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I. lles1ieBoii pa3aes 00pa3oBaTeILHONH MPOrpaMMbl PO(PECCHOHATBLHOTO 00yYeHUu st
1.1. IlosicHMTEIbHAS 32AIIMCKA

OcHoBHast oOpa3oBareibHas mOporpamma mpodecCHoHaIbHOr0 00yueHus (naiee -
[TporpamMmma) MyHHUIIMIIATEHOTO aBTOHOMHOTO 0011€00pa30BaTeIbHOTO YUPEKICHUS - CpeIHeH
obmeoOpazoBatenbHON MKOJIBI No 55 (manee — MAOY - COI Ne 55) nmpenna3znaueHa st
00ydeHus 00yJaronmxcs B paMKax mpoheCCUOHATBLHOM MOATOTOBKH 110 JOKHOCTH «CekpeTrapb-
aJIMHUHHUCTPATOP», U pa3paboTaHa B COOTBETCTBUU C HOPMATHUBHO MTPABOBBIMU JTOKYMEHTAMHU:

—O®enepanbabiii 3akoH oT 29 nmexadbpst 2012 roma Ne 273-d3 «O06 oOpa3oBaHuH B
Poccuiickoit denepammy.

—[Ipuka3 MunucrepctBa oOpa3oBanus u Hayku Poccuiickoit ®enepanuu ot 18 ampens
2013 1. Ne292 «O06 yTBep:KIeHUU MOpsAKa OpraHU3alMU U OCYIIECTBICHHS 00pa3oBaTEIbHOMN
JIESATETLHOCTH TI0 OCHOBHBIM MPOTpaMMaM MpohecCUOHATEHOTO O0YUCHUS.

— Ilpuka3 MunuctepcrBa npocsemenuss PO or 14 urons 2023 roma. N 534 "O6
yrBepxkaeHun llepeunss mnpodeccuit pabouux, TOMKHOCTEH CIyXallUuX, MO KOTOPHIM
OCyHIeCTBIIsIETCST TpodeccroHanbHoe oOyueHue" (C M3MEHCHHSIMH W JIONOJHEHUSIMH OT 29
deBpans 2024 roma).

—Ennunii KBTN(DUKAITMOHHBIN CIIPAaBOYHUK JNOJDKHOCTEN PYKOBOJIMTENEM,
CHEIHMAIIMCTOB U ciyxamux (peaaknus ot 9 anpens 2018 rona, B TOM 4uciae ¢ U3MEHEHUSIMH,
BCTynUBIIUMU B cuity | urons 2018 roga).

—IIpodeccronanbuerii crangapt no npodeccnn «CHEUAIUCT 10 OPraHU3AMHMOHHOMY U
JOKYMEHTAI[MOHHOMY  OOECIMEUYEHHUIO YIMpaBlIEHUS OpraHu3anuein» (yTBEpXKIEH MPUKa30M
MunucTepcTBa TpyJa U coraibHoil 3ammTsl Poccuiickoit @enepannu ot 06 mas 2013r. Ne276H).

[Tox nmpodeccroHabHBIM 00yUEHHEM IO TPOrpamMMaM MPOoPEeCCHOHATHHON MOATOTOBKH
1o mpodeccusiM pabounx U JOHKHOCTIM CITyXKalluX MOHUMAaETCs MpodecCuoHaIbHOEe 00yUeHHIE
JIUII, paHee He UMEBIINX MPo(deccuu paboyero v JOHKHOCTH CIY>KaIlero.

[IpodeccuonanpHoe 00yueHHe MO MporpamMmam IpPOo(ecCHOHATLHON MOATOTOBKU IO
npodeccusiM pabounx, TOHDKHOCTSM CIY>KaIINX HAMPaBIIEHO HAa MPUOOPETeHNE 3HAHUM, YMEHHIH,
HaBBIKOB, B TOM YHCIIE JIJIsT pa0OThl ¢ KOHKPETHBIM 000pY/I0BaHHEM, TEXHOJIOTUSIMH, TTOJTyUECHUE
YKa3aHHBIMH JIMIIAMUA KBATH(DHUKAIIMOHHBIX pa3psAoB, KaTeropuil mo npodeccuu paboyero uin
JIOJDKHOCTH CITy’Kalero 6e3 u3MeHeHus YpoBHs 00pazoBanus. Opranuzaius npopeccuoHaIbHOTO
o0ydeHHUs perfiaMeHTHpyeTcs MporpaMmon MpodeccuoHalbHOTO OOydYeHHs, B TOM YHCIE
y4eOHBIM TUTAHOM, KaJE€HJAAPHO-TEMATHYECKUM TUTAHOM, pPa0OYMMH MPOTpaMMaMU JUCIUTUIINH U
npoecCHOHANBHBIX MOYJICH, PACIIUCAHUEM 3aHATUN U JIOKaJTbHBIMA HOPMATHUBHO MPAaBOBBIMH
akTaMi MyHUIIUITAILHOTO aBTOHOMHOTO O0IIe00pa30oBaTEIbHOTO YUPEKICHUS - CpeaHen
obmreo0pazoBarenbHOI KoLl Ne 55 (nanee - MAOY - COLL Ne 55).

OcHoBHbIMU (popMamMH TTPO(ECCHOHANBHOTO OOYYEHHUs SBISIOTCS TEOPETUYECKUE U
npakTudeckue 3aHATus. OCOOEHHOCTRIO peanu3alnuu MpodecCHOHATBLHOTO 00yUeHUs SBISETCS
CTPYKTYpHUPOBAHUE COJEpPKaHHEe OOYy4YeHHUsT B ABTOHOMHBIC OPraHU3allMOHHO- METOIUYECKUE
OJIOKY — pa3embl.

Paznen — nenocTHBINM HAOOp MOAJIEKAIIMX OCBOCHUIO YMEHUHN, 3HAHWUW, OTHOIIICHUN U
ombITa (KOMIIETEHIIUI), OMUCAHHBIX B (hopMe TpeOOBaHMI MPOPECCHOHANTBHOTO CTaHAapTa IO
npodeccuu, KOTOPBIM JOJKEH COOTBETCTBOBATh OOYYAIONIMKCS IO 3aBEPIICHUH OOyYECHHS
paszena, ¥ MpeACTaBISIONUNI COCTaBHYIO YacTh Oosee o01eil pyHKITIH.

Pazgensr popmMupyroTcs kKak CTpyKTypHas e€QuHHUIIA Y4eOHOTrO IUIaHa 1Mo Mpogeccuu;
KaK OpraHH3aI[MOHHO-METOJAMYECKas MEXAUCIUIUTMHAPHAS CTPYKTYypa, B BUIE HAOOpa pa3HBIX
JTUCIUIUINH, O0bEIUHAEMBIX 10 TeMAaTUYECKOMY MpU3HaKy 0a30i; WM KaK OpraHN3aluOHHO-
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MeToAMYECKasi CTPYKTYpHAs €IMHUIA B paMKax MpodecCHOHAIbHOM nporpammbl. O0ydeHue mno
nporpaMMe TpeAroiaraeT MpoBEIeHUE aTTeCTAllMH — 0 OKOHYAHUIO Y4eOHOrO MOJYTOJus U
y4eOHOro rojia MpoOBOJUTCS MPOMEXKYTOUHAs aTTecTalysl, 00y4eHHe 110 IporpaMMe 3aBepLIaeTcs
UTOTOBOM aTTecraruei B popmMe KBaTU(PUKAIIMOHHOTO YK3aMEHa.

IIporpamma TeopeTH4ecKOro OOydeHHUs COCTaBJIE€HAa C y4eTOM 3HAHMMH, MOJIyYeHHBIX
oOyyaromuMucsi B 00meo0pa3oBaTeIbHOM INKOJIE, H IPeIyCMaTpUBAeT IMPHOOpPETEHHE
TEOPETUYECKUX 3HAHUM, HEOOXOIUMBIX CEKpeTapro - aJMUHUCTPATOpy I NPaKTHYECKOH
paboThL.

XapakTepucTuka npodeccun:

Cekperappb — 3TO CIHEIUAIHUCT, KOTOPBIA TOJDKEH 001a/laTh JEIOBBIMH KAa4eCTBAMU,
KOMMYHHUKa0eIbHOCTbI0. CeKpeTaph BEIET BECh JTOKYMEHTOOOOPOT OpraHU3allM, HCIIOJIb3Ys
KOMITBIOTEPHYIO TEXHHUKY, OCYIIECTBIISICT JEIOBYIO IEPENUCKY, KOHTPOJIUPYET HCIOJHEHUE
JIOKYMEHTOB, TOTOBUT JOKYMEHTBHl K cllaue€ Ha apxuBHOe XpaHeHue. Cekperapb IUIaHHPYET
pabouuii 1eHb pyKOBOAUTEISA, CTEHOTpa(hUpyeT COBEIIAHUS U IEPETOBOPHI, OPraHU3YET BCTPEUH,
npecc- KOH(pEepeHIHH.

Ha3nauenue npogeccun:

BeimonHenue pa®oT 1Mo OpraHu3alMOHHO-TEXHUYECKOMY OOECIEUYEHUIO AEATeIbHOCTU
aJIMUHUCTPATHBHO-YIIPABICHYECKHX  MOJpa3/eNeHul  (PyKOBOAWTENICH Pa3HOTO  YPOBHH,
paOOTHUKOB aJMUHHMCTpPAllMM U Jp.) B OpraHu3alusaX, YUYPeXIEHHUSIX, MHHUCTEPCTBaX,
BEJIOMCTBAX, MIPEINPUATHSIX, GPUPMaX Pa3HOTO MPOPHIIST IeATETHHOCTH U (HOPM COOCTBEHHOCTH.

1.2. llean u 3apaun

Heabp nporpammbl — npodeccuonanpHas moaroroBka odyvaromuxcs MAOY - COILI
Ne55 mo mpodeccun «Cexperapb-aIMUHHCTPATOPY.

OCHOBHBIMU 3aJa4aMHU NPOTrPAMMBI SBIISIOTCS:
-popMupoBaHrE Yy OOYYAIOMIMXCS COBOKYIMHOCTH 3HAHUM W YMEHHMH, HEOOXOIUMBIX ISt
OCYIIECTBIICHUSI TPYIOBBIX NEHCTBUI W TpynoBbeIx (yHKumii mo mnpodeccun «Cekperapn-
aJIMUHHUCTPATOPY;
-pa3BUTHE y OOYyYaIOIUXCS MOTHUBUPYEMOW MOTPEOHOCTH B TMONYYEHHH BOCTpPeOOBAaHHOM
npodeccuu, B OpraHu3alyuy caMo3aHsATOCTH Ha PhIHKE TPY/Ia;
-OKa3aHue OOy4aroluMCsl TPAKTUKO-OPHEHTHPOBAHHON TOMOIIM B  MpodeccHnoHaTbHOM
CaMOOTIpe/IeTICHUH, B BEIOOPE MYTH MPOAOHKEHUS MTPO(HECCHOHATEHOTO 00pa30BaHMS.

OOyyarommmcsi, YCIEeNIHO CAaBIIUM KBaTH(PHUKAIIMOHHBIN HSK3aMEeH MO0 pe3yjbTaTaMm
npodeccuoHanbHOr0  O0y4eHHs, BBIJAETCS  CBUJIETENIILCTBO  YCTaHOBJIEHHOro oOpasiua.
OO0yuaronuecs, He CAaBIlIMe KBATU(DUKAIIMOHHBINA SK3aMEH, MOJIYYaloT CIIPaBKY YCTaHOBJICHHOTO
oOpa3zra.

Bun oskonommueckoit gearensHoctH (kom OKBDOJI) 82.11 - leatenbHOCTb
aJIMHUHHCTPATUBHO-XO035IIICTBEHHAs] KOMILJIEKCHAs TI0 00eCneYeHNI0 paboThl OpraHU3aluy.

B ydeOHOM mporiecce HCIONB3yeTCs MaTepuanbHO-TEXHHUYECKas 0a3a U KaJpoBbIC
pecypcel MAOY - COIII Ne 55

1.3. Kareropuu o0y4aromuxcsi. Cpoxu ocsoenusi [Iporpammei

Kareropuss o0yuaromuxcsi. [Iporpamma mnpodeccroHanbHOr0  00y4eHHUs IO
npodeccun «CekpeTapb-aIMUHUCTPATOP» aJPECOBAaHA JIMLAM, HMMEIOUIMM OCHOBHOE o0Ilee
o0pa3oBaHue, BKII0YAs JIMIL C OTPaHUUYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBbSI U HHBAJIUTHOCTBIO.

®opma o0ydeHus1, IPpUMeHsieMble B paMKa o0ydyeHus o [Iporpamme — ounasi, ouHo-
3ao4Has, 3a04Has. Kaxnas u3 ¢popm oOydeHuss MOXKET YaCTUYHO pealn30BaHa ¢ MPUMEHEHHUEM
JUCTAaHIIMOHHBIX 00Pa30BaTENIbHBIX TEXHOIOTUI U AIEKTPOHHOIO O0YUYECHHUS.



Cpoxk ocCBOEHHSI NPOrpamMMbl, PeXKUM 3aHATHH: CpPOoK ocBoeHus I[Iporpammsl
npodeccruoHaabHOro o0ydeHus: mno npogeccun «Cekperapb-aIMUHHCTPATOPY» cocTaBisieT 1,5
roja.

O6miee komuuecTBo yacoB mo IIporpamme: 108 yacos.

N3 Hux:

- 1 rog obyuenust — 72 yaca

- 2-ii rog oOy4enus — 36 yacoB

Pe:xxum  3ansitmil.  PexwM  3aHsATHII  ompenenseTcss  CTPYKTYpod — yd4eOHOro
(TeMaTU4ecKoro) IaHa u paclyucaHueM 3aHsATHH.

3ansTHe: 2 akaleMUUYECKUX Yaca C IepepbIBOM 15 MUHYT.

[IpoaomKUTENEHOCTD OJIHOTO aKaIeMUYECKOro yaca cocTaisieT 40 MUHYT.

[leprognunocTs: 1 pa3 B Henento.

1.4. ®opma arrecTanmnu. JJlokymeHnT 00 ocBoenuu Ilporpammel
@®opMa UTOTOBOM aTTECTAMM — KBATH()UKAMOHHBINA YK3aMEH.
Kpamndukanus, npucBanBaeMasi BbIIIYyCKHMKAM 00pa30BaTe/bHON NPOrpaMMBbl:
CEKpeTapb —aIMUHUCTPATOpP 3-€ro paszpsja.
BbitaBaemblii JOKYMEHT — CBHJICTEICTBO YCTAHOBIIEHHOTO 00pasiia.
CooTBeTCTBHE ONHUCAHWS KBATU(PHUKALIMU B TNPO(HECCHOHATBHOM CTaHIApTe C
TpeOOBaHUSMU K pPe3yJIbTaTaM MOATOTOBKH I10 MPOrpamMme npodeccuoHaIbHOro 00yueHus

O0o00menHbIe TPYAOBBIE GYHKIHHN TpyaoBbie GpyHKIUH
KO/l | HauMEHOBaHHE yYpPOBEHb HalMEHOBaHUE KOJ{ YPOBEHb
KBaTH(PUKAITTT (TOypOBEHbD)
KBaJIM(DUKALTHH

A | OpranuzanmoHHOE 3 ITpuem u pacnpenenenue | A/01.3 3

oOecrieueHue TeleQOHHBIX 3BOHKOB
ACATCIIBHOCTH Opranuzarnus A/02.3 3

Opranu3aniuu pabOThI C MOCETUTENISIMU

Bemmonnenne A/03.3 3

KOOPJMHUPYIOIINX U

obecneunBarmuX GyHKIUH]

1.5. [Inanupyemble pe3yabTaThl 0CBOCHHS IPOrPaMMBbI PO(eCcCHOHAIBLHOI0 00yYeHHs
OcHoBHass  wenb  BUAAa  NPO(ECCHOHAIBHOW  JEATENIBHOCTH:  peau3alius
oOecnieunBaromuX (YyHKUUN yIpaBiIeHUs OpraHu3alyel; BHEJIPEHHE JYUYIIMX TEXHUYECKUX
pa3paboTOK U HOBEUIIMX TEXHOJIOTUH B 0OecrieueHue yIpaBiIeHUsl OpraHu3alen.

OmnpenesieHue pe3yJbTaTOB OCBOCHHSI TPOrpaMM nMpodeccnoHaTbHOTo 00yUeHus Ha
OCHOBe NMPo(decCHOHATBHOr0 CTAHIAPTA

IIpogeccuonaibHbIM IIporpamma npogeccnoHaILHOI0 00y4eHust
CTaHAApPT

Bun npodeccnonanbHOM OpraHM3allMOHHOE ¥ JOKYMEHTAllMOHHOE  00ecHedeHue

NIESATEIbHOCTH YIPaBJICHUST OPTaHU3ALMAMM JIOOBIX OpraHU3alMOHHO-TIPABOBbIX]
bopm

O060011eHHas TPy AOBas Opranu3alnMoHHOE 00ecTIedeHue JesITeIbHOCTH OpraHu3aIiu

byHKIINSA

TpynoBas ¢pyHKIMS [Tpuem u pacnpezneneHne TeaeQOHHBIX 3BOHKOB OpraHU3aluu
Opranuzanus paboThl C HOCETUTEISIMUA OPTaHU3aALUN
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BrinonHeHne KOOpIMHUPYIONUX U 00eCeynBarouX QyHKINH

TpynoBoe aeiicTBue

[lepenanpaBienue  Tene@OHHBIX  3BOHKOB  PYKOBOJCTBY |
COTPYAHHMKAM OpIraHU3aLIH

Perucrpanus noctynarmonmx Teae(GoHHbIX 3BOHKOB

[lonmyyerne  HEOOXOIUMOUN uHbpopMai M Tepenada
CaHKIIMOHUPOBAHHON WH(OpMaIUy 1o TesehoHy

Bcerpeda moceruTenei, MmoixydeHHe NEPBHYHOW WHGOpMALUU O
MOCETUTEJSIX W [OMOIIb B  OpPraHM3aluMud HMX IpHeMa
PYKOBOJIMUTEJIEM U COTPYIHUKAMH

Benenue )xypHaia ydera oCeTHTENEH

Yuer noceruteneit u ohopMIIeHNE IPOITYCKOB

CopneiicTBE ~ ONEPAaTUBHOMY  PAacCMOTPEHUIO  MPOCKO |
MPEJI0KEHU N MTOCETUTEIICH

[IpueM u mepenaya JOKYMEHTOB IOCETUTENEN PyKOBOACTBY H
COTPYAHUKAM OpraHU3aluu

Opranuzanys 1 OpoHUPOBAHUE IEPETOBOPHBIX KOMHAT

CepBupoBka yaitHoro(kohelHoro) crona B opuc

[lpuroroBnenne HanuTKoB (4aif, Kode, NPOXJIaIUTEIbHbIE
HaIMTKH)

Benenue xypHaia pa3be3i0B paOOTHUKOB OpraHU3aLUuU

Koopaunanus paboTsl KypbepOB U BOJIUTEIICH OpraHU3aINH

Benenue kypHanma pa3be3ioB  KypbepOB  OpraHu3alud U
MapuIpyTOB BOAUTEICH

CocraBieHne CIPaBKH O pa3be3iax padOTHHKOB, KYphepOB M
MapIIpyTax BOJUTEJICH OpraHu3aliu

'YMenue

Hcrmonp30BaTh TEXHUYECKHE H IporpaMMHBIC CPEACTBa IJId
[MPOBCACHU TOJI0OCOBOM HJIU BI/IJICO—KOHCI)CpeHLI—CB}BI/I

Mcronb30BaThk cpeAcTBa KOMMYHUKAIIMOHHON OPITEXHUKHU IS
NOJy4YeHUs M Iepesaud MHGopMau

Bectu yueTHbIe perucrpanroHHbie (OPMBI, UCHOIB30BaTh HX
1151 “THGOPMAITMOHHON PabOThI

YcTaHaBIMBAaTh KOHTAKT C COOECEHUKOM, TOIJICPKUBATh U
pa3BHBATH JICTOBYIO Oecely B poliecce Telie)OHHBIX IEPErOBOPOB

CritaxuBarh KOH(i)J'II/IKTHI)Ie n CIIOXKHBIC CHUTyallun
MCEKIINYHOCTHOI'O BBaHMOHCﬁCTBHﬂ

Cobmroaath ciyKeOHBIH 3THKET

OO0mIaTheCs C MOCETUTEIMU

Hcnoab30BaTh YCTAaHOBJICHHBIC IIpaBHUJia U nmpouecaypsl
KOMMYHHKAIIM  BHYTPH OpraHyu3alivin

Bectu yueTHbie GOpMBI, HCIIOIB30BATh UX AJI PAOOTHI

C03)IaBaTI) MOJOKUTSITLHBIN UMUK OpraHusal, IIPUHUMATb
MCPBI 10 PA3PCIICHUIO KOH(I)J'II/IKTHBIX CI/ITyaI_II/Iﬁ

[TpumeHsTh HH(POPMALMOHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTHH

ObecnieunBaTh KOH(UIEHIMATBHOCTh HHGOPMALIUN

CoCTaBIATh U BECTH YUYCTHLBIC JOKYMCHTBI

[TpumeHsTH cpezAcTBa KOMMYHUKaIIUU 1Sy
nepefaud  MOPYYEHMH  PYKOBOAWTENS U COTPYJIHUKOB
OpraHu3alun

[IpuMeHsITh COBpEMEHHBIE Cpe/ICTBA cOOpa, 00padOTKH U Mepeadun
nHbOpMaIH




OI_IeHI/IBaTB PE3YJIbTAThI B paMKax IMOCTABJICHHBIX 3aa4

OcCy1LIEeCTBIISITH KOHTPOJIb UCIIOJIHEHUSI TIOPYYEHUN PYKOBOAUTENSA
COTPYAHUKAMU
3HaHue @DyHKIMH, 331244, CTPYKTYPa OPraHU3aliu, €€ CBsI3U

[IpaBwiia  B3aMMOACWUCTBHS C IApTHEpaMH, KIHMEHTaMH,
CpeJICTBAMU MaccoBOM MHGOpMauu

JTHKa JAeI0BOro OOIICHHUs

[IpaBuia pe4eBoro 3TUKETa

TpeGoBaHus 0XpaHbl TPyAa

[IpaBuiia 32U THl KOH(PUIEHITMAIBHON CTy>KeOHON HHPOpPMauu
[IpaBuia opraHu3aiy npruemMa noceTuTenen

[IpaBuiia 1e10BOro O0IIeHus

CtpykTypa  opraHu3alid M  pacrpejaeieHue  (QyHKuui
MEXY CTPYKTYPHBIMH MOJIPA3ICICHUSIMHI U CIICIIATTHCTAMH
[IpaBuiia opranuzanuy NpueMoB B odrce

[IpaBuna cepBUpPOBKH YaiiHOTO (KO(EHHOI0) CTONA

[TpaBuiia MPUTOTOBIECHUS U MTOIaYH TOPSIYMX HAITUTKOB M 3aKYyCOK K
HUM

Conepxanue mporpaMMbl HPO(ECCHOHATBHOTO OOYYEHHs OIpENEsieTCs] Ha OCHOBE
TpeOoBaHUN  NPOPECCHOHATBHBIX  CTAaHAAPTOB (IpU  HAJIMYUM) MM YCTAHOBJIEHHBIX
KBaJIM()UKALIMOHHBIX TPEOOBAaHU.



I1. Conep:kaTtesibHBIN pa3aesn 00pa3oBaTeJbHOI NPOrpaMMbl NPO(ecCHOHAIBLHOT0
00yueHus

2.1. Conep:xanmne nporpaMmmbl NpogecCHOHAIBHOT0 00yUeHUs

Pazjnen 1. O6menpogeccnonaibHbIii MOY/Ib

1.1. OcHOBBI peJaKTHPOBAHUSA JIOKYMEHTOB.

Teopus. Kynbrypa uenoBeka M KyibTypa peud. OCHOBHBIE (QYHKLIUHU sI3bIKA.
B3auMOCBs3b KyJIBTYpBl 4Y€IOBEKa MU KyJbTypbl pedud. HopMaTuBHBIM, KOMMYHHKAaTUBHBIA U
JTUYECKUM acIeKThl pe4eBOM KybTypbl. DYHKIMOHAIBHBIA CTUIM PYCCKOI'O JIMTEPATYPHOTO.
Crumn peun. OCHOBHBIE 4epThl, OCOOCHHOCTM M NpHU3HAKU Bcex cruiel. Hopmel pycckoro
peueBoro stukera. Opdosnus, opdporpadus. Cunrakcuc u nyHkryauus. [Tpuniuns! u GyHkmun
pycckoil myHKTyaruu. CMBICTIOBas pojib 3HAKOB mpenuHaHus. CriocoObl 0QOpPMIICHHS 4YyKOU
peun.

[IpaxTuka. Hanucanue tekcra noj AUKTOBKY. AHanu3 TekcTa. PeraktupoBaHue Tekcra.

1.2. [lesioBasi KyJIbTYypa.

Teopua. Ummik cekperaps-agMuHucTpatopa. JIMYHOCTE CeKperaps M €ro pojib B
JEATEIIBHOCTH COBPEMEHHOW oOpraHu3auuu. JlOJpKHOCTHas MHCTpyKUHMsA. JleoBble M JIMYHBIE
KauecTBa cekperaps. [lenoBas xeHiuHa-mpodgeccuonan. Pabouee mecto cekperapsi. DTUKET B
Cily)keOHbIX OTHoueHusX. KoprnopaTtuBHas KynbTypa, (UPMEHHBIH CTWIb OpraHU3alMH.
CnyxebHast BepTUKasb (OTHOLIEHMsI B cucteMe «PykoBoaurtenb- nmomunHeHHbI). CiyxeOHas
TrOpPU30HTAJIb (OTHOILIEHUE B cUCTeMe Koiuiera- kosera). CinyxebHast cybopaunanus. Hopmsl u
IIpaBUJia OTHOIIEHUN COTPYIHHUKOB C IMPEJICTABUTENIIMU CTOPOHHUX OpraHu3allui, MapTHEpaMu,
KJIMeHTaMU, noceTutensiMu. CyOopauHanus. OMOLIUMOHANBHO- HEHTpallbHBIA JETI0BOI XapakTep.
KondpuneHumaabHOCTb.

IIpaktuka. Jlenosas urpa: «Opranusanys COBEILaHHSD)

1.3. OcHOBBI 1€JI0NIPOU3BOICTBA

Teopus.  JlokyMeHTallMOHHOE  OOecleYeHHue  YIpPaBICHUYECKOW  JEATeIbHOCTH.
Cekperapp B CTpyKType ympasineHus. HopmaTuBHO-meTonndeckas 0Oaza JelONpPOU3BOJCTBA.
OcHOBHBIE TEpPMHUHBI B JEJIONPOU3BOJCTBE. 3aJaud JAENONpPOM3BOACTBA. TpeboBaHHE K
opopmaenuro gokymeHtoB Ha ocHoBe ['OCT. JlokymeHTHpoBaHue. JIOKYMEHT, BH[bI
JIOKYMEHTOB, UX Kkiaccudukanus. PexkBu3utel nokymeHTOB IIpakThka. AHamM3 JOKYMEHTa,
INPUHLMI TOCTpOoeHMs. bnaHku 1oKkymMeHTOB. PekBu3nTHl 10oKymMeHTa. JIOKYMEHTHMpPOBaHUE,
BUIpl U crnocoObl. TpeOoBaHus K TeKCTy JAOKyMeHTa. TpeOoBaHMS K H3TOTOBICHHUIO
JIOKYMEHTa. 3ader
«HopmatuBHO-MeTOIMUECKass 0a3a  JEJONPOUW3BOJCTBA. TpeboBaHuMe K  OGOPMIICHHIO
JIOKYMEHTOBY.

1.4. Texuuka mamunonucu. Pazgea Ne 1 «Ciaenoi» aecaTunajabueBblii METO/
neyatu Ha [IK. Teopus.

OCHOBHBIE NPUHLMIIBI «CIEMOT0» JECATUNAIBLEBOTO METOJA IMedYaTH Ha MHIIYyIIen
mMammHke u [IK. Ilosunmm mnaneueB Ha kimaBuarype. JlOKyMEHT, BHIBI JTOKYMEHTOB, HX
KJaccu(uKaIus.

PexkBu3uThl n0KymMeHTOB. 3Haku mnpenuHaHus. ApaOckue uudpsl. KommdecTBeHHBIE,
nopsiAKoBble yncnuTenbHble. Hymepanus mynkros. Pumckue nndpel. Hanucanue nat

[lpaktuka. Odopmienne nokymeHTOB. [lewarh JecSTUMAIbUEBBIM  METOJOM.
Odopmnenne rtpanur. Ilomst moxkymeHnToB. YcraHoBka moneit. [IpakThueckue 3amaHwsl.
«OtpaboTka meuatn Ha kiaBuarype. Habop tekcroB» «Odopmienue poxkymeHnTtoB. Iledars
JIECATUIIATIBIEBLEIM METOIOMY. 3aUeT.

1.5. Texuuka mamuHonucu. Pazgen Ne 2. U3ydyeHue TeXHUKH e4aTH

Teopus. OcBoeHuE MPUEMOB TEXHUKH MUCbMa. OOpabOTKa KPUITOTPAaMM IJIIaCHBIX OYKB.
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OdopmiieHne 3arojoBKOB M M0J3arojoBkoB. Hymepanus ctpanun. TeKCTOBBIE COKpaIICHHUS.
[Ipssmass peub, nuratel. OdopmiieHHe TpUMEYaHUH, NpuokeHud. McrpaBieHue OmMOOK.
Hcnpasnenue omubok Ha IIK OOpaborka kpunrorpaMM OyKB OCHOBHOM MO3HMIIMU TAajbIIEB.
Kpuntorpammsl riacHeix OykB. [leuaTh clIoroB «coriacHas — TJacHas - 2 COTJIACHBIX»; «2
COIJIACHBIX - TJACHas - cOrJacHasy», paboTa CO clIoraMHM THIIA - «COTJIAaCHAs - COTJIacHas
rnacHas». Kpuntorpammsl OCHOBHOM mo3unuu majibiieB. OOpaboTka KpunrorpaMMm OyKB BCei
kiaBuaTypsl. [leyaTh cioroB, meyaTh ABYX - U TPeXOYKBEHHBIX KOHEYHBIX OYKBOCOYETAHUHU.
Odopmnenne MamuHONMUCHBIX padoT. Tabnumpl. OdopMieHHE M U3TOTOBICHHE TAaOIHMYHBIX
dbopM oxkymeHTOB. [IpaBusia BEIMOIHEHUS CIOXKHBIX TaOIHIL

[IpakTuka. Pabota ¢ TekcToBbIM JoKyMeHTOM. HaGop TekcTa moj nukToBKy. Pabota c
tabmuamu. OdopmieHrne u 3roToBieHHE TaOIMYHBIX (POPM JOKYMEHTOB.

1.6. Texnuka mamunonucu. Pazgea Ne 3. Ckopocth nedatu

Teopus. Onpenenenue ckopoctu neyaru. CKOpOCTh TIeUaTu U KauecTBo padot Ha [1K.
[Ipaktuka. Habop Texcra Ha ckopocTh. KadecTBeHHBINM HAOOp TEKCTA.

Paspnen II. ABromatusanus OY

2.1. O¢pucHoe odopynoBanme.

Teopus. OpranuzanyoHHas TeXHUKA. BUIbI U yCTpONCTBO OpraHU3allMOHHON TEXHUKH.
Kcepokc. ®akc. Ilpuntep. Ckanep. IlepcoHanbHblii KoMmbiOTEp. MyJnbTUMEIUNHHOE
obopynoBanue. IleyaTHoe M MHOXHTENbHOE O0OpyJOBaHWE. J[eMOHCTpalMOHHAS TEXHHUKA.
Cucrema cBsizu. Mynbrumenua. CkaHMpOBaHUE U300paKeHUH.

[TpakTuka. Pabota ¢ oprrexaukoii (opucHbIM 000pyaoBanrueM). CKaHUPOBAHUE

2.1. D1eKTPOHHBIH o(uc.

Teopusa. Oducubie npmioxkeHus. J(OMOJIHUTETBHBIE BO3MOXXHOCTUA. AMIEpaHTHOE
o0ecrieyeHne MEpPCOHATBHOrO KommbioTepa. OmnepauuonHas cucremMa Windows. CiyxeOHbIE
nporpammbl. TexctoBeiii pemaktop MS Word. Penaktop snextponnbix Ttabmunm MSExcel.
[Tporpamma MSPowerPoint. TectoBslii penakrop MS Word. 3anyck u Hayano pabotsl. BBonu
penakTupoBanue Tekcra. PopmatupoBaHue Tekcrta. OdopmiieHue crpanul. OdopmieHue
JIOKYMEHTOB C NoMoIbio Tadynspa. OdopmieHne OJaHKOB JOKYMEHTOB. MEHIO M OCHOBHBIE
noustuss MS Excel. DnextponHas Tabmuna. 3HakoMcTBO ¢ 3kpaHoM MS Excel. [lanenu
uHcTpyMeHTOB MS Excel.BBox u pemaktupoBaHue naHHBIX. AHamu3 ¥ 00paOoTKa JaHHBIX.
[Tpesentauust MS PowerPoint. Bosamoxxaoctu MS PowerPoint. Cnaiiasl. Pabora ¢ Tekcrom.
ONEKTPOHHBIE TOKYMEHTHI M X XpaHEHHE. DKCIIEPTU3a LICHHOCTH JIOKyMEHTOB.

[Ipaktuka. Pabora ¢ Ttabmuuamu u rpaduxoil. OdopmieHue mnpeseHtauuu B MS
PowerPoint.

Paznea III. IIpodeccnonaibHbiii MOaYJIb. [le10npon3BOACTBO B OPraHU3allul

Teopus. CocraB ynpaBlIeHYECKMX JOKYMEHTOB oOpranuzanuu. OpraHu3allMOHHbIE
JTOKyMeHThl PacnopsaurenbHble J0KyMeHTBbl. WH(OpMalMOHHO - CHpaBOYHbBIE JOKYMEHTHI.
Jenosas nepenucka. [IpaBuna opopmiieHus, CTPyKTypa U BUABI JEIOBBIX UceM. JJoKyMeHTaIus
[0 JOTOBOPHBIM IMpaBoOTHOWEeHUsIM. OpraHuszanus padoTbl ¢ JokyMeHTaMu. OpraHuszanus
JOKyMeHTooOopoTa. Peructpanus nokymenToB. Tekylee xpaHeHne 10KyMeHTOB. HomeHknaTypa
nen. ApXHMBHOE XpaHEHHE JOKyMEeHTOB OCHOBHBIE PEKBU3HUTHI U TpeOOBaHUS K O(OPMIIEHUIO
noroBopoB. JlokymenTsl npeanpusitus Kiaccudpukanuss JAOKYMEHTOB — YIIpaBJIEHUYECKOM
nesrenbHOCTH. Ycras. llonoxenus. IllratHoe pacnucanue. [IpaBuiia BHYTpEHHEro TPyAOBOIO
pacniopsiaka. Ykazanus. [loctanoBienusi. [Ipukassl Mo OCHOBHOW AeSATENbHOCTH. Bhimucka u3
npukas3oB. Pacniopsixenue. Pemenue. [Ipotokon (monusiii u kpatkuit). AkT. CipaBku. JlokiiaaHas
3anucka. OObsAcHUTENbHAs 3amucka. Tenerpamma, TtenedoHorpamMma. PekBHU3HUTHI MUCHMA.
[Tucemo-npocsba. Ilucemo-otBer. IlpurnacurensHoe nucbmMo. CONPOBOIUTENBHOE IMHCHMO.
[Tucemo - cooOmienue. Ilucemo-otka3. KpenutHsiit mgoroBop. JloroBop xpaHenus. JloroBop
noctaBku. JloroBop npokarta. Kommepueckuit nforosop. [lonsitue "nokymenToo60pot" 1 pazButue
€ro HOPMaTUBHOW METOJMYECKON periaMeHTaluy. XapakTepUcTHKa JOKyMEHT0000poTa. DTambl
JBYDKEHUS M MOPSJIOK 00paboTKM AOKyMEHTOB. PaboTa ¢ BXOIAIIMMHU JOKyMEHTaMH. OTallbl
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00paboTku HoKyMeHTOB. KOHTpOIIb UCTIOMHEHHS JOKYMEHTOB. Perucrpaius 10KyMeHTOB, BHIbI
peructpaunn. OnpexneneHue cpokoB xpaHeHus. llopsanox Beigaum gen. IloaroroBka nen u
nepenaya B apxu. @opma onmcu u akThl. [lepenaya gen B apxus. Pabota ¢ koH(puIeHIIMATBHBIMU
JIOKyMEHTaMHU

[Ipaktuka. CopTHpoBKa JOKYMEHTOB IO Kiaccudukanum». CocTaBieHHE IITaTHOTO
pactiucanus. Pabora ¢ pacnopsauTenbHbIMH JTOoKyMeHTamu. CoctaBieHne MH(OPMAIMOHHO -
cpaBo4yHOU nokymeHTauuu. OgopmiieHue enoBbix nuceM. OQopmiieHre TUIIOBBIX 10TOBOPOB.
Pabora ¢ ucxomsmuMu ¥ BHYTPEHHMMH JokyMeHTamu. OdopmiieHne HOMEHKIATYphl Jell.
Odopmienne TOKyMEHTaLUU AJIs apXUBa.

Pazgen IV. CnienmanabHublii MoayJib. KagpoBoe o0ecneuenue

Teopus. TpynoBoii koaekc P®. Tpynooii moroBop, ero 3akimouenue. OdopmiieHue
TpyZaoBoro aorosopa. CTpyKTypHBIH IpUKa3 10 NPEANPUATHIO. 3HAYEHHE TPYAOBOIO J10I0OBOpA.
3aKJIIO4YeHNEe TPYLOBOIO [IOTOBOPAa HA OIPEIEICHHBIM W HEONpeAENeHHBIH CpoK. OCHOBHBIE
PEKBU3UTHI TPYI0OBOrO 10roBopa. TpyoBbIe ITpaBa U 00s13aHHOCTH paOOTHUKOB. [lopsanok npuema
Ha paboty. /lokyMeHThI Ipu npueMe Ha paboTy. ABroduorpadus. XapakrepucTuka. 3asBieHHE.
Pestome. [Ipukas o npueme Ha padoty. IIpocToit u cnoxusiii npukas. TectupoBanue. IlepeBoa Ha
npyryto paboty. Ilpekpaiienue tpynoBoro jaorosopa. [IpHka3pl 0 HOOLIPEHUH U HAJIOXKEHUU
B3bICKaHUN. JIMuyHas Kkaprouka, HOpAAOK odopmieHus ux paHeHue. Ilopsnok BeneHus
TPYZOBBIX KHI)KEK. BeneHue JIMYHBIX J€JI, OCHOBHBIE JOKYMEHTHI.

[lonroroBka JOKyMEHTOB K apXMBHOMY XpaHeHuto. I[leHcuoHHbI (oHA: clrada
OTYETHOCTHU M JIOKyMeHTa 1J1s1 ohopmieHus nencuu. OopmieHne apXuBHBIX CIIPABOK.

IIpaktuka. CocraBieHue TpynoBoro goroopa. CocraBieHUE NMPHUKA30B. 3allOIHEHHE
JUYHON KapTOYKHU. 3alojHEHHE TPYAOBbIX KHMkEK. CocraBieHue ordeTHOCTH. CocraBiieHue
npukasa. CoctaBienue akra. CocraBnenue MHCTpyKIuu.

Pasznen V. KoncyabTanumn
Koncynpranuu npoBoasaTces A odyyatouiuxcs no [Iporpamme B TeueHue BCero nepuoaa
o0OydeHus 1 1o utoraM 1 roga oOyueHus nepea mpoMexxyTouHoM atrectanueid. Koncynpranuu mo
M3YYEHHOMY MaTepHally, POI0JDKEHUIO TPOQPECCHOHAIBHOTO 00pa30BaHus, TPYAOYCTPOUCTBY.
[TonBeneHue UTOroB TeopeTHdeckoro oOydenus (becena, TEeCTOBBI KOHTPOJIb U Ap.)

Paszngen VI. Atrecranus
6.1. TIIpomexxyrounas arrecrauus. {uddepeHpoBaHHbIi 3auer
6.2. MHroroBasi arrectamusi. ATTecTanus OOYYAIOIIUXCS B COOTBETCTBHH C
npodeccuoHaNbHBIMU TPEOOBaHUAMH U KBaJM(UKAIMOHHOW XapakTepucTukoi «Cekperapb-
aJIMUHUCTPATOP».
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2.2. Y4eOHDBIN IJIAH

B y‘le6HOM IJ1aHe 0To6pa>KaeTc;1 JIOru4uecKas mocjea0BaTCjIbHOCTh OCBOCHHA Pa3aciioB,

obecrieunBarOUX (POPMUPOBAHUE KOMIICTCHITHIA.

VYkasbiBaeTcs 00111as TpyA0EMKOCTh Pa3/iesioB, MOIYyJICH.

Ne n/m HaunmenoBanue paszenos Bcero B Tom uucine dopma
4gacoB | Jlekiuu | ITpakTuka | Camocr.pabota KOHTPOJIA
1 rox o0yuenust
I Oo0menpogdeccnoHaAIbHBINA MOAYJIb 42 16 22 4
1.1.  |OcHOBBI pelaKTUPOBaHUSI JOKYMEHTOB 8 4 4 - TectupoBanue
1.2.  |[denoBas KynabTypa 2 2 - - JlenoBas urpa
1.3.  |OCHOBBI J€IONPOM3BOICTBA 10 4 5 1 3auer
1.4. |Texuuka mammHonucu Pazmen Nel 14 4 8 2
1.5. |Texnuxka mammHonucu Pa3zgei No2 8 2 5 1 [IpakTiecine
1.6. |Texuuka mammuonucu Paszmen Ne3 - - - - Sajatmi
11. ABTomMaTuzanusa QY 2 1 1 - -
2.1. |OducHoe obopynoBanue 2 1 1 - Ompoc
2.2. | DneKTpOHHBIH oduc - - - - -
III. |[IpodeccuonanbHbIl MOLYIb 18 7 9 2 [pakTHyecKue
3.1 Jlenonpou3BoaCTBO B OpraHu3aluu 18 7 9 2 3a/7aHMs. 3a4eT
I\'A CnenuajabHbIH MOAYJIb 6 2 4 -
4.1.  |KagpoBoe obecrieuenue 6 2 4 - 3auer
V. Kouncyabrauuu 2 - 2 -
VI ATTecraums 2 - 2 -
6.1. |IIpomexxyTouHas arTecTaius 2 - 2 - 3auer
6.2.toroBsas arTecranus - - - - -
HToro 1 roa 72 26 40 6
2 rox o0yveHust
I. OomenpodeccnoHaAIbHbINA MOIYJIb 16 2 10 4
1.1/OcHOBBI peJakTUPOBAHUS JOKYMEHTOB 4 - 2 2 TectupoBanue
1.2|]lenoBas KynbTypa - - - - -
1.3/OcHoBBI 1€TOTIPON3BOACTBA 4 - 3 1 TectupoBanue
1.4)Texauka mammaonucu Pa3gen Nel - - - - -
1.5/Texnuka MmammHonucu Paznen Ne2 2 - 2 - [IpakTyeckue
1.6, Texauka mamumaoIcu Pa3zaei Ne3 6 2 3 1 3amaHns. 3a4eT
11. ABtomatuzanus OY 2 1 1 -
2.1/OducHoe obopynoBanue - - - - -
2.2/2nekTpoHHbIi oduc 2 1 1 - Omnpoc
IIL.IIpogeccuoHaAIBLHBI MOAY/Ib 10 4 5 1 [IpakTuyeckue
3.1{/lenonpon3BOICTBO B OpraHU3aluu 10 4 5 1 3aJaHHS
IV.CnenunanbHblii MOLYIb 4 2 2 -
4.1, KagpoBoe obecrieueHue 4 2 2 - TectupoBanue
V. Kouncyabrauuu - - - -
VI ATTecTauus 4 4 -
6.1 [[IpomexxyTouHast aTTecTauus - - -
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6.2..Utorosas arrecTarus

4 - 4 - Kpanuduxanyo
HHBINA DK3aMCEH

HToro 2 ron 36 9 22 5

| Htoro 108 35 62 11

2.3. TemaTH4eckoe IVIAHUPOBAHHUE

HaumenoBanmue paszne |Coaep:xanue yuyeOHOro mMarepuasa, JadopaTopHbie padoTbl U Oo0bem
JIOB U TeM NpPaKTHYeCKue 3aHATHS B yacax
1 2 3
OomenpodgeccHoHANbHBII MOY/Ib
OCHOBBI peIaKTHPOBAHUS IOKYMEHTOB 8
KynbrypauenoBeka u |OcHOBHBIE (DYHKIMH sI3bIKa. B3aMMOCBS3b KyJIBTYphl YeJOBEKa U 4
KyJIbTypa peun KyJnbTypbl peud. HopMaTuBHBIN, KOMMYHUKATUBHBIH M ATHYECKHH
ACIEKThl PEUEBOI KYJIbTYPHI.
QYHKIIMOHATIBbHBIN Crumu peun. OCHOBHBIE YE€pPThI, OCOOCHHOCTH M IPHU3HAKU BCEX 4
CTHJIU PYCCKOTO ctuiieil. HopMbl pyccKOro peueBoro 3TUKeTa.
JIUTEPaTypHOTrO
JesioBast KyJ1bTYpa 2
mumx cexperapst JIM4HOCTH CeKpeTaps M €ro pojib B JAESITEIbHOCTH COBPEMEHHOMU 1
opranuszanuu. JIOJKHOCTHAsE HHCTpyKuMs. JlenoBble M JIMYHBIE
KauecTBa cekperaps. JlemoBas >keHmmHa-mipodeccuonan. PabGouee
MECTO CEKpeTapsl.
OTUKET B KopriopatuBHast KynbTypa, (UPMEHHBIH CTWJIb OpPTaHU3ALUH. 1
CITyKeOHBIX CayxeOHast BepTUKanb (OTHOLIEHHs B cucreMe «PykoBoauTenb-
OTHOILLEHUAX nogunHeHHbINH). Ciy)xeOHasi TOpU30HTAIb (OTHOIIEHUE B CHCTEME
kosera-kosutera). CiyxeOHast cyOopaunanus. HopMbel U mpaBuia
OTHOIIEHUH  COTPYJHHUKOB C  TPEACTABUTEISIMH  CTOPOHHHUX
opraHu3zanuii, napTHepamH, KIIMEHTaMH, HOCETUTEISIMH.
CyOopauHaiiys. DMOIMOHAIBHO-HEUTPATBHBIN JCIIOBOM XapakTep.
KoH}puaeHmanbHOoCTb.
OcCHOBBI 1€JI0NPOU3BOACTBA 10
HokymeHntupoBanue. |OcHoBHbIE MOHATHUA. Tunonorus gokymeHtoB. @opmaTtsl Oymaru u 10
JIoKymMeHT, BUbI nosig. OOmue TpeOoBaHUS K COCTABIEHUIO JOKYMEHTOB. biaHku
JOKYMEHTOB, X JNOKYMEHTOB. PekBH3UTHI noKkymeHTa. [IOKyMEHTUpOBaHUE, BUABI U
KJaccuukanus. crnocoObl. TpeboBaHMsI K TEKCTy JIOKyMeHTa. TpeOoBaHHS K
PexBu3uTHI M3TOTOBJICHUIO IOKYMEHTa. MylnbTUMeInitHOE 000pyA0BaHHE.
JIOKYMEHTOB IIpakTnueckas  padora: «TpeGoBaHusi K  COCTaBJIEHUIO
AOKYMEHTOB. JIOKyMeHTHPOBaHHE»
TexHuka MalIUHONUCHU
Pazoen Ne 1 «Cnenoiy oecamunanvyeswtit memoo neuamu na IIK 14
OcHoBuble npuHIMnbl | M3yuyenne kiaBuatypel. OOmme mnpasuna paboTel. OCHOBHBIE 8

«CIIETIOTO» NPUHLMIIBI  [I€YaTH  JECATUNaIbLEBOro Merona. Ilonstue o
JECATUNIATIBLIEBOTO JECSITUNANIBLIEBOM CJIENIOM METO/I€ MUChMa.
METO/1a [TIeYaTH Ha IIpakTnueckas padora: «OTpadoTka meyaTH Ha KJIaBHAType.
numyiend mamvake | Hadop TexkcroB»
u [IK
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[To3unuu naneueB Ha |Odopmnenne rpanun. Ilodast TOKyMeHTOB. YCTaHOBKa IOJIEH. 8

KJIaBHAType. N3yyenne ocHOBHOTO psifa KiaBuaTypsl. M3ydenune OykB BepXHEro

psna kiaBuaTypbl. 3HaK "deprouka". A63au. M3ydenue dyeTBepToro
psga KiIaBUaTypbl. 3HAKW TNpenuHaHus. Apabckue nudpsI.
KonuuecTBeHHble, MOpsAKOBBIE — yMcauTeNnbHble.  Hymepanus
nyHKToB. Pumckue uudpel. Hanucanue nat.
IIpakTnueckas padora: «Odopmienne noxkymenToB. I[leuarb
AeCATUNIATbIEBbIM METOI0M»
Pazoen Ne 2. H3yuenue mexnuku neuamu 8
OcBoeHune npueMoB Odopmienue 3arojoBKOB M M0J3arojioBKoB. Hymeparus ctpaHui. 2
TEXHUKU MHCbMa TexcroBeie cokpamienus. Ilpsmast peub, mutatel. OdopmieHue
npuMedyaHui, npuinoxxenuid. Mcnpasnenue ommbOok. VMcmpaBieHue
omu6oxk Ha [1K.
IIpakTnueckas padora: «PadoTa ¢ TEKCTOBBIM JOKYMEHTOM»
O6paboTka Kpunrorpamms rnacubix OykB. [ledats c0roB «coriiacHas - riiacHas 3
KPUITOTPAMM IJTACHBIX |- 2 COTJIACHBIX»; «2 COTJIACHBIX -TJacHasi - corjiacHas», padoTa co
OyKB CJIOraMH THUIIA - «COIJIaCHAs - COTJIacHasl riacHasi».
IIpakTHyeckas padora: «Padora ¢ TEKCTOBBIM IOKYMEHTOM))

O06paboTka Kpunrorpammbl ~ ocHOBHOM  mo3unuu  manbieB.  OOpaboTka 3
KpUnTorpamm OyKkB KpUnrorpamm OyKB Bceil kiaBuatypbl. [ledaTs cioros, medatb ABYX
OCHOBHOM MO3UILINU - U TPeXOYKBEHHBIX KOHEYHBIX OYKBOCOUETAHHIA.

HaJIbLEB IIpakTnueckas padora: «Padora ¢ TeKCTOBBIM IOKYMEHTOM.
Ha0op TexcTa moa AUKTOBKY»
IIpakTyeckoe o0y4yeHue 2
ABTomMatrm3anusg OY
Pasznen Ne 1. O¢pucnoe odopyroBanue 2
OducHbie AmnepanTHoe ~ oOecrieueHHE  NEPCOHAIBHOTO  KOMIIbIOTEpa.
MPUIIOKEHHUS. Omnepammonnast cucteMa Windows. Ciy)keOHbIE MPOTPaMMBI. 2
JlonosmHUTEIBHBIE IleyaTHOe M MHOXHUTEIbHOE 00OpyHOBaHHE. JleMOHCTparMoHHas
texnuka. Cucrema cBsi3u. Mynbtumenana.  CkaHUpOBaHUE
M300pasKEeHHI.
IIpodeccnonanbHbBIN MOAYJIb
JleJIonpon3BOACTBO B OPraHU3aLHUU 18
CocraB JIoKyMEHTBI MIPEAIPUATHSL. Knaccudukarus JIOKYMEHTOB 1
YIPaBIEHYECKUX yIpaBJIeHUYECKON AESITEIbHOCTH.
JIOKYMEHTOB IIpakTtuyeckas  padora: «CopTHpPOBKAa  JOKYMEHTOB IO
OpraHu3aluu KJIACCH(PMKALIH»
OpranuzannoHHbIE VYcrag. Ilonoxenus. lllratHoe pacnncanue. [IpaBuiia BHyTpeHHETO 1

JIOKYMEHTBI TPYZOBOI'O pacropsiiKa.

IIpakTuyeckas padora: «CocraBijieHre IITATHOI0 PACIIMCAHUD)
PacnopsimurensHbie Vkazanusd. [loctanoBinenus. [Ipuka3pl M0 OCHOBHOM NESTEIBLHOCTH. 2

JIOKYMEHTBI Beinucka u3 npuka3oB. Pacniopspkenue. Pemienue.

IIpakTnueckass padora: «Pabdora ¢ pacnopsiAMTEIbHBIMHU
AOKYMEHTAMU»
WNupopmaninoHHo - [Iporokosn (monHbIil 1 Kpatkuii). AKT. CipaBku. JlokinaaHas 3amnucka. 2

CIIPaBOYHbBIE OO0mwsacHuTenbHas 3anucka. Tenerpamma, TenedoHorpaMmma.

JIOKYMEHTBI IIpakTnueckass  padora: «CocraBieHMe HH(POPMALMOHHO-

CﬂpaBO‘IHOﬁ JAOKYMEHTALIUMN)
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JlenoBas nepenucka. | PekBU3UTHI MHAChMa. [MuceMo-mpocroa. [TnceMo-0TBET. 2
[TpaBuna opopmnenus, |IIpuriaacurensHoe mucbmo. CompoBomuTenbHOE THUCHMO. [InchMo-
CTPYKTypa U BUIbI coobmienue. [IncpmMo-oTKa3.
JICJIOBBIX ITUCEM IIpakTHyeckast padora: «Odopmiienne 1e10BbIX U CEM»
JloxymeHTauus no JoroBop kymiuu - mponaxu. JloroBop apeHubl. /[oroBop MEHBI. 2
JOTOBOpHBIM IIpaBo- | KpenutHbli norosop. JloroBop xpaHeHus. JloroBop IOCTaBKH.
OTHOLLEHUSAM Jlorosop npokara. KoMmMmepdeckuii 10roBop.
OcHoBHble pekBu3uThHl | [IpakTnyeckasi padora: «OdgopmiieHre THIIOBBIX JIOTOBOPOB»
1 TpeOOBaHUs K
0(OPMIICHHIO
JIOTOBOPOB
Opranuzanus padoteic |IlonsiTHe "DOKyMEHTOOOOPOT" H pa3BUTHE €ro HOPMAaTHBHON 2
JOKYMEHTAMHU. METOANYECKOU pernaMeHTaltu. XapakTepucTHKa
Opranuzanus JOKYMEHTOO0OpOTa. JTambl MABWXKEHUS U TOPSIOK 00paboTKu
JOKyMEHTOO0OpOTa.  |1OKyMeHTOB. PabGora ¢ BXOAALIMMM JOKYMEHTaMH. OTarlbl
Perucrpanus 00pa0oTKH 10KyMEHTOB. KOHTpOJIb HCHOJHEHHS] JOKYMEHTOB.
JIOKYMEHTOB. Perucrpanus 10KyMeHTOB, BUJbl PETUCTPALIUH.
IIpakTnueckas padora: «Padora ¢ ucXoasiIUMU ¥ BHYTPEHHUMU
AOKYMEHTaMU»
Texyiee xpanenue OmnepatuBHOe XpaHeHHME Jen (IpoBepKa HAIUYUSA JIOKYMEHTOB, 2
JOKYMEHTOB. NOPSAAOK BbIIAUM JeJ1). DJIEKTPOHHbIE JOKYMEHTHl U MX XpaHEHHe.
Homenknatypa aen. [ DkcnepTu3a EHHOCTH IOKYMEHTOB.
IIpakTHyeckas padora: «OdopmiieHHne HOMEHKIATYPbI e/
ApxuBHoe xpaHeHue |Omnpenenenue cpokoB xpaneHus. [lopsnok Beiaaun nen. [logroroeka 2
JOKYMEHTOB nen u nepenada B apxus. Popma onmcu U aktel. [lepenauya nen B
apxuB. PaboTa ¢ koH(UIEeHIIMATEHBIMU JOKYMEHTaMH.
IIpakTnueckas padora: «OdopmieHne MAOKYMEHTALMH IJIs
apxuBal2
OpranuszannonHas Tex |Buasl u ycTpolicTBO opraHu3anuoHHON TexHHKH. Kcepokc. dakc. 2
HHKa [Ipuntep. Cxanep. IlepcoHanbHblil komnbioTep. MynbTUMenUitHOE
o0opyI0BaHUE.
IIpakTuyeckasi padora: «Padora ¢ oprrexHukon»
CrnenunanbHbIi MOAYJ/Ib
Kanposoe obecnieuenne 6
Pasznen 1. OcHOBHBIC 321241 YIIPABJIEHUSA KaApaMH 6
Tpynosoii kogekc P®. (3HaueHHe TpyJOBOrO AOrOBOpPA. 3aKJIIOUEHUE TPYIOBOIO JOroBOpa 3
TpynoBoii noroBop, |Ha onpeaeneHHbIH U HeonpeaeaeHHbIH cpoK. OCHOBHBIE PEKBU3UTHI
€ro 3aKJII0YECHHE. TPYAOBOTO JJoroBopa. TpyaoBbie IpaBa U 00A3aHHOCTH PAOOTHUKOB.
Odopmnenue IpakTnyeckas padora: «CocraBjieHue TPYA0BOI0 10r0BOPa»
TPYJOBOIO IOTOBOPA.
CrpykrypHbiii puka3z  [[lopsnokx npuema Ha paboty. JlOKyMeHTHI IIpu MpHEMe Ha padoTy. 3
0 NIPEATIPUATHIO. ABroOuorpagus. Xapakrepuctuka. 3assienue. Pestome. Ilpukasz o
npueme Ha paboty. Ilpoctoil m crmoxHbli mpuka3. TecTUpoBaHUE.
[TepeBon Ha apyryro paboty. IlpekpaiieHue TpynoBOro TOTOBOpA.
[Ipukasel 0 NOOIIPEHNHN U HATOKEHUH B3bICKaHUI.
IIpakTnyeckas padora: «CocraBijieHHe NPUKA30B»
KoncyabTanum, KoHcynpTanmmm 1o MW3y4eHHOMY MAaTepuany, HpOJOLKEHHIO 2
nojBeJeHne poeCCHOHAIBHOTO o0OpasoBaHus, TPYIOyCTPOMCTBY.
HUTOIrOB [Tonsenenue UTOroB TeopeTHyeckoro oOyueHus (6ecena, TECTOBBIN

KOHTPOJIb U JIp.)
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IIpome:xxyTounasi arrectanus (quddepeHInpPOBaHHBIN 3a4ET) 2
2 rox o0y4eHust
HaumenoBanue pa3ne |Copaep:xxanue y4eOHOro marepuajia, JaboparopHbie padoTbl M Oo0bem
JIOB U TeM NpaKTHYeCKUe 3aHATHUS B Yacax
1 2 3
OomenpodgeccHoHANbHBII MOLYIb
OCHOBBI peJaKTHPOBAHHS TOKYMEHTOB 4
Opdosnus, Opdosnuyeckre HOPMBI JINTEPATYPHOTO SI3bIKA. [ [pUHIMITBI pyCCKOM 2
Opdorpadus opdorpadun. OcoOEHHOCTH PYCCKOTO CIIOBECHOTO YAapCHHS.
CuHrakcuc u Crnioco6s1 opopmienus uyxoii peun. [TpuHuns! u QyHKIUH pyCcCKOi 2
MIyHKTYyaIus nyHKTyauud. CMbICIIOBas pOJib 3HAKOB MpPEUHAHUS.
IIpakTuuyeckas padora: «PerakTHpoBaHHE TEKCTa».
OcHOBBI 1€JI0NPON3BOACTBA 4
JoxkymentupoBanue. |OcHOBHbIe MOHATHs. Tumnonorusi fokymMeHToB. @opmarel Oymaru u 4
JlOKyMeHT, BUIbI nosi. OOurme TpeOoBaHUA K COCTaBICHHUIO JTOKyMEHTOB. biianku
JIOKYMEHTOB, HX JOKYMEHTOB. PexkBM3UTHI JOKyMeHTa. JJOKyMeHTHpOBaHHE, BHUIBI U
KIaccu(uKarus. cnocoObl. TpeboBaHUS K TEKCTy [OKyMeHTa. TpeOoBaHHS K
PexBu3UTHI W3TOTOBIICHUIO JOKyMeHTa. MylbTUMEINITHOE 000pyI0BaHUE.
JIOKyMEHTOB IIpakTnueckas  pabGora: «TpedoBanuss K  COCTaBJICHHIO
AOKYMEHTOB. JIOKyMeHTHPOBaHH €
TexHuka MAaIUHONUCH
Pazoen Ne 2. H3yuenue mexnuku neuamu 2
Odopmienue Tabmuupl. Odopmienne W U3roToBJIeHHE TaOMMUYHBIX  (hopMm 2
MAIIMHOIIMCHBIX paboT |ZOKyMeHTOB. [IpaBuia BBIOIHEHUS CIOKHBIX TAOIHII.
IIpakTnyeckas padora: «Pabdora ¢ Tabnuuamu. Opopmienne n
U3roTOBJIeHUE TAOJIUYHBIX (OPM T0KYMEHTOB)
Pazoen Ne 3. Ckopocmo neuamu 6
Omnpenenenue HaGop Texcta Ha muIymeil MammHKe. 3
ckopoctu neyatni Ha | [IpakTnuyeckas padora: «HaGop TexkcTa Ha CKOPOCTHY
MUNIYIIeH MallliHKe
Ckopoctb ieuatri 1 | Habop Tekcra Ha [1K. KauectBo padots! Ha [1K. 3
kauecTBo pabor Ha  |IIpakTHYeckas pabora: «KauecTBeHHbIN HA00Op TeKCTA)
K.
IIpakTnyeckoe o0yyeHue
Aptomatu3zanus OY
Pa3nes Ne2. JDiexkTpoHHbIN oduc. 2
TexcroBsiii penaktop | TectoBblif penakrop MS Word. 3amyck u Hadano paborel. BBoau 1
MS Word penaktupoBanue Tekcta. PopmarupoBanue Tekcta. OdopmiieHne
crpanunl. OdopmieHne JOKYMEHTOB C MOMOINBIO TalyJspa.
Odopmenne 6J1aHKOB TOKYMEHTOB.
Penakrop Meno u ocHoBHBIe ToHsATHS MS Excel. Dnexktponnas Tabmwmia. 1
ANIEKTPOHHBIX TabnuL  |3HakoMcTBO ¢ 3kpaHoM MS Excel. Ilanenu wuncTpymMeHTOB MS
MSExcel Excel. BBon u penaktupoBaHue IaHHBIX. AHaIU3 U 00paboTka
nanHbIx. Padorta ¢ Tabnaumamu u rpadukoiu.
IIpodeccnonanbHBIN MOAYJIb
Jesionpou3BoaACTBO B OPraHU3alnu 10
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Cocras JIOKyMEHTBI MIPEANPUATHSL. Knaccudukarus JOKYMEHTOB
YIPaBIEHYECKUX YIPaBJIEHYECKON 1E€ATEIbHOCTH.
JIOKYMEHTOB IpakTnueckass  pa6ora: «CopTHpPOBKA JOKYMEHTOB IO
OpraHu3aluu KJIaCCH(PUKAIM I

Opranu3zaioHHbIE VYcras. Ilonoxenus. IlltatHoe pacniucanue. [lpaBuiia BHyTpeHHET0O
JTIOKYMEHTBI TPYZOBOI'O pacropsiika.

IIpakTuyeckas padora: «CocraBijieHre IITATHOI0 PACITMCAHUSD)

Pacniopsinurenbubie Vka3zanus. [loctanoBnenus. [Ipuka3bl 10 OCHOBHOM J€ATEIbHOCTH.
JIOKYMEHTBI Brinmcka u3 npukasos. Pacnopstxenue. Pemienue.

IIpakTnueckass padora: «PaGora ¢ pacnopsaauTETbHBIMHA
JOKYMEHTAMM)

WNudopmannoHHo - [Iporokou (monubli 1 kKpaTkuit). AkT. CpaBku. [lokiiagHas 3anucka.
CIpPaBOYHbBIE Oo6wbsacuurenbHas 3anucka. Tenerpamma, TeaepoHorpamma.
JIOKYMEHTBI IIpaktuueckas  pabGora: «CocraBieHue HH(OPMALMOHHO-

CIIPABOYHOM JOKYMEHTALNID)
JlenoBas nepenucka. | PekBU3UTHI NHACHMa. [Mucemo-tipocnoa. [TuceMo-0TBET.

[IpaBuna opopmuenus,
CTPYKTypa U BHUIIBI
JCJIOBBIX ITHCEM

[IpurnacurensHoe nucbmo. ComnpoBoauTelbHOE NMUChMO. [Irchmo-
cooOmenune. [InceMo-oTKAa3.
IIpakTnyeckas padora: «OdopmieHue 1eJOBbIX MHCEM»

JlokymeHTanus 1o
JIOTOBOPHBIM IIPaBO-

HoroBop kymiuu - mpoxaxu. JloroBop apenabl. J[OroBop MEHBI.
Kpenutubiii  goroBop. J[loroBop xpaHeHus. JloroBop mOCTaBKH.

OTHOLIECHUSAM HoroBop npokara. KoMMmepueckuid 10roBop.
OcHoBHuble pekBu3uTHl | [IpakTHueckas padora: «OdopmiaeHne THIIOBBIX 10rOBOPOB)
1 TpeOOBaHMS K
o opMIICHHIO
JIOTOBOPOB
Opranu3zanus padbotsl ¢ |[londarue "mokymMeHTOOOOpOT" M pa3BUTHE €ro HOPMaTUBHOU
JOKYMEHTaMH. METOJINYECKOU permamMeHTaluH. XapakTepHucTuka
Opranuzanus JIOKyMEHTOO0OpOTa. JTambl JABWKEHUS U TIOPSIOK 00paboTKu
JIOKyMEHTOOOOpOTa.  |IOKyMeHTOB. PabGora ¢ BXOASIUMH JOKyYMEHTaMH. OTambl
Perucrpanus 0o0paboTku J0KyMeHTOB. KOHTpOnb HCIONHEHUs JOKYMEHTOB.
JOKYMEHTOB. Perucrpanust JOKyMeHTOB, BU/Ibl PETUCTPALIUU.
IIpakTnueckas padora: «Padora ¢ ncXoAAIIMMH U BHYTPEHHUMH
AOKYMEHTAMW»
Tekyiuee xpanenue OmnepatuBHOE XpaHeHwe Jen (IMpoBepKa HaIWYUs JOKYMEHTOB,
JIOKYMEHTOB. MOPAJIOK BbIIAYM JI€). DJIEKTPOHHBIE TOKYMEHTHI M MX XpaHEHUE.

Homenknarypa nen.

OKcnepTu3a HEHHOCTU JOKYMEHTOB.
IIpakTnuyeckas padora: «OpopMiieHre HOMEHKJIATYPHI /1D

ApXUBHOE XpaHEHHE
JIOKYMEHTOB

Onpenenenne cpokoB xpanenus. [lopsnok Beimaun aein. [loaroroska
nen u nepenada B apxuB. dopma onucu u aktel. Ilepenava nen B
apxuB. PaboTa ¢ KoH(UIeHITHAIBHBIMH IOKyMEHTAMHU.
IIpakTnueckas padora: «OdopmieHue JOKYMEHTAlUH [JIst
apxuBa2

OpFaHI/ISaHI/IOHHaﬂ TEX
HHKa

Bunel n ycrpoiictBo opranusanvoHHod TexHukH. Kcepokc. dakc.
[IpunTep. Ckanep. IlepcoHanbHbIl KOMIbIOTEP. MynbTUMEAUITHOE
o0opyI0BaHuE.

IIpakTnueckas pabora: «Padora ¢ oprrexHnKomn»

CrneuuaJjbHblil MOAYJIb

KanpoBoe obecneuenue

Paszpnen 1. OcHOBHBIC 321241 YIIPABJICHHUS KaApaMH
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Tpynosoii kogexc PO.
TpynoBoii 1orosop,
€ro 3aKJII0YCHHUE.
Odopmnenue
TPYAOBOI'0 JOTOBOpA.

3HaueHue TPYJOBOrO JOroBopa. 3aKIIOYEHHUE TPYAOBOTO 10TOBOpa
Ha ONpe/eICHHbIH U HeonpeaeaeHHbIH cpok. OCHOBHBIE PEKBU3UTHI
TPYAOBOTO J0roBOpa. TpyAoBbie IpaBa U 00SI3aHHOCTHA PAOOTHUKOB.
IIpakTnyeckas padora: «CocraBjieHue TPYA0BOI0 10r0BOPa»

CTpyKTypHBIi TpUKa3
MO MPENPUSATHIO.

[Mopsanox npuema Ha paboTy. JlOKyMeHTHI Mpu mpueme Ha padoTy.
ABrobuorpadus. Xapaktepuctuka. 3assieHue. Pestome. Ilpukas o
npueMe Ha paboty. IIpocToii u cnoxHbIM TpuKa3. TecTupoBaHHE.
IlepeBon Ha apyryto paborty. llpekpaiienue TpynoBoro AgoroBopa.
[IpuKasbl 0 MOOUIPEHUU U HAJIOKEHUH B3bICKAHUIA.

IIpakTnueckas padora: «CocraBiieHHe NPUKA30B)

Kpammdpukaunonx
bIi
3K3aMeH

Atrectanus o0ydaromumxcs B COOTBETCTBUH c
npoeCCHOHATbHBIMU ~ TPEOOBAHUSAMU W KBAJTU(UKAIIMOHHON
xapakTepucTukoi «CeKpeTapb-aJMUHUCTPATOPY.
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II1. Opranu3anuoHHbBIN pa3aen
3.1. XapakTepucTHKA yCJI0BHI peau3anum MporpaMmmbl

3.1.1. TpeOoBaHus K KaAPOBOMY o0ecriedeHNI0

Peanuzanus MIPOrpamMMbl npodeccnoHaIbHOTO o0y4YeHHS oOecrieunBaeTcs
NeAarorndyeckuMi  pabOTHHKaMH  00pa3oBaTENbHONW  OpraHM3alMH, a Takke JIUIaMH,
NPUBJICKAEMBIMH K peaJI3alliil MpPOTrpaMMbl MPO(GECCHOHATBLHOIO OOYYeHHUS Ha YCIIOBHSX
IPa)XAaHCKO-IIPABOBOIO JIOTOBOpPA, B TOM YHUCJIE W3 YKCIA PYKOBOJIUTENEW U pabOTHUKOB
OpTraHMu3aIi, HalpaBIeHUE IEATEIBHOCTH KOTOPBIX COOTBETCTBYET 00JIACTH MPOPECCHOHATBHON
JEeSITEIbHOCTH.

3.1.2. TpeOoBaHMsl K MATEPHATIBLHO-TEXHUYECKOMY O0ecredeHn 0

[ToMerieHust mpeACTaBISAIOT COO0M y4yeOHBbIE ayTUTOPHU JUIS MPOBEACHUS 3aHATHH BCEX
BU/JIOB, IIPETyCMOTPEHHBIX MPOTrpaMMoi MPOPECCHOHATBHOT0 00yUEHHS, B TOM YUCIIE TPYIIIOBBIX
U WHIAUBUAYAJIBHBIX KOHCYJbTAIMA, TEKYIIETO KOHTPOJS W MPOMEXKYTOYHOM aTTecTaluu, a
TakKe TIOMELIEHUS JJs  CaMOCTOSITeNbHOM  paboThl, OCHAIEHHBIE O00OpYJAOBaHUEM,
TEXHUUYECKUMHU CPEICTBAMU O0yUYEHUS.

MAOY - COHI Ne 55, peanusyromias mnporpammy Mo mpodeccuu, pacrojaraer
MaTEPHUATIbHO-TEXHUYECKON 6a3oi, obecrieunBaroIei [IpOBEACHUE BCEX BUJIOB
MEXIUCUUIUTMHAPHON MOJATOTOBKHU, MPAKTUYECKOW PabOThl 00YYaroIUXCs, MPEeayCMOTPEHHBIX
y4€OHBIM IUIAHOM M COOTBETCTBYIOIIEH JEHCTBYIOIIMM CAaHUTAPHBIM U IPOTHUBOIIOKAPHBIM
mpaBWJiaM U HOPMaM B pa3pe3e BBHIOPAHHBIX TpaeKTopuii MUHUMAalbHO HEOOXOAUMBIN s
peanuzanuu [1T110 nepeueHs MaTepuanbHO- TEXHUYECKOTO 00€CIIEUEHM s, BKIIIOUAET B Ce0s:
YueOHblii kaOuHer: mKkad A0S XpaHEHUS Y4eOHBIX MOCOOMH, MPOrpaMMHO-aIMapaTHbII
KOMIUIEKC B KOMIUIEKTE, I0CKa KJIaCCHAsl, CTOJ YUUTENIs, KPECIIO YUUTENS, CTOJI YUEHUYECKUH,
CTYJ YYEHHUUECKH, CETeBOU (DUIBTP, MHOTOPYHKIIMOHAIBHOE YCTPOHCTBO, KOMITBIOTED YUUTENS
¢ nepudepueit (JTUIEH3MOHHOE MPOrpaMMHOE obecrieueHrne, oOpa30BaTENbHBI KOHTEHT H
CHCTeMa 3allMThl OT BPEAOHOCHOH WHQOpMAIMK), CHCTEMa 3allUThl OT BPEIOHOCHOU
UHpOpMaINH.

O0OopynoBanue y4eOHOro KaOHUHeTa: 10CaI0UYHbIE MECTA 10 KOJUYECTBY 00yUaroIInuXCs;
paboyee MecTo npenoaBarens, 00opyaoBanHoe IBM.

Kanuneasipckne npuHaaIeKHOCTH: OyMmara KcepokcHasi A4, mamka, namnka-perucTpaTrop, namka 2 Kojblia,
KYypHaJI perucTpaluv UCXOAAINX JOKYMCHTOB Ha CKPCIIKE, )KYPHAJI pEruCTpali BXOAAIUX JOKYMCHTOB
Ha CKperike, dain Bkiaabiil, kiaei [IBA, HOKHUIIBI, CTEIUIep KaHISIAPCKHA, IBIPOKOIL.

3.1.3. Tpe6oBanusi K UHGPOPMAITHOHHO--METOAUYECKOMY 00ecTedeHH 0

OcHOBHBIC HCTOYHHKH:
1. Ky3nenos, U. H. JlokymeHTannoHHoe oOecrieueHue ympaBiaeHUs. J[0KyMeHTOOOOpOT u
JIeNTOTIPOU3BOICTBO: YUEOHHUK M MPAKTUKYM JUIs pHuKiIagHoro 6akanaspuata / . H. Ky3uenos.
— M.: U3narensctBo FOpaiirt, 2018. — 461 c..
2. Kyzuenos, 1. H. JlokymeHTanmoHHoe oOecrieueHue yrpasieHus. J{oKyMeHTOOO0poT H
nenonpou3BoicTBO: yaeOHUK U mpaktukyMm st CI1O / U. H. Ky3nernoB. — M.: M3narenscTBO
FOpaiir, 2018. — 462 c.
3. Tomenko, XK. T. Conunonorusi ynpasieHus: Y4eOHUK M NMPAKTUKyM JJIsl aKaJeMHYECKOIro
6axanaspuata / XK. T. Tomenko. — M.: U3narensctBo FOpaiit,2018. — 303 c.
4. Koncrurynus PO.
Jlono/THUTeIbHbIe HCTOYHHKH:
5. Poroxun M. IO. Opranuzanus ynpaBiieHUs MEPCOHAIOM HpeanpusTus]: Yueb. - mpaxrT.
IToco6ue / M.IO.Poroxun - M.: U3a-Bo PIIJI, 2015 - 224c.
6. Kpyrnsauckas JI. 5. Hactonpnas kHura cexperapsi: Cnpasounuk - CI10, 2014.

18



Ilepeyens pecypcoB HH(POPMAITMOHHO-TEJIEKOMMYHHUKAIIMOHHOI ceTu «AHTEepHETY,
He00XO0IMMBbIX /ISl 0CBOEHUS THCHUTLIMHbI

[Topran «ApxuBsl Poccun» [DnekTpoHHbIA pecypc]. DnekTpoH. aaH. - M.: Pocapxus,
2001. - Pexum pnocryma:_http://www.rusarchives.ru. - 17.05.2018;Bcepoccuiickuii Hay4HO-

HCCIIeI0BaTeIbCKUI WHCTUTYT JOKYMEHTOBelneHus u apxuBHoro nemna (BHUUWA)
[DnekTpoHHbI pecypc]. DnektpoH. aad. - M. BHUNUIA, 2010. - Pexum pocryna:
http://www.vniidad.ru. - 17.05.2018;0dbunmaneupiii caiit kommnanuu «Koncynbrant I[Limrocy

[DnekTpoHHbIN pecypc]: 3akoHOAAaTenbCTBO Pd: KOIEKCHI, 3aKOHBI, YKa3bl, MOCTAHOBIICHUS
npaBuTeabcTBa P®. Dnextpon. mad. - 1997. - Pexxum pocryna: http://www.consultant.ru_-
18.05.2018.

HNudopmanmoHHO-TIpaBOBOM nopTain «["apant» [DnexTpoHHbIi pecypc]:
3aKOHO/IATENBCTBO (KOJIEKCHI, 3aKOHBI, YKa3 bl, MOCTaHOBJIeHUs) PD, aHannTka, KOMMEHTapHUU.
OnektpoH. aaH - M.: HIIIT «'APAHT-CEPBUC- YHUBEPCUTET

3.2. KoHTpPO/Ib M OLleHKA 0CBOEHMS POrPaAMMBbI

3.2.1. KoHTpoJIb Ka4yecTBA MOAT0TOBKH

Tekymmii KOHTPOJIb YCIIEBAEMOCTH OOYYAIOMIMXCSl TPEACTABISIET CUCTEMAaTHYCCKYIO
MPOBEPKY YYEOHBIX JOCTMIKCHUH OOYydYarONIMXCs, MPOBOJUMYIO IPENOJABAaTEIeM B XOJC
OCYILIECTBIICHHUS 00pa30BaTEIbHON JCSITEIBHOCTH B COOTBETCTBUU C OCHOBHOM 00pa30BaTeIbHON
nporpammoii. IlpoBeneHue TEKymero KOHTPOJSI YCIIEBA€MOCTH HAIpaBICHO Ha oOecredeHue
BBICTpPAaWBaHUsi 00pa30BATENIBHOTO IMpoIlecca MAaKCUMAIBbHO J(PQGEKTUBHBIM 00pa3oM s
JIOCTHIKEHUS Pe3yJIbTaTOB OCBOSHUSI OCHOBHOUW 00pa30BaTEIIbHON MPOTPAMMBI.

Tekymmii KOHTPOJIb YCIIEBAEMOCTH OOYYAIOMIMXCSI TPOBOJUTCS B TCUCHHE Y4YEOHOTO
nepuo/ia B HEeJsX:

1. KOHTpOJS ypOBHS JOCTHXKEHMs y4YallUMHUCS Pe3yJbTaTOB, MPEIYCMOTPEHHBIX
00pa3oBaTeNbHOI MPOrpaMMoi;

2.  OUEHKH COOTBETCTBUS pE3yJIbTaToB OCBOCHUS o0pazoBaTebHON
POTPaMMBEI,

3.  mpoBeaeHHs O0yYaroIIUMCSI CAMOOLIEHKH, OLIEHKH €ro padoThl MeJarorn4eckum

PabOTHUKOM C LIE€TBI0 BO3MOXKHOT'O COBEPIIEHCTBOBAaHNUS 00pa30BaTeIbHOrO Mpoliecca.

@opMBI TEKYLIErO0 KOHTPOJIS OINpPEAEIsAeT IPENOoJaBaTeNlb C Y4€TOM KOHTHUHICHTa
oOydaromuxcs, CoJepKaHus y4yeOHOro MaTepuaiga U HCIOJIb3YEMbIX 00pa30BaTeIbHBIX
TEXHOJIOTUH.

Texymuii KOHTPOJIb IO TEOPETUYECKOMY OOYUEHHIO OCYLIECTBIISIETCS B (pOpME YCTHOTO
ornpoca  (GpOHTAIBHBIN, TPYINIOBOH, HWHIMBUAYAIbHBIH) W  NHUCBMEHHOTO  OIpoca
(camocTosTENbHAS padOTa, TECTOBBIM KOHTPOJIb, COCTABIEHHE T€3UCOB U ONOPHBIX KOHCIIEKTOB U
JTOKIIA/IOB).

ITpome:xyTOUuHas aTTecTALUSA

Ienstmu npoBeeHNS TPOMEXKYTOUHOM aTTECTALUH SIBIISTFOTCS:

1. 00BEKTHBHOE yCTaHOBJIEHUE (PAKTUUECKOTO YPOBHSI OCBOEHHUSI 00pa30BaTEIbHON MPOrpaMMBI
U JIOCTUXKEHHUS PE3yJIbTaTOB OCBOCHUS 00pa30BaTeIbHONW MPOTrpaMMBl;

2. COOTHECEHHE ATOr0 YPOBHS C KBaIM(PUKAUMOHHBIMU TpeOOBAHUSAMHU, YKa3aHHBIMU B
KBAJTM(PHUKAIIMOHHOHN XapaKTepUCTHKE podeccu;

3. OlleHKa JOCTKEHHWH KOHKPETHOTO OOYYalomerocsi, MO3BOJSIONIAS BBISIBUTH TMPOOEIBI B
OCBOCHMHM UM 00pa3oBaTeIbHOM NpPOrpaMMbl M YUMTHIBATh HHAWBUIYAJIbHbIE MOTPEOHOCTH
y4alierocsi B 0CyIecTBICHUH 00pa30BaTeIbHON AEITEIbHOCTH;

4. olleHKa JMHAMMKH HMHIUBUAYAJIBbHBIX OOpPa30BaTEeNbHBIX JOCTHXKEHHH, IPOJBIKEHUS B
JOCTHKEHUH TNIAHUPYEMBIX PE3yJIbTaTOB OCBOEHUSI 00pa30BaTeNbHOM MPOrpaMMBl.

5. mpoMexyToyHasl aTTecTalusi MPOBOJUTCS B COOTBETCTBHUM C KaJCHIAPHBIM TIpapuKOM
y4eOHOTr0 mporiecca.
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Hrorosas arrecrauust

[IpodeccuonanbHasi TOATOTOBKA 3aBepIIacTCs HMTOTOBOW arrectanuel B (opme
KBaJTM(UKAIIMOHHOTO 9K3aMEHa.

KBanmudukamoHHbIX SK3aMEH BKJIIOYACT B CeOSI MPAKTHUECKYIO KBATU(UKAIMOHHYIO
paboTy W TPOBEPKY TEOPETHUYECKMX 3HAHWU B Tpejeiax KBATU(PUKAIMOHHBIX TPEOOBaHHIA,
YKa3aHHBIX B KBATM(PHUKAIMOHHON XapaKTEPUCTHKE MPO(ECCHH.

B mepuon moAroToBKH K BBHITYCKHOMY KBaJU(GHUKAIIMOHHOMY AK3aMEHY IPOBOIUTCS
KOHCYJIbTAIIH 32 CUET CIIEHUAIBHO OTBEICHHOTO Ha HEe BPEMEHHU.

K wutoromoii arrectanmuMu  JIOMYCKAIOTCS  JIMIA, BBHINOJHUBIIMNEG TPeOOBaHMS,
IPEIYyCMOTPEHHBIE MPOrpaMMON HPOPECCHOHATHLHOrO OO0yUYeHHsI MO HPOPEcCHd U YCIEIIHO
MPOIIEANINE BCE aTTECTAIIMOHHBIC NCTIBITAHHS, TIPETYCMOTPEHHBIE IIPOTPAMMON.

JIvnam, TpOIIEAIINM COOTBETCTBYIOIIEe 0OydYeHHE B MOJHOM OOBEME M IMOJIyYHBIIMM
MOJIOXKHUTEIPHYIO OICHKY Ha HTOTOBOW aTTeCTallid, NPUCBAUBACTCA KBATM(UKAIUS 10
npodeccun «Cekperapb — aAMHUHUACTPATOP» 3 pa3psAla U BbIIACTCS JOKYMEHT YCTaHOBJICHHOTO
obpasna.

3.2.2. OueHoYHbIE CpPeACTBA
3aBepiaercs oOydyeHue o yueOHON MpaKTHKeE MpoBeieHueM TuddepeHIIupoBaHHOTO 3a4eTa.
AJpecoBaHUE JOKyMEHTOB.
bnank u ero cocrtas.
Busi 6:1aHKOB.
Bunbl 1okyMeHTOB.
Bubl npuka3oB 1o IMYHOMY COCTAaBY.
JlomKHOCTHAS UHCTPYKIIMS U €€ OCHOBHBIE Pa3/Ieibl
Kommepueckoe nucemo (OdepTa).
KoHTposb 3a cnonHeHneM TOKyMEeHTOB.
O0s3aTenbHbIE PEKBU3UTHI IS [TUCEM.
OpraHu3anyoHHO - PaCOPSAAUTENbHbIE TOKYMEHTHI.
OpraHu3anroHHbIE JOKYMEHTHI.
OpranuzanroHHble (OpMbI BEICHUS 1€T0IPOU3BOJICTBA.
Opraau3anys JOKyMEHT0000pOTa Ha MPEITPUITHH.
Opranuzanus pabodero MecTa 1e10IpOr3BOIUTENS.
OTTHCK TTeyaTu.
OdopMHUTh rapaHTHITHOE TUCBMO.
OdopMHUTh TOKIAIHYIO 3aMUCKY.
OdopmuTh 3asBICHHE O KOMaHIUPOBAaHUU U U3/1aTh IPHKa3 HA OCHOBaHUHU 3as1BJICHUS.
OdopmuTh 3asBIeHNE 0 HA3HAYCHUH HA JOJDKHOCTh M U3aTh NPUKa3 Ha OCHOBAaHHUH 3asIBJICHUS.
OdopMUTh 3asBICHHE O IPEJOCTABICHUH OTITYCKAa M U3/1aTh IIPUKa3 HA OCHOBAHUU 3asIBJICHUS.
OdopMUTh 3asBICHHUE O IPEIOCTABICHUH OTITYCKa 110 OEPEMEHHOCTH U pOJiaM H U31aTh
CJIO’KHBIN MTPHUKA3 Ha OCHOBAHUU 3asIBJICHUSI.
OdopMuTE 3asIBIICHUE O MPEIOCTABICHUN YI€OHOTO OTITYCKa M M3/1aTh MPUKA3 HA OCHOBAHUH
3as1BJICHUSL.
OdopmMuTh 3asBICHHE O TpUEMe Ha PadOTy M M3/1aTh MPUKA3 HA OCHOBAHUH 3asiBIICHHSL.
Odopmuts 3asBIeHre 00 N3MEHEHNH (aMITUU U U31aTh MPUKa3 Ha OCHOBAaHHUH 3asIBJICHUSI.
Odopmuts 3asBieHre 00 YBOJIbHEHHH U U3/1aTh IPUKA3 HA OCHOBAaHUU 3asIBJICHUS.
OdopMuTh KpaTKUi TPOTOKOI.
OdopMHUTh MMCEMO — IPUTJIAIIEHHE.
OdopMUTH TUCBEMO -ITPOCKHOY.
OdopMUTE THCHMO-OTBET \ C TEKCTOM)\
OdopMUTh MUCBEMO-0TKA3.
OdopMuts nucbMo-TpedoBaHue.
OdopMUTH TUCEMO-LIUPKYJIAP.
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OdopMUTh TPETEH3MOHHOE MTUCHMO.
OdopMuth prKa3 Mo OCHOBHOM JEATEIHHOCTH.

OdopMUTBH TPOTOKOIL.

OdopMHUTE CONTPOBOUTEITHHOE MMUCHEMO.

OdopmieHue akra.

OdopmiieHue mucbMa Mo3/ApaBICHUSI.

OdopmiieHue MuchbMa-MoOATBEPKICHHUS.
Odopmiienue nmprukaza o Ha3HAYCHUH Ha JIOJDKHOCTb.
OdopmiieHue mprukasza o Ipe0CTaBICHHH OTITYCKOB.
Odopmrnenue npukasza 006 yBOJIbHEHUH.
OdopmiieHue puKasa nepeBojia Ha Ipyryro padboTy.
OdopmIieHue mprKasa o OCHOBHOM JIEITEIILHOCTH.
OdopmiieHre MPUKA30B M0 JTUYHOMY COCTaBY.

Odopmienune mpoTokoa.

OdopmieHue pacropsIMTENbHBIX JOKYMEHTOB.

Odopmienune pekBU3UTOB

Odopmienue cripaBku.

Odopmitenne cripaBOYHO-MH()OPMAITMIOHHBIX JTOKYMEHTOB.
OdopmiieHue TenerpaMmsl.

OdopmieHue TeaePOoHOTPaMMBI.

OdopmileHne ITAaTHOTO PACIUCAHUS.

Odopmienust nucbMa HaIIOMUHAHUS U U3BELICHUSI.
OdopmiteHus npukasa o HOOLIPEHUHN U B3bICKAaHHH.
OdopmieHns CBOAHBIX TPUKA30B 110 JINYHOMY COCTAaBY.

ITonstue o JAOKYMCHTax.

[TpaBwiia mOATOTOBKHU O OOPMIICHHS TOKYMEHTOB.

IIpeTeH3MOHHOE MTUCHMO.
Perucrpanus 10KyMeHTOB.

PexBuzutsl OP/I.
Pexiamubie nucpMa.
Crny>xeOHble MHChMa.

CocraBnenue u opopMieHUE 1€l (JINCTa-3aBEPUTEIA JeJIa, JINCTA U KapThI-3aMECTUTES J1eT1a).
Cocranenue u opopmiieHue e (00J0KKHU Aesa, BHYTpeHHEH OnKcH Jena)

Cocranenue 1 0OpMIICHUE TOBEPEHHOCTH.

CocraBnenue 1 opopmiIeHHE TOKIAHOMN 3aUCKU.

CocraBnenue 1 0popMIIEHIE HHCTPYKIIUHU 110 AETONPOU3BOICTBY

Cocranenue 1 opopmiIeHUE 00BICHUTEIBHOMN 3aHUCKH.

CocraBnenue u ohopmiieHUE coryacusi Ha 00pabOTKy MEPCOHANBHBIX JAHHBIX PAOOTHUKA.

3.2.3. IIporpaMma nNpakTH4eCKOro 00y4eHust

Tema 1.1. Conepxanue:
CogepiieHcTBOBaHME | TexHUKA GE30MACHOCTH U OE30MACHOCTh TPyIa B KOMITBIOTEPHOM
TEXHUKH U CKOPOCTH | Kiacce.
MchMa Opranuzanus pabodero mMecra
OtpaboTka TEXHMKM TMHCbMa: MHUCHBMO TEKCTOB  Pa3IM4HOMN
CIOKHOCTH; peJakTUpoBaHWe U  (opmaTupoBaHHe; BCTaBKa
00BEKTOB.
Tema 1.2. Copnepxanue:
Opraan3annoHHO- Odopmnenne obpasia JOMHKHOCTHOW HHCTPYKIIUU
MPaBOBBIC JOKYMEHTBI
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Tema 1.3. Conepxanue:

OpranuzanroHHO- Cocranenue 1 0popMIICHHE TOCTAHOBICHHUS
pacnopsAUTCIIbHBIC CocraBnenue u opopmiieHue NpuKasa

AOKYMCHTBI Cocrasnenue u opopmiieHHE BBIIUCKH U3 MPUKa3a

CocraneHue 1 0popMIIEHHE PELICHUS
Tema 1.4. ConeprxaHue:

WNudopmannonHo- Cocrasnenue u opopmiieHue (hakca, TenehoHOrpaMMbl

CIIpaBO4HasA CocraBnenue 1 opopMIICHHE aKTa

AOKYyMCHTaLNsA Cocrasnenue u opopmiienue [IpoTokosna u BBITUCKH

CocraBnenne W oQoOpMIICHHE  JOKJIAIHOW,  CIIy)KEOHOM U
00BSICHUTEJILHON 3alTMCOK
CocraBnenue u ohopMIeHUE PA3HOBUIHOCTEH JI€JIOBBIX TUCEM
Tema 1.5. lpuknaausie | Conepxanue:
nporpamMmbl MS Office | Co3znanue npe3eHTaruu ¢ aHuMaIuen

Tema 1.6. Kagposas | Conepxanue:

pabota OdopmieHue pe3toMe U COMPOBOUTENHLHOTO MHUCHMA.

Odopmiienne JlnuHoi kapTouku pabotauka OdopmiieHre (hopmbl
BHYTpPEHHEH OIUCHU JTOKYMEHTOB.
Odopmienue Tpya0BOTo 10roBopa
Odopmiienne obOpasmoB Ilpukaza o mnpueme Ha paboTy WU
00s13aTeNnbCTBa
0 HepasrJalleHUH CIy)KeOHON TalHbI
Odopmnenne TUTYIbHOTO UcTa TpyA0BOIM KHIXKKH U 3alIOJIHEHUE €€
pasnenoB. Odopmienue Qopmbl KypHama ydera JIBHKCHHS
TPYIOBBIX KHIDKEK U AKTa CIHCAaHUA OJIaHKOB TPYAOBBIX KHUXKEK U

BKJIAJIBIIEH K
HUM

Odopmienue 3asBieHus o npueme Ha pabdory OdopmieHue
JJOKYMEHTOB O IIEpEBOJIE Ha APYTYI0 padoTy

3.2.4. MeToanueckue MaTepHAaJIbI

Tema 1. JlenoBas urpa «Kanposelii Bompocy. AHkerupoBanue «lIpodeccronanbnas
TOTOBHOCTB.

3amava: 3HAKOMCTBO C HOBBIMM TpodeccusiMi Ha pbiHKe Tpyaa. [Ipodeccun B chepe
YIpaBJICHUS: CEKpPETaph-pePepeHT, CEeKpeTapb-MAIIMHUCTKA, aJMHHHCTPATOP TOCTHHHIIEI,
JIeNIONIPOU3BOJUTENb,  JUCHETYep, COTPYAHHMK  COpaBodyHOM  ciyxObl.  CocraBieHue
mpodheccCHoOHOTPaMMBEI.

Tema 2. 3HaueHHEe IOKYMEHTAIIMOHHOTO OOECIEUYEHHUS YIPABICHHS B COBPEMEHHBIX
HYKOHOMHYECKUX ycIOBUsIX. OCHOBHBIC TIOHSATHS U orpeneneHus. Kiaccudukanus J0KyMEeHTOB.

3amava: O3HaKOMJICHME  yyallUXcs C  HEOOXOIMMOCTBIO  JOKYMEHTHPOBAHMSA
yTpaBIeHYecKOi WH(GOpPMAINH, ¢ BaXKHOCTHIO TPABWIIBHOW OpPTaHU3aIlH JOKYMEHTAI[HOHHOTO
o0ecrieyeHUss B OpraHM3allid, YUYPEKICHHMM W Ha MPEANPUATHH HE3aBHCUMO OT (OPMBI
COOCTBEHHOCTH, C COOTHOUIEHHEM MOHSTUN «HMH(pOpMaLUs» U «IJOKYMEHT», C MHOT0OOpa3suem
JIOKYMEHTOB; U3yYUTh OCHOBHBIE TEPMUHBI U OIIPEICIICHHS.

Tema 3. DKCKypcHus B IPUEMHYIO PYKOBOAMTENSA

3amada: 3HAKOMCTBO C TMOPSJIKOM JIOKYMEHTHOTO OOecledeHuss U TpaBUIaMHU
o0ciy>KuBaHUsl pabOTHI pyKOBOJIUTES.

VYnpaxHeHus U 3a7aHus: «AHKeTa», « BusutHas kapToukay

Tema 4. Odopmnenue pekBu3uTOB. CTHUIUCTHKA AEIOBON MOKyMeHTanuu. dopmaTs
o6ymaru u nosist FOCT P. 6 30-2003.
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[Ipaktrueckas pabota: «I[loctpoenue popmynsapa — obpasma ¢ yriioBbIM U MPOJOIbHBIM
PacroI0KEHUEM PEKBU3UTOBY.

3amaga: O3HAKOMUTH y4yallUXCS C OCHOBHBIM HOPMATHBHBIM  JOKYMEHTOM,
pPETrIaMEHTHPYIOIIUM TpaBwia OQOPMIICHHS YIPABICHUYECKUX JIOKYMEHTOB; (OpMHpPOBATH
HABBIKU TIOCTPOEHUS MIPOCTEUIINX EIOBbIX OyMar v JOKYMEHTOB.

Tema 5. PexBu3uThl, npumarOmMe JOKYMEHTaM IOPUAMYECKYIO Ccuily. braHku
nokyMeHTOB. [IpakTuueckas pabora: «AHanu3 Gopmyssipa JOKYMEHTay.

3amada: O3HAKOMUTH C TOHATHEM «PEKBH3UT» W BHIaMH (opmyisipa — oOpasma, ¢
npaBuiiaMu 0pOPMIIEHUS PEKBU3UTOB; Pa3BUBATh MPAKTUKO-OPUEHTHPOBAHHBIE HABBIKK B paboTe
C IOKyMEHTaMH.

Tema 6. TpeGoBaHusI K TEKCTY J0KyMeHTa. HOpMBI 0(UIIMATEHOTO CTHIISL.

3anaga: O3HAKOMUTH YYAITUXCS C BUIaMU OJJAHKOB, CIIOCOOAMU H3TOTOBJICHHUS OJIAHKOB,
¢ TpeOOBAHUAMHU, IPEIBABIIEMBIMU K TEKCTaM O(PHUIIHATBHBIX JOKYMEHTOB.

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

[IpakTuueckas pabora: «CocraBieHune aBToOHOrpadum.

3anaga: O3HAKOMUTH yYaITUXCs ¢ BUJIAMHU JOKYMEHTAIUH 10 INTYHOMY COCTaBY, HAYIHTh
COCTaBIATH M OQOPMIISATH PE3IOME U JIP. TOKYMEHTBI, TPUKA3bI 110 JIMYHOMY COCTaBY.

Tema 8. [lemoBoe mUCHMO. DTHKET MAelOBOM mepenucku. [lpaktudeckas padora:
«OdopmieHue cirykeOHOTO MUCEMay.

3anagya: O3HAKOMUTH YUAIIUXCSI C BUJIAMU CITy)KEOHBIX TTHCEM, TPEOOBAHUSAMH K TEKCTY
CIIyKeOHBIX MTUCEM, HAyYUTb OOPMIIATH CIY>KEOHbIE MIChMA.

Tema 9. IIpuem nocerureneii, nemnosas 6ecena. [Iposenenue npuemos.

3amaua: O3HAKOMUTH YYaIIMXCS C OCOOEHHOCTAMU PabOTHI CeKpeTapsi B MPUEMHOU,
c(hOopMHUPOBATh HABBIKM BEJCHHUS JICTIOBBIX Pa3roBOPOB.

Tema 10. B3auMooTHOIIEHUSI ¢ PYKOBOAMTENEM M COCIYKUBLAMH, C MOCETUTEISIMHU.
Otuka. PedeBoii atuket. Buzutnas kaprouka. [lomapku.

3anaga: CdopMupoBaTh NpEICTABICHHWE O BHEIIHEM BHUJAE CEKpeTaps, KyIbType
paboyero mecta, KyJIbType noBeaeHus. [IpoBecTu rpynnoByto AUCKYCCHIO.

Tema 11. YueOHble 3aBeeHUSAMH HAYaJbHOTO U CPEAHETO MPO(ECCHOHATHLHOTO
00pa30BaHUsl, KOTOPHIE TOTOBAT BHIITYCKHUKOB LIIKOJI IO CIIEUATIbHOCTH «CEKPETaphy.

3anayga: [IpoBectu anketupoBanue «lIpodeccruonanbHasi TOTOBHOCTbY.
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