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1.OBIIME MMOJIOKEHUSA
[TosicHuTenpHas 3anucKa
K OCHOBHOH Mporpamme mpogeCCHOHATBHOT0 00yIeHUS —
nporpamme npo¢ecCUOHaIbHONU MOATOTOBKHU IO JTOJIKHOCTHU CIIY>KAIETo
«AJIMUHUCTPATOP»

OcHoBHas nporpamMma poeCcCHOHAIBHOTO 00y4YeHHS — IporpaMMma mpodhecCruoHaIbHON
MOJTOTOBKH IO JOJDKHOCTH CITYXKAIIEeTro «AIMUHUCTpATOp» (Jaee - mporpaMmma) papadoraHa B
cootBercTBUU ¢ DenepanpbHbiM 3akoHOM OT 29.12.2012 No 273-®3 «O06 oOpazoBaHuu B
Poccuiickoit @enepanumn», npukazomM Munucrepersa npocsemieHuss PO or 26.08.2020 Ne 438
«O0 yrBepxkaenuu [lopsiika opranu3aliii ¥ OCYIIECTBIIEHUS 00pa30BaTEIbHON AEATEIbHOCTU
M0 OCHOBHBIM MporpaMmaMm MpodeccCHOHAILHOTO O0y4YeHUs» W TpuKazoM MUHHUCTEPCTBA
[Tpoceemenuss PO ot 14.07.2023 Ne 534 «O6 yrBepxnenun Ilepeuns mpodeccuit pabounx,
JOJKHOCTEH CITy’KaluX, IO KOTOPBIM OCYIIECTBIIIETCS MPO(HEeCCHOHATLHOE 00YUCHHEY.

PabGouast mporpamma pa3paboTraHa Ha OCHOBE MPOQPECCHOHAIBHOTO CTaHAapTa
«Crenuanuct 1Mo OpraHU3alMOHHOMY H JOKYMEHTAI[MOHHOMY OOECIICUEHUIO YIPaBIICHUS
OpraHu3aIMen», yTBEpKAEHHOTO NPUKa3oM MUHUCTEPCTBA TPYAa U COUAIBHOM 3auThl PO OoT
15 uronsa 2020 Ne 333n «O0 yTBepkIeHHH TpoQeccHoHanbHOro crannapra «Crernuanict 1o
OpPraHU3aIMIOHHOMY U JTOKYMEHTAIIHOHHOMY OOECIIEUeHUIO YIPaBIECHUS OpraHu3aIfein.

[IporpamMma peanusyeTcss ¢ MPUMEHEHHEM HCKIIOUUTEIBHO AJIEKTPOHHOTO OOYYCHHS,
JTUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTUH.

Hear mporpammbl:  (dopmupoBanwe y  oOydarommxcs  npodecCHOHATBHBIX
KOMIIETEHIINM, 00eCeurBaOIINX BBIIIOJHEHUE HOBOTO BHJIa MPOPECCHOHATBHON AEATeIbHOCTH
B o0jacT  OpraHU3allMOHHOTO W  JIOKYMEHTAIIMOHHOTO  OOECICYeHHS  YIpaBIICHUs
OpraHu3aIMsIMUA  JIFOOBIX  OPraHU3aIMOHHO-TIPABOBBIX  (opMm, TpuHOOpeTeHHe  HOBOWU
KBaJTM(HUKAIMY TI0 TPOPEecCuu «AIMUHUCTPATOPY.

3agaun  00y4yeHUsi: aThb OOy4YalOIMMUMCS HEOOXOAWMBIM YpOBEHb 3HAHWMA IS
OpPTaHHU3AIMOHHOTO OOECTICUeHUsI ACSITENFHOCTH OpPraHW3alliud M O0ECIEeYeHHS AeATeIbHOCTH
PYKOBOJUTEIS OpraHU3aI1u.

TpebdoBanus k 00y4yarIUMCS: JTHIIA, UMEIONINE, CpeiHee olIee 00pa3oBaHue, a TAKKe
JUIa, HE WMEIOIINE OCHOBHOTO OOINETO WJIM CPEIHEro OOIIero 0Opa3oBaHUs, BKIIIOYAS JIUI] C
OTPaHHYEHHBIMHA BO3MOKHOCTSIMH 3/I0pOBBs. OOydeHHE MO0 IPOrpaMMe MOXKET OCYIIECTBISATHCS
B COCTaBe yue€OHOMW IpyMIbl WIH WHIUBUAYAIBHO.

[lo oOKOHYaHMHM TEOPETHYECKOro OJI0OKa, TMepea  BHINOJHEHHUEM MPaKTUYECKOM
KBaJIM(DUKALIMOHHOM paboThl MPOBOAUTCS MTPOMEKYTOUHAS aTTECTALIUA.

HroroBass arrectamsi MPOBOIUTCS IO OKOHYAaHWUM BCEero Kypca B  (dopme
KBATH(UKAIIMOHHOTO 3K3aMEHA 9K3aMEHAIITMOHHOW KOMHUCCHUEH, COCTaB KOTOPOH OMpEenesieTcs U
yrBepxkaaercs pykoogurenaem OO0 «KLT». K mpoBeneHuio KBanM(UKAITMOHHOTO 3K3aMeHa
MPUBJIEKAIOTCS TPEACTaBUTEIM padoTojaTeNieid, WX oObeAMHEHUN. Pe3ynmbTaThl WTOTOBOM
aTTecTaud OQOPMIISIFOTCST MPOTOKONOM. [lo pe3ynbTaraM WTOTOBOM AaTTECTAllMHM BBIAACTCS
CBUJIETENILCTBO O IPUCBOEHUU JIOJKHOCTH CITYKAIIIETO.

OOydeHne Mo nmporpamMme BeAeTcs Ha PYCCKOM si3bike Dopma oOyueHus: o9Hasi, 3a09Hast
C MPUMEHEHUEM BJIEKTPOHHOTO 00y4YeHHE U JUCTAHIIMOHHBIX TEXHOJOTHUH.

Cpok o0yueHHS: TPYIOEMKOCTh 00y4deHHs Mo AaHHOW mporpamme 140 gacoB. OO0muit
Ccpok oOyuenus 4 Hemenu (CPOK MOXKET OBITh MPOMJIEH 3a CUET YMEHBIICHHS KOJIWYECTBa
aKaJeMUYECKHIX 9acoB B JCHb, [10 COTJIACOBAHMIO C 3aKa3YMKOM 00pa30BaTEIbHBIX YCIIYT).

Pexxum 3ausTuii: He Oosiee 8 4acoB B JI€Hb.



2. TPEBOBAHMS K PE3YJIBTATAM OCBOEHMUS TPOT'PAMMBbI

B pesynbrate o0yueHHs IO MporpaMMe 0OydarouIrecs JTO0JKHBI OBIAJETh CIEAYIOIIUMU
IpoeCCHOHATIBHBIMU KOMIIETEHLUSAMU:

IIK-1. [Ipuem u pacnpenenenue Tene(oOHHBIX 3BOHKOB OpraHU3aluu

IIK-2. Opranuzamnusi paboThl C TOCETUTEIISIMH OPTaHU3aIUN

IIK-3. BeinonHeHue KOOpAMHUPYIOMIUX B 00€CTIeUnBaAIOINX (PYHKITUI

B pe3ynbrare u3ydeHus nporpaMMbl «AJIMUHHCTPATOP» 00ydaroLIrecs A0KHbI 3HATh:

- ¢yHKUIMY, 3a1a41, CTPYKTYpa OpraHU3aliy, ee CBA3H;

- IpaBUiIa B3aUMOJEHMCTBUS C MAapTHEPAMHU, KIMEHTAMHU, CPEICTBAMU MAaCCOBOM
uHpOpMaLnu;

- IpaBUJIa OPraHU3aLUU IPHEMa IOCETUTENEH;

- IpaBuJIa AETOBOTO OOIIEHUS;

- CTPYKTYpY OpraHu3alui M pacrpeneneHue (GyHKIUH MEeXIy CTPYKTYpHBIMHU
NOJPAa3JICICHUSIMH CIICIIHATICTAMHU;

- IIpaBUJIa OPraHU3aLUU IPUEMOB B 0QucCe;

- IpaBUiIa CEPBUPOBKH YaHOTO (KO(EHHOro) cToNa;

- IpaBUJIa IPUTOTOBIICHHS U TIOJAYU FOPSYUX HAITUTKOB U 3aKYCOK K HUM;

- ATHKY JIEJIOBOTO OOIICHHUS;

- IIPaBUJIa PEUEBOTO ITUKETA;

- TpeOOBaHUS OXpaHbI TPY/IA;

- npaBuJja 3alUThl KOHPUACHITMATBLHON CITy>)keOHON nH(pOpMaIuy.

B pe3ynbTare n3ydeHus nporpaMMbl «A IMHHUCTPATOP» 00YJAIOIINECs A0JIKHbI YMeTh:

- UCTOJIb30BaTh TEXHUYECKHE M MPOTrpaMMHBIE CPEACTBA JJs TPOBEACHUS
TOJIOCOBOH MJIM BUAEO-KOH(EpeHI-CBA3Y;

- UCIOJIb30BaTh CPEJCTBA KOMMYHUKALMOHHOM OpPITEXHUKH /IS TOJYYCHUS U
nepeaadn nHpopManuu;

- BECTM  YYETHBIE pETUCTPAllMOHHBIE  (OPMBI, HCHOIB30BATh HMX IS
nH(pOpPMaITMOHHOM pabOTHI;

- YCTaHaBJIMBATh KOHTAKT C COOECETHUKOM, MOJICPKUBATH U PA3BUBATDH JIEIOBYIO
Oecemy B mporiecce Tese()OHHBIX MEPETOBOPOB;

- CTJI@KUBaTh  KOH(JIMKTHBIE U CJIOXKHBIE  CUTYallMM  MEXJIMYHOCTHOTO
B3aUMOJCHCTBUS;

- coOJIIOIaTh CITY)KEOHBIN STHUKET;

- 00IIATLECS C TOCETUTEISAMU,

- UCIIOJIb30BaTh YCTAHOBIICHHBIC MpPaBUJa M MPOLENypbl KOMMYHHUKALIUA BHYTPH
OpraHH3aLuy;

- BECTH y4YeTHBIE (DOPMBI, UCTIOIB30BATh UX JJIS pabOTHI;

- CO371aBaTh TOJIOKUTEIBHBIN MUK OpTaHU3aINN;

- IPUHUMATh MEPHI [0 Pa3peICHNI0 KOHPIUKTHBIX CUTYAIH;

- HNPUMEHATh HHPOPMAIIHOHHO-KOMMYHHKAI[HOHHBIE TEXHOJIOTUH;

- oOecrieunBaTh KOHPHUACHIIMATFHOCTh HH(OpMAIIH;

- COCTaBJISITh M BECTH yUETHBIC IOKYMEHTHI;

- IPUMEHSTh CPEACTBa KOMMYHUKALIUU JUIA TIepelaui OPYYEHUN PYKOBOIUTENS U
COTPYJHHMKOB OpraHU3aINH;

- IPUMEHATH COBPEMEHHBIE CPEJICTBA cOOpa, 00pabOTKHU U Mepesadyn HHPOpMaIuy;

- OLICHMBATH PE3YNIbTAThl B PaMKaX MOCTABICHHBIX 337a4;

- OCYILECTBIISATH KOHTPOJIb UCTIOTHEHUS IOPYUYEHUI PYKOBOJIUTENS COTPYIHUKAMHU.

Marpuna KOMIETEHIMH B COOTBETCTBUHM C MNPO(EeCCHOHAIBHBIM  CTaHAApTOM
«Crenuanuct Mo OpPraHU3allMOHHOMY M JOKYMEHTAI[MOHHOMY OOECIIeUeHUIO YIpaBlICHUs



OopraHusanuen», yrBepKAEHHOr0 NpuKa3oM MUHHUCTEPCTBA TPYyAa U COLMAIbHOM 3amuThl PO ot
15 uronst 2020 Ne 333n «O06 yTBepkaeHHH MPohecCHOHATBHOTO cTaHmapTa «CHeruaiucT 1Mo
OpPraHU3allMOHHOMY U JOKYMEHTAIIHOHHOMY 00€CIICUCHHIO YIPABJICHUS OpraHU3aIei».

Kon TpynoBoil | opmupyeMas KOMIIETCHIUSA

byHKIUHA

A/01.3 I1K-1. Ilpuem u pacnpenenenue TeneOHHbIX 3B0HKOB OpraHU3aluU
A/02.3 ITK-2. Opranm3anus paboThl C TOCETUTEIISIMA OPTaHU3aAIuN

A/03.3 I1K-3. BeinosHeHHEe KOOPAWHUPYIOIUX U 00ECTIEYMBAIOIINX (DYHKITHIA

Cas3b [Iporpammel ¢ npodeccuonansabiMu cranaapramu (I1C):

HaumenoBanue BeiOpannoro I1C YpoBeHb
Haumenosanue [Iporpammel
(0JTHOTO MM HECKOJIBKHX ) KBTI (UKAITIT
[IpodeccuonanpHblil cTaHAAPT
xong 07.002
«Cnenuanuct no 3 ypoBeHb
OcHoBHas porpamma OpraHU3aIMOHHOMY U KBaJTH(PUKAITHA
npodeccHoHATEHOTO O0yYeHUS — JOKYMEHTAI[MOHHOMY
npodeccruoHaIbHast MOATOTOBKA 00ECIIEYCHHIO YIIPaBIICHUS OpraHu3annoHHOE
10 JOJDKHOCTH CITYXKAIIEeTo OpraHu3aluei» yTBEpkKICH obecrieyeHne
«AJIMHHHCTPATOP npuKa3oM MHHHCTEPCTBA JeSITeTbHOCTH
TPYZAa ¥ COIMAIbHON 3aIUTHI OpraHu3aIu

Poccuiickoit deneparuu
ot 15 uronsg 2020 roga N 333u




3. COAEP) KXAHUE IMPOT'PAMMBI

YYEBHbIU TTJTAH
OCHOBHOM MPOTPaMMBbI IPO(HECCHOHATTLHOTO 00YUIEHUS —
porpamMMsbl MPo(hecCHOHAIBHON MOATOTOBKU MO JOJKHOCTH CIYXKAIero

«AIMUHHCTpATOP»
O0beM 3aHATHIA C
HCTI0JIb30BAHUEM JTUCTAHIHOHHBIX
Bcero TeXHOJIOTHIi: ®opmbl
Ne i/l HauMmeHoBaHHe JUCIHUIIINH
4acoB NpaKTHye | CaMOCTOsI- | KOHTPOJIs
JIEKI[UH cKue TeJbHast
3aHATHA pabora
L TeopeTuyeckoe odyueHue 86 62 12 12 3ayer
Monys 1 DyHKIAH, 3aJa4m,
CTPYKTYpa OPraHu3amuu, ee 14 10 2 2
CBSI3U
1.1. OCHOBHBIC TEPMUHBI U
ornpenaencHus B chepe
OpPraHMU3AIMOHHOTO U 10 6 2 2
JTOKYMEHTAIIMOHHOTO
obecrieueHus ynpaBJIcHUs
1.2. Beenenue B npodeccuro 4 4 - -
Monysb 2 | [Ipaguia B3aumoneiicTeus ¢
napTHepaMH, KJINeHTaAMU
PTHEPAME, amit, 14 10 2 2
cpeacTBAMHU MAacCOBOii
uHdopmaumuu
2.1. HenoBas KynbTypa B 6 4 )
npodeccuoHaabHOM cdepe
22, Hudopmarius, ee BUABI U 2 6 )
CBOMCTBa
Monyib 3 | 3pyxa nestoBoro o6menus 16 12 2
3.1 OTHKa 6 4 - 2
3.2. KynbsTypa obriieHus B 4 4
npodeccuoHanbHoON cdepe
3.3. IMcuxonorus KoJaIeKTuBa 6 4 2 -
Monyib 4 | f1papuaa peuesoro stuxera 14 10 2 2
4.1. PedeBoii 3TUKET U peyueBbie 7 5 1 1
CpencTBa OOIICHUS
4.2. Bunaet u popMeI 1eoBoro 7 5 1 1
oOmIeHHS
Monyae S | Tpegosanns oxpansi Tpyaa 14 10 2 2
5.1 OxpaHa TpyJa U TeXHHUKA
Oe3onacHoCTH Ha pabouem 8 6 - 2
MecTe
5.2. TpeboBanus oXpaHbl TPyIa B 6 4 )
ABApPUITHBIX CHTYaITUIX




Moayab 6

HpaBnna 3allMThI

KOH(pUIeHINATbHOM 14 10 2 2
cykeoHOo# uHpopManuu
6.1.
KondunennmansHas 7 5 1 1
nHpOpMaLUs
6.2.
[IpaBuna 3ammThl 7 5 1 1
nHpOpPMaLTUH
7 ITpome:kyTouHan 2 -
arrecTanus
8 Koncynbramuu ¢ 4
MperogaBaTeIeM
I KpanudunkauuoHHbIH 48
IK3aMeH
[IpaxTHueckas 40
KBaIM(hUKAMOHHAsE paboTa
OK3ameH 8 IK3aMeH
Hroro 140 62 12 12

4. KAJEHJAPHBIV YYEBHBIN T'PA®UK
OCHOBHOM MPOTPaMMBbI IPO(HECCHOHATTLHOTO 00YUIEHUS —

porpamMMsbl Mpo(hecCHOHALHOM MOATOTOBKU MO JOJKHOCTH CITYXKAIEero

«AJIMUHHUCTpATOP»
No | HaumeHoBaHuE MOy Bcero, | YueOnas Hememnst
n/n yac 1 2 3
I Teopernueckoe 00yueHHe 86 40 140 |12
1 ODYHKITNH, 3a7a9H, CTPYKTypa OpraHu3aIiHy, 14 14
ee CBA3U
2 [IpaBuna B3anMoIEHCTBUS C TapTHEPAMH, 14 14
KIIMEHTaMH, CPEICTBAMH MacCOBON
nHpopMaIu
3 OTHKa JeJI0BOro O0LIeHUs 16 12
4 [IpaBuiia peueBoro ITUKETA 14
5 TpeboBaHus oXpaHbl Tpyaa 14
6 [IpaBuna 3amuThl KOHGUACHIHATHHON 14 6
ciryxe0Hoi nHbopMaITu
7 [IpomekyTOUHAS aTTeCTaIus 2 2
8 KoncynpTanuu ¢ npenogasaTeneM 4 4
II | KBanuukamoHHBIN 9K3aMeH 48
[pakTrueckas KkBaaupuKaloHHas padoTa 40 28 12
Ox3aMeH 8 8
HUTOI'O 140 40 |40 |40 20




5. PABOYAS ITPOT'PAMMA
OCHOBHOM MPOTPaMMBbI TPO(HECCHOHATTLHOTO 00YUIEHUS —
porpamMMsbl pohecCHOHAILHON MOATOTOBKU MO JOJKHOCTH CITYXKAIero
«AIMUHHCTpATOP»

I. Teopernueckoe o0yueHue

Monayasb 1. DyHKk1uM, 321241, CTPYKTYPa OPraHu3alnu, ee CBS3H.

Tema 1.1. OcHOBHBIE TepMHMHBI W omnpeAedeHHss B cdepe OPraHM3aNMOHHOIO H
AOKYMEHTAIHOHHOI0 olecneyeHusi ynpasJjeHus. OnpeneneHrue MOHATHH «MEHEIKMEHT» U
«ynpasneHuey». [IpuHuunsl U MeTonbl ynpaBieHus. OyHKuuU yrpapieHus. OpraHuzanus Kak
cuctema. OmnpezeneHue U o0IIMe XapaKTepUCTUKNA OpraHu3aluu. BHyTpeHHsq U BHELIHSS cpenia
opranuzaii.  OpraHu3alMoOHHO-TIpaBoBble  (opMbl  opranu3auuil.  OpraHu3alnuOHHBIC
CTPYKTypbl ympaBieHus. PykoBonurtenb B cucteme ympaBieHHs. JKU3HEHHBIM LUKI
OpraHM3aIH.

IIpakTnyeckoe 3aHsiTue. [[MCbMEHHBIM WM YCTHBIM ONPOC HA 3HAHUE TEPMHUHOB U
orpenesneHui B chepe OpraHu3almoOHHOTO U TOKYMEHTAIIMOHHOTO 00eCIIeYeHus YIIPaBICHHUS.

CamocrositesibHass  padora.  ChOpoeKTUpPOBaTh  OPraHU3AIMOHHYIO  CTPYKTYpY
OpTaHU3aMi U CXEeMbl MH(POPMAIMOHHBIX MOTOKOB MEXAY CTPYKTYPHBIMH MOJAPa3ICICHUSIMU
0001 opraHU3aIMK Ha BHIOOD.

Tema 1.2. Bsegenme B npogeccuro. Kparkas wHCTOpUS CEKPETAPCKOIO Jena.
KBanudukanuonHas xapakTepUCTHKa CEKpeTaps-aMUHHUCTPATOpa, €ro pojib B CTPYKType
opraam3anu. DyHKIUM cekperaps. DyHKIUM CIyKOBl CEKpeTapuaTa B OpraHU3aIUU.
KanpoBsiii coctaB cinyx0bl cekpetapuara. Ponb u MecTo CiyObl cekperapuara B CTPYKType
OpraHH3aI1H.

Mopyas 2. IlpaBuiaa B3auMOAeiCTBHSA C NAapTHEPaMH, KJIHEHTAMH, CPeACTBAMH
MaccoBoil uHGopMauuun

Tema 2.1. lenoBas KyJabTypa B npogdeccmoHaabHoil cdepe. Ilonstue nenoas
KynbTypa. JlenmoBas KyjibTypa Kak KOMIUIEKC OTHOIIEHHM uejoBeka K IMpoleccy Tpyla.
KiroueBble KOMIOHEHTHI J1€710BOM KyJIbTypbl. @OpMUpOBaHME MO3UTUBHOIO JI€JI0BOIO MMHUJDKA
OpraHu3anyi. 3Hau€HHE JEJOBOW KYJIbTYpPbl B OpPraHM3allMM CEKPEeTapcKoro 0O0CHy>KMBaHUA.
[lonsTHe KOpropaTUBHAs KyJIbTYypa.

CamocrositesbHass padora. COCTaBUTh AJITOPUTM JCHCTBHUI CEKpeTaps MO OpraHu3aIuu
puéMa IIOCETUTEIIECH, JEIOBBIX BCTPEY U COBELIAHUM.

Tema 2.2. Undopmanns, ee Buabl U cBoiictBa. OyHnkiuu nHpopmanuu. TpeOoBaHus,
npeabaBisieMble K nH(popManuu, kadyectBo HHPpopmarui. COOTHOIIEHHE MTOHATUH «/oKyMeHT u
uHpopmanusa». MupopmalmonHble ypoBHHM JIoKyMeHTa. [IpoOiembl MoucKa W TpaHCISALUU
NOKyMeHTHpoBaHHOU MH(popmaruu. NHpopmannonusie 6apsepbl. MHPOpMaLMOHHBIE TOTOKU B
OpraHH3aIiHy.

IIpakTH4eckoe 3aHATHE.

1. [Ipoananu3upoBaTh TEKCT JOKYMEHTA U ONPEETUTD:

a) KauecTBO HMH(POpPMALMM C TOYKU 3pPEHHUS HAIWYHMS BCEX HEOOXOIMMBIX CBOMCTB
nHpopmanuu;

0) nHpOPMAaLIMOHHBIE YPOBHU JTIOKYMEHTA;

B) nH(pOpMaIMOHHBIE OaphePhl, MEIAIONTNE BOCIPUATHIO HHPOPMAIIUH.

2. [loaroroButh M OGOPMHUTH B COOTBETCTBUM C MpaBWIAMH JIEIONPOHU3BOJCTBA U
pedyeBoro stukera B mporpamme Microsoft Word: wmHbOpmanmoHHOe NTHUCHEMO, pEKJIaMHOE
IUCbMO, COINPOBOJUTENBHOE IHUCBMO, IHUCbMO-3aIIpOC, MHUCbMO-IPUIIIAILEHUE, IHUCHMO-
HAaIlOMHMHAHUE U M03/IpaBUTENIbHOE MMHCHMO.

Moayab 3. ITHKA 1€J10BOT0 00IICHUSA.



Tema 3.1. dTuxa. [loBenenue yenoBeka; npaBuia 1 HopMbl. HpaBcTBeHHBIE TpeOOBaHUs
K MpodeccnoHalbHOMY TOBEIEHHUIO: BEXJIMBOCTh, TAKTUYHOCTb, JOOPOXKENATEILHOCTh U Ip.
Otuket. Chepbl geiicTBUs 3TUKET. DTHKa AeroBoro odmenus. Umumk cexperaps. MckyccTBo
CaMOIIPE3eHTAlMU 1 BHEIIHUN BUJ.

CamocrosiTesabHast padora. [logroroButs scce Ha Temy «MIMuK cekpeTapsi».

Tema 3.2. Kyabtypa o0OmeHuss B mnpodeccuoHaabHOH cdepe. KoMmyHHKAIMS.
CpenctBa BepOanmpHOTO OOIIEeHHs. HeBepOanabHbIE CpencTBa OOMICHHS. DTHKET B JIEJIOBOM
obmenun. Crtunn oOmeHus. OCHOBHBIE TNpaBujia IMOBEACHUYECKOTO OSTUKETa: IPUBETCTBHUSA,
3HakoMcTBa UM Jp. HopMmbl oTHomeHuil B KosektuBe. OTHOLIEHMSI PYKOBOAMTENS H
MOMYMHEHHBIX. MEXIUYHOCTHBIE KOHTAaKThl. OpraHu3anusi J1eJIOBbIX KOHTAakTOB. (CHOBHbBIE
TpeOOBaHUS K PEUM: TOH, APTUKYIISIIHSA, TIPOU3HOIIEHUE, IPOMKOCTh, TOYHOCTH B I1000pE CIIOB.

Tema 3.3. Ilcuxosiorussi KkoJulekTuBa. [lcuxomoruss KOHGIWKTA: ONpeaeTeHUe
KOH(JIMKTA, THUMBI KOH(JIMUKTOB, KOH(IMKTOTE€HBI, BOZHUKHOBEHHE KOH(IMKTA, MPUYUHBI H
NOCNEeACTBUSL KOH(JIMKTOB, CTaauu KOH(MIUKTA, KOHCTPYKTHUBHBIE CIOCOOBI pa3pelieHus
KOHQuMKTOB. CTWUIb TOBEACHHS B KOH(JIUKTHOW CHTyallMH: CTpPATerMU TOBEACHHUS B
KOH(JIUKTHOW cuTyanmuu (COTPYAHHUYECTBO, KOMIIPOMHCC, COTIEPHHYECTBO, H30ETaHMme,
npucnocoOseHne); KojeKkc mnoseneHus B koHuukre. [lcuxonornyeckuii aHamu3 KOH(IUKTOB:
QITOPUTM pa3pelieHHs CUTyalluii U KOH(QIUKTOB.

IIpakTHyeckoe 3aHATHA. PelMTh CUTYyallMOHHBIC 3aa4H1:

1. OnHoBpemeHHO Bac mpociIT 0 Kakux-TO ACUCTBUAX (KOTOpble BXOomaT B Bammu
00513aHHOCTH) J1Ba pa3HBIX COTpyIHUKA. [lapaniensHo nenath 3TO HEBO3MOXKHO, a 00a MpOCAT
c/eNaTh Kak MOXHO ObIcTpee. Bamm netictBus?

2. Bac mpocsT BBIMONIHUTH PabOTy, KOTOpas HE BXOAWUT B Bamm HemocpecTBeHHBIE
00s13aHHOCTH, HO OOJbIlIe €€ HHUKTO celyac He CMOXKET CJeNnaTh HCXOIs U3 YpPOBHS
kBanuukanuu. Bamm nefictBus?

Monyas 4. [IpaBuiia peuyeBoOro 3THKeTa

Tema 4.1. PeueBoii 3TUKeT U peuyeBble CpelCcTBAa 00UIeHusl. PeueBoil STUKET B J€JI0BOM
O0IIeHNU. DJIeMEHTHl PEeYeBOr0 STHKETa: (OpMBI OOILICHHUS, WU3JIOKEHHE MPOCHO, BBHIPAKECHUS
IIPU3HATENIBHOCTH, CIOCOOBI apryMEHTAallMM B JEJOBBIX cUTyauusx u Ap. KynbeTypa pedeBoro
oOmenus. [Tyonmunsie BeicTyieHus. KynbTypa cinymanus naptaepa. bapbepsl B 001eHN# U UX
IIPEOOJICHHE.

IIpakTnyeckoe 3ansitue. [loaroToBuTh OpULIMAIBHOE MUCEMO C M3JI0KEHUEM MPOCHOBI
WIM BBIPAJKEHUS IPU3HATEILHOCTH.

CamocrosiTeibHasi padoTa. [loArOTOBUTH TEKCT BBICTYIUIEHHS IO CIIydaro roOumies
OpraHH3alHH.

Tema 4.2. Buasi um ¢opmbl 1ejoBoro oomenus. Jlenoseie Oecensl. JlenoBsie
neperoBopsl. CymHOCTh nenoBoi Oecensl. Buawsr Oecen. IloaroroBka Oecempl. CTpykTypa
nenoBoit  Oecenpl. MeTonbl, MCIONB3yeMble Ha pa3HBIX JTamax JAeloBOM Oecenbl. DTHKET
nenoBoii Oecenpsl. KymbpTypa nenoBeix coBemanuii. OcOOCHHOCTH OOIIEHUS ¢ WHOCTPAaHHBIMH
napTHepamMH. OTHKET Telle()OHHBIX meperoBopoB. Kymbrypa nemoBoit mepenucku. [lpuem u
obmenue ¢ mocetutessiMu. CepBUpOBKa YyaitHOTO (KO elHHOr0) cToja B oduce.

IIpakTnyeckoe 3ansitue. I10ArOTOBUTH alropuT™M JEHCTBUH MO OTPaOOTKE HABBIKOB
OOIIEHUsI C MOCETUTEJEM: OINO3JAaBIIUM, OXUAAOIUM CBOEH ouepenu, npumeqmuMm 0e3
IIPEJIBAPUTEIBHOTO COITIACOBAHMS.

CamocrositesibHasi padora. [loarotroBute scce Ha oaHy u3 TeM: KopmnopatuBHbie
cTaHgapThl TenedoHHoro odmenus. CekpeTsl ycnexa TeneoHHBIX meperoBopoB. TemOp ronoca,
UHTOHAIMK, JUKIUsA. TpeOoBaHMs K NpaBWIBHOW peud. Bxoadmipe u ucxopsduiye 3BOHKH.
Hauano u 3aBepiienue TeiaeoHHOro pa3roBopa.

Mopnyas 5. Oxpana Tpyaa



Tema 5.1. Oxpana Tpyaa M TexXHHMKa 0e30macHOCTH Ha padoyeM Mmecre. OCHOBBI
oxpansl Tpyaa B Poccuiickoii ®enepanuu. OCHOBHBIE TMOHSTHUS TPYIAOBOIO IpaBa.
OcHoBonoJyararonie MNpUHLUUIBI OXpaHbl TpyAa. OCHOBBI yIpaBi€HUST OXpPaHOM Tpylda B
opranuzanuu. Opranuzanusi paboT MO OXpaHe Tpylda W YIPaBIECHHUIO MNpodecCHOHATHLHBIMU
pucKaMu Ha ypoBHE paboTtonatens. MHCTpyKIUs IO OXpaHe Tpy/a.

bezonacHocTh Tpyna Ha pabodeM MecTe cekpeTaps. DproHOMHUKAa U OpraHu3anus Tpyza.
OCHOBBI AJIEKTPOOE30MACHOCTH.

CamocrositesbHast padora. [[oaroToBUTh MakeT MHCTPYKIMHU IO OXpaHEe TpyAa s
ceKpeTapsl.

Tema 5.2. TpeOoBanusi oxpaHbl Tpyda B aBapuilHbIX curyauusx. [lepedeHn
COCTOSIHMI MIPU KOTOPBIX OKA3bIBACTCS MEPBasi IOMOIIb. AJTOPUTMBI OKa3aHUs NEPBOI MOMOIIN
IPU Pa3IUYHBIX IOBPEXKACHUAX U COCTOSHUAX. ANTEYKa IMEpBOM IMOMOIIM B OpraHU3ALIMH.
[opsimok BbI30Ba ckopoii momoniu. [loskapHas 6e3omacHOCTh B opraHu3anuu. MHCTpyKuus mo
nmo>kapHOW 0e30MacHOCTH B OopraHu3anuu. [lopsmok HelcTBUil Mpu Mmoxape. DBaKyarus Mpu
Ho’Kape.

IIpakTnyeckoe 3ansitue. [1oAroTOBUTH anropuTMa JECWCTBUN NMPU BKIIOYEHUU CUTHAJA
II0’KapPHOM TPEBOTU.

Mopnyas 6. IIpaBuniia 3amuThl KOHQUICHIHAJILHON CJIyKe0HO0I nHGopManuu

Tema 6.1. Konpuaenuuaibnaa unpopmanus. CymHOCTh, 33ala4yd U OCOOCHHOCTH
KOHpuIeHIMaIbHONH uHpopManuu. Bunasl xoHpuaeHnmansHoil nndopmanuu. IlepconanbHble
nannbie. CoyxeOHast TaiiHa. [Ipodeccuonanbnas taitHa. Kommepueckas taiiHa. OmnpezereHue
cocTaBa  KOH(QUACHUMAIBHBIX  JOKYMEHTOB. JlokyMeHTHpoBaHME  KOH(UICHIMAIBHOU
uHpopmanuu. Opranuzanuss paboTel € KOHOUIACHIHAIBHBIMM  JOKYMEHTaMH. YUer
KOH(UICHIIMATBEHBIX JOKYMEHTOB.

IIpakTnyeckoe 3ansaTve. [IpoaHanmu3uMpoBaTh 3aJaHHBI JOKYMEHT M OMNPEACIIUTh
HAIMYUE W COCTaB KOHQUACHIMATBHOW WHPOpMAIMK B HEM, K KakoMy BHUIY
KOH(pHUACHIIMATBHON HH(OPMAITUK OTHOCSTCS CBEICHUSI.

CamocrosiTesibHasi padora. CoOCTaBUTH COTIANICHUE O HEPA3TJAlICHUH CITYyKeOHOM
uHpopmanuu.

Tema 6.2. Ilpunuunsl 3ammTsl MHGopManuu. [IpuHIUOBL 3aUTHl UH(OPMAIIHH.
Metoasl U cpeacTBa 3amUThl MHGOPMAUMU OT yTEpH, Kpaxu wiu nopud. [loTeHuunanmbHbie
yrpo3bl HH(OPMAIIMOHHOH 0€30MacHOCTH.

IIpakTuyeckoe 3ansaTue. Pa3paborarth makeT ITOKYMEHTOB YIpo3bl MH(GOPMAIIMOHHON
0€30IaCHOCTH.

CamocrosiTesibHas padora. M3yuenne KoMmIiekca Mep Mo OXpaHe KOH(HICHIIMATIbHON
uHpOpMaLIUH.



6. ®OPMbBI ATTECTAIIMU U OHEHOYHBIE MATEPUAJIbBI

OmneHka pe3ynbTaToB OOYyYEHHs OCYILECTBIIETCS B XOZE MPOMEKYTOUYHOM M MTOTOBOM
aTTecTanuu (KBaTM(PUKAIMOHHBIN YK3aMEH ).

IIpomexyTounas arrecramusi. [IpomexxyTodHas aTrecraids MPOBOJUTCS IO
OKOHYAHUHM HW3y4YEHHUs TEOPETUUYECKOTO OOYYeHHsS W TPEICTaBiseT co0oil 3ader B (opme
TCCTUPOBAHMUA. BOHpOCBI AJIg 3a4€Ta 3arpyKar0Tcd B CUCTECMY JUCTAHIIHUOHHOTO O6y‘IeHI/I$I B
cetu MutepHer mo axapecy: https://sdo.kct.gk-kp.ru/. Bcero na 3ager mpemoctamisiercs 10
BonpocoB. [1o pe3ynpTaTam MPOMEKYTOYHOW aTTECTAIIMH BBICTABIISIFOTCS OTMETKH «3a4TEHOY /
«HE 3a4TEHO» U OTPAKAIOTCS B BEIOMOCTH TPOMEKYTOUHOM aTTECTAIIHH.

Kpurepun onieHku pe3ynbTaToB TECTUPOBAHUS:

KonnuectBo ~ OGaymtoB,  HaOpaHHBIX | KauecTBeHHas OIlEHKA WHIMBUTYTBHBIX
CIIymIaTeaeM 00pa30BaTeNbHBIX JOCTHKCHUIA

81-100 OIICHKA «3aYTEHO»

Menee 80 OLIEHKA «HE 3a4TEHOY

7. BOITPOCDBI Ha npoMeKyTOYHYI0 aTTeCTAUUIO (3a4eT):

1. Ha kakue [Be OCHOBHbIE€ TpPYNNbl MOKHO Ppa3leJUTh OOSA3aHHOCTH
cekperapsi-aiMHHUCTpPaTOopa?

a) JOKYMEHTAIlMOHHOE  o0ecreueHue  ympaBleHus U Oe3J0KyMEHTHOE
00CTy)KMBaHUE

0) JIOKYMEHTAIlMOHHOE oOOecleueHrne yIpaBJIeHUs M 0030pHO-aHATUTHYECKas
byHKIIHS

B) 0030pHO-aHAIUTHYECKAS M PEJICTABUTENbCKAs (YHKIUS

2. Y10 M3 mepevyHCIEHHOI0 He OTHOCHTCH K (PYHKIHOHAJIBHBIM 3aJa4yaM
ceKkpeTapsi-aIMHHUCTpPaTopa?

a) JIeJI0Bast MepeNnucka U COCTABIEHHUE JOTOBOPOB

0) OpraHu3anys BRICTABOK M BCTPEY C KIIMEHTAMHU

B) IIPOBE/ICHUE BHYTPUKOPIOPATUBHBIX TPEHUHIOB U CEMHUHApPOB

3. YTo He BXOAMT B CNIHMCOK NMPO(eCcCHOHANBHBIX TPeOOBAHMI K CeKpeTaplo-
aIMUHHUCTPATOPY?

a) COBEpLIEHHOE BJIaJICHUE COBpEMEHHOM oprrexHukoil, Munu-ATC, 3nanue [1K

0) OIIBIT COCTABJIEHHS IIPECC-PEIN30B U PEKIAMHBIX TEKCTOB

B) BBICOKAsl IPAMOTHOCTb, BBICOKAsi CKOPOCTh MeYaTH

4. Yro ABJISIETCH OCHOBaHHEM IS nmocJieayrouei nepegavu
KOH(QHIEHIHAJTbHOI0 JOKYMEHTAa Ha HCIIOJTHEHHE COTPYAHUKY?

a) pe3ontonus

0) YCTHOE pacIopsDKeHUE

B) CHEIUATBHOTO PACIOPSHKEHUS He TpebyeTcs

S. Kak Ha3bIBaeTcsi JAOKYMEHT, KOTOPOil MNOATBepkKIaeT YCTAHOBJIEHHbIE
(paxThl, COOLITHS WJIH 1eliCTBHS H COCTABJISAETCH NMPU CBUAETENAX?

a) CIIpaBKa

0) ciaykeOHas 3amucka

B) aKT

6. Yem nucbMa-0TKa3bl OTIMYAIOTCH OT APYTUX Pa3HOBUAHOCTe nucem?

a) BCET/la COCTOSAT KaK MUHUMYM M3 JBYX KOMMYHHUKAaTUBHO-CMBICIOBBIX YacTel

0) HEe TpeOyeTCsl COCTABIISITh 3aT0OJIOBOK K TEKCTY MUChMa

B) OTHaeTcs  MNpEeAIouYTeHHWE  KOHCTPYKIUSAM, B  KOTOpPBIX 0OOOCHOBaHHE

NpEeIIIEeCTBYET 3aKII0OUEHUIO
7. Kakoe u3 npuBeeHHBIX BbIPAaKeHUI Jy4llle He UCMO0Jb30BaTh?




a) "Bac oxxugaetr UBan UBanosuu”

0) "Cpouno 3aiiaute k IBany MBanoBuuay"

B) "3aliaure, noxanyicra, k Misany MiBanoBuuy"

8. Kakas u3 yacreii Oyaer u3JMIIHEed MPH COCTABJIEHUHU NPUKa3a?

a) BBOJHAas

0) KOHCTaTHPYIOIIas

B) pacnopsiiuTenbHas

9. Kak amMmuHHCcTpaTOp mocrynaer ¢ KoppecnoHAeHUMeHl AJs1 PyKOBOJACTBA C
nomMeTrkoi "au4no'?

a) BCKPBIBAET U HE PETUCTPUPYET

0) BCKPBIBAET TOJIHKO 11O JJOTOBOPEHHOCTHU C PYKOBOJUTEIEM M PETUCTPUPYET

B) HE BCKPBIBAET U HE PETUCTPUPYET

10. Yrto U3 mNepevYHCIEHHOT0 He SIBJSETCH PeIaKTOPOM TEKCTOBBIX
JOKYMEHTOB?

a) WordPad
0) Notepad
B) PowerPoint

OTBETHI K 3a4eTy:

Howmep Bompoca bykBenHnoe o603HaueHne
MPaBUIILHOTO OTBETA
1. a
2. B
3. 0
4. a
5. B
6. a
7. 0
8. a
0. B
10. B

HNroroBass  arrecramusi. HWroroBas  arrecranus  mpoBoauTcs B (opme
KBaIM(UKAIIMOHHOTO  9K3amMeHa. K KBanu(uUKalMOHHOMY  9K3aMEHy  JOIYyCKaloTCs
oOyyaromuecsi, yCHemHo 3aBepiiuBiirne ocBoenue IIporpammel. OOGyyarommmcss HEOOXOIUMO
MPOJEMOHCTPUPOBATh YMEHHE TPABUIBLHO M KPATKO HW3JaraTb OCHOBHOW MaTepHall, BBIACISs
IIPU TOM OCHOBHBIE TIOJIOKEHUSI.

KBannpukanmoHHbIi 3K3aMeH COCTOMT U3 KBATH(PHUKAIIMOHHON pabOThI M HK3aMeHa.

KBanmudukanmonnas padora. [Ipu Hanmucannn KBaM(pUKAIMOHHONW pabOThl HEOOXOAUMO
YETKO M KpaTKO H3JIOKUTh MaTepuall, BBIIEIUTb OCHOBHBIE IOHSATHS BOINPOCA, CIHENIATh
HEOoOXOIUMBbIE BBIBOJABI — pe3ioMe. [Ipu BBIMOJIHEHWH 3TOTO 3a/JaHus HE JOMYCKaKTCs
OOIIMPHBIE BBIMUCKH U3 YICOHUKOB, CIICIIHAILHON TUTEPATyPhl U IPYTUX UCTOYHUKOB. OTBET Ha
BONPOC JOJDKEH OBbITh M3JI0KEH I'PaMOTHBIM JIMTEPATYPHBIM S3BIKOM M CBUAETEIHCTBOBATH O
riyOuHe MpopabOTKHU TEOPETUUECKOTO MaTepuana.

[IpuMepHBIif TepedeHb TeM KBaTHU(PUKAIMOHHBIX PabOT:
Poub cexperapsi B opraHu3aiiy JOKYMEHTO000pOTa MPeIpUITHSI.
HcTopus pa3BUTHS CEKpETApCKUX CIYXKO.
Ponb 1 06s13aHHOCTH cekpeTapsl.
Pounb cexpeTaps B opranu3aii J0KyMeHTO000poTa.
[IpodeccuonanpHblie U TMYHOCTHBIE KaYeCTBA CEKpeTapsl.

SNk W=


https://studbooks.net/1473749/dokumentovedenie/istoriya_razvitiya_sekretarskih_sluzhb#47
https://studbooks.net/1473751/dokumentovedenie/rol_obyazannosti_sekretarya#71
https://studbooks.net/1473751/dokumentovedenie/rol_obyazannosti_sekretarya#93
https://studbooks.net/1473753/dokumentovedenie/professionalnye_lichnostnye_kachestva_sekretarya#85

TpeboBanus kK odopmiieHHIO KBaTU(PHUKAIIMOHHON paboThl. KBanudukamumonnas padora
JOJI’KHA UMETh TUTYJIbHBIN JIUCT, MOSICHUTEIbHYIO 3alUCKY, CIIMCOK HUCIIOJIb3yeMO JTUTepaTyphl
Y YUCTHIH JTUCT ISl HAIMCAHUS PELIEH3UH.

KBanmudukanmonnass pabora BbIMONHsAETCS Ha Juctax (opmara A-4 (210x297mMMm) u
Opourtopyercs MOA THTYJIBHBIM JUCTOM. TeKcT KBanM(PUKAMOHHOM pPabOThl TOMKEH OBITh
HaIMCcaH 'paMOTHO, 0€3 UCIIPaBICHUN U POU3BOJIbHBIX COKPAILEHUH U HaOpaH Ha KOMIIbIOTEPE
mpudpTom Times New Roman — 14 dyepe3 1 uHTEepBan ¢ 00s3aTeIbHBIM COONIOICHHEM
CTaHJIAPTHBIX MOJICH:

JleBoe noute mucra —20 MM

[IpaBoe mosie mucra — 10 mm

Bepxnee nosne nucra — 20 mm

Hwuxnuee nmone nucra — 20 Mmm

O6bem kBaIM(UKAMOHHON PabOTHI HE TOJKEH NpeBbimarh 10 crpanui.

B cnyuasx, xorga TpeOGyercs TOYHOCTh TEOPETHYECKHX (POPMYITHPOBOK, HMPUBOISATCS
mutatel. CChUIKa Ha LUTATy JOJDKHA OBITH ClENaHa B KOHIE IUTAThl C yKa3aHHEM HOMepa
MEPBOMCTOYHUKA U3 CIIUCKA JIUTEPATyphl U CTPAHUIIBL, C KOTOPOH Cc/eslaHa IUTara.

Crpanuisl, TabIUIBI U APYro WIUTIOCTPATUBHBIA MaTepual JOJDKHBI UMETh CKBO3HYIO
HyMEpAaIMIo OT Havyalla TeKCTa.

BrimonHenHyo U 0(OpMIIEHHYIO B COOTBETCTBHM C TPEOOBAHUSAMHU KBATU(UKATUOHHYIO
paboty oOydJaroIMiics TOJDKEH HaAIlpaBUThH JJIS MPOBEPKH B cBoeM JmdHOM KabuHere B CJIO.
Bpemst mpoBepku pabGotel — 1 paGoumit gus. Ilpu momydeHUH MONOKUTEIBHON PpEIeH3HH
oOyJaromuiicst A0MyCKaeTcsl K MTOTOBOMY TECTUPOBAHHUIO.

Ecnu penensust mnpeaycMaTpuBaeT J0pa0OTKY KBaTU(UKAIIMOHHONW paboThl, TO B
COOTBETCTBHMM C 3aMEUaHUsAMH pEICH3eHTa oOydarommiicss ee mopadareiBaeT. [lopaboTku
oopMIsIOTCS B KOHIE KBaIM(UKAIMOHHOW paboThl. Ecnmu ke peueH3us mpeaycMaTphBaeT
nepepadoTKy KBaTu(UKAIMOHHOW pabOThl, TO HOBBIM BapHWaHT HANPABISIETCS HAa MPOBEPKY
BMECTE C MepBOHAYANbHBIM. be3 kBanudukannoHHON paboThl 00yUyaromMics HEe JOMYCKaeTcs K
JK3aMEeHY.

Kputepuu orieHKY KBaTuGUKAIMOHHON PabOThI:

«O1au4Ho» - paboTa XapaKTepU3yeTCs CMBICIOBOM IENbHOCTHIO, CBSI3HOCTHIO H
MOCJIEIOBATEIbHOCTBIO  M3JIOKEHHsT  mpoOnembl.  OOydaromuiics  ymeeT  BbIpaxarb
apryMEHTUPOBAaHHOE MHEHHE 10 CQOpPMYIUPOBAHHOW MpoliemMe, TOYHO ONpenenss ee
colepkaHue W cocrapisione. KpamudukammoHHas paboTa HE COJEPKHUT (PaKTHUECKUX
omuOOK, CBSI3aHHBIX C TOHMMaHWeM TpoOnembl. Kpamudukamuonnas paboTa cHaOxeHA
HE00X0IMMBIM OUOIHOTpadUIecKrM anmnapaToMm.

«Xopomo» - Kpamudukanmonnas paboTa XapakTepu3yeTcs CMBICIOBOW IEIbHOCTHIO,
CBSI3HOCTBIO U IIOCIICOBATENBHOCTRIO H3JIOKEHUS; JOMylleHo He Ooinee | omubOku mpu
O00BSICHEHUH CMBICIIA WJIU COAEpKaHUs mpobsieMbl. [lyis aprymeHTaluu NPUBOAATCSA CCHUIKU Ha
NEPBOMCTOUYHUKN M HcCaenoBaHusA. [IpoieMOHCTpUPOBAaHBl HCCIIEAOBATENLCKUE YMEHHUS H
HaBbIKU. DakTHUecKruX OMMOOK, CBA3aHHBIX C TOHMMaHUEM Mpobiemsbl, HeT. JlomymieHsl oaHa-
JIBE OMMOKHU B 0()OPMIIEHUHU pPaOOTHI.

«Y10BIeTBOPUTEIbHO» - OOyJaronuiics MPOBOAUT JOCTATOYHO CAMOCTOSTEIbHBIN
aHanmu3 M30paHHOM Ui paccMOTpeHHsl mpobOsembl. [IpuBiedYeHbl OCHOBHBIE HCTOYHHMKH IO
paccmarpuBaemoit TeMe. [{omyieHno He 60see 2 OmMOOK B CMBICIIEC WIIH COACPIKAHUU MPOOJIEMBI,
oopmieHnn KBaTH(PpHUKAIIMOHHON paboTHI.

«HeynoBiaerBopurejbHo» - KpamuduxanmuonHnas paborta TpeacTaBiIseT co0oit
NepecKa3aHHbI WM MOJHOCTHIO MEPENUCAHHBIM TEKCT KaKUX-TO MCTOUYHUKOB, YUCOHUKOB WM
uccieqoBaHuii 0e3 KOMMEHTapueB, aHaiu3a. He packpeiTa CTPYKTypa M TEOpeTHYECKHe
cocTaBisirone TeMbl. JlomymeHo Tpu wiu Oonee Tpex OMIMOOK B CMBICIOBOM COJCpPKAHUU
packpbeiBaeMoii Tpo0JIeMbl, B 0(hOPMIICHIH KBATH(DUKAIMOHHON pabOTHI.

Ok3aMeH. OK3aME€H MpOXOIUT IpU TMOMOIIM 3JIeKTpoHHOro tectupoBanuss B CJIO.
PesynpraThl WTOrOBOW arrectamuu  OQOPMIISIOTCS TMPOTOKOJIOM. Pe3ymbTaThl dK3aMeHa




OIICHUBAIOTCS TI0 YEThIpeX OAJUTbHON CUCTeME («OTIIMYHOY, «XOPOIIOY, «YIOBICTBOPUTEILHOY,
«HEYAOBJIETBOPUTENIBbHOY») coriacHO IlojokeHuio o0 TeKylleM KOHTPOJE YCHEBAaeMOCTH,
npomexxyTouHoi u utoroBoil arrecrauuu OO0 «KLT». Jlunam, ycremHo caaBIIUM 3K3aMEH,
BBIZIACTCS CBUETENHCTBO O JOJDKHOCTH clTykaiero, yctaHoBieHHOro B OO0 «KI[T» ob6pasma.

NHnuBuayanbHBId  y4eT pe3ylbTaTOB OCBOCHHS OOYYarOIIUMHUCA 00pa30BaTEIbHBIX
IporpaMM, a Takke XpaHeHue B apxuBax MH(opManuu o0 3THX pe3ybTaTax OCYIIECTBISIOTCS
000 «KILT» Ha 6yMaXHBIX U (WJIH) SJIEKTPOHHBIX HOCUTEISX.

Kpurepun o1ieHKH pe3ynbTaToB TECTUPOBAHUS PU IK3AMEHE:!

KonmnuectBo  GamnoB, HabpanHbIX | KadecTBeHHas OIICHKA WHJUBUIYaIbHBIX
CITymiaTeneM 00pa3oBaTeNbHBIX TOCTHKCHHUI

81-100 OIICHKA «OTJINYHO)

71-80 OLIEHKA «XOPOIIO»

51-70 OIIEHKA «YJOBJIETBOPUTEIILHOY

Menee 50 OLICHKA «HEYJOBJICTBOPUTEIBLHOY

8. BOITPOCHI K KBAJIMOUKAIIUOHHOMY 3K3AMEHY

1. BbiOepuTe npaBUJIbHOE YTBEP KIeHUE:

a) BCE MOCTYMAIOLIKME B OPTaHU3ALUIO0 JOKYMEHTHl PETUCTPUPYIOTCS CEKpeTapeM-
aIMUHHUCTPATOPOM

0) MOCTYIUBIINE B OPraHU3alUI0 JOKYMEHTHI PETUCTPUPYIOTCS CEKpETapeM-
aJIMUHHUCTPATOPOM BBIOOPOYHO, B COOTBETCTBUU C YTBEPKJICHHBIM ITEPEYHEM TOKYMEHTOB

B) N3 BCCX IMOCTYAUMBIIHMX B OpraHu3alii0 JOKYMCHTOB aAMHUHUCTPATOP
pPETUCTpUPYET TOJIBKO T€, KOTOPBIE MEPEAAIOTCS HA PACCMOTPEHUE PYKOBOJUTEIIO

2. Pacnopsi:keHusi, M31aBaeMble PyKOBOJACTBOM OPraHU3alMU, CHUTAKOTCA:

a) IIPaBOBBIMU aKTaMHU
0) pacnopsIuTEeIbHBIMUA TOKYMEHTAMH
B) Apyroy BapuaHT

3. Kakoii u3 [J0OKYMEHTOB perjiaMeHTHPYeT [AeSTeJIJbHOCTh KOHKPETHOIro
NOJIKHOCTHOIO JiHIa?

a) IIpUKa3
0) [IOJIOKEHUE 00 oTHele
B) JOJDKHOCTHAS. UHCTPYKIIHS

4. Kakoii cpoKk HCIOJITHEHHS YCTAHOBJICH /ISl IACEM OT OpraHu3anuii?

a) CEMb ITHENH
0) TpU JHEH
B) TpUALIATh THEH

5.B KakoM mopsiiKe, COIJIACHO MNpPaBHJaM [OKYMEHTO0000poTa, [10J:KHA
CTPOUTHCS PadoTa ¢ NOCTYNAIMUMHA B KOMIIAHUIO TOKYMeHTamMu ?

a) npueM - TepBOHaYaiabHas 0OpabOTKa - TMpEeABapUTEIHLHOE PACCMOTPEHHUE -
PacCMOTPCHUC PYKOBOJUTCIICM - UCITOJIHCHUC YIIPABJIICHUC B [CIIO

0) npueM - T[epBOHAaYallbHAass o0OpaboOTKa - pErucTpamus - pPacCMOTPEHHUE
PYKOBOAUTCIICM- UCIIOJIHCHUC - HAIIPABJICHUC B €TI0

B) opopMIeHHE AOKYMEHTa - MOJINUCAHUE - PETUCTpals - COTJacOBaHUE -

YTBEPXKIEHUE - OTIPaBKa

6. Kak Ha3pIBaeTcsi JOKyMeHT, GUKCHPYHOIIHH X04 00CYyXIeHHS ¥ NPHHATHS



pellleHusl HA 3aceJaHUH B KOMIaHUM?
a)TTPOTOKOJI
0) pemeHue
B) pacIopspKeHUe

7. Hy:KHO JI PErHCTPUPOBATH NMChbMA-HATIOMUHAHUSA ?
a)HeT

0)na

B) 10 YCMOTPEHUIO CEKpeTapsa-aAMUHUCTPATOPA

8. Eciu mocieaHuii JeHb CPOKAa HCHOJHEHHSI [JOKYMEHTa MPUXOAUTCS Ha
HepadouMii 1eHb, KOrJAa He00X0AUMO UCTIOJHUTH JOKYMEHT?

a)He Mo3JHee AHS, CIECIYIOIIEro 3a BEIXOAHBIM

0) He Mmo3aHee AHS, MPEANICCTBYIOIIET0 BHIXOTHOMY

9. Eciu 1Jis mepegadyd JOKYMEHTAa MCHOJIb3yeTc (pakCMMHJIbHAS CBSI3b, KAKOWM
00beM JOKYMEHTAa CYMTAETCH NpeaebHO J0NYyCTHMbIM?

a)TpH JUCTa

b) nats nucros

B)10 nucToB

10. B nucbMenHOM oOpameHuu ¢JioBa "'rocnoanH' u "rocmoxka':
a)MMIIYTCS TOJHOCTHIO

0) MUIIyTCS TTOJTHOCTHIO MPU OOPaIIeHUH K BHICOKOTIOCTABICHHBIM JIMI[aM
B) BCEr/la COKPAIIaloTCs.

11. Kakyo ¢popMyJIMPOBKY 10JIK€H HMETh 3aroJIOBOK K TEKCTY MPOTOKo1a?
a)B MPEIJIOKHOM TaEkKe

0)B JIaTCIILHOM IMaJEikKe

B) B POJUTEILHOM MaJEkKe

12.Cko0JIbKO aipecaToB MOKeT ObITh HA OJJHOM JOKYMeHTe?
a)He 6omee Tpex

0)He Oosee yeThIpex

B) He OoJiee 0JHOTO

13. YUto noHuMaeTcs noJ TepMUHOM "KBOpym''?

a)MUHUMaJIbHO HEOOXOAMMOE M JOCTAaTOYHOE KOJIUYECTBO UJIEHOB KOJIJIETHATbHOTO
opraHa JJig Hayajia paboTsl coOpaHus

0) 1/3 wiIeHOB KOJUIETHATBLHOTO OpTraHa

B) | 2 ujeHOB KOJIJIErnaabHOIO Oprasa

14. Kakoii TepMHMH, KaK NpaBHJO, MHCHOJb3yeTcsli B padore ¢ [JOKYMEHTaMH,
coJlepKAlIMMM KOMMEPYeCKYI0 TailHy, KOH(pUIeHIHaJIbHbIe CBeeHus1?

a)yder

0)perucrtpanus

B) Ipyrou

15. Bam pykoBoauTe/] b BO3BpallaeTcs W3 HeledbHOH KOMaHAMPOBKH. YUTOo croMT
cleaTh K ero nNpuxoay, YTo0bl NOMO4Yb ObICTPee BKJIKYUTHCH B padoTy?
a)IIOArOTOBUTH KPAaTKUM OTUET O TOM, YTO IPOU3OIIIO0 33 HEJIENIO0 €r0 OTCYTCTBUS
0)mocTapaThCsi HA3HAYUTD HA MEPBBIM PaOOYNi IEHh MAKCUMYM BCTpEY



B) BBIIEJIUTH BPEMSI HA COBMECTHBIN IPOCMOTP BHEIIHENW KOPPECTIOHIEHIINT

16.Kakoii 0;1aHK HCIOJIb3yeTCHA NPH 0(popMICHUH NPOTOKOIA?
a)0JIaHK OpraHu3aIuu

0)0J1aHK HE UCIIOJIb3yeTCs

B) OJIaHK CTPOTOM OTUYETHOCTH

17. Yto ucnoyab3yeTcs NpPH M31AHUU COBMECTHBIX MPUKA30B?

a) 0JIaHKU TIPUKA30B
0) CTa”AapTHBIE TUCTHI Oymaru opmata A4
B) oO