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I. IlesreBoii pasaes 006pa3oBaTeabHOH IPOrpaMMBbl npodeccHoHaTbHOro 00y eHus
1.1. lTosgcHUTEIbLHAS 3aAITHCKA

OcuoBHasg 00pa3oBaTellbHAA IPOrpamMMa IPOECCHOHANBEHOTO 00yYeHHs (manee -
TIporpavmma) MyHUIMIATBHOTO ABTOHOMHOTO 061me06pa3oBaTebHOr0 YIPEKACHHA - cpenHe
061Ie06pa3oBaTeNbHOM MKOMIbl N 93 (manee - MAOY - COIIl Ne 93) mpenHasHadeHa i
06yueHHss 0OydJarommxcs MO JOJDKHOCTH ciyxammero  «CekpeTapb-aIMUHICTPATOPY, u
pa3paboTaHa B COOTBETCTBUH C HOPMATHBHO TIPaBOBBIMH JIOKYMCHTAMH:

—@enepanbHbli 3aKOH OT 29 pmexabpa 2012 roma Ne 273-®3 «O6 06pa3oBaHHU B
Poccuiickoit Oenepanum.

~IIpuxa3 MHUHHCTEPCTBA 06pa3oBaHKs U HAYKH Poccuitckxoit ®enepauu ot 18 anpend
2013 T. Ne292 «O6 yTBep)KICHHH MOpAAKA OpraHM3alid 1 OCYIIECTBIICHUA o6pazoBaTeIbHOM
JESTETHFHOCTH TI0 OCHOBHBIM IIPOrPaMMaM IpO(BECCHOHATBHOTO 00yICHHIAN.

— Ilpuka3 MuHHECTEPCTBA MPOCBCIICHIA P® or 14 mroms 2023 roma. N 534 "06
yTBepaeHnn [lepedHs npodeccuit  paboTHX, JOJDKHOCTEH ~ CIy)Kalux, II0 KOTOPhM
oCymecTBIseTCs TPOPECCHOHATBHOS obyuenue" (C HU3MCHEHHSIMH H JIOTIONHEHUAMH 0T 29
despans 2024 roza).

—Enueeii  KBaru(QEKAIMOHHBIA  CIPaBOHAK JOIDKHOCTEH — pYKOBOIMTEINCH,
CIIEIMATICTOB ¥ CIy)XaIux (pefaKius OT 9 anpenst 2018 roza, B TOM HHCIC C W3MEHEHUSIMH,
BCTYTMBIIMMHE B CHILY | HIOJLA 2018 rona).

—TIpodeccroHaTbHBI CTaHAAPT 110 npodeccun «CHenHaticT 1o OpraHu3aliOHHOMY H
JOKYMEHTAIHOHHOMY ~OOECTICUCHHIO yIIpaBleHAs OpraHu3aluei (yTBepXKIEH IPHKA30M
MuHHCTEpCTBA TPyAd # CONMANbHON 3amuTEl Poccuiickor Oepeparuu oT 06 Masd 2013r.
Ne276mH).

[Toxg mpodeccruoHaIbHBIM obydenneM IO MPOdeccHsIM pabouux ¥ [IOIDKHOCTIM
CITyXalluX TOHUMACTCs npoheccroHaTbHOe 00ydeHHE JIHII, PAHCe He WMeBIIUX IpodeccHu
pabodero Wk TOJDKHOCTH CIIyXKArEero.

[TpodeccruonanrbHOE obydeHne 1O TPOdeccHsM pabodux, AOIDKHOCTAM CITYXKaIHX
HAIPaBIEHO Ha NPHOOPETEHHC sHaHWH, yMEHHWH, HABBIKOB, B TOM HHCIC UL paboTel ¢
KOHKPETHBIM  O0OpPY/IOBaHHEM, TeXHOJNOTMAMH,  TOJNydeHHe  YKasaHHBIMA  JIMIAMH
KBaTM(PUKALMOHHBIX — PaspsnoB, KaTeropui 1Mo IpodeccHH pabouero MM JOJDKHOCTH
ciTysKarero 6e3 U3MEHEHUS YPOBHA o6pazoBanus. OpraHu3anusd npohecCHOHATBHOTO o0y4deHus
periaMeHTUpPYeTCA nporpamMMoli pO(ECCHOHATBHOTO oOyueHHs, B TOM HHCIC yueOHBIM
[ITaHOM, KaJleH/JapHO-TEMATHYECKUM  ILIAHOM, paGodquMy TpOTpaMMaM¥t  JCIHIUIAH - H
npodeccroHATEHBIX MoJIyJIeif, paCIIUCAHHEM 3aHATHH H JIOKATBHBMH HOPMATHBHO IPaBOBBIMH
akTaMyi MYHUIUNIAIBHOTO aBTOHOMHOTO 061me06pa3oBaTebHOr0  YIpPEXK/ICHUL - cpenHen
061me06pa3oBaTeNbHON MKOJIBI Ne 154 (zanee - MAOY COILL Ne 154).

OcHoBHBIME (GopMaMu TPOGHECCHOHATIBHOTO 06yueHHs SBIAIOTCS TECOPETAICCKHUE H
NpaKTHYECKUE 3aHATHSL. OcoBeHHOCTBIO pean3alyy TpopecCHOHaIBHOTO 00yueHHus SBJIAETCA
CTPYKTYPHPOBaHHE COJICPHKAHUC o6yueHHs B aBTOHOMHBIC OpraHH3allHOHHO- METOAUIECKUC
OII0KU — pasieibl.

Paszienn — IeTOCTHBIA Hab0p MOUICHKAIIIX OCBOCHHIO yMeHui, 3HAHWH, OTHOIICHUN H
ombrTa (KOMIIETEHIIUH), OMACAHHBIX B dopme TpeboBaHUH npodheCCHOHATBHOTO CTaHapTa 1O
npodeccur, KOTOPBIM JOJDKCH COOTBETCTBOBATh OOyYaroIMiCs MO 3aBEPHICHUH o0y4yeHHs
paszena, 1 IIpE/ICTABIIIONHMHA COCTABHYIO JacTh Gonee obmelt GyHKIIUM.

Pasmensr  (GopMupyIOTCs KaK — CTPYKTypHaA equauna ydebHOro IUIaHa 10
npodeccuu; Kak OpraHM3alMOHHO-METOIMIeCcKast MeKIUCIAIUIMHApHAs CTPYKTypa, B BHIC
Habopa pa3HBIX JUCIUILIAH, 00BENAHACMBIX 10 TEMATHIECKOMY NPH3HAKY fa3oii; WM Kak
OpraHM3aHOHHO-METOMUYECKasd  CTPYKTypHAsd eIUMHMIAa B paMKax podecCHOHANBHOM
nporpammel. Ofyderne 1O TIPOrpaMMe mpepmoNiaraeT TPOBEACHHE ATTCCTAllui  — o
OKOHYAHMIO y4eOHOIo MOIYTOMus K y4eGHOTO Tojia IPOBOWITCS MPOMEKYTOTHAA aTTeCcTalys,
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o6ydenue IO IIPOrpaMMe 3aBepIIacTCs ATOrOBOM arTecTammeil B GopMe KBanmu(pHUKAIMOHHOTO
HK3aMEHA.

[IporpamMma TEOPETHYECKOTO 00OydeHHsT COCTaBIeHa C Y4CTOM 3HAHWM, MOTYyYEHHBIX
00yJaromuMucst B 06meo6pa3oBaTeIbHON  IIKONE, H IpeycMaTpUBaeT IpHOOPETEHUE
TEOpETHYECKUX 3HAHUH, HeoOXOIUMBIX CEKpEeTapio - aIMUHHCTPATOpy LA [IPaKTHIECKOH
paboTEL.

XapakTepHCTHKA NPodeccHH:

Cexperaph - aIMUHACTPATOp 3TO CHCIHUATHCT, KOTOPBIH JOJDKEH 0071ajaTh JCIOBBIMH
KadeCTBAMH, KOMMYHHKaGenbHOCTBI0. CeKpeTaph BE/CT BECh JOKYMEHTO0OOPOT OpraHM3alluy,
MCTIONB3YS KOMIIBIOTEPHYIO TEXHUKY, OCYIIECTBIACT JIENOBYIO TIEPENHUCKY, KOHTPOIUPYET
CTIOIHEHNE JOKYMEHTOB, TOTOBUT JOKYMEHTBI K Catd¢ Ha apxusHoe Xpasenue. CexpeTapb
iaHEpyeT pabodmil AeHb PYKOBOIHUTEI, cTeHorpadupyeT COBEIaHHA W IEPEroBOPEL,
OpraHf3yeT BCTPeuH, Ipece- KOH(EPEHIHH.

Ha3znauenue npodeccun:

BhITONHEHHE paboT 1O OpraHU3allHOHHO-TEXHIIECKOMY 06ecreueHHI0 AeATEbHOCTH
AIMUHACTPATABHO-YIIPABICHIECKIX nonpasfenenuil  (PyKOBOJHMTENEH — PasHOTO YpPOBHS,
paGOTHUKOB a/[MUHHCTpalliy H Ip.) B OpraHH3aUMiX, YUPEKACHWIX, MHUHHCTEPCTBAX,
BeJIOMCTBAX, IIPEIIPHATHAX, PrpMax pasHoro npoGuIIs IeATEIBHOCTA 1 dopM cOOCTBEHHOCTH.

1.2. Iean 1 321294

Ileas mporpamMmbl — npodeccHoHaNbHOe 00ydeHne IO JIOJDKHOCTH ~ CITY KaIero
«Cexperapb-aIMAHUCTPATOP Y.

OCHOBHBIMH 3a/1a4aMH PO PaMMBbI SBJLTIOTC.
-opMupoBanKe y OOyHYAOIIAXCS COBOKYIIHOCTH 3HAHUH H yMeHuif, HEOOXOIMMBIX UL
OCYINECTBIEHHS TPYHOBBIX INeWCTBUA U TPYAOBBIX GysKnEd MO JOJDKHOCTH CITy>Kaulero
«Cexperapb-aAIMUHACTPATOPY;
-pazBuTHE y OOyHArOIMXCH MOTHBHpPYEMOH IOTPEGHOCTH B IONyHCHHN BOCTPeOOBAHHOM
npoeccu, B OpraHu3allii CaMo3aHATOCTH Ha pBIHKE TPyIa;
-oKazaHue 00ydJaroIuMes npaKmKo-opneHmpOBaHHoﬁ moMoIm B IIpodeccHOHAIBbHOM
CaMOOIIPE/IEIEHNH, B BEIGOPE IyTH [POJIOTKEHILA podeccHOHANBHOTO 00pa30BAHMS.

O6yJaromuMes, YCIEITHO CAaBIIIM kBai(UKAIMOHHBIH SK3aMeH IO pesylbTaraM
npodeccHoHaTpHOro  00yHeHMs, — BBIIACTCA CBHIETENBCTBO  YCTAHOBJIEHHOTO obpasna.
O6ydgaromquecss, HE  CHABIIAC KBATM(UKAIMOHHBI ~ 9K3aMEH, — IONY9aioT CIPaBKy
yCTaHOBICHHOTO 00pasia.

B yueGHOM MpOLECce HCIONB3YETCAH MaTepHaTbHO-TEXHIYCCKAs fa3a ¥ KaJpOBBIC
pecypcst MAOY - COII Ne 23.

1.3. Kateropuu o0y4Jaromuxcsi. Cpoxu ocsoenus IIporpaMmel

Kateropusi 00y4Yammuxcsl. IIporpamma IpodecCHOHATBHOTO obOy4yenus IO
JOJDKHOCTH cIyskamero «Cexperapb-aIMIHICTPATOP ajipecoBaHa JTHIaM, HMEIOIIAM OCHOBHO®
obmee oOpa3oBaHME, BKIOYas JHI © OrpaHUYEHHBIMH BO3MOXHOCTSAMH  37I0POBBA u
WHBaITUIHOCTBIO.

®opma 00y4eHns, NpEMEHseMbIe B paMKaX o6yuenns no [lporpamme — OIHAL.

Cpoxk 0CBOEHASI TPOrPaMMBl, PEKHM 3apsTHi: CPOK OcBOeHHMs IIporpamMel
podeccHoHaTbHOr0  00yUeHHUs  II0 JTOJDKHOCTH  CIIY Kalero «CexpeTapb-aJIMHHICTPATOP?
cocrasiseT 1,5 roja.

O61mee KOTHIECTBO JacoB 1o lIporpamMme: 108 gacos.

U3 mux:



- 1 rox oOyueHus — 72 gaca

- 2-# rox o6y4enus — 36 4acoB

Pesxuv  3aHATHA. PexXuM  3aHATHE  ONpPENCIACTCH CTpyKTypol#t ~ y4eOHOro
(TeMaTH4eCKOT0) IUTaHa ¥ PaCIHCaHAeM 3aHATHH.

3apsgTHe: 2 aKaJEMHUECKUX Jaca ¢ ICPephIBOM 15 MuHYT.

[TpoIOIDKUTENBHOCT OHOTO AKATeMUYIECKOro Yaca cocTaBysieT 40 MUAHYT.

[IepHOIUYHOCTE: 1 pa3 B HEACIIO.

1.4. ®opma arrecTanuu. JloKymeHT 06 ocsoennu IIporpaMMmel
@dopMa HTOroBOH aTTECTAIMH — KBATM(UKAIMOHHEI 9K3aMEH.
Kpanudukanus, NpHCBanBacMasni BBLIIY CKHUKAM 06pa3oBaTeJbHON MPOrpaMMBl:
cexpeTapb — aJIMHHACTPATOP 3-ero paspsnia.
BoiiaBaeMplii JOKYMEHT — CBUIICTEIIBCTBO YCTaHOBIIEHHOTO 00pasia.
CoOTBETCTBHE ONWCAHHsA KBaTM(uKaluu B npodecCHOHATBHOM — CTaHAapTe C
TpeGOBAHUSAME K pe3yIbTaTaM IOArOTOBKH IO TIporpamme IpoheCCHOHATBHOTO 00yJeHHUS

0606 menHbIe TPYAOBbIE QYyHKIHH TpynoBeie GyHKIHH
KOZ | HauMEHOBaHHE ypOBEHB HayMEHOBaHHE KOZ ypOBEHB
KBATHQUKAIAN (TIOypOBEHB)
kBaUKALAA
A |Oprasu3anoHHOC 3 I[IpueM U pacrpeeneHne A/01.3 3
obecTieueHne Tene(OHHBIX 3BOHKOB
AEATEIBHOCTA Opranu3anus A/02.3 3
opraHu3allii pabOTBI C OCCTUTEIIMH
BrimoHeHHe A/03.3 3
KOOPIAUHHUPYIOIIUX U
obecreunBaomuX QyHKIAH

1.5. Ilnannpyemble pesyJIbTaThl 0CBOCHHS IPOrpaMMbl PO ecCHOHATLHOT0 o0y4ueHHst
OcuoBHasg  Ienb  BHIA po(eCCHOHANBHON  AEATEIBHOCTH: peanu3anys
oBecreunBaromyX (QyHKIAHA YIPaBICHHA opraHm3aleli; BHEAPCHHE JIyHIIHX TEXHIUYECKHUX
pa3paboTOK U HOBEHIIHX TexHOJorui B obecrnedeHue yrpapIeHus OpraHu3al¥eH.

OnpeneseHne pe3yJIbTaTOB 0CBOCHHS IporpamMM npogeccHoHaILHOro o0yueHHs HA
ocHOBE TPO(eCcCHOHATBHOr0 CTaHAApPTA

IIpodeccronanbHBIHA IIporpaMma npogeccHoHaILHOTO 00y4eHust
cTaHJgapT
Bu pohecCHOHAIBHOM OpraHd3alMoOHHOE | TOKyMEHTAI[MOHHOE 00eCTIeUCHHE
NesATEIbHOCTH YIIpaBieHns OpraHM3alliMK MOGBIX OpraHU3aMOHHO-TIPABOBBIX
bopm

O6001eHHas TPYAOBad OpraEu3alMoHHOe 00SCTIEICHHE NeSTeIbHOCTH OpraHu3aIliy
pyHKHA

TpynoBas QyHKIHEA [TpreM U pacIpeleeHne TenedOHHBIX 3BOHKOB OpraHu3alii

Opranu3ais paboTHI C IOCCTHTEIAMH OpraHu3aluy

BEITOHERrE KOOPAHHUDYIOIIHX 1 00eCcTIeunBaroIIiX byHKIMA
TpyIOBOE NEUCTBHE [TepeHanpaBieHHE Tene(OHHBIX ~3BOHKOB ~ PYKOBOACTBY M
COTpyIRHHKaM OpraHA3aluy

erUCTPAIHs IIOCTY AKX Tene(OHHBIX 3BOHKOB




[lonyuenne  HEOOXOMMMOK pHGOpMaME M Iepenata
CaHKIIMOHHPOBAHHON HH(OPMAIUH 110 Tenedony

Berpeda MOCETHTENEH, IIONYICHHC IepBHUHOM HMHGbOpPMAIMH O
oceTWrensX ¥ [OMOI> B  OpraHm3alii —HX  IIPHCMA
DYKOBOJMTENEM H COTPYIHUKAMK

Beenue KypHAIA YIeTa OCETUTENCH

Vuer moceTrTeNnel ¥ 0QOPMIICHHE IIPOITYCKOB

CopeiicTBAE  ONEPATHBHOMY  PacCMOTPCHHIO npockd
peIOKECHUH [IOCETUTENEH

[Ipuem u mepenada HOKyMEHTOB HoceTHTeNed pPYKOBOJACTBY H
COTpYIHHKAM OpraHU3aliy

Opranuzanys i OPOHUPOBAHNE NEPCTOBOPHAIX KOMHAT

CepBUpPOBKA qaitEoro(xkodeitHoro) crona B 0huc

[TpuroTOBIICHWE HAMUTKOB (wait, Kkode, NPOXIATUTSIHHBIC
HAIIMTKH)

BeneHue XXypHalia pasbe310B paGOTHI/IKOB opranu3alyini

KoopauHarws paboThl KypbepoB X BOIUTENEH OpraHu3allui

Bemenue OJKypHalna pasbe3lioB  KypbepoB OpraHu3alyy M
MapLIpyTOB BOJIUTENEN

CocTaBJIeHHE CIPaBKH O pasbe3fiax pabOTHHKOB, KypBEPOB H
MapIIpyTax BOIUTEICH OpraHu3alliii

'YMmeHue

lconb30BaTh TEXHWUECKHE M NPOTPaMMHBIC CPEJCTBa US|
[IpOBEICHNs TOJIOCOBOH W BHIE0-KOH(EPEHII-CBA3H

crmonp30BaTh CpPenCcTBa KOMMYHHKALFOHHON OPTTEXHUKH UL
OTydeHHs M Iepeain uHbOpMaIA

BecTn y4eTHBIE DPETHCTPAIMOHHEIC hopMbl, HCIOIB30BATH HX
s mHGbOPMALMOHHOR PabOTEL

VcTaHaBIuBaTh KOHTAaKT C cobeceTHUKOM, IIOJIEPXKUBATE 1
a3BUBATH HEIOBYIO Oecery B TPOLECCe Tene(OHHBIX IEPETOBOPOB|

CriaXusaTh KOH(bJ’II/IKTHBIC u CIIOXKHBIC CUTyaluH
MEKIMIHOCTHOI'O B3amwo;(el‘/icmm

CobmonaTh CIIy)KeOHBIA STUKET

OO0marses © TIOCETUTCILIMU

Jlcionp30BaTh  YCTAHOBJIEHHBIC MpaBHia 1 IIPOLETYPBL
KOMMYHHKALIAY _BHYTPH OpraHu3aliy

Bectu yueTHbIE GOPMBI, HCIOJb30BATD MX JUIA paboThI

Co3/aBaTh MOJOKUTEIBHBI HMHDK OpraHu3aritd, [IPUHUMATH
MepBI [0 Pa3peIIeHHAIO KOH(IUKTHBIX CUTY allii

TTpuMEHATh MH(bOPMAIHOHHO-KOMMYHHMKAIOHHBIC TEXHOJIOTHA

O6ecreunBaTh KOHGHAECHIMAIBLHOCTD uH(OpMAIHT

CocTaByITh ¥ BECTH YICTHEIC JOKYMEHTBI

[TpuMeHATH cpeIcTBa KOMMYHHKAIHH s
nepefauM  TOpYUeHHi  PYKOBOIHTEN W COTPYIHHKOB
opraHu3aluu

[IpuMeHATh COBPEMCHHBIC —CPEACTBA cbopa, 0OpaboTKu ¥
epenady MHGOpMALKA

OnenuBarh pe3yJIbTaThl B paMKax IIOCTABJICHHBIX 3a4ad

OcymecTBIATh KOHTPOJb MCIIONHEHHS TOpY4YeHHH PYKOBOIUTEILS
coTpyIHHKaMHU

HaHHC

DyHKIIHY, 38,1494, CTPYKTypa OpraHM3alii, 60 CBSI3H
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[Ipapuna  B3aMMOZNEHCTBHS €  TApPTHEPAMIL, KJIMEHTaMHU,
Ccpe/icTBAMHI MacCOBOH HH(OpMAIiH

STHrKa 1enoBoro O0ImeHus

[TpaBuia peIEBOrO STHKETA

TpeGoBaHMs OXpaHbl TPY/a

TTpaBuIia 3alATHL KOH(HIEHIHATBHON ciryskeGHON HHOpMAIMH
[TpaBria OpraHu3aliy IpuemMa MOCETUTEIEH

TIpaBmuia JAETOBOTO OOIICHHS

CrpykTypa  OpraHM3aliyi H  PacIpe/eleHHe byHKIMH
MeKIy CTPYKTYPHBIMA [IOJPa3/IeNCHIAMHA 1 CIIEIUaICTaMt
[TpaBuiia OpraHu3aliy IPUEMOB B oduce

[IpaBusia CEPBEPOBKY JaHHOTO (xodeitHOTO) CTOIIA

paBHJIa IIPUTOTOBIICHHS ¥ TOAAtH TOPAIHX HAIIUTKOB ¥ 38KyCOK
HUM

CopiepkaHue IPOrPaMMBI pOheCCHOHATBHOTO  O0ydeHHS onpezesieTcs Ha OCHOBE
TpeGoBanuil  MPOPECCHOHAIBHEIX cTapapToB (UpH HAIMYMK) WK yCTAaHOBJICHHBIX
KkBaIA HUKAIMOHHBIX TpeOOBaHUH.

I1. ConepskaTeJbHbIA pas/ie o6pa3oBaTe/IbHON NPOrpaMMBbI npodeccuoHAIBHOTO0
oOy4eHust

2.1. Conep:kanue NporpaMmMbl npodeccrHoHaTbHOro 00y IeHHs

Pasnen L. O6menpodeccHoHAIbHbIH MOAYIb

1.1. OcHOBBI peJAKTHPOBaHAS JOKYMEHTOB.

Teopms. Kymprypa wHenoBeka H xyneTypa peun. OCHOBHBIC GyHKIHM A3BIKA.
B3aMOCBA3b KyIBTYPhl UelOBeKa M KyIBTyphl PEtH. HopMaTHUBHBIH, KOMMYHHKaTHBHBIHA
STHUECKAN ACIEKTHl PedeBOd KyIbTYPEBL DyHKI[MOHATBHbIA CTHIH PyCCKOTO JUTEPaTYPHOTO.
Crumu pean. OCHOBHBIE YEPTEL 0COBEHHOCTH ¥ TpH3Haku Beex cTmied. HopMbr pycckoro
pedesoro sTHKeTa. OpHoIMHA, opdorpaus. CHHTAaKCHC U IMyHKTyallHs. [TpuHupnbl B QYHKIHA
pycckoit mynkryanuu. CmbicioBasd pojb spaxos npernuHaEusA. CrIoco6sl 0pOPMICHHA qyKOH
peun.

ITpaxrtuka. Hamucanue T€KCTa IOA JMKTOBKY. AHAIH3 TeKCTa. Pe/aKTHPOBAHHE TEKCTA.

1.2. lenoBasi KyabTypa.

Teopust. VIMHIK ceKpeTaps-aJMHHUCTPATOpa. JIuuHOCTH CeKpeTaps U €ero poib B
JIeATENHHOCTH COBPEMEHHOM OpraHu3alliy. JIOIDKHOCTHAS HHCTPYKIHS. JlenoBble W JIAYHBIC
kauecTBa cexkperaps. Jlenoasd JeHmmHa-ipodeccronan. PaGogee MECTO CEKPETApA. OTUKET B
cryxKebHpX  oTHOmeEHWIX. KopropaTHBHAd KyIBTypa, (GUPMEHHBI CTHIb OpraHU3arliH.
CiyxebHast BEpTHKAIb (oTHOLIEHMS B CHCTEMC «PyKOBOIHUTEIb- nomumHeHHb). CiryxeOHast
FOpH30HTANb (OTHOIEHAE B CHCTEME xojiera- xojutera). CiyxeOHas cyOOpIuHALMA. Hopwmsl 1
IIpaBHa OTHOMIECH!} COTPYHIKOB C HpECTaBUTEISIME CTOPOHHIX opraHu3alui, IapTHEPaMH,
xmenTamy, mocerurensvMy.  CyOopIuHAIHAL. MOIMOHAIFHO-  HEHTPaIbHbIH JIENIOBOM
xapakrep. KorpuneHuarbHOCTb.

ITpakruka. [lenosas urpa: «OpraHu3anysi COBSIIAHUI)

1.3. OcHOBBI [IeJIONPOHU3BOACTBA

Teopust.  JIOKyMEHTaIlMOHHO®C ofecieuenue  yIpPaBICHYECKOH  NEATEIBHOCTH.
CexpeTaph B CTPYKType yIpPaBICHU. HopMmaTuBHO-MeTOIIIeCKas 6asa JIeTIOTIPON3BOICTBA.
OCHOBHBIE TEPMHHBI BIEJIOIPOH3BOACTBE. 3amaud  JAEJIONPOU3BOACTBA. TpeGoBanue K
0hOpPMIIEHHIO JIOKYMEHTOB Ha OCHOBC TOCT. JloxymenTupoBaHHe. JIOKYMEHT, BHJIBI
JIOKYMEHTOB, HX KIIacCH(bUKAIWs. PexBU3UTH [IOKyMEHTOB IIpakTuka. AHAIM3 JNOKyMCHTA,



IPUHIAN [OCTPOCHHUS. BlaHKd JOKYMEHTOB. PEKBHU3HUTHI JAOKYMCHTA. JIOKyMEHTHPOBAHHUE,
BHJIBI ¥ CIIOCOOBL TpeGoBaHMs K TEKCTY NOKyMCHTA. TpeGoBaHust K H3TOTOBICHUIO JOKYMEHTA.
3ager «HopMaTHBHO-METOIUICCKAA Gasa IeJIONpOM3BONCTBA. TpefoBaHKE K ohopMIIEHHIO
JOKYMEHTOBY.

1.4. Texuuka MamuHonucy. Pasaen Ne 1 «Corenoii» AecATHNAIbIEBBIH METON
meuatn Ha [IK. Teopus.

OCHOBHBIE TIPHHITAIIE! (CJIETIOT0» JIECATHIATBIIEBOTO MeTOo[a [eJaTd Ha IHIIYIIeH
vammuke # IIK. Tlosuruu TanbleB HA KIaBUATYpe. JIoKyMEHT, BHIBI TOKYMEHTOB, MX
KiaccuuKars.

PexBH3MTHl JOKYMEHTOB. 3HAKH IPEIMHAHMA. Apa6ekue mudpbl. KomraecTBEHHBIC,
TOPSIKOBBIE YHCITUTEIBHBIC. Hymeparyst ITyHKTOB. PUMCKHS mabpsL. Hanucanue nat

Ipaxtuka. OdopmieHue —AOKYMEHTOB. [legaTp JECATHIIATHLEBBIM  METOJIOM.
OdopmieHue rpannit. I1oist TOKyMEHTOB. VY cragoBka rosei. I [pakThaeckue 3a1aHusl. «OtpaboTKa
HeuaTd Ha KiaBuarype. Habop TEKCTOB» «OdopmieHHE TOKYMEHTOB. TleyaTs JECATUIIATBIIEBEIM
METOJIOMY. 3a4eT.

1.5. Texunka mamunonucH. Pasemn Ne 2. M3ydenne TeXHUKH NeIaTH

Teopus. OcBoeHHE NPHEMOB TEXHHUKH micbma. O6paboTKa KpUITOrpaMM IJIACHBIX
6yxs. OdopmiieHHe 3ar0N0BKOB X noaronokoB. Hymepariws CTpaHHIL. TeKCTOBBIE COKPAIICHHUA.
[Ipsimast pedb, LUTATHL. OdopmieHne [pUMEUaHuH, npwiokenu#. VicmpapieHue ormuboK.
Wcnpasienne OmuOOK Ha [IK O6paboTka KpHITOrpaMM GyKkB OCHOBHOM IO3HMIIMH ITAJIBIEE.
KpunTorpaMmsl ITaCHBIX Gyks. Iledarp CIIOTOB «COITIACHAL — racHas - 2 COMJIACHBIX»; «2
COMIACHBIX - TJIACHAS - COTTIaCHas», paboTa co CIoraMHuTHIa - «COIJIacHas - CorjlacHas riacHas».
KpurntorpamMMBl OCHOBHOM To3uuHy Tanbies. O6paboTka KpUITOrpaMM OyKB Bcell KilaBUaTypPBI.
[leuaTs CIIOrOB, I€4aTh IBYX - H TpexOyKBEHHBIX KOHETHBIX 6yksocoueranuit. OdopMIICHHE
MAIIHHONHMCHEX —pabor. TalOiumBL. OdopmieHHE X H3TOTOBICHHE TabmaHBIX  GopM
nokymeHTOB. IIpaBriia BEIIOTHCHIA CII0KHBIX TaOJIHIL

[IpakTuka. Pabota ¢ TEKCTOBBIM noxymerToM. Habop TekcTa MOA AUKTOBKY. Pabota ¢
rabmuama. OdopMileHAe ¥ H3rOTOBJICHHUC TabIHYHBIX GOPM JOKYMEHTOB.

1.6. Texuuka MamuHonucd. Pa3aen Ne 3. CxopocThb me4aTH

Teopus. Oupeneerue CKOPOCTH MedaTH. CKOpOCTH TI€YaTd ¥ KaueCTBO pa6ot Ha IIK.
[IpaxTuka. Habop TeKCTa Ha CKOPOCTE. KauecTBeHHbI HAOOP TEKCTA.

Pasnea II. ABToMaTH3aNUsA oy

2.1. OpucHoe 060pyAOBAHHE.

Teopus. Opranu3aliOHHas TCXHUKA. Bupl ¥ yCTPOMCTBO OpraHM3aIMOHHON TEXHUKH.
Kcepoxce. ®axc. IIpuHTED. Ckanep. [lepCOHANBHBIH  KOMIIBIOTED. MybTUMETAHHOE
obopynoBanue. lledaTHOE H MHOKATEIBHOE 000pyHoBaHue. JleMOHCTPAIMOHHAT TEXHUKA.
Cucrema cBsi3i. Mynsrumenna. CkaHAPOBAHHE H300paKEHUH.

IIpakTrka. PaoTa ¢ oprrexHuKoH (0GHUCHEM o6opynoBanueM). CKaHHPOBAHUE

2.1. DiIeKTPOHHBIH oduc.

Teopus. OducHBIC MPUIOKCHHA. JIOHOJHHUTENBHBIE BO3MOKHOCTH. AMniepaHTHOE
oBecedeHne TEPCOHANBHOr0 KOMITBIOTEPA. OnepanyoHHas CHUCTEMA Windows. Ciyxe0OHbIe
nporpammbl.  TeKCTOBBIA penaxktopMS Word. Pemakrop 3IEKTPOHHBIX tabman  MSExcel.
ITporpamma MSPowerPoint. TecToBpii peIaKTOP MS Word. 3aryck u Hadano paboTEL Beoau
penakTHpOBaHUe TEKCTa. dopmaTHpoBaHUe TEKCTA. OdopmieHne CTPAHHUILL. OdopmieHue
JIOKyMEHTOB € MOMOIIBIO tabymsipa. OpOopMICHHE 6IIaHKOB JOKyMEHTOB. MEHIO H OCHOBHBIC
moustas MS Excel. DnekTpoHHAT Tabimna. 3HAKOMCTBO C SKpPaHOM MS Excel. Ilanenu
MHCTPYMEHTOB MS Excel. BBOox ¥ pelakTHPOBAHHE [AHHBIX. Anamu3z ¥ 06paboTka IaHHBIX.
[IpesenTamms MS PowerPoint. Bosmoxkaoctrr MS PowerPoint. Craiimsl. Pabora ¢ TEKCTOM.
DJIEKTPOHHBIEIOKYMEHTHI B X XPAHEHUC. DKcrepTr3a HEHHOCTH JOKYMCHTOB.

[Ipaxtuxa. Pabora ¢ raGmunamu ¥ rpadmkoi. OdopmieHHe NPE3CHTALHH B MS
PowerPoint.



Pasnesn 111 TIpodeccHoHanbHBIH MOXYJIb. Jle0npOU3BOACTBO B OPraHu3aluu

Teopus. CocraB yIPaBICHYECKAX JOKyMCHTOB opraausaruu. OpraHu3alHOHHbIC
JOKYMEHTBl PacmopsuTeNbHbIe TOKYMEHTBL. VHbOPMALOHHO - CIPaBOYHBIC JIOKYyMEHTDBL
Jlenosas  mepenucka. IIpapuia ohopMIIeHHS, CTPYKTypa W BHIBI JIENIOBEIX ~ ITHCEM.
JlokyMeHTalus 10 JOrOBOPHBIM 1paBooTHOIIeH!sAM. Opranu3alus paboTHl C JOKYMEHTaMH.
OpraHu3aus noxyMerToo6opoTa. Perncrpanus J0KyMEHTOB. Texylnee XpaHeHHE JOKYMEHTOB.
HoMeHKIaTypa fell. APXMBHOE XPaHEHHE JOKYMCHTIOB OCHOBHBIE PEKBM3HUTHI ¥ TPEOOBAHHA K
O(OPMIICHHIO  JOTOBOPOB. JIOKyMEHTBI ~ IPEAIPHATHS Knaccuukarus  JTOKYMEHTOB
YIIpaBIeHYECKOH JIEATCIBHOCTH. Verap., Ilomoxenus. IlTatHOEe pacluCaHUE. [IpaBumna
BHYTPEHHET0 TPYHOBOTO pPaclopslKa. Vikazauus. [locTaHoBaeHHs. IIprkassl IO OCHOBHOMH
JeSTETHHOCTH. BBIKCKa M3 TPHKA30B. PacnopspkeHue. PemieHne. TIporokon (TOJNHBH H
kpatkuif). AkT. CIpaBKH. JloxiamHas 3alucKa. OGBsiCHUTENbHAS 3allicKa. elerpamMma,
tenedoHorpaMma. PEKBH3UTHI IHCHMA. [Tucemo-pocsba. 1IMceMOo-0TBET. ITpHuriacuTeIbHOE
mucsMo. COmpOBOAMTENBHOE MHCHMO. Iucemo - coobmenue. IImcbMO-OTKA3. KpemuTHbIHA
norosop. Jlorosop xpaHenus. JJoroBop HOCTABKH. JloroBop IpoKara. KoMmMepdecKui 1oroBop.
[lousTHEe "HOKyMEHTOOOOpPOT" M PasBUTHE €TO HOpPMaTHUBHOH METOIMYECKOM periiaMeHTaIliH.
XapaKTepuCTHKa JOKyMEHTO000pOTa. OTalbl ABIKCHUSI H IOPSAIOK 00pabOTKH JOKYMEHTOB.
PaBoTa ¢ BXOIAMMME JOKyMEHTaMH. OTaIlbI 06paboTKH JOKyMEHTOB. KOHTpOIH WCIIOIHECHNS
JOKYMEHTOB. Permcrpanys JOKyMEHTOB, BHEI perucTpauyy. Onpezenenne CpoKoB XpaHCHUS.
Tlopsymok Blgawy Jeil. [JofroToBKa A€l i nepenada B apxus. Gopma ONUCH U AKTEL. Iepenada
nen B apxus. PaGoTa ¢ KoHQHICHIMATEHbIMHA JOKyMEHTaMH{

IIpakruka. COpTHpOBKA TOKYMEHTOB IO xnaccudukarnumy. COCTaBIeHHE INTATHOTO
pacrucanus. Pabora ¢ pACTIOPS/TUTEbHBIME JTOKYMCHTAMH. Cocrapnerue WHGOPMALMOHHO -
CIIPaBOYHON JOKYyMECHTAUH. OhopMIICHHE [ETOBBIX IHCEM. OdopMIICHHE TAIIOBBIX T0TOBOPOB.
PaGoTa ¢ MCXOMSIIMMH ¥ BHYTPEHHMMH IOKYMCHTAMH. OdopmiieHHE HOMEHKIATYPBI NI
OopMieHIe JOKyMEHTAIUHA UL apXABa.

Paznes IV. CnenpaibHbIH MOTYJIb. KanpoBoe o0ecnieaenue

Teopusi. TpynoBoi KOIEKC P®. TpymoBO# IOTOBOP, €r0 3aKIIOUCHMC. Odopmienue
TPY/IOBOTO JIOTOBOPA. CTpYKTYpHBI! MPHKa3 [0 TPEAIPUATHIO. 3HageHre TPYIOBOro I0roBOpa.
3aKIIOYeHre TPYZOBOrO JOroBopa Ha OIpeeNeHHbIA 1 Heonpe/enenHsii Cpok. OCHOBHBIC
PEKBU3HMTHI TPYAOBOrO [0roBOpa. TpyznoBbie npasa ¥ 00A3aHHOCTH paboraukoB. [IopAnoK
nprema Ha paGoty. JIOKyMEHTBI IpH IPHEME Ha paGoty. ABToGHOrpadusL. XapakTepuCTHKA.
3aspienue. Pestome. [Ipukas o IpreMe Ha pa6ory.IIpocroi 1 CIIOXKHBIHA IprKa3. TecTHpOBaHHUE.
IlepeBoa Ha IPYTYIO pabory. IIpexparienue TpyAOBOrO moroBopa. IIpuKassl O IOOIPEHAH 1
HATOJKEHMH B3blcKapmii, JIuuHas KapTOvKa, MOPANOK odopMIIeHHSI U XPaHEHHC. [Mopsnok
BeJIeHMs TPYHOBBIX KHIKeK. BeneHue JUIHBIX IS, OCHOBHBIE JOKYMCHTBL

TIOArOTOBKA JOKYMEHTOB K apXMBHOMY XPAHCHUIO. ITencuoHHBIT (OHI: crada
OTUYETHOCTH ¥ JOKYMEHTELI 0QOPMIICHHUS TICHCAH. OcdopMIIcHHE aPXUBHBIX CIIPABOK.

IIpaxTuka. CocTaBleHHe TPyAOBOrO JIOTOBOPA. CocTapjieHre TPUKa30B. 3alOTHEHHC
JIMGHOM KAPTOUKH. 3aIONHEHHE TPYAOBBIX KHIDKCK. Cocrapienue oTdeTHOCTH. COCTaBIECHAC
npuka3za. CocTaBeHAE aKTa. CocraBnenue MHCTPYKIUH.

Paznen V. KoncyabTanuu
KoHcynbTauuy MPOBOAATCS UL o6yuarompxess mo lIporpamMme B TedeHHe BCETO
mepuofia 0OydeHHs M TIO HTOraM 1 roma oOydeHMs TEPEN TPOMEIKYTOIHOH aTTeCTallieH.
KoHCyIbTalMy 1O W3y9eHHOMY MaTepHally, IIPOJIOJDKEHHMIO TPO(ECCHOHATBHOTO o6pa3zoBaHus,
TpynoycTpoicTBy. lIonBeNeHIE HTOTOB TEOPETHYECKOTO 00YICHH (6ecena, TECTOBBIA KOHTPOIR

| Ip.)

Paznen VI. ArrecTanus
6.1. IIpomexyToyHas aTTeCTANHS. ITudhepeHIMpOBaHHbIH 329€T
6.2. Wrorosas arrecramus. ATTECTalUs 00ydaromyxcs B COOTBETCTBHM €
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Tpo(eCcCHOHANBHBIME TPEOOBAHMUSME 1 KBAA(UKAIMOHHON XapaKTePHCTAKON

ciryxamero «CexpeTaps- aJIMAHUCTPATOPY.

2.2. Y4eOHBIH IIIAH
B yueGHOM IUIaHE 0TOOpaKaeTesl JIOrHIecKast [OCJIEI0BATEILHOCTh OCBOCHHUS Pa3/eyioB,

obecreunBaroIuX GOpMUPOBAHAL KOMITETEHIIUH.

VkaspBaeTcs 00mmast TPyA0EeMKOCTE pas/ielioB, MOIyJeH.

JIOJDKHOCTH

Ne /i HaumeHoBaHKE Pa3/eoB Bcero B Tom uucne ®opma
gacoB | Jlexuuu ] TIpakTuka t Camoct.pabora | KOHTPOJIA
1 rox oOy4yeHus
1. O6menpodeccHoHAIbLHBIHMOMYIb 42 16 22 4
1.1. |OcHOBHI pefakTHPOBAHKA TOKYMEHTOB 8 + 4 - TecTHpOBAaHHE
1.2. lenoBas KyJbTypa 2 2 - - JlenoBas Urpa
1.3. |OcHOBBI AEJIONPOU3BOACTBA 10 4 3 1 Bager
14,  [Texnmuka mamumuonucy Pasnen Nel 14 4 8 2
15. [Texuuka MamuHonucu Pasnen N2 8 2 5 1 [IpaKTHIecKHe
1.6. [Texuuka MammHOIMCH Paszen Ne3 - - - - ABTaEI
I1. ApromaTuzanus OY 2 1 1 - -
2.1. |Oducroe 000pyHOBAHUC 2 1 1 - Ompoc
072. [DiexTpoHHBII oduc - - - - -
III. [[podeccroHaIbHBIH MOAYIb 18 7 9 2 TTpakTHYECKHE
3.1 |[denonpom3BOACTBO B OpraHK3aliil 18 i 9 2 kamaHus. 3a4eT
IV. CnenmaibHBIA MOXYJIb 6 2 4 -
4.1. [Kampooe 00ecIeyeHHE 6 2 4 - 3aueT
V. KoncyabTaluu 2 - 2 -
VI  |Arrecranus 2 - 2 -
6.1. [[IpomexyTOYHas aTTeCTalks 2 - 2 - 3adger
6.2 iToropas arTecTalusL - - - - -
Hroro 1 rox 72 26 40 6
2 roa 00y4eHHS
1. O6menpoheccHOHATLHBIHMOAY b 16 2 10 4
1.1.0cHOBBI pelaKTHPOBAHKS IOKYMEHTOB 4 - 2 2 TecTupOBaHUE
1.2./TenoBas KyJIbTypa - - - - -
1.3./0CHOBEI AETIOIPOU3BOACTBA 4 - 3 1 TecTUpOBaHUE
14 Texnuka marmmuonucy Pasaen Nel - - - - -
1.5 Texmuka mamuEomicy Pazzen Ne2 & - 2 - [TpaxTH9IEeCKHUE
1.6 Mexnnxa mammHOnucH Pasen Ne3 6 2 3 1 RagaHus. 3a4eT
1. ApromaTmzanus OY 2 1 1 -
2.1./0¢ucHoe 000pyNOBAHNC - - - - -
2.2 DrekTpoHHBI 0(HC 2 1 1 - Onpoc
T11.IIpoceccnoHaIbHBIN MOXYIb 10 4 5 1 [TpaxTH4eCKUe
3.1|Temonpon3BoACTBO B OpraHu3aiit 10 4 2 1 3aaHus
IV.CnennalbHbIA MOIYJIb 4 2 2 -
4.1 JKagpoBoe obecIeueHue 4 2 2 - TecTUpOBaHUE
V. KoncynbTranuu - - - -
VI  ArrecTranus 4 - 4 -
6.1..TIpomesxyToYHast aTTeCTallMA - - - -
4 - 4 - KBanmudrKaLmo
6.2 Atoropas arTecTallAg
HHBIN SK3aMEH
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Hroro 2 ro 36 9 22 5
] Hroro 108 35 62 11
2.3. TemaTu4eckKoe IJIAHHPOBAHHE
Haunmenosanue pasge |Coaepixanue ygeGHOro mMaTepHaja, naGopaTopHbie paboTHI H O6bem
JIOB ¥l TEM NpaKTHYecKue 3aHATHS B 4yacax
1 2 3
O6menpodeccuonaIbHbIH MOIYIb
OcHOBBI PeJAKTHPOBAHHS TOKYMCHTOB 8
KynsTypa 4eloBeKau OcHoBHEIE (DYyHKITHH S3BIKA. B3auMocBs3b KyJIbTypbl 4ellOBeKa H 4
KyJIbTYypa pedd KyJIBTyphl PEUH. HopMaTHBHBIH, KOMMYHHKATHBHBIA M 3THYECKUH
aCIIEKThI peueBOi KyJIbTYpPbL.
D yHKIOHATBHbIHA Ctum peud. OCHOBHBIE HCpPTEL 0COODEHHOCTH ¥ IIPH3HAKH BCCX 4
CTHJIH PyCCKOTO cruneit. HopMbl pycCKOropedeBoro STUKeETa.
UTEPATYPHOrO
JlenoBasi KyJabTypa 2
WIMuIK ceKxpeTaps TIMaHOCTh CeKpeTaps X €ro poib B JESTeNbHOCTH COBPEMEHHOU 1
opraHm3anuy. JIOIDKHOCTHAS HMHCTPYKIUL. JlenoBble W JIM9IHBIC
kadecTBa cekperaps. Jlenopad sxeHmuHa-npodeccrona. Padodee
MECTO CEKpeTaps.
Jruker BemyxkeOusx | KopropaTuBHad KyIbTypa, (QUPMEHHBIH CTHID OpraHu3aliH. 1
OTHOIIEHHAX CryxeOHas BEPTHKAIb (oTHOINEHMSI B CHCTEMC «PyKOBOJHUTEIb-
momuuHerHbH). CiyxeOHas TOpA3OHTAJID (oTHOIICHHE B CHCTEME
commtera-komtera). CiyxeOHas CyOOpIAHAIMA. Hopwmbl H TpaBHia
OTHOINCHHH  COTPYIHHKOB C  IIPE/CTABATEILAMH CTOPOHHHUX
opraHu3alui, napTHEPaMH, KIIHEHTaMH, IOCETHTEISAMH.
Cy6opauHanus. MOLMOHAIEHO-HEUTPATBHBIHA NIEJIOBOM XapakTep.
KonduneHIMaabHOCTD.
OcHOBBI A€JI0NPOHU3BOACTBA 10
JIOKyMEHTHPOBAHHE. OCHOBHBIE TOHATHA. THIIONOTHA JOKYMCHTOB. dopmarsl Oymaru H 10
JIOKyMeHT, BUJIBI mons. O6mpe TpeGoBaHMs K COCTABJICHUIO JIOKYMEHTOB. bilaHKH
JIOKYMEHTOB, UX JOKYMEHTOB. PeKBU3UTHI TOKYMEHTA. JIoKyMEHTHPOBAHHE, BUIBI U
KiaccuUKarus. criocobpl.  TpeboBaHms K TEKCTy MAOKyMEHTa. TpeGoBanusd K
PeKBU3UTEI A3rOTOBJICHHIO TOKYMeHTa. My b TAMEIMHHOS 000pyIOBaHHE.
JIOKYMEHTOB IpakTudeckas  pabora: «TpeboBannss K  COCTAaBJICHHIO
0KyMeHTOB. JIOKyMEHTHPOBAHHE)
TexHUKA MANTHHOIHCH
Pazoen Ne 1 «Cnenoii» Jecamunaibyesblil Memoo nevamu Ha IIK 14
OcHOBHBIE IPHBEIMIE! | 3ydeHne KIIaBHaTyphl. O6mue mnpaBuia pabOTHL OCHOBHEIE 8
«CIJIETIOTOY IPWHIANEl  II€9aTH NeCATUIIANBIIEBOr0  METO/A. [Toustre O
JIECATHIIANBLEBOr0 | ASCATHIANBIICBOM CJIETIOM METOJIE TUChMA.
MeToJIa TeYaTy Ha [IpakTugeckas padora: «OTpaboTKa MeYaTH HA KIABHATYPE.
[UITYIIeH MalTMHKEH HaGop TEKCTOB»
ITK
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Iloswrmy naneies Ha |OdopmieHre Tpanuil. Tlonst HDOKYMEHTOB. YCTaHOBKA TIOJIEH. 8
KJIaBHATYPE. V3ydgenre OCHOBHOIO psjia KIaBHaTypEL. Vzydyenue OyKB BEPXHETO
pafa KIaBHaTyphl. 3HaK "geprouka'. Ab3an. M3ydenue HeTBEPTOrO
psaga  KIaBHATYpBL. 3gaky npenuHaHWL. ApaOckue UG PBEL
KoJuecTBEHHble, ~ MOPAAKOBBIE — YMCITHTCIBHBIC. Hymeparust
IIyHKTOB. PrMcKHe TE(PBL. Hanwmcanue Jart.
IlpaxkTu4ecKas paGora: «Odopmienne IOKyMEHTOB. IleuaTn
JecATHIAIBIEBbIM METOLOM
Pazoen Ne 2. H3yueHue mexXHUKU nevamu 8
Ocgoenue npuemoB | OdopMIIeHHE 3ar0JIOBKOB 1 moyzaronoBkoB. Hymepanus CTpaHHIL 2
TEXHUKH ITHACHMa TexcToBble COKpameHus. Ilpsmas pedb, HUTATBL OdopmieHue
prMeJaHnH, npwiokeHui. VicmpapieHHe ormuboK. VIcnpaBieHHE
ommubox Ha ITK.
IIpaxTHdecKas padora: «Pab6oTa ¢ TeKCTOBBIM TOKYMEHTOM»

O6paboTka KpunrorpaMmbl - TJIACHBIX 6yks. lledaTh CIIOrOB «cOrnacHad - 3

KPHUITOrPaMM IJIaCHBIX | IJacHast - ) CODJIACHBIX»; «2 COTJIACHEIX - [JIACHAs - COTJIACHAsi»,
OyxB paGoTa co coramMu THIIA - COTTIacHas - corJiacHas TJIacHas».
[IpakTHdecKas padora: «PaboTa ¢ TEeKCTOBBIM JOKYMEHTOM)

O6paboTka KpunrorpaMMbl OCHOBHOM  IMO3UIMM  [AJbLEB. O6paboTka 3
KpunTOrpaMm OyKB | KpHITOrpaMM OyKB Bcell KiiaBHaTypEL. [lewaThCIOroB, Ne4aTh ABYX -
OCHOBHOMIIO3UIMH  |H TPeXOyKBEHHBIX KOHCTHBIX 6yKBOCOJCTAHUH.

aIblEB IIpakTHueckas paboTa: «PaboTa ¢ TEKCTOBBIM JOKYMEHTOM.
Ha6op TexcTa Mo AMKTOBKY
IIpakTudecKoe 00yIeHue 2
AptomaTtusanus OY
Paznea Ne 1. Opucnoe 00opy10BaHue 2
OducHere AMmepanTHOe ~ ObecredeHue IIEpCOHATBHOr0  KOMIIBIOTEPA.
MPUJIOKEHHU. OmnepaludoHHas —CHCTEMa Windows. CoyxeOHble IPOrpaMMBbL. 2
JIOTIOTHATEIIBHBIE IleuaTHOE ¥ MHOXHTEIBHOE OOOpPYAOBAHHE. JleMOHCTpallMOHHAs
rexauka. Cucrema  CBA3H. Mymptamenua.  CKaHEPOBAHHUE
W300paKEeHHH.
[podeccroHaTbHBIA MOYIb
J[e10NPOM3BO/ICTBO B OPraHu3anuu 18
CocraB JIOKyMEHTBI peAnpHsTAL. Kraccuukamus JIOKYMEHTOB 1
yIIPaBIEHYECKUX YIpaBJIeHYECKOR JCATEILHOCTH.
JIOKyMEHTOB MpaxTHueckas padoTa: «CopTHpOBKa  JAOKYMEHTOB IO
OpraHu3aluu KiaaccupuKanun

OpraHu3aliOHHEIE Verap. Ionoxenus. 1lITaTHOE paclyCaHHUC. I[IpaBuia BHYTPEHHETO 1
JOKYMEHTBI TPyZOBOTO PACTIOPAIKA.

IIpakTuyeckas padoTa: «CocTaBjieHHE MTATHOr0 PACIIHCAHUID)

PacriopsIMTENbHbE | YKa3aHUs. IlocranoBnenus. [IpaKassl IO OCHOBHOM JI€ATEIHHOCTH. 2
JOKYMEHTBI BeImrcka u3 IprUKa3oB. PacnopsokeHue. Permenue.

IpakTudeckas padora: «PaGora ¢ pacnopsIUTeIbHLIMHA
JOKYMEHTaAMM»

WudopMauoHHO - IIpotokon (MONHBIA H kpatkmit). AxT. CIPaBKH. JloxnaaHas 2
CIIPaBOYHBIC sarmicka. OOBICHATebHas 3amucka. Tenerpamma, tenedoHOrpaMMa.
JIOKYMEHTBI IIpakTH9ecKas paGora: «CocTaBieHue uHGOpMAIHOHHO-

cnpaBoYHOM T0KYMEHTAIHID)

JlenoBasi mepermcKa. PeKBU3UTEI ITUCHMA. [TuceMo-Tpockoa. [TucBMO-OTBET. 2

[Ipasuia 0QopMICHNS, IIpurnacuTebHOe MHCBMO. ConpoBOHUTENBHOE MHCHMO. TIuceMO-

12




CTPYKTypa ¥ BUABI
ZIEJIOBBIX THCEM

coobmenue. [IncpMO-0TKa3.
IIpakTuyeckas pabora: «OdopmiieHHE 1eJT0BBIX MHCEM

JlokyMeHTaLKs 110 JloroBop KyIIH - IIPOJ&XKH. JloroBop apennsl. Jlorosop MEHBL 2
ZOrOBOPHBIM IIPaBO- KpemuTHELA OTOBOP. JloroBop xpaHeHus. JIoroop HOCTABKH.
OTHOIIECHUSIM JloroBop IpoKara. KommepuecKku# JoroBop.
OcnoBHble pekBu3uThl | [IpakTHIecKasn pabora: «Odopmienne THIOBBIX JOrOBOPOB»
¥ TpeOOBaHUA K
0(hOpMIIEHHIO
ZIOTOBOPOB
Opranu3aiys paboThIC Tlomitae " HOKYMeHTOOOOpOT" ¥ pasBATHE CIO HOpPMaTHBHOH 2
JOKYMEHTaMH. METOIAIECKOH periaMeHTaIuH. XapaKTepUCTHKA
Oprazu3anys JOKYMEHT0060poTa, DTambl ABMKCHAL H IOpAIoK  00paboTKH
HOKyMeHTo0o00poTa. | IOKYMEHTOB. Pabora ¢ BXONAIMAMH JOKyMCHTaMH. DTansl
Peructpanus 06paGoTKA  TOKYMEHTOB. KOHTpOIb HCHOJHEHHS JTOKyMEHTOB.
JIOKYMEHTOB. PerucTparius JOKyMEHTOB, BH/IbI PETHCTPalliH.
[pakTugeckas pabora: «Pa6oTa ¢ HCXOAAMUMH U BHYTPEHHUMH
JAOKYMEHTaMID»
Texyree XpaHCHHE OmnepaTyBHOE XpaHEHHC eIl (mpoBepKa HAJMIHA JIOKYMCHTOB, 2
JIOKYMEHTOB. OPSIOK BBUIATH JEI). D JIeKTPOHHBIE JTOKYMEHTEI ¥ MX XPAaHCHHC.
HoMmenkiarypazen. | DKCIEPTH3a HEHHOCTH IOKYMEHTOB.
IIpakTHyeckas padoTa: «OdopmieHne HOMECHKIATYPbI 1€
ApXUBHOE XpaHECHUE OmpeneneHne CPOKOB XPaHCHU. ITopsAzOK BbIIAYH JEI. [TogroToBKa 2
JIOKyMEHTOB Jen W Iepenada B apxus. dopma OIMHCH H axTel. Ilepenada el B
apxus. PaboTa ¢ KOH(DHIEHIHATBHBIME JOKYMCHTAMH.
IIpakTH9ecKas padora: «Odopmienne AOKYMEHTAMH  JUISt
apxuBa2
OpraHu3alHOHHAATEX Bumel ¥ yCTPOMCTBO OpraHM3alMOHHOM TEXHHUKH. Kcepoxe. dake. 2
HUKa [Ipuatep. Cxasep. [lepcOHANBHBIA KOMITBIOTED. MyIbTEMEIUAHOE
o0opyOBaHHUE.
[IpakTuveckas pabora: «PaboTa ¢ OPrTeXHUKOID
CpoenuajabHbIA MOIYJIb
Kanpogsoe obecriedeHne 6
Pasnen 1. OcHOBHBIE 32/1a9H yIIPABJICHAH KaJApamMH 6
TpynoBo# KOAEKC P®. |3mavyenwe TpyAOBOTO IOTOBOPA. 3aKIIOYeHnE TPYLOBOTO IOTOBOPA 3
TpynoBo#t norosop,  |Ha OIpe/ieTIeHHBIA U Heompe/IeNeH bl CPoK. OCHOBHBIC PEKBH3UTHL
€ro 3aKJIF0YEHHE. TpyoBoro Aorosopa. TpynOBBIC IpaBa i 00s3aHHOCTH PAaOOTHUKOB.
Odopmnenne IpakTuyeckas padora: «CocTaBjeHne TPYA0BOro 0roBopa»
TPYIOBOTO JIOrOBOPA.
CTpyKTYypHBIAIIPHKA3 IMopsimok IprieMa Ha paboty. JIOKyMEHTBI TIPA IPHEME Ha paboTy. 3
10 TIPEATIPHSTHIO. Aprobuorpadus. XapakTepHCTHKA. Basnenue. Pestome. Ilpukas o
npueme Ha paboTy. IIpocTod ¥ CIOXHBIH IMPHKa3. TecTUpOBaHUE.
[lepeBon Ha APYTYIO pabory. IIpexpamenue TPyHOBOIO JIOroBOpAa.
[IpuKa3bl O MOOMPEHHAY ¥ HAOKCHMH B3BICKAHWH.
IIpakTUYeCcKast pa6ora: «CocraBjeHne MPHUKa30B»
KoncyabTaum, KoHcynbpTanpyd IO HM3YHCHHOMY MaTepuanry, MPOJOIDKCHHIO 2
[OJBeICHHEHTOr 0B npoeccHOHaIbHOT0 06pa30BAHKS, TPYI0YCTPOHCTBY. [MoxBeneHue
HTOTOB TEOPETHIECKOTO 00yICHHS (6ecena, TECTOBbI KOHTPOIb X
Zp.)
IIpomeskyTO4HAS ATTECTAUNA (b bepeHIMpOBAHHEIHI 3a4eT) 2

2 rox 00y4eHus
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HauMeHnoBaHHE pa3ie

Copnepanue ydeGHoro marepuaia, naGopaTopHsie paboThHl H

0O0beM

JIOB ¥ TEM NpaKTHYecKue 3aHATHH B Hacax
1 2 3
O6menp0cbeccnona.rlbnuﬁ MOy JIb
OcHOBBI PeIaKTHPOBAaHHUS TOKYMEHTOB 4
Opdoamws, OphosmuaecKie HOpMBI JTATEPATYPHOTO S3bIKA. [IpUHIMAIEI PYCCKOH 2
Opdorpadus opdorpaduu. OcoOGeHHOCTH PYCCKOTO CIIOBECHOTO y/{apCHU.
CHHTaKCHC U Crioco0Bs1  O(QOpMIICHHS HIy)KOH PeHH. Tpuemumisl B QyHKIMA 2
IYHKTYaIus pYCCKOM ITyHKTYaIliH. CMBICIIOBAS POJIb 3HAKOB IPETINHAHH.
IpakTuyeckas padoTa: «PeraKTHPOBaHHE TEKCTA.
OcHOBBI €JONPOHU3BOACTBA 4
JIoKyMEHTHUPOBAHHE. OCHOBHBIE TIOHSTHS. THIIONOTHS JAOKYMEHTOB. ®opmatsl Oymard u 4
JIOKyMEHT, BU/IBI noyst. O6mme TpeGoBaHMsS K COCTaBICHHIO JOKYMEHTOB. bilaHKH
JOKYMEHTOB, AX JOKyMEHTOB. PEKBH3HTbI AOKYMEHTA. JloKyMEHTHPOBAHHE, BUIBI 1
xiaccauKaIms. croco6er.  TpeGopamus K TEKCTY joxymeHTa. TpeOoBaHusI K
PexBU3HATEH HM3TOTOBJIEHAIO TOKYMEHTA. MyIbTAMEMAHOE 00opyIOBaHUE.
JOKYMEHTOB IpakTHYeCKas pabora: «Tpeboammid K COCTABJICHUIO
[0KyMeHTOB. JIOKyMEHTHPOBAHUE)
TexHuKa MAIIHHONMUCH
Pazoen Ne 2. H3yuenue mexHuKy nevamu 2
Odopmienue Tabmumel. OdopmieHHE ¥ H3TOTOBICHHC TabmMaHEIX  HOpM 2
MAITMHOIMCHBIX paboT |OKYMEHTOB. TIpaBuIa BHITOTHEHHS CIIOKHBIX TAOJIHIL.
IIpakTH4ecKas pabora: «PaboTa ¢ tabauuamu. OdopmiieHHE H
H3rOTOBJICHHAE TAGIMIHBIX GOPM TOKYMEHTOBY
Pazoen Ne 3. Ckopocmbe hedamu 6
OmnpeneneHue Habop Tekcra Ha [UIIyIIeH MalTiHKe. 3
CKOpOCTH II€UaTH Ha IIpakTHYecKkas pabora: «HaGop TeKcTa HA CKOPOCTH)
MANTYINEH MAlluHKE
CxopOoCTb II€YaTh U HaGop Tekcra Ha ITK. KauecTso pa6otsr Ha TIK. 3
xadecTBo pabor Ha  |IIpakTHHecKast pabora: «KauecTBeHHBI HA00p TEKCTa»
I1K.
[IpakTUdecKoe 00yenue
Apromatuzanus OV
Pasgen Ne2. DJ1eKTpOHHbIH oduc. 2
Texcropsii penakTop | TeCTOBBIH PEIAKTOP MS Word. 3amyck W Hagano paboThL Broau 1
MS Word pelaKTHpOBaHUe TEKCTa. dopmaTUpOBAHHE TEKCTA. OdopmieHHE
crpanmi.  OdopMIieHHE JOKYMEHTOB ¢ TTOMOIIBIO Tabyspa.
OdopmieHre 61aHKOB JIOKYMEHTOB.
PemaxTop MeHI0O ¥ OCHOBHBIC IOHATHA MS Excel. DiekTpoHHas TabmHIa. 1
3JIEKTPOHHBIX TaOIHIL 3HaKOMCTBO C 9KpaHoM MS Excel. Ilamenu HWHCTPYMCHTOB MS
MSExcel Excel Bpox ¥ pENaKTHPOBAHHME HAHHBIX. Anamu3 u 00paboTKa
nanHbX. PaboTa ¢ Ta0IMIaMu | rpaduKOH.
Hpocl;eccnonam;ﬂmﬁ MOy b
Jles101IpOH3BOACTBO B opraHu3anuy 10
CoctaB JlokyMeHTBl ~ TPEAIPUATAL. Knaccudukaruss — JOKyMCHTOB 1
yIIpaBIeHYECKIX yIpaBIeHYECKOH JEATENbHOCTH.
JIOKYMEHTOB IpakTHYecKas pabora: «CopTHpOBK2 [AOKYMEHTOB 110
OpraHu3aIu KiaaccuGuKAIAI
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[IpaBuia 0OPMICHNS,

CTPYKTypa ¥ BUJBI
JIEJIOBBIX ITHCEM

OpraHu3aHOHHEIC Verap. [Tonoxkenus. 1lltaTHOE paclyCcaHKe. I[IpaBmia BHYTPEHHETO
JOKYMEHTHI TPyIOBOTO PACIOps/IKa.

[pakTHyeckas padoTa: «CocTaBJjieHAe MTATHOr0 PACIHCAHUSD

PacropsIUTeNbHbE | YKa3aHus. [Tocranosnenusi. [Ipukassl IO OCHOBHOHM JEATEIBHOCTH.
JOKYMEHTBI Brmucka U3 IPHKas3oB. PacnopsbkeHue. PeIeHHE.

IIpakTHIeCKas pabora: «Pabora ¢ pacmopsauTeIbHBIMA
AOKYMEHTaMu»

WHGOpMALKHOHHO - TIpoToKoJI (TIOJHEIHA | kpatkuit). AkT. CIpaBKa. Jloxnagaas 3anucKa.
CIIpaBOYHBIC O6bscHATENbHAs 3amucka. TenerpamMma, teneoHOrpaMMa.
JIOKYMEHTHI IIpakTHYecKas pabora: «CocraBiieHHE nHdOpMALHOHHO-

cIIpaBOYHOH TOKYMEHTAHI)
JlenoBasi IIEPEIHCKa. PexBU3UTEL ITACHMa. [IrcpMO-TIpocKOa. IIucEMO-OTBET.

[IpurnacuTeNbHOE THCBMO. ConpOBOUTENBHOE MACHMO. ITucemo-
coobmenue. [TncbMO-0TKa3.
[IpakTuyeckas padora: «OdopmiieHHE 1eTOBBIX NHCEM)

JloxyMeHTalKs 10
JIOTOBOPHBIM ITPaBO-
OTHOIICHUIM
OCHOBHBIE PEKBU3HUTHI
n TpeGoBaHUA K

JloroBop Kymumd - MPOAAXH. TloroBop apeHmsl. JloroBop MEHBL
KpequTHEIA JIOTOBOD. JloroBop XpaHCHHS. JloroBOop IIOCTABKH.
JloroBop IpoKaTa. Kommepueckuil TOroBOp.

IIpakTuueckas padora: «OdopmiieHre THIOBBIX 0TOBOPOB»

0(hOpPMIIEHHUIO
JIOTOBOPOB
Opranusarus paboThIC Tlomstue "MOKyMEHTOOGOpOT' U pasBuTHE Cro HOpMaTHBHOH
JOKYMEHTaMH. METO/IFYECKOH periaMeHTaluH. XapakTeprcTHKA
Oprasu3anys JOKyMeHTO000poTa.  OTAlbl IMBUIKEHWS U IIOPANIOK 00paboTKH
JOKyMEHTO000pOTa. | HOKYMEHTOB. PaGora ¢ BXOMSMIIUMH JOKYMCHTAMHU. Otansl
Perucrpanus 06paboTKy  JOKYMCHTOB. KOHTpPONb MCHONHEHHs ~JOKYMEHTOB.
JIOKyMEHTOB. PermcTpanys JOKyMEHTOB, BUIIBI PETACTPAIHH.
IIpakTuyeckas pabora: «PaboTa ¢ HCXOAANUMH U BHYTPEHHUMMH
AOKYMEHTAMI»
Texyimee xpanenue | OnepaTHBHOE xpaHeHne Jen (IpoBepKa HATATHA JIOKYMEHTOB,
JIOKYMEHTOB. MOPSIOK BEIIAYH JCT). " NeKTPOHHEIE JOKYMEHTHI U UX XPAHCHHC.
HoMmerkiarypaien.  |ODKCIepTr3a HCHHOCTH JOKYMEHTOB.
IpakTHYecKas pa6ora: «Odopmienne HOMEHKJIATYPbI 1eJI»
ApXHUBHOE XPaHCHHUC OmnpeieneHne CPOKOB XPAHCHHA. [TopsOK BBIIAYH NI ITogroToBka
IOKYMEHTOB jen W Iepenada B apXuB. ®opma ommcn ¥ akThL [lepenada nen B
apxuB. PaboTa ¢ KOHQHUIEHIHATHHBIME TOKYMCHTAMH.
MpakTudeckas pabora: «OdopmieHHe AOKYMeHTAIHH IS
apxuBa2
Oprasu3aloOHHAA TEX Busl ¥ yCTPOUCTBO OpraHuW3alOHHOM TEXHUKH. Kcepoxe. dakc.
HUKa I[IpunTep. CxaHep. ITepcoHATBHBLA KOMIIBIOTED. MyIbTUMEIUHHOE

obopyAoBaHUE.
IIpakTHYeCKas pab6ora: «Pabora ¢ OPrTeXHUKOI»

CrenuaJbHbIH MOIYJIb

Kanposoe o0ecriedeHue

Paznen 1. OcHOBHBIE 32129 yIIPABJICHHA KaJApamMu
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Tpynosoit koxekc PO.

3HaueHwe TPYAOBOTO IOrOBOpA. 3aKiOUEHHE TPY/OBOTO JI0roBOPA

TpymoBoit [oroBop,  |Ha OIpeeNICHHBIA HeoIpe/IeeH b CPOK. OCHOBHBIC POKBU3ATHI
€ro 3aKIIFOUCHHE. TPYZOBOrO 0roBopa. Tpy/10BbIe IIPaBa 1 006s13aHHOCTH PaOOTHHUKOB.
OdopmieHne IpakTuueckas padoTa: «CocTaBlieHHE TPYAOBOI0 10roBopa»

TPYIOBOTO JIOrOBOPA.

Crpyxryprbiinpukas |Ilopsmox mpuema Ha paboTy. JIOKyMEHTbI Y NPHCME Ha pabory. 2

I10 TIPEITIPHUSTHIO. Aprobuorpadus. XapakTepHCTHKA. Bagsienne. Pestome. [Ipukas o

npueme Ha paboTy. IIpocTod H CIOXHBIA IpHKa3. TecTrpoBaHHE.
[lepeBon Ha APYTYyIO pabory. IIpexpainenue TpyAOBOTO IIOroBOpA.
ITpuKa3sl O MOOMIPEHNUHA U HaJIOKEHUH B3LICKAHUMN.

IpakTH4ecKas pabora: «CocraBiieHHe NPHKA30B»

KpamunpukanuoHH AtTecTanus 00y4aroIuIXCs B COOTBETCTBHH c 4
bl npo(ecCHOHANBHEIME  TPeOOBAHMIME M KBAJIH (pUKanIOHHOM
IK3aMeH xapaxTepucTEKol «CeKpeTaphb-aIMUHICTPATOPY.

II1. Oprasu3anuoHHbIA Pas/ies
3.1. XapakTepHCcTHKA yCI0BHUH peaau3aluy IporpamMmbl

3.1.1. TpeGoBanus K KaIpoBoMy obDecrieYeHUI0

Peanusanus IIPOTPaMMBI npoGhecCHOHAIBHOTO 00ydeHus obecrieanBacTCs
efarornyeckumMi  pabOTHHKAMU 06pa3oBaTeNbHOM ~ OpraHM3al|y, a TakKe JIULIAMH,
IIPUBJIEKACMBIME K pealn3allii IporpamMMbl  TPOQECCHOHATBHOTO o0yd4eHHs Ha YCIOBHIX
paXIaHCKO-IIPABOBOTO JIOT0BOPa, B TOM qpcle W3 UMCIA PYKOBOMMTENCH H pabOTHHKOB
opraHu3alui,  HAIPaBICHHUC JESITEIEHOCTH KOTOPBIX ~ COOTBETCTBYCT obnacTu
podecCHOHANBHON NeATENBHOCTH.

3.1.2. TpeGoBanus K MaTepHaJIbHO-TEXHHIECKOMY ofecrnedeHnI0

TToMermenu st IPECTABIIOT CO00H yuaeGHbIe ayTATOPHH JUIA NPOBCACHIA 3aHATHHA BCEX
BHIOB, IIPEAyCMOTPEHHBIX IporpamMmoil  IPOGECCHOHATBHOTO obydeHus, B TOM HHCIC
IPYNIOBBIX W HWHIMBAIYaNbHBIX KOHCYNIBTAlMH, TEKYIIEro KOHTPOIA H TPOMEXYTOIHOH
aTTECTAIlUH, a TAaKXKe ITOMETIEHHS UL CaMOCTOSTENbHOM paboThl, OCHAIICHHBIC 000pyIOBaHUEM,
TeXHIIECKAMH CPEICTBAMHU 00y ICHHU.

MAOY - COIIl Ne 93, peamnsyiomas MporpaMmy mo mpodeccuu, pacrosaracT
MaTepI/IaJIBHO-TeXHI/I‘-ICCKOﬁ Gasoli, obecmedmBaromell  MPOBCICHUC BCEX  BHJIOB
MEKIACIUILIHAPHON O OTOBKH, IPaKTHYeCKO# paboTEl 06yHarOIIIXCs, IPeTyCMOTPEHHBIX
y4eOHBIM IUIAHOM H COOTBETCTBYIOIEH AEHCTBYIOIIMM CAHHTAPHEIM H HPOTHBOINIOXKAPHEIM
mpaBWiaM B HOpPMaM B paspese BBIOPAHHBIX TPAEKTOPHH MUHAMAIPHO HEOOXOMUMBIA JIIA
peammsawn [1T10 nepedeHs MaTepUaIbHO- TEXHIIECKOTO o6ecredenust, BKIIOYAeT B CeOsL:
VyeGuplil kaOnaeT: mMKad Wi XpaHCHHA yueOHBIX TTOCOOMH, I0CKa KIACCHAM, CTOJI yUHTEIs,
Kpecino  yduTend,  CTOI yIEHUUECKUH,  CTYII yUCHHYECKAH, ceteBoit  QUIBTD,
MHOTO()YHKIIMOHATBEHOC JCTPOMCTBO, KOMIBIOTED YHHTELd C nepubepueil (TUICH3MOHHOS
IporpaMMHOe 00eCIIeIeHIe, 06pasoBaTebHbIA KOHTEHT H CHCTEMA 3aIIATHl OT BPELOHOCHON
uHGbOpMALHH), KOMIBIOTEPBI UL 0GydaromuXcs, CUCTeMa 3alllUThl  OT BPEJOHOCHOM
UHQOPMAIHH.

OGopynoBanue y41eGHOro KkabuHeTa: OCAJ0UHBIC MECTa 10 KOIMICCTRY 00yJaroIHXCs,
060opyIOBaHHBIC DBM; pabodee MECTO IPETIOaBaTe, o6opynosanaoe OBM.

Kanneasgpckae NPUHALIEKHOCTH: Hymara KCepOKCHas A4, manka, anka-perucTpaTop, rarka
2 KONblIa, KypHaJI PETHCTPAIlMH ACXOIAIIIX JIOKYMEHTOB Ha CKPEIIKe, XypHal perucrpanuy
BXOISIIMX IOKYMEHTOB Ha CKpEIIKE, daitn BKIABIIL, wiedi TIBA, HOXHMIBL, CTEIUICD
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KaHIIEISIPCKUM, TBIPOKOIL.

3.1.3. TpeboBanus K uH(OPMALHOHHO--MEeTOAAIECKOMY o0ecnedeHn o

OcHOBHBIE HCTOTHHKH:
1. Kyszmeunos, Y. H. JIOKyMEHTAI[OHHO®C obecrieueHue YIPaBICHUA. JokyMeHTOOOOPOT H
JEJTOTPOM3BOCTBO: YICOHUK | IPAKTHICYM JULsE IpUKIIaiHOT00aKaNaBpyraTa / Y. H. Ky3He1oB.
_ M.: UsnarensctBo IOpaiut, 2018. — 461 c..
2. Kysmenos, 4. H. JIOKyMEHTAI[IOHHO®C obecriedeHue YIIPaBJICHHUA. JokyMeHTOO00pOT H
JIeTIOIPOU3BOACTBO: y4eOHUK U MPAKTHKYM AN CIIO / 1. H. Kysseros. — M.: M3/1aTenBbCTBO
IOpair, 2018. — 462 c.
3. Tomenko, XK. T. Comuonorus ynpaBICHH: yueOHUK M MPAKTHKYM UL aKaieMUIecKoro
paxanaspuara / XK. T. Tomerko. — M.: Uznatenscto IOpaiit,2018. — 303 c.
4. Koncrurynus PO.
JlomoHATEIbHbIE HCTOTHHKH:
5. Poroxun M. IO. Opranusanus yIpaBJCHIs [IEpCOHATIOM HpCJIHpKﬂTI/DI]:V‘Ie6. - MpaxT.
Toco6ue / MO .Porosxkus - M.: U31-BO PJIJT, 2015 - 224c.
6. Kpyrmssckas JI. . HacTospHas KHuTa cekperapsi: CIpaBOHHK - CI1I6, 2014.

IlepeueHb pecypcoB mubopmalmoHno-TenemommynnKalmonHoﬁ ceTH
«HTepHET», HEOOXOAUMBIX LI 0CBOEHHS THCIUILIHHBI

Topran «Apxusbl Poccun» [DexTpOHHBIA pecypc]. DNeKTpoH. IaH. - M.: Pocapxus,
2001. - Pexum 1100Tyna:_h11p://www.rusarchives.ru. - 17.05.2018; BcepoccHicKui HayTHO-
HCCIIeI0BATETbCKIN MHCTHTYT JOKYMEHTOBEICHHA H apXWBHOTO JIETa (BHUUIAL)
[DeKTpOHHBIH pecypc]. DNeKTpoH. AaH. - M.:BHUMIAL, 2010. - Pexwm mocTyma:
http://www.vniidad.ru. - 17.05.2018; OpunpanbHbi CaiT KOMIAHMH «KonrcynpranT ILmocy
[DneKTpOHHBIH pecypc]: 3aKOHONATENBCTBO P®: KxomekchHl, 3aKOHBI, YyKasbl, TIOCTaHOBJIEHUS
npaputenscTsa PO. DnexTpon. maH. - 1997. - PexwumM mocTymna: http://www.consultant.ru_-
18.05.2018.

I/IHQ)opMauHOHHo-npaBOBoﬁ mopTai «["apasT» [DrexTpOHHBIH pecypc]:
3aKOHONATENBCTBO (KOJEKChI, 3aKOHBI, yKas bl, mocranopienHns) PO, aHATATHKA, KOMMCHTAPHH.
DeKTpoH. aH - M.: HIIII «TAPAHT-CEPBUC- VHUBEPCUTET

3.2. KoHTpO/Ib M OLEHKA 0CBOCHHI NporpamMmsl

3.2.1. KoHTpOJb Ka9ecTBa MOAroTOBKH

Texymuil KOHTPOJb YCICBACMOCTH 06 ydaromuXxcst MPeICTaBIACT CHCTEMATUYIECKYIO
IPOBEPKY y4EOHBIX HocTIKeHHN 00yJaromuxCs, IIPOBO/WIMYIO IIPEIIOJaBaTeNieM B X0JIe
OCYILECTBIICHHU o6pasoBaTeNbHON ACATEIBPHOCTH B COOTBETCTBHH C OCHOBHOM 06pa3oBaTENbHOK
nporpamMmoi. IIposencHHE TEKyIIero KOHTPOJL YCIeBacMOCTH HAIPaBJIeHO HA OOCCIEUCHHC
BBICTpaWBaHUsA 00Pa30BATEIBHOTO mporiecca MaKCHMAIbHO sddexTrBHEM 00pasoM UL
JIOCTYKEHHSI PE3yJIBTaTOB OCBOCHHA OCHOBHOM 06pa30BaTeNbHOM MPOTrPaMMBL.

Texymu# KOHTPOJb YCIEBACMOCTH 0GyHarOIAXCsl IPOBOIUTCS B TEUCHHC yaeOHOro
nepuoza B Iex:

1.  KOHTpOJSL YPOBHS NOCTIDKCHHS yYaIEMHACs. Pe3yJbTaToB, IpeXyCMOTPEHHBIX
06pa3oBaTeTbHOMN IpOTPaMMOiA;

2.  OILEHKHA COOTBETCTBHSA pe3yIbTaToB OCBOEHHUS 06pasoBaTebHOM
IIPOrpamMMBl;

3,  mpoBejieHHs 00ydaroruMes CaMOOLEHKH, OIEHKH ero paboTsl MearoruIeCKuM

paGOTHUKOM C TEIBIO BO3MOKHOTO COBEpIICHCTBOBAHMS 00Pa30BaTEIbHOTO mporecca.
®opMBI TEKYIIEro KOHTPOJLL OMPENEIACT [IperojiaBaTeNb ¢ YIeTOM KOHTHHI€HTa
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00y4aOIUXCsl, CONEPKAHUA yueGHOro Marepuana H ACTIONB3yeMBIX  00pa3oBaTENbHBIX
TEXHOJIOTHH.

Texymuit KOHTPOJb IO TCOPETHICCKOMY 06y4EHHIO OCYIIECTBIACTCS B dopme yCTHOTO
ompoca (ppOoHTANBHBIH, IpyIIIOBOH, HHIMBHIYQIbHBI) ¥ ITMCBMCHHOTO ormpoca
(camocTosiTeNbHAS PadoTa, TeCTOBBIH KOHTPOJIh,COCTABIIEHHS TE3UCOB 1 OTIOPHBIX KOHCIIEKTOB ¥
ZIOKJIAJIOB).

IIpomexyToOUHAS ATTECTALHSA

IlensiMu IPOBEICHHAS TIPOMEKYTOTHOH aTTeCTAIAH SBJIIOTCA:

1. 06BEKTHBHOE YCTaHOBICHHE HaKTHIECKOro ypoBHi oCBOEHHUSI 06Pa30BaTEIBHON MPOrPaMMBbI
¥ IOCTHKEHHS Pe3y/IbTaTOB OCBOCHHS 06pa3oBaTeIbHON MPOTPAMMEL

2. cOOTHECEeHHE 3TOro YpOBHA C KBATA(QHUKAIMOHHBIMA  TPEOOBAHMAMH, yKa3aHHBIMH B
KB/ (DUKAIMOHHON XapaKTCPUCTHKE npodeccuy;

3. OIEHKAa [OCTH)XCHHH KOHKPCTHOI'O 06y4aromerocsi, MO3BOIIOMAS BbIABUTE mpobensl B
OCBOEHHH WM 00pa3zoBaTeNbHOM MPOrpaMMbl H VUUTHIBATH MHIMBHIyalbHEIC noTpeOHOCTA
y9amerocs B OCYIECTBICHIH 0GpazoBaTeIbHOM JEATEbHOCTH;

4. olleHKa JUHAMYKY WHIMBUIYaIbHBIX 06pa3oBaTeNbHbIX JOCTIDKEHUH, MPOJBIKCHUSI B
JOCTHKEHWH ILUIAHAPYEMBIX PE3yIbTaTOB OCBOGHHMSI 00pa30BaTEIHON IPOTrPAMMBL.

5. IpOMEXYTOYHAsS aTTECTAIlH IPOBOJUTCS B COOTBETCTBHH C KaJleHJapHBIM TpahuKoM
y4yeGHOro mporecca.

Hrorosas arrecTanus

I[IpodeccroHaIEHOE obyueHre 3aBEpIIACTCA ATOrOBOM arTecTammeir B (popme
kBaTH(QUKAIHOHHOTO IK3aMeHa.

KpanuuKaIEOHHEX OK3aMEH BKIIOHacT B cebs paKTHIECKYIO KB (HUKALOHHYIO
paGoTy ¥ TPOBEPKY TEOPETHIECKHX sHaHmi B Ipenenax KBaM(QHKAIMOHHBX TpeGoBaHuUH,
yKa3aHHBIX B KB (UKAIMOHHOH XapaKTePHCTHKE npoeccui.

B mepuojl MOATOTOBKH K BBUIYCKHOMY KBaIA(UKAIFOHHOMY 3K3aMCHY IIPOBOIUTCS
KOHCY/IBTALHA 38 CUET CIEIHATBHO OTBE/ICHHOTO Ha HEEC BPEMEHH.

K  WTOroBOM aTTeCTAllWH  NOIyCKaroTeAd  JIMId, BEIIONHUBIIHME  TpeOOBAHUA,
TIpELyCMOTPEHHEIE IpOrpaMMOM TPO(EcCHOHANbHOr0 ofGydenus IO MPodeccud M YCTEIIHO
IIPOITE/IIINE BCS ATTECTAIMOHHBIC HCIBITAHMS, TPELyCMOTPEHHBIC IIpOrPaMMOH.

JIpmiam, TPOINIEIIIAM COOTBETCTBYIOMICE o6yueHHUE B MOIHOM o6BbeMe U MONTYyIUBIIAM
HOJIOKUTENBHYIO OLCHKY Ha ATOTOBOM aTTeCTal[H, IPHCBANBACTCL KpaMpUKaEs 10
HoyKHOCTH CciyxKarmero «Cexperapb — aIMUHECTPATOp» 3 paspsafa M BBIIACTCH JOKYMEHT
yCTaHOBIGHHOTO 00pasna.

3.2.2. OneHo4HbIE CPEACTBA
3aBepimaeTcs 00yHCHHE M0 y4e6HOM IPAKTHKE ITPOBEACHAEM rdGepeHIHPOBAHHOTO 3349CTa.
AJipecoBaHue TOKyMCHTOB.
BnaHk # €ro cocTas.
Buipl 07aHKOB.
Buisl JOKYMEHTOB.
Buip! IPEKA30B MO JIMIHOMY COCTaBY.
JTo/KHOCTHAS HHCTPYKIASA 1 €€ OCHOBHBIE Pa3JIeIIbl
KoMMepuecKoe IHChMO (OdepTa).
KOHTPOIH 32 HCTIOHEHHEM JTOKYMEHTOB.
O6s3aTeNIbHBIE PEKBU3UTHI AJIA TTHCEM.
OpraHu3anioHHO - pacropsIUTENBHEIE IOKYMCHTBL.
Oprasu3aldoHHbIe TOKYMCHTEL
OpraEu3alioHHbIe POpPMEL BEICHU IeT0IPOU3BOICTBA.
Oprasu3anys JIOKYMEHT0000pOTa Ha IIPEATPHATHH.
Opranuzanus padodero MecTa JEeTONPOU3BOIUTEIS.
OTTHUCK II€YaTH.
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OhopMHUTH rapaHTHHHOE TIHCEMO.

OdOopMHUTH JIOKIIA/HYIO 3AMHUCKY.

OdopMHUTH 3asIBICHAC O KOMAHHPOBAMAM W3/1aTh IIPAKa3 Ha OCHOBAHMH 325 BIICHHA.
OGopMHTH 3asgBIEHHE O Ha3HAUCHHH Ha JIOJDKHOCTB ¥ U3/aTh [PUKa3 HA OCHOBAHMH 3asBJICHHS.
OQOopMHTS 3asBJIEHHE O IPE/I0CTABICHIN OTITyCKa ¥ M3/[aTh [PUKA3 Ha OCHOBAHMH 3asBJICHUA.
OgopMUTH 3aABJIEHAC O TIPEAOCTABIICHAM OTIIyCKa 10 GEPEMEHHOCTH 1 POZaM M M31aTh
CIIOYKHBI IpPHKa3 Ha OCHOBAHWH 325gBJICHUS.

OdbopMuUTh 3aBIEHIAE O TIPENOCTABICHIH ygeGHOro OTIyCKa ¥ H3/1aTh PUKa3 Ha OCHOBaHUH
3asIBIICHUSL.

OdopMUTB 3adBJICHAE O IPUEME Ha paboTy ¥ U37aTh PUKa3 Ha OCHOBAHHIH 3asBIICHUS.
ObopMHUTD 3asBICHAC 06 F3MeHEeHNH (aMUITHY U H3/[aTh IIPUKA3 Ha OCHOBAHMH 3asBJICHUS.
OQopMuTH 3asiBICHHE 00 YBOJIBHCHUHA A M371aTh IPAKa3 Ha OCHOBAHUH 3asBICHHA.
OhopMHUTh KpaTKHH IPOTOKOIL.

OcdhopMuTh TACEMO — NPUITIATICHAC.

OdopMHUTH TUCEMO -IIpocs0y.

OdopMHUTE [THCBMO-OTBET \ C TEKCTOM\

OGOopMHUTH IIACBMO-0TKa3.

OdopMuTh IICEMO-TpeOOBAHHUE.

O¢OopMHUTH THCEMO-IUPKYILAD.

OdhopMHTH IPETEH3HOHHOS MHCEMO.

OdopMHUTB TIPUKA3 I10 OCHOBHOM JIeSTEIIbHOCTH.

OdopMHUTH TIPOTOKOIL.

OGhOpMHUTH COTTPOBOUTENBHOE ITACHMO.

OdopMIIeHHE aKTa.

OthopMIIeHHE HCHMA T03/[PABJICHIAL.

OhopMITeHIE MHCHMa-TTOATBEPKICHIA.

OdopmieHHe TPYKa3a O Ha3HATCHIH Ha JOJDKHOCTB.

OdopmieHHe IpHKasa o TIPEeNOCTaBIICHAH OTILyCKOB.

OdopmiieHre TIpUKa3a 00 yBOTBHEHUH.

OdopmiieHEE PHKA3a epeBoza Ha Ipyryto paboTy.

OdopmiIeHHE TPUKa3a I10 OCHOBHOM JIeSTENHHOCTH.

OhopMIICHHE TPFKA30B M0 JIMTHOMY COCTaBY.

OdopmIieHHe IPOTOKOIIA.

OdopmIeHHE PacIIOps/UTEIBHBIX JIOKyMEHTOB.

OdopMIIeHHE PEKBA3UTOB

OdopmieHHe CIIPABKA.

Odopmnenue CIIPaBOYHO-HH(OPMAIIMOHHBIX JIOKYMEHTOB.

OdopMIIeHHE TeNeTPaMMBL.

OdopMmieHHe TenepOHOrpaMMBL.

O¢hOpMIICHHE MTATHOTO PACIIHCAHI.

OdopmiieHrs TUCHMa HATOMUHAHIA ¥ M3BEIICHHUA.

OdopMIEH s TPAKa3a O TOOMPEHIH 1 B3BICKAHUH.

OdopmIiieHHs CBOAHBIX IPHKA30B 110 JMYHOMY COCTaBY.

[TousTHE O JOKyMCHTAX.

IIpaBuia IOATOTOBKH O oopmIIeHHs. IOKyMEHTOB.

[IpeTeH3HOHHOE ITUCHMO.

Peructpanus J0OKyMEHTOB.

Pexsuzutsl OPJL.

PexiaMHBIe THCHMA.

Ciy>xe0OHpble MUCHMA.

CocrasiieHue 1 0opMIICHHE eI (mcTa-3aBepuUTeNs IeNa, IMCTa 1 KapTHI-3aMECTATEI JIena).
CocrasiieHue ¥ 0GOpMIICHHE ICIT (06MOXKKH [1eT1a, BHYyTPEHHEH OIHCH JIena)
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CocraBnenune u 0OopMIEHHE JTOBEPEHHOCTH.

CocraBiieHEE ¥ 0QOpPMITCHHE JOKIaIHOMN 3aIIUCKH.

CocraBiieHre 1 0QOpPMIICHHE HHCTPYKIMH 10 JETOMPOX3BOJICTRY

Cocrasienue 1 obopMileHHe 0OBSICHATELHON 3allHCKHY.

CocrapyieHre 1 0opMIIeHHE COriacks Ha 06pabOTKy NePCOHATBHBIX IAHHBIX paboTHHKA.

3.2.3. IlporpamMma npaKTHYecKOro o0yJeHus

Tema 1.1. ConepxaHue:
CoepmrencToBanue | TexHuka Ge30IMaCHOCTH X 0E30IACHOCTH TPYyAa B KOMILIOTCPHOM
TEeXHHKH U CKOPOCTH | Kiacce.
IIChMa Opranusamus pabo94ero Mecra
OTpaoTka TEXHHKH I[HChMa: IHCHMO TCKCTOB pas3IuIHON
CIIOHOCTH; PpENaKTHpOBaHHe ¥  (OpPMAaTHpOBAHWE; BCTABKa
00BEKTOB.
Tema 1.2. ConepxaHue:
Opranu3andoHHO- Odopmienue obpaszna JOJDKHOCTHOM MHCTPYKIIHHU
[IPABOBBIE JOKYMEHTEI
Tema 1.3. CopepxaHue:
OpranmsanuorHo- | CocrasneHue u 0$OpMICHHE TIOCTAHOBICHHUA
pacropsauTensHble | CocraBieHHe H 0QOPMIICHAC IPUKa3a
AOKyMEHTBI CocrapneHue ¥ 0OpMIIEHHE BBITUCKA U3 ITPHUKa3a
CocrasiieHne ¥ 0GOpMIICHHE PCIICHHS
Tema 1.4. ConiepkaHue:
Nudopmaurorro- | CocraBneHHe u 0bopMIICHAE dakca, TeneOHOrpaMMBI
CrpaBOIHad Cocrasnenue 1 0QOpMIICHHE aKTa
AOKYMCHTAIHA Cocrasnenue 1 ohopmieHre 1IpoTokoia U BEITHCKA

Cocrapienme #  ODOpMIIeHWE  HOKIATHOM, CIyXeOHOH H

0OBICHUTENHHOMN 3alIHCOK

CocTaBieHUE U Od)OpMJ'ICHHG paBHOBHHHOCTeﬁ JIeJIOBBIX ITMCEM

Tema 1.5. [Ipuxiagnee
nporpammsl MS Office

CopepxaHHue:

Co3aHue IPE3CHTAINY C aHUMAIACH

Tema 1.6. KagpoBas
pabora

Copep:xaHHUE:

OdopmieH#e PE3IOME M CONPOBOAUTEILHOTO IIHChMA.

Odopminenue JIMIHONK KapTOUKK pabOTHHKA OdopmieHne GOpMEI
BHYTpEHHEH OIMCH JOKYMECHTOB.

OdopmiieHne TPyIOBOrO IOTOBOPA

Odopmienne o6pasmos [Ippkasa o TmpuemMe Ha paboty
o0s3aTenbCTBa
0 Hepa3IJAllCHIH CIy)KeOHO! TalHbI

OdopmieHHE TUTYJIBHOTO JIHACTA TpynoBo# KHIKKA ¥ 3allOHEHHC
ee pasmenoB. Odopmienne (GOpMBI JKypHANa y4eTa MBIKCHHA
TPYIOBBIX KHIKEK M AKTa CIHCAHUSA GJIaHKOB TPYIOBBIX KHIDKEK M
BKJTQIBIIEH K

HUM

OdopmieHne 3adBIE€HUS O IpPHEME Ha paboty OdopmieHue
JOKYMEHTOB O [IepeBOJIe Ha IPYTyIO paboTy
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3.2.4. MeToau4ecKue MaTepHabl

Tema 1. Jlemopas urpa «KanpoBlii BOIPOCY. Anxernpoparue «IIpodeccHoHabHAL
TOTOBHOCTE».

3agagya: 3HAKOMCTBO C HOBBIMHA npodeccusiME Ha PHIHKE TPYAa. IIpodeccun B chepe
yIIpaBJICHHS: cexperapb-pe()epenT, ~CeKpeTapb-MaMHUCTKA, aIMUHHUCTPATOp TOCTUHHIIBL
IeIONPOU3BOJUTEND, — JUCICTHICP, COTPYIHHK  CIIPABOYHOH cayx0pl.  CocTaBlICHHE
npodeccrOHOrPaMMBL

Tema 2. 3HaueHHe IOKYMEHTAIMOHHOTO 0OECTIeYCHHS yIIpaBIeHAS B COBPEMEHHBIX
5KOHOMMYECKUX yCIoBHAX. OCHOBHBIE IIOHATHA 1 onpenenenys. Knaccupukanus JOKyMEHTOB.

3amaga; OsHakoMyieHume —ydamuxed  © HEOOXOIUMOCTBI0  JOKYMCHTHPOBAHHA
yIpaBiendeckodl WHpopMAIy, ¢ BAXHOCTHIO TIpaBAIBHON OpraHM3aliy JIOKYMEHTallHOHHOTO
obecricyeHrsl B OpraHM3allid, YUpeXICHHH H Ha IpEeNpUSTHA HE3aBHCHMO OT (bopMEI
cOGCTBEHHOCTH, ¢ COOTHOIICHHEM IOHATHE «uHGOpMALIUA» U (TOKYMEHTY, C MHOTO00Opa3HeM
JIOKYMEHTOB; H3yIUTb OCHOBHBIE TCPMUHbL I OIpeneIeHHUs.

Tema 3. DKCKypCHUst B IPAUEMHYIO PYKOBOIHUTCIL

3ajaua; 3HAKOMCTBO C TOPSIKOM JOKYMCHTHOTO obecriedeHnss ¥ IIPaBUIaMH
obcTyKuBaHus paboThl PyKOBOMUTEILL.

VipaxHEeHUs U 3a/IaHusL «AnKeTay, « BusurHas KapTOdKa»

Tema 4. OdopmieHHE PEKBU3UTOB. CTHIMCTHKA IENIOBOM JOKyMEHTAIMH. dopmathl
6ymaru u o [OCT P. 6 30-2003.

IIpaxTryeckas pabora: «IToctpoerue popmynapa — o6pasia ¢ YIIOBBIM K MPOJOIEHEM
PACIIONIOXKEHUEM PEKBH3HTOBY.

Bagaua: O3HAKOMHTH ydamuxcd © OCHOBHBIM HOPMAaTHBHBIM  JIOKyMCHTOM,
periaMeHTHPYIOIMM  IIpaBUia ohopMIIeHHs  YIIPABJIECHICCKIX JTOKyMEHTOB; (OpMHpPOBATH
HaBBIKH ITIOCTPOEHHS IPOCTEHIINX JCIOBBIX Gymar u JOKyMEHTOB.

Tema 5. PexBW3WTBL, IPHIAIOMEE HOKyMEHTAM JOPHUAYECKYIO  CHILY. Brnanku
noxymeHToB. [IpakTiHaecKas paGota: «AHamu3 GopMyIApa AOKyMEHTa.

3amaua: O3HAKOMHTH C TOHATHEM (PCKBH3HT? H Bugamu (opmyispa — obpasia, ¢
npaBmwiaMy  OQOPMIICHUSA PEKBU3UTOB; pa3BUBATh NPAKTUKO-OPHEHTHPOBAHHEIC HABBIKA B
pa6oTe ¢ TOKYMCHTaMH.

Tema 6. TpeGoBanHs K TEKCTY HOKYMCHTA. Hopmsl 0hHIAAIBHOTO CTAILA.

3amaua: O3HAKOMHTH ydallUXcs C BHIAMH 61aHKOB, crmoco0aMy WU3TOTOBIICHHA
611aHKOB, C TPEOOBAHUSIMH, TIPEXBSBIAEMBIMH K TEKCTAM o(HIHATHHBIX JOKYMEHTOB.

Tema 7. Pe3tomMe, 3asIBIICHHC, apToOmorpadus, aHKeTa.

[IpaxTrdeckas paboTa: «CocTaBiieHre aBToOuorpaduI.

Bamaua; O3HAKOMHTH Y4aIIUXCs C BHAMH JOKYMEHTAl} O JIHMIHOMY COCTaBy,
HAYYHTH COCTABNATh ¥ OQOPMIIATE PE3IOME 1 Zp. IOKYMEHTBI, IPAKa3bl I10 JIXTHOMY COCTaBYy.

Tema 8. JlemoBoe MHCHEMO. OTHKET JenoBoi Tepermcku. IIpakTHyecKad pabora:
«OdopmieHre CITyKEOHOTO ACEMAY.

3agava; O3HAKOMHTD y4alluXcs ¢ BUAAMU CITyKeOHBIX TTHCEM, TpeOOBaHUAME K TEKCTY
CITyKeOHBIX MACEM, HAYIUTh 0(hOPMIIATH CITyKEOHBIC TACHMA.

Tema 9. ITpuem moceTuteNnei, AenoBasi 6ecena. [IpoBeieHHAC IPUCMOB.

3anaga; O3HAKOMHTH yJamIuxcs ¢ ocoGeHHOCTAMH paboTEl CeKpeTaps B IIpUEMHOH,
cOpMEpPOBATH HABBIKH BEJICHIT JICTIOBBIX pasroBOPOB.

Tema 10. B3auMOOTHOIIEHHS] C PYKOBOJHUTEIEM H COCITY)KUBI[AMH, C IOCETHTEILMH.
tuka. PedeBoii TrkeT. BusuTHAd KapTOdKa. ITomapx.

3amaua; ChopMHpOBaTH MPEACTABICHUE O BHEIIHEM BHJE CeKpeTaps, KyIbType
paboUero MecTa, KyJIbType IOBEICHH. IIpoBecTH IPYTIIOBYIO HUCKYCCHIO.

Tema 11. YueGHEIC 3aBECHUSIMH HAJaIBHOTO H cpemuero mpodecCHOHAIBHOTO
06pa3oBaHusl, KOTOPHIE TOTOBAT BBITYCKHIKOB [IKOJI TIO CIIEIUATBHOCTH «CEKPETAPh).

3anaga: IIpoBeCTH aHKCTHPOBAHUES «ITpodeccronanbHas TOTOBHOCTEY.
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