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1. IOACHHUTEJIBHASA 3AITMCKA

Heanb o0yuenusi - nmpodeccuoHaIbHOE OOyUYEHHE HaIpaBJICHO Ha MPHOOpPETEHHE JIMIAMHU
pa3MyHOro BO3pacTa MpOoPEecCHOHATHLHON KOMIIETEHIMH NPH HPOBEIEHUH MPO(ecCHOHATBHON
MOJATOTOBKHU MO TOJKHOCTH «CeKpeTapb-MallliHUCTKa» C YpOBHEM KBaTu(UKaLNU -3.

3agaum o0y4yeHus - pa3BUTHE U POPMUPOBAHUE OOIINX U MPOPECCHOHATBHBIX KOMIIETECHIIHHA
1o JoJKHOCTU «CeKpeTapb-MalllnHUCTKAY.

HopMaTuBHBII CpPOK 00y4eHMsl - PEKOMEHIyeMOE€ KOJIUYECTBO BPEMEHHU IJIi OCBOCHHS
nporpammel: 160 yac.

IIpoxomxuTeIbHOCTH 00y4eHust — 1 Mecsl.

[TpodeccuonanpHoe oO0yueHHE TakK€ MOMKET OBITb B COOTBETCTBUU C WHIUBUAYaTbHBIM
YCKOPEHHBIM yU€OHBIM IIJIAHOM.

OOyueHne 0 MHAMBHAYyAIIbHOMY Y4eOHOMY IUIaHy, B TOM YHCII€ YCKOPEHHOe O0y4eHHe, B
npezenax OCBaMBaeMOW MPOTrpaMMBbl, OCYIIECTBISIETCS B MOPSJKE, YCTAaHOBICHHOM JIOKAIbHBIMU
HOPMAaTUBHBIMH aKTaMH y4e€OHOTO LEHTPA.

B 3aBucMMOCTH OT YpOBHS MHOATOTOBKM OOYyYaromMXcs, MpPEernojaBaTelb COBMECTHO C
o0y4yaeMbIM pa3pabaThiBaeT TOPSJIOK OCBOSHHUS MPOTPaMMbI (BBIOOP METOJOB, KOJIHMYECTBA
BpPEMEHU MPOBEJCHUS 3aHATUI U crloco0a KOHTPOJIS YCBOCHUS MaTepHaa).

TpeGoBanuss Kk 00y4armMMCA — B COOTBETCTBUU C MPOPECCHOHAIBHBIM CTaHAAPTOM
«CrnenuanuctT 1O OpraHU3alMOHHOMY M JIOKyMEHTAllHOHHOMY OO0ECIIEYEeHHUIO YIpaBJICHHUS
OpraHM3alyei’» K OCBOCHHIO MPOrpaMMbl JIONYCKAIOTCS JIMIA, WMEIOLIUE CcpefaHee obliee
oOpa3oBaHmUe.

IMoa mpodeccnoHaIbHBIM 00yUeHHEM TI0 MporpaMMaM MPOQPECCHOHATBHOW MOATOTOBKU
[0 JIOJDKHOCTSIM CITy’KalllUX MOHUMaeTcs npodeccuoHalbHOe 00y4YeHHE JIHI, paHee He MMEBIINX
JOJIKHOCTH CITY>KaIlero.

OOpasoBarenbHasi JEATEIBHOCTh IO MPOrpaMMe OpPraHU3YyeTCsl B COOTBETCTBUH C
pacnucaHueM, KOTOpOe OMpeesIeTcs yueOHbIM [IEHTPOM.

®opma 00yueHHs — OUHasl.

HToroBbiii 10KyMeHT - JIWI10, yCHIENTHO CIaBIiee KBATM(PUKAIIMOHHBINA SK3aMEH, TOJTyqaeT
KBaJTM(PHUKAIMIO 10 TIpodeccuu pabouero, J0HKHOCTH CIYXKAIero ¢ MPUCBOEHUEM (TIPU HATMYHUH )
KBATM(UKAIIMOHHOTO pa3psjia, Kjiacca, KaTerOPUH O pe3ysibTaraM MpodhecCHOHaILHOTO 00ydYeHUs,
YTO MOATBEPKIAACTCA JOKYMEHTOM O KBalM(pUKalUU (CBUIAETEIHLCTBOM O Tpodeccuu pabdodero,
JIOJDKHOCTH CITYKAIIeTo).

1.1. HopmaTHBHO-IPAaBOBbIC OCHOBBI Pa3pa00TKH NMPOrpaMMbl

HopMaTtuBHY10 IpaBOBYIO OCHOBY pa3pabOTKH MPOrPaMMbl COCTABIISIIOT:

- @enepanbHblil 3akoH Poccuiickoit @enepanuu ot 29 nexadps 2012 r. Ne 273-03 «O6
obpazoBanuu B Poccutickoii @enepamnumny;

- [Ipuxa3z MunuctepcTBa Tpyaa u couuanbHoi 3ammTsl PO ot 15 utons 2020 r. Ne 3331 «O6
yTBepKAeHUH TmpodeccuoHampHoro crapaapra «Crenuanuct MO  OpPraHu3alluOHHOMY H
JOKYMEHTALMOHHOMY 00€CIICUEHUIO YIIPABICHHS OpraHu3anueii»;

- [Ipuka3z MunmncrepcrBa npocsemenust PO ot 26 asrycra 2020 r. Ne 438 «O0 yTBepKAcHUU
[lopsiaka opraHu3anmuy ¥ OCYIIECTBICHHS OOpa30BaTENbHONW JEATEIBHOCTH IO OCHOBHBIM
nporpammam po(ecCHOHATBHOTO 00YUYEHUS;

- Ilpuka3 Munnpocsemenusi Poccun ot 14.07.2023 Ne 534 «OO6 ytBepxnenun Ilepeuns
npodeccuit pabounx, JOHKHOCTEH CITyXaIlUX, MO0 KOTOPBIM OCYIIECTBISETCS MpodhecCuoHaIbHOE

oOydeHuey.
1.2. XapakTepucTuka npogecCHOHAJIbHOI eI TeJIbHOCTH
HanmenoBanue BHAa NPOPEeCCHOHANBHOM JAeATEJNbHOCTH - OpPraHU3allMOHHOE U

JIOKYMEHTAIIMOHHOE  OOCECIEUYCHHE YIpaBJICHUS OpraHU3aUsIMU JIIOOBIX OpraHU3aIMOHHO-
PaBOBBIX (hopMm.

OcHoBHasl 1eJIb BHAA NPo¢ecCHOHATBHOM 1eATEJILHOCTH - PeaTn3alus 00eCTIeUnBaIONTNX
(GYHKUMH yIpaBIeHHUs] OpraHU3aLUeH; BHEPEHUE JTYUIIUX TEXHUUYECKUX pa3pabOTOK M HOBEHMIIMX
TEXHOJIOTHI B 00ecIieueHre yIPaBJICHHS OpraHUu3aIneH.
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O0o01menHble TPyaOBble (GYHKIMH - OpPraHU3AIMOHHOE OOECTICUCHHE NeSITeIbHOCTH
OpraHu3aIuy.

TpynoBble pyHKUMH:

- [Ipuem u pacnpenenenue TeaeQOHHBIX 3BOHKOB opranuzanuu, A/01.3

- Opranu3zarus paboThl ¢ TOCETUTENSIMU opraHuzanuu, A/02.3

- BoinonHeHne KOOpIUHUPYIOMUX U obecnieunBatonnx ¢yHkuui, A/03.3

1.3. Ilnanupyemble pe3yJabTaThbl 00y4eHHsI

O6o0mennass tpyaoBass ¢pyHkuusi - OpraHu3anMoHHOe olOecneyeHHe 1eATeJbHOCTH
OpraHu3anuu

ITK1 — CniocoGHOCTh NPUHUMATD M PacnpesessiTh Teje(oHHbIe 3BOHKH OPraHU3alHH.

B pe3ynbrate 00yueHus ciymaTenb JOJKEeH OBJIaAeTh HaBbIKaMu:

- IePEHANPABIIATH TeJe()OHHbIE 3BOHKU PYKOBOJICTBY U COTPYIHHUKAM OpTraHU3aIUH;

- perucTpaiyy nocTynarwIuX TeIeQOHHBIX 3BOHKOB;

- MOJTy4aTh HEOOXOAMMYI0 MH(POPMALIMIO U MepeaBaTh CAaHKIMOHUPOBAHHYIO MH(POPMALIUIO
o tenedony.

B pesynbrare 00ydeHus ciymaresb JOMKEeH YMETh:

- UCMOJb30BaTh TEXHWYECKUE U MPOrpaMMHBIE CPEACTBa JAJsl MPOBEIEHUS TOJOCOBOM MM
BUJICO-KOH(EPEHII-CBS3U

- HCIMOJb30BaTh CPEACTBA KOMMYHHUKAIIMOHHOM OPITEXHHMKHU AJI TMOJIyY€HHS U Tepenayu
uHpopMaun

- BECTH Y4YETHBIE PErHUCTpallMOHHBbIE (POPMBI, HCHOJB30BaTh MX IS WH(GOPMALMOHHON
paboThI

- YCTaHaBJIMBAaTh KOHTAKT C COOECeHUKOM, MOAAEPKUBATh U Pa3BUBAThH JIEJIOBYIO Oeceny B
npoiiecce TeraeGOoHHBIX IEPErOBOPOB

- CIJIaYKUBATh KOH(QIMKTHBIE U CIIOXKHBIE CUTYaIlMH MEXKIMYHOCTHOTO B3aUMOACHCTBUS

- co0JII0/1aTh CITY>KEOHBIN ITHKET.

B pe3ynbrare o0yueHus ciymareib JOJKEH 3HATh:

- (pyHKIIMM, 3a71a9H, CTPYKTypa OpraHU3alli, €€ CBSI3H;

- IpaBUJIa B3aUMOJICHCTBUS C MApTHEPAMH, KJIMEHTaMHU, CPEICTBAMHU MacCOBOM MH(pOpMAIIH;

- 3THKA JIEJIOBOr0 OOIICHHMS;

- IpaBUJIa PEUYEBOT0 ITHUKETA;

- TpeOOBaHUs OXpaHBI TPY/Ia;

- MpaBWJIa 3alIUTHl KOH(DUICHIIMATIEHON CITY)KeOHOM MH(POPMAIIHUH.

IIK 2 — Cnioco0HOCTh OPraHu30BbIBATH PA00TY € MOCETUTEISIMU OPTraHU3alUH.

B pe3ynbrate 00yueHus ciymarenb JOJKEH OBJIaAeTh HaBbIKaMu:

- BCTPEYM MOCETUTENEH, MOMyYeHHEe MEePBUYHON MH(POPMALUK O TOCETHTENSIX U TMOMOIIb B
OpraHM3aIy UX MprUeMa PyKOBOAUTEIEM U COTPYIHUKAMU;

- BEJICHUS XKypHaJja 3alucH ITOCETUTEINEeH;

- y4deTa oceTuTenei u opopmMiIeHHE MPOITYyCKOB;

- COZIEHCTBHS OTIEPATUBHOMY PACCMOTPEHUIO POCHO U MPEIOKEHUH TOCeTUTENEH;

- IpueMa U nepeayul JOKyMEHTOB MTOCETUTENIEeH PYKOBOICTBY U COTPYJIHHUKAaM OpraHHU3allii;

- OpraHM3aluu 1 OPOHUPOBAHUS MIEPETOBOPHBIX KOMHAT;

- CEpBHPOBKH YaifHOTO (KOo(eitHOT0) cToIa B ouce;

- IPUTOTOBJICHUS HAITUTKOB (4ail, koe, MPoXJIaTUTEIbHbIC HATUTKH).

B pe3ynbrate 00yueHus ciaymaTenb JOJIKEH YMETh:

- 00IIATHCS C TOCETUTEIISIMHU;

- HCIIOJIb30BaTh yCTAHOBJIEHHbIE TMpaBuja W NOPOLEAYPbl KOMMYHUKAIIMM BHYTpPU
OpraHu3aIuy;

- BECTH y4eTHBIE (DOPMBI, UCTIONB30BATh UX JAJIsl PA0OTHI;

- CO3/1aBaTh MOJOKHUTEIbHBIM UMUK OpraHU3aluu;

- IPUHUMATh MEPHI [0 Pa3peIIeHNI0 KOH(DIUKTHBIX CUTYaIUH;

- IPUMEHATH MH(POPMAITMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUH;

- obecrieunBaTh KOHPUACHITUATHPHOCTh HH(POPMAIIUH.



B pe3ynbrare o0yueHus ciymarenb JOJKEH 3HATh:

- MpaBUJIa OpraHU3alluy TprUeMa TTOCETUTEIICH;

- IpaBWJIA JIEJIOBOTO OOIICHUS;

- CTpyKTypa OpraHu3alid W pachupefelieHne (QyHKOUA MEXAy CTPYKTYPHBIMHU
MoJIpa3iesIeHUsIMU U CIICIUATINCTaMU;

- MpaBWJIa OpraHU3alluy IPUeMoB B oduce;

- IpaBWJIa CEPBUPOBKH YailHOTO (KO(DEHHOTr0) CTOINA;

- MpaBWJIa MPUTOTOBIICHUS U TIOJJa4X TOPSYUX HAIMMUTKOB U 3aKYCOK K HUM;

- DTHKa JIEJIOBOr0 OOILEHHUS;

- MpaBUJIa PEYEBOTO ITUKETA;

- TpeOOBaHUs OXpaHbI TPY/a;

- IpaBHJIa 3aIUTHl KOH(DUICHINANBHOM CiTy)keOHON HH(pOpMaIum.

IIK 3 — Crioco0HOCTH BBINOJHATH KOOPAMHUPYIONUIHE U o0ecnieunBaome QyHKIUU.

B pesynbrare o0ydeHus CirymiaTesb T0JDKEH OBIAJCTh HABBIKAMU:

- BeJIeHUs )KypHaJla pa3be30B pabOTHUKOB OPraHU3allNH;

- KOOpJIMHAIIUYU pabOTHI KyphEPOB U BOJIUTENCH OpraHU3aIiy;

- BeJIeHUs )KypHaJla pa3be3I0B KyphepoB OPraHU3alMK U MapIIPyTOB BOJUTENEH;

- COCTaBJICHHUS CIPaBKU O pa3be3fax pabOTHUKOB, KyphepOB W MapuIpyTax BOAHUTENEH
OpraHH3aIiH.

B pesynbrare 00ydeHus ciymaresb JOMKEeH YMETh:

- COCTaBJIATH U BECTH YUETHbBIE JOKYMEHTHI;

- TPUMEHATH CPEICTBAa KOMMYHHUKALMK Uil TEpeAadyd MOPYYCHUH pPYKOBOAMTENS U
COTPYJIHUKOB OpraHHU3aI1Hy;

- IPUMEHATH COBPEMEHHBIE cpesicTBa cOopa, 00paboTKH 1 nepeaadn nHPOPMALINH;

- OLIEHUBATh PE3yJIbTaThl B paMKaX MOCTaBICHHBIX 3a7a4;

- OCYIIECTBIJIATH KOHTPOJIb UCIIOTHEHUS IOPYUYCHUH PYKOBOAUTEINS COTPYAHUKAMHU.

B pe3ynbrare o0yueHus ciymareib JOJKEH 3HATh:

- MpaBUJIa PEYEBOTO ITUKETA;

- DTHKa JIEJIOBOr0 OOILEHHUS;

- TpeOOBaHUs OXpaHBI TPY/Ia;

- paBWJIA 3aIIUTHl KOHPHUICHIIMAIBHON CITYKeOHOM HHPOpMAIIHH;

- CTPYKTYpa OpraHu3allii U pacnpenencHne GyHKIUNd MeXITy CTPYKTYPHBIMU
MOJIpa3/ieNIEHUsIMU U CIIELIUATUCTAMH.



2. KAJJEHJAPHBIN YYEBHBIN I'PA®UK

Copepxanue mporpaMMbl Hpo(ecCHOHATBHOTO OOYyYEHHsS OIpeAensieTcss ¢ Y4eToM
noTpeOHOCTEH JInIa, OpraHU3aliy, 10 HHUIUATHBE KOTOPHIX OCYIIECTBIAETCS MPO(pecCHOHATBEHOE
oOydeHwue.

OOpa3zoBarenbHas JEATEIBHOCTh OOYYarOIIUXCs IpelyCMaTpUBaeT CIEAYIOIIME BHIbI
y4eOHBIX 3aHATHA M y4eOHBIX PadOT: TEOPETHUECKHE M NPAKTHUECKHUE 3aHSTHUS, BBINOJIHEHHE
IIPOMEKYTOYHOM U UTOTOBOM aTTECTALMHU.

KommiekToBanue yueOHbIX TPYII OCYIIECTBISETCS B TEUEHUH BCETO KaJIEHJapHOTO Toa.

Hauvano oOyueHuss mo Mepe KOMIUIEKTOBaHMs Y4YEOHBIX TPYIIH, HJIM B WHAMBUIYaJIHHOM
dbopmare.

HopmarusHslii cpok o0yuenus — 160 yacos.

[IponomxurenbHOCTS 00yUYeHHS — 1 MecsII.

3aHATHUS IPOXOJAT 5 THEH B HENENIO, B ICHb HE 0oJiee 8§ yacoB 3aHATHIA.

[IponomkutenbHOCTh 1 3aHATHS — 45 MUHYT, EpEMEHBbI MEXKIy 3aHATHUSAMU He MeHee 10
MHUHYT.

Iepuoa o0yuenust
Bcero
Ne i/m HanmenoBanue MoayJisi, TeMBbI
4acoB
I. IIpodeccnonaabHbIii MOTYJIb 1 mecsing
1. TeopeTruueckoe o0yueHue 120 1-3 Henenst 00yueHust
1.1. |Bsenenue B mpodeccuro 4 1 Henerst 00ydeHuUsE
1.2.  |OcHOBBI MEHEIKMEHTA OPraHU3aALUN
1.3. |HopmaTuBHO-IpaBOBOE obecrnieueHue 4
CEKpEeTapCKO EATEIbHOCTH
1.4. |Oxpana tpyaa 4
L.5. 24
JloKkyMeHTalmoHHOe o0ecrneueHue yrpaBieHus
1.6. 20 2 Henenst oOydeHus
OpranuzannoHHoe o0ecreueHrne ynpapaeHus
1.7.  |KoHuaeHumanbHOE JeTOMPOU3BOACTBO U 3aIIUTA 20
nHbopmaruu
1.8.  |MudopManuoHHbie KOMIILIOTEPHBIE TEXHOIOIMU K 20 3 Henens o0ydyeHus
TEXHUYECKUE CPEICTBA YIIPABICHUS
1.9. |Ilcuxonorus aeiaoBoro OOIEeHUS. 18
[IpodeccuonanpHas 3TUKA U JETOBOM 3TUKET
CEKpeTaps-MalllMHUCTKH
[IpomexyTouHas arTecTanus 2
2. IIpousBoacTBeHHOe 00y4yeHHe (IPAKTHYECKOE 32 4 Heenst 00yueHUs
o0y4eHmue)
3. HTorosas arrecranus 8 4 Henesst 00yueHMst
Hroro 160




3. VYEBHBIH IIJIAH

B T3 I13 ®opma
Ne n/m |HaumMeHOBaHUE MOAYJIs, TEMbI cero KOHTPOJIA
4yacos
I. IIpodeccnonanbHbIii MOTYJIb
1. Teopernueckoe o0yueHue 120 20 30 K
1.1. |BBemeHnue B mpodeccuio TK
1.2. |OCHOBBI MEHEIP)KMEHTA OPraHU3ALNU 4 TK
1.3. |HopmaruBHO-mipaBOBOE obecrieueHne 4 2 2 TK
CEKPETApPCKOU IEATEIIbHOCTH
1.4. |Oxpana tpyaa 4 2 2 TK
1.5. | ToxymenTammonHoe oGecIiedeHne YpaBIeH s 24 20 4 TK
1.6. 20 14 6 TK
OpranuzanoHHoe o0ecreyeHne ynpaBIeHUs
1.7. |KonduueHuunansHoe AeI0MpOU3BOICTBO U 20 17 3 TK
3amuTa nHGopManuu
1.8.  |MudopmanmoHHbIe KOMIBIOTEPHBIC 20 15 5 TK
TEXHOJIOTHMHM U TEXHUYECKUE CPEACTBA
yIpaBieHUs
1.9. |IIcuxosorus nemoBoro OOLIEHHUS. 18 16 2 TK
[TpodeccnonanbHas 3TUKa U AETOBOM ITHKET
CeKpeTapsi-MalIMHUCTKH
[IpomexyTouHas arTecTanus 2 - 2 3auer
2. IIpousBoacTBeHHOE O0yUeHUE 32 - 32
2.1. |BBemenue. MHCTpykTaxx Ha paboueM MecTe 2 - 2 TK
CEKpeTaps-MalllMHUCTKH
2.2. |BplmonHenue pabor 1o NOJDKHOCTHU 22 - 22 TK
«CekpeTapb-MalIMHUCTKA»
2.3. |KBanmupukaumonnas npoOHas pabora - Kpanuduxkarg
3. |Aroromas aTrecTanus 8 - 8 MOHHBIN
9K3aMeH
4. Hroro 160 920 70

T3- Teopernueckue 3anarus, I13 — npakTnueckue 3aHATUSA
TK- Texymuii KOHTPOJIb

[IK npomexyTO4YHBIN KOHTPOJIb




4.COJIEP)KAHUE PABOYEM ITPOT'PAMMBI
Padouyas nporpamma IlpodeccuonanbHoro moayJst

HaumenoBanue TeM

Conep:kanue y4eOHOIro MaTepHuaia, TeOpeTHYeCKue u
NMPAKTHYEeCKHE 3aHATUSA
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1. TEOPETUYECKOE OBYYEHHE

BBenenue B npogeccuro

Teopernyeckue 3aHsATHS:

OcCHOBHBIE TEPMUHBI M OIpENEIeHUsI B cepe OpraHu3alMOHHOTO U
JOKYMEHTAIMOHHOTO 00eCTIeUeHHs yIIpaBICHUS.

KpaTkas ucropus cekperapckoro zena.

KBanudukayonHas XapakTEepUCTHKA CEKpPEeTaps-MaIlIMHUCTKH, €ro
pOJIb B CTPYKTYpE€ OpraHU3alH.

Oynkuun cekperaps. PyHKINU CITyKObI CEKpeTapraTa B OpraHU3aliH.
Kanposslii cocTaB cityk0bl ceKpeTapuara.

Pone m Mmecto ciyx0Obl cekperapuaTa B CTPYKTYpe OpraHM3alluu.
WNudopmanus, ee BUIbI U CBOMCTBA.

@Oynkuun  uHpopmanuu.  TpeOoBaHMs,  HpeABABISEMBIE K
uH(pOpMaINY, Ka4eCTBO HHPOPMALIUH.

CooTtHomieHue MoHATHH «JIoOKyMEHT 1 HHpOpMaIIHS.
WudopmanroHHbIe ypOBHH JOKYMEHTA.

ITpoGnemsl morcka U TpaHCIALMU JOKYMEHTUPOBAHHON MH(pOpMaLUU.
WNudopmannonusie Gapbepsbl.

WHpopManoHHbIE TOTOKU B OpraHU3allku.

IIpakTHYecKkHe 3aHATHSA:

1. TluceMeHHBIN OMPOC Ha 3HaHWE TEPMUHOB U ONpENeIeHUN B cdepe
OpPraHHU3aIMOHHOTO M JOKYMEHTAIMOHHOTO 00eCIeYeHUs yIIPaBICHUSI.

2. OrtHecTu 3aJaHHBIE KBAIW(UKAIIMOHHBIE XapaKTEPUCTUKH K
ompeAeNieHHOW  mpodeccHr  WIM  JOJDKHOCTH, ONHUpPAasch  Ha
npodecCuoHATbHBIC CTaHJaPThHI " KBTI (UKAIIMOHHBIE
XapaKTePUCTHKHU.

3. IIpoananu3upoBaTh TEKCT JOKYMEHTA U ONPEICTUTD:

a) KkadecTBO uWH(pOpMamMM C TOYKH 3PEHUS HATUYHMS  BCEX
HEOOXOIUMBIX CBOMCTB HH(POPMAIINH;

0) nHpOpPMAaLIMOHHBIE YPOBHHU JTOKYMEHTA;

B) uH(opManuoHHbIE  Oaphephl,  MEMIAIOMIUE  BOCIPHUATHIO
uHpopMaLuu.

OcCHOBBI MEHE;KMEHTA
OpPraHu3anuu

Teopernyeckue 3aHsATHS:

Onpenenenne NOHITUA «MEHEKMEHT» U «yIPaBICHUEY.
[TpuHIMIBI U METOABI YIIPABICHHUS.

@OyHkumM ynpasiaeHus. Opranuszanus Kak cucTema.
Omnpenenenre u o0IIME XapaKTEPUCTUKU OPTaHU3ALINH.
BHyTpeHHss 1 BHEIIHAA Cpella OpraHu3aluu.
Opranu3anoHHO-TIPaBOBbIE ()OPMBI OpTaHU3AITHI.
Opranu3aloOHHbIE CTPYKTYpBI YIIPABIEHUS.
PykoBoautens B cucteMe yrpaBieHHUs.

JKv3HEHHBIN LIMKJI OpraHU3aliy.

IIpakTuyeckue 3aHATHS:

1. CopoekTupoBaTh OpraHM3aLMOHHYIO CTPYKTYpY OpraHuU3aluHu H
CXeMbl ~ MH(QOPMAIMOHHBIX  IMOTOKOB  MEXAYy  CTPYKTYpHBIMU
noJpa3ieNeHus MU (B OyMaKHOM WIIM 3JIEKTPOHHOM BapHaHTe) JH000i
OpraHu3aIy Ha BBIOOD.




HopMaTtuBHO-nnpaBoBoOE
ol0ecrieyeHue
CeKpeTapcKoit
AeATEJbHOCTH

Teopernyeckue 3aHsATHSA:

OrnpeneneHre HOPMAaTUBHO-IIPABOBOI'O aKTa.

IIpaBoBas cucrema P®. HMepapxus M BUIABl HOPMATHUBHO-IIPABOBBIX
akToB P®. [Ipu3Haku HOPpMATUBHO-MIPABOBOIO AKTA.
HopmartuBHO-TIpaBoBble  aKThl B  cepe JeNoNnpou3BOACTBA U
nH(pOPMAITMOHHOTO 00eCIIeUeHUs YIIPABICHHUS.

Konctutyuusa P®. denepanbublie 3akoHb PO 1 KOAEKCHI.

3akonbl cyobekToB P®D. [Toa3akoHHBIE HOPMATUBHBIC AKTHI.
JlokasnbHbIE HOPMATUBHBIE aKThl OpraHU3aLUK.

locynapctBenHble cTaHmapTel B cdepe  1€JI0NMPOU3BOJCTBA U
MH(POPMALIMOHHOTO 00eCIIeYeHUs YIIPABICHHUS.

Ob6mepoccuiickue  KiacCUu(PUKaTOphl  TEXHUKO-DKOHOMHUYECKOH U
COLIMAJIbHOW MH(OPMALIUH.

IIpakTuyeckue 3aHATHS:

1. Tlouck 3amaHHBIX HOPMATUBHO-TIPABOBBIX aKTOB B CHCTEME
«KoHCynbTaHT-TLTIOCH.

2. ITouck 3aJjaHHOTO TEKCTAa B HOPMATHBHO-ITPABOBBIX aKTaX.

3. PaGora ¢ knaccupukaTopaMd TEXHUKO-JKOHOMHUYECKOW U
COILIMAJIbHOW MH(OPMALIUH.

Oxpana Tpyaa

Teopernyeckue 3aHsATHS:

OOu1re TpeboBaHUS OXpaHbI TPy/a.

TpebGoBanus oxpaHsl Tpy/ia Mepe HauaaoM paboThl.
TpeboBanust oxpaHsl TpyAa BO BpeMsi paboTHI.
TpebGoBanwus oXpaHbl TPy/la B aBAPUUHBIX CUTYaIIHSIX.
TpeboBanust oxpaHbl Tpya 0 OKOHYaHUU PAOOT.
AnTtedka opranuzanuu. OkazaHue 1nepBoi MOMOIIIH.

IIpakTHYecKkHe 3aHATHSA:

1. OtpaboTka ompeneleHHbIX CHUTyaluid (KEWCOB), CBSI3aHHBIX C
OXpaHOW Tpyna B oduce U aBapUMHBIMU CHUTyallUsIMH, OKa3aHUE
MEePBOM MOMOIIIH.

JoxymMeHTallMOHHOE
obecrneueHue
ylpaBJeHus

Teopernyeckue 3aHsATHSA:

Krnaccudukanus opraHuzanroHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB
(OP[1). ITousitue u Buabl 61ankoB OP/I.

TpeboBanus k odopmiennro 6mankoB. CocraB pekBuzuToB OPJI.
TpeboBanust kK 0pOPMIICHUIO PEKBU3UTOB.

[IpaBuna cocrtaBneHus W OGOPMIICHHSI OpPraHU3AIMOHHO-TIPABOBOM
JOKYMEHTAIUH: TIPABUJIIA, TOJI0KCHHSI, UHCTPYKIIUU.

[IpaBuna  cocraBieHuss W OPOPMIICHUS  PACHOPAIUTEIHLHOMN
JOKYMEHTAIH: TIPUKAa3 TI0 OCHOBHOM JIeATEIHHOCTH, PacIOpsHKEHHUE.
[IpaBuna coctaBieHus U opopmieHUs MHPOPMAIIMOHHO-CIIPABOYHOM
JOKYMEHTAI[MU: TPOTOKOJ, aKT, WHChbMO, CIpaBKa, 3asBICHUE,
tenedoHorpamMmma, QakcorpaMma, COOOIIEHHUE SJIEKTPOHHOW IOYTHI,
nepeyeHb, CBOJIKA, 3aKITI0UCHHE, CITy>KeOHasl 3arnucka, OObSICHUTEIbHA
3anMcka, JOKJIaHas 3amuckKa.

Bunsl nucem.

[TonsiTe MOKyMEHTOOOOpPOTa, €ro KOJUYECTBEHHbIE M KAaueCTBEHHBIE

XapaKTEPUCTUKH.
[Ipuem u nepBuuHas oOpaboTKa BXOASIIUX JOKYMEHTOB. Perucrparus
JIOKYMEHTOB.
[IpoxoxaeHne BHYTPEHHHX JIOKyMEHTOB. (O0paboTka HMCXOASIINUX
JIOKYMEHTOB.

KoHTpois HcrioTHeHHs TOKYMEHTOB.
CrpaBouHo-uH(pOpManoOHHas padoTa ¢ JOKYMEHTAMH.
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Pabora ¢ 6a3amMu JaHHBIX OpraHU3aIHH.
OmnepaTHBHOE XpaHEHHE JOKYMEHTOB.

IIpakTHYecKkHe 3aHATHSA:

1. CocraBuTh U OGOPMUTH AOKHOCTHYIO HMHCTPYKIMIO CEKpeTaps-
MAaIIMHUCTKH.

2. CoctaBuTh 1 0OPMHUTH MPHKA3 IO OCHOBHOM JCATEIHHOCTH.

3. CocraBuTh 1 OPOPMHUTH MUCEMO HA OyMaKHOM HOCHUTEJIE.

4. CoctaBuTh U 0OPMHUTH MHUCHMO-COOOIIIEHNUE FTICKTPOHHON MTOYTHI.
4. TIpoBectu Kiaccu(UKAIMIO JAEIOBBIX JOKYMEHTOB M Pa3lIOKHUTh UX
10 TIalTKaM B COOTBETCTBHHM C 3TOH KiaccupUKaIUCH.

5. OdbopMHUTB KypHAII PETUCTPALIMN BXOSAIINX JOKYMEHTOB.

OpranusanmuoHHoe
o0ecrieyeHune
ylpaBJieHUS

Teopernyeckue 3aHATHS:

[ToHATHE OpPraHM3aLIMOHHOTO OOECTEeUCHHs YTNpPaBICHUs, €r0 BHIHI,
CTPYKTYpa, QyHKIIHH.

HNudopmanronnoe odbecreueHne ynpaBieHusl.

Opranu3anys Tesne(OoHHBIX TePEeroBOpoB.

Opranuzanus paboThl C TOCETUTENISIMU B IIPUEMHOIA.

VYuet nocerureneii 1 oopMIIEHHE TTPOITYCKOB.

Opranu3zanys KOMaHAUPOBOK PyKOBOJIUTEISL.

3aka3 omeroB. OdopmiieHHE BU3.

Opranu3zanus COBELIaHUH, IIPOTOKOJIBHBIX MEPOIIPHUATHH,
npe3entanuii. CepBUpOBKa YaitHOTO (KOeHHOTO0) cToIa B oduce.
[IpuroroBnenue  ropsuuxX W MPOXJAAUTEIBHBIX  HAMHUTKOB.
Koopaunarus paboTel KyphepOB M BOJUTEIICH.

[TnanupoBanue paboyero BpeMeHH PyKOBOIUTEIIS.

[TnanupoBanue pabodyero BpeMeHU CeKpeTapsl.

Opranuzanus pabo4yero MpoCcTpaHCTBA CEKpeTaps.

KoopaunnpoBanue paboThl COTPYAHUKOB OpraHU3al1u.

IIpakTHYecKkHe 3aHATHSA:

1. J[lenoBass wurpa «MogenupoBaHue [EJIOBOrO pa3roBopa II0
TenedoHy».

2. JlenoBas wurpa «MomenupoBaHue pabOThl C TIOCETHTEISIMH B
IIPUEMHON.

3. Opranuzanus KOMaHIUPOBKH PYKOBOIUTENS (1TOA00P ONTHMAIBHON
TOCTUHUIIBI U aBUApEica).

4. CepBUpPOBKA Ya{HOTO CTOJIA.

5. CrutanupoBaTh CBOM pabouuii 1eHb B oduce.

6. CopoekTupoBaTh BU3YyalbHO B BHJE CXEMbl WU pPHUCYHKa (Ha
OyMa)KHOM WJIM BJIEKTPOHHOM HOCHTEJIe) pabodyee MECTo ceKpeTapsi.

Kondunennuanbnoe
AeJIONPOU3BOJACTBO U
3ammMTa HHpopMaIUU

Teopernyeckue 3aHATHS:

CymHocTh, 3a1a4d 1 0COOCHHOCTh KOH(UICHINANBHON HH(pOpMAaLUK.
Buapl konduaernuanbHoi nHGOpMaIuu.

IIepconasbHbIE JaHHBIE.

CnyxebOnas taitHa. [IpodeccronanpHas TaiHa.

Kommepueckast TaiiHa. OmpeneneHue cocraBa KOH(UIACHIMAIBHBIX
JOKYMEHTOB.

JIoKyMeHTHpOBaHHE KOHPHICHIIMATLHON HH(POPMAIIH.

Opranu3anus paboTbl ¢ KOHQHUICHIMAIbHBIMU JTOKYMEHTaMH. YUeT
KOH(HICHIIMATIBHBIX JOKYMEHTOB.

[TpuHIMIBI 3aIIUTHI HHYOPMALUH.

Metoabl ¥ CpeAcTBa 3aIIUThl MHGOPMAIMM OT YTEPH, KPaXH HIU
HOpYH.

[ToreH1anbpHble YIpo3bl HHPOPMALIMOHHONW OE30MaCHOCTH.
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IIpakTHYecKkHe 3aHATHSA:

1. ITpoananu3upoBaTh 3aJaHHBIA TOKYMEHT U OMPEACIUTh HAIUYUE U
COCTaB KOH(UIACHIMAIBHOM HHPOPMALIUY B HEM.

2. Ilpoananu3upoBaTh 3aJaHHBIA JOKYMEHT U OMPEACIINTh, K KaKOMY
BUIYy KOHQUACHIMATLHOW WHPOpPMAIIMM  OTHOCSTCS  CBEICHWS,
COJZIepIKAIMECS B HEM.

3. OtpaboTka ONpeNeNeHHBIX CUTyalnuid (KEHCOB), CBS3aHHBIX C
3auTOo HH(GOPMAaIlMK B OPraHU3aI|H.

HNupopmannoHHbIe
KOMIIbIOTEPHbIE
TeXHOJIOTUH U
TeXHHYECKHE CpeIcTBa
yIpaBJeHus

Teopernyeckue 3aHsATHSA:

[ToHsITHE TEXHUYECKUX CPEACTB YIIPABIICHUS.

Knaccugukanus TeXHUYECKHX CPEACTB YIIPaBICHHUSL.

Hocurenn uadopmarnmm.

CpenctBa cOCTaBIEHHMSI M HM3TOTOBJICHUS TEKCTOBBIX JOKYMEHTOB.
CpenctBa KOMUPOBAaHUS M ONEPATUBHOTO PAa3MHOXKEHUS JOKYMEHTOB.
CpencTBa CKaHUPOBAHHS JOKYMEHTOB.

CpencrtBa 00pabOTKH JOKYMEHTOB.

CpenctBa XpaHeHHs, IOMCKa W TPAaHCHOPTUPOBKH JOKYMEHTOB.
CpenctBa 3JIeKTPOCBSI3H.

Manas oprrexnuka. OducHas mebens 1 060py10BaHHE.

[TakT mpuknagaeix mporpamMm Microsoft Office.

TexcroBbiii mpomeccop Microsoft Word. TaGmuunblit mpoueccop
Microsoft Excel. Tlporpamma moarotoBku mnpeseHTamuii Microsoft
PowerPoint.

[Tepconanbubiii KoOMMyHHKaTOp Microsoft Outlook.

[Tpunoxenue ais ynpasiaeHus 6azamu gaHHbIX Microsoft Access.

IIpakTuyeckue 3aHATHS:

1. HamewaraTth M OTpenakTUpOBaTh TEKCT B mporpamme Microsoft
Word, npumeHnsist pa3ubie CTHIIA (popMaTHPOBaHUS.

2. CocraBuTh TabNUIly U AUarpammy B nporpamme Microsoft Excel.

3. TloaroroBuTh MHUHHU-TIPE3CHTAMIO B mporpamMmme Microsoft
PowerPoint u mokazarh ee Ha BUACOIIPOEKTOPE.

4. PacrimanupoBaTh CBOe pabouee BpeMs Ha CIEIYIONIYI0 HENETI0 C
nomoInkko mporpammsl Microsoft Outlook.

5. Ilpou3BecTn  meyatrb, CKAaHUPOBAHWE, KONMUPOBAHHE H
JJAMUHUPOBAHHE JOKYMEHTA C MIOMOIIIBIO CPEJCTB OPITEXHHUKH.

IIcuxoJiorus aeyioBoro
00IIeHH .
IIpodeccnonanbHasn
3THKA U JeJI0BO dTUKET
ceKkperaps

Teopernyeckue 3aHATHS:

CymHocTh, (QYHKUMHM M CTpyKTypa oOmeHus. Bunbst u  Qopmsr
nenoBoro  oOmieHus.  KoMMmyHHKaTWBHasE  CTOpOHA  OOIICHHS.
WNuTepakTrBHAS CTOPOHA OOIICHUS.

[TepuientuBHas cropona odmenus. Ctunm oOmenus. HepepOampHOE
obmenne. KynbpTypa pedeBoro oOIieHus..

[TyOnu4HbIE BBICTYTLICHUS.

HpaBcTBEeHHO-TICUXOTOTHYECKHE 0COOCHHOCTH criopa.
[lcuxonornueckne MexaHM3Mbl BIUSHUS Ha mnaptHepa. KymnbTypa
CIIyIIaHUS MTapTHEpa.

Bapbepsl B o0mennn u ux npeojosienue. Jlenossie Gecenpl. JlemoBsie
neperoBopel. Kynbrypa naenoBsix coBemanuii. Oco0eHHOCTH OOIIEHUS
C MIHOCTPAHHBIMH MapTHEPaMHU.

DTHKA IEIOBOTO OOIICHHUS.

[Icuxonorus kosuekTuBa. OcoOeHHOCTH OOIIEHUS B KOJIJIEKTUBE «IIO
ropuzoHTanmy. OCOOEHHOCTH OOIEHUS «TI0 BEPTUKAII.

KondumukTer B 1enoBoil cpeae, wuxX TUNoJOTHSA. PasperieHue
KOH(JIUKTOB.
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Otuker TeneoHHBIX eperoBopoB. KylbTypa 1em0oBoii epenrcKy.
[Ipuem u obmenue ¢ mocerutenssmMu. [logapku, CyBEHUPHI.

NMuk cexperapsi-MalllMHUCTKY.

HckyccTBO camonpe3eHTaluy 1 BHENTHUNA BU.

Crpecc u ctpeccoBbie cutyanuu. CriocoObl M PUEMbI SIMOITMOHAIEHOM
CaMOPETYJISILIHH.

IIpakTHYecKkHe 3aHATHSA:
1. ITpaktukym «Ilo3Hait cebs» (cuxooruueckas urpa).
2. JlenioBbIe UTPBI IO MEKIMUYHOCTHOMY OOLICHHIO.

IIpome:kyTouHas
arrecTaums

3ayer.

2. MIPOU3BOJACTBEHHOE OBYYEHUE (ITIPAKTHYECKOE OBYYEHHUE)

Beenenue. MHCTpYKTAXK
Ha pabouyem mecTe
ceKperapsi-
MAIIMHUCTKH

Beenenne. MHCcTpyKTax Ha pabodyeM mecTe.

3HAKOMCTBO C OpraHu3aIuel, ee CTPYKTYpOH, cIyk00i cekperapuara
(Ipu HaNM4YMM), CUCTEMOM OPraHMU3allMOHHOTO U JOKYMEHTALHOHHOIO
oOecrieueHus yrpaBieHHs, TOTOKaMH HHGOPMAITIH.

CocTaBuTh CXE€My OpraHM3allU{, €€ CTPYKTYPHBIX NOJpa3AeieHud U
MOTOKOB MH(OPMALIUU MEXTY MOAPA3ICTCHUSIMH.

O3HakoMJIEeHHE C HOPMATHBHO-NIPaBOBbIMU akTamMu P® u cyObekTa
P®, perynupyronmMu 1esITEIbHOCTh OpraHUu3aluu.

O3HakoMJIeHHE C JIOKaJIbHBIMU HOPMATHUBHBIMH aKTaMH OpraHU3AIIMH,
B TOM UHCJIE PErylupymmux chepy AesITeNbHOCTH CeKpeTaps-
MalIMHUCTKU. IIpoxokieHue WHCTpyKTaXka IO OXpaHe TpyJda B
OpraHu3alyy.

Boinosinenue pador no
AO0JAKHOCTH
«Cekperapb-
MAIIMHHCTKA»

CocraBiienue, OQOpMIICHHE, PEIAKTHPOBAHUE OPTraHU3AIMOHHO-
pacopsIAUTENbHBIX JTIOKyMEHTOB (opraHu3anroOHHO-IIPABOBBIX:
MOJIOKEHUM, TpaBUJl, HHCTPYKLMM; pACTIOPSAUTEIbHBIX: MPUKA30B,
pacrnopspKeHHi; HMHQOPMAIIMOHHO-CIIPABOYHBIX: IHCEM, CIIPABOK,
3asBJICHUM, AKTOB, NIPOTOKOJIOB, CBOJOK, 3aKIIOUCHUH, MEPEUHEN,
AJICKTPOHHBIX MTUCEM, TeJIEOHOTPAMM H TIp.).

PaGora ¢ pgokymMeHTamMM Ha BCeX OJTamax: INpUeM, IEepPBUYHAS
o0paboTka, pacmpeneneHue 10  HCHOJHUTEISAM, PETHCTpaIus
JOKYMEHTOB, IIOCTAaHOBKA Ha KOHTPOJIb, CHATHE C KOHTPOJIs,, 00paboTKa
U OTIpaBKa HCXOISANIMX JOKYMEHTOB, COCTaBlieHHE U OdopmIIeHHE
TAIoK JIJIsl OTIEPATUBHOTO XPaHEHUs JOKYMEHTOB.

[Tpuem u pacnpeneneHue TeaePOHHBIX 3BOHKOB.

IIpueM noceTurenei B IpUEMHOM.

VYyet nocerureneit 1 oopMIIEHHE TTPOITYCKOB.

Opranuzanys KOMaHAUPOBOK PYKOBOIUTEIIS.

3aka3 omneroB. OdopmiieHHE BU3.

Opranunzanus COBEILIaHUH, [IPOTOKOJIBHBIX MEPOIIPUATHH,
MpEe3eHTalHA.

CepBupoBka 4aitHoro (kodeitHoro) crona B oduce. Ilpurorosienme
ropsSYux M NOPOXJAAUTEIbHBIX HanuTKOB. KoopauHauus paGoTbl
KYpbEpOB U BOJUTEIIECH.

[TnanupoBanue pabodyero BpeMeH! PyKOBOAUTEIIS.

[InanmpoBanme  paboyero  BpPEeMEHH  CEKpeTaps-MalTuHUCTKH.
Opranu3anys pabodero NpocTPaHCTBA CEKpeTaps-MaIMHUCTKH.
KoopaunupoBanue paboThI COTPYJAHUKOB OpraHu3aluH.
O3HakOMJIEHHE C CHCTEMOM KOH(PUACHIINAIBLHOTO JIEIONPOU3BOJICTBA B
OopraHu3alyu.

O3HaKOMJIEHHE C CUCTEMOH 3alIUThl THOPMAIIUU B OPraHU3alIHH.
PaGora co BceMHM TEXHHYECKUMH CPEICTBAMHU  YMPABJICHUS,
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NpeaACTaBJICHHBIMU B OpraHU3alvu.

PabGora Ha meEpCOHANTBHOM KOMIIBIOTEPE C TIAKETOM TMPUKIIAJIHBIX
nporpamMm Microsoft Word. Onpenenenne NcuxoIorniaeckoro Kaumara
B KOJIJICKTHBE.

JlenmoBoe oO1IeHMeE.

CocraBicHHE W pENaKTUPOBAaHUE TEKCTOB JTOKYMEHTOB M TEKCTOB
nyONMUYHBIX BBICTYIUIGHHMM C TOYKM 3pEHUS DPEYEBOrO JTHUKETa U
JOKYMEHTHOW JIMHTBUCTHKH.

KBanndukanuonnas
npoOHasi paéora

Brinonnenue TPYJOBBIX byHKIMH B COOTBETCTBUU c
po¢ecCHOHATLHBIM CTaHIapTOM «Cnenuammct 1o
OpraHU3allMIOHHOMY u JIOKYMEHTallIOHHOMY o0ecreyeHnIo
YIPABJICHUSI OPTaHU3ALUEH»

HTorosas arrecTanus

KBanugpukaoHHbIi 3K3aMeH
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5. YCJIOBUSA PEAJIM3ALIMU ITPOI'PAMMBI

5.1. Opranu3anuoHHO-TIeATOTHYeCKHe YCJIOBHUS PeaIM3aliy POorpaMMbl

OpraHu3alMoOHHO-TICIAarOTHYECKHE  YCIIOBHSL — pealM3allii  00pa3oBaTellbHOM  MPOTrpaMMBbl
00eCreunBalOT €€ PeaTH3aIiio B IMOJHOM O0bEMe, Ka4eCTBO MOJTOTOBKH OOYYAIOIIMXCS, COOTBETCTBUE
MPUMEHSIEMBIX ()OpPM, CPEICTB, METOJOB OOYUYCHHS M BOCIUTAHHUS BO3PACTHBIM, TCHUXO(DHU3MUECKUM
0COOEHHOCTAM, CKJIOHHOCTSIM, CHIOCOOHOCTSIM, HHTEpEeCaM U TIOTPEOHOCTSIM 00y YarOLIUXCSL.

@dopma  opraHmzai  00Opa30OBaTENILHOM  JIEATENBPHOCTH  OOYYarOMXCs —  TPYIIOBasd,
WHUBUTyaTbHAs. DopMa OpraHu3aliy ayJAMTOPHBIX 3aHSTUH — TEOPETHMUYCCKHUE 3aHSATHS, MPAKTUIECKAs
pabora. Yarie Bcero ucronb3yercst (hpoHTabHast padoTa. OHa rmpemosaraeT OTHOBPEMEHHOE BBITTOJTHEHHE
OOIIMX 3a/TaHUI BCEMU O0YYaFOIIMMHUCS JJTS TOCTYYKEHHUST UMU OOIIIEH ITO3HABATEIILHOM 3a1a4K.

dopma NPaKTHYECKHUX 3aHATUI — PEIICHUE MPAKTHYECKUX 3aaHUi.

[IpoaomKUTEIFHOCTH OHOTO TEOPETUUECKOTO 3aHATHS — He Oosee 45 MUHYT.

[IpodeccronansHoe 00yUueHHEe Ha MPOM3BOACTBE OCYIIECTBISIETCS B TpEIeax pabouero BpeMeHH,
00ydaroIerocss o COOTBETCTBYIOIICH OCHOBHOW Tporpamme mpodeccHoHanbHOro oOydeHus. O0bem
Harpy3Ku B HeJlelo He Ooree 40 J9acoB.

Hns  obecriedeHus: OECTPENsITCTBEHHOTO JOCTyNa OOYyYaloIUXCAs C OrpaHUYEeHHBIMHU
BO3MOXXHOCTSIMH 3JI0POBBSI B 3JJaHHE YUEOHOTO IIEHTPa MMEETCS:

- CTOsJHKaA OJIs1 aBTOMO6HJ’Ieﬁ AJig JIUL € OTPpaHUYCHHBIMUA BO3MOKHOCTAMU 310POBbA,

- MaH/IyC, KHOTIKA BHI30BA ITEPCOHAJIA Y BXOIHOW I'PYIIIEI B 3/1aHKCE;

- IIMPUHA W TUIOIIAAM KOPHIOPOB MO3BOJISIOT CBOOOJHO MEpEABHUraThcs OOYyYaIOUIMMCS C
OTPaHUYCHHBIMU BO3MOKHOCTSIMH.

HNMeercs aBTOMaTHdecKas CHCTEMa HpOTHBOHO)KapHOﬁ CUTHaJIM3allU MW OIIOBCUICHHSA C
NyOJMPYIONIMMH CBETOBBIMH yCTPOHCTBaMH, Ha CTEHAX MOMEIICHUS paCIoararoTcs IUIaH-
9BaKyalluu IIpU MOKApPC C OIO3HABATCIIbHBIMU YKA3aTCIIIMH HAIIPABJICHUSA ABWKCHUSA K BBIXONY,
aZlanTUPOBAHHBIA HHPOPMAITMOHHBIN CAUT 00pa30BaTEIHLHOM OpTaHU3aIUH.

[Tpukazom pykoBoauTenss oOpa3oBaTeNbHON OpPraHM3AMM HA3HAUYEHO OTBETCTBEHHOE JIHUIIO
JUIE OKa3aHWs HEOOXOIMMOHM TEXHHUYECKOH IMOMOINW, B TOM YHCIE YCIYT Ui OOYYaroluxcs C
OrpaHU4YCHHBIMA BO3MOKHOCTAMU 300POBbA.

5.2. TpeboBanusi K MAaTePHAILHO-TEXHHYECKOMY 00eCIIeYeHHIO PeaIM3AINH POrPaMMbl

YueOHbIE TIOMEIICHHS] TPEACTABISIIOT CO00M 000py/IOBaHHBIE YYEOHBIC AYTUTOPUM IS
IPOBEICHUS 3aHATUN BCEX BUJIOB, IIPEyCMOTPEHHBIX 00pa30BaTEebHON MPOTrPAMMON.

O6opyaoBaHue yueOHOTO KaOHWHETA:

Cromnbl yu.- 2 mr.

Crynbs yd. — 4 mir.

Cron npenof.- 1.

Cryn npenop -1 mir.

Jocka mapk.-1 mir.

HoyTtOyk -1 miT.

MaHekeH TpeHaxep AJisi OTPAOOTKH HABBIKOB OKa3aHUS MEPBOM MOMOIIU TMOCTPAJABIINM -
.

Pacxomubiii MaTepuan A TPEHaXKEPOB (3amacHbIe JTUIEBbIC MACKHU, 3aMIACHBIC «IbIXaTeIbHBIC
MyTW», IJICHKU C KJIalaHoM JJIsl IPOBEACHHS UCKYCCTBEHHOM BEHTUJISIIUM JIETKUX) — | KOMILIEKT.

Kannensipckue NPUHAICKHOCTH: PYYKH, KapaHAAlId, MapKepbl, KOPPEKTOPHI, TETPaiH,
Oymara pa3HbIX BUJOB 1 (JOpMaTOB, KJIeH, HOKHHUIIBI, (haliIbI, TTAIIKH.

JlugakTHdeckue MaTepHalibl: pa3aTOYHBIE MaTepHallbl, WHCTPYKIIUH; CXEMBI, 00pa3Ilbl
JIOKYMEHTOB; pa3pabOTKH TEOPETUYECKUX MAaTEPUAJIOB 110 TEMaM IIPOTrPAMMBI.

HabGops! mocy sl 11 cepBUpOBKa YaitHoro (KodeitHoro) crona B oduce- 1mT.

KomruiekT HabOpoB 17151 MPUTOTOBJICHUS HAITUTKOB (4ai, Kode, MPOXIaIuTeIbHbIC HATUTKH) -
no 1 mr.

[Maker mporpamm Microsoft Office.
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B nporecce ocBoeHus MporpamMMbl UCTIONB3YHOTCSI IPUMEPBI OQULIMAIBHBIX JOKYMEHTOB, COOPHUKI
HOPMAaTUBHO-TIPABOBBIX ~ JIOKYMEHTOB, cucTeMa «KOHCYyNbTaHT-IUTIOC», TUIAKaThl M pa3daTodHbIe
MaTepualibl, y4eOHbIC ITOCOOHS M METOIUECKas JIMTepaTypa.

[pousBoacTBeHHOE OOy4eHHE (MPOM3BOJICTBEHHAS] TPAKTUKA) TPOBOJUTCS B CTPYKTYPHOM
HO/Ipa3IeIeHUH y4eOHOro LIeHTpa. Bpemst mpoxox1eHus: MpoU3BOJCTBEHHON TPAKTUKY ONpeAeseTcs
y4eOHBIM IIJIAHOM, KaJICHIAPHBIM Y4€OHBIM rpad)KoM MpOrpaMMBbl MPO(EeCCHOHAIBHOTO 00yUeHUs.
Ha oOyuaromuxcsi, NpoXOsIUX IPOU3BOJACTBEHHYIO IPAKTUKY paclpOCTPaHSIOTCS IpaBUiia
OXpaHBbI TPYy/1a U MpaBHJia BHYTPEHHETO TPYAOBOTO PacIoOpsKa, JEHCTBYIOIINE HA B OPraHU3aIIH.

O06opynoBanue, MPEAOCTaBIIEMOE Ha ITPOU3BOICTBEHHOM MPAKTHKE:

PaGouee MecTo — €10, CTYI, y4eTHbIE PErUCTPAIMOHHBIE (POPMBI (KypHAIIbI pETUCTPALIY IPHKA30B,
TeneoHOrpamMm, 3as1BOK).

TexHuueckue cpeicTBa OOyYEHHs: ammapaTHble CpeAcTBa: Kommbiotep, MDY, mpunrep,
Tesie(pOHHbIE  amnmapaTbl, TEJIEKOMMYHHUKAI[MOHHBIH OJOK, YyCTpoiicTBa, oOecnednBaronye
MOJKJIIOUYEHUE K CeTH, yCTPONCTBA co3AaHus rpaguueckoi HHPopManuu (rpaduuecKuii TIaHIIeT).

[IporpammubIe cpencTBa: omeparoHHas cuctema (rpadudeckas); ¢haiaoBeIii MEHEIKEp (B
COCTaBe OIEPAlMOHHON CHUCTEMbl WJIM JAp.); aHTUBHUPYCHAsl MpOrpamma; IporpaMMa-apXuBaTop;
UHTETPUPOBAHHOE O(GHCHOE NPUIOKEHUE, BKIIOYAIOLIEe TEKCTOBBIH pPENAKTOp, PacTpOBBIA U
BEKTOPHBI Tpauyeckue pelakTophl, MPOrpamMMmy pa3paOOTKM TNPE3EeHTAUUH U 3JIEKTPOHHBIC
TaOIMIBI; 3BYKOBOM peAaKTOp, MpocTash CUCTeMa yhpaBileHus O0azaMH JaHHBIX; CHUCTEMa
ABTOMATH3UPOBAHHOTO MPOEKTUPOBAHHSL.

5.3. TpeOGoBaHus K KaJAPOBBIM YCJOBHSM pPeajin3aliu 00pa3oBaTeIbHON MPOrpaMMbl

Peanuzamust OCHOBHOH mporpaMMbl MpodeCcCHOHATBLHOTO O0ydeHus oOecreunBaeTCst
He1arornyeckuMu paboTHUKaMK OpTaHM3alliy, a TAaKKe JHMIIAMH, IPUBJIEKAaEMbIMU K pealu3aluu
IIPOrPaMMBbI Ha yCIOBUAX IPAXKIAHCKO-IIPABOBOIO JOTOBOPA.

Kpamudukanus mnenarorndeckux pabOTHUKOB —OpraHM3allid  COOTBETCTBYyeT IIpukazy
MuHucTepCcTBa 3IPAaBOOXPAHEHHUS U COIMAIBLHOTO pa3Buths P ot 26 aBrycta 2010 1. Ne 7611 «O06
yTBep)KAeHUH EnuHOro KBaIM(UKALMOHHOTO CIPAaBOYHHMKA JIOJDKHOCTEH  pyKOBOIUTENEH,
CHELMAINCTOB M ChOyXkamux, pasgen «KBanupukanuoHHbIE XapaKTEPUCTHKH IOJKHOCTEH
pabOTHHUKOB 00pa3OBaHU»:

5.4. UndopMannoHHO-MeTOANYECKOE 00ecnieuyeHne MPOrpaMMbl

Ilepeuens yueonwvix uzoanuii, Humepunem-pecypcoe, 00noainumenvHou jumepamypol

1. VYueOHO-MHPOPMAIMOHHBIA TmOpTan. [DNeKTpoHHBIH pecypc]. Pexum nmocryma:
http://office- adm.ru/

2. Y4eOHO-MHQOPMALMOHHBIA mopTan. [DNeKTpoHHBI pecypc]. Pexum nocryma:
https://www kadrovik-praktik.ru/.

3. VYuebHO-uH(OpMAIMOHHBIA TOpTaN. [DnNeKTpoHHBIM pecypc]. Pexum mocryma:
http://www.edou.ru/enc/

4. VYyeOHO-uHpOpPMALMOHHBIM moOpTan. [DnekTpoHHBIH pecypc]. Pexum pocryna:
https://www.sekretariat.ru/.

5. Y4yeOHOo-uHpOpMaMOHHBIH TopTai. [DnekTpoHHbIH pecypc]. Pexxum nocrymna: http://delo-
ved.ru/.

6. YueOHO-MH(OpPMAIMOHHBIA TOpTaN. [DneKTpoHHBIM pecypc]. Pexum mocryma:
http://www.delo-press.ru/journals.php?page=documents.

7. YuebHO-MH(OpPMAIMOHHBIA TOpTaN. [DnekTpoHHBIM pecypc]. Pexum mocryma:
http://sekretar- eps.ru/
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6. ®OPMbI ATTECTAIIMU. OHEHKA KAYECTBA OCBOEHMUS TPOT'PAMMBbI

B yueOHOM mpolecce OpPraHM3ylOTCS  pa3iUYHbIE  BHABI  KOHTPOJIS:  TEKYIIM,
IPOMEXYTOUHBINA, UTOTOBBIA. KoHKpeTHbIE (DOpMBI M TpOLEIYpHl TEKYIIETO U IMPOMEXYTOYHOIO
KOHTPOJIS 3HAaHUM pa3pabaThIBaOTCs MPENnoiaBaTeIsIMH CaMOCTOSATEIbHO.

Jns attectaniiu 0OydYalOUIMXCS Ha COOTBETCTBHE WX IEPCOHAIBHBIX JIOCTHKEHUN MO3TAIHBIM
TpeOOBaHUSAM MPOrPaMMBbI (IIPOMEKYTOUHAS aTTECTALMsI) CO3/IaHbl OLIEHOUYHBIE CPEACTBA U METO/IbI
KOHTPOJISI, TO3BOJISIONINE OLEHUTh 3HAHUS, YMEHUS M YPOBEHb TPUOOPETEHHBIX KOMIIETCHIIUH.

6.1. Texymuii KOHTPOJIb yCIIEBAEMOCTH

Texymuid KOHTPOJb pPe3yJIbTaTOB MOATOTOBKUA OCYILECTBISIETCS B LENAX MOJTyYeHUs
uHpOpMALMK: O BBIOJHEHUH TpeOyeMbIX ACHCTBHI B mpolecce y4eOHOW NesATeNbHOCTH; O
MPABUJIBHOCTH BBINOJIHEHUS TPeOyeMbIX ACUCTBUIA; O COOTBETCTBUU (HOPMBI ACUCTBUS JTaHHOMY
3TaIly YCBOCHHUS Y4eOHOro MarepHaia; o pOpMUPOBAHUH JACUCTBHS C JOJDKHON Mepoil 00001eH s,
OCBOCHHUS (aBTOMAaTU3UPOBAHHOCTH, OBICTPOTHI BHITIOJHEHUS U JIP.) U T.J.

Texyuuii KOHTPOJb 3HAHHWH OCYIIECTBIIAET HAa BCEX OPraHM3alMOHHBIX (opMax OO0y4YeHHS
(Bupgax ydeOHBIX 3aHATHH): JIEKIHS, MPAKTHUYECKOE 3aHITHE, IPOM3BOJCTBEHHOE OOyYCHHE.
Texkymuii KOHTPOJIb TMPOBOJUTCS CHCTEMAaTUYeCKH, Oe3 OOJbIIMX HMHTEPBAJOB B OTHOLICHUU
KaXKI0T0 CITyIIaTes.

Kpumepuu ouenusanua mekyujeco KOHmMpoaa: TPU OLEHKE YCTHBIX OIIPOCOB aHAIU3y
MOJJICKUT TOYHOCTH (OPMYJIMPOBOK, CBSI3HOCTh M3JIOXKEHUS MaTepuaia, OOOCHOBAaHHOCTH
CYXICHUM.

[TpakTiueckue 3aHATUS JOJKHBI ITOMOYB CIYIIATENIIM JIy4Ylle OCMBICIUTH TEOPETUYECKUI
MaTepHual, CHCTEMAaTU3MpOBATh U CTPYKTYpUPOBATH IOJYYEHHYIO Ha JEKIUAX HH(POPMAIHIO,
chopMUpOBaTh MOHATHHHBIN arrapar.

CopnepxaHue NPaKTUYECKUX pabOT COOTBETCTBYET 3asiBICHHOMY BPEMEHH HEOOXOIUMOMY
JUISL €70 KaUeCTBEHHOTO BBITTOJIHEHUS.

[IpakTuyeckue pabOTHI MPEANONATAIOT MPEIIIECTBYIONIYI0O TPOBEPKY TEOPETUUYECKYIO
TOTOBHOCTHU K BBITIOJTHEHUIO MaTepuaa.

@DopMbl OpraHU3alyy MPAKTHIECKOH paboThl caymIaTenei:

-bpoHTaNBbHAS (OJHOBPEMEHHOE BBITIOJIHCHUE OJTHOM M TOM ke paboThI);

-rpynnoBas (MoArpymnnaMu 1o 3-5 4eJI0BeK OJHOTO 3aJaHHs);

- UHIMBUyabHAas (crienu(uyeckue yCaoBHsl BHITOJHEHUS 3aJaHus Ha KaXKI0ro).

Kpumepuu oyenok kauecmea 6bin0JIHEHHOIU NPAKMUYECKOU padombl, ciedyroujue:

Onenka «5» cTaBUTCS, €clu IpakTudeckas padoTa BBHINOJHEHAa B TMOJHOM o0beme, B
COOTBETCTBUHM C 3a/JlaHUEM, C COOJIOJEHHEM TOCIEI0BATEIbHOCTA BBIOJHEHHS, PacUeThl
BBITIOJTHEHBI 0€3 OMMOO0K, CAMOCTOSITENIbHO; paboTa 0opMIIeHa aKKyPaTHO.

Onenka «4» CcTaBUTCS, €CIM TNpaKTUUecKas paboTa BHIIOJHEHA B IOJHOM OObEME, B
COOTBETCTBUHU C 3a/laHueM, C COOJIOJCHHEM IIOCIEA0BAaTEIbHOCTH BBIMOJHEHHUS, YaCTUYHO C
MIOMOIIIBIO TIPENojaBaTessi, MPHUCYTCTBYIOT HE3HAUMTENbHbIE OIIMOKH MpH pacderax; paborta
odopmIIeHa aKKypaTHO.

Onenka «3» CTaBUTCS, €CIM TNpaKTUYecKas paboTa BHIIOJIHEHA B IOJHOM OObEME, B
COOTBETCTBUU C 3aJ]aHHEM, YACTMYHO C MOMOIIBIO MPENnoiaBaTesi, NPUCYTCTBYIOT OLIMOKU MpPH
pacderax; mo oopMIICHHIO PabOTHI UMEIOTCS 3aMEYAHHUS.

OrneHka «2» CTaBUTCS, €CIM 00YyYaloOIUKCS HE TOJATOTOBHIICA K MPAKTUYECKON padoTe, Mpu
pacuerax JAOMYyCTHJ TpyOble ommOKH, MO o(opMiIeHHI0O pabOThl MMEIOTCS MHOXKECTBEHHBIC
3aMeyaHusl.

HensaMu npoBeneHUs] MPOMEXKYTOYHON aTTECTallUU SIBIAIOTCSA: OOBEKTHBHOE YCTAHOBIICHHUE
(dakTUYEeCKOro ypOBHS OCBOEHHMS 00pa3oBaTeNbHONM MpPOrpaMMbl M JOCTHXKEHHUS pE3yJIbTaToOB
OCBOCHMS 00pa30BaTEIbHON MPOTrPaMMBL; COOTHECEHHE ITOT0 YPOBHS C TPeOOBAaHUAMHU CTaHAAPTA.
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6.2. [Ipome:kyTOUHAS aTTeCTALMS

HenssMu mpoBeACHUS] MPOMEKYTOYHON aTTECTALMU SIBISIOTCA: OOBEKTHBHOE YCTAHOBJICHUE
(aKkTUYEeCKOro YpOBHSI OCBOEHHUS TEOPETHYECKOM dYacTh 00pa3oBaTelbHOW MPOrpaMMbl U
TOCTHIKEHUS Pe3yIbTaTOB OCBOSHUSI 00pa30BaTENbHOM MPOTrPaMMBl.

®dopmMa MPOMEKYTOUHON aTTECTAIlUU — 3a4eT (TECTUPOBAHUE).

Kpumepuu oyenuganua npomescymounoii ammecmavuu

OcBoeHne y4yeOHBIX MPEIMETOB TEOPETUYECKOM YaCTH MPOrpaMMBbl 3aKaHUMBAETCS 3a4E€TOM B
dbopMe TecTUpPOBaHMSI C TPUCBOCHUEM KaXXIOMy 00yJaromIeMycsi pe3yabTaTa «3a4deT / He3aueT».

OneHuBaHue OTBETA Ha 3aU€TE OCYIIECTBISETCS CIEAYIOIUM 00pa3oM:

OreHka «OTIHYHOY / «3auTeHOY». TecT: KOJIMYECTBO MPABMIBHBIX OTBETOB> 90 %.

Ornenka «xopoIoy / «3auTeHo». TecT: KoJIM4ecTBO MpaBUiIbHBIX 0TBETOB™> 70 %o.

OrneHka «yJOBJIETBOPUTEIBHOY / «3a4T€HO». TeCT: KOJIMUECTBO MPABUIIBHBIX OTBETOB> 50 %.

OneHka «HEeyIOBIETBOPUTENBHO» / «HE 3a4yTeHO». TecT: KOIMYeCTBO MPABHIIBHBIX OTBETOB
<50 %.

6.3. UTorosas arrecranus

[IpodeccuonanibHoe  oOydeHHE  3aBepIIaeTCs  WTOTOBOM  arrtectamueii B (opme
KB (PHKAIIMOHHOTO 3K3aMEHa.

[lenp mpoBeneHHs WTOTOBOW aTTECTALIMU: OMPEIECIEHHWE COOTBETCTBHUS YPOBHS MOJATOTOBKHU
BBIMTYCKHHKOB TPEOOBAHMSIM MPOTPaMMBI, TOTOBHOCTH U CIIOCOOHOCTH periath MpohecCHOHATbHBIC
3aJja4uM ¢ TOCeAyIoLIel Bpljauel JOKyMeHTa 0 Tpo(ecCHOHaTbHOM 00YUYeHHH.

3agaun:

- OIpeneseHHe COOTBETCTBHSI 3HAHUM, YMEHUN HABBIKOB BBIMYCKHUKOB COBPEMEHHBIM
TpeOOBaHUSIM pBIHKA TpPyJAa, YTOYHEHHE KBATU(UKAIMOHHBIX TpPeOOBAaHWA KOHKPETHBIX
paboToaaTenei;

- ompedeleHHWe CTeneHu CcHOPMHPOBAHHOCTH  MPOPECCHOHANBHBIX  KOMIETCHIIHA,
JMYHOCTHBIX KauecTB, HarboJyiee BOCTpEOOBAHHBIX HA PhIHKE TPYAa;

- TpuOOpeTEeHWE  OmbITa  B3aUMOACWCTBHS  BBIMYCKHMKOB C  TOTCHUIUATHHBIMHU
paboToaaTensiMu, CIOCOOCTBYIOMUMH (POPMHPOBAHUIO TTPE3CHTAIMOHHBIX HABBIKOB, YMEHHS ceO0s
MPETIOAHECTH.

KBanudukalMoHHBI SK3aMEH MPOBOJUTCS Y4YEOHBIM IEHTPOM, [UISl  OINpeAeTeHUs
COOTBETCTBUSI TOJIYYCHHBIX 3HAHWH, YMEHUH W HAaBBIKOB MpOrpamMme MpodecCHOHATHHOTO
o0Oyuenus «CekpeTapb-MalllMHUCTKAY.

KBanudukanmoHHbIH SK3aMeH BKIIIOYAET B ce0sl MPAKTUYECKYIO KBATH(DHUKAIIMOHHYIO paboTy
U YCTHYIO MPOBEpPKY TEOPETUYECKUX 3HAHUW B Mpefenax KBAIU(DHUKAIMOHHBIX TpeOOBaHMIA,
yKa3aHHbIX B TpodeccuoHanbHOM craHgapre «CHenuanucT 10 OpPraHW3alMOHHOMY H
JOKYMEHTallMOHHOMY O0€CTI€YEHHIO YIIPaBICHUS OpraHu3aluen.

K  npoegennio  KBaTM(UKAIMOHHOTO  JK3aMEHA  MPHUBJICKAIOTCS  MPEICTABUTEIH
paboronaTeneit, ux 00bEeTUHECHUH.

®dopma TpoBeaeHUST KBATH(PHUKAIIMOHHOTO HSK3aMEHA 1O TEOPETUYECKOW YacTH - YCTHBIN
OIIPOC IO 3K3aMEHAI[MOHHBIM OUJIeTaM.

Teopemuueckuit ycmuulii IK3aMeH NO IK3AMEHAUUOHHBIM OUIemam.

Kpumepuu oyenueanua umozo60i ammecmayuu

Onenka «5» («OTJIIMYHO») COOTBETCTBYET CJEAYIONIEH KadyeCTBEHHOW XapaKTePUCTHKE:
«M3JI0KEHO MPaBUIbHOE TOHUMaHKE BOMpPOCca U JaH UCUEPIBIBAIOIINN Ha HETO OTBET, COJIEPKAHHE
PACKpPBITO MOIHO, MPOPECCHOHATBHO, TPAMOTHOY.

BrictaBnsercs oOydaromemycsi:

- YCBOWBIIEMY B3aWMOCBSI3b OCHOBHBIX TMOHSTHA JUCHHUIUIMHBI B WX 3HAUYCHUU IS
npuodperaeMoii npodeccuu, MPOSBUBILIEMY TBOPUECKHE CIIOCOOHOCTH B IOHUMAaHUH, U3JI0KEHUH U
UCIIOJIb30BaHUHU YUEOHO-TIPOTPAMMHOTO MaTepUana;

- OOHapyXHBILIEMY BCECTOPOHHEE CHUCTEeMaTHYecKoe 3HaHHe Yy4eOHO-IIPOrpaMMHOTO
MaTepuana, 4eTKO W CaMOCTOSTeNnbHO (0€3 HaBOISMIIMX BOMPOCOB) OTBEYAIOIIEMY Ha BOIMPOC
ouera.
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Onenka «4» («XOpOIO») COOTBETCTBYET CIEAYIOMICH KAa4eCTBEHHON XapaKTePUCTHUKE:
«M3JI0KEHO TPaBHJIBHOE MOHUMAHKHE BOIPOCA, JAHO JOCTATOYHO MOAPOOHOE OMUCAHUE MpeaMeTa
OTBETAa, IPUBE/IEHBI U PACKPBITHI B TE3UCHON (hOpME OCHOBHBIE MOHATHUS, OTHOCALINECS K NIPEIMETY
OTBETA, OIIMOOYHBIX TOJO0KEHUN HET».

BeicraBisercs o0yqaromemycs

- OOHapy>XMBIIEMYy MOJHOE 3HAHHWE YYEOHO-NPOrpaMMHOIO MaTepuana, rPpaMOTHO U IIO
CYLIECTBY, OTBEUAIOIIEMy Ha BONPOC OwieTa M HE AOMYCKAIOLIEMY IPU 3TOM CYIIECTBEHHBIX
HETOYHOCTEH;

- MOKa3aBUIEMy CHCTEMAaTHYECKMM XapakTep 3HAHUM MO AUCHUILUIMHE U CHOCOOHOMY K HX
CaMOCTOSITEIbHOMY TTOTIOJTHEHUIO U OOHOBJICHHUIO B X0/1€ AajbHEeHIIeH yueObl 1 mpodeccuoHaTbHON
NESITETbHOCTH.

Onenka «3» («yZOBIETBOPUTEIILHO») BBICTABISIETCSl 00yUaroIemMycs,

- O0OHapyXUBIIEMY 3HAaHHE OCHOBHOTO YYeOHO-IPOrpaMMHOTO MaTepuajia B oObeMe,
HEOO0XOIMMOM JUTsl ajbHEUIIel y4eObl U MpeAcToAIeld paboThl 0 Npodeccuu, CIPaBISIOMEMYCs
C BBIIIOJTHEHUEM 3a/1aHUM, IPEyCMOTPEHHBIX POrPaMMON;

- JOMyCTUBIIEMY HETOYHOCTH B OTBETE M NPH BHINOJIHEHUHU 3K3aMEHAIIMOHHBIX 3a/laHUM, HO
001ajaroIMMU HEOOXOJUMBIMH 3HAHUSAMM JUISl UX YCTPAHEHUS M0/ PYKOBOJCTBOM MpPENoJaBaTesl.

Omnenka «2» («HEyIOBIETBOPUTEIHHOY) BBICTABIIACTCS 00yJaroIeMycs,

- 0OHapy>XMBLIEMY CYIIECTBEHHbIE IPOOEIBl B 3HAHUSAX OCHOBHOIO Y4€OHO-IPOTrPaMMHOIO
Marepuaia, JONMYCTHBIIEMY NPUHIMNHUATIbHbIE OIIMOKM B BBIIOJIHEHUH IPEIyCMOTPEHHBIX
MPOTPaMMOM 3aJTaHUI;

- TaBILIEMY OTBET, KOTOPBI HE COOTBETCTBYET BOIIPOCY 3K3aMEHALIMOHHOTO OMIIeTa.

Jlumo, ycmemHo cjAaBliee KBATU(HUKALMOHHBIA 3K3aMEH, IOJIy4aeT JOKYMEHT O
KBaJIM(HUKAINU - CBUACTENBCTBO O Mpodeccuu pabouero, TOHKHOCTH CITY’KallIEero.

KBanmudukamnus, ykaspiBaemass B CBHJETEIbCTBE O TMpodeccud padouero, ITOJDKHOCTH
CIIy’Kalllero, JaeT ero o0JaJaTeNio IpaBO 3aHUMATbCA ONPEACICHHOW MpodecCHOHATBbHON
JeSITEIbHOCTBIO WM BBINOJIHATh KOHKPETHBIE TPYI0BbIE (YHKIIMHU, AJI1 KOTOPHIX B YCTAHOBJIEHHOM
3akoHo/aTeNnbCcTBOM Poccuiickoit deneparyy mopsake omnpeaeieHbl 00s3aTenbHble TpeOOBaHUS K
HaJIMYMIO KBATHM(UKAIMK TI0 pe3yJbTaraM MpodhecCHOHATBHOTO OOyYEeHUs, €CIM HWHOEe He
YCTaHOBJIEHO 3aKOHOAaTenbcTBOM Poccuiickont denepanuu.

Y4eOHBIM  IIEHTPOM, CaMOCTOSTEIbHO  YCTAHABJIMBAIOTCS  0Opaslibl  BBILAABAEMOTO
CBHUJIETENIbCTBA O Tpodeccuu pabouero, JOHKHOCTH CIYXKAIIEro, W OINpeenseTcs MOpSAoK HX
3aIl0JIHEHUS U BBLIAYM.

[Ipu ompeneneHuu mopsiKa 3aroONHEHUS, ydyeTa M BBLIAYM CBHUJICTEILCTBA O Mpodeccuu
pabouero, JOHKHOCTHU CITY’Kalllero B HEM TAKKe MPeAyCMAaTPUBAETCS MOPSIOK 3allOJIHEHUs, yueTa
U BBIAAYM TyOMKaTa yKa3aHHOTO CBUIECTENIbCTBA.

JluuaMm, He MpoLeNIIMM UTOTOBOM aTTECTAllMK WIIM IOJyYMBIIMM Ha UTOTOBOM aTTecTaluu
HEYJIOBJICTBOPUTENbHBIC PE3yJIbTaThl, a TaKXKe JHIIaM, OCBOMBIIMM YacTh OCHOBHOHM MPOTPaMMBbI
npodecCHOHAIBHOTO 00y4YeHHs W (WJIM) OTYUCICHHBIM W3 OpraHW3alMH, OCYIIECTBIISIONICH
00pa30BaTeNbHYIO JESATENbHOCTD, BBIAACTCS CIpaBka 00 OOy4YeHUHU WM O Tepuoje oOyueHHs IO
o0pa3ily, caMOCTOSATENbHO YCTAHABIMBAEMOMY YUEOHBIM LIEHTPOM.

WHauBUayanbHBIM  ydeT pe3yJbTaTOB OCBOCHHUS OOYyYaloIUMHCS 00pa30BaTEeNbHBIX
IporpaMM, a TaKKe XpaHEHHE B apXuBax HMH(pOpMALMM 00 3THX pe3yibTaTaX OCYIIECTBIIAIOTCS
o0Opa3oBaTenbHON Opranu3anuei Ha OyMaXXHbBIX U (MJIH) JIEKTPOHHBIX HOCUTENSX.
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7.00HJ OHEHOYHbIX CPEIACTB

7.1. BapuaHTbI BOIIPOCOB JISl IPOMEKYTOYHOM aTTeCcTalluU

1. Ha kaxkue JBe OCHOBHbIEe TIPYyNIIbI MOKHO Pa3leJiUTh O0SI3AHHOCTH CeKpeTaps-
MAIIMHUCTKH COBPEMEHHOH KOMIaHum?

a) TOKYMEHTallMOHHOEe o0ecrieueHre yrpaBieHus U 0e3 JOKYMEHTHOTo 00Cay>KUBaHUS

0) JOKyMEHTAIlMOHHOE 0OecIieueHUe YIPaBICHUs U 0030pHO-aHATUTHYECKAs (QYHKIIHUS

B) 0030pHO-aHAIUTHYECKAs M TIPEJICTABUTENbCKAsT (YHKITHS

2. UTo M3 mepevyuCJIeHHOr0 He OTHOCHUTCH K (YHKIHOHAJIBLHBIM 3aJa4aM ceKpeTaps-
MAIIMHUCTKHU?

a) JIeJioBasi MepenucKa U COCTaBlIEHUE I0TOBOPOB

0) opraHu3aius BEICTABOK U BCTPEU C KIIMEHTAMU

B) POBEJICHNE BHYTPUKOPIOPATUBHBIX TPDEHUHIOB U CEMUHAPOB

3. Uro He BXOAMT B CHHCOK MNpodeccHOHAIBLHBIX TPeOOBAHMH K CeKpeTaplo-
MalIUHUCTKe?

a) COBEpIIIEHHOE BJIaICHNE COBpeMEHHOU oprrexHukoi, MuHu-ATC, 3Hanue 11K

6) OIBIT COCTABJICHUA NPECC-PCIIN30B U PEKIIAMHBIX TCKCTOB

B) BBICOKasi TPaMOTHOCTb, BBICOKAsi CKOPOCTbh IeYaTH

4. Yto siBasieTcsi OCHOBAHMEM [UIsl MOCJeAyWINeill mnepenauyn KOH(PUIEHIHAIbHOIO
JOKYMEHTA HA UCMOJIHEHHE COTPYAHUKY?

a) pe3oJIIoIHs

0) ycTHOE pacnopsbKeHHe

B) CIIEIIMAJILHOTO PACTIOPSDKEHUS HE TpedyeTcs

5. Kak Ha3bIBaeTcsi JAOKYMEHT, KOTOPOd MNOATBEPKIAET YCTAHOBJIEHHbIE (aKThI,
cOOBITHSI MJTH JeCTBHUS U COCTABJIAETCH NP CBUAETENAX?

a) crpaBKa

0) cimyxeOHas 3amucka

B) aKT

6. UeM nucbMa-0TKa3bl OTJIMYAKTCA OT APYTUX PA3HOBUAHOCTEH mucem?

a) BCEeraa COCTOAT KaK MUHUMVYM U3 IBYX KOMMYHUKATUBHO-CMbBICJIOBBIX JacTel

0) He TpedyeTcs COCTaBIATh 3ar0JI0BOK K TEKCTaM MHChMa

B) OT/AaeTCsl MpeNNnoyYTeHHe KOHCTPYKLHUSAM, B KOTOPBIX OOOCHOBAaHHE TMPEIIECTBYET
3aKIJIIOUEHUIO0

7. Kakoe u3 npuBeeHHBIX BbIPAKEeHUI JIydllle He UCI0JIb30BaATh?
a) «Bac oxunaer Ban MiBaHOBUY

0) «Cpouno 3aiinute k MBany ViBanoBu4y»

B) «3aiinure, noxanyiicra, k MlBany liBanoBuuy»

8. Kakas u3 yacreii OyaeT M3JMIIHel NPH COCTABJICHNH NPUKa3a?
a) BBOJIHas

0) KOHCTAaTHPYIOILAs

B) pacmopsiuTeIbHas

9. Kak cekpeTrapb-MallIMHMUCTKA MOCTYNAeT ¢ KOPPeCHOHAEHUUel JJs1 PYKOBOJACTBA €
MOMETKON «JITHYHO»?
a) BCKPBIBAET U HE PETUCTPUPYET
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0) BCKpBIBAET TOJIHKO IO IOTOBOPEHHOCTH C PYKOBOJIUTEIEM U PETUCTPUPYET
B) HE BCKPHIBAET U HE PETUCTPUPYET

10. YTo M3 mepevncaIeHHOT0 He SIBJISICTCS PeJaAKTOPOM TEeKCTOBBIX IOKYMEHTOB?
a) WordPad
0) Notepad

B) PowerPoint

11. BoiOepuTe npaBuJbHOE YTBEP:KIEHHE:

a) BCE TOCTYMAKIIMEe B OPraHU3alUI0 JOKYMEHTBl PETUCTPUPYIOTCS CEKpeTapem-
MalIUHUCTKON

6) OOCTYAMBIINMEC B OPraHU3AIUMI0 JOKYMCHTLI PETUCTPUPYIOTCA CGKDGT&DGM-M&HIHHHCTKOﬁ
BBIOOPOYHO, B COOTBETCTBHUHU C YTBEPKJACHHBIM IEPEYHEM JJOKYMEHTOB

B) U3 BCEX IMOCTYJUBUIMX B OpraHU3alMI0 JOKYMEHTOB CEKpeTapb-MalllMHUCTKA
PErucTpUPYET TOJNBKO T€, KOTOPbIE MEePEAatoTCsl HA PACCMOTPEHHUE PYKOBOIAUTEIIO

12. PacniopsizkeHus, u31aBaeMble PyKOBOJACTBOM OPraHM3allMU, CYUTAOTCSH:
a) IpaBOBBIMU aKTaMU

0) pacnopsAUTEAbHBIMU JOKYMEHTAMU

B) Ipyroil BApuaHT

13. Kakoii n3 10KYMEHTOB perjiaMeHTHPYeT JesiTeIbHOCTh KOHKPETHOI'0 I0JZKHOCTHOTO
auna?

a) JOJDKHOCTHAS MHCTPYKIIHS

0) mosoxkeHue 00 oTaene

B) pUKa3

14. C kakoii ¢pa3bl He peKOMeHAyeTCsl HAYMHATH TeJe()OHHbINH Pa3roBop ¢ NapTHEPOM
WJIH KJIHEHTOM?

a) «31paBCTBYiiTe, Bac OecrokouT koMmanus N (cekpeTapb KoMmaHuu N)»

0) «31paBCTBYTE, C BAMH T'OBOPAT U3 KOMITAaHUU N

B) «3apaBcTByiiTe, cekpetapb NN u3 komnanuu N»

15. Kakoii cpoKk HCIIOJIHEHUSI YCTAHOBJIEH ISl MHUCeM OT OpraHM3anuii?
a) ceMb JHEH

0) 10 muei

B) TPH JTHSA

16. B kakom mopsiike, COIVIACHO NMPaBWJIaM JOKYMEHT0000pOTa, JA0JKHA CTPOUTHCH
padoTa ¢ NOCTYNAKIUMHA B KOMIAHUI0 JOKYMEHTaMu?

a) IpHeM - TIepBOHAYaJIbHasi 00paboTKa - MPEABAPUTEIILHOE PACCMOTPEHHE - PACCMOTPEHHUE
PYKOBOAUTCIICM - UCITIOJIHCHUC YIIPABJIICHUEC B ACII0

0) mpueM - nepBoHayallbHasg 00paboTKa - IPEeBaPUTEILHOE PACCMOTPEHUE - PETUCTPALIUS -
pPaccMOTPEHHE PYKOBOIMTENEH- HCIIOJIHEHUE - HATPABJICHUE B JIEIIO

B) oOopMIICHHE TOKYMEHTA - MOAMHCAHUE - PETUCTPAIMsl - COIVIACOBAaHUE - YTBEP)KIEHUE -
OTIIpaBKa

17. Kakum cnioco0om npocraBJsieTcsi AaTa B rpuge yrBepKaeHUs J0KyMeHTa?
a) MaIIMHOIIUCHBIM CITOCOOOM

0) cexpeTapb MPOCTABIISIET €€ OT PYKH MOCIIE YTBEPXKICHUS TOKYMEHTa

B) €€ POCTaBIsIET PYKOBOJIUTEIb B MOMEHT YTBEPKIACHUS JOKYMEHTA
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18. Kak Ha3bIBaeTcsi JOKYMEHT, GUKCHPYIOIIUI X0 00CY:KIeHUsI U IPUHATHUS PellleHUus
Ha 3aceJaHUd B KOMIAaHuu?
a) perieHue

0) IPOTOKOI

B) pacmopshKEHUE

19. Hy:xHoO JI1 perucTpupoBaTh NUCbMA-HATIOMUHAHUA?
a) HeT

0) na

B) 10 YCMOTPEHHUIO CEKpeTaps-MalllMHUCTKU

20. Ecin mocienHuil 1eHb CPOKa MCIOJHEHUs] JOKYMEHTAa NMPUXOAUTCH Ha Hepadoumii
JleHb, KOI1a He00X0AUMO UCIOJHUTDH JTOKYMEHT?

a) He MO3/AHee JIHS, CASAYIOIIETO 32 BEIXOTHBIM

0) He mo3IHee AHS, IPEAIISCTBYIONIETO BEIXOHOMY

21. Ecau 1ot mepeaaum JOKyMEHTA MCNOJIb3yeTcs: GaKCUMMJIbHAS CBS3b, KAKOW 00beM
JOKYMEHTA CUUTAETCS NMpeiebHO J0MyCTUMBbIM?

a) TpU JUCTa

0) IITh JINCTOB

B) 10 nucToB

22. B nMcbMEHHOM 00pallleHNH CJI0BA «TOCHOAUH» U «TOCIOMKA»:

a) MUALIYTCS MOJHOCTBIO

0) MUIITYTCS TTOJIHOCTHIO MPU 0OpaIEHNUH K BHICOKOMTOCTABICHHBIM JIUIIAM
B) BCEIJIa COKPAIAIOTCs

23. Kaxky1o ¢popMyJMPOBKY 10JIK€H HMeTh 3ar0JI0BOK K TeKCTY NPOTOKO.J1a?
a) B IIPEIJIOKHOM TaIexke

0) B IaTEILHOM IaJCKE

B) B POJAUTEIbHOM MaJeXKe

24. CKO0JbKO aipecaToB MOKeT ObITh HA OJTHOM IOKyMeHTe?
a) He OoJjee Tpex

0) He OoJiee YeThIpEX

B) He 0oJiee OJTHOTO

25. Yto noHuMaeTcs o TePMHHOM «KBOPYM»?

a) MUHUMAJIbHO HEOOXOJIMMOE M JIOCTaTOYHOE KOJIWYECTBO YICHOB KOJIETHAIBHOIO OpraHa
IUTsL HayaJia paboThl COOpaHHUs

0) 1/3 4neHoB KOUIETHAIBLHOTO OpraHa

B) | 2 uleHOB KOJIJIETHAJIBLHOTO OpraHa

26. Kakoil TepMHH, KaK HpaBHJI0, HCHOJb3yeTcd B padore ¢ JAOKyMeHTaMH,
co/iep;KalluMi KOMMEPUYECKYI0 TailHy, KOH(UIeHIIHAJIbHbIE CBeIeHUs1?

a) yuer

0) perucTpanus

B) Ipyroi

27. Bam pykoBoaMTEJb BO3BpPAILACTCS M3 HeleJbHOH KOMaHAUPOBKH. YTO0 cTouT
c/1eJIaTh K ero Npuxoay, 4To0bl MOMO4b ObICTPee BKJIKYUTHCA B padory?

a) MOATOTOBUTH KPATKUN OTYET O TOM, YTO MPOU3ONLIO 33 HEAEIIO €r0 OTCYTCTBUS

0) mocrapaThCsi HA3HAYUTDH HA MEPBHIN pabOYHii I€Hb MAKCUMYM BCTPEY
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B) BBIJICIIUTH BpEMsl HA COBMECTHBIN MTPOCMOTP BHEIIHEH KOPPECIIOHACHIINN

28. Ha srane nmepBoHa4ajibHOW 00padOTKM BXOAsilIell KOPPECNOHJACHIMH CEeKpeTaphb-
MAIIUHUCTKA:

a) He YHMUTOKaeT KOHBEPTHI, a MOJIIIMBAECT UX BMECTE C JOKYMEHTaMHU

6) BCCTla YHUYTOXKACT KOHBCPTHI, B ACJIO MOAIIMBACT TOJIBKO JOKYMCHTBI

B) HE YHHUYTOXKAeT KOHBEPTHI, €CIM HAa CaMOM JIOKYMEHTE HEJIOCTaTOYHO MHGpopMaiuu o0
aBTOPE WM XapaKTepe TOKYMEHTa

29. Kaxoii 0J1aHK HcnosIb3yeTcst NpH 0 opMIIeHNH NIPOTOKO1a?
a) OJaHK OpraHu3aluu

0) 67aHK HE UCTIONb3YeTCs

B) OJIAaHK CTPOTOM OTYETHOCTH

30. Yrto ucmosib3yercsi NpU U3JAHUM COBMECTHBIX MPUKa30B?
a) OJIaHKW MPUKA30B

0) ctaniapTHble TUCTHI Oymaru dhopmara A4

B) oOmue OJIaHKu

7.2. BapuaHThI BONPOCOB /1JIsl HTOTOBOI aTTeCTALMHU

BUJIET Ne 1

1. PekBU3UTHI JOKYMEHTOB.

2. IlpaBuna opopmieHre peKBU3UTOB TOKYMEHTOB.

3. PexBu3uT O1aHKa nmUcChMa.

4. CocTaBUTh MHCBMO-TIPOCKOY (MPOJOIBLHOE PACIONOKEHHE PEKBU3UTOB) O OPOHUPOBAHUU
Mecta B rocturHIle T. CankT-IleTepOypr mis Beaymero cnenuanucta ciyx0be1 OAO «Pomarka» Ha
nepuon ¢ 13 mo 25 mapra 2024 r. OTMeTuTh B HHUCbME, YTO IUIaTa 3a NpPOXKUBaHUE OyaeT
MPOM3BE/IeHA 32 HANMUYHBIN pacueT. OcTanbHbIe JaHHBIE YKa3aTh CAMOCTOATEIHHO

HNucTpykuus

|.BHMMaTENbHO TpOYUTANTE 3a]aHUE.

2.IlocnenoBaTeabHOCTh U YCIOBUS BBIMOJHEHHS 3aJaHMs: MIOCIE OTBETOB HA TEOPETUUECKHE
BOIPOCHI IK3aMEHAITMOHHBIX OMIETOB (A) BBITIOJHUTH MPaKTHIECKYI0 padoTy (b)

2) Ilpu BBINOJHEHMM MPAKTHYECKOTO 3a/JaHUsl HEOOXOIUM MEPCOHAIBbHBIN KOMIIBIOTED.
PaGoThI BBITTOHATE C COOMIOICHUEM TTPABUII DJIEKTPOOE30MaCHOCTH M TEXHUKH O€30MacHOCTH.

3. MakcuManbHOe BpeMst BBITIOTHEHUS 3a1aHust 60 MuH./gac.

BUJIET Ne 2

1. Bune! 1 Ha3HaueHUEe OJIAHKOB.

2. TpeOoBaHMs K JOKYMEHTaM MPHU X U3TOTOBJICHUU.

3. PexBu3uTe! 001Iero OJIaHka.

4. Cozmate OJaHK THChMa C YIVIOBBIM  PAcCIONOXEHHEM PEKBU3UTOB  OTJela
JOKyMEHTallMOHHOTO  obOecmeuenust  ympasienuss  OOO  «Ympapismonias  KOMIaHUS
«T"opanexTpocers». CnpaBouHble JaHHBIE 00 opraHu3amuu: r. MockBa, yi. AsponopTHa, 1. 4,
tenedoH 63-32-44, E-mail. PekBU3UTHI pacmonokuTh eHTpupoBaHo. OcTanbHbIE JaHHBIE YKa3aTh
CaMOCTOSITENIBHO.

NucTpykuus

1 .BHumarenpHO pouunTaiiTe 3a1aHue.

2.IlocnenoBaTenbHOCTh U YCIIOBUS BBIMOJHEHUS 3a/1aHUs: MOC]IE OTBETOB Ha TEOPETUUYECKUE
BOTIPOCHI PK3aMEHAIIMOHHBIX OUJIETOB (A) BRIOJHUTH MPaKTUUYECKYyIO padoty (b)

2) Ilpu BBITOTHEHUU MPAKTHYECKOTO 3aJaHUs HEOOXOIMM NEPCOHAIBHBIH KOMIIBIOTED.
PaboThI BEIMOJIHATE C COOMIOIEHUEM MTPABUII 3JIEKTPOOE30IMACHOCTH U TEXHUKN 0€30IaCHOCTH.

3. MakcumanbHO€ BpeMsl BBIMTOJTHEHUS 3a1anus 60 MuH./Jac.
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BUJIET Ne 3

1. Buzibl TEKCTOB JOKYMEHTOB.

2. TpeboBaHMsI K COCTABICHUIO TEKCTOB JOKYMEHTOB U O(OPMIICHHIO.

3. Tekct — Tabnuna, onpeaencHue.

4. OhopMHUTDH TEKCT - TAONHUILY.

NucTpykuus

1 .BHumarenpHO pouunTaiiTe 3a1aHue.

2.IlocnenoBaTeabHOCTh U YCIOBUS BBIOJHEHMS 33aJaHMs: MIOCIE OTBETOB HA TEOPETUYECKHE

BOTIPOCHI PK3aMEHAIIMOHHBIX OUJIETOB (A) BBEIOJHUTH MPaKTUUYECKYIO padoty (b)

2) Ilpu BBITOMHEHUH TMPAKTHYECKOTO 3aJaHUs HEOOXOIWM NEPCOHAIBHBIH KOMIIBIOTED.

PaboThI BEINOJIHATE € COOMIOIEHUEM MTPABUI 3JEKTPOOE30IMACHOCTH U TEXHUKN 0€30IaCHOCTH.

3. MakcumanbHO€ BpeMsl BBIMTOJTHEHUS 3a1anus 60 MuH./Jac.

BUJIET Ne 4
1. Habop Tekcra,

2. PenaktupoBanue u GopMaTUpOBaHNE KOMIIOHEHTOB TEKCTA.
3. CocraBienue 1 0pOpPMIICHHE TEKCTA - AaHKETHI.
4. ObopMHTH TEKCT — aHKETY 1O 00pasiy. JlaHHbIe MPUIYMaTh CAMOCTOSTEILHO.

Conep:xxanue Ipumep
Ha3Banue Anxema yyacmuuxa ounepckou koughepenyuu 2024 200a xomnanuu
ABC
[TpuBeTcTBHE Yeaowcaemvie konneau!

Omurcanre KTO U 3a4eM
MPOBOJIUT aHKETUPOBAHKE

lenapmamenm mapxemunea xomnawuu ABC nposooum uzyuenue
\MHeHUsl Y4aCMHUKO8 KOH@epeHyuu no 60Npocam HNOBbIUEHUS
Kauecmea 00CIYHCUBAHUSL KTUCHMOS

[IpaBuna  3anonHeHus |Bawm 6ydem npeodnodceno HeCKONbKO 80NPOCO8, blbOepume 8apuaHm
AQHKETBI omeema, Haubonee coomeemcmeyiowul eauwiemy muenuio. Eciu 6
Ccnucke Hem no0Xo0sauje2o OJd 84cC 6apUAHmMA Omeemd, SnuUiUme
ceoll 6apuanm 6 omeedeHHoe 01 3mo2o mecmo. Heobxooumo
omeemums Ha 8ce 60NPOCH
[MomuepkuBanue Bawe mnenue ouenv 6asxcno 0714 nac
3HAYUMOCTHU MHEHUS
€CTIIOHJICHTA U
Bpemsi, HeoOxomumoe |3anonnenue ankemuwl 3atimem y eac 5-10 munym
TSI 3aTI0JTHEHHE aHKEThI
brnarogapHocTh Cnacubo 3a yuacmue 6 onpoce
HNucTpykuus

|.BHMMaTENpHO TpOYUTANTE 3a]aHUE.
2.HOCH€,Z[OB&TGJIBHOCTB n yCJIOBI/I}I BBIITOJIHCHUS 3a4aHUA. IIOCJIIC OTBETOB Ha TeOpeTI/I‘IeCKI/Ie

BOIPOCHI IK3aMEHAITMOHHBIX OMIETOB (A) BBITIOJHUTH MPaKTHIECKY0 padoTy (b)

2) Ilpu BBHINOJHEHMM MPAKTHYECKOTO 3a/JaHUsl HEOOXOIUM NEPCOHAIBHBIN KOMIIBIOTED.
PaGoThI BBITIONHATE C COOMIOICHUEM TTPABUII DJIEKTPOOE30MaCHOCTH M TEXHUKHU O€30MacHOCTH.
3. MakcuManbHOe BpeMst BBITIOTHEHUS 3a1aHusi 60 MuH./gac.

BUJIET Ne 5

1. Buapl 1 Ha3HaUYCHHE CITY)KEOHBIX TOKYMEHTOB.
2. Opranu3anoHHbIE JOKYMEHTHI.

3. JomKHOCTHAsA HHCTPYKIIHS.

4. CocraBieHHe JOJKHOCTHON MHCTPYKIIMH

NucTpykuus
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1.BHMMaTENbHO TpOYUTANTE 3a]aHUE.

2.ITocenoBaTenbHOCTh U YCIIOBUS BBIMOJTHEHUS 3a/IaHUS: MIOCIIE OTBETOB Ha TEOPETUUECCKUE
BOIPOCHI IK3aMEHAITMOHHBIX OMIETOB (A) BBITIOJHUTH MPaKTHIECKYO padoty (b)

2) Ilpu BBIMIOJIHEHWH MPAKTUYECKOTO 3aJaHUs HEOOXOIUM MEepPCOHATbHBIA KOMITBIOTED.
PaGoThI BBITTOHATE C COOMIOICHUEM TTPaBUII DJIEKTPOOE30MaCHOCTH M TEXHUKH O€30TMacHOCTH.

3. MakcuManbHOe BpeMst BBITIOTHEHUS 3a1aHust 60 MuH./gac.

BUJIET Ne 6

1. PactiopsimuTenbHble TOKYMEHTHI.

2. [Ipukasbl, penieHus, pacropsKeHUs

3. PabGota cexpeTapsi mociie u3aHus TOKyMEHTA.

4. CoctaBuTh NpuUKa3 (MPOAOJIBHOE PACIONOKEHUE PEKBU3UTOB) FE€HEPAIBLHOIO JAMPEKTOpA
«XnebokoMOnMHATa» O TPEIOCTaBICHUU OYEPETHOTO OTMycKa TJIaBHOMY Oyxranrepy W.M.
[TerpoBoit cpoxom 24 «kanenmapubix aAHs ¢ 01.03.2024r. OcranbHble JaHHBIE YKa3aTh
CaMOCTOSITENIbHO.

HNucTpykuus

|.BHMMaTENbHO TpOYUTANTE 3a]aHUE.

2.ITocrenoBaTenbHOCTh U YCIIOBUS BBIMOJTHEHUS 33/IaHUS: MIOCIIE OTBETOB Ha TEOPETUUCCKUE
BOITPOCHI IK3aMEHAITMOHHBIX OMIETOB (A) BBITIOJHUTH MPaKTHIECKY0 padoty (b)

2) Ilpu BBIMIOJIHEHWH TMPAKTUYECKOTO 3aJaHUs HEOOXOIUM MEepPCOHATbHBIA KOMITBIOTED.
PaGoThI BBITTOIHATE C COOMIOICHUEM TTPaBUII DJIEKTPOOE30MaCHOCTH M TEXHUKHU O€30MacHOCTH.

3. MakcuManbHOe BpeMst BBITIOTHEHUS 3a1aHusi 60 MuH./gac.

BUJIET Ne 7

1. PactiopsikeHnne, Ha3HaUYCHHUE.

2. TpeOoBaHuUsI, MPEABSIBIAEMBIC K TEKCTY PACIIOPSIKEHUSI.

3. JIucT cornacoBaHus U O3HAKOMJIEHUS C JJOKYMEHTOM.

4. CocraBuTh pacropsbkeHue (yrioBoe pacmonoxerue pekBuzutoB) OAO «PEMOHTHUK»
O TpPOBEJICHUM PEMOHTHBIX paboT. B KoHcTaTtupyromeld YacTH yKaszaTh Ielb H3AaHUA
pacriopsbkeHus (B CBSI3M C aBAapUHHBIM COCTOSIHUEM OTONMTENbHOM cuctembl B mexe Ne 4. B
pacnopsSAUTENIbHOM YacTH yKa3aTh CpPOKM TMPOBEACHMSI PEMOHTHBIX pabOT, OTBETCTBEHHBIX,
KOHTPOJIb 32 MCIIOJHEHUEM PaCHOpPsLKEHHS BO3JIOKUTh HAa HadalbHUKA Liexa. OcTaiabHble JaHHBIC
yKa3aTb CaMOCTOSITENbHO.

HNucTpykuus

|.BHMMAaTENpHO TpOYUTANTE 3a]aHUE.

2.IlocnenoBaTebHOCTh U YCIOBHS BBIMOJHEHUS 3aJaHUsL: MOCJIE OTBETOB HAa TEOPETUUECKUE
BOIPOCHI IK3aMEHAITMOHHBIX OMIETOB (A) BBITIOJHUTH MPaKTHIECKY0 padoTy (b)

2) Ilpu BBIMIOJIHEHWH MPAKTUYECKOTO 3aJaHUs HEOOXOIUM MEepPCOHATBHBIA KOMITBIOTED.
PaGoThI BBITIOHATE C COOMIOICHUEM TTPaBUJI DJIEKTPOOE30MaCHOCTH M TEXHUKH O€30MacHOCTH.

3. MakcuManbHOe BpeMst BBITIOTHEHUS 3a1aHust 60 MuH./gac.

BUJIET Ne 8

1. UupopManimOHHO CIIPaBOYHBIE TOKYMEHTHI, BUIBI.

2. IIpoTOKOIIBI, TOKJIATHBIC 3AMKCKH.

3. CrpaBku, oopMIIeHHE KOTTHH TOKYMEHTOB.

4. CocTaBuTh JOKJIAJHYIO 3alUCKYy (YIJIOBOE pAaCIOJOKEHUE PEKBU3UTOB) CEKpeTapsi-
pedepenta Typuctuueckor ¢upmbl « CIyTHHUK» TUPEKTOpY 00 yTpare pabotHuMKoM ¢dupmbl K.B.
MupoHOBBIM THCHMa-3ampoca, MOCTYMUBIIETO B aapec ¢GuUpMbl 1Ba Mecsna Hazaa. OcrainbHbIC
JTaHHbIE YKa3aTh CAMOCTOSITENIBLHO.

HNucTpykuus

|.BHMMaTENbHO TpOYUTANTE 3a]aHUE.

2.ITocrnenoBaTensHOCTh U yYCIIOBUS BBIMOJHEHUS 33/IaHUS: MIOCIIE OTBETOB Ha TEOPETUUCCKUE
BOITPOCHI IK3aMEHAITMOHHBIX OMIETOB (A) BBITIOJHUTH MPAKTHIECKYI0 padoTy (b)
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2) Ilpu BBITOMHEHUH TMPAKTHYECKOTO 3aJaHUs HEOOXOIWM TEPCOHAIBHBIH KOMIIBIOTED.
PaboThI BEIMOJIHATE C COOMIOIEHUEM MTPABUI 3JIEKTPOOE30IMACHOCTH U TEXHUKN 0€30IaCHOCTH.
3. MakcumanbHO€ BpeMsl BBIMTOJTHEHUS 3a1anus 60 MuH./Jac.

BUJIET Ne 9

1. JIn4yHBIA TUCTOK MO YUYETY KaJPOB.

2. CocraB TOKYMEHTOB JIMYHOTO JIEJIA.

3. ABrobuorpadus.

4. BBINONHUTH TECT HA CKOPOCTH IE€YaTH B PYCCKOM packiaake KiIaBHATyphl (TEKCT TecTa
IIPUJIAraercs)

NucTpykuus

1 .BHumarenpHO pouuTaiiTe 3a1aHue.

2.IlocnenoBaTebHOCTD U YCJIOBHS BBIIIOJHEHHUS 33JaHUs: MIOCJIE OTBETOB HA TEOPETHUUECKUE
BOTIPOCHI DK3aMEHAIIMOHHBIX OUJIETOB (A) BBRIIOJHUTH MPaKTUUYECKYTO padoty (b)

2) Ilpu BBITOMHEHUH TMPAKTHYECKOTO 3aJaHUs HEOOXOIMM TEPCOHAIBHBIH KOMIIBIOTED.
PaboThI BEIOJHATE C COOMIOIEHUEM MTPABUII 3JIEKTPOOE30IMACHOCTH U TEXHUKN 0€30IaCHOCTH.

3. MakcumanbHO€ BpeMsl BBIMTOJTHEHUS 3a1anus 60 MuH./Jac.

VYcnoBus BHITIOJIHEHUS 3aJaHUSA:

MakcumanbHO€E BpeMsl BBIIIOJIHEHUS 3a1aHNs: 3 MUH.

Kpurepun onienuBanust:

«5» - ckopocTh ieyaTH ot 120 3H./MuH.

«4» - ckopocTb nevatu 85-119 3H./MuH.

«3» - ckopocTh ieyatu 65 — 84 3H./MUH.

«2» - CKOPOCTb Ie4YaTu MeHee 65 3H./MUH.

BUWJIET Ne 10

1. JIuuHoe €m0 coTpyIHUKA, OIIPEACIICHUE.

2. Ilopsanok 3aBeIeHUS IMYHOTO AeNa.

3. ®opMUpOBaHUE JTUYHOTO JEa.

4. CoctaBuTh aBTOOHOTpaduIo Ha cedsl.

NucTpykuus

1 .BHumarenpHO pouunTaiiTe 3a1aHue.

2.IlocnenoBaTebHOCTD U YCIOBHS BBIIOJHEHHUS 33[aHUs: MIOCJIE OTBETOB HA TEOPETHUUECKUE
BOTPOCHI DK3aMEHAIIMOHHBIX OUJIETOB (A) BBRIOIHUTH MPaKTUUYECKYIO padoty (b)

2) Ilpu BBITOMHEHUW TMPAKTHYECKOTO 3aJaHUs HEOOXOIMM TEPCOHAIBHBIH KOMIIBIOTED.
PaboThI BEINOJHATE C COOMIOIEHUEM MTPABUII 3JIEKTPOOE30IMACHOCTH U TEXHUKN 0€30IaCHOCTH.

3. MakcumanbHO€ BpeMsl BBIMTOJTHEHUS 3a1anus 60 MuH./Jac.

BUJIET Ne 11

1. Ilpuem 1 006paboOTKa UCXOIAIIUX TOKYMEHTOB.

2. IIpaBuina cocraBneHust 1 0HOpMIICHUS UCXOASIIUX TOKYMEHTOB C YYETOM UX BHJIA.

3. OTnpaBka 10KyMEHTOB.

4. OGs3aTenbHbIE AJIEMEHTHI 0(OPMIICHHS OTIPABISEMOr0 TOKYMEHTA.

HNucTpykuus

|.BHMMaTENbHO TpOYUTANTE 3aaHUE.

2.ITocnenoBaTeabHOCTh U YCIOBUS BBIMOJHEHHS 3aJaHMs: MIOCIE OTBETOB HA TEOPETUUECKHE
BOITPOCHI IK3aMEHAITMOHHBIX OMIETOB (A) BBITIOJHUTH MPaKTHIECKY0 padoTy (b)

2) Ilpu BBHINOJHEHMM TMPAKTHYECKOTO 3aJaHUsl HEOOXOIUM MEPCOHAIBbHBIN KOMIIBIOTED.
PaGoThI BBITTOHATE C COOMIOICHUEM TTPaBUII DJIEKTPOOE30MaCHOCTH M TEXHUKHU O€30MacHOCTH.

3. MakcuManbHOe BpeMst BBITIOTHEHUS 3a1aHusi 60 MuH./gac.

BUIET Ne 12
1. Ilepenada 1OKYMEHTOB BHYTPH OpraHU3AIWH.
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2. Bunpl KOHTPOJIS: TEKYIIUN U IPEyTpEaUTEIbHbIN.

3. @opmbI BeJIeHHS] KOHTPOJBHBIX OMEpaIlfii: KOHTPOJIbHAsI KapTOTEKA.

4. 3an0JIHUTH KOHTPOJBbHYIO KAPTOUKY JOKYMEHTOB.

HNucTpykuus

1.BHMMaTENpHO TPOYUTANTE 3a]aHUE.

2.ITocrenoBaTenbHOCTh U YCIIOBUS BBIMOJTHEHUS 33/IaHUS: MIOCIIE OTBETOB Ha TEOPETUUCCKUE
BOITPOCHI IK3aMEHAITMOHHBIX OMIETOB (A) BBIIOJHUTH MPaKTHIECKY0 padoTy (b)

2) Ilpu BBIMIOJIHEHWH MPAKTUYECKOTO 3aJaHUs HEOOXOIUM MEepPCOHATbHBIA KOMITBIOTED.
PaGoThI BBITIOHATE C COOMIOICHUEM TTPABUII DJIEKTPOOE30MaCHOCTH M TEXHUKHU O€30MacHOCTH.

3. MakcuManbHOe BpeMst BBITIOTHEHUS 3a1aHusi 60 MuH./gac.

BUWJIET Ne 13

1. TpynoBas KHUKKA, €€ 3HAUCHUE.

2. O6ume mpaBuia oGpopMIICHUS TPYIOBOH KHUKKH.

3. BHeceHue U3MEHEHUH, UCITPABIICHUH B TPYAOBYIO KHUKKY.

4. 3anoNHUTH TPYAOBYIO KHIDKKY (KHHUXKKA IPHIIAraeTcs).

NucTpykuus

1 .BHumarenpHO pouunTaiiTe 3a1aHue.

2.IlocnenoBaTebHOCTD U YCIOBHS BBIIIOJHEHHUS 33[aHUs: MIOCJIE OTBETOB HA TEOPETHUYECKUE
BOMPOCHI DK3aMEHAIIMOHHBIX OUJIETOB (A) BBRIOIHUTH MPaKTUUYECKYIO padoty (b)

2) Ilpu BBITOMHEHUH MPAKTHYECKOTO 3aJaHUs HEOOXOIWM TEPCOHAIBHBIH KOMIIBIOTED.
PaboThI BEINOJHATE € COOMIOIEHUEM MTPABUII 3JIEKTPOOE30MACHOCTH U TEXHUKN 0€30IaCHOCTH.

3. MakcumanbHO€ BpeMsl BBIMTOJTHEHUS 3a1anus 60 MuH./Jac.

BUJIET Ne 14

1. Tenedonorpammsl.

2. CocraBnenue u opopmieHue TeneoHOrpaMMBbl.

3. Peructpanus tenedoHorpamm.

4. CocraButh Tenedonorpammy. Coroznecctpoit. Oprrexiecctpoid. [lepenan - Kanranosa.
[punsn - Usuna. ten. 333 67 67. ten. 987 54 78. Tenedhonorpammma. 00.00.0000 Ne 77 Bpems
nepenayun: 11.30. 00.00.0000 B 10.00 B 3ane 3acenanuii Coro37€CCTPOsi COCTOUTCS COBEHIAHUE MO
BOIPOCY BHEJPEHUS] HOBOW TEXHUKHU B MPOU3BOJICTBO. SIBKa ympaBistomiero oos3arenbHa. [ maBHbIN
uwxkenep B.H.ITankparos.

HNucTpykuus

|.BHMMaTENbHO TpOYUTANTE 3a]aHUE.

2.IlociienoBaTenbHOCTD U yCJIOBUS BBIOJIHEHUS 3a/laHUs: M1OCJIE OTBETOB Ha TEOPETUUYECKUE
BOITPOCHI IK3aMEHAITMOHHBIX OMIETOB (A) BBITIOJHUTH MPaKTHIECKY0 padoty (b)

2) Ilpu BBIMIOJIHEHWH MPAKTUYECKOTO 3aJaHUs HEOOXOJUM MEepPCOHATBHBIA KOMITBIOTED.
PaGoThI BBITIOHATE C COOMIOICHUEM TTPABUII DJIEKTPOOE30MaCHOCTH M TEXHUKH O€30MacHOCTH.

3. MakcuManbHOe BpeMst BBITIOTHEHUS 3a1aHust 60 MuH./gac.

BUJIET Ne 15

1. Pe3tome, Ha3HAUCHHE.

2. CocraBienue U oopMIIeHHE pe3toMe.

3. OcoOEHHOCTH B COCTABIICHUH PE3IOME.

4. CocraButh 1 opopMuth pestome. CocTaBUTh pe3toMe Mmpu nomouy «Mactepa pe3rome.
OTpa3uth B pe3toMe: JIMYHbIE JaHHbIE; 1[eIb COCTABJICHUS pe3loMe; 00pa30BaHUE; ONBIT PaboThl B
00paTHOM XPOHOJIOTUYECKOM TOPSAIKE; JOMOTHUTENbHAS HH(pOpMAaIHsL.

NucTpykuus

1 .BHumarenpHO pouunTaiiTe 3a1aHue.

2.IlocnenoBaTenbHOCTh U YCJIOBUS BBIMOJHEHUS 3a/1aHUs: MOC]IE OTBETOB Ha TEOPETUUYECKUE
BOTIPOCHI DK3aMEHAIIMOHHBIX OUJIETOB (A) BBRIOIHUTH MPaKTUUYECKYIO padoty (b)
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2) Ilpu BBITOMHEHUH TMPAKTHYECKOTO 3aJaHUs HEOOXOIWM TEPCOHAIBHBIH KOMIIBIOTED.
PaboThI BEIMOJIHATE C COOMIOIEHUEM MTPABUI 3JIEKTPOOE30IMACHOCTH U TEXHUKN 0€30IaCHOCTH.
3. MakcumanbHO€ BpeMsl BBIMTOJTHEHUS 3a1anus 60 MuH./Jac.

BUJIET Ne 16

1. XKypHana perucrpauuy BXoIALIEN KOPPECTIOHACHIINH.

2. Cocrapienue u 0(hOpMIICHHE KypHAJIa PETUCTPALUH BXOISAIICH KOPPECTOHACHITHH.
3. [IpaBuna 3anoaHeHus KypHajaa perucTpaluy BXo1eld KOPPECIOHICHIIUH.

4. CocTaBUTh U 3aMOJHUTH KypHAJ PETUCTPAIlMU BXOSAIIEH KOPPECTIOHACHIINH.

BUJIET Ne 17

1. Cnyxe0GHbIe TOKyMEHTHI KOH(PHICHIIMATHHOTO XapaKTepa.

2. TpeboBaHus, mnpeabsBiseMble K COTPYJHUKaM Ipu padboTe ¢ KOH(PHUACHUHATHHBIMU
JIOKYMEHTaMHU.

3. @opma cHenuansbHOrO JKypHalla PErucTpaluu JOKYMEHTOB KOH(MUIEHIINAIbHOTO
xapakrtepa.

4. CocraButh ¥ O0QGOPMHTH CHEHUUATBHBIA  KypHal PETUCTPAllMd  JIOKYMEHTOB
KOH(HICHIIMATIBHOTO XapakTepa Ha popmate A-4.

NucTpykuus

1 .BHuMmarenpHO pouunTaiiTe 3a1aHue.

2.IlocnenoBaTenbHOCTh U YCIIOBUS BBINOJHEHUS 3a/1aHUs: MOC]Ie OTBETOB Ha TEOPETUUYECKUE
BOMPOCHI DK3aMEHAIIMOHHBIX OUJIETOB (A) BBRIOIHUTH MPaKTUYECKYyIO padoty (b)

2) Ilpu BBITOTHEHUU MPAKTHYECKOTO 3aJaHUs HEOOXOIMM NEPCOHAIBHBIH KOMIIBIOTED.
PaboThI BEIMOJIHATE C COOMIOIEHUEM MTPABUII 3JIEKTPOOE30IMACHOCTH U TEXHUKN 0€30IaCHOCTH.

3. MakcumanbHO€ BpeMsl BBIMTOJTHEHUS 3a1anus 60 MuH./gac.

HNucTpykuus

|.BHMMaTENpHO TpOYUTANTE 3a]aHUE.

2.ITocnenoBaTeabHOCTh U YCIOBUS BBIOJHEHHS 3aJaHM: MIOCIE OTBETOB HA TEOPETUUECKHE
BOITPOCHI IK3aMEHAITMOHHBIX OMIETOB (A) BBIIOJHUTH MPaKTHIECKY0 padoTy (b)

2) Ilpu BBHINOJHEHMM MPAKTHYECKOTO 3a/JaHUsl HEOOXOIUM MEPCOHAIBbHBIN KOMIIBIOTED.
PaGoThI BBITIOHATE C COOMIOICHUEM TTPaBUII DJIEKTPOOE30MaCHOCTH M TEXHUKHU O€30MacHOCTH.

3. MakcuManbHOe BpeMst BBITIOJTHEHUS 3a1aHust 60 MuH./gac.

BUJIET Ne 18

1. OGparieHue rpaxmaH.

2. Bunbl oOparienust rpakaan: MPeasioKeHUs, 3asBICHUS, )KaJ00bl, UX ONPEICIICHUS.

3. Perucrparnus obpamieHui.

4. Oopmuts Gopmy KypHalla peTUCTPALIUN OOpAIEHUS TPaKIaH.

NucTpykuus

1 .BHumarenpHO pouunTaiiTe 3a1aHue.

2.IlocnenoBaTenbHOCTh U YCIIOBUS BBIMOJHEHUS 3a/1aHUs: MOC]IE OTBETOB Ha TEOPETUUYECKUE
BOTPOCHI PK3aMEHAIIMOHHBIX OUJIETOB (A) BBHIIOJHUTH MPaKTUUYECKYIO padoty (b)

2) Ilpu BBITOTHEHUH MPAKTHYECKOTO 3aJaHUs HEOOXOIWM TNEPCOHAIBHBIH KOMIIBIOTED.
PaboThI BEIMOJIHATE C COOMIOIEHUEM MTPABUI 3JIEKTPOOE30IMACHOCTH U TEXHUKN 0€30IaCHOCTH.

3. MakcumanbHO€ BpeMsl BBIMTOJTHEHUS 3a1anus 60 MuH./Jac.

7.3. KpanupukaumonHas npooHasi padora.

IIpumepHbIe TeMbI BHINYCKHBIX KBAJIN(PUKANMOHHBIX MPOOHBIX padoT

1. BpmmosHeHHe TEXHMUYECKOW (YHKIMH TIO OOECIEeUeHHI0 W OOCIYyXKHBaHHUIO pPabOTHI
PYKOBOAUTEIS MPENNPUATUS WIM ero mnojapasaeneHuid. [lomyuyaer HeoOXOAMMbIE PYyKOBOAMTEIIO
CBEJICHMsI OT MOJAPA3JCJICHUN WM HMCIOIHUTENEH, BBI3BIBAET MO €ro MOPYYEHHIO PAOOTHHUKOB.
OpranusyeT TeaeQoHHbIE TIEPEroBOPBl PYKOBOIUTENS, MPUHUMAET U TepenaeT Teiae(oHorpaMmel,
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3alUCHIBACT B €r0 OTCYTCTBHE IMPHUHSTHIE COOOIIEHUS M JOBOIUT JO CBEIEHUS PYKOBOJIUTENS UX
coJiepKaHue.

2. OcymecTBieHne padOTHl MO TOATOTOBKE 3aCE€NaHUi M COBEIIAHHWM, IMPOBOAMMBIX
pykoBoauTeseM (cO0p HEOOXOAWMBIX MAaTEpUAOB, ONOBEIICHUE YYaCTHUKOB O BPEMEHHM, MECTE,
MOBECTKE [IHS 3acelaHMsl WM COBEIIAHUS, UX PETUCTpalus), BeleT U O0POpPMISIET MPOTOKOJIBI.
ObecneunBaeT pabodyee MECTO PYKOBOAMTENS KAHLEISPCKUMHU MPUHAJICKHOCTSIMH, CPEICTBAMU
OpTraHW3AaIlMOHHOW TEXHUKH, CO3/1aeT YCJIOBHS, cHocoOcTByromue ddQexkTuBHOM padoTte
pykoBoautens. [lepenaer u mpuHUMaeT MH(GOPMAIUIO M0 MPUEMHO-IIEPETOBOPHBIM YCTPOUCTBAM
(temekc, daxc, Tenedakc u ap.).

3. [ledaTtaer no yka3aHHIO PyKOBOAMTENS pa3IMuHbIe MaTepualibl. BeneT 1e10npon3BoaCcTBO,
NPUHUMAET TOCTYHAIONIYI0 Ha UMS PYKOBOAMTENS KOPPECHOHIEHIINIO, OCYILECTBISET €€
CHCTEMAaTH3allMI0 B COOTBETCTBHM C MPHHATHIM HA MPEIANPUSATHH MOPAIKOM U IMEpeaaeT Mmocie ee
pacCMOTpEeHHs] PYKOBOJUTENIEM B MOJPA3ACICHUS WM KOHKPETHBIM HCIOJHUTENSIM IS
UCIIOJIb30BaHUS B Mpoliecce X paboThl INOO MOArOTOBKM 0TBeTa. CIIEANT 32 CPOKAMH BBHITIOJTHEHHUS
MOPYYEHUH PYKOBOJOUTENS, B3ATHIX Ha KOHTPOJb. I[IpuHMMaeT [OKyMEHTHI Ha MOAINHUCH
PYKOBOJIUTEITIO.

4. Opranuzanus npuemMa MmoceTUTENEH, COACHCTBYET ONMEPaTUBHOCTA PACCMOTPEHHS TTPOCHO 1
IpeUIoKeHN paboTHUKOB. POpPMHpPYET Jiefla B COOTBETCTBUU C YTBEP)KJICHHONH HOMEHKJIATYpOH,
o0OecrieunBaeT MX COXPAHHOCTh M B YCTAHOBJIEHHbIE CpPOKHM ciaeT B apxuB. [loaroraBnuBaer
JOKYMEHTHI JJI1 THPAKUPOBAHUS HA MHOXHTEIHLHOW TEXHUKE, a TaKXKe KOMUPYET JOKYMEHTHI Ha
MEPCOHAIBHOM KCEPOKCE.

Kputepun onieHUBaHNs BHIMYCKHBIX KBAJH(PUKANHMOHHBIX MPOOHBIX PadoT:

- omeHKa «5» (OTIWYHO) - 00YyYaloImUCs YBEPEHHO M TOYHO BJAJCET NMpueMaMu padboT
NPaKTUYECKOrO 3a/laHus, coONogaeT TpeOOBaHMS K KaueCTBY MPOM3BOIUMON pabOTHI, yMEJO
MOJIb3yeTCs 000pYJOBaHMEM, WHCTPYMEHTaMH, pAalMOHAIBHO OpraHu3yer pabouyee MecCTo,
cobuoiaeT TpeboBaHus 0€30MacCHOCTH TPY/Ia;

- OlEHKa «4» (Xopomio) - BIaJeeT MpUeMaMH pabdOT MPAKTHYECKOTo 3aJaHus, HO
BO3MOXHBI OTJENIbHbIC HECYIIECTBCHHbIC OIIMOKH, HCIpaBIsIeMble CaMHM OOydYarolIMMCH,
MPaBUJILHO OPraHU3yeT pabodee MecTo, CoOo1aeT TpeOboBaHus 6€30MaCHOCTH TPY/Ia;

- omeHKa «3» (YIOBIETBOPUTEIHHO) - CTABUTCS MPU HEJOCTATOYHOM BJIAJICHUU MPUEMAMHU
paboT MPAaKTUYECKOTO 3a/laHus, HAIMYUU OIIMOOK, HCIPaBISIEMbIX C IOMOIIBIO MacTepa,
OTJENIbHBIX HECYIIECTBEHHBIX ONIMOOK B OpraHu3auy padboyero Mecta u coOIroieHu TpeOoBaHUN
0e30macHOCTH TPYy/a;

- OLIEHKa «2» (HEYIOBJIETBOPUTEIHHO) — OOYYAIOIIUNCS HE YMEET BBINONHITH MPUEMBI
paboT MPaKTHYECKOTO 3a/JaHMs, OMYCKAET Cepbe3HbIC OMIMOKM B OpraHU3alMH paboyero Mecra,
TpeOoBaHUs 6€30MACHOCTH TPYJa HE COOII0AI0TCS.
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8. METOAUYECKHUE MATEPHUAJIbBI

TpeOoBaHusi K 0(p)OPMJICHUIO U TIPOLECCY BHINMOJTHEHUS MPAKTHYECKUX 3aHATHI

[IpakTuueckoe 3aHaTHE - (opmMa y4yeOHOro 3aHATH, B XOAE KOTOPOW IpenojaBaTeib
OpraHU3yeT pPacCMOTpPEHUE OOYYAIOMIMMHUCA OTAENBHBIX TEOPETUYECKUX IOJOKEHUN yueOHOM
JTUCIUTUIMHBL U (OPMUPYET YMEHHS M HABBIKM HX MPAKTUYECKOTO MPUMEHEHHS MyTeM UX
WHAUBUAYAIBHOTO BBIMOIHEHHS 00YYarOIIMMUCSA B COOTBETCTBUHU CHOPMYIMPOBAHHBIX 3a/1a4.

Bce mpakTtuueckue 3aHSTUS SIBISIFOTCS 3a4ETHBIMU U K HUM TPEIBSIBISIIOTCS ONpeAeTCHHBIC
TpeOOBaHUS KaK IO COJEP>KaHUIO, Tak U Mo odopmieHn0. OCHOBHBIMU 3TallaMu MPaKTUYECKOTO
3QHSITHSI SIBIISTFOTCS:

— MpOBepKa 3HAHUN 00YYaAIOIIUXCS — UX TEOPETHUECKON MOATOTOBIEHHOCTH K 3aHATHIO;

— UHCTPYKTaX, IPOBOJUMBIN MIpEnogaBaTenem;

— BBITIOJTHEHHUE MPAKTUYCCKUX 3a/IaHUM;

— MOCJIEAYIOIINN aHAIHU3 U OI[EHKA BBITIOJHEHHBIX pa0OT U CTETICHH OBJIA/ICHUS CIYyIIATeNIIMU
3arJIaHUPOBAHHBIMU YMEHUSIMH.

Bce npaktuyeckue 3aHATHS YCIOBHO pa3/iefieHbl Ha 2 AIeMeHTa:

— TEOpeTHYEeCcKas 4acTb;

— MpaKTU4ecKas 4acTh.

[Ipn BBIMONHEHWH 3aaHUN  TEOPETHUECKONW YacTU OOydYalomUHCS JIEMOHCTPHUPYET
npuoOpeTEeHHbIC 3HAHUS Ha JICKIIUAX, PY BBIMOJHEHWN MUChbMEHHBIX PaboT (3amojHeHun padodeit
TETpaan).

Ha nanHom stamne oOydvaromuiics OTBeYaeT Ha MOCTaBJICHHBIE BOIPOCHL, 3aIIOJHSAET TaOIUIIbI
u 1.4. [lpu BBIMONHEHMM NPAKTUYECKOHM YacTH pPabOThl OOyYaromMHCS NPHOOpETaeT HaBBIKU
o OopMIIEHHS JOKYMEHTOB, PACCMOTPEHHS Pa3IMYHbIX MPO(PECCHOHAIBHBIX CUTYALIUH.

[Ipuctynas K BBIOJHEHUIO MPAKTUYECKOTO 3aJaHUs, HEOOXOIUMO H3yYUTh HOPMATHUBHBIM
MaTepuai, IPOYHUTATh CHEHHAIBbHYI0 JUTepaTypy, NpoaHAIU3HpPOBaTh 00paslbl JOKYMEHTOB U
JIMIIB TOCJIE 3TOT0, OPOPMHUTH PabOTYy.

Teopernueckas 4acTh MPAKTHUYECKOTIO 3aJaHMs OLICHMBAETCS IpErojaBaTesieM, UCXOIS U3
CJICAYIOUINX KPUTEPUEB YCIIEIIHOCTH UTOTOBBIX padoT:

1) cooTBeTcTBUE conepkaHUsi PaOOTHI 3asABICHHON TeMe U O(QOPMIICHHE B COOTBETCTBHUHU C
CYIIECTBYIOIIUMHU TPEOOBAHUSIMU;

2) JOTHKa U3JI0KEHUS, B3AUMOCBSI3b CTPYKTYPHBIX 2JIEMEHTOB pabOThI;

3) oObeM, XapakTep U Ka4eCTBO UCIOIb30BAHHBIX HCTOYHHKOB;

4) 000CHOBaHHOCTH BBIBOJIOB, MX ITyOHWHA, COOTBETCTBHE HOPMATHBHBIM aKTaM;

5) Teopernyeckas W METOIUYECKash JIOCTaTOYHOCTb, CTHJIb M KadyecTBO oOdopmieHus
TEOPETHYECKUHN YacTH pabOThI

[IpakTudeckass 4YacTh 3aJaHUS OILEHWBACTCS IMpEmojaBaTelieM, HUCXOAS U3 CIEAYIOUIUX
KPUTEPUEB YCIEIIHOCTH UTOTOBBIX paboT:

1) coorBercTBHe TpeboBanusM 'OCT mo ohopMIIEHUIO TOKYMEHTOB;

2) NOTHKa U3JI0KEHUS, B3AUMOCBSI3b CTPYKTYPHBIX 2JIEMEHTOB pabOThI;

3) HaMYKMe CCHUIOK HA HOPMATHBHBIA MaTepual MPU PaCCMOTPEHUU MPABOBBIX CUTYAIUI;

4) 000CHOBaHHOCTH BBIBOJIOB, MX ITyOHWHA, COOTBETCTBHE HOPMAaTHBHBIM aKTaM;

5) npaBMIIbHOCTH O()OPMIICHUSI PEKBU3UTOB JIOKYMEHTOB U T.].

OneHuBasi UTOTOBOE MPAKTHUECKOE 3aJaHUE, MPEroAaBaTelb CTAaBUT OTAEIbHO OLIEHKH 3a
TEOPETUYECKYIO, MPAKTUUECKYIO YAaCTH U 32 3aIUTY PaOOTHI B IIEJIOM.
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