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1. HOACHUTEJIBHAA 3AIIMCKA

OOpazoBaTenbHas mporpamMma  Mpo(EcCHOHATBHONM  MOATOTOBKU IO
npodeccun «Jlenonporus3BoaUTENb» cocTaBieHa s ooyyatomuxcs 10 - 12 kinaccos
o011e00pazoBaTeNbHbIX YUpeKIACHUM Ha OCHOBE YCTaHOBJICHHBIX
KBaJTU(UKAIIMOHHBIX TpeOoBaHui (mpodeccuoHadbHbIX cTaHgapToB). Pabouas
nmporpaMma COCTaBJieHAa B COOTBETCTBUM ¢ y4eOHbIM Mmi1anoM MBOY
«HoBoaranckast O311».

[IporpamMma coctaBiieHa B COOTBETCTBHH C HOPMATUBHBIMU JJOKYMEHTaMHU:

- ®epepanbHbM 3ak0HOM Poccuiickoit deneparnu «O06 00pazoBaHUIY;

- ¢ yueroMm DenepalibHOTO TOCYIapCTBEHHOTO 00pa30BaTEILHOTO CTaHIapTa
cpenHero nmpodeccuonanbHoro oopazosanus 1o npodeccuu 034700.01 Cekperaps,
denepaabHOTO KOMIIOHEHTa TOCYJApCTBEHHBIX OOpa30BaTeIbHBIX CTAHIAPTOB
Ha4yaJbHOTO OOIIEro, OCHOBHOTO OOINEro W cpeaHero (IMOJHOTO) oOIero
oOpa3oBaHusl, yTBEPKIEHHOTO Mpruka3zoM MunucrtepctBa oopazoanusi PO Ne 1089
ot 5 mapta 2004 r. (c usmenenusamu 7 utong 2017 r.).

Kon mpodeccnn: 21299. dopma oOyuenus: ouHass. KommdecTBo 9acoB 1o
nporpamme 420 yacoB, U3 HUX TEOPETHYECKOE 00ydeHue - 172 yaca, NpakTHIECKOe
oOyueHue - 248 yaca.

[lenapro HacToOsIIEW MporpaMMmsel sBIsiETCS NpodeccruoHanbHas MOATOTOBKA
oOyuarormuxest 10 - 12 kmaccoB 1o mpodeccun  «Jlemonpon3BoIUTEbY.
OCHOBHBIMH 33JJa4aMU [IPOTPAMMBI SIBJISFOTCSI:

- (dopmMupoBaHME€ Yy  CTapIIEKJIACCHUKOB  COBOKYITHOCTH  OOHMX U
poecCHOHANTbHBIX KOMITETEHIINH, HEOOXOAMMBIX JCIOMPOU3BOJIUTEIIO;

- pa3BuUTHE Yy OOyYaromuxcsi MOTHBHPYEMOW TMOTPEOHOCTH B TMOJIYYEHUU
BOCTpeOOBaHHOM TTpodeccuu, B OpraHu3aliiyi CaMO3aHIATOCTH Ha PhIHKE TPY/Ia;

- OKazaHue  OOydYamIIMMCS  TPAKTUKO-OPUEHTHPOBAHHOW  TIOMOIIM B
npoecCHOHATLHOM  CaMOOITIPEICNICHUH, B  BBIOOpE IMyTH  TPOJOJDKEHUS
npo¢eCCUOHAIBHOTO 00pa30BaHusI.

[Iporpamma  BKIJIIOYAET: MOSACHUTEIBHYIO  3alHUCKy, IUIAHUPYEMbIE
pe3yibTaThl OCBOEHHUS MPOTPaMMbl, Y4YEOHBIM IUIaH, KaJeHIApHbIA y4eOHbIN
rpaduk, paboune mporpaMMbl Y4EOHBIX MPEIMETOB, OIICHOYHBIC MaTepHUallbl,
NepevyeHb IK3aMEHAIIMOHHBIX OUJIETOB, CIIUCOK JTUTEPATYPHI.

Teopernueckoe oOydyeHHe MPEACTABICHO CAEAYIOIUMH NPeIMETaMU:

v OCHOBbI DKOHOMHKH OTPACIIU U MPEIIPHUSITHS
OcHOBBI TOCyJIapcTBa U MpaBa
JlenoBas KynbTypa
JIOKYMEHTBI U J1€JIONPOU3BOICTBO
OpranuzanoHHasi TEXHUKa

v MudopmarimoHHbie TEXHOJIOTUH.

B mporuiecce TeopeTnueckoro o0yueHus: 00y4aronecs: u3y4yaror:

v’ PYKOBOJSIIME MaTepUalIbl ¥ JOKYMEHTHI [0 BEIECHHIO JIEIONPON3BOCTBA Ha

MpEANpUsITAUA, OCHOBHBIE TToJ10keHust EI'C/I;

v/ OCHOBBI JI€JIONPOU3BOJICTBA;

v/ MAallIMHOIIXCB;

v
v
v
v



v/ amnmapaTHOE U MPOrpaMMHOE 00ECTieueHNnEe KOMITbIOTEPA;
v paboTy C 2JIEKTPOHHOM MOYTOM;
v/ OPITEXHUKY, HECOOXOIUMYIO JIJIsl pa0OTHI JEIOMPOU3BOAUTEIIS.

[Iporpammoil TpenyCMOTPEHO MpakTUYeckoe oOydeHHue, B Ipoliecce
KOTOPOro o0ydaroliuecs: OBJIaICBaOT KJIaBUATypOl MEpCOHAIBHOTO KOMITBIOTEPA,
BBINIOJIHAIOT ~ paboOThl O  KOMIBIOTEPHOM  00pabOTKE  JOKYMEHTOB €
UCIIOJIb30BAaHUEM CTAaHAAPTHBIX KOMIIBIOTEPHBIX IPOTPAMM,

[TpomexyTouHasi aTTecTanus MPOBOAUTCS B (popme 3a4eTOB, KOHTPOJIBHBIX
pabot. IlpodeccmonanpHoe 0Oy4YeHHE 3aBEpINACTCS WTOTOBOM aTTeCTalued B
dbopme KBaTM(UKAITMOHHOTO YK3aMEHa.

K koHIly 00y4eHus1 KaKJ1blil OOy4arOIINIICS JOHKEH YMETh CaMOCTOSITENBHO
BBITIOJHSATH BCE pabOThI, MPETyCMOTPEHHbIE KBATH(PUKAITMOHHBIMH TPEOOBAHHUSIMHU.
OOyuaroiuecs, OCBOUBIIKE ITPOrpaMmMy MpoPecCUHOHAIBHON MOATOTOBKH, CAAIOT B
YCTaHOBJIEHHOM TMOpSJIKE KBaTU(pUKAUMOHHBIA dk3ameH. OOydaromemycs,
CHaBIIEMY KBaIU(DUKAIMOHHBIM HSK3aMEH, TMPUCBAMBACTCS  KBaJTU(UKAIUS
«/lenonpou3BoaUTENb» W BBIIAETCS CBUAETEILCTBO YCTAHOBJIEHHOIO 00pasia.
Jlumo, He caaBmiee KBAIM(PUKAIMOHHBIM JK3aMeH, TOJydaeT CIPaBKYy
YCTaHOBJICHHOTO 00pas3Iia.



2. INTAHUPYEMBIE PE3YJBTATBI OCBOEHUSA ITPOI'PAMMBbI

IMpodeccus — [emonpon3BoauTesb

KBanuduxanus - 3 paspsia

Jlenonpou3BoAUTENb 3 pa3psiia J0JIKEeH 3HATD!

MOJIOKEHUS, THCTPYKIIMH, IPYTHE PYKOBOISIINE MaTepUalbl U
HOPMATHUBHBIEC JOKYMEHTHI 10 BEJECHUIO JEIOMPOU3BOICTBRA;

CTPYKTYpPY ¥ PYKOBOISILIMI COCTaB MPEINPUATHS U €r0 MOAPa3IeICHUN;
MAaIlMHOIHCh;

npaBuia opdorpaduu U MyHKTyaIuu;

MOPSAOK PACIIOJIOKEHUS MaTepUaia Npyu Ne4aTaHuU Pa3IMuHbIX JOKYMEHTOB;
IpaBuJia MevaTaHus JeI0BbIX MUCEM C UCIIOIb30BAHUEM THUITOBBIX (POpPM;
IpaBuiia SKCIUTyaTally MUITYIIUX MaIIUH, TUKTO()OHOB, MAarHUTO(OHOB;
MpaBUJIa MOJIb30BaHUs IPUEMHO-TIEPETOBOPHBIMHU YCTPONCTBAMU;

CTaHAapThl YHU(PHUIIMPOBAHHON CUCTEMBI OPTaHU3AIMOHHO-
pacrnopsauTEeIbHON JOKYMEHTALINHY;

OCHOBBI OpraHU3aluu TPY/a;

OCHOBBI 3aKOHOJIATENbCTBA O TPY/IE;

npaBuiia BHYyTPEHHETO TPYIOBOTO PACIOPSAKA;

MpaBUJia U HOPMbI OXpaHbl TpyAa.

Jlemonpoun3BOaUTEIb 3 pa3psaaa A0JKEH YMETh!

BrIToTHATE TeXHUYECKHE (PYHKITUHU 0 O0ECIICYEHUIO U 00CITYKUBAHUIO PA0OThHI
PYKOBOAMTEIS MPEANPUITHS UM €r0 MOApa3aesieHun

[TomyuaTs HEOOXOIUMBIE PYKOBOJIWTENIO CBEACHHS OT IMOAPA3ACICHUN WU
WCITOJTHUTEJIEH, BBI3BIBATH 10 €T0 MOPYUYEHUIO pAOOTHUKOB.

Oprann3oBbIBaTh TeNCPOHHBIC TIEPETOBOPHI PYKOBOAWUTENS, MPUHUMATH H
nepeaaBaTh TeaeOHOTPAaMMBI, 3alMCHIBATH B €r0 OTCYTCTBUE MPUHSTHIC
COOOIIIEHUS ¥ TOBOJUTH 10 CBEICHUS PYKOBOAMTENS UX COJIEpPIKaHuE.
OcymiectBiieHre paboThI 1O MOATOTOBKE 3aCeIaHUi U COBEIIIAHUMN, TPOBOANMBIX
pykoBoauTesieM (cOop HEOOXOAMMBIX MaTEpUaIOB, OMOBEIICHUE YYACTHUKOB O
BPEMEHHU, MECTE, TTOBECTKE JIHS 3aceIaHMs WM COBCIAHUS, UX PETUCTpAIs),
BeJICHHE U 0(POPMIICHHE TTPOTOKOJIOB.

Obecneuenue pabouero MecTa PYKOBOJUTENS KAHIIEJISIPCKUMU
MPUHAICKHOCTIMHU, CPEACTBAMH OPTaHW3allMOHHOW TEXHUKH, CO3JIaHHC
yCJIOBUH, crTOCOOCTBYIOMUX d(DPEKTUBHON PabOTE PYKOBOIUTEIIS.

[lepenadya u mpueM wHGOPMAIMKH TIO MPUEMHO-TIEPETOBOPHBIM YCTPOMCTBAM
(Tenekc, daxkc, Teaedakc u ap.).

[TewaTanue Mo yKa3aHUIO PYKOBOJUTENS PA3IMYHBIX MATEPUAJIOB.

Benenue nemonpous3BOACTBO, MPHUEM MOCTYIMAMOIIEH HAa WUMS PYKOBOIUTEIIS
KOPPECTIOHJICHITUN, €€ CHUCTeMAaTH3allis B COOTBETCTBHM C MPHUHATHIM Ha
MPEANPUATAN TTOPSIIKOM U TIepeada Mmociie €€ pacCMOTPEHUSI PYKOBOIUTEIIEM B
MO/Ipa3IeTICHUS UK



KOHKPETHBIM UCIIOJIHUTEIISIM ISl HCTIONB30BAHMSI B TIPOIECCE UX PaOdOTHI OO
MOATrOTOBKM oTBeTa. [IpreM JOKyMEHTOB Ha MOJAIUCH PYKOBOIUTEINIO.
Opranuzaius npremMa noceTuTenei, coaeicTBIe ONePaTUBHOCTH
paccMOTpEHHUsI MPOCKO U MPEIOKEHUN paOOTHUKOB.

dopMupoBaHUE JIe]1 B COOTBETCTBUH C YTBEPKJACHHOW HOMEHKIIATYpOH,
oOecrieyeHne X COXpPaHHOCTH U B YCTAHOBJICHHBIE CPOKHU CJlavya B ApXUB.
[ToaroToBKa JOKYMEHTOB JIJIsl TAPAXKUPOBAHUS Ha MHOKUTEIILHON TEXHHUKE,
KOIMPOBaHUE JOKYMEHTOB Ha MEPCOHAILHOM KCEPOKCE.



KPUTEPUM OLIEHKU 3HAHUM

Kpurtepun u HOpMbI OLIEHKH YCTHOI'O OTBETA
Ounenka «S5»: OTBET NOJHBIM W TNPABUIBHBIMN HAa OCHOBAHUM W3YYEHHBIX

TEOPHUIi; MATEPHUAN U3JI0KEH B OIPEICICHHON JIOTUYECKOW IMOCIIEI0BATEIBHOCTH,
JUTEPATYPHBIM SI3BIKOM: OTBET CAMOCTOSTEIIbHBIN.

Ounenka «4»: OTBET MOJIHBIA W TMPABUIbHBIA HAa OCHOBAHUM W3YUYEHHBIX
TEOpUH; MaTeprall U3JI0KEH B OMNPEIEIICHHONW JOTUYECKOW MOCIEN0BATEIbHOCTH,
IIPU 3TOM JOMYIIEHBI IBE-TPU HECYIIECTBEHHBIE OIMOKHU, C TOMOIIIBIO HABOSIINX
BOITPOCOB JaH IIPaBUJIbHBIA OTBET.

Ounenka «3»: OTBET NOJHBIMA, HO IPU ATOM JONYIICHA CYIIECTBEHHAs
OIIMOKa, WJIM HEeTIOJIHBIN, HECBSI3HBIMN.

Ouenka «2»: pu 0TBETE 0OHAPYKEHO HETOHUMAaHHUE Y4alUMCsl OCHOBHOTO
CoJepKaHusl y4yeOHOro Marepuaja WIM JOMYIIEHbl CYIIECTBEHHbIE OIIMOKH,

KOTOPLBIC W&HIHIZCSI HC CMOTI" UCIIPABUTH IIPpHU HABOAIIHUX BOIIPOCAX YUUTCIIA.

KpuTtepun u HOpMbI OlleHKH MPAKTHYECKHUX padoT

Ouenka «5»:

a) pa0oTa BBINIOJIHEHA B MOJHOM O00BEME C COOJIOJICHHEM HE0OXOaUMOM
NIOCJIEIOBATEIBHOCTH €€ IPOBEICHHUS];

0) nmpaBuIBEHO OhopmiIeHa paboTa ¢ y4eToM Bcex TpeOOBaHUM.

Ouenka «4»: paboTa BBITIOJIHEHA TPABUIIHLHO C YYETOM 2-3 HECYIIECTBEHHBIX
OLLIMOOK UCIIPABJICHHBIX CAMOCTOSATEIBHO 10 TPEOOBAHUIO YUUTEIIS.

Ouenka «3»: paboTa BBIIIOJIHEHA NPABWIBHO HE MEHEE YeM Ha IMOJIOBUHY
WIH C TPYOBIMH OLIMOKaMU TpeOOBaHU 0(hOPMIIEHHUS TEKCTOBBIX PaboT.

Ouenka «2»: momymieHbl Tpu (M 0oJiee) CyIIECTBEHHBIE OIIMOKH B XOJIE
paboThI, KOTOPBIC YUAIIUNUCS HE MOXKET HUCTIPABUTH JIaXKe TI0 TPEOOBAHUIO yUUTETIS.

Yyuutenb UMeeT MpaBo NOCTaBUTh YUYEHUKY OIIEHKY BBIILIE TOM, KOTOpas
IPEeIyCMOTPEHA «HOPMAaMM», €CJIM YUEHUKOM OPUTHMHAIBHO BBINOJIHEHA padoTa.



3. VUEBHbBIN ILJIAH

npodeccuoHaNbHOM NOJATOTOBKM MO Mpodeccuu «/lenonpon3BoauTenby

Bcero
Ne M 4acos 3a
n/n PEAMETRE KYpC 00y4eHus
TEOPETUYECKOE OBYYEHUE
1. | OCcHOBBI 5KOHOMUKH OTPACIIH U MPEANPUATHS 10
2. | OcHOBBI rOCyZlapCcTBa U IPaBa 10
3. | llenoBas KynbTypa 10
4, JIOKYMEHTBI U JIeJIONPOU3BOICTBO 62
5. OpraHu3anioHHasi TEXHUKa 14
6. | UudopmanmoHHbie TEXHOIOTUN 50
7. | Kagpoas pabota 16
NUTOI'O: 172
INPAKTUYECKOE OBYUEHUE
8. | MamuHonuch 58
9. | KommnbroTepHast 00pab0oTKa JOKyMEHTOB 58
10. |IIpakTtuueckoe oOydeHuUE 120
Kouncynprarmu 8
OK3aMeH 4
NUTOI'O: 248
BCEI'O: 420

4. PABOYME ITPOT'PAMMBI YYEBHBIX ITPEJIMETOB

PEIIPUSITUS»
TEMATHUYECKHUM IVIAH

4.1. YYEBHBIA TPEJMET «OCHOBBI SKOHOMMWKHA OTPACJIN U




No Tembl Kou-Bo

/1 4acoB

1 |I'maBHBIC BOPOCHI SKOHOMUKH 2

2 |YenoBek Ha pBIHKE TPyIa 2

3 |Mup nener 2

4 |busHec-1m1aH npeANPUITHUS 2

5 | MapkeTuHroBass KOMMyHHKaLIOHHAsI IOJINTHKA 1

6 |3auer 1
NTOroO: 10

HPOT'PAMMA

Tema 1. I'1aBHbIE BOIIPOCHI IKOHOMHUKH

Uro n3ydaeT 3kOHOMUKA. THUIIBI SKOHOMUYECKUX CHCTEM.
OpraHu3aimoHHO-IPaBOBbIE (POPMBI NPEANPUATUN. BUIBI FOpUINYECKUX JIHII.
OKOHOMMUYECKHE OCHOBBI JIeATENbHOCTH (pUpMbI. [Ipeanpunumarens U co3iaHue

(bupMBI.
Tema 2. YesioBeK Ha PBIHKE TPyaa
Yenosek u peIHOK TpyAa. CobecenoBanue. Pestome.
Tema 3. Mup nener
[IpuuriHbI BOSHUKHOBEHHUS U OpMBI JeHer. OyHKIHUU JIEHET B COBPEMEHHOM

9KOHOMMUKE.

Tema 4. BuszHec-IaH NpeANPUATHS
buzHec-m1aH: NoHATHE, TPAaBUJIa COCTABIICHHUS.
Tema S. MapkeTHHroBass KOMMYHHMKAIIMOHHAS MOJIUTUKA
[TonsiTue, Mogenu U pa3paboTKa CTPATErHii MAPKETUHTOBBIX KOMMYHHKAIIHI.

Pexmama: nonsrue, knaccuukanys OCHOBHBIX CPEJICTB.

4.2. YYEBHBIA TPEJIMET «OCHOBBI TOCYJAPCTBA U IIPABA»
TEMATHYECKHWH ILVIAH



Ne Tembl Kon-Bo
n/m 4acoB
1 OCHOBBI KOHCTUTYIIMOHHOTO MpaBa 2
2 OCHOBBI I'PAXKJIAHCKOTO MpaBa 2
3 OCHOBBI TPYIOBOTO TIpaBa 2
4 OCHOBBI YTOJIOBHOT'O MpaBa 2
3) CoBpemenHoe Poccuiickoe rocyaapcTBO 1
6 3ayeT 1

UTOI'O: 10

Tema 1. OCHOBBI KOHCTUTYLIHOHHOTO IIPABa

OcHoBHbIe  (OpMBI  rOCymapcTBEHHOro  yctpoiictBa. DenepatuBHOE
ycrponictBo Poccuiickoit denepanu. KonctutynnoHHsli cratyc teppuropun PO.

Oprannzanusi rocygapcTBeHHOM Biacth B P®. Peanmuzanusa npuHouna
pasnenenus Biacted B PO®. Ilpesunent kak rimasa rocynapcrBa. denepanbHoe
coopanue PO. IIpasutensctBo PD. [Topsinok popmuposanus. [lomnomouus.

MectHoe camoymnpasienue. OpraHbl MECTHOrO camoymnpabieHus. HWx
noJIHoMouMs. MyHUIIMIIaIbHOE 00pa30oBaHUE KaK CyOBEKT MTPaABOOTHOIICHHIA.

Tema 2. OCHOBBI TPaKIAHCKOTO NMPAaBa

[lonsitue CcyOBEKTOB TpakIaHCKOro mpaBa. [paxkgaHe Kak CyOBbEKTHI
Ipa)KIaHCKOTO MpaBa. ['paxknaHckast mpaBo- U J€eCIOCOOHOCTb.

Opunnueckue nuua. Knaccudukanus ropuanueckux nuil. Kommepueckue u
HEKOMMEPYECKHE OpraHu3aluu. XapaKTEPUCTUKA OCHOBHBIX OpPraHU3aIlMOHHO-
paBOBBIX (popMm.

Poccuiickas ®enepanusi Kak CcyObeKT rpaxaaHckoro mpasa. OOBEKTHI
rpaXIaHCKUX MpaB. Benmum kak OCHOBHOM 0O0BEKT TpakaaHCckux mpaB. I[IpaBo
cooctBerHHocTu. Cojiepkanue npaa coOCTBEHHOCTH. OCHOBaHUS TPUOOPETEHUS U
MpeKpalieHus npaBa cOOCTBEHHOCTH. OCHOBHBIE MOJIOKEHUS O HACTIEOBAaHUH.

Tema 3. OCHOBBI TPYI0BOT0 NPAaBa
CyObexTsl TpynoBoro mpasa. TpymoBoi goroBop. PabGouee BpeMs u Bpems
otnbeixa. 3apaborHas muiata. Pabodee Bpemsa. HopmanbHas mpomoiKUTEIBHOCTD
pabouero BpemeHu. CBepxypouHasi pabota. Bpems otasixa. MarepuanbHas
OTBETCTBEHHOCTh.  JucuumimHa  Ttpyaa. OxpaHa  Tpyna.  3aHSATOCTH
HECOBEPUICHHOJIETHUX.

Tema 4. OCHOBBI YI0JIOBHOT'0 IIPaBa
[Ipectynnenue. CoctraB mnpecryrieHus. CoydacThe B MPECTYIUICHUH.
Haxkazanue.

Tema S. CoBpemennoe Poccuiickoe rocyaapcrso

Ocobennoctu  ¢GopMbl  TpaBlieHUWs  COBpeMeHHoro  Poccuiickoro
rocyaapctea. [ ocymapCTBEHHOE YCTPOMCTBO COBPEMEHHOTO Poccuiickoro
rocygapcrBa. l'ocygapcTBeHHbId  pekuM  coBpemeHHoro  Poccuiickoro
rocyzapcraa.



4.3. YYEBHBIA ITIPEJMET «JIEJIOBASI KYJIBTYPA»

TEMATUYECKHUM IJIAH

No TeMbl Koin-Bo
/1 4acoB

1 Otuka, npodeccuoHaibHas 3TUKA 2

2 Cmy>keOHBIN STUKET 2

3 KynbTypa aenoBoro obmeHus 2

4 KynbpTypa BHEmHero Buia 2

5 JleoBoit mPOTOKOJI 1

6 3ayet 1

UTOro: 10

Tema 1. dTuka, npodeccuoHaIbHasE 3ITHKA
Otuka. Ee npeamer u HazHaueHue. [lonstue npodeccHOHANIBHOW STUKH.
OCHOBHBIE KaTEropuu MPOPECCHOHAIBHON JSTUKHU: JIOJT, COBECTb, YECTh,
JTOCTOMHCTBO. HpaBcTBEHHas1 KyJnbTypa U MOpajbHas OTBETCTBEHHOCTh. Koaekc
YECTH JEI0BOr0 YEIOBEKA.

Tema 2. Ciry:keOHbIN 3THKET
[Toustue npenoBoro stukeTa. J0OpOXKENaTETLHOCTh M BEAJIMBOCTH Kak
OCHOBAa COBpEMEHHOro 3Tuketa. Hopmbl, mpaBuia MoBeaeHUS W OOUIEHUS B
nenoBoi oocraHoBke. [IpaBuna mpuBeTCTBUS U MpeACTaBIeHUs cTOpoH. lIpuem
noceTurenel. BU3NTHbIE KAPTOUKH.

Tema 3. KyabTypa 1e/10BOro o01meHus

Buael u nenu nenoBoro oOmenus. CyOopauHanusi B J1€I0BOM OOIIEHUH.
OcHoBHBIE TpeOOBaHHS K JeloBOMYy pasroBopy. Kymbrypa cioyxxkeOHOTO
pasroBopa. [Icuxonorudeckue OCHOBHI Jie0BoM Oecenbl. HeBepOanbHbIe cpeicTBa
B JICJIOBOM pa3rOBOPHOM MpPaKTUKE. PeueBOM 3TUKET U BEKIMBOCT.

OcHoBHBIE TpeOOBaHUS K BeJeHUIO TelaehoHHOro pasroBopa. [loaroroska k
cinyxebHoMmy TenedoHHOMY pasroBopy. KOMIIO3HIIMOHHBIE H  pEyYeBbIC
OCOOEHHOCTH CITY>K€OHOTO TeIe(OHHOTO Pa3roBOpa.

Tema 4. KyabTypa BHemiHero Buga
Kynbrypa BHEImIHEro BuIa COBPEMEHHOIO IEJIOBOTO 4eyoBeKa. JlenoBou
KOCTiOM. Mcrosip30BaHME KOCMETHMYECKUX CPEACTB M mapdromepun. MaHepbl
MOBEJICHUSI.
Tema 5. /les10BOM IPOTOKOJI
[TonsaTHe «1€T0BOM MPOTOKOJ»; €ro poJib B MPOBEJACHUU JCIOBBIX BCTpEU
(meperoBopoB, npuemoB). CymiHoOCTh fenoBoi 6ecennl. Bunsl 6ecen. [loaroroska
6ecenpl. CTpyKkTypa e10Boi Oecenpl. MeTopl, HCTIOIb3yEMbIE HA PA3HBIX dTamax
JIEII0BOM Oece/ibl. ITUKET JIEJIOBOM Oece/Ipl.

4.4. YYEEHBIN HPEJIMET «1OKYMEHTbBI n
JAEJOITPOU3BOACTBO»

TEMATUYECKHUM IIAH




No TeMbl Koa-Bo
n/m 4acoB
1 | Ucropus opranuszanuu aenonpousBojcTBa B Poccun 2
2 | IlonsTue 0 TOKyMEHTaxX M Croco0ax JOKYMEHTHPOBaHUS 2
3 | YHudukanus u crangapTu3anys J0KyMeHTOB. CUCTEMBI 2

JIOKyMEHTAITNH
4 | YaudunupoBaHHas CUCTEMa OPraHU3aIlMOHHO- 2
pacniopsiautensHoi gokymenTanuu (Y COP/I). ®opmyisip -
obpazer; OP/]
5 | TpeboBanus k OPOPMIICHUIO PEKBU3UTOB JIOKYMEHTOB U 2
OJlaHKaM
6 | Opranu3alOHHO-PACTIOPSIIUTENbHAS JOKYMEHTAIS 2
7/ | Opranu3aiuoHHbIE TOKYMEHTHI 6
8 | PacnopsauTenbHbie TOKYMEHTBI 6
9 | MadopMaiimoHHO-CIPABOYHBIE TOKYMEHTHI 6
10 | TpeGoBanus kK 0(OPMIICHHIO W MPABHJIA BEIAAYN KOITAN 2
JTOKyMEHTOB
11 | JIOKyMEeHTbI IO JUYHOMY COCTaBY 10
12 | Cayx6a TOKYMEHTAIIMOHHOTO 00€CIIeUeHUs yIPaBIICHHUS. 2
TpeOoBaHuUs K OpraHU3aIMu JOKYMEHTO000pOoTa
13 | Opranuzanus npuema JOKyMEHTOB 2
14 | Opranuzaiusi 00pabOTKH UCXOISIINUX JOKYMEHTOB 2
15 | Peructpanus TOKyMEHTOB 2
16 | Opranu3anust KOHTPOJISI HCTIOJTHEHHUSI JOKYMEHTOB 2
17 Opranuzanus orepaTiBHOIO XpaHEHUsI JOKYMEHTOB. 2
Howmenknarypa nen.
18 DKcnepTHu3a EeHHOCTH JOKyMeHTOB. IloaroroBka aen k 2
apXWBHOMY XpPaHEHHUIO
19 Opranuzanms JeJIONPOU3BOACTBA MO MHUChbMEHHBIM U 2
YCTHBIM OOpAIllEHUSIM Tpak/IaH
20 | Opranusanus paboThl ¢ TOKyMEHTaMHU, JeJIaMU U 2
U3JIaHUSMH, COACPKAITUMU Tpr( OrpaHUUYeHUs JOCTYyIa K
HUM
21 | 3auer 2
HUTOI'O: 62

Tema 1. UcTropusi opranuzanum aejonpoussoacrsa B Poccuu

[lonsiTue o0 JOKyMeHTe U jAenonpou3BojacTBe. (OCHOBHBIE — 3Tarlbl
UCTOPUYECKOIO0  pa3BUTUS  Jenonpous3BoacTBa B Poccun:  mpukaszHoe
nenonpousBoAcTBo (X VI - XVII BB.), komiexckoe aenonpousBoactso (XVIII B.),
MUHHCTEpPCKOE Jienonpon3BoacTBo (XIX - Hayano XX BB.), A€JONPOU3BOICTBO B
coBerckuid mnepuoa. CoBpeMEHHas perjaMeHTaluus M OpraHu3alus CIIy>KObl
JEJI0MPOU3BOCTBA.



Tema 2. IloHsATHE 0 JOKYMEHTAX M CIIOCO0AX JOKYMEHTHPOBAHMA
[Tonste o noxymenre. Mudopmarus u gokymeHnt. Ponbp uHpOpManuu B
COLIMAJIbHO- IKOHOMUYECKHUX Mpoueccax. PeaepanpHbiii 3akoH "O0 nndopmanuy,
uHpopMaTuzanuuu u 3amute nHpopmanun". [onnpyHKINOHATBHOCTD JOKYMEHTA.
NupopmanmonHas, KOMMYHUKAaTHBHas, COLIMAJIbHA, KyJIbTYpHa,
ylpaBJeHYECKasl, IpaBoBasi, ICTOpUYECKas U Ipyrue PyHKIUU JOKYMEHTOB.
[Tonstue o noxymeHTHpoBaHUH. OCHOBHBIE CIOCOOBI JOKYMEHTHPOBAHUSI.
MarepuanbHple  HOCUTENM  HH(OpPMALMH. TexkcToBble,  rpaduueckue,
MaIIMHOYUTAEMbIE TOKYMEHTHI, (DOTOJOKYMEHTHI. BiusiHue Hay4HO-TEXHUYECKOTO
IIporpecca Ha JOKyMEHT U JOKYMEHTUPOBAHUE.

Tema 3. YHuukanus u cranxapTu3alus 10KyMEHTOB.
CucreMbl JOKyMEHTALIUH

VYuudukanusa u crangapruzanus. [lonarue "cucrema AoKymeHTauuu'", ee
npu3Haki. OyHKIMOHATIBHBIE U OTPACIEBbIE CUCTEMBI IOKYMEHTALIUU.

[lonsitue  "yuuduuupoBaHHass  cucrema  jJokyMeHtamuu'.  CocrtaB
YHU(PHUIIMPOBAHHBIX CUCTEM JOKYMEHTALlMU: OPraHU3allMOHHO-PACIOPSAIUTENbHAS,
OTYETHO-CTaTUCTUYECKAs!, IEpBUYHAs, yUeTHas1, GUHAHCOBAsS U JP.

['ocynapcTBeHHble  CTaHAApThl  HAa  YHU(PUIUPOBAHHBIE  CHCTEMBI

JIOKyMEHTAIUH.
dopMyIsip JTOKyMEHTa W €ro cocTaBHble 4YacTH. [lOHATHUS: pPEKBU3UT,
bopmysip JOKYMEHTA, THUTIOBOM bopmysip, bopmynsip-obpaszert,

WHIUBUIYAIbHBIN  (opmynsip, Tabenb (opM JOKYMEHTOB, aibOoM QopMm
YHHU(PHUITMPOBAHHBIX TOKYMEHTOB.

Tema 4. YHuguuupoBaHHas CHCTEMA OPraHU3aLMOHHO-PACIIOPAAUTEILHON
noxkymenrauuu (Y COP).®@opmy.asp-oopaszen OP/{
XapakTepucTUKa M COCTaB YHHU(PUIMPOBAHHOM CHUCTEMBI OpraHU3aIl[MOHHO-
pactiopsiautenbHoit  pokymeHTtauuu (YCOPJ]), HOpMaTHBHBIE JTOKYMEHTHI,
pernamenTupytomue npumeHenne Y COP/I.
DopMyIsip-00pasel] Kak cXxema pacroyioKEeHUs] PEKBU3UTOB OpraHU3alMOHHO-
pacniopsiauTenabHoro fokymenrta. Coctas pekBuzutoB OP/[ mo 'OCT, BapruaHThl X
PACITOJIOKEHMUS.

Tema 5. TpeboBanusi K 0(p)OPMJICHHIO PEKBU3UTOB JJOKYMEHTOB M OJIaHKaAM
[TonsiTe «O6MaHK JOKYMEHTa», €ro posib B 0OpMICHUH JOKYMEHTOB. Buabl
OJlaHKOB: O0IIMIA OlaHK, OJaHK MUChbMa, OJaHK KOHKPETHOTO BHUAA JOKYMEHTa
(KpoMme nuchbma).
CocTaB pekBU3UTOB OJIaHKa B 3aBUCUMOCTH OT ero Bujaa. [locTosHHbIE
U TIepEMEHHBIC PEKBU3HUTHI OJaHKOB. [IpaBuia KOHCTpyHpOBaHHS OJTAHKOB.

Tema 6. Oprann3zanuOHHO-PACTIOPSAUTEIbHAS JOKYMEHTALUS
OcHOBHBIE TpYyNIbl OPraHU3AIMOHHO-PACHOPSIUTEIIBHBIX  JOKYMEHTOB.
CocraB rpynn JOKyMEHTOB; MX Ha3HAYEHUE.

Tema 7. OpranuzaniuoHHbIC JOKYMEHTbI
XapakTepucTUKa M COCTaB OpPraHU3allMOHHBIX JIOKYMEHTOB (ycCTaBa,
MOJIOKEHUS, UHCTPYKIUH, TOJBKHOCTHOM MHCTPYKIIMH, MTpaBui), TpeOOBaHUS K UX
oopmiieHnto. OCOOEHHOCTU TEKCTa OPraHU3ALMOHHBIX TOKYMEHTOB.



Tema 8. PacnopsiaureabHble JOKYMEHTbI

XapakTepuCTUKa U COCTAB PacHOPSAUTEIbHBIX TOKYMEHTOB (IIOCTaHOBJICHUS,
IpUKa3a, PEeLICHUs, PACIIOPSIKEHUS, yKa3aHUsl, COBMECTHOI'O PacHOPSAUTEIBLHOTO
JIOKYMEHTa), TpeOOBaHUs K UX 0POPMIICHHIO, 0OCOOCHHOCTH TEKCTA.

Tema 9. UndopmManmoHHO-CNIPABOYHbIE JOKYMEHThI

XapakTepucTuka M CcocTaB HMH(POPMAIMOHHO-CIPABOYHBIX JIOKYMEHTOB
(cimy>keOHBIX MHCEM, CIIPABOK, 3asIBJICHUN, JOKJIaJHON 3allUCKH, aKTa, IPOTOKOJIA),
TpeOoBaHUSI K UX OQGOPMIICHHIO, OCOOEHHOCTH TEKCTa KaXJAO0ro BuUJa
UH(GOPMAIIMOHHO -CIIPABOYHBIX JOKYMEHTOB.

HopMaTtuBHbIE TOKYMEHTHI, YCTaHABIMBAIOIINE TPEOOBAaHUSA K O(POPMIICHUIO
tenerpamMm. Kateropum tenerpamm. OcoOEHHOCTH OQOPMIICHHSA, COCTaB
pekBu3HUTOB. Mcnonp3oBanue TpadapeTHbIX OJIaHKOB.

TenedoHorpaMMbl: COCTaB PEKBU3UTOB, TpeOOBaHUS K O(OPMIICHHIO.
[TpaBuiia nepenaun TenepoHOrpamm.

Oco0eHHOCTH cOcTaBIeHUS TOKyMeHTa ¢ momonibio [1K.

Tema 10. TpedoBanus K
oopmiIeHHIO M IPaBUJIA
BbIIA4YM KONMI JOKYMEHTOB
[TonsTne noanuHHuKa. [1o/yIMHHEBIE M IOIOKHBIE JOKYMEHTHI. BrIbI
danscudukanmu 10kyMeHTOB. [ToHsTHE «Komus». Bunbl konui, onpeaensemMbie
crocoboMm ux BocnpousBeneHus. Konuu, paznuuaemblie 1o crnocol0y ux
YAOCTOBEPEHUS.
TpeboBanus kK 0POpMIICHUIO KOTIUMA pa3IMUHbIX BUAOB. PexBu3ut "OT™MeETKA O
3aBepeHnn konui'". TpeOoBaHusI K MPOCTABICHUIO PEKBU3UTA IO TMOJHOM U
cokpateHHo ¢opme. IIpaBuna 3aBepeHuss KONUil HOTapyuadlbHBIMU KOHTOPAMH U

JOJDKHOCTHBIMMU JINIIaMHU OpFaHI/IBaHI/Iﬁ.

Tema 11. [IoKyMeHTBI 110 JIHYHOMY COCTABY
JIn4HbIE 3asIBIECHUS, XapaKTEPUCTUKH, KOHTPAKTHI, IPUKA3bl 10 TUYHOMY
COCTaBY, TPYJOBbI€ KHUKKHU, JIMYHbIE KAPTOUKHU, (POPMBI, IIPE/ICTABICHHUSI, TUUHbIE
JIOBEPEHHOCTH, pacnucku. OcobeHHocTu ux ohopmiienus. Jlnunsie nena. Cocras
JIOKYMEHTOB JINYHOT O jiesia. TpeboBaHus K 0(hOPMIIEHHIO JIMYHBIX JOKYMEHTOB:
aHKeTbl, aBToOMorpadun, pezrome. OcCoOOEHHOCTH (POPMUPOBAHUS U BEACHUS
JIMYHBIX JI€JI, UX TEKYLIEro XpaHEeHHUSI.

Tema 12. Cay:x0a 10KYMEHTALMOHHOI0 o0ecneYeHusl yIPaBJICHUs.
TpeGoBanus K OpraHu3anuu J0KyMeHT0000poTa
Cnyx0a JOKYMEHTAI[MOHHOTO 00€eCIiedeHMsl yNpaBJIeHMs]; OCHOBHAs 3ajaua,
(GyHKUHUH, TUIOBbIE CTPYKTYpPbI, JOHDKHOCTHOM COCTaB, (PYHKIMOHAJIbHbBIC
00513aHHOCTH J€I0NPOU3BOJUTENS, HOPMUPOBAHUE TPY/IA.

[Tonsitue  "moxkymeHTOOOOpOT",  OOIME  TPUHIUIBI  OpTraHU3AIIH
JOKyMEHTOO0OpOTa, €ro  CTPYyKTypa, HEoOXOOMMOCTh  y4yeTa oObema
JIOKyMEHTO000pOTA.

HopmaTtuBHO-MeTOIMYECKHE TOKYMEHTBI, PETJIAMEHTUPYIOIINE OPTraHU3aIIUI0
pabotel ciyx0b1 JIOY u opranuzaruio qoxkymeHTooOo0poTa. Kommbrorepusanus
JIOKyMEHTO000pOTA.

Tema 13. Opranuszanusi npuemMa 10KyMeHTOB
[Iytu mocTtymneHus AOKyMEHTa B yupexaeHue. l[IpueM u mepBoHayalbHAs
00paboTKa JOKYMEHTOB, COCTaB BBIMOJIHAEMBIX PaObOT MpH MEPBUYHON 00pabOTKe
JOKYMEHTOB. PaccMoTpeHue JOKYMEHTOB pYKOBOJUTENIEM, IPOCTABICHUE
pexkBm3uTa «Pesomronus». OmnpeneneHue WCHOIHUTENS B COOTBETCTBUU C



pesomoumen. IlpaBuiia mnepemaunm  gokymeHnta Ha ucnonHenue. [lopsaox
UCIIOJIHEHUSI IOKYMEHTOB.

Tema 14. Opranuszaumsi 00padoTKN UCXOAAIIUX JOKYMEHTOB
[Topsnok ncnosHeHUsT JOKyMEHTOB. OpraHuzanus XpaHeHHs JOKYMEHTOB B
npouecce ucnosHeHuss. Coop nHpopMaluu, COCTaBICHUE YEPHOBHKA, OEIOBUKA
(mpoekTa) nokyMeHTa. OCOOEHHOCTH COCTaBJIEHUs JOKYMEHTOB ¢ nmoMoinpko [1K.
[Topsinok coryacoBaHus NpoekTa ToKyMeHTa. HazHaueHne peKBU3UTOB.
[lopsimox mpencTaBieHUs] MPOEKTa JOKYMEHTa Ha TMOAMHCH. Y TBEPKIACHUE
JOKYMeHTOB. [loHSATHE HMCHOIHEHHOTO [OKyMEHTa: MpPOBEpKa MPaBUIBLHOCTH
oopmiieHusi, HanMuYue TpUioKeHus, aapecata. CopTupoBKa MO aapecaTam H
BUJIaM OTIIPABIICHUH, a[pecOBaHNE, KOHBEPTOBaHKE, OTIIPAaBKA JOKYMEHTOB.

Tema 15. Perucrpanusi 10KyMeHTOB
Cucrembl perucrpanuu JTOKYMEHTOB: LEHTPaIu30BaHHasl,
JNELUEHTpAIIN30BaHHass M cMemaHHasg. (OCHOBHOW NPUHUMII  PETUCTPALMH.
Kareropun pokymeHTOB, He mojuexamux perucrpauuu. OcoOEHHOCTH
pErucTpalvyi BXOIAIIUX, BHYTPEHHUX M MCXOIAIIMX JOKYMEHTOB, COCTaB
PErUCTPallMOHHBIX UHAECKCOB.

Tema 16. Opranusanusi KOHTPOJIA UCHOJTHEHHUS JOKYMEHTOB

PexBuzut "OTMeTKa 0 KOHTpoJe". 3HaueHUe PEKBU3UTA, TPEOOBAHUS K €ro
IIPOCTaBJeHNIO. [lOHATHE KOHTPOJIA MCIONHEHUS JTOKYMEHTOB, €ro BHUIBI.
[Tonpaznenenue ciayx0b1 JJOY, ocymiecTBisoniee KOHTPOIb HCIOIHEHUS; €ro
¢dbynkuuu, npasa. [ [puHIHIBI Opranu3anui KOHTpoJis. [IoHATHA: CpOK UCTIOJTHEHNS,
TUANOBOW CpoK. HopMmaTuBHBIE NOKYMEHTBI, YCTAaHABIMBAIOIIUE TUIOBBIE CPOKH
UCrojaHeHus. PydyHOW W aBTOMAaTU3MPOBAHHBIM KOHTPOJIb (PErHUCTPAlMOHHO-
KOHTpOJIbHAs KapTouka). TexHosorus BeneHus KoHTpods. [IpaBuna usmeHeHus
(mponsieHus) CPOKOB MCHOJIHEHMsI JOKYMEHTOB. [IpaBuia CHATUS JOKYMEHTOB C
KOHTPOJISL. AHaNU3 U 0000IIEeHNE Pe3yIbTaTOB KOHTPOJISI UCIIOJHEHUS JOKYMEHTOB.
KoadduiueHT ucrnonHuTeIbHOCTH, IPaBUila €ro onpeaeIeHusl.

Oco0eHHOCTH BeZeHHsI KOHTPOJISI paclopsIUTENIbHBIX JOKYMEHTOB,
IIPOTOKOJIOB 3aC€AaHMs KOJUIErHaIbHBIX OPIaHOB.

Tema 17. Opranusanusi ONePaTUBHOT0 XpaHEHUsI JOKYMEHTOB.
Homenkunarypa nen

[lonsitusa: geno, ¢opMupoBaHue Jesl, HOMEHKJIAaTypa [eld. 3HadeHHe
HOMEHKJIATYpHhI 1T IS KilacCu(huKanuu JOKyMEHTOB.

Bunbst Homenknatyp aen. [lopsnok coctaBieHus, opopMieHus,
YTBEPKIACHUS U MPUMEHEHUSI KOHKPETHOW HOMEHKJIATYPbI JE.

OcHoBHBIE TPeOOBaHUS K OPraHU3AINNA XPAHEHUS UCTIOJTHEHHBIX JJOKYMEHTOB
B JICJIONPOU3BOJICTBE; HOPMATHBHBIE JTOKYMEHTHI, PErIaMEHTUPYIOIINE TaHHbBIN
sTan JoKymeHTooOopoTa. [lopsimok ¢dopmupoBanus Aen B JIETOTPOU3BOJICTBE,
0coOeHHOCTH (POPMUPOBAHUS B J€NIa TOKYMEHTOB OTJEIHHBIX KaTETOPUH.

[Topsimok 3aBeeHus e ¢ Havaaa JeI0npOoOU3BOACTBEHHOro roja. [lanku ais
dbopmupoBanus aeia. O0I0kKa Aena, mpaBuiia oPOpMIICHHUS PEKBU3UTOB 00JI0XKKHU
Jiena B MOMEHT 3aBefieHus nena. [IpaBuna XxpaHeHus Jien B JEJIONPOU3BOJICTBE,
CPOKH XpaHEHHMs JIe] 10 UX Mepeaadn B BeJOMCTBEHHBIHN apxuB. OducHas TeXHUKA,
IIpUMEHsIEMas NIPU TEKYyIIEeM XpaHeHUU Aesl. OTBETCTBEHHOCTh 32 COXPAHHOCTH
JOKyMEHTOB. [lops10k BbI1aun TOKYMEHTOB U JEJ BO BPEMEHHOE MOJIb30BAHUE.



Tema 18. IkcnepTu3a HeHHOCTH JOKYMEeHTOB. IloaAroToBKa A€/ K apXUBHOMY
XPaHEHHIO

[lonsiTne '"skcmepTusza LEHHOCTH AOKYMEHTOB". IIpMHIMIOBI M KpUTEpUU
ONPEAECICHNUS] HAYYHOM, UCTOPUYECKOW M MPAKTUUYECKON LEHHOCTU JTOKYMEHTOB.
Cpoku XpaHeHHs JTOKyMEHTOB. llepedyHrn JOKYMEHTOB C YKa3aHHEM CpPOKOB
XPaHEHHUs], UX BUJbl, HA3HAYCHUE, CXEMBI IIOCTPOECHUS.

OTansl ¥ NOPAIOK POBEACHUS IKCIIEPTU3BI IEHHOCTHU TOKYMEHTOB. [Topsaaok
YHUUTOKEHUS TOKYMEHTOB U 0(DOPMIICHUS PE3yJIbTaTOB SKCIEPTU3bI. DKCIIEPTHBIE
KOMUCCHH, UX (PYHKIIMH, IIpaBa.

Ilepeuenp MeponpuATHIl 110 TOATOTOBKE JIEN K Iepeaue B apxuB. TpeOoBaHus
K 0(OPMIJIEHHIO JI€] MOCTOSHHOTO, BPEMEHHOI'O CPOKOB XPAHEHUS U MO JIUYHOMY
cocraBy. [lonsarne omucu nen. HeoOXOOMMOCTh COCTAaBJIEHHSI ONMCH J€N Ha
pa3iuuHble KaTeropuu JOKyMeHTOB. llopsaok cocraBieHus, odopmMieHHs,
COTJIACOBAHMS M YTBEPKIAECHUS ONIUCH JI€NI CTPYKTYPHOTO noapasaenenus. [lopsaaok
Iepeadu el B BEAOMCTBEHHBIN APXUB.

Tema 19. Opranuzanusi 1eJIONPOU3BOACTBA MO0 NMCbMEHHBIM U YCTHBIM
oOpaleHusiM rpaskaaH

[lonsiTHE O MpPENIOKEHHUH, 3asIBICHUH, *anobde. HopMaTuBHbBIE TOKYMEHTHI,
pErJIaMEHTUPYIOIINE OpPraHU3alMI0  JIEJONPOU3BOJACTBA IO  MPEIJIOKEHUSIM,
3asiBJICHUAM U kaiiobam rpakaad. OCHOBHBIE 3a1auu U GyHKUMHU cayx0b1 IOV o
OpraHu3alliy JIMYHOTO MTPUEMa IPaKJIaH U JIeTONPOU3BOJICTBA MO MPETIOKEHUSAM,
3asIBJICHUSAM U KaJlo0aM rpaxaaH. TeXHOJOTus OCHOBHBIX ONEpPALMHA 10 TpUEMY,
perucTpauyy, KOHTPOJI  HUCIOJHEHHS, OpraHu3alud  HHPOPMALHUOHHO-
CHPaBOYHOM pabOTHI MO JaHHBIM JoKyMeHTaM. Cpoku ucnoiaHeHus. TpeboBanus K
COJIEP’KAHUIO OTBETHBIX JOKYMEHTOB. O000IleHue, aHalu3 U HCHOJb30BaHUE
JAHHBIX 1O padore ¢ oOpameHussMu rpaxaaH. OcobeHHoctu (popmupoBaHUs U
oopmiieHust z1ea1 ¢ OOpalleHUsIMH TpakJIaH. DKCIEPTU3a MX LIEHHOCTH, CPOKHU
XpaHEHHUS.

Tema 20. Opranuzanust padoThbl ¢ JOKYMEHTAMU,eJIaMHU U U3AAHUSIMH,
coJepKalUMUTrpud orpaHMYeHusi J0CTyNa K HUM

[lonsiTue O CBEAEHUSX OrPAaHUYEHHOIrO pachpocTpaHeHus. HopmaTuBHbIE
JIOKYMEHTBI, PETIaMEHTUPYIOLIME MOPAI0K pabOThl C JOKYMEHTaMH, JeJaMu U
U3JIaHUSMHU, COAEPKAIUMU IpU( OrpaHUYEHUs JOCTYIIA.

OO61re MOoJ0XKEHUS 0 OpraHU3alMK padoThl C JOKYMEHTaMH, COJIEPKAILUMU
rpud orpanuueHus gocryna. IlpaBuna  onpeneneHus  HEOOXOAMMOCTH
npocTaBieHus rpuda orpanuuenus aocrymna. Ilogpasaenenus, OCymecTBISIIONINE
OpraHu3aluio paboThl € JOKYMEHTaMH, COAepXalluMU Tpud oOrpaHUYEHUs
JOCTYIIa, KOHTPOJIb 32 HEPA3IJIAIEHUEM CBEICHUI, TPOBEPKY HAJINYUSI.

OcoOeHHOCTH BeleHUs JEIONPOU3BOACTBA MO JOKYMEHTaM, COJEpKalluM
rpu¢ orpaHUuYEHUs JOCTYMA: MPUEMA U PErUCTPAllH, TeYaTaHUsI U Pa3MHOXKECHUS,
OTIIpaBKU, (POPMUPOBAHUS B JieJIa, UCIIOJIB30BaHNUs, 00ECIIEUEHHUs UX COXPAHHOCTH.

[Tonsitue kommepueckoit TaitHbl (KT). YcnoBus, npu KoTopbix HHPOpMALIHS
MosxeT ObITh OTHeceHa K KT. [IpumepHslii nepedensb cBenennid, coctapistonmx KT
npeanpusatus. HopmaTuBHbIE JOKYMEHTBI, yCTaHABIMBAIOIINE MIEPEYEHb CBEICHUI,
KoTopsle He MoryT coctaBisiTh KT. IlepeueHp meponpusituii o oOecnedeHuto

3amutel KT. O0s3aTenncTBO ﬁa6OTHI/IKOB 0 H%%g?,mameﬂm KOMMEDPUYECKOUN TalHEI.
4FE51X SI’_I‘II/FI?EBII/I PEJIMET «OPTAHU3AIIMOHH
»

TEMATUYECKHUM IIAH



No TeMbl Koi-
BO
1/ 4acoB
II
1 BBenenune 2
2 CpeacTBa COCTaBIEHHS] OPUTHHAIOB TEKCTOBBIX 2
JIOKyMEHTOB
3 CpenctBa 111 00pabOTKH JOKYMEHTOB 2
4 CpencTBa KOMUPOBAHKS M OIEPATUBHOTO Pa3MHOKCHHS
JTOKYMEHTOB 2
5 CpencTsa cBA3U 2
6 CpezncTBa pacro3HaBaHUs JOKYMEHTOB 2
7 Cucremaru3aiysi UHQOpPMAITUHL. 1
8 3auer 1
HUTOI'O: 14

Tema 1. BBeaenue

[lepcriekTHBBI ~ BHEIPEHUS COBPEMCHHBIX TEXHHUYECKHX CpPEACTB B
BBITIOJTHEHHE MTPOLIECCOB OPTaHNU3alMOHHO-YTIPABICHUYECKOTO TPY/a.

O6pabotka wuHpOpPMAIUU, JAOKYMEHTUPOBAHHUE C TMOMOIIBIO KOMILIEKCA
TEXHUYECKUX CPEJICTB.

Knaccudukanus cpeacTB OprreXHUKH.

Bunbl 1 Ha3HAaYeHUE OTNIEIBHBIX TPYII OPITEXHUKH.

CoBpeMEHHOE OCHAIlICHUE T[OMEIIEHUH M1  JEeJIONPOU3BOACTBEHHOU
ciy0b1. TpeboBanust 6€30MacHOCTH TpyAa.

Tema 2. CpeacrBa cocTaB/IeHHs] OPUTHHAJIOB TEKCTOBbIX IOKYMEHTOB

Knaccubpukanms  mumymux — MallMHOK,  BHJbBI,  OKCIUTyaTallMOHHBIC
BO3MOXXHOCTH. [lompasnenenue Tpynm NUIIYHIMX MAlldH B 3aBUCHMOCTH OT
WCIIOJIb30BAaHUSI B HUX BHJIOB LIPpU(TOHOCHUTENEH (phIUa)KHbIE, OEe3pblUaKHbIC);
JIOCTOMHCTBA M HENOCTaTKU Mojened numymmx mamud. O0mue tpeOoBaHus K
MUITYIIAM MalTuHaM.

VYCTpoiCTBO M AKCIUTyaTallMOHHBIE BO3MOYKHOCTH 3JIEKTPOMEXaHUUECKHUX U
AIIEKTPOHHBIX MAIIIHH.

JlukToOHHas TEXHUKA, KJIACCU(PUKAIUS, TPUHIUT ASUCTBUS, IPUMEHEHHE.

KoMmnpioTepHast TexHMKa B OpraHu3allud Tpyda JEJIONPOU3BOIUTEIS.
Knaccuduxamnus [I3BM. Annaparnoe obecnieuenue. [Iporpammuoe obecrieueHue.
[TpunTepsl, BUAbI, HA3HAYEHNE U IPUMEHEHHE.

Tema 3. CpeacrBa 1151 00pad0OTKH IOKYMEHTOB

HomMmenknaTypHo-aJipecHble, MapKepOBaJIbHbIC MAIIIMHBI, KX
Ha3HA4YEHUE, TPUHIIUI ISUCTBUS, ITPABUIIA DKCILTyaTaluu.

BymaroynuuTosxaroiye anmaparbl, KOHBEPTO-BCKPBIBAOIIIHE,
KOHBEPTO3aKJICHBAIOIIINE MAITUHBI, UX YCTPOMCTBO, MpaBUjia HKCILTyaTalluH.
CumBaTenu, manku, perucTpaTopsl, AbIPOKOJIbI, HYMEPATOPhI, CTEILIEPHI,
JATUPOBIIMKH, HACTOJIbHBIC MEPETUIETHBIC MAIIIUHBI U JP.; UX BUJbL,
npuMeHeHue. Pa3zmenenue cpeacTB aiist 00pabOTKH JOKYMEHTOB B CITy>KEOHOM
IIOMEIIEHUH.



Tema 4. CpeacrBa KONMPOBAHUS U ONIEPATHBHOTO PA3MHOKEHUS
JOKYMEHTOB

CymHOCTh  KONMPOBaHWA M Pa3MHOXKEHHS JOKyMeHTOB. IIpomeccsl
KOIUPOBaHUS TOKYMEHTOB. CriocOoObI ONEPATUBHOTO PAa3MHOMXEHUS JOKYMEHTOB.
Buner oGopynoBanusi. Puzorpadsl. KomupoBanbhbie anmaparsl. [IpuHiun
neucrtsus. [Ipumenenue.

TpeboBaHus K pa3MENICHUIO CPEJICTB KOMUPOBAHUSI W ONEPATUBHOIO
Pa3MHOXKEHUS TOKYMEHTOB B TIOMEIIEHUSX.

[TpaBuiia 6e30macHO SKCILTyaTaluy.

Tema 5. Cpeacrsa cBsizu

CpencTBa (pakCUMUIBHOU CBSI3U; UX (YHKIHUOHAIBHBIE

BO3MOXXHOCTH. Tenedakc. DaeKTpoHHas 1Mo4Ta, €€ Ha3HAYCHUE.

AOGoHeMeHTCKUl Tenerpad, TeneTanbl; IPUHIUI paboThl, yCTPOUCTBO,
npuMmeHenue. TenedoHHbIe annapaTsl, X KJIacCUPUKaLusi. Y CTpOUCTBO U
HKCIUTyaTal[MOHHBIE BO3MOXHOCTH TeJIe()OHHBIX aNIapaToB B 3aBUCUMOCTH OT
BUJIa. Animapatsl ¢ 6JI0KaMH ONEPaTUBHOM MaMSITH, C aBTOOTBETYMKOM,
perynsaTopaMu rpOMKOCTH BBI3BIBHOTO CUTHaNa U Ap. PaanorenedoHsi.

Cenexropsl, Munn-ATC. Ha3znauenue u npumenenne. CotoBas TesneoHHas
CBsI3b. llelIKMHTOBas CBA3b.

VYcerpolictBa  Juisi  MOBBIEHHUS  A()PPEKTUBHOCTH  TENEPOHHOU  CBA3M
(aBTOHA0OPBI, YCUIIUTEIU TPOMKOCTH, NIEPETOBOPHBIE YCTPOICTBA HA HECKOJIBKO
a0OHEHTOB, YCTAHOBKH OIEPATUBHOM CBS3U U JIp.).

OcHOBHBIE TpeOOBaHUS K pPa3MEUICHUIO CPEJICTB CBSI3U B CIIYXKEOHOM
nomenienur. [IpaBuia 6e30macHON dKCIUTyaTaIHH.

Tema 6. Cpeacrsa pacnosHaBaHus JOKYMEHTOB
Cxkanepsl. Bunpl. [Tpunuun nevcrsus. [Ipumenenue.

Tema 7. Cucremaruzanust UHGOpPMaLMH.

Cucremaruzaiivss U XpaHeHue MH(opMalu B aja(paBUTHOM, XPOHOJOTHMYECKOM
HOPAZIKE, TI0 reorpa(puyecKuM Ha3BaHUAM, I10 HOMEPAM, 110 TEMAM.
4.6. YHEBHbBIU TIPEJMET « MHO®OPMAILIUOHHBIE
TEXHOJIOI' TN

TEMATUYECKUM IIJIAH

Tema 1. BBeaenue

Ha3nauenue n oOuiecTBEHHbIE aCTIEKThl IPUMEHEHUS epcoHanbHO DBM.
[Tonsitue 00 MHMGOPMAITMOHHBIX TEXHOJIOTUAX. ABTOMaTH3alus padboThl oduca.

Tema 2. OxpaHa Tpyaa, 3JIeKTPO- U MOKAPHasA
0e30MacHOCTh
Tpynosoii kogekc Poccuiickoit @enepanuu. OCHOBBI 3aKOHOAATENILCTBA IO
oxpane Tpyna. Cucrema crangaptoB 6e3onacHoctu Tpyaa (CCBT). [lomoxenne
O pacciieZIOBaHUU U yYeTe HeCUACTHBIX CITy4aeB.
OproHomuka: pabouee Mecto, opucHas Mebenp, TpeboBaHUs K pabouemy
MECTY Ipu paboTe cujsl, OCBEIIEHUIO, BEHTWISALIUHU, OTOIICHUIO.



No Tema Kon-Bo
/T 4acoB
1 BBenenue 2
2. | Oxpana Tpyna, dJIEKTPO- U MOKapHast 0€30MaCHOCTh 2
3. | O6mue cBeneHus 00 YCTPOMCTBE IEPCOHAILHOIO KOMIILIOTEpa 8
(ITSBM), anmapaTHble ¥ TPOrpaMMHBIE CPEACTBA
4 Bgenenue B Microsoft Windows 4
5 Co3nannie TOKyMEHTOB C MIOMOIIBI0 TEKCTOBOTO PEIAKTOpa 4
Word
6. |OOpaboTka nHGOPMALIMH C TOMOIIbIO TAOJIUYHOTO peaKkTopa 4
Excel
7 CoBmMmecTHOe ucnojb3oBanue npuioxenuit MicrosoftOffice 4
8. | MeTobI 3aMThl OT KOMIIBIOTEPHBIX BUPYCOB 4
9 CayxeOHbIe MPOrpamMmbl 4
10. | TumoBbIe HEUCIPABHOCTU U YXOJ 32 KOMIIBIOTEPOM 4
11. | Cetn. Internet. DnekTpoHHas rmoyvra 4
12. | KommbroTepuzaliys J1eI0IPOU3BOICTBA 5
13. |3auer 1
NUTOI'O: 50

[IpaBuna Oe3omacHOCTM TpyAa MpU padoTe Ha MNHINYIIEH MalluHe,
nepcoHanbHoM KommbloTepe ([I9BM), oprrexnuke. Pexxum Tpyna m oTabixa
IPYU BBIMIOJHEHWH MAITMHOMUCHBIX padot, mpu padote Ha [IDBM. 3amuTa ot
BpeaHoro BozaeictBus [IOBM, wMepsl mnpodunaktuku. PanuonanpHas
Opra’u3auus TpyJa U OTIbIXa.

JleiicTBHE TOKa HAa OpraHU3M YEJOBEKa; (PaKTOphI, BIUSIOLUIUE HAa UCXOJ
nopakeHusi. Mepsl 1o 3a1UTe OT MOPAKEHUS IIEKTPUYECKUM TOKOM.

[Tonstue o mnoxape, ropeHuu. IIpuunMHBI MOXKApOB, MEpPbl MO HX
PEAYNIPEKICHNAIO, CPEACTBA MTOKAPOTYLIEHNS.

OkazaHue nepBOr MOMOIIM MOCTPAJABIINM OT JCUCTBHS AIEKTPUUECKOTO
TOKQ, IPY NI0Kape, MOJYYUBIINM PA3IUYHbIE TPABMBI. [ [preMBbI HCKYCCTBEHHOTO
JBIXaHUA U HENIPSMOI0 Maccayka CepALa.

Tema 3. O0mue cBeeHns 00 yCTPOMCTBE MEPCOHATIBLHOI0 KOMIIBIOTEPA
(IT9BM),annapaTHbie ¥ IPOrpaMMHbIE CPeICTBA

[Tpuniunel paboThl mepcoHambHOTO KoMmmbloTepa ([IDBM). Amnmapathbie
cpelncTBa nepcoHanbHOro KommbioTepa Tuna 1BM PC u ux ocHOBHBIE (PyHKITHH.

[{eHnTpanbHbIN MpoIECCOp, ONEPATUBHOE 3aroMuHarolee ycrpoictro (O3Y).
JuckoBas mnamsATh, nepudepuiinple ycTtpoicTBa. EnuHuLBl  u3MepeHus
uHpopmanuu. TexHuueckre XxapakTepUCTUKHA KOMITbIOTEPA.

KnaBuarypa KOMITbIOTEPA. Ha3nauenue KJIABUIIT Pa3IMYHBIX
byHKUHOHATBHBIX 30H. KoMOMHaImu kiaBuil. TeXHUKA MMeYaTd U KiIaBUATypHbIE
TpeHaxkepbl. ManumnynsaTop «Mbiib». Monem. Ckanep. Ctpumep.

CoctaB mporpaMMHOro OOECHEYeHHs TEepPCOHAJBLHOIO  KOMIIbIOTEpa.
VYrpaBineHue KOMIBIOTEPOM € MOMOUIBIO ONEPAalMOHHON cucteMsbl. [IpukinagHbie
IPOrpamMMBl.




Tema 4. BBenenue B Microsoft Windows

O6mme cBenenuss o MicrosoftWindows, paznuunesie Bepcuu. OnucaHue
pabouero crona. Mcronb3oBaHWE MBIIMIK. 3aMyCK MPUKIATHBIX MpPOrpamMMm C
nomoiibio kHonku «Ilyck». 3aBepiieHue padoThl.

[Mpunmuner  padotel ¢ npwioxkenusmu  Windows.  DiieMeHTBI  OKHa
npuioxenus Windows. KHonku 3aroyioBka okHa.

[lepememienne okoH. M3meHeHwe pasmepa OkHa. (CBEpTHIBAHME OKHA.
ABTOMAaTHUYECKOE PACIIOTI0KEHUE OKOH.

PaGota ¢ MeHIO: BBINMAgaroNIee MEHIO, BCIUIBIBAIONIEE MEHIO, MOJIMEHIO.
[laHenn HHCTPYMEHTOB.

[lanens 3amau U ee anemeHTHl. llepexnmrodeHne Mexay NOporpaMMaMH.
CnpaBouHas cucteMa. /[nanorosbie OKHa.

OxkHO mporpamMmbl «Moil koMmmbroTep». Pailnbl, Manku W JUCKH. BpiObop
JUCKOBOTO Hakonutens. llepemenienne mo mnankam, MPOCMOTP COJEPKUMOTO
nanok. MapuipyTsl ¥ ojiHOe UM ¢aiiia.

OxHo nporpammsl «IIpoBogHuKky». Oniepaliuu ¢ nankamu u (aitiaMmu: co3aaHue
Marnky, KOMMPOBaHUE W TEPEChUIKA Marnok W (aiiaoB, MepeUMEHOBAHUE MAroK U
daiinos, yaaienue nanok u (aitnos. bydep oOMeHa 1 Kop3uHa.

[Touck (aitsioB u nmamnox.

Tema 5. Co3nanne 10KyMeHTOB C OMOIIBIO TEKCTOBOTO penakropa Word

Kpatkuii 0030p Bo3mokHocteir Word. 3anyck pemakropa. CTpyKTypa OKHa.
Onncanue sneMeHTOB OKHA. [laHemn wuHCTpymeHTOB. CripaBOYHas CHUCTEMA,
MOMOIIHUK.

TexHonorus pabOTBl € TEKCTOBBIMM JIOKyMEHTaMu. BBoa Tekcra.
[lepemenienue kypcopa. [IpokpyTka nokymenra. McripaBieHue ommooxk.

CoxpaHeHure JOKyMeHTa. 3aKpbITHE IOKYMEHTa. BbIX0/1 M3 mporpaMMel.

OtkpeiTHE  AOKyMeHTa. Beigenenne ¢parmentoB Tekcra. OtmeHa
BBITIOJTHEHHBIX JeicTBHUi. Y aneHnue Tekcra. Mcnons3oBanue Oydepa oomeHa s
BBIPE3aHUsl, KOTMPOBAHUS U BCTaBKU ()parMEeHTOB TEKCTa.

[IpoBepka opdorpaduu. HWcmpaienue opdorpaguieckux  OmUOOK.
ABto3amena. [log6op cHHOHMMOB.

[Ipuemsl popmatupoBanus. Mzmenenue napametpoB (aTpuOyToB) mipudra B
BbIZIeICHHOM (parmente. PopmatupoBanue ab3zana. OOpamienue ad3aria.
Hywmepatus, ciicku, MapKepsbl.

Odopmienue cTpaHulibl. Y CcTaHOBKA mojiei. MaciitabupoBaHue JOKyMEHTA.
IIpenBapurenbHbplil pOCMOTp  AOKyMeHTa. Ileuars pokymenrta. Ilapamerpsl
nevyaty. Hymepanus cTpaHul] 1 KOJIOHTUTYJIBI.

[Touck u 3ameHa B TekcTe. Vcnonp30BaHne aBTOTEKCTA.

Odopmienne nokymMeHTa ¢ momombio cruiiedl. Co3gaHue W MpUMEHEHUE
ctwist. OdopmiieHne TOKyMEHTa ¢ TMOMOIIbI0 cruied ab3ameB. Cozmanue
JIOKYMEHTOB C IIOMOIIBI0 MAaCTEPOB U I11a0JIOHOB.

PaGota ¢ Tabmumamu. Co3panue npoctoi Tabmauiibl. BBoa maHHBIX B TaONIHUILy.
Breinenenne ctpok u ctonOioB. JloOaBreHne W yJajieHUE CTPOK U CTOJOIOB.
[Ipocrelimme BeIYUCICHUS.

BcraBka pucyHkoB B HOKyMeEHT. llepemereHue M U3MEHEHUE pa3MeEpOB
PUCYHKOB.

Tema 6. O0padoTka uH(OPMALNH € IOMOUIbIO TA0JIUYHOTO peaakTopa Excel

TabnuyHble  MpOIECCOpPhl KAk  CPeACTBO  00paboTKM  (hUHAHCOBO-
HPKOHOMHUYECKOM M  cTaTucTUYeckod wuHpopmanuu. (OCHOBHbIE TEPMHUHBIL:
AJIEKTPOHHAs Tabnwila, paboyasi KHWTA, padOUYMi JHCT, S4YEHKa, aapec SUYEHKH,



akTuBHas stuerika. Tabnmuunbiii mpoueccop Excel. 3amyck mporpaMMbl. DJI€MEHTHI
OKHa MporpaMmel. [laHenn HUHCTPYMEHTOB.

[Tepememenue [lo pabouemy nucty. BBoa manubix. McnpapiieHue OmmoOoOK.
Boinenenne nuanazoHoB siueek. CoxpaHeHue pabouedt kHUru. OTMeHa AeicTBuUs
komana. CripaBoyHas CHCTEMA.

OtkpeiTHe pabouedt KHUTH. PemakTupoBaHue pabouero nucTa: yJajieHUE
JAHHBIX B sSYCiKe W JTMara3oHe, BCTaBKa M yAaJICHUE AJIEMEHTOB paboyero JIMcra,
KOIMPOBAHUE U NIEPEMELICHNE TaHHBIX.

W3menenune pa3mMepoB CTOIOLOB U CTPOK.

ManunynupoBanue pabOYMMU JINCTAMU: BCTABKA, yAAJIEHNUE, IEPEMEILICHHUE U
KOIMPOBaHUE padOYMX JUCTOB.

dopmarupoBaHHe TEKCTa: BBIOOp MIpU(PTa, NPUMEHEHHE TEKCTOBBIX
¢bopmaToB, BbIpaBHHBaHHME MJaHHbIX. OdopmieHne padounx JHUCTOB U HX
pacriedarka.

dopmaThl YUCEIL.

[Tpumenenue 3anuBku U oopamienus. Konuposanue popmaros.

[Teyats paGouero aucra. YCTaHOBKa MapaMeTPOB CTPAHUIIBI U ONPEEICHNE
obnactu nevartu. [IpenBapurenbHblii IPOCMOTP HEpE MEYaThIO.

Breimmonnenue Beruncinenuit. Cosganue gopmys. Mcnonb3oBaHue CChUIOK Ha
SAYEUKU: OTHOCUTENbHbIC, aOCOJIOTHBIE W CMEUIaHHble cCbUIKU. [louck wu
UCIIpaBieHue omMOOK B (popMyinax. Mcnosb30BaHME UMEH SY€EK U JUANa30HOB
SAYEEK.

Hcnonb3zoBanue PyHKIUNA: CIUCOK TOCTYMHBIX (DYHKIINI, KHOIIKA aBTOCYMMa,
peAaKTUpOBaHUE PYHKIUH.

Co3pganne aumarpamMm. Tumbl guarpaMMm M WX uHcnoJib3oBaHue. Co3maHue
auarpamm ¢ momonipto Macrepa nuarpamm. [lapamerpsl quarpaMMsbl: 3arojJ0BKH,
OCH, JINHUM CETKH, JIET€HA, OANKNCH TAHHBIX.

[lepememienne nuarpaMMbl 1 U3MEHEHHE pasMepa auarpaMmmbl. M3meHeHune
Thna nuarpaMmsl. [ledats tuarpamm.

Tema 7. CoBMecTHOE HCIO/Ib30BaHue puiaokenuii MicrosoftOffice

CocraB nakera MicrosoftOffice. Beibop mpusoskeHus Ui UCTIOIB30BAHUSI.
CriocoObl COBMECTHOTO HCIIOJIB30BAHMS JTAaHHBIX: KOMMPOBAaHUE, CBSA3BIBAHWE WU
BHepenue. [lepekimoueHne MexXay mporpaMMaMu.

KonupoBanue wHpOpManuu u3 3IEKTPOHHBIX Tadbmui B qokymeHnt Word u
o0OpatHo.

Tema 8. MeToabl 321U THI 0T KOMIIBIOTEPHBIX BUPYCOB
KoMmbroTepHBIE  BUPYCHI, HX MPOHMCXOXKICHHE U  PacHpOCTPaHEHUE.
PaspyiiurenbHbIe ASHCTBUSA BUPYCOB. AHTHBHpYCHBIE TiporpaMmsl (Dr.Web; AVP)
JUIst OOHApY>KEHUs U yAaJIeHUsI BUPYCOB, pab0Ta C HUMHU.

Tema 9. Cnyxe0Hble NIPOrpaMMbl
ApXHUBaATOPHI M ApXUBUPOBAHUE.

Pe3zepBHOE KOTMPOBAHUE.
NHcTannsaums u 1enHCTAUIS UK TPOTPAMM.

Tema 10. TunoBbie HeHCIPABHOCTH U YXOJ 32 KOMIIBIOTEPOM
[IpaBuna skcmmyaranmm I[IK.  Yxom 3a kommbrorepamu. Tumnosbie
HEUCIIPAaBHOCTH U UX YCTPAaHEHHUE.



Tema 11. Ceru. Internet. duekTponHas noura

JlokanbHble W TIOOANbHBIE ceTU. Pa3HOBUIHOCTH JIOKAJIBHBIX CETEH, HUX
Ha3HaueHue, OoOLMH NOoCTyn K HHGOPMAIMOHHBIM pecypcaMm CeTH, JOCTYI K
uH(OpMAaIUU APYTOro KOMIIbIOTEPA. AMNIMAapaTHBIE PECYPChHI CETH.

OcHosubie cBenenus 00 Internet. IToakmrouenue k Internet. Madopmannonnsie
pecypebl Internet. CpeacrtBa mnoucka wuHbopmaruu B Internet. Coxpanenue
HalieHHOUM uH(popMaliuu. DTHKa 1 6e30macHocTh padboTel B Internet.

DnexkTpoHHAas mouTa. TUIBI JIEKTPOHHON MOYTHL. PaboTa ¢ ampecHO KHUTOM.
Co3znanue, oTIpaBKa ¥ NOJy4YE€HHUE COOOLIEHUM.

Tema 12. Komnbrorepusanus 1eJ10MpPoOU3BOACTBA
HNupopmaninoHHbIe TEXHOJIOTHH B JEIONPOU3BOACTBE. I(H(HEKTUBHOCTH HOBBIX
METOJIOB  paboThl  nejornpousBoauTens. [lporpaMmbl s  aBTOMAaTHU3alUU
nemonpousBoacTBa - MicrosoftOffice; Bepcun. CoctaB makera mporpamm.
D¢ dexTUBHOCTD UCTIONB30BaHU, TpeOoBaHUs K annaparype. OCHOBHbIE MTpaBUIIa
OpraHu3anuu paboTsl C TOKYMEHTaMHU B COBPEMEHHOH cHCTeME€ aBTOMAaTU3allUU
JIeJIONPOU3BOICTBA.

4.7. YYEBHBIA TPEJMET «KAJPOBASI PABOTA»

TEMATHUYECKUH IJIAH

No TemMa Koma-Bo

T1/T1 4acoB

1 2
KapoBast noanTrka npepusTHsI.

2  [[epcoHan NpeANPUTHS U €r0 CTPYKTYPA. 1

3 [Ipuem, nepeBos, yBoabsHeHue. TpynoBoil JOroBOp. 2

4 2
TpynoBast kKHkka. PopMUPOBAHKE U BEACHHUE JIMYHBIX JCII.

5 2
Otnyck pabotHrka. Ciy:xeOHast KOMaHIMPOBKA.




JI0KyMEHTBI, ONpeIeIISIIOLIHE CTPYKTYPY U ILITAT MPEAIPHUSITHSL.

7 2
[TepcoHabHEIE JaHHBIE PAOOTHHKA.

8  [[IpaBoBbIE aCIEKTHI KaIPOBOI pabOTHL. 2

9 Bauer 1
UTOTO: 16

Tema 1. KaapoBasi mo/iuTHKa NpeInpusiTus - 2 4yaca
[TpuHLIMITEL KaIPOBOM NOMUTUKU. Benenne kaapoBor n1okyMeHTanuu. [ Ipasuna

obopMIIEHUS ~ KAQOpPOBBIX  JOKYMEHTOB.  XpaHEHHE  KaJPOBBIX  JOKYMEHTOB.
3aKoHOaTeNbHBIE OCHOBBI KaIPOBOT'O JIENIONMPOU3BOACTBRA. [ naHupoBanme n opraHu3aiys
paboTel Mo obecrieueHnto kaapamu. Kaapoeiii pesepB. OpraHu3alioOHHas CTPYKTypa
CHCTEMBI YIpaBJICHUs MEpCOHATIOM. MeTobl yrnpaBieHus mepcoHasioM. JluciumivHa
yrpasienus. CTHIM pyKOBOJCTBA.
Tema 1. Tlepconan npeanpuATHS U ero CTPYKTypa. 1 yac

[onsiTast: TpyOBBIE PECypChI, YEIOBEYECKHE PECYPCHI, IEPCOHA, TPYIOBOM
KoJuiekTuB. Kareropru nepconasa: pabouue, CiryKale, pyKOBOIUTENH.

Knaccudukarms nepconana no chepam npumenenus tpyaa. Knaccudukarms
TiepcoHaIa 1o Mpo(ecCHoHATbHO-KBAT()UKAITMOHHBIM ITPU3HAKAM.

Tema 2. Ilpuem, nepeBoj, yBosibHeHue. TpyaoBoi 1orosop - 2 yaca

[Tpuem Ha paboTy. OCHOBHBIE MpaBUIIa MEHEPKMEHTA MPH IpreMe Ha padboty. OTtoop
npu rprueMe Ha padoty. TecTrpoBaHue pu 0TO0pE nepcoHana. JIoKyMeHTbI pu IprueMe
Ha paodorty. Ilopsimok odopmienust Ha padory. IlepeBon Ha apyryro padoty. Bums
IIEPEBOJIOB.  YBOJIbHEHHE cOTpyAHMKA. [lopsnok yBonbHeHus. JIOKyMEHTHMpOBaHUE
YBOJIbHEHUSI Pa0OTHHKA. JIOKYMEHTHpOBaHHE MPOIIECCOB IBIDKEHUSI KaapoB (TIPHEM,
niepeBo1, yBoJibHeHUE). OdopmiieHHEe 3asiBJICHUI O TIpUEMe, MEPeBOJIE, YBOJbHEHUU.
OdopmiieHre NprKa30B I10 JIMYHOMY COCTaBy (0 Ipueme, repeBojie, yBoJibHeH!H ). PaboTa
¢ Tpynosemm Konekcom PO.

JlenoBast urpa «/JIBrkeHue kaaposy (ISHCTBYIONIHE JUIIA: PYKOBOAUTE b, THCIIEKTOP
oTzeNa KaJpoB, MHXKEHEp M0 OXpaHe TpyAad, PadOTHUK, MpeaceaaTenb MpodCor3HOro
KOMHUTETA)

IlonsiTwe TpynoBoro aorosopa. OTavyme TpyJOBOrO JOroBOpa OT TI'PayKIAaHCKO-
npaBoBOro A0roBopa. CTOpOHBI TPYAOBOIO J10roBopa. O0s3aTeNbHbIE, TOMOTHUTEIBHbBIE
yCIOBUSL TPYZIOBOTO joroBopa. CpouHblii, OeccpodHbIii TPy0BOM 10roBop. llopsimok
3aKJIFOYEHMS TPYI0BOTO JOTOBOpA.

OdopmiieHre Tpya0BOro J10roBopa. PekBU3WTHI TpyaoBoro joroBopa. Ilopsimok
NOAIMCAHNS TPYAOBOI'O JOrOBOPA.

Tema 3. TpynoBasi KH:KKa. @opMupoBaHKe U BeleHHe JINYHbBIX JIeJ]1 - 2 yaca

Hcropus coznanvs TpyJI0BOM KHIKKA. JJOKyMEHTBI, peTyiaMeHTUPYIOIHe paboTy ¢
TPYJIOBbIMU KHM>KKamU. [IpaBuna Benenus TpyaoBoi KHKKUA. OdopmiieHre TpyAaoBoil
KHIDKKA BIIEpBble. TUTYIIBHBINA JIUCT TPYAOBOM KHWKKHU. Paznen «Cenenust o padbotey.



Pasnen «Cenenust 0 HarpaxneHwsix». Jlyomukar. Brmagplmn B TPYIOBYIO KHHIKKY.
Br11aua Tpy10BOM KHWKKY [P YBOJIBHEHHUH. Y YET U XPaHEHHUE TPYIOBBIX KHIDKEK.

[opsinok opopmiteHHst TPYIOBOM KHMXKKH BIIEPBbIE. 3aOTHEHUE TUTYIIHHOTO JIMCTa
TPYJOBOM KHIDKKH. 3arojHeHue pasnenioB «CBemeHuss o padorey, «CBeoeHUs O
HarpakIeHUsIX» Ha OCHOBAHWH IPUKA30B O MPHEME, IepeBOIe, yBOJIbHEHUU. VcTipaBiienne
OImMOOK, JOMYIIEHHbIX IMpU OGOPMICHHM pa3/eNioB TPYHAOBOM KHIDKKA. BHecenue
W3MEHEHU M JIOMOJHEHW B 3alMCH Ha THUTYJIBHOM JIMCTE TPYIOBOM KHWKKH.
OdopmreHne yBeoMIICHHS O HEOOXOAUMOCTH MOTyYEHHS TPYAOBOU KHIDKKH.

[Topsinok odopmiieHHs TUYHOTO Jiea. JJOKyMEHThI IMYHOTO JIeJia: 3asiBJICHHUE,
IPUKa3bl [0 JINYHOMY COCTaBY, TOKYMEHT 00 00pa30BaHMH, JOKYMEHTHI O
MOBBIIICHUN KBATU(PUKALIMK, aBTOOMOTpadusi, TMUHBIN JIUCTOK 10 YYETY KaJpOB,
JIOTIOJIHEHUE K TMYHOMY JINCTKY TI0 YUYETy KaJipoB. BHYTpeHHSsIs ONUCh TUYHOTO
nena. YUeT JIMYHBIX JIe]T.

OdopmiieHre JTUIHOTO JIeNa.

Tema Ne 4. Ornyck padoTHuka. Ciryske0Hasi KOMAHIUPOBKA — 2 yaca

E>xeromHpii OCHOBHOM M JOMOJHUTENIBHBINA OIUIaYMBacMbIii oTiycka. OTiryck 0e3
coXpaHeHusl 3apaboTHON maTkl. OTIycK M0 OEPEMEHHOCTH U posiaM. YUYeOHBIN OTITYCK.
['padux otmyckoB. OvepemnHocTh OTIYCKOB. OT3hIB pabOTHMKA M3 OTITYyCKa. 3ameHa
OTITyCKa KOMITEHCaIel. ['apaHTun Ha Bpems OTITyCKa.

OdopmiieHue oTmycka pabOTHUKA.

[lousiTie  Ccy>keOHOM KOMaHAMPOBKH. [IpOJOIKUTENEHOCT  KOMaHIUPOBKH.
[apanTiu 171 KOMaHIUPOBAHHBIX COTPYIHUKOB. BpeMeHHas: HeTpyJI0CIIOCOOHOCTh BO
BpeMsi CITy»eOHOM KoMaHaupoBku. llopsmok odopmieHus, JTOKYMEHTUPOBAHUS
KOMaHIUPOBKH. ['apaHTHi KOMaHMPOBAHHBIM COTPYTHUKAM.

OdopmieHrne CMEThI, CIy)KeOHOTO 3aJaHus, IIpUKa3a O HanpaBlICHUd B
KOMaHIMPOBKY, KOMaHJMPOBOYHOTO YIOCTOBEPEHHS], aBAHCOBOIO OTYETA, KypHAJIa y4eTa
KOMaHIMPOBAHHBIX PAOOTHUKOB, BbIJIAYM KOMaHIMPOBOYHBIX YIOCTOBEPEHHIA.

VYyer padbouero Bpemenu. CoctaBiieHre Ta0ess yuetra padbodyero BpeMeHH.

Tema 5. /lIokyMeHTbI, Onpeie/Isionme CTPYKTYPY U IUTAT NMPeInpusiTHsi - 2 yaca

Crtpykrypa W 1TaTtHas 4YUCIEHHOCTb. CTpyKTypHOE moapasaenenue. Otmen.
[lTatHoe pacnucanue W ImTatHas pacctaHoBka. JuddepeHimamms npodeccuii 1o
KBUTMpUKAIMK:  CIykaiue, paboune. Emuapii  TapudHO-KBATMPUKAIIMOHHBIHN
crpaBoyHuK. TapudHas cucteMa omiatel TpyAa. BBereHre HOBOM JIOKHOCTH.
CokpailieHre TOJKHOCTH.

Cocrapienre 1 0OpMIICHHE IITATHOTO PACTIFICAHKSI.

Tema 6. IlepcoHasibHbIe JaHHBIE PA0OTHUKA - 2 Yaca

TpeOoBanusi Kk 00pabOTKE TEPCOHATBHBIX JTAHHBIX PAOOTHUKOB. JIOKyMEHTHI,
coziepKaHKe MepcoHanbHble AaHHbIe. OTBETCTBEHHOCTh 3a Pa3IylallieHUe MEePCOHATBHBIX
JTAHHBIX PAOOTHHKA.

PaGota ¢ HOpPMaTMBHBIMU JOKYMEHTAMH, PETJIAMEHTHPYIOUMMU TIOPSIOK |
0COOEHHOCTH pabOTHI C MIEPCOHATEHBIMU TAHHBIMU pAOOTHHUKOB.

Tema 7. IlpaBoBble acnieKTbI KaAPOBOii padoThI - 2 yaca

[NpakTrka xkaapoBeix ciryk0. TpymoBsie criopbl. Perienne koHMETHBIX cUTyarmii Ha
ocHose TK PO.



4.7. YYEBHBIA IPEJIMET «MAIIIMHOIIUCh»

TEMATHYECKHWM IIJIAH

No Tema Koi-Bo

/11 4acoB

1 |M3ydenue M ocBOCHHE KiaBHATyphl. OCHOBHOU (BTOPOM) PslI 4
KJIaBUATypbl: OYKBHI ], bI, B, a, T, P, O, J, 1, K, D

2  (Tperwmii (BepXHuii) psAa KJIaBUATYphl: OYKBHI i, 11, V, K, €, H, T, 111, 4
1, 3, X, b

3  |[[lepBblii (HMKHUI) psiT KJIaBUATYPbI: OYKBHI 4, 4, C, M, U, T, b, 0, 4
10

4  |UeTBepThld psij KiIaBUATYphI: 3amsdTas, TOYKa, JIBOECTOYHE, 4
KaBBIYKH, BEpXHUU PETUCTP, 3AMOK BEPXHETO PETUCTPa

5  |UeTBepThlii psA KIIaBHATYpHI: 3HAK 4YepTodka (TUpe, Acduc, 4
3HAK IEpPEHOCa), TOYKA C 3aIsiTOM, BOIPOCHUTCIBHBIA 3HAK,
BOCKJIMIIATEIIBLHBIN 3HAK, YepTa JPOOH, CKOOKH, MHOTOTOUYHUE




6 [UerBepThlli psx  KimaBuaTypel: 1Udpbl  (0JHO3HAYHEIE, 4
MHOTO3HAYHBIC, PUMCKHE), 3HAKH, YIIOTpeOIsIeMbIc ¢ uppamu,
apu(PMETHICCKIE 3HAKU U JICUCTBUS, XUMHUYCCKHE (POPMYIIBL.

poOH ITPOCTHIE U JICCITHIHBIC

7  [Tlepexox kK MHUChbMY TEKCTa, OCHOBHBIC ITPAaBHJIA ITMCHMa TEKCTA. 4
3aroIOBKM M IOA3arojoBKUA. THTYIBHBIA JHUCT. McrpaBiaeHue
ommn6ok. KinepHoe nmuceMo

8 |[[lucbmo Ha JmMHOBaHHOK OyMmare. 3amojHeHHe TpadapeTHHIX| y
TOKYMEHTOB. [IpreMbl BbIIeIICHUS OT/ACIIBHBIX YacTel TEKCTa

9  |Odopmnenne mpuMedaHnii, OCHOBAaHUH, PUIIOKCHHMA 4

10 |OdopmneHne CHOCOK 4

11 [[IucbMoO ¢ pyKONUCHOTO TeKcTa. KOppeKkTypHbIe 3HAKH 4

12 TIuceMO ¢ KOMHSAMU 4

13 |Pacuet u opopmiieHHE TaOTHUIY 4

14 |bnanku 4

15 |PaboTa Haj TEXHUKOM M CKOPOCTBIO IMHChMa 1

16 [Bauer 1
NUTOI'O: 58

Tema 1. U3yuenue u ocBoeHne KiaBuatypbl. OCHOBHOI (BTOPOIi)
PAA KJIaBUATYPBI: OYKBBI (), bl, B, a, 11, P, 0, JI, [, K, J
dopMHUpoOBaHUE HABBIKOB JIECSITUNAIBIIEBOTO CIETIOr0 METO/1a TIeYaTH, PUTM
nuchbma,  OTpabOTKa  TEXHUKUM  THChbMa,  JBIDKCHHE  TAaJblEB IO
KJIaBUaType.DJeMEeHTapHble TpeOOBaHUA K OQPOPMIICHUIO MAIIUHOMUCHOM
CTpaHULIbI (pa3Mep U yCTaHOBKA MOJIEH, HHTEPBAJIbI).

Tema 2. Tperuii (BepxHuii) psj KIaBuaTypbl: OYKBHI i, 11, Y, K, €, H, I', 111, III,
3,X, b
OtpaboTKa TEXHUKHU TUCbMa, pUTMa, IBXKEHUS MaJIbIIEB 10 KJIaBUATYpe.
Tema 3. [lepBblil (HM)KHUH) PSIA KJIABUATYPbI: OYKBHI 11, 4, C, M, U, T, b, 0, 10
OTtpaboTKa TEXHUKU MTMCbMa, PUTMA, IBIKCHUSI TATTBIIEB 10 KJIABUATYPE.

Tema 4. UeTBepThlil pAl KJIABUATYPHI: 3aNATAA, TOYKA, JBOETOYNE, KABBIYKH,
KJIaBHIIN
SHIFT 1 CAPSLOCK

[IpaBuna HanucaHus 3anATOM, TOYKH, IBOCTOUYMS, KaBbluek. HazHaueHue
BEPXHETO PETUCTPA U 3aMKa BEPXHETO PErUCTpa. Y IPAXKHEHUS JJIs1 3aKPETUICHUS
HaBBIKOB TI€YaTH 3HAKOB NpenuHaHus. Hanucanue abOpeBUaTyphl C MOMOIIBIO
BEPXHETO PETUCTPA, 3aMKA BEPXHETO PETUCTPA.

Tema 5. UeTBepThlii psaa KJIABUATYPbI: 3HAK YepTOUKa (THpeE, 1educ, 3HAK
MepeHoca),TOYKa € 3aNsAToi, BONPOCUTEIbHBIN 3HAK,BOCKJINIATEIbHbIN 3HAK,
yepTa Apoou,CKOOKU, MHOTOTOYHE

[IpaBuna HamMcaHuUs 3HaKa YepTOUKa (TUpE, Aeduca, 3HaKa IEPEHOCA), TOUKU
C 3amAToi (KJIaBUIIAa OOpPAaTHOTO XOJa KapeTKH), BOMPOCUTEIHHOTO 3HAKA,



BOCKJIMIIATEILHOTO 3HAKA, YEPTHI IPOoOU, CKOOOK, MHOTOTOUMS. Y IPAXKHEHUS IS
3aKperyIeHUs HalMCaHusl 3TUX 3HAKOB, OTPaOOTKH yaapa, puTMa MUchMa.

Tema 6. UerBepThlii psax KJIaBHATYPbI: HM(PHI (OAHO3HAYHDIE,
MHOT'03HAYHbIE, pUMCKHE), 3HAKH, YIIOTpedJisieMble ¢
uuppamMu,apupmMeTudecKue 3HAKU U TeUCTBUS,XUMUYeCKHEe (POPMYJIbI.
/{po0u npocTbieH JecCATHYHbIEC

[IpaBuna Hanucanus udp, 3HaKOB, ynotpedsieMbix ¢ mudppamu (Ne,%,
rpaxyc, CTETICHb), apU(METUUECKUX U XUMUIECKUX (OPMYII, TPOCTHIX H
JECATHUYHBIX APOOEH.

VYrpaxxHeHus Ha 3aKpeIICHUE TEMbI, COBEPIIICHCTBOBAHUE TEXHUKH MTUChMA.

Tema 7. Ilepexoa K nMCbMY TEKCTa, OCHOBHbIE NIPABUJIA MUCHMA
TEKCTA.3aro/10BKM U m10A3aroJi0BKU. TuryabHbii guct. UcnipaBiienue
omnook.KiiepHoe nucsmo
dopmatsl Oymaru, UHTEPBaJIbL, OJISl HAa JIMLEBOM U 000POTHON CTOPOHE

JMCTa, HyMepaluus CTpaHull, ad3alHbIi OTCTYI.

[TpaBuiia oopmIIeHHUs 3ar0JIOBKOB M MOA3ar0J0BKOB. Y IPAKHEHUS Ha
CaMOCTOSITENIbHOE 0(OPMIIEHHE 3ar0JIOBKOB U 1O/3ar0JIOBKOB.

[TpaBuiia opopmIIeHUS TUTYJIBHOTO JIUCTA. Y IPAKHEHUS HA CAMOCTOSITEIIbHOE
oopmileHHEe pa3IUYHBIX BUAOB THUTYJIBHOIO JIUCTA. YIPaKHEHUS NI pa3BUTHUSA
CKOPOCTHU ITUCHMA.

KitepHoe nucpmo. YpakHEHHUS IO HATMCAHUIO TEKCTOB JIATHHCKUM
mpUQTOM.

Tema 8. IIncbmo Ha TMHOBaHHOM OyMare. 3anoHeHHe TPadapeTHbIX
noKymeHTOB.IIpuemMbl Bbl/leJIeHHS OTAeIbHBIXYACTEN TEeKCTa
[IpaBwia nuckMa Ha TUHOBaHHOUM OyMare. CiocoObI BBIACICHUS OTACIBHBIX
qyacTel TeKcTa (Bpa3psiiKy, MPOMKUCHBIE OYKBBI, O TYEPKUBAHNE).
BrimonHeHrne ynpakHeHH 10 3amoaHeHuIo TpadapeTHhIX OJIaHKOB, Ha
BBIJICJICHUE OTAEJIbHBIX YAaCTEW TeKCTa. BbINOMHEHNE YIIPaXKHEHHM I Pa3BUTHS

CKOpPOCTH IHCHhMa.
Tema 9. OdopmiieHne NpUMeYaHU i, OCHOBAHUIA, IPUI0KEHUH

TpeGoBanus kK OQOPMIICHUIO TEKCTOB C MPUMEUAHUSMHU, MPUIOKEHUSIMH,
OoCHOBaHUAMHU. CaMOCTOATENIBHOE BBINOJHEHNUE YIPAXHEHUW C MPUIOKECHHUSIMU,
MPYMEYaHUSIMUA, OCHOBAHUSIMH.

Tema 10. OdopmiieHHe CHOCOK
Odopmiierne cHOCOK B TekcTe. CaMocToATeIbHAS MTeYaTh TEKCTOB CO CHOCKaMH.

Tema 11. [IncsMo ¢ pykonucHoro tekcra. KoppekrypHsblie 3HAKH
[IncbMO PYKONMCHBIX TEKCTOB. 3HAYEHHUE M HCMOJb30BAHUE KOPPEKTYPHBIX
3HaKOB. CaMOCTOSITENIBHOE ITeYaTaHUE TEKCTOB II0CIIE KOPPEKTYPHOM MPABKHU.

Tema 12. IIncbMo ¢ KOMUAMHA
PaboTa ¢ xommpoBambHOW Oymaroi, MOATOTOBKA 3aKJAJKW, pacKIagka IO
AK3EMIUIApaM. Y IPAXKHEHHUS ISl 3aKPEIJIEHHS TEMBI U Pa3BUTUS CKOPOCTH MUCHMA.

Tema 13. Pacuer u opopmiieHHe TA0 UL
YcrpoiictBo TaOynaropa. PexkBu3uTHI TabMUIBI (3aT0JIOBKH, HyMEpalMoHHas
CTpOKa, ToJIOBKa, O0KOBHK, rpadbl). CrnocoOwr rpadmieHus Tabmui. CrocoOb!



pacuera Tabmuu. [IpakTuyeckoe BBIMONTHEHHE HUQPPOBBIX TAOJHUL, CIOBECHO-
U POBBIX TAOJIUL, TAOIUIL] C IPUMEYAHUSIMU U CHOCKaMHU.

Tema 14. Biaanku
Buaer GmankoB: oOmmii OjaHK, OJaHK NHCbMa, OJaHK KOHKPETHOTO BHIA
JIOKyMEHTa, OJIaHK JOJKHOCTHOTO JIMIA. YTJIOBOE M MPOAOJIBHOE PACIIOI0KCHHE
PEKBU3UTOB OJIAHKOB. YTIPaKHEHHUS 1O BBIMOJHEHHUIO 3TUX OJIAHKOB. YTIpaXKHEHUS
JUTSL pa3BUTHUS CKOPOCTH IHCHMA.

Tema 15. Pa0ora HaJ TEXHUKOI M CKOPOCTHIO ITHCHMA
BeImonHeHne TpeHUpOBOYHBIX yIIpaKHEHNH. OTpaloTKa TEXHUKH MAChMA.

4.8. YYEBHBIA NPEJMET «kKOMITBIOTEPHASI OBPABOTKA
JOKYMEHTOB»

TEMATUYECKUMH IIJIAH
No Tema Koin-Bo
n/m 4acoB
1. |BBoaHoe 3aHsATHE 4
2. [Pabota ¢ oOyyaromumMu mporpaMmmMmamMu 4
3. [Pabota co cipaBouHO# cuctemort Windows 16
4. |OTpaboTka ynpakHEHHH MO CO3JaHUI0 JOKYMEHTOB C ITOMOIIBIO 16
TeKCTOBOTrO nporeccopa Word
5. |O0OpaboTka HHpOpPMAIIUU C TTOMOIIBI0 TaOJUYHOTO MPOIECCOpPa 17
Excel
6. [3auer 1
NTOI'O: 58

Tema 1. BBoaHoOe 3aHsiTHE

NHcTpyKkTax 1o 6€30nacHOCTH TPYa, JIEKTPO- U MOXKAPHOIM 0€30MacHOCTH.
[IpaBuna pabotel Ha IIK. Opranmzamuss u oOopyaoBaHue paboyero Mecra.
Haznauenne mnuKTOrpamMM. YCTaHOBKAa IMapaMEeTPOB CTPAHUIIBI, HHTEPBAJIOB,
mpudra. Hymepanus ctpanuil.

O3HaKOMIJICHHE C PEKUMOM padoThl, GopMaMH OpraHU3aluH Tpyda M
IpaBUJIaMU BHYTPEHHETO TPYAOBOTO pacnopsiaka B yueOHOM Kjlacce, IporpaMmmon
U TIOPSIAKOM IMIPOBENICHUS IPAKTUUECKOTO O0yUYEeHUSI.

TpeboBanust 6e30nacHOCTH TpyAa B yueOHOM Kilacce U Ha pabouyux MecTax.
[Tpuuunel TpaBMaTu3Ma. Buabl TpaBM, Mepbl IpeAynpeKICHUS TpaBMaTU3Ma.

OcHoBHblE TpaBwia anekTpode3onacHoctd. IlepBas mnomouls mpu
MOPAKCHUH DICKTPUIECKUM TOKOM.

TpebGoBanus TexHuku 6e3onacHoctu rpu padote ¢ IIK. OcHoBHbIE BpeiHbIE
¢dakTopsbl, Bo3HUKaromue npu padore c I1K.

Tema 2. PadoTa ¢ 00y4aromuMu NporpaMMamMu
Pabora ¢ TpeHaxxepamu KiaBUaTypbl, C 00y4JarOIMMH IIPOTPAMMAMH.



Tema 3. Pa6ota co cnpaBouHoii cuctemoii \Windows

Pa6ora co cripaBounoit cuctemoir Windows. BeimiostHeHue onepanmii ¢
OKHaMmHu. [IpocMOTp AUCKOB M manok ¢ MOMOUIBIO MporpaMMmsel «Moi
KOMIBIOTEp». BhinmonHenue onepanuii ¢ aiaamMu 1 nankamm.

Tema 4. OTpadoTKa ynpaKHEeHUH M0 CO3AAHUIO JIOKYMEHTOB € MOMOIIbIO
TEKCTOBOTO Mpoueccopa \Word
OcBOCHHE HaBBIKOB 10 BBOAY U PEIaKTHPOBAHUIO TEKCTA, (POPMATUPOBAHHUIO
¥ TIPOCMOTPY JOKYMEHTOB B Pa3IMUHBIX PEKUMaX; MO OPOPMIICHUIO CTPAHHUII; TIO
o(OpMIICHUIO TOKYMEHTOB; paboTa ¢ TaOauIlaMH.
[TporpaMMel 1j1s1 aBTOMAaTU3auu aeonpou3soactsa - MicrosoftOffice;
Bepcun. CocTaB makeTa mporpamm.
Tema 5. O0padoTka nuHpOpMALNMHE € MOMOIIBIO TA0JUYHOI0 MPOLECCOPa
Excel
OTtpaboTka ynpaKHEHH: TIO BBOJTY TaHHBIX B STUYCHKU JICKTPOHHON TaOJIUIIHI;
0 CO3/ITaHUI0 PAab0YEro JIMCTA; TI0 PETaKTHPOBAHUIO PA00YETO JINCTA; TI0 U3YUCHUIO
OCHOBHBIX NMPHUEMOB (HOPMATHUPOBAHUS; 110 U3MEHCHHUIO BHEITHETO BUJA TaOJHUIIGI,
M0 BBIMIOJIHEHUIO BBIYMCICHUHN; MO CO3JaHUI0 M KOIMUPOBAHUIO (OPMYJ; IO
CO3JIaHUIO U PEIaKTUPOBAHUIO THATPAMM.
OcBoeHuMe mporpaMM I aBToMaTH3aIuu aejaonponsoactea MicrosoftOffice.

4.9. YY4EBHBIA IPEIMET «([IPAKTUYECKOE OBYUEHUE»

TEMATHYECKHWU IIVIAH
No Tema Komn-Bo
/i 4acoB
1 TexHuka 6€30MaCHOCTH HA MPEANPUITHH 2
2 3HAKOMCTBO CO CTPYKTYPOU NPEANPUATHS 4
3 PaboTa na I1K 60
4 IToaroroBka JOKYMEHTOB K ITepeaye B apXuB 18
5 Pabora ¢ koppecnoHaeHIIUCH 18
6 Pabora ¢ oprann3alMOHHO-TEXHUYECKUM 00ecrieYeHuEeM 12
oduca
7 OTtyeT 0 NpON3BOACTBEHHON NPAKTUKE 6
NTOIO: 120

Tema 1. Texnuka 0e30aCHOCTH HA NPEANPUITHH
BBoHBIN MHCTPYKTaX Ha paboyemM MecTe.

Tema 2. 3HAKOMCTBO €O CTPYKTYPOil NPeANPUATHS
3HAKOMCTBO CO CTPYKTYPOU HNPEANPUATHS, Y CTABOM MPEANPUATHS,
JOJKHOCTHBIMU O0SI3aHHOCTSIMU anmapara yrnpaBJieHHs.

Tema 3.
OdopmiieHue ciryeOHbIX TOKYMEHTOB: CITY>K€OHBIX ITUCEM, aKTOB,
CITPaBOK, MPUKA30B.

Tema 4. IloaroroBka 10KyMeHTOB K Nepeaaye B apXuB

dopMupoBaHue el K nepegaade B apxuB. CocTaBIeHUE ONMKCH Jea.
Odopmiienne 00I0KKH



zena.

Tema 5. Pabora ¢ koppecnoHaeHIuen
[TonydeHne KOppeCIOHACHIMY Ha MOYTe. Perucrpanus BXOIsIIEH,
UCXOJSIIIEH U BHYTPEHHEN KOPPECIIOHACHIINH.

Tema 6. Pabora ¢ oprann3anMoHHO-TEXHUYECKUM obecnieueHneM oduca

Pa3smHoOxeHue u CKaHUPOBAHNC NOKYMCHTOB.

Tema 7. OTUeT 0 NIPOM3BOACTBEHHOM NMPAKTUKE

Cocrapnenue u opopmieHue oryera B GopMe MyJIbTUMETUNHOMN
Ipe3eHTallH 10 33JaHHOMY TUIaHy.

5. OHEHOYHBIE MATEPUAJIbI

KOHTPOJIBHBIE BOITPOCBHI K 3AYETY IO IIPE/IMETY «OCHOBbBI
IKOHOMMUKH OTPACJIA U NPEAIIPUATUS»

[IpeaMeT 5KOHOMUKH
XapakTepUCTHUKA MPEANPUHUMATEIBCKON CPEBI.
OKOHOMUYECKHE CUCTEMBI: TUIl SKOHOMHYECKOU CHCTEMBI.
DJeMEHTbI ppIHOYHON SKOHOMUKH U (DYHKIIMU PbIHKA
[Tonsitue cobcTBeHHOCTH, (HOPMBI COOCTBEHHOCTH.
[TonsiTue HOpMUPOBaHUA TpyAa U paboOUYero BpeMEHH.
MeTonbl HOpMHUPOBaHUS TPYIA.
MeTtonb! uccie10BaHus TPYIa.
@OyHKIMU 3apaOOTHOM TUIATHI.

. OCHOBHBIE MPUHLIUIIBI OIUIATHI TPYIA.

. ®opmBbI U cucTEMBI 3apadOTHOM TUIATHI.

. [lonatue cnenbHOM U MOBPEMEHHOM 3apab0THOM MJIATHI.

. [Inan mpousBoACTBa NPEATPUATHS

. Knaccudukauus 3atpar npeanpusitusi.

. [londarue u cTpykTypa OU3HEC-TUIaHA.

. OcHOBHBIE pa3Jielibl OM3Hec-TIIaHa.

. [lonarue npuObLIU U peHTa0ETBbHOCTH.

. [IpuObLIb, BUIBI IPUOBLITY.

KOHTPOJIBHBIE BOITPOCHI K 3AYETY I10 IPEAMETY
«OCHOBBI
I'OCYJAPCTBA U IIPABA»

o No kWD PE

e e e e el =
0N Ul WNRO

KoncTurynuuonHoe npaso

1) KoncTuTynmoHHoe npapo P® kak orpacJsb - 310:
a) OCHOBHOE IIPABO IpakJIaHnHa, 3akperieHHoe B Konctutyuuu Pocenu;
0)Bexayias orpacib npasa PO;



B) COBOKYITHOCTb ITPaBOBBIX HOPM, PETYJIUPYIOLIUX ONPEIEICHHYIO Chepy
KU3HENIEATEITbHOCTH;

I') BEpHBIA OTBET OTCYTCTBYET.

2) [IpeaMeTOM KOHCTUTYIIHOHHOTO MPABA ABJIAETCH:

a) KOHCTUTYLIMOHHBIN CTPOI TOCY1apCTBa;

0) MpaBOBOE MOJIOKEHHE JINYHOCTH;

B) peaepaTuBHOE YCTPOUCTRO;

') BCE OTBETHI BEPHHBI.

3) OcHOBaHUSsI KOHCTUTYLIHOHHO-TIPABOBOM OTBETCTBEHHOCTH:
a) TPUYUHEHUE YKOHOMUYECKOTO yiepoa, yiepoa 000pOHOCTIOCOOHOCTH
CTpaHbl, €€ TOCTOMHCTBA, IOBEPUE HAPOJA K OpraHaM BJIACTH U T.[.;
0)Hanmuumne cCyObheKTa;

B) HAJINUWE BUHBI;

I') BCE MMPU3HAKU B COBOKYITHOCTH.

4) Cy0ObeKThl KOHCTUTYHHOHHO-TIPABOBBIX OTHOLIEHHUI TOJIBKO:
a)rocyJ1apcTBo;

0)rpaxkane;

B) OpraHbl MECTHOTO CAMOYIIPABJICHMUS;

I') BCE BBIIIIE [IEPEUNCIICHHBIE.

5) 3aK0H, YCTAHABJIMBAIOUIUI IOPUANYECKYI0 OTBETCTBEHHOCTh
a)He UMEET OOpaTHON CUJIbI

6) UMeeT 0OpaTHYIO CHITY

B)Kak pemiut Bepxosusliiit Cyn PO

r)no ycmotpenuto I'enepanbaoro [Ipokypopa PO

0) UcToOUYHMKAMM KOHCTUTYUMOHHOTO0 npasa P® sBJsorces:
a)[Ipukassl ['ennipoxypopa PD;

0)ITocranosnenus [IUK PD

B)IloctanoBnenus cobpanus akimonepoB AQO;

r)[Ipuka3 o Ha3HAYEHUH HA JOJIKHOCT.

I'pa:xxnanckoe npaso

1. I'paxxaaHcKoe MPaBoO MOKHO MOHUMATH KaK:

a) TOJTIPKO KaK y4eOHas TUCIMIUINHA;

0)oTpacib IIpaBa U OTPacilb 3aKOHOIATEIIbCTBA;

B) OTpacilb 3aKOHOJIATEIHCTBA, MPABOBas HayKa (OTpaciib MPaBOBEJCHUS ), yueOHas
') OTpacib MpaBa, OTPaCibh 3aKOHOAATEIbCTBA, TPAaBOBas HayKa (0Tpacib
paBOBEACHUS ), yaeOHAs TUCIIUTIIINHA.

2. B npeaMeT rpa:kIaHCKOro npaBa BXO/IST:

a) UMYIIIECTBCHHBIC OTHOIIECHUS U JIMYHbIE HEMMYIIIECTBEHHBIC OTHOIIICHUS;

0) UMYIIIECTBEHHBIC OTHOIICHUS;

B)JIMYHBIC HCUMYIIICCTBCHHBIC OTHOIIICHUS;

I') IMYIIICCTBEHHBIE OTHOIICHUS M MHOT/A JIMYHBIC HEUMYIICCTBCHHBIE
OTHOIICHHUS.

3. O0mme NPpU3HAKY UMYIIECTBEHHbIX OTHOLICHUM:

a) UMYIIIECTBEHHON 000C00JICHHOCThIO, SKBUBAJICHTHO-BO3ME3THBIM
XapaKTEePOM, YUaCTHUKHU OTHOIICHHH 3aBUCUMBIX JIPYT OT JIPYTa;
0)PKBUBAJICHTHO-BO3ME3THBIM XapaKTePOM, YIACTHUKUA OTHOIIEHUN BBICTYTAIOT
B Ka4eCTBE PABHONPABHBIX U HE3aBUCUMBIX JIPYT OT Jpyra CyObEKTOB, KOTOPEIC
HE HAXOJISATCSA B COCTOSIHUM aJIMUHUCTPATUBHON MM MHOU BIIACTHOM

MO TYMHEHHOCTH;

B) UMYIIIECTBEHHON 000CO0JIEHHOCTHIO, IKBUBAJICHTHO-BO3ME3THBIM
XapaKTepOM, YYACTHUKHU OTHOIICHUM BBICTYNAIOT B KAUECTBE PAaBHOMPABHBIX U



HC3aBUCHUMBIX JIPYT OT Jpyra CY6’beKTOB, KOTOPBIC HC HAXOAATCA B COCTOSHHNHA
aHMHHHCTpaTHBHOﬁ WJIM MTHOM BJIACTHOU IMOJYNHCHHOCTH,
F) JIMYHBIMHU HCUMYIICCTBCHHBIMH OTHOIICHUAMM, SKBUBAJICHTHO-BO3MC3/IHBIM
XapaKTCPOM, YHaCTHUKHU OTHOILIICHUI BBICTYIIAIOT B KAYCCTBC PABHOIIPABHBIX U
HC3aBHUCHUMBIX OPYT OT ApYyTra CYG’BCKTOB, KOTOPBIC HC HAXOJATCA B COCTOAHUU
aHMHHHCTpaTHBHOﬁ WJIM MTHOM BJIACTHOMU IIOJYNHCHHOCTH.

4. JInuHble HEUMYIIIECTBEHHbIE€ OTHOIIEHUSI BO3HUKAIOT 110 MOBOAY:
a) HeMMYIIIECTBEHHBIX (HEMaTepUaIbHBIX) OJIar, TECHO CBS3aHHBIX C TMIHOCTHIO
X oOnamaTesieil;
0) HEeMMYIIIECTBEHHBIX (HEMaTepualibHbBIX) OJ1ar, HE CBSI3aHHBIX C JIMUHOCTHIO UX
o0iamaTenei;
B) UMYIIIECTBEHHBIX OTHOIIIEHUH, TECHO CBSI3aHHBIX C IMYHOCTHIO MX 00JIaaaTese;
') HSUMYIIIECTBEHHBIX (HEMaTepUaIbHBIX) OJIar, TECHO CBA3aHHBIX C OOLIECTBOM
Y TOCYIapCTBOM.

Tpynosoe npaBo

1. IlpaBuJia BHyTPEHHEr0 pacnopsiika - 31o:

a)JIOKaJbHbII1 HOPMATUBHBIN aKT OpraHU3alNH

0)pelieHre TpyA0BOro KOJUIEKTUBA

B)perieHue mpo¢cor03HOM opraHu3auu

2. ClocOOHOCTD JIMIIa CBOMMHU ACHCTBUSIMH NIPUOOPETATH M OCYHIECTBJIATH
TPYAOBbIE IPABA U UCIIOJHATH TPYAOBbIE 00SI3AaHHOCTH:

a)TpyJ10Bas MPaBOCIOCOOHOCTh

0)TpyaoBasi 1eecrocoOHOCTh

B) TPyZ0Basi MPaBOCYObEKTHOCTh

3. HemouiHblil pado4uii 1eHb WM HEMOJIHAs padoyas HeJeJs 10 MpPocboe
pPadOTHHKA YCTAHABJIUBACTCS:

a) 1711 pabOTHUKOB B Bo3pacTe oT 16 no 18 ner

0) U151 paOOTHUKOB, 3aHATHIX Ha pad0OTax C BPEIHBIMU U OMACHBIMHU YCIOBUSAMHU
Tpyna

B) ISl OEpEMEHHBIX JKEHILIUH.

4. CorJianieHue Mek1y pa0OTHHKOM M padoToaaresiem:

a) KOJUIEKTUBHBIN TOTOBOP

0)Tpy10BOM IOTOBOP

B) 'paX/1aHCKO-TIPaBOBO I0TOBOP

5. HopmaibHasi NPpOJ0JIAKUTEIBLHOCTH Pad04ero BpeMeHM:

a)40 yacoB B HEJIEIIO

0)36 yacoB B HeJeI0 B) 42 yaca B HEJEIIO

6. EskeroaHblii oniaunBaeMblil OTIYCK J0JIZKeH ObITh MPOAJIEH:
a)B CiIydae BPEMEHHOUW HETPYIOCIIOCOOHOCTH pabOTHHUKA

0) 1o npocrOe paboTHHUKA

B)paOOTHUKY, YCBIHOBUBIIEMY pEOEHKA

7. CPOYHBIH TPYAOBOM JOTOBOP MOKET ObITH 3aAK/JII0YEH HA CPOK
a)He 0oJiee Tpex JIeT;

0)He OoJiee YeThIpeX JIET;

B)He OoJiee IsATU JIeT

8. ITo 001memy npaBuiry pa0OTHMK MMeeT NIPaBO PACTOPTHYTh
TPYA0BOii 10r0BOP, NpeayInpeauB 00 3ToM padoroaarens B
NMUCbMEeHHOH popme

a)3a JIBE HEJEIIH;

0)3a Tpu Henenu;

B)3a YETBIPE HEAEIN



9. lIpu pakTHYECKOM JONYLIeHUH PA0OTHUKA K padoTe padoroaaresb
00513aH 0(pOPMHUTH C HUM TPYAOBOM JOTOBOP B MUCbMEHHOI popme He
no3JaHee

a)Tpex AHeH co AHS (GaKTUYECKOro JOMYIIeHU padboTHHKA K paboTe;
0)1ecaT THEH co THS PaKTHIECKOro JOMyIIeHUs: paboTHUKA K paboTe;
B)MecsIia co AHs (PaKTUYECKOro JAOMYyIIeHUs] pabOTHHKA K paboTe

10. MoMeHTOM Hauvasa JAeHCTBUS TPYIOBOTO JOTOBOpPA CUUTACTCS:

a)uepes 5 THEH mociie MoANUCaHus.

0)c MOMEHTAa 3aKJIFOYEHHUS.

B)ITOCJI€ TOCYJJAPCTBEHHOMN PETUCTPAIIHH.

T')C MOMEHTA MPOBO3IJIAIEHUS TPYIOBOTO JOTOBOPA

11. MictibITanus Ipu rpueMe Ha paboTy HE MPUMEHUMO K:

a)JIMLaM [IEHCHOHHOT 0 BO3pacTa

0) BOeHHOOOSI3aHHBIM

B) MHBAJIUAaM

r)pabotHukam o 18 ner

12. CpoK JIeUCTBHS TUCIUILUIMHAPHOTO B3bICKAHMUS:

a) 1 ron

0)3 roma

B) 6 MecsIIeB

r)2 Henenu

13. Pemiure 3agauy.

FOpuckoncynsT OO0 «JIyu» AnekcanpoB A.H. Obu1 iepeBeieH HA AOJIKHOCTh
HaYaJIbHUKA IOPUIMICCKOTO OT/IENa B CBSA3H C PEOPTaHU3AIMEH MPEATPHUSITHS
(mpouzomnwio ciausiuue OO0 «JIyu» u OO0 «CBetry»; B pe3yibTare ObLIo
oopazoBano OO0 «Jlyd cBeTa»), mpu 3TOM aJIMUHUCTPAIINS HA3HAYMIIA
ATEeKCaHIPOBY UCTIBITATEIBHBIN CPOK, OOBSICHSS 3TO OTIMYUEM B XapaKTepe
paboTHI.

IIpasomepno nu oeticmseue aomunucmpayuu? Omeem obocHytime.

14. Pemiure 3aga4y.

15-netnuit KoHcTaHTHH ycTpouics padoTaTh Ha 3aBOJ] YEPTEKHUKOM.

1. Ckonwbko wacos 6 Heoeno 0oaxicer pabomams Koncmanmun?

2. Cronbko KaneHoapHvix Oxetli byoem npedocmasieHo Koncmaumuny 6
Kauecmee exce200H020 OMNYCKA.

3. B kakoe epemsn Koncmanmun mooicem ucnonv3osams omnyck?

YI'OJIOBHOE ITPABO
1. JlonyckaeTrcsi Jii MPUMEHEHUE YTOJOBHOIO 3aKOHA M0 AHAJIOTHH?
A) nomyckaercs;
b) He nonyckaercs.
2. B cO0OTBETCTBMH C JeHCTBYONIUM YITOJIOBHBIM 3aKOHOATEILCTBOM,
rpa:xxaane Poccuiickoin @enepanuu, copepuivBIIne MPECTyIVICHUE HA
TEPPUTOPUN HHOCTPAHHOIO IOCYAAPCTBA...
A) HE MoJIJIeXkKAT BblJjade 3TOMY IOCYJIapCcTBY; b) moasiexxar Bbijiaue 3 ToMmy
rOCyAapCTBY;
B) moJIeKaT BhIJIau€ 3TOMY TOCYAapCTBY TOJIBKO B CIydae HAJIUUUS
MEXIYHApOJIHOIO IOTOBOPA.
3. [Ipecrymienue - 3710 ...
A) BUHOBHO COBEPILIEHHOE OOIIECTBEHHO OIMACHOE JICSTHUE, 3aIPEIleHHOE
YTOJIOBHBIM 3aKOHOM 0] YTPO30i HaKa3aHMUS;
b) o611iecTBEHHO OnacHoe JesHKE, 3alPEIIEHHOE YTOJIOBHBIM 3aKOHOM TO]1
YIPO30M HAKa3aHUs;



B) BUHOBHO COBEPIIIEHHOE O0IIECTBEHHO OMACHOE JACSTHHUE, 3aMPEIIeHHOE
YTOJIOBHBIM WJIM IMUHUCTPATUBHBIM 3aKOHOM I10J] YTPO301 HaKa3aHMUS.

4. ITpecTynJieHUSIMA He0OIBIIIOM TAXKECTH NMPU3HAKOTCS.

A) YMBIIJICHHBIE IEIHUS, 32 COBEPILICHHE KOTOPBIX MAKCUMAaJIbHOE HaKa3aHUE,
npeaycMmoTpernHoe YK P®, He nipeBbIlIaeT 1ByX JIET JIUIIEHUS CBOOOIBI;

b) HeocTopokHbBIE AesTHUS, 32 COBEPIICHUE KOTOPHIX MAaKCUMAJIbHOE
HakazaHue, npexycMorpeHHoe YK PO, He nmpeBbIaeT ABYX JIET JTUIIEHUS
CBOOOIBI;

B) YMBIILJIEHHBIC U HEOCTOPOKHBIC JIEIHMUS, 32 COBEPIICHUE KOTOPBIX
MaKCUMAJIbHOE HaKa3aHue, npeaycMorperHoe YK P®, He npeBsimaeT 1Byx
JIET JIUIICHUSI CBOOOIBI.

5. TAKKMMHU NPeCTYNJICHUSIMHA MPU3HAIOTCS.

A) YMBILJICHHBIE H HEOCTOPOKHBIE JIEHUSA, 32 COBEPIICHHE KOTOPhIX YK PO
PEIyCMOTPEHO HaKa3aHUE B BUJIE JIMIIICHUS CBOOO/IbI HA CPOK CBBIIIE JIECITH
JIeT win 6oJiee CTPOroe HaKa3aHUE;

b) yMbIlUIeHHBIE I€STHUSA, 32 COBEPIICHUE KOTOPBIX MAKCUMAIIbHOE HaKa3aHUE,
npenycmoTpernHoe YK P®, He mpeBbIlaet AeCsATH JIET JUIICHHS CBOOOIbL;
B) yMBILIJIEHHBIE JEsHMUS, 32 coBepuieHne KoTopbiXx YK P® npenycMoTpeHo
HaKa3aHUe B BUJIC JIMIIICHUS CBOOO/IbI HA CPOK CBBIIIE JCCITH JIET WK OoJee
CTPOTO€ HAaKa3aHHE.

6. CoBepiieHue ABYX W 00Jiee NMPeCcTyIVICHUM, IPelyCMOTPEHHbIX
Pa3JIMYHBIMU CTATHAMH WIH YacTsAMH cTtaTbu YK P®, Hu 32 01HO U3
KOTOPBIX JIMLO He ObLJIO OCYKACHO MPU3HACTCS.

A) HEOJTHOKPATHOCTBIO MPECTYIICHUI; b) COBOKYITHOCTBIO MIPECTYIIICHUH;
B) peIUINBOM.

7. CoBeplieHre YMbIILICHHOTO NMPECTYNIJIEHUS JTULOM, HMEIO UM
CYAUMOCTD 32 PaHee COBePUICHHOE YMbIIULJIEHHOE NPecTyIIeHue,
NPU3HAETCS.

A) HEOJHOKPATHOCTHIO MPECTYIUICHHH; b) COBOKYITHOCTHIO MPECTYIUICHHI;
B) peunuguBOM.

8. O0mMMH yCJI0BUSIMU NIPUBJICYCHHUS K YTOJ0OBHOI OTBETCTBEHHOCTH
SIBJISIFOTCH .

A) TOCTHKEHHUE ONPEIEICHHOTO BO3PaCTa;

b) BMeHsieMOCTh, HaTMYKUE ONpeeIeHHON Tpodeccuy;

B) BMEHSIEMOCTb (PU3NYECKOTO JIHIIA, TOCTHKEHHUE OMPEIECIEHHOTO BO3PaCTa;
') BMEHsIEMOCTh, HATMYUE ONPEAEICHHON TPOdeccuu, TOCTHKEHHE
ONPENIEIICHHOTO BO3PacTa.

9. Yro10BHOi OTBETCTBEHHOCTH 32 IepPeYUCIeHHbIe NPeCTyIUICHUS:
youiictBo (crarbsi 105), ymMbllLIeHHOe NPUYMHEHHE THKKOr0 Bpeaa
310poBbI0 (cTaThsl 111), yMbIIIIIECHHOEe NPUYNHEHHE CPeAHEN THXKECTH
Bpeaa 310poBbI0 (ctaThsi 112), moxuieHue yenoBeka (crarbsi 126),
U3HACUJIOBAHHE (ctaTbs 131), HACWJILCTBEHHbIE  JelCTBUSA
CEeKCYaJIbHOr0 xapakrepa (cratbs 132), kpaxy (crarba 158) moasexxur
JIMIO, TIOCTHUTIIIEe KO BPEMEHHU COBEPIIEHUS MPeCTYIJICHH .

A) "4eTbIpHaALIATUIIETHETO BO3pacTa; b) mecTHaAlaTUIETHETO0 BO3PACTa;

B) BoceMHaIaTUIETHETO BO3pacTa.

10. JIuy, cOBepHIMBIIEMY MPEAYCMOTPEHHOE YTOJI0BHBIM 3AKOHOM
00111eCTBEHHO ONACHOE JIesiIHHE B COCTOSIHUM HEBMEHSIEMOCTH...

A) Ha3HAYAIOTCS MPUHYIUTEIbHbBIE MEPHI MEIUIIMHCKOTO Xapakrepa; b) oHo
MO/IJICKUT YTOJIOBHOM OTBETCTBEHHOCTH Ha OOIIUX OCHOBAHMSIX;

B) U110 OCBOOOXKIa€TCS OT YTOJOBHON OTBETCTBEHHOCTH.

11. BUHOBHBIM B NMPECTYIJIEHNH NIPU3HAETCH JHUI0, COBEPIINBIILEE esTHHE.
A) TOIBKO YMBIIUICHHO; b) yMBIIIJIEHHO WU TTO0 HEOCTOPOKHOCTH.



12. IlpecTyIuieHre MPU3HAETCHA COBEPIIEHHBIM € MPAMBIM YMbICJIOM.

A) eciu JUII0 OCO3HABAJIO OOIECTBEHHYIO OMACHOCTh CBOMX JEUCTBUI
(6e3nelicTBUs), TPEABUICIO BO3MOXHOCTh WM  HEU30CKHOCTH
HACTYIUICHUsS] OOILECTBEHHO OINACHBIX TIOCIEACTBUA M KENalo HUX
HACTYIUICHUS;

b) ecnu nuiio oco3HaBano 001IECTBEHHYIO OMTACHOCTh CBOMX JEHCTBUN
(Oe3nmeiicTBuS), MPEABUIETIO BO3MOKHOCTh HACTYIICHUS 00IIECTBEHHO
OMAaCHBIX MOCTEJCTBUM, HE JKeJIaJi0, HO CO3HATENBHO JOMYCKaJOo 3TH
MOCJICJICTBUSI TNOO OTHOCHIIOCH K HUM O€3pa3InyHO.

13. IlpecTyIuieHre MPU3HAETCH COBEPIIEHHBIM M0 HEOPEKHOCTH.

A) ecny U0 TPEABUIEIO BO3MOXKHOCTh HACTYILJICHUS OOIIECTBEHHO OMACHBIX
MOCJICJICTBUNA CBOUX JNEUCTBUI (0€31eHCTBHS), HO 0€3 JOCTATOUYHBIX K TOMY
OCHOBAHU CAMOHAJICSTHHO PACCUMTHIBAJIO HA MPEJOTBPAIICHUE ITUX
MOCJICACTBU;

b) ecnu nuiio He npeaBUIEI0 BO3MOKHOCTH HACTYIUICHUS 00IIECTBEHHO
OITACHBIX MOCEACTBUN CBOUX JIEUCTBUI (O€3/1eHCTBUS), XOTS MIPU
HE0OXOIMMOM BHUMATEIIbHOCTH U MIPEIYyCMOTPUTEITHLHOCTH JIOJKHO OBLIO U
MOTIJIO IPEABUJIETH 3TH MOCIIEICTBUS.

14. ITokyieHMeM HA MpecTyIJieHue MPU3HAITCH.

A) yMBIIUICHHBIE 1eUCTBUS (0e31€eiCTBHE) TUlla, HETIOCPEICTBEHHO
HaIpaBJICHHBIC HA COBEPILICHUE MPECTYIUICHUS, €CIIU TIPU 3TOM NMPECTYIJICHUE
He OBLIO JOBEEHO 10 KOHIIA M0 HE 3aBUCSIIUM OT TOTO JIMIA
00CTOSATEIECTBAM;

b) npunckanue, U3roToBJICHUE WIH MPUCTOCOOTIECHUE JTUIIOM CPEACTB UITU
Opyaui COBEpIIECHUS NMPECTYIJICHUSI, MPUUCKAHUE COYYaCTHUKOB
MPECTYIJICHUS, CTOBOP Ha COBEPIIICHUE MPECTYIUICHUS JIMOO HHOE
YMBIIUIEHHOE CO3JaHuE YCIOBUH ISl COBEPIIEHUS IPECTYIUIEHUS, €CIIU MPU
ATOM MPECTYIUICHUE He OBLIO I0BEJICHO /10 KOHIIA MO HE 3aBUCAIIUM OT 3TOTO
JINIIa 00CTOSITENLCTBAM.

15. IlIpenycMoTpeHa Jin IeCTBYKOIINM Yr0J0BHBIM 3aKOHOAATEJIbCTBOM 32
NPUTOTOBJIEHHE K MPECTYILIEHHIO0?

A) na;

b) uer;

B) 1a, HO TOJIBKO K TSHKKOMY M 0CO00 TSKKOMY MPECTYILIICHUSIM.

KOHTPOJIBHBIE BOITPOCBHI K 3AYETY 11O ITPEIMETY

«JIEJIOBAS KYJIBTYPA»
1. KonaukTel HE Bceraa pa3pymuTeabHbl. K TO3UTHBHBIM OTHOCSATCS:
a) KOHCTPYKTHUBHBII
0) MEXKIIMIHOCTHBIN

B) BHYTPH JINYHOCTHBIN

2. DMOIMOHATILHOE COCTOSTHUE COOECEeTHNKA MBI y3HAEM: a) TI0 BepOaIbHbIM
CpeaCcTBaM OOICHUS

0. Mo HeBepOAJIbHBIM CPE/ICTBAM OOIIICHUS

B) BCE OTBETHI BEPHBI

') BCE OTBETHI HEBEPHBI

3. Kommpomucc - 3t0:

a) OJINH U3 CIIOCOOOB pa3perieHns KOHGIUKTOB
0)0JIMH 13 CIOCOOO0B JIEJIOBOTO ATUKETA

B) OJIMH U3 CIIOCOOOB BEACHUS TIEPETOBOPOB

4. Kem ObL1 BHIEPBBIC BBEACH TEPMUH «ITHKA)



a).l{uueponom

0). Apxumeaom

B). ApucToTenemM

r). Cokparom

5. LleHHOCTHBIE aCTIEKThI OOIIECTBEHHBIX OTHOIICHUH SBIISIOTCSA:

a) MOpaJIbHBIMH LICHHOCTSAMHU

0)3aKperIeHHbIMU B 3aKOHE OTHOIICHUSIMU

B) aKTyaJbHBIMHU OTHOIICHUSMU

6. DTHYECKHE HOPMBI M IPUHITUIIEI TPO(HECCUOHATBHON IEATETLHOCTH paOOTHUKA
OTPaXKaIOTCA:

a)B pHUTyajax

0)B KOJIeKCE

B) B TpaAUIUAX

7. IIpodeccronanbHas COBECTh, YECTh MPEIOJIATaOT MPEXK/IE BCETO:

a) OTBETCTBEHHOCTH IE€PEJ] CaMUM CO0O0ii;

0) OTBETCTBEHHOCTbH TEPe/ KOJJIEKTUBOM;

B) OTBETCTBEHHOCTH TIEPE/l PYKOBOJIUTEIIEM.

8. Ha xakue nBa Buja JIeTSATCS MO XapaKTepy U MPUPOJIE BCE IIEMEHThI KOH(IUKTA
a) CyObEKTHUBHBIE;

0) 00BEeKTUBHBIE (BHEIUYHOCTHBIE);

B) MEXKJINUHOCTHBIE;

T')JINYHOCTHBIE.

9. COBOKYITHOCTh HPaBCTBEHHBIX HOPM, MPABHII U TIPEICTABICHUN,
PETYIMPYIONINX TIOBEICHUE U OTHOIIICHHUS JIIOJICH B MPOIIECCE UX
MIPOU3BOICTBEHHOM JIEATETLHOCTH SIBJISETCS:

a)3TUKOM JCIOBOT0 OOIIEHHS,;

0) MOpaJIbIO ICIIOBOTO OOIIEHHS;

B) ICJIOBBIM STUKETOM.

10.  COBOKYMHOCTb  MPO(PECCHOHAIBHBIX  MOpAJbHBIX  HOPM, KOTOpas
ompeseNisieT OTHOIIEHHWE YeJoBeKa K CBOeMy Npo(ecCHOHaIbHOMY JONTY,
HA3bIBACTCS:

a) CUTYaTUBHOW STUKOM;

0)3TUKON MEXKJIMYHOCTHOTO OOIIEHNUS,

B) IPO(ECCUOHAIBHON ATUKOM;

I') HOPMATUBHOM STUKOW;

1) TIPUKJIATHON 3TUKOM.

11. OO01enue - 310 ...

a)3ay4MBaHHE MPABUJI TIPH OBJIAJICHUH KYJIBTYPOU B3aUMOOTHOIIICHUH;
0)4yTKOCTh, OT3LIBYMBOCTH, I00pOTA, CONIEPEKUBAHNE, TOHUMAHUE;

B) CJIO’KHBIN TIPOIIECC YCTAHOBJICHUS U PA3BUTHS KOHTAKTOB MEXIY JFOJIbMU.
12.  BHemHu#i BuJ pabOTHUKA TOJDKEH COOTBETCTBOBATH:

a) COBPEMCHHBIM TPEOOBaHMSIM;

0)BHyTpEHHEH KyJIbTYype;

B)MOJIC.

13.  TIpodeccuonanwvHas cepa oxBaThIBacT:

a)OTHOIIICHMS,  CKJIAJBIBAIOIIMECS B IPOIECCE pPEIICHUS TPO(ecCHOHATBHBIX
3amad;

0)OTHOILIEHUS,  CKJIaJbIBAIOIIMECS B MPOIIECCE PA3IMYHBIX B3aUMOOTHOIICHUI B
KOJUIEKTHUBE;

B)OTHOIIICHHUS,  CKJIAJBIBAIONIUECS MEXIY PYKOBOIUTEIEM U TIOTIMHEHHBIMH.

14.  Kakol myHKT cleAyeT UCKJIIOUUTh U3 IPABIII Tee()OHHOTO OOIIEHUS:
a)0TBeYasi Ha 3BOHOK, MPEJCTaBbTECH;
0)yOeauTech B TOUHOCTH CBEJIEHUI, KOTOpbIE HAMEPEHBI COOOIINTH;



B) B HayaJjie pa3roBopa 3ajath Bonpockl Tuma «C keM s pazroBapuBaio?», «4to Bam
HYXHO?»;

I') OTBEUYATh HA BCE 3BOHKU;

J) HE 1aBaiiTe BBIXO/ OTPUIIATEIILHBIM AMOLIMSIM.

15.  Kakoe u3 mpuBEIEHHBIX BBIPAKEHHUM CIEAyeT ynoTpeOUTh B Tene(HOHHOM
pasroBope?

a)«sl He 3HaIO;

0) «BBI TOKHBIY;

B) «[lomoxauTe CEKYHIOUKY, ST CKOPO BEPHYCHY;

r) «Xopomumui Bonpoc. Pa3pemmure, 1 yTOUHIO 3TO JUIsl Bacy;

1) «ITO HE MOS OIITHOKAY.

16.  Ecim BaMm 3BOHUT pacCep>KEHHBIA YE€M-TO YEJIOBEK, BAIlIN JICVCTBHUS:

a) TIOJIOKUTE TPYOKY;

0) cpa3y npepBeTe codeceHUKA M YKaXKUTe eMy Ha TOH Pa3roBopa;

B) BBICJTYIIIAETE €r0 JI0 KOHIIA;

I')IpepBeTe B MOAXOSIIEM MECTE BOIpocoM Tura: «Hem s Mory Bam momoun?»;
1) HAKpUYUTE HA HETO B OTBET

17.  Metoj ObICTPOro HAMMUCAHUS JIETTOBBIX MTUCEM:

a)MCTOJBb30BAHKUE KJIUIIIE JJI BBIPAXKEHUS MPOCHOBI, MPEIOKEHUS, TPUTIIAIIICHUS
U T.I0.

0)aKKypaTHOCTb, OBICTPOTA, BHTHOCTD.

B) MICITOJTh30BAaHNE BBOJHBIX CJIOB M BBIPAKCHUH.

18. s A€NOBOM MEPENUCKU, OCOOCHHOCTH SI3bIKA M CTUJISI XapaKTEPHO:

a) HEUTpaJbHBIN TOH MUChMA.

0)maHuOpaTcKoe OOIICHUE.

B) 00JIBIIION 00BEM TEKCTA.

19.  Jlmst 6y1arompUsTHOTO MICUXOJIOTMYECKOT0 KIIMMaTa XapakTepHO:
a)peolIialaHre JeJI0BOT0 TBOPUYECKOTO HACTPOEHUS B Te€UEHUE pabOvero JHs.
0)4yBCTBO IpYIIOBOM CIJIOYEHHOCTH M TOBAPHUIIIECTRA.

B) BBICOKHI YPOBEHb MPO(HEeCCUOHATBHOM MOATOTOBICHHOCTU PAOOTHUKOB.

I') BCE BBIMICU3IIOKEHHOE.

20.  TemmepaMeHT MpeaCTaBIsET COOOM:

a) XapaKTepUCTUKY 4YeJOBeKa C TOYKH 3PCHUS JUHAMHUKH €ro HEpPBHOM
NEeSATETbHOCTH;

0)XxapaKkTepUCTHKY YeJI0BEeKa C TOYKU 3PEHUS TUHAMUKH €T0 TICUXUKH;
B)XapaKTEPUCTUKY YEJIOBEKA C TOYKU 3PCHUS TUHAMHUKH €TO XapaKTepa.

21. BOCHpI/IHTI/Ie B JIEJJOBOM OOIIIEHUH - DTO:

a) IIEJIOCTHBIN 00pa3 mapTHepa Mo OOIIEHUIO HAa OCHOBE €r0 BHEIIIHETO BU/IA U
MOBEICHMUS;

0) MOHMMaHWe MTO3UIIUY TTAPTHEPA T10 JICTIOBOMY OOIICHHIO;

B) OCMBICIICHHE CUTYyAaIMH B JICIOBOM OOIICHUH.

22.  KoH(}pnuKTyOIME CTOPOHBI CTPEMSITCS ypEryIupoBaTh pa3HOTIACHUS TIPH
B3aMMHBIX YCTYIIKaX MPHU CTHUIIE:

a) KOMITPOMHCC;

0)Bpaxa;

B) MPUMHPEHUE.

23. Kouukr - 370:

a)HaunboJsee OCTPhIid crocol pa3penieHus: IPOTUBOPEUUid B UHTEPECaX;

0) cUCTEeMBbI MMOOIIPEHUM;

B) IPOILIECCE COLUANBHOTO B3aUMOACHCTBHSI.

24.  MopanbHble OTHOLIEHHUS 3TO:

a) 0c000T0 PO/Ia OTHOIIEHUS

0)omnpeneneHHbIe IICHHOCTHBIE aCTIEKThI OOIIECTBEHHBIX OTHOIIIEHUH



B) 0COObIE HOPMBI OTHOIIICHHA

25.  Mopans - 3710:

a) YHUBEpCaJIbHOE SIBJICHUE B )KM3HU 00111eCTBA

0)HEOOBIYHOE SIBJIEHHE B )KHU3HU 00II[ECTBA

B)0co0O€ SIBJICHUE B ’KU3HU 0011IeCTBa

26. Yro Takoe neiosas Oecema?

a)Tepeaava Wi oOMeH uHdpopmalmed, MHCHUSIMUA WX pooieMaMu
0)croco6 OTKPBITOTO KOJUIEKTUBHOTO 00CYKIEHHUS TPOOIIeM TpyIoi
CTIEITUAICTOB

B) ITPOIIECC B3aMOCBSI3U M B3aMMO/ICHCTBHS, B X0JI€ KOTOPOTO MPOUCXOIUT
oOMeH HH(pOpMAaIUe U OTBITOM

27.  DTHKET - 3TO:

a)HayKa 0 MOpaJid

0)MaHepa oBeICHUS

B)00111as1 KyJIbTypa

r)paBuiia oOIEeHUs

28.  OTnuyaroTcs M BUSUTHBIC KAPTOUKH SKCHIIIMH OT BUSUTHBIX KapTOUYEK
MY>KUKH

a) OTJIMYAIOTCS 10 pa3Mepy

0)He OTIMYaroTCs

B) OTJIMYAIOTCS TI0 LIBETY

T') OTJIMYAIOTCS 32 CUET «YKPAIIaTEIhCTBY

29.  JlemoBoe oOIIEHHE - ATO...

a)pa3roBOp JIBYX | 0oJiee J0eH, KOTOPOE MOJIMHEHO PEIICHHUIO ONPEACIEHHON
3a/1a4m.

0)cmop.

B) B3aUMOJICHCTBUE CyOBEKTa U 0OBEKTA.

I') COBMECTHBIN OT/IBIX.

30. Yro Takoe nenoBas Oecena?

a) YCTaHOBJICHHBIN MOPSIIOK MOBENICHUS B c(pepe IeTOBBIX KOHTAKTOB; O
YCTaHOBJICHHBIN TIOPSAJIOK IMOBEJICHUS B TOBCETHEBHOM KU3HU;

B) HOPMBI TTOBEJICHUS 32 CTOJIOM BO BPEMS JCIIOBBIX ITEPETOBOPOB;

I') COBOKYITHOCTb 3aKOHOJIATEIHFHO YCTAaHOBJICHHBIX TIPABHII,
pPETIaMEHTHPYIOIIHX JASATETbHOCTh ON3HECMEHOB.

1) pa3roBOp MEXIy ABYMs COOECETHUKAMHU, CTICI[UaIbHO OpPraHW30BaHHbBIN
IIPEAMETHBIN Pa3roBOP, CIyKAIIUN PELIEHUIO YITPABICHUYECKUX 3a/1a4.

KOHTPOJIBHBIE BOITPOCHI K 3AUYETY IO IIPEJMETY
«MAIIUHOIINCbH»

2 BapuaHT

Teopusi | Pacckaxure o npaBuiiax opopMIeHUS] IPUMEYAHUIA U MIPUIIOKEHUH.

IIpakTuka 1. IlepeBennTe 4ncjia B pUMCKYI0 CHCTEMY MCHYHUCTIECHUS.
86 —

317-

3164-




1 BapuaHT

Teopus

Pacckaxwure o IIpaBHJIax O(i)OpMJICHI/IH 3aroJIOBKOB.

IIpakTuk
a

1. IlepeBeauTe 4yncjia B pUMCKYI0 CUCTEMY MCUHUCIEHUS.
87 - 739 -2342 -

2. HaneuaraiiTe 0yKBeHHO-IIU(PPOBYI0 HH(POPMALINIO Yepe3 2
HHTepBaJAa.

CxopocTh aBTOMOOUJIS Bo3pocia B 2, 5 pa3a. [nomans Hamren
kBapTupsl - 49, 3 M . CeH1206 - hopMyia TIIFOKO3EL.

Kopabap Haxoquiics B koopauHaTax 24°18'37" BOCTOUHOM MIUPOTHI.
Cmaboe mactepcTBO neuatn: omuook He 6ojee 2,0 %, CKOpoCTh HE
Menee 100

3H./MHH.

3. [Ipounraiite u o3ariaaBbre TeKCT. Haneuaraire TekcT Yepe3
MOJITOPAa HHTEPBAJIA, PACIOJIOKUB 3aroJI0BOK MocepeauHe
CTPOKH.

MarteMaTuku opou MOJAKU/IBIBAIOT TAaKUE HEMPOCTHIC 3aJaUKH, YTO

HX PEIIaloT JHUIIb CIIYCTS BeKa Mocjie cMepTH aBTopoB. Hampumep,
rociegHss Teopema maremaruka Ilsepa ®@epma (1601-1665) mopoaura
00JIBIIIE HEKOPPEKTHBIX JOKA3aTEIbCTB, YeM JIF00ast Apyras, 1 10 CHX
MOp CYMUTAETCA CAMOM TPYAHOM TEOPEMOM B MUPE.

B urone 1993 r. Duapro k. YVaiins u3 [IpuHCTOHCKOTO
yuuBepcureTa (CIIIA) o0BsBHMII, YTO JOKa3a) 3Ty TEOPEMY, HO YKE B
nekabpe B opuIIaIbHOM OTYETE IIPU3HAIL, YTO BCE €IIe 3aHMMAaeTCs
«pacueTaMm», KOTOpPbIC MTOKA HE 3aKOHYCHBI.

Hpyroit matematuk [layns Bonbdckens eme 1908 r. 3aBeman 100 000
HEMEIIKUX MapoK TOMY, KTO II€pBBIM HaWJeT oOIee pelieHue 3TOu
nociegaer TeopeMbl Depma. Iloka geHpru Bombdckens emie HUKTO HE
MOy L.

Eme oganM kaMHEM MPETKHOBEHHS COBPEMEHHBIX YUCHBIX SIBIISICTCS
yucio «nn». Kak n3BecTHO, OHO O€CKOHEUHO, HO YUCHBIC HE
YAOBJIETBOPEHBI ITUM MPOCTHIM ONPEACICHUEM 1 XOTAT TOYHO 3HATH
KaK MOXKHO OOJIbIIIee KOJMYECTBO 3HAKOB IOCHE 3amsiaToi. Tak, B
despane 1995 r. Xupuroku ['oTo u3 SmoHny Ha3BalI 110 MAMSITH YHCIIO
«IIW» ¢ TOYHOCTBIO 10 42 195 3HakoB. B HacTosIee BpeMsi BEIYMCIICHO
3HAYEHHE Yncia «am» 10 6 mupa. 442 muH. 450 ThIC. IECATUYHBIX

3HAKOB.

2. Hamneuaraiite OykBeHHO-M(POBYI0 HHPOPMALUIO Yepe3 2 UHTEepPBaJia.
Pa3zmepsl 3nanug 1270 * 1670 cm, a BbicoTa - 2590 cMm.

JInst noKkyMeHTOB IpuUMeHSOT (popmaThl Ag (297 * 210 mm) u As (148 * 210Mmm).
C2H50H - popmyna MEIUIIMHCKOTO CIIUPTA.

Kosutextus 3aBoaa "Oxcnpecc” BBITOTHUAI MecsiuHOE 3ananne Ha 105 %.

JlaBneHue

B mnHe coctasiisieT 2,00 Kr/M .

MomHocTs aBTOMOOMIEHOTO ABUTaTens 120 . ¢. (87 kBT), nnmuHa mamm#s! - 2,7

M.

3. IIpouuTaiite U o3arnaBbre TekcT. Hameuaraiire TeKCT 4epe3 mojaropa
HHTEPBAJIa, PACIOJI0KUB 3ar0JI0BOK MOCEpeIrHe CTPOKH.

[Ipodeccop cap Jlopenc bparr (1890-1971) momyuun B 1915 r. Hobenesckyto
MIPEMHUIO 32 IOCTHXKEHUS B 00JacTH pu3uku B 25 jeT. Yke B Halllk JAHH, 22 MapTa



1997 roma, OtbeH bakpo n3 @PpaHuuu cTaJ caMbIM IOHBIM IIIAXMAaTHUCTOM,
YIOCTOEHHBIM 3BaHUS MEXIYHapOJHOTO rpoccMmeiicTtepa, — B Bo3pacte 14 jer.
Harr cooteuecTBeHHUK, U3BECTHBIN MmaxmaTuct ['appu Kacnapos, 9 Hosi0pst 1985 T.
CTaJl caMbIM IOHBIM OOJIaJlaTeleM THUTYJIa YeMIHOHAa MHpa IO IIaxMaraM Cpeau
My>kurH. OH J0OUJICS 3TOrO B Bo3pacte 22 JeT.

B utone 1994 r. amepukanen Maiikn KepHu cTan cambiM IOHBIM B MUPE
BBIITYCKHUKOM: B Bo3pacTe 10 yier 4 mecsilieB OH MOJIy4HMJI CTENEHb OakaiaBpa
TYMaHUTApHBIX HayK YHmuBepcutera FOxHOU AmnabGambl. OTO OBLT HE TEPBBIN
pexopa KepHu, Tak, B utone 1990 r. oH momy4ust aTTecTaT 3pejoCTH B Bo3pacTte 6
JET 5 MECSLEB.

Henp3sa ckazarh, 4TO MOJOOHBIE CIIy4ad MPOUCXOJAT TOJBKO B HAlIe BPEMS.
Eme B Havane XIX B., a Tounee 13 anpensa 1814 r., marematuxk Kapnm Burre u3
Jloxay nomyuun crteneHb AokTopa (unmocoduu I'ecceHCcKoro yHUBEpCHUTETa B
['epmanun. A Mexay TeM eMy B To BpeMs Obuio Beero 12 net. Konuny Maxkinopuny
ObU10, MpaBaa, nodosabiie — 19 5eT, HO ¥ 3BaHME OH MOJYYHJI ropa3fo Oosee
BbicoKkoe. 30 cenTs06pst 1717 1. oH ObUT yAOCTOEH 3BaHUS Mpodeccopa MaTeMaTUKU
kosutemkxa Mapuiian B Abepaune. CiycTsi HECKOJIbKO JieT — B 1725 1. — oH cTai
npodeccopoM MaTeMaTUKU DAUHOYPrCKOro YHUBEPCUTETA IO PEKOMEHIALIUHU CIpa
Hcaaka HproToHa, KOTOpBIN caM yaocTouics 3BaHus npogeccopa KemOpumkckoro
YHUBEpPCUTETA B BO3pacTe 26 JeT.

3 BapuaHT
Teopusi | Pacckaxure o npaBuiax oopmieHus: oudauorpaduu.
IMpakTuk S1).6 IlepeBeauTe ynca B pUMCKYI0 CHCTEMY UCUHCJIEHUS.
a 583 -
1478 -
2. HaneuaraiiTe OyKkBeHHO-IIU(GPOBYI0 HHPOpMALIUIO Yepe3 2
HHTepBaJAa.

ITonHbIi 06beM Bogoxpanuaua Ynpkeiickoit IDC 280 muH. M3,

{7151 CBOJIHBIX TAOIUII MCITOJIB3YIOT (popMaT Az pazmepom 297 * 420 mm.
[[IxonpHMKaM alM 3aaHue BEIYUHTE § 5, caemaTs 3amaum Ne 11 - 16.
CaCO3 - pa3HOBUIHOCTH KaJIbITHS.

B MaTemaTndeckux orepaiusax moKa3aTelIr CTCIISHH IUIINYT Ha MOJI-
MHTEpBaia Bbime crpoku (10712 23).

3. IIpouuTaiite u o3arjiaBbTe TeKCT. Haneuaraire Teker yepes
[10JITOPA UHTEPBAJIA, PACIIOJIOKHUB 3ar0JI0BOK IOCepeIMHe CTPOKH.

Nnes myTenecTBOBATh HA BEJIIOCUIIENIE CTapa KaK MUP.

B 1987 r. 53-netHuii xutenb ropoga Mionxen — [llopm Kupnep nepecex
Ha Benocunene Tubder. 3To ObLIO OCYIIECTBICHUEM €0 IOHOIIECKON MEUTHI. 3a
70 nHE# oTBaxkHBIN KupHep mpeomaosen HeCKOJIbKO MepeBajioB Ha BRICOTE OoJiee
geMm 5000 M, umest Ha 6opTy 40-KUIIOTPaMMOBBIIN PIOK3aK.

Pekopz nanbHOCTH B €3/1¢ Ha BEJIOCUIIEI€ YCTAHOBWII CTPAHCTBYIOLIUHN MTPO-
noeaHuk BanbTep IlTomte. On mpoaenan Ha cBoem Benocunene 643 700 km u
3a BpeMsl ImyTeniecTBus nocetun 159 crpas.




Ho camyro qMHHYIO BEJIOCUTICHYIO KOJIOHHY oOpa3oBanu B 1988 r. xutenn
nmy3pTopukaHckoro ropojaa Can-XyaH. B ux komonHy Bxoawio 1 miH 816 Tbic
300 xuTenein.

HepaBHonynHsbI K €3/1€ Ha BEJIOCUNIEAAX U MYy3bIKaHTbl. OJIMH U3 CKpUIIAYeH
Xpuctuad Ilatiur u3 Huagoda yctaHOBUIT MUPOBOI PEKOP/ B €3/1¢ Ha
BEJIOCHUIIE]IC 3aJI0M HallEPe, PU 3TOM HaWTPhIBas Ha CKpUIIKe. Takum
OpUTHHAJBHBI, CHOCOOOM OH BBIPA3UJI CBOIO JIIOOOBH K BEJIOCUIIEAM U MY3bIKE.
OTOT MHOOUTENH SK30THKHU Mpoexal no aBToToHHeNo 30 pa3 B 000ux
HaNpaBIICHUSX U B UTOTE Mpeoioen pacctosaue 6omaee 60 km. [Ipu saTom oH
WCITOJIHSUT ITpou3BeaeHus baxa.



KOHTPOJIBHBIE BOITPOCHI K 3AYETY 110 IPEMETY
«OPTAHU3AIIMOHHASA TEXHUKA»

1. CoBOKYNHOCTH CHOCO0OB U TEXHHYECKHUX CPeICTB BOCHPOM3BOAUTH
n300pakeHue OPUTHHAJIA € HeJIbI0 MOJTyYeHHsI KONMHU JOKYMEHTA - 3TO0 ...

a) Tunorpadus
0)Penporpadus
B)/lnazorpadus

2. MOHO JIM MCII0JIb30BATh TOHKYIO OyMary B Kcepokce:
a)1a, MOXXHO
0)HeT, MOXKET 3aMAThCS

3. IlpunTepsl - 3T0.
a)ycTpoiicTBa BbIBOJA JaHHBIX U3 DBM c ux Quxcamueit Ha Oymare Wi Jpyrom
MaTepraIbHOM HOCHUTENE
0)ycTpolCTBO BBOAA M300paK€HUS WM TEKCTa C MAaTEPUAIBHOTO HOCUTENS B
KOMIIBIOTED.
B)IepuepuitHOE yCTPOMCTBO KOMIBIOTEpA [UIsl KOMHUPOBAHUS OyMarKHbBIX
HOCHUTEJIEH.
4. Tlosmrpadus - 310 ...
a) IlomyyeHue OOJIBIIOTO KOJMYECTBA KOMHI € MPOMEKYTOYHOM NE€YaTHOU
(bopMBbI, U3TOTOBIECHHON C TOKYMEHTa OpUTHHAIIA
0)BBox TekcToBoil wnm Tpaduueckod HH(OpMAUUMU B KOMIIBIOTEP, IyTEM
npeoOpa3oBaHus ee B IU(PpoBO BUJ
B) [Iponiecc mpocBeunBaHHsS MPO3PAayHOIO OpPUTHHANA, HAJTOKEHHOTO Ha
CBETOYYBCTBUTEIBHYIO 11a300yMary

5. Oaun u3 cnocodoB ¢pororpadpuueckoro KONUPOBAHUS:
a) IPOEKIIMOHHOE.
0) LIeHTpaTM30BaHHOE.
B) ITPOSIBJICHUE U300paKEHUS.

6. bpomlopoBkH Ui mepemsieTa  MeTAJVIMYECKUMH  CIIMPAJIsIMMU.
NPOBOJIOYHBbIE 3JIEMEHTHI MO3BOJISIIOT CO31aBATh MPOYHbIE, HA/IEXKHbIE,
YacTOro HCMOJIL30BAHMS MePeIuieThl ¢ Pa3BOPOTOM JIMCTA HA.

a) 90° 6) 180°8) 360°
7. I'ekrorpadguyeckasi me4yarb - .
a) Ileuats ocyiecTisieTcs ¢ neyaTHou (hopmbl, 00pabOTaHHOM TakK, N300paXKEHUs
YAEPKUBAIIN KPACKY U OTTAIKHBAIHN BOTY
0)BBox TekcToBoit wnam Tpaduueckold HHOpPMAIMM B KOMIIBIOTEP, IyTEM
npeoOpa3oBaHus ee B IU(PPOBOI BU/T
B)[leyars BbIMONHSAETCS Ha TrekTorpade, myTeM KOHTAKTHOTIO MEepeHOCca TOHKOIO
CJIOSl KpacKH Ha YBJIaXKHEHHYIO CIIUPTOM OyMmary

8. TenedoHbI AeATCS MO CHCTEMe CBSI3H Ha:
a) MPOBOJIHBIC
0)HOCHUMBIEC
B) CTallMOHAPHBIC

9. YTo He BXOAUT B MPOIEAYPbI JIEKTPOrpadpuueckoro KONMpoBaHus?

a)3aTeMHEHUe n300paxxeHus. 0) MPOSIBJIEHUE U300paKEeHHUS.



B) CBETOIKCITO3UIIUSI.
10.Kakoii ckaHep mnpeaHa3HAYeH /I CKAHMPOBAHHUS OPOLIIOPHBIX
JTOKYMEHTOB?
a) KHWYKHBIE CKaHEPbI
0) IIaHeTapHBIC CKAHEPHI
B) 0apabaHHbBIE CKaHEPHI
11. st meyatu B 60Jbiux popmarax (A2 u Al) 00bIYHO NPUMEHSIIOT?
a) IPUHTEPHI
0) I0TTEPHI
B) pusorpadsr
12.0¢ceTHas neyars - ...
a) [Ipumensiercas mya  OonpmIOr0 TUpaka nedaTHOW mnpoxykuuu. Iledats
OCYIIECTBJISIETCS ¢ TedaTHOW ¢GopMbl 00pabOTaHHOM TakK, YTOOBI YYacCTKH
U300paKEHUS YACPKUBAIA MACIISTHYIO KPACKY U OTTAJIKUBAJIH BOLY
0)Wcrnonb3yeTcst it MajIbIX TUPAKEN WU JIJIs1 CIICHUAIbHBIX TTPOTYKTOB
B) [lonyuaemas ckanepoM uHdopmManus B 1U(POBOM BHIE Tepeaaetcs B OJIOK
U3TOTOBJICHUS paboueit MaTPUIIbI
13.MamuHbl nepensieTalT Nayky JHUCTOB, He U3MEHsIsl ee BHELHUI BH/I.
OHu o4yeHb YZOOHBI JISl MeperJieTa KHUT MOoA 00JI0KKY W Opourop.
Kaxkas 310 mamumna?



KOHTPOJIBHBIE BOITPOCHI K 3AYETY I10 IPEIMETY
«1OKYMEHTHBI 1 JEJIOITPOU3BOACTBO»

1.Ha kakom ¢dopmaTte Oymaru MCHOJHSIOTCS CIyKeOHbIE JOKYMEHTbI?

1. A2

2. A7

3. AS

4. A4

2.CKO0JbKO pexBu3UTOB npexycmarpusaetr 'OCT?
1.30

2.29

3.31

4. 28

3. Kakoidi 43 JOKYMEHTOB OTHOCHTCS K PACHOPAAUTEIbHBIM?
1. IIportoxon

2. IIucemo

3. VYka3anue

4. llonoxeHue

4./laToii mpuka3a siBJsieTCs 1aTa ero.

1. CornacoBaHus

2. Ilognucanus

3. YTBepxacHus

4. Peructpanuu

5.Kakoii JOKYMEHT OTHOCUTCS K OPTraHU3AlUOHHBIM?
1. Ilpuka3

2. Ilonoxenue

3. VYkazanue

4. CrpaBka

6.lupekTop, PYKOBOAUTENb C MOMOIIHIO OPraHU3ANMOHHBIX
JOKYMEHTOB.

1.Ocy1ecTBisieT yBOJIbHEHUE PAOOTHUKOB

2.0npenensier npasa U 00513aHHOCTU COTPYIHUKOB

3.I1oomipser oTIMYMBIIETOCS paOOTHHUKA

4.0Onpenensier nNocie10BaTeIbHOCTh AEHCTBUNA MPU BBITTOJIHEHUN TOW WA UHOU
paboThI

7.Ha3zHauyeHne pacnopsiiMTelbHbIX JOKYMEHTOB - 3TO.

1. Peanuzanus cUCTEMbI M MPOLIECCOB YIIPABJICHUS

2. PerymupoBaHue J€ATENBHOCTH, TO3BOJISIIONIEE OpraHy yOpaBJICHUA
o0OecrieunBaTh peaau3aluio MOCTaBICHHBIX MEpe]l HUMH 3a1a4

3. IlmanupoBaHuE  [EATENBHOCTH YUPEKIACHUS

4.CooOuieHue cBeieHui, No0yKIal0IIUX OpraHbl YIPaBJICHUs MPUHUMATD
ONpEICIICHHbIC PELICHUS



8.Ilpuxka3s - 3TO NIPABOBOM aKT, U3J1aBaeMbli.

1. PykoBoauTeneM  OpraHu3alliy Ha MpaBaxX €IUHOHAYAIUS C IEJIbI0

pa3pelIeHUs OCHOBHBIX BOIPOCOB

2.BpiciiiMu  opraHaMu UCIIOJIHUTEIBLHOMN BIACTH

3.PykoBoauTenem OpraHu3alliy Mo BompocaM HH(OPMAIMOHHO-

METOOUYECKOTO XapaKTepa

4. CoBellaTeIbHBIMA OPraHaMU YUPEKICHHS

9.Kakoe ompenesnenne OTHOCHTCS K cipaBKe: «/JloKyMeHT, coaep:Kamuii.»

1.ITogpoOHOE ommcaHue Kakoro-J1uodo (akTa uiau COOBITHS C BRIBOJAMU U

MPEIOKEHUSIMU aBTOPA

2.IlonpoOHBI X0/ KAaKOT0-JTM00 MEPOIPUSATHS

3.Ilepeuenn MEPOIPHUITUN

4 TloaTBEepKACHHE  WIJIM ONMCAHUE TEX WM UHBIX (DAKTOB M COOBITUI

10.ABTOPOM  CJIy:K€OHOT0 MICHbMA SIBJISIETCS.

1.Opranuzanusi, pupma, OT UMEHU KOTOPOUM MOCHIIAETCS MUCHMO

2. JI0OJBKHOCTHOE JIUI0, KOTOPOE MOChUTAET MTUCHMO

3. HcnomHurens, KOTOPBIA TOTOBUT MUCHMO

4. JInmo,oTnpaBuBIIEE THCHMO

11. Bo  BBOJHOI YaCcTH PacCHOPSIAUTEIbHOI0 JOKYMEHTA COEePKATCH.

1.1lenu v mpUYKMHBI CO3/TaHUS TOKYMEHTA

2.0OCHOBHBIC HANpPABJICHUS ACATEILHOCTH YUPEIKICHUS

3. PacrmopsikeHuss ~— pyKOBOJUTEIIS

4. Cpoku UCTIOJTHEHUS PACTIOPSKEHUSI

12. Kaxoro pexBusura Het B (popMmyJisipe Cayxe0HOro nucbma?

1.HanmeHnoBanus YUPEKICHUSI-aBTOPA

2.HaumenoBanwue BHJIa IOKYMEHTA

3.3aroyoBKa K TEKCTY TOKyMEHTa

4. Anpecara

13. Kak Ha3bIBaeTcs JOKYMEHT, B KOTOPOM OIpeessilioTCS
TOJIKHOCTHBIEC 00A3aHHOCTH Pa00THUKA yUpeKIeHus ?

1. IIpaBuna

2. Huctpykuus

3. VYcraB
4. Tlonoxeuue
14. PexkBU3UT Ci1yke0OHOT0 MUCHMA - ITO.

1.YacTh TexkcTa nmuchbMa

2.DupMeHHBIN OJ1aHK

3.Ero OTJEJILHBIN DJIEMEHT

4 1lltamn opraHu3anyuy, HaMCcaBIIeH MUCbMO
15. Jlatoi akra siBJsieTcs aara.

1. YCTaHOBJIECHHOIO COOBITHSA

2. lloanmucanus

3. VYT1BepxkacHuUs

4 H3roToBiieHus akrta



16. K KAaKOil rpynine J0KyMeHTOB OTHOCHTCS JOKJIAHAS 3anucKa?
K JIUYHBIM
K cnpaBoyHO-MHGOpPMAITMOHHBIM
K pacnopsiaAuTEIbHBIM
K opranuzanmoHHbIM
17. Tekcr AKTa JA0JKCH 3AKAHYHNBATHCH...
1. Paccbuikori 1o sk3eMIuisipam
2. lloamucsamu
3.0TMETKOM 0 MPUJIOKEHUH K TOKYMEHTY
4 Ileuatsio
18. Kakass oprrexHuka McroJib3yercs JJs ONePaATUBHOM NMePeChblIKU
CJIY:KeOHBIX mucem?
1. Kommsrotep

Rl A

2. ®dakc
3. Kcepoxe
4. Tenedon

19. IIpuka3pl 110 JMYHOMY COCTABY:

1. JloBomsTcs A0 cBelEeHUs paOOTHHUKA TOJT PACITUCKY

2. JloBoasATCA 10 CBECHMS paOOTHHKA O€3 MOANKUCH

3. He noBoasarcs 10 cBeAeHUs pabOTHUKA

4. Tlo yCMOTpEHUIO pYKOBOAMTEISI NPEATIPUATHS, YUPEKICHUS

20. U3 mpenyiosxeHHOro Hadopa NpuMepoB BbIOepUTe NPABUIbHOE
PacnosIoKeHue HOMepa JUCTA HA JOKYMEHTaX:

1.-10-

2. 10.

3. "10"

4. 10

21. Kakoii U3 JIMYHBIX JOKYMEHTOB He NOANNCbIBAET ¢caM aBTOp?

1. Pesrome

2. Pacnucka

3. XapakTepucTtuka

4. JlIOBEpEHHOCTH

22. JIOKyMeHTAaUMOHHOE o0ecrneyeHue - 3To:

1. JIBW)KEHHME NJOKYMEHTOB C MOMEHTA UX IOJIYyYECHUS WU CO3MaHUs 10
3aBEpLICHUS UCIIOJHEHHUs, OTIIPABKU WM CaYU UX B apXUB

2. Co3naHue TOKyMEHTOB, B KOTOPBIX OTPayKaeTcs AeATENbHOCTb
YUPEKIACHUN U COACPKAHUE YIIPABICHUECKUX PELICHUMN

3. Pabota ¢ roTOBBIMU JJOKyMEHTaMH, CO3IAHHBIMU YUPEKACHUEM U
ITOJTYYEHHBIMH U3BHE

4. CoOCTaBJICHHE IOKYMEHTOB B COOTBETCTBUM C CYIIECTBYIOLIMMH MPABUIAMU

23. TesnerpamMma He MMeeT TAKOI'0 PEKBU3HUTA, KaK:
HaumenoBaHue Buja JOKyMEHTa
Anpec
Tekcr
OtmeTKa 00 03HAKOMIIEHUU

Eall A



24.

JlokyMeHT, nepeaaBaeMblil YCTHO 110 KaHAJIaM TeJIe(DOHHOM CBA3U U

3anuchbiBaeMbIi moJIy4yarTteJjiemM - 310:

1.
2.
3.

25.

Tenmerpamma

Tenedaxc

Teneraiin

Tenedhonorpamma

Brinucky U3 NpoTOK0J1a NOANNCHIBAIOT:

OIMH 4eI0BEK

JIBa yeaoBeKa

Tpu uenoBeka

YeTpipe uenoBeka

3aBepuTeIbHAA NOANNCH HA KONMHA JOKYMEHTA COCTOUT M3:
otmeTkH "BepHo"

oTMETKH "BepHo", moanucy JOJKHOCTHOIO JIMIA, 3aBEPUBILETO KOITHAIO
otMeTkH "BepHo", HauMeHOBaHUSI TOKHOCTH pPaOOTHHUKA, 3aBEPUBIILIETO

KOIINIO, €0 IMOAIMNCH U AAaThl 3aBCPCHUA

4.

Otmertkn "BepHo", HauMeHOBaHUE JOJDKHOCTH JIMLA, 3aBEPUBILIETO KOO U

ero mognucbh

217.

1.
2.
3.
4.

28.

>

Eall A

Opranuszanus MoKeT BbIIATh KONUM:

C JIFOOBIX TOKYMEHTOB, KaCarolIuXcsi ee paboTHUKA

C JOKYMEHTOB, CO3/1aBa€MbIX B ATOW OpraHu3aIuu

C JOKYMEHTOB, KacCaroIllNXCsl JIMYHBIX TIPaB U UHTEPECOB rpaxaaH
C macropTa, BOGHHOTO OujeTa

TekcT MPOTOKO0JIA COCTOUT M3:

BBoaHO# 1 OCHOBHOM YacTel

BBoagHOI, OCHOBHOM M 3aKIIOUYHTEIHLHOM YacTeH

OCHOBHOM M 3aKIIOYUTEILHON YacTel

BBoaHO 1 3aKIIOYUTEIBHON YacTeN

. He CymeCTBYET TaAaKOro Bua JOKJIAJAHbIX 3aIIMCOK, KaAK:

WHUIMATUBHbIE
UH(GOPMAITMOHHbIE
WHCTPYKITMOHHBIC
OTUYETHBIC

. HeoOs13aTeJIbHBII PEKBU3UT CIIPABKH JIUYHOT0 XapaKTepa:

Anpecar

VriaoBoi nmrramMn
HazBanue noxkymenrta
Tekct

. Kakoro pexkBu3ura Mo:xeT He ObITh B CJIY:KeOHOM cipaBKe?

Anpecar

YrinoBou nrrami
Ha3zBanue nokymeHnrta
Tekct



32. HomeHnkJiaTypa e - 310...

1. CHCTEMaTU3UPOBAHHBIN MepeyeHb HAUMEHOBAHUH (3ar0JIOBKOB) JIEJ C
yKa3aHUEM CPOKOB MX XpaHEHHUsI, 0(OPMIICHHBIN B YCTAHOBIEHHOM TOPSJIKE

2. CUCTEMaTU3MPOBAHHBIN MEPEeUEHb 3aroJI0BKOB U JIPYTUX HEOOXOIUMBIX
CBEJICHUU O COCTABE U COJIECPKAHUU 1T

3. JIOKYMEHTBI, CTPYIIIIUPOBAHHBIE B 1A€A

4. COBOKYIHOCTBH JIOKYMEHTOB, OTHOCSILLIUXCS K ONPEICIICHHOMY
BOIIPOCY WJIA YYACTKY AEATEIbHOCTA OPraHU3aluu

33. B KAaKOM JIOKYMEHTEe TeKCT COCTOUT M3 ABYX YaCTEH:
KOHCTATUPYIOILE U PACTIOPAIUTEIbHO?

1. ciy»)XeOHOe MUChMO

2. TPOTOKOJI

3. CIIpaBKa

4. TIpUKa3 MO0 OCHOBHOM JEATEIbHOCTH

34. Kakoil JOKYMEHT HMeeT CJIelyIlHe PEeKBU3UTbI: KOJ, HA3BAHHUE
JAOKYMEHTA, JAaTa, HOMep, 3aroJIOBOK, TEKCT M3 JABYX 4YacTreil: BBOJHOH U
OCHOBHOM, MOANKCH Mpe/cenaTesisi, MOANUCH AeJTONPOU3BOAUTEISA?

1. JIOKJIagHad 3aIlncCKa

2. CIpaBKa

3. TpHUKa3 [0 OCHOBHOM JEATEIbHOCTH

4. TIPOTOKON

35. K kakoii rpynne OP/[ orHOcuTCS JOKJIaJHAsA 3anIUCKa?

1. OpraHu3alMOHHBIE JOKYMEHTHI

2.  pacnopsAUTENbHBIE JOKYMEHTHI

3. uH(}OpPMAIMOHHO-CIIPABOYHBIC JOKYMEHTHI

4. JIOKyYMEHTBI O JINYHOM COCTaBE

36.3aBepuTesibHAs HAANKUCH HA IOKyMeHTe '"BepHo" ynocTroBepsier, 4To...

1. mpaBHJIBHO yKa3aH aJipec

2. TACIOPTHBIC JaHHBIE 3asIBUTENS COOTBETCTBYIOT ACUCTBUTEIBHOCTH

3. JaTra JOKyYMCHTa BEepHa

4. KOIHS JOKYMEHTa TOYHO COBHAAAET C MOJJIMHHUKOM

37. JokyMeHTO0000pOT - ITO ABHKEHUE JOKYMEHTA ¢ MOMEHTA...

1. ero co3gaHus 10 OTIIPaBKU

2. €ro MOJIyYEHHUs A0 MNOJAIIUBKY B JIEJIO

3. €ro co3gaHus J0 MOAIIMBKY B JIEJIO

4. €ro MOJIy4YEHHs WJIY CO3JaHus 0 MOJAIINBKYU B JIE€JI0 WU OTIIPABKU

38. K kakoii rpymnme 10KyMEeHTOB OTHOCUTCSI IPOTOKOJ?

1. K pacnopsanurenbHbIM

2. K nuyHpIM

3. K cnpaBouHO-uH(OPMaLIMOHHBIM

4. K opraHu3aiiiOHHbIM

39. es1onpoM3BOACTBO KAK AUCHMIIJIMHA 3HAKOMMT C:

1. Teopuerm U TMPAKTUKOM JOKYMEHTHUPOBAHUS U JOKYMEHTALIMOHHOTO
oOecrieueHus

2. mpaBuiIamMu opopMIIEHUS TEKCTOBOTO MaTepuala, J10KYMEHTOB, TabJIuIL



3. TEOopuel JOKYMEHTAIMOHHOTO O0eCcieueHus

4. MPAKTUKOW JIOKYMEHTHPOBAHUS U JOKYMEHTAIIMOHHOTO 00ecreueHus

40. K 0CHOBHBIM 0JIAHKAM OTHOCHT:

1. OJaHK CTPYKTYpPHOTO MOApa3iesieHus

2. 0JIaHK KOHKPETHOTO BUJA TOKYMEHTa

3. oOmui O61aHK, OJIaHK MHUCHMa

4. 6maHK 1151 paboTHhI ¢ 3apyOe)KHBIMH MApTHEPAMU

41. Ilpuka3 o npueMe Ha padoOTy U31aeTCSI HA OCHOBAHMH:

1. 3asABJICHHS O IpHEME Ha paboTy

2. 3aKJIIOYEHHOTrO TPYIOBOIO JOTOBOpa

3. yKa3zaHUs PyKOBOJUTEIS MPEITPUITHS

4. 3arMoJHEHHON paOOTHUKOM KapTOUYKU T-2, THYHOTO 3asBJICHUS, ME/I.CIIPABKU

42. JIokyMeHTBI HA IPeANPUSTHM IeJISATCS HAa:

1. BXOASIIUE, UCXOSIINE, BHYTPCHHUE

2. BXOIAIIUE, UCXOOSAIIUE

3. BHYTPCHHHC, BHCIIHHEC

4. BXOJAIIUE, UCXOASAIIUE, BHYTPEHHUE, BHEIITHUE

43. B KpYNHBIX YYpPeKIAEHUAX ¢ 00JIBIIHUM JOKYMEHTO000pOTOM
NpUMEHSIeTCS:

1. IEHTPAJM30BAHHAS CHCTEMa BEACHUS JEIONPOU3BOJICTBA

2. CMeEIIaHHAasl CUCTeMa BEJICHUSI 1eJIONPOU3BOJICTBA

3. JeueHTpau30BaHHas CUCTEMa BEJAEHUS JAEIONPOU3BOICTBA

4. Ha BBIOOp yUpEXKICHHUS

44. Onuce geda - 3T0...

1. CHCTEeMaTU3MPOBAHHBIN NEPeUeHb HAMMEHOBAHUM JIE C YKa3aHUEM CPOKOB
WX XpaHEHUs

2. CHUCTEMaTU3MPOBAHHBIN MEPEUEHb 3ar0JIOBKOB U IPYTUX HEOOXOIUMBIX
CBEJICHHI O COCTaBE U COJICPHKAHUHU JIETT

3. COBOKYHHOCTbH JOKYMEHTOB, OTHOCSIIIUICS K ONPEIECIICHHOMY BOIIPOCY
WJIU YYaCTKY AESTEIbHOCTH OpraHu3aluu

4. JTIOKYMEHTBI, CTPYIIIIUPOBAHHBIE B J€a

45. JIokyMeHTBI B J1eJIaX MOTYT pacnojiaraTbcs:

1. B XpOHOJOTHYECKOM, alI()aBUTHOM U HyMEPAIIMOHHOM TIOPSIIKE

2. TOJBKO B XPOHOJIOTMYECKOM MOPSIKE

3. TOJIbKO B aJi)aBUTHOM TOPSIKE

4. TOJBKO B HyMEPAIMOHHOM TOPSJIKE

46. JIOKyMEHT - 3TO...

1. 3adukcupoBaHHas HA MAaTEPUAIBHOM HOCHUTEIEe HH(OpMaIus ¢
PEKBU3UTAMHU, IMO3BOJISIONIUME €€ UACHTU(PUITUPOBATH

2. TEKCT, OJIydaeMbIi B MPOIECCE MeUaTaHusl Ha KOMIBIOTEPE WK MUIITYIIEH
MaIlliHEe

3. TeKCT, pa3Je’eHHbIA Ha ab3allbl ¥ maparpadsl

4. wuHbopmanus B JIr0060u dpopme

47. K kakoi rpynne OP/] oTHOCHTCSI XapaKTepuCcTUKA?

1. JIOKYMEHTBI O TUYHOM COCTaBe



2.  pacnopsAUTENbHBIE JOKYMEHTBI

3. uH(}OpPMaAIMOHHO-CIIPABOYHBIEC JJOKYMEHTHI

4. OpraHU3alMOHHBIC TOKYMEHTHI

48. CTpykrypy ciy:k0b1 IOY, ee pyHKUMOHAIBHBIE 321a4H1
omnpejaeJser:

1. pacnopsKEHHUE PYKOBOIAUTEIS IPEAIIPUATUS

2. TNPUKA3 PYKOBOAUTENS MPEANPUATHUS

3. Ilonoxenue o cimyxoe 10Y

4. JOJKHOCTHBIE HHCTPYKIIMU paOOTHUKOB

49. Kem nmoanmucbIBalTCsl NPUKA3bI 0 OCHOBHOM AeATeJIbHOCTH
npeanpusTus?

1. TJABHBIM OyXTaJITEpOM

2. TJIaBHBIM MHXXCHECPOM

3.  JUPCKTOPOM IpEANPUATHSI

4. JTUPEKTOPOM MPEANPHUSATUS U TTIABHBIM OyXTajlTepoM

50.Kakum [0KyMeHTOM O(QOPMISAIOTCA  PpelleHus PYKOBOAUTEJIHA,
CBSI3aHHbIE ¢ OpraHu3anved  padoTbl, MOPAAKOM  [AeATEIbHOCTH
npeAnpusTHS:

1. mOpuKa3 0o JMYHOMY COCTaBy

2. peuecHue

3. TIPHKAa3 0 OCHOBHOU JEATEIIBHOCTH

4. MHCTPYKLIHH



KOHTPOJIBHBIE BOITPOCHI K 3AYETY I10 IPEIMETY
«HUHPOPMAIIMOHHBIE TEXHOJOI' NN

1. UH(popManiMOHHBIE TEXHOJIOTHH - 3TO.
a) COBOKYTHOCTb METOJIOB M TPOTPAMMHO-TEXHUYECKUX CPEJICTB, 00bETMHEHHBIX B
TEXHOJIOTUYECKYIO LIETOYKy, OOecneunBaronyro coop, 00pabOTKy, XpaHEHHE,
pacmpejenieHde U oToopaxeHue HHGOPMAIMK C LETbI0 CHUKEHUS TPYAOEMKOCTH
IPOIIECCOB MCIIOJIb30BaHU UH(POPMALMOHHBIX PECYPCOB
6g)opraHI/I3OBaHHLHZ COLMAJIBHO-D)KOHOMUYECKUN U HAYYHO-TEXHUUYECKUN MPOLIECC
CO37aHMsl ONTUMAJIBHBIX YCJIOBHM [IJISl YJIOBJIETBOPEHUS HH(POPMAIMOHHBIX
MOTPEOHOCTEH YeloBeKa
B)yMEHUE HeHeHaHgaBHGHHO pabortath ¢ uHGOpPMAIMEH U KCIIONB30BATH JIJIS €€
MOJIy4eHHs, OOpabOTKM W TMepefayd KOMIBIOTEPHYI0 HMH(POPMAIMOHHYIO
TEXHOJIOTHIO, COBPEMEHHBIE TEXHUYECKUE CPEACTBA U METO/IbI
2. Nudpopmanuonnas KYyJbTypa 4eJI0BEKa HAa COBPEMEHHOM JTane B
OCHOBHOM OIIpeaeJsieTcs:
a)  COBOKYIHOCTBIO €ro yMEHUU MpOTpaMMHUPOBATh Ha S3bIKaX BBICOKOTO
YPOBHS;

5 €ro 3HAHHUSIMU OCHOBHBIX MOHATUN HH(DOPMATHUKU
B) COBOKYITHOCTBIO €r0 HAaBBIKOB MCIIOJIB30BaHUS IPUKIATHOIO IIPOTPAMMHOIO
o0ecrieueHus sl CO3/IaHusI HEOOXOUMBIX JJOKYMEHTOB
r) €r0  3HAHUSMHU  OCHOBHBIX  BHJIOB  MPOTPAMMHOIO  OOecredeHuss u
II0JIb30BATEIILCKUX XAPAKTEPUCTUK KOMIIBIOTEPA
3. IlepCcoOHAJIbHBIN KOMIILIOTEP CJIYKUT AJIS
a [lepenaun nndopmaruu

6opa uHbopMaIu

B Knaccudukanuu nndopmarmu
r Xpaunenust uHopmauu
4. K yerpoiictBaMm BbIBOJa HHPOPMALMH OTHOCHATCH:
a IPUHTEP
MOJIEM
B MOHHUTOP
r MBIIITH

1)  3BYKOBBIE KOJIOHKHU

5. [Tox mporpaMMHbIM o0ecriedeHrneM HHPOPMAITHOHHBIX CHCTEM MOHUMAETCH:
a) COBOKYITHOCTh MPOTPAMMHBIX M JOKYMEHTAJIBHBIX CPEJCTB JUIsl CO3JAHUS U
HKCIUTyaTaly CUCTEM 00pa0OTKM JaHHBIX CPEICTBAMH BBIUMCIUTEIHBHON TEXHUKA
0 COBOKYITHOCTD aIllapaTHBIX CPE/ICTB

B; COBOKYIMHOCTh TMPOTPAMMHBIX M JOKYMEHTAIBHBIX CPEICTB JUIsl CO3JaHUS U
AKCIUTyaTalK CUCTEM 00pa0OTKM JaHHBIX CPEICTBAMH BBIUMCIUTEIIBHON TEXHUKA
I') COBOKYITHOCTb JIOKYMEHTAJIBHBIX CPEJICTB JJI CO3JJaHUS M DKCILTyaTallH CUCTEM
06ﬁa6OTKH JAHHBIX CPEICTBAMU BBIYUCIUTEIHLHON TEXHUKH

6. HazHaueHne nporpaMMHOro odecrnevyeHus

a)  o0ecreynmBaeT aBTOMATHYECKYIO MPOBEPKY (PYHKITMOHUPOBAHUS OTICITHHBIX
YCTPOMCTB

0)  COBOKYITHOCTH MPOTPaMM, MO3BOJIIONIAS OPTraHW30BaTh PEIICHHUE 3a7ad Ha

B)  OpraHusyer mpouecc o00paboTKm HH(POPMALUK B COOTBETCTBUHM C
IIPOTPaMMOU

r}j KOMIUIEKC ITPOrpaMM, 00ECIIeUNBAIOIINI MEPEBO/T Ha S3bIK MAIIMHHBIX KOJIOB
7. YKaKuTe, KaKHe YCTPOMCTBA OTHOCATCH K YCTPOHCTBAM XpaHEHUs
I/IH(])OI))IIXIaIIl/II/I:

a) €CTKUM MarHUTHBIN JUCK



0 Monaem

B IIpunTep

r)CkaHep

8. OCHOBOI1 OIEPALIMOHHOM CHCTEMBbI SBJISIETCSH:

a SAPO OMEPALMOHHON CHCTEMBI
onepaTuBHas IaMATh

B IpauBep T') MOJIb30BATEIb

9. COBOKleHOCTb nmporpamMMm, KOTOPbI€ NPEAHASHAYCHBI JIsA YIIPpaBJCHUSA
pecypcaMiu KOMIIBIOTEPA U BbIYUCIHUTCIbBHBIMA IIPOLECCaAMHU, a TAKIKE 1JIsA
OpraHms3alvi B3aUMOACUCTBHUSA MMOJB30BaATC/IA C allllapaTypon Ha3bIBACTCH

a ongpaquHHoﬁ cncIeMoﬁ
daitoBoii cucTeMoi

B MIPOLIECCOPOM

r BUHYECTEPOM

1

a

B

0. Kakas nporpamma siBjisiercst TaOJIMYHBIM IpoLeccopom?

Word

Paint

Access
T

Excel
11. [Iporpamma Microsoft Word npeana3nadena:
%2 TOJIBKO JIJISl CO3JaHUSI TEKCTOBBIX JOKYMEHTOB
JUTSL CO3/1aHMSI TEKCTOBBIX JOKYMEHTOB C 3JIEMEHTaMU Tpaduku
B TOJIBKO JIJIs1 CO3JaHusl TpapruuecKuX U300pakxeHui
r TOJIBKO JIJISl CO3JaHUs rpa$nqec1<nx M300paKEHUI C AIIEMEHTaMH TEKCTa
12. DJIEMEHTAPHBIM 00bEKTOM JICKTPOHHOM TA0 MBI AABJISETCH ...
a JUCT
AYeHKa
B CTpOKa
r cTo0en
13. DJIEKTPOHHAS TAa0 M1 PeJHAZHAYEHA 1JIs:
a)  00paOOTKH MPEMMYIIECTBEHHO YMCIOBBIX JAHHBIX, CTPYKTYPUPOBAHHBIX C
TOMOIIBIO TAOIHIL
6; YIOPATOYEHHOTO XPAHEHHS 1 00pa0OTKH 3HAYUTEIBbHBIX MAaCCUBOB JIaHHBIX;
B BHU3YyaJIM3allMU CTPYKTYPHBIX CBSA3EH MEXKIY JAHHBIMU, MPEICTABICHHBIMU B
Ta0INIAX;
I)  peNakTHpoBaHHUA TrpadUyecKUX MPeACTaBICHU OoNbIIUX O00BEMOB
I/IH%ORME&[I/IH.
14. Daiiubl, co31aHHbIe B Iporpamme MS ACCESS, MMEIOT pacilupeHue:
a).doc;
Xls
B).dbf
r).mdb
1) Tp3
15. OCHOBHOM XaPaKTEPUCTHUKON MHUKPONPOIECCoOPa siBJIAETCSH
a OBICTPOJICHCTBHE
4acTOTa pa3BepTKU
B KOMITaKTHOCTb
r paspeniaroiias CiocoOHOCTh
16. CepBep - 310:
a)KOMIIBIOTEP, PEIOCTABISIOIIUN B JJOCTYI
0JIb30BATENAM KaKHE-TM00 peCypChl

o KOMIIBIOTED, MMEIOIINM MOAKIIIOYeHHe K ceTh MHTepHeT

B MIEPEHOCHON KOMIBIOTEP

r pabouas craHuMs

bi KOMITBIOTEP ¢ MOJIEMOM, TTOJAKIIOUEHHBIN K Teae()OHHON JTUHUN

17. CeTb, B KOTOPOM 00beIMHEHBI KOMIIBIOTEPHI B
Pa3JMYHBIX CTPAHAX, HA PA3JIUYHbIX KOHTUHEHTAX.
a ['moGanbHas ceTh

JlokanbHas ceThb



B)  Peruonanbhas ceThb

18. CCTL, CBA3bIBAKOIIAA KOMIBIOTEPHI B IIPpeacjaax ONMpeacjacHH0ro peruoda.

a ['mobGanbHas ceTh
JlokanpHada ceTh
B PernonanpHasg ceThb

1Y. YcTaHOBUTE COOTBETCTBHE:

1. Bcemupnas nayruna WWW

a)CHCTEeMa IIEPECHIIKH KOPPECIOHICHIINI
MEK]Ty T0JIb30BaTEISIMU B CETU

2. DneKkTpoHHas novra e-mail

0)uHdopMaliHOHHas CUCTEMA, OCHOBHBIMH
KOMIIOHEHTAaMH  KOTOPOHM  SIBJISIOTCS
TUTIIEPTEKCTOBBIC JOKYMCHTBI

3. Ilepenaua daitnos FTP

B)cucTeMa oOMeHa MH(OpMalUel MEXKIY
MHO>KECTBOM IT10JIb30BaTelICH

4. Tenexoupepennusa UseNet

r)cucremMa rnepeaaun 2JIEKTPOHHOM
MHOOPMAIIMH, TO3BOJISIONIAS KaXKIOMY
[MOJIL30BATEIII0 CETH MOJIYYHTH HOCTYII K
[IporpaMMam U JOKYMEHTaM, XpaHIIIMCS
Ha yJJaJICHHOM KOMIIBIOTEpE

20. Komnbrorep, NOAK/JIIOYeHHbIH K ceTH UHTEpHET, 0013aTEJILHO HMeEeT:

a) IP-ampec

WEB - cepBe\R/
B) nomamHo WEB - crpanuiy
r) JIOMEHHOE UMS

6. JK3BAMEHAIIMOHHBIE BUJIETbBI

Bbuaer Ne 1
1. Poib 1 MeCTO AENONPOU3BOAUTEINS B CTPYKTYPE YIIPABIICHMUS.

2.Windows. 3anyck. Onucanue padbouero crosia. Pabora ¢ riaBHbIM MEHIO.

3aBepiieHue paboThI.

Bbuier Ne 2
1.3akoHOaTeNbHBIE 1 HOPMATUBHO-METOJUUYECKHE AKThI, PErJIaMEHTUPYIOLIHE
yIpaBJIeHUYECKUI TPy, paboTy ¢ JOKYMEHTaMH U 0€3/J0OKyMEHTHOE

o0cITy>)KMBaHHE.

2.Windows. KonmupoBaHue namnok u ¢aiios.

Bbuaer Ne 3

1.Opranuzanus npruema noceTuTesnen.

2.Excel. BoipaBHHMBaHME COEPKUMOTO sUeeK. MI3MeHeHMe mapaMeTpoB mpHudTa.

Bbuier Ne 4
1.I1lpaBuna ciry>xe6HOro TeIe(POHHOTO OOIICHHUS.

2.Windows. DiieMeHTBI OKHA ITPUITOKCHHSL.

Bbujaer Ne 5
1.TTomemmenus st AEIOMPOU3BOACTBEHHOM CITY>KOBI 1 X OCHAIIICHHE.




2.Windows. Pabota ¢ okHamMu: IepeMeIIeHne U H3MEHEHUE pa3MEpOB.

Bbuaer Ne 6
1.060pynoBanue paboyero MecTa JeJIONPOU3BOIUTEIIA.

2.Excel. Tumsl cChUIOK HA STYEHKH.

buser Ne 7
1.Cpencraa 1y 00pabOTKM IOKYMEHTOB, BUJIbI, HA3HAYEHHE, IPUMEHEHHE.
2.Windows. [Tepemernenue namnok u (haijos.

buier Ne 8
1.ITonsiTuEe 0 OKyMEHTUPOBAHUH. OCHOBHBIE CLIOCOOBI JOKYMEHTUPOBAHHSL.
2.Excel. Brinenenne quana3oHoB sUeeK.

buiaer Ne 9
1.VHudukanus u ctanaaptusamnus 10KyMeHToB. CocTaB yHU(UIUPOBAHHBIX
CUCTEM
JOKYMEHTALUH.
2.Windows. ITauens 3aaauy.

Buier Ne 10
1. TpeGoBanus kK 0pOpMIICHHIO PEKBU3UTOB JIOKYMEHTOB U OJIaHKaM.
2.Excel. YcraHoBka mapaMeTpoB CTpaHUIlbL. [IpeBapUTeIbHBIN IPOCMOTP
CTpaHMII TTepe;T
nevyaThlo.

Buiser Ne 11
1.XapakTepuCTHKa U COCTaB OPTaHU3AIMOHHBIX JOKYMEHTOB, TPEOOBAHMS K UX
0(OPMIICHHUIO.

2. [lpaBuna odopmiieHUss IPUMEYaHUH U CHOCOK.

Buuser Ne 12
1.XapakTepucTHKa U COCTaB CIPAaBOYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB.
TpeboBanus Kk nX 0hOPMIICHUIO.
2.I1paBuna cocraByienusi OuOIMOTrpaPUIECKOTO OMUCAHHUS.

buaer Ne 13
1.0cobennoctu opopmieHus Tenerpamm, Teneonorpamm. [IpaBuna nepenauu
TenedoHoTpamMm.
2.Excel. OtkproiTHe cymecTByromiei KHUrk. Onepanuu ¢ padOYrMMH JTHUCTAMH.

Buiser Ne 14
1.0cobenHoctr oopmiIeHUS TOKYMEHTOB MO JIMYHOMY cocTaBy. CocTaB
JIOKYMEHTOB MO JIOKYMEHTUPOBAHHUIO TPYJIOBBIX MPABOOTHOIIICHUM.
2.KoppekTypHble 3HAaKH U UX MPUMEHEHHUE TIPU MTPaBKe MAIIMHOMUCHBIX paboT.
[TuchbMo mociie KOPPEKTYPHOM MTPaBKH.

Bbuaer Ne 15
1.TToHsTHE «TOKYMEHTOOOOPOTY», OOIIME MPUHIIUIIBI OPTaHU3AIIH
JIOKYMEHTO000pOoTA.

2.CokpatiieHus, TpUMEHsIEMbIE B 1€JI0BOM MEPEIUCKe.



Bbuaer Ne 16
1.ITopsaok mpuemMa u epBOHAaYaIbHON 00padOTKH JOKYMEHTOB. PaccMoTpenue
JOKYMEHTOB
PYKOBOJHUTEIIEM, MpaBUJja IMepeaadu JOKyMEHTa Ha UCIIOJHCHHE.
2.I1paBuia opopMIiIeHHS CIYKEOHBIX IMUCEM C YIJIOBBIM U IPOAOIbHBIM
ITAMIIAMH.

Buier Ne 17
1.Opranusarust 00pabOTKH HCXOIAIIUX JTOKYMEHTOB.

2. Opopmnenue padot ¢ hopmoit u rpadieHHEM.

buier Ne 18
1.Cucrema peructpauuu J0KyMeHTOB. OCHOBHOW MPUHIUIT PETUCTPALUH.
2.I1paBuna 3amoaHeHUS TAOIUIHBIX (HOPM.

Bbuiaer Ne 19
1.Opranu3zarus KOHTPOJIS UCIIOTHEHUS TOKYMEHTOB.

2.HpI/IHT€pI)I, CKaHCPBLI. BI/IIILI, HAa3HA4YCHHUC, IPUMCHCHHC.

Bbuaer Ne 20
1.Homenknatypa nen. OcHOBHBIE TpeOOBaHMS K OpPTaHU3alMK XPaHCHHS
JIOKYMEHTOB.

2.Ilepenava noxkymenToB 1o (akcy. [ToaroroBka 1OKyMEHTOB /IS TIEPEAAYU.

Bbuaer Ne 21
1.IToarotoBKa Aei K apXMBHOMY XPaHEHHUIO.

2.JlemoBoii aTuKeT. UMUK ACIOBOM JKCHIIMHBEL.

Bbuaer Ne 22
1.Opranu3zarus 1e10Mpor3BOACTBA M0 MPEAJIOKESHUSIM, 3asIBJICHUAM U jKajlo0aM
rpaXKJaH.

2.KynbeTypa cinyke0HOT0 pa3roBopa. PedeBoii STUKET U BEKIUBOCTb.

buaer Ne 23
1.MudopmarimoHHble TEXHOJIOTHUU B JIEIONPON3BOACTBE. D(DPEeKTUBHOCTD
HOBBIX METO/IOB PaOOTHI.
2.Bupl KOHTPOJIS 32 UCTIOTHEHUEM JIOKYMEHTOB.

Buuer Ne 24

1. IlpodeccronanbHas 3THKa paOOTHHUKA YIIPABICHYECKOTO TPY/IA.
2. MarepuanbHble HOCUTENN HH(popMaIuu. BiausHue HaydHO-TEXHHYIECKOTO
mporpecca Ha JOKyMEHT M JIOKYMEHTHPOBaHHE.

Bbuaer Ne 25
1. T'ocynmapcTBeHHBIE CTaHAAPTHI HA YHU(PUIIUPOBAHHBIC CUCTEMbI IOKYMEHTAITUH.
2. IlpaBuina 6e30MmacHOCTH Tpya IpH padoTe HA MEPCOHATLHOM KOMIIBIOTEPE.



CIIMCOK YUYEBHOM JIUTEPATYPBI

OcHoBHasA

1. JlenkeBuu JI.A. Texnuka mammHonucu: yde0.mocobue - M.: Mzmarenbckuid
LHEeHTp «Axkaaemusi», 2012

2. JlenkeBuu JI.A. JlenonpousBoacTBO: y4eOHUK - M. M3narenbckuii 1EHTP
«Axanemusy», 2012

3. JlenkeBuu JI.A. IlepcoHanbHBIM KOMMBIOTEp B paboTe cekpeTtaps - M.:
N3natenbckuil HEHTp «Akagemus», 2012

4. Ctpymm H.B. Oneparop OBM. Ilpaktuueckue paboTel: yueb.nmocodue - M
W3narensckuii meHTp «Akagemus», 2013

5. Cunopos B.J[. AnnapatHoe obecnieuenre DBM: yueOnuk - M.: U3naTenbckuii
HeHTp «Axkanemus», 2014

6. Crpymms H.B. AnnapaTtHoe o6ecnieuenue OBM. Ilpaktukym: yue6. [locoOue -
M.: U3narensckuii ueHTp «Axkaaemus», 2014

7. KoMIiekT y4eOHBIX 3JIEMEHTOB IO MPEAMETY «ATlmapaTHoe oOecreueHue
OBM»

8. SukoBas B.®D. Cekperapp-pedepeHT BBICOKON KBamM(pUKAMUU. SI3bIK U CTHIIb
YIPABJICHUECKUX JOKYMEHTOB: ydeO.mocobue - M.: M3parenbckuit 1eHTp
«Axanemusy, 2012

9. Kinokos U.B. DddextuBnoe nenonpounsoactso Ha [1K - CII6.: TTutep

10.JIabopaTtopHO-TipakTUYECKUE PabOTHI B AJICKTPOHHON TaOIHIIE

11. TexHUYECKHUE CPEICTBA UHPOPMATU3ALINH

12. Crpymnn H.B. Onepatop DBM. Ilpaktuueckue pabotsl: yued.mocodbue - M
N3narenbckuil HeHTp «Akagemus», 2013

JlonmoJiHUTEILHASE

1. MuxeeBa E.B. «lIpaktukym no uHpopmatuke» - M.: M3narenbCkuil LEHTP
«Axanemus», 2013

2. Muxeesa E.B. «MHpopMaluMOHHbIE TEXHOJOTMH B MNpOodecCUuOHANTbHON
nesTenpHocTh» - M.: 3natenbekuil HeHTp «Akagemus», 2013

3. Muxeesa E.B. «lIpaktukym mno uHOOPMAIMOHHBIM TEXHOJOTHUSM B
poeCCHOHAIIBHON JIeITeIBbHOCTHY - M.: M3naTenbCkuil IEHTp «AKaJaeMusy,

2013

4. CupunoBa M.IO. «TekctoBsiit pegakrop WORD»y - M.: U3naTensckuit eHTp
«Axanemusy, 2007

5. Yrpunosuu H.J[, bocosa JI., Muxaiinosa H., «IIpakTukym no uapopmatuke u
nH(OPMAITMOHHBIM TeXHOJIOTUIMY, - M.: JIB3, 2010

DJIeKTPOHHBbIE 00pa30BaTe/ibHbIE PeCypChl

. https://videouroki.net/

1
5 f//m toa-kopilk Ottedu.ru/catalog/



https://videouroki.net/
http://metod-kopilka.ru/
http://school-collection.edu.ru/catalog/

KAJIEHI[APHO-TEMATI/I‘IECKI/Iﬂ IIJIAH
paznena «OCHOBBLI SKOHOMUKHN OTPACIIN U

[MPEAITPUSTUS»

Ne KoJu-Bo 1yacos

n/n Kypcsol, npeamersl IJIaH daxr
1. | Tumpl SKOHOMHUYECKUX CHCTEM. 02.09
2. | HestenbHocTh Gupmel. [Ipennpunumarens u coznanue | 02.09

bupmsl.
3. | YenoBek M pHIHOK Tpyaa 04.09
4, CoOecenoBanue. Pe3rome. 04.09
S. [TprurHBI BOSHUKHOBEHUS U (DOPMBI JIeHET 07.09
6. | OyHKIUYU IEHET B COBPEMEHHON IKOHOMHUKE 07.09
7. | llonsiTue 6m3HEC TIaHA 09.09
8. | CocraBnenue Ou3HeC MIaHa 09.09
9. | MapkeTuHroBasi KOMMYHUKAIIMOHHAS MMOJIUTHKA 11.09
10. | 3auer 11.09
Hroro no pasaeay: 10 yacoB
KAJEHJAPHO-TEMATUYECKHWH IVIAH

PA3JIEJIA «OCHOBBI TOCYIJAPCTBA U ITPABA»

Ne Kou1-Bo yacos

n/n Kypcsl, npeamerst S——— dakt
1. @opMbI TOCYTAPCTBEHHOT'O YCTPOMCTBA 14.09
2. MecTHOE camoynpaBieHHE 14.09
3. CyOBeKTHI TpakIaHCKOTO MpaBa 16.09
4, HOpunnueckue nuna 16.09
5. TpynoBoii 1oroBop 18.09
6. MarepuaibHasi OTBETCTBEHHOCTb 18.09
7. [IpecTymieHne U Haka3aHue 21.09
8. IIpectynnenue u HaKa3aHue 21.09
9. CospemenHoe Poccuiickoe rocyapcTBo 23.09
10. 3auer 23.09

Hroro no pasney: 10 uacos




KAJIEHJIAPHO-TEMATUYECKHAM IIJIAH

PA3JIEJIA «IEJIOBASA KYJIbTYPA»

Ne KoJu-Bo 1yacos
n/n Kypcsl, npeamersl
IJIaH dakr
1. |Ortuka, ee npeaMeT U Ha3HAYCHUE 25.09
2. |HpaBcTBeHHas KyiabTypa. MopaibHas 25.09
OTBETCTBEHHOCTh
3. | JlemoBoii aTHKET 28.09
4. Hopwmsl, mpaBuiia moBeieHUs 28.09
5. Buasl 1 nenn gemoBoro o0ImeHns 30.09
6. Cnyxeb6Hbll TeneOHHBIN pa3roBOp 30.09
7. KynbeTypa BHELIHETO BUJIa COBPEMEHHOTO JIEJI0BOTO 02.10
YeJI0BeKa
8. Manepsl noBeICHUS 02.10
Q. JlenoBoi MpOTOKOJI 05.10
10. | 3auer 05.10
Hmozo no pazoeny: 10 uacos
KAJEHJIAPHO-TEMATHYECKHAMW IIJIAH
PA3JIEJIA «IOKYMEHTbBI U JEJIOITPOU3BOACTBO»
Ne KoJu1-Bo yacos
n/n Kypcsl, npeamersl — bakT
1 [ToHsaTHE O TOKYMEHTE U JIEIONPOU3BOJICTBE 02.09
2 Hcropuueckoe pa3BUTHE JIETONPOU3BOJICTBA U 02.09
COBPEMEHHOE JICIONPOU3BOICTBA
3 Nudopmarius 1 JOKyMEHT 04.09
4 JIOKyMEHTHPOBaHUE 04.09
5 YHubUKaIMs U CTaHIapTH3AIHS 07.09
6 DopMyJIsip JOKYMEHTA M €r0 COCTaBHbIE YaCTH 07.09
7 XapakTepucTuKa U COCTaB YHU(UIIMPOBAHHOM
CHCTEMBI OPTaHNU3AIMOHHO-PACTIOPSIIUTETHHON
JOKYMEHTaIM! 09.09
8 dopmyisip-odpazer; OPJ] 09.09
9 briaHk nokymeHTa 11.09
10 [TpaBuiia KOHCTpYHpPOBaHUS OJJAHKOB 11.09
11 OCHOBHBIE IPYIIIBI OPraHU3alUOHHO-
pacIopsIUTEIbHBIX TOKYMEHTOB 14.09




12 Cocrasn Irpynn JOKyYMEHTOB: UX Ha3HAUYCHHUC 14.09
13 CocTaB ynpaBieHYECKON JOKYMEHTAIIMU 16.09
14 XapaKTepUCTUKA U COCTaB OPraHU3allMOHHbBIX
JIOKYMEHTOB 16.09
15 TpeboBanus kK 0hOPMIICHUIO OpTraHU3AIMOHHBIX
JIOKyMEHTOB 18.09

16 Ycras. [lonoxenue 00 opranuzanun 18.09
17 [Toso)keHHe O CTPYKTYPHOM NOAPA3AECICHUN 21.09
18 O(bopMJIeHI/Ie OpraHu3allMOHHbBIX JOKYMCHTOB 21.09
19 XapaKTepUCTHUKA U COCTAB PACIIOPAIUTEIIBHBIX

JIOKYMCHTOB 23.09
20 [TocranoBneHus, MpUKa3 23.09
21 Pemenus, pacniopsixeHus 25.09
22 VYka3zaHus, COBMECTHOT'O pPaCIIOPSAIATEIBHOTO

JIOKyMEHTA 25.09
23 | TpeGoBaHus K 0O(POPMIIEHUIO PACTIOPSAUTEIBHOTO

JIOKYMEHTa, 0COOEHHOCTH TEKCTa 28.09
24 CocraBiienue pacnopsauTeIbHbIX JOKYMCHTOB 28.09
25 XapakTepucTruka u COCTaB UHPOPMAIMOHHO-

CIIPABOYHBIX JTJOKYMEHTOB 30.09
26 Cy>xeOHbIE MUChMa, CIIPABKa, 3asIBJICHUE 30.09
27 JloknangHas 3anmcka, akT, MPOTOKOJI 02.10
28 | TpeboBanue k opopmiIeHNIO HH(POPMALTUOHHO-

CIIPaBOYHBIX JJOKYMEHTOB 02.10
29 Tenerpammel. TenepoHorpaMmbl 05.10
30 Oc00EHHOCTH COCTABJICHMS TOKYMEHTA C TOMOILBIO

ITK 05.10
31 [Tognmuuuuk. Buasl hanscudukarmum 07.10
32 OdopmieHre Konuit pa3TuIHbIX BUIOB 07.10
33 JInuHbIe 3a9BICHUS 09.10
34 KoHTpakTsl, npuKa3sl O JUYHOMY COCTABY 09.10
35 TpynoBbIE KHUXKKH. 12.10
36 XapakTepucTUKa 12.10
37 JInunele KapTO4KH, (popMLI, MPEACTABJICHUA 14.10
38 JInunele JOBECPCHHOCTH, PACIIMCKHU 14.10
39 JInuneie nena. Coctas JOKYMEHTOB JIMYHOI'O JICJIa 16.10
40 AHKeTHI, aBTOOHOTpadun 16.10
41 Pe3rome 19.10
42 Ocob6ennocTy (HOPMUPOBAHUS U BEJICHUSI JIMUHBIX

JIeJI, X TeKYIIEeTr0 XpaHeHus 19.10
43 Cy>x0a TOKyMEHTAIlMOHHOT'O 00eCIIeueHUs

yIIpaBJICHUS. 21.10
44 TpebGoBaHus K OpraHU3aIuy JOKYMEHTO000pOoTa 21.10
45 [Tpuem u nepBoHavAIBHAS 06pa60TKa JJOKYMCHTOB 23.10
46 Pezomntorus 23.10




47 [TopsimoK UCIIOJIHEHNS IOKYMEHTOB 26.10
48 [Topsimok cornacoBaHus MPOEKTa JOKYMEHTA 26.10
49 CucreMbl peructpanum J10KyMEHTOB 06.11
50 | OcobGeHHOCTH perucTpaui BXOASIINX,
BHYTPEHHHUX U UCXOISIINX 06.11
51 PexBu3UT 0TMETKA 0 KOHTpOJIE. [[puHIMIIBI
OpraHu3aIii KOHTPOJIS 09.11
52 Oco0eHHOCTH BEIECHUSA KOHTPOJIA
PACIOPSANTEIBLHBIX JOKYMEHTOB 09.11
53 OpraHu3aiusi OonepaTuBHOTO XPaHEHUS
JIOKYMEHTOB. 12.11
54 Howmenxkiatypa ne. 12.11
55 3KCHepTI/IBa EHHOCTH JOKYMECHTOB. 1411
56 IToaroroska nen K ApXUBHOMY XpaHCHUIO 14.11
57 IInceMenHEIE U YCTHBIC O6paH_[CHI/I$I rpaxxaaH 16.11
58 Ocob6ennoctu hopMupoBanusi 1 0POPMIICHUS JE
C 00palIeHUSIMU TpaXKaaH 16.11
59 Opranuzanus paboThl C JOKYMEHTaMH, JIeJTaMU U
W3JaHUSIMU, COAEpKAIIMMU Tprd) OTpaHUYCHUS
JIOCTyIIa K HUM 19.11
60 [ToHsiITHE KOMMEPUYECKOW TalHBI 19.11
61 TpeboBanus Kk OPOPMIICHUIO JOKYMEHTOB 21.11
62 3auer 21.11
Hmozo no pazoeny: 62 uaca
KAJIEHI[APHO-TEMATI/I‘IECKI/IFI IIVIAH
PA3AEJIA «OPTAHU3AIINMOHHAS TEXHUKA»
KoJ-Bo yacoB
Ne Kypcsl, npeamerst
n/m IJIaH dakr
1. | O6paboTka nH(pOpPMALIHH, TOKYMEHTUPOBAHHUE C
MOMOIIbIO KOMIIJIEKCA TEXHUYECKUX CPEICTB. 07.10
2. | CoBpeMEHHOE OCHAIIICHWE TOMENICHUN JJIs
JIeONPOU3BOACTBEHHON Cityx0bl. TpeOoBaHus
0€e30IacHOCTH TpyAa.
07.10
3. | KommbroTepHasi TEXHUKA B OpraHU3aI|K TPy/1a
JIETIOTIPOU3BOUTEIIS. 09.10
4. | AnmapaTtHoe obecneuenue. [Iporpammuoe
obecnieuenue. [IpuHTephl, BUABI, HA3HAYCHUE U
MIPUMEHEHHUE. 09.10
5. |HoMeHKiaTypHO-aipeCHBIE,
MapKepOBaJIbHbBIC MAITUHBI; UX 12.10




Ha3HAYCHUE, TPUHIIUIT IeUCTBUS,
MpaBuJia SKCILUTyaTall|H.
6. |Pa3merienue cpeacTB st 00padOTKH
IMOKYMEHTOB B CJIY’K€OHOM ITOMECIICHUH. 12.10
7. | CpencTBa KOMMPOBAHMSI M OTICPATUBHOTO
Pa3MHOXKEHUS TJOKYMEHTOB 14.10
8. | [IpaBmia Ge30macHO# SKCIITyaTaluy
14.10
9. | CpenctBa cBsI3H; UX (PYHKIIMOHATIBHBIC
BO3MO>KHOCTH. 16.10
10. | OcHOBHBIC TpeOOBaHUS K Pa3MEIICHUIO CPEJICTB
CBs3M B clyxeOHoM miomenienuu. [IpaBuna
0e30macHO dKCIUTyaTaluu.
16.10
11.| CpenctBa pacrio3HaBaHus JOKYMEHTOB 19.10
12. | VIX ¢yHKIIMOHATBHBIC BO3MOXHOCTH. 19.10
13. | Cucremarmzariyst HH)OPMALUK 21.10
14.| 3ager 21.10
Hmozo no pazoeny: 14 uacoe
KAJIEHJIAPHO-TEMATHYECKHNH IIJIAH
PA3BJAEJA «<MH®OPMAILIMOHHBIE TEXHOJIOTUN»
Ne Kou-Bo yacosn
n/n Kypecsbl, npeamerst N dakT
1. | HasHaueHue u 0OIIECTBEHHBIE ACIIEKTHI
MIPUMEHEHMS ITepCOHaNBHON DBM. 23.10
2. |Ilonarue 006 HHQPOPMAIMOHHBIX TEXHOJIOTHUSX.
ABTOMaTH3aIus padoTel oduca
23.10
3. | IlpaBmia Ge3o0macHOCTH Tpyaa Mpu paboTe Ha
MUITYIIEH MaluHe, MTePCOHATFHOM KOMITBIOTEpE
(ITSBM), oprrexHuke. 26.10
4. | OkazaHue nepBoi MOMOIIM MOCTPAJAABIINM 26.10
5. | [IpuHIune! paboThl NEPCOHATBHOTO
komnbioTepa (IIDBM) 06.11
6. | LleaTpanbHbIi npoleccop, ONepaTUBHOE
3ammoMuHaomiee ycrporictso (O3Y). 06.11
7. | JluckoBas mamsTh, nepudepuiiHbIe YCTPOUCTBA.
Enuanier nsmepennst nHGOpMAaIIvH. 09.11




8. | TexHuueckue XapaKTepUCTUKH KOMIIbIOTEPA.
09.11
9. | KnaBuarypa komnetorepa. HazHauenue kiaBuiil
pa3nuyHbIX (YHKIMOHATIBHBIX 30H. KomOuHamm
KJIABUII 11.11
10. | TexHuka mevaTn W KJIaBUATYpPHBIE TPEHAKEPHI.
Manunynarop  «Mbiby.  Mogem.  Ckanep.
Crpumep
11.11
11. | CocTaB mporpaMMHOro o0ecrneyeHus
MePCOHAIBLHOTO KOMIIBIOTEPA. 13.11
12. | YnpaBiieHHe KOMITIBIOTEPOM C ITOMOIIIbIO
ONEPAIMOHHON cucTeMBI. | IpukiagHbie
POTrPaMMBl. 13.11
13. | O6mume cBegenus o MicrosoftWindows,
pa3IMYHbIC BEPCUU 16.11
14. | Ilepemenienne okoH. M3MeHeHne pa3mepa OKHa.
CaepTbIBaHUE OKHa. ABTOMaTHYECKOE
Pacro0KEHUE OKOH.
16.11
15. | OxHo nporpammbl «Moit KoMIbloTepy. Daitiebl,
ManKyA U JUCKHA 18.11
16. | OxHo mporpaMmbl «IIpoOBOTHHKY. 18.11
17. | Kpatkuii 0630p Bo3moxuoctei Word. 20.11
18. | TexHonorus paboThI c TEKCTOBBIMU
JIOKYMEHTaMH. 23.11
19. | OpopmieHune cTpaHuUIIbL. 23.11
20. | Pabora ¢ Tabnuiiamu BecTaBka pucyHKOB B
JIOKYMEHT. 25.11
21. | TabauvHBIC TTPOILIECCOPHI KaK CPEICTBO
00paboTKku PUHAHCOBO-IKOHOMHYECKOHN 1
CTATUCTUYECKON MH(MOpMAIINH. 25.11
22. | OTkpeiTHE pabouelt kHuru. PenaktupoBanue
pabouero jucra 27.11
23. | ®opmaTtupoBanue Tekcta. DopmaTsl YuCen 27.11
24. | Co3ganue quarpamMM. THIIBI IHarpaMM M UX
HCIIOJIb30BaHUE. 30.11
25. | Cocras nmakera MicrosoftOffice 30.11
26. | Cr1ocoOBI COBMECTHOT'O UCIIOIL30BAHUS JaHHBIX:
KOITMPOBAHUE, CBSA3BIBAHKE M BHEIPEHUE.
[lepexroueHre MEeX 1y IporpaMMamu. 02.12
27. | KonmupoBanue uHpopMaiuu U3 3J1eKTPOHHBIX
tabmui B okyment Word u o6paTHo. 02.12
28. | KonupoBanue undopMaiuu u3 31eKTPOHHBIX
tabmui B jokyment Word u o6paTHo. 02.12




29.

KomMmbroTepHble BUPYChI, UX MPOUCXOKICHUE U

pacrpocTpaHeHHUe. 04.12
30. | PazpymurenbHbie TEHCTBUS BUPYCOB 04.12
31. | AutuBupychsbie nporpammsl (Dr.Web; AVP) nis

oOHapy>KeHHUsI U yAAJICHUSI BUPYCOB, paboTa ¢

HUMH. 07.12
32. | AaruBupycusie nporpammel (Dr.Web; AVP) mis

oOHapy>KEeHHUsI U yAAJICHUS BUPYCOB, paboTa ¢

HUMH. 07.12
33. | ApxuBaTOpbI U apXUBUPOBAHHUE. 09.12
34. | Pe3epBHOE KOTMPOBAHUE. 09.12
35. | Mucramisiius nporpaMm 11.12
36. | JlemHCTAIUTAIINAS POTPAMM. 11.12
37. | IlpaBuna skcruryataruu [1K. 14,12
38. | Yxox 3a KOMIIBIOTEpaMU 14.12
39. | TunoBbie HEUCTTPABHOCTH U UX YCTPaHEHUE.

16.12

40. | TunoBble HEUCTIPABHOCTH U UX YCTPAHECHHE. 16.12
41. | JlokasibHbIE U TTI00ATTBHBIE CETH. 18.12
42. | Internet. Iloaxmouenue k Internet. 18.12
43. | CoxpaHeHue HaiiiecHHOW uH(popMauu. DTUKA U

0e3omnacHoCTh paboThl B Internet.

21.12

44. | DnexTpoHHAs MOYTA. 21.12
45. | UadopmalrimoHHbIe TEXHOJIOTHUH B

JICJIONIPOU3BOJICTBE 23.12
46. | [IporpamMmsbl 1J11 aBTOMaTU3AIUH

JIETIONPOU3BOJICTBA 23.12
47. | DppekTUBHOCTH UCTIONB30BAHUS, TPEOOBAHMS K

amnraparype 25.12
48. | OcHOBHBIE MpaBHIIa OpraHU3ALKNKA PAOOTHI C

JIOKyMEHTaMH1 B COBPEMEHHOM CUCTEME

aBTOMAaTH3alMM JCIONPOU3BOJICTBA. 25.12
49. | OcHOBHBIE MMPaBHJIa OPTAaHU3AINH PAOOTHI C

JIOKyMEHTaMH1 B COBPEMEHHOM CUCTEME

aBTOMAaTH3alMM JCIONPOU3BOJICTBA. 28.12
50. | Bayer 28.12

Hmozo no pazoeny:

50




KAJIEHIAPHO-TEMATHYECKUIA TIAH
PA3JIEJA «KAJPOBASI PABOTA»

KoJ1-Bo yacos
Ne Kypcsl, npeamerst — dakT
n/n
1 [ IprHIMITEI KaIpOBOM MOJIUTUKH. Benenne kaapoBon
JIOKYMCHTAITHH. 20.11
2 Merozp! ynpasiieHus1 IEpCOHANIOM. JlucimIumza
YIPABJICHMSL. 20.11
3 ITpuem, nepeBo, YBOJILHEHHE 23.11
4 TpymoBO JOrOBOP 23.11
5 TpyHnoBast KHIDKKA. 25.11
6 DopMUPOBAHUE U BEICHNE JIMIHBIX ACTT 25.11
7 OTIrycK pabOTHHKA. 27.11
8 City>xkeOHast KOMaHIMPOBKA 27.11
9 CTpyKTypa M IITaTHAs YUCIICHHOCTD 30.11
10 Cocrasienue 1 0(hOpMIICHHE ITTATHOTO PACIIMCAHMS 30.11
11 TpeboBanus K 00pabOTKE MEPCOHATBHBIX JAHHBIX
pabOTHHMKOB 02.12
12 OTBETCTBEHHOCTh 3a  PA3MIAILICHHE IEPCOHATBHBIX
JTAHHBIX PAOOTHHKA.
02.12
[pakTrka KaIpoBBIX CITYXKO.
B P v o 02.12
14 TpynoBeie criopbl. PeliieHre KOHPETHBIX CUTYaIui Ha
ocHoBe TK PO. 04.12
15 Tpynosele criopbl. PeliieHre KOHPETHBIX CUTYalui Ha
ocHoe TK PO. 04.12
16 3ager 07.12
Hmozo no pazoeny: 16 uacos
KAJEHJIAPHO-TEMATHYECKHWM IIJIAH
PA3JIEJIA <MAILIUHOIIUCb»
Ne KoJ1-Bo yacos
n/n Kypecsl, npeamerst ILUIAH dakr
1 N3ydenue u ocBoeHne KiaBuatypbl. OCHOBHOM
(BTOpOI1) psiZl KJIABUATYPHI: OYKBHI (), Bl. 09.12
2 N3yuyenue u ocBoeHHe Ki1aBuaTypbl. OCHOBHOM
(BTOpOI1) psizl KJTAaBUATYPHI: OYKBHI B, a, 11, 09.12
3 N3yueHnne u ocBoeHue KiaBuaTypbl. OCHOBHOM
(BTOpOI) psiJ KJIaBUATYphI: OYKBBI P, O, JI 11.12
4 N3yuyenue u ocBoeHue kiiaBuaTypsl. OCHOBHOM
(BTOpOI) psiJ KJIaBHATYphI: OYKBHI 1, K, 3 11.12
5 Tpetuit (BepxHuil) psj KJlaBUaTyphl: OYKBBI U, 11, 14.12




6 Tperuit (BepxHuil) psij KJIaBUaTyphl: OYKBHI K, €, H 14.12
7 Tperuit (BepxHuit) psa KaaBUaTyphl: OykBbl T, 11, 11 | 16.12
8 Tpetuit (BepxHUit) psija KJIaBUATYphl: OYKBHI 3, X, b 16.12
9 [lepBriii (HIKHUIN) pSAJ KIABHATYPHI: OYKBHI 4, 4, 18.12
10 [lepBpiii (HIKHUN) psAJ KJIaBHATYPBI: OYKBBI C, M, U 18.12
11 [lepBriii (HMKHUIN) psAJT KIABHATYPHI: OYKBHI T, b 21.12
12 [TepBblii (HUXKHMI) psAJT KIIAaBUATYPBI: OYKBHI O, 10 21.12
13 UeTBepThIiil psijl KJIaBUATYpHI: 3amsTas, TOUKa, 23.12
14 YeTBepThIN psiJi KIABUATYPHI: IBOCTOUYHE, KABBIUKU 23.12
15 YeTBepThIN psiJi KIIABHATYPBI: BEpXHUU PETUCTD, 25.12
16 YeTBepThIi psii KJIABUATYPHI: 3aMOK BEPXHETO
perucrpa 25.12
17 YeTBepThlil psijl KJIaBUATYphI: 3HAK YepTOUKa (THUpE,
nedrc, 3HaK mepeHoca) 28.12
18 YerBepThii psAa KIABUATYPHL: TOUKA C 3aIATOM,
BOIIPOCUTEIIBLHBIN 3HAK 28.12
19 YeTBepThIi psii KIABUATYPBI: BOCKIIALATEIIBHBIN 11.01
3HaK, 4yepTa Apoou
20 YeTBepThIi psiji KIIABUATYPhl: CKOOKH, MHOTOTOYHE 11.01
21 YeTBepThiii psi KiaBUATypsl: nudpsl (ogHo3Haunble, | 13.01
MHOTO3HAYHbIE, PUMCKHE),
22 UeTBepThli psia KJIABUATYPhI: 3HAKU, 13.01
ynotpeosiembie ¢ udpamu
23 UeTBepThlii psij KIIaBUATYPHI: apudmeTHaecKue 15.01
3HaKH U JENCTBUS, XUMUUECKHE (DOPMYIIBI.
24 Jpo6u npocThle U 1eCITUYHBIE 15.01
25 [lepexoa kK MUCbMY TEKCTa, OCHOBHBIE TTpaBUia 18.01
UChMa TEKCTA.
26 3aroJ0BKM ¥ M0/13aT0JIOBKHU. 18.01
27 Tutynbubli nucT. MicipaBieHue ommooxK. 20.01
28 Knepnoe nucpsMo 20.01
29 [TucbMo Ha TMHOBaHHOW Oymare. 3anoJHEHUE 22.01
TpadapeTHbIX TOKYMEHTOB.
30 [Tpurembl BBIIETICHNS OTAEIbHBIX YACTEN TEKCTA 22.01
31 BrInosHeHne TpeHUPOBOYHBIX YIIPAKHEHHIM 25.01
32 BrinosHeHne TpeHUPOBOYHBIX YIIPAXKHEHHI 25.01
33 OdopmiieHne npuMedaHuit 27.01
34 OdopmieHre 0oCHOBaHUI 27.01
35 OdopmiieHre nputoKeHUN 29.01
36 OTpaboTKa TEXHUKHU MTUChMa 29.01
37 OdopmiieHre CHOCOK 01.02
38 OdopmiieHre CHOCOK 01.02
39 BplToJIHEHHE TPEHUPOBOYHBIX YIPAKHEHUIN 03.02
40 BbltoIHEHHE TPEHUPOBOYHBIX YIPAKHEHUN 03.02




41 [TuchbMO C pYKOIMHMCHOTO TEKCTA. 05.02
42 KoppekrypHblie 3HaKH 05.02
43 BrinmosHeHne TpeHUPOBOYHBIX YITPAKHCHUIM 08.02
44 BpltoJIHEHHE TPEHUPOBOYHBIX YIPAKHEHUN 08.02
45 [TucbMO ¢ KONUSIMU 10.02
46 [TucbMO ¢ KONUSIMU 10.02
47 BrinmosHeHne NpakTHYECKUX YIpaKHECHUM 12.02
48 BrinmosHeHne npakTHYECKUX YIPaKHESHUM 12.02
49 Pacuer u opopmiienue tabdmui 15.02
50 Pacuet u opopmienue Tabmauig 15.02
51 BhIIoIHEHHE MPAKTHYECKUX YIPAKHEHHM 17.02
52 BhIoIHEHHE MPAKTUYECKUX YIPAKHEHHM 17.02
53 brnanku 19.02
54 brnanku 19.02
55 BrInosHeHne NpakTUYECKUX YITPAXKHECHUM 22.02
56 BrInosHeHne NpakTUYECKUX YITPaXKHEHUIM 22.02
57 BrloIHEHHE MPAKTHYECKUX YIPAKHEHHH 24.02
58 3auer 24.02
Hmozo no pazoeny: 58 uacos

KAJEHJIAPHO-TEMATUYECKU IIJIAH

PA3SJAEJIA «<KOMIIBIOTEPHAA OBPABOTKA JOKYMEHTOB»

KoJ1-Bo yacos

Ne Kypcsbl, npeamernbi IIpakTuyeckue
n/n 3aHATHSA
IJIaH dakr
1. WuctpykTtax mno Oe3omacHOCTH Tpynaa, anektpo- u | 11.01
no>kapHou 6e3onacHoctu. [IpaBuna padots! Ha [TK
2. O3HakoMJieHHE C  pexuMoMm  pabotel, dopmamu | 11.01
OpraHu3alid TpyJa W TMpaBUJIAMH BHYTPEHHETO
TPYJIOBOTO pacropsgka B yueOHOM KJlacce, IporpaMMon
U TIOPSIIKOM MTPOBEICHUSI MPAKTUYECKOTO O0YUCHHUSI.
3. OcCHOBHEIE npaBujia 3neKTp06e30HaCHOCTH. ITepBas 13.01
MIOMOILb IPU MTOPAXKEHUH JIEKTPUUECKUM TOKOM.
4, OcHOBHEIE BpCIHbBIC (baKTopLI, BO3HUKAIOMMUE IIpHU 13.01
pabote c I1K.
5. Pabora ¢ TpeHaxxepamu KiIaBHAaTyphbl, ¢ OOydYarollMMH | 15 (01
IPOrpaMMaMHU.




6. Pabora ¢ Tpenaxepamu KiaBHaTyphl, ¢ oOydaromumu | 15.01
IporpaMMamu.

7 BrinosHeHne NpakTHYECKUX YIIPaKHCHUIM 18.01

8 BrinosHeHne npakTHYeCKuX YIpaKHCHUM 18.01

9 Pa6ora co cripaBounoii cuctemoirr Windows 20.01

10 Pa6ora co cripaBounoii cuctemoirr Windows 20.01

11 BrlnonHeHue onepanuii ¢ OKHaMHu. 22.01

12 BrinosHeHue omnepaiuii ¢ OKHaMH. 22.01

13 [TpocMOTp TUCKOB U MAMOK C TOMOIIBIO MPOTPAMMBI 25.01
«MoWl KOMITBIOTEDY.

14 [IpocMOTp AMCKOB M MAOK C MOMOUIBIO TPOTrPaMMBI 25.01
«MoOM KOMITBIOTEP.

15 BrinonHenue onepanuil ¢ gpaiaamMu ¥ MankaMu. 27.01

16 BrinonHenue onepaiuii ¢ gpailiamu 1 nankamu. 27.01

17 BrInosHeHNE NPAKTUYECKUX YITPAXKHECHHI 29.01

18 BrInosHeHNE NPAKTUYECKUX YITPAXKHECHHI 29.01

19 BrInosHeHNE NPAKTUYECKUX YITPAXKHECHHI 01.02

20 BrlnonHeHHe NPaKTHYECKUX YIPAKHEHHUH 01.02

21 BrlnonHeHHe NPaKTHYECKUX YIPaKHEHHM 03.02

22 BrlnonHeHHe NPaKTHYECKUX YIPAKHEHHUH 03.02

23 BrinosHeHNe NPaKTUYECKUX YITPAXKHECHHI 05.02

24 BrinosHeHNe NPaKTUYECKUX YITPAXKHECHHI 05.02

25 OcBoeHre HaBBIKOB 110 BBOAY M PEIAKTUPOBAHUIO TeKcTa, | 08.02
(opMaTUPOBAaHUIO W  MPOCMOTPY JIOKYMEHTOB B
pa3IMYHBIX PEKHUMAX;

26 OcBoeHre HAaBBIKOB 10 BBOJY U PEAAKTUPOBAHUIO 08.02
TekcTa, GOpMaTUPOBAHUIO U TIPOCMOTPY JOKYMEHTOB B
pa3IMYHBIX PEKUMAX;

27 OcBoeHME HABBIKOB IO BBOAY U PEIAKTUPOBAHUIO 10.02
TEKCTa, POPMATUPOBAHUIO U IPOCMOTPY TOKYMEHTOB B
Pa3IMYHBIX PEKUMAX;

28 OcBoeHME HABBIKOB IO BBOJY U PEIAKTUPOBAHUIO 10.02
TEKCTa, POPMATHUPOBAHUIO U IPOCMOTPY TOKYMEHTOB B
Pa3IMYHBIX PEKUMAX;

29 OcBoeHME HABBIKOB MO0 O(DOPMIICHUIO CTPAHUIL; 12.02

30 OcBoeHne HABBIKOB 110 OPOPMIICHUIO CTPAHUII; 12.02

31 OcBoeHrEe HABBIKOB 110 O(POPMIIEHUIO TOKYMEHTOB; 15.02

32 OcBoeHre HABBIKOB 10 0O()OPMIICHUIO JOKYMEHTOB; 15.02

33 OcBoeHre HAaBBIKOB 0 pabOTE C TAOIUITAMHU. 17.02

34 OcBoeHre HAaBBIKOB 10 pabOTe C TaOIUITAMHU. 17.02

35 BrinosHeHne NpakTHYECKUX YIIPaKHECHUM 19.02

36 BrinosHeHne NpakTHYECKUX YIPaKHEHUN 19.02

37 BrinosHeHne NpakTHYECKUX YIPaKHECHUM 22.02

38 BrllonHEeHNE NPAKTUYECKUX YIPAKHEHHUH 22.02




39 [Iporpammsl [Jisi aBTOMAaTU3alMUU JEJIONPOU3BOACTBA - 24.02
MicrosoftOffice; Bepcun. CoctaB makeTa mporpamm.
40 IIporpamMmel i1 aBTOMAaTU3alMH JEJIONPOU3BOICTBA - 24.02
MicrosoftOffice; Bepcun. CoctaB makeTa mporpamm.
41 OTtpaboTka ynpakKHEHHIA: 110 BBOY IAHHBIX B STYCUKH 28.02
AIIEKTPOHHOMN TaOJINIIBI
42 OTtpaboTka ynpakKHEHHIA: 110 BBOY IAHHBIX B STYCUKHU 28.02
AJIEKTPOHHOMN TaOJIUIIBI
43 OTtpaboTKa ynpakHEeHHH 110 CO3JJaHuI0 pabovero JucTa 01.03
44 OtpaboTKa yrmpaXHEHUH 110 CO3/IaHUI0 paboUero JIMcTa 01.03
45 OTtpaboTKa ynpakHEHHI: 110 PeTaKTUPOBAHUIO pabOyYero
JHCTa 03.03
46 OTtpaboTKa ynpakHEHHI: 110 PeTaKTUPOBAHUIO pabOUYero
JUCTa 03.03
47 OtpaboTka ympaXHEHUH 10 M3YyYEHHUIO OCHOBHBIX
npreMoB (JOpMaTUPOBAHUS; 10.03
48 OTtpaboTka yrpaxHEeHUI 10 N3MEHEHHUIO BHEIITHETO BUA
TaOIUIIBL; 10.03
49 OTtpaboTka yrpaxHEeHUI 10 U3MEHEHHUIO BHEIITHETO BUA
TaOJIUIIBL, 12.03
50 OTtpaboTka ympakHEHHH MO CO3JIaHUI0 W KOTTMPOBAHUIO
bopmyn
12.03
51 OTtpaboTka yrpaxHEHUI MO CO3AAHUI0 U KOMHPOBAHUIO
dbopmyn 15.03
52 OTtpaboTka yrpaxHEeHHI MO CO3AaHHUIO0 U KOIMPOBAHUIO
dbopmyn 15.03
53 OTtpaboTKa ynpakHEHHH 110 BEITOJHEHWIO BeruuciaeHuit; | 17.03
54 OTtpaboTka yIpaxHEHUM 1o CO3/IaHUIO0 u
PEIAKTUPOBAHUIO JUArPaAMM. 17.03
55 OtpaboTka yIpaKHEHUM 1o CO3/IaHUIO u
PEAAKTUPOBAHUIO JHATPAMM. 19.03
56 OcBoenue nporpaMmm TUTSt aBTOMAaTHU3aLIUU
nenonpoussozacTea MicrosoftOffice 19.03
S7 OcBoenue nporpaMmm TUTSt aBTOMAaTHU3aLIUU
nenonpoussozacTea MicrosoftOffice 22.03
58 3auer 22.03
Hmozo no pazoeny: 58 uacoe




KAJIEHJIAPHO-TEMATUYECKHAM IIJIAH
PA3JIEJIA (JIIPAKTUYECKOE OBYYEHUE»

KoJu-Bo yacos
Ne Kypcsol, npeameTtsl IIpakTHyeckune
n/n 3aHATHS
IVI1aH (pakr

1. TexHuka 0€301aCHOCTH Ha MPEATIPUSTHN. 13.01

2. 3HAKOMCTBO CO CTPYKTYpO# peANpusITis 1 JopkHOCTHRIMA | 13.01
00SI3aHHOCTSIMH arapaTa yIpaBlIeHHsL.

3. Cocrasienue 1 0OpMIICHHE TOKYMEHTOB CITY>KEOHOTO U 15.01
JIMYHOTO XapaKTepa.

4, Cocragpnenre 1 0opMICHHE IPUKA30B I10 JJMIHOMY cocTapy | 15.01

5. Cocrapnenre 1 0hopMIICHHE TIPHUKA30B IT0 OCHOBHOM 18.01
JeATEITEHOCTH

6 CocrapnieHue 1 0opMIICHHE IPOTOKOJIOB 18.01

7. Cocragnierre 1 0hOpMIICHUE PACTIOPSHKEHUIM 20.01

8 Cocrasienre 1 0(OpMIICHHE aKTOB 20.01

9. CocragneHre 1 0(OpMIICHHE JIOTOBOPOB 22.01

10. | CocraBnenue 1 ohopmIIEHHE CIIPABOK 22.01

11. | CocraBnenue 1 ohopMIIeHHE CITY>KEOHBIX ITHUCEM 25.01

12. | Cocrasnenue v oopMIICHUE TeJerpamMm, TesiepoHOrpaMmM 25.01

13. | OdopmiieHrE BBHITIMCOK U3 MPUKA30B 27.01

14. | OdopmiieHne BBINMKUCOK U3 TPOTOKOJIOB 27.01

15. | CocraBnenue 1 ohopMIIEHHE PACTIOPSTUTEIBLHBIX 29.01
JIOKYMEHTOB.

16. | CocraBnenue u ohopMIIeHHE YKa3aHUIA 29.01

17. | CocraBneHue 1 0ohopMIICHHE PACTIOPSKESHUIMA 01.02

18. | CocrasneHue v 0ohOpMIICHUE PEIICHUIA 01.02

19. | Cocrarnenue 1 oopMICHUE IPUKA30B 03.02

20. | CocraBienue u opopMIICHHE ITPHKA30B 03.02

21. | OdopmiieHrE PEKBU3UTOB PACHIOPSTUTEIHHBIX TJOKYMEHTOB. 05.02

22. | PaboTa ¢ KOppeCIOHICHITHUEH. 05.02

23. | IomyyeHne KOpPECTIOHICHITUY Ha TIOUTe 08.02

24. | Peructpatysi BXOJSIIENH KOPPECTIOHACHIII 08.02

25. | Peructpaiiyisi ICXOJAIIIEH KOPPECTIOHICHITUH 10.02

26. | Peructparysi, BXOJAIIEH, UCXOIAIIIEH U BHYTPEHHEH 10.02
KOPPECTIOHACHLINH.

27. | Peructpanysi, BXOMSIIIEH, NCXOISAIIECH U BHYTPEHHEN 12.02
KOPPECTIOHACHLINH.

28. | Benenue TenehOHHBIX TIEPETOBOPOB. 12.02




29. | 3amuchk TeneoHHOro COOOIICHUS!. 15.02
30. | IIpuem nmoceTureneil. 15.02
31. | Ilpuem noceTureneil. 17.02
32. | Jlmanor ¢ moceTHTeIeM 17.02
33. | I3bexxanne KOH(MDIMKTHBIX CUTYaIHi. 19.02
34. | Benenve KHUTH ydeTa MOCETUTEIICH. 19.02
35. | PabGora Ha KOMIIBIOTEPE 22.02
36. | OdopmiieHre NPUKA30B MO JMYHOMY COCTaBY 22.02
37. | OdopmiieHrE NPUKA30B IO OCHOBHOM IS TEIILHOCTH 24.02
38. | OdopmiieHrE IPOTOKOJIOB 24.02
39. | OdopmireHre PaCTIOPSDKEHUIA 28.02
40. | OdopmieHHe akTOB 28.02
41. | OdopmieHre T0roBopoB 01.03
42. | OdopmiieHHe CIpaBoOK 01.03
43. | OdopmieHne CiTy)KEOHbIX ITUCEM 03.03
44, | OdopmieHue TererpamMm, TeaepoHorpaMmm 03.03
45. | OdopmiieHre BBIMCOK U3 TIPUKA30B 10.03
46. | OdopmiieHrE BBITUCOK M3 TIPOTOKOJIOB 10.03
47. | OdopmieHne pacnopsIMTEIbHBIX JOKYMEHTOB. 12.03
48. | OdopmieHne ykazaHui 12.03
49. | OdopmieHue pacropsHKEHUMA 15.03
50. | Odopmienue pereHui 15.03
51. | OdopmiieHre IPUKA30B 17.03
52. | OdopmiieHrE IPUKA30B 17.03
53. | OdopmiieHne TOKyMEHTOB 19.03
54. | PaboTa ¢ OpraHM3aIMOHHO-TEXHUYECKUM 00eCTICUeHUEM

o(uca 19.03
55. |Pabora c OpraHM3alMOHHO-TEXHUYECKUM OOECIIEUEHHEM

oduca 22.03
56. | Pa3MHOX€HME 1 CKAHUPOBAHKE JOKYMEHTOB. 22.03
57. | Pa3MHOXeHHe U CKaHMPOBaHUE JIOKYMEHTOB. 24.03
58. | Odopmierre nH(HOPMAIIOHHO-CIIPABOYHBIX IOKYMEHTOB 24.03
59. | OdopmieHne cipaBok 26.03
60. | OdopmiieHrE TPOTOKOIIOB 26.03
61. | OdopmieHne cykeOHBIX 3aITMCOK 07.04
62. | OdopmiieHre TOKIIaTHBIX, 3aIUCOK 07.04
63. | OdopmieHre OOBICHUTEIBHBIX 3aITMCOK 07.04
64. | OdopmieHre akToB 09.04
65. | Odopmenre TenedhoHOrpaMM 09.04
66. | OdopmiieHre CITyKEOHBIX TIFICEM. 12.04
67. | Cocraienue 1 ohopMIICHUE TOKYMEHTOB I10 JITYHOMY 12.04

COCTaBy
68. | CocraBienue u opopmiieHHE TOKYMEHTOB TIO JITYHOMY 14.04

COCTaBY




69. | Cocrasienue u ohopmIIeHHE MPUKA30B MO JIMYHOMY cocTaBy. | 14.04
70. | CocraieHue u oopMIICHHE PUKA30B M0 JIMYHOMY cocTaBy. | 16.04
71. | Jlmaznor c moceTureneM 16.04
72. | BeneHue KHUTH ydeTa MOCETUTEIEH. 19.04
73. | TpeGoBaHus K MOJTOTOBKE COBCTITAHMIA 19.04
74. | O6cimyXrBaHUE COBEIIIAHUIA 21.04
75. |llpesentaimss  ¢upmpl:  TpeOOBaHMS K  TOATOTOBKE, | 21.04
TIPOBEICHHUIO.
76. | Ilpesentaiust  ¢upMbl:  TpeOoBaHus K  moaroroske, | 23.04
TIPOBEICHHUIO.
77. | OdopmiieHrE pEeKBU3UTOB JOKYMEHTOB 23.04
78. | OdopmiieHrE PEKBU3UTOB TOKYyMEHTOB 26.04
79. | OdopmieHue 01aHKOB JOKYMEHTOB 26.04
80. | OdopmieHre 01aHKOB IOKYMEHTOB. 28.04
81. | CocraBienue u ohopMIICHHES PACTIOPSIUTEILHBIX 28.04
JIOKYMEHTOB.
82. | CocraBieHue u opopMIICHHE YKa3aHUI. 30.04
83. | CocraBienne n opopMIICHHE PACTIOPSKCHHIA. 30.04
84. | Cocrasienne u ohopMIICHHE PEIIICHUIA. 03.05
85. | Cocrasienne 1 0opMIICHHE TIPHKA30B. 03.05
86. | OdopmiieHrE PEKBU3UTOB PACHIOPSIUTENBHBIX TJOKYMEHTOB. 03.05
87. | OdopmiieHrEe PEKBU3UTOB PACHIOPSTUTENBHBIX TJOKYMEHTOB. 05.05
88. | OdopmiieHrE PEKBU3UTOB PACHIOPSIUTENBHBIX JOKYMEHTOB. 05.05
89. | OdopmireHrE OPraHU3aITMOHHBIX JJOKYMEHTOB. 05.05
90. | CocraBrnenue u opopMIICHHE YCTaBA. 07.05
91. | CocraBienne 1 ohopMIICHHE TIOJIOKEHHI 00 OpraHU3aITiH. 07.05
92. | Cocrasienue u 0popMIICHHE TIOJIOKEHHIA O CTPYKTYPHBIX 07.05
MO/IPA3/ICIICHHSIX.
93. | PaboTa ¢ MCXOIAIIMMY ¥ BHYTPEHHUMH JJOKYMEHTAMH. 10.05
94. | Peructparmsi HCXOIAIINX JIOKYMEHTOB. 10.05
95. | Peructparyisi BXOISIIMX JTOKYMEHTOB. 10.05
96. | Peructparyisi BXOASIIMX M UCXOASAIIMX JOKYMEHTOB. 12.05
97. | CocraBieHre HOMEHKIIATYPbI Je7l. 12.05
98. | CocraBieHre HOMEHKJIATYPHI JIE]L. 12.05
99. | Cocranenue u opopmIIeHHE HOMEHKIIATYPHI JE. 10.05
100. | CocraBnenue u ohopmiIeHIEe HOMEHKIIATYPHI JIEII. 12.05
101. ITonroToBka ien k nepeiaue B apXuB. 12.05
102. | OdopmiieHre 00JI0KKH JIeNia, HyMepallysi CTPaHUII Aea. 12.05
103. CocragrieHure OIMMCH J1e1a, 3aBEPUTEIILHOM HAJIIHCH, 14.05
BHYTPEHHEU OIKCH.
104. | IlommmBka Jies K epeaye B apXuB. 14.05
105. | 3amonHeHUe TUTYIBHOTO JICTA TPYAOBOW KHIDKKHL. 14.05
106. | 3amonnenue paznenoB «CeneHus o padotey, «CBeaeH s 0 17.05

HarpaxxKJCHHAX)




107. | Ucnpapnenue ommoboK, TOMyIEHHBIX TIPH 0OPMIICHUH 17.05
Pa3IeoB TPYAOBON KHIKKH.

108. BHrecenue n3mMeHeHU 1 IOTIOJTHEHUH B 3alMCH Ha TUTYJIbHOM | 17.05
JICTE TPYJOBOM KHIDKKH.

109. | KomanaupoBaH#e COTPYTHUKA 19.05

110. | OdopmieHre KOMaHAUPOBOYHOTO yI0CcTOBepeHus, xypHana | 19.05
ydeTa KOMaHIMPOBAHHBIX pAOOTHUKOB

111. | PaGota c opraHM3allMOHHOM TEXHUKOU 19.05

112. | [Tpusimiiel paboThl CO CKaHEPOM 21.05

113. | [Tpusimiiel paboTel IPUHTEPOM, (haKCOM 21.05

114. | [TpuHImITel paboThI ¢ KCEPOKCOM U APYTOM COBPEMEHHOM 21.05
OPraHN3alIOHHON TEXHUKOM.

115. | Otyer 0 NPOU3BOJCTBEHHON NPAKTUKE 24.05

116. | OTueT 0 MPOM3BOCTBEHHON MPAKTHKE 24.05

117. | Otyer 0 MPON3BOJCTBEHHON MPAKTHKE 24.05

118. | Otuer 0 NPON3BOJCTBEHHON MPAKTUKE 26.05

119. | Oryer 0 MPON3BOJCTBEHHON MPAKTUKE 26.05

120. | Otuer 0 MPON3BOJCTBEHHON MPAKTUKE 26.05

Hmozo no pazoeny: 120 uacoe
Kouncyabrauus 2
KouncyabTauus 2
Ix3aMeH 4
BCEI'O 420 gacoB
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