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L IeneBoii pa3aen od0pa3oBaTebHON MPOrpaMmMsl NpodeccHoHATbHOI0 00yYeHus
1.1. HosicHuTeJbHASA 3aMUCKA

OcHoBHast oOpazoBarenbHas OporpaMma MpodeccuoHanbHOro oOydueHus (manee - IIporpamma)
MyHHUIMIIAIEHOTO aBTOHOMHOT'O 00111e00pa30BaTENbHOTO YUpEKISHHS CpeHel 0011e00pa30BaTeNbHON HIKOJBI
Ne 85 (manee - MAOY COLL Ne 85) npennasnadena it 00y4eHus 00y4aromuxcsi B paMKax IpoQecCHOHAIBHOR
MOJATOTOBKU IO JOJDKHOCTH «CeKpeTapb-aJMHUHUCTPATOp», M pa3paboTaHa B COOTBETCTBHM C HOPMATHBHO
MPaBOBBIMH JJOKYMEHTaMH.

—@enepanpabiii 3akoH 0T 29 mexadps 2012 roma Ne 273-03 «O6 obpazoBanmm B Poccuiickoit
denepanumny.

- Ilpuka3 MunuctepctBa oOpazoBanus u Hayku Poccuiickoit @eneparyn ot 26 aBrycra 2020 r. Ne438
«O0 yTBep)KICHHH TOpPsAKA OpraHU3aIlMM U OCYIISCTBICHHUS 00pa30BaTCIbHOU ACATEIBHOCTH MO OCHOBHBIM
MporpaMMam poQecCHOHATFHOTO 00yISHUS.

- IIpuka3 MunucrepcrBa nmpocsemenus PO ot 14 utons 2023 roga. N 534 O6 yreepxxaennu [lepeuns
npodeccuii paboumx, JODKHOCTEH CITYKaIUX, 110 KOTOPBIM OCYIIECTBIsIETCs npodeccuonaabHoe o0yueHue" (¢
W3MEHEHUSMH U JoToHeHsIME OT 29 dheBpais 2024 roma).

- EnuHblii  kBaMu(UKAIMOHHBIA CHPABOYHHMK JOJDKHOCTEH pPYKOBOIUTENEH, CIHCIHATUCTOB U
cinyxanux (peaakius ot 9 anpens 2018 rona, B TOM 4Kciie ¢ ©3MEHEHUSIMH, BCTYMUBIIUMH B cvity 1 urons 2018
rona).

-Ilpodeccronanpupiii  crapmapr 1o mnpodeccun «CHenMamMCT 1O  OPraHU3allMOHHOMY U
JOKYMEHTAllMOHHOMY OO€CIICUEeHHIO YIIPABJICHUS OpraHu3anuei» (yTBepKAeH Ipuka3oM MuHHCTEpCTBa Tpyaa
1 conuanbHOM 3amuThl Poccntickoit deneparun ot 15 utons 2020r. Ne333H).

Ilon mnpodeccroHanbHEIM 00yYeHHWEM [0 TporpaMMaM MpPOo(EeCCHOHANBHON ITOATOTOBKUA TIO
npodeccusiM pabouMX W JOJDKHOCTSM CIYXall[MX IMOHMMaeTcsi mpodeccroHanbHoe o0ydeHue JUIl, paHee He
MMEBIIUX Npodeccur padbovyero WM TOJHKHOCTH CITYKaIlero.

[IpodheccuonanbHoe 00y4YeHHE 1O TporpaMmaM MPOGEeCCHOHAIBHON IMOATOTOBKU 10 MPOQecCHsIM
pabouux, JOJHKHOCTAM CIIY)KallluX HAIPaBICHO Ha MPHOOpeTeHUe 3HAHWH, YMEHUH, HABBIKOB, B TOM YHCIIE JIJIS
paboThbl ¢ KOHKPETHBIM 000PYAOBAaHUEM, TEXHOJIOTHSIMH, TOJIyUYEeHHE YKa3aHHBIMH JIMIAMU KBATH(UKALTTOHHBIX
paspanoB, KaTeropuii mo npodeccur pabodero WiIM JODKHOCTH CIy)Kallero 0e3 H3MEHEHHUs YPOBHS
o0pazoBaHusl. Opranmzanus  npodecCHOHANBHOIO  OOy4YeHHsT  PErJIaMeHTHPYETCsl  NPOrpamMMoil
npodecCHOHANBHOT0 00YYEHHs, B TOM YHUCIIe y4eOHBIM IUIAHOM, KaJleHAAapHO-TEMaTHYECKUM IJIAHOM, pabounMH
mnmporpamMmMaMi JUCHUILINH U HpO(l)eCCI/IOHaJ'IBHBIX MOI[yJ'IeI\/'I, pacniuCaHueM 3aHATUHN U JTOKAJIHLHBIMU HOPMAaTHUBHO
MPaBOBBIMH  aKTaMH MYHHIUIAIBHOTO aBTOHOMHOTO —0O0IE00pa3oBaTENbHOTO  YUPEKACHUS CpenHe
ob6ieobpasoBarenbHO# mkoIbl Ne 85 (manee - MAOY COIIT Ne85).

OcHOBHBIMH (hopMaMHU TIPOPECCHOHAIBHOTO O0YUYCHHS SIBIISIFOTCS TCOPETUYCCKHE M MPAKTUYCCKHE
3aHATHA. OCOOCHHOCTBIO peanu3aluy NpodeCCHOHATBHOTO 00YUEHUs SIBIAETCS CTPYKTYPHUPOBAHUE COJEPKAHUE
00y4eHHUs! B aBTOHOMHBIE OPTaHU3aMOHHO- METOIUUECKUE OJIOKH — Pa3ebl.

Pazmen — 1enocTHEIE HAOOp MOJUIEkKAIIUX OCBOCHUIO YMEHUWH, 3HAHWH, OTHONICHWH W OIIBITa
(KoMIeTeHIMIi), ONMUCAaHHBIX B (popMe TpeOOBaHUI NMPO(ECCHOHATBHOTO CTaHAApTa M0 NPO(eccHH, KOTOPHIM
JIOJDKEH COOTBETCTBOBATH OOYUAIOIIMICS IO 3aBEPIICHUH OOYYEHUsI pas3jiena, ¥ MPeCTaBISIIONNA COCTABHYIO
4acTh 0oJjiee o0IIeH QyHKIUH.

Paznensl ¢GopMuUpyOTCS Kak CTPYKTypHas €IMHHUIIA yd4eOHOro IuiaHa 1o mnpodeccuu, Kak
OpPraHu3aliMOHHO-METOAUYCCKAasA MCOKAUCHUIIIMHApHAsA CTPYKTypa, B BHIC Ha6opa Ppa3HbIX OUCIUIIINH,
00BEIMHACMBIX 110 TEMaTHYECKOMY NMPHU3HAKY 0a30i; WM KaK OpraHW3alMOHHO- METOJIUYECKasi CTPYKTypHas
eIMHHUIA B paMKax npodeccHoHalbHOM mporpaMMel. O0ydeHHe MO MporpamMme MpenarnojaraeT NpPOBEACHHE
aTTECTALMH - 10 OKOHYAHHIO YIEOHOTO IMOIYTOAus ¥ YI€OHOTO T0/1a IPOBOAMUTCS POMEXKYTOUHAS aTTECTALus,
o0yd4eHue 1o MporpamMMe 3aBepliacTcs UTOroBo arTectanued B popMe KBATM(PUKAIMOHHOTO YK3aMEHa.

[Tporpamma TeOpeTHYECKOro 0OyYeHHUS COCTABIICHA C YUETOM 3HAHMUIA, TOIydeHHBIX 00yJaronMMHUCS B
00mreo0pazoBaTeIbHON IIKOJE, M TPEIyCMAaTPUBAET MPHOOPETEHHE TCOPETHUCCKUX 3HAHHUH, HEOOXOIMMBIX
CEeKpeTapIio - aIMUHUCTPATOPY TSI IPAKTUIECKOH PabOTHI.

3



XapakTepucTtuka npogdeccun:

Cekperapp - 93TO CICIUAINCT, KOTOPBIA JIOJDKEH 0O0NajgaTh  JIENOBBIMH  KaueCTBAMH,
KOMMYHHKa0eIbHOCTBIO. CeKkpeTaph Be[eT BeCh TOKyMEHTOOOOPOT OpraHM3alNH, MCIONb3ysSd KOMITBIOTEPHYIO
TEXHUKY, OCYIIECTBIISIET ACIOBYIO MIEPEMUCKY, KOHTPOIUPYET UCIOTHEHUE TOKYMEHTOB, TOTOBUT JOKYMEHTHI K
cmade Ha apxuBHOE XpaHeHne. CexpeTaph IIIaHUpyeT pabodHii IeHb PYKOBOIUTEIS, CTeHOTpadUPyeT COBEIaHUS
Y TIEPErOBOPEI, OPraHU3yeT BCTPEUH, IPECC- KOH(EPESHIINY.

Ha3znauenue npodeccuu:

BreimonmHenne  paboT MO OPraHM3AlMOHHO-TEXHHYECKOMY  OOCCIICYCHHIO  JICATEIBHOCTH
aJIMMHUCTPATUBHO-YNPABICHYCCKUX  IMOAPA3JCIICHUI  (PYKOBOAMTEICH pa3HOrO0 YPOBHs, pPaOOTHUKOB
aJMUHUCTPALUU U JIp.) B OPTaHHU3ANNAX, YIPESKICHUIX, MUHICTEPCTBAX, BEJOMCTBAX, MPEANPHUATHIX, (prupmax
pa3Horo npoduis AeATEIBHOCTH U (hOPM COOCTBEHHOCTH.

1.2. Ileab u 3apaun

Lens mporpammbl - mpod)ecCHOHANbHAs MOAroToBka oOydvarommxcs MAQOY COII Ne 85 mo
npodeccun «CekpeTapb-aIMUHUCTPATOPY.

OCHOBHBIMH 32/1a4aMH POTrPAMMBI SIBJISIFOTCS:

- (opmupoBaHHe y OOYyYarOIUXCS COBOKYITHOCTH 3HAHWU M YMEHHUH, HEOOXOMMUMBIX IJISl OCYIIECTBIICHUS
TPYAOBBIX JEHCTBUI U TPYAOBHIX QpyHKIMIA 10 podeccun «CekpeTapb-aIMUHHCTPATOPY;

- pa3BUTHE Yy OOYYarOIIUXCS MOTHBHPYEMOHW NHOTPEOHOCTM B TOJydYeHMH BoCTpeOOBaHHOW mpodeccuu, B
OpTraHM3alAY CAaMO3aHATOCTH Ha PBIHKE TPYAA;

- OKa3zaHre O0YYaroIIUMCs MPAKTUKO-OPUEHTUPOBAHHON ITOMOIIM B MPO(GECCHOHATEHOM CaMOOIPEIEIICHUH, B
BEIOOPE ITyTH TIPOIOIDKEHUS TPO(PEeCcCHOHATHFHOTO 00pa30BaHusI.

OOydJaromuMcsi,  YCHeIIHO  CHABIIMM  KBaNU(HUKAIIMOHHBIA  dK3aME€H TO0  pe3yibTaram
Mpo¢ecCHOHANBEHOTO O0Y4YEHUsI, BBIAACTCS CBUIETEIHCTBO YCTAaHOBIEHHOTO oOpasma. OOydwaromiuecsi, He
caBIIMe KBATM(UKAIIMOHHBINH YK3aMEH, TOIyYaloT CIPaBKy YCTaHOBIEHHOT'O 00pasia.

Bun sxonommueckoit nestenpHocTH (kKom OKBOJl) 82.11 - [eATenpHOCTh agMUHUCTPATHBHO-
XO3HCTBEHHAs! KOMIUIEKCHAs TI0 00ecIieueHUIo paboThl OpraHU3aIIHH.

B yueOHOM mporiecce HCIONb3yeTcsl MaTeprualbHO-TEXHIUYECKass 0a3a W KaapoBele pecypchl MAOY
COLII Ne 85.

1.3. Kareropumn odyuarommuxcsi. Cpoxn ocBoenus [IporpaMmmbl

Karteropus odyuaromuxcsi. [Iporpamma npodeccnonansnoro o0yyenus no npodeccun «Cexperapb-
aJIMUHHUCTPATOP» aJpecoBaHa JIMLAM, HMEIOLUIMM OCHOBHOE o0mee o0pa3oBaHue, BKIIOYAs JIMI C
OTpaHNYEHHBIMH BO3MOXKHOCTSIMH 3[J0POBbSI 1 HHBAJTUIHOCTEIO.

dopma o00yuyeHusi, MpUuMeHsieMble B pamMka o0yuenusi mo Ilporpamme - ouHas, o4HO-3a04HAas,
3aouHas. Kaxnmas u3 ¢opm oOyuyeHHS MOXKET YaCTHYHO pealn30BaHa € HPUMEHEHHEM JIMCTaHLMOHHBIX
00pa3oBaTeIbHBIX TEXHOJIOTHIA U JIEKTPOHHOTO 00yUEeHHS.

Cpok ocBOeHHUS] IPOTrPaMMBbl, PeKUM 3aHATHII: CpoK ocBoeHHs [IporpaMMbl mpodeccrnoHaTEHOTO
o0yd4enus no npogeccun «Cekperapb-aIMUHUCTPATOP» cocTaBiieT 1,5 roxa.

O6mee xomuuecTBo yacoB 1o [Iporpamme: 108 gacos.

N3 Hux:

- 1 ron oOyuenus - 72 yaca

- 2-iirox oOyyenus - 36 yacos

Pexxum 3ansiTHii. PexxuMm 3aHsATHI OompesensieTcsi CTPYKTypol y4eOHOTO (TeMaTHYecKoro) IuiaHa |
pacnucaHueM 3aHATHI.

3ansTre: 2 akaJeMHIYecKrX Jaca ¢ IepepeIBOM 15 MUHYT.

[IponomkuTenbHOCTh OAHOTO aKaJeMUYECKOro yaca cocTaisteT 40 MUHYT.

[lepuoanunocTs: 1 pa3 B HeaEMoO.



1.4. ®opma arrectauuu. JlokymeHT 00 ocBoeHuM IlporpamMmmbl
@opmMa UTOTOBOI ATTECTALMH - KBATU(PHUKALMOHHBIN SK3aMEH.
KBanudukanus, npucBanBaeMasi BbINYCKHHUKAM 00pa30BaTe/IbHOH MPOrpaMMbI: CEKpeTaph -
aJIMHHHCTPATOP 3-eTo paspsijia.
BroinaBaemblii JOKYMEHT - CBUAETENBCTBO YCTAHOBIEHHOTO 00pa3ia.
CoOOTBETCTBHE ONMHUCAHUSA KBATM(PHUKAIUA B TPOo(ecCHOHATBPHOM CTaHIapTe C TPeOOBaHUAMH K
pe3ynbTaTaM IMOATOTOBKH IO TpoTrpamMme MpoheCCHOHANBHOTO O0yUIeHHS

006001meHHbIe TPYAOBbIE GYHKIMH TpyaoBbie GyHKIIUM
KOJ[ HaMMEHOBAaHHUE YPOBEHb HaNMEHOBAaHHUE KOt YPOBEHb
KBaTN(hUKAIAN (TmoxypoBeHb)
KBanuuKauu

A | OpranusaloHHOe 3 IIpHeM 1 pacripe/eneHue A/01.3 3

obecrieuenne TeJIe(POHHBIX 3BOHKOB
AEATCILHOCTH Opranusanus paGoTHI ¢ A/02.3 3

OpraHu3anuu TOCETUTENSMH

Brinonuenue A/03.3 3

KOOPIAUHUPYIOLIUX U

obecrneunBarOMuX QYHKITUI

1.5. Ilnanmpyemble pe3yJbTaThl 0CBOEHUS MPOrpaMMbl NPO(PecCHOHATHHOT0 00yYeHus
OcHoBHas 1eb BUAa MPO(eCCHOHATBHON AEATEIFHOCTH: peau3anus 00ecreuynBaromuX QyHKIHH
yIOpaBJIeHUs] OpraHu3alueil; BHEIPEHHE JIy4YIINX TEXHUYECKHX pa3pabOTOK M HOBEHIINX TEXHOJIOTHH B
obecrieueHue yrnpaBieHUs OpraHu3anueil.

Omnpenesnenne pe3yJbTaTOB 0CBOEHUS MPOrPaMM Npo(eccCHOHATHHOT0 00y4eHHsI Ha
OCHOBe NMPo(ecCHOHATBLHOTO CTAHIAPTA

IpodeccnonanbHbIii IIporpamma npogdeccnoHaIbLHOr0 00y4eHus
CTaHAapT
By nmpodeccnonanbHON
NeATeTLHOCTH OpraHu3alioHHOE W JOKYMEHTAallMOHHOE OO0ecleueHrne YIPaBICHUS
OpraHM3aIusIMHA JTFOOBIX OPTaHN3allMOHHO-TIPABOBBIX (DOpPM

O0001IeHHas TpyI0Bas OpraHu3aimoHHOE 00ecIieueHNe IeATEIbHOCTH OpraHn3alun
GyHKIHS
Tpynosast pyHKILHs [Ipuem u pactipenenenue TeaeOHHBIX 3BOHKOB OpTraHU3aIIH

OpraHI/I3aI_II/I$I pa60TLI C MOCETUTCIISIMU OPraHru3allun




BrinonHeHre KOOPIMHUPYIOIIKX U 00ecneynBarOIUX GYHKIUHA

TpynoBoe JielicTBUE

[lepenamnpapiieHue Tene()OHHBIX 3BOHKOB PYKOBOJICTBY U COTPYIHUKAM
OpraHu3aluu

PCI‘I/ICTpaHI/IH TMOCTYTMAIOIINX TCJ'IC(bOHHI)IX 3BOHKOB

[lomyueHue HEOO0X0IUMOH HHQOpMaIH u nepegayda
CaHKIIHOHUPOBAHHOH MH(POPMALIUH IO TeNedOoHy

Bcerpewa moceruteneid, TONydeHHWE TEPBHUYHOM wHpOpManmuu o
[MOCETUTENAX M MOMOIIb B OPTaHM3aIlMU UX MpUEMa PYKOBOIUTEIEM U
COTpYAHUKAMU

Benenue xypHaia ydeTa moCeTUTENeH

YdeT nmocerurenell M opopMIICHHE IPOMTYCKOB

CoeiicTBAE OINEPAaTUBHOMY PACCMOTPEHHUIO TPOCHO U TMPEIIIOKEHHIMA
HoCceTUTeNIcH

[Ipuem © mnepenaya JOKYMEHTOB IOCETUTENEH pPYKOBOACTBY U
COTpYAHHKAM OpraHU3alUU

Opranuzaiysi 1 OpOHUPOBAHUE MIEPETOBOPHBIX KOMHAT

CepBupoBka yaiiHOro(koheifHoro) crona B oduc

[TpuroToBieHne HATUTKOB (4aid, Kode, MPOXIaTUTEIbHbIC HAUTKH)

BeeHue )KypHaja pa3be3joB paOOTHUKOB OpraHH3alliu

KoopauHaiys paboThl KypbepOB M BOJUTENICH OPraHU3alluu

Benenue xypHama pa3be3OB KyphepOB OpPraHU3alMM U MaplIpyTOB
BOIHUTEIEH

CocTaBiieHHE CIIPAaBKHU O pa3be3iax pabOTHUKOB, KyphepOB 1 MapIpyTax
BOJUTENICH OpraHU3aluu

YMmenue

Vcnonp30BaTh TEXHUYECKHUE U MPOTPAMMHBIE CPECTBA 7Sl TPOBEACHUS
r0JIOCOBOM MITH BU/I€0-KOH(EPEHI[-CBSI3H

lcrionb30BaTh  CpeACTBA KOMMYHHKAIlMOHHOM  OPITEXHUKH IS
MOJY4YEHUs U Tiepeayr HHHopMaun

BecTr ydYeTHbIE pETHCTpPAMOHHBIE (HOPMBI, HCIOIB30BATh HMX IS
MH(OPMAITMOHHON PabOTHI

Y cTaHaBIMBaTh KOHTAKT C COOECEIHUKOM, MOAJIEPKUBATh U PAa3BUBATH
nesoBylo Oecenly B porecce Telle()OHHBIX IEPErOBOPOB

CriiaxuBaTh KOH(MJIUKTHBIE M CJIOXKHBIC CHUTYAI[UM MEXJIMYHOCTHOIO
B3alMOJICHCTBUS

Co0utr01aTh CITYKEOHBIN STHUKET

OO011aThCS C IOCETUTEIISIMUA

Mcnonas30BaTh YCTAHOBJICHHBIC IIpaBUJia 1 npoucayphbl
KOMMYHUKAIIU BHYTPU OpraHusalinun

BecTu yueTHbIe ()OPMBI, HCTIOIB30BaTh WX JJIsl paOOTEHI

CozaBaTh MOJOKUTENBHBIA UMUK OPTaHU3aluH, IPUHUMATh MEPBI 10
paspelieHno KOHQIMKTHBIX CUTYalni

[TpumensTh HHQOPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH

O6ecneynBaTh KOHQOUACHINAIBHOCTh HH(OPMAIIUU

COoCTaBJISATh U BECTU YUCTHBIC JOKYMCHTLIL

[IpuMeHATs CcpeAcTBa KOMMYHUKALMHM Ul TepeAadd IMOpYyUYeHUH
PYKOBOAMTENS U COTPYJHUKOB OpraHU3aIiu

[TpuMeHSTh COBpPEMEHHBIE CpeacTBa cOopa, 00paboTKM M Tepenadu
MHGbOpMaIUH

O].[eHI/IBaTL PE3YJIbTAThl B paMKaX IMOCTABJICHHBIX 3a1a4



OCyIIEeCTBIATH KOHTPOIb MCIIOJIHEHUS TIOPYYSHUN PYKOBOIUTEIS
COTpYTHUKAMHU

3HaHue DyHKIUY, 33241, CTPYKTYpa OPraHU3aliu, €€ CBsI3U

[IpaBuia B3auMOJICHCTBHS C TAPTHEPAMU, KIIMCHTaMHU, CPEICTBAMH
MacCcoBOI HHpOpMAITUN

DTHKa NEJI0BOr0 O0OIEHUS

[IpaBuiia peyeBoro ITUKETa
TpeboBaHus oXpaHbl TPyAa

[IpaBuia 3amKTHl KOHQUACHIMAIBHOH CITy>KeOHOH HHPOpMaITUH

HpaBI/IJ'Ia OpraHuvsalnuu nmpuema IMOCeTUTEIICH

[IpaBria 1eIoBOTO OOIICHUS
CTpyKTypa OpraHU3alyy U pacnpeaeiacHue GyHKIH MexXIy
CTPYKTYPHBIMU TIOJPA3ICICHUSIMHU U CIICIIUATHCTAMU

[IpaBuia opraHu3allii MPUEMOB B orice

[IpaBmia cepBUPOBKH YaiftHOTO (KO(heHHOro) cTona
HpaBI/ma IIPUTOTOBJICHUSA U TOAAYU T'OPAYNX HAIIUTKOB U 3aKYCOK K HUM

Copepxkanre TIporpaMMbl TPOPECCHOHAFHOTO OOYYeHHUsl OIpeneisieTcs Ha OCHOBE TpeOOBaHUMA
Mpo(heCCUOHATBHBIX CTAHIAPTOB (TIPU HATTMYWHN) WIIH YCTAaHOBJICHHBIX KBaTHU(UKAIIMOHHBIX TPEOOBaHMIA.

I1. Copep:kaTenbHbIi pa3aes 00pa3oBaTeIbHOI IPOrpaMMBbl NPOeCCHOHATBHOIO
o0yueHust

2.1. Copep:xanue nporpaMmbl Npo¢)ecCHOHATBLHOIO 00yYeHMsI

Paznen 1. O6menpogeccnoHaabHBII MOTYJIb

1.1. OcHOBBI pelaKTHPOBAHUA JOKYMEHTOB.

Teopus. KynbTypa denoBeka u KynabTypa peuan. OCHOBHBIE ()YHKIIMH sI3bIKa. B3auMOCBSI3b KYIBTYpHI
YeJ0BEeKa M KyJbTypbl peud. HopMaTUBHBIN, KOMMYHUKATUBHBIA U 3TUYECKUI ACIEKTHI PEYEBOM KYJIbTYpHI.
OyHKIMOHATIBHBIN CTUIIN pyccKoro jutepaTypHoro. Ctuiu pedr. OCHOBHBIE YePThI, 0OCOOCHHOCTH M MPU3HAKH
Bcex crwied. Hopmel pycckoro pedeBoro stukera. Opdosmus, opdorpadua. CuHTaKCHC M MyHKTyauus.
[Ipunnune! ¥ GyHKUMH pycCKOW MyHKTyanuu. CMBICIOBasl pojib 3HaKOB npenuHanua. CrnocoOsl oopMIIeHHS
Yy>KOH peun.

[IpakTuka. Hamucanue tekcra moa JTUKTOBKY. AHann3 TekcTa. PenakTupoBaHue TekcTa.

1.2. Jlenomas KyJbTYypa.

Teopus. Umupk cekperaps-aiMUHUCTpaTopa. JIMUHOCTH CEKperaps W €ro pojb B JAEATEIbHOCTU
COBPEMEHHON opraHu3auvu. J[oykHOCTHass MHCTpyKuus. JlesloBble W JIMUHBIE KadecTBa cekperaps. Jlemosas
XKeHUIMHa-TIpodeccnonan. Paboyee mecto cekperaps. DTHKET B CilyxeOHBIX OTHoumeHUsX. KopnoparuBHas
KyJIbTYpa, GUPMEHHbIN cTHib opraHu3anuu. CiryskeOHasi BepTHKaIb (OTHOILIEHHS B cucteMe «PyKoBoauTeNb-
nogurHeHHbl). CiyxeOHasi TOpHU30OHTaNb (OTHOLIGHWE B CUCTeMe Koiutera- kojuiera). CiryskeOHas
cyoopaunanus. HopMbl u mpaBuiia OTHOIIEHUH COTPYIHHKOB C MPEACTABUTEISIMA CTOPOHHUX OpraHM3aLi,
nmapTHEepaMHu, KJIMeHTaMH, rocetutensamMu. CyObopanHamys. OMOLIMOHATBFHO- HEHTPAIbHBIN JETOBON XapakTep.
KonduaeHunansHOCTb.

[IpaxTuka. [lenoBas urpa: «Opranu3zanys COBEIIaHUSI

1.3. OcHOBBI 1€e10NPOU3BOACTBA

Teopust. [lokyMeHTaIOHHOE OOECIIEUCHHUE YIIPaBICHUISCKON AesTenbHOCTH. CeKpeTaph B CTPYKType
ynpasnenus. HopmatuBHO-MeToanueckas 0aza aenonpon3BoacTBa. OCHOBHBIE TEPMUHBI B JIEIOMIPOU3BOICTBE.
3agaun genomponsBoacTBa. TpedboBanue k odopmireHnto qokymMmeHToB Ha ocHoBe I'OCT. JlokyMeHTHpOBaHHE.
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JIOKyMEHT, BUbI HJOKYMEHTOB, UX Kiaccudukanus. PexkBu3uTsl nokymeHTOB [IpakTuka. AHann3 IOKYMEHTa,
IPUHIUI NOCTpoeHUs. biaHku HOKyMeHTOB. PeKBU3UTHI NOKyMeHTa. JJOKyMEHTUpOBaHUE, BUABI U CIOCOOBI.
TpeboBaHus K TEKCTy MAOKyMeHTa. TpeOoBaHUS K U3IOTOBIEHHIO JOKyMeHTa. 3adeT «HopmartusHO-
MeToanYecKas 06aza AeI0npon3BoAcTBa. TpedoBaHue K OQOPMIIEHHIO JOKYMEHTOBY.

1.4. Texnuxa mamunonucu. Paznea Ne 1 «Caenoii» necatunanbueBsiii Mmeton neyaru Ha ITK.
Teopus.

OCHOBHBIE MPUHLUIIBI «CIIEMIOT0» ACCATUIATBIIEBOTO METOa MedaTH Ha numrymed mammuke u [1K.
[lo3unuu nanplieB Ha KJIaBUaType. JJOKyMEeHT, BUIbI JOKYMEHTOB, UX KiIacCU(UKaIHS.

PexBu3nuThl OOKyMeHTOB. 3Haku npenuHaHus. Apadckue nudpsl. KonndecTBeHHBIE, MOPSIKOBBIE
yrcautenbHbie. Hymepanus mynkroB. Pumckue nudpsl. Hanucanne nat

[IpakTuka. Odopmienne moxymeHToB. lledats mecarunanbiieBbiM MetomoM. OdopMieHne TpaHUI.
[Tons moxkymenrtoB. YcranoBka mnoneil. [Ipaktuueckue 3amanmsa. «OtpaboTka meyatu Ha kiaBuatype. HaGop
TekcToB» «OdopmieHue NOKyMeHTOB. Ileyats gecATUNAanbLEBbIM METOLOMY. 3a4eT.

1.5. Texnuxa mammHonucu. Pazgen Ne 2. U3yyeHue TeXHUKHU Me4aTH

Teopus. OcBoerne npreMoB TeXHUKH THchbMa. OOpaboTKa KpUnTorpaMM riracHeIx OykB. OdopmieHue
3aroJOBKOB W Toa3arojoBkoB. Hywmepamus crtpanun. TekcroBble cokpameHus. lIpsimas pedb, LUTATHI.
OdopmieHue npuMedanui, npuwiokenuii. Mcnpasinenue omubok. Mcenpasienue omubok Ha [TK O6paborka
KpUNTOrpaMM OyKB OCHOBHOH mo3uiuy nanblesB. Kpunrorpammsl riaacHeix OykB. Ileyats ciaoroB «cormacHas -
rJacHasl - 2 COTJIaCHBIX», «2 COTJIACHBIX - TJIacHasl - corjacHas», paboTa co cloraMH THIIA - «COTJIacHas -
corilacHas TiacHas». KpumrorpamMMmbl OCHOBHOW mo3unuu mnanbieB. OOpaboTka kpunTorpamMMm OyKB Bceid
KnaBuatypsl. [ledaTh cioroB, medaTh IBYX - U TpeXOYKBEHHBIX KOHEYHBIX OykBocoueTanuil. OdopmieHue
MaIMHONHUCHBIX paboT. Tabmumpbl. OgopmieHne W U3roToBIeHHE TaOMUYHBIX (opM moKymeHTOB. [IpaBmma
BBIINTOJTHEHUA CIO0KHBIX Ta6HI/IH

[IpakTuka. PabGoTta ¢ TekcToBpIM MokymeHTOM. HabGop Tekcra mox muktoBKy. PaboTa ¢ Tabmumamm.
Odopmienne 1 N3roToBIeHNe TAOIMYHBIX (POPM TOKYMEHTOB.

1.6. Texuuka mammHonucu. Paznea Ne 3. CkopocTh nevyatu

Teopus. Ompenenenue ckopoctu nedatu. CKOpocTs nedyatu u kadectBo padot Ha IIK. IlpakTtuka.
Habop Tekcra Ha ckopocTb. KauecTBeHHBIN HaOOp TEKCTA.

Paznea I1. ABTomaTuzanus OY

2.1. Oducnoe odopynoBanue.

Teopus. Opranu3aniMoHHas TEXHUKA. BUABI 1 yCTpOHCTBO OpraHu3allnoHHOMN TexHUKH. Kcepoke. Pakc.
[punTep. Cxanep. [lepcoHanbHbIi KOMIIBIOTEP. MynbTHMEAHIHOE 000pyAOBaHKe. [ledaTHOe U MHOKUTEIBHOE
obopyznoBanue. JlemoHcTpanmonHas TexHuka. Cructema cBsizu. Mynprumenna. CkaHUpOBaHUE N300paKeHUH.

[Ipaktuka. Pabora ¢ oprrexuukoit (opucHbIM 000pynoBannem). CkaHUpOBaHUE

2.2. DJIeKTPOHHBIii ouc.

Teopus. OdwucHple npuIoXKeHUs. JOMOMHUTENbHbIE BO3MOXXHOCTH.  AMIIEpaHTHOE
obecrieueHne MEPCOHANBHOrO KoMmmbloTepa. Omepaunonnas cuctema Windows. CoyxeOHbie
nporpammsbl. TekctoBeiii pegakrop Mb Word. Penakrop anekrponnsix Tabmun MS Excel. TIporpamma
MS PowerPoint. TecroBsiii pegakrop MS Word. 3amyck n Hauano paGotsl. BBoau penaktupoBanue
tekcta. PopmatupoBanue tekcra. Odopminenue crpanun, OdopmiieHHE TOKYMEHTOB C ITOMOILBIO
tabymapa. Odpopmienne GIIaHKOB JOKYMEHTOB. MeHI0 u ocHOBHBIE mouHsTus MS Excel. Dnexrponnas
tabmuna. 3HakomcTBO ¢ skpanom MS Excel. [Tanenu nncrpymenro MS Excel.BBox u penaktupoBanue
JMaHHBIX. AHanmM3 u 00paboTka maHHbIX. IIpesentamus MS PowerPoint. Bosmoxunoctn MS PowerPoint.
Craiigsl. PaGora ¢ TekcTOM. DJEKTPOHHBIE IOKYMEHTH W HMX XpaHEHHe. ODKCHepTH3a LEHHOCTU
JIOKYMEHTOB.

[pakruka. Pabota ¢ Tabnunamu u rpadukoii. Odopmienue npesenranun B MS PowerPoint.

Paznean I11. IIpodeccuonanbublii MOAYJIb. [e10NPOU3BOIACTBO B OPraHU3alMU
Teopusi. CocTaB ympaBIEHYECKHMX JOKYMEHTOB oOpraHuzanuu. OpraHusanuoHHBIE
JIOKyMeHThI PacriopsiaurenbHble TOKyMeHTHI. H(DOpPMAaIMOHHO - CIIpaBOYHbBIE JTOKYMEHTHI. [lenoBas
nepericka. [IpaBuna odopmileHHs, CTPYKTypa W BHUABI JEJIOBBIX muceM. JlokyMeHTarws 1o
JIOTOBOPHBIM ~ TIpaBOOTHOIEHMsiM.  Opranm3anusi  paboTel ¢ JoKyMeHTamu.  Opranuzanus
JOKyMeHTooOopoTa. Peructpanus nokymeHToB. Tekyliee xpaHeHHue NOKyMeHTOB. HoMeHkaTypa nei.
ApxUBHOE XpaHeHHE JOKyMeHTOB OCHOBHBbIC PEKBH3HUTHI U TPeOOBaHUS K OPOPMIICHUIO JIOTOBOPOB.
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Joxymentsl npeanpustus Knaccudukaiuss JOKYMEHTOB YIPaBICHUYECKOH IEATCIbHOCTU. YCTaB.
Tlonoxenusa. IlratHoe pacnucanue. IlpaBuia BHYTPEHHEro TPYAOBOTO paclopsiaka. YKa3aHHUA.
TToctanoBnenus. Ilpuka3zbel Mo OCHOBHOHM AesTeNnbHOCTH. Brhimucka u3 mpukaszoB. Pacmopsikenue.
Pemenue. IIpotokon (momubiii u kpatkmii). Axt. CrnpaBku. Jloknamnas 3amucka. OObsCHUTEIbHAS
3anucka. Temerpamma, tenedoHorpamma. PexBm3utel mmcbma. I[lucbmo-mpoch0a. IluceMo-oTBeT.
IIpurnmacurensHoe mucbMo. CompoBoauTeNbHOE THUCHEMO. IImcbMo - coobOmienme. IlncbMo-oTKas.
Kpenutnasiit norosop. JloroBop xpanenus. [JJoroBop mocraBku. JloroBop mpokarta. Kommepueckuit
noroBop. IloHsaTHE " MOKYMEHTOOOOPOT" M pa3BUTHE €0 HOPMATUBHOW METOINYCCKON PETJIaMeHTAIUH.
XapakTeprucTHKa TOKyMEHT0000pOTa. DTaIbl ABIKEHUS U TTOPSIIOK 00paboTku JOKyMeHTOB. PaboTa ¢
BXOJSIIIMMA JTOKyMEHTaMHU. JTambl 00padOTKH AOKYMEHTOB. KOHTpONb HCIONHEHUS TOKYMEHTOB.
Peructparus qokyMeHTOB, BHIBI perucTtpanuiu. OnpeneneHue cpokoB xpaHeHus. [lopsgok Bemaym
nen. IloaroToBka aen u nepenada B apxuB. @opma onucu u akthl. [lepenaua nen B apxuB. Pabora ¢
KOH(UACHIIMATBHBIMH JJOKYMEHTaMH

IIpaktuka. CopTHpoBKa [TOKyMEHTOB N0 Kiaccupukanumy. CocTaBlIeHHE MITaTHOTO
pacnmcanus. PabGota ¢ pacmopsauTensHBIMH JTOKyMeHTamH. (CocTaBieHHe WH(GOPMAIMOHHO -
cnpaBoyHOl nokymeHTanuu. Odopmienne nenoBbix nuceMm. OdopmiieHHE THIIOBBIX IOTOBOPOB.
Pabora ¢ wucxomsmmmu W BHYTpEHHUMH jAokyMeHTamu. OdQopMIIeHHE HOMEHKIATYPBI eI
Odopmienne JOKyMEHTAIUH JIJIST apXHBA.

Paznea IV. Cnennanabnsiii Moxyab. KagpoBoe obecnieuenne

Teopus. Tpymosoit xomekc P®. Tpymooit moroBop, ero 3axmrouenue. OdopmieHne
TpyaoBoro noroBopa. CTpyKTypHBI TNpHKa3 MO MPEANpHUATHIO. 3HaYEHHE TPYIOBOIO JIOTOBOpA.
3akioueHue TPyAOBOro IOrOBOPA Ha ONPEACICHHBIN 1 HeonpeAeIeHHbII CpoK. OCHOBHBIE PEKBU3HTHI
TPyI0BOTO oroBopa. TpymoBbIe MpaBa u 00s13aHHOCTH PabOTHUKOB. [Topsi1ok puema Ha padoTy. JlOKyMEHTHI
npu pueMe Ha padoty. ABroduorpadus. Xapakrepuctuka. 3aseineHue. Pestome. [Ipukas o mpueme Ha
pabory. IIpocToit u crnoxHblii pukas. Tectuposanue. [lepeBox Ha apyryto pabory. [Ipekparienue
TpyznoBoro gorosopa. [Ipukassl 0 MOOIIPEHNH U HAJIOXKEHUH B3bICKaHUH. JINYHAs KapTOUuKa, HOPSIOK
odopmiieHuss U xpaHeHue. [lopsaok BeleHUsT TPYAOBBIX KHIDKEK. BeleHue JUYHBIX €N, OCHOBHBIC
JOKYMEHTHI.

[MoaroroBka JOKYMEHTOB K apXUBHOMY XpaHeHHI0. [[eHCHOHHBIH (OHA: cllaya OTYETHOCTH U
JoKyMeHTe Ui opopmiteHust neHcuu. OdopmileHHE apXUBHBIX CIIPABOK.

[Ipaktuka. CoctaBieHue TpyA0BOro gorosopa. CocrapieHUE MPUKA30B. 3AMOTHECHUE JIUIHON
KapTOYKW. 3amoJIHEHHe TPYIOBbIX KHIDKEK. CocraBieHue oTdeTHOcTH. CoOCTaBleHHE INpHKasa.
Cocrasnenue akta. CoctaBnenue MHCTpyKIuu.

Paszpnen V. KoncyabTauun
Koncynpraunu npoBogsres ans oOywaromuxcsi no [IporpamMe B TeueHHe Bcero mnepuoja
oOyyeHuss U mo uroram | roma oOyueHHs Tepe] NPOMEXKYTOUHOW arrtecrarnmedl. KoHcynbpranuu 1o
U3Yy4eHHOMY MaTepHaly, MpPOJODKEHUIO MPO(PECCHOHANBHOIO 00pa3oBaHusl, TPYIOYCTPOHCTBY.
[TonBeneHre UTOroB TEOpeTUIECKOro o0y4YeHus (Oecesia, TECTOBBIM KOHTPOIIb U JIp.)

Pasznen VI. ATrrecranms
6.1. IIpomexyrounas arrectanus. nddepeHuupoBaHHbII 3a4eT
6.2. MHroroBas arrecranmsi. ATTecTalms OOydYalOIIMXCI B  COOTBETCTBHHU C
npodecCHOHANBHBIMU  TPeOOBAaHUSIMA M KBAIM(HUKAIMOHHOM  XapakTtepucTukod «Cekperapsb-
aJIMUHHCTPATOPY.
2.2. Y4eOHblii IuIaH

B y4eOHOM 1U1aHE 0TOOpaXkaeTCs JIOrnYecKast MOCIIe0BaTEIbHOCTh OCBOCHUS Pa3JIeiioB,
obecnednBaronux (OPMUPOBAHUE KOMITETCHITUH.
YkazbIBaeTcst o01ast TpyA0€MKOCTh Pa3/IeiioB, MOIYJICH.

Ne i/

HaumenoBanue pasaciios B ToMm uncie

Bcero Jlextmu
qacCoB

CamocTosTeNbHAs ®dopma
padota KOHTpOJISE

IIpakTuka




1 rox o0yuenunst

l. Oo6uenpodgeccHoHAIBHBIIN MOAYJIb 42 16 22 4
1.1.  |OcHOBBI peJakTHPOBaHMsI JOKYMEHTOB 8 4 4 - TectupoBanue
1.2.  |denoBas KynbTypa 2 2 - - [enoBas urpa
1.3.  |OCHOBBHI €JIOIPOU3BOACTBA 10 4 5 1 3auer
1.4.  |Texnwka mammHormcu Paznem Nel 14 4 8 2
1.5.  |Texuuka mammHomucu Pazmen Ne2 8 2 5 1 Hpaxrieciie
3aJaHHs
1.6. Texnuka mamuHonucu Pazmen Ne3 - - - -
1. ABToMaTu3anus OY 2 1 1 - -
2.1.  |Oducnoe obopynoBaHue 2 1 1 - Onpoc
2.2.  [DnexTpoHHbIN 0huC - - - - -
1. IIpodeccnonaabHbIi MOAYJIb 18 7 9 2 [IpaxkTHueckue
3.1 /lenonpou3BOJICTBO B OpraHU3aIH 18 7 9 2 3a1aHus. 3a4eT
V. CrnenuanabHbIii MOTYJIb 6 2 4 )
4.1.  |[KagpoBoe obecrieueHue 6 2 4 . 3auer
V. KoncyabTanuu 2 - 2 -
VI ATTecTanus 2 - 2 -
6.1. [[IpomexyTouyHas aTTecTarus 2 - 2 - 3auer
6.2.UtoroBas arrecTanus - - - -
Hroro 1 rox 72 26 40 6
2 roj o0y4eHust
l. OomenpodgeccnoHaAJIbHBIH MOAYJIb 16 2 10 4
1.1.|OcHOBBI peIaKTUPOBAHUS TOKYMEHTOB 4 - 2 2 TecTupoBanue
1.2.|lemoBast KyiIbTypa - - - - -
1.3.|OcHOBBHI I€I0NTPOU3BOACTBA 4 - 3 1 TectupoBanue
1.4.|Texnnka mammHommcy Paznen Nel - - - - -
1.5.|Texnuka mamusnonucu Pasznen Ne2 2 2 [IpaKTHyecKHe
1.6.Texnuka mammuonucu Pazen Ne3 6 2 3 1 3amaHus. 3ader
. ABTOMaTH3auus OY 2 1 1 -
2.1.|0¢ducHoe 06opyaoBanue - - - - -
2.2. |3 nexTpounslii opuc 1 1 - Omnpoc
I11. [IpogeccnoHaNbHBII MOTYIH 10 4 5 1 [IpakTHueckue
3.1}/Ieonpor3BOACTBO B OPTaHU3AINN 10 4 5 1 3aaHNsA
1V. |CnenuaibHbIi MOAYJIb 4 2 2 )
4.1. KagpoBoe obecnieueHne 4 2 2 - TecTupoBanue
V. KouncyabTanun - - - -
VI ATTecTanus 4 - 4 -
6.1. [[TpomesxyTounas arrecrarus - - - -
6.2. |[Utorosas arrecrarnys 4 ) 4 ) KBamupukaioHH
Hroro 2 ron 36 9 22 5
Hroro 108 35 62 11
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2.3. TemaTu4eckoe NJIAHUPOBAHUE

HanmenoBamnue paseios Coneprxanue yuedOHOro MaTepHaJia, JiaGopaTopHbie padoThbl U Oo0bem B
H TeM NpaKTHYeCKUEe 3aHATUS yacax
1 2 3
Oo6menpodgeccuoHaIbLHBIA MOAYJIb
OcHOBBI pe1aKTHPOBAHUS TOKYMEHTOB 8
Kynbrypa uenoBeka 1 |OcHOBHBIE (PyHKIMH sA3bIKa. B3auMOCBS3b KyJIBTYpHl Y€JIOBEKA U KYJIBTYPbI 4
KYJIBTYpa pedu peun. HopmaTuBHBIN, KOMMYHHKAaTUBHBIA M OTUYECKHH aCIEKThl PEYEBOH
KYJIBTYPBI.
OyHKkunOHANBHBINA cTHIN [CTru peun. OCHOBHBIE YepThI, OCOOCHHOCTH W TPU3HAKKA BCEX CTHIIEH. 4
PYCCKOro IMTeparypHoro (HopMsl pycCKOTo peueBOro 3TUKETa.
[enoBas KyJabTypa 2
Nmunmx cexperapst 1
JIn4HOCTB cexpeTrapsi M €ro poJib B ACSITEIBHOCTH COBPEMEHHON OPraHU3aLiu.
JlomxkHOCTHAst MHCTPYKLM. JleToBbIe U TUYHBIE KauecTBa cekpeTaps. Jenopasdy
KeHIrHA-Tipodeccronan. Pabodee Mmecto cekpeTapsi.
OTHKET B CITyKeOHBIX 1
OTHOLUEHUAX KopmopatnBHast KynbTypa, (UPMEHHBIH CTHIb opraHuzamuu. CryxeOHas
BepTUKanb (OTHOWIEHUs B cuctemMe «PyKoBOIUTENb- IMOTYMHEHHBIN).
CryxeOHass TOPWU30HTaNb (OTHOIICHWE B CHCTEME KOJJIera-KoJIera).
CryxebHast cyoopauHaius. HopMbl 1 mpaBuiia OTHOIIEHHH COTPYAHHUKOB C
MPEACTAaBUTEISIMM CTOPOHHHX OpraHM3alliif, MapTHEpaMH, KINEHTaMH,
mocetutessiMa.  CyOopauHanus. OMOIMOHAIBHO-HEUTPAIBHBIA  JIEIIOBOM
xapaktep. -KoH(puaeHIMaabHOCTb.
OCHOBBI J1€JIONPOU3BOICTBA 10
HokymeHTupoBaHue.  |(OCHOBHBIE TOHATHs. Tumosorus A0KyMeHTOB. dopMmarbl OymMarn W MOJISL. 10
JIOKyMEHT, BUIbI OOme TpeOOBaHUS K COCTABICHHIO JIOKYMEHTOB. bBiIaHKM IOKYMEHTOB.
AOKYMCHTOB, UX PexBu3NTHI ToKyMeHTa. JloKkyMeHTHpOBaHHE, BUJBI U cIIOcoObl. TpeboBaHus K
Kiaccuukanms. TEKCTy  JOKyMeHTa. [peOoBaHMs K  HM3TOTOBJICHHMIO  JIOKyMEHTA.
PexBusuTel 1OKYMEHTOB |MysbTHMEAUHHOE 000PY/I0BAHHE.
IIpakTuyeckass padora: «TpeGoBaHMs K COCTABJIECHHMIO [OKYMEHTOB.
JlokyMeHTHPOBaAHUE)
TexHMKa MAIIMHONUCH
Pazoen No 1 «Cnenoiy oecamunanvueswtii memoo newamu na INK 14
OcHoBHble puHIUNGL  [M3ydyeHne knaBuarypel. OOmue mnpaBwia pabotbl. OCHOBHBIE TpPUHIHMIB] 8
«CIJIETIOTO» Me4yaTu JAecATUNaNbLeBoro Meroja. [loHATHE O JECATHUNANBLIEBOM CIEIOM
OECATUIIATIBIIEBOIO ME€TOAa (METOAC MNChbMaA.
TIeYaTy Ha IULIYIeH I[IpakTuyeckas padora: «OTpadoTka neyaTn Ha kiaaBuarype. Hadop
mamuHke u [1K TEKCTOB)»
[lo3uunu nanpLes Ha 8

KJIaBUATYpe.

Odopmnenne rpanun. [lons nokymeHTOB. YcTaHOBKa mojeit. M3ydeHue
OCHOBHOTO psiia KJIaBHATyphl. M3ydeHne OyKB BEpXHETO psifa KIaBHATYPHI.
3nak "ueprouka'. AO3au. M3ydeHue deTBepTOro psiia KiIaBHATYphl. 3HAKH

npeniHaHus.  ApaOckme  mudpel.  KomuwdecTBeHHBIE,  MOPSIKOBBIC
uyrcnuTenbHble. Hymepauus nynkToB. Pumckue ungpsl. Hanucanue aar.
IIpakTuyeckas  pa6ora: «Odopmiuenue  goxkymenToB. IleuaTn

JACCATHITAIBIIEBBIM METOI0M>>
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Pazoen Ne 2. Hzyuenue mexnuxku neuamu

OcBoeHHE TIPUEMOB 2
TEXHHUKH NTACbMa OdopmiieHre 3aroJ0BKOB U T0A3aroioBKoB. Hymeparms crpanuil. TekcToBbie
cokpamieHus. llpsmas peub, wnutatel. OdopmieHHe NpUMEYaHUid,
npunoxxenuil. Mcnpaenenne ommbok. Mcnpasienne ommnbok Ha [1K.
IIpakTHyeckast padora: «PadoTa ¢ TEKCTOBBIM I0OKYMEHTOM»
OGpaboTka kpunrorpamMm [KpunrorpaMmbl TiacHeiXx OykB. [ledarh ClOroB «cornacHas - riacHas - 2| 3
IJI1acHBIX OYKB COTJIACHBIX»; «2 COTJIACHBIX -TJIACHAA - COTJIacHas, paboTa co CI0raMu THUIIA -
«COTJIacHasl - COIJIacHas TIacHasy.
IIpakTHyeckast padora: «PadoTa ¢ TEKCTOBBIM I0OKYMEHTOM»
OGpaboTka KpunTorpaMM [KpunrorpaMmbl OCHOBHOM MO3MIMHK Najbies. O6paboTKa Kpunrorpamm Oyks| 3
OyKB OCHOBHO¥ MO3MIMHU [Bceit KI1aBUaTypsl. [ledaTs ciioros, mevyarts ABYyX - U TpeXOYKBEHHBIX KOHEUHBIX
NaJIbLIEB OyKBOCOUYETaHHIA.
IIpakTuyeckasi padora: «Pa6oTa ¢ TekcTOBBIM AJokyMeHTOM. HaGop
TeKCTa 0] TUKTOBKY»
IIpakTH4eckoe o0yueHue 2
ABtomatuzanus QY
Paznen Ne 1. O¢ducnoe obopyroBanue 2

OducHBIC TPUIOKESHHS.

JOTOTHUTEBHBIC ArmnmapaTtHoe oOecTieueHre ITEepCOHAIBHOrO KOMIBIoTepa. OrmnepanroHHas 2
cuctema Windows. CuyxeOHble TporpaMmbl. [ledaTHoe M MHOKXHTEIBHOE
o0opynoBanue. JleMoHcTpanoHHas TexHuka. CrucreMa cBsi3u. MybTUMEIHA.
CkaHHpOBaHHUE N300paKESHUI.

IIpodeccnonanbublil MOAY/Ib
Je1onpon3BoacTBO B OPraHu3anuu 18
1
JlokymeHTBl Tipeanpustus. Kinaccudukanust TOKYMEHTOB YIpaBIEHYECKOH

CocTaB yIpaBIeHUYECKHX  |[IeSTEIbHOCTH.

IOKyMeHTOB opranuszanyy [[IpakTudeckasi padora: «CoOpTHPOBKaA JOKYMEHTOB IO KJAcCCH(PUKALAID)

OpraHu3anioHHbIE Ycras. [lonoxkenus. llltatHoe pacrincanue. [IpaBuna BHyTpenHero tpygosoro| 1

TOKYMEHTBI pacropsiika.

IIpakTHyeckasi padota: «CocTaBjeHHe IITATHOTO PACTIHCAHUS

PacriopsautensHbie 2

JJOKYMCHTBI 'Ykazanud. [loctanoBnenus. [Ipukassl 10 OCHOBHOM IE€ATEIBHOCTH.

Brinucka u3 npukasos. Pacniopsokenue. Pemenue.
[IpakTuyeckas padora: «Padora ¢ pacnopsiauTeJbHBIMH JOKYMEHTAMU»

MudopmanuonHo - [IpoToxon (monHeli U KpaTtkuii). AKT. CripaBku. JloknagHas 3anucka. 2

CIIPaBOYHBIC IOKYMEHTEl  |(O0BsICHUTEIbHAS 3anncKa. Tenerpamma, TeneoHOrpamMmma.

IIpakTHyeckast padora: «CocraBjaeHne HHPOPMAIHOHHO-CIIPABOYHOM
MOKYMEHTALMN
2

JlenoBas mepenucka. PexBu3uTs! mucbMa. [InceMo-npocs6a. [lncbMo-0TBeT.

[MpaBuia opopmieHus, IIpurnacurensaoe rcbMo. ConpoBoaAnUTENbHOE MUCHhMO. [Tucsmo-

CTPYKTypa 1 BH]IBI coobuienue. [TnceMo-oTkas.

JIEJIOBBIX ITUCEM IIpakTHyeckast padora: «OdopMiieHHe KeJOBBIX MHCEM

JloxyMeHTanus mo N

IOTOBODHEIM IPABO- JloroBop kyrmu - nponaxu. Jlorosop apenusl. JloroBop MeHbl. KpeauTHbii

oTHowmerMsM OcHoprpie  [ROTOBOP: HoroBop xpanenusi. JloroBop mnocraBku. JloroBop mpokara. 5

[PEKBU3UTHI M TPEOOBAHHUS K
0(hOpMIICHUIO TOTOBOPOB

KoMmMepueckuii JOroBop.
IIpakTyeckas padora: «OdopmieHre THIIOBBIX 10T 0BOPOB»
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Oprasu3zaius paboThl ¢
TOKyMEHTaMH.
Opraau3anus
TOKYyMEHT0000pOTA.
Peructpanus 10KyMEHTOB.

[TousaTHe "MOKYMEHTOOOOPOT" W pa3BUTHE €TI0 HOPMATHBHONH METOIMIECKOU
periaaMeHTanuy. XapakTepUCTUKa JTOKYMEHTO000poTa. DTallbl ABHKCHUS H
MopsoK 00paboOTKM JOKyMeHTOB. PaboTra ¢ BXOASIIMMH JOKYMEHTaMH.
Otanbl  00pabOTKM JOKyMEHTOB. KOHTpOJb HCHONHEHHWs] JOKYMEHTOB.
Peructparyist JOKyMEHTOB, BU/IBI PETUCTPALIUH.

[pakTnyeckas padora: «PaGora ¢ HCXOASIUMMH M BHYTPEHHHUMH

Croco6b1  odopmiteHnst dyxoi peud. llpwHIMNBEI W QYHKIIAA PYCCKOM
myHKTyaruu. CMBICIIOBas POJIb 3HAKOB MPETTUHAHUS.
[MpakTnyeckas padora: «PejakTHPOBaHNE TEKCTaY.

MOKYMEHTaAMM»
Tekyiiee XxpaHeHue OnepaTtuBHOE XpaHeHHEe Aen (TpoBepKa HATWYHAA TOKYMEHTOB, ITOPSIIOK 2
TOKYMEHTOB. BbIAUM JAed). OJIEKTPOHHBIE JOKYMEHTHI M HX XpaHeHHEe. OKCIepTH3a
Homenxunatypa nen. [IEHHOCTH JIOKyMEHTOB.
[IpakTnyeckas padora: «OdopmiaeHrne HOMEHKIATYPHI 1e/»
ApPXHUBHOE XpaHEHHE 2
TOKYMEHTOB Omnpenenenne cpokoB xpaneHus. llopsmok Beimaun nen. IloaroToBka men u
nepenaya B apxuB. @opma onucu U akThl. [lepenada nen B apxuB. Pabora ¢
KOH(HUICHINAIBHBIMU JOKYMEHTaMH.
[IpakTnyeckas padora: «OdopmiaeHne JOKYMEHTALUH 1JI51 ApXuBa!
OpraHu3zaoHHas 2
TCXHHKA Buibl 1 ycTpoicTBO opranu3aioHHoi Texuuku. Keepoke. ®akc. Ilpuntep.
Ckanep. [lepcoHanbHbIi KoMnbloTep. MynbTHMeANHHOE 000pyIOBaHNE.
IIpakTHyeckast padora: «PadoTa ¢ OprrexHuKo»
CrnenuaJbHbIH MOYJIb
KaapoBoe o0ecnieuenne 6
Pa3znen 1. OcHOBHBIE 32124 YIPABJIEHUsI KaApaMu 6
Tpynosoii konekc PD. 3HaueHUE TPYIOBOTO JAOrOBOpa. 3aKIOUEHUE TPYAOBOIO JOTOBOpAa Ha 3
TpynoBoii ToroBop, ero  |0NpeeIeHHbIH U HeonpeaeaeHHbIH cpoK. OCHOBHBIE PEKBU3UTHI TPYIOBOTO
3aKJIIOUeHHeE. norosopa. TpynoBbie mpaBa 1 0053aHHOCTH PaOOTHHUKOB.
Odopmienne tpynosoro [IIpakTuueckas padora: «CocTaB/ienue Tpya10BOro 10roBopa»
orosopa.
CrpykTypHblii ipuka3 o [[lopsmox mpuema ©Ha pabory. JoKyMeHTHI mpu TmpuemMe Ha padoTy. 3
[IPEATPUATHIO. ABToOMOTpadus. Xapakrepuctuka. 3assienue. Pesrome. [Iprkas o npueme Ha
paboty. [Ipocroii u croxubii npukas3. TectupoBanue. llepeBon Ha npyryro
paboty. llpekpamenue TpymoBoro goroBopa. Ilpuka3sl o mMOOIIpEeHUH U
HAJIOXKEHUH B3bICKaHUH.
IIpakTHyeckast padora: «CocTaBiaeHHe NPHKA30B)»
Koncyabranumn, KoHcynpTanyu no n3y4eHHOMY MaTepuaty, IpoI0DKEHHUIO 2
nojBeleHHe UTOrOB  [MpodeCCHOHANTBHOr0 00pa3oBaHus, TPYAOyCTpoicTBy. [loaBeneHre NTOTOB
TeopeTuieckoro ooyuyenus (0ecena, TeCTOBbIM KOHTPOJIb U JIP)
IMpomexyTounas arrectanus (nuddepeHpoBaHHbIN 3a4eT) 2
2 rog o0y4yeHust
HaumeHoBaHue Cozaepsxanue y4eO0HOro MaTepHuaJia, JJabopaTopHbie padoThl U Oo0beMm B
pa3aenoB U TeM NpaKkTHYecKHe 3aHATUS yacax
1 2 3
Oo61enpodgeccHoHAIBLHBII MOAYJIb
OcHOBBI pe1aKTHPOBAHHUSI TOKYMEHTOB 4
Opdosnust, Opdorpadus [Opdosnuveckre HOPMBI JIHTEPATYpPHOTO s3bIka. [IpwHIUIBI  pycckoi 2
opdorpadur. OCOOEHHOCTH PYCCKOTO CIIOBECHOTO YAapEHHUSL.
CUHTaKCUC W IYHKTYaIWs 2
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OcCHOBBI 1€JIONPON3BOICTBA

SN

JIOKyMEHTHPOBAHHE. OcHoBHbIE NOHATUS. Tunosorust qokymeHToB. dopmarbl OGymaru u IOJIS. 4
JIOKyMEHT, BUJIBI OOme TpeOOBaHUSI K COCTAaBICHHIO JTOKYMEHTOB. BilaHKM IOKYMEHTOB.
JTOKyMEHTOB, HX PexBu3nTH TOKyMeHTa. [lokyMeHTHpOBaHHE, BUIBI U CIIOCOOBI. TpeboBaHMs K
KJTaCCH(UKALIISL. TEKCTYy  JOKyMeHTa. TpeOoBaHMA K  M3TOTOBJICHHIO  JOKyMEHTA.
PeKBU3HTBI TOKYMEHTOB  \MynpTHMEIMIHOE 000PY10BAHHE.
IIpakTnyeckas padora: «TpedGoBaHusI K COCTABJEHHIO TOKYMEHTOB.
JlokyMeHTHPOBaHUE»
TexHHMKa MAIINHOIUCH
Pazoen Ne 2. H3yuenue mexHuku neuamu 2
Odopmienne Tabmumpel. OdopMieHne W HM3TOTOBJICHHE TAONMMYHBIX (OPM TOKYMEHTOB. 2
MAIIHHOMHCHBIX PabOT [IpaBuiia BBIOIHEHHS CIOKHBIX TAOIHII.
IIpakTuyeckass padota: «Pabdora c¢ Ttadmumamu. OdopmiaeHue u
H3roTOBJIEHHE TAOJUYHBIX GOPM T0KYMEHTOB»
Pazoen As 3. Ckopocmb newamu 6
Onpenenenne ckopocty  |Habop TeKcTa Ha MUINYIIEH MalIMHKE. 3
TIeyaTH Ha MUIIYIIeH IIpakTuyeckas padora: «Habop TekcTa Ha CKOPOCTH)
MalllHKe
CKOpOCTh IIeUaTH U Hab6op tekcra Ha [IK KadgecTBo paboTts! Ha [1K. 3
KkauecTBO padot Ha [1K IIpakTuyeckas padora: «KayecTBeHHbIH HAa0Op TEKCTA)
IIpakTHyeckoe o0yyenne Apromaruzanus OY
Pasznen Ne2. DiekTpoHHbBIii ofuc. 2
'TeKCTOBBII pelakTop TecroBbrii pemakrop MS Word. 3amyck u Hagano pabotsl. Beoay 1
MS Word penaktupoBanue Tekcta. Gopmaruposanue TekcTa. OdopmileHHE CTpaHHII.
OdopmieHne JOKyMEHTOB ¢ momollbio Tadyispa. Odopmienue OnaHKOB
TOKYMEHTOB.
PenakTop aneKTPOHHBIX  [MeHro 1 OcHOBHBIE OHATHA MS Excel. DiexkTponHas Tabmmna. 3HaKOMCTBO C 1
Tabmu MS Excel bkpanom MS  Excel. Tlamenmu wuncTpymentoB MS Excel.Brog
pelaKTHpOBaHUE JaHHBIX. AHAIN3 U 00paboTKa AaHHBIX. PaboTa ¢ Tabnuuamy
1 TpaduKOi.
IIpodeccrnoHaNbHBIM MOLYJIb
Jle1onpon3BoACTBO B OPraHU3AIMHI 10
1
JlokymeHThl mpeanpustusi. Kiaccudukamus TOKYMEHTOB YIpaBIeHYECKOH
CocTtaB ynpasineHueckux [ACATCIbHOCTH.
noxkymenToB opranusamuu ([IpakTuyeckas padora: «CopTupoBKa J0KYMEHTOB 110 KJIaCCHPUKANMID
OpraHu3aoHHbIE Vcras. [lonoxenus. tatHoe pacniucanue. [IpaBuiia BHyTpeHHETO TPyI0BOTO 1
TOKYMEHTBI pacropsiika.
IpakTuyeckas padora: «CocTaBiieHne IITATHOTO PACTHCAHUS
PacriopsautensHbIe N 1
Vxazanus. [locranosnenus. [Ipukassl 10 OCHOBHOH €S TEILHOCTH.
JIOKYMCHTEIL Brimncka u3 npukasos. Pacriopsbkenue. Pemenue.
IMpakTuyeckas padora: «PagoTa ¢ pacnopsiAnTeTbHBIMI
TOKYMEHTaAMU»
WHpopmamoHHo - [Ipotokon (momueld W Kpatkuii). AkT. CnpaBku. [loknanHas 3ammcka. 1

CIIPpaBOYHbLIC JOKYMCHTBI

OOBscHuTenbHas 3anucka. TenerpaMma, TenedoHorpamma.
IIpakTHyeckass padora: «CocraBiieHHe HWH(OPMAIMOHHO-CIIPABOYHOM
NOKYMEHTALHI
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/lenoBas nepemnucka.
[TpaBuna oopmieHws,
CTPYKTYypa U BUIBI
IETIOBBIX MMHCEM

PexBm3uTH TckMa. [InceMo-mipock6a. [IncbMo-0TBET.

HpI/II‘J'IaCI/ITeJ'IBHOC IMHUCHbMO. COHpOBO,Z[I/ITCJ'IBHOC IIUCBMO. ITucemo-

cooOmenue. [Tuckmo-oTKa3.
IMpakTuyeckas padora: «OdopmiieHne 1eJ0BbIX MTHCEM)

JToKyMeHTAaIus 110
TOTOBOPHBIM ITPABO-
oTHoIIeHUAM OCHOBHBIC
PEKBU3UTHI U TPEOOBAHUS K
0(hOPMIICHUIO IOTOBOPOB

[loroBop kymiu - npogaxu. Jlorosop apenasl. JoroBop mensl. KpenutHsrii
noropop. JloroBop xpanenus. JloroBop mocraBku. JloroBop mpokara.
Kommepueckuii 1oroBop.

I[IpakTHyeckas padora: «OpopmiaeHne TUNIOBBIX 10TOBOPOB)

Opraau3arus paboTsI ¢
TOKYMEHTaMH.
Opranu3anus
TOKYyMEHT0000pOTA.
Peructpanus 10KyMEHTOB.

[lonrsTre "mOKyMEHTOOOOPOT" M pa3BUTHE €r0 HOPMAaTHBHONW METOIUYECKOH
periaMeHTanuu. XapakTeprucTHKa

MTOKYMEHTO000pOTa. DTambl ABMKEHUS M MOPAIOK 00pabOTKHA JOKYMEHTOB.
PaGora c BXOASIIMMH [TOKyMEHTaMH. OTambl 0OOpabOTKH JOKYMEHTOB.

KoHTponp HCIIONHEHUS OOKYMEHTOB. Perucrpamus ITOKYMEHTOB, BHIIbI
[perucTpanmu.

IIpakTHyeckass padora: «PaGora ¢ wuHcXOAAIIMMH W BHYTPEHHHMH
HOKYMEHTaMM»

Tekyuiee XxpaHeHue
IOKYMEHTOB.
HKJIaTypa Jell.

OmnepaTtuBHOE XpaHEHUE nAei (IIPOBepKa HAIMYMS JOKYMEHTOB, MOPSIOK
BBIAYM JIe7). OJIEKTPOHHBIE JOKYMEHTBl M HX XpaHeHHe. OJKCIepTH3a
[IEHHOCTH JIOKyMEHTOB.

IpakTuyeckasi padora: «OdopmiieHre HOMEHKJIATYPbI e/

ApXHBHOE XpaHEHHE

[IOKyMCHTOB Onpenenenue cpokoB xpaHeHus. Ilopsaok Belgaun aen. [loaroroBka gen u
nepenaya B apxus. @opma ommcu U akThl. [lepenava gen B apxus. Pabota ¢
KOH(HUICHINAIBHBIMU TOKYMEHTaMH.
[IpakTHyeckas padora: «OdopmiaeHne TOKyMeHTAIUM /151 apXuBa!
OpranusaiyonHas Bubl ¥ yCTpOHCTBO opranm3anuoHHol Texnuku. Kcepoke. ®akc. [Tpuntep.
TEXHUKA

Ckanep. IlepconanbHblil koMmnbioTep. MynbTHMeIUiTHOE 000pPYJ0BaHNUE.

I[IpakTHyeckas padora: «PadoTa ¢ OprreXHUKo»

CnenuajbHblii MOAYJIb

KaapoBoe o6ecnieuenne

Pasnes 1. OcHOBHBIE 3a/1a4H YIIPaBJIeHUs] KapaMH

TpynoBoil konekc PO
TpynoBoil 1oroBop, €ero
3aKIII0YECHUE.
OdopmieHne TpyaoBoro
orosopa.

3HaYeHHE TPYAOBOTO JOTOBOPA. 3aKIF0UEHHE TPYOBOTO JOrOBOpa Ha
OTIpEIeTICHHBIN 1 HEOTIPeIeIeHHbIN cpoK. OCHOBHBIE PEKBU3HUTHI TPYIOBOTO
orosopa. TpymoBsie mpaBa U 005A3aHHOCTUA PAOOTHUKOB.

[MpakTnyeckas padora: «CocraBjieHune TPy10BOro J10roBopa»

CTpyKTYpHBIi TTpHUKa3 1O
[IpENPHUSTHIO.

[opsiiox mpueMa Ha paboTy. JJOKYMEHTBI IpH pHeMe Ha paboTy.
ABToOHorpadus. Xapakrepuctuka. 3assienue. Pestome. [Ipukas o nmpueme
Ha paboty. [IpocToii u cnoxubIi pukas. TectupoBanue. [lepeBon Ha
npyryto padorty. [Ipexpamienue Tpynosoro norosopa. [Ipukassl o
[OOIPEHNH 1 HAJIOXKEHUH B3bICKAaHHH.

IpakTHyeckast padora: «CocTaBjaeHHue NPHUKA30B»

KBanuduxkannoHHbIil
JIK3aMeH

ATTtecTanus 00y4arouIuxcsi B COOTBETCTBHU C MPOPECCUOHATLHBIMU
TpeOOBaHUAMH U KBATM(PHUKALMOHHON XapakTepucTHKoN «Cekperapb-
aJMHHHACTPATOP.

I11. OpranuzauuoHHBII pa3aes
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3.1. XapakTepucTHKA YCJI0BHI peajn3aliuy NPorpaMmbl

3.1.1. TpebGoBaHus K KaApPOBOMY 0OecHeYeHUIO

Peanmzamust mporpamMmsl  Ipo(hecCHOHAIBHOTO OO0Yy4eHHs OO0eCIeYrBaeTCA IeJarorndecKuME
paboTHUKaMH 00pa30BaTelIbHOM OpraHW3alud, a TakKKe JHIaMH, MPUBICKAEMBIMH K pealu3aluu
MporpaMMbl MPO(ECCHOHATBHOTO OOYYEHHUSI Ha YCIOBHUSX TPa)KIaHCKO-TIPABOBOTO JOTOBOPa, B TOM
YHUClie U3 YKCIa PYKOBOJMTENCH W paOOTHUKOB OpraHU3allvif, HANpPaBICHUE ICATCILHOCTH KOTOPBIX
COOTBETCTBYET 00JIaCTH NMPO()ECCUOHATBHOMN ICATEIBHOCTH.

3.1.2. Tpeb6oBaHusi K MATepPHATbHO-TEXHUYECKOMY 00ecrieyeHHI0

[TomerieHust mpenCTaBISIOT cO00i yueOHbIe ayAUTOPHH Ui MPOBEACHUS 3aHITUH BCEX BUJOB,
MPEOYCMOTPEHHBIX MPOrpaMMOl HPO(ECcCHOHAIBHOIO OO0Yy4eHUs, B TOM 4HCJIE TpPYNIOBBIX U
WHAWBUAYaIbHBIX KOHCYNbTAllMH, TEKYIIETO KOHTPOJISA M TMPOMEXKYTOYHOH aTTecTaluH, a TaKke
MIOMEIIEHUS [Tl CAMOCTOSATEIbHOM pabOoThl, OCHAIIEHHbIE 000PYI0BAHUEM, TEXHUUECKUMHU CPEACTBAMU
oOyueHusl.

MAOY COUI Ne 85, peanu3yroomas IporpaMMmy IO Mpodeccruy, pacrojiaraeT MaTepuatbHO-

TEXHUYECKOW 0a30H, oOecreunBaromeil MpoBeicHNEe BCEX BUAOB MEKAUCIUILIMHAPHOW MOJATOTOBKH,
MPAKTUYEeCKOM paboThl OOydYaroIMXCs, MPEIYCMOTPEHHBIX YUEOHBIM IIJIAHOM M COOTBETCTBYIOLICH
JNEHCTBYIONIMM CaHUTApHBIM W TPOTHUBOIOXKAPHBIM TIpaBWJIaM M HOpMaM B pas3pe3e BhIOpaHHBIX
TpaeKkTopuii MUHIMaIBHO HeoOXoauMbIi i peanmn3anuu 11110 nepedeHp MaTepraTbHO- TEXHHYECKOTO
obOecrieueHus, BKIIOYAET B CEO:
YueOHblii kKa0uHeT: mKad A XpaHeHHS YIeOHBIX MOCOOUH, MPOrpaMMHO-aNMapaTHRIA KOMILIEKC B
KOMIUIEKTE, JOCKa KJIACCHasA, CTOJ YUUTENs, KPECIO YUUTENs, CTOJI YYSHUUECKUH, CTYJl YUEHUUYECKHUH,
ceTeBo (GWIBTP, MHOTO(PYHKIIMOHATBFHOE YCTPOHCTBO, KOMIIBIOTED VYUHTENs C THepudepuen
(IMLIEH3MOHHOE TpOrpaMMHOE obOecreueHne, 00pa30BaTelIbHbIM KOHTEHT M CHUCTEMa 3alUThl OT
BPEIOHOCHOM MH(OPMAITUH), CUCTEMA 3allIUThI OT BPESJIOHOCHOH MH(OpManuu.

OobopynoBaHue y4eOHOro KaOWHeTa: MOCAJOYHBIE MECTa IO KOJUYECTBY OOyUYAIOUINXCS;
pabouee MecTo mpemnoaBarens, 00opyaoBanHoe IBM.

Kanuensipckue npuHajie:xxHocTH: Oymara KcepokcHass A4, mamka, MamkKa-perucrparop, mnamka 2
KOJIbLIa, JKypHal pPErucTpaluyd HCXOMAIINX ITOKYMEHTOB Ha CKpEIKe, JKYpHall PETUCTpPalMi BXOISAIIUX
JIOKYMEHTOB Ha CKperike, (aiin Bkiaapl, ket [IBA, HoKHUIB, cTeriep KaHIensIpCKUi, TIPOKOIT.

3.1.3. Tpeb6oBanusi kK HHPOPMAINOHHO-METOAHIECKOMY 00€ecedeHH IO

OCHOBHBIE HCTOYHUKM:
1. Kysuemos, WM. H. J[lokyMmeHTanmoHHOe oOecrieueHHe yrpasieHus. JlOKyMEHTOOOOpPOT U

JIeJIOTIPOM3BOJICTBO: YUEOHHUK M NMPAKTUKYM IJisl mpukiagHoro OakanaBpuata / U. H. Kysnemos. — M.:
WznatensctBo HOpaiit, 2018. — 461 c.

2. KysmemoB, W. H. JloxymeHnrammonHoe oOecniedeHue ympaeieHHs. JlokymeHTOOOOpOT U
JISIIONPOU3BOICTBO: yueOHuK u mpakTukym st CI1O / W. H. Ky3uenos. — M.: M3aarensctio FOpaiit, 2018.
— 462 c.

3. Tomenko, XK. T. Conuonorust ynpasieHus: yueOHUK U IPAKTUKYM JJIsI aKaleMHUYecKoro Oakanaspuara/
K. T. Tomenko. —M.: UzgarensctBo FOpaiiT,2018. — 303 c.

4. Koucrurymus PO

JlonoiHUTe/IbHbIE HCTOYHUKH:

5. Poroxun M 0. Opranuzanus yrnpasiieHusi iepcoHasioM npeanpusitsi]: Yueb. - npakr. [Tocobue /
M.IO.Poroxun - M.: U3a-so PIJI, 2015 - 224c.

6. Kpyrnsauckas JI. 4 Hactonbhas kaura cexkperaps: CrpaBounuk - CII6, 2014.

Ilepeyenb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOH ceTu «HTepHET»,
HEOOXOAUMBIX VISl OCBOECHH S IH CIUILTUHBI

TToptan «ApxuBel Poccum» [DneKTpoHHBIN pecypc]. DiekTpoH, maH. - M.: Pocapxus, 2001. -
Pexxum flocTyna:_http://www.rusarchives.ru. - 17.05.2018;Bcepoccuiickuii HaydHO- MCCIEIOBATEIbCKHUIA
WHCTHUTYT JOKyMEHTOBeAeHHs U apxuBHOTo Aena (BHUUIA]L) [DnekTpoHHbIH pecypce]. DNeKTpoH, daH. -
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M.:BHUUOA/, 2010.- Pexxum nocryma:
http://www.vniidad.ru. - 17.05.2018; Odunmanbhslii caiiT komnanuu «KoHcynbranT [I1r0c) [D1eKTpoHHBII
pecypc]: 3akoHOmaTeNbCTBO PD: KOXEKCHI, 3aKOHBI, YKa3bl, TOCTAHOBIICHUS MpaBUTEIbCTBA PD. DiekTpoH,
naH. - 1997. - Pexxum mocrtyma: http://www.consultant.ru_- 18.05.2018.

HNudopmarmonno-paBoBoii moptan «['apant» [DnekTpoHHBIH pecypc]: 3aKOHOIATEILCTBO
(Komekchl, 3aKOHBI, yKa3 bl, mocTaHoBieHns) PD, aHanmnTHKa, KOMMEHTAapHH. DIEKTPoH, dan - M.: HIIII
«"APAHT-CEPBUC- YHUBEPCUTET

3.2. KoHTpoJb 1 oLleHKAa 0CBOEHUs MPOTrPaMMbl

3.2.1. KoHTpoJb KayecTBa MOATOTOBKH

Tekymuii KOHTPOJIb YCIEBAEMOCTH OOYYAIONIMXCS MPECTABISIET CHCTEMATHYECKYIO MPOBEPKY
yUeOHBIX JIOCTH)KCHUH O0Oydarommxcs, TPOBOAMMYIO IMperojaBareieM B XOJA€ OCYIIECTBICHHUS
o0pa3oBaTenbHOMN ACSITEILHOCTH B COOTBETCTBUU C OCHOBHOM 00pa3oBaTelibHOM nporpamMmoii. [IpoBeneHue
TEKYIIEro KOHTPOJIS YCICBAaCMOCTH HAIpaBJICHO Ha O0OECIedYeHUE BBICTpaUBaHUS O00pa30BATEILHOIO
nporecca MaKCUMAaldbHO S(PQPEKTHBHBIM 00pa3oM sl JOCTHXKCHUS PE3yJbTaTOB OCBOCHUS OCHOBHOM
00pa3oBaTenbHON IPOTPaAMMBI.

Tekymuii KOHTPOJIb YCIIEBAEMOCTH OOYYAIOIINXCS MPOBOJMUTCS B TEUCHUE YUECOHOrO MEpHoja B

LeJsX:

1. KOHTPOJISI ~ yYPOBHSA  JOCTIIKCHUS  YYalIMMHUCSl  Pe3yjbTaToOB, IMPEAyCMOTPEHHBIX
o00pa3oBaTenbHON IPOTPaMMOH;

2. OLIGHKU COOTBETCTBUSI PE3yJIbTaTOB OCBOCHUS 00pa30BaTeNbHON IPOrPaMMBl;

3. NpOBeleHHS OOydYalOMIMMCSI CaMOOIICHKH, OLEHKH ero pa0oThl MeIarorudecKuM

PabOTHUKOM C IIEJIbI0 BO3MOXKHOT'O COBEPILICHCTBOBAHUS 00Pa30BaTEeIbHOIO IpoIiecca.

@DopMBI TEKYILIETO KOHTPOJIS OMPEeNisieT MPEnoiaBaTelb ¢ yIeTOM KOHTUHIeHTa 00yJaroImuxcs,
coJep:KaHusl yueOHOro MaTepHaia U UCIOIb3yEeMbIX 00pa30BaTEIbHbBIX TEXHOJIOTH.

Texymuii KOHTPOJIb MO TEOPETHIECKOMY OOYUEHMIO OCyIIECTBIseTca B (hopme yCTHOTrO ompoca
(ppoHTANBHBIH, TPYINOBOH, WHIMBHIYalbHBIH) M THCbMEHHOTO oOmpoca (caMocTosiTenbHas pabora,
TECTOBBIH KOHTPOJIb, COCTaBJICHHE TE3UCOB U OTIOPHBIX KOHCIIEKTOB U TOKJIA/I0B).

IIpomMekyTOUHAsA aTTeCTALUs

IensiMu MpoBeEHNSI TPOMEXKYTOUHON aTTECTALIUH SIBIISTFOTCS:

1. OOBEKTUBHOE YCTAaHOBJCHHE (PAKTHUECKOTO YPOBHS OCBOCHHS 00pa30BaTEIbHOMN
MIPOTPaMMBI U IOCTIDKEHHS PE3yITATOB OCBOSHUS 00pa30BaTEIBHOM MPOrPaMMBI;
2. COOTHECEHHE 3TOr0 YPOBHS C KBATH(OHUKANMOHHBIMH TPEOOBAHHUAMHU, YKa3aHHBIMHA B

KBaJTH(PUKAITMOHHON XapaKTepucTHKe Mpodecchy;

3. OIEHKAa JOCTIKEHUI KOHKPETHOrO O0yYaroIlerocs, MO3BOJIAIONIAs BBIIBUTH MPOOETBI B
OCBOCHHH UM 00pa30oBaTEIbHOW MPOrpaMMBl U YYUTHIBATh WHAWBUAYalbHBIE MOTPEOHOCTH ydalllerocs: B
OCYILIECTBIICHUH 00pa30BaTeIbHOM JIeSITEIbHOCTH;

4. OLICHKA JAMHAMHMKHA WHAWBUAYaJbHBIX O0Pa30BaTEIbHBIX JOCTHKEHUH, MPOABMKEHUS B
JIOCTHKCHHUHU TUTAHUPYEMBIX PE3YJIbTATOB OCBOCHHUS 00Pa30BaTEIIbHOM MPOrpaMMBblI.

5. NPOMEXYTOYHAsl aTTeCTallds MPOBOJUTCA B COOTBETCTBHHM C KaJlCHIAPHBIM TIpaduKOM
y4eOGHOro mporecca.

HTrorosas arrecranus

[IpodeccnonanpHas  MOATOTOBKA  3aBepIIaeTcsi HMTOTOBOM  artecranmmedi B Qopme
KBaJTM(PHUKAITMOHHOTO JK3aMeHa.

KBanudukaunoHHBIX 5K3aMeH BKIIOYAET B ce0S MPAKTUYECKYIO KBAIM(PHUKAIMOHHYIO paboTy H
MPOBEPKY TEOPETHYECKUX 3HAHWKM B TMpeaerax KBadU(pUKAIMOHHBIX TpeOOBaHUIl, YKa3aHHBIX B
KBaJTM(PUKALIMOHHON XapaKTepUCTUKE Tpodeccrn.

B nmepuox moArOTOBKM K  BBITYCKHOMY KBAIM()UKAMOHHOMY SK3aMEHY HPOBOAMTCS
KOHCYJIbTAIIAA 33 CYET CHeNHaIbHO OTBEICHHOTO Ha HEee BPEMEHH.

K wuroroBoii atrecTanuu AOMYCKAIOTCS JIMIA, BBHIOJIHMBIIME TPEOOBaHUS, NPEILyCMOTPCHHBIC
nporpaMMoi Ipo(hecCHOHATBHOTO 00y4eHHs 0 NPO(ECCHH U YCIEUIHO MPOMIE/IINE BCe aTTeCTAMOHHBIC
UCIBITAHUS, IPELYCMOTPEHHBIE IPOTPaMMON.
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Jlumam, mpomeAmMM COOTBETCTBYIOIIEe OOy4YeHHEe B TIOJTHOM OO0bEMEe W IOyYHBIINM
MOJIOKUTEIIEHYIO OIEHKY Ha WTOTOBOM aTTeCTallud, IPHUCBAMBACTCA KBATU(PUKAIUSA IO Tpodeccun
«Cexperaps - aJIMUHUACTPATOP» 3 pa3psjia U BeIIACTCS JOKYMEHT YCTAHOBJICHHOTO 00pasIa.

3.2.2. OueHoYHbIE CPEICTBA
3aBepiacTcst 00yueHue o yueOHOM mpakTuke mposeacHueM aupHepeHIIMPOBAHHOTO 3a4eTa.
AnpecoBaHue JOKYMEHTOB.
bnank u ero cocras.
Bunpr O1aHKOB.
Buasl 1OKyMEHTOB.
Buibl mpuka3oB 1Mo JIMYHOMY COCTaBY.
JomKHOCTHASI HHCTPYKITUS B €€ OCHOBHBIE Pa3/Iebl
Kommepueckoe mucemo (Odepra).
KonTpomns 3a crnogHeHneM JOKYMEHTOB.
O06s3aTeNnbHBIE PEKBU3UTHI JJIS TUCEM.
OpraHu3aiMoHHO - PaCIOPSITUTEIbHBIE JOKYMEHTHI.
OpraHu3aiuoHHbIE JOKYMEHTEHI.
OprannzaiuoHHbie GOpMBI BeIeHHsI JeOMPON3BOICTBA.
Opranuszamnus T0KyMeHTO000pOTa Ha TIPEITPUATHH.
Opranuzanus pado4dero MecTa JIEIONPOU3BOTUTENSL.
OTTHUCK TTeUaTH.
OdopMuThH rapaHTUIHOE THCHMO.
O opMUTh TOKITaTHYIO 3aIHCKY.
OdopmuTts 3asiBlIeHHE 0 KOMaHAUPOBAHUH U U3/IaTh MPUKa3 HA OCHOBAHUY 3asIBIICHHUSL.
OdopMuTh 3asBICHHE O HA3HAYCHNUHW Ha JOJDKHOCTH U U3aTh MIPUKA3 HA OCHOBAaHWH 3asBIICHUS.
OdopMuTh 3asBICHNE O IPEJOCTABICHAN OTITyCKa M U3JaTh IIPUKA3 HA OCHOBAHUH 3asBJICHHUS.
OdopMuTh 3asBICHHE O TIPEOCTABICHUH OTITyCKa 110 OEPEMEHHOCTH U POJIaM U M3/1aTh CIIOKHBIN ITPHUKa3
Ha OCHOBAHHH 3asIBIICHHUS.
OdopmuTs 3asiBIICHHE O TIPEJIOCTaBICHUH YUeOHOT0 OTITYCKa M U3J]aTh IPUKA3 HA OCHOBAHWU 3asIBIICHHS.
OdopmuTs 3asiBlicHHE 0 IpUeMe Ha padoTy U M3/1aTh MIPUKa3 HA OCHOBAHUH 3asIBIICHHSL.
Odopmurts 3asBieHre 00 I3MEHEHUH (aMUINY M U3/aTh TIPUKA3 HA OCHOBAHUM 3asIBJICHUSI.
Odopmurts 3asBieHre 00 YBOJbHEHUH U M3/1aTh IPUKA3 HA OCHOBAHHUH 3asIBIICHHUSL.
OdopMHTE KpaTKHIl TPOTOKOII.
OdopMUTh MUCEMO — TIPUTJIANIICHAE.
Odopmuts UCEMO -TIPOCHOY.
OdopMHUTh MUCEMO-0TBET \ ¢ TEKCTOM\
OdopMHTE THCHEMO-0TKA3.
OdopMuTh MUCEMO-TpeOOBAHHME.
OhopMUTH MUCEMO-TTUPKYJISP.
OdopMHTE IPETEH3UOHHOE MUCHMO.
OdopMuUTh IPUKa3 MO OCHOBHOM JIEATEILHOCTH.
OdopMHUTE TPOTOKOIL.
OdopMHUTE CONPOBOAUTENHHOE MMUCHMO.
OdopmieHue akTa.
OdopmiteHre MUCEMa MTO3IPABICHHUS.
OdopmiteHre MUCEMa-TIOATBEPIKICHUS.
Odopmitenne mpukasza 0 Ha3HAYSHUHU Ha TOJDKHOCTE.
Odopmitenne mpuKkasa o IpeIoCTaBICHUH OTITYCKOB.
Odopmienne nprkaza 00 yBOJbHEHHH.
Odopmienne npukasza nepeBoja Ha APyryro padboTy.
Odopmienne npukasza o OCHOBHOH JesITeIbHOCTH.
OdopmieHre TIPUKA30B M0 JTUYHOMY COCTaBY.
OdopmiteHHe TPOTOKOIIA.
OdopmiteHre pacIOpsIUTEIBHBIX TOKYMEHTOB.
OdopmiieHre PEKBU3UTOB
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OdopmiteHne CIipaBKH.

O(l)OpMJ'IeHI/IC CHpaBO‘-IHO'I/IH(i)OpMaHI/IOHHI)IX JAOKYMCHTOB.

OdopmiteHHe TeIeTpaMMBL.

Odopmiterne TeaehOHOTPaAMMEL.

OdopmieHne mTaTHOrO pacIUCaHHS.

Odopminenus nucbkMa HaOMHHAHUS U U3BEILCHHS.

Odopmienns npuKasa o IOOLIPEHUN 1 B3bICKAHHH.

OdopmieHns CBOAHBIX MPUKA30B MO JIUYHOMY COCTaBY.

[TonsiTuEe 0 TOKyMEHTAaX.

[IpaBuna noAroToBku 0 0pOpMIIEHNS TOKYMEHTOB.

IIpereH3noHHOE MUCHMO.

Perucrpanus 10KkyMeHTOB.

PexBuszuter OP/].

Pexnamusbie nucema.

CayxeOHble TUCHMA.

CocraBnienue u opopmiieHHE Jien (JINCTa-3aBepUTENIS Jeiia, TUCTA U KapThI-3aMECTUTEIIS Jeiia).
Cocrtasnenue u opopmireHue nen (00JI0XKKH J1ena, BHyTPEHHEH OIHCH JeTa)
CocraBnenue u opopMIICHHE TOBEPEHHOCTH.

Cocrasienue u oopMIICHHE TOKIAIHOMN 3aIUCKH.

Cocrasnenue u oopMIICHHE HHCTPYKIMH TI0 IETONPOU3BOJICTBY
CocraBnenue u opopmMIIeHHE 0OBICHUTEIEHOM 3aIUCKH.

CocTtaBnenue u 0OopMIICHHE cOTIIacHs Ha 00pabOTKY MepCOHAIBHBIX JAaHHBIX PaOOTHHKA.

3.2.3. [IporpaMmma NpaKTH4YeCKOr0 00y4eHust

Tema 1.1. CopnepxaHue:

CoBeplIeHCTBOBaHUE
TEXHHUKHU U CKOpocTH |1 SXHHKA Oe3omacHOCTH U 0€30IaCHOCTb TPY/a B KOMIIBIOTEPHOM KJ1acce.

n1chbMa Opranu3zanus pabouero mecra

OTpaboTKa TEXHUKM IHUChMA: MHUCHMO TEKCTOB PA3IIMYHON CIOXHOCTH;
penakTupoBaHue U popMaTHpPOBaHUE; BCTABKA OOBEKTOR.

Tema 1.2. CoaepxaHue:
Oprasu3aioHHO- Odopmienne odpasia JOHKHOCTHON HHCTPYKINU
MIPABOBBIE JOKYMEHTBI
Tema 1.3. CopnepxxaHue:
OpraHu3ainoHHo- CoctaBieHue 1 o)opMIIeHHE OCTAHOBJICHHSI
PAacTOPAIUTEIBHBIC \CocTapienue 1 0OpMIICHHE PHKA3a

JOKYMCHTRI CocraBiienne U 0)OpMIICHHE BBITIMCKH M3 MPHKa3a
CocraBienue u oopMIIeHHE PelIeHUs!
Tewma 1.4. ConeprkaHue:
Wugopmarnonto- Cocrasienue u ohopmiieHre daxca, TereoHOrpaMMEI
CrpaBotHas CocTragiieHre ¥ o(OpMIICHHE aKTa
OOKYMCHTalusd

Cocrasiienue u oopmiieHue [IpoTokosa u BEITUCKH
CocTaBiieHde U O(QOpPMIICHHE TOKJIAIHOMW, CAyKeOHOW M OOBSICHUTEIBHOH
3aITUCOK

CocraBienue 1 o)opMIICHHE Pa3HOBUIHOCTEH AETOBBIX MMUCEM
Tema 1.5. Ilpuknagaeie |[ConepiaHue:
nporpammbl MS Office  |Cosnanme npesenranmu ¢ annmanueii
Tema 1.6. KagpoBast  |Conepskanmue:
pabora OdopmiieHHEe pe3loMe B COITPOBOUTEIHHOTO MTHUCHMA.
Odopmienne JInuHoi kapTouku padoTHrka OdopmiieHue Gopmbl
BHYTPEHHEH OMUCH JOKYMEHTOB.
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OdopmiieHre TPYJJOBOTO JJOTOBOpa

Odopmienue o0pasios [Ipukasa o mpueMe Ha paboTy U 00s13aTEIbCTBA

0 Hepas3TJalIeHN! CITy>KeOHOH TaliHBI

Odopmienrne TUTYIBHOTO JHCTa TpymIOBOW KHIDKKM W 3allONIHEHHE ee
paszzaenoB. OdopmiieHre POpMBI )KypHaIa yueTa ABHKCHUS TPYAOBBIX KHIKEK
1 AKTa crircaHus OJaHKOB TPYAOBBIX KHIKEK M BKJIABIIIECH K HIM

Odopmnenne 3asiBieHHA O mpueMe Ha padoty OdopmiieHne TOKYMEHTOB O
MepeBo/ie Ha IPyTyro paboTy

3.2.4. MeTtonuyeckue MaTepUAJIBI

Tema 1. JlenoBas wurpa «Kaaposerii Bompocy». AmnketupoBanue «lIpodeccrmonanpHas
TOTOBHOCTB.

3agada: 3HaKOMCTBO C HOBBIMH IpodeccrsiMU Ha prIHKE Tpyaa. [Ipodeccun B cdepe ynpasieHus:
CeKpeTapb-peepeHt, CeKpeTapb-MallMHUCTKA, aJMHHUCTPATOp TOCTHHHUIBI, AEJIONPOU3BOIAUTEINbD,
JUCTIETYEP, COTPYTHHK CIIPaBOUHOMN ciy)0Obl. CocTaBieHe mpodeccuorpaMmel.

Tema 2. 3HaueHHEe JOKYMEHTAIIHOHHOTO OOECIIEUCHHUS! YIPAaBICHUS B COBPEMEHHBIX
9KOHOMHYECKHX ycloBHAX. OCHOBHBIE MOHATHUS U onpeaenenus. Knaccupukanus J0KyMEeHTOB.

3agaua: O3HaKOMIJIGHHE Y4YalIUXCS C HEOOXOJIUMOCTBIO JOKYMECHTHPOBAHHUS YIIPAaBICHUYECKON
UHQOPMAIUH, C BAYKHOCTBIO IPAaBUIIBHON OpraHU3alii JOKYMEHTAIIMOHHOTO 00ECTICUeHHs B OpTraHN3aIlH,
VUPEXKJACHUH M Ha TPENNpPUSTHA HE3aBUCHUMO OT (POPMBI COOCTBEHHOCTH, C COOTHOIICHHEM MOHSATHH
«uHpOpMaLUD» U «IOKyMEHT», C MHOrooOpa3ueM [OKYMEHTOB; H3YYHUTh OCHOBHBIE TEPMHUHBI W
OTIpeieNIeHHUS.

Tema 3. DkcKypcusi B IPUEMHYIO PYKOBOJUTEIS

3agaua: 3HAKOMCTBO C TMOPSAKOM JOKYMEHTHOTO OOECIIeYCHHUs] M MPaBUIAMHU OOCITYKHBaHUS
paboThl pYKOBOAMTEIS.

YnpaxxHeHus U 3a1aHus: «AHKeTa», « BU3UTHAS KapTOUYKay

Tema 4. Odopmnenue pekBu3uTOB. CTWINCTHKA AEJIOBOH AOKyMeHTauuu. Popmarel Oymaru u
nosst OCT P. 6 30-2003.

IIpaktuueckas pabota: «llocTtpoenue Qopmynspa - oOpasua C YIJIOBBIM M TNPOAOJbHBIM
PAacIIoNIOKEHUEM PEKBU3UTOBY.

3agada: O3HAKOMHTH YYALIUXCsl ¢ OCHOBHBIM HOPMAaTHUBHBIM JOKYMEHTOM, PETJIaMEHTHPYIOIINM
npaBuiia oOpMIICHHs yNPaBIEHUYECKUX JOKYMEHTOB; (OPMUPOBATH HABBIKM MOCTPOCHMS MPOCTEHIINX
JIeJIOBBIX OyMar 1 JOKyMEHTOB.

Tema 5. PexkBu3uthl, nmpuaarouiye JOKYMEHTaM HOPHUAWYECKYIO CHIY. BiIaHKH JOKYMEHTOB.
IIpaktuueckas padora: «AHanu3 GopMyssipa TOKyMEHTa.

3agada: O3HAKOMHTD C MOHITHEM «PEKBH3WUT» M BHIaMH (Gopmyisapa - obpasua, ¢ npaBujIaMu
o opMIIEHUS pEKBU3UTOB; pa3BUBATh MPAKTUKO-OPUEHTUPOBAHHBIC HABBIKH B Pa0OTE C JOKYMEHTaMHU.

Tema 6. TpeGoBaHus K TEKCTY ToOKyMeHTa. HopMmbl 0hMIIMaIbHOTO CTHIIS.

3agaua: O3HAKOMHTH YYalIMXCs C BHAAMH OJIAHKOB, CIIOCOOAaMHU H3rOTOBJIEHUSI OJaHKOB, C
TpeOOBaHUSIMH, IPEIBSBIEMBIMH K TEKCTaM O(UIHATBHBIX JTOKYMEHTOB.

Tema 7. Pestome, 3asBienue, aBroonorpadusi, aHKeTa.

[Ipaktnueckas padora: «CocTaBieHne aBTOOHOTpaum.

3amaga: O3HAKOMHTH YYalIUXCS C BHAAMH JOKYMEHTAIMW II0 JIMYHOMY COCTaBy, HAYYHTh
COCTAaBJIAATh U O(i)OpMJ'[ﬂTB PE3IOME M Ap. JOKYMECHTBI, IIPUKA3BI 110 JIMYHOMY COCTaBY.

Tema 8. lenoBoe nrcbMo. DTUKET AenoBoil nepenucku. [Ipakruueckas padora: «Odopmienne
CITy’K€OHOTO MMHUChMay.

3agaua: O3HAKOMUTH Y4YaIIMXCS C BHIAMH CIY)KEOHBIX MHUCEM, TPEOOBaHMSAMH K TEKCTY
CITy’)KEOHBIX MMHCEM, HAYIUTh OPOPMIISTD CITy>KEOHBIC TIHChMA.

Tema 9. [Ipuem nmocerureneii, nemoras 6ecena. [Iposenenue nprueMoB.

3agaua: O3HAKOMHUTH y4Yamuxcsi C OCOOCHHOCTSIMH pPabOTBl CEeKpeTapsi B TNPHEMHOH,
chopMHUPOBaTh HABBIKU BEIEHUSI JIEJIOBBIX Pa3rOBOPOB.

Tema 10. B3auMOOTHOILIEHNA € PYKOBOAWTEIEM M COCIYXHMBIAMH, C TOCETUTENSIMH. DTHKA.
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Peuenoit aTuket. BusutHasa kaprouka. [lomapku.

3anava: CHopMHUpOBaTh MPECTABICHUE O BHEITHEM BHJIE CEKpeTaps, KyJIbType pabodyero MecTa,
KynbType noBefeHus. [IpoBecT rpynmnoByio AUCKYCCHIO.

Tema WM. YueOHble 3aBeJeHUSIMH HAYaIbHOTO M CPEIHEr0 MpOo(ecCHOHAIBHOTO 00pa3oBaHM,
KOTOPBIE TOTOBSIT BBIITYCKHUKOB IIKOJI IO CIIEHUATBHOCTU «CEKpPETaphy.

3anayva: [IpoBectu ankerupoBanue «IIpodeccnonanbHast FOTOBHOCTHY.
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