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I. llesieBoii pa3aesa o0pa3oBaTeIbHO NPOrpaMMbl MPodeccHOHAIBLHOT0 00y4YeHH st
1.1. IlosicHuTEe IbHAS 3aIIUCKA

OcHoBHast oOpa3oBarenbHasi mporpaMma NpodecCHOHATBHOrO OO0yueHus (manee
[Iporpamma) Ilentpa mnpodeccronasbHOoro oO0yyeHUss MyHHMIMIIATBFHOTO ABTOHOMHOTO
00111e00pa30BaTEIFHOTO YUPESXKACHHS CpeIHel oOrieoOpazoBaTebHON mKOJIbl Ne 167 (manee -
MAOY COLI Ne 167) mnpenna3HaueHa i oOy4yeHHs OOy4alOImIMXCSl B paMKax
npodeccuoHaNbHOM MOATOTOBKH MO JOHKHOCTH «CeKkperapb-aIMUHUCTPATOPY», U pa3paboTaHa B
COOTBETCTBUU C HOPMATHUBHO IPABOBBIMU JIOKYMEHTAMU:

> ®denepanbubiii 3akoH 0T 29 nexabps 2012 roma Ne 273-03 «O6 ob6pa3oBaHuU B
Poccuiickoit ®enepanumny.

»  llpuka3 MunuctepcTBa oOpazoBaHusi U Hayku Poccuiickoit @enepanuu ot 18
anpenst 2013 1. Ne292 «OO6 yTBep)KIEHHHM TMOpSJKa OpraHU3alUd M OCYIIECTBICHUS
00pa3oBaTeNbHON AEATEIBHOCTH TI0 OCHOBHBIM ITPOrpaMMaM MpopeCCHOHATEHOTO 00yICHHUS.

»  Ilpuka3z Munmnpocsemieauss Poccun ot 14.07.2023 N 534 (pen. ot 10.09.2025)
"O6 yrBepxkaenuu llepeuns mpodeccuii paboYMX, MTOIDKHOCTEH CIYXKAIIMX, MO KOTOPBIM
ocymiectBisiercss mpodeccuonansHoe oOydenue" (3apeructpupoBaHo B MuHniocte Poccuu
14.08.2023 N 74776).

> Enunpiii  kBanuM@UKAMOHHBIA  CHPAaBOYHHUK  JIOJDKHOCTEH  PYKOBOJAMTENEH,
CIIEIUATIUCTOB U chyxkamux (penakmus ot 9 anpens 2018 roga, B ToM 4HCIe ¢ U3MEHEHHUSIMH,
BCTYNUBIIMMU B cuiny 1 utons 2018 rona).

»  llpodeccuonanbublii  crapmapr 1o  npodeccun  «CHemuaguct 1o
OpPraHU3al[MOHHOMY M JIOKyMEHTAallUOHHOMY OO€CIEUeHHUIO YIPaBJICHUS OpraHu3aiuein
(yTBepkaeH mpukazoM MuHHUCTEpCTBA TpyJa U colMalibHOM 3amuTsl Poccuiickoit ®@enepanuu
ot 06 mas 2013r. Ne276H).

[Tox npodeccnonanbHBIM 00y4E€HUEM 110 TIPOrpaMMaM NpoQecCuoHaIbHOM MOATOTOBKU
1o npodeccusiM pabouux U JTOJKHOCTAM CIYKalUX MOHUMAETCs IpodecCHOHaIbHOE 00yUeHHe
JIULI, paHee He UMEBIINX Ipodeccuu paboyero win AOHKHOCTH CITYXKAIIero.

[IpodeccuonanbHoe 00ydeHHE MO MporpammaM MpopecCHOHATbHONW MOATOTOBKU IO
npodeccusiM pabounx, TODKHOCTAM CIYXKaIUX HANPaBIEHO HA MPHOOpeTeHne 3HaHUH, YMEHUH,
HABBIKOB, B TOM YHCJIE JIIsl pa0OThl ¢ KOHKPETHBIM 000pYI0BaHUEM, TEXHOIOTHSIMH, TIOJTyYeHHE
YKa3aHHBIMH JIMIIAMUA KBATH(PUKAIIMOHHBIX pa3psaoB, KaTeropuil mo mpodeccuu pabodero uiu
JOJDKHOCTH  CcIyKamiero  06e3  WM3MeHeHMst  ypoBHS  oOpasoBaHus.  Opranuzanus
npodecCHOHANBbHOTO  OOY4YEHHsS]  perylaMEeHTHpPYeTCsl  MporpaMmod  MmpodeccHOHaIbHOTO
oOydeHHus, B TOM 4HCIE y4eOHBIM IUJIAHOM, KaJeHAapHO-TEeMaTHYEeCKHM IUIaHOM, pabOYuMH
nporpaMMaMi  JIUCHUIUIMH U TMPOQPECCHOHANBHBIX MOJIYyJeH, paclmuCaHWeM 3aHATUH W
JOKaJbHBIMH  HOPMATHBHO  TPABOBBIMH  aKTaMd  MyHUIIMIIATLHOTO  aBTOHOMHOTO
0011e00pa30BaTEILHOTO YUPEXKICHUS CpeqHEl 0011e00pa3oBaTeIbHOM KOl Ne 167.

OcHoBHBIMU (opMaMH TIPOPECCUOHATBHOTO OOYYCHHS SBISIOTCS TEOPETHUYECKHE U
npakTudeckue 3aHATHA. OCOOEHHOCTBIO pean3alui MpodhecCHOHATLHOT0 00yYeHHS SBISETCS
CTPYKTYpUpOBaHHE coJiepKaHhHe OOydeHHs B aBTOHOMHBIE OpPraHU3aIMOHHO- METOJUYECKUE
OJIOKU — pa3/aembl.
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Pazngen — nenocTHBIN HAOOp MOAJIEKAIMX OCBOCHUIO YMEHUH, 3HAHWUW, OTHOIIICHUN U
ombITa (KOMITETEHIINI), ONMUCAHHBIX B (opMme TpeOoBaHUI NMpodhecCHOHAIBHOTO CTaHAapTa IO
npodeccur, KOTOPBIM JOJDKEH COOTBETCTBOBATH OOYYAIOUIMICA MO 3aBEpIICHHH OOydeHHs
pasziena, ¥ MpeACTaBISIONUN COCTaBHYIO YacTh Oosee o0meit pyHKIuH.

Paznensl popmupyroTcs Kak CTpYKTypHas €IMHHUIIA y4eOHOro IjiaHa MO MPOQeccuu;
KaK OpraHU3al[IOHHO-METOANYECKass MEKIUCUUIUIMHAPHAS CTPYKTypa, B BHJE HAOOpa pa3HBIX
JUCLUIUIMH, OOBEJUHIEMBIX IO TEMAaTHYEeCKOMY NpU3HaKy 0a3oil; MM KaKk OpraHU3alMOHHO-
MeTOouYecKasl CTPYKTYpHasl eJMHHIA B paMKaxX IpodeccuoHanbHoi nporpammbl. OOydeHue no
mporpaMMe IpernosiaraeT MpoBeJeHUE aTTeCTallid — [0 OKOHYAHHWIO Y4eOHOTO MOJIYroausi u
y4eOHOTO TOAa TPOBOAMTCS MPOMEKYTOUHAs aTTecTalys, OOy4YeHHE [0 THPOrpaMme
3aBepILACTCA UTOTOBOM aTTecTanuei B (hopme KBATM(UKAITMOHHOTO IK3aMEHa.

[IporpamMMa TeopeTHUECKOro OO0y4YeHHSI COCTAaBJIIEHA C YYETOM 3HAHUH, MOJyYEHHBIX
oOydaromuMucss B 00meoOpa3oBaTeNbHON IKOJE, U MpeaycMaTpuBaeT MNpHOOpeTeHue
TEOPETUYECKUX 3HAHWH, HEOOXOIUMBIX CEKpeTaplo - aJMUHHUCTPATOpy sl TMPaKTHUYECKOU
paboThL.

Xapakrepuctuka npogdeccun:

Cekperapb - 3TO CHEUHMATUCT, KOTOPHIA JTOJDKEH 00J1aaTh JIETOBBIMH KadeCTBaMH,
KOMMYHHKa0eIpbHOCTBIO. CekpeTrapb BEIEeT BECh JOKYMEHTOOOOPOT OpraHH3alMd, HCIOIb3YS
KOMIIBIOTEPHYIO TEXHHKY, OCYHIECTBIIAET JEJIOBYIO MEPENUCKY, KOHTPOJIUPYET HCIOTHEHHUE
JOKYMEHTOB, TOTOBUT JOKYMEHTHl K Claue Ha apxuBHOe XpaHeHue. Cekperapb IUIaHUpPYeT
pabounii 1eHb pyKOBOAUTEIS, CTEHOTpa(QHUPyeT COBEIIAHUS U IIEPETOBOPHI, OPraHU3YeT BCTPEUH,
npecc- KOH(PEPEHITNH.

Ha3znauenue npogeccumn:

Beinmonnenue pa®oT 1Mo OpraHM3alMOHHO-TEXHUYECKOMY OOECIEUYEHUIO AEATENbHOCTU
aJIMAHUCTPATHBHO-YIIPABICHYECKUX  MOJpA3/eNeHni  (pyKOBOIUTENEH pa3HOTO  YpPOBHA,
pabOTHUKOB aJMHUHUCTPAlMM W JAp.) B OpPTaHM3ALMUAX, YUPEKICHUSX, MHUHHCTEPCTBAX,
BEJIOMCTBAX, MPEANPUATUIX, PUpMaxX pazHOro NpoQuiisd AesITENbHOCTU U (OPM COOCTBEHHOCTH.

1.2. llean u 3apaun

Heab nporpaMmmbl — podecCuoHaIbHAs MOATOTOBKA 00yJarouxcs B Bozpacte 14-18
aet no npodeccun «CekpeTapb-aIMUHUCTPATOP.
OCHOBHBIMU 32/1a4aMM IPOTPAMMBI SBIISIOTCS:

» (opmupoBaHHE y 00yUYaAIOMIMXCSI COBOKYITHOCTH 3HAHWW M YMEHHA, HEOOXOIMMBIX IS
OCYIIECTBIIEHUS TPYAOBBIX ACUCTBUI U TPYNOBBIX (PpyHKIMH 10 podeccun «CekpeTrapb-
AIMUHHCTPATOPY;

» pa3BHUTHE Y OOYYAOIINXCS MOTHBHPYEMOW MOTPEOHOCTH B MOIyYEHUH BOCTPEOOBAHHOM
npodeccuu, B OpraHu3aliy CaMO3aHsITOCTH Ha PhIHKE TPY/a;

» oKazaHue OOYYaIOUIMMCS TPAKTHKO-OPUEHTUPOBAHHOW MOMOLIM B MPOQPECCHOHATBHOM
CaMOOIIpeIeIeHNH, B BEIOOpE IMyTH MPOAOKEHUS MPO(hecCHOHAIBHOT0 00pa3oBaHusl.

OOyyaromumcs, YCHENIHO CIABUIMM KBaIW(DUKAIMOHHBIM 3K3aMEH IO pe3ysbTaTaM
MpoeCCHOHAIBHOTO ~ OOY4YEHUs, BBIIACTCS  CBUACTEIBCTBO  YCTAaHOBJICHHOTO  oOpasIa.
OOyuatomiuecs, He CAaBIINE KBATH()UKAMOHHBINA IK3aMEH, MOTYYaroT CIIPABKY YCTAaHOBICHHOTO
obpasra.

Bux osxonommueckoit gestenpHocTH (Kom OKBOJI) 82.11 - JlearenbHOCTH
a/IMUHUCTPATUBHO-XO0351IICTBEHHAsI KOMIUIEKCHAS 110 00ECTIEYEHUIO Pa0OThl OpraHU3aIUH.
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B yueOHOM mporiecce HCIONb3yeTCs MaTepualbHO-TEXHHYECKas 0a3a U KaJpoBbIC
pecypcet MAOY COII Ne 167.

1.3. Kateropum ody4yaromuxcs. Cpoxu ocBoenusi [Iporpammsi

Kareropusi o0y4yarommxcs.

[Iporpamma mnpodeccuoHanbHOro ooydyenuss mno mnpodeccun  «Cekperapb-
aIMMHHMCTpPATOpP» aJpecoBaHa JMLaM B Bo3pacte 14-18 umer, BkiIto4ass JuIL C
OTrpaHMYEHHBIMHU BO3MOXKHOCTSIMU 3/J0POBbSI U UHBAJIUIHOCTBIO.

®opma 00yyeHusi, IPpUMeHsieMble B pamka o0y4yeHusi mo Ilporpamme — ouHas,
OuYHO-3a04Hast, 3aoyHas. Kaxnmas w3 ¢opm oO0ydeHHSs MOXKET YaCTUYHO peam30BaHa C
IPUMEHEHHUEM JIMCTAHLIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHH U 3JIEKTPOHHOIO O0Y4EHUSI.

Cpok ocBOeHHMSI NPOrpaMMbl, PeXHM 3aHATHH: cpok ocBoeHus IIporpamMmbl
npodeccuoHaabHOro odyueHus no npodeccun «Cekperapb-aIMUHUCTPATOP» COCTaBIsAeT 1 rox.
O6mee konuyecTBo yacoB 1o [Iporpamme: 144 vaca.

Pexxum 3ansaTuii. Pexum 3aHsaTHil onpenensercs CTpykTypoil yueOHoro (TeMaTHuecKoro) miaHa
Y PaCIUCAHUEM 3aHATHIA.

3ansTHe: 2 aKaJeMUUYECKUX Yaca C epepbIiBOM 15 MUHYT.

IIpoooMmKUTENBHOCTE  OJHOTO — aKaJeMudeckoro 4aca cocrasiaser 40 MHUHYT.

[leprognuHOCTb: 2 pa3a B HEJEIIO.

1.4. ®opma arrecranum. lokymeHT 00 ocBoeHun Ilporpammsl
®opma  MTOroBOW  aTrecTalMd  —  KBAIM(UKALMOHHBIM  3K3aMEH.
KBanudukanus, npucsanBaeMasi BINYCKHMKAM 00pa30BaTe/IbHON NPOrPaMMbl:
CEKpETaph —aIMUHUCTPATOP.
BbiiaBaeMblii JOKYMEHT — CBHJIETENILCTBO YCTAHOBJIEHHOT0 0Opasia.
CootBercTBUE ONUCaHUS KBaJIU(UKALMM B NPO(ECCHOHATBHOM CTaHJApTe C
TpeOOBaHUSAMU K pe3yIbTaTaM MOATOTOBKH I10 MpOrpaMmMme MpodeccnoHalbHOTO 00y4eHUs

O0o00menHbIe TPyA0BbIe QyHKINH Tpynosbie pyHKIUN
KOJ [ HamMeHOBaHWE YPOBEHB HaMEHOBAHHE KOJI YpOBEHB
KBaJIM (pUKALTH (moaypoBeHb)
KBaJIM(pUKAITIH
A |OpranmszannonHoe [Tpuem u pacnipenenenue | A/01.3 3
obecrieueHne Tesne()OHHBIX 3BOHKOB
NEeATEIbHOCTH Opranuzanus padotsi ¢ | A/02.3 3
OpraHu3aIH MTOCETUTEIISIMH
Brimonaenue A/03.3 3
KOOPJAMHUPYIOIIUX U
o0ecneunBarOIUX (YHKIIHMA
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1.5. Ilnanmpyembie pe3yjbTAaTbhl OCBOCHUS MNPOrpaMmbl NpPodecCHOHAIBLHOIO
00yueHus
OcHoBHast  uenb  BuAa  Npo(ecCHOHANBHOM  NEATENbHOCTH:  peanu3alus
oOecnieunBarOmUX (YHKIUN yIpaBiIeHUs OpraHu3alyell; BHEIPEHHE IYYIIUX TEXHUYECKUX
pa3pabOTOK U HOBEHIINX TEXHOJIOTUH B 00ECIIEUeHUE YIIPABJICHUS OpraHU3auei.

OmnpenesieHue pe3yjibTAaTOB OCBOEHHS MPOrpaMM NMpohecCHOHATIBLHOI0 00yUYeHust
HA OCHOBe NMPO(ecCHOHAIBLHOI0 CTAH/IapPTAa

IIpodeccnonanbHbIi IIporpamma npogeccuoHAJIBHOT0 00y4YeHust
CTaHAApPT
Bun npodeccnoHaTbHOHOpraHr3auOHHOE U JOKYMEHTAI[MOHHOE obecrnieueHue
e TeTbHOCTH YIIPABJICHHUS] OPTaHU3aAIUsIMHU JIFOOBIX OPraHU3alMOHHO-TIPABOBBIX
hopm

O60011eHHas TpyaoBasOpraHu3aiuoHHOe 00eCcTieueHue NeATeIbHOCTH OPTaHU3aIiH
byHKIISA

TpynoBast GyHKIIS [Ipuem u pacnpeneneHue TeaeOHHBIX 3BOHKOB OpraHU3aIlluu

OpraHI/I3aHI/I$I pa6OTBI C ITOCCTUTCIIAIMU OpraHru3al

BoinosHeHNEe KOOPAUHUPYIOLIUX U 00ecriednBatonX (QyHKIUI

pr,I[OBOG JeUCTBUEC HepeHaHpaBneHI/Ie TCJ'IC(bOHHBIX 3BOHKOB PYKOBOACTBY H
COTPYAHUKAM OpraHU3aluu

Perucrpanus noctynarmomumx TeaeOHHbIX 3BOHKOB

[lonyyenne  HeoOXoaumoil  uHpOpManuMu W Hepenaya)
CaHKIIMOHMPOBAHHOM HH(pOpMaLUU 1o TenepoHy

Bcerpeua mnoceruTenei, MojydeHWe MEPBUYHOW HHPOpPMAIUH O
[MOCEeTUTENSIX M TMOMOIIb B  OpraHM3allMd HMX IpHeMa
[PYKOBOJUTENIEM U COTPYJHUKAMU

Benenue KypHaJia y4ueTa MOCETUTEINEH

Vet nocerureneit 1 opopMIICHHE TPOIYCKOB

CopeiicTBUE  ONEpPaTHBHOMY  pPAacCMOTPEHHIO  MPOCKO U
[IPEAIOKEHUN TOCETUTENEN

[IppeM u mepenada JOKYMEHTOB IIOCETHTENIEH PYKOBOJCTBY H
COTPYAHHKAaM OpPraHH3aluu

Opranu3zanys 1 OpOHUPOBAHKE MTEPETOBOPHBIX KOMHAT

CepBupoBka yaitHoro(ko(eiHoro) croya B opuc

[lpurotoBneHue HamUTKOB (4ail, Kode, NPOXIAAUTEIHHBIE
HAITUTKHN)

Benenue xxypHana pa3be310B paOOTHUKOB OpraHU3aIluu

Koopaunarust paboTbl KypbepoB U BOJUTEIICH OpraHU3aluu

Benenue kypHama pa3be3qoB  KyphbepoB  OpraHM3allud U
MapIIpyTOB BOAUTEIEH
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CocTaBjieHHE CIpaBKU O pa3be3ax paOOTHHUKOB, KYphEpOB H
MapipyTax BOJUTENIEH OpraHu3alu

Y MeHne

Mcrnosib30BaTh TEXHUYECKUE W IPOTPAMMHBIE CpEICTBA A
[TPOBEICHUS TOJIOCOBOW MIIH BHI€0-KOH(EPEHII-CBA3U

lcrionb30BaTh CpencTBa KOMMYHHMKAIIMOHHON OPITEXHHUKHU s
[oJIydeHus U nepefadn nHhopMauu

BecTu yueTHbIE perucTpaloHHbIE (DOPMBI, HCIIOIB30BATh UX IS
H(pOPMAIIMOHHOH paboThI

YcTaHaBiIMBaTh KOHTAKT C COOCCETHHKOM, TOAJICPKUBATh U
pa3BHBaTh  JICNIOBYI0 Oeceqy B mpolecce  TeIepOHHBIX
[1eperoBopoB

CriaxuBaTh KOH(1)JII/IKTHBIG u CJIOXKHBIC CUTyalluy
MCKIIMYHOCTHOT'O B33,HMOI[€I>1CTBI/I$I

Cobmto1aTh CITy:KeOHBI STUKET

OO0MmAaThbCs C IMOCETUTETSIMHU

lcnonbp30BaTh YCTAHOBJICHHBIC ImpaBujia u npoucaypsl
KOMMYHHKAIIUU BHYTPHU OpraHu3aluin

Bectu YUYCTHBIC (1)OpMBI, HUCIIOJIB30BaTh UX AJIA pa6OTLI

Co3/1aBaTh TOJIOKUTEIBHBIM HMUDK OpraHu3allii, MPUHUMATH
MEpBI 110 Pa3pEIICHUI0 KOHMIUKTHBIX CUTYallUi

HpI/IMeHHTB I/IH(1)OpMaI_II/IOHHO'KOMMYHI/IKaI_II/IOHHHe TCXHOJIOTNH

ObecneunBaTh KOH(UACHINAIBHOCTS HH(POPMAITUIH

COCTaBJIATE U BECTU YUYCTHBIC TOKYMCHTEIL

[[puMEHATH cpeAcTBa KOMMYHHUKALMM JUIS MEpeJadyy IMOPyYEHUN
[PYKOBOAMTEIIA U COTPYAHUKOB OPraHU3aLUU

[IpuMeHsATH COBpEMEHHBIE cpencTBa cOopa, o00paboTKH U
nepenayu MHGopMauu

OHGHI/IB&TI) PE3YIbTATHI B paMKax IMOCTABJICHHBIX 3a/1a4

OcCyIecTBIAT KOHTPOJIb UCIIOJIHEHHSI IOPYYEHUN PYKOBOIUTENS
COTpYAHUKAMHU

SHaHue

DyHKIUY, 33]]a4, CTPYKTypa OpraHu3aluu, ee CBsI3U

[IpaBuna  B3aMMOJEHCTBHS C  IApTHEPAMH,  KJIMEHTaMH,
CpeICTBaMHU MaccOBOM MH(pOpMAIUU

ITHKA JEJIOBOr0 OOIIEHUS

HpaBI/IJ'Ia PEUYCBOTO 3TUKETA

TpeboBaHus oxpaHbl Tpyaa

[IpaBuia 3amuThl KOHGUIECHITMATBLHOM CITy>)keOHON nH(pOpMaIuu

[IpaBuia opraHu3anyy pueMa MoCeTUTENEH

[IpaBuna gem0BOTO OOIIECHUS

CTpyKTypa OpraHu3alid M pachupeneiacHue (QyHKIUH Mexmy]|

CTPYKTYpPHBIMU MOAPA3JCICHUIMU U CIEIMATUCTAMU
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[IpaBuia opranu3anuu NpueMoB B opuce

[IpaBuia cepBUPOBKH YaiftHOTO (KO(EHHOT0) cTONIa

HpaBI/IHa IPUTOTOBJICHHUA W IIOJAa4YU I'OpAYNX HAIIUTKOB U 3dKYCOK|
K HUM

Coneprkanue IporpaMMbl IPOPECCUOHATHFHOTO 00YUEHHS OTPEICISICTCI HA OCHOBE
TpeboBaHUl TPO(ECCHOHATBHBIX CTAHAAPTOB (MPU HATMYMK) WIH YCTAHOBIIEHHBIX
KBATM(UKAIIMOHHBIX TPEOOBAHUH.
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I1. Conep:kaTesibHBIN pa3ies 00pa3oBaTeJbHONH NPOrpaMMbl NPOo¢ecCHOHAIBHOTO0
o0y4eHust

2.1. Copepxanne nporpaMmmsbl NpogecCHOHATBHOI0 00yUeHH s

Pa3nes 1. O0menpogeccnonaJbHbIN MOLYJIb

1.1. OcHOBBI peIaKTHPOBAHUSA JOKYMEHTOB.

Teopus. KyneTypa uenoBeka u KynbTypa peud. OCHOBHBIE (YHKIMHM S3bIKA.
B3aumocBs3p KyJnbTyphl 4eJIOBEKa U KyJbTYypbl peud. HopmaTuBHbBINA, KOMMYHUKATUBHBIA U
ITUYECKHUN aCIEKThl pe4eBOM KyJIbTypbl. DYHKIIMOHAIBHBIA CTHIIM PYCCKOTO JIMTEPATYPHOTO.
Ctumm peun. OCHOBHBIE YepThl, OCOOCHHOCTH M MpPH3HAKH BcexX cTmiieil. Hopmbl pycckoro
peueBoro stukera. Opdoosnus, opporpadus. Cunrakcuc u nyHkryauus. [IpuHuunsl u
¢byHkuun pycckoil myHKTyamud. CMBICIOBas pojb 3HAKOB TmpenuHaHus. CrocoObl
oopmieHus 4yxoil peun.

[Tpaktuka. Hanucanue tekcra mojx AMKTOBKY. AHanu3 Tekcra. PenaktupoBanue
TEKCTa.

1.2. [lesioBasi KyJbTYypa.

Teopusa. UMupx cekperaps-agMuHUCTpaTOpa. JIMYHOCTH CeKperaps U €ro poib B
JEATEIBHOCTH COBPEMEHHOW OpraHu3aunuu. J[oipKHOCTHAs MHCTpYKUHMA. [[enoBble U IUYHbBIE
KayecTBa cekperaps. Jlenosas sxeHmuHa-npodeccuonan. Pabouee mecto cekperapsi. OTUKET B
ciy)keOHbIX oTHolIeHusx. KopmnopartuBHas KynbTypa, (UPMEHHBIH CTUJIb OpraHU3alLUU.
CayxeOHast BepTUKaib (OTHOLIEHHUs B cucTeMe «PykoBoauTenb- noqunHeHHbIN). CiyxeOHast
rOpU30HTaNb (OTHOLIEHHUE B CHUCTEMe KoJulera- kojuiera). CiyxeOHas cyoopaunaims. Hopmel
U TpaBuja OTHOIIEHWH COTPYAHMKOB C TPEACTABUTENSIMH CTOPOHHUX OpraHM3alMi,
napTHepamu, KiIMeHTamu, noceturensimMu. CyOopauHanus. OMOLUMOHATIBHO- HEWUTpaJbHBIN
nenoBoi xapaktep. KonpuaeHmaipHOCTb.

[TpaxTuka. Jlenosas urpa: «Opranusaiusi COBELIaHU»

1.3. OcHOBBI 1€J1I0NIPON3BO/ICTBA

Teopus. JlokymMeHTalMOHHOE OOECeueHUue YNpPaBICHUYECKOM  JEeSTEIbHOCTH.
Cekperapb B CTpyKType ynpasieHus. HopmaTuBHO-MeToaMuecKas 0a3a JIeIONpOU3BO/ICTBA.
OcHOBHBIE TEpMHUHBI B JEJONPOM3BOACTBE. 3aJayd JEIONpPOM3BOJCTBA. TpeboBaHUE K
opopmiennto nokymeHTOoB Ha ocHOBel OCT. JlokymeHTupoBanue. JIOKyMEHT, BHJIbI
JOKYMEHTOB, UX Kiaccupukanus. PekBusutsl nokymeHToB [IpakThka. AHanu3 JTOKyMEHTa,
IIPUHLMII [IOCTPOEHHUA. blaHKM NOKyMEHTOB. PekBM3UTBHI NOKyMeHTa. JlOKyMEHTHpPOBaHUE,
BUIBl U crocoObl. TpeboBaHuS K TEKCTy JAOKyMeHTa. TpeOoBaHHMS K W3TOTOBJICHHUIO
JIOKYMEHTA.

3ayer «HopmaTuBHO-MeTonMYeckas Oa3a Jelompou3BoACTBa. TpeboBaHHMe K
0(OPMIICHUIO TOKYMEHTOB.

1.4. Texnuka mammuonucu. Pazgen Ne 1 «Caenoii» necaTMnanbueBblii MeTON
neyatu Ha [IK. Teopus.

OCHOBHBIE NPUHIMIIBI «CJIETOr0» JAECATUNAIBLEBOI0 METO/A I€YaTH Ha MUIIYILEH
mammHke u [IK. [lo3umuu maneueB Ha kiaBuatype. JlOKYMEHT, BUIbI JIOKYMEHTOB, HUX
KJaccuukanus.
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PexBu3uTHI MOKyMEHTOB. 3HakH mpenuHaHus. Apabckue nudpsl. KomndyecTtBeHHbIE,
HopsAKOBbIe yncauTenbHble. Hymepanuuns nynkros. Pumckue ungpsl. Hanucanue nat

[lpaktuka. OdopmiueHnne O0KyMeHTOB. [leyarh JecATUNANBIEBBIM METOIOM.
Odopmienne rpanun. [loms moxkymeHnToB. YcrtaHoBka mnojei. Ilpaktuyeckue 3amaHus.
«OtpaboTka neuatu Ha kinaBuatype. HaGop TtekcroB» «Odopmienue nokymeHTtos. Ileuats
JECSTUNAIIBLEBBIM METOIOM». 3a4eT.
1.5. Texnuka mammHonucu. Pazgen Ne 2. U3yueHne TeXHUKH ne4yaTn

Teopus. OcBoeHne NpueMoOB TEXHUKU MucbMa. OOpaboTKa KpUNTOrpamMM INIACHBIX
OykB. OdopmiieHre 3arojoBKOB UM moxa3aroiioBkoB. Hymepauus crpanun. TekcTroBble
cokpatenus. [Ipsimas peus, nuratel. OpopmiieHre MpUMeYanui, npuiioxkeHuii. Mcnpasnenue
omnbok. Mcnpasnenue ommbok Ha ITK O6paboTka kpunrorpaMm OyKB OCHOBHOH HMO3HMLIUU
naneleB. Kpuntorpammsl riacHeix OykB. Ilewath ciioroB «corjacHas — riacHas - 2
COTJIACHBIX»; «2 COTJIACHBIX - TJIACHAS - COTJIaCHAs», paboTa CO CIOTaMM THIIA - «COTJIaCHAs -
corylacHas riacHas». KpunrorpaMMbl OCHOBHOM Mo3uiuu najibieB. O0paboTka KpUITOrpaMM
OykB Bcel KkiaBuarypsl. IleuaTh cioros, medarb ABYX - U TPEeXOYKBEHHBIX KOHEUHBIX
OykBocoueranuii. Odopmienne MamuHONUCHBIX pabor. Tabmmubl. Odopmienue u
M3rOTOBJIEHHE TaOJIMUHBIX (POPM JOKYMEHTOB.
[IpaBuia BBIMOIHEHUS CIOXKHBIX TaOIHIL

[Ipaktuka. Pabora ¢ TekctoBeIM qoKyMeHTOM. HaGop Tekcra mox AukToBKy. Pabora
¢ tabmunamu. OpopmileHHE U U3TOTOBJICHNE TAOINYHBIX ()OPM TOKYMEHTOB.
1.6. Texnuka mammnonucu. Pazgea Ne 3. CkopocTh meuaru

Teopus. Onpenenenue ckopocTu neyaTd. CKOpOCTh MeYaTH M KauecTBO paboT Ha
IIK. IIpaxTuka. Habop Texcra Ha ckopocTh. KauecTBeHHBIN HAOOp TEKCTA.

Paspnen I1. AsTromatusauus OY
2.1. O¢gucHoe odopyroBaHme.

Teopus. OpranusanonHasl TEXHUKA. BUpl 1 ycTpolCcTBO OpraHnu3alioHHON

texHukH. Kcepokc. Paxc. IIpunTep. Ckanep. IlepcoHnanbHbIN KOMIIBIOTED.
MynsTumenuitnoe obopynoBanue. [leqaTHoe 1 MHOXKHUTEIbHOE 000OPYIOBAHHE.

JIeMOHCTpallMOHHAsI TEXHUKA.

Cucrema cBsizu. MynbpTumenna. CkaHMpOBaHHE U300paKeHUH.

IIpaktuka. PabGora c oprrexuukoil (opucHsiM oOopynoBanueMm). CkanupoBanue 2.1.

JIEKTPOHHBII oduc.

Teopus. OducHble TpwIOKeHUS. [[OTOTHUTETFHBIE BO3MOXHOCTH. AMIIEPaHTHOE
obecrieueHre MepcoHaIbHOTO KommbioTepa. OmneparmonHas cucrema Windows. CiyxeOHbIe
nporpammbl. TekctoBeiii pemaktopMS Word. Penaktop snekrponsbix Tabmmi MSEXcel.
[Iporpamma MSPowerPoint. TecroBsiii penakrop MS Word. 3anyck u Hauano padbotsl. BBoau
penakTupoBanue Tekcra. PopmaTtupoBaHue Tekcra. Odopmuenue crtpanuil. OdopmiieHue
JOKYMEHTOB ¢ MoMolIbio Tadynspa. OdopmiieHre 6J1aHKOB JOKYMEHTOB. MEHIO U OCHOBHBIE
nonatuss MS Excel. DnexkrponHast tabmuma. 3HakoMcTBO ¢ skpaHoM MS Excel. Ilanenn
uHctpymeHToB MS Excel.BBox u pemakTupoBaHue NaHHBIX. AHanMM3 U 00paboTKa JaHHBIX.
[Ipesentanus MS PowerPoint. Bosmoxxaoctu MS PowerPoint. Cnaiiger. PaboTa ¢ TekcToMm.
ONEKTPOHHBIE JOKYMEHTBI M X XPAHEHHE. DKCIIEPTU3a LICHHOCTH JTOKYMEHTOB.

[Ipaktuka. PaGora c¢ tabnumamu u rpadukoit. Odopmienue mnpezeHTaunu B MS
PowerPoint.
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Paspea I1I. IIpodeccnonaibHbINi MOAYJIb. [l€10NPOU3BOACTBO B OPraHU3aLNHU

Teopus. CocraB ynpaBi€HUYECKUX JOKYMEHTOB oOpraHusauuu. OpraHu3anuOHHbIE
JIOKyMEHTHl PacriopsiautenbHble JOKyMEHThl. MH(GOPMAMOHHO - CHpPaBOYHBIC JOKYMEHTHI.
HenoBass mepenucka. IlpaBuna odopmieHus, CTPYKTypa W BHABI JETIOBBIX ITHCEM.
JlokyMeHTaIus o JOTOBOPHBIM MpaBOOTHOIIEHUsAIM. Opranuzanus paboTsl ¢ JOKYMEHTaMHU.
Opranuzanus  jgokymeHtoobopora. Peructpamuss noxkymentoB. Tekyiiee XpaHeHue
nokyMmeHToB. HomeHkiatypa fen. ApXxuBHOE XpaHEHHE T0KyMEHTOB OCHOBHBIE PEKBU3UTHI U
TpeboBanusi K odopmieHuto 10roBopoB. Jlokymentsl mpenmpusaTus Knaccudukanus
JOKYMEHTOB YIPABJICHUYECKON aesTenbHOCTH. YcTaB. [lonoxenus. LlltatHoe pacnucanue.
[IpaBuna BHYTpEeHHEro TpPydoOBOro pacnopsiaka. Ykazanus. [locranoBnenus. IIpukasel mo
OCHOBHOM JesTelnbHOCTH. Bplnucka u3 mnpuka3zoB. Pacnopspkenue. Pemenue. Ilporokon
(monubit u kpaTkuit). AkT. CropaBku. [lokmagnas 3amucka. OObsSCHUTENbHAS 3arKCcKa.
Tenerpamma, Ttenmedonorpamma. PekBusuthl mmchMma. [lucbmo-mipocsOa. I[ImcbMo-oTBeT.
[IpurnacurensHoe nmucbMo. COPOBOAUTENBLHOE TUCHMO.
ITucemo - coobmienue. ITucemo-orkas. Kpenutneiii qorosop. lorosop xpaHeHus. JloroBop
nocraBku. JloroBop mnpokara. Kommepueckuiti moroBop. [lonstue "moxymeHTOOOOpOT" U
pa3BUTHE  €r0  HOPMAaTUBHOM  METOJMYECKOM  periameHTauuu.  XapaKTepHCTHKA
JOKYMEHTOOOOpOoTa. DTalbl JABMKEHUS U MOPANOK 00paboTku [JoKymMeHTOB. Paborta c
BXOJALIUMHU JOKYMEHTaMH. OJTambl 00paOOTKHM JTOKyMEHTOB. KOHTpOJb HCHONHEHUS
JOKYMEHTOB. Perucrtpauus JOKyMEHTOB, BHUAbI peructpauuu. OmnpeneneHue CpoKoB
xpa"enus. Ilopsanok Beimaum aen. IloaroroBka nen m nepepada B apxu. dopma onmcu U
aktel. [lepenava nen B apxuB. Pabora ¢ koHQUACHIINATBHBIMU JOKYMEHTaMHU

[Tpaktuka. CopTUpoBKa JOKYMEHTOB MO Kiaccupukauumy. CocTaBieHHe ITaTHOTO
pacnucanus. Pabora ¢ pacnopsiautenbHbIMU JoKyMeHTaMH. CocTaBiieHne HHPOPMAIIMOHHO -
crpaBo4yHOM jJokyMmeHtanuu. OdopmieHue aenoBeix muceM. OdQopmIIeHHE THUIIOBBIX
noropopoB. Pabora ¢ HCXOOMIIMMU M BHYTPEHHMMH JokyMeHTamMu. OdopmieHue
HOMEHKJaTypsl fen. OdopmiieHre JOKyMEHTAIMH Ul apXH1Ba.

Paznea IV. Cnienuanabnbiii Mmoayab. Kaaposoe odecneuenne

Teopus. Tpynosoii koaekc PD. Tpynosoit norosop, ero 3akmouenue. OgopmieHue
TpyaoBoro joroBopa. CTpyKTypHBIM MpuKa3 MO NPEeInpUsTHIO. 3HAuY€HUE TPYAOBOTO
JIOTOBOpa. 3aKJIIOYEHHE TPYIOBOTO JIOIOBOpa Ha ONPENECIICHHBINM M HEOIpPENEIeHHbIN CpPOK.
OcHOBHBIE PEKBU3UTHI TPYAOBOr0 J0roBopa. TpynoBble IpaBa U 0OSI3aHHOCTH PAaOOTHHMKOB.
[Topsmox mpuema Ha pabory. JlOKyMeHTHl IpH IpHeMe Ha paboTy. ABToOMOrpadus.
Xapaktepuctuka. 3asBiaeHue. Pestome. Ilpuka3 o mpueme Ha paboty. IIpocToit u cioXHBIN
npuka3. TectupoBanue. IlepeBon Ha npyryio pabory. IlpekpaiieHue TpyaoBOro J0roBopa.
[Tpukassl O MOOLIPEHUH U HANIOXKEHUU B3bICKaHUH. JInyHas kapTouka, Mopsaok o(opMieHus
n xpaHeHue. Ilopsok BeleHHsS TPYAOBBIX KHUXKEK. BeneHue NUYHBIX Jell, OCHOBHBIE
JIOKYMEHTBHI.

[ToaroToBka MOKYMEHTOB K apXMBHOMY XpaHeHuio. [leHcHoHHBIN ¢oHI: craya
OTYETHOCTH U JIOKyMeHTe AJis1 opopmiieHus neHcuu. OpopmiieHne apXuBHBIX CIPABOK.

ITpaktuka. CocraBieHue Tpy10Boro aorosopa. CocraBieHue MPUKa30B. 3aloIHEHHUE
JIMYHOW KapTOUYKHU. 3amoJIHEHUE TPYAOBBIX KHMKEK. CocTaBieHue ot4yeTHOCTH. CocTaBieHue
npukasa. Cocrabinenue akra. Cocrapienue MHCTpyKIuu.
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Paszpnen V. Koncyastanumn
Koncynpranuu npoBoastcs ans oOyuatomuxcs mo IIporpamme B TeueHue BCero
nepuosia obydeHus W mo uroram | roma oOydeHHs mepea NMPOMEXKYTOUHOW aTTecTanueil.
KoHcynpTammuu 1Mo  W3yd4eHHOMY MaTepuany, HPOJODKEHHI0  MpodeccroHAIBHOTO
o0Opa3oBaHusl, TPYIAOYCTPOICTBY.
[TonBeneHue UTOroB TeopeTHIecKoro oOydenus (b6ecena, TECTOBBIN KOHTPOJIb U Jp.)

Pazpen VI. Arrecranus
6.1. IIpomexyTouHasi arrectauus. J{uddepeHpoBanHblii 3a4eT
6.2. HroroBasi arrecrtammsi. ATTeCTalus OOYdYalOIIUXCS B COOTBETCTBUU C
npoeCCHOHATBHBIMU TPEOOBAHMSIMH U KBAIM(UKATMOHHONW XapakTepucTukon «Cexperapb-
aIMIHHCTPATOP.

12



2.2. Y4eOHDBIH IIaH
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B yueOHOM miiane oToOpaxaercs Jorudyeckasi Iocae10BaTeIbHOCTh OCBOCHUS Pa3ielioB,
obecrnieunBarOIKUX (OPMUPOBAHNE KOMIICTCHIIHA.

VYkazbIBaeTcst 0011ast TPy I0EMKOCTh pa3aeioB, MOIYJIEH.

No HaumenoBanue paznenon Bcero B Tom uncne dopma KOHTPOJIS
/o 4acoB | Jlekuuu | Ilpaxtuka | Camocr.
pabota
l. OobwmenpodgeccuoHaNbHBII 71 22 44 5
MOAYJIb
1.1. | OcHOBBI peAaKTUPOBAHUS 14 4 10 - TectupoBanue
JIOKYMEHTOB
1.2. | JlenoBas KynbTypa 4 4 - - [enoBas urpa
1.3. | OcHOBBI 1€7T0NPOU3BOICTBA 13 4 8 1 3auer
1.4. | Texnuka mammuonucu Pa3nen 14 4 8 2
Nel
1.5. | Texnuka mammuonucu Pa3znen 13 3 9 1 [IpakTuueckue
No2 3aaHusl. 3a4eT
1.6. | Texnuka mamuHonucu Pazmen 13 3 9 1
Ne3
1. ABTomatusanusa OY 14 4 10 - -
2.1. | Oducnoe obopynoBanue 6 2 4 - Omnpoc
2.2. | DnexkTpoHHBIH oduc 8 2 6 -
I11. | IpodeccuonanbHblii MOAYIb 31 11 17 3 [IpakTnueckue
3.1 | JlenonpousBoaCTBO B 31 11 17 3 3aaHus. 3a4er
OpraHu3aI’
IV. | CneunajabHblil MOAY/Ib 12 5 7 -
4.1. | KagpoBoe obecnieuenue 12 5 7 - 3auer
V. Koncyabranuu 10 - 10 -
VI | Arrecranus 6 - 6 -
6.1. | IIpomexxyTrodHas aTTecTarus 2 - 2 - 3auer
6.2. | Hrorosas arrecramus 4 - 4 - KBanuduxarmoHHsIit
9K3aMeH
Hroro | 144 42 94 8

13
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2.3. TemaTn4yeckoe NJIAHUPOBAHHUE

HaunmeHoBaHue Coaepxxanue yyeOHOro marepmaJa, JiaboparopHsie padorsl u | O0beM
pa3iesioB U TeM NpaKkTHYeCKUe 3aHATHUS B yacax
1 2 3
Oo6menpodgeccuoHANbHBIH MOTYJIb
OCHOBBI peIaKTHPOBAHUS TIOKYMEHTOB 14
Kynbrypa denoBeka u | OcHOBHbIE (YHKIHH s3bIKa. B3aMMOCBS3b KYJBTYphI Y€lOBEKa U 4
KyJIbTypa pe4yu KyJlbTypbl peud. HopmaTuBHBIN, KOMMYHUKAaTUBHBIA U 3THYECKUI
ACIEKThl PEUEBOM KYJIbTYpPHI.
OyHKIMOHAIbHBIN Crumu peun. OCHOBHBIE YepThbl, OCOOCHHOCTH M IPHU3HAKH BCEX 4
CTHJIU PYCCKOTO ctuiieil. Hopmbl pycckoro pe4eBoro 3Tukera.
JUTEPATYPHOIO
Opdosnus, Opdosnuyeckre HOPMBI JIUTEPATYpPHOTO  sA3bIKA. [IpUHIMITEI 3
Opdorpadus pycckoit  opdorpaduu. OcoOEHHOCTH PYCCKOTO  CIOBECHOTO
yJlapeHusl.
CuHrakcuc u Crioco6b1  opopmienuss uyxkoi peun. [lpuHIMNBI U QyHKIHH 3
ITyHKTyanus pycckoii myHKTyauuu. CMbICIOBaspOJIb 3HAKOB MPEITMHAHUS.
IIpakTnyeckas padora: «PerakTupoOBaHHE TEKCTA».
[enoBas KyJbTypa 4
Nmumx cexperaps JIMYHOCTB CEKpeTapsi U €ro pojib B ACSITEIBHOCTH COBPEMEHHOMN 2
opranuzanuu. JomKHOCTHAs MHCTpyKUMs. JlenoBble W JMYHBIE
KayecTBa cekperaps. JlenoBas keHiumHa-npodeccronan. PaGouee
MECTO CEKpeTaps.
OTUKET B CIIy’)KEOHBIX KopropatuBHass KynbTypa, (UPMEHHBIH CTHIb OpraHU3aIH. 2
OTHOIIEHUAX CrnyxebHast BepTuKaib (OTHOIIEHUs B cucreme «PykoBonurtenb-
noauuHeHHbIN). Ciy)keOHasi TOpu30HTaNb (OTHOILIEHUE B CUCTEME
KoJutera-kojuiera). CiyxebHast cyoopauaamnusi. Hopmsl u mpasuia
OTHOIIEHUH COTPYAHHUKOB C TMPEICTAaBUTENSIMU CTOPOHHUX
OpraHM3anuii,  mapTHepamMH,  KJIWEHTaMH,  IOCETUTEJSIMHU.
CyOopauHarus. DOMOLIMOHATBHO-HEUTPATIbHBIN JIETIOBOM
Xapakrep.
KondunennmanbHoCTb.
OcHOBBI /1€J10NIPOU3BOCTBA 13
JlokyMeHTupOBaHueE. OcHoBHbIE MOHATHA. TUnonorus 1okyMeHToB. Popmarel Oymaru 7

JIoKyMeHT, BUbI
JIOKYMEHTOB, MX
KJaccuuKarus.
PexBU3UTHI
JIOKYMEHTOB

u nong. O0miye TpebOBaHUs K COCTABICHUIO JOKYMEHTOB. bianku
JOKYMEHTOB. PeKBU3UTHI TOKyMeHTa. JOKyMEHTHpPOBaHUE, BHJIBI
n cnocoOwl. TpeOoBaHMS K TEKCTy NOKyMEHTa. TpeOoBaHUS K
W3TOTOBJICHUIO TOKyMeHTa. MynbTUMeInitHOe 000py10BaHHE.
IIpakTuyeckass padora: «TpeGoBaHuss K
AOKYMEHTOB. JIOKyMeHTHPOBaHHe»

COCTABJICHHUIO
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JIoKyMEeHTUpOBaHUE. OcHoBHbIe MOHATHS. Tunosorust nokymeHToB. dopmaTel Oymaru 6
JIOKyMEHT, BH/IbI u nong. O0mue TpeboBaHus K COCTABICHUIO JJOKYMEHTOB. bianku
HOKYMCHTOB, UX JOKYMCHTOB. PexBU3UTEHI JOKYyMEHTA. I[OKyMeHTHpOBaHI/Ie, BUBI
KiaccuuKanms. u cnocoOwl. TpeOoBaHMS K TEKCTy IOKyMeHTa. TpeGoBaHus K
PexBu3uThI U3TrOTOBJIEHUIO JOKYMEHTa. MynpTUMEANIHOE 000py10BaHHE.
AOKYMCHTOB IIpakTnueckas padora: «TpeboBanuss K COCTaBJICHUIO
AOKYMEHTOB. JIOKyMeHTHPOBaHHe»
TexHUKa MAIIMHONIHMCH
Pazoen Ne 1 «Cnenoii» oecamunansyesotiit memoo neuamu na IK 14
OCHOBHBIE IPUHLUIIBI Wzyuenne knaBuarypbl. OOmmue mnpaBuia padboTel. OCHOBHBIE 7
«CIIEIoro» MPUHLMUIIBI [I€YaTu JecAThunaibleBoro werona. Ilonsarue o
ACCATUNAIIBLICBOIO JIECATUIIAIBLEBOM CJIEIIOM METO/E UCHMA.
MeToza nevaty Ha I1K IpakTuyeckas padora: «OTpadoTKA MEYATH HA KJIABHATYPE.
Ha6op TexkcToB»
[To3unuu naneles Ha Odopmnenne rpanun. [lonms gokymeHTOB. YcTaHOBKa TMOJEH. 7
KJIaBUATYpe. N3ydyeHnne oOCHOBHOTO psfa KiaBuaTypel. HM3ydyeHue OykB
BEPXHETr0 psja KiaBuaTypbl. 3HaK "dyeprouka'". A63an. M3yuenue
YeTBEpTOro psAla KIAaBUATyphl. 3HAKU MNpenuHaHus. Apabckue
uudpel.  KonmudecTBeHHBIE,  MOPAIKOBBIE  YHCIHTEIbHEIE.
Hywmepanus nmynkroB. Pumckue nungpsl. Hanucanue nat.
IIpakTHyeckass padora: «Odopmienune nokymenrTos. Ileuars
AecATHNATbIEBbIM METOI0M»
Pazoen Ne 2. H3yuenue mexnuxku newamu 13
OcBoennie  mpuemoB | OdopMmieHue 3aroJIoBKOB U 10/13aroyioBkoB. Hymepanus crpanun. 4
TEXHUKHU NCbMa TexcroBble cokpamienus. Ilpsmas peus, mutatel. OdopmieHue
npuMedaHui, npuioxenuil. Mcnpasnenue ommobok. Mcnpasnenue
ommuoOok Ha [1K.
IIpakTnueckas padora: «Padora ¢ TeKCTOBBIM JOKYMEHTOM
O6paboTtka Kpunrorpammsl rnacueix OykB. Iledarb cJIOroB «corjacHas - 3
KPUIITOTPAMM IJIaCHBIX | IJacHas - 2 COIIaCHBIX»; «2 COIVIACHBIX - TJIaCHAsl - COIJIACHAs»,
OyKB paboTa co clloraMy TUIIA - «COTJIacHas - COTJIacHasi riacHas».
IIpakTuyeckas padora: «Padora ¢ TEKCTOBBIM TOKYMEHTOM))
O6paboTka Kpuntorpammel  ocHOBHOM  mo3uiiuu  nanblieB. OOpaboTka 3
KpUITOTpaMM OYKB KpunrorpamMMm OykB Bceil kiaBuarypsl. IledaTh cioros, meuatb
OCHOBHOM MO3ULINN JIBYX - U TPEXOYKBEHHBIX KOHEUHBIX OYKBOCOUETaHUH.
TTaJIbLIEB IIpakTHyeckas padora: «Padora ¢ TEKCTOBBIM JOKYMEHTOM.
Ha0op Texkcra noa AUKTOBKY»
Odopmiienne Tabmuuel. OdopmieHre M U3rOTOBICHHE TaOIUYHBIX (GOpPM 3
MaIIMHONUCHBIX Pab0T | mokymeHTOB. [IpaBuIa BBIOIHEHUS CIOKHBIX TAOJIHIL.
IIpakTnueckas padora: «Padora ¢ Tadbaunamu. Odopmiienue
1 M3rO0TOBJIeHHE Ta0JIHYHBIX (JOPM TOKYMEHTOB)
Pazoen Ne 3. Ckopocmb neuamu 13
Onpenenenue Ha6op Tekcra na I1K. 7

CKOPOCTH II€4aTH Ha
[TK

IIpakTuyeckas padora: «Habdop TekcTa HA CKOPOCTH)
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CKopoCTh TIeYaTH U Hab6op Tekcra na I1K. KauectBo padotsr Ha [1K. 6
Ka4geCTBO pa60T Ha IIpakTHyeckas padora: «KauecTBeHHbI HA0OP TEKCTa»
[K.
IIpakTHyeckoe o0yuenne Apromarusanus OY 14
Pazgea Ne 1. Oducnoe o6opynoBanue 6
Oducuele AwMriepanTHoe  obOecrieyeHHe  MEepPCOHAIBHOIO  KOMIBIOTEpA.
[PUIIOKEHHS. Omnepammonnass cucrema Windows. CiaykeOHbIE ITPOTPaMMBI. 6
J]OIOTHHUTEIIbHBIE [leyaTHOE M MHOXUTEIbHOE 00OpyJIOBaHUE. J[eMOHCTpalMoOHHAas
TexHuka. Cucrema cBsa3u. Mynbtumenua. CkaHUpoOBaHuUE
M300paKeHHIH.
Pa3zoen No2. dnexmponnutit oghuc 8
TekcToBbIN peaakTop TecroBsiit penaktop MS Word. 3anyck u Hagano pabotsl. BBoau 4
MS Word penakTupoBanue Ttekcra. dopmarupoBanue tekcta. OdopmieHue
crpanuil. OpopmiieHre JOKYMEHTOB ¢ IOMOIIbIO Ta0ysTOpa.
Odopmnenne 01aHKOB IOKyMEHTOB.
Penakrop MeHnto u ocHoBHBIE TIoHATHS MS Excel. DnekTponnas tabnuia. 4
JNIEKTPOHHBIX Tabmuu | 3makomcTBO ¢ 3kpanom MS Excel. Ilanenn wuHCTpyMeHTOB MS
MS Excel Excel. BBon u penaktupoBaHHe JaHHBIX. AHamM3 U 00pabOTKa
naHHbIX. Padora ¢ Tabnumamu u rpaduKoiu.
IIpodeccnonabHbIii MOAYIb
Je10npon3BOACTBO B OPraHU3aluu 31
Cocras JIOKyMEHTBI NpEAIPUITHS. Knaccugukanus JIOKYMEHTOB 1
YIPABICHYCCKHUX YIIPaBIEHYECKON AEATEIbHOCTH.
AOKYMCHTOB IIpakTnueckas pabGora: «CopTHpPOBKa JOKYMEHTOB IO
Opranusanmu KJIacCH(PUKALMID)
OpranuzannoHHbIE Vcras. [Tonoxenus. [lItatHoe pactincanue. [IpaBuiia BHyTpeHHETO 1
JTIOKYMEHTBI TPYZAOBOI'O paclopsiiKa.
IIpakTHyeckas pabora: «CocrasJiienue IITATHOI'O
pacnHuCaHHU»
PacniopsaurensHble VYkazaHusl. ITocTanoBneHus. [Ipuka3sbr o OCHOBHOM 2
JAOKYMCHTBI JleATeIbHOCTH. Brinncka u3 npuka3os. Pacniopsikenue. Pemienue.
IIpakTuueckas padora: «Pabora ¢ pacnopsaauTeJbHBIMHU
AOKYMEHTaMW»
HNndpopmannonHo - [Tpotokon (monubii u kpatkuif). Axkr. CopaBku. JlokianHas 2
CIIPaBOYHbIE 3aIncKa.
JAOKYMCHTBI OO0mbscHUTENBbHAA 3aMUCcKa. Tenerpamma, TeneoHorpaMma.
IIpakTnyeckas pabdora: «CocraBiieHne HWHPOPMANMOHHO-
CIIPABOYHOM TOKYMEHTALMI»
[enoas nepenucka. PexBu3uTHI MACHMA. [Tucemo-npocn0a. IIncemo-0TBET. 1

[IpaBuna opopmiieHus,
CTPYKTypa U BUAbBI
JIEJIOBBIX ITUCEM

IIpurnacurensHoe nucemo. ConpoBoauTenbHOE MUCbMO. [IncbMo
coobmenue. [Tncpmo-oTkas.
IpakTnyeckas padora: «OdopmiieHue 1eJT0BbIX MUCEM))
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JloxymeHTanus no
JTIOTOBOPHBIM
MMPaBOOTHOIICHHUAM

OCHOBHBIC PEKBH3HUTHI
U TpeOOBaHUSA K
0(hOpPMIICHHUIO
JTIOTOBOPOB

HoroBop kymiu - npopaxu. JloroBop apeHnbl. JloroBop MEHBI.
Kpenutnbiii norosop. JloroBop xpaHeHus. J[OroBop IOCTaBKH.
Jorosop npokara. KoMMmep4eckuid 10roBop.

IIpakTnyeckas padora: «OdopmiieHre THIIOBBIX JOTOBOPOB)

Opranusanus padoThl
C IOKyMEHTaMH.
Opranuzanust
JIOKYMEHTO000POTA.
Perucrpanus
JTIOKYMEHTOB.

[lonsaTtne "mOKYMEHTOOOOpPOT" ¥ pa3BUTHE €ro HOPMATHBHOMN

MCTO,I[I/I‘IGCKOI;'I periiaMCHTallNH. XapaKTepI/ICTI/IKa

TOKYMEHTOO0OpOTa. JTambl JBUXKEHHS M MOPSAOK 00paboTKU

TOKyMEeHTOB. PaboTa ¢ BXOASIIUMH JOKYMEHTaMH. OTaIlbl

0o0pa®oTku J0KyMeHTOB. KOHTpOnb HCIONHEHUS JOKYMEHTOB.
Perucrpanus 10KyMEHTOB, BU/Ibl PETUCTPALIUH.
[IpakTnueckas padora: «Padora ¢ ucxoAA MMM ¥ BHYTPEHHUMH

AOKYMCHTaAMMW»

Texkymiee xpaneHue
JIOKYMEHTOB.
Howmenxkmnarypa nen.

OnepatuBHOE XpaHeHHE [ei (IIpOBEpKa HAIM4YUs JOKYMEHTOB,
MOPAIOK BbIIA4YM JIe). DIEKTPOHHBIE JOKYMEHTHI U UX XPaHEHUE.
DKCnepTh3a HEHHOCTH IOKYMEHTOB.

I[IpakTHyeckas padora: «OpopmiieHHe HOMEHKJIATYPHI Ae/D)

ApXHUBHOE XpaHEHHE

Omnpenenenne cpokoB xpanenus. [lopsnok Beimauu nen. [oaroroska

JOKYMEHTOB nen u nepenada B apxus. Popma onucu u aktel. [lepemava nen B
apxuB. PaboTa ¢ KOHQHUIEHIIMATBHBIMU JOKYMEHTAMHU.
IIpakTnyeckas padora: «OdopMieHHe JTOKYMEHTAIUM VIS
apxuBa2
OpranuzannoHHas Bunabl 1 yCcTpoHCTBO OopraHu3alMOHHON TeXHHMKH. Kcepokc. dakc.
TEXHHUKA [Ipuntep. Ckanep. IlepconanbHblii koMnerorep. MynbTUMEnniiHOE
obopyoBaHue.
I[IpakTuyeckasi padora: «Padora ¢ oprrexHnKoi»
Cocras JIOKyMEHTBI MpeANPUATHS. Knaccudukanus JIOKYMEHTOB
YIPaBJICHYECKUX YIIPABJIEHYECKOM IEATETbHOCTH.
AOKYMEHTOB IIpakTuyeckass padora: «CopTHPOBKAa  JOKYMEHTOB IO
OpraHusalnunu KJIaccupuranum»
OpranuzanvoHHbIe Vcrag. [Tonoxenus. [lItatHoe pactincanue. [IpaBuiia BHyTpeHHETO
TOKYMEHTBI TPYAOBOI'O paclopsiiKa.
IIpakTH4eckas padora: «CocrasieHnue IITATHOI'O
pacnucaHus»
PacniopsiqurensHble Vka3zaHusl. [TocTanoBneHus. [Ipukasbr o OCHOBHOM
JOKYMCHTBI JeATeIbHOCTH. Brinncka u3 npuka3os. Pacniopsokenue. Pemienue.
IIpakTuueckas padGora: «Pabora ¢ pacnopsaauTeJbHBIMHU
AOKYMEHTaMU»
WupopmannoHHo - ITporokon (monmHbli u kpatkuil). AkT. Chopasku. JloknaaHas
CIIPaBOYHbIE 3arucKa.
JIOKYMEHTBI OOmbscHUTENBHAA 3aMUCKa. Tenerpamma, TeneoHorpaMma.

IIpakTnyeckas pabdora: «CocraBiieHne HWHPOPMANMOHHO-
CIIPABOYHOM TOKYMEHTALMI»
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JenoBas nepenucka. PexBu3HTHI MUChMa. [Tucemo-tipochoa. [TncebMo-0TBET. 1
[IpaBuna [Ipurnacurensnoe nucbmo. ConpoBoAUTeNIbHOE NUCHEMO. [luchmo
oopmienus, coobmienue. [TuchMo-0TKA3.
CIPYKTypa W BHIBL | JIpakTHyeckas padora: «OdopmieHne 1eJ10BbIX HCEM»
JICJIOBBIX ITUCEM
JoxymeHnTauus no | orosop kymu - nmpogaxu. JloroBop apesasl. JJoroBop MEHBI. 1
JOrOBOPHBIM Kpenuthslii norosop. JloroBop xpanenus. JJoroBop nNoCTaBKHu.
HIPaBOOTHOIICHHAM. HoroBop npokara. KoMmmepuecknii 10roBop.
OCHOBHBIC PEKBH3UTHL | Ipakrmueckast padora: «OdhopmiieHie THIOBBIX 10T0BOPOB»
U  TpeOoBaHUA K
0(hOpPMIICHHUIO
JIOTOBOPOB
Opranuzanusa pabotel | [lonstue "mokymMeHTOOOOpOT" U pa3BUTHE €ro HOPMATUBHOU 1
C NIOKYMCHTaMH. METONYECKOU periaMeHTaluu. XapakTepucTuka
Opraunusanst JIOKyMEHTOO0O0pOTa. JTambl ABWKCHHUS U TIOPSAOK 00paboTKH
JIOKYMEHTO000pOTa. JOKYMEHTOB. PaGora ¢ BXOISIIUMH JOKYMEHTAMH. Tarlbl
Perncrpanus 00paboTKK J1OKyMEHTOB. KOHTpOJb HCIONHEHUS JIOKYMEHTOB.
JIOKYMCHTOB. Perucrpanus 10KyMeHTOB, BUbI PETUCTPALIUU.
IIpakTuyeckass padora: «PaGora ¢ uUCXOAAIMMH H
BHYTPEHHHUMH TOKYMEHTAMM»
Texkymee xpaHeHue | OmepatuBHOE XpaHeHHE Jien (IpOoBEepKa HAJIWYUS JOKYMEHTOB, 1
TTOKYMEHTOB. MOPSAJIOK BBIAYU J€J1). DNEKTPOHHbIE JOKYMEHTBI U UX XpaHEHHE.
Homenxknarypa gein. DKcnepTu3a HEHHOCTH JOKYMEHTOB.
IIpakTuyeckas padora: «OdopmiieHrne HOMEHKIATYPbI Ae/1»
ApXUBHOE XpaHEHUE Onpenenenne cpokoB xpaHeHus. [lopsnoxk Bblmaum  Jied. 1
TTOKYMEHTOB [TonroroBka nen u mepenada B apxuB. Dopma ONUCHU U aAKTHI.
[lepenayua nmen B apxuB. Pabota ¢ KoH(UIECHIHATILHBIMU
JIOKYMEHTaMHU.
IIpakTuyeckas padora: «OdopmiieHne JOKYMEHTALMH 1JIS
apxuBa»
OpranuzanuoHHas Bunbl u ycrpoiicTBo oprann3annoHHoi TexHuku. Kcepokc. dakc. 1
TCXHUKA ITpunTep. Ckanep. [lepconanbHbli KOMIBIOTEP. MynbTHMEINIHOE
obopynoBaHue.
IIpakTuyeckasi padora: «Padora ¢ OprrexHuKoI
CrneuuajJbHbIi MOLYJIb
Kanposoe obecnieuenue 12
Pa3nea 1. OcHOBHBIC 32/1a4M YIIPaBJICHUS] KaipaMu 6
TpynoBoii koaekc 3HayeHue TPyJO0BOIrO AOTrOBOpa. 3aKJIFOYEHUE TPYIOBOTO JOTOBOpa 2

P®.

TpynoBoii 10roBop,
€ro 3aKJII0YECHUE.
Odopmnenue
TPYZOBOIO JOTOBOpA.

Ha OINpENENCHHBbII W  HEoNpeleNeHHbld CpoK. (OCHOBHBIE
PEKBU3UTHI TPYJOBOTO JOTOBOpa. TpyAoBBIe MpaBa U 00SI3aHHOCTH
pabotHukoB. IlpakTuyeckas padora: «CocraBijieHue TPYA0BOI0
JA0roBOpa»
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CTpyKTypHBIA MpHUKa3
10 MIPEAIIPUATHIO.

[Topsimok nmpuema Ha paboTy. JIOKyMEHTHI IpU NpHeMe Ha paboTy.
ABtoOuorpadus. Xapakrepuctuka. 3assienue. Pestome. [Ipukas o
npueme Ha padoty. [IpocToit u cnoxuslit npukas. TectupoBanue.
ITepeBon Ha npyryto paboty. [Ipekpaliienue Tpy10BOro 10roBopa.
IIpukasel 0 NOOLIPEHUH U HAJIOKECHUH B3bICKAHUM.
IIpakTnyeckas padora: «CocraBjieHue NPUKA30B)

Koncyabranum,
nojBeJAeHNe UTOTOB

Koucynpranmm 1o uW3y4eHHOMY MaTepuaily, MpOAO0IKEHUIO
TPYIOYCTPOUCTBY.
obyuenusi (Oecena,

poheccCHoHATLHOTO oOpa3oBaHwsI,

HOI[BCI[CHI/IG HUTOI'OB TCOPECTUICCKOI'O

TECTOBBIN KOHTPOJIb U JIP.)

10

TpynoBoi KOIEKC
P®. Tpynosoii
JIOTOBOP, €T0
3aKJIIOYEHUE.
Odopmienue
TPYJIOBOI'O JOTOBOPA.

3HaueHue TPYIOBOTO AOrOBOpA. 3aKI0YeHHE TPYIOBOTO I0rOBOpa

Ha ONpEIENIEHHbIH W HeompenelneHHbIM Ccpok. (OCHOBHBIE
PEKBU3UTHI TPYAOBOTO J0roBopa. TpynoBble mpaBa v 00S3aHHOCTH
PaOOTHHKOB.

3HaveHHe TPYAOBOrO JOroBopa. 3akIOUeHUEe TPYA0BOIO JI0r0BOpa
Ha ONpENEJeHHbII M  HeomnpeaeneHHbli cpok. (OCHOBHbIE
PEKBH3UTHI TPYAOBOTO JOTOBOpa. TpymoBEIe TipaBa v 00S3aHHOCTH

PaOOTHHKOB.
IIpakTuyeckas padora: «CocraBjieHHe TPY/I0BOI0 I0r0BOPa»

CrpyKTypHBIH IpUKa3
10 MPEANPUATHIO.

[Topsimok npuema Ha paboTy. JIOKyMEHTHI IpU IIpHeMe Ha paldoTy.
ABrobuorpadus. Xapakrepuctuka. 3assienue. Pesrome. [Ipukas o
npueme Ha paboty. IlpocToii u cioxHbl nmpuka3. TectupoBaHue.
[TepeBon Ha npyryto paboty. [Ipekpaliienue TpyJa0BOro JOroBOpa.
IIpukasel 0 NOOIIPEHNH U HATOKEHUH B3bICKAHUI.

[Topsimok npuema Ha paboTy. JIOKyMEHTHI IpU NpreMe Ha paldoTy.
ABroOuorpacgus. Xapakrepuctuka. 3assienue. Pesrome. [Ipukas o
npueme Ha paboty. [Ipoctoil u cnoxuelii npukas. TectupoBaHue.

[TepeBon Ha apyryro padoty. [Ipekpaienue Tpy10BOro J0roBoOpa.

IIpukasel 0 NOOIIPEHNH U HAIOKEHUH B3bICKAHUM.
[TpakTnyeckas pabdora: «CocTaBieHHE MPUKA30B»
IIpakTnyeckas padora: «CocTaBieHHe IPUKA30B»

IIpomexyTounas arrecraums (IuddepeHIIpoBaHHBIN 3a4eT)

KBanupukaumoHHbl
M DK3aMeH

ATtTecTanus oOyuaromuxcst B COOTBETCTBHUHU c
npodeccuoHaNbHBIMU ~ TPEOOBAaHUSMU M KBaJIM(UKAIIMOHHOM
XapaKkTepUCTUKON «CeKpeTapb-aAMUHUCTPATOP).

II1. Opranu3zauuoHHbIN pa3aes

3.1. XapakTepuCcTHKA YCJIOBHH pPeau3aluu NPOorpamMMsbl

3.1.1. TpeGoBaHus K KaAPOBOMY 00eceYCHHIO

Peanmuzanus
MeJJarOTHICCKUMH  paOOTHUKaMH 00pa30BaTEIbHON OpraHU3aINH,

mporpaMMbl  TIPO(ECCHOHATLHOTO oOy4eHUs

oOecrieunBaercs
a TaKXe JIAIAMHU,

MPUBJICKAEMBIMH K PEaU3alMd MPOTpaMMbl MPO(ECCHOHATFHOTO OO0y4YeHHMsS Ha YCIOBHSIX

TpaXAaHCKO-IIPAaBOBOI0 AOTOBOpa, B TOM UYHUCIIC U3 YHUCIA pyKOBOI[I/ITeJIeﬁ u paGOTHI/IKOB
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OpraHM3aluii,  HampaBieHHE  JEATEIbHOCTH  KOTOPBIX  COOTBETCTBYeT  00JacTu
npodeccnoHanbHOM e TEIbHOCTH.

3.1.2. TpeOoBaHMsI K MATEPUAIbHO-TEXHUYECKOMY O0ecreYyeHH 0

[Tomernienust mpeACTaBIAIOT COOOH y4eOHbIE ayIUTOPHH Uil TIPOBEICHUS 3aHATHI BCeX
BHUJIOB, TPEIyCMOTPEHHBIX MPOTPaMMON MPOPECCHOHAIBHOTO OOYYCHHs, B TOM YHCIE
IPYNIOBBIX M HMHIWBUIYAJbHBIX KOHCYJIbTALUW, TEKYHIEr0 KOHTPOJS M IMPOMEKYTOUHOM
aTTeCTallud, a TaKkKe TIOMEIIEHUs JJIs CaMOCTOSATENbHOW paboThl, OCHAIEHHBIC
000py/nOBaHUEM, TEXHUUECKIUMH CPEACTBAMU O0OYUCHHUS.

MAOY COII Ne 167, peamusyromas mporpammy 1o Tmpodeccuu, pacmoiaraer

MaTepuaIbHO-TEXHUYECKON  0a3oi, oOecneuuBarolield  MPOBEJEHUE  BCEX  BHJIOB
MEXIUCIUTITHHAPHOM MOATOTOBKH, MIPaKTUYECKOU paboTsI oOyuaronmxcs,
MPEAYCMOTPEHHBIX yYEOHBIM IUIAHOM M COOTBETCTBYIOIIEH JEUCTBYIOIIMM CAHUTAPHBIM H
MIPOTUBOMNOXKAPHBIM MpPaBUIaM U HOpPMaMm B pa3pe3e BBIOPAHHBIX TPAeKTOpHil MUHUMAaIbHO
HeoOxonumelid ans peanuzauuu [1I1O mepedyeHp mMarepHalbHO- TEXHUYECKOTO OOECHeUeHUs,
BKJIIOUYAET B ceOsl:
YueOHblii KaOMHeT: IIKa( i1 XpaHEHHUs] y4yeOHBIX IOCOOMI, MpOrpaMMHO-anIapaTHBIN
KOMIUIEKC B KOMILJIEKTE, I0CKa KJIACCHAs, CTOJI YYUTENs, KPECIO yYUTells, CTOJI YUeHUYECKUH,
ceTeBod (UIBTP, MHOTO(DYHKIIMOHAIBHOE YCTPOMCTBO, KOMIBIOTEP yUUTeNs ¢ mnepudepuei
(JTMTIEH3MOHHOE TTPOrPaMMHOE OOecTieueHre, 00pa30BaTeIbHBI KOHTCHT U CUCTEMA 3allUThI
OT BPEJOHOCHOH MH(OpMAIINN), CUCTEMA 3AIIUTHI OT BPEIOHOCHOH MH(OpMAIIHH.

ObopynoBanne yuyeOHOro KkaO0MHeTa: TIOCAJOYHBIE MECTa MO  KOJHUYECTBY
oOyuaroruxcs; pabodyee MecTo mpenoiaBaress, 0oopynoBannoe BM.

Kanneasipckue mpUHAAIEKHOCTH: Oymara KcepokcHas A4, mamka, Ianka-perucTparop, mamka 2
KOJIbLA, )KYPpHaJI pETUCTpall UCXOAAINIUX JOKYMCHTOB HAa CKPCIKE, KYPHAJI pETUCTPpAallu BXOAAIIUX
JIOKYMEHTOB Ha CKpeTike, (aiin Bkiaapi, kieit [IBA, HOKHUIB, cTeriep KaHIeMsIpCKUil, JHIPOKOIL.

3.1.3. Tpe6oBaHus1 K UH(POPMALMOHHO--METOAUYECKOMY 00ecreyeHu 1o
OcHOBHbBIE HCTOYHUKH:

KysnenoB, U. H. JlokymeHTanmoHHoe oOecredeHue yrpasiaeHus. JlOKyMeHTOOOOpoT u
JIENIONPOU3BOJICTBO: Y4eOHMK M TPAKTUKyM M TpukiIaaHoro OakamaBpuata / W. H.
Kyzneno. — M.: U3natenbcrBo FOpaiit, 2018. — 461 c..

KysnemoB, U. H. JlokymeHTanmoHHoe oOecredeHue ympaiaeHus. JloOKyMeHTOoOOpoT u
Jenonpoun3BoIcTBO: yueOHUK u nmpakTukym s CI1O / U. H. Ky3znenoB. — M.: U3narenscTBO
IOpaiir, 2018. — 462 c.

Tomenko, XK. T. Couuonorus ympaBieHHsS: YYeOHHUK M TPAKTHUKYM Ui aKaJeMUYECKOTO
6akanaBpuata / XK. T. Tomenko. — M.: U3gatensctBo O0paiit,2018. — 303 c.

Koncturynus PO.

I[OHOJIHI/ITCJII)HI)IC HCTOYHUKU:

Poroxun M. FO. Opranuzaius yrpaBieHHS TEpPCOHATIOM Npennpustus]: YdeO. - MpakT.
[Toco6ue / M.IO.Poroxwun - M.: U3a-Bo PIIJI, 2015 - 224c.

Kpyrnsauckas JI. S. Hactonenas kaura cexperaps: CrpaBounuk - CI16, 2014.
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Ilepeuenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTu «AHTEepHETY,
HEe00X0UMBbIX /15l OCBOEHHS TUCIHUILIUHBI

» Ilopran «ApxuBsl Poccun» [DnekTponHslii pecype]. Dnekrpon. nan. - M.: Pocapxus,
2001. - Pexxum pocryma:_http://www.rusarchives.ru. - 17.05.2018;

» Bcepoccuiickuii  Hay4HO-MCCIICIOBATEIbCKHI ~ MHCTUTYT — JOKYMEHTOBEACHUS U
apxuHoro aena (BHUMUIAM) [DOnexTpoHHbId pecypc]. DnekTpoH. pad. - M.:
BHUUIA, 2010. - Pesxum pocryma: http://www.vniidad.ru. - 17.05.2018;

» Odurnmaneupiii  cailt xomnanuu «Koncynerant Ilmroc» [DnekTpoHHBIH pecypc]:
3akoHOoAaTenbCcTBO PD: KOEKCHI, 3aKOHBI, YKa3bl, [IOCTAHOBJIEHUS IIpaBUTEIbCTBA PD.
Dnektpon. aaH. - 1997. - Pexxum pocryna: http://www.consultant.ru - 18.05.2018.

> WudopmanronHo-mpaBoBoit noptai «l'apant» [DIeKTpoHHBIN pecypc]:
3aKO0HOJATENbCTBO (KOJEKCHI, 3aKOHBI, YKa3 bl, mocTaHoBieHus) PD, ananuTuka,
KoMMeHTapuu. DnekTpoH. aad - M.: HIIIT «'APAHT-CEPBUC- YHUBEPCUTET

3.2. KoHTpOJIb 1 OLIeHKA 0CBOEHUSI MIPOTrPaMMbI

3.2.1. KoHTpoJb KauecTBa NOATOTOBKHU

Texkymmii KOHTPOJIb YCIIEBAEMOCTH OOYUAIOIIMXCsl MPEICTABIAET CUCTEMATUYECKYIO
MPOBEPKY Y4YEOHBIX TOCTMIKEHHUH OOYYaIONIMXCs, MPOBOAMMYIO IIPETOAaBaTeIeM B XOJe
OCYILIECTBICHUSI  O00pa3oBaTE€IbHOM  JIEATENBHOCTH B  COOTBETCTBMM C  OCHOBHOM
oOpa3oBaTenbHON mporpaMMoil. [IpoBeaeHne TeKyIero KOHTPoJs yCIeBaeMOCTH HaIlPaBICHO
Ha oOecreyeHne BBICTpauBaHMsI 0OPa30BATEIBLHOrO MPOIEcca MAKCUMAIbHO 3(P(GEKTUBHBIM
00pa3oM JUIsl JOCTHXKEHUS pe3yJIbTaTOB OCBOCHUSI OCHOBHOM 00pa3oBaTeIbHOM MpOrpaMmBl.

Texymuii KOHTPOJIb YCIIEBAEMOCTH O0YYaOIINUXCSl MPOBOJIUTCS B TE€UEHHE yUYEOHOIO
nepuoja B LeNsix:

1. KOHTpOJNS YpPOBHS IOCTHIKEHHS YyYallUMHCS Pe3yJabTaToB, HPEAYCMOTPEHHBIX
00pa3zoBaTeIbHON MPOTrPaMMOii;

2. OLIEHKU COOTBETCTBUS PE3yIbTATOB OCBOEHUS 00pa30BaTeIbHOM MPOrpaMMBbl;

3. TpoBeneHUs 00YYArOIIMMCS CaMOOIICHKH, OIICHKH €ro pa0OThI MeIarormdecKium
pabOTHHKOM C IEJIbI0 BO3MOXKHOT'O COBEPIIICHCTBOBaHMS 00pa30BaTEILHOTO MpoIiecca.

@opMBI TEKYIIET0 KOHTPOJS OIpenAesseT MpenojaBaTesb ¢ y4eTOM KOHTHHIE€HTa
o0yyJaromuxcs, coJAepkKaHus Y4eOHOro MaTepuana M HCIOIb3YeMbIX 00pa30BaTENbHBIX
TEXHOJIOTUH.

Tekymuit KOHTPOJIH 1O TEOPETUUECKOMY OOYUYEHHIO OCYIIECTBIsCTCS B (opMme
yCTHOTO ormpoca ((ppoHTambHBIA, TPYNNOBOW, MHIWBUAYalIbHBIH) W MHCBMEHHOTO OIpoca
(camocrosiTenbHas paboTa, TECTOBBIM KOHTPOJb, COCTABICHHE TE3MCOB U OMNOPHBIX
KOHCIIEKTOB U JIOKJIAJIOB).

IIpome:kyTOUHAs aTTeCTANMS
IenssMu npoBeaeHMsI IPOMEKYTOUHOM aTTECTAllUM SBIISFOTCSL:

1. 00BEKTHBHOE YCTAHOBJIICHHE (PAaKTHUECKOTO YPOBHS OCBOCHHS 00pa30BaTeNbHON
IIPOrpaMMbl U JOCTHKEHHSI Pe3yIbTaTOB OCBOECHUS 00pa30BaTEIbHON MPOrPaMMBI;

2. COOTHECEHHE OTOr0 ypPOBHA C  KBaIM(UKAMOHHBIMU  TPEeOOBAHUSIMH,
yKa3aHHBIMH B KBaJM(HUKAIIMOHHON XapaKTepUCTHKE mpodeccui;
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3. OIICHKA JIOCTWKCHUH KOHKPETHOTO OOy4aromerocsi, IMO3BOJISIONIAS BBISBHTH
npoOeabl B OCBOCHHU UM 00pPa30BaTE/IbHOW IMPOrpaMMbl W YUUTHIBATh WHIAWBUIYAJIbHBIC
NOTPeOHOCTH YYaIIerocsi B OCYIIECTBICHHH 00pa30BaTeIbHOM JeSITEIbHOCTH;

4. OlICHKa  JTUHAMUKA  HHIAMBHIYaJIbHBIX  0Opa30BaTENbHBIX  JIOCTHIKCHHIHA,
MPOJABIDKEHMSI B JIOCTWIKCHUHW IUIAHUPYEMBIX PE3YyJIbTaTOB OCBOCHHS 00pa30BaTEIIbHOM
IPOTPaMMBI.

5. IPOMEXYTOYHAsl aTTeCTAlsl IMPOBOAUTCS B COOTBETCTBUH C KaJCHIAPHBIM
rpadgukoM ydeOHOTO Tpoliecca.

HroroBasi arrecranus

[IpodeccnonanbHas TOATOTOBKA 3aBEpIIACTCS WTOTOBOHM arTecTanuedl B Qopme
KBaJTM(PUKAITMOHHOTO 3K3aMEHA.

KBanu@ukanmoHHBIX SK3aMeH BKJIIOYAeT B ce0sl MPAKTUYECKYIO KBATU(PUKAITHOHHYIO
paboTy M MPOBEPKY TEOPETUYECCKUX 3HAHHMW B TpeieiaxX KBaIu(UKAIMOHHBIX TPeOOBAaHUH,
YKa3aHHBIX B KBATM(HUKAIIMOHHON XapaKTEPUCTHKE MPO(eccH.

B nepron moaroToBKH K BBITYCKHOMY KBIM(DUKAIMOHHOMY 3K3aMEHY IPOBOIUTCS
KOHCYJIbTAIIHS 32 CUET CIICIUAIBHO OTBEICHHOTO Ha HEE BPEMCHHU.

K wuroromoii arrectanmMy JIOIMYCKArOTCS JIMIA, BBIIOJHHUBIINE TpeOOBaHUS,
MPEyCMOTPEHHBIC TPOTrpaMMOi MPO(ECCHOHATBHOTO 00yUYeHHs 110 TPO(ECCUr U YCIICITHO
MPOIIEIINE BCE aTTECTAIIMOHHBIC UCIBITAHUSI, IPEAYCMOTPEHHBIC TIPOTPAMMOIA.

JlutnaM, mpolIeqIIMM  COOTBETCTBYIOIIEE OOydYeHHE B TIOJIHOM O00bEeMe U
MOJyYMBIIUM  TIOJIOXKHUTEIBHYIO OLIEHKY Ha HMTOTOBOW aTTECTAllMH, NPUCBAUBACTCS
kBamudukanus 1o mnpodeccun «Cekperapb — aJIMUHUCTPATOP» W BBIAAETCS JOKYMEHT
YCTaHOBJICHHOTO 00pasla.

3.2.2. OueHo4HbIE CPEICTBA

» 3aBepiiaeTcsi 0OydeHHe MO y4eOHOH MpakTHKe MpoBeicHueM U depeHIIMPOBAaHHOTO
3aueTa.
AJnipecoBaHu€E JOKYMEHTOB.
biank u ero cocras.
Buan 61aHKOB.
Buapl 10KyMEHTOB.
Bupl nprka3oB 1o JMYHOMY COCTaBY.
JIOMKHOCTHAsI HHCTPYKIIHSI U €€ OCHOBHBIC Pa3Aeibl
Kommepueckoe mucemo (OdepTa).
KoHTpo:1b 32 HCIIOTHEHHEM JOKYMEHTOB.
OO0s13aTeNbHBIE PEKBU3UTHI AJIS TUCEM.
Opranu3anyuoHHO - paCIOPSAUTEILHBIC JOKYMEHTHI.
Opranu3anuoHHbIE JOKYMCHTEHI.
Opranuzannonabie GOpMbI BEICHUS JIETONPOU3BOICTBA.
Opranuzaiys J0KyMEHTO000pOTa Ha MPEATNPHUSTHH.
Opranmzanus paboyero Mecra JeI0NmPOU3BOIUTES.
OTTHCK MTeyaTu.
OdopMuUTh TapaHTHITHOE TTHUCHMO.
OdopMUTh JOKIIAHYIO 3aMHCKY.
OdopMuTs 3asBlIeHHE O KOMaHAUPOBAHUH U U3JIaTh MPUKA3 HA OCHOBAHUU 3asBIICHUSI.

VVVVYVYVYVYVYVVYVVYVYYVYY
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OdopMuTh 3asBlieHHE O Ha3HAYEHMM Ha JOJDKHOCTh U M3JaTh MPUKA3 Ha OCHOBAHUU
3asBIICHHUSL.

Odopmuth 3asBIeHHE O PEAOCTABICHUH OTIIyCKa U U3aTh IPUKa3 HA OCHOBAHUU
3asBJICHUS.

OdopMuTh 3asBlIeHHE O TPEIOCTABICHUH OTITyCKa M0 OEPEMEHHOCTH U poJiaM U U3/aTh
CJIO’KHBIN MIPHUKA3 Ha OCHOBAHUU 3asIBJICHUSI.

OdopMuth 3asiBICHHE O NPEJOCTABICHUM Y4eOHOro OTIyCKa M M3[aTh NpHUKa3 Ha
OCHOBaHUU 3asBJICHUS.

Odopmuts 3asBICHUE O IpUEME Ha padOTy U M3/1aTh MPUKA3 HA OCHOBAHUH 3asBIICHHS.
Odopmuts 3asBieHue 00 u3MeHeHUU (aMuUIMM M U3JaTh IpPUKa3 HAa OCHOBAHUU
3asBJICHUS.

Odopmuts 3asBineHne 00 YBOJIbHEHUH U U3/1aTh MPUKA3 HA OCHOBAHUH 3asIBJICHHUS.
OdopmMuTh KpaTKHil MPOTOKOJI.

OdopMuUTh TUCEMO — MPUTJTIALICHUE.

OdopMHUTb TUCEMO -TIPOCHOY.

OdopMHTh TUCHMO-OTBET \ ¢ TEKCTOM\

OdopMUTh TUCHEMO-0TKA3.

OdopMuTh TUCHMO-TpPEOOBAHHE.

OdopMHUTE TUCHEMO-TTUPKYJISP.

OdopMuUTh TPETEH3MOHHOE TUCHMO.

OdopMHTh IPUKA3 IT0 OCHOBHOMU JEATEIBHOCTH.

OdopMUTH TPOTOKOJL.

OdopMHUTB COITPOBOIUTENBEHOE TUCHMO.

Odopmnenue axra.

Odopmiienne nucrMa MO3APaABICHHUS.

Odopmrnenne nucbMa-moITBEPKICHUSI.

Odopmrenne npukasa 0 Ha3HAYEHUHU Ha JTOJKHOCTb.

Odopmiienne npukasa o MpeIOCTaBICHUH OTITYCKOB.

Odopmrnenue npukasza 006 yBOJIbHEHUHU.

Odopmiienne mpukasa rnepeBoja Ha Jpyryro padoTy.

Odopmiienne npukasa 1o OCHOBHOU JeSTEILHOCTH.

OdopMrenne MpUKa3oB MO TUIHOMY COCTaBY.

OdopmneHne npoToKoa.

OdopmiteHre pactiopsaUTEIbHBIX JOKYMEHTOB.

OdopmiieHre peKBU3UTOB

OdopmreHue CripaBKy.

Odopmienue cripaBOYHO-UH(POPMALIMOHHBIX TOKYMEHTOB.

OdopmiieHne TenerpaMmsl.

Odopmiienne TenehoHOTpaMMBI.

OdopmiteHre MTaTHOTO paCIHCAHUSI.

OdopMieHus MUCbMa HATOMUHAHUS U U3BEIIICHMSI.

Odopmnenus nmprkasza 0 TOOMPEHUH U B3bICKAHHH.

OdopmieHust CBOJHBIX MPUKA30B 10 JINYHOMY COCTABY.

[TonsiTue 0 MOKyMEHTax.

[TpaBuia moaAroToBKH 0 0OPMIICHHUS TOKYMEHTOB.

[IpeTeH3nOHHOE MUCHMO.

Peructpanus 10KyMEeHTOB.
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CnyxeOHble TUChMA.
CocraBieHue 1 opopMIICHHE el (JMCTa-3aBEPUTEIIS Jeia, JIUCTA U KapThI-3aMEeCTUTEIS

Cocrasnenue u opopmiieHue e (00JI0KKH J1ena, BHYTPEHHEH OIMUCH JieTia)
CocraBieHue 1 0popMIICHHE JOBEPEHHOCTH.

CocrasieHue 1 0popMIICHHE JOKIIAJHON 3aIUCKH.

CocraBienue u 0popMIICHHE HHCTPYKIIUH 110 JTONPOU3BOJICTBY
CocraBieHue u opopmileHHE 00BICHUTEIBHOM 3aITUCKH.

CocraBieHnue u odopmileHHE coriacusi Ha OOpabOTKYy TEPCOHAIBHBIX JAHHBIX

3.2.3. IIporpaMMa npakTU4eCKOro 00y4eHust

Tema 1.1. Coneprxanue:
CoBepuIeHCTBOBaHHE | Texnuka 6€30MaCHOCTH U 6E30MACHOCTh TPYAA B KOMIIBIOTEPHOM
TCXHUKH U CKOPOCTU KJiacce.
[cbMa Opraunusanus pabodero Mmecra
OTpaboTka TEXHMKM NHCbMa: MHCbMO TEKCTOB PAa3JIMYHOM
CIIOKHOCTH; peJakTHpOBaHME W (opmaTtupoBaHue; BCTaBKa
00BEKTOB.
Tema 1.2. Conepxanue:
OpraHu3aIFoHHO- Odopmienne oOpasia JOIKHOCTHOW HHCTPYKLIUU
IPaBOBBIE TOKYMEHTHI
Coneprxanue:
Tema 1.3. CocraBienue 1 oopMIIEHUE TOCTAHOBIICHHS
Opranu3annonHo- CocraBienue 1 opopmIIeHHE ITpUKa3a
pacIopAANTEILHEIC CocraBienue 1 oopMIIeHHE BBITUCKH U3 IPUKa3a
AOKYMCHTBI Cocrapienue u oopMiIeHHE PelIeHus
Tema 1.4. Conepxanue:
Nupopmanronto- CocraBnenue u opopmiieHue (akca, TeaepoHOrpaMMbl
CIIpaBOYHAA CocraBienue 1 opopMIICHHE aKTa
JTOKYMEHTAITHUS

Cocranenue u opopmiienue [IpoTokosna u BEIMUCKH

Cocrasnenue u opopmiieHUE TOKIATHOM, CITyKEOHON U
OO0BSICHUTENILHOM 3aICOK

CocraBnenue u oopmiieHuEe pa3HOBUIHOCTEHN JETIOBBIX MMHCEM

Tema 1.5. ITpukianasie
nporpammel MS Office

Conepxanue:

C03I[aHI/Ie MMpE3CHTAalllU C aHUMaluen

Tema 1.6. Kagposas
pabora

Conepxanue:

OdopmiteHre pe3toMe U COITPOBOIUTELHOTO MTUCHMA.

Odopmnenne Jlnunoii kapTouku padotHuka OdopmieHue Gopmbl
BHYTPEHHEH OIUCH TOKYMEHTOB.

OdopmiteHre TpyI0BOrO J0rOoBOpa
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Odopmiienne ob6pasuoB Ilpukasza o mnpueme Ha paboTy H
00s13aTenbCcTBA O HEPA3IIIAICHUH CITY)KEOHOU TaifHbI

Odopmierne TUTYIBHOTO JIUCTa TPYTOBOM KHUKKH W 3aIOTHEHUE
ee pazaenoB. OdpopmieHue GopMbl KypHaia ydeTa JIBHIKCHHS
TPYJOBBIX KHIKEK U AKTa CITMCAaHUs OJIAHKOB TPYIOBBIX KHHKEK U
BKJIQJBIIIIEN K HUM

Odopmiienne 3asBiaeHus o npueme Ha padoty OdopmieHue
JOKYMEHTOB O [IEPEBOJIC HA JPYT'YIO paboTy

3.2.4. MeTtoguyeckue MaTepuabl
Tema 1. [lenoBas wurpa «KaapoBwlii Bompoc». AHkerupoBanue «IIpodeccronanbHast
TOTOBHOCTBY.

3anaua: 3HaKOMCTBO C HOBBIMH TIpodeccusiMu Ha pbIHKe Tpynaa. [Ipodeccuu B chepe
VIIPaBJICHUS: CEKpETaph-peepeHT, CeKpeTapb-MAIIMHUCTKA, aJIMHUHHCTPATOP TOCTHUHHIIBI,
JeNIONPOU3BOUTENb,  JUCIETYEp, COTPYAHHK cIpaBoyHOM  ciyxObl. CocraBieHue
poeCCHOHOTPAMMBI.
Tema 2. 3HayeHHWE [IOKYMEHTAIIMOHHOTO OOECIIEYCHUs YIPABICHHS B COBPEMEHHBIX
HSKOHOMHYECKMX ycloBHsX. OcHOBHbIE TOHATHS U omnpeneneHus. Kiaccuduxanms
JTOKYMEHTOB.

3agava: O3HAKOMJIGHHWE y4alIMXCsl C HEOOXOAMMOCTBIO JOKYMEHTHPOBAHHS
YIIpaBIEHYECKOM nHpOpMAIIHH, c BaXHOCTBIO MIPaBUIILHOM OpraHu3aIx
JOKYMEHTAI[MOHHOTO OOEeCTeueHrsi B OpraHW3alud, YYPeKIECHHH H Ha TPEANPHUSITHA
HE3aBUCUMO OT ()OpMBI COOCTBEHHOCTH, C COOTHOLICHHEM MOHATHH «uHpOpMaLus» U
«IIOKYMEHT», ¢ MHOI000pa31eM JOKYMEHTOB; U3YYUTh OCHOBHbBIE TEPMUHBI U OIIPEICIICHHS.
Tema 3. DKCKypcHsl B IPUEMHYIO PYKOBOIUTENS

3amava: 3HAKOMCTBO C TOPSIIKOM JIOKYMEHTHOTO OO€CIeUeHUsT U TpPaBHIIAMU
00CITy>)KUBaHUsI pabOThI pyKOBOAUTEIIS.
YropaxkHeHus U 3aaHus: «AHKeTay, « BU3UTHas KapTOuKa»
Tema 4. Oopminenue pexkBu3UTOB. CTHIIMCTHKA JeOBON TOoKyMeHTauuu. dopmarsl Oymaru
u oyt TOCT P. 6 30-2003.

[IpakTuyeckas pabota: «Iloctpoerue popmynsipa — oOpasia ¢ yriaoBbIM U MPOJOIBHBIM

PAacIioyio’KeHNEM PEKBU3UTOBY.

3agava: O3HAKOMHUTH y4YalUXCs C OCHOBHBIM HOPMAaTHUBHBIM JIOKYMEHTOM,
perTaMeHTHPYIONUM TpaBruia O(GOpMIICHHS YIpPaBICHUECKUX JTOKYMEHTOB; (OPMHpPOBATH
HaBBIKH [TOCTPOSHHSI MTPOCTEUIIIHNX JIETTOBBIX OyMar U JOKYMEHTOB.
Tema 5. PexBU3NTHI, NPUAAIONINE JOKYMEHTaM IOPHIUYECKYIO CHUJIY. BIaHKM JOKYMEHTOB.
[IpakTrueckas padota: «AHanmu3 GopMmysspa TOKYMEHTay.

3agaua: O3HaKOMHUTH C TIOHSATHEM «PEKBH3UT» W BHIaMH (opMyisipa — obpasia, C
npaBuiIamMu O(OPMIICHUS PEKBU3UTOB; pa3BUBaTh MPAKTUKO-OPHEHTHUPOBAHHBIC HABBIKU B
paboTe ¢ JOKyMEHTaMH.
Tema 6. TpeGoBaHUs K TEKCTy IOKyMeHTa. HopMBbI 0pUIIHATBEHOTO CTHIIS.

3agava: O3HAKOMHUTH yyalluXcs C BHJAMU OJIAHKOB, CIIOCOOAMH HW3TOTOBJICHUS
OJ1aHKOB, C TPEOOBAHUSAMHU, NMPEIBIBISIEMBIMU K TEKCTaM O(DUIIMAIBHBIX TOKYMEHTOB.
Tema 7. Pestome, 3asBiieHre, aBTOOMOTpadusi, aHKETa.
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[Ipaktuyeckas padora: «CocTtaBieHre aBToOnorpadum.

3amavya: O3HAaKOMHTH y4YallMXCA C BUAAMU JOKYMEHTAIMHM [0 JIMYHOMY COCTaBY,
HAy4YUTh COCTABIATH U 0QOPMIISTH pE3OME U Jp. AOKYMEHTBI, IPUKA3bl [0 JUYHOMY COCTABY.
Tema 8. JlenoBoe mmuchbMO. ODTHKET JeioBod mepenucku. [Ipaktudeckas pabora:
«OdopmiieHue ciry>keOHOTO MHChbMay.

3agava: O3HAKOMUTH y4alIuxcs C BUJAAMHU CIYKEOHBIX MIHCEM, TPEOOBAHHSIMU K
TEKCTY CITy>KE€OHBIX MHCEM, HAyYUTh O(POPMIIATH CIyKeOHbIE THChMA.
Tema 9. [lpuem nocerureneit, nenosas oecena. [Iposeaenne npuemMos.

3amavya: O3HAKOMUTH y4YalIUXCs ¢ OCOOCHHOCTSAMHU pabOThl cekpeTapsi B MPUEMHOM,
chopMUPOBATh HABBIKK BEACHHUS JIETIOBBIX PAa3rOBOPOB.
Tema 10. B3auMOOTHOIIIEHUS C PYKOBOAUTEIEM U COCIY>KHBIAMH, C IMOCETUTEIAMU. DTHKA.
PeueBoit aTuket. BusutHas kaprouka. [logapku.

3amaga: CdopMUpOBaTh MPEICTABICHHE O BHEIIHEM BHUAC CEKpeTaps, KYJIbType
pabouero mMecra, KyJIbType MoBeieHus. [IpOBECTH rpyNImoBy0 JUCKYCCHIO.
Tema 11. YueOHble 3aBeICHUSIMH HAYAIBHOTO U CPETHETO MPO(HEeCCHOHATFHOTO 00pa30BaHuUs,
KOTOpBIE€ TOTOBST BHITYCKHUKOB IIKOJI IO CIICIUAIIBHOCTH «CEKPETAPhY.

3anaua: [IpoBectu ankerupoBanue «lIpodeccronaabHasi TOTOBHOCTHY.
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