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1. eneBoii pa3aes 06pa3oBaTebHON NPOrPpaMmbl npogeccHOHANIBLHOT0 00y eHHs!

1.1. ITosicHuTEIbLHAS 3aNHCKA
OcHoBHasi 00Opa3oBaTebHasi MPOrpamMma MpOPecCHOHATBHOrO oOyueHnusi (nanee -
ITporpamma) MyHHMLHMIAIBHOTO aBTOHOMHOTO 0611e06pa30BaTENILHOTO YUPEIKACHUS CPEAHEH
0b1me06pasoBaTebHOM WKObI Ne 49 (nanee - foOY COIII Ne49) npenHa3Ha4ueHa IlJIHC o0yueHus
ofyudaromuxcs B PamMKkax MPO(ECCHOHANbHOH TMOArOTOBKH O JIOJDKHOCTH ~ « ereTapb-
aIMMHKCTPATOp», U pa3paboTaHa B COOTBETCTBMM C HOPMATUBHO MPABOBLIMH JIOKYMEHTaMH:

—®enepanbHblii 3akoH or 29 mexabpsi 2012 rona Ne 273-®3 «O6 obpazoBaHHM B
Poccutickoit @enepauun. o

—TIpuka3 MuHucTepcTBa 0OpasoBaHus U HAyKH Poccuiickoii @eneparuu o1 18 anpes
2013 r. Ne292 «O6 yTBEp)KACHUM TOpPs/KA OPraHM3ally 1 OCYLICCTBICHHA o0pa3oBaTesbHOM
JeSITeIbHOCTH 110 OCHOBHBIM MPOrPaMMaM NpOdheCCHOHATBHOTO O0yueHuUs». "

— Tpukas Munucrepcrsa npocsewenus P® or 14 mionIs 2023 roma. N 534 "0O6
yrepikueHud Ilepeuns mnpodeccuii pa6oumx, JO/DKHOCTEH CiyXKallkX, MO KOTOPEIM
ocywectBasiercss npodeccuonansHoe obyyeHue” (C HIMEHEHMAMH M IOTOJHEHHAMH OT 29
despais 2024 roza). ) )

—~EquHblii  KBaNM(MKALMOHHBIA  CHPABOYHMK  IOIDKHOCTEHM — PYKOBOIHMTEICH,
cHenManucToB U cayxamux (penaxiust ot 9 anpens 2018 roxa, B TOM YMCJIE C H3MEHEHUAMH,
BCTYMMBLIMMY B cuity | uronst 2018 rona).

~TIpodeccronanbHblil cTanAapT 1o npodeccun «CrneunanucT no OpraHu3alliOHHOMY U
OKYMEHTAaIIHOHHOMY ~OO€CTIeYeHHIO YNPaBIeHHs OpraHu3auuei» (yTBEpXKIeH MNpHKA30M
MHHHCTEPCTBA TPY/a U COLMaIbHO 3amuTsl Poccniickoit @enepauun ot 06 mas 2013r. Ne276H).

INox npodeccruoHa bHbLIM 00y4YeHHeM MO MporpaMmam NpoecCHOHaNbHON MOArOTOBKH
no npodeccusiM pabounx U JOHKHOCTSM CIIyXKALIHX TOHUMAaeTCs MpodeccuoHanbHoe 00yueHne
JIMLI, paHee He UMEBLINX Npodeccuu padbovero WM T0JKHOCTH CITYKAllero.

IIpodeccuonanpHoe 00ydeHHe MO mporpamMmam MpodecCHOHaNbHON MOATOTOBKH IO
npodeccusiM pabounx, TOHKHOCTSM CITyXKAIUX HAIPaBJIeHO Ha MPUOOpeTeHne 3HAHUH, YMEHH,
HaBbIKOB, B TOM YMCJI€ s pabOThI ¢ KOHKPETHBIM 00OPYAOBAHHEM, TEXHOJIOTHAMH, MOJIYYEHHE
yKa3aHHBIMH JIMLAMH KBaNM(DUKALHMOHHBIX PaspsazoB, KaTeropuii mo mpodeccun paboyero wiu
AOJDKHOCTH Ciiyskaiero 6e3 usmMeHeHus yposHs o6pasoBanust. Opranusaius npogeccHoHaIbHOTO
o0y4eHHs perJaMeHTHpyercs mporpammoil Npo(ecCHOHaNLHOTO OGYYeHHS, B TOM HHCIE
y4€OHBIM ILIaHOM, KaJIeHIaPHO-TEMaTHYECKUM [JIAHOM, PaGOuMMH MPOrpaAMMAMH AHCLAILIHH U
npogeCcCHOHAIBHBIX MOAYJICH, PACIIMCAHUEM 3aHATHI U JIOKAJIbHBIMA HOPMATHBHO MpaBOBbIMU
aKTaMi MyHHLHUITANBHOTO aBTOHOMHOTO — 00IEe00pasoBaTENbHOIO  YUPEKAEHUs —CpenHeil
obmeobpasosarenbHoi mkobl Ne 49 (manee - MAQY COIII Ne49).

OcHoBHbIME (opMamMu TPOGECCHOHATIBHOTO O0Y4YeHHs SIBJISIOTCS TEOPETUYECKHE H
npaxkru4eckre 3aHATHs. OCOOEHHOCTBIO peamH3alii NpoheCCHOHANLHOrO OBy4eHHs SIBJIAETCS
CTPYKTypHPOBaHHE cColep>kaHHe OOy4yeHHs B aBTOHOMHbIE OPraHM3aLMOHHO- METOANYECKHE
0510k — paznebl.

Pasnen — nenoctHbli HabOp MOANEKAIIMX OCBOEHUIO YMEHHMH, 3HAHUH, OTHOLIEHHH M
ombITa (KOMIETEHLMH), OMUCAaHHBIX B GopMe TpeOoBaHHUi MPOPECCHOHANBHOIO CTAHAAPTA IO
npodeccuy, KOTOPbIM [OJDKEH COOTBETCTBOBATh OOYYAROLIMIICS IO 3aBEpLIEHUM OOy4eHHUs
paszaena, ¥ MpeACTaBIAIOLINI COCTaBHYIO YacTh Oosiee oOwieit GpyHKumu.

Paznensl QopmupyroTCs Kak CTPYKTYpHas eIMHHLA y4€OHOro IUIaHa Io MpoQecCHH;
KaK OpraHU3alUOHHO-METONMYeCKas MEeXIUCLHUIUIMHAPHAsI CTPYKTypa, B BUAe Habopa pasHbIX
OUCLMIUTHH, OOBENMHSEMBIX MO TEMaTHYECKOMY MpU3HaKy 0a30i; WM Kak OpraHU3alMOHHO-
METOAM4YECKas CTPYKTypHasi eIMHULA BpaMKax mnpodeccuoHanbHoi nporpammel. OOydeHue 1o
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NporpaMMe MpeAnosaraeT NpOBEACHUE aTTeCTALMU — IO OKOHYAaHUI0 y4eOHOro MONyromusi u
y4eOHOro roxa nmpoOBOAMTCS MPOMEKYTOYHAs aTTECTaLust, OOy4eHue M0 IporpamMMe 3aBepLIaeTcs
UTOroBOM arrectauueil B popme KBamupHKaLIMOHHOTO HK3aMEHa.

IIporpamMma TeopeTHyeckoro oOyueHHsl COCTaBJE€HA C y4eTOM 3HAHHH, MOJTy4YEeHHBIX
obyuatomumucss B oOmeoOpa3oBaTeNnbHOM MLIKOJE, W TNpPeayCMaTpuBaeT MpHOOpeTeHue
TEOPETUYECKUX 3HAHHH, HEOOXOMMMBIX CEKpeTapr - aJAMUHUCTPATOPY M IpPaKTHYECKOMH
paboThL.

XapakTepHcTHKA npodeccun:

Cexperapb - 3TO CHELHANUCT, KOTOPbIH NOJDKEH o0najaTh NeNOBBIMM KaueCTBAMH,
KOoMMyHHKaOenbHOCThIO. CekpeTaph BElET BeCb AOKYMEHTOOOOPOT OpraHM3alvy, WCMOJb3Ys
KOMITBIOTEPHYIO TEXHHKY, OCYILECTBJISIET NEeJIOBYKO MEPEnHCKy, KOHTPOJHPYET MCIOJHEHHE
JIOKYMEHTOB, TOTOBUT JOKYMEHTHI K czade Ha apxuBHOe XxpaHeHue. Cekperapb maHUpyeT
pabouwnii 1eHb PyKOBOAUTEJIS, CTeHOrpadupyeT COBEIaH!s U IEPErOBOPbL, OPraHU3yeT BCTPEYH,
npecc- KOH(pEpeHINHU.

Ha3znauyenue npodeccun:

BoinosiHeHue paboT MO OpPraHU3aLHOHHO-TEXHHYECKOMY OOECIIEYEHHIO NEATENbHOCTH
aJIMHHUCTPATUBHO-YIIPABJIEHYECKUX  MOnpa3fesneHuil (PyKOBOAMTENEH  PasHOro  ypOBHS,
pabOTHUKOB aJMHUHHCTPALMH M Jp.) B OPraHU3aLMAX, YYPEKAEHHSX, MHUHHUCTEPCTBAX,
BENIOMCTBaX, MPEANPHUATHAX, pUpMax pasHoro npoduis AesTeIbHOCTH 1 GOpM COOCTBEHHOCTH.

1.2. llens 1 3aaa4u

Heabr nporpammbl — mpodeccuoHabHas moarotoska obydaromuxcs MAOY COII
Ne49 no npodeccun «Cexkperapb-aIMHHUCTPATOP.

OCHOBHBLIMH 3a424aMH MPOTrPAMMBDI SBJISIOTCS:
-bopmMupoBaHMe y OOYHaIOIMXCS COBOKYIHOCTH 3HAHMH M yMEHHH, HEOOXOAMMBIX ANA
OCYLIECTBIIGHHsT TDPYHOBbIX AeicTBHil M TpymoBbiX OyHkumit mo mnpodeccuu «Cekperaps-
aaIMHHHUCTPATOPY;
-pazBuTHE y OOYYAIOUIMXCS MOTMBHUPYEMOH NOTPEOHOCTH B TONYYEHHHM BOCTPEOOBAHHOH
npodeccuy, B OpraHu3alMi CaMO3aHATOCTU Ha PHIHKE TPY/a,
-OKa3aHue OOy4arlUMCs NPAaKTHKO-OPMEHTUPOBAHHOM MOMOIIM B  NPO(ECCHOHATLHOM
CaMOOTpeNeeHHH, B BBIOOPE MyTH MPOAOJLKEHUS MPOPEeCCUOHAIBHOTO 00pa30BaHUsL.

OGy4aromuMesi, yCremHo COaBUMM KBaMM(UKALMOHHBIM 3K3aMeH M0 pe3yJibTaTam
npopeccHoHanbHOro oOy4eHMs, BbIJAETCA CBHIETEJCTBO  YCTAHOBJIEHHOro obpaswa.
Obyuaromuecs, He craBuIie KBaTM(QHUKALUOHHBIA SK3aMEeH, MOJy4atoT CIIPaBKy YCTaHOBJIEHHOTO
obpazua.

Bun skoHomuueckoii gesitenbHocTH  (kon OKB3J) 82.11 - JlesrenbHOCTb
AMMHUCTPATUBHO-X03SCTREHHAS KOMIUIEKCHAS TI0 ofecreueHito paboTsl OpraHU3 AN,

B yueOHOM mnpouecce ucrnone3yercs MaTepHaibHO-TeXHH4eckas 0aza M KaapoOBble
pecypcet MAOY COILL Ne49.

1.3. Kareropun o0y4aromuxcsi. Cpoxku ocsoenus Ilporpammer

Kareropuss o0yuawomuxca. [Iporpamma npodeccuoHanbHoro obydeHust 1o
npodeccun «Cekperapp-aIMHHHCTPATOPY aApecoBaHa JHMLAM, HUMEIOLIMM OCHOBHOE obuiee
,00pa3oBaHue, BKIIOYAs JIML C OrPAHUYEHHBIMU BO3MOKHOCTAMH 3[0POBbsl M HHBAJIMAHOCTBIO.

®dopma obOyueHusi, IPHMeHsieMble B paMka 00y4enus no Ilporpamme — o4yHasi, O4HO-
3a04Hasi, 3a04yHas. Kaxxnas uz ¢popm oOydeHHs: MOXKET YaCTHYHO PeaNn30BaHa C MPUMEHEHHEM
IMCTAHLMOHHBIX 00pPa30BaTEIbHBIX TEXHOJIOTHI U 31€KTPOHHOTO O0yHeHHs.



Cpok 0CBOeHHSI MNPOrpaMMbl, PEXKHUM 3aHsITHHM: CpOK ocBoeHusi IIporpamMmel
npodeccroHaIbHOro obydeHus no npodeccuu «Cexperapb-aAMUHUCTPATOP» COCTaBiseT 1,5
roza.

Obwiee kosuecTBo uacos 1o Ilporpamme: 108 4acos.

N3 Hux:

- 1 rox oOyyeHus — 72 4aca

- 2-ii rox o6yuenus — 36 yacos

Pesxum  3ausTuii., Pexum  3aHATHH  ONpenensieTcs CTPYKTypoO#l  y4ebHOro
(TeMaTH4ecKoro) rjiaHa v pacrnucaHuemM 3aHATHI.

3ansTHe: 2 aKaAeMHYeCKHX 4aca ¢ mepepbiBoM 15 MUHYT.

ITpoaOKUTENLHOCT OIHOTO AKAJEMHUYECKOro Yaca COCTaBIAeT 40 MHUHYT.

[Mepuoau4HOCTL: 1 pa3 B HEAEIIO.

1.4. ®opma arrecraunu. JJ0KyMeHT 00 0CBOCHHH IIporpammbl
dopma UTOroBOH ATTECTALHH — KBaIM(HUKALIMOHHBIA K3aMEH.
Kpaaudukauus, npucBanBaeMasi BbIlyCKHHKaM 00pa3oBaTelbLHOH MPOrpamMMBbl:
ceKkpeTapb —aAMHMHHICTPATOP 3-€ro paspsna.
BbiaaBaeMblii 1OKYMEHT — CBH/IETENBCTBO yCTAHOBJIEHHOTO 00pasua.
CooTBeTCTBHE OnucaHusi KBaludukauud B NPOHECCHOHANbHOM CTaHmapTe C
TpeGOBaHUAMH K PE3yIbTaTaM MOArOTOBKH MO MPOrpaMme npoecCHOHAIBLHOr0 00y4eHH s

[0606mennbie TpynoBbIE GPyHKIMH TpynoBbie GyHKUHH
KOA | HauMeHOBaHHE ypPOBEHb HaUMEHOBaHHE KO ypOBEHb
kBanupukanuyl (monypoBeHb)
KBaJIM(PUKALIUH
A | Opranu3auvoHHOe 3 TIpuem u pactipenenesue | A/01.3 3
obecnieuenue Tene(OHHBIX 3BOHKOB
ACATEILHOCTH OpraHu3aLus A/02.3 3
OpraHM3alluH paboThI C MOCETUTENSIMH
BrinosnHeHne A/03.3 3
KOOPAUHUPYIOMINX U
obecneunBarOMUX QyHKIUH

1.5. ILnaHupyemble pe3yIbTATbI OCBOCHHS POrPAMMBI NPO(eCCHOHAILHOTO 00yuenms
OcHoBHasgs  ueab  Buga  NPO(ECCHOHAJIBHOH  [AEATEIbHOCTH! peanu3anus
obecrieunBaromuX (QYHKLIMUI YOPaBJIEHUS OpPraHW3aluel; BHEOPEHHE JIVYIINX TEXHUYECKUX
pa3paboTOK 1 HOBEHLIMX TeXHOJIOTHIH B obecreueHne yIpaBIeHus OpraHu3aLuei.

Onpeae/ieHne pe3yJibTATOB OCBOEHHS! POTPAMM NPOQECCHOHATLHOrO 00y eHHs HA
ocHoBe npo¢ecCHOHAJIBHOI0 CTAHAAPTA

ITpodeccuonHaNbHbIH Iporpamma npogecCHOHAILHOT0 00y UeHHs!
CTAHAAPT

Bun npodeccrHoHanbHOK OpraHu3allMOHHOE U IOKYMEHTalMOHHOe obecrieyeHue

nesTeTbHOCTH YIIpaBJeHHs OPraHU3aLUAMH JHOOBIX OpraHMu3alHOHHO-MPaBOBBIX
opm

O0001eHHas TpyAoBas OpraHu3aLMOHHOE 00eCTeueHne e TENbHOCTH OPraHU3aLHH

dyHKUIUA

Tpynosas QyHKUHSA pHem u pacrpezesneHne TeJepOHHbBIX 3BOHKOB OpraHu3aLii
Opranu3awust paboThl C OCETHTEISIMH OPraHU3aLH
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BhInoHEeHHEe KOOPAMHUPYIOMUX 1 0OecrieurBaOmuX QyHKLH#H

TpynoBoe neiicTeue

[lepenanpaBieHre TeneGOHHbIX 3BOHKOB  PYKOBOACTBY M
COTPYAHMKAM OPraHM3alMH

PerucTpaisi OCTYMAIMMX TeneOHHbIX 3BOHKOB

[Monyuenue  HeoOxomuMmoi  uHpOpMamMud U Mepenaya
CaHKLMOHMPOBaHHOM MH(OpMaluu No TenepoHy

Bctpeua nocerutene, MoyiyyeHWe NEPBMYHOW WHbOpMaLHK O
MOCeTUTENsIX W TOMOLIb B  OpraHM3allid WX  TpUema
YKOBOOUTEJIEM H COTPYAHUKAMH

Benenue xypHajia y4era noceTuTene

Vuer nocerureneii 1 0QOpPMIIEHUE NTPOITYCKOB

CopelicTBHE  OMEPaTHBHOMY  PacCMOTPEHHIO  Npocsd U
NpenoXKeHNH NoceTuTeen

TpuemM M mepenaya JOKYMEHTOB MOCETHTENel PYKOBOACTBY U
COTPYIHHKAaM OpraHU3aLH1

Oprasuzauus 1 GpOHMPOBAHKE MEPErOBOPHBIX KOMHAT
CeperpoBka daitnoro(kodeiiHoro) crona B oduc

[IpurotoBneHne HAMUTKOB (Hal, Kkode, MPOXNATUTENbHBIE
HATTUTKH)

BeneHue KypHaJia pa3be3ioB paOOTHUKOB OpraHM3aliy
KoopmuHaims paboThl KypbepOB W BOAHTEICH OpraHHu3aLuy
Bemenne OkypHana pa3be3ioB  KypbepoB —OpraHuzauiu |
MapIIpPyTOB BOAUTEJICH
CocrasieHue CIpaBKM O pasbe3fax pabOTHHUKOB, KypeepOB U
MapLIpyTax BONMUTEJEH OpraHu3alHH

VMedue

CMONb30BATh TEXHMUYECKME W IPOrpaMMHbIE CPENCTBA JUIA
MpoBeNeHHs ToJI0COBOM MM BUIEO-KOH(pepeHL-CBA3H
Mcro/b30BaTh CPEACTBA KOMMYHMKALMOHHOM OPTTEXHMKH [UIS
noJIyueHus: U repenayn HHGOpMaLHu

BecTH ydeTHble PEriCTpaLHOHHbIE (OPMBL, HCMONB30OBATH HX
s MHPOPMALMOHHOM paboThI

VcTaHaBIMBATL KOHTAKT ¢ COOECemHUKOM, MOANEPXKUBATH H
a3BUBaTh JEJOBYIO Oeceny B rpouecce TeaeGOHHbIX NePeroBOpPoB

CrnaxuBathb KOH(IUKTHBIE u CJOXHbBIE CUTyaLuy|
MEKJTHYHOCTHOTO B3aUMOEHCTBHUS

CoOonaTh ciyKeOHbIH ATUKET

OO1IATLCS C TOCeTUTENIMHA

Mcrionb30BaTh  yCTAHOBJIEHHBIE TIpaBUa H npoueaypsl
KOMMYHUKALMK  BHYTPHM OpraHu3aluu

BecTti yueTHble GOPMBI, HCTIOJIB30BATh X 1151 paOOThI

Co3naBaTh TMOJOXUTEIbHbI MMUIX OPraHu3alyM, NPUHUMATH
MEpBI [0 Pa3peleHni0 KOHPIUKTHBIX CUTYaLIUH

an/IMeHHTb HHd)OpMaI.IP]OHHO-KOMMyHI/IKaLII/IOHHbIe TCXHOJIOTUH

O6ecnieunBaTh KOHPHUIEHIIMATLHOCTD HHYOPMALIMU

CoCTaByIATL U BECTU YYETHBIE IOKYMEHTBI

[TpuMeHSTH cpencraa KOMMYHHKALUH s
nepenadd  MOPYYeHMH  PYKOBOJMTENs W COTPYIHHKOB
OpraHu3aLuu

TTpHMEHSATL COBPEMEHHBIE CpesicTBa cOopa, 06paboTky n nepenayy
nH(pOpMaLH




OueHuBaTh Pe3yJIbTaThl B PAMKAX MOCTABJICHHBIX 3a/1a4
OcCyIIeCTBATh KOHTPONIb HCTIOJHEHHS MOPY4EHHI PYKOBOAHTEIS
COTPYAHHUKAMH

3HaHue DyHKLMK, 33741, CTPYKTYPa OpraHu3aliy, ee CBA3H

TMpaBuna  B3aMMOXEHCTBMS C TMAapTHEPaMH, KIMEHTaMH,
CPEACTBAMHU MAcCOBOH MHpOpMALIMH

JTHKA AEI0BOro OOLeHUs

[IpaBusia peu€BOrO dTHKETA

TpebGoBaHUsl OXpaHbl TPy

TTpasuia 3aNThl KOHQHAEHUHAILHON cny:xeOHOH HHPOPMALIMK
[TpaBusia OpraHuU3aLMH NPUEMa TIOCETUTENeH

[Mpasusia 1e10BOro OOLIEHHs

CTpykTypa  OpraHuM3aluM ¢  pacrpeneseHue byHKUMA
MEXIy CTPYKTYPHBIMU MOPa3IeNeHUSIMU ¥ CIELMaINCTaMH
[papiia OpraHu3ailiy NPUEMOB B Oduce

[TpaBuJia CEPBUPOBKH YaiHOrO (ko¢eiiHOro) CTOJIA

[TpaBHIa NMPUrOTOBIIEHHS U MOAAYU FOPSYHUX HAMUTKOB 1 3aKyCOK K
HUM

CozepkaHue MporpaMMbl MPOGHECCHOHATBHOTO 00yueHHsl OMpenensiercs Ha OCHOBE
TpeGoBaHuil NMPO(ECCHOHANBHBIX — CTAHAAPTOB (Tpu  HaNMYMM) MM YCTAHOBJEHHbIX
KBaIM(HUKALUOHHBIX TPEOOBAHNI.

IL CoaepAaTebHblil pa3aes 06pa3oBaTebHO NPOrpaMMBl npodeccHOHATLHOI O
o0yueHust

2.1. ConepxaHnue NporpaMmbl NPoGecCHOHATLHOr0 00y eHHs!

Paznen 1. O6menpodeccnoHANbHbIH MOAY.Ib

1.1. OcHOBbBI peAAKTHPOBAHMS N0KYMEHTOB.

Teopus. KymbTypa uenoBeka u Kynbrypa peud. OCHOBHbIE QYHKUMM S3bIKA.
B3anMOCBA3b KyJAbTYphl YENOBEKa M KyJbTypbl peun. HOpMaTHBHBIN, KOMMYHMKATHBHBI K
ITHYECKMI aCNeKThl Pe4yeBOM KyJabTypbl. DYHKIMOHATBHBIA CTHJIH PYCCKOTO JIMTEPATYPHOTO.
Ctiin pedn. OCHOBHbBIE U€PThl, 0OCOOEHHOCTH M 1 PU3HAKK BCex cTuiieil. Hopmbl pycckoro
peuesoro stukera. Opdosnusi, opporpadus. Cunrakcuc u nyHkryauus. TIpHHUMIBL 1 GYHKIHH
pYCCKO# myHKTyauuu. CMBIC/IOBasi POJib 3HaKOB mpemuHanus. CnocoGbl opopMIIeHHs YoM
peuH.

Ipaxtuxa. Harmcanue TeKCTa MOA AMKTOBKY. AHAJIN3 TEKCTA. PenaktupoBaHue TEKCTA.

1.2. lesioBasi KyJbTypa.

Teopust. VIMUmK cexperapsi-aiMHUHUCTpATopa. JIMYHOCTH CEKpeTaps W €ro poib B
JeSTENbHOCTH COBpeMeHHOH opraHusauyu. JIOIDKHOCTHAs MHCTPYKUwsi. [lenosele W JM4HbIE
kauecTBa cexperaps. Jenosas xeHIHHa-npodecconan. Pabouee MeCTo cekpeTaps. DTtuker B
clyeOHbIX OTHOmEHUsX. KoprnopaTuBHas KynbTypa, (UPMEHHBIH CTWUIb OpPraHU3alyu.
Cnyxe6Hasi BepTHKanb (OTHOWEHHs B cucTeme «PykosoauTenb- nomuuHenHbiit). CnyxeOHas
rOPH30HTAJIb (OTHOIIEHHE B CHCTEME KOJlIera- kosutera). CnysxeOHasi cybopaunanus. Hopmbl n
TpaBUIa OTHOLUEHHIT COTPYAHHKOB C NPEICTABHTEIAMN CTOPOHHUX OpraHu3alyii, mapTHepamy,
KTHeHTaMHu, noceruresmu, CyGopAuHaLms. IMOLHOHAIBHO- HeHTPaTbHbIH IEJIOBOH XapakTep.
Kon(puaeHUHaabHOCTb.



IMpaxtuka. [lenosas urpa: «OpraHu3aiyis COBEIIAHUD)

1.3. OcHOBBI A€J10NPOH3BOACTBA

Teopusi.  JIOKyMeHTauMOHHOe  obecreueHne yIpaBleHYECKOH  AEeSATEIbHOCTH.
CekpeTapb B CTPYKType Yympasienusi. HOpMaTHBHO-METOAMYECKAs faza JeJONpOU3BOACTBA.
OCHOBHbIE TEPMHHBI BIEJONPOU3BOACTBE. 3aaun  menonpoussoactsa.  TpeGosarme K
odopmenuto fokymeHToB Ha ocHOBe'OCT. JlokyMeHTHpOBaHuUE. JIOKYMEHT, BUABI IOKYMEHTOB,
ux knaccubukaums. Pexsusursl noxyMmentoB ITpakruka.  AHanus — JOKYMEHTa, —MPUHIMN
MOCTPOEHHsl. BIaHKM  NOKYMEHTOB. PeKBH3MTBI JOKYMEHTA. JIOKyMEHTHpOBaHHE, BUAbI U
criocoObl. TpeboBaHusl K TEKCTY JAOKYMEHTA. TpeboBaHusi K U3rOTOBJIEHHIO NOKYMEHTA. 3auer
«HopmaTuBHO-MeTONMYECKass 0asa  Ae0NpOM3BOACTBA. Tpe6GoBanne k  OGOPMIIEHHIO
JIOKYMEHTOBY.

1.4. Texunka mamunonucu. Pazgea Ne 1 «Caenoii» AecATHNATbLUEBbIH METON
neuat Ha IIK. Teopus.

OCHOBHbIE TIPHHLMIIBI CJIETION0» JIECATUINAJIBLEBOr0 METOAAa MevaTH Ha nuymei
mammake u IIK. TMo3uumu mnanbles Ha kiaBuaType. JIOKyMeHT, BHIbI NOKYMEHTOB, HX
Knaccuukanms.

PekBU3UTHI JOKYMEHTOB. 3HAaKM MpernuHaHus. Apabckue uudpsl. KonuuecTBeHHbIE,
NOPSAAKOBBIE YucauTENbHbIe. Hymepaiust MyHKTOB. PUMCKHE uudpsr. Hanmcanue par

IMpaktuka. OdopmieHne IOKyMEHTOB. [TeyaTb JECATUIMAIBLEBBIM  METONOM.
Odopmenue rpanui. [Tonst TOKyMEHTOB. Y CTaHOBKa noneii. [IpaxTuueckue sanauus. «Otpaborka
neuary Ha knasuatype. HaGop Texcros» «Odopmiienue A0KyMeHTOB. I1eyaTh NeCATUIANbLEELM
METOZOMY. 3a4eT.

1.5. Texuuka mammHonucu, Pasaen Ne 2. M3yyenue TEXHHKH NeYaTH

Teopusi. OcBOeHNE NPHEMOB TEXHNUKHM TNCHMA. O6paboTka KPUIITOrPaMM IIacHbIX OyKB.
OdopmreHHe 3arooBKOB M TOA3arosoBkoB. Hymepaiwsi CTpaHMIL TekCTOBbIE COKPALIEHHs.
IIpsivass peub, uuratsl. OdopmieHne npuMedaHuii, npunoxennd. Mcnpasnenue ournboK.
Hcnpasnenue owmbox Ha ITK O6paboTka KpHnTOrpamm OyKB OCHOBHOW TMO3WLIMH MaJbLIEB.
Kpunrorpammsl riacHeix Oyks. IleyaTh ClOTOB «corjacHas — riachas - 2 COrJIaCHBIX», «2
COTJIACHBIX - MIACHAs - COrJIacHas», paboTa CO CIOraMUTHIIA - COTJIACHas - COrlacHas riacHasb).
KpHITorpaMmbl OCHOBHOIA o3uimH nanbles. O6paboTka KpUNTOrpamm OyKB BCeil KIaBHaTypBI.
TMeyaTh CIIOTOB, MeYaTh [BYX - W TPEXOyKBEHHbIX KOHE4HbIX Oyksocouetanuit. Oopmierue
MALIMHOMHCHBIX pabot. Tabmuups. OdopmieHue  H3roToBIEH!E TAOTHYHBIX (opM IOKYMEHTOB.
[TpaBuna BBINOJTHEHHUS CJIOMNKHBIX TaOIHLL

Ipaktuka. PaGoTa ¢ TexctroBbiM 1okymeHTOM. Habop TeKcTa noj AMKTOBKY. Pabora ¢
tabauuamu. OdopmiieHue | U3rOTOBNEHHE TAOMMYHBIX (HOPM JOKYMEHTOB,

1.6. Texnuxa mamuuonucu. Pasnen Ne 3. Cxopocts neuatu

Teopusi. Onpenenenue ckopoctu nedat. CKOpocTb neyaTH U kadecTBo padot Ha I1K.
IMpaxtuka. Ha6op Tekcra Ha ckopocTb. KadecTBeHHbli HaOOp TEKCTa.

Pa3nen II. AsromaTuzanusa OY

2.1. O¢ucHoe oGopynoBanue.

Teopus. OpraHn3aluOHHasi TEXHUKA. BHIbl H YCTPOHCTBO OPraHM3aLMOHHOM TEXHUKH.
Kcepoxc. ®axc. Ilpunrep. Cxanep. Ilepcosambhbiii kommbroTep. MysbTiMenMiHOE
obopynosanue. IleyaTHoe ¥ MHOXHUTENbHOe oOOpynoBaHHe. [[eMOHCTPALMOHHAA TEXHHUKA.
Cucrema cBsizu. Myabtumenua. CkaHMpOBaHHE U300paKEHUH.

Tpakruka. Pa6ota c oprrexuukoii (o¢pucHsM o6opyaosanreM). CkaHupoBaHUe

2.1. DnexTpoHHBIH opuc.

Teopusi. OducHble npunokeHusi. JlOMONHUTENbHBIE BO3MOKHOCTH. AmrmiepaHTHOE
o6ecreueHre MepCOHANPHOTO koMmmbroTepa. Omepanuonnas cucrema Windows. CnyxebHble
nporpammel.  TekcToBeiii penakropMS Word. PenakTop 37€KTPOHHbIX tabmuuy MSExcel.
IIporpamma MSPowerPoint. TecToBelii penakTop MS Word. 3anyck u Hauano pabotel. Boau
penaKkTUpOBaHUe TekcTa. POPMATHPOBAHHE TCKCTA. Odopmienne crpanud, Ogopmienue
JOKYMEHTOB ¢ momoubo Tabymsipa. Opopmnenure OIAHKOB NOKYMEHTOB. MEeHIO U OCHOBHbIE
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mousiTuss MS Excel. Dnexrponnas TaOmuua. 3HAKOMCTBO C 3KpaHOM MS Excel. Ilanenu
uncTpymentoB MS Excel BBox u penakTupoBaHHE NAaHHBIX. AHanu3 u 00paboTKa JaHHbIX.
IIpesentauust MS PowerPoint. BosmoxHOCTH MS PowerPoint. Craiinel. PaGota ¢ TeKCTOM.
JeKTPOHHBIENOKYMEHTBI M UX XpaHeHHe. DKCIEPTH3a LICHHOCTH I0KyMEHTOB.

IpaxTuka. PaGora ¢ Tabmuuamu u rpapukoit. OdopmiieHHe Npe3eHTauuu B MS

PowerPoint.

Pasaea IIL MpodeccHoHANbHBIA MOAYJIb. Jles1onpoU3BOACTBO B OPraHH3alHH

Teopusa. CocraB yrpaBieHYECKHX JIOKYMEHTOB OpraHHU3aLiy. OpraHu3allMOHHbIE
JIOKYMEHTbI PacropsnuTe/bHbIC JOKYMEHTBI. HHPOPMALMOHHO - CTPaBOYHbIE JOKYMEHTbL
Jlenosas nepenucka. [Tpasuna odpopmieHus, CTPyKTypa 1 BUAbI A€TOBBIX nuceM. JIokyMeHTanus
0 [OTOBOPHBEIM TpaBOOTHOMEHUsM. OpraHuzanus pabotbl ¢ nokymentamu. OpraHusauus
noxymenToobopora. Perucrpaiius 1I0KyMEHTOB. Tekyuiee xpaHeHue fokymeHtoB. Homenknatypa
nen. ApXMBHOE XpaHeHHe NOKyMeHTOB OCHOBHbIE PEKBH3HTBI U TpeboBaHus K OQOPMIICHHIO
norosopoB.  JIOKyMEHTbI — MPEANPUATHA Knaccupukauus IOKYMEHTOB yIpaBIEHYECKOH
nestenbHocTH. Ycras. [lonoxenusi. IllTaTHOE pacnucanue. [TpaBuia BHYTPEHHEro TPYyAOBOTO
pacniopsigka. Ykaszanusi. I1ocTaHOBJICHHUS. I[Tpukass! 0 OCHOBHOM JAEATENbHOCTH. Boinucka u3
npukasos. Pacnopsikenue. Pewenue. IIpoToko (nouHbIi 1 kpaTkuit). AkT. Cripasku. JloxnanHas
samucka. OGbsCHUTENbHAs 3amkcka. Temerpamma, TenedoHorpamMma. PeKBU3MTBI IMHCHMA.
[lucbMo-mipockGa.  IIucemo-oTeT. IIpuraacutenbHOe MHCBMO. ComnpoBOAUTENBHOE THCHMO.
MMuchMo - coobuierue. ITucbMo-0Tka3. KpeaurHblii norosop. JIoroBop XpaHEHH:. Horosop
nocrasku. Jloroeop npoxara. Kommepueckuii norosop. Ilonstue " TOKyMeHTOOOOPOT" ¥ PA3BUTHE
€ro HOPMAaTHBHOMN METOINYECKON PeriaMeHTallH. XapakTepucTHKa JTOKYMEHTO000pOTa. ITarlbl
IBUOKEHUs W TIOPANOK 06paboTKM HOKYMEHTOB. PaboTa ¢ BXOAALIMMH JOKyMEHTAMH. Dtarnbl
06paboTku noKyMeHTOB. KOHTPOJIb MCTIOJIHEHHUS IOKYMEHTOB. Peructpauys JOKyMEHTOB, BUIbI
peructpanuy. Onpenenenne Cpokos xpaxenus. IIopanox Bblaud aern. IToproroBka nen u
nepenaya B apxus. Popma omucH 1 axTeL Ilepenaya fen B apXus. Pa6oTa ¢ koHpHUIEHLHATBHBIMU
IOKYMEHTaMHU

Ipaktuka. COpTMPOBKA IOKYMEHTOB MO KJIACCH(pUKALIAMY. CocTaBlieHHEe LITATHOTO
pacrucanus. PaGota ¢ pacrnopsaurenbHbiMu fokymentamu. CocraBnenue MH(POPMALIMOHHO -
crpaBo4HOM nokymeHTauun. Odopmienue neoBbix mucem. OQopMIEHHE THIIOBBIX A0TOBOPOS.
PaboTa ¢ MCXONSIUMMM U BHYTPEHHHMM AOKyMeHTamu. OdopmiieHre HOMEHKJIATypbl OEl.
OdopmiieHHe JOKyMEHTALUH /AJIsl apXHBa.

Pasgen IV. CneunaanHublii moaysb. Kagposoe obecnieuernne

Teopus. Tpymosoii konekc P®. Tpynosoit gorosop, ero sakmouenne. Odopmnenne
TpyaoBOro goroeopa. CTpyKTypHBIil IPUKa3 MO MPENpUATUIO. 3Ha4Y€HHe TPYAOBOIO JOroBOpa.
3aknoueHHe TPYOOBOrO IOrOBOpAa Ha OMpENENeHHbI W HeomnpeneneHHblid cpok. OCHOBHbBIE
PEKBU3MTbI TPYAOBOIO 0roBopa. Tpynosbie npaBa n 00s3aHHOCTH paGoTHMKOB. [TopAnOK nprema
Ha pabory. JlokyMeHTbI NpH npueme Ha paboty. Aprobuorpadus. XapakTepucTuka. 3asBieHue.
Pestome. Ipukas o npueme Ha paboty.IIpocroii u cnoxHbiit npuka3. Tecruposanue. [lepeBon Ha
npyryio pabory. Ipekpamenue Tpynosoro norosopa. IIpuka3sbl O MOOWIPEHHH M HAJOKEHHH
B3bICKaHMM. JIMYHas KapTOUKa, NOpsAAoK opopmnenus uxpanenue. [Topsnok BeneHUs TPyAOBBIX
KHU:KEK. BemeHue JUUHBIX 1], OCHOBHBIE TOKYMEHTBI.

[IOArOTOBKA JMOKYMEHTOB K apXWUBHOMYy XpaHeHmio. IleHcuonHbii ¢onn: cnaya
OTYETHOCTH U AOKyMeHTe1s oopmienus nencuu. Opopmienne apxUBHBIX CIIPABOK.

TTpakTuka. CocraBjieHde TPymoBoro aorosopa. CocTaBieHHe MPUKA30B. 3amONHEHHE
NUYHOM KapTOUKH. 3aronHeHue TPyHOBbIX KHipkek. CocraBneHue ordeTHOCTH. CoCTapieHue
npukasa. CocraBnenue akra. Cocrasnerne HHCTpyKIMH.

Pazaen V. KoncynabTauuu
KOHCy/IbTaLy IpoBOAsTCs Ans oGyuatomuxcs no [lporpamMme B TeueHHe BCETO nepHoaa
06yuenus u 1o utoram 1 rona oOy4eHus nepea NPOMexyTO4YHOH arrectaumeii. Koncynbrauun no
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M3y4E€HHOMY MaTepHaily, NPOAODKEHHIO NMPOodeccHOoHaIbHOro 00pa3oBaHusl, TPYAOYCTPOHCTBY.
IMozBeaeHue UTOrOB TeopeTHdeckoro obyuenus (Gecena, TECTOBbINH KOHTPOJIb U Ip.)

Paszaea VI. Arrecrauus

6.1.
6.2.

HUrorosas arrecraunusi.

IpomexyTounas arrectauus. J{ubdepeHurpoBaHHbIN 3a4€T
Atrtecranusi 00y4arOUMXCE B COOTBETCTBUH C

npodeccHOHATLHBIME TpeGoBanuAMH H KBanu(HUKALMOHHON Xapaxrepucrukoii «Cexperape-

AAMUHHUCTPATODY.

2.2. YueOHblii NJIaH

B yueGHOM ruiaHe OTOOpakaeTcs JIOrMyeckas MocjenoBaTeIbHOCTb OCBOSHHs Pasaelios,
obecreunBaromux GOPMUPOBAHHE KOMIETEHLIUH.
Vka3biBaeTcsi 001as TPyA0EMKOCTb Pa3/ieNioB, MOIYJIEH.

Ne n/mt HaumeHnoBaHue pa3nenos Bcero B ToM uucne dopma
yacoB | Jlexumn | Tpaxruxa | Camocr.pabota |  KOHTPOJIA
1 roa o0yuenus
L |O6menpodeccuonaLHBIAMOLY.TH 42 16 22 4
1.1.  |OCHOBbI p€AaKTUPOBAHUs JOKYMEHTOB 8 4 4 - TecTupoBaHue
1.2. |lenoBas KyJibTypa 2 2 - - Jlenosas urpa
1.3.  |OCHOBBI J€NONPOU3BOACTBA 10 4 5 1 3auer
1.4. |Texuumka mawmnHonucy Paznen Nel 14 -+ 8 2 Iipsseruecioe
1.5. |Texuumka mamunonucy Paznen Ne2 8 2 3 1 e
1.6. |TexHuka mawnHonucH Paznen Ne3 - - - -
II.  |Asromatm3auus OY 2 1 1 - -
2.1. |Oducnoe obopynosaHue 2 1 1 - Onpoc
2.2. [DnekTpoHHBbII opHC - - - - -
1. [[IpodeccHoHanbLHbIH MOAYIb 18 7 9 2 IIpakTHyeckue
3.1  |/lenonpou3BOACTBO B OPraHU3aLH 18 7 9 2 3anaHus. 3auer
1V. |CneunajibHbIH MOAY/Ib 6 2 4 -
4.1. [Kagposoe obecrieuenue 6 2 4 - 3auer
V. Koncyabrauuun 2 - 2 -
VI  |Artecrauus 2 - 2 -
6.1. [TIpomexxyTouHas aTTecTalus 2 - 2 - 3ayer
6.2 [MTorosas arrecraiys - 4 - 5 .
Hroro 1 rog 72 26 40 6
2 roa o0yueHun
1. O6menpodeccHOHATbHBIHMOAY. b 16 2 10 4
1.1.OCHOBBI peAaKTUPOBAHUS AOKYMEHTOB 4 - 2 2 TecTtupoBaHue
1.2 {/lenosas kyabTypa - - . " .
1.3./OCHOEBI A€I0NPOU3BOACTBA 4 - 3 1 TectupoBanue
1.4, Texnuka MamnHonucu Pasnen Nel - - - - -
1.5 [Texuuka mamrHonucu Pasmen Ne2 2 - 2 - TMpakTuyeckue
1.6 [Texnuka mamnHonucu Paznen Ne3 6 v 3 1 3agaHus. 3a4er
115 Asromatuzauua QY 2 1 1 -
2.1.,0¢ucHoe obopynosanue - - - - -
2.2 [DnexTpoHHBIH oduc 2 1 1 - Onpoc
111 [podeccrnonanbHbIi MOAY.JIb 10 4 5 1 [IpakTHueckue
3.1}/1enorpou3BOACTBO B OpraHU3aLu 10 4 5 1 3a7aHus
IV.CneunajbHbIH MOAY/Ib 4 . 2 -
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4.1 Kagporoe obecrieuenne 4 2 2 - Tectuposanue
V. Koncyabrauuu - - - -
VI ATTecTauus 4 - 4 -
6.1 [TpomexyTOUHAsE ATTECTALIUS - - - -
4 - 4 - Kpanuuxauuo
6.2 Urorosas arrecTaius A
Uroro2rox 36 9 22 5
i Hroro 108 35 62 11

2.3. TemaTHuyeckoe NJIAHKPOBAHHE

HaumenoBauue pa3ie |Copepxanue ydeGHoro marepnasa, jgaGopaTopubie paGorer m | O6bem
JIOB M TEM NpPAKTHYECKHE 3aHATHS B 4acax
1 2 3
O6menpodeccHoHANbHBIA MOAY.Ib
OCHOBBI PeIAKTHPOBAHHUS 1OKYMEHTOB 8
KynbTypa uenoBekan |OCHOBHBIE (YHKLUMH si3bika. B3auMOCBS3b KyIbTypbl HEJIOBEKA H 4
KyNbTYpa pedH KYJIbTYpbl PEYM. HopmaTHBHBbIA, KOMMYHUKaTUBHBIA M JTH4YECKUH
aCMeKThl Pe4eBOi KyJIbTYpPbL.
®ynxuuonHanbhbiii  |CTumu peun. OCHOBHbIE 4€PTHL, 0COOEHHOCTH M TMPHU3HAKHU BCEX 4
CTHJIA PYCCKOTO cruneil. HopMbl pyCCKOrOpeueBOro STHKETA.
JIUTEPaTypPHOTO
JenoBasi KyJbTypa 2
WMupk cexperaps JINYHOCTb CEKPETaps M €ro pojb B AEATENbHOCTH COBPEMEHHOM 1
opranusaimu. JIODKHOCTHAs HMHCTPYKUMsS. JleJoBble M JIMUHbBIE
KauecTBa cekperaps. Jlenosasi keHuuHa-npodeccuonan. Pabouee
MECTO CeKpeTapsi.
Oruker BenyxebHpix |KoprmopatuBHast KynbTypa, (QUPMEHHBIN CTHIb OpPraHM3aLMu. 1
OTHOIUEHHUAX CnyxxeOHast BepTuKanb (OTHOLIEHHs B cucrteMe «PykoBoaurTens-
nopuuHeHHblit). CiyxeOHas ropusoHTajb (OTHOLUEHHE B CHUCTEME
konnera-konnera). CnyxeOHas cybopauHauus. HopMel u npasuia
OTHOLICHUH  COTPYAHHKOB ¢  INPEICTABHTENAMH  CTOPOHHHMX
OpraHu3aLuH, napTHepamu, KITHEHTaMH, TTOCETUTEIISIMHU.
CybopaunHauus. IMOLMOHANBLHO-HEHTPaNbHbBIA AENOBOI XapaKTep.
KoHbuneHnanbHOCTS.
OCHOBBI 1€J1I0NPOU3BOACTBA 10
HoxymenTupoBanue. |OCHOBHbIE MOHSTHS. THIONOTHS JOKYMEHTOB. ®Dopmartel Oymaru u 10
HoKyMeHT, BB nosst. OOwue TpebOBaHMA K COCTABIEHHIO NOKYMEHTOB. biaHKu
IOKYMEHTOB, UX NOKYMEHTOB. PexBu3uTHl nokymeHra. JJOKyMEHTUPOBaHHEe, BUAbI U
Knaccubukanms, crnocobel.  TpeGoBaHms k TekCTy nOKymenTa. TpeGoBaHus K
PexBusuThbI M3TOTOBJICHUIO OKyMEHTa. MysbTHMenuitHoe 000pyn0BaHKe.
OOKYMEHTOB IIpakTuueckas paGora: «TpeGoBaHHs K  COCTABJECHHIO
AOKYMEHTOB. [[OKyMeHTHPOBaHHE»
TexHuka MALIHHONUCH
Pazoen No 1 «Cnenoit» oecamunanvyesoiii memoo newamu na ITK 14
OcHosHble npunuunel  |M3ydenne knaBuatypel. OOwwue mnpaBuna pabothl. OCHOBHbBIE 8
«Cnenoroy OPUHUMIILI  M€4aTH  JAecATHManpueBoro Meropma. [loustue o
NECSTUMANIBLEBOrO | IECATUMAIBLIEBOM CJIETIOM METOE MHUChMA.
METOfIa 1e4aTH Ha IIpakTnyeckas pabora: «OTpaboTka neyaTn Ha KJiaBHaType.
Habop Texcros»
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MUUIYILEH MALIUHKEN
ITK

[Mosuumu naneues Ha |Odopmnenne rpanuu. [lons poxymeHtoB. VceraHoBka mojieil. 8
KJIaBHATYpE. M3yueHne OCHOBHOTO psja KnaBuaTypel. H3yuenue OykB BEepXHEro
psina kiaBuaTypsl. 3Hak "uyeprouka". AG3au. M3y4yeHue 4eTBEPTOro
psaga KknaBuaTypel. 3Hakd npernuHaHusi. ApaOckue  LUDPBIL.
KosnuecTBeHHbIE,  MOPSOKOBble  4HCAWTeNbHble.  Hymepauus
nyHkToB. Pumckue mudpsr. Hamicanue nat.
IpakTuuyeckas pabora: «Odopmaenue a0KymenTos. Ileuats
[AeCATHNAJbLEBbIM METOAOM»
Pazoen No 2. H3yuenue mexnuxku nedamu 8
Ocsoenne npuemos | OpopmIiIeHHe 3arofiOBKOB M Moz3aronoskos. Hymepauust cTpaHuu, 2
TEXHUKH MUCbMa TekcToBble cokpamenusi. IIpsiMas peub, uutarel. OdopmiieHne
npuMeyanuii, npuioxenuii. Mcnpasnenue owmubok. HMcnpasnenue
omnboxk Ha ITK.
IMpakruyeckasn padora: «Padora ¢ TEKCTOBLIM 10KYMEHTOM)
ObpaboTka Kpunrorpamme! rnacHbix Oyks. [leyats c0roB «cornacHas - riacHas 3
KPHUITOrPAMM IJIACHBIX |- 2 COTJIACHBIX»; «2 COTJIACHBIX -TjlaCHas - COriacHasy, pabota co
OykB CJIOTaMM THIIA - KCOTJIACHAsl - COrJIaCHasH rylacHasmy.
IpakTrueckas padora: «PaboTa ¢ TEKCTOBbIM JOKYMEHTOM)
O6paboTtka KpunTorpaMmel ~ OCHOBHOM ~ NO3HULIMM  MAJIbLEB. O6paboTka 3
kpurnrorpamm 6ykB | kpunTorpamMm OykB BCeil kiaBuaTypbl. [1e4aTbCiioros, neyars AByX -
OCHOBHOMMO3HIMM |1 TPeXOYKBEHHBIX KOHEUHBIX OYKBOCOUETAHHI.
MajblEeB IpaxkTuyeckas pabdora: «PaboTa ¢ TEKCTOBBIM IOKYMEHTOM.
Ha6op TekcTa noa AHKTOBKY»
MpakTuyeckoe 00yueHue 2
ABTomatuzauusi OY
Pazaen Ne 1. O¢ucHoe o6opynosanue 2
Oducusbie AMmriepaHTHOe  o0ecreyeHue  MEPCOHAIBHOTO  KOMIIBIOTEPA.
NPUIIOKEHUS. OnepauuonHas cucrema Windows. CnyxeOHble NpPOrpaMmbl. 2
JlonoHUTeIbHBIE INeyaTHoe W MHOXUTeNbHOE oOOpynOBaHHE. JleMOHCTpaLUMOHHAs
texHuka. Cucrema cBsa3u.  Mynbrumenua.  CkaHUpOBaHHE
n300paskeHUI.
MpodeccuonanbHbIi MOAYIb
Hes1onpou3BOACTBO B OPraHH3aUHH 18
Cocras JIOKyMEeHTBI NPEATNPUSTUS. Knaccuduxauus IOKYMEHTOB 1
yIIpaBJIeHYECKIX yIIpaBJICHYECKON eATENbHOCTH.
IOKYMEHTOB MpakTuvyeckas pabora: «CopTHpPOBKAa  JOKYMEHTOB MO
OpraHu3auuu KJIACCHPURALTHN»
OpraHu3aiOHHbIE Veras. TMonoxenus. [lratHoe pacnucanue. IIpaBuna BHyTpeHHEro 1
INOKYMEHTbI TPYZAOBOIO pPacropsaxa.
IMpaxruyeckas pabora: «CocTapaeHue MTATHOr0 PACHCAHHUS)
Pacnopsautenshbie | Ykaszauust. TToctaHosieHus. IIpuKasbl 0 OCHOBHOH J€ATEILHOCTH. 2

JOKYMEHTBI

Brinucka u3 npukasos. Pacnopsbkenue. Pemenne.
IMpakTuueckas pabora: «PaGota ¢ pacnoOpsAAHTENbLHBIMH
AOKYMEHTAMHU»

12




0 MPEaNPUSATHIO.

Asrobuorpadus. Xapakrepucruxa. 3assienue. Pesiome. Ipukas o
npueme Ha paGoTy. IIpocTolt W ClOKHBIA MPUKA3. TectupoBaHue.
Ilepeon Ha apyryio paboty. IlpekpaiueHue TpyAOBOrO AOroBOpa.
IIpuKa3bl O TOOWIPEHHH 1 HANOKEHHH B3bICKAHUH.

Mpakrnueckas pabora: «CocraBjieHHe NPHKA30B»

UudopmauuonHo -  |IIpoTokon (nonHbiii u kparkuii). Akr. Cnipapku. JloknanHas 3anicKa. 2
CIPaBOYHbIE O6bsicauTenbHas 3anucka. Tenerpamma, TenegoHorpamma.
IOKYMEHTBI MpakTudeckass paGora: «CocraBjienne HHPOPMAUHOHHO-
CNPaBOYHON JOKYMEHTALHH
Jlenosasi nepenucka. | PEeKBU3UTEI NUCbMA. [MucbMo-pockda. IMucemo-oTBET. 2
[Tpasuna opopmienus, |[IpurnacurenbHoe MUCBEMO. ConposoautesnbHoe MucbMo. TIuceMo-
CTPYKTYpa ¥ BHAbL coobuenue. ITuceMo-0TKa3.
IeJIOBBIX [THCEM INpaktuueckas padora: «OdopmiieHHE ACTOBBIX MHCEM)
JlokymeHTauus 1o JloroBop KyruiM - mpoaaxu. J{oroBop apeHbl JIoroBOp MEHHBI. 2
[OroBOpHBIM mpaBo-  |KpenutHeiit  norosop.  JloroBop  XpaHeHHs. JloroBop MOCTaBKH.
OTHOLUEHHUAM Jlorosop rnipokata. Kommepyeckuii 10rosop.
OcrogHbie pexsu3uthl | [IpakTuueckas padora: «Odopmienne THIOBBIX 10r0BOPOB»
1 TpeboBaHUs K
oopMIeHHIO
JIOrOBOPOB
Opranusauus padoteic |ITonsTHE "nokymMeHTOO0OpOT" U  pasBUTHE €ro HOPMAaTHBHON 2
IOKYMEHTaMH. METOAUYECKON periaMeHTaLHH. XapakTepuCTHKa
Opranusauus IOKYMeHTOO0OopoTa. JTambl [BWKEHUS U IOPANOK o6paboTku
nokyMeHToOGOpOTa.  |HOKymeHToB. PaGoTa ¢ BXORAWMMH  AOKyMEHTAMH. DTarnsl
Perucrpauus o6paboTku HOKyMeHTOB. KOHTpOJIb WCTOJHEHHA JNOKyMEHTOB.
JOKYMEHTOB. Perucrpaius JOKYMEHTOB, BUIbI PErMCTPALInH.
MpakTuueckas pabora: «PaGoTa ¢ HCXOAAHMH H BHYTPEHHUMH
AOKYMEHTAMH»
Texywee xpanenue |OnepaTHBHOE XpaHEHHE € (mpoBepka HAMM4Ms JIOKYMEHTOB, 2
TOKYMEHTOB. MOPAZOK BbIAAYM JieN). DJIEKTPOHHbIE JOKYMEHTBI U HX XPAHEHHE.
Homenknatypazgen. | DKCIepTU3a LEHHOCTH JOKYMEHTOB.
MpaxkTuueckas pabora: «OdopmaeHHe HOMEHKIATYPbI 1D
ApxuBHOe xpaHeHue |OmnpeneneHne CPOKOB XPaHEHHSL. [Mopsinok Beinaun aen. Ilongroroska 2
OOKYMEHTOB nen u mepenaya B apxus. Popmaonucu u akTel Ilepemaua nen B
apxuB. Pabota ¢ kOH(HAEHLHATbHBIMU JOKYMEHTAMA.
MNpakTuueckass padora: «Odopmienne AOKyMEHTAUHH st
apxuBa2
OpraHu3aioHHasTeX |Buabl M YCTPOHCTBO OPraHM3aLMOHHON TeXHHKH. Kcepokc. daxkc. 2
HUKa Ipunrep. Cxanep. IlepconanbHbIl KoMnbioTep. Myibrumenyiinoe
obopynoBaHue.
IpaxkTuyeckasn padora: «Padora ¢ OPrreXHHKOH»
CneuHajabHbIH MOAYJIb
Kanposoe o6ecnieuenue 6
Pasaen 1. OcHOBHBIE 324241 YIPABJIEHHMsI KAApaMH 6
Tpynosoii konekc P®. |3Hauenne TpyaoBoro n0rosopa. 3akiiO4¥eHHe TPyZAOBOTO AOroBopa 3
TpynoBoii IOroOBOp,  |HA ONMpENeNeHHbIH U HEONPENEeTeHHBIH CPOK. OCHOBHBIE PEKBU3UTDI
€ro 3aKII0YeHHE. TPynOBOro 10roBopa. TpynoBeie npasa U 00A3aHHOCTH PAOOTHUKOB.
Odopmienue IMpakTuyeckas padora: «CocrasjeHue TpyI0BOro 10roBopa»
TPYAOBOTO JOrOBOPA.
Crpyxryphbiiinpukas |[Topsimox npuema Ha paboTy. JIOKYMEHTBI MpU MpUEME Ha pabory. 3
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Koncyabrauuu,
noJABEIEHHEUTOr OB

KoHcynprauuu 1O H3Y4EHHOMY MaTepuany, NPOJOJKEHHIO
npodeccuoHanbHOro 06pasosanus, Tpyaoycrpoictsy. [lonsenenue
MTOrOB TeopeTuyeckoro oby4enus (Gecena, TECTOBbIH KOHTPOJbL

Ip.)

TpomexyTouHas arTecTauns (andepeHumuposanHeril 3a4er) 2
2 roa o0y4eHust
HaunmenoBauue pasae |Cogepxanune yueGHoro marepuana, jaboparopunie paGoret u | O6sem
JIOB H TeM NPaKTHYECKHE 3AHATHS B 4acax
1 2 3
O6menpodeccHOHATBLHbIA MOAYJIb
OCHOBbBI PeJAKTHPOBAHHS 10KYMEHTOB 4
Opdoznus, Oposnuueckne HOPMbI INTEPATYPHOTO s3bIka. TIpHHIMMIET pYyCCKOM 2
Opdorpadus ophorpapuu. OcoGeHHOCTH PYCCKOrO CIIOBECHOTO yAAPEHHA.
CuHTakcuc u Crioco6bt odopmnenus dyskoii peun. TIpuHumnb! ¥ QyHKIMK pycckoit 2
MyHKTYaLus nynkTyauuu. CMBICIOBas pOJib 3HAKOB NPEMUHAHUA.
IpakTuueckas padora: «PefaKTHPOBAHHE TEKCTAY.
OcHOBBI AeJIONPOH3BOACTBA 4
JlokymeHTHpoBaHue. | OCHOBHbIE MOHATHA. THNONOTHS NOKYyMEHTOB. dopmatsl Oymaru u 4
JIOKyMEHT, BH/IbI nons. O6umme TpeOOBaHMS K COCTABJGHHMIO JTOKYMEHTOB. bianku
JIOKYMEHTOB, HX NOKyMeHTOB. PekBU3UThl NOKyMeHTa. [IOKyMEHTHPOBAHHE, BHIBI U
KjaccuprKaLysi. criocobbl. TpeGoBaHusi K TEKCTY HOKYMEHTA. TpeboBanusi K
PexBU3UTHI M3rOTOBJIEHHIO JOKYMeHTa. MynbTuMenuiiHoe 000pynoBaHue.
OOKYMEHTOB IpakTHueckass pabora: «TpeboBaHHsi K  COCTABJCHHIO
AOKYMEHTOB. /lOKyMEeHTHPOBAHHE»
TexHuKAa MAIIMHONIMCH
Pazoen Ne 2. H3zyuenue mexnuku nedamu 2
Odopmrnenue Tabmuupl. OdopMieHHe M M3rOTOBIEHHE TaOIMYHbIX  (popM 2
MaIIMHOMHUCHBIX pabor | nokymenToB. [IpaBusa BEIMOTHEHNS CIIOKHBIX TAOHLL.
IpakTuueckas pabora: «PaGora ¢ Tabmuuamu. Odopmaenne u
M3roToBJIeHHe TA0JHYHBIX GOPM A0KYMEHTOB»
Pazoen M 3. Ckopocmb newamu 6
Onpenenenue Habop TekcTa Ha MUIIYIIEH MAIIHHKE. 3
ckopoctu nevati Ha | [IpaxkTnyeckas padora: «Habop TekcTa HA CKOPOCTH)»
MUIIYINEH MallMHKe
Cxopocts neuatu u | Habop Texera na [1K. Kauectso pabots! Ha [1K. 3
xauectso pabor na  |Ilpaxruueckan pabora: «Kauecrsennniii naGop rexcra»
K.
IIpakTHyeckoe o0yuenune
AsromaTuzauus OY
Pasaen No2. DnexkTpoHHbIH ouC. 2

TekcTOBbIN peAaKTop

Tectosbiii penakrop MS Word. 3anyck u Hawano pabotel. BBoau

naHHbIX. PaboTa ¢ TabmuuaMu 1 rpaguKo.

MS Word penakTupoBaHue Tekcta. QPopmarupoBaHue Texcra. OdopmieHne
crpanun.  OdopmieHue [OOKYMEHTOB C TOMOWIbK — Talyssipa.
OdopmneHue 61aHKOB TOKYMEHTOB.
Penaxrop MeHO M OcHOBHble ToOHsATHA MS Excel. Dnekrponnas Tabnuua. 1
3nekTpoHHbIX Tabmuy | 3HakoMcTBO ¢ 3kpaHomM MS Excel. Ilanenn WHCTPYMEHTOB MS
MSExcel Excel Bon u pemakTupoBaHue HaHHbIX. AHamu3 u obpaborka
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IpodeccHoHATbHBIH MOAYJIb

[IpaBuna opopmieHus,
CTPYKTYPa ¥ BUMIBI
NEJIOBBIX ITHCEM

[MpurnacurensHoe mucbmo. COMPOBOAUTENHHOE MUCHMO. [Tucemo-
coobmenue. ITucpMo-0TKa3.
MpaxTuyeckas pabora: «OdopmieHune 1e/10BbIX MHCEM

JleIonpoU3BOACTBO B OPraHH3ALMH 10
Cocras JIOKYMEHTBI NPEaNPUATHS. Knaccuguxanus IOKYMEHTOB 1
yIIpaBIeHYECKUX yrpaBlieH4YeCKON NeATEeIbHOCTH.
IOKYMEHTOB IpakTuaeckass pabora: «CopTHpoBKAa JOKYMEHTOB MO
OpraHuzaLuu raaccupuranun»
Opranusanponssie | Ycras. Tlonoxenus. IItatHoe pacnucanue. IlpaBuna BHYTPEHHErO 1
IOKYMEHTBI TPYIOBOTO PaclopsAAKa.
IpakTuyeckas padora: «CocrapjieHne WITATHOrO pacnMCaHusD)
PacnopsinutenbHble | Ykasanus. ITocTaHOBICHHA. ITpuka3spl MO OCHOBHOH AESTEIILHOCTH. 1
JOKYMEHTBI Boinucka U3 npukas3os. Pacriopsbkerue. PereHue.
IpakTuueckas pabora: «Pafora ¢ PaCIOPAAHTENLHBIMH
AOKYMEHTAMHY
Undopmaiuonto -  [[IpoToko (nosHblit kparkuii). Axt. CripaBku. JloknagHas 3anucKa. 1
CIpaBO4HbIC O6bacHuTeNbHAs 3amucka. Tenerpamma, TenepoHorpamma.
IOKYMEHTBI MpakTuyeckas paGora: «CocrapieHHe HHPOPMALHOHHO-
CIPABOYHON JOKYMEHTALHN
Jlenosasi mepenucka. |PexBU3HUTEI MHCbMA. IMucbMo-npockda. [TucbMO-0TBET. 1

JIoKyMeHTaLusl 1o
JIOTOBOPHBIM TIPaBO-
OTHOLIEHUAM
OCHOBHbIE PEKBU3UTBI
u TpebOBaHus K

JloroBop Kymiu - mpopaxu. Jlorosop apeHzabl JloroBop MeHbI.
KpenurHerii  norosop. JloroBop XpaneHusi. JIOroBop MOCTaBKH.
Jlorosop npokata. Kommepueckui 10roBop.

IpakTuyeckas padora: «OdopmieHne THNOBbIX A0r0BOPOB»

IIpakTuyeckas paGora: «PaGoTa ¢ HCXOAAMMMH U BHYTPEHHUMH
AOKYMEHTAMH»

ohopmiieHHIO
JOrOBOPOB
Opranusanus padoteic |[Tousitue "mokymMeHTOOOOPOT" W pasBUTHE €ro HOPMATHBHOM 1
AOKYMEHTaMH, METOANYECKOH peryiaMeHTaLuH, XapaxTepucTuka
Opranu3zarnms IOKyMeHTOoOOOpOTa. JTambl ABWKEHHS M MOPAIOK 00paboTku
IOKyMeHTooOOpoTa. |mokyMeHTOB. Pabora ¢ BXOASIMMU  JIOKYMEHTaMH.  Tarlbl
Perucrpauus 00paboTku noxyMeHTOB. KOHTpOSb HCHONHEHUsT [OOKYMEHTOB.
IOKYMEHTOB. Perucrpanms 10KyMEeHTOB, BUZIbI PETUCTPALIMH.

Texyiiee xpanenue
AOKYMEHTOB.
Howmenxknarypanen.

OnepartuBHoe xpaHeHHe nen (NPOBEPKA HAMMUMA JOKYMEHTOB,
MOPAAOK BbIAAYW J€J1). DJIEKTPOHHbIE JOKYMEHTBlI U UX XPaHEHUE.
JKCnepTr3a LeHHOCTH NOKYMEHTOB.

IIpakTHueckas padora: «OdopmiieHHe HOMEHKJIATYPbI A€J»

ApxuBHOE XpaHeHHe

Onpenenenue cpokoB xpanenusi. [lopsinok Bbigaum nen. I[Moarotoska

obopynoBaHue.

MpakTryeckasn pa6ora: «Pabora ¢ OprrexHUKOH

JOKYMEHTOB nen u nepenava B apxuB. Popmaonucu u aktbl. [lepenava nmen B
apxuB. Pabora ¢ kOHbUIEHIHATBHBIMH JTOKYMEHTAMM.
IIpakTuuyeckas pabGora: «OdopmieHne IOKYMEHTALHH JJIst
apxuBa2
OpranmnsaunoHHasTex |Bumel u ycTpoiicTBo opranmuzauuoHHOM TexHuku. Kcepokc. dakc. 1
HUKA IMpuntep. Cxanep. IlepcoHanbHbIA KOMIBIOTEP. MyNbTUMEIUIHOE

CneunanbHbIi MOIYJIb
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Kaaposoe obecnieuenue

Pazaen 1. OcHOBHbIC 3a1a4M YIIPABJIEHHS KAAPAMH

Tpynosoii konexc PO.
Tpynosoii 10rosop,
€ro 3aKIYeHHE.
Odopmiterue
TPYAOBOI'O A0rOBOpA.

3HayeHue TPYAOBOrO IOroBopa. 3akiIOYEHHE TPYyAOBOrO NOroBopa
Ha OMpEeNeeHHbI U HeonpeneaeHHbIH cpoK. OCHOBHBIE PEKBU3UTHI
TpyxoBoro aorosopa. Tpynosble paBa U 00s3aHHOCTH PaOOTHHUKOB.
IpakTnueckas padora: «CocTaBjieHHe TPYAOBOro A0roBopa»

CTpyKTypHBIHTIPHKa3
IO MPEANPHUSITHIO.

IMopsinox mpueMa Ha paboTty. JIOKyMeHTbI TpU IpueMe Ha padoTy.
Astobuorpadusi. Xapakrepuctuka. 3asBienue. Pestome. Ilpukas o

npueme Ha paboty. IlpocToii M cnoxHblii npukas. TecTupoBaHHe.
ITepeson Ha mpyryio paboty. IlpexpaiieHue TPyAOBOroO AOTOBOPA.
IMpuKasbl O MOOLIPEHHN U HAJIOKEHNUH B3bICKAHUH.

IpaxkTuueckas padora: «CocraBieHue NPUKa3oB»

KpanunpurkanuoHx Atrecrauus ofyuaromuxcst B COOTBETCTBUU c 4
bl npodeccHOHaIbHBIMK TPEOOBAHUAMH M KBaNM (PUKALMOHHOH
IK3aMEeH xapakrepucTukoit «Cekperapb-aIMUHHCTPATOPY.

ITI. Opranu3anHOHHBIH pa3aen
3.1. XapaKTepHCTHKA YCJIOBHii peajin3allii NporpamMmai

3.1.1. TpeGoBanus K KagpoBOMY o0ecneueHHI0

Peanuzauus NpOrpamMMbl npodeccuoHaabHOrO obyuenus obecneunBaercs
nenaroruuecKkuMu  paboTHHkamu  00pasoBaTeNbHOW OpraHusaluu, a TakkKke JuLaMy,
MpUBJEKAEMBIMH K PEaM3aluu MpOrpamMmel npodecCHOHANBHOTO O0y4YeHHsE HA YCIOBHSAX
rpaskI@aHCKO-TIPABOBOTO [OTOBOPA, B TOM WHCJIE M3 YMCIa PyKOBOXMTENEH U paboTHHKOB
OpraHM3aIIHii, HATIPABJIEHHE JESTEIbHOCTH KOTOPbIX COOTBETCTBYET 00/IACTH npohecCHOHaTbHOU
AeATCJIIBHOCTH.

3.1.2. Tpe6oBaHHS K MATEPHAJIbHO-TEXHHYECKOMY 00eCne4eHHIO

IMoMeleHus npeacTaBisioT coboil yueOHble ayIuTOPUM IUIA MPOBENEHHS 3aHATHH BCEX
BHIOB, MPEAYCMOTPEHHBIX MPOrpaMMOi podeccHOoHaIbHOro 00yHeH s, B TOM YHCJIE MPYITIOBbIX
¥ UHIMBUAYAIbHBIX KOHCYJIbTALUH, TEKYLIErOKOHTPOJIS 1 MPOMENKYTOUHOM aTTECTALH, 8 TAKKE
TIOMELIEHHsT JJisi CaMOCTOSITEJIbHON pabOThl, OCHAIlEeHHble O00O0pYHOBaHMEM, TEXHUYECKUMHU
cpencrBaMu obyueHuUs.

MAQY COL Ne49, peanusyrouias mporpaMmmy 1o npogeccuu, pacrnojaraet MarepuaibHO-

TeXHUUECKOH 0a30il, obecneunBaoLeldl NPOBEAEHHE BCEX BHAOB MEXAHCLUIIIMHAPHON
MOATrOTOBKH, MPAaKTUYECKOW paboThl OOyudaromuxcsi, NMPenyCMOTPEHHbIX y4eOHBIM IJIAHOM U
COOTBETCTBYIOLIEH NEHCTBYIOLINM CAHWUTAPHBIM M MPOTHBONOKAPHBIM TIPaBHJIaM M HOpPMaM B
paspese BbIOpaHHBIX TpaekTOpuit MuHuManbHO HeoOxonuMmelil ansa peanusaunu IO nepeyeHsb
MaTepUaIbHO- TEXHUYECKOro o0ecreueH s, BIJIFoYaeT B ceOst:
YueGubiii kabuper: mkad s xpaHeHus y4eOHbIX NOCOOMH, NPOrpaMMHO-anmnapaTHbIH
KOMIUIEKC B KOMIUIEKTE, J0CKA KJIAaCCHAsl, CTOJ YYMUTENsA, KPECNO YUUTENs, CTOJ YUYCHHYECKHI,
CTyJ1 y4UeHHUUECKHH, ceTeBOil PUIbTP, MHOrOQYHKIIMOHANIBHOE YCTPOMCTBO, KOMITBIOTED y4UTEIA
¢ nepudepueil (NMUEH3MOHHOE MporpaMMHOe obecriedeHue, OOpa3oBaTENbHBIH KOHTEHT U
CUCTEMa 3alUThl OT BPENOHOCHONW MH(OPMALWK), CHCTEMa 3allUThl OT BPENOHOCHOMH
nHOpMaLIUH.

OGopynosanne y4e6H0ro KaHHeTa: NOCAIOYHBIE MECTA N0 KOJIMYECTBY OOYUarOMIMXCS;
pabouce MecTo mpenoaaparess, 00opyaosanHoe IBM.

KanuesipcKHe NPHHALIEAKHOCTH: Oymara KeepokcHas A4, manka, nanka-perucTpaTop, nanka 2 KONbLA,
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KYPHAT PErUCTPALIMH HCXOAAIIMX JOKYMEHTOB Ha CKPCIIKE, XKYPHAJ perucTpatny BXOUIIIHX JAOKYMCHTOB
Ha ckpenke, (aiin sraasiin, kel [TBA, HOXKHHLEBL, CTETUIEp KAHUEISIPCKUH, JBIPOKOI.

3.1.3. Tpe6oBanusi K HHPOPMALHOHHO--METOAHIECKOMY 00ecneeHHI0

OCHOBHbBIE HCTOYHHKH:
1. Kysueuos, M. H. JlokyMeHTalMOHHOE obecreuenye ynpasjieHusi. JJOKyMEHTOOOOPOT H
[IeTOTIPON3BOACTRO; yueGHIK U MpakTHKyM 1 npuknanHorobaxanaspuara / M. H. Kysueros.
— M.: U3narenscrso HOpaiit, 2018. — 461 c..
2. Ky3nenos, M. H. JloKyMeHTaLMOHHOE obecrieuenne ynpapjienus. JIoKyMeHTOOOOPOT H
nenonpou3soacTeo: yuebHuk u npaktukym mns CIIO / M. H. Ky3xenos. — M.: U3natenscTBO
IOpaiir, 2018. — 462 c.
3. Tomenko, XX. T. Couuosorus ynpasieHus:: y4eOHUK M TPaKTHKYM /s aKaAe€MH1eCKOro
6axanaspuata / XK. T. Tomerko. — M.: Miznatensctso FOpaiir,2018. — 303 c.
4. Koncruryuus PO.

JTonoHuTeIbHbIE HCTOYHHKH!
5. Poroxkun M. I0. OpraHuszauMs ynpaBJieHUs MNEPCOHATIOM npeanpusitis]: Yued. - MpakT.

IMocobue / M YO Poroxus - M.: M3a-Bo PIJL, 2015 - 224c¢.
6. KpyrusuHckas JI. SI. HacronbHast KHUra CeKpeTaps: Crnpasounuk - CII6, 2014.

IlepeueHnb pecypcos uH(OPMALHOHHO-TEeIeKOMMYHHKALIHOHHOMH ceTH «AHTepHeT,
He00X0AMMBIX /151 0CBOEHHSI AHCUHILIHHbI

opran «ApxuBsl Poccum» [D€KTPOHHbIH pecypc]. DaexTpon. aaH. - M.: Pocapxus,
2001, - Pexum mocryma:_http://www.rusarchives.ru. - 17.05.2018;Bcepoccuiickuii Hay4HO-
MCCIISAOBATEAbCKUI MHCTUTYT JOKYMEHTOBEJEHHs M apXHBHOTO Jeja (BHUUJIAJT)
[Anektponnbiii pecypc]. DnektpoH. ad. - M:BHUMIAL, 2010. - Pexum pocryna:
htp://www.vniidad.ru. - 17.05.2018;0cunmanshbiii caiit komnanun «Koncynbrant Ilmocy
[DnexTponHbiii  pecypc]: 3akoHoAaTenbcTBO P®: KOAEKCHI, 3aKOHBI, YKa3bl, NMOCTAHOBIEHUS
npasutenbcTBaP®. DnexTpoH. naH. - 1997. - Pexum pocryna: http://www.consultant.ru_-
18.05.2018.

HH(pOopMaLHOHHO-TPABOBOI nopran «["apanT» [DnexTpoHHBI# pecypc]:
3ak0HOAATENBCTBO (KOAEKCHI, 3aKOHBI, YKa3 bl, MOCTAHOBJIEHHS) PD, aHANMTHKA, KOMMEHTAPHH.
OnextpoH. naH - M.: HITIT «TAPAHT-CEPBUC- YHUBEPCUTET

3.2. KoHTpPOJIb ¥ OLIeHKA 0CBOEHHS NPOrPAMMBI

3.2.1. KoHTpO/Ib KA4Y€CTBA MOATOTOBKH

Texymuit KOHTPOJIB yCHIEBaEMOCTH OOyHarOWMXCs NPEACTaBJISIET CHCTEMATHYECKYIO
NPOBEPKY YyueOHBIX NOCTHKEHHMiT O0Oydaromuxcs, NMPOBOAMMYIO MPENOLABATEIEM B XOAE
OCYyLUECTBJIEHHs] 0OPa30BaTENIbHOMN AEATEIbHOCTH B COOTBETCTBUH ¢ OCHOBHOM oOpa3oBaTeNbHOM
nporpamMmoii. IIpoBeneHue Tekylero KOHTPOJsS YCIEBAEMOCTH HamnpaBJieHO Ha obecrneueHue
BBICTPAaMBaHUsI OOPAa30BATENbHOTO MPOLECCa MAKCHMAJbHO 3ddexTHBHBIM 06pazoM s
AOCTIDKEHHS PE3yIbTaTOB OCBOCHUS OCHOBHOM 00pa30BaTebHOM MPOrpaMMmsi.

Texymuit KOHTPOJb yCrIEBaEMOCTH OOYHAKOLIMXCS MPOBOAMTCS B TEUEHHE Y4eGHOro
NEPUOAA B LIEJAX:

1. KOHTPOJS yPOBHS MOCTIDKEHHMS YHAaUIUMMCA PE3yJbTaToB, MPEdyCMOTPEHHBIX
00pazoBaTebHOM MPOrpaMMOii;

2. OUEHKH  COOTBETCTBHS pe3yNLTaTOB OCBOEHHSs oOpa3soBarebHOM
IIPOrpamMMBi,

3. mposeneHust 0Oy4arOlMUMCsl CAMOOLIEHKH, OLEHKH €ro paboThl NeNaroruyeckum

pabOTHHKOM C LIENBIO BO3MOKHOTO COBEPIIEHCTBOBAHKS 0OPa30BATENLHOO MPOLIECCA.
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DopMBI TEKYLIEro KOHTPOJI OMpeieNsieT MpernoaaBaTe/ib C Y4eTOM KOHTHHIC€HTa
ofy4aromuxcs, conepkanusi y4eGHOrOo Marepuana ¥ HCTONb3yeMbIX 00pa3oBaTesbHbIX
TE€XHOJIOTUH.

Texyuiuii KOHTPOJIb MO TEOPETHUECKOMY OOYUYEHHIO OCYLIECTBIISETCS B (JOPME yCTHOTO
onpoca  ((poHTanbHBIN, TPYNMOBOW,  WHAMBUAYaNbHbIA) W  MMCbMEHHOr0  OMpoca
(camocrosiTenbHas paboTa, TECTOBBIH KOHTPOJIb,COCTABIIEHUE TE3UCOB H OMOPHBIX KOHCMEKTOB
JOKI4a0B).

IIpoMexKyTOYHASI ATTECTALUS

LlensiMu poBeaSHHS TPOMEXKYTOUHOH aTTECTALMH SBJISFOTCS:

1. 06beKTHBHOE YCTaHOBJIEHHE (HAKTHIECKOTO YPOBHSI OCBOEHMsI 00pPa30BaTebHON MPOrpaMMbl
1 IOCTH>KEHHUS Pe3yILTATOB OCBOEHHs 00pa30BaTe IbHOMN IIPOrpaMMBl,

2. COOTHECEHHE OTOrO YPOBHA C KBaJiM(DHKALMOHHBIMM TpeOOBaHWAMY, YKA3aHHBIMH B
KBaTU(UKALMOHHON XapaKTePUCTHKE NPOPeccHy;

3. OLIEHKA NOCTWKEHHIl KOHKPETHOro OOydaroulerocsi, MO3BOJSIONIAS BbIABMTH TPOOENbI B
OCBOGHMHM MM O0pa3oBaTeNbHOM MPOrpaMMmbl W YYUTHIBATH MHIWBUIYaJIbHbIC noTpeOHOCTH
yuainerocs B OCYLIECTBIEHUH 00pa30BaTe/IbHOM AeATENIbHOCTH,

4. OLleHKA AMHAMUKM WHIMBUAyaNbHBIX O00pasoBaTeNbHBIX MAOCTHXKEHWH, MPOINBIKEHUS B
JOCTHIKEHHH TIIaHUPYEMBIX PE3Y/IbTATOB OCBOEHHA 00pasoBaTeNbHOM NPOrpaMMblL.

5. MPOMEXyTOUYHas AaTTEeCTalUs TNPOBOAMTCS B COOTBETCTBHM C KaJICHIAPHBIM rpadpuxkom
y4eOHOro MpoLecca.

HroroBas aTrecrauus

IIpodeccuoHanbHas MOATOTOBKA 3aBEPLIAETCs HTOrOBOH arrecrauueii B ¢opme
KBaTM(UKALMOHHOTO 3K3aMeHa.

KBanuuKalMOHHEIX 3K3aM€H BKIIOYAET B cebsi MPaKTHYECKYHO KBaIH()HKALHOHHYO
paboTy M NPOBEPKY TEOPETHYECKUX 3HAHHIl B Tpenesnax KBaTH(PUKALMOHHBIX TpeOoBaHHii,
yKa3aHHBIX B KBANH(UKALMOHHOH XapaKkTepUCTUKE NPO(ECCHH.

B mepuon MOATOTOBKH K BBIMYCKHOMY KBAaNM(HMKALMOHHOMY 3K3aMEHY MPOBOAMTCA
KOHCYJIbTALlMsA 3 CUET CNELHaNbHO OTBEAEHHOTO Ha HEE BPEMEHH.

K HTOroBOil arTecTauMd JOMYCKAKTCS JIMLA, BBINOJHUBIIME  TPeOOBaHMS,
MpenycMOTpeHHbIe NporpaMmoil npodeccHoHanbHOro obydeHuss Mo npodeccuu u YCIEeUHO
MPOLIEALINE BCE aTTECTALIMOHHbIE UCITBITAHHSA, TPEAYCMOTPEHHBIE TPOrPAMMOH.

Jluuam, npomeamnuM COOTBETCTBYIOIEE OOy4YEHHE B MOJHOM O0BEME U MOJYyYUBIIUM
MOJNIOKUTENBHYIO OLEHKY Ha MTOrOBOM AaTTeCTAlMH, MPUCBAUBAETCS KBATU(PUKALHUS IO

npodeccun «Cekperapb — aIMHHUCTPATOP» 3 paspsAaa M BbIAAETCA JOKYMEHT YCTAHOBJIEHHOIO
oOpa3sua.

3.2.2. OuenouHbie cpeacTBA
3aBepiuaercst o6yuenue no yuebHol npakTuke nposeaeHneM auddepeHLIHPOBAHHOIO 3a4eTa.
AnipecoBaHue JOKYMEHTOB.
bnanxk u ero cocras.
Bunei 61aHKOB.
Bunel 10KyMeHTOB.
Bunel nprka3os 1o JMYHOMY COCTaBY.
JIOKHOCTHAst MHCTPYKLHSI U €€ OCHOBHBIE Pa3/ielibl
Kommepueckoe ncsmo (Odepra).
KoHTponb 3a MCOTHEHHEM JOKYMEHTOB.
Ob6s3aTenpHbIE PEKBU3UTHI AJIsI [THCEM.
OpraHu3alMOHHO - PACTIOPSAAUTENbHBIE JOKYMEHTHI.
OpraHu3auMOHHbIE JOKYMEHTHI.
Opranu3aioHHbie GOpMbl BEACHHS AEIONPOU3BOACTBA.
Opranuszaums JOKYMEHTO000pOTa Ha MPEANPHUSITHH.
Opranusauus pabouero Mecra AeJonpOU3BOIUTENS.
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OTtTHcK nevaty.

OdopmMuTth rapaHTUHHOE THCHMO.

OdopMuUTD JOKITATHYIO 3aMUCKY.

OdopMuTh 3asiBJIEHNE O KOMaHAMPOBAHUM U H3/1aTh NIPHKA3 HA OCHOBAHUHM 3asiBIICHUS.
OdopmuTh 3asBlIEHHE O HA3HAYEHHH HA JIOJUKHOCTD M M3]aTh NPHKA3 HA OCHOBAHUMU 3aABJICHHUS.
OdopmuTh 3asBiIeHHE O MPENOCTABIEHUH OTIYCKA M M3/1aTh [PUKA3 HA OCHOBAHUH 3asBJICHUS.
OdopMuTh 3asBMEHHE O PEAOCTABICHHH OTITyCKa MO GepeMeHHOCTH U POAaM U U3NaTh
CJIO’KHBIM MPHUKa3 Ha OCHOBAHMH 3asBJICHHSL.

OhopMHUTD 3asiBJIEHKE O MPENOCTaBIEHUN YueOHOro OTIYCKa M M31aTh IPHUKa3 Ha OCHOBAHUH
3asIBJICHUS.

OdopmuTs 3as1BJIeHHE O pHUeMe Ha paboTy M M31aTh NPHKA3 HA OCHOBAHHH 3a5BJIEHHA.
Odopmuts 3asBieHre 00 U3MEHeHUH GaMUINK ¥ U31aTh MPHKA3 HA OCHOBAHHMH 3asBJICHHA.
OdopmuTs 3asiBiieH#e 00 yBOILHEHNH U U3/1aTh NPHKA3 HA OCHOBAHWH 3asBJICHHS.
OdopmMuTh KpaTKuil NPOTOKOJL.

OhopMUTH TUCBMO — NPUTIIALIEHHUE.

OdopMuUTh MUCHMO -TIPOCHOY.

OdOpPMUTB MUCHMO-OTBET \ C TEKCTOM\

O¢popMHUTb MHCBMO-OTKA3.

OdopMuTh NTHCHMO-TPEOOBAHME.

O}opMHUTE MUCHMO-LUPKYJISP.

O¢hopMUTB IPETEH3UOHHOE MTUCHMO.

OdopmuTh NpUKa3 0 OCHOBHOH AESTEIbHOCTH.

O opMUTB TPOTOKOJL.

OdopMHUTH COPOBOAUTEIBHOE MTHCHMO.

OdopmneHue aKTa.

OdopmieHue nucbMa MO3APABJIEHHUSL.

OdopmneHne nucbMa-noOATBEPIKACHHA.

OdopmiieHne mpuKas3a 0 Ha3HAUEHHWH Ha J0JKHOCTB.

OdopmieHue npuKasa O NpeaoCTaBIeHUH OTITYCKOB,

Odopmnenne npukasa 00 yBOJbHEHHH.

OdopmiieHne npuKasa rnepeBoa Ha Apyryro padory.

OdopmieHne npukasa rno OCHOBHOM J€ATeTbHOCTH.

OdopmiieHHE MPUKA30B M0 JHYHOMY COCTaBY.

OdopmieHue MpoToKoJIa.

OdopmieHue pacropsiIuTeIbHBIX JOKYMEHTOB.

OdopmiieHne peKBU3UTOB

OdopmiieHue cripaBku.

Odopmnenne cipaBOYHO-UHPOPMAITUOHHBIX TOKYMEHTOB.

Odopmnenue TenerpaMmsl.

Odopmienue TenehoHOrpaMMBbl.

OdopmieHne WTaTHOTO pacmiCaHus.

OdopmieHns mucbMa HATIOMUHAHUS U U3BELIECHHUS.

OdopmieHus npukasa 0 NOOLIPEHNUH H B3bICKAHHH.

OdopmiieHnsi CBOAHBIX MPUKA30B MO JIUYHOMY COCTAaBY.

[TonsATHE O NOKYMEHTAX.

[MpaBuia NOArOTOBKH O 0GOPMIIEHHs JOKYMEHTOB.

[IpeTeH3UOHHOE MUCHMO.

Perucrpauus 1OKyMEHTOB.

Pexeusutsr OP/1.

PexnamMHble mUChbMa.

Cny:xeOHble THCHMA.

Cocrasnerne 1 opopMIIeHHe feN (TMCTa-3aBePUTENs 1eNa, IUCTA U KAPTEHI-3aMEeCTHTeJs JeN1a).
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CocrasieHue u opopmieHue aen (00N0KKH AeNa, BHYTPEHHEH OnueH Aea)

Cocrasnenue u ohopMiIeHNe TOBEPEHHOCTH.

Cocrasnenre 1 0POpMICHHE JOKIAJHOM 3AITUCKH.

CocrasyieHHe 1 0QOPMIIEHHE HHCTPYKLIMH T10 JEJIOPOU3BOACTBY
Cocrasnenue 1 obopmiieHre 0ObICHUTEIbHON 3aMUCKHU.

Cocragienue u ohopMIIeHHe COrnacusi Ha 06paboTKy NepCOHANbHBIX NaHHBIX paboOTHHUKA.

3.2.3. [IporpamMmMa npaKTH4YecKOro oGyyeHns

Tema 1.1. ConepxaHnue:
CosepieHcTBoBaHHe | TexHuka 0Ge30MacHOCTH M 0€30MacHOCTb TpyaAa B KOMIIBIOTEPHOM
TEXHUKHU U CKOPOCTH KJiacce.
nuchbma Opranuzauus pabouero Mecra
OTpaboTka TEXHMKM TIHCbMA: THCbMO — TEKCTOB pa3u4HOM
CJIOKHOCTH, pENaKkTUpoBaHHe M  (OpMaTHpOBAaHHME, BCTaBKA
0OBEKTOB.
Tema 1.2. CopeprxaHue:
OpranusauroHHO- | OpopmieHne 06pasiia H0IHKHOCTHON MHCTPYKIHMH
MpaBOBbLIC JOKYMEHTBI
Tema 1.3. CopepxaHue:
OpranmnsauuonHo- | CocrasyieHue ¥ 0pOpMIIEHNE MOCTAHOBICHHS
pacnopsmutenbHbie | CocraBieHue U 0pOpMIICHHE NIPUKa3a
AOKYMEHTBI Cocrasnenune 1 0hOpMIIEHHE BBIITMCKU U3 ITPUKa3a
CocraBnenue U 0opMIIEHHE pelleHHs
Tema 1.4. ConepxaHue:
Wndopmammonno- | Cocrasienne u oopmieHne hakca, TenedOoHOrpaMMel
CrpaBoiHadA Cocrasnenue 1 0pOpMIICHHE aKTa
AOKYMEHTALMA Cocrasnenue u opopmienue [IpoTokosa U BbIMHCKU

CocraBneHue ¢ OQOpPMIEHHE MOKTAOHOH,  CHyXeOHOH M

0OBACHUTEIBHOM 3aIMHUCOK

Cocrapnenue u 0GopMIeHNHE Pa3HOBUIHOCTEN JJIOBbIX IIHCEM

Tema 1.5. Ilpuknanssie
nporpammbl MS Office

ConepxaHue:

CospnaHue npe3eHTaly C aHUMaLuen

Tema 1.6. Kanposas
pabora

Copnepxxanue:

Odopmienne pe3roMe | COMPOBOIUTENLHOTO MHCHMA.

Odopmienue JluuHoit kaprouku paborHuka Odopmnenne Gopmel
BHYTPEHHEH OINMCH IOKYMEHTOB.

OdopmiieHne TPyAOBOTO JOrOBOPa

Odopmnenne obpasuos Ilpukasa
o0si3aTenbCTBa
0 HepasrIaleHHH CIy>KeOHOH TalHbI

o mnpueme Ha pabory H

OdopmiieHre THTYIBHOTO MUcTa TPynoBO# KHMIKKH U 3aII0JIHEHUE ee
pasnenoB. OdopmneHne ¢Gopmbl KypHana ydera ABHXKEHH
TPYHOBBIX KHIDKEK H AKTA CIUCaHUs ONIAHKOB TPYAOBBIX KHUKEK U
BKJIA[bILIEN K

HUM

Odopmnenne 3asBieHuss o npueme Ha pabory Odopmienue
JIOKYMEHTOB O MEPEBOIE Ha IPYryro paboTy

20




3.2.4. MeroanuecKue MaTepHAaJIbI

Tema 1. JlenoBas urpa «Kaaposblii BOMpOC». AHKETHPOBAHHE «ITpodeccronanbHas
TOTOBHOCTBY.

3anaya; 3HAKOMCTBO C HOBBIMU NpO(EcCHsiMi Ha PBIHKE TpyJa. IMpodeccuu B chepe
YIpaBleHus: CeKpeTapb-pedepeHt, CeKpeTapb-MallnHHCTKa, AIMMHUCTPATOp TOCTHHHLIBL
[eNONPOU3BOANTENb,  AUCTETYEP,  COTPYAHUK cnpasounont  ciyxOpl.  Cocrapinenue
npoheCCHOHOTPAMMBIL.

Tema 2. 3HaueHHe JOKYMEHTALMOHHOrO oOecreveHus ynpapjeHHs B COBPEMEHHbIX
KOHOMHYECKHUX YCIOBHAX. OCHOBHBIE MOHATHUS U ONPENCICHHS. Knaccudukauus AOKyMEHTOB.

3amaua: O3HAKOMIIEHME y4allMXcsi € HEOOXOAMMOCTBIO  IOKYMEHTHPOBAHUA
yrpaBsieH4eckoii nHGOpMALKH, C BXHOCTBIO NPaBUJIbHOW OpraHM3alMy AOKYMEHTALlHOHHOTO
obecrieueHusi B OPraHM3alWy, Y4YPeXKIEHHM M Ha MNPEANpUsTHH HE3aBUCHMO OT bopmbl
COBCTBEHHOCTH, ¢ COOTHOLIEHMEM MOHATHH «MHPOpMALMsA» H «HOKYMEHT?, € MHOroo0Opasnem
JOKYMEHTOB, U3YYHUTDH OCHOBHbI€ TEPMHHBI U OnpeneaeHUs.

Tema 3. DKCKypcUsi B TPUEMHYIO PYKOBOAUTEIIS

3amaya’ 3HAKOMCTBO C TOPSKOM JOKYMEHTHOro oOecrnedeHus u IpaBUIaMu
obcyxkuBaHUS paboTHl PYKOBOIUTEIS.

YrpaxHeHus ¥ 3afaHus; «AHkeTay, «BusnTHas KapTo4Ka»

Tema 4. OdopmiieHre pexkBU3MTOB. CTHINCTHKA nenoBoii JokymeHTauuu. Popmarsl
6ymaru u nojst TOCT P. 6 30-2003.

INpaktuueckas pabota: «Iloctpoenne popmyspa — obpasua ¢ yrjioBbIM U MPOJOIbHBIM
PacIoJIOKEHNEM PEKBU3HTOBY.

3amaua; O3HAKOMHTb yYaI[UXCS C OCHOBHBIM HODMATHBHBIM  JOKYMCHTOM,
PerIaMEHTHPYIOIMM MpaBujia O(OPMIIEHHs YNPaBJIEHYECKHX NOKYMEHTOB, bopmupoBaTh
HABBIKH MIOCTPOEHHUs POCTEHIINX ETOBbIX Oymar 1 JTOKyMEHTOB.

Tema 5. PexkBu3uThl, TMpUAAOIIME [OKYMEHTaM HOPHIMYECKYIO CHIY. bnanku
nokymenTos. ITpakTuueckas paboTa: « AHanu3s GopMynspa TOKyMEHTa.

3anaua; O3HAKOMHTb C TOHATHEM «PEKBU3MT» M BHaamu (opmynspa — obpasua, C
npaBuIaMu 0QOPMIIEHNS PEKBU3UTOB; PAa3BHBATh MPAKTHKO-OPUEHTHPOBAHHBIC HABBIKH B pabore
C IOKYMEHTaMH.

Tema 6. TpeGoBanus K TekcTy A0KyMeHTa. HOpMbI OQHLMAIBHOTO CTHIIS.

3anaua: O3HAKOMHTb YHAIIMXCS C BUAaMU OJaHKOB, ClIocoGaMy M3rOTOBJIEHN OIaHKOB,
¢ TpebOBAHUSAMMU, TIPENBSBISIEMBIMI K TEKCTaM OPULHMAIBHBIX JOKYMEHTOB.

Tema 7. Pe3tome, 3asiBiieHue, aBTobuorpadus, aHkeTa.

ITpaktuueckas padota: «CocraBneHue aBToOHOrpadum.

3agaua: O3HAaKOMHTb y4aIlUXCsl C BUAAMH JOKYMEHTALIMM T10 JINYHOMY COCTaBY, Hay4HThb
COCTABJISITH U Od)OpMJ'[ﬂTb pe3romMe 1 np. IOKYMEHTHI, ITPHKa3bl o JUYHOMY COCTaBY.

Tema 8. JlenoBoe micbMO. DTHKeT NenoBOi meperwcku. [Ipakruueckas pabora:
«OdopmiieHue ciyxeOHOTO MHCbMaY.

3agaua; O3HAKOMHTb yHaLIMXCSA C BUAAMH CIyKeOHBIX mHceM, TpeOOBaHUAMH K TEKCTY
CITykeOHBIX THCEM, HAYYUTb OQOPMIIATD CITyKEOHBIE TUCHMA.

Tema 9. Ilpuem nocerutesneii, nenosas decena. IIposeneHue npreMoB.

3amaua; O3HAKOMHTb y4alIUXCs C OCOOEHHOCTAMH paboThl Cekperapsi B PUEMHOM,
chOpMHPOBATh HABBIKM BENEHHUs AEJIOBbIX Pa3TOBOPOB.

Tema 10. B3auUMOOTHOLIEHHS C PYKOBOAUTENEM U COCIY)XMBLAMHM, C MOCETHTEJISIMHU.
Aruka. Peuesoit sTuker. BusurHas kaprouka. [logapku.

3amaya; CdopMHpOBaTh MPEACTABIEHME O BHELIHEM BHIE CEKpeTaps, KyJabType
pabouero MecTa, KyJIbType noseaeHus. [[poBecTH rpynmnoByro AUCKYCCHIO.

Tema 11. VueGHble 3aBEIEHHSIMH HAYaIbHOTO M CpPENHEro MpodecCHOHATBHOTO
06pa30BaHusi, KOTOPbIE TOTOBSAT BbIMTYCKHHKOB LIKOJ MO CTIELHAILHOCTH «CEKPETAPh).

3anaua; [Iposectn ankerupoBanue «IIpodeccroHatbHas FOTOBHOCTD).
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