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INOACHUTEJIbBHAS 3AIINCKA

ApnanTupoBaHHas OCHOBHasi mporpamma mnpodeccuoHalbHOro oOyueHusi «Cekperapsb-
aamuHuctpatop» (nanee - AOIIIIO), pa3paborana B coorBeTcTBUM ¢ HopMmamu DenepanbHOro
3akoHa OT 29 nekabps 2012 roma Ne 273-®3 «OO6 obpa3zoBanum B Poccuiickoit denepanuny», ¢
yueTroM TpeboBanuii Ilopsaka opraHu3anu U OCyIIECTBICHUS 00pa30BaTENbHON AEATEILHOCTHU 110
OCHOBHBIM IIpOrpamMMaM MpodeccruoHalIbHOTO 00y4YeHHs], YTBEPKIEHHOTO MPUKa3oM MUHHCTEPCTBA
npocsemieHus PO or 26 asrycra 2020 romga Ne 438 (3apeructpupoBano B Muntocte Poccun 11
cenTsa0ps 2020 roga, peructpanronubiii Ne 59784) u Ilopsinka obecrniedeHus YCIOBUIM TOCTYITHOCTH
JUI. MHBAIKUIOB OOBEKTOB M MPEIOCTABISIEMbIX yCIyT B chepe oOpa3oBaHus, a TaKKe OKa3aHUS UM
IPU STOM HEOOXOAMMOMN MOMOIIHU, YTBEPKICHHOIO IpUKka3oM MUHUCTEpCTBA 00pa30BaHUs U HAYKU
P® ot 09 Hos16pst 2015r. Ne 1309.

AOIIIIO omnpenensieT MUHUMAIbHBIM 00bEM 3HAHMK M YMEHHM, KOTOPBIMH JOJDKEH 00JaaTh
«CekpeTapp-aIMUHUCTPATOP» IPU 3aHITUH COOTBETCTBYIOIIEH JOIKHOCTH.

Cpox ocBoenus AOIIIO no mpodeccun «Cekperapb-aAMUHUCTPATOP» COCTaBISET 3,5
Mecsiia, 00y4eHrne MPOBOJAUTCS 5 pa3 B HEAETIO (8 akaJleMHUECKUX YacOB B JICHB).

TpyaoeMKOCTh OCBOCHHS CIyIIATEIsIMH HPOrpaMMbl  IPO(ecCHOHATBLHOTO  00ydeHus
coctaBisieT 520 yacoB, U3 KOTOPHIX 296 4acOB OTBOJATCS Ha JICKIIMOHHBIC 3aHsATHsA, 90 "acoB Ha
MpakTHYecKue 3aHAThsA, 116 YacoB Ha caMOCTOATENbHYIO pPadoTy, 12 yacoB KOHCYyIbTaluu, 6
aKaJeMHYECKHUX 4acOB — Ha aTTECTALIUIO.

®opma 00y4yeHHs] — JAMCTAHIMOHHAs C TMPUMEHEHUEM DOJEKTPOHHOrO  O00y4eHHUs
JTMCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHMM B COOTBETCTBUU C JICUCTBYIOIIEH HOPMATHBHOMU
6a3oii.

KonnuecTBo yacoB, OTBOAMMBIX Ha U3YYEHHE OTIEIbHBIX TeM (MOIyliel) MHporpaMMBbl,
MOCJIEIOBATEILHOCTh UX U3YUYECHHE B CIydae HEOOXOJAUMOCTH MOKHO M3MEHSATH B TIpejiesiax 00IIero

KOJINYeCTBA Y4eOHOIO BPEMEHHU.

B cootBerctBun ¢ ®3 «O6 o6OpazoBanun B Poccuiickoit ®Denepauuuy, NpUHIUTIAMU
ryMaHHu3alMu 00pa3oBaTeabHOro IMporecca, AudQepeHIratul 1 WHAUBUIYAIU3alud 0OydeHus,
BBIJIETISIETCSl KaTeropus OOYYaroIIMXCS C OrPaHUYEHHBIMH BO3MOKHOCTSIMHM 3J0pOBbs (fajiee —
oOyuaromuecss ¢ OB3). OOyuatommiics ¢ OB3 — ¢usnueckoe nuI0, MMEIOIIee HEAOCTaTKH B
¢uznyeckoM U (WIM) TICUXOJOTMYECKOM pa3BUTHUH, MOJITBEP)KIEHHBIE ICHUXOJOT0-MEIUKO-
Nearoruyeckoil KOMHUCCHEH U NpEeNATCTBYIOIIME IOJNy4yeHHI0 oOpa3zoBaHMs 0e3 co3daHus
CIIELUAJIbHBIX YCIIOBUM.

Kareropus o6yqaromuxcs ¢ OB3 — 3To oOyuaromiuecsi, OCHOBHOM J1e(eKT pa3BUTHUSI KOTOPBIX
3aMeIsieT (OPMUPOBAHUE I1O3HABATENbHBIX IPOLECCOB, CHUXKAET MO3HABATEJIbHYIO AKTHBHOCTD,
3aTpyAHAET CaMOKOHTPOJb M CaMOperyisnuuio. JlaHHble OCOOCHHOCTH Pa3BUTHS SMOLMOHAIBHO-
BOJIEBOM M MO3HABaTEIbHON CQEpbl 3aTPYIHAIOT afaNTallIo K rpoleccy 00ydueHus, (GopMUpoBaHUE
y4eOHBIX U PO(ECCHOHAIBHBIX YMEHUN U HaBBIKOB, YCBOCHHUE MPOTrPAMMHOT0 MaTepHasia B LI€JI0M.

AOIITIO ompenenser coiaepkaHWe W OPraHU3AIMI0 TIpollecca OOyUeHHUs I CIyIIaTelen C
OB3 u HanpaBieHa Ha:

— obecrieyeHNe paBEHCTBA BO3MOXKHOCTEH JUId KaXJA0ro oOydaromierocss B TOJyYEHUH
Ka4eCTBEHHBIX 00pa30BaTENbHBIX YCIYT;

— o0ecnedyeHrne TOCYIapCTBEHHBIX TapaHTUH YypOBHS M KadecTBa MpodeccHOHAIbHON
MOJATrOTOBKU MO MpodeccusiM pabouux, TOKHOCTAM CIY>KaIllMX Ha OCHOBE €IMHCTBA 00s3aTeNbHBIX
TpeOOBaHUI K YCIOBUSIM pealli3aluy nporpaMm npodeccuonanbuoro ooyuyenus i ¢ OB3;

— COXpaHEHHME eJUHCTBa 00pa30BaTENILHOTO  MPOCTPAHCTBA  OTHOCUTEIIBHO  YPOBHS
poeCCHOHATBHOTO 00yUCHNS,

— obecniedeHure MpodeCCUOHATBFHON afanTaluu, coluanu3anun cuymateneir ¢ OB3.

AOIITIO pa3paborana mnst derbipex rpynmn juil ¢ OB3 ¢ yyeToM HMX WHIWBHIYyaJIbHO -
TUIOJIOTMYECKMX ocoOeHHocTel (Bun u  xapaktep OB3), ¢ pasHbiMH 00pa3oBaTeIbHBIMH
HOTPEOHOCTAMH U BO3MOXKHOCTSIMU TPYIOBON peanu3aluu:

1. OGyyaromuecs ¢ HapyIEHUSIMUA 3PCHUS;



2. O0yyaromuecs ¢ HapyIIeHUsIMUA ONTOPHO-ABUTATENIbHOTO ammapara (nanee — OJ[A);
3. Obyuaroniyecs: ¢ HApYIUICHUSAMH CIIyXa U pPeuH;
4. OOy4arontuecs ¢ JIETKOW U YMEPEHHOU CTEIIeHbI0 YMCTBEHHOM OTCTaJIOCTH.
Kaxmoil rpymme CBOHCTBEHHBI 0COObIE AMIAKTHYECKHE MPOOJIEMBbI M HEOOXOAMMBI OCOOBIE
TUAAKTHYECKHUE U BOCIIUTATEIbHbBIC YCIOBHUS.
[Icuxonoro-negarorndyeckas Xxapakrepuctuka odoydaromuxcs ¢ OB3
1o npodeccun «CekpeTapb-aAMHUHUCTPATOP

Bun HapymieHus

Ocobas oOpa3oBatenpHas mpodieMa

Crenuguka mporiecca 00ydeHus

Hapymienus 3penus

[Ipob6nembl BocTipusTHS
nH(pOpMAINY, CHUKCHUS
JIBUTATEIIHOW aKTUBHOCTH U
MOOMJILHOCTH, OCJIa0IeHUS
KOOpIMHAINH JBU)KCHUH, B
3aMeJIJICHHOCTH OTMO3HAHUS U
YCTAHOBJICHHSI TPHYNHHO-
CIICACTBECHHEIX CBS3€H, B
BepOanu3Me, B
Hec(OPMUPOBAHHOCTH a0CTPAKTHOTO
MBILIUICHUS

Hcnons3oBanue B
00pa3oBaTebLHOM TpoIiecce
CHEIHAIbHON CUCTEMBI JIS
MKUCbMa U YTEHUS,
MpeICTaBICHHON penbedHO-
ToYeYHBIM TIpupTOM bpaiins,
CHEeIHAIbHBIX TprOOpax st
penbeHOTO PUCOBAHUS U
YyepyeHusl, B penbedHo-
rpaguUecKuX Mocoousx,
TU(DITOTEXHUYECKHE U
ONTUYECKHE CPEICTBA JIJIs
00y4deHus

Hapymenus OJJA

[Ipobnema oOycTpoiicTBa pabouero
Mmecra. [IpobiieMa 3aMeITICHHOTO
BOCHPHUSATHS U TIepeadn
naopmanuu. [Tpodaembr
KOMMYHHKAITUU

Opranu3zanus 0CTYIHON
0e30apbepHOI Cpeibl,
obecrieunBaroeil PU3NIECKYIO
1 HH()OPMAITHOHHYIO
JOCTYITHOCTh
npoecCHOHAEHOTO 00yUYEeHHS

Hapymenns ciiyxa u peun

[TpobreMbl KOMMYHUKAIINH,
3aMEIJIEHHOI0 BOCIIPUATHS
WH(pOpPMAIIUU U TTOTYYSHHUST HOBBIX
3HAHUM

Hcnoan3oBaHue 0CoOBIX
TEXHOJIOTHI MHTETpaluu —
CTYIIEHYAThIN MOJIXO0] — IO
BO3MO’KHOCTH B IIEPBBII roj
o0ydeHne IpOBOIUTCS B
OTIeNbHBIX rpynnax. O0yueHue
C CypJIOTIEPEBOTYUKOM

Jlerkas u  ymepeHHas
CTEIICHb YMCTBEHHOH
OTCTAJIOCTH

[TpobnemMbl KOMMYHHKALINHY,
3aMeJIEHHOTO BOCIIPUSTHS
uH(bOpMAaIIUU U MTOJTyYSHHUS HOBBIX
3HaHW, OTPaHUYEHHOTO BHIOOpa
npodeccuu, y3Koro moss TpyaoBoi
peanu3au
(ManoKBaTU(UIMPOBAHHBIA WIN
MEXaHUYECKUH TPYH)

OOyuenue 1o aganTupOBaHHBIM
IIporpaMmam, BKIKYAIOIIUM
OCBOCHHE MOJYJIEH.
[Tponomxenue o0y4deHust
HaBbIKAM KOMMYHHUKAIIUH

IlepBas rpynmna ymn ¢ OB3 — 310 nuna ¢ HapylmeHusMU 3peHus. Beiaendarorcs 3 OCHOBHBIE
TPYIIIBI JIUII C HAPYIICHUSMU 3PEHUS: CIeTIble, CTa00BUASININE U JIUIA C TOHMKEHHBIM 3PEHHEM.

K kareropuu ciensix oTHOcATCS numia ¢ octpotoit 3peHust ot 0 (0%) mo 0,04 (4%) Ha mydre
BUJISILEM TJIa3y C KOPPEKLUEH oukaMu, TakKe JuIa ¢ 0ojee BICOKON OCTPOTOM 3peHHus (BIJIOTH 0
1, 1. e. 100%), y KOTOpBIX TpaHUIIbI MOJISI 3PEHUS CY>KEHBI B Jy4llle BUIAIIEM ri1a3y A0 15 rpamycos
OT TOYKM (PUKCAlMM BO BCEX HamNpaBleHUsX. Takwe oOydaromecss SBISIOTCS MPAKTHYCCKH

CJICTIBIMU.

CpGI[I/I JINL, OTHOCAIIHUXCA K KaTCTOPUHU CJICTIBIX, IPUHATO BBIACIIATH!:
— aOCOJIFOTHO WJIH TOTAJIBHO CJICIIBIX;




— YaCTHYHO WJIA TapIHAIbHO CIEMBIX, UMEIOIMHMX JHOO CBETOONIYIIEHUS (CIOCOOHOCTH
pa3nuyath CBET U ThbMY), JTUO0 (hopMalibHOE 3peHUE (BO3ZMOXKHOCTH pa3iuyeHus (GpopMbl IpeaMera,
T.€. BeIIeNeHus Gurypsl u3 Gona).

K cmaboBuasimuM oTHOCATCS Juiia ¢ octpotoit 3perust ot 0,05 (5%) no 0,4 (40%) Ha myure
BUJSIIIIEM TJIa3y C KOPpPEKIHMeW oukamMu. OJTa KaTeropusi TakKe MOJpa3/esseTcsl Ha TPYIIbl B
COOTBETCTBHUE CO CTENEHbBIO 3PUTEIbHBIX HAPYILICHUM.

1. Jletu ¢ riybokuMm ciaOOBHJIEHHEM — 3TO T€, Y KOro OCTpOTa 3peHHus KojeOieTcs B
npeaenax ot 0,05 go 0,09 ¢ koppekiuueit oukamMu Ha JTydlie BUSAIIEM TIIa3y.

2. CnaboBuasmnige MKOJIbHUKHA ¢ ocTpoToi 3peHus oT 0,1 mo 0,2 ¢ Koppekiueld ouykamMu Ha
Jyd4llle BUJSLIEM IJ1a3Yy.

3. CnaboBuasmue et ¢ octporoit 3penus ot 0,3 mo 0,4 ¢ KoppeKHer ouykamu Ha JIydIie
BU/ISILIEM IJ1a3Yy.

OcTtpoTa 3peHust JIMIl ¢ MOHMKEHHBIM 3peHueM Bapbupyercs ot 0,5 (50%) mo 0,8 (80%) Ha
Jydlle BUAAIIEM a3y ¢ Koppekiuei. CorilacHO MCHXO0JIOro-Nearornyeckoi Kiaccuukanum Bee
JIETH C HapylIeHHWEM 3peHHs AensaTcs Ha aBe rpynmnbl. [lepByro cocTaBisioT Te oOyuaroiuecs,
KOTOpBIE B IIpoliecce y4eOHO-ITO3HABATEIbHON JEATEIBHOCTH ONMPAIOTCS Ha CIyX U OCA3aHMS.
OOBIYHO 3TO Ciemble C OCTATOYHBIM (POPMEHHBIM (MPEAMETHBIM) 3PEHHEM U JETH C TIIYOOKHM
cnabosuneHreM. Ko BTOpoil rpymme OTHOCSTCS HIKOJIBHUKH, IMPEUMYILIECTBEHHO HCIOJB3YIOIINE B
nporecce yueOHO-T03HaBaTEIbHON AESITeIbHOCTU CBOE HAPYIIIEHHOE 3pEHUE.

Bropast rpynma — 3TO JHMIa ¢ COXpaHHBIM WHTEIUIEKTOM TpH HapymieHusx ¢yHkuuii OJIA.
[Tonstue «uapymenuss OJLA» HOCUT coOMpaTeNnbHBIM XapakTep M BKIIOYAeT B ceOsi [BUraTeNbHbIC
paccTpoiicTBa, WMEIOIIKME OPTraHUYeCKOe UEHTPAIbHOE WM Tepu(epruuecKkoe MPOUCXOXKIACHHUE.
Cpenu oOyuaromuxcs ¢ HapymeHussMd OJIA MOXHO BBIIEIUTh KAaTETOPUIO CO CIOKHOUW CTPYKTYpOit
neexTa M TeX, KTO WMEIOT JIeTKWE JBHUraTelbHbIE HApyIMICHHS — OHHM IEPEIBUTAIOTCS
CaMOCTOSITENIbHO, BIAJCIOT HaBBIKAMU CaMOOOCIYKMBaHUA, MX TMCUXMYECKOE pa3BUTHE OIU3KO K
HOpPMaJIbHOMY Pa3BUTHIO.

VYV oOyuaromuxcs ¢ HapymeHusmu OJIA BenymuMm (NEpBUYHBIM) SIBISIETCS JBUTaTENIbHbIN
nedexT (Henopa3BUTHE, HapylleHHWEe WIM yTpaTa JABMraTelbHbIX (YHKUMH). B ocHOBHOM 3TO
CIymiaTeau ¢ UepeOpajJbHbIM MapaJiyoM. Y 3TUX OOYYaroIIMXCSl JIBUraTelIbHBIE paccTpoiicTBa
COYETAIOTCS € IMCUXUYECKMMHU M PpEYEeBbIMH HAPYIICHUSMHU, MOSTOMY OOJBLUIMHCTBO U3 HUX
HY)XJIa€TCs HE TOJBKO B JIEYEOHOW M COLMAIBHOM MOMOIIM, HO U B TICHMXOJOTO-TIEAaroruaeckon u
JIOTONIEINYECKON KOPPEKIIUH.

[TomMuMoO ABUTaTEIbHBIX PACCTPOMCTB y oOyudaromuxcsi ¢ HapymeHusMu OJIA oTmedaercs
3ajepxKa rncuxuyeckoro pazpurtus (nanee — 3I1P). 3I1P nposiBisieTcst B oTcTaBaHUU (OPMHUPOBAHUS
MBICITUTENIbHBIX ONEpaluid, HEPABHOMEPHOCTH pPAa3BUTHUS pPa3IMUHBIX ICUXMUYECKUX (YHKIUH,
BBIDQKEHHBIX B AaCTEHMYECKMX TMPOSABICHMUAX, TAaKMX KaK IOHMXEHHas paboTOCIIOCOOHOCTD,
HCTOILIAEMOCTh BCEX MCUXUYECKUX MPOLIECCOB, 3aMeIJIEHHOE BOCIIPUSITUE, TPYAHOCTH MEPEKITIOUCHUS
BHUMaHUA, Maibli o0beM mnamaTu. IlodTomMy y 3THX OO0ydYaroUIMXcsi OTMEuYaeTcs TPYAHOCTb B
BOCTIpUATUN UHPOpMauH, GOPMUPOBAHUH MPOCTPAHCTBEHHBIX U BPEMEHHBIX MPECTABICHUH.

Hpyrue xateropun odydaronuxcs ¢ HapymenusmMu OJ[A, kak mpaBuio, He UMEIOT HapYIIEHUH
MO3HABATEJIbHON JEATEIbHOCTH U HE TpeOyloT chenuaibHoro oOyueHuss W BocnuTaHud. OHHU
JIOCTaTOYHO JIETKO MHTETPUPYIOTCS B KOJUIEKTUBBI C HOPMAJIBHBIM MCUXO(PHU3UUYECKUM Pa3BUTHEM U
HE UMEIOT 0COOBIX CI0XKHOCTEN B 00yUeHUH.

Tpetbst rpymnma — 3T0 oOydarolvecs C HapylIEHHsAMHM CllyXa U pedd. Bwlaensiorcss Tpu
OCHOBHBIE TpPYIIbl JHIl C HApYHIEHUAMH CIyXa: Heciblmamue (Tiiyxue), ciabocibliamnime
(Tyroyxue) ¥ mO3IHOOTJIOXIIIUE.

Hecnpimamue (rimyxue) HMMEOT TIyOOKOE CTOMKOE JBYCTOpPOHHEE HapylIeHHE CllyXa.
Hapymenue cinyxa ¥ pedeBoe HEIOPA3BUTHE STOW KAaTErOpUM OOYUYaAIOUIMXCS BJIEKYT 3a CO0Oii
M3MEHEHHUs B Pa3BUTHM BCEX MMO3HABATEIbHBIX MPOILECCOB, B (POPMUPOBAHUU BOJIEBOTO MOBEEHUS,
HMOIMH, YyBCTB, XapakTepa M JAPYruX CTOPOH JUYHOCTH. IIpu opraHm3anuu ux oOy4deHHs aKIEHT
JIeJIaeTCsl Ha pa3BUTHE CIYXOBOI'O BOCHPHUATHSA, YTEHUE C 'y, IpeaMeTHO-TIpaKTuYeckoe oOydeHue,
00y4YeHHe C ITOMOUIBIO JKECTOBOM peyH U Ap.



Cnabocnpimamue (Tyroyxme) — OOydYaroIIMecss ¢ YacTUYHOM HEIOCTaTOYHOCTBIO ClIyXa,
IPUBOJALIEH K HAPYLIEHUIO PEYEBOTO Pa3BUTHS.

[Tpu opranuzanuu oOy4eHuUs 3TON KaTETOPUH HYKHO YUUTHIBATh UTO:

— TYrOyXOCTb — CTOWKOE IOHM)KEHUE CIllyXa, IPU KOTOPOM BO3MOXKHO CaMOCTOSITEJIILHOE
HAaKOIJIEHNE MUHUMAJIBHOTO PEYEBOI0 3a11aca Ha OCHOBE COXPAHUBUIMXCS OCTATKOB CIIyXa;

— HEJOCTaTKH CIyXa y OSTOW KaTeropuu MNPHUBOIAT K OTPAHUYCHHUIO PEUYEBOTO OOIICHHMS,
BOCIIPUSATHUS PEUH HA CIyX B UCKA)KEHHOM BH/JIE;

— BapHaHTHI MCIIOJIB30BAaHUS PEYd B OOBIICHHOM KHM3HHM Yy CIAOOCHBIIAIIUX JIOEH OYeHb
BeinuKd. OIHaKO OHM 3aBUCAT OT MHAMBUIYAIBHBIX MCUXO(MU3MYECKUX OCOOEHHOCTEH M OT TeX
COLIMAJIbHO-TIEJarOTMYECKUX YCIIOBUM, B KOTOPBIX OH HaXOJMJICS, BOCIIUTBIBAJICS U 00ydaJICs.

[TozgHoOTrNIOX1IME — 3TO O0yYaromuecs, MOTEPSIBIINE CIYX BCIEICTBUE KaKoW-mnOo Oose3HH
WIA TPaBMBI MOCJIE TOT'O, KaK OHHM OBJanenu peusto. [Ipu mx oO0yd4eHHWH HYXKHO yYUTHIBATh UTO,
MoTepsl ClIyXa y 9TOM KaTeropuu ObIBaeT pa3Has — TOTalIbHAs, WM OJIM3Kas K INIyXOTe, WU OJIu3Kast K
TOM, YTO HAONIIOaeTCs y caa0OoCbIIIAIIMX. DTa IPYMIa, Kak MPaBHiIo, UMEET IpoOIeMbl HE TOIBKO €
KOMMYHHKAIIMEH, HO U C BOCTIPUSATHEM HH(POPMAIMH U MOJIyY€HHUEM HOBBIX 3HAHHM.

UerBeprass rpymnmna — oOydaommecss ¢ JErKOH HW  YMEPEHHOM CTEMEHbI0 YMCTBEHHOM
oTCcTajgocTu. TepMUHOM «yMCTBEHHAsl OTCTAJIOCTh» 0003HAYAETCS COCTOSHHUE CTOMKOTO CHUKEHHS
MHTEJUIEKTA BCIIEJCTBHE OPTraHUYECKOTO OPAKEHHS TOJIOBHOTO MO3Ta. XapakTepHOU 0COOCHHOCTHIO
nedekra MpU yYMCTBEHHOH OTCTalOCTH SIBISIETCSl HApPYIIEHHWE BBICIIMX ICHUXHUYECKUX (YHKIUN
(oTpa’keHUS M pErysiUd TOBEIEHUS M JEATEIbHOCTH), YTO BBIPAXKAETCS B HapyIIECHUU
MO3HABATENIbHBIX IMPOLIECCOB (OIIYIICHUH, BOCHPUATHS, MAMSTH, MBIIUICHUS, BOOOPaKEHUS, pEUH,
BHUMAaHHSA), a TAK)KE CTPAIAIOT IMOIIMOHAILHO-BOJIEBas cpepa, MOTOPUKA U IMIHOCTH B IIETIOM.

OOyyaroniuecs C JIeTKON CTENEHbI0 YMCTBEHHOM OTCTAJIOCTH B OCHOBHOM O0JIa[JalOT XOPOIIUM
BHUMaHUEM M XOpPOILIEH MEXaHMYEeCKOW MaMsThlO, CHOCOOHBI 00y4YaThCA MO aAaNTHPOBAHHOU
nporpamme. B ganpHelimeM OHUM TpHOOpeTaloT MpodecCHOHANbHBIE HABBIKK W MOTYT
CaMOCTOSITENIbHO TPYAUTHCS Ha Mpou3BozcTBe. OHM BIAJICIOT CIIOCOOHOCTHIO MCHOJIb30BaTh PEYb B
MOBCEHEBHbIX Lensax. OpHako [AI8 UX pedyd XapakTepHbl (POHETUYECKHE HMCKaKEHMUS,
OTPaHMYEHHOCTDH CJIOBAPHOIO 3araca, HeJOCTaTOYHOCTh NMOHUMaHUs ciIoB. MmeroTcs 3aTpynHeHus B
0o OpMIIEHHH CBOUX MBICIIEH, Iepeade coAepxKaHusl MIPOUYUTAHHOTO UM yCIbIIIaHHOTO. MBbIIIIeH!e
KOHKPETHOE, HETOCIIEI0BATEIbHOE U CTEPEOTUIIHOE. Perynupyronas posib MBIIIJIEHNS B IOBEICHUH
ciabasi, ciocoOHOCTh K OTBJIEUEHHBIM MTPOLIECCaM CHHKEHA.

[TamsTh OTNIMYaETCs 3aMEUIEHHOCTBIO U HEITPOYHOCTHIO 3alIOMUHAHUSA, OBICTPOTON 3a0bIBaHuS,
HETOYHOCTBIO Bocnpou3BeaeHus. Harbonee Hepa3BUTHIM OKa3bIBAETCsl JIOTMUECKOE OMIOCPET0BAHHOE
3anoMuHaHue. B To ke BpemMs MexaHM4YecKas INaMsaTb B OCHOBHOM COXpPaHEHa. OMOLUHU
HEJ0CTaTOYHO AU PEepeHINPOBaHbl, HeaJeKBaTHbI. [IOCTYNKM HEZOCTATOYHO IlieJeHaNpaBICHHBI,
MMITYJIbCUBHBI.

[IcuxoMOTOpHOE HENOpa3BUTHE TMPOSIBISAETCS B HEMPOAYKTUBHOCTHM M HEJAOCTAaTOYHOU
1eJ1ecO00pa3sHOCTH  MOCIE0BATENbHBIX JBMKEHUH. OCOOEHHO IUI0OXO C(OPMUPOBAaHBI TOUYHBIE
JBUKEHHUS, @ TAKXKE JKECTUKYIIALNSA U MUMHUKA.

YMepeHHass yMCTBEHHas OTCTaJIOCTb — CpPEOHSAS CTENEHb ICUXMYECKOTO HEIO0Pa3BUTHS
XapakTepusyercsi Hec(hOpMHUPOBAHHBIMU TO3HABATEIBHBIMU IpoleccaMH. MBIIIEHHE KOHKPETHOE,
HEIMocJIe0BaTeNIbHOE, HECIOCOOHOE K 00pa30BaHHUIO OTBJICUEHHBIX MOHATUH. Y 00ydYarOMIMXCs 3TOU
KaTeropuy IOHMMaHWE U MHCIIOJIb30BAaHME pe4Yd orpaHuyeHo. Yacto peub CONMpOBOXKIAETCS
nepexramu. CTaTHUeCKME U JIOKOMOTOPHbIE (YHKLIMH HEAOCTaTOYHO U (PepeHIUPOBaHbI.
CtpanaoT KOOpAMHALMS, TOYHOCTb M TEMIl JBIWKEHHH. Pa3BuTue HaBBIKOB CamMOOOCHYKHBAHUS
orcraeT. OTMeUaeTcsl HEJOPA3BUTHE BOCIIPUATHS U TIAMSTH.

KoMIutekcHbpIi  MOAXOA K peanu3alu  aJalTHPOBAHHOM  OCHOBHOM  IIPOrPaMMBbI
npodeccuoHanbHoro odyuenust o npodeccun «Cekperapp-anmunucTparop» B 000 «KACKA/]
TPEW/» mo3BomuT chOpMHpPOBATH y CIyLIaTeNneil NCHXONOTHYECKYI0 TFOTOBHOCTH K IPOLECCY
00y4YeHHsI, a TAKXKE IOCTUYb OCHOBHOM II€ITH:

— co3/IlaHue 00pPa30BATEIHHOM CpPEelbl, CIIOCOOCTBYIOIICH (HOPMUPOBAHHIO MPOPECCHOHATHHBIX
KOMIIETEHIIMH, a TaKKe pa3BUTHIO JMYHOCTH U OOIIEH KOMIETEHTHOCTHOH KYJIBTYPHI,
COOTBETCTBYIOIIEH  OOUICTIPUHATHIM  HPAaBCTBEHHBIM W COLIMOKYJIBTYPHBIM  LIEHHOCTSIM,



GbOopMUPOBAHHIO HEOOXOAMMBIX JJIsi camMopeald3allid M JKU3HU B OOIIECTBE MPAKTUYECKUX
NPEJCTaBICHU, YMEHHA ¥ HaBBIKOB, IMO3BOJSIIONIMX JOCTUYh OOYYAIONUMCS MaKCHMalIbHO
BO3MOXKHOH CaMOCTOSITEIbHOCTH B ITOBCEIHEBHOM JKU3HH.



1. OBIIASA XAPAKTEPUCTHUKA AOIIIIO

1.1. Hean peanu3anum NporpamMmbl

Heas: dopmupoBanue y oOydyaromuxcst nNpo(ecCHOHATBHBIX KOMIIETCHINH, HEOOXOIMMBIX
JUTSL BBITIOJIHEHUST HOBOTO BUJAa NMPO(ECCHOHATBLHON eATeIbHOCTH B O0JIACTH OPraHU3aIl[MOHHOTO U
JOKYMEHTAITMOHHOTO 00ECTIeUeHHs YIPABJICHUSI OPTaHU3aUSIMH JFOOBIX OPraHU3aIMOHHO-TTPABOBBIX
dbopm, mpuOOpeTEeHHUE HOBOM (IOMOJHUTEIBHOW) KBanmdukanuu 1o mpodeccun «Cekperapb-
AJIMUHUCTPATOP» C y4eTOM ncuxodusnyecknx ocodeHnoctei iuu ¢ OB3.

1.2. HopmaTuBHO-TIpaBOBbIE aAKThI, HCIOJIb3yeMble /J1Jisl pa3padoTKu NPOrpaMMbl

[Iporpamma pa3paboTaHa B COOTBETCTBHM C TpeOOBAHUSMH HOPMATHBHO-TIPABOBBIX
JIOKYMEHTOB:

1. KonBenuuss o mnpaBax uHBaMUAOB. llpuusta pesomromueir 61/106 I'eHepanbHOI
Accambnen ot 13 nekabps 2006r.

2. ®enepanpHoro 3akoHa or 29 gekabps 2012 r. N 273-@3 «0O06 oOpa3oBanuu B
Poccutickoit ®eneparuny (¢ usmeHeHussMu Ha 11 urons 2022 roma);

3.  ®enepanbublii 3ak0H 0T 03 Mas 2012r. Ne 46-D3 «O patudukanmm KoneHmun o npaBax
WHBAJIHUIOBY;

4. @enepanbHblii 3ak0oH OT 24 Hosa0ps 1995r. Ne 181-®3 «O coumanpHOM 3amure
uHBanu0B B Poccuiickoit @enepannn» (¢ U3SMEHEHUSMHU U JIOMOTHEHUSIMH );

5. [Ilpuka3z MunucrepcTBo npocseiienus Poccuiickoit @enepanuu ot 26 asrycta 2020 roga
N 438 «O06 yrBepxkacann [lopsiika opraHu3auy U OCYIIECTBICHUST 00pa30BaTEeIbHON AEATeIHHOCTH
[0 OCHOBHBIM Iporpammam MpodecCHOHANbHOrO0 00y4eHus» (3apeructpupoBaHo B MuHIoCTe
Poccuu 11 centsiops 2020 roaa, peructpaunoHubiii Ne 59784).

6. Ilpuka3z MunucrepctBa obpazoBanusi u Hayku P® ot 23 asrycra 2017 r. N 816 «O06
yrBepxkaeHun llopsaka mNpUMEHEHHs OpraHU3alMsIMH, OCYLIECTBISIIOIIMMU 00pa30BaTEIbHYIO
NeSITebHOCTb, 3JEKTPOHHOIO OOYYeHUs, AWCTAaHIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTHH IpH
peanuzanuu 00pazoBaTeNbHbBIX IPOrpaMm» (3apeructpupoBano B Muntocre P® ot 18 centsdps 2017
roja, peructpaunoHHbIi Ne 48226);

7. Ilpuka3z Munnpocsemenus Poccun ot 25.04.2019 Ne208 «O BHeCEHHMM W3MEHEHUH B
[Tepeuenr mnpodeccuii pabounx, MOIKHOCTEH CHyXKallUMX, IO KOTOPhIM OCYILIECTBISETCS
poQeCCHOHAIBHOE 00YUEHUEY, YTBEPKICHHBIN MPUKazoM MuHucTepcTBa oOpazoBanus U Hayku PD
ot 2 uronsa 2013 . N 513;

8. [IIpuxa3z MwunncrepcrtBa obpazoBanus U Hayku PD ot 09 Hos6ps 2015r. Ne 1309 «O6
yrBepxkaeHun Ilopsiaka oOecrneyeHus YCIOBUM JTOCTYNIHOCTU ISl WHBAIMJIOB OOBEKTOB H
IIPEJIOCTABISIEMBIX YCIYT B cepe oOpa3oBaHHsA, a TaKKe OKa3aHUS UM IPU 3TOM HE0OXO0IUMOM
MOMOIIMY (C U3MEHEHUSIMU U JIOTIOJIHEHUSIMH );

9. IIpuxa3z MunuctepctBa oopa3oBanus u Hayku PD ot 02 nexadps 2015r. Ne 1399 10 «O6
yrBepxkacHun [lnana MeponpusTuii («I0poKHOH KapThl») MuHuCTepcTBa 00pa3oBaHUS M HAYKH
Poccuiickoit @enepanyy MO MOBBILICHUIO 3HAYCHUN MMOKa3aTeled OCTYMHOCTH I WHBAJIUIOB
00BEKTOB U MPENIOCTABIISIEMbIX Ha HUX YCIYT B chepe 00pa3oBaHUN»;

10. IMpuka3 Muntpyma Poccum ot 04 aBrycra 2014r. Ne 515 «O6 yTBepKaeHUU
METOAMYECKHX PEKOMEH/IAIUI 110 NEPEeUHI0 PEKOMEHIYeMbIX BUJIOB TPYAOBOH U MpodhecCHOHAIbHON
NEeSTeNIbHOCTH  MHBAIMIOB C  y4E€TOM  HApylIeHHBIX  (YHKIUMH W OTpaHUMYEHUH  uX
KU3HEJEATEIBHOCTIY;

11. TIpodeccuonanbHblii  cTaHAApPT «Cnequainuct 1o OpraHU3allMOHHOMY  H
JIOKYMEHTAIIMOHHOMY OOECIIEYeHHIO YIpPaBICHHUS OpraHuzanuein», yrBepxkaeHHoro [Ipukazom
MHUHHUCTEPCTBA TpyAa U coruanbHoi 3amuThl PO ot 15 utons 2020r. Ne333H, 3aperucTpupoBaHHOTO
B Muntocte PO 15 nrons 2020 r., peructpanuonssiii Ne 58957

12. O6mepoccuiickuii kiaccudukarop mnpodeccuii padounx, MTOJDKHOCTEH CIYKAIlUX H
tapuueix pazpsaaos OK 016-94 (OKILATP) npunsat nocranosienueMm ['occranmapra PO ot 26
nexabpst 1994 r. Ne 367 (¢ uBMEHEHUSIMU 1 JJOTIOJTHEHUSIMH );

13. ITucemo MunucrepctBa obpa3zoBanusa 1 Hayku Poccuiickoit denepanuu ot 22.04.2015r.


https://docs.cntd.ru/document/565697399#6520IM
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Ne06-443 «O mnHampaBieHun MeTOAUYECKUX peKOMeHaanui» (BMecte ¢ «MeToandecKuMu
pPEKOMEHJALMSAMU IO pa3paboTKe M pealn3allui aJalTHPOBAHHBIX 00pa30BaTENbHBIX MPOrpamMM
cpeaHero npodeccuoHalbHOro 00pa3oBaHus yTB. MuUHUCTEpCTBOM 00pa3oBaHus U Hayku Poccun ot
20.04.2015r. Ne 06-830BH).
1.3. XapakTepucTuka HOBOro Bu/jaa npogeccHoHAIbHOM 1eITeIbHOCTH
O0JacTh 1 00beKTHI NPO(PeCCHOHAIBHOM A TeJIbHOCTH
OO6nacTeio Mpo(hecCUOHATIBHON AEATEIbHOCTU CllyliaTesiei, OCBOMBIIUX MPO(ECCHOHAIBHYIO
IpoTrpaMMy SIBIISICTCS: BBIIIOJHEHHE TEXHUYECKUX (DYHKIHMHA 1Mo oOecredeHuIo M 0O0CIyKHBAHUIO
paboThl PYKOBOJIUTENS OpraHU3allid, CBS3aHHBIX C IOJArOTOBKOH, XpaHeHHeM, 00pabOTKOH ¢
MOMOIIBIO CPEACTB OPraHU3AMOHHON TEXHUKU HEOOX0MMOI HH(pOpMAITHH.
OObexramu Npo(ecCHOHANBHON JeATEIbHOCTH CIyllaTeiaed, OCBOUBIIMX JOMNOJHUTEIbHYIO
poeCCHOHATIBHYIO IIPOTPAMMY SIBIISTFOTCSL:
— JIOKyMEHTHpOBaHHas MH(OpMaIys;
— TIPOLIECC TEXHUYECKOTO 00CTyKUBaHHUS PaOOThI PYKOBOIUTEIIS;
— OpraHM3alOHHas TEXHUKA.
Buabl npodeccnoHabHON AeATEJBLHOCTH U 3a4a4d, KOTOpPbIe J0JKHbI OBITH TOTOBBI
peliaTh cJayliaTe]d, OCBOUBIIME MIPOrPaMMy
Bunom mnpodeccuoHambHONW JeATSIBHOCTH CIyIIATeNIeld, OCBOMBIIUX MPOPECCHOHATBHYIO
IpOTrpaMMy sIBJISIETCS:
BIIJ] 1. Oprann3zanvoHHOE U AOKYMEHTAI[MOHHOE OOECHEeUYEeHUE YIPABIICHUS OpPraHu3alUsIMU
JH0OBIX OPraHU3alMOHHO-TIPABOBBIX (hopM
Cnymarend, OCBOMBIIME MPOrpaMMy B COOTBETCTBHM C BHJOM HPOQecCHOHATbHON
NEeSITeIbHOCTH, Ha KOTOPbI OpUEHTHUPOBAaHA JOJDKHBI OBITH TOTOBBl pellaTh CIEAYIOLIHEe
poQeCCHOHAIIbHBIC 33]1a4H:
— peanuzanus odecrneunBaoIMX GYHKINUN YIPaBICHHUs OpraHu3aluei;
— OpraHu3alMoHHOE oOecreuyeHue NesITeIbHOCTH OpraHu3aliy.
1.4. TpeGoBaHus K pe3yJbTaTaM 0CBOCHHS MPOTrPaMMBbl
C nenpio OBIAJEHUS YKAa3aHHBIM BHJIOM IIPO(ECCHOHATIBHON AESITEIbHOCTH CIyIIATeNlb B X0/1€
OCBOCHMS IPOrpaMMbl B COOTBETCTBHM C HPOQPECCHOHATIBHBIM CTaHAAPTOM «CIEnUalnucT 0
OpraHM3allMOHHOMY U  JIOKYMEHTAllUOHHOMY OOECHEYEeHMIO  YIpaBJIEHUS  OpraHu3aluei,
yTBepxkAcHHOro Ilpukazom MuHUCTEpCTBA Tpyna M conuanbHOM 3amuTel PO ot 15 urons 2020 r.
Ne333n, 3apeructpupoBanHoro B Muniocre P® 15 urons 2020 r., peructpaunonusiii Ne 58957
JIOJDKEH OBJAJIETh CIEAYIOIUMH NMPO(YEeCCHOHAIBHBIMU KOMIETEHLIUSAMHI COOTBETCTBYIOIIMMHU BULY
MpoeCCHOHAIBHON e TEHHOCTH
1K 1 ITpuem u pacnpenenenue TeaeoHHBIX 3BOHKOB OpraHU3alllu;
[1K 2 Opranusanus paboThl ¢ TOCETUTEISIMU OPTaHU3alINN;
[1K 3 BeinonHeHne KOOPAMHUPYIOMIUX U 00€CTIeYMBAIOIIUX (DYHKIIHHA.
B xone ocBoeHus nmporpammsl mpodeccnoHanTbHOTO 00yUEHUS CIIyIIaTeNb JTOJKEH:
3HATh!
— (GyHKIUY, 33/1a4H, CTPYKTYPY OpPTaHU3AINH, €€ CBSI3U;
— IpaBHJIa B3aUMOJICUCTBUA C MapTHepaMu, kineHtamMu, CMU;
— TpaBuJia 3alIUTHl KOHPUAECHIHUATBHON CiTy>keOHOM nHpopManuu;
— IpaBWJia OPraHU3AlMM [TPHEMa MTOCETUTENeH;
— TIpaBWJIa JIEJIOBOr0 OOLICHHUS;
— CTpPYKTYypy OpraHu3alud W  pacopeeneHue  (QYyHKUMA — MEXOy  CTPYKTYpHBIMH
NOJIpa3IeJICHUsIMU U CIIELIMATUCTAMY;
— IpaBWJia OPraHU3alMK IPHUEMOB B OHCE;
— TIpaBWJia CEPBUPOBKHU YalHOTO (KOGEHHOTO) CTOA;
— IpaBWIa NPUTOTOBJIEHUS U [101a4H TOPSIYUX HAIIUTKOB M 3aKYCOK K HUM;
yYMeTh:
— UCIOJb30BaTh CPEACTBA KOMMYHHKAIIMOHHOM OPITEXHUKU MAJIs TNOJIY4YEHHs U Iepenadu
nHpopmanuu;



— BECTH YYETHbIE PErHMCTPALIMOHHbIE (DOPMBI, UCIIONB30BaTh UX JUIsl HH(POPMALIMOHHON paboThl;
— YCTaHaBIMBAaTh KOHTAKT C COOECEIHMKOM, MOAJIEPKHUBATh U Pa3BUBATh JAEJIOBYIO Oeceny B
npoiiecce Teae(OoHHBIX IEPErOBOPOB;
— CIVIaXHBATh KOH(JIMKTHBIC U CII0KHBIE CUTYAIIMH MEXIMYHOCTHOTO B3aUMOJICHCTBHUS;
— CcoOMIOAaTh CITYKEOHBIN ITUKET;
— NPUMEHATH HHPOPMALMOHHO-KOMMYHHUKAIITOHHBIE TEXHOJIOTHUH;
— COCTaBJISITh U BECTH YUETHbBIE JOKYMEHThI
— HCII0JIb30BaTh YCTAHOBJICHHbIE ITPaBUJIa U IPOLELypbl KOMMYHHUKAIIMY BHYTPH OpraHU3aLUY;
— BECTH y4eTHble (OpPMBI, UCII0JIb30BATh UX Ul PAOOTHI;
— CO37aBaTh MOJOXKHUTEIbHBIN UMUK, COOTBETCTBYIOIIMNA UMHJIKY OpraHU3aluu;
— NPUHMMAThH MEpPBI N0 Pa3pEIICHUI0 KOH(IMKTHBIX CUTYallui;
— obecrnieunBaTh KOH(DHUACHIIMAIBHOCTS HH(DOPMAITNK;
— OLCHMBATH PE3YJIbTATHl B pAMKaX MOCTABJICHHBIX 3a]1a4.
HMeTh MPAKTUYECKHIi ONBIT:
— IepeHarpaBieHUs TesIe()OHHBIX 3BOHKOB PYKOBOJCTBY M COTPYJHHKAM OpraHU3aLUY;
— PperucTpanyy MOCTYNAUIMX TeICPOHHBIX 3BOHKOB;
— MOJIydyeHHUs] HeoOXoauMoW MH(OpMAIMM M Mepelayd CAaHKIMOHMPOBAHHOW MH(pOpMAaIuu 1O
Tenedony;
— BCTpPEYH MOCETHUTEJCH, MOIyuYeHHs] TEPBUYHON MH(POPMAIIMK O TOCETUTENSAX M TOMOIIM B
OpraHu3aluy UX MMPHEMa PYKOBOACTBOM U COTPYAHUKAMU;
— BeJIeHMs JKypHaja 3alllicu IOCeTUTeNEH;
— yudera noceTureneil U 0opOpMIIEHHS MPOIMYCKOB;
—  COJCHCTBHS ONEPATHBHOMY PACCMOTPEHHUIO POCHO U MPEI0KESHUHN TTOCETUTEIICH;
— TpHUeMa U Mepeavyn JOKYMEHTOB ITOCETUTENEH PYKOBOJICTBY U COTPYAHUKAM OpPTaHU3AIUH.
1.5. TpeGoBanusi K YpOBHIO MOATOTOBKH MOCTYNAIOLIEr0 HA 00yYeHUe, HEOOXOTUMOMY LISt
OCBOEHHSI IPOrPaMMBbI
K ocBoeHuto 0CHOBHBIX Mporpamm npodeccuoHanabHOro 00ydeHus 1o npodeccusm padoymx,
JIOJDKHOCTSIM  CITY’KalllMX JIOIYCKAOTCs JIMIA Pa3IMYHOro BO3pacTa, B TOM YHCIIE HE HMEIOIIHe
OCHOBHOTO OOIIETO WU CcpeaHero oOmiero oOpa3oBaHMs, BKJIKOYAs JIMIl C OrPaHUYEHHBIMU
BO3MOKHOCTSIMH 3JI0POBbsI (C pa3inuHbIMUA (POPMAMHU HO30JIOTHH).
[IporpaMMa opueHTHMpOBaHAa Ha CiylIarenaei, ob0iagaromMux HEOOXOAUMBIM YPOBHEM
KOMITbIOTEPHON TPaMOTHOCTH Ui JAMCTAHIIMOHHOTO OOYYeHHUs, M JHUI[ C HapylIeHHEeM 3peHHs
(cmaboBUAIINX).

Tpynoemkocts 00yuenust — 520 yacoB 3a Bechb INEpHOJ OOY4YEHMs, BKIIIOYash BCE BU/IbI
ayJMTOPHOM 1 BHEAYIUTOPHOHU (CaMOCTOATENbHOI) yueOHOM paboThl CiTyIIaTes.

®opma o0y4yeHHs — JUCTAaHIIMOHHAs C TPUMEHEHHEM DJJEKTPOHHOTO OOy4YCHHS W
JUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHH B COOTBETCTBUU C JEUCTBYIOLIEH HOpPMAaTHBHOMN
6a3oii.

Pexkum 3aHsiTHi — yuyeOHas Harpy3ka yCTaHaBJIMBAETCs 8 akaJleMHUYECKHX YacoB B JEHb, HE
6osnee 40 yacoB B HeNENIO, BKIIIOYAsi BCE BHUJIbI ayJUTOPHONW U BHEAYAUTOPHON (CaMOCTOSITENBHOI)
yueOHOi1 paboThI ciyIIaTenei.

IpucsanBaemas kBanupukanus: Cexkperapb-aIMUHUCTPATOP 3-TO pa3psaa.

®opmMa [10KYMEHTa, BbIIaBaeMOro 10 Ppe3yJbTAaTaM OCBOEHHSI NPOrpaMMbl —
CBUJETENLCTBO O  mpodeccur  pabouyero, JOHKHOCTH  CIYXallero ¢  MPUCBOCHHEM
KBJTM(DUKAIIMOHHOTO pa3psijia.

Karteropusi caymareneid — nuna ¢ OB3 06e3 mnpempsBiacHuss TpeOOBaHWNM K YpPOBHIO
o0Opa3oBaHusl.



2. COAEPX KAHHUE AOIIIO

2.1. Y4eOHBIH IUIaH

Heab — popmupoBanue y odydaromuxcs npodecCHOHATbHBIX KOMIIETEHIIUH, HE0OXO0IMMBIX
JUISL BBITIOJIHEHUSI HOBOTO BHUIa MPO(ECCHOHATBHON JEeSTeIbHOCTH B O0JIACTH OPTaHU3allMOHHOTO H
JIOKYMEHTAIMOHHOTO 00eCIIeUeH s YIpaBIeHUS OPraHU3aMsIMHE JIFOOBIX OPraHU3aIMOHHO-TIPABOBBIX
dopM, mpuOOpeTeHue HOBOW (MOMONHHUTENbHOU) KBannpukamuu 1o mnpodeccun «Cekperapb-
aIMUHUCTPATOP» C YUETOM MCHX0(U3nIecKux ocooeHHocrei nui ¢ OB3.

Yuebnblii 1nan mnpodeccun «Cekperapb-aAMUHUCTPATOP» COCTABIEH C YYETOM OOLIMX
TpeboBaHUI K pa3paboTke ydeOHOW MoKyMeHTanuu u ycnoBusMm peanusanuu AOIIO. YueOHblit
iaH g ciymareneid ¢ OB3 moctpoeH ¢ yuérom TpeOGoBaHMT COBPEMEHHOM KU3HH OOIIECTBA U TEX
npobieM, KOTOpbIE 3aTparuBaioT uUHTEpechl M moTpednoctn i ¢ OB3. CaoeBpeMeHHOE
oOecrieueHre aJeKBaTHBIX YycioBUd oOyueHuss nuin ¢ OB3  cnocoGcTByeT MpeoaosieHUIO
HEYCIIeBAEMOCTH CIylIaTeseid, OXpaHe 370pOBbs, MNPOPHIAKTUKE AacOIHMAIbHOTO IOBEICHMUS,
KOPPEKIIMH HX TICUXUYECKUX M (U3NYECKUX HapylieHuil. B yueOHOM miaHe oToOpaxkaercs
JIoOTHYEcKasl MOCJIeI0BaTeIbHOCTh OCBOCHHS MOAYJIeH, obecneunBatonux hopmuponanue [1K.

B yueOHOM 1IaHe yKa3bIBAOTCSA (OPMBI MPOMEKYTOUHOH arTecTanuu (3adet). Momynu
AOIIIIO chopmupoBaHbl C YI4ETOM COIMAIBHO-3KOHOMUYECKOT0 MPOoQuIIs MoxydaeMoil mpodeccun,
c yderoM TpeOOBaHMI K opraHm3anuu mporecca oOydenus jun ¢ OB3 um peanmusyrorcs yepes
aJanTallMOHHYI0 00JacTh, I/iIe 0c000e BHUMaHHUE yaenseTcss (OPMUPOBAHUIO HABBIKOB aJalTalllH
JIMYHOCTHU B COBPEMEHHBIX KU3HEHHBIX YCIOBUSIX.

VYuebnsiil maan AOIITIO «Cekperapb-aIMUHUCTPATOP»

Ne | HaumenoBanue yueOHBIX Bcero, B ToM uncne dopma
n/n AUACHHUIIIINH qac Jlexuuu | [Ipaktuueckue | Camoctos- | KOHTPOIA
3aHATHS TeJIbHAs
pabota

1 | Moayns 1. OcHOBBI 58 28 18 12 Tectupos
CEKPETapCKOTo Jiena. aHue

2 |Mongyns 2. DOrtuka Wu Tectupos
IICUXOJIOTHS JIEII0OBOT'O 58 28 18 12 aHue
0OIIIEeHN s, PEUYEBOM ITHUKET.

3 | Monayns 3. KoHuTpons
Nudopmanronnsie Has
TEXHOJIOTMH B 42 26 6 10 pabota
JTOKYMEHTAITMOHHOM
00eCIIeUCHUH.

4 | Monyns 4. KonTpoib
JIoKyMeHTaIlMOHHOE 274 166 48 60 Has
o0ecrieueHre yrpaBIeHHUs. pabota

5 | Moayns 5. Tectupos
Kondunennuansnoe 70 48 99 aHue
JEIIONIPOU3BOJICTBO U
3amuTa HHQOpMaIIHH.

6 | Koncynpranuu 12

7 | UTorosas arrecramus 6 Kpanmupuk

AITMOHHBIN
JK3aMEH
7.1 | B T.4. TECTUPOBAHHE 1 Tect



https://base.garant.ru/402925835/c9c989f1e999992b41b30686f0032f7d/#block_21156

7.2 | mpakTHYecKas 5 [TKP
KBaJIM(HUKAIIMOHHAs paboTa
HUTOrO: 520 296 90 116




2.2. Y4eOHO-TeMATHYCCKNH IIJIAH

Ne | Hammenoanue yueOHbix | Beero B ToM uucne ®opmMma
n/ JUCLUILUINH ,4ac | Jlekmuu I[IpakTHuecKue CamocTos- | KOHTpOJIS
1 3aHATHUS TEJIbHAS
pabota
1 | Moayar 1. OcHOBBI 58 28 18 12 TecTuposn
CEKPeTapCKoro jaea. aHue
11| Tema 1. Cekperapp B
OpraHu3aLuu. I/ICTOpI/IiI 12 6 4 2
pasBUTHSI  CEKPETapCKOU
JESITeTbHOCTH.
1.2 | Tema 2. Opranuzanus
pabodero MecTa
cekperapsi. OGopyaoBaHue 18 8 5 4
pUEMHOU ouca
TEXHUYCCKUMU
CpeACTBaMH.
1.3 | Tema 3. IlnanupoBanue u
opranmsanust ~ pabouero | 28 14 8 6
BPEMCHHU.
2 | Moayas 2. JTHka H
NCHXOJIOTHS  /IEIOBOTO | g 28 18 12 TecTupon
o0ueHus, peuyeBoii aHue
ITHKET.
2.1 | Tema 1.
[Ipodeccrnonanbhas rTHKa 24 12 6 6
CeKpeTapsl.
2.2 | Tema 2. IIpuem 28 16 12 6
MTOCETUTENCH.
3 | Moayas 3.
HNudpopmannonHblie KonTpoa
TEXHOJIOTHH B 42 26 6 10 bHasl
AOKYMEHTAIIHOHHOM pabdora
ol0ecrnieyeHUH.
3.1 | Tema 1. IIpaBuiia paboThl 20 10 6 4
¢ 0pMCHOM TEXHUKOM.
3.2 | Tema 2. cnions3oBanue
CTaHJApTHOTO
MIPOrPaMMHOTO 29 16 6
oOecrniedyeHus st
OpraHHu3aIu
JIETIOTIPON3BO/ICTBA.
* | Roeymentaunonnoe Kontpo
274 166 48 60 bHasI
olecreyeHue
padora
ynpasBJieHHsI.
4.1 | Tema 1. Opranuzanus 58 30 16 12
JIeTIOTIPON3BOJICTBA.
4.2 | Tema 2. JIokyMeHT, ero 66 38 16 12
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(hyHKIIMH, OCHOBHBIE
CIOCOOBI
JOKYMEHTUPOBAHMUSI.

4.3

Tema 3. CucreMsl
JOKYMEHTAIUH.

58

30

16

12

4.4

Tewma 4. Homenkiarypa
nen. Ogopmienue u
XpaHEHUE IOKYMEHTOB.

50

38

12

4.5

Tema 5. OcHOBEI
apXHUBOBE/ICHHUSI.

42

30

12

Monayas 5.
KonpunenuuaiabHoe
JAeJI0ONPOU3BOACTBO H
3alUTa HHPOPMALIMH.

70

48

22

TecTuposB
aHue

5.1

Tema 1. CyurHocTs,
3aJjaud U OCOOCHHOCTH
KOH(UICHITMATEHOM
nHpopMaIuu.

18

12

5.2

Tema 2. IlepcoHanbHble
JTAaHHBIE. CnyxebHas
TalHAa.
[Ipodeccuonanphas
TaifHa. Kommepueckas
TaiHa.

26

18

5.3

Tema 3. Opranuzauus
paboThI c
KOH(HIEHIIHATLHBIMU
JOKYMEHTaMH.

26

18

Koncynpranun

12

HTorosas arrecranus

Ksamnpn
KALMOHH
bl
IK3aMeH

7.1

B T.4. TCCTUPOBAHUC

Tect

7.2

MIpaKTUIeCKast
KBaJTM(DUKAIIMOHHAS
paborta

IIKP

HUTOIO:

520

296

90

116




2.3 KaneniapHublii yueOHblii rpadpuk

HaumenoBanue pasneinos,
MOJTyJIei

KonudecTBo 4acoB mo HEASIIM

6

7

8

9

10

11

12

13

Yacel

Monyib 1. OcHOBBI
CEKPETapCKOro Jena.

40

18

58

Monyib 2. OTHKa u
IICUXOJIOT U JIEJIOBOTO
0OIIIEHUSs, PEYCBOM ITUKET.

22

36

58

Mopynb 3.
NudopmarnmonHsie
TEXHOJIOTHH B
JOKYMECHTAITMOHHOM
o0ecnevyeHunu.

38

42

Mopynb 4.
JloxyMeHTaumoHHOE
o0ecrieueHue yrnpaBaeHHsl.

40

40

40

40

40

40

32

274

Monayns 5.
KondunennmansHoe
JIEJIONPOU3BOJICTBO U 3aIUTa
uHpopmanuu.

40

22

70

KoHncynbranuu

12

12

HTorosas arrecranusa

UTOI'O:

40

40

40

40

40

40

40

40

40

40

40

40

40

520
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2.4. Conep:xanue yueOHbIX MOaYJIei

Moayab 1. OCHOBBI CeKpeTapCcKoro jeJa.

Tema 1. Cexpemapv 6 opeanuzayuu. Hcmopus pazeumusi ceKpemapckou OesamenbHOCMI.
3HaYeHUE OPraHU3aIlMOHHOTO M JICJIONMPOU3BOJICTBEHHOTO OOCCIICYCHUSI CEKPETapeM IesTeIbHOCTH
PYKOBOIMTEINSI B COBPEMEHHBIX YCIOBUSAX. Pollb cekperapss B CTPYKType JOKYMEHTAI[HOHHOTO
o0ecrieueHHs yIPaBIICHUS OpraHU3aIreH.

[Tpaktuyeckas pabora: CocraBieHnue pe3roMe 1 aBToonorpaduu Ha JOKHOCTh CEKpETapsl.

Tema 2. Opeanusayus paboueco mecma cekpemaps. Q6opyoosanue npuemHou oghuca
mexuuyeckumu cpedcmeamu. KoMmploTepHble mporpamMmbel B pabote cekperapsi. CpeacTBa CBS3H.
Opranm3anus W aBTOMaTH3alMs pPabO4Yero Mecra cekperaps. DProHOMHYECKHE TpeOOBaHUS K
yCIOBUSIM Tpyda cekperaps. OCHOBHBIC TOKYMEHTHI, PErIAMEHTUPYIOIIUE OpPraHU3aIuio pabodnx
MecCT, CaHuTapHbIe TpeOoBaHUs M HOpMBL. OOecriedeHne opuca KaHIESIIPCKUMU W X03IHCTBCHHBIMU
MPUHAICKHOCTSIMH. PalmoHabHOE OCBEIEHUE, IBETOBOE OGOpMIICHHE, WHTEepbep, (hUTOAM3aiH
npuemHoi. ObecrieyeHne oduca anTeukon ¥ MPOTHBOIIOKAPHBIMH CPEJCTBAMHU.

[TpakTideckast pabora: OpraHu3zaius pabouero MecTa ceKperaps.

Tema 3. Ilnanuposanue u opeanuzayus paboyeco epemenu. Poiab cekperaps B IUIAHUPOBAHHUU
pabodero mHsS pPYKOBOJHTENS. 3aBHCHMOCTh JEATENBHOCTH CEKpeTaps OT paboyero IHS
pykoBomutensi. [lnanupoBanue paboThl cekperaps. Dusnveckue ynpaKHEHHs. 3arpyKEHHOCTh B
TedeHue padbodero qHs. PexxuM Tpyaa u otTabIxa.

[lpaktuyeckas paboTa: OpraHuzallioHHOe ©  WH(POPMAIIMOHHOE  B3aUMOJICHCTBUE
PYKOBOAMTEIISI U CEKPETAPS B MPOIECCE COBMECTHOM paOOTHI.

MopayJb 2. ITHKA ¥ ICHXO0JIOTHA 1€JI0BOT0 00LIeHHs], pe4eBOil ITHKeT.

Tema 1. Ilpogpeccuonanvuas smuxa cexpemaps. Baemnuii Bun cexperaps. [IpaBuia BeneHus
JIes10Boi 6ecenbl. B3aMooTHOLIEHNS cekpeTaps ¢ KOJUIEKTUBOM. J{eJ0BbIe U JINYHOCTHBIE KayecTBa
cekperaps. Umumk cekperaps. [loBeaenue cekperapss B KOHQUIMKTHBIX cuTyauusx. JlomycTumbie
MOJIapPKH B CIIY’)KEOHOM JeSTEIbHOCTH.

[Ipaktueckast pabGota: IloaroroBka W JIOKYMEHTHpPOBaHHME COBEIlaHUN, COOpaHUM,
KOH(pepeHIUH.

Tema 2. Ilpuem nocemumeneu. Benenune TenedOHHBIX MEPETOBOPOB. THIBI MOCETUTENECH.
['paduk nocemenuii. Koopaunanus pa6otsl npuemHoi. Pabota ¢ obpamenusimu rpaxaas. [IpaBumia
tenedonHoro odmenus. Odopmienue renedonorpamm. KypHan peructpanuu TeaedoHOTPaMM.

[TpakTuaeckas pabota: Opranu3zaius 1 BeieHre TenehOHHBIX pa3rOBOPOB.

[Ipaktuueckas padota: OdopmiieHre u OTIpaBka TeaehOHOTPaAMM.

[TpakTiueckast paborta: OpraHu3zaius nporecca npuemMa noceTuTenei.

Mopnyas 3. UndopManuoHHbIe TEXHOJIOTHH B JOKYMEHTAIIMOHHOM 00eCIeYeHHH.

Tema 1. Ilpasuna pabomer c¢ oguchoi mexuuxou. Poilb COBpEMEHHOW OPITEXHUKH |
Jienonpou3BoicTBa. [IpaBuiia TEXHUKH 0€30MacCHOCTH U TMTHEHUYecKHe TpeOOBaHUs MpH padoTe Ha
[1K.

[TpakTuyeckas padora: Pabota ¢ opraHu3aliMOHHON TEXHUKOH.

Tema 2. Hcnonvzoeanue cmanoapmuo20 NpoPaAMMHO20 obecnedenus OJis Op2aHu3ayuu
oenonpouzeoocmea. O030p COBPEMEHHOTO IPOrpaMMHOrO oOecredeHus i OpraHu3aluu
nenonpou3BojictBa. CBOOOTHO pacrpocTpaHseMOe MporpaMMHOE OOecredeHue I OpTraHu3aIuu
JIEJIONIPOU3BO/ICTBA.

Mopnyas 4. JlokyMeHTallHOHHOE o0ecnieYeHne YIIPaBJICHUsI.

Tema 1. Opeanuzayus oenonpouszsoocmea. HopmaTuBHO-TIpaBoBasi 0a3a COBPEMEHHOTO
nenonpousBoAcTBa. Yro takoe nokyMeHT. DyHkiun nokymenta. CBOMCTBA U MPU3HAKU JOKYMEHTA.
VYHuudukanys u cTaHaapTU3aLus B AJIONPOU3BOJICTBE.

[IpakTuyeckas paboTta: 3amojiHEHHE PErHCTPALMOHHO-KOHTPOJIBHOM — KApTOYKH (7S
pPETHCTpalMK OOPAIICHUN TPaK/IaH 0 JIMYHBIM BOTIPOCaM).
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[TpakTrueckas paboTa: 3amogHEHNE PETUCTPAITMOHHO-KOHTPOIHHOM KapTOUKH.

Tema 2. Jlokymenm, e2o @yHKYuu, OCHOBHblEe CHOCOObI OOKymMeHmuposanus. Habop
PEKBU3UTOB, UJICHTUGUIMPYIOMINNA aBTOpa OPUIIMAIBHOIO MUCbMEHHOTO AokyMeHTa. OdopmieHue
nBa (popmara GIAHKOB: YIJIOBOM M MPOAOIbHBIA. TpeOoBaHMUA K M3rOTOBICHHIO, YUETY U XPAaHEHHUIO
0JIAaHKOB C BOCTIPOM3BEACHHEM TocyaapcTBeHHoro repba P®d, rep6os cyowekToB PO TpebGoaHwus,
NpeIbABIsIEMbIE CTAHJAPTOM K COCTaBY M O(OPMIICHHIO KaKIOTO PEKBH3UTA JOKYMEHTa 3HAYCHHE
30 peKBU3UTOB B COOTBETCTBHUHU C TOCYJaPCTBEHHBIMU CTaHapPTaMHU.

[TpakTrdeckas pabota: OdopMieHIE MPUKA30B IO OCHOBHOMN JCSITEIHLHOCTH.

Tema 3. Cucmemuvl 0oxymenmayuu. Buapl, pyHKIIMN JOKYMEHTOB, IIPaBHUJIa UX COCTaBJICHUS U
oopmnenus. Ctpykrypa u GpyHKIMH YCTaBa, MOJIOKEHUs, HHCTPYKIUH. Pa3paboTka u opopmieHue
nokymeHToB OIIJ[. @yHKIMM MOATOTOBKH, MPOLEAYp NPUHATHS W peau3alusi YIpaBICHUYECKUX
pemernii. Odopmienne u pa3paboTka MPOEKTOB HOPMATHBHBIX AKTOB-TIOCTAHOBJICHHUS, IPHKa3.
PasHoBugHOCTH W 3HaYeHWe TMPUKa30B. Buabl U 3HadeHwe HHPOPMALIMOHHO-CIPABOYHOMN
nokymenrtanuu. llpaBuna odopmienuss noknaaHoil 3amucku. CocraBieHHe OOBICHUTEIBHON
3aMKCKH, 3asBJICHUS TPEICTABICHNUS, CIIPAaBKU. 3HaUCHUE U MpaBuia ohopmIiieHUs TPoToKoa. Bus
ciryxeOHbIX uceM. TpeGoBanus 11t 0hOpMIICHHUS CITYKEOHBIX TIHCEM.

[TpakTuueckas pabota: CocTaBieHUE TOJKHOCTHON HHCTPYKIIHH.

Tema 4. Homenxnamypa oen. Ogopmnenue u xpanenue ookymenmos. HazHadeHWE W BUIBI
HOMEHKJIATYypbl [JeJ: BHIbI, (YHKIWHU, MpaBuia HUX cocTaBieHus u odopmiuenus. Ilopsaok
COCTAaBJICHUS W YTBEPXKICHHS HOMEHKJIATYpHl Jell OpraHu3anuu. TpeOoBaHHsS K COCTaBICHHUIO
HOMEHKIATyphl nen. OdopmiieHne HOMEHKIATyphl ned. PekBu3uThl HOMEHKIATyphl neid. [lonstue
apXMBHOTO JeJla M TMOPSAAOK €ero KOMIUIeKTOoBaHUs. TpeOoBaHus K (OpPMHUPOBAHHUIO JIEI.
CucremaTu3zais OTJEIbHBIX BUJIOB TOKYMEHTOB.

Odopmnenune pen. Ilomnoe miu gactuaHoe odopmiieHue aen. OdopMieHHEe OONOKKH Jeiia
MOCTOSTHHOTO, BpeMeHHoro xpaHenus. llommmBka (meperuier) gena. Hymepamusi JucTOB [ena;
COCTaBJICHUE JINCTA-3aBEPUTEIIS.

Tema 5. Ochnosvl apxugogedenus. lloaroroBka W Tmepenada Ael Ha XpaHEHHWE B apXuWB
opranmzanuu. [lopsaoK YHHYTOXKEHUS JOKyMEHTOB. (DOHIUPOBAHWE AapXUBHBIX JOKYMEHTOB.
MarepuanpHO-TEXHUUECKOEe OOecrieueHne apxXuBa. YUeT M XpaHEHHE JJIEKTPOHHBIX IOKYMEHTOB.
[Topsimok mepenaun JOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHHE.

Moayasb 5. KonpuaeHunajibHoe 1e10IPOU3BOACTBO U 3a1UTA HHGOPMaLMH.

Tema 1. Cywmocms, 3a0auu u 0coOEHHOCMb KOHPUOeHYUanbHoUu uHGopmayuu. Bumasl
KoH(uaeHIMansHOM nHpopManuu. Kondunenmanbaas qokyMeHTHpoBaHHas nHpopmarus. Lens u
ycloBHs oOecrieueHusi COXpaHHOCTH uHpopmaruu Ha mpeanpuitud. OCOOEHHOCTH BEACHUS
JIeNIOTIPOU3BO/ICTBA,  O00OECHEUMBAIOIIET0 y4eT M COXPAHHOCTh JIOKYMEHTOB, COJEpKalluX
KOMMEpYECKYIO TaiiHy. OTBETCTBEHHOCTD 32 JIOKYMEHTHI.

Tema 2. Ilepconanvuvie oauusie. Cuyocebnas maina. Ilpogeccuonanvuas maiina.
Kommepueckas maiina. Tlepconanbnpie nannbie. CiyxeOHas TaiiHa. [IpodeccuonanvHas TaifHa.
Kommepueckas TaifHa. 3akoHOIaTeNbHAS M HOpMaTUBHAs 0a3a MPaBOBOTO PETYIHPOBAHUS BOIIPOCOB
3alIUTHl TIEPCOHATBHBIX NAaHHBIX. PYKOBOISIIHME MTOKYMEHTHI 1O 3aIIUTE MEPCOHANBHBIX NaHHBIX.
®denepallbHOE 3aKOHO/ATENBCTBO B OOJIACTH 3aIUTHI MEPCOHANBHBIX NaHHBIX. DenepaabHbI 3aKOH
ot 27 utona 2006 roga Ne 152-®3 «O mepcoHabHBIX JaHHBIX». YKasbl IIpesuaenta Poccun u
[TocranoBnenust [lpaButensctBa P®, permamentupyromue oOpabOTKy MEePCOHATBHBIX JAHHBIX.
PyxoBopsiire nokymenTsl peryistopos (Pockomuanzop, ®CTIK, ®CB Poccun).

PykoBogsiine JOKYMEHTHI IO BOIpocaM HWH(pOpMalMOHHON Oe3omacHocTH. KoHuenus
uHpopmannoHHon Oe3zonacHocTu. I[lonuTnka wnHpopmannonHoW Oe3zonacHocTu. I[lonmokeHue o
nopsiike 00pabOTKU MEepCOHANBHBIX NaHHBIX. ObecnieueHrne 0e30MacCHOCTH MEPCOHAIBHBIX JaHHBIX
NPy HEaBTOMATU3MPOBaHHON 00paboTke. ObecrnedueHne OE30MacCHOCTH TPH aBTOMATH3MPOBAHHOM
00paboTKe epCOHANBHBIX JaHHBIX B HHPOPMAIIMOHHBIX CHCTEMaX MEPCOHATBHBIX JaHHBIX.

Tema 3. Opeanuzayusi pabomvl ¢  KOHQPUOCHYUATbHLIMU — OOKYMeHmamu.  YUeT
KOH(UICHIIMATBHBIX TOKYMEHTOB. METOBI M CPENICTBA 3aIIUTH HHPOPMAIIUU OT YTePH, KPaKH WU
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nopun. Dopmbl HeraTMBHOTO BO37ACHCTBUA Ha wuHPopManui. CrocoObl OTPUIATEIHHOTO
BO3eHCTBUS Ha HHPopMaruio. CpeacTBa U METO/IbI 3alIUThI HH(OPMAIIHH.



3. OPTAHU3AIIUOHHO-IIEJATOI'MYECKHUE YCJIOBUSA PEAJIM3ALIUA AOIIIIO

3.1. TpebGoBaHus K KaQJPOBOMY odecriedeHHI0 00pa30BaTEJIbHOIO Mpouecca.

Peanuzanus [Tporpammel obecrnieunBaeTcs negarorn4yecKuMu paboTHUKaMU,
YIIOBJICTBOPSIOMIMM TpeOOBaHMAM K KBaJdM(UKAUU B cOOTBETCTBHM C IIpmkazom MuHucCTepcTBa
3IpaBOOXPAHEHUs U COIMabHOrO pa3BuTus Poccutickoit @enepamuu ot 26.08.2010r. Ne 7611 «O06
yIBepkaeHMH EaMHOrO  KBaMM(UKAIMOHHOTO  CHPAaBOYHUKA JOJDKHOCTEH  PYKOBOIUTENECH,
CHEIMAIUCTOB U ciIyxaumux, pazaen «KBanupukanuoHHble XapaKTEPUCTUKU JOJHKHOCTEH
pabOTHUKOB 0OPa30BaAHU.

Ha nomxHocTh mpernopaBaresns Ha3HA4yaeTCsl JHUIO HMMEOIIEe BhICIIEe OOpa3OBaHUE WIIU
cpeanee mnpodeccuoHanbHOe 00pa3oBaHWE M0 HANpaBICHUIO MOATOoTOBKM «OOpa3oBaHue u
NeJaroruka» Wik B 00JACTH, COOTBETCTBYIOLIEH IMpernojaBacMoMy MpeaMeTy, 0e3 MpeabsSBICHUS
TpeOoBaHUH K CTaxy paboThl, MO0 BhIcIiee MpodeccHoHaIbHOE 00pa3oBaHME WM CpelHee
npodeccuoHanpHoe 00pazoBaHUWE U JIOMOJHHUTENBHOE IMpodeccruoHallbHOE O00pa3oBaHUE IO
HAIMpaBJICHUIO JEATEILHOCTH B 00pa30BaTEIbHOM YUpEXKIEHHH Oe3 MpembsBICHUs TPeOOBAaHUU K
CTaXKy paboThI.

[lenarornyeckue paboTHUKM, ydacTBytomue B peanusanuu AOIIIO, o3nakomieHsl ¢
ncuxopuznueckuMu ocobeHHocTsMu olyuaromuxcs. [Ipu Heobxomaumoctu K peanusaruu AOIIIIO
MOTYT TPUBIEKATbCS THIOTOPBI, ICUXOJOrH (MEJAroru-rcuxojory, CHELHAIbHbIE IICUXO0JIOTH),
COLIMANIbHBIE TeNaroru (couuanbHble pAaOOTHUKU), CHEIUAINUCTHI MO CHEIHATbHBIM TEXHUYECKUM U
IPOrpaMMHBIM ~ CpeicTBaM  OOydeHMs, a TakkKe Ipd HEOOXOAMMOCTH  CypJOINENaror,
CypAOIEPEBOIUHNKH, TU(IIOTENarorH, TU()IOCYPIOTIEPEBOAUNKH.

3.2. TpeOGoBaHus K OpraHu3annu y4eGHOro npouecca.

C yuerom ocobennocrel peanuzanuu AOIIIO ydeGHBIE TpyMIBI CO3MAIOTCS YUCIEHHOCTHIO
1o 15 yenosexk.

Yyer nocemaeMocTH  3aHATHM, YCIIEBAEMOCTHM W INPOMJIEHHBIX TEM BENeTcs B
COOTBETCTBYIOLICH YY4ETHON JOKYMEHTALIUH.

[TpoomKUTENBHOCTh YU€OHOTO Yaca TEOPETUUECKUX M MPAKTUYECKUX 3aHATHH cocTaBiser |
aKajgeMu4eckuii yac (45 MUHYT).

3.3. TpeOoBaHus K MaTepUATbHO-TEXHUYECKOMY 00ecreYeHHIO.

000 «CTPOM-CEPBHUC» pacrionaraer MaTepUaIbHO-TEXHUYECKON 0azoii,
COOTBETCTBYIOILIEH JEWCTBYIOLIMM IMPOTHUBOIOKAPHBIM IpaBUJIaM M HOpMaM M oOecreyuBarolei
IIPOBEJEHUE BCEX BUAOB AMCUMIUIMHAPHON M MEXIWCUUIUIMHAPHOW MOATOTOBKH, IMPAKTHYECKON U
CaMOCTOSITENIbHON paboT CiTyIaTeNneu, MpeayCMOTPEHHBIX YI€OHBIM TUTAHOM.

MaTepl/laJII)HO-TeXHI/I‘IeCKOC o0ecmeueHue OpraHuv3anvm:

Texuuuyeckue cpeacTBa 00yYeHHUs :
1. Hoyr6yk Acer — lmr.; @2.60 GHz
2. Web-kamepa (uHTErpHpOBaHa B HOYTOYK) - | 1mT.;
3. Tpunrep Kyocera FS-1125 — 1 mit.
IIporpammHoe obecnieyeHue:
[Tpoueccop Intel® Pentium 3536U;
skype; ApxuBarop winrar;
Internet 6payszep Sunexc; Microsoft office;
Onepanuonnas cuctema Windows 10 Pro.
TCP/IP-ceth. Hamnuue BBICOKOCKOPOCTHOTO KaHajga JOCTyNa - MOJKIIOYCHHE I10
OIITHKE. HpOHYCKHaSI cnioco6HocTh - 100 Mbut/c. (Hom.py)
9. Cucrema mucranuuonHoro ooydenus «[IPODOHABBIKW», amantupoBaHHas aJis JHI] C
HapyleHUeM 3peHus (cIaboBUAALINE).

©NOoGA



AOIIIIO no nmpodeccun «CexpeTapb-aIMUHUCTPATOPY PEATU3YeTCs B AUCTAHIIMOHHOU (hopme
obyuenust (manee — JIOT) ¢ mpuMEHEHHEM WHTEPHET-TEXHOJOTUHA C METOJMKON aCHHXPOHHOTO
JTUCTAaHIIMOHHOTO 00ydeHus. JlucTaHUMOHHBIN (opmar 00ydeHus MperoyiaraeT HCIOJIb30BaHUE
cucreMbl guctanimonHoro ooydenust «[IPOOHABBIKWy, agantupoBaHHON 11 JIMII C HAPYIIICHHUEM
3peHust (CIIa0OBHUAIIME) TIOCPEJACTBOM YBEIWYCHUs MmpudTa NpU UYTEHUU. Takas QyHKIUsS

peann3oBaHa B CUCTEME JMCTAaHIIMOHHOTO oOyuenus http://stroy-service.gk-kp.ru/.

Cpoxku u marepuansl JJOT onpenensitoTcsi opranu3anueid caMmoCTOsATEIbHO, UCXO0I U3 1Iesel
00yJeHUsI.

JOT HOCUT MHAMBUIYAJIbHBIM WM TPYNIOBOM XapakTep U MOXKET IMpelycMaTpuBaTh TaKue
BUJIbI JCSTEIBHOCTH, KaK:

- CAaMOCTOSTEJIbHYIO PaboTy ¢ yueOHBIMH U3JaHUSAMU;

- npuodOpeTeHue NpohecCUOHAIBHBIX U OPraHU3aTOPCKUX HABBIKOB,;

- paboTy C TEXHHUYECKOU, HOPMATUBHOM U IPYroil JOKYMEHTAIIUEH;

Ha noprane JIucrannumonnoro o6ydenns OO0 «CTPOM-CEPBUC http://stroy-service.gk-
kp.ru/ pasmenieH 53J€KTPOHHBIA y4eOHO-METOJMYECKHN KOMIUIEKC TPOrPaMMbl, BKIIFOYAIOIIMN
JeKIMH1, HOPMATUBHBIE JOKYMEHTBI, aJITOPUTMBI, TECTOBBIC 33/1aHUS U JIpyrue yuyeOHble MaTepHallbl
I10 IIPOrpaMMe.

Hoctyn k 00pa3oBaTeJIbHOMY IOPTady OCYILECTBJIAETCS C IOMOUIbIO HMHJMBUAYAIbHBIX
JOTHHOB M TIapoJiei, OOECTeYNBAOIINX HICHTU(UKAIMIO TO0Jb30BaTeNiel M HMH()OPMAIOHHYIO
6e3omacHoctb.  Jloctym Kk oOpa3oBaTeslbHOMY  HOPTaly  OCYLIECTBISeTcs C  JIloOOro
MH(OPMALIMOHHOTO  YCTPOMCTBA, NOJKIIOYEHHOr0 K ceTu VIHTepHeT, HE3aBUCUMO OT €ro
MECTOHAXO0XKICHMSI, KPYTJIOCYTOYHO.



4. OIIEHKA KAYECTBA OCBOEHUA AOIIITIO

OreHka Ka4ecTBa OCBOEHHSI OCHOBHBIX IMPOrpaMM NMPOo(heCcCHOHAIBHOIO 00y4eHUs POBOAUTCS

B CJIEYIOIHX (opMax:
e BHYTPEHHUH MOHUTOPHHI KauecTBa 00Opa30BaHUS;
e BHEIIHAA HE3aBUCHMasl OLIEHKA KauecTBa 00pa30BaHUs.

000 «CTPOM-CEPBHC» caMOCTOSITENIbHO YCTAHABIMBACT BHABI U (DOPMBI BHYTPEHHEH
onieHkH kauectBa peanuzauuu AOIIIO u ux pe3ynpraTos.

TpeOoBaHMsI K BHYTpEHHEH OLIEHKE KadecTBa OCHOBHBIX MPOrpaMM IMpodhecCHOHAIBHOTO
0o0ydeHHs U pe3yNlbTaTOB MX peaju3alud YTBEP)KIAeTCsl B MOpAIKe, npeaycMoTpeHHoM B OOO
«CTPOH-CEPBUC».

B crpykTrype AOIIIIO oneHka kauecTBa OCBOEHHS IPOIPaMMbl BKIIIOYAET MPOMEKYTOUYHYI0 H
HTOTOBYIO aTTeCTAUMIO (KBATM(UKAITMOHHBINA dK3aMEH) 00yJaroIuXcsl.

IIpomexyTouyHass arrecTalusi 0 NpOorpaMMme IpeJHA3HadeHa AJIs OLEHKU pe3yJIbTaTOB
OCBOCHMS CIIyIlIaTesIeM MOAYJEH IporpaMMbl, IPOBOIUTCS B (hopMme:

— tectupoBanus (Monyns 1, Monyns 2, Monyis 5);

— KOHTpOJIbHOU paboTsl (Moayns 3, Moayns 4).

Ilo pe3ynpraTaM NpPOMEKYTOYHOW aTTECTALlMU BBICTABJISIOTCS OTMETKHU IO ABYXOAJIbHOMN
cucTeMe («3auTeHO»), («HE 3aUTEHO).

TunoBble 3amaHus Ui TPOBEIACHHUS IPOMEXKYTOUYHOM aTTeCTalluu IPEACTaBICHbI B
[Tpunoxenun 1.

Hrorosasi arrecTanus rnpeacTaBiseT coOOl MpoBeAeHNE KBATM(PHUKAIIMOHHOIO IK3aMeHa 110
npodeccun paboyero, J0JKHOCTH CIIYKaIEero, COCTOALIETO U3:

1) tectupoBanus — 1 ax. vac;

2) mpakTHyecKas KBalu(pHUKaIlMOHHAs padoTa — 5 aK. 4acos.

K utoroBoii arrectanuu AOMYCKArOTCS JHUIA, BHIMOJIHUBIINE TPEOOBAHUS, MPEAYCMOTPEHHbBIE
ocHoBHOM mporpammoii I1O. K mpoBeaeHnio KBadu(pHUKAIMOHHOIO 53K3aMEHa MPUBJIEKAIOTCS
MpeACTaBUTENM paboTojareneii, uxX oO0beauHeHW. WMToroBas arrecranus JOJDKHA OBITh
OpraHM30BaHa KaK JEMOHCTpAIMs BBITYCKHUKOM BBIMOJIHEHUS padoT MO OJHOMY WJIM HECKOJIBKUM
OCHOBHBIM BHJaM JESATEIbHOCTH MO mpodeccuu. s utoroBoi arrecranuu oOpa3oBaTeIbHOU
opraHuzaieil paspabareiBaeTcsi IporpamMmma UTOroBod arrecrauuu. CopaepikaHue 3aJaHUN
KBaJIM()UKAIIMOHHOTO 3K3aMEHa COOTBETCTBYET pe3y/lbTaTaM OCBOECHMSI BCEX MPOQPECCHOHANbHBIX
monyinel, Bxomaumx B AOIIIIO. ArrecTalluOHHONM KOMHCCHEW IPOBOJUTCS OLIEHKA OCBOCHHBIX
oOy4arolmuMucsl 3HaHUI, YMEHMI, HaBBIKOB B COOTBETCTBUHU C OOpa3oBaTENbHOH MpOorpaMMoil u
COIJIACOBAHHBIMU C pabOTOAATENEM KPUTEPHUSIMHU.

TumnoBoe 3amaHuWe Il TMPOBEJACHUS WTOTOBBIM artectanuu ciymarteneit mo AOIIIO
«CexpeTapb-aIMUHUCTPATOP» pa3MmeleHs! B [Ipunoxenuu 2.

OOyyaronuecs, yCHEIIHO CAABIINE KBATU(PHUKAUMOHHBIN AK3aMEH, MOJIy4aloT KBaTU(pHUKAILUIO
Cexperapb-aIMUHUCTPATOp 3-TO pa3psa.



5. HTHO®OPMAIIMOHHOE OBECIIEYEHHUE ITPOI'PAMMBbI
HopMaTuBHO-IpaBOBBIE JOKYMEHTHI

1. KouBenmus o npaBax unBanuioB. [Ipunsra pezomonueii 61/106 I'enepanbhoii Accambien ot
13 nexabps 2006r. DneKTPOHHBINA (POH/I MPABOBBIX U HOPMATUBHO-TEXHUYECKUX JIOKYMEHTOB
https://base.garant.ru/2565085/

2. @enepanbHblil 3akoH 0T 29 nekadbpst 2012 r. N 273-®3 «O6 obpazoBanuu B Poccuiickoit
®enepaunn» (¢ u3meHenussmu Ha 11 wurons 2022 roga). DneKTpoHHBIN (HOHJ MPABOBBIX H
HOPMAaTHBHO-TEXHUYECKUX JTOoKyMeHTOB https://docs.cntd.ru/document/902389617

3. ®enepanbubiii 3akoH oT 03 mas 2012r. Ne 46-®3 «O paruduxauun Konsennum o mpaBax
UHBAJIUAOB». ODJIEKTPOHHBIA (DOHA MNPaBOBBIX M HOPMATUBHO-TEXHUYECKHUX JOKYMEHTOB
https://base.garant.ru/70170066

4. ®enepanbHblil 3aKk0H OT 24 HOs10ps 19951, Ne 181-D3 «O conuanbHOM 3allUTe UHBAJIUIOB B
Poccuiickoit ®enepanuu» (c U3MEHEHHUSMU U JONOJHEHUSIMHU) OJIEKTPOHHBIH (HOHJ
IIPaBOBBIX " HOPMAaTHUBHO-TEXHUYECKHUX JOKYMEHTOB
http://www.consultant.ru/document/cons_doc_LAW_8559/

5. Ilpuka3 MunuctepctBo npocseuieHus Poccuiickoit @enepanuu ot 26 asrycra 2020 rona N

438 «OO6 yrBepxkacauu [lopsinika oOpraHu3alMd HW  OCYHISCTBJICHUS 00pa30BaTeIbHOU
NESTENIbHOCTH 1O  OCHOBHBIM  IporpaMmMaM  Mpo(ecCHOHANBHOTO  OOyUYEHUS«
(3apeructpupoBano B Muntocte Poccun 11 centsaops 2020 roma, peructpandoHHBIN Ne
59784). DnexkTpoHHbIH (OHI MNPAaBOBBIX W HOPMATHBHO-TEXHHUYECKHX JIOKYMECHTOB
https://docs.cntd.ru/document/565697399

6. Ilpuka3 MunucrepctBa oOpa3oBanus u Hayku P® ot 23 asrycra 2017 r. N 816 «O6
YTBEP)KJICHUU [MTopsinka MIPUMEHEHHUS OpraHU3aLMAMH, OCYILECTBISAIOIUMHI
00pa3oBaTeNIbHYIO JeSITENIbHOCTb, AEKTPOHHOIO oOyueHus, JIMCTAHITNOHHBIX
0o0pa30oBaTeNbHBIX  TEXHOJIOTMH  MpH  peajau3aldd  O0pa3oBaTEIbHBIX  IPOTpaMM»
(3apeructpupoBano B Muntocte PD ot 18 centsiops 2017 roma, peructpandoHHbIN Ne
48226). DnekTpoHHbII (OHI MPaBOBBIX M HOPMATUBHO-TEXHMYECKHX JIOKYMEHTOB
https://docs.cntd.ru/document/436767209

7. Tlpuka3 MunucrepctBa npocetienus: Poccutickoit @eneparuu ot 25 anpenst 2019 No208 «O
BHeceHMH wu3MeHeHuil B [lepeuenr mnpodeccuil pabounx, AOKHOCTEW CIy)KalUX, IO
KOTOPBIM  OCYILECTBIISIETCSI  IpodeccHOoHaIbHOe O0OyueHHe, YTBEp>KIACHHBINH MPUKAa30M
MunucrepctBa oOpa3zoBanus u Hayku Poccuiickoit ®enepauuu ot 2 utons 2013 r. N 513»
(3apeructpupoBaHo B Muntocre PO ot 24 urons 2019 rona, perucrpaunonssiii Ne 55009)
ONEeKTPOHHBIN bonn MIPaBOBBIX u HOPMAaTUBHO-TEXHUYECKHX JIOKYMEHTOB
https://docs.cntd.ru/document/554691473

8. Ilpuka3z MunuctepcrBa obOpasoBanus W Hayku P®D ot 09 wHosOps 2015r. Ne 1309 «O6
yrBepxkaeHnn Ilopsiika obecriedeHUs] YCIOBMH JTOCTYIHOCTH JUIsl MHBAJIUAOB OOBEKTOB U
MPEOCTaBIsIEMbIX yCcIyr B cdepe o00pa3oBaHHsA, a TaKKe OKa3aHWd UM NPU 3STOM
HE00X0IMMOW MOMOIIN» (C U3MEHEHUSMH U JIOTIOJIHEHUSIMH ). DIEKTPOHHBIN (POH]] PABOBBIX
Y HOPMaTUBHO-TEXHUYECKHUX TOKYMeHTOB https://base.garant.ru/71275174/

9. IIpuxa3 MunucrepcrBa obpazoBanust u Hayku PD ot 02 nexabps 2015r. Ne 1399 «O6
yrBepxaeHun [lnana meponpuatuil («I10poxKHOW KapThl») MuHHCTEpcTBa 00pa3oBaHUS U
Hayku Poccuiickoii @enepanuy Mo IMOBBIIIEHUIO 3HAYEHUN IMOKA3aTeNIe TOCTYNHOCTH IS
WHBAJIUJIOB OOBEKTOB M TIPEAOCTABISIEMBIX Ha HHX YCIOyr B cdepe 00pa3oBaHU».
DIEeKTPOHHBIH doug MIPABOBBIX u HOPMAaTHBHO-TEXHUYECKHX JOKYMEHTOB
https://www.garant.ru/products/ipo/prime/doc/71233840/

10. Ipuka3 Muntpyna Poccun ot 04 aBrycra 2014r. Ne 515 «OO0 yTBep>KACHUU METOANYECKUX



https://base.garant.ru/2565085/
https://docs.cntd.ru/document/902389617
https://base.garant.ru/70170066
http://www.consultant.ru/document/cons_doc_LAW_8559/
https://docs.cntd.ru/document/565697399#6520IM
https://docs.cntd.ru/document/565697399#6520IM
https://docs.cntd.ru/document/565697399
https://docs.cntd.ru/document/436767209
https://docs.cntd.ru/document/499032467#6560IO
https://docs.cntd.ru/document/499032467#6560IO
https://docs.cntd.ru/document/499032467#6540IN
https://docs.cntd.ru/document/499032467#6540IN
https://docs.cntd.ru/document/554691473
https://base.garant.ru/71275174/
https://www.garant.ru/products/ipo/prime/doc/71233840/

11.

12.

13.

PEKOMEHJIAIUKA 1O TEPEeYHI0 PEKOMEHAYEMBbIX BHIOB TPYAOBOM W MpodecCHOHATHHOU
NESTeIbHOCTH HWHBAIMIOB C YYETOM HAapyIICHHBIX (QYHKIMH H OTpaHMYCHMHA UX
KUZHEJCATEIIbHOCTHY. JJNEKTPOHHBIH (OHI TPABOBBIX U  HOPMATHUBHO-TEXHHUUYECKHUX
nokymeHToB https://www.garant.ru/products/ipo/prime/doc/70609160/

OO6mepoccuiickuii - knaccudukarop mnpodeccuid paboumx, JODKHOCTEH CIIyXalux |
tapudubix paspsaoB OK 016-94 (OKIIATP) npunsar nocranosienueM ['occranmapra PO ot
26 nexabps 1994 r. Ne 367 (c W3MEHEGHMSIMH W JIOTIOJHEHUSMH). DJIEKTPOHHBIN (JOH]
NPaBOBBIX © HOPMaTHBHO-TEXHHYECKUX JOKyMeHTOB https://docs.cntd.ru/document/9029638
[Tpodeccuonanpubiii crangapt «CrienuanucT 1Mo OpraHu3alMOHHOMY U JOKYMEHTAIMOHHOMY

o0ecrneveHnIo yIpaBiIeHHus opranusanuein», yreepkaeHHoro [lpukazom MUHHCTEPCTBA Tpya
u counanbHoi 3amuTel PO ot 15 uronsa 2020r. Ne333H, 3apeructpupoBaHHoro B MuHrocre
P® 15 wrons 2020 1., peructpanuonHblid Ne 58957. DnekTpoHHBIM (DOHI MPaBOBBIX H
HOPMaTHBHO-TEXHHUYECKUX JJOKYMEHTOB https://base.garant.ru/74385595/

[Tucekmo MunucrtepctBa obpa3zoBanusi U Hayku Poccuiickoit ®@epeparuu ot 22.04.2015r.
No(06-443 «O nampaBieHun MeTOOUYECKUX pEeKOMEHIalui» (BMecTe ¢ «MeToaudecKuMu
peKOMEHAANUsAMU M0 pa3paboTKe M pealu3aluy adalTHPOBAHHBIX 00pa30BaTEIbHBIX
pOrpaMM CpeaHero npodecCHOHaIbLHOr0 00pa3oBaHus yTB. MUHUCTEPCTBOM 00pa30BaHUS U

Hayku Poccun ot 20.04.2015r. Ne 06-830BH). DnekTpoHHBIH (OHI MPAaBOBBIX U HOPMATUBHO-
TEXHUYECKUX IoKyMeHToB https://docs.cntd.ru/document/420271065



https://www.garant.ru/products/ipo/prime/doc/70609160/
https://docs.cntd.ru/document/9029638
https://base.garant.ru/74385595/
https://docs.cntd.ru/document/420271065

10.

11.

12.

13.

OcHOBHBbIC MCTOYHHUKH:

AxmeroBa A.B. HWHpopMamuoHHBIE TEXHOJOTHH B JOKYMEHTAJIBHOM O0ECIICYeHUH
YIOpaBJICHUS U apXWBHOM Jiene : ydeOHoe mocobue / A.B. AxmeroBa. — KoMcomMobCck-Ha-
Awmype : ®I'BOY BIIO «KHAI'TY», 2014 — 143 c. — ISBN 978-5-7765-1068-7

bapanogsa E.K., babam A.B. MadopmarmonHas 6€30nacHOCTh U 3anuTa nHGopmaiuu : yaeo.
nocobue / E.K. bapanoBa, A.B. babam. — 4-e u3x., nepepad. u gon. — M. : PUOP :
NHOPA-M, 2018. — 336 c. — ISBN 978-5-369-01761-6

bacakoB M.U. JlokyMeHTallMOHHOE 00ECIIEYCHHE YIIPABJICHUS (C OCHOBAMH apXUBOBEICHHUS):
yaeOHoe nocobue / M.U. bacakoB. — 2-e u3n., crep. — M. : KHOPVYC, 2016. — 216 c. —
(Hauanpnoe u cpennee nmpodeccuonansuoe oopazosanue). ISBN 978-5-406-04536-7
Boctperora E.B. OcHoBbl uH(pOpManuoHHON 0€30MacHOCTH : ydeOHoe TmocoOue s
cryneHToB By30B / E.B. BoctpenoBa.— ExarepunOypr : M3a-Bo Ypaiu. yH-Ta, 2019.— 204 c.
ISBN 978-5-7996-2677-8

Hepessukun E.B. /lenoBoe oOmenue : yueOHoe nocobue. ExatrepunOypr : U3n-so Ypain. yu-
Ta, 2015. — 48 c. — ISBN 978-5-7996-1454-6

Mzsmommmuackuit . M., Tuneryn M. A. JlenmoBble KOMMyHHUKAuu. Teopusi U mpakTUKa :
yuebHuK s 6akanaBpoB / . M. J[3snommuckuii, M. A. [Munsryn. — M. : M3garenscTBO
FOpaiit, 2017. — 433 ¢. — Cepus : bakanaBp. Yrinyonennsiit kypce. ISBN 978-5-9916-3044-3
3aiiueBa E. B., T'onwapoBa H.B. [lenonpou3BoACTBO W JOKYMEHTOOOOPOT B CHCTEME
TOCY/IapCTBEHHOTO0 ¥ MYHHUIIUTIAIBHOTO YIPABICHUS: Y4eOHO-METOJAMYECKOe Tocodue /
ExarepunOypr : HU3n-Bo Ypanbckoro ynusepcutera, 2017. — 175 c. — ISBN 978-5-7996-
2233-6

Kankan M.B. JlenoBoii stuker : ydeOHoe mocobue / Kankan M.B., JluxaueBa JI.C.. —
ExatepunOypr : M3natenscTBo Ypanbckoro yausepcurera, 2017. — 168 ¢. — ISBN 978-5-
7996-2076-9.

[TpucraBuenko O.B., OramoB A.M. MHpopManoHHbIE TEXHOJIOTUU B JIOKYMEHTAIMOHHOM
obecrieueHnn yIpaBIeHHUs B apXUBHOM Jielie: Y u4eOHO-MEeTOIuYECKOe TocoOre / COCTaBUTEIH:
O.B. IlpucraBuenko, A.M. OramoB. Huxuuii HoBropoa: Huxeropoackuii rocyHuBEpCUTET,
2017.

Pamenauk, JI. M. [lcuxonorus gemoBoro oOmieHus : ydyeOHUK U mpaktukyM st CIIO M. :
NznarensctBo FOpaiit, 2018. — 207 c. — ISBN: 978-5-9916-7315-0

CmupnoBa E.Il. JlemompousBoictBo st cekperapsi. Pa3zpaboTka, y4eT U XpaHEHUE
CITy»Ke0HOM MOKyMeHTaIuu : npakrudeckoe nocodue / CmupnHoa E.I1.. — Caparos : At [Iu
Op Menua, 2019. — 210 c. — ISBN 978-5-4486-0465-2.

XmenpHunkas O.E. Cekperapp - JIMII0O KOMIAHUM : UMHJDK CEKpeTapsi, ACJIOBOM ITHUKET U
npotokon / XwmenbHunikas O.E.. — Hoocubupck : Cubupckoe yHHUBEPCUTETCKOE
usnarensctBo, 2017. — 127 ¢. — ISBN 978-5-379-02028-6.

[Tysanosa H.H., IBanoBa A.}FO. OcHOBBI Aen0NPOn3BOACTBA. fI3BIK CIYKEOHOTO JOKYMEHTa
: YyUeOHMK M TpPaKTHUKyM i akajgemuueckoro OakamaBpuarta / H. H. IllyBanoma, A. lO.
WBanoBa ; mox o6mi. pen. H. H. UlyBamoBoit. — 2-e u3a., mepepad. u gom. — M. :
W3narensctBo FOpaiit, 2019. — 428 ¢. — (Cepus : bakanaBp. Akagemudeckuii Kype). ISBN
978-5-534-10848-4

JonmosiHuTeIbHAS JIUTEPATYypAa:

bopozmuna I'.B., KopmaoBa H.A. Ilcuxomorus u 3THKa JEIOBOTO OOUICHUS: YYEOHHK U
MPaKTUKYM JJIs akajieMuueckoro OakamaBpuara. JIlrooepisr: FOpaiit, 2016. 463 c.

BengeneBa M.A., Beprakosa }0.B. MH}popmaimonHbie TEXHOJIOTHH B yIpaBJIeHUH.: Y4yeOHOE
nocobue st 6akamaBpoB. JlroGepisr: FOpaiit, 2016. 462 c.

Kpusokopa E.J. JlenoBbie koMMyHuKanuu: Yuebnoe nocooue. M.: HULL Uudpa-M, 2013. 190

C.



4. Ky3nenoB M. H. JlokymeHTarmoHHOe 0O€CIICUCHHE YIPABJICHHS W JEJIOMPOU3BOJCTBO. M.:
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[Tpunoxenue 1
TUTIOBOE 3AJIAHUE JJISI TIPOMEXYTOYHOM ATTECTAIIUU

1. TunoBoe 3a1aHue 1Jis1 NPOBe/ieHUs TecTUpoBanusi mo MoayJio 1

1. ITox paGouuM MECTOM CITyKallero HOHUMAaeTCs:

a. TPOCTPAHCTBO, B TMpeleiax KOTOpOro pabOTHUK, HE TMEPEeMEeIasCh, BBINOJHSICT
BO3JIO’KEHHYIO Ha HETO pabory;

0. 30HA TPYIOBOHW MICIATEILHOCTH PAOOTHHKA, OCHAIICHHASS HEOOXOIMMBIMU CPEACTBAMHU
TpyJa; OMNHCaHHE OCOOCHHOCTEHW ompeneneHHOW NpodeccHy, pacKpbIBalOIIee COJep)KaHue
npo¢eCCUOHATBHOTO TPY/Ia;

B. 4acTh IOMELIEHUS, B KOTOPOM COBEPIIAETCS TPYAOBAs NEATEIbHOCTD.

2. Ilox opranu3arnueii pabodero MecTa IOHUMACTCS:

a. cucTteMa MEpONpUITUI MO MIAHUPOBAHUIO PAOOUEro MECTa;

0. cHucreMa MEPOIPHUATHH 1O OCHAIIEHHI0 pabodyero Mecrta CpeACTBaMH W IpeIMeTaMu
TpyJa U UX QYHKIIHOHATBHOMY Pa3MeIICHHIO;

B. CHCTEMa MEpOIpPUATUN MO BHIOOPY M (YHKIMOHAIBHOMY pa3MEUICHUI0 MeOenu Ha
paboueM Mecre.

3. [IpakTrka nmokasaia, 4To paboyee MECTO CeKpeTaps Jydllle pacrojararh:

a. B 000COOIEHHOM MOMEIICHUU;

0. B IIOMEIICHUH, CMEKHOM C KaOMHETOM HAaYaJIbHUKA,
B 000CO0JICHHOM MOMEIICHUH, CMEKHOM C KaOMHETOM HayallbHUKA.
. 30Ha, rjJe pacnojararTcs mKadbl 115 XpaHEHHUsI TOKYMEHTOB, SIBJISIETCS:
OCHOBHOM 30HOM;
30HOU 00CTYKMBaHUS TTOCETUTEIIECH;
BCIIOMOTaTEJIbHON 30HOM.
. B xommiekT meOenu i OpraHu3allid OCHOBHOHM paboueit 30HBI CEKpeTaps OOBIYHO

NE oL

BXOIAT:

a. CTOJ KaHIIENSPCKUH, BCIOMOTATEIbHBINA CTOJ WIIK TyMOa JJi1 TEXHHUYECKUX CPEJCTB, CTYI
WIM Kpeclo MOJbEMHO-TIOBOPOTHBIE Ha KOJIECUKAX, CTOJ JJIs IMOCETUTENeH, CTyn (CTynbs) JUIs
MMOCETUTEIIEH;

0. CTOJ KaHIEISIPCKUM, BCHOMOTaTeIbHBINA CTOJ WIIM TyMOa JJi1 TEXHUUYECKUX CPEJCTB, CTYI
WJIM KPECIIO MOABbEMHO-TIOBOPOTHBIE HAa KOJIECUKAX;

B. CTOJI K&HHCJ’IHpCKHﬁ, BCIIOMOTaTEIbHBIM CTOJ HIH TYM6a AJId TEXHUYCCKUX CPEACTB, CTYII
WM KPEeCJo MOILEMHO-TIOBOPOTHBIE Ha KOJIECUKAX, MATKHE CTYIbs (Kpecia), >KypHaIbHBINA CTOIHK.

6. Bo BcioMoratenbHOM 30HEe KaOMHETa CeKpeTaps 00OBIYHO pacIioaraoT:

BBIOEpPUTE HECKOJIBKO BAPUAHTOB OTBETOB

HIKa(i)I)I " TOJIKW JJI1 XpaHCHUA JOKYMCHTOB U ICIT;

0. MeTayuIMYecKui ceild ams XxpaHeHHs OJaHKOB, IITAMIIOB, JOKYMEHTOB;
B JUBaH UM KpECia;
I. OPITEXHUKY;
. pabouuit CTON;
€. KapTOTEKy.
7. BeicoTa pabodero cTojia peKOMEHIYeTCs B IIpeieax:
a. 800-900 mm

0. 680-800 MM

B. 500-600 mm

8. B nensax sxkoHOMuM GU3NYECKUX YCHIIUN B IIPOLIECCE TPYJa PEKOMEHAYEeTCs:

BBIOEPUTE HECKOJIBLKO BAPUAHTOB OTBETOB

a. He Jep)kaTh Ha pabodyeM MecTe HUYEro JIMIIHETO,

6. Kaxkaad BCIIb JOJKHAa HMCETb CBOC MCCTO W IMOCTOAHHYIO 30HY HCPCMCIICHHA
B IIpoLIecce TPYa,;

B. BC€ B€IIHU Y6I/IpaTb BO BHYTPCHHUC AIIUKH CTOJIA, I-IT061>I MOBCPXHOCTL CTOJIa OCTaBaJ1aChb
MyCTOMH;


http://pandia.ru/text/category/sejfi/

I. Bce, 4To OepyT MpaBoOi pyKOM, CIeayeT pacrojiaraTh Cpana, 4To OepyT JIEeBOM — CJICBa,

J. BCE, 4eM TONB3YIOTCs yamie (pydka, Oymara), pacrmonaraioT OJrKe, 4eM IMOJIb3YIOTCS
pexe — Ianbliie;

€. BCIO OPTTEXHHUKY pa3MellaTh Kak MOKHO OJFKe K pabodeMy MecCTy;

XK. JOKYMEHTBI, C KOTOPBIMH pabOTaeT CeKpeTaph, PEKOMEHIYEeTCs MOJI0XKUTh TaK, YTOOBI UX
MO>KHO OBLIO JIETKO OpaTh, YATATh, yTOOHO UMM IMOJIE30BATHCA.

9. Ctyn s cekperapsi JOJDKEH ObITh:

a. TOJbEMHO-TIOBOPOTHBIM Ha KOJIECUKAX;

0. MOIbEMHO-TIOBOPOTHBIM;

B. IMOJABEMHO-IIOBOPOTHBIM Ha KOJIECHKAX, BPAILIAIOIIUMCS, C PETYJIUPYEMON CITIMHKOM.

10. PaGodee MecTO pyKOBOJIUTENSI COCTOUT U3 30H:

a. OCHOBHAs 30HA, BCIIOMOTaTeNbHAs 30Ha, 30HA OOCITY)KHBAHHUSI IOCETUTEIIEH;

6. pabouas 30HA, 30HA COBELIAHMs, 30HA OT/IXA;

B. pabouasi 30Ha, BCIIOMOTaTe/IbHAs 30Ha, 30Ha OT/bIXA.

11. Omnpenenute mnoOCIeIOBATENbHOCTh ACHCTBHI Tpu 00OpyIOBaHMHM paboyero mecra
HEOOXOIMMBIMH CPEJICTBAMHU U MPEAMETAMU TPYIa:

a. BbIOpaTh MeOenb, MHBEHTApb, TEXHUYECKHE CpPEICTBA, OPITEXHUKY M KaHLEISIPCKHE
MIPUHAIJIC)KHOCTH;

0. YTOYHHUTHh M BBISIBUTH OCHOBHBbIE (YHKIMU CeKperapsi, WH(GOPMAIMOHHBIC CBSI3H,
pacnopsiok pabovero JHs, IepPeYCHb MAaTEPHAIOB, KOTOPHIE OH JOJKCH UMETh.

a. TEpBBIM 1Iar - a;

0. BTOpOMH mmIar — 0;

B. TIEpBBIi miar — 0;

r. BTOpOM Liar — a.

12. TlepeuncnuTe TEXHUYECKHUE CPEJICTBA, KOTOPHIMU YaIlE BCETO MOIb3YETCS CEKPETaph.

13. Haunyuniee kauecTBO 1eyaTH 00eCcIieunBaeT:

a. Ja3epHBIA IPUHTED;

0. CTpyHHBII IpUHTED;

B. MaTpUYHBII NPUHTED;

14.  VYcTpoilcTBO  pe3epBHOTO  KONMMPOBAHUS, MpeTHA3HAYEHHOE JUISI  COXPaHHOCTH
UHPOpPMALlUM Ha SKECTKOM JAMCKE IOCPEJCTBOM 3alMCHU €€ Ha KacCeTbl ¢ MarHUTHOH JIeHTOH,
Ha3bIBACTCS:

a. MoJem;
0. cTpumep;
B. IIpenep.

15. Bup cBsi3u, UCHOIB3yeMbIN AJIs MIepe/laud Ha paccTosiHuEe MHQOpMAaIK B BUJIE TEKCTOB,
4epTeKeH, PUCYHKOB, Ha3bIBACTCSA:

a. TeneoHHAs CBA3b;

0. DJIEKTPOHHAs CBSI3b;

B. (bakcuMuIBHAS CBS3b.

16. Tenedonnas rapHUTYpa - ITO:

a. YCTpOMCTBO, MpeAHa3HAYEHHOE JUIs HAaHECeHMs Ha OyMary IUTACTUKOBOIO IOKPBITHS
C LIEJIBIO 3aIUTHl OT BHEIIHUX BO3JIEHCTBUM;

0. YCTpOHCTBO il TMepeAayd dJIEKTPOHHBIX JOKYMEHTOB, XpaHSIIMXCS B MaMsTH
KOMIIBIOTEPA,

B. YCTPOMCTBO, COCTOALIEE M3 MEXaHUYECKH OOBEAMHEHHBIX HAYIIHUKOB MU MHUKPO(OHOB,
UCIIOJIb3YEMOE ISl CBSI3H.

17. Ilo Ha3HAYEHUIO CPEICTBA MAJIOW OPITEXHUKU MOXKHO Pa3JeIUTh Ha MOATPYIIIbI:

BbIOEpUTE HECKOJIBKO BApUAHTOB OTBETA

a. TMCHbMEHHbBIC TPUHAJICKHOCTH;

6. HaOOpHI U IPUOOPHI TS MICHMA,

B. CEpPBUCHBIE IPUHAIEKHOCTH;



I. TPUHAUICKHOCTH JUIS CKpEIUICHNs OyMmar;
1. TamKH;

€. XO3SICTBEHHBIC IPUHAIICKHOCTH;

K. IITeMIIEIbHAs IPOIYKIIHS,

3.  KOIIIOIINE YCTPOICTBA;

U. KOPPEKTUPYIOIINE CPE/ICTBA;

K. OyMa)KHbIC U3ICTHSL.

18. IlepeuniciuTe BUABI NAIOK.

19. Kakue cpeactBa Majoil OprreXHUKH BXOJAT B noArpymnmy "bymara, 6ymaknble nzaenus':

20. Cekperapio peKOMEHIyeTCsl IMETh B oduce:
BbIOEpUTE HECKOJIBKO BApUAHTOB OTBETA
CEPBUPOBOYHBIE U XO3SIIICTBEHHBIE IPUHAAIEKHOCTH;
JIeKapCTBEHHbIE CPEJCTBA (AlTEUKYy);
TYaJICTHBIN CTOJIUK;
Ha0Op NPOIYKTOB U HAIIUTKOB;
NPEIMETHI TMYHON TUTHEHBI,
CHeLMaIbHYIO JIUTEpaTypy;

K. TIOCYIOMOEYHYIO MAILIUHY.

21. [Tepeuncaure GbaxTopsl, OTHOCSIILIECS K CaHUTAPHO-TUTMEHUYECKUM
Y 3CTETUYECKUM COCTaBIISIFOIIMM pabovero Mecra.

OE D ®E O

22.B noMemieHusx ¢ MCKYCCTBEHHBIM OCBEIIEHUEM MOTYT PacroiaraThCsi:
BBIOEpPUTE HECKOJIBKO BapUaHTOB OTBETA
apXWUB,;
CeKpeTapuar;
KOIHMPOBAJIbHO-MHOXKHTENBHOE OI0PO;
TeeTalTHAaS;

N. TpUEMHas PyKOBOJUTEIIS.

23. CaunlluH 2.2.2/2.4.1340-03 «['urnenndeckue TpeOOBaHUS K IMEPCOHATBHBIM 3JIEKTPOHHO-
BBIUMCIUTENFHBIM MallTHHAM U OpTaHU3alluu pabOThI» SBISIOTCS

a. o00s3aTeNbHBIMHM JJIS BCEX OpTaHM3alldi, e Hcrnois3ytorcs [IDOBM, HezaBucumo ot
dbopM cOOCTBEHHOCTH;

0. o00s3aTeNbHBIMU JUIsI BCEX TOCYAApPCTBEHHBIX M MYHHUIIUNAIBHBIX OpTaHMU3AIUH, TJIe
ucnoiassytorcs [IIDBM;

B. PEKOMEHIAaTeNbHBIMH.

24. B coorBerctBun ¢ CanlluH 2.2.2/2.4.1340-03 «l'uruenndyeckue TpeOOBaHUA
K TIEPCOHAJIHBIM 3JIEKTPOHHO-BBIYUCIUTEIbHBIM MAIIMHAM U OpraHu3aluy paboThD» TeMIepaTrypa B
CITy’)keOHBIX TOMEIEHUSIX JIETOM JO0JKHA COCTABIISTH:

JE o

a. 22-25°C
6. 25-27°C
B. 18-21°C

25. B coorBerctBunm ¢ CanlluH 2.2.2/2.4.1340-03 «l'uruenndyeckue TpeOOBaHUA
K TEpCOHAJIBHBIM  3JEKTPOHHO-BBIYMCIUTENBbHBIM  MAllMHaM U OpraHu3auuud  paboTb»
OTHOCHTEJIbHAS BIIAYKHOCTh BO3/IyXa B CIIY’K€OHBIX TOMEIIEHUSIX JJOJKHA COCTABIIATh:

a. 70-80%
6. 40-60%
B. 20-30%

26. B coorBerctBunm c¢ CanlluH 2.2.2/2.4.1340-03 «l'uruenndyeckue TpeOOBaHUA
K NTEPCOHAIBHBIM AJICKTPOHHO-BBIYHUCINTEIHHBIM MAIlIMHAM M OPTaHU3aIMK PadOTHD» YPOBEHH IIyMa
B CIIy’K€OHBIX TIOMEIIEHUSX JODKEH COCTABIIATh:

a. He Ooxee 65 nb



0. wue 6oxee 40 nb

B. 40-65 nb

27. B coorBerctBun ¢ CanlluH 2.2.2/2.4.1340-03 «['uruennyeckue TpeOOBaHUS
K TIEPCOHAIIBHBIM JJICKTPOHHO-BBIUMCIUTEIBHBIM MAIllMHAM W OpPTaHM3alii paboThD» PacCTOSTHUE
MEX1y 9KpaHOM BHI€OMOHHUTOPA U TJIa3aMHU MOJIb30BATENS IOJKHO COCTABIIATD:

a. 400 mMm
0. 600-700 mm
B. 800 mm

28. Pa3paboTka pexxuma TpyJa U OTIbIXa Uil COTPYAHUKOB OpPTaHU3allUU MPOU3BOJUTCS HA
OCHOBE:

a. TpynoBoro konekca P®D;

0. TMpaBUJI TPYJOBOTO PACIIOPSIKA;

B. JIMHAMUKH pabOTOCIIOCOOHOCTU COTPYTHUKA.

29. TBopueckas pabota B pexxume auanora ¢ 9BM oTHOCHUTCS K TPYAOBOU J1€ATEIbHOCTH:

a. TIpynnsl A;

6. rpymmsl b;

B. Trpynimsl B.

30. TIpomoIDKUTENBHOCTh HEMPEPBHIBHOW pabOTBI  CeKpeTaps C KOMIbIOTEpoM 0e3
perJaMeHTHUPOBAHHOTO MIEpEePhIBa HE JOKHA MPEBBIIIATD:

a. 1uyaca

0. 2 yacoB

B. 3 4acoB

OTtBeThI:

1. 0

2. 0

3. B

4. B

S. a

6. a,0;r;e

7. 0

8. a, 0,1, I, K

9. B

10. 0

11. 0

12. NEepCOHANBHBIN KOMITBIOTED, TeNedoH, Tesnedake, IpuHTep, pakc-MOAeM, MaIlInHA IS
YHAUTOXXECHUsI Oymar, KOMMPOBAIBHBIN armapar

13. a

14. 0

15. B

16. B

17. a; 0; T; I; K; U, K

18. narnka-yrojlok, Iarka apXuBHasi, Manka-perucTparop, namka-(aiii, nanka-riaHiier,

Maka-CKOPOCIINBATEIb, ITAllKa Ha Pe3NHKaX, Marka-KOHBEPT

19. nycyasi, KOMMPOBajbHas, CIENHAbHAs, Oymara IJisi 3amuced, CTUKEpPHI, OJTOKHOTHI,
€KeTHEBHUKH, KOHBEPTHI U T. 1.

20. a,0;r; o e

21. HOpPMaJIbHOE OCBEIIEHHEe, OJarompusTHOE I[BETOBOE OQGOpMIICHHE ITOMEIICHHUSI,
yCTpaHEHHE IIIYMOB, ONTHUMAJbHBIA MHKPOKIMMAT, O3CJICHCHHE TOMEIICHHS, YCTaHOBIICHUE
MPaBUJIILHOTO PEXXHUMa TPYy1a U OT/AbIXA



22.
23.
24,
25.
26.
27.
28.
29.
30.
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2. TunoBoe 3ajaHue JJIsA MPOBeAeHHsI TECTHPOBaHUs Mo MoayJiio 2
1. “Maublii pa3roBop” B 1€J10BOM KOMMYHHUKAIIMHU BEIETCS B paMKax:
a) [IpodeccuonanbHbIX HHTEPECOB NAPTHEPOB
0) JINUHOCTHBIX, HEIEIOBBIX HHTEPECOB MAPTHEPOB
B) /les1oBBIX HHTEPECOB NApTHEPOB
2. AxnpecaT MaHUMYJISILUK B JIEJIOBOM OOIIIEHUH — 3TO:
a) [TapTHep, Ha KOTOPOro HAINIPaBIECHO MAHUITYJIATUBHOE BO3/I€HCTBHE
0) I[TapTHEp, HA KOTOPOTO HANIPABJICHO MAHUITYJISITUBHOE BO3JICHCTBHE
B) [TapTHEp,KOTOPBIN HCIIOJIB3YET MAaHUITYJIATUBHBIE IPUEMBI IICUXOJIOIMYECKOT0 BO3AECHCTBUS
3. AtpuOyuueii Ha3bIBaCTCA:
a) CtpemiieHHE YeI0BeKa ObITh B 0OIIECTBE APYIHX JIHOIEH
0) [IpunuceiBaHNE OMPEACICHHBIM TPYIIaM JIIOACH CIIEIU(PHIECKUX YepT
B) MHTepperanus cyObeKTOM MEKIMYHOCTHOTO BOCIIPUATHUS IPUYHUH U MOTUBOB MOBEACHUS APYTHX
iIG7
4. B 1IeHHOCTHO — OPMEHTUPOBAHHbBIX MAHUITYJISTUBHBIX TEXHOJOTHIX JI€JIOBOTO OOLICHHUS
MUIIEHbIO IICUXOJIOTUYECKOTO BO3/IEHCTBUS SBIISIOTCS:
a) LleHHOCTHBIE yCTaHOBKM MapTHEpA — ajpecara
0) lyxoBHble ujeasbl mapTHEpa — ajjpecara
B) [ToTpeOHOCTH M CKIIOHHOCTH MapTHEpa — ajgpecaTa
5. BepbanbHble KOMMYHHUKAIIUU OCYILECTBIISIFOTCS C IOMOIIBIO:
a) OnpeneneHHOro TeMmna peun
0) MHpopMallMOHHBIX TEXHOJIOTHI
B) YcTHOH peun
6. Bce monu nendres Ha:
a) CEeHCOpPUKOB U UHTYHTOB
0) DKCcTpaBepTOB M MHTPABEPTOB
B) 00a BapHaHTa BEPHbI
7. [1enoBoy CTUIIb B3aUMOJICHCTBUS TAPTHEPOB BKIIFOYAET:
a) [Ipu3HaHne IEHHOCTH U 3HAYMMOCTH [TOBEACHUYECKUX IEUCTBUN APYT Apyra
0) OcnabreHue KOHTPOJIS 32 COLUANIbHO-CTATYCHBIMU U 3TUKETHBIMU HOPMaMHU
B) PanmonanbpHOE HCIONIb30BaHKE MApTHEPAMHU TOJIEPKUBAIOIINX TEXHUK
8. JlenoBble mapTHEPHI C BU3YyalIbHOM MOJAIbHOCTBIO MBICIISIT IPEUMYIIECTBEHHO:
a) TakTHUIBHBIMU 00pazaMu
0) 3puTenbHBIMHA 00pa3aMu
B) AyauanbHbIMH 00pa3amMu
9. UndopMalinoHHO — cUJI0BOE O0ecrieueHne MaHUIYJISITOpa B MAHUITYJISTUBHBIX
TEXHOJIOTUSX JEJIOBOTO OOIIEHHSI CKIIaIbIBACTCS M3 COBOKYITHOT'O B3aUMOJCHCTBUSA:
a) KorHuTuBHO — paninoHanbHBIX CHII aJipecaTa CUXO0JIOTHYECKOr0 BO31EHCTBUS
6) CtaTyCHO — peCypCHBIX CHJI MaHUITYJIATOpA
B) JINUHOCTHO — NCUXOJIOTMYECKUX CUII MAHUITYJISITOPA
10. K mexaHu3MaM MaHUIYJIATUBHOTO BO3AEUCTBUS OTHOCATCS:
a) MexaHn3Mbl IPUCOEUHEHUS U BHEJPEHHSI, KOTOPbIE UCIOIb3YET MAHUITYJISATOD



0) [lcuxuueckne aBTOMAaTU3Mbl U KOMILIEKCHI aJipecata MaHUIYJISIUH +
B) [loTpeOHOCTH, CKIIOHHOCTH, MOTHBAIUH aJ[pecaTta MaHUTYISIIUU
11. K nanbonee npruMeHsIeMbIM B TEXHOJIOTHAX JI€JIOBOrO OOLICHHS TEXHUKAM aKTUBHOM
AHTUMAHUITYJISITUBHOM 3aIIUTHl MOKHO OTHECTH:
a) Mcrnonb3oBaHue MapTHEPOM — aJIpecaToM MCUXOTEXHUYECKUX MTPUEMOB BCTPEUHON MaHUITYIISALUN
0) BpemenHoe npeprIBaHE apecaToOM J1€JI0BOI0 KOHTAKTa C MaHUIYJIATOPOM
B) LlenenanpaBieHHYyI0 TOTAIBbHYIO ICUXOJIOTMYECKYIO aTaKy Ha MaHUITYJIsITOpa +
12. K OCHOBHBIM MaHUIYJISITUBHBIM TEXHUKAM IICUXHUYECKOTO BO3JECHCTBUS B JIETTIOBOM
OOLIEHUH OTHOCATCS TEXHUKH:
a) YoexaeHus
0) 3amyTeiBaHus, “JIOKHOTO BOBJICUCHHS ', CKPHITOTO IIPUHYKICHHUS
B) Pacnionosxenus
13. K 0coObIM TEXHHUKAM [TaCCUBHOM 3aIIUThI, OPUEHTUPOBAHHBIM Ha OTPAKEHUE
MaHUIYJISTUBHOTO BO3/I€UCTBHUSA, OTHOCSTCS:
a) BricTpanBaHue napTHEPOM — aIpeCaToOM CMBICTIOBBIX U CEMAaHTHYECKHX OAphEPOB C
MaHUIYJISTOPOM
0) lucranuupoBaHue nmapTHepa — ajpecaTa OT MapTHEPA-MaHUITYIATOpa
B) 00a BapuaHTa MPaBHILHBIC
14. K OTKpBITBIM BOIIPOCAaM B JIEIOBOM KOMMYHHUKAIIUU OTHOCSITCS:
a) MudopmanronHsie
0) Putopuueckue
B) AJIbTepHaTUBHbIE
15. K npusnakam, KOTOpbIe CBUETENLCTBYIOT O HATHUNU MaHUIYJISILIUK B IEJIOBOM
00ILIEHNH, OTHOCATCS:
a) HekOoHrpy?HTHOCTh KOMMYHUKATUBHBIX COOOIICHUI MaHUTTYISTOpA
6) CTpykTypHasi KOMIIOHOBKA IUCKYPCOB WH(OpPMAIUH, HE pEJIEBAaHTHAS UX COJIEPKATEIHHOU
3HAUYUMOCTH JUIsl PEIIEHUs AeTOBON MPOOIEMbI
B) [IpucyrcTBre BepOanu3npoBaHHBIX U HEBEPOATHHBIX YIPOXKAIOIINX CUTHAJIOB
16. K cpeacTaM HeBepOaTbHON KOMMYHHKAIIUA OTHOCSITCS:
a) Taketuka
0) I[Ipoxcemuka, KUHECHKA
B) 00a BapHuaHTa MPaBUIIbHbBIE
17. KunecuueckuMu cpeicTBaMy HeBepOaIbHOTO OOIIEHUS BBICTYNAIOT:
a) [Toza, mumuka
0) Pykomnoxatue
B) [lokannuBanue
18. JIoruko-CMBICIIOBOE MaHUITYIMPOBaHUE WHPOPMAIIUEH B IETTOBOM OOIICHUH MPE/IJIaraeT:
a) COKpBITHE BaKHBIX CMBICTIOBBIX TUCKYPCOB HH(pOPMAITUU
0) YTauBanue uadpopmauu
B) /lo3upoBanue nHpopmanuu
19. ManunynaTuBHas CTpAaTErus B 1€JI0BOM OOLICHUH peaIn3yeTcs Kak:
a) COBOKYITHOCTh OBEACHUYECKUX JICUCTBUH aJpecaTa MaHUITYIISIUN
6) CucteMa COBMECTHBIX MTOBEJCHUECKUX IEUCTBUI JETOBBIX MAPTHEPOB, UMEIOIIAs LEIbIO
KOMITPOMUCCHOE PEIICHUE JIeTOBON MPOoOIeMbl
B) CrucTtema NCuXOTEXHUYECKUX MPUEMOB U JEHCTBUM, OTPaXKaroIast TOJITOBPEMEHHBIE TSI
MaHUTYISTOpa
20. MunieHr MaHUTIYJISITUBHOTO BO3JAEHCTBUS — 3TO:
a) CTpyKTypHBIE YPOBHU IICUXUKH MaHUIYJIATOpA
0) JlokanbHbIe ICUXUYECKHE CTPYKTYphI MapTHEpa-aJpecaTa, Ha KOTOpPbIE HAMIPABIECHO
MaHUITYJISITABHOE BO3/ICHCTBHE
B) OOBEKTHI, BKIIFOUCHHBIE B JICJIOBYIO CUTYAIHIO
21. HeBepOanbHBIMH CPEICTBAMU OOILEHUS SIBIISIOTCS:
a) Pykonosxatue, moxojka, B3rJis



0) Tenedon
B) DJIEKTpOHHAs MoYTa
22. IlepcoHasibHast AUCTAHIIMS B TIpOLIecce OOIICHHUS .
a) Cepire 350cMm
6) 50 — 120cm
B) 120 — 350cm
23. [loO6ynuTenpHas nHGOpMAIUs B 1EJI0BOM KOMMYHHUKAIIUN PEATU3YETCS B BUJIE:
a) [IpocbObl, IpuKasa, npu3biBa
0) [lo3HaBaTeILHOTO COOOIICHHS
B) DNEKTPOHHOU MOYTHI
24. IlpueM HanpaBIEHHOTO KPUTUYECKOTO CIYLIaHUS 11eJIeCO00pa3HO UCTOIb30BaTh B
JICTTOBBIX CUTYAIHSIX, CBSI3aHHBIX C:
a) O0cyxaeHneM KaKux-JIn00 HMHHOBAIMOHHBIX TIPOEKTOB
0) JlucKkycCHOHHBIM 00CYKICHUEM MPoOIeM
B) BricnymmBanueM xano0 KIMEHTOB
25. TIpokceMU4ecKUMH XapaKTepUCTUKaMHU HeBEPOAITBHOTO OOLICHUS SBIISFOTCS:
a) [ToxmonbiBaHKE TIO CITUHE
0) Mumuka
B) JluctaHius Mex 1y OOIIAIOMUMUCS, YTOJI O0IEHUs TaPTHEPOB
26. IIpocomuveckuMu CpeIcTBaMH HEBEPOAITBHOTO OOIIECHHS BBICTYIIAIOT:
a) Juctanuus Mexay oOUIarOIIMMHUCS
0) MnToHaLMs, TPOMKOCTb rojioca
B) XecThr
27. K TexHHKaM Majoro pa3roBopa, IpUMEHSIEMOro B JeI0BO KOMMYHHUKAIIUU, OTHOCATCS:
a) lHTepecHbIl, yBIEKaTENbHbBIN paccKa3, MO3UTUBHBIE KOHCTATAIIMH COOBITHI UK (haKTOB,
MHTEPECYIOIINX IMapTHEpa
6) LlutupoBaHue BbICKa3bIBaHUM MapTHEPA O €ro YBIEUEHUSIX, X000, BBICKa3bIBAHUSI — CCBIIIKU C
MPUSITHBIMHU aCCOIMAIIMSAMH IS TapTHEpa
B) 00a BapuaHTa MpaBUIIbHbIE
28. MaHUMyIATUBHBIE TEXHOJIOTMHU AEJIOBOTO OOLIEHUS — ATO TaKUE TEXHOJIOIUH, B KOTOPBIX
NPUCYTCTBYIOT:
a) [lcuxorexHnueckue MprueMbl MaHUITYJIMPOBAHUS, TEXHUKU PACIIOI0KEHUS U YOCXKIEHHS 110
OTHOIIEHHIO K MapTHEPY — ajpecary BO3JEHCTBUS
6) OTKpbITOE PUHYKCHHE NapTHEPa K KAKUM — JINOO MOBEJACHYECKUM JIeHCTBUAM
B) CKpBITOE IICUXO0JIOTUYECKOE BO3/IEHCTBUE HA JIEJIOBOTIO apTHEpa
29. O61eHue — 371o:
a) [Iponecc mepexaun nHGOpMAIU, TTPOILIECC YCTAHOBICHHUS KOHTAKTOB MEXKY JIFOIbMH
0) [Ipouiecc popMuUpOBaHUS U PA3BUTHUS JIUIYHOCTH
B) 00a BapuaHTa MpaBUIbHbIE
30. Beaenure NpuHIMIL, Ha KOTOPOM HE MOKET OBITh OCHOBAHO JIEJIOBOE OOILEHHE:
a) YBaXUTEIHHOCTh
0) Drousm
B) JloOporkenaTenbHOCTh

OTBETHI:
1. © 9. B 17.a
2. a 10.0 18.06
3. B 11.a 19.B
4. a 12.0 20.0
5 B 13.B 21.a
6. B 14. 6 22.0
7. a 15.0 23.a
8. 0 16. B 24.0



25.B 27.8B 29.B
26.0 28.a,B 30.0

3. TunoBoe 3a1aHue VISl BHINOJHEHUS] KOHTPOJIbHOM padoTsl mo Moay.io 3

1. B tekcroBoM pemakrope Microsoft Word odhopmuts 1o cBoemy npenmnpustuio IIpukas o
BPEMECHHOM 3aMEIICHUH PYKOBOIUTEIIS IPEIITPHUSITHS.

2. B tekcroBom pemakrope Microsoft Word odopmuts mo cBoeMy MpeanpUATHIO AKT O
CITUCAaHWH UMYIIIECTBA.

3. B TtekcroBoM penaktope Microsoft Word paspaboraTh 1m0 CBOeMY MPEANPHITHIO
IIPOJIOJIBHBIN U YTJIOBOH OJIaHK BaIIero MpeAnpHUsITHS.

2. B tabmuunom penaktope Microsoft Excel pazpaborare mabion JKypHaiia yaera TpyaoBbIX
KHIDKEK.

4. B tekcroBoM penaktope Microsoft Word opopmuts o csoemy npeanpusruto [Ipukas o
KOMaHIMPOBAHHH.

5. B TekcroBoM penaktope Microsoft Word odopmuth mo cBoemy mpeanpusTHiO AKT O
npueme-tepeaaye Je.

6. B tekcroBom pemaktope Microsoft Word pazpaboTtaTh mo cBoeMy MpEeIrpHsITHIO TPOEKT
VYcraBa npeanpusaTus.

7. B Tabmuunom penakrope Microsoft Excel paspaborats 1mabion JKypnana
y4eTa B3bICKAaHUW U ITOOLIPEHUN.

8. B texcroBom penakrope Microsoft Word opopmuts o cBoemy npeanpusituto lpukasz o
IPEMHUPOBAHUH.

9. B TEKCTOBOM penakTope Microsoft Word pa3paboTaTh HOJKHOCTHYIO
UHCTPYKIIHUIO CeKpeTaps-pedepenra.

10. B Tabmmunom penakrope Microsoft Excel paspaboraTe mabioH andaBHTHBIA KypHAT
yueTa JINYHOTO COCTaBa

11. B TtekcroBom pemaktope Microsoft Word odopmuts M0 cBOEMY MNPEANPHUSATHIO
["apanTHiiHOE THCHMO O MOCTaBKe 000pyAOBaHUs (OTIYCTUTD 32 O€3HATMYHBIN pacyer).

4. TunoBoe 3aaHue JJs BbINOJHEHUS KOHTPOJIbHOH padoTsl o MoayJio 4

1. CocraBuTh ONaHKM pa3TUYHBIX BUAOB C YIJIOBBIM W TPOJOJBGHBIM BapHaHTaAaMHU
PacIONOKEHHUSL.

2. CoCTaBHTB POEKT PACIIOPSKCHUSI.

3. CocTaBUTB NPOEKT MPHUKA3a [0 OCHOBHON JEATEIbHOCTH.

4. CocTaBUTH MPOEKT PEIICHHUS.

5. CocTaBUTB NPOEKT JOKJIAJHOM U CITyKEOHOM 3alUCKH.

6. CocTaBHTH IPOEKT IMPOTOKOJIA.

7. O¢opMUTDH U 3aMOJTHUTH TPOEKT MPUKA30B MO JUYHOMY COCTaBY (IIPHUKa3 O HANPABICHUU
paboTHMKA B KOMaHAUPOBKY, IPUKA3 O MPEAOCTaBICHUN OTITyCKa paOOTHHUKY).

8. O opMUTH 3aMOIHUTH MIPOEKT MITATHOTO PACTIUCAHMUS.

9. OdopMuUTH 1 3aNIOTHATH MPOEKT TpaduKa OTITYCKOB.

10. OdopmHTh U 3aMOTHUTH MPOEKT JIUYHON KapTOUKH.

11. OdpopmuTh ¥ 3aMOJHUTH MPOEKT KOMAHAWPOBOYHOI'O YIOCTOBEPEHHS, CIy:KEOHOIro
3aJaHusl JUIs HalpaBJIeHUs] B KOMAaHAWPOBKY M OTYETA O €r0 BHIIOJHEHUH.

12. OdopmuTh HaIEKAIIM 00pa30M TOJTHYIO KOMTUIO OQHUIIMATBHOTO JOKYMEHTA, BBIITUCKY
U3 0(pUIMAIBHOTO JJOKYMEHTA.

13. OdopmMuTh U 3aMTOTHATH MPOEKT KypHaa BXOIAIMEH JOKYMEHTAIUH.

14. OdopmMuTb U 3aMOITHUTH MPOEKT KypHAJIa UCXOIAIICH JOKYMEHTAIIUH.

15. OdopmMuTh U 3aMOTHUTH MPOEKT HOMEHKJIATYPHI AeJ JTI000TO BUIA.

16. OdopMuUTh U 3aMOTHUTH IPOEKT OMKCHU JEIT JTIF0O0TO BUIA.

17. OdopmuTH U 3aTIOJIHATH MMPOESKT 0OJIOKKH JIeIa, 3aBEPUTEILHOTO JIUCTA JIeTa.



18.

OdopMuUTh U 3aMOJHUTH MPOEKT aKTa O IpHUeMe-Tiepeiaye TOKYMEHTOB Ha MOCTOSHHOE

XpaHEHUE B apXHUB.

19.

O(bOpMI/ITB M 3allOJIHUTH IPOCKT aKTa O BBIACIICHHH K YHHYTOXCHHIO JOKYMCHTOB, HE

noJIC)KAUX XPAHCHUTO.

20.

OdopMuUTh 1 3aMOJIHUTH MPOEKT CAATOUYHOM OMUCH JIe.

5. TunoBoe 3aaHue JJIs1 MPOBeAeHNsI TECTUPOBaHUA M0 MoayJiio 5

1. Kakue 10KyMeHTHI IOJBEPraroT perucTpanun’?

1)
2)
3)
4)
2.

BHYTpPEHHUE, BXOSIINE

BXOJISIIINE, UCXOISIINE

TOJIbKO BHYTPEHHUE

MPaBUIILHOTO OTBETA HET

[Touemy Ha makerax (KOHBEpPTax) C KOH(HMIECHIMAIbHBIMU JIOKyMEHTaMU HeE

NPOCTaBISIOT rpU( KOHPHUIAESHIIMATEHOCTH?

1)
2)
3)
3.
1)
2)
3)
4,

rpu¢ NpoCTaBiIsIOT BCEra

YTOOBI HE IPUBJIEKATh BHUMAHUS

T.K. 3TO HE UMEEeT HUKAKOI0 3HAU€HUsI, BaXKHO JIUIIb COJIepKaHUE KOHBEpTa

Uro nenath ¢ OMMO0YHO MPUCIAHHBIMHA KOH(PHICHIIHATHHBIMHI JOKYMEHTAMU?

WX Hy»HO BBIOPOCUTH

WX Hy>KHO OTIIpaBUTb OOpaTHO

ITo coryacoBaHuIO ¢ OTHpPABUTENEM IIEpPECIaTh B HYKHbIH ajpec

Ha uto Oynyr ccbuiatbes NpU PETUCTPALMU BXOJALIMX JOKYMEHTOB, HNOTEHLHUAIbHO

coJiepKalnX KOH(UISCHIINATIbHYIO HHPOPMAIIIO?

1)
2)
3)

Ha [lepeuenn
Ha peIlIeHUE PYKOBOJAUTEISA
Ha 3paBbIil CMBICH

4)  na Hanuuwue rpuda, KOTOPbIA 00sI3aH OCTABUTH OTIIPABUTEIb
5. Ilepeuncaure BapuaHThl YIAKOBKH MaKeTa C KOH(MUACHINATBHBIMU TIOKyMEHTaAMU
6. UYro mpoucxoAUT ¢ KOH(PHIEHIMAIbHBIMH JTOKYMEHTAMH, KOTOpbIE HE HCIOJHEHbI B

TEKYHIEM JCI0IMPOU3BOACTBCHHOM FOI[Y?

1)
2)
3)

HUX YHUYTOKAKOT
HX TICPEBOJAT AJId UCITOJITHCHUA B HOBOM JCJIOIPOU3BOJCTBECHHOM IOy
TaKoM HCO6XO):[I/IMOCTI/I HUKOTrZJa HC BO3HUKACT, T.K. OpraHu3alun 00s13aHBI BCE

HCIIOJIHUTH B TCKYIICM I'OAY

7.
1)
2)
3)
4)
8.

Yro nmosxpa3ymeBaeT FKCHeIUIUOHHas 00paboTka?

yUYeT ¥ pEerucTpaluio BXOIIIINX MaKeTOB U JOKYMEHTOB

YUYET U PErHCTPaLUI0 UCXOASIINX TAKETOB U JOKYMEHTOB

U TO, U Ipyroe

IIPABWJIBHOTO OTBETA HET

CrouT 1M TpUHUMATh HAJOPBAHHBIM mMakeT (KOHBEPT) C KOH(HUACHUIHUAIHLHBIMU

JOKYMCHTaMH, €CJIM OH aApCCOBAH B Bally 0PI’ aHI/I3aL[I/IIO?

1)
2)
3)
9.

HET, HE CTOUT, HY’)KHO COCTaBUTh aKThl U BEPHYTHh OOPATHO

J1a, CTOUT, HO COCTaBUTh aKThl

HET, HE CTOUT MPUHUMATh, U AKTHI COCTABIIATh TOKE HE CTOUT

Kakass ormerka A0mKHA CTOSTh B JKypHaJle ydeTa BXOJAIIUX JOKYMEHTOB, €CIIU

KOH(HICHIIMATBHBIN JOKYMEHT TIPHUIIIE] C COMPOBOAUTEILHBIM IMMCBMOM, KOTOPOE, B CBOIO OUYepe/Ib,
HE COJIEP’KUT KOH(UACHIIMAIBHOW HHpOpMaLuu?

1)
2)
3)
10.
1)

CONPOBOANUTENIFHOE MMMCHMO HE HY)KHO PETUCTPHPOBATH

«0e3 MPUIIoKEeHUS He KOH(PHICHITHATIBHOY

IHCBEMO PErHCTPUPYIOT OTAENBHO, a MPUIIOKEHHE OTIEIBHO

3a 4To oTBeuaeT ciyx0a KOH(PUICHINATBHOTO JIEIONPOU3BOCTBA?
3a Y4eT U PEerucTpannio KOHQUACHINAIBHBIX JOKYMEHTOB



2) 3amepenaqy JOKyMEHTOB MEXIY UCIIONTHHUTEISIMU

3) 3a KOHTPOJb 32 CPOKAMH UCIIOIHEHHS JOKYMEHTOB

4) TpaBUILHOTO OTBETA HET

11. Kakue 10KyMeHTHI OepyT Ha MHBEHTApHOE XpaHeHHE?

12. OGs3aTenbHO M BECTH JBA OTACIBHBIX XKypHAJa Ui y4eTa MaKeTOB KOH(DHIeHITHATBHBIX
JIOKYMEHTOB M CAMHUX JIOKYMEHTOB?

1) na

2) HeT

OtBeTsl:
1) 4
2) 2
3) 2,3
4) 1,2
5) oauHapHOE MaKeTUPOBAHKE, JIBOMHOE MTAKETUPOBAHUEC
6) 2
7) 3
8) 1
9) 2
10)1, 2,3
11) cOpourtopoBaHHBIE JOKYMEHTbI, YSPTEHKH, )KYPHAIIBI yUeTa
12)2



[Tpunoxenue 2
TUTIOBOE 3AJIAHUE JJISI UTOTOBOM ATTECTAIIIH

1. TunoBoe 3a1aHue /il IPOBe/IEHUS] HUTOTOBOI'0 TECTHPOBAHUS
1. YTo HEe OTHOCUTCS K YUPETUTEIIbHBIM TIOKYMEHTaM IOPUANYECKOTO Jiniia’?
a) [IpoTokon coOpanus yupeauTeei;
0) Ycras;
B) YupeauTeabHbIi 10roBOp.

2. IlonoxxeHue o CTpYKTYpPHOM HOJpa3AeI€HUH — ITO:

a) TMpPaBOBOM aKT, KOTOPBI yCTaHABIMBAaeT CTaTyC, (yHKUMH, TpaBa, OOSI3aHHOCTU U
OTBETCTBEHHOCTb CTPYKTYPHBIX IOAPAa3/I€JICHUN NN UHBIX OPraHoB;

0) mpaBOBOM aKT, KOTOPBIA OMpeJeNseT CTaTyC OpraHu3aluM, €€ 3a7adyd U (YHKIUH, [paBa,
OTBETCTBEHHOCTb, ITOPSIIOK AESATEIbHOCTH;

B) JIOTOBOP, CTOPOHBI KOTOPOTO 00S3YIOTCA CO3/1aTh IOPUANYECKOE JHUI0 M YCTaHABIUBAIOT MOPSAOK
COBMECTHOH JIESATEIIbHOCTH 110 TAaHHOMY (haKTy.

3. JlaToii TOJKHOCTHOM MHCTPYKIIMHM SIBJISIETCS JaTa:
a) ee yTBEPKICHNUS;

0) ee cocTaBJICHUS;

B) 03HAKOMJICHHUS C Hel pabOTHHUKA.

4. TIpaBoBO# aKT, B KOTOPOM OTOOpakaeTcsl MOPAJOK JIESATEIBHOCTH PYKOBOJCTBA OpraHU3alMH, a
PaBHO KOJUIETHAIEHOTO WJIM COBEIIATEIILHOTO OpraHa — 3TO:

a) IITaTHOE PaCIHCaHHUE;

0) ycTas;

B) pEerjaMeHT.

5. I1o cdepe cBoero neiicTBUS pacnopsAUTENbHbBIE JOKYMEHTHI AEIATCS Ha!

a) KOJUIEKTUBHbBIE U UH/IUBUyaJIbHBIE;

0) denepanbHOrO YpOBHS, PErHOHAIBHOTO YPOBHS, IPABOBHIE aKThl OpraHU3aLINi;
B) MPaBOBbIEC aKThl OPraHU3AIMI, TPABOBBIE AKTHI UX CTPYKTYPHBIX MOAPA3/IEICHUN.

6. Pactiopsixenue uznaercs:

a) eIMHOJIUYHO;

0) KOJIJIETHAIIBHO;

B) B YCJIOBHUSIX BEJJOMCTBEHHOTO PETyIHPOBAHUSI.

7. Konust 9acTu JOKyMeHTa, KOTOpasi 3aBEpeHa B ONPEICIICHHOM MOPSI/IKE, 3TO:
a) BBIITUCKA;

0) PNIEeKTpOHHAs KOMHS,

B) AyOHKar.

8. He siBnsieTcst HOKyMEHTOM, KOTOPBIA HHUIIUUPYET PEIICHUE:
a) 3aKJIIOUYEHHE;

0) IpOEKT JOKYMEHTa;

B) JIOKJIa/IHAas 3alKcKa.

9. UeM BHENIHE OTJIMYAETCS MTPOEKT IOKYMEHTA OT €r0 OKOHYATEJIbHOTO BapUaHTa?

a) IIpoext He o0s3aTenbHO OGOPMIIATH B TaKOH ke Gopme, Kak OyIyImMiA JTOKYMEHT, JOCTaTOYHO
CaMoro TEKCTa;

0) Hanmuceio «poekT» B BEpXHEM MOJIe CIIPaBa;

B) [IpoexT oopmisieTcst Ha crienuaaIbHOM OJIaHKE.



10. Kakast yacTb IOCTaHOBJIEHMSI COACPKUT HOPMATHUBHBIE MOJIOKEHUS WU IOPYUEHUS?
a) PacnopsinurensHas;

0) Koncratupyromasi;

B) BBO1HAs.

11. B coctaB nuHbOpMaIMOHHO-CIPABOYHBIX JOKYMEHTOB HE BXOJIUT:
a) yKa3aHue;

0) moKJaaHas 3aIKCKa;

B) CBOJIKA.

12. Bua wnHGOpMAMOHHO-CIIPABOYHON JOKYMEHTAIlUH, SIBISIOIIEHCS CHOCOOOM OIEpaTUBHOIO
MH(POPMALIMOHHOTO 0OMEHa MEX/ly OpraHU3alusIMU, Ha3bIBACTCS:

a) TOKyYMEHTAIUeH IS CIIy>KeOHOTO MOJIb30BaHUS;

0) MmepernucKoii;

B) CTaTUCTUYECKONW OTUETHOCTHIO.

13. Yro npencraBisgeT coOoii 3asBlIeHUE B JOKYMEHTOOOOPOTE OpraHU3aIiu?

a) OTO JOKYMEHT C MPeAJIOKEHUEM Ha3HAUUTh, IEPEMECTUTh WU MOOLIPUTH paOOTHUKA;

0) OTO TOKyMEHT, OOBSCHSIOIIUI MPHYUHBI CIYYHBILETOCS, KOTOPBIH COCTABIsIET PAOOTHUK HA MMS
PYKOBOJIUTEIIS;

B) DTO JOKYMEHT, KOTOpBI aJpecoBaH JOKHOCTHOMY JIMIY U COAEPKHUT KaKyko-TMOO NMpochOy
pabOTHHKA.

14. Yto He sABIAETCS MPU3HAKOM aKTa?

a) cocTaBlIeHHE B CBOOOHOM popme;

0) yctanoBieHUE (PaKTHUYECKOTO COCTOSTHUE JIEJI U OTPAKEHHE €T0 B aKTe;
B) KOJIJIETUAJIbHOCTh COCTABIICHHUSI.

15. JIokyMeHTBI, KOTOpbIE W3JaHbl BHYTPU YUPEXKJICHUS U OTMIPABICHBI 3a €ro MpeaAenbl s
PYKOBOJICTBA HHWKECTOSIIIIAM OpPTaHaM YIPABICHUS JUOO B IEJIAX HWCIOJHEHUS MUChMEHHBIX
YKa3aHU BBICIIEH WHCTAHIIMH, HA3bIBAIOTCS:

a) BXOJISIIIUMU JOKYMEHTaMH;

0) UCXOIAIIMMU JOKYMEHTaMU;

B) MEPENUCKOM.

16. Yto BKIIIOYAET B c€0s1 TEXHUYECKOE MCTIOJHEHNE JOKYMEHTA!

a) TMpPEeAOCTaBIIEHUE PACIEUAaTAaHHOIO MPOEKTa JOKYMEHTa pPYKOBOJUTENK Ha COTJacoBaHUE,
YCTpaHEHHE HETOYHOCTEH, HA0OP OKOHYATEIHPHOTO JIOKYMEHTA;

0) MOATrOTOBKY MpOEKTa IOKYMEHTa, HabOp M pacredyaTky TEeKCTa MPOeKTa, KOPPEKTHUPOBKY
COJIepXaHUs JOKYMEHTA TI0CIIe COTaacoBanus1, oopmiieHne (GUHAIBHOTO BapUaHTa TOKYMEHTA;

B) COCTaBJICHME JOKYMEHTA Cpa3y B OKOHYATEJIbHOM BapUaHTE, €r0 MOJNUCAHUE y PYKOBOJUTEIIS,
OTIpaBKa JOKYMEHTa ajpecary.

17. Korna TOKyMeHT SIBJISIETCSI UCTIOJTHEHHBIM?

a) Kak ToJIpKO JOKyMEHTY MPUCBOEH PETUCTPALIMOHHBIN HOMED;

6) Korma paccmartpuBaembliii B JOKYMEHTE BOMPOC Pa3peIIeH TOJHOCTHIO M TEpEenucka Mo HeMy
3aBEPILCHA;

B) Korma mokyMeHT mosry4eH KOHEUHBIM aJIpecaToM.

18. Kakue pasmepsl mpu(TOB PEKOMEHIYETCS HCIOIB30BaTh MpU OGOPMIICHUU TOKYMEHTOB
cormacao 'OCT P 7.0.97-20167
a) No 12, No 13, Ne 14;



6) No 12, Ne 14, Ne 16;
B) No 11, No 12, Ne 14,

19. Hudporoii i OykBeHHO-IIU(PPOBON HICHTHPUKATOP JTOKYMEHTA, BKIIOUYAIONIUIN MOPSIKOBBINA
HOMEp, JOMNOJHSEMBIA MO >KEIaHHWI0O MHJEKCAMHU COIJVIACHO HCIIOJIb3YyEeMbIM KiaccudukaTopam,
Ha3bIBACTCS:

a) rpudom;

0) perucTpalliOHHBIM HOMEPOM JTOKYMEHTA;

B) 1aTOM IOKyMEHTA.

20. Kaxkoit ¢hopmar Oymaru UCIOIb3YETCS ISl U3TOTOBJICHUS OJIAaHKOB PE30JTFOITNIN ?
a) AS, AG6;
0) A4, AS;
B) A6, A4.

21. Hocurenem nH(pOpMAaLINH SBISIETCS:

a) MaTepuaJbHbIH OOBEKT, KOTOPbI HyXeH ainsd (ukcauuu, XpaHeHus (M BOCIPOM3BEICHUS)
peUeBoii, 3BYKOBOH HITH H300pa3UTEIIbHON HH(POPMALINY;

0) co3garenb JOKYMEHTa;

B) CTPYKTYpHOE TOApa3/iesieHHE, BRITOIHSIONEe (YHKIIUU 10 BEACHUIO JOKYMEHTO000pOTA.

22. CBOICTBO JOKYMEHTa TOATBEP)KIATH JICTOBYIO ACATEIBHOCTD JTHO0 COOBITHE TMYHOTO XapaKTepa
—3TO:

a) IOpUANYecKasi CHiia IOKYMEHTa;

0) ropuaudecKas 3HauuMOCTh JIOKyMEHTa;

B) ayTEHTUYHOCTb.

23. TUNOBBIM CPOKOM UCIIOJTHEHHUS JOKYMEHTA Ha3bIBACTCS:

a) CPOK HMCIIOJTHEHUSI TOKYMEHTA COIVIaCHO HOPMATUBHO-IIPABOBOMY aKTY;

0) CpOK HMCIOJHEHUS, KOTOPBIA YCTAHOBJIEH B OpPraHU3allMOHHO-PACHIOPSIUTEIEHOM JOKYMEHTE WM
B PE30JIIOLINH;

B) CPOK UCIOJIHEHHUS], YCTAHOBJIEHHBIN CIIOKUBIIMMCS B OpraHU3aluU OObIYaeM.

24. CripaBOUYHUK, coepKaluii cBeeHNs 0 (OHaX apXUBa U MpeIHa3HAYCHHBIN JJIsI O3HAKOMIICHUS
C X COCTaBOM M COJEpXKaHUEM — ITO:

a) apXUBHBIN TyTEBOAUTEIb;

0) apXUBHBIN CIIPABOYHUK;

B) apXUBHBIA yKa3aTellb.

25. YuudunupoanHoi GopMOit TOKyMEHTa SBISETCS:

a) popmyssip JTOKYMEHTa ONpeAeIEHHOTO BUJ1a, KOTOPBIN COAEPKUT MOCTOSHHYIO YaCcTh TEKCTA;

6) OyMaXHBIH WJIM DJIEKTPOHHBIM MA0JIOH C PEKBU3UTAMHU, IO KOTOPBIM OIPENENIeTCsl aBTOp
O(QUIMATIBHOTO IOKYMEHTA;

B) PEKBHU3UT O COINIACHM OpraHu3allid, KOTOpas HE SBISIETCS aBTOPOM JOKYMEHTa, C €ro
COJZIEP/KaHUEM.

26. KakoBa jyinHa caMOl JUIMHHOW CTPOKH PEKBHU3UTA IIPH YIJIOBOM PACIOJI0KEHUHN PEKBU3UTOB?
a) He 6onee 7,5 cm;

6) He Gonee 12,5 cm;

B) He Gomee 10 cm.

27. PeKBU3UT TOKyMEHTa — 3TO:
a) perucTpallMOHHBIN HOMEpP IOKYMEHTA;



0) snmemMeHT opOpMIICHUS TOKYMEHTA;
B) CBCACHUA O AAaTC U UCIIOJIHUTCIIC JOKYMCHTA.

28. Bxonsmuii JOKYMEHT MPOXOIUT CIETYIOIINE ITarbl 00paboTKu:

a) CONPOBOXICHUE M JOCTaBKa C IOYTHI, IEpPBHYHAs 00pabOTKa, perucTpanus, MOATOTOBKA Ha
JOKJIaJl, paccCMOTpeHHe M O(OpMIICHHE DPE3OJIOUUH, PErucTpalys pe3O0NIOLHH, IIOCTAaHOBKAa Ha
KOHTPOJIb HWCIIOJNHEHHs, OTIPAaBKa Ha HCIIOJHEHHE, HCIOJHCHHE W KOHTPOJb 3a HHUM, IPHEM
UCIIOJTHCHHOTO JIOKYMEHTA, CHSATHE C KOHTPOJIS, [MOMEIICHHE HMCIIOJHEHHOrO TOKYMEHTa B JIEIIO,
paboTa ¢ HUM, TeKyIee  apXUBHOE XPaHCHUE, YHHYTOKCHUE U CIIMCAHUE;

0) ycTaHOBJICHHME KOHKPETHOrO ajipecara JIOKYMEHTa B OpraHH3allid, PErHCTpalus JOKYMEHTa I0
BXOJUAIIMM JKypHaJaM, Hepelada JOKYMEHTa aJpecary, YKa3aHHOMY €ro B TEKCTE, YCTAHOBIICHHUE
CPOKOB HCIIOJIHCHUA IOOKYMCHTA, HCIIOJHCHHUC IOOKYMCHTA, INPOBCPKa PE3YyJIbTATOB HCIIOJIHCHUA,
HOMEIICHHE TIOKYMEHTa B HOMEHKJIATYPHOE JIEJI0 U IMOCIICAYIOLIas cjaya B apXuB;

B) PEruCTpanus JOKYMEHTa IO BXOJSIICH KOPPECHOHACHIMH, INepeiadya ero PYKOBOAUTEIIO JUIs
OIPE/ICIICHUs] UCTIOMHUTEIS, Mepeiaya JOKYMEHTa HEOCPEICTBEHHOMY HCIIOJIHUTEI0, KOHTPOJIb 3a
HUCIIOJIHEHUEM JOKYMCHTaA, HUCIIOJIHCHHUEC AOKYMCHTA, Ipuem PE3YyJIbTAaTOB HUCIIOJIHCHUA
PYKOBOJIMTENIEM, OTMETKa 00 MCIIOJIHEHUH B CIICHUAILHOM JKypHAIIe, cllauya JOKyMEHTA B apXUB.

29. [TIlpenBapuTenbHBIA TEKCT JOKYMEHTa, KOTOPBI JIMYHO TOTOBUT WCIIOJHUTENb WIH
COUCIIOJIHUTEINb JOKYMEHTA, TO:

a) DK3EMIUISP TIOKYMEHTA;

0) MPOEKT TOKYMEHTA;

B) KOTIHS JTOKYMEHTA.

30. denonpou3BoJICTBO — 3TO:

a) JeATeIbHOCTh 10 JOKYMEHTHPOBAHHUIO, JIOKYMEHTOOOOPOTY, ONEPATUBHOMY XpaHEHUIO U
HCIIOJIb30BAHUIO JIOKYMEHTOB;

0) mporienypa co3aHusi, THPAKUPOBAHUS M PETUCTPALIMU BXOMASIIEH W MCXOIAIICH TOKYMEHTAIIUU
OpraHu3aIlNy;

B) HETMOCPEJICTBEHHOE CO3/]aHNe O(UIIUATBHBIX JTOKYMEHTOB Ha MPEATNPUSTHH.

ITAJIOHLI OTBETOB:

1 2 3 4 5 6 7 8 9 10 |11 |12 |13 |14 |15

a a a B o a a o 0 a a §) B a §)

16 |17 |18 |19 |20 |21 |22 |23 |24 |25 |26 |27 |28 |29 |30

0 0 a o a a o a a a a §) a §) a

2. TunoBble 3a1aHUs JUIS MIPOBeIEHUS MPAKTHYECKOI KBAJIM(PUKALMOHHOMH PadoThI
1 CoctaButh U 0POPMHUTH B COOTBETCTBUH C MPABHIAMH JEJIIOTIPOU3BOJICTBA U PEUEBOTO ITHKETA B
nporpamme Microsoft Word nnpopmannonsoe nucsmo.
2 CocTaBUTh U OQPOPMHUTH B COOTBETCTBUH C MPABHJIAMH JIEIOTPON3BOJICTBA U PEUEBOTO STHKETA B
nporpamme Microsoft Word rapantuiiHoe mucbMo 00 omjiaTe JAEHEXKHBIX CPeJICTB A0 KOHIa
tekymero kBaptana oT umeHu YIIOY VI «Ontumuct» Ha cymmy 3agomxeHHocta 1000=00 (Oxna
ThICSYa pyOIieit).
3 CocraBuTh U 0GOPMUTH B COOTBETCTBUHU C MpPaBHJIaMU JEJIONPOU3BOJICTBA U PEUEBOTO 3TUKETA B
nporpamme Microsoft Word nucemo-pexnamanuio o noctaBke «bymaru opucHoi» B KonuyecTtse 5
KOpOOOK HEHaJIeXKaIero KayecTBa.
4 CocraBuTh U OOPMHUTH B COOTBETCTBUU C MPaBUJIAMH JIETONPOM3BOJICTBA U PEUYEBOTO 3TUKETA B
nporpamme Microsoft Word pekmamHoe mmcebMo 00 o6pazoBatenpHbIX yceayrax YIIOY VI
«OnTuMucT.



5 CocraBuTh U 0GOPMUTH B COOTBETCTBUU C MpPaBUJIAMU JEIONPOU3BOACTBA U PEUEBOTO 3TUKETA B
nporpamme Microsoft Word compoBoauTensHOE MUCHMO K MAKETy JTOKYMEHTOB, MPHKIJIAIbIBAEMBIX
JUTSL OTIIPABKU MOYTOBBIM COOOLICHHEM.

6 CoctaButh U 0()OPMUTH B COOTBETCTBHH C MpPAaBUJIAMHU JEIONPOU3BOACTBA U PEYCBOIO ITHKETA B
nporpamme Microsoft Word nrcemo-3anpoc «O npenocTaBicHud HHYOPMAITUI.

7 CoctaButh U 0()OPMUTH B COOTBETCTBHH C MpPAaBUJIAMHU JEIONPOU3BOJCTBA U PEUCBOIO ITHKETA B
nporpamme Microsoft Word nucbMo-nioaTBepkaeHIe MapTHEpPY.

8 CoctaBUTh U 0()OPMUTH B COOTBETCTBHH C MPABUIIAMH JICJIONPOU3BOJCTBA M PEUEBOT0 ITHKETA B
nporpamme Microsoft Word nuceMo-nipuriamieHue HakoprnopatusHoe coositre B OO0 «Me30HuH 1
K».

9 CocraBuTh U 0GOPMUTH B COOTBETCTBUU C MpPaBUJIAMU JEIONPOU3BOACTBA U PEUEBOrO 3TUKETA B
nporpamme Microsoft Word nmucsmo-HarnoMuHanue.



