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I. Iesiesoii pasaen oGpa3oBaTe/ILHON IPOrPAMMBI IpodecCHOHATBLHOr0 00y YeHns
1.1. IosicHuTeIbHAN 3AMICKA

OcHoBHasi 006pazoBaTeNbHAs IPOrpaMMa NPOPECCHOHANBHOTO oOyuenust (namee -
IIporpamma) MyHHIHIANHHOIO aBTOHOMHOIO 00111e00pA30BATENHHOIO YUPEIHKICHUS TUMHA3HH
Nel61 (nanee - MAOY rumuasun Nel61) mpenpasHadena s o0yuenws 00yJaromuxcs B paMKax
npo(eccHOHATLHOM ITOATOTOBKH 110 JOJDKHOCTH «CeKperaph-aMABNCTPATOP», U paspadorana B
COOTBETCTBHH ¢ HOPMATHBHO IIPABOBBIME JOKYMEHTAMU!

—~@egepanbieii 3akon oT 29 mexabps 2012 roma Ne 273-®3 «06 obpazoBanuy B
Poccuiickoit @enepaltamy.

—JTpukas MuHHCTEpCTBa 0OpasoBALMs U HAYKH Poccmiickoil @epeparuu ot 18 anperns
2013 1. No292 «OO0 yrBepKIeHHH HOPs)(Ka OPraHH3aliy ¥ OCYIICCTBICHI 0OpazoBaTenbHOM
JeSITEBHOCTH 110 OCHOBHBIM IIPOrpaMMam Npo(hecCHOHATBHOTO 00yUCHHUA Y.

— Ilpukas Mumncrepersa npocserenus PO or 14 wrons 2023 roma. N 534 "O6
yreepenun  Ilepeuns npodeccuit pabodnx, JOIDKHOCTEH —CIyKamlEX, 10 KOTOPhIM
OCYmIECTRISACTCS 1IPO(ECCHOHATBHOE obyuenue" (¢ M3MCHEHHMSAMH H JIOTOTHEHWSMHE OT 29
despans 2024 ronia).

_Eympbli  KBaIAQMKANEOHHBIA  CIPABOYHMK  JIOJDKHOCTEH PYKOBOJIUTEIICH,
CIEIUATHCTOR M CIyXKamux (pefaxius oT 9 ampess 2018 roma, B TOM 4HCIIE C M3MCHECHUSAMH,
BeTymuBLIIEME B crury 1 momst 2018 rojia).

—IIpodeccHOHAIBHBIE CTAHAAPT 10 NPOo(eccHy «CrienualiucT 110 OpraHu3alHOHHOMY |
JTOKYMEHTAMOHHOMY OOECIICUCHHIO  YIIPaBJICHHS opranmzanuei» (yTBEPKACH IPHKA3OM
MuHHCTEPCTBA TPYIA U COUHATTEHON 3aIHThI Pocenitckoit ®eneparuu ot 06 masg 2013r. Ne276m).

Tloa mpodeccroHalbHEM 00y YSHHEM 110 IPOrpaMMaM npodheCCHOHANBHON TT0ATOTOBKM
110 mpodreccrsM pabourX M JIOIDKHOCTAM CITYKAlIUX TOHIMACTCA npodeccHoHansHoe 00y4eHIe
JIUII, paHee He UMeBLIHX npodeccun pabouero Wik A0JDKHOCTH CIyHKALICTO.

[TpodeccronanpHoe 00y9eHHe IO NPorpaMMam npoQeccHOHaTRHON IIOATOTOBKY 110
npodeccusm pabogux, TOIDKHOCTAM CIYKallX HAIPAB/ICHO Ha nprobpeTeHre 3HaHWH, YMCHUH,
HABBIKOB, B TOM 9HCIIe [N PaGOTHI ¢ KOHKPETHBIM 000PYI0BAIHEM, TEXHOTOTHAMH, [OTYCHHIC
yKa3aHHBIMA JIUIIAMH KBAIM(HUKAIHOHHBIX Pa3psI0B, KaTeropuii 1o 1npodeccur paboyero HIH
JIOIPKHOCTH CIIy)Karmero 6e3 u3MeHeH s YPOBHs 00pasoBanus. Oprasu3anys Ipo(eccHOHAIBHOro
06ydcHHS pPeriaMeHTHPYETCs IPOrPaMMOK npo(eCcCHOHATBHOTO 00YYCHHs, B TOM HHCIC
yueGHBIM IUIAHOM, KaJIeH [apHO-TEMATHIECKIM [ITaHOM, paboYHMH TIPOrpaMMaM¥i IACITHILIMH 1
mpod)eCCHOHANEHEX MOJIYJICH, paclkCaHieM 3AHATHN U JTOKAIBHHIMH HOPMATHBHO IIPABOBBIMHA
axramu MAOY rumuazun Nel61.

OcHoBHBIME (pOPMaME IPOGECCHOHANLHOTO 00yYEHHs ABJSIOTCS TECOPETUHECKNC H
npakTHaecKue 3apaTHs. OCOOCHHOCTRIO peann3allii npodecCHOHATBHOTO O0YICHUS ABIACTCS
CTPYKTYPUPOBAHHE COJEpKaHne OOy4eHHA B aBTOHOMHBIC OPraHu3alHOHHO- METOIMYCCKHIE
OJIOKH — pa3/ICIIbL.

Pasnen — IeNoCTHEI Ha0O0p MOJUIS/KAIIX OCBOCHHIO YMEHUH, 3HAHUH, OTHOIICHUH U
oIbITa (KOMIETEHIMH), ONUCAHHBIX B dopme TpeboBanuil Npo(eccHOHANILHOTO CTanIapTa 1o
npodeccui, KOTOPHIM IOJDKEH COOTBETCTBOBATE 00yJaronuMifcss 0 3aBepHIEHHH OOyUCHHs
pasjiena, W IPeCTaB/SIONHMA COCTABHYIO HacTh Gouee obIeit GyHKIMH.

Pasmensl GOpMUPYIOTCS KaK CTPYKTypHAs CIMHUIA yaeOHOro IUTaHa 1o Ipodeccun;
KaK OpraHM3alMOHHO-METOIMYECKas MENKIUCIHIIIMHApHas CTPYKTYDa, B BHIC nabopa pasHbIX
NHCITAIUIAE, OOLEMUHSIEMBIX 110 TEMATHYCCKOMY NPH3HAKY 0a30ii; WM KaK Opramu3alHOHHO-
METO/IHUEeCKas CTPYKTypHas eIMHHIIa BpaMKax npodeccHonanbHol mporpamMmel. Obydenue no
[IporpaMMe TIPe/IoNaraeT IPOBE/ICHAE aTTeCTAMA — II0 OKOHTAHMIO y4e0HOro MOIyroius |
yaeBHOr0 TO/1a IPOBOIMTCS IPOMEIKYTOTHAS ATTECTAIHS, oByu4erne 0o IporpaMMe 3aBepiIacTCs
HTOTOBOM aTTecTarvei B popMe KBalH(GHKALMOHHOTO IK3aMEHA.
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[IporpaMma TEOPETHIECKOro OOy4enus COCTaBICHA C yUCTOM 3HAHWH, TOIy9eHHBIX
ofyuaronmmucs B 00meo0pazoBaTeubHON IIKOJNC, H HPCAycMaTpiBact pHOOpeTeHnE
TEOPETHYECKUK 3HAHMHA, HEOOXOAMMBIX CEKDETapio - aJMHHHUCTpATOpy I MpaKTHYECKOR
paboThL.

XapakTepucTHKa npogeccnn:

Cekperaph - 5TO CICLHATHCT, KOTOPBIH AOIDKEH 00najars OEeJIOBEIMH KadecTBaMHU,
KOMMyHHKa0enpHOCTEI0. Cekperaph BEICT BECh JOKyMEHTO000pOT OPraHM3alyH, MCIOIb3YS
KOMIIBIOTEPHYIO TEXHHUKY, OCYMIECTBICT NENOBYIO IEPCIHUCKY, KOHTPOIUPYCT HCIIOTHEHUE
JOKYMEHTOB, TOTOBAT JOKYMCHTBI K CIade Ha apXWBHOC XPAHCHHE. Cexperapb IIaHAPYET
paGoumii JICHb PYKOBOJUTENIS, CTEHOIpaQupyeT COBEIIAHUA 1 NIEPEIOBOPEL, OpraHH3yeT BCTPEYH,
npecc- KOHQEPeHIHH.

Hasunavenue npodeccnu:

Boinonaenue pabot 1Mo Oprani3anioHHO-TEXHAUCCKOMY 00eCIeUCHHUIO JeATEeIBPHOCTH
A/IMHHHCTPATHBHO-YIPABJICHICCKIX  [1071pas/Ie/IeHIH (pykoBOAMTENEH  PasHOro  YPOBHI,
PaGOTHUKOE aJMUHECTPAIMA M Jp.) B OPraHM3aliiX, YIpCKACHHUIX, MHUHUCTEPCTRAX,
BEIOMCTBAX, IPEIPHATHAX, PUPMAX PA3HOTO IPOQUILA IESITENLHOCTH I (dopm cOOCTBEHHOCTH.

1.2. ean 1 3212494

Ilesib nporpaMMbl — IpoQeccHonanbHas NOAroToBKa obyuaronmxcst MAOY ruMHasHH
Nel61» no npodeccuu «Cexkperapb-a/IMHHACTPATOPY.

OCHOBHEIME 321a4AMH IPOrPAMMBI SIBILTFOTCSA:
-(popMEpoOBaHAe y OOYYaIOMHXCS COBOKYIIHOCTH 3gaHuil ¥ yMeHWH, HEOOXOMMMBIX UL
OCYIIECTBIEHHI TPYIOBBIX JICHCTBHH M TPYAOBBIX (QyHKIMH IO npodeccrn «Cexperapb-
aIMUHUCTPATOD;
-pazBATHE Yy OOYYAONIUXCH MOTHBHPYEMOM HOTPeOHOCTH B TOIYYCHHH BoCTpeDOBaHHON
podeccu, B OpraHu3alliy CaMo3aHATOCTH Ha PRIHKE TPYIa,
_oKa3aHHe OOYHAIOMMMCs IPAKTHKO-OPHEHTHPOBAHION —IIOMOII B npodeccHOHaANBHOM
CaMOOIIpE/IeJICHHH, B BRIOOPE IyTH NPOA0TKEHUA npodecCHOHATEHOTO 00pasoBaHMUA.

OGyvarou@Mcs, YCIENHo CIaBIIIM KBaIM(UKATTMOHHBIH 3K3a8MEH 0 PE3YJbTATaM
poecCHOHAILHOTO ~ 00ydueHus, ~ BBIACTCS  CBUJIETCILCTBO yCTAHOBICHHOTO  o0pasua.
OO6yuaromuecs, HE C/IaBIINE KBATA(QHKATHOHHBI 5K3aMEH, TIOJIy4aioT CIPABKY yCTAHOBJIEHHOTO
obpasra.

Bun 5KOHOMHYECKOH  [eATeIbHOCTH  (KOJ OKBDJI) 82.11 - [learensBOCTh
AIMAHECTPATHBHO-X034HCTBEHHAs] KOMILICKCHAS 110 obecriedennio padbOTEL OpPraHu3aLiu.

B yueGHOM Ipomecce HCTIONE3YETCs! MaTepuabHO-TeXHIIcCKasd faza W KaJpPOBBIC
pecypes MAOY rumuasum Nel6l.

1.3. Kareropun o6yuaomuxcs. Cpoxn ocsoeHAs IIporpammel

Karteropusi ofy4arommxest.  IIporpamma npodeccHoHATEHOr0  00y4eHHs IO
npodeccuu  «CeKxperapb-a/IMAHICTPATOP) alpecoBana JIMLaM, MMEIOIIIMM OCHOBHOE oOIee
oGpasoBanue, BKIHOYAs JTHIL ¢ OTPAHMYCHHBIMIL BOIMOKHOCTAMMU 310POBBSI ¥ HHBAIHJHOCTLEO.

®opma 00yueHHsT, IPEMCHACMBIC B PAMKA o6yuenus mo Ilporpamme — 04HadA, OIHO-
sa0umas, 3aounas. Kaxnas u3 GopM 00yUeHHs MOXKET HaCTHHHO PealTn3OBata ¢ MpUMEHEHHEM
JMCTAHITMOHHBIX 00Pa30BATEIIBHBIX TEXHONOIHH H SJIEKTPOHHOTO 00yueHHS.

Cpok OCBOEHHH TPOTPAMMBL, PEKHM 3apsITHi: CpoK ocBoeHus IlporpamMMeI
IpodecCHOHATEHOr0 00yUeHHs 110 npodeccun «CeKkpeTaphb-aMIHHACTPaToOP) COCTABIIET 1,3
roja.

OGiree KoymdecTBo gacos 1o [Iporpamme: 108 yacos.
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W3 mux:

- 1 roy oOyuenus — 72 gaca

- 2-1 roj1 00yuyenust — 36 9acon

Pexum  3amsarmii. PexxuMm  3ansgruil  ompejensiercss  CTPYKTYpoH — ydueOHOro
(TEMaTHYECKOr0) IJIaHa ¥ PACIIMCAHNEM 3aHsATHIA.

3apaTHe: 2 aKaIeMIYCCKUX Yacd C IIepephIBOM 15 MHHYT.

IIpomomKHUTENEHOCTE OMHOIO AKAIEeMHYIeCKOro yaca cocTaBiseT 40 MUHYT.
[lepuomuanocTs: 1 pa3 B Hefesmo.

1.4. @opma arrecranun. JJoxymenT 06 ocsoenuu IIporpammer
Popma UTOroBOIl aTTecTanny — KBUIMQHUKAMOHHBIA IK3aMEH.
Kpamndukanus, npuceanBaeMasi BRIMYCKHAKAM 00pA30BATENLHONH POrpaMMbI:
CeKpeTapb —aIMUHUCTPATOP 3-ero pa3psia.
Bripasaemeblii JOKYMeEHT — CBH/IETEILCTBO YCTAHOBIEHHOTO 00pasia.
CooTeercTBHe oOnucanus Kpanudukanud B IpodecCHOHANBFHOM CTaHgapre ¢
TpeOOBaHUAMHE K Pe3yIbTaTaM MOATOTOBKH IO IIPOTPAMME MPOdhecCHOHANEHOT0 00ydeH S

O0o61menHbIe TPYTOBBIE QY HKIIUN TpynoBbie GpyHKmmmn
KOJ | HavMEHOBaHHE YpPOBEHD HauMCHOBAHUE KOJT YPOBEHB
KBaTHUKAIIH] (1moaypoBeHs)
KBampukanuu
A |OpraamuzaiinoHHOE 3 ITpuem ¥ pacopenenenue | A/01.3 3
obecrieueHme Tene()OHHBIX 3BOHKOB
ACATEIILHOCTH Oprasuzaus A/02.3 3
Oprann3saluy pabOTHI ¢ TOCETUTEIISIME
Bemormenue A/03.3 3
KOOPAMHUPYIOLIHX K
oOecmegnBarommx (yHKIAii

1.5. IlnanupyemMsblie pe3yIbTATHI 0CBOEHHUS IPOrPaMMBI PodheccHONANBLHOr0 00ydeHnst
OcHoBHast  meins  BUJAa  OPOPECCHOHATBHOH — ACATEIBHOCTH:  peaTH3aIlus
obeceyuBaomuX (QYHKIUHA YUOpaBICHHsT OpPraHU3AlMEl; BHEOPEHUE IYUIIHX TEXHUYCCKUX
pa3paboTOK M HOBEHIINX TEXHOJIOTHI B 00ecIIeueH e YIPaBICHHs Opranu3ariei.

Oipenesienne pe3yJibTaTOB OCBOCHHH IIPOrPaMM NpogeccHoHAIBHOT0 00yIeHns HA
0CHOBE Mpo(eccHOHATLHOT0 CTAHAAPTA

Hpodeccuonanbubrii Iporpamma npodeccuoHaIBHOro 00y4eHHs
CTAHIAPT
Bun mpodeccuonansHoM Opranu3allHOHHOE | JMIOKYMEHTAIIMOHHOS obecrieucHme
MeATCILHOCTH YIIPABJICHHS OpraHU3alusAMH JIOOLIX OpraHu3aliOHHO-IPABOBBIX
hopm

O06o0nIeHHas TpynoBas Opranuzaiuonsoe obecrneyeHne AeSTeIFHOCTH OPraHU3aIluy
byHKIIMS

Tpynoras GyHKITHS [IpreM H pacnpeneseHue TeIe(hOHHBIX 3BOHKOB OpraHu3aluu

Opranuzanus paboThI ¢ TOCETUTEISIMU OPTaHU3AITHI

BrImoiHeHne KOOPIUHAPYIONTNX U 00SCIICUNBAIOMNX (PYHKITHIT
Tpynosoe neiicTRue [lepenanpasnenne TeleOHHBIX 3BOHKOB  PYKOBOJCTBY M
COTPYAHHKAM OPTaHH3allin

Perucrparust HOCTyanmx TeJie()OHHBIX 3BOHKOB
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[Tonyyenne  HeoOxomumolt — undopMandu w  mepejaval
CaHKITMOHUPOBAHHOM uHpopMaryu 1o reiedony

Berpedya nocerurtencf, MONydeHHE IIEPBHYHON WHpOpMAIHU O
[IOCETUTESIX ¥  IIOMOIIs B  OpraHu3alud WX Tpuema)
[PYKOBOJUTENEM H COTPYAHUKAMHU

Benenue xypHana yaera oceTuTeneH

Yaer nocerurenet u 0QopMIEHHE IPOITYCKOR

CojeiicTBe  ONEPATHBHOMY  PACCMOTPEHHMIO  MPOCKO H
[pEI0KEHUN TOCETUTENECH

[IpueM ¥ nepenada JOKYMEHTOB IIOCETHTENEH PyKOBOICTRY H
COTPYNHHKaM OpraHu3alyy

Oprasu3anys ¥ OPOHUPOBAHHE MEPErOBOPHBIX KOMHAT

Cepsupopka yanoro(kodeiirioro) crona B oduc

[[puroToBneHHe HamWTKOB (uail, kode, MIPOXIAJIUTEITHHBIE
HAIIUTKH)

Benenue xypHana pasbes oB pabOTHHKOB OPraHH3aIlHH

KoopmHals paboTsl KYpEEPOB M BOAUTENIEH OpraHU3alul

Benenne JKypHala pa3be3oB KypbepOB OpraHH3alld H
MapIIpyToB BOAUTEICH

CocTapiieHHe CIPaBKH O pazbe3gax pPabOTHUKOB, KyphEpOB H
MapIIpyTax BOJUTENIEH OPraHH3AIHH

Y™menue

lIC110/1b30BaTh  TEXHWYECKHE W TIPOIPAMMHBIE CpEJICTBA IS
[IPOBEICHUS. TOJIOCOBOM WM BUJEO-KOH(EPEHII-CBA3U

lcrionp3oBaTh CpeACTBA KOMMYHMKAIMOHHON OPITEXHUKH I
[TONyYeHUA W Iepenadd HHpopManuu

BecTH y4YeTHBIE PErdCTPal(HOHHBR (OPMBI, MCIIONL30BATH HX]
byt HHGOPMAHOHHON pabOTEI

YcTaHABIMBATL KOHTAakT ¢ CODECENHMKOM, IIOANEPKHABATh K
Pa3sBHBATH JIENOBYIO Oece/y B Ipolecce Tene(OHHBIX IePErOBOPOB

CriaxuBaTh KOH(JIUKTHEIE " CIIOKHEIE CHTYaLHH
MEKTHYHOCTHOTO B3aMMOICHCTBUS

CobroaaTs CITyKeOHEBIH STHKET

(O0IIaTEC ¢ IOCETUTEISIMH

Mcii0/1p30BaTh  YCTAHOBIEHHEBIE IMPaBWIa H IIPOLEYPHI
KOMMYHUKAIIMA BHYTPH OPraHU3aINN

Bectu yaeTHsie GOpPMBI, HCITOIB30BATE HX [UIs paOOTHI

Co3pmaBarh IOJIOKUTENBHBIA HMUIDK OpraHu3aliy, IPHHUMATEH
MEpBI IO pa3peIIeHII0 KOHMIMKTHBIX CUTYalMH

HpHMGHHTL HH(1)OpMaHI/I{)HHO—-KOMMYHI/IKEU_IHOHHI)IS TCXHOJIOTHH

ObecreuynBaTh KOH(QHICHIMATBHOCTS HHPOPMALAH

CocTaBisTh W BECTH YUETHBIE TOKYMEHTHI

[ [puMeHsATH cpencTaa KOMMYHUKaIHH Jit1 81
nepefaud  JOpYydYeHWH — PYKOBOJAHMTENI M COTPYIHHUKOB
opranuzanun

[IprMeHATh COBPEMEHHEIE cpeicTBa cOopa, 00paboTKu 1 nepeaaun
uHGOopManun

OueHHuBarh PE3YNLTATHI B paMKaX IIOCTABJICHHBIX 3a/1a9

OCyIIecTBISTE KOHTPOIb MCIIOJIHEHH IOPYYCHHH PYKOBOIMTEIISI
COTPYIHUKAMH

3Hanve

DyuKIMY, 3a0a91, CTPYKTYPa Opranu3aluy, €€ CBA3H
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[Ipasmra  B3auMOJEHCTBUSL € IapTHEpaMM, KIHEHTAMH,
cpeicTBaMHi MaccoBoi rHGOpPMaIHl

DTHKA JeI0BOr0 0OINEHHA

[TpaBua peyeBOro STHKETA

TpeGoranws OXpaHsl TPYIA

[Tpapuna 3anmThl KOHQUICHIHATBHOH cTyKe0H0# nihopmanu
I IpaBuiia OpraHu3aniy IpueMa IIOCEeTUTEICH

[IpaBuia jie10Boro ooIeHus

CTpykTypa  OpramM3al(diy ¥  pacupereneHue  Qyukuui
MEKTy CTPYKTYPHBIMY IOPA3AEIEeHIAMY H CICIATHCTaMI
[IpaBuia OpraHn3ali IPUeMOB B odHce

I IpaBuiia cepBMpOBKH YaitHoTO (KOodernoro) crona

HpaBHna IHPHTOTOBICHUA M ITOJa9H TOPAIHX HaIIHTKOB H 3aKYCOK K|
HHM

Cojlepxanne MPOrpPaMMbl XPOGECCHOHATLHOrO 00y4eHus ONpeie/sieTCs Ha OCHOBE
TpeGoBanuil  NMPOMECCHOHANBHBEIX  CTAHAAPTOB  (IpH  HAIMYMM) MM YCTAHOBIECHHBIX
KBanH(UKAIMOHHBIX TpeOOBAHUI.



IL. CopepxarennHelii pasnen o6pazorareannoii NPOrpaMMel HPodecCHOHAIBLHOTO
odyueHus

2.1. Copepixanue nporpaMmel npodecCHOHATLHOI0 00ygenus

Paszpen I. OGmenpodeccronansunrii MO/YJI5

1.1. Ocuorel penakTupoBanus AOKYMEHTOB.

Teopua. Kynetypa duemoseka wu KyapTypa pedd. OcHOBHble OGYHKIMH —S3bIKA.
B3auMocBsI3L KynbTYpEI uwenoBeka u KYJILTYpel pewd. HOpMATHBHBIN, KOMMYHUKATHBHBIA H
OTHYECKAH ACHEKTEI PEYeBOH KyIbTYpHL. DYHKINOHAIBHBI CTHIHA PYCCKOTO IHTEPaTypHOTroO.
Crui pean. OCHOBHEIE YEPTHI, 0COGEHHOCTH U 11 pusnaku Bcex cruaedi. Hopmel pycckoro
peuesoro stukera. Opdosnus, ophorpadus. Cunrakence u mynKryands. pusamans: u Qynkuum
pycckol mymkTyanuy. CMEBICIOBast PONb 31TAKOB NpenuHAHES. CIOCOBb! 0 OpMIIEHNS TYHKOIH
peun.

ITpaktuka. Hamwicanue texera o JUKTOBKY. AHaJIM3 TEKCTA. Pemaxruposanue rexcra.

1.2. Tenosas kyasTypa.

Teopnst. Umupx cexperaps-aaMunucTpatopa. JIAIHOCTS CeKpeTaps M ero pojb B
ACATENLHOCTH COBPEMEHHOH OpraHu3aumu. JoJDKHOCTHas WHCTPYKIMS. JIC/OBBIE M JIHYHELE
KaqecTra cexperaps. lenosas sxenmuHa-mpodeccuonan. Pabouee mecto CEKpeTapsl. JTHKET B
ciyxeOubix  orHOmIeHHsX. KopropaTHBHAs KyIbTypa, (QHUPMEHHBIH CTHIb OPraHW3AINH.
Ciryxebuasi BepTHKaIb (OTHOIICHHS B CHCTEME «PyxoBomuTens- momaunaennsi). CryxebHas
TOPH3OHTAND (OTHOIIEHHE B CHCTEME KOJUIEra- Kkojutera). Ciyxebuas cybopaunaums. Hopms! u
TpaBHia OTHOWEHHE COTPYHHKOB C IPENCTABHTEISIMU CTOPOHHMX OpraHA3aLHii, IIapTHEPaMH,
KomenTamu, noceturenamu. Cybop/mHanus. DMOLMOHAILHO- HEATPAILHEL JeN0BOH XapakxTep.
KordunennmansuocTs.

IIpaxtaka. [lenosas urpa: «Opranusamms CoBemanusy

1.3. OcHoBrI Je/0npPON3BOACTBA

Teopus.  Jloxymenrtaimonnoe  ofecreuenne YIPaBICHYCCKOH  JEATEIHHOCTH.
Cexperaps B CTpyKType yropaenenus. HopMmarHBHO-MeTOnHYecKas Gasa JENONPON3BOICTBRA.
OcHoBHEIE TEePMHHBI BJEIOMPOU3BOICTRE. 3anaun ACNONpPOU3BOACTBA.  TpeboBamme K
obopmIIeHHIO TOKYMEHTOB Ha ocHoBe OCT. HokymenTupopanue. JIOKyMEHT, BAJIBI JOKYMEHTOB,
uX KnaccHukanus. PexBusursl noxymentos [Ipaktuxa. Amnamms JOKYMEHTA, IPHHIIUII
NOCTpoeHHA.  BilaHKu  JIOKyMeHTOB. PeKBHSHTHI JIOKYMEHTA. JlOKyMeHTHpOBaHHE, BUIEI H
cnocobbr. Tpebosanmst k TexeTy joxkymenTa. TpeGOBaHMS K M3TOTOBICHMIO JIOKyMeHTa. 3ayer
«Hopmarusno-merojmyeckass  6asa  AelONpOM3BOACTEA. Tpebosanme x  odopmuenuro
JIOKYMEHTORBY,

1.4. Texanka mamuaomacn. Pazaen Ne 1 «Cireroii» /ecsiTHIAIBIEBbII MeTOoj
nevyatn xa [IK. Teopus.

OCHOBHBIC NPHHIHIIB! «CJIETIOTO» JIECATHIATELEBOr0 METONA IIeYaTH Ha TNy e
vamgake U [IK. Iloswuuu nancies mHa KiaBuatype. JIOKyMEHT, BUIBI JOKYMCHTOB, HX
KJIacCHDHUKAIIUA.

PexBusuThI MoKyMeHTOB. 3Haku npermmHanus. ApaGckue mudper. KonwdecrsenHse,
NOPSAKOBEIE HucMTenbabIe. Hymepanus myrkroB. Pumckne nudper. Hanucasnue jar

Ipaxtuka. Odopmierne nokymentos. Ileyars  HeCATHIANBIEBLIM METOJIOM.
Odopmnenwne rpanun. Ioss goKkyMeHTOR. Y CTanoBKA TIOJCH. [Tpaxtuueckue 3aanus. «OrpadoTka
nedaty Ha knapuarype. Hadbop texeros» «Odopraiterue moxymentos. [leqars necaTunanbieBsm
METOIIOM . 3a4erT.

1.5. Texuuka mamunonucu. Paznen Ne 2. Mzyuenne TexHuKH me4aTn

Teopmst. Ocsoenue npremMoB TexHukH mHckMa. OGpadoTka KPUITOrPaMM I'JIaCHBIX OYKB.
Odopmrenre saronoskos u momsaroioskos. Hymepanms crpammi. TeKcTOBbIE COKpalICHHUS.
Upsmas peus, murarer. Odopmienne npuMedaHuit, npunoxeHu#. Mcnpapnenwe ommbok.
Herpasnenne ommbox wa ITK O6paborka KpunTorpaMm OyKB OCHOBHOM IO3MIMHM LAJNBIEE.
KprurorpaMMel rnacHsix Oyks. IledaTh clOroB «cormacmas — riacuas - 2 COITIACHBIXY; «2
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COLTACHBIX - [JIACHAS - COIJIACHAL», paboTa cO CITOTAMHTHIA - KCOTIACHAS - COITIacHas ITIACHAY.
KpurrorpaMMbl OCHOBHOMH MO3UIAH TAIBIER. O6paboTka KPEITOrpaMM OYKB BCCH KIIaBHATyPbI.
[leuars CIOTOR, IEUaTh IBYX - H TPEXOYKBEHHBIX KOHEYHBIX OYKBOCOYETAHUH. Odopmmenne
Mam@HOMHCHBIX paboT. Tabmans:. OdopmMirenne 1 U3r0TOBICHHE TabIMIHEIX POPM JIOKYMCHTOB.
TTpaBuia BbIIOTHEHHUS CIIOMKHEIX TaOIAIY

IpaxTuka. PaboTa ¢ TEKCTOBBIM JOKYMEHTOM. HaGop Texcra 11oj AUKTOBKY. PaboTa ¢
tabuiamea. OGopMIIeHHe W H3TOTOBJIEHHUE TAOIMIHBIX (hopM JIOKYMEHTOB.

1.6. Texnuxa mamusomucu. Pazgen Ne 3. Cxopocts nedaru

Teopusa. OupesieneHne CKOpocTH nedaTh. CKOPOCTE ledaTi H KaqecTBO pabor na IIK.
Ipaxruka. Habop TeKkcTa Ha CKOPOCTh, KadecTBEHHBIH Habop TeKCTa.

Paznen I1. AsromaTizanusa OY

2.1. Oducuoe obopynoBanuc.

Teopus. Opranu3anonHas TexHuKa. BHsl 1 YCTPOHCTBO OPraHU3alMOHHOH TEXHUIKH.
Kcepoke. axc. IIpemrep. Ckamep. TlepcoHanbHBIA  KOMITbIOTEp. MyNbTHME/IMHHOS
obopynosanue. lleuarnoe ¥ MHOXKHTEILHOE obopynosanue. JleMOHCTpalnoHHas TEXHHUKA.
Cucrema cesizu. Mynsrume/ma. CkaHHPOBaHUE H300paKeHHH.

IIpaxtuka. PaGoTa ¢ OprTeXHuKoH (0QHuCHBIM obopynosannem). CrannpoBaHue

2.1. DnexTpoHubIil oduc.

Teopus. Oducubie npunoxkenys. JOMOTHATCIBHBE BO3MOXHOCTH. AMIIepaHTHOoe
obecricueHye TIePCOHAILHOTO KoMIbioTepa. Omepanionnas CHcTeMa Windows. CnyxeOnbie
IporpaMMbl. TeKCTOBBIH peaakTopMS Word. Pepmaxrop osiekTponnbix Tabman MSExcel.
[Iporpamma MSPowerPoint. TecToBbIH peaaKTop MS Word. 3amyck 1 Hadano paborsl. Beoau
penakTHpoBaHue TeKcTa. DOpMaTHPOBAHUE TEKCTA. Odopmuenue crpanmn.  OdopmicHue
JOKYMEHTOB ¢ momolipio tabymspa. OdopmucHue DIAHKOB JOKYMEHTOB. MeHIO U OCHOBHBIC
momstus MS Excel. Dnexrpomsas Tafnuua. 3HakoMmMcIBO ¢ 9KpaHoM MS Excel. ITanenu
nrcTpymentoB MS Excel.Bsox @ penakTupoBaHue AAHHBIX. Ananuz 1 00pabOTKa NAHHBIX.
ITpesentamust MS PowerPoint. BozmoxuoCTH MS PowerPoint. Cnaitapl. Pabora ¢ TEKCTOM.
NeKTPOHHBIEJOKYMCHTDI H MX XpaHeHHe. DKCIePTH3a NEHHOCTH JOKYMEHTOB.

Ilpakrika. PaGora ¢ Tabnuuamu H rpaduKoi. Odopyenne npesenTamud B MS
PowerPoint.

Paznen 1L MpodeccnonaipsHbIi MO1Yyab. e 10npou3BoACTEO B OPradu3 i

Teopus. CocTaB YIPABICHYECKMX JOKYMEHTOB OpraHHU3alHH. Opranu3aoHHbIe
JOKYMEHTEl PacnopsiuTellbHbIe JIOKYMEHTHI. MudopManioHHo - CHPaBOYHBIE JOKYMEHTHL.
JlenoBas nepenwcka. [Ipasuia oGopmireHns, CTPyKTypa i BHJBI ICIOBLIX ITHCEM. JlokymeHTanus
10 JOrOBOPHBEIM IpaBooTHOIeHmAM. Opramusauus paboTsl ¢ JOKYMCHTAMH. Oprauuzanus
noKyMenToobopora. Perucrpanus 1oKyMeHToB. Texyiee XpaHeHHE JOKYMEHTOB. Homenknarypa
jiell. ApXHBHOE XpaHeHHe NOKyMeHTOB OCHOBHEBIC PEKBM3UTEHL M TpeboBaHMS K ODOPMICHHIO
morosopos. Jloxyments: mpemmpuatus Kiraccmpukamus  OKYMCHTOB yIpPaBIEHIECKOM
nesitenpHocTi. Yeras. Tlonoxkenust. 1llTarHoepacnucanue. Ilpapuia BIyTPEHHEro TPYMOBOIO
pacropska. Ykasanus. ITocranosnenns. [Ipukassr mo OCHOBHOM JIesATeILHOCTH. BhImucka u3
npukazos. Pacriopsukenue. Pemere. IIporoxon (monmenii u xparkuii). AxT. Cupasku. Jlokiaanas
samucka. OGbscHuTensHas 3ampcka. Temerpamma, Ttenedomorpamma. PEKBM3MTBEI MHCBMA.
[Tucemo-nipocs6a. ITrebMo-0TBET. [IpHIIacHTeNhHOE THCEMO. CompoBOIMTEIEHOE THCHMO.
Tecomo - coobmenne. ITncsMo-oTkas. Kpepurublii porosop. Jloroeop XpaHeHus. Horosop
noctasku. Jlorosop npoxkara. Kommepueckuit norosop. ITomaTue "joxyMeHnTo000poT" 1 pasBUTHE
ero HOPMATHRHOM METOAMYCCKOH periaMeHTaiui. XapakTepucTaKa JOKYMEHTO060poTa. DTkl
JBIDKEHHMS ¥ TOPSIOK 00paborki HoKymMeHTOB. PaboTa ¢ BXOJSIIAMHU JIOKYMEHTAMH. Oransl
o6paboTky HoKyMeHTOB. KOHTPOIIb HCIIONMHEHH TOKYMEHTOB. Perucrpanus JOKYMEHTOB, BH/IBL
perucrpanun. OupejienieHue CPOKOB XPaHCHI. Iopsanox Beimaun jen. lloproroska 1en u
nepenaya B apxus. Gopma onmucH 1 akTsL. [lepesiada nen B apXus. PaGora ¢ KoHGUACHIHAIBHBIMH
JMOKYMEHTAMH



IMpaxruka. CopTHpoBKa TOKYMEHTOB IO Kiaccupukanuuy». CoCTaBIEHHE INTATHOIO
pacrucanus, Pabora ¢ pacropsauTeNsubiMu jJokymentamu. CocTapienue WHQOPMAIMOHHO -
crpaBo4noit qoxymentamun. OdopmireHne HenoBbIx nuceM. OPopMIeHHE THIIOBBIX JOTOBOPOB.
Paora ¢ HCXONAIIMMH M BHYTPEHHMMH jlokymMeHTamd. OdopMmieHHe HOMEHKIATYDhHI JEL.
Odopmirerie TOKyMEHTAIIUHU JIJI1 apXHBA.

Paspen IV, Cnempansusiii moayus. Kagposoe obecnieuenne

Teopus. Tpymosoit xojexc P®. Tpyunosoit morosop, ero saimoueHue. Odopmirenae
TpyoBOro Aorosopa. CTPYKTYPHBIH IIPHKa3 MO NPEAIPHATUI. 3HAYCHUE TPYIOBOTO JOTOBOPA.
3aKIoYeHHe TPYAOBOrO JIOrOBOpa Ha ONPEHCICHHBIH H HEOIpeAeleHHBIA Ccpok. OCHOBHBE
PEKBU3HTHI TPYI0BOTO Horosopa. TpyoBsie mpasa n o6a3annocTy paboTuukos. [lopsmok npuema
Ha paboTy. JIOKyMeHTHI py npreMe Ha pabory. ABroOuorpadus. XapakTepucTuKa. 3asBicHuE.
Pesrome. [Tpukas o npueme na paboty.IlpocToit 1 crnoxkueii nprkas. Tectuposanue. Ilepesoy Ha
apyryo paboty. Ilpexpamienue Tpyxosoro norosopa. llpukassi 0 [MOOMIPEHAH M HATOKEHHH
B3bICKaHMH. JIMuHas KapTo4ka, MopsaoK ohopMieHus nxpanenune. [lopamox BemeHus TPyIOBBIX
KHIDKeK., BeleHure MUYHBIX JIe]l, OCHOBHBIE JOKYMEHTBL.

IToaroToBKa JOKYMEHTOB K ApPXMBHOMY XpaHeHmio. Ilencuonubli QoI ciava
OTYETHOCTH B JOKYMEHTEILIS opopmienus nencud. OpopMiIeHne apXUBHEBIX CTIPABOK.

IIpakTtuxa. Cocrasienue TpynoBoro norosopa. CocTaBleHHE NPHKA30B. 3ANOIIHNECHHE
THYHOM KApTOUKH. 3anoyienne TpyxoBbix kumkek. Cocrasnenue oTdeTHOCTH. CocCraBiieHue
npukasa. Cocrasnenue akra. Cocrapnenue MucTpyxium.

Pazgen V. KoHcyasranuu
KoHcypTanuu mpoBoasTes 1 obydaromuxcs 1o [Iporpammve B TeYeHHE BCeTo MepHOAA
o6yuenust u 110 uroraM 1 roja o0ydeHus Iepes IPOMEKyTOUHOH arrecTarmeil. Koscypraluy 1o
M3YICHHOMY MaTepUay, IpOJOIDKSHHIO IIPodecCHOHaNbHOro 00pasoBanus, TpyA0yCTPOHCTRY.
IToaBeIeHAE UTOrOB TeopeTHdeckoro 00y4denus (Oecea, TECTOBRIR KOHTPOJIbL U JIp.)

Paznen VI. ArrecTanms
6.1. IIpomexyrounas arrecramus. [luddepenuuposanibiii 3a9eT
6.2. MWroropas arTecramMs. ATTecTalds OOydYalOIMXCd B COOTBETCTBHH C
npodecCHOHATBHEIMA TPEOOBAHMAME M KBAIM(DUKANMOHHON XapakrepucTukoi «CekpeTraps-
aIMUHUACTPATOP .
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2.2. YyeOublii nman

B yI{EGHOM IIIaHE 0T06pa}Ka€TCH JIorpyecKas noclieJ0BaTCIbHOCTE OCBOCHHA Pa3iaciioB,

obecreunBaIOIMX POPMHPOBAHUEC KOMIICTCHIIHH.

Vxa3nIBaeTcs 00mas TPy I0eMKOCTh Pa3/IeNioB, MOILYJIEH.

Ne i/nn HaumenoBaHue pas/ielioB Beero B Tom gucne dopma
qacoB | Jlekuuu j [TpakTuxa | CamocT.pabora KOHTPOJIA
1 rox odyuenus
1. O6menpogdeccnonalbHEIIMOTY. b 42 16 22 4
1.1.  IOCHOBEI peIaKTHPOBAHMS JOKYMEHTOR 8 4 4 - TectupoBanue
1.2. |[lemoBas KyJIbTypa 2 2 - - JlemoBas urpa
1.3.  |OCHOBEI HEJNONPON3BOACTBA 10 4 5 1 BaueT
1.4. [Texnuxa mammsornucu Pazmen Nel 14 4 8 2
1.5. [Texuwmxa mammHonucu Pazmen Ne2 8 2 4 1 [IpaxTaeckie
1.6. [Texmuka mammuonucu Pazjen Ne3 - - - - anammt
11. AsTomatrnzanusa OV 2 1 1 . E
2.1.  Oducnoe obopyrosanue 2 1 1 - Onpoc
2.2.  [DnexTpoHHEI odHC - - - - -
III. [[TpodeccroHa bHbIA MOLYJIb 18 7 9 2 [IpakTHYecKHe
3.1  |lenonpou3BOACTBO B OPraHA3aul 18 7 9 7 3aaHus. 3a9eT
TV. (CoenmajbHbIH MOIYJIB 6 2 4 -
4.1. [Kamposoe oOeciicYeHHE 6 2 4 - Sauer
V. Koncyapranuu 2 - 2 -
VI  Arrecranus € 2 -
6.1. [Ipomexyroynag arTecTalnus 2 - 4 - 3aueT
6.2 [Mtoropas arrectanus - - - - -
Hroro 1 roa 72 26 40 6
2 rox odyueHHus
1. O6menpodeccHoHAILHBIMO/LY/Ib 16 2 10 4
1.1.|OCHOBEI peIaKTHPOBAHUA JOKYMEHTOB - - 2 2 TectupoBanue
1.2 JlenoBas KyaeTypa - - - - -
1.3.|OCHOBEI HEIIOIIPOUZBOACTBA 4 - 3 1 TecTtupopanue
1.4 Texnuka Mamuuonucu Pazmen Nel - - - - -
1.5./Texuuka mamaronzcy Pasyen Ne2 2 = 2 - [[pakTHIeCKHE
1.6.|Texauka mapaomucy Pazmgen Ne3 6 2 3 1 Ramanus. 3aueT
11. ApTomatuzamusa OY 2 1 1 -
2.1|0ducHOE 060pyIOBAHHE - - - - -
2.2 DexTponusii opuc 2 1 1 - Ompoc
ML IIpodeccrHoHaIbHBIH MOy Ib 10 4 5 1 [Tpaxraaeckre
3.1)/IeTonpon3B0/ICTBO B OPraHM3al i 10 4 S 1 BaZaHus
IV.Cuenaa sHBIH MOIY /b 4 2 2 -
4.1.[KaapoBoe obecrieycHue 4 2 2 - TectupoBanue
V. KoncyabTanuu - - - -
VI  |Arrectanus 4 - 4 -
6.1.[IpomescyTouHas arrecTanys - - 2 <
4 - 4 - Kanupuxaimo
6.2 [MtoroBas arrecTamis N
HHLIHU 2K3aMEH
HMroro 2 roj 36 9 22 5
1 Hroro 108 35 62 11
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2.3. Temarnueckoe INIAHAPOBAHAE

pafa KiIaBMaTyphl. 3HaK "gyeprouka'. Abszan. M3yueHune 4eTBEPTOrO
pAjia KIaBHATyphl. 3HAKH HPCHMHAHMS. Apabckae  1EQPEL
KoJMucCTBEHHble,  [OPAMKOBbe  wpciuTenbubie.  Hymeparmsa
nynkTos. Prumckue mudpsr. Hanmucanue iar.

IpakTugeckas pabora: «Odopmienne TOKYMEHTOB. euars
AeCATHIAILIEBHIM METOIOM»

Haumenopanue pazae |Cojepxanme y4edHOro MarepHaa, aaboparopusie padoTel B | O0BLeM
JI0B H TeM NPAKTHYECKHE 3AHATISA B 4acax
1 2 3
O6menpodeccHoHANLIBLIA MOLY/Ib
OcHoBBI PEIAKTHPOBAHNA JOKYMEHTOB 8
Kynprypa esnosekan | OcHoBrble (QYHKIMM A3bIKA. B3auMOCBA3b KYJIBTYPBI HeJIOBEKA U 4
KyJIbTypa peyH KynbTypsl pedd. HopMmaTHBHEIH, KOMMYHUKATHBHBIA H OTHYECKHA
ACIEKTH PEYEBOH KYJIHTYpPLL
DyHKIEOHATBHEIIT Crune peur. OCHOBHBIE 9epThl, OCOOCHHOCTH H IPH3HAKM BCEX 4
CTHIIE PYCCKOIO crueil. HopMEl pyccKOTOpedeBoro STHKETa.
JTUTEPATypPHOIO
JlesioBast KyJbTypa 2
Wmpypk cexpeTapst JIM9HOCTH CeKpeTaps H €ro Pojib B JEATEILHOCTH COBPEMEHHOM 1
oprasmsanyy, JIOIDKHOCTHAS WHCTPYKUWs. JIeMOBBIE M JIMYHBIC
xayecTa cexperaps. Jenosas xeHmmHA-Tpodeccronan. Pabouee
MECTO CEeKpeTapsi.
Druker Beaykebnpx  |KopmoparueHad —KYJIbTypa, (UpPMEHHBIA CTHIL  OPTAaHU3ALMH. 1
OTHONIEHUX Cnyxebnas BepTHKaIb (OTHOLIEHMA B CHCTEMS «PykoBouTEIb-
roruuHennst). Clyxe6Has ropi3oHTalb (OTHOLIEHHE B CHCTEME
xomnera-kojurera). Cryxebuast cyOopmuHanus. HopMel ¥ npaBuna
OTHOIICHHH  COTPYIHMKOB €  TIPEACTABHTEJIAMH  CTOPOHHHX
opraunpzanui, IapTHepaMH, KITUCHTAMH, TIOCETUTEIISIMA.
Cy6GopmuHanys. IMOLEOHATHHO-HEHTPAILHEL JeJIOBOM Xapakrep.
KorduaeHIUaIbHOCTh.
OcHOBBI JICJONPOH3IBO/ICTBA 10
JloxymenTrpopanue. | OCHOBHEIE TOHSTISL. THIONOTAS JIOKYMCHTOB. dopmarel Oymara u 10
JloxyMeHT, BHIBI mons. O6ume TpeGOBAHHS K COCTABIEHHIO JIOKYMCHTOB. biamiu
JIOKYMEHTOB, HX JOKYyMEHTOB. PeKBH3MTBI JOKyMeHTa. JIOKYMCHTUPOBAHHC, BHIBI U
KJTaCCH(HKAIL. crioco6e.  Tpebosammsa K TEKCTy JOKymeHnTa. TpeOoBamud K
PexBH3UTEI H3TOTOBJICHHIO 0KyMEHTa. MyIbTAMeIHiHOe 000pyI0BaHKE.
JTOKYMEHTOB Ilpaxkruueckass  padora: «TpeboBapusi K  COCTABJICHUIO
AOKYMeHTOB. JloKyMeHTHPOBAHME
TexHuKA MAMHHONUCH
Pazoen Ne 1 «Cnenoii» decamunaioyessii memoo newamu na IIK 14
OcHoBuble npraunsl | M3ydenne KIaBHaTypbL. O6mme mnpasuna paborel. OCHOBHBIC 8
«CIIETIOTOY NPUHITAITGl  [EYaTH  JICCATHIANBIEBOrO  METoja. IlousiTne o0
JIECATHTIANIELEBOIO JeCITUNIANBIIEBOM CIIEIIOM METO/IE ITUChMa.
METO/1a IeYaTH Ha Mpaxradcckas pabora: «OTpaboTKAa MEIATH HA KIABHATYPE.
nunnyiiei Mamuaken | HaGop TekceroB»
ITK
Tosumun nansies ga | Odopmienue rpanmn.  Ilomst  JOKYyMEHTOR. VeranoBka IOJIEH. 8
KJIaBHATYDE. V3yuenne OCHOBHOTO psijia Kinasmarypst. Msydenue OYKB BEPXHETO
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JIOTOBOPHBIM IIPABO-
OTHOIICHHAM
OCHOBHBIC PEKBH3UTLI
u TpeboBaumg K

Kpepmraeii  porosop. JloroBop Xpamenns. Jlorosop TOCTaBKH.
Jorosop npokara. KoMMepIecKud 10roBop.
IpakTuieckas padoTa: «OdopmireHie THIOBIX 10T0BOPOB)

Pazoen Ne 2. Hayuesiue mexnuku nedamu 8
Ocpoenne mpuemos | OdopmiIeHue 3aroioBKOB H IOA3ar0IOBKOB. Hymepauust crpanim. 2
TEXHHKH ITHCEMa TexcroBple cokpamienms. Ilpsmas peus, nurarel. OdopmieHue
npuMedanni, npuiokeHnit. Menpasnenue ommbok. Mempasinenue
ombok Ha [1K.
Hpakrageckan padora: «PadoTa ¢ TEKCTOBLIM JOKYMEHTOM»
O6paboTka KpurrorpaMmel r1acHEIX OykB. [leqars CI0ros «coriacHas - TracHas 3
KPHIITOTPAMM IIACHBIX |- 2 COTNACHBIX»; «2 COMNACHBIX -TJIACHAs - COITlacHasy, pabora co
OyxB CIIOraM¥ THIIA - €COTJIacHad - COIrJIaCHas TJIACHAsY.
Mpakruyeckasn pabora: «Pabora ¢ TEKCTOBLIM TOKYMECHTOM
OGpaboTka KpumrorpaMMel ~ OCHOBHOH — TIO3HIUM  ITATLIEB. O6paboTka 3
KpunTorpamMmM GYKB | KpHirrorpamm OyKB BCCH KIaBHATYPLL. [TeyaThCIOroB, IEYaTh JIBYX -
OCHOBHOHTIOZHIIMH 1 TPeXOyKBEHHBIX KOHEUHBIX OYKBOCOUYCTAHUH.
HNaILIEB TpakTayeckasi padora: «Padora ¢ TEKCTOBBIM JOKYMEHTOM.
Ha6op Texcra M0 THKTOBKY»
IMpaxTHyeckoe o0ydeHne 2
Apromaruzanust OY
Pazpen Ne 1. Odmcnoe obopynosanue 2
OducHble AwmnepanTHOo¢ ~ obecredenHe  MEPCOHAIBHOIO  KOMITBIOTEpA.
TIPHJIOIKECHUA. Onepamuonsas cucrema Windows. Ciyxebuble  11pOrpaMMBL. 2
JIonoaHUTEIbHEIE [TewaToe W MHOXHTEILHOe oOopynosanue. JlemMoHCTpanmonHasd
texnuka. Cucrema  cBssu.  MynstuMenua.  CxanupoBaHue
H300paKeHAH.
Tpodeccuona LULII MOXYIb
Je10NPOU3BOJICTEBO B OPraHH3AIHH 18
Cocras JloKxyMeHThI TP PHATHSL. Knaccudukanms JOKYMEHTOB 1
YIpaBIeHIECKHX YIpaBIeHIECKOH NeATeIBHOCTH.
TOKYMEHTOB Ipaxrandeckast paGora: «CopTHpoBKa  JOKYMEHTOB IO
OpraHH3aluH KJIACCH(PHKAIHIY
OpranusalMoHILe Veras. [Honoxernus. [Iltarnoe pacnucanue. llpaBuiia BHYTPEHHErO 1
TNOKYMEHTBI TPYAOBOTO PACIOPANIKA.
IpakxTmaeckas padora: «CocrasjieHne WTATHONO PACIHCAHISD
Pacropsymrensise | Ykazaums. Ilocramopnenus. lpukaser mo OCHOBHOM JIESTCITHHOCTH. 2
JIOKYMEHTBI Brinrcka 13 IpuKkas3os. Pacnopsukenue. PerieHue.
IIpakTugeckast padora: «PaGoTa ¢ PpaCHOPSAMTEIEHBIMH
AOKYMEHTAME»
WHpopManuoHHO - IIpoToxoi (momHbiH i kpaTKui). Akt. Copaskd. JOKTa/HAs 3AIHCKA. )
CHpaBOYHEIE O6sscauTensuas 3amucka. Tenerpamma, TenedoHorpamMma.
JIOKYMEHTEI IpakTuacekass  padora: «Coerapienne HH(POPMATMOHHO-
CHPABOYHOM JJOKYMCHTAMMY
JlenoBas mepenucka. |PeKBH3UTEI IIACLMA. [TuceMo-1rpockba. [TrceMO-0TBET. 2
[Ipasmia oopmuenus, |IIpurmacurensroe mucbMo. CONPOBOAMTENBHOC HHCHMO. [Tucemo-
CTPYKTypa ¥ BHIBI coobmenue. I IMcpM0-0TKAa3.
JIETOBBIX ITHCEM IpaxTryucckasi padora: «Odopmienne JeI0BBIX IHCEM
JloxymeHTaIMs 110 Tloropop Kyl - Hpojaxd. JOoroeop apeHbl. JIoTOBOpP MEHEL 2

13




o opMIICHHIO

JOTOBOPOB
Oprauusarus paboreic |IlonsTie "0KyMeHTOOG0pOT" M PpasBHTHE €ro HOPMATHBHOH %
JOKYMEHTaMH. METOIMYECKOH periaMeHTaluy. XapakTepHCcTHKa
Oprasusanus JIOKYMEHTO000pOTa. DTambl JBMKCHHA M IMOPAIOK 00OpaboTku
IOKyMeHTO0G0poTa.  |JOoKymeHToB. Pabora ¢ BXOMAINAMH  JIOKyMCHTAMM. Jransl
Perucrpanus o6paboTkn HoKyMeHTOB. KOHTPONbL HCIOIHCHAS JIOKYMCHTOB.
JIOKyMEHTOB. Perucrpaiiust JOKyMEHTOB, BHIIBI PETUCTPAIIIH.
Hpaxruaeckast padora: «PadoTa ¢ HCXOAAIMAME M BHYTPEHHUMH
,t(oxymelrrazvm»
Texymee xpaneune  [OmepaTHBHOE XpaHEHHe JIel (mpoBepka Hamuuus JIOKYMEHTOB, 2
JIOKYMEHTOB. HOPANOK BBINAYH Jei). DIEKTPOHHBIC IOKYMEHTEl M MX XPAHCHME.
Homenknarypajen. | DKCIEepPTU3a HECHHOCTH NOKYMEHTOR. '
Ilpaxruueckasn padora: «OpopmiaeHne HOMEHKIATYPEI e/
ApxusHoe xpasenne | Onpejesierue CPOKOB XPAHCHHS. ITopsytok BeIHaun jei. IloaroToBka 2
JTOKYMEHTOB nen u mepenada B apxus. Qopmaonucu u axtel. Ilepenmaua nen B
apxuB. PaGoTa ¢ KOHQUACHIMATEHEIME JJOKYMCHTAMH.
IpakTuveckast pabora: «Odopmaenue NOKYMEHTANMH IS
apxuBal
OprapusaufoHHasTeX |BUOLL U yCTPOHCTBO opraEu3aluonHof Texmuiu. Kcepoke. daxc. 2
HYKa [Tpunrep. Cxanep. IlepcoHaTBHBIN KOMILIOTEP. MynsTHEMEHHHOE
obopyjioBaHue.
Ipaxruyeckas padora: «Pabora ¢ OprreXHUKOI»
CuenmaJbHbIH MOLY/Ib
Kanposoe obecnieyenne 6
Paznen 1. OcuoBHbIE 321241 YOPaBJICHHU KaJpaMHu 6
Tpynosoit xogexe P®. |3Hadenne TPyJIOBOTO TOroBOpa. 3aKII0YeHIEe TPY/I0BOTO JI0TOBOpA 3
TpynoBOii JOTOBOP,  |HA ONPENENEHHBIH W HEONPEICICHHBIH CPOK. OcHOBHEIE PEKBH3HUTEL
ero 3aKIr09eHume. TpynoBoro gorosopa. Tpynossie mpaBa H 0043aHHOCTH PAOOTHHKOB.
Odopmienue IpakTnueckas pabora: «CocrapieHne TPYI0BOYo 10roBopay
TPYIOBOTO JOTOBOPA.
Crpyxrypsstitnpukas  |[lopsmox mprema Ha paboTy. JIOKyMEHTEI IpH TIpueMe Ha paboTy. 3
110 TIPEITIPUATHIO. ApTobuorpadus. Xapakrepructaka. 3agsaenue. Pesiome. llpakas o
npreme Ha pabory. ITpocTolt M CHOKHEBIA IPUKa3. Tectuposanue.
Ilepeson Ha gpyryio pabory. Ilpexpamienue TpyHOBOTO HOrOBOpPA.
IIpuKa3bl O HOONIPEHAN B HATOKEHAN B3BICKAHAH.
IpaxTuueckas padora: «CocraBieHHe NIPUKAZOB»
Koucynpranun, KoncynbTanuy IO M3yd4eHHOMY MaTepHaily, I[POJOIDKEHHIO P
NOABEeJeHHEHTOT 0B podecCHONANEHOro 00Pa3OBaAHMSL, TPYA0Y CTPOHCTRY. [Tonpenenue
WTOrOB TeOpeTHIECKOro obydenus (Gece/ia, TECTOBBIH KOHTPOJIb 1
ap.)
IpomexyTodnas aTrecranus (uddepeHInpoBaHHbIN 3a4eT) 2
2 ron oGy4eHHs
Hanvenosanne pasge |Cojepxanue y4eGHOro marepuaia, JadoparopHbie paborer m | O0bem
JIOB H TEM NpaKTHYeCKuEe 3AaNATHS B 4acax
1 2 3
O6menpodeccHonaNLHBIA MOTY/IH
OcHOBBI PeIAKTHPOBAHMS JOKYMECHTOB -
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Op¢oonus, Op¢osruaecKie HOPMBI IMTCPATYPHOTO A3bIKA. [ IprHITANEL PyCCKOH 2
Opdorpadus oporpadum. OcobeHHOCTH PYCCKOTO CIIOBECHOIO yIapCHHL.
CuHTaKcuc H Crioco6ht ofopmiierus dyxoi pedn. [IpHHIHIE 1 (QYHKIHM PYyCCKOR 2
IYHKTyauus nyaxTyanui. CMBICIOBAs POIb 3HAKOB MPEIHHAHMSL.
IIpaxrugeckasn pabora: «PefakTapoBanie TEKCTA.
OcHOBBI IeJIONIPOH3BOJCTBA 4
Jloxymenrtuposanne. | OCHOBHBIC IIOHSTHS. Tunonorus ToKymenToB. @opMarhl Oymard u 4
JloKyMEHT, BH/IBI nons. O6mme TpeOOBaHMA K COCTaBICHWMIO NOKYMCHTOB. brnasku
JIOKYMEHTOB, UX JIOKYMEHTOB. PeKkBH3UTH jIoKyMeHTa. JIOKyMCHTHPOBAHHUE, BH/IBL H
Knaccu(puKanus. criocobpl.  Tpebopamms K TekeTy JoKymenta. Tpebopamust K
PeKkBH3UTEL M3rOTORIEHHIO IOKYMEHTa. My ibTHMEMIHHOE 000pyI0BaHIE.
JIOKYMEHTOB Ipaxtuueckas  paGora:  «Tpefopammst K COCTABJICHNIO
nokymeHnToB. JloKyMeHTHpOBAHHEY
Texnuka MAIMAHOMUCH
Pazoen Ne 2. H3yuenue meXHUKU nevamu 2
Odopmnenue Tabmune.  OQOpMIEHME W M3TOTOBJICHHE —TaOIHIHBIX hopm 2
MAITAHOMICHBIX paboT |ZOoKyMeHTOB. [IpaBuia BRIIOTHECHIA CIIOKHBIXTA0IHII,
IIpaxTuueckan pabora: «Pabora ¢ rabaunavu. OdopmiaeHue U
H3TOTOBJIeHHe TA0IHIHBIX GopM XOKYMEHTOB
Pazoen Ne 3. Ckopocmb nevamu 6
Onpenenenuc HaGop TexcTa Ha NANIyIed MaliHKe. 3
ckopoctu niedatd Ha | IlpaxkTHdeckast pabora: «Habop TexcTa HA CKOPOCTHY
TTHITYIIEH MAITUHKE
Cxopocts nedatd 1 |Habop Texera na [TK. Kauectso pabotsr na [1IK. 3
xayecTBo padoT Ha  |IIpakTH4eckas pabdora: «KauecrBenHbIil HA0OP TEKCTA»
K.
IIpaxrayecKoe 00y IeHHEe
Astomaruzamus OV
Pazpen Ne2. DiaexTpoHHbI oduc. 2
Texcrosbii penakrop | TecToBbi peakTop MS Word. 3anyck m xadano paborsl. Broau 1
MS Word pefakTUpoBaHue TekcTa. POpMaTHPOBAHHE TEKCTA. Odopmnenue
crpanum. OQopMieHse [OKYMEHTOB C  IOMOIIBIO Tabynspa.
Odopmiieare OIAHKOB JIOKYMEHTOB.
Pejraxtop Memio u ocuopHbie mossTas MS Excel. DnexrporHas Tabmwia. 1
3IEKTPOHHBIX Tabmul | 3HAKOMCTBO € SKPaHOM MS Excel. ITamenn wHCTpyMeHTOB MS
MSExcel Excel. BBoju M peIaKTHPOBAHHC JAHHBIX. AHAIH3 X obpaboTka
nanunx. PaGota ¢ Tabnunamu u rpaduKoi.
IpodeccnonalbubIi MOXYIb
Jles10npou3BOACTBO B OPraHu3aLnI 10
Cocras JloKyMEHTEI MPeIIpPHATH. Knaccuduxanust JIOKYMEHTOB 1
yIIpaBJICHIECKHX VIIPABJICHYECCKOM JICATETPHOCTH.
TOKYMEHTOB IIpaxtmaeckan  pafora: «CopTupoBKa  JIOKYMEHTOB 10
Opra"u3alii KJIaccn(pURANIID)
Opranmsanvionsple | Ycras. lonoxenust. [lltatHoe pacnucanme. IIpaBuia BHYTPEHHETO 1
JIOKYMEHTEI TPYJIOBOTO PACHOPSIIKA.
Tpaxraaeckas padora: «CocTaB/ienue NITATHOIO PACIHCAHNID
PacropsmuTenbisie | Ykasanust. [locTanoBneHns. [IpuKassl MO OCHOBHOH JEATEILHOCTH. 1
JOKYMEHTEL Brimucka 13 ipukasos. Pacnopspkenwe. PemeHue.
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IIpakTuyeckas
JOKYMEHTAMU»

padora: «Pabora ¢ pacnopsaIHTEIbHbBIMH

Wrudopmanuonno - | [Iporokosn (momusii 1 kparkui). Axr. Cinpasku. Jloknansas 3armcka.
CIIpaBOYHEIE O6mwsicHuTenbHad 3amucka. Tenerpamva, TenedoHorpaMma.
JIOKYMEHTEI IlpakTuueckass pabora: «Cocrapjenue AHPOPMALHOHHO-

CHPABOYHOMH JOKYMEHTALHID

Jlenopasi Iepenmcka.

[Tpaswuna opopmiienus,

CTPYKTYPa ¥ BHJIBI
JIEJIOBBIX JIMCEM

PexBuznThl IUChMa. [Tucemo-tpock0a. [TrcpmMoO-0TBET.
[Ipurnacutensuoe muckMo. ConposoauTenpHoe NUCsMO. [Tucbmo-
coobmenne. [lnceMo-0TKA3.

Ipaxrnueckan pabora: «Odopmuenne KeJOBBIX IHCEM

JoxymeHTanus 1o
JIOTOBOPHBIM IIPaBO-
OTHOIICHHSM
OCHOBHBIE PCKBHU3UTE]
u TpeboBanus K

Jorosop Kymmu - mnpopaxu. Jlorosop apeniasl. JloroBop MEHBI.
Kpemuruoii  gororop. Jloroop xpaneHus. JIoTOBOp IOCTaBKH.
JToroeop mpokata. KoMmmepyeckuii JOroBop.

IlpakTuyeckan padora: «Odopmienne THIIOBLIX 10I0OBOPOB»

o(opMIICHHIO
JOroBOPOB
Oprammsarms paboreic |[loHsTue "HOKYMEHTOOO0pOT" M pasBUTHE €TI0  HOPMAaTHBHOM
DOKYMEHTaMH. METOUYECKOH periiaMeHTaluH. XapakTepucTUKa
Opranuszanys ZOKyMeHTOOGOpOTa, OTamel MABIXKCHHA H TOPAJOK 00paboTkH
JIOKYyMEHTO000pOTa, | JOKyMeHTOB. Pabora ¢ BXOMAIIMMH — JTOKYMEHTAMH. Dransl
PerucTparius obpaborku noKyMeHTOB. KOHTpOJIB HCIONHEHHA JOKYMCHTOB.
JOKYMEHTOB. Perucrpanust JOKYMEHTOR, BU/(BI PETHCTPALIH.

Ipakru4ueckas pabora: «PadoTa ¢ HCXOAAMMME 1 BHYTPEHHHMH
NOKYMEHTAMM

Texymiee xpaHennuc
JIOKYMEHTOB.
Homenxarypane.

OneparuBHoe XpaHeHHe Jel (IPOBEpPKa HATHIHI JOKYMEHTOB,
HOPSIOK BBUIAYH JEN). DJIEKTPOHHBIC JOKYMEHTBI M HMX XPaHEHHE.
DKCIepTU3a LeHHOCTH J0KYMEHTOB.

Ipakruaeckasn padora: «Odopmirenne HOMEHKIATYPBI 1€

ApXUBHOE XPaHEHHC

Omnpezenenne cpokoB xpaHenus. IIopsIok BeIaYH ACIL. [lonroroska

TOKYMEHTOB men u mepenada B apxus. @opmaomucn u akrel llepemaua nen B
apxuB. PaGora ¢ KOHQUIECHIMAILHBIMEI TOKYMEHTAMH.
IlpaxTuveckan pabora: «Odopmiuenne JOKyMeHNTaUMu JIJIst
apxusal
OprauuzaruoHHasteX |BHILI ¥ yCTPOUCTBO OPraHM3alMOHHON TEXHUKH. Kcepoxc. daxc.
HHKa Ipunrep. Ckamep. Ilepcomambupiii kKomupoTep. MynsTuMenuiHOE

obopy/loBaHHE.
IpakTuyeckas padora: «Padora ¢ OPrIeXHUKOH»

CrenaabHbIH MOIYJIL

Kanposoe obecneuenne

Paznen 1. OcnopHbie 321249 YIPABJIeHH KAIPDAMK

Tpymnosoit xonexe PD.
Tpytoroii 10roBop,
€ro 3aKIIOUCHIMC.
Odopminenue
TPYIOBOTO IOTOBOPA.

3HadeHue TPYIOBOrO JOroBopa. 3aKJIYeHHE TPYIOBOrO I0roBopa
Ha OMpeJe/IeHHEI H HeOoNpeIeNeHHbIH cpoK. OCHOBHBIC PEKBU3HTEL
TpyZoBOTO JIorosopa. TpyoBkie IpaBa i 00S3aHHOCTH PAOOTHHKOB.
Ipakrugeckast padora: «Cocrapiienne TPYI0BOIo 0roBopay»
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CTpyKTypHBIIIPHKA3
I10 IIPEIIIPHATHIO.

[opsimok mpuema Ha pabory. JIOKyMEHTHI IpH IIpHEME Ha paboTy.
Asrobuorpadus. Xapakrtepuctuka. 3assrnenue. Pesrome. Ilpukas o
npueme na padory. Ilpoctoit m cnoxeeli npukas. lTectupopanue.
[Mepeson Ha jpyryo pabdory. llpexpamenue TpyAoBOro A0roBopa.
[Ipukassl 0 MOOUIPEHUH | HAJIOKEHHH B3bICKAHUH.

Ipaxkruueckas padora: «CocTaBjIeHHE IPHKAIOBY

Ksamupuxamuonx Arttecranus obyuaromuxcs B COOTRETCTBHHU c
BIi npoeCCHOHATBHBIME  TPEOOBAHMAME M  KBanKM (QUKAHOHHOK
IK3aMeH xapaktepucTukoi «Cekperaphb-aAMUHUCTPATOPY.
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III. OprannzanuoHHBIH pa3/jie
3.1. XapakTepucTHKA yCJIOBMI peaIH3alliH HPOrPaMMbI

3.1.1. TpeGoBanus K KaAPoOBOMY 00ecIeCHHIO

Peamuzamus IIPOrPaMMBI IpodeCcCHOHATILHOTO 00y4eHuUS obecrieunBaeTCs
NefaroruyeckuMy  paboTHUKaMH — 00pa3oBaTeNbHOM  OpraHu3aliu, a TaKKe JIMIAaMM,
NPUBICKAEMBIME K DPEAIM3allii IPOrpaMMBl IPOGECCHOHANBLHOrO OOYYEHHS Ha YCIOBUSIX
rpaKIaHCKO-IIPABOBOTO JIOTOBOPA, B TOM YHCIE H3 YHCIA PYKOBOJHTENEH ©U pabOTHHUKOB

OpraHM3aIMii, HAlTpABIEHNE AESTETIEHOCTH KOTOPBIX COOTBETCTBYET 00IacTH NPOhecCnoHaNbHOM
e TeIEHOCTH.

3.1.2. TpedoBanus K MaTepUAILHO-TEXHAYECKOMY 00ecneeHnIo

Iomemenus MpencTaBasior cobol ydeOHble ayMTOpUM Jild IPOBEACHHS 3aHATHA BCeX
BHZIOB, IPEIYCMOTPEHHBIX IIPOrPaMMOi TPohecCHOHATEHOr0 00y IeHNUs!, B TOM YHCIIC TPYIIIOBBIX
U HHIMBH/yalbHIX KOHCYTBTANH, TeKyIIErOKOHTPOIIA H IPOMEKYTOYHOM aTTEeCTallUH, a TAKKe
TTOMEINE A /Ul CaMOCTOATENBHOH paboThl, OCHAIEHHBIE O0OPYJOBAHHMEM, TEXHHYCCKHMHU
cpencTBaMu 00ydeHus.

MAOY rumuasus Nel6l, peanmsyromas mporpaMmy o npodeccu¥, pacronaraet

MaTepuanbHo-TeXHudeckod  Oazolf,  ofecneumBaronieii  IpPOBEJCHHE  BCEX  BHIOB
MEKIUCIHUIUTHHAPHON TIOJTOTORKH, IPAKTHYECKOH paboThl 00y4aromuxcs, IpeyCMOTPEHHbIX
yaeOHBIM IUIAHOM K COOTBETCTBYIOIEH JIEHCTBYIOIIMM CAHUTAPHBIM M IIPOTHBOIOXAPHBIM
[paBHIaM M HOPMaM B Pa3pe3e BHIOPAHHBIX TPACKTOPHH MEHHMAIBHO HEOOXOIMMBIH JIs
peamuzaruu ITI1O nepeuers MaTepHaibHO- TEXHIYIECKOT0 06eCeuen s, BKIF0YacT B CeOL:
Vyebnnnii kadmber: mkad s xpaHeHus y4eOHBIX MOCOOHMH, NpOrpaMMHO-aITIapaTHBIH
KOMITIEKC B KOMIUIEKTE, JOCKA KJIaccHas, CTOJI YUMTEls, KPECTIO YIHTENsA, CTON YICHHICCKU,
CTYI yUYeHHYecKu#, ceTeBoit GUIbTp, MHOTOQYHKIMOHAIBHOE YCTPOHCTBO, KOMIBIOTED YUHUTENA
¢ mepubepueil (IMIEH3MOHHOE NpPOrpaMMHOe oOecredenre, 00pa3sOBATEIBHBIA KOHTEHT H
CHCTEMa 3amUThl OT BPEIOHOCHOM HH(MOPMALNM), CHCTEMa 3AMMTEL OT BPEIOHOCHOM
uHdopManuy.
Kanneasipexue npunaieskHocTn: OyMara KCepoKcHas A4, Nalka, [anka-perucTparop, naika
2 KONBIA, XKypPHAI PErHCTPalldd HCXOJAMMX JOKYMEHTOB Ha CKpCIIKE, JKypHAT PErHcTpaliu
BXONAIIMX JOKYMEHTOB Ha CcKpenke, Gaitn Biaagemn, kned TIBA, HOXHHIPBL, CTemep
KaHLEIAPCKAH, IBIPOKOIL

3.1.3. Tpebopanus K HH(OPMANHOHHO--METOIUYECKOMY 00€CcIeeHAI0
OcHOBHBIE HCTOYHUKH:

1. Kysmenos, U. H. Jlokymenraiuommoe obecneyeHne yrupaBieHus. J[OKyMEHTOO00OPOT M
JIETIOMPOM3BOJICTRO: YIeOHUK U IPAKTUKYM JULL IIpHKIagHorobakanaspuara / M. H. Kysneros.
— M.: Usnarenscrio IOpaiit, 2018, — 461 c..

2. Kysmenos, Y. H. Jlokymenranuonnoe obecredenue ynpasienus. J(oKyMeHTOOOOPOT H
JeNoNpoH3ROACTRO: yuebruk u mpaktukym juis CIIO / V. H. Kysuenos. — M.: HsnarenscTeo
[Opaitt, 2018. — 462 c.

3. Tomenko, XK. T. Conpmonorus yupaBnesus: y4eOHMK M IPAKTHKYM JUIf aKaJeMHYECKOro
caxanaspuata / K. T. Tomenko. — M.: M3garenscrro KOpaiit,2018. — 303 c.

4, Koucrurynus PO.

JlonmoxnaTe/bHbIC HCTOYHHUKH:

5. Poroskua M. 0. Oprarmsanys yUpaBicHHs TEPCOHAIOM NpenupuaTHs]:Yuyed. - mpakT.
[Tocobue / M.JO.Poroxun - M.: Usp-so PIJI, 2015 - 224¢.

6. Kpyrmsuckas JI. 5I. HacronsHas kuura cexperaps: Cnpasounuk - CI16, 2014.
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Ilepedens pecypeons HHGOPMAIHONHO-TeICKOMMY HHKANOHHOH ceTH «HTepner,
HEO0OXO0AMMBIX IISI OCBOSHHS (HCIHILIHH b

Iopran «Apxusel Poccuuy» [DnekTpoHHBIH pecype]. Dnextpon. nad. - M.: Pocapxus,
2001. - Pesxum pmocryma:_http://www.rusarchives.ru. - 17.05.2018;Bcepoccniickuil HayJHO-
HCCIIEI0BATENbCKHIA HHCTHTYT [JOKyMeHTOBe[eHuss u apxupHoro nema (BHMMIAIL)
[DnexrporssIi pecype]. Dnexrpon. gar. - MBHUWIAL 2010. - Pexmm moctyna:
http://www.vniidad.ru. - 17.05.2018;0duuuansueii caiit xommanun «Koncymprant Ilmocy
[DnexTponnmiii  pecypc]: 3akonomarensecTBo P@: KOJCKCHL, 3aKOHBI, YKa3bl, IOCTAHOBICHH
npasuTenseTBalP®. OnekTpoH. JaH. - 1997. - Pexum nocryna: http://www.consultant.ru_-
18.05.2018. :

WudopMamosHo-1IpaBoBoi nopran «"apaaT» | DnexTpoHHBIM pecypc]:
3aKOHOIATEIHCTBO (KOJEKCHI, 3aKOHbL, YKa3 bl, HOCTaHOBIeHU:) PO, aHanuTHKa, KOMMEHTAPHH.
DnextpoH. gaH - M.: HIIII «TAPAHT-CEPBUC- YHUBEPCUTET

3.2. KoHTpoash ¥ 0lEHKA 0CBOEHHUS MPOTPaMMBI

3.2.1. KouTpoJn Ka4ecTBa NOAroTOBKH

Texymmii KOHTPOJIb YCIIEBAEMOCTH OOYdarONMXcs MPeACTABIsSET CHCTEMATHICCKYIO
IPOBEPKY y4eOHBIX IOCTMXEHHWH 00ydarouxcs, NIPOBOJMMYIO IIperojiaBareieM B XOAC
OCYIIECTBIEHHS 0OPA30BATEILHON JIeATENLHOCTH B COOTBETCTBHH ¢ OCHOBHOH 00pa3oBaTenLHOM
nporpaMmoi. llpoBenenne TeKymiero KOHTPONS yCHEBAEMOCTH HAIpaBICHO HA obecrieueHue
BLICTPAUBAHHs 00PA30BATENBHOIC IIPONEcca MAKCHMAILHO () (exTHBHEIM obpasoM s
JOCTIDKEHHS Pe3yJIbTaTOB OCBOCHHS OCHOBHOM 00pa3oBarelIbHOM IPOrPaMMBL.

Texymnuii KOHTPOTH YCIEBAEMOCTH O00YYarOIMxcs IPOBOAUTCH B TCUCHHUE yaeOHOro
Neprozaa B Lenax:

1.  KOHTpOIs YPOBHsA JOCTHKEHHS YYalMMUCA PE3YIbTATOB, IPEIYCMOTPEHHBIX
00pazopare)bHON IPOrpaMMOi;

2.  OUCHKH COOTBETCTBHA Pe3yIbTATOB OCBOCHHS o0OpazoBaTeNILHON
[IpOTpaMMBI;

3. mpoBeeHHS 00YHAIONMMCS CAMOOICHKH, ONEHKH €ro paboTsl IeJaroruIecKuM

paGOTHHMKOM C LETBI0 BO3MOXKHOTO COBEPIICHCTBOBAHMS 00pa30BaTe/IbHOTO TIPOLEeCea.

dopMBI TEKyIIero KOHTPOJsS ONPENENser NperojaBaTelh ¢ Y4CTOM KOHTHHICHTA
obyuaronmxcs, CoAepXaHus y4eOHOro MarepHala U HCIONL3YEMBIX oOpazoBaTenbHbIX
TEXHOIOT .

TexyIui KOHTPOIIb [0 TEOPETHIECKOMY 00Y4CHHIO OCYINECTRIETCA B thopMe ycTHOTO
ompoca ~ (GpOHTAIBHBIA, TIPYNNOBOW,  HHIMBHIYANbHBIA) W THMCBMEHHOIO  OIpoca
(camocTosTebHAsT paboTa, TECTOBBIH KOHTPOIIL,COCTABICHHE TE3UCOB M OIIOPHLIX KOHCIIEKTOB 1
TOKJIAJIOB).

IpomexyToMHAR ATTECTANAA

Ilensimur TPOBEAEHYS IPOMEIKY TOUHOM aTTECTAIMM ABIAIOTCS!

1. 0OBEKTHBHOE YCTAHOBJIEHHE (DAKTHYECKOTO YPOBHS OCBOEHHUI 06pa3oBaTeNIbHON IIPOTPaMMbI
1 JIOCTIKEHUS PE3YIIBTATOB OCBOCHHS 00Pa30BaTEIbHOM NIPOrPAMMEL,

2. COOTHECEHHE 3TOr0 YPOBHA ¢ KBaIM(UKAIMOEHBIMU TpeOOBaHHUAMH, YKA3aHHBIMU B
KBANH(QHKAMOHHON XapaKTepUCTHKE IIPOGECCH;

3. OlEHKa JOCTMXKEHHMI KOHKPETHOro o0ydaromerocs, MO3BOJIIOIAS BBIIBUTH pobensl B
OCBOGHHMH MM 0O0pPa30oBaTeNBHOM IPOrpaMMBl ¥ YYHTHIBATH MHIHBHTYAILHbIC 1oTpeOHOCTH
YYAIIerocs: B OCYIICCTBICHHH 00pa3oBaTe/IbHON AEATEILHOCTH;

4. olleHka TUHAMAKY WHIUBHIYAILHBIX O0Pa30BAaTENBHBIX AOCTHIKCHUH, IIPOJBIIKCHAL B
JOCTHKEHIH TIAHUPYEMBIX PE3YJIBTATOB OCBOEHMS 00Pa30BaTeIbHOU IPOTPAMMBI.

5. TMPOMEXKYTOYHAs aTTeCTallid IIPOBOJAMICA B COOTBETCTBHM C KaICHIAPHBIM rpag KoM
yuaeOHoro npomecca.
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Hrorosasi arrecranus

IIpodeccHonanbHas [OAIOTOBKA 3aBEPIIACTCA WTOTOBOH aTTECTAlMEH B bopme
KBATM(QUKAITMOHHOT0 9K3aMEHA. ,

KpanuUKanyoHHEIX SK3aMeH BKIIOUaeT B ce0s MPaKTHYECKYIO KBAM(HKAIMOHIYIO
paboTy W TIPOBEPKY TEOPETHYECKHX 3HAHMH B MpeieNax KBanu(uKanuoHHbIX TpeboBaHuii,
YKa3aHHBIX B KBATH(QUKALHOHHON XapaKTepHCTHKE IPO(EeCCHH.

B 1epuo[ TMOATOTOBKM K BBLIIYCKHOMY KBATM(UKAIFOHIOMY 3K3aMEHY POBOIUTCH
KOHCYJILTAIMS 33 CYET CIIENHAbHO OTBEIEHHOTO Ha HEE BPEMEHH.

K HToropodl ATTCCTAlMM JIONYCKAIOTCS JIMIA, BBHINONHHBIIME TpeOOBAHHML,
PEAYCMOTPEHHEIE TPOTPaMMOH NPO(ECCHOHATHEHOTO O0yqeHHs [0 NPOPECCHH M yCTENHO
TIIPOIIE/IIHE BCE ATTECTAIMONHBIC HCITBITAHUS, IIPENYCMOTPEHHEIC IIPOrpaMMOH.

JInwam, TIPONIEIIIHM COOTBETCTRYIONMEe 00ydeHHe B MOTHOM 00BEMC U IOy IHBIIEM
MOTOKHUTEIBHYIO ONEHKY Ha HTOTOBOIl aTTecTalMu, NPUCBAMBACTCS KBATMQHKAMA IO

npodeccrn «CekpeTaph — aIMUHHCTPATOP» 3 pasps/ia U BHIIACTCS MOKYMCHT yCTaHOBICHHOTO
obpazua.

3.2.2. Ouenounslie cpeacTBa
3agepmaeTcs 00y4ueHue 10 yueOHOH IPAKTHKE IPOBEC/ICHAEM nuadepeHEpPOBAHHOIO 3a9€Ta.
AnpecoBanue JJOKyMEHTOB.
brmask 1 ero cocTas.
Bujib1 O11aHKOB.
Bue! JIOKyMEHTOB.
Buasr mpukazoB 110 JIMYHOMY COCTaBY.
JIoKHOCTHAS] HHCTPYKITHS M €€ OCHOBHBIE Pa3/IeIib]
Kommepueckoe nucsmo (Odepra).
KoHTpoJb 33 HCIIOTHEHHUEM JIOKYMEHTOB.
Ob6s3arebHbIe PEKBU3UTHI [ ITHCEM.
OpranuzaloHHO - PaCIOPAJAUTEBHbIC JOKYMCHTEL.
OprasuzaioHHbIe JOKYMEHTHI.
OpraumzanuoHusie GOPMBI BEJICHHS NEIONPON3BOACTBA.
Opranusais JOKyMeHTO000pOTa Ha NPEIPUITHH.
Opranusaiys pabodero MecTa je/IONpPOU3BOANTCIIA.
OTTHCK IIeUaTH.
O opMUATE rapaHTHHHOE ITHCHMO.
OdopMUTE TOKIAAHYIO 3AITHCKY.
OdopMUTh 3aABICHEE O KOMAHIHPOBAHUM H W3/ATH IPUKA3 HA OCHOBAHMM 3asBIICHIT.
OGOPMETE 3asBIEHNE O HA3HAYEHHH Ha JOJDKHOCTD i M3/aTh IPHKA3 Ha OCHOBAHUH 3aBICHHUS.
O}opMHITE 3asBIEHHEE O IPEIOCTABICHHH OTIyCKA U H3aTh IPKKA3 Ha OCHOBAHMM 3aABICHHUA.
OQOPMHTE 3asBJIEHUE O IIPEAOCTABIEHIH OTIYCKa II0 OepPEMEHHOCTH U POJIaM U U3/aTh
CIIOKHBIN IIPHUKA3 Ha OCHOBAHUH 3asBIICHUSL.
OdopMUTE 3asBIECHNE O IPEAOCTaBIeHHH yIeOHOro OTIIyCKa M U3/1aTh PUKA3 Ha OCHOBAHHH
3asIBJICHHA.
OhopMHTE 3asBIICHHE O IPUEME Ha paboTy ¥ U3[ATh [IPUKA3 Ha OCHOBAHMH 3asBIICHILA.
OdopMATE 3asB/IeHHE 00 H3MeHeHHH (aMAIIM U H3aTh TPEKA3 Ha OCHOBAHWHN 3as5BICHUL.
O(OpMHTE 3asBICHHE 00 YBOTBHEHUH | H3/(aTh IIPHKA3 HA OCHOBAHNY 3aSBICHUL.
OdopMHUTEL KPATKAH TPOTOKOJL.
OGOpMATE MHCEMO — IIPUTTIALIECHHE.
O¢GopMHTE THCHMO -TIPOCHOY.
OQOpPMATE TTACHEMO-0TBET \ € TEKCTOM\
OdopMHTL IHCEMO-0TKA3.
OdopMuTh IHCHEMO-TpeOOBAHKE.
OdopMuTh NMCEMO-LIIEPKYILSP.
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OdopMHUTE IPETCH3NOHHOE IIHCHMO.
OQOPMHUTE IIPHKA3 O OCHOBHOM JACATEIILIOCTH.

OdopMUATEL IPOTOKOIL.

O} OpMHATE COIPOBOAMTEIBHOE IIHCHMO.

OdopMIeHHE aKTa.

O¢opMIeHHE IHCHMA II03/[PABTICHUS.

OdopMIeHnre MHChMa-MOATBEPIKICHU.
OcopmieHKe IPHKa3a O Ha3HAICHUM HA JOJDKHOCTD.
OdopMIICHHE [IPHKa3a O MPEAOCTABICHHH OTITYCKOB.
Odopmuierre IprKasa 00 yBOIbHEHUH.
Odopmerne IpuKasa Iepesosia Ha Jpyryo pabory.
OthopmMIeHHe IIPHKa3a 110 OCHOBHOH JIEATEILHOCTH.
OdopmIIcHHE TIPUKA30B [0 JTHYHOMY COCTaRY.

OdopmieHIE IPOTOKOJIA.

Odopmiierie pacmopsMTEIbHEIX JIOKYMCHTOB.

OdopmiieHHe PEKBU3UTOBR

OdopmIIcHEE CIIPABKH.

OdopMIleHHE CHPABOYHO-NH(OPMAIHOHHBIX HOKYMEHTOB.
OdopmieHre TenerpaMMBl.

Odopmierue TeIedOHOrPaMMBL.

OdopmieHie ITaTHOTO PACTIHCAH L.

OdopMIIeHHs MECHMa HAOMIHAHMS B H3BEIICHHL.
OdopMIeHHIs TPUKa3a O IOONIPEHHHA 1 B3bICKAHIH.
OdopMIIeHHs CBOHBIX IPUKA30B II0 JIATHOMY COCTaBY.

TTousTHE 0 NOKYMEHTAX.

[IpaBu/ia HOATOTOBKH O OGOPMICHHIA TOKYMEHTOB.

[IpeTen3HOHHOE MICHMO.

Permcrpanysd JOKYyMEHTOB.

Pexsuzuter OP/L.
PexaMHbIe TTHCHMA.
Cny:xeOHBIE THCHMA.

Cocrtapyienue ¥ opopMIeHHe 16 (JTICTa-3aBEPUTeNis 1eNIa, JIMCTa H KapTh-3aMECTHTCIA aena).
Cocrapienue 1 odopmienue 1en (00T0KKHY Jella, BHY TPEHHEN OICH Jena)

CocraBienne u 0OpMIIEHHE JIOBEPEHHOCTH.

Cocraniesne ¥ opopMIICHHE JOKIa/HOH 3aIUCKH.

CocTapienye 1 oQopMIIeHHe HHCTPYKLIUE 110 ICTIONPOU3BOICTRY

Cocrapienne u oQopMIIEHHe 00BACHUTEILHON 3aIUCKHY.

Cocraslienue ¥ 0QOpPMICHHE coracks Ha 00paboTKy HEPCOHANBHBIX IAHHBIX paboTHHUKA.

3.2.3. TIporpaMma HpPaKTAYECKOro 00y IeHus

Tema 1.1. Conepxanue:
Cosepmencrpopanye | Texauka (Ge30macHOCTH M 0E30MACHOCTL TpyJa B KOMIIBIOTEPHOM
TEeXHUKH M CKOPOCTH | KIacce.
nucKEMa Opranuzamys padouero Mecra
OtpaboTKa TEXHHMKH I[HChbMa: IHCHMO  TEKCTOB pazMIYHOR
CTOKHOCTH, pelakrupoBanme W (GOpMaTHpOBaHue; BCTABKA
0OBEKTOB.
Tema 1.2. Conepxanue:
OprasH3aiMoOHHO- Odopmirenre obpasiia JIOJGKHOCTHOH HHCTPYKITHHA
IPaBOBEIE HOKYMEHTEI

21




Tema 1.3. Comepikanue:
Opranu3anroHHO- CocrapreHue ¥ 0(pOpMIIEHHE ITOCTAHOBICHHUS
pacopsIuTeNbHee | CocrapieHue U 0(pOpMIICHHE IpHKa3a

BORYNIEHTEE Cocranienne 1 oOpPMIISHUE BBIIMCKH M3 IIpHKa3a
Cocrasiacaue # 0QOPMIICHUE PEIICHIS
Tema 1.4. Copepixanue:
HudopmanaosHo- Cocrasnenne ¥ opopmieHne dhaxca, TeaehOHOrpaMMBbl
ClpaBoIHad Cocrasinesue u oQopMIICHHE aKTa
AOKyMEHTANMA Cocrasnenye u ohopwienne IIpoToxoaa B BEITHCKH

Cocrasnenne H  odopMiende  JOKIAaIHON, CIy:KeOHOH w
00BICHATENLHON 3aIIMCOK -
Cocrapnenre 1 oQopMIeHHe PA3HOBUAHOCTEH JIEIOBBIX IHCEM
Tema 1.5. [Tpuxnansste | Cojepxanue:
uporpammbel MS Office | Cosjiarue Ipe3eHTalMy ¢ aHUMALAEH

Tema 1.6. Kanpopas | Cojepikanue:

paboTa Odopmirenne pe3roMe i COIPOBOAMTEILHOTO ITHChMA.

Odopmienue Jlnunoi xaprouxu padoTHuka OdopmicHie (opMbI
BHYTPCHHCH OIHUCH TOKYMEHTOB.
Odopmitenne TpyI0BOIo IOTOBOPA
Odopmnenne obpasuos [lpukasa o Tmpueme Ha paboTy H
00s3aTensCTBa
0 HEpa3TJIAICHIH CITY)KECOHOM TAHHE]
OdopmiieHre THTYILHOTO JucTa TPyI0BO# KHHIKKH M 3aIlOJIHEHHE CC
pasjgenos. Odopmrnenne (Gopmbl  JKypHana ydeTa  IBHIKCHHS
TPYAOBEIX KHIKEK M AKTa CIUCAHH GIAHKOB TPYJOBBIX KHIDKEK U
BKJIAALIIICH K
HUM
Odopmirenue 3asBieHHss o Impueve Ha paboty OdopmncHie
JTOKYMEHTOB O IIePeBOJie Ha APYTyIo paboTy

3.2.4. MeToanyecKue MaTepUAJILI

Tema 1. Jlenopas mrpa «KaqpoBeiif BOIPOCY. AHKETHPOBAHHE «ITpodeccuonansHas
TOTOBHOCTEY.

3ajaua; 3MAKOMCTBEO ¢ HOBBIMH mpodeccusiMi Ha polike Tpyna. Ilpodecenn B chepe
VIpABIEHUs: CEKpeTaph-pe(epent, CeKpeTapb-MAIMHUCTKA, &/ IMUHICTPATOP TIOCTHHMIIBL,
JCIONPON3BOUTEND, — JWCHETIep,  COTPYAHUK  CIPABOYHOH cyxOpr.  CocraBnenue
npo(hecCHOHOIPAMMEL.

Tema 2. 3HadcHHME JOKYMCHTAIIMOHHOIO OOECIEYCHHUsS YIpaBleHMs B COBPEMEHHBIX
SKOHOMUUECKHX YCIoBMAX. OCHOBHEIE TIOHSTHS 1 onpejeserus. Knaccupukarus T0KyMEHTOB.

3amaua: O3HAKOMIEHME yUYalEXCs C  HEOOXOJMMOCTBIO  JIOKYMCHTHPOBAHMA
yIpasieHdeckoil HEQOPMAIIH, ¢ BAKHOCTBIO UPABHILHON OPraHM3alii JOKyMEHTAlMOHHOro
obecriedeHHss B OPraHW3allfid, YYPEKICHMA W Ha NPEANPHATHM HC3ABHCHMO OT b opMBbI
COBCTBEHHOCTH, ¢ COOTHOLIEHUEM NOHITHH «MH(OPMALUS) B «HOKYMEHT?, C MHOT000pa3sHeM
JOKYMEHTORB; H3Y9HTh OCHOBIEIC TEPMAHEI H ONIPE/IETEHUS.

Tema 3. DKCKypcusi B IPHEMHYIO PYKOBOIHATENLA

3amaga: 3HAKOMCTBO C TIOPSAKOM JIOKYMEHTHOTO o0ecnedeHHs MW IIpaBAIaMy
o0cmykuBaHus paboThl PYKOBOJHUTEIS.

VIpaxHenus U 3aanus: «AHKeTa», « BusurHas KapTodKay

Tema 4. Ohopwircrre pexkBusuToB. CTHUIMCTHKA IENOBOH TOKYMEHTAIAH. dopmarsl
6ymaru 1 monst [OCT P. 6 30-2003.
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[Mpaxruueckas pabota: «Ilocrpoenue Gopmyssipa — 00pasiia ¢ yrIIOBBIM U IPOJIOIBHBIM
PACIONIOKEHHEM PEKBU3UTOBY.

3ajava: (O3HaKOMHTH YYAIMXCS C OCHOBHBIM HOPMATHBHBIM  JOKYMEHTOM,
PErIAMEHTHPYIOMMM TpaBria O(GOPMIICHHS YIPABICHIECKHX JIOKYMEHTOB, (OPMHPOBATDL
HABBIKM [TOCTPOEHUS IPOCTCHIIIMX JIEIOBBIX OyMar U JOKYMEHTOB.

Tema 5. PexBU3WTHE, NpUArONHe JIOKYMEHTaM IOPHAWYECKyr0 culy. biuanku
noxkymentoB. [lpakTrueckas padora: « Ananus Gopmyispa JOKYMEHTA.

3amaga: O3HAKOMHTH C IIOHSTHEM «PEKBH3HUT» M BigaMu ¢dopMmyiipa — obpasua, ¢
TpaBHIaMU 0QOPMIICHUS PEKBI3ATOR; PA3BHRATH IIPAKTUKO-OPUEHTHPOBAHHBIE HABLIKA B paboTe
¢ TOKyMEHTaMH.

Tema 6. TpeGoranus k TekeTy fokymenTa. HopMBr opHIHANBEHOTO CTHILL.

3ayaga: O3HAKOMHTE YYANTHXCA C BHIAME OJIAHKOB, CIIOCO0aMK H3IOTORJICHHUS OIaHKOB,
¢ TpeOOBAHUSAMHY, IIPEIBSBISIEMBIMI K TCKCTAM O(QUIHANBHBIX JOKYMEHTOB.

Tema 7. Peztome, 3asiziienue, apToduorpadus, aHkera.

Ipaxtinyeckas pabota: «CocTasienue aBTobnorpahum».

3amaua; O3HAKOMUTE YUAIMXCS ¢ BHIAMH JIOKYMEHTAIMH 110 JIHYHOMY COCTaBY, HAyYHTh
COCTABIATh K OQOPMIISTE PEIIOME U JIP. JOKYMEHTHI, IPHKA3kI 110 JIAYHOMY COCTaBY.

Tema 8. Jlenosoe mHCHMO. DTHKeT JielloBod mepenmcku. llpaxTudeckas pabora:
«Odopmitenne ciryxebHOro IHcbMay.

Janaya; O3HAKOMHUTE YUAIIHXCS ¢ BHIAME CITY)KEOHBIX IHCEM, TPeOOBAaHUAMU K TEKCTY
CIyXeGHBIX THCeM, HAydHTh 0DOPMIIITE CIIyKeOHbIE TUCEMAL.

Tema 9. Ilpuem nmoceruteneit, nenopas Oecena. [Tposenenue IpHEMOB.

3amgaga: O3HAKOMHTH YYariuxcs ¢ 0COOEHHOCTAMH DabOTHI CEKpeTapd B IPHEMHOM,
chopMEpOBATH HABBIKH BEIEHUA JIEIOBBIX PA3TOBOPOB.

Tema 10. B3auMOOTHOIIEHUS ¢ PYKOBOAMTEIEM M COCIYKMBIAMH, C TOCETHTEIISIMH.
Dtuka. Peuesoit o1uxer. Busurhas xaprouka. [logapku.

3amaua: ChopMupoBars NPEICTABICHHE O BHEIIHEM BHIC CEKpeTaps, KynbType
pabouero Mecta, KynsType noBefenus. [lposecTu rpynmnoByo JIMCKyCCHIO.

Tema 11. YueOHble 3aBCICHHAMH HAYAIBHOIO ¥ CPEIHETO IIPO(ECCHOHAIBHOIO
00pa3zoBamusi, KOTOPHIE FOTOBST BEITYCKHHKOB IIKOJI [0 CHEIUATBHOCTH «CEKPETaphy.

3ayaua: [Iposectu ankeruposamye «IIpodeccronansnas rOTOBHOCTEY.
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