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I. Ienesoii pazaes o0pa3oBaTe/IbHON MPOrpaMMbl NPO(eCCHOHAIBLHOT0 00yUYeHus!
1.1. ITosicHuTeIbHAS 3aNIMCKA

OcHoBHast oOpa3oBarenpHasi mporpaMma HpodeccHoHaIbHOro oO0yueHus (manee
[Iporpamma) lLlentpa mnpodeccuoHanbHOro o00y4yeHuss MyYHUIMIIAIBLHOIO ABTOHOMHOTO
00111e00pa30BaTEeILHOTO YUPEXKICHUs CpeiHel oOiieoOpazoBarebHON MIKOIbl Ne 167 (nanee -
MAOY COII Ne 167) mnpenna3sHadeHa Juisi OOyYeHHS OOYYalOmMXCS B paMKax
poheccuoHaNbHOM MOATOTOBKH MO JOHKHOCTH «CeKkperapb-aIMUHUCTPATOP», U pa3paboTaHa B
COOTBETCTBUU C HOPMATHUBHO MPABOBBIMH IOKYMEHTAMU:

»  ®epepanpublii 3akoH oT 29 nexadbps 2012 roma Ne 273-d3 «O06 obpa3zoBaHUU B
Poccniickoit denepanum».

»  llpuka3 MuHuctepcTBa oOpa3oBaHusi U Hayku Poccuiickoit ®enepanuu ot 18
anpens 2013 1. Ne292 «OO0 yTBepXIE€HUM TOpSAKAa OpPraHWU3allMl W  OCYIIECTBICHUS
00pa30BaTeNbHOI 1eATEIHHOCTH 110 OCHOBHBIM IIPOrpaMMaM Mpo(hecCHOHATBHOTO 00yYEHUS».

»  Ilpuka3 Munmnpocsemenus Poccun ot 14.07.2023 N 534 (pen. ot 10.09.2025)
"O6 yrBepxkaenuu llepeuns mpodeccuit paboymx, MOMKHOCTEH CHYXKAIIMX, MO KOTOPBIM
ocymecTBisieTcst npodeccruonanbHoe o0yuenue" (3apeructpupoBaHo B Munrocre Poccum
14.08.2023 N 74776).

»  Enuaplii  KBaMM(UKAMOHHBIA  CIPAaBOYHHMK  JIOJDKHOCTEH  pYKOBOIUWTEINEH,
CIELUATUCTOB U ciyx)amux (penakuus ot 9 anpens 2018 roga, B TOM 4uCle C U3MEHEHUSIMU,
BCTynUBIIKMMU B cuity 1 utons 2018 rozga).

»  llpodeccuonanpuplii  crapmapr no  npodeccun  «Cremuamuct 1o
OpPraHU3allMOHHOMY M JOKYMEHTAllMOHHOMY OOECHEeUYeHHIO YIpaBJIEHUS OpraHu3anuei»
(yTBepxkJieH mpuka3oM MuUHMCTEpCTBA TpyJAa U COLMaiIbHOM 3ammThl Poccuiickoit denepannu
ot 06 mast 2013r. Ne276H).

[Tox nmpodeccronanbHbIM 00y4YeHHEM IO TIPOrpaMMaM PoPeCcCHOHAIBHON MOATOTOBKH
1o npodeccusiM pabourx U JOHDKHOCTAM CIY)KaIllMX MOHUMAeTCs Mpo(ecCHOHAIbHOE 00yueHue
JIMILI, paHee He UMEBLINX Mpodeccuu pabodero i J0JKHOCTH CITYKaIIEero.

[IpodeccuonanpHOe 00yueHHE TO MpOrpaMmaM MpodhEeCcCHOHATBLHON TOATOTOBKH IO
npodeccusiM pabourx, TOJHKHOCTAM CIyXKaIllUX HAIpaBlIeHO Ha MPHOOpeTeHne 3HaHuM, yMEHUH,
HaBBIKOB, B TOM YHUCIIE JUI pabOThl ¢ KOHKPETHBIM 000PYI0BaHHEM, TEXHOJIOTUSMH, TTOTy4YeHHE
YKa3aHHBIMH JIMIIAMU KBaTM(PUKAMOHHBIX pa3psAaoB, KaTeropuil mno mpodeccuu padbodero uiu
JNOJDKHOCTH  CiIyXamero — 0e3  M3MEHeHHs:  ypoBHS  oOpasoBaHusi.  OpraHuzanus
npoeCCHOHATBHOTO  OOYy4eHHUs  perjaMeHTHpPYeTCs  MporpamMMoi  MpoQecCHOHATBHOTO
oOydeHHUs, B TOM 4HCIE y4yeOHBIM IUJIaHOM, KaJeHAApHO-TEMaTHYECKHM IUIaHOM, pabouyuMH
nporpaMMaMu JIUCHUIUIMH W TNPO(QECCHOHANBHBIX MOJyJeH, paclnuCaHMeM 3aHATUH W
JOKaJbHBIMM  HOPMATHUBHO  MNpPaBOBBIMM  aKTaMd  MyHUIMIAIBHOTO  aBTOHOMHOI'O
00111600pa30BaTEIILHOTO YUPEKICHUS CPEAHEH 001eo0pa3oBaTeabHOM MIKOJIBI Ne 167.

OcHoBHBIME (hopMamMH TIPOPECCHOHATBHOTO OOYUYEHHSI SBISIOTCS TEOPETHUECKUE U
npakTuueckue 3aHATHA. OCOOEHHOCTHIO peanu3aluu NpodecCHOHATbHOTO 00y4eHuUs SBISETCS
CTPYKTYPUPOBAaHHUE COJepkKaHWE OOyueHHs B aBTOHOMHBIC OPTraHMU3ALMOHHO- METOAWYECKHE
OJIOKH — pa3eIbl.
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Paznen — uenocTHeI HAOOP MOANIEKANUX OCBOCHUIO YMEHUH, 3HAHUN, OTHOIICHUHN U
omnbITa (KOMIIETEHLIMI), ONUCAaHHBIX B (opMe TpeOoBaHUI NMPO(hecCHOHAIBHOIO cTaHAapTa 1o
npodeccuu, KOTOPBIM JOJDKEH COOTBETCTBOBATh OOYHYAIOUIMMCA IO 3aBEpLICHUM OOydeHHs
paszena, ¥ NpeCTaBIIAIOLUINI COCTaBHYIO YacTh Oosiee o0mmei GpyHKIum.

Paznensr popMupyroTCsl Kak CTPYKTYpHas €AMHHUIA Y4eOHOro IulaHa 1Mo mpodeccuu;
KaK OpraHU3al[MIOHHO-METOANYECKas MEKIUCLUIUIMHAPHAS CTPYKTypa, B BHJIE HAOOpa pa3HbIX
JUCLHUIUIMH, OObEJUHIEMBIX 0 TEMAaTHYECKOMY IpU3HaKy 0a3oil; MM KaKk OpraHU3alMOHHO-
MeTOoANYECKasi CTPYKTYpHas €IMHUIA B paMKaxX IpodecCHOHaIbHOM nporpammbl. O0ydeHue mo
nporpaMMe TpeAroiaraeT NpoBeIeHHe aTTECTAllUN — 110 OKOHYAHUIO Y4eOHOTO TOJIYroaus U
y4eOHOro Troja MPOBOAMUTCA IPOMEXKYTOUHAs aTrTecTalus, OO0yd4eHHe 10 MporpaMme
3aBeplIaeTCs UTOrOBOM aTTecTaluel B GopMe KBATU(PUKALIMOHHOIO SK3aMEHa.

[IporpamMmMa TeopeTHUECKOro OOy4YeHHs! COCTaBJIIEHAa C YYETOM 3HAHU, IMOJIyY€HHBIX
oOyyaromuMucsi B 00meo0pa3oBaTeIbHOM INKOJIE, H MPEIyCMaTpUBACT MPHOOpPETEHUE
TEOPETUYECKUX 3HAHUH, HEOOXOIUMBIX CEKpeTapro - aJMUHHUCTPATOpy MAJs IMPaKTHYECKOU
paboTHI.

XapakrepucTHuKa npodgeccun:

Cekperapb - 3TO CHELMAINUCT, KOTOPBIA IOJKEH 00J1aaTh AEJIOBBIMM KadyecTBaMH,
KOMMYHHKa0eIbHOCTbI0. Cekperapb BeIeT BeCh JOKYMEHTOOOOPOT OpraHu3allld, HUCIOJIb3Ys
KOMIIBIOTEPHYIO TEXHHKY, OCYLIECTBJIAET JECJIOBYIO IEPENUCKY, KOHTPOJIUPYET HCIOJHEHHUE
JJOKYMEHTOB, TOTOBUT JOKYMEHTBhl K cllaue Ha apxuBHoe XpaHeHue. Cekperapb IUIaHUPYET
pabouuil 1eHb pyKOBOJIUTENIS, CTEHOTpaUpyeT COBEIIAHHs U IEPEroBOPhl, OPraHU3yeT BCTPEUH,
npecc- KOH(PEPEHIINH.

Hasnayenue npodeccun:

BoinonHenue paboT 1Mo opraHU3allMOHHO-TEXHUYECKOMY OOECIEUEHUIO JEeSTebHOCTH
a/IMUHUCTPATUBHO-YIPABICHYECKUX  MOJpa3/ieleHuil  (pyKOBOIUTENEH pa3HOro  ypOBHA,
paOOTHUKOB aJMUHHCTpPAllMM U Jp.) B OpraHu3alusaX, YUYpexKJIEHHUsIX, MHHHUCTEPCTBaX,
BEJIOMCTBAX, MPEINPUATUAX, GUPMaX Pa3HOTro MPo(UIs 1eATeNTbHOCTH U (POPM COOCTBEHHOCTH.

1.2. llean u 3agaun

eans nporpammel — npodeccroHanbHas MoAroToBKa 00yJaromuxcs B Bo3pacre 14-18
aet no npodeccun «CeKkpeTapb-aIMIHHCTPATOP.
OCHOBHBIMU 3aJa4aMH MPOTPAMMBI SIBJISTFOTCS:

» (dopmupoBanue y 00y4yaromuxcsi COBOKYITHOCTH 3HAaHMH M YMEHUI, HEOOXOMUMBIX JUIs
OCYILIECTBIICHUS TPYJOBBIX JIEHCTBHUIA U TPYAOBBIX (DyHKIMIA 110 podeccuu «Cekperapb-
aJIMAHUCTPATODY;

» pa3BUTHE Yy 00yYaroIIMXCsi MOTUBHPYEMOH MOTPEOHOCTH B MOJYYEHUH BOCTPEOOBAHHOM
npodeccuu, B OpraHu3aly CaMO3aHITOCTH Ha PhIHKE TPY/a;

» OKazaHrWe OOydJaromMMCsl MPAKTHKO-OPHEHTUPOBAHHON MOMOIIM B MPOGECCHOHATHFHOM
CaMOOTIPE/ICIICHUH, B BEIOOPE MyTH MPOIOJKEHUS TPO(HECCHOHATFHOTO 00pa30BaHMs.

OOyJaromuMcs, YCHENIHO CIABIIUM KBATU(DUKAIMOHHBIA IK3aMEH IO pe3ylibTaTaM
npodecCHOHATBHOTO  O0y4YeHHsI, BBIAAETCS  CBUAETENBCTBO  YCTAaHOBJICHHOTO  oOpasma.
OO6yuaromuecs, He caBlIne KBaTU(UKALMOHHBINA YK3aMEH, MOJy4aloT CIPAaBKY YCTAaHOBIEHHOTO
oOpa3sia.

Bun oskxonommueckoit gestensHoctH (kog OKBOJl) 82.11 - JledarenbHOCTH
aJIMHUHHUCTPATUBHO-X035IIICTBEHHAs: KOMIUJIEKCHAs TI0 00ecreYeHnI0 paboThl OpraHU3aluy.

4
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B ydeOHOM mporiecce HCIONB3YyeTCs MaTepUATbHO-TEXHHUYECKas 0a3a U KaJpOBbIC
pecypcel MAOY COLI Ne 167.

1.3. Kateropun ooyuyarwuiuxcsi. Cpoku ocBoenusi [IporpaMmmsi

Kareropusi o0yuawmmxcs.

[Iporpamma mpodeccuonampbHOro o0yuenuss 1o mpodeccun  «Cekperapb-
aIMUHHUCTPATOp» aJpecoBaHa JHmaM B Bo3pacte 14-18 ner, Bkmodas JuIl C
OTpaHMYCHHBIMHU BO3MOXXHOCTSIMH 3/I0POBBSI 1 HHBAIUJHOCTBHIO.

®opma o0yuyeHHsi, IpUMeHsieMble B pamka o0y4denuss mo Ilporpamme — ouHas,
OYHO-3a04Hast, 3aouHas. Kaxmas u3 ¢opm oOydeHUS MOXKET YaCTHMYHO pEaln30BaHa C
MNPUMCHCHUCM OUCTAHIIUOHHBIX O6pa30BaTCJII)HI)IX TEXHOJIOTHH B QJICKTPOHHOI'O O6y‘IeHI/I$I.

Cpox ocBOeHHMSI TNPOrpaMMBbl, Pe:KMM 3aHATHI: Cpok ocBoeHus IllporpamMmel
npodeccrnoHaabHOro 00yueHus o npodeccun «Cekperapb-aIMUHUCTPATOP» COCTAaBIsET | TOI.
O6miee konnuecTBO yacoB 1o [Iporpamme: 144 gaca.

Pesxum 3ausATHIL. Pexxum 3aHsaTHI OnpesienseTcs CTPYKTypol y4eOHOTO (TeMaTHYeCKOro) IiaHa
U paciucaHueM 3aHITHH.

3aHsATHE: 2 aKaJIeMUUECKUX Yaca C epepbIBOM 15 MUHYT.

[TpomoIKUTETPHOCTS  OJHOTO — aKaJeMH4YecKoro yaca coctaBisier 40 MHUHYT.

[TeproanyHOCTE: 2 pa3a B HEJIEIIO.

1.4. ®opma arrecranun. lokymeHnT 00 ocBoenun Ilporpammsl
®opma  MTOroBOi  arrecTaliu —  KBaJIM(UKALMOHHBIA  BK3aMEH.
KBanudukanus, npucsanBaeMasi BbINYCKHMKAaM 00pa30BaTe/IbHON NPOrpaMMbl:
CEKpeTaph —aIMUHUCTPATOP.
BoitaBaemblii JOKYMEHT — CBUJIETEILCTBO YCTAHOBJIEHHOTO 00pasia.
CooTBeTcTBHE ONMCAaHUS KBaTM(UKALIMU B TOPOPECCHOHATIBHOM CTaHAApTE C
TpeOOBaHUSAMU K pe3yJabTaTaM MOATOTOBKHU MO MporpaMme npodhecCHOHaAIBHOTO 00yUeHHs

O000meHHbIe TPY/A0BbIe QYHKIIUM TpynoBbie GpyHKINH
KOJ [ HauMeHOBaHUE YPOBEHb HaMEHOBaHUE KOJ YPOBEHb
KBTI (DUKAITIH (moxypoBeHb)
KBaJTM(pUKAITIH
A |OpranuzanuoHHoOe [Ipuem u pacnpenenenue | A/01.3 3
obecrnieueHue TeeOHHBIX 3BOHKOB
NeSITeIbHOCTH Opranuzanus padoteic | A/02.3 3
OpraHu3aIu MOCETUTEISIMU
Beinonnenue A/03.3 3
KOOPAMHUPYIOIIUX U
oOecreunBaOmuX HyHKIUNA
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1.5. Ilnmanupyemble Ppe3yJbTaTbl OCBOCHHSI NMPOrpaMMbl HNPpo¢eccHOHAIBHOI0
o0y4eHust
OcHoBHass  wenb  BUAa  NPO(ECCHOHANBHOM  AEATENBHOCTH:  pean3aius
obOecrieunBarOMUX (QYHKIUN yIpaBICHUS OpraHu3alueill; BHEAPEHHE ITYYIIUX TEXHUYCCKUX
pa3paboTOK U HOBEHIIMX TEXHOJIOTUH B 0OeCIIeueHUE yIIpaBJIeHUs OpraHu3aluen.

Onpenesnenue pe3yJibTaATOB OCBOCHHS IPOrpaMM NPo(hecCHOHAIBLHOI0 00yYeHu st
HA OCHOBe NPOo(decCHOHATBHOI0 CTAHAAPTA

IIpodeccnonaabHbIN IIporpamma npogeccuoHaJIBLHOIO 00y4eHus!
CTAaHAAPT
By npodeccuoHanbHOMOpraHu3allMOHHOE M JIOKyMEHTAallMOHHOe  o0ecrieueHue
e TEIIBHOCTH YIIpaBJIEHUs] OPraHU3ALUSAMU JIFOOBIX OpPraHU3aMOHHO-IIPABOBBIX|
hopm

O06o001eHHas TpynoBas|Opranu3almoOHHOE 00ECTICUeHHE JIEATETLHOCTH OpraHN3aluu
byHKIHS

TpynoBast pyHKIMSA [Ipuem u pacrpenenenue Tene(OHHbIX 3BOHKOB OpraHU3alun

Opranu3zanus paboThI C MOCETHTEISIMU OPTaHU3AIIH

BrinonHeHne KOOPAUHUPYIOIUX U 00ecTiednBarouX (yHKIUI

TpynoBoe nencTeue [lepenanpaBienue Tene(OHHBIX 3BOHKOB  PYKOBOJICTBY H
COTPYIHUKAM OpraHU3aluu

PerI/ICTpaI_II/I}I MOCTYIAroIHX Teﬂe(l)OHHBIX 3BOHKOB

[lonyuenue  HeoOXoaumoW  WHpOpMANMK W Tepeaaya)
CaHKIIMOHMPOBAHHOW MH(pOpMAIUH 110 TeTedoHy

Bcerpeua mnocerurtenel, moiydyeHHe MEpBUYHOM HH(OpMaruu o
[MOCETUTENSIX M TOMOIIb B OpraHM3allMM MX IpHEMa
[PYKOBOJUTENIEM U COTPYJHUKAMU

BeneHnue )xypHasia yduera oceTuTenein

Yyer nmoceruresneit u opopMiIeHHE TPOIMTYCKOB

ConeiicTBue OTEPAaTUBHOMY  PACCMOTPEHHIO  TPOCHO "
[PEIJI0KEHUN ITOCETUTENEN

[Ipuem u nepenaya OKYMEHTOB IIOCETUTENIEH PYKOBOJACTBY M
COTPYAHUKAM OpTraHU3aI1H

OpTaHI/ISaHI/IH )51 6pOHI/Ip0BaHI/Ie NEpCroBOPHBIX KOMHAT

CepBupoBKa yaitHoro(ko(eiHoro) croya B opuc

[IpurotoBneHue HamUTKOB (4ail, kode, NPOXIAAUTEITHHBIC
HAITUTKH )

Benenue xypHaia pa3be31oB pabOTHUKOB OpraHU3aIin

Koopaunarust paboThl KyphepOB M BOJAUTENEH OpraHu3aIiu

Benenve JKypHaJla pa3be3oB  KypbepOB  OpraHU3alMU U
MapLIpyTOB BOAUTEIIECH
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CocTaBiieHHE CHOpPaBKU O paszbe3iax paOOTHUKOB, KYphepoB WU
MapipyTax BOJUTENIeH OpraHu3alu

VMmeHnue

Mcmons30BaTh TEXHUYECKHE U IIporpaMMHBIC CpE€ACTBA JId
[IPOBCACHUA TOJIOCOBOM HJIH BI/IIICO-KOH(l)epeHH-CBH?)I/I

cnonp30BaTh cpencTBa KOMMYHMKAI[MOHHOM OPITEXHUKHU s
[OJTy4YeHUS U Tepeaund HHPOpMaLuu

BecTr yueTHbIE perucTpaioHHble (JOPMBI, HCIIOJIB30BaTh UX JIJIs|
MH(POPMAITMOHHON pabOTHI

YcTaHaBnuBaTh KOHTaKT C COOECETHUKOM, IOAJEPKUBATH U
pa3BUBaTh  JEJOBYI0 Oeceqy B mpouecce  TeJaepOHHBIX
[1EpEeroBOPOB

CriiaxxuBaTh KOH(I)JII/IKTHI)IG u CJIOKHBIC CUTyallun
MCKINYHOCTHOI'O B3aHMOﬂCﬁCTBHH

ColOmronaTh CITyKEOHBIN STUKET

O6H_IaTLC$I C ITIOCCTUTCIIIMU

lcrons30BaTh  yCTAHOBIICHHBIE  MNpPaBWIA W NPOLELYpPHI
KOMMYHHKAIMU BHYTPH OpPraHU3aLUN

Bectu yueTHble (OpMBI, UCIIOJIB30BATH UX JUIsl pAOOTHI

CO3,I[3B8.TB MOJOXKHUTEIBHBIM UMUK OopraHu3aliud, IIPpUHHMATh,
MCPBI 10 pa3pCHICHUTO KOH(i)JII/IKTHBIX CI/ITyaI_II/Iﬁ

[IprMeHsTh UHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

ObecneunBaTh KOHPUACHINATBHOCTS HHPOPMALTTI

CoCTaBNIsATh U BECTHU YUYCTHBIC NOKYMCHTEIL

[IpuMeHTh cpencTBa KOMMYHUKALMKA AJI TEpeAadd MOpPYYEHHUM
[PYKOBOJUTENS U COTPYJHUKOB OpraHU3alUH

[[puMeHATh COBpEMEHHBIE CpelcTBa cOopa, 00paboOTKu ¥
repenayu UHGopMalu

OI_IeHI/IBaTB PE3YIBbTATHI B pPAMKaX IOCTABJICHHBIX 3a/1a4

OCyIECTBIATh KOHTPOJIb UCIIOIHEHNS IOPYYEHUN PYKOBOIUTEIS
COTPYAHUKAMH

BHaHue

DyHKINH, 33]1a4¥, CTPYKTYypa OPTaHU3aLAH, €€ CBA3U

[IpaBuna  B3aUMOACWCTBUS €  NapTHEpamMH,  KIMEHTaMH,
CpeAcTBaMHU MacCOBOM MH(OpPMAaLIUU

OTHKa ACJI0BOIo O6H.[CHI/I}I

[IpaBua peueBoOro 3THKETA

TpeboBanust oxpaHsl Tpyaa

[IpaBuia 3amUThl KOH(UACHIIMAIBLHON CITy>KeOHOH nH(popMauu

[IpaBuia opraHu3alnuy NpremMa MoCeTUTeNeH

[TpaBwia 1emoBOro OOIIECHNUS

CTpykTypa OpraHu3allud W pacupefeneHue (QyHKIHA MexIy|

CTPYKTYPHBIMHU IOAPA3ACIICHUAMU U CIICHUATIUCTAMU
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[IpaBuia opranu3anuu NpuemMoB B oduce

[IpaBuiia CEpBUPOBKHU YaitHOTO (KOGEHHOTO0) CTOIa

HpaBI/ma MPUTOTOBJICHUA U IIOJAYH TOPAYNX HAIIMTKOB M 3aKYCOK
K HUM

Copneprxanue IporpaMMbl IpopeCcCHOHATBLHOTO 00yUEHHs ONpEAEIsIeTCs Ha OCHOBE
TpeOoBaHUil MpPO(EeCCHOHATBHBIX CTAaHAAPTOB (MPU HAJIMYMK) WIM YCTAaHOBIIEHHBIX
KB (DUKAIIMOHHBIX TPEOOBAHU.



MAOY COLI Ne 167

I1. Conep:xaTesbHbIi pa3aen 00pa3oBaTeJbHOI NPOrpaMMbl pogeccHnoHaTbHOI0
o0yueHust

2.1. Coaep:xanue mporpamMmMbl NPodeccHOHAIBLHOT0 00y4YeHM st

Pazgea I. O6menpogeccuoHaaIbHbIH MOAYJIb

1.1. OcHOBBI peIaKTHUPOBAHMS JOKYMEHTOB.

Teopus. Kynbrypa uenoBeka M KynbTypa pedd. OcCHOBHblE (YHKIUHM SI3bIKA.
B3anMoCBsA3b KyJIbTYpBl YEJIOBEKA U KYJIbTYpbl peud. HopmMaTUBHBIN, KOMMYHUKAaTUBHBIA U
STUYECKUN aCIEeKThl peueBOM KyJIbTypbl. DYHKIIMOHAIBHBIA CTHUIIM PYCCKOTO JIUTEPATYPHOTO.
Crtumu peun. OCHOBHBIE YepThl, OCOOEHHOCTH M MpHU3HAaKH Bcex ctuieil. HopMel pycckoro
peueBoro stukera. Opdoomus, opdorpadus. Cunrakcuc W myHKTyanus. [IpuHOMOBL H
byHKIIMM pycckoil myHKTyauud. CMbIcioBas poyib 3HAaKoB mnpenuHaHus. CrocoOsl
oopmieHns dyx0il peun.

[Ipaktuka. Hanucanume TtekcTta moJx AMKTOBKY. AHanu3 TekcTa. PenaktupoBaHue
TEKCTa.

1.2. lesioBasi KyJbTYypa.

Teopus. UMux cekperapsi-agMuHucTpaTopa. JIMYHOCTH ceKkperaps U €ro poib B
JIEATEIIbHOCTU COBPEMEHHOW OpraHu3auuu. [[0JDKHOCTHAsE MHCTPYKUHUs. [lenoBble U JTUYHBIE
KadecTBa cekpetaps. [lemoBas xeHmmuHa-npodeccronan. Pabouee Mmecto cekperapsi. ITUKET B
CIIy’)keOHbIX OTHOLIeHUsX. KoprnopaTuBHas KynbTypa, (UPMEHHBIH CTWJIb OpTraHU3aAIMH.
CnyxebHast BepTHKalb (OTHOILIEHUS B cuctemMe «PykoBoauTeNb- MoAUYNHEHHBIH). Ciy:xeOHas
TOPU30HTAb (OTHOIIEHHUE B CUCTEME Kouuera- kojuiera). CinyxeOHas cyoopauHanus. Hopmsl
U TpaBuja OTHOLIEHWH COTPYAHMKOB C TIPEACTABUTEISIMH CTOPOHHUX OpIaHU3aLMM,
napTHepamu, KiHeHTamH, noceturenasmu. CyOopauHanus. OMOLMOHAIBHO- HEUTpPaIbHbIN
nenoBol xapakrep. KoHpuIeHIIMaIbHOCTb.

[TpaxTuka. Jlenosas nrpa: «Opranusanus COBELIaHUS
1.3. OcHoOBBI /1€J10IPOM3BO/ICTBA

Teopusa. JlokymMeHTallMOHHOE oOOECleYeHne YIpaBIE€HUYECKOM  JIeATETbHOCTH.
Cekperapb B CTpyKType ympanieHus. HopmaTuBHO-MeToanueckas 6as3a J1e10Mpor3BOJICTBA.
OcHOBHbIE TEpPMHUHBI B JEJIONPOM3BOJCTBE. 3ajaud JeJIONpPOM3BOJACTBA. TpedoBaHHE K
opopmnenuto nokymeHToB Ha ocHOBel OCT. JlokymeHnTupoBaHue. JIOKyMeHT, BH[bI
JOKYMEHTOB, MX Kiaccuukauus. PexkBuzutel nokymeHtoB [lpakTuka. AHaiau3 JOKYMEHTa,
MPUHLMIT TOCTpOeHUs. biaHku noKyMeHTOB. PexkBH3UTHI JoKymMeHTa. JlOKyMeHTHpOBaHUE,
BUIBl U CrOcOObl. TpeOoBaHHS K TEKCTy MAOKyMeHTa. TpeOoBaHHS K H3TOTOBJICHHUIO
JOKYMEHTA.

3auer «HopmaTtuBHO-MeTOmMUecKass ©a3a JIeJIONMPOM3BOJCTBA. TpedoBaHUE K
0 OPMIICHUIO TOKYMEHTOBY.

1.4. Texnauka mammbonucu. Pazgea Ne 1 «Caenoit» aecaTHNAJbLIEBLI METON
neyatu Ha [IK. Teopus.

OCHOBHBIE NPUHIMIBI «CIEMOT0» AECATUIAIBLEBOr0 METOAA MEeYaTH Ha MUIIYIIEH
Mammake u [IK. [lo3unmu naneueB Ha kinaBuarype. JIOKyMeHT, BHABI JOKYMEHTOB, UX
KJIacCU(pUKAIIHS.
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PexBU3UTHI TOKyMEHTOB. 3HaKM npenuHaHus. Apadckue mudpel. KonndyectBeHHbIE,
MOPSAKOBBIE yncauTenbHble. Hymepanus nynkroB. Pumckue nngpsl. Hanucanue nat

[Tpaktuka. Odopmienre H0KyMeHTOB. Ileyarh [ecATUNAIBLIEBBIM METOJOM.
Odopmnenne rtpanum. I[lons moxkymeHTOB. YcraHoBka mosieid. [IpakTudeckue 3amaaHus.
«OTtpaboTka neuatn Ha kinaBuatype. Habop tekcroB» «Odopmienue noxkymeHnTtos. lleuats
JECSITUNATIBLIEBBIM METOIOM». 3aueT.
1.5. Texnuka mammHonucu. Pazgen Ne 2. 3yuyenne TeXHMKHU NeYaTH

Teopus. OcBoeHre NMpueMOB TeXHUKU muchMa. OOpaboTKa KpUNTOrpamMM TJIACHBIX
OykB. OdopmiieHre 3arojoBKOB W TOA3aroyioBkoB. Hymepauusi crpanum. TekcToBble
cokpamienus. [Ipsimas peus, nurarel. OpopmiieHHEe TpUMEYaHui, MpuiokeHuid. Mcnpasienue
ommbok. Mcnpasnenne ommbok Ha [IK O6paboTka kpunrorpamMMm OyKB OCHOBHOM IMO3UIIMH
nanblieB. Kpunrorpammsl rinacHeix OykB. Ilewarh cioroB «coriacHass — riacHas - 2
COTJIACHBIX»; «2 COTJIACHBIX - TJIaCHAsl - COTJIacHas», paboTa CO CIIOTaMHU THIIA - «COTJlacHas -
coryiacHas riacHasy». KpuntorpaMMbl OCHOBHOM Mo3uLIUU najibiieB. O6paboTka KpUIITOTpaMm
OykB Bceill kiaBuaryphl. lledaTh ciorop, medatb ABYX - W TPEXOYKBEHHBIX KOHEYHBIX
OykBocoueranuii. OdopmieHrne MamMHONUCHBIX pabor. Tabmuubl. OdopmieHue u
W3TOTOBJICHHUE TA0JIMIHBIX POPM JTOKYMECHTOB.
[IpaBuiia BBINOIHEHMS! CIIOKHBIX TaOIUI]

[TpakTtuka. Pabota ¢ TekcToBbIM JokyMeHTOM. Habop Tekcra moa quktoBKy. Pabora
¢ Tabnuuamu. OdopMieHHE U U3TOTOBJICHHE TAOIUYHBIX POPM TOKYMEHTOB.
1.6. Texnuka mammuonucu. Pazgen Ne 3. CkopocTb neyaTn

Teopus. Onpenenenue ckopoctd mneyatd. CKOpOCTh MeYaTH M KayecTBO paboT Ha
I1K. Ilpaktuka. Habop Texcra Ha ckopocTh. KauecTBeHHBINH HaOOp TeKCTa.

Pasznen II. ABromaTn3zanusa OY
2.1. OducHoe odopynoBanme.

Teopus. OpraHnu3anioHHas TEXHUKA. BUpl 1 ycTpONCTBO OpraHN3alluOHHON

texHuku. Kcepokc. @axc. IIpunrep. Ckanep. IIepconanbHbIN KOMIIBIOTED.
MynbsTuMeaniinoe o0opynoBanue. [ledaTHoe 1 MHOKUTENIbHOE 000pYOBaHUE.

JleMOHCTpallMOHHAas TEXHUKA.

Cuctema cBs3u. Mynptumenua. CkaHUpOBaHUE U300paKeHUH.

[Ipaktuka. PabGota c oprrexHukod (odpucHeiM ob6opynoBanuem). CkanupoBanue 2.1.

DJIEKTPOHHBIN ouc.

Teopus. Oduchble npuiioxeHus. J[omolHUTETbHBIE BO3MOXHOCTH. AMIIEpaHTHOE
obecrieyeHrne NepcoHaIbHOro KommbioTepa. Onepannonnas cucreMa Windows. CiyxeOHbIe
nporpaMMmbl. TekctoBwlii penaktopMS Word. Penaktop snextponHbix Tabmun MSExcel.
ITporpamma MSPowerPoint. TectoBsiii penaktop MS Word. 3anyck u Hauasno pabotsl. BBoau
penaktupoBanue Tekcra. dopmatupoBanue Tekcta. Odopmienue crpanun. OdopmieHue
JIOKYMEHTOB ¢ MOMOIIbI0 Tabymsipa. Odopmienue 0JaHKOB JOKYMEHTOB. MEHIO 1 OCHOBHBIE
noustust MS Excel. Dnekrponnast tabnuia. 3HakoMcTBO ¢ 3kpaHoM MS Excel. Ilanenun
uHCTpyMeHTOB MS Excel.BBoj u penakTupoBaHHe AaHHBIX. AHaIU3 U 00pabOTKa JaHHBIX.
[IpesenTamus MS PowerPoint. Bosmoxxuoct MS PowerPoint. Craiiget. PaGoTa ¢ TekcTom.
ONEKTPOHHBIE JOKYMEHTHI U UX XpaHEHHUE. DKCIIEPTH3a LIEHHOCTH I0KYMEHTOB.

[Ipaktuka. PabGora ¢ Tabmumamu u rpadukoir. OdopmieHue mnpeseHTaruu B MS
PowerPoint.

10
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Paznea I11. IIpodeccnonanbHblii MOXYJIb. J[€10MPOU3BOACTBO B OPraHU3alMU

Teopus. CoctraB ynpaBieHUYECKUX JIOKYMEHTOB opranusanuu. OpraHuzanuoOHHbIE
JIOKyMeHThl PacniopsaurenbHble HOKyMEHThl. VH(GOPMALMOHHO - CHpPaBOYHBIE JOKYMEHTBI.
HenoBas nepenucka. IIpaBmwia odopmieHus, CTPyKTypa W BHABl JEJIOBBIX ITHCEM.
JIoKyMeHTalus 0 JOrOBOPHBIM MPaBOOTHOIIEHUsAIM. Opranuzanus paboTsl ¢ JOKYMEHTaMH.
Opranusauuss  gokymeHTtooOoporta. Peructpanmuss gokymentoB. Tekymiee XpaHeHHE
nokyMeHTOB. HoMmeHKiaTypa fen. ApXxuBHOE XpaHEHHE TOKYMEHTOB OCHOBHBIE PEKBU3HUTHI U
TpeboBaHus K oOQopmiIeHHIO J0roBOpoB. JlokymeHTsl mnpeanpustus Knaccudukanums
JOKYMEHTOB YIIPABJICHYECKON AesaTenbHOCTH. YcTaB. Ilonoxkenusa. IllratHoe pacnucanue.
IIpaBuiia BHYTpEHHEro TpynoBOro pacnopsaka. Ykasanus. [locranosnenus. Ilpukaser mo
OCHOBHOM JeATeNbHOCTH. Bplnncka u3 mnpuka3zoB. Pacnopspkenue. Pemenue. IIporokon
(monublit u kpatkuil). Axr. CopaBku. [lokmagnas 3anucka. OObsSCHUTENbHAs 3alKCKa.
Tenerpamma, tenedonorpamma. PexkBusutbl nucbma. IluceMo-npocs6a. ITucbmo-oTBerT.
[IpurnacurensHoe nuceMo. COPOBOAUTEIBLHOE TUCHEMO.
[Tucemo - coobmenue. ITucemo-orka3. KpenutHeiii moroBop. JloroBop xpanenus. Jlorosop
nocraBku. Jloroop mnpokara. Kommepueckuit norosop. Ilonstue "noxymentooOopot" u
pa3BUTHE  €ro  HOPMATHBHOM  METOJMYECKOM  perJIaMEeHTauuu.  XapaKTepUCTHKa
JOKYMEHTOO0OpOTa. DTambl JBWKEHHS W TOPSA0K 00paboTku 1oKkymeHTOB. Pabota c
BXOJIIIMMHU  JIOKYMEHTaMH. OTanbl 00paboTKM JOKYMEHTOB. KOHTpONb HCIOTHEHHS
JOKYMEHTOB. Perucrpanus [IOKyMEHTOB, BuUAbl peructpauuu. OmnpeneneHue CpoKoB
xpaneHus. llopsnok Beimaunm nen. IloaroroBka nen u nepenada B apxusB. @opma onucu u
akThl. [Iepenaua nen B apxuB. Pabota ¢ KOH(UACHIMAIBHBIMU TOKYMEHTaMH

[Tpaktuka. CopTupoBKa JOKYMEHTOB IO Kiaccupuxaum». CocTaBieHHe LITaTHOTO
pacniucanus. Pabota ¢ pacnopsautenbHbIMU JoKyMeHTaMu. CocTaBieHne HH()OPMAIMOHHO -
cipaBoyHOM JokyMeHTauuu. OdopmieHue nenoBelx nuceM. O¢dopMmileHHE THIIOBBIX
noroBopoB. PaGota ¢ wuCXOASIIMMH W BHYTPEHHUMH JOKyMeHTaMu. OdopmieHue
HOMEHKJIATyphI e1. OdopmiieHne TOKyMEHTaluU ISl apXUBa.

Pasnea IV. Cnienuanabnbiii moayab. Kaaposoe odecneuenne

Teopus. Tpynosoit kogexc P®. TpynoBoit goroop, ero 3axitoueHue. OdopmiieHne
TpyZaoBoro Jorosopa. CTpyKTypHBIM IpUKa3 IO NPEINPUATHIO. 3HA4YE€HUE TPYAOBOTO
JIOTOBOpa. 3aKIIOYEHHE TPYIOBOIO JOIOBOpAa Ha ONPEIECIICHHBI M HEOIPEIEICHHBIN CPOK.
OcHOBHbBIE PEKBU3UTHI TPYJOBOrO J0roBopa. TpynoBele mpaBa U 00SA3aHHOCTH PaOOTHUKOB.
[lopsnox mnpuema Ha pabGory. JlokyMeHTHl Mpu npueMe Ha pabory. ABToOMoOrpadus.
Xapakrepuctuka. 3assineHue. Pestome. Ilpukas o nmpueme Ha padoTy. IIpocToit u ciaoxHbIHI
npukas. TecrupoBanue. [lepeBon Ha apyryro paboty. Ilpekpamienue TpygoBOro I0roBopa.
[Ipukasbl 0 MOOIIPEHUH U HAJIOKEHUU B3bICKaHMM. JIMuHas kapTouka, MopsaoK ohopMIIeHUS
n xpaHeHue. l[lopsnoxk BeneHHsS TpPYAOBBIX KHUXKEK. BeneHue IMYHBIX J€l, OCHOBHBIE
JOKYMEHTBI.

[TonroroBka TOKYMEHTOB K apXWBHOMY XpaHeHHio. [leHcHOHHBIM ¢oHI: caada
OTYETHOCTHU M JOKYMEHTe s opopmiieHus meHcuu. OpopMileHHEe apXUBHBIX CITPABOK.

[IpakTuka. CoctaBieHue TpynoBoro 1oropopa. CocraBieHrne NpUKa3oB. 3aM0JHEHUE
JUYHOM KapTOYKH. 3alojHEHUE TPYIOBbIX KHMXKEK. CocTaBieHue oTueTHOCTH. CocTaBiieHne
npukasza. CocraBnenue akra. Cocrapnenue UHCcTpyKkuu.
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Pazgen V. Koncyabranuu
Koncynbranuu mpoBonsatcst i oOywaromuxcst mo [Iporpamme B TeueHHE BCEro
nepuoga oOydyeHus U 1Mo uroram | roga oOydeHHs Mepea MPOMEXKYTOUHOM aTTecTalHuew.
Koncynpranum 1o  u3ydeHHOMY MaTepuany, MpPOAODKEHHI0  MpodeccroHalIbHOTO
o0Opa3oBaHuUsl, TPYAOYCTPOICTBY.
[TonBenenue UTOroB TeopeTuueckoro oOyuenus (becena, TeCTOBBI KOHTPOJIb U AP.)

Pa3nea VI. Arrecranus
6.1. IIpomexyrounasi arrecramus. {uddepennupoBannplii 3aueT
6.2. HroroBas arrectamusi. ATTecTanys OOYyYalOIUXCSA B COOTBETCTBHH C
npodeccnoHaNbHBIME TPEOOBAHUAMU M KBATU(UKALMOHHONW XapaKTepucThukoil «Cekperapb-
aJIMUHUCTPATOP».
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B yuebHOM miaHe oToOpakaeTcst IOTHUecKasi MOCIeI0BaTeIbHOCTh OCBOCHHS Pa3/IeiioB,
obecrieunBaromuX GopMUpoBaHUE KOMITETECHIIUMN.

VYka3biBaeTcs o011ast Tpy10€MKOCTh pa3/IesioB, MOTYJICH.

No HaumenoBanue pasnenos Bcero B Tom uncne dopma KOHTPOIS
1/ qacoB | Jlexuuu | Ilpaktuka | Camocr.
pabota
I Oo0menpogeccuoHATbHBIH 71 22 44 5
MOAYJIb
1.1. | OcHOBBI pegaKTUPOBAHUS 14 4 10 - TectupoBanue
JIOKYMEHTOB
1.2. | JlenoBas KyiabTypa 4 4 - - [enoBas urpa
1.3. | OCHOBBI 1€10ITPOU3BOICTBA 13 4 8 1 3auer
1.4. | Texuuka mamugonucu Pasnen 14 4 8 2
Nel
1.5. | Texnuka mammHonucu Paznen 13 3 9 1 IIpakTrueckue
Ne2 3aaHus. 3a4er
1.6. | Texnuka mammnonucu Pa3aen 13 3 9 1
Ne3
II. | ABromaTusanusa OY 14 4 10 - -
2.1. | OducuHoe obopynoBanue 6 2 4 - Omnpoc
2.2. | DnexTpoHHBIH oduc 8 2 6 -
III. | IIpodeccnoHanbHbI MOAYJIb 31 11 17 3 [IpakTnueckue
3.1 | enonpous3BOACTBO B 31 11 17 3 3aJaHus. 3a4eT
OpraHu3aIu
IV. | CnennanbHbIii MOAYJIb 12 5 7 -
4.1. | KagpoBoe obecrieuenne 12 5 7 - 3auer
V. KouncyabTauuu 10 - 10 -
VI | Arrecranus 6 - 6 -
6.1. | I[IpomexyrouHas arrecraius 2 - 2 - 3auer
6.2. | Hrorosas arrecranus 4 - 4 - Ksanudukarmonnsrit
9K3aMeH
Hroro | 144 42 94 8

13
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2.3. TemaTnueckoe NJIAHUPOBAHHME

HaumeHoBaHue Conep:kanue yuyeOHOro marepuaJa, JadoparopHbie padorsl U [ O0bem
pa3iesioB U TeM NPAKTHYECKUEe 3aHATHUS B 4acax
1 2 3
Ob6menpodeccnoHAIbHBIN MOTYJIb
OcCHOBBI peIaKTHPOBAHUS IOKYMEHTOB 14
Kynbrypa uenoBexka u | OcHOBHbE (YHKLIMHU s3bIKa. B3auMOCBSA3b KyJbTYpbl Y€lOBEKa U 4
KYJIbTYpa peun KyJIbTypbl peud. HopmaTuBHBINA, KOMMYHUKAaTUBHBIM U 3TUYECKUI
ACIIEKThl PEUYEBOM KYJBTYpPHI.
O yHKINOHAIBHBIN Crumn peun. OCHOBHBIE YE€pTbI, OCOOEHHOCTU M TNPU3HAKU BCEX 4
CTWJIA PYCCKOTO ctuiieid. HopMBI pycCKOro pedueBoro 3TUKETa.
JUTEPATypPHOTO
Opdosnus, Opdosnuyeckue HOPMBI JIUTEPATYpPHOro s3blKa. [IpuHIMIIBI 3
Opdorpadus pycckoii  opdorpadun. OcoOEHHOCTH PYCCKOTO  CIOBECHOTO
yAapeHHUs.
CuHrakcuc n Crioco6br  oopmienuss uyxoi peud. [lpuHumnel u QyHKIUH 3
IIYHKTyalus pycckoit myHKTyauu. CMBICIOBasIpOJIb 3HAKOB IMPEITUHAHUS.
IIpakTuyeckas padora: «PerakTupoBaHHe TEKCTA».
JejioBast KyJbTypa 4
Nmux cexperapst JIn4HOCTB CeKpeTaps M €ro pojb B JIEATEIbHOCTH COBPEMEHHOU 2
opranusanyu. JloJpKHOCTHas MHCTPYKLHs. JleJOBBIE M JIMYHBIC
KauecTBa cekperaps. [lenoBas xeHumumHa-npodeccuonan. Pabouee
MECTO CeKpeTapsl.
OTHKET B CITy>KE€OHBIX KopnopatuBHast KynbTypa, (UPMEHHBIH CTHJIb OpraHU3alUu. 2
OTHOILIEHUAX CayxeOHast BepTHKaJb (OTHOLIEHUS B cucteMe «PyKoBOAMTENb-
no uuHeHHbIH). Ciry)xeOHast TOpU30HTab (OTHOLLICHUE B CUCTEME
KoJsiera-kosuiera). Cnyxxe6Hast cyoopaunanus. Hopmsl 1 npaBuia
OTHOLIEHUH COTPYAHHUKOB C IPEICTAaBUTEISAMU CTOPOHHUX
OpraHM3aluii,  HapTHepamMH,  KIWEHTaMH,  IOCETUTEISAMHU.
CybopauHarusi. OMOIMOHATBHO-HEUTPATbHBIN pi((0):10)71
Xapakrep.
KonduneHmaabHOCTb.
OcCHOBBI 1€J10IPOU3BO/ICTBA 13
JloxymeHnTupoBaHue. OcHoBHble MOHATHS. Tunonorusi 1oKymeHToB. dopMaTel Oymaru 7

JIOKyMEeHT, BUJIbI
JIOKYMEHTOB, X
Kyaccuukanms.
PexBu3HTHI
JIOKYMEHTOB

u nojisi. O0mme TpeGoBaHUs K COCTABICHUIO IOKYMEHTOB. bianku
JOKYMEHTOB. PekBU3UTHI OKyMeHTa. JIOKyMEHTHpPOBAaHUE, BHJIbI
u crnocoObl. TpeOoBaHMs K TEKCTy AOKyMeHTa. TpeOoBaHUS K
U3TOTOBJIEHUIO TOKYMEHTAa. MylnpTUMEANIHOE 000pyI0BaHHE.

IIpakTnueckas padora: «TpeboBanusa Kk
AOKYMEHTOB. JIOKyMeHTHPOBaHHe»

COCTABJICHHIO
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JIOKyMEHTHpPOBaHUE. OcHoBHble MOHATHS. Tunonorusi ToKyMmeHTOB. DopMaTel Oymaru 6
JIOKyMEHT, BUZIbI u nojsi. O6mue TpeOoBaHMs K COCTABICHUIO JOKYMEHTOB. biaHku
JOKYMEHTOB, UX JNOKYMEHTOB. PekBU3UTHI TOKyMeHTa. JIOKyMEHTUPOBAaHUE, BHJIbI
KJIaccuuKanms. u crocoObl. TpeOoBaHus K TEKCTy AOKyMeHTa. TpeOoBaHUS K
PexBU3HTHI M3TrOTOBJICHUIO TOKyMeHTa. MynbTUMenitHOe 000py10BaHHE.
AOKYMCHTOB IIpakTuyeckasi padora: «TpedoBaHusT K COCTaBJIEHHIO
AOKYMEHTOB. JIOKyMeHTHPOBaHHe»
TexHnKa MAIIHHOMUCH
Pazoen Ne 1 «Cnenoii» oecamunanvyesolii memoo neuamu na INK 14
OCHOBHBIE TPUHIIUIIBI N3yuenne xmaBuatypel. OOmue mnpaBwia padboTel. OCHOBHBIC 7
«CIIETIOr0» NPUHLMIIBI [I€4aTH JecATunanblieBoro wmeroxa. llonstue o
ACCATUNAIIBIIEBOTO JECITUNAJIbIEBOM CIIEIIOM METOAE MHUChMA.
MeTozia nevaty Ha [1K IpakTnyeckast padora: «OTpadoTKa MeYaTH HA KJIaBHATYpe.
Ha6op TexcroB»
[To3unuu nanelieB Ha Odopmnenne rpanun. Ilons MOKyMeHTOB. YcCTaHOBKa IOJIEH. 7
KJIaBUaType. N3ydyeHnne oOcHOBHOro psaa kiaBuarypel. M3ydueHue Oyks
BEPXHETO psla KiaBUaTypbl. 3HaK "dyeprouka". AG3an. M3yuenue
YeTBEPTOTO psla KIABHATyphl. 3HAKW NpenuHaHusA. ApaOckue
uuppel.  KonnyecTBeHHBIE,  MOPSIAKOBBIE  YUCIHUTEIbHBIC.
Hywmepanus nynkroB. Pumckue nudpsl. Hanrncanue gar.
IIpakTnyeckas padora: «Odopmienune nokymenton. Ileyarn
AecATHNATbIEBbIM METOI0M»
Pazoen Ne 2. H3yuenue mexHuku neuamu 13
OcBoenne  mpuemoB | OdopmieHue 3arojl0BKOB U 1M0A3arojloBkoB. Hymepanus crpanuil. 4
TEXHHUKHU IHCbMa TexctoBble cokpamieHus. [Ipsmas peub, mutatel. OdopmieHue
npuMeyaHui, npuioxxenuil. Ucnpasnenue ommbok. Mcnpasnenue
omu6ok Ha [1K.
IIpakTnyeckas padora: «Padora ¢ TeKCTOBBIM JOKYMEHTOM
O6paboTtka KpunrorpamMel riacHbix OykB. IlewaTrh cioroB «coriacHas - 3
KPUTITOTPAMM TJIACHBIX | TJacHas - 2 COTJIaCHBIX»; «2 COIJIACHBIX - TJIacHasl - COTJIACHAas»,
OyKB paboTa co clioraMu TUTIA - «COTJIACHAs - COTTIacHAas TIacHas.
IpakTHyeckasi padora: «Padora ¢ TEeKCTOBBIM JOKYMEHTOM»
O6paboTtka KpunrorpamMbl  OCHOBHOM  mo3umuu  mnanbleB. OOpaboTka 3
KpUTITOTPaMM OyKB KpunrtorpaMMm OyKB Bcell kiaBuarypel. IleuaTh cioroB, meuyaTh
OCHOBHOM MO3ULIUN JIBYX - U TPEXOYKBEHHBIX KOHEUHBIX OYKBOCOUETAaHUH.
nanableB IIpakTuyeckas padora: «Padora ¢ TEKCTOBBIM JOKYMEHTOM.
Ha0op Texcra noa AUKTOBKY»
Odopmnenue Tabmuupl. OdopmileHHe W HW3TOTOBJICHHE TAaOIUYHBIX (HOpM 3
MaIIMHOIMCHBIX Pa0oT | mokymenToB. [IpaBuiia BHIIOJHEHHS CIIOMKHBIX TAOJIMII.
IIpakTuyeckas padora: «Padora ¢ Tabaunamu. Odopmienue
U M3TrOTOBJIEHHE TAOJUYHBIX (DOPM TOKYMEHTOBY
Pazoen Ne 3. Ckopocmb newamu 13
Omnpenenenue Ha6op Texcra Ha I1K. 7

CKOpPOCTH IICHATU Ha

K

IIpakTnueckas padora: «Habop TexkcTa Ha CKOPOCTH»
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CkopocTb nevaru u Ha6op Texcra Ha [IK. KagectBo padots! Ha I1K. 6
Ka4ecTBO paboT Ha IIpakTuyeckas padora: «KayecTBeHHbII HA0OP TEKCTAa»
I1K.
IIpakTnyeckoe o0yyenue Apromaruzauus OY 14
Pa3zpnen Ne 1. Ogucnoe obopynoBanme 6
OducHeble AmrepanTHoe  oOeclieueHHe  IEePCOHAIBHOIO  KOMIIBIOTEpA.
MIPHUIIOKEHUSL. Onepanuonnas cucrema Windows. Ciy:xeOHbIE MPOTPAMMEL. 6
J[ONOIHUTEIbHbIE [leyaTHOE W MHOXHUTEIbHOE 00OpyIOBaHUE. J[eMOHCTparMoHHas
TexHuka. Cucrema cBs3u. Mynbrumenua. CkaHMpOBaHME
n300pakeHUH.
Pazoen No2. Inekmponnwtii opuc 8
TexkcToBBIN peTaKTop TectoBsiii pegakrop MS Word. 3anyck u Havano padotel. BBoau
MS Word penakTupoBanue Tekcra. @opmarupoBanue Tekcta. OdopMicHue
crpanui. OpopmileHHe JOKYMEHTOB ¢ IOMOIIBIO Ta0ysTopa.
OdopmieHne 0TaHKOB IOKyMEHTOB.
Penakrop Mento u ocHoBHBIC ToHSTHS MS Excel. DnekTponHas Tabnuma. 4
DICKTPOHHBIX Tabmun | 3HakoMmcTBO ¢ dkpaHoM MS Excel. Ilanenu mHCTpymMeHTOB MS
MS Excel Excel. BBog u penaktupoBaHue JaHHBIX. AHamu3 U 00paboTKa
naHHbIX. PaboTa ¢ Tabaunamu u rpadukoil.
IIpodeccnonanbHbiii MOAYIb
Jle10npon3BOACTBO B OPraHU3alluu 31
CocraB JIOKYMEHTBI IIPENIPUATHSL. Knaccudukanus JIOKYMEHTOB 1
YIIPaBJICHYECKHUX YIPaBICHYECKON AEATEIbHOCTH.
AOKYMCHTOB IIpakTnueckas padGora: «CopTHpPOBKa JOKYMEHTOB 110
OpraHu3aliu KJIaccu pukanum»
OpranuzanvoHHbIE Ycras. [lonoxenus. llltatHoe pacniucanue. IIpaBuna BHyTpeHHETO 1
JIOKYMEHTBI TPYZOBOI'O pacropsiika.
IIpakTHyeckasn padora: «CocrasJiieHue IITATHOTO
pacnucaHus»
PacnopsiaurensHbie YkazaHusl. ITocTanoBieHH. [Ipuka3ssl o OCHOBHOH 2
JOKYMCHTBI JeATebHOCTH. Brinucka u3 npuka3os. Pacniopsikenue. Pemienne.
IIpakTnyeckas padora: «Pabdora ¢ pacnopsaauTeJbHBIMH
AOKYMEHTaMU»
HNupopmalinoHHo - [Iporokon (monmublii u kpatkuii). AkT. CnopaBku. JloknaaHas 2
CIIPaBOYHbIE 3arucKa.
JOKYMEHTBI Oo0vbsicuutenbHas 3anucka. Tenerpamma, TeaepoHorpamma.
IIpakTnyeckass padora: «CocraBjieHue HHPOPMALMOHHO-
CIIPABOYHOM JOKYMEHTALUMN
JlenoBas nepenucka. PexkBu3nTHI MUChMa. [Tucsmo-npockba. ITucemMo-0TBET. 1

[TpaBuia opopmiienus,

CTPYKTYypa U BUIbI
JIEJIOBBIX MTUCEM

ITpurnacurensHoe nucsmo. ConpoBoauTenbHOE NUcbMo. IIucemo
coobuienue. [Tncemo-oTKa3.
IIpakTnyeckas padora: «OdopmieHne 1eJ0BbIX HCEM»
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JlokymeHnTanus 1o
JTIOTOBOPHBIM
IIPaBOOTHOLIEHUSAM
OCHOBHBIE PEKBU3UTHI
1 TpeOOBaHUSI K

0 OPMIICHUIO
JIOrOBOPOB

Jorosop kymmm - npoxaxu. [JoroBop apeHabl. JJoroBop MeEHBI.
Kpenutneiii norosop. JloroBop xpaHeHus. JloroBop mOCTaBKH.
HoroBop npokata. KoMmmepueckuii 10roBop.

IpakTnyeckas padora: «OdopmiieHre TUIIOBBIX I0TOBOPOB)

Opranuzanus paboTsl
C IOKyMEHTaMH.
Opranu3zanus
JIOKyMEHTO000pOTA.
Perucrpanus
JTIOKYMEHTOB.

[lonartue "moxkymMeHTOOOOpOT" W pa3BUTHE €ro HOPMAaTHUBHOU

METOANYECKOU periaMeHTaluu. XapakTepucruka

TOKYMEHTOOOOpOoTa. JTambl JBMXKEHHS U MOPAJOK 00paboTKu

JTOKYMCHTOB. PaGota ¢ BXOOAIIMMHU  JOKYMCHTaMH. OTansl

00paboTku JOKyMeHTOB. KOHTpOnb HCIONHEHUS JOKYMEHTOB.
Perucrpanus JOKyMEHTOB, BUIbl PETUCTPAIUU.
[IpakTnyeckas padora: «Padora ¢ ucXoAI MMM U BHYTPEHHUMH

ATOKYMECHTaAMMW

Tekyiiee xpaHeHue
JIOKYMEHTOB.
Howmenxkiarypa nen.

OmnepatuBHOE XpaHeHHE Jel (IIpoBepKa HalIU4yUs JIOKYMEHTOB,
IMOPAIOK BblAa4U I[eJ'I). BHCKTPOHHI)IC AOKYMCHTBI MU HX XpPaHCHHUC.
DKcnepTu3a HEHHOCTHU JIOKYMEHTOB.

IIpakTuyeckas padora: «OdopmiieHrne HOMEHKIATYPBI J1eJ1»

ApXHUBHOE XpaHEHHE

Omnpenenenue cpokoB xpanenus. [Topsnok Bemaun nen. [logroroska

AOKYMCHTOB nen u nepenada B apxuB. @opma ommcu u aktel. Ilepenaua nen B
apxuB. Pabora ¢ koH(UIeHIIMATEHBIMU JOKYMEHTAMH.
IIpakTuyeckass paodora: «OdopmiieHHe [JTOKYMEHTAUMH 1JI
apxuBa2
OpranuzannoHHas Bunabel n ycTpoicTBO OpraHu3alnuoHHON TexHHkH. Kcepokc. daxc.
TEXHHUKA [Ipuntep. Ckanep. Ilepconanbhblii koMnerorep. MynbTUMenniitHoe
o0opynoBaHue.
IIpakTnyeckas padora: «Padora ¢ oprrexHuKoON»
Cocras JIOKYMEHTBI MIPEANIPUATHS. Knaccudukanus JOKYMEHTOB
YIPaBICHIECKUX YIIPaBIEHYECKON AEATEIbHOCTH.
AOKYMEHTOB IIpakTnueckas  padora: «CopTHpPOBKa JAOKYMEHTOB IO
OpraHu3saniuu KJIaccupuranum»
Opranu3anroOHHbIE VYeras. [Tonoxenus. llItatHoe pactincanue. [IpaBuiia BHyTpeHHETO
TOKYMEHTBI TPYZOBOI'O pacropsiika.
IIpakTuyeckas pabora: «CocrasiieHue IITATHOI'O
pacnuCaHHUs»
PacniopsiqurensHble YkazaHus. ITocTanoBieHus. IIpukassl o OCHOBHOM
JTOKYMCHTBI JeATebHOCTH. Brinucka u3 nprka3os. Pacriopspkenue. Pemenue.
IIpakTnyeckas padora: «Pabdora ¢ pacnopsaauTeJbHBIMH
AOKYMEHTaMW»
NudopmarmonHo - [Iporokon (momubld u KpaTkwii). AkT. CropaBku. JlokmagHas
CIIPaBOYHbIE 3aIlACKa.
JIOKYMCHTBI Oo6vbsicuutenbHas 3anucka. Tenerpamma, TeaegoHorpamma.

IIpakTnueckass padora: «CocraBjieHue
CIIPABOYHOI TOKYMEHTALMU»

UH(GOPMALIUOHHO-
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JlenoBast mepenucka. PexBu3uTEI [HACHhMa. [Tucemo-npockoa. IInceMo-0TBeT. 1
IIpaBuna [IpurnacurenpHoe nucemo. ConpoBoauTesbHOE NUCHEMO. [Incbmo
oopmiIeHH s, coobmenue. [Tncpmo-oTkas.
CTpyKTypa M BHIBL | [IpakTH4eckas padora: «OdopmieHne aeJ0BbIX HCEM»
JIEJIOBBIX ITUCEM
JoxymeHTanus no | HoroBop kymiu - npogaxu. JloroBop apeHnl. JJoroBop MeHBI. 1
JIOrOBOPHBIM KpenutHslil norosop. JloroBop xpanenus. JJoroBop nocTaBKHU.
[IPaBOOTHOLICHHUAM. HoroBop npokarta. KoMmmepueckuii 10roBop.
OcHOBHBIC PEKBU3ATEL | [pakrhueckast padora: «O(opMIeHHE THIOBBIX 10T0BOPOB»
u TpeOoBaHUS K
0 OPMIICHUIO
JIOTOBOPOB
Opranuzanusa pabotel | Ilonstue "mokymMeHTOOOOpOT" U pa3BUTHE €ro HOPMATUBHOMU 1
C AOKYMCHTaMH. METOANYECKOU perilaMeHTalu. XapakTepucTuka
Opraunusanus JOKyMEHTOO0O0pOTa. JTambl ABWKEHHS U TOPSAOK 00paboTKu
JIOKyMEHTOO00POTA. JOKYMEHTOB. PaboTa ¢ BXOSIIUMH JOKYMEHTaMH. OTarllbl
Perncrpauns 00paboTKH MOKYyMEHTOB. KOHTpOIb HCIONHEHUS JIOKYMEHTOB.
JIOKYMCHTOB. Perucrpanus 10KyMEHTOB, BUbl PETUCTPALIUU.
IpakTnyeckass  padora: «Pabdora ¢ wuUcXoAAIMMH U
BHYTPEHHHMH JOKYMEHTAMM»
Tekyiee xpanenue | OmepatuBHOe XpaHeHHe Jen (IpoBepKa HAIWYUS JAOKYMEHTOB, 1
JTOKYMEHTOB. HOPSI0K BbIIAUU J1e€7). DIEKTPOHHBIE TOKYMEHTBI U UX XpaHEHHE.
Homenxknarypa gein. DKclepTH3a HEHHOCTH IOKYMEHTOB.
IIpakTnyeckas padora: «OdopmiieHHe HOMEHKIATYPBI A€J1»
ApXHUBHOE XpaHEHHE Onpenenenne cpokoB  xpaHeHus. [lopsanoxk  Bblmaum  Jied. 1
JIOKYMEHTOB ITonroroBka nen u nepenada B apxuB. Dopma ONHUCU U aAKTHI.
Ilepenaua npen B apxuB. Pabora ¢ KoH(UICHIMATBHBIMU
JIOKyMEHTaMH.
IIpakTnyeckas padora: «OdopmiieHne JOKYMEHTAHH J1JIA
apxuBa»
OpranuzannoHHas Bunbl u ycTpoiicTBO opranu3zannoHHON TexHHUKH. Kcepokc. dakc. 1
TEXHUKA ITpuntep. Ckanep. IlepcoHanbHbI KOMIIBIOTEP. MynbTUMEIUNHOE
obopyoBaHue.
IIpakTyeckas padora: «Padora ¢ oprrexHMKoON»
CnenmnanbHbIi MOAYJIb
Kaaposoe o0ecnieuenue 12
Paszpnen 1. OcHOBHBIE 32/1a4H yIIPaBJIEHHUS KAPAMH 6
TpynoBoii kozekc 3HaueHue TPYLOBOIO AOrOBOpa. 3aKIOYEHHE TPYAOBOTO AOrOBOpa 2

P®.

TpynoBoii 10roBop,
€ro 3aKJIIOYCHHE.
Odopmiienne
TPYZAOBOIO JOrOBOpA.

Ha OIpENeNeHHBII M HEONpPENeNeHHbI cpok. (OCHOBHBIE
PEKBU3UTHI TPYAOBOTO TOroBOpa. TpynoBbIe paBa U 00SI3aHHOCTH
pabotHukoB. IlpakTuyeckas padora: «CocraBijieHHe TPyA0BOIro
JAOT0BOPa»
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CTpyKTypHBIN TpHUKa3
10 IPEANPUATHIO.

[Topsimok mpuema Ha padoTy. JJoKyMeHTHI IIpu MprueMe Ha padoTy.
ABroOuorpacdus. Xapakrepuctuka. 3assienue. Pesrome. [Ipukas o
npueme Ha padory. [IpocToit u cinoxublii npukas. TecTupoBaHue.
IlepeBon Ha apyryto padoty. IIpekpaiienue Tpy10Boro 10roBopa.
[Tpuka3bl 0 HOOMIPEHUH U HAJOKEHUH B3bICKaHHH.
IIpakTuyeckas padora: «CocTaBjieHHe MPUKA30B)»

Koncyabranum,
NoABeAeHHE HTOTOB

Koncynpramuu 1no wW3ydYeHHOMY MaTepuany,
TPYIOYCTPOMCTRY.
obyuenus (Oecena,

MIPOAOIKEHHIO
po¢)eCCHOHAIBHOTO oOpasoBaHus,

[TonBeneHne MTOTOB  TEOPETUUECKOTO

TECTOBBIN KOHTPOJIb U JIp.)

10

TpynoBoi Koneke
P®. Tpynosoii
JIOTOBOP, €r0
3aKJIIOYEHUE.
Odopmienune
TPYZIOBOT'O JJOTOBODPA.

3HaueHKEe TPYAOBOTO JOTOBOpaA. 3aKIFOUYEHHE TPYIOBOTO JIOTOBOpa

HAa OINpeAeNeHHBIH UM  HEOompeneNeHHbIi cpok. (OCHOBHBIE
PEKBH3UTHI TPYAOBOTO JOTOBOpa. TpymoBbIe TpaBa v 00S3aHHOCTH
PaOOTHHKOB.

3HaveHHe TPYAOBOrO JOroBOpa. 3aKI0UeHHE TPYAOBOIO I0rOBOpa
Ha ONpENeNICHHbI UM HeompenelneHHbIM Ccpok. (OCHOBHBIE
PEKBU3UTHI TPYAOBOTO J0roBopa. TpynoBble mpaBa v 00S3aHHOCTH

PabOTHHKOB.
IIpakTnyeckas padora: «CocraBjieHHe TPYA0OBOI0 10r0BOPay

CTpyKTypHBII IIpUKa3
10 IPEIIPUATHIO.

[Topsinox npuema Ha padboTy. JJOKyMEHTHI IIpU NpUeMe Ha padoTy.
ABroOuorpagus. Xapakrepuctuka. 3assienue. Pesrome. [Ipukas o
npueme Ha paboty. IIpocToit u cinoxHbslil npukas. TectupoBaHue.
[TepeBox Ha apyryro padory. [Ipekpaienue Tpya0BOTO 10rOBOpa.
IIpukassl 0 NOOLIPEHUHU U HAJIOKECHUU B3bICKaHUM.

[Topsinox npuema Ha paboTy. JJOKyMEHTHI IIpU NpueMe Ha padoTy.
ABtobuorpadus. Xapakrepuctuka. 3asienue. Pestome. Ilpukas o
npueme Ha paboty. [IpocToit u cnoxHbIi npukas. TectupoBaHue.

[TepeBoxa Ha apyryro pabory. [Ipexpaiienre Tpy10BOro J0roBopa.

[Tpuka3bl 0 TOOMIPEHUH U HAJIOKEHUH B3bICKaAHHIHA.
[TpakTrueckas pabota: «CocTaBieHHe IPUKA30B»
IIpakTuyeckas padora: «CocraBjieHUe MPUKA30B»

IIpome:kyTounasi arrectanus (1updepeHInpoBaHHbIN 3a4eT)

KBanndukanuoHusl
M JK3aMeH

ATtTecTanus o0yJaromuxcs B COOTBETCTBHUHU c
npodeCcCHOHATBHBIMU  TPEOOBAaHUSAMH U KBAJTU(HUKAIIMOHHON
XapakTepucTUKON «CekpeTapb-aAMUHUCTPATOP.

ITI. Opranu3anuoOHHBIN pa3ae

3.1. XapakTepucTHKa yCJIOBHI peajin3anuu NpPOrpaMMbl

3.1.1. TpeOoBaHMsI K KQAPOBOMY O0ecIeYeHH IO

Peanusanus
MEearorMYecKUMu  pabOTHUKAaMU  00pa3oBaTelIbHON OpraHM3aluy,

nporpaMMbel  mpodeccruoHaILHOTO oOyueHus

oOecrieunBaercs
a TaKKe JIAIAMU,

MPUBJIEKAEMBIMU K pEaM3alliid IpOrpaMMbl MPo(eccHOHANIbHOTO OOyuYeHUs Ha YCJIOBUAX
IpaX/IaHCKO-IIPAaBOBOTO JOrOBOpa, B TOM YHCJIE M3 YUCIA PYKOBOAMUTENEH U pabOTHUKOB
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OpFaHH3aHHﬁ, HaIpaBJICHUC ACATCIIbHOCTH KOTOPBIX COOTBCTCTBYCT obmactu
npoeCCUOHATTLHON IEATEIHOCTH.

3.1.2. TpeGoBaHusl K MATepPHAJIbHO-TeXHHYECKOMY 00ecrie4yeHU 0

[Tomemienust peaCTaBIAIOT cOO0M yueOHbIe ayIUTOPUU AJIsl IPOBEICHUS 3aHITHI BCeX
BUJIOB, NIPEIYyCMOTPEHHBIX MPOTrpaMMON MNPOPECCUOHAIBHOIO OO0Yy4YeHHs, B TOM YHCIE
TPYIIOBBIX W WHIUBUIYAJIbHBIX KOHCYJIbTAllUM, TEKYIIETO KOHTPOJS U MPOMEKYTOYHOM
aTTecTally, a TakkKe TOMEUIEHUS JUIsi CaMOCTOSITeNIbHOM paboThl, OCHAIlIEHHBIE
000pyJI0BaHUEM, TEXHUYECKUMHU CPEICTBAMH 00Yy4EHUSI.

MAOQOY COILI Ne 167, peanusyrwiias nporpaMmy Io mnpodeccud, pacroliaraet

MaTepHabHO-TEXHUYECKOW  0a3oi,  obOecredmBaromiel  NPOBEIEHHWE  BCEX  BUIOB
MEXIUCUUIIIIMHAPHOM MOATOTOBKH, MIPaKTUYECKOU paboThI oOyuaronmxcs,
MPEIyCMOTPEHHBIX Y4EOHBIM IUIAHOM U COOTBETCTBYIOILICH NEHCTBYIOIIMM CAHUTAPHBIM U
IIPOTUBOMOXKAPHBIM MpaBUIaM U HOpMaM B pa3pe3e BbIOpaHHBIX TPACKTOpUl MuHUMAaIbHO
HeoOxomumbrid st peanusanuu [1I1O mepedyeHp MaTepHaibHO- TEXHUYECKOTO 00SCTICUCHUS,
BKJTIOYAET B ceOsl:
YueOHblii KaOuHeT: mKad i1 XpaHEHHs y4eOHBIX MOCOOWIA, MPOrpaMMHO-aNNapaTHBIHN
KOMIUIEKC B KOMILJIEKTE, I0CKa KJIACCHAsI, CTOJI YUUTENs, KPECIIO YUUTElIs, CTOJI YUYEHUYECKUH,
ceTeBoi (QUIBTP, MHOTO(YHKIIMOHAILHOE YCTPOMCTBO, KOMIBIOTEP YUUTENs ¢ nepudepuei
(TMUEeH3MOHHOE MPOrpaMMHOE o0ecrieueHne, 00pa3oBaTeIbHbI KOHTEHT U CUCTEMa 3alllUThI
OT BPEIOHOCHOM MH(pOPMAIINH), CUCTEMA 3alUThI OT BPEAOHOCHON HH(GOpMAIUH.

O6opynoBanue yuyeOHOro KaOUMHeTAa: TIOCAJIOYHBIE MECTa IO  KOJHUYECTBY
oOyuatomuxcsi; pabodyee MecTo mpenoaBaTens, ooopyaoBanHoe DBM.

Kanneasipckue nmpuHaaiexXkHocTH: Oymara kcepokcHas A4, mamka, Manka-perucTpaTop, namka 2
KOJIbLIa, XXYpHaJI pETUCTpallu UCXOAAIUX JOKYMEHTOB Ha CKPCIIKE, KXYPHAJI pETrUCTpalii BXOAAIIUX
JIOKYMEHTOB Ha CKperike, (¢aiin Briiajpil, kiei [IBA, HOKHUIBI, CTEIIep KaHISIAPCKUH, JBIPOKOII.

3.1.3. TpeboBanus kK HHPOPMALMOHHO--METOANYECCKOMY 00eCIIeYCHUIO
OcHOBHbIE HCTOYHHMKH:

Kysnenos, W. H. JlokymeHTanuoHHOe obecniedeHue ympasieHus. JoKyMeHTOoOOpoT W
JIEIONIPOU3BOJICTBO: YYEOHMK W TPAKTHKyM JUIsl TpUKiIagHoro OakanmaBpuata / WM. H.
Ky3nenos. — M.: U3natensctBo FOpaiit, 2018. — 461 c..

Kysnenos, W. H. JlokymeHTanuoHHOe obecniedeHue yrpasieHus. JoKyMeHTOoOOpoT W
JIeNONPOU3BOACTBO: yueOHUK U npaktukyM s CI1O / U. H. Ky3ueno. — M.: U3narenbcTBo
FOpaiir, 2018. — 462 c.

Tomenko, XK. T. Coumonorusi ympapieHHs: YYEOHHK M TPAKTHKYM JJIs1 aKaJeMHYECKOTO
6akanaBpuata / XK. T. Tomenko. — M.: U3aarensctBo KOpaiit,2018. — 303 c.

Koucturynus PO®.

JlonoJHUTe/IbHbIE HCTOYHUKM:

Porocxkxun M. 1O. Opranuzanusi ympaBieHHsT TEPCOHAIIOM Npeanpuarus]: Yuel. - MpaxT.
IToco6ue / M.}O.Poroxun - M.: U3a-Bo PIIJI, 2015 - 224c.

Kpyrnsuckas JI. 5. Hacronbnas kaura cexperapsi: CrpaBounuk - CI16, 2014.
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Ilepedyensb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTn «AHTEepHETY,
HEeO0XO0AUMBIX /1JIS1 OCBOEHMS IV CHUNITIHHBI

» Iloprann «ApxuBbl Poccun» [DiekTpoHHBIN pecypc]. DiekTpoH. aaH. - M.: Pocapxus,
2001. - Pexum gocryna:_http://www.rusarchives.ru. - 17.05.2018;

» Bcepoccuiickuii  Hay4HO-MCCIEIOBATENbCKH ~ MHCTUTYT  JOKYMEHTOBEACHUS U
apxuBHoro aena (BHUUIAM) [OnekTpoHHBIH pecypc]. DnekTpoH. maH. - M.:
BHUUNIAUA, 2010. - Pexxum noctyna: http://www.vniidad.ru. - 17.05.2018;

» Odunmanbupiii  cailt komnanun «Koncynerant Ilmoc» [DaekTpoHHBI pecypce]:
3akoHoaaTenbCcTBO PD: KOAEKCHI, 3aKOHBI, YKa3bl, IOCTAHOBIICHHUS IIpaBUTENbCTBA PO.
DnekTpoH. aaH. - 1997. - Pexum gocryna: http://www.consultant.ru_- 18.05.2018.

> WnpopmanronHo-npaBoBoi noptai «I['apanT» [DIeKTpoHHBIN pecypc]:
3aKOHOAATENHCTBO (KOAEKCHI, 3aKOHBI, yKa3 bl, TocTaHOBIeHUs ) PD, ananuTuKa,
KOMMeHTapuu. DnekTpoH. nad - M.: HIIIT «'TAPAHT-CEPBUC- YHUBEPCUTET

3.2. KOHTpPOJIb ¥ OLIEeHKA 0CBOEHHSI MPOrPaMMbl

3.2.1. KonTpo,b kayecTBa NOATOTOBKH

Texkymmii KOHTPOJIb YCIIEBAEMOCTH OOYYAIOMIMXCS TPEICTABIISET CHCTEMATHYECKYIO
MPOBEPKY YYEOHBIX JOCTKEHUI OO0y4yarommxcs, MPOBOAMMYIO IperojaBaTelieM B XOJe
OCYILIECTBJICHUsI ~ 00pa30BaTENIbHOM  JESATENbHOCTH B COOTBETCTBUM C  OCHOBHOM
oOpa3zoBarenbHOM nporpammoit. IIpoBenieHre TeKyIero KOHTPOJIs yCIeBaeMOCTH HAIIPABIIEHO
Ha o0ecrieyeHre BBICTpaMBaHUS 00Pa30BaTENLHOIO IMpolecca MaKCUMalbHO 3()()EKTUBHBIM
o0pa3oMm Il TOCTUKEHUS pe3yIbTaTOB OCBOEHUSI OCHOBHOM 00pa30BaTeIbHOM IPOrPaMMBI.

Texkymmii KOHTPOJIb YCIIEBAEMOCTH O0yUaroIIMXCsl MPOBOJUTCS B T€UEHHE y4eOHOTro
nepuoJia B LEeJsIX:

1. KOHTpOJIS YpPOBHSI JOCTHIKCHHS YYAlIUMHUCS PE3YJIbTATOB, IMPEIYCMOTPEHHBIX
o0pa30BaTeabHON MPOrpaMMoii;

2. OULEHKH COOTBETCTBUS PE3Yy/IbTATOB OCBOEHUS 00pa30BaTebHOM MPOrpamMMmBbl;

3. mpoBeneHUs 00YYarOUIMMCS CaMOOIIEHKH, OLIEHKU €ro paboThl MeJarorn4eckum
PabOTHUKOM C LIE€JIbI0 BO3MOKHOTO COBEPIIEHCTBOBAHUS 00pa30BaTeIbHOrO Mpoliecca.

@OopMbI TEKYILEro KOHTPOJIS OINpeneNseT MpenojaBareib ¢ y4eTOM KOHTHHIEHTA
oOyyaroluxcs, CoJepKaHUs ydyeOHOro MmaTepuaiga M HCIHOJIb3YyEeMBIX 00pa30BaTENIbHbBIX
TEXHOJIOTHIA.

Texkymmii KOHTPOJIb MO TEOPETHYECKOMY OOYYEHHIO OCYIIECTBiIsSeTcs B (opme
ycTHOro ompoca ((ppOHTaNbHBIM, T'PYNIOBOW, WHAMBUIYAIbHBIH) W NMHUCBMEHHOTO OIpOCa
(camocTosATenbHas paboTa, TECTOBBI KOHTPOJb, COCTABJIEHHE TE3MCOB M OIOPHBIX
KOHCIIEKTOB U JIOKJIAJIOB).

IIpoMe:kyTouHasi aTTeCTALMSA
LenssMu mpoBeaeHHSI TPOMEKYTOUHOM aTTECTAIIMU SBIISTFOTCS:

1. 00BEKTUBHOE yCTAHOBJIEHHE (DaKTHYECKOTO YPOBHSI OCBOCHHS 00pa30BaTEIbHOMN
IIPOrpaMMBbI U JOCTHIKEHHS Pe3yIbTaTOB OCBOCHUS 00pa30BaTeIbHON MPOTrPaMMBL;

2. COOTHECEHHE DJTOr0 YpOBHA C KBaIM(PUKAUMOHHBIMU  TpPeOOBAHUSIMU,
YKa3aHHBIMH B KBaJU(UKALNOHHON XapaKTepUCTUKE Mpodeccuu;
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3. OLIEHKA JIOCTHXKEHHUH KOHKPETHOTO OOy4aromierocsi, IMO3BOJISIONIAs BBISBUTH
poOenasl B OCBOGHMH UM 0OpPa30BaTeNbHONW IMPOrpaMMbl M YYUTHIBATh WHAWBUAYaJIbHBIE
NoTpeOHOCTH YYaIIerocsi B OCYIIECTBICHHH 00pa30BaTEIbHOM eI TeIbHOCTH;

4. OLIEHKa JOUHAMUKMA  HHAMBHUIYaIbHbIX  0Opa30BaTENbHBIX  JOCTHXKEHHH,
NPOABIDKEHHSI B JIOCTWIKCHUHW IUIAHUPYEMBIX pPE3YyJIbTaTOB OCBOCHHS 00pa30BaTENbHON
IPOTPaMMBI.

5. IPOMEKYTOUHAsl aTTeCTalysl IMPOBOAUTCS B COOTBETCTBUU C KaJECHIAPHBIM
rpaduKoM yuebHOro mporecca.

Hrorosas arrecranus

[IpodeccnonanbHas MOATOTOBKA 3aBEpIIACTCS HTOTOBOM arrectanueil B Qopme
KBaJIM(PUKAIIMOHHOTO 9K3aMEHa.

KBanudukannoHHbIX 5K3aMeH BKJIIOYAeT B ce0sl MPAKTUYECKYIO KBATM(PUKALIMOHHYIO
paboTy M MPOBEPKY TEOPETUYECKUX 3HAHWW B Mpeaenax KBadu(UKAIMOHHBIX TPeOOBAaHUH,
yKa3aHHbIX B KBJIM(PUKALMOHHOMN XapaKTepUCTUKE MPOPECCUH.

B mepuoa moAroToBKH K BBITYCKHOMY KBaTH(DHUKAIIMOHHOMY SK3aMEHY MPOBOIUTCS
KOHCYJIbTAIIH 32 CUYET CIIENUAIBHO OTBEIEHHOTO Ha HEe BPEMEHHU.

K wuroroBoii arrectauuMu JIOMYCKAarOTCs JIMIA, BBIIOJHHUBIIKME TpeOOBaHUS,
MPEIYCMOTPEHHBIE TPOTrPaMMOl MPO(PECCHOHATBHOTO 00ydeHHs 10 MPO(ECcCHu M YCIIEeITHO
MPOIIEIINE BCE aTTECTAIIMOHHBIE UCITBITAaHHS, TPEAYCMOTPEHHBIE TIPOTPAMMOIA.

JlumaMm, mpoUIeqIIMM —COOTBETCTBYIOIIEe OOydeHHEe B IOJHOM oO0ObeMe H
MOJYYMBIIUM  IOJOXHUTEIbHYIO OLIEHKY Ha MTOTOBOM aTTeCTallMM, HpPUCBAaUBAeTCA
kBanpukanus no npodeccun «Cekperapp — aAMHUHHCTPATOP» M BbLIAETCS JOKYMEHT
YCTaHOBJIEHHOT'O 00pas3La.

3.2.2. OueHoYHBIC CPEACTBA

» 3aBepmiaeTcst oOydeHHe MO y4eOHOH NMpakTHKe MpoBeAcHUEM UG epeHIIIpOBAaHHOTO
3ayeTa.
AnpecoBaHue JOKYMEHTOB.
bnank u ero cocras.
Bunel 6:1aHKOB.
Busl 1OKyMEHTOB.
Bupl npukas3oB M0 JINYHOMY COCTaBYy.
JloIDKHOCTHASI HHCTPYKIIHSI M €€ OCHOBHBIC Pa3/IeITb
Kommepueckoe nmucemo (Odepra).
KoHTposb 32 UCTIOTHEHHEM JIOKYMEHTOB.
OO0s13aTebHBIC PEKBU3UTHI IS TIHCEM.
OpraHu3anroHHO - PaCHOPSAUTENbHBIE JOKYMEHTHI.
OpraHu3annoHHbIE JOKYMEHTHI.
Opraan3annoHHbIe (HOPMBI BEICHUS ICTOMPON3BOJICTBA.
Opranu3zanus J0KyMEHT0000pOTa Ha MPEANPUSTHH.
Opranuzanus pabodero Mecta JAeI0npPON3BOIUTEIS.
OTtTHCK neyaTH.
OdopmuTh rapaHTUITHOE TTHCHMO.
OdopMHUTDH JOKIAJHYIO 3aMUCKY.
Odopmuts 3as1BIEHHE O KOMAHIUPOBAHUU U U3]1aTh ITPUKa3 HA OCHOBAHUU 3asIBJICHUS.

VVYVVVVVYVVYVYVYVYVYVVYVYYVY
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Odopmuth 3asBIeHHE O Ha3HAUYCHHM Ha JOJDKHOCTh M M3/1aTh NMPHKA3 HA OCHOBaHWUU
3asBJICHUS.

OdopMuTh 3asBlIeHHE O TPEIOCTABICHUU OTITyCKa M U3/1aTh IPUKa3 Ha OCHOBAHUU
3asBIICHHUSL.

OdopmuTh 3asBICHHE O PEIOCTABICHUH OTITYCKa 110 OEPEMEHHOCTH U POJIaM H U3]1aTh
CJIOHBIN IPHUKa3 HA OCHOBAHUHU 3asIBJICHUS.

OdopmuTh 3asiBIEHHE O TMPENOCTABICHUM YYEOHOro OTIyCKa M M3JaTh MPHUKa3 Ha
OCHOBAHUU 3asIBJICHUS.

OdopMuTh 3asBiIeHHE O TPUEME Ha pabOTy U U3/1aTh IPHUKA3 HA OCHOBAHUHU 3asIBIICHUS.
Odopmuts 3asBieHre 00 H3MEHEHUM GaMHINM M H3/1aTh NPUKa3 HA OCHOBAHWUU
3asBIICHHUS.

OdopMuTts 3asBiieHne 00 YBOJIbHEHUU U U3JaTh PUKA3 HA OCHOBAHUU 3asBIICHUSI.
OdopMHTH KpaTKHii TPOTOKOJL.

OdopMHUTh TUCHMO — IMPHTIIALICHHUE.

OdopMuUTH TUCHMO -TIPOCHOY.

OdopmMuTh MUCEMO-OTBET \ C TEKCTOM\

OdopMHUTh TUCHMO-0TKA3.

OdopMuTh TUCHMO-TpeOOBaHHE.

OdopMUTH TUCHMO-LIUPKYJISP.

OdopMHTH TPETEH3MOHHOE TTHCHMO.

OdopMuTh mpHKa3 IO OCHOBHOM /1€ATEIHHOCTH.

OdopmMHUTH TPOTOKOJL.

OdopmMuTh CONMPOBOAUTEIHHOE MTHUCHMO.

Odopmnenue akTa.

OdopmiieHre mucbMa MO31paBICHHUSL.

Odopmiierne muchrMa-moATBEPKICHUS.

Odopmiienne nprkasa 0 Ha3HaYEHUHU Ha JOJHKHOCTb.

Odopmiienne mpukasa o Npe10CTaBICHNN OTIYCKOB.

Odopmienne npukasza 00 yBOJIbHEHUHU.

Odopmiienne npukasa rnepeBojia Ha Ipyryro padoTy.

OdopmiieHne mpukasa o OCHOBHOU J€ATEIbHOCTH.

OdopmiteHre MPUKa30B MO JHYHOMY COCTaBY.

Odopmiierre mpoToKoIa.

OdopmiieHne pacropsaUTEIbHBIX JOKYMEHTOB.

OdopmieHne peKBU3UTOB

OdopmiieHne cripaBKH.

Odopmiienre cpaBo4HO-UH(POPMAIIMOHHBIX JOKYMEHTOB.

Odopmiienne TesnerpamMmmal.

Odopmienue TenepoHOrpaMMBbl.

OdopmiieHre MTaTHOTO PaCIUCAHUS.

OdopMrenus mrucbMa HATOMUHAHUS U U3BEIICHHSL.

Odopmrenus npukasza o TOOMIPEHNUH U B3bICKAHUU.

OdopmiieHHs CBOAHBIX MPUKA30B 110 JINYHOMY COCTAaBY.

[TonsiTHEe 0 HOKyMEHTAX.

[IpaBuia noaAroToBKU 0 0OPMIICHHUS TOKYMEHTOB.

IIpeTeH3nOHHOE TUCHEMO.

Perucrpanus 1OKyMEHTOB.
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paboTHUKA.

Pexsuzuter OP/I.

Peknamubie muceMma.

CnyxeOHbIE TUChMA.

Cocrasnienue u ohopmiieHue e (JTUCTa-3aBepUTEIS JIeNa, JTUCTA U KapThl-3aMECTHTEIs

MAOY COLI Ne 167

Cocranenue u opopmiieHue aen (00JI0KKHU Jiena, BHYTPEHHEH OMMKCH J1eT1a)
CocraBienue 1 0popMIICHHE JOBEPEHHOCTH.

CocraBienue u opopmIIeHHE JOKIIATHON 3aIUCKH.

CocraBieHue 1 0popMIICHHE HHCTPYKIIUH TI0 JICTIONPOU3BOJICTBY

Cocrasnienue u ohopmiieHuE OOBSICHUTETLHON 3aIMUCKH.

CocraBinenue u odopmieHne coriacusi Ha OOpabOTKYy NEPCOHAIBHBIX JaHHBIX

3.2.3. IIporpaMMa nNpaKTH4YeCKOro 00y4eHust

Tema 1.1. Conepxanue:
CoBepliieHCTBOBaHHE TexHuka 6€30MacHOCTH U 0€30MaCHOCTh TPYy/la B KOMIIBIOTEPHOM
TEeXHUKU U CKOPOCTH | kiacce.
TChMa Opranusanus pabodero Mmecra
OtpaboTka TEXHUKM NHUCbMA: IMHCbMO TEKCTOB Pa3IMYHOMN
CIIO)KHOCTH; pPEJAaKTUpOBaHHWE U  (OpMaTHUPOBAHUE; BCTaBKa
00BEKTOB.
Tema 1.2. Coneprxanue:
OpranuzaionHo- Odopmienne o6pasiia JOIKHOCTHOU HHCTPYKITAN
MIPaBOBBIE JIOKYMEHTHI
Coneprxanue:
Tema 1.3. Cocranenue u ohopmiieHUE TOCTaHOBJIEHUS
OpranuzannoHHo- Cocrasnenue u opopmiieHUE puKasza
paclopAAUTCIbHBIC Cocrasnenue u opopmiieHUE BBIUCKH U3 TPUKa3a
AOKYMCHTBI CocraBienue 1 opopMIIeHHE PELICHUS
Tema 1.4. Coneprxanue:
Nupopmanronno- Cocrasnenue u oopmiieHue gakca, TeaepOHOrpaMMBbI
ClIpaBOHasdA CocraBnenue u opopMIIeHHE aKTa
JTOKYMEHTAIUs

CocraBneHue u O(bOpMJ'IeHI/IC HpOTOKOHa M BBIITMCKH

Cocrapnenue u 0opMIICHHUE TOKIATHON, CITYKEOHOU U
O0OBSCHUTEIILHON 3aIHCOK

CocraBneHue u O(bOpMJ'IeHI/IC paSHOBHﬂHOCTeﬁ JACITOBBIX ITMCEM

Tema 1.5. Ilpuxiagasie
nporpammbel MS Office

Conepxanue:

Co3aHue Npe3eHTalu C aHUMaIuen

Tema 1.6. KanpoBas
pabora

Conepxanue:

OdopmrneHne pe3toMe U COPOBOTUTENBHOTO MUChMA.

Odopmnenne Jlnunoit kaprouku pabotauka Odopmienue GopMel
BHYTPEHHEH OIUCH JOKYMEHTOB.

Odopmiienne TpyI0BOro J0roBopa
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Odopmnenne o6pasnoB Ilpukaza o mnpueme Ha paboTy u
00s13aTeNIbCTBA O HEpa3TJIalllCHUH CITY)KeOHON TalHBI

OdopmiteHHe TUTYJIBHOTO JHcTa TPYHI0BOW KHUKKH U 3aIOJIHEHUEC
ee paznenoB. OdopmieHue GopMbl JKypHala ydeTa JBIKCHUS
TPYIOBBIX KHHKEK M AKTa ClIMCaHHs OJaHKOB TPYIOBBIX KHHKEK U
BKJIQJIBIIIEH K HUM

Odopmnenune 3asBieHuss o TmpueMe Ha padory OdopmieHue
JOKYMEHTOB O TIEpEBOJIC Ha APYTYIO PaboTy

3.2.4. MeToanueckne MaTepUuaJIbl
Tema 1. ]lenoBas wurpa «Kamposelii Bompoc». AmnkerupoBanue «lIpodeccrnonanbHast
TOTOBHOCTBY.

3agaya: 3HaKOMCTBO € HOBBIMH IIpodeccusiMu Ha pbiHKe Tpyna. [Ipodeccuu B chepe
yIIpaBJICHUS: CEKpeTapb-peepeHT, CeKpeTapb-MallUHUCTKA, aJIMUHHCTPATOp TOCTUHHIIBI,
JEJIONPOU3BOJUTENb,  JUCHETYEP, COTPYAHMK clpaBoyHOM  ciyxObl. CocraBieHue
poheCCHOHOTPAMMBI.
Tema 2. 3HayeHue JIOKYMEHTALlMOHHOTO OOECIEYEeHUs YIPaBICHHS B COBPEMEHHBIX
SKOHOMHYECKUX ycloBHsAX. OcHOBHbIe TOHATUS U onpenenenus. Kiaccuduxanus
JIOKYMEHTOB.

3amaga: O3HaKOMJIEHHME Y4YalllUXCS C HEOOXOIUMOCTHIO JTOKYMEHTHPOBAHMUS
YIIPaBJICHYECKON uHpOpMaLuy, c BAXHOCTBIO IIPaBUJIHOMN OpraHu3aluu
JOKYMEHTAI[MOHHOTO OOecCHeueHusi B OpraHu3alMy, YUYpeXJIeHUHM M Ha HNpeANpUSTHH
HE3aBHUCUMO OT (OpMbI COOCTBEHHOCTH, C COOTHOIIEHMEM IOHSTUH «WHOpMaLus» Hu
«IOKYMEHT», C MHOT0O0Opa3nueM IOKYMEHTOB; U3YYUTh OCHOBHbBIE TEPMUHBI U ONIPEACTICHUS.
Tema 3. DKcKypcusi B IPUEMHYIO PYKOBOJUTENS

3agava: 3HAKOMCTBO C MOPSJIKOM JOKYMEHTHOIO 00ecHneueHus: U IpaBUIaMU
o0ciTykK1BaHUs pabOThl PyKOBOJUTEIIS.
VYopaxkHeHus U 3a1aHus: «AHKeTay, «BuzutHas kapTouka»
Tema 4. Odopmienne pexkBU3UTOB. CTUIMCTHKA J€I0BOM JokyMeHTanuu. dopmatel Oymaru
u nossa I'OCT P. 6 30-2003.

[Tpaktrueckas pabora: «Iloctpoenue Gpopmynspa — oOpasia ¢ yriaoBeIM U TTPOIOTHHBIM

PacrooKeHUEM PEKBU3UTOB.

3amaga: O3HAKOMUTH YyYallUXCAd C OCHOBHBIM HOPMAaTHUBHBIM JIOKYMEHTOM,
periIaMeHTHPYIONUM MpaBuia O(GOpMIICHUs YIPABICHUECKUX JOKYMEHTOB; (POpPMHpPOBATH
HaBBIKM MTOCTPOCHMSI TPOCTEUIIINX JIETOBBIX OyMar U JOKYMEHTOB.
Tema 5. PexBU3UTHI, NpUAAOIIME JOKYMEHTaM IOPUIMYECKYIO CHIy. BIaHKH TOKyMEHTOB.
[IpakTryeckas pabota: «AHanu3 GopMymsipa JOKYMEHTa.

3anaya: O3HaKOMUTH C TOHSTHEM «PEKBU3UT» U BUAaMU Gopmyisipa — obpasia, ¢
npaBuiIaMu O(OPMIIEHUS PEKBU3UTOB; pa3BUBATh MPAKTUKO-OPHEHTHUPOBAHHBIC HABBIKU B
paboTe ¢ TOKyMEHTaMHu.
Tema 6. TpeGoBaHus K TEKCTy JokyMeHTa. Hopmbl ouiimansHOro CTus.

3agava: O3HAaKOMHUTH y4allUXcs € BHIAMHU OJIAHKOB, CIIOCOOAMHU HW3rOTOBIICHHMS
0J1aHKOB, C TPEOOBAHUSAMHU, NIPEIBIBIIEMBIMU K TEKCTaM O(PUIIMAIBHBIX JOKYMEHTOB.
Tema 7. Pestome, 3asaBieHue, aBToonorpadus, aHkera.
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[IpakTrueckas padota: «CocTaBieHue aBToOMOrpapum.

3amava: O3HAKOMUTH Y4YAIIMXCSA C BUJAMHU JOKYMEHTAIlMU MO JUYHOMY COCTaBY,
HAy4YUTh COCTABIIATH K OQOPMIISATH PE3FOME U Jp. JOKYMEHTBI, IPUKA3bI 10 TUYHOMY COCTABY.
Tema 8. JlenmoBoe mmcbMO. OTHKET JeioBoi mnepenucku. IIpakruueckas pabora:
«OdopmiteHne ciry’>keOHOTO MHChMaY.

3amavya: O3HAKOMUTH y4alllUXCS C BUIAMH CIY>KEOHBIX THCEM, TpeOOBaHUSMHU K
TEKCTY CIY>KEOHBIX MHCEM, HAYYUTh OOPMIISATH CIIy>KEOHBIE TUCHMA.
Tema 9. Ilpuem nocerutenei, aenosas 0ecena. [IpoBenenne npueMos.

3agava: O3HAKOMHTH y4aIIUXCS ¢ OCOOCHHOCTSAMHU PAaOOTHI CEKpeTapsi B MPUEMHOM,
chOopMHUPOBATh HABBIKK BEACHHUS JICTIOBBIX PA3rOBOPOB.
Tema 10. B3auMOOTHOIIIEHUSI C PYKOBOJMTEIEM U COCIYKUBIIAMH, C TIOCETUTEIAMHU. DTHUKA.
PeueBoit aTuker. BusutHas kaprouka. [Togapku.

3amauya: CdopMupoBaTh MPEICTaBICHHE O BHEIIHEM BHUAE CEKpeTaps, KYIbType
pabouero mMecra, KylIbType noBesieHus. [[poBecT rpynmnoByro TUCKYCCHIO.
Tema 11. Y4eOHbIe 3aBEACHUSIMHI HAYAILHOTO U CPEAHETO MPOPECCHOHATFHOTO 00pa3oBaHus,
KOTOPBIE TOTOBAT BBITYCKHUKOB IIKOJI 10 CHIEIUATBHOCTH «CEKPETAPh».

3amaua: [IpoBectu ankerupoBanue «IIpodeccrnonanbHast TOTOBHOCTHY.
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