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L. IlesteBoii pasaen o6pasoBaTeanHOl MporpaMmbl npodeccHOHANBLHOro 00yYeH s
1.1. IlosicHuTe/ILHAS 3anHCKa

OcHoBHass o6pasoBareNbHasl IporpaMma HpodecCHOHANLHOTO oOyuenus (namee -
[Iporpamma) MyHHUIIMIIANEHOTO AaBTOHOMHOTO 00111e00pa30BaTeILHOTO YUPEXKIEHHS - CperHeit
obuieobpasoBaTenbHO mwKoabl Ne 154 (nanee - MAOY COII No 154) npennasnayena mis
00yueHHs OOYYAIOIMXCSl MO  JIOJDKHOCTH — CIIYIKAIEero «Cexperapb-aIMUHHCTPATOPY, H
paspaboTaHa B COOTBETCTBHHU C HOPMATHBHO NPABOBBIMHU JJOKYMEHTAMH:

—@enepanpupiii 3akon ot 29 mexabps 2012 roma Ne 273-d3 «06 oOpa3oBaHuM B
Poccuiickoit @enepanum».

—IIpukas MunucrepcrBa 06pazosanns u Hayku Poccuiickoit Denepanuu ot 18 anpens
2013 1. Ne292 «OO6 yTBepXmeHUU NOpsaKa OpraHu3aliy W OCYHIECTBIICHHS 00pa30BaTENIbHOM
ACATEILHOCTH MO OCHOBHBIM IIPOrpamMMaM Mpo(hecCHOHANLHOT0 06yYeHHUST» .

— Ilpuka3 Munucrepcra mpocseienus P® or 14 mons 2023 roma. N 534 "O6
yreepxienun  Ilepeunss npodeccuit  paGoumx, AODKHOCTEH —CiyKammx, Mo KOTOPBIM
OCYIIECTBIIACTCS. MPOpeccHOHanbHOEe 00yueHHe" (¢ M3MEHEHHSMH M JOMOJIHCHHSMH OT 29
¢deBpains 2024 rona).

—Enunpii  kBamMOUKALMOHHBIA  CIIPABOYHHK  JIOJDKHOCTEH PYKOBOUTENEH,
CIICUHAIMCTOB U CIyXamux (pexakuust ot 9 ampens 2018 roga, B ToMm umciie ¢ HU3MECHEHUSIMH,
BCTYNHUBIIUMH B cuity 1 urosst 2018 ropa).

—IIpodeccronanbhelii cranaapt no npodeccun «CHEMUaTHCT MO OpraHHU3alMOHHOMY U
AOKYMCHTAUMOHHOMY ~ OOCCIICHYCHHUIO YNPABIEHUs OpraHu3aimued» (yTBEpxKIen IIPHKAa30M
MununcrepcTBa Tpysa M commanbHO# 3ammThl Poccmiickoit ®enepan ot 06 mas 2013r.
Ne276m).

Ioxn npodeccuonanbupiv 0bydeHnem 1o mpodeccusm pabouux ¥ JIOJDKHOCTAM
CITy’alMX MOHUMAETCsl NPOPECCHOHANBHOE OOYUYeHHe JIUI, paHee HEe HMEBIIHX npodeccuu
paboyero MM JOHKHOCTH CITYKAIIETO.

IIpodeccnonanbhoe obydenue no mpodeccHsM paGodMx, AOMKHOCTSIM CITyXaluX
HalpaBJICHO Ha INpPHOOpETEHWE 3HAHMH, YMCHHMii, HABBIKOB, B TOM YHCJE JUIS paboTel ¢
KOHKPETHBIM ~ OOOpYIOBAHHEM,  TEXHONOTHSIMH,  MOJY4YeHHE  YKA3aHHBIMH  JIHIAMH
KBa/IM(UKAMOHHBIX  Pa3ps/ioB, KaTeropuit mo mpodeccun pabodero WM JIOJDKHOCTH
Clty’Kalero 6e3 U3MeHeHHs ypoBHs 06pasoBanusi. OpraHu3arus pOPECCUOHATBHOTO 00YYEHUS
PETIAMEHTHPYETCS  POrPaMMOii  IPOPECCHOHANBHOTO OOY4YCHHS, B TOM 4YHCIE YYeOHBIM
TUIAHOM,  KaJICHAApHO-TEMAaTHYEeCKHM  IJIAaHOM, pa0OYMMH NpOrpaMMaMH  JUCHHUIUIMH U
npo¢eccHoHaTBHBIX MOJYJIEH, paclMCAHHEM 3aHSTHIH M JIOKATbHBIMH HOPMAaTUBHO MPaBOBBIMHU
aKTaMH MyHHUIMNIATBLHOTO aBTOHOMHOIO 06IIE06Pa30BaATELHOTO YUPEXKIOCHUS] - CpeaHeit
obueobpasoBarenbHOl mKoisl Ne 154 (nanee - MAOY COII No 154).

OcHoBHbIMA (opMaMH TTPOGECCHOHATLHOTO O6YYCHHS SIBISIOTCS TEOPETUYECKHE |
NpaKTHYECKHE 3aHATHS. OCOOCHHOCTBIO Pean3aliH MPOPECCHOHATEHOTO 06YYCHHS SBISETCS
CTPYKTYPUPOBAaHHE COJEPKAHUE OOYYEHHS] B ABTOHOMHBIE OPraHU3ALMOHHO- METOUYECKHE
OJIOKH — pa3ienbl.

Pasznen — nenocTtHbli Ha0Oop TMOUIeXKAIIUX OCBOCHHUIO YMEHHUM, 3HAaHWM, OTHOLIEHUN U
ONbITa (KOMIIETEHLMH), ONHCaHHBIX B (popMme TpeGoBaHHil pOo(eCCHOHATBEHOrO CTaHAApTa MO
MpoecCHH, KOTOPBIM JOJDKEH COOTBETCTBOBATH OOYYAOIMICS T10 3aBepIICHUH O0ydYeHHs
pasfiena, u NpeACTaBIIOIIMA COCTaBHYIO YacTh Oojiee oOmel GyHKIHN.

Pasnenbl  Qopmupyrorcs Kkak  CTpyKTypHas —eadHHMIA y4ebHOro IjIaHa 1o
npodeccuu; Kak OpraHW3alUOHHO-METOIHYeCKas MEXIUCHUIUIMHAPHAS CTPYKTypa, B BHJIE
Habopa pa3HBIX IHCIHUIUIMH, OOBEAUHSEMBIX IO TEeMaTHYECKOMY IIPU3HAKy 0a3oi; MM Kak
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OpPraHU3alNHOHHO-METOJMYECKAsl  CTPYKTYpHAs €IMHHIA B pamkax mpodecCHOHATbHOlM
nporpamMmel.  OOyueHHe 110 TIporpamMMme [peANoNaraeT NpPOBEACHHE aTTECTAlMH — IO
OKOHYAHHIO Y4eOHOro MOJIYrojus ¥ y4eOHOro roja MpPOBOMMTCS MPOMEXKYTOUHAs ATTECTAIH,
00y4eHue 1o MporpaMme 3aBepINAETCs MTOTOBOH aTTecTanuell B bopmMe KBaNTH(PUKALHOHHOTO
9K3aMeHa.

IIporpamma TeopeTnyeckoro oOydeHHs COCTABIEHA € YUETOM 3HAHML, MOTYYCHHBIX
obyyaromumucs B 00LIe0Opa3oBaTeNbHOH —IIKOJTE, U OpeJlyCMaTpUBaeT MNpHOOpeTeHHE
TCOPCTHYECKUX 3HAHHMH, HEOOXONMMBIX CEKPEeTapio - aJIMHHHCTPATOpy Uil MPAKTHYECKOM
paboTEHL.

XapakTepucTuka npodeccuu:

Cexperaph - aJIMUHHCTPATOP ITO CHENMAINCT, KOTOPBIH J0JDKEH 061aMaTh JCIOBBIMHA
Ka4eCTBaMU, KOMMYHHMKAOeIbHOCTBIO. CeKpeTaph BeJeT Bech IOKYMEHTOOGOPOT OpraHM3aliH,
HUCIOJIE3ysd  KOMIIBIOTCPHYIO TEXHHKY, OCYIICCTBISET JENOBYIO MHEPENUCKY, KOHTPOIHpYET
MCIIOJHCHNE TOKYMCHTOB, IOTOBHMT JIOKYMEHTBI K Claye Ha apXHBHOe XpaHenue. CeKperapb
IJIAHUPYeT pabounii JeHb PYKOBOIMTENs, CTEHOrpagupyeT COBELIAHUS U [IEPETOBOPBI,
OpraHu3yeT BCTPEYH, NIpecc- KOHPEPEHIUH.

Ha3snauenue npodeccuu:

Beimonnenue paboT 1mo opraHU3alHOHHO-TEXHHYECKOMY 00€CTIEYeHHIO e TeIbHOCTH
@IMUHHCTPATUBHO-YNIPABJIEHYCCKAX  MOJpa3ielicHuii  (PyKOBOAHMTENEH  pasHOTO  YpOBHS,
PAaOOTHHKOB aJAMMHHCTPALMM H [p.) B OPraHM3alHsX, yUpexmICHHUsX, MHHHCTEPCTBAX,
BEJIOMCTBAX, NPEANPUSITHSX, PUPMAX Pa3sHOrO MPODHIIS AESITENLHOCTH H GOPM COGCTBEHHOCTH.

1.2. llesan u 3aga4n

Heanr mporpammel — mnpodeccroHanbHoe 00y4eHHE M0 JOJKHOCTH CITy>Kalero
«Cekperapb-aIMUHHCTPATOPY.

OCHOBHBIMH 3a1a4aMH IIPOTPAMMBI SIBJISIOTCS:
-bopmupoBanne y OOYYAIOUIMXCS COBOKYIIHOCTH 3HAHMH H YMEHHH, HEOOXOIMMBIX IS
OCYIICCTBIICHAS TPY/IOBBIX NEHCTBUH M TPYNOBBIX (GYHKIHH [0 JOIKHOCTH CITY)KAIIEro
«CekpeTapb-aIMUHHCTPATODY;
-PasBUTHE y OOYYalOIMXCs MOTHBHPYEMOH MOTPEOHOCTH B MOJNyYeHHH BOCTPeGOBAHHOM
npo(heccuu, B OPraHM3alMK CaMO3aHITOCTH Ha PhIHKE TPY/Ia;
-OKa3aHWe O00Y4YalOlMMCS NPAKTHKO-OPHEHTHPOBAHHOH TNOMOIM B  HPOGECCHOHATLHOM
CaMOOMPEIETICHUH, B BBIOOPE IIYTH MPOI0JKEHHS NPO(ECCHOHANTBHOTO 06pa30BaHHsL.

OOyyaromuMmesi, yCIelHO CAAaBUIMM KBaIM(HKAIMOHHBIA 5K3aMeH 0 pe3yJbTaram
NpO(ECCHOHANBLHOTO  OOyYeHHsI, BBIJACTCS  CBJIETENBCTBO  YCTAHOBJIEHHOTO obpasma.
OOyuarouecs, He  claBmde  KBATM(DUKALMOHHBIA  3K3aMeH, NOJIYy4YaloT  CIpPaBKY
YCTaHOBJIEHHOTO 00pasiia.

B y4eOHOM mpomecce HCmoONb3yeTcss MaTepHalbHO-TEXHHYecKas 06a3a H KaJIpOBbIE
pecypcsl MAOVY COIII Ne 154.

1.3. Kareropuu o6y4aromuxcsi. Cpoku ocoenus [Iporpammer

Kareropus oGyuarommxcs. [lporpamma mpodeccHoHambHOro o0y4yeHus 10
MOJDKHOCTH ciyxamiero « Cekperapb-aIMHHHCTPATOPY aJpeCcOBAHA JIMIAM, HMEFOIIHM OCHOBHOE
obmee oOpasoBaHMe, BKJIIOYAs JIMI[ C OFPAHHYCHHBIMH BO3MOMKHOCTSIMH 30pOBbSl U
MHBAJIHIHOCTBIO.

®opma obyueHns, npumMensieMbie B pamkax o6yuenns o Iporpamme — ounas.



Cpok ocBoeHHMs NpPOrpamMMbl, PEXKHM 3aHSATHH: CPOK OCBoeHHs [IporpamMMmbl
npodeccuoHanbHOro 00yYeHMsI MO JIOJKHOCTH ciryxaiiero «CeKpeTapb-aIMHHHCTPATOP»
cocrasiisieT 1,5 rona.

O6wee konmuuecTBo vacoB no [Iporpamme: 108 yacos.

N3 nux:

- 1 rog oOyuenus: — 72 yaca

- 2-i ron oOyuenust — 36 yacos

Pe:xxum  3amsiTmii.  PexuMm  3aHaTHil  ompesgensercss  CTPYKTYpoil  y4eGHOro
(TeMaTHUECKOro) IIaHa U paclucaHHueM 3aHsTHH.

3ansTue: 2 akaJIeMHUYECKUX Yaca C IepephiBoM 15 MUHYT.

[Tpono/KMTENBHOCTL OJJHOTO aKaJeMHYECKOTro Yaca coctaniisieT 40 MUHYT.

[lepuonnynocts: 1 pa3 B HezelIO.

1.4. ®opma arrecranuu. JlokymeHT 06 ocBoenunu [Iporpammel
®opma UTOroBOMH aTTeCTALMH — KBATH()UKAIMOHHBIN JK3aMeH.
KBanmuduxanus, npuceaupaeMasi BbIyCKHHKAM 00pa30BaTe/IbHON MPOrpaMMBI:
CeKpeTapb — aIMUHUCTPATOpP 3-€ro paspsja.
BriiaBaemblii JOKyMeHT — CBUIECTEIHCTBO YCTAHOBJIEHHOIO 00pasia.
CooTBercTBHE oOmUcaHus KBaIM(UKAIMM B NPO(PECCHOHAILHOM CTaHAapTe C
TpeOOBaHHUAMH K pe3ysibTaTaM IOArOTOBKH I10 IPorpaMme npoQeccHOHATLHOr0 00yYeH s

O0600meHHbIe TPY10BBIE PYHKIHH TpynoBbie yHKIHH
KOJl | HaMMEHOBaHHUE YPOBEHb HalMEHOBaHHE KOJT YPOBEHb
KBaTH(UKAIIH Y] (momypoBeHb)
KBTU(DUKAIHH
A | OpranuzannoHHoe 3 ITpuem u pacnpenenenne | A/01.3 3
obecrieyeHue Tesie()OHHBIX 3BOHKOB
JACATEIIBHOCTH Opranu3arus A/02.3 3
Opranu3sanuu pabOThI C MOCETUTEIISIMH
Brimonnenune A/03.3 3
KOOPIUHHUPYIOUINX H
obecrneynBaronmx GyHKIUN

L.5. [Lnanupyemble pe3yJibTaThl 0CBOEHHS POrPAMMBbI PO(ECCHOHAILHOI0 00y YeHHUsE
OcHoBHas  uenb  BuAa  NPO(ECCHOHANBHOW  AESTENBHOCTH:  peanm3als
obecnieynBaromux (QYHKIHHA yIOpaBlIeHHs OpraHu3amueil, BHEAPEHHE Jy4lIMX TEXHHYECKHX
pa3paboTOK W HOBEHIIMX TEXHOJIOTHH B 00ECIICYCHHE YIIPABJICHHs OpraHU3alUei.

Onpenesenne pe3yjibTaTOB 0CBOCHHSI IPOIPAMM MPO(PECCHOHAIBLHOTO 00y YeHUsI Ha
OCHOBE NMPO(ecCHOHAIBHOr0 CTAHAAPTA

IIpodeccuonanbHbIH IIporpamma npodgeccHoHATLHOTO 00y4YeHUs!
CTAHJAPT

Bun npodeccruonanbHoi OpraHuzanuoHHOE | JIOKyMEHTaIHOHHOE o0ecrieueHue

NeATENbHOCTH YIIpaBJIEHUS] OpraHM3alMsAMH JIIOOBIX OPraHU3AIMOHHO-TIPABOBBIX
hopm

O0o001meHHas Tpyi0Bast Opranu3annoHHOE 00ECTICUEHHUE IeSITEIbHOCTH OpraHUu3aluH

byHKIUS

TpynoBast GpyHKIUS [ [puem u pacnipesiesieHne TeneOHHBIX 3BOHKOB OpraHM3aliu
Opranuzanust paboThl C IOCETUTEISIMH OPraHU3aluH
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BbInosTHEeHHE KOOPIMHHPYIOIHX 1 obecneunBaromux GyHKIHii

Tpynosoe neiicteue

[lepenanpaBieHre  Tene(OHHBIX  3BOHKOB PYKOBOJICTBY |
COTPYJJHHKaM OpraHu3aluu

PCFHCTpaHI/Iﬂ INOCTYIIaroUIuX TCJ'IC(i)OHHbIX 3BOHKOB

[lonmyyenne  Heob6X0mUMOId uHpopmMauu  u nepeaya)

Ao rrrArrYr A

SRS S e 1 e el st
CGHKLHTHNPObaiion nnywovpmalmy 110 LCJICPOHY

Berpeua mocetureneii, nomyuenue nepBauHOlM uHOpMaIHH O
[IOCCTUTENIIX ¥ TIOMOIb B  OpraHM3alMd HUX NpHeMa
PYKOBOJIUTENIEM U COTPYIHHKAMH

Beienue xypHaia yuera nocerureseit

Yder nocerutesieli 1 0opopmIieH#e MpONyCcKOB

ConelicTBue  omepaTHBHOMY PacCMOTPEHHIO  TMPOCckd W]
[IPEJITIOKEHU M [TOCeTUTENEH

[lpuem u mepemaya JOKYMEHTOB MOCETHTENCH PYKOBOJCTBY H|
COTPYJIHUKAM OpraHu3al{u

Opranusanus 1 6pOHHPOBAHUE TIEPErOBOPHBIX KOMHAT

CepBHpoBKa yaitHoro(koeiftHoro) crona B opuc

[Ipurorosnenve manuTkoB (Waii, kode, [IPOXJIAJIUTEIIbHBIE
HaITUTKH )

Besienne xypHana pa3besi0B pabOTHHKOB OpraHu3aIlHi

Koopaunanus paboTsl KypsepoB H BouTe Nt OpraHu3aIuu

Benenne  skypHana  pasbe3nioB  Kypbepos OpraHu3aly u
MapLIPYTOB BOAUTENEH

CocraBiieHHe CMIPaBKH O pasbe3lax paGOTHUKOB, KYpPbEpPOB H
MapUIpyTax BOJMUTEJEH OpraHu3aluu

'YMenue

Mcnonb3oBath TEXHHUYCCKHE U IpOorpaMMHBIE CpeAcTBa s
TIPDOBCIICHUST I'OJIOCOBOM MIIHA BI/II[CO-KOH(i)epeHII-CBSBI/I

llcrionb30Bath cpescTBa  KOMMYHHKAIMOHHOM OpPITEXHUKHU IS
[IOJTyYeHHs] M Iepeadn HHPOpMaIUH

BecTu yueTHble perucTpaudoHHBE (OPMBI, HCIOTB30BATH X
VISl MHPOPMAIIMOHHOM paboTh

YCTaHaBnMBaTh KOHTAKT C COGECEIHHUKOM, HOJUIEPKUBATh U]
[Pa3BUBATD /IEJIOBYIO Oece/ly B MPOIlecce Tesle)OHHBIX HepPEroBOpoB
CriaxuBath KOH(IIHKTHBIE U CJIO>KHBIE CHTYyaluHy|
MEXITMYHOCTHOTO B3aHMOIEHCTBHS

Cobmonate cityxeOHbIi STHKET

O6marscs ¢ moceTuTeaIMH

[lcronb30BaTh  yCTAHOBNEHHBIE TpaBHIA W IPOLIEYPH]]
[KOMMYHHUKAIIUUM  BHYTPU OpraHU3aluH

BecTn yueTHble GOPMBI, HCIOB30BATE KX JUIS paboThI

Co3/1aBaTh  110JI0KUTEIBHBIA HMHDK OpraHH3aIlHH, IIPUHUMATH]
MEPBI 10 _pa3pelICHAUIO KOH(IUKTHBIX CHTyaIHit

[ [puMeHsTE HHPOPMALHOHHO-KOMMYHHKAIIMOHHBIE TEXHOIOIHH
ObGecneynBath KOH(PUAEHINATEHOCTE uHpopmanmu

COCTaBIIATh M BECTH yYETHBIE JOKYMEHTHI

[ IpumensTH cpelcTBa KOMMYHHKAIIHH JUs]|
[ICpCadn  NOPYYCHHH  pPYKOBOJMTENS M  COTPYIHHKOB
OpraHu3anuu

[IpuMEHSTh  COBpEMEeHHBIE —CpencTBa cbopa, obOpaboTku
[epegadn HHGOpMaIuu
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OL[CHI/IBaTI) PE3yIbTaThl B paMKaXx MOCTABJIIEHHBIX 3aaa4y

OCyLIECTBIATE KOHTPOJIbL MCIOTHEHHUS] MOPYYEHUH PYKOBOIUTEIS
COTPYHUKaMH

SHaHue

(DyHKIMH, 33]1aU1, CTPYKTYpa OPraHU3aI|H, €€ CBSI3H

[Ipasuna  B3aumopmeiictBus ¢ maprHepamm, KITUEHTaMH,

CPCAliDaM I MavoUDUK nanUpM‘aU,l/lld

DTHKA IE€JI0BOT0 OOIIEHUS

HpaBHna PEUYCBOI0 d3TUKETA

TpeboBanus oxpausl Tpya

[ [paBuiia 3a1uThl KOHQHUAEHIIHATLHOM CI1y)KeOHOM nHpOopManuu

[ [paBuiia OpraHn3annm npreMa rnoceTuTeNe

[ IpaBuiia genoBoro obmeHus

CTpykTypa  oOpraHmsauuu wu pacnpenenenne  GyHKImii
MEIKY CTPYKTYPHBIMHU IOJIpa3/ieSICHUSIMH U CITCIHATHCTAMHA

[ [paBuiia opraHu3aIuy pueMoB B oduce

[ [paBuia cepBUpOBKH YaiftHOTO (kodeitHoro) crona

[ IpaBiia IpUrOTOB/ICHNS M O/IAYH FOPSIMX HAMTHUTKOB K 3aKyco

K HUM

COI{Cp)KaHI/IC IIporpaMmaI HpO(i)CCCI/IOHaJILHOFO O6y‘ICHHH OIIpE€NCIIICTC Ha OCHOBE

TpeOOBaHHi

NpO(ECCHOHANBHBIX  CTAHAAPTOB  (NpH HAIMYMM) MM YCTAaHOBJICHHBIX

KBaIM()HKAMOHHBIX TPeOOBAHUIA.




II. ConepskaTenbHblii pa3aen 06pa3oBaTe/IbHOI NPOrpaMmMbl NPodeccHOHATLHOT0
o0yueHust

2.1. Conepskanue NporpamMmsl NpoecCHOHAILHOr0 00yYeHHUsI

Pazpen I. Oax

1.1. OcHOBBI peJaKTHPOBAHHS JOKYMEHTOB.

Teopust. Kynbrypa 4wenoBexka u KynbTypa peud. OCHOBHBIE (YHKIHH SI3bIKA.
B3anMocBsi3b KyJbTyphl uesnoBeka M KyJlbTYpbl pedd. HopMaTWBHBIN, KOMMYHHMKATHBHBIA H
STUYECKHUii aCleKThl PEYEBON KyNbTyphl. DYHKIHOHANLHBIA CTHIH PYCCKOTO JIMTEPATYPHOTO.
Cruimn peun. OCHOBHBIE 4epThl, 0COOEHHOCTH W NPH3HAKK BCeX cTuieil. HopMsl pycckoro
peuesoro stukera. Opdosnus, opporpapus. Cuarakcuc u myHKTyauus. [IpuHuuns: 1 QyHKIEN
pycckoii myHkTyanud. CMmblciioBas posib 3HaKoB npenuHaHus. Crnoco6bl oQopMIIeHHS dyXOoii
peyH.

IIpakTuka. Hanucanune TexcTa oa MMKTOBKY. AHaIN3 TekcTa. PelakTHpOBaHME TEeKCTa.

1.2. lenoBas KyJbTypa.

Teopust. Nmuiok cexpetaps-aqMuHucTpaTopa. JIMYHOCTH ceKpeTaps M €ro poib B
JCATENILHOCTH COBPEMEHHOM oOpranusanuu. JIOJDKHOCTHAsT MHCTPYKUUS. JleJOBble M JIMYHBIE
KadecTBa cexperaps. Jlenosas xeHmuHa-npodeccrnonan. PaGodee mecto cexperaps. DTHKET B
ci1y)eOHpIX oTHomeHusX. KopnopaTuBHas KyJbTypa, (UPMEHHBIH CTHJIbL OpraHH3allUH.
Cayxebnast BepTuKanb (OTHOLIEHMs B cHcTeMe «PykoBomutenb- nmomuuHeHHst). CiyxeGHas
rOpU30HTANb (OTHOLIEHHE B CHCTEME Kojulera- kojutera). Ciyxebuas cy6opaunarnms. HopMe! u
paBuJia OTHOIICHUH COTPYIHHUKOB C NPEJCTABUTENAMU CTOPOHHUX OpraHH3allii, MapTHEPAMH,
KIeHTamu, nocetutesissMi.  CyOopauHanus. OMOLMOHAIBHO- HEWTpPaIbHBIH  JEJOBOM
xapakrep. KoHpuaeHnaibHOCTS.

IIpakruka. Jlenosas urpa: «Opranusanus COBEIIAHU

1.3. OcHOBBI 1€JI0NIPOU3BOACTBA

Teopus.  JloxymeHnTanuoHHOe — oOecreyeHHe  YIpaBIEHUYECKOH  JeSTEIbHOCTH.
Cekperaphb B cTpykType ynpapieHus. HopmaTHBHO-MeTo/mueckas 6asza JeNONPOU3BOIACTBA.
OcHOBHBIE TEPMHHBI BJIEJIONPOU3BOJCTBE. 3a/jaul  JICJIONPOM3BOACTBA.  TpeboBaHme K
odopmiennto  jokymentoB Ha ocHoBe I'OCT. JlokymenTtupoBanue. JIOKYMEHT, BH/IBI
JOKYMEHTOB, WX Kiaccuukauus. PexBusutel NokymeHTOB IIpakTuka. AHammM3 JOKyMEHTa,
NPUHIHMII [OCTPOCHHs. brnanku noKymeHTOB. PekBH3UTBI OKyMeHTa. J[OKyMEHTHpOBaHHE,
BUJIBI U criocoObl. TpeGoBanust k TeKcTy mokymeHTa. TpeOOBaHHUS K M3TOTOBJIEHHIO JOKYMEHTA.
3auer «HopmartuBHO-mMeTO/MYecKas Oa3a jenonpousBoicTBa. TpeboBaHue K O(OPMICHHIO
JIOKYMEHTOB.

1.4. Texnuka mamuHonucu. Pazgen Ne 1 «Cienoii» qecsiTHIANbIEBbIH METO
neqatu Ha IIK. Teopus.

OCHOBHBIE IPUHIHUIIBI «CJIETIOTO» JECATUNANBLEBOr0 METOJa NevaTH Ha MHINyIIeit
mampake u IIK. [losuuuu nansueB Ha KiaBmatype. JIOKYMEHT, BHABI JOKYMEHTOB, HX
KJaccudukanus.

PexBusutel nokymentoB. 3Haku mpenuHaHus. Apabckue mupsl. KommdecTBeHHBIE,
NOPsAAKOBBIC YncauTeNbuble. Hymepanus nynkros. Pumckue nngper. Hanucanue nar

IIpaktuka. OdopmieHne IOKyMeHTOB. [leyaTh  JECATUNANBIEBHIM  METOJOM.
Odopmenne rpanuit. Ilons gokymentos. VeranoBka noseit. [Ipaktuueckue 3ananns. «OTpaboTka
neyaru Ha kiasuarype. Habop texcro» «OdopmieHue n0KyMeHTOB. IledaTh Jec THIATBIIEBHIM
METOJIOMY. 3a4eT.

1.5. Texnuka mamuHonucu. Pazaen Ne 2. U3sydenue TeXHHKH nedaTH

Teopusi. Ocoenune npuemMoB TexHHKH mucbMa. O6pabOTKa KPHITOPaMM TINIACHBIX
OykB. Odopmitenue 3aroJIoBKOB ¥ 11013aro10BkoB. Hymeparus crpanui. TekcTOBbIE COKpAIIEHHSI.
Ilpsimast peun, nmuratbl. OdopmieHne NpuMedaHnil, NpuioxeHui. McrmpasneHne omuGOK.
HUcnpaenenne ommbok Ha IIK O6pabortka kpumnrorpaMmm OyKB OCHOBHOH MO3HIMH MAJBIEB.
Kpunrorpammel rinacueix OykB. IledaTb ciioroB «corsacHas — riacHas - 2 COINIACHBIX», «2
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COIJIaCHBIX - [JIaCHasi - CorjlacHas», paboTa co CJIOTaMHTHIIA - «COTJIaCHAs - COTJIaCHAs! IJIaCHAasy.
Kpunrorpammer ocHoBHO# nosunuu nanbues. O6paboTka KpunTorpamMm GyKB Beel KJIaBHATypbL.
Ileyars cioros, meyarb 1BYX - M TPeXOYKBEHHBIX KOHEUHBIX OykBocodeTaHuit. OQopMmieHHe
MalIMHONUCHBIX  paboT. Tabmuuel. OdopmieHne H  H3rOTOBICHHE TaGJMYHBIX  (GOpM
JOKyMeHTOB. [IpaBuiia BBIOTHEHHS CIIOKHBIX TaOJIHIL

IIpakruka. PaboTa ¢ TekcToBbIM JI0KyMeHTOM. Habop Tekcra mon aukroBky. PaGora c
tabninamu. OQopMileHHE U H3TOTOBJICHHE TAOIHYHBIX (POPM JOKYMEHTOB.

1.6. Texnuka mamuHonucu. Pasxen Ne 3. Ckopoctb neuarn

Teopust. Onpenenenne ckopoctu neyatu. CKOPOCTh 1eyaTh U kadecTso pabor Ha I1K.
[IpaxTuka. Habop Texcra Ha ckopocTs. KadecTBennblit Habop TekcTa.

Pazgen II. ABromatuzanus OY

2.1. OducHoe o6opyaoBanue.

Teopus. OpranusanuoHHas TeXHHKA. BHIBI 1 yCTPOHCTBO OpraHM3allMOHHON TEXHUKH.
Kcepokc.  ®axc. Ilpuntep. Ckanep. IlepcoHanbHbiii KommbioTep. MybTHMEIHITHOE
obopynosanue. IleyatHoe M MHOXHTeIbHOE 00OpyHOBaHHe. J[EMOHCTpPAIMOHHAS TEXHHKA.
Cucrema cs3u. MynpTumenna. CkaHUpOBaHUE H300paXKeHHUIA.

[IpakTuka. Pabota ¢ oprrexuukoii (opucHsIM 060pynoBanuem). CKaHUpOBAaHUE

2.1. DnekTpoHHbII oduc.

Teopus. Oducnrie npunoxenus. JIONMONHUTENbHBIE BO3MOXHOCTH. AMIIEPAHTHOE
obecrieyeHne NepcoHanbHOro kommbtotepa. OnepanuonHas cuctema Windows. CiryxeGHbIe
nporpammbl. TekcrtoBreiii penaktopMS Word. Penmaktop anmexkrponnsix Tabmun MSExcel.
[Iporpamma MSPowerPoint. TectoBrrii penakrop MS Word. 3amyck u nauano pa6otsl. Beoau
pelakTupoBanue Tekcra. ®opmarupoanue Texcta. Odopmienue crpanun. Odopmienue
JOKYMEHTOB ¢ momouipio tadymspa. Odopmienne GIaHKOB JOKyMEHTOB. MEHIO M OCHOBHBIE
noustuss MS Excel. Onexrponnass tabnmua. 3HakomcTBO ¢ skpaHoM MS Excel. ITanenu
uHCTpyMeHTOB MS Excel.BBoa M penaktupoBannme NaHHBIX. AHaiu3 ¥ 06paboTKa JaHHBIX.
[Ipesenranus MS PowerPoint. Bosmoxsoctu MS PowerPoint. Crnaiinsl. PaGota ¢ TekcTtom.
OJNeKTPOHHBIEIOKYMEHTHI H HX XpaHeHHe. DKCIEPTU3a [IEHHOCTH JIOKYMEHTOB.

[Ipaktuka. PaGora ¢ Ttabmunamu u rpapukoir. OdopmieHue mnpeseHTamud B MS
PowerPoint.

Pazpueun II1. IIpodeccnonanbupliii Moy 1b. [le10NpOU3BOACTBO B OPraHu3alHH

Teopus. CoctaB ynpapieHYECKHX JOKYMEHTOB opraHusanuu. OpraHu3alHOHHbIE
JOKYMEHTBI PacmopsiurenbHble JTOKYMEHTHL. MH(QOPManMOHHO - CHpaBOYHBIE JOKYMEHTEI.
Henosas nepenucka. IlpaBuna odopmieHHs, CTPyKTypa M BHIBI JEJIOBBIX [HCEM.
JlokyMeHTalKs 1Mo JOrOBOPHBIM NpaBOOTHOMIECHKsM. Opranusamusi pabGoThl ¢ JIOKYMEHTaMH.
Opranusauus J0KyMeHTo000poTa. Perncrpanus 1okymenToB. Tekyluee XpaHeHHE JOKYMEHTOB.
Homenknarypa nen. ApxupHoe XpaHeHHe JOKYMEHTOB OCHOBHbBIE DEKBU3MTBI H TPeOOBAHHS K
odopmiieHuto  10roBopoB.  JIOKyMeHTBI — npeanpustus —Knaccuukamus — JOKYMEHTOB
ynpaBjieHuecKoi gesitenbHOCTH.  YeraB.  Ilonoxenms. IlltatHoe pacnucanume. [lpaBuna
BHYTPCHHETO TpPYJIOBOr0 pacmnopsiaka. YkaszaHus. IlocranoBnenus. Ilpukasbsl 1mo OCHOBHOI
nesitenbHOCTH. Beimucka wu3 npukaszos. Pacnopsokenue. Pemenue. [lporoxon (monmHsmi u
kpatkuif). Akr. Cnpasku. Jloknagnas 3anucka. OObsCHUTENbHas 3amucka. Tenerpamma,
Tenedonorpamma. PexBusutbl muceMa. ITucemo-npock6a. ITuckmo-oTet. IlpurnacurensHoe
nucbMo. ConpoBopuTenbHoe muchMo. IluckmMo - coobuenue. ITucpmo-otkas. KpenurHbiit
norosop. Jlorosop xpaxenus. Jloropop nmocrasku. JloroBop npokara. Kommepueckuii 10rosop.
onsitre "m0KyMeHTOO0OPOT" M pa3sBHTHE €ro HOPMATUBHON METOMMYECKOH periaMeHTaIHH.
XapakTepucTHKa JTOKyMEHTO0OOpOTa. DTanbl IBMXEHHS W HOPSIOK 06pabOTKH JOKYMEHTOB.
Pabora ¢ Bxonsmumu JokyMeHTaMH. DTanbl 00paboTKH J0KyMEHTOB. KOHTPONb HUCIIOTHEHHS
JOKYMEHTOB. Perucrpanus 10KyMeHTOB, BHABI perucrparuu. OnpejiesieHre CpoKOB XPaHEHHS.
[opsinox Bbimauu nen. IMoaroroska jgen u nepenaya B apxus. Gopma onucy u akThl. Ilepenaua
nen B apxuB. PaboTta ¢ KoHQUIEHIIMATBHBIMU JIOKYMEHTAMHU
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[Ipaktuka. CopTHpoBKa HOKYMEHTOB 1o Kiaccudukanun». CocTaBieHHe MITaTHOro
pacrucanusi. Pabora ¢ pacnopsauTenbHbIMEH JJoKyMeHTamMu. CocTaBienue HH(GOPMAIHOHHO -
cnpaBo4HOM A0KyMeHTauuu. Odopmienue nenoBsIx nuceM. OpopmileHHe THIOBBIX JOIOBOPOB.
Paborta ¢ ucxomsmumu W BHYTPEHHMMH JOKyMeHTamu. OdopmieHHe HOMEHKIATYpBI el
OdopmiieHre TOKyMEHTAIMH /ISl apXUBa.

Pazpen I'V. CnennanbHplii Moxyas. Kagposoe o6ecniedenne

Teopusi. Tpynosoii konexc P®. Tpynosoii noroBop, ero sakmouenue. OpopmieHne
Tpy10BOro 1oroBopa. CTpyKTYpHBIH NpuKa3 110 NPeINpHSITHIO. 3HAYEHHE TPYA0BOrO J0rOBOpA.
3akiroyeHHe TPYJOBOTO JOTOBOPAa Ha ONPEENICHHBIA M HEONpeIeNeHHblii cpok. OCHOBHLIE
PEKBHM3UTBI TPYAOBOrO J0roBopa. TpymoBele mpaBa M 00s3aHHOCTH paGOTHUKOB. Ilopsiok
npuema Ha paboty. JIoKymeHTHl mpu npueme Ha paboty. ABroGuorpadus. XapakTepuUCTHKA.
3asisiienue. Pestome. Ilpukas o npueme Ha paboty.IIpoctoit u cnoxublit npukas. TecTHpoBaHuUe.
IlepeBon Ha apyryro paboty. Ilpexpamenue TpynoBoro aorosopa. IIpukassl 0 MOONIPEHHH H
HaJIOXKEHHH B3bICKaHWH. JIM4Has KapTovka, HOPANOK OGOpMICHHS W XpaHeHMe. Ilopsok
BEJICHHsI TPYIOBBIX KHMDKEK. BeleHue JMYHBIX NeI, OCHOBHBIE JOKYMEHTEL.

IloaroroBka IOKYMEHTOB K apXHBHOMY XpaHEHHIO. lleHcHOHHBIA QOHI: clada
OTYETHOCTH H IOKYMEHTeI opopmienus nencuu. OGopmiieHre apXuBHBIX CIIPABOK.

IIpaktuka. CocraBnenue TpyaoBoro porosopa. CocraBlieHHe NPUKA30B. 3amoHEHHE
JMYHOW KapTOYKH. 3allOJIHEHHE TPYAOBBIX KHIDKeK. CocraBieHue otdeTHOCTH. CoCTaBjeHue
npukasa. CocraBnenue akra. CocraBienue MHcTpykuuu.

Pazgen V. KoncyabTanun
Koncynbranuu nposojsrcst mns oOydarommxcst 1o IlporpaMmme B TedeHHE BCEro
nepuozsa oOyveHHs W 1Mo HMToraM 1 rona oOydeHHsI mepe] NMPOMEXYTOYHOM aTTecTalHeil.
Koncynbramuu no usy4eHHOMY MaTepHaiy, IpOJODKEHHIO TPO(ECCHOHATBLHOTO 06pa30BaHMs,
TpynoyctpoiictBy. IloaBenenue HTOroB TeopeTuyeckoro obydeHus (6eceia, TeCTOBBIH KOHTPOJIb

u 1p.)

Paznen VI. Arrecranus
6.1. Ilpomexxyrounas arrectanus. /lupdepenumupopannslii 3auer
6.2. MHroropas arrecranus. ATrecTais OOy4alOUXCI B COOTBETCTBHH C
NpOQeCcCHOHANBHBIMU TPEOOBAHUSIMH M KBATH()HKAIMOHHON XapaKTEPHCTHKON JIOJKHOCTH
ciyxaiero «CekpeTapb- aIMHHHCTPATOPY.
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2.2. Y4eOublii mjiaH
B yueOHOM maHe oToOpajcaeTcs JIOTHYECcKasi MOcClieI0BaTebHOCTh OCBOCHHUS pa3/eos,
obecrieunBaOmMuX GopMUPOBAHHE KOMIIETEHIIHIA.
YkaspiBaeTcs o01Iast TPyJI0EMKOCTh Pa3ielioB, MOYJIEH.

No i/m HaunmenoBanwue pasieson Bceero B Tom uncne ®opma
4acoB | Jlekuuu } [TpakTuka { Camoct.pabota KOHTPOJIsI
1 roa obyuenus
1. ObmenpodeccHoHanbHBIIIMOLY I 42 16 22 4
1.1. |OCHOBBI peIak THPOBAHUSI IOKYMEHTOB 8 4 4 - TectupoBanue
1.2.  lenoBas kyibTypa 2 2 - - Jlenosas urpa
1.3.  |OCHOBBI [1eJTONIPOU3BOACTBA 10 B S 1 3aver
1.4.  Texuuka mammuonucu Paznen Nel 14 4 8 2
1.5.  [Texnuka mammuomnucu Pasgen No2 8 2 5 1 o
BaJlaHHs
1.6. [Texuuka mammnonucu Pasznen Ne3 - - - -
II. ABTomMaTuzanus QY 2 1 1 - -
2.1.  |Oducnoe o6opynosanue 2 1 1 - Onpoc
2.2.  [DNeKTpOHHBIH oduc = : = . 3
III. TlpodeccuonanbubIi MOIYIbL 18 7 9 2 I IpakTiueckue
3.1  Jlenonpou3BOACTBO B OpraHu3aluu 18 7 9 2 3ajaHus. 3a4eT
IV.  (CnenuaJnbHblii MOXYJIL 6 2 4 -
4.1.  [Kagpooe obecrieyenne 6 2 4 - 3auer
V. KoucyabTauuu 2 - 2 -
VI  |AtrecTanus 2 - 2 -
6.1.  [IIpomexxyrounas arrecTanus 2 - 2 - 3auer
6.2 1toroBast aTrecTanus - - - - -
Hroro 1 roa 72 26 40 6
2 roa oby4ueHus
1. O6menpodgeccHoHaILHBIAMOAY b 16 2 10 4
1.1.JOCHOBBI pefak THPOBaHHMS JOKYMEHTOB 4 - 2 2 TectupoBanue
1.2 }JlenoBast KyibTypa - - - - -
1.3.JOcHOBBI f€10NIPOU3BOACTBA 4 - 3 1 TectupoBanue
1.4 [Texnuxa mamunonucu Paznen Nel - - - - -
1.5.Texnuka Marmumuonucu Pazien Ne2 2 - 2 - IIpakTHueckue
1.6 [Texnuka matmmnomnucu Pasmen Ne3 6 2 3 1 3ajaHusl. 3a4eT
11. ABToMaTu3zanusa QY 2 1 1 -
2.1./0¢ucnHoe o6opymoBanue - - - - -
2.2 DNeKTpOHHBIH 0HC 2 1 1 - Omnpoc
IIL.IIpodeccrnonansuplii Moayan 10 4 S 1 [IpakTuyeckue
3.1/1enonpou3BOACTBO B OpraHU3aluH 10 4 5, 1 3a1aHMs
IV.CnenmansHb1it MOLYIL 4 2 2 -
4.1 Kanposoe obecrieuenne 4 2 2 - TectupoBanme
V. Kouncyabranmu - - - -
VI ATTECTALUS 4 - 4 -
6.1.1IpomexyTounas arrecTanus - - - -
6.2.[MtoroBas aTrecranus 4 ) 4 i KB&TM"KMHO
HHbIHM 3K3aM€H
Hroro 2 romy 36 9 22 5
I Hroro 108 35 62 11




2.3. TemaTH4eckoe MJIaHUPOBAHHE

psna KinaBHaTypsl. 3Hak "deprouka". A6Gzan. Msydenue YETBEPTOrO
pifa  KIaBuaTypel. 3HAKA NpeNUHAHHS. ApaGckme  HHQPDI.
KonwyecTBeHHble, MOpPSAOKOBBIE  YHCIHTENBHEIE. Hymeparus
NyHKTOB. Pumckue mudpel. Hanucanue nar.

IIpakTuyeckas paGora: «Odopmienune AoKymMeHTOB. Ileuarsn
AECATHIAIbLEBLIM METOX0M»

Haumenosanue pasne |Comepxanue y4eOHOro martepmajia, jabopatopubie paGoTnl U | O6bem
JIOB H TeM NMPaKTHYeCKHE 3aHATHS B Hacax
1 —— 3
UOIIENPOQPECCHOHATBHBIN MOIY.JIb
OCHOBbBI peIAKTHPOBAHMS JOKYMEHTOB 8
Kynbrypa yenosekan |OcHoBHBIE (QYHKUMH $13bIKA. B3anMOCBS3D KYJIBTYPBl 4ellOBEKa M <
KyJIbTypa peuu KyJIbTYpbl pe4n. HopMaTHBHBIM, KOMMYHUKATHBHBIA M STHUCCKHIL
aCIEKThl PEYEBOH KYJIBTYPBI.
OyHKIHOHATILHBIN Crunm peun. OCHOBHBIE YepThl, 0COGEHHOCTH M IPHU3HAKH BCEX o
CTHJIU PyCCKOTO crusieil. HopMbI pycckoropedeBoro stukera.
JIATEPaTypPHOTO
JenoBas KyabTypa 2
Wmupx cexperaps JIAYHOCTL CceKkpeTapst W €ro poib B JEeATeIbHOCTH COBPEMEHHOIM 1
opranusauud. JIOKHOCTHas WHCTPYKUMS. JIeJOBblE M JIHYHbIC
Ka4gecTBa cekperaps. JlenoBas sxeHIquHa-npodeccuonan. PaGoyee
MECTO CeKpeTapsi.
Oruket BemyxeOHbIX | Kopnopatushas KyJnbTypa, (GUPMEHHBIH CTHIb OpraHH3aIHH. 1
OTHOLICHUSIX CnyxebHass BepTHKaib (OTHOIIGHHS B CHCTEME «PykoBoauTEND-
noaynHeHHbi). CiyxeOHass ropusoHTanb (OTHOLIEHHE B CHCTEME
Kojutera-kojuiera). CiyxebHas cybopaunanus. Hopmel u [IpaBuIIa
OTHOIICHUH  COTPYIHHKOB C  IIPeICTABHTEIISAMH CTOPOHHHUX
OpraHu3anui, HapTHepamH, KIIMEHTaMH, IIOCETUTEJISIMH.
CyGopaunanms. OMOLHOHATBHO-HEHTPATBHBIA 1€T0BOI XapakxTep.
KonpunennuansHocTs.
OcHoBBI 1€10POM3BOACTBA 10
HoxymentupoBanue. |OcHOBHBIE MOHSTHS. THIOTOrHs JokyMeHToB. PopmaTel Oymaru u 10
JIoKyMeHT, BUabI nojist. O6mue TpebGoBaHUS K COCTABJICHHIO JIOKYMEHTOB. bianku
JIOKYMEHTOB, HX JIOKYMEHTOB. PekBU3HTBI loKyMeHTa. JJOKyMEHTHpOBaHHE, BUbI H
KJiaccuuKanus. criocoObl.  TpeboBaHHsT K TEKCTY JOKyMeHTa. TpeboBanus x
PexBu3HTEI H3TOTOBJICHHUIO JIOKyMeHTa. MynbTHMenuitHOe 060py10BaHHeE.
JIOKYMEHTOB IIpakTuyeckass pabGora: «TpeGoBaHus K  COCTABJICHHIO
AOKYMeHTOB. JlokyMeHTHpOBaHHEe»
Texnuka MammuuonucH
Pazoen Ne 1 «Cnenoit» decamunanvyesnii memod newamu na IIK 14
Ocnosuble npuHIUnel | U3ydenue knaBuatypel. OOmme mnpaBmia paboTl. OCHOBHBIE 8
«CJIETIOTO» OPUHOMIIBL  [I€YaTH  JECATUNAIBIICBOIO MeToAa. lloHsTtue o
JECATUNIATBIIEBOIO JECSATUNIANBLIEBOM CJIETIOM METOJIE IMCHMA.
METOoJa IevaTy Ha IIpakTnyeckas pa6ora: «OTpadoTka meyaru Ha KJIaBHATYpe.
numymiei mamuaken | HaGop TexcroBy
I1IK
Hosuuun nanbues va  |Odopmienne rpammn. Ilons JIOKYMEHTOB. YCTaHOBKA IIOJICH. 8
KJIaBHATYpeE. M3ydenue ocHoBHOro psia kiasuatypsl. Msyuenue OyKB BepXHEro
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Paszoen Ne 2. H3yuenue mexnuku nevamu

JOrOBOPHBIM IIPaBO-
OTHOUICHHUSIM
OCHOBHBIE PEeKBU3UTEI
U TpeOOBaHUs K
oopmieHuro

Kpemutueiii  morosop. Jloropop xpanenwus. Horosop mnocraBkw.
Horoeop npoxara. Kommepueckmit JIOTOBOP.
IpakTuyeckas padora: «OdopmireHne THIIOBBIX JOTrOBOPOB»

Ocgoenne npuemo  [OpopMIIEHHE 3aroIOBKOB M 11013aI00BKOB. Hymepanust crpanuu. 2
TEXHUKH MTHCHMa TexcroBble cokpamenus. Ilpsamas peds, muTATHI. Odopmiienne
NpUMEYaHHUH, NpHIOKeHHH. Mcnpapienue ommboxk. Vcnpasnenue
omn6ok Ha [TK.
IlpakTHueckas pabora: «
O6paboTka Kpunrorpammer rimacubix  6ykB. IleyaTh CIOroB «COMIacHas - 3
KPUIITOrpamMM IIaCHBIX |TJIaCHast - 2 COINIACHBIX»; «2 COTJIACHBIX - [JIaCHAs - coryacHasy,
OykB paboTa co c1oraMu THIIA - «COTJIACHAS - COTJIACHAS TIACHASY.
IIpakTHyeckas pa6ora: «PaGora ¢ TEKCTOBBIM JOKYMEHTOM)
O6paboTka KpunrorpaMmer  ocHoBHOH — mosummmm  manbres. O6paborka 3
KPUIITOrpamMM OYKB Kpunrorpamm OyKkB Beeit k1aBuatypsl. [lewarscnoros, neuars JIBYX -
OCHOBHOMIO3HUIMH H TPEXOYKBEHHBIX KOHEUHBIX OYKBOCOYETAHHIA.
NajbLeB IIpakTuyeckas pa6ora: «PaGoTa ¢ TeKCTOBbIM MOKYMEHTOM.
HaGop Texcra moj iukrosky»
IIpakTH4eckoe 00y4enne 2
ABTomMaTu3anus OY
Pazpen Ne 1. Opucnoe o6opynoBanue 2
Oducubie AMriepaHTHOE  obeclleYeHHe  NEePCOHANBHOTO KOMIIBIOTEpa.
IPHIIOKECHHSI. Onepanuonnas cucrtema Windows. CiyxeOHble  pOrpaMMsi. 2
Hononuutensuple IleyatHoe u MHOXHTENBHOE 06OpYHOBaHHUeE. HemoHcTpanonnas
TexHuka. Cucrema  cBssu.  MynbTumeua. CxanupoBanue
H300paskeHuii.
IIpodeccuonansubiii Moay.ib
Jlenonpon3BoacTeo B opranuzanun 18
Cocrar JlokyMeHThI NPEANIPUSTHSI. Knaccudukanus JIOKyMEHTOB 1
YIPaBIEHUYECKUX YNIPaBJICHYECKOM JIeSITEILHOCTH.
JIOKYMEHTOB IMpakrugeckass  paGora: «Copruposka JAOKYMEHTOB  IIO
OpraHu3aIHuu KJIacCH(pHKATHI

Opranusanuonssie  [Ycras. ITonoxenus. IlltatHoe pacnucanue. IlpaBuna BHyTpeHHETO 1
JIOKYMEHTEI TPYIOBOI'O pacCHOpPsIIKa.

IIpakTuyeckas pa6ora: «CocraBiieHHe MTATHOrO pacnucaHusn»

Pacnopsnurensubie | Vkaszanus. [TocTaHOBICHHS. IIpukasel 10 OCHOBHOM JESITENHLHOCTH. 2
JIOKYMEHTBI Beinucka u3 npukasos. Pacnopsikenue. Pemenne.

IlpakTuyeckas paGora: «PaGora ¢ PacnopsiAuTe b HEIMH
AOKYMEHTAME»

Hndopmarmonno - [Iporokon (momHbli u  KkpaTkmif). AKT. CnpaBku. Jloknagaas 2
CIIpaBOYHbBIE 3anucka. O6bsicHuTeNbHas 3anucka. Tenerpamma, TenedoHorpamma.
JIOKYMEHTEI IlpakTuyeckas paGora: «CocraBiieHne HH(OPMAUHOHHO-

CHPABOYHOMH JOKYMEHTALHH
Henosas nepenucka.  |PekBH3UTEHI IHChMa. ITuceMo-nipockba. ITucemo-oTser. 2
IIpaBuna opopmienns, |IIpuriacurensnoe MHCHMO. ComnpoBoautenshoe nucsMo. IluceMo-
CTPYKTYpa W BUJIEI coobmenwue. [TucsMo-oTKa3.
JIETIOBBIX MTHCEM IpakTu4eckas pabora: «OdopmiteHHe AeT0BBIX MECEM
JlokymeHnTanus no JloroBop Kymiam - mpojax. Horosop apenzpl. JIoroBop MeHbL 2
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JIOrOBOPOB

Opranuzauust paboteic |[TousTue "IOKYMEHTO060pOT" W pasBuTHE ero HOPMAaTUBHOMU 2
JIOKYMEHTaMHu. METOAUYECKOU perjlaMeHTaIum. XapakTepucTika
Opranusanus JOKYMEHTOO0OpOTa. JTambl JBMIKEHUS U nopsiioK  06paboTKH

AOKYMEHTOOOOpOTa.  [70KyMEeHTOB. PaGora ¢ BXOISIIMMH  TOKYMEHTAMH.  JTarbl
Perucrpars o0pabuiku  OKYMEHTOB. KOHTPOJIb  MCHOJIHEHUS JIOKYMEHTOB.
JIOKYMEHTOB. Peructpanus nokymMeHTOB, BU/IBI perucTpanuy.

Ipakruyeckas pabora: «PaGora ¢ HeXoasmumu u BHYTPEHHHMH
AOKYyMEHTaMH»

Texymee xpanenne  |Oneparusroe XpaHCHHE Jien (IIpoBepKka HalMYMs JOKYMEHTOB, 2
JIOKYMEHTOB. TIOpSIZI0K BBLIAYM 1eJT). DIEKTPOHHBIE JOKYMEHTBI M HX XpaHEeHHe.

Homenknatypanen. | Dkcneprusa nennoctu JIOKYMEHTOB.

IpakTnyeckas pa6ora: «Odopmienne HOMEHKJIATYPbI J1eJD»

ApxuBHOe XpaHenue | Onpeznesnenue CpokoB xpanenust. [lopsinok Beymaun mesn. Ioaroroska 2
JIOKYMEHTOB ACl u Tiepenada B apxus. Dopma onuch u aktel. Ilepenaua nen B

apxuB. PaboTa ¢ KoH(pUIeHITHATEHBIMU JIOKYMEHTaMH.
IIpakTnyeckas pa6ora: «Odopmaenne noxkymentamum s
apxuBa2

Opranmsannonnastex |Buasl u YCTPOHCTBO OpraHW3allMOHHOH TEXHHKH. Kcepoke. ®akc. 2

HUKa IIpuntep. Ckanep. Ilepconanbbrii KOMITbIOTEp. MynbTumenuitHoe
obopynoBanue.
IIpakTH4eckas pa6ora: «PaboTa ¢ OPITeXHUKOI
CneunanbHblit Moy b
KaapoBoe o6ecneuenne 6
Pasnen 1. OcHoBHbIE 3272490 YIpaBJIeHHs] KaIpamMu 6

TpynoBoit xonexkc P®. [3uauenue TPYAOBOTO JI0roBOpa. 3aKJIIOYEHHE TPYJO0BOrO JIoroBopa 3

Tpynosoit noroBop,  |Ha ompenenennsii u HEONPE/ICTICHHbIN CPOK. OCHOBHbIE PEKBU3HTHI

€ro 3aKJIIOYCHHE. TPYAOBOTO J1oroBopa. TpynoBbie npasa H 06s3aHHOCTH pabOTHHKOB.
Odopmnenne IIpakTuyeckan padora: «Cocrabienue TPYAOBOI0 10r0BOpPa»

TPYIOBOrO IOTOBOpA.

Crpykrypnslitnipukas — |[Topsizox npuemMa Ha paboTy. JIOKyMeHTBI pH TpHeme Ha pabory. 3

0 NPEATPHSTHIO. ABroOuorpadus. Xapakrepuctuka. 3aspienue. Pesiome. IIpukas o
nprueme Ha pabory. IlpocToit u CloXHBIH mpHKas. Tectuposanue.
llepeson na npyryio pa6ory. Ilpexpamenue TpymoBoro JIOroBOpa.
IIpuKask! 0 HOOIIPEHUH U HANOKEHUH B3bICKAHHIL.
IIpakTudeckas pa6ora: «Cocrap/ienne NPHKA30B»

Koncyabranun, Koncynprammn  no  usydyemmomy Marepuaiy, MpomOJIKEHHIO 2

MOJABEACHUEHUTOr OB npodeccHoHaabHOro obpasoBanus, TpyoycTpoiicTsy. [lonsenenue

HTOr'OB T€OpETHYECKOro oOy4enus (becena, TeCTOBDIH KOHTPOJIb H
J1p.)
IIpomexyTounas aTrecranus (zuddepenumpoBannblii 3auer) 2
2 roj o0y4eHus
HaunmenoBanue pa3je Conep:xanue yueGHoOro mMaTepuajia, naboparopubie paborel u | O6bem
JIOB U TeM NPaKTHYECKUE 3aHATHS B yacax
1 2 3
ObmenpodeccnonanbubIii MOJYJIb
OCHOBBI peIaKTHPOBAHMS TOKYMEHTOB 4
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IlpakTudeckast pabora: «PaGora ¢ pacnopsauTebHBIMH

Opdosrus, Opdosnuueckne HOpMBbI JUTeparypHoro si3bika. [punmuner pycckoii 2
Opcdorpadus opporpadun. Oco6eHHOCTH PyCCKOro CIIOBECHORO yZapeHusl.
Cunrakcuc u Crioco6b1 - odopmienust  wyxoii peun. llpunuunel uw  QyHkimn 2
IYHKTYaIus PYCCKOH nyHKTyatuu. CMBICIIOBas pOJIb 3HAKOB OpENUHAHUS.
Ilpaxrnuecxasn paGora: «PenaxrupoBanue Texcrar.
OcHoBBI 1es0npoH3BOICTBA 4
HokymenTuposanue. |OcHoOBHBIE MOHsTHS. THITONOLHS AOKyMeHTOB. Popmarel Gymaru u 4
JloxymeHT, BHIBI nosisi. OOumme TpeGOBaHMS K COCTABICHHUIO JIOKYMEHTOB. bnanku
JOKYMEHTOB, HX JIOKYMEHTOB. PeKBH3UTHI j0KymMenTa. JlokymMeHTHpOBaHMe, BHIBI U
KJ1acCU(UKaIHsI. crnocodbl.  TpeGoBanus K TEeKCTy nokymeHta. TpeboBanus «k
PexBusuthl M3TOTOBJICHHIO I0KyMeHTa. MynbTuMe miinoe o6opynosanwe.
JIOKYMEHTOB IlpakTuyeckass  pa6ora: «TpeGoBannss Kk  cocrab/eHHIo
_|AoKymenTOB. JloKyMeHTHpOBaHHE»
Texnnka mamuHonuCcH
Pazoen Mo 2. H3yuernue mexnuxu newamu 2
Odopmiienne Tabmuupr.  Odopmienre u  u3roToBieHHG TalJHMYHBIX  (hopMm 2
MallHHONHUCHBIX paboT |mokymeHToB. [IpaBuiia BHIMOTHEHUS CJIOKHBIX TA0JIHII.
IIpakTiueckan paGora: «PaGora ¢ Tabaunamu. Odopmaenue u
H3roTOBJICHHE TA0IHYHBIX OPM T10KYMEHTOB»
Pazoen N 3. Ckopocmb newamu 6
Omnpenenenne Ha6op Texcra Ha nuimymeit mammnxke. 3
ckopoctd medati Ha | IIpakTudeckas paGora: «HaGop Tekera na CKOpOCTH»
IHIIYINEH MallluHKe
Cxopocth neyatu u Ha6op Texcra na I1K. Kagectso pabotsr Ha ITK. 3
KayecTBo paboT Ha IIpakTnyeckan padora: «KadecTseHHbIii Ha0op Tekcra»
[1K.
IIpakTHYeckoe 06yyenune
ABTomaTuzauus OY
Pasnen No2. Duekrponnsrii oduc. 2
TexcroBslit peraktop | TecToBbrit penakrop MS Word. 3amyck u Hagano paboTtel. Beoau 1
MS Word Pe/laKTHpOBaHue TekcTa. DOpMaTHPOBaHHE TEKCTA. Odopmienne
crpanull.  OdopmiieHHE [OKYMEHTOB C  [OMOIIBIO Talyspa.
Odopmiienne 6JIaHKOB JOKYMEHTOB.
Penaxtop Mento u ocrHoBHble momsTHS MS Excel. OnekTporHas TabiwmIa. 1
SJIEKTPOHHBIX TabJUL  |3HAKOMCTBO ¢ 3kpaHomM MS Excel. [Tamemn HHCTPYMEHTOB MS
MSExcel Excel. BBon u pepaktmpoanme nammbIX. AHammz u obpaboTka
AaHHbIX. Pabora ¢ Tabiannamu u rpadukoii.
IIpodeccuonanbublii Moay.an
Je0npou3BoACTBO B Opranuzanum 10
Cocras JoxymenTol NPEAITPUSITHUS. Knaccuduxanus JIOKYMEHTOB 1
YIPaBJIEHYECKUX YIPaBJICHYECKOH eI TEILHOCTH.
JIOKYMEHTOB IlpakTnyeckass  paGora: «CopTHpOoBKa  J0KYMEHTOB o
OpraHu3aliu KJIaccHpHKANMI)
Opranusanmnonssie Vceras. [Tonoxenus. [Itataoe pacnucanue. IlpaBuna BHyTpeHHero 1
JIOKYMEHTBL TPYJIOBOT'O PaCIIOPsIKa.
IpakTuyeckas pa6ora: «CocrapieHne mTaTHOrO pacnucaHus»
Pacnopsaurensuvie  |Ykazauus. [locranosienus. IIpuKassl 10 OCHOBHOH NEATETHHOCTH. |
JIOKYMEHTBI Beinucka u3 npukasos. Pacnopsokenue. Perrenne.
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JOKYMEHTaMH»

Hudopmarnmonno - IIporokou (monnerii u kparkuii). Axt. Cnpasku. JlokiagHas 3amncka.
CIIpaBOYHEIE OO6bsacuuTenpHas 3anucka. Tenerpamma, TeseoHorpamma.
JOKYMEHTBI IlpakTuueckass paGora: «CocraBiieHne HHpopManHOHHO-

CHPABOYHOI JOKYMEHTAIIMM '
AACIUBAA LICPCIIMUKA. | FCKBUS3U bl [IMChbMa. [1KCBEMO-TIpOCKOa. [lucemo-oTBeT.

IIpasuna opopmienus, |IIpuriacurensHoe MHCHMO. ConpoBoautensHoe nuceMo. [Tucemo-
CTPYKTYypa ¥ BHJIbI coobwmenwue. [TuceMo-oTka3s.
JIEJIOBBIX ITHCEM IlpakTuyeckas pa6ora: «Odopmirenne Ke0BbIX MHCEM»

JlokymeHTanus no Horosop kynmu - mpoxpaxu. Jloroop apenapl. JloroBop MeHsI.
AOrOBOPHBIM NpaBo-  (KpemuThblit  norosop. JloroBop XpaHeHws. JloroBop mocraBku.
OTHOLIEHUSIM Jloroop npoxkara. Kommepueckuit 1orosop.
Ocuosuble pekBusutsl | [IpakTnueckas pabora: «Odopmiienne THIOBBIX JOrOBOPOB»
U TpeOOBaHUs K

odopmiieHunIo
JIOTOBOPOB
Opranusauust pa6oteic |I[ToHsTHe "IIOKyMEHTOOOOPOT" M  pa3BuUTHE ero HOPMaTHUBHO
JOKYMEHTaMH. METOIMYECKOM periamMeHTaluH. XapakTepucTuka
Opranmsaius NOKYMEHTO000pOTa. DTambl JBHXKEHHS H  IOPSIOK 06paboTku
JIOKYMEHTOO0OpOTa.  |IOKyMeHTOB. Pabota ¢  BXOAAIIHMH JOKYMEHTaMHU.  DTambl
Perucrparus 00pabOTKH  JIOKyMEeHTOB. KOHTPOIb HCIOJIHEHHS JIOKYMEHTOB.
JIOKYMEHTOB. Perucrpanus 1oxyMeHTOB, BU/IBI pErHCTpAIIHH.
IIpakTHyeckas pa6ora: «PaboTa ¢ HCXOAAMMUMH H BHYTpEHHHMH
AOKYMEHTaAMM»
Texymee xpanenne  |OnepatuBHOe XpaHeHHe jej (nMpoBepka HaIUYMS JJOKYMEHTOB,
JIOKYMEHTOB. MOPSI/IOK BbIIAYH Jien). DJIEKTPOHHBIE TOKYMEHTBl U HX XpaHEHHe.
Homenknarypanen. | Dkcrneprusa eHHOCTH JOKYMEHTOB.

IIpaxkTuyeckas pabora: «Odopmaenue HOMEHKJIATYPBI 1€/

ApxuBHOE XpaHeHne | Olpezienenue CpOKOB XPaHEHHUS. [Topsinok Beiaum nen. Ioaroroska
JIOKYMEHTOB Ael ¥ nepenaya B apxuB. Popma onmcu u aktel. Ilepenaua men B

apxuB. PaboTa ¢ KOHpUIEHIHAILHBIME JOKYMEHTAMH.

IIpakTuyeckas pa6ora: «Odopmienne JOKYMEHTAIMH /1JIA

apxuBal2
Opranusannonnastex |Bumsl u ycrpoiicTBo OpranM3aloHHON TexHukH. Kcepoke. dakc.
HUKa ITpuntep. Ckanep. IlepcoHanbHbIi KOMIIBIOTEP. MynbTuMeuiiHOe
obopymoBanue.

IIpakTiyeckas padora: «Pabora ¢ oprrexHukoii»

Cneuna/jbHblii Moy Ib

Kaaposoe o6ecneuenne

Paznen 1. OcHoBHBIE 32124l ynpaBIeHHst KaJpaMu

Tpynosoit koneke P®. |3nauenne TpymnoBoro JI0roBopa. 3aKIIIOYEHHE TPYIOBOrO JIOTOBOpA
Tpynosoii foroBop, |Ha ompenencHHbI u HEONpeIeNIeHHbIH CPOK. OCHOBHBIE PEKBH3HTHI
€ro 3aKIOYeHueE. TPY/OBOTO JI0roBopa. Tpy/0BbIe IpaBa i 06S3aHHOCTH paGOTHHKOB.
Odopmienue IpakTu4ueckas pabora: «CocTapiieHne TPy0Boro JAOTOBOPa»
TPYZOBOIO JOrOBOpa.




CTpyKTYpHBIHIPHKA3
110 MPENPHUSITHIO.

[lopsinox npuema Ha paboty. JIOKyMEHTBI MpH MpHeMe Ha paboTy.
Aprobuorpadusa. Xapakrepuctuka. 3aspieHue. Pesiome. Ilpukas o
npueme Ha paboty. Ilpoctoii u cnoxubiit npukas. TectupoBanue.
[lepeBox Ha npyryro paboty. Ilpekpamenue TpymoBoro aorosopa.
ITpukassl 0 IOOMIPEHUH W HAJIO)KEHHH B3BICKAHHH.

IIpakTnyeckas pa6ora: «CocraBjieHHe NDUKAZOB»

Kpamnpuxkanunonu
bIH
IK3aMeH

ATTecTranus oOyyvaromuxcst B COOTBETCTBHU c
npoeccHoHanbHbIMH  TPEOOBAaHUSIMH H KBaIM (PUKALMOHHOH
XapakTepucTukoi «Cekperapb-aIMUHHCTPATODY.




III. Opranu3anuoHHbIii pa3zaen
3.1. XapaKTepHCcTHKA yCJIOBHIl PeaTH3aluu IPOrpaMMbl

3.1.1. TpeboBaHusi K KaJpoBOMYy 00ecredeHHI0

Peanuzanus IPOrpaMMEbL npodeccuoHansHoro obyuenns ofecreuuraeTes
NeJarornYecKuMu  pabOTHUKAaMH  00pa3oBaTeNbHOW — OpraHM3alMH, a TaloKe JIHIAMH,
NPUBJIICKAEMBIMU K pEaTH3aldH HPOrpamMMbl NPO(PECCHOHAIBHOrO OOyYEeHHUs Ha YCIIOBHSX
IPXIAHCKO-NIPABOBOTO JIOTOBOpPA, B TOM 4YMCJIE M3 YHCIA PYKOBOJMTENEH U pabOTHMKOB
OpraHu3alui, HalpaBlieHHe JIeITeThHOCTH KOTOPBIX COOTBETCTBYET obnactu
npodeccHoHaNbHOM IEATENLHOCTH.

3.1.2. TpeboBanus K MATEPHAJIBLHO-TEXHHYECKOMY 00ecedeHHI0

[lomerenus npeacTaBisiorT coboil y4eOHble ayqMTOPHH JUlsS NPOBENCHHS 3aHATHH BCEX
BHJIOB, IIPElyCMOTPEHHbIX MPOrpaMMOM NpOdecCHOHANBHOr0 O0y4YeHHs, B TOM YHCIIE
[PYNIOBBIX M HMHAWUBHAYAIBHBIX KOHCYJIbTAlMH, TEKYIIEro KOHTPOJISI M HPOMEXYTOYHOM
aTTECTAIMH, a TaKXKe MMOMEIICHHS [UIs CAMOCTOATENILHOM paboThI, OCHAIEHHBIE 000PYTOBaHHEM,
TEXHUUYECKUMHU CPEJICTBAMHU OOyUEHHS.

MAOY COLI Ne 154, peanusyromas mporpaMmy 10 Hpo(ecCHH, pacmojaraer
MaTepHAIPHO-TEXHUYECKON  0a3ol,  obOecrneuuBarolmeil  NpPOBEJEHHE  BCeX  BHIOB
MEXIUCUUIIIMHAPHON TTOJrOTOBKH, MPAKTHYECKOH pabOTBI 00YydYaOIHUXCsl, MPeayCMOTPEHHBIX
Y4EOHBIM IJIAHOM M COOTBETCTBYIOWIEH JCHCTBYIOIIUM CAHUTAPHBIM M HPOTHBOIIOXKAPHBIM
IpaBUJIaM W HOpPMaM B paspe3e BBIOPAHHBIX TPAeKTOpUH MHHUMAaIBbHO HEOOXOMUMBIH IS
peanmusanuu 1110 nepeyens MaTepHATBHO- TEXHUYECKOTO 0OECIIEUEHHSI, BKIIIOYAET B CeOS:
Yae6HbIii kKabuner: mKkad /g XpaHeHHs: y4eOHBIX 10COOHIL, I0CKa KITACCHAsi, CTOJ yUHTEIIs,
Kpecino  y4urtens,  CTOX  YYCHHYECKHH,  CTyNl  yd4eHHYECKHil, CeTeBoi  (uIbTp,
MHOTO(QYHKIIMOHATLHOE YCTPOHCTBO, KOMIIBIOTEp YuuTens ¢ mnepudepueil (IHIeH3HOHHOE
nporpaMmHoe obecrieuenne, 00pa3oBaTebHBIl KOHTEHT W CHCTEMA 3allMThI OT BPEIOHOCHOI
HHDOPMALMM), KOMIIBIOTEPBI JUIl  OOYYAIOIIMXCS, CHCTEMA 3allMTHl OT BPEJOHOCHOM
uHpOopMaIum.

OGopynoBanue y4e6HOro KabUHETa: MOCANOYHBIE MECTA 110 KOJHYECTBY OOYUAIOIIHXCS,

obopynoBannbie DBM; pabouee MecTo npernoaasatens, 060pyaoBaHHoe IBM.
Kanueasipckue npunaiesxnocTu: Gymara kcepokcHast A4, marka, nanka-pericTpaTop, manka
2 KOIblA, XyPHAI PETMCTPAIMH HCXOISAMMX JTOKYMEHTOB Ha CKpEIKe, SKypHAl perdcTpaliu
BXOJAIIMX JIOKYMEHTOB Ha CKpemnke, ¢ain Brmagenn, kneil [1BA, HOXHUIEL —cTemiep
KaHLEJSIPCKHMA, IBIPOKOJL.

3.1.3. TpeboBanus K HHPOPMALHOHHO--METOAUIECKOMY 00ecIedeHHI0

OcHOBHbBIE HCTOYHHKH:
1. Kysnenos, . H. JlokymeHTanuoHHOe obecrieyeHne yIpaBIIeHUs. JIokyMeHTO060pOT U
AeIOMPOU3BOJICTBO: YUEOHUK M IPAKTUKYM /I MpUKIagHorobakanaspuara / M. H. KysHeros.
— M.: UznatennctBo FOpaiit, 2018. — 461 c..
2. Kysneuos, U. H. JlokyMeHTal[MOHHOE OO€CHEYEHHE YIPABICHHS. JIoKyMeHTO000pOT H
AEIONPOU3BOACTBO: yueOHHK u npakTukyMm st CITO / U. H. Kysnenos. — M.: U3narensctBo
IOpaiit, 2018. — 462 c.
3. Towenko, XK. T. Conuonorust ynpapieHus: y4eOHUK W TPAKTHKYM JUISL aKaJeMHYECKOTO
bakanaBpuara / XK. T. Tomenko. — M.: Uzparensctpo IOpaiit,2018. — 303 c.
4.  Koucruryus PO.
JonojiHUTEILHBIE HCTOYHHKH:
5. Poroxun M. IO. Opranusanus ynpapieHHs! IEPCOHATOM NpeAnpuaTHs]: Yue6. - mpaxT.
IToco6ue / M.IO.Poroxwun - M.: Uzn-so PJIJL, 2015 - 224c.
6. Kpyrnanckas JI. SI. Hacronbhas kuura cexperaps: Cupasounuk - CIT6, 2014.
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Ilepeuenn pecypcoB HH(OPMANMOHHO-TEJIeKOMMYHHKAIHOHHO i ceTn
«HTEpHET», HEOOXOAMMBIX /1151 0CBOEHHUS HCIHILIHHDI
Ilopran «Apxusbl Poccun» [OnekTpoHHBIHA pecypc]. DnekTpoH. maH. - M.: Pocapxus,

2001. - Pexxum nocryma: http://www.rusarchives.ru. - 17.05.2018; Beepoccuiickuii nayuno-
HCCIIEI0BATEIILCKHMA MUHCTUTYT JOKYMEHTOBEJCHHs u apxuBHoro nena (BHUUIIAJ)
[OnexTponnsIit pecypce]. Dnektpon. nan. - M.:BHUUIIAJ], 2010. - Pexum pocryna:

http://www.vniidad.ru. - 17.05.2018; OdurnmansHeni caiit KoMmaHum «Koncynprant I[lmrocy
[Onextponnsiit  pecypc]: 3akoHoaTenscTBO P®D: KomeKChbl, 3aKOHBI, YKa3bl, IOCTaHOBJICHHS

npasutenbcTBa PO, Onektpon. man. - 1997. - Pexum moctyma: http://www.consultant.ru_-
18.05.2018.
HudopmannoHHO-paBoBOi nopran «["apanTy [OnexTponHbIi pecypc]:

3aKOHO/IATETBCTBO (KOIEKCHI, 3aKOHBI, YKa3 bl, nocraHoBieHus) PO, ananutuka, KOMMEHTapHH.
OnexTpoH. aan - M.: HIIIT «TAPAHT-CEPBUC- YHUBEPCUTET

3.2. KoHTpPOJIb H OLEHKA 0CBOEHHSI IPOrPAMMbI

3.2.1. KoHTpo/ib Ka4ecTBa OAr0OTOBKH

Texyumit KOHTPOJL yCHeBaeMOCTH OOYYarOIIMXCS MPEICTaBIsIeT CHUCTEMATHUYECKYIO
MPOBEPKY Y4YEOHBIX JMOCTHXKEHHH O00ydaloImuMXcsl, MPOBOAMMYIO IIPEHOJaBaTeNeM B XOJe
OCYIIECTBJICHHsI 00pa30BaTebHOI NIEATETLHOCTH B COOTBETCTBHH € OCHOBHOI 06Pa30BaTe bHOMN
nporpaMmoii. IIpoBeneHue TeKyIIero KOHTPOJSl YCIEBAEMOCTH HANpABIEHO Ha obecredyeHue
BBICTPaMBaHMs 00pa3soBATE/NbHOTO MPOIECCa MAaKCHMAIBHO OS((GEeKTHBHBIM 06pa3oM Ui
AOCTHKEHHS PE3y/IbTaTOB OCBOCHHS OCHOBHOH 00pa30BaTeIbHOI IPOrpaMMBI.

Texymmii KOHTPONIL ycreBaeMOCTH 00YYAOUIMXCS MPOBOJUTCS B TEUCHHE YIEOHOTO
IIEpUoJa B LENSIX:

1. KOHTpOJISL YpOBHS JOCTHKEHMS YYAllUMHUCS DPe3yNbTATOB, IPEIyCMOTPEHHBIX
00pazoBaTeNIbHOM MPOrPaMMOii;

2. OLEHKH COOTBETCTBUS pe3yJbTaToB OCBOEHUS obpazoBaTenbHOIM
IpOrpamMMbI;

3. npoBeneHHs 00y4alONMMCs CAMOOLCHKH, OLEHKH €ro paboThl IeIarorndeckum

PabOTHHKOM € LENBIO BO3MOXKHOIO COBEPIICHCTBOBAHHS 06Pa30BATEHHOTO IIPOLIECCA.

@opMBI  TEKYLIETO KOHTPOJA OINpeleNseT NPENojaBaTelh C Y4eTOM KOHTHHTEHTA
o0y4alommxcs, ColepKaHMsi y4eOHOrO Marepuaza M  HCIIOIb3YeMBIX 00pa3oBaTeNbHBIX
TEXHOJIOTHH.

Texymuii KOHTPOIIB 10 TEOPETHYECKOMY OOYYEHHIO OCYLIECTBIAETCS B (JOPME YCTHOTO
onpoca  (GpOHTaNbHBIH, TIPYNNOBOH, WHAMBHAYaIbHBIA) M  HCBMEHHOIO orpoca
(camocrosiTenbHas paboTa, TECTOBBIH KOHTPOIIb,COCTABIEHHE TE3UCOB H OMOPHBIX KOHCTIEKTOB H
JIOKJIQJIOB).

IIpomexxyTouHas aTrecTanus

[lensamu npoBeneHus: HPOMEKYTOYHOM aTTECTALMHU SBIISIFOTCS
1. o6bekTHBHOE ycTaHOBIEHHE (HaKTHYECKOTO YPOBHS OCBOGHHS 0OPa30BATENLHOM IPOrpaMMbI
¥ IOCTHKCHHS PE3YJIbTaTOB OCBOEHHUS 00pa30BaTeIbHOM POrPaMMEL;

2. COOTHECEHHE 3TOr0 YPOBHS ¢ KBAIM(UKAIMOHHBIME TpeGOBAHHSAMH, yKa3aHHbIMH B
KBIM(DUKAIMOHHON XapaKTepUCTUKE NPO(ecCHH;

3. OUeHKa JOCTHXEHHH KOHKPETHOTO O0OYy4Yalomerocs, MO3BOJSIOMAS BBISBHTD npoOensl B
OCBOCHMH MM 00pa3’oBATENILHOH MPOrPaMMbl M YYHTHIBATH HH/MBUIYaTbHBIC IOTPEGHOCTH
y4allerocsi B OCyIlecTBJIEHUH 00pa3oBaTeIbHOMN JIeSTEIbHOCTH;

4. OUeHKA NMHAMHKH WHIMBHIyalbHBIX OOpPA30BaTENbHBIX JOCTHKCHHH, MPOIBIKEHUS B
AOCTHXXEHUH NIAHMPYEMBIX PE3yJIbTATOB OCBOEHHS 00pa30BaTeNbHOM MPOrpaMMBL.
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5. mpoMexyTo4Has aTrecraius TPOBOIMTCSA B COOTBETCTBUU C KaJleHAApPHBIM rpadHKOM
y4ebHoro npouecca.

HroroBas arrecramus

[Ipodeccnonanshoe  ob6yuenue 3aBEPIIACTCs.  MTOrOBOM  arTecTalneii B (opme
KBaJIM(UKALHOHHOTO JK3aMeHa.

Kramuduxanuonuoy avsaven nwmmoass = cofg HPSKTIICCRYIo uuwuuiJux\aunUnn_)’lU
paboTy M HpoBepKy TeopeTHYeCKMX 3HAHMI B Mpejienax KBaIM(QUKAMOHHBIX TpeGoBaHMiA,
YKa3aHHbIX B KBaTH(QUKAIMOHHON XapaKTepPHCTHKe npogeccuu.

B nepuon moaroroku k BBIITYCKHOMY KBATH(UKAMOHHOMY 9K3aMeHY MPOBOIUTCS
KOHCYJIbTallus 33 CYET CTICUHAIIBHO OTBEJICHHOIO A Hee BPEMEHH.

K wuroroso#t arrecranmm  momyckarorcs JHUQ,  BBINOJHUBIIME  TpeOOBaHHS,
HPEAYCMOTPEHHBIE NPOrPaMMOii IPOMECCHOHANBHOrO 00yYeHHs Mo MPOQECCHH W YCIENHO
HPOLICAIIINE BCE aTTECTALMOHHbIC HCMIBITAHMS, [IPEyCMOTPEHHBIE IIPOrpaMMO.

JInuam, npomenmmum cootsercTByIOMmEE 00y4eHHe B MOTHOM 0ObEME M [0JyIHBIIHM
MONOXKUTCILHYIO OLEHKY Ha HTOTOBOH AaTTECTAIIMM, NPHCBAHBaETCs KBanU(UKAIKA 110
AOIDKHOCTH  cysxaiero «Cekperaph — ajMHHHCTpaTop» 3 paspina ¥ BBLIAETCS JOKYMEHT
YCTaHOBJIEHHOTO 00pasna.

3.2.2. Ouenounnle cpeacTBa
3aBepuiaercst 00y4yenue no y4eGHoi TIPaKTHKE MPOBeJIeHHeM TuddepeHmpoBaHHOTO 3a4eTa.
AJlpecoBaHue JOKYMEHTOB.
brank u ero cocras.
Buner 6;1anK0B.
Buas! tokymeHTOB.
Bunpr npukasos no nuunomy COCTaBy.
JOJDKHOCTHAS HHCTPYKIIUS M €€ OCHOBHBIE pazzeinsl
Kommepueckoe mucsmo (Odepra).
Konrpons 3a ucronnenuem nokymentos.
Ob6s13aTe bHbIE PEKBH3UTBI JIIs [THCEM.
Oprauu3annoHHO - pacopsUTE b HbIE JOKYMEHTEL.
Opranu3anuoHHbIE JOKYMEHTBI.
Opranu3anuonssie GopMsI BeieHus JIEIONIPOU3BOICTBA.
Opranusanus nokymeHnT0060poTa Ha IPENNPHITUH.
Opranun3zanus paboyero mecra JIEJIONIPOU3BOIUTESI.
Otruck neuvarw.
Odopmuts rapanTuiinoe nucsMo.
OdopmMuTh OKIaNHYIO 3amHCKY.
OdopmuTs 3asBienue o KOMaH/IMpOBaHUH U U3/1aTh NPUKA3 HA OCHOBAHUH 3asIBJICHHSI.
Odopmuts 3asiBiieHre 0 HA3HAYEHUH HA JODKHOCTE | U3/1aTh MPHKA3 HA OCHOBAHUH 3asIBJICHHUSL.
OdopmuTS 3asiBlIeHHE O IpeOCTaBICHHH OTITyCKa M U3/1aTh IPUKa3 Ha OCHOBAHHH 3asIBJICHUS.
O¢opmMuTS 3asiBIIEHHE O IpEIOCTABIEHHH OTIIyCKa 110 OEPEMEHHOCTH U POJaM M M3/1aTh
CJIOXKHBIN IIPUKa3 HA OCHOBAHUH 3asBJICHHSL.
Odopmurs 3asBrenue o npeocTabieHnn Y4eOHOro OTITyCKa M M3/1aTh IPHUKA3 HA OCHOBAHUMU
3asIBJICHHSL.
OdopmuTS 3asiBiIEHHE O IpHEeMe Ha paboTy ¥ M3/1aTh IPHUKA3 HA OCHOBAHHH 3aSIBJICHMUS.
Odopmurts 3asBnenue 06 u3MeHeHUH (hamuMM ¥ H3KATH IPHKA3 HA OCHOBAHMHY 3asBIICHUS.
OdopMuTS 3asiBiIcHHE 06 YBOJIBLHEHUH U H31aTh [IpHKa3 Ha OCHOBAHUH 3asIBIICHHS.
OdopmuTh Kpatkuii IpoTOKONL.
Odopmuts mucsMo — npuriamenye.
OdopMuTh mHCEMO -NpockOy.
OdopmMuTs nucEMO-0TBeET \ € TEKCTOM\
OdopmuTh nucsMo-oTKa3.
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OdopMuTh MUCBMO-TpeOOBaHUE.

OdopMUTE TUCHEMO-LIUPKYJISIP.

OdopMHUTE TPETEH3UOHHOE MMUCHMO.

OdopMHTB ITpUKA3 10 OCHOBHOH JI€STETLHOCTH.

OdopMHTB TPOTOKOI.

OdopMHUTB CONTPOBOIUTETHHOE TTHCHEMO.

OdopmieHHe akTa.

OdopmieHre mucpbma o3 paBieHuUs.

OdopmiteHre THCHMA-TIOITBEPIKIACHUSI.

OdopmiieHne nmprka3a 0 Ha3HAYEHUH Ha JIOJKHOCTD.
Odopmnenne npukasza 0 IpeJOCTaBIEHHH OTITYCKOB.
Odopmiienue nmpukaza 00 YBOJbHEHHH.

Odopmienne npukasa nepeBoja Ha Ipyryro paboty.
OdopmiieHre mprukasza o OCHOBHOH NesITeTbHOCTH.
OdopmiieHHE TPUKA30B 0 JIHYHOMY COCTaBY.

OdopmieHne MpoToKoJIA.

OdopmiteHre pacropsIuTEeTLHBIX TOKYMEHTOB.

OdopmieHrne peKBH3UTOB

OdopmIieHHe CITpaBKH.

Odopmnenne cripaBoYHO-HH(GOPMAIIMOHHBIX JOKYMEHTOB.
Odopmnenue TenerpaMMal.

Odopmienue TeaehoHOrpaMMBI.

OdopmiieHre MTaTHOTO PACIUCAHUS.

OdopmiieHHs THChMa HATOMUHAHHS U H3BEIICHHSL.
Odopmienns mpukasza 0 MOOIIPEHUH U B3bICKAHUH.
OdopmiieHHs CBOJIHBIX MPUKA30B 110 JIHYHOMY COCTaBYy.
[loHsiTHE O TOKYMEHTaX.

[IpaBuiia moaroToBKM 0 0OPMIICHHS JOKYMEHTOB.
[IpeTeH3rnoHHOE MTUCHEMO.

Perucrparusi JOKyMEeHTOB.

PexBusuter OP/I.

Pexnamubie nmucpma.

Crny)xeOHBIe TUChMA.

Cocrasiienue u opopMIIeHHE JelT (JIUCTa-3aBepUTEIIs Jeiia, JIUCTAa U KapThl-3aMeCTHTEIIS Jelia).
CocraBnenue u opopmieHue jien (00JI0KKH Jiesia, BHyTPEHHEH OIHCH Jiea)
Cocrasnienue 1 0opMIICHHE TOBEPEHHOCTH.

Cocrasnienue u 0opMIICHHE TOKIAIHONH 3alUCKH.

Cocrapienue u 0popMIIeHHE HHCTPYKIUH T10 JIEJIONPOU3BOJICTBY
Cocrtapnenue 1 opopMIIeHHE OOBSICHUTEIBHOM 3aITHCKH.
Cocrasienue u ohopMieHHE coriacus Ha 00paboTKy NepCOHAIBHBIX JAaHHBIX paOOTHHKA.

3.2.3. IIporpaMmMa npakTHY€CKOro 00y4eHHs

Tewma 1.1. ConepxaHue:

CosepuieHcTBoBaHNe | TexHUKA O€30IIACHOCTH M 0€30IACHOCTH TPyJa B KOMIILIOTEPHOM
TEXHHKHU M CKOPOCTH | KJacce.

muchbMa Opranuzaius paboyero mecra

OtpaboTka TEXHHKA MHCbMa: IHCHMO TEKCTOB  Pa3IMYHOM
CIIO)KHOCTH;  peJaKkTHpoBaHME U  (opMaTHpOBaHHE; BCTaBKa
00BEKTOB.

Tema 1.2. ConepxaHue:
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Opranu3ainmoHHO- Odopmiienne oOpa3ia JODKHOCTHONW HHCTPYKITHN
IIPABOBBIE JIOKYMEHTBI
Tema 1.3. Cojnepxanue:
Opranu3annuoHHO- Coctapnenue 1 0(popMIIEHHE TOCTAHOBIICHHUS
pacnopsiiuTeNibuble | CocraBieHue U 0(opMIIeHHE NTPHKa3a
SIS IEEEER Cocrarnenue u ohopMIIeHTe REITHCKE U2 TRHKA23
CocraBienue u 0popMIICHHE PEeIICHHUS
Tewma 1.4. ConepxaHue:
Nudopmannonno- Cocrapnenue u opopmiieHue dakca, TerneoHOrpaMMEI
ClIpaBOIHas CocraBieHue U opopmIIeHHE aKTa
AOKyMCHTAIlHA Cocrasnenue u opopmiieHre [IpoTokosia i BBIMUCKH

CocraBnenue #  odopMieHHE  JOKIATHOH, CIy)XeOHOH |

O0BSICHUTEILHON 3aITHCOK

CocTaBiieHHE H O(I)OpMJIeHI/IC p&HOBHI{HOCTGﬁ JCTOBBIX ITHCEM

Tewma 1.5. Ilpuknanusie | Coneprxanue:
nporpammbl MS Office | Cospanne npesenTauuu c anumanuei
Tema 1.6. KagpoBass | Conepxanue:

pabota

OdopmiieHne pe3roMe U COTPOBOIUTEIHHOTO MHChMA.

Odopmenne Jlnynoii kaprouku pabotHuka OdopmiieHre (GOpMBI
BHYTPEHHEH ONUCH JOKYMEHTOB.

OdopmiteHre TpyI0BOTO JOroBOpa

Odopmienne ob6pasnoB Ilpukasa o mnpueme Ha paboty
00s13aTeNbCTRA

0 HepasI[JIalleHUH CIyXeOHON TaifHbI

OdopmileHre TUTYJIBHOTO JHCTa TpynOBO#M KHIKKH M 3aIlOJIHEHHE
ee pasgenoB. Odopmienue (opMbl KypHajla ydera JBHXKCHHS
TPYZOBBIX KHI)KEK U AKTa CliMcaHus OJAHKOB TPYJOBBIX KHM)KEK H
BKJIQIBIIIIEH K

HUM

Odopmienue 3asBieHuss o mnpueMe Ha pabory OdopmiieHue
JIOKYMEHTOB O IIEpEBOJIE Ha JIPYTyIo paboTy

3.2.4. MeToau4ecKne MaTepPHAJIbI
Tema 1. JlenoBas urpa «Kaznposslii Bompocy». AnkerupoBanue «lIpodeccronanbHas

IOTOBHOCTB».

3anaua: 3HAKOMCTBO C HOBBIMH IpodeccusiMu Ha peiHKe Tpyna. [Ipodeccuun B chepe

yIpaBJIeHHUs: CEeKpeTapb-pe()epeHT, CEeKpeTapb-MalllWHUCTKA, aJMHHHCTPATOp TOCTHHHIIBI,
JIeJIONPOU3BOJUTENb,  JUCIETYep, COTPYAHHMK  cHOpaBoYHOH  ciayxObl.  CocraBieHue
po(heCCHOHOTPAMMBI.

Tema 2. 3HaueHHE NOKYMEHTALIMOHHOIO OOecliedeHHs YINpaBJICHHS B COBPEMEHHBIX
9KOHOMMYECKHX ycJIoBHUsIX. OCHOBHBIE OHATHS U onpeaenenus. Kiaccupukaius 10KyMEeHTOB.

3anava:

O3HaKOMJIEHHE

ydauuxcs C HEOOXO0IUMOCTEIO JAOKYMEHTHUPOBAHUSA

ynpaBlieHYeCKOi HH(OpMAIMH, ¢ BaXHOCTHIO MPAaBUIIBHOW OpraHU3aIlMK JOKYMEHTAIlHOHHOTO
obecriedeHus] B OpraHM3allid, YYPEXKIACHUHM M Ha MPEAIPUITHH HE3aBHCUMO OT (OpPMBI
COOCTBEHHOCTH, C COOTHOLIEHHMEM IOHATHH «MH()OPMaIUSI» U «JOKYMEHT», ¢ MHOrooOpa3HeM
JIOKYMEHTOB; U3YYHTH OCHOBHBIE TEPMUHBI U OTIPEIICIICHHUS.

Tema 3. DKkcKypcust B IPUEMHYIO PYKOBOJIUTENS

3agava: 3HAKOMCTBO C MOPSJKOM JOKYMEHTHOIO OOECIeYeHHs U TpaBHJIAMH
obcyxuBaHusi paboThl PYKOBOIUTEIS.

YupaxHeHus u 3ananusi: «AHkeray, « BuzntHas kaproukay
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Tema 4. Odopmnenue pexuszutoB. CTHIHCTHKA NENOBOM JIoKyMeHTauuu. dopmMarsl
oymaru u nosist TOCT P. 6 30-2003.

Ipaktryeckas pabota: «Iloctpoenne Gpopmyssapa — obpasia ¢ YLJIOBBIM M TPOJA0JIbHBIM
pacIionoXeHUEM PEKBH3UTOBY.

3agaya:  O3HAKOMHUTH  y4allUXCS C  OCHOBHBIM HOPMAaTHBHBIM ~ JIOKYMEHTOM,
PCrIAMEHTUDYIOIMM  MpaBuia OMDODMIEHUS VIDABICHUECKUY OKVMEHTOR: dopmunoraTr
HaBBIKH IIOCTPOCHUSI IPOCTEMIIUX JIETOBBIX OyMar U JOKYMEHTOB.

Tema 5. PexBusuTel, mnpuparomme IOKyMEHTaM IOPUJIHYECKYIO CUITy. bianku
nokymenToB. lIpakruyeckas pabora: «AHanmus GpopMysispa T0KyMeHTa.

3anava: O3HAaKOMHUTH C NOHATHEM «PEKBH3UT» M BHUIAMH popmynsgpa — obpasua, ¢
npaBuiamMu  OQOPMIIEHHsST PEKBH3WTOB; pa3BHBAThH MPaKTHKO-OPUEHTUPOBAHHBIE HABBIKH B
paboTe ¢ TOKYMEHTaMHu.

Tema 6. TpeGoanus k Texcry nokymenta. Hopmsl oHIHAIBEHOrO CTHIIAL.

3ajava: O3HAaKOMHTB ydYalMXcs ¢ BHAAMH OJIAHKOB, CIOCOGAMH H3FOTOBICHHS
O1aHKOB, ¢ TPEOOBAHUSAMH, MPEBSBIAEMBIMH K TEKCTAM OpULHATBHBIX JIOKYMEHTOB.

Tema 7. Pesiome, 3asBiienue, aBTOOMOTrpadus, aHKeTa.

IIpakriyeckas pabora: «Cocrasienue aBrobuorpahuny.

3azaya: O3HAKOMHTB ydYallMXcs ¢ BHAAMH JOKYMEHTAIMH IO JIMYHOMY COCTaBy,
Hay4MTh COCTABIISITE U OQOPMIIAT PE3FOME U JAP. JOKYMEHTBI, IPHUKA3bI 110 JIMYHOMY COCTaBY.

Tema 8. JlenmoBoe nmceMo. DTHKET J€JI0BOIA nepenucku. Ilpakrtuueckast pabora:
«OdopmiieHne ciykeGHOro MUChHMay.

3azaya: O3HAKOMHUTE yYalUXCsl C BUAAMH CITY>KeOHBIX IIHCEM, TPeOOBAHUSIMHU K TEKCTY
CITY)XEOHBIX MUCEM, HAyIHTh ODOPMIIATE CITY)KeOHBIE THChMA.

Tema 9. Ilpuem nocernteneit, nenosas Gecena. ITpoBenerne [IPUEMOB.

3amaya: O3HAKOMHUTE y4YalHXCsi ¢ OCOOEHHOCTAMH paGOThHI CEKpeTapsi B IPUEMHOIA,
C()OpMUPOBATh HABBIKH BEICHHS JENOBBIX PA3rOBOPOB.

Tema 10. B3anmMooTHOUIEHHS ¢ PYKOBOAMTENEM M COCIYXHBLAMH, C MOCETHTEISIMH.
Oruka. PeueBoii sTuker. BusurHas kaprouka. [Togapku.

3anaya: CdopmmpoBaTh MpeJCTaBIeHHE O BHENIHEM BHJIE CeKperaps, KyJbType
pabodero mecta, Ky IbType MoBeieH s.. [IpoBecTH rpynmoByo JIUCKYCCHIO.

Tema 11. VYuebHble 3aBefeHMAMH HAYAIBHOIO H CpeIHEro npo¢ecCHOHAILHOTO
00pa3oBaHus, KOTOPbIE FOTOBAT BHITYCKHUKOB LIKOJ [0 CIIEIMATBHOCTH «CEKpeTapby.

3anaya: [IpoBecTu ankernposanne «IIpodeccHOHANBHAS FOTOBHOCTDY.
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