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I. IesieBoii pa3/jel 06pa3oBaTeIbHOH NPOrpaMMbl npo¢eccHOHATLHOr0 00yYeHNs
1.1. ITosicHuTe1LHAA 3ANMMHCKA

OcHoBHasi. o0pa3oBarelbHas IporpaMma HpodecCHOHATLHOTO obyuenus (nanee -
IIporpamMa) MyHHIMIIAIBHOTO aBTOHOMHOIO 06111606pa30BaATENBHOTO YIPEKICHHS CPeHEH
o6ueo6pazoparenbHoil mKoasl Ne 81 (manee — YupesieHue) NpeHasHaueHa Uil 00ydeHns
0GydJaronMXcs 8 KIaccoB B paMKax Ipo(ecCHOHATEHOM NO/IFOTOBKH 110 JIO/KHOCTH «CexkpeTapsb-
AIMHHMCTPATOP», B pa3paboTaHa B COOTBETCTBHH ¢ HOPMATHBHO NPABOBBIMU JOKYMCHTAMH:

- MepepanbHEli 3akon ot 29 gexabps 2012 roma Ne 273-@3 «O06 oOpaszoBanuu B Poccuiickoit
Genepanun»,

- Ilpukas Munucrepcrsa o0pasoBanus U Hayku Poccuiickon depepanuu ot 18 anpens 2013 r.
Ne292 «OG yTBep)KAEHUM IIOpAAKA OpraHn3allid M OCYHICCTBJICHHA obpazoBaTenbHOM
JeATENBHOCTH 10 OCHOBHBIM IPOrpamMMaM [po(ecCHOHANBHOTO 00y 9eHH;

- Ilpukas MunncTepcTsa npocseiuerus PO ot 14 mionst 2023 roa. N 534 "O06 yrBep:KICHUH
[lepeuns npodeccuii pabouMX, MAOIDKHOCTEH CIyXaIlUX, IO KOTOPBIM OCYMIECTBIACTCA
npodeccuoHanbHoe 00yueHne" (C U3MCHEHHAMHU U JTONIOIHEHUAMHI OT 29 ¢erpans 2024 rona);

- Ejuubli KBaiM(HUKAIMOHHBI CIPABOYHHK JOJDKHOCTEH PYKOBOAHMTENEH, CHELHATUCTOB H
cinyskamux (pepaxuus ot 9 anpensa 2018 roja, B ToM YiCIIe ¢ H3MEHEHUSMH, BCTYIUBIIMMH B CHITY
1 uronst 2018 rozna);

- IpodeccrnonansHbii crangapt 1o npodeccun «CrnenHanucT IO OpraHH3aUMOHHOMY H
JIOKYMEHTALIHOHHOMY ~OGECIIEUeHMI0 yIPABICHHA OpraHu3auuei» (YTBEpiKACH TPHKa3oM
MHHKCTEpCTBA TPY/IA U COLMAIBHON 3anmThl Poccuiickoit @exepauun ot 06 Mas 2013r. Ne276n);
- Yeras MAOY COL Ne 81.

IToj mpodeccHOHANBHEIM 00yYeHHEM 110 IPOrpaMMam MpOo(HECcCHOHAIbHON MTO/Ir0TOBKH
110 mpodheccHsM pabounX M JOJKHOCTSM CIyXKAIHX TOHMMAETCA NPOdECCHOHAIBHOE 00yYeHue
JIHLI, paHee He UMEBLIHX mpodeccuu pabodero WK A0JDKHOCTH CITyKallero.

IIpodeccuonansuoe 0OydeHHe 0 MPOrpaMMmaM Mpo(ecCHOHAIBHOH IMOATOTOBKH IO
npodeccusM paboumx, JOIKHOCTSM CIIyKallliX HaNpaBleHo Ha NPUOOPETeHNE 3HAHMI, YMCHHI,
HaBBIKOB, B TOM YHCIIE JUls pabOTEI ¢ KOHKPETHBIM 000PYI0BAHMEM, TEXHOJIOTUIMH, MOJIyYEeHHE
yKa3aHHBIMH JHIAMH KBaTu(QUKAIHOHHBIX Pa3ps/IOB, KATEropuil no npodeccun pabodero uim
JIOJKHOCTH CITy’KaIero 6e3 u3MeHeHus ypoBHs 00pasoBanus. OpraHusalus npodecCHoHaIbHOro
o0yueHHs perjaMeHTHPYeTCs MpPOrpaMMoil mpodeccHOHaNbHOrO O0y4YeHHs, B TOM HHCIE
yueOHBIM IUIAHOM, KaTCHAAPHO-TEMATHYEeCKHM IUIaHOM, pabOYUMH IPOrpaMMaMH JMCUHIUINH 1
npod)ecCHOHAIBHBIX MOJYJIEH, PACIIMCAHHEM 3aHATHH M JIOKAIBHBIMH HOPMATHBHO MTPaBOBLIMU
aKTaMH Y UpesKICHHA.

OcHOBHBIMH (hopMamMu ITPO(ECCHOHATBHOr0 00y4EHHA SBIIAIOTCA TCOPETHYECKHE H
npakTHYecKue 3aHATHSA. OCOGEHHOCTBIO pealH3aliy IPodecCHOHATEHOrO O0YUEHHS SIBILCTCS
CTPYKTYPHpOBAaHUE COZEpKaHWe OOydeHHMs B aBTOHOMHBIE OPTraHH3ALHOHHO-METO/HYECKHE
OJIOKH — pa3gensl.

Pa3fen — LeNOCTHBI HaGOp MOMIEKANIMX OCBOSHHIO YMEHHMH, 3HAHMH, OTHOIIEHHH H
onblTa (KOMIIETEHIIMI), OMICAHHBIX B (opMe TpeGoBaHMil NPOo(ECCHOHATLHOTO CTaHAApPTA IO
npodeccuu, KOTOPHIM JIOJDKEH COOTBETCTBOBATh OOYYAIOIIMICA 110 3aBEPUICHHH O0ydYeHHS
pasjiena, U IPeICTaBISOIIIN COCTaBHYIO YacTh Oonee obmei GpyHKun.

Paznensl (pOpMHUPYIOTCS Kak CTPYKTYpHAs €IMHHMIA y4eOHOro IuIaHa I0 MpodeccHH;
KaK OpraHM3alMOHHO-METOJUYeCKas MEXIHUCIHUIUIMHAPHAsA CTPYKTypa, B BUJIE Habopa pasHbIX
JUCLUIUIMH, OOBEIMHAEMBIX 10 TEMATHYCCKOMY NpPH3HAKY 0a30H; MIM KaK OpPraHH3allHOHHO-
MEeTOIMYECKas CTPYKTYpHAs €IMHHULA BpaMKax HpodecCHOoHaNbHOH mporpammbl. OGy4enue mo
IporpamMMe MperoaracT NPOBEACHNHE ATTECTAlMH — M0 OKOHYAHHIO y4eOHOro MONYrOAus H
yueBHOro rojia MPOBOIUTCS IPOMEIKYTOUHAs aTTECTAIMS, 00ydYeHHE 10 MPOrPaMMe 3aBEPIIASTCS
UTOrOBOI aTTecTalueil B popMe KBAIU(PHUKALMOHHOIO SK3aMEHa.

[IporpamMma TEOPETHYECKOr0 O0Y4YEHHMsI COCTaBIEHA C YYETOM 3HAHHi, MOTYYCHHBIX
obywarommMucs B 00IeoOpa3oBaTENbHOM IUKOJE, W IpeJycMaTpHUBacT IpHOOpeTeHHe
TEOPETUUYECKUX 3HAHUMH, HEOOXOIMMBIX CEKPETapI0-aIMHHUCTPATOPY IS IIPAKTUYECKOH paboThl.
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XapakTepHcTHKA Npodeccun:

Cekperaps — 3TO CIIELHATHCT, KOTOPBIH JOKEH 00JanaTh NENOBBIMH KaueCTBAMH,
KoMMYHHKa0eIpHOCTEIO. CeKpeTapb BEIET BECh JIOKYMEHTO00OPOT OpraHu3alMH, HCIOIb3YsA
KOMIIBIOTEPHYIO TEXHHKY, OCYIIECTBIIACT IEIOBYIO TNEPEMHCKY, KOHTPOJIHPYET HCIOIHEHHE
JOKYMEHTOB, TOTOBHT JOKYMEHTHI K CHaue Ha apXHBHOE XpaHEHHE. Cexperapb IMIaHHPYET
paGouuii IeHb PyKOBOJHTEIS, CTEHOrpaQUpyeT COBEIIAHHSA ¥ IEPErOBOPEI, OPraHU3yeT BCTPEUH,
npecc- KOH(EpEeHIUH.

Ha3znauenue npodeccun:

BeimosiHeHne paboT Mo OpraHU3alHOHHO-TEXHHYECKOMY O0ECNEeUCHUIO JIeATEIBHOCTH
Q/IMMHICTPATHBHO-YNPABJICHUECKHX  [OZApasfieNeHuii (PyKOBOAMTENEH  PasHOTO  YPOBHI,
paGOTHMKOB aJMHHHCTPAIMM W 1p.) B OpraHM3alMAX, YYPEKACHUAX, MHHHCTCPCTBAX,
BEJOMCTBAX, PEAIPHATHSX, (GUPMAX PA3HOTO NPODUIIA AEATENBHOCTH H POPM COOCTBEHHOCTH.

1.2. Ilean 1 321244

Iless nporpaMMbl — mpodeccHOHATbHAS IMOJArOTOBKA 00ydaroumxcs 8§ Kiaccos
Vupeskaenus 1o npodeccun «Cekperapb-aIMHHHCTPATOPY.

OCHOBHBIMH 3a]a4aMH MPOTrPAMMBbI SBJIAIOTCS:
-opMHpOBaHHE y OOYYAIOUMXCA COBOKYITHOCTH 3HAHWM W YMEHHI, HCOOXOIMMBIX JULd
OCYIUECTBIEHHs TPYIOBHIX jelicTBHIl M TpynoBeIX QyHKmui mo mpodeccun «Cekperapb-
aIMHHHCTPATOP;
-pa3BHTHE Yy OOYYaIOIMXCA MOTHBHPYEMOil MOTPeGHOCTH B TOIYYCHHH BOCTPEOOBAHHOM
npodeccu, B OpraHu3aluyi CaMo3aHATOCTH Ha PBIHKE TPYZa;
-OKa3aHue OOYJAIONMMCH [PAKTHKO-OPHEHTHPOBAHHOH IIOMOUIM B  MPOGECCHOHAIBHOM
caMoOIpeIeeH H, B BbIOOPE yTH MPOJOIKEHN TPOPECCHOHAIBHOr0 00pa3oBaHuA.

OO6y4JaroImuMesi, YCIEIHO CHABIIMM KBalM(DHUKAIIMOHHBIH 3K3aMEH IO pe3yNbTaTaM
npodeccHOHaNbHOTO  00yYeHHs, BBIIAETCA  CBMJETE]BCTBO  YCTAHOBIEHHOro — oOpasua.
OG6yuaromuecs, He CAABIINE KBATH(UKAMOHHBIH 3K3aMeH, TOJIY4al0T CPABKY yCTaHOBIEHHOIO
obpa3sua.

Bumn skoHoMuueckoil jestenpHoctH (kog OKB3JI) 82.11 - JleaTeNbHOCTH
aJIMMHMCTPATHBHO-X 035 HCTBEHHAs KOMILIEKCHAs 110 ofeciiedeHnIo paboThl OpraHH3aLHi.

B yue6HOM Mpolecce MCIONB3yeTCss MaTepHanbHO-TEXHHYeckas 0a3a U KaIpoBEIE
pecypcel YupeKIeHH.

1.3. Kateropuu ody4arommuxcsi. Cpoxu ocsoenust [IporpaMmmel

Kareropuss oOy4aromuxcsi. Ilporpamma mnpodeccHonanbHOro  00ydYeHHs 110
npodeccun «CeKkpeTapb-aJIMUHUCTPATOPY a/JpecOBaHa JIHIIAM, TTOIyHalolMM OCHOBHOE obmiee
00pasoBanue, BKIFOYAs JIUI C OTPAHHYEHHBIMU BO3MOKHOCTAMH 37I0POBbSI M HHBAJIMJHOCTBIO.

®opma o0yuenusi, MpuMeHsieMble B paMka oOyuyenusi mo Ilporpamme — odvHas.
Kakmas u3 GopM oOydeHHs MOXKET HaCTHYHO peaju30BaHa C NPHMEHEHHEM JHCTAHIHOHHBIX
00pa30BaTEILHBIX TEXHOJIOTHI U 3JIEKTPOHHOT0 00y4YEHHS.

Cpok 0CBOeHHsI TPOrpaMMBbl, PeXHM 3aHATHH: cpok ocBoeHus [Iporpammel
npodeccuonansHoro obydenus mo npodeccun «CekpeTapb-aIMHHHCTPATOP» COCTaBIACT 1,5
roza. O6muiee konuuecTBO 4acoB 1o [Iporpamme: 108 vacos.

U3 nux:
- epBLId To 00y4eHHs — 72 yaca
- BTOpO# roj 00yueHus — 36 yacos

Pexxum  3amsitmii.  PexxuM  3aHATHH — ompejenserca  CTPYKTYpoi  yueOHOro
(TeMaTHYecKoro) ruiaHa U paciicaHieM 3aHATHIA.
3angaTue: 2 akaJeMHYECKHUX Yaca ¢ IIepepbIBOM 15 MHUHYT.

ITpoI0/BKHTEIBHOCTE OJJHOTO aKaZIEMHUECKOro yaca cocrapiger 40 MUHYT.

[lepuoguynocTs: 1 pa3 B HeEINO.



1.4. ®opma atrectanuu. [JlokymeHT 00 ocBoeHuH IlporpaMmmsbl
@®opma UTOTOBOIl aTTeCTALMH — KBATH()UKAIMOHHBIH AK3aMEH.
Kpanuduxaunsa, npucsansaemas BBINYCKHHKAM 00pa3oBaTe/IbHON NPOrpaMMbl:
CEKpeTapb—aIMHHUCTPATOP TPETHETO pa3psia.
BoiiaBaeMblii JOKYMEHT — CBH/IETENILCTBO YCTAHOBIEHHOTO 00pa3ia.
CoorBercTBUEe ONUCaHUA KBalWQHUKAUMH B MpodecCHOHAIBLHOM CTaHJapTre C
TpebOBaHUAMM K PE3YJIbTaTaM MOJrOTOBKH 110 IIPOrpaMme NpodeccHOHaILHOro 00ydeHus

O06o01ennbIe TPYAOBBIE PYHKIMHH TpynoBbie GyHKIUH
KOJl | HaHMEHOBAaHHE YPOBEHB HauMEHOBaHHE KOJI YPOBEHb
KBATH(HUKAITHH (mo1ypoBeHb)
KBATH(HKAIUT
A |OpranuzanuoHHoe 3 IIpuem u pactipenenenue | A/01.3 3
obecrneueHue TeneOHHEIX 3BOHKOB
HCATCIIBHOCTH Opranusanus A/02.3 3
OpraHusanuu pabOTHI C MOCETUTEISIMU
BrinmonHeHne A/03.3 3
KOOPJIMHUPYIOILIHX U
obecrieunBarOIIX (QYHKIIHH

1.5. Ilnanupyembie pe3yJibTaThl 0CBOCHUSI IIPOrpaMMbl HpodecCHOHAILHOI0 00yyeHus
OcHoBHas  menp  BUAAa  NpOo(PECCHOHANBHOM  HEATENBHOCTH:  pealu3alus
obecrieynBalOMUX (QYHKUMH yNpaBiIeHUs OpraHU3aldei; BHEJpPEHHE JYYIIMX TeXHHYECKHX
pa3paboTOK M HOBEHIIIUX TEXHOJIOTHH B o0ecrieueHHe yIpaBJIeHHs] OpraHu3anuei.

Onpenenenue pe3yabTaTOB OCBOEHHUS NPOrpaMM NpogecCHOHAIBLHOI0 00yYeHHs
HA OCHOBE NpPo(ecCHOHAJBHOI0 CTaHAapTa

IIpodeccnonaabubIi IIporpamma npodgeccuoHaNBLHOr0 00y4eHus
CTaHIAPT
Bun npodeccuonanbHOM OpraHu3allMOHHOE U JIOKYMEHTallMOHHOe ofecrieueHne
eATEIbHOCTH YIIPABJIEHUS] OPraHU3alUAMHU JIIOOBIX OPraHU3alMOHHO-ITPABOBBIX
thopMm
O0obuieHHas TpyaOBas OpraHu3allMOHHOE o0ecreyeHHe AeSTeIbHOCTH OpraHu3aluu
byHKUHS
Tpynosas GpyHKUIMA [ IpueM u pacnipeneneHue TenedOHHBIX 3BOHKOB OpraHu3aliu

OpFaHHBaI_[I/IH p360TLI C IIOCETHTEJIAMH OpraHH3alluH

BrinonHeHne KOOPAHHUPYIOMKUX U obecreduBarommux hyHKInit

Tpynosoe aeiicTBHe [TepeHanpasiieHHe TeIePOHHBIX 3BOHKOB PYKOBOJICTBY U

COTPYJIHHKAaM OpraHH3alHH

Peructparys mocTynaonmx TeJe(oHHEIX 3BOHKOB

[Tonyuenne HeoOXxomuMoN MH(OpPMAIMHU U TIepeava

CaHKIIMOHMPOBAHHOH HMH(OpMalMH 110 TeaehoHy

Bcerpeua noceruTenei, nojiydeHue nepBUUHoi HHGOpMaKuK o

[TOCETUTENSIX W [TOMOIIL B OPraHU3allMK UX IIpreMa
YKOBOJHMTEJIEM H COTPYIHUKAMHU

BeleHue )XypHaja ydyera [OCETUTEeH

YyeT noceruresneit u ohopMIIEHHE TPOTTYCKOB

ConelicTBHE OIIEPATHBHOMY PACCMOTPEHHIO IPOCHO U

[IPE/UI0KEHUH ITI0CETUTENEH

[Ipriem 1 nepenada JOKYMEHTOB IIOCETUTENIEH PYKOBOACTBY U

COTPYIHHKAM OpPraHH3alluu
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Opranusanus ¥ GpOHHPOBAHHE MTEPETOBOPHBIX KOMHAT

CepeupoBka gaiiHoro(kogeiinoro) crona B oduc

[Ipuroropnenne HaMUTKOB (Uaii, Kode, IPOXIIATUTEILHEIE
HAITUTKH)

BelleHue xypHaa pa3be3108B pabOTHHKOB OpraHH3alliH

KoopimHaius paboThl KYphEpOB M BOJUTENEH OpraHu3alum

Bejienue sxypHaa pa3se3IoB KypsepoB OpraHH3aluH 1
MapLIpyTOB BOJIMTENICH

CocTapjieHHe CIIPaBKH O pa3zbe3nax pabOTHUKOB, KyphepoB W
MaplupyTax BOJHUTENCH OpraHU3aI[HH

YMeHue

Mcronk30BaTh TEXHUYECKHUE U [IPOIPAMMHEIE CPECTRA JIJIs
MIPOBCICHHSI TOJIOCOBOM MJIM BHJI€0-KOH(DEPEHI-CBA3N

Mcrons30BaTh CpeficTBa KOMMYHHKAIIMOHHOH OPTrTEXHHKH JUIA
[I0JIyYEHHS] M Iepetadyu HHOpMaIuu

BecTH ydeTHBIE pPeruCcTpalMOHHBIE (OPMEI, HCIIONB30BAaTh HX
Ui MH(OpMaHOHHOH paboThI

Y cTaHaB/IMBATH KOHTAKT C COOECEAHMKOM, MOIIEPKHBATE U
Pa3BUBATE JIENIOBYIO Oecelly B mporecce TeaeOHHBIX
[eperoBopoB

CriiaxxuBaTh KOHQIMKTHBIE U CIIOKHBIE CUTYALUHU
MEIHYHOCTHOTO B3aUMOIEHCTRBHS

CobmroaTh cnyKXeOHBIH THKET

OO0ImATECS ¢ MOCETUTEIAMH

MICroNp30BaTh  yCTAHOBJICHHBIE IPABHIIA M IIPOLELYPHI
KOMMYHHMKAIMH _ BHYTPH OpraHH3alHH

BecTu yueTHBIe (DOPMBI, HCIIONB30BATh MX /s pabOTH

Co3jiaBare MOJIOKUTEIBHBIH HMH/UK OPTaHU3AIMH, IPHHHMATD
MEpBI 110 pa3pelIeHHI0 KOH(IMKTHBIX CHTYaIHi

[IpUMEHATE HHOPMALHOHHO-KOMMYHHKAIIMOHHEIE TEXHOJIOIHH

ObecnieunBaTh KOH(HICHINATEHOCTE HH()OPMAIIUH

CoCTaBIsATh M BECTH YUETHBIE JOKYMEHTEI

[IpuMeHATE cpefcTBA KOMMYHHUKAIMH  JJIs
Mepeadyn IMOPYYEHHH PYKOBOAMTENS M COTPYIHHUKOB
OpraHU3aLum

| [ppMeHsATE coBpeMeHHBIe cpencTBa cbopa, 06paboTkH U
repenadd HHGopManuu

OnieHHBaTh pe3yJILTATHI B pAMKaX IIOCTABJICHHEIX 3314

OCyIIECTBIIATE KOHTPOIIb UCTIONHEHNUS IOPYIEHHI PYKOBOUTENIS
COTpYAHUKAMHU

SHaHue

DyHKLUKY, 3312491, CTPYKTYpa OPraHn3allH1, €€ CBA3U

[IpaBuna  B3aMMOJEHCTBHS ¢ [apTHEpaMM, KJIHEHTaMH,
CPEeACTBAMH MacCOBOIT HH(OpMAITHH

DTHKA JEI0BOIro 00LIeHHS

[TpaBuiIa peyeBOro STHKETA
TpeboBaHus oXpaHsl Tpyaa

| [paBHIIa 381U TE KOH(QUACHIMAIILHOM ciTyrkeOHOi nHbopMatm

[ [paBuiIa OpraHM3aliy IpHEMa IT0CETHTEIeH

[IpaBuiia 1e710BOr0 O0IIEHHS

CTpyKTypa OpraHusauuy M paclpejeleHne (QyHKIHH Mexy
CTPYKTYPHBIMH IIOJIPA3/IEIEHHSIME U CIIELHAIMCTAMH

[ [paBuJla OpraHu3aIMy IPUEMOB B OHCe




I IpaBuiia cepBupoBKM YalHOTO (KoheiHoro) croa
[IpaBuiIa IpUrOTOBIEHHUS U MOAAYH FOPSIUX HATUTKOB H 3aKYCOK K
HUM

Conepxxanne TPOrpaMMbl IPODECCHOHAILHOrO OOy4YeHHsT OINpesenseTcs Ha OCHOBE
TpeOOBaHUH  NPOQECCHOHAIBHBIX CTAHAAPTOB (IPH  HAIMYHH) MJIH  YCTAHOBJIEHHBIX
KBTH(HKALHOHHBIX TPpeOOBAHHH,



I1. Conep:kaTenbHbIH pa3jiel 00pa3oBaTeILHOH NPOTPaMMEI npogeccHOHATLHOT0
o0y4yeHust
2.1. Conmep:kanne MPOrpaMMbl PoQeccHOHATLHOTO o0yueHus

Pasjen I. O6menpogeccnoHaabHbIH MOAYIb

1.1. OcHOBbBI peIaKTUPOBAHUA T0KYMEHTOB.

Teopus. KynbTypa dYenoBeka M KyJIbTypa peHH. OcHoOBHBIE (QYHKLUHH s3bIKA.
B3auMOCBA3b KYJIBTYpHl 4elnoBeKa M KYyIbTYPhI peHH. HopMaTuBHBIH, KOMMYHUKATHBHBIH |
YTHUECKHMil aCIIEeKTHl PEUeBOl KyIbTyphl. DYHKIMOHATIBHBIH CTHIIM PYCCKOTO JIUTEPATYPHOTO.
Crun peurt. OCHOBHBIC 9epThl,0COOEHHOCTH M Il PU3HAKH BCCX cruneit. HopMBI pyccKoro
peuesoro atukera. Opdosmus, op¢orpadus. CHHTAKCHC U ITYHKTYaIHs. [TpuHIMIB ¥ QYHKIHH
pycckoii myHKTyarun. CMBICIOBas POIb 3HAKOB NMPCHHHAHUA. Crioco6b1 oopMITEHHS Ty:KOH
pEUH.

[paxtuka. Harncanue TeKCTa 1oj| IMKTOBKY. AHAJIM3 TEKCTA. PeakTupoBaHHE TEKCTA.

1.2. lenosas KyJabTypa.

Teopus. MMumk cekperaps-aJMUHUCTpaTopa. JIMYHOCTH CEKperaps M €ro poik B
JEATENPHOCTH COBPEMEHHOM opraHm3alnu. [lo/DKHOCTHAS WHCTPYKIHA. JlenoBele M JIMYHBIE
KauecTBa cekperaps. JlefoBas KeHIIMHA-TPO(eCCHOHA. Pabogee MecTO cekperaps. ITHKET B
cilyeOHBIX  OTHOIIEHMAX. KopmopaTuBHast KyJbTypa, (HUpPMEHHBIH CTHIb OpraHH3alHH.
CiyxeOHas BepTHKaNb (OTHOLIEHHS B CHCTeME «PyKoBOTUTENDb- rorunHenHblit). CiyxeOHas
rOPH30HTAIL (OTHOIIEHHE B CHCTEME KOJIIEra- KOILIEra). Cny:xebnas cybopaunaims. Hopmer n
IIpaBu/ia OTHOLICHNH COTPYAHHKOB C IPEACTABUTE/IAMH CTOPOHHUX OpraHM3aluii, NapTHePaMHu,
KIHeHTaMHt, oceTuTesiMi. CyGopaHHaIms. DMOLHOHATIBHO- HEHTPATIBHEIIT JIEJIOBOM XapakTep.
KoH}puaeHunaabHOCTb.

ITpaxtuka. denosas urpa: « Oprannsanis COBEIAHUD)

1.3. OcHOBBI 1€10IPOH3BOJICTBA

Teopus.  JloKyMeHTaHOHHOE  O0ecreYeHHe YIPaBICHYECKOH  JACATEJIBHOCTH.
CekpeTtapb B CTPYKType yrpasjieHus. HopMaTHBHO-METOAUYCCKAs 0a3a JIEIONpPOM3BOJICTBA.
OCHOBHbIE TEPMUHBI BJICJIONPOU3BOJCTEE. 3aa4i  JICNONPOM3BO/CTBA. TpeboBanne K
odopmitenuio fokymeHToB Ha ocHOBel'OCT. lokyMeHTHPOBAHHUE. JIOKYMEHT, BUJIbI IOKYMEHTOB,
MX KiacCH(HKanus. PeKBH3ATHI JOKyMeHTOB IIpakTuka. AHauM3  JOKYyMEHTd, TMPHHIMII
MOCTpOeHHs. BIaHKHM  JIOKyMEHTOB. PeKkBH3MTHI HoKyMmeHTa. JOKYMEHTHPOBAHHE, BHALI H
criocoObl. TpeGoBaHus K TEKCTY JoKyMeHTa. TpeGoBaHus K H3TOTOBJIEHHUIO JTOKYMEHTA. 3aueT
«HopMaTHBHO-MeTO/IMUeCKasi ~ 0asa  JCIONpOM3BOACTBA.  TpeboBaHme K o opMIIEHHIO
JIOKYMEHTOBY.

1.4. Texunka mamuaomucu. Pasgen Ne 1 «Caenoii» JecATHIIAIbUEBBIH METO/
neuyaTu Ha [IK. Teopus.

OCHOBHEBIE NPUHIMUITHI «CIIETIOT0» JIECSTUMIANBIIEBOTO METOJld TI€YaTH Ha IHIIYIICH
mammuke u ITK. Ilosumuu nanenes Ha KiaBuatype. JIOKyMeHT, BHIBI IOKYMEHTOB, HX
Kaaccuduraims.

PeKBM3UTEl TOKYMEHTOB. 3Haku mpernuHanus. Apabckue uudpsl. KosnuecTBeHHBIC,
MOPAAKOBEIE YHCAUTENbHBIEe, Hymeparms mynkToB. Pumckue ungpsr. Hammucanue jat

Ilpaktuka. Odopmiaenne 0oKyMeHTOB. lledaTp  JI€CATHUNANBIEBRIM — METOJOM.
Odopmienue rpanui. o fokymeHToB. Y cTaHoBKa ronei. [IpakTnyeckue 3afanus. «OrpaboTka
nevary Ha Kiasuarype. Ha6op TekcToB» «OdopmiieHue JT0KyMEeHTOB. [ledath JIeCATHIANBIEBBIM
METOIOMY. 3ayer.

1.5. Texunka mammHonucu. Pazgen Ne 2. M3yyenne TeXHHKH Me4aTH

Teopus. OcBOEHHE IIPUEMOB TEXHUKH MHcbMa. O6paboTka KPUIITOrPaMM IIaCHEIX OYKB.
OcopMmIIeHHE 3aTONOBKOB W 11043arooBkoB. Hymepamus crpanHull. TeKCTOBBIE COKPAIICHHSL.
[Ipsmast peus, nuTathl. OdopmieHHe NpUMedaHuii, npunoxenuit. Hcenpapienne OLIHOOK.
Wcnpasnenue omuGox Ha [1K OOpaGorka kpuntorpaMM OyKB OCHOBHOH MO3MIMH MAlbLEB.
KpHnTorpaMMsl TJIacHbIX OykB. IledaTh CIOrOB «cOIJlacHas — TJIACHAs - 2 COIVIACHBIX»; «2
COIJIACHBIX - TJIACHAs - COTJIacHas», paboTa co CJIOTaMHTHIIA - «COTJIacHas - COIJIacHad rilacHasy.
KpunrorpamMmel OCHOBHOH MO3uLMHK Nankies. O6paboTka KpHnTorpaMm OyKB BCeil KITaBHaTypbL.



[leyaTh CJIOrOB, MedYaTh ABYX - U TPEXOYKBEHHBIX KOHCYHBIX oykBocoueTanuil. OdopmieHue
MaIIAHOMHUCHBIX pabot. Tatmel. OopMieHHEe U U3TOTOBICHAC TaOMMYHEIX HOPM TOKYMEHTOB.
[IpaBuia BBIIOJIHEHUS CIIOMKHBIX TabIMLL

[Ipaktuka. PaboTa ¢ TEKCTOBBIM JOKYMEHTOM. HaGop TekcTa 10j1 IUKTOBKY. PaboTa ¢
TaGmuuamu. OGopMIEHHE H H3rOTOBIEHHE TaOIHYHBIX (hopM JOKYMEHTOB.

1.6. Texnuka mammHonucu. Pazjgen Ne 3. CkopocThb mevyaTu

Teopust. OnpejielieHHE CKOPOCTH TIEYATH. CKOpOCTh MEYaTH W KauecTBO paboT Ha I1K.
[Ipaxtuka. Habop TekcTa Ha CKOPOCTb. KauecTBeHHEII Ha0op TEKCTA.

Pazpen 1. Aeromatusanus OY

2.1. Oducnoe obopynoBaHue.

Teopus. Opranu3aoHHas TEXHUKA. Bkl 1 YCTPONCTBO OPraHU3aI[MOHHON TEXHUKH.
Kcepoke. @axc. Ilpunrep. Cxanep. [lepcOHAJIBHBIH ~ KOMIIBIOTED. MyneTHMEAUHHOE
oGopyaoBanue. IleyaTHoe M MHOXKHTENbHOE 00OpYHOBAaHHE. JIeMOHCTpAI[MOHHAs TEXHHKA.
Cuctema cBs3d. Mynsrumenua. CKaHHPOBaHUE H300paKeHHH.

[Tpaxtuka. PaboTa ¢ OprTeXHUKOH (OQHCHEIM obopynoBanneM). CKaHHPOBaHUE

2.1. DnexTpoHHBIH 0(uc.

Teopus. OducHble NpuUIOKeHHS. JIONONHUTEILHBIC BO3MOKHOCTH. AwmriepaHTHOE
obecrieueHIe MepCoHANIBHOr0 KoMmmbrotepa. OnepanioHHas CHCTEMA Windows. CiyxeOHbIC
nporpamMmbl.  TeKCTOBBIH penakTopMS Word. PemakTop 37ekTpoHHBIX Tabmui MSExcel.
Tporpamma MSPowerPoint. Tectossiit penakrop MS Word. 3anyck u Hadasno paboTel. Bozmu
penaktupoBanue TekcTa. POpMAaTHPOBAHHE TEKCTA. Odopminerne crpanui. Odopmnenne
JOKYMEHTOB ¢ momolpio Tafyisapa. Odopmienue GIaHKOB JOKYMEHTOB. MeHIO U OCHOBHBIE
nousitus MS  Excel. DrextponHas Ta0muia. 3HAKOMCTBO ¢ 3KpaHoM MS Excel. Ilanenu
uHcTpyMeHToB MS Excel. BBOI ¥ pellakTHPOBAHHE JAHHBIX. Anamus 1 00paboTKa JaHHBIX.
[Ipesentauus MS PowerPoint. Bosmoxknoctn MS PowerPoint. Ciaiigsl. Pabota ¢ TEKCTOM.
JNEKTPOHHEICIOKYMEHTEI H HX XpaHeHHe. DKCIePTH3a IIEHHOCTH IOKYMEHTOB.

[paktuka. PaGorta ¢ Ttabnuuamu u rpadukoil. OpopmieHHe NPE3EHTAUHH B MS
PowerPoint.

Paznen I11. IpodeccHonaibHbli MOAY/Ib. [leIONPOU3BOACTEBO B OPraHH3 AU

Teopus. CocraB YIpaBIE€HYECKHX [OKYMEHTOB OpPIraHH3aliH. Opranu3aiioHHbIE
JOKYMeHTBl PacropsiinTenbHble TOKyMeHTbl. VIHQOpMalMOHHO - CHPaBOYHBIC JOKYMCHTDL
Jlenosas neperucka. [IpaBuia opopMiIeHHs, CTPYKTYPa M BUJBI ICTIOBBIX ITHCEM. JokyMeHTanus
[0 JOTOBOPHEIM TPaBOOTHOWEHHAM. Opranusaius paboTel C JIOKYMEHTAMH. Oprasuzanus
NoKyMenToo6opoTa. Perncrpanus JoKyMeHToB. Tekyee XpaHeHHE JJOKYMCHTOB. Homenknarypa
fel. ApXuBHOE XpaHeHHe JOKyMEeHTOB OCHOBHBIE PEKBM3MTBI M TPEOOBaHHA K oopmIIeHHIO
noroBopoB. Jloxymentsl mpeaupuaTés Knaccudukanus —IOKyMEHTOB yIpaBIeHYeCKOMH
nesrensrocTd. Yeras. IMonoxenus. IllraTHoepacnmucanue. [IpaBuia BHYTPEHHETO TPYA0BOTO
pacriopsiaka. Ykasauus. Ilocranosnenus. [Ipukassl 10 OCHOBHOH J€ATENBLHOCTH. Brinucka u3
npukazos. Pacnopsukenue. Pemenne. [TpoTokosn (MONHBIH H kpatkuii). AkT. CripaBku. JloknagHas
samucka. OObicHHMTeNIbHas 3anucka. Temerpamma, TenedoHorpamMma. PeKBH3HTEI NHCBMA.
Mucsmo-tipocsba. ITucemo-otser. IlpurimacuTensHoe MUCEMO. CONPOBOIUTENBHOE MHUCHMO.
[lucoMo - coobmienne. [Iucemo-oTkas. Kpemutupii morosop. Jlorosop xpaenus. Jorosop
noctaBku. Jlorosop npokata. Kommepueckuit forosop. [lonsane " 1IOKyMeHTO000pOT" H pasBUTHE
ero HOpMaTHBHOM METOJMUIECKON pernaMeHTaiui. XapakTepHCTHKa JOKYMEHT0000pOTa. DTaIlbI
JBHKEHUS M TOPS/IOK 0OpaboTKH JOKYMeHTOB. PaGoTa ¢ BXOAAMMMH AOKYMEHTAMH. DTarlbl
06paboTKn J0KYMeHTOB. KOHTPOIIb HCIIOHEHHS JIOKYMEHTOB. PerucTpanus I0OKyMEHTOB, BHBI
peructpamu. Ornpezenenne CpokoB xpaHenus. Ilopsuox Beimaun jeil. llomroroska pem u
nepesaua B apxus. dopma omucy 1 akThl. Ilepenada nei B apxus. Padora ¢ KOH(UICHIIMAIbHBIMH
JIOKYMEHTaMH

IpakTuka. CopTupoBKa JOKyMEHTOB 10 Kiaccudukamuny». COCTaBIEHHE WITATHOTO
pacrimcanus. PaGora ¢ pacnopsauTenbHbIMU fokymeHTamu. CocTapieHHe HH(OPMALIUOHHO -
crpaBovHOH AoKyMeHTauuu. OdopmiieHe Je/IOBEIX ITHCEM. OdopmieHHe THIIOBBIX JIOTOBOPOB.
PaGoTa ¢ MCXOMAIMMM M BHYTPEHHMMH HOKyMeHTaMH. OdopmieHHe HOMEHKIATYphbl MEI.

9



O¢opmnenne JOKyMEHTAlLUH 71 apXUBa.

Paznen IV. CrienmanbHblii Moayis. Kagposoe odecneyenne

Teopust. Tpymosoii kogexc P®. Tpynosoit 10rosop, €ro 3aKiIoHCHHE. Odopmienne
TpynoBoro aorosopa. CTpYKTYPHBIH NPUKa3 MO MPEIIPHUATHIO. 3Ha4YeHHEe TPYAOBOTO JA0roBOpA.
3aKTI0YCHHE TPYAOBOrO ZOrOBOpPA HA OIPEJENCHHEIH 1 HeonpeneneHHblt cpok. OCHOBHbIC
DPEKBH3UTEI TPY/I0BOTO I0roBopa. Tpynosbie lpaa i 00A3aHHOCTH paboTHUKOB. I1opsi/iok TpueMa
na paBoty. JloKyMeHTEI IIpH IpUeMe Ha pabory. ApTobuorpadus. XapakKTepHCTHKa. 3asBJICHHC.
Pestome. IIpnkas o npueme Ha pa6oTy.IIpocToil U CIIOXKHEIH IPHKA3. Tectuposanue. [lepeson Ha
apyryio pabory. Ilpekparienue TpyJ0BOro LOroeopa. IIpukasbl O MOOIIPCHUM U HAIONKCHIH
p3pickanuit. JIHgHas KapTouKa, opsaoK 0(opMIeHHs HXpaHeHHe. [10pANOK BEJCHIT TPYIOBbIX
KHIDKEK. Bejlenue JTMUYHBIX e, OCHOBHBIC JOKYMEHTEL.

ITo/roTOBKA JOKYMEHTOB K AapXMBHOMY XpaHeHHIo. IleHCHOHHBIH ¢oHA: chada
OTYETHOCTH H JIOKyMeHTe1s opopminenus neHcnu. OGopMIeHHE APXUBHBIX CIIPABOK.

Ilpaktnka. CocTaBiieHHe TPY/A0BOro jgorosopa. CocTaBIeHHE NpPHKA3O0B. 3anonHeHue
TMYHOI KapTOUKH. 3amojHeHHe TPYHOBBIX KHIDKEK. COCTaBICHHE OTYCTHOCTH. CocraBnenune
npukasa. Cocrapienue akra. CocraBnenne HHCTpyKUHH.

Pa3znen V. KoncyabTanuu

KoHCynbTaluu MpoBOASTCS I 00ydaionmxcs o [JporpaMme B TEIEHHE BCEro nepHojia
oGyuenus i 110 uToram 1 roga 00yueHHs Iepes IPOMEeKY TOTHOH arrectanueil. Koncynpranuu ro
H3yYeHHOMY MATepHaIy, POOJDKEHHIO MPOhECCHOHATLHOr0 00pa3oBaHus, TPYJIOYCTPOICTBY.
[loaBe/icHHE HTOTOB TEOPETHIECKOro 00ydeH s (Oecea, TECTOBbI KOHTPOMIb 1 ap.)

Paznen VI. ArrecTanus

6.1. TIlpomexyrounas arrecranus. JnddepeHuupoBaHHslii 3a4eT

6.2. MWrorosas arrectaumusi. ATrectanus 0O0ydJalOIIMXCA B COOTBETCTBHH C
npo)ecCHOHANBHBIME TPEGOBAHHAMH M KBAIM(HKAINOHHOM xapakTtepuctikoil «CekpeTapb-
aJIMUHUCTPATOP».

2.2. Y4ueOHLIH nJjaH
B yueGHoM IuiaHe oToOpaKaeTCsa JOrHYECKas MOCIIe/I0BATEIBHOCTE OCBOCHUS DA3/IC/IoB,

obecrneunBarOIMX (HOPMUPOBAHNE KOMIETEHIHH.
YkasblBaeTcs 001Las TPY/10eMKOCTE Pa3/ieoB, MOIYJICH.

Ne n/n Haumenosanue pasnienos Fesn = BN Copin
4acoB Jlexuun | IIpaxTHka | Camoct.pabora KOHTPOJIS

t 1 roa oby4enust

I O6uenpodeccHoHAIbLHBIAMOAY/Ib 42 16 22 4

1.1.  |OCHOBEI peJAKTUPOBAHHUSI JIOKYMCHTOB 8 4 A - TecTHpOBaHUE
1.2. |[enoBas KyJIbTypa 2 > - - /lenorast urpa
1.3.  [OCHOEBBI €/IOIIPOU3BOACTBA 10 4 5 | 3ayer

1.4. [Texuuxa mammuonucu Pasgen Nel 14 4 8 2

1.5. [Texuuxa mamusonucu Pazmem Ne2 8 2 5 1 [IpaxTieckie
1.6. |Texnuka mammHoricu Pazgen Ne3 - - - i

I1. Aptomatuzanus OY 2 1 1 - -

2.1.  |OducuHoe obopynoBaHue 2 1 1 - Omnpoc

2.2.  [DneKTpOHHEIH o(HC - - - -

II1. |[[IpogeccHoHANBHBIA MOIYJIb 18 7 9 2 [IpakTuueckue
3.1  |lenonpou3BOACTBO B OPraHU3alH{ 18 7 9 2 3aaHus. 3a4eT
V. [ConeunajbHbIA MOAYJIL 6 2 4 -

4.1. |Kagporoe obecrnieueHue 6 2 4 - Bauet
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V. KoucyapbTanuu 2 - 2 -

VI ATTecTauus 2 - 2 -

6.1. [TIpomexyTouHas aTTECTALHS 2 - 2 - 3auer
6.2 [MToroBas arrecTalusa - - = = E

Hroro 1 rog 72 26 40 6
2 roj ody4ueHus

1. OGmenpodeccnoHaIbLHLIAMOAYIH 16 2 10 4
1.1./OcHOBEI peaKTHPOBAHMS JOKYMEHTOB 4 - 2 2 TecTupoBanue
1.2./lenoBad KyJIbLTypa - - = - =
1.3.|OCHOBBI JIENONPON3BOACTBA - - 3 1 TectupoBaHue
1.4 [Texuuka mamnHoucu Paznen Nel - - - - -

1.5 [Texnuka MamnHonucu Paznen Ne2 2 - 2 - [IpakTHuyeckue
1.6./Texnuka mamuonucu Pasaen Ne3 6 2 3 1 RamaHus. 3a4eT

II. ApTomaTusanus OY 2 1 1 -

~2.1.,0¢pucnoe 0bopyoBaHHe - - - - -

i 2.2 DnexTponHEI oduc 2 1 1 - Omnpoc
ITL.IIpodeccuoHAIBHBI MOAYJ/Ib 10 + 5 1 [IpakTHyeckue
3.1)lenomnpon3Bo/ICTBO B OPraHU3alHH 10 - 5 1 3aJaHusA

 IV.CueunaabHblii MOIYIb 4 2 2 -
4.1.[KagpoBoe obecnieueHne - 2 2 - TecTupoBaHHUE

V. KoncyabTanuu - - - -

VI  |Arrecranus 4 . -

6.1 /[IpoMeskyTOUHAS ATTECTALUS - - - -
6.2.!HT01‘0B&H ATTECTALU * i # ) Kgaﬂumpmauﬂo
HHBIH 3K3aMEH
Hroro 2 rony, 36 0 22 5
| HToro 108 35 62 11
2.3. TeMmaTH4ecKoOe IIAHHPOBAHHE
HanmeHoBaHHe pasjie/ion Conepsxanue yueGHOro Matepuana, 1a6opaTopHeie paboThl H O6bem
H TEM NPaKTHYCCKUE 3aHATHSA B Hacax
1 2 3
OGmenpodeccHoHAILHBIH MOXYIb
OCHOBBI PeIAKTHPOBAHHUS JIOKYMEHTOB 8
KynbrypayenoBeka |OcHOBHBIE (YHKUMHM #A3bIKa. B3aMMOCBSI3b KyJIBTYPBI HEIOBEKA H 4
U KYJIBTypa peun KyInbTYpsl peun. HopMaTHBHBIH, KOMMyHHKATUBHBIA M 3THYECKHiH
aCIIEKTHI Pe4YeBOl KYIbTYPBI.
@DYHKIHOHAIBHBIH Ctunn peun. OCHOBHBIE UYEpTHl, OCOOEHHOCTH W MPHU3HAKH BCEX -
CTHJIH PYCCKOI0 ctuiieii. HopMBl pycCKOropeueBoro 3THKeTa.
AMTEPaTypPHOIO
JenoBasi KYJbTYpa 2
Wmupx cexperaps JIMYHOCTE CeKpeTaps WU ero poib B JEATEIBHOCTH COBPEMEHHOM 1
opranuzauuu. Jlo/DKHOCTHAS MHCTPyKuMs. JleloBbIe W JIMYHBIE
KadecTBa cekperaps. JlenoBas >xeHmuHa-npodeccnoHan. Pabouee
MEeoTn CerneTaAnd




OTHOWIEHWH  COTPYAHHKOB C  IPEACTABHTENSAMH  CTOPOHHHX
OpraHu3alui, [IapTHEPAMH, KIIMCHTAMH, TIOCETUTEISIMH.
CyGopaunanusa. OMOUMOHATBHO-HEHTPAILHBIH 1eJ10B0iT Xapakrep.
KoHpuileHInaisHOCTh.

OcHOBBI 1€JIONPOU3BOJACTBA 10
Hoxymentuposanne. |OCHOBHbIE MOHATHSA. THIIOIOTHS NOoKyMeHTOB. DopMaTel Oymaru u 10
JloKymeHT, BUIEI nons. OOiue TpeOORaHMS K COCTABJIEHHIO NOKYMEHTOB. Bianku
JIOKYMEHTOB, HX JOKYMEHTOB. PexBHM3UTEI nokymeHTa. JloKyMeHTHpOBaHUE, BHIH
KnaccupUKammsI, crocobsl.  TpeGoBaHHSA K TEKCTY JOKYMEHTA. TpeboBanus x
PexBU3UTEI M3rOTOBJIEHHIO JOKYMeHTA. MynbTMenuitHoe obopymoBanue.
JOKYMEHTOB IIpakTudeckas paGora: «TpeGoBaHMsi K  COCTABJICHHIO
AOKYMEHTOB. J[OKyMeHTHPOBAHHE»
Texnnka ManmMHoONUCH
Pazoen Ne 1 «Cnenoiiy decamunansyegoiii memood newamu na INK 14
OcHoBHble puHIMIBl | 3ydenue KkmaBuaTyps. OGuime npaBuna paborel. OcHOBHBIE 8
«CIIETIOTOY NPUHIMIIBL  [I€YaTH  JECATHNANBLEBOIO0  MeToxa. lloHsATHE O
JECSTHIIATIBIIEBOTO JCCATHIATIBIEBOM CIEIIOM METOJIE IIHChMA.
METO/a IIeYaTH Ha Ipakrudeckas paGora: «OTpadorka meyaTu Ha KIaBuaType.
nuuyiieit Mmamuiken | HaGop Texcrosy
[TK
[osurmu naneues Ha  |Odopmiierne rpamun. [loss JOKYMEHTOB. Y CTaHOBKa IIOJIEH. 8
KJIaBHATYpeE. H3ydenne ocHOBHOTO psija KiaBHaTyphl. M3yuenue GyKkB BepXHero
paza KnaBHaTypel. 3Hak "weprouka. AGsau. Usydenue ueTBepToro
psia  KIaBMaTypel. 3HAKH [penuHaHHA. ApaGckue 1uQpBL
KonuuecTBeHHble, MOPAAKOBBIE  YHCIHMTENBHBIE. Hymepanus
MyHKTOB. Pumckue mudpsl. Hanucaunue nar.
Ilpaktuyeckas padora: «Ogopmienne mokymentos. I[lewars
AECATHIATbIEBLIM METO0MY
Pazoen Ne 2. H3yuenue mexnuku nevamu 8
OcBoeHue nmpuemMos OdopMieHne 3aroJoBKOB M IOI3aroil0BKOB. Hymepanus crpanmi. 2
TEXHHKH NMHUCHEMa TexcroBsle cokpamenns. IIpsamas peus, muTaThl. OdopmieHue
NpUMEYaHHH, npuioxkenuit. Mcnparnenne ommbok. Mcmpasnenue
omn6ok Ha [1K.
IlpakTnyeckas paGora: «Pab6ora ¢ TEKCTOBBIM JOKYMEHTOM»
O6paboTtka Kpunrorpammel rinacHsix 6yks. IleyaTh CIOrOB «COTIACHAS - TIACHAS 3
KPHUNITOrPaMM INIACHBIX |- 2 COTTIACHBIX»; «2 COTJIACHBIX -IJIaCHasi - COIVIacHas», paboTa co
OyKB CJIOTaMH THIIA - «COTJIacHas - COIJIaCHAs IIACHANY.
IIpakTiyeckas pa6ora: «PaGoTa ¢ TEKCTOBBIM JOKYMEHTOM
O6paboTka KpunrorpaMmel  OCHOBHOM  MO3HLMM  TANbIEB. ObpaboTka 3
KpunTorpamm OykB  (Kpunrorpamm GykB Beeil kinaBuatypsl. IleuaTscioros, nedars IBYX -
OCHOBHOMHITO3UIIHH ¥ TPeXOYKBEHHBIX KOHEYHBIX GYKBOCOYETAHHIA.
[ajableB IlpakTnyeckas padora: «PadoTa ¢ TEKCTOBLIM JOKYMEHTOM.
Ha6op TexcTa noj IHKTOBKY»
IIpakTH4yeckoe o0yuyenne 2
AsTomMaTu3auus OY
Paznen Ne 1. Oducnoe oGopynosanne 2
Oducurie AMIepaHTHOe  obeclieYeHHE  IepPCOHANBHOrO KOMIIbIOTEpA.
[IPHIIOKEHHS. Omnepaumonnas  cucrema Windows.  CrysxeGHble [IPOrpaMMBI. 2
JlonoynHuTensHeie lleyatHoe u MHOXHTENBHOE 06GOpYIOBaHHE. JeMoHcTpanonHas
TexHuka.  Cucrema  cBasm.  Mynbtumenua.  CkaHHMpoBaHHe
H300pakeHHH.

IIpodeccnonanbupii Moayib
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Jle10npoM3BOJACTBO B OPranu3aluu 18
Cocrar JlOKyMEeHTEI NpeJIIpPUSTHS. Knaccudukanms JIOKYMCHTOB 1
yIpaBIeHYECKUX YIIPaBIEHYECKOH AeSITeTEHOCTH.
JOKYMEHTOB IlpakTnyeckas  pabora: «COPTHPOBKA  JOKYMEHTOB MO
OpraHU3aIH KJaaccupHKRAIMHY
OpraHu3alMoHHEIe Ycras. Ilomoxenus. IltatHoe pacnucanue. IIpaBuia BHYTPEHHETO 1
JIOKYMEHTBI TPYZIOBOI'O PACIOPAIKA.
IpakTHyeckan padora: «CocTaBaeHne IITATHOTO PACIUCAHUSI
PacnopsautensHble Vkaszanus. [loctanoBnenus. IIpuka3spl 0 OCHOBHOM J€STEIBHOCTH. 4
JIOKYMEHTBI Beinucka u3 npuxa3zos. Pacnopsbkenue. Pemenue.
IIpakTnueckas pabGora: «PaGora ¢ pacHmopsaIHTENLHBIMU
JOKYMEeHTaMH»
HudopmanonHo - IIporokon (monHenit u kpatkuit). Akt. CipaBku. JlokmajHas 3amucka. 2
CIpaBOYHEBIE OO0mBacHuTeNpHAS 3anHcKa. Tenerpamma, TenedoHorpaMma.
JIOKYMEHTEI IIpaxkTnyeckasn pabdora: «CocraBiieHne HH(POPMANMOHHO-
CIPABOYHOM JOKYMEHTAHU»
JlenoBas nepenucka. | PekBH3HTEHI IIUCEMA. Ilucemo-nipockba. [Tucemo-oTBeT. 2
IIpaBuna opopmnenus, |IIpurmacurensHoe mucbMo. CONPOBOAMTENBHOE MHCHMO. IIHMCEMO-
CTPYKTYpa ¥ BUJIbI coobuienue. ITuceMo-0TKA3.
JIETIOBBIX ITHCEM IIpakTHueckas padora: «Odopmiienne 1e10BBIX THCEM»
JlokymeHTamnus mo Horosop kymam - mpomaxu. JloroBop apewjgsl. J[OroBOp MEHEIL. 2
JOTOBOPHBIM MpaBo-  |KpeanTHeii jgorosop. JloroBop xpaHeHus. J[oroBop MOCTABKH.
OTHOILICHUSM Horosop npokara. Kommepueckuii J0roBop.
Ocnoeuble peksuzuthl | [IpakTHueckas padora: «OdopmiieHHe THIOBLIX J0T0BOPOB»
U TpeOOBaHHUA K
0(OpMIIEHHIO
JIO'OBOPORB
Opranusanus paboreic |[ToHaTHe "ZOKyMEHTOOGOPOT" M pasBUTHE €ro HOPMATHBHOI 2.
JOKYMEHTaMHU. METOIUYECKOH perinaMeHTaluu. XapakTepucTHKa
Opranuszanus INOKYMEHTO000pOTAa. DTamnbl ABWKEHHS U MOPSAOK 00paboTKH
JIOKyMeHTOODOpoTa.  |JoKymeHTOB. Pafora ¢ BXOOANMMH  HAOKYMEHTAMH. OTaIlbl
Perucrpauus o0pabGoTkn j0KyMeHTOB. KOHTpONb HCIONHEHUS JIOKYMEHTOB.
JOKYMEHTOB. Perucrpauus J0KyMEHTOB, BUJIbI PETHCTPALIHH.
HpaxTudeckas padora: «Padora ¢ HCXOISIIMMH H BHYTPEHHHMU
JOKYMEHTaAMU»
Texymee xpanenne  |OnepaTtHBHOe XpaHeHHe Jenl (IPOBEpKa HAIHYMA JIOKYMEHTOB, 2
JOKYMEHTOB. HOPSJIOK BBIZIAUM JIeN). DJIEKTPOHHEBIE JOKYMEHTEl H HX XpaHECHHE.
Homenknarypanen. OKclnepTH3a LEHHOCTH JOKYMEHTOB.
IIpakTHyeckas padora: «OdopMiienne HOMEHKIATYPbI JeI»
ApxuBHoe xpanenue |OnpenencHue cpokoB xpanenus. [Topagok Beiaun gei. [Togroroeka #
IOKYMEHTOB Jlen u nepenada B apxuB. DopMaonucn M akTel. [lepemaua jen B
apxuB. PaboTa ¢ KOHQUACHIMAIBHBIMH JJOKYMEHTAMH.
IIpakTuyeckas pabGora: «Odopmienne TOKYMEHTAHH IS
apxupal
OprannsaumonnasTex |Bumel m ycTpoiicTBo opranusanmonnoit texnuku. Kcepokc. daxc. 2
HHKA [Mpunrep. Cxanep. IlepconansHeiil koMproTeEp. MyIbTHMEHITHOE
obopy/10BaHuE.
IIpakTuyeckasn paGora: «PaGora ¢ oprrexHuKoi»
CneunnanbHblii MOAYJIbL
Kaaposoe obecnieyenue 6
Paznen 1. OcHoBHBIe 321aun ynpaBJieHHs KAAPAMH 6
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Tpynogoii konexc PO.
Tpynosoit qorosop,
ero 3aK/IHYeHHeE.

3HaueHHE TPYLOBOrO JOroBOpa. 3akiIOYeHHe TPYIAOBOIrO JI0roBopa
Ha OINpEJE/CHHBIM H HEONpeaeIeHHbIH CpoK. OCHOBHBIC PCKBH3UTBI
TPYZ0BOIO JI0roBopa. TpyoBbIe IIpaBa M 0043aHHOCTH PaOOTHHKOB.

Odopmnenue IpakTuyeckas padora: «CocTaBjieHHe TPY0BOI0 10roBopay
TPYIOBOI0O JJOrOBOpa.
Crpykrypusiitnpukas |[Topsagok npuema Ha paboTy. JOKyMEHTBI IIpH IPHEME Ha pabory. >
IO IPEANPUATHIO. Aprobuorpadus. Xapakrepuctuka. 3aspieHne. Pesiome. IIpukas o
npueme Ha pabotry. Ilpoctoif M CiOXKHBIM mpuKa3. TecTHpOBaHHE.
[lepeBon Ha apyryio paboty. llpekpalienue TpyaoBoro A0roBopa.
[IpHKa3hbl O MOOMIPEHUH U HAJIIOKEHHH B3bICKAHHIA.
IpaxkTuyeckan padora: «CocraBjieHue IPHKA30B»
KoncynbTauuu, Koncynprauuy 1O H3Y4EeHHOMY Marepualy, IpPOJODKEHHIO 2
MoJABeIeHHEeUTOTOB npodeccronansHOro 06pasoBanus, TpyaoycTpoictsy. [loxsenenne
MTOrOB TEOpeTHIecKoro o0yuenus (Oecena, TECTOBBIH KOHTPOIE U
ap.)
Ilpome:kyTounas arrecramus (JudQepeHIIMPOBAHHEIN 3a4€T) 2
2 rog o0yvueHHsI
HaumeHOBAHHE Pa3/IesioB Coneprkanne yueGHOro MaTepuana, 1abopaTopHble paboThl 1 O6bem
H TEM TMPaKTHYCCKHUC 3aHATHA B Jacax
1 2 3
ObmenpodeccuoHaIbHbIA MOAYJIb
OCHOBBI peIAKTHPOBAHUS JOKYMEHTOB 4
Opdosnus, Opdo3nryecKne HOPMBI TUTEPaTYPHOTO A3bIKA. IIpHHIMIIEI PyCCKOiM 2
Opdorpadus opdorpaduu. OcoOeHHOCTH PYCCKOTO CIOBECHOIO YIapEHHS.
CuHTaKcuc U Croco6s1 oopmMIIeHUS 4yKO0ii pedn. [IprHIUIEL 1 QYHKIHH PYCCKOM 2
IIYHKTYaIHs nyHKkTyanud. CMBICIIOBAs POJIb 3HAKOB IPEIIMHAHHUS.
IIpakTuyeckas pabora: «PejakTHpOBAaHHE TEKCTa».
OcHOBBI AeJIONIPOU3BOACTBA 4
JlokymentupoBanue. |OcCHOBHBIE MOHATHA. Tunonorus noxkymeHTos. ®opmarsl Oymaru u 4
JIoKyMeHT, BUJIbI noig. OOCmme TpeGoBaHMS K COCTABICHHMIO JOKYMEHTOB. biiaHku
JIOKYMEHTOB, X IOKYMEHTOB. PeKBH3UTHl JOKyMeHTa. JIoKyMeHTHpOBaHHE, BHUIBI U
KJ1accH(pUKaLUA. crocoObl.  TpeboBaHusi K TEKCTy JOKyMeHTa. TpeOoBaHHA K
PexBU3UTEL H3TOTOBIEHHUIO JOKyMeHTa. MynbpTHMeuitHOe 000py/10BaHuE.
JIOKYMEHTOB IIpakTnueckans  pabGora: «TpeboBanus K  COCTaBJIEHHIO
JOKYMEHTOB. JlOKyMeHTHPOBAHIE»
TexHHKa MAIUHHONKHCH
Pazoen Ne 2. H3yuenue mexHuku newamiu 2
Odopmnenne TaGuuuel. OdopMiIeHHe H  HM3TOTOBJIEHHE TabMMUYHBIX  (QopM 2
MAIIMHOMMCHBIX paboT |/okyMeHTOB. IIpaBriia BEITOTHEHUS CIOXKHBIX TAOJIHMIL.
Ipakruyeckas padora: «Pabdora ¢ Tabaunamu. Odopmienne u
H3roTOBJIeHHE TA0MHYHBIX (POPM JOKYMEHTOB»
Pazoen Ne 3. Ckopocmb newamu 6
Onpenenenue HaGop TekcTa Ha MUIIYIIEH MalIMHKE. 3
ckopocTs neuati Ha | IIpakTHyeckas padora: «HaGop TekcTa Ha CKOPOCTHY
MUIUIyHe MalimuKe
Ckopoctb nedaru 1 |Habop rexcra na ITK. Kayectso paboter Ha ITK. 3

KayecTBO paboT Ha
I1K.

IMpakTu4yeckas padora: «KauecTBeHnblii Habop TekcTa»

IIpakTHYecKoe oGyUeHne
ABTomMartniamnus QY
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Pasnen Ne2. DuiekTpoHHbI oduc. 2
Texcrosrlii penaktop | Tecroseifi pepakrop MS Word. 3anyck u Hauvano pabotsl. BBoau 1
MS Word penaktupoBanue Ttekcra. Popmarupopanue tekcra. OdopmieHue
crpauul. OdopMmiaenne AOKYMEHTOB C TOMOIIBI0 Tabynspa.
Odopmienue OIaHKOB JIOKYMEHTOB.
Penaktop Menio u ocHoBHBIe moHATHA MS Excel. Dnextponnas tabmuua. 1
JIEKTPOHHBIX Ta0uL |3HakKOMCTBO ¢ 3KpaHoM MS Excel. I[laHenn uHCTpyMeHTOB MS
MSExcel Excel.BBom u pepakTupoBaHWe JaHHBIX. AHanu3 U o0Opaborka
Ianuerx. PaboTa ¢ TabnmunaMu u rpayHKOH.
IIpodeccnonanbHBIN MOIYJIB
J1eJ1onpoU3BOJACTBO B OPraHU3aluu 10
Cocras JIOKYMEHTEI NPEANPUATHS. Knaccuuxauus JIOKYMEHTOB 1
YIPaBIEHYECKUX YIIPaBIEHYECKON NEeSTEILHOCTH.
JIOKYMEHTOB IIpakruueckas  padora: «CopTupoBKa [JA0OKYMEHTOB IO
OpraHU3aluu KJacCH(PHKALI)
Opranusauuonnsie | Ycran. llonoskenus. llItatHoe pacnucanme. [IpaBuia BHYTpEHHErO 1
JTIOKYMEHTEI TPYAOBOTO pacropsKa.
IIpakTuyeckas pabora: «CocTapjieHHe LITATHOTO PacHCAHUS
PacnopsaurensHeie VYkazanus. Ilocranoenenus. [Ipukasbl Mo OCHOBHOH AESTENIBHOCTH. 1
JIOKYMEHTEI Brinucka u3 npukasos. PacnopsskeHue. Pemenne.
IIpakTuyeckas pabora: «Pabora ¢ pacnopsAuTeNbHBIMHU
JOKYMEHTAMM
HMudopmanuonHo - IIpotokoun (monHeIi U kpaTkuit). Axt. CipaBku. JlokinagHas 3anucka. 1
CIIpaBOYHBIE OOmpacHuTenpHas 3anucka. TenerpaMma, TenedoHorpamMma.
JIOKYMEHTBI IlpakTnyeckas padGora: «CocraBieHHe HWHPOPMAIHOHHO-

CHpBBO‘[HOﬁ JOKYMEHTAIMHN

JlenoBas nepenucka.
[IpaBuna oopmiieHus,
CTPYKTYpa H BUJIBI
JCJIOBBIX ITHCEM

PexkBU3UTEI [IUCbMa. [Tiucemo-npockba. IluceMoO-0TBET.
ITpuriacurensHoe muceMo. ConpoBoauTenbHOE NUCbMO. [InceMo-
cooOrenue. IIncpmo-oTKa3.

IIpakTH4yeckas pabora: «OdopmieHne 1e/10BBIX THCEM»

JloKyMeHTalus 1o
JIOrOBOPHBIM TIPABO-
OTHOIIEHUSIM
OCHOBHBIE PEKBU3HTHI
U TpeOOBaHU K

Jorosop kymiM - mnpongaxu. [loroBop apeHisl. [{oroBop MeHBI.
Kpenutneiit  norosop. JloroBop xpaHeHus. JloroBop IOCTaBKH.
Jorosop npokara. Kommepueckuii 1orosop.

IlpakTHYeckas padora: «OdopMiaeHHe THIIOBLIX J0T0BOPOB»

0(pOPMIICHHIO
ZOTOBOPOB
Opranusanus padorsic |Ilonarue "mokymMeHTO00OpOT" ¥ pa3BUTHE €ro HOPMATHBHOM 1
JIOKYMEHTaMH. METOIUYECKOH periiaMeHTalliH. XapaxkTepHCTHKa
Opranuzanus JIOKyMEHT0000poTa. DTambl JABMKEHHS H NOPSI0K 00paboTku
JOKyMeHTOOOOpoTa.  [nokyMmeHTOB. PaboTra ¢ BXOAMIIMMH  JOKyMEHTaMH. TaIlbl
Perucrparus 00paboTkH JOKyMEHTOB. KOHTpOJIL WCHOJIHEHUS JIOKYMEHTOB.
JIOKYMEHTOB. Perucrpauus 1oKyMeHTOB, BUJIbl PErHCTPALIHH.

IIpakTHyeckasn padora: «PadoTa ¢ HCXOAAIMMM U BHYTPEHHUMH
JOKYMEeHTaMu»

Tekyiee xpanenue
JIOKYMEHTOB.
Homenknarypanen.

OnepaTuBHOe XpaHeHue maen (IMpOBepKa HATHYHS JIOKYMEHTOB,
MOPANOK BBIAAYH [J€J1). DJIEKTPOHHBIC JOKYMEHTBI W HMX XpaHEHHE.
DKcnepTH3a HEHHOCTH JOKYMEHTOB.

IlpakTHyeckas padora: «Odopmienne HOMEHKIATYPBI JAeJI»
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ApXxHBHOE XpaHEHHE

Omnpenenenne cpokoB xpanenus. [Topsnok Beinaun gei. [loaroroska

JOKYMEHTOR Jien u mepenava B apxuB. @opmaomnucu H akTel. [lepenaua nen B
apxuB. PaboTa ¢ KoHGHICHIHAILHBIMH JOKYMEHTAMH.
[IpakTHyeckas padota: «Odopmiaenne JA0KYMEHTALNUH s
apxusal
OpranuzanuonHaitex |Buabl u ycTpoicTBo opranusannoHHOM TexHukH. Kcepokc. Pakc.
HUKa IlpunTtep. Cxanep. IlepconanpHblif KoMnbIoTEep. MynbTHMEAHIHHOE

obopymoBaHHe.
IIpakTHyeckan pabora: «PaGoTa ¢ oprrexHuKoii»

CrnenuajJbHbIi MOAYJIb

Kaaposoe obecneuenne

Paznen 1. OcHOBHbIE 321a4H YIIPaBJEeHHs KaapaMu

Tpynosoit kojgekc PO.
Tpynosoii 1orosop,
€ro 3aKJII0UeHHE.
Odopmnenue
TPYAOBOTI'O JIOrOBOpA.

3HaYeHHe TPYJOBOro JOroBOpa. 3aKIIOYeHHe TPYAOBOTO JIOrOBOpa
Ha OIPEJEJICHHBIH M HeonpejleleHHbIH cpoK. OCHOBHBIE PEKBH3HTEI
TPYJA0BOro Jorosopa. Tpynoseie nnpasa ¥ 0013aHHOCTH paOOTHUKOB.
ITpakTHyeckas padora: «CocTaBiaeHne TPyA0BOI0 JOroBOpPay»

CTpyKTypHBIHIpHKa3
10 NPEANPUATHIO.

ITopsnok npuema Ha paboty. [loKyMeHTHI Ipu IpueMe Ha paboTy.
ABtobunorpadus. Xapaktepuctuka. 3assienue. Pesrome. [Ipukaz o
npueme Ha paboty. IIpocroit u cnoxubli npukas. TecTupoBaHue.
ITepeson ma apyryio paboty. IIpexpaliieHue TpyIoBOTrO JOroBOpa.
ITpukassl 0 MOOLIPEHHH U HATIOAKEHHH B3bICKAHHH.

IIpaxTHyeckas padora: «CocTaBiaeHne NPHKa30B»

Kpamndpuxanuonu
bl
IK3aMeH

ATTecTanus oOyuaromuxcs B COOTBETCTBUHU g
npo¢)eCCHOHANBHEIMM  TPEOOBAHUSAMHU M KBAIM (DUKAIHOHHOMH
XapakTepucTHKON «Cekperapb-aMUHHCTPATOPY.




III. Opranu3anMoHHLINH pa3je
3.1. XapakTepHcTHKA YCJIOBHIH peajH3alHH IPOrpaMMbl

3.1.1. TpebGoBanusi K KajpoBoMy odecneyenuIo

Peanuzanus IpOTrpaMMBI npodeccHOHaTBEHOI0 o0y4yeHus obecrieuuBaeTcs
[1€[arOTHIECKUMHU paOOTHUKAMH Y UpEiKICHNA, a TAKXKe JIMLAMH, ITPHBJICKAEMBIMU K pealn3aliH
IPOrpaMMBl TIPO(ECCHOHAIBHOI0 00yUYeHUs Ha YCIOBUAX IPaXXIaHCKO-IPAaBOBOIrO J0roBopa, B
TOM YHCIIE U3 YHC/Ia PYKOBOJAMTENeH U pabOTHUKOB OpraHM3alluii, HAIIPAaBJIEHHE NEATEILHOCTH
KOTOPBIX COOTBETCTBYET 00J1aCTH IIPO(ECCHOHATIBHON AEATENIBHOCTH.

3.1.2. TpeGoBaHHusi K MaTEePHAIbHO-TEXHHYECKOMY o0ecre eHUuI0

[loMmenieHus mpezacTaBisioT coboil yyeOHBIE ayTUTOPUH s MPOBEJIEHMs 3aHATHH BCEX
BHUJIOB, IIPEAYCMOTPEHHBIX IPOrpaMMOi rpodeccroHaIbHOro 00yueHH s, B TOM YHCIIe MPYIITIOBEIX
¥ MHMBUIAYAIbHBIX KOHCYIbTALNM, TEKYIErOKOHTPOJIA M IPOMEKYTOYHOH aTTECTALMHM, & TAKIKE
[IOMEILEHHs UIS CaMOCTOSATEIbHOM paGoThl, OCHALICHHBIE O0OPYHAOBAaHMEM, TEXHHYECKMMH
cpeAcTBaMH 00y4eHHS.

VupexJeHue, pealusyiollee IporpaMMmy IO IPOQECCHH, PpacloyiaracT MaTepHalbHO-

TeXHU4YeCKo# 0Ga3oii, obecmeynBaromiell TNPOBEAEHHE BCEX BUAOB MEXKIUCIHIUIMHAPHOM
IIOArOTOBKH, NPAKTHYECKOH paboThl 00YYAIOIMXCS, MPEAYCMOTPEHHBIX y4YeOHBIM IIIAHOM H
COOTBETCTBYIONIEH MEHCTBYIONIMM CAHUTAPHBIM M IPOTHUBOIIOKAPHBEIM IIPaBHJIaM H HOpPMaM B
paspese BBIOpPAHHEIX TPacKTOpHi MHHHMaIEHO HeoOXoauMBIH 11 peanusauun [1110 mepeuens
MaTepHaIbHO- TEXHHUECKOT0 00eCIeYeHNs, BKIIOYAET B ce01:
Vuebuplii kabuner: mkad UL XpaHeHHs Y4eOHBIX IOCOOMH, MPOrpaMMHO-aIIapaTHBINA
KOMIUIEKC B KOMIUIEKTE, JHOCKa KJIacCHas, J0CKAa MAarHUTHO-MapKepHas, CTOJ YYHTEIs, KPecio
YYHTENA, CTOJ YYEHHYECKHH, CTYJ yYEHHYECKHil, ceTeBOH (HIBTP, MHOIO(YHKIHOHAILHOE
YCTPOHCTBO, KOMIILIOTED YUYHUTENS ¢ Iepudepueil (THIEH3HOHHOe NporpaMMHOe obecrieyeHHe,
00pa30BaTebHBIH KOHTEHT M CHCTEMA 3alUTHI OT BPEJOHOCHOH HH(OPMAIHMH), CHCTEMA 3aIIHTEI
OT BpeZI0HOCHOH HH(OpMaLMH, JOKYMEHT-KaMepa.

OGopynoBanne yueGHOro KaGMHeTa: [10CATOUHBIE MECTA 110 KOJUYECTBY 00Y4alONMXCs;
paboyee mecto nperoaasarens, obopyasosannoe TCO.

Kanuneasipckue npuHanie;xkHocT: Gymara kcepokcHas A4, nanka, nmanka-perucTparop, nanka 2 Koela,
KYPHAJ PETHCTPALMH HCXOMIAIIHX JTOKYMEHTOB Ha CKPETIKe, KYPHAJ PErHCTPALHH BXOAAILHUX JJOKYMEHTOB
Ha CKpernke, (aitn Bknaasmm, kieit [IBA, HOKHHLEBL, cTeriep KaHUCIIPCKUI, IBIPOKOI.

3.1.3. TpeboBanus K HHPOPMAIHOHHO--METOAHYECKOMY o0ecIedeHHI0

OcHOBHBIE HCTOYHHKH:
1. Kysuenos, M. H. JlokymeHTannoHHOE oOecredeHue yrpasiaeHus. JlOKyMeHTo0OOpOT M
JIETOTNPOU3BOJICTBO: Y4eOHHK U NPAKTHKYM JUIs nipuKiagHorobakanaspuara / M. H. Kysnenos.
— M.: U3parensctro IOpaiit, 2018. — 461 c..
2. Kysuenos, M. H. Joxymentaunonsoe obecriedeHne ynpaeieHus. [lokymeHTo0oOOpOT H
aenorpou3soacTro: yueOHuk u npaxtukyM s CIIO / M. H. Kysunenos. — M.: Mznarenscreo
[Opaiit, 2018. — 462 c.
3. Tomenko, K. T. Comunonorus ynpapiaeHus: Y4eOHHK M IPAKTHKYM Ul aKaJeMHYECKOIo
faxanappuara / XK. T. Tomenko. — M.: U3narensctro FOpaiiT,2018. — 303 c.
4.  Koncruryuus PO.
JlonoTHUTeIbHBIE HCTOYHHKH
5. Poroxun M. IO. Opranuzanus yrpasJIeHHs IEPCOHAIOM IIpeIlpuaTHsA]: Y4eb. - npaxr.
[MTocoGue / M.IO.Poroxun - M.: U3n-so PIIJI, 2015 - 224c.
6. Kpyrnsuckas JI. SI. Hacronsnas kaura cekperaps: CrnpaBoynuk - CI16, 2014.

Ilepeyenb pecypcoB HHGOPMALHOHHO-TEJIEKOMMYHHKAIIHOHHOM ceTH « MuTepuer»,
Heo0XOAUMBIX /LIS OCBOEHHS AUCIHILIHHBI

[Mopran «ApxuBsl Poccuny [DnekTpoHHBIH pecypc]. DuekTpoH. maH. - M.: Pocapxus,
2001. - Pexxum nocryma:_http://www.rusarchives.ru. - 17.05.2018;Bcepoccuiickuii HayuyHO-
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UCCIICI0BATENLCKHI HHCTUTYT JIOKYMEHTOBeJeHuss M apxuBHoro jena (BHUMIA)
[DnexTponHbI pecypce]. DnekrpoH. aaH. - Mu:BHUWIA, 2010. - Pexum pocryna:
http://www.vniidad.ru. - 17.05.2018;0¢uumansueiit caiit koMmnanun «Koncynsrant ITnrocy
[Dnexrponnblit  pecypc]: 3akoHoaTenscTBO PD: KOMEKCHI, 3aKOHBI, YKa3bl, MOCTAHOBJIEHHUS

npasutenscTBaP®d. DnextpoH. maH. - 1997. - Pexum poctyma: http://www.consultant.ru_ -
18.05.2018.
HMubopmannoHHO-TIpaBOBOH nopTan «[apaHT» [DnexTpoHHBI pecypc]:

3aKOHO/IaTEJILCTBO (KOEKCHI, 3aKOHEI, YKa3 b, TOCTaHOBIeHUs) PD, aHaMuTHKa, KOMMEHTApPHH.
OnextpoH. aaH - M.: HIIII «’APAHT-CEPBUC- YHUBEPCUTET

3.2. KoHTpOJIb M OLIEHKA OCBOEHHS NPOrpaMMbl

3.2.1. KouTpoan KayecTBA NOATOTOBKH

Texynuit KOHTPOJIL yCHEBAEMOCTH OO0YYAIOUIMXCS MPEJICTABIACT CHCTEMATHYECKYIO
IPOBEPKY Y4YEOHBIX JOCTHXKEHUH oO0ydarommxcs, IPOBOJMMYIO IMperojaBareieM B XOJe
OCYILECTBIIEHHs 00pa30BaTeILHOM JIeATeIbHOCTH B COOTBETCTBHH C OCHOBHOI 00pa3oBaTelbHOM
nporpamMmoii. IlpoBezieHHe TeKyIEro KOHTPOJIA YCIIEBAEMOCTH HAIIpaBJIeHO Ha obecrevyeHHe
BRICTpauBaHHA 00pa30BaTENBHOIO IIpoliecca MakKCHUMaabHO 3 GEeKTHBHBIM o00pa3zom s
JIOCTHIKEHHSI PE3YJIbTATOB OCBOEHHUSI OCHOBHOI 00pa30BaTeNbHOM MIPOrpaMMEL.

Texymuii KOHTPOIIL YCIEBAEMOCTH OOYYAMOIMIMXCH MPOBOIUTCH B Te€UYeHHE Y4ueOHOro
MEPHO/IA B LIE/IAX:

1. KOHTPOJIA YPOBHA IOCTHIKEHHS YYallUMHUCS pPE3YyJIbTaTOB, IPEIYCMOTPEHHBIX
00pa3oBaTelbHOM POrpaMMOii;

2. OLIEHKU COOTBETCTBHS pe3yiIbTaToB OCBOEHUS obpazoBarensHOMI
IPOrpaMMBbl;

3. NPOBEIEHUS 00yJarOIIMMCs CaMOOIEHKH, OLEHKH €ro paboThl Mmeaarorn4eckum

pPabOTHUKOM C IIEJIBI0 BO3MOXKHOTO COBEPIIEHCTBOBAHUS 00pa30BaTEILHOTO MPOIecca.

@OpMBI  TEKYIIETO KOHTPOISA OIpefesseT INpernoiaBaTelb ¢ YUYeTOM KOHTHHIEHTA
o0yvalomuxcs, coAep)kaHHs YydueOHOro Marepuana ¥ HCIIONIB3YyEMBIX 00pa30BaTelbHBIX
TEXHOJIOTHH.

Texkyuuii KOHTPOIIb 110 TEOPETHUECKOMY 00YUYEHHIO OCYIIECTBIsIETCA B (hopMe YCTHOTO
onpoca  (GpoHTanBHBIA, TpPYNIOBOH, WHIUBHAYAIbHBIH) M  NHCBMEHHOTO  Ompoca
(camocrosTenbHas paboTa, TECTOBEIH KOHTPOJIb,COCTABICHHE TE3UCOB M OTIOPHBIX KOHCIIEKTOB H
JIOKJI1AJ10B).

I[IpomexyTouHas aTTecTaus

LlenaMH ITpOBEIEHUS TPOMEKYTOUHOM aTTECTAIINH SIBIISIOTCS:

1. 00BEKTHBHOE YCTaHOBJIEHHE (PAKTHUECKOTO YPOBHS OCBOSHHS 00pa30BaTENEHON MPOrPaMMBI
H JIOCTUIKEHHS Pe3yJIbTATOB OCBOEHHS 00pa30BaTeIbHOI MPOrpaMME,

2. COOTHECEHHE 3TOT0 YpPOBHS C KBATM(PUKAIMOHHBIMU TpeOOBaHUSMH, YKA3aHHBIMH B
KBANMH(UKAIIMOHHON XapaKTepUCTHKe podeccHi;

3. OLlEHKa JOCTHXKEHHIl KOHKPETHOro 00Y4Yaromerocs, IO3BOJIAIONIAs BBIABHTE MpOOEILl B
OCBOEHHH WM O00pa3oBaTENbHOH [POrpaMMbl M YYHUTBHIBATH MHIMBHIyaJbHBIC MOTPEOHOCTH
y4alerocs B OCyILEeCTBIEHHH 00pa30BaTe/IbHOH AeATENIbHOCTH;

4. oneHKA JMHAMHKH MHIUBHIYAIBHBIX 00pa30BAaTENbHBIX JOCTIIKEHHH, NPOABIKEHHS B
JOCTHIKEHHH IJIAHUPYEMBIX Pe3y/IbTaTOB OCBOEHHMA 00pa30BaTeIbHOM IMPOrpaMMEL.

5. IpOMeXKyTOYHAsA aTTECTallMs IPOBOJHUTCA B COOTBETCTBHH C KaJCHJAPHBIM rpadhuKoM
yueOHOTO0 Tpoliecca.

Hrorosas arrecranus

lIpodeccnonanbnas IOJArOTOBKA 3aBEPLIAETCS HTOTOBOM arTectamueil B (opme
KBaJIM(HKALIHOHHOTO YK3aMeHa.

KBanuukaMoHHBIX 3K3aMeH BKJIIOUaeT B ce0s NMPaKTHYECKYIO KBATH()UKAIIMOHHYIO
paboTy M NpOBEpKY TEOPETHYECKHX 3HAHHH B Mpefenax KBaTU(HUKAMOHHBIX TPeOOBaHMIA,
YKa3aHHBIX B KBaJIH(QHUKAIHOHHON XapaKTEPUCTHKE MPO(ECCHH.

B nepuon moAroToBKM K BBIYCKHOMY KBaTH(UKAMOHHOMY 3K3aMEHY HPOBOIHTCS
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KOHCYJIBTAIlHS 32 CUET CIElHaJbHO OTBEJCHHOIO Ha HEE BPEMEHHU.

K uTOromoii arrecTalMH JONMYCKAlOTCA JIMI@A, BEHIOJHMBIINE TpeboBaHMA,
IIpeIyCMOTPEHHEIE [IPOrPaMMOil TIPOGECCHOHATBHOr0 00y4eHHs IO IPOPECCHH U YCIENIHO
[POILE/NINE BCE aTTECTAI[MOHHBIE UCIIBITAHMUS, IIPEYCMOTPEHHBIE IIPOrPaMMO.

JIunaM, IpoINEeAIIuM COOTBETCTBYIONee 00ydeHHe B IOJIHOM 00BeME M MOTYyYHBIIMM
MOJOKUTENLHYIO OLEHKY Ha MWTOrOBOH aTTecTaldy, MPUCBAHBAeTCA KBaNH(UKALHUA TI0
npodeccun «Cekperaph — aJMUHHCTPATOP» 3 paspsla H BBIIAETCA JOKYMEHT YCTaHOBIEHHOI'O
obpa3sa.

3.2.2. Ouenovnsble cpeacTsa
3asepiuaercs o6ydeHue 1Mo y4eOHOit IpakTHKe IpoBe/ieHneM i (hepeHIIMPOBaHHOIO 3a4YETa.
AJllpecoBaHue TOKYMEHTOB.
biiaHk u ero cocras.
Bupl 61aHKOB.
BuJibl IOKYMEHTOB.
Buapl npuKa3oB 10 JIMYHOMY COCTaBY.
JlomKHOCTHASE HHCTPYKIIHS H €€ OCHOBHBIE pa3/Ielibl
Kommepueckoe mucemo (Odepra).
KoHTpoIb 32 UCTIOIHEHUEM JOKYMEHTOB.
O0s3aTenbHble PEKBU3HTEL U1 ITHCEM.
OpraHu3algioHHO - pacHOPAIUTEIbHBIE JOKYMEHTEL.
OpraHu3alMOHHbIE JIOKYMEHTEL
OpranuzanuoHHbIe OPMBL BEIECHUS AEIONPOU3BOJICTBA.
Opranuzanus 10KyMEeHT0000poTa Ha MPEANPUATHH.
Opranuzanus pabogero MecTa JAeI0NPOH3BOIHTEIS.
OTTHCK TTeYaTH.
O¢opMHUTE TrapaHTHHHOE IUCBMO.
OdopMHUTE TOKIAIHYIO 3aIIHCKY.
OdopMuTh 3asgBlIeHHE 0 KOMAHIUPOBAHUH M H3/1aTh IPUKA3 HA OCHOBAHUH 3asIBJICHHS.
OdopMuTh 3asBlIeHHE O HA3HAYCHUH HA JOJDKHOCTD ¥ M3/1aTh IIPHUKA3 HAa OCHOBAHUH 3asBJICHHUS.
OdopMUTH 3asgBICHUE O IPEAOCTABIEHHH OTIIYCKA U U3JaTh IIPUKA3 HA OCHOBAHMH 3asBJICHUS.
OdopMuUTE 3asBICHNE O TPEAOCTABIEHHH OTIYCKA 110 OEPEMEHHOCTH U POLAM U M3/1aTh
CTIOKHBIH MPHKa3 Ha OCHOBAHHUH 3asIBJICHHUA.
OdopMHTE 3asiBIEHHE O IPEIOCTABIEHUH yUeOHOI0 OTIIyCKa M M3/1aTh IIPHKAa3 Ha OCHOBAHHH
3asBJICHHUA.
OdopMHTE 3asBJIEHHE O TIPHEME Ha PaboTy M M34aTh MPUKA3 HA OCHOBAHHH 3asIBIICHUS.
Odopmuts 3asBnenne 00 H3MEHEHUH (haMHUIHK U U3/1aTh IIPUKA3 HA OCHOBAHWH 3asBJICHHS.
OdopmuTs 3asBiaeHHe 00 YBOJILHEHUH U U3JIaTh IPUKA3 Ha OCHOBAHUHU 3asBICHHUS.
O¢opMHTE KpaTKHH MPOTOKOJI.
O¢opMHUTE MTHCEMO — TIPHUTJIAIIIEHHUE.
OdopMHUTE THCBEMO -IIPOCHOY.
OdopMUTE MUCHEMO-0TBET \ C TEKCTOM\
OdopMuUTE THCHMO-0TKA3.
Odopmuts nucsMo-TpedoBanue.
OdopMUTH THCHMO-LIUPKYJIAP.
OdopMHUTL IPETEH3HOHHOE THCHMO.
OdopMHTE ITpHKa3 10 OCHOBHOI! 1€ATEILHOCTH.
OdopMUTh IPOTOKOI.
OdopMUTE CONPOBOUTENBHOE THUCHMO.
Odopmienue akra.
Odopmienne nucLMa Mo3/IpaBieHus.
OdopmiieHue nucbMa-1mo/ITBepKIEHHU.
Odopmiienne nprukasa 0 Ha3HAYEHHH Ha JOKHOCTD.
OdopmiieHne TprKasa 0 NpeJoCcTaBIeHHH OTITYCKOB.
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Odopmienne npukasa 00 yBOJIBHEHHH.

OcdopmiieHre npuKasa epeBoa Ha JIpyryro paboTy.

OdopmiieHre pHKa3a 0 OCHOBHOMH J€ATE/IbHOCTH.

OdopmiteHHE [TPHKA30B 110 JIMYHOMY COCTaBY.

OdopmieHHE TPOTOKOMIA.

OdopmiteHHe pacmoOpsAIUTENbHBIX JOKYMEHTOB.

OdopmieHne peKBU3UTOB

OdopmieHne CrpaBKH.

Odopmiienne cupaBoYHO-HH(OPMALIMOHHBIX JTOKYMEHTOB.

OdopmiieHue TeIerpaMMBl.

Odopmnenue TenedoHOrpaMMBI.

OdopMieHHE IITATHOTO PaclIHCaHMsL.

OdopmIIeHHs MTUChMa HAIIOMUHAHHUA M H3BELICHHUI.

OdopmiteHus puKasa o IMOOIIPEHHH H B3BICKAHHH,

OdopmieHns CBOJHBIX MPUKA30B 110 JHYHOMY COCTaBY.

[IoHsTHE O NOKYMEHTAX.

IIpaBuia MOArOTOBKH 0 0QOPMIIEHHS JIOKYMECHTOB.

[IpeTeH3MOHHOE THCHEMO.

Peructpanus 10KyMEHTOB.

Pexsuzuter OP/I.

PeknamMHbIEe THUCHMA.

CnysxeOHbIe THCEMA.

CocragriieHue u oopmiieHHe Jiell (JIMCTa-3aBepuTeNs 1ena, THCTa H KapThl-3aMECTHUTEIIA JIeNa).
Cocrasiienue u oopmiieHue e (00J103KKH Jieria, BHyTpeHHEH ONUCH Jena)
Cocrapnenue u ohopmiieHHE JOBEPEHHOCTH.

Cocragnenue 1 ohopmIiieHHe JOKIATHON 3alHUCKH.

CoctapneHne 1 0(hopMIIEHHE HHCTPYKIMH 110 JeJIONPOU3BOJICTRY
CoctaBnenue u oopmiieHne 00BACHHUTEIBHOM 3alIMCKH.

Cocrasnenue 1 oopmiIeHHe coriacHs Ha 00padoTKy NepcoHaIbHBIX JaHHBIX pabOTHHKA.

3.2.3. [IporpaMma npakTHYECKOTro 00y4eHH st

Tema 1.1. CojepkaHue:
CogepiuencTroBanre | Texnuka 6€30MacHOCTH M 0€30MACHOCTH TPYAA B KOMIIBIOTEPHOM
TEXHUKH M CKOPOCTH | Kjacce.
mncbMa Opranu3aius pabouero Mecra
OtpaboTka TEXHHKH IHChMA: IHCBMO TEKCTOB  Ppa3IHYHOMN
CIIOKHOCTH;  peJlakTHpOoBaHue ©  ()OpPMATHPOBAHHE; BCTABKa
00BEKTOB.
Tema 1.2. ConepikaHue:
OprannsaquoHuo- | OdopmiteHne 06pasua T0/DKHOCTHOH HHCTPYKINH
NIPAaBOBBIE JIOKYMEHTBI
Tema 1.3. CopnepxaHue:
OpranusanoHHo- CoctapJieHHe 1 0(hOpMJIEHHE ITOCTAHOBJIEHUS
pacropsaAUTEIbHbIC | CocraBnenue U oopMieHHe IIpHKasa
AOKYMEHTEI CocrasyeHue 1 0hopMIIeHHE BBIMHCKH U3 IPHKA3a
CocraBnenue u 0opMIIeHHE PELICHUS
Tema 1.4. CogepxaHue;
Nudopmarnuonno- Cocrasiienue u oopmieHue daxca, TeaedhoHOrpaMMbI
CIIpaBOTHAsA CocTagyieHne 1 0hopMIeHHE aKTa
JOKYyMCHTAIIHA CocraBnenue u opopmienue ITpoTokoma W BEITHCKH
CocraBnenue U oQoOpMIIEHHE  JIOKNIQJHOM, cnyxkeOHONH
O00BACHHUTENBHOM 3aIIHCOK
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CocraBienne u 0opMIEHHE PasHOBHAHOCTEH JIET0BLIX MHCEM
Tema 1.5. [Ipuknanusie Conep:kanue:
niporpammsr MS Office | Cosnanue npesentammu ¢ aHUMaIHeH

Tema 1.6. Kanposas | Conepsxanue:

pabora OdopmiteHne pesroMe H COMPOBOAMTENBHOrO IHCHMA.

Odopmnenne JInusoii kaprouknu padorauka Odopmienue hopmsl
BHYTPEHHEH OIKCH JOKYMEHTOB,
Odopmienue Tpynosoro sorosopa
Odopmnenne obpasuos Ilpukaza o npuemMe Ha pabGory wu
o0s3aTenscTBa
0 HepasTIallleHHH CIIyKeOHOH TailHbl
Od¢opmnenne THTYIBHOTO JTHCTA TpynoBoii kKHIKKH 1 3an0/HEHME ee
pasnenos.  Ogopmienne ¢GopMel  KkypHama yyeTa JABHXKEHHs
TPYAOBBIX KHHKEK M AKTa CIHUCAHHS GIAHKOB TPYIOBLIX KHIDKCK I
BKJIAJBIIIEH K
HHM
Odopmrenne 3aseienus o npueme na paboty Odopmienue
AOKYMEHTOB 0 NIEPEBOJIE Ha APYTYI0 paboTy

3.2.4. MeToinyecKue MaTepHaILI

Tema 1. Hdenosas urpa «Kampossiii Bompocy». AHketupoBanue «IIpodeccronansuas
TOTOBHOCTEY.

3anava: 3HAKOMCTBO C HOBBIMH npodeccHsiMi Ha pEIHKe Tpyja. IIpodeccuu B cepe
YHPABJICHUA.  CEKPETapb-PEEPEHT, CeKpeTaph-MaIIHHHCTKA, aIMHHHUCTPATOP T'OCTHHHIILI,
ACTOIIPOM3SBONMTENb,  JHCICTYEP,  COTPYAHHK  CIPABOYHOMN ciyx0e1.  Cocrarnenne
NPO(eCCHOHOTPAMMEL.

Tema 2. 3HaueHHe JOKYMEHTALMOHHOTO OGECIEYEHUS YIPABJICHHS B COBPEMEHHBIX
OKOHOMHICCKHX yCIOBUSX. OCHOBHBIE IIOHATHS H ONPECIICHHUS. Knaccugukanus noxymenTos.

3ajaua:  O3HaKOMIEHME ywammxcs ¢ HCOOXOIMMOCTBIO  JJOKYMEHTHPOBAHHS
YHpaBIICHYECKOH MH(OPMALHMH, ¢ BaXKHOCTBIO [IPaBHIBHOI OpraHM3alUi JOKYMEHTAIIHOHHOIO
obecriedeHusl B OpraHM3alMM, YUpeKICHHM H Ha NPEANPUATHH HE3aBHCHMO OT (JOPMEI
COOCTBEHHOCTH, C COOTHOLICHHEM TTOHSTHIL «HH()OPMANHUA» H «IOKYMEHT», C MHOroo0pasuem
AI0KYMCHTOB; H3YYUTh OCHOBHBIE TEPMUHBI U ONPENEIICHHUS.

Tema 3. Dxckypens B npueMHy0 PYKOBOIHTEJIS

3agava: 3HAKOMCTBO ¢ MOPSAKOM JOKYMEHTHOrO OOECIEUeHHs: M NpaBHIaMH
obcitysxuBaHus paboOTEI PYKOBOANTEIS.

YNpajkHeHUs U 3a/1aHus: «AHKeTa», «BusuTHas kapToukay

Tema 4. Odopmnenne pexBusuToB. CTHIMCTHKA TeIOBOI JOKyMeHTauuH. PopMaTsl
6ymaru u nosst TOCT P. 6 30-2003.

IpakTiyeckas pabora: «IlocTpoerne (hopmynspa — 06pasia ¢ yriossim 1 TPOOIBHEIM
PaCIONIOKEHNEM PEKBH3HTOBY.

3anaua: O3HAKOMATE OOYYAIONMXCA C OCHOBHBIM HOPDMAaTHBHEIM JIOKYMEHTOM,
PCMIAMCHTHPYIOUMM  TIPaBHIA  O(OPMIIEHHS  YIIPaBIEHUYECKHX JOKYMEHTOB; (OpMHpPOBATH
HABBIKH IIOCTPOCHIS MIPOCTEHIINX AENOBBIX GyMar H JOKYMEHTOB.

Tema 5. PekBusuTH, mnpupamomme AOKYMCHTAM FOPHIMYECKYIO Cmiy. bnanku
AoKymeHTOB. [IpakTHueckas pabota: «AHantn3 bopmysipa mokymenTay.

3anaya: O3HAKOMHTB C NOHATHEM PEKBU3HT» W BUIaMH (opmymsapa — obpasma, ¢
TPAaBUIAMH 0QOPMIIEHHS PEKBU3UTOB; Pa3BHBATE [IpaKTHKO-OPHCHTHPOBAHHBIE HABBIKH B paboTe
C JIOKyMEHTaMH.

Tema 6. TpeGoBanus k Texcry AokymenTa. Hopmer ouiuansHoro crus.

3agava: O3HAKOMHTH 00y4arImMXcs ¢ BHIAMH OJIaHKOB, CIIOCOOAMH H3TOTOBICHHS
OJIAHKOB, ¢ TPEGOBAHUAME, PEABABIIEMBIMI K TEKCTAM OhHIHAIBHEIX JOKYMEHTOB.

Tewma 7. Pestome, 3asBnenue, aBToOHorpadus, aHkera.
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Ilpaktueckas pa6ora: «Cocrapienue aBToOHOrpadum.

3anava: O3HaKOMHTB 0GYYAIOLIHXCS ¢ BHIAMH AOKYMEHTALMH 110 JIHYHOMY COCTaBy,
HAYTHTE COCTABIATE M O(OPMIIATH PE3FOME H Jp. AOKYMCHTBL, IIPHKA3bI 110 TMYHOMY COCTABY.

Tema 8. Jlenosoe mucemo. Drtuker NenoBoH mepernucku. IlpakTuueckas pabora:
«Odopmiienne cnyxe6GHOro mucbMay,

3amava: OsHakoMHUTL 0o6ydUaroumxcs c BHIAMH CITY)KE€OHBIX IHCEM, TPeGOBAHUAMU K
TEKCTY CIy)eOHBIX ITHCeM, Hay4HTb 0opMIIATH CityskeOHbBIE THCHMA.

Tema 9. Tlpuem nocerureneit, emopas Gecena. Ilposenenne mpremos.

3anaqa: O3HAKOMUTE 00yYarOHXCS ¢ 0COOEHHOCTAMHU PabOTEI CeKpeTaps B IIPUEMHOIH,
COOPMUPOBATH HABBIKH BECHUS IETOBBIX PasroBopos.

Tema 10. BsaumooTtHOmEHHS ¢ PYKOBOIHTEIEM H COCIIY;KHUBIAMH, C MOCETHTE/ISMIL.
Otuxa. Pedepoit stuker. Busuruas kapTouka. [Tonapku.

3anava: CopmupOBaTe mpescTABIEHHE O BHEIIHEM BHIIC CEKpeTaps, KyJIbType
paboyero Mecta, KyIbType [MOBEIeHHUS. Hposectu rpynmosyro muckyccuio.

Tema 11. Yuebuple 3aBenenmsMu Ha49alIbHOr0 M CpemHero npodecCHOHANBLHOro
00pa3oBaHust, KOTOPEIE FOTOBST BBIITYCKHHKOB LIKOJI 10 CIICLHAIBHOCTH «CEKPETAPEY.

3ajava: Ilposectn aHkeTupoBanue «lIpodeccnonansuas rorosaoCTDY.
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