonpoc:

Kakwue BubI peructpanun ObIBatoT?

Bvibepume neckonvko uz 5 éapuanmog omeema:
1) TeTpanHas;

2) xKypHaJlbHas;

3) KHIDKHAS;

4) xapTouHas;

5) KOMIBbIOTEPHAS.

3aganue Ne 25

Bonpoc:

KTo ocymiecTBiasieT KOHTPOJIb 32 UCIIOTHEHUEM JOKYMEHTOB?
Buvibepume necxonvko uz 6 eapuanmos omeema:

1) pykoBoauteny;

2) 3aMeCTUTENIN PYKOBOAUTEIIS;

3) cnenuanbHbIe CTPYKTYPHBIE MOAPA3ICICHHUS,;

4) paOOTHHUKH CITY>KOBI JIEJIOPOU3BO/JICTBA;

5) camu paOOTHUKH;

6) cekperapu.

3aganue Ne 26

Bonpoc:

Kamnoba — 370...

Bvibepume ooun uz 3 eapuanmos omeema:

1) oOparnienue rpaXaaH Mo TMOBOAY peaTu3alliy JMYHBIX ITPAB MIIM 3aKOHHBIX HHTEPECOB, HE
CBSI3aHHBIX C HAPYILIEHWEM 3TUX NPaB U HHTEPECOB;

2) oOpaliieHusl B COOTBETCTBYIOIIKE Toc. Mnu oO1ecTBeHHbIE OpraHbl, Ha NPEANpUITUs, B
YUpEKACHUS, OpraHu3aluu, GUPMBI U K TOJDKHOCTHBIM JIMLIAM, COZIeprKallue HJIeH 110
COBEPILICHCTBOBAHHIO PA3IMYHBIX CEp ACITEIHHOCTH, OPraHOB BIACTH H YIIPABJICHUS,
NpEANpUATHIA, OpraHu3aluii GupM, He CBA3aHHBIE C HAPYIICHUEM MIPaB U 3aKOHHBIX HHTEPECOB
CaMoTO IrpaXK/1aHNHA;

3) obparenue B roc. JInbo ob1ecTBEHHBINH OpraH Ui K JIOJDKHOCTHOMY JIMILY IO IOBOAY
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HapyIIEHUS MTPaB U OXPaHIEMbIX 3aKOHAMH WHTEPECOB KOHKPETHOTO JIUIA, 0OIIECTBEHHON
OpraHu3aluy, NPEAIPUATHS.

3apanmue Ne 27

Bonpoc:

Kakwne n3 mepeunciieHHbIX JOKYMEHTOB OTHOCSITCSI K TMChbMEHHBIM O0paIeHusIM Tpakian?
Buvibepume neckonvko uz 7 eapuanmos omeema:
1) koMmaHAMPOBKA;

2) xxanoba;

3) 3asBieHUE;

4) MuchHMO;

5) npeasioKeHHeE;

6) TOBEPEHHOCTH;

7) pacniucka.

OtBeTnI:
Bepnsiii otBer (1 6.): 2;
Bepnwiii otBer (1 6.): 3;
Bepnsiii otBer (1 6.): 2;
Bepnsie otBetsl (1 6.): 1; 3; 4;
Bepnsiii otBer (1 6.): 1;
Bepnwiii otBer (1 6.): 2;
Bepnsiii otBer (1 6.): 1;
Bepusiii otser (1 0.): 3;
Bepnsiii otBer (1 6.): 1;
10 Bepusiii otser (1 6.): 1;
11. Bepusiii otBeT (1 0.): 1,
12. Bepusie otethl (1 6.): 4; 5; 6; 7; 8; 9; 10;
13. Bepusie oteTsI (1 6.): 1; 2; 4; 6;
14. Bepusie oteThI (1 6.): 4; 5; 6;
15. Bepnwrii otBet (1 6.): 1;
16. BepHnsrii oteT (1 6.): 1;
17. Bepnwsrii otet (1 6.): 4;
18. Bepwsiii otBeT (1 6.): 1;
19. Bepnsrii otBer (1 6.): 2;
20. Bepnsrit otser (1 6.): 2;
21. Bepnsrit otBet (1 6.): 2;
22. Bepusriii otert (1 6.): 1;
23. Bepnsrii otBet (1 6.): 1;
24. Bepusbie otBeTsl (1 6.): 2; 4; 5;
25. Bepnsie otBethl (1 6.): 1; 2; 3; 4; 6;
26. Bepnsrii oter (1 6.): 3;
27.Bepubie otBetsl (1 6.): 2; 3; 5;

©CoNo~WNE

M 5 3
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MatepuaJbl 1 NPOBEACHUS IPOMEKYTOYHON AaTTeCTAIUU

CrenuajbHOCTD <(Cekpemapb-MamuHucha»

Jucuuniauna «/[enosas Kyiomypa»

I'on o0Oyuenus: nepewiii
Hoayroame /

Ileparor nonoJHUTEJIBLHOTO 00pa3oBanus bensixkosa O.B.
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MatepuaJibl il MPOBEICHHUS 3a4eTa M0 JUCHUILITINHE
«JlesioBast KyJbTypa»

1. 3ager npoBoaUTCA B (hOpME IEKTPOHHOTO TECTUPOBAHUS B KOHIIE | mosryrousi.
2. Matepuaisl K 3a4€Ty JIaHbI B IPHIIOKEHUH 1.

3. Kputepuu onieHuBaHus:

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

oTMeTKa «4» - He MmeHee 70% MpaBUIbHBIX OTBETOB;

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

ITemaror
JOTIOTHUTENHHOTO 00pa3oBaHUs bensakosa O.B.
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I[MPUJIOXEHME 1

JEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

OcreTuka — 3T0...

Bvibepume ooun uz 3 éapuanmos omeema:

1) akamemudeckass ¥ MPHUKIAJHAS HayKa O TIOBEJACHWU M TCHUXUYECKUX IMPOIECCaX B MCHXUKE
JHOCH M )KUBOTHBIX;

2) Hayka, u3yyarouas Haubosee o0IKe CYIECTBEHHbIE XapaKTEPUCTUKU U (yHIaMEHTalIbHbIE
IPUHIMIBI pEaIbHOCTU M MTO3HAHUS, ObITHS YeJI0BEKa, OTHOLICHHUS YeJI0BEKa U MUPa;

3) HayKa 0 YyBCTBEHHOM ITO3HAHHH, TOCTUTAOIIEM M CO3JIAI0IIEM ITPEKPACHOE U BHIPAYKAIOIIEMCS
B 00pa3ax UCKyCCTBa.

3ananue Ne 2
Bonpoc:

OTHKaA — 3TO...

Buibepume ooun uz 3 sapuanmos omeema:

1) cuctema BO33peHUIl Ha KU3HEHHOE HAa3HAUCHUE YEIOBEKA, OXBATHIBAIOIIAS MOHITHUS A00pa U
3714, CIIPABEIJIMBOCTH, COBECTH, CMBICIIA KU3HH,

2) cuctemMa HOPM HPaBCTBEHHOT'O MOBEICHHUS YeJIOBEKa, OOIIECTBEHHON MM MPOQECCHOHATBHON
TPYIIIIBI;

3) cuctema Mo3HAHUH, MOCTUTAIOIIUX U CO3MAOIINX MPEKPACHOE U BHIpAXKAIOUINXCA B 00pa3ax
HCKYCCTBA.

3apanme Ne 3
Bonpoc:

OTHKET — 3TO...

Buvibepume ooun u3 3 sapuanmos omeema:

1) TpeboBaHuMe 1)1 UICTIOJHEHUS HEKUX YCIIOBUM BCEMHU YYaCTHHKAMU KaKOTO-TMOO TEUCTBUS, 32
BBIMIOJIHEHHE KOTOPOTO NPEyCMOTPEHO MOOLIPEHHE, a 32 HEBBINOJIHEHUE HAKA3aHUE;

2) cucteMa BO33PEHHI Ha )KM3HEHHOE Ha3HAYEHHE YeJIOBEKa, OXBATHIBAIOIIAS TTOHATHS 100pa 1
3J]a, CHpaBC,Z[JII/IBOCTI/I, COBCCTH, CMBICJIA ) KU3HU,

3) HOpMBI U TIpaBUJIa, OTPAKAIOIINE MPEICTABICHUS O JOHDKHOM IMOBEICHUH JII0JIeH B 00IIIECTBE.

3ananmne Ne 4
Bonpoc:

Cmy>keOHBIN ITHUKET — 3TO. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) pe3ynbTaT MIUTETBLHOTO OTOOpa mpaBwi, ¢GopM HamboJee IeIeco00pa3HOro TMOBEACHUS,
KOTOpPOE CII0OCOOCTBOBAIO OBl YCIIEXY B JIEIOBBIX OTHOILICHHSIX;

2) TpeOoBaHUE AJIS1 UCMIOTHEHUS] HEKUX YCIOBUI BCEMU YYaCTHUKAMU Kakoro-imdo NercTBus, 3a
BBITIOJTHEHHE KOTOPOTO MPEAYCMOTPEHO MOOIIPEHHE, a 32 HEBBIINOJIHEHNE HAKa3aHUE;

3) npeanucanue, MPaBUIIO MMOBEICHUS JIIOACH B OOIIECTBE.

3ananue Ne 5
Bonpoc:

Kakwue cymiecTByoT pa3HOBUJHOCTH HOPM ITHKETA?
Bvibepume neckonvko uz 5 éapuanmog omeema:

1) peuesoii;

2) MOBEICHYECKHIA;
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3) SA3BIKOBBIIA;
4) c1yxoBoii;
5) TOJI0COBOMA.

3aganue Ne 6
Bonpoc:

KommyHuKkarwms — 3t0. ..

Buvibepume ooun uz 3 eapuanmos omeema:

1) oco3HaHHas MOTPEOHOCTh, KOTOpas XapaKTEpU3yeT OTHOIICHUE JIIOJCH K TMpeaMeTaMm Hu
SBIICHUSAM JICHCTBUTEIHOCTH, WMEIOIMM JJIsi HHX BaKHOE OOINECTBEHHOE 3HAUYCHHE,
MPUTATATEIIHOCTB;

2) cooOmieHre, BBIPAKEHHOE B KOMIIAKTHOW (opMe U TpenHa3HaueHHOE s OOMeHa
UHpOpMALIUEH MEXTY JTFOAbMU;

3) mporecc oOMeHa wuesMu M WHGOpMAIHMEH MEXIy AByMs W Ooyiee JIFOJAbMH, BEAYIIHH K
B3aUMHOMY ITOHHUMaHHUIO.

3apanme Ne 7
Bonpoc:

Ha xakue BUIbI TOAPA3AEISAIOTCS KOMMYHUKALUN?

Bvibepume neckonvko uz 4 éapuanmog omeema:

1) KOMMyHHKaIIMK Ha OCHOBE MY3bIKJIbHOTO 0OMEeHa WH(pOpMaIHeH;

2) MEXJIMYHOCTHBIE MJT OPraHU3allMOHHbIE KOMMYHHUKAI[MM HA OCHOBE YCTHOT'O OOIEHUS;
3) KOMMYHUKAaIIM1 Ha OCHOBE ITMCbMEHHOTI'0 00MeHa HHPOopMaIeil.

4) KOMMYHHMKaIIU{ HAa OCHOBE TEHUSI.

3aganue Ne 8
Bonpoc:

KoMMyHHKaIIMOHHBIN ITPOLIECC — ATO

Buvibepume ooun uz 3 sapuanmos omeema:

1) cTpaTernueckuii pe3yabTar, Ha KOTOPBIN HANpaBJIeH KOMMYHUKATUBHBIN aKT;

2) mpouecc oomMeHa uH(popMaLHel Mexay ABYyMs WK OoJiee JIt0IbMU;

3) TaKTUYECKUM XOJ, SABJISIFOIIUICS MPAKTHYECKUM CPEJICTBOM JIBMXKCHHS K COOTBETCTBYIOIICH
KOMMYHUKATUBHOM 1IEJIH.

3ananme Ne 9
Bonpoc:

Kaxkue cyiiecTByoT 351eMEHTh KOMMYHUKAIIMOHHOTO Tipoiiecca?
Buibepume neckonvko uz 5 eapuanmos omeema:

1) orripaBuTEN®;

2) cooO1eHue;

3) kanau;

4) momyyaTenb;

5) MoCpeIHUK.

3apanmue Ne 10

Bonpoc:

MeXITMIHOCTHBIC KOMMYHHKAITHH JISJISIT Ha:
Buvibepume neckonvko uz 5 eapuanmos omeema:
1) cnoBecHble;

2) opaTopcKue;

3) BepOanbHbBIC;

4) HeBepOaIbHEIC;

5) NCUXUYECKHE.
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3aganue Ne 11

Bonpoc:

OOmienue — 3710. ..

Bvibepume ooun uz 3 eapuanmos omeema:

1) pe3yabTar AIUTEIBRHOTO OTOOpa mpaBwi, ¢GopM Hambojee Ierecoo0pa3HOro MOBEACHUS,
KOTOpPOE CII0OCOOCTBOBAIIO OBl YCIEXY B JIEIOBBIX OTHOILICHHSIX;

2) cneuuuueckas Qopma B3aUMOJCHCTBHS 4YeJNOBEKa C JAPYrUMH JIOAbMH KaK 4J€HaAMU
oO1ecTBa;

3) HayKa 0 YyBCTBEHHOM ITO3HAHHH, TOCTUTAIOIIEM M CO3JIAI0IIEM ITPEKPACHOE U BHIPAYKAIOIIEMCS
B 00pa3ax UCKyCCTBA.

3aganmne Ne 12

Bonpoc:

Beinenstor cnenyroiye BUbl OOIIEHUS:
Bvibepume neckonvko uz 8 éapuanmos omeema:
1) mxonpHOE;

2) KOHTaKT MacoK;

3) npuMHUTHBHOE OOIIECHUE;

4) popmaabHO-pOJIEBOE OOIIICHHUE;

5) nenoBoe OOIIEHHE;

6) TyXOBHOE;

7) MaHUMYJISTUBHOE;

8) cBerckoe.

3apanme Ne 13

Bonpoc:

JlemoBoe obOmieHue — 370. ..

Bvibepume ooun uz 3 éapuanmos omeema:

1) oOmen nHbopMaIreit Ipu MOMOIIIH SI3bIKA UITH )KECTOB;

2) MEXJIMYHOCTHOE OOIIEHHE C IENbI0 OpraHW3alid W ONTHUMH3AIMU TOTO WM MHOTO BHJA
MPEIMETHON JEATEIbHOCTH: MPOU3BOIACTBEHHOM, HAYYHOH, KOMMEPUYECKOM, YIIPaBICHUECKON U
T.JI.

3) yCTaHOBJICHHBIN TTOPSJIOK MOBEICHUS B chepe OM3Heca U IeTOBBIX KOHTAKTOB.

3apanme Ne 14

Bonpoc:

JlenoBoil 3TUKET BKIIIOYAET B ce€0sl ClIeyIOIINE IPYIIIbI PaBUIL:

Bvibepume neckonvko uz 3 éapuanmog omeema:

1) HOpMBI, nelicTByromue B cepe OOLIEHHS MEXKIY PaBHBIMH IO CTAaTyCy, WIEHaMH OJIHOTO
KOJUIEKTUBA (TOPU30HTAJIBHEIE);

2) mpaBuJia MOBEICHUS MEX1Y MPOCTHIMU TPaK/IaHAMU;

3) HacTaBiIeHMs, ONPEICIAIONIME XapakTep KOHTAKTa PYKOBOJIUTENS U TMOJYMHEHHOTO
(BEpTHKATIBHBIC).

3aganue Ne 15

Bonpoc:

Bep0OanbHoe obmienne — 371o0. ..

Buibepume ooun uz 3 eapuanmos omeema:

1) KOMMYHHMKaIIMOHHOE B3aHMMOICHCTBIE MEXly MHANBUIAMH 0€3 HCIIOIB30BAHUS CIIOB;

2) mporiecc yCTaHOBIICHUS M TTOJICPYKAHHS IIEJICHAIIPABICHHOT 0, IIPSIMOT0 WITH OTIOCPEI0OBAHHOTO,
KOHTaKTa MEKy JTFOIbMU TPU TIOMOIIIH SI3BIKA;

3) KOMMYHHKAIIMOHHOE B3aMMO/ICHCTBHE MEX/Ty WHAUBUIAMHU C TIOMOIIBIO TEJA.
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3apanue Ne 16

Bonpoc:

K HeBepOampHOMY OOLIICHHUIO OTHOCHT:
Buvibepume necxonvko uz 7 eapuanmos omeema:
1) B3ruISI M,

2) MUMHUKY;

3) no3sl;

4) XKecCThl;

5) crnosa;

6) BbIpaXXCHHE JUIIQ,;

7) TeMOp.

3apanme Ne 17

Bonpoc:

[Toxg uMumKeM cekpeTaps moapa3yMeBaeTCsl. . .
Buvibepume necxonvko uz 8 eapuanmos omeema:
1) onpsATHBINA, HE OPOCKUI BHEILIHUH BUJ;

2) MaHepa 0/1eBaThCH;

3) yMeHHUE BHITJISACTD K MECTY,

4) yMeHue JepKaThCs B 1€TOBOM 0OCTaHOBKE;
5) npaBUIIBLHO MOJIB30BATHCS CBOMM TEIIOM;

6) yMEHUE «IoAaThy ceds;

7) npodeCCUOHATIbHBIN CTUIIH OOIICHUS;

8) BHATHYIO U TAKTUYHYIO PEUb.

3aganue Ne 18

Bonpoc:

Ha xakue yacTu MOKHO YCJIOBHO pa3JIeiuTh paboTy Jr000ro cekperaps?
Buvibepume neckonvko uz 4 eapuanmos omeema:

1) paboTa ¢ JOKyMEHTaMH;

2) paboTta opraHu3aIMOHHAs;

3) paboTa qUCTaHIIMOHHAS;

4) paboTta pacropsIuTeIbHAS.

3apanme Ne 19

Bonpoc:

UTo0Bl 1OCTUYHL BBHICOKOTO YPOBHSI KBaJIM(PUKALMK, KAKUMH KauyecTBaMM JOJKEH 00JianaTh
CeKpeTapb?

Buvibepume neckonvko uz 3 eapuanmos omeema:

1) nenoBeIMH;

2) THYHBIMU,

3) opraHu3aToOpCKUMH.

3apanue Ne 20

Bonpoc:

K nenoBwiM KauecTBaM cekpeTapsi OTHOCSTCS:
Buvibepume necxonvko uz 8 sapuanmos omseema:

1) opraHu3aTOpCKUE KauecTna,

2) MyHKTYaJbHOCTh, HCTIOJIHUTEIILHOCTD;

3) npeaaHHOCTh (hUpPMeE, COXpaHEHHE CIYKEOHOM TailHBbI;
4) npeBUICHHE;

5) TAKTHYHOCTH, TUIUIOMATHYHOCTH;
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6) MHUIIHATUBHOCTH, CAMOCTOSTEIILHOCTD;

7) OTBETCTBEHHOCTD, HAJEKHOCTD, 3()(HEKTHBHOCTH;
8) mpodeccroHanbHbIC HABBIKH;

9) moaXaaTuMCTBO.

3aganue Ne 21

Bonpoc:

K nudHBIM KadecTBaM ceKpeTapsi OTHOCSTCS:
Buibepume neckonvko uz 6 eapuanmos omeema:

1) yMeHHe aganTupoBaThCs;

2) 1€eHUBOCTH;

3) 10003HATEIbHOCTD;

4) BHELIHUN BUJI;

5) BEXKIIMBOCTB, JIFOOE3HOCTD, I00POIKEIATEIIHHOCTD;
6) KOMMYHHKAOEIbHOCTb.

3apanme Ne 22

Bonpoc:

st Gonee 3ppexTuBHOI paboOTh cekpeTapst HEOOXOIUMO. ..

Buvibepume ooun uz 3 sapuanmos omeema:

1) mepes KaxIpIM MEPOTIPUATHEM TIEPECIPAIINBATE PYKOBOJIUTEIS, KOT/Ia OHO COCTOUTCS,
2) cocTaBIATh TUIaH pabodero AHS;

3) 0063BaHMBAThH IOCETUTEIICH U MIPUTJIANIATE UX.

OtBeTbI:
1) Bepnsiii otBer (1 6.): 3;
2) Bepusiii otet (1 6.): 2;
3) Bepnsiii otBer (1 6.): 3;
4) Bepunsiii otBeT (1 6.): 1;
5) Bepnsie otBethI (1 6.): 1; 2;
6) Bepnsriii otBeT (1 6.): 3;
7) Bepnbie otBetshI (1 6.): 2; 3;
8) Bepmnsrii otBet (1 6.): 2;
9) Bepnsie otBetsi (1 0.): 1; 2; 3; 4;
10) Bepnsie otBetsl (1 6.): 3; 4;
11) Bepnsriii oter (1 6.): 3;
12) Bepnsbie otBetsl (1 6.): 2; 3;4;5;6;7; 8;
13) Bepnsriii oter (1 6.): 2;
14) Bepnsie otBetsl (1 6.): 1; 3;
15) Bepnsrii otBet (1 6.): 2;

16) Bepusbie otBetsl (1 6.): 1;2; 3;4;6; 7;

17) Bepnbie otBetsl (1 6.): 1;2; 3;4;5;6;7;8;
18) Bepnsie otBetsl (1 6.): 1; 2;

19) Bepnsie otBetsl (1 6.): 1; 2;

20) Bepnsie otBetsi (1 6.): 1;2; 3;4;5; 6; 7,
21) Bepnsbie otBetsl (1 6.): 1; 3; 4; 5; 6;

22) Bepnsiit otBet (1 6.): 2;
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MarepuaJbl 11l MPOBEICHUS MPOMEKYTOUHOM aTTEeCTALMH

CnenuaabHocTb « Cekpemapb-MauuHuCmKa»

Jucuuniauna «/[lenosas Kyismypay

I'on oOyuenus: nepswiu
Hoayromue 2

Ilexaror nomotHUTEILHOTO 00pa3oBanms beraxosa O.B.
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MarepuaJbl 1Jis IPOBeeHHUS 3a4eTa M0 M CIUIIHHE
«JlesioBast KyJabTypa»

1.3aueT npoBoauTCS B opMeE 3JIEKTPOHHOTO TECTUPOBAHUS B KOHLIE 2 MOJIYTOAMS.
2.Marepuaibl K 3a4eTy JaHbl B IPUIIOKECHHUH 1.

3.Kpurepuu onieHuBaHUs:

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

oT™MeTKa «4» - He MmeHee 70% MpaBUIIbHBIX OTBETOB;

OoTMeTKa «3» - He MeHee 50% npaBUIbHBIX OTBETOB;

Ilemaror
JOTIOTHUTEIHHOTO 00pa30oBaHUs bensakosa O.B.
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I[MPUJIOXEHME 1

JEKTPOHHBIN TECT

3aganue Ne 1
Bonpoc:

OO1enue — 370...

Bvibepume ooun uz 3 eapuanmos omeema:

1) pe3ynbTaT IIUTENHHOTO 0TOOpa MpaBui, GopM HanboJIee 1eIeco00pa3HOro MOBEACHUS,
KOTOPOE CITOCOOCTBOBAIIO ObI YCIIEXY B JI€JIOBBIX OTHOILICHHSIX;

2) HayKa O YYBCTBEHHOM ITO3HAHWH, IIOCTUTAOIIEM U CO3/IA0IIEM MPEKPACHOE U
BBIpaXKaIoIeMcs B 00pa3ax UCKYCCTBa;

3) ciennduyaeckas opma B3aMMOICHCTBHS YETIOBEKA C IPYTUMU JTFOJIbMU KaK YWICHAMH
o01ecTBa.

3ananue Ne 2
Bonpoc:

JenoBoe ob1eHue — 31o. ..

Bvibepume ooun uz 3 eapuanmoe omeema:

1) HayKa 0 4yBCTBEHHOM [1O3HAHUH, [IOCTUTAIOIIEM M CO3/A0LIEM ITPEKPACHOE U
BBIpaKaroOIEeMcsl B 00pa3ax HCKYCCTBA;

2) pe3ynbTaT JUIMTEIBHOr0 0TOOpa npasuil, popM Hanbosee 1eaecoo0pa3Horo MoBeIeHus,
KOTOPOE CIIOCOOCTBOBAJIO OBl YCIIEXY B JIEIOBBIX OTHOILCHUSIX;

3) CoKHBII MHOTOIIAHOBBIH MPOIECC Pa3BUTHSL KOHTAKTOB MEXAY JIIOAbMHU B CIIY>KEOHOMH

chepe.

3apanme Ne 3
Bonpoc:

TenedoHHBIE Pa3TOBOPHI MOKHO YCIIOBHO pa3/IeiuTh Ha...
Bvibepume neckonvko uz 4 éapuanmog omeema:

1) cmyxeOHbIE;

2) aKTUBHEIE;

3) maccuBHBIC;

4) nu4HbIe.

3aganune Ne 4
Bonpoc:

TenedoHHbIN pa3roBop BKIOYALT B ceOs cremyromme (hasbl:
Buvibepume neckonvko uz 9 eapuanmos omeema:

1) IIpuseTcTBUHE.

2) B3zaumornpeacTaBieHue.

3) [loxenanue XOpOIIETO HACTPOCHHUS.

4) CooOrieHue 1ey 3BOHKA.

5) O6cyxnenue cyuiecTBa npoOaemMbl WK Mepeaipecalysi pa3roBopa.
6) BrisicHeHHE OTHOIICHMIA.

7) [logBeneHue UTOTOB.

8) BripaxeHue MpU3HATEIbHOCTH.

9) [Ipomranwue.

3apanme Ne 5
Bonpoc:

Yro BXOAHUT B 0053aHHOCTH CCKpETaps IIpu NpUcMe 3BOHKOB?
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Bvibepume neckonvko uz 5 eapuanmoe omeema:

1) [Tpuem TeneOHHBIX BEI30BOB.

2) OTBeT abOHEHTaM.

3) ®unbTpanyus BI30BOB.

4) CoeauHeHnue npu HEOOXOIUMOCTH PYKOBOIUTEIIS.
5) Her npaBuibHOTO OTBETA.

3ananue Ne 6
Bonpoc:

Yro 00s3aTenbHO HAJ0 31K CaTh P TeIePOHHOM 3BOHKE?
Bvibepume neckonvko uz 5 eapuanmoe omeema:

1) laTy u Bpems 3BOHKa.

2) ®.1.0. u 101KHOCTD 3BOHUBILIETO.

3) HsieHOB ceMbH 3BOHUBIIIETO.

4) I1o xkakoMy HOMepY ME€PE3BOHUTH U KOTI'/1a.

5) Cytb cooOrieHus.

3ananme Ne 7
Bonpoc:

Uro BKITIOYAET B ce0s MOHATUE «CETUKET»?

Buvibepume ooun us 3 sapuanmos omeema:

1) HopMbI 1 nipaBuIia oBeICHUS JTIO/ICH B OOILIECTBE.

2) IIpaBuiia nenoBOM AIEKTPOHHON MTEPEITUCKH.

3) Cuctemy HOpM HPABCTBEHHOT'O MOBEJICHUS YEIIOBEKA WITH TPYIIIIBI JTFOACH.

3ananue Ne 8
Bonpoc:

BusurtHasa kapToyka — 3710...

Buvibepume ooun us 4 sapuanmos omeema:

1) BXOJAIIHI TOKYMEHT, HCTIOIh3YEMbIH B TIPOIECCE MTPUEMa FOCTeH;

2) UCXOSIIINMA TOKYMEHT, UCIIOJIb3YEMbIN B MPOIIECCE JICTOBBIX MEPETOBOPOB U IIPHEMa rOCTEH;
3) ucXoAsIui JOKYMEHT, UCIIOJIb3YyEeMbIH B MPOIIECCE ACTOBBIX MEPETOBOPOB;

4) BXOISIINI TOKYMEHT, UCIIOJIb3YEMBI B TIPOIIECCE ACIIOBBIX MIEPETOBOPOB.

3apanmne Ne 9
Bonpoc:

VYKaxkuTe 3a1a4d BUBUTHBIX KAPTOYEK.
Buibepume neckonvko u3 4 eapuanmos omseema:
1) uaopmupoBats;

2) pexIaMHupoBarTh;

3) noaiepKUBaTh KOHTAKTHI,

4) KpUTHUKOBATh.

3aganue Ne 10

Bonpoc:

VYKaxxute BUIbl BU3UTHBIX KAPTOUEK.

Buibepume neckonvko uz 5 éapuanmog omeema:

1) Jlnanas.

2) lenoBas.

3) KapTouka asns cienanbHbIX U MPEACTaBUTEIbCKUX LIEeTIEeH.
4) Kaprouka (pupMbl, IPEANPUATHS, OPTaHU3aIUH, OT/ENA.
5) Her mpaBusibHOTO OTBETA.
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3aganme Ne 11

Bonpoc:

K 0CHOBHBIM 3a/1a4aM JIeTOBOTO COBEIIAHUS OTHOCUTCS:

Buvibepume necxonvko uz 5 eapuanmos omeema:

1) pa3BUTHE B YKPEIUICHUE TIOJUTHKY MPEATPUATHS U IIPOBEICHUE €€ B )KU3Hb;

2) uHTerpalys MepOTPUATUI BCEX OT/IEIOB U CIIYKO0 C y4eTOM OOIIHX 1esiel (UpMBbL;
3) BBISIBJIICHHE U pacyeT KOJUICKTHBHBIX PE3YJIbTATOB;

4) MaccoBOCTh yYACTHUKOB;

5) KOJUIEKTUBHOE PEIICHHE MpobIieM ¢ yaeToM obydaromero sddexra.

3apanme Ne 12

Bonpoc:

Kaxkwne Buabl 1enoBoro oOmeHus ObIBaroT?
Buvibepume necxonvko uz 6 eapuanmos omeema:
1) Gecenpr;

2) neperoBopsl;

3) coBemanus;

4) mocenieHus;

5) myOIUYHBIC BBICTYIUJICHUS;

6) HEeT MPaBUJIBHOTO OTBETA.

3aganme Ne 13

Bonpoc:

[TpoBenenue Geceapl mpeanoiaraeT HATMYUE PsAa 00sS3aTeIbHBIX ITAIOB:
Ykascume nopsiook cnedosanus eécex 5 eapuanmos omseema:

___Hayaio Oecenpl;

___3aBepuieHue 6ecepl;

___ TIpUHSTHE PEIICHHUS,

___o0cyxieHne nmpooJeMsl;

___ TIOATOTOBUTEIHHBIN ITAI.

3aganue Ne 14

Bonpoc:

JlenoBbie coBeIIanus KIACCUPUITUPYIOTCS TI0:
Buvibepume necxonvko uz 8 eapuanmos omeema:
1) xauecTBy;

2) MepuOANYHOCTH (9aCTOTE) MPOBEICHNUS,

3) KOJMYECTBY YYaCTHUKOB,;

4) cTerneHn cTaOMILHOCTH COCTaBa YYaCTHUKOB COBEIIIAHNS,
5) NpUHAAJIEKHOCTH;

6) MacmTabam IPHUBJICYCHUS YIACTHUKOB;

7) MecTy IpOBEJICHHUS;

8) Ha3HAUYEHUIO.

3aganue Ne 15

Bonpoc:

[To mpuHAANIEKHOCTH JIETOBBIE COBELIAHUS OBIBAIOT:
Buibepume neckonvko uz 6 eapuanmos omeema:

1) agMUHHMCTpaTUBHBIE;

2) benepanbHbIC,

3) napTuiiHble;

4) HayyHBIE U HAYYHO-TEXHUYECKUE;
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5) oObeMHEHHBIE;
6) pacuIMpeHHBbIE.

3aganue Ne 16

Bonpoc:

JlenoBoii MpoTOKOI — 3TO. ..

Bvibepume ooun uz 3 eapuanmoe omeema:

1) HayKa 0 4yBCTBEHHOM I103HAHUH, [IOCTUTAIOIEM U CO3/IA0LIEM IIPEKPACHOE U
BbIpaXkaroliemMcsi B 00pa3ax UCKyCCTBa;

2) mpoliiecc B3aUMOCBSI3U U B3aUMOAEHCTBUS, B KOTOPOM IMPOUCXOAUT OOMEH JesITeIbHOCTbIO,
uH(popMaLel 1 ONBITOM, MPEANOIAraloIM JTOCTHKEHUE ONPEIEICHHOI0 pe3yJibTaTa,
peleHre KOHKPETHON MpoOIeMbl WM peau3alfio ONpeaeIeHHOM Lenu;

3) npaBuiia, KOTOpPbIE PErJIAMEHTUPYIOT NOPSAIOK BCTPEY U IPOBOAOB, IPOBEEHHE Oecen u
[IEPEroBOPOB, OPraHU3AIUI0 IPUEMOB, O(DOPMIICHHUE JIEIIOBON NEPENUCKH U T.1I.

3aganue Ne 17

Bonpoc:

OproHomuka — 3710:

Buibepume ooun uz 3 sapuanmos omeema:

1) 30Ha TPyOBOI1 IEATEIBHOCTH COTPYAHHUKA, OCHAIIIECHHAS HEOOXOIUMBIMHU CPEIICTBAMU IS
BBIINOJIHEHHUS TOJKHOCTHBIX 00S3aHHOCTEMH;

2) Hay4yHasl AUCLUUILINHA, U3YYarOIIas TPYA0BbIC MPOIECCHI C IENIbI0 CO3MaHUS ONTUMAIbHBIX
YCJIOBUH TPY/a;

3) 3TO COBOKYIMHOCTH (haKTOPOB MPOM3BOJICTBEHHOM CPEJIbl, OKAa3bIBAIOIIUX BIUSHUC HA
paboTOCTIOCOOHOCTD U 37I0POBhE YEIOBEKA B MPOIECCE €T0 ASATCIbHOCTH.

3apanme Ne 18

Bonpoc:

Uto Takoe uHtepbep?

Bvibepume ooun uz 4 éapuanmos omeema:

1) aTO BHYyTpEHHEE MPOCTPAHCTBO 3/IaHUS WY MTOMEIICHHS B 3/1aHUU (BeCTUO0JIb, KOMHATA,
3a);

2) 3TO mpaBuJia OBE/ICHHUS B J€JIOBBIX, CIIY>KEOHBIX OTHOLLIEHUSX;

3) 3T0 mpeaMeThl 00KX0/1a, CIYKAIIUe TS ISKAHUS, CUACHUS, XpaHEHUS BEIIeH U T.I1.;

4) 3T0 COOpYKEHHUE, MECTO, B KOTOPOM OOHMTAIOT JIFOIN MJIH KUBOTHBIC.

OtBeTbI:

1) Bepnsiii otBer (1 6.): 3;
2) Bepusiii otBet (1 6.): 3;
3) Bepusie otBetsI (1 0.
4) Bepusie otBeTsI (1 6.
5) Bepnsie otBeTtsI (1 0.
6) Bepurie orBeTsl (1 0.
7) Bepnsriii otBet (1 6.): 2;
8) Bepusriit oter (1 6.): 2;
9) Bepnsbie otBetsl (1 6.): 1; 2; 3;
10) Bepusie otBets (1 6.): 1; 2; 3; 4;
11) Bepnsie otBetsl (1 6.): 1;2; 3; 5;
12) Bepnsie otBets (1 6.): 1; 2; 3; 4; 5;
13) Bepnsie otBetsl (1 6.):

2,

5;

2;3;

1;2;4;5;
1;2;3;4;
1;2;4;5

7, 8;9;

):
):
):
):

5 2

2
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4;
3
1;
14) Bepusbie otBetsl (1 6.): 2; 3;4; 5;6; 7; 8;
15) Bepusbie otBetsl (1 6.): 1; 35 4; 5;
16) Bepnsrii oter (1 6.): 3;
17) Bepusrii oter (1 6.): 2;
18) Bepnsrii oter (1 6.): 1;

9 2
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JK3aMEHAIMOHHbIE MATEPHAJIbI JJISI IPOBEACHUS UTOTOBOM
arrectaunu B 2023-2024 yuyeOHOM roay
BbINIYCKHUKOB, 00y4aI0IIMXCS M0 IPOrpamMmme
npodeccuoHAJIBLHON MOATOTOBKH 10 J0JXKHOCTH CJIyKalIero

26353 «CekpeTapb-MaIIMHUCTKA)
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[NPMJIOXEHUE E.1
TEOPETHUYECKAA YACTD

Tembl IPOEKTHBIX padoT

DJNEeKTPOHHBINA JOKYMEHTOOOOPOT: JOCTOMHCTBA U HELOCTATKU.
[Tpunoxenus ans paboThl C JTOKYMEHTaMHU C MOOMJIBHBIX YCTPOICTB.
Jlenonpon3BoACTBO Kak HayKa U €€ CBS3b C IPYTMMH HayKaMHu.
[IpoGnembl OpraHu3aluy TEKYIIEro XpaHEeHUs JOKYMEHTOB.
Opranuzanus 1 npoBeieHne KoH(pepeHIui.

Buggsr SHGKTpOHHOf/'I IOAIIUCH, CIIOCOOBI €€ MOJIy4YCHHS, HPUMCHCHUA U 3allIUTHI.


https://zaochnik.com/lenta_rabot/prilozheniya-dlya-raboty-s-dokumentami-s-mobilnyh-ustroystv-2157022/
https://zaochnik.com/lenta_rabot/deloproizvodstvo-kak-nauka-i-ee-svyaz-s-drugimi-naukami-260538/
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ITPAKTUYECKASA YACTD

bunem Ne 1
1. Odopmienue nucbma.
bunem Ne 2
1.Odopmnenue akra.
bunem Ne 3
1. OpopmiieHne cxemsl.
bunem Ne 4
1. Opopmiienune nuarpammsl B MS Word.
bunem Ne 5

1. OopmiieHne BBIMUCKH U3 NIPUKA3a [10 OCHOBHOMU JESITEIbHOCTH.

Bunem Ne 6

1. OpopmiieHne 1OKHOCTHON UHCTPYKIIUH.

bunem Ne 7

1. OdopmiieHue cripaBKH.
bunem Ne 8

1. OdopmiieHre pyKOTTMCHOTO TEKCTA.
bunem Ne 9

1. Odopmiienue TeraehoHOTpaMMBI.
bunem Ne 10

1. Odopmienue Tadbmmmpl B MS Word.
bunem Ne 11

1. Odopmienue quarpammel B MS EXcel.
bunem Ne 12

1. Odopmitenue Tabmuisl B MS Excel.
bunem Ne 13

1. OdopmiieHne mpoToKoIa.
bunem Ne 14

1. Odpopmnenue ykazanus.
bunem Ne 15

1. Odopmiienre paciopsHKEHUS.

Bunem Ne 16

1. OdopmiieHue 3asBiIeHUS B BUJIE A0JIOHA.

Bunem Ne 17

1. OdopmiieHre pe3eHTauH.

[MPUJIOXKEHUE E.2



184

bunem Ne 18

1. Odopmienue npukasza Mo OCHOBHOM J€SITEIBHOCTH.
bunem Ne 19

1. Odopmiienue TOKIAAHOI 3aMUCKU.
bunem Ne 20

1. Odopmnenue norosopa.
bunem Ne 21

1. Odopmiienune pacucKy.
bunem Ne 22

1. OpopmiieHne 0ObSICHUTETLHON 3aMHUCKH.
bunem Ne 23

1. OdopmiieHue BHITMCKH U3 IPOTOKOJIA.

I[IpakTHyeckue 3a1aHUA

Od¢opmure 10KHOCTHYI0O HHCTPYKIHIO.

Axnmonepnoe obmectBo «3Hanue» JOJKHOCTHASA MHCTPYKIHUSA 00.00.0000 Ne 00
koppekropa YTBEPKIAI 3as.o6mum otaenom W.II.Cmupnosa 00.00.0000 1. OG6mwue
nonoxenus. 1.1. Koppektop siBisiercss pabOTHUKOM, OCYIIECTBIISIOIUM CUATKY OTIIEYaTaHHOTO
matepuana. 1.2. Koppexkrop HemocpeacTBEHHO HoauuHeH... 1.3. Ha noimkHOCTH KOppekTopa
Ha3HAyYaloTCs JIMLA, UMEIIMe cpeaHee obOpa3oBaHue... 2. OCHOBHbIE 3a7aud U (YHKIMH.
2.1. OcHoBHOH 3ajauel KoppekTopa sBisercs... 2.2. s UCHOoiIHEHMs] yKa3aHHOW 3ajauu...
3. O6s3annoCTH. 3.1. JI71s1 BBITTOJTHEHHS BO3JIOKEHHBIX HA HEro (PYHKIIMH KOPPEKTOp 00s3aH...
4. IlpaBa. 4.1. Koppektop umeer mnpaso... 5. OterctBeHHocTh. 5.1. Koppekrtop Hecer
OTBETCTBEHHOCTH. .. Hauanbuuk kanuensapun C.B.IletpoBa C mHCTpyKIIHME 03HAKOMIIEH

Odopmure gorosop.

OObmecTBo ¢ orpanudeHHOH oTBeTcTBeHHOCTHIO «I[IpubGop» AOI'OBOP 00.00.0000 Ne 00
MockBa OOGIIECTBO ¢ OTPaHMYCHHON OTBETCTBEHHOCTHIO «[Ipnbop», NMeHyeMas B HajbHEHUIIIEM
«IIpennpustuey, B nuue nupekropa Makcumosa A.B., 1eficTByOIIEro Ha OCHOBaHUM Y CTaBa, C
OJIHOW CTOPOHBI, U MEXIIKOJbHBIA Yy4eOHbIH KoMOMHAT KamuHuHCKOTO paiioHa MOCKBBHI,
uMeHyeMbIil B manpHeiieM «KomOunat», B mune aupekropa Kysuernosa A.U., aeiicTByromiero
Ha ocHoBaHuU [lonoxeHus, ¢ OPyroi CTOPOHBI, 3AKIIOUMIN JOTOBOP O HUXKECIEAYIOIIEM:
1. Ipenmpusarue oOszyercs: 1.1. OpranmszoBatb... 1.2. Bectu ywer u peanmszanmio... 1.3.
[TpowsBoauTh oriaty obOydarommmcs... 2. KomOuHaT 00s3yercs... 3. Cropsl Mo HACTOSAIIEMY
noroBopy paspemarrcs... 4. KOpuamueckue ampeca cropon: 4.1. Ilpemmpusitue — 107120,
Mocksa... 4.2. Kom6unat — 110240, Mockga... 5. JloroBop 3akiitoueH CpoKoM... 6. JloroBop
noamnuca B... Jupexrop npennpustus Jupexrop MYK
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Odopmure npukas.

AxuuonepHoe o6mectBo «Jlyna»y ITPUKA3 00.00.0000 Ne 48 Mocksa O BBenenuu MHCcTpyKiuu
[0 JEJIONPOU3BOACTBY B 1ensx CoBepIIEHCTBOBAaHUS pabOThl MO JTOKYMEHTALIMOHHOMY
oOecrieueHnt0 yrpaBieHuss U oOecrieueHus coxpanHoctu nokymeHToB [IPMIKA3BIBALO: 1.
YTBepauTh WHcTpyKkuuio o JIeJIOTIPOU3BOICTBY B AO «Jlynay.
2. Beectu B aelictBue UncTpykuuio no aenonpoussoactsy ¢ 01.00.0000. 3. BeceM cTpyKTypHBIM
noapazaeneHusmM u corpyanukam AO ¢ 01.00.0000 pykoBoCTBOBATHCS IMpaBUiIaMU pabOThI €
JOKYMEHTaMH, 3akperyieHHbIMU B MHcTpykumu mno paenompousBoictBy. 4. Konrtpons 3a
UCIIOJIHEHUEM HACTOSILIEro MpUKas3a BO3JIOXKUTh Ha Moero 3amectutens Eroposa E.E. [lupextop
b.T.BanoB

Odopmure BbINUCKY U3 IPpUKA3a MO 1.3.

AxkuuonepHoe o6mectso «Jlyna»y ITPUKA3 00.00.0000 Ne 48 Mocksa O BBenenun MHcTpykiuu
0 JIETIONIPOU3BOICTBY B 1enx coBepiieHCTBOBaHUS PaOOThI MO JJOKYMEHTALMOHHOMY
o0ecrneueHnIo ynpaniieHus U odecrneuenus: coxpannoctu qokymenToB IIPUKA3BIBAIO: 1.
YrBepaute MHCcTpyKLMIo 1o nenonpou3BoictBy B AO «Jlyna». 2. BBectu B aeiicTBue
Nuctpykuuto no nenonpounsBoactsy ¢ 01.00.0000. 3. BceM cTpyKTypHBIM NOAPA3AETCHUASIM U
corpyanukam 3A0 c 01.00.0000 pykoBOICTBOBATKCS MpaBUJIaMU pabOThI C JOKYMEHTaMH,
3aKkperyieHHbIMU B HCTpyKIMu 1o Aenonpon3BoacTBy. 4. KoHTpob 3a HCHIOTHEHUEM
HACTOSIETO IIPUKa3a BO3JIOKUTE Ha Moero 3aMmecturens Eroposa E.E. lupexrop b.T.MBanos

Odopmurte 00bSICHUTEIBHYIO 3AIIMCKY 00 ONO3JaHUH Ha PadoTy.

Odopmure ykazanue.

00O «Toprossiii Jlom» YKAZAHUE 22.12.2005 Ne 197 MockBa O HazHaueHuU komuccuu Bo
UCTIOJTHEHUE TpHKa3a JUPEKTOpa OOIIEeCTBA C OTPAaHUYCHHON OTBETCTBEHHOCTHIO OT 18 mexabps
2020 r. Ne 88 0 Ha3HAYE€HUW KOMHUCCUU U MIPOBEICHUY MHBEHTApU3AIlMU MaTEPUATIbHBIX CPEJICTB
OBA3BIBAIO: 1. HazHaueHHOMY COCTaBy KOMHUCCUHM 3aKOHYHMTH NMPOBEACHUE WHBEHTAPU3ALUU
MaTepuaNbHBIX cpeAcTB 10 24 suBaps 2021 r. 2. CoOmrogaTh CHEIYIOMUNA €KeTHEBHBIN
pacnopsiiok padotsl komuccun: Havano — 9.00; oxonuanue — 18.00; mepepeiB — 13.00-14.00;
BBIXOJIHbIE JHU — cy00oTa, Bockpecenbe. 3. Ilpencenmarento KOMHUCCHUU TPEICTaBUTH 110
OKOHUaHUM pPAOOTHl aKT WHBEHTApU3ANUU [UIS  yTBepkAcHUS. DUHAHCOBBIA ITUPEKTOP
A.H.Bonoxos

OdopmMure pacnucky Ha moJiy4eHHe OT 3aBX03a KAJIbKYJIATOPA.

Odopmure npeacTaBUTEIbCKYIO MPE3EHTALUIO.

00O «Cser», Tpynurcs 6onee 100 gen., oOpazoBanue, 3apab0OTOK, CIIEIUATUCTHI (IKOHOMUCTHI,
IOPUCTBI, MEHEKEPhI, MAPKETOJIOTH); MPOPUIL — UCCIEIOBAHUE POCCHICKOTO M 3apy0eKHOTO
pBIHKA TOBAapOB U YCIyTr, OKa3aHUE PEKIAMHBIX YCIyT, OKa3aHUE HOPHINYECKOW MOMOIIU B
OpraHu3aINK MPEINPUATHI MaIOTo Ou3HEca, IOPHINIECcKas TOMOIIb HACEICHUIO.




186

OdopmMure BbINUCKY U3 MPOTOKOJIA.

000 «Cget» BBIIIMCKA U3 TPOTOKOJIA 00.00.0000 Ne 00 MockBa 3acenanus npogroma
IIpencenarens — Kysemun WM.K. Cexkperapp — BmacoBa E.M. IlpucyrctBoBanu:
30 uen. (cnucok mnpunaraercs). Ilosectka mgus: 2. O pacnpeneneHUM IMYyTEBOK B JETCKHI
ca"aropuil SAntel. Jloknan 3am.mpencenarens npodproma Uesnesa T.H. 2. CIIYIIAJIN: MesneBa
T.H. — coobmun o BbiaesieHnn MUHUCTEpCTBOM Ha HIOJIb 24 MecTa B IETCKUN caHaTOpui SnThl.
ITOCTAHOBUWJIN: 2.1. ITopyunts Cunnnunoii H.H., nerckomy Bpauy NOJIMKJINHUKH, COCTaBUTh
CIMCKU JeTeW, HYXIAIoUMXCi B caHaTOpHOM pexume. CHHCKM NpeACTaBUTh B MNPOPKOM
00.00.0000 ITpencenarens Cexperaps Beprno Cekperaps C.M.Buacosa 00.00.0000

Od¢opmure T10KIATHYIO 3aAIIUCKY.

VIIPABJIEHUE TIIEPEBO30OK JOKJIIAJJHAA 3AIIMCKA 00.00.0000 I'enepampHOMY
mupektopy OO0 «ITAO» Janmnuny T.11. O nepeBoze Ha NOIKHOCTH B ¢BsA3U ¢ peoprannzanuei
CTPYKTYpbl YIpaBJIEHUS U YKPYITHEHUEM OTAEJIOB MPOUCXOIUT IepepacipeneiacHue yHKIun
corpynHukoB. IIpomy mnepesectu crapmero oskoHomucra C.T.HukomaeBa wu3 oraena
ABTOMOOWJIBHBIX NEPEBO30K B TaMO>KEHHBIN OTZEN C MOCIEIYIOIIUM BHECEHHUEM W3MEHEHUH B
mraTHoe pacnucanue. HayansHuk ynpasnenus B.A.Wnbun

Odopmure TesrepoHOrpamMmy.

MWHNCTEPCTBO MpPOMbIWIIEHHOCTM U ToproBnu P® [upektopy dabpukmn [Nepenana
cekpeTtapb O.H.CuHuuybiHa, Ten.230-00-08 MpuHsana cekpeTtapb A.lN.AHapeeBa, Ten.345-
98-77 TEJIE®GOHOIMPAMMA 00.00.0000 Ne 64 14 4. 15 muH. MNMpeanarato 19 nions k 17
Yacam npubbITb Ha COBELLaHWE MO BOMPOCY O KayeCTBe BblMYCKaeMOW MPOAYKLUUN.
3am.muHuctpa N.T.CemeHoB

Od¢opmure nucbMo.

00O «IIckoBpexkoncTpyknus» Bonxosckuit np., 16, r.Ilckos, 120131. Ten./®akc: (00000)222-
45-56 E-mail: ... OKITIO 00000000 OT'PH 0000000000000 THH 0000000000 KIIIT 000000000
I'enepanbHomy aupexkropy AO «Hecrop» Illaxosy H.B. 130242 Mocksa, yn.Koponesa, 25.
00.00.0000 Ne 00/00 Ha Ne00/00 ot 00.00.0000. O6 m3MeHEHUH NPOEKTa PEKOHCTPYKIIHU.
[leperoBopel ¢ TOAPATIMKOM — JAepeBooOpadaTbiBaOmMM KomMOmHATOM T.Bosmormer —
3agepuruinck 00.00.0000. ITomyueHO NMPUHIMIIMAIBHOE COTTIACHME HA M3TOTOBJIEHUE CTOJISIPHBIX
neTanei s peKOHCTpyKUUU CBSITOrOpCKOr0 MOHACTHIPSI B COOTBETCTBUU C MPEACTABICHHBIMU
Bamu ueprexxamu u cmeTHOM nokyMeHTauuen. @akc ¢ Bamumu nanHsiMu nepenad B Bosoray
JUISL COTJIACOBAaHHUS C TMOAPATYMKOM CPOKOB M YCJIOBUH oOImaThl pabOT COTJACHO CMeETe.
[Ipunoxkenue: cmera pacUEHOK HAa HU3TOTOBIIEHHE CTOJSPHBIX Jerajedl Ha 6 1. B 2 9K3.
I'enepanwubiii nupextop B.I1.Bacuibes CmuprnoB Cemen MBanosuu (00000)443-21-45

Od¢opmure cripaBky.

Yrnoson wrtamn CMNPABKA 00.00.0000 Ne 00 r.Camapa HauvanbHuky TCX «>KnsHb»
Hocosy N.1. O Hannuum ctpormatepuanos Ha cknage Ne 1 Ha cknage Ne 1 umetorca
cnegyowme ctpoutesibHble matepuansl: 1. [locku nonosble - 50 ky6.Mm. 2. MNapkeT - 100
kB.M. 3. JluHoneym - 150 M. 4. Kpacka macnsiHas - 500 kr. 3aB.cknagom C.M.3yeB
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Odopmure akr.

AO «Cset» AKT 00.00.0000 Ne 15 Mockea O nepepade gen byxrantepom pacyeTHOM
kommnccum OcHoBaHue: npukas gupektopa 3asoga oT 00.00.0000 Ne 00 CocrtaeneH
komuccmen B coctase: [Npencenatens: rn.6yxrantep 3aBoga Epmakos T.C. YneHbl
komuccum: 1. byxrantep pacyetHon yactu [lyHkosa A.H. 2. byxrantep CumoHoBa E.B.
B nepnoa ¢ 00.00.0000 no 00.00.0000 komuccus nposena NpoBepKy paboTbl pacyHeTHOM
yacTn. B pesynbTaTe npu caade-npuemke gen ycrtaHosreHo: 1. Bce gena pacyeTHow
YacTu Benucb npasusibHo. 2. No coctosHuio Ha 00.00.0000 Bce pacyeTbl NPOU3BEaEHbI.
3. dokymeHTbl 3a 20__r. xpaHaTca B nankax. CoctaBneH B 3 ak3emnnsipax: 1 ak3. - B
GyxranTeputo 3aBoAa, 2 9K3. - B pacyeTHyl 4yactb, 3 3k3. - B geno. lpeacepatens
komuccum T.C.EpmakoB YneHobl komuccun: A.H.[lyHkoBa E.B.CumoHoBa YTBEPXOAKO
AunpekTop 3aBoga N.®.[lemayes 00.00.0000

Od¢opmure npoToKoJI.

OO0 «Arat» TIPOTOKOJ1 00.00,0000 Ne 16 r.Mbitmwm  3acepaHus
WHBEHTAPU3aLUMOHHOM KOMMUCCUM MaLUMHOCTPOUTENbHOrO 3aBoga [lpeacepartens -
AptembeB A.B. Cekpetapb - [NlopTHoBa B.E. lNpucytctBoBanu: 15 yenoBek (CNMCOK
npunaraetcq) lNosectka gHa: 1. O pesynbTtatax uMHBeHTapmsauuu no ckrnagy Ne 4
BCNoMoraTesnbHbIX MaTepuanoB no coctosHuMio Ha 1 anpens 20 roga. [oknag
rn.6yxrantepa HaruHckoro P.H. 1. CITYLWAJIN: HarnHckoro P.H. - goknaa npunaraetcs.
BbICTYMNWIIN: CtanbHoBa B.I1. - coobwaeT 006 ynoBReTBOPUTESNIbHOM COCTOSAHWUN
NPUXOAHBIX N pacxodHbIX AOoKymeHTax no cknagy Ne 4. CkankuHa A.H. - npegonaraet
NUKBMOMPOBaTb HeOocTaTok BcrnomoratenbHoro matepuana. NMOCTAHOBWUIIA: 1.
PesynbTatel uHBeHTapusaumm no ckrnagy Ne 4 no coctosaHuo Ha 1 anpensa 20 ropa
yTBEpAUTbL. 2. HegocTtady BcnomoraTesnbHbiX MatepuanoB No cknagy B Cymme ... no
rocygapCTBeHHbIM PO3HUYHBLIM LeHaM OTHecCTn 3a cyeT Tepexosou [1.T. Npeacegartens
A.B.AptembeB CekpeTtapb B.E.lMopTHOBa

Odopmure pacnopsizkenue.

OO0 «Toprosbin [Oom» Kommepyeckunn otgen PACIOPAXEHWE 00.00.0000
Ne 000 MockBa O nogrotoBke K y4yacTUO B MexAyHapoAHoOW BbiCTaBke B uensx
NOAroTOBKM K Yy4yacTUO B MexayHapoaHoW BbicTaBke «3JkcnopT-umnopt 0000» B
despane 0000 r. MPEOJIATAKD: 1. TllpuHATb y4acTMe B YKa3aHHOM BbICTaBKe
cnepyrowmnm cotpyaHukam: MNetposy A.A., Cngoposy B.B., KynpusaHosy ®.0., KopoTkoBy
M.T1. 2. YkaszaHHbIM coTpygHukam o 00.00.0000 r. npeacrtaBuTb CAUCKK Npegnaraemon
npogykummn OOO «Toprosbin [Jom» ANA AeMOHCTpauMM B BbICTABOYHOM MaBUSIbOHE.
HauyanbHuk kommepyeckoro otaena B.IM.Cokonos

O¢opmure pyKONMCHBIN TEKCT.
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OdopMmure kpyropyw aumarpammy Ha otraejdbHoMm Jucte B MS Word mo cienyromum

JAHHBIM:

JAunarpaMma mITaTHOM YUCICHHOCTH

no noapasaejenusm, (%)

PykoBoncTBo
Kannenspus
Otnen xagpoB
Byxranrepus
Otnen paboThI ¢ KITUEHTAMH

- 3 yeo.
- 3 ged.
- 2 yeo.
- 5 ged.
- 8 yed.

OdopmuTe rucTorpaMmy Ha oTaeJbHOM Jucte B MS Excel mo ciiexyronmum 1anabim:

Taoauna 1 - OnTuManbHBIA TEMIIEPATYPHO-BJIAKHBIN PeKUM

AJIst JOKYMECHTOB B apXUB¢€

HaumenoBanue Temneparypa, °C OTHOocuTebHAS
BJIAYKHOCTH BO31yXa, %
bymaxHble TOKyMEHTBI 17 50
JIOKyMEHTBI Ha TIJICHOYHBIX HOCHUTEIISX 15 40
JIOKyMEHTBI Ha MarHUTHBIX HOCUTESIX 15 50
OdopmuTte Tadauny B MS Excel.
Tabmuna 1
YdeT HeOMMCAaHHBIX JJOKYMCHTOB
Hara ITocTynnenue BriObiTHE Hanuune-
3aMKCH AxT KomnuectBo | OcHOBaHue Konuuects |ocTatok
Ne Jara en.xp. (men, | Hassanue Ne Hara 0 en.xp. |€d.Xp.
JOKYMEHTOB | JIOKyMEHTa (mem, (mem,
, INCTOB) JOKYMEHTO |IOKYMEHT
B, TUCTOB) |OB,
JINCTOB)
1 2 3 4 5 6 7 8 9
12 l-a |12 2407 - - - - 2407
STHBapsi SHBaps | eI.Xp. em.Xp.
1969 r. 1964 1.
6 UoHA - - - AKT 0O 1-y |5 wrwonsa | 1076 ex.xp. | 971
1966 r. BBIJIEJIICHUU K 1966 r. en.xp.
YHUUYTOXKECHUIO
aen
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Odopmure 3asiBjieHue 0 npueMe Ha padoTy B BU/e MIa0JI0HA.

Odopmure cxemy.

OneKkTpoHHasA cucTema apx1MBa, OCHOBaHHas Ha cucTeme
ynpasneHusi AOKYMeHTO060poToM

2. ApxuB

ONEeKTPOHHBIN TOKYMEHT

A 4

DIIEKTPOHHBIA KaTaJIOT
]

Kaprouka noxymeHnra

3

v
OJIEKTPOHHAs ONKCH

A 4

Kaptouka nena

1. [lokymeHTOOOOpPOT

DneKTpoHHas HOMEHKIIaTypa

A 4

Kaptouka nena

Jieﬂ

PerucrpaniioHHO-KOHTPOJIbHbIE
KapTOYKU

A 4

Kaprouka goxymeHra

ONeKTPOHHBIN TOKYMEHT




Od¢opmurts Tadauny B MS Word.

Cgoge‘((ai 0 (J{“rbucfu’ncay

190

g

WAV |

Po——
d’wm‘;a-n L Key Foaurncembe €Guiity  Xpanbedd
C)b»ﬂw ’ P :
oot | kpaunat  gamn Uy wk Encee qué oncced, yrbegne |panaures | Copicggeones
‘ ge -l [ CoULQ Cobtecion ) DK c@apc b 20y Gét
QL fr PO Y pe e GEK LA ‘y]-ernabcvé-
AL ppe O
MO | poamas | fee | Kuadcie gam eplea
MOARUOHGA | hCELGA
1 4 3 q 5 6 7 § g 10
"
| Feemesiwoe k)
K ol Ll
- = SRR 151 2 SIS s B :
-'-E»" AU ALt
Cematk y




