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1. OBIIAA XAPAKTEPUCTHUKA ITPOI'PAMMBI

1.1. HeJsb peaju3anum NpoOrpaMmbl

[lenb peanu3anid OCHOBHOM MporpaMMbl MpO(PEcCHOHATBLHOIO OOyYEHUS -
IporpaMMbl  MPOQPECCHOHATBHON  MOATOTOBKM MO  JOJDKHOCTH  CIIy>KaIllero
«Cekperapp-aIMUHUCTpATOP» (majlee — Tmporpamma): TMPUOOPETCHHE JHUIAMU
pa3jIMYHOTO  BO3pacTa  NpOo(EecCHOHAIbHBIX  KOMIIETEHIMM B obsactu
OpPraHU3aIlMOHHOTO OOECHEeYeHUs NAEATEIbHOCTH OpraHU3alud, B TOM 4YHCIE IS
paboOThl C  KOHKPETHBIM  OOOpYJOBaHMEM,  TEXHOJOTHUSIMU U  HHBIMHU
PO eCCUOHATILHBIMU CPEACTBAMU, TTOJIYYCHUE YKA3aHHBIMU JIUIIAMU KBaU(DUKAITUU
0 IOJDKHOCTH city»Kaniero «Cekperapb-aAMUHUCTPATOPY.

1.2. HopmaTuBHO-NIPaBOBbIC OCHOBAHMS Pa3padOTKHU MPOrpaMMbl

HopMaTuBHY0 MpaBOBYIO OCHOBY pa3pabOTKH MPOTPaMMBbI COCTABIISIOT:

®denepanbHblii 3akoH 0T 29.12.2012 Ne 273-®3 «O06 oOpa3oBaHUU B
Poccuiickoit @enepanumn»;

[Ipuka3 MunuctepcrBa npocseuieHuss PO ot 26.08.2020 Ne 438 «O6
yTBepxkaeHun llopsinka opraHum3amuyd W OCYIIECTBICHHUS 00pa3oBaTeIbHOM
JEesITeIbHOCTHU 110 OCHOBHBIM IIpOrpaMMaM Npo(ecCuOHaTbHOTO O0YyUEHHUS»;

[Ipuka3z MunuctepcrBa npocsemnieHuss PO ot 14.07.2023 Ne 534 «O6
yTBepxkaeHun llepeunss mpodeccuit paboumx, MAOIKHOCTEH CIyXKalHUX, IO
KOTOPBIM OCYIIIECTBIISIETCS MpodecCuoHaIbHOE 00yUeHUEY;

[Ipuka3 MuHucTepcTBa Tpyaa U conuaibHoil 3amuTel PO ot 15.06.2020
Ne 333u «OO0 yTBepx)aeHuu npodeccuoHaibHOro crangapra «CrnenuaiucTt 1o
OpPTaHU3AaIMOHHOMY ¥ JOKYMEHTAlHOHHOMY OOECHEUeHUI0 yIpaBJieHUs
OpraHu3anuen».

1.3. XapakTepucTHKAa HOBOI'0 BU/AA NPO(PECCHOHATBHOMN 1eATeIbHOCTH

1.3.1. XapaktepucTuka HOBOTO BHJa NPOPECCHOHATBHON EATEIHHOCTH,
TPYIOBBIX PYHKIMA 1 (MJIM) YPOBHEW KBaIHU(DUKAIIH:

a) obnacmv npogheccuoHanbHOU desimenbHocmu 00yJaroIIerocs, MPOIISAIIEro
oOy4eHHe MO MPOrpaMMe: BBIMOJHEHUE TEXHUYECKUX (DYHKIHM 10 00eCTeueHno 1
0OCITyXKMBaHUIO pabOThl PYKOBOAUTENS OpPraHU3aIlH, CBS3aHHBIX C IMOJTOTOBKOIA,
XpaHeHueM, o00paboTKOW C TIOMOMIbIO CPEJACTB OPTraHU3ALMOHHOM TEXHHUKHU
He00X0 MO HH(OPMaLIMU U TOBEACHUEM €€ 10 OTpeOuTesl.

0) 06vexmobl npogheccuoHarbHOU OessmenbHOCmU 00yIarOTITIXCS:

JIOKyMEHTUPOBaHHASI HH(POPMAIIHS;

IPOLECC TEXHUYECKOTO 00CTYKUBAaHUS PA0OTHI pyKOBOINUTENS;

OpraHM3aIlMOHHAs TEXHUKA.

B) B paMKax OCBOEHHUS MPOrpaMMbI OOYyYaIOIIUECS TOTOBSTCS K PEIICHUIO
Ce0YIOWUX BUOOB OesIMENbHOCTIU:

UHPOPMAIMOHHO-TOKYMEHTAIIMOHHAS IeSITETbHOCTD;

OpraHM3aIlMOHHAs IS TeTbHOCTb.

1.3.2. Hacrosimas nporpamma pazpaboTaHa B COOTBETCTBUU
npodeccuoHaNbHBIM ~ cTaHaapToM  «Cheuuaiuct MO0  OpraHu3alMOHHOMY U
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JOKYMEHTAIMOHHOMY OO€CIIEUEHHUIO YIIPABJICHUSI OpraHu3alleil», yTBEp KICHHbIM
npruKazoM MuHHCTEpPCTBA TpyJa U coruanbHou 3amuThl PO ot 15.06.2020 Ne 333H,
IJIaHUPYEMbIE  pe3yJbTaThl OOy4YeHUsI CIPOEKTUPOBAHBI B COOTBETCTBUU C
0000menHon TpynoBoi ¢yHkiuenrn - OT® (A) OpraHuzallMuOHHOE OOecredYeHue
NEeATEIbHOCTH OPraHu3alUu.

1.3.3. Onucanue TpyA0BbIX PYHKIMIA 110 0O0OIIEHHOM TPy 10BOM (PyHKINU:

A/01.3 IIpuem u pacnpenenenne Teae(OHHBIX 3BOHKOB OpraHU3aINH;

A/02.3 Opranusaius paboThI ¢ TOCETUTESIMU OPTaHU3AIINH;

A/03.3 BrinonHeHne KOOPAUHUPYIOIUX U 00ecTIeYuBaIOIINX (QYHKIUH.

1.4. TpeOoBaHue K pe3yabTaTaM OCBOCHHUSI POrPaMMbI

[lepeyenb komneTeHUUH, GOPMHUPYIOIMIUXCS B  PE3ysibTaTe OCBOEHUS
MPOTPAMMBI:

[IK 1 CoctaBisiTh, pemakTUpoBaTb ©W  OQOPMIISITE  OpPTaHU3AIMOHHO-
pacHopsIMTENbHYI0 JOKYMEHTAIMIO, CO3JaBa€Myl0 B OpraHM3aldd, COTJIacHO
tpedoBanusiM ['ocynapctBenHbix ctanaapToB (I'OCT) no odopmiieHUIO TOKYMEHTOB;

[1K 2 Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OpraHU3alii C UCIOJIb30BAHUEM
COBPEMEHHBIX BUJIOB OPTaHU3AIIMOHHON TEXHUKU;

[1IK 3 KoopaunupoBarh  paboty oduca (IpUEMHOM  PYKOBOJIUTES),
OpraHu30BbIBATH MPHUEM MTOCETUTEIIEH;

[IK 4 OcymectBnsth TenepoHHOE OOCTYy>KMBaHHE, MPUHUMATh U TEepeaBaTh
(haKCUMHIIBHBIC COOOIIICHUS;

[IK 5 OcymiectBigTh paboTy MO TOATOTOBKE W IMPOBEICHHUIO COBEIIAHUH,
3acelaHu|, JEJI0BbIX BCTPEY, IPUEMOB U IPE3ECHTALIUM.



1.4.1. [InanupyemMble pe3yJIbTaTbl OCBOEHHUS MPOTPAMMBI:
(npoepamma Hanpaesiena Ha npuobpemerue ciedyiouux NPopeccUoHaAIbHbIX KOMNemeHyull)

HanmenoBanue [Tpodeccuonanbubie Hagpiku YmMenus 3HaHus
BUJIA JESITEIBHOCTH KOMIIETEHINH
(bopmupyrommecs)
unpopmanmonno- | [IK 1. CocraBnsts, | perakTupoBaHUE U | TIOJIb30BaThCSl HOPMATHUBHBIMU | HODMATUBHBIE — METOAWYECKHE
JOKYMEHTALlMOHHAs | peIaKTUPOBATh U | opOpMIIEHHE OPraHU3ALUOHHO- | METOAMYECKMMH JOKYMEHTaMH | TOKYMEHTBI o
JesITeTbHOCTD oopmIIATH pacropsauTeIbHON o JIOKYMEHTAIIMOHHOMY | TOKYMEHTAllHOHHOMY
OpraHU3alMOHHO- JOKYMEHTaLUU COIVIACHO | OOECIEYEHHUIO yIIPaBIICHUS; 00€CIEeYeHNIO yIpaBIeHUs;
pacropsIuTeIbHYIO TpeOOBaHUAM KOHCTPYHUPOBaTh  pa3iW4Hble | TpeOOBaHUS K  OpraHM3aluu
JOKYMEHTALHIO, I'ocynapCTBEHHBIX CTaHIApTOB | BUJbl  OJAHKOB  CIIy’KEOHBIX | HHPOPMALIMOHHO-
CO371aBacMy10 B | ('OCT) JIOKYMEHTOB; JOKYMEHTAllHOHHOT O
OpraHu3anui, COCTaBIISATh, PENAKTHPOBATH W | 0OCITYKMBAHUS;
COTJIAaCHO TPeOOBaHUSAM oopMIIATH  OpraHU3allMOHHO- | KJIIACCU(PHUKAIMIO  CIYXKEeOHBIX
I'ocynapcTBeHHBIX pacrnopsuTeIbHbIE JOKYMEHTBI | JOKYMEHTOB;
crangaptos ('OCT) no OpraHu3aluy; elrHble TpeOOBaHUS U TIpaBUIIA
o(OpMIICHUIO BECTH paboTy C JAOKyMEeHTaMu | ohOpMIICHHS JTOKYMEHTOB B
JIOKYMEHTOB (okcreauuMoHHYI0 00paboTKy, | coorBeTcTBUU ¢ ['OCT;
perucTparmio, KOHTPOJb | BUIBI M  cOCTaB  OJIaHKOB
UCTIOJTHEHUS, CIPAaBOYHO- | CITy>KEOHBIX JIOKYMEHTOB,
MH(POPMALMOHHYIO paboTy); TpeGoBaHus K uX
MPOBOJUTH TEKYIee XPaHEHUE | KOHCTPYHPOBAHUIO;
JIOKyMEHTOB; obmue TpeOoBaHUs K
MIPaBUIILHO YHOTPEOIATh | COAEPIKAHUIO TEKCTOB
KOPPEKTYPHbIE 3HAaKM B XOJE | CIyX’eOHBIX JIOKYMEHTOB,

NPaBKH  OQHUIIMATBHO-JIEIOBBIX
TEKCTOB, pelaKTUPOBaTh
CITy>KeOHbIe JOKYMEHTHI;

MOJrOTaBINBaTh  JOKYMEHTBI
pa3IM4YHOMN CTEIIEHU

(hOpPMBI U3JI0KEHHS TEKCTOB;
TpeOOBaHUSI K OpraHU3aIuu
JOKYMEHTO000poTa
OpraHu3aIu




CIIOKHOCTH;

K 2.
Opranu3oBbIBaTh
JOKYMEHTOO0OpOT B
OpraHu3auu c
HUCIIOJIB30BaHUEM
COBPEMEHHBIX  BHJIOB
OpraHu3alMOHHOMN
TEXHUKHU

OpraHu3aius
JIOKyMEHTO000pOTa B
OpraHu3aluu c
KCMOJIb30BAHUEM COBPEMEHHBIX
BHUJIOB OpPraHu3alMOHHON
TEXHUKHU

UCIIOJIb30BATh
OpPraHM3alMOHHYI0 TEXHHUKY B
npodeccroHanbHOM
JeSTebHOCTH;

UCIIOJIb30BATh
UHPOPMAIIMOHHBIC TEXHOJIOTHH

Opu  JTOKYMEHTHPOBAaHHH U
OpraHu3aIuu paboThl c
JOKYMEHTaMH

COCTaBISITh W OQOPMIIITH
HOMEHKJIATYPY bi ()
OpraHu3aluiy;

dbopmMupoBaTh nena B
COOTBETCTBUU c
HOMEHKJIATyPOH [Je;
OTCJIC)KUBATh JIOTUYECKYIO
MOCJIeI0BATEIbHOCTD
MTOCTPOCHUS oduIMaTHHO-

JCTIOBBIX TEKCTOB JIOKYMEHTOB,
HPOU3BOJIUTH HPOBEPKY
(akTHUecKoro MaTepuaa

KJIacCU(UKALMIO  CITy)KEOHBIX
JIOKyMEHTOB;
OCHOBHBIE
OpraHU3alMOHHO-
pacropsauTeIbHbIX
JOKyMEHTOB, OTJIMYUTEIbHBIC
0Cc00EHHOCTH UX 0(hOPMIICHUS;
STaIbI COCTaBJICHUS
CITy’K€OHBIX JOKYMEHTOB;
CIIOCOOBI IOKYMEHTHPOBAHHUS;
obmue mpaBwia #u  (HOPMBI
peruCTpany J0KyMEHTOB;
TEXHOJOTUYECKHI rpouecc
KOHTPOJII 332  HCIOJHEHHEM
MIOPYYEHUN PYKOBOJIUTEIIS;
IpaBUiia M 3TAlbl COCTABICHUS
U 0(hOopMIICHUST HOMEHKJIATYPHI
JIeTT OpraHu3alNy;

npaBUia TEKYIIETO XpaHCHHS
JIeTl B OpTaHU3aluH;

IPYIIIbI

COBpPEMEHHBIE BUJIbI
OpPraHW3aIlMOHHOW  TEXHHKH:
Ha3HaueHHeE, npaBuiIa
AKCIUTyaTallid U TEXHUYECKOTO
00CITy)KNBaHUS;
KOMITBIOTEPHYIO ~ TEXHUKY H
COBpPEMEHHBIE
nH(pOpMaIMOHHBIE
TEXHOJIOTHH, pUMEHsIeMbIe




Ipu  JOKYMEHTUPOBAHUU U
OpraHu3aIu paboThl c
JTOKYMEHTaMU

opraHu3alviOHHasd
ACATCIBHOCTD

[K 3.
Koopaunuposath
paboty oduca
(mpuemHoOM
PYKOBOAMTEIS),
OpPraHU30BBIBATH
MPUEM TTOCETUTENEH

BCTpeUa MTOCETUTEIEH,
[IOJIy4YeHUe IIEPBUYHOU
MHGOpMALUU O MOCETUTENSAX U
IIOMOLIb B OpraHu3allud MX

mpueMa  pPyKOBOJWUTEIEM U
COTPYIHUKAMH;

BEJICHHE  JKypHaJa  3aIlucu
IMOCETUTEIICH;

yyer MIOCETUTENEH u

o(opMiIeHHE TPOITYCKOB,
cozieiicTBre OTnepaTUBHOMY
PacCCMOTPEHHIO  TIPOCKO |
MPEJI0KEHU N MOCETUTEIEH;
MpHeM U Tiepeada TIOKyMEHTOB
MOCETUTENEeH PYKOBOJACTBY U
COTPYJIHUKAM OpraHU3aIuU
opraHu3anus ¥ OpOHUPOBAHHE
MePETOBOPHBIX KOMHAT;
CEpBUPOBKA YalHOTO
(xodeitHor0) CTONA B OdHCE;
MPUTOTOBJICHNE HAIUTKOB (Yaif,
Kode, IPOXJIaAUTEIbHbIE
HAITUTKH)

00IIaTHCS C MOCETUTENSIMH;
HCITIOJIBb30BaATh YCTaHOBJIeHHBIe

npaBuia " HpOLEAypHI
KOMMYHUKAIIH BHYTpHU
OpraHM3aLIH

BECTHU Y4ETHBIE dopmsl,
UCTIONIB30BATh UX IS PAaOOTHI
CO3/1aBaTh MOJIOKHUTETHHBIN
MUMH/DK OPTaHU3aLUH
NPUHUMATh MeEpBI o
pa3pemeHnio  KOH(IMKTHBIX
cuTyanun

NPUMEHATh  WH(POPMAIOHHO-
KOMMYHUKAI[IOHHBIE
TEXHOJIOTUU

obecrieynBaTh
KOH(HUACHIIMAITBHOCTh
uHpOopMaIu

npaBuiia OpraHu3aly TpUeMa
MMOCETHUTEIICH;

npaBuJja IeI0BOTO OOIICHNS;
CTpYKTypa  OpraHM3alud U
pacripeesieHue byHKIHII
MEXIY CTPYKTYPHBIMU
NOJIpa3ICIICHUSIMHU u
CIeHUaIMCTaMU;
npaBuia
npuemMoB B ojduce;
MpaBwia CEPBUPOBKH YaWHOIO
(xodeitHOrO0) CTONA;

npaBuUjia TPHUTOTOBJICHUS |
nogaun ropgauux HAIWUTKOB H
3aKyCOK K HUM;

3THKA JCIOBOr0 OOIIECHUS;
NpaBUJIa PEYCBOTO ITUKETA

OpraHu3aIu

I[IK 4. OcyuecTBasTh

MepeHaIpaBiICHUe TeIePOHHBIX

HUCIIOJIB30BaTh TCXHHUYCCKHUEC U

GyHKUMU, 3a7aud, CTPYKTYpa

TenepoHHOe 3BOHKOB PYKOBOJICTBY U | IpOrpaMMHBIE CpelcTBa i | OpraHU3alluu, €€ CBS3H;

o0cCiTyKUBaHUE, COTPpYAHUKAM OpPTraHU3aluu; MPOBEACHUSI TOJIOCOBOM WJIM | MpaBUjia B3aUMOJEHCTBUSI  C
MPUHUMATD U | peTUCTpallusi  MOCTYHAIOMIMX | BUAEO-KOH(EPEHII-CBS3H; napTHEpamH, KJIMEHTaMH,
nepeaaBaTh TeJeOHHBIX 3BOHKOB; HCII0JIb30BaTh CpEeJICTBA | CpelICTBAMU MaccoBOM




(akcuMHIIbHBIC
COOOIIIeHNSA

MIOJIy4YEHUE HE0O0X0IMMOMn
nHpopManuu W Tepemaya
CaHKIIMOHUPOBAaHHOMN

nHpopmaruu 1o Tenedony

KOMMYHHKAIMOHHOMN
OPITEeXHUKU JUIsl TOJIY4YEeHUs U
nepeaayu nHGopMauu

BECTH y4EeTHbIE
perucTpanoHHbIE bopmsl,
UCIOJb30BaTh ux s
UH(POPMAIIMOHHOH paboThI;
YCTaHABIMBAaTh  KOHTaKT €
COOECEeHUKOM, IOJICPKUBATD
U pa3BUBaTh JEIOBYIO Oecely B

uHpOpMaLnH;

JTHKA JEI0BOr0 OOLICHNUS;
MPaBHJIa PEYEBOTO ITUKETA;
paBHIIa 3aIUTHI
KOH(UICHIHATBLHOMI
CITy>ke0HOM nHbOopMAaITI

nporecce Tese() OHHBIX
TIePETOBOPOB;
CI'JIa’)KUBAaTh KOHq)JII/IKTHBIe nu
CJIOKHBIE CUTyaIuu
MCEXKIIMYHOCTHOI'O
B3aNMOJEHCTBUS;
co0JII01aTh CITYKEOHBIN 3TUKET
I[IK 5. OcyuecTBisTh | HOATOTOBKA  TMOBECTKM  JHA | OPraHU30BbIBATH MPOIIECC | KOMILIEKC OpraHu3alMOHHO-
pa60Ty II0 IMMOATI'OTOBKE MepOHpI/I}ITI/I}I; IIOATOTOBKH K HpOBe,Z[GHI/IIO TCXHUYCCKHUX MepOHpI/IHTHﬁ 10
u MIPOBEICHUIO | 0OPMIICHHE CIUCKa | KOH(QEPEHTHOTO MEPOINPHUATHS | TOATOTOBKE W MPOBEIACHUIO
COBCIIIAHUH, YYaCTHUKOB MEPOIIPUITHUS, WHJUBHUIYaJIbHO M B COCTaBE | COBELIAHUI U IIEPETOBOPOB;
3acelaHnii,  JIeJIOBBIX | HHPOPMUPOBAHUE pabouelt TpyIIbI; npaBuja BEJEHUS, IMOATOTOBKH
BCTpeY, IIPUEMOB U | IPEANOJAracéMbIX Y4YaCTHHUKOB | IIEpeAaBaTh uHpopManuio, | ¥ ohGOpMIIEHUSI TPOTOKOJA H
MPE3CHTAINNA 0 HaME€YaeMOM MEPOTPHITHH M | JOKYMEHTBI W  MaTepualibl | JOKYMEHTOB, CO3/I1aBaCMbIX B
YCJIOBHUAX Y4aCTHSA, yY4acTHMKaM  KOH(EPEeHTHOTO | mpolecce IIOATOTOBKH
BBIOOp MeCTa U  BPEMCHH | MEPOTIPUSTHS; KOH()EPEHTHOTO MEPOTIPUSITHS
HpOBGI[eHI/IH MepOHpI/IHTI/I}I; IIOATrOTAaBJINBATH n HpaBI/IJIa YCTaHOBJIeHI/IH
pacchuika MpPUTJIAIIEHUH | 000pYy0BaTh CTON MPE3UAUYMa | KOHTaKTa, MOJACpPKAHUS U
HO,Z[TBep,Z[I/IBH_II/IM y‘-IaCTI/Ie B | U pa60qne MecTa y‘-IaCTHI/IKOB pa3BI/ITI/I5I MCEXKIIMYHOCTHBIX
MEPOTIPUSITHH; COBEIIaHMS (3aceaHus); OTHOIIICHHI;

cOOp TEKCTOB JIOKJIAQJIOB U

MOJJEPKUBATh UMUK

paBWJia JEJIOBOr0 OOIIEHUS,




MPOCKTOB UTOTOBBIX
JOKYMEHTOB Y JOKJIaT4HKOB;
pacchuika  MH()OPMALMOHHBIX
MaTepHajIoB y4aCTHHKAM
KOH(EPEHTHOTO MEPOIPUATHUS;
perieHne BOIIPOCOB
TEXHHUYECKOTO OCHAIICHUS
MEPOTIPHSTHSL;

MIOMOIIIb B MIOATOTOBKE JOKJIaa
PYKOBOIHTEIIS,

MPE3CHTAMOHHBIX MAaTCPUAJIOB

OpraHu3aIly;
obecrieunBaTh KoMdopT
YYaCTHUKOB  KOH(EpEHTHOTO
MEpOIpUATHs, TOMOTraTh B
BOTIPOCAx IPO>KUBAHUS,

TPAHCIIOPTHOTO 0OECTICUCHHUS

JACJIOBOT'O 3THKETA




1.5. TpeGoBanusi K yPpOBHIO NOATOTOBKHM INOCTYNAIONIEr0 HAa 00y4YeHUe,
Heo0XoaMMBbIe VISl 0CBOCHHS MPOrPaMMBbI

be3 npenbsaBienns TpeOOBaHU K YPOBHIO 00pa30BaHUs MOCTYMAIOIIHX.

1.6. TpynoeMkocTh 00yueHMsI

TpynoemkocTs 00y4deHHs IO JaHHON 00pa30BaTEIbLHON MPOTrpaMMe COCTABIISET
174 gaca, BkiIrO4asi BCe BUBI Y4€OHOU pabOThI 00yUaromerocs.

1.7. ®opma o0yueHus

®opma 00yueHHs] — 3a04Hasi C MPUMEHEHHEM MCKIIIOUUTEIBHO 3JIEKTPOHHOTO
OoOy4eHHS ¥ TUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.

1.8. JoxkymeHT 0 KBajMpukannu

Jluno, ycmemHO cAaBllee  KBAIM(PUKALMOHHBIM  3K3aMe€H, MOJIy4aeT
KBAIM(PUKALMIO MO JODKHOCTU CIYXallero 1o pesyJjbraraM NpodeccHoHaIbHOTO
0oOy4eHHMs], UTO MOATBEPKIAETCS JOKYMEHTOM O KBaIU(pUKALMKU (CBUAECTEIHCTBOM O
JOJKHOCTH CITy Karero)'.

'Y, 10 cr. 60 ®enepanpHoro 3akona ot 29.12.2012 Ne 273-®3 «O6 obpazoBanun B Poccuiickoit

denepauuny».
10



2. COAEPKAHMUE ITPOI'PAMMbI

2.1. VY4eOHbII LIAaH
Ne n/mt HanmenoBanue moayien u pa3ienoB Bcero B ToM uucne: ®opmMma
4acoB | Jlexium | Ilpaxtuueckue | Ctaxupoka | ITA' | MA? | IPOMEXKYTOUHOM
3aHATHS aTTecTaluu

1 MOAVYJIb 1. TEOPETHYECKOE 152 104 44 4

OBYYEHHME
1.1 IKoHomuueckuil Kypc 4 4
1.1.1 | OcHOBBI 5KOHOMHUYECKHNX 3HAHUI 4 4
1.2 Oowenpogeccuonanvhulii Kypc 72 42 30
1.2.1 | JlenoBas u xoprnopaTuBHas KyJabTypa 22 14 8
1.2.2 | UadpopMannoHHbIC TEXHOJIOTHH B 50 28 22

poecCHOHATILHOM IS TEIILHOCTH
1.3 Ilpomesccymounan ammecmayus 2 2 3auer
1.4 CneyuanvHulit Kypc 72 58 14
1.4.1 | JIOKyMEHTHI U 1€I0IPOU3BOJCTBO 22 16 6
1.4.2 | CpencrBa aiMUHUCTPATUBHO- 12 8 4

YIPABJICHYECKOU CBSI3H
1.4.3 | Cekperapckoe eio 26 22 4
1.4.4 | Oxpana tpyna. ['uruena tpyna u 12 12

[Ipon3BoicTBEeHHAs] CAHUTapHsI
L5 Ilpomesccymounan ammecmayus 2 2 3auer
2 MOAYJb 2. MIPAKTUYECKASA 18 18

MNOAI'OTOBKA
3 HTorosas arrecranus 4 4

Hroro 174 104 44 18 4 4

'TIA — npomexyTouHas arTectanus. A — HTOroBas aTTecTallus.
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2.2. KanenaapHubiii ydyeOHbIi rpagpuk®

Ne HaumenoBanue moayJieit u KonunuectBo Ilepuon o0yuenunsi/Heneau
ILIIL pa3ziesioB 4acos

1 Monayasb 1. Teoperuueckoe o0y4enue

1.1 IKoHOMUYUECKUIL KYPC

1.1.1 | OCHOBBI 5KOHOMUYECKHX 3HAHUI | 4 1 Henenst oOydeHUst

1.2 Obwenpogpeccuonanvnulii Kypc

1.2.1 | [JenoBasg u KOprnopaTuBHAs 22 1-2 Hepenst oOyueHus
KyJbTypa

1.2.2 | UadopmanioHHbIE TEXHOJIOTUH B 50 3-6 Hepens o0ydeHus
npodecCHOHABHOM eI TENHHOCTH

1.3 [IpoMexxyTo4yHas arTecTanus 2 6 Henenst 00ydeHus

1.4 Cneyuanvnulil Kypc

1.4.1 | JIoKyMEHTBI M I€JIONIPOU3BOACTBO 22 6-8 Henennst 00yJeHus

1.4.2 | CpeacrTBa aIMUHUCTPATUBHO- 12 8-9 Henens oOyueHUs
YIIPABJICHYECKOU CBSI3H

1.4.3 | Cekperapckoe €0 26 9-10 Henens oOyueHus

1.4.4 | Oxpana tpyna. 'uruena tpyna u 12 10 Henenst oOy4yeHus
[Ipou3BoICTBEHHAs] CAHUTAPHS

1.5 [IpoMexkyTouHas arrecTauus 2 10 Henenst o0yueHUs
Monyas 2. [IpakTnyeckas 18 10-12 Henmens oOy4ueHUs
NMOAr0TOBKA

3 Htorosas arrecranus 4 13 Henenst o0ydeHus
HUroro 174 13 Hemes1b 00y4YeHuUs1

* Hauano oOy4eHuss MO Mepe KOMIUICKTOBAHUS Y4YeOHBIX Tpynn. Y4eOHBbIE TPYIIbI
(bopMHpYIOTCS B TEUCHHE BCETO KaJICHIAPHOTO roJia.
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2.3. Pabouyasi nporpamma MoayJiei
Monayas 1. Teoperuueckoe o0yueHnue

1.1. DKoHOMHYECKHH KYpC
1.1.1. OcHOBBI DKOHOMHWYECKHX 3HAHUM

Y4eOHO-TeMATHYECKHH TIJIaH

No HaumeHoBaHME TEMBI Bcero B toMm uuncie:
/1 1acoB Jlexnun [TpakTH4eckue 3aHATHS
1 @PuHAHCHI NPEAITPUATHUS 2 2
Opranu3anus omiaTsl Tpyaa.
2 CyurHoCTh 1 OCHOBHBIE 2 2
MIPUHITMIIBI OTIATHI TPyAa
HTroro 4 4

Tema 1. ®uHaHCHI IPeANPUATHSA

Jlexyus

Gunancel  npeanpuatua.  Crpyktypa  (UHAHCOBOM  JESTEIBHOCTH
npennpustus.  [lnanupoBanue  (GUHAHCOBOM  NEATEIBHOCTH  MPEANPUSATHS.
Cebectoumocth U mpubObUIb. CHcTeMa OyXrajJTepckoro ydera M OTYETHOCTH.
Hanoroo6noxxenne B Poccumn. HamoroBas cuctema B YCIOBHSIX PBIHKA: TOHSATHE
Hajora M €ro BHJbI, CTaBKH, OOHIME M CHEHHalbHble JIbroThl. OOBEKTHI
Haoroo6oxeHus. HaaoroBbeiit KOHTPOJIb 3a IEATEIBHOCTHIO MPEANPHUATHS, TTpaBa U
00s13aHHOCTH HAJIOTOBBIX MHCTICKITH.

Jlexyus nposoosamcs 6 pedicume BUOCOKOHpepenyceasu Ha niamgopme
«Zoomy https://zoom.us/ru .

Tema 2. Opranusanus omjiatbl Tpyaa. CynmHOCTh M OCHOBHbIE NIPHUHIMIIbI
OIJIaTHI TPyJA

Jlexyus

CyIIHOCTP ¥ OCHOBHBIC TNPHHIIMITEI OIUIaThl Tpyaa. PopmupoBanue (oHma
noTpeOJieHuss Ha  TPEINpHSITHA W €r0  HCIOJIb30BaHWe.  B3amMocCBsI3b
HAJIOTO0OJIOKEHUsT TPHOBUIM W CPEJCTB, HANpPaBIsIEMbIX Ha OIUIATy TPyJa.
Hanoroo06sosxeHue 3apriaThl U T0X0J0B HaceaeHus. [leKmaparus J0X00B.

Jlexyusi nposoosmcs 8 pedcume BUOCOKOHMEPEeHUC8s3U HaA niamgopme
«Zoomy https://zoom.us/ru .
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1.2. Oo6menpogdeccnoHaNBLHBIN KYpC
1.2.1. /Ie1oBast 1 KOPNOPATUBHAA KYJbTypa

Y4eOHO- TEeMATHYECKUH IJIaH

Ne HanmeHnoBaHue TeMEBI Bcero B toMm uucie:

/1 1acoB Jlexmun [IpakTrueckue 3aHsITHs

1 OTHYecKasl, S)CTeTHYECKas U ) )
OpraHM3aIMOHHAs KYJIbTypa

2 IIcuxonorus oomeHUs 4 4

3 Kynberypa obmienus B ) )
npodeccuoHaIbHOU cdepe

4 KoH(pIMKTEI, UX TPUYHUHBL; 4 4
CTpaTerusi MOBEJCHHUS

5 Nmu ok 2 2

6 KynasTypa peun 2 2

7 Kynberypa Tenedonnoro ) )
pasroBopa

2 TexHrKa MOBEICHUS U STUKET ) )
JICTIOBOI Oece bl
JlenoBo# MpOTOKOI 2 2
HToro 22 14 8

Tema 1. DTHYecKasi, ICTeTHYECKAS U OPraHU3ANMOHHAS KYJIbTYpa

Jlexyus

OO6miee moHSATHE O KyJNbType U ee posu B oOmiectBe. [loHstre o menoBoi
KyJbType. O01ee noustue o0 odmeHun. CylnHOCTb KyJIbTypbl OOIIEHUs. DCTETHKA.
O06nacTu ACTETUYECKOW JEATEIbHOCTU YeJOBeKa. OJCTETHYECKHH BKyC. OTHKA.
[ToBenenne denmoBeka, TMpaBWja ©W HOPMBL. HpaBCTBEHHBIE TpeOOBaHUSA K
PO eCCHOHATEHOMY TTOBEJEHUIO: BEKIUBOCTh, TAKTUYHOCTD, JI0OPOKEIATEIIEHOCTh
u ap. Otuket. Chepol 1eHCTBUS ITUKET.

Jlexyusi nposoosmcs 6 pedcume BUOCOKOHMEPEeHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

Tema 2. Ilcuxoyorusi o0meHust

Jlexyus

[Icuxonornyeckue TMPOIECCH: OIMYIICHHUE, BOCIPHATHE, BOOOpa)KeHUE,
MBIIIUIEHHE, HSMOIMHA, YYBCTBA, BOJA. [IcMxuyeckne CBOMCTBA: TEMIICPAMEHT,
XapakTep; WX BUABI M ocobeHHocTH. OmpenencHue TEeMIepaMeHTa W XapakTepa
YeJoBeKa MO ero BHeIIHeMy Buay. [lcuxuueckue COCTOSHUS 4YesloBEeKa: OOIpOCTh,
yCTAJIOCTh, YAOBJIETBOPEHHOCTb, AKTUBHOCTH M JIp., MX BIMSHHE Ha MPOLECC
obmenus. [Icuxomornueckue OCHOBBI OOIIECHMS. YPOBHU OOIICHMS: MPUMHUTUBHBIN,
MAHUIYJISITUBHBIM, CTAaHIAPTU30BAHHBIA, WIPOBOM, JEJIIOBOM, JYXOBHBIA;, HX
XapakTepucThKa. PoJib MICUXOJIOTUU B TOBBIIIEHUN KYJbTYpPbl OOIICHUS. JIMUHOCTS;

npouecc popmupoBanus AMuHOCTH. [IpodeccronanbHas HanpaBIEHHOCTh TUYHOCTH.
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3aBUCHMOCTh MPOPECCHOHATBHBIX KAueCTB OT TCHUXUYECKHUX CBOWCTB JIMYHOCTH.
XapakTepucTuka Tmpoliecca  AeioBoro  (mpodeccuoHaabHOro)  OOIICHUS ¢
MICUXOJIOTHYECKON TOYKM 3peHus. KOHTakT B OOIIEHWH; 3HAYCHHE yCTAHOBJICHHSI
KOHTaKTa B JeJOBOM oOmmieHuu. [Ipumepbl ydera MCHUXOJIOTHYECKHX acleKTOB B
poQeCCHOHATTEHOM JICJIOBOM OOIIECHUH.

Jlexyuss nposooamcsa 6 pedxcume 6UOeOKOHpepenyceazu Ha niameopme
«Zoomy https://zoom.us/ru .

Tema 3. KyabTypa o0mennst B npogeccuoHaabHoi cepe

Jlexyus

Kommynukarms. CpenctBa BepOaibHOTO o0mieHus. HeBepOanbHbIE CpeicTBa
oOmieHnsi. DTUkeT B AenoBoM oOmeHun. Ctunu obmieHus. OCHOBHBIE IMpaBuia
MOBEIEHYECKOT0 ITHKETa: MPUBETCTBUA, 3HAKOMCTBA M Ap. HOpMBI OTHOIICHUI B
KoyiektuBe. OTHOIICHHS] PYKOBOIAUTENS M TMOAYMHEHHBIX. MEXKIMYHOCTHBIC
KOHTaKThl. OpraHu3aiivs AeTOBBIX KOHTAKTOB.

Jlexyusi nposoosmcs 68 pedcume BUOCOKOHMEPEHYCEs3U HA niamgopme
«Zoomy https://zoom.us/ru .

Tema 4. KoHQIUKTBI, UX NIPUYMHBI; CTPATETHA MOBEICHUSA

Jlexyus

[lcuxomorust kKoH(pIWKTA: ompeneneHue KOH(IMKTA, THUIBI KOH(JIHUKTOB,
KOH()JIUKTOTEHBI, BO3HUKHOBEHHE KOH(IMKTA, TMPUYUHBI ©  TOCIEACTBUS
KOH(QJIMKTOB, CTaAud KOHQIHMKTA, KOHCTPYKTHUBHBIE CIIOCOOBI  pa3pelieHus
KOH(MIUKTOB. CTUIb MOBENCHUS B KOH(DJIMKTHOW CUTYallMK: CTPATErny MOBEIACHUS B
KOH(MOJIUKTHOW  cUTyauuud  (COTPYAHUYECTBO, KOMIIPOMHUCC, CONEPHUYECTBO,
n3zberanue, MpUCIOCOOJIEHUE); KOACKC nmoBeacHus B KoH(umkTe. [lcuxonornueckuit
aHaIu3 KOH(MDIMKTOB: aJITOPUTM Pa3pellieHns] CUTYaluid U KOH(IUKTOB.

Jlexyusi nposoosmcss 8 pedcume BUOCOKOHMEPEHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

Tema 5. Umnax

Jlexyus

CocraBnsiomye IMHUIKA: BHEITHUN 00JIMK, MaHEPHI TIOBEICHMSI, PeUb, YMECHUE
obmarecs ¢ mroapMu. COCTaBISIONMIME BHEIIHETO OOJIMKA JCIOBOTO YEJIOBEKa:
KOCTIOM, IPUYECKA, akceccyaphl, MakmsibK. OcaHKa, MOX0/1Ka, JKECTHI.

Jlexyuss nposooamcsa 6 pedxcume BUOeOKOHpepenyceazu Ha niamgopme
«Zoomy https://zoom.us/ru .

Tema 6. Kyabtypa peun

lIpakmuuecxoe 3anamue

3aoanue 1

[TpuBeauTe no 3 mpuMepa K KaxKI0My U3 CIEIYIOIIUX BbIPAXKEHUN:
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Tabmura 1

Tepmun Omnpenenenue

1.PeueBoii mramm COLIMOIEKT; OTJIMYACTCS oT
00IIIepa3roBOPHOTO  SI3bIKA  CHIEU(PUICCKOI
JIEKCUKON u ¢bpazeonoruei,
AKCIPECCUBHOCThIO 0OOPOTOB U OCOOBIM
UCIOJIb30BaHUEM CIIOBOOOPA30BaTEIHHBIX

CpelIcTB, HO HE O00MamarmMii COOCTBEHHOM
(oHETHYECKOM U TPAaMMAaTHYECKON CUCTEMOI.

2. Kannensipuzm OYHKIIMOHUPYIOIIME B PEYUM YCTOMYMBBIE
(bopMyIIbl, OPUEHTHPOBAHHBIE HA JKCIPECCHIO
U CTaHJapT, Napa3uTUPYIOIIME Ha pedyeBOi
KYyJIbTYpE, MIPETEHYIOIINE Ha
CTHJINCTUYECKYIO  OKpPALIEHHOCTh: KPacHOM
HUTBIO, JKapeHble (DAKTHI, JKEIal0 CUacThsl B
JUYHOM JKU3HH, JOTHATD U...

3. Bynsrapusm CrnoBo mnm 000OpPOT pevM, XapaKTepHBIE IS
CTHNIIA JCJIOBBIX 6yMar u AOKYMCHTOB.
JIOKYMEHTBI, aKThl,  3asBJIEHUS,  CIIPaBKH,
JOBEPEHHOCTH IHIIYTCA COINIACHO IPUHATOU

dhopme

4. XKaprouusm JIMHrBUCTHYECKOE SBJICHUE, BBIPAKEHHOE B
yHOOTPEeOJIICHUN JIMITHUX U OEeCCMBICICHHBIX B
JTAHHOM KOHTEKCTE CJIOB

5. CnoBo-napasur Oto (ot mar. vulgaris — MPOCTOHAPOIHBII)
rpy0oe CIIOBO WJIM BBIPDAXECHHUE, HAXOMSAIINECS
3a mpezieNiaMy JIUTePaTypHOU JTEKCHKH.

Omeem Ha 3a0anue nNpukpenisemcs Ha 0opazosamenvHoll niamgopme.

3aoanue 2

Pewtumos keiic

VY Bnagensia yactTHoro npeanpustus padoraer 200 yenosek. Jena y dhupmsl
uAayT xopomo. [[ns mydirero oObeIWHEHUS KOJUIEKTHMBA, PYKOBOJIUTENb pELIAcT
IPOBECTH Mpa3HUK 3a ropofoM. Bble3n Ha3HaueH Ha NATHULYY. B mporpammy
npa3HUKa BXOJAUT HarpaxiaeHUe JydlluX COTPYJIHUKOB, BpyUYE€HHUE MOJAPKOB, 00€/,
pa3BlieUCHUE.

YacTh MOAYMHEHHBIX OTIPOCUIACH Y PYKOBOJIUTENSI, MOTUBHUPYS OTO Pa3HBIMHU
MpUYMHAMH. B TOC/IeICTBUM BBISICHIIIOCH, YTO OHHU ATOT JieHb (TISTHUILY ) MPOBETU Ha
cBOUWX navdax. B ¢pupme 310 BBI3BaNIO OpOKEHUS, XOTS caM Mpa3aHuK yaancs. OCeHbIO
PYKOBOJHTEIH XOTEJ OBl IPOBECTH €II1€ OJTHO TI0I00HOE MEPOTIPUSITHE.

Kak HeoOXxogmmo mpoBecTH MeloBOe coOpaHue, YTOOBI COTPYJHHUKH HE
UTHOPUPOBAIM TOM00HBIE MepompusaTue? Kak iydiie pyKOBOAUTENIO BHEIPUTH
KOPIOPATUBHYIO KYJIBTYPY B CBOIO pupmy?
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Omeem Ha 3a0anue npuKpenisiemcs Ha 00pazo8amenbHou niamgopme.

Tema 7. Kyabtypa TesiepoHHOr0o pasrosopa
Ilpakmuuecxoe 3ausmue
MopaenupoBaHrue JIeJI0OBOIO Tele(OHHOTO pasroBopa u o0OpaboTKa

OCHOBHBIX IPaBHII €r0 BEICHHUS
Ykasccume npasunvnulit u HenpasubHbLIL 6apuanmol

1. 3BonuTte BHrI:
[IpaBriibHO HaOpaB HOMEp a0OHEHTA WM IIOJYYHB OTBET-TIOJATBEPIKICHHE,

HY)KHO Ha3BaThb ce0s, OpraHu3anuio, KOTopyr Bsl mpencraBmsere, u
dbamunuio HykHOro Bam coTpyaHuka (B HEKOTOpBIX CcClydasix Tpedyercs
yKa3aHUe JI0JKHOCTH).

Kak npencraBuThCS B TEIIE(OHHOM Pa3roBOpe

[TpaBunsHO/

[IpaBunbHO/ HEMPABUIILHO
HEMPaBUIHHO

Jlobpuuii oenv, Macnosa Anna Heanosna — cexpemapo | Bac becnoxosm u3
2eHepabHo20 oupekmopa upmwl «Beaay Pupmol «Bezay

30pascmeyiime, 51 uz pupmol «Bezay

Bo BpEMsA MCKIAYTOPOAHOI'O0 pas3roBopa CHaydajlda Ha3bIBAOT ropoa, H3
KOTOpOIro0 3BOHAT, 3aTCM 06651, AOJDKHOCTE CBOCTO PYKOBOAUTCIIA H
HAaMMCHOBAHHMC OpraHu3alnny, II0CJIC B3aMMHBIX HpeI[CTaBJ'IeHI/Iﬁ CIacaycCr
Ha3BaTh LICJIb CBOCTO 3BOHKA.

Kaxk cchopmynupoBats 11€51b 3BOHKA
[IpaBunbHO/ HEMPABUIIBHO [IpaBunbHO/ HEMPABUIILHO

Ckaorcume. Kmo y Bac 3anumaemcs

Mnue nopyueno gviacnume ...
oopmnenuem eu3z?

Ilo nopyuenuro moezo pykogsooumeins s
xomena Obl YMOUHUMD ...

Ecnu BBI mosTy4riii KOHKPETHYIO WH)OPMAITHIO — YTOYHUTE UMEHA, JaThl,
udpsI.

3anucek nHbopMaIK Mo TeaehoHy
[IpaBuibHO/

[IpaBunbHO/ HEMPABUIIBHO
HEMPaBUJILHO
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A Bac npasunvho nonsina? I'-n bazen npubvisaem u3

. : Cnacubo!
Iapuoica peticom Ne 345 «Air France»?
PasroBop 3akaHuYMBaEeT 3BOHUBIIIMH.
Kak 3aKkoHUNTB pa3roBop
[TpaBuaBHO/ HEIPABUIIBEHO [TpaBuabHO/ HEPABHIILHO

Cnacub6o 3a ungopmayuro. /lo ceudanus. | Bce. [lo ceudanus. [lonsmno.

bnazooapio Bac. Bceco 0obpozo.

Ecnu Bam He npeacraBuinvch uiam Bel He Tya nonany, N3BUHUTECH,
YTOYHUTE Ha3BaHUE GUPMBI U IPOBEPHTE HAOpaHHBIM Bamu HOMeED.

Kax yrounuts nndopmarmio
[IpaBuibHO/ HEMPABUIBLHO [IpaBuibHO/ HEMPABUIBLHO

CKCL?;‘CMI’I’Z@, Kakuey Bac ecmbo

Ilpocmume, smo ¢pupma «buc»?
P pup KOHOUYUOHEPbL 8 npooadice?

H3zeunume, uoumo, s1 He myoa nonaid. O1i, s He myoa nonana. A Kakou y
Imo nomep 425-77-637 Bac nomep?

Ecnu pa3roBop ciyuaitHo npepBaJics, TOBTOPHO HaOUpaeT HOMEP TOT, KTO
no3BoHws. Ecim Bam npuxoauTcs 3BOHUTH IOBTOPHO, HWH(OpPMAIUIO
HOBTOPSIIOT.

[ToBTOpeHMe nHPpOPMAITUU TTPU TTOBTOPHOM 3BOHKE

[TpaBunsHO/
[TpaBuIBHO/ HETIPABUIIBHO

HEIPaBUIHHO
Hazseamw pupmy, pamunuio u cnosa npeocmasumso Omo onams Gupma
ce0e npeodjlodiceHue «Masky»?

2. 3BOHAIT BaM:
Ecnu aGoHeHT He MpecTaBWIICs, BEKIWBO, HO HACTOMYMBO MPEJIOXKHUTE
€My 9TO CJIeNIaTh.

®dopma npochObI
NIPECTAaBUTHCS

[IpaBunbHO/ HEMPABUIIBHO [IpaBunpHO/ HEMPABUIILHO

lIpeocmasvmecw, nosicanyticma | A kmo 360Hum?
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Kak Bac npeocmasums? A kmo Bet?
Jlanee Bam HYy>XHO y3HATh 11€J1h TeIe(OHHOTO 3BOHKA.

Kaxk cnpocuts o 11enu tenedoHHOro

3BOHKA
[IpaBunbHO/ HEMPABUIILHO [IpaBubHO/ HEMPABUIILHO
Ilo kakomy eonpocy Bwvi 360nume? Ymo Bvlt xomume?

Bw1 He paccibimany ¢gpasy.

Kak nepecnpocuts
[IpaBunbHO/ HEMPABUIILHO [IpaBubHO/ HEMPABUIILHO
Ilpocmume, s ne paccaviuana Ymo? A ne nousna

byobme nro6esnvl, nosmopume | I'osopume ecpomue

AOGoneHT mpocuT Bac coeauHuTh €ro ¢ pykoBomuTenaeMmM, HO Bwl He
MOKETE ITOTO CIIEJIATh IO OJHOU U3 NPUYMH:
1) pykoBoauTENSI HET HA MECTE;
2) pyKOBOJMTEIIb 3aHSIT;
3) pyKOBOJIUTEH HE XOUET TOBOPUTDH C ITUM YEIIOBEKOM.

OTtBeT 00 OTCYTCTBUH PYKOBOIAUTEIIS

[TpaBunbHO/
[IpaBuibHO/ HEMPaBUIBLHO

HETPaBUIILHO
K coorcanenuro, Hean Ilemposuu cetiuac 3ansam — y OH 3anam,

Heeo coseujanue. Boi moenu 6wl nepezsonumo 6 15.00? | nepezsonume noszowce

Ilempa Hsanosuua cetiuac nem 6 oguce. byoovme
Jr0be3Hbl, ocmasvme Homep menehona, no KOMOPOMY
OH Mo2 Obl ¢ Bamu ceazamvcs

Ezo cetivac nem ... He
3Hat0, Ko20a b6ydem

Tema 8. TexHuka nmoBegeHus M dYTHKET J€JI0BOI 0eceabl

Ilpakxmuueckoe 3anamue

[IpoutuTe cUTyauMu W  ONpEIeNuTe, IO0YeMy TE€pPOM  OKa3aJIuCh
yOeIUTEILHBIMU WM KaKHE MpaBuiIa YOSXKISHUS HMHU He ObLIIA HCIIOJIb30BaHEI.

OTBeT HEOOXOIMMO IIPUKPENUTh B KOMMEHTApHSIX Ha 00pa30BaTeIbHOM
maTdopme.

Cumyayusa 1

— Buktop I1aBnoBuY, OTyCcTUTE MEHS Ha 2 Yaca paHbIII€.
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- A 4To Takoe?

- [loHnmaeTe, mpuE3KAET MOS pOAHAS CECTpa C ABYMs JETbMHU, C
TSOKETBIMU BelllaMu. MHe 00513aTeIbHO HYKHO €€ BCTPETHUTb.

- Br1 roBopuTe, Bemu Tskenbie?

- Jla, oueHs. 3HaeTe, ¢ AETHMU CTOJBLKO Beero Habupaetcs. Komsicku

U BCE IIpoyee.

- Tak, MOXKeET, Tydllie BallleMy MYy €€ BCTPETUTh, pa3 TAKUE TAKECTU?

- Mer1 Toxke Tak gymanu. Ho myska ¢ paboThl HE OTITYCTHII €r0 HayadbHUK,
CKazasi — paboThl MHOTO...

- Ara! 3HauuT, y HUX MHOTO paboThl, a y Hac mano! Het yx, mycTs ee

Balll My BcTpeuyaet! He Mory Bac OTIyCTHUTb.

- Ho kak xe, 3T0 Mo cecTpa. ..

- D70 Baily nNpobJieMbl U pelanTe ux caMu, a He 3a cueT pabotsl. UauTe
paboTaiite.

Cumyayusn 2

S onazapiBaro Ha paboOTy. A TYT elle OKOJIO 3JjaHusl, T1ie 1 paboTaro, HET

CBOOOJTHBIX MECT JJIsl MAPKOBKK aBTOMOOMJISA. S OThE3kKaro Ha3aJ U HECKOJIBKO

MUHYT Tpady Ha MOUCK CBOOOTHOTO MECTA.

Haxonen, naligs MecTto, s yBHIEN CTOSIIYI pAJIOM MAallMHY CBOEro
HauvanbHUKa. «HaBepHsKa OH TOXe JI0T0 UCKaJ, IJI€ BCTaThy, — MOAYMAJI .

TonbKo s BOIEN B CBOM KAOMHET, KaK ObLT BEI3BaH K HAYAIBHUKY':

— [Touemy omo3gan?

- OdeHb TPyAHO HAWTU MECTO JJIsl NAPKOBKH. .. BbI, HAaBEpHOE, TOXKE

MOE3/IUJIN, MIPEKE YEM CTATh?

— brito geno...

- U Tak kaxnaoe yTpo. MoxeT, HaM NPUHATh KaKWe-TO MEPbI, YTOObI

HaM BBIJICJIWIIN JONOJHUTEIbHBIE MECTA JJIsSI HAPKOBKHM. . .

- Ha, Hago uro-To nenatb. KcraTu, 3aiiMuTech 3TUM, Y3HAUTE, K KOMY

HY>KHO 00paTUTHCS MO0 3TOMY BOMPOCY.

Cumyauus 3

— Cepreii HukonaeBuy, s1 Obl X0TENa B3SITh OTIYCK B HIOJIE.

— Jrommuna MiBaHOBHA, Y Bac OTIYCK 110 TpaduKy B CEHTSIOPE.

- Ja, HO s IpOIIly B HIOJIE, TIOTOMY YTO Y MOEr0 MY>Ka OTITYCK B HIOJIE U

MBI XOT€JIM [T0€XaTh BMECTE HA MOPE OTIOXHYTh, MbI TaK JJABHO TaM HE ObLIu!

— Bce xotar. Huuem He Mmory nomous Bam.

Tema 9. /les10BOIM POTOKOJI
lIpakmuuecxoe 3anamue

3amanue 1
CpaBHute cTONOIBI B Tabnuie 1 u momOepuTe MNpaBUIBHOE COYETAHUE

IPEICTaBIICHHBIX TEPMUHOB U ONPEIEICHUM IPYT K APYTY.
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Tabmura 1

Tepmun

Onpenenenue

1. JIemoBoOM STHUKET -

COBOKYIMHOCTBH BCCX 3TUKCTHBIX PCUCBBIX CPCIACTB U
IIpaBuJia UX HUCIIOJIB30BAHHWA B TEX UJIM UHBIX CUTyallUuAX

2. CBETCKHUU DTHKET -

HCKYCCTBO KPAaCHOPEUHS

3. JlenoBast 3THKa -

(bpazeonoru3upoBaHHbIC MPEUIOKEHHUS, IBISIOLIUECS
TOTOBBIMU SI3IKOBBIMH CPEJICTBAMHU

4. PeueBas dTHKA -

3HaHUS NPUWINYKUN, YMEHHE JepKaTh ce0s B 001IecTBe

5. OtukerHas popmyina -

COBOKYITHOCTbh HOPM MOBEICHUS MTPeANPUHIUMATENS

6. Putopuka -

YCTaHOBJICHHBIN MOPSIOK TOBEACHUS B chepe On3Heca u
ACJIOBBIX KOHTAKTOB

3amanue 2

CpaBHute CcTONONBI B Tabnuie 2 W MOAOCPUTE MPABWIHHOE COYCTAHUE

MPEJICTABICHHBIX TEPMUHOB U ONPEAECIECHUN APYT K APYTY.

TabOmura 2

Tepmun

Onpenenenue

1. Kunecuxka -

CHUCTCMA BOKaJIM3alluu pCUn (TOH, TCMII, TPOMKOCTH
rojioca, TeMOp, HHTOHAIIHS )

2. Ilpoconus -

cpezacTBa o0IeHus (pyKonoxarue, 00bATHS, MOLETYH)

3. DKCTpaIMHTBUCTHKA -

OpHUEHTAIIVS TAPTHEPOB B MOMEHT OOIICHUS U
TUCTAHIINS MEKIy HUMH

4. TakecTHKa -

3TO MHUMHMKA, 1103, 5KECThI, B3TJISI

5. IlpokcemMuxka -

MOITMOHAIBHOE 3BYKOBOE COIIPOBOXKICHHE pedH (CMEX,
1a4, B3J10X, MOKANUTHBAHKE)

3amanue 3.

CrpoeKkTupoBaTh MPOTOKOJI COOpaHNs/ COBEIAHUS.

1.2.2.
AeATEJIbHOCTH

Nupopmanuonubie

TEXHOJIOI'UH B

Y4e0HO- TEMATHYECKUH MJIAH

npodeccuoHaIbLHOU

No HanmMmeHoBaHIE TEMEBI Bcero B toM umcne:
/1 1acoB Jlexun [TpakTrueckue 3aHITHS
1 CoBpemeHHbIE 2 2
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nH(OPMAaLIMOHHBIE TEXHOJIOTUU
OnepanmonHasi cucteMa

2 . 2 2
Windows
Texnonorus o0paboTku

3 TEKCTOBOW MH(pOPMAITHHI 6 ) 4
(TeKCTOBBII MpoLeccop
Microsoft Word)

4 TexHomorust 06paboTkH 4 ) )
rpadudeckoil nHpopMau

5 Cucrema 31eKTPOHHBIX TaOIHUIY 6 ) 4
Microsoft Excel
Cucrema yripaBieHus: 6azaMu

6 . 6 2 4
naHHeIX Microsoft Access
Co3naHue npe3eHTalui B cpee

7 ) 4 4
PowerPoint
CucremMa 3J€KTPOHHOM TOYTHI

8 4 2 2
Outlook Express

9 CoBmecTHas paboTa mporpamMmm ) )
Microsoft Office
[IporpamMma a1 CKaHUPOBAHUS

10 | TOKyMEeHTOB 1 paboTHI ¢ 2 2
(dhakcamu

11 | Pabora B cetu Internet 2 2

12 MynpTumMeuiHbIE 7 7
BO3MOKHOCTH KOMIIbIOTEpA

13 [Tpuemsl u MeTOIBI PabOTHI CO 4 ) 2
CKaThIMH JTaHHBIMH

14 ABTOMaTU3UPOBAHHBIN MEPEBOT ) )
JIOKYMEHTOB
HTtoro 50 28 22

Tema 1. CoBpeMeHnHbIe HHGPOPMALMOHHBbIE TEXHOJIOTHH

Jlexyus

[TonsiTue WMHPOPMAIMOHHBIX TeXHOJOTUH. OCHOBHBIE HAmNpaBlIEHUS UX
pazButusa. [IpumMeHeHHEe KOMIBIOTEPHBIX TEXHOJOTMH B  pa3HbBIX cdepax
qyeynoBeueckor — gestenbHOCTH.  (OCOOCHHOCTH ~ KOMIBIOTEPHOM  0O0pabOTKH
uH(pOpPMaIMU B YIIPaBICHYECKOM MPOIIeCCe.

Jlexyuss nposooamcsa 6 pedxcume 6UOeoKoHpepenyceazu Ha niamgopme
«Zoomy https://zoom.us/ru .

Tema 2. Onepanunonnas cucrema Windows

Jlexyus

['paduyeckuii moap30BaTeNbCKUM HHTEpdeiic: oOlme MOHATHSA. 3amycK u
3aBepiieHne pabotel Windows. Pabora ¢ oxnHamu. VI3MeHeHHE BHEIIHETO
opopmienuss Windows. Ilpuknagnsie nporpammbl. [Iporpamma «IIpoBogHUKY.
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@daiinel 1 1okyMmeHThl. Pabora ¢ daitmamu u mankamu. Opradusamnusi CHUCTEMBbI
XpaHeHus! (paiioB-JOKyMEHTOB.

Hacrtpoiika  paGoyero crosa. ChopaBouHas cucTema.  YTNpPaBIICHUE
OIEPAIMOHHON CUCTEMOM.

Jlexyuss nposooamcsa 6 pedxcume 6UOeOKOHpepenyceazu Ha niameopme
«Zoomy https://zoom.us/ru .

Tema 3. TexHosoruss o6padoTKN TeKCTOBOM HHpopMAanMU (TEKCTOBBII
npoueccop Microsoft Word)

Jlexyus

Okpan Word. Mento u cucrema komanja. Co3naHue HOBOIO JOKYMEHTA.
PenaktupoBanue Tekcta. KOHTEKCTHBIN MOUCK U 3aMeHa. PacnosokeHue TekcTa Ha
HECKOJIbKUX YpPOBHSIX CTPOKM. MaTeMaTtuyeckue CHMBOJIbI. BcTaBka CHMBOJIOB U
crnenuaibHbIX CcUMBOJIOB. CoxpaHeHHWE U OTKpbITHE JokymeHTa. IIpoBepka
opdorpaduu u rpammaTtukd. Pexxumbl NpeAcTaBiICHUS JOKYMEHTOB Ha SKpaHe.
VYcranoBka mapamerpoB crpaHuilbl. [IpudTel, rpanuubl u 3amuBka. OTCTynbsl U
BbIpaBHUBaHue. [[o3uIuu TabyIaMu U MEKCTPOUHbIE HHTEPBaJIbl. MapKUpOBaHHbIE
U HyMEpOBaHHbIE cOUCKH. PacnonoxeHue Tekcta KoJioHKamMu. CHOCKM U
MIPUMEUYaHHUSL.

Jlexyuss nposooamcsa 6 pedxcume 6UOeOKOHpepenyceazu Ha niameopme
«Zoomy https://zoom.us/ru .

Ilpaxmuueckue 3anamus
3amanue 1
HalepuTe TEeKCT B COOTBETCTBUU C 00pa3IioM

Hacrpoiika dhopmarta BIIEIIEHHBIX CHMBOJIOB ocymnlecTBIsAeTcs Ha Bknaake [JTABHAS u Brmodaet B

cebs ceayronine XapakTepHCTHKH:
1. lpudt (Arial, Times, Calibri);
2. Haueprauue (O0Obrunbiii, Kypcue, lHoayxupusiii, Hlonyyxcupnstit Kypcus);

3. Pasmep (12, 1 8, 9, 26);

4. lloguepkuBanue, Boauucroll nunuei;

5. Liger;

6. Bugousmenenus (3auépinatiie, , Haacrpounsii “Moacrpotsiiis C TeHblo, lpHnsEsmmif:
Vg BCE TIPOTTMCHBIE, Apedneesauéprupanue

7.Nurepsan (00Ob4HbIH, Yiromsii Pa3psik e HH bl i )

3anmanue 2
HaGepuTe TeKCT B COOTBETCTBUU ¢ 00pa3IiomMm
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MuHHCTEPCTBO 0DIET0 H CPEIHErO
obpazopanusa Poccuiickoii
tenepanun.

192281, Cankr-llerepOypr,
3arpebenckuii OyapBap, 23
Ten: (812) 178-32-51
Dakc: (812) 178-32-38

« _» Ne
HaNe ~ oT«__ »
CIIPABKA
Beinana B TOM, 4TO OH (OHa) YUHUTCA B
knacce JIunes nHGOPMAaTHKHA H KOMITBIOTEPHOH TeXHHKH T. CaukT-IIuTepGypra.
MII
Hupekrop
B. B. Kypunos
3aganue 3

Habepure TeKCT B COOTBETCTBUM € 00pa3LOM

= «Mopckue»
o Illlokonaouwvie naumku
" «AnéHka»
»  «Ansnen ['onsa»
¢ Marasun [letyimok

¢  CsexeMo POCHHBIC U3JCITHA

MarasuH 1715 Bac
¢ Konbacer
o «YaiiHas»
o «MomnouHas»

¢ MonouHble n3nenus
o Cuap

= [ onaHACKHID» o Puba )
*  «Poxkdop» . MunTai
o Teopoe . Kunbka
o Monoxko o Maco
%+ Ilokoman . OneHuHa
. CBuHMHA

o Konemui
= «JlacTouka»

Tema 4. TexHoJsiorus 00padoTKH rpadpuyeckoil HHpoOpMaANNU

Jlexyus
PactpoBas u BekTopHas rpaduka. Co3manue U peIaKTHPOBAHHE M300paKeHUM

B PacTpOBOM U BEKTOPHOM peaakTope. OKHO mporpaMMbl. ATpuOyThl H300paKeHUsI.

Habop unctpymenTos. [lanutpa 1iBeToB.
Jlexyusi nposoosmcs 68 pedcume BUOCOKOHMEPEHYC8s3U HA niamgopme

«Zoomy https://zoom.us/ru .
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lIpakmuueckoe 3anamue

3ananue 1. BBog cuMB0OJI0B

1. 3anmycTuTe TEKCTOBBIN MPOLIECCOP, YCTAHOBJICHHBIN HA BallleM KOMITbIOTEPE.

2. Beeaute ¢ MOMOIIBIO KIIABHATYPHI:

Byksb! pycckoro andasuta: Aa 56 B I'r Jln Ee Eé Kok 33 Mu Uit Kk JIn Mm
Hu Oo IIn Pp Cc Tt Yy ®@¢ Xx Ly Yy I g bs blst 'bs 33 0w As

Bbykse1 anrnuiickoro andasuta: Aa Bb Cc Dd Ee Ff Gg Hh Ii Jj Kk L1 Mm Nn
Oo Pp QqRr Ss Tt Uu Vv Ww Xx Yy Zz

Andasut necarnyHoit cuctemsl cuncienus: 0123456789

Andasut pumckoit cuctembl cuncienus: (1) V(5) X(10) L(50) C(100) D(500)
M(100)

CrneunanbHble CUMBOJIBI (pyccKasi packiaaka KiaBuatypsl): | « No; % : 7 * (1)

+/-=\

CrenraibHble CUMBOJIBI (aHIVIMHCKAs packiaaka kiaBuatypsl): | @ # 8 % " &
*O_t[-=

[Ipou3BOJIBHBIN TEKCT O cebe (MMsl, BO3pACT, KJIacC H T.1.)

3. Coxpanure ¢aiia B TMIHON manke 1moj; iMeHeM CHMBOJIBI.

3ananmne 2. [IpaBuiia BBoJa TeKCTa

1. 3anmycTuTe TEKCTOBBIN MPOIIECCOP, YCTAHOBICHHBIN HA BAallleM KOMITbIOTEPE.

2. BBenuTe TEKCT:

[Ipu BBOZIE TEKCTA COCEIHUE CIOBA OTACISIFOTCS OJTHAM MPOOEIIOM.

3HakyM TmpenuHaHus (3amdrasi, JBOETOYME, TOYKA, BOCKIMIATEIbHBIA U
BONIPOCUTENBHBIN 3HAKH) TMHIIYTCS CIMTHO C MPEAIIECTBYIOIIMM CIOBOM U
OTIIETISIFOTCS MPOOETIOM OT CJIEAYIOIIETO CIOBA.

KaBbIuku ¥ CKOOKHM MUIIIYTCS CAUTHO C COOTBETCTBYIOIIMMHU CIIOBAMHU.

Tupe BbiEsIETCS TPOOETAMU C IBYX CTOPOH.

Jleduc numeTcst CIUTHO € COEIMHAEMbIMUA UM CJIOBaMHU.

3. BBeaute TekcT, obOparass BHUMaHHE Ha COOJIOJIEHWE COOTBETCTBYIOIIMX
MPaBUIL:

Tema «IIpaBuna BBOJa TEKCTa», roCTUHUIIA «MataxuT», MOKoaa «AJIEHKaY,
poMaH «BolHa u Mup».

Ortanbl  cO3JaHUsA  TEKCTOBOIO  JOKYMEHTa: BBOJl, pEIaKTUPOBAHUE,
dbopmaTtupoBaHue.

HNudopmanus Bo BecemupHoil mayTuHe opranu3oBana B Buze ctpanul (Web-
CTpaHHuIL).

Bcé-taku, Mamun-Cubupsik, xap-nTuiia, CEeBepo-BOoCTOK, Pocros-Ha-/lony,
HLIO-ﬁOpK. [Ipunnock BoJjeH-HEBOJIEH OCTAThCS 37eCh Ha HOYb. I ops OoAThCS —
CYacThs HE BUAATh. MOCKBa — OTPOMHBIN rOpoO/I, TOPOA-CTpaHa.

Konen XVII Beka — nepBas nosioBuHa XI1X Beka.

4. CoxpanuTe (aiis1 B TuuHOM nanke noja umeHnem [IpaBuna BBojA.
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Tema 5. Cucrema 3iekTpoHHbIX Ta0aun Microsoft Excel

Jlexyus

CrpykTypa untepdeiica 31eKTpoHHON TaOIUIbl. MEHI0O U OCHOBHBIE MOHSATHS.
OOBEeKThl ANEKTPOHHON TaOJUIBI U WX MapaMmeTpbl (moHsATHE 00 oOBekTax OT,
criocoOwl BeifeneHust 00bekToB DT). JlaHHbIe, XpaHsmmecs B o0bekTax T (THIbI
TaHHBIX, QYHKIUU U (Hopmysiel). BBoa u mpaBka JaHHBIX. TUIIOBBIE NEWCTBHS HaT
oOowekramu. CoznmaHue, pemaKTUPOBaHHE TAOJIMYHOTO JOKYMEHTa M COXpaHEHHUE
¢aiinoB paboueit kHUTH. OTKpBITHE, TTOUCK M 3aKpbITHE (HaljioB pabouell KHUTH.
dopmatrpoBanue TabIMyHOTO AOKyMeHTa. Co3mgaHue W KOomupoBaHuWe (GOpMys B
TabMMIHOM JOoKyMeHTe. DyHKIMU (MaTeMaTHYECKUe, JOTUIECKUE, CTATUCTUIECKUE,
JaThl U BPEMEHHU, TEKCTOBBIE).

Jlexyusi nposoosmcss 8 pedcume BUOCOKOHMEPEeHYC83U HA niamgopme
«Zoomy https://zoom.us/ru .

IIpakxmuueckoe 3anamue
3amanue 1
Coznaitte kaury Ipaktudeckas padora B Excel.

CTOMMOCTH TPOTPAMMHOTO 00ECTICUCHHS
HAaNMCHOBAHHE CTOUMOCTb, $ | cromMocCTh, py0. | cTonMocTb, €
OC windows 1180
naket MS Office 320
1C Oyxranrepus 500
Antusupyc DR Web 200
ITaker OpenOffice 350
UTOTO
Kypc BantoTs! (k py01i0)

1.  3anucaTh UCXOJHBIE TEKCTOBBIE U YUCIIOBBIE JAHHBIE, OPOPMHUTH
Ta0IUILy COTJIACHO 00pa3ily, MPUBEIEHHOMY BBIIIIE.

2.  Paccuurats «CroumocTsb, py0.», HCIOIB3YS KypC J0JUIapa Kak
aOCOJIIOTHBIN ajpec.

3. Paccuurars rpady «CTOoUMOCTB, €BpO», UCTOIb3Ysl CTOUMOCTD B pyOJIsX
Y UCIIOJB3YsI KypcC 0Ju1apa Kak abCOMIOTHBIN azipec.

4.  Paccuwmrats rpady «Utoroy, ucnonssys pyukmuo =CYMM (BbiIeauTh
JIAanasoH).

3ananue 2

B xnure Ilpaktudeckas pabora B Excel.

1. Co3paiite Tabimiy ydeTa TOBApOB, Ha 8mopom Jlucme KHWUTH, IyCThIC
CTOJIOLIBI COCUUTANTE 110 (hopMyIIaMm.
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Kypc goJapa

63,5

Tabnmia yuera npo

AHHOI'O TOBApPOB

teta b IIeHAa B
pyoIsax BCETO B
Ne m\nm | Ha3BaHMe | MOCTaBIEHO | MPOJAHO | OCTAJIOCH JoJ1apax
3al pyoIIsax
3a 1 ToBap
TOBap
1 ToBap 1 50 43 170
2 TOBap 2 65 65 35
3 ToBap 3 50 43 56
4 ToBap 4 43 32 243
5 TOBap 5 72 37 57
Bcero

2. OtdopmaTupyiite Tabdbmuiy mmo odpasiy. Kypc mommapa- abconroTHBIN aapec.
3. Ilepeumenyiite nUCT Y4eT ToBapa.
4. Odopmure Tabmmiy (BeT mpudTa, 3aTMBKa, paMKa TaOIUIIHI)
5. Coxpanure paboTy B COOCTBEHHOM IaIIKe.

3amanue 3
B knure [Ipaktuyeckas padora B Excel.
CocTtaBbTe TaOMMIy JUIsl BBIIUIATHI 3apabOOTHOM IUIATHl Uil PAOOTHUKOB
MPEANPUATHS HA TpeTheM JINCTe KHUTH.

l.

Pacuer 3apaboTHOI MIaThHI.

Qamunus, [onmyuennsiit | Hanorosele | Hamoroo6Gumaraemsrii | Cymma K

No n.0. OXO0 BEIUETEI IOXOJT HaJjora, BEIIJIATE
" HIDJI

/11
1 ITonos B.1. 18000 1400

bornanos
2 K.M. 9000 1400

CyxoBoii
3 ILE. 7925 0
4 Komnuesa E.B. | 40635 2800
5 Epmak A A. 39690 1400
6 [nak I'.C. 19015 2800

Hroro

2. CocuwnTaiite o GopmysiaM ImyCThI€ CTOJIOIBI.

3. Hanoroo6naraemsiii noxoxa = [lomydennsiit noxon — Hamorossie
BBIYETHI.

4. CymmMma Hanora = Hanmoroo6naraemsiii qoxoa*0,13.

5. K Beimiare = [Momyuennsiii noxoa-Cymma nasnora HJIDJI.
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OTtcoptupyiite Ta0auIly B ajipaBUTHOM MOPSIIKE.
[Tepeumenyiite muct PacueTr 3apab0oTHOM TIaThI.

Odopmure tabauiy (11Bet mpudra, 3a1MBKa, paMKa TaOJIUIIbI)
Coxpanure paboTy B COOCTBEHHOM MAaIIKe.

o 0=

Tema 6. Cucrema ynpasJienus 0a3amu 1aHHbIX Microsoft Access

Jlexyus

[IpencraBienne o 6aze gaHHbIX 1 CYBJ/l (OCHOBHBIC MOHATHS 0a3bl TAHHBIX,
CVYB/JI Access u ee untepdeiic). 3amyck u 3aBepiicHue padoTel Access. DIEeMEHTBI
skpaHa. IHCTpYMEHTHI cuCcTeMbl yrpaBiieHus 6a3oit nanabx. Co3nanue, CoOXxpaHeHHe
u 3akpbiTie bJ[. OTkphITHE CymiecTByomux b/I.

Jlexyusi nposoosmcss 8 pedcume BUOCOKOHMEPEHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

Ilpaxmuueckoe 3anamue

3amanue 1. Co3manue 0a3pl JaHHBIX.

3amanue 2. 3anoaHenne 0a3pl JaHHBIX.

3amanue 3. BBog ¥ mpOCMOTP JaHHBIX TOCPEICTBOM (HOPMBL.

3aganue 4. PopMHpOBaHHE 3aMPOCOB M OTYETOB IS OJHOTAOIMYHOM Oa3bl
JIAHHBIX.

Tema 7. Co3nanue npe3enranuii B cpeae PowerPoint

Ipaxmuueckoe 3anamue

Co3naTh 1BE MPE3EHTAIMH Ha CJICTYIOIINE TEMBI:

1. 3aduem s IPOxX0XKy oOydeHHe Mo mporpaMMe MpoPecCHOHATBHOTO 00yUYCHHUSI
«CekpeTapb-aIMUHACTPATOPY» (B TOM YHUCIE YKa3aTh 11€J1b, MOTUBAIIUIO, OKUIAEMbIE
pe3yJIbTaThl);

2. CBoOoaHast TeMa (HampuMep: Mpe3eHTaIMs yCIyTu/ToBapa/Mmoe Xxo00m).

[Ipy co3maHuMM TpE3eHTAIMM HWCIOJB3YHTE MaTepual B TNPUKPEIUICHHOM
¢aiine. CoznanHble Mpe3eHTAMH IPUKPENUTh B KOMMEHTapHUsIX Ha 00pa30oBaTeNbHOM
maTdopme.

Tema 8. Cucrema aiiekTponHoii moursl Outlook Express

Jlexyus

OnextpoHHass modta. JlocTromHCTBAa dneKkTpoHHOW TouThl. CTpyKTypa
ANIEKTPOHHOTO THChMa. AJpecanusi B CHUCTEME DJJIEKTpOHHOUW mouthl. PaboTta ¢
noyTou. Mcnosb3oBaHue aipeCHON KHUTH.

Jlexyusi nposoosmcs 8 pedcume BUOCOKOHMEPEHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

Ipaxmuuecroe 3ansamue
1. Hammcate oOpamenue B odUIMAIBHBIN oOpraH (Hampumep, B
aJIMMHUCTPALIMIO TOpOaa/palioHa OTHOCUTENIBHO KayecTBa JOpOr).
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2. Hanicarb npuriainieHue Ha 01aroTBOPUTENLHOE MEPOITPUSITHE.

Tema 9. CoBmecTHasi padora nmporpamm Microsoft Office

Jlexyus

Hcnonp3oBanne nanenmu Microsoft Office. Texnonorus OLE (cBsi3piBanus u
BHEJIpEHUSI OOBEKTOB).

Jlexyuss nposooamcsa 6 pedxcume 6UOeOKOHpepenyceazu Ha niameopme
«Zoomy https://zoom.us/ru .

Tema 10. IIporpamma aJjsi CKAHHPOBAHMS [JOKYMEHTOB H pPadoThl ¢
baxcamu

Jlexyus

CkanupoBanue mokymeHTa. Ormepaiusi CErMEHTUpPOBaHMs. Pacmo3HaBaHme
Tekcrta. [IpeobpazoBanue noKymMeHTa B Ipyroi ¢popMmar.

OtnpaBka u mpuem (dakcoB. IlpocmoTp u pemaktupoBaHue (axcos.
Hcnonb3oBaHue aApeCcHON KHUTH.

Jlexyusi nposoosmcss 8 pedcume BUOCOKOHPEPEHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

Tema 11. Pabora B ceTn Internet

Jlexyus

[Tporpammbi-Opay3epsl: Internet Explorer. IlomckoBbie cuctembl. Hcropus
Internet. Kanansr cBsasu. IIporokon. Ha3HaueHue M BO3MOKHOCTH Pa3iIMYHBIX
cepsucoB Internet. WWW. I'unieprekct. @opmar CCbUIKH.

Jlexyusi nposoosmcss 8 pedcume BUOCOKOHPEPEHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

Tema 12. MyabTUMeaUiHbIE BO3MOKHOCTH KOMIIBIOTEpPA

Jlexyus

[Tonatue wmynpTuMmenuna. CTaHIapTHBIE CcpelcTBa MyJibTUMeaua. BcraBka
MYJIbTUMEIUUHBIX O0BEKTOB B IOKYMEHTHI.

Jlexyus nposooamcs 6 pedicume BUOCOKOHGDepeHYcea3U Ha niamgopme
«Zoomy https://zoom.us/ru .

Tema 13. [IpueMbl 1 MeTOBI PA0OTHI CO CKATHIMU JAHHBIMU

Jlexyus

TeopeTrueckne OCHOBBI C)KaTUsl JAHHBIX: OOBEKTHI CKaTHs, OOPATUMOCTH
CKaTHs, aITOPUTMBI CXKATHSI.

Jlexyusi nposoosmcss 68 pedcume BUOCOKOHMEPEHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .
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IIpakmuueckoe 3anamue

1) Cozmatp 5-7 (aiinoB (TEKCTOBBIX, HCIOJHSAEMBIX, KOMaH/IHBIX,
MIPOTPaMMHBIX).

2) Co3nath apXuBhI 7151 ATUX (aitaoB ¢ nmomolisio apxuBatopoB ARJ, RAR u
PKZIP. CpaBHUTH 00bEMBI MOIYYUBIIUXCS (HalIOB, pe3yabTaThl 3aHECTU B TAOJIUILY
U C/IeNIaTh BBIBOBIL:

Ha3BaHWe | TwM (paiina | pazmep pasmep Qaitna mocne | CTeneHb
apxuBaTopa daiina CKaTHUS cxatus(%)

3) Co3nmath KOMaHIHBIA (paiii, KOTOpBIM C ToMOIIbI0 apxuBaTopa ARJ
MO3BOJISIET PACIOJOXKUTH (pailibl B apXuWBe B 3aJaHHOM TOPSAIKE, MPOCMOTPETH
apXxuB, U3BJeYb (DaiiIbl U3 apXMBa B 3apaHee CO3JaHHBINA KaTajor.

4) Cozpmars ¢ nomombto apxuBatopoB ARJ, PKZIP, RAR MHororomubie
apXHBbI C MApOJIEM, 3aJlaHHBIM B MapameTpax, Ha JHMCKE, 3aIJaHHOM B MapaMeTpax,
MMOMECTUB B HUX Bce (paitbl u3 katanora LAB pabodero nucka, uckimouuB (Hailiisl ¢
pacummpenuem EXE.

5) IIpocMOTpeTh CIUCKHU CO3aHHBIX aPXUBOB.

6) C nomotbto apxuBaropa ARJ BBIOTHUTE CIAEAYIOMINE KOMAH/IbI:

a) 100aBUTH B apXUB 3aJaHHbIN (Paili;

0) MOMECTUTh B apXuB Bce (pailyibl U3 TEKYIIETro KaTajaora, 3a HCKIOUYCHHEM
(aiiyoB ¢ 3aJaHHBIM PACIIUPEHUEM;

B) CO3/1aTh 3alUIIEHHBINA apXUB;

') CO3/1aTh apXUBHBIN (Pailsl, MO3BOJISIOUIMN COXPAHUTh CTPYKTYPY KaTaJloOroB;

1) 100aBUTh KOMMEHTApPUU K apXUBaM;

€) U3BJICYb 3aJ]aHHBIN (pailn U3 apxusa.

) CO3/1aTh MHOTOTOMHBIIN apXuB, yKazaB pa3mep toma — 1,44 MO;

3) BBIMOJHUTH MTOMCK 33JaHHOW CTPOKH B apXUBaX IO PA3IUYHBIM MOUCKOBBIM
pU3HAKAM.

7) C nomombto apxuBaTopa RAR BBINOIHUTH CHEAYIOIIME KOMAaHIbl W3
KOMAaH/JIHOM CTPOKH U B TIOJIHOIKPAHHOM PEXKUME:

a) 100aBUTH B apXUB 3aJaHHbIN (aili;

0) MOMECTUTh B apXuB Bce (pailibl U3 TEKYIIETO KaTajaora, 3a HCKIIOUYCHHEM
(aiiIoB € 3aJaHHBIM PACIIMPEHUEM;

B) CO3JaTh apXMUB C UCIIOJIH30BAHUEM APOJIS;

I') HOMECTUTH B apXUB (paijibl U3 TEKYIIIETO KaTajiora U BCEX MOJKATaJOroB;

1) CO3/1aTh apXUBHBIN (aiis, MO3BOJSAIOMINNA COXPAHUTh CTPYKTYPY KaTajaoroB;

€) 100aBUTh KOMMEHTApUU K apXHUBaM;

) BBITIOJIHUTH IMOUCK 3aJJaHHOM CTPOKU B apXMBaX IO PA3JIMYHBIM MOUCKOBBIM
IpU3HAKaM;

) U3BJICYb 3aJ]aHHbIC (Pailiibl U3 apXuBa.
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8) C momorsio apxuBaTopoB WinRar u WinZip BBITIOJTHUTE JeHCTBUS ITyHKTA
6 TaHHOTO 3aJaHUSl.

9) Co3pate camopacnakoBbiBatomuecsi RAR-  wu  ZIP-apxuBbl, He
MOJJIEPKUBAIOIIME paclpe/elIeHHbIe apXuUBbl (BKIIOUUTH NepekiaoyaTens «bes
pacnpezenenus» B rpynne Spanning Support - [lognepikka pacmpeneneHHOTo
apxuBa).

10) CozmaTth camopacrakoBBIBAIOIIUECS paclpeeiieHHble apxuBbl RAR- u
Z1P-apxuBsl.

11) MWcnone3ys paucnerdep apxuBoB WinZip, BBINOIHUTh HHTETPAIUIO
CIIyKEOHBIX W TPUKIATHBIX MPOrpaMM C oOlepanuoHHON cuctemorn Windows
9x/2000.

12) MHccnenyiite cBoiicTBa (pOpMATOB CxKATHUS IpaPUUECKUX JAHHBIX ((aiibl
.bmp, .gif, .jpg). Pe3ynbrarhl 3aHecuTe B TAOJIHILY:

dopmar daiina Pasmep daitna (Kbaiit) | Crenens cxxarus (%)

24 paspsiaHbii .bmp

gif
Jpg

Tema 14. ABTOMATU3MPOBAHHBIH MEPEeBO/ JOKYMEHTOB

Jlexyus
[IporpaMMbl U CEpBUCHI MEPEBOJA TEKCTAa. ABTOMAaTHUYECKUI MEPEBOJ TEKCTA.

KoHTponp kadecTBa mepeBojia TEKCTa.
Jlexyusi nposoosmcs 6 pedcume BUOCOKOHPEPEHYC8s3U HaA naamgopme

«Zoomy https://zoom.us/ru .

IIpomexxyToyHas aTTecTALUA

dopma MPOMEKYTOUHOU ATTECTALMU - 3a4ET B BUAE TECTUPOBAHMUS.

[IpomexxyTouHasi arrectauyss OPOBOAUTCA B COOTBETCTBUHM C OLIEHOYHBIMU
Marepualiamy, NpuBeAeHHbIMU B [Iprioxennn 1 k HacTosied mporpaMmme.

1.3. ChneumnanabHblil Kypc
1.3.1. /IokyMeHTBI U 1eJI0NPOU3BOICTBO

Y4eOHO- TEMATHYECKUN TIJIAH

Ne HanmeHnoBaHue TeMbl Bcero B Tom uncrne:

n/m 1acoB Jlexun [IpakTHueckue 3aHsITHs
JlokyMeHTUpOBaHUE

1 YIIPaBICHYECKOM NEATEIBHOCTH. 2 2
TpeGoBaHus K JOKYMEHTaM

2 [TpaBuia opopmieHHs 2 2
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YOPaBJIEHYECKUX JOKYMEHTOB

3 CoBpeMeHHOE JeJI0BOE TUChMO 4 2 2

OCHOBHBIE JIOKyMEHTBI
ynpasieHus; opopmieHue u
paboTa ¢ JOKyMEHTaMH.
Kondunenmnmanstas nadopmarus

Kommepueckas
KOPPECIOHICHIIUS

6 XpaHeHHE TOKYMEHTOB 2 2

Pabota ¢ nokymeHntamu,
7 CoJlepKAIUMMU KOMMEPYECKYIO 2 2
TalHY OPEeANPUSITUS

CocraBiieHiE TEKCTOB
CITY)KEOHBIX JOKYMEHTOB

OOGecrieueHue
0€310KyMEHTAITMOHHOTO
o0cIy)KuBaHus paboThHI
PYKOBOJIUTEIIS

HToro 22 16 6

Tema 1. JloKyMeHTHMpPOBaHHE  YNPABJICHYECKOH  JAeSITeIbHOCTH.
TpeGoBanus K JIOKyMEeHTAM

Jlexyus

OO1ue MmoyokKeHusi Mo JOKYMEHTUPOBAHUIO YIPABICHUECKON JEATEIbHOCTH.
YHudunupoBaHHbIE CHUCTEMBl JOKyMEHTAIlMU. YHUDUKAIUS ¥ CTaHAapTU3AIUS
YIIPABIEHYECKUX JOKYMEHTOB. Bubr JIOKYMEHTOB; KJ1accuuKaIus.
OpranuzanmonHo- pacropsigutenasubie JokymeHThl (OPJ]). FOpuanyeckoe 3HaueHue
JOKYMEHTOB.

Jlexyusi nposoosimcs 6 pedcume BUOCOKOHMEPEeHYC8s3U Ha niamgopme
«Zoomy https://zoom.us/ru .

Tema 2. [IpaBusia opopmiieHus1 ypaBJIeHYEeCKUX JOKYMEHTOB

Jlexyus

Bunapl OmaHkoOB, peKBU3UTHI, (OPMYJSp, OTMETKM Ha JOKymeHTe. EnuHbie
TpeboBaHUS W TpaBwia O(GOPMIICHHS JTOKYMEHTOB YIPABJICHHS, YCTAaHOBJICHHBIC
roCyAapCTBEHHBIMA HOPMATUBHBIMU AKTAMU — CTAHIAPTHI.

Jlexyus nposooamcs 6 pedicume BUOCOKOHGDepeHYCcea3U Ha niamgpopme
«Zoomy https://zoom.us/ru .

Tema 3. CoBpemeHHOE [1€/10BO€ MUCHMO

Jlexyus

[IpaBmiia odopmiieHus AeI0BOro nmuchbma. Buapl muceM: nmuchMa —MpOCKOBI, -
OTBETHI;  CONMPOBOAMUTEIbHBIC, JOTOBOPHBIE W  JIp.; OCOOCHHOCTH  TEKCTa.
MexmyHapoaHbIe TUChMA.
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Jlexyusi nposoosmcss 8 pedcume BUOCOKOHMEPEHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

Ilpaxmuueckoe 3anamue
CocTtaBuTh J€710BOE MUCHMO (HE MEHEE 2-X CTPaHUI).

Tema 4. OcHOBHBIC JOKYMEHTHI ylpaBJjieHHs1; oopmiieHHe W padora ¢
nokymenramu. Konpuaenunaabuasa uapopmauus

Jlexyus

OCHOBHBIC  TPYMNIIBI  YOpPaBICHYECKUX (WM  OPraHU3allMOHHO  —
pacTlopsANTENbHBIX) JOKYMEHTOB. TwumoBas cxema oQopMmIeHUS TOKYMEHTOB.
OcoOenHoct OQOpMIICHHST BHENIHUX JOKYMEHTOB W Ap. JloKymMeHTHpoBaHHE
OpTraHHU3aI[MOHHO — pacriopsAUNTeILHON JeSITeIbHOCTH YUPEXKICHUH.
OpranuzannoHHast JOKYMEHTAITHSI: yCTaB, MIOJIO’KEHHE, UHCTPYKITHSI.
Konpunennmansnas wuHbopManus: BUAbl HHOOpPMANWW, TOHITHE  3aIUTHI
nHpOpMAIUH, COTTIAIICHNS O HepasriameHnn nHpopmarmu. Kommepueckas TaiiHa.

Jlexyusi nposoosmcss 8 pedcume BUOCOKOHPEPEHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

IIpaxmuuecxoe 3anamue

CrpoeKTupoBaTh OPraHU3allOHHO-PACIIOPSIUTENbHBIE TOKYMEHTHI:

1. Ilpuka3 00 yTBep>KACHUHU BHECEHUU U3MEHEHUI B Y CTaB OpraHu3aIiu.

2. Pacrnopsbkenne 00 OrpaHHYEHHOM JOCTyIle B 3aJaHUE COTPYAHHUKOB B
BBIXO/IHBIC JTHU.

3. CornaieHue 0 HepasrianieHu HHGOpMaIuu.

Tema 5. Kommepueckasi KOppecnoHIeHIIUSA

Jlexyus

BHemIHETOProBble  JOKYMEHTBI, KOMMEpYECKas  KOPPECIOHACHIHUS |
KOMMEPYECKHE MHChMa; KOHTPAKTHI, 3aKa3bl, COMIAIICHHUS, OOIIECIPUHSITHIC (OPMBI
JTOKYMEHTOB, TeKCT, opopmIIeHHE.

Jlexyusi nposoosmcs 8 pedcume BUOCOKOHMEPEHUC8s3U HA naamgopme
«Zoomy https://zoom.us/ru .

Tema 6. XpaHeHue JOKyMEHTOB

Jlexyus

[IpaBuia XpaHeHUs A€l B CTPYKTYPHBIX TOAPA3ICICHHUIX MPEANPHUITHS.
ApxuB  mpenmpusaTus. ONTUMaIbHBIA  CPOK  WCHOJB30BaHUS  JOKYMEHTOB
nenonpoun3BoacTBe. Cpoku XpaHeHus Aeinl. JJoKkyMeHTBI JOITOBPEMEHHOTO XpaHEHUSI.
[Topsimok  yHUYTOXXKEHHsI JTOKyMEHTOB jein. OdopmieHue aen sk apXUBHOTO
XpaHEHHMs; TIPUEM, Tiepeaada Jae.

Jlexyuss nposoosimcs 8 pedcume BUOCOKOHGEpeHYCcss3u Ha niamgopme
«Zoomy https://zoom.us/ru .
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Tema 7. Pabora ¢ JOKyMEeHTaAMHU, COAEPKAINUMH KOMMEPYECKYI0 TalHY
NpeAnpUATHS

Jlexyus

Kondunenunansuas noxkymeHTupoBaHHas wuHpopmauus. Llens u ycnoBus
obecrieueHrss COXpaHHOCTH MH(popManuu Ha npeanpusitud. OCoOEHHOCTH BEACHUS
JIEONIPOU3BOCTBA, OOECIEYMBAIONIETO Y4Ye€T W COXPAHHOCTh JIOKYMEHTOB,
coAepKalluX KOMMEpUYecKyr TaiHy. OTBETCTBEHHOCTb 3a JIOKyMeHThI. IlpaBumia
3alUThl KOH(UICHIIMATBEHOU CTy>KeOHON nHpOopMaIuu.

Jlexyuss nposooamcsa 6 pedxcume BUOeOKOHpepenyceazu Ha niameopme
«Zoomy https://zoom.us/ru .

Tema 8. CocraBiieHHE TEKCTOB CJIYKEOHBIX JOKYMEHTOB

IIpakxmuueckoe 3anamue

B uensix mpou3BOJACTBEHHONW HEOOXOJMMOCTH HAYaIbHUK 3KOHOMHUYECKOIO
OTJeJIa TUIAHUPYET HampaBUTh HSKOHOMHUCTAa cBoero otnena Ilerposa B.IL. B
koMaHupoBKy Ha npeanpustue OO0 «Mudopmuentp» (r. Mocksa) aJjis NPOBEPKU
(hMHAaHCOBO-OTYETHOMN TOKYMEHTALIUH.

IToctanoBka 3amauu:

[TonroroBuTh Ciy’)k€OHYIO 3amUCKy HayaJbHHKA 3KOHOMHYECKOrO OTHeja
AUPEKTOPY IPEIIPUITHS O HEOOXOAUMOCTH JTaHHOW KOMaHAUPOBKHU.

Tema 9. OOecneueHue 0€310KYMEHTAIHOHHOIO OOCJHY:KUBAHUS Pa0dOTHI
PYKOBOAUTES

Jlexyus

Ocy1ecTBI€HNE IETOBBIX KOHTAaKTOB, Y4acTHE B MOATOTOBKE W MPOBEACHHUU
nenoBbix Meponpustuil. [Ipuem nocerureneit. OpopmiaeHne KOMaHIUPOBOK.

Jlexyus nposoosamcs 6 pedicume BUOCOKOHpepenyceasu Ha niamgopme
«Zoomy https://zoom.us/ru .

1.3.2. CpeacrBa aIMUHUCTPATHBHO-YIIPABJICHYECKOM CBSI3H

Y4eOHO- TEeMATHYECKUH MJIaH

No HaumeHoBaHme TeMBbI Bcero B ToMm uncie:

/1 1acoB Jlexnun [TpakTHveckue 3aHsATHS

1 CpencrtBa a/IMHHHCTPATHBHO- 4 ) )
YIPaBICHYECKOMN CBS3H

) MO6PIJ}I>HBIG CETU U ) )
YCTPOWCTBA CBSI3H

3 WNudopmannonHo- 4 ) )
KOMMYHHKAITMOHHBIE CHCTEMBI

4 CpencrBa neyaTtu u 4 )
TUPAKUPOBAHUS JOKYMEHTOB
HTroro 12 8 4
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Tema 1. CpeacrBa aAIMUHUCTPATHBHO-YIIPABJIEHYECKOM CBSI3U

Jlexyus

Knaccuduxanus cpeacts cpszu. TenedoHHas cBa3b. TenedoHHbIC anmapaThl.
Munn-ATC. Pammorenedonnas cBs3b. Buneorenedonnas cBazp. PakcuMuiIbHas
cBs3b. [P-Tenedonus.

Jlexyuss nposooamcsa 6 pedxcume UOeOKOHpepenyceazu Ha niamgopme
«Zoomy https://zoom.us/ru .

IIpakxmuueckoe 3anamue
Odopmnenue TenepoHorpaMmsl (IHMATOT CBOOOIHBIN).

Tema 2. MoOM/IBbHBIE CETH U YCTPOICTBA CBSA3HU

Jlexyus

MoOusbHbBIE CeTH U yCTpOWcTBa CBsi3U. MicTopus pa3BuTHs MOOMIIBHOM CBSI3H.
Bubl MoOMIIbHBIX yCTpoiCTB: cMapTdonsbl, uianmetsl, KITK. Ocobennoctu paboTbl
B MOOWIBHBIX oOmepanuoHHbIX cucTemax. Bluetooth, Wi-Fi, GPS-naBurarus.
[Tpunoxenus 1st MOOMIIBHBIX yCTpOiCTB. [lepenaua u npuem napopManuu.

Jlexyusi nposoosmcs 8 pedcume BUOCOKOHPEPEeHYCes3U Ha niamgopme
«Zoomy https://zoom.us/ru .

Tema 3. UndopMaLIMOHHO-KOMMYHUKAIIMOHHBbIE CUCTEMbI

Jlexyus

TenekommyHnukaimu. Kommneioreprast ceth. JlokambHas ceth. Hasnauenue
JIBC, ux ocHoBHble TumbI, cocTaB. CepBep. Kmment. ['onmocoBasi U BHIICOCBS3b.
Oo6naunpie xpanwiuiia. CoBmectHas Pabora ¢ ToKyMeHTaMHu.

Jlexyusi nposoosmcss 6 pedcume BUOCOKOHPEPEHYCE3U HA niamgopme
«Zoomy https://zoom.us/ru .

IIpaxmuueckoe 3anamue

MopenupoBaHue CUTyalluy OpraHu3aud KOHPEPEHIICBSI3H, TPUEM U Ieperava
JTaHHBIX (oOyuaromiecss 1O odyepenu CaMOCTOSITEIILHO 3aITyCKaroT
BUJICOKOH(EPEHIICBS3D).

Ipakxmuueckoe 3ausmue NPOBOOUMCS 8 pedxcume BUOCOKOHGDEPEeHYCBA3U HA
niameopme «Zoomy https.//zoom.us/ru .

Tema 4. CpeacrBa neyatu 1 THPAKUPOBAHMS TOKYMEHTOB

Jlexyus

Knaccudukanus  cpencts  tupaxupoBanusa.  Ilpunrepel.  Cpencrtsa
KOIMPOBAHUS JOKYMEHTOB. CpeACTBa Pa3MHOKEHUS JOKYMEHTOB.

JlonomHuTENbHBIE CPEACTBA MOATOTOBKU JOKYMEHTOB. JIUKTOPOHHAS TEXHUKA.
Cxanupyroime yCcTpoicTBa.
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Jlexyusi nposoosmcss 8 pedcume BUOCOKOHMEPEHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

1.3.3. Cexkperapckoe aeJ10

Y4eOHO- TEeMATHYECKUH IJIAH

Ne HaumeHnoBanue Tembl Bcero B Tom uncne:
/1 1acoB Jlexnun [TpakTH4eckue 3aHATHS
1 Lenu u pyHKIUN ceKpeTapcKon ) )
JesITeIbHOCTH
) Opranuzanus paboyero mMecra ) )
ceKpeTaps
3 [TnaanpoBaHue u OpraHU3aIUs 4 4
pabouero qHs ceKpeTaps
Opranuzanus u NpoBecHUE
4 TeneOHHOTO 00CTy)KMBaHUS U 3 2 1
MHTEPHET-KOMMYHUKALUI
5 [Ipuem nocerurenen 3 2 1
6 Opranu3zanys u 00CITy)KHBaHHE 4 4
COBEIAHUIT
7 [ToaroroBka u opraHu3zanus ) )
JICJIOBBIX MIEPETOBOPOB
] [TonroroBka KOMaHIMPOBOK U 4 ) )
JICJTIOBBIX MOE30K
9 Koop/:mHaulv/m paboThl KyphepoB 4 ) )
Y BOJIUTEJICH OpraHu3aluu
Hroro 26 22 4

Tema 1. Leau u pyHKIMH CEKPETAPCKOM AeATEIbHOCTH

Jlexyus

Ponp m MecTo cekperapsi B CTpYKType ympaBieHus opranusamnueit. llemu u
GYHKIIUM CEeKpeTapCcKod NesTenbHOCTH. TpeOoBaHMs K KBaTU(UKALUK CEKpeTapsl.
JlenoBele KadecTBa cekperaps. JImdHble KadecTBa, 0OECIEUMBAIOIINE YCIEITHOCTh
npodecCuoHaNbHOM  JesTenbHOCTH. Kpurtepum mnpodeccruoHanbHOTO — 0TOOpA.
JIOMKHOCTHAsI HHCTPYKIIHS CeKpeTapsl.

Jlexyusi nposoosmcss 8 pedcume BUOCOKOHPEPEHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

Tema 2. Opranusanus padouyero Mecra cekperaps

Jlexyus

[IpaBuia opranuzanmuu pabodero Mecta. TpebGoBaHus K 000PYIOBaHUIO
MOMEIEHUSI M OpraHu3aluu paboyero MpocTpaHCTBa. TEXHUYECKUE CpEeICTBa
obucHori  gesarenpbHocTH.  CpeactBa  BHYTpUOpHUCHOW M BHeEO(pHCHOMU
TPAHCTIOPTUPOBKH.
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Jlexyusi nposoosmcss 8 pedcume BUOCOKOHMEPEHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

Tema 3. [l1annpoBaHue U OPraHu3anus padoyero JHsS CeKpeTaps

Jlexyus

[InanupoBanme pabodero mHs cekperaps. Cxema IJIaHUPOBAHHUS pabOUYEro
THS. DTan TMOCTAaHOBKM 3aJayd. JTaml IUIAHUPOBAHHS BPEMEHH. OJTall TPHHSITHS
pEelICHU 10 TPUOPUTETHOCTH 3aJad. OTam KOHTPOJS BBIMOJTHEHUS 3ajad.
Opranuzarus paboThI B TeUeHHUE paboYero JaHs.

Jlekyus nposodsmcsa 6 pedxcume BUOCOKOHpepeHycsasu Ha niamgopme
«Zoomy https://zoom.us/ru .

Tema 4. Opranmszauusi ¥ npoBeaeHHe TeJaeQOHHOTo O0CTY:KMBAHUA U
UHTEPHEeT-KOMMYHUKALMI

Jlexyus

Cneunduka tenedoHHOro oOcoykuBaHus. Buasl TenedoHHBIX 3BOHKOB.
[IpaBuma paboThl CO BXOIIIMIMMH 3BOHKaMU. PaboTa ¢ UCXOASIIMMU 3BOHKAMHU.
[Tonsitue Tenedonorpammpl. Bxomsmme ©  ucxomdmue Tele(OHOTPaMMBL.
Oco0eHHOCTH TIepEeNUCKH 110 (aKcy.

Jlexyuss nposooamcsa 6 pedxcume 6UOeoKoHpepenyceazu Ha niamgopme
«Zoomy https://zoom.us/ru .

IIpakmuueckoe 3anamue

[Ipaktruueckoe 3amanue: «Co3gaHuE ANEKTPOHHOIO MHUChbMa C COOJIOJEHUEM
MPaBUJI ATUKETA U TEXHUYECKUX HIOAHCOBY.

[lenp 3amaHusA: HAYYUTHCS CO3AaBATh AJIEKTPOHHBIE MUChMA C YUYETOM MPABUII
ATUKETAa M TEXHUYECKUX TpeOoBaHUU, YTOOBI oOecreyuTh KOM(POPTHOE YTEHUE U
BOCIIpUATHE UH(OPMALIUU MOJTydaTEIISIMU.

[[Taru BRIMOSHEHUS 3a]IaHUS:

1. Beibepure Temy mmchbMa, KOTOpask OTPa)KaeT CyTh BAIlIeTO COOOIICHUS U
COOTBETCTBYET MPABUJIaM JIEJIOBOM MEPENUCKH.

2. VkaxuTe aapec OTHPABUTENS, HCIOJIb3Ysl KOPPEKTHOE HMS IOYTOBOTO
SIIAKa U (pamMuimio.

3. Ucnonp3yiiTe GyHKIIMIO HACTPOMKHU TICEBIOHMMA, €CJIA 3TO BO3MOKHO, JIJIst
OTOOpaKEHUSI UMEHU U (paMUJINH OTIIPaBUTENS HA KUPUILUIUIIE.

4. YcraHoBHTE aBaTapkKy, BeIOpaB (oTorpaduio B AEIOBOM CTHIIC WU JOTOTHIT
KOMIIaHUHU.

5. B Teme nucbMa yKaxkuTe KpaTKO€ U TOUHOE OMMCAHUE COAEp KaHUs, YTOObI
[10JIy4aTeslb MOT Cpa3y MOHATh, O UEM UAET peyb.

6. CobiroaiiTe A€0BOM CTHIIb OOIIEHUS, U3J1araiiTe MBICIH KPaTKO U YETKO.

7. IIpoBepbTe MUCHMO HA HAJTUYUE OIIMOOK U OMEYaTOK, YOeAUTECh, UTO TEKCT
JIETKO YUTAETCS U BOCHIPUHUMAETCS.
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8. OTnpaBbTe TECTOBOE MUCHMO APYTY WM KOJUIETE W MOMPOCUTE OOPaTHYIO
CBSA3b 110 MOBOJY COOJIIOICHHS MIPABHUII ATUKETA U TEXHUYECKUX ACTIEKTOB MTUChMA.

9. Buecute He0OX0aUMble KOPPEKTUPOBKU B MUCHMO Ha OCHOBE MOJYyYEHHOMH
00paTHOM CBSI3U U MOBTOPHO OTIPABBTE €TO.

Tema S. Ilpuem nmoceruresnen

Jlexyus

Opranuzaiusi npuema mnoceTuTeneil. PekoMmeHaaluu 1O OpraHu3alud U
BeJACHUIO Ipuema. Buapsl u nenn npuema nocerurenend. [loaroroBka k npuemy
rocerutesnen. JlesTenbHOCTh CEKpeTapss BO Bpemsl mpuema rnocerureneu. JlenoBou
JTUKET BEJAECHHUs IIpuema nocerurenei. [Ipuem pasnuuHbIX KaTeropui MOCETUTEINIEH:
COTPYIHUKHU OPTaHU3ALNH, IIOCETUTENIN U3 IPYTUX OpraHu3alui, KOMaHIMPOBAaHHbIE
COTPYJIHUKH.

Jlexyuu npoeoodsamcs 6 pedcume BUOCOKOHGEPeHYCesa3Uu Ha niamgopme
«Webinary https://events.webinar.ru/ .

Ilpakxmuueckoe 3anamue

TectupoBanue:

1. Kakoil u3 cienyrommx BapUAaHTOB SBISIETCA Jy4YLIEHd CTpAaTeTHeu s
npreMa U oOUIeHHsI ¢ He3allJIaHUPOBAaHHBIMU MOCETUTEISIMU?

a) IrHopupoBaTh MOCETUTENIEN U BO3BPATUTHCS K BBITIOJHEHUIO CBOMX 33]1a4.

b) IlogoiiTu K MmoceTuTento ¢ yJibIOKOM, MPEeACTaBUTHCS W y3HATh, 4YeM Bbl
MOYETE ITIOMOYb.

¢) BexnnBo mompocuTh MOCETUTENS] YUTU U BEPHYTHCS B CIAEAYIOMIMMA pa3 1o
IIpeBapUTEIBLHON 3aIIUCH.

2. UYro BaXXHO TOMHHUThL TMpHU OOIIEHUHM C HEe3alUIAHUPOBAHHBIMU
MOCETUTEISAMU ?

a) CnenyeT cOXpaHsTh HEMIPEPHIBHOCTh CBOUX TEKYIIMX 3a7a4, HE OTBJICKAThCS
HA MOCETUTEIIEH.

b) IloanepxuBaTh TrIa3HOM KOHTAKT, aKTUBHO CIYIIaTh M JIEMOHCTPUPOBATH
BEXKJIMBOE U 3aMHTEPECOBAHHOE OTHOLICHHUE.

c) Hcnonb3oBarh ciieHr u HehOpMalbHbIE BBIPAXKEHUS MJIs YCTaHOBIEHUS
OoJiee JIeTKOW U HEMPUHYKJIEHHON 00CTaHOBKH.

3. Urto cnemyer pAenaTh Uil KOPPEKTHOTO 3aBEPIICHUS BCTPEUH C
HEe3aIlJIaHUPOBAHHBIM MTOCETUTEIIEM?

a) Ilpomomxare Oecely Ha CBOE€ YCMOTPEHHE, HE YUYUTHIBAsS BPEMEHHBIC
OTPaHUYCHUS.

b) BbIpazuth 01arogapHOCTh 3a BU3UT U MPEJIOKUTH CBOIO MOMOIIb HIIH
KOHTAKTHBIC JaHHBIC JUIST JAJIbHEHIIIECH CBSI3H.

c) HemenneHHO mnpekpaTUTh pPa3roBOP U BEPHYTHCS K CBOUM TEKYIIUM
00S3aHHOCTSIM.
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4. Kakasi u3 HIDKEIPUBEICHHBIX CTPATerHii HE PEKOMEHIYETCSl MCIIOb30BaTh
IpY OOIICHNUH C HEe3aIIAHWPOBAHHBIMU TIOCETUTEISIMHE?

a) Crymiath BHUMATEIBHO ¥ TI03BOJIUTH MIOCETUTEIIO BBIPA3UTh CBOM MBICITH U
MOTPEOHOCTH.

b) MHcnonp30BaTh TEXHHKH AaKTHBHOTO CIYIIAHUS, TIOATBEPKIAs CBOE
MOHWMAaHWE U 33/1aBast BOIPOCHI JUIsI ICHOCTH.

c) [IpepriBaTh 1 IepeOMBATH TOCETUTENS, YTOOBI YCKOPUTH TMPOLIECC BCTPEUH.

5. IlpaBunbHO 1M yTBEpkAcHUE: HezannaHupoBaHHBIE TOCETUTENN HE MOTYT
OBITH IIEHHBIMU U TTOJIC3HBIMHU JIJIs1 HAILIEH OpraHu3aiuu’?

a) Jla, He3amIaHUPOBAHHBIE MTOCETUTENH OOBIYHO CO3AAIOT JUMIIHIOK padoTy U
OTBJICKAIOT COTPYTHUKOB OT BBITIOJIHEHUS UX PETYJISIPHBIX 3a/a4.

b) Her, He3amiaHUpOBaHHBIE TMOCETUTEIIM MOTYT TMPUHECTH HOBYIO
nH(popMaIuio, MOTEHIMAIbHbIE BO3MOXXHOCTH WJIU OT3BIBbI, KOTOPhIE MOTYT OBITh
MOJIE3HBIMHU JIJIS1 YITYUIIEHUs paOOThl OpraHU3aINu.

6. 3anoJHUTE TPOITYCK B IpeiokeHnn Huxke: «Ilpu 3aBepiieHun BCTpEUH C
He3aIIaHUPOBAHHBIMU ITOCETUTEIISIMH, BaYKHO ».

a) mo0JIaroJapuTh MX 3a MOTPAUYCHHOE BPEMS U TTOKEIATh XOPOIIIETO JTHS.

b) monpocuth X yiTH, 4TOOBI OOJIBIIIE HE OTBJICKATh Bac.

C) BEpHYTbCS K CBOMM TEKYIIMM 3aJadaM M O€3pas3IMuyHO MPOIIAThCS C
MTOCETUTEIISIMH.

7. Kakue HaBbIKM OOLIEHUSI OCOOEHHO BaKHbI i 3(PEKTUBHOrO MpUemMa
HE3aIJIAHNPOBAHHBIX NTOCETUTEIIEH?

a) OMnaTus, TEPIEHNE U YMEHUE CITYyIIaTh.

b) YBepeHnHocTs B cebe, OTBICYEHHOCTh U OTKPBITOCTb.

¢) CKopocThb, MHOT033/Ia4HOCTh U 1I€JIEYCTPEMIIEHHOCTb.

8. Kakasi M3 HMKENEPEUHCIICHHBIX CTPATETMid MOYKET MOMOYb 3aBEPIIHUTh
BCTpPEUY C HE3AMIAHUPOBAHHBIM ITOCETUTEIEM, €CIIM BPEMSI CIIMIIIKOM OTPAaHUYEHO?

a) JletalbHO OOBSICHUTH CBOIO TOYKY 3pEHUS U TPEIOCTABUTH BCIO
HE0O0X0IUMYI0 HH(GOPMAIIUIO.

b) [lompocuth MmoceTUTENs] HANMKMCATh MUCHMO WM OTIPABUThH DJIEKTPOHHOE
ICHMO C JTIONIOJIHUTEIBHBIMU BOIIPOCAMH WJIW MPENIOKEHUSIMHU.

c) Beipa3uth coxaneHue U 00bSICHUTH, YTO B JJAHHBI MOMEHT Bbl HE MOXkeTe
YIEIUTh JOCTATOYHO BPEMEHU U MPEIOKUTh HA3HAYNUTH APYTYIO BCTPEUY.

9. Uto cnemyer aenarh MOCIE BCTPEYH C HE3AIIAHUPOBAHHBIM MOCETHTEIEM
11 0OecrieyeH sl MPOTyKTUBHOTO 3aBEPILICHUS ?

a) 3a0bITh PO 3TY BCTPEUY U MPETEHA0BATH, YTO OHA HUKOT'/Ia HE MPOU30IILIA.
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b) 3amucare BaxHYH HH(OpMaIUIO, CAENaTh HEOOXOIUMbIC 3aMETKU H
MPUHATH PEIICHUS O MOCIEAYIOMNX TEHCTBUSX.

c) Pacckazarp kosuieram o BCTpeue M OOCYAMTH JETajd, YTOOBI MOJYYUTh OT
HUX JIOTIOJTHUTEIFHYIO 0OpaTHYIO CBS3b.

10. Kak HaMepeHHO NOAJIEPKUBATh IIOJOKUTEIBHOE OTHOLIEHUE K
He3arJIaHUPOBAaHHBIM TOCETUTENSIM?

a) beITb TpyOBIM U OrpyO€BIIMM C TIOCETHTENAMH, 4YTOOBI H30€XKaTh
JaJIbHEHIITNX HENPUATHOCTEH.

b) [IpakTuKOBaTH YMOLMOHATIBHBIM WHTEJUICKT, BRIpPAXKaTh MPU3HATEILHOCTD U
JE€MOHCTPHUPOBATh OCO3HAHHOCTH B OOIICHUH C TIOCETUTENSIMH.

c) MHmutupoBaTh OTCyTCTBHE BHUMaHHS W HTHOPUPOBATH  3aMpPOCHI
ITOCETUTEIIEH.

Tema 6. Opranuzanusi ¥ 00C/Ty’KMBaHHE COBELIAHUM

Jlexyus

[lonatue u Buasl coBemanuit. OOnME pEeKOMEHJAIMU 1O TOATOTOBKE U
IIPOBEICHUIO COBEIAHWK. 3aJaud, BBINOJHAEMBIE CEKpPETapeEM B MpoLecce
opranuzanuu cosemanusi. OcoOEHHOCTH MOJATOTOBKM IOBECTKU JIHS COBELIAHMS.
IToaroToBKa CIKCKa yYaCTHUKOB COBEILAHUs. 3aBeplieHre coBenianus. llonsatue u
Opranuzanusi HeopuIMaIbHbIX coBenianuil. [loHsaTue u cnenuduka opranu3anuu u
MPOBEJICHUS] ONEPAaTUBHBIX coBellaHui. [loHSATME M OpraHu3amus BUPTYAIbHBIX
coBellanuii. [IoHATHE U XapaKTEPUCTUKHU KPYITHOTO COBEIIAHMS. DTallbl OATOTOBKU
K KpynHoMmy coBemanuto. CocraBieHue I1iaHa padotrel. CocTaBiieHHE TeKCeTa
MPUIJIAIIEHUST W PACChUIKA MNPUIJAICHUNA. YTOYHEHHE PErNIAMEHTAa COBELIAHUU.
[ToaroToBka HEOOXOAMMBIX ISl COBEIIAHUS MAaTepUajoB U JOKYMEHTOB. BcTpeua u
perucTpanys y4acTHUKOB. JlesTeNbHOCTh CEKpETapsl B XOJ€ COBELIAHUS U MOCIE €ro
okonyanus. CrocoObl JOKYMEHTHpOBaHUA coBemianusd. [lpaBuma odopmiaeHus
TekcTa rnpoTokosa. OCOOEHHOCTH BEJEHUS KPaTKOro MPOTOKOJIA.

Jlexyusi nposoosmcs 6 pedcume BUOCOKOHMEPEHYC8s3U HA naamgopme
«Zoomy https://zoom.us/ru .

Tema 7. [loaroroBka u opraHu3ainus eJJOBbIX 1€PEroBOPOB

Jlexyus

[lonsiThe M cxema TOATOTOBKH TmeperoBopoB. PabGora ¢ menerammei.
Opranmzamnus BuzuTa BexsmBocTH. OOcCHykuBaHue meperoBopoB. lloarotoBka
obUIMAIBHBIX TMO3ApaBICHUNA U TMoAapkoB. IIpaBuiia CEpBUPOBKM YalHOTO
(kodeitHoro) crona. [lpaBuia TPUTOTOBICHUS W TOAAYM TOPSYUX HAMUTKOB U
3aKyCOK K HUM.

Jlexyusi nposoosmcs 68 pedcume BUOCOKOHMEPEeHYC8s3U HA niamgopme
«Zoomy https://zoom.us/ru .

40


https://zoom.us/ru
https://zoom.us/ru

Tema 8. [ToaroroBka KOMaHIMPOBOK M /1€JIOBBIX MOE310K

Jlexyus

Cxema KOMaHIMPOBKH pykKoBoauTtens. I[loarotoBka KOMaHIWPOBOYHBIX
JIOKyMEHTOB. Pa3paboTka mporpaMMbl KOMaHIUPOBKH PyKOBOJUTENA. JlesTeTbHOCTh
CEeKpeTapsi B OTCYTCTBUE PYKOBOIMUTENS.

Jlexyus nposooamcs 8 pedicume BUOCOKOHGDepeHYcesa3U Ha niamgpopme
«Zoom» https://zoom.us/ru .

IIpakxmuueckoe 3anamue
CocTaBiieHre 0TYeTa 0 KOMAaHIUPOBKE 10 MPUOBITUH.

Tema 9. Koopaunauusi padoTbl KypbepoB M BOAUTEIC OPraHu3anuu

Jlexyus

Benenue >xypHama pa3be3oB paOOTHUKOB opranuzanuu. KoopauHarus
paboOThl KyphepOB M BOJUTENICH OpraHu3alnvi. BeaeHue >KypHajga pas3bes3lioB
KypbepOB OpraHM3allii ¥ MapuipyToB BojuTeseli. KOHTpOJb  BBIMOJHEHUS
COTPYJIHUKAMHU TOPYUCHUN PYKOBOIATEIIS.

Jlexyusi nposoosmcs 8 pedcume BUOCOKOHMEPEHYC8s3U HA naamgopme
«Zoomy https://zoom.us/ru .

Ipaxmuueckoe 3ansamue
CocTraBiieHue CIpaBKH O pPa3be3ax paOOTHUKOB, KyphEpOB M MaplIpyTax
BOJUTEJICH OPTaHU3ALINH.

1.3.4. Oxpana Tpyaa. 'uruena Tpyaa v npou3BOJACTBEHHAS] CAHUTAPHUS.

Y4eOHO- TEMATHYECKUN TJIAH

Ne HaumenoBanue TeMbl Bcero B ToMm gucie:
n/m 1acoB Jlexun [IpakTHueckue 3aHsITHs
1 OCHOBBI OXpaHbl TPyJa B 6 6

Poccutickoii denepanuu

I'mruena Tpyna u

IMPONU3BOJACTBCHHAA CaAHUTAPUS

bezonacHocTh Tpyaa npu padboTe

3 C MIEPCOHAJILHBIM KOMIIBIOTEPOM U 4 4
OPIrTEXHUKON
Hroro 12 12

Tema 1. OcHoBbI 0XpaHbl TpyAa B Poccuiickoii Pegepanuu
Jlexyus
OcHoBbl oxpanbl Tpyaa B Poccuiickoit ®enepanuu. OCHOBHbIE MOHATHS
TpyZoBoro rmnpasa. (OCHOBOIOJIAraKOIIME MPUHLMUIIBI OXpaHbl Tpyaa. OCHOBBI
yIOpaBieHUs] OXpaHOHM TpyAa B opranu3zauuu. Opranuzanus padoT o oXpaHe Tpyaa u
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YIPABJICHUIO TPOPECCUOHAIBHBIMU PUCKAMU Ha ypOoBHE paboTonatens. MHcTpyKius
no oxpane tpyaa. [lopsgok AeHCTBUS B aBapUMHBIX CUTYalMsIX, [PU HECYACTHBIX

CITyJasix.
Jlexyus nposoosamcs 6 pedicume BUOCOKOHpepeHycesasu Ha niamgopme

«Zoomy https://zoom.us/ru .

Tema 2. I'urnena Tpyaa u NpoM3BOACTBEHHAS] CAHUTAPHUS

Jlexyus

CaHuTapHO-TUTMEHUYECKHE HOPMATHUBBI JIsl paOOTHUKOB oduca.

[Ipodunaktuka npodeccnoHanIbHbIX 3200J€BaHUH.

Jlexyus nposoosamcs 6 pedicume BUOCOKOHpepenyceasu Ha niamgopme
«Zoomy https://zoom.us/ru .

Tema 3. be3onacHocTb TPyaa nmpu padore ¢ NePCOHAIBHBIM KOMIIBIOTEPOM
U OPI'TEeXHUKOM

Jlexyus

be3onacHocTh Tpya Ha pabodeM MecTe ACIIONPOU3BOAMTENSA. DProHOMUKA U
opraam3anys Tpyia. OCHOBBI 3JICKTPOOC30IMaCHOCTH.

Jlexyus nposoosamcs 6 pedcume BUOEOKOHPepeHycesa3u Ha niamgopme
«Zoomy https://zoom.us/ru .

IIpomexxyToyHas aTTecTALUA

dopmMa MPOMEKYTOUHOW aTTECTALMU - 3a4ET B BUJEC TECTUPOBAHUSL.

[IpomexyTouHast arrecTauus MPOBOAUTCA B COOTBETCTBUM C OLEHOYHBIMU
MaTepualiaMy, IPUBEAECHHBIMU B [IpritoxeHnn 2 K HaCTOSIIEN TPOrpaMMe.

Monayus 2. IlpakTudeckasi HOAroToBKa

Y4eOHO- TEMATHYECKUN TJIAH

No HaunmeHoBaHME TEMBI Bcero B ToMm uncie:
/o 1acoB Jlexun CraxupoBka
1 PaboTa co cpencTBamu CBS3M 8 8
) Pabota ¢ jokymeHTamu 10 10
OpraHu3aIu
Hroro 18 18

Tema 1. PaboTa co cpeacTBaMu CBSI3H

Cmascuposka
1. O3HaKOMHUTHCSI CO CPEJCTBAMHU CBSI3H, HHPOPMAIIMOHHBIMU TEXHOJOTUSAMH B

OpraHM3aliy, TEXHUYECKUMHU YCTPOWCTBaMU OOECHeUYeHUs CBA3U: TeledoHHas
CBAA3b, DJIEKTPOHHAS M0OYTA, 3JIEKTPOHHBIN JOKYMEHTOOOOPOT, MOOMIIbHBIE CPEACTBA
CBS3H.
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2. Ydactue B ipueMe Telie(pOHHBIX 3BOHKOB.

3. CocraButh 10 2-3 JE€IOBBIX OJJIEKTPOHHBIX IHUCbMA: PYKOBOJUTEINIO,
COTpYJHUKAM OpTaHHU3alllK, BHEITHUM KOHTpareHTaMm.

4. YyacTtue B opraHu3aiuy KOH()EPEHIICBS3H.

Ilpakmuueckas noocomoexa nposooumcs 6 ¢opme CMaAdiCUpPOSKU HA
obpazoeamenvHou niamgopme, a maxdxice NOCPeOCMBOM BUOEOKOHDepeHYC8A3U
yepes cepeuc Zoom hitps://zoom.us/ru .

Tema 2. PaboTa ¢ JOKyMeHTaMH OPraHU3aluH

Cmaoscuposka

1. IToarotoBUTh 2-3 MOKYMEHTAa C MCIOJb30BAHUEM TEKCTOBOTO PEHAKTOPA,
rpaduyecKoro peaKkTopa.

2. HWcnonb3oBaTh CpeacTBa  I€4aTH, KOMUPOBAHMS, CKaHUPOBAHUS
JTIOKyMEHTOB.

3. TloaroroBuTh TPE3EHTAIMIO C  HKCIOJB30BAHHEM  CIICIIHAIBLHOTO
MIPOTPaMMHOTO 00€CTICUEHUSI.

4. TIo3HAKOMUTBLCS C TOPSJIKOM YTBEPIKICHHUS, COTJIACOBAHUS W TIOJIHACAHMUS
JIOKyMEHTOB B OpTaHU3alIUH.

5. UByuuth Gopmbl U TOPSAIOK PETHCTPALMK JOKYMEHTOB B OpTraHHU3allUU.
OcymecTBUTh TEXHOJOTUYECKUM MPOIECC OOpaOOTKM M PETUCTPAIMU BXOJSIIUX,
UCXOASIINX, BHYTPEHHUX JIOKYMEHTOB (HE MeHee 10 JOKYMEHTOB KaXKJ10To BUA).

Ilpakmuueckas noodzomoeka npogooumcsa 6 gopme CmadcuposKu Ha
obpazosamenvholl niamgopme, a maxdxce NOCPEOCMBOM BUOCOKOHDepeHyCsa3U
yepes cepguc Zoom hitps://zoom.us/ru .

Hrorosas arrecranus

dopma UTOTOBOM aTTECTAIMH - KBATM(PUKAITMOHHBIN K3aMeH.

HUtoroBass arrecraiusg TPOBOJUTCS B COOTBETCTBUU C  OLICHOYHBIMU
MaTepuagaMu, NpuBeaeHHBIMU B [IpriioskeHnu 3 K HACTOSAIIECH IporpaMmme.

[Topsimox mpoBeleHHs] UTOTOBOM aTTECTallUM YCTaHABIMBAaeTCs pasaesioM 4
HACTOSIEN MPOTPAMMBI.
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3. OPTAHUBAIIMOHHO-IIEJAT'OI'MYECKHUE YCJIOBUA

3.1. MaTepua/iIbHO-TeXHHYECKHeE YCJIOBHUS Pean3aliu NporpaMmbl

OOyueHue no mporpamMme OCYIIECTBISECTCS ¢ MPUMEHEHUEM HUCKIIOYUTEIBHO
ANIEKTPOHHOTO OOYyYeHUS M JIUCTAHLMOHHBIX 00pa30BaTENIbHBIX TEXHOJIOTMH — B
CucreMe nucTaHIIMOHHOTO 00yueHus «Yuynpodu.pd» https://yaynpobu.pd/ .

Jlexuuu MPOBOAATCS B PEXKUME BUICOKOH(GEPEHICBA3U TIaTPopMa «Zoomy
https://zoom.us/ru .

Nudopmanus 06 ycJ10BUAX, HEOOXOIUMBIX [IJIS Peaju3alu MPOrpamMMbl €
NpUMEHEHUEM HCKJIIYHUTEIbHO JJIEKTPOHHOTO OOy4YeHHsl W JAMCTAHUMOHHBIX
o0pa3oBaTeIbHbIX TEXHOJIOTHI:

1) ObGecnieuenne (GHyHKIMOHUPOBAHUS WH(GOPMALMOHHO-KOMMYHUKAIIHOHHOM
CUCTEMbI OCYIIECTBIISIETCS MOCPEIACTBOM CIEAYIOLIEr0 O0OpYAOBaHUS U CPEACTB:

HoyTtOyk Lenovo ideapad 530S co BcTpoenHo# BeO kamepoit - 1 it

Mprs 6ecripoBoaHas — 11mT.,

Cepsucubiit naket L{IT Kox 6eccpounsiii — 1 mrT.

2) Hanmnune MH(pOpPMaIMOHHBIX CUCTEM, o0ecreunBaromx
(YHKIMOHUPOBAHUE JIEKTPOHHON HH(POPMALIMOHHO-00pa30BaTENbHOU CPEIbI:

CucreMa qUCTaHIIMOHHOTO 00yueHust «Yuynpopu.pd»;

Zoom — tutatopma I IPOBEIeHUsT BEOMHAPOB.

3) Cetb Untepuer. CxopocTs goctyna 15 MoOut/c, KpyriocyTouHO.

OOyuenue mpoBoauTcs B (opmare Jekiuil (depe3 BUACOKOH(EPEHIICBS3D),
OPAaKTUUECKUX 3aHATUN (paboTa B cCHCTEME JUCTAaHIMOHHOTO OO0y4YeHus) W
CTaXUPOBKH.

ITo 3anpocy oOy4aromuxcst MPOBOJSATCS OHJIANH KOHCYJIbTAllUU.

3.2. Opranuszanus o0pa3oBaTeJbHOI0 Mpouecca

®opma 0o0yueHus: — 3a04Hasl ¢ MPUMEHEHUEM HCKIIIOUUTEIBHO 3JIEKTPOHHOTO
00y4YeHHs U IUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHA.

CnocoObl  00ydeHHMsT MO TMporpaMme: JIeKIUU, TPAKTUUYECKUE 3aHSTHs,
cTaxkupoBKa. KOHTPOJIb OCBOEHUS COAEpKAHUSI ~ IPOTPaMMBbI OCYIIECTBIISIETCS
MOCPEACTBOM TEKYIIETO KOHTPOJS YCIIEBAEMOCTH, IMPOMEXKYTOYHOH M HTOTOBOM
aTTecTaluy.

Pexum 3aHATHI yCTaHABIMBACTCS B COOTBETCTBUH C YUEOHBIM pacIUCAHHEM;
ydyeOHas Harpy3ka ycTaHaBiuBaeTcs He Oojiee 40 4yacoB B HEIENIO U COCTaBIIsICT HE
Oonee 8 yacos.

Jns  Bcex BUAOB  3aHATHUM  aKaJeMHYECKHH 4Yac  YCTaHaBIIUBAETCS
POJIOJKUTEILHOCTHIO 45 MUHYT.

S3bIK 00yUYEHUS — PYCCKUM.

Beibop MeTtomoB oOydeHHss ISl KaXAOTO  3aHATHUS  ONpeAessieTcs
npenojaBaTeeM B COOTBETCTBHM C COCTAaBOM W YPOBHEM MOJTOTOBJICHHOCTH
OOy4Yaromuxcs, CTENEHBIO CIOKHOCTH HW3JIaraéMoro MaTepuana, HaIUYueM H
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COCTOSIHUEM Y4eOHOro 00OpY/IOBAHMS, TEXHUYECKUX CPEACTB OOYUEHHs, MECTOM U
IPOJIOKUTENBHOCTBIO MPOBEICHUS 3aHITHH.

TeopeTndeckue 3aHATHS MPOBOASATCSA C IEJbI0 M3yYEHUSI HOBOTO y4eOHOIO
Marepuana. M3noxenune marepuana HEOOXOAUMO BECTH B (opMe, TOCTYHMHOM st
NOHUMAaHUS 00yyaromuxcs, coOM01aTh €IMHCTBO TEPMUHOJIOTHH, ONPEACICHUN U
YCJIOBHBIX 00O3HAUEHHM, COOTBETCTBYIOIIMX MEXIYHAPOJHBIM JOrOBOpaM U
HOPMATUBHBIM TPABOBBIM aKkTaM. B Xoje 3aHsATUN TmpernojaBarelib 00s3aH
COOTHOCUTH HOBBIA MaTepuall C paHee U3YUYEHHbIM, JOMOJHITH OCHOBHBIE
MOJIOKECHUS npuMepaMu u3 MPAKTUKH, co0Iro1aTh JIOTUYECKYIO
IIOCJIEA0BATEIBbHOCTD U3JI0KEHUS.

[IpakTuyeckue 3aHATHS, CTAXUPOBKA MPOBOJATCS C LEIbIO 3aKperieHus
TEOPETUYECKUX 3HAHUU W BBIPAOOTKM Yy OOYYAIOIIMUXCS OCHOBHBIX YMEHUM H
HaBBIKOB pPabOThl B CHUTyallUsiX, MaKCHMaJlbHO HWMUTHUPYIOIIUX pealbHbIC
MPOU3BOJICTBEHHBIE MPOLIECCHI.

3.3. KagpoBoe o0ecnieuenue 00pa3oBaTeibHOTO MpoIecca

Peanuzanus o0pa3oBaTeIbHON IIpOrpaMMBbl obecrnieunBaeTcs
MeJarorniecCKuMyu pabOTHUKaMU, UMEIOIIMMU BhICIIEE 00pa30BaHUE U OTBEYAIOLIUE
KBaTU(UKAMOHHBIM  TpeOOBaHUSAM,  yKa3aHHBIM B  KBaJlU(PUKAIIMOHHBIX
CIpaBOYHUKAX, U (MIU) TPOPECCHOHATBLHBIM CTaHAPTaM.

TpeboBanus K ypoBHIO 00pa3oBaHMsl M KBaIU(UKAIMK TPENojaBaTesieH,
peaNn3y0IMNX OIPOrpaMmy:

BbICIIEE OOpa3oBaHUE WIM cpefHee NpodeccHuoHaIbHOE 00pa3oBaHUE IO
HaIpaBlICHUIO MOATrOTOBKH «(OO0pa3oBaHMEe M TMENaroruka» WiM B 00JacTH,
COOTBETCTBYIOIIEH MpenojgaBacMoMy OpeaMeTy, 0e3 NMpeabsBICHUs TPEOOBaHUN K
CTaxy paboThl, TUOO BbICHIEE OOpa3oBaHUE WM CpeliHee MNPOPEeCcCHOHATBLHOE
oOpa3zoBaHue U  JIONOJHUTENbHOE TMpodeccuoHanbHOe  00pa3oBaHuE IO
HaIlPaBJICHUIO JIESITEIBbHOCTH B 00pa30BaTEIbHOM YUPEXKACHUU O€3 MpEeabsBICHUS
TpeOOBaHUI K CTaxXKy paOOTHI.

[lenarornueckue pabOTHUKH MOIYYAIOT AOMOJHUTEIbHOE MPOGECCHOHABHOE
oOpa3oBaHue MO MPOPHIIIO MeIarornuecKon JesTeIbHOCTH HE PeXe YeM OJIMH pa3 B
TpH TroJa.

3.4. YueOHO-MeTOAMYECKOE o0ecneyeHue:

1. I'mankuit A.A. KagpoBoe 1e10onpon3BOACTBO U YIIPABJICHUE IEPCOHAIOM Ha
KoMIibroTepe, 2012.

2. Kapenuna C. Konctpykrop nenoBoro nuchMa. [Ipaktuueckoe mocobue 1mo
s dextuBHor OusHec-nepenucke / C. Kapenmna — «Mann, VBanoB u ®epbep
(MHUD)», 2015.

3. Kuproxun IO.I., ®unonoa JI.LP. KommnbroTepHas mNOArOTOBKA
yIIPaBJICHYECKUX JOKYMEHTOB. [IeH3eHCcKkuid rocygapcTBeHHblid yHuBepeuTeT, 2005.

4. Kmokop U. B. DddextuBHoe nenompouspojacteo / U. B. Kiokop —
«ITutepy, 2008.

5. Poroxun M. 1O. CnpaBounuk no aenonpoussojctsy / M. FO. Poroxun —
«¥Octummnadopm», 2011. ISBN 978-5-7205-1072-5.
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6. Cmupnosa Enena IletpoBHna. Jlenonpou3BoACTBO JJIsl CEKpeTapsl.

7. Cxkynytuc M. «KanpoBoe neno: ot npuema Ha pabOTy /10 YBOJBHEHUSD.:
[Tutep; Cankt-IlerepOypr; 2011. ISBN 978-5-459-00791-6.

8. VYuebnoe mocobme moaroroBunu: baxtees 0. JI. — kaampar
SKOHOMHUYECKUX HayK, 3axapoB B.®. — kanaunar rexuudyeckux Hayk, Haymos 1.H. —
actiupant (IITY). Ilenzenckuii rocygapcTBeHHbIN yHuBepcutet, 2003.

Jlutepatypa nocTymHa ajsi oOydaromuxcs B DJIEKTPOHHOM OuUOIHMOTEKe Ha
oOpa3oBaTenpHON MIaTgopMe MOcjae aBTOPU30BAHHOIO BXoja (4Yepe3 JIOTUH |
1apoJib).
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4. OHEHKA KAYECTBA OCBOEHUSA ITPOI'PAMMBbI

ITpu peanmuzanum 00pa30BAaTENBbHOW MPOrpaMMBl  OLIEHKA pPE3YJIbTAaTOB
OCBOCHMS IIPOTrpaMMBbl IIPOBOJUTCS B PaMKax TEKYILEro KOHTPOJSA yCIEBAaeMOCTH,
IIPOMEXYTOUYHON U UTOINOBOM aTTECTALIUH.

Texymuid KOHTPOJIb YCIIEBAEMOCTH

Texkynmii KOHTPOJIb YCIIEBAEMOCTH OCYILECTBIIIETCS B XOJA€ HM3YYEHHS TEM
COOTBETCTBYIOIIUX MOJIYJIEH.

Texkynmii KOHTPOJb YCHEBAEMOCTHM IPOBOJAUTCA C LEJIBIO IOJYyYEHHUS
OMepaTMBHOM WHGOPMAIMM O KAuyeCcTBE YCBOEHHUS OOYYAIOMIMMUCS Y4eOHOro
Marepuana, ynpaBJieHHs Y4eOHBbIM IMPOIECCOM U COBEPIICHCTBOBAHUS METOAMKHU
MTPOBEICHHUS 3aHITUH.

®dopMa TEKyIIEero KOHTPOJs — KOHTPOJb aKTMBHOCTH Ha 00Opa30BaTENbHOU
miaTgopme, aHaJIU3 BBITTOJHEHUS 3aJaHUI MPAKTUYECKUX 3aHATUH.

Kpurepuu orieHuBaHus NpU MPOBEIECHNUN TEKYIIET0 KOHTPOJS YCIEBAEMOCTH:
MPaBUJIBLHOCTh OTBETA MO COAEPKAHUIO 3aHATUSA (YUUTHIBAETCS KOJIMYECTBO U
XapakTep OIMMUOOK TpPH OTBETE); PAIMOHAIBHOCTh HMCIOJIb30BAHHBIX MPUEMOB U
CHIOCOOOB pEIICHUs IOCTABJICHHOM Y4yeOHOM 3amauM (yUWUTHIBACTCS YMEHHUE
UCIIOJIb30BaTh Hambojee mporpeccuBHbie U dPGHEKTUBHBIE CIOCOOBI JTOCTHKCHUS
1eJn).

IIpome:kyTouHasi aTTecTanus 00y4aloUIuxcst

OcBoeHue 00pa3oBaTEIbHON MPOrpaMMbl COMPOBOKAAECTCS MPOMEKYTOUHOU
aTTecTanerl oO0ydarlMxcs, MPOBOAUMON B (QopMe, ONpeaeiIeHHOW Yy4eOHbIM
IUIAHOM, W B TOpPSJKE, YCTAaHOBJICHHOW OpraHu3aluei, OCylIeCTBISIOIEH
00pa3oBaTeNbHYIO JESTEIbHOCTD.

[IpomexxyTouHass  aTrecTalsi  NPOBOJUTCA  IOCJAE  OCBOGHHUS  TEM
COOTBETCTBYIOIIMX MOJyJiel 00pa3oBaTeibHOM MNpPOrpaMMbl B COOTBETCTBHM C
KaJICHTAPHBIM YI€OHBIM TpaduKoMm.

dopMa NPOMEKYTOUHOM aTTeCTallMM — 3a4eT. 3adeT IPOBOJUTCS B BHJIE
TECTUPOBAHUSI.

[Ipu mpoBeneHUM MPOMEXKYTOUHON AaTTECTAIlMM HCIOJB3YIOTCS OLIEHOYHBIE
Martepuasl cornacHo [Ipunoxenuro 1 u 2.

[Ipu npoBeneHnn MPOMEKYTOUHOM aTTeCTAIlMM IPUMEHSTCS 3aU€THAsl CUCTEMA
OLICHKH: «3aYTEHO»/ «HE 3aYTCHO.

Kpurepuem OLIEHKH CIIyKUT CIEIyIolas IIKajga KOJIMYEeCTBA BEPHBIX OTBETOB
(B %):

0—70 % — He 3auTeHo;

71%—-100% — 3aureHo.
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Hrorosasi arrecranusi 00y4ar0mmuxcs

[IpodeccrnonanbHoe 00yueHue 3aBepiaeTcs UTOTOBOM aTTecTalueil B popme
KBIM(UKALIMOHHOTO YK3aMEHa.

KBanudukanmoHHBIN 3K3aMEH COCTOUT U3 MPAKTUYECKON KBaTU(UKAIIMOHHON
paboThI U IPOBEPKHU TEOPETUUECKUX 3HAHUIA.

CocTaBHBIMU 3JIEMEHTaMH KBaJU(PUKAIMOHHOTO IK3aMEHA SIBIISIOTCA:

- IPOBEPKA TEOPETUUECKUX 3HaHUH 10 OMIIETY;

- BBITIOJTHEHUE MPAKTUYECKON KBaTU(DUKAITMOHHON PaOOTHI.

WrtoroBas arrecranusi sBIsETCS O00s3aTENIbHON M OCYLIECTBIIACTCA MOCIE
OCBOCHHMS 00pa30BaTEIHLHON MPOTPAMMBI B TIOJIHOM 00BEME.

IIpy mnpoBeneHMM HWUTONOBOM  aTTECTAllMM  MCIIOJB3YIOTCS  OLIEHOYHBIE
Marepuaiisl corsiacHo [Ipunoxenuto 3.

[lo pesynapTaTam KBadM(UKAIIMOHHOTO 53K3aME€HAa BBICTABISIOTCS OLEHKHU:
«OTIIMYHOY, «XOPOLIO», «yIOBIETBOPUTEIIBHOY, «HEYNOBIETBOPUTEIBHO:

OneHKa «OTJIMYHOY
MpeArnoaraer:

OOyJarommiicss AEMOHCTPUPYET HCUEPIBIBAIONINE 3HAHUS
BCEro NPOrpaMMHOTO MaTepuayia, TIyOOKOe IMOHUMaHHE
CYIIHOCTH M B3aUMOCBSI3M PaCCMaTPUBAEMBIX IPOLIECCOB U
SIBJIEHUM, TBEPIOE 3HAHUE OCHOBHBIX MOJIOKEHUN CMEKHBIX
aucuurimH.  Jlaer  JOTMYECKM — MOCIEOBaTelIbHbIE,
coJiepXKaTelbHbIe, TIOJIHbIE, MPaBUJIbHBIE U KOHKPETHBIE
OTBETHl Ha BCe Bompochl Owiera. Vcnonb3oBaHue
oOydaromuMcsi B He0OX0IUMOM Mepe B OTBETaX Ha BOMPOCHI
MaTepUaJIOB BCEH PEKOMEHJOBAHHOW JUTEPATypbl. YMeEIOo
UCIIONIB3YET  TOJYYEHHBbIE  TEOPETUYECKHE  3HaHWUS,
MIPOSIBIISIET BBICOKUIM YPOBEHb MBIIUICHHUS], Py IULIAH.

[Ipy BHIMONHEHUW TNPAKTHUECKOW  KBaTU(UKAIIMOHHON
paboThI MPOJIEMOHCTPUPOBAHBI:

* MPaBUIBLHOE WCIIOJIb30BaHUE OOOpPYAOBaHUS, TEXHUKH,
WHBIX CpENCTB BBIITOJIHEHUS MIPaKTUYECKON
KBaJTHM(PHUKAITMOHHON pabOTHI

* IOCJIEIOBATEIILHOCTD OMEPAIMOHHBIX IEUCTBUM

* MacTEpCTBO BJIAJICHUS BRIOPAHHOW TEXHUKOWU UCIIOTHEHUS
* 5CTETUYECKHI BUJ, 0hopMIIeHHE pabOThHI

OI.[GHKa «XOpOoUIo» AOITYCKACT:

OOyuaronuiics AEMOHCTPUPYET TBEPAbIE U TNPAKTHUECKU
NOJIHBIE  3HAHMS  BCEro  IMPOTPaMMHOIO  Marepuana,
IPaBWJIBHOE IIOHMMaHHUE CYIIHOCTM M  B3aUMOCBS3H
paccMaTpuBaeMbIX TMPOIECCOB W siBiIeHUH. OOydJaronuiics
YMEJIO UCTIONb3YET MOIyYEHHbIE TEOPETUUECKUE 3HAHUS.

I[aHBI IOCJIICAOBATCIIbHBIC, IMpaBUJILHEIC, KOHKPCTHBIC
OTBETHI Ha MOCTaBJIEHHBIE BOMPOCKHL. OJTHAKO MPUCYTCTBYIOT
HE3HAYUTCIIbHBIE HETOYHOCTU WHJIN OH_II/I6Ka B OTBCTC Ha
onuH Bompoc. Jlanbl TpaBUJIBHBIE OTBETHl Ha BCE
JAOIMOJIHUTCIIBHBIC BOITPOCHI.

[Ipy BBIMOTHEHUH TPAKTHUECKOW KBATH(PUKAITMOHHOMN
paboThI MPOJIEMOHCTPUPOBAHBI:
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* MpaBUJIILHOE WCIOJIb30BaHWE OOOpPYAOBaHHUSA, TEXHUKH,
WHBIX CpelCTB BBITIOJTHEHUS MIPaKTUYECKON
KBATH(UKAITMOHHON PabOTHI

* MOCIIEIOBATENBHOCTh ONEPAUMOHHBIX JEHCTBUU WIHU
HE3HaYUTeNbHbIE OINOKU

* MacTEpCTBO BJIQJICHUSI BBIOPAHHOW TEXHHKOW MCIIOJIHEHHS
(TomyCKaroTCsl HE3HAUUTEIbHBIC OITUOKH)

* OCTETUYECKU BU, opopmieHre paboThl

OreHKa «yI0BJIETBOPUTEITHHOY
MpeAnoaraer:

OOyJarommiicss JIeMOHCTPUPYET 3HAaHWE U TIOHHMMaHUE
OoJbIICH YacTH OCHOBHBIX BOIPOCOB IPOrpaMMBbI, JaeT
YacTUYHBIE OTBETHI Ha MOCTaBJIeHHBIE BOIpockl. [Ipu sToM
O6y‘I&IOH.[HfIC5I MOXKET UCIOJIB30BaTh OCHOBHBLIC 3HAHUA II0
KOKIOMY  BOIPOCY, YaCTHYHO  BIAJ€eT  yMEHHEM
CHHTE3UPOBAThH HMMEIOITYIOCS UHPOPMALINIO 51
MHTETPUPOBATH 3HAHUS.

OO0yuarommiics HEI0CTAaTOYHO IIOJIHO HCTOJIb3YET
MOJIyYEHHBbIE 3HAHUA JUIsl PEUICHUs MOCTaBJICHHBIX 3aj1ad.
Jlanpl HemoJHBIE OTBETHI HAa BCE BOMNPOCHl OuIeTa,
OTCYTCTBYET 3HaHUE HEKOTOPBIX TEOPETUUECKHUX
noJyio’keHui. JlomyIieHbl HETOYHOCTH M OIIMOKU B OTBETaX
Ha JOTOJHUTEIBHBIE BOIPOCHI.

[Ipy BBIMOTHEHUH TPAKTUUECKOW KBATM(PUKAITMOHHOMN
paboThI IPOJIEMOHCTPUPOBAHBI:

*  HE3HAaYUTeNbHbIE  OMIMOKM TpPHU  HCIOJIb30BAaHUU
000py/ZOBaHUs, TEXHUKH, HWHBIX CPEACTB BBITIOTHEHHUS
MPaKTUYECKON KBATM(UKAIIMOHHON PaOOTHI

* HE3HAUHWTEIbHBIE OIMMUOKH B TOCJIECIOBATEIILHOCTH
ONEepalOHHbBIX AEHCTBUI

* OmMOKM TpU HCIOJIb30BAaHUH BBHIOPAHHON TEXHHMKH
UCIIOJTHEHUS

* HE3aKOHYEHHOCTh, HEAKKYPATHOCTh, HEOPEIKHOCTh

OHCHKa «HEYOOBJCTBOPUTECIBHO»
npeanojaract:

Hesnanue OCHOBHBIX BOIIPOCOB MIPOrPaMMBl.
OOyuaronuiics HE MOXET HCIIOJIb30BaTh IOJyUYeHHBIE
TEOPETUYECKHE 3HAHUS JJIsl PELIeHHs TOCTaBIEHHBIX 3a/a4,
OpPOSIBJIGHO  HEMOHUMAaHHWE  CYIIHOCTH  M3JIaraeMbIX
BONPOCOB. J[aHbl HEMOJHBIE WJIM HEBEPHbIE OTBETHI HA BCE
BOIPOCHL. B oTBeTe omy1ieHs! rpyOobie ONIMOKH.

[Ipy BBIOTHEHUW TPAKTHUECKOW KBATH(PUKAITMOHHOMN
paboThI MPOIEMOHCTPUPOBAHBI:

* OMOKU TMpPH HCHOJIH30BAaHUM OOOPYAOBaHUS, TEXHUKH,
WHBIX CpeACTB BBITTOJIHEHUS MPAKTUYECKON
KBATH(UKAIIMOHHON PabOTHI

* OIIMOKY B ITOCIIEI0BATEILHOCTH ONEPAIMOHHBIX JeHCTBUI
* OWMOKM TpPHU HCIOJB30BAHUM BBIOPAHHON TEXHUKH
UCTIOTHEHUS

* HE3aKOHUYEHHOCTbh, HEAKKYPaTHOCTh, HEOPEKHOCTh
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Ilopsook npoeedenus K8ATUPDUKAYUOHHO20 IK3AMEHA.

1. UtoroBas arrectauus npoBoguTcs B (popme B popme KBaIN(DUKALIMOHHOTO
HK3aMEHA, COCTOAIIAs W3 MPAKTHUYECKON KBaMM(UKALMOHHOW pabOThl M IPOBEPKU
TEOPETUUECKUX 3HAHUM.

CocTaBHBIMU 3JIEMEHTaMH KBaJU(PUKAMOHHOTO IK3aMEHA SIBIISIOTCA:

- IPOBEpPKA TEOPETUUECKUX 3HAHUH 0 OMIIETY;

- BBITIOJIHEHUE BBITYCKHOM KBaNIU(PUKAITMOHHON pabOTHI.

[TpoBepka TeOpeTHUECKMX 3HAHMM OCYIIECTBISETCS MOCPEICTBOM OHIIETOB,
cojiepKaiux 2 (J1Ba) TEOPETUUECKUX BOMPOCA.

OOyuaromuiics Toclie MOJIKIIOUEHUS MO cChlike Ha miatgopmy «Webinary
o3ByunBaeT yuciao (ot 1 go 20), mociie yero METOAUCT AEMOHCTPUPYET Ha DKpaH
cojJiep>KaHue Ouiera.

[IpoBepka 3HAHUN MO TEOPETHUECKUM BOMPOCAM OCYUIECTBISETCS B PEKUME
BUJICOKOH(DEepEHIICBS3M Ha Tuatdopme «Zoom» https://zoom.us/ru .

ITpakTnueckass  kBanu¢ukauuoHHass pabota mpoBoauTrcs B (hopme
JEMOHCTPALMA YMEHHUM U HABBIKOB 110 TEME, 3apaHee BBIOPAHHON 00yYaroIIMMCs.

Tema npakTudyeckor KBaTU(OUKAIIMOHHONW pabOThl BEIOMPAETCS 00yUYarOIIMMCS
Ha 10-i1 Henene oOyuenus (u3 nmepeynsi, ycraHosieHHoro [Ipunoxenuem 3). Ilocne
BbIOOpA TeMbI 00YYaIOIIUICS TOTOBUT NPAKTUUYECKYIO KBAIU(DUKAIIMOHHYIO padoTy U
IOpe/ICTaBIsieT €€ B  OpraHu3alldio, OCYIIECTBISIONIYI0O  00pa3oBaTElbHYIO
JesITeNIbHOCTb, 32 5 pabouux AHEH B ¢opMaTe BUEO3ANUCH HA 3JICKTPOHHYIO MOYTY
(Ha BHAeo3amucH OOYYArOIIMKCS JOKEH MPOJAEMOHCTPUPOBATh YMEHHS U HAaBBIKH
110 TeMeE).

B neHp KBanmu(UKAMOHHOTO 3K3aMEHA BHUJAE03AIMCh TPAHCIUPYETCS Mepen
YJIEHaMU BCell KBaJU(PUKALMOHHON KOMUCCUM Yepe3 MIaTGopMy «Zoomp.

2. IlpoBeneHume wuTOroBoil arrecrauu B (QopMe KBaTU(PUKALUOHHBIX
9K3aMEHOB U  IPHUCBOCHUE  KBANU(UKALMU  OCYLIECTBIISIETCS  CHELUAJIBHO
CO3/1aBaMbIMHU KBaTM(UKAIMOHHBIMA KOMHUCCHSIMH.

His IIPOBEICHHUS KBTI (PUKALIMOHHOTO AK3aMeHa Ha3HayvaerTcs
KBaJIM(DUKAIIMOHHAS KOMHUCCHSI PUKAa30M UHAMBHUIYAIBHOTO PEIPUHUMATENS.

UucneHHOCTh KBaNU(UKALMOHHOW KOMHCCHHM COCTaBIIsIET HE MEHEee Tpex
YEJIOBEK.

3. K kBanupukalMOHHOMY DSK3aMEHY JOIyCKAaloTCs  oOyuvaroluecs,
OCBOUMBIIYIO 0Opa3oBaTeNbHYI0 MPOrpaMMy B TIIOJHOM OOBEME U YCHEIIHO
IpOoUIeIIINe MPOMEKYTOUHYIO aTTECTAIMIO 110 00pa30BaTEIbHOM TPOrpaMMe.

KBanupukaoHHbINH 3K3aMeH IPOBOAUTCS HEMOCPEACTBEHHO 10 3aBEPILICHUU
o0y4eHus B A€Hb, OCBOOOKIEHHBIN OT JPYTUX BUIOB YUEOHOH JESTEIbHOCTH.

4. K 1npoBeleHHIO  KBAIM(PUKALMMOHHOIO  3K3aME€HAa  IPHUBJIECKAIOTCA
MpeJCTaBUTENH paboTOAATENIEeH, X 0ObEIMHEHUH.

5. OcoOeHHOCTH TIPOBEJCHUSI MTOTOBOM aTTECTAllUM YCTaHABJIMBAIOTCS
JIOKQJIbHBIM HOPMATUBHBIM aKTOM WHIUBUAYAJIHHOTO MPEATPUHIMATETIS.
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5. METOINYECKHUE MATEPHAJIbBI

MeTtoauyeckue yKa3aHusi 0 0CBOEHHIO POTPaMMbI

Bup yyeOHbIX
3aHATHH

MeToauueckue YKazanusd AJIA oﬁyqamumxcsl
M0 OCBOCHHIO MOAYJIA ITIO BUIAM yqeﬁnmx 3aHATHH

Jlexun

KoHcnekTupoBaHue JeKIuii, padoTa ¢ KOHCIIEKTOM.

[Tpu npocaymMBaHUM JIEKIIMU HEOOXOIUMO BECTU KOHCIIEKT.
3yuenue Tem MporpaMMmbl TpeOyeT CHUCTEMATHYECKOro U
MOCJIEA0BATEIBHOTO HAKOIUIEHUSI 3HAHUMW, [TO3TOMY MPOITYCKH|
OT/IETTbHBIX TEM HE MO3BOJISIOT MTyOOKO OCBOUTD MPEAMET.
[Ipy KOHCHEKTUPOBAHUU 11€JIeCOOOpPAa3HO BHayajie IMOHSATH
OCHOBHYIO MBICJIb, U3JIaTAEMYI0 JIEKTOPOM, a 3aTEM 3aIlHhCaTh
ee. JKemarenbHO 3amMCh OCYIIECTBIISITh HA OAHOM CTpPAHHUIIE
JIMCTa WM OCTaBJIsAs MOJsA, HAa KOTOPBIX MO3AHEE, INpHU
CaMOCTOSITENIbHOM paboTe ¢ KOHCIEKTOM, MOYHO CHEJaTH
JTOTOJHUTENbHBIE 3aIIMCH, OTMETUTH HEITOHSATHBIE MECTA.
OOyuaromuMcest He0OXOINUMO:

- Tepen KakIOW JIEKIMeW TpoCMaTpuBaTh  pabodyio
[IPOTpaMMy IMPOTPAMMBI — COAEP/KAHUE TEMBI, YTO MO3BOJIUT
COKOHOMHTBH BpEMS HA 3alUCBIBAHME TEMBI, €€ OCHOBHBIX
BOITPOCOB;

- Tepel O4YepeHON JeKIHe HeoOXOAMMO MPOCMOTPETH IO
KOHCIEKTYy  Marepuan  npenbiaymen — jgekuuu.  1lpy
3aTpYAHEHUSIX B BOCIPUATUM MaTepuasa cleyeT 0OpaTuThCs
K MPENnoJaBaTeNi0 Yepe3 KOMMEHTapUu Ha 00pa3oBaTENIbHOM
naTdopme.

[IpakTueckue
3aHATHUA

K  BommosHeHHMIO  3aaHWs  MPAKTUYECKOTO  3aHSTHS
HEO0OXOMMO MPUCTYTATH IMOCTIE MPOCTYITUBAHUS JICKITHH.
[Tepen BBITOTHEHWEM MPAKTHYECKOTO 3aJaHUS HEOOXOIUMO
BHUMATEIIbHO O3HAKOMUTHCS C YCIIOBUSMH €€ BBITTOJTHCHHS,
M3JI0KEHHBIME Ha oOpa3oBarenbHOU Tuiatrgopme. B ciyuae
BO3HMKHOBEHHUS BOIIPOCOB TPH BBIMOJHEHUU O0ydYaromieMcs]|
3aJaHui MIPAKTUYCCKUX 3aHATHN Ipero/iaBaresieM
IIPEIOCTaBIIACTCS 00paTHAs CBSI3b.

OOpaTtHass CBsI3b, JAMANOr, OOIIEHHE C OOyYaroIUMHUCH
SIBJISICTCS HEOTHEMJIEMOM YaCThIO OOyYCHHS.

OOpartHast CcBSI3p MPEAOCTABIACTCS 4Yepe3 KOMMCEHTApHUU Hal
oOpa3oBarenpbHON IIaTGOpPME MO BCEM BO3HHMKAIOIIUM B
X0J1e 00y4YEeHHS] BOPOCAM.

[Togroroska
K IIPOMEKYTOYHOU
aTTECTaLUN

Pabota ¢ KoHCTIEKTaMH JIEKUWH, MPAKTUYECKUX 3aHATHIMA.
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Iloaroroska k
UTOTOBOM
aTTecTaluu

Hrorosas aTTecTanus POBOJIUTCS B dopme
KBaJTH(PHUKAIIMOHHOTO 3K3aMEHa.

CocCTaBHBIMH »JIEMEHTaMHU KBaJH(PHUKAIIMOHHOTO 3K3aMEHa
SBIISIIOTCS:

- IPOBEpPKA TEOPETUUECKHUX 3HAHUH MO OUIIETY;

- BBITIOJIHEHUE BBIITYCKHOM KBaTH(PUKAITMOHHON pabOTHI.

JIns NOATOTOBKM K NPOBEPKE TEOPETUYECKUX 3HAHUM IIO
Oowrery oOyuaromeMycs HEO0OXOIMMO BOCIOJIb30BAaThCS]
KOHCIIEKTOM JIEKLNH, MaTepUalaMu BBIIIOJIHCHHUS
PAKTUYECKUX 3aJaHUN.

[IpakTuueckas kBanudukanuoHHass paboTa TPOBOIUTCS B
dbopme JeMOHCTpallud YMEHHUIN U HaBBIKOB 10 TEME, 3apaHee]
BBIOpaHHOM 00yYaromuMCs.

Tema MIPAKTUYECKOMN KBaJTU(UKAITMOHHON paboThI
BbIOMpaeTcs oOyuatomumcs Ha 10-i1 Henmene oOyueHus (u3
nepeynsi, ycranoBieHHoro [Ipunoxxenuem 3). [locne Bo160pa)

TEMBI oOyJaronuics TOTOBUT MPAKTHYECKYIO
KBAIM(UKAIIMOHHYI0 pabOTy © TPEACTaBIseT €€ B
OpraHu3allflo,  OCYIIECTBIIAIOUIYI0  00pa3oBaTENIbHYIO

JesITeNIbHOCTD, 32 5 pabouux AHeW B opmaTe BHAEO3AIMUCH]
Ha JJIEKTPOHHYIO IMOYTy (Ha BMJIE03aIIUCU OOydYaroIuiics
JOJDKEH MPOJIEMOHCTPUPOBATh YMEHUS M HaBBIKU IO TEME).
XpoHOMeETpax Buaeo3anucu: He MeHee 20 MUHYT U He 0oJiee
30 MUHYT.

Ha Buzaeosanucu oOydaromuiics J0HKEH:

- IpeCTaBUThCA (Ha3BaTh MOJHOCTHIO cBoe DHO);

- O3BYYHTb BbIOpaHHYIO TEMY IPaKTUYECKOH]
KBaJIM(DUKAIIMOHHOM paboThI;

- MPOAEMOHCTPUPOBATH IOCIEAOBATEIBHOCTh JICMCTBUH
(omepanuii) o TeMe, 03By4YMBas Kax/10€ JACHCTBUE.

JIis  TIONTOTOBKM  TIPAKTUYECKOW  KBaJdU(UKAIMOHHOU
paboThl 0OYYAIONTUICS MOXET WCITOIh30BATh MAaTEPUATIHLHO-
TEXHUUYECKOEe oO0ecreueHne (pecypchl) OpraHu3aluu, B
KOTOPOi IPOXOIUT NPaKTHYECKYIO MIOJITOTOBKY)
(mpakTHueckoe oOydeHue).

B neHp kBanumdUKAMOHHOTO JK3aME€Ha BHJICO3aIUCh
TPaHCIUPYETCs Tepes 4jIeHaMH BCEH KBAIU(PUKAIIMOHHOM]
KOMHUCCHH uepe3 miathopmy «Zoomy/

JIns TmOATOTOBKM K HMTOTOBOM aTTECTAllMM OOYYarOIIHMCS]
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NPEIOCTABISACTCS JAOCTYN K DJEKTPOHHOW OMOIMOTEKE Ha
obOpazoBarenbHOM IIaTGopme (JuTeparypa OIJIEKTPOHHOU
OMOIMOTEKH MOCTYMHA TIOCIE aBTOPHU30BAHHOTO BXOJA -
yepe3 JIOTUH U TapoJib).
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IHpuiaoxenue 1
OueHovHbIe MAaTEPHAJIBI IPOMEKYTOYHON aTTeCTAIUM
Tect

1. BriOpaTh npaBWIbHBII OTBET:

Ha xakuie 1Be OCHOBHBIC TPYIIIBI MOXHO Pa3JeinTh 00S3aHHOCTH CEKpeTapsi-
aIMUHUCTPATOPA COBPEMEHHON KOMITAHUU?

- JIOKyMEHTAIITMOHHOE OO0ECTICUeHHE YIpaBICHUS U 0e30KYMEHTHOE
00CITyKUBaHUE

- JIOKyMEeHTaIllMOHHOEe ~ OoOecreueHne  yhpaBjieHHss W 0030pHO-
aHanuTH4ecKask QyHKUIUS

- O0630pHO-aHATUTHYECKAs U IPEACTaBUTENbCKAs (DYHKITUS

2. Bbi0paTh npaBUJIbLHBII 0TBET:

UTo u3 MEepeyuciIeHHOr0 HE OTHOCUTCS K (DYHKIIMOHAJIBHBIM 3ajadyam
CeKpeTapsi- aMUHUCTpaTopa?

- JlenoBasi mepenucka u COCTaBJIEHHUE IOTOBOPOB

- Opranusanus COBEIIAHUI U IPUEM IOCETUTEIEN

- [IpoBeaeHNE BHYTPUKOPIIOPATUBHBIX BBICTABOK U CEMUHAPOB

3. Bei0paTh npaBUJIbHBIN OTBET:

Kak Ha3pIBaeTCsl TOKyMEHT, KOTOPBIH MOATBEPKIAET yCTAHOBJICHHBIE (DAKTHI,
COOBITHS WM JEHCTBUS UCOCTABISAETCS IPU CBUIETEINAX?

- CnpaBka

- Cany>xeOHast 3anucka

- AKT

4. Bbi0paTh NpaBUJIbLHBIN OTBET:

UTO U3 NEPEUHCIEHHOTO HE SIBISETCS pEJaKTOPOM TEKCTOBBIX JOKYMEHTOB?
- WordPad

- brnokHoT

- PowerPoint

S. Bbi0paTh NpaBUJIbHBIN OTBET:

- Bce mnocrymarone B OpPraHM3alUI0 JOKYMEHTBl PErMCTPUPYIOTCS
ceKkpeTapeM-aJIMUHUCTPATOPOM

- [locTtymarone B OpPraHHM3alUI0 JTOKYMEHTBl PETHCTPUPYIOTCS
CEKpETAPEM-aIMUHUCTPATOPOM BbIOOPOYHO, B COOTBETCTBHM C YTBEP)KICHHBIM
IIEPEYHEM TOKYMEHTOB

- N3 Bcex NOCTYNAMIIMX B OPraHU3ALMI0 JOKYMEHTOB CEKpETaphb-
AIMUHHCTPATOP PETUCTPUPYET TOJBKO TE€, KOTOPBIE NEPEAAIOTCs Ha IOJINCH
PYKOBOJUTEITIO
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6. Bbi0paTh npaBUJIbLHBII OTBET:

Kakoii M3 J0KYMEHTOB perjiaMeHTHpPYeT AesiTeJIbHOCTh KOHKPETHOIO
JOJIZKHOCTHOIO Jinna?

- [ITaTHOE pacnucaHue

- [IpuMepHast THCTPYKLHMS MO AEIONPOU3BOICTBY

- JIOJDKHOCTHAsI MHCTPYKLUS

- IIpukas

7. Bei0paTh npaBUJIbHBIN OTBET:

Kakoii 6;1ank ncrnosnb3yercst mpu opopMIIEHUN TPOTOKOA?
- OOmuii 01aHK

- bnaunk mig nucem

- bnank He ucnonp3yercs

- bnaHk cTporoi oT4eTHOCTH

8. Bpi0paTh npaBUJIbLHbIN 0TBET:

Kakyto ¢popMyIMpoBKY JOJDKEH UMETh 3aroJI0BOK K TEKCTY MPOTOKOJIa?
- B nmeHuTenpHOM najiexe

- B ponurensHOM manexe

- B narenpHOM magexe

- B tBOpUTENBHOM MafEKE

9. Bei0paTh npaBUJIbLHBIN OTBET:

CKOJIBKO aZjpecaToB MOXKET ObITh HA OJJHOM JOKYMEHTE?
- He 6oiee ogaOro

- He Goiiee nByx

- He Gonee Tpex

- He Goinee uetbipex

10. BpIOpaTh NPaBWIbHBIN OTBET:

YTo MOHUMAETCSI ITOJT TEPMHUHOM KBOPYM»?

- MunumanbHO HEOOXOIMMOE M JOCTaTOYHOE KOJIMYECTBO UJICHOB
KOJUIETHAJIbHOTO OpraHa/ijis Hayana paboTsl COOpaHHs

- 1/3 4neHOB KOJUIETHAIBHOTO OpraHa

- 2 4JIEHOB KOJUIErHAJIbHOTO OpraHa

11. BpIOpaTh NPaBUILHBIH OTBET:

Ha 3ranme mnepBoHa4yaJbHOW 00pPadOTKM BXOAsIICH KOPPeCHOHACHIIUU
ceKpeTapb:

- He yHuuroxaeT KOHBEPTHI, a MOAIIUBAET UX BMECTE C IOKYMEHTaMHU

- YHUYTOXKaeT KOHBEPTHI, B J€JI0 MOIIIMBAET TOIBKO JOKYMEHTHI

- He yHuuTOXaeT KOHBEpPTHl, €CIM Ha CaMOM JOKYyMEHTE
HEJ0CTaTOYHO MH(pOpMauu 00aBTOPE UM XapaKTepe JOKyMEHTa

12. BbIOpaTh NpPaBWIbHBIN OTBET:
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Korna BBoanTCs B JieiicTBHE CBO/IHASI HOMEHKJIATYpAa JieJ1 opraHu3anum?
- C nexabpst TEKyIIIEro rojia

- C 1 ssHBaps cleayIONMero KajleH1apHoro rojia

- Kaxxapie monroaa Tekyiiero rojaa

13. BbIOpaTh NPaBUWIbHBIN OTBET:

C kakoii NepHOAUYHOCTBI0 OCYHIECTBJSETCH JKCIEPTH3a LEHHOCTH
AOKYMEHTOB?

- ExekBapranpHO

- Exemecsuno

- Exeronno

14. BpiOpaTh NpaBUILHBIH OTBET:

Kaxk TpeOyercst HymepoBaTh CTPAHUIIbI JOKYMeHTAa?
- [To neHTpy HM>KHETO MOJIs

- [To ueHTpy BepXHEro nojis

- B mpaBoM HIDKHEM YTy TOKYMEHTa

- B npaBom BepxHeEM yriy IOKyMEHTa

15. BbIOpaTh NpPaBUWIbHBIN OTBET:

Yro siBJIsIeTCHA AATOM JOKYMEHTA I aKkTa?
- Jlata moanucanus

- JlaTta coObITHS

- Jlata yTBEpKACHUSA

16. BpiOpaTh NpPaBUILHBIH OTBET:

[Ipn 3aBepeHUMHM COOTBETCTBUSI KONUU JOKYMEHTAa TMOUIMHHHUKY HUXKE
PEKBHU3UTA NOANMUCH NPOCTABJIAIT3ABEPUTEIBLHYI0 HANNNCH:

- «Konusi BepHa», MOKHOCTH JUIA, 3aBEPUBIIETO KOMHIO, JTUYHAs
MOJIUCH

- «BepHO», MOMKHOCTH JIMIlA, 3aBEPUBIIETO KOIWIO, JUYHAs
MOIMKCH, pacIIM(POBKATIOIINCH, AaTa 3aBEPEHUS

- «Komnus BepHa», AOMKHOCTh JIMIA, 3aBEPUBIIETO KOMUIO,
JUYHAas MOJIUCH, JaTa3aBePEHUS

17. BbIOpaTh NPaBUWIbHBIN OTBET:

Korna nepenarorcst B apXuB OpraHu3alMy Jejla MOCTOSIHHOIO M BPEMEHHOIO
CPOKOB XpaHECHUSA?

- He mno3mHee uwem wuwepe3 3 roxa mnocie UX 3aBEpLICHUS B
JE€JIONPON3BO/ICTBE

- Yepes 5 neT nociie UX 3aBepIICHUs B JEIOIPON3BOACTBE

- He mno3mHee uyem wuepe3 2 roxa nocie UX 3aBEpLICHUS B
JEJIOIPOU3BOACTBE

18. BpbIOpaTh NpPaBWIbHBIN OTBET:
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Bribepute npaBWIBHBIA BapuaHT OGOPMIICHHS JaThl B PEKBU3UTAX IITaMIIa
JOKYMEHTOB
- 01 derpans 2012 rona
01.02.2012
01.02.12
1.2.2012

19. BbiOepuTe HeNPABUIbHBIH BAPHAHT

B cootBercTBum ¢ I'OCT P 6.30-2003 kKbl JUCT JTOJHKEH UMETh ITOJIS HE
MEHEE:

- 20 MM — BepxHee 1oJie

- 20 MM — HIDKHEE MOJIe

- 20 MM — TIpaBO€ MoJIe

- 20 MM — JIeBO€ IO

20. BbiOpaTbh npaBWIbHBIN OTBET:
OTtctyn nepBoi CTPOKHU ab3aria J0JKEH ObITh
- I cm

1,25 cm

1,5cm

- 2cMm

21. BbiOpaTh NpaBUJIbHBINA OTBET:
Kakoe cokpaliieHre B TeKCTax He10IMyCTUMO?
- U T.1.

- u JIp.

- KM.4

22. BbiOpaTh npaBWIbHBIN OTBET:

®rnaroBblii crocod pacnoioKeHUs 3aroJI0BKOB, 3TO. ..
- Ot Hayana CTpoOKH

- C kpacHOH CTpOKH

- ITocepeaune cTtpoku

23. BpiOpaTh NpaBHJIbHBINA OTBET:

[Tpu mucrMe TEKCTOB ¢ 000POTOM MPUMEHSIETCS
- Pexxrm BEpTUKAIBHOTO BBIPABHUBAHUS
- Pexxum anibOOMHOM OpUeHTalNH

- Pexunm 3epkabHbIX MOJIEN

- Pexxum 2 cTpaHuLbl HA TUCTE

24. BbiOpaTh NpaBWIbHBIN OTBET:
[Tepexntouenne knaBuatypsl [1IK u3 pexxrma BCTaBKU B PEKUM 3aMEHBI

OCYIIECTBIISIETCS KJIABUIIEH
- PrtSc
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- ScrollLock
- Insert
- NumLock

25. BbiOpaTh NpaBUJIbHBINA OTBET:
Kaxoit koppekTypHbIif 3HaK 0003HaYaeT HAITMCAHUE CII0BA BPA3PSIKY

..............

26. YCTaHOBHUTBH COOTBETCTBHE MEXKAY CJIAeAYIOUNIUMH MOHSATUIMH

[Ipumeuanue JIOTIOTHUTENBHBIE Pa3bsICHEHUS TEKCTA

CHocka Tekcr, KOTOpBIM  SIBISETCA  JOIOJHEHUEM,
HOSICHEHUEM K OCHOBHOMY TEKCTY
(pacnosiaraercsi BHU3Y CTPaHUIIbI)

[Tpunoxenus JloGaBOUHbIE MaTEpHUAIIbl WU CBEIEHUS

OcHoBaHus Texkct, OOBACHAIOMMI NPUUMHY  CO3TAHUS
JNOKyMEHTa
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27. Ilpoposkure ¢gpa3sy:

JIOKyMEHTOO00POT — 3TO. ..

- Cucrema JOKYMEHTaJbHOTO O(OPMIICHHS JOKYMEHTOB B
OpraHu3alIiu

- Co3nanue JOKYMEHTOB, T.€. MX MOJTOTOBKA, COTJIACOBAHHE,
odopmiieHne

- JIBukeHne JOKYMEHTOB BHYTPU OpraHM3alld C
MOMEHTA UX CO3JaHMS JOMOMEHTA UX 3aBEPLICHUS WM OTIIPaBKU

- Kommuiekc paboThl ¢ TOTOBBIMH JOKYMEHTaMU

28. OOo3HaybTe  MNPaBUJIBHYI0  MOCIEAOBATEIbHOCTH
JAelcTBUIl MpH 00padoTKe BXOASIIECH JOKYMEeHTAIlUN

3. IlepBuuHas perucTpanus J0KyMEHTOB

2. IIpenBapuTenbHOE pACCMOTPEHHE

6. I[lepenaya JOKyMEHTA UCTIOJHUTEIIO

4. PaccMoTpeHME JOKYMEHTOB PYKOBOAUTEIEM, IIPOCTABIEHUE PEZOTIOLIMHT

1. I[locTymienne JOKYMEHTOB

7. IlopmmnBKa JOKYMEHTOB B JIEJIO

5. BropuuHas perucrpanus JOKyMEHTOB

29. BpiOpaTh NpaBUWIbHBII OTBET:
['OCT P 6.30-2003 conepxut

- 29 peKBU3UTOB

- 30 peKBU3UTOB

- 31 pekBu3uT

- 32 pekBuU3nTa

30. BpiOpaTh NpaBUILHBIH OTBET:

HanmenoBanue nmucem opopmIsieTcst CASAYOIUM 00pa3omM
- [MNCBMO

- IITNCbMO

- [Tucemo

- He odopmnsercs

31. YCcTaHOBUTH MNPABHJIBLHYI0O  IOCJIEI0BATEILHOCTh  OCHOBHBIX
NMYHKTOB pe3loMe

4. OnbIT pabOTHI

1. ®amunus, uMs, OTYECTBO

5. JleJioBbIE€ Ka4eCcTBA

3. O6pa3oBanue

2. Anpec, TenedoH

32. BbiOpaTh NpaBUIbHBII OTBET:
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YBoJIbHEHHUE TI0 COOCTBEHHOMY >KEJIaHUIO, 3TO. ..
- Cr.84, 1.2 TK PD

- Cr.77, 1.3 TK PO

- Cr.77, 1.3 TK PO

- Ct.79 TK PD

36. BpbiOpaTbh NpaBUJIbLHBIN OTBET:

«/1emonpon3BOACTBO M apXHWBHOE MAENO0. TE€pMUHBI U OIpPENECICHUS», 3TO
I'OCT...

- TOCT P 6.30-2003;
- TOCT 17914-72;
- TOCT p 51141-98

37. BpiOpaTh NpaBUIbHBIN OTBET:

O0s3aTenbHbIN 371eMeHT 0PopMIIeHUS O(PHUITMATIBHOTO JJOKYMEHTA, 3TO. ..
- WNupopmainoHHbIN 37IEMEHT JOKYMEHTA;

- Mex1yCTpOUYHBIN HHTEPBAJ B TOKYMEHTE;

- PexBu3uT nokymeHTa

38. BpiOpaTh NpaBWILHBIH OTBET:

Tunosyto popmy T-2 umeer...
- [Ipuxkas no n/c;

- JInuHoe geno;

- JInyHast KapTOUKa;

- TpynoBast KHUKKa

39. BpbiOpaTb NpaBUJIbHBIN OTBET:

3anmuch HEOOXOAMMBIX CBEACHMA O JIOKyMEHTE C  TOCIEAYIOUUM
IIPOCTABJICHUEM Ha HUX MHJIEKCA U JAThL,3TO. ..

- O06paboTKa JOKYMEHTOB;

- Perncrpanus 10KyMEHTOB;

- KonTtpons 3a ncnonnennem

40. BbiOpaTbh NpaBWIbHBIN OTBET:

C yero HauMHaeTCA 3aMUCh B TPYJOBOM KHUXKKE O IIpUeMe Ha paboTty B rpade
«CBeJIeHUs 0 paboTe»?

- [Ipunsr...;

- [IpuHATS.. .;

41. BpIOpaTh NpaBUIbHBIN OTBET:

KTO 10mKeH noAnuchBaTh KOMUIO TOKYMEHTa?
- PykoBoautens;

- CekpeTapb-aIMUHUCTPATOP;

- Huxkro
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42. BbiOpaTh NpaBWIbHBIN OTBET:

TekcT qoKyMeHTa HEOOX0JUMO BBIPABHUBATH ...
- ITo neBomy Kpato;

- ITo nmpaBOMYy Kparo;

- I1o mmpune;

- ITo nentpy

43. BbiOpaTh NpaBWIbHBIN OTBET:

['ne pacnonaraercst pekBU3UT «Pe3oonnsi»?
- ITocne agpecara;

- ITocne Tekcra;

- Ilocne moanucu

44. BpIOpaTh NpaBUIbHBIN OTBET:
N3 ckonbkux rpad cocToUT yHUPHUIIMPOBaHHAS (PopMa HOMEHKIATYPhI Jei1?
. 3;

.

5

4
- 5’
6

45. BpiOpaTh NpaBWIbHBII OTBET:
Kakoli JOKyMeHT yCTaHABJIMBAET CPOKU XPAHEHUSI OCHOBHBIX JOKYMEHTOB?

- HITaTHOE pacnucaHue;

- JIOJDKHOCTHAsI UHCTPYKLKS,

- Vcras;

- Ilepeuenn THUITOBBIX YIPABJICHYECKUX JOKYMEHTOB,
0o0pa3yroluXxcsl B JEITEIBHOCTH OpraHu3aliii, ¢ YyKa3aHUEM CpPOKOB
XpaHEHUS

46. BbiOpaTh NpaBWIbHBIN OTBET:

Kakoil A0KyMeHT o00s3aTeNbHO [ODKEH YTBEPKIAThCS PYKOBOAMTEIEM
MPEaIPUATHS?

- I'OCT;

- Howmenxknatypa neir;

- [Iprka3 mo OCHOBHOM JI€SITETbHOCTH;

- IIepedyeHb CPOKOB XpaHEHHUS

47. BbiOpaTh NpaBWIbHBIN OTBET:

Uto o603Hauaet nnaekc aena 03-09 B cBoiHON HOMEHKIIAType Jei?
- [TopsinkoBbIif HOMED Ji€s1a — HOMEP pa3aena;

- Howmep paznena — nopsakoBbIii HOMEp J1€71a;

- [TopsipkoBBI HOMED ZiENa;

- Howmep paznena
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48. BbiOpaTh NpaBWIbHBIN OTBET:

Kak npaBuiibHO yKa3bIBaeTcs 1aTa B TPYAOBOM KHHKKE HOBOTO 0Opasia’?
- 9.04.12;

09.04.12;

09.04.2012;

- 9 anpens 2012

49. BbiOpaTh NpaBWIbHBIN OTBET:

Kaxkoii 3arojoBok B HOMEHKJIAType JIeJ CUMTACTCS TPABUIIbHBIM?
- Ha 2011/2012 y4eOHsblii rox;

- Ha 2012 rox;

- 2012 rona

50. BrpiOpaTh NpaBUIbHBINA OTBET:

OTMeTKa 0 KOHTPOJIE MPOCTABIISIETCS HA JOKYMEHTE
- NOCEPEIMHE BEPXHETO MOJIS;

- [OCEPEANHE HUXKHETO TOJIS;

- Ha YpPOBHE 3aroJloOBKa C JIEBOIl CTOPOHBI
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9TO

Ipuiaoxenue 2

OueHovHbIe MAaTEPHAJIBI IPOMEKYTOYHOM aTTeCcTAlUM

TecT

1. Bb10paTh NpaBUJIbHBIN OTBET:

PexBusutr «HammMmeHoBaHue BUJa OOKYMCHTA» HC YKa3bIBACTCA HaA TaKHUX
JOKYMCHTAX, KakK

- Jorosop;

- Pacnopsixenue;
- ITucemo;

- [TIpoTokon

2. Bbi0paTh npaBUJIbLHBIN OTBET:

Homenknatypa gein, pa3paboTaHHasi KOHKPETHO ISl OT/AEIbHON OpraHU3alluy,
Ha3bIBACTCS

- NuauBnnyanbHas;
- Tumnosas;
- IIpumepHas

3. Bbi0paTh npaBUJIbLHBII OTBET:

JIOKyMEHT, KOTOpbII 3aKperuisieT TpeOoBaHUsA K OGOPMIICHUIO JOKYMEHTOB,

- Nuctpykuus Ne 69;
- ITocranoBnenue npaButenabcTBa No 225;
- I'OCT P6.30-2003

4. Bei0OpaTh NpaBUJIbHBIN OTBET:
I[Ipu odopmiiennn pekBu3uTa «agpecaT» GhaMuiIus,

YKa3bIBAIOTCA B CIICAYIOIICM ITOPAIKE

- NBanory A.U.
- A.W. BaHoBy

S. Bbi0paTh npaBUJIbLHBII OTBET:

UMSI, OTYECTBO

Ecnu 1oKyMeHT yTpaTuil FOpUAUYECKYIO CUITY 10 KaKUM-IM00 MpUYrMHaM, TO
ATOT JOKYMEHTCUUTAETCH. ..

- I10IJI0>KHBIM;
- KOIIHUECH;
- HenelictBuTe nbHBEIM

6. Bei0paTh NpaBUJIbLHBIN OTBET:
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I[OKYMCHTLI, rac 1nmoCTosAHHas 4aCThb OTIICYAaTaHa 3apaHeC, a AT HCpGMCHHOﬁ
OCTaBJIAIOT CBO6OI[HOCM€CTO, Ha3bIBAIOTCA

- THUIIOBBIE;

- CITy’KeOHBIE;

- TpadapeTHbIe;
- rpaduueckue

7. Bbi0paTh npaBUJIbLHBII OTBET:
Jnst  obecnieyeHWsi KOMILJIEKTOBAHMSI apXuBa B OpraHM3alid Ha BCe
3aBEPUIEHHBIE B ACJIONPOU3BOICTBEIEIIA COCTABIISIIOTCS. . .

- APXHBHBIC AKTEI;
- APXHMBHBIC HOMCHKIIATYPBbI;
- APXHBHBIC OIIMCHU

8. Bei0paTh npaBUJIbHBIN OTBET:

TpeboBanust Kk 00J0KKaM J1€] ATUTENIbHBIX CPOKOB XpPaHEHUS YCTaHABIMBACT
I'oCT

- P51141-98;
- 9049-69;
- CH527-80;
- 17914-72

9.Bb10paTh NpaBUJIbLHBIH OTBET:
J1eno 1oIKHO coaepKaTh

- He OoubIire 150;

- He Ooxpmre 250;

- He Oounbie 350

10. BpIOpaTh NpaBUIbLHBIH OTBET:

[To KakUM MO3UIMAM CTPOUTCS OCHOBHAS YaCTh MIPOTOKOJIA!
- CJIIYIIAJIA, BBICTYIIUJIA, IOCTAHOBUJIN
- 3ACIYIIAJIN, BBICTVYIIAJIA, PELLIMJIN

- CJIIYIIAJIA, ITPEJIOXUIIN, YCTAHOBUJIN

11. BpiOpaTh NpaBUIbLHBIH OTBET:

dopmat 6ymaru A4 nMeeT CIenyome pa3Mephl:
- 420 MM x 210 mMm

- 210 MM x 297 MM

- 148 MM x 210 mMm

12. BoiOpaTh npaBWIbHBIN OTBET:
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OTMeThTEe TPABUIBHO BBIIIOJHEHHBIH BapuaHT OQGOpPMIIEHUS HOMEpa B
MaIIMHOMKUCHBIX paboTax

- Ne 34

- Ne34

- Homep 34

13. Bb10paTh NpaBUJIbHBIN OTBET:

Omnpenenure, rae NpaBUIbHO 0(hOPMIIEHO TPUMEUaHUE:

a) [Ipumeuanue: [Ipu BRINOIHEHNN MAIIMHONIMCHBIX pa0doT yepe3 1 uHTepBan
a03a1lbl OTICISIIOT APYT OTIpYra AByMsl HHTEpBaJlaMu.

0) [Ipumeuanue. [Ipu BbITIOJIHEHNU MAIIMHOMUCHBIX PadOT yepe3 1 nHTepBa
a03a1lbl OTACISIOT IPYT OTApyra IByMsl HHTepBaJaMu

B) [Ipumeuanue: npy BINOJIHEHUHA MATMHOMKUCHBIX paboT uepe3 1 nHTepBal
a03albl OTAENSIOT APYT OTAPYTra ABYMsI MHTEPBAIAMH.

14. BriOpaTh npaBWIbHBIN OTBET:
Bxopasmuye qOKyMeHTBl pETUCTPUPYIOTCS:

- B nens nocrymnneHus

- B nens moanucanus

- B neHs nepenaun pykoBOIUTEIIO

15. Bb10paTh NpaBUJIbHBIN OTBET:
®opmyna B Excel Haunnaercst

- Co 3Haka paBeHCTBa

- Co cxobok

- C anpeca siueliku

16. Bori0paTh npaBUJIbLHBIN OTBET:
[Iporpamma-apxuBartop, 3TO...

- WinRar

- Nod32

- TheBat

17. Bb10paTh NpaBUJIbHBIN OTBET:

YKaxuTe, Kakoe MUCbMO CJIEIYET HAIPABUTh OPraHU3alNuU-KOHTPAreHTY 110
JIOTOBOPY, €CJIH MOJy4YeHa NapTUsl TOBapa B HEHAJIJIEkKAIIEH yIaKOBKE, YTO
CKa3aJIOCh HA KA4e€CTBE TOBApa M MPUBEJIO K CHUKEHUIOLICHBI IPU €ro mpojaxe?

- [Tucemo-3ampoc

- [Tucemo-TpeboBanue

- [IncepMo-HAaIOMUHAHKE

- [Tucemo-nipeTens3us

18. Bbi0paTh npaBUJIbLHBIN OTBET:
N nenTuduxaTop 371€KTPOHHOM KOITUU TOKYMEHTA IIPOCTABIISIETCS
- B npaBom HM>KHEM yTily Ka)KI0M CTPAHUIBI TOKYMEHTA
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- B 51eBOM HIM>KHEM yIITy Ka)KJ1I0M CTPAHUIBI JOKYMEHTa
- Ilocne moanucu
- Ilocne TexcTa

19. Bbi0paTh NpaBUJIbLHBIN OTBET:
Hara BBeaenust I'OCT P. 6.30-2003

- 01.07.2003

- 01.08.2003

- 01.09.2003

20. BeiOpaTh npaBWIbHBIN OTBET:

JIOKyMEHT, alpeCOBAHHBIN BBILIECTOSAIIEMY PYKOBOIAUTENIO, C U3JIOKEHUEM
KOHKPETHOM MpOo0IeMbI HIIMTTIOCTAHOBKOM BOIIPOCa U COJIEPIKAIIUA BBIBOIBI U
NPEIJI0KEHUSA — ATO. ..

- CIIpaBKa

- JIOKJaJHas 3armcKa

- OOBSICHUTENbHAS 3aIIUCKa

21. OOo3HaybTe NPAaBUJIBHYIO MOCJIECA0BATEIBLHOCTD AeCTBUIA NPH
NMOCTYNJICHUH HA padoTy

5. 3anuce B TPyAOBOW KHHXKKE

2. 3asBneHue

4. Ilpuka3 o npueme

3. TpynoBoii 1oroBop

1. pe3tome

22. BpiOpaTh NpaBUIbHBIN OTBET:

JlenienTpanu3oBanHas (opMa OpraHU3aIiy JEIOPOU3BOICTBA
Ipeoaraer. . .

- BBITIOJTHEHHUE BCEX OMEpalii ¢ JOKYMEHTAMH B OTHOM MECTE — B
ciyxoe JIOY

- BBITIOJTHEHHE OJHUX JIETIOTPOU3BOICTBEHHBIX OTEpaIfil — MpueM,
peructpanuio — B ciayxkoe JIOVY, a npyrux — coznanue u opopmicHue
JOKYMEHTOB, UX CHCTEMaTH3al1I0, pOPMUPOBAHUE JI€T U XpPaHEHUE — B
CTPYKTYPHBIX TOJPa3IeICHUSX YUPEIKICHUS

- BBITIOJTHEHHE BCEX ONEPALU C TOKYMEHTaMU B Pa3HbIX
CTPYKTYPHBIX TIOpa3AeICHUSIX,Pa300IIeHHBIX TEPPUTOPHATEHO

23.  YcraHoBHMTE COOTBETCTBHME MEKIAY CJICAYIOIIMMH KATeropusiMu

yY4pe:KIeHUH B 3aBHCHUMOCTH 0TO00beMa JOKYMEHT0000poTa

KaTeropus Cabimze 100 000 TOKyMEHTOB B rof
KaTeropus Ot 25 no 100 000 1OKyMEHTOB B TOJ
KaTeropus Ot 10 1o 25 000 1OKyMEHTOB B roJt
KaTeropus Jlo 10 000 7OKyMEHTOB B roj
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24. YcTaHOBHTE COOTBETCTBHE MEXKAY CJAeTYIOIIUMM J1eJ10NPOU3BOICTBEHHBIMH

cJIy:k0amu
YnpasneHue aenamu

Kanuensipus

OO0wwmii oTaen

CekpeTapb
PYKOBOJMTENA

25. BpiOpaTh NpaBWIbHBIN OTBET:

bnank nokymenra — 310

- MOJIETIb  MOCTPOCHHUS
IPUMEHEHHUs, (OpMaThL, pa3Mephl MoJeH
- Ha0Op  PEKBHU3UTOB

JOKYMEHTA,

opUITHATHLHOTO

Co3paercss B MUHUCTEPCTBAX U
BEJIOMCTBAX KakK CTPYKTypa 1o padoTe ¢
JIOKyMEHTaMH M KaK OpTraH KOHTPOJIA U
KOOPJIMHALIMU JIEJIOTPOU3BOJICTBA B
[EHTPAJILHOM aIllapaTe U BOTpacIu

Co3paercs Ha TOCYAapCTBEHHBIX
NPEANPUATUSIX U COCTOUT KaK MPABUIIO
W3 OAPA3ICIICHUN: IOYUYETY U
perucTpaumu 10KyMEHTOB, KOHTPOJIIO
WCIIOJIHEHHUSI, CEKpETapuar, SKCIEAULNSA,
MAaIIMHOMUCHOE OI0PO KOMUPOBAIHHO-
MHOXXHTEJIbHOE OI0pO, apXUB

Cnyx6a 1o paboTe ¢ JOKyMEHTaMH B
MCTIOJTHUTEILHBIX CTPYKTypax BIacTu. B
COCTaBBKITIOUAIOTCSI CEKpeTapuar,
rpymnmna KOHTPOJIs, TPYyIIa UCeM,
MAIIMHOMUCHOE U KOMUPOBAIbHO-
MHOKUTEJIbHOE OI0pO, apXUB

B opranuzanusx, He UMEIOIINX B
CTpyKTypeciyxon1 IOY

yYCTaHaBJIMBaronas

MM CBMCHHOTI'O

PpacCIIOJIOKCHHBIX B OHp@I[CJ'ICHHOﬁ IIOCJICA0BAaTCIbHOCTH

- Ha0Op PpEKBU3HUTOB,
NMCbMEHHOTOJOKYMEHTa

UICHTUDUITUPY IO

aBTOpA

o0actu
JIOKYMEHTA,

opUIMaTHEHOTO
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26. BpiOpaTh NpaBUJIbHBIN OTBET:

VYkaxuTe npaBuiibHOE 0(hOpMIIEHHE TIOYTOBOTO aJIpeca B PEKBU3UTE «apecar
- 117393, Mockga, yn.Ilpodcoro3nas, 1.82

- [Ipodcoro3nas yi., 1.82, Mockga, 117393

- Mockga, 117393, yn.Ilpodcoro3nas, 1.82

27. BbiOpaTh NpaBWIbHBIN OTBET:

VYkaxxkurte npaBuiibHOE 0(hOpMIICHHE CII0BA « Y TBEPXKAAI0» B IpU(e YTBEPKIACHUS
- YT1Bepx a0

- YTBEPXIAIO

- YTBEPXJIAO:

- «YTBEPXIAIO»

28. BbiOpaTh NpaBHJIbHBIN OTBET:

VYkaxurte npaBuiibHOe 0hopMiieHHE pacnpOBKU MOANKUCH B pekBu3uTe «Iloanuce»
- Koponesa A.C.

- A.C.Koponea

- A.C. KopoieBa

29. BbiOpaTh NpaBWIbHbBIN OTBET:

O0neM TekcTa TeseoHOTpaMMBbl TOJDKEH CofiepkaTh He OoJiee
- 50 cnoB

- 60 cioB

- 70 cnoB

- 80 cioB

30. BbiOpaTh NpaBUJIbHBIN OTBET:

[Tpukasbl moapasIesstOTCs Ha JBE OCHOBHBIE TPYTIIIBI

- [Tpuxasbl Mo 00IKMM BOIPOCaM U IIPUKA3bI 10 OCHOBHOW AESITEIbHOCTH
- [Tpuxasbl 001IKE U IPUKA3bl JIUYHBIE

- [Tpukasbl MO0 OCHOBHOMW AESATENBHOCTH U IPUKAa3bl 10 JUYHOMY COCTABY

31. BbiOparbh npaBWIbHBIN OTBET:

Koppexkrtypnsbiii 3Hak [1[] o3HagaeT?

- YHUYTOXKUTh IPOOEN B CIIOBE

- yOpaTh TUITHUI TEKCT

- yOpathb pa3psaaKy

- YHUYTOXKUTH 3HAK WA OYKBY, COSTMHUB YacCTh CJIOBA

32. BblOpaTh NpaBUJIbHBIN OTBET:

[Tpu opopmiernnn pumMckux nudp, yTo o3HavaeT 3HaK «L»?
- ISATBAECAT

- CTO

- ISATHCOT

- ThICSIUa
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33. BbiOpaTh NpaBUJIbHBIN OTBET:

Kaxk numercs kiaepHbIM TUCbMOM OykBa «U»?
- SC

- SH

- H

- CH

34. BpbiOpaTbh NpaBWIbHBINA OTBET:

IIpu pabote «cnensiM» 10-nanbLeBBIM METOAOM IMHChbMA 33 KAKUM HaJIbLIEM
3akpemieHa 0OykBa «tO»?

- O€3bIMSHHBIN MaJel JIEBOU PyKH

- CpeaHuN najen JeBON pyKu

- O€3bIMSHHBIN Majiel NpaBoi PyKu

- CpeaHuN najen NpaBou pyKu

35. BpbiOpaTbh NpaBWIbHBINA OTBET:
Bri6epuTe npaBUiibHbIN BapuaHT 0GOPMIIEHUS MTOPSIAKOBOTO YUCIUTENBHOTO B
MAaIlIMHOMKUCHBIX paboTax

- 2 TUHUSA
- 2-as nUHUSA
- 2-51 INHUSA
- II-51 nuHuA
36. YcraHoBHTE COOTBETCTBHME MEKAY CJIAeTYHOIIMMH MOHATHAMM:
YcraB YupeaurenbHbld JOKYMEHT,
ONPEACISAIOIIMNA PABOBOU CTATYC
OpraHu3alu, He0OXO0JUMBIN COTIIACHO
3aKOHY JUISl €€ TOCYJapCTBEHHOM
IItaTtHOE perucTpanuu
pacnucanue
JIOKyMeHT, YCTaHABJIMBAIOIINI
CTPYKTYpYy, IITaTHBIA COCTaB H
ITomoxeHune LITaTHYO YHCIIEHHOCTD
OpraHu3alMH

Opranu3aimoHHO-IPaBOBOM aKT,
OTPENEISIONUN TOPSIIOK

[TocTtaHoBneHHE dbopmHpoBaHus, 3a/1a4H, 00S3aHHOCTH,
paBa, OTBETCTBEHHOCTbHY OPraHU3alIUIO
paboOThI IPEANPUATHS

[IpaBoBOM aKT, IPUHUMAEMBIN BBICITUMU
Y HEKOTOPBIMHU LIEHTPAJIbHBIMA OpraHaMH
KOJIJIETMAJIbHOTO YIIPABJIEHHUS B LEIAX
pa3pelIeHNs BaKHbBIX U IPUHIMITHAIbHBIX
34144, CTOSIUX NEPE TaHHBIMU
OpraHamu
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37. BplOpaTh NpaBUIBLHBIA OTBET:

K pacniopsauTeabHbIM JOKyMEHTaM OTHOCSATCSA
- [Tucbma, MPOTOKOJIBI, AKThI

- [TonoxeHnus, TOCTAaHOBJIEHUS, YCTaBbI
- [Tpukasbl, pacoOpsKEHUS, YKa3aHUs

38. BbiOpaTb NpaBUJIbHBIN OTBET:

JIOKYMEHTBI OpraHu3aluu IEISATCs Ha TPU JOKYMEHTOIOTOKA

- Opranu3zaimoHHbIE, pACHIOPSAUTEIbHbIC, CTIPABOYHBIE

- Bxonsiue, ucxoasmme, BHyTpEHHUE

- HNupopmaninoHHble, TUYHBIE, XKAT0ObI U 3asIBICHUS TPaXIaH

39. IlIpomoskuts ¢ppa3sy:

Howmenxkmarypa gen — 370

- COBOKYNMHOCTh JOKYMEHTOB, OTHOCSIIUXCS K OJHOMY BOIIPOCY WIIH
y4aCTKY 1€ TEIbHOCTH, TOMEIIEHHBIX 01 OJHY O0JI0XKKY

- CucremaTU3MpOBAHHBIN MEPEYEHb HAMMEHOBAHUM €], C yKa3aHUEM
CPOKOB MX XPaHECHUS

- Y CTaHOBJICHHBI TOPSAOK TPAMOTHOM M YETKOM CHUCTEMaTHU3aluu
JOKYMEHTOB

40. BpIOpaTh NpaBUJIbHBIN OTBET:
[Tpu BITaye /1€0a 3aM0IHIETCS

- CnpaBka-3aMeCTUTEIND

- Jluct-3amecTuTEINb

- Kapra-3amecturenn

41. BbiOpaTh NpaBWIbHBIN OTBET:
FOpunnueckue agpeca cTopoH oQopMIISIOTCS
- B IIPOTOKOJIaX

- JOrOBOPAX

- aKTax

42. Ipopomxuts ppasy:

Knepnoe nucemo, 310 KOT1a

- B CJIOBax MPOCTABJISIIOTCS yIapEHUS

- PYCCKHE CJIOBA MUIITYTCS TATUHCKUMH OyKBaMHu
- MEXKJy CTPOKaMHU JIeJIaeTCsl JBa MHTEpBaIa

43. BbiOpaTh NpaBWIbHBIN OTBET:

Hanuvcanve MHOTO3HaYHBIX YUCENI B MAalIMHOMHUCHBIX padoTax odopmisieTcs
CIeAYIOIUM 00pa3om

- 14287624
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- 14.287.624
- 14 287 624
- 14-287-624

44. BpiOpaTh NpPaBUIbHBIN OTBET:

B cootBerctBun ¢ I'OCT P 6.30-2003 pexBusuT «CHpaBOYHBIE JTaHHBIE)
BKJIIOYAET B ce0s

- AnpecHble JaHHbIE

- Kommepueckne nanHbie

- KoMMyHHKalIMOHHBIE TaHHBIE

- AJlpecHble, KOMMEpPYECKHE U KOMMYHUKALIMOHHBIE IaHHbIE

45. BbiOpars npaBWIbHBIA BapuaHT oOQoOpMJIeHMST PEKBU3UTA
«Axapecar»

a) B OAO «2neKTpoIeHTPMOHTAXK

['maBHOMY OyXTanrepy

B.M.KoueToBoi

0) OAO «DneKTPOIIEHTPMOHTANK)
['naBubIii OyxranTepKoueroBa B.M.

B) OAO «32neKTpOUEHTPMOHTANK
I'maBHOMY Oyxrantepy B.M. KoueroBoit

46. BpiOpaTh NpPaBUIbHbIN OTBET:

[1o ropuanueckon cuiie JOKYMEHTBI TOAPA3AEIAIOTCS Ha

- CpouHble U HECPOYHBIE

- ITopyIMHHBIE U TIOJUI0OKHBIE

- JIOKyMEHTBI IOCTOSIHHOT'O U BPEMEHHOTO CPOKA XPAHECHMSI

47. BblOpaTh NpaBUJIbHBIN OTBET:

JIOKYMEHTBI, KOTOpBIE HE pEruCcTpUpyIoTCs B ciryx0e J[OY

- JOKYMEHTBI, IOCTYITMBILIME U3 BBIIIECTOSALIUX OPraHn3aluil
- IIPUKa3bl, PEILICHUS, aKThI

- PEKIJIAMHBIE U3BEILEHUS

- 3asBJICHUS, JKaIOObI

48. IIpoposkurs ¢gpasy:

Nunekcanus, 370...

- 3aMKUCh YYETHBIX JAHHBIX IOKYMEHTA M0 YCTaHOBJICHHOU (hopme

- IPOCTaBJIEHUE MTOPSAIKOBOIO HOMEPA TOKYMEHTA

- IPOCTaBJIEHWE HAa JIOKYMEHTE HUJEHTU(UKATOpPA AJIEKTPOHHON KOMUU
NOKyMEHTa
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49. BbiOpaTh NpaBWIbHBIN OTBET:

Ecan HamMeHOBaHHE YUpCKACHUA HU3MCHUIOCH, TO Ha 00J10KKE Aciia

[IpEXXHEE Ha3BaHUE
- 3a4epKUBACTCs, U HAJl HUM IHUIIETCSI HOBOE
- AKKYpaTHO 3aKJIEUBAECTCSA U HA €r0 MECTE MUILIETCS HOBOE
- bepercs B ckoOku, a HaJl HUM MULIETCS] HOBOE

50. Boi0OpaTh npaBUJIbHBIN OTBET:

[lucemo, KOoTOpoe OOECIeunBaeT WCIOTHEHUE U3JI0KCHHBIX
00513aTEIBCTB, ITO MUCHMO

- [Tucemo-n3BenIcHNE

- NudopmanmonHoe nucbmMo

- ["apanTHiiHOE TMCHMO

- [IncpMo-HAaIOMUHAHKE

B

HEM
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Mpuaoxenue 3

HUrorosas arrecranusa
(oyeHouHble Mamepuaibl UMo2o8ol ammecmayuil)

WroroBas arrectanust mpoBoautcs B gopme B dopMe KBaTHPUKATUOHHOTO
HK3aMEHa, COCTOAIIAs W3 MPAKTUYECKON KBaNU(UKAIMOHHOW pabOThl M IPOBEPKHU
TEOPETUYECKUX 3HAHUU.

CocTaBHBIMU 3JIEMEHTaMH KBaJU(PUKALMOHHOTO IK3aMEHa SBIISIOTCA:

- IPOBEPKA TEOPETUUECKUX 3HaHUH 10 OMIIETY;

- BBITIOJTHEHUE MPAKTUYECKON KBATH(PHUKAITMOHHON PabOTHI.

IIpoBepka TeopeTHYecKHX 3HAHUI: BONPOCHl O0GOPMIIAIOTCH B OWJIET,
coaep:kammii 2 (1Ba) TeOpeTUYECKUX BOIPOCA.

IlepeyeHs TeM BONPOCOB:

1)  Kommiekc opraHu3allMOHHO-TEXHUYECKUX MEPONPUATHIA 1O MOATOTOBKE
Y MIPOBEJICHUIO COBELIAHUN U MIEPETOBOPOB;

2) IlpaBuia BeneHusi, TOATOTOBKM U OGOPMIIEHHS TMPOTOKOJIA U
JIOKyMEHTOB, CO3/1aBa€MbIX B MIPOIIECCE MOATOTOBKUA KOH(PEPEHTHOTO MEPOTIPUATHS,

3) IlpaBunma ycTaHOBJCHUS KOHTaKTa, WOMJECPKAHUS W  Pa3BUTHUSA
MEXJTUYHOCTHBIX OTHOIIICHU;

4)  IlpaBumia nea0BOro OOIICHHUS, IETOBOTO ITUKETA;

5)  IlpaBuia opraHu3zanuu nprueMa rmoceTuTeNeH;

6) [IpaBuita 1es0BOro OOIIEHNUS,

7)  CTpykTypa OpraHM3aludd U pacnpefeneHue  QyHKIud  Mexay
cTpyKTypHbIMH [lopazaeneHusiMu 1 cieluaiucTamu;

8)  IlpaBuna opraHuzanuu npueMoB B oduce;

9)  IlpaBuia cepBUpPOBKHU YaiHOTO (KOEHHOI0) CTOA;

10) IlpaBmia TPUTOTOBICHUS W TMOJAYM TOPSYUX HAMUTKOB M 3aKyCOK K
HUM;

11) Drtuka 1ea0BOro OOIICHUS;

12) IIpaBuiia pe4eBOro STUKETA;

13) @ynkuuu, 3824, CTPYKTypa OpraHU3aINY, €€ CBA3H;

14) IlpaBuia B3aMMOJEUCTBUS C NapTHEpPaMH, KIMEHTaMHU, CPEICTBaAMU
MaccoBoi nH(pOpMaIuy;

15) Drtuka neao0BOro OOIICHUS;

16) IlpaBuia pe4eBOro STUKETA;

17) IlpaBuia 3amuThl KOH(OUICHITMATLHOMN CITy>KeOHON HH(pOpMAITUH;

18) HopmaTuBHbIE METOAMYECKHE JIOKYMEHTHI IO JOKYMEHTAIMOHHOMY
00ecCIeyeHunI0 yIpaBiIeHUs;

19) TpeboBanusi K oOpraHuzalu UHGOPMAIIMOHHO-IOKYMEHTAIIMOHHOTO
00CITyKUBAHUS;
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20) Kiaccudukaiuo ciy>KeOHbIX TOKYMEHTOB;

21) Enunele TpeOoBaHus U TpaBuia OQOpPMIIEHUS JOKYMEHTOB B
cootBercTBHU ¢ 'OCT;

22) Buasl u cocTtaB 0JaHKOB CIY)XEOHBIX JOKYMEHTOB, TPEOOBaHMUS K HX
KOHCTPYHPOBAHUIO;

23) OOmme TpeOoBaHUSA K COMEPIKAHHMIO TEKCTOB CIY)KCOHBIX JOKYMEHTOB,
(hOpPMBI U3TI0KEHUS TEKCTOB;

24) TpeOoBaHUS K OpraHU3alliHd JOKYMEHTOO00POTa OpraHU3aIuu

25) Knaccudukaruio cyKeOHbIX JOKYMEHTOB;

26) OcCHOBHBIE TPYIIBI OPraHU3alMOHHO-PACHIOPAIUTENBHBIX JOKYMEHTOB,
OTJIMYUTENbHbIE 0COOEHHOCTH X 0OPMIICHUS;

27) Dtanbl cOCTaBIEHUS CIY>KEOHBIX JOKYMEHTOB;

28) CnocoObl JOKYMEHTUPOBAHHUS;

29) OOGuue mpaBuia U POPMBI PETUCTPALIMU JOKYMEHTOB;

30) TexHOJIOrMYECKUI MpPOLECC KOHTPOJS 3a HCIOJHEHHEM MOpYyYeHUN
PYKOBOJIUTEIIS;

31) [IlpaBuyia u 3Tambl COCTaBICHUS U OQOPMIICHUS HOMEHKIATYpPHI el
OpraHU3aIlNH;

32) IlpaBuiia TEKylIero XpaHeHus el B OpraHu3aluu.

33) Crpykrypa GUHAHCOBOM AESITEIBHOCTH IPEATPHUSATHS,

34) Opranuzanust omnatel TpyAa. CyIIHOCT W OCHOBHBIE MPHUHIUIIBI
OTUIATHI TPY/Ia;

35) CoBpemeHHbIEe HHPOPMAIIMOHHBIE TEXHOJIOTHH;

36) Texnonorust 06padoTku rpaduueckoit nHpopmammy;

37) PabGota B cetu Internet;

38) CpencrBa aAIMUHUCTPATUBHO-YIIPABIICHUECKOM CBS3U;

39) OcHoBbl 0xpanbl Tpya B Poccutickoit denepaiuy;

40) besonacHocTh Tpylda npu padoTe ¢ MNEPCOHAIBHBIM KOMIBIOTEPOM
Y OPI'TEXHUKOM.

IpakTuyeckass kBadupukanuonHass padora, TeMa BbIOMpaeTcsl 3apaHee
o0y4yaromumcs.

Ilepeuens Tem:

1)  PemaktupoBanue u oQpopMIICHHE OPTraHU3AIMOHHO-PACTIOPSIUTEIHHON
JIOKyMEHTAIUu corjacHo TpedboBanusM ['ocynapcrBennsix crannaptoB (I'OCT);

2)  Opranuzanus JOKYMEHTOOOOpPOTa B OpPraHM3allMd C HCIOJIb30BAaHUEM
OpPTraHU3allMOHHOW TEXHUKHU;

3) Bcrpewa nocerurtenedd, MOJy4YEeHUE NEPBUYHOM HHPOPMALIMH
MOCETUTENAX M T[OMOIIb B OpraHu3alid HMX [OpHeMa pPYKOBOAMUTEIEM U
COTPYJHUKAMHU;

4)  Bepgenue >KypHalia 3amucu TMOCETUTENEH, YYEeT TMOCETUTENIe U
o(opmIIeHHE POy CKOB;

]
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5)  CopeiicTBUE OINEpaTUBHOMY pPAacCMOTPEHHIO NPOCHO U MPEIOKEHUN
[IOCETUTENICH, IPUEM M Iepenada JOKYMEHTOB IIOCETUTENIEH pPYKOBOACTBY U
COTPYIHMKAM OpraHU3allNH;

6)  Opranuzanus 1 OpOHUPOBAHUE NEPETOBOPHBIX KOMHAT, IIPUTOTOBJICHNE
HAMUTKOB (4al, kode, MpoxJIauTeNIbHbIe HAUTKN);

7)  llepenampaBienue TelePOHHBIX 3BOHKOB PYKOBOJCTBY U COTPYIHUKAM
OpraHM3alliM, PETUCTPALIKS MOCTYNAIOUINX TeJIe()OHHBIX 3BOHKOB;

8) IloaroTroBka TOBECTKM JHS MEPONPUATUS, OQPOPMIICHUE CIHCKA
YYaCTHUKOB MEPOIIPUSATHS;

9)  HWudopmupoBaHue NpeanojiaraéMbIX YYaCTHUKOB O HaMe4yaeMOM
MEpONPUATHUH U YCIOBHUSX YYacTHs, pPacChbUIKa MNPUTJIAIIeHUH MNOATBEPAUBIINM
y4acTHe B MEPOIPUAITHH;

10) OOpaboTka TekcTOBOM HH(OpManuu (IMIPOSKTUPOBAHME TIPHUKA3a O
BO3JIOKEHUH 00S3aHHOCTEN HA COTPYAHUKA);

11) CocraBnenue npe3eHTaluu K KOHGEPEHIIUH MO JIOKJIaly PYKOBOIUTENS

OpraHu3allNy;
12)  CocraBieHue cMeThl pacxoA0B Ha Meponpustie B Microsoft Excel;
13) CkaHupoBaHue JOKYMEHTOB, npeoOpa3zoBaHue B OpyTOu

¢dopmart. BctaBka MylbTUMEUIHBIX OOBEKTOB B JOKYMEHTHI,

14) IlpoextupoBanue mporokona OOIEro coOpaHusi OpraHU3alNM; CKATHUE
IIPOTOKOJIA U €r0 OTIIPaBKa I10 MIEKTPOHHOM MOYTE;

15) IIpoexTupoBaHHUE AETOBOTO NUCHMA;

16) Ilepemaua opraHM3allMOHHO-PACIIOPSAUTEIBHBIX JOKYMEHTOB B apXUB;
YHUYTOXKEHUE JOKYMEHTOB;

17)  Koopaunaiusi paboThl KypbepOB M BOJIUTENEH OpraHU3alnu;

18) Tlopsimok A€CTBUS B aBAPUKHBIX CUTYaLUsX.
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	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
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	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
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	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Тема 5. Система электронных таблиц Microsoft Excel
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Практическое занятие
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Промежуточная аттестация
	Форма промежуточной аттестации - зачет в виде тестирования.
	Промежуточная аттестация проводится в соответствии с оценочными материалами, приведенными в Приложении 1 к настоящей программе.
	1.3. Специальный курс
	1.3.1. Документы и делопроизводство
	Учебно- тематический план
	Тема 1. Документирование управленческой деятельности. Требования к документам
	Лекция
	Общие положения по документированию управленческой деятельности. Унифицированные системы документации. Унификация и стандартизация управленческих документов. Виды документов; классификация. Организационно- распорядительные документы (ОРД). Юридическое...
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Правила оформления делового письма. Виды писем: письма –просьбы, - ответы; сопроводительные, договорные и др.; особенности текста. Международные письма.
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Спроектировать организационно-распорядительные документы:
	1. Приказ об утверждении внесении изменений в Устав организации.
	2. Распоряжение об ограниченном доступе в задание сотрудников в выходные дни.
	3. Соглашение о неразглашении информации.
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Правила хранения дел в структурных подразделениях предприятия. Архив предприятия. Оптимальный срок использования документов делопроизводстве. Сроки хранения дел. Документы долговременного хранения. Порядок уничтожения документов дел. Оформление дел дл...
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	1.3.2. Средства административно-управленческой связи
	Учебно- тематический план
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Практическое занятие проводится в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	1.3.3. Секретарское дело
	Учебно- тематический план
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Планирование рабочего дня секретаря. Схема планирования рабочего дня. Этап постановки задачи. Этап планирования времени. Этап принятия решений по приоритетности задач. Этап контроля выполнения задач. Организация работы в течение рабочего дня.
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Специфика телефонного обслуживания. Виды телефонных звонков. Правила работы со входящими звонками. Работа с исходящими звонками. Понятие телефонограммы. Входящие и исходящие телефонограммы. Особенности переписки по факсу.
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Практическое задание: «Создание электронного письма с соблюдением правил этикета и технических нюансов».
	Цель задания: научиться создавать электронные письма с учётом правил этикета и технических требований, чтобы обеспечить комфортное чтение и восприятие информации получателями.
	Шаги выполнения задания:
	1. Выберите тему письма, которая отражает суть вашего сообщения и соответствует правилам деловой переписки.
	2. Укажите адрес отправителя, используя корректное имя почтового ящика и фамилию.
	3. Используйте функцию настройки псевдонима, если это возможно, для отображения имени и фамилии отправителя на кириллице.
	4. Установите аватарку, выбрав фотографию в деловом стиле или логотип компании.
	5. В теме письма укажите краткое и точное описание содержания, чтобы получатель мог сразу понять, о чём идёт речь.
	6. Соблюдайте деловой стиль общения, излагайте мысли кратко и чётко.
	7. Проверьте письмо на наличие ошибок и опечаток, убедитесь, что текст легко читается и воспринимается.
	8. Отправьте тестовое письмо другу или коллеге и попросите обратную связь по поводу соблюдения правил этикета и технических аспектов письма.
	9. Внесите необходимые корректировки в письмо на основе полученной обратной связи и повторно отправьте его.
	Лекция
	Организация приема посетителей. Рекомендации по организации и ведению приема. Виды и цели приема посетителей. Подготовка к приему посетителей. Деятельность секретаря во время приема посетителей. Деловой этикет ведения приема посетителей. Прием различн...
	Лекции проводятся в режиме видеоконференцсвязи на платформе «Webinar» https://events.webinar.ru/ .
	Практическое занятие
	Тестирование:
	1. Какой из следующих вариантов является лучшей стратегией для приема и общения с незапланированными посетителями?
	a) Игнорировать посетителей и возвратиться к выполнению своих задач.
	b) Подойти к посетителю с улыбкой, представиться и узнать, чем Вы можете помочь.
	c) Вежливо попросить посетителя уйти и вернуться в следующий раз по предварительной записи.
	2. Что важно помнить при общении с незапланированными посетителями?
	a) Следует сохранять непрерывность своих текущих задач, не отвлекаться на посетителей.
	b) Поддерживать глазной контакт, активно слушать и демонстрировать вежливое и заинтересованное отношение.
	c) Использовать сленг и неформальные выражения для установления более легкой и непринужденной обстановки.
	3. Что следует делать для корректного завершения встречи с незапланированным посетителем?
	a) Продолжать беседу на свое усмотрение, не учитывая временные ограничения.
	b) Выразить благодарность за визит и предложить свою помощь или контактные данные для дальнейшей связи.
	c) Немедленно прекратить разговор и вернуться к своим текущим обязанностям.
	4. Какая из нижеприведенных стратегий не рекомендуется использовать при общении с незапланированными посетителями?
	a) Слушать внимательно и позволить посетителю выразить свои мысли и потребности.
	b) Использовать техники активного слушания, подтверждая свое понимание и задавая вопросы для ясности.
	c) Прерывать и перебивать посетителя, чтобы ускорить процесс встречи.
	5. Правильно ли утверждение: Незапланированные посетители не могут быть ценными и полезными для нашей организации?
	a) Да, незапланированные посетители обычно создают лишнюю работу и отвлекают сотрудников от выполнения их регулярных задач.
	b) Нет, незапланированные посетители могут принести новую информацию, потенциальные возможности или отзывы, которые могут быть полезными для улучшения работы организации.
	6. Заполните пропуск в предложении ниже: «При завершении встречи с незапланированными посетителями, важно __________».
	a) поблагодарить их за потраченное время и пожелать хорошего дня.
	b) попросить их уйти, чтобы больше не отвлекать Вас.
	c) вернуться к своим текущим задачам и безразлично прощаться с посетителями.
	7. Какие навыки общения особенно важны для эффективного приема незапланированных посетителей?
	a) Эмпатия, терпение и умение слушать.
	b) Уверенность в себе, отвлеченность и открытость.
	c) Скорость, многозадачность и целеустремленность.
	8. Какая из нижеперечисленных стратегий может помочь завершить встречу с незапланированным посетителем, если время слишком ограничено?
	a) Детально объяснить свою точку зрения и предоставить всю необходимую информацию.
	b) Попросить посетителя написать письмо или отправить электронное письмо с дополнительными вопросами или предложениями.
	c) Выразить сожаление и объяснить, что в данный момент Вы не можете уделить достаточно времени и предложить назначить другую встречу.
	9. Что следует делать после встречи с незапланированным посетителем для обеспечения продуктивного завершения?
	a) Забыть про эту встречу и претендовать, что она никогда не произошла.
	b) Записать важную информацию, сделать необходимые заметки и принять решения о последующих действиях.
	c) Рассказать коллегам о встрече и обсудить детали, чтобы получить от них дополнительную обратную связь.
	10. Как намеренно поддерживать положительное отношение к незапланированным посетителям?
	a) Быть грубым и огрубевшим с посетителями, чтобы избежать дальнейших неприятностей.
	b) Практиковать эмоциональный интеллект, выражать признательность и демонстрировать осознанность в общении с посетителями.
	c) Имитировать отсутствие внимания и игнорировать запросы посетителей.
	Лекция
	Понятие и виды совещаний. Общие рекомендации по подготовке и проведению совещаний. Задачи, выполняемые секретарем в процессе организации совещания. Особенности подготовки повестки дня совещания. Подготовка списка участников совещания. Завершение совещ...
	Организация неофициальных совещаний. Понятие и специфика организации и проведения оперативных совещаний. Понятие и организация виртуальных совещаний. Понятие и характеристики крупного совещания. Этапы подготовки к крупному совещанию. Составление плана...
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Понятие и схема подготовки переговоров. Работа с делегацией. Организация визита вежливости. Обслуживание переговоров. Подготовка официальных поздравлений и подарков. Правила сервировки чайного (кофейного) стола. Правила приготовления и подачи горячих ...
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Практическое занятие
	1.3.4. Охрана труда. Гигиена труда и производственная санитария.
	Учебно- тематический план
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Лекция
	Лекция проводятся в режиме видеоконференцсвязи на платформе «Zoom» https://zoom.us/ru .
	Промежуточная аттестация
	Форма промежуточной аттестации - зачет в виде тестирования.
	Промежуточная аттестация проводится в соответствии с оценочными материалами, приведенными в Приложении 2 к настоящей программе.
	Модуль 2. Практическая подготовка
	Учебно- тематический план
	Стажировка
	Стажировка
	Итоговая аттестация
	Форма итоговой аттестации - квалификационный экзамен.
	Итоговая аттестация проводится в соответствии с оценочными материалами, приведенными в Приложении 3 к настоящей программе.
	Порядок проведения итоговой аттестации устанавливается разделом 4 настоящей программы.

	3. Организационно-педагогические условия
	3.1. Материально-технические условия реализации программы
	Информация об условиях, необходимых для реализации программы с применением исключительно электронного обучения и дистанционных образовательных технологий:
	1) Обеспечение функционирования информационно-коммуникационной системы осуществляется посредством следующего оборудования и средств: Ноутбук Lenovo ideapad 530S со встроенной веб камерой - 1 шт
	Мышь беспроводная – 1шт.,
	Сервисный пакет ЦП Код бессрочный – 1 шт.
	2) Наличие информационных систем, обеспечивающих функционирование электронной информационно-образовательной среды:
	Система дистанционного обучения «Учупрофи.рф»;
	Zoom – платформа для проведения вебинаров.
	3) Сеть Интернет. Скорость доступа 15 Мбит/с, круглосуточно.
	Обучение проводится в формате лекций (через видеоконференцсвязь), практических занятий (работа в системе дистанционного обучения) и стажировки.
	По запросу обучающихся проводятся онлайн консультации.


