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I. llesieBoii pa3aesa o0pa3oBaTe/IbHOI MPOrpaMMbl MPO(PecCHOHAIBLHOT0 00y4YeHM st
1.1. lMosicHuTe/IbHAS 3aNIMCKA

OcHoBHast oOpa3oBarenbHas Mporpamma MnpogeccHoHANbHOIO 00yueHus (naiee -
[Tporpamma) MyHHIMIIAIBHOTO aBTOHOMHOI'O 00I1€00pa30BaTENILHOTO YUPESKIACHUS CPEIHEH
obmeooOpazoBarenbHol mKONMBI Ne 300 «IlepcriektuBa» (manee - MAOY COII Ne300
«IlepcniekTrBay) npeaHa3HaueHa il o0ydeHus OoOydJaromuxcs B paMKax MpogecCHOHaTbHON
MOJTOTOBKU MO JOJKHOCTH «CekpeTapb-aAMHUHHCTPATOpP», U pa3paboTaHa B COOTBETCTBUU C
HOPMAaTHBHO MPABOBBIMU JOKYMEHTAMHU

—®enepanpubiii 3akoH oT 29 nmexadbpst 2012 roma Ne 273-03 «O06 obOpa3zoBaHuu B
Poccniickoit denepanum».

—IIpuka3z Munucrepcta obpasoBanus u Hayku Poccuiickoit denepanuun ot 18 anpens
2013 r. Ne292 «OO0 yTBep:kKIeHUU MOPSAJIKA OPTaHU3AIMHU U OCYIIECTBICHUSI 00pa3oBaTeIbHON
JeSTEJIbBHOCTH 110 OCHOBHBIM ITpOrpaMMaM Ipo(heCcCUOHATILHOTO 00YUEHUSI.

— IIpuka3s MunucrepctBa mnpocseuieHuss P® or 14 wurons 2023 roma. N 534 "O6
yrBepkaeHun llepeunss mpodeccuii pabouux, TOMMKHOCTEH CIIyXalluX, IO KOTOPBIM
OCYIIECTBIISIETCS MpodeccroHanbHoe o0ydeHue" (¢ U3MEHEHUSMU W JOMOJTHCHHSMH OT 29
deBpans 2024 roma).

—Ennnerit KBTI (UKAIIMOHHBIN CIIPABOYHHUK IOJDKHOCTEN PYKOBOJIMTEINEH,
CIIELUATUCTOB U chyxamux (penakiust ot 9 anpens 2018 roga, B TOM uucie ¢ U3MEHEHUSMH,
BCcTynuBIIUMU B cuity 1 utonst 2018 roga).

—IIpodeccronanbhsiii crannapt mo npodeccnn «Crnenuanuct Mo OpraHu3aluoOHHOMY U
JOKYMEHTAllMOHHOMY OOECIICUEHHUIO YyMpaBICHUS OpraHu3amuein» (yTBEpXKIeH MPUKa30M
MunucTtepcTBa TpyAa u corpanbHoi 3anmTel Poceuiickoit @enepanuu ot 06 mast 20131, Ne276H).

[Tox mpodeccroHanbHBIM 00yYeHHEM 10 TPOrpaMMaM MpodeccHnoHaTbHOM MOATOTOBKU
1o npodeccusiM pabounx U JOJHKHOCTSAM CIIyXalllUX MOHMMAeTcs podeccroHalbHOe 00ydeHne
JIUII, paHee He UMEBIINX Podeccuu paboyero v AOHKHOCTH CITY>Kallero.

[IpodeccuonanpHoe 00yueHue MO MporpaMmaMm MpodhecCHOHATBHON MOATOTOBKH IO
npodeccusiM pabounx, TOJKHOCTAM CIIyXalllUX HalpaBiIeHO Ha MpUOOpEeTeHNE 3HAaHUM, YMEHUH,
HABBIKOB, B TOM YHCIIE ISl pabOThI C KOHKPETHBIM 000PYI0BaHHEM, TEXHOJIOTHUSAMH, MOTyYSHHE
YKa3aHHBIMU JIMI[aMU KBaTU(UKAIIMOHHBIX Pa3psAI0B, KaTeropuit mo npodeccun pabovero miu
JOJKHOCTH CITyKallero 0e3 u3sMeHeHust ypoBHsI 00pa3oBanus. Opranuzamnus npodecCHOHaTBHOTO
0o0ydeHHUs periJaMeHTHpYyeTcs MporpaMMol MNpodecCHOHAIbHOrO OO0Yy4YeHHs, B TOM 4YHCIIE
y4eOHBIM TJIAHOM, KaJeHJAPHO-TEMATUYECKUM TJIAHOM, pa0OYUMH MPOrpaMMaMi TUCITUIUINH U
MpOECCHOHAIBHBIX MOJIYJIEH, pacliCaHUEeM 3aHATUM U JIOKAJIbHBIMA HOPMATHBHO TPABOBBIMU
akTaMd MYHUIUMNIATHHOTO aBTOHOMHOTO — 00I1e00pa30BaTeIbHOTO  YUPEKACHHUS CpEeIHen
obmeobpazoBatenbHoi mKoAbl Ne 300 «IlepcmektuBay (manee - MAOY COII Ne300
«IlepcriekTuBa).

OcHoBHbIMU (popmMamMu TTPO(HECCHOHATBHOTO OOYYEHHUS SBISIIOTCS TEOPETUUYECKHE U
npakTudeckne 3aHAThs. OCOOCHHOCTBIO peann3aluu MpoPEeCCHOHATBHOTO OOyUEHUS SIBISICTCS
CTPYKTYpUpOBaHHE coOJiepkaHHe OOydeHHss B aBTOHOMHBIE OPIraHMU3allMOHHO- METOAMYECKUE
OJIOKM — pa3enbl.

Paznen — menoctHpI HAOOP MOIEKAMNUX OCBOCHUIO YMEHHM, 3HAHHM, OTHOIICHUN U
ombiTa (KOMIIETEHIINI), OMUCAHHBIX B opMe TpeOoBaHUN MPO(HECCHOHATBLHOTO CTaHAapTa IO
npodeccuu, KOTOPHIM JOKEH COOTBETCTBOBATh OOYYAlOIIMICS 1O 3aBeplIeHUHd OOydeHHUs
paszena, ¥ MpeACTaBISIONINN COCTaBHYIO 4acTh Oosee 001eit GyHKITIH.

Pazgensl popMupyroTcs kKak CTPYKTypHas €IuWHHUIIA YYEOHOTro IjlaHa 1o mpodeccuu;
KaK OpraHM3allMOHHO-METOJMYECKas MEXIUCIUIUIMHAPHAS CTPYKTYpa, B BUJE Ha0opa pa3HbIX
JTUCIUTIINH, OOBEIUHSEMBIX 0 TEeMAaTHYECKOMY MPHU3HAKy 0a30i; WJIM KaK OpPraHW3allMOHHO-
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METOoANYECKas CTPYKTypHas €IMHUIIA BpaMKax MpodeccHoHaIbHON mporpammbsl. OOydeHue no
nporpaMMe MpearoiaraeT MpoBeJACHUE aTTeCTallud — M0 OKOHYAHHIO Y4eOHOTO MOJYTOJusl W
y4eOHOro rojia MPOBOAUTCS IIPOMEKYTOUHAS! aTTeCTalUs, 00yueHHe 10 IPorpaMMe 3aBepIlacTCs
UTOTOBOM aTTecTanuel B popMe KBaTU(PUKAIIMOHHOTO K3aMEHa.

[Iporpamma TeopeTHueckoro o0y4yeHMs COCTaBJIEHA C Y4E€TOM 3HAHHM, MOIy4EeHHBIX
oOyyaromuMucsi B 00meoOpa3oBaTelnbHON IIKOJIE, W TPEAyCMaTpUBaeT NPUOOpETEHHE
TEOPETUYECKUX 3HAaHUM, HEOOXOOUMBIX CEKpeTapr - aJMHHUCTPATOPY JUIsl MPAKTUYECKOM
paboTHI.

XapakTepucTuka npodeccuu:

Cekperapb - 3TO CIEHIUAIKNCT, KOTOPBIA OJKEH OO0JIanaTh JCIOBBIMU KadyeCTBaMH,
KOMMYHHUKa0eIbHOCTbI0. Cekperapb BeIEeT BeChb JOKYMEHTOOOOPOT OpraHu3alMM, HUCIOJIb3Ys
KOMITBIOTEPHYIO TEXHHKY, OCYIIECTBISICT JICJIOBYIO MEPENUCKY, KOHTPOJIHMPYET HCIOIHEHHE
JIOKYMEHTOB, TOTOBUT JOKYMEHTBbl K cJjau€ Ha apXuBHOe XpaHeHHe. CekpeTapp IUIaHUpPYET
pabouuii 1eHb pyKOBOAUTES, CTEHOTpadUpPyET COBEIAHHS U TIEPErOBOPHI, OPraHU3yeT BCTPEUH,
npecc- KOHPEPECHITHH.

Ha3nauyenue npogeccuu:

Brimonnenue paboT mo OpraHu3alMOHHO-TEXHUYECKOMY O00ECIEUEHUIO JIeATEIbHOCTH
aJIMUHUCTPATHBHO-YIIPABJICHYECKIX  MOJpPAa3JeieHuil (PYKOBOIUTENEH  pa3HOrO  ypOBHS,
paOOTHUKOB aJMUHHCTpPALlMM M Jp.) B OpraHu3alisaX, YUYPeKIEHHsX, MHHUCTEPCTBaX,
BEJIOMCTBAX, MPEINPUATHAX, GPUPMaX Pa3HOTO MPOGUIIS TESATETHHOCTH U (hOPM COOCTBEHHOCTH.

1.2. llean u 3apaun

Heabp mporpammbl — npodeccroHanbHas moAroroBka odydvaromuxcsi MAOY COLI
Ne300 «IlepcnexTuBa» no npodeccun «Cexperapb-aAMUHUCTPATODY.

OCHOBHBIMU 3aJa4aMHU NPOTPAMMBI SBIISIOTCS:
-popmupoBaHre y o0OydarolUXcs COBOKYIIHOCTM 3HAaHMM W YMEHUH, HEOOXOAMMBIX s
OCYIIECTBIICHUS! TPYAOBBIX JACUCTBUA U TPYAOBBIX (YHKIHUH 1o mpodeccun «Cekperapb-
aJIMMUHHUCTPATOP»;
-pa3BUTHE y OOYyYalOUIUXCS MOTHUBUPYEMOW MOTPEOHOCTH B TMONYYEHHH BOCTpeOOBaHHOU
npodeccuu, B OpraHu3alliy CaMO3aHITOCTH Ha PbIHKE TPYAa;
-OKa3aHHe OO0y4aronMMcsl MPAKTUKO-OPUEHTUPOBAHHOW TMOMOIIM B MPOQPECcCCHOHATBHOM
CaMOOTIPE/ICIICHUH, B BEIOOPE MYTH MPOAOIIKEHUS TPOPECCHOHATIBHOTO 00pa30BaHUsI.

OOyyarommMcs, YCHENIHO COABIINM KBaTW(DUKAIIMOHHBIM JK3aMEH IO pe3ylibTaTaM
npodeccuoHanbHOr0  OOy4Y€HHs, BBIJAETCS  CBUJIETEIBCTBO  YCTAHOBJIEHHOIO  0Opasia.
OOyuaroniuecs, He cIaBlIMe KBaTU(UKAIMOHHBINA IK3aMEH, TOMYUYaloT CIIPaBKy YCTAHOBICHHOTO
obpasria.

Bun oskonommueckoit nmesrenpHoctH (kom OKBOJJ[) 82.11 - JlesATenbHOCTH
aJMMUHHCTPATUBHO-XO035IIICTBEHHAs] KOMILJIEKCHAs 110 00eCNeYeHNI0 paboThl OpraHU3aliy.

B yueGHOM mporecce HCHOIB3YETCs MaTepualbHO-TEXHHUYEcKas 0a3a M KaJpoBbIe
pecypcet MAOY COII Ne300 «ITepcniexktuBay.

1.3. Kareropuu ody4yarwomuxcsi. Cpoxku ocsoenusi IIlporpammsi

Kareropuss o0yuyarommxcess. Ilporpamma mpocdeccuoHanbHOTO OOY4YeHUs IO
npodeccun «CekpeTrapb-aIMUHUCTPATOP» aJpecoBaHa JHIlaM, HMEIOIIMM OCHOBHOE o0Iee
o0pa3oBaHue, BKII0OYAs JIMII C OTPaHMYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBbSI U HMHBAIUHOCTBIO.

®opma 00y4eHusl, npUMeHsieMble B paMKa 00y4eHus no IIporpamme — ounasi, o4Ho-
3a04Hasl, 3a04Hasl.
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Cpoxk o0cBOeHHUSI TNPOrpamMMbl, PeKHM 3aHATHI. CpoK ocBoeHus IIporpammel
npodeccuoHaabHOro odydeHus nmo mnpodeccun «Cekperapb-aAMUHUCTPATOP» cocTaBiser 1,5
roja.

O6miee konunyecTBo yacoB 1o [Iporpamme: 108 gacos.

N3 Hux:

- 1 rox o0y4enus — 72 gaca

- 2-i rog oOy4eHus — 36 yacoB

Pexxum  3ansaTumii. Pexum  3aHATHH  ompenmensieTcss  CTPYKTypod — y4eOHOTo
(TeMaTu4ecKoro) IiaHa u paclyucaHueM 3aHsATHH.

3ansTHe: 2 aKaleMUUYECKUX Yaca C IepepbIBOM 15 MUHYT.

[IpoaomKUTENEHOCTD OIHOTO aKaJAEeMHUYECKOT0 yaca cocraisieT 40 MUHYT.

[leprognunocTs: 1 pa3 B Henento.

1.4. ®opma arrectanun. JJlokymeHnT 00 ocBoenun Ilporpammbi
@®opMa UTOTOBOM aTTECTAMM — KBATH()UKAMOHHBINA YK3aMEH.
Kpaindukanus, npucBanBaemMasi BbIIYCKHHUKAM 00pa30BaTeJbHON NMPOrpamMMbI:
CeKpeTapb —aIMHHHUCTPATOP 3-eT0 pa3psia.
BoitaBaemblii JOKYMEHT — CBUCTEIHCTBO YCTAHOBIEHHOTO 00pasiia.
CooTBeTcTBHE ONHCAaHHUS KBAIM(GUKAIUK B MPO(YECCHOHAILHOM CTaHIApTE C
TpeOOBaHUSMU K pPe3yJIbTaTaM MOATOTOBKH I10 MPorpamMme npodeccuoHaIbHOro 00yueHus

O0001eHHbIe TPYAOBbIEe PYHKIIUH TpyaoBbie QyHKIHH
KOJ | HauMEHOBaHHUE YpOBEHb HaMEHOBaHUE KO YpOBEHb
KBaJIM(pUKaLUY (moxypoBeHb)
KBATH(UKAITIN
A |[Opranuzannonsoe 3 [Ipuem u pacnpenenenune | A/01.3 3
oOecrnieueHue TeIe(OHHBIX 3BOHKOB
ACATCIIBHOCTH Opranuzanus A/02.3 3
OpraHM3anuu paboThI C NOCETUTEISIMU
Brinonnenue A/03.3 3
KOOPAWHUPYIOMIUX U
obecneynBarmuX QyHKIHHA

1.5. Ilnanupyemble pe3y/ibTaThl 0CBOEHHUS MPOrPaMMBbI PO(ecCHOHATBLHOT0 00y4eHust
OcHoBHass  menb  BHJA  HOPOQECCHOHANBHOM  JEATEIbHOCTH:  pealn3anus
oOecrieunBarouX (QYHKIUI ymnpaBieHUus OpraHu3alyell; BHEAPEHHE JIyUIIMX TEeXHHUYECKUX
pa3paboTOK M HOBEHIIMX TEXHOJIOTUN B 00ecriedeHNe ypaBIeHUs OpraHu3alren.

OnpenesneHue pe3yJabTaTOB 0CBOEHHS MPOrpaMM NMpogeccHOHATbHOT0 00yUeHHusi HAa
OCHOBE NMPoGecCHOHATBHOI0 CTAHAAPTA

IIpodeccnonanbHbIi IIporpamma npogeccuoHaIBHOr0 00y4eHHu s
CTaHAapT

Bun npodeccronanbHOR OpraHu3allMOHHOE U JIOKYMEHTALMOHHOE o0ecrnieuyeHne

eATENIbHOCTH YIIpaBJICHUS] OpraHU3alUsSIMU JIFOOBIX OPraHU3alMOHHO-TIPABOBBIX|
bopm

O0001eHHas TpyAOBast Opranu3anroHHoe oOecrieyeHne eI TeNbHOCTH OpraHu3aluu

byHKIHS

TpynoBas pyHKUIUSA [Tpriem u pacnipenenenue TeneOoHHBIX 3BOHKOB OpraHu3aluu
Opranuzanus padoThl C TOCETUTENSIMH OpraHU3aluu
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BrInonHeHe KOOPAWHUPYIOMUX U 00eCTIeUnBaIONTNX QYHKINH

TpynoBoe nericTBue

[lepenamnpaBnenue Tele@OHHBIX 3BOHKOB  PYKOBOJCTBY U
COTpYAHUKAM OpraHu3aluu

PCFI/ICTpaHI/IH IMOCTYHIAOIINX Teﬂe(i)OHHBIX 3BOHKOB

[lomydyenne  HeoOXoauMoW  WHpOpPMAIIMKM U Tepenada
CaHKIIMOHMUPOBAHHOW MH(OpMaIuu 1o tenedony

Bcerpeya moceTuTeneil, mosydeHHe NEpBUYHON WHGOpMAIMU O
[IOCETUTESIX W IIOMOUIb B  OpraHM3allid MX IPHUEMa
YKOBOJUTEIIEM U COTPYJIHUKAMU

Benenue xypHaia ydyera noceTuTenei

Yuer nocerutenel u ohopmIiIeHUE NPOITYCKOB

CozelicTBHE  ONEpPaTMBHOMY  pPAacCMOTPEHHIO  NIpOochd U
[peyI0KeHU N MTOCETUTEIICH

[IpueM U mnepenada JOKYMEHTOB IIOCETUTENIEH PYKOBOJCTBY W
COTpPYIHUKAM OpraHu3aluu

Opranuzaiys 1 OpOHUPOBAHKE EPETOBOPHBIX KOMHAT

CepBupoBKa yaitHOro(ko(heiHoro) crosa B oduc

[lpuroToBneHne HANUTKOB (4ail, Kode, MPOXJIAJTUTEIHHBIC
HAITUTKH)

Benenue )xypHaia pa3be30B paOOTHHUKOB OpraHu3aluu

Koopaunaiusi paboTsl KyphepOB U BOJUTENCH OpraHu3aliuu

Benenue kypHana pa3be3ioB  KypbepoB —OpraHu3aluu Y
MapIIpyTOB BOJUTEIEH

CocTaBiieHHe CHpPaBKH O paszbe3iax pabOTHUKOB, KypbhepoB U
MapHpyTax BOAUTEIEH OpraHu3aluu

[YMeHue

lcIIo/p30BaTh TEXHUYECKHE U IIporpaMMHLBIC CpCACTBa IJId
ITPOBCACHU TOJIOCOBOH HJIH BI/I,I[eO'KOH(i)epeHI_['CB}BI/I

lcrionb30BaTh CpeACTBa KOMMYHMKALMOHHOM OPITEXHUKHU IS
[oJIydyeHusl U nepefadn nHbopMauu

BecTu yudeTHbIe perucTpanroHHble (OPMBI, HCIONB30BATh UX
11 “HQOPMAIMOHHOMN pabOThHI

YcTaHaBIMBaTh KOHTaKT C COOECETHUKOM, TMOAJEPKUBATH U
a3BUBATH JIEJIOBYIO Oecely B mpoliecce TesIe)OHHBIX MEPErOBOPOB!

CriaxuBaTh KOH(l)J'II/IKTHI)Ie n CJIOKHBIC CUTyaluny
MCKITMYHOCTHOI'O B3aHMOHeﬁCTBHH

CoOI101aTh CITY)KEOHBIM ITUKET

O6H.IaTBCH C IIOCCTUTCIIAMUA

lconp30BaTh YCTAHOBJICHHBIC IIpaBUJIa U nmpoucaypsl
KOMMYHHKAIIMW  BHYTPU OpraHyu3aliin

Bectu YUCTHELIC (I)OpMBI, HMCIIOJIB30BaTh UX IJIA pa6OTBI

CO3)IaBaTI) MOJIOKUTEILHBIN UMUK OpraHu3alvi, IPUHUMATb
MCPBI 110 PAa3pCIICHUIO KOH(I)J'II/IKTHBIX CI/ITyaL[I/Iﬁ

HpI/IMCHHTL I/IH(bOpMaLII/IOHHO-KOMMyHI/IKaI_II/IOHHBIC TCXHOJIOI'NH

O6ecnieunBaTh KOHPUIEHINATBHOCTh HH(OpMALIUU

CoCTaBJIATh U BECTU YUCTHLIC JOKYMCHTLIL

[ IpuMeHATH cpencrsa KOMMYHHUKAIUU JULS]
repeaadyd  MOPYYEHUHW  PYKOBOAMTENS U COTPYIHHKOB]
OpraHu3anuu

[IprMeHsITh COBpeMeHHbIE cpeicTBa cOopa, 00pabOTKH U epeaayy

uHbopManuu
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OI_IeHI/IBaTB PE3YJIbTATHI B paMKaX MOCTABJICHHBLIX 3a1a4

OCyIIECTBISITh KOHTPOJIb UCIIOTHEHUS MOPYUYCHHUI PYKOBOIUTEIS
COTpYAHUKAMU

SHanue

DyHKIMHU, 337241, CTPYKTYpa OpraHu3aluu, €€ CBs3H

[IpaBuina  B3aUMOAEWCTBUS € NapTHEpaMH, KIMEHTaMH,
CpeACTBaMU MacCcOBOW MHpOpMaLIUU

DTHKA AeI0BOro 00IEeHus

HpaBHna PE€YCBOro STUKETA

TpebGoBaHus OXpaHbl TPyJa

[TpaBuia 3amMThl KOHGHUISHIIMATBLHON cIyKeOHO0M HHpOpMauu

HpaBHna OpraHn3anuu 1nmpruema IMOCETUTEIICH

[TpaBwiia 1em0BOro 0OIICHUS
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KBaJIM()UKALIMOHHBIX TPEOOBAaHUI.
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1. Conep:kaTenbHbIii pa3ae 06pa3oBaTe/ibHOI NPOrpaMMbl NPogecCHOHAIBHOTO
o0yueHust

2.1. Copep:xanue nporpaMmbl NpogecCHOHATbHOI0 00y4YeHHUs!

Pazjen |. O0menpodeccuoHaabHbIH MOTYJIb

1.1. OcHoOBBI peJaKTHPOBAHNUS JOKYMEHTOB.

Teopus. Kynbprypa uemoBexka u KynbTypa peun. OCHOBHBIE (DYHKUIMHM S3BIKA.
B3auMocBsA3p KyJNbTypbl 4Y€IOBEKa M KyJbTypbl pedud. HOpMaTHMBHBIM, KOMMYHUKAaTUBHBIM H
TUYECKUN aACHEKThl PEeYeBOM KyJbTypbl. OYHKIMOHAIBHBIA CTWIA PYCCKOI'O JIMTEPATYPHOTO.
Crunmu peun. OCHOBHBIE YepThl, OCOOGHHOCTH W II pU3HAKU Bcex crtuied. Hopmsl pycckoro
peueBoro 3tukera. Opdosnus, opdorpadus. Cuarakcuc u myHkryanus. [IpuHIUNe 1 QyHKIHHA
pycckoil myHkTyanuu. CMbIcioBasi posib 3HakoB npenuHaHusa. CrnocoObl 0(opMIIEHUS dyKOil
peun.

IIpakTuka. Hanncanue Texcra nox IMKTOBKY. AHanu3 Tekcra. PeraktupoBanue Tekcra.

1.2. lenoBas KyJabTypa.

Teopus. Mumx cekperaps-agMuHUCTpaTopa. JIMYHOCTH cekperaps W €ro pojib B
JIEATEIIbHOCTH COBPEMEHHOM oOpraHu3auuu. J(OmKHOCTHAs WHCTPYKUMS. JlenoBble W JIMYHBIE
KayecTBa cekperaps. JlenoBas xeHuMHa-podeccuonan. Pabouee mecto cekperaps. DTUKET B
CIIy’)KeOHBIX OTHOHICHUsX. KopmopatuBHas KylbTypa, (QUPMEHHBI CTHIb OpraHU3aIUH.
CnyxeOHast BepTUKanb (OTHOLIEHHs B cucteme «PykoBoauTenb- momgunHeHHsbIH). CiyxeOHas
TOpPHU30HTANIb (OTHOILIEHHE B CUCTEME KoJutera- koiutera). CiykeOHast cybopauHanus. HopMer u
IIPaBWJIa OTHOILLIEHUI COTPYAHMUKOB C MPEACTABUTEISIMU CTOPOHHUX OpraHU3aluil, apTHEpamH,
KJIMeHTamu, nocerurensiMu. CybopauHanus. OMOIMOHAIBLHO- HENTpaIbHBIA JETOBON XapakTep.
KonduneHmaibHOCTb.

[Ipakrtuka. JlenoBas urpa: «OpraHuzaiusi COBEIIaHUS

1.3. OcHOBBI 1€JIONTPOU3BOICTBA

Teopus.  JlokyMeHTalMOHHOe  OOeclieueHHe  YHPABICHYECKOM  JIEATEIbHOCTH.
Cekperapb B CTpykType ympasieHus. HopmartuBHO-meToquueckas 0aza JeJIOIPOU3BOCTBA.
OcHoOBHbIE TEPMHUHBI BAEIONPOU3BOACTBE. 3a7aunl  JEJIONPOU3BOACTBA.  IpeboBaHuE K
odopmiaenuro 1okymenToB Ha ocHoBe OCT. JlokymeHTHpoBanue. JJokyMeHT, BU/bl JOKYMEHTOB,
ux knaccudukanus. PekBusutel aokymeHToB lIpakTuka. AHamu3  JOKyMEHTa, IPHUHIIMII
noctpoeHusd. branku  10oKymMeHTOB. PekBU3uTHI noKyMmMeHTa. [|oKyMEeHTHMpOBaHUE, BUIbI U
crocoObl. TpeGoBaHUs K TEKCTy JOKyMeHTa. TpeOoBaHUS K M3TOTOBJIEHHIO JOKyMEHTa. 3ayer
«HopmaTtuBHO-MeTOoMueckas 0a3a  Jenonpou3BoAcTBa. TpeOoBaHMe K  O(QOPMIICHHIO
JIOKYMEHTOBY.

1.4. Texnuka mamuHonucu. Paznea Ne 1 «Ciienoin» recsiTunajJblueBblii MeTO
neyatu Ha [IK. Teopnus.

OCHOBHBIE TPUHLHUIIBI «CJETOro» JEeCATUNAIBIIEBOIO METO/a Ie4YaTH Ha MHIIyIeH
mammHke u IIK. Ilo3uumm naneneB Ha knaBuatype. [IOKyMEHT, BUABI JOKYMEHTOB, HX
KJIacCHU(pUKaIH.

PexBU3UTHI TOKYMEHTOB. 3Haku npenuHaHus. Apabckue 1udpsl. KonnuecTBeHHBIE,
NopsAKOBbIe yncnuTenbHble. Hymepanus nynkroB. Pumckue nudpel. Hanucanue nat

[Ipaktuka. Od¢opmienne a0KyMeHTOB. IledaTh  JgecATUNANBIEBBIM — METOIOM.
Odopmnenne rpanuir.Ilons mokymenToB. Y cranoBka noseid. [Ipakruueckue 3aganus. «OTpaboTka
neyaTu Ha kinaBuarype. Habop tekcro» «Odopmiienne noKymeHToB. [leuaTs necsTunanblueBbM
METOJ0M». 3ayer.

1.5. Texuuka mamunonucu. Paznea Ne 2. U3yuenune TeXHUKHU Me4aTH

Teopus. OcBoeHne NpueMoB TEXHUKU TchMa. OO6paboTKa KPUNTOIPaMM TJIaCHBIX OYKB.
Odopmienue 3arojoBKOB M TOA3aroioBKoB. Hymepauusi crpanun. TeKCTOBBIE COKpAIIEHUS.
[Tpsimast peus, nutatel. OdopmieHre npuUMedyaHUi, npuioxeHuil. lMcmpasnenue ommOOK.
Hcnpasnenue ommbok Ha [IK O6paGoTka kpunrorpamMMm OYKB OCHOBHOW MO3HMIIMM TAaJbIIEB.
KpunrorpamMer riacHbix OykB. IleuaTh cIIOTOB «coriacHash — TJacHas - 2 COTJIACHBIX»; «2
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COIJIACHBIX - TJIaCHAs - COTJIaCHas», paboTa co CJIOTaMUTHUIIA - «COTJIACHAs - COTJIacHas TJIacHas».
KpunrorpamMMel 0CHOBHOM no3uLnu najbiieB. O0paboTka KpuntorpaMm OyKB BCell KIIaBUATYPBI.
[ledaTs cioros, meuyaTbh IBYX - U TpeXOyKBEHHBIX KOHEUHBIX OykBocoueTaHuil. OdopmiieHue
MaIIMHOMUCHBIX pa0oT. Tabmuupsl. OdopmiieHHE U U3TOTOBIEHUE TAOIMYHBIX (POPM JOKYMEHTOB.
[TpaBuia BBINOJIHEHUS CIOMKHBIX TaOJIHIL

IIpaktuka. Pabora ¢ TekcToBbIM AoKkyMeHTOM. HaOop Tekcra nmox nukroBky. Pabora ¢
tabnmuamu. OdopMiIeHHE W U3TOTOBJICHUE TAOJIMYHBIX (DOPM IOKYMEHTOB.

1.6. Texunka mammHonucu. Pasnesn Ne 3. CkopocTb neyatu

Teopus. Onpenenenne ckopoctu nedatr. CKOPOCTh MevyaTu U kKadecTBO padot Ha [1K.
[Tpaktuka. Habop Tekcra Ha ckopocTh. KauecTBeHHbII HAOOP TEKCTA.

Pa3nen |1. ABromaTuzanus OY

2.1. OgucHoe odopy0BaHME.

Teopusi. OpranuzanmonHas TeXHuKa. BUJbl 1 yCTpOMCTBO OpraHMU3allMOHHON TEXHUKH.
Kcepokc. ®akc. Ilpuntep. Ckanep. IlepconanbHbiii KoMmOblOTEp. MylbTUMEnUTHOE
obopyznoBanue. [leyatHoe M MHOXUTENbHOE O0OpyIOBaHHE. J[eMOHCTpallMOHHAS TEXHUKA.
Cucrema cBsizu. Mynptumenua. CkaHupoBaHuE U300pakeHUH.

[IpakTuka. Pabota ¢ oprrexuukoii (opucHsiM o6opynoBanuem). CkaHHpOBaHHE

2.1. DuekTpoHHBIii oduc.

Teopus. OducHeie npuioxkeHus. JlOMONHUTENBHBIE BO3MOXXHOCTH. AMIEpaHTHOE
obecrieueHrne IMEepPCOHAIBLHOr0 KommbioTepa. OnepannonHas cucrema Windows. CiykxeOHbIC
nporpammbl. TekctoBbiii penaktopMS Word. Pemaktop snextponHsix Tabmun, MSExcel.
[Tporpamma MSPowerPoint. TecroBeiii pegakrop MS Word. 3anyck u Havano padotsl. BBoaun
penaktupoBanue Tekcra. DopmatupoBanue Ttekcta. Odopmiienune crpanun. OdopmiueHue
JOKYMEHTOB C MOMOmIbi0 Tadyisipa. OdopmieHne OIaHKOB TOKYMEHTOB. MEHIO M OCHOBHEBIC
nousituss MS Excel. Dnekrtponnas tabmuma. 3HakoMcTBO ¢ 3kpanom MS Excel. ITlanenun
uHctpymentoB MS Excel.BBox u pemaktupoBaHue NaHHBIX. AHaIM3 U O00pabOTKa JaHHBIX.
IMpesenramuss MS PowerPoint. Bosmoxxaoctu MS PowerPoint. Craiiapl. Pabota ¢ TeKCTOM.
DJEeKTPOHHBICIOKYMEHTHI M UX XpaHeHHEe. DKCIEepTH3a IEHHOCTH IOKYMEHTOB.

[Ipaktuka. Pabota ¢ Ttabauuamu u rpaduxoi. Odopmienue npeseHtanuu B MS
PowerPoint.

Paznea I11. IIpodeccnonanbHbIi MOAYIb. [€/10NPOU3BOACTBO B OPraHU3alMHU

Teopusa. CocraB ynpaBiIeHYECKMX JOKYMEHTOB oOpraHu3anuu. OpraHu3alnyuoHHbIE
JNOKYMEHThl PacrnopsautenbHble JTOKyMeHTHl. MH(pOpManmoHHO - CHpaBOYHBIE JTOKYMEHTHI.
Jenosas nepenucka. [IpaBuna opopmieHus, CTpyKTypa U BUIbI A€JI0BBIX HUceM. JlIOKyMeHTaIus
[0 JOTOBOPHBIM MpaBoOTHOWEHUsAM. OpraHuzanus paboTel ¢ JoKyMeHTamu. OpraHuzanus
JOKyMeHTooOopoTa. Perucrpanus nokymeHToB. Tekyiee XxpaneHue 1oKkyMmeHToB. HomeHknatypa
nen. ApXMBHOE XpaHeHHe JOKyMeHTOB OCHOBHBIE PEKBM3HMTHI U TpeOOBaHHS K O(POPMIICHHIO
noroBopoB. JlokymeHnTsl mnpennpusatus Kiaccupukanuss —JT0KyMEHTOB — YIpaBJIEHYECKOM
nesarenbHOoCTH. YcraB. Ilonoxenus. IlltatHoepacnucanue. IIpaBuna BHYTpEHHEro TPyIAOBOIO
pacniopsiaka. Ykazanus. [loctanoBnenus. [Ipuka3bl 1o OCHOBHOW N€ATENbHOCTH. Bhimucka u3
npuka3oB. Pacniopsokenue. Pemenne. [Ipotokon (momHbiid u kpaTtkuit). AkT. CripaBku. JloknaaHas
3anucka. OObsicHUTENbHAs 3amucka. Temerpamma, TenedoHorpamMma. PeKBH3MTHI MHCHMA.
[Tucemo-tipocnba. Ilucemo-otet. IlpurnacurenpHoe mHcbMO. CONMPOBOAUTETHFHOE MHUCHMO.
[Tucemo - cooOmenue. Ilucemo-otka3. Kpenutnsiii mporosop. JloroBop xpanenus. JloroBop
noctaBku. JloroBop npokata. Kommepueckuii sorosop. [Tonsitue "nokymeHToo00poT" 1 pazButne
€ro HOPMaTUBHON METOJAMYECKON perilaMeHTalui. XapakTepucTUKa JOKYMEHTO000poTa. DTaIlbl
JIBUKEHUSI U MOPAIOK 00paboTKH OKyMEHTOB. PaGoTa ¢ BXOASIIMMHU JOKYMEHTaMHU. DTarlbl
00paboTKu 10KyMeHTOB. KOHTpOIIb HCTIONHEHNS JOKYMEHTOB. Perucrpaiusi JOKyMEHTOB, BUJIbI
peructpaunu. Omnpeznenenue cpokoB xpaHeHus. Ilopsnox Beimaum nen. IlogroroBka nen u
nepenada B apxuB. @opma onucu u akThl. [lepegada nen B apxus. Pabota ¢ koH(puaeHIIMATEHBIMA
JIOKyMEHTaMU
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[Ipaktuka. CopTUpOBKa JOKYMEHTOB IO Kiaccudukamumy. COCTaBICHHE IITaTHOTO
pacniucanusa. Pabora ¢ pacnopsiauTenbHbIMUA JokyMeHTaMu. CocTaBieHHne WH(GOPMAIMOHHO -
cpaBo4yHOU nokymeHTanuu. Odopmiienue nenoBbix nuceM. OdopmiieHne TUIIOBBIX JOTOBOPOB.
Pabora ¢ ucxomsmmMmu W BHYTpEHHUMH JOoKyMeHTamu. OdopMieHHEe HOMEHKIATYPHI eIl
Odopmienne TOKyMEHTalUU AJIs apXUBa.

Pazgea IV. Cnenuanbubiii Moayiab. KaapoBoe obecnieuenue

Teopus. Tpynosoit konekc P®. TpymoBoii moroBop, ero 3akimoueHue. OdopmicHue
TpyZaoBoro aoroBopa. CTpyKTypHbIH MpUKa3 MO MPeaNnpHUsaTHIO. 3HaU€HUE TPYI0OBOrO JOTOBOpA.
3akiroueHrue TPYAOBOrO JIOTOBOpA Ha OIPEACIICHHBIM U HEOoNpenesieHHbIH CpoK. OCHOBHBIE
PEKBU3UTHI TPYAOBOIO ToroBopa. TpynoBble mpaBa u 00s13aHHOCTH pabOTHUKOB. [Topsanok mpuema
Ha paboTy. JIOKyMeHTBI IpH MpueMe Ha paboTy. ABToOuorpadus. XapakTepucTHka. 3asBIcHHE.
Pestome. [1pukas o mpueme Ha padoty.IIpocToii u cioxHbIi nprkas. TectupoBanue. [lepeBon Ha
npyryto pabory. Ilpekpaienue TpyaoBoro noroBopa. [Ipukasbl 0 MOOMIPEHUH U HAIOKECHUHU
B3bICKaHUU. JInyHas kapTouka, Hopsaok odopmieHus nxpanenue. [lopsiok BeaeHUs TPYAOBBIX
KHIDKEK. BefeHue JTUYHBIX J1€7, OCHOBHBIE JOKYMEHTHI.

[loarotroBka MOKYMEHTOB K apXuUBHOMY xpaHeHuto. [leHcuonHbli Qoua: cnaya
OTYETHOCTH U JOKYMEHTeMIs1 odopmiieHust meHcuu. OpopmiieHrne apXUBHBIX CIIPABOK.

[Ipaktuka. CocrtaBieHue TpyaoBoro aoroopa. CocraBieHHe MPUKA30B. 3arOJIHEHUE
JTUYHOM KapTOUKU. 3aroJIHEHUE TPYIOBBIX KHIDKEK. CocraBieHue ordeTHocTH. CocTaBieHHUE
npukaza. CocraBnenue akta. CoctaBnenue MHCTpyKUuu.

Paszpen V. Koncyiasranuu
Koncynbranuu npoBozstes 1yt ooydaronmxcs 1o [Iporpamme B TeueHue Bcero nepuoja
o0OyudeHus 1 o utoram 1 rojga o0ydeHus nepes] NpoMeKyTouHoH arrectanuei. Koncynpranuu no
U3y4YEHHOMY MaTepually, MpOAOIKEHHIO MPO(ecCHOHANBHOr0 00pa3oBaHus, TPYI0YCTPOUCTRY.
IToaBeneHne NTOroB TEOPETUIECKOr0 00y4eHus (Oecea, TECTOBBIM KOHTPOJIb U JP.)

Pasnen VI. Arrecranus
6.1. IIpomexyTouHas arrecTauus. [uddepeHpoBaHHblii 3aueT
6.2. MHroroBasi arrecramms. ATTecTanus OOy4alOIUXCd B COOTBETCTBHHM C
npodecCHOHATBLHBIMU TPEOOBAaHUAMH M KBaTM(PUKALMOHHOM XapakTepucTukoil «CekpeTrapb-
aJIMUHUCTPATODPY.
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2.2. Y4eOHbIN IJIaH

B yue6HOM mutane otobOpakaercs JOrmueckas MOCHeJ0BaTeIbHOCTh OCBOCHUS Pa3JesioB,
obecrnieunBarOUX (POPMUPOBAHUE KOMIICTCHITHIA.
VYkasbiBaeTcs o011ast TpyJ0€MKOCTh pa3JieioB, MOTYJIEH.

Ne n/mt HaumenoBanue pasznennos Bcero B ToM uucne dopma
4acoB | Jlexuun | IIpaxTuka | Camocrt.pabora KOHTPOJIA
1 rox oGyueHus
l. O01enpogeccuoHATbHBIIIMOTY T 42 16 22 4
1.1. |OcHOBBI peaKTUPOBAHUS JOKYMEHTOB 8 4 4 - TecTtupoBanue
1.2. JlenoBas KyibTypa 2 2 - - JlenoBas urpa
1.3.  |OCHOBBI 1€IONPOU3BOACTBA 10 4 5 1 3ayer
1.4. |Texuuka mamuHonucu Pazgen Nel 14 4 8 2
1.5. |Texnuka mamuHonucu Paznem Ne2 8 2 5 1 [paxTirieciue
1.6. |Texnuka mammHonucu Pazgen Ne3 - - - - aanmt
1. ABTomMatuzanus OY 2 1 1 - -
2.1. |OducHoe obopynoBanue 2 1 1 - Omnpoc
2.2.  [DnexTpoHHBIH opuc - - - - -
I11. |[[IpodeccuonanbHBII MOAY.Ib 18 7 9 2 [IpakTHYeCKHE
3.1  |[denomnpou3BOJACTBO B OpraHU3aluu 18 7 9 2 3a1aHus. 3a4eT
IV. |ConeumanbHblii MOTYJIb 6 2 4 -
4.1. |Kanposoe oGecrieuenue 6 2 4 - 3auer
V. KoncyabTanun 2 - 2 -
VI ATTecTanusA 2 - 2 -
6.1. [[IpomexxyTouHas aTTecTanus 2 - 2 - 3auer
6.2.Utorosas arrecrarus - - - - -
Hroro 1 rox 12 26 40 6
2 roa o0yueHus
l. OomenpodeccnoHATBHBIIMOAYJIb 16 2 10 4
1.1.OcHOBBI peIaKTUPOBaHUS IOKYMEHTOB 4 - 2 2 TectupoBanue
1.2.|[lenoBas KyibTypa - - - - -
1.3.(OcHOBBI JIeTONPON3BOJICTBA 4 - 3 1 TectupoBanue
1.4 |Texuuka mamunonucu Pa3zmen Nel - - - -
1.5.[Texnuka mammnonucu Pasznen Ne2 2 - 2 - IIpakTHyeckue
1.6./Texuuka mammmaonucu Pa3zgen Ne3 6 2 3 1 3aJaHus. 3a4eT
1. ABToMaTm3anusa OY 2 1 1 -
2.1|0¢ducuHoe obopynoBanwme - - - - -
2.2.91eKTpOHHBIH opuc 2 1 1 - Omnpoc
111.[IIpodeccuonanbHbIi MOAYIb 10 4 5 1 [IpakTrueckue
3.1//Tenonpou3BoOACTBO B OpraHU3AINH 10 4 5 1 3aJaHNs
IV CnenuanbHblii MOTYJIb 4 2 2 -
4.1.KanpoBoe obecrieucHre 4 2 2 - TectupoBanwue
V. Koncyabranumn - - - -
Vi ATTeCcTANHA 4 - 4 -
6.1.[IpomexxyTouHas aTTecTanus - - -
6.2.Utorosas arrecrarus 4 ) 4 i KBaHVH(bHKaHHO
HHBIN DK3aMCH
Hroro 2 ron, 36 9 22 5
| Hroro 108 35 62 11
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HaumenoBanue pasne |Coaep:xxanue y4deOHOro marepuasa, JjadoparopHbie padorsl m | O0bem
JIOB H TEM NpaKTHYeCKue 3aHATUS B yacax
1 2 3
OomenpodgeccuoHATbHBIH MOTYJIb
OCHOBBI peJaKTHPOBAHHUS TOKYMEHTOB 8
Kynbrypa yenoBekan |OcHOBHbIE (QYHKUIMHU S3bIKa. B3auMOCBS3b KyJBTYphl 4YEIOBEKa MU 4
KyJIbTypa pedu KyJbTypbl peud. HopmaTuBHBIN, KOMMYHUKATUBHBIA U 3TUYECKUN
ACTIEKThI PEUEBOM KYJIBTYPHI.
OyHKIMOHATIbHBIHI Crunmn peun. OCHOBHBIE 4YEPTbI, OCOOEHHOCTHM M IPHU3HAKU BCEX 4
CTHJIA PYCCKOTO ctwiieil. Hopmbl pyccKoropeueBoro 3THKeTa.
JUTEPaTypHOTO
JesioBasi KyJbTypa 2
Wmux cekperaps JIMuHOCTh CceKpeTapss M €ro posib B JESITEIbHOCTH COBPEMEHHOH 1
opranuzaiuu. JlOJDKHOCTHas WHCTpYKUus. JlemoBble W JIMYHBIC
KadyecTBa cekperaps. JlenoBas >keHImHa-nipodeccuonan. Pabouee
MECTO CEKpeTaps.
Otuket BeiayxkeOHbIX |KopropatuBHas KynbTypa, (GUPMEHHBIH CTWIb  OpraHU3alLUM. 1
OTHOILEHUAX CnyxebHast BepTUKaib (OTHOLIEHUS B cucreMe «PyKoBOIUTEINb-
nogurHeHHbIN). CiyxeOHasi rOpU30HTaNb (OTHOIIEHUE B CHUCTEME
Koera-kosuiera). CiyxeOHast cyOopauHanms. Hopmel u mpaBuiia
OTHOIIEHUH  COTPYAHMKOB C  MPEJICTABUTEISIMU  CTOPOHHHX
OpraHuzanui, napTHepamH, KIIMCHTaMH, MOCETUTEISIMH.
CybopauHanus. OMOLMOHAIbHO-HEUTPAIbHbIN /EJI0BOM Xapakrtep.
KoHbuaeHmanbHoCTh.
OCHOBBI 1€JIONPOU3BOICTBA 10
JlokymentupoBanue. |OcHOBHbIE MOHATUA. Tunonorus nokymeHToB. ®opmatsel Oymaru u 10
JIOKyMeHT, BUIbI nosist. OOmue TpeOOBaHMS K COCTABICHUIO JIOKYMEHTOB. biaHku
JOKYMEHTOB, UX JIOKYMEHTOB. PeKkBU3UTHI 1OKyMeHTa. JlOKyMEHTUpOBaHHUE, BUABI U
KJIacCU(pUKaLUS. cnocoObl. TpeGoBaHuss K TEKCTy JOKyMeHTa. TpeGoBaHus K
PexBU3UTEHI U3TOTOBJICHUIO TOKYMEHTa. MynbTuMeInitHOe 000pyJ0BaHUE.
JIOKYMEHTOB IIpakTuyeckas  padora: «TpeGoBaHusi K  COCTaBJICHUIO
JAOKYMEHTOB. JloKyMeHTHpOBaHHe»
TexHHKa MAIIMHONIKUCH
Pazoen Ne 1 «Cnenoity oecamunanvuesvtii memoo neuamu na INK 14
OcHoBHble npuHLUIBl  |M3ydyenne knaBuatypel. OO6mue mnpaBuia padboTel. OCHOBHBIE 8

«CIIETIOrO»
JECSATUIIATIBLIEBOTO
MeTOo/a [1€YaTu Ha

MAITYIIeW MAIINHKEN
I1K

NPUHLMIBL  [I€YaTH  JIeCATUNAIBLIEBOIO [lonsTne o
JECSITUNAIILLIEBOM CIIETIOM METO/I€ MUChMa.
IIpakTyeckas padora: «OTpadoTKa NEeYaTH HA KIaBHaType.

Habop TexkcToB»

METOaa.
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[Tosummu maneiieB Ha  |Odopmiienne Tpanui. [lons MOKyMEHTOB. YCTaHOBKa IOJICH. 8
KJIaBHATYype. M3yueHne OCHOBHOTO psiia KiaBuaTypbl. M3yueHne OykB BEpXHETro
psana kiaBuaTypel. 3HaK "dyeprouka'. AO3ar. M3ydeHue ueTBepTOrO
psna KJIaBHATypbl. 3HAKM TpenuHaHus. ApaOckue nudpsl.
KonuyecTBeHHblE, MOPSAKOBbIE  yucauTelbHble.  Hywmepanus
nyHKTOB. Pumckue ungpsl. Hanmcanue nat.
IpakTnyeckass paodora: «Odopmiaenue aokymeHToB. Ileuath
AeCATUNAIbLEBBIM METOI0M)

Pazoen Ne 2. H3yuenue mexnuxku neuamu 8
OcBoenne npuemoB  |OdopmiieHHE 3arojIOBKOB U IMOJ3arojoBKOB. Hymeparus crpaHuil. 2
TEXHHUKH MTHCbMa TekcroBele cokpamenus. Ilpsmas peus, muraTel. OdopmiieHne

npuMedanuil, npunoxxenuil. Mcnpasnenue ommbok. Mcnpasienue
omnook Ha I1K.
IIpakTyeckas padora: «Padora ¢ TEKCTOBBIM JOKYMEHTOM»

O6paboTka Kpunrorpammsl rimacHbix OykB. [ledats cioroB «coriacHas - riiacHast 3
KPUIITOTPAMM TJIACHBIX |- 2 COTJIACHBIX»; «2 COTJIACHBIX -TJacHas - corjacHas», paboTa co
OyKB CJIOraMHU THUIIA - «COTJIAaCHAsl - COTJIACHAs TJIaCHAsN.
IIpakTuyeckas padora: «PaboTa ¢ TEKCTOBBIM JOKYMEHTOM))
O6paboTka Kpuntorpammbl ~ ocHOBHOM  mo3unuu  nanblieB.  OOpaboTka 3

KpUNTOTpamMM OyKB KpunTtorpaMm OyKB Bcell kiaBuaTypsbl. [leyaTbcinoros, neuats ABYX -
OCHOBHOMIIO3HUIINH U TPeXOYKBEHHBIX KOHEUHBIX OYKBOCOUETaHUI.

najablEeB IIpakTuyeckas padora: «PaboTa ¢ TEKCTOBBIM JIOKYMEHTOM.
Ha0op Tekcra nmog 1MKTOBKY»

IIpakTnyeckoe odyuenue 2
ABTomatuszanus OY

Pasznen Ne 1. Oucnoe o6opynoBanue 2

OducHsbie AmMriepanTHOe  o0ecrieueHHue  MEePCOHATBHOTO  KOMIIbIOTEpA.
IIPUJIOKEHUS. OmnepanonHast cucrema Windows. CiyxeOHble MPOTrpPaMMBI. 2

JlononHuTENbHBIE [ledatHoe ¥ MHOXUTENbHOE OOOpyJoBaHHe. JleMOHCTpalroHHAas

texHuka. Cucrema  cBs3u.  Mynbtumenua.  CkaHupoBaHHe

N300paX]KeHUH.

IIpodeccnonanbHBIA MOAYJIb

Jle10npon3BOACTBO B OPraHU3aluH 18
Cocras JIoKymMeHTBI MPEATPUSTHS. Knaccudukanus JIOKYMEHTOB 1
YIPaBIEHYECKUX YIIPaBICHYECKOM NEATEIBHOCTH.
JIOKYMEHTOB IIpakTuyeckas paGora: «CopTHpPOBKAa JOKYMEHTOB IO
OpraHu3aluu KJIacCHPUKALAID)
OpranuzannoHHbIE VYcras. Ilonoxenus. llrtatHoe pacnucanue. [IpaBuna BHyTpeHHEro 1
JIOKYMEHTBI TPYIOBOT'O PACIIOPSAKA.
IIpakTyeckas padora: «CocraB/aeHHe IITATHOIO PACTIMCAHUS»
Pacnopsigurensueie | Ykaszanus. IlocranosiieHus. IIpuka3sbl 10 OCHOBHOM JESATEIBHOCTH. 2
JIOKYMEHTBI Brinmucka u3 nprkaszoB. Pacriopsixenue. Pemenue.
IIpakTnyeckas pabora: «Pabdora ¢ pacnopsiAuTeIbHBIMH
AOKYMEHTaMW))
WNudopmannoHHo - ITporoxos (monHbIi 1 KpaTkuii). AKT. CipaBku. JlokiIagHast 3anucKa. 2
CIIPABOYHBIE OO0nbsicuuTenpHas 3anucka. Tenerpamma, TeneoHorpamMma.
JIOKYMEHTBI IIpakTnyeckas padora: «CocraBieHne HH(POPMALMOHHO-

CIIPABOYHOM JOKYMEHTALUID)
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HenoBas nepenucka. |PexkBU3UTHI MMChMa. [Tucemo-tipochoa. [TnuceMo-0TBET. 2
[IpaBuna opopmienus, |I[Ipurnacurensroe nucemo. CornpoBoauTenbHOE MUChMO. IlrcbMo-
CTPYKTYpa U BUJBI coobmenue. [Tucpmo-oTkas.
JIEJIOBBIX TUCEM IIpakTnyeckas padora: «OdopmieHne 1e10BbIX THCEM))
JloxyMeHTauus 1o HoroBop kymmm - npogaxu. JloroBop apenabl. J[oroBop MEHBI. 2
JOTOBOPHBIM ITpaBo-  |KpenutHbiii gporoBop. JloroBop xpaHeHus. [[oroBop mocTaBKH.
OTHOLLIEHUAM Horosop npokarta. Kommepueckuii 10roBop.
OcHoBHble pekBu3nUThl | [IpakTHyeckas padora: «OdopmiieHre THIIOBBIX 10r0BOPOB)
U TpeOOBaHUA K
0(OpMIICHUIO
JIOTOBOPOB
Opranmsanus padoteic |IlorsTHe "g0KyMEHTOOOOPOT" W pa3BUTHE €ro HOPMATHBHOU 2
JOKYMEHTaMH. METOIMYECKOU periiaMeHTanuu. XapakTepUCcTHKa
Opraauzanus JTOKYMEHTOO0OpOTa. JTambl ABMWXKEHUS U TMOPSAOK 00paboTKu
JTIOKyMEHTOO0OpOTa.  [mokymeHToB. PaGora ¢ BXOZAIIUMHU  JOKyMEHTaMHU.  OTarbl
Perucrpanus 00paboTku JOKyMeHTOB. KOHTpONb HCHONHEHUS JTOKYMEHTOB.
JIOKYMEHTOB. Peructpanus 10KyMEHTOB, BUbI PETUCTPALIUH.
IIpakTuyeckas padora: «Padora ¢ HCXOAAIIMMHU M BHYTPEHHUMH
AOKYMEHTaMu»
Tekyiee xpanenue  |OnepaTUBHOE XpaHEHUE Jel (MIpOBEpKAa HaIMuus JOKYMEHTOB, 2
JIOKYMEHTOB. MOPSAIOK BBLAAYU JeNT). DIEKTPOHHBIE TOKYMEHTBI U MX XpaHEHHE.
Homenxumarypanen. DKcnepTusa LEHHOCTH JOKYMEHTOB.
IIpakTuyeckas padora: «OdgopmiIeHHe HOMEHKJIATYPBI [1eJ»
ApxuBHoe xpaHenue |Omnpenenenue cpokoB xpaneHus. [lopsanox Beiaaun gein. [loaroroska 2
JIOKYMEHTOB nen u nepenada B apxuB. @opmaonucu u aktel. [lepenaua gen B
apxuB. PaboTa ¢ KOHpHUIEHIIMATBHBIMH TOKYMEHTAMHU.
IIpakTnyeckas padora: «OdopmwieHne JOKYMEHTAUMH IJIs
apxuBa2
OpranuzanvonHastex |Buabsl u ycrpoiictBo opraHuzanuoHHod TexHukH. Kcepokc. dakc. 2
HUKA [Tpuntep. Ckanep. IlepconanbHblil koMmmbloTep. MynpTuMeanitHoe
o0opyaoBaHue.
IIpakTuyeckas padora: «Pabora c oprrexHuKoI»
CnenunanbHbIi MOAYJIb
Kanposoe o6ecnieuenune 6
Pa3nes 1. OcHOBHBIE 32Ja4U YIIPABJIeHHUs KaJpaMHu 6
Tpynosoit kogexc P®. [3nauenue TpymoBOro nOroBopa. 3akiOUYE€HHE TPYAOBOTO JOTOBOpA 3
TpyaoBo# 10roBop, [Ha ONpPENENIEHHBINM M HEONpENENIEHHBIM CpOK. OCHOBHBIE PEKBU3UTHI
€ro 3aKJIIOUYEHUE. TPYJ0BOTO A0roBopa. TpyaoBble MpaBa U 00513aHHOCTH PaOOTHUKOB.
Odopmiienne IIpakTnyeckas padora: «CocTraBiaeHne TPYA0BOIo 10r0BOpa»
TPYJI0BOTO JOTOBOPA.
Crpykrypubliinpukas |[lopsaok npuema Ha paboTy. JJoKyMeHTHI NpH MpHeMe Ha padoTy. 3
10 MPEIITPUATHIO. ABrobuorpadus. Xapakrepuctuka. 3assieHue. Pestome. Ilpukas o
npueme Ha paboty. IIpocToit u crmoxHbI mpuka3. TecTupoBaHHE.
[lepeBon Ha apyryro paboty. IlpekpamieHue TpymaoBOro I0TOBOpA.
IIpukasbl 0 NOOIMIPEHNH U HATIOKEHUH B3bICKAaHU.
IIpakTnyeckas padora: «CocraBjieHue NPUKA30B»
Koncyabranumn, KoHcynpTanmmm 1o M3y4eHHOMY MaTepuaity, HIpOAOLKEHUIO 2
NO/ABEICHUEUTOI OB npodeccuoHanbHOro 00pa3oBaHus, TpyaoycTpoiicTBy. [lonBenenue

UTOTOB TeopeTudeckoro oOydeHus (becema, TECTOBBIN KOHTPOIb U
ap.)
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IIpomexxyTounasi arrectanusi (g hepeHITMpOBaHHBIN 3a49€T) 2
2 roja o0yuyeHmust
HaumenoBanue pazae |Copep:xxanue y4e0HOro martepuana, JadoparopHble padorel m | O0bem
JIOB H TeM NPaKTHYeCKUe 3aHATUS B Yacax
1 2 3
OobmenpodeccnoHaAIbHBIN MOTYJIb
OCHOBBI peJaKTHPOBAHHUS JOKYMEHTOB 4
Opdosnus, Op¢dosnnyeckrie HOPMBI JINTEPATYPHOTO s3bIKA. [[pUHIMITBI pyCCKOM 2
Opdorpadus opdorpadpun. OcOOEHHOCTH PYCCKOTO CIIOBECHOTO yIapeHUs.
CunHTakcuc u Cnioco6s1 oopmiteHus dykoit peun. [IpuHIMIBI 1 QYHKIIUN pyCCKON 2
MyHKTYyaIus nyHKTyanuu. CMBICIIOBas pOJIb 3HAKOB MPEHHAHUS.
IIpakTnyeckas padora: «PegakTupoBaHme TEKCTa.
OCHOBBI 1€JIONPOU3BO/JCTBA 4
JokymentupoBanue. |OcHoBHbIC TOHATHS. Tumonorus pokymeHToB. @opmartel Oymaru u 4
JIOKyMeHT, BHIbI nois. OOume TpeOoBaHMSA K COCTABICHHIO JOKYMEHTOB. biaHku
JOKYMEHTOB, HX JOKYMEHTOB. PexBU3UTHI JOKyMeHTa. [loKkyMeHTHpOBaHUE, BUIBI U
KJaccuukanus. cnocoObl. TpebGoBaHMsS K TEKCTy JOKyMeHTa. TpeOGoBaHus K
PexBusuTsl W3TOTOBJICHHIO IOKyMEeHTa. MyIbTUMEIMITHOE 000pY TIOBaHHE.
JIOKYMEHTOB IIpakTnuyeckass padora: «TpeGoBaHus K  COCTaBJIECHHIO
JAOKYMEHTOB. JloKyMeHTHPOBaHHe»
TexHUKAa MAIIMHONUCH
Pazoen No 2. H3yuenue mexnuxku nevamu 2
Odopmnenue Tabmumner. OdopMieHHE W HW3TOTOBJICHHWE TAaOIMYHBIX  (OpM 2
MAaIlMHOIUCHBIX paboT |A0KyMeHTOB. [IpaBuia BBINOIHEHUS CIOKHBIXTAOIHULI.
IIpakTnyeckas padora: «Padora ¢ Tabnmuamu. Odopmienne u
U3roTOBJIeHUE Ta0JINYHBIX (POPM TOKYMEHTOB»
Pazoen Ne 3. Ckopocmb neuamu 6
Onpenenenue Habop TekcTa Ha numrymiel MalivHKe. 3
ckopoctu neyatd Ha  |[IpakTHuyeckas padora: «Habop TekcTa Ha CKOPOCTH
NUIYIIEeH MAIINHKE
Ckopoctb newatu 1 |HaGop tekcra Ha [1K. KauectBo paboTs! Ha I1K. 3
KayecTBO padoT Ha IIpakTuyeckas padora: «KayecTBeHHbIl HA0Op TeKkCcTa»
I1K.
IIpakTHyeckoe o0yuenune
Aptomatuszanusi OY
Pa3nes Ne2. DiieKTpOHHBIH o(uc. 2
Tekcroserii penaktop |TecroBbiit pemakrop MS Word. 3amyck u Hawano pabotel. BBomu 1
MS Word penaktupoBanue Tekcra. dopmarupoBanue Tekcta. OdopmieHune
ctpanull. OdopmileHne JOKyMEHTOB C TIOMOIIbIO TalyJssipa.
OdopmieHne 01aHKOB IOKYMEHTOB.
Penakrop MeHnto u ocHoBHBIe ToHsTUS MS Excel. DnexrponHas Tabnuua. 1
ANIEKTPOHHBIX Ta0muIl  |3HakoMcTBO ¢ SkpaHoM MS Excel. IManenu wuncTpymentoB MS
MSExcel Excel.BBog u penaktupoBaHue MaHHBIX. AHamu3 U 00paboTKa
naHHbIX. PaboTa ¢ Tabnauiamu u rpaduKoi.
IIpodeccnonanbHBIN MOAYJIb
JesIonpon3BOACTBO B OPraHU3AIUH 10
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Cocras JlokyMeHTBI NPEINPUSTHSL. Knaccudukanus JIOKYMEHTOB
yIPaBIECHUYECKUX YIPaBIE€HYECKON AESITEIbHOCTH.
JIOKYMEHTOB IIpakTnyeckass padora: «CopTHPOBKA JOKYMEHTOB IO
OpraHu3anyu KJIaccupuKanumy

OpranuzanyoHHbIe VYceras. [lonoxenus. IlltatHoe pacniucanue. [IpaBuiia BHyTpeHHEro
JOKYMEHTBI TPYZAOBOIO PaCHOPSAIKA.

IIpakTyeckas padora: «CocraBjeHHe ITATHOIO PACIIMCAHU»

Pacniopsgurensusle | Ykasanuda. IloctaHoBneHus. IIpukasel 10 OCHOBHOM JE€ATEIBHOCTH.
JOKYMEHTBI Beinucka u3 npukasos. Pacniopsbkenue. Pemienne.

IIpakTnyeckas padora: «PaGora ¢ pacnopsAIMTEJbHBIMHU
JOKYMEHTaMU»

HNudopmannoHHo - ITporoxosn (nmonHbId U KpaTtkuil). AkT. CripaBku. JloknanHas 3anucka.
CIIPaBOYHBIE OO0mpsacHUTENBbHAA 3anucKa. Tenerpamma, TenedoHorpaMma.
JIOKYMEHTBI IIpakTnyeckas pabGora: «CocraBjieHne HHPOPMALMOHHO-

CIIPABOYHOM JOKYMEHTALMHU»
HenoBas nepenucka. |PexkBu3nThl IUChMa. [Tucsmo-npockba. [Tucemo-0TBET.

[IpaBumna opopmiieHus,
CTPYKTypa U BUIBI
JCJIOBBIX ITMCEM

[Ipurnacurensnoe mnuceMo. CompoBoauTenabHoe MUcbMo. [lucsmo-
coobmenue. [Tucpmo-oTkas.
IlpakTuyeckas pabora: «OdopmieHne 1eJ0BbIX HCEM))

JIOKyMeHTaIHsI 110
JIOTOBOPHBIM TIPaBO-
OTHOIICHHSIM
OCHOBHBIE PEKBU3UTHI
1 TpeOOBaHUS K

HoroBop kymnu - mpogaxu. JloroBop apenabl. J[OroBop MeEHBI.
KpenuthHeiii  pgorosop. JloroBop xpaHeHwus. JloroBop IOCTaBKH.
HoroBop npokara. Kommepueckuii 10roBop.

IIpakTuyeckas padora: «OdopmiieHre TUIIOBBIX 10TOBOPOB)

ohopMIIEHUIO
JIOTOBOPOB
Opranmsanus padoteic |[lonarue "moxymeHTOOOOpOT" ¥ pa3BUTHE €r0 HOPMATHBHON
JIOKYMEHTaMH. METONYECKON perIaMeHTaluH. XapakTepucTuKa
Opranuzanus JIOKYMEHTOO0OpOTa. JTambl JABHKEHUS W TIOPAIOK 00paboTKH
JIOKYMEHTOO0OpOoTa.  [JOKyMeHTOB. PabGora ¢ BXOIAIIMMHU JOKyMEHTaMH. OTarbl
Peructpanus 00paboTKkn JOKyMeHTOB. KOHTpOJb HCIONHEHUS JOKYMEHTOB.
JIOKYMEHTOB. Perucrpanus 10KyMEHTOB, BUABI PETUCTPALIUH.

IIpakTuyeckas padora: «Padora ¢ mcXoAsAIUMHU M BHYTPEHHUMU
AOKYMEHTaMU»

Texyuee xpanenue
JIOKYMEHTOB.
Howmenknarypanern.

OmnepatuBHOE XpaHeHHE JAen (IIpoBepKa HAJIWYMsA JOKYMEHTOB,
HNOPSAJOK BbLAAUU JIed). DJIEKTPOHHBIE JOKYMEHTHl M UX XpaHEHHE.
OKcnepTu3a HEHHOCTH JOKYMEHTOB.

IIpakTuyeckas padora: «OpopmiaeHre HOMEHKJIATYPbI 1eJ»

ApXUBHOE XpaHEHHE

Onpez[eneHI/Ie CPOKOB XpaHCHMU. HOpSII[OK BeIgauu gei. IlogroroBka

JTOKYMEHTOB nen u nepenada B apxuB. @opmaonucu u aktel. [lepenaua nen B
apxuB. PaboTa ¢ KOHpHUIEHIIMATBHBIMH IOKYMEHTaMHU.
IpakTnueckass paodora: «OdopmieHne TOKYMEHTAIMU JIsI
apxuBa2
OpranuzannonHassTex |Buael m ycrpoiicTBo opranm3anmoHHONW TexHHMKH. Kcepokc. dakc.
HHUKA ITpuntep. Ckanep. IlepconanbHblil KOMIBbIOTEP. MynbTUMEIUNHHOE

obopyioBaHueE.
IlpakTnyeckas pabora: «Padora ¢ OprrexHuKOIN»

CrnenuanbHbIi MOIYJIb

Kanposoe o6ecnieuenne

Pa3nes 1. OcHOBHBIE 321241 YIIPABJIeHHUs KapaMu
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TpynoBoii kogekc PO.

TpynoBoi1 1orosop,
€ro 3aKJII0YCHHE.
Odopmnenue
TPYZOBOIO AOrOBOPA.

MAOQY COII Ne300 «Ilepcrektnsa»

3HayeHUe TPYJAOBOIO JOTOBOpa. 3aKIIOUEHHE TPYJIOBOTO JOTOBOpA 2
Ha OIpENEICHHBI U HEONpPEIEIEeHHbIN cpoK. OCHOBHBIE PEKBU3UTHI
TpyZ0BOro AoroBopa. TpyaoBble paBa 1 00513aHHOCTH PAOOTHHUKOB.
IIpakTuyeckas pabora: «CocraBjieHne TPyA0BOI0 J0r0BOPa»

CrtpyKTypHBIMIIpUKa3
10 IPENPUATHIO.

[Topsimox mpuema Ha paboty. JIOKyMeHTHI Ipu Ipueme Ha pabory. 2
ABtobuorpadus. Xapakrepuctuka. 3asBieHue. Pesrome. Ilpukasz o
npueme Ha paboty. Ilpocroit m cioxubiii npukas. TectupoBanue.
ITepeBon Ha npyryro paboty. I[Ipekparienue TpyaoBOro JOroBopa.
IIpukasel 0 HOOUIPEHUH U HAJIOKEHUU B3bICKAHUIA.

IpakTnyeckas padora: «CocraBjieHue NPUKA30B»

KBanupukaunonu
blii
IK3aMeH

ATtTecranus o0yyaromuxcs B COOTBETCTBUU c 4
po(eCCUOHATIbHBIMU  TPEOOBAaHUAMM M KBaJIM (PUKALIMOHHOMN
xapakTepucTukoil «Cekperapb-aIMUHUCTPATOP.
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II1. Oprann3anuoHHbIN pa3aet
3.1. XapakTepucTHKA YCJIOBHH peain3anuu NporpaMmMbl

3.1.1. TpeGoBaHus K KaJJpOBOMY 00ecneYeHUI0

Peanu3anus MPOrPaMMBbI pohecCHOHATEHOTO o0yueHHS oOecrieunBaeTcs
NEeIarorYecKiMi  pa0OTHUKaAMH  00pa30BaTeNIbHOW  OpraHW3alMH, a TaKkKe JIUIaMH,
NPUBJICKAEMBIMH K peaM3alliil MPOTrpaMMbl MPO(PECCHOHATBHOTO OOyYeHHMS Ha YCIOBHUSX
IPaXXJIaHCKO-TIPaBOBOTO JIOTOBOpPA, B TOM YHUCIE M3 YHCIA PYKOBOJIUTEICH W PaOOTHUKOB
OpraHM3aIyii, HalpaBlIeHUE NEATSILHOCTH KOTOPBIX COOTBETCTBYET 001acTH PO eCCHOHATHHON
NEeSITETTHHOCTH.

3.1.2. TpeOoBaHUsI K MATEPHATbHO-TEXHHYECKOMY 00ecredeHH 0

[ToMerienust MpeACTaBISAIOT cO00i ydeOHBbIE ayJUTOPUU ISl MPOBENEHHs 3aHATHH BCeX
BUJIOB, IPEYCMOTPEHHBIX IPOrpaMMO MpodeccnoHaIbHOTO 00Y4YeHHsI, B TOM YKCJIe TPYIIOBBIX
Y UHJIMBUYaJIbHBIX KOHCYJIbTALUN, TEKYIETOKOHTPOJISI ¥ IPOMEKYTOUHOM aTTECTALUHU, a TAKKE
MOMEIIEHUST JUIsl CaMOCTOSITENILHOM paboThl, OCHAIICHHbIE O000PYAOBaHHEM, TEXHHUYECKUMU
CpeAcTBaMu O0yUYECHHUS.

MAOY COHI Ne300 «IlepcnektuBa», peanusyloiias mnporpamMmmy Mo mpodeccun,
pacrnojaraeT MaTepuaJbHO-TEXHHYECKOW 0a30if, obecreunBaromiell MpPOBEACHUE BCEX BUJIOB
MEXIUCIUIUITMHAPHON MOATOTOBKH, MPAKTUYECKOH pabOThI 00y4arouuxcs, MpeayCMOTPEHHBIX
y4eOHBIM IUIAHOM M COOTBETCTBYIOLICH JEHCTBYIOIIMM CAHUTAPHBIM W MPOTHBOIIOKAPHBIM
IpaBWJiaM W HOPMaM B pa3pe3e BBIOPaHHBIX TPaeKTOpUil MHHHUMAaIbHO HEOOXOMMMBIN IS
peanuzanuu 1110 nepeueHs MaTepuanbHO- TEXHUYECKOIO 00€CIIEUeHHU s, BKIIFOYAET B Ce0s:
O0opynoBanne yueOHOro kaduHera:
penbcoBasi CUCTEMA € KJIACCHOW M MHTEPAKTUBHOM MaHENbI0 (IporpaMMHOe 00ecrieueHre B
KOMILJICKTE);

CTOJI IJISl yUUTES;

CTYJl YUUTEJIS;

mkad s XpaHeHus y4eOHBIX TTOCOOUH;

CTEJIaX JEMOHCTPALlMOHHBIN;

JI0OCKa MarHUTHO-MapKepHasi;

cucrema (yCTpOHCTBO) JUIsl 3aTEMHEHHUS OKOH;

TymOa 11 TabJIull OJ 10CKY;

CTOJI YYEHUUECKUM, PETYJINPYEMBIi 110 BBICOTE;

CTYJI Y4EHUYECKUH, PETYJIIUPYEMBI 110 BBICOTE;

KOMITBIOTEp YUUTENIs C nepedepueii;

KOMITBIOTEDP YUEHHUKA ¢ Tiepedepueit

MHOT'O0()YHKIIHOHAJIHOE YCTPOICTBO.

Kanneasipckue npuHaajie;kHocTH: Oymara kcepokcHas A4, marnka, namnka-perucrpaTop, nanka
2 Konblla, )KypHaJ PETUCTPAIMU UCXOJAIIMX JOKYMEHTOB Ha CKpENKEe, KypHall PEeruCcTpalvu
BXOJISIIIUX JTOKYMEHTOB Ha CKperke, ¢dhainm BKIaapi, ke [IBA, HOXHHUIGI, CTEIIep KaHIEISIPCKUH,
ABIPOKOJI.

3.1.3. TpedoBaHusi kK HHGOPMALMOHHO--METOIMYECKOMY 00ecredeHUI0

OCHOBHbIE HCTOYHUKH:
1. Kysnenos, WM. H. [lokymeHTalmoHHOe obOecreueHue ymnpapieHus. J[oKyMeHTOOO0OpoT u
JICTTOTPOU3BOICTBO: YUEOHHUK M IPAKTUKYM TS MpHKIagHorooakanaspuata / M. H. Ky3ueros.
— M.: UznarensctBo FOpaiit, 2018. — 461 c..
2. Kysnenos, 1. H. JlokymeHTarmoHHOe oOecrieueHue yrpasicHus. J[OKyMeHTOOOOpOT u
JENOnpou3BOACTBO: yueOHUK U npaktukyM ans CIIO / U. H. Ky3nenos. — M.: M3garenscTBO
FOpaiit, 2018. — 462 c.
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3. Tomenko, XK. T. Counonorus ynpaBjieHHUS: y9€OHUK M TPAKTUKYM ISl aKaJeMHUYECKOTO
6akanaBpuata / JK. T. Tomenko. — M.: M3narensctBo FOpaiit,2018. — 303 c.

4, Koucrurynus PO.

JlonoTHUTEeIbHbIE HCTOYHUKH:

5. Poroxwun M. lO. Opranuszanus ymnpaBjieHHS MEPCOHAIOM IPEeANpUATHS]: Yued. - MpakT.
[Toco6ue / M.YO.Poroxun - M.: U3n-so PJIJI, 2015 - 224c.

6. Kpyruauackas JI. 1. Hacronsnas kaura cekperaps: CrnpaBounuk - CI16, 2014,

Ilepeyens pecypcoB HH(POPMALMOHHO-TEIeKOMMYHHKANIMOHHOI ceTu « MHTEepHET»,
HEe00X0MMBbIX /IJIS OCBOCHH S TUCIUIITUHBI

ITopran «Apxussl Poccum» [DnekTpoHHBIN pecypc]. DnekTpoH. aaH. - M.: Pocapxus,
2001. - Pexum pocryma:_http://www.rusarchives.ru. - 17.05.2018;Bcepoccuiickuii Hay4HO-
MCCIIEI0BATEIIbCKUMN WHCTUTYT JIOKYMEHTOBeJeHus u apxuBHoro jpena (BHUWIA)
[DnekTponHbIi pecypc]. DnekTpon. naH. - M. BHUNJIA, 2010. - Pexum pocryma:
http://www.vniidad.ru. - 17.05.2018;0¢wunmaneueii caidt kommanuu «KoHcynbTant [lmrocy
[OnexTpoHHBI  pecypc]: 3akoHogaTenscTBO Pd: KoIeKChl, 3aKOHBI, YKa3bl, MOCTAHOBJICHHUS
npaButenbcTBaP®. Dnekrpon. man. - 1997. - Pexxum mocryma: http://www.consultant.ru_-
18.05.2018.

WNudopmannoHHO-TIpaBOBOI nopTain «I"apanT» [DnexTpoHHbII pecypcl:
3aKOHOAATENHCTBO (KOJIEKCHI, 3aKOHBI, YKa3 bl, ocTaHoBieHus) PD, aHannTHKa, KOMMEHTApHH.
Onektpon. aan - M.: HIIIT «CTAPAHT-CEPBUC- YHUBEPCUTET

3.2. KOHTPOJIb W OLleHKA OCBOEHMSI POTrPaMMBbI

3.2.1. KoHTpoJIb Ka4yecTBa MOATOTOBKH

Texymuii KOHTPOJh YCIIEBAEMOCTH OOYYAIOIIUXCS TPEICTABISIET CHCTEMATHYCCKYIO
MPOBEPKY YYEOHBIX MOCTIKEHUH OOydYaromMxcsi, MPOBOAMMYIO IMpernojaBaTelieM B XOJe
OCYIIECCTBIICHUST 00pa30BaTEIILHOM JEITEILHOCTH B COOTBETCTBUU C OCHOBHOM 00pa30BaTeIbHON
nporpamMmmoii. [IpoBeneHre TEKyIIero KOHTPOJsS YCIEeBAaeMOCTH HAMpaBlIeHO Ha oOecredeHue
BBICTpaWBaHUsl 00pa30BaTEIILHOTO Ipollecca MaKCHMAIbHO J(PQPEKTUBHBIM 00pa3oM s
JTOCTHIKEHUS Pe3yIbTaTOB OCBOCHHS OCHOBHON 00pa30BaTeIbHOM MPOTPaMMBI.

Texymuil KOHTPOJIb yCIEBAEMOCTH OOy4aroLIUXCsl MPOBOAUTCA B TeUEHUE Y4eOHOTo
nepuoja B HeNsx:

1.  KOHTpossl YpPOBHSI JIOCTHKEHHUS YHYalIUMHCS PEe3yJbTaTOB, IMPEIyCMOTPEHHBIX
00pa3oBaTebHON MPOTPaMMOI;

2.  OUEHKH COOTBETCTBHS pe3yNbTaToB OCBOEHUS o0pa3oBaTeNbHOM
IpOTpaMMBbl;

3.  mpoBeneHHs O00yYarOIIMMCSI CaMOOIICHKH, OIEHKH €ro padoThl MelarormyecKiuM

pabOTHUKOM C IEJIbI0 BO3MOKHOT'O COBEPILICHCTBOBAHMS 00pa30BaTEIbHOTO MPOLecca.

@opMBl TEKYILIErOo KOHTPOJIS OIpeNesseT MpernojaBaTellb C y4eTOM KOHTHHIEHTa
oOyyaromuxcs, CcoJepXaHus Yy4eOHOro MaTepualla U HCIOJb3YeMbIX 00pa3oBaTeIbHBIX
TEXHOJIOTHI.

Texymmii KOHTPOJIb O TEOPETUYECKOMY O0YUEHHUIO OCYIIECTBIsIETCs B (popMe yCTHOTO
onpoca  ((GpoHTaNbHBIN, TpPyNHNOBOM, WHAUBUAYaJbHBIH) M  MUCBMEHHOTO  OMpoca
(camocrosTenbHas paboTa, TECTOBBI KOHTPOJIb,COCTABICHHE TE3UCOB M OMOPHBIX KOHCIIEKTOB U
JTIOKJIAJIOB).

IIpomexyTouHas aTTecTanus

enstmu mpoBeIeHUS MPOMEKYTOYHON aTTeCTAI[UH SBIISIOTCS:

1. oObexTUBHOE yCTaHOBJIEHUE (DAKTUYECKOTO YPOBHS OCBOEHHs 00pa30BaTEIbHOM MPOrpaMMbl
U IOCTHKEHUS pe3yIbTaTOB OCBOEHHS 00pa30BaTeIbHON IPOrpPaMMBI;
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2. COOTHECEHHE JTOr0 YpPOBHS C KBATM(PHUKAIMOHHBIMH TpPEOOBAHHUSIMHU, YKA3aHHBIMH B
KBTM(DUKAIIMOHHOW XapaKTepUCTUKE podeccuu;

3. OlleHKa JOCTIKEHHH KOHKPETHOTO OOY4Yalolerocs, IO3BOJISIONIAs BBISIBUTH IMPOOEIBI B
OCBOGHHU WM 0O0pa30oBaTEeNbHON MPOrpaMMbl W YYUTHIBATH HHIUBUIAYATbHBIE MOTPEOHOCTH
yYaImierocsi B OCyIeCTBICHHH 00pa30BaTeIbHON JCATEIbHOCTH;

4. ollcHKAa JUHAMHWKW WHIUBUIYaIbHBIX O0Opa30BaTEIbHBIX JIOCTHIKCHUH, MPOJIBUKCHUS B
JOCTH)KEHUH IIAHUPYEMBIX PE3yJIbTaTOB OCBOCHUS 00pa30BaTEIbHON MPOTPAMMBI.

5. mpoMexyToyHast aTTEeCTallMsi MPOBOJUTCS B COOTBETCTBUU C KaJCHIAPHBIM TpapuKoM
y4eOHOTO Tpolecca.

HToroBas arrecTanus

[IpodeccronanbHasi TOATOTOBKA 3aBEpIIACTCSl WTOrOBOWM arrectanueil B (opme
KBAJTHM(PHUKAIIMOHHOTO 3K3aMEHa.

KBanudukamoHHbIX 3K3aMEH BKIIOYAeT B ce0s MPAKTHUYECKYIO KBATH(PHKAIIMOHHYIO
paboTy W TPOBEPKY TEOPETHUYECKHX 3HAHWK B MpeaesiaX KBaTU(UKANUOHHBIX TpeOOBaHUIA,
YKa3aHHBIX B KBATU(UKAIIMOHHON XapaKTePUCTUKE POQecCHu.

B mepwos moAroToBKM K BBITYCKHOMY KBaTH(PUKAIMOHHOMY SK3aMEHY IPOBOJIUTCS
KOHCYJIBTAIIHS 32 CUET CIICIUAbHO OTBEICHHOTO Ha HEE BPEMEHHU.

K wuroromoii arrecranumu  JOMYCKAlOTCS  JIMIA, BBIIOJHHUBIIKE TpeOOBaHMUS,
IPEIYyCMOTPEHHBIC MPOrpaMMOi TPOPECCHOHATBHOTO OOYYCHHS 1O TPOPECCHU U YCIEIIHO
IPOIIEAIINE BCE aTTECTAIIMOHHBIE UCIIBITAHHS, TPEIYCMOTPEHHBIE IPOTPAMMOIA.

Jluiiam, TpOMIEAIIMM COOTBETCTBYIOIIEE 00yUEHHE B TMOJHOM O00BbEME U MOJYUYHBIIUM
MOJIOKHUTETIPHYIO OIICHKY Ha WTOTOBOM AaTTECTAllMH, TNPUCBAMBACTCS KBAIM(UKALUSI 10
npodeccun «Cekperapb — aJIMUHUCTPATOP» 3 paspsa U BBIAACTCS JOKYMEHT YCTaHOBJICHHOTO
obpasria.

3.2.2. OueHoYHbBIE CpeIcTBA
3aBepmiaeTcs oOyueHue 1Mo y4eOHOH MpakTHKe MpoBeAeHNneM T GEepeHIITPOBAHHOTO 3a4eTa.
AnpecoBaHUE IOKyMEHTOB.
biaHk 1 ero cocras.
Buan 61aHKOB.
Buabl 1OKyMEHTOB.
Bubl nprkazoB 1o JUYHOMY COCTaBY.
JloyKHOCTHAS! MHCTPYKIHSI U €€ OCHOBHBIE Pa3/IelTbl
Kommepueckoe mucemo (Odepra).
KoHTposb 3a ucronHeHneM T0KyMEHTOB.
O0s13aTenbHbIE PEKBU3UTHI IS [TUCEM.
OpranuzanuoHHO - pacopsAAUTENbHbIE TOKYMEHTHI.
Opranu3anuoHHbIC JOKYMEHTHI.
OpranuzanuoHHbie GOpMbI BeIEHUS AETOMPON3BOICTBA.
Opraauzanus JOKyMEHT0000pOTa Ha TPEATIPHUSITHH.
Opranuzanus pabodero MecTa J1eJI0MPOU3BOIUTENS.
OTTHCK eYaTH.
OdopMuTh rapaHTHITHOE THUCHMO.
OdopmMuTh NOKIATHYIO 3AITUCKY.
OdopMutsh 3asiBeHrE 0 KOMAaHANPOBAHUH U U3/1aTh MPUKA3 HA OCHOBAHUU 3asIBIICHUSI.
OdopMuTh 3asBIICHHE 0O HA3HAYEHUH Ha JIOJDKHOCTh U M3/aTh IPUKAa3 HA OCHOBAHUH 3asIBICHUSI.
OdopMuth 3asiBI€HUE O MIPEIOCTABICHUH OTITYCKA M U3AATh MIPUKA3 HA OCHOBAHUU 3asBJICHMS.
OdopMUTh 3asBICHHE O IPEIOCTABICHUH OTITYCKa 110 OEPEMEHHOCTH U pOJiaM H U31aTh
CJIOHBIN TIPUKa3 HA OCHOBAHWUHU 3asIBIICHUS.
OdopmuTh 3as1BIIEHUE O TIPEIOCTABICHUN YIeOHOTO OTITYCKa W U3/1aTh MPHKa3 Ha OCHOBAaHUH
3asIBJICHUSI.
OdopmuTts 3asBICHUE O TpUEeMe Ha PabOTy U U3AaTh MPUKA3 Ha OCHOBAHUU 3asIBJICHHS.
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Odopmurts 3asBiieHrne 00 U3MEHEHUH (paMIIINU U U3AaTh IPUKA3 HA OCHOBAaHUM 3asiBICHHUS.
Odopmurts 3asiBiieHre 00 YBOJIBHEHUH U U3JaTh MPUKA3 HA OCHOBAHUU 3asBIICHUSI.
OdopmMuTh KpaTKuii IPOTOKOJI.

OdopMUTh TUCEMO — MPUTTIAIICHUE.

OdopmuTh MUCHMO -TIPOCHOY.

OdopMHUTH TUCHMO-OTBET \ ¢ TEKCTOM\

OdopMUTh TUCBEMO-0TKA3.

Odopmuts mucrMo-TpedoBaHUE.

OdopMUTH TUCEMO-LIUPKYJIAP.

OdopMHUT TPETEH3UOHHOE MTUCHMO.

OdopMUTh MTpHKa3 IO OCHOBHOM AESITETLHOCTH.

OdopMHUTH TPOTOKOIL.

OdopMUTH COMTPOBOIUTENBHOE MTHCHMO.

Odopmienue akTa.

Odopmienue nucbMa Mo3apaBIeHUs.

Odopmienune nucrMa-moATBEPKICHHUS.

Odopmrnenue npukasa 0 Ha3HAYSHUH Ha JTOJKHOCTb.

Odopmnenue npukasa o Ipe10CTaBICHUN OTITYCKOB.

Odopmnenne npukasza 006 yBOJIbHEHUH.

Odopmienue npukasa nepeBoja Ha Ipyryro padbory.

Odopminenne npukasa o OCHOBHOU AESITEIbHOCTH.

Odopmienne npukazoB Mo JIMYHOMY COCTaBY.

Odopmnenne npoTokoa.

Odopmienue pacnopsaAUTEIbHBIX JOKYMEHTOB.

OdopmieHne peKkBU3UTOB

Odopmienue cupaBku.

Odopminenue cipaBoOUHO-UHPOPMAIIMOHHBIX JOKYMEHTOB.

Odopmienue TenerpaMmsl.

Odopmiienne TeneoHOrpaMMBbI.

OdopmieHue mMTaTHOTO paCIUCAHUS.

Odopmnenus nucbMa HATOMUHAHUS U U3BEIIEHUS.

Odopminenus nprkasa o0 HOOIIPEHUH U B3bICKAaHUH.

OdopmneHns: CBOIHBIX MPUKA30B MO JIUNYHOMY COCTaBY.

[ToHsiTHE O TOKYMEHTAX.

[TpaBuia moAroTOBKU 0 0(OPMIICHHS TOKYMEHTOB.

IIpeTeH3nOHHOE MTUCHMO.

Perucrpanus 10KyMeHTOB.

PexBusuter OP/I.

Pexnamubie mucpma.

CinyxeOHbIe TTHChMA.

Cocrasnenue u opopmiieHue aen (JTUCTa-3aBEPUTEN JIeNa, JIUCTa U KapThl-3aMeCTUTENS JAeTa).
Cocrasnenue u oopmiieHue e (00J10KKH Jiena, BHyTPEHHEH ONUCH Jiesa)
Cocrasnenue u opopmiieHHuEe TOBEPEHHOCTH.

CocraBnenue u 0OpMIICHHE TOKIATHONU 3aITUCKH.

Cocrasnenue u opopmiieHne HHCTPYKIUH 10 IETONPOU3BOJICTBY
CocraBnenue u 0OpMIICHHE OOBSICHUTEIIHHOM 3aITUCKH.

Cocrasnenue u opopmiieHHE coryiacusi Ha 00pabOTKy MEePCOHANBHBIX JTaHHBIX paOOTHUKA.

3.2.3. [IporpaMmMa NpaKkTH4e€CKOT0 00y4YeHHs

| | Conepxanue:
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Tema 1.1. TexHuka 0e30MacHOCTH M OE30MAaCHOCTh TPyJAa B KOMIIBIOTEPHOM
CoBepleHCTBOBaHUE | KJIacce.
TEXHUKU U CKOPOCTH | Opranuzaiusi pabodero mecra
HChMa OtpaboTka TEXHMKM @HCbMAa: IIMCBMO TEKCTOB  pa3JIMYHOU
CIIO)KHOCTH; pelakTUpoBaHMe M  (GOpMaTUpPOBAaHUE, BCTaBKa
00BEKTOB.
Tema 1.2. CojaepxaHue:
OpranuzannoHHO- Odopmiienne oOpasna JOIKHOCTHOW HHCTPYKLIUU
MIPABOBBIE JIOKYMEHTHI
Tema 1.3. CojaepxaHue:
OpraHu3annoHHO- CocTasiieHue u ohopmiieHHne NOCTaHOBJICHUS
pacnopsIuTCIbHbIC | CocrtaBiieHHE U 0(DOPMIICHHE MPUKa3a
AOKYMCHTBI CocraBienue 1 0opMIIeHHE BBIITMCKH U3 TPUKA3a
CocraBieHue 1 0popMIICHHE PEIICHHS
Tema 1.4. CoJiepxatue:
Undopmannonno- CocraBienue 1 opopmiieHue (hakca, TeaehoHorpaMmbl
cIpaBoYHasA CocrasyieHre u ohopmIIeHHE aKTa
AOKYMCHTAI A Cocrasienue u opopmiieHre [TpoTokomna u BHITHCKH

CocraBnenne u  oQpOpMIICHHE  JIOKJIATHOH,

00BSCHUTEIHHOM 3aIIHCOK

CIIyeOHOU U

CocraBienne 1 ohopMIIeHHE PA3HOBUIHOCTEH JETOBBIX MHCEM

paborta

Tema 1.5. Ilpuxnagnsie | Coneprkanue:
nporpamMmbl MS Office | Cosnanue npesenTaiyu ¢ anumManuein
Tema 1.6. KanpoBass | Coxaepxanue:

OdopmiieHre pe3toMe U COTPOBOIUTEILHOTO MUCHMA.

Odopmnenne Jluuynoit kaptouku padotHuka OdopmieHue Gopmbl
BHYTpPEHHEH OIMHCH JJOKYMEHTOB.

OdopmiieHre TpyA0BOro JOroBopa

Odopmnenne o6pasuoB Ilpukaza o mnpueme Ha paboTy u
00s13aTeIhCTBA
0 HEpa3MJIANICHUH CITY)KEOHOU TallHbI

Odopmienne TUTYIbHOTO JcTa TPyn0BOM KHUKKU U 3aII0JTHEHUE €€
pasznenoB. Odopmiienne Qopmbl JKypHana ydeTa JIBHXKEHUS
TPYJIOBBIX KHIDKEK M AKTa CIUCaHUs OJIAHKOB TPYJAOBBIX KHUKEK U
BKJIQABIIIIEH K

HUM

Odopmiienne 3asBieHuss o mnpueme Ha paboty OdopmieHue
JOKYMEHTOB O IIEpEBOJIE Ha APYIYIO paboTy

3.2.4. MeToauyecKue MaTepuabl
Tema 1. JlenoBas urpa «Kaapossiii Bompoc». AnketupoBanue «lIpodeccrnonanbhas

T'OTOBHOCTBH».

3amava: 3HAKOMCTBO ¢ HOBBIMH TpodeccusiMu Ha peiHKe Tpyaa. [Ipodeccuu B chepe

yIpaBJICHUS:
JICTIONIPOM3BOIUTETb,
po(hecCHOHOTPaMMBI.

cekperapb-pedepeHr,
JIACIIETYED,

CeKpeTapb-MalllMHUCTKA, aJMHHUCTPATOP TOCTHHHUIIBL,
COTpPYAHUK  cmpaBouHOM  ciayxObl.  CocraBieHue

Tema 2. 3HaueHHe AOKYMEHTAIMOHHOTO OOECIeUEHHUs YNpaBICHHUS B COBPEMEHHBIX
HKOHOMHUYECKHUX ycI0BUAX. OCHOBHBIEC OHATHS U orpenenenus. Kiaccudukanus 10KyMEHTOB.

3agada:

O3HaKOMJICHHE

y4aluxcss € HEOOXOJHMMOCTBbIO  JOKYMEHTHPOBaHUS
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yIpaBlieH4ecKol HH(POpMAIH, C BaXKHOCTHIO MPABWJIBHON OpraHU3alliu TOKyMEHTAlHOHHOTO
obOecrieueHHsT B OpTaHU3AIMH, YYPSKICHUU U Ha TNPEANPUATAN HE3aBHUCUMO OT (Hopmbl
COOCTBEHHOCTH, C COOTHOIICHUEM MOHATUN «HMHPOpMAIUS» U «IOKYMEHT», ¢ MHOroodpaszueM
JIOKYMEHTOB; U3yUYUTh OCHOBHBIE TEPMUHBI U OIIPENIEICHHUS.

Tema 3. DkcKypcusi B IPUEMHYIO PYKOBOJIUTENA

3amava: 3HAKOMCTBO C TMOPSAJKOM JOKYMEHTHOTO OO€CHeYeHUs | IpaBHIAMH
o0ciyKuBaHuUsl pabOTHI PyKOBOJIUTES.

VupaxHeHus u 3aj1anus: «AHKeTa», « BU3UTHas KapTOuKa

Tema 4. Odopmnenue pexkBu3nTOB. CTUIMCTUKA JIETOBON JOKyMeHTaruu. dopmartsl
oymaru u nosist 'OCT P. 6 30-2003.

[IpakTuueckas padora: «Iloctpoenue Gpopmyisipa — obpasiia ¢ YriIOBbIM U MPOI0JIbHBIM
PacroI0KEHUEM PEKBU3UTOBY.

3amaga: O3HAKOMUTH Y4YalllUXCS C OCHOBHBIM HOPMATUBHBIM  JIOKYMEHTOM,
perIaMEeHTHPYIOIUM TpaBujia O(GOPMIICHUS YIPABICHYECKHX JIOKYMEHTOB; (HDOpMUPOBATH
HABBIKU TIOCTPOEHUS MIPOCTEHUIINX EIOBbIX OyMar v JOKYMEHTOB.

Tema 5. PexBu3uThH, NpHUIAOIIKAE JOKYMEHTAM IOPUIAMYECKYIO Ccwily. biiaHku
nokyMeHTOB. [IpakTuueckas pabora: «AHanu3 Gopmysspa JOKYMEHTay.

3amada: O3HAKOMHUTH C TOHSITHEM «PEKBH3UT» W BHIaMH (opmyisipa — oOpasmua, ¢
npaBuiiaMu 0(hOpMIIEHUSI pEeKBU3UTOB; Pa3BUBATh IPAKTUKO-OPUEHTHUPOBAHHbBIE HABBIKU B paboTe
C IOKyMEHTaMH.

Tema 6. TpeboBanus kK TEKCTy JOKyMeHTa. HOpMBI 0UIIHAIBHOTO CTHIIS.

3amaua: O3HAKOMUTH yUalIUXcs ¢ BUJaMHU OJIAaHKOB, CITIOCOOaMH U3TOTOBJICHUS OJIAHKOB,
¢ TpeOOBaHUAMHU, TPEIBABIIEMBIMU K TEKCTaM O(PHUIIHATBEHBIX JOKYMEHTOB.

Tewma 7. Pestome, 3asBienue, aBroonorpadusi, aHkera.

[IpakTuueckas pabora: «CocraBieHue aBroororpadumny.

3anaya: O3HaKOMUTH yHaLIUXCS C BUAAMHU JOKYMEHTALIUH 110 TUYHOMY COCTaBY, HAyUUTh
COCTaBIATH M OOPMIISTH PE3IOME U JIp. TOKYMEHTBI, IPUKA3bI 110 JIMYHOMY COCTaBY.

Tema 8. [lenoBoe mnucbMO. DTHKET [eloBOM mepenucku. lIpaktuyeckas padoTa:
«Odopmienune ciykeOHOro MuchbMay.

3anavya: O3HaKOMUTh yYalIUXcs C BUAAMHU CIIy>KEOHBIX MUCEM, TPEOOBaHUSIMU K TEKCTY
CIIyeOHBIX TUCEM, HAyYUTb OOPMIISTH CIY>KEOHBIE MIChMA.

Tema 9. [Ipuem nocerutenet, nenosas 6ecena. [IpoBenenue npuemos.

3amava: O3HAKOMUTH yyalluxcs ¢ OCOOEHHOCTSIMHM pabOThl CEKpeTapsi B MPUEMHOM,
c(hopMUpOBaTh HaBBIKU BEJICHUS JI€JIOBBIX PA3rOBOPOB.

Tema 10. B3anMoOTHOIIEHNSI ¢ PYKOBOJUTENIEM U COCIY>KMBIIAMH, C IOCETUTEISIMHU.
Otuka. PeueBoii atuket. BusutHas kaprouka. [Togapku.

3amava: CdopmupoBaTh MpPEICTABICHHE O BHEIIHEM BUJE CEKpeTaps, KYJbType
paboyero Mecra, KyJIbType noBesieHus. [IpoBecT rpymnmnoByo IUCKYCCHIO.

Tema 11. VYueOHble 3aBeACHUSMH HAYAIbHOTO M CPEAHEro Mpo(decCHOHATBLHOTO
00pa30oBaHMsl, KOTOPbHIE TOTOBAT BHIITYCKHUKOB LLIKOJI IO CIIEUAIbHOCTH «CEKPETaphy.

3anaua: [IpoBectu ankerupoBanue «lIpodeccnonanbHas TOTOBHOCTBY.
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