MyHunHnadLHoe AaBTOHOMHOE 001meo0pazoBaTe/bHOE YIPeKIeHHEe
cpeauss o6meoGpasosareabHas mkoaa Ne 300 «IlepenekTunay

5
O )
g;s’s epefieKTHBAY
223 /C.H. Comos/
20
= 2

0% 2024r.

<M
o 9
o

OCHOBHASI OBPA3OBATEJIBHASI ITPOTPAMMA
MPO®ECCHOHAJBHOI'O OBYUYEHHUA

porpamMMa mpodecCHOHAILHOM MOATOTOBKH 00yJarOIuXcst
o npodeccuu «Cekperapb — aIMHHHCTPATOPY

Exarepunbypr, 2024



MAOQY COII Ne300 «Ilepcrnextusa»

OruasJjieHue

I. IleneBoii pa3aen o6pa3zoBaTeILHON MPOrPAMMBbI TPOPECCHOHATBHOTO OOYUCHHUS. ....vvvverrvveennree 3
1.1, TIOSICHUTEIBHAS BATTHCKA ...euvveetuteeesuteeesnteeessteeessteeessseesssseeesssessasseesasseeaasbeesasseeanneessneeanneeannnas 3
IO I o33 230 7 Q- Vi €2 1 SRR 4
1.3. Kareropuu o0y4aromuxcsi. CpoKrd OCBOCHHUS [IPOTPAMMBI ........vvviiieeiiiiiiiiie e 4
1.4. ®opma arrectanuu. JJoKyMeHT 00 OCBOCHUU IIPOTPAMMBI ........ovvveviiiiiiiieiisiiesieee e 5
1.5. [Inanupyemble pe3yabTaThl OCBOCHUS IPOrPaMMBbI IPO(PECCUOHATIBHOTO O0YUYEHUS .............. 5
II. ConmepskatenbHbli pa3aen o0pa3oBaTeIbHON MPOrpaMMbl TPOPECCHOHAIIBHOTO 00yYeHHS .....8
2.1. Copmeprxanue MporpaMMbl TPOPECCHOHATBHOTO OOYICHUS ....ve.vvervrerrensresteerearesieesieasnesseennens 8
PR (<10) 117 8 101 ) GO PP P TR PP RPRPP 11
2.3. TeMaTHYCCKOC TTAHHUPOBAHHC. ... vvveerrrresssreesssreessssssssseesssssesssesssssesssssesssssessssssessssessnssessnssessnes 12
ITI. OPTraHU3AIMOHHBIM PABIIETL.... . vveetreeeirreatreeateeesateeesteeesseeessseeessseesasseeessseesasseesssseesasseessneesnes 18
3.1. XapakTepucTuKa YCIOBUN PEATHIAIUHU IIPOTPAMMBDBI ......eeeveerreeasreaseessreesseeaseessneaseessesssseeses 18
3.1.1. TpeOOBaHUS K KATTPOBOMY OOCCTICUCHHUEIOD. ......veeuveerreessreasreessreasseessneasseessneensesssneansesssneenseesns 18
3.1.2. TpeboBaHUs K MATEPUATBHO-TEXHUICCKOMY OOCCTICUCHUIO .....veervverveeveeaneeesineasessinesneenses 18
3.1.3. TpeboBanus kK UHHOPMALUOHHO--METOTUIECKOMY OOCCTICUCHHIO .....eeuvverrreerereanreesieeaneeanss 18
3.2. KOHTPOJb ¥ OLIEHKA OCBOCHHMS TIPOTPAMMBI ......vveiesireeesreeassreesssseesssseesssseessseessseesnsessnneesnns 19
3.2.1. KOHTPOJIb KAUECTBA TTOATOTOBKH ... cceuveeeuteeessreeesuseesssseesassessasseesssesssseessseessssessnssessnseeesnes 19
3.2.2. OIICHOYHDBIC CPEIICTBA. ... teeutreeueeesreanseesuneaseessseaseeasseaasesssseassseasseessesanseessssansesssnesnsesssneenseses 20
3.2.3. [IporpaMma MPAKTUYECKOTO OOYUCHUS .....vveureenrresureaseessreasseeanseesseessseessneaseessneassesssneenseses 21
3.2.4. METOIUICCKIE MATCPHIATIBI .....vvevvesreteenteassesseesseaseesseesseassesseesseassesseenseasnesseenseannesseennesnnennees 22



MAOQY COII Ne300 «Ilepcrnextusa»

I. IlesreBoii pazaes o0pa3oBaTe/bHONH MPOrpaMMbl NPO(eCCHOHAIBHOIO 00yYeHus!
1.1. losicHuTENbHAS 3aMUCKA

OcHoBHass oOpa3oBaTeibHas IMporpaMma IMpodecCHOHANIBHOro oOydeHHs (maiee -
[IporpamMmma) MyHUIIMTIATBHOTO aBTOHOMHOTO OOIIEe00pa30BaTEIbLHOTO YUPEKACHUS CpenHen
obmeoopazoBarenbHoi KOsl Ne 300 «IlepcrektuBa» (manee - MAOY COII Ne300
«IlepcnexTuBay) npenHa3HaueHa A oOydeHUs OOydyaroluXcs B pamMKax MmpohecCHOHaTbHOU
HOJATOTOBKU MO JOKHOCTH «CeKpeTrapb-aIMHHHUCTPATOP», U pa3paboTaHa B COOTBETCTBHU C
HOPMAaTUBHO MPABOBBIMU JJOKYMEHTaMHU:

—®enepanpubiii 3akoH oT 29 nmexadbpst 2012 roma Ne 273-03 «O06 obOpa3zoBaHuu B
Poccuiickoit @enepanniny.

—IIpuka3z Munucrepcra obpasoBanust u Hayku Poccuiickoit @enepanuu ot 18 anpens
2013 1. Ne292 «O0 yTBepKIeHUU TMOPSIKA OPTAaHU3AIMMHA M OCYIIECTBICHUS 00pa30BaTEIIbHON
JESTEIIbHOCTH 110 OCHOBHBIM ITpOrpaMMaM Ipo(hecCHOHATEHOTO 00YUYCHHUSI.

— [Ipuka3z MunucrepcrBa npocsemerans PO or 14 wmions 2023 roma. N 534 "O6
yrBepkaeHnn Ilepeunst mnpodeccuit paboumx, MODKHOCTEH CHyXKalmUX, IO KOTOPBIM
OCYyIIECTBIIsIeTCsl mpodeccruoHanbHoe o0ydeHue" (¢ M3MEHEHUSMU M JOMOJTHEHUSIMH OT 29
depans 2024 rona).

—Ennnerit KBaTM(UKAIIMOHHBIN CIIPABOYHHUK IOJDKHOCTEN PYKOBOJIUTEIEH,
CIEIHMAIMCTOB U ciykanux (peaaknus ot 9 anpens 2018 roga, B TOM 4ucie ¢ U3MEHEHUSIMH,
BCTynUBIIKUMU B cuity 1 utons 2018 rozga).

—IIpodeccronanpbiii cranaapT o npodeccun «CrernuanicT Mo OpraHu3aluoOHHOMY U
JOKYMEHTAllMOHHOMY OOECIIEUeHHUIO YINpaBICHUS OpraHu3anue» (yTBEpXKIeH IpPHUKa3oM
MunucrepcTBa Tpyaa u conuanbHol 3amuThl Poccuiickon @enepanuu ot 06 mast 2013r. Ne276n).

[Tox npodeccronanbHbIM 00Y4YEHHEM IO POrpaMMamM podhecCHOHaTEHON TOATOTOBKU
1o npodeccusiM pabourx U JOJDKHOCTIM CIyXalluX MOHUMaeTcs MpoQeccHoHanbHOoe 00yueHne
JIULI, paHee He UMEBIINX Mpodeccuu paboyero Win A0HKHOCTH CITYXKAIlero.

IIpodeccuonanbHoe 00ydeHue Mo MmporpamMmaM HpopecCHOHaIbHOM IMOATOTOBKH IO
npodeccusiM pabounx, TOJKHOCTAM CITyXKallluX HalpaBiIeHO Ha MpUoOpeTeHre 3HaHUM, YMEHUH,
HABBIKOB, B TOM YHCIIE IS pabOThI C KOHKPETHBIM 000PYIOBaHHEM, TEXHOJIOTHUSMU, MTOIy4YCHHE
YKa3aHHBIMH JINIIaMU KBAIM(QUKAUOHHBIX pa3psioB, KaTeropuil mo npodeccun padodyero wiu
JOJKHOCTH CITy>Kalllero 6e3 u3sMeHeHust ypoBHs 00pa3oBanus. Opranuzanus npopeccCuOHaIbHOIO
o0ydeHHUs peraaMeHTHpPYeTCs MpOorpaMMol MTpo(decCHOHATBLHOTO OO0Yy4YeHHs, B TOM YHCIIe
y4eOHBIM IJIAHOM, KaJeHJapHO-TEMATUYECKUM IIJIAHOM, pabOYMMH ITPOrpaMMaMu JUCIIUIUINH U
po(hecCHOHANBHBIX MOJyJEH, pacliuCaHUEM 3aHSATUH U JIOKaJTbHBIMH HOPMATHBHO MPaBOBBIMU
akTaMd MyYHUIIMNIANBHOTO ABTOHOMHOTO 00I11€00pa30BaTEIbHOTO  YUPEXKICHHUS CpeaHei
obmieoOpazoBarenpHoil mmKoNIbl Ne 300 «IlepcnexktuBa» (mamee - MAQOY COII Ne300
«IlepcnexTuBay).

OcHoBHBIMU (hopMaMH TIPOPECCHOHATBHOIO OOYUYEHMS SBIAIOTCS TEOPETHUYECKHE U
npakTuueckue 3aHATus. OCOOCHHOCTBIO pean3aluu MpoPecCHOHANIBHOTO O0yUYeHUs SIBISETCS
CTPYKTYpUPOBaHUE coOfepkaHHe OOyueHHs B aBTOHOMHBIE OPTraHU3AIMOHHO- METOJAHYECKUe
0JIOKM — pa3ebl.

Paznen — uenoctHbIN HAOOpP MOAJIEKAITINX OCBOSHUIO YMEHUMN, 3HAHUM, OTHOLICHUH U
omnbITa (KOMIIETCHIIMI), OMMCAaHHBIX B (hopme TpeOoBaHU MPOGECCHOHATHHOTO CTaHAApTa 10
npodeccur, KOTOPHIM JOJDKEH COOTBETCTBOBATh OOYYAIOMIMKCSA MO 3aBEPLICHUHM OOy4YCHHS
pasnena, ¥ MpeCTaBISIONMNA COCTAaBHYIO YacTh OoJiee o01ei ¢ yHKINH.

Paznensl ¢popmMupyrOTCS Kak CTPYKTYpHas €IUHHMIA Y4eOHOIo IUIaHa Mo Mpodeccu;
KaK OpraHM3allMIOHHO-METOJUYECKas MEXIUCUUIUIMHApHAS CTPYKTYypa, B BUJE Habopa pa3HbIX
TUCITUIINH, OOBEIMHSAEMBIX 1O TEeMAaTUYECKOMY IPU3HAKY 0a30i; WJIM KaK OpPraHMW3allOHHO-
METOMYECKas CTPYKTypHas €IUHHIA BpaMKax NMpodeccuoHalIbHON mporpaMMbl. O0ydyeHue 1o
nporpaMMe MpearnoyiaracT MpoOBEACHUE aTTECTAlMH — MO0 OKOHYAHHUIO Y4EOHOTO MONYroaus W
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y4eOHOTO T0/1a MPOBOAUTCS MIPOMEKYTOUHASI aTTeCTalUsl, 00yueHHE TI0 IPOrpaMMe 3aBEPILACTCS
UTOTOBOM aTTecTauuel B popMe KBanu(UKAIMOHHOTO SK3aMEHa.

[Iporpamma TeopeTHUECKOro OOy4YeHHs COCTaBJIEHA C YYETOM 3HAHHM, MOITY4YEHHBIX
oOydaromuMucss B 00IIeo0pa3oBaTeNbHOM IIKOJNE, W TMpedycMaTpUBaeT MNpuoOpeTeHue
TEOPETUYECKUX 3HAHUH, HEOOXOMUMBIX CEKpeTapio - aJMHHUCTPATOPY JUISl MPAKTHYECKOM
paboTHI.

XapakTepucTHKa NPopeccuu:

Cekperapb - 3TO CIEUUATHMCT, KOTOPBIM TOJKEH 00anaTh JAENOBBIMU KaueCcTBaMH,
KOMMYHHKa0eIbHOCThIO. CeKkpeTraph BeJeT BeCh JOKYMEHTOOOOPOT OpraHH3alMH, HCIOb3YsS
KOMITBIOTEPHYIO TEXHHMKY, OCYIIECTBIISIET JAEJIOBYIO IEPENUCKY, KOHTPOJHPYET HCIOJHEHUE
JIOKYMEHTOB, TOTOBUT JIOKYMEHTHI K cllade Ha apXxuBHOe XpaHeHHue. Cekperapb IUIAHUPYET
pabounii 1eHb PyKOBOJIUTEINS, CTEHOTpaUpyeT COBEIIAaHUs U IEPErOBOPBI, OPraHU3yeT BCTPEUH,
npecc- KOH(PEPEHIINH.

Ha3znauenue npodeccun:

Beimonaenue paboT mo OopraHU3alMOHHO-TEXHUYECKOMY O0ECIEUEHHUIO IeATEIIbHOCTH
aJMUHHCTPATUBHO-YIIPABICHUECKUX  MOApa3JeieHuid (PyKOBOAUTENEH  pa3HOrO  YPOBHS,
pabOTHUKOB aJMUHHCTpAllMM M Jp.) B OpraHu3alMsIX, YYPEKIEHUSX, MHUHUCTEPCTBAX,
BEJIOMCTBAX, MPEANPUATHUAX, PrpMax pazHOro Npoduiis esTeIbHOCTH U (HOPM COOCTBEHHOCTH.

1.2. Heanb u 3axaun

Leapr mporpaMmmbl — npodeccroHanbHas MoAroToBka odyvaromuxcs MAOY COII
Ne300 «ITepcnextuBa» no npodeccun «Cexperapb-aAMUHUCTPATOPY.

OCHOBHBIMU 3aJJa4aMHU NPOTPAMMBI SBJISIOTCS:
-opMupoBaHre y 0OydaroOUIMXCsl COBOKYIHOCTH 3HAaHMM U yMEHHH, HEOOXOIUMBIX JUIs
OCYIIECTBJICHUS! TPYAOBbIX JAEUCTBUA U TpyHoBbIX GYyHKIMM mo npodeccun «Cekperapb-
aJIMUHUCTPATOp»;
-pa3BuUTHE y OOYYArONIUXCS MOTHBUPYEMOW MOTPEOHOCTH B TOJYYCHHUH BOCTPEOOBAHHOU
npodeccuu, B OpraHu3aluy CaMO3aHITOCTH Ha PhIHKE TPY/a;
-OKa3aHue OO0y4arolmMMcsl MPaKTUKO-OPUEHTUPOBAHHOM TMOMOIIM B MNPOPECCHOHAIBHOM
CaMOOIIpeJIeNIeHNH, B BEIOOpE MyTH MPOJOKEHUS MPo(ecCHOoHaAIBHOr0 00pa3oBaHusl.

OOyuvaromumcs, YCHEIIHO COABIIMM KBaJU(UKALMOHHBIA 3K3aMEH IO pe3yJbTaTam
npodeccHOHAIBbHOrO  OOy4YeHMsl, BBIIAETCS  CBUJETENILCTBO  YCTAHOBJIIEHHOIO  oOpasla.
OO6yyaronuecs, He ciaBlIve KBaTU(UKAIIMOHHBIN YK3aMEH, MOJIy4aloT CIIPABKY YCTaHOBJIEHHOTO
oOpa3sia.

Bun skonommueckoit nesrenbHoctd  (kon OKB3J) 82.11 - JleATenbHOCTh
a/IMUHUCTPATUBHO-X0351IICTBEHHAsI KOMIUIEKCHAs 110 00ECTIEYEeHUI0 PAa0OThl OpraHU3aIUH.

B yueGHOM mpolecce HCHONB3yeTCsl MaTepUabHO-TEXHUYecKkas 0a3a M KaJlpoBble
pecypcsl MAOY COLI Ne300 «IlepcniekTrBay.

1.3. Kareropuu odyuyaromuxcsi. Cpoxku ocsoenus IIporpammsi

Kareropus odyuyarommxcs. [IporpamMmma npodeccronanbHOro 00yueHus mo npodeccun
«CekpeTapb-aIMUHHCTPATOP» aJpecoBaHa JIMIIAM, WUMEIOIIMM OCHOBHOE 00Iee oOpa3oBaHUE,
BKJTIOYAst JIUII C OTPAaHMYSHHBIMH BO3MOKHOCTSIMH 3/I0POBBSI H MHBATUIHOCTBIO.

®opma o0yueHuUs1, IpUMeHsieMble B pamka o0y4uenusi no [Iporpamme — ouHas, 0O4HO-
3aouHasi, 3a04Has. Kaxnas u3 Gopm oOydeHHsT MOKET YaCTHYHO Peal30BaHa ¢ MPUMEHEHHEM
JUCTAHIIMOHHBIX O6p330BaTCJII>HI:IX TEXHOJIOTHHA U SJICKTPOHHOT'O O6y‘IeHI/IH.
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Cpok oCBOeHHSI NPOrpaMMbl, PeKMM 3aHATHH: CpOK ocBoeHus IIporpammbl
npodeccuonansHoro obyuenus mno mnpodeccun «CekpeTapb-aAMUHUCTPATOP» cocTaBiseT 1,5
roja.

O6mee konmuuecTBO YacoB 1o [Iporpamme: 108 yacos.

U3 Hux:

- 1 rox oOyuenus — 72 yaca

- 2-ti rox o0yueHust — 36 yacoB

Pexxum  3ansaTmil. Pexum  3aHATHH — ompenensieTcs  CTPYKTypod — ydeOHOTro
(TeMaTHy4ecKoro) 1jiaHa u paclucaHueM 3aHITH.

3aHdaTue: 2 akaIeMUYECKUX Yaca ¢ MepepbIBOM 15 MUHYT.

[TpoaomKUTENEHOCTD OJTHOTO aKaJeMHYeCKOro yaca coctapisieT 40 MUHYT.

[Tepuoauunocts: 1 pa3 B HEAEMIO.

1.4. ®opma arrecranun. lokymeHnT 00 ocBoenun Ilporpammsl
®opmMa UTOr0BOM ATTECTAUM — KBATU()UKALMOHHBINA YK3aMEH.
KBanudukanus, npucBauBaeMasi BbIIIyCKHHKaM 00pa30BaTeIbHOIl NMPOrpaMMBbl:
CeKpeTapb —aJMUHUCTPATOpP 3-€ro pa3psia.
BoitaBaemblii JOKYMEHT — CBUJIETEJIBCTBO YCTAHOBJIEHHOTO 00pasLa.
CooTBeTcTBHE OINUCaHMS KBATU(PHUKAIMU B TNPO(PECCHOHATBHOM CTaHIapTe C
TpeOOBaHUSMH K pe3yJabTaTaM IMOATOTOBKH IO IporpaMme Mpo(hecCHOHAIBHOTO 00yUeHHS

O0001eHHBIC TPYAOBBIE QyHKIMU TpyaoBble pyHKIMH
KO/ | HaWMEHOBaHUE YpPOBEHb HaNMEHOBAHHE KOJT YpOBEHb
KBaTH(pUKaLUY] (moypoBeHb)
KBaJIM(UKAIUU
A | Opranu3anoHHOe 3 [Tpuem u pacnpenenenue | A/01.3 3
obecrieyeHne Tese()OHHBIX 3BOHKOB
ACATCIIBHOCTH Opranu3anus A/02.3 3
OpraHM3aluH paboOThI C HOCETUTENISIMU
Bremonaenne A/03.3 3
KOOPMHUPYIOIUX U
oOecnieunBarOMmUX QyHKIHI

1.5. [Inanupyemble pe3y/bTaTbl 0CBOCHHS IPOrpaMMbl NPogeccHoOHATLHOI0 00y4eHUs
OcHoBHast  1eidb BUAa  NpO(ECCHOHATBHOW  JEATENIBHOCTU:  pealu3anus
oOecneunBaromuX (YHKIUN YIOpaBlIeHUs OpraHU3alueil; BHEAPEHUE JIyYIINX TEeXHHUUYECKHUX
pa3paboTOK U HOBEUIIMX TEXHOJIOTUH B 0OecrieueHNe yIpaBIeHUs! OpraHu3aluen.

OnpenesieHue pe3yJbTaTOB 0CBOEHHS MPOrpaMM NMpoecCHOHAIBLHOTO 00y4eHHsI HA
OCHOBe NMPo(decCHOHATBHOr0 CTAHIAPTA

IIpodeccnonaabHbIN IIporpamma npogeccHOHAIBLHOTO 00yYeHH S
CTAHJAAPT

Bun npodeccuonanbHoM OpranuszallioHHOE U JOKYMEHTAIMOHHOE obecrneucHue

eI TeIbHOCTH YIIPABJICHUS OpraHU3AMIMU JIOOBIX OPraHU3aIIMOHHO-TIPABOBBIX
hopm

O06o001eHHas TpyaoBas Opraau3aliioHHOE 00ECTICUCHHE IeATEILHOCTH OPTaHU3aIluN

byHKIHISA

TpynoBast GyHKIHS [Tpuem u pacnpeneneHue TenepOHHBIX 3BOHKOB OpraHU3aIuu
Opraau3zanus padoThl C TOCETUTEISIMU OpTraHU3AINH
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BrImonHeHe KOOPIMHUPYIONIMX U oOecrnieunBaomux QyHKInn

TpynoBoe nencTeue

[lepenanpaBnenue Tene(OHHBIX 3BOHKOB  PYKOBOACTBY M|
COTPYAHUKAM OpraHU3aliu

Perucrpanus nocrynamomux TeaeOHHBIX 3BOHKOB

[lonmyuenue  HeoOXoauMoW — MHpOpMAMM U Iepenaya
CaHKITMOHMUPOBAHHOM MH(OpMaIuu 1o tenedony

Bcerpeua moceruteneil, moiydeHue NEpBUYHOM HHMOpManuUU O
[MOCETUTEJISIX M TOMOIIb B  OpraHU3allMkM UX  [pUEMA
[PYKOBOJMTENEM U COTPYIHUKAMHU

Benenue xypHaiia yyera oceTuTeNein

Yuer mocerureneit u 0opMIICHHE TPOITYCKOB

CopelicTBE  ONEpaTMBHOMY  pPAacCMOTPEHUIO  Ipoch0 U
[IPEII0KEHU N IOCETUTENIEN

[IpueM u nepenaya JTOKYMEHTOB IIOCETHTENIEH PYKOBOJCTBY H
COTPYJIHHKAM OpraHu3aluu

Opranuzanys 1 OpOHUPOBAaHNE NEPETOBOPHBIX KOMHAT

CepBupoBKa yaitHOro(ko(eiHoro) croya B oduc

[lpurotoBneHne HAOUTKOB (4ail, Kode, MPOXIAAUTEIHHBIC
HAITUTKH)

Benenue JKypHaJia pa3be3a0B pa6OTHI/IKOB OpraHm3anuu

Koopaunanus paboThl KypbepOB M BOAUTEINEH OpraHu3aiuu

Benenne kypHala pa3be3fioB  KypbepoB — OpraHU3alUuu Y
MapLIpyTOB BOJUTEIEH

CocTaBlieHHE CIIPaBKU O pa3be3fax pabOTHUKOB, KypbepOB W
MapuipyTax BOAMTENEH OpraHu3aIliu

Y MeHUE

lcrionb30BaTh TEXHUYECKUE U IPOTrpaMMHBIE CPEACTBA UL
[IpOBEEHUS TOJIOCOBON MJIM BHJI€0-KOH(EpEeHI-CBsI3U

lcrionb30BaTh CpeACTBAa KOMMYHHMKAIMOHHOM OPITEXHUKH IS
MoJIydeHus: U 1repenadyu HHGopMaluu

BecTn ydeTHbIe permcTpanvoOHHBIE (OPMBI, HCIOIB30BaTh HX|
U1 MH(OpPMAIIMOHHON paboThI

YcraHaBiMBaTh KOHTAaKT C COOECETHUKOM, TOJJEPKHUBATh U
a3BHBATh JIEIOBYIO Oecey B mpoiiecce TeaeOHHBIX TEPETOBOPOB

CriaxuBaTh KOH(I)J'II/IKTHBIG nu CJIOKHBIC CUTyaluy
MEXKIIMYHOCTHOI'O BSaHMO}IeﬁCTBHH

Cobmtoaath CiryKeOHBIH ATUKET

OOmIaTHCS C TMIOCETUTETSIMHA

llcrions30BaTh  yCTAaHOBJIIEHHBIE IIpaBUja H IIPOLIETYPBIL
KOMMYHUKAIU{ BHYTPHU OpraHU3aLlUH

Bectu yuetHble (OpMBI, HCIIOJIB30BATh UX JUIsl paOOTHI

Co3aBaTh MOJOKUTEIBHBIM UMUK OpraHU3allMM, TPUHUMATH)
MEpBI 110 pa3peIIeHUI0 KOHMIUKTHBIX CUTYaIui

[TprimeHsTh HH)OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

O6ecneunBaTh KOH(QUACHIIMAILHOCTH HH(OpMAIUN

CocTaBIIATh U BECTH YUYCTHBIC JOKYMCHTEI

[[puMeHsTH CpencTBa KOMMYHUKaIUH IS
repeaadn Mopy4eHui PYKOBOAUTESA U COTPYIHUKOB
OpraHu3aiuu

[TprMeHSATH COBpEMEHHBIE cpesicTBa cOopa, 00pabOTKH U nepeaayn|

nHopmaruu
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O11eHUBATh PE3YIbTAThI B paMKaX IMOCTABJICHHBIX 3a1a4

OCyLIECTBIISITH KOHTPOJIb UCIIOJHEHUS MOPYYEHUNH PYKOBOAUTES
COTpYIHUKAMU

BHanue

DyHKIMY, 337a41, CTPYKTYpa OpraHu3aluy, €€ CBs3H

[IpaBmiia  B3auMOAEWCTBUA C IApTHEpaMH, KIUMEHTaMH,
CpelcCTBaMU MaccoBOM MHpOpMaIuu

(DTHKA JEI0BOr0 OOIICHUS

[ IpaBuia peyeBoro 3TUKeTa

TpeGoBanus OXpaHbl TpyJa

[TpaBuiia 3amMTHl KOHPUASHIUATILHON ClIy)keOHOM nH(popManuu

[ IpaBuiia opranu3zanyy npueMa NoCeTUTeNen

[IpaBuia 1em0BOro OOIICHUS

CTpykTypa  OpraHu3ald U  pacrpefesneHue  QyHKIui
MEXy CTPYKTYPHBIMU MOJIPA3JICICHUSIMU U CTICIUATNCTaMU

[IpaBuiia opranusanuu NprueMoB B oduce

[IpaBuia cepBUPOBKH YaifHOTO (KOQEHHOTr0) cTONa

HpaBHna ITPUTOTOBJICHUS U TIOAAYU I'OPAINX HAITUTKOB U 3aKYCOK K
HHM

COI[ep)KaHI/IC IIporpaMmabl HpO(i)eCCI/IOHaJ'ILHOFO O6y‘IeHI/I$I OIpeaAciIACTC Ha OCHOBC

TpeboBaHMit

po(eCCHOHANBHBIX ~ CTaHJApTOB  (IIPM  HAJIMYUMU) WIM  YCTAHOBJIEHHBIX

KBATM(UKAIIMOHHBIX TPEOOBaHUH.
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I1. Conep:xaTesbHbIN pa3aen 00pa3oBaTeJbHOI NPOrpaMMbl NPo¢ecCHOHATBHOI0
o0y4eHust

2.1. Coaep:xanue mporpaMmbl NpogecCHOHATBHOTO0 00yUYeHusI

Paznen |. O6menpodeccuoHaabHbIH MOTYJIb

1.1. OcHOBBI peJaKTHPOBAHHUS JOKYMEHTOB.

Teopus. Kynbrypa uenoBexka u KyabTypa peud. OCHOBHBIE (DYHKUIUHU sA3BIKA.
B3anMOCBs3b KyJIbTypbl 4eJOBEKa M KyJIbTypbl pedud. HopmaTUBHBIN, KOMMYHUKATHBHBIM U
JTUYECKHM aCIEKThl pPeYeBOM KyNbTypbl. OyHKIIMOHAIBHBIA CTUIM PYCCKOIO JINTEPATYPHOTO.
Crumu peun. OCHOBHBIE YEpPThI, OCOOCHHOCTH W I pU3HAKU Bcex cruwied. Hopmbl pycckoro
peueBoro 3tukera. Opdosnust, opporpadus. Cuarakcuc U nmyHKTyauus. [IpuHuunel 1 GyHKIUN
pycckoil myHkTyanuu. CMBICTIOBas pojib 3HaKoB npenuHaHus. CriocoObl odopmieHus 4dyxKoi
peun.

[IpaxTuka. Hanucanue Tekcra noja IMKTOBKY. AHainu3 Tekcra. PenraktupoBanue Tekcra.

1.2. lenoBasi KyJabTYypa.

Teopua. mmik cexkperaps-aaMuUHUCTpaTopa. JIMYHOCTH cexkperaps M €ro poib B
JESATEIIBHOCTY COBPEMEHHOM oOpraHu3auuu. JloJpkKHOCTHas MHCTpyKUusA. JlenoBble M JIMYHBIC
KauecTBa cekperaps. [enoBas xeHumHa-mpodeccruonan. Pabouee Mecto cekperaps. ITUKET B
CIIy’)KeOHbIX OTHouIeHusiX. KoprnopatuBHas KynabTypa, (QUPMEHHBIM CTUIb OpraHU3aIUH.
CnyxeOHasi BepTHKanb (OTHOWIEHHS B cucteme «PykoBomuTenb- momuuHeHHbIH). CiyxeOHas
TrOpPU30HTAJIb (OTHOILIEHHE B CUCTEME KoJulera- koJutera). CiyxkebHas cybopauHauus. Hopmsl u
IpaBUJia OTHOILIEHUH COTPYIHUKOB C MPEACTAaBUTEISIMU CTOPOHHUX OpraHU3aluii, apTHEpamH,
KJIMeHTaMu, nocetutensiMu. CyOopanHaIus. DMOIMOHAIBHO- HEUTPaJIbHBIN JI€IOBON XapakTep.
Kon¢puaenumnanbHOCTb.

IIpaxTuka. JlenoBas urpa: «Opranuzanus COBELIAHUS

1.3. OcHOBBI 1€/10TPOU3BOACTBA

Teopuss.  JlokymeHTaMOHHOE  OOEcleyeHHe  YIpPaBJIEHYECKOW  J1eATeIbHOCTH.
Cekperapb B cTpyKType ympasieHus. HopmaTuBHO-MeTonuyeckas 0a3a JeJI0NpPOU3BOCTBA.
OcCHOBHBIE TEPMMHBI BJEIONPOU3BOACTBE. 3aJjaul  JIeIONpPOM3BOACTBA.  TpeOoBaHue K
odopmiaenuro fokymenToB Ha ocHoBe OCT. JlokymeHTupoBanue. JJokyMeHT, BUbl JOKYMEHTOB,
ux kiaccupukanus. PekBusutTel aokymeHTOB [IpakTuka. AHamu3  JOKyMEHTa, MPHUHIIMII
NocTpoeHHsA. biaHku  1OKyMEHTOB. PekBu3NTHI NOKyMeHTa. JIOKyMEHTHMPOBaHUE, BHUIBI U
crocoObl. TpeboBaHuUs K TEKCTY JOKyMeHTa. TpeOoBaHUS K M3TOTOBIEHHIO JOKYMEHTa. 3adeT
«HopMatuBHO-MeTOAMYEeCKass 0a3a  JENONMPOM3BOACTBA. IpeboBaHMe K  OpOPMIICHHUIO
JIOKYMEHTOB.

1.4. Texunka mammHonucu. Paznea Ne 1 «Ciienoii» aeciTuna bueBblil MeTO
neyatu Ha [IK. Teopus.

OCHOBHBIE TIPUHLIUIIBI «CJETIOr0» JNECATUNAIBLIEBOIO METO/Ja Ie€YaTH Ha MHIIyLIEH
mammHke W 1IK. Ilo3uumm naneieB Ha kinaBuatype. JIOKYMEHT, BUABI JIOKYMEHTOB, HX
KJIacCHU(pUKaIH.

PexkBusuThl OKyMeHTOB. 3Haku NpenuHaHus. ApaOckue uudpsl. KonmuecTBeHHBIE,
NopsAKOBbIe yncnuTenbHble. Hymepanus nynkroB. Pumckue uudpel. Hanucanue nat

[Ipaktuka. Od¢opmienrne a0KyMeHTOB. IledaTh  JecSTUHANBIEBBIM — METOIOM.
Odopmiienne rpanuit.Ilons nokymentos. Y cranoska nosneil. [Ipaktuueckue 3ananus. «OTpaboTka
neyaTy Ha kinaBuarype. Habop tekcroB» «Odgopmienne nokyMeHTOB. [leuaTs necsTunanblueBbM
METOAOMY. 3aueT.

1.5. Texuuka mammnonucu. Paznea Ne 2. U3yuyeHue TeXHUKH NMe4aTH

Teopus. OcBoeHHE IPHEMOB TEXHUKH THcbMa. OO0paboTKa KpUNTOTPaMM TJIaCHBIX OYKB.
Odopmienne 3arojoBKOB M TMOA3aroioBKoB. Hymepanusi crpanun. TeKCTOBBIE COKpAIIEHUS.
[Ipssmast peub, nmutatel. OdopMieHue NpuUMeUYaHul, NpuiaokeHuid. McnpaBnenue ommoOOoK.
Hcnpasnenue ommbok Ha [IK O6paGoTka kpunrtorpamMm OYKB OCHOBHOW MO3HMIIMU TAaJbIIEB.
Kpunrorpammel rinacHbix OykB. IleuaTh cIOroB «coriacHas — IjacHas - 2 COIJIACHBIX»; «2
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COIJIACHBIX - TJIaCHAs - COTJIaCHas», paboTa cO CJIOTaMUTHUIIA - «COTJIACHAs - COTJIaCHAs TTIaCHAs».
KpunTorpamMMbl OCHOBHOM MO3UIIUH NalibileB. OO0paboTKa KpUNTorpaMm OyKB BCei KIIaBUATYPBHI.
[leyatp cioros, meyarh JIBYX - U TPeXOYKBEHHbIX KOHEUHBIX OykBocoueTraHui. OdopmieHue
MAaIIMHOMUCHBIX paboT. Tabmuubl. OdopmiieHHE U U3TOTOBIEHUE TaOIMYHBIX (POPM JOKYMEHTOB.
[IpaBuiia BBIMOTHEHUSI CJIOKHBIX TaOIHUIL

[IpakTuka. Pabora ¢ TekctoBeiM goKyMeHTOM. Habop Tekcra moa nqukroBky. Pabora ¢
tabmuamu. OdopmiieHHe U U3TOTOBIICHHE TAOINYHBIX (OPM JOKYMEHTOB.

1.6. Texuuka mammuonucu. Paznea Ne 3. CkopocTh nevyatu

Teopus. Onpenenenue ckopoctu nedatd. CKOpPOCTh meyaTH u kadecTBo padot Ha [1K.
[Tpaktuka. Habop Tekcra Ha ckopocTh. KaduecTBeHHBINM HA0Op TEKCTA.

Paznea |l. ABromaTnzanusa OY

2.1. O¢ducHoe oGopynoBaHue.

Teopus. OpranuzannoHHasi TeXHUKa. BUJbl U yCTpOWCTBO OpraHU3alluOHHON TEXHUKHU.
Kcepokc. ®akc. Ilpunrep. Cxkanep. IlepcoHanbHblii KoMIbIOTEp. MynbTUMEAUITHOE
o0opynoBanue. IledyatHoe M MHOXUTENbHOE O0OpyJIOBaHME. JleMOHCTpAllMOHHAs TEXHHUKA.
Cucrema cBsi3u. Mynbrumenua. CkaHMpOBaHUE U300paKeHUH.

[IpakTuka. Pabota ¢ oprrexuukoii (opucHsIM o6opynoBanuem). CKaHHPOBAHHE

2.1. DnekTpoHHBII o(uc.

Teopusa. OducHble npunoxenus. JloMOTHUTENbHBIE BO3MOXHOCTH. AMIIEPAHTHOE
o0ecrieyeHne MEPCOHATBHOrO KommbioTepa. OneparuonHas cuctema Windows. CiyxeOHble
nporpammbl. TexctoBblii pemaktopMS Word. Pemakrop smekrponnbix Tabmun MSExcel.
ITporpamma MSPowerPoint. Tecrobiii pegakrop MS Word. 3amyck u Hadano pabotsl. BBoau
penakTupoBanue Tekcra. ®dopmarupoBanue Ttekcra. Odopmiienne crpanul. OdopmieHue
JIOKYMEHTOB C nomouibio Tadynspa. OdopmieHue O6JaHKOB JTOKYMEHTOB. MEHIO U OCHOBHBIE
nousituss MS Excel. Dnekrponnas Ttabnuna. 3HakoMcTBO ¢ 3kpanom MS Excel. Ilanenn
uHcTpymeHToB MS Excel.BBonx u penaktupoBaHue JaHHBIX. AHanM3 U 00pabOTKa JaHHBIX.
[Mpesenramuss MS PowerPoint. Bosamoxuoctu MS PowerPoint. Craiigpl. Pabota ¢ TekcToM.
DNEKTPOHHBIENOKYMEHTHI M UX XpaHEHHE. DKCIEPTU3a IEHHOCTH TOKYMEHTOB.

[Ipaktuka. Pabota ¢ Tabnammamu u rpaduxoi. Odopmnenne mnpeseHtammu B MS
PowerPoint.

Paspea I1I. IIpodeccnonajibHbIi MOAYJIb. J1€10NPOU3BOACTBO B OPraHU3aLNHU

Teopus. CocraB ynpaBiIeHYECKMX JOKYMEHTOB oOpraHu3anuy. OpraHu3alnyuoHHbIE
JTOKyMeHThl PacrnopsautensHble TOKyMeHTH. MH(pOpManmoHHO - cHpaBOYHBbIE JTOKYMEHTBHI.
JenoBas nepenucka. [IpaBuna opopmieHus, CTpyKTypa ¥ BUJbI I€TOBBIX MUceM. JIOKyMeHTaIus
10 JOTOBOPHBIM MpaBoOoTHOWEHUsAM. OpraHuzanus paboTel ¢ JoKyMeHTamu. OpraHuzanus
JToKyMeHToobopoTa. Perucrpanus nokymeHToB. Tekyiiee XxpaHeHue 1okymMmeHToB. Homenknatypa
nen. ApXMBHOE XpaHEHHe JOKyMEHTOB OCHOBHBIE PEKBHM3HUTHI U TpeOOBaHHS K O(POPMIICHHIO
noroBopoB. JlokymenTsl mnpemanpusatus Kiaccupukanus JI0KYMEHTOB — YIpPaBIIEHYECKOM
nesrenpbHOCTH. Ycras. Ilonoxenus. IlltatHoepacnucanue. IIpaBuna BHYTPEHHEro TPyZOBOIO
pacniopsiaka. Ykazanus. [loctanoBnenus. [Ipuka3bl 1o OCHOBHOW NeSATENbHOCTU. Bhimucka u3
npuka3oB. Pacniopsokenue. Pemenne. [Ipotokon (momHeiid u kpaTtkuit). AkT. CripaBku. JloknaaHas
3anucka. OObsicHUTENbHAs 3amucka. Temerpamma, TenedoHorpaMma. PeKBH3UTHI NHCHMA.
[Tucemo-tipocnba. Ilucemo-otBet. IlpurnacutenpHoe mHCbMO. CONMPOBOAUTENHHOE MHUCHMO.
[Tucemo - cooOmenue. Ilncemo-oTtka3. Kpenutnsiii moroBop. JloroBop xpanenus. JloroBop
noctaBk. Jloropop npokarta. Kommepueckuii noroop. [Tonsatue "n1oxkymeHTO000pOT" ¥ pa3BUTHE
€ro HOPMaTUBHOW METOAMYECKON perilaMeHTalui. XapakTepuCcTUKa JOKYMEHTO000pOTa. DTaIlbl
JIBUKEHHUSI U TOPAJOK 00paboTKK NOKyMEHTOB. PaboTa ¢ BXOASIIMMHU JOKYMEHTaMHU. OTaIlbl
00paboTKu 10KyMeHTOB. KOHTpOIIb HCTIONHEHNS JOKYMEHTOB. Perucrpaiusi JOKyMEHTOB, BUIbI
peructpauuu. Omnpenenenue cpokoB xpaHeHus. Ilopsnox Beimaum nen. IloaroroBka aen u
nepenava B apxus. @opma onucu u akThl. [lepenaya nen B apxus. Pabota ¢ koHGUACHINATLHBIMU
JOKyMEHTaMU
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[Ipaktuka. CopTUpOBKa JOKYMEHTOB IO Kiaccudukamum». CocTaBlIeHHUE IITaTHOTO
pacnucanusa. PaGoTa ¢ pacrnopsauTenbHbIMU JokyMeHTaMu. CocTaBieHHe HH(QOPMAIMOHHO -
cnpaBouHOU nokyMeHTanuu. OdopmiieHue nenoBeix nmuceM. OGopMiieHHEe THIIOBBIX JOTOBOPOB.
Pabora ¢ ucxomsmuMmu W BHYTPEHHUMH JoKyMmMeHTaMu. OdopmieHHe HOMEHKJIATYphl [el.
Odopmiienne TOKyMEHTALUU JUIsl apXUBa.

Pazpnen IV. Cnennansnblii Moayab. KaagpoBoe o0ecnieuenne

Teopus. Tpynosoit konekc P®. Tpymosoit gorosop, ero 3akmroueHue. OdopmieHue
TpyAoBOro aoropopa. CTpyKTypHBII [IpUKa3 [0 MPEANPUATHIO. 3HAUEHUE TPYI0BOTO JOrOBOpa.
3aKII0OYeHHEe TPYLOBOIO JOIOBOpa Ha OIpPENEe]IEHHBIH U HeOonpeAeNeHHbI cpok. OCHOBHbIE
PEKBU3UTHI TPYIOBOTO T0T0BOPa. TpynoBbie mpaBa u 00s3aHHOCTH pabOTHUKOB. [Topsaaok nmpuema
Ha pa0oty. JIoKyMeHThI IIpu Ipueme Ha padboTy. ABToOHOrpadus. XapakTepucTHKa. 3asiBICHUE.
Pestome. [Ipukas o npueme Ha padoty.IIpocToii u crnoxublil npuka3. TectupoBanue. [lepeBon Ha
npyryto paboty. Ilpekpamenue TpynoBoro gorosopa. IIpukasbl 0 MOOLIPEHUN U HAIOKEHUH
B3bICKaHUMU. JInuHas kapToukKa, HopsA0K opopMieHUs uxpanenue. [lopsiok BeneHus TPyHOBbIX
KHIKEK. BejeHue JIMUYHBIX A€, OCHOBHBIE JOKYMEHTHI.

[lonroToBka IOKYMEHTOB K apXWBHOMY XpaHeHUto. [leHcwoHHBI (oHa: caaya
OTYETHOCTHU M IOKYMeHTe U1 opopmiieHus neHcuu. OpopmiieHre apXUBHBIX CIPABOK.

[Ipaktuka. CocraBieHue TpyaoBoro jaoroopa. CocraBieHHE NPUKa30B. 3aIllOJIHEHUE
JUYHOU KapTOUKH. 3arojiHeHHe TPyHoBbIX KHIDKEK. CocraBieHue ordyerHocTd. CocTaBiieHUe
npukaza. CoctaBienue akra. CocraBinenue Muctpykuum.

Pa3znen V. Koncyabranumn
KoHcynpTauu mpoBoasTes 11 00yqaromuxcs mo [Iporpamme B TedeHUE BCETO Meproia
oOydeHus u o utoram 1 roga o0ydeHus nepes NpoOMeKyToOUHOH arrecTarnuei. Koncynpranuu mo
U3YYCHHOMY MaTepHally, MPOI0JDKESHUIO MTPO(HeCcCHOHATLHOTO 00pa30BaHUs, TPYIOYCTPOICTRY.
[TonBeneHue UTOroB TeopeTHUecKoro oOyueHus (beceaa, TECTOBBI KOHTPOJIb U Jp.)

Pasznen VI. Arrecranmus
6.1. IIpomexyrtouHas arrectauus. JuddepeHpoBaHHblii 3aueT
6.2. HroroBas arrecramus. ATrecTanus OOYYaOIIUXCS B COOTBETCTBHH C
npodeccuoHaNbHBIMU TPEOOBAaHUSIMM M KBIM(UKAIIMOHHOM XapakTepucTtukoi «Cekperapb-
aJIMHUHHUCTPATOPY.
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2.2. Y4eOHbIil IJIaH

B yueOnoMm mutane oToOpaskaeTcst JOrHMUYEecKasl MOCIeI0BaTeIbHOCTh OCBOCHHS Pa3/ieioB,
obecreunBaronx GOopMHUPOBAHUE KOMITCTCHIIUMN.
Yka3bIBaeTcst 001asi TPYA0EMKOCTh pa3/iesioB, MOIYJIEH.

Ne n/m HaumenoBanue pa3zaenos Bcero B Tom uncne ®dopma
4acoB | Jlexmum | [IpaxTuka | Camocr.paboTa KOHTPOJIA
1 roa oOyueHus

l. O01menpogeccuoHATbHBIIIMOIY1b 42 16 22 4
1.1. |OcHOBBI peaaKTUPOBAHUS JOKYMEHTOB 8 4 4 - TecTtupoBanue
1.2. JlenoBas KyabTypa 2 2 - - JlenoBas urpa
1.3.  |OCHOBBI 1€OIPOU3BOACTBA 10 4 5 1 3ayer
1.4. |Texuwmka mammuonucu Pasmgen Nel 14 4 8 2
1.5. |Texuwmka mammuomnucu Pasmen No2 8 2 5 1 [IpaxTiraeciue
1.6. [Texuuka mammuonucu Pasmen Ne3 - - - - ananuA
1. ABToMaTu3anuga OY 2 1 1 - -
2.1. |OdwucHoe obopynoBanue 2 1 1 - Omnpoc
2.2.  [DnexTpoHHBIH opuc - - - - -
I11. [IIpodeccnonanbHbIi MOLYIb 18 7 9 2 [IpakTueckue
3.1 Jlenonpou3BoOACTBO B OpraHU3aluu 18 7 9 2 3aJaHus. 3a4eT
IV. |ConeumanbHblii MOTYJIb 6 2 4 -
4.1. |KampoBoe obecrieuenne 6 2 4 - 3ayer
V. KouncyabTanuu 2 - 2 -
V1 ATTECTALMA 2 - 2 -
6.1. [[IpomexyTouHast aTTeCTaLUs 2 - 2 - 3auer

6.2.Utorosas arrecrarus - - - - -

Htoro 1 roxg 12 26 40 6
2 roa o0yyeHust

l. OowmenpodeccnoHATBHBIIMOAYJIb 16 2 10 4

1.1.OcHOBBI peIaKTUPOBAHUS TOKYMEHTOB 4 - 2 2 TectupoBanue
1.2.lenoBast KyJIbTypa - - - - -
1.3.(OCHOBBI JIeTONPON3BOJICTBA 4 - 3 1 TectupoBanwue
1.4 |Texauka mammgoncu Pasgei Nel - - - -

1.5, Texnuka mammnonucu Pazgen No2 2 - 2 - [TpakTHUecKue
1.6.[Texnuka mammaonucy Pasznen Ne3 6 2 3 1 3a1aHNA. 3aYeT

1. ABTOMaTm3anua OY 2 1 1 -

2.1.[0¢ducHoe obopynoBanue - - - - -

2.2 [2nexkTpoHHBIN 0duC 2 1 1 - Omnpoc
111.[IIpodeccuonanbHbIi MOAYIb 10 4 5 1 [IpakTiueckue
3.1)/1en0mpon3BOACTBO B OpraHU3AINH 10 4 5 1 3aaHUS
IV CnenmanbHbIi MOTYJIb 4 2 2 -

4.1.KanpoBoe obecrieucHre 4 2 2 - TectupoBanue

V. KoncyabTanuu - - - -
WA ATTECTAIlNA 4 - 4 -
6.1.[I[TpomexxyTouHas arrecTarus - - -
6.2.Utorosas arrecrarus 4 ) 4 i KBaHVHq)HKauHO
HHBIN 3K3aMCH
Hroro 2ron 36 9 22 5
| Htoro 108 35 62 11
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HaumenoBanue pazne |Copepxxanue y4e0HOro Martepuana, jadoparopHble padorsl u | O0bem
JIOB M TeM NPaKTHYeCKUEe 3aHATHS B 4acax
1 2 3
Ob6menpodeccnoHAIbHBIN MOTYJIb
OCHOBBI peIaKTHPOBAHUS JOKYMEHTOB 8
Kynbrypa uenoBekan |OcHOBHbIE (DyHKIMM sI3bIKa. B3auMOCBS3b KyJIbTypbl 4ellOBEKa U 4
KyJIbTypa peuu KyJIbTypbl pedd. HopmaTuBHBIN, KOMMYHUKAaTUBHBIA U 3TUYECKUN
ACIICKThl PEUYEBOM KYJIBTYPBIL.
D yHKIMOHAIBHBIN Crumn peun. OCHOBHBIE YepThl, OCOOCHHOCTH U TPU3HAKH BCEX 4
CTWJIA PYCCKOTO ctwiiel. Hopmbl pycckoropeueBoro 3TUKeTa.
JIUTEPaTypHOTO
Jles0Bast KyJabTYpa 2
Nmux cexperapst JIn4HOCTB cekperaps M €ro pojib B JEITEIBHOCTH COBPEMEHHOU 1
opranusauuu. JlOJDKHOCTHasE HMHCTpPyKUHMA. JlenoBble W JIMYHBIE
KayecTBa cekperaps. JlemoBas >xeHmumHa-nipodeccronan. Pabouee
MECTO CEKpeTapsl.
Oruker BeinyxkeOHbIX |KopnopartuBHas KyiabTypa, (UPMEHHBIM CTWIb OpraHu3alluu. 1
OTHOLICHUSAX CnyxeOHast BepTHKaib (OTHOLIEHHS B cucreMe «PykoBoauTesb-
noauuHeHHbIN). CiyxeOHasi TOpU30HTaldb (OTHOUIEHHE B CHUCTEME
kosera-kosutera). CiyxeOHast cyOopauHanms. Hopmel u mpasuiia
OTHOIIEHUH  COTPYIHUKOB C  MPEACTABUTEISIMH  CTOPOHHHUX
OpraHM3alLuii, IapTHEpamH, KJIMEHTaMH, MIOCETUTEIISIMM.
CyOopauHaiius. OMOIMOHAIBHO-HEUTPAIBHBIM JEJIOBOM XapakTep.
KoH}pueH11aabHOCTb.
OCHOBBI 1€JIONIPON3BO/ICTBA 10
JlokymentupoBanue. |OcHoBHble NOHATHS. Tumnosnorus nokymeHtoB. @opmarsl Oymaru u 10
JIOKyMEHT, BUIbI noyisi. OOume TpeOoBaHMS K COCTaBJICHUIO JOKYMEHTOB. biianku
JIOKYMEHTOB, UX JOKYMEHTOB. PekBM3UTHI J0KyMeHTa. JIOKyMEeHTHpOBaHUE, BUIbI U
KJaccuukanus. cnocoObl. TpeboBaHus K TEKCTy JOKyMeHTa. TpeOoBaHHs K
PexBu3HTHI M3TOTOBJICHUIO JOKyMEeHTa. MybTUMeIuitHOe 000pyI0BaHHE.
JIOKYMEHTOB IIpakTnyeckas  padora: «TpeGoBaHusi K  COCTaBJICHHIO
AOKYMEHTOB. JIOKyMeHTHpPOBaHHe»
TexHuKa MAIIHHONIUCH
Pazoen Ne 1 «Cnenoity oecamunanvuesvtiit memoo newamu na INK 14
OcHoBHble puHIMNG! | M3ydenne knaBuatypsl. OOmme mpaBuna padboTsl. OCHOBHBIE 8

«CJICTIOT O
ACCATUIIATIBIICBOI'O
METO/Ja II€YaTHu Ha

HI/II_HyH_ICﬁ MAalIMHKCHU
I1K

MIPHUHIHAIIBI reuyatu JECATUIIAIIBIIEBOT'O ITonsiTie (6}
JECATUIIAIIBLIEBOM CJIENIOM METO/IE ITUChMA.
IIpakTHyeckas padora: «OTpadoTKa NEYaTH HA KJIaBUATYype.

Ha6op TekcToB»

METOo/1a.
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[To3ummu nmansres Ha |Odopmnenne rpanun. Ilodast JTOKyMEHTOB. YCTaHOBKa IOJIEH. 8
KJIaBUATYpeE. W3yuenne OCHOBHOIO psifia KiaBuUaTypbl. M3yueHue OykB BEpXHEro
psna kiaBuatypbl. 3HaK "deprouka'. A6G3au. V3yueHue deTBepToro
psana  KiIaBHaTypbl. 3HAKM OpenuHaHusa. ApaOckue UHUpBI
KonuuecTBeHnHble, mnopsiikoBble — yMciauTenbHble.  Hymepanus
yHKTOB. Pumckue nudpsl. Hanucanue nar.
IIpakTnueckas padora: «Odopmienne noxkymentos. Ileuarb
AeCATHIATbIEBBIM METOL0M»

Pazoen Ne 2. Hzyuenue mexnuku neuamu 8
OcBoenue npueMoB  |OdopmiieHHe 3aroJioBKOB U MOA3aroioBkoB. Hymepauus crpanwuil. 2
TEXHUKH MUChMa TexctoBbie cokpamenus. [Ipsmas peub, utatel. OdopmieHue

npuMeuyaHnuil, npuioxeHuil. VMcnpasienune omubok. McmpasneHue
omu6ok Ha [1K.
IIpakTHyeckasi padora: «PadoTa ¢ TeKCTOBBIM IOKYMEHTOM)

O6paboTka Kpunrtorpammsl riacHbix OykB. [ledats coroB «coryacHas - rmacHas 3
KPUIITOTPAMM TJIACHBIX |- 2 COTJIACHBIX»; «2 COTJIACHBIX -TJIACHAs - cOTJacHas», padora co
OyKkB CJIOTaMHU THIIA - «COTJIacHas - COTJIaCHAs TTIacHas.
IIpakTHyeckasi padora: «PadoTa ¢ TEKCTOBBIM IOKYMEHTOM))
Oo6paboTka KpunrorpamMmel ~ OCHOBHOW  mo3umnuu  manblieB.  OOpaboTka 3
KpunTorpamMm OykKB  |KpunTorpamMm OyKB Bcell kiaBuaTypsl. [leyatscioros, neyaTts ABYyX -
OCHOBHOMTIO3UITHH Y TPEXOYKBCHHBIX KOHCUHBIX OYKBOCOUCTAHUIA.
nanbleB IIpakTnyeckas padora: «Padora ¢ TEKCTOBBIM JOKYMEHTOM.
Haoop Texkcra noa IMKTOBKY»
IIpakTHYeckoe o0yueHue 2
ABTomatruzanusa OY
Pa3nen Ne 1. O¢gucHoe o6opynoBanue 2
OducHsbie AMriepaHTHOe  o0eclieueHHue  MEepPCOHATBHOTO  KOMIIbIOTEpa.
MIPUIIOKEHUS. Omneparmonnast cuctemMa Windows. CiyxeOHbIE TPOTpamMMBI. 2
JlomonHUTEIbHBIE [leyatHoe M MHOXUTENbHOE OOOpyaoBaHHE. JleMOHCTpalMoOHHAsS
texuuka. Cucrema  cBs3u. Mynbtumenua.  CkaHupoBaHUE
M300paKeHMII.

IIpogdeccuonanbHbIii MOAYIb

Jle10npou3BOICTBO B OPraHU3AIUH 18
Cocras JIOKyMEHTBI MIPEIIPUATHS. Knaccugukarus JOKYMEHTOB 1
yIpaBICHYECKUX YIpPaBIE€HYECKON JAESITEIbHOCTH.
JIOKYMEHTOB IIpakTnyeckas padora: «CopTHpPOBKAa JOKYMEHTOB IO
OpraHu3aluu KJIacCH(PUKAMID)
OpranuszanoHHbIe VYcras. Ilonoxenus. llrtatHoe pacnucanue. [IpaBuna BHyTpeHHETO 1
JIOKYMEHTBI TPYAOBOI'O pacHopsaKa.
IIpakTnyeckas padora: «CocTaBjieHHe IITATHOTO PACTIMCAHUSD)
Pacniopsautensasle | Ykazanud. [loctanoBienus. IIpuka3sl 1o OCHOBHOM N1€ATEIIBHOCTH. 2
JIOKYMEHTBI Brinucka u3 npukasos. Pacniopsikenue. Pemienne.
IIpakTuyeckas padora: «Padora ¢ pacnopsauTeSbHBIMH
AOKYMEHTAMM))
NudopmanmonHo - [TpoTokon (momubIi 1 kpatkuit). AkT. CripaBku. JlokimagHas 3amucka. 2
CIIPaBOYHbIE OOmwsacHuTenbHAA 3anucka. Tenerpamma, TenegoHorpaMma.
JIOKYMEHTBI IIpakTuyeckass padora: «CocraBjieHne UWHGOPMAUMOHHO-

CﬂpaBOqHOﬁ JOKYMCHTAIlUN))
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Jenosas nepenucka. |PexBu3nuThl [HACHhMA. [Mucsmo-npockOa. IIncemo-oTBeT. 2
[TpaBuna opopmiuenus, |Ilpurnacurensnoe nucsmo. ComnpoBogurenbHoe nucbMo. [lucemo-
CTPYKTYypa U BUJIbI coobuienue. [TnceMo-oTKa3.
JIEJIOBBIX ITUCEM IIpakTnyeckas padora: «OdopmiieHne 1eJ0BbIX MUCEM»
JloxyMeHTanus mno HoroBop kymiu - mpojaxu. JloroBop apennabl. JloroBop MeEHBI. 2
JIOTOBOpHBIM NpaBo-  |KpenutHbiii  moroBop. JloroBop xpaneHus. J[oroBop IMOCTAaBKH.
OTHOIICHUSAM HoroBop npokarta. KoMMmepueckuii 10roBop.
OcnoBHble pekBu3uThl  |[IpakTHyeckas padora: «OdopmieHue THIIOBBIX 10T0BOPOB)»
1 TpeOOBaHMS K
odopmIIeHHIO
JIOTOBOPOB
Opranuzanus padoteic |[lonstue "moxkymeHTOOOOpOT" ¥ pa3BUTHE €ro HOPMATHUBHOM 2
JIOKyMEHTaMH. METOINYECKOU perjaaMeHTaluu. XapakTepucTuka
Opranuzanus JOKYMEHTOOOOpOoTa. JTambl JABWKCHUS U IOPSIOK 00paboTKH
JOKYMEHTOO0OpOTa.  |I0KyMeHTOB. PabGora ¢ BXOAAIMMM JOKyMEHTaMH. OTallbl
Perucrpanus 00paboTKH J0KyMEHTOB. KOHTpoIb HUCHOJHEHUS JOKYMEHTOB.
JOKYMEHTOB. Perucrpanus 10KyMEHTOB, BUABI pErUCTPALUH.
IIpakTnueckas padora: «Padora ¢ MCXOASIIMMHA U BHYTPEeHHUMH
AOKYMEHTAMID)
Texymee xpanenue |OnepaTuBHOEe XpaHeHHe Jien (MpoBEepKa HaIM4YUs JIOKYMEHTOB, 2
JIOKYMEHTOB. MOPSAJIOK BbLAAUU JIeN). DJIEKTPOHHbBIE JOKYMEHTBI U MX XpaHEHHUE.
Homenknarypanen. |Okcneprusa HEHHOCTH JOKYMEHTOB.
IIpakTnueckas padora: «OpopmiaeHrne HOMEHKJIATYPBI J1eJD)
ApxuBHoe xpaHeHue |Omnpeznenenue cpokoB xpaHeHus. llopsanok Beimaun aen. Iloaroroska 2
JIOKYMEHTOB nen v nepenada B apxu. dopmaonucu u aktel. Ilepenada nen B
apxuB. PaboTa ¢ KOHQUIEHIIMATBHBIMU JOKYMEHTAMHU.
IIpakTnueckas padora: «OdopmieHne JOKYMEHTAUMHU IJIs
apxuBa2
OpranuzannonHasTex |Buasl u ycTpoiicTBO opraHu3anuoHHON TexHHMKH. Kcepokc. dakc. 2
HHUKA [Ipuntep. Ckanep. IlepcoHanbHblil KOoMIIbIOTEp. MynbTUMEANIHOE
obopyoBaHue.
IIpakTnyeckas padora: «Padora ¢ OprrexHuKoind»
CnenmnanbHbIi MOAYJIb
Kanposoe o6ecnieuenne 6
Paznen 1. OcHOBHBIE 3a1a4M YIpaBJIeHUs] KaIpaMu 6
Tpynosoii konekc P®. [3HaueHne TpyAoBOro JOroBopa. 3akIHOYEHHE TPYAOBOIO JOroBOpa 3
TpynoBoii 10roBop, [Ha OIpeAesIeHHbII U HEONpeneaeHHbIN cpoK. OCHOBHBIE PEKBU3HTHI
€ro 3aKJIIOUEHHE. TPYZAOBOTO 0roBopa. TpynoBsie npaBa U 003aHHOCTH PAOOTHHUKOB.
Odopmnenue IMpakTnyeckas padora: «CocraBjieHue TPYA0BOIro 10roBOPa»
TPYZAOBOIO OTOBOPA.
Crpykrypusbiiinpuka3 |[lopsnok npuema Ha paboTy. JlOKyMeHTHI IIpu MpHeMe Ha padoTy. 3
0 MIPEANPHUATHIO. ABroOuorpagus. Xapakrepuctuka. 3asBieHue. Pestome. [Ipukas o
npueme Ha pabory. IlpocToit u crnoxHbli npuka3. TecTupoBaHueE.
[TepeBon Ha npyryio paboty. I[Ipekparienue TpyAoOBOro JOrOBOpA.
[Tprkassl 0 MOOIIPEHUH W HAJIOKEHUU B3bICKAHUH.
IIpakTyeckas padora: «CocraBieHHe NPHKA30B»
KoncyabTanuu, KoHcynpranmuu 10 HW3y4EHHOMY Marepuaily, HPOJOJDKCHHUIO 2
NO/IBeICHNEUTOT OB npogeccuoHaIbHOr0 00pa3oBaHus, TpynoycTpoiicTBy. [lonBenenue

WUTOTOB TEOPETHYECKOro 00yueHus (Oecena, TECTOBBIM KOHTPOJIb H
Ap.)
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IIpome:kyTounasi arrectanus (qudQepeHIMpoBaHHBIN 3a4eT) 2
2 rox o0yueHust
HaumenoBanue pasae |Coaep:xxkanue y4eOHOro mMarepuasa, jadoparopHble padorsl u | O0bem
JIOB H TEM NpaKTHYeCKHe 3aHATUS B yacax
1 2 3
Oo6menpodgeccuoHaANbHBIH MOTYJIb
OCHOBBI peJaKTHPOBAHHUS TOKYMEHTOB 4
Opdosnus, Op¢osnuyeckrie HOPMBI TUTEPATYPHOTO s3bIKa. [IpHHIKIIBL pyCcCKOM 2
Opdorpadus opdorpaduu. OCOOEHHOCTH PYyCCKOTO CIIOBECHOTO YIapeHHSI.
CuHrakcuc u Crioco6b1 opopmiieHust qyxoit peur. [IpuHIUIb! 1 GYHKIUN PyCCKON 2
MYHKTYyalus nyHKTyauuu. CMbICIIOBas pOJIb 3HAKOB MPEIMHAHUS.
IIpakTuyeckas padora: «PegakTHpOBaHHe TEKCTa».
OCHOBBI 1€JIONIPOU3BOICTBA 4
JoxkymentupoBanue. |OcHoBHble NOHATUA. Tumosiorust nokymeHToB. @opmaTsl Oymaru u 4
JIOKyMEHT, BUIbI nonsi. OOmue TpeOoBaHUS K COCTABICHHUIO JOKYMEHTOB. biianku
JOKYMEHTOB, UX JOKYMEHTOB. PeKBU3UTHI OKyMeHTa. JlIOKyMEHTUpOBaHHE, BUIbI U
KJIacCU(pUKaLUs. cnocoObl. TpeOoBaHusi K TeKCTy JAoKyMmMeHTa. TpeboBaHusi K
PexBU3UTEHI M3TOTOBJICHUIO TOKYMEHTa. MylbTUMeIuitHOE 000pYI0BaHUE.
JOKYMEHTOB Ipaktuuyeckass  padora: «TpefoBaHMsT K  COCTaBJIEHHIO
AOKYMEHTOB. [loKyMeHTHpPOBaHuUe»
TexHHKa MAIIHHONUCH
Pazoen Ne 2. H3yuenue mexnuxku neuamu 2
Odopmiienne Tabmuupl. OdopmieHrne M M3rOTOBICHHE TaOJIUYHBIX (QOpM 2
MAaIIMHOIIMCHBIX PadoT |mMOKyMeHTOB. [IpaBuiia BEITOIHEHUS CIOXKHBIX TA0JIHII.
IIpakTnyeckas padora: «Padora ¢ Tadnunamu. OdopmiieHue u
U3roTOBJIeHUE TAOJIUYHBIX (POPM TOKYMEHTOBY»
Pazoen Ne 3. Ckopocmb neuamu 6
Omnpenenenne HaGop TekcTa Ha nuuIymen MamHKe. 3
ckopoctu nneyatd Ha  |[IpakTuyeckas padora: «HaGop TekcTa HA CKOPOCTH
MULYIEH MAaIlUHKE
Ckopoctb nedatu 1 |HaOop Tekcra Ha [IK. KauectBo padoTs! Ha T1K. 3
Ka4yecTBO padoT Ha IIpakTnueckas padora: «KauecTBeHHbINH HA00P TEKCTa»
K.
IIpakTH4eckoe o0yueHue
ABtomatu3zanus OY
Paznes No2. DjiekTpoHHbIH 0duc. 2
Tekcroseiii penaktop |TecroBenii pemakrop MS Word. 3amyck u Havano pabotsl. BBomu 1
MS Word penaktupoBanue Tekcra. PDopmarmpoBaHue Tekcta. OdopmiieHne
crpanun. OdopmieHne JOKYMEHTOB C TIOMOIIbI0 Taldyisipa.
Odopmiierne 6J1aHKOB TOKYMEHTOB.
Penakrop Meno u ocHoBHble moHsTHs MS EXxcel. Dnekrponnas Tabnwuia. 1
ANIEKTPOHHBIX Ta0muIl  3HakoMcTBO ¢ 3kpaHoM MS Excel. Ilanenn wmHcTpymenToB MS
MSExcel Excel.BBog u pepakTupoBaHue JaHHBIX. AHamW3 W 00paboTka
naHHbIx. Pabora ¢ Tabnumamu u rpadukoil.
IIpodeccnonanbHbBI MOIYJIb
Jle10npou3BOICTBO B OPraHU3AINHU 10
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Cocras JIOKyMEHTBI pEeANPUSITHS. Knaccudukanus JIOKYMEHTOB
YIPABJICHUYECKUX YIPABJICHYECKOU 1EATEIbHOCTH.
JTOKYMEHTOB IIpakTuyeckass pabora: «CopTHpPOBKAa JOKYMEHTOB IO
OpraHu3alNH KJIaccupuranum,
OpraHu3aluoOHHbIC VYcras. [lonoxenus. llltatHoe pacnucanue. I[IpaBuna BHYyTpeHHEro
JTIOKYMEHTBI TPYJOBOTO pacropsiaKa.
IIpakTnyeckas padora: «CocTaBjieHHe IITATHOTO PACTIMCAHUSD)
Pacnopsaurensuble | Ykazanus. [loctanoBnenus. IIpuka3sl 10 OCHOBHOUM AESTENBHOCTH.
JIOKYMEHTBI Beinucka u3 npuka3os. Pacnopsxkenue. Pemenue.
IIpakTuyeckass padora: «PaGora ¢ pacnopsiaAMTeIbHBIMHU
JOKYMEHTAMI)
HNudopmaninoHHo - [Iporokoun (monHbii U Kpatkuii). AkT. CripaBku. JloknaaHas 3amnucka.
CIIPaBOYHBIE OObscuuTenbHas 3anucka. TenerpamMmma, TenedoHorpaMma.
JIOKYMEHTBI IIpakTuyeckas padora: «CocraBieHne HHPpOPMALNNOHHO-

CﬂpaBO'lHOﬁ JAOKYMCHTaAIUU»

JlenoBast mepenucka.
[IpaBuna opopmieHus,
CTPYKTYypa U BUJIbI
JIeJIOBBIX MTUCEM

PexBuzuthl MHUChMa. [Tucemo-nipocnoa. [TuceMo-oTBET.
[IpurnacurensHoe nucbkMo. CorpoBoguTensHoe nuchbmo. IluceMmo-
coobmienue. [TuceMo-oTkas.

IIpakTHyeckasi pabora: «OdgopmieHune 1eJ0BbIX M CEM))

JoxymeHnTanus 1o
JIOTOBOPHBIM ITPABO-
OTHOIIEHUSM
OCHOBHBIE PEKBU3UTHI
1 TpeOOBaHUS K

HoroBop kymnu - mponaxu. JloroBop apenasl. [[oroBop MEHBI.
Kpeautnsiit  noroBop. JloroBop XpaHeHusi. JJoroBop MOCTaBKH.
HoroBop npokara. KoMmmepueckuii 10roBop.

IIpakTHyeckas padora: «OdopMieHne THIIOBBIX J0TOBOPOB)»

odopmIIeHHIO
JIOTOBOPOB
Opranuzanus padoteic |[lonstne "mokymeHTOOOOpPOT" U pa3BUTHE €ro HOPMAaTHUBHOM
JIOKYMEHTaMH. METOINYECKOM periaMeHTaluH. XapakrepucTuka
Opranuzanus JOKYMEHTOO0O0pOoTa. JTambl JBHXKEHUS M MOPSA0K 00paboTKH
JIOKYMEHTOO0OpOTa.  [MOKymMeHTOB. PabGota ¢ BXOAMIIMMU  JOKyMEHTaMHU.  OTarbl
Perucrpanus 00paboTKH J0KyMeHTOB. KOHTpOJb HCHONHEHUS JOKYMEHTOB.
JIOKYMEHTOB. Peructpanus 10KyMEeHTOB, BUAbI pErUCTPAIIH.

IIpakTnuyeckas padora: «Padora ¢ HCXOASIMMHU M BHYTPEHHUMH
AOKYMEHTAMI)

Tekymee xpaneHnue
JIOKYMEHTOB.
Howmenxknarypaen.

OnepatuBHOe XpaHeHHe Jei (IpoBepKa HAIWYUS JIOKYMEHTOB,
MOPSAOK BBIAAYM Jed). DIEKTPOHHBIE JOKYMEHTBl U MX XpaHEHHE.
DKcnepTu3a HEeHHOCTU JOKYMEHTOB.

IIpakTnueckas padora: «OdopmiaeHrne HOMEHKJIATYPBI J1eJD)

ApXUBHOE XpaHEHHUE

Onpenenenne cpokoB xpaneHus. [lopsanok Beimaun aein. [loaroroska

JIOKYMEHTOB nen u nepenada B apxuB. Popmaonucu u aktel. llepenava nen B
apxuB. Pabora ¢ koH(pHUIeHIIMATEHBIMU TOKYMEHTAMHU.
IIpakTnueckas padora: «OdopmieHHe NOKYMEHTALMM IS
apxuBa2
OpranuzannonHasTex |(Bunabl n ycTpoiicTBO opraHus3anuoHHOM TexHUkH. Kcepokc. dakc.
HHKa [Tpuntep. Cxkanep. IlepcoHanbHblil KOMIBIOTEP. MyJIbTUMEIUITHOE

obopymoBaHue.
IlpakTuyeckas padora: «Padbora ¢ OprrexHuKomn»

CrnenuajbHblii MOLYJIb

Kaaposoe o0ecnieuenne

Pa3nes 1. OcHOBHBIE 321241 YNIPABJICHHUS KaJpaMHu
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Tpynosoii konekc PO.

TpynoBoii 10roBop,
€ro 3aKJII0YCHHUE.
Odopmienue
TPYAOBOI'O I0rOBOPA.

MAOQY COII Ne300 «Ilepcrnextusa»

3HaYeHUE TPYAOBOrO JOTOBOPA. 3aKIIOYEHHUE TPYAOBOTO JOTOBOPA 2
Ha OMpeAeNeHHbI U HeolpeeleHHbI cpoK. OCHOBHbBIE PEKBU3UTHI
TPYZOBOTO 1I0TOBOpa. TpynoBbIe MpaBa U 0053aHHOCTH PaOOTHHUKOB.
IIpakTnyeckas padora: «CocraBjieHue TPYA0BOI0 J0r0BOPa»

CTpyKTypHBIHIPUKA3
M0 MPEPUSATHUIO.

[lopsanox mpuema Ha paboTy. JJOKyMeHTHI Ipu mpHeMe Ha padoTy. 2
ABrobuorpadus. Xapakrepuctuka. 3assienue. Pesrome. [Ipukasz o
npueMe Ha paboty. IIpocToit m cinoxHb mpuka3. TecTupoBaHHeE.
[lepeBon Ha apyryro paboty. llpekpaiienue TpyAaoBOro AOroBopa.
[Ipukasbl 0 NOOMIPEHNH U HATOXKEHUH B3bICKAHHI.

IIpakTnueckas padora: «CocraBiaeHne NPUKA30B»

KBanupukaumonn
bIA
JK3aMeH

Artrtecranus oOyuaromuxcs B COOTBETCTBUU c 4
npoeCCHOHATBLHBIMI  TPEOOBAaHUSAMH ¥ KBaJM (PUKAIIMOHHON
XapakTepucTUKoN «CeKkperapb-aAMUHUCTPATOP.
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ITI. Opranu3anuoOHHBIN pa3ae
3.1. XapakTepucTHKA YCJI0BMIi peaju3allii NPOrpaMMbl

3.1.1. TpedoBaHusi K KaAPOBOMY 00ecnedeHUIO

Peanmzanus pOTPaMMBbI npodeccCHOHaTBLHOTO 00y4eHus obecrieunBaeTcs
MEAarorH4ecKUMU  pa0OTHUKaMH  00pa30oBaTEIbHON  OpraHu3alud, a TakkKe JIMIAMU,
NPUBJIEKACMbIMA K peaji3aliy MIpPOrpaMMbl NMPO(ECCHOHANBHOrO OOy4YEeHHS Ha YCIIOBHSAX
Ipa’kIaHCKO-TIPAaBOBOIO JOrOBOPa, B TOM YHCIIE M3 4YHCIA PYKOBOIUTEIEH M PabOTHUKOB
OpraHM3alii, HalpaBJIEHHUE JISATEIBHOCTH KOTOPBIX COOTBETCTBYET 00JIaCTH PO EeCCHOHATILHOM
NeSITETIbHOCTH.

3.1.2. TpedoBaHusI K MATEPHAIHLHO-TEXHMYECKOMY O0ecrevYeHn 10

[TomemeHust mpencTaBiIslOT co00il ydeOHble ayJUTOPHH AJS MPOBEICHHS 3aHATUN BCEX
BUJIOB, TPEYCMOTPEHHBIX ITPOrPaMMOH MTPOPECCHOHATLHOTO 00Y4EHUSs, B TOM YHCIIE TPYITOBBIX
Y UHAVBUIYAJIbHBIX KOHCYJIbTAUMI, TEKYILIETOKOHTPOJIS U IPOMEKYTOUHOM aTTECTAINH, a TAKXKE
MOMEIICHUST Ui CaMOCTOSATENBHOM paboThl, OCHAIIEHHBIE O00OpYIOBaHHEM, TEXHHUYECKUMHU
CpelacTBaMU O0y4YeHUSI.

MAOY COHI Ne300 «IlepcriektnBay, peanusyromas MporpamMmy 10 Tpodeccun,
pacrosiaraeT MarepHalbHO-TEXHUYECKOW 0a30i, oOecrneyuBaroleil MpoBelIeHUE BCEX BHUIOB
MEXIUCHUIUIMHAPHON MMOATOTOBKH, MPAKTUUYECKOH pabOoThl 00y4aromuxcs, IpearyCcMOTPEHHBIX
yueOHBIM IUIAHOM M COOTBETCTBYIOIICH NEHCTBYIOIIMM CAHUTAPHBIM W MPOTHBOIOKAPHBIM
IpaBWJiaM U HOpPMaM B pa3pe3e BBIOpaHHBIX TPAaeKTOpUM MMHHMMAaIbHO HEOOXOAMMBIN JUIs
peanuszanuu [1I10 nepeueHs MaTepuaibHO- TEXHUUECKOTO 00ECIIeYeHMs], BKIIOYAET B ceOsl:
O6opynoBanue y4eOHOro kabuHera:
penbcoBasi ccTeMa ¢ KJIaCCHOM M MHTEPAKTUBHOM MaHeNbIo (MporpaMMHOe o0ecieueHue B
KOMILIEKTE);

CTOJI IJISl YUUTES;

CTYJ YUUTEs;

mKkad 11 XpaHeHHs y4eOHBIX TOCOOHIA;

CTeJIIaX AEMOHCTPAMOHHBIN;

JI0OCKa MarHUTHO-MapKepHasi;

cucreMa (yCTpOMCTBO) JIJIsl 3aTEMHEHHS OKOH,;

TymOa Asis TabIuI O I0CKY;

CTOJI YYEHUYECKUH, PETYJIINPYEMBIN 110 BBICOTE;

CTYJ YYEHUUECKUH, PETYINPYEMBI 110 BBICOTE;

KOMIIBIOTEP YUUTENS C nepedepueii;

KOMITBIOTEP YUEHHUKa C nepedepueit

MHOTO(YHKIIMOHAIBHOE YCTPOHCTBO.

KaHuensipckue npuHaajie;kHOCTH: Oymara KcepokcHas A4, ramka, narnka-peructpaTop, rnamka
2 KOJblA, )KypHaJ PErucTpaliy UCXOISIINX JOKYMEHTOB Ha CKpemnKe, )KypHall perucTpaluu
BXOJAIIUX JTOKYMEHTOB Ha CKperke, (aiin Brmansim, kel [IBA, HOKHHIBI, CTEIJIep KaHIIEISPCKHA,
ABIPOKOJI.

3.1.3. TpedoBanusi kK HHGOPMAMOHHO--METOIMYECKOMY 00ecIedeHUI0

OCHOBHbBIE MICTOYHHUKH:
1. Kysuenos, U. H. [lokymeHTanmonHoe oOecrieueHre ympaBieHHs. J[okymMeHTOOOOpOT u
JICTTOTIPOU3BOICTBO: YUCOHHK U IPAKTUKYM JJIs IprKiaqHorooakanaspuata / . H. Ky3Heros.
— M.: UznarensctBo FOpaiit, 2018. — 461 c..
2. Ky3nenos, 1. H. JlokymeHTanimoHHoe obecriedeHue ympasieHus. J[OKyMeHTOOO0pOT u
nenonpou3BoicTBO: yueOHUK u npaktukym aist CI1O / W. H. Ky3nenoB. — M.: M3naTenscTBO
FOpaiit, 2018. — 462 c.
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3. Tomenko, XK. T. Comuomnorus ymnpaBieHHs: Y4eOHUK M MPAKTUKYM JJIsl aKaJeMHYECKOTO
6axanaspuata / XK. T. Tomenko. — M.: U3aarensctBo FOpaiit,2018. — 303 c.

4. Koncruryuus PO.

JlonoTHUTeIbHbIE HCTOYHUKH:

5. Poroxun M. 0. Opranuzanus ymnpaBieHHsS NEPCOHAIOM MPEeANnpusTHs]|: Y4eb. - mpakr.
IToco6ue / M.1O.Poroxun - M.: U3n-so PJIJI, 2015 - 224c.

6. Kpyrmsanckas JI. 5. Hactonbnas kuura cexperapsi: CnpaBounuk - CI16, 2014.

Ilepeyennb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH « AHTEpHETY,
HeO0XO0UMBIX /1JI151 0CBOEHUS JUCHUIJIMHBI

[Topran «ApxuBsl Poccun» [DneKTpoHHBIN pecypc|. DinekTpoH. aaH. - M.: Pocapxus,
2001. - Pexwum pocryma:_http://www.rusarchives.ru. - 17.05.2018;Bcepoccuiickuii Hay4HO-
HUCCIIENOBATEILCKUN UHCTUTYT JOKyMEHTOBeAeHMs U apxuBHoro jnena (BHUMIAN)
[DnexTponHBIi pecypc]. DnekTpon. nan. - M.:BHUMJIAJL, 2010. - Pexum pocryma:
http://www.vniidad.ru. - 17.05.2018;0¢wunmanbueii caiit kommanuu «Koncymbrant I[lmrocy
[DnexTponHbIl  pecypc]: 3akoHomaTenbcTBO Pd: KOAEKChl, 3aKOHBI, yKa3bl, MOCTAHOBJICHUS
npaButenbcTBaP®. Dnekrpon. man. - 1997. - Pexxum mpocrtyma: http://www.consultant.ru_-
18.05.2018.

NudopmannonHo-mipaBoBoi opTa «"apanT» [DeKTpOHHBIN pecypcl]:
3aKOHOIATENHCTBO (KOJIEKCHI, 3aKOHBI, YKa3 bl, TOCTaHOBJICHHs ) PD, ananuTuka, KOMMEHTapHH.
OnektpoH. AaH - M.: HIIIT «I’APAHT-CEPBUC- YHUBEPCUTET

3.2. KOHTpPOo/Ib W OlleHKA OCBOEHHS MPOTrPaMMbI

3.2.1. KoHTpOJIb Ka4eCTBA MOATOTOBKHU

Texymuit KOHTPOJb YCIIEBAEMOCTH OOYYAIOIIMXCS MPEICTaBIseT CHCTEMaTHYECKYIO
MPOBEPKY VYYEOHBIX JOCTIKEHUH OOYYArOIIMUXCS, MPOBOAMMYIO IMpEIoJaBaTeieM B XOJE
OCyIIecTBIEHUST 00pa30BaTeNbHOI A€ITeILHOCTH B COOTBETCTBUU C OCHOBHOM 00pa3oBaTelbHON
nporpammoii. [IpoBefeHne TEeKyIIero KOHTPOJIsS yCIIEBa€MOCTH HAlpaBJIEHO Ha obOecreueHue
BBICTpauBaHUsi 00pa30BaTENLHOTO IIpoliecca MaKCHUMalbHO J(PGEKTUBHBIM 00pa3oM Ais
JIOCTHIKEHUS PE3YJIbTaTOB OCBOCHHSI OCHOBHOW 00pa30BaTeIbLHOM MTPOTPAMMEI.

Texymuit KOHTPOJIb yCIEBAEMOCTH OOYUYaIOIIUXCS MPOBOAUTCS B TeueHUE Y4eOHOTO
nepuosa B MeJsX:

1.  KOHTpoJii ypOBHSA JIOCTM)KEHHUS YYalllUMHCSA pPe3yJbTaTOB, IPEIyCMOTPEHHBIX
00pa30BaTebHOI MPOrpaMMOoit;

2. OUEGHKH  COOTBETCTBUS pe3yabTaToB OCBOCHUS o0pa3oBaTesbHON
[IPOIPAMMBI;

3.  mpoBeaeHHs OOYYarOIIMMCSI CAMOOIIEHKH, OLEHKH ero padoThl Ielarornyeckum

pabOTHUKOM C LIEbI0 BO3MOXKHOT'O COBEPIICHCTBOBAaHUS 00pa30BaTEeIbHOTO IpoIiecca.

@opMBI TEKYLIETO KOHTPOJSA OIpPENESAET IpenojaBaTellb C yYE€TOM KOHTHHIEHTa
oOydaromuxcs, CoJAepKaHUs ydyeOHOro Mmarepuana M HUCHOJIb3YeMbIX 00pa30BaTENIbHBIX
TEXHOJIOTHM.

Texyiuit KOHTPOJIb IO TEOPETUYECKOMY OOYUEHHIO OCYIIECTBISETCS B POPME YCTHOTO
omnpoca  ((ppOHTAJBbHBIN, TPYNNOBOM, HMHAMBUAYaJbHBIH) W  MHUCBMEHHOTO  OIpoca
(camocTosTENbHAs PabOTa, TECTOBBIA KOHTPOJIb,COCTABICHNE TE3UCOB U OMOPHBIX KOHCIIEKTOB U
JIOKJIAJIOB).

IIpomeskyTOUHAS aTTECTANUA

LensiMu mpoBeieHHs POMEKYTOUYHOU aTTECTAIIUU SIBISIOTCS:

1. oO6bexkTBHOE ycTaHOBJIEHHE (PAaKTHUYECKOTO YPOBHSI OCBOCHHSI 00pa30BaTEIHHOM MPOTPaMMBbI
U TOCTHDKEHUS pE3yIbTaTOB OCBOECHHS 00pa30BaTeIbHOI MPOrpaMMBl;
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2. COOTHECEHHE JTOr0 YpPOBHSI C KBaJH(PHUKAIMOHHBIMH TpPEOOBaHMAMHU, YKa3aHHBIMH B
KBAJTM(PUKALIMOHHOHN XapaKTepucTHKe npodeccum;

3. OlLlIEHKa JOCTIKEHHH KOHKPETHOTO OOYYalolIerocs, MO3BOJISIOMIAs BBIIBUTH MPOOENHl B
OCBOCHMHM MM O00pa3oBaTeIbHOM MPOrpaMMbl U YYUTBIBATH MHAMBHIYyalbHbIE NOTPEOHOCTH
y4alerocsi B OCyILECTBICHUN 00pa30BaTEIbHON JESTENbHOCTH;

4. oueHKa JUHAMUKHM MHIMBHUIyaJbHBIX O0pa30BaTEIbHbIX JOCTUKEHUH, NPOJABUKECHHUSA B
JOCTH>KEHUH IJIAHUPYEMBIX PEe3yIbTaTOB OCBOCHUS 00pa30BaTEIbHON MPOTPAMMBI.

5. mpoMexyTo4yHas aTTecTalusi MPOBOJUTCS B COOTBETCTBUM C KaJCHJApHBIM IpapuKoM
yueOHOro Ipolecca.

Hrorosas arrecranus

[IpodeccuonanbHasi TOATOTOBKA 3aBEpIIAETCS HUTOrOBOM arrecrauueil B (opme
KBAJTM(PHUKALIMOHHOI'O 3K3aMEeHa.

KBanudukamoHHBIX 3K3aMEH BKIIOYAaeT B ce0sl MPAaKTHUYECKYIO KBATH(PHUKAIMOHHYIO
paboTy M HpPOBEPKY TEOPETHYECKMX 3HAHUM B Ipelenax KBaTM(PHUKALMOHHBIX TpeOOBaHMH,
yKa3aHHBIX B KBATM(UKAIIMOHHON XapaKTePUCTUKE POQecCHu.

B mepuoj moAroToBKM K BBITYCKHOMY KBaIM(DHUKALMOHHOMY 3K3aMEHY INPOBOAUTCS
KOHCYJIbTAIIM 3@ CUET CIIELUaIbHO OTBEJAEHHOIO Ha HEE BPEMEHHU.

K wuroroBoif arrecranuu  JONYCKAalOTCS  JIMIA, BBIIOJHMBIIME TpeOOBaHUS,
IPEIYCMOTPEHHBIE MPOrpaMMOi TPOPECCHOHATHHOTO OO0y4YeHHs IO MPOPECcCHH M YCHEIIHO
IPOILEAIINE BCEe aTTECTAllMOHHbBIE UCIIBITAaHUSL, IPEYCMOTPEHHBIE IPOTPaMMOii.

JIunam, mpomeAuM COOTBETCTBYIOIIEE O0yUEeHUE B MOJHOM 00BbEME U IMOJIyYHBIIUM
HOJIOKUTEIbHYI0 OLIEHKY Ha WTOTOBOM aTTecTallM, NpUCBAUBAETCs KBaIM(UKALUSA 10
npodeccun «CekpeTapp — aIMUHUCTPATOP» 3 paspsaa U BBIAACTCS JOKYMEHT yCTAaHOBJICHHOTO
oOpa3ia.

3.2.2. OnleHOYHBIE CPEICTBA
3aBepimaercs 00ydeHHe Mo yueOHOM nmpakTUke mpoBeaeHrueM nuddepeHImpoBaHHOTO 3a4eTa.
AnpecoBaHUE JOKYMEHTOB.
bnaHk u ero cocras.
Bupl 6;1aHKOB.
Buael 10KyMeHTOB.
Buap! mpuka3oB 1o TUYHOMY COCTaBY.
J{0J>KHOCTHASI MHCTPYKIUS U €€ OCHOBHBIE Pa3/Ieibl
Kommepueckoe nucemo (OdepTa).
KoHTpoJib 32 HCIOJTHEHUEM JJOKYMEHTOB.
OO0s3aTeNnbHBIE PEKBU3UTHI IS ITUCEM.
Opra"u3anuoHHO - PaCIOPAIUTEITbLHBIE TOKYMEHTHI.
Opranu3alvoOHHbIE IOKYMEHTHI.
Opraan3annoHHbie GOPMBI BEACHUS ACIOMPOU3BOICTBRA.
Opranuzanus JOKyMEeHT0000pOoTa Ha MPEANPUITHH.
Opranu3anus pabouero Mecrta JeI0PONU3BOIUTENS.
OTTHUCK neyaTu.
OdopmMuTh rapaHTHITHOE TTHCHMO.
OdopMUTh JOKIIATHYIO 3aMHCKY.
Odopmutsh 3asiBieHrE 0 KOMAaHAMPOBAHUH U U3/1aTh MPUKa3 HA OCHOBAHUU 3asIBJICHUS.
Odopmuth 3asiBIeHrE 0 HA3HAYSHUH HA JOJDKHOCTh M U3/1aTh IPUKAa3 HA OCHOBAHHUH 3asIBIICHHUS.
OdopMuTh 3asiBI€HUE O MIPEIOCTABIEHUH OTITYCKA M U3AaTh MIPUKA3 HA OCHOBAHUU 3asIBJICHHUS.
OdopMuts 3asiBI€HHE O MIPEIOCTABICHUH OTITYCKa IO OEPEMEHHOCTH U POaM U U3JaTh
CJIOKHBIN IPHUKa3 HA OCHOBAHUHU 3asIBJIICHUS.
OdopMuTh 3as1BJICHHE O IPEIOCTABICHHH YU€OHOTO OTITyCKA U U3JaTh MMPUKA3 HA OCHOBAHUU
3asIBIICHUSI.
OdopMuth 3asiBIeHHE O TIPHEME Ha pPadOTy M M3/1aTh IPUKA3 HA OCHOBAHUU 3asBICHUS.
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Odopmuts 3asBneHre 00 M3MEHEHUH (PaMUIMK U U3/1aTh IPUKa3 HA OCHOBAaHUHU 3asIBJICHUS.
Odopmurts 3asBiieHre 00 YBOJIbHEHUH U U3JaTh IPUKa3 HA OCHOBAHUU 3asBIICHUS.
OdopMHUTh KpaTKHii TPOTOKOJL.

OdopMUTh MTUCEMO — MPUTTIAIICHHUE.

OdopMHUTH TUCHMO -TIPOCKOY.

OdopMHUTH TUCBMO-OTBET \ ¢ TEKCTOM\

OdopMHUTh TUCHMO-0TKA3.

Odopmuts muceMo-TpeOOBaHUE.

OdopMHUTH TUCHMO-TIUPKYJISP.

OdopMUTH TPETEH3UOHHOE MTUCHMO.

OdopmMuTh ITpUKa3 110 OCHOBHOMW JESTEIbHOCTH.

OdopMUTB TPOTOKOIL.

OdopmMuTh CONPOBOIUTETHHOE MUCHMO.

Odopminenue akTa.

Odopmienue nucrMa o3 paBICHHUS.

Odopmnenne nucbMa-MmoATBEPKICHUS.

Odopmienne nprukasza 0 Ha3HaAYEHUU Ha JOJIKHOCTD.

Odopmrnenue npukasa o NpegoCTaBICHUH OTIYCKOB.

Odopmnenue npukaza 006 yBOJIbHEHUH.

Odopmrnenue npukasa nepeBoja Ha Jpyryro padoTy.

Odopmienne npukasa 1o OCHOBHOU JESTEIHLHOCTH.

Odopminenne npuka3oB Mo JUYHOMY COCTABY.

Odopmenue npoTokona.

Odopmitenne pacropsgUTeIbHbIX JOKYMEHTOB.

Odopmienne pekBU3UTOB

OdopmieHue cripaBKH.

Odopminenue cripaBoOYHO-UHPOPMAILIMOHHBIX JOKYMEHTOB.

OdopmiieHne TenerpamMmmal.

Odopmnenue TenepoHOrpaMMBL.

OdopmiteHne MTaTHOTO PACIUCAHUS.

OdopmieHust mucbMa HaIIOMUHAHUS U U3BEIICHUSI.

OdopmiteHns npukasza o MOOLIPEHUH U B3bICKAaHHH.

OdopmieHns CBOJHBIX MPUKA30B 10 JINYHOMY COCTaBYy.

[ToHsiTHE O TOKYMEHTAX.

[TpaBuia mOArOTOBKH O 0(OPMIIEHUS TOKYMEHTOB.

IIpeTeH3MOHHOE MTUCHMO.

Perucrpanus 1OKyMEHTOB.

PexBuzuter OP/I.

PexnamMubie nuchMa.

CnyxeOHble MHChMa.

Cocrasnenue u opopmiieHue aen (JUCTa-3aBepUTes Jiena, JUCTa U KapThl-3aMEeCTUTENS Jesa).
Cocranenue u opopmiieHue e (00J0KKHU Aesa, BHYTpEHHEH onucHu aena)
CocraBnenue u opopmiieHHE TOBEPEHHOCTH.

Cocrapnenue 1 opopMIIEHUE TOKJIATHOHN 3aHCKH.

Cocranenne 1 oopMIIEHUE HHCTPYKIIMU TIO AETIONPOU3BOICTBY
Cocrasnenue u oopmiIeHUE 00BICHUTEIHHOMN 3aHUCKH.

CocraBnenue 1 0OpMIICHHUE COTIIACHs Ha 00pabOTKY MEPCOHATBHBIX JaHHBIX PAOOTHHKA.

3.2.3. [IporpaMmMa npaKkTH4ecKOIro 00y4eHust

| | Conepsxanmue:
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Tewma 1.1. Texnuka 6e30macHOCTH W 0€30MaCHOCTh TPyJa B KOMIBIOTEPHOM
CoBepleHCTBOBaHME | Kiacce.
TEXHMKH M CKOPOCTH | OpraHu3aius pabodyero Mecra
nmucbMa OtpaboTka TEXHUKM TMHChbMA: THCHBMO TEKCTOB Pa3IMYHON
CIIO)KHOCTH; pelaKkTUpOBaHME H  (OpPMATUPOBAHHE; BCTABKA
00BEKTOB.
Tema 1.2. Conepxanue:
Opranu3anuoHHO- Odopmnenne o06pasia JOHKHOCTHOW HHCTPYKIIUN
MIPaBOBbIE TOKYMEHTBI
Tema 1.3. Conepxanue:
OpranusainoHHo- CocraBienue 1 0popMIICHHE TOCTAaHOBJICHHS
pacnopsauTeIbHbIC | CocTaBneHue U 0(hOpMIICHHE TTPHKa3a
AOKYMCHTBI Cocrapnenue u 0OpMIICHHUE BBITTUCKH M3 TIPHKa3a
CocraBnenue u opopmiieHue petieHus
Tewma 1.4. Coneprxanue:
Undopmaunonno- Cocrasienue u opopmiieHue (akca, TeaegoHOrpaMMBbl
ClIpaBoYHasA CocrasyieHne u opopmIiIeHHE aKTa
AOKyMCHTAL U5 Cocranenue u opopmiienue [IpoTokosia u BEIMUCKH

CocraBnenue U odopMmieHUe
OOBICHUTEIIHLHOM 3AITUCOK

JOKJIAaTHOM, CIy)XeOHOM U

CocraBiieHHE U O(bOpMHGHHC pa3HOBH,HHOCTeﬁ ACJIOBBIX ITMCEM

pabota

Tema 1.5. Ilpuxnagnsie | Coneprkanue:
nporpammbl MS Office | Cozganue npesenTaimn ¢ anuManuein
Tema 1.6. KagpoBasi | Conepxanue:

Odopmuenne pe3toMe U COMPOBOTUTENBHOTO MIChMA.

Odopmnenne Jlnynoit kaptouku padoTHHka OdopmieHue Gpopmbl
BHYTPEHHEH OMUCH JOKYMEHTOB.

Odopmienue TpyaoBOro 10roBopa

Odopmnenne oOpasuoB Ilpukaza o mpueme Ha paboTy U
00s13aTenbCTBA
0 HepasIJalleHUH CI1yKeOHOMN TalHbI

Odopmnenne TUTYIBHOTO TUCTa TPyI0BOM KHUKKH U 3aII0JTHEHHE €€
paznenoB. Odopmienne GopMbl  KypHalda ydeTra JIBIKCHHS
TPYAOBBIX KHIDKEK U AKTa ClHUCaHUsl OJAHKOB TPYJOBBIX KHUKEK H
BKJIAJBIIIEN K

HUM

Odopmnenune 3asBieHuss o mnpueme Ha paboty OdopmiieHue
JIOKYMEHTOB O IepeBO/JIe Ha APYT'YI0 paboTy

3.2.4. MeToanyeckne MaTepHAaJIbI
Tema 1. JlenoBas urpa «KanmpoBsiii Bompoc». AHketupoBanue «lIpodeccronanpHast

TOTOBHOCTbB».

3anmaga: 3HaKOMCTBO ¢ HOBBIMU mpodeccusmu Ha peiHKe Tpyna. [Ipodeccun B chepe

yIIpaBJICHUS:
ACJIOMPONU3BOAUTCIID,
po¢eCCHOHOTPAMMBI.

ceKkpeTapb-peepeHT,
JUCIIETYED,

CEeKpeTapb-MalIMHUCTKA, AJMUHUCTPATOP TOCTUHULIBI,
COTPYIHUK  chpaBo4HOW  ciyxObl.  CocTaBiieHue

Tema 2. 3HaueHWe JOKYMEHTAIIMOHHOTO OOECIICYCHMs YIPaBICHUS B COBPEMEHHBIX
9KOHOMHYECKUX ycI0BHUAX. OCHOBHBIE MOHATHUSA U onpeneneHus. Kiaccuukanus q0KyMEeHTOB.

3agaua:

O3HaKOMIICHHE

ydamuxcs C H€O6XOI[I/IMOCTI>IO JOKYMCHTHPOBAHUSA
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yIpaBJIeHYeCKOH MH(pOpMAIMU, ¢ BaXKHOCTHIO MPABHJIBLHOW OpraHU3alyy JOKYMEHTAIMOHHOTO
ofOecrieueHHUsT B OpraHU3allMM, YYPSKIECHUU U Ha MPEANPUATAH HE3aBUCUMO OT (opmbl
COOCTBEHHOCTH, C COOTHOIIEHUEM MOHATHH «HMH(POPMALUA» U «IOKYMEHT», C MHOT0OOpa3ueM
JIOKYMEHTOB; U3YYUTh OCHOBHBIE TEPMHUHBI U OIIPEICIICHHUS.

Tema 3. Dkckypcust B IPUEMHYIO PYKOBOJUTENS

3ajaga: 3HAKOMCTBO C TIOPSAKOM JIOKYMEHTHOTO OO€cliedeHHs] M TMpaBUIIaMHU
o0cITy>)kxuBaHus pabOTHl pyKOBOJUTEIIS.

VYnpaxHeHus u 3a1aHus: «AHKeTay, «Bu3uTHas KapTouKa

Tema 4. Odopmienne pexBu3nTOB. CTHIMCTHKA JEIOBOM JOKyMeHTaruu. @opmartbl
oymaru u iosist 'OCT P. 6 30-2003.

[TpakTuueckas padora: «Iloctpoenue Gpopmymsipa — 00pasia ¢ yrioBbEIM U IPOJIO0THHBIM
PacIOJIOKEHUEM PEKBU3UTOBY.

3anaga: O3HAaKOMUTH Yy4YalllUXCS C OCHOBHBIM HOPMAaTUBHBIM  JIOKYMEHTOM,
pEerJaMeHTUPYIOIIUM TpaBwia OQOPMIICHHS YIPaBIEHYECKHUX TOKYMEHTOB; (OpMHUPOBATH
HaBBIKH MTOCTPOCHUS MTPOCTEUIINX JICIOBBIX OyMar U JOKYMEHTOB.

Tema 5. PexBusutel, npuparImuve ITOKYMEHTAM IOPUAMYECKYIO CUily. branku
nokyMmeHToB. [Ipaktuueckas pabora: «AHanu3 Gopmysipa JOKYMEHTa.

3amaua: O3HAKOMUTH C TMOHSATHEM «PEKBU3UT» U BUAaMH (opmynsapa — oOpasma, ¢
npaBuiIaMu 0(h)OPMIICHHUS! pEKBU3UTOB; Pa3BUBATh IPAKTUKO-OPHEHTUPOBAHHBIC HABBIKU B paboTe
C JOKyMEHTaMH.

Tema 6. TpeboBanus K TEKCTY H0KyMeHTa. Hopmbl opuninanbHOTO CTHIIS.

3amaua: O3HAKOMUTH yYallIUXCs ¢ BUAAMH OJIAHKOB, CIIOCO0AMU U3TOTOBIICHUS OJIAHKOB,
¢ TpeOOBaHUAMU, MPEIBSIBIIEMbIMU K TEKCTaM O(HIIMATBHBIX JOKYMEHTOB.

Tema 7. Pestome, 3asBneHue, aBToOMOrpadusi, aHKeTa.

[IpakTnueckas padora: «CocraBieHue aBToonorpadum».

3anavya: O3HaKOMUTB y4alIuXcs ¢ BUIaMU JOKYMEHTAIUH 10 JINYHOMY COCTaBY, HAyYUTh
COCTaBJIATh M OQOPMIISATH PE3IOME U JIp. TOKYMEHTBI, IPUKA3bI 110 JIUYHOMY COCTaBY.

Tema 8. [lenoBoe mucbMo. DTUKET nenoBoi mnepemnucku. Ilpaktuueckas pabora:

«Odopmitenne ciry)xe0HOro MUCbMa.

3agada: O3HaKOMHTD YYalIMXCS C BUAAMU CIIY)KEOHBIX NMUCEM, TPEOOBAaHUSIMU K TEKCTY
CIIy’k€OHBIX ITUCEM, HAYUYUTh OPOPMIISITH CIyKEOHbIE MUChMA.

Tema 9. [Ipuem noceruteneit, nenosas 6ecena. [IpoBeneHune npuemMos.

3anaya: O3HAKOMMTH YyYalllUXCS C OCOOEHHOCTSIMH PabOThl CeKpeTapsi B IMPUEMHOI,
chopMHpOBaTh HAaBBIKU BEACHUS JETIOBBIX Pa3rOBOPOB.

Tema 10. B3auMOOTHOIIEHUA C PYKOBOJAUTEIEM M COCITY>KUBIIAMH, C MOCETUTEISIMH.
Otuka. PeueBoii aTuker. BuzntHas kaprouka. [logapku.

3amaua: CdopMupoBaTh TPENCTABICHWE O BHEIIHEM BHUJE CEKpeTaps, KYJIbType
pabouero MecTa, KyJIbType noBeaeHus. [IpoBecTu rpynmnoByo AUCKYCCHIO.

Tema 11. VYueOHBIC 3aBeNCHHSIMU HAYaJbHOTO M CPEAHETO MPOhecCHOHATHFHOTO
00pa30BaHus, KOTOPbIE TOTOBST BBHITYCKHUKOB IIKOJI TIO CIIEIUATBHOCTH «CEKPETaAPhy.

3amaua: [IpoBectn ankerupoBanue «IIpodeccnonanbHast TOTOBHOCTHY.
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