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OBH{UE IMTOJIOXKEHUA

OcHoBHas  mporpamMmMa  NpoGeCCHOHaNIBHOrO  OOyueHMs  —  Iporpamma
npoecCHOHaNbHOM  MOATOTOBKM MO  JOMKHOCTAM  ciyxammux — «Cekperapb-
aaMUHHCTpaTop» (manee — [Iporpamma) paspaboTaHa B COOTBETCTBHU C TPeOOBaHUSIMY
CIIEIYIOIINX HOPMATUBHO-TEXHUYECKUX JIOKYMEHTOB:

- ®enepanbHoro 3akona ot 29.12.2012r. Ne273-®3 «O6 obpazosanuu B Poccuiickoll
denepannny;

- Tlpuxas Munuctepcta mpocseuterus PO or 26 asrycra 2020r. Ne 438 «O06
yTBEPKAECHUM TOPSIIKA OPTaHU3aLUN U OCYILECTBIEHUs 00pa30BaTeNbHON IesITebHOCTH
10 OCHOBHBIM IIpOrpaMmmam MpohecCHOHANIBHOrO 00yYeHNs»;

- Tlpuxas Munucrepctsa npocseienus P® ot 14 wmrons 2023 r. Ne 534 «O6
yrBepxkaennn [lepeunst mpodeccuit pabouux, DOIKHOCTEH CiIyXalluX, MO KOTOPHIM
OCYIIECTBISETCS MPOQPecCUOHANBHOE 00ydeHUEY;

- Ilpuka3 MunucrepcTBa Tpyaa u coruansHol 3amuTsl PO ot 15 nrons 2020 r. Ne
333a  «O6  yTBepxmeHWM TmpodeccHoHANBHOTO cTaHaapTa «Coenuanuct 1o
OpraHU3alMOHHOMY U JOKYMEHTALlMOHHOMY OOECTIeUeHHUI0 YIIPaBICHUS OpraHu3alueny.

IHenr ocHOBHOW mnporpamMmbl — peanu3anus OOECNEYMBAIOLINX (DYHKIUH
yIpaBJIeHUs] OpraHu3alliell; BHeJApeHHe JydlIUX TeXHHYECKUX pa3paboTOK M HOBEUIINX
TEXHOJIOTUH B o0ecrieyeHre yrpaBleHNs OpraHu3alue.

3apaun nporpamMmbl: (GOPMHpPOBAHHWE KOMIUIEKCHOrO TOAXOMa K BOIPOCAM
opraHuzanuy OOy4eHUs IO MPOPEecCUu CeKpeTapb-aAMUHUCTPATOp, IUIAHHPOBAHUS
00y4yeHHs C NpPUMEHEHHEM TEeXHHUYECKUX CpEICTB, MpHeMaM OOy4YeHHs B pealbHBIX
YCJIOBUSIX, Ha TIPOU3BOJICTBE.

ObpasoBarenbHasi IEATENBHOCTE 110 MPOrPaMMe OPTaHU3yeTCS B COOTBETCTBHHU C
y4eOHBIM IIJJaHOM, KaJIeHIAPHBIM IPaduKOM U PACIIACAHUEM.

O6bém ocsoeHus mnporpammsl coctasiseT 190 yueGHBIX 4YacoB, BKIFOYAET
TEOPETUUYECKOE U NPAKTHYECKOE 00yUeHHe, IPOMEXYTOUHYIO H UTOIOBYIO aTTECTALIHIO.

Copnep:xanne nporpaMMbl CHCTEMAaTHYECKH JONOJHAETCS MATEPUAIOM O HOBBIX
TEXHOJIOTHYECKUX IIpoLeccax U ODOpyNOBaHMU, O HOCTHIKEHHUSX, BHEIPEHHBIX B
OTEYECTBEHHOM WIIX 3apyOEXXHON NPAKTHKE.

Teopetnyeckue 3anATUA - OOy4YalOLIMECS W3y4YalOT TEOPETHUECKHE OCHOBEI,
YCTaHOBJIEHHbIE KBATH(DUKALMOHHBIMU TPEOOBAHUSIMU.
IIpakTuueckue 3aHSATHUS - (bopmupoBaHue IIPaKTUYECKUX YMEHHUH

MPO(ECCHOHANBHBIX (BBINOIHAT ONpeleNEHHbIe AefCTRBHS, Olepaliy, HEoOXOAUMbIE B
MOCNIEAYFOIIEM B IPO(ECCHOHATIBHOM NesITeNbHOCTH).

Jisi BeeX BMIOB ayNUTOPHBIX 3aHATAN aKaJeMUYecKHil uac yCTAHABIMBAETCS
IIPOJIOJKUTENBHOCTBIO 45 MUHYT.

Pexxum nposegeHus 3aHATHH He Gonee 8 yacoB B menn. O6Iuit CPOK OCBOEHHS
IIporpamMmel cornacoBbIBaeTCsl ¢ 3aKa3dukoM HHIMBUAyalbHO. Pacrucanue u y4eOHbIT
rpadK COCTaBIISIOTCS C y4ETOM OCOOEHHOCTEN 3aKa3UMKa.

®opma peaH3alHu HPOrPaMMBbI — OYHaS.

C yuerom ocobeHHOCTEH M 0GPa3OBATENBHBIX NOTPEOHOCTEH KOHKPETHOIrO
oOyuarowlerocs: (ciaymarens), Ha OCHOBAaHUH JEWCTBYIOIIEro 3aKOHOAaTeNnsecTBa PD u
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JOKANBHBIX AaKTOB OpraHu3alldHd, Ui OTHENEHOro O0O0YyYaroLerocss MOXET ObITh
OpPraHM30BaHO OOydYeHWe M0 WHAVBUAyallbHOMY Yy4YeOHOMY IUIaHy, B TOM 9YHCIe
IpeyCcMaTpUBaoOIeMy YCKOPeHHOe 00y4eHle B paMKaX OCBauBaeMOM IIPOrpPaMMBI.

K ocBOeHHIO MpOrpaMMbl IOIYCKAIOTCs JULa He MojIoxe 18 ner.

MNJIAHUPYEMBIE PE3YJBTATbDI

[TnanupyeMble pe3yiabTaThl o0ydeHHs 1o Ilporpamme cdopMHpOBaHBEI C Y4ETOM
TpeOOBaHUI HOPMATHBHBIX JOKYMEHTOB.

XapaKkTepUCTUKA KBaJTH(PHKALHH.

OpraHu3aliioHHOe obecrieueHue NesiTeIbHOCTH OpraHu3alyy.

Vposeubp kBanuduranmmu — 3 (YpOBEeHb KBalM(UKAUWU IIPONUCAH B
po(ecCHOHAIBHOM CTaHIapTe, MpUKa3 MUHUCTEpCTBA TPya U COLUMABHOM 3aluThl PO
or 15 wmrons 2020 r. Ne 333m «O06 yTBepXIeHMHM NPOQecCHOHANIBHOIO CTaHaapTa
«CrienuaaucT Mo OpraHU3alMOHHOMY U JIOKYMEHTALIMOHHOMY OOECIEeUYEHHUIO YIPABIICHHUS
opraHu3zaluen»)

Bo3MoKHbIe HAUMEHOBAHUS Cekperapb-aIMUHHCTPATOP
nopkHocTei, npodeccuit

TpeboBanus k 0OpazoBaHuO U Cpennee obuiee oOpazoBaHue
o0yueHuIo ITpodeccuonanbaoe odyueHue - porpaMmel MpodeccnoHuLHOI
MOJITOTOBKH 110 AOKHOCTIM CJIYKAIIHX

Tpebopanus K ONBITY -
NPaKTHIECKON paboThl

Oco0ble ycioBus 101ycKa K -
pabore

[Lp}/ '€ XapaxTepucTuKu =

JIonoIHUTEIbHBIC XapaKTEPUCTUKH

HanmenoBanue nokymMenTa Kon Hanmenosanune 6a30BO# rpymisl, TOHKHOCTH
(1potheccrun) HITH CrelMaIbHOCTH

OK3 4226 Cry>xarue B IpueMHO# (001ero npoduis)
OKIIATP <3> 4120 Cexperapb-MalIMHACTKA

<3> O6wmepoccuiickuii Ki1accudukarop npodeccuit pabouux, T0HKHOCTEH CIyKaLIHX H
TapU(PHBIX Pa3psiOB.

Ilepeyenn npodeccHOHANBHBIX KOMNETEHU M (TPyAOBbIe PYHKIHH) —
XapaKTepPHCTHKA KOMIETEHIUM:

Komnerenuus (tpynosas ¢ynkuus): 1. Ilpuem u pachpezenenue TenehOHHBIX
3BOHKOB OpraHU3alliu

TpynoBele neficTBUs [lepenanpasnenye TeaeOHHBIX 3BOHKOB PYKOBOJCTBY U
COTpYJAHHUKAM OpraHHU3aIluU
Perucrpanus nocrynaromux teaeOHHBIX 3BOHKOB




ITonyyenue HeoOX0MMOM UHGOPMAIIMHK U ITepeIada
CaHKI[HOHUPORAHHOHN MHGOPMAIIMH TI0 TenehOoHy

HeoOxoaumbie ymeHus HWcrionp30BaTs TEXHUYECKUE U IPOrpaMMHBIE CPECTBA IS
IIPOBEJICHUS I'OJIOCOBON MJIM BHI€0-KOH(EPEHII-CBI3U
Wcnons30BaTh CpeacTBA KOMMYHUKAIMOHHON OPITEXHUKH JISI
IIOJIyYEHHUs U Nepesadu HHpOpMaIuu

Bectu yueTHbIE perucTpaiiioHHbIe (POPMBI, UCIIOIB30BATH UX IS
UH(POPMAIIMOHHON PabOTEI

VYcTaHaBnIuBaTh KOHTAKT ¢ COOECETHUKOM, TIOIIEPKUBATH M PA3BUBATh
JIeJIOBYIO Oecety B rpoiiecce Tesie()OHHBIX IEPErOBOPOB
CriiaxxuBaTh KOHQJIMKTHBIE M CJIOMKHBIC CUTYAI[HH MEXKIHUHOCTHOTO
B3aMMOJIEUCTBHUS

CobmronaTh i1y KeOHBIA STHKET

Heo6xonumble 3HaHUS OyHkIMuy, 337244, CTPYKTypa OpraHu3alui, €€ CBI3H

[IpaBuia B3auMOAEUCTBUS C TTAPTHEPAMHU, KITUEHTAMHU, CPECTBAMHU
MaccoBo¥ HHpOpMaIUU

DTHKa 1eTOBOTO OOLIEHUS

ITpaBuna peyeBoro sTrkera

TpebGoranust oxpaHbl Tpy1a

[TpaBuiia 3amuThl KOHQUICHIMATIBHOHN cy)eOHOH HHOpMAaIHu
Jpyrue xapakrepucTuku -

Komnerenuus (tpynoBass QyHkuwms): 2. Opranumzanusi pabOTBl C IOCETHUTENSIMHU

OopraHusanyu
TpynoBele neicTBuS Bcerpeua nocerurenei, moxydyeHue nepBUYHON HHOOPMAIHH O
IIOCETUTENSIX ¥ TIOMOILb B OPraHU3aIiK UX IpUeMa PYKOBOTUTENIEM U
COTpYIHUKaMU

Benenue xxypHaia 3anucu oceTuTesen

Vuer nocerureneit u oGpopmIICHHE IPOITYCKOB

CopelicTBHE ONEPaTUBHOMY PACCMOTPEHHIO MPOCKO ¥ MIPETOKEHNIH
[IOCETUTENEH

ITpueM u nepesava 10OKYMEHTOB ITOCETUTENICH PYKOBOJICTBY U
COTpYIHHUKaAM OpraHU3aIluH

Opranunzanus 1 OpOHHPOBAHUE NTEPETOBOPHBIX KOMHAT

CepaupoBka 4aitHOro (KogeiHoro) croyia B opuce

IIpuroroBienue HaMUTKOB (Yai, Kode, IPOXJIaUTENLHbIE HATUTKHN)
HeoOxomumsbie ymenus OO1arbes ¢ MOCeTUTENAMU

HMcnonp30Bath yCTaHOBIIEHHbIE IPABUJIA U MTPOLELY Pl KOMMY HUKAIIMH
BHYTpPHU OpraHU3aIHH

Becrtu yyernsle GOpMBL, HCTIOIB30BATE UX JJIS PAOOTHI

Co3zaaBarh HOJIOKUTEIBHBIM UMUK OPraHUu3aliH

[IprH¥MAaTE MephI 10 Pa3peIleH IO KOHGIUKTHEIX CHTYalldi
[TpumensTh HHPOPMAITHOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH
Ob6ecneunBaTh KOHQUICHIHAILHOCTE HHOOPMAIHHK

Heo6xonumbre 3Hanus [IpaBuna opranuzanuu npueMa oceTUTeENeH

IIpaBuna nenoBoro oOmeHuUs

CrpyKkTypa OpraHu3aiuy U pacrupejeinenne GpyHKIui Mex Ty
CTPYKTYPHBIMH MOJPA3/ICTICHUSIMH U CIIELUAIACTAMHA

IIpaBuna opranuzanuy npueMoB B oduce

[IpaBusa cepBHpOBKH YaitHOro (KodeiHoro) crona




[IpaBuia mpUroTOBICHUS U OJAYH FOPSIYMX HAITUTKOB M 3aKYCOK K
HUM

DTHKAa JeJI0BOIc OOIIEHHS

[IpaBuia peyeBOro sTukeTa

TpebGoBaHus OXpaHbI TPY/Ia

ITpaBuiia 3amThl KOHGUICHIHATBHOMN C1y)eOHO! HHDOpMaIUH
Jlpyrue XapakTepuCTHKH -

Kowmrierenuus (tpynosas dyHKuus): 3. BblnonHeHne KOOPAWUHUPYIOLUIUX U

obecreynBaOIIMX QYyHKIAN

TpyioBble nefcTBUs Beznenue xypHala pa3be3/10B paOOTHUKOB OpraHU3al|uy
Koopnunanus paboTsl KypbepoB U BOAUTENIEH OpraHu3aluu
Benenue xxypHana pa3pe310B KypbepOB OPraHU3alui U MapLipyTOB
BOJUTENICH
CocrapiieHue ClIpaBKy O pa3besax pabOTHUKOB, KYpPbepOB U
MapuIpyTax BOAUTENIEH OpraHu3aluu
Heo6xonumele ymeHuS CocTaBiIsITh U BECTH YUYETHbIE JOKYMEHTHI
ITpuMeHSTH cpecTBa KOMMYHUKAIMHY IS ITepelaud IopyYeHu i
PYKOBOZMTENS U COTPYIHUKOB OpraHUu3alliu
ITpuMeHSTH COBpEMEHHBIE cpenicTBa cbopa, 00paboTKU U mepesadu
uHbopMaLuu
OueHuBaTh pe3yJIbTaThl B paMKax IMOCTABJICHHBIX 3a/1a4
OcymecTBIATh KOHTPOJIb UCIOJTHEHUS TOPYUSHUH PYKOBOIUTEIIS!
COTPYAHHMKAMHU
HeoOxonumbie 3HaHus IIpaBuiia peueBoro 3TuKkeTa
DTHKa JIeII0BOr0 OOIIEHUS
TpebGoBanust 0XpaHbl Tpy/1a
IIpaBuiia 3a1uThl KOHGUACHIUATBHON CITy)keOHON HH(pOpManu
CrtpykTypa oprauu3aldy ¥ pacrpenesiesie QyHKIUH Mex Iy
CTPYKTYPHBIMH IT10JIPa3/ICICHUSIMH U CIIELUAIUCTAMHU
Jlpyrue XxapakTepucTHKU -

OPTAHU3AIIMOHHO-MTEJAT'OI'MYECKHUE YCJI0OBUSA
MaTtepuajibHO-TeXHHYecKOe o0ecneyeHHe o0pa3oBaTe/IbHOIO poiecca

MartepuajibHO-TeXHHYECKHE YCIAOBHS:

Teopernueckoe o0y4yeHue:

OG6pa3zoBartenbHasi OpraHu3alys UMeeT yueOHbIH KaOWHET, OCHAIICHHBIN CJIeIYOIINM
HEOOXOAUMBIM 000pyIOBaHUEM JIJIsl IIPOBEHACHHUSI 3aHITHIH:

- CTOJ mpenopaasaTess — | wrT;

- CTyJI Ipenoaasarens — | wr;

- CTOJI i 00yyJaromuxcs — 6 miT;

- CTyJ1 ayisg oOy4qarommxcs — 12 wr;

- KOMIIBIOTED [AJIs Nperojasaresis — 1 mr;

- KOMIIBIOTEp 715 00ydaroumxes — 6 IT;

- MOV — 1 T,

- MapKepHas focka — | mr.



B COOTBETCTBUU C TPeOOBaHUSIMH I10 3aKOHOIATEIbHBIM, HOPMATHBHO-NPABOBBIM
aKTaM.

[IpakTuyeckoe o0yyenue:

Opranusyercst [yTeM  HENOCPEJICTBEHHOTO  BBINOJIHEHHS  O0yYaroIMHUCS
ONpe/ieNIeHHbIX BHUAOB paboT, MPaKTUYECKUX 3aJaHui, CBA3aHHBIX ¢ Oyxyuiei
npodecCUOHaIBHOMN NeATENbHOCTEIO.

KaapoBoe oGecneyenne 00pa3oBaTe/ibHOro npouecca

[Ipy peanu3auny [JAHHOM TIPOTpaMMbl K II€NAarOrMYeCKOM  JISSTeNBHOCTH
JOMyCKAIOTCS JMIa, WMeroLme NpohecCHoHaNpHOe WM BhICIIee oOpasoBaHue,
OTBedaoIie KBaTU(MHUKALMOHHBIM TpeOOBAHHUSIM, YKa3aHHBIM B KBaIM(pUKALMOHHBIX
CITPaBOYHHUKAX, U (WIK) TPOPECCHOHAIBHBIM CTaHAAPTaM, UMEIOLIHE NPOPECCHOHAIBHOR
06pa3oBaHue, 06NaAarOLIMe COOTBETCTBYOMIEeH KBaTubHKaLUel, uMeromue CTax padoTsl,
HEeOOXOMUMBIH I OCYIIECTBIEHUS! 0Opa3oBaTeNIbHOM NEATEeIbHOCTH IO pealu3yeMon
nporpaMme, B TOM YKCIE MacTepa IIPOU3BOACTBEHHOro obydenus. K obpasosatenbHOMY
mpoLeccy MOTYT ObIThb [IPUBIEYEHBl PYKOBOIAUTENM M PabOTHUKH HPOQPUIbHBIX
opraHuzauMid ¥ (WIK) HWMEMoLMe ONBIT paboTel B cdepe OpraHusaud U
JOKYMEHTALMOHHOT0 00eCTIeYeH s ypaBIeHUs OpraHU3aLUsIMU JIFOOBIX OPraHU3aMOHHO-
MPaBOBBIX (HOPM.

UTOTOBAS U MPOMEXYTOYHASN ATTECTALIUSA

Peanuzanust mnporpamMMmbl  NPOGECCUOHAJIBHON IOArOTOBKM 10  JOJDKHOCTH
CITy Kallero «CekpeTapb-aIMUHUCTPATOP» COTIPOBOXKIAETCS MIPOBEIEHUEM
IPOMEXKYTOYHOW arrecTanuu oOydaromuxcs. PopMel, NEPHOAUYHOCTH U  IOPSAIOK
IPOBEIEHHUS TPOMEXYTOYHOM aTTecTal[y 00yUaIOLIUXCsl yCTaHOBIIEHBI y4eOHBIM IJIaHOM,
B COOTBETCTBHMU C IEUCTBYIOIMMU HOPMATUBHBIMU aKTaMHU.

[TonyuuBIMe Ha TPOMEKYTOYHON aTTeCTALIMK HEYJOBIETBOPUTENBHbBIE PE3YIHTAThI
JIO UTOTOBOM aTTECTAI[UU HE IOIyCKaITCS.

[TpodeccronanbHOe OOy4YeHME 3aBepIlaeTCs HTOTOBOM arrecTauued B (opme
KBIM(PUKALIMOHHOTO 3K3aMEeHa.

KBanudukalMoHHbI 3K3aMeH MPOBOAUTCS, [UISL OIpPENeNIeHUs COOTBETCTBUS
MOJy4YeHHBIX 3HAHWN, YMEHMH ¥ HABBIKOB OCHOBHOW INporpamme Npo(ecCHOHalIbHOTO
o0ydeHuss — mporpamMMme MpohecCUOHATBFHOW MOATOTOBKH IO TOJDKHOCTSIM CIIy KalluX
«CexpeTapb-aAMUHUCTPATOP.

KonuyectBo uacoB, OTBOAMMOE Ha U3YUYEHHUE OTAENIBHBIX TE€M HpPOTrpaMMBl,
MIOCJIeIOBATEIbHOCTD UX U3YUYEHHSs, B ClTydae HeoOXOAUMOCTH, pa3pellaeTcsi U3MEHSTh IIPU
YCJIOBUM, YTO Mporpamma OyJeT BBINOJHEHA IMOJHOCTHIO [0 COIEPKaHUIO U Oo0lemMy
KOJINYECTBY YacCOB.

JIuno, ycnemHo crapiiee KBalu(QUKAINOHHBIA SK3aMeH, MMoTy4yaeT KBaTu(pUKaIIo
o  JOMKHOCTH  ciyxamero  «CekpeTapb-aJIMUHHUCTPATOP» 1O  pe3yjbTaTaM
npodeccCHOHaNBbHOIO O0YUeHHUs,, YTO MOATBEPIKIAETCS JOKYMEHTOM O KBaTH(DUKALUK
(cBUAETEIBCTBOM O OJKHOCTH CITYKAILETo).



YYEBHBIN JIAH

No KoanuyecTBo 4acoB ®opma

n/ HaumeHoBaHue Kypca Bcer B Tom uncie MpOMe:KyTOHOH

- . 1 m A aTTecTalMu

1. | Teopetuueckoe oOyueHue 136 | 134 - 2 TECTUPOBAHUE

2. |TIpakTuueckoe o0yueHue 48 . 46 2 npakThyeckas pabota
HroroBas arrectauus -
(KBanudukanmoHHBIM K3aMeH ) ¢ i & i
UTOI'O 190 | 134 | 52 4

*Coxkpamenus B tabnuue: JI — nexuuu; II3 — npaktuyeckue 3aHATUS;

ITA — npomexyTOouHasi aTTeCTaLUSI.

KAJEHIAPHBIN YYEBHBIN F'PA®UK

Kanennapueiii yueOHBIM TIpaduK ompenesseT KOJUYeCTBO Yy4eOHBIX HENelb B
COOTBETCTBUH C TPYAOEMKOCTBHIO ¥ CPOKOM OCBOEHUS MPOrPaMMBbI, & TaKXKe IOHEAEIbHOE
pacmpernesnieHde ydeOHOW Harpy3ku Ha oOydaromierocs. JlaTsl Hadala W OKOHYAHMs
OoOydYeHHs yCTaHABJIWBAIOTCS IO Mepe KOMIUIEKTAlUW IPyNn B TEYEHHE BCETO
KaJIeHJapHOI0 roza.
O6pa3oBareNbHbIN TPOLECC OCYIIECTBISETCS Ha OCHOBAaHHHM y4eOHOro IUlaHa U
periiaMeHTUPYEeTCsI paciiCaHueM 3aHITUHN Ul KaXI0! y4eOHOH! Ipy bl

Pexxum 3anaTumn: He OoJiee 8 4acOB B JACHE.

| | 2 Mecsia B ~ Bceero
Ne | HammenoBaHue pa3ielioB ¥ TEM HEJIENH MecsIa 7 J
1 [2 [3 [4 5 6 17 [8 | |
KOJI-BO YaCOB B HEJIEIIO | |
TeopeTuuyeckoe o0yueHme 40 | 40 | 40 i 16 ‘ \ 136
1 HopMmartuBHO-IIpaBOBOE 0O0eCIIeYeHHE 4 } \ 4
CEKPETAPCKOM e TeIbHOCTH \ 1 |
5 JIOKyMEHTHpOBaHUE YIIPaBICHYECKOH 12 5 ‘ | 12
JIeSTEIIbHOCTH | } | \
Opranuzaiiyst KOHTPOJISL HCIIOJTHEHHUS, , \ | |
3 | bopMHUpPOBaHUS, UCTIOTHEHUS U XpAaHEHUS 12. | | | ‘ 12
Jien | \
4 KondunennuaapHoe JeI0NPOU3BOACTBO U g i ‘ ! 8
3aImuTa HHGOpMaIuK i i
5 OpranuzanuoHHoe oOecredyeHre 4 8 | | | 12
yIIpaBIeHUS | ‘ | | B
6 ABTOMAaTH3AIUS JIOKYMEHTAIIHOHHOTO \ 37 ‘ 6 | } 1 | 38 1
obecIieyeHHUs YIIpaBJIeHHsI B OpraHu3aluu ' ’ | 1 7




7 [TpoeccnonanbHast TUKA U JETOBOU \ 39 1
ATHUKET CeKpeTapsl. ! ) ]

8 | Oxpana Tpynaa | 2 | 14 | 16

9 | IlpoMerxyTOoUHAs aTTECTAIUS 2 | 2
IIpakTHYeckoe 00yyeHne | 24 24 48
IIpakTuKy™m 110 MporpamMme Kypca | ;

1 24 | 2 26
«Cekperapb-aIMUHUCTPATOPY

2 | Ilpaktuueckas pabora 20 20

3 | IlpomeskyToyHas arTecTanus - 2 2
Hrorosas arrecranus | | |

. 6 | 6
KpaupukanuoHHbIH IK3aMeH) g N S R A B
UTOT'O 40 | 40 | 40 40 30 | | 190
YYEBHO-TEMATUYECKHWH NJIAH
Kosiu4ecTBO 4acoB
Ne HawnveHoBaHme pa3ieioB H TeM B Tom uncie
n/n Bcero
JI I3 IMA
Teopernyeckoe o0yueHue 136 134 - 2

1 HopmartuBHO-11paBoBoe 00ecnedeHne ceKpeTapeKoi 4 4 - -
JIeSITeNIbHOCTH

5 JlokyMEeHTHpOBaHHE yNIPABICHUYCCKOM 12 12 - -
JIeSITeJIbHOCTH

3 Opranu3zaiiust KOHTPOJISE HCIIOJTHEHHS, 12 12 - -
(GhOopMUPOBAHHUS, UCTIOJHECHHSI H XpPaHEHHS JIET -

4 KoH¢unennuansHoe 1e10por3BOACTBO U 3alHTA g g - -
uH(opMauu

5 |Opranu3zaipioHHOe 06eceueHHe yIIpaBICHHUs 12 12 . -

6 ABTOMAaTH3aIMs T0KyMEHTAIIMOHHOT'O 00eCIIeYeHUs] 33 18 - -
YIIPaBIEHUS B OpraHu3aluu

- [Tpodeccuonanbhas 3TUKa U 1eJIOBOW ITUKET 39 1 - -
cekpeTapsi.

8 |Oxpana Tpyna 16 16 - -

9 |IIpomexyTouHas aTTecranus 2 - - 2

IIpakTHYecKkoe 00yueHHne 48 - 46 2

1 IIpaktukym o nporpamme kypca « Cekperapb- 2% i 2% i
aJIMUHUCTPATOPY

2 |IIpaxTuueckas padbota 20 - 20 -

3 |IIpomexyToyHas aTTecTaIHs 2 - - 2
Urtoropas arrecranus (KpajmndpukaunoHubiii & ) 6 )
IK3aMeH)

UTOro 190 134 52 4

*Coxpamenus B tabnuue: JI — nexuun; I3 — npakTHYecKue 3aHATUS,

ITA — npomexyTo4Hast arTecTalus.
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PABOYAJ ITPOI'PAMMA
MO KYPCY TEOPETUYECKOI'O OBYYEHUSA

TemaTn4yecKuil NJaaH

KoauyecTBo
0 4acoB
HaunmeHoBaHue TeM
n/n Jlexuu
Bcero
U
1 |HopmarusHo-1paBoBoe 00eCreYeHne CEKPETAPCKON AESITEIbHOCTH 4 4
2 | JIOKyMEHTHPOBaHUE yIIPABJICHUECKON AEATEIbHOCTH 12 12
3 OpraHu3anus KOHTPOJIS UCIIOHEHUS!, POPMHUPOBAHUSI, HCIIOJIHEHUS U 12 B
XpaHEeHHs! Jiel
4 | KonduneHuuaibHoe AeJ0ITPOU3BOICTBO U 3alIUTa HHPOpMAIIUU 8 8
5 |Opranu3anuonHoe obecrnedyeHue ypaBieHus 12 12
6 ABTOMAaTH3aIUS JTOKYMEHTAlMOHHOr0 00eCcIieyeHUsl yIIpaBIeHuUs B 38 38
OpraHU3aIHH
7 |TIpodeccronasibHas ITHKA U JI€JI0BOM 3TUKET CEKpeTaps. 32 32
8 |Oxpana Tpyna 16 16
9 |IIpomesxyTouHas aTTecTalus 2 -
UTOro 136 134
Copnep:xanue

Tema 1. HopmaTuBHO-nIpaBoBoe o0eciieyeHHe CeKPeTAPCKOi 1esiTeJIbHOCTH
3aKoHO/1aTeTbHBIE K HOPMATHUBHBIE ITPaBOBbIe aKThl Poccuiickoit @enepaunu B chepe
JOKYMEHTAIMOHHOTO obecrieueHus: yrnpasineHus. PenepanpHble 3akoHbl. HopmaTnBHBIE
aktel [lpesumenta u [lpaBurensctBa P®. JlokymMeHThl (efepalbHBIX OpraHoOB
ucnonuutensHoi Bractu. ' OCTHhL.

Tema 2. JlokyMeHTHPOBaHUE YNIPaBJIeH4Y€CKOH NesITeIbHOCTH

CocTtaB peKBU3UTOB JOKYMEHTOB.

[IpaBuia oopmiieHUst pEKBU3UTOB JOKYMEHTOB.

«ep6» (FocymapctBennslii repd Poccuiickoit ®enepauuu, repd cyObexTa
Poccuiickoii @eneparuu, repod (repaibIHYecKUil 3HaK) MyHHUIIMIIATIBHOTO 00pa30BaHus).

«OMbriemay.

«ToBapHbIl 3HaK (3HAK OOCITYKUBaHUS )».

«Kon dpopmbl nokymeHTa».

«HaunMeHOBaHUE OpraHU3auN.

«HauMeHOBaHUE CTPYKTYPHOT'O MOAPA3ICICHU.

«HauMeHOBaHME NOKHOCTY JHIA — aBTOpa TIOKYMEHTA.

«CrpaBouHble 1aHHbIE 00 OpraHU3aLHH.

«HaumeHoBaHME BUIA TOKYMEHTAY.

«Jlata noxyMeHTa.

«PerucTpalluOHHBIN HOMEpP TOKYMEHTa.
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«CchIjIKa Ha PETUCTPALIMOHHBIA HOMED U IaTy JOKYMEHTa».
«MecTo COCTaBIeHUS WU U3aHKUA AOKYMEHTAY.
«['pud orpaHuueHuUs: JOCTYNA K JOKYMEHTY».
«Anpecary.

«['pud yTBepxaeHUS JOKYMEHTay.

«3aroyoBOK K TEKCTY».

«TexcT nokyMeHTay.

«OTMETKA O NIPUITIOKEHUN.

«['pud cormacoBaHus JTOKYMEHTay.

«Buza».

«IToamucey.

«OTmeTKa 00 AIeKTPOHHOM MOANMUCH.

«lTeuaTp».

«OTMeTKa 00 UCTIOTHUTETIE.

«OTMeTKa 0 3aBepEeHUH KOITUKY.

«OTMeTKa O MOCTYIUICHUU JOKYMEHTAaY.
«Pe3onronusy.

«OTMETKa O KOHTPOJIE.

«OTMeTKa O HalpaBJIeHUU JOKYMEHTa B JIEJIO».
TpeGoBanust kK OJ7aHKaM TOKyMEHTOB.

Tema 3. Oprannsanusi KOHTPOJS HCHOMHeHHUs, POPMHPOBAHHS, HCIIOJTHEHHUS H
XpaHeHus el
CocraBneHne HOMeHKIaTyphl aei. @opmuposanue aen. [lopsnok odpopmieHus ne.
[TpoBejieHye 3KCIEPTU3b! LIEHHOCTH JOKyMeHTa. [loaroroska u mepenada AOKYMEHTOB B
apxuB. M3roropieHue CIPaBOK U KOMUM JOKYMEHTOB. JIOKYMEHTBI OrpaHH4Y€HHOrO
JOCTYyTA.

Tema 4. KonduaeHuuanbHoe 1eJ0MPOH3BOACTBO H 3aLIHTA HH(OpMALMH

CyLIHOCTb, 3aJadd U OCOOEHHOCTb KOHQHASHIMANbHOW uHpOpMauuu. Buzsl
KoH(pUIeHIManbHOH wuHpopmaruu. IlepconansHele naHHble. CryxeOHas —TaliHa.
[MpodeccuonansHas TaitHa. Kommepueckas TaiHa.

OmnpeneneHue coctaBa KOHQUACHIMATBHBIX JIOKYyMEHTOB.

Opranusaiys paboThl ¢ KOH(QUAECHIUATbHBIMH JOKyMeHTaMu. [IpHHIMIBI 321U ThL
uHdopManyy. MeToIbl U CpeCcTBa 3aIUTh UH(GOPMALUK OT YTEPHU, KPAKU UITH MOPYH.

[ToreHuMaabHbIE YTPO3bl HHYOPMALIMOHHON O€30M1aCHOCTH.

Tema 5. OpranuzaunoHHoe o0ecnieyeHue ynpaBjieHus
[ToHsiTHE OpraHU3alMOHHOTO oO0ecreyeHus yNpaBlIeHHs, €ro BHUIBI, CTPYKTYypa,
byukuuu. MuadopmainmonHoe obecrneueHne ymnpapieHus. OpraHuzanus TejleQOHHBIX
neperoBopoB. Opranuzanus paboTkl ¢ TOCETUTEIIMU B IPUEMHOM.
Opranuzanus KOMaHIUPOBOK pyKoBoauTelNs. 3akas 6uieTos. OdopmieHue BuU3.
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[lnanupoBanve pabodero BpeMeHHM pykoBoauTens. IlnaHupoBanue pabouero
BpeMeHH cekperaps. OpraHu3zanys pabouero npocTpaHcTBa cekperaps. KoopauHuposaHue
paboThl COTPYTHUKOB OpraHU3aALMH.

Tema 6. ABTOMATH3AIUS JOKYMEHTAIHOHHOI0 o0ecneyeHHsl ypaB/eHusd B
OpraHU3al MU

Bupsl cucTeM aBTOMAaTH3AlMU Aeionpou3BoacTea. OCHOBaHMS Ul KiacCU(DUKALUK
cucTeM JeJomnpou3BoiacTBa. Ilo Bo3MmoxHOCTH HacTpoiiku. Urto mnpenocrasnser 1C
Hoxymenrtoobopor 8 KOPIL [To obnactTH oXBaTa YYacTHUKOB. BHyTpeHHWH
nokyMeHToo6opoT (C31). BaemHuii nokymerTo0o60poT (310). ®ynkuuonan C3/1u 510
B 1C:lokymenToob0poT 8. Bxomsmue u Mcxonamue (xanuenspus). OpraHu3aiioHHO-
pacniopsiautensHble okyMeHTs! (OP/l). Kagposelie 10KyMeHTEL JloroBOpHbIE TOKYMEHTHI.
[To opraHM3allMOHHOW CHCTeMe B3aMMOJEWCTBUS COTPYIHUKOB. Poccuiickas cucrema
JeNIONPOU3BOACTBA.  3apyOekHble  CUCTEMBl  AEJONpPOU3BOJACTBA. Y HUBEPCAIbHBIN
1C:lokymMeHTOOOOPOT. Pexomenpauuu SKCIIEpPTOB o BBIOODY CHUCTEMBI
JeJI0NPOU3BOACTBA.

ABTOMaTHU3aLMs JOKYMEHTAIIMOHHOTO O0ECTICUeHHUsI YIIPABICHUS B OPraHA3aLUu.

WHudopmanusi: CyIIHOCTh U ONpeesIeHHE.

[ToHsATUSL «TOKYMEHT» U «3JEKTPOHHBIN JOKYMEHTY.

[TonsiTHe MHPOPMALIMOHHBIX TEXHOJIOTHH.

NudopmaTuzaiys TOKYMEHTALMOHHOTO OOECHEeUeHHs] YNPaBICHUS U apXUBHOIO
aena.

OcHoBHbIE OOBEKTHI U PHUHLUIIBI aBTOMATU3AIMH PaboTh! ¢ JOKyMeHTaMH. OOBEKTEI
aBTOMAaTH3alWKh paboThl C JoKymMeHTamMu. (OCHOBHBIE CTaguM JKU3HEHHOIO LHKJIA
MOCTYNAaOWNUX (BXOAAIINX) JIOKyMeHTOB. (OCHOBHBIE CTaIWM OHKU3HEHHOIO IUKJIa
OTMPABISIEMBIX (MCXOMSIINX) HOKYMEeHTOB. OCHOBHBIE CTaAuU JKU3HEHHOIO LIMKIA
BHYTPEHHMX JOKyMeHTOB. [ [pHHIUIIEI aBTOMaTH3alUy pabOThI C JOKYMEHTaMHU.

OcHOBHBIE (PYHKIIUU CUCTEM 3JEKTPOHHOTO JOKYMEHTO000pOTA.

Ba3el [MaHHBIX W TPUKIATHOE MporpamMMmHoe obecredeHue. basel NaHHBIX Kak
CpeCTBO XpaHeHuss U 00paboTku nHpopmarmu. Knaccuduxauus 6a3 naHHbIX. CUCTEMBI
yIpaBleHus 0a3aMu JaHHBIX.

OO6uiass  xapakTepUCTUKA  COBPEMEHHBIX  WHGPOPMAIMOHHBIX  TEXHOJIOTUH,
UCIIONIB3yeMBIX B paboTe ¢ goKyMeHTamMH. KOMIBIOTEpHBIE TEXHOJIOTHU CO3JaHUs
nokyMeHToB. Kiaccudukanuusi mporpaMm MOATOTOBKY JOKYMEHTOB. PeueBble TEXHOJIOTHUM.
[IpuknagHoe mporpammHoe obecrnedyenre. CoOBpeMEHHblE YHUBEPCAIbHBIE [aKEThI
odpucHeix mporpamm. [IporpammHbie cpeAcTBa IMOATOTOBKU TaOIWYHBIX JOKYMEHTOB.
[Iporpammbl JeMOHCTpalMOHHOW Tpaduxu (MporpaMmbl A CO3MaHUS IPE3eHTALUH ).
Buzabl KOMIbIOTEpHOH TpadUKyd W MPOrpaMMBI CO3aHUS TpapUUEcKUX H300paKeHUM.
TexHonorus ckaHMpoOBaHUs U OLU(DPOBBIBAHUS TOKyMEHTOB. [I0TOKOBOE CKAHUPOBAHHUE U

MTPpUX-KOAUpoBaHue. [IporpaMMHbie cpeicTBa AJisi ONTUUYECKOTO PAaClO3HABAHUS TEKCTa
(OCR- u ICR-cucremsr).
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CoBpeMeHHbIe Iy TH Pa3BUTUS CUCTEMbI 3JIEKTPOHHOIO IOKYMEHTO000pOTa U CUCTEM
aBTOMaTH3allMK apXUBHOTO Jiea.

OTe4yeCTBEHHBIM  PBIHOK  CIEUUATU3UPOBAHHBIX  IMPOTpaMM  aBTOMATU3ALUU
JOKYMEHTAI[MOHHOTO OOecredeH s ypaBIeHusl U apXUBHOIO Jea.

VHTepHET-TEXHOJOTMA B JOKYMEHTALMOHHOM OOeCreueHu YyIpaBIeHUs U
apxuBHOM Jee. [loctpoeHue u pyHKIMOHUpPOBaHUE ceTU VIHTepHeT.

Bo3MO)XHOE  HMCIIOJIb30BaHME  MHTEPHET-TEXHOJOTMM B JOKyMEHTAllUOHHOM
obecrieyeHU yIpaBIeHUs U apXUBHOM JIEJI€.

CpencTsa 3amuThl HHGOPMAUK B UH(DOPMALIMOHHBIX CUCTEMAaX, UCIIOIb3YEMBIX B
JOKYMEHTalLlMOHHOM O0O€CIEeUEeHHUH YIIPABICHUS U apXUBHOM JIEJIE.

OcHoBHBIE TpeOOBaHWS W Mepbl 1O 3allldTe WHPOPMaLWU, LUUPKYJUPYIOLIEH B
UH(GOPMALIIOHHOM CUCTEME.

[IporpaMMHO-TeXHMYECKHE  METOJBI  3aIIUThl  HMHGOpMauUMU.  3alquTa  OT
BpPEIOHOCHBIX mporpamm. [lyTu pacnpocTpaHeHus: BUPYCHBIX yrpo3. Buabsl Bpe1oHOCHOTO
nporpaMMHoro obecrnevenus. [lpusHaku 3apaxkeHus. IlpoakTuBHas 3aluTa OT
BPEIOHOCHBIX MTPOrpaMM. 3aIIUTa CUCTEMBI 3JIEKTPOHHBIX COOOILIEHUHA.

Tema 7. IIpodeccuonanbHas 3THKA U 1€JI0BOH 3THKET ceKperaps.

DTHKET JeJI0BOro 4enoBeka. MUK cekpeTaps-aAMUHUCTpaTopa. TpedoBaHUs K
BHelmHeMy Buay. KynbsTypa penoBoro oOuieHus. JlenoBod MpPOTOKON U CPeACTBa
KOMMYHHUKALHOHHOTO 0b11ieHust. BusutHas kaprouka. Paxc. JlenoBas 6ecena no tenedoHy.
[IpesenTarus. JleqoBoe MUCHMO B YCJIOBUSIX YHUGDUKALMKM W MpPaBUJIa €r0 COCTABJIEHHUS.
TexcToBble 060pOTHI AeioBOro mucbMa. OcoGeHHOCTH OGOPMIIEHHS OTHENILHBIX BHJIOB
nuceM. AKTyaau3aldsi COLMAIbHOW MOTPEOHOCTH B TOBBILIEHMM KYJIbTYPBI JEJIOBOIO
MOBEIEHNS] pAOOTHUKOB Chephl YIIPABICHMUSL.

DTUKET B CHIYKeOHBIX OTHOIIEHUAX. B3auMOOTHOLIEHUS C DPYKOBOJIUTEJIEM.
VYperynuposanue koH¢uukra. CTpecc. AHTHCTPECCOBOE PYyKOBOJACTBO. AHTHCTPECCOBOS
noauuHeHue. TeXHONIOTUsS U STUKET AEJIOBBIX CUTYALW.

[InaHupoBaHue BpeMeHH pyKoBoxutessi. [InaHupoBaHue coOCTBEHHOro pabodero
BpeMeHH. TUIIOBOM KOAEKC ITUKH U CIIy)KEOHOI0 IOBEIECHNU.

Tema 8. Oxpana Tpyna

OcHoBel oxpaHbl Tpyna B Poccuiickoil ®@enepannu. OCHOBHBIE TOHSATHS OXPaHbI
Tpyaa. HopMaTuBHO-TIpaBOBBIE OCHOBBI OXpaHbI TPy aa. ObecniedeHue npas pabOTHUKOB Ha
oxpaHy Tpyaa. [ OCyJapCTBEHHBIH KOHTPOJIb U HAA30p 3a COOMIOJEHHEM TPYAOBOIO
3akoHojaTeascTBa. ColranbHOe MapTHEPCTBO B chepe Tpyaa.

Cucrema ympaBiieHHs OXpaHOUW TpyJaa B opranuzanuu. Cucrema yrnpaBlIeHHS
oxpanoit Tpyaa. Obecrieuernre GyHKIMOHUPOBAHUS CUCTEMbI YIIPABIIEHUs] OXPAHOM Tpyaa
B OpraHu3alii. YrpasjieHue JokymeHTamu. HQopMupoBaH#e pabOTHUKOB 00 yCIOBUAX
U oxpaHe Tpyzna. [loaroroska pabOTHHMKOB 10 OXpaHe TpyHa.

NHCcTpyKUMsT 1O OXpaHe Tpyda IS CeKpeTaps-aIMUHUCTpaTtopa. |exXHuka
0e30ITaCHOCTH.
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9. [IpomeskyTouHas aTTEeCTAN U
KOHTpOJIb ¥ OlleHKa Ka4eCcTBa yCBOEHMsI TEOPETHYECKOro Kypca.

PABOYAS [IPOTPAMMA
MO KYPCY NPAKTUYECKOI'O OBYYEHUSA

KosinuecTBo 4acoB
b HaunmveHnoBaHue TeM [pakTHyeckne
n/n Bceero ,
3AHATHS

1 |IIpakTuky™m 1o mporpamme Kypca « Cekperapb-aiMUHUCTPATOPY 26 26

2 |IIpaxtuueckas pabora 20 20

3 |TIpomexxyTouHas aTTeCTalus 2 -

UTOT'O 48 46
COJEPKAHUE

1. IpakTHkyM no nporpamMmme Kypca «Cekperapb-aAMUHHCTPATOP»

¢ O3HAKOMJIEHHE C JODKHOCTHBIMHU O0SI3aHHOCTSMHU CEKpeTaps;

* obecriedeHne TIPABUIIBHOTO COMIEPIKAHMUS TIOMEILEHUH CIIy KO JOKYMEHTallHOHHOTO
obecrieueHus yrnpasieHus (KaOuHeT, IpuéMHas);

* OpraHu3alys paboyero MecTa pyKoBOAMUTE]IS;

* opranuzaius pabodero MecTa CeKperapsi;

* coOmoieHre TpeOOBaHMM 0€3011aCHOCTHU TPYAa;

* 00YCTPONCTBO BCIIOMOTATENLHOMW (XO35IICTBEHHOM ) 30HBI B OUCE;

* BBINIOJIHEHUE TEXHUYECKUX (DYHKUHUH M0 00ecredeHUIo paboThl pyKOBOAUTEIS UIIH
ero Mnojpa3lecHus;

* HCIOJIB30BaHUEe B pab0OTe COBPEMEHHBIX BUIOB OPI'TEXHUKH,

* yCTpaHEHHE MEJIKUX HeroaJ0K B paboTe TEXHUYECKUX CPEJICTB;

* HACTpOMKa mapaMeTpoB NepruGepUnHbIX yCTPONUCTB;

° HCIOJIB30BAaHUE JJIEKTPOHHOW MMOYTHI [UIsl Npu€Ma U Iepefadyd 3JIEKTPOHHOIO
JOKYMEHTa;

* UCIIONIL30BAHUE JHMLIEH3UPOBaHHOrO Tporpammuoro obecreuenust (MS Office u
Ip.) IJIsl TIOATOTOBKH IA0MOHOB (DaKCUMUIIBHBIX COOOLLEHHH;

* puéM U nepenaya GakCUMIIBHBIX COOOILIEHNN;

* KOMMMPOBAaHUE NOKYMEHTA C TOMOIIBIO (PaKCUMUIBHON TEXHUKU;

* WCTIOJIb30BaHME CPEICTB CBS3M C YYETOM MX IKCIUTyaTalMOHHBIX BO3MOXKHOCTEH;

* HCTIOJIb30BaHUE MPUHTEPOB JIJIS [1€YaTH U TUPAKUPOBAHHUS TOKYMEHTOB;

* opranuzaiusi 6e370KyMEHTHOT0 00CITyKUBaHUS pabOThl pyKOBOIAUTES;

e oTpa0oTKa HaBBIKOB MoJaud HHPOPMAIMK KaK HWHCTPYMEHTa BIIMSHUS Ha
NapTHEPOR;

* (hukcanus U nepeaayda CoOOIIEHUH sl pyKOBOIUTES;

* pa0boTa ¢ BUSUTHBIMU KapTOUYKaAMU;

* U3yYEeHHE OCHOBHBIX ITPaBUJI BEIPAXKEHUSI 0J1aroapHOCTH, COXKAJICHUS, COUyBCTBUS;
BUJIOB NPUITIAIIEHNS, TI03IpaBIeHNs; COOOLICHNS HETaTUBHON HH(pOPMAIUH;
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* 0TpabOTKa HABBIKOB OOIIEHUS B KOH(PIUKTHBIX CUTyalUsX;

e 0TpabOTKa HABBIKOB OOIIEHHUS C KJIMEHTOM: OIO3JaBLINM, OXUAAIOIIUM CBOEH
ouepeu, MPpHUIIeIIUM O0e3 peIBapUTeIbHOI0 COTIacOBaHMS;

° OpraHu3anusi IpUEMOB U NIPE3CHTALIUN;

* OpraHu3alys [eJ0BbIX BCTPEY U COBELIAHUH;

e OpraHu3anys npuéma noceTuTene;

* IOAFOTOBKA U 00CITy)XKMBaHKUE COBEIIAaHUH U 3aCeaHUil pyKOBOIUTENS,

* BeJIeHUE MPOTOKOJIBHBIX MEPONPUITHH;

* MCII0JIb30BaHNE KOMITBIOTEPHBIX TEXHOJIOTUH B CEKPETAPCKOM 00CITYKUBAHHUU;

* UCIIOJIb30BaHUe HH(POPMAILIMOHHBIX CETEBBIX PECYPCOB.

2. IIpakTnuyeckas pabora

CamocrosiTennbHOE BEITIONHEHHE paboT ceKkpeTapsi-aqMUHUCTPATOPA.

BrinonHeHrHe KoMIUIEKCa paboT, CBA3aHHBIX C JOJDKHOCTHBIMHM OOS3aHHOCTAMMU
CeKpeTaps-aJIMUHICTPATOPa, 0] PyKOBOJCTBOM MacTepa IPOU3BOJCTBEHHOIO 00y YeH s U
CaMOCTOSITENIbHO. 3aKpeTieHre U COBEPIIEHCTBOBAHNE IPO(PECCHOHANBHBIX HABBIKOB.

Hay4uTs cocTaBiaTs 1 0QOpMIISTE B COOTBETCTBHUH C IIpaBUIIaMU JEIONPOU3BOICTBA
U peueBOoro osTuketa B mporpamme Microsoft Word: wmHQOpManMoHHOE MHCHMO,
rapaHTUiHOE THCHMO, MHUCBMO-PEKIaMalldio, PEKJIaMHOe IHCHMO, CONPOBOAUTENIBHOE
IIMCbMO, IIHCBMO-3alpPOC, MHCHMO-TIOATBEPKACHHE, MUCHhMO-IIPUITIAIIEHUE, ITHCEMO-
HAIIOMUHAaHUE, T03[paBUTEIbHOE MUCHMO.

Pa30op cUTyalUMOHHBIX 33824 U METOJBI UX PELICHHUS

3. [Ipome:kyTo4Hasi aTTeCTalHs.

KonTposns u OLIeHKa Ka4yecTBa BBIITOJIHEHHBIX paodor.

OLEHOYHBIE MATEPHAJIbI

KpuTrepnu oueHKH POMEKYTOYHOH aTTeCTallNY TEOPETHYECKOro 00yYeH s
JIns TOpoBeleHHs MPOMEXYTOYHOM ATTEeCTallid TEeOPETHYECKOro o0ydeHwus
HCTIONB3YIOTCS OLIEHOYHBIE MaTepualibl, BKJIIOYAIOLME TECTOBbIE 3alaHus. TecToBbie
3a/[aHuUs IPECTABRIAIOT COGON BOMPOCH! C BEIOOPOM OTBETA, COCTABNAIOIIME HEOOXOIUMBIH
M JIOCTATOYHBLIM MHHHMMYM YCBOEHUS TEOPETUUYECKUX 3HAHUM B COOTBETCTBHHU C
tpeboBanusimu [Iporpammel. K kxaxqoMy BOMpOCY MPHUBOAATCS BapHaHThl OTBETOB, U3
KOTOPBIX | MJIM HECKOJIBKO BapUAHTOB OTBETA BEPHBIX.

Kpumepuu ouenku mecmoeo2o 3a0aHus RPOMeNCymOYHOU Ammecmayuu:

OreHKa OCYIIECTBISIETCS 110 MATUOAIIEHON CUCTEME:

- KOTJIMYHOY» - B ClIydae, eciiu oOyuaromuiics nan 6osee S0 npaBUIBHBIX OTBETOB;

- «XOPOIIIOY - B CAy4ae, ecliu obyuaromuiics nan 6onee 40 npaBUIbHBIX OTBETOB;

- «yJOBIIETBOPUTENILHOY - BRICTABIISIETCS B Cllydae, ecyiu obydaromuics caan 30 -39
IIPaBUIIBHBIX OTBETOB;

- KHEYIOBJIETBOPUTENLHO» - BBICTABIISIETCS B Cllydae, eCJIM 00yJarolUiCs 1a)l MeHee,
yeM 30 npaBUJIbHBIX OTBETOB.
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PesynbraThl W pelueHMe  KOMHCCHMM — 3aHOcATcss B mporokon.  [locie
YIOBJIETBOPUTENLHOTO IPOXOXKICHHsST [IPOMEXKYTOYHOH —arTecTanuu oOydvaroliuecs
JIOIYCKAOTCS K IPAKTHYECKOMY O00Y4EHHIO.

KpuTepuu oleHKH NPOMEKYTOYHON aTTeCTAMH NPAKTHYECKOro 00yYeHus

[IpomMexxyTOuHast aTTecTauus MPakTH4ecKoro OoOydYeHus BKIO4YaeT B  cebs
IIPaKTHYECKYIO PaboTy.

[IpaxTuueckas paboTa - CaMOCTOSITETLHOE BBIMONHEHHE paboT — CceKxpeTapsi-
aZMUHUCTpATOpa.

Kpumepuu ouenku npakmuueckoi Keaau@uKayuonHoi pabomsi:

O1leHKa OCYILIECTBIISICTCS M0 NATUOANIBHON CUCTEME:

- «OTJIMYHO» - B Cilydae, €Clii OOydarouuics OOCTOSITENBHO C JIOCTATOYHOU
noiHoToM (1o 90% mpaBUIIBHBIX OTBETOB) H3JaraeT COOTBETCTBYIOUIyIO TeMy; NaeT
IpaBuiibHble (DOPMYIMPOBKM, TOUYHBIE ONIPEAEIEHUs, MOHSATHUS TEPMHUHOB; IPABUIIBHO
OTBeYaeT Ha [OIOJIHATEIbHbIE BOMPOCHI MPENojaBaTess, MMEIOIIHEe LETbI0 BBIICHUTH
CTeNeHb IOHMUMaHUs 00yUaroIMMCs JaHHOIO Marepurana;

- «XOPOIIIO» - B Clydae, eciii o0ydaroluiicsi HernonHo (He MeHee 70 % OT MOIHOTrO),
HO MPaBUJIBHO U3JI0XKEHO 3a/IaHKe; [TPY U3JI0KEHNUH OblIM JOMyIleHbl 1-2 HecyiecTBeHHbIe
OLIMOKHK, KOTOPBIE OH WCIPABISET IOC/Ie 3aMe4aHMs IPENnojaBareis; MacT NMpaBHIIbHbIC
(GOpMYIMPOBKK, TOYHBIE OIpeJeIeHUs, MOHATUS TEPMHHOB; MOXET OOOCHOBATh CBOH
OTBET, NPHUBECTH HEOOXOJMMBbIE TPUMEpPHI; MPABUIBHO OTBEYAET HA OIMOJHUTEJIbHBIC
BOIPOCKI IIPENOAaBaTelIsl, UMEIOLIKE LENbIO BBISICHUTh CTENIeHb OHUMAHKS 00y YaroUMCs]
JAHHOTO MaTepuana;

- YIOBJIETBOPHUTENILHOY - BBICTABIISETCS B ClIydae, eCii 00yJarollnics 1ajl He MeHee
50% mnpaBWIbHBIX OTBETOB OT IIOJHOIO, €CIY IPaBUIBHO H3JIOKEHO 3aJaHue; Ipu
U3JI0’)KEHUH JOMyIIeHa | cylnecTBeHHas OIMOKa; 3HAeT U TIOHUMAEeT OCHOBHBIE IT0JIOYKEHUS
JAHHOM TeMBI, HO JIOMYCKaeT HETOYHOCTH B (OPMYJIMPOBKM IIOHATUH; H3JIAraer
BELINTOJTHEHHE 3aJaHMs HEIOCTATOYHO JIOTUYHO U IIOCIEAOBATENbHO; 3aTPyAHSETCS IpH
OTBETaX Ha BOIPOCHI MPenogaBaTes;

- «HEYIOBJIETBOPUTEILHOY - BEICTABIISETCS B Cly4ae, €ClI 00y4arolUiACs HEIOIHO
(Menee 50 % OT MOJHOTO) HU3JIOXKHI 3aJaHue; [PU HU3JI0KEHUU OBLIM IOy LIEHEI
CYIIeCTBEHHbIE OIIUOKH.

Pe3ynpraThl W peLIEHWe KOMMCCHM  3aHocsiTcst B nporokon.  Ilocne
yIOBJIIETBOPUTENILHOIO  MMPOXOXAEHUSI TMPOMEXYTOYHOM aTTecTald OOyYarolluecs
JOITY CKAIOTCS K KBATM(PUKALIMOHHOMY 3K3aMEHY .

Kputepuu oneHKH MTOrOBOH aTTecTalHu
Hrorosas arrecranus B popMe KBATM(PUKALIMOHHOIO 3K3aMeHa.

KBanugpukamoHHbIHi 3K3aMeH BKJIFOYAET B cebs MPaKTUYECKYTO
KBaJM(QUKALMOHHYI0 paboTy M TIPOBEpPKY TeOopeTHYecKuX 3HaHui. K mnpoBeneHuro
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KBaJIM(DUKALMOHHOIO 5SK3aMeHa MPUBJIEKAIOTCS IMpPEeACTaBUTENM paboTojaTeney, ux
o0beTMHEHU .

Kpumepuu oyenku 3K3aMeHAUUOHHBLX OU1eMOo86:

OreHKa OCYIIIECTBISETCS 10 MATHOAIBFHON crcTeMe:

- «OTJIUYHO» - B Cllydae, €clid OOydYaroluhCs OOCTOSTENbHO C JOCTaTOYHOU
oHOTON (10 90% MpaBUIBHBEIX OTBETOB) M3JIaraeT OTBET HA BCEe BOIPOCH! OuiieTa; AaeT
IpaBUIbHbIE GOPMYJIIUPOBKH, TOUHEIE ONPEIeTeHUs, OHITUS TEPMUHOB;

- «XOpOLIIOY» - B Cllyyae, eciii odydaromuiics HernosHo (He MeHee 70 % OT MoJHoro),
HO IMPAaBHUJIBLHO U3jIaraeT OTBET Ha BCE BOMPOCHI OMIIeTa; IPU M3JI0KEHUH OB JOMYILEHE
1-2 HecyLIECTBEHHbBIE OIIMOKHY; JaeT MpaBUiIbHbIE POPMYIHPOBKY, TOYHbIC ONpPEACICHNS,
TIOHSITHS] TEPMUHOB;

- KYIOBJIETBOPUTEIIBHOY - BEICTABJISIETCS B Cllydae, eClid 00yJaroluics 1ajl He MeHee
50% mpaBHIIBHBIX OTBETOB OT IIOJIHOTO, €CJIM IPAaBHJIBHO H3JIOXKEHBbl OTBETHl Ha BCE
BOIIPOCHI OWJIETA; TP M3JIOKEHUH JOMyIeHa | cyllecTBeHHas ounbka; 3HaeT ¥ IOHUMAeT
OCHOBHBIE TIOJIOKEHHS TeMbI OWeTa, HO JOIMYyCKaeT HETOYHOCTH B (OPMYJIHPOBKU
MOHSTHM; UW3JaraeT OTBET Ha BCE BOIPOCH Owmiera HENOCTATOYHO JIOTHYHO U
TIOCIIEIOBATENBHO;

- «HEYIOBJIETBOPUTENILHOY» - BBICTABIISETCS B Cydae, eciu 00y4aroLuicsl HeTOJIHO
(menee 50 % OT TOJNHOTO) W3JIOXKWI 3alaHWE; NPU HU3JIOKEHUHM OBUIA JOIYyLICHbI
CYIIeCTBEHHbIE OIIUOKH.

PesynberaTel KBamu(MUKAIIMOHHBIX HCIBITAHUA M pElIeHHE KOMHUCCHUH 3aHOCSTCS B
poTokoJ. Ha ocHOBaHWMM NMPOTOKOJIa aTTECTAIIMOHHON KOMUCCHH BBIITY CKHUKAM BBIIACTCS
JOKYMEHT YCTaHOBJIEHHOTO 00pa3iia — CBUIETENIbCTBO O IOJDKHOCTH CITYIKaIIETro.

Jluiam, He MPOIIEIIIMM HTOIOBOM aTTeCTAllMM WU TOJYYMBIIUM Ha HUTOTOBOH
aTTeCTallMi HEYyJOBIETBOPUTENbHBIE Pe3yNbTaThl, a TaKXe JIWIaM, OCBOUBIIAM YacTh
[Iporpammsbl BeIgaeTCs cripaBKa 00 OOyUYeHUU WM O Mepuoae o0y4eHHUs! YCTaHOBIEHHOTO
obpa3sua.

OIIEHOYHBIE MATEPUAJIBI

TecTh! JJ1s1 HPOMEKYTOYHOH aTTECTALNH TEOPETHYECKOr0 00y4eHHs

1. JlokyMeHT, yCTaHaBIMBaIOIIUNA CHUCTEMHO CBSI3aHHBIE MEXIy COOOW MpaBuIia
pernaMeHTUPYIOLIEro  xXapakTepa II0 BOIIpOCaM  AESTENBbHOCTH, OTHECEHHBIM K
KOMITETCHI[MN OpraHu3aliy, €€ NOApa3Ae/IeHUH, JO/DKHOCTHBIX JIUL, TOABEJOMCTBEHHBIX
YUpEXKIEHUH, OpraHu3aluil U NpeanpusiTui -

a) M0JI0KEeHHUE;

0) npaBua;

B) MHCTPYKLIHUS.

2. K uHQOpMaILOHHO-CIIPABOYHBIM JOKYMEHTAM OTHOCSITCSL:
a) MOJIOXKEHUe, IPABUJIA, UHCTPYKIIHS;

0) aKT, 3asiB/IeHHE, 3AMUCKH;

B) PacIOpsDKECHUs, IPUKA3, PELIEHHE;

I) OBEeCTKa AHS, POTOKOJ, CIPABKA.



18

3. Bce IOKyMEHTBI, KOTOPbIE BO3HUKAIOT MEXIy PaOOTHUKOM W OpraHu3aluer, ¢
MOMEHTA MpHeMa Ha paboTy 0 MOMEHTa, KOrJa TPyJOBblE OTHOLIEHHUS MPEKpaIlaroTCs -
Ha3bIBAIOTCS

a) IOTOBOPHbIE JOKYMEHTHI;

0) KapoBbie JOKYMEHTbI;

B) KOPIIOPATUBHBIEC JOKYMEHTBI;

r) (MHAHCOBBIE JOKYMEHTHI;

1) BCce BapHaHThI OTBETOB BEPHBIE.

4. 3adukcupoBaHHass Ha MaTepHaibHOM HOcUTesne MH(OpMalMs C PEKBU3UTAMH,
MO3BOJISIFOLIUME ee UIeHTU(DULIUPOBATH - 3TO

a) JOKYMEHT;

0) unpopmanus;

B) SJIEKTPOHHBIA TOKYMEHT;

I') BCe BapUaHThl OTBETOB BEPHBIE.

5. lokyMeHTHpOBaHHas HH(OpMALIUs, TPEICTaBIeHHAas B 2JIEKTPOHHON (hopme - 3TO
a) JOKyMEHT;

0) undopmanus;

B) 3JIEKTPOHHBIH JTOKYMEHT;

I') BCE BapUaHThl OTBETOB BEpPHBIE.

6. Konuss moxyMeHTa, Ha KOTOPOW B COOTBETCTBUM C YCTAHOBJIEHHBIM IOPSIIKOM
MPOCTABJISIIOT HEOOXOAMMbIE PEKBU3HUTHI, [IPUAIOLIUE el FOPUIUYECKYIO CUILY - 3TO

a) MOMJIMHHUK OQULIUATIBHOTO JOKYMeHTa (OpUrhHal);

0) myOMKaT JOKYMEHTa,

B) KOTUS JIOKYMEHTA;

r) 3aBepeHHAasi KONUs JOKYMEHTA.

7. YpoBeHb pacloOKEHHBII Ha BHEIITHUX HOCUTENSAX - COOCTBEHHO JaHHBIE - 5TO
a) BHELIHUH yPOBEHbD;

0) KOHIENTyaIbHbIH YPOBEHb;,

B) (pu3HYeCKHi YPOBEHbD.

8. BexiMBOCTb U JIIOOE3HOCTh, CO3JIaHHe TICHXOJIOTHYECKOro koMdopra B oduce -
3TO

a) KOMMYHUKa0eIbHOCTh;

0) UHTEJJIMTEHTHOCT;

B) 100pOXKeIaATENIbHOCTD.

9. TexHonorus npeobpa3oBaHHs TeKCTa B peds (textto-speech), koTopas Mo3BosIeT
03BYYHUBATh TEKCT €CTECTBEHHBIM I'OJIOCOM, 0€3 IIOMOLIHY YEJIOBEKA -
a) paclio3HaBaHHE PEUu;
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0) cuHTe3 peyu;
B) roJI0coBast 0MOMeTpHusl.

10. Monens obecriedeHHs] TOBCEMECTHOTO W YIOOHOIO CETeBOro JOCTyIa IIo
TpeGOBaHMIO K 00IIEMY ITyJTy KOH(QUTYPUPYEMBIX BBIYUCIUTENBHBIX PECYPCOB (HAIpUMED,
CeTsIM Tepelayd NaHHBIX, CepBepaM, YCTPOMCTBAM XpaHEHMs NAHHBIX, MPUIOKEHUIM U
cepBUCaM), KOTOpblE MOTYT OBITh OIEPaTHBHO IPEIOCTaBI€Hbl M OCBOOOKIECHBI C
MHUHUAMAJILHBIMYA 3KCIUTyaTAl[HOHHBIMU 3aTpaTaMM W/WIM OOpalleHUs MU K IMpoBaiaepy -
3TO

a) FTP-cuctema;

0) cucTemMa yIaJIeHHOIO 10CTYIa;

B) «O0/1auHble BLIYHCICHHA».

11. «[TyOGnuuHoe 001aKo» - 3TO

a) MH(PPACTPYKTypa, NpeIHa3HauYeHHas Ul MCIIOJIb30BaHUs OJHOW OpraHu3aluen,
BKJTIOYAIOIIEeH HECKOJIBKO OoTpedurenei;

0) uHdpacTpyKTypa, NpeaHa3HAYeHHas [AJds CBOOOAHOrO HCNOJIL30OBAHHUS
IIUPOKOH MYyOJIHKOM;

B) BUJ HUH(PACTPYKTYpbI, MNpeIHA3HAYEHHBIA [JIs KCIIOJIB30BAHUS KOHKPETHBIM
COOOIIECTBOM MOTpeOUTENEH U3 OpraHu3alliii, UMEIOIINX 001IKe 3aa4u;

r) KoMOuHauus W3 JAByX WM Oojee pa3iuyHbIX O0OJadHBIX WH(QPACTPYKTYD,
OCTAIOIIMXCS  YHHKAIbHBIMM  OOBEKTaMH, HO  CBsI3aHHBIX  Mexay  coboi
CTaHJapTU30BAHHBIMU UJIM YACTHBIMHU TEXHOJOTUSMHU Mepeadd JaHHBIX U MPUTIOKEHNH.

12. BuyTpenHnsis cets (cetb MHTpaHeT), cienuansHo pazpaboTaHHas ISl yIIPaBICHHUS
uH(pOpMalLel BHYTpY OpraHU3aikHu -

a) UHTEpHET;

0) JoKaJIbHAS CEeTh;

B) JIEKTPOHHAsI I10YTA.

13. XapakrepucTrka McuXoJ0rHiecKoro Tuia rnoseaeHus aroaei "Hacraauk":

a) IPUKpPbIBAsiICh BHUMaHKUEM U 3a00To# 0 Bac, Bely)KrBaeT Kakue-To CBEIEHHS, a caM
HHYEro B3aMeH He COOOIIaeT, a €ClM M BBIJAET KaKyK-TO HH(GOPMAIHIO, OHA 4YacTo
OKa3bIBaeTCs JIOXKHOU WIIH K Jesly He OTHOCSIIeHC s,

0) 3a0oTuTCcs 00 yenexax OJIHKHEro, 4acTo Jaxe B yuiepso cebe;

B) NpeXIe 4YeM IMPUHATh KaKoe-NUOO pelleHre, HYXHO, 4YTOOLI MX JOJIIO
o0xaxuBaju.

14. BpenoHOCHBIE NpPOrpaMMBbI, KOTOPBIE Ul PAaCHpPOCTPAHEHMS HUCIIONB3YIOT B
OCHOBHOM YSI3BUMOCTH ONEPalldOHHBIX CHCTEM:

a) YepBH;

0) BUPYCHI;

B) TPOSIHCKHE ITPOrPAMMBI.
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15. JIokyMeHT, colepraluii peueByro MHPOpMaIHIo, 3apUKCHPOBAHHYIO JIIOOBIM
THIIOM [THCHEMa WK JTF0O0H CHCTEMOU 3BYKO3aIiCH - Ha3bIBAeTCs

a) MACbMEHHBIA TOKYMEHT;

0) TEeKCTOBbIH JOKYMEHT;

B) PYKOITUCHBIN TOKYMEHT.

16. JlokymeHT, ©H(OPMALKS KOTOPOTO TpeICTaBIeHa B 3JIEKTPOHHOM (popMme - 3TO
a) MallIMHOTIMCHBINA IOKYMEHT;

0) 3J1IeKTPOHHBbIH JOKYMEHT;

B) U300pa3uTeIbHBIN JOKYMEHT.

17. JIoKyMeHT, comepxaluii 3ByKOBYIO HH(MOpMALUIO, 3apUKCUPOBAHHYIO JTHO00H
CUCTEMOM 3BYKO3aIUCH -

a) pOTOIOKYMEHT;

0) GOHONOKYMEHT;

B) KUHOJOKYMEHT.

18. IlpaBuna nmoBeneHUs AUIIOMATOB U APYTUX OPUIIUANBHBIX JHI] TP KOHTAKTaX
IpyT C IPYTroM Ha pazIuyHBIX AUIIOMATUYECKUX MpUeMax, BUSUTAx, [IeperoBopax - 3T0

a) MPUIBOPHBIN ITUKET;

0) AUNJIoOMaTHYeCKHUH ITHKET;

B) BOMHCKUH 3TUKET;

19. CBox nmpaBwII MOBECHUS, HAPYIIIEHUE KOTOPBIX MeIIaeT HOPMalbHOMY BEJIEHUIO
Ou3Heca - 3T0

a) oOlerpak1aHCKUM ITUKET;

0) 1e10BOM ITHKET;

B) HehOopMaJbHbIN ATHUKET.

20. Ham uMux Ha B3TUISLA CO CTOPOHBI
a) 3epKaJIbHBIN;

0) Texyiuii;

B) KeJaeMbIi.

21. MHoXecTBEHHBIN UMUK 3TO

a) UMUK OpraHu3alliy B 1IEJIOM, a HE €€ OTAEJbHbBIX NOAPa3AeIeHUI;

0) MUK, KOTOPbI 00pa3yeTcs U3 PAAa HMUAKell He3aBUCUMbIX CTPYKTYP;
B) Halll UMUK, CO3/IaBAEMBIN OMIIOHEHTOM, COTIEPHIUKOM, ITPOTHBHUKOM.

22. Kaxk npaBuiio, ¢ 12 1o 18 gacoB npuHSTO ynoTPeOIsITh BEIpOXKEHUE
a) «3apaBcTBYHiTEY;

6) «Jlobpoe yTpo»;

B) «/{oOpbIii 1eHb»;

r) «JloOpsiii Beuepy.
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23. YcraHOBIEHHBIH MOpSIoK, ¢hopMa, MaHepa MOBEIEHHs, NIpaBUia YYTHBOCTH U
BEXKJIMBOCTH, NIPUHSTHIE B OpraHu3aluuy (pupme) 1 odecrieyrBaroLfe YjieHaMm TPy 10BOTO
KOJUIEKTHBA U €r0 PYKOBOACTBY yCJIOBHUS YCIEIIHOr0 OOLIEHHUs APYT C APYTOM, I€JIOBBIMU
IIapTHEPAaMH U OOLLECTBOM IJIS JOCTHIKEHHUS LIeJIel CBOEH AesTeIbHOCTH

a) ATUKA;

0) 1eJIOBOM PTHKET;

B) OTHKa JEeJI0BOr0 OOLIEHUS;

r) cJayxeOHbIN ITHKET.

24. Kako#f cTuib yIpaBiieHHs OCHOBBIBAeTCS Ha OOCYKAEHHMH MPOOJIEMBbI, ydeTe
MHEHUH U UHULMATUB COTPYIHUKOB:

a) aBTOPUTAPHBINA CTUJIb;

0) neMOKpaTH4YeCKNi (WJIH KONJIerHAJbHbINH) CTHIb;

B) TUOEpaNbHBIN (MM aHAPXUIECKUH, UM MOy CTUTENBECKHUM) CTHUIb;

I') HETNOC/Ie10BaTeNIbHBIN (a7TOTrMUYHBIN) CTHIIB.

25. XapakTepuCTHKa IICUXOJOTHYECKOro TUIla ToBeaeHus moael "Pacckaszuuk’:

a) eMy HelpeMeHHO HYXKHO coo0uTh Bam Bee Menbyalimue noapoOHOCTH TOTO,
YTO MPOU3CLILIO0 C HUM HAKAHYHe;

0) paboTaeT «KaK HPOKJISATBIN»;

B) IOJDKEH HEMPEMEHHO MPUHSTH PelIeHUE K KOHILYy BCTPEUH.

26. JlokyMeHT, u3naBaeMbli B LEJNSIX YCTAaHOBJIEHUsS IIPaBUJI, PEryJIUPYROUINX
OpraHU3alMOHHBIE, HAYYHO-TEXHUUYECKHE, TEeXHOJOTHYecKue, (UHAHCOBBIE U HHbIE
CIeLMaIbHEIE CTOPOHBI JESTENBHOCTH YUYPEXKIEHUH, OpraHu3aluid, NpeanpusaTui (ux
noApa3faeieH|ui U Ciry’K0), JOJKHOCTHBIX JTHUL U IPaKIaH -

a) MOJIOKEHUE;

0) mpaBuia;

B) HHCTPYKLHS.

27. Hayka 00 OTHOLICHMSX, CYIIECTBYIOLIMX MEXIY JIOIBMU U 00 O0S3aHHOCTSAX
BBITEKAIOLIMX M3 3TUX OTHOLIEHUM:

a) 3THKA;

0) IeT0OBOM ATUKET;

B) 3THKA JIeJIOBOTO OOLIeHUS;

I') CIIy>K€OHBIN 3TUKET.

28. YMmeHue cekpeTapss TaKTUYHO U BEXIJIMBO BecTU Oeceny, COEp)KUBaTb U HE
IIPOSIBIIATE OTPHLIATEIbHBIE SMOLMH, COONIOIATh IPUHSATHIE B 00IECTBE HOPMBI IIOBEICHUS
U O0lLeHus, CIIEUTD 3a KyJbTYPOU CBOEro BHEIIHEr0 BUa B pabovero MecTa - 3TO

a) KOMMYHUKa0eIbHOCTh;

0) HHTEJLJIMT€eHTHOCTD;

B) 100pOXKENaTeIbHOCTb.
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29. TexHojorusi, Koropas HENMTCsi HA JBE COCTAaBISIOLIME: UICHTUPUKALMIO —
ycTaHOBJIeHHE (TIOUCK) JTUYHOCTH 110 IOJIOCY U BePUGUKALMIO — TIOATBEPIKACHUE INHHOCTH
IO ToJIoCy -

a) pacro3HaBaHUe pevH;

0) cuHTE3 peuy;

B) roJiocoBasi 6uomeTpHus.

30. XapakTepuCcTHKa ICHXOJIOIHYECKOro TUIa oBeieHus moel "Passenunk":

a) NpUKpbIBasicb BHUMaHHeM H 3a00Toii 0 Bac, Bbly:kuBaeT KaKkHe-TO CBeJeHHs,
a caM HHYero B3aMeH He coo0laeT, a ecJH M BblAaeT KaKylo-TO HH(popMaluio, OHA
YacTO OKA3bIBAETCS JIOMKHOM HJIHM K /Iesly He OTHOCS I encs;

6) 3a60TuTCs 00 ycrnexax OJIMKHEro, 4acTo Jaxke B yluepo cede;

B) Mpexae 4YeM TMPHUHATH KaKoe-THMOO pelleHHe, HYXKHO, 4YTOObI MX JIOJro
00Xa)XKUBaJIU.

31. U300pa3urenbHBI WM~ ay[UOBU3YalbHBIM  JOKYMEHT,  CO3[daHHBIM
KAHEMATOrpaUIeCKUM CIIOCOOOM -

a) GOTONOKYMEHT;

6) GOHOIOKYMEHT;

B) KHHOAOKYMEHT.

32. Kakue QaxkToppl OKazalyd BIUSHUE Ha CTAHOBJEHHE COBPEMEHHBIX
UH(OPMAIIMOHHBIX TEXHOJIOTHH:

a) lIMpoYaiiiee BHEAPEHUE NEPCOHAIBHBIX KOMITBIOTEPOB;

0) NosIBJIEHHE W Pa3BUTHE BEICOKOCKOPOCTHBIX KOMITBIOTEPHBIX CETEH;

B) CTAaHOBJIEHME MOIIHOM NIPOrpaMMHON UHIY CTPUH;

) Bce BAPHAHThI OTBETOB BEpPHbIE.

33. «ObuecTBeHHOE 00JIAKO» - 3TO

a) uH(MpPacTpyKTypa, NpelHa3HaueHHast Uil UCTIOJb30BaHMS OJHOW OpraHuzaiue,
BKJIFOUAIOLLEN HECKOJIBKO NOTpeduTene;

0) uHppacTpyKTypa, NpeaHa3HaYeHHAas! [IJis CBOOOJHOIO MCITOJIB30BaHUS LIMPOKOU
My OJIUKOH;

B) BHA HHPPACTPYKTYpbl, MNpeAHA3HAYEHHbIH sl HCHOJIb30BAHUSA
KOHKPETHBIM ¢000HIecCTBOM INOTpeOuTe/ el W3 OpraHu3amuid, HMeUHX o0uiue
3agavm;

r) KoMOWHaUWs W3 JBYX WJIH Oojiee pPa3lUYHBIX OO0JA4YHBIX HHQPPACTPYKTYP,
OCTAIOIIMXCS  YHHMKaJIbHBIMM  OOBEKTaMH, HO  CBSI3aHHBIX  MeXAy  coOoi
CTaHJapTU30BAHHBIMU UJIM YaCTHBIMU TEXHOJIOTMSIMU Mepeiadyd JaHHBIX U IPUIIOKEHUN.

34. LlenTpaibHbIM ypOBEHb, KOTOPBIH ONpeAeNsAeT JOTHYECKYIO cXeMy 0a3bl JaHHBIX
- 3TO

a) BHELLIHUN YPOBEHB;
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0) KOHIENTYaJbHbIH YPOBEHb;
B) GU3UUECKUI YPOBEHD.

35. [IuchMeHHBIN JOKYMEHT, MPU CO3IaHUM KOTOPOrO 3HAKK MUChbMa HAHOCAT OT
PyKH - 3TO

a) MUCbMEHHBIN JOKYMEHT;

0) TEeKCTOBBIN JOKYMEHT;

B) PYKONMHUCHBIH JOKYMEHT.

36. CBojx OOLIENPUHSATBIX B apMMM IpaBuj, HOPM W MaHEp MOBEACHUA
BOEHHOCJIY KAIUX BO BCeX chepax UuxX AesiTeIbHOCTH- 3TO

a) MPUABOPHBIN DTUKET,

0) AMIJIOMATUYECKUHN 3TUKET;

B) BOMHCKHUH dTHKET.

37. COBOKYITHOCTh MPABUIl U TPAIULIKi, COOMI0IAaeMBIX IPaXKIaHaMK [PU OOLICHUH
JIPYT C IPYTOM - 3TO

a) o01erpakIaHCKUM dTHKET;

0) neJIoBOU 3TUKET;

B) He(OPMaIBHBIN ITUKET.

38. JI1st KaKoro CTUJISL XapaKTePHO )KECTKOE eIUHOINYHOE IPUHSITHE PYKOBOAUTEIEM
BCeX peLIeHWH («MUHMMYM JIeMOKpPaTHUW»), JKECTKMH IIOCTOSHHBIA KOHTPOJb 34
BBIMOJTHEHUEM DEIIEHHM ¢ Yrpo3od HakasaHusi («MAaKCHMYM KOHTPOIS»), OTCYTCTBUE
UHTEepeca K paOOTHUKY KaK K JINYHOCTH: '

a) aBTOPUTAPHBIH CTHJIb;

0) JeMOKpATHYECKHUH (MIJIM KOJJIErHallbHbIN) CTHIIb;

B) MubepaibHbIi (WK aHAPXUYECKUH, WK IOy CTUTENILCKUH) CTHIIB;

I') HETMOCJIEOBATENIbHBIN (QJIOrMYHbIN) CTUIIb.

39. IluceMeHHBIH [OOKYMEHT, NPU CO3LaHUM KOTOPOIro 3HAKH MMHChbMa HAHOCAT
TEXHUYECKUMU CPEACTBAMM - OTO

4) MAIINHOMUCHBIH JOKYMEHT;

0) 2NEeKTPOHHBINA TOKYMEHT;

B) U300pa3UTeNIbHbIA JOKYMEHT.

40. XapaKTeprCTHKa NICUXOJOrMYECKOro TUIa MoBeIeHUs JroAel "Y napHuK':

a) eMy HelpeMeHHO HYKHO coo0uTh BaM Bce Menbuaiiiiye o gpoOHOCTH TOrO, YTO
MPOU3OIIIJIO C HUM HaKaHyHE;

0) paGoTaeT «KaK NPOKJASATHIN»;

B) IOJDKEH HEMPEMEHHO MIPUHSITH pellleHHe K KOHITY BCTPEUH;

41. K opranu3alldOHHBIM JOKYMEHTaM OTHOCSITCS:
a) NOoJIOJKeHHue, NPABUJIAa, HHCTPYKIUS;
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0) aKT, 3asBICHUE, 3aIIUCKY;
B) pacropsKeHuUs1, IPUKa3, pelleHue,;
I') TOBECTKA JHS, IPOTOKOJI, CIIPaBKa.

42. BpeioHOCHBIE IIPOrpaMMbl, KOTOPbIE BBIIOJHSIOT Ha OpakaeMbIX KOMIIBIOTEPAX

HECAHKI[MOHUPOBAHHBIE TOJB30BATENEM NEHCTBHUS, T.e. B 3aBUCUMOCTH OT KaKUX-JIHOO
YCIIOBUH YHWYTOXAIOT WHAOPMALMIO Ha JUCKaX, MPUBOASAT CHUCTEMY K «3aBUCAHUION,
BOPYIOT MH(MOPMALUIO U T.1.:

a) 4epBH;
0) BUPYCHI;
B) TPOSIHCKHE MPOrpaMMBbl.

43, MUK, KOTOPBIA MBI CTpeMUMCs cebe co3aaTh
a) 3epKaJibHbIN;

0) TeKyLuii;

B) sKeJiaeMbIH.

44. KopnopaTUBHBIA UMUK 3TO

a) HMH/IK OPraHU3aUHH B LEJIOM, 2 He ee OTAebHBIX IOAPa3/Ie/IeHHIA;
0) UMUK, KOTOPBIA 00pa3yeTcs U3 psiia UMUIKEN HE3aBUCUMBIX CTPYKTYD;
B) Halll UMHJIK, CO37[aBaeMbIi ONMIMOHEHTOM, CONIEPHUKOM, IPOTUBHUKOM.

45. K pacniopsiAuTeNbHbIM JOKYMEHTaM OTHOCSITCS:
a) MOJIOKEeHUE, NTpaBuila, HUHCTPY KK,

0) aKT, 3asBJIEHUE, 3aIlIUCKH;

B) pacnopsiskeHusi, NPHUKa3, pelieHue;

I') IOBECTKa JHs, IPOTOKOJI, CIIPaBKa.

46. IlporpammHBIM KO, O€3 BegOMa MOJL30BATENSl BKIIOYEHHBIM B MPOrpaMMHOE

obecrieueHue ¢ HEJBIO IEMOHCTpPALMKU PEKITaMHBIX OOBSBIIEHUIA:

a) NporpaMMbi-peK/jamMbl;
0) nporpaMMbI-1UTTUOHBI;
B) IOTEHLIAAJIEHO OTACHbIE MPUIIOKESHHUS.

47. JIOKyMEHT, MOJHOCTBIO BOCIIPOU3BOMSIIMNA HHMOPMAIUIO IOMJIUHHOIO

AOKYMEHTAa U BCE€ €0 BHEIIHUE NNPU3HAKU UJIW 4acCTh UX, HE WMEIOLIA N IOpI/II[I/ILICCKOfI CHIJIbI

= 9TO

a) NOAJMHHUK OPULIHATBHOTO JOKYMEHTa (OpUTHHAN);
0) nyOnauKaT TOKyMEHTa;

B) KONUSA JOKYMEHTA;

I) 3aBepeHHast KOs JOKyMeHTa.

48. «KKommyHHKaIUsD» — 3TO:
a) mporecc oOMeHa nHGOpPMaLHEd B CUCTEME;
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0) COBOKYITHOCTh TEXHHYECKUX CPELCTB, O0ECNEYMBAIOIIUX IPOLECCHI Mepeadn
UHpOpMaLUK;
B) BCe BAPHAHTHI OTBETOB BepHbIe.

49. COBOKYIIHOCTh JaHHBIX, XPaHUMbIX B COOTBETCTBHM CO CXEMOH JaHHbIX,
MaHHITyJIMPOBaHUE KOTOPHIMU BBIIOJHSIOT B COOTBETCTBUM C TIPaBUJIaMU CpPEICTB
MOJIETUPOBAHUS JAHHBIX - 3TO

a) 6a3za JaHHbIX;

0) OCHOBa JaHHBIX;

B) s1IpO J1aHHBIX;

I') Bce BapUaHThl OTBETOB BEPHBIE.

50. YpoBeHb 1onb30BaTeNs - TO
a) BHeILIHHUH YPOBeHb;

0) KOHLENTyalbHbI! YPOBEHb;
B) pU3UUECKUHN YPOBEHD.

51.Texnonorus ImpeobOpa3oBaHuss peud B TeKCT (speech-to-text), Kkoropas
OLM(POBBIBAET U TIEPEBOAUT B TEKCT PeYEBOU CUTHAII -

* pacrno3HaBaHHE peyH;
CUHTE3 peuu;
rojiocoBasi OuomMeTpusl.

52. VI3 oBuiux npaBuil COBPEMEHHOI'0 3TUKETA: MePBbIM [IPUBETCTBYET
a) My’>KYHMHa — )KEHIIUHY;

0) )KeHIIMHA — MY>KYHHY;

B) MJIQLIHI — cTapIIero;

I') CTapLIUi — MJIaJILLIETo.

53. Panp TexHosorui, obecrmeuuBarOIIUX TMPO3payHOe IMOAKIIOYEHHE K CETH
YAAJI€HHBbIX KJIMEHTOB, PACIOJIOKEHHBIX, KaK MpaBUio, 3a MpeaejiaMu JIOKaJbHOU CeTH
OpraHu3allyi - 3TO

a) FTP-cucrema;

0) cucTema yaaJieHHOrO JOCTyna;

B) «O0na4yHbIe BBIUYACIICHUS.

54. «I'ubpugHoe 0051aK0» - 3TO

a) UHQPaACTPYKTypa, MpeIHa3HAUYeHHAas (I UCTIOJL30BaHUs OJHOM OpraHu3aLuei,
BKJIFOYAIOILIE HECKOJIBKO NOTpeduTeneii;

0) unH(pacTpyKTypa, MpenHa3HaYeHHas Jisi CBOOOJHOrO MCIOJIB30BAHUS IIMPOKOI
Iy OJIMKOM;

B) BUA HMH(PACTPYKTYphl, NpeJHA3HAYCHHBIN IS HKCIIOJNb30BAHUS KOHKPETHBIM
COODIIECTBOM MOTpeOHUTeNel H3 OpranU3aLyi, UMEIOIIX OOIIHe 3a1a4H;
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9K3AMEHAIIMOHHBIE BUJIETbI
JJisi HTOrOBO# aTTecTanuu no npogeccun «Cekperapb-aIMHHHCTPATOP»

buaer 1.
1. Ilpuem u niepBuYHasi 00padOTKa BXOIALIEN KOPPECIIOHAEHLIUH.
2. TpeboBanus k OjaHKaM TOKYMEHTOB.
3. Buipl cCTEM aBTOMAaTHU3alMy JeJIONPOU3BOACTBA.
[IpakTruecKoe 3a/1aHue:
1. CocraButh ¥ O(GOPMUTH B COOTBETCTBHM C IMpaBUJIaMHU JEJONPOM3BOACTBA U
pedeBoro 3tikera B nporpamme Microsoft Word nHpopmaLmoHHOE MHCHMO.

2. Tlocerurenp MpHILIENT Ha MEPErOBOPBl K ONHOMY U3 PYKOBOIMTEEH KOMIIAHUU Ha

15 MUHYT paHbllle Ha3HaYeHHOTO BpeMeHH. Bamu neficteus? ObocHyHTE UX.

buJer 2.
1. O6paboTKa OTIpaBIsieMON KOPPECIIOHAEHLIMH.
2. DTUKET B CIIy>K€OHBIX OTHOILIEHUSIX.
3. Knaccudukanus mporpamMmm MoJAroTOBKU JOKYMEHTOB.
[MpakTHyecKoe 3a/ilaHue:
1. CoctaBuTh U OOPMHUTH B COOTBETCTBUU C IPABWJIAMK AEJIONPOU3BOJCTBA U

pedeBoro stukera B nporpamme Microsoft Word rapanTuiiHoe nucbsmo.

2. Ilocerurenb, KOTOpPOMY Ha3HauYe€Ha BCTpeda OJHUM U3 PYKOBOAUTEIEH

KOMIIaHHH, XKAET Xe 5 MHUHYT. B 3TOT MOMEHT pyKOBOAHUTENs coobimaeT Bam mo
TenedoHy, 4To OyIeT Ha MecTe TOJIbKO depe3 15 munyT. Bamm neiictBus?

Ac€ia

buaer 3.

1. Peructpauusi JOKyMeHTOB.

2. TpeboBaHus K OJaHKaM IOKYMEHTOB.

3. Uudopmarus: CyIHOCTb U ONpeeeHue.

[IpakTuyeckoe 3azanue:

1. CoctaBuTh U OPOPMUTH B COOTBETCTBUU C IpaBUIIaMU JAEJONPOU3BOJICTBA U
peueBOro 3Tukera B nporpamme Microsoft Word nuceMo-peknamaniuio.

2. OcmMmoTtpute Haill opuc/>Ty KoMHaTy. UTO 3/1eCch y1auHo U 4To Obl BEI npeioxunu
YJIYUYILIUTh C TOUKH 3peHus opuc-MeHeKMeHTa?

buJer 4.

1. Knaccuduxanus neioBbIX TOKYMEHTOB.

2. [lenoBoe NuCBEMO B YCIOBUSIX YHU(DUKALIMY U TIPaBUIa €r0 COCTaBICHUS.

3. UndopmaTuszanus 1OKyMEHTAIIHOHHOTO OOeCIeueHus YIIpaBieHus U apXUBHOTO

[IpaxTryeckoe 3agaHue:
1. CocrtaBuTh U O(OPMUTH B COOTBETCTBHUH C IpaBUIaMU AEJIONPOM3BOJICTBA U
pedeBoro stukeTa B porpamme Microsoft Word pekiamHoe mucbMo.
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1.CocTaBuTh ¥ OGOPMUTH B COOTBETCTBUH C IIPaBHIAMH JIEJONMPOU3BOJCTBA U
peueBoro aTukera B porpamme Microsoft Word nHdOpMaoHHOe MUCHMO.

2. CoctaBuTh ¥ OPOPMHUTH B COOTBETCTBHUH C IPABUIIaAMH JIETOTIPOU3BOJICTBA U
peueBoro sTukerta B mporpamme Microsoft Word rapaHTuiiHOE MUCHMO.

3. CocTaBUTh U OOPMUTH B COOTBETCTBUM C IIPABUIAMHU JEIONPOU3BOACTBA U
peueBoro sTukera B mporpamme Microsoft Word micsMo-pekiamManyto.

4. CoctaBuTh ¥ OPOPMUTH B COOTBETCTBUH C IPaBUJIaMH JIeJIONPOU3BOACTBA U
peueBoro stukera B nporpamme Microsoft Word peknamHoe micbmo.

5. CocTaBUTh U OPOPMHUTH B COOTBETCTBUU C IpaBUIaMH AEIONPOU3BOACTBA U
pedeBoro sTukera B nporpamme Microsoft Word conpoBoanTenbHOe MHCHMO.

6. CocTaBUTh ¥ OOPMHUTH B COOTBETCTBUHU C IIPABUJIAMH JIEJIOMPOU3BOJACTBA U
pedeBoro stukera B mporpamme Microsoft Word nucsmo-3anpoc.

7. CocTaBUTh U OPOPMHUTH B COOTBETCTBUU C NPaBUIAMU AEJIONIPOU3BOACTBA U
pedeBoro sTukera B nporpamMme Microsoft Word nucsMo-nioATBEpxKACHKE.

8. CocTaBuTh U OPOPMHUTH B COOTBETCTBUU C IIPaBUJIaAMHU [EJIONPOU3BOACTBA U
peueBoro sTuKera B mporpamMmme Microsoft Word nucemo-npuriaiieHue.

9. CocTaBUTh 1 OOPMUTH B COOTBETCTBUH C IIPABUIIAMH [IE€JIONPOU3BOACTBA U
pedeBoro stukera B nporpamMme Microsoft Word nucsMo-HarmoMuHaHuE.

10. CoctaBuTh 4 0OHOPMHUTE B COOTBETCTBUY C IIPaBUIAMHU JEJIONPOU3BOICTBA U
peueBoro atukera B nporpamMme Microsoft Word noszapasutenbHoe TUCHEMO.

(cuTyaunoHHbIE 3a1a4H)

1. IToceTuTens nmpwuileN Ha IePeroBOPbl K OHOMY U3 PyKOBOAUTENIEH KOMITAHUH Ha
15 MUHYT paHblile Ha3HauYeHHOTO BpeMeHu. Bamu neiictBus? OO0CHYHTE UX.

2. [Noceturens, KOTOPOMY Ha3HAUEHA BCTpeYa OJJHUM U3 PYKOBOAUTENIEH
KOMITaHUH, XKAET yKe 5 MUHYT. B 3TOT MOMEHT pykoBoauTeNb coobuaeT Bam no
TenedoHy, 4To OyaeT Ha MecTe TOJIbKO Yyepe3 15 munyT. Bamm neicteus?

3. OcmoTtpure Ha ouc/>Ty KoMHaTy. UTo 31€ch yaauHo U 4To Obl Bl
MPeNJIOKUIIN YIYULIUTE C TOYKH 3peHusl oruc-MeHeKMeHTa?

4. IlpencraBpte cebe, uTo Bam HyHO BRIOpaTh ONTUMAIBLHOTO TIOCTABIIIMKA
KaHLEJISPCKUX TOBApOB Ui komrnaHuu. ONUIINTe CBOU AEHUCTBUS U TO, KAKUM 06pa3zom
Bbl Oy iete npuHUMAaTh peleHue.

5. OnnoBpeMeHHO Bac npocsTt 0 kakux-to AelcTBUsAX (KOTOopble BXOIAT B Bariwu
00513aHHOCTH) [1Ba pa3HbIX COTpyIHMKA. [lapaienbHo 1eiaTh 3T0 HEBO3MOXKHO, a 00a
IIPOCST CAeNaTh Kak MOXXHO ObicTpee. Bamu gefictBus?

6. Baia 3aaya — BbIOpaTh KOMITAHUIO-TIPOBAKIEpa U OPraHu30BaTh 00EIbl B
oduce. Bamm nevictBus?

7. B otuce 3By4nT cupeHa MoXxapHoi TpeBoru. Barm fericTBus?

8. Bac mmpocsT BEINONHUTE, paboTy, KOTOpas He BXOAWUT B Balu HermocpeacTBEHHBIE
00S3aHHOCTH, HO OOJIBIIIE HUKTO ee cefiuac He CMOXKET CAeIaTh UCXO/Is U3 YPOBHS
kBanudukauuu. Bamm nefictus?

9. Bam pykoBoauTeNb JODKEH OBITH B AMcCTepaame depes 5 nHeii. Busa B
['onnannuro nenaeTcs B TeUeHHE TpeX Heaeab. Bamu neicraus?

10. Bor — oduic-menexep 1 HabupaeTe nepcoHal B cekperapuat. Bamm
AericTBusi? Kakosel 6y1yT ocHOBHBIE 3-4 TpeGOBaHus K Oy IyIUM COTPYAHUKAM?
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r) koMOMHAUHKA W3 ABYX WJIH Gojiee pasjH4YHBbIX 001a4YHBIX HHPACTPYKTYP,
OCTAIOIIMXCA  YHHKAJbHbIMH O0bEeKTaMH, HO CBSI3aHHBIX MEKAY €000
CTAHAAPTHU30BAHHBIMH MJIM YACTHBIMHM TEXHOJOIrMSIMM IMepeJavyd [aHHBIX H
NPUJIOKEHHH.

55. IlporpaMMmHOe obecriedeHHe, He MPUUMHSIOLIEe KOMIIBIOTEPY KaKOro-anbo
MIPSIMOTO BPeJIa, HO BBIBOASALIEE COOOLIEHUsI O TOM, YTO TAaKOH BpeJ] yKe MPUUMHEH 100
OyZeT IPUYUHEH MPU KaKUX-TU00 yCIIOBUIX:

a) NporpaMMbI-IIYyTKH;

0) Py TKUTHI;

B) IPOrPaMMbI-LLIITAOHBI.

56. Tlepsblif (MMM €IMHCTBEHHBIH) OSK3eMIUIAD JOKYMEHTa, OOJajaroliyi
IOPUIMYECKON CUIION - 3TO

2) NOMIMHHUK OPHIHAIBLHOI0 JOKYMEHTa (OPHTHHAJ);

0) myOnukar JOKYMEHTa;

B) KOMUS JOKYMEHTa;

I') 3aBepeHHas KOMusi JOKyMEHTA.

57. CBo#CTBO OPHULIHUATIEHOIO TOKYMEHTA BBI3BIBATH IIPABOBLIE MIOCIIENCTBUS -
a) IopuaUMYecKasi CHJIa JOKYMEHTAa;

0) yrpo3sl 6€30IaCHOCTU JOKYMEHTOB;

B) UH(OpPMaLMOHHAs CUJjla JOKyMEHTA.

58. OrpunaTenbHbId UMUK 3TO

a) UMUK OpraHU3aliu B LIeJIOM, a He €€ OTAEJIbHBIX MTOAPa3aeIeHUN;

0) UMUK, KOTOPBINA 00pasyeTcs U3 pslia UMUIKEN HE3aBUCUMBIX CTPYKTYD;
B) HAIll HMHUIXK, CO3IaBAEMbIil ONINMOHEHTOM, CONEPHUKOM, IPOTUBHHKOM.

59. Henpuinu4yHo 3BOHUTH

a) 10 9.00 yacos uu Beuepom nocJje 22.00;
6) no 10.00 gacoB unu Beuepom nocie 21.00;
B) 1o 12.00 gacos unu Beuepom nocie 19.00;

60. Hecneuuduueckuii oTBeT opraHu3Ma Ha J000Oe MNPEABSIBICHHOE €My
TpeOOBaHue, MpencTaBisiollee coOOW HampsKeHWe OpraHu3Ma, HalpaBlIeHHOe Ha
IIPEOJ0JIEHNE BO3HUKAIOIINX TPYAHOCTEH U NPUCTIOCOOIEHNE K BO3POCIIUM TPeOOBaHUSIM
- 3TO

a) cTrpec;

0) KOHGIKUKT, B) KOMIIPOMHUC.

IIpakTuyeckas pabdora.
IlpakTH4yeckas paboTa BKJIOYAET B ce0sl BbINOJHEHHE CAEAVIOMNX 32 TaHHIi:
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2. TlpencraBeTe cebe, yTo Bam HyXHO BBIOpaTh ONTHUMAIILHOIO ITOCTABLIHKA
KaHLIEJIPCKUX TOBApOB JJIsi KOMIaHAU. ONUIINTE CBOM AEMCTBHUS W TO, KaKUM
obpa3oMm Brl OyeTe NprHUMATh pElIeHHE.

buaer S.

1. TpeGoBanus k GopMyspy U ONaHKy JOKyMEHTA.

2. JlenoBas Gecena no TenedoHy.

3. KoMIprOTEpHBIE TEXHOJIOTUU CO3[aHUsl JOKYMEHTOB.

[IpakTr4eckoe 3aJJaHue:

1. CoctaBuTh U O(GOPMHUTH B COOTBETCTBMM C IIPaBHMJIAMH JIEJONPOU3BOACTBA U
peueBoro sTrkera B nporpamme Microsoft Word conpoBoauTebHOe MHCEMO.

2. OxHoBpeMeHHO Bac mpocsT o Kakux-To JeHcTBUSIX (KOTopble BXOAAT B Barin
00s13aHHOCTH ) IBa Pa3HbIX COTpYIHUKA. [lapamienbHo nenath 3T0O HEBO3MOXHO, a
oba MpocsT caenaTh Kak MOXHO OblcTpee. Bamu neficTBus?

buJer 6.

1. CripaBouyHO-uH(MOpMalmoHHas padoTa ¢ JOKYMEHTaMH.

2. TlpaBuia oQoOpMIIeHHS PEKBU3UTOB MOKYMEHTOB: «ToBapHBIM 3HaK (3HaK

00CITY )KUBaHUS )».

3. [ToHATUS «IOKYMEHT» U «3JIEKTPOHHBIN JOKYMEHT.

IIpakTyeckoe 3ajaHue:

1. CoctaButh U O(QOPMHUTH B COOTBETCTBUU C MpaBU/IaMHU [AEJIONPOU3BOJACTBA U
peueBoro 3THKeTa B mporpamme Microsoft Word nucemo-3anpoc.

2. Bama 3amaua — BbIOpaTh KOMIIAHHUIO-TIpOBaiiiepa U OpraHU30BaTh 00eabl B
oduce. Bamm geiictBus?

Bbuner 7.

1. HopmaTuBHO-IIpaBOBOE OOecredeHue 1eaTebHOCTH CeKpeTapsl.

2. JlenoBo#l mpOTOKOI ¥ CpeACTBa KOMMYHUKAITMOHHOTO OOLIIEHUS.

3. IloHsiTEe U BOBHUKHOBEHHE MH(DOPMALIMOHHBIX TEXHOJOT UM,

[IpakTuyeckoe 3aaHue:

1. CocraBuTh U OQOPMUTH B COOTBETCTBUU C MPaBHJIAMM JEIONPOU3BOACTBA U
pedeBoro aTukeTa B mporpamme Microsoft Word nuceMo-nioaTBepIkIeHHE.

2. B oduce 3ByunT cupeHa noxxapHoi TpeBoru. Bamm nefictus?

buJier 8.

1. CriocoOb! 321U Tel KOHPUACHIMAIBHON HH(DOPMAIIUU B OPraHU3alIUH.

2. B3auMoOTHOLIIEHUS C pYKOBOJIUTENIEM.

3. Cuctemsl ynpaBieHus 0a3aMu JaHHBIX.

IIpakTryeckoe 3agaHue:

1. CocraBuTh U OGOPMUTH B COOTBETCTBUHU C TMPaBUIAMH [IEJONPOM3BOJCTBA U
peueBoro stukeTa B nporpamMmMme Microsoft Word nucemo-nipuriarieHue.
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2. Bac mpocsT BBITIOJHUTE, paboTy, KOTOpasi He BXOAUT B Balu HenocpeACTBEHHbIE
00513aHHOCTH, HO OOJIbIIIE HUKTO ¢€ celuac He CMOKET CAeNaTh UCXOs U3 YPOBHS
KkBanudukanuy. Bamu geictBus?

bujer 9.

1. I1paBuna BeneHus Teae(OHHBIX [1€PErOBOPOB.

2. KauectBa, HeoOXonMMblEe BO B3aWMOOTHOLIEHUSX «PYKOBOIUTENb —

JIETIONIPOU3BOAUTEIIBY.

3. OcHOBHBIE OOBEKTHI M MPUHIUITBI aBTOMATHU3alluK PabOThI C TOKYMEHTaMHU.

[IpakTryecKoe 3aiaHue:

. CoctaBuTh U O(QOPMHUTH B COOTBETCTBUM C IpaBUIAMHU JAEJIONPOU3BOJCTBA U
pedeBoro 3Tukera B nporpamme Microsoft Word nucbmMo-HarnoMuHaHue.

2. Bam pykoBoauTedh JOKEH ObITh B AmcTepaame uepe3 5 nHed. Busa B
["onnanmuio nenaeTcs B TeUeHUe Tpex Henenb. Bamum nelicteus?

buaer 10.

1. IlpaBuna paboThl C MOCETUTENSIMU B TPUEMHOM.

2. IlpaBuna odopmieHUsT PEKBU3UTOB NOKYMEHTOB: «OTMeTKa 00 3JEKTPOHHOM

MOATIUCHY.

3. ABTOMaTu3alys JOKyMEHTALXOHHOr0 o0ecreYeH s yIpaBieHusl B OpraHu3aliy.

IIpakTHdeckoe 3a/iaHue:

1. CoctaBuTh U OPOPMUTH B COOTBETCTBUU C MpaBHJIaMU AEJIONPOU3BOJCTBA U
peueBoro 3tukera B nporpamme Microsoft Word nozapasurtesbHOe THCHMO.

2. Brl — oduc-meHexep 1 HabupaeTe nepcoHaln B cekperapuart. Bamu necTBus?
KakoBbl OynyT ocHOBHbIE 3-4 TpeOoBaHHUs K Oy Iy LLIUM COTPYIHUKAM?

Buaer 11.

1. Opranusanusi KOMaHIUPOBOK PyKOBOIHUTEIS.

2. XpaHeHue TOKYMEHTOB B apXWBE OpraHU3aLIUH.

3. YperynupoBanue KOHDIUKTA.

[IpakTuueckoe 3aganue:

1. CocTaBuTh U OQOPMHUTH B COOTBETCTBHHU C IPaBUJIaMU IEJIOMNPOM3BOACTBA U
pedeBoro sTukera B nporpamme Microsoft Word rapanrtuiinoe nucsMo.

2. Bac npocsT BEINONHUTE, paboTy, KOTOpasi He BXOAUT B Balliu HenocpeacTBeHHbIE
00513aHHOCTH, HO GOJIbIIIE HUKTO €€ ceifuac He CMOXKET CleNiaTh UCXOIS U3 YPOBHS
KBanupukauuy. Bamu neicteusa?

buaer 12.

1. IIpaBuia pedeBoro aTUKeTa ceKperaps.

2. IlpaBuna opOpMIICHUS] PEKBH3UTOB JIOKYMEHTOB: «Bu3ay.

3. OCHOBHBIE 3JIEMEHTHI CUCTEMBI 0a3bl JAHHBIX.

IlpakTHyeckoe 3aj1aHue:

1. CocraButh U OGOPMHUTE B COOTBETCTBUU C [IpaBUJIaMU JEJIONPOU3BOJCTBA U
pedeBoro sTukera B nporpamme Microsoft Word conpoBoautensHoe mucsMO.
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bujer 13.

1. OcHOBHbIE MPUHLUIIBI 1EJIOBOM 3TUKH U STUKETA CEKpeTaps.

2. OCHOBHBIE COCTABIISIOIINE KYJIBTYPHI 1€JI0BOTO OOIICHHUS.

3. ITpuHUMIIBI aBTOMATHU3ALMU PabOThI C TOKYMEHTAMH.

[IpaxTHyeckoe 3agaHue:

1. CoctaButh U O(QOPMUTH B COOTBETCTBUM C IpaBUIIAMH JEJONPOU3BOJACTBA U
pedeBoro sTrkeTa B mporpamme Microsoft Word undopmanonHoe UCEMO.

2. Bam pykoBoauTens AODKEH ObITh B AmcTepaame uepe3 S5 aHed. Busa B
[oJuIaHAKMIO JIeJ1aeTCsl B TeYeHHe TpeX Heaelb. Bamy nefictBus?

bujer 14.

1. TpeGoBaHus OXpaHbl TpyAa B paboTe cekpeTapsl.

2. @akTopbl, CHOCOOHBIE BbI3BATh CTPECC.

3. OcHOBHBIE PYHKIIMU CUCTEM JIEKTPOHHOTO JOKYMEHTOO0O0pPOTA.

[IpakTueckoe 3a/1aHue:

1. CocraButh U OQOPMUTH B COOTBETCTBUU C IPaBUJIAMHU IEJIONPOU3BOACTBA U
peueBoro stukera B nmporpamme Microsoft Word nmosapasurenbHOe TUCHMO.

2. IlpencraBeTe cebe, uro Bam HyXHO BBIOpaTh ONTUMAIBHOTO IOCTABIIMKA
KaHLEJISIPCKUX TOBApPOB sl kKoMNaHUU. ONUIIUTE CBOU AEHCTBUS U TO, KaKUM
oOpazoM Brl OyaeTe nprHUMaTh penieHue.

Buaer 15.
1. Texnuveckue cpencTna ynpaBieHus B oduce, UX KiraccuuKaius, Ha3HaYEHHE,
IPUHLUI PabOTHI.

2. Umuk cexperaps-agMUHUCTpaTopa. TpeOoBaHus K BHELIHEMY BHUJLY.

3. basbl 1aHHBIX KaK CPeCTBO XPaHEHUS U 00pabOTKU HHPOPMALHH.

[IpakTrueckoe 3aaHue:

1. CocraButh U OGOPMUTH B COOTBETCTBHU C MpaBUJIAMU JEJONPOM3BOJACTBA U
pedeBoro stukera B nporpamme Microsoft Word mucsMo-npurnaienue.

2. Bama 3amaya — BbIOpaTh KOMIIAHHIO-IIPOBAiiepa M OpPraHU30BaTh OOENbI B
oduce. Bamwm netictBus?

METOAUYECKUE MATEPUAJIBI

YuebHo-MeTonrYeckoe ¥ HHPOPMALMOHHOE ObecTieyeHue: IEKIMOHHbIN MaTepHal,
CIIMCOK JIUTEPATyPHI.

HOPMATUBHO-ITPABOBBIE AKTBI 1 CIIMCOK JIUTEPATYPHI

- ®enepanpHbli 3ak0oH oT 29.12.2012r. Ne273-®3 «0O6 obpasosanun B Poccuiickoit
Denepanuny;

- QenepanbHblil 3ak0H 0T 30.12.20011. Ne197-®3 «Tpynosoit Kogexc PDy:

- ®enepanbHblii 3ak0H ot 06 anpess 2011 r. Ne 63-®3 «O6 SJIEKTPOHHOUN MOATUCHY;
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- O®epnepanpHblii 3akoH oT 27 wmrons 2006 r. Ne 149-03 «O6 uHpopmauuy,
UH(OPMALIMOHHBIX TEXHOJIOTUSX U O 3aLUTe HHPOPMALUNY;

- ®enepanbubiii 3akoH oT 02 mas 2006 r. Ne 59-®3 «O nopsiike pacCMOTpEHHUs
oOpaieHuil rpaxaal B Poccuiickont @enepanun;

- Oenepanbhbiit 3akoH oT 01 utons 2005 r. Ne 53-@3 «O rocy1apCTBEHHOM S3bIKE
Poccutickoii @enepauny;

- ®enepanbHbiit 3ak0H OT 22 okTsiOps 2004 r. No 125-@3 «O6 apxuBHOM feie B
Poccuiickoit @enepaniny;

- ®enepanbhbiit 3aKkoH OT 29 urosst 2004 r. Ne 98-D3 «O xoMMepuecKoi TaliHe»

- ®enepanbhblii 3aK0H OT 21 utosnst 1993 r. No 5485-1 «O rocynapcTBeHHOHN TalHe»;

- [Toctanosnenue [IpaBurenscTa PO ot 15 uronst 2009 r. Ne 477 «O6 yTBep)aeHUH
[IpaBui nenonpon3BOACTBa B (peiepasIbHbIX OpraHaxX UCIOJHUTEIbHON BIacT»;

- Ilocranosnenue IlpaBurensctBa P® or 13 asrycra 1997 r. Ne 1009 «O6
yTBep)kneHnu [ IpaBuI MOArOTOBKH HOPMATHUBHBIX MTPABOBBIX aKTOB (Pe/iepajibHbIX OPraHOB
UCTIOTHUTETbHOM BJIACTH U UX TOCYIapCTBEHHON pErucTpaluny;

- Tlocranosnenue IlpaButensctBa P® ot 27 nmexabps 1995 r. Ne 1268 «O06
YIOPSIAOYEHUU HW3NOTOBJIEHUS, UCIOJIb30BAHUS, XPAHEHUS U YHUUTOXKEHHUs Ie4aTed U
O51aHKOB C BocIipou3BeneHueM [ ocynapcteenHoro repbda Poccuiickoit denepanuny;

- [Ipukas ®enepansHoro apxuBHoro arenrcrna ot 20 nexabps 2019 roga Ne 236 «O06
yTBepxkaeHur  IlepeyHs  THUNOBBIX  YNpaBIEHUYECKUX  APXUBHBIX  JOKYMEHTOB,
00pa3yoIIUXCs B MpOLEcCce AeATeIbHOCTH TOCY IapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O
caMOyIIpaBJIEHUs U OPraHU3allMii, C yKa3aHUEM CPOKOB UX XPaHECHUS,

- Iloctanosnenue Muntpyna Poccun ot 26 mapra 2002 r. Ne 23 «O06 yTBep)aeHUU
Hopm Bpemenn Ha paboThl IO JOKYMEHTALMOHHOMY OOECIeYeHHUI0 YIpaBiIeHUECKHUX
CTPYKTYp (eaepanbHbIX OPraHOB UCITOJIHUTENIBHOMN BIaCTHY;

- ITocranosnenue I'ockomcrara Poccuu ot 05 stuBapst 2004 r. Ne 1 «O06 yTBepKaeHUN
YHUQUUMPOBAHHBIX (OPM MEPBHYHOM yHUETHOW MOKYMEHTAIMH 10 Y4eTy TPyAa U ero
OTLIaThD»;

- [Tocranosnenne Muntpyna Poccun ot 25 Hos6pst 1994 1. Ne 72 «O6 yTBep)1eHUH
MEXXOTPaCJIeBbIX YKPYTHEHHBIX HOPMaTUBOB BPEMEHH Ha paboThI IO JOKYMEHTAHOHHOMY
00ecCrneueHHUI0 yIpaBIeHUs;

- [loctanosnenne PenepanbHON KOMHCCHH IO PHIHKY LEHHBIX Oymar ot 16 urous
2003 r. Ne 03-33/mc «O6 ytBepxkaeHun IToJoKeHHsS O MOPSIKE W CPOKAX XPaHEHHS
JOKYMEHTOB aKLHOHEPHBIX OOIIECTBY;

- [Ipukas ®enepansroro apxusHoro areHrcTsa ot 11 anpens 2018 roga Ne 43 «O6
YTBEPIKACHUH MPUMEPHOTO MOJIOKEHHUS 00 SIKCIIEPTHON KOMUCCHH OPTraHU3aLun»;

- IIpuxa3 Munucrepctsa obpa3oBanus U Hayku Poccuiickoii ®enepauun ot 01.07.
2013 r. Ne 499 «O6 yrepxnmeHuu Ilopsiaka OpraHM3alldM M OCYIIECTBICHHUS
00pa3oBaTesbHOd  JMEATENBHOCTH [0  JONOJHUTENBHBIM  NPO(GECcCHOHATBHBIM
IIpOrpaMMam;

- Ilpuka3 MununcrepcTBa Tpyaa U conuanbHoM 3amuTthl PO ot 15 urons 2020 r. Ne
3338 «O6  yTBepxaeHWM NpPOhECCHOHATBHOTO crangapra «CrneuwaiucT 1o
OPraHU3AIMOHHOMY U TOKYMEHTALHOHHOMY OOECIIeUeHHIO YIpaBieHHs OpraHu3aLuein.
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-T'OCT P 7.0.97-2016 «Cucrema ctaHgapToB o uHopmanuu, OubIMoTeyHOMY U
u3gareabckoMy aeny. OpraHu3aloHHO-paciopsiMTeNbHas JoKyMeHTauus. TpeboBanus K
0(hOPMIIEHUIO I0KYMEHTOBY;

- TOCT P 7.0.8-2013 «Cucrtema cTannapToB 1no uHdpopmanuu, 6UOIMOTEUHOMY U
U3JaTeIbCKoMy Aeny. JleTonponu3BoICTBO U apXUBHOE J1€J10. TepMUHBI ¥ ONIPENETIEHUD,

- TOCT P 50922-2006 «3amura wuHPOopMauud. OCHOBHBIE TEpPMUHBI W
OIIpEeIEe/ICHUSY;

- TOCT 6.10.4-84 «YuubuuupoBaHHbIe CUCTeMbl AOKyMeHTauuu. Ilpunanune
IOPUIMYECKOM CHJIBI JOKyMEHTaM Ha MallWHHOM HOCHUTEJIe M MallWHOrpaMMme,
CO34aBaeMbIM CPEJICTBAMU BBIYMCIUTEIbHON TeXHUKU. OCHOBHBIE II0OJIOKEHHS;

- TOCT 6.10.5-87 «YHupHUIHPOBaHHbBIE CHUCTEMBl JOKyMeHTaluu. TpeOoBaHus K
MOCTPOEHUIO (hopMyJIsipa-oopasLan;

-T'OCT 17914-72 «O06m0XKH e ATUTENbHBIX CPOKOB XpaHeHHUs. THIIbI, pa3Mepbl U
TeXHU4YecKue TpeOOoBaHUs»;

- TOCT P 34.10-2012 «HudopmanuonHas TexHojorus. Kpunrorpapuyeckas
saiura uHpopmanuu. [Ipoueccsl GOPMUPOBAHUS U TMPOBEPKU SIEKTPOHHON LHU(POBOH
IO ATTACHY;

- 3apiueBa, E. B. J[lenonpou3BoACTBO U JOKyYMEHTOOOOPOT B CUCTEME
roCyJapCTBEHHOI0 W MYHHIMIIAJIBHOIO YyIpaBiieHus: yueb.-meron. mnocodbuwe / E. B.
3aitieBa, H. B. T'oruapoBa ; M-Bo oOpazoBanusi u Hayku Poc. @enepanuu, Ypai. denep.
yH-T. — ExatepunOypr : M3n-o Ypan. yH-Ta, 2017. — 178 c.

- 3amemmHa E.A. DTuka u ricuxoJsiorus nenosoro obduenus. M.: PUOP, 2006.

- Kopxyk B.M., Ilonos N.1O., BopoGreBa A.A., 3amuuieHHbIi 1OKYMEHTOOOOPOT.
Yacts 1: YueOHo-meToaudeckoe nocooue — CI16: Yuusepcurer UTMO, 2021. — 67 c.

- Kynsie H.H. lHpopmanmioHHbIe TEXHOIOTHH B IOKYMEHTALHOHHOM 00ECIeUeHU !
YTIpaBJIEHUsS U apxUBHOM Jene: yueOHuk ais By30B/ H.H. Kynses, T.B. Konnpamosa, E.B.
Tepenrsesa, A.I'. ®abpuunoB / mox obut. pexn. a.10.H., npod. H.H. Kynsesa. — M., 2016. —
408 c.

- MakapoB b.®., Henorona A.B. [lenoBoii 3TUKeT U 00IIeHHeE.

- Ilcuxonorus u stuka nenosoro obuenus/ [lox pen. B.H. JlaBpunenko. — M.:
FOnutH, 2002. — C.267.

- Ilcuxomnorus n stuka nenosoro obuenust/ [Tox pen. B.H. Jlapunenko. — M.:
IOnwuTH, 2002. — C. 292-294,

- Pebankuna 3.M. J[0KyMeHTOOGOPOT 1 [ENONpPOU3BOACTBO: Kype JeKimit / 3.M.
Pri6ankuna. — [1ensa: [IN'VAC, 2014. — 196 c.

- ®uonosa, JI. P. ®61 OcBoenue npodeccHOHaNBHBIX KOMIETEHLHH B chepe

JAOKYMEHTALMOHHOrO obecnedeHus ynpasnenus: yueb. / JI. P. ®uonosa. — [ensa: M3a-Bo
Iy, 2016. - 200 c.



