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OBIIME IMOJIO)KEHUSA (ITIOACHUTEJIBHASA 3AIIMCKA)

1.1. IIporpamMmma UTOroBO# aTTecTanuu pazpaborana B cOOTBETCTBUU ¢ DeepabHBIM 3aKOHOM OT
29 nexabps 2012 roma N 273-®3 "OO6 oOpazoBanmu B Poccuiickoit ®enepanuu", IIpukazom
Muno6pnayku Poccuu ot 2 uronst 2013 roga Ne 513 "OO6 yrBepxnenun [lepeunst mpodeccuii pabouux,
JOJKHOCTEH CIY)KaIMX, 10 KOTOPBIM OCYIIECTBIISIETCSl TpodeccuoHanbHoe 00ydeHne" B IeicTByromen
penaxuuu, nmpukazoM MunucrepctBa [Ipocsemenus Poccuiickoii @enepanuu ot 26 aBrycra 2020 . 438
«O0 yTBEpKJACHHH TOpPSIKa OPraHu3alid M OCYIIECTBICHUS OOpa30BaTEIbHOM EATEILHOCTH I10
OCHOBHBIM IIporpammam mnpo¢eccHOHaIbHOro 00ydeHus». 3aperucrpupoano B Muniocte Poccun 11
centsiopss 2020 r. N 59784, IlonoxxeHreM O MPaKTHYECKOW MOATOTOBKE OOYJArOIINXCS, YTBEPKICHHOE
npukazoM MuHHCTEpCTBAa HayKu W Bbicuiero oOpa3zoBanusi Poccuiickoit ®@enepanuu 1 MuHucrepcTBa
npocsemenuss Poccuiickorr ®epepaumm ot S5 aBrycta 2020 1. N 885/390 (3apermcrpupoBaH
MunuctepctBoM roctuiu Poccuiickoit @eneparuu 11 centsadps 2020 r., peructpanuonnsiii N 59778);

[TuceMom MunoOpnayku Poccun ot 05.12.2017 Ne 06-1793 «O MeToaMUeCKUX PEKOMEHIAIUSIX)»
(BMecTe ¢ «MeToAMYECKUMHU PEKOMEHJAUUSMU IO OpraHU3aluu MPOXOXKIEHUS OO0Yy4aromUMHCS
po¢eCCHOHANTBHOTO O0y4YeHHUsI OJHOBPEMEHHO C TMOJy4YeHHEM CpeAHero o0iiero o0pa3oBaHUs, B TOM
qlCclie, C UCTIOJIb30BaHUEM UH(PACTPYKTYpPbI IPO(EeCCHOHATBHBIX 00pa30BaTEIbHBIX OPraHU3aALUN»).

Ycraom MOCK.

1.2. WUtoroBasi arrecranusi ciymiareneu, 3aBepuiaromux oOydeHne no OCHOBHOI mporpamme
npodeccuoHaIbHOTO 00y4eHHsI MO JOJDKHOCTH ciyxamux «CekpeTrapb-aIMUHUCTPATOP» SBISETCS
oOs3arenpHOM. [lo pe3ynpTaTaM HTOrOBOM aTrTecTaly CIYIIATENI0 BBIJAETCS CBHUAETENBCTBO O
JOJIKHOCTH cityKamiero «Cekperapb-aJMUHUCTPATOPY.

II. TpeOoBaHus K UTOrOBOI aTTECTALMH CJIyLIATEICH

2.1. HroroBas arTecTamusi Ciymiateleld IO OCHOBHBIM TIIporpamMmam Mpo(ecCHOHAIBHOTO
00y4eHHS MPOBOAUTCS B (popMe KBaTM(DUKAITMOHHOTO SK3aMEHa W HE MOXKET OBITh 3aMEHEHa OIEHKOM
YpOBHS 3HAaHUW Ha OCHOBE TEKYIIEro KOHTPOJIS YCHEBAEMOCTH U MPOMEXKYTOYHOM aTTecTaluu
CIyIIaTeIeH.

2.2. KBanmu(dukanmoHHBIM 3K3aME€H 110 MporpamMMe OOydeHUs Hapsay ¢ TpeOOBaHMSIMHU K
COJICP’)KaHUIO OTIENIbHBIX JUCHUUIUIMH JOJDKEH YCTaHABIIMBATh TAKKE COOTBETCTBUE YPOBHS 3HAHUI
ciymarenei KBaM(UKAIMOHHBIM TpeOoBaHusM U (WiIM) HpodEeCCHOHANBHBIM CTaHAApTaM IO
COOTBETCTBYIOIIUM JIOJDKHOCTSIM, MPO(ECCUIM UITH CTIEUATBHOCTSM.

2.3. Tecthl K IpOBEPKE TEOPETUUECKUX 3HAHUM B paMKax KBAIU()PUKAIMOHHOTO YK3aMEHa, a TaKkKe
KPUTEpUU OLEHKHU 3HAHWIl CiyliaTeneid Mo pe3yjbTaTaM IPOBEIEHUS MEXAMCUUILTMHAPHBIX 3a4€TOB,
pa3pabaThIBalOTCS M YTBEPKIAIOTCS aKaJeMHeH.

2.4. OObeM BpeMEHU aTTECTAIIMOHHBIX HCIBITAHUN, BXOSIIMX B HUTOTOBYIO AaTTECTAIUIO
CIIyIlIaTeNel, ycTaHaBIUBAETCsl y4eOHBIMU TJIaHAMHU.

2.5. ®opma U yCIIOBUSA MPOBEACHUS ATTECTAI[MOHHBIX MCIBITAHUA TPU OCBOCHHHM OCHOBHBIX
porpaMm MpoeCCHOHATBHOTO 00YUYEeHHUS, BXOISAIIUX B UTOTOBYIO aTTECTALIMIO, JOBOAATCS 10 CBEICHUS
ciymiarenei mpu oGopmileHur oroBopa Ha oOyuenue. Jlata u Bpems IpoBeAeHHS KBATU(PUKAITHOHHOTO
9K3aMeHa JOBOJMTCS JO0 CBEACHUS BBIMIYCKHUKOB HE Mo3aHee, yeM 3a 30 nHel 10 mepBOro UTOrOBOTO
aTTeCTAallMOHHOTO UCIIBITAHUSI.

2.6. Ksamudukanmonneiii sx3aMmeH npoBoautcs MOCK, st ompeneneHus: COOTBETCTBHS
MOJIyUE€HHBIX 3HAHWUW, YMEHHI U HABBIKOB MporpamMme MnpodeccruoHaNbHOTO 0O0yUeHHUs U YCTaHOBIICHUS
Ha 2TOH OCHOBE NHUIAM, MPOUIEAIIUM MpodecCHOHANbHOE O0y4YeHHe, KBaJu(PUKAIMOHHBIX DPa3psIoB,
KJIACCOB, KAaTETOpUH IO COOTBETCTBYIOMIMM MpodeccusiM pabodmx, TOJDKHOCTAM CIyXKamux (mpu
HAJIMYMH TAaKUX Pa3psI0B, KJIACCOB, KATCTOPHIA).

KpanudukanroHHbIN 3K3aMeH HE3aBUCHUMO OT BUAA MPOGECCHOHATBHOTO 00YYEHHUs BKIIOYAET B
ce0s TPaKTHYECKYI KBaTU(PUKANUOHHYI0O PAabOTy M MPOBEPKY TEOPETHUYECKHX 3HAHWUN B Mperenax
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KBUTM(DUKAIIMOHHBIX TpPeOOBAaHM, YKa3aHHBIX B KBaJIM(UKAIMOHHBIX CHPABOYHHKAX, U (WJIH)
podecCHOHANBHBIX CTAHAAPTOB MO COOTBETCTBYIONIUM MPOQEecCHsiM pabodnX, JOJDKHOCTSIM CITYKAITUX.
K mnpoBencHnio KBaM(UKAMOHHOTO 3K3aMEHA IMPHBIICKAIOTCS TNPEICTaBUTENN paboTojmaTenei, ux
00BEIMHECHHUIA.

@DopMBbI TPOBEICHUS KBATU(UKAITMOHHOTO YK3aMEHA YCTAHABIMBAIOTCS KOJUICIKEM.

Jlumo, ycmemrHO cAaBIIee KBaTU(UKAIMOHHBIM OK3aMEH, TOJIy4YaeT KBaTU(PHUKAIUIO TI0
npodeccun pabovero, MOJHKHOCTH CITYXAIllero C MPHCBOSHHEM (IIPH HAIMYHMN) KBATU(UKAITHOHHOTO
paspsma, Kiacca, KaTeTOpUH MO pe3yibTataM Mpo(hecCHOHATBHOTO OOYUYEHHsI, YTO TOATBEPXKIACTCS
JOKYMEHTOM O KBaJM(UKAIUU (CBUICTEIHCTBOM O Mpodeccruu pabodero, JOJKHOCTH CITYKAIIEro).

Kpammdukanmsi, ykaspiBacMasi B CBHICTEILCTBE 0 TIpodeccun pabodero, JOHKHOCTH CITYKaIIETo,
JIaeT ero oOJajaTeNio IMpaBO 3aHUMATHCS OMPEACTICHHON NPO(EeCCHOHANBHON NEATETbHOCTHIO HITU
BBITIOJIHATh KOHKPETHBIC TPYHOBBIC (DYHKIMHU, JUISI KOTOPBIX B YCTAHOBIEHHOM 3aKOHOJATEIhCTBOM
Poccuiickoit @enepanuu nmopsigKe ONpenesieHbl 00s3aTeNIbHbIe TPEOOBAHMS K HATWYHUIO KBATH(DHUKAIIUN
o pe3yiabTaTaM NpodecCuoHaIbHOr0 OOy4YeHHs, €CIM HHOE€ HE YCTAaHOBJIEHO 3aKOHOJATEIbCTBOM
Poccuiickoit ®enepanuu.

2.7. K WTOTOBO# arTecTaly JOIMYCKAIOTCS JIMIA, 3aBEpIIMBINAE OOyYCHHWE 110 OCHOBHOM
nmporpaMMme Tpo(eCCHOHATBLHOTO OOYYeHHsS W YCHENIHO NPOIICIIINEe BCE MPEIINICCTBYIONIHNE
aTTeCTAIMOHHBIC UCTIBITAHUS, TPETYCMOTPEHHBIC YICOHBIM TIAHOM.

2.8. CiymarensM, ycremHo ocBouBIIMM OcHOBHYIO [II1O «Cekperapb-aIMUHUCTPATOP» |
MPOMIEAIIUM HWTOTOBYIO aTTECTAIlMIO, BBIJAOTCS JOKYMEHTHI O KBaIM(UKAIMHA: CBUACTEIHCTBO O
JOJKHOCTH cityKaiiero «Cekperapb-aIMUHUCTPATOPY.

2.9. Jlunam, He TIPOIICIIINM UTOTOBOM aTTECTAIIMH WJIM IMOJIYYMBIIAM Ha MUTOTOBOM aTTeCTaIHH
HEYJIOBJICTBOPUTEILHBIC PE3YJIbTAaThl, a TaKXKe JIUIaM, OCBOWBIIMM YacTh OCHOBHOH IPOTPaMMBI
npodeccuoHaabHOr0 00ydYeHUS ® (WIM) OTYHCICHHBIM W3 OpraHu3allid, OCYIISCTBIISIOMEH
00pa3zoBaTeNIbHYIO JeSATEIHLHOCTD, BBIIACTCS CIPpaBKa 00 00y4EeHUHN WU O Meproje 00ydeHus 1Mo oopasiry,
CaMOCTOSITENIbHO YCTAHABIIMBAEMOMY KOJIIIEIKEM.

2.10. Cnymarenu, He TPOIISANINE HWTOTOBYIO aTTECTAllMI0 WM TOJYYHMBIIHE HAa HWTOTOBOU
aTTecTallil HEYyJOBJIETBOPUTEIbHBIE PE3YIbTaThl, BIpaBEe MPONTH MOBTOPHO HTOTOBYIO aTTECTallMIO B
CPOKH, OTIpeieiieMble KOJUIEIKEM.

I11. KomneTeHUMH BBIMYCKHUKA KAK COBOKYIHbIN 0KH/IaeMblii pe3yJbTaT 00pa3oBaHMs MO
3aBepUIeHNI0 OCBOEHNS JAHHOH OCHOBHOM MporpamMmbl NpogecCHOHAJIBHOI0 00y4eHusl.

IIpu onpenesiennu Npo¢ecCHOHATbHBIX KOMIIETEHUMd YYUTHIBAIOTCA TPeOOBAHUSA:

[Ipukaza MwunHoOpHayku Poccum ot 02.08.2013 Ne 657 "OO6 yrBepxkaeHuu GdeaeparbHOTO
rocy/lapcTBEHHOT0 00pa30BaTeNIbHOTO CTaHJapTa cpeaHero mnpodeccuoHansHOro 00pa3oBaHUs IO
npodeccun 034700.01 Cexperaps" (3apeructpupoBano B Muntocre Poccun 20.08.2013 N 29483) (B
pen. [Ipukaza MunoOpuayku Poccun ot 17.03.2015 N 247).

[Ipodeccuonanpbuoro cranaapra «CHenuamucT MO OPraHU3ALMOHHOMY M JOKYMEHTAIMOHHOMY
o0ecreveHnIo ypaBieHus: opranu3anuein» (yrB. mpukazoM MuHHCTEpCTBa Tpya U COLUATBHON 3alUThI
P® or 15 urons 2020 roga N 333H).

Ilepeyenb mnpodecCHOHATBHBIX KOMIETEHIHI, KadeCcTBeHHOe W3MeHeHMe U (WJM)
NoJIy4eHHe KOTOPBIX OCYIECTBJsIETCS B pe3yJibTaTe 00y4eHus

IIpodeccnonanbHbIe KOMIETEHINH

K1 criocoGeH cocTaBlsATh, peIaKTUPOBATh U O(POPMIISATH OPraHU3AIMOHHO-PACTIOPSIIUTEIBHYIO
JOKYMEHTAINIO, CO3/IaBaeMyI0 B OpraHH3alluH, COTIAcHO TpeOoBaHUSIM ['OCyqapCTBEHHBIX CTaHIAPTOB
('OCT) mo odopmieHH0 JOKYMEHTOB C HCIIOJIBb30BAaHMEM COBPEMEHHBIX BHJIOB OPraHU3allMOHHON
TEXHUKH.

IIK 2 -Crioco6eH K opraHu3aiioHHOMY 00€CTIeYeHUIO AeITeIbHOCTH



ITK-3 - CiocoOeH K TOKyMEHTAIHOHHOMY 00€CIIEYCHHIO ICATETbHOCTH OPTaHU3aIHH

B pesynbrate 0cBOEHHMS OCHOBHOH MporpaMMbl IpodeccnoHaabHOro oOyuenus «CekpeTapb-
agMuaHACTpaTop», 3204, ciuymarens JOKEH NPUOOPECTH CICAYIOIIME 3HAHWS, YMEHUS W HaBBIKH,
HEOO0XOAMMBIE IS TOBBIIICHNE TPOPECCHOHATBHOTO YPOBHS, MPUOOPETEHHS] HOBBIX PO(EeCCHOHATBHBIX
KOMIIETCHIIUI

3HATh:
@yHKIMY, 3a/1a4¥, CTPYKTYpa OpraHU3aLllH, €€ CBA3U

[IpaBuna B3aMMOACHCTBHS ¢ TApTHEPAMH, KIMEHTAMH, CPEICTBAMH MacCOBOW HH(POPMALIUU
DTUKY JIETIOBOTO OOIICHUS

[IpaBuia peyeBoro 3TUKeTa

TpeboBanus oxpaHsl Tpyaa

[IpaBuna 3amuThl KOHQUACHINATIBLHON CiTyke0HOM HHpOopMau
yMeTh:
Hcnonp30BaTh TEXHUYECKUE U MPOrPaMMHBIE CPEACTBA /ISl IPOBEJEHMS TOJIOCOBOM MIIM BHUJIEO-
KOH(epeHI-cBsI3U
Wcnonb3oBath cpeacTBa KOMMYHHMKAllMOHHOM OPITEXHMKH I TOJIyYEHHS U Iepenadu
uHpopmanuu
Bectu yuetHbsle peructpauroHHble GOpMbl, HCIOIB30BaTh UX AJIs1 HH(OPMALMOHHON pabOThI
VYcranaBnuBaTh KOHTakKT € COOECeIHHMKOM, MOJUIEpKMBaTh M pa3BUBATh JEIOBYIO Oecedy B
nporecce Teae(pOHHBIX IEPETOBOPOB
CrnaxxuBath KOHQIMKTHBIE U CJIOKHBIE CUTYallUU MEXJINYHOCTHOTO B3aUMOICHCTBUS
CobmoaTh Cy>KeOHBINH ATUKET

OO0waTeCs € TIOCETUTESIMHA

Bectu yueTHbie popMBl, HCTIOIB30BaTh UX TSI paOOTHI
Co31aBath NOJIOKUTEIbHBIN UMUK OpraHU3aluu
[TpumensaTh UHPOPMALTMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUU

[IpuMeHsTh COBpeMEHHBIE CpeicTBa cOopa, 00padoTKU 1 Tiepeaaun nHpopmauu
Ocy1iecTBIATh KOHTPOJIb UCTIOIHEHUS IOPYYEHHUH PyKOBOAUTENSI COTPYAHUKAMHU
BJIAJIeTh:
HaBbIKaMU OpPraHU3AIlHIOHHO-TOKYMEHTAIMOHHOT0 O0eCTieueHusl AeSITeIbHOCTH OpraHU3aluu

Hrorosasn

aTrecTanus

BKJIIOYAaeT B

ce0n KBAJIH(PUKAIHUOHHbII 3K3aMeH.
KpanudukanuoHHbIi 3K3aMeH He3aBHCHMO OT BHJAa NPodhecCHOHAJIBLHOI0 00yuyeHHs BKJIIOYAET B
ce0sl MPaKTHYECKYI0 KBAJIN(PUKALMOHHYIO pad0oTy U NMPOBEPKY TeOPEeTHYECKUX 3HAHMH B Npe/eax
KBATH(PHUKAIMOHHLIX TPeOOBAaHUH, YKA3aHHBLIX B KBaJHM(UKAINMOHHLIX CINPAaBOYHHKAX, U (MJIH)
npodeccHOHANIBHBIX CTAHIAPTOB IO COOTBETCTBYWIIMM IpodeccussM padouux, T0JTKHOCTIAM

CIIYKAIIMX.
Tpyno-
No Dopmupyemble DTanbl Buael pabor 10 HTorOBOHeI\IZI}(]gCTB
[/ [KOMIICTCHIIMH dbopMUpOBaHHS aTTeCTalluu ’
aK. Jac
[Ipouenypa npoBepku
KBaniuKaHoRHbI TEOPETHUYECCKUX 3HAHUI B
1. [1K-1, ITK-2, I1K-3 npeaenax 10g
PK3aMeH
KBATH(PUKAITMOHHBIX
TpeOoBaHU

IV. OMUCAHUE KPUTEPUEB, IOKA3ATEJIEN U IIKAJ OLIEHUBAHUS

Kpurtepnu u mkanabl oueHUBaHUSA



Ne nnn Ounenka Kpurepuu oneHnBaHus

1 OTan4HO Crnymarensb JOJKEH:
- TMPOJEMOHCTPHPOBATH TIyOOKOE W TPOYHOE YCBOCHHE
3HaHUHM IPOrPaMMHOIO MaTepuaa;
- WCYEPIIBIBAIOLIE, [TOCJIEA0BATEIbHO, TPAMOTHO U JOTUYECKH
CTPOMHO M3JI0KUTh TEOPETUUECKUN MaTepua;
- IPaBUIILHO (POPMYIIMPOBATH OIIPEICIICHHS;
- IPOJEMOHCTPUPOBATh YMEHUSI CaMOCTOSITENILHON padOThI C
JIUTEPATYypOH;
- YMETb CJIeJIaTh BBIBOJIBI 110 U3JIaraéMoMy MaTepuaity.

2 Xoporo Crnymarens JOJKEH:
- IPOJEMOHCTPUPOBATh  JOCTATOYHO TIOJHOE  3HAHHE
IPOrPaMMHOTO MaTepHuaa;
- TPOJAEMOHCTPUPOBATh 3HAHHUE OCHOBHBIX TEOPETUUYECKHX
MMOHATHH;
JIOCTaTOYHO TIOCJTENOBATENIbHO, TIPaMOTHO M  JIOTUYECKU
CTPOMHO U3JIaraTb MaTepual;
- TIPOJAEMOHCTPUPOBATH YMEHHE OpUEHTHPOBATHCS B
JIUTEpaType;
- yMeTh cAenaTh JOCTaTOYHO OOOCHOBaHHBIE BBIBOJBI IIO
M3JlaraeMoOMy MaTepuaiy.

3 Y 10BIIETBOPUTEITBHO Ciymarenpb TOIKEH:
- TIPOAEMOHCTPUPOBATH  O0Illee 3HAHME  H3Y4aeMOro
MaTepuana;
- ToKa3aTb oOliee BIaJeHUE MOHATUHHBIM aInapaToM
JUCLIUIUINHBI;
- YMETb CTPOUTb OTBET B COOTBETCTBUU CO CTPYKTYpOU
M3JIaraeMoTo BOIIPOCa;
- 3HaThb OCHOBHYIO PEKOMEHIYEMYIO MPOTrpaMMoON ydeOHYIO
JUTEPaTypy.

4 HeynosnerBopurensHo | Cioymarens JeMOHCTPUPYET:
- HE3HaHHUE 3HAYUTEIbHOM YaCTHU NPOrPAMMHOI0 MaTepUaa;
- HE BJIa/ICHUE NIOHATUNHBIM aIlllapaToM JAUCLUIUIMHEI;
- CYLIECTBEHHblE OLIMOKM TMpH M3JI0KEHUH Yy4eOHOro
MaTepuana;
- HEYMEHHME CTPOUTHb OTBET B COOTBETCTBUU CO CTPYKTYpOU
U3JIaraeMoro BOIIPOCa;
- HEYMEHHE JI€JIaTh BBIBOJIBI 10 MU3J1araéMOMY MaTepHUaly.

5 3auTeHo BeicTaBnsiercs pu COOTBETCTBUU napaMmerpam
JK3aMEHALIMOHHOW  INKaJbl HA  YPOBHAX  «OTJIMYHOY,
«XOPOILOY», «YAOBIECTBOPUTEIBHOY.

6 He3zaureno BeicTaBnsiercs pu COOTBETCTBUU napaMmeTrpam
9K3aMEHALIMOHHOU IIKaJIbI Ha YpOBHE
«HEYIOBIETBOPUTEIBHOY.

IIo pesynbraram,

IMPOBEPKHU  TCOPCTUUCCKUX 3HAaHUM B npeaciiax KBaJ'II/I(bI/IKaI_II/IOHHBIX

Tpe60BaHHI>i, BKJIFOYECHHOM B HUTOTIOBYIO aTTCCTALIUIO, BBICTABJIAIOTCA OTMCTKU 3a4TCHO/HE 3a4TCHO.
OTMETKH «3a4TE€HO» O3HA4aloT YCIICHIHOC IMPOXOXKACHUE IMPOBCPKHU TCOPCTHUYCCKHUX 3HAaHUU B
npeaciax KBaJ'II/I(I)I/IKaI_II/IOHHBIX Tpe6OBaHI/II71 B paMKax KBaJ'II/I(bI/IKaLII/IOHHOFO OK3aMcCHa.
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IlIkaj1a TecTUpPOBAHUSA

Ne
Onenka I xana
il
1 | 3aureno KonnuectBo BepHBIX 0TBeTOB B MHTepBaje: 41-100%
5 | Hezaureno KonmuectBo BepHbIx 0TBeTOB B MHTEepBaje: 0-40%

V. THITIOBBIE ONEHOYHBIE MATEPHUAJIbBI

Tempbl

JJI  TOJATOTOBKH K TNPAKTHYeCKOil KBaJdupuKANUMOHHOW padoTe, mNpoBepke

TCOPETHYECCKHUX 3HAHUH B nmpeaejaax KBaJII/I(l)HKaIII/IOHHLIX TpeﬁoBal—[l/Iﬁ B paMKax
KBaJII/I(l)I/IKaIIHOHHOFO JK3aMeHa:

1.Poiib cekperapsi B CHCTEME YIIPABJICHMUS.

2. N3yuyenue u popMupoBaHUe JOJDKHOCTHBIX MHCTPYKIMM ceKpeTapel pa3IMuHbIX KaTeropuii

3. [IlpumeHeHune Ha TpakTHUKE 3aKOHOJATENIbHON W HOpPMAaTHMBHOW NpaBOBOM  0a3bl,
periaaMeHTHpyoLe padoTy cekperapst

4.Vicionb30BaHKUE 3aKOHOJATEILHOM 1 HOPMAaTUBHO-METOANYECKOM 0a3bl B paboTe cexperaps

5. Opranusanus padoThl ceKpeTaps.

6. Opranuzanus pabo4ero JHs pyKOBOIUTEISL.

7.0pranu3zaius npuéma noceTuTenen

8.PaboTa ¢ mMCbMEHHBIMU 00paIeHUSIMU TpaXKIaH

9.IloaroroBka u obcayxuBanue copemannii OpopmiieHne ciry:ke0HbIX KOMaHAUPOBOK

10. Benenue teneoHHBIX IEPETOBOPOB

1. CymHoCTh JOKYMEHTAIIMOHHOTO 00€CTICUeHUs YIPaBICHUS

2. OcHOBHBIE BUbl OPraHU3AIIMOHHO-PACTIOPSAUTEILHON JOKYMEHTAIMI

3. Opranu3anus 10KyMeHTO000poTa

4. [IpaBuna nepenauu TOKyMEHTOB B apXUB U OpTraHU3allMs apXUBHOTO XPAHEHUS

5. Texuuueckue cpecTBa, UCIOJIb3YEMbIE B JEJIOMPOU3BOJICTBE

6. ApxuTtekTypa nepcoHanbHOro kommbioTepa. OcHoBHble 010ku IBM I1K. Ilepudepuiianie
YCTpOMCTBA.

1. VYerpoiictBo DBM u nnpuHIuIe €€ paboThl.

8. Texuuueckue TaHHbIE COBPEMEHHBIX NIEPCOHANBHBIX KOMITBIOTEPOB.

9. OO01ue cBeeHHs 0 KOMITBIOTEPHBIX CETSIX

10.  KowmmbloTepHBIE TEXHOJOTUH OOpaOOTKM JOKYMEHTAlMOHHOW HMH(pOpMAalHMK B 3ajadax
JIeIONIPOU3BOCTBA

11.  Peanu3zanus odUCHBIX MPUIOKEHHUI KOMIIBIOTEPHBIMU CPEICTBAMU

12. HudopMannoHHO-CIIPaBOYHBIC CHCTEMbI. bUOIMOTeKH. APXUBBI

13.  JloxyMeHTHI U Ux 00paboTKa

14.  CocraBiienne u 0(hOpMIICHHE JOTOBOPOB

15. Pabota ¢ TabinuiiaMu 1 cxeMaMu

16.  Co3paHue peKJIaMHOTO MPOCIEKTa

17. OdopmiieHne JOKyMEHTa IOTIOIHUTENbHBIMUA O0bEKTaMHU

18.  ABTOMaTu3aius MOUCK U 3aMEHBI (PParMEHTOB B JOKYMEHTE

19.  PaGoTa ¢ opraHu3anOHHO-PACTIOPATUTENLHON TOKyMEHTAIHeH

20.  Cocrasnenue u ohopMIIeHHE TPUKA30B U PACTIOPHKEHUI

21.  ABToMaru3anus yrnpaBlIeHHUS OpraHU3aIMOHHBIMU CUCTEMAMHU

22.  OpraHuzanus IEeKTPOHHOTO TOKYyMEHT0000poTa

23.  TloaroroBka 3JMEKTPOHHBIX JOKYMEHTOB K XPAaHEHHUIO



24.  DTuKa Kak HayKa: IpeIMET, UCTOPHUs pa3BUTH, OCHOBHBIE KaTeropuu. JlenoBoe obOuieHue:
BU/IbI, IPUHLIHUIIBI U PYHKIMH. DTUYECKUE TPUHIIUITEI U HOPMBI B JAETIOBBIX OTHOUICHUAX

25.  DTHKeT Kak COIMaJbHOE SBJICHUE: NOHATHE, UCTOPHS Pa3BUTHUS, BUIBL JIenOBO# ATHUKET:
MOHATHUE, CTPYKTYPA, IPUHIMIIBI U QYHKIIUU

26.  IlpodeccuoHampbHas M KOpPHOpPAaTUBHAS KyJAbTypa: TMOHATHUSA, CTPYKTYpa, (YHKIHU
MexaHn3Mbl IPUBUTHSL STUYECKUX IPUHLIUIIOB, BHEAPEHUS IPABUII U HOPM JIEJIOBOTO 3TUKETA.

27.  DTUKeT CIy)KeOHBIX B3aMMOOTHOIIECHUH DPYKOBOAMTENS M TOJYMHEHHBIX, COTPYIHHUKOB,
MYXYHHB M OKCHIIMHBL. VMWDK Je10BOro dYenoBeka Kak (akrop dddekTuBHOCTH OH3HEC
B3aUMOJCUCTBUSA

28.  KoH(}uUKTHI B IeMOBBIX OTHOIICHUSAX. CTpaTerus M MpaBuiia MOBEACHUS B KOH(PIUKTHON
cuTyanuu. Pa3pemenne KOHQIUKTHON CUTYalluy B TPYIIIIC.

29. CyOopauHamusi Kak CHUCTEMa CIIY)KEOHBIX OTHOIICHUH. DTHUKO-ITUKETHBIC ACTEKTHI
B3aUMO/ICHCTBUS COTPYAHUKOB MEITUITUHCKUX YIPEKICHUN

30.  DTHKET JAeTOBBIX KOMMYHHKAITMH DTUKET JCTOBBIX MEPOTIPUSATHI

31. CyOopmuHamusi Kak CHUCTeMa CIY)KEOHBIX OTHOIICHWWA. ODTHUKO-dTHKETHBIC AaCIIEKTHI
B3aUMO/ICHCTBUS COTPYHUKOB

32.  DTHUKET JeTOBBIX KOMMYHHKAITUH DTUKET JACTOBBIX MEPOTIPUSTHH.

33.  JlenoBble MPUEMBI.

34.  CoOecenoBaHue IIpH MPHEME HA PadOTY.

35.  TpebGoBaHnusi, MpeabSBIsIEMbIC K CEKPETAPIO PYKOBOUTENSI OPraHU3aIHH.

36. OyHKIMM ¥ JOJDKHOCTHBIE OOS3aHHOCTH CeKpeTaps - pedepeHTa pyKOBOIUTEIS
COBpPEMEHHOM opranu3ann. HopMaTHBHO-METOAMUECKHNE OCHOBBI CEKPETAPCKOM NESITENBHOCTH

37.  YcraHOBIIEHHE JICTIOBBIX B3aUMOOTHOIICHUH CeKpeTapst

38.  Jlenmompomn3BOACTBEHHBIE PYHKIIH CEKpPETapsI

39.  IInanupoBanue paboyero BpeMEHH CeKpeTaps

40.  Opranuzarmus npruemMa noceTuTenen

41]. Opranu3anus CoBeanui

42. [ToaroroBka u nmpoBeACHUE IPE3ECHTAITUI

43. Opraau3zanus 1eJ10BBIX TOE30K PYKOBOIUTES

44,  KoMMyHUKAllMOHHAs COCTABIISIONIAs ACSTEILHOCTH COBPEMEHHOIO CEKpeTapsi, JEJIOBBIC
Oecelbl cekpeTaps

45.  Opranuzanus TeneGoHHOTO 00CITY)KUBaHUS

46.  PabGouee Mecto cekperaps. Opranuzamusi pabOThl cekperaps; pabouee MecTto; pabdoTa

CCKpCTapsa I10 COCTABJIICHUIO H 0(1)OpMJ'IeHI/II-O JOKYMEHTOB, €ro 0053aHHOCTH 110 opraHusaivm HX
XpaHCHUA U UCIIOJIb30BAHUA

47.  Dtuka cekperaps

48.  Opranuzanus npuema - gpypiiera u Ou3Hec —1aH4ya

49. OyHKIMU W JIOJDKHOCTHBIC OOSI3aHHOCTH CeKpeTapss - pedepeHTa pPyKOBOIUTEIS
COBPEMEHHOM opranu3aiui. HopMaTuBHO-METOIMUECKUE OCHOBBI CEKPETAPCKON JICATEIIbHOCTH

50.  VYcraHoBieHHE JENOBBIX B3aUMOOTHOIICHUN CEKpeTaps

51.  JlenmompousBoJCTBEHHBIE (DYHKIIMHU CEKpeTaps

52.  IInanupoBanue paboyero BpeMEHHU CeKpeTaps

53.  Opranwuzanus nprueMa noceTuTenen

54, Opranu3zanus coBelanni

55.  HudopmarnmonHoe oOecrieueHue AeITeTbHOCTH PYKOBOIUTENS

56.  Opranuzamnus 1 KOHTPOJb pabOYero BpeMEHU PYKOBOAUTENS

57.  Ontumwuzanys AesTeIbHOCTH CeKpeTaps

58.  ABTOMaru3amus JeSTENBHOCTH CeKpeTaps

59.  OCHOBBI KOMMYHUKATUBHON KOMIIETEHTHOCTH

60. KomMmyHHMKanuy B KOH(QIUKTHBIX CUTYaIHIX



61. HopmatuBHO-MeTOmuYeckas 0Oa3a KBamU(UKAMOHHBIX TPeOOBaHUH K TPOECCHH.
BryTpuyupexeHuecKas periiaMeHTaIus J0KHOCTHBIX 00s13aHHOCTEH CeKpeTapsl.

62. Ilopsaok um 0coOEHHOCTH pa3pabOTKHU IOJDKHOCTHBIX MHCTpyKmuid. Cekperapuar Kak
CHelMaIM3UpOBaHHAsl CIIyk0a B CTPYKType anmnapara yrnpaBiIcHUs.
63.  TumoBbIe CTPYKTYpBI CEKpPETapCKUX CIyk0. DYHKIMU CeKpeTaps M HX 3aBHCHUMOCTb OT

KaTerOpUU CEKPETAapCKOro OOCIY)KMBAaHUS, YPOBHS PYKOBOJAWTEIS, HANpaBICHUN JEATEIbHOCTH
OpraHu3aliy, JTOKYMEHTAMOHHOTO OOECIICYeHHMs ammapaTr YIpaBJICHHUsS, CHCTEMBI JIEIOMPOU3BOJICTBA,
TEXHOJIOTUHU IOKYMEHTHPOBAHUSI.

64.  Opranumszamus pabo4yero Mecra CEKpeTaps, XapaKTepUCTHKAa MeOeln M 000pYHAOBaHHS,
HEOOXOMMBIX TEXHHUYECKHX CPEJCTB, KAHIEISAPCKUX NMPUHAIICKHOCTEH, OprrexHukH. llpmemnHas kax
pabouee MecTo cexpeTapsi.

65. 3onupoBanue mnpueMHOW. OCOOCHHOCTH OpraHW3allid 30H [PUEMHOW: WHTEpPhEP,
OCBEILIEHUE, O3€JIEHEHHE, OCHAIllEHUE OPITEeXHUKOM M crpaBouHbIMM Marepuanamu. OOopynoBaHue
paboueii 30HbI cekpeTaps.

66.  YcnoBus Tpyza -OCBEIIEHHOCTh pab0vero Mecra, IyM, TeMIepaTypa Bo3ayxa.

67. Pexxum Tpyna u oTabIxa.

68.  Opranms3amnus pabouero AHS PyKOBOJAUTEIS, TpapuK HENeIbHON paboThl, KOPPEKTHPOBKA
IIJIAHOB.

69.  Ananu3 UTOroB IUIaHUpoBaHUsA. OpraHu3aius nprueMa MoCeTHTECH.

70. Metouka mpueMa pa3IMyHbIX KaTeropud MOCETUTENeH: COTPYAHUKOB IO CIYXKEOHBIM

BOIIPOCAaM, COTPYAHUKOB IO JUYHBIM BOTPOCAaM, CTOPOHHHX TIOCETHTENICH TI0 TMpEeABAPUTEILHON
JIOTOBOPEHHOCTH U 0€3 Hee, TIPHEM Jelieraluil.

71. [IpropuTeTHOCTH B MPENICTABICHUHN MTOCETUTENICH pykoBoauTeto. [IpaBuna nepenoca mwiu
OTMCHBI IIpUeMa.
72. Opranm3zainys mnpueMa TpakAaH. 3amuch Ha TpUeM, TpadUuKu TpUEMa, PErHCTpaIus

MOCETUTENEH, OKYMEHTUPOBaHHE Ipuema, HHPopMmMupoBaHue rpaxaaH. OpraHuzauus TeaehOHHBIX
MIEPErOBOPOB.

73.  Buasl TenedoHHBIX meperoBopoB. [IpaBmia MOATOTOBKU «HMCXOISIINX» IEPErOBOPOB.
[IpaBuna BeneHUs «BXOIAMIMX» meperoBopoB. Cucremaruzanus W paclpelieieHHe 3BOHKOB,
a/IpeCOBaHHBIX PYKOBOIUTEIIO.

74.  IlpaBuma TtenedonHoro ooOmenus. Cnemudurka CBsA3M aOOHEHTOB pa3HOrO CTaTyca.
ObecnieueHre KOHGHUACHIIMATLHOCTH TeIe()OHHBIX TIEPETOBOPOB.
75. [ToaroToBKa ENOBBIX BCTPEY M IIEPETOBOPOB. JTAIbl MOJATOTOBKHA BCTPEUH: OINPEICIICHHIE

MECTa, BpEMCHU BCTPECUH, COCTaBa YYaCTHHKOB, OIIOBCHICHUC YYAaCTHHUKOB, IMOATOTOBKA HCO6XO,Z[I/IMBIX
MaTCprajioB.

76. [Tomol11b pyKOBOAMUTEIIO BO BPEMS TPOBEICHUS IIEPETOBOPOB.

77. [ToaroroBka W TMPOBEACHHE COBEIIAHWHN (3acelaHMii) KOJUICTHAIBHBIX OPraHoB. THITBI
COBEIIlaHU M.

78. Ortanbl MOATOTOBKM  COBEIIAHMS: TMOJIydeHHE HMHPOPMAIUMU OT  PYKOBOJAUTEIS

OTHOCHUTEJIbHO OPraHM3alMOHHBIX BOIPOCOB IMPOBEJICHHUS COBEILNAHHUS; COCTABICHUE MPEABAPHTEIBHBIX
CMET PAacXOJIOB, MOBECTKH JHS, CIIMCKA YYaCTHUKOB; MPOBEICHHE PA0OTHI 1O YTOYHCHHUIO CIIHCKA M
OTIOBEICHUIO YYaCTHUKOB, PACChUIKA IPUIJIANICHUNA, MPOBEJACHUEC OPraHU3allMOHHBIX MEPOIPUSTHIA
(3aKa3 TOCTHHHMIIBI, TPAHCHOPTa, OWJIETOB, OOecleYeHHe KyIbTYPHO-MAaCCOBBIX MEPONPHATHH W TIp.);
BOCTpeOOBaHNE MPOEKTOB PEIICHUIT; TTOJrOTOBKAa HEOOXOAUMBIX MaTEPHUATIOB; KOHTPOJb 32 OCHAIIICHHEM
MecTa MPOBEACHUS COBEIIAHMUS.

79. Benenue nportokona.

80.  JlokymeHTHpoBaHHE coBeulaHMH W 3acegaHuid. Ilopsmok cocrtaBieHus, opOpMIIeHUS U
XpaHEHUS POTOKOJIOB.

81.  OcobGeHHOCTH TOKYMEHTHPOBAHUS 3acelaHUi MOCTOSHHO JEHCTBYIOIUX KOJUJIETHATbHBIX
OpraHoB.



82.  IlpaBuna opopmiieHHs] BBIMUCKU U3 IPOTOKOJIA.

83.  IloaroroBka KOMaHIUPOBOK

84. Pabora C TEKCTaMu YIPABJICHYECKHX JIOKYMEHTOB NPU COCTABICHUU OO30PHBIX
JTOKYMEHTOB (JJOKJIaJI0B, OTYETOB, BBICTYIUICHUN PYKOBOUTEIIS).

85.  KondwuuaeHnuuanpHple cBenaeHus. [loAroToBKa TEKCTa, PEOAKTUPOBAHME, COTJIACOBAHUE.
PaGora o cOopy nndopmarnmu ee 1meneBoe HazHauYeHUE, CIIOCOOBI MOTydeHUs, 00pabOTKU U XpaHECHHUSI.

86.  HMcrouynukw, criocoOBI TOMCKA, METOJMKA cOOpa 1 00padOTKN HHPOPMAITUH.

87. CnocoObl mpejcTaBiieHHss WHPOPMAIMH: KOIHU JOKYMEHTOB, BBITUCKHM, AHHOTAIIWH,
pedepatsi, 0030p5I.

88.  Ocobennoctn pabOTBI € BEIOMCTBEHHBIMH W3JaHUSAMH, IyOJHKAMAMUA B TIpecce,
CIELMAJIbHOM JINTEpaTypoOil.

89.  Opranuzanus NpPOTOKOJBHBIX MEPOIIPUSATHIA.

I[eMOHCTpaIIHOHHbIﬁ BapHaHT TeCTa

Yro Takoe JOKyMeHT?

+ DOto Kakol-nmuOO MaTepuanbHBI HOCUTENh C uHpOpMalMer, KoTopas oOmamaer
OTIpe/IeICHHBIMU PEKBH3UTAMH,

- D10 OyMa)kKHBIH JIUCT C HAHECCHHBIM Ha HETO TICYaTHBIM TEKCTOM;

- DOT0 00BEKT MaTepualbHOTO MHpA, KOTOPBIH COAEPKHUT KaKylo-THO0 HH(POpMAIHIO,
Heo0X0oIuMYI0 JUIsl paboyero mpoiiecca.

HNudopmanns, KOTopass HMeeT CTPYKTYPY U COJEPKUTCH HA HOCHTEJIe — ITO:
+ TOKyMEHTHUpOBaHHas UH(GOpMaIus;

- o(puIMaNBHBINA JOKYMEHT;

- IeJOIPOU3BOJICTBO.

Ilepenaua unpopmanumn, KOTOpasi COAEPKUTCH B JOKYMEHTE, B MIPOCTPAHCTBE U BPeMeHH —
3TO:

+ KOMMYyHHUKaTHBHas QyHKIHS TOKYMEHTA;

- conuanbHas QyHKIUS JOKYMEHTA;

- mojuTUYecKas GyHKIHS JOKYMEHTA.

Kaxkoii u3 yka3aHHBIX JOKYMEHTOB NpPUOOpeTaeT NMPaBoBy0 (YHKIHUIO HA ONpeaeleHHbII
MPOMEKYTOK BpeMeHH:

+ [IpoTokou 3aceaHus aTTeCTAlMOHHON KOMHCCUU;

- 3aKoH;

- [InaTexxHoe nopyveHue.

B yem 3akiii04aercss aTpudOyTUBHOCTDH TIOKyMeHTAa?

+ B Hamuuuu B JOKYMEHTE JBYX COCTaBIAIOIIMX (MaTepuaabHOM W HH(OpMannoHHOM), 06e3
KOTOPBIX OH CYILIECTBOBATH HE MOXKET;

- B ero npeaHazHauye€HHOCTH 715 IEPEIAYu B IPOCTPAHCTBE U BPEMEHHU;

B TecHoif B3aMMOCBSI3U €r0 OTAETHHBIX 3JIEMEHTOB U TMOJICUCTEM, KOTOpBIE O00ECIeUnBaIOT €ro
LIETIOCTHOCTh U COXPAHEHU CBOWCTB MPU Pa3TUYHBIX BHEITHUX U3MEHEHHUSIX.

Cnoco0HOCTH JOKYMEHTA MOBJIeYb 32 c000ii MPaBoOBbIe MOCIEICTBUS — ITO €ro:
+ IopuAnYecKas CUIa;

- IOpHIMYECKasi 3HAaYUMOCTB;

- IOCTOBEPHOCTb.



Konus nokymeHTa — 310:

+ 3K3EMIUISAP, KOTOPBIN MOJTHOCTHIO MMOBTOPST COJCPIKAHUE TTOJTMHHUKA;
- TIOBTOPHBIN 3K3EMILIAP NIOJIMHHUKA;

- €ro JEeKTPOHHAs Gopma.

O0s3aTenbHBIN 371eMeHT 0)OPMJIeHHA JOKYMEHTAa HA3bIBAaeTCs:
+ PEKBU3UTOM;

- popmymsipom;

- oOpasiom.

PexBu3uT, KOTOpBIA (PUKCHPYET pelleHHe JHNa (corjacue WJIM Hecorjacue) o IOBOLY
coJeprKaHUsA JOKYMEHTA, Ha3bIBACTCH:

+ BU30M;

- rpudom;

- PE30IOLINEN.

Pe3osounst opopmiisiercs:

+ Ha caMOM JJOKYMEHTE WJIM Ha OTAEIHHOM JIUCTE;
- TOJIBKO Ha CaMOM JIOKYMEHTE;

- TOJIBKO Ha OTJIEJIbHOM JIUCTE.

OT KaKoro Jimua U3Jaraercsi TEKCT NpoTokoJia?
+ OT TpeThero JuIla MHOKECTBEHHOTO YHCIIA;

- OT TpeTbero nuIla eIUHCTBEHHOTO YUCIIA,

- OT mepBoro JMIla MHOKECTBEHHOTO JIMIIA.

Kaxkue ycraHoBJIeHbI cTaHAapPTHBIE GOpMATHI 0JJAHKOB IOKYMEHTOB?
+ A4 u AS;

- ASu A3;

- Tonbko A4.

JleBoe moJie JOKYMEHTA J0JI’KHO ObITh He MeHee:
+ 20 Mm;
- 30 mM;
- 10 M.

Kaxkoii 10KkyMeHT opranu3ainuu HeJib3si 0pOopMUTH HA 001IeM OJ1aHKe?
+ ITuceMo;

- [Ipukas;

- Ortuer.

Kakoii  peKBHM3MT  OPraHM3alMOHHO-PACHOPAJMTENBHOr0  JOKYMEHTa  SIBJSIETCS
nepeMeHHbIM?

+ Jlara nokymeHTa;

- HaumeHoBaHue opranusanmu;

- Kox popmer nokymenra.

IIpu xakom BapuaHTe 0)OPMJICHHS PEKBH3UTA 3ar0J10BOYHAsI 4ACTh 0J1aHKA NMPOAJIEeBaeTCs
J0 T'PaHUIBI IPABOTo NoJsi?
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+ IIpu npononsHOM;
- IIpu neHTpUpOBaHHOM;
- [Ipu pnarosom.

Takoii pekBU3MT Kak IMOJIeMa OPraHUu3aNuu:

+ HEe MOeT OBITh pa3MelIeH Ha OJaHKe JOKYMEHTa, eCIM Ha HeM yke uMeercst repo PD wmu repod
OJIHOTO U3 cyObekTa PD;

- MOXKCT 3aMCHATH PCKBU3UT HAMMCHOBAHUA OPraHu3aliu,

- pa3MenaeTcs B HIDKHEM I10JIe JIOKYMEHTA.

Kakoii u3 ykazaHHbIX peKBU3MTOB XapaKTepPeH TOJIbKO JJIs 0JIAaHKa cJIYKeOHbIX muceM?
+ CnpaBo4HbI€ JJaHHBIE 00 OpraHu3aluy;

- Kon ¢hopmbl nokymeHTa;

- HanmeHoBaHue BU1a TOKYMEHTA.

B xaxom nopsiake opopmisiercs aapec B Me:xKIyHapOIHOM Nepenucke?

+ UM u pamunus agpecara, 10M, ynuua, mrar (rpadcrso), MOYTOBbIM HHIEKC, CTPaHa;

Nwms un pamunus agpecarta, HOYTOBBIN UHJEKC, CTpaHa, Topo (IITat, rpagcTBO), YINIIA, JOM;
Wwms u pamunus agpecara, crpaHa, ropos (rat, rpadcTso), yauua, 10M, IOYTOBbIN HHIEKC.

YTo U3 YKa3aHHOIO He COAEPKUT B cede pe3ononus?
+ CnoBO «YTBEpKIAON;

- ConeprxaHue MOpy4eHUS;

- @aMmIno u WHHUIINAJIBI UCIIOJIHUTECIIA.

Ha xakom ¢opmare 0J1aHKA TOKYMEHTA MOKET OTCYTCTBOBATH 3ar0JIOBOK?
+ AS5;

- A4;

- 3aroJIOBOK SIBJISIETCS 00s3aTEIIBHBIM PEKBU3UTOM IS JTI000TO (hopmaTa OJIaHKOB.

Ecin K 10KyMEHTY nMeeTcsl HeCKOJIbKO NPHJIOKEHU, TO OHM:

+ HyMmepyroTcs nocie cioBa «lIpunoxenue» mnoj TeKCToMm;

- IEPEUHCIISIOTCS Yepe3 3aIsTyI0 ocie TeKCTa,

- HUKaK He 0003HAYaloTCs, a MPOCTO MPUJIAraloTCs K OCHOBHOMY JOKYMEHTY.

Ecau mnepex M0/UKHOCTBIO B KOHIlE JOKYMEHTa PYYKOiH CTaBUTCS Kocasi 4YepTa,
NPHUNUCHIBAETCS «H.0.» W CTABUTCS MOJANUCH HE TOTO JIMIA, JAHHBIE KOTOPOro pacuu(poBaHbl, TO
TAKOH IOKYMEHT;

+ TepseT CBOIO IOPUIMUECKYIO CHITY;

- MMEET TaKyl ¢ KOPHIMYECKYI0 CUJIYy, YTO W TOIIMHUCAHHBIH JOJDKHOCTHBIM JIMIIOM, Ybs
pacmudpoBKa ykazaHa;

- sBIsieTcs hambcuduraTom.

Ha xaxoii 4yacTH KONMM OTIIPABJISEMOro JOKyMEeHTa NpocTasJisieTcs Bu3a?
+ B HM>KHEN 4aCTH JIMLEBOW CTOPOHBI;
- B HuxHel yacTi 000pOTHOM CTOPOHBI;

- B BepxHeil 4acTu IUIEBON CTOPOHBI.

Y10 noHMMaeTcs oA MUTpanuen 31eKTPOHHBIX IOKYMEHTOB?
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+ Hx mepememieHue U3 OJHOW HMH(OPMAIMOHHON CHUCTEMBI B APYI'YIO INPH COXPAaHEHHU HX
JOCTOBEPHOCTH, LEIOCTHOCTH, AYTCHTUYHOCTH Y IIPUTOJHOCTH JJIs JAIbHEHMILIETO UCII0JIb30BaHU;
Nx nepBu4Has npoBepKa MpU MOCTYIJICHUN B OPraHU3ALUIO.

IInoTHOCTHL JOKYMEHTONOTOKA ONpee/isieTcs:

+ CoOTHOIIEHHEM YHCIa JOKYMEHTOB, KOTOPBIE POXOJAT Y€pPe3 KOHKPETHBIM IYHKT 00pabOTKH,
K €JUHUIIE BPEMEHU;

- COOTHOILIEHHEM KOJMYECTBA JOKYMEHTOB, MOCTYNMBIIMX B OPraHM3alMI0, K aHAJIOTMYHOMY
MOKA3aTeNI0 3a MPOLIECAINANA EPUO/T;

- Uncnom 00paboTaHHBIX OpraHu3alyel JOKyMEHTOB 3a BCE BPEMS €€ CyIIIECTBOBAHMS.

Yro nogHuMAaeTcs MO AYyTEHTHYHOCTHIO 3JIeKTPOHHOI0 JOKyMeHTa?

+ ["apanTHs COOTBETCTBUS 3JEKTPOHHOTO IOKYMEHTA 3asBJIEHHOMY;

- OTCcyTCTBHE IPABOK B TEKCT AIEKTPOHHOIO JTOKYMEHTA MOCIIE €r0 CO3/IaHMs;

- Bo3moxHOCTB B J1I0001 MOMEHT YCTAaHOBUTHh MECTOHAXO0KJIEHUE JOKYMEHTa U BOCIPOM3BECTU
ero.

JloKyMeHTallHOHHOE o0ecleYeHre yIpaBaeHus — ITO:

+ NesTeNbHOCTh, KOTOpasi UMEET CBOEH 11eJIbI0 00eCTIeUnTh (PYHKINHU YIPaBICHUS JOKYMEHTaMU;

- JEATENbHOCTh COOTBETCTBYIOIIMX JIMI[ 1O JOKYMEHTOOOOPOTY, JOKYMEHTHUPOBAHHUIO,
ONIEPATUBHOMY XPAaHEHHUIO, a TAKXKE UCIOJIb30BAaHUIO JOKYMEHTOB OpraHU3AlINY;

qTO n3 yKa3aHHOFO HEC MOZKET ABJIATHCHA MNOAJIMHHUKOM IlOKyMeHTa?
+ Konus 10KyMeHTa B 3JIEKTPOHHOM BH/IE;

- [lepBblii SK3eMIUISP TOKYMEHTA;

- EquHCTBEHHBIN HK3EMILISIP TOKYMEHTA.

Kaxkoro Buaa neyatu He cymecrByer?
+ yHHUBEpCaIbHOU;

- TepOOBOIA;

- IPOCTOM.

Kaxoii n3 nepeuncjieHHbIX JOKYMEHTOB He OTHOCHTCH K IpyIie OpraHu3auMOHHbIX?
+ Cnyxe0HO€e MIChMO;

- YupenurtenbHbIi J0TOBOP;

- llltTatHOE pacniucaHue.

OcHo6HBIMU 3a0auamMu aA6MOMAMU3AUUU OOKYMEHMO00opoma u 00CMAeKu uH@opmayuu
AenAawmce. ..

a) HHTErpamus TeXHOJIOTHil 1eJIONPOU3BOACTBA B ¢[IUHbII MPOLECC;

0) MOArOTOBKA TEKCTOBBIX IOKYMEHTOB;

B) UCMOJB30BaHUE CPEACTB BHEIIHUX KOMMYHUKAIIHII;

T') IPUMEHEHHE ayTMOBU3YAIbHBIX CPEICTB.

Texnonozuu agmomamu3upoeannozo OOKyMeHmoooopoma eKnouaom...
a) MJIaHUPOBAHUE U YIIPABICHUE pECypcamu;
0) popMupoBaHHe U HAKONJIeHHE 0a3bl JIEKTPOHHBIX IOKYMEHTOB;
B) MIPOrpaMMHO-aMNMapaTHyIO aThopmy;
T') IENOBYIO TpaduKy.
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K oOokymenmayuonnoii cucmeme, 6wuINONHANOWLEH @QYHKYUU O00CMAGKU UHBOpmayuu,
npeovAsaAIOMm Cledyruiue mpedosanus. ..

a) onepaTuBHOE POPMUPOBAHUE YKA3AHMIA,

0) JOCTOBEPHOCTD MEPEIaBaEMbIX TOKyMEHTOB;

B) MOJATrOTOBKA IJIAHOBBIX JJOKYMEHTOB;

r) pa3pa6oTka NporpaMMHBIX aJITOPUTMOB.

Texnonozuu Knacca «Pabouan zpynna» 0a O0OKYMEeHmMauyuOHHbIX
cucmem Xapaxmepuszylmcs...

a) OTCYTCTBHEM CTPYKTYPH3AIMH B OpraHU3aluy padoT;

0) HAKOIVIEHHEM 3JIEKTPOHHBIX I0KYMEHTOB B HHGOpPMaLMOHHOI (a3e;

B) reHepanuell 0T4eTOB C HCIOJIb30BAHMEM HH(OPMaNuH U3 0a3bl IaHHBIX;

I') HACTPOMKOMH /1€J0MPOU3BOJICTBA IO TPEOOBAHUIO 3aKa3UHKA.

Texnonocuu knacca «Padouuit nomox» 0141 00KyMEHMAUUOHHBIX CUCIEM CTIYHCaAm 0. ..
a) aBTOMaTH3alluH JJOKYMEHTO000pOTa B CPEHUX M KPYIHBIX OHCcax;
0) KOHTpPOJISI BEpCUI MPOTrpaMMHBIX ITPOIYKTOB;
B) OTpeIeJICHUS TPOTPaMMHO-aNNapaTHON KOHPUTypallK CUCTEMBI,
) NpeI0CTABJIEHUA YCJIYT M0 MMUTAIIMOHHOMY MO/IETUPOBAHUIO.

Cpeocmea ogucnoii asmomamuszayuu obecneuuearom...
a) peajM3alMI0 AJITOPUTMOB 00PA0OTKN JOKYMEHTOB B OPraHM3allUuM;
0) OIlEeHKY ITPOrpaMMHO-aNTNapaTHOW KOHPUTYpAIH JOKYMEHTAIIMOHHON CUCTEMBI;
B) OTKa30yCTOMYHMBOCTh CUCTEMBI (PE3EPBUPOBAHUE PECYPCOB);
T') OllepaTUBHYIO 00pa0OTKY TaOIMYHBIX TaHHBIX.

Cemesble Komnbviomepsl 6 0OKYMEHMAUUOHHBIX CUCIeMax obecnequsaion...
a) SKCIEANITHOHHYI0 00pabOTKY JOKYMEHTOB;

0) KOHTPOJIb UCIIOJIHEHUS IO CYLIECTBY MOCTABJICHHBIX 3a/1a4;

B) KOJIJIEKTUBHBII JOCTYII K pecypcam ceTH;

T') UCCIIeI0BAaHUE 3HAKOBBIX CUCTEM.

Anzopumm npoxoxcoeHus ucxo0auux 00OKyMeHmoe 6Ki4aem...
a) yueT U IUIaHUpOBaHKE paboyvero BpeMeHu;

0) cocTaBJieHHe MPOEKTA JOKYMEHTA;

B) OTKa30yCTOMYUBOCTb CUCTEMBI;

T') IPEIOCTABJICHUE BBIUNCIUTEIbHBIX PECYPCOB.

B 0oKkymenmayuonnslx cucmemax 0na NOUCKA Pe2UCMPAUUOHHBIX KADMOYEK NPUMEHAION. . ..
a) NHTErPAUI0 TEXHOJIOTHI 1eJI0NPOU3BOACTBA;
0) aBTOMaTH3AIMIO aIMUHUCTPATUBHO-YIPABIEHYECKUX (DYHKIIUI;
B) NMPEAMETHBIN MMPU3HAK CUCTEMATH3AIIHH;
T') CpeIcTBa MAaKPOIIPOTPAMMHUPOBAHHUSL.

Konmponsnaa oenvnocmop 00KyMeHmMayuoHHoU cucmemst obecnevugaem...
a) KATAJOTM3alHI0 PeruCTPAHOHHBIX (DJOPM IO CPOKAM HCIIOJIHEHHS;

0) SKCTIEUIMOHHYIO 00pabOTKY BXOSAIIUX JOKYMEHTOB;

B) UCII0JIb30BAaHHUE CETEBBIX IPOTOKOJIOB;

I') yIpaBlieHHe nepeaayeii ndopmauu
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Kakue cyuecTBYIOT Bi/bl 0apbepoB o01enus?
a) MEXbSI3bIKOBBIC;

0) MUPOBO33PEHUYECKHUE;

B) MICUXOJIOTMYECKHE;+ T') COMAaTUYECKUE;

1) CoItMabHbIe;+

€) TeXHUYECKue;+

Ha xakoM 13 IaHHBIX NPUHLIMIIOB HEe MOKeT ObITH OCHOBAHO J/ieJIOBoe o01eHue?
a) 10OpOKETATEITHLHOCTS;

0) IOPSI0YHOCTH;

B) TAKTUYHOCT;

I') YBaKUTEIbHOCTB;

) STOU3M+

JTHYecKasi KaTeropusi, KOTOpasi IepelaerT MOPAJIbHYI0 HeO0XOAMMOCTb BbINOJHEHHSA
001IeCTBEHHO MOJIe3HbIX 00SI3aHHOCTeI:

a) 6maro;

0) mour;+

B) CHACTHE;

T') 4YeCTh

Bepﬂo JIU YTBEPKIACHUE, UYTO KOHKYPCHIHUA JIBUTA€CT €10, OPHECHTALIMA HA COTPYIHUIECCTBO
— YKpeILIsieT ero, a CTpeMJjieHne pa3iaBuTh KOHKYPEHTAa — YHHYTOXKaeT?

a) la+

0) Her

KoMmoHeHTBI, KOTOPbIe BKJIIOYAET B ce0sl KyJbTypa /1eJI0BOr0 00IIeHUs:
a) BCE OTBETHI BEPHBI;+

0) MCUXOJIOTHIO JICJIOBOTO OOIICHHS;

B) CITyKEOHBIN STUKET;

') TEXHUKY JICJIOBOTO OOIICHHS;

1) 3TUKY JIETIOBOTO OOIIEHUS

YTo U3 HUKe MePeYUCIeHHOT0 OTHOCUTCS K CTHJISIM pyKOBoAcTBA?
a) [lonmutrueckuit

0) JInGepanbHbIH+

B) /leMokpaTnyeckuii+

') ABTOpUTApPHBIA+

Y4yeHnue, HeHTPAJIBLHON NMPO0JIEMOH KOTOPOro ABJSIETCS 100PO M 3J10 HA3BIBAETCHA:
a) ITHKOM;

0) Mopablo;

B) HPaBCTBEHHOCTHIO.

Kakue 3j1eMeHTBI BXOAAT B CTPYKTYPY 3THKH?

a) HpaBbl — 00bIYAl - MOpaJIb;

0) UCTOpPUS AITUKH — TEOPHSI MOPAJIU - IPUKIIAHAS ITHUKA;

B) MOPaJIbHOE CO3HAHME — MOPAJIbHOE NOBeeHHe — MOPAJIbHbIe HOPMBI.
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JCTeTHKA KAK TYMAHUTApPHAasi HAyKa MPeInojiaraeT oco0blii crmocod NMOCTH:KEHUSI CBOEro
npeaMera Jepes;

a) palHOHAIU3ALHUIO Xy/10:KECTBEHHOT0 MHPa;

0) nepexuBaHue;

B) ONMCAHKHE MHUPA MIPU IIOMOIIY CUMBOJIOB.

JITHKA — ITO ...

a) HayKa, NpeIMeTOM KOTOPOii AABJISIETCS] MOPAJIb;

0) HayKa, MpeIMETOM KOTOPO SBIsieTCS OOIIECTBO;

B) HayKa, MPEIMETOM KOTOPOM SIBISIETCS. MEPOBO33PEHHE

IIpodeccuonanbHasi ITHKA OTHOCUTCH K ...
a) TEOPUU MOPaJIH;

0) HOpMaTUBHOM THKE;

B) NPUKJIAAHOM ITHKE

I'ymanucTuyeckasi 3THKA ...

a) BKJIFOUAET BHEIITHEE BIIMSHHUE HA YEJIOBEKA C TIO3UITUHU BJIACTH U CHIIBI;
0) cuMTaeT, YTO YeJIIOBEK HE MMEET CBOCH IIEHHOCTH;

B) pacCMAaTPHUBAaET YeJIOBEKA B TeJECHO-AYXOBHOM 1[eJIOCTHOCTH

ABTOpPUTAapHAs ITHKA ...

a) CUUTAET, YTO YEJIOBEK HE MMEET CBOEH IIEHHOCTH;

0) paccMaTpuBaeT YEJIOBEKa B TEJIECHO-TyXOBHOM I[EIOCTHOCTH;
B) CUMTAET, YTO 1LieJIb YeJI0BeKa — ObITH CAMHUM CO00i

IpuxkaagHas I TUKA BKJIOYAET ...
a) TEOPHI0O MOPAJIH;

0) STUKY JCII0OBOTO OOIICHHS;

B) HOPMATUBHYIO ATHKY

JlesioBoe 001LIeHME OCHOBBLIBAETCS HA 3HAHUSAX.
a) COILIMOJIOTHH;

0) MCUXO0JI0THH;

1) MEHE/DKMEHTA;

T') JIOTHKH;

K BepOasibHBIM cpeacTBaM 00IIEeHNSI OTHOCATCS
a) YCTHas peyb;

0) MUChbMEHHAs PEYb

B) yCTHAsl U MUCbMEHHAS PEYb;

I') FHTOHAIIMU TOJIoca.

Kakue 13 nepe4ncieHHBIX CPeACTB 00IEHUS OTHOCATCSH K HeBepOaIbHbIM?
a) JKeCTHI;

0) mo3bI;

B) MUMUKA;

) BCe NepevYucIeHHbIC;

1) BEIpaXKEHUE JInIIa.
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151 pe3yJIbTATHBHOIO IPOBeIeHMS /1eJIOBBIX BCTped, Oecell, IeperoBopos:
a) He00X0IMMO KOHTPOJIUPOBATH CBOU JBIKEHUS U MUMHUKY;

0) crapaTbcsi MHTEPIPETHPOBATH PEAKLIUHU TTAPTHEPA;

B) IOHUMAThH S3bIK HEBEPOATbHBIX KOMIIOHEHTOB OOIICHHUS;

) N0JIb30BATHCSI BCEMH BbIllIe NepeYHCJIeHHBIMH NYHKTaMH.

Konguukr —370:

a)0opb0Oa MHEHWIA;

0)crop, AUCKYCCHS TI0 OCTPOi mpobieme;

B)IIPOTUBOOOPCTBO HAa OCHOBE CTOJKHOBEHHS MPOTHBOIIOJIOXHO HAIPABJICHHBIX MOTHBOB HIIU
CY)KJICHUM;

I')COTIEPHUYECTBO, HAIIPABJICHHOE HA IOCTHKEHUE MTOOEIBI B CIIOPE;

A)CTOJTKHOBEHNE MPOTHBOMOJIOKHBIX MO3UIIHIA.

IIporuBoGOpCTBO — 3TO:

a) OTKPHITOE BBICKA3bIBAHNE HECOTIIACHS TI0 KAKOMY-JTHOO BOTIPOCY;
0) CTOJIKHOBEHHE UHTEPECOB;

B) HAHECEHME B3aUMHOTO yIepoa;

r) Oopbba MHEHHI;

) CONMEPHUYECTBO MO MOBOAY KAKOro-JIn00 mpeaMera.

JlyXoBHOE HJIM MEKINYHOCTHOE 001IeHHe — ITO BU/I O01IeHUsl, IPH KOTOPOM ...

a) YYUTBIBAIOT OCOOCHHOCTHM JIMYHOCTH TapTHEpPa, HO HMHTEPECH Jena Oernee 3HAYMMBI, YeM
BO3MOJKHBIE JINUHOCTHBIE PACXOXK/ICHNUS,

0) MOKHO 3aTPOHYTH JIIOOYI0 TEMY U Heo0s13aTeJIbHO NMPUOeraTb K MOMOIIM CJIOB;

B) TJIABHOE - U3BJIEYEHHE BHITOJbI OT COOECETHNKA C TOMOUIbIO Pa3HBIX IPHUEMOB

Kaxkue no3unumn coorBeTcTBYIOT 3()(peKTUBHOM 1€10BOM Oecene?

a) B Ipoliecce AeI0BOro 0OILIEeHUsI COOECeTHUK 3aHIAT CBOUMU MBICIISIMU, TTEPEKUBAHUSIMHU;

0) B xo/1e 00lIEeHUSI MAPTHEPY MPEAOCTABJISAETCH BO3MOKHOCTD MOJHOCTHIO M3JI0KUTH CBOIO
TOYKY 3peHHs] Ha peliaeMylo npoodJjemMy;

B) MApPTHEP CIBIIIUT TOJIBKO TO, YTO XOUET YCIBIIIATh;

I') B npoliiecce OOIIeHUs Ty4IIni TapTHEP TOT, KTO YMEET XOPOIIO TOBOPUTD;

1) Ty4IIUM COOECEHUKOM SIBJISIETCA TOT, KTO YMEET CIylIaTh;

KoMMyHMKAaTHBHASI CTOPOHA O0LIEHHS — 3TO ...
a) 00MeH NH(OPMALMHU MY JIOAbMM;

0) opraHu3anus B3auMOACUCTBUS MEXKIY JIIOJIbMU;
B) MIPOLIECC BOCIIPUATHSI IPYT Apyra napTHepamMu

IlepuenTHBHASI CTOPOHA OOIIEHHUS — ITO ...

a) 0OMeH HH(OPMALIUU MEXY JTIOIbMU;

0) opraHu3aius B3auMOACHCTBUS MEXIY JIIOJIbMU;
B) Mpolecc BOCHPUATHS APYT ApPyra napTHepamMu

HNHTepakTHBHASL CTOPOHA O0LEHHUS — ITO ...

a) 0OMeH uH(OPMALIUU MEXIY JTIOIbMU;

0) opranm3anusi B3auMoOJAeHCTBUS MEXKIY JHIbMH;
B) MIPOIIECC BOCTIPUATHS IPYT Apyra MmapTHepamMu
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Cucrema cj10B, BbIPa:KeHHH U MPABUJ UX COETMHEHUS — ITO ...
a) MHTOHAILIKS;

0) A13bIK;

B) MUMUKa

KoHduaukTHas cuTyanus — 310:

a) ciy4aiiHble CTOJIKHOBEHUS! HHTEPECOB CYOBEKTOB COLIMAIBHOIO B3aUMOJEHCTBHYS;

0) HaKonMBIIKeCS] NMPOTHBOpPEYHs, CBA3aHHbIE C JAEATEJbHOCTHI0 CYOBEKTOB COLUAIBLHOIO
B3aUMO/IeliCTBHSl, KOTOPbIE CO31AI0T MOYBY JIsl IPOTHBOOOPCTBA MKy HUMH;

B) IIPOLIECC MPOTUBOOOPCTBA MEKIY CyOBEKTaMU COLIMAIBLHOIO B3aMMOJICHCTBYSI, HallpaBJICHHBIN
Ha BBISICHEHUE OTHOIICHUI;

T') IpUYMHA KOH(IINKTA;

1) 9Tal pa3BUTHsI KOH(IUKTA.

IIpuynHa KOHQIUKTA — ITO:

a) IIPOTHUBOIIOJIOKHBIC MOTHBBI CY6’I)€KTOB COIIMaJIbHOTO B33HMO)ICfICTBH$I;

0) cTeueHne 0OCTOSTENBCTB, KOTOPHIE MPOSIBISIOT KOH(JIUKT;

B) sIBJIEHHA, COOBITHA, (PAKTHI, CHTYallUH, KOTOpPble MPeIUIeCTBYIOT KOH(JIMKTY H TPH
ONpeacJCeHHbIX YCIOBUAX MNEATECIbHOCTH Cyﬁ'beKTOB COIMAJIBbHOI0 B3aHMOHeﬁCTBHﬂ BBI3BIBAKOT
ero;

') HAKOMUBIINECS] TMPOTHBOPEUHNS, CBA3aHHBIE C JIEATEIBHOCTHIO CYOBEKTOB COLIMAIBHOTO
B3aUMO/ICHCTBUS, KOTOPbIE CO3/IAIOT TOYBY Ul PEaIbHOTO MPOTHUBOOOPCTBA MEXKTY HUMU;

1) TO, U3-32 Y€TO BO3HUKAET KOH(IIHKT.

To, n3-3a 4yero BO3HNKAaeT KOHPIUKT, — ITO:
a) MOTHBBI KOH(JIMKTA;

0) MO3UIMH KOH(MIUKTYIOITUX CTOPOH;

B) MpeaMeT KOH(JIMKTA;

') CTOPOHBI KOH(PIIUKTA;

1) oOpa3 KOH(PIUKTHOW CHTYaIuH.

O0pa3 KOH(IUKTHOM CUTYallMH — 3TO:

a) TO, U3-3a Yer0 BOSHUKAET KOH(IIHKT;

0) CYObEKTUBHOE OTpPa)KCHHE B CO3HAHUM CyOBEKTOB KOH(IMKTHOTO B3aMMOJCHUCTBUS IMpEAMETa
KOH(JIMKTA;

B) HCTUHHBIE BHYTPEHHHUE IMOOYIUTEIbHBIC CHJIbI, TOJITAIKHABAIOIINE CYOBEKT COIHMAIBHOTO
B3aUMOJICHCTBHUS K KOH(IIHKTY;

T') TO, O YeM 3asBIIAIOT IPYT APYry KOHGIUKTYIOUIUE CTOPOHBI;

A) CyObeKTHBHOE OTpPa’keHHEe B CO3HAHUH CYOBEKTOB KOH(IMKTHOIO B3aUMOJEHCTBUS
nejeil KoHQIUKTA.

HNHnuaeHT — 310:

a) cTevyeHHe 00CTOSATETbCTB, ABISIIOIUXCS MOBOAOM /ISl KOH(JIMKTA;

0) UCTUHHAs PUYMHA KOH(IINKTA;

B) HAKOTIMBIIIMECS NPOTUBOPEYHS, CBSA3aHHBIE C JIEATEIBHOCTBIO CYOBEKTOB COIMATbHOTO
B3aUMOJICHCTBHS, KOTOPBIE CO3JAI0T TIOYBY UISl pEalIbHOTO MPOTHBOOOPCTBA MEXK Ty HUMU;

T') TO, U3-32 YeTO BO3HUKACT KOH(]IIHKT;

1) He0OX0IMMOE YCIIOBHUE KOH(DIUKTA.

CTopoHBI KOH(PIUKTA — ITO:
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a) cy0ObeKThI CONMATBLHOIO B3aUMO/EHCTBHUS, HAXOASIINECS B COCTOSIHUUM KOH(IMKTA WIH
NO/I/IePKUBAKOIIUE (IBHO UM HESABHO) KOH(IMKTYIOIINX;

0) TOJILKO CyOBEKTHI COITMAILHOTO B3aUMOICHCTBUS, HAXOAAIIUECS B COCTOSITHUM KOH(DIUKTA;

B) KOHKPCTHBIC JIMYHOCTHU, HAXOAAMUCCA B COCTOSIHUA KOH(bHI/IKTa;

F) CYGLCKTBI COUAJIBHOT'O B3aHMOHCﬁCTBHH, HaxXogsamuecss B COCTOSIHUU KOH(bJII/IKTa 1 MOCPCIHUK
(Meauarop);

1) KOH(IIUKTYIOIIHE CTOPOHBI B IEPETOBOPHOM ITPOIIECCE TI0 Pa3pEIICHUIO KOH(INKTA.

IIpoBoass kaapoBylo Oecely, PYKOBOAWTEIb /A0JKeH YYUTHIBATH THNUYHBbIE 4YePThl
XapakTepa cBoero codecelHUKa, KOTOPbIe 110 — Pa3HOMY NPOSABJSIOTCH B OTHOIICHUH K:

a) CBOEMY KOJIJICKTHUBY

0) neay

B) MOJIUTHKE

I') HCKYCCTBY

IIpu npueme Ha padoTy B KaJPOBOii Oecelle OLEHMBAIOT MPETEHIEHTA T0:
a) YMEHHUIO CTIOPUTH

0) CMOCOOHOCTH K O0IIIEHUIO0

B) BHEIIHEMY BUY

') HEBHUMATEIHbHOCTH K TOBOPSIIEMY

Nudopmanus 3to

1. COOOIIIEHUS, HAXOAIINECS B TAMSTH KOMITBIOTEPA;

2. COOOIIEHUS, HAXOIANNECS B XPAHUIUIIAX TAHHBIX;

3. npeaBapuTebHO 00padOTaAHHbIE JaHHbIE, TOHbIE I MPUHATHA YIPABJIEHYECKUX
peleHuii;

4, cooOrmieHus1, 3apUKCHPOBaHHBIC HA MATUHHBIX HOCUTEIAX.

NudopmanmoHHast TEXHOJIOTHSA ITO
COBOKYIHOCTh TEXHUYECKUX CPEJCTB.
COBOKYIHOCTB MPOTPAMMHBIX CPECTB.
COBOKYITHOCTh OPraHU3allMOHHBIX CPE/ICTB.
MHoxecTBO HHPOPMAIIMOHHBIX PECYPCOB.
5. CoBOKYNIHOCTH omepanuii mo coopy, oopadoTke, nmeperayd M XpaHEHHUI0 JTAHHBIX C
HCII0JIb30BAHMEM METO0B M CPeICTB ABTOMATH3ALMU.

el N =

Ykaxute QyHKIUM 3J1eKTPOHHOI0 JOKYMEHT0000pOTa

1. Pemenue npukiaaHeIx 3agad.

2. XpaHeHHe 3JIeKTPOHHBIX IOKYMEHTOB B apXHBe.

3. ITouck 3/1eKTPOHHBIX JOKYMEHTOB B apXUBe.

4. Opranuzanus pelmeHus TpaH3aKIMOHHBIX 3a1a4.

5. MapumpyTu3zanus 4 nepegada J10KyMeHTOB B CTPYKTYPHbIe IOApPa3ae/IeHH.

6. MOHUTOPUHT BbINOJHEHUSA PACIIOPAKEHUM.

7. Opranuzanus pemeHns aHATUTHYECKUX 3a1a4.

YkaxuTe rJ1aBHyI0 0COO€HHOCTb 023 JTaHHBIX

1. OpueHTanus Ha niepefady JaHHbIX.

2. OpueHTanusi Ha ONEPATHMBHYI0 00pa0OTKY AaHHBIX H PpadoTy ¢ KOHEYHBIM
M0JIb30BaTeJIeM.

3. OpueHTanus Ha HHTEIUIEKTYaIbHYI0 00pabOTKY JaHHBIX.
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4. OpueHTanus Ha MPeJOCTaBICHUE aHATUTHIECKON HH(POpMAIIHH.

Ykakure rNiaBHYIO 0CO0EHHOCTD XpaHWINI JaHHBIX

1. OpueHTanus Ha onepaTuBHY0 00pabOTKY JaHHBIX.

2 OpueHTanusi HA AHAINTHYECKYI0 00pPa0dOTKY JaHHBIX.
3. OpueHTanus Ha UHTEPAKTUBHYIO 00pabOTKY JaHHBIX.

4 OpueHTalus Ha MHTErPUPOBAHHYIO 00Pa0OTKY JaHHBIX.

Kareropusi cekperepeii, 3aHUMAIOMIMXCSI PUEMOM TeJie)OHHBIX 3BOHKOB M COOOIIEHU I
-cekperapb oduca

-Y4EHBIN CeKpeTaph

+cekpeTaphb Ha TejiepoHe

-CeKpeTaphb KOJIJICTHH

CrnenpaiuctT He TOJBKO B 00JACTH CEKPETApCKOro Jienia, HO U B cepe OCHOBHOU NIEATETHLHOCTH
OpraHW3aIi¥, OH TOTOBUT PEIICHHUS, TOKJIAbI, OTYETHI, BRICTYILICHUS PYKOBOJAUTEIIO U T. 1.

-CEeKpeTaph MPUEMHOE

+cexperapb-pedepeHT

-CEKpeTaph CTPYKTYPHOTO MOpa3IesICHH

-JINYHBIN CEKpeTaph

Ha3zoBuTe OCHOBHBbIE KATErOPUM CeKpeTapei
+ceperapb NpUeMHOI

+cexperapb oduca

+JIHYHBIA ceKpeTaphb

+cexperapb-pedepeHT
-CEKpETapb-pPYKOBOAUTENH

+TeXHUYeCKNil ceKkpeTaphb

Bce 00s13aHHOCTH cekpeTapsi MOKHO Pa3/leJIMTh HA 2 OCHOBHbIE TPYNIIbI:
+(GyHKUIHH 10 JOKYMEHTAIIHOHHOMY 00ecTedeHHI0 YITpaBJIeH sl

+(yHKIMMHU 110 0€3T0KYMEHTAPHOMY 00CIyKUBAHUIO

- YHKIIUHU 110 aAMUHUCTPATHBHO-TIPABOBOMY O00ECIICUEHHUIO IeATEILHOCTH OpraHUu3aI|H

HazoBuTe JOKYyMEHTBI, COCTaBIISIIOIIME MPABOBYIO OCHOBY ACSATEIBHOCTH CEKpeTaps
+Koncruryuus PO

-Hasorossiil koziekc

+TpynoBoii koxekc

+OHOBBI 32aKOHO/AATEJILCTBA 00 OXpaHe TPyaa

-Hamorosoi kojzekc

Hay4yHo-TexHHUYecKasi, KOMMeEpPYeECKasi, OPraHN3ANHOHHAS WJM WHAS HCHOJb3yeMasi B
npeInpUHUMATECKOH JeATeJbHOCTH uHHopManus, KoTopas o00Jagaer peajbHOl WM
MOTEHIHAJbHOI JKOHOMHUYECKOH LIEHHOCTbIO 1 He SIBJIsIETCS 00Ien3BeCTHOMH — JTO....

KOMMeEpUecKas TalHa

Kakne xoMmnoHneHThI BKJIO4aeT cxema 711?

+IpUBECTBUE

+mpoianue

+I10ABEACHUE UTOTOB
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+IIPU3HATEIBHOCTD
+IIpUYnHa

+mpobiema

-IIPOEKT

-IIOSICHEHHE

+IpeacTaBICHUC

Pacnosioxkure B npaBWJILHOI N0CJI€10BATEJILHOCTH Bee dj1eMeHbl cxeMbl 711
7npolianue

InpuBeTcTBUE

4npobnema

SnoaBEEHHUE UTOTOB

3npuynHa

6TIPU3HATEITLHOCTD

2npencTaBieHue

OntumajbHasi NPOI0J/LKUTENbHOCTD /1€JI0BOT0 Tejie)OHHOT0 pa3roBopa:
-2 MUH
-3 MuH
+4 MuH
-5 MuH

IIpuem noceruTeJieil yCJ10BHO MOKHO Pa3/ieIUTh HA CJIeAyIOIe BUAbI:
+HIIpUeM 110 TEKYIIUM BOIIpocaM

-TIpyUeM IO OTIepaTUBHBIM BOIIPOCaM

+IpUEM MO JIUYHBIM BOIIPOCaM

+1IpueM MOCETUTENEN U3 IPYrux OpraHu3aui

+1pueM KOMaHIWPOBAHHBIX PAOOTHUKOB

+mpueM neneranuia

-TIpHUEeM IO aKTyaJIbHbIM BOIIPOCAaM

B kakoii 1okyMeHTe cekpeTapb (pukcupyeT HHGOPMAIIHIO O TPpUeMe MoceTHTe el ?
+IKypHAaAI

-KHUTa

-IIPOTOKOJI

-perucTpaMoHHas KapTouka

CBox HOPM HW mNpaBWJ HauOoJiee MeJecO00Pa3HOr0 TMOBeJeHHsl, KOTOpPOe T0JKHO
CIoCOo0CTBOBATDH JOCTHKEHHIO YCIeXa B /1eJIOBbIX OTHOIIEHUSIX
EJOBOM DTUKET

Ha3zoBure ocHoBHbIe CD/Jl, ncnoJib3yemMble ceKpeTapeM B /1eJ10NPOU3BOACTBE
+]leno

+EBdpar-10kyMeHTO000pOT

-Outlook

-Lotus Organizer

B kakoM Beke MOSIBHJIACH NOJIKHOCTH ceKperapsi?

+B 18 Beke
-B 19 Beke
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-B 15 Beke
-B 20 Beke

OCHOBHBIM J10KYMEHTOM, PerjJaMeHTHPYIOULINC COCTaB M 00beM 00siI3aHHOCTeH ceKkpeTapsi
SIBJISIETCS:

-ycTaB

-TI0JIO’KEHUE

+10JI2KHOCTHAS HHCTPYKIUS

-IITaTHOE paclucaHue

Ilepenaya nmoguYMHEHHOMY 321244 € MPABOM NPUHATHS PellleHHs] U OTBETCTBEHHOCTH 3a ee
BBIIIOJIHEHHE, — ITO...

+aejierupoBanue

-IeLIEHTpaIn3anus

-[IOpy4YEHUE

Hopmbl BpeMeHr MOTYT ObITh HCIOJIb30BaHbI JIJIS1 ONpe/ieIeHUs

-TOJIOBOM TPYIOEMKOCTH paboOT MO0 JOKYMEHTAIIMOHHOMY OOECIEUEHHUIO0 YIPAaBICHUYECKUX
CTPYKTYP

+pacyera HOPMATHMBHOW UYMCJIEHHOCTHM PAa0OTHUKOB, BbINOJHAKIIUX PadoThl 1O
AOKYMEHTAIIMOHHOMY 00eCle4eHUI0 YIIPABJIeHYECKUX CTPYKTYP

PeriiameHTMpOBAHHAsT YHCJEHHOCTh Pa0OTHHMKOB OMNpeeJeHHOro MNpogeccuoHaIbHO-
KBAIN(PUKAIMOHHOIO COCTaBa, HeoOXoAuMasi JJisi KAYeCTBEHHOr0 BBLINOJHEHHS TOW HJIM HHOM
(GyHKIUM B onpeie/IeHHBIX OPraHU3ANUOHHO-TEXHUYECKHUX YCI0BUAX, — ITO ...

+HOPMATHB YMCJICHHOCTH

-HOPMBI YIIPaBJIIEMOCTH

-HOPMBI BBIPAOOTKH

MaxkcumanbHO€ YUCII0 paOOTHUKOB, IO JUYUHEHHBIX OJJTHOMY PYKOBOJAUTENIO, — ATO ..
-HOpPMAaTHUB YUCIEHHOCTH

-HOPMBI BBIPaOOTKH

+HOPMBI YIIPABJISAEMOCTH

O0bem padoT (KOJIMYECTBO [OKYMEHTOB), KOTOPbIii J0J5KeH ObITh BbINOJHEH 3a
onpe/ieJIeHHbIN 0TPe30K BpeMeHH (4ac, CMEHY), — 3TO ...

-HOPMAaTHB YHUCIECHHOCTH

-HOPMBI YITPaBJIsSAEMOCTH

+HOpMBI BHIPA0OTKH

Hopmb! BEIpabOTKH IPUMEHSIOTCS

-I7s. HOPMHUPOBAHUS TpyJa U pacyeTa YHCIEHHOCTH OCHOBHBIX pPabOYMX-MHOTOCTAHOYHHKOB
-7 pacyeTa YUCICHHOCTH pabOTaloNINX, TUIAHUPOBAHHUS TMPOU3BOIUTENLHOCTH TPYAd, OpraHU3aIlluu
3apabOTHOM MIaThl

+npu  ydere TpPyAOEMKOCTH PadoT M0 OOCHY:KMBAHHMI0O €IWHUIBI 000pPyIOBAHMS
NPOM3BOACTBEHHBIX IUIOIIAeH B TeYeHHE ONpeIeJIeHHOT0 epuoaa

Iox pa6oyum MeCTOM CJIy KAIIero MOHUMAeTCsl

-IIPOCTPAHCTBO, B MpeJeiax KOTOpOro pabOTHHK, HE MEPEMEIIasiCh, BBITIOIHSICT BO3JI0KEHHYIO Ha
HEro paboTy
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+30Ha TPYJOBO# JIEATEILHOCTH paOOTHUKA, OCHAIICHHAS! HEOOXOJMMBIMU CPEIICTBAMU TPYIa

- OmHcaHMe OCOOCHHOCTEH OmpeneleHHOM mpodecchH, pacKpbIBalOIlee COAEpIKAaHHE
poheccCHOHATBHOTO Tpyaa

-4aCThb MMOMCIICHHA, B KOTOPOM COBCPIIACTCA TPyaAOBaA ACATCIILHOCTD

PexxuM Tpyaa u oTabIXa — 3TO

+yCTaHOBJIEHHBIN B OpraHU3AlMK PACTIOPAJIOK, PErJIAMEHTUPYIOIINI ONPEeAeIEHHOE YepeIOBaHIE
BPEMEHH palOTHI U OT/IbIXa COTPYAHUKOB

-IIpaBuJIa BHYTPEHHETO TPYIOBOTO pacropsiika

-HOpPMAaTHUBBI BpPEMEHH, TIPEAHA3HAYCHHBIC JIJIs1 pacueTa MTaTHOW YUIICHHOCTH

IIpomo/KNTEIBLHOCTh  HENpPepbIBHOW  padoThl  cekperapsi ¢ KOMIbIoTepoM  0e3
perjiaMeHTHPOBAHHOIO NMePepbiBa He J0/KHA NMPeBbINATH

+2 yaca

-3 yaca

-4 yaca

Cekperapb pPyKOBOJIUTEJISI OTHOCUTCS K KaTeropuu
-pYKOBOIUTEINA

+CIICIIUAIUCTEI

-TEXHUYECKHE UCIIOJIHUTEIIN

OO01epoccHiicCKUM JOKYMEHTOM, PerjiaMeHTHPYIOIIUM KBAJIH(PUKALMOHHbIC TPeOOBaHUA K
ceKpeTapsim, siBJIsIeTCs

-TpynoBoii kogexkc PO

+O0mepoccuiickuii kiaaccupukarop npodeccuii padbouux, TODKHOCTEH CIY)KaIUX U Tapu(DHBIX
paspsaoB

-OO01mepoCCUCKIUM  JIOKYMEHTOM, PETJIaMEHTHUPYIONIUM KBIM(PUKAIIMOHHBIE TPEOOBAHUSI K
CeKpeTapsiM, SBISETCS

KpaindukanmuoHHble XapaKTePUCTUKH MOI'YT

-IIPUMEHSATHCS B KAU€CTBE HOPMATUBHBIX IOKYMEHTOB MPSAMOTO ACHCTBUS
+CIY’)KUTh OCHOBOM ISl pa3paOOTKU JOJKHOCTHBIX HHCTPYKIIUH
[ToMOIIHUK PYKOBOJUTEIS OTHOCUTCS K KATETOPUH

-PYKOBOIUTEIHN

+CHEeIaIUCTHI

-TeXHUYECKHUE UCIIOJTHUTEIN

Ha kakue xkareropuu kjaaccuGpuumupyroTcs ciay:xammue?

-PYKOBOJUTEIH, CIICHMAIMCThI, TEXHUYECKUE CIIECIIUATUCThI
+pYKOBOIUTENH, CIICIIHAIMCThI, HHCTICKTOPBI, BCIOMOTaTeIbHbIC PAOOTHUKHU
-PYKOBOJUTEIH, CIICLIUATUCThI, HHCIIEKTOPbI

VYipaBieHue nepcoHagoM

Opranusanus — 310

+rpynmna Jiojei, AeiTeJIbHOCTh KOTOPBIX CO3HATEIbHO KOOPAMHHUPYETCS AJsl TO0CTHKEHUs
o0Ieil meau

-mobasi b deKkTuBHas opraHu3alys He3aBUCUMO OT (OPMBI COOCTBEHHOCTH, OpPraHU3AIOHHO-
MPaBoBOM (POPMBI M OTPACIEBON MPUHAICKHOCTH
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-COBOKYIIHOCTb BCCX COTPYAHHUKOB OpraHu3alyvv, JIMYHBIM TpPpyAOM YYaCTBYHOIIUX B CC
JACATCIBHOCTH

Jasi 0003HAYeHHs] COBOKYNHOCTH BCeX COTPYJIHUKOB OPraHW3aliH, JUYHBIM TPYAOM
YYACTBYOIIMX B ee /AeAATeJbHOCTH, B COBPEMEHHOH JiMTepaTrype HCIHOJb3YITCH CJelyIolme
TePMHUHBI:

+Kaapbl

+KaJApOBBIN MOTEHIINAT

+YEeJI0BEYECKUE PECYPCHI

+repcoHaln

+4eJI0OBEUECKUI KanuTal

-Ipynia Jroaeu

+TPYIAOBBIE PECYPCHI

-OPraHu3alMOHHBIN NOTEHIAAI

Hpouecc HUCI0JIB30BAHUSA HHAUBUAYYMOB (COpr}IHHKOB) JUIS1 MOCTH KEHUA 1ejieil KOMIIaHUU
- 3TO...
YIpaBJICHUC YCTTOBCUCCKUMU pECYypCaMH

B coorBercTBUM ¢ 0230B0H KiIaccupUKanMeldl EPCOHATA BbIICISETCH:
+MpOM3BOICTBEHHBIN TTepcoHal (paboumne)
-PYKOBOISIINH ITepCcOoHA (YITPaBIISIOIINC)
+ympaBiaeHYECKUH TTepCOHAI (CITyXKaIue)

CoBOKYNHOCTH TPOLECCOB AHAJM3Aa TPYAOBBIX ONepaluii, MJIAHUPOBAHHUS YeJ0BeYeCKHX
pecypcoB, moadopa u 0TOOpa KaaApoB - ITO...
KaJapoBoe obOecrieueHne

CoOBOKYNHOCTh TIPOLECCOB IJAHMPOBAHMSA Kapbepbl, 00y4eHHUs] COTPYJAHUKOB, OLIEHKA
pe3yJIbTAaTOB AeATEJbHOCTH COTPYAHUKOB — 3TO
pa3BUTHE YEIIOBEUYECKUX PECYPCOB

CoBOKYNHOCTH IPOLECCOB MOTHBALMM M CTUMYJIMPOBAHUS TPYAA COTPYAHUKOB - ITO...
-II0OIIPEHUE

+BO3HArpakJIcHUE

-TIOpHUIIaHKE

CoBOKYNHOCTH TMIpoOLECCOB oO0ecrneYeHUs] HOPMAJIBHBIX YCJIOBHI Tpyaa: coOJi0ieHHne
TpeOOBAHMI1 IPrOHOMMKH, OXPAHbI TPY/AA U OKPY:KalouleH cpeabl — 3TO

+o0ecreuenne 0€30MaACHOCTH TPY/JA M 310POBbS COTPYAHUKOB

-OCYIIECTBJIIEHUE PETYIUPOBAHUS TPYJOBbIX OTHOLLICHUN

-pa3BUTHE YEJIOBEUECKUX PECYPCOB

-CUCTEMA MOOLIPEHUN

Jo/kHOCTHOE JIMIIO WM CTPYKTYPHOE IOApAa3JieiecHHe OpPraHu3aluu, SBJISIOLIHECs
HOCUTEJIIMHU (PYHKIUH YIIPABJICHHUS TEPCOHAJIOM - 3TO...

+cy0ObeKT ynpaBJieHHs YeJI0BeYeCKMMH pecypcamMmu

-00BEKT YIIPABJICHHUS YEIOBEUYSCCKUMH PECypCaMu

-IIPEAMET YIPABJIEHUS YEJIOBEYECKUMU PECYPCAMU

-CTPYKTYypa YIIPABJICHUS YEJIOBEUECKUMH PECYPCAMU
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Buabl cy0beKTOB ynpaBjieHHs IEPCOHATIOM:

-CTPYKTPYPHBIE TTOAPA3AEIECHUSA OPraHU3aluu

+MEHEKED 10 IEPCOHAILY, OTAEI KaApOB, YIIPaBICHUE KaIpOB

+ayTCOpCHHT

+IIMHENHbBIE PYKOBOUTEIN

+IIEHTPBI OTBETCTBEHHOCTH: IIEHTPHI 3aTPaT, IIEHTPHI JOXO0I0B, IEHTPHI MPUOBLITH
-MaTEPUAIIBHO-TEXHUYECKHUE LIEHTPBI

JokyMeHT, B KOTOPOM coo0maercss HHpopManusi OTHOCHUTEJHLHO pPadovYux 3aJaHMid,
00s13aHHOCTEH M OTBETCTBEHHOCTH, CBA3aHHBIX C KOHKPETHOI J0I2KHOCTHIO

-yCTaB OpraHu3aiu

+101°KHOCTHASI MHCTPYKIHUA

-IITaTHAS YHCICHHOCTh

-IITaTHOE paclucaHue

YBoJiIbHeHHe Pa0OTHUKOB, MO0 MNPUYUHAM, He CBS3aHHBIM C MPOU3BOJACTBEHHOI
HEO0XO0IMMOCTHIO: M0 COOCTBEHHOMY KeJIAHUIO0, 32 HAPYIIeHHe TPYA0BOI IMCUMIIIUHBI U T.]I.

+TeKy4ecTh KaJApoB

-KaJIpOBBI€ IIEPECTAHOBKHU

-IUTaHUPOBAHUE IPEEMCTBEHHOCTH

OcHoBHOe HampaB/ieHHe JeTeJIbHOCTH, KOTOpPOe BbIOMPAaeT 4esIOBeK C 1eJbl0 CJIeJ0BaTh
eMy HA MPOTHAKEHUH BCeil CBOeH TPYI0BOM KU3HHU - ITO...

-KapbEepHBIN MyTh

+Kapbepa

-IUTAHUPOBAHKUE Kapbepbl

-TPYJOYCTPOMCTBO

Kaxkue BUIbI IVIAHUPOBAHMS Kapbepbl CYyIIECTBYHOT?
+HUHIAMBHIYaJIbHOE IUIAHUPOBAHNE Kapbepbl
-CaMOCTOSTEIBHOC TUIAaHUPOBAHKUE KaphePhl
+OopraHn3alMoOHHOE TUIAHUPOBAHUE KapbePhl
-KOPIOPAaTUBHOE TJIAHUPOBAHKE KaphEPhl

OpunuajabHBId  NOAX0, MCHO0Jb3YeMblii OpraHu3amueii, 4YToO0bI TOMOraTh CBOHM
COTPYAHMKAM NPHOOpPETaTh ONBLIT W HABBLIKH, HEOOXOAHMBbIE IJIs1 BBINOJHEHHS] HACTOsSIIeH u
Oyayuieid padoTsl - 3TO...

pa3BUTHE KapbePhI

IIpucnocodieHue U MOCTeNeHHOEe BXOKIeHHe Pa0O0THMKA B NPOU3BOJACTBEHHbIE YCJIOBHS,
XapakTepHbIe JJIsl OPraHu3aluu-padoToaaTelIsi - 3TO...

-IICUXOJIOTHYECKAs aJanTalys

-collMaIbHAs aJanTaliys

+TpyaoBasi aanTarus

-npodeccoHaIbHas aJanTaius

Ona BBIPAYKACTCH B ONIPCACICHHOM YPOBHEC OBJAACHUSA HpO(I)eCCI/IOHaJIBHLIMI/l HaBbIKaAMH U

YMEHHSIMH, B OPMHPOBAHMH HEKOTOPBIX NPOPeCCHOHAIBLHO HEOOXOAUMBIX KAa4eCTB JIMYHOCTH, B
Pa3BUTHH YCTOMYHUBOIO MOJIOKUTEIHHOI0 OTHOLICHUSI PAa00THHKA K cBOeill npodeccun
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-TpyAOBas afganTarus
+npodeccuoHaAIbHASA aganTanus
-COIMAILHO-TICUXOJIOTHYCCKAs adanTalus
-IICUXOJIOTHYECKAS aJlalTallis

Komnanus, koTopasi co31aeT yCJOBHS JIJIsl MOJYYeHHS COTPYIHMKAMHM HABBIKOB U YMEHUI
HCI0JIb30BAHNS HAKOMJIEHHBIX TEOPEeTHYECKHUX 3HAHUN B HX MPAKTHYECKOH 1eATEeJIBLHOCTH - 3TO...

-IIpenynpexaariee 0oyaeHue

+o0yuaromasicsi OpraHu3anus

-KpHU3UCHOE 00yUeHne

-TI0JIep>KUBarollee 00ydyeHue

CoOlecenoBanue 1o pe3y/jbTaraM OLEHKH 1eITeJIbHOCTH COTPYIHHUKOB - 3TO...

OlIeHOYHOEe HHTEPBbIO

@DakTophl, BAUSIOLIME HA IPOLECC OLIEHKU PE3YIbTATOB JIEATEIBHOCTH COTPYIHUKOB, MOTYT OBIThH
-(hakTOpaMu KOPIIOPATUBHOMN KYIbTYpPhI

+daxTopamu BHEIIHEN Cpebl

+dakTopamu BHyTpEeHHEN Cpepl

-(aKTOpaMu OLIEHKH pe3yJbTaTOB JEATEIbHOCTH

IIpu oumenke moaxoaa K (OPMUPOBAHMI0O CHCTEMbl BO3HArpaKIeHHUsl  CJeayeT
paccMaTpuBaTh CJEAYIOIIHMEe ACNEeKThI CIIPAaBeAJIMBOCTH.

+BHEIIHIOI0 CIIPaBEIJINBOCTDH

+UHAUBHUAYAJIBHYIO CIIPABEAJIMBOCTH

-nipo(hecCHOHATIbHYIO CITPABENTUBOCTh

-MAacCCOBYIO CITPABENTUBOCTD

+BHYTPEHHIOIO CIIPaBENINBOCTh

+IrpynmnoByI0 cripaBeJIuiBOCTh

Pabora, He oTaMYalomasicsl CJ0KHOCTHLIO BBINMOJIHEHHS, He TPeOyolas 0COObLIX 3HAHHIA,
HABBIKOB, ONbITA H MPEABAPUTEIHLHOI0 MPO(eCCHOHATIBLHOI0 00YUYEHHUS - ITO...

-KBaJTM(DUITUPOBAHHBIN TPY/I

+HekBaJIM(PUIMPOBAHHBIH TPYA

-CIeHalIbHas TPYI0CIOCOOHOCTh

-npodeccruoHabHas TPYI0CIIOCOOHOCTh

VI. PEKOMEHAYEMAS JIUTEPATYPA JJIS ITIOAT'OTOBKU K
MEXJINCIUIIJINHAPHOMY UTOI'OBOMY TECTUPOBAHUIO

1. Kombiikuna, T.b. JlenoBas kyneTypa: ydeOHOe MMocoOHe Ui CpeaHero mnpoQeccruoHalIbHOTO
obpazoBanus / T. b. Koneinkuna, U. B. lllyctuna. — 3-e uzn., ucop. u gomn. — Mocksa : M3aarenscTBo
HOpaiit, 2023. — 145 ¢. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-15388-0. — Teker :
anekTpoHHbIN // Obpa3zoBatenbHas maatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/.

2. Kagpran, B.B. JlenoBas »Tuka: y4eOHMK M TNPAKTUKyM JUISI CPEAHEro MNpo(ecCHOHATBHOTO
oOpazoBanus / B. B. Kadran, JI. U. Yepnsimoa. — MockBa : MU3narensctBo HOpaiit, 2023. — 301 c. —
(ITpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-03916-0. — TekcT : »neKTpoHHBIN //
Oo6pasoBatenpHast mwardpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/512059.

8.2. lonostHuTEIBLHASA y4eOHas UTEpaTypa

1. Kopnees, U. K. JlokymeHTanmoHHOE 0OecrieueHue yrpaBieHus : y4eOHUK U MIPAKTUKYM JUIS CPETHETO
npocgeccuonansHoro obpazoBanusi/ U. K. Kopuees, A. B. ITmenko, B. A. Mamypres. — 2-e wu3f.,
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nepepadb. u jgonm. — Mocksa: WM3marensctBo HOpaiit, 2023. — 384 c.— (IIpodeccnonansuoe
obpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr : snexTpoHHbIH // Obpa3oBarenbHas miardpopma
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/514640.

2. KazakeBuy, T.A. JlokyMeHTallMOHHOE OOECIEYCHHUE YNpPABICHUS : YYCOHUK M TPAKTHKYM IS
cpennero mnpodeccuoHanbHOoTo OOpaszoBanus / T. A. KazakeBuu, A. U. Tkanua. — 2-¢ u3A., HCOp. H
norm. — Mocksa : M3garensctBo FOpaiit, 2023. — 177 ¢. — (IIpodeccuonanvHoe o0Opa3oBaHue). —
ISBN 978-5-534-06291-5. — Texkcr : anexrponnsiii / O6pasoBarensHas miardgopma KOpaiT [calT]. —
URL: https://urait.ru/bcode/513745.

3. KysuenoB, W.H. [lokymeHranmuonHoe oOecriedyeHne ympaBieHHs. JIOKyMeHTOOOOpOT W
JCJONMPOM3BOJICTBO | YY4COHMK UM MPAaKTHKYM [UIsi CPEOHEro mpoecCHOHaNIbHOro o0pa3oBaHus /
. H. Ky3nenoB. — 4-e u3z., nepepad. u mom. — Mocksa : M3garensctBo HOpaiit, 2023. — 545 ¢. —
(ITpodeccuonansuoe obOpazoanue). — ISBN 978-5-534-16004-8. — Tekct : drIeKTpOHHBIH //
OopazoBarenbHas wiathopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/523613.

Pecypcol ceTu HHTEpHET

https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/1
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/2
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/4
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/6
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