MysununaabHOe aBTOHOMHOe 00111e00pazoBaTelibHOe yIpexKIeHHue -
cpenusisi o6meoGpazoBaTenpHas mKoaa Ne 154

IPUHSATO:
IlenarorunaeckuM cOBETOM
MAOY COIII Ne 154

IIpoTtokon Ne 14 ot «23» mas 2025 1. /0.B.Banamuna/

E» mast 2025 T.

OCHOBHASI IPOTPAMMA ITPO®ECCHOHAJIBHOT'O OBYYEHUA
nporpamMma npopeccHoHaNbHON OATOTOBKH 00yJatOIUXCs]

1o mpodeccruu «Cexperapb — aqMUHUCTPATOPY

r. ExarepunOypr, 2025 roz



OriaBJiienue

L. LlenteBoii paszie 06pa30BaTebHOMN NPOrPaMME! IIPODECCHOHATBEHOTO OGYIEHH . ....ovvvvvvevsbevees 3
1.1, TIOACHHUTEBHAN BAIHCKA 1.ovueuvrereusuesesensnsnesssescssstassttssstssssssisitsissssssissassssssssssasassenssssssesesssces 3
1.2.. LIETID H BAIMAUM ...cveeeveererrrasseisnessnssniensemansesoesaseemessssssossassssssssssisesssssaissnesssessassstasnsssasssnesntssasesss 4
1.3. Kareropuu 06y4aromuxcsi . CpOKE OCBOEHHS [IPOTPAMMEL .....cc.cereecusencssesiissmssnssssssessssssesenss 4
1.4. ®opma arrectauui. JJIOKyMEHT 00 OCBOCHHH IIPOTPAMMBL ....cuveuereerivvetrseniesssssennisessecsunenas 5
1.5. HnaHﬁpyeMme Pe3yJIBTaThl OCBOEHHS! IIPOTPaMMBI IPOPECCHOHATIEHOTO OOYUEHH ... vvvvevs 5
II. ConepskaTe bHEIH pasjies 06pa3oBaTeNbHON POrpaMMel MPodhecCHOHANTBHOrO O0y4€EHH. ... 8

2.1. Conep)KaHné HporpamMMsl IpodecCHOHATBHOTO 00yYeHHs

22, NV GO HET T suwssxvavsssenssmsssbsmsnssssssssionsssssssnssosssnansnasansnssa

2.3. TeMaTH4eCKO€ IIAHAPOBAHHKE............. R R S N S S AT Gy s wre v
[II. OpraBu3aHOHHEIA PABMEI ... cureeieriiiiririererssersressesessesseessesassssssestesnsassessasssssssssssessssesssssnonese
3.1. XapaKkrepHCTHKa YCIOBHH PEATH3AIIMU IPOTPAMMEI .....coverresernnnerenmrsesssennens rnasensibreesaessesaass
3.1.1. TpeGOBaHn;I K KaPOBOMY OOECTIEUCHHUIO .....coverrirversersesseorsessassesssnssnsnssssassassesassssessesasssessess 18
3.1.2. Tpe6GoBaHms K MATEPUATBHO-TEXHMYECKOMY 0GECTICUCHHIO e 18
3.1.3. TpeGoBaumst K MH(GOPMALHOHHO--METOANYECKOMY OOCCTICUCHMIO ....voveverererseresnsnnsssaraseines 18
3.2. KoHTpoIlb 4 OLIEHKa OCBOEHUS MIPOIPAMME ............ e e eeeeeesee s sessesssssi s sssssserenn 19
3.2.1. KoHTponk KauecTBa NOATOTOBKH iR 19
3.2.2. OLCHOUHBIE CPEICTBA cuvovensssrarussessestasssssesesessestasssestsessistassssssossessastsssssssssssasssssssssssssensssoss 20
3.2.3. IIporpaMma MPaKTHUECKOTO OOYUEHM M. cuvveurrererrrressressssesessssisessssassssssssssssstosssssssnstossassanas 21

3.2:4. Metoauueckue MaTeprabl



s v . , i
1. IlenneBoii pa3nen oGpa3oBaTesbHOI NporpaMMsl NpodeccHOHATLHOr0 00y YeHUs
1.1. IlosicHuTeBbHas 3aAIIHCKA

OcHOBHas 06pa3oBaTesbHas IporpaMma NpPOGeCCHOHAIBHOro oOydeHMs (naiee -
[Iporpamma) MyHHUKMNATEHOTO ABTOHOMHOTO 00111e06pa3oBaTeIEHOTO YIPEKAEHUs - CpeHeH
oGmeobpasoBatenpHol mKomsl Ne 154 (manee - MAOY COIIl Ne 154) mpepnasHadena Juis
o0yuenuss oOy4aroIUXcss B paMKax NpodecCHOHANBHOM IIOATOTOBKH HO  JODKHOCTH
«CeKpeTaps-aIMUHHCTPATOp», W pa3paboTaHa B COOTBETCTBMM C HOPMATHBHO  IPaBOBHIMH
JOKYMEHTaMHU:

—@enepanbHbii 3akoH oT 29 mexkaGps 2012 .roga Ne 273-®3 «O6 obpasoBaHui B
Poccuiickoit deneparym». A .

—ITpukas MunncTepcTBa 00pasoBanus U Hayku Poccuiickoit ®enepauuu ot 18 anpeis
2013 1. Ne292 «O6 yTBep:KJI€HHMH TOPSAAKA OPraHA3al|K M OCYIIECTRJIEHUsS 06pa3oBaTeIbHOM
JESITeBHOCTH 110 OCHOBHEIM IIPOrpaMMaM npodeCCHOHAIBHOTO 00ydeHHs).

— Ipuxas MunncrepcTsa npocsemenus P® or 14 moms 2023 roma. N 534 "O6
yreepkaeHun Ilepeuns mpodeccuit paboumx, [IOJDKHOCTEH CiyXamuX, TII0 KOTOPBIM.
OCYILECTBIETCS MpodheccHoHanbHoe o0ydeHue" (¢ M3MEHEHHAMH U JOTONHEHWSIMH OT 29
despans 2024 roya). ‘ '

—Eauueii  KBaNMM(UKALMOHHBIM  CIIPaBOYHHK NO/DKHOCTEH  PYKOBOJMTEJIEH,
CTIENMAIIICTOB U CyXallux (PefaKuus ot 9 anpensd 2018 roma, B TOM 4YHCIIE C U3MEHEHHUSMH,
BCTYNHBIIMH B cunty 1 mronst 2018 roza).

~TIpodeccronanbHsM cTanapt 1o npodeccun «CrenyanucT no OpraHU3aLMOHHOMY U
JNOKYMEHTaUHOHHOMY O0O0ECTIEYeHHIO YIIPaBJICHHUS oprasHmsaluei’» (yTBEpXKIEH IPHKa30oM
MunucTepcTBa TpyAa W commanbHoi 3amurthl Poccuiickodt @exepanuu OT 06 mas 2013r.
No276m). ' ‘

IMox npogeccoHaNbHEIM 00y4IEHHEM TI0 IPOrpaMMam NpoeCCHOHATBHOMN TOTOTOBKH
110 mpodeccHsM pabouMX U AOIDKHOCTSM CIyXKaIlMX MOHMMAETCs IPOpecCHOHANBHOE oby4enne
JIWILI, paHee He MMEBINMX Npodeccuu pabovero Wiy TODKHOCTH CITy)Kallero.

IpodeccronansHoe 00ydeHUe 0 mporpamMmam MpodeccHOHaTBHOH NOArOTOBKU MO
ripoeccusaM paboumx, AOIDKHOCTM CIIyXaIUX HANpPaBIeHO Ha niproOpeTeHUe 3HAHUM, YMEHUIA,
HABBIKOB, B TOM YHCIIE 11 PaBOTEI ¢ KOHKPETHEIM 060pYI0BaHUEM, TEXHOJIOTHSIMH, TIOTyICHHE
YKA3aHHBIMH JIALIAMH KBaTUGUKALMOHHEIX PaspsioB, KATETOPHH 10 Ipodecct pabouero WM
JODKHOCTH  Ciyxamero  0e3- H3MEHEHMs  ypOBHA oGpasoBanms.  OpraHusaiys
npodecCHOHaNBHOTO  O0yYeHHs — PEraMeHTUPYeTCs — IIpOrpamMMoH podeCCHOHATBHOTO
o6yueHHs, B TOM 4UCI€ Y4eOHBIM IJIAHOM, KaJleHIapHO-TEMATHIECKHM ILTAHOM, pabouumu
IpOrpaMMamMH JMCUMIUIMH .= M [pO(ecCHOHaNbHBIX MOAYJCH, pacnucaHueM 3aHATAN W
JOKAJBHBIMHA ~ HOPMATMBHO  IPaBOBBIMH  aKTaMH MyHHLHNAIEHOTO  aBTOHOMHOTO
0611e06Pa30BATEBHOTO YIPEKLEHHS - CpeiHeit 001mec6pasoBatTebHOM MKObI Ne 154 (nanee -
MAOQY COILL Ne 154). .

-OcHOBHEIME (opMaMu TIpodeCCHOHANEHOTO OOydYeHHs! SBIIOTCA TEOPETHYSCKHEe U
npakTHUeckue 3ausTus. OCOOCHHOCTHIO PEeANTM3alUK MPOodecCHOHATBHOTO o0yueHHs SABIAETCS
CTPYKTYPHDOBAHHE CONEpXAHHE OOY4EHHS B aBTOHOMHBIE OPTaHM3ALOHHO- METOJHIECKHE
GIOKH — PasAelEL. ‘ '

Pazpmen — LENOCTHBIN HabOp MOJIEKAIHUX OCBOSCHUIO yMEHUH, 3HaHUH, OTHOIIEHUN U
onsITa (KOMIIETEHIHMI), ONKMCAHHEX B (opme TpeGoBaHMH NMpOdeCCHOHANBHOTO CTaHIApTa 1o
npodeccyit; KOTOPHIM JIO/DKEH COOTBETCTBOBATH OOYYalomuica MO 3aBEpIICHAH o0OyyeHust
pasziena, M Mpe/ICTaBIAIOLMI COCTABHYIO YacTh Goree obwiel QpyHKIuA.

‘Pazpensl  QOpMHpYIOTCS  KaK ~ CTPYKTypHas — €IMHHIA yyeGHOro MmjIaHa IO
npodeccHy; Kak OpraHM3aliOHHO-METOJMYECKas MEX/JUCLHILIMHAPHAsA CTPYKTYpa, B BUIE
HaGopa pasHBIX JHCIMIUTMH, OOBEIMHSEMBIX [0 TeMaTHUeCKOMY NpH3HaKy 06asod; Wi Kak
OPTaHM3aLMOHHO-METONIMYECKAs: - CTPYKTYpHas — €IMHHLA B paMKax npodecCHOHAIBLHOM
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nporpammel.  OGyueHwe TNO NpPOrpaMMe TNpEANONaraeT NPOBEJCHHE ATTeCTALMH — IO
OKOHUYAHHIO y4eOHOTO MONyrofust U ydeGHOro roja TIPOBOJUTCS IPOMEXKYTOYHAs ATTECTallys,
o6ydeHHe Mo MpOrpaMMe 3aBepIIaeTCs MTOroBoM arrecranuell B ¢popme Keanu(UKaHOHHOrO
3K3aMeHa. :
IIporpaMma TEOPETHYECKOro OOY4eHMs COCTAaBJEHAa C y4€TOM 3HaHWH, IOJYyYCHHBIX
ofyuatomuMucs B 06meo6pasoBaTeNbHOM wWIKOJE, M IpelycMaTpusaeT mproGpeTeHue
TEOpeTHUYECKMX 3HAHHMM, HEOOXOIUMEIX CeKperaplo - aJMHHHCTPATopy s MpaKTHYECKOH
paboTEL

XapaxTepHcTHKa npodeccun:

Cexperapp - 3TO CIELHAINCT, KOTOPHI JOJKeH O6JafaTe JENOBEIMH KaueCTBAMM,
KoMMyHHKabGenapHocThI0. CekpeTapb Be[eT Bech JOKYMEHTOOOOPOT OpraHu3alluy, HUCHONB3ys
KOMITBIOTEPHYIO TEXHHUKY, OCYLIECTBISCT HENOBYIO MEPENHCKY, KOHTPOJMPYET HCIONHEHME
JIOKYMEHTOB, TOTOBUT AOKYMEHTHI K ciade Ha apxuBHoe XpaHeHue. Cexperapb IUIaHHPYET
pa6ounii 1eHb PYKOBOAMTENS, CTEHOrpahupyeT COBEIIAHMS M IIEPErOBOPHI, OpPTaHM3YeT
BCTpeuH, npecc- KoH$epeHIUH. '

Hasnayenue npodeccun: -

. Beimonuenue paboT M0 OpraHM3alMOHHO-TEXHUYECKOMY O0ECIIEeYeHHIO JEsTENBHOCTH
aIMMHHUCTPATUBHO-YIIPABJIEHUYECKAX  MOJpasjeNeHuii (PyKOBOAMTENEH pPasHOro  ypoBHS,
paGOTHMKOB aJIMUHHCTpAUM¥ M 1p.) B OpraHM3alMaX, YJIPeXIEHHsSX, MUHHCTEPCTBaX,
BEZIOMCTBAX, NPEANPUATHIX, QUPMAX PasHOro npoduis AesTeTbHOCTH M GOpM COOGCTBEHHOCTH.

1.2. Ilerb ¥ 3apaun

Ilens mporpaMMbl — npodeccHoOHaNbHas MOArOTOBKa 06yqa10umxc;1 MAOY COHI Ne
154 no npodeccun «CexpeTapb-aIMHAHUCTPATOPY.
OCHOBHEIMH 331a4aMH JPOIrPAMMBI SBJISIOTCH:
-popMupoBaHHe y OGYYaOMMXCS COBOKYNHOCTH 3HAHHMH W yMEHHH, HEOOXOIMMBIX A
OCYIIECTBIEHUsS TPYIOBHIX IEHCTBUH M TPYHOBHIX (YHKIMH IO npo@eccym «CexpeTapb-
aIMMHHCTPATOP»;
-pasBuTHe y OBYYAIOMMXCS MOTHBHPYEMOH NOTPEGHOCTH B IONY4EHHM BOCTPeGOBAHHOM
npodeccuH, B OpraHU3aldy CaMo3aHATOCTH Ha PEIHKE TPya;
-oKazanue OOY4YaloIUMCS MPAKTHKO-OPMEHTHPOBAHHOM I[OMOINM B npodbecCHOHATEHOM
CaMOOTIpe/ieIeHHH, B BEIGODE Iy TH IPOAOJDKEHHUS IPODECCHOHANBHOTO 00pasoBaHuUs.
OGy4aromumcs, yCHEIHO CAaBIIMM KBannd)HKaHHOHHmH SK3aMeH 110 pe3ylbTaTaM

npodeccHOHANbHOTO  O0YYeHHMs, BBIIAeTCH  CBHAETENBCTBO  YCTAHOBIEHHOIrO obpasua.

OGyuyaromecs, He CIaBlIMe KBadM(UKAIMOHHBIA  5K3aMEH, IIONYYaroT  CIPABKY
YCTAaHOBJIEHHOTO 00pasIa.

B yueGHOM Ipolecce HMCHOJB3yeTCsl MaTepHalbHO-TeXHMYecKas 6asa M KaJpoBbie
pecypcst MAOY COIII Ne 154,

1.3. Kateropuu o6y4atomuxcsi. Cpokn ocsoenusi IIporpammel

Kareropus oﬁyqamumxcn IIporpamma 1podecCHOHANBHOTO -00yyeHus Mo
npodeccrn «CeKpeTapb-aIMHHMCTPATOp» ajpeCcoBaHa JIMLAM, HMEIOIUM OCHOBHOC obee
06pa3zoBaHKe, BKIJIOYast JIUL ¢ OTPaHMYEHHEIMU BO3MOKHOCTSMH 310POBBA ¥ HHBAJIUTHOCTBIO.

®dopma o0ydeHust, npuMensieMbie B paMka oOyuenus no IIporpamme — ovHas,
OuHO-3a04YHas, 3aouHas. Kaxnaa uz ¢opM oOydeHHs! MOXET 4YacTHYHO peaju3oBaHa C
IIpUMEHEHHEM UCTAHIMOHHBIX 06GPa30BATENBHEIX TEXHOIOTHH U SIEKTPOHHOTO O0yUeHH .




Cpok OCBOEHMSI HpPOrpamMMbl, pPeXHM 3aHsITHH: Cpok ocBoeHMs IIporpamme
npodeccuonansHoro obyyefius no npodeccrn «Cekperapb-aAMHHUCTPATOP» COCTABIsAET 1,5
roza. '

O61iee xonuuecTBO YacoB mo [Iporpamme: 108 gacos.

U3 aux:

- 1 rox o6y4enns — 72 yaca

- 2-ii rox 06ydeHus — 36 yacon

Pesxnm  3aHsTmil. PexuM 3amATMH  omnpejensercss CTPYKTypoil  ydeGHOro
(TeMaTHUUeCcKOro) IiaHa U pacliucaHueM 3aHATHH. '

BansTHe: 2 aKaJeMUYECKHX 4aca C EPepHIBOM 15 MUHYT.

IpoA0KUTENBHOCTD OJHOTO aKaJIeMHYECKOro Yaca cocTaBiseT 40 MUHYT.

TeproauusocTs: 1 pa3 B HEAEO.

1.4. ®opma atrecranuu. [lokymenT 06 ocBoennu Ilporpammel
®opma HTOroBOIi aTTeCTAlIHH — KBANU(PHKALNOHHEIH 3K3aMEH.
Ksanuukanus, NpacsauBaeMasi BbUTyCKHHKAM 00pa3oBaTe/bHON MPOrpamMmbl:
CEeKpeTapb —aIMHUHHUCTPATOP 3 -ero paspsia.
BeipaBaembiii noxymeuT CBMETEIBCTBO YCTAHOBIIEHHOTO 00pa3sia. ]
CoOTBETCTBHE ONMCAaHMA KBanudUKanud B NPOGECCHOHATBHOM CTaH#apTe ©
TpeGOBaHUAMM K Pe3yJIETaTaM MOArOTOBKH 110 IporpamMMe MpodecCHOHANTBHOTO 00y eH s

O6o6mennbie TpyAoBbIe GyHKIMH TpyaoBble QyHKIHH
Kol | HauMeHOBaHHE YPOBEHB HalMEHOBaHUE KOJ YpOBEHB
KBaTU(UKAITAH (O pOBEHE)
. : KBAIH(pUKALIH
A | OpranuzanuonHoe -3 Ilpuem u pacnipenenenue | A/01.3 3
obecredeHye ‘ TeJIe()OHHBIX 3BOHKOB
ACATCIIBHOCTH : ‘ OpraHmzaius - A/02.3 3
Opranusalnun ' paboTHI ¢ HOCETUTENSIMHU
' BeinonHenue A/03.3 3
’ KOOPAUHUPYIOIIHX H -
obecreunBaOIX QYHKIMHA

1.5. Il1aHUpyeMbIe pe3yTbTAThl 0CBOEHHSI NPOrpaMMbl IIpodecCHOHATLHOIO 06y YeHus!
OcHoBHAag  Ledb: BuUAa  NpodecCHOHANBHOM — JEATCIBHOCTH:  pealn3alusd
obecneunBaompX (GYHKIHUI yIpaBleHUs OPraHU3allMEl; BHENPEHHE JIYYIIMX TEXHHYCCKHUX
pa3paboTok ¥ HOBEHIIMX TEXHOJNOTUI B 06ecIIeyeH e YNpaBIeH s OpraHu3anue.

OnpeJeiieHne pe3yJibTATOB OCBOEHHS! IPOrpamMM NpoecCHORANIBLHOrO 00y YeHns Ha
OCHOBe HpPO()eCCHOHATBLHOIO CTAHAAPTA

IpodeccHonabublii | ITporpamma npogeccHoHaIbHOTo 00y4eHust

CTaHAAPT '

Byn npogeccroHansHOM OpraHuzaldOHHOE  H JOKYMEHTAL[MOHHOE obecrnieueHue

e TeIEHOCTH yIpaBJeHUs] OpraHU3alHAMHU JIOOBIX OpraHu3aIOHHO-TIPABOBEIX

' bopm

O606menHas TpynoBas OpraHu3aIMoHHOE O6eCTIedeHHe ASSITEIEHOCTH OPraHU3a K

byHKIMS ,

TpymoBast pyHKIus - [[prem u pacnpenenenue TeneoHHEX 3BOHKOB OpraHU3alyH

Opranusais paboTsI ¢ IOCETUTEIIMH OpraHh3aLHH
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BEIo/IHeHNE KOOPAWHUPYIOIMX 1 00eCTIeUHBAIONINX QYHKIMH

TpynoBoe neicTBUe

S

[TepeHanpaBieHne  TeNeOHHBIX  3BOHKOB  pPYKOBOJACTBY Y
COTPYAHHKaM OpraHHU3aLuU

PericTpanys NocTynalmyx TeiepOHHEIX 3BOHKOB '

[Tonyyenne  HeoOxomumod  uHpopmanuu M Iepenaya
CaHKIMOHMPOBAHHON HH(OPMALHUH 110 TeaePOoHy

BcTpeya moceTUTeNel, MOTydeHHe NepBHYHOM MHGbOpMAaLMU O
[OCETUTENIX M ITIOMOINb B  OpPraHM3alMM HMX  IpHeM3
[PYKOBOJHTEIIEM M COTPYIHHKAMH

BeneHre xKypHaia yJeTa oCeTUTENEH

[Vuer mocetuTeneii 1 oopmiIeHHE NPOIYCKOB

ConeiicTBE  ONMEPaTWBHOMY  PacCMOTPEHHIO  NpoCkG M
NpeIOKEHUH MOCETUTENIEH

[IpueM u mepexada JOKYMEHTOB IIOCETHTENIEH DPYKOBOACTBY M
COTPYIHHMKAM OpraHU3aliK

Opranuzanyst 1 GpOHNPOBAHHE NIEPETOBOPHEIX KOMHAT
CepupoBKa yaiiHoro(kodeiHoro) crona B opuc

[lpuroToBnende HarmTKoB (Yaii, Kode, MPOXIALUTEIHHBIC
HATNTKN)

Benenue xypHaja pa3pe3ioB pabOTHUKOB OpraHU3aliK
Koopauuanyisi paboTsl KypbepoB M BOJHMTENIEH OpraHu3anyy
Benenue OKkypHala pasbe3fioB  KyphEpOB — OpraHM3aluid  H
MapIIpyTOB BOAUTENEH .
CocraBneHde CrpaBKM O pa3be3jax ' paGOTHHKOB, KypbepoB H
MapIIpyTax BOLUTEJEeH OpraHu3aluy

[VMmenue

crions30BaTh TEXHUYECKME U INPOrpaMMHEIC cpe)lcTBa il |
poBeieHus TOJIOCOBON MM BHIEO-KOH(EPEHI-CBI3H
Mcronp3oBaTh CpeicTBa KOMMYHHKAIMOHHOM OPITEXHHKA Juls
NONydeHns ¥ Nepeaadn HEGOpMaLHK

Bectr y4YeTHBIE PETHCTPALIOHHBIE (OPMBI, HCIONB30BATE HX
1. MHGOPMALHOHHON paboTEl '

VcranaBnuBaTh KOHTaKT C coGece,uHuKOM HOANCPKUBATE U]
a3BHMBATh JENOBYIO 6ecey B npoliecce Tele(OHHEIX IeperoBopos
CriiaxxuBaTh KOHQIUKTHEIE " CJIOYKHEIE CHTYaLuH|
[MEKITMIHOCTHOTO B3aUMOJEHCTBHS '
CobmoaaTh CITyKeOHBIH STUKET

O0ImAaTECs ¢ MOCETUTEISIMHU ‘
crions30BaTh  YCTAHOBIICHHBIE MpaBHiIa U HpOLEYpPHI
KOMMYHHMKAlUMH _BHYTPY OPTAHU3ALUH

BecTy yueTHbIE HOPMBI, HCIIOJIB30BATh MX JUIsi paGOTHI

Co3maBaTh TOJOXKHTENBHEIM HMMHUK OpPraHM3alyd, IPUHAMATH
MEpBI 110 Pa3pelleHHI0 KOHQIMKTHEIX CUTyaIii

[pumensTh HEHOPMAIMOHHO-KOMMYHHKAIIMOHHEIE TEXHONOTHH
O6ecrieunBaTh KOH(HIEHIHAIEHOCTE HHOPMaHH

COCTaBIIATh ¥ BECTH YUETHBIE IOKYMCHTEI

[ IpuMeHATH cpencrsa KOMMYHHKaLAH i
repenaqyu nopy4eHu PYKOBOJUTENSA U  COTPYAHHUKOB
OpraHu3ayy "
[IpUMeHATH COBPEMEHHBIE CPeicTBa cOopa, oGpaboTkH H nepeady
HGopMaLMU




: OHCHHBaTL PpE3YJIbTaThl B paMKax MOCTaBJICHHBIX 3a4a4

OCyLIECTBIIATh KOHTPOJE HCTIONHEHHUS NMOPYYEHHUH PYKOBOIUTEIS
COTPYIHUKAMH '

BHaHHe

[[IpaBuiia TIPHTOTOBJICHHS ¥ NIO/IA4H TOPSIHX HAIIUTKOB W 3aKYCOK K

DyHKIMH, 33124, c:prKTypa OpraHu3alHH, €€ CBS3H.

[IpaBuna  B3aUMOJEHCTBUS ¢ TApPTHEpPaMM, KJIHEHTaMH,
cpeicTBaMK MacCoBO# MHbOpMALU

[OTHKA IET0BOTO OOIIEHMUS

[TpaBuia peyeBoro STUKETa

TpeGoBaHus OXpaHbl TPyIa

[ [paBuuia 3aUTHI KOH(bwleHunanLHou cny)iceGHon uHbOpMaIIK
[TpaBiia oprany3aliiy IpreMa MoceTHTeaeH

[IpaBuiia fe0BOro OOmEHUs ‘

CTpyKTypa  OpraHmMsauMd W pacrpefenesue  QyHxumi
[MEXTY CTPYKTYPHBIMHU TIOAPA3AEICHUSIMH 1 crieLyaMcTaM
paBHJIa OpraHU3aly NPHEMOB B OhHCE-

[IpaBuia cepBUPOBKH YaHHOTO (KodeiHoro) crona

CogmepxaHne TPOrpaMMel NPo(decCHOHANBHOrO OOYYEHHs . ONPEAEAETCS Ha OCHOBE

TpeboBaHMIA

- POECCHOHANBHEIX ~ CTAHAapTOB (IPM  HAIWYMM) WM  YCTaHOBJICHHBIX

KBaJIMPHUKAIIMOHHKBIX TPeOOBaHMUI.



I1. ConepxkaTesbHblii pa3gen o6pa3oBaTesibHOI NPorpaMMsel NpogecCHOHAILHOrO
o0yueHHust

2.1. Conepxanue nporpaMmsl npogeccnoHaILHOro 00y4eHus

Pazgen L. Oﬁmenpmbeccuona.nbﬂbm MOAYJIb

1.1. OCHOBBI peAaKTHPOBAHHUS JIOKYMEHTOB.

Teopus. Kynmprypa denoBeka u Kyabrypa peud. OCHOBHBIE (QYHKIUM A3BIKA.
B3auMoCBs3b KYJNBTYPHl 4eJOBeka M KyJbTyphl pedd. HopMaTHBHBIH, KOMMYHHUKATHBHEIA U
STHYECKM acIEeKTHl PEYEBOM KynbTyphl. @YHKIMOHAIBHEIH CTHJIM PYCCKOIO JIMTEPATYPHOTO.
Crumin pear. OCHOBHBIE 4epThl, 0cOOCHHOCTH M NMpH3HaKu Beex cruned. Hopmel pycckoro
pedeBoro stukera. Opdosnus, opporpadus. Cuarakcuc U myHKTyarus. [IpuHIMIEL B QyHKIMH
pycckoil mynkryauud. CMbicnoBasi poib 3HakoB npenuHaHusa. Croco6s oQopMIeHHs dyxOu
peun. '

INpaxTuka. Hanucanue TekcTa noj JUKTOBKY. AHaIN3 TEKCTa. PenakTHpOBaHHE TEKCTa.

1.2. AesioBast KyabTypa.

Teopuss. My cekperaps-aIMHHHUCTpaTopa. JIMUHOCTH CEKpeTaps H €ro poib B
JESITEILHOCTH COBPEMEHHOU opraHu3anuu. J[OJDKHOCTHAs MHCTPYyKuMsA. JIeNoBele M JINYHEBIC
KayecTBa cexperaps. Jlenosas xeHmuHa~-npodeccroHan. Pabouee MecTo cekperaps. OTUKET B
ciyxeOHBIX OoTHOIEHKAX. KopmopaTuBHas KynbTypa, (QHUPMEHHBIH CTHIL OpraHM3alH.
CyxeOHas BepTHKanb (OTHOIIEHHMs B cucTeMe «PykoBoauTenb- MoauuHeHHEIH). CiyxeOHasd
TOpU30HTaJIb (OTHOIIEHHE B CHCTEMe Kojulera- komera). Ciyxe6Has cybopaunaimsa. Hopmer u
IpaBHjia OTHOIICHHH COTPYJHUKOB C MPEICTaBUTEIIMH CTOPOHHMX OpraHU3allii, NapTHepamH,
KiueHTamy, . mocerurensamud. CyGopauHamms. OMOLMOHANbHO- HEHTpalbHBIA — JEJIOBOM
xapaxtep. KoHbHIeHIHATEHOCTE.

IMpaxruxa. {enopas urpa: «OpraHu3anys cCoBeLIaHIsD)

1.3. OcHOBEBI €10 POU3BOACTBA

Teopust.  JIokymMeHTaUMOHHOE  OOECIEYEHHE  YIPABIEHYECKOW  AEATENBPHOCTH.
Cexperaps B CTpyKType ynpaeienus. HopmaTuBHO-MeTOAMdecKas 6a3a J€NONPOU3BOACTBA.
OCHOBHEIE TEPMMHEI BJIEJONPOM3BOACTBE. 33124yl JENONpPOHM3BOACTBA.  Tpe6GoBaHMe K
opopmiieHdro JokymentoB Ha ocHoBe I'OCT. JlokymeHtHpoBaHue. JIOKYyMEHT, BHAEI
JIOKYMEHTOB, MX Kiaccupuxaiys. PekBU3HTE HOKyMeHTOB IIpakTHka. AHaiM3 JOKYMCHTA,
NPUHLHMN T[OCTpOeHKs. bBlaHKK JOKyMeHTOB. PeKBU3HMTH HOKyMmeHTa. JOKyMEHTHpPOBaHHUE,
BHIBI U crioco0BL. TpeGoBaHUs K TeKCTy HOKyMeHTa. TpeGoBaHMsA K H3rOTOBICHUIO HOKYMEHTA.
Bauer «HopmaTuBHO-MeTOMYeCKast Oasa nenonpousBoictsa. - TpeGopanue K OGOPMIICHHIO
JIOKyMEHTOBY.

1.4. Texaukxa mamunonucu. Pasgen Ne 1 «Cnenoii» qecaTHNaNbIEBbIH METONX
neuatu Ha IIK. Teopus. '

"~ OCHOBHBIE NPUHLMIIEI «CIIETION0» AECATHUNANBLIEBOrO METOAA IEYaTH Ha MHULIYyINeH
mammpke # IIK. Tlo3uMM mansueB Ha KiaBuaType. J[OKYMEHT, BHABI JIOKYMEHTOB, MX
Knaccmbnxauwl

PeKBU3MTHL JIOKYMEHTOB. 3Hakk mpenuHaHusi. Apabckue nudpsl. KonunuecTBeHHEIE,
NOps/IKOBEIE YKCIHTENbHBe. Hymeparus nyHkroB. PuMckue mudpel. Hanncanwe nat

IMpaxtuka. Odopmnenue poxkymeHToB. IledaTh, JeCATHNANBLUEBBIM — METOAOM.
Odopmuenne rpaaui.Ilons foxymenToB. YcraHoBka rosneid. [Ipakrudeckue 3afanus. «OtpaboTka
rieuary Ha Kiasuarype. Habop texcrosy «OdopmieHne JOKyMEHTOB. IledaTs aecsTHIIANbIEBEIM
METOIOMY. 3a4eT.

1.5. Texnuka mammHonucH. Pasnesn Ne 2. M3ydenne TeXHHKM Ne4YaTH

Teopus. OcBoenrie NpUeMOB TeXHMKH mUcbkMma. OOpaboTka KpHIITOTpaMM [JIACHBIX
6ykB. OthopMieHre 3aroJIoBKOB U Ioj3aroyosko. Hymeparusa crpanun, TeKcToBbIe COKpalCHUS.
Ilpsmast peus, uuratel. OdopMieHHe NPUMEYaHUH, PHIOKEHHA. I/IcrlpaBJIeHHe omuOoK.
HWcnpasnenne ommbok Ha ITK O6paborka kpunrorpamMMm OyKB OCHOBHOHM MO3HLMM IaJIbLIEB.
KpurrrorpamMmel riracHeix 6ykB. IledaTh CIIOrOB «COTJIacHas — INAacHas - 2 COIVIACHEIX; «2
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COIIACHEIX - [IACHAs - COTJIacHasy, paboTa co CIIOraMUTHIIA - «COTJIACHas - COTJIACHAs rilacHas.
KpunrorpaMMel OCHOBHOM mo3uiuy nainsles.. O6paboTka KpunTorpaMM OyKB BCEH KIIaBUATYPEL.
Ileyarth cJIOTOB, MEYaTh ABYX - M TPeXOYKBEHHBIX KOHEUHBIX OykBocoderaHumit. Odopmienwe
MaIIMHOMMCHEIX pabor. Tabmuuel. OdopmieHHe M U3rOTOBIEHHE TaOIMYHBEIX (opm
JOKyMeHTOB. IIpaBuiia BHINIOTHEHHUS CIIOMKHBIX TaOJIHIL

IlpakTuka. Pa6ora ¢ TekcToBbiM moxymentoM. HaGop Tekcra moa nukToBky. PaGora ¢
tabmuamy. OpopMiIeHHEe B U3rOTOBJICHHE TAOJMIHBIX GOPM JOKYMEHTOB.

1.6. Texauxa mamunonucu. Pasgen Ne 3. Cropocts neyats

Teopwust. Onpezenerue ckopocTH rievaTd. CKOpOCTh MevaTd U KauecTBo pabot Ha ITK.
IMpaxruxa. HaGop Tekcra Ha ckopocTh. KauecTBeHHEIH HAOOp TEKCTA.

Paspen II. ABTromaruzanus OY

2.1. OducHoe oGopyaoBanue.

Teopus. OpraHu3auuoHHast TeXHUKA. BUIEI U YCTPOHCTBO OPraHU3aLMOHHOM TEXHUKH. -
Kcepokc. ®@axc. [lpunrep. Ckamep. IlepconanpHblii KommbioTep. MynbsTuMeniHoe
obopymopanue. IleyaTHoe W MHOXHTENEHOE OCOpYINOBaHME. J[eMOHCTpAalMOHHAS TEXHHKA.
Cucrema cBssu. Mynstumeua. CKaHHpOBaHHE H300pasKeHHUH.

[TpakTuka. PaGoTta ¢ oprrexsuxoii (opucHsM o6opynosanneM). CkaHUpOBaHHE

2.1. DuiexTpoHHbIit odHuc. '

Teopus. OducHble DpwIoKeHHUs. JIOMOJHUTENbHbIE BO3MOXKHOCTH. AMIIEPaHTHOE
obecrieueHre MepCOHATBHOIO KoMmbroTepa. OnepauponHas cucrema Windows. CryxeGHbie
nporpammsl. TexctoBsiii penakropMS Word. Pepakrop amexkTpouHex Tabmun MSExcel.
Hporpamma MSPowerPoint. TecToBsiii penakrop MS Word. 3anyck u Hayano paGotel. Bonu
peakTHpoBaHHe TekcTa. Dopmarmposarve Texcra. Odopmienue crpanul. OdopmieHue
JOKYMEHTOB ¢ IOMOIIBIO Tabynapa. OdopmieHue GIaHKOB JOKYMEHTOB. MEHIO M OCHOBHBIC
nousitua MS Excel. DnextponHas Ttabmmua. 3HaKOMCTBO c skpaHom MS Excel. Ilanenn
uHcTpyMenToB MS Excel.BBox u pepakTvpoBaHie JaHHBIX. AHamu3 u o6paboTka NaHHBIX.
Ipesentanus MS PowerPoint. Bosmoxuocru MS PowerPoint. Cralipel. PaGora ¢ TekcTOM.
DJIEKTPOHHBIEAOKYMEHTH i HX XpaHEHHE. JKCIIEPTH3a EHHOCTH IOKYMEHTOB.

IIpakruka. PaGora ‘¢ Tabmuuamu H rpadukoi. OdopmieHHe Npe3eHTalud B MS
PowerPoint.

Paspen IIL. Ipodeccuonanbublil MoayJIb. Jl€10NpPOH3BOACTBO B OPraHH3alHH

Teopus. CocTaB yIpaBleHYECKHX MOKYMEHTOB Opranusauuu. OpraHu3allOHHEBIE
IOKyMeHTHl PacropsiiutenbHble JOKyMEHTH. MH(OpManMOHHO. - CIPABOYHBIE JOKYMEHTEL
Jlenopas mnepemucka. IlpaBuna oQopMIIEHHs, CTPYKTypa W BHIBl JEJIOBEIX IHCEM.
JIoXyMeHTalys 110 JOTOBOPHEIM MpaBoOTHOLIeHHsAM. Opranusanps paboTsl ¢ JOKYMEHTaMH.
Opranuzanys J0KyMeHToo0opoTa. Perrcrpanus 1oKkyMeHTOB. Tekyliee XpaHCHHE TOKYMEHTOB.
HomeHKIiaTypa feil. ApXHBHOE XpaHeHHe JOKyMeHTOB OCHOBHBIE PEKBU3UTHI M TpeGOBaHMS K
odbopMIeHHIO  JOroBOpoB.  JIoKyMmeHTs! — npexnpustHs Knaccudukaums — TOKYMEHTOB
yIpaBlIeHYECKOM aesTenpHocTH. Ycra. Ilomoxenus. IlltarHoe pacnvcaHue. IIpasuna
BHYTPEHHETO TpYHOBOrO pacriopsika. Ykasauus. IlocTaHoBneHms. IIpmkassl IO OCHOBHOM
IeATEeNbHOCTH. BhIMMCKa W3 mpukasoB. Pacmopspkerue. Pemennme. IlpoToxon (mOmHBIM U
kparkmif). Axr. Cnpasku. JloxnapHas samucka. O6pscHuTenbHas 3amucka. Tenerpamma,
teneoHorpamMma. Pexsusursl mucsMa. ITnceMo-mpocs6a. ITucemo-orset. IIpHriacHTenbHOE
micsmo. CONpOBOIMTENBHOE MHCHEMO. [lmceMo - coobimenue. IImcpMo-oTkas. KpemuTHerid
norosop. Jloroeop xpanenus. Jlorosop nocraski. Jloropop mpokara. KomMepueckuii 10rosop.
TonsTHe "MOKYMEHTOOGOPOT" M pasBHUTHE €ro HOPMATHUBHOM METOAUYECKOH periaMeHTalliy.
XapakTepHCTHKa JOKYMEHTOOG0pOoTa. DTAIlBl ABIKCHHA H TOPSHOK 0GpaGOTKH JIOKyMEHTOB.
PaboTa ¢ BXOASIMMH JOKYMEHTaMH. OTamsl 06paboTKH JOKYMEHTOB. Kom‘ponl; UCTIOJTHEHUSA
NOKYMEHTOB. Peructpaus JOKyMEHTOB, BHBI peructpauuy. OnpesieleHue CPOKOB XPaHeHHs.
Hopsiiox Beiiauu gent. IloaroToska fen ¥ nepenada B apxus. ®opma onmcy ¥ aktsL [lepenada
Jen B apxuB. PaGora ¢ koHpuIeHIMaIEHEIMA JOKYMEHTaMU
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ITpaxruka. CopTHpoBKa HOKYMEHTOB IO Kiaccudpukammu». CocTaBlIeHHE INTATHOIO
pacriucanus. PaGota ¢ pacnopsaurensHbIME gokyMeHTamMH. CocTapieHHe HHPOPMAIMOHHO -
cnpaBoyHO noxymentanuu. OdopmieHue aenossix muceM. OQopMileHHe TUITOBEIX TOTOBOPOB.
Pabota ¢ mcxoasmumu ¥ BHYTpEHHUMM JOKymeHTamH. OdopmieHue HOMEHKIATypsl el
OdopmiieHne TOKyMEHTALMH LISl apXHBA.

Pa3zpen IV. CnenuanbHublii Moay.ab. Kagporoe obecneuenne

Teopus. Tpymoeoit xonekc P®. Tpynosoit moroeop, ero 3axmoueHue. OdopmieHue
TpyaoBoro aorosopa. CTpyKTypHBIHA NPUKa3 MO MpeANpUATHIO. JHaYEHHE TPYIOBOrO JOroBOpa.
3aKirOYeHre TPYAOBOrO JOTOBOpa Ha ONpeeeHHBI M HeonpeAeleHHBIH CpokK. OCHOBHEIE
PEKBHU3UTH TPYHOBOTO AoroBopa. TpymoBele mpaBa M o0s3aHHOCTH paGoTHHKOB. Ilopsaok
npueMa Ha pabotry. JIOKyMeHTH IpH npueMe Ha pabory. ABrobmorpadusa. XapaKTepHCTHKA.
3asBnenue. Pestome. [Ipuka3s o mpueMe Ha paboty.IIpocroit u cnoxneii npukas. Tecruposanue.
ITepeBox Ha mpyryio paGoty. IIpekpainenie TpyqoBoro aoroBopa. IIpHkasel 0 NMOOMIPEHHH U
HaJIO)KCHHUH B3bICKaHMi. JIuyHas kapTouka, mopsaox odopmieHHs M XpaHeHue. Ilopsamok
BEJICHUs] TPYZOBBIX KHIDKEK. BeleHue JTUYHBIX NIeNl, OCHOBHBIE JOKYMEHTEI.

IMogroToBka NOKYMEHTOB K apXxWBHOMY XxpaHeHwio. IleHcHOHHBIH QoHA: craya
OTYETHOCTH M JOKYMEHTe1d opopmiieHUs eHcur. OthopMiieHre apXHBHBIX CIPABOK.

Ipaxruxa. CocraBneHue TpymaoBoro xoroeopa. CocrapieHue NPHKa30B. 3alOJHEHHME -
JIMYHOM KapTOYKM. 3amoiHeHWe TPYHOBBIX kHmkeK. CocraBieHHe oT4eTHOCTH. CocTaBiieHWe
npukasa. Cocrasienue akra. CocraBnenue MHCTpyKuy. ' :

Paszpnen V. KoncyabTanmuu
KoncyneTamuu npoBomsrcss mjusi obyvaronmxcs 1o IIporpamme B Te4E€HHE BCErO
nepuoaa obydyeHus ¥ mo uroram 1 roma oOydeHMs mepe] NPOMEKYTOYHOM arTecTanuei.
KoHcyneranuu 1mo u3sydeHHOMY MarepHany, IpOoJoDKEHUIO. IpodeccuoHaIbHOro 00pa3oBaHus,
TpynoycTpoiicTBy. [ToBeieHHE HTOTOB TEOpeTUIECKOro 00ydenus (Gecea, TECTOBBI KOHTPOIE

u Ip.)

: Paznen VI. Arrecranusi
6.1. IIpomexyrounasi arrecranus. luddepeHMpoBaHHEIH 3a4eT
6.2. HroroBass arrecrammusa. Atrectaiys oO0ydaroInuxcs B COOTBETCTBHH C
npodecCHOHANBHBIMU TPeOOBaHMSIMH M KBaau(bHKAMOHHON xapakrepuctukod «Cexperaps-
aIMUHHCTPATOP.
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2.2. Y4eOHbIi IJIaH
B yueGHOM muaHe oToOpaxaeTcs JIOrMdecKas IOCIE0BaTePHOCTh OCBOCHHS Pas/IelioB,
obecneunBaronMx (POpMUpPOBAHUE KOMIIETEHITNH.
VkaspiBaeTcst 001as TPYJOEMKOCTh pa3iesioB, MOy JIEH.

Ne n/n HaumenoBanue paszuenoB Bcero B Tom uncne ®opma
4yacoB | Jlexkuun l IIpakruka ’ Camocrt.pabora| KOHTPOJIA
1 rox o0yuenns
L. Oo6menpogeccnoHAILHBIHMOAY/Ib 42 16 22 4
1.1.  |(OCcHOBHI peaKTUPOBaHNS JOKYMEHTOB 8 4 4 - TecTupoBaHue
1.2. |llenoBas KyipTypa 2 2 - - JlenoBas urpa
1.3.  |OCcHOBEI IeNONPON3BOJICTBA 10 4 5 1 3aueT
1.4. |Texumnxa mamuHonucH Pazgen Nel 14 4 8 2 I
1.5. |Texnuxa mamuHonucu Pazgen N2 8 2 5 1 [ 'paKTHHICCIHe
aaHus
1.6. [Texuuxa mamuuonucH Pasgen Ne3 - - - -
I1. IAsToMaTH3anusa OY 2 1 1 - -
2.1.  |Oducnoe ob6opynoBaHue 2 1 1 - Omnpoc
2.2. [ OnexkTpoHHEIH oduc - - - - -
I1I. [IIpodeccnonanbHbIi MOAYIbL 18 7 9 2 [ IpakTHUyeCcKue
3.1  lenonpon3BOACTBO B OpraHU3aIiu 18 7 9 2 3anaHus. 3aueT
1V. |ConenmananHbIi MOAYJIH 6 2 4 - '
4.1.  |[Kagpooe obecnieueHue 6 2 4 - 3ager
V.  [KoHcyabranuu 2 2 -
VI, |ATTecranns 2 2 -
6.1. POMEXKYTOYHAs aTTeCTaLUs 2 2 - 3ayeT
6.2 Htorosas atrectarys - = = »
' Hroro 1 rox 72 26 40 6
2 rog o0yueHns
I ObwenpodgeccHOHANLHBIHAMOAYJIb 16 2 10 4
1.1.OCHOBHI penakTHPOBAaHKS JOKYMEHTOB 4 2 2 TecTupoBanue
1.2.JlenoBas KyneTypa - - = -
1.3./OCHOBEI IEONIPOU3BOACTRA 4 3 TecTupoBaHue
1.4 [Texnuka mamuHonucu Paznen Nel - - - 5
1.5 /Texunxa mammvHOMUCcH Pasnen No2 2 - 2 - T IpakTHYECKHE
1.6./Texuuka mammaonucu Pazaen Ne3 6 2 3 1 3agaHus. 3a4eT
II.  |ABromarmsamus OY 2 1 1
2.1.J0¢ucHoe obopynoBaHue - - - - -
2.2.21exTpoHHEI! oduc 2 1 1 - Omnpoc
H1.1IpogeccuonanbHblii MOTYIL 10 4 5 1 [ IpaxTHyeckue
3.1/]enonpon3BOACTBO B OpraHU3alvin 10 4 5 1 3ajaHKs
IV.Cnenuanbublii Moay b 4 2 2 -
4.1.Kanpooe obecreyeHre 4 2 2 - 'TecTpoBaHue
V. . IKoHcyabTanum - - -
VI IATTEcTanusa 4 4 -
6.1.[IpomexcyTouHast aTTecTanys - - = .
6.2 Utorosas arTecTanus 2 4 ) KBanu“quaum
IHHBIH 5K3aMEH
Hroro2ron 36 9 22 5
| Hroro 108 35 62 11
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2.3. TemaTnueckoe ILIAHHPOBAHHE

pAna KnaBuaTypsl. 3Hak "depTouka". AG3zan. M3ydeHue weTBEepTOro
pala KiaBuUaTyphl. 3HAKW TpenuHaHus. Apabckue LUQpEHL
KosnyecrseHHble, IOpPAAKOBEIE  yuciHTeNbHEIe. HyMmepauus
myHKTOB. Pumckue nugpsl. Hanucanue aar.

IIpakTudeckas pabora: «Odopmienne TOKYMEHTOB. l'quaTb
HAecSITHNAJIbIEBbIM METOXOM»

Hanvenosanne pasae |Copepxanne ydeGnoro marepuana, jaGopaTopubie padotrsl u | O0bem
JIOB H TeM HpaKTHYeCKHe 3aHATHS B Yacax
1 4 ; 2 3
O6ienpodeccnoHAILHBIA MOAYIbL »
OCHOBbI peJaKTHPOBAHHS JOKYMEHTOB 8
Kynerypa uenosekau [OcHOBHEIE (QyHKUMM s3blKa. B3aMMOCBSA3b KyNbTYpHl 4€NOBEKa H 4
KyJIbTypa pedu KyabTypsl pedd. HopMaTHBHEIN, KOMMYHUKATHBHEIH M STHYECKHA
aCIIEKTHl peYeBOM KyJIBTYPEIL.
OYHKIMOHATBHEIH Cruum peud. OCHOBHBEIE YEpTHl, OCOOEHHOCTH U IIPU3HAKH BCEX 4
CTHJIN PYCCKOTO cruiieit. HopMBI pycckorope4eBoro STHKeTa.
JIATEPATYPHOTO ’ :
JenoBasi KyJabTypa 2
Wmumx cexperaps  |JIMYHOCTH CeKpeTapst M €ro pojib B AESTEINBHOCTH COBPEMEHHOH 1
opranusaupy. JloIDKHOCTHasE MHCTpYKuMs. JlenoBele M JIMYHBIC
KavecTa cekperaps. Jenosas xeHumHa-npodeccuonan. PaGouee
MECTO CeKpeTapsl. ' '
Otuker Beiryxebupix  |KopmoparuBHas KynsTypa, (QUPMEHHBIA CTHIb OpraHU3alHH. 1
OTHOIIEHUAX CayxeOHasi BepTHKanb (OTHOLIEHHS B cucTeMe «PykoBoOHTENb-
noauuHeHHsI). CnykeOHas TOpU30HTaNb (OTHOLIEHHE B CHCTEME
KoJutera-kojiera). CnyxebHas cybopauHauus. HopMel B npaBuia
OTHOINEHHA COTPYAHHKOB €  IpPEACTABHTENAMHM  CTOPOHHHX
OpraHU3aLuH, [apTHepaMuy, KJIEHTaMH, MOCETUTEISIMH.
CyGopaunarnws. DMOLHOHAIBHO-HEHTPaIbHBI JEJIOBOM XapakTep.
KoHbuIeHIHaIBHOCTb.
OCHOBBI /1€JIONPOH3BOJCTBA 10
HoxymentupoBanpe. |OCHOBHBIE MOHATHS. THIOJIOTHS JOKyMeHTOB. PopMmaTsl OGyMaru u 10
JIOKYMEHT, BUZBI noysi. OGiyue TpeGOBaHMS K COCTABICHMIO JOKYMEHTOB. BiaHku
JOKYMEHTOB, X JOKYMEHTOB. PeKBH3HUTEI HOKyMeHTa. JIOKyMEHTHPOBaHME, BUABI ¥
KJaccuuKanys. cioco6s.  TpeboBaHust K TeKcTy MJOKyMeHTa. TpeGopaHust K
PexBU3HTEI M3TOTOBJIEHUIO JOKyMeHTa, MynsTiMequiiHOe 000py10BaHHE.
JOKYMEHTOB IIpakTtuueckass padora: «TpeboBanmss K  COCTABJICHHIO
AOKyMeHTOB. JlokyMeHTHpOBaHHE» '
TexHnKa MAIIMHONINCH
Pazoen Ne 1 «Cnenoii» decamunanvyeenlii memoo neyamu na IIK 14
1 OcHOBHEIE IpUHLMOE  |W3yuenue kiasumarypsl. O6mme mnpaBmia paboTsl. OCHOBHEIE 8
«CIIEIIOTO» OPUHLUMIIBL I€YaTH JecsATHNaibleBoro Merona. llonarwe o
IOECATUNANBLEBOrO  |IeCATHUNANBIIEBOM CIENOM METOE MHChMa.
MeTOAa IIeYaTH Ha ITpaxkruyeckas pa6ora: «OTpafoTKa MeyaTn Ha KJIABHATYPE.
numymei Mamueken  |HaGop Texkceros»
~ IIK
[Mosuuuu maneies Ha (Odopmienne rpanuil. Ilons JOKyMEHTOB. YCTaHOBKAa IIOJEH. 8
KJIaBHaType. W3ydeHne OCHOBHOTO psifia KiaBHATyphl. M3ydeHue OykB BepXHEro
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Pazoen No 2. H3yuenue mexHuKku neuamu

o]

JOTOBOPHEIM IIPaBO-

Kpenutheiit gorosop. JloroBop xpaHeHus. JIOTOBOp IIOCTaBKH.

OcpoeHue npreMoB | OopMIIeHHE 3ar0NOBKOB ¥ II03aroioBkoB. Hymeparus cTpaHuL, 2
TEXHUKM NKHCHMa Texcrosle ‘cokpamienys. Ilpamas. peus, muratsl. OdopmieHue
npuMevanui, npuinoxenuit. VcnpapneHue ommubox. HMcnpasneHne
ommnbok Ha JIK. :
‘| Ipakrrueckas pabora: «Pabora ¢ TEKCTOBLIM TOKYMEHTOM»
O6paboTka Kpunrorpammel TnacHeix Oyks. Ilewate cjoroB «coriacHas - 3
KPUIITOrpaMM TJIACHEIX |IacHas - 2 COIJIACHBIX»; «2 COIVIACHEIX - IJIaCHasi - COITACHasy,
OykB paboTa co coraMM THIIA - «COTJIaCHas - COrJIacHas riacHasm.
L IpakTHyeckas paGora: «Pabora ¢ TEKCTOBBLIM A0KYMEHTOM)
‘O0paboTka Kpunrorpamms OCHOBHOH  IIO3HIIMH  MAalbIICB. O6pa60nca 3
KpurrorpamM GYKB - |kpunTorpamm Gyks Beeli kiaBuaTypel: IledaThclioroB, neyars JiByX -
OCHOBHOMIIO3HIMM  |M TPeXOYKBEHHBIX KOHEYHBIX OYKBOCOYETaHMIA. ;
nanbleB IIpaxTuyeckas padora: «Pabora ¢ TEKCTOBBIM ;meMeHTOM. :
Ha6op Texcra nojx IHKTOBKY»
" IIpakTHYecKoe 0Gydenne 2
. Apromatmsanus OY
Paszgen Ne 1. Oducnoe oﬁopyzionaﬂlgle 2
OducHsie AwmrepantHoe ~ ofecriedeHHe — MIEPCOHATBHOTO KOMITBIOTEPA.
TIPUIOKEHUS]. Onepauponnas . cucrema Windows. CiyxeGHble IPOrpamMMel. 2
JloTIONTHUTENBHEIE ITedaTHOE M MHOXHUTENBHOE 00OpyHOBaHUe. -JleMOHCTpalMOHHAs
' TeXHHKA. CHCTCMa cBs3u.  MyneTrmeaya. | CKaHHpOBaHne
H300paXKeHMI.
Hpod)eccnona.nbubm MOZYJIb
Jenonpou3BoaACTBO B OpraHH3alHH o _ 18
Cocrag- JIOKyMEHTBl ~ TIPEATIPHATHSL. Knaccupuxanms .. TOKYMEHTOB 1
yIIPaBJIEHYECKUAX yIPaBICHYECKON A€ATENLHOCTH.
IOKYMEHTOB |Ipakruueckas paGora: «CopTHpOBKa [OKYMEHTOB IO
OpraHy3alyH KJIaccupHRANMHY
Opranusaiuonnsle | Ycras. [Monoxenns. IlltatHoe pacmucaHue. HpaBHna BHyTpeHHero 1
JIOKYMEHTEI TPYAOBOTO PACIIOPSIKA.
' Hpaxruyeckas paGora: «CocTap/eHHe ITATHOIO PACHHCAHHSD
PacriopsanTensasie | Ykasauus. 110cTaHOBeHus. [IpUKaskl MO OCHOBHOM ACATTEHOCTH. 2
JOKYMEHTHI Brinucka u3 npuxa3oB. Pacniopspkenve. Peinenue.
; IpakTHyeckas paGora: «PaGotra ¢ pacHoOpsIHTENLHBIMH
JIOKyMEHTaMM» ' ” , ,
- Ungopmarmonso - |[Ipotokon (momseit u  kpatkuif). Akr. Cnpaeku, JloxiaaHas 2
CIIPAaBOYHEIE 3amcka. OGBACHUTENBHAA 3amucka. TenerpamMma, TeleoHorpamMma. -
JOKYMEHTHI. IpakTuyeckas paGora: «CocraBienne HHPOPMANHOHHO-
- , cnpaBquoﬁ.uoxcymernamm»
JlenoBas mepenucka. |PexkBu3uThl  nmcbma.  [1uckMo-mpockGa. JTIncemo-oTBET. 2
[Ipasuina opopmiterns, |[IpUriaCKTENEHOE MTHCEMO. COI‘IpOBO)lHTeJIBHOC THCHMO. HI/ICBMO-
CTPYKTypa ¥ BUIBI coobmenue. [Tucemo-0TKa3. .
JIEJIOBEIX TTHCEM IpakTnueckas padora: «OdopmiieHne 1eJ0BBIX THCEM»
JIOKyMeHTaIWs 110 JloroBop Kymuid - Hpojaxu. Jlorosop apenssl. JIOroBOp ‘MeHBL. 2

OTHOIIECHUSSM Horosop npokata. KoMmmepdeckuii 1orosop.
OcHoBHble pekBu3uTH |IIpaxTHdeckas padota: «OdopmiieHHe THNOBBIX J0TOBOPOB)
1 TpeGoBaHUS K ' :
ohopMIICHHUIO
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JAOroBOpoB

Opranuzamus paboteic |[IoHsTHe "HOKYMEHTOOGOPOT" M pasBHTHE €ro HOPMAaTHBHOM 2
JIOKyMEHTaMH. METOAMIECKOH periamMeHTaluu. XapakTepucTHKa
Opranusanus | JNOKyMeHTOOOOpoTa. OTambl JBIKEHHA M IOPSAAOK 06GpaGoTKH

JOKyMeHTOOOOpOTa.  |mOKymeHTOB. PaGora ¢ BXONAINMMM  JIOKYMEHTaM{. OTallbl
Peructpanys 06paGoTki  KOKyMeHTOB. KOHTpONb HCIONHEHHS JIOKYMEHTOB.
JIOKyMEHTOB. Peructpaiys AOKYMEHTOB, BU/IbI PETUCTPALUH.

IpakTHyeckas pabora: «PaboTa ¢ HCXOAAAMH H BHYTPEHHUMH
AOKYMEHTaMH»

Texymee xpanenne |OmnepaTuBHOe XpaHeHHe Jen (NMpoBEpKa HAJIWYMSA HOKYMEHTOB, 2
JIOKYMEHTOB. HOPSUIOK BEIAAuHl Jell). DNEKTPOHHBIE JOKYMEHTH U MX XpaHEHHe.

‘Homenxnarypanmen. |OKcneprusa LEHHOCTH JTOKYMEHTOB.

Ipakruyeckas pabora: «Odopmiienre HOMEHKIATY PRI €D
ApxuBHoe xpanenre |OmnpeneneHue cpokoB XpaHeHHs. Ilopamok BeIIayu Aei. HoprotoBka 2
JOKYMEHTOB nen u nepenava B apxus. @opma onmcu M axTel. Ilepenaya nen B
f apxuB. Pa6oTa ¢ KOHOUIEHIMATBHEIMY JOKYMEHTAMH.
IIpakrnyeckass paGora: «Odopmienne AOKYMEHTALHH sl
apxusa2 :
| Opranusauponnastex |Bumst u ycTpoiicTBo opraHusamoHHON TexHHKH. Kcepoxc. Dakc. 2
'HMKa Ipunrep. Cxanep. IlepcoHanbHplil koMnbloTep. MynbTHMeUiHOS
' obopynoBaHHe.
IIpaxTuyeckas padora: «Pagora c OPrreXHUKoH»
CoenuajbHbIi MOAYJIb
KaapoBoe obecnieuenue 6
Pa3,ue.rl 1. OcHoBHbIE 321a4H YIIpaBJIeHHs KaJpaMHu 6

Tpynosoii komeke P®. (3Hauenue TpyZoBOro xorosopa. 3akiiO4eHHE TPYHOBOIO JOTOBOpa 3

 Tpymosoii JiOroBOp,  (Ha OIIpeJIeNICHHEI ¥ HeoNpeNeNeH b cpoK. OCHOBHEIE PEKBU3UTHI

€ro 3aKIIIOUEHYE. TPy/OBOro forosopa. TpynoBsie paBa ¥ 00s13aHHOCTH PabOTHUKOB.
Odopmnenue ' IIpakTuyeckas paGora: «CocTapjieHHe TPYA0BOro J0roBOpa»
‘TPyJOBOTO AOTOBOpA. | .
CprKTypHLmnpmcas ITopsmox mpvema Ha paGoty. JIOKyMEHTHI IpH Npueme Ha paboTy. 3
IO NIPEATIPUATHIO. Asrobuorpadus. Xapakrepuctuka. 3assineHue. Pesrome. Ilpukas o
: npreme Ha paboty. Ilpoctoii m cnoxkHBIH npukas. TecTuposaHue.
Ileperon Ha npyryro paborty. [Ipekpamenue TpyZoBOro IOroBOpa.
Ilpuka3bl 0 HOOIMPEHUM U HAJOXKEHUH B3BICKaHHU. -
IIpakrHueckas padora: «CocTaB/ieHHe NPAKA30B»
Koncyabranum, KoHCynbTalid 10 H3y4EeHHOMY MaTephally, IPOJO/DKECHHIO 2
OJBeIeHHEHTOr OB npoecCHOHAIILHOTO 00pa3oBaHKs, TPYAOYCTpOHCTBY. IloyiBeaeHue
' HUTOrOB TeOpeTH4ecKoro ooyueHus (6ecesa, TECTOBEIM KOHTpOJIB o1
1p.)
IIpomexxyTounas arrecranus (auddepeHIMPOBaHHEIH 3a4eT) 2

HanmenoBanue pasge |Coaepxkanne yueGHOro maTepmasia, jJaGoparopubie paGorbl H | OGnem
JOB H TeM NpaKTHYeCKHe 3aHATHS B yacax
1 2 3
Oo0menpodeccHoHaNbHBIH MOAYJIL
OCHOBBI PeJaKTHPOBAHHS JOKYMEHTOB 4
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IIpakTHueckas pabora: «PaboTa ¢  pacnopsiidTeJbHBIMH

Opdosnus, Oposmiueckué HOpMEI TUTEPaTYPHOTO A3BIKA. [IpHHIMIE pyCCKOH
Opdorpadus opdorpadun. OcoGEHHOCTH PyCCKOTO CIIOBECHOIO YAAPEHHUS.
CuHTaKcHue U CriocoGsl  opopmierns uyxod peun. IIpuHIMIBI ¥ QYHKIHM 2
IYHKTyaIys pycckoi ImyHKTyaruH. CMBICIOBas poiib 3HAKOB NPEUHAHUSL.
IIpakTuueckas paGora: «PegakTHPOBaHHE TEKCTa».
OCHOBBI 1€JIONIPOH3BOACTBA 4
JlokyMeHTHpOBaHHe. |OCHOBHEIE MOHSTHS. THIIONOTHS HOKYMEHTOB. DOpPMATEI Oymaru u 4
JIOKYMEHT, BUJEI noyst. O6mue TpeGoBaHMS K COCTABNCHHMIO JOKYMEHTOB. biaHKM
JOKYMEHTOB, MX JOKYMEHTOB. PeKBHU3HUTH JIOKyMeHTa. JIoKyMeHTHUpOBaHME, BUAEI H
Kiaccudukanys. crioco6r.  TpeGoBaHMsi K TekcTy JOKyMeHTa. TpeGosamus K
PexBU3UTEI M3rOTOBNEHHIO JJOKyMeHTa. MynbTHMeauiiHOe o6opyioBaHue.
JOKyMEHTOB Ipakruyeckas paGora: «TpefoBanusi K  COCTaBJICHHIO
JAOKYMEHTOB. [IoOKyMEeHTHDPOBaHHE»
TexHHKa MAIIHHONHCH _
Pazoen Mo 2. H3yuenue mexnuxu nevamu 2
Odopmnenue Tabmupl. Odopmiesde W H3IOTOBIJeHHE TaOMMUHBX —(opM 2
MAIIMHOIMCHBIX paboT |mokymeHToB. [IpaBuiia BEIOIHEHHS CIOXKHBIX TA0IHLL.
IpakTuveckas pabora: «PaGora ¢ Tabannamu. OdopmieHne u
H3roTOBJIeHHE TAGJHYHBIX (POPM AOKYMEHTOBY»
Pasden M 3. Cxopocmb newamu 6
Omnpenenenue HaGop Texcta Ha MUIIyIIEH MalIMHKE. 3
ckopoctd neuatd Ha | IIpakTHyeckas paGora: «HaGop Texcra Ha CKOPOCTB»
MNUIIYIEeH ManIyHKe
Ckopocts nevati 1 | HaGop tekcta Ha ITK. Kauectso pabots Ha TTK. 3
xauecTBo paGor Ha  |IIpakTuueckas paGora: «KadyecTBeHHbIH Habop TekcTa»
IK.
IIpakTaueckoe odydeHHe
Apromarnsanus OY
, Pasnen Ne2. DaekTpoHHsiii oduc. 2
Texcrosrii penakrop |Tectossiii penakrop MS Word. 3amyck u Hadano pabotsl. Beonu 1
MS Word ‘| pemaxTupoBanne Tekcra. QopmarupoBaHue TekcTa. OdopmileHne
crpanull. OgopmieHHe JOKYMEHTOB C IIOMOHIHO Tabymnapa.
Odopmienne 61aHKOB JOKYMEHTOB.
Penaxrop Menio u ocHoBusie mnomsatust MS Excel. Onexrponnas Tabnuua. 1
SIEKTPOHHBIX Tabmuy,  |3HakoMcTBOo ¢ 3kpaHoM MS Excel. Ilanenn uncTpymMeHTOB MS
MSExcel Excel. BBox ¥ penakTHpoBaHHMe MNAHHBEIX. AHamM3 U 06paborka
naHHBIX. PaboTa ¢ Tabnuuamu 1 rpadHKoii.
ITpodeccuonanbubiii MOIYIbL
Jes1Ionpon3BoACTBO B OPrann3anuy _ 10
Cocras JOKyMeHTEI NPeIIPUSTHS. Knaccuduxanus JTOKyMEHTOB 1
YIIPaBJICHYECKHX YIPaBICHYECKO IeITENBHOCTH.
JOKYMEHTOB IIpakTnueckas  pabora: «CoOpTHpPOBKa JOKYMEHTOB IO
OpraHu3aluu KJIaccHpuKaAHIN)
Opranmszamuonnsie | Yceras. Ilonoxenus. llItatsoe pacnucanue. [Ipasuia BHyTpeHHero 1
JOKYMEHTHI TPYAOBOrO pacropsiaxa.
IpakTuueckas pa6ora: «CocrarieHue WITATHOTO pacndcaHus»
- Pacnopsigurensubie | Ykasanwst. [TocraHoBneHus. IIpuka3sbl IO OCHOBHOM NEATENBLHOCTH. 1
JOKYMEHTHI Brinucka u3 npukas3or. Pacniopsoxenue. Pemennue.
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JAOKYMEHTAMU»

HudopmanmoHHo -
_ CIIPaBOYHEIE
JOKYMEHTBI

IpoTokon (MoHE 1 KpaTkuif). Axt. Cripaky. JIoKiIaiHas 3aIHCKa.

| O6wsacruTenbHAs 3anucKa. Tenerpamma, TenedoHorpamMma.
HH(OPMANHOHHO-

IIpaKmqecRaa pabora: «Cocrapiienue

cnpaBoquon I(OKyMeHTallllH»

JlenoBast eperucKa.
[Mpaewna odhopmieHns,
CTPYKTYpa 1 BUAH
JEJOBBIX MHCEM

PexBu3uTh MUCEMa. ansMo—npocB6a [InceMo-0TBET.
IIpurnacurensHoe MHUCBMO. ConpOBo;[nTem,Hoc mucemo. [Iucemo-
coobmenue. [TucpMo-0TKa3. :
1IpakTHYyeckasn paﬁoTa. «Odopmiaenne 1eJ10BBIX THCEM»

JlokymeHTauus 1o
- JOTOBOPHEBIM I1PaBO-

JloroBop. Kymiuu - mHponaxku. JloroBop apeHisl. JlOroBop MeEHbI.

KpenurHpiit oroeop. JIoroBop XpaHeHHs. I[oroaop TIOCTaBKH.

) IpmeBoro JIOroBopa.

IIpaxTuyeckan padora: «CocraBiieHHE TPYAOBOI0 A0r0BOPaY

OTHOINEHUSIM Horoop npokata. Kommepueckuii 10orosop. -
OCHOBHBIC pexsusuthl  (IIpakrnyeckas paGora: «Odopmenne THIOBBIX norosopos»
‘H Tpe6OBaHHH K
- 0hOpMIEHHIO
IOTOBOPOB
Opranuzanus paGoteic |IToHsiTve "HOKYMEHTOOOOPOT" ¥  pasBUTHE €ro HOPMATUBHOH 1
noKyMeHTaMI/i METOUYECKOH periaMeHTaluH. XapakTepruCcTHKa
‘Opranuszanysi -~ JOKYyMEHTOO00pOoTa. JTamsl IBWXKEHHS W TOPANOK 0O6paGoTKm
JOKyMEHTOO60pOTa.  |HOKyMeHTOB. PaGoTa ¢ BXOJAIIMMH JOKYyMEHTaMH. = OTamnbl
* Peructpanus 06paboTk = MOKyMeHTOB. KOHTPOJB HMCHONHEHUS I[OKyMeHTOB.
IOKYMEHTOB. PerucTpanus J0KyMEHTOB, BUJIB PETUCTPALIUH.
f IIpakTnuyeckast padora: «PaGora ¢ ncxonmmmn n BHyTpeHl-lllMﬂ
JAOKYMEHTAMM» : ,
TeKyLuee xpaHeHHe OmnepatvBHOEe XpaHeHue JAen (MpoBEpKa HAIHYHS I[OKYMGHTOB 1
IOKYMEHTOB. TOPATOK BEIIAYM A€7T). DNCKTPOHHEIC TOKYMEHTHl M MX XPaHCHHE.
-Homenknarypagen. |OxcnepTusa HEHHOCTH JOKYMEHTOB.
) IIpakTHyeckas pa60Ta. «O(l)opM.ﬂelme HOMEHKJIATYPbI Ae1» ,
ApXHBqu xpasenue - |Onpepenenue CPOKOB XPaHEeH¥. Hop;mox BEIZIa4H Jien. 11oaroToBka 1
JIOKYMEHTOB Aen u mepenaua B apxmB. ®opma onucu u aktel. Ilepenada nen B
/ ‘ apxuB. PaboTa ¢ koH}UAEHIMATEHEIMEA JOKYMEHTaMHU.
IpakTuueckas paGora: «O(l)opMﬂe}me IIOKYMEHTallPll/l s
apxuBa2 :
OpranmnsanyonHasTex |Buasl u ycTpoiicTBo OpFaHPISaHHOHHOPI texuukH. Kcepoxc. dakc. 1
HUKA IMpunrep. Ckanep. IlepcoHanbHEIH KOMIBIOTEP. MynsTHMeEAUHOE
obopynoBaHue.
|HpaxkTuyeckas paGora: «Padora ¢ OprrexHUKOI»
o CrennaibHbIii MOIY.Ib
. KaxpoBoe oGecneuenne .
A Pasnen 1. OCHOBHEIE 321241 YIPABJICHHS] Kaupanm ) | 4
' prnosou Konexc P®. |3naueHue TPYyJIOBOro JOTrOBOpA. 3AKIIOUEHHME TPYOBOTO HOFOBOPA 2
TpyROBOH IOTOBOD, - |Ha ONpENENICHHEIA ¥ HEONPEACICHHEIA CPOK. OCHOBHEIE PEKBU3UTEHI
€r0 3aKNIIOYCHHUE. TPYZOBOTO JoroBopa. TpyaoBsie npasa 1 06I3aHHOCTH pa60THI/IKOB
_ Odbopmnenne
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CTpyKTYpHBIMIIPHKA3
IO TIPEATIPHSTHUIO.

Topsitok mpyieMa Ha paboTy. JOKyMEHTH IIpH Npueme Ha paboTy.
Asrtobuorpadus. Xapakrepuctuka. 3asenenue. Pestome. Ilpukas o
npueme Ha paboty. IIpocToif M croxHBIH npukas. TecTHpOBaHKE.
Ilepeson Ha‘fipyryto paGory. Ilpekpaiienue TpyXOBOIO JOroBOpa.
TIprKa3s! O MOOLIPEHUH 1 HANOKEHHHU B3BICKAHHH.

IIpaxkTuyeckas padora: «CocraB/ieHHe IPHKA30B)»

Kpanmudnkanuons Artrecrauus o0yJarouuxcs B COOTBETCTBHUH c
1877 NpodeCCHOHANLHEIMU  TPeOOBAHUSMH M KBald (UKAIOHHOH
IK3aMeH xapaxkrepucTHKoi «CeKkperapb-aIMUHUCTPATOPY.
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II1. Opranu3anuoHHbBIH pa3aen
3.1. XapakTepHCTHKA YCIOBHH peau3anyuy NPorpaMmal

3.1.1. TpeGoBaHHuS K KaAPOBOMY 00ecHEUEHUIO

Peamuzanms 'nporpaMMLI npodeccHoHaIBHOTO o0yJyeHus obecrieanBaeTCs
eJarorn4eckiMi  paboTHUKaMM  oOpa30BaTeNbHOM OpraHusallid, a TaKKe JHLaMH,
NPUBJIEKAEMBIMHA K PEaU3aldM IPOTrpamMME npodeccHOHaNBHOr0 OOYYEHHs Ha YCIOBHSIX
IPaXJaHCKO-PaBOBOrO JOroBOpa, B TOM YHMCIE M3 YHCJIa PyKOBOAWTENCH H pabOTHUKOB
opraHusanui, HafpaBJICHUE IeITeENLHOCTHA KOTOPBIX COOTBETCTBYeT . 00JacTH
npodeccroHansHOR AeATeNBHOCTH. ‘

3.1.2. TpeGoBaHus K MATePHATLHO-TEXHHYECKOMY 00ecrie4eHHI0

TTomenieH s MpPeACTaBIAIOT cOG0M y4eOHble ayIUTOPHH 1N IPOBENCHHS 3aHATHH BCEX
BUIOB, IPEAYCMOTPEHHBIX IporpamMoii mpodeccHoHansHOro oO0yyeHHs, B TOM HHCIE
TPYIIOBEIX ¥ HHIMBHLYAIbHBIX KOHCYNBTALWH, TEKYLIErO KOHTPOJA M HPOMEKYTOYHON
ATTECTALMH, a TAKKE OMELICHHS U1 CaMOCTOSTENbHON paboThl, OCHAIEHHEIE 000pyI0BaHHEM,
TEXHUYECKUMH CPEACTBaMU O0YUJEHHS.

MAOY COIII Ne 154, peanmsyiomas mnporpaMmy Io mpodecchy, pacloiaraet
MaTepUalbHO-TEXHUYECKOH ~ 06a3olf,  obecrmeumBaroledl  MpoBEJEHHWE  BCEX  BHAOB
MEXIMCUMILTMHAPHOM MOJTOTOBKH, NPaKTHYECKOi paboTsl 00ydaromumxcs , IPeAyCMOTPEHHBIX
y4eOHBIM IUIAHOM ¥ COOTBETCTBYIOMIEH JAEHCTBYIOIIMM CAHUTapHBIM W HPOTHBOIMOXKAPHBIM
IpaBMIaM W HOPMaM B pa3pe3e BEIOPAHHBIX TPAeKTOpHH MHHUMAIFHO HEOOXOAMMBIH st
peamuzauu IO nepedeHs MaTepUaIbHO- TEXHUYECKOTO 00eCIIeYeHHUsI, BKIIIOYAeT B ce6:
VueOublii kaGuuer: wkad s XpaHeHWs y4eOHBIX NOCOOMH, MPOTrpaMMHO-aNNapaTHbIA
KOMIUIEKC B KOMIUIEKTE, JOCKA KJIACCHAsI, CTOJI YYHTEJs, KPecIo yUUTells, CTOJN YICHUYECKHH,
CTYJl YYEHHUECKHIA, CETEBOM (HIBTP, MHOTO()YHKIHOHATHPHOE YCTPOHCTBO, KOMIBIOTED YIUTEISA
¢ mnepudepuell (MUCH3MOHHOE NporpamMMHoe obecredeHue, oOpa3oBaTeNbHBIH KOHTEHT H
CHCTEMa 3alIMTHl OT BPEJOHOCHOH HH(POPMALMH), CHCTEMA 3alATEl OT BPEZOHOCHON

- MHGOPMALIUH.

OGopynoBanue y4e6HOro KaGMHeTa: 1ocaj0uHbe MECTa 10 KOAUYeCTBY 00yJaromuxcs ;
pabouee MecTo npenoaaparens, obopynosanHoe 9BM.
Kanueasipckue IPHHALIEKHOCTH: Oymara KcepoxcHas A4, mamka, Ianka-perucTpatop, Iamka 2
KOJBIA, JXypHAJl PETUCTPalMM MCXOAAIIMX NOKYMEHTOB Ha CKpENKe, XYpPHall perricTpauiy BXOASAIMUX
JIOKYMEHTOB Ha CKpenke, ¢aitn Binasi, kineii [IBA, HOXHUIBI, cTEIep KaHLENAPCKUM, JHIPOKOL.

3.1.3. TpeGoBanust K HHPOPMAUHOHHO--METOAHIECKOMY OOecIIeeHH 0

OcHOBHBIE HCTOYHHKH: '
1. Kysneunos, M. H. JlokymenranuonHoe obGecniedenue ynpasieHus. JIOKyMEHTOOGOPOT H
JENONPOU3BOACTBO: yYeOHHK M PAKTHKYM JUIs pukiaaHorobakanaspuara / Y. H. Kysueros.
— M.: U3pnarensctro IOpaiit, 2018. — 461 c..
2. Kysnenos, U. H. JlokyMeHTaLpoHHOE ObecnieueHue ympasieHus. J[0KyMeHTOOG0pOT u
JIeTTONPOM3BOACTBO: yuebruK U npaxktukym mia CIIO / U. H. Kysueuos. — M.: M3naTenscTBo
IOpaiit, 2018. — 462 c.
3. Tomenko, XK. T. Conuonorust ynpapieHus: y4eOHUK M NPAKTHKYM Ul aKaIeMHYECKOTo
6akanaspuara / XK. T. Tomenko. — M.: U3gatensctso FOpaiit,2018. — 303 c.
4. KoHxcturynus PO.
JonoHuTEIbHbIEe NICTOYHUKM:
5. Poroxun M. 0. Oprasusaius ynpapjieHds IIEPCOHAIOM NpEeAnpHATHA]: Y4eb. - mpakT.
ITocobwue / M.JO.Poroxus - M.: U3n-Bo PIIJI, 2015 - 224c.
6. Kpyrnauckas JI. SI. HactonbHas kHura cexkperaps: Cnpasounuk - CII6, 2014.
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Ilepeuensn pecypcoB HH(POPMAIMOHHO-TEJeKOMMYHHKAIHOHHOH ceTn
«AHTEpHET», HEOOXOTUMBIX /IJIsi OCBOCHHS! TACIHIIHHBL

IMopran «ApxmBe Poccuny» [DnekTpoHHBIH pecype]. DaeKkTpoH. aaH. - M.: Pocapxus,
2001. - Pexwum mocryma:_http://www.rusarchives.ru. - 17.05.2018; Bcepoccuiickuil Hay4HO-
HCCIIefOBaTENbCKUH HHCTMTYT ' JIOKyMEHTOBeAeHHs: W apxuBHoro gena (BHUWUIAL)
[DnexTponusi pecypce]. dnextpoH. gan. - M:BHUMIAL, 2010. - - Pexum nocrtyma:
http://www.vniidad.ru. - 17.05.2018; Oduimansusii caiit xommanun «Koncynsrant Ilmocy
[Onexrponnsiii pecype]: 3akoHomaTesscTBO P®: KOMAEKCHI, 3aKOHBI, YKa3bl, IOCTAHOBJICHHUA
npasutenbctea PO. Dnextpo. gan. - 1997. - Pexum goctyna: http://www.consultant.ru_-
18.05.2018. A
UnbopMaImOHHO-NPABOBOK HopTal «[CapanT» [OnexTponHEIi .  pecypcl:
3aKOHOAATENBCTBO (KOJIEKCHI, 3aKOHHI, yKa3 bl, TOCTaHOBIEHMs) P®, aHanuTyka, KOMMEHTapHH.
Dnextpon. aan - M.: HIIIT «"APAHT-CEPBUC- YHUBEPCUTET

3.2. KoBTpo/ib H OIleHKA OCBOCHHS NPOrPaMMbI

3.2.1. KonTpoJn KayecTBa NOATOTOBKH

Tekymuii KOHTPOJb YCHEBAEMOCTH OOYJarOmMXCs NPEACTaBIsSeT CHCTEMaTHYECKYIO
NPOBEPKY y4eOHBIX JOCTIKCHHH OOYJalomuXcs , MPOBOAMMYIO IIPETIOAaBATEIEM B XOfe
OCYILIECTBIICHHS 06Pa30BATENBHOM JEATENLHOCTH B COOTBETCTBHH C OCHOBHO# 06pa3oBaTenbHOM
nporpammoii. IIpoBesieHre TEKYIIETO KOHTPOJs YCIEBAEMOCTH HANpaBlIeHO Ha obecreueHde
BHICTpalMBaHHsl 0OpA30OBAaTENBHOrO Ipoliecca MAaKCHManbHO dhdeKkTHBHEIM 0o6pasoM . s
JOCTIKEHHUS Pe3yIbTATOB OCBOSHHSI OCHOBHOI 00pa30BaTeNIbHOM IPOrpaMMEL.

Texyniuii KOHTPOJIE YCIIEBaeMOCTH OOYYAIONIMXCS IPOBOJHWTICA B TEUCHHE yqeGHoro
HepHoa B LIENsAX:

1.  KOHTpONs YPOBHS HOCTIDKEHHS YyYamlUMHCS pesynBTatos, l'IpCI[yCMOTpCHHI:IX
00pa3oBaTeIbHOM IPOrpaMMOii;

2. OUEHKH  COOTBETCTBHMS pe3yIbTaToOB OCBOCHHUA oGpasosaTenLHoﬁ
IPOrpaMMBEL; o '

3.  nmpoBeleHHs OOYYAOLMMCS CaMOOLICHKH, OIEHKH ero paGoThl MEAArorH4ecKuM
pabOTHUKOM C LEJIBI0 BO3MOXKHOTO COBEPIICHCTBOBAHMS 00Pa30BaTeIbHOrO poIecea.

@opMbl TEKYIUETO KOHTPOJI ONPE/EIseT MNpenoiaBaTeNlb © y4eTOM KOHTHHICHTA
obydaroilluxcss , CONepKaHWs yd4eGHOro Marepuala M HCIOJNB3YEMBIX O0Opa3oBaTeNbHBIX
TEXHOJIOTUH.

Texymuit KOHTPOJH MO TEOPETHIECKOMY O0YUEHHUIO OcyH.IeCTBJIﬂeTCﬂ B (hopMe yCTHOTO
ompoca  ((GpOHTANBHBIA, TIpYNNOBOW, WHAMBUAYAIBHEIA) W  IHCBMEHHOTO  OMpOCa
(camocTosITeNbHAs PAaGOTa, TECTOBBI KOHTPOIh,COCTABIEHHE TE3UCOB H OMIOPHBIX KOHCIIEKTOB H
JIOKITa/I0B).

- IIpomexxyTouHast aTTeCTAlMA

L{enAMH [IPOBECHHUS IPOMEKYTOYHON aTTECTAIMH ABIIAIOTCS: '

1. 06BEKTUBHOE YCTaHOBJIEHHE (HAKTHYECKOTO YPOBHS OCBOEHHUs 0Opa3oBaTeIbHOM nporpaMMm
U JIOCTIKEHHS Pe3yIETATOB OCBOSHHS 00pa30BaTe/IbHOH MPOrpaMMEI; -

2. COOTHECEHHE JTOr0 YPOBHS C KBAIU(DUKAIIMOHHEIMH TPeOOBAHMAMH, YKa3aHHBIMH B -
KBaJI(HUKAIMOHHOM XapaKTepPUCTHKeE Ipodecchy;

3. OlEHKa IOCTHXKEHHH KOHKPETHOTO OOGYYaIOLIerocs, MO3BOJAIONIAs BHIABHTH MpOOENsl B
OCBOGHMM MM 00pa3oBaTENbHOM NPOrpaMMBl M YYHTHIBATH WHAMBHIYaJbHEIE oTpeGHOCTH
yYaIlerocst B OCYIIECTBICHUH 00pa3oBaTeIbHOMN NeATEIbHOCTH;

4. orleHKka JUHAMUKM WHIMBUAYAIBHEIX OOpa30oBaTENbHBIX JOCTIDKEHMH, INpPOIBIKCHUS B
JOCTHXKEHUY TUTAHUPYEMBIX Pe3yJIbTaTOB OCBOSHHUS 00pa3oBaTeIbHOM MPOrpaMMBL.

5. IpPOMeXyTOYHas AaTTecTalys NPOBOJUTCS B COOTBETCTBHM C KaJCHAApPHBIM rpadukoM
ydeOHOro npoiecca.
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Hroropast aTrecTanus

ITpodeccronanbHasi [OATOTOBKA 3aBEPHIAETCS WTOTOBOH aTTecTalyeil B dopme
KBaTU(UKALIMOHHOTO 3K3aMEHa.

KBanudukaoHHBIX 3K3aMEH BKIIOYaeT B ce65{ NIpaKTHYECKYIO KBATM(HKAIHOHHYTO
paboTy M NpOBEPKY TEOPETHYECKHX 3HAHHKM B Ipenenax KBIM(PUKAMOHHEIX TpeOOBaHWH,
YKa3aHHBIX B KBATU(MKAMOHHOM XapaKTepHCTHKE NPODECCHH.

B neproj IMOATOTOBKM K BHIIYCKHOMY KBAaIM(UKAIIHOHHOMY 3K3aMeHy POBOIMTCS
KOHCYJIBTALMS 32 CUET CIIEIUAIbHO OTBEACHHOIO HA HEC BPEMEHH.

K urToroBoil aTTecTalMH  JONYCKAIOTCS JIMUQ, BHINOJIHMBIIME TpeGoBaHMS,
IpeAyCMOTPEHHBIE POrpaMMoii TpodeccroHansHoro oOydeHHs no mpodecCud M . yCTEIHO
TPOIIE/IINE BCE ATTECTALIHOHHEIE HCTIBITAHNS, TIPENLYCMOTPEHHBIE IPOTPAMMOH.

JIuiaM, IpoLIEAIMM COOTBETCTBYIOIIEE 00y4eHHEe B IOJTHOM 00beMe M MONYYHBLINM
TIONOMKMTENBHYIO OLEHKY HA MTOrOBOW AaTTeCTAalldd, NPHCBAMUBAeTCs KBaqudukamus 1o
npodeccun «Cekperaps — aAMUHACTPATOP» 3 paspslia U BEAAETCA JOKYMEHT YCTaHOBJICHHOTO
oOpasua.

3.2.2. OueHouHbIe CPEACTBA’
3aBepmaercs 00ydeH#e M0 yueOHOM MMpaKTHKe NpoBeneHHEM JudepeHIMPOBAHHOIO 3a4eTa.
AnpecoBaHue JOKYMEHTOB.
Bbnanxk u ero cocras.
Buzner G1aHKoOB.
Bugpr 1oOKyMeHTOB.
Buzpl npukas3oB 0 JTMYHOMY COCTaBYy.
JIoKHOCTHAS MHCTPYKIHUS U €€ OCHOBHEIE Pa3JEIIb
Kommepueckoe mucsmo (Odepra).
KoHTpOJE 32 UCIOJHEHHEM TOKYMEHTOB.
OGs3aTeNbHbIe PeKBU3UTHI JJIS [THCEM.
OpraHH3aIMOHHO - PaCTIOPSAUTENbHEIE JOKYMEHTHI.
OpraHu3aIMOHHbIE JOKYMEHTHL.
OpranunzaiuoHHEIe GOPMBI BEAEHHS AEIONPOU3BOCTBA.
Opranuzaiys JOKyMeHT0000poTa Ha IPEATPUSITHH.
Opranu3anus pabodero Mecra JeloINpOU3BOIUTENS.
OTTHCK [IEYaTH.
OdopMuUTH rapaHTHIfHOE TUCEMO.
OdopmuTs HOKIAIHYIO 3aIIHCKY.
OdopMuTs 3asBlIeHHe 0 KOMAHIUPOBAHUN U M3ATh NIPUKA3 HA OCHOBAHMH 3asBIICHUS.
O(hopMHTS 3adBIIeHIE O HA3HAYEHHMH HA JOJDKHOCTD H M3JaTh [IPUKA3 Ha OCHOBAHHH 3asBIICHIA.
OdopmuTs 3as1BNEHKE O NPESIOCTABICHUH OTIIyCKA M M3/aTh [IPUKA3 HA OCHOBAaHMH 3asBJICHUS.
OhopMHUTE 3asBIEHKE O IPEAOCTABICHNH OTIIyCKa II0 OEpEMEHHOCTH M POJIaM M U3[1aTh
CJIOXKHBIN MIPHUKa3 Ha OCHOBAHMH 3asIBJICHHUSL.
Odopmurs 3asBIeHNE O MPEJOCTaBICHNH y4eOHOTO OTIyCKa M M3JaTh IPUKa3 HA OCHOBaHUU
3asBICHHUL.
OdopMuUTE 3asBIeHHE O IpHeMe Ha paboTy U U3AaTh NPHUKA3 HA OCHOBaHWH 3asBJICHHS.
OdopmuTs 3asBieHne 00 U3MeHeHUH GaMUINY U W3aTh IPUKa3 Ha OCHOBAHUHU 3asIBJICHUS.
OdopmuTs 3asBiIeHHE 00 YBOJHHEHHUH U U3JaTh IPHUKA3 HA OCHOBAaHMH 3asIBJICHUS.
OdopmuTe KpaTKuii IPOTOKOI.
OdopmuTh NHCEMO — MPUTTIALICHHUE.
OcdopMHTE THCEMO -IIPOCEOY.
OdopMUTE THCEMO-OTBET \ ¢ TeKCTOM\
OdopMuTh MUCEMO-0TKA3.
Odopmuts muceMo-TpebopaHue.
O¢hopMHUTE TUCEMO-LTUPKYILSP.
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OdopMHTE MPETEH3NOHHOE MUCEMO.

O¢OopMHUTE PHKa3 [0 OCHOBHOM JAEATENIHHOCTH.

OcdopMUTE IPOTOKOIL.

OdopMHUTE CONIPOBOJUTENBHOE IUCHMO.

OdopmieHue akra.

OdopmiieHHe TUCEMa IT03paBICHHU.

OdopmiteHre nMUcbMa-TNOATBEPXKICHHS.

O¢opmiieHne NprKa3a 0 Ha3HAYEHHH Ha JOJDKHOCTb.
OdopmiteHHe npuKasa O IPeJOCTaBIEHHH OTITYCKOB.
Odopmiienne npukasa 06 yBOJIBHEHHH.

Odopmrenie nprikasa nepeBoja Ha Jpyryio paboTy.
Odopmienue mpukasa M0 OCHOBHOM AEATEILHOCTH.

OdopmiieHre NpUKa3oB MO TMIHOMY COCTaBY.

OdopmieHue npoTokona.

OdopmiieHHe pacTIOPSAUTENBHEIX JOKYMEHTOB.

OdopmieHue peKBU3UTOB

Odopmienue crpaBKa.

Odopmierne cpaBoYHO-MHGOPMALMOHHEIX JOKYMEHTOB.
Odopmienue TenerpaMMBI.

Odopmnenue TenedoHOrpaMMEL.

OdopmiteHne MTaTHOIO PacIUCAHUS.

OdopMmiteHHd NECHMa HAIOMUHAHHUS U H3BEIICHHS.

OdopmiteHns IpHKa3a O MOOLIPEHNH U B3BICKaHHH.

OdopMiteHHs CBOIHEIX IPUKA30B I10 IMYHOMY COCTaBY.

[ToHsATHE O HOKYMEHTAX. ' '

IpaBuia MOArOTOBKH 0 0(OPMIIEHHST JOKYMEHTOB.
ITpeTeH3nOHHOE MHCHEMO.,

Perucrpanus JOKyMEHTOB.

Pexsusuter OP/I.

Pexnamnble nucpMa.

CiyxeGHBIE [HCEMA.

CocraBieHHe U 0hopMIIeHHE e (JIUCTA-3aBEPUTEIIS IeNa, JIUCTA M KapTH-3aMECTUTENS [Iela).
Cocrapienue u opopmierue e (0GI0KKHY Aena, BHYTPEHHEH oNucH Jiena)
CocraBnenue ¥ 0hOpMIIEHHUE JOBEPEHHOCTH.

CocraeneHue ¥ 0popMIIEHHE AOKNATHON 3aNIHMCKH.

Cocrapénue U oopMIIEHHE HHCTPYKIUH 110 1eI0NPOU3BOACTBY -
Cocrasnenne u 0popMiIeHHE 00BICHUTEIPHOR 3aIHCKH.
CocraBnenite U opOpMIEHHE COrIacks Ha 00paboTKy IIepPCOHABHEIX JaHHEIX paboTHHKA.

3.2.3. IIporpamma npaKkTA4YecKOro o0y4eHust

Tema 1.1. Conepxxanmue:

CosepiieHcTBoBaHue | Texuuka Oe3omacHOCTH U 06€30MACHOCTE TPylda B KOMIBIOTEPHOM
TEXHHUKH U CKOPOCTH | KJlacce.

IICcbMa - Opranu3sanys pabodero Mecra

- OTpafoTKa  TEXHWKM IHChMa: IIMCBMO TEKCTOB  PasIMYHOH
CIOXHOCTH; pelaKkTHpoBaHHe UM (opMaTHpOBaHHE; BCTaBKa

0OBEKTOB.
Tema 1.2. Coaepxanue:
OprannzanmonHo- | OdopmieHue o6pasna A0/KHOCTHOH HHCTPYKLIMH

MPaBOBHIE JOKYMEHTHI
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Tema 1.3. CognepxaHue:
OpranuzaionHo- | CocraiieHue # 0$opMIICHHE TOCTaHOBJIEHHS
pacrniopsautensHeie | CocTapieHue M 0hOpMIIECHHE IPHKa3a
AOKYMCHTBI CoctaBnenue 1 0QOpMIICHHE BEIITICKH U3 IPHKa3a
CocragneHre U 0hOpMICHHE PELICHHS
Tema 1.4. ConepaxxaHue:
Hudopmanmonno- | Cocrasienue u odhopmienue dakca, TenedoHorpaMmal
CripaBo4Hasd CocraieHue 1 0hopMIEeHHE aKTa
AOKYMCHTAllHA Cocrasnenne u oopmiierre [IpoTokona 1 BEITHCKH

Cocranenne u  oQOpMIICHHE  HOKJIAJHOH, CIyxeOHOH M

0OBSICHUTEIILHOM 3aITHCOK

COCTaBJ'[eHI/Ie n od)opmne}me paSHOBHJIHOCTCI/I IICJIOBI:IX ITHCEM

Tema 1.5. [Ipuxiagssie

Copepxanue:

nporpammel MS Office | Coznanme npesenranum ¢ aHuManuei
Tema 1.6. Ka;(pOBaﬂ Conepxanue:
_pabota Odopmitenne pesrome ¥ COPOBOIUTENFHOTO NHCHMA.

Odopmnenune JInunoit xaprouku pabGorauka OdopmiaeHHe GopMEl
BHYTpEHHE# ONHCH JOKYMEHTOB. '

OdopmiieHe TpyIOBOTO OrOBOpa

Odopmienne o6pasuoB Ilpukaza o npueMe Ha paboTry u
o0s13aTensCTBa
0 HepasrJameH!H cIy)keOHOH TaliHbI

Odopmiesne TuTyNbHOrO JucTa TpyRaoBoH KHIDKKH M 3aIOJTHEHHE
ee pasgenoB. OdopmieHne (GopMBI XKypHaja ydera IBIKCHHS
TPYAOBBIX KHIDKEK U AKTa CITUcaHUs OJaHKOB TPYAOBBIX KHIKEK M
BKJIAJBIIIEH K

HUAM

Odopmienne 3asBieHwss o npueme Ha pabory OdopmieHue
JIOKyMEHTOB O IIEPEBOAIE Ha IPYIyI0 paboTy ;

3.2.4. Meroauueckne MaTepHAJIbI

Tema 1. Jlenopas mrpa «Kanpopsii Bompocy. Anketupopanue «IIpodeccroHaibHas
TOTOBHOCTEY.

3amaya: 3HAKOMCTBO ¢ HOBEIMU npodeccHsMH Ha peiHke TpyAa. IIpodeccuu B' chepe

yIpaBleHHs: ceKpeTapb-pedepeHT, CeKpeTapb-MalldHHCTKA, aAMHHHUCTPATOp TOCTHHHLE,
. JeJONpOU3BOAMTENb,  IOUCHETYep, COTPYAHHK  cnpaBoyHod  cayxO6el.  CocraBienue
npo@)eccnoriorpaMMm.

Tema 2. 3HayeHHe DOKYMEHTaLMOHHOTO OOeClieYEeHHs YNpPaBJICHUSI B COBpeMeHHLIX
5KOHOMHMYECKHX yCI0BUsAX. OCHOBHEIE HOHATHS U onpeneneHus. Kinaccubukanys J0KyMEHTOB.

3agaua: OsHakomyleHHe OOY4alOIIUMXCs ¢ HEOOXOIMMOCTBIO JOKYMEHTHPOBAHHA
yIipaBJieHYeckol MHPOPMALUH, C BaKHOCTHIO NPABHIGHON OpraHu3aliy JOKyMEHTAIMOHHOTO

obecrieueHus B OpraHm3aliiy, YYpCeXKICHHH MU Ha NPCANPUATAA HE3aBUCHUMO OT Q)OpMBI i

COGCTBEHHOCTH, ¢ COOTHOIIEHMEM MOHATHH «HH(POPMALMSI» U «IOKYMEHT», C MHOroobpasreM
JIOKYMEHTOB; U3y4YHTh OCHOBHBEIC TEPMUHEL B OTIPpEIEICHHUS.

Tema 3. DKcKypcHd B IPUEMHYIO PYKOBOJUTEISA

3ajaya: 3HAKOMCTBO C TIOPAAKOM JOKYMEHTHOTO OOECIEuYeHHs M IpaBHIaMd
o0ciy>KMBaHUsA PabOTEl PyKOBOAMTEIS.

VinpaxHeHHs U 3a7aHus: «AHKeTa», « BUSHTHAs KapTO4Kay

Tema 4. Odopmienre pekBusutoB. CTHIMCTHKA JNENOBON JOKyMEeHTaLuM. Popmarsl
6ymaru u ioxst TOCT P. 6 30-2003. '
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ITpaxruyeckas pabota: «IlocTpoenue popMynsipa — oOpaslia ¢ yrioBEIM U IPOAOIBHEIM
PAacCIIONIOXKEHHEM PEKBU3UTOBY.

3amaua: O3HaKOMHUTH OOYYalONIMXCSI C OCHOBHEIM HOPMAaTHBHBIM JIOKYMEHTOM,
PErIaMeHTHPYIOIMM TIpaBwia OGOPMIIEHUsS YIPAaBICHYECKUX JOKYMEHTOB; (HOpMMpPOBATH
HaBHIKM IIOCTPOEHHUS NIPOCTEHINNX AETOBEIX Oymar U JOKyMEHTOB.

Tema S. PexBu3uTH, npuparompe IOKYMEHTaM IOpHAMYECKYO CcHily. bianku
nokymeHTOoB. [IpakTudeckas paboTa: « AHanu3 GopMyJIsipa JOKYMEHTa.

3ajaua: O3HAKOMHTH C MOHATHEM «PEKBH3WT» W BuIamu GopMyndpa — obpasia, ¢
npaBuiaMM O(OpPMIIEHHS PEKBH3HUTOB; pa3BHBATh IPAKTUKO-OPUEHTHPOBAHHEIE HABHIKH B
pabore ¢ JOKYMEHTaMH. .

Tema 6. TpeGoBaHus K TeKCTy JoKymeHTa. HopMEI oduIHansHOro CTHIs

3anaya: O3HAKOMHMTH OOYYAIOIMXCS C BHAAMM OJAHKOB, CIIOCOGaMH H3TOTOBJIEHHUS
6IIaHKOB, C TPEGOBAHHAMH, NPEABABAEMBIMH K TEKCTaM OQULMATEHEIX JJOKYMEHTOB.

Tema 7. Pestome, 3asBleHHe, aBToOMOrpadus, aHKeTa.

IMpaxTuyeckas paborta: «CocraBnenue aBroouorpadumy.

* 3agaya: O3HAKOMUTH O0YYAIOIIUXCS C BHAAMH JOKYMEHTAIMH IIO JMYHOMY COCTaBy,

HAY4YHUTE COCTABJIATH U 0QOPMIIATE pe3loMe U Jp. JOKYMEHTHI, IPHKa3kl MO JIMYHOMY COCTaBY.

Tema 8. JenoBoe muceMo. DTHKET AENOBOM mepemucku. Ilpakrhdeckas pabora:
«Odopmienue ciryxeOHOTO MACEMAaY.

3amaua: O3HAKOMUTH OOYYarOMXCA C BHOAMH CIY)XEOHBIX IHCEM, TPeOOBAaHHAMHU K
TEKCTY CIY)KeOHBIX MHCEM, HAYYUTh O(OPMIIATE CITy)KeOHbIE MUChMa. :

Tema 9. [Ipuem noceruteneii, nenopas 6ecena. IlpoBenenne MpreMoB.

3anaua: O3HAKOMUTE O0YUAIOIMXCS ¢ OCOOEHHOCTAMU PabOTHl CeKpeTapsl B IIPUEMHOM,
copMHpOBaTh HABBIKU BEEHNUS AENOBHIX Pa3srOBOPOB. '

Tema 10. BzauMooTHOMEHUSA ¢ pyKOBO,HI/ITeJ'IeM U COCIYXKUBIAMM, C ITOCETUTEIIMHU.
Oruka. PeueBoii sTuker. Busutnas xaprouxa. Iloxapku.

3amaua: CdopMHpoBaTh NpEICTABICHUE O BHEIIHEM BHUJE CEKpeTaps, KyJbType
pabouero MecTa, KyJIbType noBeaeHus. [IpoBecTH rpynoBylo JUCKYCCHIO.

Tema 11. VueGHble 3aBEIECHHSIMH HAYaJIBHOTO W CPERHEro Ipo(ecCHOHANIBEHOIO
00pa3oBaHusl, KOTOPHIE FOTOBAT BEITYCKHUKOB IIKOJI IO CIIELUAIBHOCTH «CEKPETaph. '

3anauqa: [Tpoeectn anketupoBanue «IIpodeccroHalbHass TOTOBHOCTEY.
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