ITpunoxenue K OII «Cekperapb-MallIMHUCTKa»

KaneHpapHo-TeMaTnueckKoe njiaHUpOBaHUe

Ner/m  |HaumeHoBaHMe pasziena Tema ypoka IKon-Bo [Tum ypoka O/leMeHThI COJiepyKaHusl TpeboBaHwst K Bu KoHTpOsIS
[IporpamMMbl uac- VPOBHIO HO/ITOTOBKU
0B
1 BeegeHue. IHCTpyKTaX Mo 2 Coo011jeHre HOBBIX BBozHbIM ypoK. IHCTpyKTaXK 110 OXpaHe Tpya U 3HaTb OCHOBHBIE Boripocsl
(OCHOBBI PBIHOYHOM oxpaHe Tpyja U 3HaHUI TexHMKe Oe30MacHOCTH. MOHSITHS] PbIHOUHOM
9KOHOMUKHU U TexHHKe Ge30rmacHOCTH (OCHOBHBIE 3aKOHbI PHIHOYHOM 5KOHOMUKU. [1IpaBo SKOHOMHKU U
MpeJnpUHAMAaTe/IbCTBa OCHOBBI PBIHOYHOM COOCTBEHHOCTH, BH/IbI COOCTBEHHOCTH, OTHOLLEHHEe Mpe/NpYHUMATeTbCT
PKOHOMHKHU 1 COOCTBEHHOCTH, BUZIBI COOCTBEHHOCTH. Ba.
MpeJNpHHAMAaTe/IbCTBa OpraHM3aLMOHHO-TIPaBOBbIe ()OPMBI MPEANPUSTHIA 1
Tpe/iIPUHUMATEBCTBA, CBSI3AHHBIE ¢ GOpPMaMU 1
THamy cobcrBeHHOCTH. OpraHu3aliyis Tpy0BOM
/esiTe/IbHOCTH pabOTHUKOB Ha MPe/TIPUSTHSIX
Pa3/IMUHBIX OpraHU3al[IOHHO-TIPaBOBBIX (HOPM.
Be3paboTuija: MPUYUHBI, BUABI, MOC/IEACTBUS.
2 TTpaBOBbIe OCHOBBI TIpaBoBble OCHOBBI 2 [Kom6HHMpOBaHHbIN VcTouHKKH TPyZi0BOro npaBa. OCHOBBI IPaBOBOIO 3HaTh IPaBOBble BorpockL.
TPYZOBOW JeSTeMbHOCTH TPYZI0BOM Dery/IMpOBaHusl 3aHATOCTH U TPYZOYCTPOWCTBA. OCHOBBI TPY/J0BOH Bonpocs!
PEIHOK TpyZa UrIpodeccuu
7esITe/TbHOCTH O6ecrieyeHye rpaBa pabOTHIKa Ha OXpaHy TPyZa. 7lesITe/IbHOCTH.
PLIHOK TpyJa U (OCcOo0eHHOCTH PeTy/IMPOBaHUS TPY/A OTAENBHBIX 3HaTh MPO6IIEMBI
rpodecuu KaTeropuii paboTHUKOB. I10psi/j0K pa3perieHust 3aHATOCTH
TPYJOBBIX CIIOPOB. Po/b NepBUYHBIX MPO(COIO3HBIX MOJIOZEXH,
opraHu3aliyii B TPYAOBBIX OTHOLIEHUSIX. npocdeccun U
[Tpo6s1eMbl 3aHATOCTH MOJIOAEXU B YCIOBHSIX PbIHKA crel{aTIbHOCTH
Tpya. 3akoH Poccuiickoi ®efeparyn "O 3aHATOCTH T0/Tb3YIOIL{IeCs
HaceseHus1'", ero posib B COL{MA/MbHON 3aluTe TOITY/IIPHOCTEIO,
He3aHsTOI MostoA&xU. [Ipodeccun U crelaIbHOCTH TpeGoBaHust
[10/1b3YIOLeCs: CIPOCOM Ha 0TeueCTBEHHOM U [paboTopareneii.
3apybe)xHOM pbIHKax Tpy/a. TpebGoBanus
paboTopateneii k npoteccroHanam. Criocobbt
MoJTyueHrst MHGOPMaIlMK O BaKaHTHBIX paboumx
MecTax.
5 O611e cBeZeHNs O VicTopus pasBUTHS 2 [KomGHHHpOBaHHbIH IpukasHoe fenonpousBojcTBo. Kosexckoe 3HaTh MOHATUS Borpocs!

CEeKpeTapCKOM /Jiejie 1

(1€/IOTIPOM3BO/CTBE

1€/IOTIPOU3BO/ICTBA B

Poccuu

/1e7101pOn3BOACTBO. VICTIONMHNTEBCKOR
71e/101IPON3BOACTBO. [le/10Npon3BOACTBO B COBETCKUM

mepuos,. MecTo cekpeTapsi B COBPEMEHHBIX

rOCyJApCTBEHHBIX U HEroCy/apCTBEHHBIX CTPYKTypax,

"rprKasHoe",
""KOJI/IeXKCKoe",

"MCTIO/THUTE/TbHON "

Me10npou3BO/ICTRO,




ero (yHKLMOHa/IbHbIe 0053aHHOCTH.

TpebGoBaHusi, NpefbsB/sSEMbIe K /1eJIOBBIM U
JIMYHOCTHBIM

"kauecTtBaM" cekpeTapsi. Ky/ibTypa BHelllHero Buja
cekpeTapsi. CTuib B ofiexze. [lenoBoil KOCTIOM,
Yxpatenus, [Ipuuecka, MmaHvkiop. Vicronb3oBaHue
KOCMETHKU. MaKHsDK, ONPSITHOCTb. MaHephbl [10Be/IeHMsI.

OcCHOBHBIE NpaBHU/Ia B KOH(IMKTAX.

(YHKLMOHA/ILHBIE
00513aHHOCTH
cekperapsi,
Tpe6GoBaHwUst
npebsiBIIsieMble K

CeKpeTapio

[Henosas KysbTypa (4

yaca)

Ob6mue cBezienust 06 KombrHMpoBaHHBIi OTvKa U Mopalb, UX OTAMuMs. Kareropuu 3THKH: 3HaTh MOHATHS STUKA Bonpocs!
STUYECKOH Ky/bType 106po, 3710, OTBETCTBEHHOCTb, CIIPaBeTUBOCTb, [JOJIL - U Mopasb, UX
TIOHSATHe U cofiep>kaHue. HopMbl ¥ npaBH/ia MOBe/eHHsI. OTJINUMSI, HOPMBI U
JelcTBytolye B obLiecTBe. JTHKA /1e/I0BOrO OOLieHHs. TIpaBu/la NIOBeZIeHUsL.
JeHicTByOLIME B
00111eCTBe, METO/IbI U
cpeJiCTBa /1eJI0BOro
06LIIeHus.
ITpodeccroHanbHast KoMOHHHpOBaHHBII ITpodeccroHabHbIEe MOpaIbHbIE HOPMBI: BEXK/IHBOCTb, 3HaTh MOHsATHE Bonpocsl
3THKa. [lenoBoif sTukeT KOPPEKTHOCTb, IIpe/lyTpeAUTe/IbHOCTh, TAKTUYHOCTb, "npodeccruoHabHast
Tpygoo6ue. IIpodeccroHanbHas ITUKA Kak 3THKa", "fenoBoi
COBOKYITHOCTb MOPa/IbHBIX HOPM, OTpeZie/ISOIINX 9TUKeT", HOPMBI U
OTHOLIIeHUe Ye/loBeKa K CBOeMy Ipo(eCcCHOHaTbHOMY TipaBusia NOBeZleHUsT
poinry. HpaBcTBeHHast Ky/bTypa ¥ OTBETCTBEHHOCTh u o01jeHus B
cekpeTapsi yupexzeHus1. [IoHsiTHe /1e/10BOro STUKeTa. i 0): 1074
Hopwel, ripaBuia noBeieHyst ¥ 00IeHNs B e/I0BOI obcraHoOBKe,
ob6cTaHOBKe. TpaBuia o6LeHus], IPUBETCTBUS U cobofieHre THKeTa
Tipe/icTaB/1eHus CTOPoH. [1prem noceTureei. B Pa3/IMYHbIX
Bu3uTHBIE KapTOUKH. CUTYyaLusIX.
Kynerypa KoMO1HMpOoBaHHBIi OcHoBHbIe TPeOOBaHUS K BeJIeHUIO Tee()OHHOTO 3Hatb TpeboBaHMs K Bonpocs!
Tesle)OHHOTO pasroBopa. IToAroToBka K cyxeGHOMy Tele()OHHOMY BeZIeHHIO
ob1eHus. pasroBopy. KoMnosuijoHHbIe 1 peueBble 0COOEHHOCTH Tene()OHHOTO
cyske6HOTO TesehoHHOTO pasrosopa. I1paswma pasrosopa, npaBuia
Tes1le()OHHOTO STUKETa U BEXK/IUBOCTHU. Tesie)OHHOTO
STHKeTa 1
BEXX/IMBOCTH.
[HenoBas Gecena, KombrHMpoBaHHBII OHcoBHble TpeOGOBaHUs K J1e/10BOIt Gecefie. Ky/bTypa 3Harb Borpocst
JlenioBast TepervcKa, ciy>keGHoOro pasroeopa. Ilcuxosornueckrie OCHOBBI TICHXOJIOTYeCKHe

AE]’[OBOI‘/‘I TIPOTOKOJT

ZienoBoii 6ecesibl. PeueBoii STUKET 1 BEK/IMBOCTb.
[lesoBoii POTOKOJT Kak CBOJ, TIPaBuJI,
pernaMeHTHPYIOLIVX MOPSIIOK BCTPeU U MPOBOJIOB,

npoBeieHusi Oecefi U MeperoBOpoB, OpraHM3aLN

OCHOBBI, OCHOBHbIE
TpeboBaHus K
nenoBoii beceze,

0COOEHHOCTH




nprueMoB. OcOBeHHOCTH /Ie/I0BBIX B3aUMOOTHOIIEHHH [I€JTOBBIX
MeX/ly OpraHusalusMu. [IpueM HHOCTPaHHBIX B3aMMOOTHOIIEHHH
neneranyii. OduiabHble MpueMbl. Bu/bl IpHeMoB 1 MeXIy
oduIMaTLHOe BpeMs WX TpoBe/eHus. [Ipur/amenus. OpraHM3aIysaMHy.
OduLanbHbie BCTPEUH.
OB/iajieHve HaBBIKAMU ToaroToeka K pabore. Tpaeuaa ¥ HOPMEI Ge30macHoro Tpya. OCHOBHas 3HaTh NpaBKUIa TpakTryec
paboThI C KnaBuaTypoit OCHOBHasl MO3ULUS. nosuiys. Vi3yueHue JBIKeHHs Na/bLieB M0 K1aBUIaM OpraHu3aLyu Kast
(18uacoB) OBrajieHe HaBbIKaMU HUCXOHOU MO3ULIUU. pabouero Mecrta pabora.
paboTsl cekpeTapsi. YMeTb
NeCATUNANbLIEBBIM BBITIO/THATh
criocobom. [IBIDKEHHSI T10
K/IaBUILIaM MCXO/IHOM
TO3ULYH.
OcCBO€eHMe 0CHOBHOTO KOMOHMHMPOBaHHEIHA. BrIpaboTKa aBTOMaTH3Ma JBKeHHH Ma/bLes Ha YMeTb BhITIONHATE TIpakTryec
6yKBEeHHOro psija K/IaBUIIaX OCHOBHOIO psizia. IThceMo 6yKBocoueTaHuit JIBIDKeHMs Ha Kast
K/IaBUaTyphbl. W C/IOB. K/IaBUILLIAX OCHOBHOM pabora.
OrpaboTKa OCHOBHOM TIO3ULIVH.
MO3ULIUH.
OCBOEHHe OCHOBHOTO KomGMHHpOBaHHbIIA. BrIpaboTKa aBTOMaTH3Ma JBKeHHH Ma/bLes Ha YMeTb BHITIONHATh TpakTiyeck
6yksenHoro Pssa K/IaBUIIAX OCHOBHOTO psza. ITMCbMO C/I0BOCOYeTaHHit JIBIDKeHMs Ha e
Knaeuatypsl. ITogcuer u ¢pas. TloficyeT CKOPOCTM M TIPOLIEHTa ONevaToK. K/IaBMIIaX OCHOBHOM
CKOPOCTH U TMpOLIeHTa O3,
OTIeYaToK.
OBJ1a/ieHre HaBbIKaMU KomGuHMpoBaHHbIi. BbipaGoTKa aBTOMaTH3Ma J{BHKEHHs TTa/IbLIeB Ha YMeTb BBITIONHATh TpakTryeck
paboThl KJ/IaBUIIIaX BePXHEro psfia. MACbMO 6yKBOCOUeTaHH U JBUDKEHUS Ha o
[eCATUNANBLIEBBIM C/IOB. K/IaBUILIaX BEPXHEro
criocobom. OcBoenue paza.
BepxHero OyKBeHHOT0
pAifla K/IaBHaTypbL.
OBJiajleHye HaBbIKaMK KoMOUHNPOBaHHBIIA. Bripab0TKa aBTOMATH3Ma JBIKEHMIA Ta/bLieB Ha YMeTb BBINOIHATL TTpaxTireck
paboThl K/IaBUIIax BepXHero psaza. IIMceMo coBocoyeTanuii u JIBIKeHMs Ha ”
NeCATUNANBLIEBBIM ¢pas. [TozcueT CKOPOCTH U TPOLIEHTa ONeyaTokK. K/TaBUILIAX BEPXHEro
crioco6om. OcBoeHue psiza.
BepXHero GYKBeHHOTO
pAiZia K/laBUaTyphl.
TTofcueT CKOpoCTH |
MpOLIEHTa OMeyaToK.
OBazieHye HaBbIKAMU KomGuHUpOBaHHbI. Bripab0TKa aBTOMATH3Ma JIBIKeHHUIA anbLieB Ha YMeTb BBITO/HATD TlpakTrueck
paboThI K/IaBUIIAX HIKHETO psizia. [IMCbMO CI0BOCOYETaHUH 1 JIBWKEHMS Ha o
NleCATUNANbLIEBBIM ¢pas. K/IaBUIIAX HIKHETo




criocobom. OcBoeHre

HIDKHEro OyKBEHHOro

psifia K/IaBUATYpBI.

psiga.

OEnajieHvie HaBBIKAMH KomGuHupoBaHHbIi. BrIpaboTKa aBTOMATH3Ma [IBW)XEHHH Ma/lbles Ha YMeTh BBITIOJHAT TlpakTryeckas
A I

paboTe! K/TaBUIlIaX HIKHEro psifa. ITMCbMO CI0BOCOYeTaHUH 1 NBYKeHHUs Ha

NIeCSITHIAbLIeBBIM ¢pas. TToAcueT CKOPOCTH U MPOLIEHTA OIEYaToK. K/TaBUILIAX HIKHETO

crioco6om. OcBoeHue psza.

HIDKHEro GYKBEHHOTO

pSijla KJaBUaTyphL.

ITopcuer ckopocTtu U

TpolieHTa OMeyaTokK.

UeTBepThlii psif KoMOUHMPOBAHHBI. V3yueHue IBLKeHUS NAIbLEB [0 YeTBePTOMY DALY YMeTb BLINOMHATH TpakTryeckas
IBIKEHUS 10

K/IaBUaTypbl. 3HaKK K/1aBUaTypsbl. [TMCbMO 3HAKOB TPeNUHaHKs, apabCKUX ueTBepTOMY psfy

NpernuHaHusl. LGP, 3HaKOB, YNOTPeGIseMbIX C [dpamMH. K/IaBUATypBbL.

Apabckue uGIIBL.

3HaKH,

yroTpebisieMble ¢

Luhpamu.

Hcnonb3oBanue

BEDXHEro perucrpa.

YeTrepThIii psij KoMOMHMPOBAHHBIA. BblpaboTKa ~ ABTOMATM3Ma  /IBWKEHWs TMalbliee 1o | - METb BbIMOHATE TpakTrdeckas
JBYDKEHHS TI0

KJ/IaBUaTypbl. 3HAKHU uetBepTOMy Py  Knamuarypel  IIMCBMO  3HAKOB | ‘yerpepromy psay

TIpenyHaHus. npenuHaHus, apabckux Lu¢p, 3HaKoB, ynoTpebssieMbix | K/IaBHATypbl.

Apabekue b, ¢ uudppamu. [TogcueT CKOPOCTH M TIPOLIEHTA OMEeYaTok.

3HaKu,

yrioTpebisieMbie ¢

uudpamu.

Hcrone3oBanne

BEPXHEro PerucTpa.

TloficueT CKOpOCTH H

NpPOLIEHTA OMeyaToK.

COBepILIeHCTBOBAHHE KombuHMpoBaHHBIi. COBepLICHCTEOBAHMS  TexHMKM — mwcbMa.  I[logcuer | YMeTb paGorats co TTpakruyeckas
BCEMU psiZiaMu

TeXHMKH TMHCHMa. CKOPOCTH U MPOLIeHTa OfeyaTok. ABTOMaTHuecKas KTABUATYDBL.

MpOBepKa U yCTpaHeHHe OLINOOK.

COBepILEHCTBOBAHHE KomGunupoBaHHbIii. CoBepLIEHCTBOBAHMS ~ TexHMKM — mucbma.  [logcuer | YMeTh paGotats co TpakTiyeckas
BCeMU psifiaMu

TeXHWKH MUCEMA. CKOPOCTH U TPOLIEHTa OrevaToK. ABTOMAaTHUecKast KITaBHaTypbi.

MpoBepKa ¥ YCTpaHeHHWe OUIMOOK.

CoBepLIEHCTBOBaHKE KombuHMpoBaHHIi. COBEpLIEHCTBOBAHHS TexHuku rmchma.  Ilopcuer | YMeTh pabotars co ITpaxruueck

BCeMU psiIaMu ast

TeXHHKHU IMMCbMa.

CKOPOCTHU U MNPOLIEHTAa OIleyaToK. ABTOMaTHUeCKas

TIPOBEpKa M yCTPaHEeHHe OIIMOOK.

K/laBUaTyphI.




CoBepIlIeHCTBOBaHHE KomGunupoBaHHbI. COBEPIIEHCTBOBAHMS ~ TexHWKM — mwchkma.  ITopcuer | YMeTh paborath co TpakTrueckas
BCeMH psifiaMu
TeXHUKH MAChbMa. CKOPOCTH H MPOIIeHTa OTeyaToK. ABTOMaTHUeCKast K/IABHATYPbL.
NpoBepKa ¥ yCTpaHeHw e OMHO0K.
O6wjye HOpMbI U npaBuaa | OCHOBHbIE npaBuia KomGuHupoBaHHbI. OcCHOBHBIe TpaBu/Ia odopmnenys TeKCTOBOro | 3HATh OCHOBHBIE TpakTideckas
odopM/IeHHs  TEKCTOBBIX | OQOpMIIEeHHUs MaTepuana  (pasvepel ~ Gymard, TpHUMeHseMble B | MpaBuia
pabor M CIyKeBHBIX | TEKCTOBOTO MaTepuaa. [1e/I0TIPOU3BOJICTRE, pasmepsl noneit JeNoBbIX | odopMIeHus
[I0KyMeHTOB (18 uacos) JIOKYMEHTOB, HyMepallis CTPAaHHI| B JIOKyMeHTax). TEKCTOBOrO
MaTepHaa.
Harmcanue B KomGUHMpOBaHHBIA. Harucanne B [J0KyMeHTax  (M3MUeCKMX  BeJUYMH, | 3HATh HarMCaHUe TpakTryeckas
[JIOKyMeHTax MaTeMaTHYeCKIX dopmy, 3HaKK XUMHYECKUX | (U3IUecKUX
(V3IUeCKHX Be/THUHH, 5MeMeHTOB.  [IpaBHW/a  HANMCAHWA  TIOPSIKOBBIX W | BEJMUMH,
MaTeMaTHueCKHxX KOJTUUeCTBeHHBIX UHCTUTENTbHBIX, HamMCcaHWe | MaTeMaTHUYecKHX
opmy, 3HAKOB MHOT'03HauHbIX YMCell. ¢hopmy, 3HaKOB
XUMHUECKUX XMMHUeCKHX
3/eMEHTOB.  TpaBW/Ia 3/IeMEHTOB,
HamMCcaHust UHMCITATeSTEHBIX
YHCTUTe THHBIX.
IIpaBuna odopM/IeHHS KombuHMpOBaHHBIi. IIpaBuna odopMIeHMs 3ar0/IOBOK M TOZ3ar0/I0BKOB. YMeTb NpaBU/ILHO TpakTrueckas
3ar0/I0BKOB, othopMAITH
TI0/13ar0/IOBKOB 3ar0JIOBKH,
TI0/I3ar0JIOBKH.
Odopmenve KomGHHHpOBaHHbIiA. IIpueMs! Bbljie/IeHHs! OT/Ie/IbHBIX YYaCTKOB TEKCTa. YMeTb NpaBUILHO TpakTideckas
TIpUMeYaHuH, odopMyIeHre TIPUMeYaHHii, TIPUIIOXKeHHH, OCHOBaHMIA. ohopMIATE
TIPUTOKEHWH, NpUMeyaHus,
OCHOBAHHIA. TIPUJIO)KEHHS,
OCHOBAHUISL.
OdopmIeH e CCBITOK, KombuHMpoBaHHEIi. Odopmrienne CCBUIOK. Bubnvorpadwus. Bugpl | 3Harh npaBuwia TpakTrueckas
CHOCOK. 6ubnuorpaduu. IpaBuna odopmieHus Gubnuorpagum. otopmieHust
Bubmuorpagus.  Bupp! COKpalleHHs C/IOB M CIOBOCOUYeTaHHiA, PUMeHseMbIX B CCBITIOK, CHOCOK,
6ubmorpaduu. [le/IoBOM IepernycKy. 6ubrorpadum.
Odopmrenust KOMOUHMPOBAHHBIA. OdopMIIeHte TUTYILHOTO JIMcTa. KOppeKTypHble 3HaKH 3HaTh KOPPeKTypHbIE TpakTryeckas
TUTYLHOTO nMcTa. W TIpUMeHeHNs B UX KOPPeKTYPHO# MpaBKe. 3HAKH U X
KoppeKTypHEle — 3HaKH TPYMeHeHus. YMeTh
Y TIDUMEHEHMs B WX ohopmAITE
KOPPEeKTYPHOi! MpaBKe. TUTY/BHBIH JTACT.
KoMOHHUpOBaHHBI. IIpakTHueckas

Odopmnenue
JIOKYMEHTOB B (hopme

Tabmuupl. Co3aanue 1 hopMaTHpOBaHUe TabIMUHBIX

¢opm. Ionstue o Tabmmiax. Co3ganue Tabmury

3HaTh CTPYKTYpy

TabJUIL[BI, TIPABUIA

TabO/IULIBI.

NpOCTBIX U CJTIOXKHBIX. HpaBHna 3arto/THeHus

TabuHbX (hopM (oOpMIIEHHE 3aroiOBKOB ¥ TOJIOBKU

Tabmmipl).  Hacrpoiika — mapametpoB Tabsm.

3aro/iHeHNs. Y MeTb
odopmnsATh

Tab/IHLIBI,




Odopmrienrie GOKOBUKA, FOPU3OHTA/bHBIX PSZIOB, HACTPaUBaTh
BepPTHKa/IbHBIX Tpad Tab/ivIbI. riapaMeTphl.
Ocopmrenve 3 KomGunuposaHHbIi. BrimonHenve Tabmuiel B opmate A4 (opueHTanMs | YMeTb BBINOJHAT TpakTieckas
JIOKYMEHTOB B (hopme anbbomHasi). OdopmiieHre NpPUMEUYaHHH W CHOCOK TpU | Tab/HMLbl,
TabuLpl BBITIOJIHEHHE  LIA(POBBIX TabmuLy. Odopmienre | mpeobpasoBbBaTh
BbIBOZOB. [Ipeobpa3zoBanye TaG/IULbl B TEKCT M TEKCTa Tab/MLly B TEKCT U
B Tabmyy. Haob0opoT.
HapammBanue ckopocTu Hapaumsanue 3 KomGunupoBaHHbIi. HapammBanue —CKOpOCTH MUCHMa. CroBapHble. | YmeTh HaGMpaTh TpakTiyeckas
niceMa (10 gaca) CKOPOCTH THUCbMa. (pa3oBble TPeHHMPOBKW. PaboTbl Ha CKOPOCTb TMCbMA. | TEKCT
TMucbMo TeKCTOB TTUCbMO TEKCTOB DPa3/IMUHON TeMATMKU C COOJHO/IEHUEM | JIeCSTUMAbLEBbIM
pas/IMuHON TeMaTUKU C npaBua mucbMa. Ileuaranue pedepaToB, DYKONMCHBIX | METOZOM,
COB/IIO/IeHUEM TeXHUKU Marepua’oB. BBINO/IHAT
NUCbMa. TEKCTOBbIE U
TabyHBle PabOTHL
HapaiisaHue 3 KomGuHupoBaHHbIi. HapaiipaHie CKOPOCTH MUChbMa. CrosapHble. | YMeTh HaGUpaTh TpakTideckas
CKOPOCTH THChMa. ¢pasosble TpeHUPOBKU. PaBoTbl Ha CKOPOCTb MHMCbMA. | TEKCT
TucbMo TEKCTOB TTMCbMO TEKCTOB pa3/IMUHON TeMAaTMKU C COO/IOZIeHUeM | JleCATUMasbLEeBbIM
Pas/IMuHOM TeMaTUKU C npaBua mMucbMa. IleuaTanue pedepaToB, DYKONMCHBIX | METOZOM,
COB/IIO/IEHUEM TEXHUKU MaTepuaos. BBINO/IHATh
nUchLMa. TEKCTOBbIE U
TabiuHble PabOTHL.
Hapanusanve 4 KombuHMpOBaHHEIi. HapaluBaHue —CKOpOCTH MUChMa. CroBapHble. | YMeTb HabupaThb TpakTryeckas
CKOPOCTH THUChMa. ¢pasoBbie TpeHUPOBKU. PaboTbl Ha CKOPOCTb MMCbMA. | TEKCT
TucbMo TEKCTOB TTMCHMO TEKCTOB DPa3/IMUHON TEMAaTHKU C COOJIFOJIEHHEM | JeCSTHNabLeBbIM
Pas/IMYHON TeMaTHKU C npaBu/i mucbMa. Ileyaranue pedepaToB, DYKONMCHBIX | METOAOM,
COBJIIOiEHMEM TEXHUKH MaTepua’ioB. BBINO/HATD
nUcLMa TEKCTOBbIE U
TabmmuHbIe PaGoTHL
NTOIr'O 56

YuebHasi npakTHKa- 6 YacoB

Ne n/n

IIanM&HonaHnepa3aena

Tema yueGHOH NMPaKTHKH

KomuuecrBo
4yacoB

CopepxaHue

Bup
KOHTpOJIsA




ITpakTuKa

1. CocrasnieHre u opopmrenre | CocraBneHre U ohopMIeHHe TEKCTOB 6 COCTaB/IATh, peZJaKTUPOBAaTh ¥ O(OPMJISATH OpraHM3alliOHHO-PACIIOPSANTE/bHbIE  JOKYMEHTBI
TEeKCTOB M [JJOKYMEHTOB | JOKyMeHTOB PasIUUHbIX BU/IOB opraHu3aLyy;
Pas/IMUHbIX BHOB CJIO’KHOCTH.
CJIO)KHOCTH.
HNTorosas arrecranusa — 2 yaca
ITpousBoacTBeHHas MpakTUKa- 4 yaca
Ne n/nt HaumeHoBaHue pa3spena TeMa npou3BO/CTBEHHOH NPAKTUKHU KommuectBo Copep)xaHue Bup
4acoB KOHTPOJIA
1. OpraHu3aLioHHOe O6paboTka [JOKYMEHTOB [0 JIAYHOMY 2 OdopmeHre TUUHBIX fiel yIeHUKOB IIpakTuKa
obecrieueHve eATeNLHOCTH (COCTaBy.
OpraHu3aLu
2 Ocymectsnenye TIO/ITOTOBKU 2 IMoAroTOBUTH JIMYHEIE flesia 00yUaroIMXCsl BBITYCKHBIX K/IACCOB K Iepejiade Ha apXUBHOe XpaHeHHe ITpakTHka

Aen K Iepejiaue Ha apXWBHOE
XpaHeHue

2. OcyjectButh oopmieHre 06/10KKH fefa, BHYTPeHHeil ONUCH Jief1a ¥ JINCTa-3aBepuTess Jena




OHEHO‘-IHLIE MdTepHa/Ibl

B miporjecce o6yueHust [/isi TPOBEPKHU MOMYUEHHBIX 3HAHUH M YMEHHH MCMOJb3YHOTCS MPAKTHUECKHe
3a/laHusl.

[Tpome)xyTOUHasi aTTecTalisi BXOJUT B Iepuoj (BpeMsi W3ydeHMs1) yueGHOro Kypca M TIPOBOZAHUTCS B
¢dopme, yKa3aHHOW B y4eOHOM TulaHe. BpeMms, OTBOAMMOe Ha NPOMEXYTOUHYIO aTTECTAL[HIO, 3a70’KeHO B
KaX/JIOM Kypce mporpaMmbl (cTosiber] mpakThdyeckue 3aHsATHs). DOpMOI TNPOMEKYTOUHOM aTTecTaludl II0
KypcaM NporpaMMbl sIBSeTCs 3aueT.

IpakTnueckas padora Nel

[obaBneHye B 111a0JI0H MpHKa3a HeJOCTaroIIel MH(OPMALK U3 TeKCTa:

Oupektop OO0 «Mauta» B.M.ITepmsikoB 10 OKTs0ps TeKyllero rofa W3Jan TIPUKa3 O MPOBE/eHUH
VHBeHTapu3allid TOBapHO-MaTepHasbHbIX L[eHHOCTeH Ha CK/aje npeAnpusaTvs. OH Ha3Hauul KOMHUCCHIO TIOZ
rpefice/jaTe/IbCTBOM KoMMepueckoro aupekropa E.M. KpomaHeBoii. B cocTaB KOMUCCHMUM BOILIM 3KOHOMUCT
E.H. T'nafkoBa ¥ COTPYAHUK Xo03stiicTBeHHOro otzena B.C. MiBaHoBa. B mprkase ObL10 opy4eHo K 15 oKTs0ps
TIPeICTaBUTh HA YTBEp)K/AEHWEe JOKYMEHTBhI CKIa[CKOr0 ydeTa (TOCOCTOSIHUIOHAlOKTSIOps) M OTUeThl 00
0CTaTKax TOBAPHO-MaTepUasbHBIX IeHHOCTeH (10 cocTosiHMIo Ha 10 okTs6ps). OTBETCTBEHHBIM UCTIOHUTEIEM
TpYKasa Ha3HAaueH HavajbHUK Xo3siictBeHHoro otena U.C.CupopkuH. IIpoekT mpukasa ObLT 3aBU3MPOBaH
raBHbIM Oyxrantepom mpenmnpustus O.A.MumoTUHONW W HauyaJbHUKOM Xo3siicTBeHHoro otzena W. C.
CHOpKUHBIM.

1. Haiigure n WCTpaBbTe OIIMOKY B 0)OPMIIEHUH TTPUKA3a.

2. VI3 npuiBe/ieHHbIX HIDKe YacTel COCTABbTe U MPABHIBHO 0(OPMHUTE 3asiBIeHHe.

3. Odopmuts ITpOTOKOJT B TEKCTOBOM peiakTope MicrosoftWord.

4. Pemmre 3aJlaHue:;

PyxoBozactBo OO0 «CTpoiicynepiHBECTTOPT» PELLUIO PU 0pOpPMIIEHUH TTMCbMa- TIPeJiI0KeHuUst 0
COTPYZHUYeCTBe CBOMM NapTHepaM «/IHBeCT-CTpOHKOMKHPITHY» UCII0/Ib30BaTh H300pakeHne
rocyzapctBeHHoro repba P®. HackoibKo paBOMOYHBI JjelicTBUsI pyKoBoAcTBa ObiectBa? [ToaTBepauTe CBOM
OTBeT CCBUIKOM Ha HODMAaTUBHBIE [JOKYMEHTHI.

IIpakTuueckas padora Ne2

].. OTBeTUTh TMCbMEHHO Ha TeopeTruyueCkKre BOIpPOChI:

Kakue HeoOXo1Mble COCTaB/ISFOLLME TTPH BCTYIJIEHUH B KOHTAKT C rocetutesieM? Kakue 3Taribl pa3BUTHs
KOH(MKTa?

Kakue 0CHOBHBIE BU/IbI MEXKKY/IBTYPHONH KOMMYHHKALMH.

2. OHpe,E[eIII/ITb, KaKUM Tp66OBaHI/IHM K KaueCTBaM AEHOBOIZ peuun (HpaBI/I}'II)HOCTL, TOYHOCTb,
YMeCTHOCTbB, ACHOCTB, 6oraTcTBO U ,E[p) He COOTBETCTBYIOT IpHBeJieHHbI€ BbICKa3bIBaHUA.

VcripaBUTh peveBble HeZlOUeThl

«51 He Mogy omeemumb Ha Baw eonpoc»
« Omo He Mos 30HA OMEEMCMBEHHOCMU»
«Y mensi Hemy Homepa Bawezo menegona»

«ITepe3eoHio Bam & baudicatiiee 8pemsi»
«ZlokymeHmbl 6ydym CKOpO 20moebi»

IIpakTnyeckas pabora Ne3

1. Maiire onpesenenys cieAyrOLUMM MTOHATHSIM:
Tpydoeble omHoweHust
Tpydoeoii dozoeop
KonnexkmugHbiil doz2oeop
CeepxypouHas paboma

IpakTnueckas pa6ora Ned
1.Habepurte B TeKCcTOBOM pefaktope MicrosoftWord #oKyMeHT, mpe/icTaBieHHbIHapUCYHKe .



TpeboBanus K opopmennto: mpupT— Times New Roman, 14 ker/b, MeX/yCTpOUHbIi uHTepBan — 1,15
CTPOKH, ab3al{HbIi OTCTYI OCHOBHOTO TeKCTa -1,25 cM, BbIpaBHUBaHWE OCHOBHOTO TeCTa — T10 IIMPHHE TEeKCTa.

1. HanwiuTe TeserpaMmy 1o obpasiy.

Tenerpamma. Cpounasi. CBepZ/IOBCKUiA iecripomMx03, CaBesbeBy.

CpouHO OTrpy>kalTe KpyIJbli JleC B BOCEMb BaroHOB B cueT forosopa 123456 HP 85. Konxo3 «Ilaptusan»,
Hemuos.

399059,komxo03"I1apTusan",benopeueHckoro paiioHa, KpacHozapckoro kpasi. [IpefcesnaTens Koxo3a
C.H.Jemugos. 19.02.2015.

2. Hamummwmre TesedoHOrpaMmy 1o obpasuy:
TenedonorpammMa. OT Haua/bHUKA >Ke1e3H010poskHOTO fero Ne7 Porosa b.H0.Ne12/924.06.14 10 uac
05 muH, gupektopy MM3 Cununy K.J. Ne76/4

24.06.2014 10 vac 06 muH. [Tepesana MupoHoBa o TesiedoHy 284-17-87, npunsiia CMupHOBa 110 TesieoHy
546-56-12. O noctaBke fetaneii 06bekTy 333.CpouHO M3roTOBLTE U [MOCTaBbTe JeTany Tefexku 02 arperara
BTO-177 ob6bekty 333. 06 ucnonHenuu gonoxure. b.1O. Poros

1. Hanwmmmre ¢axc ro obpasty:
I'(0)BOY CIIO I'psisuHckuii TexHuueckuii Kortepk 19.02.2022 otripasrseT dakce Nel2/7 Ha Nel23 B
JIvneLKuiA MHCTUTYT pa3BUTHs 06pa3oBanus pekTopy LllyiikoBoii M. A. 8(474)2 22 33 41 no dakcy 22-34-78. O
HarpaBJIeHHH Ha KypChI TTOBBIIIEHNsT KBaTU(PUKALH.

Hampapnsiemc24.02.2022Ha Kypchl MOBbILLIEHHsT KBaMA(UKALMY 110 TeMe
«MonuTtopuHr B chepe BHeZ|peHHs1 HOBBIX (e/iepa/ibHbIX 00pa3oBaTe/ibHbIX CTaHAapToB» PomaHoBy H.U. u
Kinumerxko E.B.

3ampupekTopa o YP Casuiuna 1.B.
399059, I'psizy, yn. M. PackoBoii, aom 21, Ten. 2-41-15, dakc2-56-58, Homep cue- Ta PTNe123456789123/565



Tecr o pazpeny «OCHOBBI PEIHOYHOH IKOHOMMKH,
1. B cniMcKe nmepeyrc/IeHbI XapaKTepHbIe 0C00eHHOCTH PHIHOYHOM YKOHOMHUYEeCKo# cuctemsl. HaiiguTe
HEBepHBIN 0TBeT:
A) cBoOOzHBIN 06MEH MeXXy MPO/IaBIiaMH U TIOKYTIaTesIMU;
B) uacTHas COGCTBEHHOCTb Ha 9KOHOMHUECKHE PeCypChI;
B) KOHTPOJIb CO CTOPOHBI TOCYapPCTBA HaJ| pacripe/iesieHueM Giar
') MaTepranbHasi OTBETCTBEHHOCTh YYaCTHUKOB PLIHOYHOTO OOMeHa.
2. Kakwue yc/I0BHsI He00X0AMMBI PBIHKY AJ/Is HOPMaJ/IbHOM /leATeIbHOCTH. OTMeThTe BepHbIe 0TBEThL
A) KOHKYpeHL s
B) cBobojHOe 11eH000pa3oBaHue
B) nipuHsiTHe rocyZapCcTBeHHBIX TUIAHOB [iIsl TIPOU3BOJUTENei
I') cBoboza TTpeATIpUHIMATE/TECKOU JesITeTbBHOCTH
3. ConepHUueCTBO, 0OpBH0a 3a JOCTIKEHHE JYUIIUX Pe3y/IbTaTOB B KAKOM-HHOYJb Aese:
A) LleHooOpa3oBaHue
B) IMoTpebnieHue
B) KoHKypeHLust
I') OxoHOMMKa
4. YCcTaHOBUTE COOTBETCTBHE MEXKAY MOHATHSIMHU U MX ONPefie/IeHUAMHU: K KaKA0MY /1eMeHTY, JaHHOMY
B MepPBOM CTOJI0LIe, T0/J0ePUTE 3JIEMEHT U3 BTOPOro CT0J101a.

[Tonsitme OrnpepenieHue

A)KOHKYpeHLYst 1.)Kenanvie u BO3MOXXHOCTb MOTPeOUTE/IST KYNUTh
KOHKDEeTHBIM TOBap WX MOMYYUTh KOHKPETHYIO YCIYTY
B KOHKPETHOe BpeMsi U B KOHKPETHOM MecCTe

B)cnipoc 2.2KenaHue ¥ BO3MOXXHOCTh MPO/IaBLIOB TIPOJATh
KOHKDEeTHBI! TOBap B KOHKPETHOE BpeMsi U B
KOHKDETHOM MecTe

B)rnipepsioxkeHue 3.CornepHuruectBo, 60pbba 3a I0CTHKeHUe JTyUIINiX
pe3yJ/IbTaToB B KAKOM-HUOY/b Jiene

5. Boi0epuTe BepHOe CY>KAEHHe.

1) s coBpeMeHHOW POCCUMCKOM SKOHOMUKM XapaKTepeH MOCTOsTHHbIN pOCT LieH.

2) BiusiHMe Ha CTIPOC OKa3biBaeT MHEHHe MoTpebuTesiel 0 KaueCcTBe ToBapa

A) BepHO TONBKO 1

b) BepHO TOMBKO 2

B) BepHbI 06a Cyx/ieHuUs

') oba cy>xzueHus

HEeBepHBI

6. Uto oKa3bIBaeT BIMsHHE Ha Npe/jio)keHHe? BoibepuTe HeBepHBIH 0TBeT.

A) 1ieHa

b) xomuecTBO TOBapa

B) pocT wnu nasieHye 3aTpat Ha BBIMYCK MPOAYKLUN

7. BoiOepuTe BepHOe Cy)K/ieHHe:

1) Ucnons3oBanue 6osiee 3¢ deKTUBHOMN TEXHOJIOTUY IIPOM3BO/CTBA [103BOJISIET YBEIUUUTE KOUUYECTBO IPOJYKLIUM.
2) CooTHolIeHYe CIIpoca U NpeJJIO’KeHNs Ha PhIHKe OCTaeTcst

HeU3MeHHBIM. A) BepHO TOJIBKO 1

B) BepHO TOJ/IBEKO 2

B) BepHbI 06a cyXzeHus

') oba cy>xpeHus

HEeBepHBI

8. Jlerom rpaxganud I'. Bujes IbDKHBIH KOMILIEKT 10 reHe 1560 pyoseii. Korga 3umMoii oH npuies B
MarasuH, TO IieHa JIbDKHOT0 KOMIUIEKTa yBeInuu/iach o 3200 pyosieii. Kakoe 3xoHOMHYeCKoe
siB/IeHHe 0TPa3su/IoCch B AaHHOM (hakTe?

A) pocT 11eHBI B CBSI3Y C CE30HHBIM TOBBIIIIEHHEM CIIpOCca Ha TOBap

B) pocT 11eHBI B CBSA3U C COKpalljeHHueM Mpe/|10KeHNs

B) 6anaHC MeXy CIIPOCOM U TIpe/i/I0KeHUEeM

I') oTcTaBaHMe cripoca OT MpejJIoKeHust

9. IleHa, mo KOTOPO¥i 3aK/TF0YAETCs peaIbHasA CAe/IKa KYIUTH-NIPO/Ja)KU, HAa3bIBAeTCs
A) paBHas LieHa

b) paBHOBecHas LieHa

B) ctoumocTh

10. KoHKypeHLiA NPOU3BOANTE el U IPO/jaBL0B Ha PhIHKEe IPUBOJUT K:

A) TIOBBIIIIEHUIO 11€H;




B) ynyulueHHro KauecTBa 00CTy)KUBaHMUS;

B) yBenuueHuro ynicia Mpou3BOAUTe e Ha PhIHKE;

I') pocTy 3arpaT Mpou3BO/MTe el Ha M3rOTOB/IEHHEe TOBApa.

11. B yem 3aK/II0UaeTCsA IJIABHBIM NPUHIMI PhIHKA?

A) B 60/TBILIOM KOJIYECTBE TOBapa

B) B cymiecTBOBaHNMY KOHKYDPEHLIUU

B) B TOM, 4TO C/le/Ka /10/DKHA OBITH BBITO/IHA Y TIPOZABLY M MOKYTIaTesTo

12. O6péM cripoca B YC/IOBHSIX PHIHOYHOM IKOHOMHKH 110 Mepe YBe/THUEHHUs [ieHbI
A) yBenmuuBaeTcst

b) ocraércst mpexxHUM

B) perymnupyetcsi rocyAapcTBOM

I') ymeHbl1LIaeTcs

13. Ilensb! Ha TOBapbl B YCJI0BUAX PbIHKA

A) ycraHaBnMBarOTCsl TOCYAapCTBOM

B) ompeensitoTcs 1eHTpaTbHBIM OaHKOM

B) onpefiensitoTCsl CIPOCOM U NIPeAI0’KeHneM

I') ycraHaBIMBaOTCS KPYIHBIMU ITPOU3BOJUTESIMU

14. BepHbl /i CY)X/IeHUSI 0 «HeBH/JUMOI pyKe» pPbIHKA?

1) «HeBuumasi pyka» pbIHKA HaIlpaBJIsieT yKeJIaHUs OT/Ie/TbHBIX POU3BOAUTE e Ha o01ijee Osaro.
2) «HeBuanmasi pyka» pbIHKa — 3TO >KeJlaHWe MPO/iaTh TOBaphl M YCIYTY KakK MOYKHO
Jewesse. A) BepHo Tonbko 1

b) BepHo ToJBKO 2

B) BepHsl 06a cyx/jeHust

') O6a cyxaenus

HEeBepHBI

15. Bce nepeunc/ieHHbIe HIDKe IOHATHA OTHOCATCS K XapaKTepucTHKe pbIHKa. HaliguTe u ykaxkure
TOHATHe, BbINA/alolee U3 3TOr0 psiAa.

Cnpoc, enacmb, KOHKypeHyusi, YeHoobpasogaHue, OUKMamypda yeH.

OTBeTBI
1B

2) ABI’
3)B

4) A3,51,B2
5B

6)b

7) A

8) A

9b

10) b
11)B
12)T

13) B

14) A

15) BnacTb



NOH [l

JeATeNhHOCTH. PRIHOK Tpy/na u npodeccun». (Ha BbIOOp 3 3amaun)

3agaua Ne 1

HecogepiienHoneTHu#i VIBaH ro/ja 3asiBjieHre Ha UM JUPeKTOpa MarasuHa. B 3asiBjieHUM OH MPOCK/I TIPUHSTD €0 Ha
PaboOTy HOUHBIM CTOPOXKEM.

Mo>kHO /i puHATH VIBaHa [ijis BHIMIOHEHUs 3TON paboThI.

Pemenue:

Her, Tak Kak MCI0/Ib30BaTh TPY/] HECOBEPIIEHHOIIETHUX Ha HOUHBIX Pab0Tax 3amperrieHo.

3agaua Ne 2

HecoBepiiieHHoeTHUid AHTOH ycTpauBaeTcs Ha paboTy. B oTzesie KafipoB TpeANpUATHS OH TPUHEC
TPYZOBYI0 KHIDKKY, 11acIopT, 3asiBleHue, JOKYMeHThl BOMHCKOI'O yueTa, CBHZETeNbCTBO T'OCYJapCTBEHHOTO
TTEHCHOHHOTO CTPAaXOBaHUSI.

MoskHo /11 0()OpMUTH C AHTOHOM TPYZ,0BOM JJOrOBOp?

Peienue:

Her, Tak Kak Bce HeCcOBepLIeHHOJIeTHHE JOJDKHBI [IPOWTH IIpe/iBapUTe/IbHbINA MeJULMHCKUN OCMOTP U NIPefloCTaBUTh
CTIpaBKy.

3agaua Ne 3

B mapre 17-netHsast Onbra Obula npuHsaTa Ha paboTy. B vioHe OHa mo/iaa 3asiBjieHue ¢ POoCcb00t MpeJjoCTaBUTD et
OTIYCK B HIO/ie. AZIMUHUCTPALIMS 3aBO/Ia 0TKA3a/1ach YAOBIETBOPUTL MPoCh0y O/bru, COCIABIINCH HA TO, UTO OTHYCK
3a MepBbIii T/ paboThl MPeIOCTAB/ISETCS PAOOTHHUKAM T0 UCTEUEHUH LIECTU MECALIEB HETPePhIBHOM PaboThI.

[1paBa v agMuHMCTpaLys 3aBoja?

Pemenue:

Her.

Ornbra HecoBepLLIEHHOJIETHSIS, TO3TOMY I0JIb3yeTCsl IbFOTaMU B IIpeloCTaB/IeHNH oTyckKa. I1paBusio o
HeoOXoAUMOCTH 0TPaboTaTh HEMPEPBIBHO LIECTh MECSILIER 3a MEePBbIN rof pab0THI HA HECOBEPIIIEHHO/IETHUX He
PpacripocTpaHsieTcs..

3agaua Ne 4

HecoBepiieHHoleTHUH AHZpel 00paThiIcs K aMAHUCTPALIMH TIPeATIPUSTHS C 3asiBJIeHHeM O TIPe/IOCTaB/IeHUH eMy
oTmycka B ceHTsiOpe. EMy ObI7I0 0TKa3as10 B CBSI3U C TeM, UTO M0 TPadUKy, YTBEP>KAEHHOMY aJMUHUCTpaLei
TIpeATpuUsTHs, AHZApel I0/DKeH WATH B OTITYCK B JleKabpe.

[IpaBoMepeH /11 0TKa3 aZIMUHUCTPALIUY NIPeIPUSITUS?

Pemenue:

Her, Tak Kak HecoBepILeHHOIeTHHe pabOTHUKU MOTYT UCIIOJIb30BaTh CBOM OTMYCK B JiF060€ y00HOe J/1s1 HUX BpeMsI
roja.

3agaua Ne 5

Hecogepiiennosetauii Osier 661 YBOJIEH TI0 MHULIMATHBE aiMUHUCTpariui. Coriacue rocy/japCTBeHHON HHCIEKI N
TpyZa ObuT0 ToyyeHo. MOKHO /M MPU3HATh TAKOE YBOJbHEHHEe MPAaBOMEPHBIM?

Peienue:

Her, Tak Kak HecoBepIlIeHHOJIeTHHe PAOOTHUKM MOTYT OBITh YBOJIEHBI TOJIBKO C Pa3pelleHust JByX OPraHOB —
roCy/JapCTBEHHOM MHCIEeKIMY TPy/ja U KOMUCCHUH T10 JiejlaM HeCOBepIlleHHOIeTHUX.

3agaua Ne 7

¥Y3Hag, uto 6abyiike TpebyeTcst OPOroCTosiijast oreparus, 16-1eTHUi MKO/ILHUK VIBaH peru yCTPOUThCS
MPOJABLIOM B TabauHbIi KUOCK. Ero ycTpanBan pa3mep mpe/iiosiaraeMoi oriatel Tpyza v rpaguk pabotsl. Ho
paboTojarenb 0TKa3ascs NpuHATh MiBaHa Ha paboTy.

[TpaBoMepHBI /iU JielicTBUs1 paboTozaTesns?

Cgoii otBet nosiciuTe. Ha3zoBute r00bie [Be 0COOEHHOCTH PeryvpoBaHus Tpy/ja paboTHUKOB Miaziie 18 ser.
Pemenue:

1) oTBeT Ha BOMpOC: JelicTBUs paboTojaTesIst IPABOMEPHBI;

2) nosicHeHUe, HatipuMep: TpyA0Boi Kojiekc P® 3aripelijaeT nmprMeHeHUe TpPy/ia ULl B Bo3pacTe Jio 18 seT Ha
paboTax, BEITIOJTHEHHE KOTOPLIX MOXKET IPUUMHUTE BPe[] X 3[0POBbI0 M HDABCTBEHHOMY Pa3BUTHIO: TOPTOBJIS
TabauHBIMK U3/IeNMSIMA OTHECEHA K MX UKCITY;

3) nBe ocobeHHoCTH: pabOTHUK B Bo3pacTe fio 18 siet:

— MPUHUMAETCs Ha paboTy 6e3 UCTIBITaTeTbHOTO CPOKa;

— TO/IIEXXUT 00s13aTe/TIbBHOMY MeIUIIMHCKOMY OCMOTPY, MPU TIOCTYTIJIEHUH Ha Pab0Ty /I0/DKEH MPe/ICTABUTh CIIPABKY
0 COCTOSIHUU 37I0POBbS;

— He MOXKEeT paboTaTh B HOUHOE BPEMS;

— He MOJKeT [1ePeHOCUTE U NepeMelljaTh TsHKeCTH, MpeBbIllatolllie YCTaHOB/IeHHbIe /171s1 T0/IPOCTKOB

Tipejie/ibHble HOPMEI;



— MMeeT TIPaBo Ha COKPAILEHHYIO pPabouyro HeJeo;

— MMeeT IPaBO Ha OTITYCK IPOZIO/DKUTETBHOCTBIO 31 KajleH/japHbIi [ieHb B yA00HOe /1S Hero BpeMms;

— MMeeT TIPaBO Ha OTUIauMBaeMbId OTIYCK ZI0 UCTEUEeHUsI IIIeCTH MeCSILIEB HeMPepbIBHOM paboThI;

— He MOXKeT ObITh 0TO3BaH U3 OTIIYCKa;

— He JIONyCKaeTCsl 3aMeHa [leHe)KHOMN KoMIIeHcalieli e>KerofJHoro OCHOBHOI'O OIJIauMBaeMOr'o OTITyCKa U
€>KerofIHbIX [JOTIOIHUTE/BHBIX OI/IaYMBaeMbIX OTITYCKOB pabOTHHKOB B Bo3pacTe 7o 18 jier.

3agaua Ne 8

Bnagener; uHTepHeT-MarasyHa 3ak/H0UM/I CPOUHbIHM TPY/JOBOM J0Or0BOp C TpeMs 15-71eTHUMH y4all{iMUACS
rpo¢heCcCUOHATBEHOTO JIULes].

B COOTBETCTBHH C YCIOBUSIMU [JOTOBOPA K&K U3 HUX I0/DKEH BBINOJIHATD pabOTHI MO YIIaKOBKE MMOKYIIOK KITHEHTOB
MarasuHa B TeueHue yueObHoOro roja 4 pasa B Heziento, ¢ 12:00 mo 23:00 ¢ uacoBbIM riepephiBOM Ha 00e/,.

Kakuie Hapy1eHus: ObUTH AOMYLIEeHBI TIPH 3aK/II0UeHNH A0roBopa? (YKaKUTe TPU HapyLIeHus!. )

Pemenue:

— TIPOJIO/DKUTENTBEHOCTE paboyuero /iHs HeCOBEPIIeHHOIEeTHUX He MOXKET MPeBbIIIaTh 5 UacoB, 3/1eCh O0JblLIe;

— pabouasi cMeHa He MOXKET 3aKaHUMBAaThLCs no3gHee 22.00 vacos, 3zeck 10 23.00;

— MOYKHO TIpHBJIEKaThb K paboTe TOJLKO BO BHe yuebHOe BpeMsi, a 37eck ¢ 12.00.

3agaua Ne 9

ITo nToram KOHKypca Ha 3aMelljeHHe [J0/DKHOCTU ceKpeTapsi-pedepeHTa paboroziaTens oTKasan 50-eTHeii AHHe
VBaHOBHe, MOMTHOCTHIO COOTBETCTBYIOLIEH TI0 CBOMM IPOdeCCHOHaIbHBIM KaueCTBaM [JO/DKHOCTHBIM TpeOOBaHHUSIM.
Ha paboty 6biia npuHsiTa 19-neTHsIs CTy/IeHTKa, He UMeBIIast OMbiTa PaboThI U CIielManibHOro 00pa3oBanus. AHHa
VBaHOBHa cou/la CBOM TIpaBa HapyLIeHHBIMU 1 00paTh/iach B cy[. IIpaBoMepHsI /v MpeTeH3ud AHHBI VIBaHOBHBI?
[Hatite 060CHOBaHHEBIN OTBeT. B paMKax Kakoro Cy/I0npoU3BOACTBa OyZeT paccMOTpeHo 310 fienio? Kakas
npoLieccyasibHasi poJib 6yeT y AHHbI IBaHOBHBI B CyieOHOM pa3bupaTenscTee?

Peienue:

1) npereHsnu AHHBI VIBaHOBHBI TPaBOMEPHBI.

2) O60CHOBaHHE: TPYIOBOE 3aKOHOATENBCTBO 3arpelaeT AUCKPUMHUHALIUIO MO BO3PaCTHOMY TIPU3HAKY B

cdepe Tpya, B TOM UKC/Ie U TPU TIpHeMe Ha paborTy.

3) Hdeno Gyzer paccMaTpUBaThCS B PaMKax IPaKAaHCKOTO CyOTIPOM3BO/CTRA.

4) NomkHa ObITH yKa3aHa MpoLieccyaibHas poJib: UCTeLl.

3agaua Ne 10

K robusnero GpupMBl COTPyHHUKAM BBIIMCAIM peMud. HekTo A. y3Haj, UTO IOJyYM/ MeHbIIe, YeM [pyTHe.

OH BCTYyNMI B CHOp C HayaAbHUKOM. OTMeTHM, UTO B 3TOM YUPEXJEHUU pelleHHs PYKOBOJCTBa O
TIPeMHPOBaHUY COTPYAHUKOB HepeJKO BbI3bIBaIl HeZOBOJIbCTBO.

Ormpepenute 1o cdepe MposiB/ieHUs BUJ, 3TOro KoHdvkra. HazoBuTe /ito0ble [iBa yC/IOBUS, ITPU KOTOPBIX KOHGJIUKTA
MOXXHO Ob110 U36exKaThb. Onupasch Ha 00IeCTBOBeAUECKHE 3HAHNS, TIPE/I/IOXKUTE OJIUH CIIOCO0 paspereHust
KOH(JIMKTa, TPOKOMMEHTHUPOBAB €T0.

Peienue:

1) Buz KOH(MIMKTa — SKOHOMHYECKHH;

2) yC0BUS, IPH KOTOPBIX MOXKHO 6b110 M36eKaTh KOHGIINKTA, HanlpuMep:

— o(opMHUTH B MUCbMEHHOU )opMe TIOPSIIOK MOOLpeHus pabOTHHKOB,

— BBIJJATh OJJIHAKOBBIM pa3Mep NMPeMHUH K 100uero GUpMBI;

3) criocoOb! paspeliieHus: KOH(IMKTa 1 KOMMEHTap1U, HarlpuMep:

— KOMITPOMHCC — paspellieHre KOHGUIMKTa yepe3 B3aMHBIE YCTYIKU (HarpyuMep: pabOTHHUKY IpejjioxKaT
paborozarento 0OPMHUTE IMMCEMEHHO MOPSZOK MOOILIpeHUs1 pAOOTHUKOB, a paboToaTe b COrIacUTCs);

— MeperoBopbl — MHPHast 6eceia CTOPOH MO PelleHuo TpobJieMbl (HarpuMep: nobecejoBaB ¢ paboToaresnem,
PabOTHYK BBISICHAT NTPUYMHBI JAHHOTO pacripe/ie/ieHusi PeMHY 1 Oy/IeT yJ0B/IeTBOPEH 00BSICHEHUSIMHU).

3agaua Ne 11

Bo BpeMsi JIeTHHUX KaHUKY/ 17-71eTHUM IKO/ILHUK Banepuii pelmn ycTpouThcst KypbepoM. Bo Bpemst cobecesjoBanus
paboronarenb 00BsICHI, UTO Banepusi Bo3bMyT Ha paboTy 6e3 UCIIbITaTe/IbHOTO CPOKa 1 MeUIIMHCKOTO OCMOTPa, HO
JU1s1 3aK/TI0UYeHUs TPYJOBOTO ZIOroBOpa He0OX0AMMO MOTYyUYUTh COTJIacue XoTsl Obl 0fHOTO U3 pofuTesnell Banepus.
Uro B Ha3BaHHBIX YCJIOBUSIX 3aK/II0UEHUs TPYL0BOIO 0r0BOpA MPOTUBOPEUYUT POCCUHCKOMY

3akoHOZaTensCTBY ? (HasoBuTe ABa mpoTUBOpeYNs).

Pemenue sBa IpoTHBOpEYMS:

— Kupunny 17 net, cornacue pogutesieid He TpebyeTcs;

— HECOBEPIIEHHO/IETHHM PabOTHUK MOJ/IEXUT 00513aTe/TbHOMY MEAULIMHCKOMY OCMOTPY, TIPU TIOCTYIUIEHHUU Ha
paboTy A0J/DKeH MPeACTaBUTh CIIPABKY O COCTOSIHUY 3/]0POBbSI.

3agaua Ne 12

15-netHs1ss MapuHa VBaHOBa 1oc/le OKOHYAHHS [IeBATH K/IaCCOB pelllnyia YCTPOUTBCS Ha paboTy, pojonKas
o6yuenue B 10 kacce 1Kokl HauaqbHUK MOUTOBOTO OTAENEHNS, Ky/ia OHa 06paTuiachk ¢ mpockOoii o
TPYJOYCTPONCTBe, OTKa3as el B puéMe Ha paboTy, Tak Kak MaprHa He JOCTUI/Ia Bo3pacTa 16 jieT, ¢ KOToporo
JIOIyCKaeTcsd MpUéM Ha

paboty.ITpaB /i1 HauaAbHUK MOYTOBOTO OTAE/NEHHs], 0TKa3aB MapuHe B nmpuéme Ha paboty? O6ocHylTe CBOM OTBeT.
Ha3zoBute 1Be 0COOEHHOCTH TPY/I0YCTPOMCTBA HECOBEPILIEHHO/IETHHX.



Pemrenne:

C/leflytol1e 3/1eMeHTbL:

1. aH OTBeT Ha BOTIPOC U MpUBeAeHO 060CHOBAHHE:

— HEeT, He IpaB, JI1IIa, TOoTyuYnBIIIHe 00liee 06pa3oBaHue WK ToyyJarolpe obiiee 00pa3oBaHue U JOCTHIILIE
BO3pacTa NATHa/LlaTH JIeT, MOT'YT 3aK/II0uaTh TPYZOBOH JOTOBOP /IS BBIMIOJIHEHUS JIETKOTO TPYAa, He IPUUYMHSIOILEr0
Bpejia UX 3/l0pPOBbIO;

2. Ha3BaHbI jBe 0COOEHHOCTH TPYJOYCTPOMCTBA HECOBEPILIEHHOIETHHUX:

— JM1ja B BO3pacTe JI0 BOCEMHA/[IIATH JieT IIPUHUMAIOTCS Ha PaboTy TOJIBKO TOC/Ie TTPeABapUTETEHOTO
00s13aTeIbHOT0 Me/IMIIMHCKOTO OCMOTPa;

— eXXKeroZHblli OCHOBHOM OI/IauMBaeMbli OTITyCK pabOTHMKAaM B BO3pacTe [j0 BOCEMHA/LIaT! JIeT

TIpe/I0CTaBseTC s IPOAO/DKUTEBHOCTHIO 31 KasleHapHbIi /leHb B Y00HOe A/ HUX BpeMsl.

3agaua Ne 13

17-netHrii AHTOH 6bUT IPUHAT Ha PaboTy 10 TPYAOBOMY AOrOBOPY IOC/Ie MeJULIMHCKOTO OCBUZeTebCTBOBaHNUS 6e3
WCIBITaTeIEHOTO CPOKa Ha C/IeYIOIIUX YCI0BUAX: pabounii geHb — ¢ 16.00 go 23.00; mpoJo/mDKUTeTbHOCTb
€)Kero/JHoro OCHOBHOI'O OI/IaYMBAeMOro OTIyCKa cocTaBsieT 31 KajeHapHblii ieHb, OTIIYCK MOKHO UCT0/Ib30BaTh
TOJIBKO TIO MCTEUEeHUH LLIeCTH MeCsILieB HelpephIBHOW paboThl; BhITIaTa 3apaboTHOM MIaThl MPOMOPLMOHATBEHO
0TpaboTaHHOMY BPEMEHH; B C/Tyyae He0OXOJUMOCTH BO3MOXKHA CTy>KeOHasi KOMaHAUPOBKa.

Kakuie Tpy HapylleHus ObUTH OMYIIeHbI paboToAaTeIeM MPU COCTAB/IEHHH TPYAOBOr0 oropopa? IIpusenure CBOU
00BsICHEHUs 110 K&KJOMY U3 HapylleHUH.

Pemnrenne:

TPU HapyllIeHHs C COOTBETCTBYIOIIMMY KOMMEHTapHUsIMU:

1) pabouee Bpems ¢ 16.00 go 23.00 (HecoBepILIEHHONETHHE He MOTYT TIPUBJIEKAaThCS K paboTaM B HOUHOe

BpeMs, KOTopoe HaunHaetcs ¢ 22.00);

2) e>XeroZHbIM OCHOBHOM OIIauMBaeMblid OTITYCK MOKHO MCII0/Ib30BaTh [10 UCTEUEHUH I11eCTH MeCsLIeB
HeIpepLIBHOM paboThI (HeCcOBepLIeHHO/IeTHUE MOTYT MCII0/Ib30BaTh OTITYCK [0 MCTEUeHHs IIeCTH MeCsLeB, B iro6oe
ynobHoe 1151 HUX Bpemsi);

3) B ciiyuae Heo6XOMMOCTH BO3MOYKHA CTykKeOHast KOMaHZAMPOBKa (HeCcOBepILieHHO/IETHUE He MOTYT

ObITh HaIlpaB/ieHbl B KOMaH/UPOBKY).



JeI0npon3B0ACTRe», (1 TeMa Ha BBIOOD C/TyILIaTesIst)

1. Ilesn n3y4eHus U 3afauul Kypca JieJIONpOU3BO/ICTBA, ONpe/iesieHre [1e/I0Nponu3Bo/CcTBa. Posb
IOKYMEHTAL[HIOHHOTO 00eCTIeUeHus1 B YIPaB/IeHHH.

2. Kpartkast xapakTep1CTHKa IIPUKa3HOr0, KOJIJIeKCKOTO 1 UCTIOJIHUTE/IbHOTO [1eJI0NPOr3BO/CTBa B Poccuu.

3. HopmaTuBHO-TIpaBoBOe 00ecrieueHre JesTe/IlbHOCTH CTy»KO [1e/I0NPOM3BO/CTBA, CTPYKTYpa U

coJiep>KaHre MHCTPYKLUU IO [ieJIONIPOM3BO/ICTBY Ha Mpe/IpUsATUH.

4. TonsiTre «I0KyMeHT», ero @yHkuus. Kinaccudurkarys 70KyMeHTOB TI0 OCHOBHBIM TIPH3HAKaM.

5. ITonsATHe «pekBU3UT». [I0CTOSIHHBIE U ITepeMeHHble PeKBU3UTHI.

6. XapaKTepuCTHKa PeKBU3HUTOB 3ar0JI0BOYHOM YacTH JOKYMEHTa, UX TepeueHb U TpeOoBaHHs K 0pOPMIIEHHIO.
7. XapaKTepuCTHKa PEeKBU3UTOB COJlep>KaTe/IbHOW YacTH JOKYMEHTa, UX repeueHb U TpeboBaHHs K 0()OPMIIEHHUIO.
8. XapakrepucTrKa peKBU3UTOB 0(hOpMIISIFOILeH YaCcTH IOKYMeHTa, UX repeyeHb 1 TpeOoBaHUsI K 0(OPMIIEHHIO.
9. BraHK J0KyMeHTa, BU/bl 0JIAaHKOB OpraHU3aljMOHHO-PaCcIIOpSAUTe/IbHBIX JOKyMeHTOB. TpeboBaHus K
6J1aHKaM, pa3Mephbl T101ei 6/1aHKOB.

10. OpraHu3arMoHHbIe JOKYMEHTHI, MX Ha3HaueHHe U poJib. OCHOBHBIE BU/IbI M 00IIMe MpaBuia 0QOpPMIEHHS.
11. O611jasi XapaKTepUCTHKA [JO/DKHOCTHOW MHCTPYKIUK. OrpeziesieHre, CTPYKTypa CO/lepyKaHHs,

TIOpsiZiOK 0(hOpMJIEHNSI U OCHOBHBIE PEKBU3UTHI JOKYMEHTa.

12. IITaTHOe pacnucanue. Ob1ias xapaKTepUCTHKA AOKYMeHTa; (hopMa UCIIOHEeHus], CTPYKTypa

COZleprKaHus, OpsioK 0()OPMJIEHHST U PeKBU3UTHI JOKYMeHTa.

13. PacniopsijuTe/ibHble JOKYMEHTBI, UX Ha3HAUeHWe U POJib B yrpaBaeHUU. OCHOBHBIE BUZIbI
PaCIopsiIUTe/TBHBIX JOKYMEHTOB ¥ 001I1e MpaBuia 0popMIIeHHSI.

14. TIpuKa3 1o OCHOBHOM fiesitelbHOCTH. CTPYKTYpa TeKCTa MpUKasa, MopsAoK ero pa3paboTK U

ripaBuia 0OpMIIeHHsT PeKBU3UTOB. BhIMICKa U3 MprKasa.

15. Pacniopsbkenue. CTpyKTypa TeKcTa, TipaBu/ia 0(popM/IeHNs] peKBU3UTOB.

16. Ykazanue. O01jast XapakTepuCTHKA JJOKyMeHTa, CTPYKTYpa ero TeKCTa, MopsjoK U 0COOeHHOCTH
otopmsieHus], peKBU3WTHI YKa3aHUsI.

17. IndopMalioHHO-CTIPaBOYUHbIE JOKYMEeHThI, UX Ha3HaueHHe U PoJib B yIipaBieHUH. [lepeueHb OCHOBHBIX
BH/I0B MH(OPMALMIOHHO-CIIPAaBOUHBIX [JOKyMeHTOB. Ob1ire TpeboBaHuUs K 0()OpPMIIEHHIO.

18. Akt. Ob11jast XapaKTepUCTHKA JJOKyMEHTa, CTPYKTYpa TeKCTa, MOPsJOK Pa3paboTKU U 0pOpMIIeHUS
PEKBU3UTOB aKTa.

19. TIpoTokos. Ob111asi XapaKTepUCTHKAa MPOTOKOJIA, CTPYKTYPa TEKCTa, TIOPSI0K pa3paboTKy 1

ocopmieHHs: peKBU3UTOB TIPOTOKOJIA.

20. doknaziHasi, 00bscHUTE/TbHAS 3anrcKa. OOIasi XapaKTePUCTHUKA JIOKYMEHTOB, MOPsiIOK 0popMIIeHMsT
PEKBU3HUTOB C/Ty>KeOHBIX 3aIMCOK.

21. CripaBka. Bugpl cripaBok OO1jasi XapaKTepUCTHKA JIOKYMEHTa, PEKBU3UTHI CPABOK, 0COOEHHOCTH 0(OPMIIEHHS.
22. Cny>xebHoe nceMo. Bugp! nucem. CTpyKTypa, Nopsifiok odopmieHus, TpeboBaHuUs K ITMCbMY, PeKBU3HUTHI ITHCHMa.
23. Tenerpamma u TenehoHorpamma. OO11jast XapakKTepUCTHKA JOKyMEHTOB, NOPsZI0K 0()OPM/IEHNST PEKBU3UTOB.
24. [JoKyMeHTBI 110 INYHOMY cocTaBy. IlepeueHb J0KyMeHTOB. OCOOEHHOCTH 3THX [JOKYMEHTOB.

25. OdopMeHMe KaZipoBbIX NPUKA30B, BBINHUCKA U3 TIPUKa3a.

26. OcdopmiieHre 3asiB/ieHHs], aBTOOHOrpadvH, XapaKTepUCTHKH, Pe3FOMe.

27. TpygnoBasi KHKKA. [IpaBuia oopMiieHHs! TPY/JOBbIX KHIDKEK.

28. JokymeHTO060pOT. OCHOBHBIE 3Talbl JOKYMeHTo000poTa. TexHo0rus paboThl C BXOASALMMY JOKYMEHTaMH.
29. TexHosorust 00pabOTKY BHYTPEHHUX U UCXOASAIINUX JOKYMEHTOB.

30. Peructpanysi JOKyMeHTOB ¥ KOHTPOJIb UCIIOJIHEHUS JOKyMEHTOB.

31. HomeHK/aTypa fies1 Ha TIpeAnpusTi, GopMrpoBaHue U 0hOpMIIEHHE JeT.

32. [logroroBka JOKYMEHTOB Ha apXUBHOE XpaHEeHUe.

33. Opranu3auus 1 0C00eHHOCTY MPUEMA MOCETHUTe el PYKOBOJUTEIIEM.

34. Topsiok paboThI ¢ MMCbMEHHBIMU 00paIleHUsIMU TPaXKaH.

35. INoaroroBka 1 00C/TyKMBaHUe COBEIIaHUH.



Ke¥ichl nnsa pemenus no paifeny «/lenopas KyneTypa»
Ketic 1. Ono3daHue. Bac He[jaBHO Ha3HAUW/IM PYKOBOJUTE/EM KO/JIEKTUBA, B KOTOPOM BbI HECKOJIBKO JIeT ObUTM PSZ0BBIM
coTpyZHUKOM. Ha 8-15 BbI BeI3Banu K cebe B KaOMHET MOAUYMHEHHOTO i/l BBISICHEHUS MPUUMH €ro YacThIX OMNO37aHWi Ha
paboTy, HO caMu HEOXXMUJAHHO Orno3jand Ha 15 muH. TToAurHeHHbIN XKe TpUIlle]l BOBpeMs U xJeT Bac. Kak Bbl HauHeTe
Oeceny mpu BCTpeye?

1. He3aBUCHMO OT CBOETO OTO3ZaHuUs Cpasy ke rorpebyere ero o6bsicHeHHH 00 0ro3AaHusX Ha paboTy.

2. VI3BUHUTECH TIepe/i HUM U HauHeTe Oeceny.

3. TlospopoBaeTech, 00BSICHUTE TIPUYKMHY CBOETO OI037IaHHUs U CIIpocHTe ero: «Kak Bbl flyMaeTe, UTO MO>KHO OXKMJATh OT
PYKOBOZIUTe/IsI, KOTOPBIM TaK ’Ke 4acTo Oras/ibIBaeT, KaK U BbI?»

4. OTmenuTe Gecefly U TIepeHeCeTe ee Ha JPYroe BpeMsl.

5. CBoli BapuaHT.

Ketic 2. Ipuznawenue. HenaBHO s MOCTymuia Ha paboTy B KauyecTBe HauajJbHUKA OJHOTO W3 OT/EOB COJIMAHOTO
nipearnpusits. KosieKTHB MHe [10CTasics C/IOKUBIIWHACS, [PY’KHBIM. Bomee Toro, coTpyaHUKH JrOOSIT cOOMpaThCcs BMeCTe B
Hepabouee BpeMsi y KOro-HUOY /b fioMa.

W BOT HacTa/m MOMEHT, KOTJa MeHsl TO)Ke IPUIJIaCW/IM Ha Takyl BeuepuHKy. 51 B 3aTpyAHeHuH. C OfHON CTODOHBI,
OTKa3aTbcsl HeyAoOHO, Kojulern MoryT obujerbcsa. C Apyrod CTOPOHBI, s — DYKOBOAUTENb U COMMKEHHe C MOAUYMHEHHBIMU,
BTOD)KEHUE JIMUHBIX KOHTAKTOB B C/Ty>KeOHbIe MOXKET CTaTh MOBOZOM [isl TaHUOPAaTCKUX OTHOLIEHHH, TO eCTh CBSI3aTh MHE PYKU U
CHU3UTb MOW aBTOPUTET CPeJy COTPYHUKOB.

ITocoBetyiiTe, Kak MHe OBITH?

Keitic 3. HakaHyHe. PyKOBOAWTe/b OpraHM3aliiM [OpPydYaeT CBOEMY 3aMeCTUTeNIIO MOJTOTOBUThL 3acefaHue KOJUIerHd I0o
BOIIPOCY, KOTOPBIM TOT KypupyeT. HakaHyHe 3acefiaHusi pyKOBOAWTENb pe3Ko KPUTHKYeT NpoJeaHHyto paboTy 1 TpeOyeT BHeCTU
Kap/MHa/bHble N3MeHeHUs B MI0BECTKY /IHS, KPYT NPUIJIalleHHbIX JIUL] U T. J.

OreHrTe CUTYaLMIO U JaliTe MPOrHo3. YTO MOXKHO MOCOBETOBATh [IeMCTBYIOIIUM JIULIaM?

Ketic 4. ITocmpadaewue. B Hekoli ¢upMe B OHOM KabWHeTe pacrosiaraauch paboure Mecta JBYX COTPYAHMI]: COBCEM
Mosiofj0i HUHBI U KeHIIMHBI cpeJHUX JieT JIngun BacribeBHBI.

OfHaKIB! C/IyUnIach HENpUSTHOCTE: M3 cTosia HuHbl yKpanu geHbru. [Ipomaka oOHapy>kKuiack BeuepoM, IOC/IE yxofa
JIupuy BacunbeBHBI.

Ha criepyroumii ieHs HuHa, ecTecTBeHHO, paccKasasa KoJuiere TIpo CBOIO Oefy, BBICKA3aB IPH 3TOM C /IeCSITOK MOZ03PeHHH.
Boo011je-To ieHbI'M MOT B3SITh KTO YTOJHO, IIOTOMY UTO, BBIXO/SI HEHaZJ0/IT0, IBEPh OHU OOBIUHO He 3aripaiy.

Peakuyst JTugun BacuibeBHBI yayBrina HUuHY: oHa BBIC/TyIIAna BCe OUeHb CAepP>KaHHO, UTO ObLIO Ha Hee COBCEM He TTOXOXKe.
A uyepe3 HeckosbKO AHel JIuaus BacuibeBHa NMOTUXOHBKY, HUUYero He oObsiCHssA, MepeOpanach B Apyroe nomelrjeHve. HuHa
HeJloyMeBasa, 10Ka cekperaph Ieda He oOBsicCHWIA e, B ueM feno. OkasbiBaercs, JIuaus BacunbeBHa pemmmna, yro Huna mo-
[l03peBaeT ee B Kpake, a CBOMM PacCcKa3oM O Tpomake fieHeT TbITanach ee «packonoTk». OOWEBLIMCE HACMEPTh, OHa TO/e/HIach C
HauaJIbHUKOM | J00uiack repeeszia B Ipyroii KabWHeT.

UyTh MO3)Ke JUPeKTOp BbI3Ba1 K cebe HuHy u B JjoBeputesbHON Oecefie coOOIIMII, UTO ee Kosjlera oueHb OOMKeHa M
6oJiblile He )KejlaeT UMeThb C Hell HUKaKuX OTHolIeHUH. OH, KOHEUHO, MbITajIcs ee pa3ybeauthb, Ho jTyulile HuHe moctaparbcst camoit
3TO C/leNnaTh.

KT0 1 B uem He nipaB?

Ketic 5. BepHymb camoysadiceHue._HejaBHO CTaB pyKOBOJMTENEM OT/e/a TIPOAAX, s MOoMaga B HETPUATHYIO CUTYALIUIO.
Moii Henocpe/icTBeHHbIH Haua/lbHUK Ha 06111eM cobpaHUY KO/JIeKTHBa Ha3Ba/l MeHs IpYTMM MMeHeM. $1 rornpaBuia ero, ckasas, 4To
oH omubcs. Ho fupekTop oTpearnpoBan HeOXWJAHHO, OH CKasasl, YTO HEBAKHO, KaK MeHs 30BYT, [JIaBHOE, UTOOBI s BBIMOJHsIA
CBOIO paboTy Ha OT/IMYHO. UeCTHO roBOpS, 51 OUeHb pacTepsilach U He Hallla, YTo 0TBeTUTh. CobpaHue MpoIio, a y MeHs 0CTalach
obuza Ha camy ce0si, IMeHHO Ha ce0sl, @ He Ha HauaJIbHUKa 3a TO, UYTO He CMOTIJIa [jaTh JOCTOWHBIN OTBET.

Ha crepyrommii ieHp s pyIuia B KabWHET AWPeKTopa U Mompocuia o0bsicHeHH. OKa3anoch, UTO OH Ja)ke He MOMHHUT
3TOro 3Mu30/a. Ho OH M3BMHWIICS U CKa3a, UTo B JajibHeleM Oy/eT oueHb TAaKTHUYHBIM. V1 IeHCTBUTENBHO, C TeX MOp HauaJbHUK
6osiee ueM BeXX/IMB U KOppeKTeH. Ho HEMPUSTHBIN 0Ca[JOK BCe-TaKK OCTa/ICS.

Mo cyiiecTBy, 3T0 ObLT MOV BHYTPEHHHM KOHGUIMKT. Moeit 3azaueit ObI0 BepHYTh camoyBakeHue. OfIHAKO MHE 3TO He
yJasnock. 51 octanack HefioBoJIbHA coO0i. [ToMorute aBTOpy peluThb 3ajauy.

Ketic 6. Kypam Ha cmex. OfHOW W3 COTPy[HUL] Haulell ¢puUpMbl ObUIO MOPYUYEHO COCTaBUTH JIOTOBOP HA W3rOTOBJIEHUE
obopyzoBanusl. OHa MONpOCK/Ia MeHs TIOMOYb, U 51, MCTIO/b3ysI 00paseL], IpUBe/ieHHbIN B CIiel{Ha/bHOM HUTepaType, MoArOTOBHIA
TekcT. COTpy/HHLIa Ilepe/jaia ero Ha MOJINCh JUPEKTOpY.

Korya moroBop rormast B ero pyku, pa3gasncs Kpuk: «IlomHsii 6pep!.. Kro Tak rmumet?.. [la 310 ke KypaMm Ha cMmex!..»

BBISICHMB, KTO aBTOp 3/I0TMOyYHOTO TEKCTa, JUPEKTOP BbI3Bajl MeHs B CBOM KaOWHeT M CTasl 3aUWTHIBATh BbIXBaueHHBbIE
(pa3sel, yTBepsKzas, UTO OHU 3ByYaT He MO-PYCCKU. MoM CChIJIKM Ha TIPUMepHI B KHUraX OH He XOTeJT CTyLIaTh.

Ocrarok pabodero AHsI JUPEKTOpP BBICMeHBaJ MeHsl Ha BeCb OQHC, y)Ke He OrpaHUUMBAasiCh TEKCTOM AOroBopa. 51 ene czepkuBania
cJ1e3bl ¥ Obl/Ia TOTOBA ITPOBANUTHCS CKBO3b 3eMJT0. OUueHb XOTesI0Ch BEIOEXKATh Kya-HUOYAb U BBIJIECHYTH CBOU SMOLIUH.

JloroBop 5 ucrpaBuia, ¥ JUPeKTOp MOATNCA ero, a Kojulera MU3BUHWIACh Tepefio MHOM 3a TO, UTO «I0ficTaBuIa» MeHs. Ho
Jlerye MHe He CTajo. MeHsl yrHeTaja >KeCTOKOCThb AWPEKTOpa, ero HeyBakeHHWe K TOJUMHEHHBIM (a s He IepBasl >KepTBa ero
S13BUTe/IbHOCTH). OH UyBCTBYeT ceDsi X035IMHOM U CUMTAeT, UTO MOXKET PasroBapyBaTh CO BCEMU KaK eMy YrOJHO, He 3a/lyMbIBasicCh,
KakoBO cobeceIHUKY. Mbl He MO)KeM OTBETUTh eMy [JOCTOWHO, UTOObI 3aLl{UTUTH CeOsl.



[MpuxoauTcs BIOUpPaTh: MO0 TepreTh, MO0 YBOMBHATECA. KTo U B ueM He mipaB? UTo TIOCOBETOBATH aBTODPY?

Keitic 7. Cpoumnbtii 6bi308. ObObIuHbIN pabounii feHb. HaxoxXych B CBoeM KabOUHETe, y MeHs1 roceTuTeid. Mbl 006CyK/iaem
YCJIOBUSI TIOCTaBKH Hallled TIPOAYKLMY U 3aK/I0vaeM ZloroBop. BApyr paszaercst 3B0OHOK — MOM Haua/bHUK MPOCUT 3alTH. 'oBOpIO,
YTO He MOTY, OOBSICHSIS 3TO TeM, UTO Y MeHs rocetutesid. OH HactauBaeT. OTBeuaro, UTO s y)Ke 3aKaH4YMBar W OyJy y Hero uepe3s
HecKoJbKo MuHYT. Knagy Tpyoky. Ho yKe uepe3 MUHYTY OTKpDBIBAeTCsl /iBepb. JTO MO HayanbHUK. OH CHIBHO pa3fpakeH W
TpebyeT HeMe/JIeHHO UATH K HeMy. HUuero He ocTaeTcs, KaK MOJUUHUTHCS.

Y Hero B KabWHeTe HAauWHAIOTCS OOBSCHEHMS] Ha TIOBBIIIEHHBIX TOHax. ITbITAalOCh JI0Ka3aTh €My CBOIO TIPaBOTY, apry-
MEHTHUpPYsl TeM, UTO He MOTY OCTaB/IsITh [TOCETUTe/led OJHUX, TaK KakK y MeHs Ha CToJie [JOKyMeHTbI, a MONPOCUTb X BBIATH MHe
Hey7100HO, TIOCKOJIBKY 3TO HAILM MTOTEeHLMalbHbIe KJWEHTHl U 3aCTaB/IATh UX JK/aTh, C MOell TOUKH 3peHus], ObUIO Obl HENPaBUJ/ILHO.
Bce 3T0 MO¥ HayanbHUK M CaM MPeKpacHO MOHMMaeT, HO CJ/IyIIaTh y)Ke HIUUero He XoueT. Bugs, uto Mou 00bsicHeHHs BecrionesHsl,
VHTEPeCyIOCh, /i Yero OH MeHs Bbi3Baj. OH Ha3bIBaeT TAKYH «MeJioub» (C MOel TOUKM 3peHusi), KOTOPYIO BIIOJHE MOT Obl
CTIPOCHTH 110 TestedhoHy. 51 0TBeuaro Ha 3a/laHHBIN BOIIPOC, a TIOC/Ie 3TOT0, He C/lep)KHUBasi CBOero BO3MYILI|eHHs], BCe eMy BBICKa3bIBal0.
Brbixo/ist u3 KabuHeTa, xj10mato 8epbio. KTo 1 B uem He rpas?

Ketic 8. Ax mak?! {1 paborana cekpetapeM B He6O/bILON yacTHOU pupme. Pabounii feHb HaurHascsa y Hac B 9.30. A »kuna
MoO/IM30CTH, He TI0/b30Bajach TPAHCIIOPTOM U BCerjja Npuxojuia B oduc MUHYT 3a 15 70 Hauana pabotwl. Illed mosBsiics u
rcyesas, Korja emy 3ab/aropaccyAnTcsi, He CTaBsi HUKOT'O B M3BECTHOCTh O CBOMX I/1aHax.

3Hasi, UTO s NPUXOXKYy Ha pabOTy paHbllle APYrHX, OH IOPYYW/I MHE B [JONIOJIHEHHe K MOWUM O00s13aHHOCTSAM CJIEJJUTh, BO
CKOJIbKO TIPUXOJAT OCTajbHble COTPYJHWKY, U OTMeuaTb TeX, KTO OmNasfblBaeT. 3a KaxJoe OIO03JaHWe OH BbIYWTa/l [eHbIU U3
3apriaThl. JTO TMOPy4YeHHe MHe OuYeHb He TOHPaBU/IOCh, HO OTKA3aThbCs sl He pelumsach. JJo 3TOro y MeHs CJIOKW/IUCh XOpOIIUe
OTHOLIIEHWs C COTPYHUKAMHU, U s CTapasiach He 3alMChIBaTh OMO3/aHus, KOTrja UX MOXKHO OBbIIIO CKPBITH OT Iieda.

Kak-To pa3 MHe MpHUILIOCh 3a/iepKaThCsl JoMa 110 ceMeiHbIM obcTosTesIbeTBaM. 51 rpuiiuia Ha paboTy Ha 30 MUHYT TIO3XKe.
MHe He 110Be3/10: B 3TOT JieHb Iied y>ke O6bL1 Ha MecTe. OH BbI3Ba/l MeHs K cebe B KaOMHeT 1 CTajl BeCbMa CypOBO OTUMTHIBATh. 51
ToTbITas1Iach 00BSCHUTH IPUUMHY CBOETO OII03/jaHusl, HO OH 000pBas MeHs, 3asBUB, UTO 3TO €0 He MHTepecyeT. [IOTOM OH cKasai,
YTO 51 6e30TBETCTBEHHO OTHOLIYCh K €r0 TIOPYYeHUIO U TIOKPBIBAIO TeX, KTO OMa3/bIBaeT.

§1 pa3o3/mUiack W BHIIOXKHU/IA €MY, UTO HEeCIpaBe[JIMBO BLIUMTAThL JEHbI'M W3 3apIljiaThl 3a KaXkJoe Oro3zaHve, 0COOeHHO
eCJIM Ha 3TO eCTh YBaKWTesbHbIe NMpuunHbl. [lled, nmpuBBIKIMNA K Moeil 6e3pOrOTHOCTH, BCITBITAI M 3asiBIJI, UTO eC/Id MeHs He
yCTPauBaroT ero TpebOBaHMs, ST MOTY CMEHHUTb MeCTO paboThI.

$1 oTBeTH/Ia, UTO C/le/Iar0 3TO C YZOBOJAbCTBHEM. Ellle 10 3TOTO 3Mu30/a s MoyMbIBaia 0 TIOMCKax Jpyroro Mecta paboThl,
TakK Kak 37leCb MeHsl He ycTparBasa 3apruiata. OfHako 6/1M30CTh K IOMY Y XODOLIMe OTHOILEHHsI B KOJIJIEKTHUBE VP KUBAIA MeHs OT
Cepbe3HbIX L1aroB B 3TOM HarlpaB/IeHUH.

Yto X, 3aTO Terepb BCe CTAHOBUJIOCH Ha CBOM MeCTa, MpaBja, HEMHOrO ObIcTpee, 4eM Xotesoch Obl. Ho med He ocraBusn MHe
BbIOOpa. Kakre ypoKy MO>KHO M3B/IeUb U3 3TOU CUTYaLum?

Keiic 9. Tpu Gymadicku

Iupektop ¢bupmbl BukTop BacuibeBru BUXpeM MPOMYA/ICs B CBOM KaOWHeT, KDUKHYB Ha XO/ly ceKpetapiie Bepe: «3aiiau
KO MHe!»

OH oueHb CITlellin/l — oOMasfblBal Ha BakKHYO BcTpeuy. CriesaB HECKOJIBKO CPOUHBIX pacIopsbkeHui, nepesan Bepe mucbMa fsst
OTIIPaBKH II0 37IeKTPOHHOM IouTe. 3aTeM BBUIOXKW M3 Kelica Ha CTO/ Mauky JeHer, Ha3Bal CyMMY, Beses yopartbh ux B ceiid. U
yMuascs.

Ha cnepytoiriee yrpo Buktop BacuiabeBuu Bei3Bas Bepy k cebe u 3asiBuW/I, uTo fieHer B ceiide He xBaTaeT. Bepa Gblia
obeckypakeHa. OHa MbITanack 0OBACHUTD, UTO BUepa MEPBBIM /1eJIOM yOpana IeHbIU B celid, a mepecuuTaTh, CKOJTBKO UX ObLIO0, e
Jlake He TMPUILIIO B ro/oBY. U y>)K KOHEUHO, OHa HUYero He B3siia.

Ho pupekTop He XOTer ee cyIuaTh U TpeboBas, yToObl OHa BepHY/Ia HeJOCTAIOLIYIO CYMMY.

UYepe3 Kakoe-To BpeMsi Bepa monoxuia Ha cton Bukropy BacuibeBuuy Tpu OyMaskKH: [[Be 3/I0TIOTyYHbIe KYIIOPEI U ellje OfHY —
3asiB/ieHHe 00 YBOJIbHEHUH.

Kto u B ueM He npas?

Keiic 10. I1nanepka

YT1po. OcTaeTcsi HeCKOJIBKO MUHYT 0 Hauasa pabouero jgHs. ITouTH BCe yUaCTHUKH TJIaHEPKU COOpainch B KaOHUHeTe TeHe-
pasIbHOTO AUPEKTOopa.
3a MUHYTY [I0 Hauaja COBeLaHHUs 3aX0JUT MOJIOZjasi COTPYJHMLIA, HeZJABHO NIPUHATAs 110 KOHKYPCY Ha HOBYIO JOJDKHOCTh. Ha Heii
JlerKOMBbIC/IeHHast 6/1y3Ka, OTKpbIBaloIljasi B30paM OKPY’KaroIUX YacTh BEIMKOJIEITHO CJIOXKEHHOT'O Tesla, YKpallleHHOr0 TaTyHPOBKOM.

Peaxijusi MpUCYTCTBYIOLIMX HA ee MOsIBJIeHWe HeOJHO3HAauHass U C TPyAOM IojjaeTcda onvcaHuro. Ha ogHoM mosmoce
BOCTOPI: BOCXUIIIEHHBbIe MeXAOMeTHS MOJIOABIX MY)XUMH BKyIle C HeJBYCMBICJIeHHbIMU BbIpaKeHWsMu Jjul. Ha gpyrom —
BO3MYILI€HHE: CYpOBBIe B3TJIsAZIbI Haubosiee COMUAHBIX COTPYZHUKOB B COIPOBOK/EHHH HEOMpeJeieHHBIX, HO SIBHO OCY’KAAFOLIUX
3BYKOB. ['Zie-To mocpesiiHe — JIIOOOTILITCTBO, YAVBIIEHHe, CMeX OCTalbHBIX. be3pasmiuneix HeT. Ho Bcs 3Ta ciioxkHasi ciMboHus
JUTCSL 04eHb Hefosro. HacTynaeT MepTBasi TUILIMHA, U BCe B3IJIsA/bl YCTPEMIISIIOTCS Ha FeHepa/IbHOT'O IMpeKTopa.

Kak emy noctynurs?



IIporpaMmma UTOroBOM aTTecTalu

HWroroBas aTTecTalys ciyliaTesieli 10 OCHOBHOI IIporpaMme npogeccuoHaIbHOIO

00yueHus], siBJIsieTCs1 00513aTe/IbHON U OCYILIeCTB/ISIETCS TI0C/Ie OCBOEHHSI IIPOrpaMMBl B II0JTHOM 00beMe. VIToroBas aTTecTarjys
MpoBOAUTCS B (hopMe KBaMU(HUKAILIMOHHOTO SK3aMeHa.

WrtoroBas aTTecTarys rpeHa3HaueHa J/is OTpe/ie/ieHHs] COOTBeTCTBHS IIOJIyYeHHBIX 3HAHUH, YMEHHH 1 HABBIKOB OCHOBHOM
MporpaMme MpoQeCcCHoHaILHOT0 00YUeHHs MO JO/DKHOCTHU CTysKallero « CeKpeTapb-MalliHUCTKA .

KBanmdrKalMoHHbIH 5K3aMeH BK/IIOUaeT aTTeCTallMOHHble UCIIBITAHUS C/IeYIOLIMX BU/IOB:

MPOBEpPKa TeOPeTUUECKUX 3HaHUH — TeCTUPOBaHUe, BBITIOTHEHHE MPAaKTUYeCKOW KBaIM(UKALMOHHON PaboThI B BU/IE PELIeHHs
TEKCTOBOI'O 33/laHusl.

O1jeHOUYHBbIe MaTepHaJibl AJIsl IPOBe/JJeHUs UTOTOBOM aTTecTallu

MakcumanbHOe BpeMsl BBINNOJHEHHS] TecTa [yisi NPOBEPKM TeOopeTHMUeCKUX 3HaHWH: 45 MuH. Bompocsl mno
TEOpeTUUeCKUM KypcaM M 3aJjaHusi [l TPOBEPKH IPAKTHMUYeCKUX HAaBBIKOB BK/IIOYAIOTCS W3 TIepeuHs s
TIPOME)XyTOUHOM aTTeCTaL{iH.

BapnaHT OLI€EHOYHbIX MaTePpHU4A/IOB /IA IIPOBeJeHus UTOTrOBOM aTTeCTanuu:

1. HopmartuBHO-MeTouuecKasi 0a3a B cdepe ceKpeTapcKoro je/ia BK/I0o4aeT B ceds:
Bbibepume 00uH uau HeCKoAbKO 0meemoas:

1. 'ocyaapcTBeHHbIe i OTpac/eBbIe MHCTPYKIHH 110 Je/IOMPOK3BOACTBY

2. OO611epoccHiicKre KnacCH(UKaTOpPbI

3. 3akoHsl PD

4, HopmarusHele akTsl [1pesuzienTa u [IpaBurtensctea PO

5. VIHCTpYKLM 10 /{e/I0MPOM3BOCTBY OPraHU3aLiK

6.1 OCYZJapCTBEHHbIe U OTpac/ieBble CTaHZAPThI

2. Yro ycranaeiauBaer 'OCTP7.0.97-2016 «CucremMa CTaHZAPTOB 10 UH- hopMariy, UG/ THOTEUHOMY
U H3/jaTebcKkoMy/iesry. OpraHu3aljioHHO- paciops/juTe/nbHas JoKyMeHTanuu. TpeboBanus K

0¢opM/IeHHIO JOKYMEHTOB»?

Bbibepume 0OuH uau HECKOMLKO OMeenios:

1. Craugaprabie hopmars! Gymaru

2. TIpuMepb! 61aHKOB

3. CxeMbI pacrooeH1si peKBM3UTOB Ha JIUCTaX Bymar
4. Turs! 1 BUAb! G/IaHKOB

5. Tpe6oBanus K 0)OPMIEHHIO KaX/IOr0 U3 PeKBH3UTOB

6. CocTaB peKBU3NTOB OpraHM3ALIOHHO-PACTIOPSAUTETBHBIXJOKYMEHTOB
3. Cpemy TMUYHBIX KaueCcTB CeKpeTaps Ba)KHOe MeCTO0 3aHUMal0T:
Bbibepume oouH omeem:

1. MwoGesnocts v BHMMaHVE

2. OT3BIBUMBOCT

3. UyscTBO romMopa

4. ToToBHOCTL IOMOYD JIPyTHUM
5. OteercTBeHHOCTH

6. Bee BBIIIETIePEeUNC/IEHHOE—~
4. OtMertbTe (hOPMBI, B KOTOPBIX MOXKET COCTAB/IATHCS MPOTOKOJI:
Bbibepume 00uH uau HeCKoAbKO 0meemoas:



1. [HornonHuTtenbHas
2. Crenorpacueckas
3. Monxas

4. Kparkas

5. Cxaras

6. HenoBas
5. UYem odopmisercssi BHyYTpPeHHee COIJIacOBaHHE [OKYMEHTa M CBUJETe/JbCTBYeT O COrJIaCHU WIH
HeCOIJIACUH JJ0/DKHOCTHOrO JUIa (padoTHHKA) C COiep)KaHHeM MpPoeKTa JOKyMeHTa?
Bbibepume oouH omeem:
1. Tlpuka3zom
[Mucemom

2
3. I'pucdom yrBepxeHus

4. CooO0IrieHreM B MeCCEH/DKepe

5. YCTHBIMU JOrOBOPEHHOCTSMU

6. B kakom Bu/ie MMCbMa OTTIPaBUTE/Ib FApaHTHUPYET OIIaTy, CBOeBpeMeHHbIM BO3BpaT 3aiimMa, ITOCTaBKy
TOBapa, 3aBepiiieHre paboThl B YKa3aHHbIN CPOK:

Bbibepume o0uH omeem:

1. IT1CBMO-TIOATBEPIKIEHHE
2. I'apaHTUIHOE TICHEMO

3. PekoMeH1aTe/TbHOE TTUCHEMO
4. Tlucemo-nipocsGa

5. BnarogapcTBeHHOE MMCEMO
7. B KakoM BHJe JOKYMEHTa pacnopsaguTe/IbHast YacTh OTJe/ISeTCs OT KOHCTaTHPYIOLIeH C/I0BaMU:
npeaJaraio, 06sa3bIBalo, Tpedyro, mopyyaro?

Bbibepume oouH omeem:

1.8 TIpHKa3ax

2.B pelLLeHusxX
3.B PacIIOpsDKeHUsIX
4. B noxenaHusix

5.B TIpeAyTpeXXJeHUsIX
8. Ha KakoM JOKyMeHTe He00X0UMO0 NMPOCTABUTH BPeMs MOoTyueHus?
BribepuTe oiuH OTBeT:

1. C nomerkoit «musoe»

2. C mometkoii «CpPOYHOEe»

3. C NoMeTKO# «z/Is1 TAYHOTO TI0/Ib30BAHMS»
4. C nomerkoii «muHO B PYKI»

5. C roMeTKoii «BHUMAHHIO PYKOBOZAUTEIS»
9. Yro Heo0X0MMO CAEIATH CeKpeTaplo NpH Teae()oHHOM 3BOHKe NMPH 0TCYTCTBUHU PYKOBO/JUTE/IS Ha
pabouem mecte?

Bbibepume oouH omeem:
1. ficHo u Touno 3ammcaTh cyTh coobiieHus
2. 3ammcaTh JaHHbIE 3BOHSIIIETO
3. YTOUHHTE BpeMsi, KOT/ja eMy MOYKHO T1epe3BOHUTE
4. TIoBTOPHUTS BCIO3aMMCAHHYIO MH(OPMALIHIO BC/IYX C LIe/bIO e POBepKH

5 . Bce BbIllIeyKa3dHHOE



6. 3arnucaTb MacriopTHbie JdHHbIE
10. B kakwue CPOKH NMOJAJ/IeXKAT UCITIO/THEHUK JOKYMEHTbBI oe3 YKa3aHusA KOHKPETHOﬁ AAdThbl UCITIO/THEHUSHA, HO
HMeilue B TeKCTe JOKYMEHTA UM B PE€30/II0IUU IIOMETKY «CpO‘»lHO»?

Bblbepume o0uH omeem:
1. 10aneit
2. 30xHei

w

3nHs
4. HeMe/lJIeHHO

5. Hukorza

[lnst BBITIOJTHEHYS] MPAKTHYECKOH KBaIN(UKAMOHHON PadoThl KaK YacTH KBaTU(UKAILMOHHOIO JK3aMeHa Io
OCHOBHOH T1porpamMMe IpodeccMoHanbHOro 0OyueHUs MO JO/DKHOCTH — ciayxalux —«CeKpeTapb-MalllMHUCTKa»

06yLIEII-OLI_[I/IMC$I TrpefJjiara€Tcd BbITIOJIHUTH 3d/idaHHE.

3AJJAHUE Nel

1. MakcumanbHoeBpeMSIBbINOIHEHUA3aaHUsA: 45MYH.

Tekcr 3aganus: Ogopmume npomokon obwjezo cobparus akyuoHepos ITAO «Pycb». ITo- eecmka OHsi: 1. YmeepacOeHue
200086011 byxeanmepckoli omuemHocmu.2. Pacnpedenetue uucmoli npubbiiu 8 cymme 3 MaH. pyb. Ha 8binaamy ousuoeHO08.
B mekcme dokyMeHma 00/MCHbI NPUCYMCcmeosams ece obsi3amesbHble pekgusumbl. Hedocmarouwjue daHHble onpedenume
camocmosimenbHo. [JoKymMeHm 8bINOAHAEMCS 8 NeUamHOM 8ude Ha caedyrowjem Aucme (Aucmax).

2. OTBeT:

IMogmuck obyuarolerocs /
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