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. MAOQY COII Ne300 «Ilepcrnextnsa»

I. IleseBoii pazaes o0pa3oBaTe/IbHON MPOrpaMMbl NPO(eCCHOHAIBLHOIO 00y4YeHus!
1.1. IlosicunTeIbHAS 3aMUCKA

OcHoBHast oOpa3oBarenbHas TporpamMma MNPOPECCHOHATHHOTO O00y4YeHHs (nayiee -
[IporpamMmma) MyHUIIMIIATBHOTO aBTOHOMHOI'O 0OIIE00pa30BaTEIbHOTO YUPEKACHUS CpeaHen
obmeoopazoBarenbHoi KOsl Ne 300 «IlepcrektuBa» (manee - MAOY COII Ne300
«IlepcnekTuBay) npenHasHaueHa Al oOydeHus oOydaroluxcs B paMKax MpodeccHoHaIbHON
MOJTOTOBKH 1O JTOJKHOCTH «CekpeTapb-aAMHUHHCTPATOP», U pa3paboTaHa B COOTBETCTBUU C
HOPMAaTUBHO MPABOBBIMU JJOKYMEHTAMHU:

—®enepanbubiii 3akoH oT 29 nexabps 2012 roga Ne 273-®3 «O6 obpa3oBaHuU B
Poccuiickoit denepanmmy.

—IIpuka3z Munucrepcta oOpazoBanus u Hayku Poccuiickoit denepanuu ot 18 anpens
2013 r. Ne292 «OO0 yTBepKJIE€HUU MOPsJIKAa OpraHU3alMM U OCYLIECTBIEHUSI 00pa3oBaTeIbHON
JESTEIIbHOCTH 110 OCHOBHBIM ITpOrpaMMaM Ipo(hecCHOHATEHOTO 00YUYSHHUS.

— IIpuka3z MunuctepctBa mnpocBemeHuss PO or 14 wurons 2023 roma. N 534 "O6
yrBepkaeHnn [lepeunst mnpodeccuit paboumx, MODKHOCTEH ClOyXamux, MO KOTOPBIM
OCYyHIECTBIIsIETCSl MpodeccruoHanbHoe o0yueHue" (C M3MEHEHUSMU M JOMOJIHEHUSMH OT 29
depans 2024 rona).

—Enunbri KB (HDUKAIIMOHHBIN CIIPABOYHHK JIOJDKHOCTEU PYKOBOJIMTENEH,
CIEIHMAIIMCTOB U ciyamux (penakuus ot 9 anpens 2018 roga, B TOM 4uclie ¢ U3MEHEHUSIMH,
BCTynUBIIUMU B cuity | utons 2018 roga).

—IIpodeccronanbubiii cranaapt o npodeccun «CrenuanicT Mo OpraHu3aluoHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIEUYCHHUIO YIpaBJICHUs OpraHu3anuein» (yTBEpXKIEH MPUKA30M
MunncrepcTBa TpyJa U coruanbHoi 3amuThl Poccuiickoit @eneparuu ot 06 mast 2013r. Ne276H).

[Tox mpodeccronansHbIM 00YYEHHEM IO MPOrpaMMaM podhecCHOHaTBEHON TOATOTOBKU
o npodeccusiM pabounx U JOHKHOCTSAM CIyXalllUX MOHUMAETCs podeccruoHalbHOe 00ydeHne
JIUL], paHee He UMEBLINX Ipodeccuu paboyero Win J0HKHOCTH CITy’Kallero.

[Ipodeccrnonansuoe oOydyeHue MO MporpamMmaM MpodeccHoHANbHON MOATOTOBKH IO
npodeccusiM pabounx, TOMKHOCTSAM CITYXKaIllUX HAMpaBJIeHO HA MPUOOpETeHHE 3HAHUM, YMEHHUIA,
HABBIKOB, B TOM YHUCJIE /ISl pabOThI C KOHKPETHBIM 000PYI0OBaHUEM, TEXHOJIOTHUSIMHU, TTOJTyUEHUE
yKa3aHHBIMH JIMIIaMU KBATU(DUKAIIMOHHBIX pa3psAA0B, KaTeropuil mo mpodeccuu padoyero miu
JIOJDKHOCTH CITy>Kalero 0e3 u3MeHeHHs ypoBHsI oOpa3zoBanusi. Opranuzaius npopeccuoHaIbHOTO
o0ydeHHUs peraaMeHTHpPYyeTCs MporpaMMol MpodecCHOHATBbHOTO OO0y4YeHHs, B TOM 4YHCIIe
y4eOHBIM TUIAHOM, KaJICHIAPHO-TEMAaTHYECKUM TUIAHOM, pabOYUMH TTporpaMMaMi TUCIUIUIUH U
npodecCHOHANBHBIX MOJyJIeH, pacliMCaHUEM 3aHSATUH U JIOKaJIbHBIMH HOPMATHBHO MPaBOBBIMU
akTaMi  MyYHHIIMNIAIBPHOTO aBTOHOMHOTO OO0IIE00pa30BaTEIBLHOTO YUPEXKACHUS CPEIHEH
obmieoOpazoBarenbHoil mmkonel Ne 300 «IlepcmextuBa» (mamee - MAQOY COII Ne300
«IlepcnextuBay).

OcHoBHbIMU (popmamu TTPO(HECCHOHATEHOTO OOYYEHHUS SBISIOTCS TEOPETUYECKHE U
npakTuueckue 3aHATus. OCOOCHHOCTBIO pealn3aluu MpoPecCHOHANIBHOTO O0yUeHUs SIBISIETCS
CTPYKTYpUPOBAHHE COJepKaHHEe OOydeHHs B aBTOHOMHBIE OPTraHU3AIMOHHO- METOJAMYECKUE
0JIOKM — pa3ebl.

Paznen — uenoctHbIN HAOOpP MOMJIEKAITMX OCBOSHUIO YMEHUMN, 3HAHUM, OTHOLICHUH U
onbITa (KOMIIETEHIINI), ONMHUCAaHHBIX B (opMe TpeboBaHUN MPO(ECCHOHATBFHOTO CTaHAapTa Mo
npodeccuu, KOTOPHIM JOJKEH COOTBETCTBOBATH OOYYAIOIIHMICS IO 3aBEpIICHUU OOydeHUS
pasnena, ¥ MPeCTaBISIONINA COCTaBHYIO YacTh OoJiee o0mei (yHKITIH.

Paznensl GpopmupyroTcs Kak CTpyKTypHas €IuWHHUIA y4eOHOro IuiaHa Mo mpodeccuu;
KaK OpPTraHU3allMOHHO-METOAUYECKas MEXKIUCIUIIMHAPHAS CTPYKTypa, B BUAEC Ha0Opa pa3HbIX
TUCITUIINH, OOBEIMHSAEMBIX MO TEeMAaTUYECKOMY MPHU3HAKY 0a30i; WJIM KaK OpPraHU3alMOHHO-
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MAOQY COII Ne300 «Ilepcrnextnsa»
a

METOIMYECKasi CTPYKTYpHasi ¢IMHUIIA BpaMKaX Mpo(ecCHOHaIbHOW mporpammbl. OOyueHue 1o

nporpaMMe MperoiaraeT MPOBEACHUE aTTeCTAllMd — [0 OKOHYAHHWIO YYeOHOTO TOJYTOIHS H

y4eOHOT0 T0/1a MPOBOIAUTCS MTPOMEIKYTOUHAS aTTECTAIUs, 00yUEHHE TI0 IPOrpaMMe 3aBEPIIACTCS

UTOTOBOM aTTecTaruel B popMe KBATU(PUKAIIMOHHOTO IK3aMEHa.

[Tporpamma TeOpeTHUECKOTO OOY4YCHHS COCTAaBJICHA C YYE€TOM 3HAHHM, MOTYYCHHBIX
oOyyaromuMucsi B 00me00pa3oBaTeIbHON IIKOJIE, W TpEAycMaTpHBaeT NpuoOpeTeHue
TEOPETUYCCKUX 3HAHUH, HEOOXOMUMBIX CEKpETapi0 - aIMHHUCTPATOPY Uil MPAKTHYECKOM
paboTHI.

XapakTepucTHKa Npodeccuu:

Cekperapb - 3TO CIEUUAINCT, KOTOPBIA JIOJDKEH 00JalaTh JIEIOBBIMUA KadeCTBAMH,
KOMMYHHUKa0eIbHOCThIO. Cekperapbh BEACT BECh JOKYMEHTOOOOPOT OpraHHM3allid, HUCIOJb3YS
KOMITBIOTEPHYIO TEXHHUKY, OCYIIECTBISICT JIEJOBYIO MEPEIUCKY, KOHTPOJIHPYET HCIIOJHEHHE
JIOKYMEHTOB, TOTOBUT JIOKyMEHTBHI K cJaue Ha apXuBHOe xpaHeHHe. CekpeTaph IUIaHUPYET
pabouwuii IeHb PyKOBOAUTES, CTEHOTpadUpPyET COBEIIAHMS U TIEPETOBOPBI, OPraHU3yeT BCTPEUH,
npecc- KOHPEPEHIINH.

Ha3znauyenue npodeccun:

BeinonHenue paboT 1Mo OpraHU3alMOHHO-TEXHUYECKOMY O00ECIICUEHHUIO EATCIIbHOCTH
aJIMAHUCTPATHBHO-YIIPABJICHYCCKUX  TOJpPA3JeNICHUil (PYKOBOIUTENCH  pa3HOrOo  ypOBHS,
pabOTHUKOB aQJMHUHUCTPAIlMA W Jp.) B OPraHU3alUsaX, YUYPEKICHHSIX, MHHHUCTCPCTBAX,
BEJIOMCTBAX, MPEIIMPUATHSIX, PUPMaX Pa3HOTO MPOGUIIS IEATSILHOCTH U (HOPM COOCTBEHHOCTH.

1.2. lean u 3anaun

Lear mporpamMmmbl — npodeccroHambHas MoAroToBKa odydarommxcs MAOY COI
Ne300 «IlepcriekTuBa» mo nmpodeccun «Cekperapb-aIMHUHUCTPATOPY.

OCHOBHBIMU 3a/1a4aMHU POTPaAMMBbI SIBJISIIOTCS:
-popmupoBaHre y 0OydYalOmUXCS COBOKYIMHOCTH 3HAaHMM W YMEHUH, HEOOXOAMMBIX s
OCYIIECTBJICHUS! TPYAOBBIX JAEUCTBUH U TPYyAOBbIX QYHKIMM no npodeccun «Cekperapb-
aIMUHUCTPATOP»;
-pa3BuTHE y OOYYarOIIUXCs MOTHUBHUPYEMOW MOTPEOHOCTH B TOJYYEHHUH BOCTPEOOBAHHOU
npodeccuu, B OpraHu3allii CaMO3aHITOCTH Ha PHIHKE TPYAa;
-OKa3aHhe OO0y4arouMMcsl MPaKTUKO-OPUEHTUPOBAHHOM TMOMOIIM B MPOQPECcCCHOHAIBHOM
CaMOOIIpeJIeIeHNH, B BEIOOpE MMy TH NMPOJODKEHUS MPo(ecCHOoHAIBHOr0 00pa3oBaHusl.

OOyyaromumcs, YCHEIIHO COABUIMM KBaJU(UKAIMOHHBIM 3K3aMEH IO pe3yJibTaTaM
npodeccCHOHAIBbHOrO  O0yuYeHMsI, BBIIAETCS  CBUJETENIBCTBO  YCTAHOBJIIEHHOIO  oOpasla.
OOyuaronuecs, He c/laBlIie KBaTU(UKAIMOHHBIN IK3aMEH, IIOJY4YaloT CIPaBKy YCTAHOBJIEHHOTO
oOpa3ia.

Bun osxonomumueckoit gestenpHoctH (kom OKB3J[) 82.11 - JlestenbHOCTH
aJIMHUHHUCTPATHUBHO-X035IIICTBEHHAs KOMITJIEKCHAs TI0 00eCreYeHNn0 paboThl OpraHU3aIiu.

B yueOHOM mpolecce HCHONB3yeTCs MaTepUabHO-TEXHUYeckas 0a3a M KaJlpoBble
pecypcel MAOY COUI Ne300 «IlepcnexktuBay.

1.3. Kareropuu odyuyarommuxcsi. Cpoxku ocsoenus IIporpammsi

Karteropuss o6yuarommuxcsa. Ilporpamma mnpodeccrnoHaabHOTO OOYyYEeHHS TIO
npodeccun «CekpeTapb-aIMUHUCTPATOP» aJpPECcOoBaHa IHUIAM, HMEIOIIMM OCHOBHOE oO0Iiee
06pa3OBaHI/Ie, BKJIIO4as JIMI C OTpaHUYCHHBIMH BO3MOXHOCTAMU 3J0POBbS U HHBAJIUIHOCTBIO.

dopma o00ydeHusi, npuMeHsieMble B paMKa 00y4eHus no Ilporpamme — ounasi, o4yHo-
3a04Hast, 3a04Hasl.
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-

Cpok oCBOeHHSI NPOrpaMMbl, PeKMM 3aHATHH: CpOK ocBoeHus IIporpammbl
npodeccuoHaibHOr0 00y4yeHust mo mpodeccuu «CekpeTapb-aIMHUHUCTPATOP» COCTaBisieT 1,5
roja.

O6mee konuuecTBO YyacoB 1o [Iporpamme: 108 gacos.

U3 Hux:

- 1 rox oOy4enus — 72 yaca

- 2-#i rog oOy4eHus: — 36 yacoB

Pexum 3ansaTuil. Pexum  3aHATHH  ompenmensieTcs — CTPYKTYypod — ydeOHOTo
(TeMaTH4ecKoro) 1jiaHa u pacliucaHueM 3aHsITHI.

3aHdaTHe: 2 akaIeMUYECKMX Yaca C MepepbIBOM 15 MUHYT.

[IpoaomKUTENBHOCTD OTHOTO aKaJIeMHYECKOro yaca coctaisieT 40 MUHYT.

[Tepuoauunocts: 1 pa3 B HEAEMIO.

1.4. ®opma arrectanun. lokymeHnT 00 ocBoenun Ilporpammel
®opmMa UTOr0BOM aTTECTAMM — KBATU()UKALMOHHBINA IK3aMEH.
KBanudukanus, npucBauBaeMasi BbIIIyCKHUKaM 00pa3oBaTe/IbHOM NPOrpaMMBbI:
CEKpeTapb —aIMUHUCTPATOP 3-€ro paspsna.
BoiraBaemblii JOKYyMEHT — CBUETEIBCTBO YCTAHOBIEHHOTO 00pa31a.
CooTrBeTcTBHE ONUCaHMUS KBaIM(UKAIUK B MPO(YECCHOHAIBHOM CTaHIApTe C
TpeOOBaHUSAMH K pe3yJIbTaTaM IMOATOTOBKH IO MporpaMMme nMpodhecCHOHAIBHOTO 00ydeHuUs

O0001meHHBIE TPYAOBBIE PyHKIMU TpynoBbie pyHKIMH
KOJl | HaWMMEHOBaHHUE YpOBEHB HAaNMCHOBAHHUE KOJI YpOBEHB
KBATH(PUKALIUH (moxypOoBEHbD)
KBTU(UKAITIT
A |OpranuzanmonHoe 3 [Ipuem u pacnpenenenue | A/01.3 3
obecrieueHne TereOHHBIX 3BOHKOB
ACATEIBHOCTH Opranuzanus A/02.3 3
OpraHM3aluH paboThI ¢ HOCETUTENISIMU
Brimonnenue A/03.3 3
KOOPAMHHUPYIOIIHNX H
o0ecneunBarOIIUX GYHKIHII

1.5. [Inanupyemble pe3y/bTaTbl 0CBOCHHMS IPOrpaMMbl NPo¢eccHOHATBHOT0 00y4eHHs
OcHoBHas  menb  BHJA  NPOQECCHOHATBHOM  JESITENbHOCTH:  peanu3anus
oOecneunBaromUX (QYHKIUN YIpaBl€HUsS OpraHU3alUeil; BHEAPEHUE JIyYlINX TEXHUYECKHX
pa3paboTOK U HOBEUIIMX TEXHOJIOTUH B 0OecrieueHue yIpaBiIeHUsl OpraHu3alen.

OmnpenesieHue pe3yJbTaTOB OCBOEHHS MPOrPaMM NMPodhecCHOHAIBLHOT0 00y4eHHsI HA
OCHOBe NMPo(decCHOHATBHOI0 CTAHIAPTA

IIpodeccnonaabHbIN IIporpamma npogeccHOHAIBLHOTO 00y4YeHH S
CTAHIAPT

Bun npodeccronanbHoi OpraHu3allMOHHOE U JOKYMEHTALHOHHOE o0ecrieueHne

esITeTbHOCTH VIIPABJICHUS] OpTaHU3AIUSIMH JIFOOBIX OPTaHU3alMOHHO-TTPABOBBIX|
bopm

O06o00meHHas Tpy0Bas Opra"u3anoHHOE 00ECTICUCHHE e TETFHOCTH OPTaHU3aIluN

byHKIHS

TpynoBast GyHKIHS [Tpuem u pacupeneneHue TeaeOHHBIX 3BOHKOB OpraHU3aluu
Opranuzaiys paOoThl C TOCETUTEISIMU OPTaHU3aLNN
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BoInosHeHNe KOOPIMHUPYIONINX U o0ecrneuynBaomux GyHKuni

TpynoBoe neicTBHE

[lepenanpaBnenue  Tene(OHHBIX 3BOHKOB  PYKOBOJICTBY U
COTPYAHHMKAM OpTraHU3aLIH

Perucrparius mocTynammux TeaeOHHBIX 3BOHKOB

[lonmyuyenne  HeoOXoaumoW — WHpOpMAMM U Iepenaya
CaHKIIMOHMPOBAHHOM MH(OpMaIuu 1o tenedony

Bcerpeua moceruTenei, MmodydeHHe NEPBUYHON HHMOpManuu o
[MOCETUTEJISIX M TOMOIIb B  OpraHU3allMkd UX [pUEMA
YKOBOJIUTEJIEM U COTPYIHUKAMU

BeneHue )KypHala yyeTa IoCeTUTeNeH

Yuer nocerureneii u opopmIIeHHE IPOITYCKOB

CopeiicTBie  ONEpPaTUBHOMY  pPACCMOTPEHHIO  MPOCKO U
[pEJI0KEHU N TTOCETUTEIICH

[Ipuem u mepepaya TOKyMEHTOB IIOCETUTENEH PYKOBOJCTBY U
COTPYAHUKAM OpTaHHU3alluu

Opranu3zaiys 1 OpOHUPOBAHUE EPETOBOPHBIX KOMHAT

CepBupoBKa yaitHOro(ko(eiHoro) croyia B oduc

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

Benenue xypHaia pa3be30B pabOTHHKOB OpraHU3alud

Koopaunaiusi paboThl KyphepoB M BOAUTENEH OpraHu3aiuu

Benenue JKypHaia pa3be3/loB  KypbepOB  OpraHM3alud U
MapIIpyTOB BOAUTENEH

CocTaBieHHE CIIPAaBKU O pa3be3fax paOOTHUKOB, KypbEpOB U
MapuipyTax BOAMTENEH OpraHu3alu

'Y MeHue

lcrnosnb30BaTh TEXHUYECKHE U IPOIPAMMHBIE CPEACTBA IS
MPOBECHHS TOJTOCOBOW MIIM BUJIEO-KOHGMEPEHIT-CBS3H

lcnionb30BaTh CpencTBa KOMMYHMKAI[MOHHOM OPITEXHUKHU Jis
MoJyyeHUs U Iepejauyu HHGopMaluu

BecTn ydeTHbIE pPErHCTpPAallMOHHBIE (DOPMBI, HCIOIB30BATH HX|
U1 MHGOpPMAIIMOHHON paboThI

YcraHaBiMBaTh KOHTAaKT C COOECETHHKOM, TOJJEPKHUBATh U
a3BHBATh JIETOBYIO Oecey B mpoiiecce TeaehOHHBIX TEPETOBOPOB

CriaxuBaTh KOH(i)J'II/IKTHBIe n CJIOXKHBIC CUTyaluy
MCKIIMYHOCTHOI'O BSaI/IMOILCﬁCTBHﬂ

CobmtoAaTh CITy>K€OHBIH ATUKET

OO1IaTHCS C IIOCETUTETSIMHU

lcrionb30BaTh  yCTAHOBJICHHBIE IIpaBUiIa H IIPOLIE Ty B
KOMMYHUKAIMU BHYTPU OpraHU3aLUU

Bectu yueTHbie (hOpMBbI, HCIIOJIB30BATh UX JIJIsl pAOOTHI

Co3aBaTh MOJOKUTEIBHBIM MMHUJDK OpraHU3alliM, MNPUHUMATH
MEpBI 110 pa3pelIeHnI0 KOHMIUKTHBIX CUTYaITUN

[TprimeHsITh HHDOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHU

O6ecneunBaTh KOH(GUACHIIMAILHOCTS HH(OpMAIUU

CoCTaBIIATh U BECTH YUETHBIE TOKYMCHTEIL

[IpruMeHsTH CpeacTBa KOMMYHHKAIIUU TUIst
repefaud  [OpYYEHUH  pYKOBOAWTENST U COTPYJIHHUKOB
OpraHu3aluu

[TprMeHATH COBpeMEHHBIE cpeicTBa cOopa, 00pabOTKH U epeaayn

HGbopMalun
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O11eHUBATh PE3YJIbTATEI B paMKaX IMOCTABJICHHBIX 3aJa4

OCyILIECTBIISITH KOHTPOJIb UCIIOJHEHUS MOPYUYEHUN PYKOBOJIUTES
COTPYIHUKAMH

BHanue

DyHKIMY, 337a4U, CTPYKTYpa OpraHu3aluy, €€ CBs3H

[IpaBmiia  B3auMOAEWCTBHUA C TApTHEpaMH, KIUMEHTaMH,
Cpe/CTBaMU MaccoBOM MHGOpMauu

(DTHKA AEIOBOr0 OOIICHUS

[ IpaBusa peyeBoro 3TUKETa

TpeGoBaHMs OXpaHbl TPYJa

[TpaBuiia 3a1IMTH KOHPUASHIMATILHON CITykKe0HOM nH(bOopMaluu

[ TpaBuiia opranuszanyy npueMa NoceTuTeNen

[IpaBua neaoBOro o0IeHUs

CTpykTypa  OpraHM3alii ¥ pachpelencHue  (QYHKIIHA
MEXTY CTPYKTYPHBIMH TTOJIPA3/ICTICHUSIMU U CIICIUAIACTAMHA

[TpaBuiia opranusanuu NprueMoB B odrce

[ IpaBuiia cepBUPOBKHU YaiiHOTO (KoeiHoro) crosia

HpaBHna MPUTOTOBJICHUSA U ITIOJAYH I'OPAYNX HAITUTKOB U 3dKYCOK K|

HHUM

CO,Z[ep)KaHI/IC IIporpaMmabl HpO(i)eCCI/IOHaJ'ILHOFO O6y‘leHI/I$I OIIpCACIIACTC Ha OCHOBC

TpeboBaHMit

po(eCCUOHANBHBIX ~ CTaHJApTOB  (IIPM  HAJIMYUU) WIM  YCTAaHOBJIEHHBIX

KBATM(UKAIIMOHHBIX TPEOOBaHUH.



. MAOQY COII Ne300 «Ilepcrnextnsa»
N
I1. Copep:kaTenbHblil pa3aes 00pa3oBaTe/bHOI NPOrpaMMbl NPodecCHOHAIBHOTO
o0y4eHust

2.1. Coneprxanue nNporpaMMsbl NpoheccioHAIBLHOT0 00yUYeHUs

Paznen I. O0menpodeccnonajabHblii MOAYJIb

1.1. OcHOBBI peIaKTHPOBAHUS JOKYMEHTOB.

Teopus. Kynbrypa uenoBexka u KyapTypa peud. OCHOBHBIE (DYHKLIUHU sA3BIKA.
B3anMOCBs3b KyJIBTYpBl YeJNOBEKa M KyJIbTypbl pedud. HopmaTUBHBIN, KOMMYHUKATHBHBIM M
ITUYECKUM aCIEKThl pPeYeBOU KynbTypbl. DyHKIMOHAIBHBIA CTUIM PYCCKOIO JINTEPATYPHOTO.
Crumu peun. OCHOBHBIE Y€pPThI, OCOOCHHOCTH W I PH3HAKU Bcex cruwieid. Hopmbsl pycckoro
peueBoro stukera. Opdosnust, oporpadus.Cuarakcuc u myHkryauus. [IpuHuunel u GyHKIuu
pycckoii myHkTyanuu. CMbICIOBas posib 3HaKOB mpenuHaHui. CrnocoObl oopMIIeHUsT dyKOi
peun.

[IpaxTuka. Hanucanue Texcra noja IMKTOBKY. AHaiIu3 TekcTa. PenaktupoBanue Tekcra.

1.2. le1oBasi KyJabTypa.

Teopusa. muik cexkperaps-aAMUHUCTpATOpa. JIMYHOCTH CEKpeTapss M €ro poib B
JEATEIIBHOCT COBPEMEHHON oOpraHu3auuu. JloJpkKHOCTHas MHCTpyKUuA. JlenoBble M JIMYHBIC
KauecTBa cekperaps. [lenoBas xeHuuHa-mpodeccronan. Pabouee Mecto cekperaps. ITUKET B
ClIy’)keOHbIX OTHOmIeHUsX. KoprmopatuBHas KyiibTypa, (QUPMEHHBI CTUIb OpraHU3aLUH.
CnyxebHast BepTUKallb (OTHOLIEHUs B cucteMe «PykoBonutenb- noaunHeHHbIN). CiyxeOHas
TrOpPU30HTAJIb (OTHOILEHHE B cUCTEME KoJulera- koiutera). CiyskeOHas cybopauHanus. HopMmel u
[IpaBUJIa OTHOILIEHUH COTPYAHUKOB C MPEACTaBUTEISIMU CTOPOHHUX OpraHU3aluil, apTHEpamH,
KJIMeHTaMu, nocetureasiMu. CyOopauHaius. DOMOLMOHAIBHO- HEUTPAJIbHBIN J1€I0BON XapakTep.
KonduneHnmaibHOCTb.

[IpaxTuka. JlenoBas urpa: «Opranusanus COBEIIAHUD)

1.3. OcHOBBI 1€10NIPOU3BOACTBA

Teopusa. JlokyMeHTalMOHHOE  OOECIeYeHHe  YIPaBICHUYECKOM  JESTEIHHOCTH.
Cekpertapsb B cTpyKkType ympaBieHus. HopmaTtuBHO-MeToquueckass 0asza J1eJI0NpPOU3BOJICTBA.
OcCHOBHBIE TEPMMHBI BJENONPOU3BOACTBE. 3aJjaul  JIeIONpPOM3BOACTBAa.  TpeboBaHue K
odopmiienuro 1okymeHToB Ha ocHoBel OCT. JlokymeHTHpoBanue. JJokyMeHT, BUIbI JOKYMEHTOB,
ux kinaccuukanus. PekBu3UTHl NOKyMeHTOB llpakTuka. AHamM3  JTOKyMEHTa, NPHUHLUI
noctpoeHus. brmaHku  10KymMeHTOB. PekBu3nTHl noKymeHTa. [lOKyMEHTHMpOBaHWE, BHUIBI U
crocoObl. TpeboBaHMS K TEKCTy NOKyMeHTa. TpeOOBaHMS K M3TOTOBJICHUIO JOKYMEHTA. 3adeT
«HopmaTuBHO-MeTOIMUECKass 0aza  JAeIONmpou3BOACTBA. TpeboBaHMe K  O(QOpPMIICHUIO
JIOKYMEHTOBY.

1.4. Texuuka mammnonucu. Pazgen Ne 1 «Cienoit» aecaTHNAIbLIEBLIH METO/
neyatu Ha [IK. Teopus.

OCHOBHBIE TIPUHLIUIIBI «CJETIOrO» JECATUNAIBLIEBOIO METO/Ja IeYaTH Ha INHIIyIIEH
MamuHke W IIK. Tlo3umuum naneneB Ha kiaBHarype. JJOKyMEHT, BHIbI JTOKYMEHTOB, HX
KJaccupuKanus.

PexkBusnuThl OKymMeHTOB. 3Haku NpenuHaHus. ApaOckue uudpsl. KonmuecTBeHHBbIE,
HOpsAKOBbIE YncauTenbHble. Hymepanus nmynkroB. Pumckue ungpsl. Hanucanue nat

[Ipaktuka. Odopmienue aAOKyMeHTOB. Iledatp JecSATHMATBLIEBBIM  METOIOM.
Odopmitenne rpanuit.Ilons nokymentos. Y cranoska noneil. [Ipaktuueckue 3ananus. «OTpaboTka
nevaru Ha kinaBuatype. Habop texctoB» «Odopmiienue nokyMmMeHTOB. [leuaTs necaTunanbleBbiM
METOJIOM». 3a4eT.

1.5. Texnuka mamuHonucu. Paznesa Ne 2. U3yueHne TeXHUKHU ne4aTH

Teopusi. OcBoeHUE TPHUEMOB TEXHUKH IHcbMa. OOpaboTKa KpUITOTPaMM TJIaCHBIX OYKB.
OdopmiieHne 3aroyioBKOB M 1ojA3arojoBkoB. Hymepamus crpanuil. TekcToBble COKpalleHHS.
[Ipsamas peus, nutatel. OdopmieHHe NpuUMeyaHuid, npuiaoxeHuid. HcrpasneHue oOMmMOOK.
Ucnpasnenue ommbok Ha I[IK OOpaGoTka kpunrorpaMM OYKB OCHOBHOW IO3WIIMU TaJIbLIEB.
Kpunrorpammel rinacHbix OykB. IleuaTh cloroB «cormacHas — rjacHas - 2 COTJIACHBIX»; «2
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COTJIACHBIX - TJIaCHAs - COTJIacHas», paboTa Co CIOraMHUTHIIA - «COTJIaCHAs - COTJIacHas TiacHas.
KpunrorpamMmsl 0CHOBHOM mo3uIMH nabiieB. O0paboTKa KpunTorpaMm OYKB BCel KJIaBHATYPBI.
[leuaTh cioroB, meyaTh OBYX - U TPeXOyKBEHHBIX KOHEUHBIX OykBocoueTanuii. OdopmiieHue
MaIIMHOMUCHBIX paboT. Tabnuuel. OdopMiieHre U U3rOTOBIICHUE TAOIUYHBIX (OPM JOKYMEHTOB.
[TpaBuIia BBIMOJIHEHUS CIOXKHBIX TaOJIHIL

[Ipaktuka. Pabora ¢ TekcToBbIM AoKyMeHTOM. Habop Tekcra mox nukToBKy. Pabora ¢
tabmumamu. OdopmiieHHe U U3TOTOBIICHHE TA0INYHBIX (OPM JOKYMEHTOB.

1.6. Texuuka mamunonucu. Pazaea Ne 3. Ckopocth neuyatu

Teopus. Onpenenenue ckopoctu neyatd. CKOPOCTh MeyaTu U kadecTBo padot Ha [1K.
[Tpaktuka. Habop Texcra Ha ckopocTh. KaduecTBeHHBINM HA0Op TEKCTA.

Pasznea II. ABromaTuszanus OY

2.1. O¢pucHoe odbopynoBanue.

Teopus. OpranuzannoHHasi TEXHUKA. BUJbl U yCTpONWCTBO OpraHU3alluOHHON TEXHUKHU.
Kcepokc. ®axc. Ilpuntep. Cxkanep. IlepcoHanbHbii KoMmIblOTEp. MynbTUMEHITHOE
o0opynoBanue. IleyaTHoe M MHOXUTENbHOE O0OpyJIOBaHME. J[eMOHCTpAallMOHHAs TEXHHUKA.
Cucrema cBsizu. Mynstumenna. CkaHUpoBaHUE N300pasKeHUN.

[TpakTuka. Pabota ¢ oprrexaukoit (opucHsIM o0opynoBanuem). CKaHHPOBAHHE

2.1. DaexTpoHHbIii oduc.

Teopusa. Oduchble npunoxenus. JlomOTHUTENbHBIE BO3MOXHOCTH. AMIIEpAaHTHOE
o0ecrnieueHre MepcoHaIbHOro0 KommbioTepa. OnepanuonHas cucrema Windows. CiyxeOHble
nporpammbl. TexctoBblii pemaktopMS Word. Pemakrop smekrponnsix Ttabmun MSExcel.
[Tporpamma MSPowerPoint. TectoBelii pegaktop MS Word. 3anyck u Hadano padotsl. BBoau
penaktupoBanue Tekcra. PopmarupoBanue Tekcra. Odopmiienue crpanun. Odopmienue
JOKYMEHTOB C ToMoIbio Tabynspa. Odopmienrne OTaHKOB JTOKYMEHTOB. MEHIO U OCHOBHBIE
noustuss MS Excel. OnexrtponHas Ttabnuma. 3HakoMcTBO ¢ 3kpaHoM MS Excel. Ilanenu
uHctpymeHToB MS Excel.BBon m pemaktupoBanue maHHbIX. AHamu3 u 00paboTKa JaHHBIX.
[Tpesentrauus MS PowerPoint. Bozmoxkxnoctu MS PowerPoint. Craiinel. Pabora ¢ TexcTom.
ONEKTPOHHBIENOKYMEHTHI M UX XpaHEHHE. DKCIEPTU3a IEHHOCTH TIOKYMEHTOB.

[Ipaktuka. Pabora ¢ Tabmuunamu u rpadukoi. OdopmieHue npezeHtanuu B MS
PowerPoint.

Paspneu III. IIpodeccnonajibHbIi MOAYJIb. J1€10NPOU3BOACTBO B OPraHU3aLNHU

Teopus. CocraB ynpaBiIeHYECKMX JOKYMEHTOB oOpraHu3zauuud. OpraHu3aluoHHbIE
JOKyMeHTbl PacriopsaurenbHble JTOKyMEHTHl. MHQOpPMalMOHHO - CHpPaBOYHBIE TOKYMEHTBHI.
JenoBas nepenucka. [IpaBuna odpopmiieHus, CTpyKTypa U BUJIbI J€JIOBBIX NHceM. JlokyMeHTalus
[0 JOTOBOPHBIM MpaBOOTHOIIEHUsM. OpraHuzauus paboThl ¢ JAOKyMeHTaMu. OpraHusaius
JOKyMeHTooOopoTa. Peructparus 1okymeHnToB. Tekyiiee XxpaHeHue 10KyMeHToB. HomeHnkiatypa
nenn. ApXHBHOE XpaHEHHE JHOKyMeHTOB OCHOBHBIE PEKBHU3HUTHI M TpeOOBaHUS K OPOPMIICHHUIO
noroBopoB.  JlokymeHTsl —mpennpusatis Kiaccupukanus JOKYMEHTOB — YIpaBlIEHUYECKOM
nesrenpHOCTH. YcraB. Ilonoxenus. IlltatHoepacnucanue. [IpaBuna BHYTpEHHEro TpyAOBOrO
pacniopsaka. Ykazanus. [locranoBnenus. [Ipukassl Mo OCHOBHOHM A€ATENbHOCTH. Brimucka w3
npuka3oB. Pacriopsbxkenue. Pemenne. [Iporokon (momHsiid v kpaTtkuit). AKT. CipaBku. JloknaaHas
3anucka. OObscHUTENbHas 3amucka. Tenerpamma, TtenedoHorpamma. PeKkBU3WUTHI MHCHMA.
[Tucemo-npocs6a. IIucemo-orser. IlpurnacurensHoe nucbMo. CONPOBOAUTENBHOE MHCHMO.
[Tucemo - cooOmenue. Ilucbmo-otka3. Kpemutnsiit norosop. JloroBop xpanenus. JloroBop
nocraBku. Jlorosop npokara. Kommepueckuit forosop. [Tonsarue "1okyMmeHTO000pOT" M pa3BuTHE
€ro HOPMaTUBHOM METOAMYECKOI periaMeHTaluu. XapakTepucTuKa JOKYMEHT0000poTa. DTamnsl
JIBIDKEHUS M TIOPSIIOK 00pabOTKM JTOKYMEHTOB. PaboTa ¢ BXOIAIIMMHU JOKYMEHTaMHU. DTarlbl
00paboTKH TOKyMEHTOB. KOHTpOJIb HCIIOMTHEHHS TOKYMEHTOB. Perucrpanus 10KyMEHTOB, BHJIbI
peructpanuu. Onpenenenune cpokoB xpaHeHus. [lopsimox Bweimaunm aen. IloaroroBka nenm u
nepenaya B apxuB. @opma onucu U akThl. [lepenaua nen B apxus. Pabota ¢ koHpUIeHIIMATBHBIMU
JIOKyMEHTaMU
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[Mpaktuka. CopTupoBKa AOKYMEHTOB MO Kiaccudukamum». COCTaBIEHHE IITATHOTO

pacniucanus. Pabora ¢ pacnopsauTenbHbIMU JTOKyMeHTaMu. CocTaBieHHE WH(POPMAIMOHHO -

cnpaBoyHoi nokymentanuu. Odopmiienue nenoBbix muceM. OdopmiieHrne TUTTOBBIX JOTOBOPOB.

Pabora ¢ ucxomsmumu W BHYTPEHHUMH JoKyMmMeHTaMu. OdopmieHHe HOMEHKJIATYpbl [el.
Odopmiienne TOKyMEHTALUU JUIsl apXUBa.

Pazpnen IV. Cnennansnsblii Moayab. KagpoBoe odecnieuenne

Teopus. TpynoBoii konekc P®. Tpymosoit morosop, ero 3akmroueHue. OdopmieHue
TpyZoBOro aoropopa. CTpyKTypHBIH MpUKa3 10 MPEANPUATHIO. 3HAUEHUE TPYI0BOrO JOrOBOpa.
3aKII0OYeHHEe TPYAOBOIO JOIOBOpa Ha OIpPEJCNICHHBbIH M HEONpeAereHHbIH cpok. OCHOBHBIE
PEKBU3UTHI TPYAOBOTO IOT0BOpa. TpynoBbIe TpaBa u 00s13aHHOCTH PabOTHUKOB. [Topsaok mpuema
Ha pa0oty. JIOKyMeHTHI IIpu IpuemMe Ha padboTy. ABToOHOrpadus. XapakTepucTHKa. 3asiBICHUE.
Pesrome. IIpuka3 o npueme Ha padoty.Ilpocroii u cnoxusiit npukas. TectupoBanue. [lepeBoa Ha
npyryto pabory. [Ipekpamienue TpynoBoro norosopa. IIpukasbl 0 MOOLIPEHUN U HAIOKEHUU
B3bICKaHMi. JInuHas kapTouka, mopsaok opopmienus nxpanenue. [Iopsiok BeeHus TPyI0BBIX
KHIKEK. BejeHue JIMUYHBIX /€7, OCHOBHBIE JOKYMEHTHI.

[TonroToBka IOKYMEHTOB K apXuBHOMY xpaHeHHto. IleHcwoHHblii ¢dona: cmaga
OTYETHOCTHU M IOKYMeHTe 1 opopmiieHust neHcuu. OpopmiieHre apXUBHBIX CIPABOK.

[Ipaktuka. CocrtaBieHue TpynoBoro jaoroopa. CocraBieHHE NPUKa30B. 3aIllOJIHEHUE
JUYHON KapTOUKH. 3arojiHeHHE TPYAOBbIX KHIDKEK. CocraBieHue ordyetHocTH. CocTaBiieHHE
npukasa. CoctaBienue akra. CocraBienue Muctpykiuu.

Pasznen V. Koncyabranumn
Koncynpranuu npoBoastes 1 odydaromuxcs o Ilporpamme B TeueHue Beero nepuoja
oOydeHus 1 o utoram 1 roga oOydeHus nepes NpoMeKyTouHoH arrectanueit. Koncynpranuu no
W3YYCHHOMY MaTepHally, MPOIOJDKEHUIO MPO(HeCcCHOHALHOTO 00pa30BaHUsI, TPYIOYCTPOUCTRY.
[TonBeneHne UTOTOB TEOPETHUECKOTO 00yueHus (becena, TECTOBBIN KOHTPOIIb U Jp.)

Pasznen VI. Arrecranus
6.1. TIlpomexxkyrounas arrectaums. {updepeHnpoBaHHbIN 3aUeT
6.2. HroroBast arrecraumsa. ATrectanuss oOydalOUIUXCSI B COOTBETCTBHM C
npodeccuoHaNbHBIMU TPEOOBAHUSIMM U KBaJIM(UKAIIMOHHOW XapakTepuctukoi «Cekperapb-
aJIMHUHHUCTPATOPY.
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2.2. Y4eOHBIH JIaH

B y‘l€6HOM IJ1aHe 0To6pa>1<aeTcs1 JIOru4cCKas mocCJea0BaTCIbHOCTL OCBOCHUS Pa3acCiioB,

obecrnieunBaronux GopMUpoBaHUE KOMITCTCHIIUMN.

Yka3pIBaeTcst 001asi TPYA0EMKOCTh pa3/iesioB, MOIYJICH.

Ne n/m HaumenoBanue pas3zaenos Bcero B Tom uncne ®dopma
4acoB | Jlexmun | [IpaxTuka | Camocrt.paboTa KOHTPOJIA
1 roa o0yyeHus
1. Oo1menpodeccHoHAIBLHBIHMOLYJIb 42 16 22 4
1.1.  |OcHOBBI pelaKTUPOBAHUS TOKYMEHTOB 8 4 4 - TectupoBanue
1.2.  |/lenoBas kyapTypa 2 2 - - JlenoBas urpa
1.3.  |OCHOBBI AENONPOU3BOJICTBA 10 4 5 1 3ager
1.4. |Texamka mamunonucu Pasnen Nel 14 4 8 2
1.5. |Texnuka mammHomncu Pa3zgei Ne2 8 2 5 1 [IpakTHaecKue
1.6. [Texuuka mammuonucu Pasmen Ne3 - - - - aNlaHuA
11. ABToMaTm3anusa OY 2 1 1 - -
2.1.  |O¢ducnoe o6opynoBanue 2 1 1 - Omnpoc
2.2.  [DneKTpoHHBIH opuc - - - - -
III. |IIpodeccuoHanbHBIIN MOAYIb 18 7 9 2 [TpakTHueckue
3.1  |/lemonpou3BoACTBO B OpraHU3aIUU 18 7 9 2 3ajaHus. 3a4eT
IV. |ConenuajabHblii MOAYJIb 6 2 4 -
4.1.  |[KampoBoe obecnieueHue 6 2 4 - 3auer
V. KouncyabTanuu 2 - 2 -
VI  |ArrecTanus 2 - 2 -
6.1. |[IpomexyTouHas aTTecTanus 2 - 2 - 3auer
6.2.UTorosas arrecranus - - - - -
Hroro 1 roa 72 26 40 6
2 rox odyuenust
1. OomenpodeccuoHAIBLHBIHMOTYJIb 16 2 10 4
1.1.OcHOBBI peakTUPOBaHUs JOKYMEHTOB 4 - 2 2 TectupoBanue
1.2.JlenoBas KyJIbTypa - - - - -
1.3./OCHOBBI AETONPOU3BOICTBA 4 - 3 1 TectupoBanue
1.4 [Texanka mamuuonucu Pasmgen Nel - - - - -
1.5 [Texauka mamuuomnucu Pasmen Ne2 2 - 2 - [IpakTueckue
1.6.[Texunka mammuonucu Pasmen Ne3 6 2 3 1 3aqaHus. 3aueT
1. ABTomMaTuzauusa OY 2 1 1 -
2.1./0ducuHoe obopynoBanue - - - - -
2.2, 2neKTpoHHBII oduc 2 1 1 - Ompoc
IIL[[TpodeccuonabHbIi MOAYJIb 10 4 5 1 ITpakTHyeckne
3.1)/lenonpon3BOICTBO B OpraHU3aIN 10 4 5 1 3aJaHUS
IV.[CnenuanbHblii MOAYJIb 4 2 2 -
4.1 /KanpoBoe obecnieuenue 4 2 2 - TectupoBanue
V. KoncyabTanuun - - - -
VI  ArTrecTranus 4 - 4 -
6.1.[IpomexxyTOoUuHast aTTeCTAIIHS - - - -
6.2 [toroBast aTTecTamus 4 ) 4 ) KBaHqu)HKaHHO
HHBIN DK3aMCH
Hroro 2 ron, 36 9 22 5
| Htoro 108 35 62 11
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HaumenoBanue pazne |Coaepskanue y4eOHOro mMartepuana, JjadoparopHble padorsl m | O0bem
JIOB M TeM NPaKTHYeCKUe 3aHATHS B 4acax
1 2 3
ObmenpodeccnoHaIbHBIN MOTYJIb
OCHOBBI PeIAKTHPOBAHUS IOKYMEHTOB 8
Kynbrypa uenoBekan |OcHOBHble (DyHKIUM si3blKa. B3aMMOCBS3b KyJBTYphl 4ellOBEKa U 4
KYJIbTypa pe4yu KyJIbTypbl pedd. HopmaTUBHBIN, KOMMYHUKAaTUBHBIA M 3THYECKUI
ACIIEKThl PEUYEBOM KYJIBTYPBIL.
D yHKIHMOHAIBHBIN Crumu peun. OCHOBHBIE 4YEPTHI, OCOOEHHOCTH W TPHU3HAKH BCEX 4
CTHJIA PYCCKOTO ctwiield. Hopmbl pycckoropeueBoro 3THKeETa.
JIUTEPaTypPHOI O
JesioBasi KyJbTypa 2
Nmux cexperaps JInyHOCTBL CeKkperaps M €ro poijib B JACATEIBHOCTH COBPEMEHHOM 1
opranuzauuu. JlOJDKHOCTHasT MHCTpyKuMs. JlenoBble M JIMYHBIE
KadecTBa cekperaps. JlenoBas >keHmumHa-mipodeccuonan. Pabouee
MECTO CEKpETapsl.
OtukeT BeayxkeOHbix  |KopropatuBHas KynbTypa, (GUPMEHHBIH CTWIb  OpPTraHU3aIUH. 1
OTHOLICHUSX CnyxeOHast BepTuKanb (OTHOIIEHUS B cucrteMe «PykoBoauresns-
nonuuHeHHbIN). CiyxeOHasi TOpU30HTalb (OTHOIIEHHE B CUCTEME
koiiiera-kosuiera). CiyxeOHast cyOopauHanus. Hopmbl u mpaBuiia
OTHOLIEHUH  COTPYJHHUKOB C  IPEACTABUTEISIMH  CTOPOHHHUX
OpraHu3anui, napTHEpPamH, KIIMEHTaMH, IIOCETUTEIISIMH.
Cybopaunanusi. OMOLIMOHATIBHO-HEUTPAIBHBIN JIEJI0BOM XapakTep.
KoH}pu1eHIIMaabHOCTb.
OCHOBBI 1€JIONPOU3BOJACTBA 10
JlokymentupoBanue. |OcHOBHblE MOHATHS. Tunonorus nokymeHToB. @opmarsl Oymaru u 10
JIOKYMEHT, BUIbI nons. OOue TpeOoBaHMS K COCTaBICHHIO JOKYMEHTOB. biaHku
JIOKYMEHTOB, X JIOKYMEHTOB. PexkBM3UTHI JOKyMeHTa. /[okyMeHTHpoBaHUE, BUIbI U
KJaccuukanus. crnocoObl. TpeGoBaHus K TEKCTy JOKyMeHTa. TpeOoBaHUS K
PexBusuThI W3TOTOBJICHHUIO JOKyMeHTa. MynbTUMeIuitHOe 000py0BaHUE.
JIOKYMEHTOB IIpakTnyeckas  padora: «TpedoBaHMsi K  COCTaBJICHHIO
JOKYMeHTOB. JlokyMeHTHpOBaHHe)
TexHuka MalIMHONIKMCH
Pazoen N 1 «Cnenoity oecamunanvuesntii memoo neuamu na INK 14
OcHoBHble puHIMNG! | M3yueHne knaBuatypel. OOmme mnpasBuia padboTsl. OCHOBHbBIE 8

«CJICTIOT O»
ACCATUIIATIBIICBOI'O
METOJa II€YaTH Ha

nnmymeﬁ MalllMHKCH
I1K

IMPUHIUIIBI neyaTtu JCCATUIIAJIBIIEBOT'O ITonsarue (6]
JIECATUIIAIIBLIEBOM CIIEIIOM METOJIE TUCHMA.
IIpakTuyeckas padora: «OTpadoTKa NeyaTu HA KIaBUaType.

Ha0op TexkcToB»

METO/1a.
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[To3ummu mansues Ha |Odopmienue rpanun. [lons HOKyMEeHTOB. YCTaHOBKa TOJEH. 8

KJIaBUATYype. N3yueHne OCHOBHOTO psijia kiaBuaTypbl. M3yueHnne OykB BepxHeEro

psna kimaBuarypel. 3Hak "deprouka'. A03an. M3yueHue ueTBepTOro

psana KJIaBHATypbl. 3HAKM HpenuHaHus. ApaOckue nuQpbI.

KonuuecTBeHHble, MOpPAIKOBbIE  uMciauTeNbHble.  HyMmepauus

nyHKTOB. PuMckue ungpsl. Hanucanune nat.

IIpakTnyeckas padora: «Odopmienne noxkymentos. Ileuarb

JAeCATHNATBIEBBIM METOI0M»

Pazoen Ne 2. Hzyuenue mexuuku neuamu 8
OcBoenue npueMoB | OdopmieHrne 3aroJioBKOB U MOA3aroiioBkoB. Hymepanus crpanwil. 2
TEXHUKH MUChMa TexcroBble cokpamenus. [Ipsmas peub, urtatel. OdopmieHue

npuMedaHui, npwioxenui. Vcnpasnenue ommbok. Mcnpasnenue
ommn6ok Ha [TK.
IpakTnyeckas padora: «Padbora ¢ TEKCTOBBIM JOKYMEHTOM»

O6paboTka KpunTorpammel rnacHbix OykB. [Iedats cioroB «cormnacHas - rmacHast 3
KPUIITOTPAMM TJIACHBIX |- 2 COIJIACHBIX»; «2 COTJIACHBIX -TJIACHAs - COIJIacHas», pabora co
OyKB CJIOraMH THIIA - «COTJIACHAs - COTJIACHAS TJIaCHASN.
IIpakTuyeckas padora: «PaboTa ¢ TEKCTOBBIM TOKYMEHTOM))
O6paboTka Kpunrorpammsl ~ OCHOBHOM  mo3unuu  majbieB.  OOpaboTka 3
KpunrTorpamMm OykB  |Kpumnrtorpamm OyKB Bceil KiaBHarypbl. [leyaTscnoros, neyats ABYX -
OCHOBHOMTIO3UIINHU 1 TpeXOyKBEHHBIX KOHEYHBIX OyKBOCOYETAHHIA.
nanbleB IIpakTuyeckas padora: «PadoTa ¢ TEKCTOBBIM JOKYMEHTOM.
Ha0op TexkcTa nmoa 1IMKTOBKY»
IIpakTnyeckoe odyuenune 2
ABToMaTm3anusa OY
Pa3nea Ne 1. OpucHoe o6opynoBanue 2
OducHsbie AwMriepanTHOe ~ o0ecrieueHHe  MEePCOHANBHOTO  KOMIIBIOTEpA.
MIPUIIOKEHUS. Omneparmonnast cucreMa Windows. CiykeOHBIE MPOTPaMMBI. 2
JlononHuTENbHBIE [leyaTHoe M MHOXHUTENbHOE 000OpyaOBaHHE. JleMOHCTpalMOHHAsS
texuuka. Cucrema  cBsizu. Mynbptumeana.  CkaHUpOBaHUE
M300paX]KEHHIA.

IIpogdeccuonanbHbIii MOAYIb

Jesionpon3BoaCTBO B OPraHU3anum 18
Cocras JIOKyMEHTBI IIPEIITPUSITHSL. Knaccudukanus JIOKYMEHTOB 1
yIIPaBICHYECKUX YIIPaBJICHYECKOU EATEIBHOCTH.
JIOKYMEHTOB IIpakTnyeckas  padora: «CopTHpPOBKAa JOKYMEHTOB IO
OpraHu3anuu KJaccupuKanumy
Opranu3aluoHHbIE Veras. [lonoxenus. llltatHoe pacnucanue. [IpaBuiia BHyTpeHHETO 1
JOKYMEHTBI TPYIOBOT'O PACIOPAKA.
IpakTnyeckas padora: «CocraBjieHue WITATHOTO PACIIMCAHUSD)
Pacniopsaurensusle | Ykazanus. [loctaHoBnenus. IIpukasel 10 OCHOBHOM JESITEIBHOCTH. 2
JIOKYMEHTBI Brinricka u3 npukasos. Pacniopsikenue. Pemenue.
IIpakTuyeckass pabora: «Pabora ¢ pacnopsauTeIbHBIMH
JOKYMEHTaMU»
NudopmannonHo - [Tporoxon (monHbIN U KpaTkuii). AKT. CripaBku. JlokiagHast 3amucka. 2
CIIPaBOYHBIE OO0mbsacHuTenbHAA 3anucka. Tenerpamma, TenedoHorpaMma.
JIOKYMEHTBI IlpakTuyeckas padora: «CocraBiieHHe HH(OPMALMOHHO-

Cl'[pﬂBO'-IHOfI JOKYMCHTAIUH))
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Jenosas nepenucka. |PexBu3nuThI [HAChMa. [Tucemo-npockba. IIncemo-oTBeT. 2
[IpaBuna opopmnenusi, |Ilpurnacurensnoe mnuceMo. CompoBOAUTENBHOE MUCHEMO. [luchMo-
CTPYKTYypa U BUJBI cooO1enue. ITucpmo-oTkas.
JI€JIOBBIX ITUCEM IIpakTnyeckas padora: «OdopmiieHue 1eJ0BbIX MHCEM
JloxyMeHTanus 1no HoroBop kymim - mnpojaxu. JloroBop apeniabl. J[oroBop MEHBI. 2
JIOTOBOpHBIM IpaBo-  |KpeautHeiii  porosop. JloroBop xpaHeHus. J[oroBop MNOCTaBKH.
OTHOIICHUAM HoroBop npokarta. Kommepueckuii 10roBop.
OcHoBHble pekBu3uThl |IIpakTHyeckas padora: «OpopmieHne THIIOBBIX 10T0BOPOB
1 TpeOOBaHMS K
odopmIIeHHIO
JIOTOBOPOB
Opranuzanus padotsic |[lonstne "moxkymeHTOOOOpOT" ¥ pa3BUTHE €ro HOPMATHUBHOM 2
JOKYMEHTaMH. METOJUYECKON periaaMeHTaluH. XapakTepHucTuKa
Opranuzanus JTOKYMEHTOO0O0pOTa. JTambl ABWKCHHUS U TOPSAOK 00paboTku
JOKYMEHTOO0OpoTa.  |1oKyMeHTOB. PaGora ¢ BXOAALIIMMM JOKYMEHTaMH. OTallbl
Perucrpanus 00paboTkH JTOKyMEHTOB. KOHTpOIb WCIONHEHHUS JOKYMEHTOB.
JOKYMEHTOB. Perucrpanus 10KyMEHTOB, BUABI PErUCTPALIUH.
IIpakTnyeckas padora: «Padora ¢ MCXOAAIMMHI U BHYTPEeHHUMH
AOKYMEHTaMU»
Texymee xpanenue |OnepaTuBHOEe XpaHeHHE Jien (MpOBEpKa HaJIM4YUs JIOKYMEHTOB, 2
JIOKYMEHTOB. HNOPSAJOK BbLAAYU JI€)1). DJIEKTPOHHBIE JOKYMEHTbI U MX XpaHEHUE.
Homenknarypanen.  |OkcnepTusa HEHHOCTH JOKYMEHTOB.
IIpakTnyeckas padora: «OpopmiaeHre HOMEHKJIATYPBI AeJ»
ApxuBHoe xpaHeHue |Omnpeznenenue cpokoB xpaHeHus. Ilopsanok Beigaun nein. I[loaroroska 2
JIOKYMEHTOB nen u nepenaya B apxuB. Popmaonucu u aktel. llepegaua nen B
apxuB. PaboTa ¢ KOHGHUIEHIIMATBHBIMH TOKYMEHTAMHU.
IIpakTuyeckas padora: «OdopmileHne JTOKYMEHTAUMHU IJIs
apxuBa2
OpranuzannonHastex |Buasl u ycrpolicTBo opraHu3anuoHHON TexHMKH. Kcepokc. dakc. 2
HHUKA ITpuntep. Ckanep. llepconanbHblil KoMnbeoTep. MynpTumMenuitHoe
obopyioBaHUE.
IIpakTyeckas padora: «Padora ¢ OprrexHuKo»
CrnennanbHbIA MOAYJIb
Kaaposoe obecneuenue 6
Pazgen 1. OcHOBHBIE 33]a4H YIpaBJIeHUsI KapaMu 6
Tpynosoit konekc P®. [3HaueHHe TpyaoBOro IOroBopa. 3akIKYEHHE TPYIOBOIO JIOrOBOpa 3
TpynoBoii 1oroBop, [Ha ompeneNneHHbI U HeomnpeaeNeHHbI cCpoK. OCHOBHBIE PEKBU3UTHI
€ro 3aKJIIOUEHHE. TPYAOBOTrO J0roBopa. TpyAoBbIe MpaBa U 0043aHHOCTU PAOOTHUKOB.
Odopmnenue IIpakTuyeckasi padora: «CocraBjieHne TPyA0BOro 10roBopa»
TPYJAOBOIO JOIOBOpA.
Crpykrypusbiiinpuka3 |[lopsnokx npuema Ha paboTy. JIOKyMEHTHI IpH MpUeMe Ha padoTy. 3
10 MIPEANPHUATHIO. ABroOuorpadus. Xapakrepuctuka. 3asBieHue. Pestome. [Ipukas o
npueme Ha pabory. IlpocToit u cnoxublii npuka3. TecTtupoBaHue.
IlepeBon Ha npyryto paboty. IIpekparienue TpyJoBOTO JIOTOBOPA.
[Ipuka3zpl 0 TOOIIPEHNH Y HAJTO)KEHUH B3bICKaHUM.
IIpakTnyeckas padora: «CocraBieHHe NPHKA30B»
KoncyabTanumu, KoHcynpTammum 1o M3y4eHHOMY Marepuaity, MPOAOKEHHUIO 2
NO/IBEICHNEUTOI OB npodeccuoHaIbHOro 00pa3oBaHus, TpyaoycTpoiicTBy. [loBenenue

UTOTOB TeopeTnyeckoro oOydenus (becema, TECTOBBIH KOHTPOJIb U
ap.)
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IIpomeskyTouHasi arrecTanus (qudpepeHIMpOBaHHBIN 3aUeT) 2
2 roa o0y4yeHust
HaumenoBanue pasae |Coaep:xkanve y4e0OHOro marepuasia, JjadoparopHbie padorsl U | O0bem
JIOB H TEM NpaKTHYeCKue 3aHATUS B yacax
1 2 3
OobmenpodgeccuoHANbHBIH MOTYJIb
OCHOBBI peJaKTHPOBAHNUS TOKYMEHTOB 4
Opdoanus, Opdodnuveckrne HOPMBI JIMTEPATYPHOTO s3bIKa. [[pUHIMIIBI pyccKon 2
Opdorpadus opdorpapun. OCOOEHHOCTH PyCCKOTO CIIOBECHOTO YIapeHHUSI.
CuHrakcuc u Crioco6b1 opopmiieHust 9ykoi peun. [IpuHIUNBI 1 GYHKIUU PYCCKOM 2
MyHKTYalus nyHKTyauuu. CMbICTIOBas pOJIb 3HAKOB MpPEMUHAHUS.
IIpakTnyeckas padora: «PejakTHpOBaHHe TEKCTa».
OCHOBBI 1€JIONIPOU3BOJICTBA 4
JlokymentupoBanue. |OcHOBHbIE MOHSTHS. THUMONOrus H0KymMeHTOB. Dopmarbl Oymaru u 4
JIoKyMeHT, BUbI nonsi. OOmme TpeOoBaHMA K COCTABICHHIO JOKYMEHTOB. biaHku
JIOKYMEHTOB, HX TOKYMEHTOB. PexkBH3UTHI JOKyMeHTa. JJOKyMeHTUpOBaHHE, BHUIbI U
KJIacCU(pUKaLUs. cnocoOpl. TpeGoBaHMsS K TEKCTy JOKyMeHTa. TpeOoBaHUS K
PexBu3uTHI W3TOTOBJICHHIO TIOKyMeHTa. MynbTUMeInitHOE 000pyTI0BaHHE.
JIOKYMEHTOB IIpakTnyeckas  padora: «TpeboBaHMsi K  COCTaBJIEHHIO
JAOKYMeHTOB. JIOKyMeHTHPOBaHH e
TexHuKa MAIIMHONKUCH
Pazoen No 2. H3yuenue mexnuxku newamu 2
Odopmnenue Tabmunpl. OdopmieHrne W H3TOTOBJICHHWE TaOJIMYHBIX  (GopM 2
MAaIIMHOIIMCHBIX padoT |mHoKyMeHTOB. [IpaBuia BBIIOITHEHUS CIIOKHBIX TAOIHII.
IIpakTuyeckas padora: «Padora ¢ tabimuamu. Odopmiienue u
U3roTOBJIeHHEe TA0JMYHBIX GOPM T0KYMEHTOB
Pazoen No 3. Ckopocmb neuamu 6
Onpenenenne HaGop TekcTa Ha munIymei MamiHKe. 3
ckopoctH neyaty Ha  |[IpakTHueckas padora: «HaGop TekcTa HA CKOPOCTH)»
MUNTYIIeH MalTuHKe
Cxkopoctb neyatu 1 |Habop Texcra Ha IIK. KauectBo pabots! Ha I1K. 3
Ka4yecTBO paldoT Ha IIpakTyeckas padora: «KadecTBeHHbIN HA00P TeKCTa»
K.
IIpakTnyeckoe odyuenune
Astomatusanusa OY
Paznen Ne2. DuiekTpoHHblii oduc. 2
TexcroBeiit pegaktop |TectoBblii penakrop MS Word. 3amyck u Havano pabotsl. BBoau 1
MS Word penaktupoBanue Tekcta. DopmarupoBanue Tekcra. OdopmiieHue
crpanun. OdopmieHne JOKYMEHTOB C IOMOINBIO TadyJspa.
Odopmienne 6J1aHKOB TOKYMEHTOB.
Penakrop Mento u ocHoBHble TOHSATHA MS Excel. DnexktpoHHas Tabiwiia. 1
3JIEKTPOHHBIX Ta0auil  |3HakoMcTBO ¢ 3kpaHoM MS Excel. [lanenu wuncTpymenToB MS
MSExcel Excel.BBong u penaktupoBaHue AaHHbIX. AHanmM3 U 00paboTka
naHHbIXx. Pabota ¢ Tabnuiamu u rpaduKoi.
IIpogdeccuonanbHblii MOAYIb
JeJIonpon3BOACTBO B OPraHU3aluu 10
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Cocras JloKyMeHTBI pEeANPUSITHS. Knaccudukanus JIOKYMEHTOB
YIIPaBIECHYECKUX YIPaBJIEHYECKON 1E€ATEIbHOCTH.
JIOKYMEHTOB IIpakTuyeckass paGora: «CoOpTHPOBKA [OKYMEHTOB IO
OpraHu3alxH KJIaccupuKanumy
OpraHu3aluOHHbIC Vcras. I[lonoxenusa. llltarHoe pacnucanue. IIpaBuna BHyTpeHHEro
JIOKYMEHTBI TPYIOBOT'O paCIOpsiAKa.
IpakTnyeckas padora: «CocTaBjieHue MITATHOTO PACIIMCAHUSD)
Pacnopsourensusle | Ykazanuda. [loctanoBnenusi. [Ipukasel 10 OCHOBHOHM JESTEIBHOCTH.
JIOKYMEHTBI Brimuicka u3 npukasos. Pacniopsiokenue. Pemenue.
IIpakTnyeckass padora: «PaGora ¢ pacnopsiaAuTeIbHbIMU
AOKYMEHTAMW))
NudopmanronHo - [Tpotokon (momubIi 1 Kpatkuit). AkT. CripaBku. JlokiagHas 3amucka.
CIIPaBOYHBIE OOpsicauTenbHas 3anucka. Tenerpamma, TenedoHorpamma.
JIOKYMEHTBI IpakTnyeckass padora: «CocraBiieHne HHPOPMALMOHHO-

Cl'[paBO‘{HOi/i JOKYMCHTA NN

JlenoBast mepenucka.
[IpaBuna opopmieHus,
CTpYKTypa U BUIBI
JIeJIOBBIX THCEM

PexBusuThl MHAChMa. [Tucemo-tipocnOa. [TnceMoO-0TBET.
[TpurnacurensHoe mnuckMo. CompoBoauTensHOE MUChMO. [luceMmo-
cooOmienue. [Tucemo-oTkas.

IIpakTHyeckas pabora: «OdgopmieHne 1eJOBbIX THCEM))

JloxyMeHTanus 1o
JIOTOBOPHBIM IIPaBO-
OTHOIIECHUSAM
OCHOBHBIE PEKBU3UTHI
1 TpeOoBaHUs K

Jorosop kymu - npojaxu. JloroBop apenasl. J[OroBOop MEHBI.
Kpenutneiii  noroop. J[loroBop xpaHenus. J[oroBop MOCTaBKH.
HoroBop npokarta. Kommepueckuii 10roBop.

IIpakTuyeckas padora: «OdgopmiieHHe TUIIOBBIX J0TOBOPOB)

0(hOpPMIICHHUIO
JIOTOBOPOB
Opranuzanus pabotsic |[lonsTHe "mOKyMEeHTOOOOPOT" U pa3BUTHE €ro HOPMATHUBHOM
JIOKYMEHTaMHU. METOIMYECKON periiaMeHTaIuH. XapakTepucTuka
Opranuzanus TOKYMEHTOO0OpOTa. JTambl ABWXKEHHUS W TOPSAOK 00paboTKH
JIOKYMEHTOO0OpOTa.  [MOKyMeHTOB. PaGota ¢ BXOZMIIUMU  JOKYMEHTaMU. TaIbl
Perucrparnus 00paboTku AoKkyMeHTOB. KOHTpOJb HCIONHEHUS JAOKYMEHTOB.
JIOKYMEHTOB. Perucrpanus 10KyMEHTOB, BUJIbI PETUCTPALIIH.

IIpakTnyeckas padora: «Padora ¢ MCXOAAIUMHU U BHYTPEHHUMH
AOKYMEHTaMu»

Tekyniee xpanenue
JIOKYMEHTOB.
Howmenxknarypanen.

OnepatuBHOe XpaHeHHE Jei (IpoBepKa HAJIWYMS JIOKYMEHTOB,
HOPS/IOK BBLAAYM J€T). DIEKTPOHHBIE JOKYMEHTHl U MX XpaHEHHE.
DKcnepTu3a HeHHOCTH JOKYMEHTOB.

IIpakTiyeckas padora: «OdopmieHHe HOMEHKJIATYPHI J1eJ1»

ApXUBHOE XpaHEHUE

Ornpenenenne cpokoB xpanenus. [lopsaok Bemauun nen. [loaroroska

JIOKYMEHTOB nen U nepepada B apxuB. @opmaonucu u aktel. Ilepenada gen B
apxuB. PaboTa ¢ KOHQUIEHIIUAIBHBIMH JTOKYMEHTAMH.
IIpakTnyeckas padora: «OdopmieHue AOKYMEHTALUH ISt
apxuBa2
OpranuzannonHastex (Buabl u ycrpolicTBo opraHu3anuoHHON TexHUKH. Kcepokc. dakc.
HHUKA IIpunTep. Ckanep. IlepcoHanpHbIN KOMIIBIOTEP. MyJbTHMEIHITHOE

o0opyaoBaHue.
IlpakTuyeckasi pa6ora: «Pabora c OprreXHuKoI»

CrneuuajbHbIH MOYJIb

Kaaposoe o0ecnieuenue

Pa3nes 1. OcHOBHBIC 321241 YIIPABJICHHUS KaJpaMHu
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Tpynosoit konekc PO.

TpynoBoii 1orosop,
€ro 3aKJII0YCHHUE.
Odopmienue
TPYZOBOIO JOIOBOPA.

MAOQY COII Ne300 «Ilepcrnextnsa»
A

3HaueHUe TPYIOBOIO JOrOBOPA. 3AKIIOUEHHE TPYIOBOIO JOrOBOpA 2

Ha ONpEJEICHHbIA U HEOMpeneIeHHbIN CpoK. OCHOBHBIE PEKBU3HUTHI

TPYAOBOTO AOroBopa. TpyaoBeIe npaBa U 003aHHOCTH PAOOTHHKOB.
IpakTnyeckas padora: «CocraBjieHue TPYA0BOIro 10roBOpa»

CTpyKTypHBIHIPUKA3
0 MPEPUSATHUIO.

[Topsinok mpuema Ha paboTy. JJOKyMEeHTH Hpu mpueMe Ha pabdoTy. 2
ABroOuorpacdus. Xapakrepuctuka. 3asBienue. Pestome. [lpukasz o
npueme Ha paboty. IIpocToit m cioxHbiii npuka3. TectupoBaHue.
[TepeBon Ha npyryio paboty. I[Ipekpamienue TpyAOBOro JOrOBOpA.
[Tpuka3bl 0 MOOIIPEHUH U HATIOKEHUH B3bICKaAHHIA.

IIpakTyeckas padora: «CocraBjieHue NIPUKA30B»

KBanupukaumonu
bIA
IK3aMeH

ATrecranus 00yJaroIMXCs B COOTBETCTBUH c 4
npoeCCUOHATBHBIMU  TPEOOBAaHUSAMH ¥ KBaJIH (PUKAIIMOHHOMN
XapakTepucTukoil « CexpeTapb-aAIMUHHCTPATOPY.
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ITI. Opranu3anuoOHHBIN pa3aea
3.1. XapakTepucTuka ycJ0BHIl peajin3auuu NporpaMmmsbl

3.1.1. TpeGoBaHus K KaIpOBOMY 0Oecrie4eHUI0

Peanuzanus IIPOrpamMMbl po¢eCcCuOHAIBLHOIO o0yueHus o0ecrieunBaeTcs
NEeIarorMyecKuMi  padOTHUKaMH  00pa30BaTeNbHOW  OpraHu3alMM, a TaKkKe JIUIaMH,
IPUBJICKAEMbIMM K pealu3ali IpOrpaMMbl MPO(ECCHOHANBHOTO OOy4YeHMsI Ha YCIOBHUSX
IpaXXJIaHCKO-IIPaBOBOTO JIOTOBOpPA, B TOM YHUCIE M3 YHCIA PYKOBOAUTENICH W PaOOTHUKOB
OpraHu3aluil, HarpaBJIeHHE AEATEIbHOCTH KOTOPBIX COOTBETCTBYET 001acTH MPO(hecCHOHAIbHON
JESTENIBHOCTH.

3.1.2. TpeGoBaHus K MaTepHAJIbHO-TEXHUYECKOMY 00ecre4eHHI0

[ToMemienust npeAcTaBiIsOT co00il yueOHbIE ayJUTOpUU AJIS IPOBEIEHHs 3aHATHH Bcex
BUJIOB, IPEYCMOTPEHHBIX ITPOrpaMMOii TpoecCHOHATLHOTO 00Y4EHUSs, B TOM YHCIIE TPYIIITOBBIX
Y UHJMBHTyaJIbHBIX KOHCYJIBTAIMH, TEKYILIETOKOHTPOJIS M IPOMEXYTOUHOM aTTecTallly, a TaKxkKe
MOMEILEHUSI JUIsl CaMOCTOSITENIbHOM paboThl, OCHAIIEHHbIE O00PYJAOBAHUEM, TEXHUUYECKUMU
CpeAcTBaMu O0yUYEeHHUS.

MAOY COHI Ne300 «IlepcriektnBay, peanusylomas MporpamMmy 10 Tpodeccuw,
pacrioylaraeT MaTepHalIbHO-TEXHHYECKOH 0a30i, obOecneuuBaroiieil NMpPOBEJEHHE BCEX BHJIOB
MEXIUCUUIUIMHAPHON MMOATOTOBKH, MPAKTUYECKOH pabOThl 00yyarouuxcs, IperyCMOTPEHHBIX
y4eOHBIM IUIAHOM M COOTBETCTBYIOLIEH JAEHCTBYIOLIMM CaHMTAPHBIM U IPOTHBOIIOKAPHBIM
IpaBWJiaM U HOpPMaM B pa3pe3e BBIOpaHHBIX TPAaeKTOpUM MMHHMaIbHO HEOOXOAMMBIN AJis
peanuszanuu [1I10 nepeueHs MaTepuaibHO- TEXHUUECKOTO 00ECIIeYeHHMs], BKIIOYAET B ceO0sl:
Oo6opynoBanune y4eOHOro kaduHera:
penbCcoBasi cUcTeMa ¢ KJIACCHOM M MHTEPAKTUBHOM MaHeNbIo (IIporpaMMHOe 00ecieueHue B
KOMILIEKTE);

CTOJI IJISl YUUTEIIS;

CTYJ YUUTENs;

mKkad 11 XxpaHeHHs y4eOHbIX TOCOOHiA;

CTeJIIaX AEMOHCTPAMOHHBIN;

JI0OCKa MarHUTHO-MapKepHasi;

cucreMa (yCTpOMCTBO) JIJIsl 3aTEMHEHHS OKOH,;

Tym0a 171 TabIuIl O[] I0CKY;

CTOJI Y4EHUYECKUH, PETYJIIUPYEMBIN 110 BBICOTE;

CTYJl YYEHUUECKHUM, PETYJINPYEMBIi 110 BBICOTE;

KOMIIBIOTEP YUUTENS C nepedepueii;

KOMITbIOTEpP YUeHHUKa ¢ nepedepueit

MHOTO(YHKIIMOHATIBHOE YCTPOHUCTBO.

KaHuensipckue npuHaajiexkHocTu: Oymara KcepokcHast A4, mamnka, narnka-peructpaTop, rnamka
2 KOJIblIa, )KypHAJl PETUCTPALMU UCXOSIIUX JOKYMEHTOB Ha CKpeIKe, )KypHall perucTpaiuu
BXOJAIIUX JTOKYMEHTOB Ha CKperke, (aiin Brmansim, ket [IBA, HOXXHHIBI, CTEIep KaHIIGISIPCKHUA,
JIBIPOKOJI.

3.1.3. Tpe6oBaHusi K UH(POPMALMOHHO--METOANYECKOMY 00ecTeyeHUI0

OCHOBHbBIE MICTOYHUKH:
1. Ky3suenos, 1. H. JlokymeHtammonnoe oOecrieueHue ympaBiieHHs. J[oKyMeHTOOOOpOT u
JIEIIONPOU3BOJICTBO: YUEOHHK U MPAKTUKYM 7S IpuKiIagHorooakanaspuata / . H. Ky3nenos.
— M.: UznarensctBo FOpaiit, 2018. — 461 c..
2. Kyzuenos, 1. H. [lokymeHTanmoHHOe obOecrieueHue ympaBieHus. J[oKyMeHTOOO0pOT u
Jenonpou3BoAcTBO: yueOHuK u npaktukyM ans CIIO / U. H. Kysnenos. — M.: M3garenscTBO
FOpaiit, 2018. — 462 c.
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3. Tomenko, XK. T. Coumonorus ynpaBieHHUs: YI€OHHK M MPAKTUKYM JUISI aKaJeMHYECKOTO
6akanaBpuata / XK. T. Tomenko. — M.: M3gatensctBo FOpaiiT,2018. — 303 c.

4. Koncrurynus PO.

Jlono/THUTeIbHbIe HCTOYHHUKH:

5. Poroxun M. FO. Opranuszanus ynpaBleHHs HNEPCOHAIOM HPEANpUATHA|: Yuebd. - MpakT.
IToco6ue / M.IO.Poroxun - M.: U3n-Bo PJIJI, 2015 - 224c.

6. Kpyrmsauckas JI. 5. Hacronbhas kaura cexperapsi: Cnpasounuk - CI10, 2014.

Ilepeyennb pecypcoB HHGOPMANUOHHO-TEJIEKOMMYHUKANIMOHHOM ceTH « AHTEpHETY,
HEO00XOIMMBIX /IJISI OCBOECHU S THCIIUIITHHBI

[Topran «ApxuBsl Poccun» [DnekTpoHHBIN pecypc]. DiekTpoH. aaH. - M.: Pocapxus,
2001. - Pexum noctyma:_http://www.rusarchives.ru. - 17.05.2018;Bcepoccuiickuii HayuHO-

HCCIIEIOBATEIIbCKUI WHCTUTYT JIOKYMEHTOBeJeHUs U apxuBHoro pena (BHUMIAM)
[OnexTpoHHBIN pecypc]. DnektpoH. naH. - M. BHUMUJIA/, 2010. - Pexum pocryna:
http://www.vniidad.ru. - 17.05.2018;0¢unuansubiii caidlt xomnanuu «Koncynprant Ilmroc»
[DnexkTpoHHBIN  pecypc|: 3akoHoAaTeNnbcTBO P®: KOAEKCHI, 3aKOHBI, yKa3bl, MOCTAHOBJICHUS
npaButenbcTBaP®. OnektpoH. gaH. - 1997. - Pexum nocryna: http://www.consultant.ru_ -
18.05.2018.

NudopmannonHo-mpaBoBoi rnopran «I"apanT» [DnexTpoHHbII pecypcl]:

3aK0HO/IATENBCTBO (KOJIEKCHI, 3aKOHBI, YKa3 bl, MOcTaHOBIeHH ) PD, ananuTuka, KOMMEHTapHH.
OnektpoH. aaH - M.: HIIIT «'APAHT-CEPBUC- YHUBEPCUTET

3.2. KoHTpo/Ib ¥ OlleHKA 0CBOEHHUSI NPOTrPaAMMBbI

3.2.1. KoHTpoJb KayecTBAa NOATOTOBKH

Texymuii KOHTPOJb YCIIEBAEMOCTH OOYYAIOIIMXCS MPEICTaBISIET CHCTEMaTHYECKYIO
MPOBEPKY YYEOHBIX JOCTIKEHUH OOYyYaromMXcs, MPOBOAMMYIO IIpErojaBaTelieM B XOJE
ocyIlIecTBIEHUSI 00pa30BaTeNbHOM A€ITeIbHOCTH B COOTBETCTBUU C OCHOBHOM 00pa3oBaTeIbHON
nporpammoii. [IpoBefeHne TEeKyIIero KOHTPOJIS yCIIEBaeMOCTH HAlpaBJIEHO Ha oOecreueHue
BBICTpauBaHusi 00pa30BaTENbLHOTO IIpoliecca MaKCHUMalbHO dJ(PQEKTUBHBIM 00pa3oM s
JIOCTHIKEHUS PE3yJIbTaTOB OCBOCHHS OCHOBHOW 00pa30BaTeIbLHOM MTPOTPAMMEI.

Texymuii KOHTPOJIb yCIEBAEMOCTH OOydYaroIIUXCsl MPOBOAUTCA B TeUeHUE Yy4eOHOTO
nepuosa B IessX:

1.  KOHTpOJS YpOBHS JOCTHXKEHUS YYaIMMHUCS Pe3yJIbTaTOB, MPEAyCMOTPEHHBIX
00pa3oBaTebHOI MpOrpaMMoit;

2. OUEHKH COOTBETCTBUS pe3yabTaToB OCBOCHHMS o0Opa3oBaTesbHON
[IPOrPaMMBI;

3. mpoBeleHHs OO0yYaroIMMCSI CAMOOILIEHKH, OLIEHKH €ro padoThl Ielarornyeckum

pabOTHUKOM C LI€bI0 BO3MOXKHOT'O COBEPIIEHCTBOBAaHUS 00pa30BaTEeIbHOTO TpoIiecca.

@opMBI TEKYLIETO KOHTPOJS OIpPENESIeT IpenojaBaTellb C yYE€TOM KOHTHMHIEHTa
oOydaromuxcs, CcoiepaHusi ydyeOHOro wmaTepuana M HUCIHOJIb3YEMBIX 00pa30BaTENIbHBIX
TEXHOJIOTUH.

Texyuuit KOHTPOJIb IO TEOPETUUECKOMY OOYUEHHIO OCYIIECTBISAETCS B POPME YCTHOTO
ornpoca  ((ppOHTAJBbHBIN, TPYNIOBOH, HHAUBUAyaTbHBIH) W  MHUCBMEHHOIO  OIpoca
(camocTosTENnbHAs PabOTa, TECTOBBIH KOHTPOJIb,COCTABICHNE TE3UCOB U OMOPHBIX KOHCIIEKTOB U
JTIOKJIAJI0B).

IIpomeskyTOUHAS aTTECTALUA

Ienstmu mpoBeeHUS MPOMEKYTOUHON aTTECTAUH SABIISIOTCSA:

1. 00bEeKTUBHOE yCTaHOBIIEHHE (PAKTUUECKOTO YPOBHSI OCBOCHHSI 00pa30BaTEIbHON MPOrpaMMBI
U TOCTHO)KEHUS pe3yJIbTaTOB OCBOEHUS 00pa30BaTeIbHOI MPOrpaMMBl;
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2. COOTHECEHHE JTOr0 YpPOBHS C KBaJU(UKAIMOHHBIMH TpPEeOOBAaHUSAMH, YKa3aHHBIMH B

KBATM(UKAIIMOHHON XapaKTEePUCTHKE TTpodeccu;

3. OlEHKA JOCTHKEHUH KOHKPETHOro OOydaromierocsi, MO3BOJIAIONIAS BBIABUTH MpPOOETHl B

OCBOGHHMU MM 00pa3oBaTeNbHOI MPOrpaMMbl W YYUTHIBATh UHIUBUAYalbHbIE MOTPEOHOCTU

y4aIerocsi B OCyIIeCTBICHUN 00pa30BaTeIbHON AEATEIbHOCTH;

4. oneHKa JMHAMUKA HHIWBUIYaJbHBIX OOpa30BaTENbHBIX JOCTHKEHHH, MPOJABIKEHUS B

JOCTH)KEHUH IJIAHUPYEMBIX PEe3YyJIbTaTOB OCBOCHUS 00pa30BaTEIbHON MPOTPAMMBI.

5. MpOMEeXYyTOYHas aTTecTallus IPOBOJUTCS B COOTBETCTBMM C KaJeHAApHBIM IpaduKkoM

y4eOHOro Ipolecca.

Hrorosas arrecranus

[IpodeccuonanbHasi TOATOTOBKA 3aBEpIIAETCS HWTOrOBOM arrectauueil B (opme
KBaJIM(DUKAIIMOHHOTO 3K3aMeHa.

KBanmndukanmoHHbIX 3K3aMEH BKIIOYAeT B Ce0Sl MPAKTUYCCKYHO KBATH(DHKAITMOHHYIO
paboTy M HPOBEPKY TEOPETHMYECKHX 3HAHHWHM B mpeaenax KBadu(UKALUOHHBIX TpeOOBaHUIA,
YKa3aHHBIX B KBAJTM(UKAIIMOHHON XapaKTePUCTUKE POQecCuu.

B mepuos moAroToBKH K BBIMTYCKHOMY KBaTH(PUKAIMOHHOMY SK3aMEHY IPOBOAUTCS
KOHCYJIbTAIMs 3@ CUET CIIELHaIbHO OTBEJAECHHOIO Ha HEE BPEMEHHU.

K wuroromoil arTecranMuM JOMYCKAIOTCS  JIMIA, BBINOJHUBIINE TpeOOBaHUS,
IPEIYyCMOTPEHHBIE MPOrpaMMOil TPOPECCHOHATHHOTO OO0Y4YeHHS IO HPOPEcCHU M YCHEIIHO
MPOILIEIIINE BCE aTTECTAIIMIOHHBIE UCIIBITAHUS, TPELyCMOTPEHHBIE IIPOTPAMMOM.

JIunam, mpoeAuM COOTBETCTBYIOIIEE 00yUEHUE B MOJIHOM 00BbeME U IMOJIyYHUBILIUM
MOJIOKUTEIBHYIO OIIEHKY Ha WTOTOBOWM AaTTecTallid, IPUCBAUBAETCS KBalH(pHUKALUSI IO
npodeccun «Cekperapp — aIMUHUCTPATOP» 3 pa3psiia U BBIJACTCS JOKYMEHT yCTaHOBJICHHOTO
obpasria.

3.2.2. OneHOYHBIE CPeICTBA
3aBepiaercs 00ydeHue 1Mo y4eOHoil mpakTuke mposeaeHueM nauddepeHmpoBaHHOTO 3a4eTa.
AnpecoBaHUE IOKyMEHTOB.
bnank u ero coctas.
Bupt 6;1aHKoOB.
Bunel 1okyMeHTOB.
Bubel nprka3oB 1o IMYHOMY COCTAaBYy.
JlomKHOCTHAS HHCTPYKIIUS M €€ OCHOBHBIE Pa3elibl
Kommepueckoe nucemo (Odepta).
KoHTposb 3a ucronHeHneM 10KyMEHTOB.
O0s3aTeNnbHBIE PEKBU3UTHI IS MTHUCEM.
Opranu3anuoHHO - PaCOPAIUTEITbHBIE TOKYMEHTHI.
OpranuzanvoHHbIe JOKYMEHTHI.
Opranu3zanuoHHbie GOPMBI BEACHUS JACIOMPOU3BOICTBRA.
Opranuzanus JOKyMEHT0000pOoTa Ha TPEIIPUSITUH.
Opranuzanus pabodero MecTa J1eJI0MPOU3BOIUTENS.
OTTHUCK neyaTu.
OdopmuTh rapaHTHITHOE TTHCHMO.
OdopMUT TOKIIATHYIO 3aMHCKY.
OdopmuTs 3asBIECHNE O KOMAHIUPOBAHUHN W U3/1aTh NMPUKA3 HA OCHOBAHWH 3asIBJICHUS.
OdopMuts 3asiBieHrE 0 HA3HAYSHUH Ha JOJDKHOCTD M U3/1aTh IPUKAa3 HA OCHOBAHHH 3asIBIICHHUS.
OdopMuTh 3asiBI€HUE O MPEIOCTABIEHUH OTITYCKA M U3AaTh IIPUKA3 HA OCHOBAHUH 3asIBJICHMUS.
OdopMuTh 3asiBI€HKE O MPEIOCTABICHUH OTITYCKa IO OEPEMEHHOCTH U POAaM U U3JIaTh
CJIOKHBIN TIPUKA3 Ha OCHOBAHUU 3asIBJICHUS.
OdopMuTh 3as1BJICHHE O MTPEIOCTABICHUH YI€OHOTO OTITyCKa U U3JaTh MPUKA3 HA OCHOBAHUHU
3asIBJICHUSI.
OdopmMuts 3asiBieHrE O IpHEMe Ha padOTy M U3/1aTh MIPUKA3 HA OCHOBAHUH 3asBICHHUS.
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Odopmuts 3asBneHre 00 M3MEHEHUH (PaMUIMK U U3/1aTh IPUKa3 HA OCHOBAaHUHU 3asIBJICHUS.

Odopmurts 3asiBiieHre 00 YBOJIbHEHUH U U3JaTh MPUKA3 HA OCHOBAHUU 3asBIICHUSI.

OdopMHUTh KpaTKHii TPOTOKOJL.

OdopMUTh TUCEMO — MPUTTIAIICHUE.

OdopMHUTH TUCHMO -TIPOCKOY .

OdopMuTh MUCHMO-OTBET \ C TEKCTOM\

OdopMHUTh TUCHMO-0TKA3.

Odopmuts muceMo-TpeOOBaHUE.

OdopMHUTH TUCHMO-IIUPKYJISP.

OdopMUTH TPETEH3UOHHOE MTUCHMO.

OdopmMuTh ITpUKa3 110 OCHOBHOM JESATEIbHOCTH.

OdopMUTB TPOTOKOIL.

OdopMHUTBH COTTPOBOAUTEIBHOE TUCHMO.

Odopmienue akra.

Odopmitenne nmuchbma Mo3ApaBieHHs.

Odopmienne nucbMa-moATBEPIKICHUS.

Odopmienue nprukasza 0 HA3HAYECHUU HA JOJIKHOCTD.

Odopmienue npukasa o NpegoCTaBICHUH OTIYCKOB.

Odopmnenne npukaza 006 yBOJIbHEHUH.

Odopmnenne npukasa nepeBoja Ha Ipyryro padoTy.

Odopmienue npukasa 1o OCHOBHOU JESATEIHHOCTH.

OdopmieHne Npuka3oB Mo JUYHOMY COCTaBY.

Odopmnenue npoTokona.

Odopmnenne pacopsSAUTENbHBIX JOKYMEHTOB.

Odopmienne peKBU3UTOB

Odopmienue cripaBKH.

Odopmitenne cpaBo4YHO-UH(GOPMAIIMOHHBIX JOKYMEHTOB.

Odopmiienne TenerpaMmsl.

Odopmnenue TenepoHOrpaMMBL.

OdopmiieHne MTaTHOTO PACIUCAHUS.

Odopmienust mucbkMa HaIIOMUHAHUS U U3BEIICHUSI.

OdopmiteHns npukasa o HOOLIPEHUHN U B3bICKAaHHH.

OdopmieHust CBOJHBIX MPUKA30B 110 JINYHOMY COCTaBY.

[ToHsiTHE O TOKYMEHTAX.

[TpaBuia moAroTOBKH 0 0(OPMIIEHUS TOKYMEHTOB.

[TpeTeH3MOHHOE TUCHMO.

Perucrpanus 10KyMeHTOB.

PexBuzutsl OP/I.

Pexmiamnbie nucema.

Crny>xeOHble TUChMA.

Cocrasnenue u oopmiieHue aen (JUCTa-3aBepUTes Jiena, JIUCTa U KapThl-3aMeCTUTENS JeNa).

Cocranenue u opopmiieHue aein (00J0KKHU Aesa, BHYTPEHHEH OnucH Jena)

CocraBnenue u opopmiieHHE TOBEPEHHOCTH.

Cocrapnenue 1 o(popMIIEHUE TOKIJIATHOMN 3aHCKH.

CocraBnenue u opopmiieHne HHCTPYKIUH 110 ETIONPOU3BOICTBY

Cocrapnenue 1 opopmiIeHUE 00BICHUTEIHHOMN 3aUCKH.

Cocrasnenue u opopmiieHHE coryiacusi Ha 00pabOTKy MEePCOHANBHBIX JaHHBIX paOOTHUKA.

3.2.3. [IporpaMma NpaKTHYeCKOro 00y4YeHHs

| | CoaepxaHue:
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Tema 1.1. Texnuka 6e30macHOCTH W 0€30MacHOCTh TPYyJla B KOMIIBIOTEPHOM
CoBepleHCTBOBaHME | Kiacce.
TEXHMKH ¥ CKOPOCTH | Opranu3aius pabodyero Mecra
McbMa OtpaboTka TEXHMKHM MUChbMAa: MHCbMO TEKCTOB Pa3IMYHOU
CIIO)KHOCTH;  pelaKkTUpoBaHHEe ©  (OpMATHPOBAHUE, BCTaBKa
00BEKTOB.
Tema 1.2. CoJepxaHue:
Opranu3aluoHHO- Odopmnenne oopasia JOHKHOCTHOW HHCTPYKIIUN
MIPABOBbIE TOKYMEHTHI
Tema 1.3. CoJzepxatue:
Opranu3ainoHHo- CocraBieHnue 1 opopmIIeHHE TOCTAaHOBICHUS
pacnopsUTeIbHbIC | CocTaBineHue U 0hOpMIICHHE IPHKA3a
AOKYMCHTBI Cocranenre 1 0OpMIICHHE BBITTUCKH M3 TTPHKA3a
CocTasiieHue u ohopmiieHHEe petIeHus
Tema 1.4. ConepxaHue:
Undopmaunonno- Cocrasienue u odopmiieHue hakca, TeaeGoHorpamMmmbl
ClIpaBO1HAasA CocTtayieHue u opopmiieHHE aKTa
AOKYyMCHTaILlUA Cocranenue u odopmiienne [IpoTokosia v BEIMUCKH

CocraBnenue u  odopMmieHUe
OOBICHUTEIIHLHOM 3AITMCOK

JOKJIAaTHOM, CIy’)kKeOHOM U

CocraBlieHHE U O(l)OpMJ'IeHI/IC pa3HOBH,HHOCTeﬁ JCJIOBBIX ITHCEM

pabora

Tema 1.5. IIpuknanusie | Conepxanue:
nporpammel MS Office | Coznanme npesenranmy ¢ anumanmei
Tema 1.6. KagpoBas | Conepxkanue:

O(i)OpMJ'IeHI/Ie PE3IOME U COIIPOBOJAUTCIILHOI'O ITMCbMaA.

Odopmiienne Jlnunoii kaprouku padorauka Odopmiienue Gopmbl
BHYTPEHHEN OMUCH JJOKYMEHTOB.

Odopmienune Tpya0BOro 10roBopa

Odopmnenune obpasuoB Ilpukaza o mnpueme Ha pabotry U
00s13aTenbCTBA
0 HepasIJIalleHUH CIyEOHON TaillHbI

Odopmnenne TUTYIBHOTO JHcTa TPpy10BOI KHUKKY U 3aII0OJTHEHUE e
paznenoB. Odopmienue GopMbl KypHajda ydyeTa JBHKCHHS
TPYJOBBIX KHIDKEK U AKTa CHUCaHUsl OJAHKOB TPYIOBBIX KHUKEK H
BKJIAJIBIIIEH K

HUM

Odopmnenune 3asBieHuss o mnpueme Ha paboty OdopmieHue
JOKYMEHTOB O IIepeBOJIe Ha APYTYIO0 padoTy

3.2.4. MeTonnueckne MaTepuaJibl
Tema 1. JlenoBas urpa «Kagpossiii Bompoc». AnkerupoBanue «IIpodeccrnonanbHas

T'OTOBHOCTB).

3anagya: 3HaKOMCTBO ¢ HOBBIMU Tpodeccusmu Ha poiHke Tpyna. [Ipodeccun B chepe

YHpaBJICHUA:
JEIOTIPOU3BOIUTENb,
poeCCHOHOTPAMMBI.

ceKpeTapb-pedepeHT,
JCTIeTYEp,

CeKpeTapb-MaIlIMHUCTKA, AJMUHUCTPATOP TOCTHUHHUIIHI,
COTPYIHUK  chpaBoyHOW  ciyxObl.  CocraBieHue

Tema 2. 3HauecHUE JOKYMCHTAIMOHHOT'O obecneueHust yYHOpaBJICHUA B COBPECMCHHBIX
9KOHOMHYECCKUX YCIOBUAX. OCHOBHBIE TTOHATHS U OIpCaACICHUS. KJ'IaCCI/I(l)I/IKaHI/ISI JOKYMCHTOB.

3agaua:

O3HaKOMIICHHE

ydamuxcsa C HCO6XO,Z[I/IMOCTB}O JOKYMCHTHPOBAHUS
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yIpaBiIeHYecKOl MH(pOpMalKHY, ¢ BaXHOCTHIO MPABUIBHON OPraHMU3alUU JOKYMEHTAIMOHHOTO
ofOecrieueHHss B OpraHU3allMM, YYPEKJIEHUU U Ha MPEANpPUATAH HE3aBUCUMO OT (OopMbl
COOCTBEHHOCTH, C COOTHOIIEHUEM MOHSATHH «HHPOPMALU» U «JOKYMEHT», C MHOrooOpa3ueM
JIOKYMEHTOB; U3YYUTh OCHOBHBIE TEPMUHBI U OIIPEIEIICHHUS.

Tema 3. Dkckypcus B IPUEMHYIO PYKOBOJUTENS

3amaga: 3HAKOMCTBO C TOPSAKOM JIOKYMEHTHOTO OO€cledeHHsl M IMpaBUIaMHU
00cCITy>)KUBaHUS pabOTHI PyKOBOJAUTEIIS.

VYnpaxHeHus u 3aaHus: «AHKeTa», «Bu3uTHas KapTouKa»

Tema 4. Odopmienue pexBu3nTOB. CTHIMCTUKA JENOBON AOKyMeHTaruu. dopmartsl
oymaru u osist 'OCT P. 6 30-2003.

[TpakTuueckas padora: «Iloctpoenue Gpopmyisipa — 006pasiia ¢ YriIoBBIM U MPOI0JIBHBIM
PacIoJIOKEHUEM PEKBU3UTOBY.

3amaga: O3HAaKOMUTH Y4YalllUXCS C OCHOBHBIM HOPMAaTUBHBIM JIOKYMEHTOM,
perjJaMeHTUPYIOIIUM TMpaBuwia OGOpPMIICHHS] YIPABIEHYECKHMX JOKYMEHTOB; (OpMHUPOBATH
HaBBIKH MTOCTPOCHUS MTPOCTEUIIINX JICIOBBIX OyMar U JOKYMEHTOB.

Tema 5. PexkBu3uThH, NOpUlaOIIME€ JOKYMEHTAM IOPUAMYECKYIO cuily. bianku
nokymeHToB. [IpakTrueckas pabora: «AHanu3 GopMyIsipa JOKYMEHTa.

3amaua: O3HAKOMUTH C TMOHSATHEM «PEKBU3UT» U BUAaMU (GopMyispa — oOpasia, ¢
npaBuiIaMu 0(h)OPMIICHHUS! pEKBU3UTOB; Pa3BUBATh IPAKTUKO-OPHEHTUPOBAHHBIC HABBIKU B paboTe
C JOKYMEHTaMH.

Tema 6. TpeboBanus K TEKCTY JO0KyMeHTa. HopMbI opuninanbHOTO CTHIIS.

3amaua: O3HAKOMUTH YUAIIUXCS ¢ BUAAMH OJIAaHKOB, CIIOCOOAMU U3TOTOBIICHUS OJIAHKOB,
¢ TpeOOBaHUAMH, MPEIBIBIIEMBIMU K TEKCTaM O()UIIMAIBHBIX TOKYMEHTOB.

Tema 7. Pe3tome, 3asBiaeHue, aBToonorpadusi, aHkera.

[IpaxTnueckas padora: «CocraBiaeHue aBToonorpadumny.

3anaya: O3HaKOMUTb yUalIUXCsl C BUIAMU JIOKYMEHTALIMH 110 JIMYHOMY COCTaBY, HAYYUTh
COCTaBJIATH ¥ O(OPMIISATE PE3tOME U JIP. JOKYMEHTBI, IIPUKA3bI 110 TUIHOMY COCTaBY.

Tema 8. JlenoBoe mnuceMo. OTuker AenoBoil mepenucku. [IpakThueckas pabora:
«Odopmienue ciykeOHOro MUCbMay.

3amaua: O3HaKOMHTD YYaIMXCsl C BUAAMU CIIy’)KEOHBIX MHCEM, TPEOOBaHUAMHU K TEKCTY
CIIy’KeOHBIX TUCEM, HAyYUTh OPOPMIISTH CIy>KEOHbIE MHChMA.

Tema 9. [Ipuem noceruteneit, neinosas 6ecena. [IpoBeneHne npuemMos.

3anaya: O3HAKOMMTH YyYalllUXCSl C OCOOEHHOCTSIMH PabOTBI CEeKpeTapsi B HMPUEMHOI,
chopMHpOBATh HABBIKK BEACHUS JEJIOBBIX Pa3rOBOPOB.

Tema 10. B3auMooTHOIIEHUSI ¢ PYKOBOJUTENIEM U COCIY>KUBIIAMH, C IOCETUTEISIMHU.
Otuka. PeueBoii atuker. BuzntHas kaprouka. [logapku.

3amaua: CdopMupoBaTh NPEICTABICHWE O BHEIIHEM BHUJE CEKpeTaps, KyJIbType
pabouero MecTa, KyJbType noBeeHus. [IpoBecTy rpynmnoByo JUCKYCCHIO.

Tema 11. VYyeOHble 3aBENCHMSIMU HAYaJbHOTO M CPEAHETO MPOdecCHOHATHFHOTO
00pa30BaHus, KOTOPbIE TOTOBST BBITYCKHUKOB IIKOJI IO CIIELIUATBHOCTH «CEKPETAPhY.

3amaua: [IpoBectn ankerupoBanue «IIpodeccronanbaas TOTOBHOCTHY.
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