;)

MyHHIHIAIBHOE ABTOHOMHOE 001 e00pa3oBaTe/ibHOe yUpeKIeHHe -
cpeaHsisi odmeodpazoBaTeabHas mKogaa Ne 55

AIlM"H;‘i“V\‘
W 06 Cr X,
HQE uge O %

MPUHSATO: : B, %
Y L 0 o\l
[TearorMueckuM COBETOM _ Nt k‘

MAQY - COLU Ne 55

[Tporokon Ne 1 ot «30» aBrycra 2025 1. :/J1.B. L1laepman/

2990 ot /939)} iBrycra 2025 r.

: ? IS
KN 2NN
’g i MC/& ibx“&fb
szwﬂ 4\‘ 1O

OCHOBHAS IPOTPAMMA INPO®ECCHUOHAJIBHOI'O OBYYEHMUW 1
nporpamma npoecCHOHaTbHONW NOArOTOBKH 00y YarOIIHUXCS
o npodeccuu «Cexperapb — aIMUHUCTPATOP»

r. Exkatepunbypr, 2025 roa



OriasJieHue

L. LleneBoii pa3aen 0O6pa3zoBaTenbHOI MPOrpaMMbl IPOPECCUOHATHHOTO O0YUCHHU. ......evvenenneee. 3
1.1, TTOSICHUTEIBHAS BATTHCKA ...cuuveeeueteeitieeniieeeniteeeniteeeiteeebteesatteesaseeesabteesabteesabeeeembeeesnbeesnnseesaneees 3
1.2.. LICTID FI BAMAUM ......uvvvieieeeeeeeeiiieeeeeeeeeeeetitteeeeeeeeeeeaattasaseeaaesaaanssssasasaaeeeeaannsssaeseaaeseesanssrananaeens 4
1.3. Kareropuu oOydatomuxcsi. CpOKU 0CBOCHUS [IPOTPAMMBI .......c.veevevieiieniiieiieeieeiie e 4
1.4. ®opma arrectanuu. JIOKyMEHT 00 OCBOCHHUH [IPOTPAMMBI .........eevvveeeiieeeiieeeiie e 5
1.5. IlmaaupyemMble pe3yJbTaThl OCBOCHHS MPOrPaMMbI TPOPECCHOHATBHOTO 00YUYEHHUS.............. 5
I1. ConepxatenbHblil pa3aen 00pa3oBaTeIbHON MPOrpaMMbl IPOPECCHOHATBLHOTO O0YUYEHHUS ... 8
2.1. Coneprxanue MpoOrpaMMbl TPODECCHOHATTEHOTO OOYUCHUS ....eeuvveeerereeenrreeerreesreeesseeessseeennsens 8
P A (1002 12317 0 1 0 ) < CO R 11
2.3. TeMaTHUYECKOE TTAHUPOBAHUEC. ... ..eeeuvreeenrreernereennereessseeensseeensseesnsseessseesssseessseessseessseessseesnnns 12
[II. OpraHUBAIMOHHBIM PABIIEI ... uuvvreeeruerreeeeaurreeeaanrreeeeassreeeasasseeesassnseeesssssseesssssseeessnssseeessnssseesanns 18
3.1. XapaKkTepucTUKa YCIOBUN PEATUZAIUN TIPOTPAMMDBI .....evveeeeneireeeeirereesenrreeesnnseeeesnnneeessnnnes 18
3.1.1. TpeboBaHUS K KATPOBOMY OOCCIIETCHUEO........eeuvreureenriensreeseensreanseensreenseenssesseessseesseesssennne 18
3.1.2. TpeGoBaHMS K MATEPUATEHO-TEXHUUECKOMY OOCCIICUCHUIO .....eeruvreererreerereeennreeennseeensseeennns 18
3.1.3. TpeboBanus Kk HHOOPMAITMOHHO--METOAUIECKOMY OOCCTICUCHHIO .....vveeeveeeereeeereeeereennnns 18
3.2. KOHTPOJIb ¥ OLIEHKA OCBOCHHUS TIPOTPAMMBI ...c..vvvieniieernireenireenseeesireeesseeesseesssseesnnseesnnseesnne 19
3.2.1. KOHTPOJb KAUECTBA MOJITOTOBKH  ......uuvvreeeauerreeeannrrreessnseeeeessseesssnnsseeesssssseessnssseesssnsseessnnnsns 19
RV @113 (010050 (o7 017 (o1 1 - ¥ B PSR 20
3.2.3. IIporpaMma MPAKTUIECKOTO OOYUCHUS ....veevreerreenureenriensreeseensreesseessseenseesssessseesssesssessnsennne 21
3.2.4. METOIMUECKUE MATEPHATIBI «.vevvreeeennereeeesurreeeannnareesassseeeessseessansseeesssssseessnssseesssnsseessnnnses 22



I. IlesreBoii pazaes o0pa3oBaTeIbHON MPOrpPaMMbl NPO(ECCHOHAIBLHOIO 00yYeHHsI
1.1. ITosicHuTE/ILHAS 3aNIHCKA

OcHoBHast oOpa3oBaTenbHas MNporpaMMa MpoQecCHOHATBHOrO O0ydeHus (nauee -
[Iporpamma) MyHUIIMITATBHOTO aBTOHOMHOTO 00I1€00pa30BaTEIBHOTO YUPEKIACHUS - CPEIHEH
obmieoOpazoBarenpHOi mKOIBI Ne 55 (manee — MAQOY - COLL Ne 55) npennaznadena st
o0ydeHus o0yyaromuxcs B paMKax NpoQeccuoHaNbHON MOATOTOBKH 0 JOJKHOCTH «CekpeTrapb-
aJIMUHUCTPATOP», U pa3paboTaHa B COOTBETCTBHH C HOPMAaTUBHO MIPABOBBIMHU JIOKYMEHTaMH:

—®enepanpubiii 3akoH OT 29 nmekadbpst 2012 roma Ne 273-@3 «O6 obOpa3zoBaHuu B
Poccuiickoit denepanun».

—IIpuka3z MunucrepctBa obpazoBanus U Hayku Poccuiickoit denepanuu ot 18 ampens
2013 1. Ne292 «O06 yTBepKIACHUH TMOPSAAKAa OPraHU3alUHA U OCYIIECTBICHHS 0O0pa30BaTEIHHOM
JeSITeILHOCTH 110 OCHOBHBIM IpOrpaMMam NMpo(hecCHOHAIBHOTO 00y4YeHUs».

— [Ipuxa3z MunucrepctBa npocsemieHust PO or 14 wmions 2023 roma. N 534 "O6
yTBepkaeHnn Ilepeunss mpodeccuit  pabounx, JOMKHOCTEH CIIyXaluX, IO KOTOPBIM
OCYIIECTBIISIETCSl TpodeccruoHanbHoe oOyueHue" (C M3MEHEHHMSMH W JIONOJHEHUSMHU OT 29
depans 2024 rona).

—Enunerit KBTI (UKAITMOHHBIN CIIPABOYHHK OJKHOCTEN PYKOBOJIUTENEH,
CHELHATNCTOB U ciayx)amux (pegakuust oT 9 anpens 2018 roga, B TOM yuclie C U3MEHEHUSIMH,
BcTynuBImUMH B crity 1 utons 2018 roqa).

—IIpodeccronanbhslii cranaapt mo npodeccun «CnenuaniucT Mo OpraHu3aluoOHHOMY U
JOKYMEHTAllMOHHOMY OOECIIEUEHHUIO YMpaBICHUS OpraHu3anuei» (yTBEp)KIeH MPUKa3oM
MunuctepceTBa TpyJia U coluanbHoi 3amuTel Poceniickoit @eneparuu ot 06 Mast 2013r. Ne2761).

[Tox mpodeccrnonanbHBIM 00yYEHHEM IO TIPOrpaMMaM PoPeCCHOHATBHON MOATOTOBKH
1o npodeccusiM pabounx M JOJDKHOCTSAM CITY’KaIllUX TOHUMAeETCs MpodeccuoHaabHoe 00yueHue
JIU1I, paHee He UMEBIINX Ipodeccuu paboyero in A0HKHOCTH CITY>KaIllero.

[IpodeccuonanpHOEe 00yueHHE TO MpoOrpaMmaMm MpodheCcCHOHATBLHON TOATOTOBKH TIO
npodeccusM pabodnx, TOMKHOCTSIM CITY KalIUX HAalpaBJIeHO HA MPUOOPETEeHUE 3HAHUM, YMEHUH,
HABBIKOB, B TOM YHCIIe ISl pabOThI C KOHKPETHBIM 000pYI0BaHHEM, TEXHOJIOTUAMH, MOTyYSHHE
yKa3aHHBIMH JIMIIAMH KBAJIM(UKAUOHHBIX Pa3psioB, KaTETOpHil Mo npodeccuu pabodero uiu
JIOJDKHOCTH CITy>Kalero 0e3 u3MeHeHHs ypoBHs o0pa3zoBanus. Opranusaius npoheccuoHaIbHOTO
O00y4YeHHsI periIaMeHTHPYETCS MPOrpaMMoil MpodecCHOHANBbHOrO OOy4YeHHs, B TOM YHCIE
y4eOHBIM TJIAHOM, KaJeHIapHO-TEMATUYECKUM IJIAHOM, pabOYMMH MTPOrpaMMaMu TUCIUIUIMH U
npodeCCHOHATBHBIX MOJYJICH, pacliucaHueM 3aHATHH U JIOKaJIbHBIMH HOPMATUBHO MPABOBBIMU
akTaMd MyHUIIMNAIBHOTO aBTOHOMHOTO 0O0Ie00pa30BaTeIbHOTO YUPEeKICHUS - CpenHei
obmieoOpaszoBarenbHOM MKONBI Ne 55 (manee - MAOY - COL Ne 55).

OcHoBHBIMU (opMaMH TIPOPECCHOHATBHOTO OOYYCHHS SIBISIOTCS TEOPETUUYECKHE W
npakTudeckue 3aHATHA. OCOOEHHOCTHIO peanu3anui NpopeCCHOHATBLHOTO 00YUYEHUS SIBIISCTCS
CTPYKTYpUpOBaHHE coOjiepaHhe OOyueHHs B aBTOHOMHBIE OPraHU3allMOHHO- METOAMYECKHe
OJIOKU — pa3felbl.

Pazngen — menoctHpI HAOOP MOJISKAMUX OCBOCHHUIO YMEHHH, 3HAHUH, OTHOIIICHUHN U
ombITa (KOMIETEHLUH), OMUCAaHHBIX B (popMe TpeboBaHM MPOPECCHOHATHLHOIO CTaHAAapTa MO
npodeccuu, KOTOPHIM JOJKEH COOTBETCTBOBATh OOYYAIONTUHCS 110 3aBEPIICHUH OOYyUYCHUS
paszena, u MpeACTaBIAIONNI COCTaBHYIO YacTh Oosee o0Imel pyHKINN.

Pazgensl popMupyroTcs Kak CTPYKTypHas €IWHHUIIA YYEOHOro IjiaHa Mo Mpodeccuu;
KaK OpraHM3allMOHHO-METOJMYECKas MEXKIUCLUUIUIMHAPHAS CTPYKTYpa, B Buae Habopa pa3HbIX
TUCIUIUINH, OOBbEIMHSAEMBIX 10 TEeMAaTUYECKOMY IPU3HAKy 0a30i; WM KaK OpraHM3alHuOHHO-
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METO/IMYecKas CTPYKTYpHasi eIMHUIIA BpaMKax MpodeccCHOHaIbHON mporpammbl. OOydeHue 1o
IporpaMMme MpearnoiaraeT NpoBeJACHUE aTTECTallUd — MO OKOHYAaHUIO Y4eOHOTO MOJYroaus U
y4eOHOT0 T0/1a MPOBOAUTCS MIPOMEKYTOUHAs! aTTeCTalllsl, 00ydeHHe 10 IPOrpaMMe 3aBepIaeTCs
WUTOTOBOM aTTecTaruei B hopMe KBaTN()UKAIMOHHOTO IK3aMeHa.

[Iporpamma TeopeTHUECKOro OOy4YeHHs COCTaBJIEHA C Y4YE€TOM 3HAHHM, MOTy4YEeHHBIX
oOywaronuMucs B 00ImIeoOpa3oBaTeIbHOW IIKOJE, W TPEeayCMaTpuBaeT MPUOOPETCHHE
TEOPETUYECKNX 3HAHUHM, HEOOXOIUMBIX CEKpEeTapro - aIMHHHCTPATOPY MAJs TMPAKTUYECKOM
paboTHI.

XapakTepucTiKa npogeccuu:

Cekperapb — 3TO CHELHAIUCT, KOTOPBIA JOHKEH 00JafaTh JEJIOBBIMU KauecTBaMH,
KOMMYHHUKa0eTbHOCThIO. Cekperaph BeIeT BeCh JOKYMEHTOOOOPOT OpraHHM3allld, HUCIOJb3Ys
KOMIIBIOTEPHYIO TEXHHKY, OCYLIECTBIISET IEJIOBYIO MEpPENUCKy, KOHTPOJIUPYET HCIIOTHEHUE
JIOKYMEHTOB, TOTOBUT JOKYMEHTBI K CJaye Ha apxXuBHOe XpaHeHHe. CekpeTrapb NIaHUPYET
pabounii eHb PyKOBOAUTEINS, CTEHOTpaUpyeT COBEIIaHUs U IEPETOBOPHI, OPraHU3YyEeT BCTPEUH,
npecc- KOHPEPEHIINH.

Ha3nauenue npogeccun:

Brimonnenune pa60T MO0 OpraHHU3allMOHHO-TCXHUYCCKOMY O6GCH€‘-I€HI/IIO ACATECIIbHOCTHU
aJMUHHUCTPATUBHO-YNPABICHUECKUX  MOJApa3JeleHuid (pyKOBOAMUTENEH  Ppa3sHOrO  YPOBHS,
pabOTHHUKOB aJMUHUCTPAllMM W Jp.) B OpraHU3aLUAX, YUPEKIEHUSIX, MHHHUCTEPCTBAX,
BEJIOMCTBAX, MPEINPUATHAX, GPUpPMaX pa3HOTO MPOPUIIS ACATEIHHOCTH U (POPM COOCTBEHHOCTH.

1.2. llean u 3apaun

Leas mporpammsl — npodeccruoHanbHas NOAroToBka obydatonmxcsis MAOY - COLI
No55 mo mpodeccun «Cekperapb-aAMUHUCTPATOPY.

OCHOBHBIMU 32/1a4aMHU NPOrPAMMBI SBJISIFOTCS:
-bopMHUpoBaHUE y OOYYaIONMUXCS COBOKYIMHOCTH 3HAHUH M YMEHHH, HEOOXOIUMBIX IS
OCYILECTBIICHUS] TPYAOBBIX NEHCTBUH M TPyAOBBIX ¢GyHKIMHA 10 npodeccun «Cekperapb-
aJIMHUHHCTPATODP»;
-pa3BUTHE y OOYyYaloIUXCd MOTHUBUPYEMOH NOTPEOHOCTH B MOJYYEHHH BOCTPEOOBAHHOM
npodeccuu, B OpraHu3aliy CaMO3aHIATOCTH Ha PbIHKE TPYAa;
-OKa3aHue OO0yYalomUMCs TPaKTHKO-OPUEHTUPOBAHHONH TIOMOLIM B  MPO(hEeCCHOHAILHOM
CaMOOTIPE/ICIICHUH, B BEIOOPE MyTH MPOAOIKEHUS TPOPECCHOHATBHOTO 00pa30BaHUsI.

OOyuaronmmmces, yCIENIHO CAABIIMM KBaIU(UKALMOHHBIM 3K3aMEH 10 pe3ysbTaTaMm
NpoeCCHOHAIBHOTO ~ OOYYEHUs, BBIIACTCS  CBHJACTEIBCTBO  YCTAHOBJIIGHHOTO  OOpasIia.
OOyuaromiuecs, He CAABIINE KBATN(UKAIUOHHBINA 3K3aMEH, MOIYYaroT CIIPABKY YCTAaHOBJICHHOTO
obpasria.

Bun skxonomuueckoit gearenbHocTH (kox OKB3BJ[) 82.11 - JledarenbHOCTh
aJMHUHHCTPATUBHO-X035IIICTBEHHAsI KOMITJIEKCHAs IO 00eCIIeYeHHI0 pabOThl OpraHU3alNH.

B yueOHOM mporecce HCHOIB3YETCsl MaTepUalbHO-TEXHHUYecKas 0a3a M KaJpoBbIE
pecypcel MAOY - COII Ne 55

1.3. Kareropuu ody4yaromuxcsi. Cpoxu ocsoenust IIporpamMmmbi

Kateropuss oOyuamommuxcsi. [Iporpamma mpodeccnoHalTbHOTO OOY4YeHHS IO
npodeccun «CekpeTapb-aIMUHUCTPATOP» aJpecoBaHa JHUIlaM, HMMEIOIIMM OCHOBHOE o0Iee
O6paBOBaHI/Ie, BKJIFO4as JIMI ¢ OTpaHUYCHHBIMU BO3MOKHOCTAMU 300POBbA U MHBAJIMJHOCTBIO.

®opma 00yyeHUs, NpUMeHsieMble B paMKa o0y4deHus no Ilporpamme — ounasi, ouHo-
3ao4Hast, 3aouHas. Kaxnas uz Gopm oOyueHUsT MOXKET YaCTUYHO Pearu30BaHa C MPUMEHEHUEM
JTUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTUN U 3JIEKTPOHHOTO 00yUYEHHUSI.



Cpok ocCBOeHHSI NPOrpaMMbl, PeKUM 3aHATHH: CpOK ocBoeHus IIporpammbl
npodeccuoHaibHOr0 00y4yeHus1 o mpodeccuu «CekpeTapb-aIMHHUCTPATOP» CoOcTaBisieT 1,5
roja.

O6miee komruecTBO yacoB 1o [Iporpamme: 108 gacos.

U3 Hux:

- 1 rox oOyvenus — 72 yaca

- 2-i1 ron oOy4deHus — 36 yacos

Pexxum  3ansTmii. Pexum  3aHATHI  ompedenseTrcss  CTPYKTYpol — y4eOHOro
(TeMaTH4ecKoro) TIaHa U PacluCaHueM 3aHSTHH.

3aHaTHe: 2 akaIeMUYECKUX Yaca ¢ MepepbiBOM 15 MUHYT.

HpO,Z[OJDKI/ITeJIBHOCTB OAHOI'0O aKaAEMHUUYCCKOIo yaca COCTaBJISACT 40 MUHYT.

[Tepuoauunocts: 1 pa3 B HEOEMIO.

1.4. ®opma arrectanun. lokymeHT 00 ocBoenun Ilporpammsl
dopmMa UTOTOBOM aTTECTAIMN — KBATM(DUKAITMOHHBIN SK3aMEH.
Kpanudukanus, npucBauBaeMasi BbIIyCKHHKAM 00pa30BaTeJIbHOI NMPOrpaMMBbI:
CEKpeTapb —aIMUHUCTPATOP 3-€ro paspsna.
BoitaBaemblii JOKYMEHT — CBUCTEIHCTBO YCTAHOBICHHOTO 00pasiia.
CootrBeTcTBHE ONHCaHMWS KBWIM(UKAIUMU B MNPO(ECCHOHANBHOM CTaHAapTe C
TpeOOBaHUAMH K pe3yJibTaTaM MOATOTOBKU MO MPOrpaMMe MpodecCHoHaIbHOTO 00yUeHUs

00001eHHbIE TPYA0BbIE (PYHKIIMHU TpynoBbie pyHKIIUU
KOJ | HauMEHOBaHHUE YpOBEHB HAaUMEHOBAHHE KOJI YpOBEHB
KBTH(PUKAIIH (ToTypOBEHB )
KBATU(UKAITUT
A |OpranuzanmuoHHoe 3 [Tpuem u pactpenenenue | A/01.3 3
obecrieueHune TeneOHHBIX 3BOHKOB
ACATCIbHOCTH Opranuzanus A/02.3 3
Opranusalin paboOThI C MOCETUTETISIMU
Brimonaenue A/03.3 3
KOOPJIUHUPYIOLINX U
obecreynBaOmUX HyHKIHHA

1.5. Ilnanupyemble pe3yibTaThl 0OCBOCHHS POrPaMMBbI NPOGecCHOHATBHOI0 00y4eHH
OcHoBHass  menb  BUJA  HPOQECCHOHATBHOM  JESITEIbHOCTH:  pealn3alus
oOecrieunBarOmUX (YHKIMI yHpaBiIeHUs OpraHU3alMel; BHEAPEHHE JYYIIMX TEXHHUYECKUX
pa3pabOTOK M HOBEHIIIMX TEXHOJOTUM B OOCCIICUCHHE YIIPABICHUS OpraHu3aIuei.

OnpenesieHne pe3yjbTaTOB OCBOCHUS NMPOrpaMM NMpohecCHOHATIBLHOI0 00y4YeHHusl Ha
OCHOBe NPo¢ecCHOHATBHOTO CTAHAAPTA

IIpodeccnonanbHbIN IIporpamma npogdeccuoHaIBLHOr0 00yuYeHust
CTAHJAPT

By npodeccunoHanbHOM OpraHu3zalluOHHOE | JOKYMEHTAIlMOHHOE oOecrieueHne

e TeIbHOCTH VIpaBIEHUST OPTaHU3AMUSIMH JTHOOBIX OPraHU3alMOHHO-TIPABOBIX
bopm

O06001IeHHas TPy IOBast OpranuzannoHHOE O0ecTieueHUE NeSTeIbHOCTH OpTraHN3aIluu

byHKIHS

TpynoBas pyHKUIUSA [Tpuiem u pactipenenenue TeneOHHBIX 3BOHKOB OpraHu3aluu
Opranuzanus paboThI C TOCETUTEISIMHI OpPraHU3aluN
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BoInosHeHNEe KOOPIMHUPYIONINX U o0ecreynBaomux GyHKIui

TpynoBoe neicTBre

[lepenanpaBienue TeneOHHBIX 3BOHKOB  PYKOBOJICTBY M|
COTPYIHUKAM OpraHU3alu1

Perncrpans nocTynaromux TeaeOHHBIX 3BOHKOB

[lomyyenue  HeoOXxoammoi  wHPOpMAMK W Tepenaya)
CaHKIIMOHMPOBAHHOM MH(OpMAIK 1o TesnedoHy

Bcrpeua mocerutenel, MojdydeHHE TMEPBUYHON HHQPOPMAIMH O
I[IOCCTUTCIIAX n IIOMOIIIb B OopraHu3anuun ux nmpueMa
YKOBOJIUTEJIEM U COTPYJHUKAMU

BeneHue )xypHasia yuyera HoCeTUTeNen

Yuer mocerureneil 1 opopmIIeHHE IPOITYCKOB

CojmelicTB€  OTMEPAaTUBHOMY  PAaCCMOTPEHHMIO  TIPOCBO W
MPEJI0KEHU N TTOCETUTEIIECH

[IpueM u mnepenada JOKYMEHTOB IOCETHTENIEH DPYKOBOJCTBY H
COTPpYAHUKAM OpraHu3aluu

Opranuzanys 1 OpOHUPOBAHUE NTEPETOBOPHBIX KOMHAT

CepBupoBKa yaitHOro(koheriHoro) croa B oduc

[IpurotoBneHne HanUTKOB (4ai, Kode, MPOXIAAUTEIHHBIE
HAIITKH )

Benenune )xypHasia pa3be310B paOOTHHKOB OPTaHU3aINH

Koopaunaanus paboThl Kyphe€pOB U BOJIUTENICH OpraHu3aIuu

Benenne kypHaia pa3be3qoB KyphepOB OpraHu3aldud U
MapuIpyTOB BOJAUTENCH

CocTaBieHHE CIIPaBKU O pa3be3lax paOOTHUKOB, KyphEpOB W
MapuIpyTax BOAMTENEH OpraHU3alH

Y Mmenune

lcrionb30BaTh TEXHUYECKME M NIPOrPAMMHBIE CPEICTBA JIS
MPOBEJICHNS TOJIOCOBOW WIJIH BHJI€0-KOH(DEpEHII-CBsI3N

Mcronp30BaTh CpelcTBA KOMMYHHUKAIIMOHHOM OpPTTEXHUKU JJIs
MoJIyuyeHus: U nepepadu nHbopMauu

Bectu ydeTHble perucTpanvoHHbIE (OPMBI, HCIOIB30BaTh HX|
11 “HGOPMaITMOHHOM paboThHI

YcTaHaBnuBaTh KOHTakKT C COOECEIHUKOM, TOJICPKUBATh H
a3BUBATH JIEJIOBYIO Oece/ly B poliecce TeIe)OHHBIX MTEPErOBOPOB

CriaxuBaTh KOH(l)J'II/IKTHBIe n CJIOJKHBIC CUTyalluH|
MEKJIMIYHOCTHOTO B3aUMOICHCTBIUS

Co0mr01aTh CITYKEOHBIA ATHKET

OO0LIATHCH C IOCETUTEIISAMU

llcrosnb30BaTh  yCTAHOBJIEHHBIE IIpaBWJIa U IIPOLIEYPBl
KOMMYHHMKAlMM BHYTPH OpPraHU3aLUN

Bectu yuetHbie GOpPMBI, HCIIOIB30BATH UX JJIsI paOOTHI

Co31aBaTh IOJIOKUTENBHBIA MMUIDK OpPraHU3alud, IPUHUMATH
MEpBI 110 pa3pelIeHNI0 KOH(DINKTHBIX CUTYalui

[TprmMeHsTh MH(OPMAIIMOHHO-KOMMYHHKAIIMOHHbBIE TEXHOJIOTHI

O6ecneynBaTh KOH(OUICHIIUATLHOCTH MHPOPMAIUH

CocCTaBJISITh U BECTH YUCTHLIC JOKYMCHTEIL

[[puMeHATD cpenacTBa KOMMYHUKAIUU ISy
repenayu MOpYyYECHU PYKOBOJIUTEIIS U COTPYJIHHUKOB
OpraHu3aIn

[ [puMeHATh COBpEMEHHBIE CpeICTBa cOOpa, 00padOTKH U Mepeaavn

uHbopManun




OHGHI/IBaTI) PE3YJIBTAThI B paMKaX NOCTABJICHHBIX 3aaa4

OCyIIECTBIISITh KOHTPOJIb UCIIOJHEHUS TOPYYEHUH PYKOBOIUTEILS
COTPYAHUKAMU

SHaHue

DyHKINHY, 33]1a4, CTPYKTYPa OpraHu3alyu, €€ CBsI3H

[IpaBuiia  B3aMMONEWUCTBUS C IIApTHEpPaMH, KIMEHTaMH,
CpeACTBaMHU MAacCOBOM MH(OpMaLIUU

DTHKA IEJT0BOr0o OOIEHNS

[IpaBuiIa peueBOro ITUKETA

TpeGoBaHMs OXpaHbI TPy

[ IpaBuia 3ammThl KOHPUICHITMAIBHON CITY)KeOHOM nHpOopMaIuu

[IpaBuiia opranu3anyy npueMa roCeTUTeIen

[IpaBua nemoBoro o0IIeHUS

CTpykTypa  OpraHuM3allMid © pachpelencHue  (QyHKImid
MEXKY CTPYKTYPHBIMH TOJIPA3ICICHUSIMU U CIICIUATACTAMHA

[TpaBuiia opranuzanyu NprueMoB B odrice

[TpaBusa cepBUPOBKH YaifHOTO (KO(EHHOT0) CTONA

HpaBHna IIPUI'OTOBJICHHA U ITOJA4YH I'OPAYNX HAITUTKOB U 3aKyCOK K|

HHUM

Conepxkanue TporpaMMbl TTPOGECCHOHATLHOTO OOYYEHHUsT OIpEIeNseTcss Ha OCHOBE

TpeboBaHU

npo(eCCHOHANBHBIX ~ CTAaHAAPTOB (IPH  HAIMYUU) WIH  YCTaHOBJICHHBIX

KBATH(UKAIIMOHHBIX TPEOOBAHUIA.



I1. Conep:katesibHBIN pa3aes 00pa3oBaTe/JbHOM NPOrpaMMbl NPo¢ecCHOHATBHOTO0
o0yueHust

2.1. Conep:xanue nporpaMMsbl Npo¢ecCHOHATBHOT0 00y4eHHU s

Paznen I. O0menpodgeccuoHaabHbINH MOYJ/Ib

1.1. OcHOBBI peJaKTHPOBAHNS JOKYMEHTOB.

Teopus. KynpTypa uyenoBeka u KynbTypa peud. OCHOBHBIC (YHKIUU S3bIKA.
B3anmocBA3b KyJnbTypbl 4Y€JIOBE€Ka M KYyJbTYpbl pedd. HopmaTUBHBIN, KOMMYHUKATUBHBIA M
OTUYECKUN aACIEKThl pEe4YeBOU KyJbTYpbl. OYHKIUOHAIBHBIA CTHIM PYCCKOI'O JIUTEPATYPHOTO.
Crwimn peun. OCHOBHBIE U€pThI, OCOOEHHOCTH W TPHU3HAKU Bcex cTuieil. HopMmbl pycckoro
peuesoro stukera. Opdosnus, opporpadus.Cuntakcuc U nmyHKTyaus. [IpuHIuUne 1 GyHKIUN
pycckoi myHKTyanuu. CMBbICTIOBasi poJib 3HAakoB mpenuHaHusA. CriocoObl oOpMIICHHS UYKOM
peun.

[IpakTuka. Hanmucanue TekcTa noj IMKTOBKY. AHAJIN3 TEKCTA. PelakTupoBaHKE TEKCTA.

1.2. Jle;ioBasi KyJbTYypa.

Teopusa. Umumx cekperapsi-aAMUHHUCTpaTopa. JIMYHOCTH cekperaps W €ro poyib B
JeATETbHOCTH COBPEMEHHOUW opraHuzauuu. J{OJDKHOCTHAs MHCTPYKUHMS. JleaoBble U JIMYHBIE
kKadecTBa cekperaps. [lenoBas xkenumHa-podeccronan. Paboyee MecTto cekperaps. ITHKET B
ciykeOHbIX OTHOmeHusX. KoprmopatuBHas KynbTypa, (UPMEHHBIH CTHIb OpTraHHU3AIlHH.
CnyxeOHast BepTUKaIb (OTHOIICHHUsS B cucteMme «PykoBomurens- momunHeHHbIN). CioyxeOHas
TOpPU30HTAIb (OTHOILIEHHE B CUCTeMe KoJulera- kojuiera). CiykebHas cybopaunanus. Hopmel u
IpaBUjIa OTHOIIEHUI COTPYJHUKOB C MPEICTAaBUTEIMA CTOPOHHHUX OpraHU3alui, TapTHEPAMH,
KIueHTamu, oceturensmu. CyOopauHaims. DMOIMOHATBFHO- HEUTPaIbHBINA JETOBON XapakTep.
KonduaeHmaibHOCTD.

IIpaxTuka. JlenoBas urpa: «Opranuzanus COBEIIAHN

1.3. OcHOBBI 1€JI0NIPOU3BOACTBA

Teopusa. JlokyMeHTalMOHHOE  OOECIEYCHHE  yIPABJICHUYECKOW  JCATEIHHOCTH.
Cekperapb B CTpYKType ympaBieHus. HopmartuBHO-meToauueckas 0asza JelONMpPOU3BOICTBA.
OcHOBHBIE TEPMUHBI BACIOMPOU3BOACTBE. 3aaun  JCIONPOU3BOACTBA.  IpeboBaHuE K
odpopmiiennro nokymeHToB Ha ocHoBel OCT. JlokymeHTHpOBaHue. JJoKyMeHT, BUIbI JOKYMEHTOB,
ux knaccudukanus. PekBu3uThl AokymMeHTOB [IpakTuka. AHATUM3  JOKYMEHTa, MPHHIIUI
NoCTpoeHus. bnaHku JAOKyMEHTOB. PekBU3UTHI JOKyMeHTa. JIOKyMEHTHUpOBAaHHE, BUIbI U
crocoObl. TpeOoBaHMUS K TEKCTy NOKYMEHTa. TpeOoBaHUS K HM3TOTOBJICHHUIO TOKyMEHTA. 3ayeT
«HopMaruBHO-MeTOAM4YEeCKass 0a3a  JENONpPOM3BOACTBA. TpeboBaHME K  OPOPMIICHHUIO
JIOKYMEHTOB.

1.4. Texnuka mammuHonucu. Pazgea Ne 1 «Caenoii» necsitunajnbueBblii MeTO/
neyatu Ha [IK. Teopus.

OCHOBHbIE TPUHIUIBI «CIEMIOT0» JECATUNANIBIIEBOTO METOJA MeYaTH Ha NUIIyIien
Mamake u [IK. [lo3unum mnanbieB Ha kinaBuatype. JOKyMEeHT, BHIBI JOKYMEHTOB, HUX
KJaccupuKarus.

PexBu3uThl nMOKyMeHTOB. 3Haku mpenuHaHus. Apabckue nudpsl. KonudyecTBeHHBIE,
MOPSIIKOBBIC YyncIuTenbHbIe. Hymepanus myHkToB. Pumckue nudpel. Hanucanue nat

[Ipaktuka. Odopmienue AOKyMeHTOB. IledaThb  ACCATHNAIBLIEBBIM  METOIOM.
Odopmnenue rpanui.Ilons qokymeHToB. Y cranoBka nojiei. [Ipaktudeckue 3aganus. «OTpaboTka
nevary Ha kiaBuatype. Habop texctoB» «Odopmienue nokymeHToB. [leuaTs necaTunanbleBbiM
METOI0M». 3ayer.

1.5. Texuuka mammHonucu. Paznen Ne 2. U3yyeHue TeXHUKH MeYaTH

Teopus. OcBoeHUE IPHUEMOB TEXHUKH MHCcbMa. OO0paboTKa KpUITOTPaMM TJIaCHBIX OYKB.



OdopmiieHne 3arojOBKOB M T0/13arojioBKOB. Hymeparusi crpanuil. TeKCTOBBIE COKpaICHHUS.
[Ipssmast peub, nurarel. OdopMiecHHE NpUMEUYaHU, NpuiIoKeHui. McmpaBiaeHue OMMOOK.
Ucnpasnenne ommbok Ha ITK O6paboTka kpunTorpamMm OYKB OCHOBHOM IMO3UIIMM MAJIBIEB.
Kpunrorpammsl TiiacHbix OykB. Iledarth CIIOTOB «corjacHasi — TJlacHas - 2 COTJIACHBIX»; «2
COTJIACHBIX - TJIACHAS - COTTIaCHAas», padoTa CO CIOTAMHUTHIIA - «COTJIACHAS - COTJIacHAs TTIacHasy.
KpunrorpamMmsl 0CHOBHOM MO3UIMH NaibileB. O0padoTka KpuntorpaMm OYKB BCeil KJIaBHATYPHI.
[Teyarp cnoroB, meyaTh ABYX - U TPEXOYKBEHHBIX KOHEUHBIX OykBocoueTaHuil. OdopmiecHue
MAaIIMHOMUCHBIX paboT. Tabmuubl. OdopmiieHHE U U3TOTOBIEHUE TAOIMYHBIX (OPM JOKYMEHTOB.
[TpaBuiia BBIMOTHEHUSI CIOKHBIX TaOIHIL

[Tpaktuka. PaboTa ¢ TekcToBBIM noKyMeHTOM. HaGop Tekcra mom nukToBKY. PabGora ¢
tabmuamu. OdopmiieHHe U U3rOTOBIICHHE TAOINYHBIX (OPM JTOKYMEHTOB.

1.6. Texuuka mammHonucu. Pazaen Ne 3. Ckopocth neyaTu

Teopus. Onpenenenue ckopoctu nevatu. CKOPOCTh MevaTu U kadecTBo padot Ha [1K.
[Tpaktuka. Habop Tekcra Ha ckopocTh. KauecTBeHHBIN HAOOP TEKCTA.

Pazgea II. ABTomaTuzanusa OY

2.1. OducHoe odbopynoBanue.

Teopusi. OpranuzanmoHHas TEXHUKA. BUIbI U yCTPOMCTBO OpraHU3allMOHHON TEXHUKHU.
Kcepokc. ®akc. Ilpunrep. Cxanep. IlepcoHanbHblii KoMmmblOTEp. MynbTUMEIUNHHOE
ob0opynoBanue. [leyatHoe M MHOXUTENbHOE 00OpyIOBaHHE. J[eMOHCTpAalMOHHAs TEXHUKA.
Cucrema cBsi3u. Mynbrumenua. CkaHUpOBaHUE U300paKEeHUH.

[Tpaktuka. Pabota ¢ oprrexnukoii (opucHbIM 000pyaoBanuem). CKaHUpOBaHUE

2.1. DaekTpoHHBIi oduc.

Teopusa. OdwuchHple npunoxeHus. J[omoJHUTEIBHBIE BO3MOXKHOCTH. AMIIEPAaHTHOE
o0ecrieyeHne MEPCOHATBHOrO KommbioTepa. OmepanuonHas cucrema Windows. CiyxeOHble
nporpammbl. TekcroBbiii pegaktopMS Word. Pemaktop snmektponHbix Tabmuim MSExcel.
[Iporpamma MSPowerPoint. TectoBsiii pemaktop MS Word. 3anyck u Hagasio pabotel. BBoau
penaktupoBanue Tekcra. PopmarupoBanue Ttekcra. Odopmienue crpanun. OdopmieHue
JIOKYMEHTOB C TOMOIIbI0 Tadyinsapa. OdopmieHue OJIaHKOB JOKYMEHTOB. MEHIO M OCHOBHBIE
nousatuss MS Excel. DOnextponnas Ttabmuna. 3HakomctBo ¢ 3kpaHoM MS Excel. Ilanenu
nHctpymeHToB MS Excel.BBog u pemaktupoBaHue naHHBIX. AHalW3 W 00paOOTKa TaHHBIX.
[Ipesentanus MS PowerPoint. Bosamoxxaoctu MS PowerPoint. Crnaiingel. Pabora ¢ Texcrom.
DNEKTPOHHBIETOKYMEHTHI M UX XpaHEHHE. DKCIepTU3a IIEHHOCTH T0KYMEHTOB.

[Ipaktuka. Pabota ¢ Ttabmuuamu u rpadukoit. Odopmienue npeseHtanuu B MS
PowerPoint.

Paznen I11. [IpodeccnonanbHbIi MOAY b, [€/10NIPOU3BOACTBO B OPraHU3alNH

Teopusa. CocTaB yNpaBI€HYECKUX JOKYMEHTOB opraHuzanuu. OpraHu3aliMoHHbIC
JTOKYMEHTHI PacmopsiautensHbie TOKyMEHTH. MHGOpMAnmoHHO - CHpaBOYHBIE JOKYMEHTHI.
JenoBas nepenucka. [IpaBuna odpopmieHus, CTpykTypa U BUIbI ASTOBBIX MHUceM. JJoKyMeHTalust
0 JOTOBOPHBIM MpaBOOTHOIIeHUsAM. OpraHuzanusi paboTel ¢ JoKymMeHTamu. OpraHuzanus
JTOKyMeHTooOopoTa. Peructpanus nokymeHToB. Tekyliee XxpaneHue 10KyMeHToB. HomeHknarypa
nenn. ApXWBHOE XpaHeHUEe NOKyMeHTOB OCHOBHBIC PEKBU3HUTHI M TpeOOBaHUS K O(QOPMIICHHUIO
noroBopoB. JlokymeHTsl mpenanpusatus Kiaccupukamus JTOKYMEHTOB — YIPaBIEHYECKOM
nearenbHOCTU. YcTaB. Ilonoxkenus. llltarHoe pacnucanue. [IpaBuia BHYTpEeHHEro TPYAOBOTO
pacnopsanka. Yka3zanus. [locranoBienus. [Iprkassl M0 OCHOBHOW JA€SATENbHOCTH. Bhimucka u3
npuka3oB. Paciopsikenue. Pemenue. [Iporokon (monuerit u kpatkuii). Akt. CripaBku. JlokimaaHas
3amrcka. OObsSCHUTENBbHAS 3amucka. Tenerpamma, TenedoHorpaMMa. PeKBU3HWTHI MHUCHMA.
[Tucemo-tipocnba. Ilucemo-otBet. IlpurnacurenpHoe mnucbMo. COMPOBOIUTETHLHOE THCHMO.
[Tucemo - coobOmenue. Ilucemo-orkas. KpegutHeiii goroop. [loroBop xpanenwms. JloroBop
nocraBku. JloroBop npokara. Kommepueckuit jorosop. [Tonstue "nokyMmeHTOo000pOT" M pa3BuTHE
€ro HOPMaTUBHOW METOAMYECKON perjaMeHTaIlii. XapaKTepUCTHKa JOKYMEHTO000pOoTa. DTambl
JIBUKCHHUS U TIOPSATOK 00paboOTKM MOKYMEHTOB. Pabora ¢ BXOAAIIUMHU JOKYMEHTaMHU. OTallbl
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00paboTKN TOKYMEeHTOB. KOHTpOJIb MCTIONHEHUS JOKYMEHTOB. Perncrpaiust JOKyMEHTOB, BUIBI
peructpauuu. OnpeneneHue cpokoB xpaHeHus. [lopsmok Beimauum gen. IloaroroBka nen u
nepenaya B apxuB. @opma onucH U akTel. [lepenaua nen B apxuB. PaboTa ¢ KoHpUIEHIMATHHBIMH
JIOKYMEHTaMHU

[Tpaktuka. CopTupoBKa JOKYMEHTOB Mo Kiaccupukanum». COCTaBICHHE IITATHOTO
pacniucanusi. Pabora ¢ pacnopsnutenbHbBIMU JToKyMeHTaMu. CocTaBieHHE WH(POPMAIMOHHO -
cnpaBo4yHoi nokymeHtanuu. Odopmiienue nenoBeix nuceM. OdopmiieHuE TUTIOBBIX JOTOBOPOB.
PabGoTta ¢ ucxomsmumu W BHYTPEHHUMH JokymMeHTamMu. OdopmiieHHe HOMEHKIATYPhI IEl.
OdopmieHne TOKyMEHTAIUU JJIs apXUBa.

Paznen IV. Cnennansnblii Mogyab. KaagpoBoe o0ecnieuenne

Teopusa. TpynoBoii komekc P®. Tpynooit moroBop, ero 3akmtoueHue. OdopmiaeHue
TpyZA0BOro aoropopa. CTpyKTypHBIN NPUKa3 M0 MPEINPUATHIO. 3HAUEHUE TPYI0OBOrO JOrOBOpA.
3akJIl0YeHrue TPYJIOBOrO0 JOTOBOpAa Ha ONPEACICHHBIA M HEONpEeNeIeHHbIH CpoK. OCHOBHBIE
PEKBU3UTHI TPYAOBOTO 10roBopa. TpyAoBbIe ITpaBa 1 00s13aHHOCTH paboTHUKOB. [lopsiiok mpuema
Ha paboTy. JIokyMeHTHI TTpu TIprieMe Ha padoTy. ABToOnorpadus. XapakTepucTuKa. 3asiBICHUE.
Pestome. IIpuka3 o npueme Ha paboty.Ilpocroii u cnoxuslit npukas. TectupoBanue. IlepeBos Ha
npyryto pabory. Ilpekpamienue TpymoBoro goroopa. [Ipukasbl 0 MOOLIPEHUH W HANOKEHHUH
B3bICKaHM. JInyHas kapTouka, mopsAaok opopmieHus nuxpanenue. Ilopsnok BeaeHUs TPYyIOBBIX
KHIDKEK. BefieHue NUYHBIX [1€7, OCHOBHBIE JOKYMEHTHI.

[TonroToBka IOKYMEHTOB K apXWBHOMY XpaHeHuto. I[leHCHOHHBIH QoHA: craua
OTUYETHOCTH U TOKyMeHTe 1Sl ohopmieHus neHcuu. OdopmieHre apXUBHBIX CITPABOK.

IIpaktuka. CocrtaBieHue TpyaoBoro noroopa. CocraBieHHE NMPUKA30B. 3alOJHEHUE
JIMYHOM KapTOUKHU. 3amoJHEHUE TPYyIoBbIX KHUkEK. CocraBieHue oryeTHOCTH. CocTaBiieHUE
npukaza. CocraBienue akta. CocraBienue MHcTpykium.

Paznea V. Koncyabranuu
Koncynbramuu npoBogstes i odydaronuxcs o [Iporpamme B TeueHue BCero nepuoza
00y4eHus 1 110 utoram 1 roga oOy4deHus rmepes] mpoMexKyTouHoM aTTectanueid. Koncympranum mo
U3YYCHHOMY MaTepHaly, MPOoI0JDKEHUIO MPO(hecCHOHATLHOTO 00pa30BaHUs, TPYIOYCTPOIMCTRY.
[TonBeneHMe UTOTOB TEOPETUUECKOTO 00yUeHUs (Oecena, TECTOBBIM KOHTPOJIb H JIp.)

Pa3gen VI. Atrecranus
6.1. IIpomexyTouHas arrecTauus. uddepeHpoBaHHbIii 3aueT
6.2. MHroroBasi arrecramms. ATrecTanus OOYYalOIIUXCSA B COOTBETCTBHH C
npodecCHOHATBLHBIMU TPEOOBAaHUAMH M KBaIM(PUKALMOHHOM XapakrepucTukoi «Cekperapb-
aJIMAHUCTPATOPY.
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2.2. Y4eOHBIH IJIaH

B y‘-Ie6HOM IJ1aHE 0T06pa)KaCTCSI JIOTUYCCKasA MoCJICA0BATCIIbHOCTL OCBOCHUA PAa3/CiIOB,

obecrieunBaronux GopMUPOBAHNE KOMITCTCHIIHH.

VkaspiBaeTcs o011as TpyJ0EMKOCTb Pa3/IeNoB, MOAYJIEH.

Ne /it HaumenoBanue paznenon Bcero B Tom uncne ®dopma
4acoB | Jlekumn | Ipaktika | Camoct.paGota |  KOHTPOJIA
1 rox o0y4enus
1. Oo0menpodeccHoOHAILHBIIMOIYJIb 42 16 22 4
1.1.  |OcHOBBI pelakKTUPOBAHUS JOKYMEHTOB 8 4 4 - TectupoBanue
1.2.  |[denoBas KyjiabTypa 2 2 - - JlenoBast urpa
1.3.  |OcHOBBI 1€TOMPOU3BOACTBA 10 4 5 1 3ayer
1.4. |Texamka mamuuonucu Pasnein Nel 14 4 8 2
1.5. |Texamka mamuuonucu Pasznein No2 8 2 5 1 [ IpaxTiraeckue
1.6. |Texunuxka mammunHomnucu Pa3gen Ne3 - - - - pafaHui
11. ABTomaTuzauus OY 2 1 1 - -
2.1.  |OducHoe o6opyaoBaHNE 2 1 1 - Ompoc
2.2. [2nexTpoHHBIH 0duc - - - - -
I1I. IIpodeccnonanbHBINH MOAY/Ib 18 7 9 2 [pakTHUeCcKue
3.1  |/lemonpou3BoACTBO B OpraHU3aluU 18 7 9 2 3a1aHusl. 3a4eT
IV. |CnenmanbHblii MOLYJIb 6 2 4 -
4.1.  [KagpoBoe obecrieueHme 6 2 4 - 3auer
V. KoncyabTannu 2 2 -
VI ATTECTALNSA 2 - 2 -
6.1. [[IpomexyTouHas aTTecTanus 2 - 2 - 3auer
6.2 [UTorosas arrecranus - - - - -
Hroro 1 roa 72 26 40 6
2 rox o0yyeHust
1. Oo0menpodeccnoHAILHBIIMOIYJIb 16 2 10 4
1.1.OcHOBBI peTakTUPOBAHUS IOKYMEHTOB 4 - 2 2 TectupoBanue
1.2.|lenoBas KyiabTypa - - - - -
1.3./OCHOBBI AETTOTPOU3BO/ICTBA 4 - 3 1 TectupoBanue
1.4 |Texuuka mammmaonucu Pazaen Nel - - - - -
1.5 [Texnuka Mmammuonucu Pasznen Ne2 2 - 2 - [IpakTueckue
1.6, Texuuka mammnonucu Paznen No3 6 2 3 1 3aaHusl. 3a4eT
11. ABTomMaTn3anus OY 2 1 1 -
2.1.0ducuHoe obopynoBanue - - - - -
2.2 [nexTpoHHbIH 0duc 2 1 1 - Omnpoc
II1.IIpodeccuoHaIBLHBIN MOAYJIB 10 4 5 1 [IpaxTuueckue
3.1}lenonpon3BoICTBO B OpraHU3aIiu 10 4 5 1 3aIaHUs
IV./CnienunajabHbIi MOAYJIb 4 2 2 -
4.1.KanpoBoe obecnieueHne 4 2 2 - TectupoBanue
V. KoncyabTannu - - - -
VI ATTECTALNSA 4 - 4 -
6.1.IIpoMexyTouHas aTTecTanus - - -
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6.2 [UTorosas arrecranus

4 ] 4 )

Keammduxarmo
HHBIN K3aMEH

HToro 2 rox 36 9 22 5

Hroro 108 35 62 11

2.3. TeMmaTuuyecKoe IJIAHMPOBAHUE

HaumenoBanue pasae |Coaep:xxanue y4eOHOro marepuasa, JjadoparopHbie padorbl u | O0bem
JIOB U TEM NMPAKTUYeCKHE 3aHATUSA B Hacax
1 2 3
OomenpogeccuoHAILHBII MOIYIb
OCHOBBI peIaKTHPOBAHUSI JOKYMEHTOB 8
KynberypauenoBekau |OcHOBHBIE (QYHKIMH S3bIKa. B3aUMOCBSI3b KyJIbTYphl YEJIOBEKAa H 4
KyJIbTYpa pedu KyJbTYpbl peud. HopmaTHBHBIN, KOMMYHUKATUBHBIA M 3TUYECKHI
ACIEKThl PEUE€BOU KYJIBTYPBHI.
DOyYHKIIMOHATbHBIN Crumn peun. OCHOBHBIE YEpPThI, OCOOEHHOCTH M TIPU3HAKH BCEX 4
CTHJIA PYCCKOTO ctwiieil. Hopmbl pycckoropeueBoro 3TUKeTa.
JUTEPATypPHOTO
JesoBasi KyJbTypa 2
Nmumx cexperaps JInuHOCTH CcekpeTapsi U €ro poiib B JIESITEIBHOCTH COBPEMEHHOMH 1
opranu3ainuu. JOKHOCTHAsE WHCTPyKUus. JlenoBble M JIMYHBIE
KauecTBa cekperaps. JlemoBasi xkeHIMHa-npodeccruonan. Pabouee
MECTO CEKpeTapsl.
Otuket BcnykeOHbIX |KopmopatuBHast KynbTypa, (QUPMEHHBIA CTUIb OpraHU3aIlUy. 1
OTHOILEHUSAX CrnyxxeOHasi BepTHKaib (OTHOLICHUS B cucrteMe «PyKoBOIUTEINb-
nogunHeHHbIN). CiyxkeOHass ropu30HTATb (OTHOIIEHHWE B CHUCTEME
Koiera-kosutera). CiyxeOHast cybopauuanus. Hopmel u mpaBuia
OTHOIIEHUHA  COTPYJAHHUKOB C  MPEACTABUTEISIMH  CTOPOHHUX
opraHu3aIui, napTHEpAMH, KJINEHTAMH, MOCETUTEISIMHU.
CyOopauHanusi. OMOIMOHATBHO-HEUTPAIBHBIM JIETOBOM XapakTep.
KoHbuaeHmansHOCTb.
OCHOBBI 1€J10TIPOU3BOICTBA 10
JoxymentupoBanue. |OcHOBHBIC TOHATHA. Tumnosorust 1oKyMeHTOB. DopMaTel Oymaru u 10
JIOKyMEHT, BUABI noinist. OOmiue TpeOoBaHUS K COCTaBICHHUIO JOKYMEHTOB. biaHku
JOKYMEHTOB, X JOKYMEHTOB. PexkBM3UTHI JOKyMeHTa. JlokymMeHTHpoBaHHE, BUIBI U
Kiaccuukanus. cnocoObl. TpeGoBaHus K TEKCTy JOKyMeHTa. TpeOoBaHUS K
PexBU3HUTHI M3TOTOBJICHHIO JOKyMeHTa. MynbTUMEIUHOE 000pyI0BaHUE.
JIOKYMEHTOB IIpakTnyeckas  padora: «TpeGoBaHHsI K  COCTABJICHHIO
JAOKYMEHTOB. JlOKyMeHTHPOBaHUE»
TexHuKa MaIIUHONIMCH
Pazoen Ne 1 «Cnenoity oecamunanvuesvtiit memoo neuamu na INK 14
OcHoBHble puHIMNB! | M3yyenne knaBuatypel. OOmme mnpaBuina paboTel. OCHOBHBIE 8

«CIIETIOTO)
JIECSITUIIAIBIICBOTO
METO/Ia IIeYaTH Ha

MULIYIIEH MAIIMHKEU

I1K

OPUHLMIIBL  T€YaTH  JIeCATUNANBIIEBOIO [lonstne o
ACCATUIIAIIBIICBOM CJICTIOM MCTOJAC MM ChMa.
IIpakTnyeckas padora: «OTpadoTKa NeYaTu HA KJIaBUATYpe.

Ha0op TexcToB»

METOA.

12




[To3uumu nmansues Ha |Odopmienue rpanun. Ilodas KTOKyMEHTOB. YCTaHOBKAa IOJIEH. 8
KJIaBHATYype. H3ydyeHne OCHOBHOTO psifia KiaBUATyphl. M3yueHue OyKB BEpXHEro
psna kiaBuaTypbl. 3HaK "deprouka'. A63au. M3ydenue deTBepToro
psna KiIaBMAaTypbl. 3HAKW OpenuHaHus. Apabckue IHQpBIL.
KonuuectBenHble, mnopsakoBble — yucauTenbHble.  Hymepanus
myHKTOB. PumMckue mudpsl. Hanucanue nat.
IIpakTnyeckas padora: «Odopmienne noxkymenros. Iledarn
AecATHNATbIEBbIM METO0M»
Pazoen Ne 2. H3yuenue mexnuku neuamu 8
OcBoenue npuemoB | OdopmileHHe 3arojIOBKOB M IMOA3arojioBKOB. Hymepanus ctpanwil. 2
TEXHUKHU MHCbMa TexcroBele cokpamienus. Ilpsamas peus, nurtatel. OdopmieHue
npuMedaHui, npwioxeHui. Vcnpasiaenue ommOok. Mcmpasienue
ommn6ok Ha K.
IIpakTnyeckasi padora: «Padora ¢ TeKCTOBBIM JOKYMEHTOM»
O6paboTka Kpunrorpammsl riacHbix OykB. [ledats cioroB «cornacHas - TyiacHas 3
KPUITOTPaMM IJIACHBIX |- 2 COTJIACHBIX»; «2 COTJACHBIX -TJIaCHAas - COTJacHas», pabora co
OyKB CJIOTaMU THIIA - «COTJIaCHAs - COIJIACHAS IJIacHas».
IIpakTnyeckas padora: «Padora ¢ TEKCTOBBIM JOKYMEHTOM»
O6paboTtka Kpunrorpammbl  ocHOBHOW  mo3uinuu  nanbsieB.  OOpaboTka 3
KpunrtorpaMm OykB  |Kpumnrorpamm OyKB Bcel kiaBHatypbl. [ledyaTscioros, neuaTts ABYX -
OCHOBHOMIIO3UIINHN U TpeXOyKBEHHBIX KOHEYHBIX OYKBOCOUYETAHUH.
MaJIbIIEB IIpakTnyeckasi padora: «Padbora ¢ TEeKCTOBBIM JOKYMEHTOM.
Ha0op TexkcTa nmog 1IMKTOBKY»
IIpakTHyeckoe o0yuenmne 2
ABTomatuzanusi OY
Pazgen Ne 1. OgucHoe o6opynoBanue 2
Oducnrie AMmepaHTHOe  OOecriedeHHe  TEPCOHATBHOTO  KOMIIBIOTEpA.
MPUIIOKEHUS. Omnepanuonnas cucreMa Windows. CiyxeOHblE MPOTrpaMMBl. 2
JlonosHUTEIbHBIE [leyaTHOE M MHOXHUTEIBHOE O00OpyAOBaHHE. JleMOHCTpamMoHHAs
TexHuka. Cucrema  cBa3u. Mynptumenua.  CkaHupOBaHUE
N300pakKeHHI.
IMpodeccnonanbHbIA MOLYJIb
JeJIonpou3BOACTBO B OPraHU3aluH 18
Cocras JloxyMeHTBI NPEANPUATHSL. Knaccudukanus JIOKYMEHTOB 1
YIPaBIEHYECKUX YIPaBIE€HYECKON AEATEIbHOCTH.
JIOKYMEHTOB IIpakTnyeckass padora: «CopTHpPOBKAa JOKYMEHTOB IO
OpraHu3aluu KJaccupuranmum»
Opranu3zalnoHHbIE VYeras. [lonoxenus. llltatHoe pacnucanue. IIpaBuia BHYTpEHHETO 1
JTOKYMEHTBI TPYZIOBOT'O PaCIOPSAKA.
IIpakTyeckas padora: «CocraBjeHHe INTATHOIO PACITHCAHHUS
Pacnopsinurensuele | Ykazanus. IlocranosieHus. IIpukasel 10 OCHOBHON ACSATEIBHOCTH. 2
JIOKYMEHTBI Brinucka u3 npuka3on. Pacniopsbkenue. Pemenue.
IIpakTnyeckas padora: «Pabdora ¢ pacnopsiAuTeIbHBIMH
JOKYMEHTAMID)
WNudopmannoHHo - [Iporokou (monHbIi U kpatkuil). AKT. CrnpaBku. JoknanHas 3anucka. 2
CIIpaBOYHbIE OO6wbsicHuTenbHas 3anucka. TenerpamMmma, TesnedoHorpamma.
JOKYMEHTBI IIpakTnyeckas padora: «CocraBieHue HWH(POPMALNOHHO-

CIPABOYHOM TOKYMEHTALMU»
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Jenosas nepenucka. | PexBu3nuTHI [IACHMA. [Tucsmo-npock0a. IIncemo-0TBET. 2
[TpaBuna opopmnenus, |IlpurnacurensHoe mnuceMo. CompoBOaUTENBHOE MUCHMO. [luchMo-
CTPYKTYypa U BUJbI coobuienue. [TnceMo-oTKa3s.
JI€JIOBBIX ITUCEM IIpakTnyeckasi padora: «OdopmiieHue 1eJJ0BbIX HCEM))
JlokxyMeHTanus mno HoroBop kymimm - mpogaxu. JloroBop apennabl. JloroBop MEHBI. 2
NOroBOpHBIM IIpaBo-  |KpeautHbii gorosop. JloroBop xpaneHus. JloroBop IOCTaBKH.
OTHOIICHUSAM HoroBop npokata. Kommepueckuii 10roBop.
OcHoBHble pekBu3uThl |IIpakTHyeckas padora: «O¢popmiaeHne THIIOBBIX 10r0OBOPOB)
1 TpeOOBaHUS K
oopmienuro
JIOTOBOPOB
Opranuzanus padoteic |[lonstue "moxkymeHTOOOOpOT" ¥ pa3BUTHE €ro HOPMAaTHUBHOM 2
JOKyMEHTaMHU. METOANYECKON periiaMeHTaluu. XapakTepucTuka
Opranuzanus JOKYMEHTOO0OpOTa. JTambl JBHXKEHUS U TOPSIIOK 00paboTKH
JNOKYMEHTOO0OpoTa. |[mokymeHTOB. Pabora ¢ BXOOAUIMMH  JTOKyMEHTaMU. TaIlbl
Perucrpanus 00paboTKH JTOKyMEHTOB. KOHTpONb HCIONHEHHUS JOKYMEHTOB.
JTOKYMEHTOB. Perucrparnust 10OKyMEHTOB, BUJIbl PETUCTPALIVH.
IIpakTnyeckas padora: «Padora ¢ HCXOASIIMMHI U BHYTPEeHHUMH
AOKYMEHTAMM»
Tekymiee xpanenue  |OnepatuBHOE XpaHeHHUE Jen (MPOBEpPKa HAIWUYHS JOKYMEHTOB, 2
JOKYMEHTOB. NOPSJOK BbIAAUU [€)T). DJIEKTPOHHBIE JOKYMEHTBI U HMX XpaHEHHUE.
Howmenxknarypanen. DKcnepTu3a [EHHOCTU IOKYMEHTOB.
IIpakTyeckas padora: «OpopMiaeHHe HOMEHKJIATYPBI AeJ1»
ApxuBHoe xpaHeHue |Onpenenenue cpokoB xpaHenus. [lopsaok Bergaun aen. [logroroska 2
JIOKYMEHTOB nen U nepenada B apxuB. P@opmaonucu u aktel. Ilepemaua nen B
apxuB. Pabora ¢ koHpHICHIIMATBEHBIMU TOKYMEHTAMHU.
IIpakTnyeckas padora: «OdopmileHne JOKYMEHTAUMH IJIs
apxuBa2
OpranuzanuoHHastex |Buasl U ycTpoilcTBO opranu3zanuoHHoM TexHUKH. Kcepokc. dakc. 2
HHUKA [Ipuntep. Ckanep. IlepconanbHbIi KOMIIbIOTEP. MyJbTUMEIHITHOE
o0opyaoBaHue.
IIpakTnyeckasi padora: «Padora ¢ oprrexHuKo»
CrnenuajJbHbIii MOLYJIb
Kanposoe odecnieuenue 6
Paznen 1. OcHOBHbBIE 32/1a41 YIIPABJICHUS KaAPaMH 6
TpynoBoii kogekc P®. |3HaueHue TpyaoBOro JOrOBOpa. 3aKIIOUYEHHE TPYAOBOTO JOTOBOpA 3
TpynoBoil 10roBop, [Ha ONpENENIEHHBIM W HeoNnpeaeleHHbI CpoK. OCHOBHBIE PEKBU3UTHI
€ro 3aKJII0YEHUE. TpyJ0BOro AoroBopa. TpyAoBble MpaBa 1 00513aHHOCTH PAOOTHUKOB.
Odopmiienne IIpakTnyeckas padora: «CocraBiaeHHne TPyA0OBOIo 10roBopa»
TPYI0BOTO JOTOBOPA.
Crpyxrypubiiinpukas |[Topspok npuema Ha paboTy. JIoKyMeHTHI mpH mpueMe Ha paboTy. 3
10 IPEANPUSITHIO. ABtobuorpadus. Xapakrepuctuka. 3asBieHue. Pesrome. [Ipukasz o
npueme Ha paboty. IlpocToit u cnoxHbil nmpukas. TectupoBaHHe.
[TepeBon Ha apyryro paboty. Ilpekpamienue TpymaoBOTO IOTOBOpA.
IIpuka3sbl 0 HOOLPEHUH U HAJIOKEHUU B3bICKaAHU.
IIpakTnyeckas padora: «CocraBjieHue NPUKA30B»
Koncynabranumn, KoHcynpranum 1o UM3y4eHHOMY MaTrepuaily, HpOJOJIKEHHUIO 2
NO/ABEACHUEUTOr 0B npodeccuoHanbHOro 00pa3oBaHus, TpynoycTpoiicTBy. [lonBenenue

UTOTOB TeopeTudeckoro oOydeHus (becema, TECTOBBIN KOHTPOIb U
ap.)
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IIpomeskyTouHasi arrectanus (qudepeHIMpOBaHHBIN 3aUeT)

2 rog 00y4eHus

HaumenoBanue pasae |Coaep:xxkanue y4e0OHOro marepuasa, jadoparopHbie padorsl u | O0bem
JIOB U TEM NMPAKTUYeCKHE 3aHATUSA B Hacax
1 2 3
Ob6menpodeccnoHaIbHBIIN MOAYJIb
OCHOBBI peIaKTHPOBAHHUSsI JOKYMEHTOB 4
Opdooanus, Opdodnuveckrne HOPMBI JIMTEPATYPHOTO s3bIKa. [I[pUHIHIIBI pyccKoO 2
Opdorpadus opdorpadun. OCOOEHHOCTH PyCCKOTO CIIOBECHOTO YIapeHUSI.
CuHrakcuc u Crioco6s1 opopmiieHust gyxoi peun. [IpuHIUTBI 1 QYHKIUN PyCCKOM 2
MyHKTYalus nyHKkTyauuu. CMbICITIOBas pOJib 3HAKOB MPEMMHAHUS.
IIpakTyeckas padora: «PerakTHpOBaHHE TEKCTay.
OCHOBBI 1€JI0NIPOU3BOICTBA 4
JoxymentupoBanue. |OcHOBHBIC TOHATHUA. Tumonorus ToKymMeHTOB. DopMmaTel OymMaru u 4
JIoKyMeHT, BubI nonst. OOmue TpeGoBaHMSI K COCTABICHUIO JOKYMEHTOB. biaHku
JOKYMEHTOB, X JOKYMEHTOB. PexkBM3UTHI JOKyMeHTa. JoKyMeHTHpOBaHHE, BUJIbI U
KJaccuukanus. cnocoObl. TpeGoBaHMs K TEKCTy JOKyMeHTa. TpeOoBaHusA K
PexBu3HUTHI M3TOTOBJICHHIO JOKyMeHTa. MynbTUMEIUHOE 000pyI0BaHUE.
JIOKYMEHTOB IIpakTnyeckas  padora: «Tpeb0oBaHHsIT K  COCTABJICHHIO
JAOKYMEHTOB. JIOKyMeHTHPOBaHUE»
TexHuKa MalIUHONIMCH
Pazoen Ne 2. H3yuenue mexnuku neuwamu 2
Odopmnenue Tabmumpl. OdopmiieHre ©  HM3rOTOBJIEHUE TaOJUUYHBIX  (opm 2
MAIIMHOMUCHBIX pa0doT |A0KyMeHTOB. [IpaBuiia BEIIOTHEHUS CIIOKHBIX TAOTHII.
IIpakTnueckas padora: «Padora ¢ Tadamuamu. Odopmienue u
HU3rOTOBJIEHHE TA0JMYHBIX (POPM TOKYMEHTOB)
Pazoen No 3. Ckopocmy neuamu 6
Onpenenenue Habop Tekcra Ha numyiei MamHKe. 3
ckopoctu neuaty Ha  |[IpakTHyeckasi padora: «Habop TekcTa Ha CKOPOCTHY»
MUANTYIIEH MAIIMHKE
Ckopoctb newatu 1 |Habop tekcra Ha [1K. KauectBo pabots! Ha I1K. 3
Ka4yecTBO padoT Ha IIpakTnyeckasi padora: «KauecTBeHHbIH HAOOP TEKCTA»
IK.
IIpakTHyeckoe o0yuenmne
ABTomatu3zanusi OY
Pa3znen No2. DyiekTpoHHbIH 0uc. 2
TexkcroBbiii penaktop |TectoBelii pegakrop MS Word. 3anyck m Hawamo padoTel. BBoau 1
MS Word penaktupoBanue Tekcra. dopmarupoBanue Tekcta. OdopmieHue
crpanunl. OdopmiieHHe JOKYMEHTOB C TIOMOIIBIO TalyJsipa.
OdopmieHne 0J1aHKOB IOKYMEHTOB.
Penakrop Menio u ocHoBHble MOHATHS MS Excel. Dnekrponnas Tabmuma. 1
AJIEKTPOHHBIX Ta0MI] |3HakoMcTBO ¢ 3kpaHoM MS Excel. Ilanenu uHCTpyMeHTOB MS
MSExcel Excel.BBog u penaktupoBaHue MaHHBIX. AHaiu3 U 00paboTka
naHHbIX. PaboTa ¢ TaGnuiamu u rpaduKo.
IIpodeccnonanbHbIA MOLYJIb
Jenonpou3BoacTBo B OpraHu3amum 10

15




Cocras JIOKyMEHTBI MPEAIPUATHA. Knaccuduxanus JOKYMEHTOB
YIPaBIEHYECKUX yIpaBIeHYECKON AEITETbHOCTH.
JIOKYMEHTOB IIpakTnyeckas  padora: «CopTHpPOBKAa [OKYMEHTOB IIO
OpraHu3ayu KJIaccupuKanum)
OpraHu3alMOHHbIE Vcrag. [lonoxenus. lllratHoe pacnucanue. IIpaBuiia BHyTpeHHErO
JOKYMEHTBEI TPYZOBOI'0 pacIoOpsaKa.
IIpakTnyeckasi padora: «CocraBjieHrue MTATHOTO PACIIMCAHMSD)
PacnopsiautensHbie Vkazanus. [locranoBnenus. [Ipuka3pl 10 OCHOBHOM AEATEIBHOCTH.
JOKYMEHTBI Brimricka u3 npukasos. Pacnopsikenue. Pemenue.
IIpakTnueckass padora: «PaGora ¢ pacnopsiAMTeIbHBIMU
JOKYMEHTAMM)
NudopmarmonHo - [Tpotokon (monHbI 1 Kpatkuii). AkT. CripaBku. JlokiiagHas 3amucka.
CIIpaBOYHEIE OO0mwsacHuTenbHas 3anucka. Tenerpamma, TenedoHorpaMma.
JIOKYMEHTBI IIpakTnueckass padora: «CocraBjieHne HHMPOPMAIMOHHO-

cnpaBoqnoﬁ JAOKYMEHTALlUMN»

JlenoBast mepernucka.
[IpaBuna opopmieHus,
CTPYKTypa U BUIbI
JICJIOBBIX ITUCEM

PexBu3uTEI [IHACHMa. [Tucsmo-npock0a. IIncemo-0TBET.
[IpurnacurensHoe nucbMo. CompoBoAauTENbHOE MUCHMO. [Iucbmo-
coobuienue. ITncpMo-oTKa3s.

IIpakTnyeckasi padora: «OdopmiieHue 1eJJOBbIX HCEM))

JloxyMeHTanus 1o
JIOTOBOPHBIM ITPaBO-
OTHOLIEHUSM
OCHOBHBIE PEKBU3HUTHI
U TpeOOBaHUS K

Jorosop kymuu - mpojaxu. JloroBop apeHnabl. J[OroBop MEHBI.
KpenuthHeiii  gorosop. JloroBop xpaHeHus. JloroBop IOCTaBKH.
Jorosop npokara. Kommepueckuii 10rosop.

IIpakTnyeckas padora: «OdopmiieHHe TUIIOBBIX I0TOBOPOB»

0hOpMIICHHUIO
JIOTOBOPOB
Opranmszanus padoteic |[loHatne "mOKymMeHTOOOOpPOT" ¥ pa3BUTHE €ro HOPMAaTHBHOU
JOKYMEHTaMH. METOANYECKOU perinaMeHTanuu. XapakTepuCcTHKa
Opranu3anus JIOKYMEHTOO0OpOTa. JTambl JABMKCHUS W TIOPAJIOK 00pabOTKH
JOKYMEHTOO0OpOoTa.  [JOKyMeHTOB. PabGora ¢ BXOIAIMIMMHU JOKyMEHTaMH. OTarlbl
Perucrpanus 00paboTku JOKyMeHTOB. KOHTpOJgb HCHIONHEHHUS JOKYMEHTOB.
JIOKYMEHTOB. Perucrpanus 10KyMEHTOB, BUJIbI PETUCTPALIIH.

IIpakTnyeckas padora: «Padora ¢ HCXOASAIUMHA M BHYTPEHHUMU
JOKYMEHTAMM»

Tekymiee xpanenue
JIOKYMEHTOB.
Homenknarypanesn.

OnepatuBHOe XpaHeHHE [Jei (IpPOBEpKAa HAINYUS JOKYMEHTOB,
HOPSIOK BBLAAYM JEJ). DJIEKTPOHHBIE JOKYMEHTBl U MX XpaHEHHE.
OKcnepTu3a HEHHOCTH JOKYMEHTOB.

IIpakTnyeckasi padora: «OdopmiieHne HOMEHKJIATYPHI €D

ApXHMBHOE XpaHEHUE

Omnpenenenne cpokoB xpaneHus. [lopsaok Beinauum nen. [Hoaroroska

JIOKYMEHTOB Jen u nepeaada B apxuB. @opmaonucu u aktel. [lepenaya nen B
apxuB. PaboTa ¢ KOHQHUIECHIIMATBHBIMHI TOKYMEHTAMHU.
IIpakTnueckass paodora: «OdopmiieHne JOKYMEHTAIMU ISt
apxuBa2
OpranuzanuoHHasiTex |Buabsl U ycTpolCTBO opraHu3zanuMoHHOW TexHUKH. Kcepokc. dakc.
HHUKA [Ipuntep. Cxkanep. IlepcoHanbHblil KOMIOBIOTEP. MynbTUMEIUNHHOE

obopyioBaHHE.
IlpakTHyeckas pabora: «PadoTa ¢ OprrexHuKOI»

CnenuaiabHbIi MOAYJIb

Kanposoe o6ecnieuenue

Paznen 1. OcHOBHbBIE 32/1a41 YIIPABJICHUS KaAPaMH
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Tpynosoii koaekc PO.

TpynoBoii 1orosop,
€ro 3aKJII0YEHHE.
Odopmnenue
TPYJOBOTO JOTOBOpA.

3HaueHUe TPYIOBOrO JOrOBOpAa. 3aKIIOUEHHE TPYJIOBOIO JI0rOBOpa
Ha OIpPEJECICHHbIA W HEOMpPeneeHHbIN CpoK. OCHOBHBIE PEKBU3UTHI
TPYAOBOTrO A0roBopa. TpynoBbie paBa U 0053aHHOCTH paOOTHHUKOB.
IIpakTnyeckas padora: «CocraBjieHue TPyA0BOIo J0roBoOpa»

CTpyKTypHBIMIPHKA3
10 NPEAIPUATHIO.

[Topsimok mpuema Ha padoTy. JJoKyMeHTHI mpu mpuemMe Ha padoTy.
ABroOuorpagus. Xapakrepuctuka. 3asBienue. Pestome. [Ipukaz o
npueme Ha paborty. [IpocToit m cioxHublii npuka3. TecTupoBaHue.
IlepeBon Ha apyryio paboty. I[Ipekparienue TpyaOBOro I0roBOpa.
[Iprkasbl 0 NOOIIPEHUH U HAJIOKEHUHU B3bICKAHUIA.

IIpakTyeckas padora: «CocraBieHHe NPHKA30B»

KBanupukaumonu
blil
IK3aMeH

Atrecranys 00yJaroIIIXCs B COOTBETCTBUH c
npoeCCHOHATBHBIMU  TPEOOBAHUSAMU M KBaJTH(PHUKAIIMOHHOMN
XapakTepucTuKo «CekpeTapb-aAMUHUCTPATOP).
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ITI. Opranu3anuoOHHBIN pa3ae
3.1. XapakTepucTHKa yCJOBHI peajin3alMi NPOrpaMMbl

3.1.1. TpeGoBaHus K KaIpOBOMY 00ecIe4eHUI0

Peanuzamnms MpOTrpaMMBbI po¢eCCUOHATBLHOTO o0y4eHus obecrieunBaeTcst
NEearoruyeckuMu  pabOTHUKAMH  00pa30BaTENIbHOM  OpraHu3alk, a TaKXke JIHLaMH,
IPUBJIEKAEMBIMH K peallu3allid MporpamMmbl MPOoGEecCHOHANBHOIO OOy4YeHHUS Ha YCIOBHSIX
IPaXJaHCKO-IIPaBOBOTO JIOTOBOpPA, B TOM YHCIE M3 YHCIAa PYKOBOAUTENEH W PaOOTHUKOB
OpraHu3anuii, HalpaBiIeHUE JEATEILHOCTH KOTOPBIX COOTBETCTBYET 001acT! MpodecCHOHaTbHON
ACATCIIbHOCTH.

3.1.2. TpeGoBaHus K MaTePHAIbHO-TEXHHYECKOMY 00ecre4eHHI0

[Tomemenust mpeacTaBiIsIOT co00i ydeOHble ayJUTOPUM AJIsl MPOBEICHHS 3aHATUN BCeX
BUJIOB, IPEYCMOTPEHHBIX TPOrpaMMOoii podecCHOHATLHOT0 00yUEHUSs, B TOM YHCIIE TPYIITOBBIX
Y UH/IMBUYaNIbHBIX KOHCYJIbTAlUN, TEKYIIETOKOHTPOJIS U IPOMEXKYTOUYHOM aTTECTAllUHU, a TAK)Ke
MOMEIICHUSI Ui CaMOCTOSATENbHOM paboThl, OCHAIEHHBbIE O0OpYIOBAHHUEM, TEXHHUECKUMHU
cpencTBamMu OOy4eHHUS.

MAQOY - COII Ne 55, peanusymoomas nOporpaMMmy Mo npodeccud, pacrojaraer
MaTepUATbHO-TEXHUYECKOU 0a3oii, oOecrieunBaroIen MPOBEJICHUE BCEX BUIOB
MEXIUCIUTUTMHAPHOW MOATOTOBKH, MPAKTUYECKON pabOThl 00YYaromuXcs, MPeayCMOTPEHHBIX
y4eOHBIM IUTAHOM M COOTBETCTBYIOUICH NEHCTBYIOIIMM CAaHUTAPHBIM W MPOTHBOIOKAPHBIM
IpaBUJIaM W HOpMaMm B pa3pe3e BBIOPAHHBIX TPACKTOPHUH MUHUMAIbHO HEOOXOAMMBINA IS
peanuzanuu 1110 nepedeHp MaTepraaIbHO- TEXHUYECKOTO 00€CIIeueHHUs, BKIIOYAET B CeOsI:
YueOHblii kaOuuer: 1mKad s XpaHeHUs Y4YeOHBIX IOCOOMI, MPOrpaMMHO-aNIapaTHbIN
KOMIUIEKC B KOMILJIEKTE, JOCKa KJacCHas, CTOJI YUHUTENs, KPECiIO YUUTENs, CTON YUYEHUUECKHIA,
CTYJ YYEHUYECKUH, CETEBON (PUIBTP, MHOTO(YHKIIMOHAIBHOE YCTPOHCTBO, KOMITBIOTED YUUTEIS
¢ nepudepueil (IMIIEH3MOHHOE MPOTPAMMHOE OOECIeUYeHHE, 00pa30BaTEIbHBIA KOHTEHT H
cHUCTeMa 3allUThl OT BPEJOHOCHON uWH(pOpMalNKK), CHCTEMa 3alIUThl OT BPEJOHOCHOM
uHpopmanuu.

O6opynoBanue yue0HOro KaOMHeTa: TIOCAJOYHBIC MECTA TIO KOJIMYECTBY OOYJarOIINXCS;
pabouee mecTo mpenoiaBarens, ooopyaoBanHoe DBM.

Kanuensipckue npuHaaie;kHocTu: Oymara KcepokcHas A4, manka, nanka-perucTpaTop, namnka 2 Koabla,
KYypHaJI perucTpaii UCXOAAIUX JOKYMCHTOB Ha CKPCIKE, X XKYPHAJI pEruUCTpaliu BXOAAIINUX JOKYMCHTOB
Ha CKpernke, (haiin BkiIaasi, ke [IBA, HOKHUIIEI, CTEIIIep KaHIEIIPCKAH, IBIPOKOIT.

3.1.3. TpeooBaHusi K HUHGOPMALMOHHO--METOAUYECKOMY 00ecIeYeHH 0

OCHOBHbBIE MICTOYHUKH:
1. Ky3nenos, M. H. JlokymeHTanmoHHOe oOecredeHue ympasieHus. J[OKyMEHTOOOOpOT H
JIeNTOTIPOU3BOICTBO: YUEOHUK M IPAKTUKYM JUIs IpHKiIagHorodakanaspuata / V. H. Ky3nenos.
— M.: U3narensctBo FOpaiit, 2018. — 461 c..
2. Kysuenos, U. H. [lokymeHTanimoHHOe oOecriedeHue ympasieHus. J[oKyMeHTOOOOpOT u
Jenonpou3BoicTBO: yueOHUK u npaktukyMm s CIIO / W. H. Ky3nenoB. — M.: M3naTensCcTBO
FOpaiir, 2018. — 462 c.
3. Tomenko, XK. T. Comuonorust ynpaBjieHus: y4eOHUK M TPAKTUKYM ISl aKaJeMHUYECKOTO
6axanaspuata / XK. T. Tomenko. — M.: M3xarensctBo FOpaiitT,2018. — 303 c.
4.  Kouctutynuus PO®.
JlonoJHUTEIbHbIE HCTOYHUKH:
5. Poroxwun M. 1O. Opranuszanus ynpaBjieHHS MEPCOHAIOM TPEANpUATHs]: Yuebd. - MpakT.
IToco6ue / M.}O.Poroxun - M.: U3n-so PI1JI, 2015 - 224c.
6. Kpyrnauackas JI. 1. Hacronsnas kaura cekperapsi: CnpaBounuk - CII0, 2014.
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Ilepeyennb pecypcoB HHGPOPMALHOHHO-TEJIEKOMMYHHKALMOHHOM ceTH «MHTEpHETY,
He00XO0MMBIX /15l 0CBOCHMS M CIUTIHHBI

ITopran «Apxussl Poccum» [DneKkTpoHHBIN pecypc]. DnekTpoH. aaH. - M.: Pocapxus,
2001. - Pexxum noctyma:_http://www.rusarchives.ru. - 17.05.2018;Bcepoccuiickuii HaydHO-

UCCIIEN0BATEIbCKUI UHCTUTYT JOKYMEHTOBeAeHUss u apxuBHoro nena (BHUUIAJ)
[OnexkTpoHHBIN pecypc]. DnekTpoH. aad. - M. BHUWUIA, 2010. - Pexum nocryna:
http://www.vniidad.ru. - 17.05.2018;0¢unmansusiii caidlt xommnanuu «Koncynsrant Ilmrocy
[OnekTpoHHBIH pecypc]: 3akoHoAaTeNbCTBO Pd: KOAEKCHI, 3aKOHBI, yKa3bl, MOCTAHOBIICHUS
npaButenbecTBaPd. OnekrtpoH. nmaH. - 1997. - Pexxum pocryma: http://www.consultant.ru_ -
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3.2. KoHTpOJIb ¥ OLIEHKA 0CBOCHHUS MPOTrPaAMMbI

3.2.1. KoHTpo/b Ka4yecTBa MOATOTOBKHU

Texymmii KOHTpPOJIb YCIIEBAEMOCTH OOYYarOIMXCS IMPEJICTAaBIsAET CHCTEMAaTHYECKYIO
MPOBEPKY Y4YEOHBIX JOCTHXKEHUN O0O0ydYarommxcsi, MPOBOAMMYIO IIpernojaBaTelieM B XOJe
OCyIIeCTBIIEHUST 00pa30BaTEeNbHOM JIEATEILHOCTH B COOTBETCTBUHU C OCHOBHOM 00pa3oBaTebHON
nporpammoii. IIpoBeneHre TEKyIIero KOHTPOJIs yCIeBAa€MOCTH HAaIpaBlieHO Ha olecredeHue
BBICTpPaWBaHUsl 00pPa30BaTENBHOIO Ipolecca MaKCUMalbHO 3((EeKTUBHBIM 00pa3zoM Ui
JOCTHKEHUS pPe3yJIbTaTOB OCBOCHHSI OCHOBHOM 00pa30BaTeIbHOM MPOrPaMMBI.

Texymmii KOHTPOJIb yCIIEBAEMOCTH OOYYaroIUXCsS MPOBOAUTCS B TEUYEHUE Y4eOHOTO
Nepro/ia B LIEJAX:

1. KOHTPOJIA YpPOBHS IOCTIKEHHS YYaIMMUCS pE3yIbTaToB, IIPEAYyCMOTPEHHBIX
00pa3oBaTenbHON MTPOTrPaMMOi;

2. OLICHKU COOTBETCTBHUSA pe3yabTaToB OCBOCHUSA o0pa3oBaTenLHOMI
IPOrpPaMMBl;

3.  mpoBeneHUs OO0YYaroMIMMCSI CAMOOIEHKH, OLEHKH €ro paboThl MeIaroru4ecKum

PabOTHUKOM C LIETBI0 BOZMOKHOT'O COBEPIICHCTBOBAHUS 00pa30BaTEIBHOIO IIpolecca.

@opMBI TEKYLIETO KOHTPOJS OIpPENEseT IpenojaBaTellb C YYETOM KOHTHHIEHTa
oOydJaromuxcsi, CoAep)KaHus Yyd4eOHOTO MaTepuajia | HCIOIb3yeMbIX 00pa30BaTEIbHBIX
TEXHOJIOTHM.

Texyumuit KOHTPOJIb MO TEOPETUUECKOMY O0YUEHHUIO OCYIIECTBISAETCS B (hOpME YCTHOTO
ornpoca  ((ppOHTAIBbHBIN, TPYNIOBOH, HMHAUBUAYaJbHBIH) M  HHUCBMEHHOTO  OIpoca
(camocTosATENbHAS Pa0OTa, TECTOBBI KOHTPOJIb,COCTABICHUE TE3UCOB U OMOPHBIX KOHCIIEKTOB U
JTIOKJIAJIOB).

IIpomeskyTOUHAS aTTECTALIUA

Ienstmu mpoBeeHUS POMEKYTOUHOMN aTTECTALUH SBIISIOTCS:

1. 00BEeKTHBHOE yCTaHOBJIEHUE (PAKTUUECKOIO YPOBHS OCBOCHMSI 00pa30BaTEeIbHON MPOrpamMMbl
U TOCTHD)KEHUS pe3ybTaTOB OCBOSHHS 00pa30BaTEIbHOM MPOTpaMMBl;

2. COOTHECEHHE JTOr0 YPOBHS C KBAIM(PHUKAUOHHBIMU TpeOOBaHUSAMH, YyKa3aHHBIMH B
KBTM(DUKAIIMOHHOW XapaKTepUCTUKE PO eccu;

3. OLIEHKa JOCTH)KEHHUH KOHKPETHOTo OO0Yy4aromierocs, IMO3BOJSIONIas BBIIBUTH MpPOOENbl B
OCBOGHHMU WM 00pa3oBaTeNbHON MPOrpaMMbl W YYUTHIBATH HHIUBUAYATbHBIE MOTPEOHOCTU
y4amierocsi B 0CyIecTBICHUN 00pa30BaTeIbHON AesITENbHOCTH;

4. onleHKa JWHAMUKHA WHIWBHUIYabHBIX OOpa30BaTENbHBIX JOCTH)KCHHM, TPOJIBIKEHUS B
JOCTHKEHUH TJITAHUPYEMBIX Pe3yIbTaTOB OCBOEHUSI 00pa30BaTeNbHOM MPOrpaMMBl.

5. IpoMeXyTOuHasi aTTecTalus MPOBOIAUTCS B COOTBETCTBHHM C KaJeHAApHBIM TpaduKoM
y4eOHOTr0 mporiecca.
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HTorosas arrecranus

[IpodeccuonanpHas MOATOTOBKA 3aBEpIIACTCS MTOTOBOM aTTecTanueid B ¢opme
KB (PHUKAIIMOHHOTO SK3aMEHa.

KBanuduxaoHHbIX 3K3aMeH BKJIIOYAeT B ceOsl MPaKTUYECKYIO KBATU(DUKAIIMOHHYIO
paboTy W MPOBEPKY TEOPETUYECKUX 3HAHUN B Tpejenax KBaTU(DUKAIMOHHBIX TpeOOBaHUH,
yKa3aHHbBIX B KBAIU(DPHUKAIIMOHHON XapakTepucTuke mpodeccuu.

B mepuos moAroToBKH K BBIMYCKHOMY KBATH()HUKAIMOHHOMY SK3aMEHY MPOBOJIUTCS
KOHCYJIbTAIMS 3 CUET ClIelHalbHO OTBEIEHHOTO Ha HEE BPEMEHHU.

K wuroromoil arrecranmuu AOMYCKAIOTCS JIMIA, BBINOJHUBIINE TpPEOOBaHUSA,
MPEAYCMOTPEHHBIE TPOrpaMMON MPo(eCcCHOHATBLHOTO 00ydYeHHs Mo Tpodeccur M yCHEITHO
MPOIIEIIITNE BCE aTTECTAIIIOHHBIC UCIIBITAHUS, TTPEyCMOTPEHHBIE POTPAMMOH.

Jlunam, npoueamuM cCOOTBETCTBYIOIEe O0yUYeHHE B MOJTHOM 00bEeME U MOTYYHBIINM
MOJIOKUTEIBHYIO OIICHKY Ha WTOTOBOW AaTTeCTallid, TMPUCBAUBACTCS KBATH(PUKAIUSI TI0
npodeccun «Cekperapp — aAMUHUCTPATOP» 3 paspsia U BbLAAECTCA JOKYMEHT YCTaHOBJIEHHOIO
oOpa3sia.

3.2.2. OueHOYHbIE CpeACTBA
3aBepmiaeTca oOyueHue 1Mo yueOHOH npakTHKe NMpoBeAeHueM I HepeHIupOBaHHOTO 3aUeTa.
AnpecoBaHue JOKYMEHTOB.
bnank u ero cocras.
Buer 01aHKOB.
Buabl 10KyMeHTOB.
Bubl nprkaszoB 1o JUYHOMY COCTaBY.
JIomKHOCTHAS. HHCTPYKITUS ¥ €€ OCHOBHBIE Pa3/IeIibl
Kommepueckoe nucemo (OdepTa).
KoHTpob 3a UCTIOTHEHHEM JOKYMEHTOB.
OO6s3aTenbHbIE PEKBU3UTHI IS ITHCEM.
Opranu3anuoHHO - paCIOPSIUTEIbHBIC TOKYMEHTHI.
OpranuzanvoHHbIe JOKYMEHTHI.
OpranuzanuoHHbie (OPMBI BEICHUS IETOMPON3BOJICTBA.
Opranuzanus JOKyMEHTO000pOTa Ha MPEIIPUSITUH.
Opranuzanus pabodero Mecta J1eJI0MPOU3BOIUTEISL.
OTTHCK neyary.
OdopMuth rapaHTHITHOE TUCHMO.
OdopMHUTH TOKIAJHYIO 3aIUCKY.
OdopMuth 3asiBIeHrE 0 KOMaHIMPOBAHUU U U3/1aTh IPUKA3 HA OCHOBAHUHU 3asiBICHHUS.
OdopMuth 3asiBieHHE 0 HA3HAYEHUH HA JOJHKHOCTh M U3/1aTh IPUKA3 HA OCHOBAHHH 3asIBIICHHUS.
OdopMuTh 3asiBIIEHHE O MPEIOCTABIEHUH OTITYCKa M U3AaTh IPUKA3 HA OCHOBAaHUU 3asIBJICHMUS.
OdopMuts 3asiBIeHHE O MIPEIOCTABICHUH OTITyCKa IO OEPEMEHHOCTH U POJIaM U U3JIaTh
CJIOKHBIN IPUKa3 HA OCHOBAHUHU 3asIBIICHHUS.
OdopMuTh 3as1BJICHHE O MIPEIOCTABICHHH YI€OHOTO OTITyCKa U U3JIaTh MPUKA3 HA OCHOBAHUU
3asIBIICHUSI.
OdopMuth 3asiBIeHHE O TIpHEMe Ha padOTy U M3AaTh MIPUKA3 HA OCHOBAHUU 3asBICHUSI.
Odopmuts 3asiBiieHre 00 U3MEHEHUH (paMIUIUY U U3JaTh IPUKA3 Ha OCHOBAaHUU 3asBJICHUSI.
Odopmurts 3asiBieHre 00 YBOJIBHEHUH U U3/IaTh MPUKA3 HA OCHOBAHUU 3asIBIICHUS.
OdopmuTh KpaTKuii TPOTOKO.
OdopMUTh TUCEMO — MPUTTIAIICHUE.
OdopmuTh MUcbMO -TIPOCHOYy.
OdopMUTE TUCEMO-OTBET \ C TEKCTOM\
OdopmMuTh MUCHMO-0TKA3.
Odopmuts mucrMo-TpedoBaHHE.
OdopMUTH TUCEMO-LIUPKYJIAP.
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OdopMUTh TTPETEH3UOHHOE MTUCHEMO.
OdopmuTh MprKa3 Mo OCHOBHOM JESITEIIBHOCTH.

OdopMHUTE TTPOTOKOIL.

OdopMUTH COMPOBOIUTENBHOE THCHMO.

Odopmrenue akTa.

Odopminenne nucbMa Mo3apaBaeHUs!.

OdopmieHne mucbMa-MmoATBEPIKICHUS.
Odopminenne npukasa 0 Ha3HAYEHUU Ha JOJKHOCTbD.
Odopmienne nmpukasza o IpeoCTaBICHUHN OTITYCKOB.
Odopmenne npukasza 00 yBOJIbHEHUHU.
Odopmienue npukasa nepeBoja Ha Ipyryro padboTy.
Odopmienne mpukasa 1o OCHOBHOU JeATEILHOCTH.
OdopmieHne MpruKa3oB Mo INYHOMY COCTaBY.

Odopmenue npoTokona.

OdopmneHne pacopsSAUTENLHBIX JOKYMEHTOB.

OdopmiieHne peKBU3UTOB

OdopmieHue cripaBKH.

Odopmnenue cipaBouyHO-UHGOPMAITHOHHBIX JOKYMEHTOB.
OdopmieHue TenerpaMmmei.

Odopmnenue TenepoHOrpaMMBI.

OdopmieHne MTaTHOTO PACIIUCAHUS.

OdopmiteHns MchbMa HATOMUHAHHS U U3BEIICHUS.
OdopmieHus mprkasza o0 MOOIIPEHUU U B3bICKAHUH.
OdopmiteHHs CBOJHBIX TPUKA30B 110 JITYHOMY COCTaBY.

[TonsiTue 0 nOKyMeHTax.

[TpaBuia moAroToBKU 0 0(OPMIICHHS TOKYMEHTOB.

IIpereH3noHHOE UCHEMO.

Perucrparust JOKyMEHTOB.

PexBuzuter OP/I.
Peximamupie nuchpMa.
Crny>xe0HbIe TUChMA.

CocraBnenne 1 oopMIICHUE JIEIT (JIUCTA-3aBEPUTEIIA JeTia, JTUCTA U KapThI-3aMECTUTEIS JIena).
Cocrasnenue u oopmiieHue aen (00JI0KKH J1ea, BHyTPEHHEH OMUCH JeNa)

CocraBnenne 1 0()opMIICHUE TOBEPCHHOCTH.

Cocrasnenue u opopmileHHE TOKIATHON 3aMUCKH.

CocraBnenne 1 0(opMIICHUE HHCTPYKIIHH O JEIIONPOU3BOICTBY

Cocrasnenue u opopmiieHne 0O0BICHUTENEHOM 3aIICKH.

CocraBnenue u 0OpMIICHHE COTTIaCHs Ha 00pabOTKy MEPCOHATBHBIX JaHHBIX PaOOTHHUKA.

3.2.3. IIporpaMmMa NpakTH4ecKOro 00y4eHus1

Tema 1.1. ConepxaHue:
CosepuieHcTBoBaHME | TexHuka 0e30MaCHOCTH W OE30MACHOCTH TPYJa B KOMIIBIOTEPHOM
TEXHUKU U CKOPOCTH | KJiacce.
mcbMa Opranu3anus pabodero Mmecta
OtpaboTka TEXHUKM MHUCbMA: THCBMO TEKCTOB Pa3IUYHOMN
CIIOKHOCTH;  pEJaKTHpoBaHWE ¥  (OpPMAaTHPOBAHHE; BCTaBKa
00BEKTOB.
Tema 1.2. ConepxaHue:
OpranuzannoHHO- Odopmnenue oOpasna JOIKHOCTHOW HHCTPYKLIUU
MIPABOBBIC JIOKYMEHTHI
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Tema 1.3. ConepxaHue:

Opranu3annonHo- CocraBieHue 1 opopmiIeHHE TOCTaHOBICHHS
pacnopsaIuTeabHbIe [ CocTaBiieHHe U 0hopMIICHHE TPHKa3a

AOKYyMCHTBI Cocranenue n 0OpMIICHHE BBITTUCKH U3 TIPUKa3a

CocraBieHue 1 0popMIICHHE PELICHUS
Tema 1.4. Coneprxanue:

Nudopmannonno- Cocrasienue u opopmiieHue akca, reaeGoHorpaMmMbl

CIIpaBOvYHad CocraBieHue 1 opopMIICHHE aKTa

AOKYyMEHTAL A Cocrasnenue u opopmiienue [IpoTokosa u BEIMUCKA

CocraBnenue u  odopMieHHWE JOKJIAJHOW, CIy)KEOHOW U
00BSICHUTEJIHOM 3aITMCOK
CocTasiyieHue U ohopmIiieHHEe pa3HOBUIHOCTEH AEIIOBBIX MHCEM
Tema 1.5. ITpuknanusie | Conepxanue:
nporpammel MS Office | Cosznanune npesenTanuu ¢ anumanmen

Tema 1.6. KagpoBas | Copepxanue:

pabora OdopmiieHre pe3toMe U COITPOBOIUTEILHOTO MUChMA.

Odopmnenne Jlnunoir kaprouku pabotHuka Ocdopmienue Gopmbl
BHYTPEHHEN OIUCH TOKYMEHTOB.
OdopmiieHre TpyA0BOro J0roBopa
Odopmnenne oOpasnoB Ilpukaza o mpueme Ha paboTy U
00s13aTeNbCTBA
0 HEpa3IJIAICHUH CIY>KEOHOM TaltHbI
Odopmiierne TUTYJIBHOTO JIcTa TPyn0BOH KHUKKH U 3aIIOJTHEHUE €€
pasnenoB. Odopmienue ¢GopMbl JKypHala ydyeTa JIBUKCHHUS
TPYAOBBIX KHWKEK M AKTa CIIUCaHMs OJAHKOB TPYJIOBBIX KHUXKEK U
BKJIQJBIIIIEN K
HUM
Odopmnenne 3asBieHuss o mnpueme Ha pabory Odopmienue
JOKYMEHTOB O IIEPEBOJIE Ha APYTYIO paboTy

3.2.4. Meroauyeckue MaTepHuabl

Tema 1. JlenoBas urpa «Kamgposeiii Bompocy. AnkerupoBanue «IIpodeccrnonanbHast
TOTOBHOCTB.

3amaua: 3HAKOMCTBO C HOBBIMH NpodeccusiMu Ha pbiHKe Tpyna. Ilpodeccun B chepe
yIOpaBIeHUs: CeKpeTapb-pedepeHT, CeKpeTapb-MalIMHUCTKA, aJMUHUCTPATOpP TOCTUHHULIBI,
JIeNIOTIPOU3BOANTENb,  TUCIETYEp, COTPYAHUK  CrIpaBoyHOM  ciyxObl.  CocTaBieHHe
po¢eCCHOHOTPAMMBI.

Tema 2. 3HaueHHe NOKYMEHTALIMOHHOTO OOECHEUeHHs] YIpPaBJICHUS B COBPEMEHHBIX
SKOHOMMYECKUX yciaoBUsX. OCHOBHBIE MOHATHUS U onpenenenus. Knaccudukanus 10KyMeHTOB.

3amava: O3HaKOMJICHME ydyalluxcs C  HEOOXOJMMOCTBIO  JOKYMEHTHPOBAHUS
yIpaBieH4YeCKOH HH(pOpMAIMH, ¢ BaXKHOCTHIO MPAaBHJIBHON OpPraHU3allid JTIOKyMEHTAllHOHHOTO
oOecrieueHHUsT B OpTaHU3AIMH, YYPSKICHUU W Ha TPEANPUITAA HE3aBHUCUMO OT (OopMbI
COOCTBEHHOCTH, C COOTHOIICHUEM MOHATUN «UHGPOpMALUsS» U «IOKYMEHT», ¢ MHOI0ooOpazuem
JIOKYMEHTOB; U3yUYUTh OCHOBHBIE TEPMHHBI U OIIPENIEICHHUS.

Tema 3. DKCcKypcHsl B MPUEMHYIO PYKOBOJIUTEIS

3amava: 3HAKOMCTBO C TMOPAJKOM JOKYMEHTHOTO OOecleyeHuss M IpaBUIaMHU
00cmy>XKuBaHUs PabOTHI PYKOBOIUTEIIS.

YopakHeHus ¥ 3a1aHus: «AHKeTay, « BU3UTHAS KapTOYKa

Tema 4. Odopmnenne pekBu3uTOB. CTUIMCTHKA ACIOBON MOKyMeHTanuu. dopmaTsl
o6ymaru u nosist 'OCT P. 6 30-2003.
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[Tpaktuyeckas padora: «Iloctpoenue Gpopmynspa — o6pasua ¢ yriIoBbIM U MPOJOIBHBIM
PAacCIOIOKEHUEM PEKBU3UTOBY.

3amaga: O3HAaKOMUTH YYaIIUXCS C OCHOBHBIM HOPMATHUBHBIM  JIOKYMEHTOM,
pernaMeHTHpPYIOUIMM MpaBuia O(OpMIICHUS YIIPABICHUYECKUX JIOKYMEHTOB; (OpMHpOBaATh
HaBBIKU MTOCTPOCHUS MTPOCTEUIIINX JIETOBBIX OyMar v JOKYMEHTOB.

Tema 5. PexBu3uThl, mNpuaamOIMe JAOKYMEHTaM HOPUAUYECKYIO0 CHIy. biaHku
nokyMeHToB. [IpakTrueckas pabota: «AHanu3 GopMyIsipa JOKYMEHTa».

3anaga: O3HAKOMHUTH C TOHSATHEM «PEKBU3UT» U BuAamu (opmyisipa — obpasia, ¢
npaBuiIaMu 0(hOPMIICHHUS! pEKBU3UTOB; pa3BUBATh IPAKTUKO-OPHEHTUPOBAHHBIC HABBIKU B paboTe
C JOKYMEHTaMH.

Tema 6. TpeGoBanus K TEKCTY AJOKyMeHTa. HOpMBI 0pHUIIMaTBHOTO CTHIIA.

3anaya: O3HAKOMHTD yUalIUXCs C BUJaMH OJIaHKOB, CIOCOOaMU U3TOTOBJICHUSI OJIaHKOB,
¢ TpeOOBaHUAMU, NPEIABSIBIIEMBIMU K TEKCTaM O(PHUIIMATBHBIX JOKYMEHTOB.

Tewma 7. Pe3tome, 3asBieHue, aBTroonorpadusi, aHkeTa.

[TpakTuyeckas padora: «CocTtaBiieHre aBTOOHOrpadum.

3anada: O3HAKOMUTH YYAIIUXCS ¢ BUAAMH JOKYMEHTALMU 10 TUYHOMY COCTaBY, HAyYNUTh
COCTaBJIATH M 0(OPMIIATE PE3IOME U JIp. JOKYMEHTBI, IPUKA3bI 110 IMYHOMY COCTAaBY.

Tema 8. [lemoBoe muchbMO. DTHKET JAel0oBOM mnepenucku. Ilpaktuueckas pabora:
«OdopmiteHne cirykeOHOTO MHChMay.

3anavya: O3HaKOMUTH YYaIlUXCS C BUAAMHU CITY>)KEOHBIX MUCEM, TPEOOBaHUSIMH K TEKCTY
CITy>K€OHBIX TUCEM, HAYYUTh O(DOPMIIATH CITy>)KEOHbIE THUChMA.

Tema 9. [Ipuem noceruteneit, nenopas 6ecena. [IpoBeaeHne MpruemMoB.

3amava: O3HAKOMUTH y4alluxcs ¢ OCOOCHHOCTSIMH pPabOThI CEKpeTapsi B MPUEMHOM,
c(hOopMHPOBATh HABBIKM BEJCHMUS JI€JIOBBIX Pa3rOBOPOB.

Tema 10. B3auMoOoTHOIIEHUSI ¢ PYKOBOJUTENIEM U COCIY>KUBLIAMM, C IOCETUTEIISIMHU.
Otuka. PeyeBoii aTuker. BuzutHas kaprouka. [lomapku.

3amaua: CdopmupoBaTh MpPEICTABICHHE O BHEIIHEM BHJE CEKpeTaps, KyJIbType
pabodero Mecta, KyJnbType noBeeHus. [IpoBecT rpymnnoByo AUCKYCCHIO.

Tema 11. VYueOHble 3aBEACHUSMH HAYAJIbHOTO U CPEIHEr0 MNpo(hecCHOHATBHOTO
00pa30BaHusl, KOTOPHIE TOTOBAT BHIMTYCKHUKOB IIIKOJI MO CIIEHHUAIbHOCTU «CEKPETaphy.

3anaua: [IpoBectu ankerupoBanue «IIpodeccnonanbHas FOTOBHOCTDY.
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