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1. OBIIME MMOJOXEHUSA

ITosicHuTeIbHAS 3anKCKa
K OCHOBHOH Mporpamme npoecCHOHaIBHOr0 00ydeHus —
nporpamMmme npohecCuOHATBHON MOATOTOBKH 10 MpodeccHsM pabodmx, T0IDKHOCTIM
ciayx)amux «Cekperapb-aAMUHUCTPATOP)

OcHoBHasg  mporpamMma  NpoQ)eCCHOHAIBHOrO  O0ydYeHHss —  [porpamma
npodeccuoHanbHOi MOArOoTOBKM MO mnpodeccusM pabounX, MOJDKHOCTAM CIIyKAIUX
«CexpeTapb-aIMUHHCTPATOp» (Jajsee - mporpamMma) pas3paboTaHa B COOTBETCTBHHM C
®enepanbHbiM 3akoHOM OT 29.12.2012 Ne 273-®3 «O6 obpazoanuu B Poccuiickoii
®enepanuun», npukazom MunucrepcrBa npocsemenus PO ot 26.08.2020 Ne 438 «O6
yTBepkeHnu llopsjka opraHusanuu ¥ ocyuiecTBieHUs: 00pa30BaTeIbHOM JeATeIbHOCTH
10 OCHOBHBIM TpOrpaMmaM MpodeccHoHanbHOro o0ydeHus» U npukasoM MHHHCTEpCTBa
npocselieHus Poccuiickoit Meznepauuu ot 14.07.2023Ne 534 «O6 ytepxnerun [Tepeuns
npoeccuit  paboumx, OKHOCTEH Ciy)KalUX, 10 KOTOPHIM  OCYINECTBISAETCS
npodeccuoHanbHoe o0yueHuey.

Pabouas nporpamma paspaborana Ha OCHOBE NpPO()ECCHOHAIBHOIO CTaHAapTa
«CrienMaiucT 1Mo OpraHU3alMOHHOMY U JOKYMEHTAIlMOHHOMY 00eCIeueHHIO yIIpaBJieHHs
OpraHu3aluen», yTBepxkJIEHHOro NpukazoM MUHUCTEPCTBA TPy/Ja U COLUAIBHOM 3aIHUThI
PO or 15 wmrons 2020 Ne 333u «OO yTBepkJIeHHH NPOPECCHOHAIBHOIO CTaHaapTa
«CrnenuanucT no OpraHu3alluOHHOMY M JIOKYMEHTALHOHHOMY 00€CIIeYeHHIO YIIpaBIeHuUs
OopraHuzaluen.

[Iporpamma peanmusyercs C [NpUMEHEHHEM HCKJIIOYUTENBHO  3JIEKTPOHHOTO
00y4eHHsl, AUCTAHHOHHBIX 00pa3oBaTeIbHBIX TEXHOJIOIHHA.

[lene mporpammel:  ¢opmupoBaHHe y oOydaroummxcs Mpo(hecCHOHATBHBIX
KOMIIETEHIMH, 00ecrneunBarolMX BbIMIOJIHEHHE HOBOro BHAa MpodecCHoHaIbHOM
JEATEIbHOCTH B 00JIaCTH OpPraHU3allMOHHOTO M JIOKYMEHTAI[MOHHOTO obecrnedyeHus
YNpaBJIeHHUs OpPraHU3alMsIMHU JIIOOBIX OpraHu3allMOHHO-NIPABOBLIX (GopM, NpuHoOpeTeHHe
HOBOH KBanuukauuu no npopeccun «Cekperapb-aMUHHCTPATOPY.

3ajayn oOyuyeHus: naTh OOYyYAIOIMMCA HEOOXOMMMBIH YPOBEHb 3HAHMH JUIs
OpraHu3alMOHHOr0  obecrieuyeHusi JesATeNIbHOCTH OpraHu3alMd W obecredeHus
NeSATebHOCTH PYKOBOIUTEIsS OPraHU3aI[|H.

M3yyenue nporpamMmel HanpasjieHo Ha GOPMUPOBAHUE CIIEAYIOMIUX KOMIETEH Ui

O606mennbie TPy 10BbIe (YHKIHH Tpynoseie pyHKnuH
KO HaUMEHOBaHHE YPOBEHb HAUMEHOBAHHE KOJT YPOBEHB
KBaM(puKarl (moxypoBens)
HH KBaNTH(pUKALHH
OpraHm3anHonHOE [Ipuem u pacnpezenenune A013 |3
" af scttoemrs : TeJIe(POHHBIX 3BOHKOB OpraHH3aluu
JeATEILHOCTH o 6
OpraHu3aluu i A/02.3 |3
MOCETUTE/IAMM OpraHH3aluH
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BeinonHenne KOOpAHHUPYIOMIHX U

g A/033 |3
obecrieurBaOMMX (yHKITHIH

TpeGoBanust Kk oOyyaromUMCs: JIML@ Pa3IMYHOrO BO3pacTa, BKJIOYAS JIHIL C
OTPaHUYEHHBIMH  BO3MOXHOCTAMHU 3710poBbsi. (OOyueHHe MO TMporpaMme MOXKeT
OCYIIIECTBIATLCS B COCTaBe Y4eOHOMH rpyIIibl WIH HHIUBUAYAIBHO.

[To oxoHyanuu Teoperuyeckoro OJ0Ka, TMepe] BBINOJHEHHEM MPAKTUYECKO
KBaJM(UKALIMOHHON pabOThI IPOBOAMTCS MPOMEKYTOYHAS aTTECTALIUSA.

Hrorosas arrtecrauusi NpPOBOAMUTCS [0 OKOHYAHMM BCero kypca B (opme
KBATM(HUKALIMOHHOTO  JK3aMEHa 9K3aMEHAIlMOHHOW KOMMCCHEH, COCTaB KOTOpOM
onpeznensiercss u yrBepxkaaercs npukazom MII IMlopunoit H.I'. K npoexnenuto
KBAIM(HUKALIMOHHOTO HK3aMeHa [PHUBIEKAIOTCS MpeACTaBUuTeNd paborojaresnen, Hx
obbeuHeHud. PesynbTaThl MTOrOBOM arrecTanmMu odopmisiorcs mnpotokosom. Ilo
pe3yJbTaTaM MTOrOBOM aTTeCTallMM BbIJAETCS CBUETENBCTBO O NMPUCBOCHHM JOJIKHOCTH
CITyXKalero.

OOyuenune 1o nporpaMmMe BefeTcs Ha pycckoM si3bike Dopma 00yueHHs: 3a04Hast C
MPUMEHEHHEM 3JIEKTPOHHOTO 00y4YeHHe U JUCTAHIIMOHHBIX TeXHOJIOTUH.

Cpok oOyueHus:: TpyaoeMKOCcTb OOy4YeHHs MO AaHHOM mporpamme 140 wyacos.
O6wuit cpox obyuenust 4 Hemenu (CpoK MOXKeT OBITh TPOJUIEH 3a CYET yMEHbIIEHHS
KOJIMYeCTBA AaKaJeMHU4YEeCKUX 4YacoB B JIeHb, [0 COIJIACOBAHHUIO C 3aKa3uMKOM
00pazoBaTeNbHBIX YCIYT).

Pexxum 3angaTuii: He OoJiee § yacoB B JieHb.

2. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHUS TPOT'PAMMBI

B pesynbrare usyuenus nporpammsl «Cekperapb-aIMHHUCTpPATOP» 00ydarommecs
AOJIKHBbI 3HATH:

= (yHKIMH, 3371a4H, CTPYKTYpa OpraHu3aliiu, ee CBS3H;

= [paBuWJIa B3aUMOJICHCTBUS C MAPTHEPAMHU, KIIMEHTAMHM, CPEICTBAMH MaCcCOBOM
UHPOpPMAIIHH;

= [paBHWJIa OpraHU3alUy NMpUeMa MOCeTUTEeiH;

= IIpaBWJIA JEJIOBOT0 OOIIEHHS;

= CTPYKTYpY OpraHU3aluH U pacripejereHue GyHKIHUNA MeKITY CTPYKTYPHBIMA
nojpas/ieeHUsIMH CrIeLIHATHCTAMM;

= IIpaBHJIa OpraHU3alMU NPUEMOB B oduce;

= IpaBHJIa CEPBUPOBKH YalHOTO (KOo(deiHoro) croa;

= IpaBuJjia MPUTOTOBJIEHUS U MOAAYM FOPSAYMX HAMTUTKOB M 3aKYCOK K HUM;

= 3THKY JeJI0BOro 00IeHHS;

— T[IpaBWJIa peYeBOr0 ITHKETA;

= TpeboBaHusl OXPaHbI TPYA;

— MpaBHJIA 3alIUThl KOH(UIEHUHATBHON CiTyKeOHOM MH(pOpMalUu.

B pesynbrare usydenus nporpammsl «CekpeTapb-aqMHUHUCTPATOP» 00yYaromuecs
A0JKHBI YMETh:
= HCIOJB30BaTh TEXHUYECKHE U MPOrpaMMHbIe CPEICTBA JJIs TPOBEIEHHS r0JIOCOBOM
WITA BUC0-KOH(EPEHII-CBS3H;




MCITOJTh30BaTh CPEICTBA KOMMYHHUKALIMOHHONW OPITeXHUKHU JUIS MOy YeHUS 1
nepeaay uHPOpMaIHu;

BECTH YYETHBIE pErUCTpallMOHHbIE (OPMBI, HCTIOIB30BATh UX JUIS
MH(OPMAILTMOHHOM paboThI;

YCTaHaBJIMBaTh KOHTAKT C COOECEHUKOM, MMOJUIEP)KUBATh U Pa3BUBATH JIEJIOBYIO
Oeceny B mpotuecce Telle()OHHBIX MEPEroBOPOB;

CIUIAKUBATh KOH(QIMKTHBIE U CJIOXKHbBIE CHTYALHMH MEKJIHYHOCTHOTO
B3aUMOJIEHCTBHS;

coOMOaaTh CITYKeOHBIN STHKET;

001aThCsl C MOCETUTEIISIMH,

MCII0JIb30BaTh YCTAHOBJIEHHBIE MTPABUIIA U MTPOLEYPbl KOMMYHUKALWH BHYTPH
OpraHu3alkMm;

BECTH y4eTHbIE (DOPMBI, HCIIOJIB30BaTh UX JJIsi pabOTHI;

CO3/1aBaTh MOJIOKUTETBHBIAH UMUK OpraHu3alnm;

MPUHUMATE MEPBI 110 pa3pelieHui0 KOH(DIUKTHBIX CHTYAIHUI;

MPUMEHSATH UH(POPMAITHOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOIHH;

obecnieunBaTh KOH(PUICHIMATBHOCTE HHDOPMALIHH;

COCTABJIATH U BECTH yY€THBIE JOKYMEHTBI;

MPUMEHATH CPEJACTBA KOMMYHHUKALUKU [T TIepeiavyy TIOpyYeHHit pyKOBOUTEIS U
COTPYAHHKOB OpraHHU3alI[iH;

MPUMEHATH COBpEMEHHBIe cpe/icTBa cOopa, 00paboTKH U nepeayl HHPOPMALUH;
OLIEHUBATh Pe3yJIbTAThl B PAMKAX [MOCTABJIEHHBIX 3a/1a4;

OCYLIECTBJISATH KOHTPOJIb UCTIOJTHEHUS TIOPYYEHUH PYKOBOAUTENS COTPYAHUKAMH.




3. COAEP)KAHHUE IMNPOI'PAMMBI

O6bem 3auaTHI €
HCIOJIL30BAHHEM HCTAHIHOHHBIX

Beero TEXHOJIOTHi: Dopmbi
Ne n/m HanmenoBanue JHCUHILTHH
4acoB NpaKTHYe | CAMOCTONAT | KOHTPOJIS
JIeKIHH CKHe eJibHAs
AHATHH pabora
L Teopernueckoe obyuenune 86 62 12 12 3a4er
Moayas 1 | ®@ydakuuu, 3aJa4H, CTPYKTYypa 14 10 2 2
OpraHH3alHH, ee CBA3H
s OcHOBHBIE TEPMHHBI U OTpe/e/ieH s B
cepe OpraHMu3aLMOHHOTO U 10 6 5 )
JOKYMEHTaLMOHHOT0 obecrneyeHns
yTpaBJieHHs
1.2. Beenenue B npodeccuio 4 4 - -
Moayas 2 |IlpaBuia B3aumo/aeicTBus ¢
NAPTHEPAMH, KIIHEHTAMH, 14 10 ) )
CpeICTBAMH MACCOBO¥
HHpopmauuu
2.1. Jlenosas KyJbTypa B ¢ 4 5
npogeccHoHaIBHOI chepe
2.2. Hndopmanms, ee BHIbI M CBOMCTBA 8 6 =
Monyab 3 | 3yyka nenosoro obmenns 16 12
3.1. THKa 6 4 o
3.2. Kynetypa obuenus B 4 4
npodeccHoHanbHO# chepe
3.3. [lcuxomorus KojulekTuBa 6 4 2 -
Monyb 4 | ripauaa peuesoro sTukera 14 10 2 2
4.1. PeueBoit 3THKET M peyeBbie cpe/IcTBa 7 5 | |
obuienus
4.2. Buzibt 1 hopmbl fen10Boro obuieHus 7 5 1 I
Moayae S | TpeGosanus oxpans: Tpyaa 14 10 2 2
3.1. OxpaHa Tpy/Ja U TeXHHKa g 6 5
OeszonacHocTH Ha pabovem MecTe
5.2. TpeGopanus oXpaHbi TPy/1a B ‘ 3 >
aBapUMHBIX CHTYALMAX
Moayas 6 | IlpaBuia 3amuTh
KOHHACHIHAILHOMN ci1yXKeOHOH 14 10 2 2
HHpoOpMaHH
6.1. KonduaenumansHas uadopmaimus 7 5 1 1
6.2. [IpaBuna 3awmTel uHGOpMaLHK 7 5 1 1
7 IlpomexyTouHas aTrecTAH 2 3aver
8 Koncynbrauuu ¢ npenojasaresiem 4
II. Kpandpukaunonnsiii 7K3amMen 48
INpakTHyeckas KBauuKallHOHHAS 40

pabota




DK3aMeH 8 IK3aMeH

HUroro 140 62 12 12

KAJIEHJAAPHBIA YYEBHBIN I'PA®UK ITPOT'PAMMBI

Ne Hanmenosanue Mojyis Bcero, Yyebnas nenens
n/n qac 1 2 3 4
I | Teopernueckoe obyuenune 86 40 | 40 12
1 | @ynkuum, 3agaun, cTpyKTYpa OpraHM3allMH, ee 14 14
CBSI3H
2 | IlpaBuia B3auMOJEHCTBHS C TAPTHEPAMH, 14 14
KJIMEHTaMH, CPEJICTBAMH MaccOBOH HHPOPMALHH
3 | Druka nenoBoro obIeHMs 16 12 | 4
4 | IlpaBuia peueBoro HTHKETa 14 14
5 | TpeGosanus oxpansl Tpyaa 14 14
6 | IlpaBuia 3ammThl KOH(HIEHIHATBHO 14 8 6
ciyxebHoi HHpopMauu
7 | llpomexyTounas aTrecranns (3aver) 2 2
8 | KoHcyuibTaiuu ¢ nperno/japaresieM 4 4
Il | Kpaandukanmonupiii YK3amMeH 48
IIpakTHueckas kBasmpukanonHas pabora 40 28 12
IIpoBepka TeopeTHYeCKHX 3HAHHIH 8 8
UTOI'O | 140 40 | 40 40 20

PABOYAS IMPOI'PAMMBI MOJYJIEH

Monayas 1. ®ynkuun, 312494, CTPYKTYPa OPraH13aiuH, ee CBsI3H.

Tema 1.1. OcHOBHBIE TEPMHHBI H onpe/Je/ieHHsi B cepe OPraHU3ALHOHHOIO H
AOKYMEHTAUHOHHOr0 obecneyeHHusi ynpaBjeHHs.

Jlekuus. OnpeneneHue NMOHATHH «MEHEDKMEHT» M «yrnpaBieHue». [IpuHLIUINBI U
meTojibl yrpasienus. OyHxuuu ynpasienus. Opranuzanus Kak cucrema. Onpejesnenue u
o0mMe XapaKTepUCTHKM OpraHu3aliu. BHyTpeHHsss M BHELIHSS Cpela OpraHu3alluy.
OpranuszaliMoHHO-1IpaBoBble  (opMbl  opraHuzauuil. OpraHu3allMOHHBIE CTPYKTYPHI
ynpasjieHus. PykoBoauresns B cucreMe ynpapieHus. JKM3HeHHbIH LMK OpraHU3ai{H.

IMpakTnyeckoe 3ansiTue. [laiite micbMeHHOE OTNpe/ieIeHue:
1.Yto sBiaseTcs OCHOBOM HOPMATUBHON METOAMYECKOM Oa3bl Aen0npon3BoacTBa’?

2. Bu/ipl MOTOKOB IOKYMEHTOB M MX OIpeaeeHus?
3. Yem xapaktepu3yeTcs cojiepkaHue JOKYMEHTONOToKa?

Tema 1.2. Beenenne B npodeccuio.

Jexuusi. Kparkas wucropus  cekperapckoro jena. KpanupukauumonHas
XapaKTepUCTHKa CeKpeTaps-aJMUHUCTPATOpa, €ro pojib B CTPYKType OpraHH3alluu.
Oynkiuu cexperaps. @yHKUUHU ciny)Obl cekpeTapuaTa B opranuszauuu. Kaaposslii coctas
ciry0b1 cexperapuara. Posib U Mecto ciyxObl cekpeTapuaTa B CTPYKTYpe OpraHU3alyH.

Moayas 2. IlpaBuna B3auMoOJeiicTBHST ¢ mNapTHEPAMH, KJIHEHTAMH,
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CpeACTBAMH MAacCOBOH HH(pOpPMALIHH

Tema 2.1. lenroBas KyabTypa B npodeccHonaibHoii chepe.

Jlekuusa. Ilonsatue nenosas Kyiubrypa. J[lenoBas KyibTypa Kak KOMILIEKC
OTHOLUCHHWH YesloBeka K mpoueccy Tpyaa. KiroueBble KOMIOHEHTBI AENOBOM KYJbTYPBHI.
@®opmupoBaHHe IMO3UTHBHOIO JI€JIOBOI0 HMMH/DKA OpraHu3aluu. 3Ha4YeHue JIesIOBOM
KyJIbTYpbl B OpraHu3alMH cekperapckoro obcnyxuanus. [loHsTHe KopropaTuBHas
KyJbTYpa.

Camocrositeabnasi padora. CoCTaBUTh QIrOPUTM JEHCTBHEH cekperaps 110
OpraHu3anuu npuéma rnoceTuTesen, 1eI0BbIX BCTpeY U COBEIaHuii.

Tema 2.2. Undopmauns, ee BHABI H CBOHCTBA.

Jlekuus. Oyuxuun undopmauuu. Tpebosanus, npeabsBiseMbie K HHOOpPMALUH,
kauectBO HH(popMmaruu. CooTHoweHne noHATHH «JlokyMeHT u  UHOpMALMy.
HUudopmanmonnsle  ypoBHu  jgokymeHTa. IIpoOnembr moucka ¥ TpaHCISALMH
NOKyMeHTHpoBaHHOH wuH(popmauun. HMupopmaumonusie Oapbepbl. HMHopmannoHHbie
MOTOKH B OpraHU3alMH.

Ilpomexyrounas arrecrauus. [lpakTuyeckas padora.

1.CnpoexTipoBaTh  OpraHM3allMOHHYIO CTPYKTYpy OpraHM3allii ¢ CXEeMbl
MHPOPMALIMOHHBIX  TOTOKOB  MEXJIy CTPYKTYPHBIMH  TOJpa3eleHHsIMH 1000
OpraHu3allvy Ha BbIOOP.

2 IlogroroButh U 0(OPMUTH B COOTBETCTBHH C IpaBHJIAMH JEJIONPOU3BOICTBA U
pedeBoro sTukera B rporpamme Microsoft Word: uHpopMalmoHHoe MUcbMO, peKiaMHoe
IMCbMO, COINPOBOJMTEIBHOE IMUCHMO, MUCBMO-3AMpPOC, MUCHBMO-NPUTIIALLEHHE, MMHCHMO-
HAIMIOMUHAHUE U MO3PaBUTEIIBHOE ITHCHMO.

Moayab 3. ITHKA 1eJI0BOT0 00IEeHHS.

Tema 3.1. DTuka.

Jleknus. [loBenenne yenoseka; npaBuia U HOpMbl. HpaBcTBeHHBIE TpeGoOBaHUS K
npoecCHOHANIbHOMY MOBEIEHHIO: BEKIIMBOCTh, TAKTUYHOCTD, 100p0IKENaTeILHOCTh U JIp.
Otuker. Cdepsl AeiicTBUS dTUKeT. DTuKa JAenoBoro obmenus. WMmumk cekperaps.
MckyceTBO camonpeseHTallii U BHELTHUH BH/I.

CamocrositesbHas padora. [TonroroButs scce Ha Temy «MIMHIK cekpeTaps».

Tema 3.2. Kyabtypa obmenus B npogeccuonainbHoii chepe.

Jlekuus. Kommynukaums. CpencrBa BepOanpHoro obmenus. HepepbanbHbie
cpeacTBa oOuieHus. DTUKeT B AenoBoM obmeHud. Ctunu obmiennus. OCHOBHBIE TIpaBHiIa
MOBEJIEHYECKOr0 HSTUKETa: [PUBETCTBUs, 3HakomMcTBa M Ap. Hopmbl oTHOWeHHi B
KojuiekTUBe. OTHOLIEHHST PYKOBOIUTENSE U TMOAYHHEHHBIX. MeXIIUYHOCTHBIE KOHTAKTHI.
Opranusanus Je10BbIX KOHTaKTOB. OCHOBHbIe TpeOOBAaHUS K peyd: TOH, apTUKYJISALHS,
POU3HOLLIEHHE, IPOMKOCTb, TOYHOCTh B 110J100pE CIIOB.

Tema 3.3. Ilcuxos10rusi KoJIJIeKTHBA.

Jleknus. Ilcuxonorus koH¢uukTa: onpeneseHue KOHMIMKTA, TUITBI KOH(IMKTOB,
KOH(JIMKTOTeHbl, BO3HUKHOBEHHE KOH(IMKTA, NMPHUYMUHBI U MOCIENCTBUS KOHQIMKTOB,
CTaluM KOH(IMKTA, KOHCTPYKTHBHBIE CIocoObl paspemieHus KOHGIUKTOB. CTHIb
MoBe/IeHUsI B KOH(IMKTHOM CUTYallMH: CTPATeruy MoBeJAeHUs: B KOHMIMKTHON CHTYyaluu
(coTpyIHHYECTBO, KOMIIPOMMCC, CONEPHUYECTBO, M30eraHue, MpUCIocoOIeHne); KoIeKe
noBejeHust B KoH(uKTe. [Icuxonornyeckuii aHamu3 KOHMIMKTOB: aJITOPUTM pa3pelieHus
CUTYyalMi U KOH(PIIUKTOB.




Mopayas 4. [IpaBuia peueBoro »THKeTa

Tema 4.1. PeueBoii 3THKeET H peyeBbie CpPeACTBA O0LIECHHS.

Jlekuus. PeueBoil aTUKeT B /1€70BOM OOIIEHUH. DIIEMEHTHI PEYEBOr0 ITHUKETA:
(GopMbl  00IIEHMs, W3JI0XKEHUE TPOChO, BBIPAKEHUS MPUZHATEIBHOCTH, CIIOCOOBI
apryMeHTali¥ B JIeJIOBBIX cUTyauusx u ap. KynwsTypa pedeBoro oOuenus. [TyGnnunbie
BbICTyIUIeHUs. KynbTypa ciaymanus naptHepa. bapbepsl B 00II€HHH U HX [TPE0/I0JIEHHE.

CamocrositesibHas pabora. [1oAroToBUTH TEKCT BBICTYIUICHHS IO CIIy4aro 0OHIes
opranuszaiuu. IloaroroBute oduIMaNBEHOE MHCHMO C  HM3JIOKEHHEM [POCLOBI WK
BBIpa)K€HUs MTPH3HATEILHOCTH.

Tema 4.2. Buasi n popmMbl 1€10BOro 001IEHHs.

Jlekuusn. [lenossie Gecenpl. Jlenossie neperoBopsl. CyIIHOCTH J1€JI0BOM Oece/ibl.
Buaer 6ecen. [Moaroroska 6ecensl. CTpykTypa enoBoit 6ecepl. MeTO/BI, HCIIOJIb3yeMbIe
Ha pasHBIX 3Tamax JenoBod Oeceabl. DTukeT AenoBoit Oecenwl. KynbTypa enoBbix
cosemanuit. OcobeHHoCTH 00IIeHHs C HHOCTPAHHBIMH MapTHEpaMu. DTUKET Telie(POHHBIX
neperoBopoB. Kynbrypa nenosoil nepenucku. [lpuem u oOiieHHe ¢ MOCETUTENSMH.
CepsupoBka 4aiiHoro (kogeiHoro) crona B opuce.

CamocronTeabHas padora. [loaroroButs 3cce Ha oaHy u3 teM: KoprioparusHele
craniaptel TenedonHoro obmenus. Cekpersl ycrnexa TesneOHHBIX MeperoBopos. Tembp
rojioca, MHTOHaLWH, AUKLKUA. TpeboBaHus K npaBuiIbHON pevu. Bxoasiuue u ucxopsiimue
3B0HKH. Hauano u 3aBepiuenue teneoHHOTO pa3ropopa.

Ilpomexyrounas arrecrauus. [lpakruueckas padora.

Pemuth cuTyallMOHHbBIE 3a/1a4H:

1.OnnoBpemMenno Bac mpocsaT 0 Kakux-To AeHCTBHAX (KOTOpble BXOAAT B Barum
0053aHHOCTH) ABa pa3HbIX cOTpyaHuKa. [lapaniensHo xenath 3TO HEBO3MOXKHO, a 0ba
NpOCAT clleNIaTh Kak MOXKHO ObicTpee. Bamu aeiictBus?

Bac npocsaT BeImonHUTE paboTy, KoTOpas He BXOAWT B Baliu HerocpencTBeHHbIE
00s3aHHOCTH, HO OOJblIIE €e HUKTO ceilvac He CMOXKeT c/elaTh, UCXO[si U3 YPOBHS
kBaM(puKauuu. Bamm neicreus?

[ToaroToBuTh anropuT™M JAeHCTBH 10 0TpabOTKE HABBLIKOB OOIIEHHS C
MOCETHTENIEM:  OMNO3/aBIIMM, OXHAAIOIMUM CBOeH odvepeAM, TMpUUIeNIIHM Oe3
[peIBApUTEIILHOTO COTJIACOBAHUS.

Mopyas 5. TpeGoBanusi oxpanbl Tpyaa.

Tema S.1. Oxpana Tpyaa n TeXHHKA 0€30NaCHOCTH HA paboyem MecTe.

Jlekuusn. OcHoBbl oxpaHbl Tpyaa B Poccuiickoit ®eneparmu. OCHOBHBIE MOHATHS
TpyAoBoro rnpasa. OCHOBOMNOJAralomiue MpHUHLMITLI 0XpaHbl Tpyaa. OCHOBBI yIpaBiieHHs
OXpaHOW TpyJaa B opranusauuu. OpraHuzauus pabdoT 1Mo oxpaHe Tpyda M YNpPaBICHHUIO
npogeccHOHaNbHBIMUA PUCKAMH Ha YpoBHe pabotoiarens. MHCTpyKIHMs 10 OXpaHe Tpy/ia.

be3zonacHocTh Tpyaa Ha pabodyeMm Mecre cekperaps. JProHOMHKAa W OpraHu3alius
TpyAa. OCHOBBI 3J1EKTPOOE301IaCHOCTH.

Camocronrensnas padora. [ToaroToBuTh MakeT MHCTPYKLMH MO OXpaHe Tpyja
JUISL ceKpeTaps.

Tema 5.2. TpeGoBanusi 0OXpaHbl TPY/Aa B aBAPHHHBIX CHTYALHAX.

Jlekuus. IlepeyeHb cOCTOSSHMH, MPU KOTOPBIX OKAa3bIBAeTCs IepBasi MOMOIIb.
ANTrOpUTMBI OKa3aHHsl MEpBOH MOMOIIM TPH Pa3IMYHBIX MOBPEKIEHUSIX U COCTOSHUSAX.
AnTeuka nepBoi nomouy B opranusauuu. Ilopsagok BeizoBa ckopoii nmomoiu. [TokapHas

8




Oe30macHOCTh B OpraHu3auuu. MHCTpYKUUS MO MojkapHOH 0e30MacHOCTH B OpraHU3al|H.
[Topsanok nedcTBHit pH noxape. DBaKyaius MpH rnoxape.

[IpakTHyeckoe 3anaTHe. [lOArOTOBUTH AIrOPUTM [AEHCTBHH TMPH BKIHOYEHHUH
CHTHaJIa MoKapHOU TPEBOTH.

Moay.as 6. lIpaBuia 3amuThl KOHPHIEHUHATBHOH CYKeOHOH HHpOPpMAHH

Tema 6.1. Konduaenuuanbuasi ungopmanus.

Jlekuus. CymHocTb, 3a7a4d U 0COOEHHOCTh KOH(GHICHIHATBHON WH(POpPMAIHH.
Buasl konduaenimansHoit undpopmanuu. [lepconansusie nannbie. CoyxkeOHas TaiiHa.
[Ipopecconanbuas  taitHa.  Kommepueckass — Taiima.  OmpesesieHne  cocrasa
KOH(UIEHIIMATBHBIX JOKYMEHTOB. JlokymMeHTHpOBaHKe KOH(pHIeHIHATBHOM
uHdopmauuu. Opranuzaius paboTbl ¢ KOHGHICHIHAILHBIMA JOKYMEHTaMH. Ydyer
KOH(pHIEHUHATBHBIX JOKYMEHTOB.

IMpakTHyeckoe 3ansTue. [Ipoananu3upoBars 3aJaHHbIH JOKYMEHT U ONpE/ETHTh
HaJlM4He MW COCTaB KOH(UAEHLMANbHOW HWHPOpMALMK B HEM, K KaKOMy BHIY
KOH(HIeHIIHATBHOM HH)OPMALIMK OTHOCATCS CBEICHHUS.

Camocrostenbnass  paGora. CocraBuTh corjiallieHHe O  HepasIjialleHuH
city:ke6HOoM uHpOpMaLIKH.

Tema 6.2. [IpuHuunb! 32HTH HHPOPMALHH.

Jleknusa. Ilpunuuner 3amurtel uHbopmanmu. MeToabl M CpeACTBa  3alUTHI
MHOOPMALIUU OT yTepH, Kpaxu Wiu nopuu. [loTeHunanbHble Yrpo3sl HHPOPMALMOHHOM
0e30MacHOCTH.

IIpakTuueckoe  3anmsTwe. PazpaboraTh  maker  JOKYMEHTOB  YIpoO3bl
HH(pOpMALIMOHHOM 6e30macHOCTH.

CamocronTenibHas  paGora. M3yueHwe  KOMIUIeKCa Mep [0 OXpaHe
KOH(UIeHIMaTbHON HHOPMALIMK HA TIPHMEPE CBOEH OpraHu3al|H.

4. POPMbI ATTECTAIIMU U OIEHOYHBIE MATEPHAJIbI

1. Ilpomexyrounass arrecrauus obyudawmuxes. OcBoeHue o00pa3oBaTesbHOMN
NPOrpaMMBl, B TOM YHMCIIe OT/JEJIbHON 4acTH (pa3/ena) COnpoBOK/IAETCS MPOMEKYTOUHOH
aTrecrauMeH, npoBoauMoi B Gopmax (nmpakTuueckasi pabdora, Tecrt), OonpeaeeHHBIX
yueOHBIM IUTAHOM, U B MOPSIJIKe, YCTAHOBIEHHOM OpraHHU3aluei.

2. HeynoBnerBopuTenbHble pe3yJIbTaThl NMPOMEXKYTOYHOH aTTECTALMH IO OIHOMY
WJIM HECKOJIBKUM y4eOHbIM pa3jiesniaM o0pa30BaTeibHOM MPOrpaMMbl WITH HETIPOXOK/IEHHE
MPOMEXYTOYHOM aTTECTAlMH [PH OTCYTCTBMM YBa)XKUTENbHBIX TNPUYMH TPHU3HAKOTCS
aKaJleMH4YeCKOH 3a10JIKEHHOCTBIO.

3. Obyuarouuecs 00s3aHbI TMKBUAUPOBATH aKaJIeMUYECKYIO 3a/10JDKEHHOCTb.

4. OOyuaromuecs, HMMEIOLIHEe aKaJeMUYecKylo 3aJ0J/DKeHHOCTh, BIIpaBe MPOUTH
MPOMEKYTOYHYIO aTTECTALMIO [0 COOTBETCTBYIOUIMM Y4yeOHOMY mpeamery, Kypcy,
JMCLHMIUIHHE (MOJyJIr0) He Oosiee ABYX pa3 B CpPOKH, OIpeJelisieMble OpraHU3alfel,
OCYLIECTBIIAIONIEH 00pa3oBaTeIbHYIO AEATeIbHOCTD, B IIpe/esiax OQHOro roja ¢ MOMEHTa
o0pa3oBaHusl aKkaJAeMHUYeCcKoi 3al0JUKeHHOCTH. B yKa3aHHBIH MepHoJ] He BKIKOYAKOTCS
BpeMs 00J1e3HM 00yyaroLerocs, HaxX0Xk/AeHHe ero B aKaJeMUYeCKOM OTITYCKe WIIH OTITyCKe
o GepeMeHHOCTH U pojJam.

2. Urorosas arrecrauusi. [Ipodeccuonanbioe o0ydeHnue 3aBepiiaeTcsi UTOrOBOM
arrecTauuei B popme KBaM(PUKALIMOHHOTO YK3aMeHa.
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KBanupukaumonHslif  5K3aMeH MPOBOJMTCS OpraHu3alyell, OCyIeCTBIsIomei
00pa3oBaTesIbHYI0 AeATEeIbHOCTh, JUISl ONpeesieHusi COOTBETCTBUS MOJTyYEHHBIX 3HAHHIA,
YMEHHH M HaBBIKOB IIporpamMme Mpo(eccHoHalbHOr0 00yUYeHUS U YCTAHOBJIEHUS Ha 3TOM
OCHOBE JIMIIaM, TMPOIIEAIIUM TpodeccHoHAIbHOe 0o0ydeHue, KBaTU(UKALMOHHBIX
paspsa0B, KJIAcCOB, KaTeropuil 1o COOTBETCTBYIOIIUM TpodeccusiMm  paboumx,
JOJDKHOCTSIM CITY XKaliuX (IpY HAIMYHUU TaKUX Pa3psIoB, KIacCOB, KATETOPHid).

KBanudukannoHHblii 5K3aMeH HE3aBUCHMO OT BHIA MPO(ECCHOHAIBHOIO 00yueHuUs
BKJIIOYaeT B ce0s NPAKTHYECKYI0 KBAJH(PHKAUHOHHYI0 paloTy H NpoBepKy
TEOPEeTHYECKHX 3HAHMM B IIpe/esax KBaNU(UKALHOHHBIX TpeOOBaHHH, YKa3aHHBIX B
KBATM(DUKALMOHHBIX CIPAaBOYHMKAX, W (WiIH) MPO(ECCHOHANBHBIX CTAHIAPTOB [0
COOTBETCTBYIOIUM TpodeccHsM pabovux, IODKHOCTAM ciyxaumx. K mnposenenuro
KBaIM(PUKAIIMOHHOIO 9JK3aMeHa TPUBJIEKAIOTCS MpejcTaBuTen paboTtonareneif, ux
o0beIMHeHUH.

OueHouHble MAaTEPHAJIBI

[Tpomexyrounas arrecrauusi B popme npakTH4ecKoii padoTbl IPOBOJUTCS T10
OKOHYAaHUH M3y4YeHus: moxuynew 1-2 u 3-4, a B hopme TecTHPOBAHHUS 10 MOAYJISAM 5-6.
3agaHus JUIA NPaKTHYECKOW paboTel W BOMPOCHI IS TECTMPOBAHMS 3arpykaloTcs B
cucTeMy JaucTaHuuMoHHOro obydenus «Uchi.pro» B cetn MuTepHet. TecToBble 3amaHus
comepkar 10 Bompocos. [lo pesynbraram npoMeXyTOYHOM aTTeCTAlli¥ BbICTABIISAIOTCS
OTMETKH «3aYTEHO»/(HE 3aYTeHO» M OTPAKAIOTCH B BEIOMOCTH IPOMEXKYTOYHOH
aTTecTalyH.

3ajanusa 108 NpaKTHYECKOH padoThl B paMKax NPOMeXKYTOYHOH aTTecTanuu
Nno coaep>Kanuio moayJei 1, 2:

1. CnpoekTHpoBaTh ~ OPraHU3aLUOHHYIO CTPYKTYpY OpraHM3allMi W CXEMbI
MH(POPMALIMOHHBIX ~ MOTOKOB  MEXKIY CTPYKTYPHBIMH  TOJpasjeieHussMu 11060t
OpraHu3allMy Ha BBIOOP.

2. ITonroToBuTh ¥ OOPMHUTH B COOTBETCTBHH C TPABHIIAMU JIEJIONPOM3BOACTBA H
pedeBoro sTukera B mporpaMme Microsoft Word: undopmanmonsoe miucsMo, pekiiaMmHoe
MUCbMO, COIPOBOJAMTE]BLHOE MMHCHMO, MHCbMO-3AIPOC, MUCHMO-TIPUTIIAIIEHHE, MHCHMO-
HallOMWHAHHUE M [103/IpaBUTEIIBHOE ITHCHMO.

3ajanus 18 NPaKTHYECKOH paGoTbl B paMKax NPOMEXKYTOYHOH aTTeCTAIHH
no coep:KaHHI0 Mojay.aei 3, 4:

Pemuth cutyaniMoHHbIe 3a1a4H:

1.OqHoBpeMenHo Bac mpocaT 0 Kakux-To JAedcTBHSX (KOTOpbie BXOAAT B Baum
00513aHHOCTH) JBa pasHbIX COTpyAHHKA. [lapajuiensHO JenaTh 3TO HEBO3MOXKHO, a oba
MPOCAT CAENIaTh KaK MOXHO ObicTpee. Baiu neiictBus?

2. Bac npocsT BBINOIHUTH paboTy, KOTOpas He BXOJAUT B Baiu HenocpeicTBeHHbIe
0053aHHOCTH, HO OOJbllle ee HHMKTO ceivyac He CMOXKeT cleiaTh, MCXOAs M3 YPOBHS
kBanuukauu. Bamm neiicreus?

3. TloarotoBute anroput™ JedicTBuii 1o oTpabOTKe HABBLIKOB OOIIEHHS C
MOCETUTEIEM:  ONO3[ABUIMM, OXWAAIOIIMM  CBoeil  ouepenu, mNpHIIeAmnAM Oe3
MpeABAPUTEIIBHOIO COTTaCOBAHMS.

Kpurepnun onenku npakruyeckoii padorsi;

«3a4TeHO» - 00y4YalolIUiics POBOAUT CaMOCTOSTENIbHBIH aHAIN3 U30paHHOM s
paccMoTpeHusi npodnemsl. [IpuBiedeHbl OCHOBHbIE HCTOYHHKH MO paccMaTpHBaeMoi
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teme. JlonynieHo He Gonee 2 omubOK B CMBICHIE HITH COAEPIKAHHH TPOOIIEMBI.

«He 3a4TeHo» - pabora npejacTtaBnsier coOOH NepecKa’aHHbIH WIH TOJHOCTHIO
MEePENHUCAaHHbI TEKCT KaKMX-TO MCTOYHUKOB, Y4YeOHHMKOB WM HCCIeoBaHuA 0e3
KOMMEHTapHeB, aHanu3a. JlomymeHno Tpu uiau Oosee Tpex OIMOOK B CMBICIOBOM
COZIep)KaHUM PacKpbIBAEMO# MPoOIeMBbl.

Ilepeyens BONpPoCoB /15l NPOMEKYTOUYHON ATTECTALHH K MOYJIsAIM 5, 6:
I. Ha xakue 1Be OCHOBHbIE TpYIIBI MOXHO pa3[JeldTh OO0S3aHHOCTH CeKpeTaps-
aJIMMHUCTpaTOpa?
a) IOKyMeHTallHOHHOe oOecrieueHHe ympaBjeHHs M 0e3  JOKYMEHTHOIO
o0CyKUBaHUS
0) mokymeHTanMOHHOe oOecrieueHHe yrpaBieHHs W 0030pHO-aHAIUTHYECKAS
byHKIHS
B) 0030pHO-aHAIUTHYECKAs M NPeJCTaBUTENbCKas (yHKIIUSA
2. Yto u3 mepeyucIIeHHOro He OTHOCUTCS K (pyHKIMOHABHBIM 3aJavyaM ceKperaps-
aMUHUCTpaTopa?
a) Jenosas Mepernucka U CoCTaBlIeHUE J0r0BOPOB
0) opraHuzanusi BBICTABOK U BCTPEY C KJIMEHTAMHU
B) TNPOBEJEHHE BHY TPHKOPIIOPATUBHBIX TPEHHHTOB ¥ CEMUHAPOB
3. Yro He BXOAUT B CHHCOK NpoecCHOHANbHBIX TpeboBaHUH K CceKpeTaplo-
aJIMUHHUCTpATOPY?
a) COBepIIeHHOEe BlIaJileHHe COBpeMeHHO# oprrexuukoi, Munu-ATC, 3nanue [TK
©) OmBIT COCTABIIEHHS IPECC-PETH30B M PEKIAMHBIX TEKCTOB
B) BBICOKAasi IPAMOTHOCTb, BBICOKas CKOPOCTh Ne4YaTH
4. Yro sABNfeTCS OCHOBAHUEM Ui MOCJEAYIOIIeHd mnepenayd KOH(UIACHIHATBLHOTO
JOKYMEHTA Ha UCIIOJTHEHHE COTPYAHHUKY?
a) pe3oTroLus
©) ycTHOe pacnopsbKeHHe
B) CHELMAIBHOIO pacnopskeHus He TpedbyeTcs
5. Kak Ha3biBaeTcsi [JOKyMEHT, KOTOpPO# MOATBEpXkAaeT YCTAHOBJICHHBbIE (aAKTBI,
COOBITHS WIIM ACHCTBHS M COCTABJIAETCS MIPH CBHETENAX ?
a) crpaBka
0) ciyxeOHas 3anucka
B) aKT
6. YeMm nucbpMa-oTKa3bl OTIUYAKOTCS OT APYTHX PA3HOBUAHOCTEH mucem?
a) BCerja CoCTOAT KaK MUHUMYM M3 JIBYX KOMMYHHKATHBHO-CMbICJIOBBIX YacTei
0) He TpeOyeTcs COCTABIATH 3aroJIOBOK K TEKCTY MUCHhMa
B) OTJAeTcss  MpeArnovYTeHHe  KOHCTPYKILHUSM, B  KOTOPHIX  00OCHOBaHHE
NpelIecTBYET 3aKITIOUESHHUIO
7. Kakoe u3 npuBe/IeHHbIX BbIPAXKEHHI JIydllle He HCII0JIb30BaTh?
a) "Bac oxunaer MBan MUBanoBuy”
6) "Cpouno 3aiinute k UBany UBanosuuy"
B) "3algute, noxanyiicra, k MBany MBanoBuuy"
8. Kakas u3 yacreii Oyer u3nuiIHel Mpu COCTaBICHUH ITpHKa3a?
a) BBOJHAas
0) KoHcTaTHpylolIas
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B) pacropsjauTeabHas
9. Kak  cekperapb-aAMHUHHCTPATOp  IOCTYHNAeT €  KOPPECHOHAECHIMEH  JUIs
PYKOBOJICTBA C TOMETKOH "TH4HO"?

a) BCKpBIBAET U HE PErHCTPUpPYET

©) BCKPBIBAaeT TOJBKO [0 JIOFOBOPEHHOCTH C PyKOBOIUTEIEM H PETHCTPUPYET

B) HE BCKPHIBAeT U HE PETUCTPUPYET

10. Yro M3 nepevyucieHHOro He SIBsSeTCs peJakKTOPOM TEKCTOBBIX JIOKYMEHTOB?
a) WordPad
6) Notepad
B) PowerPoint
Kimoun k Tecram:

Homep Bonpoca bykBeHHOe 0003HaYeHHE NPABHIILHOIO OTBETA

o sl e el 0 B [l oy
w(e o (v |s ow |
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10. B

Kpurepuu ouleHKH pe3yibTATOB TECTHPOBAHMS:

Konugectro 63J1J1()B, Ha6paHHbIX KauecTBennas OLCHKa HHJHUBHUYAITBHBIX
ClIymareJieM OﬁpaBOBaTeJI]:HbIX JIOCTHIKEHH

81-100 OIIEHKA «3a4TEeHO»
Memnee 80 OILICHKA «HE 3a4TEHO»

KBanupukaunonnslii 3K3aMeH BKIIOYAeT MPAKTHYECKYI0 KBATU(PHKALMOHHYIO

paboTy M MPOBEPKY TEOPeTUYECKHX 3HAHMIA.
Ilepedensb Tem KBaJM(PUKALMOHHBIX paboT:

1. Jlo;mkHOCTHOM periaMeHT (MHCTPYKLIMSI) ceKperapsi-aJJMMHHUCTpaTOpa
(MOArOTOBMUTHL MPOEKT perjiaMeHTa ¢ yKazaHWeM OCHOBHbBIX (YHKIIMIA, 3a/1a4 cekperapsi-
aZIMMHHUCTpATOpa).

2. Ilonoxenne o NOKymMeHTooOOpoTe B opraHuzanuu (pa3paboraTb HOMEHKJIATYpY
Jie]l OpraHu3aluy, pa3padoTaTh MapUIPyT ABHKEHUS JTOKYMEHTALMH B OPraHU3aLiH ).

3. CoctaBnenne W oQopMIIeHHE YIpPaBIEHYECKOH JOKyMEeHTAllMd (COCTaBUTH
KJIaCCH(PMKALMIO BHYTPEHHMX JIOKYMEHTOB OpraHu3allid, [OATOTOBHTH  TEKCTBI
MH(POPMALHOHHO-CIIPABOYHBIX U OPraHU3aLMOHHO-PACTIOPSAUTEbHBIX TOKYMEHTOB).

Ksanupukaunonnas padora. [lpy Hanucanum KBaIH(PUKALMOHHONW pabOTHI
HEOOXO0JIMMO 4YeTKO M KpaTKO H3JIOKHTh MarepHall, BbIIEIUTh OCHOBHbIE TOHATHS
BOIIpOCa, C/IeJIaTh HE0OX0AUMBbIe BBIBOJIBI — pe3toMe. [IpH BBINOTHEHUH 3TOrO 3a/iaHus He
JIOIYCKarOTCsl OOIIUPHBIE BBIMTMUCKA M3 YYeOHHKOB, CHELMaIbHOW JIMTEPATYPhl U APYIHX
MCTOYHUKOB. OTBET Ha BOMPOC JO/DKEH OBITH H3JI0KEH TI'PaMOTHBIM JIHTEPATypPHBIM
A3BIKOM M CBHJIETEILCTBOBATE O IUIyOMHE MpopaboTKH TeOpeTHYeCKOro Marepuana.

TpeGoBanus k odopmienuio kBamupukaoHHOW pabotel. KBanudukanmonHas
paboTa J0KHA UMETh TUTYJIbHBIH JIUCT, MOSCHUTEIBHYIO 3aMKCKY, CIIUCOK MCIIOJIB3YEMOi
JIATEPATYpPbl M YUCTBIN JIUCT ISl HATUCAHUS PELICH3HH.
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Ksasmpukanmonnast pabora BbinosnHseTcss B Bopae. TekeT KBaJu(UKALUOHHOM
paboTel J0JKEH ObITh HamUCaH TPaMOTHO, Oe3 HMCIpaBiIeHHH ¥ POM3BOJIBHBIX
COKpalleHuii 1 HaOpaH Ha kommbtoTepe mpupTom Times New Roman — 14 4yepes |
HHTEpBaJ ¢ 00s3aTe/IbHBIM COOJII0IeHHeM CTaHAAPTHBIX TOJIC:

JleBoe nose nucra —20 MM
[TpaBoe nosne nucra — 10 MM
Bepxuee nose nucra — 20 mm
Hwuxuee nose nucra — 20 mm

O6bem kBanupuKaMOHHONH paboThl He A0JKeH rpeBbiiarh 10 cTpaHuil.

B ciyuasix, korjpa tpeGyercss TOUHOCTh TEOpPeTHYECKUX (POPMYJIMPOBOK, IMPUBOAATCS
uuratel. CebliIKa Ha [UTATY J0JDKHA OBbITH c/eslaHa B KOHIIE LIMUTAThl C yKa3aHHeM HoMepa
MEepBOMCTOYHMKA M3 CIHMCKA JIMTEpaTypbl M CTPAHMIBI, C KOTOpPOW C/elaHa LuTara.
Crpanuibl, Tabnuibl U APYrod MUTFOCTPATHBHBIA MaTepHal [NOJDKHBI MMETh CKBO3HYHO
HyMepaLuio OT Hayajia TeKcTa.

BeimonnenHyro ¥ oopmiIeHHYIO B COOTBETCTBUM €  TpeDOBaHUAMH
KBAIM(PUKALUOHHYIO paboTy 0oOyuarommiics JOJDKEH HANpaBUTh IS MPOBEPKH B CBOEM
nuyHoM kabunete B CJ1O vepe3 «CooOuienus», Haxomsiuecs B 6okoBoit nanenu CJ1O.
Bpems nposepku pabotsl — 1 pabouunii qeHsb. [Ipu nonydeHUH MONOKUTENBHOW pElIeH3HH
o0yuaroIuiics J0MmycKaeTcs K HTOrOBOMY TECTUPOBAHHIO.

Ecnu penensus mnpeaycmaTpuBaeT A0pabOTKy KBalIM(HUKAIMOHHOW paboThl, TO B
COOTBETCTBHM C 3aMEUaHUSMHU peleH3eHTa oOyuarouuiics ee popabatbiBaet. JlopaboTku
odhopmisroTcss B KOHIE  KBanvpukaimoHHo#W pabotel. Ecim ke  peneHsus
npejycMaTrpuBaeT nepepadoTKy KBaIM(UKAUMOHHOW pabOThl, TO HOBBIH BapuUaHT
HalpasJIseTCs Ha MPOBEPKY BMeCTe C nepBoHavyaibHbIM. be3 kBanudukaiMoHHO#N paboTh
o0y4alomuiics He Oy CKaeTcs K 9K3aMeHy.

Kpurepuu oneHKd kBauUKaIIMOHHOM paboThI:

«OranyHo» - pabora XapakTepu3yercs CMBICIOBON LENbHOCTBIO, CBSI3HOCTBHIO H
MOCJIEI0BATE/IbHOCTBIO  M3/I0KeHUsT npobsembl. OOyuaroluiicss ymeeT BbIpaxarh
apryMEeHTHPOBaHHOE MHEHHe 10 cHopMyIMpOBaHHON MpobdieMe, TOUYHO Ompejenss ee
cozepkanne M cocrasistome. Kpanupukauuonnas pabora He cofepkHUT (PaKTUIECKHX
oKOO0K, CBsA3aHHBIX C NMOHMMaHUeM mpobnemsl. KBannpukaunonnas pabora cHabkeHa
Heo0X0AUMbIM OHOIHOrpaduyIecKuM anmapaTom.

«Xopomo» - KpamudukanpuonHasi pabora xapakTepu3yeTcsi CMbICIIOBOH LEIbHOCTHIO,
CBA3HOCTBIO M I10CJIEIOBATEILHOCTHIO M3JIOKEHUS; JomylieHo He Oosee 1 ommbku npu
OOBSCHEHMM CMBIC/Ia MM CojJep)KaHus MnpoOnemMbl. Jlns apryMeHTauuu IpPUBOAATCS
CCBUIKH Ha MepPBOUCTOUYHUKH " UCCIIeIOBAHMUSI. [IponemoHCcTpUpOBaHBI
HCCIeloBaTeIbCKUe yME@HUsT W HaBbIKH. MakTHyecKUX OmMOOK, CBSI3aHHBIX C
MOHUMaHUeM MpodueMsbl, HeT. Jlonyiensl oqHa-ABe OIUOKHA B 0(hOpMIEHUH PabOTHI.

«YaoBaersopurebHo» - OOyyarouuiicss MPOBOJUT JOCTATOYHO CAMOCTOSTEbHBIH
aHanMu3 U30paHHOM JUIst paccMoTpeHus rpoOiemMsl. ITpuBieyeHbl OCHOBHBIE HCTOYHUKH T10
paccMmatpuBaemoir Teme. JlomyiieHo He Oonee 2 ommMOOK B CMBICIE WIH COJEPKAHUU
npoOieMsl, opopmIIeHHH KBATHU(DUKALIHOHHOM paboThI.

«HeynoBnersopureabno» - Kpanudukamponnas pabora mnpezncraBinser coboi
[epecka3aHHbIi WM MOJHOCTBIO NEePenUCaHHbIi TEKCT KaKMX-TO MCTOYHUKOB, Y4eOHUKOB
WM  UcclieZloBaHui ©0Oe3 KomMeHTapueB, aHanu3a. He packpeita CTpyKkTypa W
TEOpeTUYeCKHe cocTasisomme Ttembl. Jlonymeno tpu wunm OGonee Tpex owubOK B
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CMBICJIOBOM COJIEPKAHUU PACKpbIBaEMOM 1podiieMbl, B 0(hOpMIIEHHH KBaTH(PUKALIHOHHOM
paboTBhI.

Ilposepka TeopeTHYeCKHX 3HAHHMH TPOXOAUT TPH [OMOIIK BIEKTPOHHOTO
tecrupoBanus B CJ1O. Pesynbratel odopmiusitores npotokonom. Pesynbrarel sk3aMeHa
OLIEHUBAIOTCS no 4eTblpexOaTbHOU cucTeme («OTIHYHOY, «XOPOLIOY,
«y[IOBJIETBOPUTEJILHO», «HEY/0BJIETBOPUTEIbHO») cornacHo [lonoxkeHuo o Tekyinem
KOHTPOJIE yCIIeBAEMOCTH, IIPOMEXKYTOYHON U UTOTOBOM aTTecTauuu YyeOHoro uenrpa U1
Hlopunoit H.I'.

Jlunam, ycrnemHo cHaBIIMM DJK3aMeH, BBIJAAETCS CBHUIETEIbCTBO O MPUCBOECHUH
npodeccuu, yctaHoBleHHO# (hopmbl cornacHo npukasy UIT Hlopunoi H.I'.

WuauBuayanbHBI ydeT pe3yjbTaTOB OCBOEGHMS 00ydalolmUMUCs 00pa3zoBaTe/ibHBIX
MporpaMM, a TakXke XpaHeHHe B apxuBax HH(opmanuu 00 OSTHX pe3syibrarax
ocymectsistoress U lopunoii H.I'. Ha OyMakHBIX ¥ (KJIK) 2JIEKTPOHHBIX HOCHTEJISX.

KpuTepuu oLeHKH pe3yIbTaTOB TECTUPOBAHHS MPH YK3aMEHE:

KonnuecTso Oaios, HaOpanueix | KadecTBeHHast OLleHKAa MHIHBH/YAIbHBIX 00pa30BaTeIbHBIX
clIyIIaTenem JOCTHIKEHHH

81-100 OIIEHKA «OTIIMYHO»

71-80 OIIEHKA «XOPOILO»

51-70 OLIEHKA «YJOBJICTBOPHTEILHOY

Menee 50 OLIEHKA «HEeY JIOBJIETBOPHTEILHOY

BOITPOCHI pist npoBepKH TeOpeTHYECKHX 3HAHMIA.
1. Beibepure npaBuibHOE yTBEpKIEHHUE:

a) BCe MOCTYMNaOUMe B OPraHU3alHUIo JOKYMEHTBI PEerHCTPUPYIOTCS CeKpeTapeM-

aIMUHHUCTPATOPOM

0) mocTynuBIIME B OPraHU3alUIO JOKYMEHTBl PErHCTPUPYIOTCS CeKpeTapeM-
aJIMUHUCTPATOPOM  BBIOOPOYHO, B COOTBETCTBUH C YTBEPKICHHBIM IEepeYHEM
JIOKYMEHTOB

B) M3 BCEX MOCTYAMBIIMX B OPraHU3alUIO JOKYMEHTOB CEKpeTapb-aJMHHUCTPATOP
PErMCTPUPYET TOJIILKO T€, KOTOPbIE MEPEIalOTCs Ha pACCMOTPEHUE PYKOBOAUTEIIO

2. Pacniopsokenus, u3aBaeMble pyKOBOJACTBOM OpPraHU3allMH, CYUTAIOTCA:
a) MpPaBOBBIMH aKTaMH
0) pacnopsaUTeNbHBIMU JOKYMEHTAMH
B) Ipyroi BapHaHT

3. Kakoii u3 JOKYMEHTOB periiaMeHTUpyeT IesATeIbHOCTh KOHKPETHOIO JOJIKHOCTHOTO
auna?

a) npuKas

0) nonoxenue o6 oTaene

B) JOJDKHOCTHAsi HHCTPYKLHS

4. C xaxoii (pa3pl He peKOMEHJyeTcsi HauuHaTh Tele(OHHBIH Pa3sroBOp C MAPTHEPOM
WA KITUEHTOM?

a) "3agpaBcTByiiTe, Bac Oecriokout kommnanus N (cexkperapb komnanuu N)"
0) "3apaBcTByiiTe, ¢ BAMH rOBOPAT U3 KOMIaHuu N"
B) "3apaBcTByiiTe, cekperapb NN u3 komnauuu N"
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5. Kakoi cpok HCMOIHEeHHUs yCTaHOBIIEH ISl [TMCEM OT OpraHu3aiuii?
a) ceMb JHEH
0) Tpu aHei
B) TPUALATH JHEH

6. B xakom nopsjke, COrjIacHo INpaBHJIaM JOKYMEHTOOGOPOTa, JOJKHA CTPOMTHCS
paboTa ¢ MoCTyNnaroIUMH B KOMIIAHUIO JTOKYMeHTaMu?

a) mpueMm - MepBOHayalbHas 00paboTka - MpeaBapUTENBHOE PACCMOTPEHME -
paccMOTpeHHe PYyKOBOJMTEIEM - UCIIOITHEHHUE YIIpaBJieHHE B JIeJI0

0) mpuem - nepBoHauyanbHas o0OpaboTka - perucTpauus - pPacCMOTPEHHe
PYKOBOJMTEIEM- UCIIOJIHEHHE - HAlpaBIeHUE B JIEJI0

B) odopmieHHe MOKyMeHTa - IOANMCAHWE - PETHCTPalMsi - COIIacoBaHUE -

YTBEPK/IEHHUE - OTIIPABKa

7. Kakum cniocobom npocTtasisiercs ata B rpude yTBepKIeHUs JoKyMeHTa?
a) Me4YaTHBIM CrocoboM
0) cexpeTapb MpOCTaBIISET €€ OT PYKH MOCIE YTBEPXKAEHHUS JOKYMEHTA
B) €€ NPOCTaBJIseT PYKOBOAUTEb B MOMEHT YTBEPK/ICHHUS JOKYMEHTA

8. Kak HasbiBaeTcs NOKyMEHT, (DMKCHUPYIOMINI X0 00CYK/IEHHS ¥ NPUHATHS PEIIeHUS
Ha 3ace/laHuM B KOMITAaHUU?

a) MPOTOKOJ

0) pemenue

B) pacropsikeHue

9. HyHo 11 perucTpupoBarh NMUChbMa-HallOMUHAHH?
a) HeTr
0) na
B) I10 YCMOTPEHHIO CeKpeTaps-aiMHUHUCTPATOpa

10. Eciin mocnequuii 1eHb CpoKa MCIOJNHEHUS JOKYMEHTa MPUXOAUTCS Ha Hepabouuii
JIeHb, KOrJla He0OX0IUMO UCTIOJHUTE JJOKYMEHT?

a) He Mo3JHee qHS, CIeAYIOUIErO 3a BBIXOHBIM

0) He mo3/iHee JHs, MPeLIeCTBYIOMIEr0 BEIXOAHOMY

I1. Ecnu nuis mepejlayn JOKyMeHTa MCIoyib3yeTcs (pakCHMMIIbHAS CBA3b, KAKOH 00beM
JIOKYMEHTa CYMTAeTCs MpeAebHO A0y CTUMBIM?

a) TpH JHCTa

b) naTe nucToB

B) 10 nucToB

12. B nucemenHom obpaienuu ciaosa "rocrnoaun” u "rocrnoxa':
a) MHUIIYTCS MOJHOCTHIO
0) mUIIYTCS MOTHOCTBIO MPU 0OPALIEHHH K BBICOKOTIOCTABICHHBIM JIMIIAM
B) BCerja CoKpalarTcs.
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13. Kakyio GopMyTMpoBKY J0/KEH UMETh 3arojioBOK K TEKCTY MPOTOKoJIA?
a) B MPEUTOKHOM Majierne
0) B aTeabHOM Majexe
B) B POAUTEILHOM Majieixe

14.CxoJibKO ajpecaToB MOXKeT ObITh Ha OHOM JOKYMeHTe?
a) He Oousee Tpex
6) He Oosee yeThIpex
B) He OoJiee OJHOTO

15. Yro nonumaercs nox TepMHUHOM "KBOpyM"?
a) MHHHMaJbHO  HeoOXoAMMOe M  JOCTaTOYHOE  KOJMYECTBO  YJIEHOB
KOJIJIErHaJIbHOTO OpraHa /s Havyajna paboThl coOpaHus
6) 1/3 uneHOB KOJUIErHAILHOTO OpraHa
B) | 2 4/eHOB KOJIJIEruanbHOro opraHa

16. Kakoii TepMHMH, Kak TMpaBHJIO, HCIOJb3yeTcss B padore ¢ JOKYMEHTaMH,
coJiepKalllMMU KOMMEPYECKYI0 TallHy, KOH(UIeHIIHAJIbHbIE CBEEeHUS?

a) yuer

0) perucrpauus

B) Jpyroi

17. Bamr pykoBoAWTEb BO3BpalllaeTCs M3 HEAEIbHOW KOMaHAMPOBKH. YTo cTOMT
c/lenaTh K €ro npuxoay, 4Todbl MoMo4b ObICTpee BKIOYUTHCS B paboTty?
a) MOATOTOBHUTH KPATKHH OTYET O TOM, YTO MPOU3OILIO 33 HEAEIO ero OTCYTCTBUS
©) mocrapaThCcs HA3HAYMTH HA NEPBBINH paboYHil 1IeHb MAKCUMYM BCTpeY
B) BBIJICJIUTH BPpeMsi HA COBMECTHBIN IPOCMOTP BHEIIHEH KOPPECIOHIeHIUH
18. Ha srane nepBoHadasbHOW 00paboTKH BXOAALIEH KOPPECHOHAEHIIMU CEeKpeTaph-
aIMUHUCTPATOP:
a) He YHHYTOXKAeT KOHBEPTHI, a MOJAMIMBAET UX BMECTE C JOKYMEHTaMHu
0) Bcerja yHU4TOXKaeT KOHBEPTHI, B JIeJIO MOAIIUBAET TOJIBKO JOKYMEHTHI
B) HE YHMYTOXAET KOHBEpPThbl, €CJIIH Ha CaMOM JIOKYMEHTe HeJ0CTaTOYHO
uH(popMaluK 00 aBTOpe WIIM XapakTepe J0KyMeHTa

19.Kakoii 61aHK ucnosib3yeTcs npu ohopMIIeHHH TPOTOKOIA?
a) OJlaHK opraHu3aluu
0) OnaHK He UCTOJIb3YyeTCH
B) OJlaHK CTPOro# OTYETHOCTH

20. Yto ucnonb3yercs Npu U3JaHUH COBMECTHBIX NTPHUKa30B?
a) OJaHKH NMPHKA30B
0) crangaprHble nucTh OyMaru gpopmara A4
B)oOIIHEe OJIaHKH
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Homep Bonpoca bykBennoe o003HavyeHue
NPaBHJILHOIO OTBETA
1. 0
2. 6
S B
4. 0
2, B
6. §
1. §
8. a
9. 6
10. §
11, B
12. B
13. §
14. a
15. a
16. a
17. a
18. a
19. §
20. §

5. YCJIOBHS PEAJIM3ALIUU ITPOT'PAMMBI

5.1. TpeboBanus K MHHHMAJbLHOMY MATEPHAILHO-TEXHHYECKOMY 00eceYeHH 0

MarepuanbHO-TeXHUYECKoe obecreyeHne

Hcnonp3oBaHue JEKIMOHHBIX AayJAMTOPHH HE TMPEIyCMOTPEHO B CBA3M C
peanusalMen MporpaMM ¢ TNPUMEHEHHEM MCKIIOUUTENIBHO 3JIeKTPOHHOTO 00ydyeHus,
JUCTAHLIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHH.

Pabouee mecro npenojasarens B Yueonom uentpe UIT [lopunoit H.I'. ochamieHo:
CTOJIOM JUJIs1 TIperno/iaBaTesis, KOMIbIoTepoM (HOyTOyKOM) C BbIX00M B HTEpHET.

TexcToBble nekuuK B 31eKTPOHHOM (hopMmare, POH/IbI OLIEHOUHBIX CPECTB (3a1aHus
JUISL TIPOBEIEHHUS MPOMEXYTOYHOH M HMTOrOBOM aTTECTALIMM pa3MELIAIOTCH B CHCTEME
auctaniiMonHoro obyuenust «Uchi.pro» B cetn MuTepHer.

5.2. O6mue TpebOBaHHS K OPraHH3aUHH 00pa30BaATENBLHOIO NpoLecca

TpeboBanuss Kk kBaaupHKAUMH 10 JO/UKHOCTH mpenogaBatTedb. Briciiee
npodeccroHanbHoe 00pa3oBaHue WM cpeiiHee MpoQeccHoHanbHoe 00pa3oBaHHe MO
HalpapieHUI0 noAroroBKkM «OOpasoBaHue M nejaroruka» wWid B 00JacTH,
COOTBETCTBYIOLIEH IIpernojiaBaeMoMy Inpeamety, Oe3 mpeabsBieHUs TpeOOBaHUM K
craxy paborel 1ubG0 BbiclIee mpodeccCHOHANbHOE 00pa3oBaHWE WK CpegHee
npodeccHoHabHOe 00pa3oBaHKe U JAOMOIHUTEIbHOE podeccroHalbHoe 00pa3oBaHme
M0 HAMpPaBJIEHUIO JIEATENBHOCTH B 00pa3oBaTebHOM YYpexJIeHUH 0e3 NpeabsBiIeHUs
TpeboBanuii k craxy pabotel. (EKC «KanudukaimoHnsle XapakTepUCTHKH
JOJDKHOCTEH pabOTHUKOB 00pa3oBaHUs ).
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OOyyenne mo mporpaMme  OCYLIECTBISeTCS Ha  IuiaTGopmMe  CHCTEMBI
nucranimoHHoro odyuenus «Uchi.pro» (manee - CJ10). loctyn B CJ10 obecneunBaercs
HEMPEPBIBHO (B KPYIJIOCYTOYHOM pEXHMe CeMb IHEH B Heleno) U3 Moo TOuYKH
noakmovenus K cetn Murepuer. Jloctyn ko Bcem cepBucam CJ10 nepcoHanmu3upoBaHHbIi
(mox y4etHOH 3anuchio). OpraHu3alMOHHO-TEXHUYECKOE COMPOBOKIEHHE BKIIOYAET B
cebsi perucTpanmio, yjajeHue, BOCCTAHOBIEHHE JIOTHMHA W MapoJisi [0JIb30BaTeleH,
pelaKkTHpOBaHMWE Yy4eTHOH 3anucu. OpraHu3alMOHHO-TEXHHYECKOE COTMPOBOXKIEHHE
ocymecTsisieT metoauct YuedbHoro uentpa UIT lopunoi H.I'.

YyebHo-meTonuueckue Mmarepuanbl pasmeiniensl B CIO u Bkimowalor B cebs:
pYKOBOJACTBO rmoJjb3oBarenss npu padore B CJlO, nurepatypy IS CaMOCTOSTENBHOMN
MpopabOTKH TeM NpPOrpaMMbl, HOPMATHBHbIE MPABOBbIE aKThl, Iepe4YeHb HHTEPHET-
pecypcoB, oOpa3oBaTesibHbIX pecypcoB. [IpeameTHas cTpaHuiia Kypca BKIKOYAeT JIEKIIUH,
TECThl, HH(POPMALMOHHO-METOMYECKHE pecypchl B (OPME «CTPAHUILIBDY, «KHUTHY,
pa3sMelleHHbIX (aiioB U CChUIOK HAa HHTEpHET-pecypchbl. TeMbl mporpaMmmsl 0popmIIeHbI B
BHJIe TEMAaTHYECKHUX OJIOKOB.

BzanMojieiicTBHe MexX1y MpernojaBaTeseM H 00y4alomuMcs OCYIIeCTBISeTCsS Yepes
«Coobuienusi», Haxoxasimmecs B Ookosoit mnanenu CJIO. Jlis Hayana oOuweHus
HeoOX0aUMO:

- HOKaTh Ha KHOIIKY «+», KOTOpasi HAXOUTCS B [IPABOM HHIKHEM YTy OKHa;

- 3aII0JIHUTH BCe 00s13aTelibHbIe MMOJIs B KAPTOYKe COOOIIeHNUS;

- Ha)KaTh Ha KHOIIKY «T'OTOBOY.

Buzpl u popmel yueOHO# paboThl ¢ HCIOJIB30BAHUEM DJIEKTPOHHOTO 00y4YeHuUs:

- camocTosTeNbHas paboTa, BKIo4aroas padboTy ¢ COIepKUMbIM Kypca 00ydeHus,

- JIEKIIMH B 2JIEKTPOHHOH (hopme,

- KOHCYJIbTALUsl MHAMBUAYIbHAsL WK TPYIIIOBas;

- KOHTPOJIb 3HaHUH (TeCTUpPOBaHUE).

5.3. YueOHo-MeTOAHYECKOE oDecnIeYeHHe H
HH(pOpMALHOHHOE oDecneyeHHe MPOrpaMMbl

OcHoBHas auTEpaTypa

1. lepessaukun E.B. Jlenosoe obmenue: yyedbnoe nocobue. Exarepunbypr: U3n-so
Ypan. yn-ta, 2015. 48 c. Kox nocryna: https:/elar.urfu.ru/bitstream/10995/34753/1/978-
5-7996-1454-6.pdff.

2. Kankan M. B., JIuxauesa JI.C. JlenoBoii atukert: y4ed. [locobue. ExatepunGypr:
U3n- BO Ypai. YH-Ta, 2017. 168 c. Konx J0CTYya:
https:/elar.urfu.ru/bitstream/10995/51601/1/978-5-7996-2076-9 2017.pdf.

3. 3aiiueBa E. B., 'onuapoBa H.B. [lenonpou3BoacTBO ¥ JOKyMEHTOOGOPOT B
CHUCTEME TOCY/IapCTBEHHOI0 W MYHHLMIIAIBHOIO yrpasieHus: ydeb.-meroa. IlocoOwue.
Exarepunbypr:  M3p-so  VYpan.  yw-ta, 2017. 178 c¢. Kom  mocryma:
https://studylib.ru/doc/6372390/978-5-7996-2233-6-2017.

4. HudopmanuoHHble TEXHOJOIHMM B  JOKYMEHTAl[MOHHOM obecrnedyeHun
yTpaBlieHUs ¥ apXMBHOM Jienie: YueOHO-MeToaudeckoe mnocobue / cocrasutenu: O.B.
IlpucraBuenko, A.M. DOramoB. Hwxkuuit Hosropox: Hukeropojackuit rocyHuBepCcHTET,
2017. Kox nocryna: http://www.unn.ru/books/met _files/IT DOU arh delo.pdf.
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5. Boctpenosa E.B. OcHoBbl uH(popMaisonHoil Oe3onacHocTu: yuyebHoe nocobue
AUl CTy/IeHTOB By30B. ExarepunOypr: M3n-so Vpaiu. yn-ta, 2019. 204 ¢. Kox mocryna:
https:/elar.urfu.ru/bitstream/10995/73899/3/978-5-7996-2677-8 2019.pdf.

HuTepHeT-pecypebl

1. Jleros O. B. CoBpemeHHbIe IPOOIEMBI 3THKH JI€JI0OBOTO OOIIEHUSI B TPY/OBOI,
yNpaB/IeHYEeCKOM U MpeJNpHHUMATEIbCKOH JeATeNbHOCTH. (CBOAHBIA pedepat) //
CoumanbHele ¥ TyMaHuTapHble HaykH. OTedecTBeHHas U 3apybexHas nurepartypa. Cep. 3,
Ounocodus: PedeparuBHbiii Ky pHaJIL. 2000. Ned. URL:
https://cyberleninka.ru/article/n/2000-04-015-024-sovremennye-problemy-etiki-delovogo-
obscheniya-v-trudovoy-upravlencheskoy-i-predprinimatelskoy-deyatelnosti-
svodnyy/viewer.

2. JlaspunoBa H. H. Ilpupoma npodeccronansHoro stukera // AHaauTHKA
KyabTyponorud. 2010. Nel7. https://cyberleninka.ru/article/n/priroda-professionalnogo-
etiketa/viewer

3. 3akamoxnas Hatanbs BanepbeBHa HerHnuuHble TpYHOBbIE OTHOIIEHHS B
ycnoBuax — uuppoBod  skoHoMukH //  Becrmmk  BI'Y. 2019. Nel (39).
https://cyberleninka.ru/article/n/netipichnye-trudovye-otnosheniya-v-usloviyah-tsifrovoy-
ekonomiki/viewer

JIEKTPOHHBIE pecypchl

1. OduuunaneHblii vHTEpHET-TIOpTAN NpaBoBOM MH(opMaiwmu (http:/pravo.gov.ru),
2. KubepJlennnka - HayuHas snekrponHas 6ubnuoreka https://cyberleninka.ru/

HopmaTuBHBbIe NpaBoBbIe AKTHI

Koncturyuus PO.

Tpynosoii konekc Poccuiickoii ®enepaiiuu.

I'paxxnanckuii kopekc Poccuiickoi @enepaiuu.

Koneke P® 06 anxMHHUCTPaTUBHBIX NIPaBOHAPYILIEHUIX.

YronosHsli kojeke Poccuiickoit @eneparuu.

MelepaibHbli  KOHCTUTYLMOHHBIH — 3akoH ot 25.12.2000 Ne 2-®K3 «O

['ocymapcteennom repbe Poccuiickoit @eneparym.

7. ®enepanbublii 3akoH oT 27.07.2006 Ne 149-D3 «O6 unbopmarmu, HHGOPMALIMOHHBIX

TEXHOJIOTHAX M O 3aluTe HHpOpMaLmy.

Denepanbhbii 3aK0oH 0T 27.07.2006 Ne 152-D3 «O niepcoHaNbHBIX JAHHBIX).

9. ®enepanbHbiii 3aKk0H 0T 02.05.2006 No59-D3 «O nopsiike paccMOTpeHHs obpalieHuii
rpaxzan Poccuiickoit @enepanmmy.

10. ®enepanbhbiit 3akoH oT 06.04.2011 Ne 63-D3 «O06 271€KTPOHHOM TOATHUCH.

11. ®enepaneubiit 3akoH ot 01.06.2005 Ne 53-®3 «O rocyaapcTBEHHOM S3bIKE
Poccuiickoi @enepauuuy.

12. 3akon P® o1 25.10.1991 Ne 1807-1 «O s3bikax HapoaoB Poccuiickoit ®eaeparmmy.

13. ®enepanbhbiit 3akoH o1 22.10.2004 Ne 125-®3 «O6 apxusHOM jene B Poccuiickoit

Denepauumy.
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14.
15.

16.

17.

18.

19,

20.

21,

22,
Z3.

24.

®enepaibHbli 3aK0H 0T 29.07.2004 No 98-D3 «O komMMepuecKoit TaiHey.

VYka3 Ilpesunenra P® or 06.03.1997 Ne 188 «O6 yTBepkaeHHH NepedHs CBEIeHHI
KOH(MICHLMANIBHOTO XapaKTepay.

[locranosnenue IpasurensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepxkaenuu [Ipasun
JIEJIONPOU3BOACTBA B (peiepaibHBIX OpraHax UCIOJHUTEILHOM BIACTHY.

[Ipuka3 Munucrepcta npocsemenus P® or 26.08.2020 Ne 438 «O6 yTBepkaeHun
[lopsinka opraHusanMM M OCYLIECTBIEHHS 00pa30BaTeNbHOMW AESTEIbHOCTH 10
OCHOBHBIM IpOrpaMMaM Mpo(pecCUuOHATBHOTO 00YYEeHUsD.

[Ipukaz MunucrepctBa npocseuienusi Poccuiickoit ®enepamyuu ot 14.07.2023Ne 534
«O6 yrBepkaenun Ilepeuns npodeccuii pabouux, AODKHOCTEH CIIyXKallUX, [0
KOTOPBIM OCYIIECTBIIAETCS MpodeccuoHanbHoe 00yueHHeY.

[Ipuka3 MunucrepeTBa Tpyaa U couuanbHou 3ammThl PO ot 15 urons 2020 Ne 333u
«O6  ytBepkneHun  npodeccuoHanbHOoro  cragapra  «Cnenuanucr  mo
OpraHu3alMOHHOMY M JIOKYMEHTAalMOHHOMY  OOecreueHHIo  yIpaBiieHHs
OopraHu3aluen».

Hamuonaneneii crangapr PO T'OCT P 7.0.97-2016 «Cucrema craHmaptoB o
uHpopmanuu, OuOIMOTEUHOMY W W3jaTelbckoMy  Jeny.  OpraHu3alMoHHO-
pacriopsiuTenbHas JoKyMeHTalus. TpeGoBanus Kk 0hOpMICHHIO TOKYMEHTOBY.
[Ipuka3 ®@enepanpHOro apxuBHOro arentcrsa ot 24.12.2020 Ne 199 «O6
yTBep)KIeHHH MeToauueckux pekoMeHJaluid 10 pa3paboTke MHCTPYKUHUH I10
JENONPOU3BOJACTBY B TOCYJAapCTBEHHBIX  OpraHax, OpraHax  MeCTHOIO
caMOyTIpaBIIEHHS .

OK 011-93. O6mepoccuiickuii kitacCUpUKaTop yrpaBieHYECKON TOKYMEHTALUH.
[Ipukas MunkyneTypel Poccun ot 31.03.2015 Ne 526 «OG6 yTBepkIeHHH NpaBHI
OpraHu3allid XpaHeHWs, KOMIUIEKTOBAHMS, ydeTa M WCIOJIb30BaHHs JIOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit Mepepauu U APYyrux apXUBHLIX JIOKYMEHTOB B
OopraHax TrocyJapCTBEHHOW BIacTH, OpraHax MeCTHOrO CaMOYIIpaB/ieHHs W
OpraHHU3aLusiX».

[Ipukas Pocapxusa ot 20.12.2019 Ne 236 «O6 ytBepxaenuu I[lepeuHs THIOBBIX
YTIpaBIEHYECKHX apXHMBHBIX JOKYMEHTOB, 00pa3yloIMXCs B Mpolecce AeATeTbHOCTH
rOCYy1IapCTBEHHBIX OPraHoB, OPraHOB MECTHOIO CaMOYIPABIeHHUS W OpPraHU3alMii, C
yKa3aHHEM CPOKOB MX XPaHEHHs).
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MNPUJTOKEHHUE Ne 2
K /lorosopy Ne14/01-2025 ot «14» ssuBaps 2025 r.

®opma HAKJIATHOM

or« 20 » Masi 2025 r.

Haknagnas Ne 1
Komy: UI1 «Psibanko H.1O.»

JIOJKHOCTh O®. H.O.
Ot koro: cneunanucta no OT Koporosa b.A.

JIOJDKHOCTE D, U.O.
:’;{ Haumenosanue 'E’:;_ Kon-so Llena Cymma
1. [Kyprka neruss T ] 350,00 1750,00
2. [[TonykoMOHHE30H JIETHHIA T 5 350,00 1750,00
3. [Kyprka 3umHss wr 4 500,00 2000,00
4. [[lonykomMOMHE30H 3UMHMI T 4 500,00 2000,00
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