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I. LleneBoii pa3nes oOpa3oBaTe/ibHOM NPOrpaMMbl NPO(eCCHOHAILHOI0 00yYeHus!
1.1. IlosicHuTeIbHAS 3aNIUCKA

OcHoBHast oOpa3zoBarenbHas Tporpamma NpodecCHOHAIbHOrO O0OydeHus (maiee -
[Iporpamma) MyHULIMIIATBHOIO aBTOHOMHOI'O 0OIIE00Pa30BaTEIbHOTO YUPEXKACHUS CpelHen
obmieoOpazoBarenpHO mKOIBI Ne 167 (manee - MAOY COII Ne 167) mpennasHaueHa st
o0y4eHnst 00yJaroIuXcsi B paMKax npodeccrHoHaIbHOM MOATOTOBKH 10 JOKHOCTH «CeKpeTaph-
aJIMHHHUCTPATOP», U pa3padoTaHa B COOTBETCTBHH C HOPMATHUBHO MTPABOBBIMU JIOKYMCHTAMH :

—®enepanpubii 3akoH oT 29 nmekabps 2012 roma Ne 273-d3 «O6 oOpa3zoBanuu B
Poccniickoit denepanum».

—IIpuka3z MunucrepctBa obpazoBanus u Hayku Poccuiickoit denepanuu ot 18 anmpens
2013 1. Ne292 «O0 yTBepk/IeHUU TOpsiAKa OpraHU3ali U OCYIIECTBIEHUSI 00pa30BaTeIbHON
JEeSITEIbHOCTH 110 OCHOBHBIM IIpOrpaMMaM Npo¢eCCUOHATBHOIO O0yUEHUS».

— Ilpuka3z MunuctepcrtBa npocsemenuss P® or 14 wutons 2023 roma. N 534 "O6
yrBepkaeHnn Ilepeunst mpodeccuit  pabouux, AODKHOCTEH CIYXKAllUX, IO KOTOPBIM
OCYIIECTBIsIETCSE TIpodecCHoHANbHOE OoOydeHue" (C M3MEHEHHSIMH M JIOTIOJHEHUSIMH OT 29
depans 2024 roga).

—EnuHpiii  KBaNM(UKAUMOHHBIN  CIPAaBOYHUK  JOJDKHOCTEH  pyKOBOJUTEINEH,
CHEIUATTUCTOB U chayxamux (pemakuus ot 9 ampens 2018 roga, B ToM 4uciae ¢ U3MEHEHHUSIMU,
BCTynUBIIMMH B cuity 1 utons 2018 roza).

—IIpodeccuonanbuplii ctanaapT mo npodeccun «CHEUANTUCT IO OPTaHU3aAMOHHOMY U
JOKYMEHTAallHOHHOMY OO€CTIeUeHHUIO YIpaBieHUs OpraHuszaiuei» (yTBEepKIeH MpHUKa3oM
MuHucTepcTBa TpyJa U conraibHOU 3amuThl Poccuiickoit deneparuu ot 06 mast 2013r. Ne276H).

[Ton nmpodeccrnonambHBIM 00YYEHHEM TI0 TIPOrpaMMamM Mpo(HecCHOHATEHON OATOTOBKH
1o npodeccusiM pabounx U AODKHOCTAM CITY)KAIlUX TOHUMAETCs MpodecCHOHAIBHOE 00yueHne
JIUI], paHee He UMEBLINX Mpodeccuy paboyero Win A0HKHOCTH CIYKAIEro.

[IpodeccnonanpbHoe 00ydeHHE TO TporpaMMaM Mpo(dhecCHOHATHHOW IMOATOTOBKH II0
npodeccusM pabounx, TOHKHOCTSAM CITy)KallliX HAIPaBJICHO HAa MPUOOpEeTeHNEe 3HAaHUH, YMEHUH,
HABBIKOB, B TOM YHCJIE JUIsl pa0OThI ¢ KOHKPETHBIM 000pyJOBaHHEM, TEXHOJIOTUSIMH, MOIy4eHUE
yKa3aHHBIMH JIMLIaMU KBATU(PHUKAIIMOHHBIX pa3psioB, KaTeropuil mo npodeccun padbovero wiu
JOJIKHOCTH CITy’Kalero 0e3 u3sMeHeHusl ypoBHs 00pa3oBanus. Opranuzans npodhecCHOHaIbHOTO
oOyueHusi perjJaMeHTHpyeTcss HpOorpaMMol mpodecCHOHaIbHOTO0 OO0Yy4eHHs, B TOM YHCIE
y4eOHBIM IJIAHOM, KaJIeHJAPHO-TEMAaTHYECKUM IUIAHOM, pabOYMMH IpOrpaMMaMu TUCIUILIUH U
npodeccHoHaAbHBIX MOJAYJIEH, pacluCaHueM 3aHATUN U JOKaJbHBIMU HOPMATUBHO MPAaBOBBIMU
akTaMd MyYHUIIMNIANBHOTO aBTOHOMHOTO  O0IIe00pa30BaTENbHOTO  YUPEKACHUS CpEeAHEn
o0meoOpazoBaTenbHOM mKOJbI No 167 (manee - MAOY COILL Ne 167).

OcHoBHBIMU (popMamMu TIPO(ecCHOHATEHOTO OOyUeHUsl SBISIOTCS TEOPETUYECKHE U
npakTuueckue 3aHaTua. OCOOEHHOCTHIO peanu3aluuu Ipo(ecCHOHaIbHOTO 00yYeHUs SBISETCS
CTPYKTYpUpPOBaHUE COJepKaHUE OOydeHUs B aBTOHOMHBIE OpPraHU3aI[MOHHO- METOIMYECKHe
OJIOKM — pa3/IeIbl.

Paznen — uenoctHbI HAOOP MOAJNEKANTUX OCBOCHUIO YMEHUH, 3HAHUM, OTHOLIEHUH U
ombITa (KOMIIETEHIMI), OMHCaHHBIX B (hopMe TpeOoBaHMI MpodeccHOHAILHOTO CTaHIapTa MO
npodeccrur, KOTOPBIM JOJHKEH COOTBETCTBOBATH OOYYAIONIMIICS MO 3aBEepIICHUH OOydeHUs
paszfena, ¥ IpeCTaBISIONINNA COCTaBHYIO YacTh Oosiee o0mmel (yHKIIIH.

Paznensl dopMupyloTcs Kak CTpYKTypHas eQuHHIAa y4eOHOro IIiaHa Mo mpodeccuu;
KaK OpraHM3al[MOHHO-METOJNYecKas MEeXIUCIUIUIMHAPHAS CTPYKTYpa, B BUAE HAOOpa pa3HBIX
JTUCIHIUTAH, OOBEINHSAEMBIX M0 TEMAaTUYECKOMY MpHU3HAKy 0a3oi; MM Kak OpraHW3allMOHHO-
MeTOoJIMYecKast CTPYKTypHasi €JMHHIIA BpaMKaX MPoQecCHOHANBHON MporpaMMbl. OOydeHue mo
MporpaMMe MpeArnoiaraeT NpoBEACHHE aTTeCTAllMM — M0 OKOHYAHHWIO Y4EOHOTO MONYrOAusl U
y4eOHOTro ToJa MPOBOAUTCS MPOMEKYTOUHAS aTTeCTaIus, 00yUdeHHE TI0 IPOTPaMME 3aBEPIIACTCS
UTOTOBOM arTecTanuell B GopMe KBATU(PUKAITMOHHOTO dK3aMeHa.
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[Iporpamma TeopeTuueckoro oOydeHHsS COCTaBJE€HA C y4ETOM 3HAHUM, MOIYyYEHHBIX
oOyyaromumucs B 00meoO0pa3oBaTelbHON IIKOJIE, M NpeAycMaTpuBaeT NpuoOpeTeHue
TEOPETUYECKUX 3HAHUH, HEOOXOOMMBIX CEKpeTaplo - aaAMHHUCTPATOPY Ui MPAKTHYECKOM
paboTHI.

XapakTepucTHKa npogeccuu:

Cekperapb - 3TO CIEUHUATUCT, KOTOPHIA JOJDKEH 00J1alaTh JIEJIOBBIMH KayeCTBAMH,
KOMMYHUKa0enbHOCThI0. Cekperaph BEIET BeCh JOKYMEHTOOOOPOT OPraHHu3allid, UCIOJIb3YS
KOMIBIOTEPHYIO TEXHHKY, OCYIIECTBIIACT JEIOBYIO MEPENUCKY, KOHTPOJIUPYET HCIIOJHEHHE
JOKYMEHTOB, TOTOBUT JOKYMEHTHI K cJade Ha apxuBHOe xpaHeHHe. CeKpeTraph IUIaHUpPYyeT
pabounii 1eHb PyKOBOAUTEIS, CTEHOTPA(UPYET COBEIIAHMS U IEPErOBOPHI, OPraHU3yeT BCTPEUH,
npecc- KOH(QEPEHIINH.

Ha3nauenue npodeccun:

Brimonnaenne paboT 1Mo OopraHu3alMOHHO-TEXHUYECKOMY O00ECTIeUeHUIO NIESTeIbHOCTH
aJIMUHUCTPATUBHO-YIIPABICHYECKUX  TOJApA3JeNeHN (PYKOBOIUTENEH  pa3HOTO  YpOBHS,
paOOTHHKOB aJMUHUCTpPAIMM W Jp.) B OpraHU3alUsaX, YYPSKICHHUSIX, MHHHUCTEPCTBAX,
BEJIOMCTBAX, IPEIIPUITUAX, PUpPMax pa3HOro Npoduis AesTeNbHOCTH U POPM COOCTBEHHOCTH.

1.2. Hean u 3agaun

eas nporpammel — mpodeccronanbHas noarotopka ooygaromuxcss MAOY COIL Ne
167 o mpodeccun «CexpeTapb-aIMUHUCTPATOPY.

OCHOBHBIMH 32/1a4aMH MPOTPAMMBI SIBIISTFOTCS:
-bopMHUpOBaHUE Y OOYYAIOIIMXCS COBOKYITHOCTH 3HAHUH HM YMEHUM, HEOOXOIUMBIX IS
OCYIIIECTBJICHUSI TPYAOBBIX JCHCTBUUA H TPyAOBBIX (yHKui 1o mpodeccuu «CekpeTapb-
aJIMUHUCTPATOP»;
-pa3BUTHE Yy OOYYAIONIUXCS MOTHUBHPYEMOW TOTPEOHOCTH B TMOJYyYCHHH BOCTPEOOBAHHOM
npodeccuu, B OpraHru3aliy CaMO3aHATOCTH Ha PhIHKE TPYAA;
-OKa3aHue OOy4arouMMcsl MPaKTUKO-OPHUEHTUPOBAHHOM MOMOIIM B Mpo¢eCCHOHATHLHOM
CaMOoOIIpeIe]ICHUH, B BEIOOPE IyTH MPOI0JKEHUS MPo(ecCHOHaILHOIO 00pa30BaHusl.

OOyyaromumMcs, yCHEIIHO CHABIIUM KBaIU(UKAIIMOHHBIM HSK3aMEH IO pe3ylibTaTaM
npodeccHoHaIbHOTO  O0Yy4eHHUs, BBIJACTCS  CBUJETENLCTBO  YCTaHOBJIEHHOro  oOpasua.
OOyuaromuecs, He caBIIMe KBaTM(DUKAIIMOHHBINA 3K3aMeH, MOJy4aloT CIPaBKy YCTaHOBIEHHOTO
oOpasria.

Bun oskxonommueckoit gestenpHoctH (kog OKBOJ[) 82.11 - [esATenbHOCTh
aJIMMHHUCTPATUBHO-XO035IIICTBEHHAs KOMIUIEKCHAsI 10 00ecredeHnto paboThl OpraHu3aIiu.

B ydeOHOM mpoliecce HCIONIB3YyeTCsl MaTepualbHO-TEXHUYECKass 0aza U KaJIpoBble
pecypcst MAOY COI Ne 167.

1.3. Kateropum o0yuyarwmuxcs. Cpokn ocsoenusi Ilporpammel

Karteropusi oOyuyarommuxcsi. Ilporpamma mnpodeccroHanbHOrO 0Oy4eHHUs 110
npogeccun «CekpeTapb-aIMUHUCTPATOP» aJpecoBaHa JHMIAM, HMMEIOIIUM OCHOBHOE oOliee
o0Opa3oBaHue, BKIIIOYAst JIUL C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbsI 1 HHBAJIUIHO CTHIO.

®opma 00ydyeHus, npuMeHsieMble B pamka 00y4enus no IIporpamme — ounas, ouHO-
3a04Has, 3a04yHasd. Kaxnas u3 ¢popm oOyueHHMs MOXKET YaCTHYHO peajr30BaHa C MPUMEHEHHEM
JMCTAaHIIMOHHBIX 00Pa30BaTENIbHBIX TEXHOJIOTUN U AJIEKTPOHHOTO O0yUYEHHSI.

Cpok ocBOeHHMSI TNPOrpamMMbl, PeKMM 3aHATHI: CpoK ocBoeHus IIporpamMmsbl
npogeccruoHanbHOro o0ydeHus no npogeccun «Cekperapb-aIMUHUCTPATOP» COCTABIsET 1 rof.

Obmiee konnuecTBo yacoB 1o [Iporpamme: 144 yaca.
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Pesxxum  3anaTmili. PexuMm 3aHaTHIl  ompezaensercs  CTPYKTypod — yueOHOTo
(TemMaTHyecKoro) MjiaHa ¥ pacuCaHueM 3aHATUH.

3aHsTHE: 2 aKaJeMHUYECKUX Yaca C IepeEPbIBOM 15 MUHYT.

[Ipo10IKUTENBHOCT OJHOTO aKaJEMHUECKOro yaca cocTaBiigeT 40 MUHYT.

[leprogu4HOCTB: 2 pa3a B HEJEINIO.

1.4. ®opma arrecranuu. lokymenT 00 ocBoenuu [Iporpammsl
dopMa UTOr0BOIi aTTeCTAUM — KBATH(PUKAMOHHBIN IK3aMEH.
KBanudukanus, npucsanBaeMasi BbIIIyCKHHUKaM 00pa3oBaTeIbHOl NMPOrpaMMBbI:
CeKpeTapb —aJJMUHUCTPATOP 3-€ro paspsjia.
BrigaBaemblii JOKyMEHT — CBUJIETENILCTBO YCTAHOBIIEHHOTO 00paslia.
CootBercTBHE oOmnMCaHMs KBadU(pUKAIMKU B NpoPEeCcCCHOHAIBHOM CTaHIApTe C
TpeOOBaHUAMU K pe3ybTaTaM MOATOTOBKH 110 Iporpamme NpopeccuoHanbHOro o0yueHus

O000menHbIe TPY10BbIe PyHKIMHU TpyaoBbie QyHKIUH
KOJl | HaMMEHOBaHHUE YpOBEHb HauMEHOBaHHE KOJ YpOBEHb
KBaJIM(PUKALIMH (moaypoBeHb)
KBTI (UKAITAN
A |OpranuzanmonHoe 3 [Ipuem u pacnpenenenne | A/01.3 3
obecrnieueHue Te1e(QOHHBIX 3BOHKOB
ACATCIIBHOCTH Opranuzanms A/02.3 3
Opranusannu paboThI C TOCETUTETSIMU
Beinonnenue A/03.3 3
KOOPJIUHHUPYIOIIUX U
obecnieunBaronux QyHKIUN

1.5. Ilnanupyembie pe3yJibTaThl 0CBOEHHUSI MPOrpaMMbl PO} ECCHOHATBLHOT0 00yUYeHUs
OcHoBHast ~ uenb  BUJA  NPOECcCCHOHANBHOW  JIEATENbHOCTH:  peau3alus
obOecneunBaromuX (YHKIUI YOpaBlieHUsT OpraHU3aluell; BHEAPEHHUE JIYYIIMX TEXHUYECKUX
pa3paboTOK ¥ HOBEHIIIMX TEXHOJOTUHN B 00eCrieueHre YIpaBlIeHUs OpraHu3auei.

Onpenesienue pe3yjbTaTOB 0CBOEHHS POrpaMM NMpPodheccCHOHATIBLHOI0 00yUYeHHsl Ha
OCHOBe NMpodecCHOHATBHOI0 CTAHIAPTA

IIpodeccnonanbHbIM IIporpamma npogeccuoHaILHOr0 00y4eHH st
CTaHAApPT
Bun npodeccruonansHoOM Opranu3alluOHHOE U JIOKYMEHTAILMOHHOE obecrieyeHue
NesITeNbHOCTH VIIPaBICHUS OPraHU3alUsIMHU JHOOBIX OPraHu3alluOHHO-TIPABOBBIX
hopm

O060011eHHAs TPy I0Bast OpranuzainoHHOE o0ecTieueHne eI TENbHOCTH OpraHu3aluu
byHKIHS

TpynoBas ¢hyHKIHS [Ipuem u pacnpeneneHue TeIePOHHBIX 3BOHKOB OpraHU3aIH

OpF aHn3alus pa60T]':;I C IOCCTUTCIIIMHA OpPraHu3alun

BrInosgHeHne KOOPAMHUPYIOIUX U 00eceunBatoINX (YHKIHHI
Tpynosoe neiictBue [lepenanpaBieHne TeaeOHHBIX 3BOHKOB  PYKOBOJCTBY H
COTPY/IHUKAM OpraHu3aliu

Perucrpanys nocTynarmomux TeaeOHHBIX 3BOHKOB

[lomydyenne  HeoOxoauMoil  wHpOpMauMu W THepenaya)
CaHKIIMOHUPOBAHHOM MH(POpMaLUH 110 TenedoHy
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Bcerpeua moceruTenei, moiydeHHe MEpBUYHONH WHGOpPMAIMU O
[IOCETUTEISAX M  IOMOIIb B OpraHu3alliM HX IIpUEMA
[PYKOBOJUTENEM U COTPYAHUKAMHU

BeneHue xypHalla ydera HOCETUTENIeH

Yyer nocerureneil u opopmiieHHuE NPONYCKOB

CopeiicTBre  ONEpPaTUBHOMY  pPAacCMOTPEHHI0  IMPOCch0 U
IPEII0KEHUN IOCETUTEIIEN

[IppeM u nepenada JOKYMEHTOB IIOCETUTEIEH PYKOBOACTBY W
COTPYJHHMKAM OPraHHU3aluu

Opranuzanys 1 OpOHUPOBAaHKE NEPETOBOPHBIX KOMHAT

CepBrpoBKa 4aitHoro(kodeiHoro) crosa B ouc

[IpuroToBsieHne HanuTKOB (4ail, Kkode, NPOXIAAUTEIbHBIE
HAIUTKH)

Benenue xxypHaia pa3be30B paOOTHUKOB OpraHu3aluu

Koopaunarust paboThl KyphepOB M BOJIUTEIIEH OpraHU3aluu

Benenue JkypHama pa3be3loB  KyphepOB  OpraHu3aluu U
MapHIpyTOB BOJAUTENIEH

CocTaBiieHHE CHpPaBKU O pa3be3ax pabOTHUKOB, KypbepoB H
MapIIpyTax BOJIUTENIEH OpraHu3aluu

'YMmeHue

lcronp30BaTh TEXHUYECKME M IPOTPAaMMHBIE CpPEACTBA I
[IpOBE/IEHUS] TOJIOCOBOM HMIIM BUAEO-KOH(EPEHII-CBS3H

Mcnonb30BaTh CpeacTBa KOMMYHHMKAIIMOHHOW OPTTEXHHUKH IS
MOJYICHHS W TIepeaaun nHpopmanuu

BecTn ydeTHbIe pPErHCTpallMOHHBIE (OPMBI, HCIOJIB30BaTh HX
st “HGOPMAITMOHHOM pabOTHI

YcraHaBiIMBaTh KOHTAKT C COOECETHUKOM, TOIJIEPKUBATh Ul
a3BUBATH JICJIOBYIO Oecey B mporiecce TeIeOHHBIX TEPETOBOPOB

CriaxuBaTh KOH(l)J'II/IKTHBIe u CJIOKHBIC CUTyalluy
MCEXKIIMYHOCTHOI'O BBaHMOﬂeﬁCTBHﬂ

CoOmroaaTh CIIy>)KeOHBIN THKET

OO0IIAaTECS C IIOCETUTEISIMHA

lcnonb30BaTh  YCTaHOBIIGHHBIE MpaBUia U MPOLEAYPHI
KOMMYHUKAIlUM ~BHYTPU OpraHu3aluu

Bectu yuetHbie (opMBbl, HCTIOIB30BATH UX JUISI paOOTHI

Co3aBaTh IMOJIOKUTEIBHBIA HMHUIDK OpPraHU3allid, HPUHUMATH
MEpbI IO pa3pelIeHN0 KOHQIUKTHBIX CUTYyaIui

HpI/IMeHHTL I/IH(1)OpMaI_II/IOHHO—KOMMYHI/IKaI_II/IOHHLIe TCXHOJIOI'MH

O6ecneunBaTh KOH()UICHIIUATLHOCTH HHPOPMALTHH

CoCTaB/IsATh U BECTH Y4YC€THBIC JOKYMCHTbI

HpI/IMCHHTL cpeacrBa KOMMYHUKallU JJ1]
[nepeaaian nopyquI/Iﬁ PYKOBOJUTCIIA u COTPYAHUKOB
OpraHu3allvun

[IpuMeHsATh COBpEMEHHBIE CpeicTBaA cOOpa, 00pabOTKH U Nepenayy|
uHpOopMaluu

OHeHI/IBaTL PE3YJILTAThI B paMKaX IMOCTABJICHHBIX 3a/1a4

OcCynecTBIATh KOHTPOJIb UCIOJHEHUS IOPYYEHUH PYKOBOJIUTENS
COTPYHUKAMHU

SHanne

DyHKIMY, 337]a4¥, CTPYKTYPa OPraHu3aIiy, €e CBA3U

HpaB nia B3aHMOJICHCTBUSL C napTaepamu, KIHCHTaMU,

CpeACTBaMHU MaccoBOW MHPOPMALIUU
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JTHKA JIEJI0BOr0 0OIEHUs

[IpaBuiia peyeBoOro dTUKeTa

TpeboBanust OXpaHbl TpyAa

[TpaBuna 3amuThl KOHQUASHIMATBLHON CITy)eOHOM nHbopManuu
[IpaBuna opraHu3anuy npreMa moceTuTeNen

[IpaBuiia neoBoro ooOeHNs

CTpykTypa  OpraHu3alid ¥  pacupeaeicHue (QyHKIUH
MEXXTy CTPYKTYPHBIMH TIOJIPA3/ICICHUSIMU U CIIEIUATNCTAMHU
[IpaBuia opranu3anuu NprueMoB B odrce

[IpaBuia cepBupoBKH YaitHOro (KoeiHoro) crona

[IpaBuia MpUTOTOBICHHS ¥ TIOJAYH TOPSYNX HAITUTKOB M 3aKYCOK K
HUM

Conepikanue nporpaMMbl IPOQECCHOHATBHOIO OOyYeHHs] OIpEAEseTCs Ha OCHOBE
TpeOOBaHUN NPOPECCHOHANBHBIX CTAaHIApPTOB (MpU HATUYMM) WM YCTAaHOBJIECHHBIX
KBaJIN(DUKAIIMOHHBIX TPEOOBAHUH.
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I1. Conep:xaTenbHblii pazaen o0pa3oBaTe]bHON NPOrpaMMbl NpogecCHOHATBHOIO
00yueHust

2.1. Copepxanne nporpaMmbl Npog)ecCHOHAIBLHOIO 00y4eHusl

Paznen I. O0menpodeccuonajbHbIii MOTYJIb

1.1. OcHOBBI peJaKTHPOBAHUS JOKYMEHTOB.

Teopus. Kynbrypa uyenoBeka u KyinbTypa peud. OCHOBHblE (QYHKIMHU S3bIKA.
B3anMOCBsI3b KynbTypbl 4eJIOBEKa M KylabTypbl pedn. HopMmMaTuBHBINA, KOMMYHMKAaTUBHBIA M
ITUYECKUN aCHEKThl PEeYeBOM KyJAbTypbl. DYHKIIMOHAIBHBIA CTUIM PYCCKOI'O JUTEPATYPHOTIO.
Crunn peun. OCHOBHBIE UY€pThI, OCOOEHHOCTH W MpU3HAaKU Bcex cTuiied. Hopmel pycckoro
peudeBoro stukeTa. Opdosmnus, opporpadus. Cuntakcuc u nyHkryauus. [IpuHuunel u GyHKuuu
pycckoit myHKTyaruu. CmbIciioBasi posib 3HakoB mpenuHaHus. CriocoObl 0OpMIICHHS 4YyXOH
peun.

[IpaxTuka. Hanucanue Texcra noja IMKTOBKY. AHanu3 Tekcra. PejakTupoBaHue TekcTa.

1.2. /lesioBasi KyJabTYpa.

Teopusa. mumx cekperaps-agMuHUCTpaTOpa. JIMYHOCTH CekpeTaps U €ro pojib B
JEATEIBHOCTH COBPEMEHHOW oOpraHu3aiuu. JlomKHOCTHas WHCTPYKUUs. JlenoBble W JIMYHBIE
KadecTBa cekperaps. JlemoBas skeHmmHa-npodeccnoHan. Pabouee mecto cekperapsi. DTHKET B
cinykeOHbIX oOTHomeHusx. KoprnopatuBHas KylbTypa, (UPMEHHBIH CTHJIb OpraHU3alHU.
CnyxebOHas BepTUKalb (OTHOIIEHHS] B cucteme «PykoBoauTenb- noaunHeHHbIN). CiyxeOHas
TOpU30HTANIb (OTHOLIEHHE B CHCTeME Koulera- kosuiera). CiyxebHas cyOopauHaius. Hopmsl u
MpaBUJIa OTHOILIEHUN COTPYAHUKOB C MPEICTaBUTEISIMU CTOPOHHUX OpraHU3allui, MapTHEpamu,
KJIIMeHTaMH, moceTuteassMu. CyoopauHaIys. DOMOIUOHATBLHO- HEUTPabHBIN JIeTOBOM XapakTep.
KonduaeHmmanbHOCTb.

[IpakTuka. JlenoBas urpa: «Opranusanus COBEUIaHUS

1.3. OcHOBBI 1€JIONIPOU3BOICTBA

Teopus. JlokyMEeHTalMOHHOE  OOCCIICUYCHHWE  YIPABICHYECKOW  JCSATEIBHOCTH.
Cexperapb B cTpykType ymnpasieHus. HopmaTuBHO-MeTonuueckass 0a3a  J1€l10NPOU3BOJCTBA.
OCHOBHBIE TEPMMHBI BJEJIONPOU3BOJCTBE. 3aJaul  JIEJIONPOU3BOJACTBA.  TpeboBaHMe K
odhopmiteHuro 1okymMeHTOB Ha ocHOBel ' OCT. [fokymenTupoBanue. JJokyMeHT, BUJIbI JOKYMEHTOB,
ux kinaccuukanusa. PekBusuThl NOKyMeHTOB IlpakTuka. AHanu3  J0KyMEHTa, IPUHLUI
OCTpocHHs. bilaHku  NOKyMeHTOB. PekBu3uTBI nOKyMeHTa. [IOKyMEHTHMpOBaHME, BHUIBI U
cniocoObl. TpeGoBaHUs K TEKCTy JOKyMeHTa. TpeGoBaHUs K M3rOTOBJICHUIO JOKYMEHTa. 3ayeT
«HopmaTtuBHO-MeToiMueckass 06a3a  genonpousBojcTBa. TpeOoBaHue K  0(GOPMIICHHIO
JOKYMEHTOB.

1.4. Texnuka MmamuHonucu. Pazgea Ne 1 «Cienoii» neciTHNAJILIEBLIA METO/
neyatu Ha [IK. Teopus.

OcCHOBHBIE IPUHLIUIIBI «CJIETIOr0» JIECATUNAIBLEBOIO METOJA IMeYaTH Ha NHINYIIEH
MamuHke u IIK. Ilosunuu nansueB Ha kiaBuarype. JIOKyMeHT, BHIBI JOKYMEHTOB, HX
Kiaccuukanus.

PexBU3UTHI 1OKYMEHTOB. 3HakM mnpenuHaHus. Apabckue 1udpsl. KommuecTBeHHbIe,
NopsAAKOBbIe uncnuTenbHble. Hymepanus nynktos. Pumckue nudpsl. Hamucanue nat

[Ipaktuka. Odopmienne aokymeHTOB. [leyaTh  JecATUNANBLEBHIM  METOJIOM.
Odopmienue rpanuit. Ilons nokymentos. YcranoBka noineit. [Ipaktuyeckue 3ananus. «OTpaboTka
nedaTH Ha knaBuarype. Habop tekcroB» «Odopmiienne noxkymeHTOB. [ledaTs necstunanblueBbM
METOIOMY. 3auer.

1.5. Texnuka mammuHonucu. Paznea Ne 2. M3yyeHne TeXHUKHU ne4aTn

Teopus. OcBoeHMe NPUEMOB TEXHUKU MHcbMa. O0paboTKa KpUITOTpaMM TJIaCHBIX OYKB.
OdopmieHue 3arojoBKOB M MOA3arojioBKoB. Hymepauusi ctpanun. TeKCTOBbIE COKpAIIEHHS.
[Ipsimass peus, mutatel. OdopmiieHne npuMedaHuid, npuioxeHuid. McnpaBienue ommoOOK.
Ucnpasnenne ommbok Ha ITK O6paboTka kpunrtorpamMm OyKB OCHOBHOM MO3MIIMK MAaJbIEB.
Kpunrorpammsl riacHsix OykB. IledaTh clIOroB «corjacHasi — IJlacHas - 2 COIJIACHBIX»; «2
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COTJIACHBIX - TJIACHAs - COTIIACHAs», paboTa CO CIOTaMHUTHUIIA - «COTJIACHAS - COTJIACHAS TJIaCHAsD».
Kpunrorpammel OCHOBHOM mmo3uiiuu naibiieB. O0padoTka KpUnrorpamMm OYKB Beel KIIaBUATYPBHI.
[ledaTs croroB, medath ABYX - M TPEXOYKBEHHBIX KOHEUHBIX OykBocoderaHwil. OdopmiieHue
MAaIIMHOMUCHBIX paboT. Tabmumpsl. OdopmiieHne U U3roTOBIEHUE TAOIUYHBIX (POPM JTOKYMEHTOB.
[IpaBuia BEINOTHEHUS CIOKHBIX TaOHIL

[IpaxTuka. Pabota ¢ TekcroBbiM JokymMmeHTOM. Habop Tekcra nmoja nukroBky. Pabora ¢
tabmuamu. OdopmiieHre W U3rOTOBJICHUE TAOIUIHBIX (OPM JOKYMEHTOB.

1.6. Texnuka mammuonucu. Pazaea Ne 3. Ckopoctb neyaru

Teopus. Onpenenenne ckopocTu nedati. CKOpPOCTh mevatu u kadectBo padot Ha [1K.
[IpaxTuka. Habop Tekcra Ha ckopocTh. KauecTBeHHbIN HAOOP TEKCTA.

Paznen II. ABromaruzanus OY

2.1. O¢ducnoe o6opyaoBanue.

Teopus. OprannzannoHHasi TEXHUKA. BUIbl 1 yCTPOMCTBO OpraHU3allMOHHON TEXHHUKH.
Kcepokc. ®axc. [Ilpuntep. Cxanep. IlepcoHanbHblii KOMIBIOTEp. MyIbTUMEIUITHOE
obopynoBanue. [leyatHoe M MHOXUTENbHOE 00OpyAOBaHME. J[EMOHCTpAalMOHHAs TEXHUKA.
Cucrema cBsizu. Mynbtumenna. CkaHUpOBaHUE U300pakeHUH.

[IpaxTuka. Pabota c oprrexuukoii (o¢pucHsiM o0opynoBanuem). CkaHUpOBaHUE

2.1. DueKTpOHHBII oduc.

Teopus. OducHple npmrokeHUs. J[oMOTHUTEIHHBIE BO3MOXKHOCTH. AMIIEpAHTHOE
obecrieueHne TEPCOHATBLHOTO KoMmmbioTepa. OmeparmonHas cucrema Windows. CrykeOHbIe
nporpaMMbl. TekcTtoBbiit pemaktopMS Word. Pemaktop snextponHbix Tabmun MSExcel
[Iporpamma MSPowerPoint. TectoBbiii penakrop MS Word. 3amyck u Hadano pabotsl. BBoau
penaktupoBanue Tekcrta. dopmarupoBanue TekcTa. Odopmienue crpanun. OdopmieHue
JOKYMEHTOB C TMOMOIIbI0 Tadymsipa. OdopmieHue OIaHKOB TOKYMEHTOB. MEHIO M OCHOBHBIE
nousitus MS Excel. DnekrponHas Ttabnuma. 3HakoMcTBO ¢ dSkpaHoM MS Excel. Ilanenwn
nactpymeHToB MS Excel.BBon u penmaktupoBaHue maHHBIX. AHaIW3 W 00pabOTKa JaHHBIX.
[Ipesenranus MS PowerPoint. Bosmoxuoctn MS PowerPoint. Crnaiiner. PaGota ¢ Texcrom.
DNEeKTPOHHBIETOKYMEHTHI M UX XpaHEHHE. DKCIepTU3a HEHHOCTH JTOKYMEHTOB.

[Ipaktuka. Pabora ¢ Tabmumamu u rpadukoid. OdopmieHue mnpeseHTanmuu B MS
PowerPoint.

Paznea I11. IIpodeccnonanbHbiii MOXYJIb. € 10MPOU3BOACTBO B OPraHU3alMU

Teopus. CocTtaB yIpaBIE€HYECKHX JOKYMEHTOB opraHu3anuu. OpraHusalnuoHHbIE
NoKyMeHThl PacnopsimutenbHpie JOKyMeHThI. HHGOpMalMOHHO - CIpaBOYHbIE JIOKYMEHTHI.
JenoBas nepenucka. [IpaBuna opopmieHus, CTpyKTypa U BUABI AEJIOBBIX nmuceM. JJokyMeHTanus
[0 JIOTOBOPHBIM IMpaBoOoTHOWIEeHUsIM. OpraHuzanus padoTel ¢ JokymMeHTamu. OpraHuzaius
JIoKyMeHTooOopoTa. Peructpanus nokymeHToB. Tekyiee xpaHeHue JokymeHToB. Homenkiarypa
nen. ApxuBHOEe XpaHeHHe HOKyMeHTOB OCHOBHBIE PEKBU3UTHI M TpeOOBaHUS K O(POPMIICHUIO
noroBopoB. Jlokymentsl mnpeanpusitus Knaccudukanus TOKYMEHTOB — yIpaBlIeHYECKOU
nesitenbHOCTH. YcTaB. llonoxenus. IlltatHoepacniucanue. IlpaBuna BHYTPEHHErO TPYIOBOIO
pacniopsiaka. Ykaszanus. IlocranoBnenus. [Ipukasel mo OCHOBHOU aAesTelnbHOCTU. Bbinmucka u3
npukasoB. Pacniopsikenue. Pemenue. Ilpotokosn (momHelii u kpatkuif). Akt. CripaBku. JlokinanHas
3anmucka. OObsicHUTENbHAs 3amMcka. Tenerpamma, TenedoHorpaMMa. PekBHU3WMTBHI MNHCBMA.
[Tucemo-nipocsba. ITucemo-oter. IlpurnacurensHoe nucbMo. CONpPOBOIUTEIBHOE IMHUCHMO.
[TuceMo - coobmenue. I[lucemo-otkas. Kpenutsiit moroBop. JoroBop xpaneHus. Jlororop
noctaBkd. JloroBop nmpokata. Kommepueckuii norosop. [lonsitue "nokymMmeHTo000poT" U pa3BuTHE
€ro HOPMaTUBHON METOANYECKON perilaMeHTall. XapakTepUCTHKa JOKYMEHTO000pOTa. DTaIlbl
JIBMDKEHUS M TOPSIOK 00pabOTKM JOKYMEHTOB. PaboTa ¢ BXOIAIIMMHU JOKYMEHTaMH. OTarlbl
00paboTKH T0KyMeHTOB. KOHTpPOJIb HCIIONHEHHSI TOKYMEHTOB. Peructpanust JOKyMEeHTOB, BHU/IbI
peructpauuu. Omnpenenenune cpokoB xpaHeHus. Ilopsimox Beimaum nen. IloaroroBka nen u
nepenaya B apxuB. @opma onucu u akThl. [lepenayda nen B apxus. PaboTa ¢ koHpUICHIMATBHBIMU
JOKyMEHTaMU
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[Tpaktuka. CopTUpOBKa JIOKYMEHTOB IO Kiaccuduranum». COCTaBJICHHE MITATHOTO
pacniucanus. PaGota ¢ pacnopsautenbHbIMU JokyMeHTamMu. CocTaBieHue HH(GOPMAIMOHHO -
crnipaBoYHOU TokyMeHTanuu. OdopmiieHue aenoBeix nuceM. OdopmieHrne THIOBBIX JOTOBOPOB.
Pabota ¢ uWCXOMIIMMU U BHYTPEHHMMH JOKyMeHTamMHu. OdopmiieHHe HOMEHKJIATyphl Je.
OdopmiieHue TOKyMEHTAIIUHU JJIs1 apXUBa.

Pazgen IV. Cnenunanbhblii Mmoayas. Kaaposoe obecnieuenue

Teopus. Tpymosoit xoaekc PD. TpymoBoit moroop, ero 3axmroueHue. OdopmieHue
TpyaoBoro goropopa. CTpyKTYpHbIN NpUKa3 M0 NPEANPUATHIO. 3HAYEHHUE TPYA0BOTO J0T0BOPA.
3aKiroueHue TPYJOBOTO JIOTOBOPAa Ha ONIPEICIIEHHBIM M HEONpENesIeHHbI cpok. OCHOBHbIE
PEKBU3UTHI TPYZOBOIO A0roBopa. TpynoBbie mpaBa U 00s3aHHOCTH paOOTHUKOB. [lopsiiok npuema
Ha paboty. JlokyMeHThI IpH npueme Ha padboTy. ABToOnorpadus. XapakTepucThka. 3asBlIeHUE.
Pestome. [Ipukas o npueme Ha padoTty.IIpocToii u cnoxublil npuka3. Tectuposanue. [lepeBon Ha
npyryto paboty. IIpekpamienue TpynoBoro jnorosopa. Ilpuka3el 0 MOOIIPEHUH U HAJOXKEHUU
B3bICKaHM. JIMuHas KapTouka, Mopsiok oopmiieHus uxpanenue. llopsaok BeneHUs! TPYAOBBIX
KHIWKEK. BefieHne JTUYHBIX JIe]l, OCHOBHBIE JOKYMEHTHI.

[loarotroBka JOOKYMEHTOB K apXuUBHOMY XpaHeHuio. lleHcuonHbli ¢Qona: craua
OTUETHOCTHU U IOKyMeHTe U1l opopmiieHus: neHcuu. OdopmiieHue apXuBHBIX CIIPABOK.

IIpaktuka. CocrtaBieHue TpyAoBOro aoroopa. CocCTaBlIeHHE MPUKA30B. 3alOJTHEHUE
JIMYHOM KapTOUYKH. 3alOJHEHUE TPYAOBBIX KHIKEK. CocraBieHue oTrdyeTHOCTH. CocTaBieHue
npukaza. CocraBnenue akra. Cocrapienre MHCTpyKIWH.

Pasznen V. KoncyabTanumn
KoncynpTanuu npoBoasaTces s ooydaromuxcs o [IporpamMmMe B TeueHre Bcero neproa
00y4eHus 1 1o utoram 1 roga oOydeHus repes mpoMexyTodHoM arrectanueid. Koncynpranuu mo
M3Y4YEHHOMY MaTepHally, MpoJ0JKEHUIO0 MPo(eccnOHANIbHOTO 00pa30oBaHus, TPYI0YCTPONHCTBRY.
[TonBenenne UTOroB TeOpETUUECKOTO 00yUeHus (Oecena, TeCTOBbIN KOHTPOJb U Jp.)

Pasznen VI. Arrecrauus
6.1. IIpomexyrouHas arrectaums. J(uddepenurpoBannbIii 3auer
6.2. MHrtorosasi arrecraums. ATTecTanus oOOy4yaloIIUXCd B COOTBETCTBHH C
npodeccuoHaIbHBIMU TPEOOBaHUSIMU U KBaIH(PHUKAIIMOHHON XxapakTepucTtukoi «Cekperapb-
aJIMUHHUCTPATOPY.
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B ydeGHOM Iu1aHe OTOOpaskaeTcsi JOrMyeckKas MOCIeI0BaTEIbHOCTE OCBOEHHS Pa3/IeiioB,
obecrieynBaromux GOpMUPOBAHIE KOMITETECHIIHA.
VYka3zpiBaeTcst 0011ast TPYJ0EMKOCTb Pa3/IeNioB, MOTYJICH.

Ne /it HanmenoBanue pasnenos Bcero B ToMm uncne dopma
qacoB | Jlekumm | [Ipakrtuka | Camocrt.pabora KOHTPOJIA
1. Oo0menpodgeccnoOHAIBLHBIIIMOAYJIb 71 22 44 5
1.1.  |OcHOBBI pelaKTUPOBAHUS TOKYMEHTOB 14 4 10 - TectupoBanue
1.2.  |enmoBas kynpTypa 4 4 - - JlenoBas urpa
1.3.  |OcHOBBI A€OTIPOU3BOICTBA 13 4 8 1 3auer
1.4. |Texuuka mammuonucu Pazmen Nel 14 4 8 2
1.5. |Texuuxa mamumgomnucu Pasmen Ne2 13 3 9 1 LIpakriraeciue
1.6. [Texuuka mamumnaomnucu Paszaen Ne3 13 3 9 1 sazianus. et
11. ABTomMaTuzauusa OY 14 4 10 - -
2.1.  |Oducnoe o6opynoBanue 6 2 4 - Ormpoc
2.2. [ DNeKTpOHHBIN oduc 8 2 6 -
III. (IIpo¢eccuonabLHBI MOAYJIb 31 11 17 3 [IpakTyeckne
3.1 Jlenonpon3BOACTBO B OpraHU3aIiu 31 11 17 3 3aJaHus. 3a4er
IV. |CneuuajbHblii MOAY/Ib 12 5 7 -
4.1.  |KagpoBoe obecrnieuenue 12 5 7 - 3auer
V. KoncyabTanuu 10 - 10 -
VI ATTECTALNA 6 - 6 -
6.1. [[IpomexyTo4Has aTTecTaIus 2 - 2 - 3ayer
6.2 [Mrorosas arrecranus 4 - 4 - Kpanudukamnmo
HHBIHM SK3aMeH
Hroro |144 42 94 8

2.3. TemaTH4yeckoe NJIaHMPOBaHHUE

HaumenoBanue pasge |(Coaepskanue y4yeOHOro marepuaJja, JadopaTtopHbie padorbl U | O0bem
JIOB U TeM NpaKTHYeCKUe 3aHATHUS B yacax
1 2 3
OobmenpodeccuoHATbHBIIN MOYIb
OCHOBBI peIaKTHPOBAHNS IOKYMEHTOB 14
Kynbrypa uenoBekan [OcHOBHblE (GYyHKIMH S3bIKa. B3auMOCBSI3b KyIbTYphl YelOBEKa H 4
KYJIbTypa peuu KyIbTypbl peud. HopMaTHBHBINA, KOMMYHUKATUBHBI W ATHYECKUN
ACTEKThl PEUYEBON KYIBTYPHI.
O YHKIMOHATBHBIN Ctunu peun. OCHOBHBIE YepThl, OCOOCHHOCTH W TPU3HAKH BCEX 4
CTHJIM PYCCKOTO ctuieil. HopMbl pyccKOropeyeBoro 3TUKETa.
JIUTEPaTypHOTO
Opdosmus, Opdosnudeckrie HOPMBI IUTEPATYPHOTO sA3bIKA. [[pUHIUIIBI pycCKOM 3
Opdorpadus opdorpadun. OcoGeHHOCTH PYCCKOTO CIOBECHOTO YAapEHUSI.
CuHrakcuc u CrniocoOs1 opopmiteHus ayxoit peun. [IpuHIUIIBI U GYHKIMH PYCCKOM 3
MTYHKTYaIus nyHKkTyauuu. CMBbICIIOBas pOJIb 3HAKOB MPEMTUHAHMS.
IpakTuyeckas padora: «PeqakTupoBanue Tekcray.
JesioBas KyJIbTYpa 4
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Nmux cekperaps JIn4HOCTB CeKpeTaps U €ro poJib B JEATEIBHOCTH COBPEMEHHOU 2
opranuzaiuu. JlojokHOCTHast MHCTpyKuus. JlenoBble M JIMUHBIE
KadyecTBa cekperaps. JlemoBas skeHImHa-mpodeccuonan. Pabouee
MECTO CEKpeTapsl.
Otuket B cnykeOHbIX |KopmopatuBHast —KynbTypa, (GUPMEHHBIH CTHIb OpraHH3alUU. 2
OTHOILIEHUAX CnyxeOHasg BepTUKalb (OTHOLIEHUS B cucreMe «PyKoBoIuTENb-
noaunHeHHbIN). CiyxeOHasi TOpU30HTalb (OTHOIIEHHE B CUCTEME
kosutera-kosuiera). CinyxeOHast cybopauHanus. Hopmbl u mpaBuia
OTHOIIEHUH  COTPYIHUKOB C  IPEACTABUTENSIMU  CTOPOHHUX
OpraHu3anuii, napTHepamH, KJIMEHTaMH, MIOCETUTEIISIMH.
CyOopauHanus. OMOIMOHATBHO-HEUTPATbHBIA JICJIOBOM XapakTep.
KonduaenmaibHOCTD.
OCHOBBI [1€JI0NIPOU3BOICTBA 13

JloxkymentupoBanue. |OcHOBHbIE MOHATHSA. Tunosorus A0KymMeHTOB. @opmaTsl Oymaru u 7
JIOKyMeHT, BUJIbI nossi. OOmue TpeOoBaHUST K COCTABJICHHUIO JOKYMEHTOB. biiaHkm
JOKYMEHTOB, HX JOKYMEHTOB. PexkBM3UTHI JOKyMeHTa. JIOKyMEHTHUpOBaHUE, BUABI U
KJ1acCU(pUKaIH. cnocoObl. TpeOoBaHus K TEKCTy JOKyMeHTa. TpeboBaHus K

PexBu3nThI M3TOTOBJICHUIO IOKyMEHTa. MynbTUMENITHOE 000pyIOBaHHE.
JIOKYMEHTOB IIpakTuyeckass pabGora: «Tpe0oBaHusi K  COCTaBJICHHUIO
AOKYMEHTOB. JloOKyMeHTHPOBaHHe»

JokymentupoBanue. |OcHOBHbIE MOHATHSA. Tunosoruss A0KymMeHTOB. DopmaTsl Oymaru u 6
JIoKyMeHT, BUJIbI nonsi. OOmue TpeboBaHUS K COCTABJICHHUIO JOKYMEHTOB. biiaHku
JOKYMEHTOB, UX JOKYMEHTOB. PekBU3HUTBI NOKyMeHTa. [[oKyMeHTHpOBaHUE, BUIbI U
Kiaccuukaus. ciocoObl. TpeOoBaHus K TEKCTy JOKyMEHTa. TpeOoBaHHS K

PexBu3uThHI M3TOTOBJICHUIO IOKyMEHTa. MynbTUMENITHOE 000pyIOBaHHE.
JIOKYMEHTOB IIpakTnyeckass  padora: «Tpe0oBaHMsI K  COCTaBJIEHHIO
AOKYMEHTOB. /lokyMeHTHpPOBaHH E»
TexHnKa MAIIHHONIMCH
Pazoen No 1 «Cnenoit» decamunanvuesntii memoo neuamu na IHK 14
OcHoBHble ipuHITUIBL | 3ydenne knaBuatypel. OOmwue mnpawia padboTel. OCHOBHBIC 7
«CIIETIOTr oY NPUHUMIIBI  [€YaTH JecATUnaiblieBoro Meroja. Ilonstue o
JECATUIIAIBLEBOIO JIECATUIIATIBLEBOM CJIEIIOM METO/IE€ MChMA.
METO/1a [IeYaTH Ha IIpakTnyeckas padora: «OTpadoTKa nMeyaTu HA KJIaBHaType.
numymeid Mamnaken | Hadop TekcToBy»
IIK
[To3unuu maneieB Ha |Odopmnenue rpanuin. Iloas AOKymMeHTOB. YcTaHOBKa IMOJICH. 7
KJIaBHATYpeE. N3ydyeHne oCHOBHOTO psna KiaBuaTyphl. M3yueHue OyKB BepXHEro
psaa xiaBuatypbel. 3HaK "dyeprouka'. A63ai. M3yuenue uyeTBepTOro
psfa  KiIaBuaTypbl. 3HaKM npenuHaHus. ApaOckue 1UQPHL.
KonnuecTBeHHblEe, NOpsAAKOBbIE  uyuciauTenabHble.  Hymepanus
nyHKTOB. PuMckue nudpsl. Hanncanue gar.
IIpakTnueckas padora: «Odopmienne goxkymeHntos. Ileuarb
AeCATUNATbIEBbIM METOI0M
Pazoen Ne 2. H3yuenue mexnuxku neuamu 13
OcBoenue npueMoB  |OdopmiieHHe 3aroJIOBKOB M IM0/3arojoBKOB. Hymeparus cTpaHwuiL. 4

TCXHHUKHU ITMCbMa

TexcroBele cokpamienus. Ilpsmas peub, nurarel. OdopmieHue
npuMedyaHuil, npuwioxxkeHuil. Vcnpasienune ommbok. McmpasneHue
ommnoox Ha I[1K.

IIpakTnueckas padora: «Padora ¢ TEKCTOBBIM JOKYMEHTOM»
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O6paboTka Kpunrorpammel rnacabix OykB. [ledats cI0TOB «coriacHas - riacHas 3
KPHUITOTPaMM I'JTaCHBIX |- 2 COTJIACHBIX»; «2 COTJIACHBIX -TJIaCcHAsl - COTJIaCHas», paboTa co
OykB CJIOraMM THIIA - «COTJIaCHasl - COTJIacHasl IJIacHas.
IIpakTHyeckas padora: «PadoTa ¢ TeKCTOBBIM IOKYMEHTOM))
Oo6paboTka Kpunrorpammel  ocHOBHOW  mo3unuu  naneieB.  OOpaboTka 3
KpHUIITOTpamMM OyKB KpHUITorpaMMm OyKB Bcell KiaBuarypsl. [ledaTscioros, neyars AByX -
OCHOBHOMIO3ULIUHU U TPeXOYKBEHHBIX KOHEYHBIX OYKBOCOUYETAHUM.
najibleB IIpakTnueckas padora: «Padora ¢ TEKCTOBBIM JOKYMEHTOM.
Ha0op TekcTa nox AMKTOBKY»
Odopmienue Tabmumer. OdopMieHHE W HW3TOTOBJIICHHWE TaOIUYHBIX  (QopM 3
MalIMHOMMCHBIX paboT |10KyMeHTOB. [IpaBuia BeINOIHEHUS CIOKHBIX TAOIHULI.
IIpakTnueckas padora: «Padora ¢ Tabnuuamu. Opopmienne u
U3roTOBJIeHHE TA0JINYHBIX (POPM JOKYMEHTOB)
Pazoen No 3. Ckopocmb neuamu 13
Onpenenenue Habop TekcTa Ha nuIymei MaimHKe. 7
ckopoctu neyat Ha [ IIpakTnyeckas padora: «HaGop Tekcra Ha CKOPOCTH)
MALIYIIEH MAalllMHKe
Ckopoctb nedatu 1 |Habop tekcra Ha I1K. KauectBo pabots! Ha [1K. 6
KayecTBO paboT Ha IIpakTHyeckas padora: «KayecTBeHHBbI HA0OP TEKCTA)
K.
IIpakTyeckoe o0yyeHue 14
ABTomaruszauus OY
Pa3nen Ne 1. OducHoe o6opynoBanue 6
OducHsie AmnepantHoe — o0ecrieueHHe  IEepCOHAILHOTO  KOMIIbIOTEpA.
MIPUIIOKCHHUSL. OmnepammonHass cucreMa Windows. CiykeOHbIE MPOTPaMMBI. 6
JlononHUTEIHHBIE [leyatHoe u MHOXXUTENbHOE OOOpyIOBaHHE. JleMOHCTpalOHHas
texuuka. Cucrema  cBsi3u. Mynprumenna.  CkaHUpOBaHUE
H300paKCHUI.
Pazoen Ne2. Inekmponnwiit ogpuc 8
TexctoBsiii penakrop |TecroBsiii pegaktop MS Word. 3amyck u Hauano pabotel. BBoau
MS Word penaktupoBanue TekcTa. dopmarupoBanue Tekcta. OdopmieHue
ctpanull. OdopmiieHne JTOKYMEHTOB C TIOMOIIBI0 Talymspa.
Odopmienue 01aHKOB TOKYMEHTOB.
Penaktop Menwo u ocHoBHbIe ToHATHS MS Excel. DnexkrponHas tabmuna. 4
ANEKTPOHHBIX Tabnul, [3HakoMcTBO ¢ skpaHom MS Excel. Ilanenu wuncTtpymentoB MS
MSExcel Excel.BBon u penaktupoBaHHe [aHHbIX. AHaIW3 U 00paboTKa
naHHbIX. PaboTa ¢ Tabnunamu u rpaduKon.
IIpodeccuonanbHbIA MOAYJIb
Je1onpon3BoACTBO B OPraHU3aluu 31
Cocras JIoKyMeHTBI NPEANPUSITHS. Knaccuduxarnms JIOKYMEHTOB 1
YIPABJICHUYECKUX YIPaBIEHUYECKON AEATEIbHOCTH.
JOKYMEHTOB IIpakTuyeckass padora: «CopTHpOBKa [IOKYMEHTOB IO
OpraHu3alu KJIaccuGuKaum)

13
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OpranuzanuoHHbIE VYceras. llomoxenus. LlratHoe pacnucanue. [IpaBuiia BHYTpEeHHEro
JOKYMEHTBI TPYLOBOTO PACIIOPSAIKA.

IIpakTnueckas padora: «CocTraBjieHHe ITATHOIO PACIIHCAHUS»

Pacniopsourensubsle | Ykazanus. Ilocranosienus. [Iprkasel 10 OCHOBHOM JAESTEIIBHOCTH.
JIOKYMEHTBI Beinmcka u3 npukasos. Pacnopsiokenue. Pemenue.

IIpakTnueckas padora: «PaGora ¢ pacnopsiguTeIbHBIMH
AOKYMEHTAMM»

WudopmanmonHo - [Iporokou (nonHbli U kpatkuit). AkT. CrpaBku. JlokinagHas 3anucka.
CIIPaBOYHbIEC OO0bscauTenbHas 3anucka. Tenerpamma, TenepoHorpamMmma.
JOKYMEHTBI IIpakTnueckas padora: «CocraBjeHne HH(pOPMALHOHHO-

CIIPABOYHON JOKYMEHTALUMN
JlenoBas nepenucka. | PekBU3NUTHI MHACHhMa. ITuceMmo-npocn0a. [Incemo-oTBeET.

[IpaBuna opopmienus,

CTPYKTYypa ¥ BUbI
JICJIOBBIX ITUCEM

[IpurnacurensHoe mnucbeMo. CompoBoauTenbHOE MUCcbMO. ITucemo-
cooOmenue. [TuceMo-oTKa3.
IIpakTHyeckas padora: «OdopmiieHue 1e10BbIX THCEM))

JlokymeHTarus 1o
JIOTOBOPHBIM ITPaBo-
OTHOIIEHUSM
OCHOBHBIE PEKBU3UTHI
1 TpeOOBaHUS K

HoroBop kymnmu - mnponaxu. JloroBop apenabl. [[oroBOop MEHBI.
KpemutHbiit  noroop. JloroBop xpaHeHwus. J[0roBOop HOCTaBKH.
HoroBop npokaTta. Kommepueckuii JoroBop.

IIpakTHyeckas padora: «O¢opmiieHHEe THIIOBBIX 10r0BOPOB)

0(hOpPMIICHUIO
JIOTOBOPOB
Opranmszanus padoteic |I[lonsTne "moKymMeHTOOOOPOT" W pa3BUTHE €ro HOPMATHBHOU
JOKYMEHTaMH. METOAUYECKOM periaamMeHTalHu. XapakTepucTuka
Opraauzanus JOKYMEHTOOOOpOTa. JTambl ABWKEHUS W TOPAIOK 00paboTKH
JNOKyMeHTOoOOOpoTa. [mokymeHtoB. PabGora ¢ BXOAAUIMMH  JOKYMEHTaMH.  OTaIlbl
Perucrpanus 00paboTku AOKYMEHTOB. KOHTpOIb HCHOJHEHHS JIOKYMEHTOB.
JOKYMEHTOB. Peructpanus 10KkyMeHTOB, BUbI PETUCTPALIUH.

IIpakTnyeckas padora: «PaGora ¢ HCXOAAMMMH M BHYTPEHHUMH
AOKYMEHTaAMI)

Texyiee xpaHenue
JOKYMEHTOB.
Howmenxknarypanen.

OnepatuBHOE XpaHeHHE Jell (MpoBepKa HaIUYMsi JOKYMEHTOB,
HOPAJIOK BBIAAYU [I€N1). DIIEKTPOHHBIE TOKYMEHThl U HX XpaHEHHeE.
DKcnepTu3a LeHHOCTH IOKYMEHTOB.

IIpakTnyeckas padora: «OdopmiieHue HOMEHKIATYPHI A€

ApXuUBHOE XpaHEHHE

Omnpenenenue cpokoB xpaHeHus. [Topsaok Beigaun aein. [loaroroska

JOKYMEHTOB nen U nepenada B apxuB. Popmaonucu v akThl. Ilepenaya nenm B
apxuB. PaboTa ¢ KoHQUIEHIIUATbHBIMU JOKYMEHTAMH.
IIpakTuyeckass padora: «OdopmiieHne JOKYMEHTALUUM sl
apxuBal2
OpranuzanuonHasitex |Bunel u ycTpoilcTBo opranuzanmoHHoid TexHuku. Kcepokc. dakc.
HHUKa [Ipunrtep. Cxkanep. IlepcoHanbHbIi KOMIBIOTEP. MynbTUMEOUITHOE
obopymoBaHue.
IIpakTHyeckas padora: «Padora ¢ OprrexHuKoN»
CocraB JIoKyMeHTBI NpEANPUSITHS. Knaccuduxarms JIOKYMEHTOB
YIPABJICHUYECKUX YIPABIEHUECKOU JIEATETbHOCTH.
JOKYMEHTOB IIpakTuyeckass padora: «CopTHpPOBKa [IOKYMEHTOB IO
OpraHu3alu Kjaaccupuranum»
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OpranuzanuoHHbIE VYceras. llomoxenus. LlratHoe pacnucanue. [IpaBuiia BHYTpEeHHEro 2
JIOKYMEHTBI TPYLOBOTO PACIIOPSAIKA.
IIpakTnueckas padora: «CocTraBjieHHe ITATHOIO PACIIHCAHUS»
Pacniopsourensusle | Ykazanus. IlocranosieHus. [Iprka3bl 10 OCHOBHOM AESTEIBHOCTH. 2
JIOKYMEHTBI Beimmcka u3 npuka3os. Pacnopspokenue. Pemenue.
IIpakTnueckas padora: «PaGora ¢ pacnopsiguTeIbHBIMHA
AOKYMEHTAMI)
WudopmanmoHHo - [Iporokou (nonHbli U kpatkuit). AkT. CpaBku. JlokinagHas 3anucka. 2
CIIPaBOYHbIEC OO6bscauTenbHas 3anucka. Tenerpamma, TenepoHorpamMma.
JOKYMEHTBI IIpakTnueckas padGora: «CocraBjeHne HH(PpOPMALHOHHO-
CIIPABOYHON JOKYMEHTALMU»
JenoBas nepenucka. | PexkBU3NUTHI MIHAChMa. ITuceMmo-npocn0a. [Incemo-oTBeET. 1
[IpaBuna opopmnenus, |IlpurnacurensHoe nuceMo. CompoBoauTenabHOe nMucbMo. ITucemo-
CTPYKTYypa ¥ BUJbI coobmenue. [Tucemo-oTKa3.
JIEIOBBIX ITUCEM IIpakTnueckas padora: «OdopmiieHne ae10BbIX MHCEM
JlokyMeHTanus no HoroBop kymmu - mnponaxu. JloroBop apenabl. [oroBop MEHBI. 1
JIOTOBOPHBIM paBo-  |KpenutnHwiit  gorosop. JloroBop xpaneHus. JIoroBop NOCTaBKH.
OTHOIICHUSIM HoroBop npokaTta. Kommepueckuii JoroBop.
Ocnosuble pexBu3nThl | [IpakTHyeckas padora: «OdopmiieHne THIIOBBIX I0T0BOPOBY
1 TpeOOBaHUS K
0(hOpMIICHUIO
JOTOBOPOB
Opranmszanus padoteic |I[lonsTne "moxkymMeHTOOOOPOT" W pa3BUTHE €ro HOPMATHBHOU 1
JOKYMEHTaMH. METOAUYECKON periaaMeHTaltH. XapaKTepuCTUKA
Opraauzanus JOKYMEHTOOOOpOTa. JTambl ABWKEHUS W TOPAIOK 00paboTKH
JIOKYMEHTOO0OpoTa.  |I0KyMeHTOB. PaboTa ¢ BXOAAIIMMHM  JOKyMEHTaMH. OTallbl
Perucrpanus 00paboTKH JO0KyMEHTOB. KOHTpOIb MCIOJHEHHUS JOKYMEHTOB.
JOKYMEHTOB. Perucrpanus 10KyMEeHTOB, BUJbI PETUCTPALIUN.
IIpakTnyeckas padora: «Padora ¢ HCXOAAMMMH M BHYTPEHHUMM
AOKYMEHTAMM»
Texymee xpanenue |OmnepatuBHOEe XpaHeHUEe el (MpoBepKa HaIMYMs JOKYMEHTOB, 1
JOKYMEHTOB. HOPSAAOK BbLAAYM JieN). DJIEKTPOHHBIE JOKYMEHTbl U UX XpaHEHHE.
Homenknarypanen. OKclnepTu3a LEHHOCTH JOKYMEHTOB.
IIpakTHyeckas padora: «OdgopmiieHHe HOMEHKJIATYPBI JAeJ1»
ApxuBHoe xpa"neHue |Omnpenenenue cpokoB xpaHeHus. [lopsnok Beigaun nein. Ilogroroska 1
JOKYMEHTOB nen u nepenada B apxuB. Popmaomnucu u akrtel. llepenava nen B
apxuB. PaboTa ¢ KOHpHUIEHIIMATBHBIMH JIOKYMEHTAMHU.
IIpakTuueckass padora: «OdopmieHne JOKYMEHTALUUM sl
apxuBal2
OpranuzannonHastex |Buabl u ycTpolicTBo opraHu3anuoHHON TexHUKH. Kcepokc. dakc. 1
HHKA IIpuntep. Ckanep. Ilepconanbnblil KoMnbroTep. MynbTUMEnniHOE
obopymoBaHue.
IIpakTHyeckas padora: «Padora ¢ OprrexHUKON»
CrnenuanbHbIH MOLYJIb
KaapoBoe o6ecnieuenue 12
Paznen 1. OcHOBHBIE 33]a4M YIIpaBJIeHUsI Ka[paMu 6
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TpynoBoii konekc P®. |3HadeHue TpyJOBOrO JOrOBOpPA. 3aKIIOUYEHHE TPYJOBOIO JOrOBOpa 2
TpynoBoii noroBop, [Ha ompeneneHHbI U HEONPENENEHHbIN CpOK. OCHOBHBIE PEKBU3UTHI
€ro 3aKJIIOYCHHUE. TPYAOBOIO JoroBopa. TpynoBble npaBa U 005S3aHHOCTH paOOTHUKOB.
Odopmnenune IpakTuyeckas padora: «CocraBjieHUue TPYA0BOI0 J10TOBOPa»
TPYAOBOI'O JJOTOBOPA.
Crpykrypubliinipuka3  |[lopsinok mpuema Ha paboty. JIOKyMEHTHI IpHU NpuUeMe Ha paloTy. 2
I10 NPEATIPUATHIO. ABtoOuorpadus. Xapakrepuctuka. 3assienue. Pesrome. [Ipukaz o
npueme Ha paboty. IIpocToil u cioxHbIM nHpukas. TecTupoBaHUeE.
[TepeBon nHa mpyrywo paboty. Ilpekpaiienue TpymaoBOro I0OTOBOpa.
[Ipuka3sel 0 TOOUIPEHUH U HAJIOKEHUU B3BICKAaHUH.
I[pakTHyeckas padora: «CocraBjeHne NpuKa3oB»
KoncyabTanum, Koncynmpraiun 1o W3ydeHHOMY MaTepuainy, MpOJIOJHKEHUIO 10
nojiBeJeHHe UTOTOB npodeccroHalbHOTr0 00pa3zoBaHus, TpynoycTpoiicTBy. [lonBenenue
UTOTOB TEOpEeTUYECKOro oOyueHus (becena, TECTOBBIM KOHTPOJIb U
Jp.)
TpynoBoii koaekc 3HaueHue TPyI0BOTO JOroBOpa. 3aK/II0UYEHUE TPYAOBOTO JI0OTOBOpa 2
P®. Tpynosoii Ha OMNpENENCHHBbIM W  HEONpeNeNeHHbId CpoK. (OCHOBHBIE

JIOTOBOP, €T0 PEKBHU3UTHI TPYJOBOTO A0roBopa. TpyaoBbIe MpaBa U 00sI3aHHOCTH

3aKJIIOUEHUE. PabOTHUKOB.

Odopmnenue 3Ha4YeHue TPYJOBOrO JOTOBOpA. 3aKIKOYEHHUE TPYIOBOTO JOTOBOpA
TPYAOBOTO Ha OINPEJCIICHHBIA U HEOIIPeAEIEHHBIN CpOK. OCHOBHBIE PEKBU3UTHI
JIOTOBODA. TPYyIOBOTO  JIOTOBOpa. [pymoBble TmpaBa ©  OOS3aHHOCTH

pabOTHUKOB.
IIpakTnyeckas padora: «CocraBjieHre TPYA0BOI0 10r0BOPa»
IIpakTnyeckasi padora: «CocraBjieHue TPYA0BOI0 10roBOPa»

CtpyKTypHBII [Topsimox mpuema Ha padoTy. JIOKyMEHTHI Tipu MpreMe Ha padoTy. 2

MpUKa3 1o ABtoOuorpadus. Xapakrepuctuka. 3asBiaeHue. Pesrome. [Ipukas o
MPEIPUATHIO. npueMe Ha pabdoty. [IpocToit u crnoxxHbIN npuka3. TecTupoBaHUE.
[lepeBon Haapyryo paboty. Ilpekpaiienue TpygoBOro J0TOBOpA.
[Ipuka3zpl 0 TOOUIPEHNH U HAJIOKEHUU B3bICKAaHUU.
[Topsinox mpuema Ha paboty. JIOKyMEeHTHI pu MpuemMe Ha paboTy.
ABtoOuorpadus. Xapakrepuctuka. 3assienue. Pestome. [1pukas o
npueme Ha padoty. [Ipocroit u cinoxHbii pukas. TectupoBanue.
[lepeBon Ha mpyryto pabory. [Ipekpaiienue TpynoBOTro A0roBopa.
[Ipukasbl 0 MOOLIPEHUH U HAJIOKEHUU B3bICKAaHUI.
[IpakTuueckas pabora: «CocraBieHUE MPUKA30B»
IIpakTuyeckas padora: «CocraBjieHue NPUKA30B»
IIpomexyTounas arrectauus (quddepeHInpPOBaHHBIN 3a4eT) 2
KpajiupuxaunoHHblii ATtTtecranus oOyuaromxcs B COOTBETCTBUU C 4
IK3aMCH npoECCHOHAIBHBIMA ~ TPEOOBAaHUSAMHU H  KBaTM(DPHUKAITMOHHOMN

XapakTepucTHKoi «CeKkpeTrapb-aIMUHUCTPATOP».

16




MAOY COLI Ne 167

III. Oprann3zannoHHbIN pa3gen
3.1. XapakTepHuCTHKA yCJIOBHIl peaJu3auuu NporpaMmmsbl

3.1.1. TpeGoBaHus K KaIpPOBOMY OOecre4eHHI0

Peanuzanus IIPOrpPaMMbI npodeccrnoHaIbHOTO 00y4eHHs oOecreunBaercs
NeJarornyecKuMu  pabOTHUKaMH  00pa30BaTE/IbHOM  OpraHu3aluu, a Takke JIMLAMH,
MPUBJICKAEMBIMU K pEIN3allii TPOTPaMMbl TPOPECCHOHATBHOTO OOy4YeHHS Ha YCIOBHUSX
IpaXkIaHCKO-IIPaBOBOIO JJOrOBOpPA, B TOM YHUCIE M3 YHUCIA DPYKOBOAWUTENEH U PaOOTHUKOB
OpraHu3aIfii, HaIIPaBICHHUE JAEATEILHOCTH KOTOPBIX COOTBETCTBYET 00JIACTH PO EeCCHOHATHHON
JeSITEIbHOCTH.

3.1.2. TpeGoBaHUA K MAaTepHAIbHO-TEXHUYECKOMY 00ecTeYeHUI0

[lomemienus npencTaBistoT co0oil yueOHbIE ayAUTOPHM JAJs IMPOBEIACHMS 3aHSITUN BCeX
BHJIOB, IIPETyCMOTPEHHBIX MIPOTrPaMMO TPOPECCHOHAIIBHOTO O0YUEHHUsI, B TOM YHCIIE TPYITIOBBIX
Y MHJIUBUTyaIbHBIX KOHCYJIbTAIIUHN, TEKYIIIETOKOHTPOJISI K TPOMEXKYTOUYHON aTTECTAIMH, a TAKXKE
MOMEIIEHUs JJIi CaMOCTOATENBbHON paboThl, OCHAIICHHBIE OO0OPYJAOBaHUEM, TEXHUYECKUMHU
cpeacTBaMu oOy4YeHUsI.

MAOY COII Ne 167, peanusyromas mporpaMmy 1o mnpodeccun, pacmosiaract
MaTepuaIbHO-TEXHUYECKON 6a3oii, o0ecreunBaroIIen MIPOBE/ICHHE BCEX BHUIOB
MEXIUCIUTIIINHAPHON MOATOTOBKH, MPAKTHYECKOW pabOThl 00YJaroNIuXcs, MPeaTyCMOTPEHHBIX
y4eOHBIM TIJTAHOM M COOTBETCTBYIONIEH JEHCTBYIONIUM CAaHUTAPHBIM M TMPOTHBOTIOKAPHBIM
mpaBWjiaM M HOPMaM B pa3pe3e BBHIOPAHHBIX TPACKTOPH MUHHMMAIbHO HEOOXOTUMBIN st
peanuzanuu 1110 nepedenp MaTepraabHO- TEXHUYECKOTO 00ECTICUCHHMSI, BKITIOUAET B CEOS:
Y4ueOHblii kaOuHer: mKad I8 XpaHEHHWs YYEOHBIX IMOCOOMH, MPOrpaMMHO-AIIapaTHBIN
KOMIIJIEKC B KOMILJIEKTE, JJOCKAa KJIACCHAs, CTOJ YUYUTEeNs, KPeciao YUUTENsl, CTOJ y4YCHHUUECKHH,
ceTeBor (UIBTP, MHOTO(GYHKIIMOHATBLHOE YCTPOMCTBO, KOMIBIOTEpD yUuTeNsl C mepudepuei
(JIMLIEeH3MOHHOE TIpOoTpaMMHOE obOecrieueHrne, 00pa3oBaTeNbHbli KOHTEHT U CUCTeMa 3alllUuThl OT
BpEIOHOCHOU MH(OPMAINH), CUCTEMA 3aIUTHI OT BPEAOHOCHON MH(OPMAITHIH.

Oo6opynoBanue yueOHOro KabMHeTa: MOCAA0YHBIC MECTA MO0 KOJIMYECTBY O0y4YarOIIMUXCS
pabouee MecTo npermnoaaBaTess, 00opyaroBanHoe IBM.

Kanueasipckue npuHauie;kHOCTH: Oymara KcepokcHast A4, marnka, mamnka-perucTpaTop, rmamnka 2 KoJblia,
JKypHaJ pEruCTpaly UCXOMAIMX TOKYMEHTOB Ha CKPEIIKE, )KypHAJI PETUCTPALIAYA BXOAAIIMX TOKYMEHTOB
Ha ckpenke, dhaiin Brmagsi, kieil [IBA, HOXHHIBI, CTeiep KaHIEMIPCKAN, TBIPOKOIT.

3.1.3. TpeGoBanusi K UH(POPMAIMOHHO--METOANYECKOMY 00ecreYeHH 0

OcHOBHBIC HCTOYHHKH:
1. Kysnenos, U. H. JlokymeHrauuonHoe oOecnedeHue ympasieHusa. J[OKyMEHTOOOOPOT H
JeIOTIPOU3BOICTBO: YIEOHUK U MPAKTUKYM JUTsl TpuKiIagHorobakanaspuara / M. H. Ky3nenos.
— M.: U3narensctBO HOpaiit, 2018. — 461 c..
2. Kysnenos, U. H. [lokymenTanmonHoe obecriedeHue yrpaBieHus. J[OKyMEeHTOOOOPOT u
Jenonpou3BoACcTBO: yueOHuk u npaktukym st CI1O / U. H. Ky3nenoB. — M.: M3aarenscTBO
IOpaiit, 2018. — 462 c.
3. Tomenko, X. T. Conuonorus ymnpaBieHHs: YIeOHMK M MPAKTUKYM JUIS aKaJeMHYECKOTO
6akanaspuata / XK. T. Tomenko. — M.: U3narensctBo FOpaiiT,2018. — 303 c.
4.  Koncturyuusa PO.
JlonoTHUTEeIbHBIC HCTOYHUKH:
5. Poroxun M. FO. Opranuszauus ynpaBieHHs MEPCOHAIOM MpPeanpusATHsi]: Yued. - MpaxT.
IToco6ue / M.FO.Poroxun - M.: 3a-Bo PIIJI, 2015 - 224c.
6. Kpyrusanckas JI. 5. HactonbHast kaura cexperaps: CnpaBounuk - CII0, 2014.

Ilepeuyenb pecypcoB HH(POPMALHMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH «MHTEepHET?,
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HeO00XO0UMBIX /115l 0CBOCHHS AN CIUILINHBI

ITopran «Apxussl Poccum» [DnekTpoHHBIN pecype]. DnekTpoH. naH. - M.: Pocapxus,
2001. - Pexum pnocryma:_http://www.rusarchives.ru. - 17.05.2018;Bcepoccuiickuii Hay4HO-
HCCIIEI0OBATENBCKUI WHCTUTYT JOKyMEHTOBelAeHusi u apxuBHoro pena (BHUUIAJL)
[DnexTponHbIit pecypc]. Dnexrpon. aan. - M:BHUUJA, 2010. - Pexum pocrtyna:
http://www.vniidad.ru. - 17.05.2018;0¢unmansueiii cadt kommnannu «Koncymprant Ilmroc»
[DnexTponHbIil  pecypc]: 3akoHOMATENbCTBO Pd: KOIEKCHI, 3aKOHBI, YKa3bl, MOCTAHOBJICHUS
npaButenbeTBaP®. OnextpoH. naH. - 1997. - Pexum nocryna: http://www.consultant.ru_ -
18.05.2018.

WNudopmanimoHHO-TIPaBOBOM nopran «["apanT» [DneKTpOHHBIN pecypce]:
3aKOHOIATENBCTBO (KOAEKCHI, 3aKOHBI, YKa3 bl, MocTaHOBNIeHNUs) PO, aHamMTHKa, KOMMEHTapHUH.
OnexrpoH. gan - M.: HIIIT «'TAPAHT-CEPBUC- YHUBEPCUTET

3.2. KoHTpOJIb ¥ OlIeHKA OCBOEHHUS MPOTrPaMMBblI

3.2.1. KoHTpoJb KayecTBa MOAT0TOBKH

Texkymmuii KOHTPOJIb YCIIEBAEMOCTH OOYYArOIIUXCS TPEACTABISACT CHCTEMATHUECKYFO
MPOBEPKY YUYEOHBIX JIOCTHKEHHH OOYJalOMIMXCs, TPOBOJMMYIO TpETojaBaTeieM B XOJIe
OCYIIECTBIICHHS 00pa30BaTEIFHOMN JEITEIHPHOCTH B COOTBETCTBUU C OCHOBHOM 00pa30BaTeIbHOM
nporpammoii. [IpoBeneHre TEKyIero KOHTPOJIST YCIIeBaeMOCTH HAaIpaBJIeHO Ha oOecredeHue
BBICTpaMBaHUs 00pa30BaTENIbHOIO TMpollecca MaKCUMalbHO d((EKTUBHBIM 00pa3oM Ui
JOCTIKEHUS pe3yTbTaTOB OCBOCHUSI OCHOBHOM 00pa30BaTeIbHON TPOTPAMMBI.

Tekymmii KOHTPOJIb YCIIEBAaEMOCTH OOYYAIOIIMXCSl MPOBOJUTCS B TEUCHHE Y4EOHOTO
nepuoja B IesX:

1.  KOHTpOJS YpPOBHSI NOCTMXKEHMS YYalIUMUCS PE3YJIbTaTOB, MPETyCMOTPEHHBIX
00paszoBaTeNbHON MTPOrPAMMON;

2.  OUEHKHU COOTBETCTBUS pe3yabTaToB OCBOCHUS 00pa3oBaTebHOMN
MIPOrPaMMBlI;

3.  mpoBeneHUsi 0Oy4arOMIMMCSI CaMOOLIEHKH, OLIEHKH €ro paboThl MeJarornyeckum

PabOTHUKOM C IIEJThI0 BO3MOYKHOTO COBEPIICHCTBOBAHHUS 00pa30BaTEIHLHOTO MpoIlecca.

@opMBbI TEKYIIEr0 KOHTPOJIS OIpeAeisieT MpernojaBareyib C YYeTOM KOHTHHI'€HTA
0o0y4JaroImuxcsi, CoJCep)KaHus y4eOHOTO MaTepuajla | HCIOJb3yeMbIX 00pa30BaTelIbHBIX
TEXHOJIOTHH.

Texymuii KOHTPOJIb IO TEOPETUUECKOMY OOYUICHHIO OCYIIECTBIIETCS B JOPME YCTHOTO
ompoca  ((bpoHTaNbHBIN, TPYNINOBON, WHIMBUAYaIbHBIH) H  MUCBMEHHOIO  OIMpoca
(camocTosTeNbHAs paboTa, TECTOBBIM KOHTPOJIb,COCTABICHUE TE3UCOB U OMIOPHBIX KOHCIIEKTOB U
JOKJIA/I0B).

IIpomekyTOYHAA aTTECTALUSA

LensiMu mpoBeACHUS IPOMEKYTOUHOM aTTECTALUU SBIISOTCS:

1. 00bEeKTUBHOE YCTaHOBIEHUE (PAKTUUECKOTO YPOBHSI OCBOCHHSI 00pa30BaTEIbHON MPOTPaMMBI
U JIOCTHKEHHUS PE3yNIbTaTOB OCBOEHUS 00pa3oBaTeIbHON POTPAMMBI;

2. COOTHECEHHE OTOT0 YPOBHS C KBATM(PHUKAIMOHHBIMH TpeOOBAHHIMH, YKa3aHHBIMU B
KBaJIM(DUKAIIMOHHOM XapaKTepUCTHKE Tpodeccu;

3. OlleHKa JOCTM)KEHHH KOHKPETHOTO OOy4aromierocsi, MO3BOJIAIONIAS BBISBUTH MPOOENbl B
OCBOGHHMU MM 0O0pa3oBaTeNbHON MPOrpaMMbl W YYUTHIBATh MHIUBUAYaJIbHBIE TMOTPEOHOCTH
y4amierocsi B OCYIIECTBICHUH 00pa30BaTeIbHON NESITETbHOCTH;

4. olleHKa JWHAMUKMA WHIUBUIYAIbHBIX OOpa30BaTENbHBIX JOCTW)KCHUN, TMPOJBUKEHUS B
JOCTHKEHHUH TNIAHUPYEMBIX PE3yJIbTaTOB OCBOCHHUSI 00pa30BaTENbHOM MPOTpaMMBbl.

5. IpOMEeXyTOUHasi aTTecTalus MPOBOJUTCS B COOTBETCTBHHM C KaJeHIAPHBIM TIpaduxom
y4eOHOTro Tmpoliecca.

HTorosas arrecranus
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[IpodeccuonanpHasl TOArOTOBKA 3aBepIIAETCS HWTOrOBOM arrectauueil B Qopme
KBAJTM(PUKAIIMOHHOTO IK3aMEHA.

KBanudpukanmoHHBIX 3K3aMEH BKIIOYAeT B Ce0sl MPaKTHUYECKYIO KBATU(DUKAMOHHYIO
paboTy M TPOBEPKY TEOPETHYECKHX 3HAHUH B Ipenesiax KBaTM(UKAIMOHHBIX TpeOOBaHUH,
YKa3aHHBIX B KBATU(HUKAIIMOHHON XapaKTepUCTHKE podeccuu.

B mepuon moAroToBKM K BBHITYCKHOMY KBaTH(DHKAIIMOHHOMY 3K3aMEHY IPOBOIMTCS
KOHCYJIbTAIIHs 32 CYET CIEIUAIbHO OTBEICHHOTO HAa HEe BPEMEHHU.

K wuroromoii arrecTanmmMu  JOMYCKAIOTCS  JIMIA, BBINOJHHUBIIKNE TPeOOBaHUS,
MPEYCMOTPEHHBIE MPOrpaMMOi TIPO(ECCHOHATBHOTO OOY4EeHHS MO TPOPECCHH U YCIEITHO
MIPOIIE/IINE BCE aTTECTAIMOHHBIC HCIIBITAHUS, IPEYCMOTPEHHBIE TPOTPAMMOA.

JIunam, NpoIEIIMM COOTBETCTBYIOIIEE OOyYEeHUE B MOJIHOM OOBEME U IMOIYYHBIIUM
MOJIOKUTENPHYIO OIICHKY Ha WTOTOBOW aTTEeCTallMH, TPHUCBAMBACTCS KBaTH(PUKAIUSA 10
npodeccun «Cekperapb — aIMUHUCTPATOP» 3 pa3psijia U BBIJAETCS JOKYMEHT YCTaHOBJIICHHOTO
obpasria.

3.2.2. OueHo4HblIe CpeACcTBA
3aBepiraeTcs oOyueHue 1o yueOHoM mpakTHke rnpoBeaeHrueM auddepeHIInpOBaHHOTO 3a4eTa.
AJnipecoBaHu€ TOKYMEHTOB.
bnank u ero cocras.
Bupr 6;1aHKoB.
Buabl 1OKyMEHTOB.
Bupl nprka3oB 1o JTMYHOMY COCTAaBY.
JIOJKHOCTHAS MHCTPYKIIHS H €€ OCHOBHBIC Pa3eiibl
Kommepueckoe mucemo (Odepra).
KoHnTpos 3a ucnonHeHneM JOKYMEHTOB.
O06s13aTeNbHbIE PEKBU3UTHI IS ITUCEM.
Opranu3alyuoHHO - pacloOPAIUTENbHBIE TOKYMEHTHI.
OpranuzanvoHHbIE JOKYMEHTHI.
OpranuzanyroHHble (OPMBI BEJIEHUS AETONPOU3BOJICTBA.
Opranu3zanus JOKyMEHTO000pOTa Ha MPEATNPUATHH.
Opranuzanus pabodero Mecta JeJI0NPOU3BOIUTENS.
OTTHCK IeYaTH.
OdopmMuUTh TapaHTUIHOE TTUCHMO.
OdopMUTh JOKIAAHYIO 3aIIUCKY.
OdopMuTh 3asiBIeHNE O KOMAaHAUPOBAHUH U U3/1aTh MPUKA3 HA OCHOBAHUU 3asBIICHUS.
OdopMuTh 3asiBI€HUE O HA3HAYSHUH Ha JOJDKHOCTD U M3/IaTh IPUKa3 Ha OCHOBAHUM 3asIBJICHHUS.
OdopMuTh 3asiBIIEHUE O TPEIOCTABICHUH OTITYCKA M U3/1aTh IPUKAa3 HA OCHOBAHUH 3asIBJICHUS.
OdopMuTh 3asiBIEHHE O TPEIOCTABICHUH OTITYCKa MO0 OEPEMEHHOCTH U poJiaM U U3/aTh
CJIOHBIN IPUKA3 HA OCHOBAHHH 3asIBIICHHUSL.
OdopMuTh 3asBICHNE O MPEIOCTABICHUH Y4eOHOTO OTITYCKA U U3/IaTh IPUKa3 HA OCHOBAHUU
3asiBIICHUSI.
OdopMuTh 3asiBIEHUE O TPHEMEe Ha PadOTy U U3/1aTh IPUKA3 HA OCHOBAHHH 3asIBICHUS.
Odopmuts 3asBieHne 00 U3MEHEHUH (PaMHIIMU U U3/1aTh IPUKAa3 HA OCHOBAHWH 3asIBICHHUS.
Odopmuts 3asBieHue 00 YBOJIBHEHUU U U3]aTh MPUKA3 HA OCHOBAHUU 3asBIICHUSI.
OdopMUTh KpaTKU TPOTOKOI.
OdopMUTh TUCHEMO — MPUTTIAIICHUE.
OdopMHUTh TUCBMO -ITPOCKOY.
OdopMUTH TUCBEMO-OTBET \ C TEKCTOM\
OdopMUTH TUCHEMO-0TKAS3.
OdopMuTh MUCHEMO-TpeOOBAHUE.
OdopMUTH TUCEMO-LIIUPKYISP.
OdopMUTH TPETEH3UOHHOE MTHUCHMO.
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OdopMUTh ITPHUKA3 10 OCHOBHOM JCATEIBHOCTH.
OdopMHUTB TTPOTOKOJL.

OdopMHUTH COTTPOBOAUTEIILHOE THCHMO.
Odopmienue akra.

Odopmitenue nmucpbma Mo3aApaBICHUsI.
OdopmiteHre MUChbMa-1oITBEPKACHUSL.

Odopmitenue mpukasza 0 Ha3HAYCHUU HA JOJDKHOCTD.
Odopmitenue mpukasza o MpeA0CTaBICHAN OTITYCKOB.

Odopmiienue nmpukasza 00 yBOJILHCHUH.

OdopmiieHne npukasa rneperoia Ha Ipyryro padoTy.

Odopmitenue mpukasa 1Mo OCHOBHOU JEATEIbHOCTH.
OdopmieHue npukazoB Mo JIMYHOMY COCTaBY.
Odopmienue npoTokoa.

OdopmieHue pacriopsaAUTEIbHBIX TOKYMEHTOB.
OdopmieHue peKBU3UTOB

OdopmieHue cupaBku.

Odopmienue cipaBouyHO-MHGOPMAITUOHHBIX TOKYMEHTOB.

OdopmieHue TenerpaMmmel.

Odopmnenue TeaepoHOTpaMMBI.

OdopmiteHne MTaTHOTO PACITUCAHUSI.
OdopmieHust mucbkMa HaIIOMUHAHUS U U3BEIICHUSI.
Odopmitenus nprkasza o IOOMPEHUH U B3BICKAaHHH.

OdopmiieHus: CBOJIHBIX MPUKA30B 10 JINYHOMY COCTaBY.

[TonsiTue 0 JOKyMeHTax.

[TpaBusa moAroTOBKM 0 0(hOPMIICHHS JOKYMEHTOB.
[IpereH3nOHHOE MUCHMO.

Peructpanusa 10KkyMeHTOB.

Pexsuzuter OP/I.

Pexnamubie rcbMa.

CrnyxeOHbIe TUChMA.
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Cocrasnenue u opopmiieHue e (JTUCTa-3aBEepUTENs e, JUCTa U KapThl-3aMECTUTEIS JeN1a).

CocraBnienue u odopmiteHre aen (00JI0KKH Jelia, BHYTPEHHEH OIKCH Jiena)

Cocrasienue u 0QpopmIIeHUE TOBEPEHHOCTH.
Cocrasienue u opopmiieHHE TOKIAAHOM 3aUCKU.

Cocrasienue u opopmiieHUE HHCTPYKIIUHU IO JI€TOMPOU3BOJICTBY
CocraBnenue u opopmiieHHnE OOBICHUTENLHOM 3aUCKH.

CocraBieHue OCI)OpMJ'IeHI/Ie corjacus Ha 06pa60TKy INCPCOHAJIBHBIX JAHHBIX pa6OTHI/IKa.

3.2.3. [IporpaMma NpakTH4ecKOro o0y4eHus

Tema 1.1. CopnepxaHue:

TCXHUKU U CKOPOCTU KJ1aCcCe.

COBepI_HeHCTBOBaHI/Ie Texnuka 0e30mMacHOCTH M 0€30IacHOCTH Tpyaa B KOMIIBIOTCPHOM

nuceMa Opranuzanus paboyero MecTta

OTpa6OTKa TCXHUKHM  ITHCbMaA:
CJIIOKHOCTH, PECAAKTUPOBAHUC

TCKCTOB pa3J'IH‘IHOﬁ
CI)OpMaTI/IPOBaHI/Ie; BCTaBKa

00BEKTOB.
Tema 1.2. Coneprxanue:
Opraan3zaluoHHO- Odopmienue 006pasia J0HKHOCTHOW HHCTPYKIIUU
MPaBOBbIE JOKYMEHTHI
Conepxanue:
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Tema 1.3. CocraBnenne 1 0(opMIIeHHE TOCTAHOBICHUS
Opranu3ainoHHo- Cocrapnenne u o(hopMIIeHHE NTPHKa3a
pacopsAIUTENIbHBIC | CocraBiieHUE U 0(OPMIICHHE BBIITMCKU M3 TPUKa3a
AOKYMCHTBI Cocrasienne 1 0OpMIICHHE PEIICHHS
Tema 1.4. Conepsxanue:
Wndopmannonno- Cocrasienne u opopmiieHue akca, TeaehOHOTPaMMBI
ClpaBOYHasA Cocrapienne 1 0OpMIICHHE aKTa
AOKYMCHTaL WA Cocrasnenne u oopmienue [IpoTokona u BEITUCKH

CocraBneane ¥ 0oQOpMIICHHE JIOKIAIHOH, CIY)KCOHOH W
0OBSICHUTEIHLHON 3aITMCOK
Cocrasiienne u 0(hoOpMIICHHE PA3HOBUIHOCTEH JCIIOBBIX MHCEM
Tema 1.5. [lpuknaansie | Conepkanue:
nporpammel MS Office | Coznanme npesenTanmu ¢ anuManueit

Tema 1.6. Kamposast | Conepxanue:

pabora OdopmiieHue pe3roMe U COPOBOIUTEIHHOTO MUChMA.

Odopmnenue JlnuHoi kapTouku padoTHuka OdopmieHue Gpopmbl
BHYTPEHHEW ONMCH TOKYMEHTOB.
OdopmiieHue Tpy0BOTO JOTOBOPA
Odopmnenue obpasnoB Ilpukaza o mpueme Ha paboTy u
00s3aTenbCcTBa
0 HepasIIallleHUH CI1yKeOHOM TallHbI
Odopmnenue TuTyapHOTO JIMCTa TPyI0BOM KHUKKU U 3aII0JTHEHUE €€
pazmenoB. Odopmiienne GopMbl  KypHaIa ydeTra JIBUIKCHUS
TPYAOBBIX KHIKEK U AKTa CMCaHUs OJAHKOB TPYIOBBIX KHUKEK U
BKJIQJBINIEN K
HUM
Odopmnenue 3asBreHus o mpuemMe Ha paboty Odopmienue
JOKYMEHTOB O MEPEBO/JIE Ha IPYTyI0 padoTy

3.2.4. MeToauyeckue MaTepUAaJIbI

Tema 1. JlenoBas urpa «Kaapossiii Bompoc». AHketupoBaHue «lIpodeccuonanpHas
TOTOBHOCTB.

3amava: 3HaKOMCTBO C HOBBIMU MpodeccusiMmu Ha peiHke Tpyna. [Ipodeccun B chepe
yIpaBJICHUS: CeKpeTapb-pedepeHT, CeKpeTapb-MAlIMHUCTKA, aIMUHUCTPATOp TOCTUHUIIBI,
JeNONPOU3BOAUTENb,  JUCIETYEp, COTPYAHUK  chpaBoyHOW  ciykObl.  CocTaBieHue
podeccuoHOTrpaMMBbI.

Tema 2. 3HayeHHe NOKYMEHTAI[MOHHOTO OOECIEUeHHUs YIPaBJICHHUS B COBPEMEHHBIX
SKOHOMMYECKUX ycloBUax. OCHOBHBIEC MOHATHS U onpenenenus. Kinaccuduxanus 10KyMEeHTOB.

3amaua: O3HaKOMJIGHHE y4alIUXCS C  HEOOXOOUMOCTBIO  JIOKYMEHTHPOBAHHS
ylpaBieHUYeCKOH MH(POpPMAIH, ¢ BaXKHOCTHIO MPABWJIBHON OpraHu3alyy JOKYMEHTAlMOHHOTO
obecrieueHUss B OpraHU3alMM, YUYPEKICHHH W Ha TMPEANPUATHU HE3aBUCUMO OT (opmbl
COOCTBEHHOCTH, C COOTHOIIICHUEM TMOHATUN «HHPOpMAIUI» U «JOKYMEHT», C MHOTOOOpa3uemM
JOKYMEHTOB; U3YYHTh OCHOBHBIE TEPMUHBI U OTIPE/ICICHUSI.

Tema 3. DkcKypcHsl B IPUEMHYIO PYKOBOAUTEIS

3amava: 3HAKOMCTBO C TIOPSAKOM JOKYMEHTHOTO oOOecredeHus | TpaBUIaMHU
o0cyKMBaHUSI Pa0OTHI PyKOBOTUTEIIS.

VrpaxHeHus U 3aianus: «AHkeTa», « BuzutHas kapTouka»

Tema 4. Odopmienue pexkBU3UTOB. CTHIMCTHKA JENOBOW JOKyMeHTanuu. DopMaTsl
o6ymaru u nosist 'OCT P. 6 30-2003.

[TpakTuueckas padora: «Iloctpoenue dpopmymnsipa — 06pasiia ¢ yriIoBbIM U MPOI0JIHHBIM
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PacroJIO)KEHUEM PEKBU3UTOBY.

3agaga: O3HAKOMUTH y4YalllUXCSI C OCHOBHBIM HOPMAaTUBHBIM  JIOKYMEHTOM,
periIaMeHTHPYIOUIMM TpaBuia O(OPMIICHUS YIPABICHUYECKHX JIOKYMEHTOB; (OpMHPOBATH
HABBIKH MTOCTPOCHHSI TPOCTEUIIHX JICIOBBIX OyMar U JOKyMEHTOB.

Tema 5. PexkBusuThl, npuaammue JOKYMEHTAM IOPUIMYECKYI0 Cwily. biiaHku
nokymeHToB. [IpakTuueckas paboTa: «AHanu3 GopMymnsipa JOKYMEHTa.

3amaua: O3HAKOMUTH C TOHSATHEM «PEKBH3WT» W BHIaMH (opmymspa — oOpasma, ¢
npaBuiIaMu 0pOPMIICHHUSI PEKBU3UTOB; Pa3BUBATh MPAKTUKO-OPUEHTUPOBAHHBIE HABBIKH B paboTe
C IOKyMEHTaMHU.

Tema 6. TpeboBanus K TeKCTy HoKyMeHTa. HopMmbl opuiimanbHOTO CTHIIS.

3anavya: O3HAKOMUTH y4YaIIUXCsl ¢ BUJAMH OJTAaHKOB, CIIOCOOaMU H3TOTOBJICHUS OJIAHKOB,
¢ TpeOOBaHUSAMH, TPEABSIBISIEMBIMA K TEKCTaM O(PHUIIMAIBHBIX TOKYMEHTOB.

Tema 7. Pe3tome, 3asiBnieHne, aBroonorpadusi, aHkeTa.

[Tpaktuueckas padota: «CocTaBieHrue aBTOOHOTpapum.

3anavya: O3HaKOMHUTH yYaIIUXCS ¢ BUIaMU JOKyMEHTALUU 110 IMYHOMY COCTaBY, HAy4HTh
COCTaBJIATh U 0POPMIISATH PE3IOME U JIp. JOKYMEHTBI, IPUKA3bI 110 JIUYHOMY COCTaBY.

Tema 8. [lenoBoe mnuceMo. OTuKeT nenoBoil mnepenucku. [IpaxTuueckas pabora:
«OdopmiieHne cayKeOHOTO TUChMaY.

3amaua: O3HaKOMUTH Y4YaIIUXCS ¢ BUAAMHU CITYKEOHBIX MHCEM, TPEOOBAHUSAMU K TEKCTY
CIIY’K€OHBIX ITUCEM, HAy4YUTh 0POPMIISTH CIyKEOHbIE MUChMA.

Tewma 9. IIpuem noceruteneit, nenosas 6ecena. [IpoBenenne npueMos.

3amada: O3HAaKOMUTH YyYalUXcs C OCOOEHHOCTSIMH PabOThl CeKpeTapsi B MPUEMHOM,
chopMUPOBaTh HaBbIKU BEACHUS JIEIIOBBIX PA3rOBOPOB.

Tema 10. B3auMOOTHOIIEHUSI C PYKOBOJMTEIEM W COCIYKUBI[AMH, C MOCETUTEIISIMHU.
Otuka. PeyeBoii aTuket. BusutHas kaprouka. [lomgapku.

3amaua: CdhopmupoBaTh MpeACTaBICHHE O BHEIIHEM BHUJAE CEKpeTaps, KYyJIbType
paboyero mecrta, KyabType noBeneHus. [[poBecT rpynmnoByio AUCKYCCHIO.

Tema 11. YueOHBIC 3aBeACHHSAMH HAYAJbHOTO W CpPEIHEro MPOo(ecCHOHATBLHOTO
00pa3oBaHusl, KOTOPbIE TOTOBAT BHIMTYCKHUKOB IIKOJI IO CIIEHUAIBHOCTH «CEKPETaAPh.

3anaua: [IpoBectu ankerupoBanue «lIpodeccronanbHasi TOTOBHOCTbY.
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