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1.OBIIME ITOJIOKEHUA

1.1. Ob61acTh NpUMeEHEHUsI MPOrPaAMMbI
Hacrosimass ocHOBHasgs o0pa3oBaTesibHas MpOorpaMma OIpeAesseT 00beM U
coJiep>KaHre TPOQPecCUOHATBLHOTO0 O00Yy4YeHUs [0 TporpaMMe IOJTOTOBKH IO

npodeccun Cexkperapb-aIMUHUCTPATOP.

1.2. HopMaTUBHO-IPaBOBbIE OCHOBbI Pa3padoTKH MPOrPaMMbl
[Iporpamma mpodeccuonansHolt moarotroBku 1o npodeccun Cekperapp —

aJIMUHUCTPATOp pa3zpaboTaHa Ha OCHOBE:
- 3akoHa PO «O6 O6pazoBanumn» ot 29.12.2012 Ne273-D3;

- IIpodeccuonanshoro crangapra «Cekperapb-aJIMUHUCTPATOP», YTBEPKICHHOTO
nprukazoM MuHHCTEpPCTBA TpyAa U couuaibHOW 3amutbl PO Ne 333H ot 15 uions

2020r., 3apeructpupoBanHoro B Muntocte P® 15 utonsa 2020 r. PerucTparmoHHbIi

N 58957.

- [Ipukaza MunucrepctBa odopazoBanus u Hayku PD ot 26 aBrycrta 2020 r. Ne 438
«O6 yrBepxkaenun Ilopsaka opraHu3alMM M OCYIIECTBIEHHsS 00pa30BaTEIbHON

JeSTENbHOCTH 110 OCHOBHBIM ITporpammam npoheccuoHaaIbHOro 00y4eHHs;

- [Ipukaza MunucrepctBa oopazoBanusi 1 Hayku PO ot 2 uronst 2013 r. N 513 "O6
YTBEPXKJACHUU TIEpEeYHs Tpodeccrii pabounx U TOMKHOCTEH CITyKaluX, 0 KOTOPBIM

ocymiecTBisieTcs: mpodeccronaabHoe oOyueHue".

1.3. TpeGoBanusi K NOCTYNAKIIHM

Cucrema mnpodeccuoHaNbHOM MOATOTOBKM IMEpPCOHaja 1Mo padboyum

npodeccusiM AOHKHOCTSM CIYXKallluX MpeycCMaTprUBaeT:



- MOATOTOBKY HOBBIX Pab0OYMX M3 JIMII, HE UMEIONTUX NPpodheccuu;

- IEPENoJIrOTOBKY C 1LIEJIbI0 OCBOCHUSI HOBOM pabouei mpodeccun, HaxXoAsIIecs BHE
chepbl ux npenpayiied npodeccuoHanbHON A TENbHOCTH;

- MEPEMOATOTOBKY pabouyux Mo MpOoQecCHuu, POACTBEHHOW HX MPodhecCHOHATHHOM
NEeSATEeNbHOCTH;

- IEPENOJIrOTOBKY ~ CHEIHUAIUCTOB CO  CPEAHUM  CHElUaJbHbIM U BBICIIUM
o0Opa3zoBaHueM 10 podeccuu poACTBEHHOM UX MPEbIAYIIEH AeSITEeIbHOCTH.

[IpuHuMaroTcst JMma He MoJioke 16 Jer, UMEwIIMe OCHOBHOE oOliee
o0OpaszoBaHHUe.

OcoOble ycioBUSI J0MyCKa K padore: JOMYCK K pabOTe B COOTBETCTBUU C
JEUCTBYIOIIUM 3aKOHOJIATENIbCTBOM M HOPMATUBHBIMU JOKYMEHTAMHU OpTaHU3aIuu
(oTpacam).

HopmatuBHBIN CpOK OCBOEHHUS MPOTPaMMbI MPOPECCHOHAIIBHOTO O0yUEeHUS |

npricBanBaeMas KBaaupuKaIus IpuBeACHBI B TAOTHIIE:

MuHUMaTbHBIN HanmenoBanue IIpucBanBaembIit Cpok OCBOCHHUS
YpOBEHb KBaJTU(UKAIIH paspsin MpOTrpamMMBbl B OYHOM
o0Opa3oBaHus, MOJITOTOBKH dhopme oOyueHus

HEOOXO MBI TSI
npreMa Ha o0ydeHue
OcHoBHOe o0111ee Cexkpetapb- 16 mecsitieB
obpazoBaHue aIMUHUCTPATOP 108 yacos

1.4. IlepeyeHb cOKpalleHUIl, HCIOJIb3YeMbIX B TEKCTE

OI'OC CIIO — ®denepanbHBIi TOCYIApPCTBEHHBIM 00pa30BaTEIbHBIN CTaHIAPT
cpenHero npogeCcCuOHAIBHOTO0 00pa30BaHUS;

OOII —ocHOBHast 0Opa3oBaTeNbHAS IPOTPAMMA;

M/IK — MexxIuCUUIUTMHAPHBIN KYpPC;

I[IM — npodeccruoHanbHBI MOTYJIb;

OK — 001111€ KOMIIETEHIINH;

[1K — nmpodeccronanbHble KOMIETEHIUY;



PA3JIEJI 2. OBIIIASI XAPAKTEPUCTUKA OBPA3OBATEJIBHON
ITPOI'PAMMBbI

®dopma o0ydeHHs: OUHAS
O6beM mporpaMmbl TMPOoGEeCCHOHAIBHOIO OOyYeHUS, peain3yeMod Ha Oase
'ATIOY MO «Kanganakiickuii HMHIYCTPUAIBHBIA KOJUICIXK», IO MNpodeccHuu:

Cekperapb-aamuaucTparop - 108 akaneMmudecknx 4acos.

PA3JIEJI 3. XAPAKTEPUCTHUKA ITIPO®ECCHUOHAJIBHON
AEATEJIBHOCTH BBIITYCKHUKA

OG6nacte mpodeccHuoHaTbHOM JESATETbHOCTH  BBITYCKHUKOB:  BBIMIOJHEHUE
TEXHUYECKUX (PYHKIUH MO 00ECTICYCHUIO U 0OCITYy)KMBAaHUIO PAOOTHI PYKOBOIUTEIS
OpraHu3alliy, CBS3aHHBIX C TOJATOTOBKOW, XpaHEHHEM, OOpaOOTKOH C MOMOIIBIO
CPEIICTB OPTraHU3AIMOHHONW TEXHUKH HEOOXOAMMON MH(OpMAIMU U JTOBEJICHUEM €€
JI0 TIOTpeOUTE.

OO0bekThl  TPO(ECCHOHATBLHOM  JeSTEeNbHOCTH  BBIMYCKHHKAa  OObeKkTamu
npodeccuoHaIbHOM NeATeTbHOCTH BBIITYCKHUKOB SIBIISFOTCS:

- TOKYMEHTUPOBAaHHAS MHPOPMAILIHS;
-IPOIIECC TEXHUUECKOTO 00CITYKUBaHUSI paOOThl PYKOBOIUTEIS;
- OpraHu3alMOHHAs TEXHUKA.
OOGyuaronuiica no npodeccun Cekperapb TOTOBUTCA K CIEIYIOIIUM BHUIaM
NESATEbHOCTHU
-MH(POPMAITMOHHO-TOKYMEHTAIIMOHHAS e TETHHOCTD;

-Oprann3anOHHasd ACATCIbHOCTD.



PA3JIEJI 4. INTAHUPYEMBIE PE3YJIbTATbBI OCBOEHUA
OBPA3OBATEJBHON MPOT'PAMMBI U HHJIMKATOPBI NX
JOCTHU/KEHUA

4.1. O01mme KOMIETEeH U

OOyyaromuiics, OCBOMBLIMN NpOrpaMmy MNPOPECCHOHAIBHOIO O0Y4YEHUs IO
npodeccun  «Cekperapp - aIMUHHUCTPATOpP» JOJKEH 00JiajaTh O0ImMMU
KOMIIETEHIIMSIMH, BKIIOYAIOIIUMH B C€0s CITOCOOHOCTb:

- MOHUMATh CYIIHOCTh M COLMAIBHYIO 3HAYMMOCTh CBOCH OymyIel mpodeccum,
IIPOSIBJIATH K HEM YCTOWYMBBIN UHTEPEC;

- OpraHW30BBIBATh COOCTBEHHYIO JEATEILHOCTh, UCXOJS U3 IIEH U CITOCOOOB €¢
JIOCTIKEHUS, OTIPEIeTIEHHBIX PYKOBOJUTEIIEM;

- aHaIM3UpOBaTh PAOOUYYI0 CHUTYAIMIO, OCYIIECTBJISATH TEKYIIUH U HTOTOBBIN
KOHTPOJb, OIEHKY M KOPPEKIHIO COOCTBEHHOW nesitenbHOocTU. Hectn
OTBETCTBEHHOCThH 3a PE3YJbTATHI CBOCH pabOTHI;

- OCYIIECTBIISATh TMOUCK WHPOpMAIMKA, HEOOXoauMor st d(PPEeKTUBHOTO
BBITIOJIHEHUS TPOPECCUOHANIBHBIX 33/1aY;

- HWCIOJIB30BaTh  HMH(POPMAINMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJIOTHHU B
npo¢eCcCHOHATBLHON eATeIbHOCTH;

- pabotath B komaHje, dPPEeKTUBHO 00IIATHCA C KOJIJIEraMu, PYKOBOJCTBOM,
KITUEHTaMU;

- OpPHCHTHPOBAThCA B (popMax COOCTBEHHOCTH OPTaHM3aIlUX Pa3IUYHBIX Chep
npodecCUOHaTbHON JEATebHOCTH;

pa3dupaThCcs B KapOBOM MOJIUTHUKE NMPEATIPUATHSL.

OOyyatouuiics, OCBOMBIIMIA MporpamMmy MNpOPECCUOHAIBHOIO OOYYEHHUsS IO
npodeccuu «Cekperapb - aJIMUHHUCTPATOP» JIOJKEeH o0anath
npodeccHOHAJBLHBIMUA KOMIETEHIHSIMH, COOTBETCTBYIOIIMMHM OCHOBHBIM BHIaM
npo(ecCHOHATBHOMN 1eATEITbHOCTH:

- OcymiecTBiaTh paboOTy IO OPraHM3allMOHHO-TEXHUYECKOMY OOECIEUEHHIO
aAMUHUCTPATUBHO  PACHOPAIUTENIbHON  JAESITEIbHOCTH  PYKOBOJUTENS
OpEIIpPUATHS.

- Bectu nenonpou3BoACTBO, BBIIOIHATH Pa3IMYHbIE ONEpPALUU ¢ IPUMEHEHUEM
KOMIIBIOTEPHOW TEXHHWKH, NpeIHa3HauYeHHOW sl cOopa, o0O0paboTKu U
NpeaCcTaBiIeHUs MH(OPMALMU IPY MOJATOTOBKE U MPUHATUU PELICHU.

- IlomroraBnmBaTh JOKYMEHTHI M MaTepuaibl, HEOOXOAUMBIE sl pPabOTHI
PYKOBOJUTENS.

- IIpoBepsiTh TPaBHIABLHOCTH OGOPMIICHUS TIOATOTOBICHHBIX MPOEKTOB

JOKYMEHTOB, MEpeJaBaeMbIX PYKOBOJIMTENIO Ha MOJIHUCH, 0OECIeYnBaTh



KayeCTBEHHOE MX PeJaKTUPOBAHUE.

Opranu3oBbIBaTh MpPOBEAEHUE TeIE(POHHBIX MEPErOBOPOB PYKOBOIUTES,
3aMUChIBaTh B €r0 OTCYTCTBUE MOTYyYEHHYIO MH()OPMAIHIO U TOBOJUTH 10
€ro CBEJICHUS €€ CoJlep)KaHue, rnepeaaBaTb U NpUHUMATh UH()OPMALIMIO 110
NPUEMHO-TIEPErOBOPHBIM yCTPOMCTBaM, (Tenedakcy, TeleKCy W T.IL.), a
TaKkKe Tene(OHOrpaMMbl, CBOEBPEMEHHO JIOBOJIUTH 1O €ro CBEICHUS
UHQPOPMAITUIO, TIOTYYEHHYIO 110 KaHATaM CBSI3H.

[lo mopy4eHHIO PYKOBOIWTENS COCTAaBISATh MHCHbMA, 3alpOChl, APYTue
JOKYMEHTBI, TOTOBUTb OTBETHI aBTOPaM IHCEM.

[lewataTh 1O yKa3aHWIO PYKOBOAWUTENS CIY)KEOHbIE MaTepHabl,
HEOOXOIMMBIE JUIsl €ro paboThl, WM BBOJIWUTH TEKYIIyI0 HH(OpMAIuio B
OaHK JaHHBIX.

Opranu3oBbpIBaTh NPUEM IIOCETHTENEH, COAEHCTBOBATH OIMEPATUBHOCTH
PaccMOTpEHHUs MPOChO U MPEAIOKEHNI paOOTHUKOB.

dopmupoBaTh Jena B COOTBETCTBUU C YTBEPXKIACHHOW HOMEHKIATYpPOU,
o0ecrneurnBaTh UX COXPAHHOCTh U B YCTAHOBJIEHHBIE CPOKH C/1aBaTh B apXUB.
KonmpoBaTh JOKyMEHTHI Ha IEPCOHATLHOM KCEPOKCE.



5. CTPYKTYPA OBPA3OBATEJBbHOM NPOT'PAMMBI

5.3. YuyeOHBIH IJ1aH

1o NpogeccuoOHATHHOMY 00y4eHHUIO M TONMOJHUTEJIHLHOMY Npo(deccHoHATLHOMY 00pa30BaHNIO
0e3paboTHBIX rpaskaaH no nporpamme «Cekperapb aAMMHUCTPATOP»

Bug oOyuenus

[IpodeccuonanbHas NOArOTOBKA

MuHHUMaBHBIN YPOBEHb 00pa30BaHuUs
NPUHUMAaEMbIX Ha 00yueHHe

(moAroTOBKA, NEPENOArOTOBKA, TOBBIIIICHHE
KBATU(DUKAIIH )

OCHOBHOE€ 0011Iee

JnmurenbHOCTH 00yUeHus

16 mecseB (108 gacoB)

Vuebnas Harpyska B HEACIIO

2 yaca

Kpanudukanys, paspsin

Cekperapb aAMMHUCTPATOP

KonnuecTBo uenoBek B T'pymnIe

JIokyMeHT 00 OKOHYaHUH 00yUYeHHUs

CBHJCTCIIBCTBO

No HauMmenoBanue DUCIUIIIINHBI Beero Pacnpenenenue no yacam Dopma
n/n 1acos TECOPETUYCCKUX MPAKTHYCCKUX KOHTPOJI
1 | OGmenpodeccrHoHaIbHBIN UK 14 4 10
1.1 | Ilcuxonoruyecknue 0OCOOCHHOCTH R
4 2 2 3a4€CT
paboThI cekpeTapsi
1.2 | UadopmaiimoHHbIe TEXHOIOTHH 10 ) g
B paboTe cekperaps
2 | DxoHOMHYECKHH OJI0K 4 4 0
2.1 | MenemxmeHT 4 4 0
3 | [IpodeccroHaNbHBIN UK 68 8 60
3.1 | MammHonuce 4 0 4
3.2 | Ciy»KeOHBIi ATHKET U MPOTOKOI 16 0 16 3auer
3.3. | loKkyMeHTHI 1
JIeNIONPOU3BOICTBO 32 0 32 3auer
3.4. | KagpoBas pabota
(1C: TpeanpusTue) 16 8 8 3auer
4 | TIpou3BOACTBEHHOE OOYUEHHE 18 0 18
Brimonnenne paboT mo
npodeccun Cexkperapb — 18 0 18 SK3aMeH
aJIMUHUCTPATOP
5 Kaau(ukaIMoHHbIH 3K3aMeH 4 4 0 dK3aMEH
Bcero uacos: 108 36 72




5.2. KanennapHsiii yueOHbI rpaduk

/M
S | x |E 1 3
g S = 2 monyrogue
Haumenosanue o 5) > ITOJIyTOJIN€ IIOJIyTOJIUE
(]
3 T 5
M 09 10|11 |12 |01|02|03|04|05]|09 10|11 |12
[Icuxonoruuecknue OCHOBBI pabOTHI CEKpeTaps 4 2 5 4
HNHpopmanroHHbIE TEXHOJIOTUHU B paboTe ceKpeTaps | g 2 8 4|6
MeHeKMEHT A A 0 5 | )
MamuHonucs 4 0 4 4
Ciy>xe0OHBII TUKET U IPOTOKOI 16 0 16 > 18 ls
JIOKyMEHTBI ¥ JEONPOU3BOICTBO 32 0 32 >lslslsle

Kanposas pabora (1C: [Ipennpusrtue)
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[IpousBoaCTBEHHOE O0yUCHUE
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KBanudukaunoHHbIi 3K3aMeH




6. YCJIOBUSI PEAJIU3ALIMA OBPA3OBATEJILHON TPOI'PAMMBI

6.1. TpeOoBaHMs K MATEPHAIbHO-TEXHUYECKOMY OCHAIIEHHIO MPOTPAMMBI

CriennasibHbIE MTOMEIEHUS MPEACTABIAIOT COO0N yueOHbIe ayTuTOPUU
JUISL TIPOBE/ICHMS 3aHATUN BCEX BHJIOB, NPEIYCMOTPEHHBIX 00pa30BaTEIbHON
IIPOrpaMMOM, B TOM YHCJIE I'PYNIOBBIX W WHIWBUAYAJIbHBIX KOHCYJIbTALUH,
TEKYILET0 KOHTPOJISL ¥ IPOMEXYTOUYHON aTTECTALMH, & TAKKE IOMEIEHUS [T
CaMOCTOSITENILHOM  paboThl, MacTepckue U J1adOopaTOpUH, OCHAIEHHbIE

060py,Z[OBaHI/I€M, TCXHUYICCKUMU CPpCACTBAMU O6y‘ICHI/IH N MaTCpruaiaMu.

6.2. TpeOoBaHMA K KaJAPOBBHIM YCJOBHAM peaiM3allui POrpaMMbl

Peanuzanus nporpammel mpodecCHOHAIBHOTO 00y4YeHHUsT 00eCcIeunBaeTCsI
NearornyecCKUMU pabOTHUKAMHU KOJUIEKa, a TaKKe JIMIIAMH, TTPUBIECKACMBIMU
K peaqu3alud TporpaMMbl MPOGECCHOHANBHOTO OOYYCHHS Ha YCIOBHSX
TPaKIAaHCKO-TIPABOBOTO JIOTOBOPA, B TOM YHUCJIE W3 YHUCJIA PYKOBOAWUTENICH M
pabOTHUKOB OpraHU3aIlNi, HAPaBICHNE ACATEIHPHOCTA KOTOPBIX COOTBETCTBYET
obyactu MpoeCCHOHAIBHOM IESITEILHOCTH U UMCIOIINX CTaXK paOOThI B JAHHOM
npogeccroHaabHON 00J1acTH HE MeHee 3 JIeT.

KBamudukanus negarornyeckux pabOTHUKOB  KOJJIEAKa  OTBEYAeT
KBATM(PUKAMOHHBIM ~ TpeOOBaHUSIM, VYKa3aHHbIM B  MpodeCcCUOHATHLHOM
craanapre «llemaror mnpodeccroHanpbHOr0 00yYeHUs, TPOHECCHOHATHLHOTO
o0pa3oBaHUsT U  JOMNOJHUTEIBHOTO MPO(PECCHOHATBLHOTO  00pa3oBaHUsY,
YTBEPXKJICHHOM TpUKa3oM MUHHUCTEPCTBA TPyJda M COLMAIBLHON 3alllUThI
Poccuiickoit @enepanuu ot 8 ceHTs0pst 2015 1. No 608H.

[Tenarormaeckue pabOTHUKH, TIPUBIIEKACMbIC K pPea3aiiil IPOrPaMMbI
npodeccrnoHaabHOTO 00y4YeHHs, UMEIOT MPOodeCcCHOHATBHOE 00pa3oBaHUE TIO
nporpaMMam TMOBBIIIECHUS KBATH(DHUKAIMK, B TOM YHCIIE B (JOPME CTAKUPOBKHU B

OopraHu3anuAax, HAIPaBJICHHUC ACATCIBHOCTU KOTOPBLIX COOTBCTCTBYCT oOylacTn



npodeccuoHaIbHON JeATEeTbHOCTH, HEe peke 1 paza B 3 roga ¢ yderoM
pacuipeHus cnekTpa npodecCuOHaIbHBIX KOMIETEHIUN.

Honst memarormdyeckux  paOOTHHUKOB, OOECIEUMBAIOIIMX  OCBOCHHUE
00yJaroIMMUCs TPOPECCUOHATBHBIX MOJYJICH, UMEIOIIHUX OTBIT JeSATeIbHOCTH
HE MeHee 3 JIeT B OpraHu3alusx, HalpaBlICHUE JESITEIbHOCTH KOTOPBIX
COOTBETCTBYeT 00JlacTh TMPOdeCCUOHATHHOU NESITeIbHOCTH, B OOIIEM YHCIIE
NeAarornyeckux pabOTHUKOB, PEATM3YIOIMNX 00pa30BaTEIbHYIO IPOrpaMMy, He

MeHee 25 MPOIIeHTOB.

10



IIpunoxenue 1

K OCHOBHOH 00pa30BaTeIbHOM
nporpaMme npoheccuoHaAIBHOTO
00yYeHHUS U JOTIOTHUTEILHOMY
npoeccruoHaIbHOMY 00pa30BaHUIO
o mpodeccun «CexpeTapb-
aJIMUHHICTPATOP

PABOYAA [TIPOI'PAMMA BOCIITMTAHUA

10 OCHOBHOM IporpamMme npoQeccuoHanbHOro o0ydeHus- Iporpamme
npodeccuoHaIbHOM MOArOTOBKH 10 MpodeccusiM padounx, JOIHKHOCTAM
ciyxauux no npodeccun «Cekperapb-aJMUHUCTPATOP»

11



COJIEPYKAHUE

1. Oco0eHHOCTH OpraHU3yeMOTro BOCIIUTATENIbHOTrO poriecca B TAIIOY MO
«KHK».

2. Ilens 1 3a7a9M BOCTIUTAHUS.

3. Bunpl, Gopmbl 1 cosieprkaHue eSITEIBHOCTH.
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1. OcobeHHOCTH OPraHN3yeMoro BOCIIUTATEIBHOIO0 Npolecca
B FAIIOY MO «KHK»

Bocnurarensueiit mpouecc B [AIIOY MO  «KHK» 1no
npodeccuoHaIbHOMY OOYUYEHHIO U MOBBIIMICHHUIO KBaTU(UKAIIMK TT0 Tpodeccuu
KnanoBmmk opraHu3oBaH Ha OCHOBE HacCToOsIed paboyeill mporpammel
BOCIIUTAHUS W HAIIPaBIIEH HAa PA3BUTHE JIMYHOCTH, CO3/JaHUE YCIOBHM MJIs
CaMOOIpEACNIeHUsT U COlMaJM3aluy  OOydaloIIMXCi  Ha  OCHOBE
COIIMOKYJIbTYPHBIX, JTYXOBHO-HPAaBCTBEHHBIX IIEHHOCTEH ¥ MPUHATHIX B
poccHiickoM 00IIecTBE MPaBWJI M HOPM IIOBEIEHHS B HMHTEpPECax 4YeJIOBEKa,
ceMbH, OOIleCTBAa M TrocyaapcTBa, (GopMupoBaHHEe y OOYyYarOIIMXCS YyBCTBa
NaTpUOTU3Ma, TPaXJAAHCTBEHHOCTH, VYBAXXEHUS K TMaMSITH 3alIUTHUKOB
OrteuectBa 1 noasuram I['epoeB OTeuecTBa, 3aKOHY U MPABOMOPAJIKY, YETOBEKY
TpyJa U CTaplIeMy MOKOJEHHUIO, B3aUMHOT'0 YBa)KEHUsI, OEPEKHOT0 OTHOIICHHUS K
KyJIbTYPHOMY HACJIEIMI0 W TPaguUUsM MHOTOHAIIMOHAIIBHOTO  Hapoja
Poccuiickon denepanuu, npupoae U OKPYKarollen cpee.

BocnurarenbHblii nporecc Oazupyercs Ha TpaAULIHX
podeCCUOHATBEHOTO BOCTTUTAHUS

— TYMaHUCTHYECKUU XapaKTep BOCIHUTAHUS U OOyUCHHUS;

— TPUOPUTET OOIICUETOBEYECKUX I[IEHHOCTEW, JKM3HU U 3J0pPOBbS

YyesioBeKa, CBOOOHOIO Pa3BUTHS JIMYHOCTH;

— BOCIIMTaHUE I'PaXTaHCTBEHHOCTH, TPYAOIIO0Us, yBaXKEHHS K IpaBaM U

cB00O/IaM YEJIOBEKa, JTI0OBU K OKpY’KaroleMy Mupy, Poaune, cembe;

— pa3BUTHE HALMOHAJIBHBIX U PETHOHAJIBHBIX KYJIbTYPHBIX TPAJAUIIUI B

YCIIOBUSX MHOTOHALIMOHAIBHOT'O IOCY1apCTBA;
—  JIEMOKpPATUYECKUU rocy/1apCTBEHHO-00111€CTBEHHBIN Xapakrep

yHpaBJIeHUs] 00pa30BaHUEM.
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2. Heab 1 3aja4u BOCIUTAHUS

CoBpeMEHHBINI  HAMOHAIBHBIA  BOCIIMTATENBbHBIA HO€al —  3TO
BBICOKOHPABCTBEHHBIM, TBOPYECKUM, KOMIIETEHTHBIM TrpaxnaHuH Poccun,
npuHUMatonmi  cynp0y OtedecTBa Kak CBOKO JIMYHYHO, OCO3HAOIIHMA
OTBETCTBEHHOCTh 3a HACTofAIlee M Oyyiee CBOEH CTpaHbl, YKOPECHEHHBIN B
JYXOBHBIX U KYJbTYPHBIX TPAQAULIASIX MHOTOHAIIMOHAJILHOT O Hapoaa Poccuiickon
denepanumu.

Hcxonsd U3 3TOro BOCHUTATENIBHOIO HJi€ana, a TAaKKEe OCHOBBIBASCH Ha
0a30BBIX /1J151 0011IECTBA IEHHOCTSIX (TaKUX KaK CeMbsI, TPy, OT€YECTBO, IPUPO/IA,
MU, 3HaHUs, KyJIbTYpa, 310POBbE, YEIIOBEK) 0011as 1eiab Bocnutanus B LAIIOY
MO «KHK» — TM4HOCTHOE pa3BUTHUE O0YUAIOITUXCS, TTPOSIBIISIOIICECS:

1) B ycBOEHMM WMHU 3HAaHWA OCHOBHBIX HOPM, KOTOpBIE OOIIECTBO
BbIpa0OTAJI0 HA OCHOBE 3TUX LIEHHOCTEH (TO €CTh, B YCBOCHUH UMM COLUAIBHO
3HAYUMBIX 3HAHUN );

2) B Pa3BUTHM WX IO3UTHBHBIX OTHONIEHWA K 3TUM OOIIECTBEHHBIM
LEHHOCTSM (TO €CTh B Pa3BUTHH UX COLIMAJIEHO-3HAYNMBIX OTHOILLIEHUN);

3) B MpHOOpPETEHHH MMH COOTBETCTBYIOLIETO ITUM IIEHHOCTSM OIbITA
MOBEJICHUSI, OMbITa NMPUMEHEHHsI C(HOPMUPOBAHHBIX 3HAHMI W OTHOIICHUN Ha
paKTUKe (TO €CTh B MPUOOPETEHHH MMM OIbITa OCYIIECTBJICHHS COLIMAIBHO-
3HAYMMOM AESTEIBHOCTH, B TOM YKCIe NpodheCCUOHATBHO OPUEHTUPOBAHHOM ).

JlanHas 1enb OPUEHTUPYET MEJAroru4eckux pabOTHUKOB Ha oOecreueHne
NO3UTUBHOM JUHAMUKH Pa3BUTHS JINYHOCTU. B CBSI3M ¢ 3TUM BaKHO COYETAHUE
YCUIIUI TIeIaroru4eckiux pabOTHUKOB MO Pa3BUTHIO TUYHOCTH O0YUaIOLIErocs U
YCWIHA €caMOro 0Oy4Yarollerocs mo cBoeMy camopas3BuTuio. COTpyIHHYECTBO,
HapTHEPCKUE OTHOLICHUS SIBISIFOTCS BaXKHBIM (PAKTOPOM ycTiexa B JIOCTHXKEHUU
nend.  JIOCTMKEHMIO  TOCTaBJICHHOW  LE€IM  BOCIHUTAaHUS — OOYYaroIIMXCs
CIIOCOOCTBYET pelIeHUe CIEYIOUUX OCHOBHBIX 3a/1a4:

— OCBOCHHE 00y4aroLUMUCS LIECHHOCTHO-HOPMAaTHUBHOI' O 17}

NEeATEIbHOCTHO-IIPAKTUYECKOIO ACIEKTa OTHOLIEHUH YEJIOBEKA C YEIOBEKOM,

maTpuorTa € PO,ZIPIHOﬁ, rpaxxjianruHa C IIpaBOBBIM I'OCYAAapPCTBOM U I'PaAKIAAaHCKHUM
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OOIIECTBOM, YEJIOBEKa C MPUPOAON, C UCKYCCTBOM U T.JI.;

— BOBJIEUEHHME  OOywaromerocs B IPOLECChl  CaMOIO3HAHUA,
CaMOTIOHUMAaHMSI, COACHCTBUE O0YYAIOIIMMCS B COOTHECEHUH MIPEICTABICHUM O
COOCTBEHHBIX BO3MOXKHOCTSIX, HHTEpEcax, OrpaHUYEHUSAX C 3ampocamu |
TpeOOBaHUSIMHU OKPYKAIOLIUX JIF0/Iei, 00IECTBa, TOCY1apCTBa;

— IOMOLIb B JMYHOCTHOM CaMOOIPEAECIECHUH, MPOEKTUPOBAHUU
WHAVBUYaTbHBIX  00pa30BaTEIbHBIX TPAGKTOPHUH W o0paza Oymyriei
npo¢eCCUOHATIBHON AESITENbHOCTH, MOIEPKKA ASITEIbHOCTH 00y4aroIIerocs
110 CaMOPa3BUTHIO;

— OBJIaJeHHE OOYYAIOIIMMCS COLUMAJIbHBIMHM, DPETYJISTUBHBIMU U
KOMMYHUKATUBHBIMH KOMIETEHIUSIMH, o0ecrneurBaoIUMU eMy
UHAVBUIYaIbHYIO  YCIECIIHOCTh B OOIIEHMH C  OKPYKAIOIIUMHU,
PE3YNBTATUBHOCTH B COIMATBHBIX MPAKTUKAX, B MPOIECCE COTPYTHUYECTBA CO
CBEPCTHUKAMHM, CTAPIIMMH ¥ MJIITUMHU.

MeTo/10710rH4ecKuM  OCHOBAaHMEM paldouyeid MNporpaMMbl  BBICTYMHAIOT
TpeOoBanust DenepanbHOro roCyAapCTBEHHOr0 00pa3oBaTEIbHOIO CTaHIapTa
CpeHEro MpOQPECCHOHATBHOIO 00pa30BaHMs MO CHENUATbHOCTH CEKPETaph -
aIAMUHHUCTPATOP, YTBEP)KIAECHHOIO MpUKa3oM MuHucCTepcTBA 00pa30oBaHUS H
Hayku Poccuiickonn @enepanun ot 09.12.2016 1. Ne 1548 ¢ u3mMeHEeHUsIMU,

YTBEPAKAECHHBIMU MTpuKazoM MunuctepcrBa npocsenienus PO or 17.12.2020 r.

Ne 747.
Oo0mme komnerenuuu nmo PIrOC CII0O:

OK 01. Beibupats crmocoOsI perieHus 3a1a4 npohecCuOHATBHON IeATeTbHOCTH,
MPUMEHUTENIBHO K Pa3JIUYHBIM KOHTEKCTaM.

OK 02. OcymecTBnsaTh TOWUCK, aHAIW3 W HMHTEPIpETANuio WHGOpMAIHH,
HE0OXOIMMOM JJIsI BBITMIOIHEHUS 3a71a4 MPOodeCCUOHANTBHON e TeTbHOCTH.

OK 03. [lnmanupoBaTh M pealM30BbIBATH COOCTBEHHOE MPO(ECCHOHAIBHOE U

JIMYHOCTHOC Pa3BUTHC.
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OK 04. PaboTaTh B KOJUIEKTUBE U KOMaH/E, 3(H(PEKTUBHO B3aUMO/ICHCTBOBATH C
KOJUIETaMU, pyKOBOZACTBOM, KIMEHTaMH.

OK 05. OcymecTBisaTe YCTHYO M IHCBMEHHYIO KOMMYHUKAIMIO Ha
rOCY/IApCTBEHHOM SI3BIKE C YYETOM OCOOEHHOCTEN COLMAIBbHOIO U KYJIBTYPHOIO
KOHTEKCTA.

OK 06. IIposiBATh rpaxAaHCKO-MATPUOTUYECKYIO MO3UIINIO, IEMOHCTPUPOBATH
OCO3HAHHOE IIOBEJEHUE Ha OCHOBE TPAJAULMOHHBIX OOIIEYEIOBEYECKUX
LEHHOCTEW, MPUMEHSATh CTAHAAPTHl AaHTUKOPPYILMOHHOTO ITOBE/ICHMUS.

OK 07. ConeiicTBOBaTh COXPaHEHUIO OKpYKaromien cpesl,
pecypcocbepexenunto, 3PPEKTUBHO JEHCTBOBATH B UPE3BbIYAMHBIX CUTYALIUAX.
OK 08. Hcnonws3oBarh cpenctBa (PU3WYECKOM KYJIbTYpPbl JJII COXPAaHEHUS U
YKpEIUIEHUsI 3J0pOBbsi B MpoOIEccCe MNPOPECCUOHATBHON JEATEIbHOCTH MU
NOJJepKaHHUsl HEOOXOUMOr0 YPOBHS (PU3NUECKON OATOTOBIEHHOCTH.

OK 09. UcnonpzoBaTh MHPOPMALMOHHBIE TEXHOJOTUU B MPO(hecCHOHATBHOM
NEeSATENbHOCTH.

OK 10.  TIlomb3oBaThcsi  mpoecCHOHANBHOM  JOKYMEHTalued  Ha
rOCy/JapCTBEHHOM U MHOCTPAHHOM SI3BIKaX.

OK 11. Ucnonb3oBaTh 3HaHUS MO (UHAHCOBOW T'PAaMOTHOCTH, ILJIAHUPOBATH

IpeaNnpUHUMATEIBCKYIO IEATEILHOCTh B MpodeccruoHambHoM cdepe.

3. Buabl, (popMbI U coep:KaHue AeATeTbHOCTH

[IpakTuyeckas peanuzanus UeIU U 3a]a4 BOCIUTAHUS OCYIIECTBISETCS B
paMKax CIEIyIONIMX HampaBieHud BocmuTaTtenbHoM padotel ['ATIOY MO
«KHK»:

1) cTaHOBJIEHUE JUYHOCTHU B JyXe MaTPHOTU3MA M IPAXKTaHCTBEHHOCTH;

2) KyJIbTYpHO —TBOPYECKOE U  JYXOBHO-HPAaBCTBEHHOE pa3BUTHE
JUYHOCTH;

3) ¢usnueckoe BocnuTanue U GOPMUPOBAHUE KYJIBTYPhI 3JJ0POBbS;

4) mpaBOBOE BOCIHTAHUE,
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5) mpodeccroHaIbHO — TPYA0BOE BOCITUTAHUE;

6) opraHu3alus cCaMOYIPaBICHUSI H PA3BUTHE BOJIOHTEPCKOTO JIBKIKCHUSI.

Kaxxnoe n3 HuX npencTaBiIeHO B COOTBETCTBYIOIIEM MOAYJIE.

Peanuzammst KOHKpETHBIX (OPM M METOJOB BOCIHUTATEIHHOW pPabOTHI
BOIUTOIIAETCS B KaJICHIAPHOM IIaHe BoctiuTaTenbHOU paboTsl (IIpunoxenune 1),
yTBEP)KJa€MOM Ha OCHOBE HAMNpaBICHUW  BOCIUTATEIBHOW  paboTHI,

YCTaHOBJICHHBIX B HacTOAIIEH pabodeil mporpaMMe BOCIIUTAHUS.

3.1. Moayas «I'paxkIaHcKo — MATPHOTHYECKOE BOCITUTAHN E»

Ilenb modyna: pa3BuTHE IUYHOCTU CTYJI€HTa HA OCHOBE (DOPMHUPOBAHUS Y
0o0y4Jaromuxcs YyBCTBa NaTPUOTU3MA, IPAKTAHCTBEHHOCTH, YBaKEHUS K MaMSITH
3amMTHUKOB OteuectBa u  moasuram l'epoeB  OtedecTBa, 3aKOHY W

PaBOMOPSIAKY.
3aoauu mooyna:

- popMHpoOBaHUE 3HAHUH, 00yUaromuxcst 0 cuMBosMKe Poccuu;

- BOCIIUTaHUE y 00YyYaOIMXCsl TOTOBHOCTH K BBITTOJIHEHUIO IPaXAaHCKOTO JI0JIra
Y KOHCTUTYLIMOHHBIX 00sI3aHHOCTEH Mo 3anuTte Poaunsi;

- ¢opMupoBaHue y OOyYAOMIMXCS NATPUOTHYECKOTO CO3HAHUSA, UYBCTBA
BEpHOCTH cBoeMy OTeUuecTBY;

- pa3BUTHE Yy OOYYaIOIIMUXCA YBAKEHUS K MaMATH 3alUTHUKOB OTedyecTBa U
noaBuraM I'epoeB OteuecTBa, HCTOPUYECKMM CHUMBOJAM U NaMATHUKAM
OTteyecTBa;

- (GopMHUpOBaHUE POCCUUCKONW TpakIaHCKOW WACHTUYHOCTH, TPAKIAHCKOU
MO3UIIMM AaKTUBHOIO W OTBETCTBEHHOIO 4YJ€HA POCCHUUCKOro OOIIecTBa,
OCO3HAIOIIET0 CBOM KOHCTUTYILIMOHHBIEC TpaBa U OOS3aHHOCTH, YBa)KarOIIEro
3aKOH M MPaBOIOPSIOK, 00JaJa0IIEr0 YyBCTBOM COOCTBEHHOTO JIOCTOMHCTBA,
OCO3HaHHO MIPUHUMAIOIIETO TPaaUuIIMOHHBIE HallMOHAJIbHbIE u

O6IH€‘-I€J'IOB€‘ICCKI/IG T'YMaHUCTUYCCKHUC U ICMOKPATUICCKNC [ICHHOCTH,

17



- q)OpMI/IpOBaHI/IC IMPUBCPKCHHOCTH MHACAM HWHTCPHAIMOHAIN3MA, }Ipy>K6BI,
PaBC€HCTBA, B3aMMOIIOMOIIN HAPOAOB; BOCIIMTAHUC YBAXKUTCIbHOT'O OTHOIICHUSA K

HAallMOHAJIbHOMY AOCTONHCTBY HIOI[ei/'I, nux YYBCTBaM, PEIMTHUO3HBIM

yOXKICHUSIM;
- (dopMHupoBaHWE YCTAHOBOK JIMYHOCTH, TIO3BOJISIONIUX MPOTHBOCTOSTH

UJCOJIOTHH  JKCTPEMH3Ma,  HaIMOHAJIuW3Ma, KceHohoOuw,

KOppYyILHUH,
JACKPUMHMHALMU TI0 COLMAJIBHBIM, PEIUTHO3HBIM, PACOBBIM, HAIMOHAJIbHBIM
IIPU3HAKaM U IPYT'UM HETaTUBHBIM COLIUAIIBHBIM SIBJICHUSM;

-opMupoBaHUE AHTUKOPPYIIITMOHHOT'O MUPOBO33PEHUS.

Dopmbl peanusayuu MO0y

OTBETCTBEHHBIH N
Nen/m | HamMeHOBaHWE MEPOTIPUATHS [TmaHUpyeMsbIil pe3ynpTaT
WCIIOJIHUTENb
Enunebrit knaccHbIi yac Kypatop rpym/
. ’ Yparop rpyit dopmupoBaHUE Y 00yUYAIOIIUXCS
MOCBSIIEHHBINA /[HIO HapOoAHOTO macrep
1. MATPUOTHIECKOTO CO3HAHMS, YyBCTBA
€IMHCTBA. MIPOU3BOJICTBEHHOTO
BEpPHOCTH cBoeMy OTeuecTBy
00yucHHs.
Ypok MyxecTBa, MOCBSIIEHHBII Kypatop rpymm/
HIO HEM3BECTHOTO COJIAATA. Macre Pasputne y 00ydarommxcst yBaKeHUS K
2.
MPOU3BOJICTBEHHOTO | MaMsTH 3allUTHUKOB OTeuecTBa
00yJeHHS.
Ypok MyXecTBa, IOCBAIIECHHBIN Ilenaror -
Pasputne y 00yJarommxcs yBaKeHUS K
JTHIO TIOJTHOTO OCBOOOXKICHHS OpraHu3arop.

3. M naMATu 3auuTHUKOB OTeuecTBa U
JleHMHIpaa OT patHCTeKoii moasuraM ['epoeB OtedecTBa
Griokazmt (27.01.1944). p
Ypok MyXKecCTBa, OCBSIIICHHBIN [Temaror-

P yHECTBa, . A Pa3BuTHe y 00y4aronmxcs yBaxeHHs K
JTHIO BOUHCKOM CIIaBBbI - OpraHu3zarop.

4, MaMATH 3aUTHUKOB OTeuecTBa U
Cramuurpaicias Gursa noasuraM ['epoeB OteuecTBa
(02.02.1943). P
Ypoxk myxectBa «llamsitu Ilenaror-

. PazBuTHe y 00y4aronmxcs yBaKeHus K
bl b b
MAaBIINX, OyAbTE TOCTOHHBI!» OpraHu3aTo
> nocsimeHHbIH [{aro [ToOenb KypaTopbl I'pyIIl MAMATH SAIUTHAKOB OTEIeCTsa o
’ YPAaTOphl IpyIi, noasuraMm ['epoeB OteuecTBa
Macrepa 11/0.
YuacTtue B ropoJICKUX aKIHSIX [Tenaror-
«beccMepTHBIN TOJKY, OpraHu3aTop. Pasputne y 00y4arommxcst yBaKEeHUS K

6. «["eopruesckas 1€HTOUKAY, Bonontépst MaMATH 3alUTHUKOB OTedecTBa U
«[To3npaBs BeTepaHay, KOJIIeKa. moaBuram ['epoeB OtedecTBa
nocBsimeHHbIX JJato [Tooepl.
ukn Gecen U BEICTYIUICHUH [IpenonaBarens -
COTPYAHUKOB OTAENeHHs mpu3biBa | opranmsarop ObX.
OT/Ie7Ia BOGHHOTO KOMHCcapuaTa Boennpiii
10 BOIIPOCAM HPOXOKACHUS KOMHCCapHaT 1o

7 BOCHHOM CITY>KOBI IO TIPU3BIBY KaHIAJaKIICKOMY

' KOHTPAKTY, MPo(eCcCHOHATIBHOM palioHy M T.

opueHTanuu B chepe otbopa u Honsprsie 3opu.
noctyruienus B BY3b1 o
MOATOTOBKE CHEIHATHCTOB IS
BC PO.
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3.2. Moayab «KyJbTypHO — TBOpYEeCKOe M JAYXOBHO-HPaBCTBEHHOE
BOCIIMTAHHE.

Ilens mooyna. co3gaHue yCJIOBUM JJIsi CaMOONpPEAeNICHHs 00ydaromuxcs Ha
OCHOBE KYJbTYPHBIX, TBOPYECKHX, JYXOBHO - HPABCTBEHHBIX IIEHHOCTEU H
OPUHSATBIX B POCCUICKOM OOIIECTBE MPAaBWI U HOPM IOBEICHUS B MHTEpPEcax
YeloBeKa, CeMbH, OOIEeCTBa M TOCyIapcTBa, (popMUpoOBaHHE Yy O0YyYarONTUXCS
YBaXKEHHUS K CTapLIEMY ITOKOJIEHUIO.

3aoauu mooyns:

- CO3J]JaHME€ YCIOBUW JJIS PABHOTO TNPOSBICHUS OOYYaIOUMHUCS CBOEH
VWHIVMBUIYaJbHOCTH BHEYPOUHOU AEATEIBbHOCTH;

- HW3Y4YEHUE MHTEPEeCOB M MOTPEOHOCTEH, OOydYalomIMXCd BO BHEYPOUHOU
NEeSATENbHOCTH;

- peannzanusi OOy4arOIIMMUCS NPAKTUK CAMOPA3BUTHS M CaMOBOCIIUTaHUS B
COOTBETCTBHUM C OOIIEYETOBEUECKUMHU LIEHHOCTSMH U HJ€ajaMU I'PaKJaHCKOIO
00I11eCTBa;

- pa3BUTHE CMIOCOOHOCTEH K COMEPEKUBAHUIO U (POPMUPOBAHUIO MO3UTHUBHOTO
OTHOILLIEHHUS K JIFOJISIM, B TOM YHUCJIE K JTUIAM C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU
310pOBBS U UHBAJIUIAM;

- (OopMHpOBaHUE BBIPAKEHHON B TMOBEJACHUM HPABCTBEHHOW MO3UIIMH, B TOM
YuCJie CIOCOOHOCTH K CO3HATEIHLHOMY BBIOOPY A00pa, HPAaBCTBEHHOT'O CO3HAHUS
U TIOBEIEHHMS HAa OCHOBE YCBOCHHS OOIICYETIOBEYECKUX IIEHHOCTeH U
HPaBCTBEHHBIX YYBCTB (Y€CTH, JOJra, CHOPABEMJIUBOCTH, MWIOCEPAUS W
TPYKEITI00Hs);

- pa3BUTHE KYJIBTYPhl MEXKHAIIMOHAILHOT'O OOLIEHNS;

- pa3BUTHE B MOJIOJICAKHOM Cpeie OTBETCTBEHHOCTH, IPUHIIMIIOB KOJIJIEKTUBU3MA
Y COLUAJIBHOM COJIMIAPHOCTH;

- BOCIIUTaHUE OTBETCTBEHHOIO OTHOILIEHUS K CO3[JaHUIO U COXPAHEHUIO CEMbH Ha
OCHOBE OCO3HAHHOT'0O NPUHSATHUS LIECHHOCTEN CEMEUHON KU3HU;

- (opMupoBaHUE TOJEPAHTHOI'O CO3HAHHUS U TOBEACHHUS B MOJUKYJIBTYPHOM

MHPEC, TOTOBHOCTHU U CIIOCOOHOCTH BECTH Auajior ¢ ApyrumMu JroAbMH, 1O0CTUTaATh
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B HEM B3aHMMOIIOHMMAaHUsI, HaXOIHUTh O6IIII/IC neim u COTpyAHUYaTb IJIs1 HUX

JOCTHIXKCHHUA.

Dopmul peanuzayuu MoOysL:

Ne OTBeTCTBEHHBIN [Inanupyemsriit
HanmenoBaHue MeponpusTus
n/m WCTIOJTHHUTEh pe3ynbTar
Opranuzanus BcTpeu ¢ npeacraBuTesMu | Havanpauk
TBOPUECKUX COIO30B: KOMIO3HTOpamH, | otaena CuBP
[ToBbImeHne ypoBHS
XyIO’)KHUKaMU, TIO9TaMH U Jp.; IOCEICHHE
1. | TBOpYecKMX MAacTepPCKHX XyIOXKHHUKOB, Ilenaror- KYIBTYPHOTO PasBHTiA
MacTepoB JIeKOPaTHBHO-TIpHKJIaHOTo | OPTaHN3aTop 0byuarommxcH
HCKYCCTBA.
ukn Gecen o KpaeBeIeHUIO [Ipenonasareny, O3HaKOMUThH
2 OubmoTeKaph 00yJaromuxcs ¢
UCTOpHUEH HaIIero Kpas
YuaacTue B Hay9IHO-TIPAKTHIECKUX | MeTomucT, Cozmanune Oanka
KOH(GEPEHIUIX, CeMUHapax M pabdo4yux | mperojaaBaTen METOAMIECKIX
COBENIAHMSX IO BOMPOCAM JYXOBHO- pa3paboTok o
3 HPAaBCTBEHHOT'O Pa3BUTHUS O0YYaIOIIUXCS. JlyXOBHO-
HPaBCTBEHHOMY
BOCIIUTAHUIO;
Yuactue B MEpONPUATHUAX, OCBAIICHHBIX | [lemaror- PazButue Tpanunmii
JHAM  CcHaBSHCKOW TNHCBMEHHOCTH U | OPTaHHU3AaTOpP JTyXOBHO-
KYJBTYPBI HPABCTBEHHOTO U
4. 3CTETHYECKOTO
BOCIIUTaHUS
00y4aromXxCsl.
3.3. Moayab «®Puznyeckoe Bocnutanue. PDopmupoBaHHe KYJIbTYPbI
3[10POBbS».

Ilenv mooyna: co3ganue yCiuoBHi st GOPMUPOBAHUS IIEHHOCTHOT'O OTHOIICHUS
K COXpaHCHUI0, NPOPUIAKTUKE € YKPEIUICHUIO 370pPOBBS O00ydaromuxcs,
dbopMupOBaHHE Y HHUX TMOTPEOHOCTH B (DU3UYECKOM COBEPIICHCTBOBAHUH, B
3I0pOBOM 00pase >KU3HHU, AKTUBHON TPYIOBOM JIEATEIHLHOCTH.

3aoauu mooynsa:
- (dopmupoBaHue y 0OydYaronMxcsi OTBETCTBEHHOI'O OTHOUIEHUS K CBOEMY
3I0POBbI0O M TOTPEOHOCTH B  3J0pOBOM o00Opase

KHN3HH, (1)I/I3I/ILI€CKOM
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CaMOCOBCPIICHCTBOBAHUH,

JIeSITENBLHOCTBIO,

pa3BUTHE

3aHATUAX

KYJIbTYpPBI

Oe3omnacHo

CHOpTI/IBHO-OBHOPOBHTGHBHOﬁ

KHU3HCOACATCIBbHOCTH,

npoPUIaKTUKAa HAPKOTUYECKON U aJTKOTOJIbHOW 3aBUCUMOCTH, TA0AKOKYPEHUS U

JIPYTUX BPEAHBIX NPUBBIYEK;

- (opmupoBanme OEpEKHOT0, OTBETCTBEHHOTO U KOMIIETEHTHOTO OTHOIICHUS K

¢u3MuecKoMy W TICUXOJOTUYECKOMY 37I0POBBI0 — KaK COOCTBEHHOMY, TaK H

OPYTUX JIOJIEW, YMEHHME OKa3blBaTh IIEPBYKD IIOMOILIb, PA3BUTHUE KYJIbTYPHI

3A0pPOBOI'0O ITUTAHUA

-IIPUBJICYb O6yanOHII/IXCH K Y4aCTHIO B MCPOIIPUATUAX,

MoaAACPKAHUC U YKPCINNICHHUC 310POBbA.

Dopmbl peanusayuu Mooy

HaIIpaBJICHHBIX Ha

No OTBeTCTBEHHBIN N
HaumenoBanue meponpusitus [Tnanupyemsliii pe3ynbrar
/1 HCIIOJTHUTENh
Opranuzanust ¥ IpoBefeHne Mmeponpustuii o | IlpemnoaaBarenu [IpuBneuenue
TIOTTYJISIPU3aLuI n BHEJIPEHUIO | (M3MUYECKOM KyAbTyphl | OOYYaIOIMXCS K YJacTHIO
1 Bceepoccwuiickoro ¢puskynsTypHO-crioptuHOoro | JOCAAD PO B MEPOIPUATHUSAX,
KoMmIuiekca «['0TOB K Tpyay U 000pOHE». HalpaBJICHHBIX Ha
HOoJIep KaHue U
YKpEIJIEHUE 3/I0POBbS
IIpoBenenue Typucruueckoro ciéra. IIpenonaBarenu [IpuBneuenue
(du3MIECKOi KyIbTyphl, | 00y4aIOmUXCs K YJacTHIO
2. macrepa, KypaTophl | B MEPONPHUATHSAX,
TpymI HalpaBJICHHBIX Ha
HoiepIKaHue U
YKpEIIIICHUE 3/I0POBBSI.
IIpoBenenue enuHBIX KiIaccHbIX 4YacoB Ha | IIpemonaBatenu Cozpmaane yCcIOBHUH Ui
TEMBbI 3JI0pPOBbE-COEpETaroX TEXHOJIOTHH, | (U3NYECKON KYIbTYpHI, | (OPMUPOBAHUS
3. | 9KOJOTHYECKON KYIbTYpBL. KypaTopsl TPy LIEHHOCTHOTO OTHOIIEHHS
K COXPaHEHHUIO,
npoQuIaKTUKE
AnkerupoBaHue oOydarommxcss ¢ uenbto | [lemaror-ncuxosnor O3HaKOMHTH C
4 | ypoBHS MHPOPMHUPOBAH-HOCTH 110 TipobsemMaM | ColpanbHbIE IEAAroTH | pe3ylibTaTaMu
yrnoTpeOeHus AJIKOr oI, HUKOTHHA, AHKETUPOBAHUS U
HapKOTHKOB MIOJIBECTH UTOTH
Opraam3anus 6eces; 0 3M0POBOM, IPABIIIEHOM | MenuImHCKAN ®opMupoBaHUE y
1 PallMOHAIBEHOM ITUTAHUK O0YUYarOIIIXCs. paboTHHUK oOyyaromuxcst
5 MOTpeOHOCTH B
' ¢usnueckom
COBEpIICHCTBOBAHUH, B
3JI0pOBOM 00pa3e KNU3HU
[IpoBenenne mnpocBeruTensckoil padotsr mo | IIpemomaBarenu CdopmupoBanHas y
3I0pPOBBECOCPEIKCHUIO c poauTessiMi | (HU3NIECKOTO 00yYaroIUXCsl CHCTEMBI
6 (3aKOHHBIMHU MPEACTABUTEISIMA) | BOCITUTAHHSA 3HAaHHUH O 37I0pPOBHE
" | obyyarommxcst ConuanbHble IEarory, | 4eJoBeKa U HaBBIKOB
MEIUIMHCKUH BEZICHHS 37J0POBOTO
pabOTHHUK o0paza >KU3HH
VYuacte Bo Bcepoccuiickom skosiorndeckoM | HawanbHux otaena | AKTUBHOCTb
7. | cybbornuke «3eneHas Poccus» CuBP obOyyaromuxcs B
MEpOTIPUATHIX
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3.4. Moayasb «IIpaBoBoe BociuTaHHE.

Ilenv mooyna: noBbilieHUEe AS(OPEKTUBHOCTU  JEHUCTBYIOLIEH  CHCTEMBI
npoUIakTUKM O€3HaJ30pPHOCTH M MPAaBOHAPYILIEHUN HECOBEPIIECHHOJIETHUX,
HaIpaBJICHHOM Ha COKpalleHWE 4YKCla [paBOHAPYUIEHUM, acOLMAJIbHBIX
(aHTHOOIIECTBEHHBIX) JESIHUI HECOBEPIIECHHOJIETHUX, HA CHW)XXEHUE YpPOBHS
0e3Ha/30pHOCTH; TOBBIIICHHE KauecTBa NPOQUIAKTUUYECKOH paldOThl C
HECOBEPIICHHOJIETHUMU 00YYaOIIMMHCS, MAKCUMaJIbHOE COJIMKEHNE UHTEPECOB
poauTenel U neJaroroB o GoOpMUpPOBAHUIO PA3BUTON JIMUHOCTH

3aoauu mooyna:

- IPAaBOBOE MPOCBEIICHNE 00YUaIOINXCS U NI€aroroB KOJIJIeIKa.

- MPOBEJCHHE MEPONPUITHI, HAMPABICHHBIX HAa CHUXEHUE OE3HAA30pPHOCTU
HECOBEPILIEHHOJIETHHX, COKpAILlEHHE quclia COBEPILIAEMBIX UMU
IPOTUBOIPABHBIX JEHCTBUN, (POPMHUPOBAHUE 3aKOHOIOCIYIIHOIO IOBEIEHUS
HECOBEPILIEHHOJIETHUX, BOCIUTAaHUE 3/I0POBOr0 00pa3a KU3HH;

- OCYIIECTBJICHME Mep Mo mpoduiaakTuke TaOaKOKypeHUs, HapKOMaHHH,
JETCKOro  alIKOrojiu3Ma U MOTpeOJIeHHsT  NICUXOAKTHBHBIX  BEIIECTB
00yJaromMMHCS;

- CO3/laHUE YCJIOBUH Uil OpraHM3allud TPYJOBOW 3aHATOCTH, OTAbIXA U
03/1I0pOBJIEHUS 00YYaIOIINXCS;

- OpraHu3alys ICUX0JI0ro-rme1arornyecKoro MPOCBEIIeHHs pOAUTENEH.

- CO3JlaHM€ YCIIOBUU ISl OJIArONPUSITHOTO B3aMMOJEHUCTBUS BCEX YYaCTHUKOB

y‘—IC6HO'BOCHI/ITaT€JIBHOFO mponecca - rnegaroroB, MOApOCTKOB U pOI[HT@JI@fI.

Dopmbl peanusayuu MOOYIA:

No OTBETCTBEHHBII .
HaumenoBanme MeponpusSTHS [Imanupyemsrii pe3yiabpTat
/T HCIOJHHUTENb
1. IIpoBenenue YPOKOB TonepaHTHOCTH, | CrennanucThl
KJIACCHBIX 4acoB, Occell MO (OPMHUPOBAHUIO | OTIAEIA CuBP,
MPaBOBOI'0 CO3HAHUS, aKTUBHOW >KM3HEHHOM | KypaTopsl  rpynm, | Bocnurtanue y
HO3ULMHU, IPETYIPERKACHUS SIKCTPEMUCTCKUX | MacTepa /0, | oOy4aromuxcs
MIPOSIBJICHUH U )KECTOKOTO OOpaIlleH!s] Cpeu | CTEHUATUCThI TOJIEPAHTHOTO CO3HAHUS,
00yJaroImuxcst KOJIIeHKa. OpraHoB U | HICOJOTHH U KYIBTYPHI
YUpEXIEHUN TOJIEPAHTHOCTH
CHCTEMBI
poHUIAKTUKI
IIposenenue BBICTaBOK y4eOHO- PasButne akTHBHOCTH,
2 METOJIMYECKON JUTEPATYPHI u | Oubmmorexapb CaMOCTOSITEIEHOCTH Y
' ATUTAIMOHHBIX IUTAKATOB II0 OpPraHW3alUud 00yJaromuxcs B
paboThl TO MPEAYNPEKACHUIO HICOTOTHH MEPONPUATUAX.
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TEppOpHU3Ma, SKCTPEMUCTCKUX TMPOSBIECHUI
CpeIH CTYyJCHTOB

PaboTa cmyx0b1 puMupeHust 1o Bompocam | CoruaibHbIe Hampasnena Ha
3 pa3peneHns KpU3UCHBIX CUTYallnii B CEMbE B | ITEaroru ycTpaHeHHE KOH(DIMKTHBIX
Cllydasix CeMeiHbIX KOH(IUKTOB W Hacwius, | [lemaror ncuxosjor | cUTyaluii B Tpymie U B
po0IeM B BOCOUTAHHH JICTEH U T. 1. KOJITIEIKE.
ITpoBeneHne KIacCHBIX YacoB, CriennanucTel
®opMupoBaHue y
HAarpaBJICHHBIX Ha TPO(OUIAKTHKY otnena CuBP
00y4aroImumxcsi OTCyTCTBUE
4, 9KCTpEeMHU3Ma, TEPPOpU3Ma H bubnunorekapn

(aKTOB  AKCTPEMHCTCKUX
MEKHAIMOHATBHBIX KOH(JIMKTOB B

o IIPOSIBJICHUI.
MOJIOJISKHOM cpefiey.
IIpoBenenne Ypoka 0e30MacHOCTH B CETH | MpENoaBaTeiId PasBuTue akTuBHOCTH Y
5. WnTepHeT. HHPOPMATHKA 00yJaromuxcs B
MEPOIPHUITHIX.
Pasmemenne  HarmsgpHou — uHpopmaumu | HawansHuk otaena
o (opa A WudpopmupoBanue
MpaBOBOW HampaBlIeHHOCTH Ha creHmgax | CuBP,
oOyJaromuxcs )5 ¢
6. y4eOHBIX KOPITYCOB, OOIIEKUTHH KOJUICDKA | CIICIIMAINCTEI
pabOTHUKOB.
yin. CnexoBa, 1 50, Cnekosa, a.7, CrexoBa | opraHoB
.54

3.5. Moayab «IIpodeccuoHaabHO — TPYA0BOE BOCIUTAHHE)

Ienv mooyna:. pazButue NpodhECCUHOHAIBHON aKTUBHOCTU JIMYHOCTHU
oOyyaromuxcsi B nmpodeccuoHanbHo — TpyaoBoi aearenbHoct [TAIIOY MO
«KHK».
3aoauu mooyaa:

- Co3aHuie yCIIOBH JIJIsl OBJIAJICHUSI KOMIUIEKCOM MPOGECCHOHABHBIX 3HAHUN;
- Bocnuranue poecCoHaTbHO-BAXKHBIX KAu4ecCTB, 00ecCIeuuTh
MOJIOKUTENbHYIO MOTHBAIIMIO CTYICHTOB Ha MpUoOpeTeHne mpodeccuoHambHbIX
3HaHUM;

- Pa3Burue uyBcTBa N0Jira M OTBETCTBEHHOCTH, JUCIMIUIMHUPOBAHHOCTH U
OpPraHU30BaHHOCTH.

- Bocriutanue BocTpeOOBAaHHOTO CHEIMATIUCTA, MOJATOTOBICHHOTO K peajbHbIM
KU3HEHHBIM YCIIOBHSIM, OOJAJAIOIIEr0 COLHAIbHOM U TPo¢dheCcCUOHATBHOM
MOOMJILHOCTEIO;

- Bocniutanue BocTpeOOBAHHOTO CHEIUATUCTA, MOJATOTOBICHHOTO K pealbHbIM
KU3HEHHBIM YCJIOBUSIM, OOJAMAlONIET0 COIUATBHOW W MPodhecCHOHATHHOM
MOOHUIBHOCTBIO;

- ®opmupoBaHHE CO3HATEIBHOIO, TBOPYECKOI'O OTHOUIEHUS K TPYY;

- [IpuBuTHE T100BU K CBOEH npodeccumu.
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Dopmel peanuzayuu MO0y

Ne OTBETCTBEHHBIH .
HanmMeHoBaHMe MeponpuATHS [TnanupyeMsrii pe3ynbrar
n/m UCIIOJIHUTEINb
Opranu3anus SKCKypCcHil Ha 3aBOJI 3aBeayrouiunit
N 3HAKOMCTBO C
ropona «KA3 PYCAIJI », «I'OCy, MpaKkTUKOM, MacTepa
MIPEANPUATHIMU
1. | «Komsuepro». MIPOM3BOACTBEHHOTO Topona
00yd4eHusl, KypaTopsl posa.
rpynn
Opranu3anus ¥ MPoBeJCHNE KOHKYPCOB | 3aBeXyrOmIuit
po(ecCHOHAIBEHOTO MacTepPCTBa MO NIPaKTHKOH, MacTepa
[TpuBneyenue oOydaromuxcs
2. | CHeHAIBHOCTSIM. MIPOM3BOACTBECHHOTO
u mactepos [10.
00ydeHus, KypaTopsl
rpynin
Opranu3anus ¥ MPOBEICHUS BCTPEU C
npeacraButensiMu Ilencronnoro ¢ponna | CrienuanucTsl OTAeT
3. et (porn . A [IpuBnedenue oOygaromuxcs
P®, LlenTpa 3aHATOCTU HACEIICHUS T. CuBP
Kanpanakmm
Bcerpeuu ¢ npencraBuTensIMu 3aBemyromnTiii Bocnuranue BBITyCKHUKOB
4 NPEANPUSTHN COIMABHBIX TapTHEPOB, OTJICTICHUEM, KOJIJIe/Ka, CIIOCOOHBIX K
" | OBIBIIMMU BBITYCKHHUKaMHU KOJUIEKA, «5I | pyKOBOIWTENb OTAENA | caMOpeaTn3alnuy B
1 MOsI Oytymiasi CrielIHaIbHOCTb 0 TPYAOYCTPOICTBY rpodeccun 1 001IecTBe
VYuactue B mpodeccCHOHAIBHBIX asexyrowii [TpuBnedyenune oOydaromuxcs
KoHKypcax «JIyumuii o mpodeccum» Y N Y IPUMEHEHHE 3HAHUH,
5. [IPaKTUKOH, MacTepa .
YMEHHI ¥ HaBBIKOB IIPU
I10O, xypaTopsl rpynn .
BBITIOJIHEHHUH 3a/IaHUH
YyacTHe B TPyOBBIX aKLUAX, AECAHTaX. Macrepa I1O
6. by ’ ’ p ’ [IpuBnedyenue oOydaromUXCs
CcyOOOTHHKAX. KypaTopsI Tpynm

3.6.

Mopyab «Camoynpasienne. BooHTepckoe IBUKEHHE».

Ilenv modyna: coznanve ONTUMAIbHO KOM(OPTHBIX YCIOBHH ISl Pa3BUTHS

JIMYHOCTH, COXPAHEHUSI €€ HEMOBTOPUMOCTH M PACKPBITHS €€ MOTEHUIHAIBHBIX

CIIOCOOHOCTEN

3aoauu mooynsa:

- I/Isyanb JIMIHOCTD ITOAPOCTKA.

- YuuteiBaTh B paboTe YEpThl XapakTepa M MOAOUpATh COOTBETCTBYIOIINE

METObI pa0OTHI.

- IlognepxuBaTh CBSI3b W B3aUMOJICHCTBHE B paboOTe ¢ MpernojaBaTeisiMH,

POIUTESAMMU.
Dopmul peanuzayuu MOOYIsL:
No OTBETCTBEHHBII .
HauMeHOBaHME MEPOTIPHUSATHSI [Tnanupyemslii pe3ysibrar
/11 HCIIOJTHUTEITh
VYuactue B J0OpOBOJIbUSCKUX ABMKEHUSX, | HauanpHHK OTaena
AKIUSIX ¥ MEPOIIPUATHUSIX TOPOJICKOTO, o Cu BP, nenaror
peruoHanbHOro u Beepoccuiickoro —OpraHus3arop, YBenuueHue KoJIuuecTna
1. | ypoBHeii. KypaTopsl TPy, OKa3aHHOM MOMOIIH
MacTepa 11/0, 00yJaroIUMHUCS —BOJIOHTEPAMHU.
CTyJleHYEeCKUI
Coger.
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4. AHaJIU3 BOCIUTATEJbHOI padoThI

Bocnuranne nuyHOCTH OYAyIIEro CHelualncTa, npodeccuoHaia CBOEro
nena SBISETCS HapsAay C OOydyeHHeM BaKHeWiell (yHKIUEH CHCTEMBI
npodeccroHanbHoro  obpaszoBanus  Poccuiickoirt ~ Depepanun. Pabouas
nporpamma Bocniutanusg ['AIIOY MO «KaHpganmaknmickuid WHIYCTpUATIbHBINA
Kosutemx» A0 2024 roxa npenHa3HayeHa Juisl JAIbHEHIIIEro COBEPIICHCTBOBAHUS
Y pa3BUTHSI BOCIIUTATENBHOTO MHpolecca. B ycnoBusix BHeapeHus: HoBeix @PI'OC
B CHUCTEMY MpodeccuoHabHOr0 oOpa3oBaHus. OHa SBISETCS OCHOBOW Jif
NEATENbHOCTH aIMUHUCTPALUU U ME€IarOrMueCKOro KOJUIEKTUBA KOJUIEIXKa.

B HacCToAImMeC BPECMA CUCTCMA BOCITMTATEIbHOM pa6OTBI B KOJUICIXKC

XapaKTepU3yeTCs:
. pa3BUTON MH(PPACTPYKTYpOH;
. HAJIMYUEM YCIOBUM [JIs PACKPBITHS TBOPYECKOrO0 MOTEHIMAIa

CTYICHTOB U cCaMOpeaM3allii CTYJACHTOB 4YE€pe3 OCHOBHBIC HAIPABJICHUS:
CIIOPTUBHO-  O3JIOPOBUTENIBHOE, KYJIbTYPHO- TBOPUECKOE W  JIyXOBHO
HPABCTBEHHOE, TPaXTaHCKO-MATPUOTHUECKOE, MPOGECCHOHANIBHO - TPYIOBOE,
IPaBOBOE, Pa3BUTHUE CTYAEHUYECKOIO CAMOYITPABIICHHUS;

. HaJTUIueM MEXaHH3MOB OpraHu3aIu BOCITUTATEIIbHOM
NEeSATeTbHOCTH;

. JNEUCTBYIOLIEM CHUCTEMOM PAa3JIMYHBIX HAMNPABICHUN BOCIMUTAHUSA
CTY/ICHTOB;

. pPa3BUTON CHUCTEMOM COIMAILHOTO MApTHEPCTBA C BEIOMCTBAMHU U
0O0I1IECTBEHHBIMU OPTaHU3ALUSIMU.

N HTeHCuBHBIE U3MEHEHUS, 3aTParuBarole 001eCTBO, CTaIM OCHOBAHUEM
JJI. U3MEHEHUsI 00pa30BaTEILHOM MOJAEIH MPO(ECCHOHATBHOTO 00pa30BaHMs,
ri€ B  KauecTBE NPUOPUTETHOM  LIEM  ONPEACNICHbl  CIEUaIbHbIE
npodeccroHaabHbIie U 001me KommereHnuu. OOpa3oBaTenbHbIE PE3yJbTaThl U
IMPUOPUTETHI B ATOM CHUTyallMH CMEMIAIOTCS OT JOCTHKEHHUS OIpeeIeHHOIO
YpOBHSl 3HAHWM, YMEHUH W HABBIKOB K COBOKYITHOCTH KOMIICTCHIIMH —

CITOCOOHOCTEM, MO3BOJISIFONINX YCIICITHO aJalTUPOBATHCS B TMHAMUYHOM MUPE.
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HoBble kOHIENTYaNBHBIE MTOAXOABI HALLIM OTpaxkeHUe B IIporpamme pazButus
oOpazoBanus, npoekrax PI'OC TpeTbero MoKoJIEHUs, OPUEHTHPOBAHHBIX Ha
OOHOBJIEHUE COAEPKAHUA U CTPYKTYPhI 00pa30BaHUsI HA OCHOBE MHOTOMEPHOCTH
M MHTETPATUBHOCTH Y4YeOHOrO M BOCIHUTATENBHOTO TIPOIECCOB. AHaIU3
OPraHU3yeMOr0 B KOJUIE)KE BOCHHUTATEIBLHOIO IMPOLECCa OCYIIECTBISIETCS
YWIEHAMU OKCIIEPTHOM KOMMCCHUM COBMECTHO C HA4YaJbHHMKOM OTAENa 10
COIMAJILHON M BOCIIUTATEIHHOM paboTe KOJIJIEIKa 10 BOCIIUTATEIHHOM padoTe ¢
NOCIIEAYIOINM  O0CYKICHHEM €ero pe3ynbTaTtoB Ha 3acenanuu Coera
PYKOBOJCTBA.

HUrtorom camoaHaln3a OpPraHU3yeMOM B KOJUIEAKE BOCIHUTATEIbHOMN

pa6OTBI ABJISICTCA IICPCUCHD BLISIBJICHHBIX HpO6H€M.

6.1. Moayanb «I'pakaaHCcKo — MATPHOTHYECKOE BOCTIUTAHUE).

O:xugaeMblie pe3y/bTAaThl TPAXKIAHCKO-NATPHOTHYECKOT0 H JTYXOBHO-
HPABCTBEHHOI'0 BOCIIMTAHUS ONpeae/IAeTCH M0 CJeIYIOINM M0Ka3aTeasIM:

1) co3manme ©OaHkKa METOAMYECKHX pPa3pabOTOK MO TPaXAAHCKO —
NaTPUOTUYECKOMY BOCIIUTAHHUIO;

2) TOTOBHOCTb M CTPEMJICHUE CTYICHTOB K BBITIOJIHEHUIO CBOETO T'PAXTAHCKOT O
U TaTPUOTHUYECKOTO J0Jira, YMEHHE U JKEJIaHHE COYeTaTh OOIIME U JINYHbIC
HUHTEPECHI.

3) pa3BUTHE TPATUIIMNA TYXOBHO-HPABCTBEHHOI'O M ACTETUUECKOTO BOCITUTAHUS
CTY/ICHTOB.

4) pa3BuTHE y OOYYAIOIMHUXCA CHOCOOHOCTH PAIMOHATBLHOTO OCMBICIICHHS
0O0III€YETTIOBEYECKUX U COLMAIbHBIX LIEHHOCTEH MHpa, OCO3HAHUS JTMYHOCTHOM
IPUYACTHOCTH K MUPY BO BCEX €r0 MPOSBICHUSX.

5) aKTMBHOCTb CTYAEHTOB B MEPOINPUSATUAX T'PAXKIAHCKO-NATPUOTUYECKOTO U
JyXOBHO-HPABCTBEHHOM HAIPaBJIECHHOCTH (OJMMIHAIbI, KOHKYPCHI, (PECTUBAIIH,

BBICTaBKH U JIp.);

26



6.2. Moayab «KyabTypHO — TBOpUYECKOe U JYXOBHO-HPABCTBEHHOE

BOCIIUTAHHE).

Osxuaaemble pe3ybTaThbl KYJbTYPHO — TBOPYECKOI0 H JAYXOBHO —

HPABCTBEHHOI'0 BOCIIUTAHNS ONpeAessieTcs M0 CeIyIOIUM M0Ka3aTeIsIM:

1) noBeIlLIEHHE YPOBHS KYJIBTYPHOIO Pa3BUTHUS O0YUArOIINXCS;

2) BOCIHMTaHUE BBIMYCKHUKOB KOJUIEIKa, CHOCOOHBIX K CaMOpealu3alid B

npodeccun u 001IECTBE;

3) pa3BuTHE TpaIULUIl AYXOBHO-HPABCTBEHHOI'O M 3CTETHYECKOIO BOCIUTAHUS

CTY/CHTOB.

4)okazaHusg MNOMOIIM OOydYarolIMMCs B BbIPAOOTKE MOAENEH IMOBENCHUS B

Pa3IMYHBIX TPYAHBIX >KU3HEHHBIX CHTYalMsIX, B TOM YHCJIE MPOOJIEMHBIX,

CTPECCOBBIX M KOH(IUKTHBIX.

5)BocnuTanne y 00ydaromuxcsi TOAEPAHTHOTO CO3HAHUS, UICOIOTUN U KYIbTYPHI

TOJIEPAHTHOCTH;

6) orcyrctBue (DAKTOB SKCTPEMUCTCKUX TMPOSBICHHUN, TCUXHUYECKOIO H

(U3UIECKOT0 HACHITHS;

7) aKTUBHOCTH CTYJ€HTOB B MEPONPHUSITHUSX.

6.3. Moayab «@u3nveckoe BocnuTanue. ®opMuUpoBaHue KYJIbTYPbl
30POBbLS».

O:xugaemMble pe3yabTaTbl GPU3HMYECKOr0 BOCIIMTAHUSA ONpeae/seTcs 110
CJICAYIOILIMM IOKAa3aTeJIAM:
1) peanuzanus o6pa3oBaTENbHBIX 310pOBbECOEpEratoIuX TEXHOIOT Ui,
obecreunBaromux KOM(POPTHOE COTPYIHUYECTBO BCEX CYOBEKTOB
00pa30BaTEIBLHOrO MPOLIECCa;
2) chopMupoBaHHas y 00Y4arOIMUXCSl CUCTEMbI 3HAHUI O 3/I0pPOBbE UEIOBEKA U
HaBBIKOB BEJICHUS 3J0pPOBOr0 00pa3a KU3HHU;
3) coznanue 0aHKa METOJIMYECKUX pa3pabOTOK, HAIIPABIICHHBIX Ha MpONaraHay

340pOBOIo o6pa3a KHN3HU,
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4) cosmanue a1 o0ydaronmxcs, B ToM yrciie ooydatomuxces ¢ OB3, ycioBuii
JUTSL pETYISPHBIX 3aHATHN PU3NYECKOU KYJIbTYpOH U CLIOPTOM, Pa3BUBAIOILIETO
OTJBIXa M 03JIOPOBIICHUS, B TOM YHCIIC HA OCHOBE Pa3BUTHUS CHOPTHUBHOM
UHQPACTPYKTYPHI U MOBBIIICHHS 3P HEKTUBHOCTH €€ UCITOIb30BAHNS;

5) aKTUBHOCTH OOYYAIOIIUXCS B MEPOIIPUATHSIX;

6)pa3BUTHE KYJIbTYphl 0€30MACHOM )KU3HEIEATEIbHOCTH, MPOPUIAKTUKY
HapKOTUYECKOW U aJIKOTOJIbHOW 3aBUCUMOCTH, TA0AKOKYPEHUS U IPYTUX

BPCOHBIX ITPHUBBLIYCK.

6.4. Monayab «IIpodeccnoHanbHO - TPYA0BOE BOCIUTAHHE).
O:xuaaembie pe3yJbTaThbl NPOGecCHOHAIBHO — TPYAOBOI0
BOCIIUTAHMS ONpe/ieJisieTcs M0 CJIeyIOIHUM M0KA3aTeIsAM:

1) Opranmzanus COIUAIBLHOIO MAPTHEPCTBA KOJUICIKA C MPEICTABUTEIISIMU
00pa3oBaTeIbHOr0 U po¢eCcCUOHATBHO-TTPONU3BOJCTBEHHOTO
TEPPUTOPHAIBHOTO OKPY>KEHHA, obecrieueHue IIPEEMCTBEHHOCTH
npo¢eCCUOHAIBLHOr0 00pa30BaHuUs U NPEAIPUATHUS;

2) WCHOJb30BaHKUE MPOPOPUEHTAIIMOHHO - 3HAYUMBIX PECYPCOB;

3) oOecrnieueHWe IIUPOKOTO JAHMANa30Ha BApUATHBHOCTH MPO(UIBHOTO
o0yueHus;

4) amanTanus WMEIOIIETocs B KOJUICIKe OaHka mpodOpueHTAIMOHHBIX
TEXHOJIOTMA K YCIOBUSIM HW3MEHSIOIIETOCS pBhIHKA TpyAa ©  yCAyT
podeCcCHOHAIBLHOI0 00pa30BaHUS;

5) mpoBepka A(PPEKTUBHOCTH WCIOIB30BAHUS [EHCTBYIOUIMX W BHOBB
CO3/IaHHBIX Y4E€OHO-METOIUYECKHX KOMIUIEKTOB;

6) BapuaHTOB OpraHU3alMM pealu3allid CPEACTB IPO(PECCHOHAIBLHON
OpPHUEHTALINU.

Kanenpapublii JIaH BOCIUTATEIbHON PadoThI

Ne n/m HanmeHoBaHHMe MepPONIPUATHS Cpok BbIIIOJIHEHHUS
1 [TpoBenenue BocnuTaTeIbHOM pabOTHI B X0/1€ B teuenun nepuona
YPOKOB o0y4yeHus
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[punoxenue 2

k OCHOBHOI 00pa30BaTEIbHOM
nporpamMmme mpoQecCHOHATLHOTO
06y‘ICHI/I51 1 JOTIOJIHUTCIIbHOMY
npodhecCHOHATEHOMY 00Pa30BaHHIO
o npodeccun «Cexperapb-
AIMUHHCTPATOP

PABOYAS ITPOTPAMMA YUYEBHOM JUCLMITIVHBI
«Icuxonoruueckne 0cCOOEHHOCTH pabOTHI CEKpETApsI»

0 MporpaMMe NpoPecCuOHATbHON MOArOTOBKU «CeKpeTapb-aAMUHUCTPATOPY.
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COJIEPY)KAHUE

1. [Tacnopt paGoueit mporpamMmbl y4eOHON AUCIUTUIUHBI
2. CTpyKTypa U coiepKaHne yaeOHOU TUCIIATIITUHBI
3.YcnoBus peanuzanuy padodeil mporpaMmbl y4eOHOU JUCIIUILTAHBI

4. KoHTpOJIb U OlIEHKA PE3YJIHbTaTOB OCBOCHMS YU€OHON JUCIUTIIIAHBI
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1. Ilacmopr  paGoueii  mporpaMmbl  y4eOHOM  JAUCHUILIMHBI
«[Icuxomorudeckrne 0COOEHHOCTH PabOTHI CEKPETaAPSI».

1.1. O61acTh NPpUMEHEHUsI NPOrPaMMBblI.

PaGouass nporpamma yueOHON  aucuuiuinHbel  «llcuxonoruyeckue
OCOOEHHOCTH pabOTBl  CEKpeTapsi» SBISETCS 4YacTbi0 IPOrpaMMbl IO
npodecCHOHaTbHOMY OOYYEHHIO IO MporpaMme npodeccuoHanbHON
noAroToBKU «Cekperapb-aIMUHUCTPATOP.

1.2. Mecro y4yeOHOW AUCHMIUIMHBI B CTPYKTYpe IPOIrpamMMbl
NMOATOTOBKH KBAJTH(PHIMPOBAHHBIX PA00UYMX, COY/KALMX

VYuebnas gucuumianHa «lIcuxomormyeckue OCOOEHHOCTH — pabOThI
CeKpeTaps» OTHOCHUTCS K 00s3aTeIbHOM YacTH o0uIenpodecCHOHaIbHOrO UKJIA.

1.3. Ieqm w 3agaum y4yeOHOM JMCUUILIMHBI — TpPeOOBaHUA K
pe3yJabTaTaM JMCUMILINHBI.

Henpto muctumnuuel  «llcuxomorndeckue OCOOEHHOCTH pabOTHI

cekperapsi» sBiseTcsi (GOPMUPOBAHHE Y OOYYAIOMIMXCS CUCTEMBbl 3HAHUH O
3aKOHOMEPHOCTSIX M MexaHu3max oOmeHus. [IpoGrem u ocobeHHOCTH
oO011eHust B paboTe AeIONMPOU3BOAUTEIIS.
B pesynbrare ocBoeHHs Y4EOHOW MUCHUIUIMHBI OOYyYaroluecs JIOJKHBI
yMeTh:
- IPUMEHSATh TEXHUKHU U MprueMbl 3P (HEeKTUBHOTO 00IIEeHUS B TPO(hecCHOHATBHOM
NeSITENbHOCTH;
- HUCTOJB30BaTh TMPHUEMBl CaMO PETYyISIUU TOBEACHHS B  MpOIEcce
MEXJIMYHOCTHOT O OOIIEHUS.
B pesynbTaTe ocBoeHUs y4eOHON AUCIIMIUIMHBI 00 YJIArOIITNECS JOKHBI 3HATD:
- B3aUMOCBSI3b OOIICHUS U JACSITEIbHOCTH;
- e, GYHKIUHU, BUJBI U YPOBHH OOIICHHUS;
- POJIK ¥ POJIEBBIE OXKUAAHUS B OOIICHUU;
- BUJIBI COLIMATIbHBIX B3aUMOJICHCTBUM;
- MEXaHU3Mbl B3aUMOTIOHUMAHUS B OOLIEHUY;
- TEXHUKH W TpUeMbl OOIIEHWs, TMpaBWiIa CIyIIaHWA, BEIACHHUsS Oecepl,
yOSXKICHUS;
- STUYECKUE TTPUHITUIIBI OOIIICHHUS,

- ICTOYHHKH, IIPUINHBI, BUIbI 1 CITOCOOBI paspCUICHHUA KOHCI)J'II/IKTOB.
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1.4. KoimuyecTBO 4YacoB, OTBEJCHHOEC HAa OCBOCHHE IMPOIrPaMMBbI
yY4eOHOMi TUCHUIINHBI
MaKcHMallbHas yueOHas Harpy3ka cTy/ieHTa — 4 yaca, B TOM YHUCJIE:
oOsi3aTenbHas ayIUTOpHas yueOHas Harpy3ka - 4 yaca;

2.CTPYKTYPA U COJAEP)KAHUE YYEFHOM JUCIHUTIJIAHBI
«IIcuxonoruueckue 0coOEHHOCTU B pabOTE CeKpeTaps».

2.1. O0beM yueOHOH JUCHUIIUHBI U BU/IbLI YUeOHOH padoThI.

Bun yueGHol paboThl Obvem uacos

MaxkcumanbHas yueOHast Harpy3ka (Bcero) 4
OO0s3aTenbHas yueOHasi Harpy3Ka (BCero) 4

B TOM YHCIIE:

JEKIIUOHHBIC 3aHITHS 2
MPAKTUYECKUE 3aHSATHUS 2
CamocrosrenbHast paboTta cTyjeHTa (BCero) 0
Hmoecosas ammecmayus 6 ¢hopme 3auéma.
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2.2. TeMaTH4YeCKUil IUIaH U coAepxkaHue ydeOHoH nucuunannbl «Ilcuxonoruyeckue 0co0eHHOCTH PadOTHI CeKpeTaps».

HanmenoBaHue pa3aejioB U TeM Conepsxanne yueOHOro MaTepHaJia, JJa00paTOpHbIe U MPAKTHYeCKHe PadoThl, O0bem yacoB Yposenn
caMoCTosITeIbHAs Paf0Ta 00yYAIOUMIMXCS. OCBOEHMSI
1 2 4 4
Tema 1.1. Coaep:xxanue y4eOHOro MmarepuaJia: 1
OOwenue B cucreMe 1. OOmenne (moHATHE, BUABI, (YHKIWK). 3aKOHOMEPHOCTH M MEXaHU3MBI 1 1
MEKJITMYHOCTHBIX OTHOIICHUN obmenwus. [Tpo6iembl 1 0ocoOeHHOCTH OOIICHHS B pabOTe AETONPOU3BOIUTENS.

Tema 1.2. Coaep:xxanue y4eOHOro MmarepuaJia: 1
Bsaumopeiictue ¢ 1. TlonsaTne u XxapakTepHUCTUKa OCHOBHBIX CTWJEH pykoBojacTBa. Knaccudukaius 1 2
PYKOBOJHUTEIEM U o K. JIeBuHy: aBTOpUTApHBIN, TEMOKPATUYECKHM, JTMOepanbHBINA. J[ByXmMepHOE

MIOCETUTEISIMU OMHCAaHUE KaXJIOTo CTHJISA, BKJIIOYas €ro (opMalbHYI0 U COAEpKATEIbHYIO
CTOpoHy. BsammopeiictBue cekperaps ¢ pykoBogureneMm. IIpuHnmmsl
3¢ (HEKTUBHOTO OOIIEHUS C TOCETUTEISIMHU: cobmonenne (pusnuecko u
MICUXOJOTHYECKONW JTUCTAHIIMK B OOIEHWHU; THUIIBI TOCETUTENCH, aJrOpPUTMbI
B3aMMOJICHCTBUSI.
Tema 1.3. Coaep:xxanue y4eOHOro marepuaJia: 1
Manunymsus B 00IeHun 1. OnpeneneHuss MOHATUS «MaHUMYJSAIUsS». OCHOBHBIC THUIBI MAaHUITYJSIIUU B 1 2
o0mIeHuu: JTI000BBIO, CTPAXOM, HEYBEPEHHOCTHIO B ce0Oe, YyBCTBOM BHUHBI,
4yBCTBOM T'OPJIOCTH, YyBCTBOM >KaJIOCTH.
Tema 1.4. Copepxanue yueOHOro MmaTtepuasia: 1
Kougpaicr 1. Tlonsatue xoHpnukra. Tunsl KoHGIMKTOB. OCHOBHBIE CTWIH pa3pelIeHUs 1 3
koH(puukTOB. [lpenoTrBpamenne KOHPIUKTOB. ODPeKTUBHOE TIOBEICHHE B
KOHQIIUKTHBIX cuTyanuax. CrocoObl MpenynpexacHus KOHMIMKTOB. TeXHUKH
IIPOTUBOIEUCTBHUS IPECCHUHTY.
2. Ilytn paspemenuss KOH(GIUKTHBIX cuTyanuid. Tect «Bam crunb mnoBeneHus B
koHpaukTey. Ilcuxomornyeckuit aHanmu3 mnoBeneHusi cekperaps. CocraBieHue
namsaTku «Kak Bectu ce0st B KOHQIUKTHOM CUTYaLIUN.
Urorosas arrectarus 3auer 1
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3. YCJIOBUSI PEAJIN3AILIMA ITPOT'PAMMBI YYEBHOHN
JUCHUIIJIMHBI «IIcuxonornyeckue 0COOEHHOCTH PadoThl CEKpeTapsa».

3.1. TpeGoBaHUsI K MUHMMAJILHOMY MaTEePUAJBLHO-TEXHUYECKOMY 00ecneyeHUuIo
Peanu3zanus nporpaMMbl TUCIUILTMHBEI TPEOYET HATUYHs y4eOHOTO KaOMHETa
«[Icuxonoruueckne 0COOEHHOCTH PabOTHI CEKpeTaps»
OG6opynoBaHue yueOHOro KabuHeTa:
/TI0 KOJIMYECTBY 00yUaromuxcs/
- CTOJI YYEHUUYECKHU;
- CTyJ1 yYCHUYECKHUN;
- CTOJI JIs TIPETIO/IaBaTeds;
- CTYJ J7Isl TIPETo1aBaTesl.
Texnuueckue cpencTsa 00y4eHUS:
- KOMITBIOTEP C JUIEH3UOHHBIM IPOTrPAMMHBIM 00ECTICUCHUEM
- MYJIbTUMEIUATIPOEKTOD;
- CKaHep;

- IPUHTED.

3.2. Ilepeyennb pekoMeHayeMbIX y4eOHbIX H3JaHUil. OCHOBHbIE HCTOYHUKH:

1. Tlcuxonorus pa3sutus yenoBeka, Canorosa, Enena EBrenbeBna, 2005r.

2. Bospactras ncuxonorus: YueoHoe nocooue / b.P. Manaens. - M.: By3oBckuit
yuebnuk: HUL] Undpa-M, 2012. - 352 c.

3. OcHoBbl o6mei nmcuxonorun: Yueonuk / H.C. Edumona. - M.: N[ ®OPYM:
HUI MTH®PA-M, 2014. - 288 c.

4. Tlcuxomorus u neparoruka: Yue6. mocooue / A.U. Kpapuenko. - M.: U1 PUOP,
2010.- 112 c.

5. Beirorckuit, JI. C. (1896-1934). Ilcuxonorus pazsutus yenoseka / JI. C.
Brirorckuii. - Mockpa: Cmeicin: OKCMO, 2003. - 1134, c. b 88.8 Brirorckuii
JI.C., 2003



HuTepHeT - pecypcsl:

1. Axagemuk. CiioBapu W SHIUKJIONICIHH.
http://dic.academic.ru/dic.nsf/bse/144657/%D0%A4%D0%B8%D0%B7%D0
%B8%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B5

2. Bomabiias coBerckas sHiukioneaus. http://bse.sci-lib.com/article116117.html,
http://sci-lib.com/, http://bse.sci-lib.com/article116122.html
3. https://studbooks.net/1268418/menedzhment/kultura delovogo obscheniya se

Kretarya

4. KOHTPOJIb U OLIEHKA PE3YJBTATOB OCBOEHHS YUEBHOM
JAUCHOUIIJIMHBI «Ilcuxosiornyeckne 0c00eHHOCTH Pado0ThI CeKpeTapsa»

KoHTposib H oOmeHKa pe3yJbTaTOB OCBOEHUS Y4E€OHOW JIMCIUIUIMHBI
OCYILIECTBIISIETCS MPENOJABATEIEM B MPOLECCE MPOBEACHUS JIEKIMOHHBIX H
MPAKTUYECKUX 3aHITUH, CAMOCTOSITEILHON Pa0dOThI, a TAKKE TECTUPOBAHUS.

Pe3yabTaThl 00yueHust ®opMbI U METOAbI KOHTPOJIS H
(oCBOEHHBbIE YMEHMSI, yCBOCHHbIE 3HAHUSA) OLIEHKHU Pe3yJIbTaTOB 00y4eHMsI
YmMmerb:
— TIPUMEHSATH TEXHUKH U TIpUeMbI 3P HEKTUBHOTO Cymmupyroliee O e HUBa HHU €
06H_IeHI/I}I B HpO(l)eCCHOHaHbHOﬁ ACATCIIbHOCTH, pPeE3yIbrTaToOB Ha6ﬂ}oﬂeHH;{ Ha
—  HCIIOJIB30BaTh MIPUEMBI CAMOPETYIISAIINN IPAKTHYECKHX 3aHATHSX 10
MOBEJICHUS B MPOIECCE MEAKIIMUHOCTHOTO paspaboTke;
oO1eHus.
3HaTh.

— B3aUMOCBS3b OOIIEHUS U IeATEIHHOCTH;

— 1enu, GyHKIHUH, BUJBI U YPOBHH OOIICHUS;

— POJIU U POJIEBBIC OKUIAHUS B OOIICHUH; Onenka pe3y/bTaTOB BBIOIHCHHS

~  BUJbI COLIMATBHBIX B3AUMOJCHCTBUM; IPAKTUYECKUX 3aaHHM.

— MEXaHHU3Mbl B3aUMOINOHUMAaHUs B OOIICHNH;

— TEXHHUKHU U TPUEMBbl 00IIeHNs, TIpaBUIa

— COylmaHus, BeleHus O0ecenbl, yOeKIeHN s,

— OITUYECKUE MPUHIIUIIBI OOIICHUS;

—  WCTOYHHKH, IPUYUHBI, BUJIBI U CIIOCOOBI
pa3penieHus KOH(QIUKTOB.
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[punoxenue 3

k OCHOBHOM 00pa30BaTEIILHOM
nporpamme npogecCHOHAIBHOTO
00y4YeHus ¥ AONOIHUTETEHOMY
npodeccroHaTbHOMY 00pa30BaHUIO
o podeccun «CekpeTapb-
aIMHHHUCTPATOP

PABOYA S IIPOTPAMMA YUEBHOW JUCLATIIVHBI

«HdopManoHHbIE TEXHOJIOTHH B padoTe ceKkpeTaps»

10 IporpaMMe npo¢ecCuOHaIbHON MOAr0TOBKH «CeKkpeTapb-aJMUHUCTPATOP.
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COJIEPY)KAHME

1. ITactiopt paboueii mporpaMmbl Y4eOHON JUCITUTIITHHBI
2. CTpyKTypa U cofepkaHnue yaeOHON JUCIUILTHHBI
3. YcnoBus peanuzanuu padodeit mporpaMMbl y4eOHON AUCHIUTUTHHBI

4. KOHTpOJIb U OlIEHKA PE3YJIHbTATOB OCBOCHHUS yU€OHON JUCIUTLIIAHBI
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1. MACIIOPT PABOYEWM ITPOIr'PAMMBI YYEBHOM JUCIUIIINHBI
«HUHO®OPMAINMNOHHBIE TEXHOJIOT'UN B PABOTE CEKPETAPS».

1.1. O6sa1acTh NPUMEHEHUs] MPOrPaMMBblI.

PaGouas mporpamma yueOHoM guctuiuinabl « M HGOpMaIMOHHbIE TEXHOIOTHHU B
paboTe cekperapsi» SBISIETCS YacTbl0 NPOrpaMMbl IO MNPOdEeCcCHOHATHLHOMY
OoOy4eHHIO [0 TporpaMme mpodeccHoHanbHONH MNOATrOTOBKM  «CeKperaphb-
aJIMUHHCTPATOP.

1.2. MecTo y4eOHO# TMCUUILIMHBI B CTPYKTYype MPOrpaMMbl NOATOTOBKHU

KBAJIU(UUIMPOBAHHBIX PA00UYHX, CIYKAIIMUX
VYuebnas aucuuruinHa «HpoOpMalmoHHbIE TEXHOIOTUU B paboTe cekpeTaps»
OTHOCHUTCS K 0053aT€NLHOM YacTh 001enpoecCuOHAIBHOTO 1UKIIA.
1.3. leau u 3aaa4u y4eOHOM JUCHMILUIMHBI — TPeOOBaHUsI K pe3yjbTaTam
aucuunIuHbl «MHpopMannoHHbIe TEXHOJIOTHH B padoTe ceKpeTapsi»:
o N3yuenue pacnonoxxeHus OyKBEHHBIX KJIABUII KJIABUATYPHI.
o OgliaieHue TEXHUKOM J1eCATUIATIBLIEBOTO CTIOCO0A MeYaTH.
o YMeHuUe nevaTaTh N0J AUKTOBKY U MeYaTaTh TEKCT C JIUCTA.
« Kpacupo u rpamMmoTHO pacrnonaraTs HU(POBOM U TEKCTOBBIA MaTepHall.
o 3HaTh pa3IMYHbIC BUIbl MAIIMHOMKUCHBIX PA0OT.
o 3HaTh U YMETh NPUMEHSATH HA MPAKTUKE MPaBUiIa, IPEAbSIBISIEMbIC K
o(hOopMIIEHUIO TEKCTOBOT'O MaTepuara.
1.4. KosinuecTBO 4acoB, OTBeJeHHOE HA OCBOECHHE NMPOIrPaMMbl y4eOHOM
AUCUHMILTAHBI
MaKcHMallbHasi yueOHast Harpy3ka cryaenrta -10 yacoB, B TOM 4ucIe:

oOsi3aTenbHas ayIuTOpHas yueOHas Harpy3ka - 10 gacos;
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2.CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIHUATLIAHBI
«HUHO®OPMAINMNOHHBIE TEXHOJIOI'MA B PABOTE CEKPETAPS».

2.1. O6beM yueOHOM TUCIIMIUIMHBL U BUABI Y4€OHOM paOOTHI.

Bun yueOnoit paboThl O6bem vacoB

MakcumanibHasi yaeOHast Harpy3ka (BCero) 10
OO6s3arenbHas yaeOHas Harpy3Ka (Bcero) 10

B TOM YHCIIE:

JIEKIINOHHbBIE 3aHATHS 2
MPaKTUYECKUE 3aHATHUS 8
CamocTosiTenbHast paboTa cTyeHTa (BCero) 0
Hrorosas arrectaius B popMe KOHTPOJIbHON paOOTHI.




2.2. TeMaTH4YeCKUH IUIaH U COAepKaHMe Y4eOHOH nucHuNInHbl «MHGoOpManMOHHBIE TEXHOJIOTHM B padoTe ceKpeTaps).

HaunmenoBanue pasgesnioB | Coaepxxanue yueOHOro MaTepualia, JadopaTopHbie M MPAKTHYECKHE O0bem Yposennb
U TeM padoThl, CAMOCTOSATEILHAS Pa00Ta 00yYAKOIIMXCH. 4acoB 0CBOEHMS
1 2 3 4
Tema 1.1. Conep:xanne y4eOHOT0 MaTepuaJa: 1
TexHuka 6€30MaCHOCTH U 1 1
oXpaHa Tpyjaa
Tema 1.2. Conepxkanue yueOHOro MmaTepuasa: 1
Pabora B TekcToBOM Coznanme Tekcra. Omepanuu 1O  PEJAKTHUPOBAHUIO  TEKCTa: 1 2
PCAKTOpE: COSAHUC, pedaKkTUpOBaHUE CJIOB, KOMHUpPOBaHWE (parMeHTOB TEKCTa, YyAAJICHUE
peAaKTUPOBAHUE U
(parMeHTOB TEKCTa, pa3JeliecHue W COeIUHEHHE al3aleB, IPOBEpKa
dbopmarupoBaHue
TEKCTOBOT'O JJOKYMEHTA opporpapun. dopmatupoBaHre OOBEKTOB TEKCTOBOIO JOKYMEHTA:
UCII0JIb30B
aHWE pa3HbIX TUIOB HAYEPTAHWU W Pa3MEpPoB MIPU(]PTOB, MCTIOIH30BAHHE
MaHeNId UHCTPYMEHTOB, UCIOJIb30BAHUE KOHTEKCTHOrO MeHIo. M3MeHeHue
napameTpoB popmaTupoBanus Tekcta. OdopMieHrne TEKCTa B BUIE CITUCKA.
@opMaTUpPOBaHUE TEKCTA B HECKOJBKO KOJIOHOK, CO3/IaHUE KOJOHTUTYJIOB.
Coznianve u pelakTUPOBAHUE TAOIHIIBI.
Tema 1.3. Conepxkanue y4eOHOro marepuasa: 2
3HAKOMCTBO C TaOJTUYHBIM OO6muit Bux TabiauyHoro mpoiieccopa. CTpykTypa OKHA TaOJIUYHOTO 1 2
1

pEeAaKTOpOM

nporieccopa Excel. Co3nanue HoBOI paboueii kaury. [lepemenienre BHyTpu
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paboueii kHuru. TpeOGoBaHus O€30MACHOCTH TpyAa B KOMIBIOTEPHOM
kiacce. OCHOBHBIE MpaBWIa M MHCTPYKIHMH MO O€30MACHOCTU TPya, UX

coOJIt0/IeHUe U BbINoJHEHue. Pexxum paboTel u otabixa npu padore c T1K.

Tema 1.4.
BBon u penaktupoBanue
JIAaHHBIX B TAOJIMIHOM
MpOLIECCOPE

Copnep:xanne y4eOHOTO MaTepHraJia:

Beinenenue rpymimsl siueek. PenjaktupoBanye JaHHBIX B STYEHKE. ABTO

3anonHeHue. Mcnons3oBanne Gopmyi.

Tema 1.5.
Pabota ¢ nuarpammamu B
TaOJIMIHOM TIPOIECCOPE

Conepkanue yueOHOro MmaTepuasa:

CO3,Z[8,HI/IC AuarpaMMal. HN3meHeHue AuarpaMMal. q)OpMaTI/IpOBaHI/IC

AuarpaMMal.

Tema 1.6.
3HaAKOMCTBO C POrPaMMOi
10 CO3/IaHUIO
KOMITbIOTEPHBIX
IIPE3CHTAUI

Copaep:xanmne y4eOHOT0 MaTepuaJia:
Coznanue cnaiinoB. PenaktupoBanue cnaiina. CoxpaHeHHE, OTKPBITHE U

3aKkpeiTUe Tpe3eHTauuu. Co3laHue TMpe3eHTaluh U3  HECKOJIbKHUX
Pa3HOTUIHBIX claigoB. Pabora co crnaiijaMu B pa3HbIX peXHUMaXx.
JloGaBneHue TekcTa B ciainbl. BeraBka, yaaneHne U KOnupoBaHUE CIaiI0B.
BceraBka xapTUHOK, 3BYKOB M BuAeokiunoB. [lepexon mexay chaitmamu
npeseHTtanuu. Co3gaHue yOpaBIsSONIMX KHOMOK. V3MeHeHue mnopsiaka

cienoBaHus cnaigoB. Pabora ¢ nBeramMu W (OHOM MpE3EHTALMHU.
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JleMoHCTpanusi claijoB U €€ HacTpoilka. AJlpecHas KHUIa B IMOYTOBBIX
nporpammax. Kak HamucaTh, OTOPaBUTh, MOJYYUTh U MPOUYUTATH MUCHMO.
PenaxktupoBanue u ¢opMaTupoBaHue HWHPOPMAIIMH, IOJYYCHHOW W3
Internet. Ucnonw3oBanue Oydepa oOmeHa. CoxpaHEHHE PHCYHKOB.

Coxpanenue ctpaHullbl B Buze (aina Ha aucke. 3arpy3ka (aiaoB u3

Internet. I1euars.

Hrorosas arrecranus

KonTponwshas pabora.
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3. YCJIOBUS PEAJU3ALIMY PABOYEI TPOTPAMMBI YYEBHOM
JUCTMTLIAHBI

3.1. TpeOoBaHMsA K MUHMMAJIbHOMY MaTEePHAIbHO-TEXHUYECKOMY 00eCeYeHHI0

Peanuzauus y4eOHON AMCHMIUIMHBI TpeOyeT HaluW4usi y4yeOHOro kaOuHETa
UHPOPMATUKU U UHPOPMAIMOHHO-KOMMYHUKALIMOHHBIX TEXHOJOTUHM, OCHAIIEHHBIH
JIOKQJIbHOW CEThIO U BHIXOJIOM B UHTEPHET.

O0GopynoBanmne y4eOHOT0 KaOMHeTA:
— aBTOMaTH3MPOBaHHOE pabodee MECTO MPEroaaBaTels;
— aBTOMAaTH3UpPOBaHHBIC paboune MecTa oOydarmmxcs (MO0 KOJUYECTBY
OO0 yJarOIINXCS);
— ceTeBoe nepudepuitHoe 000py0BaHUE;
— nepudepuitHoe 00opya0BaHUE /I BBOJIA U BbIBOJIa MH(OpMAIUK;
— MyJbTUMEIUHHOE 000pyI0BaHUE.

Texnnuyeckue cpeacTsa 00y4eHHs:
— KOMIBIOTEP C JIMLEH3MOHHBIM TPOrPaMMHBIM 00€CIICUEHUEM;

— MYJIbTUMCANAIIPOCKTOP, HHTCPAKTHUBHAA TOCKA.

IIporpammMHoe o0ecnieyeHnue:
— OmnepaunoHnHas cucreMa, cemerictsa Windows,
— AHTUBHUpPYCHAs IPOrpaMMma;

— Tekcrosslii pegakTop MS Word;

3.2. UadopManmoHHoe obecrieueHre 00 yIeHHs

Ilepeuenr  pexkoMeHayeMbIX  y4eOHbIX  u3JdaHuil, HHTepHeT-pecypcos,
JIOTIOJIHUTEJIbHOM JTUTepaTyphl

OCHOBHBIE HCTOYHHUKH .
1 AwngpuanoB B. . [lecarunanblieBblii METOJl TME€YaTH Ha KOMIIBIOTEPE. -

CIIS.: ITurep, 2005. -64C. -un.

2 UYeuenpHmikuii A B. JlecstumanbiieBpii HaOOp Ha wiaBuarype: lledats co
ckopocThio Mbiciu. - CI16.: BXB-Ilerepoypr, 2006.

3 Honmos JJA Word 2007. Jlerkuii crapr. - CIT0.: ITurep, 2007.
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4 JlenkeBuu JIA Cekperapb-pedepent. TexHnka MalmHOMUCH: y4eOHOE ocooue.
- M: U3narenbckuii ieHTp «Akagemusy, 2007. - 64 c.

o Nudopmanvonnas kynbTypa; YueOHoe mocodue jyisi cpeHent mkoibl YecTh
I/T.A MartseeBa, AI'. Teitn, BR Mauynsckuir, T.B. Illmora, BU B. U
KagounukoBa B U XKunbnoBa, AC. llepounun - Exatepun0Oypr; Llentp «YueOHas

kauray; Cmorenck: M3narensctBo «Accormarmst XX| Bex», 2006.

JlonoiHMTE IbHbIE HCTOYHUKMN:
1 AunpuanoB B W beictpeiit 1 mpaBwibHBIM HaOop TekcTtoB Ha [IK.
Camoyuurens. - CII6.; [Tutep, 2004. - 96 C - u.
2 Jleontbe B.IT (OcBauBaem Word. — M: OJIMA_TTIPECC O6pa3osanue. 2004.
3 AH Ky3uenosa, P.HBarenreiim. Mammnonucs. M3n. 2-e, mep. u mom - M:
Bricmras mikoma, 1991.
4 C.H1 Iemaues, HU Kyknnna Camoyuurens MammmHonucu. - M: Beicias
ko, 1995.
S 3appaxHoB A.B., Mapmsmosa BM. Tlmmansiessii crieront metorn miedart (Meromvka

VBYUEHVS KI1aBHaTyphbl) - ChicepTs, 1 995.

HNHuTepHeT pecypcesbl:
1 http;//Mmww.ict. edu.ru/

2 http:/imvww.radiantpeak.com/download

44


http://www.radiantpeak.com/download

4. KOHTPOJb M OLEHKA PE3YJbTATOB OCBOEHHUS
JUCTUTILIAHDI.
KOHTpOHL U OICHKa pe3y.HBTaTOB OCBOCHHA AHUCHUIIIINHBI OCYH.IGCTBJIHGTC?I

IMpCrioaaBaTciicM B Imponecce IMPOBCACHUA MMPAaKTHYCCKUX SaHHTHﬁ,
TCCTUPOBAHUA, A TAKXKC BBbIIIOJHCHHA O6y‘-IaIOHII/IMI/IC5I HHAWBUYAJIbHBIX

BaﬂaHHﬁ, ITPOCKTOB, HCCHCHOB&HHﬁ.

Pe3yabTaThl 00yueHust @opMbI U METOIbI KOHTPOJIS U
(ocBOCHHBIE YMEHHUS, YCBOCHHbIE 3HAHMSA) OLIEHKH Pe3yJ1bTaTOB 00y4eHH s
YMeTh:
— IPOU3BOJIUTH KOMIIBIOTEPHBII naGop | 1. MHTeprperaumus — pe3ynbTaToB

TEKCTOBOM HMH(MOPMAMK C MPUMEHEHHEM | HAOMIOAEHNH 32 JEATENbHOCTBIO
MCTOAUKH CJICTIOTO JCCATUIIAIBIICBOTO CTyJe€HTa B TIIpOIECCE OCBOCHHUA

MEeTOZa Ha KJIABMAType TEPCOHANBHOIO | Gna3oBaTelbHOI IPOrPAMMEL
KOMIIBIOTEPA;

— COCTaBIATH U OQOPMIATH  Ciry:keOHbIe | 2. TeKyImuil KOHTPOIIb B (JOpME:
JOKYMEHTBI B JJIGKTPOHHOM H OyMa)XHOM
BUJIE c IpUMEHEHUEM CpEICTB — 3aIUTHI MPAKTHUYECKUX padoT;
KOMIIbIOTEPHOMN TEXHUKH; — TeCTHPOBAHUS;

— mnpodeccHOHAIbHO OCYHIECTBIATH HAOOP
TEKCTOB Ha IMEPCOHATLHOM KOMITBIOTEPE.

— JoMalHei paboThl;

— oTuéTta o MIPOJCIaHHOMN
BHEAYJAWTOPHOW  CaMOCTOSITEIIbHOU
3HaTh: paboTe  COTJTacHO  HMHCTPYKIHU
(mpencraBieHue nocoOwus,
Mpe3eHTAINH /6ykrera,
HH()OPMAITMOHHOE COOOIIICHHE).

— TpeOOBaHUS K OpraHU3alny padovero mMecra
Y MpaBUJIa TEXHUYECKOW OE30MacHOCTH IPH
paboTe ¢ KOMITBIOTEPHON TEXHUKOM;

— PYCCKYHO M JATHHCKYIO  KJIAaBHATYpy
IIEPCOHAIIBHOTO KOMIIBIOTEPA;

— mpaBuiaa OQOpMIICHHS JOKYMEHTOB Ha
HIEPCOHAIILHOM KOMIIBIOTEPE.

3. UroroBas arrectauus B popme
KOHTPOJILHOH paboTHI.




[Tpunoxxenue 4

k OCHOBHOM 00pa30BaTEIBLHOM
nporpaMme npo¢heccuoHaIBHOTO
00y4YeHuUs ¥ AONOIHUTEILHOMY
npoeccroHaNbHOMY 00pa30BaHUIO
no npodeccun «CekpeTraphb-
aJIMUHHCTPATOP

PABOYAS ITPOTPAMMA VUEBHOM JNCHUITJIMHBI
«MeHeIKMEeHT»

k OCHOBHOH 00pa3oBaTeabHOI NporpamMMme NpohecCHOHANTBHOTO O0YyUYEHUS U
JOTIOJTHUTEIBHOMY PO EeCCHOHATTLHOMY 00pa30BaHUIO

«CekpeTapb aIMHHUCTPATOP»
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COLAEPXAHUE

1. TTactiopt pabGoueit mporpamMmMbl y4eOHON TUCIUTUTUHBI
2. CTpyKTypa u cofepkanrue yaeOHON JUCIMIUINHBI
3. YcnoBus peanuzanuu pabouyeit mporpaMmbl y9eOHON AUCIIUTUIAHBI

4. KoHTpOIIb 1 OIIeHKA PE3YIHTAaTOB OCBOCHUS YICOHOMN AUCIUTUIHHBI
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1. IMACHOPT PABOYEM IMPOI'PAMMBbI YUYEBHOU
JAUCHUIIIMHBI «MeHeaKMeHT».

1.1. Obs1acTh NpUMEHEHNUsI MPOTPAMMBI.

Pabouas mporpamma yueOHON AMCUMILIMHBI «MEHEIKMEHT» SBIISETCS
YacThl0 MPOrpamMMbl MO NPOGECCHOHATBHOMY OOYYEHHIO MO MpOorpaMme
npo¢ecCUOHaIbHON MOATOTOBKU «CeKpeTapb-aIMUHUCTPATOPY.

1.2. Mecto y4eOHOH AUCHMIUIMHBI B CTPYKType IPOrpaMMbl

NOATOTOBKH KBAJTU(PUUIMPOBAHHBIX Pa00UYMX, CAYKALMX

VYyeOnasa nucuuruiniHa «MEHEIKMEHT» OTHOCUTCS K 00s3aTelnbHOM

4acTu 0011enpodecCHOHAIBHOTO IIUKIIA.

1.3. Heau wu 3agaym y4eOHOM JMCUUILIMHBI — TpPeOOBaHUA K

pe3yabTaTaM JMCUMININHBI «MeHeTKMeHT»:

— CIOCOOHOCTh HAaXOAUTh OPraHU3alMOHHO-YIPABICHUECKUE PEIICHUS U
TFOTOBHOCTb HECTHM 3a HHMX OTBETCTBEHHOCTh C MO3HMIMI COLHAIBHON
3HAYMMOCTH PUHUMAEMBIX PELICHUN;

— CIIOCOOHOCTH NMPOEKTHUPOBATh OPraHU3alMOHHbBIE CTPYKTYPbI, y4acTBOBAaTh B
pa3palboTKe CTpaTeruil yrpaBieHHs Y€I0BEUECKUMU peCypcamMy OpraHU3aluid,
IUTAHUPOBATh M OCYHIECTBJISITh MEPONPUSITHS, PACHPEEISITh U IEeNEerupoBaTh
NOJTHOMOYHUS C YYE€TOM JIMYHOM OTBETCTBEHHOCTH 3a OCYIIECTBIsIEMbIE
MEpPOIPUSITHUS;

— BJIQJICHUE HaBbIKAMHM MCHOJb30BAHHUSI OCHOBHBIX TEOPUH MOTHUBALIUH,
JUAEPCTBA M BJACTH JJIA PEUIEHUS CTPaTerMyecKHuX U ONEpaTHUBHBIX
yIOpaBIEHUYECKUX 3aj7a4, a TakXKe JJIsl OpraHu3aluy TPYNIOBOW pabOThI Ha
OCHOBE 3HaHUS MPOLIECCOB IPYNIIOBOM JUHAMHUKY U IPUHITUIIOB (POPMUPOBAHUS
KOMaH/Ibl, YMEHUE NIPOBOJAUTH ayJIUT YEJIIOBEYECKUX PECYPCOB U OCYILECTBIIATh
JUArHOCTUKY OPraHU3alMOHHOM KYJIbTYPBHI.

B pe3ynbTaTe u3ydeHHs TUCUUILIMHBI CTYACHT JOJKEH 3HATH!

— OCHOBHBIE ATallbl Pa3BUTHsI MEHEP)KMEHTA KaK HayKU U podeccuy;

— IPUHLIMIBI PA3BUTHS U 3aKOHOMEPHOCTH (QYHKIIMOHUPOBAHUS OPTaHU3ALUY;

— pOJIH, q)YHKHI/II/I H 3aJa491 MCHCIKCpa B COBpCMCHHOﬁ OopraHmusanyvu,
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— MPUHIUIBI [EJIeTIONaraHusl, BUIbI U METOIbl OpraHU3aIMOHHOT O
IUTAHUPOBAHMS;

— THUIIbI OPraHU3aLUOHHBIX CTPYKTYP, UX OCHOBHBIE MTApAMETPhI U MPUHIIUIIBI
UX [IPOEKTUPOBAHUS;

— OCHOBHBIE BUIbI U TPOIIEIYPbl BHYTPHOPTraHU3alMOHHOT'O KOHTPOJIS
JloJKeH yMeTh.:

— CTaBUTh ULenu W (GOPMYyIHUPOBATh 3a/Jayd, CBsI3aHHBIE C peanu3aluen
npodeccuoHanbHbIX (PYHKIIUIA;

— aHaTU3WPOBATh BHEIIHIOK ¥ BHYTPEHHIOIO CPEy OpraHU3aIliH, BBISBIISTH €€
KITIOUEBBIC AJIEMEHTHI U OIICHUBATh UX BIMSHHUE HA OPTaHU3AIINIO;

—  QHAIM3WPOBATh OPTaHM3AIMOHHYIO CTPYKTYpy U  pa3palaThiBaTh
MPEJI0AKEHHS 110 €€ COBEPILICHCTBOBAHUIO;

—  OpraHM30BBIBATh  KOMAaHAHOE  B3aUMOJIEHCTBUE Il  pEUICHHUSA
yNpaBJICHYECKUX 3a7a4;

— AHAJIM3MPOBaTh KOMMYHMKAI[MOHHBIE NPOLECCHl B OpraHMU3alUM U
pa3pabaThiBaTh MPEATIOKEHUS 0 TOBBIIICHHUIO X d(PPEKTUBHOCTH;

— JIMarHOCTHPOBATh OPTaHM3AIMOHHYIO KYJIbTYPY, BBISBISTH €€ CHUJIbHBIC H

cia0Oble CTOPOHBI, pa3padaThIBaTh MPEATIOKEHHS 110 €€ COBEPIIEHCTBOBAHMIO.

1.3. Kotn4yecTBO 4aCOB HA OCBOEHME MPOrPaAMMbI Y4eOHOH THCUMILIHHBI:

Bcero 4 yaca, B TOM uncie npakTudeckue padoTsl — 4 4acos.
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2. CTPYKTYPA Y COJAEPAKEHUE YYEBHOM JJUCITUTIIMHBI
«MeHexKMeHT»
2.1. O0bem yueOHOI TUCHUIIMHBI U BUIbI Y4e0HOH padoThl

Bun yueOHoOI paboThl 00BEM HacoB
MaxkcumanbHast Harpyska (Bcero) 4
OO0s3aTenpHas ayquTopHas yueOHasi Harpy3Ka 4

(Bcero)

B TOM 4HUCJIC:

-1a00opaTopHbIe PaObOTHI

-IIPAKTUYCCKUC 3aHATUS

UTOTOBas aTTecTaius B popme KonTponbshas pabora
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2.2. TeMaTHuyecKkuii NJIaH U coAep:KaHHe YUeOHOH TMCUUNIUHBI «MeHeTKMeHT»

HanmeHnoBanue Copnepxanune yueOHOro MmaTepuasa, 1a00paTopHble M NPaKTHYeCKHe padoThl, O0bem Yposennb
pa3iesi0B U TeM CaMOCTOsITeJIbHas padoTa 00y4aloMXcsi, KypcoBasi pa6oT (MpoeKT) 4acoB OCBOCHHA
- 3HAKOMCTBO C COEPKAHUEM HU3y4aeMOr0 MpeaMETa.
Tewma 1. .
- IlonsTue: TaliM-MEHE)KMEHT.
Bsenenue. 1
TalM-MEHEKMEHT - IIpumeHeHue TaiM-MEHEKMEHTA.
- ba3oBble NIpUHLMIIBI YIIPABJICHUSI BPEMEHEM.
Tewma 2. - [punnunst 3¢ dexTnBHOM oprannzannu pabodero MecTa, JIHs.
CaMOMEHEIKMEHT
- MuBentapusanus pabodero 1Hs, pacCTaHOBKA IPUOPUTETOB. 1
- Cnoco0»l co3aHusl pe3epBa BpeMeHH.
Tewma 3. - CoprtupoBka HHPOPMALIUHU, PACCTAHOBKA IPUOPUTETOB, BbI/ICICHUE TIIABHOTO 1 3
PaGora ¢ undpopmarnueit
U CPOYHOTO.
- Ilomyuyenue HeoOX0MMON UHPOPMALINHU, YTOUHEHUE HEITOHATOM.
- OcobeHHoCcTH pHUeMa, XpaHEHHsI U NIepe/laul YCTHON U MHCbMEHHOM
uHpOpMaIUH.
Tema 4. - Omnpenenenne GopMaabHON OPraHU3alUN C TOYKH 3PEHUS €€ OCHOBHBIX
Opranuzanus Kak
XapaKTEPUCTHK.
COLIMOTEXHUYECKAs CUCTEMA
- OCHOBHBIE 3JIEMEHTHI OPTaHNU3AMH KaK COUOTEXHUUECKON CUCTEMBI. 1

BaKpLITBIG W OTKPBITBIC TUIIBI CUCTCM.

I'opu3oHTanpHOE U BEPTUKAIBHOE pa3/iejeHue TpyAa. Y POBHU yIPaBICHHUS.

KontponbHas pabora




3. YCJIOBUS PEAJU3ALIMU PABOYEI ITPOTPAMMBI YYEBHOM
JVCOUTLINHBI «MEHEJJKMEHT»

3.1. TpedoBanus K MHUHUMAJIBLHOMY MATEPUAITBbHO-TEXHUYECKOMY
o0ecrneYeHnIo

Peanuzanus yueOHOW NUCHUILIMHBI TpeOyeT Hanu4uus y4eOHOro kaOuHeTa
uH()OpPMATUKHU " UH(OPMaIIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTUH,
OCHAILEHHBIN JIOKAJIbHOM CETHIO U BBIXOJIOM B UHTEPHET.

Oo0opynoBanue y4eOHOro KabnHera:
— aBTOMATH3WPOBAHHOE pabouyee MECTO MPEINo1aBaTels,;
— aBTOMATH3UPOBaHHBIE pabouume Mecta oOydarommxcss (MO KOJIUYECTBY
oOyyJarommxcs);
— cereBoe nepudepuitHoe 000pyI0BaHHUE;
— mnepudepuiiHoe 000pya0BaHUE JIJIsi BBOJIa U BBIBOJIa UH(OPMAIUU;
—  MYJIBTUMEIUHHOE 000pyI0BaHHUE.

3.2. UadopmanmonHoe obecriedeHrne o0yueHus.
IlepeueHb pekoOMeHAyeMbIX Y4eOHbIX U3aHuil. OCHOBHbIC HCTOYHHUKMH

1. Apxanrensckuii, ['1ed6 @opmyna BpeMmenu. Taiim-menemxmeHT Ha Outlook 2007
/ I'ne6 Apxanrenbckuii. - M.: Mann, UBanoB u @epbep, 2018. - 121 c.

2. bacakog, M. 1. CnpaBounuk cekperaps-pedepenra / M.M. bacakos. - M.:
®enukc, 2017. - 416

3. Hokyuu, M. C. [IlpumeHeHne coOBpeMEHHBIX METOZ0B B OPraHU3allUU KaJpOBOM
paboTel ucnoiakoma 6azoBoro yposHs / J1.C. lokyuun, A.A. Oxpumenko, E.H.
Xaiinankuit. - M.: Akanemus yripasieHus npu [Ipesuaenre PecyOmku
benapycs, 2013. - 582 c.

4. Jlon, Tonmunr bepexnuselii oduc. YcrpaneHue notepb BpeMEHH U JeHer /
Tannuar [ox. - M.: Anbnuna [Ta6aumep, 2017. - 533 C.

5. 3axapkuna, O. U. Kanposas ciyx0a npeanpustus. Jleaonpon3BoacTBo,
JIOKyMEHT0000poT 1 HopMaTHuBHas 6a3a / O.U. 3axapkuna, JI.E. ['ycsaTHuKOBA. -
M.: Omera-JI, 2013. - 264 c.

6. KanpoBoe nenonpounsBoacTBo. OOpasipl MpaBOBBIX JOKYMEHTOB. - M.: M3nanue
Tuxomuposa M. 1O., 2016. - 192 c.

7. KupcanoBa, M. B. Odopmiienne kanpoBbIx JOKyMeHTOB. [IpakTrueckoe
nocobue / M.B. Kupcanona, FO.M. Axcenos, C.I1. Kooyk. - M.: Omera-JI, 2013. -
224 c.



4. KOHTPOJIb W OLHEHKA PE3YJIIBTATOB OCBOEHUA
JANCHUIIVIMHBI «<MEHE/TKMEHT)

KoHTponnb ¥ OLIEHKA pe3yslbTaTOB OCBOEHUS JUCLUILIAHBI OCYIIECTBIISIETCS
IIPENOAABATEIEM B IPOLIECCE NPOBEACHUS NMPAKTUYECKUX 3aHATUM, TECTUPOBAHUSA, A

TAaKKC BBIITOJTHCHUA 06y‘—IaIOH_II/IMI/IC$I WHAWBUAYAJIbHBIX SaHaHHﬁ.

Pe3yabTaThl 00y4eHus DopMbI U METObI KOHTPOJISI U OLIEHKH
(ocBOEHHBbIE YMEHMs, YCBOCHHBIE 3HAHMSA) pe3yJbTaTOB 00y4eHus
B pe3ynbrare n3ydeHuss JUCLHUIUIMHBI CTYAEHT l. Nurtepnperanus pe3ynbTaToB
JOJDKEH 3HATh! Ha0r01eHN | 3a JIEeSATEIBHOCTRIO
— OCHOBHBI€ JTaIlbl Pa3BUTHS MEHEDKMEHTA KaK CTyl€HTa B  IIpollecCE€  OCBOCHUS
HayKH U npodeccuu; 00pa3oBaTeIbHON MTPOTPAMMBI.

— OPUHIOUIBI pa3BUTHA U 3aKOHOMCPHOCTU
(GYHKIIMOHUPOBAaHUS OpraHU3alUY;

— ponu, QyHKIMM U 331a4U MEHE/Kepa B
COBPEMEHHOM OpraHu3allnu;

2. Texymuii KOHTPOJb B hopme:

— 3alIMTHI IPAKTUYECKUX paboT;

— NPUHLMIIBI €N Iaralus, BUAbI i METOIbI - TeCTHPOBE}’HH’I;
OpTraHU3aIMOHHOTO TUITAHUPOBAHHS; - HOM_?IHHCH paboTs; §
— TUIIBI OPTAHU3AIMOHHBIX CTPYKTYP, UX OCHOBHBIC - oTdHeTa 1O PO/ IaHHOM
HapaMeTphl U IPHHIKIIEL KX TIPOEKTHPOBAHUS; BHCAyTHTOPHOU CaMOCTOATEIILHON
— OCHOBHBI€ BHJIBI ¥ TIPOLIEYPHI pabore CorjacHo MHCTPYKINH
BHYTPHOPTaHU3AIMOHHOTO KOHTPOJIS (lpencTaBICHUE OCOOHSL, IPE3CHTALUH
JlomkeH ymeTh: /Oykiera, MH(OPMAIIMOHHOE
— CTaBUTh I1eaM W (QOopMyNIHpOBaTh 3ajJayw, coobuieHue).

CBSI3aHHBIE C peanu3anueld MpodhecCHOHATBHBIX 3. Uorosas atTecTams B hopMe

KLU, o
(ynxunit; KOHTPOJIbHOM paboTHI.
— aHAJIM3UPOBATh BHEUIHIOI M BHYTPEHHIOI CpEIy

OpraHu3alluy, BBIABIATH €€ KIIFOUEBbIE 3JIEMEHTHI U
OLICHMBAThH UX BIUSHUE HAa OPraHU3aLINIO;

— aHaJU3UpPOBaTh OPraHU3ALMOHHYIO CTPYKTYpYy H
pa3pabaTbIBaTh IIPEUI0KEHUS o ee
COBEpILIEHCTBOBAHUIO;

— OpraHM30BbIBaTh KOMaHJIHOE B3aUMOAECUCTBUE IS
peleHMs yIIpaBIeHUYECKUX 3a/1a4;

— aHAJIM3MPOBaThb KOMMYHMKAI[MOHHBIE IIPOLIECCHI B
OpraHu3allud ¥ pa3pabaTelBaTh MPEIOKEHUS IO
MOBBIIIEHUIO X 3PPEKTUBHOCTH;

— JUarHOCTUPOBaThb OPraHU3aLMOHHYIO KYIbTYpY,
BBISIBISITH €€ CUJIbHBIE U Ci1a0ble  CTOPOHBI,
pa3pabaTbIBaTh IIPEIIOKEHUS o ee
COBEpILIEHCTBOBAHUIO.




[Ipunoxenue 5

Kk OCHOBHOI 00pa3oBaTEIBHOMN
nporpaMme npoheccuoHAILHOTO
06yquI/1;[ " OOIOJHUTCIIBHOMY
npodeccHoHaIbHOMY 00pa30BaHUIO
no npodeccun «Cexperapb-
AJIMUHUCTPATOP

PABOYA S TTIPOTPAMMA VUYEBHOU JUCIUATIIVHBI

«MalmMHONMUCHY
Kk OcHOBHOM 00pa3oBaTeIbHOM MTporpaMme NpodeccuoHaIbHOro 00yUeHUS U

JOTIOJTHUTENIBHOMY MPO(deCCHOHATLHOMY 00pa30BaHUIO 1Mo Mpodeccuut
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1. IACHOPT PABOYEM TIPOI'PAMMBI YYUEBHOM JAUCIHUITIMHBI
«MalmuHoOnmuch».

1.1. OO6aacTb NpUMEHEHUsI NIPOrPAMMBI.

PabGouass mporpamma ydeOHOW AUCHUILIMHBI «MaIIMHOMUCEHY SIBISETCS YacCThbIO
IPOrpaMMBbl () npodeccuoHanTbHOMY O00YyYEHHIO 1o IporpaMmme
npodecCHOHaTbHON MOATOTOBKU «CeKpeTaph-aAMUHUCTPATOPY.

1.2. MecTo y4eOHO! TMCUMILIMHBI B CTPYKTYype NMPOrpaMMbl MOATOTOBKHU
KBAJIM(PUIMPOBAHHBIX  padoumx, CIIyKAIIUX. VYyeOHnas JUCLUIUIMHA
«MaIIMHOIUCh» OTHOCUTCS K MPO(hecCHOHATbHOMY LIUKITY.

1.3. leau u 3aga4u y4eOHOH IMCUUILIMHBI — TPeOOBAHHMSA K pe3yJbTaTam
OCBOEHUSI JUCHUIIUHBI:

B pesynbpraTe ocBoeHMs y4eOHOM TUCIUIUIMHBI 00yYaroUics TOMKEH 3HATH:

- 0€30MaCHOCTh ¥ OPTaHMU3ALMIO TPY/AA MPHU BBINOJHEHUU PabOT Ha MUILYIIEH
MaIlinHe (MepcoOHATIbHOM KOMITBIOTEPE);

- YCTPOMCTBO NUIIYLIEH MalIMHbI (IEPCOHATBHOTO KOMITBIOTEPA);

- IpaBWJIa SKCIUTyaTalluy MUAIITYIIEH MAIIUHbI (IEPCOHATIBHOIO KOMIBIOTEPA);

- KJIaBUaTypy MUIIYIIEH MAIKHbI (IEPCOHAIIBHOIO KOMIIBIOTEPA);

- CBSI3HBIM TEKCT;

- o(popMIIeHHE BUIOB OPraHU3alOHHO-PACIIOPAIUTEIbHBIX TOKYMEHTOB;

- mpaBuyIa opopMIIEHUS TAOIMYHOTO MaTepHaa;

- Pa3BUTHE TEXHUKH U CKOPOCTH IHCHMa;

- CIIETION JIECATUIIAIIBLEBBIA METO/ ITeYaTH.

B pesynbTaTe ocBoeHUs y4eOHON AUCIUIUIMHBI O0YYAIOIINICS JODKEH yMeTh:

- OpPraHMU30BbIBATH 0€30IAaCHbBIE TPUEMBI TPYJA IPU padOTe HA MUIIYIIEH MallIuHE
(mepcoHAIbBHOM KOMITBIOTEPE);

- MI0JI30BAThCA MUITYIIEH MAIIMHOM (TIEPCOHAIBHBIM KOMITBIOTEPOM ), TPABUIIBHO UX
AKCILTyaTUPOBATh;

- I10JIb30BAThCS KJIIABUATYPOU MUINYIIEH MAIIKHBI (IEPCOHAIIBHOIO KOMIIBIOTEPA);

- O(bOpMJ'IHTb HCKOTOPBIC BUIbI OPIraHU3aIMOHHO-PACIIOPAANTCIIBHBIX JOKYMCHTOB,
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- 0bopMJIIATH TAOJTUYHBIA MaTEpHAIT;
- IPUMEHATh TEXHUKY ¥ CKOPOCTh MMChbMa MPpH paboTe HA MUILIYILEH MallIUHE
(mepcoHanTbHOM KOMIIBIOTEPE).

1.4. Kosu4vecTBO 4acoB, OTBeJleHHOE€ HA OCBOECHHUE MNPOrpamMMbl Y4eOHOI
AUCHMILTHHBI
MakcumalibHOM yueOHOM Harpy3ku o0yvaroierocs 4 4acoB, B TOM YHCIIE:
- 00s13aTeIBPHON ayAUTOPHOMN yueOHOM Harpy3Ku obydJaromierocs 4 4acos;
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2. CTPYKTYPA U COJEPXKAHUE YYEBHOH JUCHMILJIAHBI

«MAaIIMHOMUCH.

2.1. O0bem yueOHOM TUCHUNJIMHBI M BHABI Y4e0HOH padoThl.

Bun yaeGHoI paboTh 00BEM YacoB
MaxkcumanbHast Harpyska (BCero) 4
OO6s3aTenpHas ayAuTOpHAs yueOHas Harpys3ka 4

(Bcero)

B TOM YHCJIE:
-1abopaToOpHBIE pabOTHI
-IPAKTUYECKUE 3AHITUS 4

UTOI'0Basl aTTecTalys B popme KontposnbHas pabota
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2.2. TemaTu4eckuii IJIaH U coiepP:KaHMe YYeOHOH TUCUMILIMHBI «MalIMHONUCHY.

HaumeHoBaHue pa3jie/ioB Conepsxkanune yueOHOro marepuasa, 1a00paTopHbie U O0bem yacoB | YpoBeHb
U TeM NpaKTHYecKue padoThl, CAMOCTOATEIbHAS pad0Ta 00yYAKOIIMXCH. OCBOCHMS
1 2 3 4
Tema 1.1. Conep:xxanne y4eOHOTO MaTepHuaJia:
Beenenue. Ionsitue BesonacHocTh Tpyaa. [ MMHACTHKA IS [J1a3, PYK. 1 2
MallMHOIINCH. IIpenmyiiecTBa MaIIMHOIIUCU IIEpeN APYTMMHU METOAAMU IMCHhMA.
besomacuocts Tpyna npu padore Ha [IK. [loctanoBka pyk. Yaap u
put™ nucbMa. [locnenoBaTenbHOCTh MOCTAHOBKU PYK U NAJbLEB Ha
wiauatype I[IK. Cxema  knaBuarypel, €€  Ha3Ha4YE€HUE.
I'mmHacTHUYECKME yIpaKHEHU IS NAJIbLEB PYK.
Tema 1.2. Conepxkanue yueOHOro MmaTepuasa:
OcHoBHOI ITocTaHOBKa pyK HAa OCHOBHOM MO3uLMK. [IpaBuia BhINMOIHEHUS 2
PAN KIIABUATYPbI yaapa 10 KiaBuIIaM. BBINIOJHEHUE IPAKTUYECKUX YIPAKHECHUM.
Pacnipenenenne Harpy3ku Ha nanblbl. [IpaBuia BeITONIHEHUS yaapa
[0 KJABHIIAM TPETHETO psAda. DBbINONHEHNE MNPAKTUYECKUX
YIpaXKHEHUH.
Tema 1.3. Copgepsxanue y4e0HOT0 MaTepHaJIa: 1
Bepxnuii peructp.
Crtpounble, 3ariaBHble OykBbl. Pumckue, apaOckue wnudpsl. 1 3

[IpakTnueckas wyacTb. 3aMoOK BepxHero peructpa. OdopmieHue
MAIIMHOIIMCHON CTPOKU. BBINOJHEHUE MPAKTUYECKUX YIPAKHEHUM.
Pacnpenenenne Harpy3ku Ha Tanblbl MpU  [e4aTaHud wudp.
BrinosnHeHne npakTU4eCKuX yrpaxHEeHU M.
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Tema 1.4.
Pabora Hag TEXHUKOHN U
CKOPOCTBIO IMHChMa

BrimonHeHne TpeHUPOBOYHBIX yrpaxHeHu. OTpaOoTKa TEXHUKHU
nuchkMa. Pacmpenenenue Harpy3Kd Ha IMajbllbl MIPU MEYaTAaHWW 3HAKOB
MaTeMaTUYECKUX JEUCTBHM. 3HAKU «-», «+», «=», «X», ).
Hcronp3oBanre 3HAKOB NP MeYaTaHUU MAaTEMaTHYECKHX BBIPaKCHUH.
3Haku mpenuHAHW. Pacnpenenenne Harpy3Ku MpU MeYaTaHWWd 3HAKOB
npenuHanus. OdopmiieHrne TeKcTa C  ynoTpeOJieHHWeM  3HAKOB
npenuHaHus. BeIoHeHne MPaKTHYECKUX YIPaKHEHUT.

Hrorosas arrecranus

BrimoniHeHre TPEHMPOBOUYHBIX  ynpakHeHuid. OTpaboTKa TEXHUKH
MHACHhMA.
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3. YCJIOBUSA PEAJIN3AIIAU ITIPOT' PAMMBI YUEBHOM
JANCHOUITVIMHBI <MAIINHOIINCb»

3.1. TpeGoBaHUsI K MUHMMAJIBLHOMY MaTEePHAJIBLHO-TEXHUYECKOMY 00ecneyeHUuIo
Peanu3zanus nporpaMMbl TUCIUILIAHBI TPEOYET HATU4Ks y4eOHOTO KaOHHeTa.

O6opynoBaHue yueOHOTro KabuHeTa:

/TI0 KOJIMYECTBY 00yUaromuxcs/

- CTOJI YYEHUUYECKU;

- CTYJ yYCHUYECKHUN;

- CTOJI JJ1s1 Ipero/iaBaTes;

- CTYJ JJI PETOJaBaTEIs.

TexHuueckue cpeacTBa OOy4eHus:

- KOMITBIOTEP C JTUIEH3UOHHBIM TIPOTrPAMMHBIM 00€CTICUeHUEM

- MYJIbTUMEIHATIPOEKTOD;

- CKaHep;

- IPUHTED.

3.2. HudopmannoHHoe odecnevyeHrue 00ydeHUus

[lepeuenr uMerONUXCS  y4eOHBIX  M3JAaHUM, HWHTEPHET - PECYpPCOB,
JOIIOJIHUTEIIBHOM JIMTEPATYPHI.
OCHOBHBbIEC HCTOYHHUKMH:

1. Kucener C.B., Henmunosuu O.H. - Oducroe obopynoBanue: yaeOHUK.

Mocksa: U3narenbckunil HeHTp «Akagemus», 2018. — 64c.
JlonoiHMTEIbHbIE HCTOYHUKH:

2. Jlenkeuu JILA., M.IO. CBupunosa - [lepcoHanbHbIil KOMIBIOTEP B paboTe
ceKpeTapsi: yuebHoe rmocodue sl HauaabHOro MpodeccuoHaIbHOro 00pa3oBaHus,
2-¢ u3nanue, uctp.- Mocksa: Mznarenbckuii meHTp «Akagemusi», 2020. — 64 c.

HNuTepHeT-pecypcebl:

1. Marepwuasl ¢ caiira - http://www.doclist.ru/



http://www.doclist.ru/

4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHUSI YYEBFHOI
JANCHOUITIVIMHBI <MALIINTHOIINCb»

KOHTpOHB N OLCHKAa pPEC3YyJIbTATOB OCBOCHHA AUCHUIIIINHBI «MaIHOIIHUCH»
OCYHICCTBJEACTCA IPCIIOAABaTCIEM B IIPOLESCCC MPOBCACHUA IMPAKTHYCCKUX BaHﬂTI/Iﬁ,
TCCTUPOBAHN:, a TAKIKC BBIITIOJTHCHUA O6y‘-IaIOHII/IMI/ICH HHAWBUAYAJIbHBIX SaHaHHﬁ.

Pe3yabTaTnl 00y4yeHus
(ocBOEHHbIE YMEHUS, YCBOCHHbIE

OcHOBHBIE TOKA3aTeJIH OL€HKH

sHanus) pe3yJbTaTa

YMmeHus:

- 3(pPpeKTUBHO UCTIOIB30BATH dopmanu3zoBaHHOe  HAOIIOJIEHUE U

OCHOBHBI€ BUJIbl OPTaHU3AIMOHHOU OLCHKa  pE3yJIbTATOB  IIPAKTHYCCKHX

TEXHUKH B COOCTBEHHOIA pabor; 5

HeATETBHOCTH YCTHBIA ONPOC U OLICHMBAHUE MO TEME
«OpraHM3alluOHHO -  TEXHUYECKHUE
cpelacTBa mpu paboTe € AIEKTPOHHOU
uH(popmanueiny;
OueHka 3aluThl JIOKJIAJ0B IO TEMaM
«Kparkue pekoMmeHmauuu 1O BBIOOPY
MOHUTOpPa W yXOI 3a Hum», «Kparkue
PEKOMEHIAIMU 10 BEIOOPY KIIaBUATYPHI U
YXOJI 32 HEW»

3HaHuq:

- CpPE/ICTBA XPAHEHUS, IOUCKA U
TPAHCIOPTUPOBAHHUS JOKYMEHTOB

YCTHBI ONPOC M OLIEHUBAHUE IO TEME
«Cpencrsa 00paboTKH, TOKMCKa,
XpaHeHUs u TPaHCIIOPTUPOBAHUS
JIOKYMEHTOBY;

dopmanu3zoBaHHOe  HAOMIOJEHUE U
OIICHKAa  Pe3yJbTaTOB  IPAKTHUECKOMN
pabor;

- OIIPCACIICHUC, HA3HAYCHHUC CPCACTB
OPITCXHHUKHU

OneHka 3amuThl JOKJIaJa IO TeMe:
«HcTopusi pa3BUTHS OpraHU3aIMOHHOMN
TEXHHUKHNY,

dopmanu3oBaHHOE  HAOMIOJACHHE U
OLlCHKA  PEe3yJIbTAaTOB  NPAKTHYCCKUX
pabor;

Y CTHBIN OIIPOC U OLICHUBAHUE I10 TEMaM:
«O0nacTb TPUMEHEHUS OPITEXHUKNY,
«Ha3nauenue cpeacTB opraHu3alMOHHON
TEXHUKH.
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[punoxenue 6

k OcHOBHOI 00pa3zoBaTeNbHON
nporpamMme mpogecCHOHATLHOTO
06y‘-IeHI/I$I 1 JOTIOJIHUTCIIbHOMY
npodeccHoHALHOMY 00pa30BaHHIO
o npodeccun «Cekperapb-
aIMHHUCTPATOP

PABOYAS ITPOTPAMMA YUYEBHOM JUCLIUTIJIMHBI

«Cury:KeOHbI| ITUKET U MPOTOKOJI»

k OCHOBHOM 00pa3oBaTensHOM MporpamMme mpodheCCHOHATHPHOTO 00yUeHUS U
JIOTIOJIHUTETHPHOMY MPOQECCHOHATBPHOMY 00pa30oBaHuIo Mo npodeccuu

«Cekperapb — aIMUHUCTPATOP»
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1. TACIIOPT PABOYEH ITPOI'PAMMBI YYEEHOM JTUCITATIINHBI
«CayxeOHbIA ITUKET U MPOTOKOJI».

1.1. O6aacTb NpUMeHEHUsI MPOrPAMMBI.

PaGouas nporpamma yueOHOM TUCIUTIIMHBL «CITy>K€OHBIN ATUKET U TIPOTOKOI
SIBJIIETCSA YaCThIO MPOTpaMMBbI 1O MPOodEecCHOHATFHOMY O0YYEHUIO TIO MPOrpaMMme
npodeccroHaabHOM MOAroTOBKH «CeKpeTapb-aIMUHUCTPATOP.

1.2. MecTo y4eOHO! AMCUMIIMHBI B CTPYKTYype MPOrpaMMbl MOATOTOBKHU

KBAJIH(PUUMPOBAHHBIX PA00UYHX, CIYKAIMUX

VyeOnas aucuumivHa «CiyeOHbId 3THKET U MPOTOKOI» OTHOCHTCS K

o0si3aTenbHON YacTu 0011enpo(ecCuoHaIbHOTO UKIIA.

1.3. leau u 3axa4u y4eOHOM JUCHMILIMHBI — TPeOOBAHUS K pe3yJbTaTam

0CBOCHMS y4eOHOI JUCIUIINHBI:

B pesynbpraTe ocBoeHUs y4eOHOM TUCHUIUIMHBI 00yYaroluecs JOIKHbI yMeTh:

- TMPUMEHSTh TEXHUKU U TpHeMbl 3((HEKTUBHOTO OOIICHHUS B MPOQPECCUOHATBHOU
JeATEeIIbHOCTH;

- ACIIOJIb30BATh MPUEMBI CAMO PETYJISIIUMU MOBEACHUS B MPOIIECCE MEKINYHOCTHOTO
OOIIIeHMUSI.

B pesynbraTte ocBoeHUsT y4eOHOM MUCIUIUIMHBI 00 y4aronuecs H10IKHbI 3HATh:

- B3aMMOCBS3b OOLIEHUS U JACSITEIIbHOCTH;

- ey, GyHKIUHU, BUIBl U YPOBHU OOILIECHNUS;

- POJIK ¥ POJIEBBIE OXKUAAHUS B OOIICHUN;

- BUJIbl COLMAJIBHBIX B3aUMOJICVCTBUM;

- MEXaHU3MbI B3aUMOTIOHUMAHUS B OOIIEHUY;

- TEXHUKHU W TIPUEMBI OOIICHUS, TIpaBujia CIyIIaHus, BeeHUs Oecebl, yOSKICHHUS;

- STUYECKUE TTPUHITUIIBI OOIIECHNUS;

- ICTOYHMKH, TPUUMHBI, BUABI U CIIOCOOBI pa3perieHusi KOHMIUKTOB.

1.4. KoauyecTBO 4YacoB, OTBEJICHHOEC HA OCBOCHHUE IPOrpaMMbl Y4eOHOH

AUCHMILUTUHBI.

MaKcHMallbHasl yueOHast Harpy3Kka CcTy/ieHTa -16 4acoB, B TOM UYHUCIIE:

oOsi3aTenbHas ayIUTOpHas ydyeOHas Harpy3ka - 16 4acos.
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2.CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIHUATLIAHBI

«CJ1y’KeOHbIN 3THKET U MPOTOKOJI».

2.1. O6beM yueOHOM TUCIUIUIMHBI U BBl Y4€OHOM pabOTHI.

Bun yueOHoI paboThl

O0BeM yacoB

MakcumainbHasi yueOHasi Harpy3ka (BCero) 16
OGs3aTenpHas yueOHasi Harpy3Ka (BCero) 16
B TOM YHCJIE:

JEKIIUOHHBIC 3aHITHS 0
NPAKTUYECKUE 3aHATHUS 16
CamocrosdrenbHast padoTa cTyJeHTa (BCero) 0

Hroropas arrecramus B popme 3a4éra.
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2.2. TemaTH4ecKuii IJIaH U cofepKanue yaeoHoii Jucuumiuabl «Ciy/KeGHbIA ITHKET H TIPOTOKOJI».

HaumeHoBaHMe pa3iesioB U Coaepxxanue yueOHOro MmaTepuasa, 1a00paTopHble U NPaKTHYecKue padoThl, O0bem Yposennb
TeM CaMoOCTOsITeJIbHASI Pa00Ta 00y4al0IIUXCS. 4acoB O0CBOEHMS
1 2 3 4
Tema 1.1. Conep:xkanue yueOHOro marepuasia: 1
Hopwmsbl 1 npaBuna Otuka. JlenoBas sTuka. /enoBoii 3TUKET, ero npuHIuibl. Koaekc aTukera. 1 1
JIETI0BOW ATHKHU.
Tema 1.2. Conep:kanue yueOHOr0 MaTepuasa: 2
OTHUKET U KyJIbTypa [ToBcenHeBHBIN, OPUIIUATIBHBIN, TPA3AHUYHBIN STUKET. Buabl 2 3
TIOBCACHHA. BU3UTHBIX KapTouek. Mcrnonp30BaHne BU3UTHBIX KapTouek. Kak
JApUTh U IPUHUMATH OJIAPKHU.
Tema 1.3. Conepxxkanne yueOHOro Mmarepuasa: 2
Nmumx cexkperapst Buemnuii BUI u cTib noBeAeHus cekperaps. CTUIIb CeKpeTaps: KOCTIOM, 2 2
00yBb, aKCeCCyaphl, MaKusK, IpuUecka, naphromepus. YpaBjieHHE CBOUM
umMuKeM. MUk cekperaps U ero BIMSHHUE Ha UMUK KOMITAHUH.
Tema 1.4. Conepxkanue y4eOHOro Mmarepuasa: 2
OTHKET U IIPOTOKOI! KoH(epeHTHbIE U TIPOTOKOIBHBIE MEPOIPHATUA. DTHKET M HPOTOKON JJIs 2 3
paboThl C JENIOBBIMU MapTHEpaMu U mnpuema jeneranuil. [IpoTokonbHbIe
acCIeKThl OpraHM3allMd M BeIeHUs meperoBopoB. Paccagka 3a croiiom
neperoBopoB. Kode-atuker. TpebGoBanust k mocyne. Buabl OaHKeTOB.
CepBupoBKa CTOJA.
Tema 1.5. Conep:xkanue yueOHOro marepuaJia: 2
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TenedonubIit STUKET

OcHoBHBIE MpaBuiia TeIEPOHHOTO ITUKETa. DOPMBI IPUBETCTBUN U
npenacrasieHuil. JlenoBoi ToH. Bxosmume, HCXOASAIINE 3BOHKH.
Perucrtpanus u ¢punbTpaius 38B0HKOB. [IpobiieMHbIE pa3rOBOPHI MO
tenedony. [lpuem nmocerureneit. [lonroropka k mpuemMy moceTUTENEH.
ITIpuem nocerureney U3 Apyrux opranusanuii. IlpuemM koMaHaAUpPOBaHHBIX
pabotHukoB. [Ipuem coTpyaHukoB cBoei opranuszanuu. [Ipuem rpaxaan
T10 JIMYHBIM BonpocaM. [[elCTBHSI MOMOIIHUKA PYKOBOJUTENS BO BPEMS

Inmpruema. HGBaHHaHI/IpOBaHHBIG IIOCCTUTCIIN.

Tema 1.6.
Opranuzanus
MEPOIPUATUI

Conep:xaHue y4eOHOT0 MaTepHaJa:

[TnanupoBanue copemanuii. OOmME BOMPOCH MOATOTOBKH COBEIIAHMUA.
OO0s13aHHOCTH TTOMOIIHUKA PYKOBOJUTENS IO OpPraHU3allMd COBELIaHHMH.
OcHoBHBIE NpaBuia NposeneHud. JnurenbHocTh coBemanus. [loaroroska
U TIpoBeJieHre KoH(depeHuuii u npeseHTanuil. BuneokoHdepeHus.

CocraBneHue U3BEIEHNS O IPOBEICHUN COBEIAHNs. 3all0JIHEHUE XKypHaia
perucTpaluMyd y4acTHMKOB, HpurjameHHsix. lIpeseHtauus  Qupmsl:

Tpe6OBaHI/IH K IIOATOTOBKCE, ITPOBCACHHIO.

Hroroas aTTeCcTanusa

3a4eér.
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3. YCJIOBUSA PEAINBALIMN PABO“IJEI‘/'I MNPOIrPAMMBI YUEBHOM
JANCHUIIVIMHBI «CJIYKEBHBIM OTUKET U ITPOTOKOJI»

3.1. TpeboBaHN K MUHUMAJIbLHOMY MATEPUAJIbHO-TEXHUYECKOMY
o0ecrneyeHn 1o
Peanuzanust mporpaMMbl AUCHUIUIMHBI TPEOYET HAIMYUSL y4eOHOro KabuHeTa.

O6opynoBanue y4eOHOro KaOnHeTa:

- I0CaI0YHBIE MECTA M0 KOJIUYECTBY CTY/ICHTOB;

- pabouee MecTO Mpeno1aBaTels;

- yueOHO-HarJsiIHbIe TOCOOUS U Mpe3eHTaluu 1o auciuruinae «KympTypa
JIEJIOBOTO OOILEHUS CEKPETaAPs».

TexHu4ecKkue cpeacTBa 00yUeHHs:
- KOMITBIOTEP C JIMIICH3UOHHBIM MMPOTPAMMHBIM 00ECTICUCHNEM U MYJIbTUMEINA
POEKTOP.

3.2. UudopmanuoHHoe odecnieyeHne 00ydeHmsi

Ilepeyenb pexkoMeHayeMbIX Y4eOHbIX uU3AaHuil, HHTepHET-pecypcos,
JAOIOJHUTEJIbHOM JTUTePaTypbl. OCHO6HbBIE UCHOYHUKU:

1. Tlcuxonorus pa3sutus denoBeka, Camnorosa, Enena ErrenneBna, 2005r.

2. BospactHas mncuxosorusi: YueObHoe mocobue / B.P. Manmens. - M.:
Byzosckuit yueonuk: HULL Uudpa-M, 2012. - 352 c.

3. OcHoBbl o0mieit ncuxonorun: YueOnuk / H.C. Edumona. - M.: UJ|
OOPYM: HUII UH®PA-M, 2014. - 288 c.

4. Tlcuxonorus u negaroruka: Yue0. mocooue / A.U. Kpasuenxko. - M.: UI]
PUOP, 2010. - 112 c.

5. Beirorckuit, JI. C. (1896-1934). Ilcuxonorus pazsutus uenoseka / JI. C.
Brrorckuii. - MockBa: Cmbici: DKCMO, 2003. - 1134, c. b 88.8
Brirorckuii JI.C., 2003

HNuTepHer - pecypcesbi:

1. Axagemuk. CiioBapu W SHIUKJIOTICIHH.
http://dic.academic.ru/dic.nsf/bse/144657/%D0%A4%D0%B8%D0%B7
%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B5



http://dic.academic.ru/dic.nsf/bse/144657/%D0%A4%D0%B8%D0%B7%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B5
http://dic.academic.ru/dic.nsf/bse/144657/%D0%A4%D0%B8%D0%B7%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B5

2. bomnbias coBerckas sHiukionenus. http://bse.sci-

lib.com/article116117.html, http://sci-lib.com/, http://bse.sci-

ib.com/article116122.html

3. https://studbooks.net/1268418/menedzhment/kultura delovogo obscheni

ya sekretarya

5. KOHTPQ.JIL N OIIEHKA PE3YJIBTATOB QCBOEHI/IH
YYEBHOU JNCHUIIVIMHBI «CJIYXKXEBHBIU O9TUKKET U
IHPOTOKOJI»

KoHTposib M oOLlEHKa pPE3yIbTaTOB OCBOCHHS YYEOHOM IHUCIMIUIMHBI
OCYIIIECTBIISIETCA TPENOJaBaTeIeM B IPOIECCE IMPOBEACHUSA JEKIIMOHHBIX H
MPAKTUYECKUX 3aHATUN, CAMOCTOATEIILHON PabOThI, a TAK)KE TECTUPOBAHHS.

Pe3yabTaTnl 00yyeHus

(OCBOCHHBIC YMECHHSA, YCBOCHHLIC 3HaHI/Iﬂ)

®opMbI U MeTOIbI KOHTPOJIS U
OIIEHKM Pe3yJIbTATOB 00yUYeHus

YMmerhb

— TPUMEHATh TEXHUKU U TprueMbl 3P PeKTUBHOTO
00MIeHUS B MPOPECCHOHATBHON ACSITEILHOCTH;

— HCIIOJIb30BaATh HpI/ICMI)I CaMOpeFYJ'IHHI/II/I
MIOBEJICHHSI B TIPOIIECCE MEKITMYHOCTHOTO
oO1IeHNs.

3HaTh:

B3aHMOCBSI3b OOIICHUS H JICITCIbHOCTH;
ey, GyHKIUHN, BUJIbI U YPOBHU OOIICHHUS;
POJIU U POJIEBBIE OKUJIAHUS B OOIICHUY;
BHUJIbI COIMAITBLHBIX B3aUMO/ICUCTBUI;
MEXaHHU3Mbl B3aMMOIIOHUMAHUS B OOIICHUU,
TEXHUKH U IPUEMBI OOIIIEHUS, TTpaBuja
CIIyIIaHUs, BeJeHUS Oecepl, YOS KICHUS;
ATUYECKHE MTPUHIIUITHI OOIICHUS;
WUCTOYHUKH, PUIHHBI, BUABI H CIIOCOOBI
paspenieHns KOH(JIUKTOB.

CyMMmupyromee Olfe HuU BaAaHU €
pe3yabTaTOoB HaOIIOJACHUS HA
MPAKTUYCCKUX 3aHATHUAX T10
pa3paboTke;

OrieHKa pe3yyIbTaTOB BHITIOJIHEHHS
MPAKTUYECKUX 3aTaHUN.
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[punoxenue 7

k OcHOBHOI 00pa3oBaTeIbHON
nporpaMme npoheccuoHaILHOTO
00y4YeHUS U JOTIOTHUTSITLHOMY
npogeccuoHaIbHOMY 00pa30BaHHIO
o ipodeccun «Cekperaphb-
aIMHHUCTPATOP

PABOYAS ITPOTPAMMA YUEBHOM U CLIMITIVHBI

«JloKyMeHTBI U /1eJ10IIPOU3BOICTBOY

o MporpamMme nMpoPeccuoHaNbHON MOAroTOBKU «CeKkpeTapb-aIMUHUCTPATOPY.
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COJAEPXAHUE

1. ITactiopt paboueit mporpamMMbl yueOHON TUCHUTUIUHBI
2. CTpyKTypa U cojiepKaHue yueOHON TUCIUILITAHBI
3.YcnoBus peanuzaiu padoueii mporpaMmMbl Y4eOHOU JUCITUTUTHHBI

4. KoHTpOJIb 1 OIIEHKA PE3yIhTATOB OCBOCHHS YU€OHOMN AUCITUTIIIHBI
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1. IMACIHIOPT PABOYEN INPOI'PAMMBI YYEBHOM
JAUCIHHUIIJINHBI «/lokyMeHTHI U 1eJI0NPOU3BOICTBOY.

1.1. Oo6aacTh, NpUMeHEHHUS NPOTPaAMMBI.

PabGouyass mporpamma  y4eOHOW  AUCHMIUIUHBI  «J{OKyMEHTB U
JIETIONPOU3BOICTBO» SIBJISIETCA YaCThlO MPOrpaMMbl IO MNpOo(ecCuOHATBLHOMY
OOy4EHHIO MO MPOrpaMMe npodeccuoHaIbHOM MOATOTOBKU «CeKpeTaphb-
aIMUHUACTPATOP.

1.2. Mecro y4yeOHOW AUCHMIUIMHBI B CTPYKTYpe IPOIrpamMMbl
NMOArOTOBKH KBAJIN(PUIHMPOBAHHBIX PA00YHX, CIYKAMX

VYyeOHas nucuuruinHa «/{oKyMeHThI M 1eJI0NPOU3BOACTBOY» OTHOCUTCS K
o0s13aTebHON YacTu 001IenpodecCuoHaIbHOTO IUKIIA.

1.3. Iean wu 3agaum y4eOHOM JMCHUILJIMHBI — TpeOOBaHUA K

pe3yJbTaTaM AUCHUINJINHBI.
Henpto  mucuuruinHbl  «JIOKyMEHTBI UM JIETONPOU3BOACTBO»  SIBIISCTCS
dbopMupoBaHUE y OOYYAIOIMIUXCS CHUCTEMBI 3HAHUH O JIOKYMEHTE KakK o
JIOKYMEHTHPOBAHHOM uHbOpMaIny; YHUPUITUPOBAHHBIX cucreMax
JOKYMEHTAIlMM; JOKYMEHTUPOBAHUM  YNPABICHUYECKOW JEATEIbHOCTH H
JIEJIONPOU3BOJICTBE, KaK OCHOBE HMH(POPMAIIMOHHBIX TPOIECCOB B CHCTEME
COILIMAJIbHO-D)KOHOMHYECKOT'O YIIpaBJICHUSI.

3agauamu  oOmEenpodhecCUOHAIBHOM — TUCHUIUIMHBL  «/[OKYMEHTBI U
JIEONPOU3BOICTBOY SIBJISICTCS: IPUOOPETEHUE 00 YyJArOIITUMHUCS HOBBIX 3HAHUU U
HOBBIX yMeHUM, GopMupoBanue y oOydarommuxcs oOmenpodecCuOHANIbHBIX U
npodeccuoHaTbHBIX KOMITETCHITHH.

B pe3ynbrare 0CBOCHUS AUCUUILIMHBI, 00yYalOIIHECs JOIKHBI YMETh:

e 0(OpMIIATH pa3IMYHBIE BUBI IHCEM;

e  OCYILIECTBJISATh JOKYMEHTUPOBAHHWE OPraHU3alMOHHO-PACIOPSIAUTEIBHON
NESTENbHOCTU YUPEKICHUM.

B pesynbTaTe 0ocBOCHUS TUCIUIUIMHBI, 00y4aronuecs J0MKHbI 3HATH !

° OCHOBHBIC CBCACHUA U3 HCTOPUHN ICIIOIIPOU3BOIACTBA,
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e OOIIME MOJOKEHHUS 10 JOKYMEHTHPOBAHUIO YIIPABICHUYCCKOM
NeSATENHHOCTH;
e BUBI IOKYMEHTOB: TPYIOBBIE JJOTOBOPHI; TPUKA3HI O PHEME, YBOJIHHCHHH,
NIEPEBOJIC; TPYAOBbIC KHUKKH, TUIHBIE KAPTOUKH PAaOOTHHUKOB.
1.4. KoinyecTBO 4acoB, OTBEJCHHOEC HA OCBOEHHE MPOIrPaAMMBbI
Y4eOHOI TUCHUTIITNHBI
MaKCcHMallbHas yueOHas Harpy3ka cTyneHra - 32 4yaca, B TOM YHUCJIE:

oOsi3aTenbHas ayuTopHas yueOHast Harpy3ka - 32 Jaca,
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2. CTPYKTYPA Y COJAEP)KAHUE YYEBHOU JUCIHUTLIMHBI
«/lOKyMEHTBI U 1eJIONPOU3BOACTBOY.

2.1. OObeM y4eOHOM AUCITUTIINHBI U BUJIBI yUeOHOU paOOTHI.

Bun yueGHol paboThl

O0BeM yacoB

MakcumainbHas yueOHasi Harpy3ka (Bcero) 32
OG0s3aTenpHas yueOHast Harpy3Kka (BCero) 32
B TOM YHCIIE:

JEKIIUOHHBIC 3aHITHS 0
IPaKTUYECKUE 3aHATHUS 32
CamocrosrenbHast paboTta cTyjeHTa (BCero) 0

Hmozcosas ammecmayus 6 ¢hopme 3auéma.
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2.2. TemaTu4eckuii IJIAaH U CoJieP:KaHue YYEOHOM TMCHUILIMHBI «[0KYMEHTBI U J1eJI0MPOU3BO/ICTBO.

HaumeHnoBaHnue pa3zaesoB u Conep:xxaHue y4eOHOIo MaTepuaJa, 1adopaTopHbie U NPaKTHYECKHe PaGoThlI, O0BeM yacoB YpoBeHb
TeM CaMOCTOATeIbHasi pad0Ta 00y4aroMXCs. OCBOCHUS
1 2 3 4
Tema 1.1. Copepxanue yueOHOro marepmuaJa: 2
Bsenenue. Poib 1. 3nakoMcTBO ¢ TeMaTHKON Kypca. Opranuzaius ciry>k0bl JenonpousBojcTsa Heropus 2 1
JIeJIONPOU3BOICTBA B pa3BuTHs Jenonpou3BoAcTBa. COBpEMEHHOE [1EIONPOM3BOJCTBO: IIETH, MPHHIUIIH,
yIIpaBICHUN 3amaun. llepcoHas, 3aHUMAOIIMICS  JE€JIONPOM3BOJICTBOM HA  NPEANPHUITHH.
Opranuzanus ydyeOHOM rpynmbl. TexHuka Oe3omacHocTd. OXpaHa Tpylda UM TEXHHKa
0€30I1aCHOCTH, CAHUTAPHO-TUTHEHUYECKHE TpeOOBaHUs B paboTe 1eI0MPOU3BOIUTENS.
Texnuka 6e3onacHocTH npu padore Ha [1K.
Tema 1.2. Conep:kanue y4yeOHOro MaTrepuaJia: 2
HopmartuBHas 0a3a 1. HopmartuBHas 0a3a Ael0ONpOM3BOACTBA. 3aKOHOJATEIbHBIE U MPABOBbIE aKThl Pd. 1 2
JeJIONPOU3BOICTBA I'ocynapcTBeHHBIE CTaHAApThl Ha JOKyMeHTaluio. [ocymapcTBeHHas cucTema 1
JIOKYMEHTAIMOHHOT'O 00ecrieueH s yIpaBJIeHus.
2. Knaccuduxauus HOKyMEHTOB: IO CI0XHOCTH, IO CIOCO0Y JOKYMEHTUPOBAHMUS, 110
cdepe UCTOIB30BaHUS, TI0 COEPIKAHMIO, ITO TPH(PY OTPAaHUUCHUS, TI0 FOPUINIECKON
cHJie, TI0 CPOKaM MCIOIb30BaHUS, TI0 CPOKAM XpaHEHHUs, IO CTENICHN 003aTeIbHOCTH,
10 CTETIEHU YHU(PHUKAIHH.
Tema 1.3. Copepxanue yueOHOro MmarepnaJa: 2
OcHoBHbIE TPEOOBaHUS K 1.PexBusutel noxkymenra. [lonarue pexBusura. KonmndectBo pexBuszutos no 'OCTY 1 2
0(OPMIICHHIO JOKYMEHTOB. 6.30-2003. TpeGoBanus kK 0OOPMIICHHIO PEKBU3UTOB Ha IOKYMEHTE.
MecTtopacnosioxeHne peKBU3UTOB Ha JoKyMeHTe. O0s3aTeNbHbIE, JOMOTHUTEIbHbIC
pexBu3uThl. [locTOsTHHBIE, IEpeMeHHbIE PEKBU3HUTHI. Y cTaHOBKa (popmaTta Oymaru u
pa3mepoB nosieil. OhopMiieHrne peKBU3UTOB JOKYMEHTA.
2.0cHoBHBIEC TpeOOBaHUS K 0hOPMIICHHIO TOKYMEHTOB. Buibl 6;1ankoB. TpeboBaHus k 1

ux opopmieHno. MakcUManbHBII HAOOp PEKBU3UTOB /IS OJlaHKa MUChMa, 00IIETo
OnaHka, /Ui 6J1laHKa KOHKPETHOTO BUJa JokyMeHTa. Odopmienue 61aHKOB
JTOKYMEHTOB.
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Tewma 1.4.
OcHoBHbIE TpeOOBAHUSA K

0(OPMIICHHIO JOKYMEHTOB.

Conep:xxanue y4eOHOro MmaTepuaJia:

1.53piIk  mokymeHTOB. JlenoBas mepenucka. S3bIK yNpaBIEHYECKUX JOKYMEHTOB.
Ynotpebnenue cnenuanbHoi TepMuHONorud. O0mme TpeOoBaHus K TEKCTy. TUITHYHBIE
S3BIKOBBIE OIIMOKH.

2.IlpaBuna cocraBieHuss JOKyMEHTOB. OdopmieHHe TeKCTa [eJIOBOW MEPernuCKH.
Hcnpapnenue peyeBbIX OMIMOOK B JOKYMEHTE.

3.MadopmMannoHHO-CITPaBOYHEIC JIOKYMEHTHI. WNupopmaninoHHO-CIIpaBOYHbIE
nokymeHTel. CrpaBku. IIpotokonsl. [loknanHbele, OOBSICHUTEIbHBIE, CIYXEOHbBIE
3anucku. AKTel. Tenedonorpammbl. CiyxeOHbIe THCHMA.

4 IlpaBuna cocraBieHuss u odopmienus. PasHoBuaHocTH. OcoOeHHOCTH pPaboOTHI C
nokymeHTaMu. DopmyspbI-00pasisl JOKYMEHTOB.

5.IIpaBuna coctaBieHust u opopmMiieHNss HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Tema 1.5.
OTMeTKH Ha TOKyMEHTax

Conep:kanue y4yeOHOro MaTepuaJia:

1.Haznauenue otMeTok Ha TokyMeHTe. Pezomtonusa. OTMeTKa 0 MOCTYIUIEHUH TOKYMEHTA
B opranm3amuio. OtMerka o KoHTpose. OTMeTka 00 HWCIONHEHUH JOKYMEHTa U
HarnpasjieHun ero B neno. ConepxkaHue, MECTOINOJIOKEHHE Ha JOKYMEHTE, MpaBHiia
odopMIICHHUS.

2.Hanecenue oTMeToK Ha TOKyMeHThl. OopmileHne JOKYMEHTOB C OTMETKaMHU.
3.PacniopsiiurenbHble  TOKyMEHTHL. PacnopsiaurenbHble JTOKYMEHTHI: Ha3Haud€HUE,
pPa3HOBUAHOCTb. YKaszanus. Pacnopsokenus. Pemennsa. Ilpuxassl.  PexBHU3UTHI
pacnopsAUTEeNbHBIX TOKyMeHTOB. [lopsmok coctaBnenus, noanucanus. TpebdoBaHus K
0(pOpMIIEHUIO.

4.CocraBieHue u opopMIICHHE PACTIOPSTUTENHHBIX JOKYMEHTOB. Boinucku u3
JIOKYMEHTOB BpInucka u3 nmportokona. Beimucka u3 npukasa. HazHaueHue BBITUCKU U3
IIPOTOKOJIA, HA3HAYCHHE BBIIMCKU U3 MpHKa3a. [IpaBuna oopmiieHHE BHITHCKH.

5. OpraHn3anlMOHHO-TIPaBOBbIE TOKYMEHTHI. COCTaB yNpaBiIeHUYECKON JOKYMEHTALUH.
OpranuzanuoHHbie TOKyMeHThI. YcTtaB. [lonoxxenne 06 opranuzanuu. [lonoxenue o
CTPYKTYPHOM IO/Ipa3/I€ICHHH.

Tema 1.6.

Conep:kanue y4ye0OHOro MaTepuaJia:
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Kondunennuanbaele
JTOKYMEHTEI

1. lopsnok obparienus ¢ KOHGUACHIUAIFHBIMU JOKYMEHTaMH. PerinamenTanys paboTs
c KOH(GUACHIIMATbHBIMU JIOKyMEHTaMH. [Mopsimox JIOKYMEHTHPOBaHUS
koHpuaeHanpHoit uHdopmanuu. IlogroroBka u co3ganue KOHGUACHIMAIBHBIX
JIOKYMEHTOB.

2. Odopmiienue pexksusuta «I pud orpaHndeHus J0CTyna K JOKyMeHTy». Odopmienne
JIOKYMEHTOB, COJIEpKAIINX KOH(PHUICHITUATbHYIO HHPOPMAITHIO.

3. CpenctBa aJIMUHHMCTPATUBHO-YIIpaBlieHYeCKOH cBs3u. Kitaccuduxanms cpencts
cBsa3u. Teneonnas cpsa3b. Tenedonnsie anmapatsl. Munn-ATC. Pagunotenedona cBs3b.
Buneorenedona cBsse. Tenekc. GakcumunbpHas cBsi3b. MoIeMBbl.

4. Tlpuem u otnpaBieHue ¢GakcUMUIbHOTO cooOmeHus. IlpueM u ornpasneHue
TesnedoHorpamMmm.

Tema 1.7.
JlokymMeHTO0O0pOT

Conep:xxanue y4eOHOro MmaTepuaJia:

1.IlpencraBnenne o nokymeHTooOopore. IloTokM AOKyMEHTOOOOpOTa: BXOASIIUE,
UCXOJISIIMe, BHYTPEHHHE TIOKYMEHTHI. Pactipeienenne 10kyMeHTOB Ha moToku. [loxcyer
JOKYMEHTOO0OPOTa OpraHU3anu.

2.Ilpuem, 06paboTKa BXOIAIIMX JOKYMEHTOB. [locTyIuIeHHEe JOKYMEHTOB B KaHLEISPHIO.
[lepBuunas obpaboTka TOKYMEHTOB. BckpbiTHe KoHBepToB. [IpoBepka LEIOCTHOCTH
JOKYMEHTOB M BIIOKECHHH.

3.Pabora c Bxoasmumu qokymeHTaMu. O opMIiieHIe aKTOB 1 CIIPaBOK ITPpY 00HAPYKEHUH
ne(heKTOB JOKYMEHTOB.

4. Pabota c WUCXOISAIIMMH, BHYTPEHHUMH JOKyMeHTamMu. IIpoekT gokyMmeHTa.
CornacoBanue mnpoekta. Odopmienne nokymeHta. lloamucanume pyKOBOJUTENEM.
Perucrpanus ntokymeHTa.

Tema 1.8.
Perucrpanus 10KyMEHTOB

Conep:xkaHue y4eOHOT0 MaTepuaJa:

1. Perucrpauus noKymMeHTOB. M3roroBieHue perucTpallMOHHON KapTOUYKH, KypHala
peructpanuu. [emnosas urpa «llpuem u peructpanus JOKyMEHTOB)

2. KouTpons wucnomHeHus AoKymMeHTOB. WHbopmanmoHHO-cipaBoyHasi padoTa.
KontponbHo-cripaBouHast kaptoreka. Ha3HaueHue sueek kKapToTeku. [IpuHIMMBI
MIOCTPOEHHUS KOHTPOJIBHOU KapTOTeKH. KOHTponbHBIE CpoKU. OCyIIECTBICHHE KOHTPOIS
UCIIOJTHEHUS TOKYMEHTOB CEKPETapEM.

74




3. Koutposns ucnonHeHust JOKyMeHTOB. PaboTa ¢ KOHTPOJIBHO-CIIPaBOYHOM
KapTOTEKOM.

4. Homenknatypa nen. Tunosas, npuMepHas, KOHKPETHass HOMEHKIATypa Al
Pa3paboTka HOMEHKIATYpHI A€, DTanbl pa3padoTku. 3arogoBku neia. Cpoku

xpanenus aen. Uaaekcanus aen. CocraBnenne U 0oopMIIeHHE HOMEHKIIATYPBI JIElT.

Tema 1.9.
Opranu3zaiys TeKyIero
XpaHEHHUsl JOKYMEHTOB

Conep:xaHue y4e0HOro MaTepuaJa:

1.®opMupoBaHue Ael - cucteMaTu3anus 10kyMmeHToB. [lopsaok ¢popmupoBanus
Je.

2. Cucremarusanus J0KyMEHTOB BHYTpH Jiesia. DOpMUpPOBAHUE ACN PA3IMYHBIX
KaTeropuil 10KyMEHTOB. XpaHEHUE JIeIl.

3.®@opmupoBanue aen. CucremMatusanus JOKYMEHTOB B fena. Odopmienue nucra-
3aMeCTUTENs JIeNa, KapThl-3aMecTuTesd. CucreMaTu3anus U XpaHeHHe
JIOKYMEHTOB B JICKTPOHHOH (hopMme.

Hrorosas arrecranus

3auer.
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3. YCJIOBHUS PEAJIU3AIIMM ITPOTPAMMBI YYEBHOI
JUCHMILINHBI « IOKYMEHTHI U JIEJIOTTIPOM3BOACTBO.

3.1. TpeGoBaHUsI K MUHMMAJILHOMY MaTEePUAJBLHO-TEXHUYECKOMY 00ecneyeHUuIo
Peanu3zanus nporpaMMbl TUCIUTIIIMHBI TPEOYET HATMYUE CIICAYIOIIETO
obopyoBaHus yueOHOro KaOUHeTa:
/TI0 KOJIMYECTBY 00yUaromuxcs/
- CTOJI YYCHUUECKUI;
- CTYJI YYEHUUYECKU;
- CTOJI JIs TIPETIO/IaBaTers;
- CTYJ J7Isl TIPETo1aBaTesl.
Texuuueckue cpencTsa 00yIeHUS:
- KOMIIBIOTEP C JUIEH3UOHHBIM TIPOTPAMMHBIM 00€CTICUCHUEM
- MYJIbTUMEIHATIPOEKTOD;
- CKaHep;

- IPUHTED.

3.2. IlepeyeHb pekoMeHAyeMbIX yueOHbIX u3aanui, UHTepHeT-pecypcos,

AOMOJTHUTEIbHOM JINTEPATYPHI.

OCHOBHBbIC HCTOYHHMKHU:

1. JenonpousBoAcTBO: yueOHUK aiis cTyneHtoB yupexaenuid CI1O/ JI.A. JlenkeBuu
— 5-e m3ganue — M.: «Akagemusy», 2014 — 256 c.

2. JlokyMeHTallMOHHOE o0ecriedeHre yrpaBieHus: y4ebHUK ona cTya. yupexxaeHum
cpen. npod. obpazoBaHusl. - 5-€ uz., ucnp. — M.: «Akagemusi», 2014 — 224 c.

3. JenmonpousBoactBo. PaGouas Terpans: yueOHoe mocobume s HITO/ JLA.

JlenkeBuu — M.: «Akagemus», 2010 — 96 c.

JlonoTHMTEIbHbIE HCTOYHUKH:
1. Iloctanosnenue IlpaBurensctBa Poccuiickoit @enepauuu ot 15.06.2009 Ne 477
«O6 yrBepxkaenun [lpaBun genonpousBoacTBa B (peaepalibHBIX — OpraHax

HCIIOJITHUTEILHOM BIIACTH.



2. TOCT P 6.30-2003 «I'ocymapctBennsiii cranmapT Poccuiickoit denepamnuu.
YHUPUUUPOBAHHBIE CHUCTEMbI JTOKYMEHTAIlUU. YHU(DUIIUPOBAHHBIE CHUCTEMBI
OpraHU3alMOHHO-PACIOPSIANTENBHON JIOKYMEHTAINH. TpeboBanus K
oopMIIeHUIO JOKYMEHTOBY, yTBepkaeH [locranoBnennem Pocctangapra Poccun
ot 03.03.2003 Ne 65-cr.

3. TOCT P 7.0.8-2013 «CUBU . Jlenonpon3BOACTBO U apXUBHOE J1€710. TepMUHBI U
omnpeAeeHus», yTBepkaeH npukazoMm Poccrangapra Poccum ot 17.10.2013 Ne
1185-cr.

4. CnpaBounas uHbpopmaius «Cpoku XpaHEHHUsI JIOKYMEHTOB OpraHu3allun,
noarorosyieHa cucteMon «Koncynprantlimroc» 11.12.2015.

HNuTepHeT-pecypchI:

1. www.archives.ru — Odunuansubiii cailt denepasbHOrO APXUBHOTO areHTCTBA

(Pocapxuga).

2. www.rusarchives.ru — ITopran «Apxussl Poccun.

3. www.edou.ru — IleHTp KOMIIETEHIIMA 1O BOIMPOCAM JOKYMEHTAIIHOHHOTO

yIpaBJIeHUs U apXUBHOTO JIeTIa.
4. www.ifap.ru — uadopmanus s Bcex (MHPOpMaMOHHOE OOIIECTBO M OOIIECTBA

3HAHUM: HOBOCTH, CO6BITI/I$I, KOMMCHTApHH, aHaJ'H/ITI/IKa).
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https://www.google.com/url?q=http://www.ifap.ru&sa=D&ust=1485325008016000&usg=AFQjCNFCoWq-AuRi79IBmwwGhfR_TN9VVA

4. KOHTPOJIb U OLIEHKA PE3YJILTATOB OCBOEHMSI YUEBHOW
JUCHUILIMHBI « TOKYMEHTHI U JEJIOITIPOM3BOJACTBO».

Kontponb u olieHKa pe3yabTaTOB OCBOCHUSI JIUCHMUIUIMHBI «J{OKYyMEHTBHI U
JETONPOU3BOACTBO» OCYIIECTBIISICTCS MPENOAABATEIEM B MPOLIECCE IMPOBEACHUS
NPAKTUYECKUX 3aHIATHM, TECTUPOBAHUS, a TAKXKE BBINOJIHEHUS O0O0YyJarouuMucs

WHIWBUAYAJIbHBIX BaﬂaHHﬁ.

Pe3yabTaThl 00yyeHus
(ocBOEHHBIE YMEHHS1, YCBOCHHbIE 3HAHMA)

@DopMbI U METOIbI KOHTPOJISI U OLIEHKH
pe3yJabTaTOB 00yueHu s

YMeTh:

0(hOPMITSATE Pa3IMIHBIC BUIBI TIFCEM

JenoBas urpa
[Mpaktudeckas pabora
OT4eThI

Hab6aroacenue
CobecenoBaHus
JlarHocTHYeCKue Cpe3bl

OCYIIECTBIIATh JToKkyMeHTupoBaHue | [lemoBas urpa
OpraHU3alMOHHO-PACTIOPSANTENbHON nestenbHocTr | [IpakTrueckas padora
YUpEKIACHUM OrtyeTsl
Habmonenne
CobecenoBanus
Junarnoctuyeckue cpessbl
3HaTh:

OCHOBHBIC CBCICHHUA U3 UCTOPUHN OCTIOMPOU3BOJICTBA,

JenoBag urpa
[Mpaktudeckas pabora
OrtueTsl

CobecenoBanust
Juarnoctuieckue cpesbl
Omnpocsl

Tectbl

O6H_II/I€ TMOJIOXKCHUS IO JOKYMCHTHUPOBAHUIO
ynpaBHeH‘leCKOﬁ JCATCIIbHOCTH

Henosas urpa
[IpakTrueckas padora
Ortuetsl

CobecenoBanus
Jnarnoctuyeckue cpesbl
Ormpocsl

TecTbl

BUIBI TOKYMCHTOB: TPYAOBBIC TOT'OBOPLI; ITPUKA3BI O
mpueMe, yBOJIbHCHUU, ICPCBOAC; TPYAOBLIC KHUXKKU,
JIMYHBIC KAPTOUYKHU pa6OTHI/IKOB

HenoBas urpa
[MpakTuueckas pabora
OT4eThI

CobecenoBaHus
JlnarHocTHYeCKUe Cpe3bl
Onpockl

Tectol
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[Ipunoxxenue 8

k OCHOBHOI 00pa30BaTEIbHOM
nporpamMMe npoQecCHOHATLHOTO
06y‘ICHI/I$1 " JOTIOJIHUTCIIbHOMY
po(ecCHOHAIEHOMY
o0pazoBanuio 1o npodeccun
«Cekperapb-aIMHHACTPATOP

PABOYAS ITPOTPAMMA YUEBHOM JTUCLIMITIVHBI

«Kagposas padora 1 C IIpeanpusitus»

k OCHOBHOM 00pa3oBaTensHOM MporpamMme mpodheCCHOHATHPHOTO 00yUeHUS U
JIOTIOJIHUTENBHOMY MpodeccCHOHATBHOMY 00pa3oBaHuIo 1o podeccun
«CekpeTapb-aIMIHUCTPATOPY.

79



COLAEPXAHUE

1. ITactiopt pabGoueit mporpaMMbl y4eOHON TUCIUTUIUHBI
2. CTpyKTypa U cojiepKaHue yueOHOU TUCIUTUTUHBI
3. YcnoBus peanuzanuu padouyeit mporpaMmbl y9eOHON AUCIIUTUIAHBI

4. KOHTpOJIb U OLIEHKA PE3YJIbTATOB OCBOCHHUS yU€OHOM JUCIUILTUHBI
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1. MACHIOPT PABOYEM TPOTI'PAMMBbBI YYEFHOM JIUCITUTIJINHBI
«Kaaposas padora 1 C IIpeanpusatus».
1.1. Ob6aacTs, npuMeHEeHUS POrPaAMMBbI.

Pabouas mnporpamma yueOHoM aucummiuHbl «KangpoBas pabora 1 C
[Ipeanpuatus» ABASETCSA YAaCThIO MIPOrpaMMBbl MO MPOPECCUOHATIBHOMY 00YUYEHUIO
[0 MporpaMMe  MpoQPecCUOHATBHON NOArOTOBKHU «CeKpeTapb-aIMUHUCTPATOPY.

1.2. MecTo y4eOHOH JUCHUIUVIMHBI B CTPYKTYpe NMPOrpamMMbl MOATOTOBKHU

KBAJIH(PUUMPOBAHHBIX PA00YHX, CIYKALIAX

VYyebOnas aucruruinaa «Kaaposas pabora 1 C Ilpeanpusitusi» OTHOCUTCA K

00s13aTeNIbHON YacTH 001IenpodecCHOHAIBHOTO IUKIIA.

1.3. Henun u 3anauyu y4eOHOH TUCHUILUIMHBI — TPeOOBAHUSI K pe3yJibTaTaM

aucuuniaunbl «Kagposas padora 1 C Ilpeanpusitus»:
B pe3ynbTaTe 0CBOCHUS JUCUUIUIMHBI 00yYaIOIUNUCS TOJIKEH:
YMETh:
e HAXOJWUTh B HHTEpeiice U TPaMOTHO UCTOIB30BaTh B IpoIecce paboThl
00BEKTHI TPOTPAMMBI;
e KOPPEKTHO paboTaTh C KaJAPOBBIMU JOKYMEHTaMHU;
o IOJy4aTh HEOOXOAMMBIE CBEACHUS U3 0a3bl JaHHBIX C TOMOIIBIO Pa3IMYHbIX
OTYETOB, AHAIM3UPOBATH MOTYYAEMYIO HH(DOPMAIIHIO;
e HAXOJWUTh U KOPPEKTHO UCTIPABIATH JOMYIIEHHBIE OITNOKY;
3HATh:
¢ OCHOBHBIE OOBEKTHI MPOrPaMMBbI, TOHUMATh UX MPEHa3HAUYCHHUE;
¢ TEXHOJIOTHIO KOPPEKTHOI'O U MOCJIEI0BATEIBHOr0 HAMIOJHEHUS 0a3bl JaHHbIX;
e CXEMY BEAEHUS KaJpOBOr0 y4yeTa B IPOrpamMMe, IOHUMATh B3aUMOJIEMCTBHE

MEXKy KaJpOBOM CIIy>KO0i

1.4. KoanuyecTBO 4YacoB, OTBeJeHHOE HAa OCBOEHHE NPOrpaMMbl Y4eOHOI
AUCHMILTHHBI

MaKkcHUMalbHas yaeOHasi Harpy3Ka CTyAeHTa -16 qacoB, B TOM 4wmcIe:

oOs3aTeNbHas ayJuTOpHAas yaeOHast Harpy3ka - 16 gacos;
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2.CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIHUATLIAHBI

«Kanposas padora 1 C Ilpexnpusitus».

2.1. O6beM y4eOHOM TUCIUIUIMHBI U BUBI yUeOHOU paOOoTHI.

Bun yue6Hoit paboThl

O0BeEM YacoB

MakcumanbHas yaeOHast Harpy3ka (BCcero) 16
OO6s3aTenpHas yueOHast Harpy3Kka (BCero) 16
B TOM YHCJIE:

JICKITUOHHBIC 3aHATHUS 8
NPAKTUYECKUE 3aHITHUS 8
CamocrosTenbHas pabora cTygeHTa (BCero) 0

Hrorosas arrectanus B popme 3auéra.
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2.2. TemaTu4ecKui IJIaH U coAep:kaHue yueOHoH nucuunannbl «Kagposasi padora 1C [peanpusaruspy.

HaumenoBanue pa3iesnos Coaepxxanue yueOHOro MaTepuasa, 1abopaTopHblie M NpaKTH4YecKHe padoThl, O0bem yacoB YpoBenn
U TeM CaMOCTOATeIbHasi pad0Ta 00y4aroMXCs. OCBOCHUS
1 2 3 4
Tema 1.1. Copepxanue yueOHOro marepmuaJa: 1
Kanposas nonutuka I.IlpuHuunsl kaapoBod TONUTUKU. Benenwe kanpoBod pokymeHTanuu. I[IpaBuiia 1 1
TpEALpHUATHA opopmieHuss  KaapoBHIX  JOKYMEHTOB.  XpaHEHHE  KaJpOBBIX  JIOKYMEHTOB.
3akoHOJATEeNbHBIE  OCHOBBI ~ KaJpOBOIO  JIEJIONPOM3BOACTBA. [lmaHupoBanue U
opranu3zaius padboTsl o odecneueHuro kajgpamu. Kaaposslil pezeps. OpraHuzanoHHast
CTPYKTypa CHUCTEMbl YIpaBIEHUS MNEpCcOHANIOM. MeToabl ymnpaBiIeHHUs NEPCOHAIOM.
JucuumuimHa ynpasienusi. CTHIN pyKOBOJICTBA.
Tema 1.2. Conep:kanue y4yeOHOro MaTrepuaJia: 3
[Tepconan npeanpusatus u | 1.Knaccupukanus nepconana no cpepam npuMeHenus Tpyna. Knaccupukanms 1 3
ero CTpyKTypa NepcoHaa 1o npoheccHoHaTbHO-KBATU()UKAIIMOHHBIM MTPU3HAKAM. .
2.Pabora ¢ TapudHO-KBaTM(PHUKAITMOHHBIM CIIpaBoYHUKOM padoT u npodeccuii (ETKC)
3.Ilpuem, nepeBos, yBonpHeHUE. [IpueM Ha paboTy. OCHOBHBIE MPaBHIa MEHEHKMEHTA 1
npu npueme Ha paboty. Ot6op mpu mpueme Ha paboty. TectupoBanue npu orbope
nepconana. JlokymeHTsl npu npueme Ha paboty. Ilopsnox odopmienus Ha padory.
IlepeBon Ha apyryro paboTy. Bumbl nmepeBogoB. YBoibHeHHE cOTpyAHMKA. [lopsaok
yBoJibHEHUS. JIOKyMEHTHpOBaHUE yBOJIbHEHUS paboTHuKa. JokymMeHTHpoBaHUe
MIPOIIECCOB JABMKECHUS KaaApoB (IIpHeM, TIEPEBO/I, yBoJIbHEHHE). OdopMiieHre 3asBICHUN
0 TpuemMe, mepeBoje, yBoidbHeHHH. OdopmileHHe MPUKA30B MO JUYHOMY COCTaBy (O
npueme, nepesoze, ysoasHeHun). Padora ¢ Tpynossim Konexcom PO.
Tema 1.3. Coaep:xxanue y4eOHOro MaTepuaJia: 4
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Tpynosoii 1orosop

Tema 1.4.
dopMUpOBaHUE U BEJICHUE
JINYHBIX JE]1

1.IlonsitTue TpymoBoro porosopa. OTinyue TPYAOBOIO JOrOBOpa OT TIPa)kIaHCKO-
paBoBOro Jorosopa. CTOpoHsI TpyoBoro gorosopa. O0s3arenbHble, JOMOITHUTEIbHbIE
YCIIOBHSI TPYAOBOTO noroBopa. CpodHbIH, OecCpOoUHBI TPymoBOM aoroBop. llopsmok
3aKJIIOUYEHHUS TPYIOBOTO JI0TOBOPA.

2. OdopmiieHue TPYAOBOTO IOTOBOpa. PexkBU3WUTHI TpymoBoro gorosopa. llopsmox
MOJINMCAHUS TPYIOBOT'O TOTOBOPA.

3. TpynoBas kHwxkka. Mcropust co3gaHust TpyAOBOM KHHMXKKH. JIOKyMEHTHI,
periaaMeHTHpymole padoTy ¢ TpyJOBbIMM KHMXKamu. [IpaBuna BeneHus TpyaoBoi
KHIWKKA. OcdopMieHne TpyaoBOW KHHMXKKH BHepBble. THUTYIbHBIM JUCT TPYIOBOM
kHIKKU. Pazgen «Ceemenus o pabore». Pazmen «CBeaeHuss O HarpaxaeHHUsIX).
Jy6nukat. Bkinaapi B TpyA0BYIO KHUKKY. Bbliaua Tpy10BOi KHUKKH IPU YBOJIBHEHUU.
VY4er u XpaHEeHHE TPYJOBBIX KHUKEK.

4. Iopsiiox odopMIIeHUs] TPYAOBOW KHUKKH BIIEpBbIE. 3all0JIHEHUE TUTYJIBHOIO JINCTA
TPYAOBOM KHHUXKHU. 3amojiHeHHe paznenoB «CeeaeHuss o pabore», «CBeiaeHHs O
HarpaX<JICHUsAX» Ha OCHOBAHMM TIPUKA30B O IpUEME, IIEPEBOJAE, YBOJbHEHUMU.
Hcnpasnenue ommOOK, JONYIIEHHBIX IpU O(GOPMIICHUH PA3/IEIOB TPYIOBOH KHUKKH.
BHeceHne n3MeHeHu 1 JONOIHEHUH B 3allMCH HAa TUTYJIbHOM JIMCTE TPYAOBON KHUKKH.
Odopmiienne yBe1oMI€HHs 0 HEOOXOAUMOCTH MOITY4YEHUS TPYAOBON KHUKKH.
Copepxanue yueOHOro marepmuaJa:

1.Ilopsimox oopmiieHus TUYHOTO Jiena. JJOKyMEeHTBI IMYHOTO JieJia; 3asBJICHHUE, TTPUKA3HI
Mo JIMYHOMY COCTaBy, JOKYMEHT 00 OOpa3oBaHWH, IOKYMEHTHI O TMOBBIIICHUH
KBaJTM(HUKAIMK, aBTOOMOTpadusi, JUYHBIA JUCTOK MO Y4YeTy KaJpoB, JOMOJHEHHE K
JTUYHOMY JTUCTKY IO YUYETY KaJpoB. BHYTpeHHsIs OMUCH TUYHOTO JieNa. YUeT JINYHbIX Aell.
2.0tnyck paboTtHuka. EXeromHblii OCHOBHOW W JOTOJHUTEIBHBIA OIJIaYHMBAEMBIN
ormycka. Otmyck 0e3 coxpaHeHus 3apaboTHOW 1aThl. OTHMycK Mo OEpEeMEHHOCTH H
ponam. YueOnsrii otmyck. ['paduk ormmyckoB. OuepeHocTh OTITyckoB. OT36IB pabOTHHKA
U3 OTITycKa. 3aMeHa OTITycKa KoMIieHcaluel. ['apantuu Ha Bpemst oTimycka. OdopmieHue
OTITycKa pabOTHHUKA.

Tema 1.5.

CJ'Iy}'KC6Ha${ KOMaHIUPOBKaA.

Conep:xaHue y4eOHOTo MaTepuaJa:
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1.IlonsiTie ciry:xeOHOI KOMaHIUPOBKH. [Ipo1omkuTeIbHOCTh KOMAaHAUPOBKH. ["apanTun
U1l KOMaHJMPOBAHHBIX COTPYJHHKOB. BpeMeHHas HeTpynocrnocoOHOCTb BO BpeMms
CIIy’KE€OHOI KOMaHJNPOBKH. Ilopsimok  odopmienus, JIOKyMEHTUPOBaHUS
KOMaHAMPOBKU. ['apaHTHUM KOMaHAMPOBAHHBIM coTpyAHHKaM. OdopmiileHne CMeTshl,
CIIy>keOHOr0 3aJaHusl, IpUKa3a O HapaBICHUH B KOMaHAMPOBKY, aBAHCOBOI'O OTYETa,
KypHaja yuyeTa KOMaHIUPOBAaHHBIX PAOOTHUKOB.

2. Pabouee Bpems. Bpems otasixa. Pexxum pabouero Bpemenu. CokpaiieHHOe pabouee
BpeMs. Hemomnoe pabGodee Bpemsa. CmenHas pabotra. Pabora B HOUHOE Bpems.
CBepxypo4HbIC PAOOTHI.

3. PaboTa B BBIXOJHBIC W Mpa3gHUYHBIE THU. Bpems otnbixa. [lepepsiB st oTapixa u
nutanus. Beixogusle nuu. HepaGoune mpazgHuuHbIe AHU. Y4yeT pabodero BpeMEHH.
CocraBnenue Tabens ydeta paboyero BpeMeHH.

Tema 1.6.
TpynoBoii pacriopsaok u
JUCLIUILINHA.

Conep:xaHue y4eOHOTo MaTepuaJa:

JIOKyMEHTBI, OIpeeNsIoue CTPYKTypy U WTaT npeanpusitus. [lepconanbHble JaHHbIE
paboTtHuka. [IpaBoBbie acriekTsl kaapoBoii padoTsl. 1 C: [Ipennpustue.

Hrorosag arrecranus

3auérT.
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3. YCJIOBUS PEAJIU3AIIMUA PABOYEN ITIPOTPAMMBI YYEBHOM
JAUCIHUIIJIMHBI «Kagposasi padora 1 C Ilpeanpusarus»

3.1. TpeOoBaHNS K MUHMMAJIBHOMY MaTePHAIbLHO-TEXHUNYECKOMY 00ece4YeHH 0

O6opynoBaHre yuyeOHOro KabMHETA 10 KOJIMYECTBY 00 yJIaIOIIUXCS:
- CTOJI YYCHUYECKUM;
- CTYyJI YYCHUYECKUM;
- CTOJI YUUTEIbCKUIA;
- CTYJI YYHUTEIbCKNN;
TexHuueckue cpeacTBa o0y4UeHHUS:
-KOMIIBIOTEP C JUTICH3UOHHBIM IPOrPaMMHBIM obecrieyeHuEM u
MYJIBTUMEIUATIPOCKTOP;
- TEJICBU30D;
- OKpaH;
- CKaHep;
- IPUHTEP

3.2. UupopmanuonHoe odecneyenue o0yueHus. Ilepeyens pexomMeHnayemMbIX yueOHbIX
u3nanuii, UaTepHeT-pecypchl, 10NOJHUTEIbHAS JUTEPATYypAa.

OcCHOBHbIE HCTOYHUKH:

1. XapuronoB C.A. HactonbHast KHUTA 10 OIUIaTe TpyAa U €€ yuery B nporpamme «1C:
3aprmuiara v yrpasiieHHe nepcoHasioM 8» (penakius 3.0) [ DnekTpoHHbIN pecypc] :
anekTponHoe nocooue / C.A. Xaputonos, E.A. I'psauna.- U3na. 11-e, ucnp.- M.: OO0

«1 C:ITabmumuarY, 2015.-614 C.

JonmosiHuTEIBbHASA JIMTEpaTypAa:

1. JlenkeBuu JI.A., Jlenonpou3BoACcTBO: yuel. Il CTY/l. YUPEKIASHUN Had. TPod.
oOpazoBanus / JI.A. JlenkeBuu. — M.: M3narenbckuii eHTp «Akaaemus», 2014.- 224 c.
HNuTepHeT-pecypcesbl:

1. 1C- cynepmapket ajist Oyxranrepa [ DJIEKTPOHHBIN pecypc| . — pexum

nocryma: http://www.supermb.ru/

2. Bce 0 HAJIOTOBBIX MPOBEPKaX [ DIEKTPOHHBIN pecypc] . — pexum

nocryma: http://www.econ-profi.ru/index.php?p=index&area=1

3. CnpaBouHo-npaBoBas cuctema «Koncynprant [Lmrocy [DnekTporHslid pecype] . —
pexxum pocryma: http://www.consultant.ru/

4. lnpopMalinoHHO-TEXHOJIIOTHUECKOe CONMpoBOXkAeHHE moib3oBareneit 1C:Ilpeanpusrue

«1C:UTC» [DnekrponHslii pecype] . — pexum pocryma: http://its.1c.ru/


https://www.google.com/url?q=http://www.supermb.ru/&sa=D&ust=1561609892427000
https://www.google.com/url?q=http://www.econ-profi.ru/index.php?p%3Dindex%26area%3D1&sa=D&ust=1561609892428000
https://www.google.com/url?q=http://www.consultant.ru/&sa=D&ust=1561609892428000
https://www.google.com/url?q=http://its.1c.ru/&sa=D&ust=1561609892429000

4. KOHTPOJIb 1 ONEHKA PE3YJIbTATOB OCBOEHUSA AUCIHHUITJIMHbI
«KAJPOBAS PABOTA 1 C TIPEAIIPUATHUSA»
KoHTposs H  OLEHKA pE3yJIbTATOB  OCBOCHUS  JUCLUIUIMHBL  OCYLIECTBIIAECTCS
IpEeroaBaTeeM B IpoLiecce MPOBEECHUS MPAKTUYECKUX 3aHIATUN U 1a00paTOpHBIX padoT,
TECTUPOBAHUS, a TAKXE BbBIIOJHEHUS OOYYalOMMUCS WHAMBUAYAIbHBIX 3aJaHUH,

ITPOCKTOB, HCCHeﬂOBaHHﬁ.

Pe3yabTaThl 00yyeHus ®opMbl U MeTOIbI KOHTPOJISI U OLIEHKH
(ocBOEHHBbIE YMEHUS1, YCBOEHHbIE 3HAHMS) pe3yJabTaToB 00y4eHusl

YMeTh:

e YyMeTh HaxoAWTh B HHTepdeiice U | DKCIEPTHOEC OLEHUBAHNE BHINOIHEHUS
IpaMOTHO HMCIIOJIB30BaTh B Ipollecce paboThl | 1a0OPaTOPHBIX padoT.

00BEKTHI TPOrPAMMBI; DKCHepTHOE OLICHUBAHKE BBIIIOJHEHUS
e KOPpPEeKTHO paboTaTh C KaJpOBBIMHU | YJMTOPHBIX CAMOCTOATENBHBIX PAOOT
JOKYMEHTaMU; Tectuposanue.

® [OJIy4aTh HEOOXOJIWMEBIE CBEACHHUS W3
0a3bl JaHHBIX C MTOMOIIBIO PA3IMYHBIX OTYETOB,
aHAIM3UPOBATH MOTY4aeMylo HHGOpMAILIHUIO;

® HAXOAWTb M KOPPEKTHO UCHPABIATH
JIOTIYILIEHHBIE OIINOKH;

3HATh:

® OCHOBHEIC OOBEKTHI IIporpaMMBEl, YCTHBINM U MUCEMEHHBII OITPOCHI.
IMIOHUMATh UX MPECIHAZSHAUYCHUC, 9KCHCpTHO€ OLCHUBAHUC BBIIIOJTHCHUA

® TEXHOJIOTHIO KOPPEKTHOI'O U | BHCAYJUTOPHBIX CaAMOCTOATCIIbHBIX pa60T.

IIOCJIEJOBATENLHOTO HAIIOJIHEHUS 0a3hl JAHHBIX;, TecTupoBanue.

® CXEMy BEIEHUS KaIpoOBOrO YyuyeTa B
MporpamMMme, NOHUMATh B3aUMOJICHCTBUE MEXKIY
KaJIpoBOW CIy)KOOH U OTHENOM IO pacueTy
3apaOOTHOM IJIATHI.




[punoxenue 9

Kk OCHOBHO# 00pa3oBaTeNbHOM
nporpaMme npoheccuoHaILHOTO
00yYeHUs U TOTIONHUTEILHOMY
PO eCCHOHATHFHOMY
00pa3zoBaHUIO 110 PO ecCuu

PABOYAA ITPOTPAMMA

IIpou3BOACTBEHHOH NPAKTHKH
k OCHOBHOI 00pa30oBaTenbHON NporpamMme npophecCuoHaIbHOr0 00yUeHus U

JOTOJIHUTENIbHOMY NMPO(EeCCHOHAILHOMY 00pa30BaHUIO 10 Mpodeccuut

«CekpeTrapb-aIMUHUCTPATOP.



COJIEPKAHUE

1. [Tacmopt paboueit mporpamMmbl y9€OHON AUCIIUTUIAHBI
2. CTpyKTypa U coepaHue yaeOHOU TUCITUTITHHBI
3. YcnoBus peanuzanuu paboyed mporpamMmbl y4eOHON AUCIMILIMHBI

4. KoHTpOJIb U OIIEHKA PE3YJIbTATOB OCBOCHHUS YUeOHOM AUCIIUILIMHbI



1. IACITIOPT PABOYEM ITPOIPAMMBbBI IIPAKTUKHA
1.1. O6aacTb NpUMeHEeHHUsI MPOrPaMMbl

PaGouas  mporpamma  ydeOHOM  MPaKTHKW  SIBISIETCS  YacThbl0O  OCHOBHOM
npodeccruoHaIbHON 00pa3oBaTENbHON MPOrpaMMBbl IO MporpaMmme npoQeccuoHaNTbHON
noarotoBku «Cekperapb-aamuHucTparop» B coorBerctBuu @I'OC CIIO no B yactu
OCBOEHHSI OCHOBHOI'O BHJa MpodeccruoHanbHo nearenbHocTH (BII1/):

NHpopManmoHHO-TOKYMEHTAIMOHHOE O00CHIY:>KHBAaHHE U COOTBETCTBYIOILIUE

npodeccuonansubie kommnereHuu (I1K):

IIK 1.1. CocraBiarb, pemakTUpoBaTh W OQOPMIIATH  OpPraHU3AIMOHHO-
pacropsiANTENbHYI0 JOKYMEHTAIMIO, CO3/1aBaéMyl0 B OpraHu3aluu,
cormacHo TpebOoBanusaM ['ocymapcrBenHbix craHgaptoB (I'OCT) 1o
0pOPMIICHUIO JOKYMEHTOB C MCIIOJIb30BAHHUEM COBPEMEHHBIX BHJIOB

OpraHU3alMOHHOMN TEXHUKHU.
[IK 1.2. Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OpraHM3allid C UCIOJIb30BAHUEM
COBPEMEHHBIX BUJIOB OPTAHU3ALIMOHHOW TEXHUKHU.
[IK 1.3. CocraBisTh 1 0POPMIIATh HOMEHKIIATYPY A€ OpraHu3anuu, GopMUpPOBATh

JieJ1a B COOTBETCTBUU C YTBEPKIECHHON HOMEHKIATYpPOi, 00ecrieunBaTh UX
COXPAaHHOCTb B TEKYIUEM JCIONPOU3BOACTBE C HCIOJIb30BAHUEM
COBPEMEHHBIX BHUJIOB OPTAHU3ALIMOHHOW TEXHUKHU.

[IK 1.4. OcyniecTBIATh NOJATOTOBKY €N K NEpeadye Ha apXUBHOE XPAHEHHE.

IIK L.5. BbINONHATH MaIIMHOMIUCHBIE pa0OThl Pa3IUYHON CTENEHU CIOXKHOCTH.

OpraHu3anMoHHAasi JesiTeJIbHOCTh U COOTBETCTBYIOIIME TpodeccroHaIbHbIC

komrnereHiuu (I1K):

IIK 2.1. Koopaunuposats paboTy oduca, opraHu30BbIBATH IPUEM TTOCETUTETICH.

[1K 2.2. OcymiecTBasATh TelePoHHOE OOCTy)KMBaHUE, NMPUHUMATh U TEpeaaBaTh
(baKkCUMIIbHBIE COOOIICHUS.

[1K 2.3. OcymiecTBasATh pabOTy IO TMOJATOTOBKE M TMPOBEICHUIO COBEIAHUH,
3aCEeIaHuH, AEJIOBBIX BCTPEY, IPUEMOB U NIPE3CHTALUN.

11K 2.4. OcCyl1ecTBIATh MOATOTOBKY JIEIIOBBIX IMOE3I0K
(KOMaHIUPOBOK ))PYKOBOJUTENS U IPYTUX COTPYAHUKOB OpraHU3aIun

[IK 2.5. Opranu3oBbiBaTh pabodee MECTO CEeKpeTapb - aJIMHUHUCTPATOp U
PYKOBOIUTENS

PaGouas mporpamma yd4eOHON  TPAaKTUKHM MOXKET OBITh  HWCIOJb30BaHA

npenojaBaresiMu U o0ydarorumucs o npodeccuu «Cekperapb-aIMUHUCTPATOP.



1.2.
dopmupoBaHuE

po¢eCCUOHATIBHBIX

y OO0 yJaroIIIXCS

YMEHHUM.

eau 1 3212494 NPAKTUKH.

IIEpBOHAYAJIbHBIX MMPAKTHYCCKHUX

NudopmaimoHHO-TOKyMEHTAIMOHHAST  JESTEIbHOCTb.

OpFaHI/I?)aHI/IOHHa}I ACATCIBHOCTD 110 OCHOBHBIM BHJaM HpO(l)eCCHOHaHLHOfI ACATCIIBHOCTU

IUIsl ocBOoeHUsl mpodeccur, oOydeHHE TPYIOBBIM TMpUEMaM, OMEpalMsIM M CIocodam,

BBIIIOJIHCHUC TPYAOBLIX IIPOLHCCCOB, XAPAKTCPHBIX IJIA COOTBGTCTBYI-OHICﬁ HpO(l)CCCI/II/I )41

HEOOXOJIUMBIX [IJII TOCIEAYIOMIET0 OCBOCHUS HMH OOIUX ¢ MPOPecCUOHATBHBIX

KOMIETEHIIUN 10 n30paHHoM npodeccun.

TpeOoBaHus K pe3yjbTaTaM 0CBOEHHsI Y4eOHOH NMPAKTUKH:

B pesynbrare mpoxoxkaeHHs y4eOHON NpPaKTHKU MO BHUAAM MNpoQecCHOHAIbHON

ACATCIIbHOCTHU 06yqa}oumﬁcs{ HOJIZKCH YMCTbh!

NEATEIbHOCTH B
CTPYKTYpE OpraHu3aluu

Hcnons3oBanus
MH(POPMALIMOHHBIX
TEXHOJIOTUM U CPEJICTB
OPTTEXHUKH B
JIOKYMEHTAIIMOHHOM
oOecreueHn
yIpaBJICHUS

BIIJ TpeOoBaHusA K YMEHUAM
NudopmarnmonHo- MOJIb30BaThCS HOPMAaTHUBHBIMHU METOINYECKUMHU
JOKYMEHTAIIHOHHOTO JOKYMEHTaMH MO0 JOKYMEHTAIlHOHHOMY  OO€CIeYeHHUIO
oOecrieyeHust yIpaBJIEHUS; OpraHMU30BBIBAThH paboty CITY>KObI
yIpaBIeHUIECKON JOKYMEHTAIIMOHHOTO 00eCTICUeHus YIPaBICHUS; ONPEIENIATh

HOPMBI BPEMEHH Ha JICJIIONPOM3BOJICTBEHHBIC OIEPAIUH;
KOHCTPYUPOBATh pa3IMYHbIe BUALI OJAHKOB CIIYKCOHBIX
JOKYMEHTOB, COCTaBJSATh, PEIAKTUPOBATH M OGOPMISTH
OpraHu3alOHHO-PACIIOPSTUTEILHBIC JTOKYMCHTBI
OpTaHU3aIlnu; BECTH pabory c JTOKYMEHTaMH
(3KCIETUIIMOHHYI0  00pabOTKy, pPEerucTpalyio, KOHTPOJIb
UCIIOJIHCHUSI,  CIIPaBOYHO-UH(DOPMAIMOHHYIO  padoTy);
COCTaBJIATH M O0OPMIISITh HOMECHKJIATYPY JIe7 OpraHH3allkH;
dbopMupoBaTh Jelia B COOTBETCTBHHM ¢ HOMEHKJIATYPOU Je;
IIPOBOIMTH TEKYIIIEE XpaHEHNE JOKYMEHTOB; ITOATOTABIMBATh
Jena K Tepenade Ha apXMBHOE XpaHCHHUE, HCIOJIb30BaTh
OpraHM3aIllMOHHYI0  TEXHUKY B  mpodeccuoHanbHOR
JEATEeILHOCTH; ITOJIh30BAThCS TEPMUHOJIOTHEH JCIIOBOM peyn;
MOJIb30BaThCSl COBPEMEHHBIMU CJIOBAPSIMH W CHPaBOYHBIMU
U3JaHUSIMH 110  PYCCKOMY  SI3BIKY M IPaKTHYCCKOU
CTHJIMCTHKE; OTCICKHUBATH JIOTHYECKYIO ITOCIIEI0BATEIHHOCTD
MOCTPOCHUS O(HUIIMAIILHO-ICIIOBBIX TEKCTOB JOKYMEHTOB,
MPOM3BOJIUTh  MPOBEPKY  (paKTHUECKOro  Marepuaja;
MIPABUIIBHO YITOTPEOIATH KOPPEKTYPHBIC 3HAKU B XOJIC ITPABKH
o(uIMaTBHO-ACIOBBIX TEKCTOB, PEIAKTUPOBATH CIY)KECOHBIC
JOKYMEHTHI;  ITOATOTaBIIMBaTh  JIOKYMEHTBI  pa3IMYHON
CTCTICHU  CJIOKHOCTH; HCIIOJIb30BaTh HMH(DOpPMAIMOHHBIC
TEXHOJIOTUH TP IOKYMEHTHPOBAHUH M OPTaHU3AIIH PAOOTHI




C JOKyMEHTaMH;, OOeCIeuMBaTh KadeCTBO BBITIOTHIEMBIX
pabort

Hcnoap3oBaHue
OpraHU3alMOHHON
TEXHUKH IS
oOecreueHus
npodeccuoHaIbHON
JIeSITETLHOCTH

YyacTue B NOATOTOBKE U
MPOBEICHUH JIETTOBBIX
MEPOIPHUITUN, IPUEMA
MMOCETUTEICH

Benenue Tenedonnoro
oOCITy>KMBaHMsI, pUeMa
U Tepeiaun
uHpopMaluu 1o pakcy

OpPraHHU30BBIBATH pabouee MECTO CEKpPeTaph - AIMHHUCTPATOP
U PYKOBOIMTCIS C YYCTOM TpeOOBAaHM; BBHIIOIHITH
TeXHUYeCKHue (YHKIHHM CEeKpeTaph - aJIMHHUCTPATOp IIO
00CCIICYCHUI0O M OOCITY)XUBAaHHUIO PAOOTBI PYKOBOJHMTEIS
OpraHu3allnH, MOJIpa3ICIICHUS; TIOJIB30BAThCS
HOPMATUBHBIMH  JIOKYMEHTaMH,  PErJIaAMCHTUPYIOITUMU
paboTy cekperaps; OpPraHW30BBIBATH IPHUEM IIOCETUTEIICH,
HCITO/Ih30BaTh BUSUTHBIC KAPTOUKH IPHU OpraHU3aIlliH IIpHueMa
MMOCETUTENIEH; OCYIIECTBIIATh MOATOTOBKY JEIOBBIX TMOE3I0K
(KOMaHIUPOBOK) PYKOBOIWUTEIS M APYTUX COTPYIHHUKOB
OpraHW3aIli{; pAIMOHAIIBHO OpPraHMW30BBIBATH pabodce
MeCTO; coOmomarh TpeOoBaHMsA O€30IMacHOCTH Tpyda
CeKperapsi; IPOBOAMTHL IOJATOTOBKY W  OOCIYyKHBaHHE
COBCINIAHMK W 3aceIaHUil PYKOBOIUTEIS; BECTH TEICPOHHOE
oOCTy)KWBaHHWE, TPUHUMATH W OTHPABIATH COOOIICHUS,
nepegaBaeMbie 10 (haKCy; HCIIOIb30BaTh KOMITBIOTEPHBIC
TEXHOJIOTUH B CEKPETApPCKOM OOCTY)KHBAHHH, MCIIOJIb30BATh
ceTeBble  MH(GOPMAIIMOHHBIC  PECYpPChl;  oOecIieuynBaTh
Ka4eCTBO BBIMOJHACMBIX pabOT; 3HATh. HOPMATUBHBIC
JOKYMEHTEI, perjIaMECHTHPYIOIIHE AeATCIbHOCTh CEKpeTaph -
aIMUHUACTPATOP (JIOJDKHOCTHYIO HHCTPYKIIHIO); IPHHITUAIIBI

OpraHu3alid W BUABI pabOT 10 OE3I0KYMEHTHOMY
00CITy>KUBAaHUIO paboThI PYKOBOAUTES; OCHOBBI
IUTAHUPOBAaHUS pabOThl  CeKperaps; IpaBWIa BEICHUS

JICIIOBOTO Pa3roBOpa; MpaBmiIa TEICPOHHOTO O0CTY)KUBAHWSI,
nmpueMa | mepenadn wHbopMmanuu no (akcy; o0sS3aHHOCTH

CEeKpeTapp - aJIMHHUCTPAaTOp MO MOJArOTOBKE NpHEMA
MOCETUTENICH; TpaBUjla TIOJATOTOBKHM U OOCITYXKUBaHUS
COBCIIAHWM,  3acefaHWi; OO0S3aHHOCTHM  CEKpeTrapp -
aIMUHUCTPATOpP IO  TOATOTOBKE  JEJIOBBIX  MOE3JI0K

(KOMaHIUPOBOK) PYKOBOJUTENS M JAPYrUX COTPYJHUKOB
opraHmu3aiuy; TpeOoBaHMUSI K OO0ECHEYCHHUIO Oe30MacHOCTH
TpyJa ceKpeTaps; OCHOBHI MH(POPMAIMOHHBIX TEXHOJOTHHA B
poeccCHOHaIbHOM IESITEIbHOCTH.

1.3. KoanuyecTBO 4acoB Ha OCBOEHHE NMPOTrPaMMbI YUeOHOMH NMPAKTUKHU

MakcumaiibHasi yueOHast Harpy3Kka cTy/ieHTa -36 4acoB, B TOM YHUCIIE:

oOs13aTeNbHAS ayAUTOpHAS MTPaKTUYECKasi Harpyska - 36 4acos;




2. PE3YJIBTATBI OCBOEHUS ITPOT'PAMMBI IPAKTUKHU

PesynpraToM  ocBoeHus ~paboyedt  mporpaMMmbl  y4eOHOM — MPAKTHKW  SIBIISIETCS
c(OPMUPOBAHHOCTH y o0yuaromuxcs NIEPBOHAYAJIBHBIX PAKTUYECKUX
npo(eCCUOHATIBHBIX YMEHHMI IO OCHOBHBIM BHUAAM NPO(ECCHOHATIBHOW NEATEIbHOCTH
(BILI): MH(}OPMaLIMOHHO-T0KYMEHTAIIMOHHOT'O obecrieueHus YIIPaBIEHYECKON
JESTENbHOCTU B CTPYKTYpPE OpraHu3aliu; UCII0JIb30BaHUs HH(POPMAIIMOHHBIX TEXHOIOTUN
U CPEICTB  OPITEXHUKH B  JIOKYMEHTAalMOHHOM  OOECHEYEeHHH  YIpaBJICHUS;
OpPraHM3alMOHHOM JEATEIbHOCTU CEKpETapsi-aAMUHACTPATOPA, B PaMKax:

IIM 01. HudopManMOHHO-IOKYMEHTALMOHHAA /JAEATEJbHOCTH, B TOM 4YHCIE

npodeccronansubix (I1K) 1 06mux (OK) kommneTeHuii:

Koxa HaumeHoBaHuUe pe3y/IbTATA OCBOCHUS NPAKTHKU
IIK 1.1. CocTaBnsTh, pelaKTUPOBATh U OPOPMIISATH OPraHU3ALMOHHO-
PacCHOPSAUTEIBHYIO JOKYMEHTALMIO, CO3aBAEMYIO B OPTraHHU3aLluH,
coriacHo TpeboBanusiM ['ocynapctBennbix crangaptoB ('OCT) no
o(hopMIIeHUIO TOKYMEHTOB C UCIIOJIb30BAHUEM COBPEMEHHBIX BUIOB
OpraHU3alMOHHON TEXHUKH.

IIK 1.2. Oprann3oBbIBaTh TOKYMEHTOOOOPOT B OPTaHU3AINH C UCTIOIh30BAHUEM
COBPEMEHHBIX BUJIOB OPTaHU3AIIMOHHON TEXHUKHU.
IIK 1.3. CocrtaBiars 1 0hOpMIIATH HOMEHKIIATYPY A€ OpraHu3aIiu,

(hopmupoBaTh Jiena B COOTBETCTBUM C YTBEPKICHHOM HOMEHKJIATY PO,
obOecreurBaTh UX COXPAHHOCTh B TEKYIEM JICTOTPOU3BOICTBE C
WCIIOJIb30BAHUEM COBPEMEHHBIX BUJIOB OPraHU3AIMOHHON TEXHUKH.

I1K 1.4. OcyniecTBIATh NOJATOTOBKY €I K NIEPEAaUe Ha ApXUBHOE XPAHEHHE.

IIK 1.5. BbINnoaHATh MAaIIMHONUCHBIE pa0OTHI PA3IMYHON CTENEHU CI0XKHOCTH.

OK 1. [ToHnMaTh CyIIHOCTD U COLMATIBHYIO 3HAUUMOCTh OyayIiei nmpodeccuu,
IIPOSIBJISATh K HEW YCTOMYMBBIA HHTEPEC.

OK 2. OpraHu30BBIBaTh COOCTBEHHYIO JEATCIHbHOCTD, HCXOIS U3 ICIH U
croco0O0B €€ JIOCTHKEHUSI, ONPEICTIEHHBIX PYKOBOIUTEIIEM.

OK 3. AHaIM3UpOBaTh PabOUYIO0 CUTYAIINIO, OCYIIECTBIATh TEKYIIUN U

WUTOTOBBIM KOHTPOJIb, OIIEHKY U KOPPEKIIUI0 COOCTBEHHOM JESITEIbHOCTH,
HECTH OTBETCTBEHHOCTH 3a PE3YJbTATHI CBOCH pabOTHI.

OK 4. OcymecTBiATh MOUCK HHPOpMaIuu, HeoOXxoaUMoun 11st 3P PEKTUBHOTO
BBITIOJIHEHUSI TPO(PECCUOHANIBHBIX 3a/au.

OK 5. Wcnonb3oBaTh MHOOPMAIITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHUHU B
po(ecCHOHAIbHOM JESITEIbHOCTH.

OK 6. Paborath B koMaHe, 7 (PEKTUBHO OOIIATHCS C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTaMHU.

OK 7. W cnonHsITh BOMHCKYIO 00SI3aHHOCTh, B TOM YUCJIE C PUMEHEHUEM

MOJTYYCHHBIX TTPO(ECCHOHATBLHBIX 3HAHUM.




OK 8. Cob6mroath 1€70BOM, ATUKET, KYJbTYPY M IICUXOJIOTMUYECKUE OCHOBBI
OOIIIeHNs, HOPMBI | TTPABHJIA TTOBEACHUS; UCITOJIB30BATh METOIBI U
Cpe/cTBa JAEIOBOro OOIICHHMS.

OK 9. CaMOCTOSTENBHO ONPEETATh 3a/1a9u MPOo(heCCUOHATBHOTO
JUYHOCTHOTO Pa3BUTHS, 3aHUMATHCS CaMOOOpa30BaHUEM, OCO3HAHHO
TUTAHUPOBATH MOBBINICHIE KBATU(DUKAIIH.

OK 10. Cob6ntonath TpeboBaHMs 6€30MaCHOCTU TPY/Ia, MOXKAPHON OE30MaCHOCTH,
CaHUTApUH U TUTHEHBI, OXPaHbI TPY/IA.

IIM.02. Opranu3aunoHHas JeATeJbHOCTh, B TOM yucie npodeccuonanbubiMu (I1K) u

obmumu (OK) koMmeTeHITu MM :

Kon HanmeHoBaHue pe3yJibTaTa 0CBOCHHS NMPAKTUKH

IIK 2.1. KoopnunupoBats paboTy oduca, OpraHu30BbIBATH PUEM MTOCETUTEIIEH.

IIK 2.2. OcymectBiarh TenedoHHOE O0CIyKMBaHWE, MPUHUMATh U TepeaaBaTh
(haKCUMUITbHBIE COOOIIICHMSI.

IIK 2.3. OcymiecTBiaATh paboOTy IO TMOJATOTOBKE M TPOBEACHUIO COBEIIaHUM,
3acelaHuii, AEJIOBBIX BCTPEY, MPUEMOB U MIPE3CHTAIUH.

I1IK 2.4. OcyliecTBIsAThH MOJATOTOBKY JIEIIOBBIX MOE3I0K
(KOMaHJIUPOBOK)PYKOBOJUTENS U JPYTUX COTPYAHUKOB OpraHU3allun

IIK 2.5. Opranu3oBbiBaTh pabodyee MECTO CEeKpeTrapb - aJAMUHHCTpPaTop |
PYKOBOJUTES

OK 1. [TornMaTh CYIIHOCTH M CONMAIBHYIO 3HAYUMOCTH OymyIiei nmpodeccun,
IIPOSIBJISITH K HEM YCTOWYMBBIN MHTEPEC.

OK 2. Oprann30oBbIBaTh COOCTBEHHYIO JCATEIBHOCTh, HCXOAS M3 ILEIH H
Croco0O0B €€ IOCTHKEHMUSI, ONPEICTICHHBIX PYKOBOIUTEIIEM.

OK 3. AHanu3upoBaTh palbouyl0 CHUTYyalMlO, OCYIIECTBJISITh TEKYIIUA U

UTOTOBBIN KOHTPOJIb, OIIEHKY U KOPPEKIHIO0 COOCTBEHHOU JESATEIHHOCTH,
HECTH OTBETCTBEHHOCTH 3 PE3YyJIbTATHI CBOEH paOOTHI.

OK 4. OcymiecTBIATh MOUCK MHPOPMANIUU, HEOOXOAUMOUN st 3(HPEKTUBHOTO
BBIMIOTHEHHS MTPO(eCcCHOHANBHBIX 3a/1a4.

OK 5. Ucnonb3oBaTth MHGOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTMH B
npodeccHOHaIbHOMN NEeATETbHOCTH.

OK 6. PaGorarb B komaHae, d(dekTuBHO o0OmATBCI C  KOJJIEramu,
PYKOBOJICTBOM, KIIUEHTAMH.

OK 7. HcnonHsATh BOMHCKYIO OOSI3aHHOCTh, B TOM 4YHCJIE C NPUMEHEHHUEM
HOJYYEHHBIX NPOPECCUOHATBHBIX 3HAHUH (11 FOHOIIEH).

OK 8. Cobnroath J1€70BOM, ATHUKET, KYJIbTYpY M ICUXOJOTMUYECKHE OCHOBBI

OOlIEeHUsI, HOPMBI M TIpaBWJIa TOBEJEHHUS;, MCIOIb30BATb METOAbl U
Cpe/CTBa JEI0BOr0 OOIICHHUS.

OK 9. CamocTosTenbHO  OOpeneisTh  3ajJadyd  NpodecCHOHANIBHOIO U
JUYHOCTHOTO PAa3BUTHS, 3aHUMAThCS CaMOOOPAa30BAHMEM, OCO3HAHHO
TUTAHUPOBATH MOBBINICHHE KBATU(DUKAIIH.

OK 10. Cobmronath TpeboBaHUs 0€30MACHOCTH TPYAa, MOKAPHONU OE30MacHOCTH,
CaHWTApUU ¥ TUTHEHBI, OXpaHbl TPYJa.




3. CTPYKTYPA U COAEP KAHHUE NPOU3BOJACTBEHHOI'O OBYUYEHUSA

3.1. O0beM y4yeOHOH TMCUMILIMHBI U BU/bI YU4eOHOI1 padoThbI.

Buo yuebnou pabomei Obvem uacos

Maxkcumanvuas yuebnas naepysxa (6ceeo) 36
Obsa3amenvHas yuebHas Hacpy3Ka (6ce2o) 36

8 MoM uuce:

JIeKYUOHHbBLE 3AHAMUS 0
npakmuiecxkue 3aHamus 36
Camocmosmenvhas paboma cmyoeHma (6cezo) 0
Umoeosas ammecmayus 6 popme KoHmpoabHOU pabomal.




3.2.

TemaTuyeckuii UIaH U coiepKaHue MPOU3BOJICTBEHHOT0 00yYeHUs

HaumenoBanue pasnesioB | Coaep:xkanue y4eOHOTr0 MaTepuasia, Jad0paTopHblie U MPAKTHYECKHE Oo0bem YpoBeHn
U TeM padoThl, CAMOCTOSATEIbLHAS Pa00Ta 00YYAKOIIMXCH. 4acoB OCBOCHUS
1 2 3 4
Tema 1.1. Copnep:xkanue yueOHOro marepuasa: 1
PexxuM pabotel 1 otabixa | TpeboBaHus 0€30MaCHOCTH Tpyda B KOMIbIOTEpHOM Kiacce. OCHOBHbBIE 1 2
npu pabore ¢ [1K. IpaBWwia W HMHCTPYKUHUM 1O OE€30MacHOCTH TpyJa, HUX COONIOACHHE U
BBITIOJTHEHHE.
Tema 1.2. Conepkanue y4eOHOro marepuasa: 4
3HAKOMCTBO CO CTPYKTYpOil 3HAKOMCTBO CO CTPYKTYpOM MPEANpUsiTUS U JOJKHOCTHBIMH 1
NpEeanpusiTUs u 00513aHHOCTSIMH armapara yrnpaBiIeHusl. 4
JOJIKHOCTHBIMU 3HAKOMCTBO CO CTPYKTYPOU MpeAnpUsTUs, Y CTABOM MPEATPUITHS,
00513aHHOCTSIMM ammapara | JOJKHOCTHBIMH OOSI3aHHOCTSIMU arrapara yrpaBlIeHHs..
yTPaBJICHHUS.
Tema 1.3. Copnep:kanue y4eOHOro marepuasia: 3)
CocraBnenue u CocraBnenue u opopMIECHUE TOKYMEHTOB: MPHUKa3bl (IO JIMYHOMY 5 2
o(OopMIIEHHE TOKYMEHTOB | COCTaBY, [0 OCHOBHOM JEATEILHOCTH), PACIIOPSKEHHSI, IPOTOKOJbI, aKThl,
CIIy’)KEOHOI'0 U JIMYHOIO | JIOrOBOpA, CIPaBKH, CIy)KEOHbIE THChMa, TEIerpaMMBbl, TeJe()OHOTPAMMBEI.
XapakTepa. OdopmiieHne BEIMUCOK U3 MPUKA30B, TPOTOKOJIOB.
Tema 1.4. Coaep:xanue yueOHOro marepuasa: 10
Cocrasnenue n Cocrasienne ¥ 0QOpMIEHHE JOKYMEHTOB: NPHUKA3bl (II0 JIMYHOMY 10 3
opopmrerue COCTaBY, 110 OCHOBHOIl JI€ATENLHOCTH), PACIOPSKEHHUS, TIPOTOKOIIBI, AKTHI,
pacropsAIMTEIbHBIX JIOTOBOpA, CHPABKH, CIIyKEOHBIE IMCHbMA, TEIErPaMMBbI, TEIe(POHOIPAMMEL.
JIOKYMEHTOB.

OdopmiteHre BBIITUCOK U3 MPUKA30B, TPOTOKOJIOB.




Tema 1.5.

Copaep:xanmne y4eOHOT0 MaTepuaJia:

Pabora ¢ CocraBnenue u opopMiieHHE JOKYMEHTOB: YKa3aHWUM, PACTIOPSIKCHUIA,
KOPPECIIOHACHIUEN. pemieHnit, npukazoB. OdopmieHHEe PEKBU3UTOB PACHOPSIUTEIHHBIX
JIOKYMEHTOB.
[Tomy4ueHre KOPPECTIOHICHIIMK Ha TToYTe. Perucrparus BXosiieH,
HCXOMSIIEN U BHYTPEHHEN KOPPECIIOHCHIINH.
Huanor ¢ nocerurenem. M30exanrne KOHQIUKTHBIX CUTYaIIHM.
Benenue xkauuru
Tema 1.6. Conep:xkanue yueOHOro marepuasa:

Pabora ¢ opranu3anoHHO-
TEXHUYECKUM
oOecrieyeHueM oduca.

OdopmiieHre NOKYMEHTOB: MpUKa3bl (10 JUYHOMY COCTaBy, IO
OCHOBHOM JIESITEILHOCTH), PACIIOPSIYKEHUSI, POTOKOJIbI, aKThI, IOTOBOPA,
CIIpaBKH, CIIyK€OHblE TMHChbMa, TEJIErpaMMmbl, Teae(OoHOrpaMMBbI.
OdopmiteHre BBITTUCOK U3 MPUKA30B, TPOTOKOJIOB.

Pa3MHOXkeHUe U CKaHUPOBAHUE IOKYMEHTOB.

Hrorosasg arrecramnus.

DK3aMeH




4. YCJIOBUS PEAJIM3AIIMU PABOYEM ITPOI'PAMMBI
INPAKTHUKMN.
4.1. TpeOGoBaHNS K MUHUMAJIBLHOMY MATEPUAIBLHO-TEXHUYECKOMY
o0ecneveHH 0.

Peanuzanusa paboueld mporpaMMbl y4eOHOW MPAKTUKUA MPEANOaraeT Hajaudue
KaOuHeTa Uil TpakTUdeckuxX 3aHaTtuil. OcHamieHue KaOWHeTa MO MporpaMme
npodeccruoHaabHOM MOArOTOBKH «CeKpeTapb-aIMUHUCTPATOPY.

1. OOopynoBaHue: aBTOMAaTU3MPOBAHHOE pabouee MECTO IMpenojaBaTels,
KOMIUIEKT OJAHKOB  YIPABJICHUYECKUX JOKYMEHTOB, KOMIUIEKTbl  Y4eOHO-
METOJIMYECKOM  JOKYMEHTAllMHM, HarjIsAHble TOCOOus, CpeIcTBa  MaJloi
MeXaHHU3aluu.

2. CpeacrBa o0yuenusi: IIK, WHCTpyKIMOHHBIE KapThl IO BBIIOJIHEHHUIO
MPAKTUYECKUX 3aHATHI, METOJUYECKHUE YKa3aHUs 1O BhITTOIHEeHUS [13.
OcHanienue yueOHoro kiacca:

1. OO6opynoBaHue: aBTOMaTU3UPOBAHHOE pabouee MecTo mpernomaBaTens, 10
aBTOMATU3UPOBAHHBIX ~ MeCT I OOydJarommxcs,  TMPUHTEp,  CKaHep,
MYJIBTUMEIUHHOE 000pyI0BaHHE.

2. NHCcTpyMEHTBI M MPUCITIOCOOTIEHUS: MHCTPYMEHTHI JIMYHOTO IOJIb30BAHUS:
oymara nis [TK u doer-xapThr.

3. CpencrtBa 00yueHus: 00pa3iibl JOKYMEHTOB, IPE3CHTAIINN, HHCTPYKITMOHHBIS

KapTHI.



4.2. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSA
INPOI'PAMMBI ITPAKTUKMN.

KoHTpons u olleHKa pe3ylbTaTOB OCBOCHUS MPAKTUKHU OCYIIECTBIISIETCS
PYKOBOJUTEIEM MPAKTUKK B TMPOLECCE TNPOBEACHUS Y4YE€OHBIX 3aHSATHIA,
CaMOCTOSITETTLHOTO  BBIMIOJTHEHUS  OOYYArOIIMMUCS  3aJaHWi, BBIMOJTHEHUE
NPAKTUYECKUX MPOBEPOUHBIX paboT. B pe3ynbTaTe ocBOCHMS y4eOHOU MPAKTHUKH,

oOydJaronifecs: MpoXOsIT MPOMEXYTOUHYIO aTTecTaluio B (opMe KOHTPOJIBHOU

paboTHI.
Pe3yabraThl 00yuyeHus
(0CBOGHHbIE YMEHUS B PAMKAX ®opMBI H METO/IbI KOHTPOJISI M OLlEHKH Pe3yJIbTATOB
00y4eHus
BIL)

[IK 1.1. 3aimra NpakTHYeCKUX paboT, 3a4eThl [0 y4eOHOM

CocTaBnsiTh, pelaKTUPOBATh U MPAKTUKU TPOPECCUOHATIBHOTO MOAYJISL, KOMIUIEKCHBIN

0(opMIIATH OpraHU3aLMOHHO- HK3aMeH 110 NMPo(ecCHOHATBHOMY MOYIIIO;

paclopsANTEIbHYIO JOKYMEHTAMIO,  |HAOJIIOJEHHE BO BPEMsI BHIIIOJHEHUS 3aaHui yueOHOM

CO31aBacMyIO B OpraHU3alluy, COIJIACHO|IPAaKTUKH; CPAaBHUTEIIbHAS OLICHKA PE3YJIbTaTOB C

TpeOoBaHusAM ['ocynapcTBEHHBIX TpeOoBaHUSAMU HOpMATUBHBIX 10KyMeHTOB U 'OCToB

cranaaptoB ('OCT) mo odhopmieHuro

JIOKYMEHTOB C HCIOJIb30BaHUEM

COBPEMEHHBIX BUJI0B OpPraHNU3allMOHHON

TEXHHUKH.

IIK 1.2. 3anmra NpakTHYeCKUX paboT, 3a4eThl [0 y4eOHOM

OpraHu3oBbIBaTh JOKYMEHTOOOOPOT B |[IPaKTUKU MPO(HECCHOHATIBHOTO MOYJIsl, KOMITJIEKCHBIN

OpraHU3al1y C UCII0JIb30BAHUEM 9K3aMeH 110 NPo(ecCHOHATBHOMY MOYIIIO;

COBPEMEHHBIX BU0B OpraHU3allMOHHOM |Ha0II0A€HUE BO BPEMsI BHIIIOJIHEHUS 3aJaHUi yueOHOM

TEXHUKHU. IIPAKTUKHU; CPABHUTEIIbHAS OLIEHKA PE3YIbTATOB C
TpeOoBaHUSAMU HOpMATUBHBIX 10KyMeHTOB U 'OCToB

IK 1.3. 3amnmTa npakTHIeCKuX padoT, 3a4eThl 0 yueOHOU

CoctaBisaTh U 0HOpPMIIATH HPAaKTUKU IPOPECCUOHATIBHOIO MOYIIS, KOMITJIEKCHBIN

HOMEHKJIaTypy J1eJ]1 OpraHu3aluu, 9K3aMeH T10 MPo(eCcCHOHATBHOMY MOYIIIO;

(dbopMHpOBATH Ji€7a B COOTBETCTBUU € |[HAOJIIOAEHUE BO BPEMs BBIIIOJHEHUS 3aJaHUN yueOHOM

YTBEPKACHHON HOMEHKJIATypOH, IIPAKTUKHU; CPABHUTEIIbHAS OLIEHKA PE3YJIbTAaTOB C

o0ecrieunBaTh UX COXPAHHOCTh B TpeOOBaHUAMU HOPMATUBHBIX JOKyMeHTOB U ['OCToB

TEKYILEM JeJIONPOU3BOCTBE C

MCIIOJIb30BAaHUEM COBPEMEHHBIX BHJIOB

OpraHN3alMOHHOW TEXHUKH.

[IK 1.4. 3ammra NpakTHYeCKUX paboT, 3a4eThl [0 y4yeOHOM

OcymecTBIATh MOATOTOBKY /€T K MPAKTUKU TPOPECCUOHATIBHOTO MOAYJISL, KOMIUIEKCHBIN

nepeiaye Ha apXUBHOE XPAHEHNE. HK3aMeH 10 NPo(ecCHOHATBHOMY MOYIIIO;
Ha0JIt0/IeHNE BO BpeMsl BBITIOJIHEHUS 3a/1aHUN yueOHOU
IIPAKTHKHU; CPABHUTEIIbHAS OLIEHKA PE3YJIBTATOB C
TpeOoBaHUSIMU HOpMATUBHBIX 10KyMeHTOB U 'OCToB




[IK 1.5. 3ammTa NpakTHIeCKUX paboT, 3a4eThl 10 y4eOHOM
BbIOTHATE MalIMHOMKCHBIE pa0OThl  |IPAKTUKH MPO(ECCHOHATBHOIO MOIYJISl, KOMIUIEKCHBIN
pa3IUYHOM CTETIEHU CII0KHOCTH. 9K3aMeH T10 MPOo(ecCHOHATBHOMY MOYIIIO;
Ha0JII0/IeHNE BO BpeMsl BBIMIOJIHEHUS 3a1aHUN yueOHOU
IIPAKTHKHU; CPABHUTEIIbHAS OLIEHKA PE3YIbTATOB C
TpeOOBaHUSAMU HOPMATUBHBIX JOKyMeHTOB 1 'OCToB

cDOpMI;I N MCTOJAbI KOHTPOJA M OLCHKHU PC3YJIbTATOB O6y‘1€HI/IH JOJIXKHBI

NO3BOJISITH  MIPOBEPATH Yy  OOydYarOMIMXCA

HE TOJBKO C(HOPMUPOBAHHOCTH

npoQeCCUOHATBHBIX KOMIETEHIIMM, HO W pa3BUTHE OOMUX KOMIETCHIMH U

00€ecreynBaIINX UX YMEHU.

Pe3yabTaThl 00yuyeHus
(ocBoeHHbIe yMeHnsi B pamkax BITJI)

@DopMbI U METOAbI KOHTPOJISI U
OLIEHKH pe3yJIbTATOB 00y4eHusl

OK 1.

[loHMMaTh CYIIHOCTh U COIMAIBHYIO 3HAYUMOCTH
Oyaywei npodeccuu, NposABIATh K HEH YCTONUUBBIN
MHTEpec.

DKcrnepTHOEe HAOIIOACHHE M OIICHKA
Ha yueOHoI IIPaKTHUKE pu
BBINOJIHEHUH PaboT

OK 2.

OpraHu30BbIBaThH COOCTBEHHYIO JIeATEIbHOCTb,
HCXONs W3 IeId M CIIOoCOOOB €€ JOCTHIKEHMS,
ONPEJICICHHBIX PYKOBOJIUTEIIEM.

OKcnepTHOE HAOIONEHHE W OLCHKA
HAa  y4eOHOH  MpakTHKe  IpH
BBITIOJIHEHUH PabOT

OK 3.

AHanu3upoBaTh pabouyl0 CHUTYaIHIO, OCYIIECTBISATh
TEKYIIM W WUTOTOBBIA KOHTPOJb, OLEHKY U
KOPPEKLHIO COOCTBEHHOW JAESITENBbHOCTH, HECTH
OTBETCTBEHHOCTH 32 PE3YJIBTAThI CBOCH paOOTHI.

DKCrepTHOE HAOJIOICHUE U OLICHKa
Ha  y4eOHOH  MpakTHKE  TpH
BBITIOJIHEHUH pabOT

OK 4.
OcymecTBIATh NOUCK HH(POpPMALUHU, HEOOXOIUMOMN
JUtst (G (GEKTUBHOTO BBIIOJHEHUS MPO(eccroHaIbHBIX
3a/1ay.

DKCIepTHOE HAOJIOICHUE U OLICHKa
Ha  y4eOHOH  MpakTHKe  TpH
BBITIOJIHEHUH PabOT

PaGorate B komaHzae, 3(QekTHBHO o0O0ImATBCA C
KOJIJICTaMH, PYKOBOJICTBOM, KJIHICHTaAMH.

OK'S. DKcrepTHOE HAONIOJEHHE M OLEHKa
Hcnonb3oBaTh UHGOPMALIMOHHO- | Ha yueOHOU MIPaKTHUKE pu
KOMMYHHKAIIMOHHbIE TEXHOJIOTUH B | BBINOJIHEHUH paboT
pohecCHOHAIBHOM e TEIbHOCTH.

OK 6. DKCIepTHOE HAOJIIOICHUE W OIICHKa

Ha  y4eOHOH  MpakTHKe  IpH
BBITIOJTHEHUH PadOT

OK 7.

HcnonHATh BOMHCKYIO OOSI3aHHOCTH, B TOM YHCIIE C
OPUMEHEHHEM  IOJYYEHHBIX  NPO(EeCCHOHAIBHBIX
3HaHMM (AJ1s1 FOHOLIEH).

DKcnepTHOE HaOJIONEHHE U OLCHKA
Ha  y4eOHOH  MpakTHKe  TpH
BBITIOJTHEHUH PadOT

OK 8.

CoOmroaTh  JIENIOBOM,  ATHUKET, KyIbTYypy U
MICUXOJIOTHYECKUE OCHOBBI OOIICHUS, HOPMBI H
npaBuja TIOBEACHUS; HCIIOIb30BaTh METOIbI |
CpEACTBA JICJIOBOTO OOIIECHHUS.

DKCIepTHOE HAOJIOJICHUE U OIICHKA
Ha  y4yeOHOW  TpakTHUKE  TIpH
BBITIOJIHEHUH paboT




OK 9. DKCIepTHOE HAOJIOJICHUE W OIICHKa
CaMOCTOSTEIILHO OTIpeICIIATh 3a7a4M | Ha yueOHOU MIPAKTUKE npu
npoeCCHOHANBHOTO H  JIMYHOCTHOTO  PAa3BUTHUSA, | BBITIOJHEHUU padboOT

3aHUMAThCS caMo00pa30BaHHEM, OCO3HAHHO

TUTAHUPOBATH MOBBIICHUE KBATH(DUKAIIH.

OK 10. DKCIepTHOE HAOJIIOJCHUE W OlLIEHKa
Cobmtonate  TpeOoBaHHMs  Oe30macHOCTH  Tpyda, | HA  y4yeOHOW  TpaKkTUKe  TIpU

HOXKapHOW O0€30MacHOCTH, CAHUTapUU M TMTUCHBI,
OXpaHbl Tpya.

BBITTOJIHCHHUH pa60T




[punoxenue 10

k OCHOBHOM 00pa3oBaTeIbHON
porpamMMe npogecCHOHATLHOTO
00y4eHHS U TOTIOTHUTEITHHOMY
npogeccuoHaILHOMY 00pa30BaHHIO
o npogeccun «Cekperapb-
aIMUHHCTPATOP

KOMINIEKT KOHTPOJIbBHO-OHEHOYHBIX CPEACTB

Kk OCHOBHOI 00pa30BaTeNIbHON POrpaMMe POPEeCCHOHATHLHOTO O0YUEHUS U JOTTOTHUTEILHOMY
npodeccuoHaibHOMY 00pa3zoBanuio 1o npodeccun «Cekperapb-aIMUHACTPATOP»



MUHUCTEPCTBO OBPA3BOBAHUS U HAYKHU MYPMAHCKOM OBJIACTU
['ocymapcTBeHHOE aBTOHOMHOE TIPO(hEeCCHOHATBEHOE 00pa30BaTEIHLHOE
yupexaenue MypMaHCcKoi 00macTu
«KaHmamakmcKui MHIYCTPUATbHBIN KOJUIEIA»

HWrorosas arrectanuu caviiarejaed 110 OCHOBHOM IIporpaMMe
npodeccuoHanbHOro ooyueHus 1o mnpodbeccuu «Cekperapb-aIMUHUCTPATOD).

Yuyebuslii roma: 2019 - 2020

JK3aMeHAUMOHHBIN Omiter Ne 1
Bomnpoc 1. O0mienue (moHsATHE, BUABL, PYHKINH). 3aKOHOMEPHOCTH U MEXaHU3MBbI OOILICHUSI.

Bonpoc 2. Exeroanbiii OCHOBHON U JOIMOJIHUTENBHBIN OMadnBaeMblii oTmycka. Otnyck 6e3
coxpaHeHHs 3apaboTHOH miaTel. OTIyCcK o OepeMEeHHOCTH B pofaM. YueOHsbli otmyck. ['padpuk
ormyckoB. QOuepenHOCTh OTHYCKOB. OT3bIB pa0OTHHKA U3 OTHycKa. 3amMeHa OTIycKa
komneHcaiueil. ['apantun Ha Bpems otirycka. OgopmiieHue oTmycka paboTHHKA.

Bonpoc 3. Ilpaktuueckoe 3aganue. CocraBbre v 0OPMUTE IPUKA3bI IO OCHOBHOM J€STEIBHOCTH,
U Ipyrue pacrnopsauTeabHble JOKYMEHThI, HEOOXOJUMBbIE B JAHHBIX YIPABICHYECKUX CUTYaIUSX.
Ha MockoBckoM KOMOMHATE O MPOU3BOACTBY MY3BIKAJIBHBIX HHCTPYMEHTOB U MeOenu
(rocynapcTBeHHOE MpeapuaTue), KOTopblii BXoAUT B KoHLepH MO pa3paboTke U MPOU3BOJICTBY
MPOAYKIMH My3bIKadbHOU mpoMbinieHHocTH (POCMY3IIPOM), neiictByet Ilonoxkenue o
MIPEMUPOBAHUH PYKOBOJUTENEH 11EX0B, OT/EI0B U ciyk0, yrBepxaenHoe 05.01.2003 Ne 27.

12 anpenst Tekyiero roja aupekrop komounarta B.M. JlaproHoB mopyuus HadyagbHUKY
oTena Tpyna u 3apaboTHo# riatel MapkoBy H.I'. paccunrats pasmep nmpeMun pykoBOJIUTESIM
OTJIEJIOB, 1IEX0OB M ClIyk0 KoMOMHAaTa Mo uTOoraM paboThl 3a MEepBBIK KBapTal K 15 ampens, a
riaBHOMY Oyxrantepy komOuHarta Tpommnoii C.I'. — opraHu3oBath BeIIIATY peMuu k 20 anpens
TEKYLIEro roja.

HauanbHuk miiaHOBO-3KOHOMHUYeckoro otaena MatseeBa C.H. u rumaBHbId Oyxrantep
Tpommnua C.I'. 3aBU3npoBanu NpoeKT NpuKasza JTUpeKTopa KoMOUHAaTa.

[IpenonaBatens /T.B. 3ybapeBa/



MMHUCTEPCTBO OBPA3OBAHUS 1 HAYKU MYPMAHCKOM OBJIACTU
["ocynapcTBeHHOE aBTOHOMHOE Npo(deccuoHaIbHOEe 00pa30BaTEeIbHOE
yupexaenue MypmaHckoil 0061acTi
«Kananakuckuii HHIYCTPHATIBHBINA KOJIIEIK

Hrorosas aTTecTalliy CIVIIATEIEH 10 OCHOBHOM IpOrpamMMe
npodeccruoHaapHOro 00oydeHus 1o npodeccrun «Cexperapb-aMHUHHCTPATOD.

Yyebusiii roma: 2019 - 2020

IK3aMEeHAIMOHHBIN OnJieT No 2

Bonpoc 1. [lonsTre u XxapakTepuCTHKa OCHOBHBIX CTUJIeH pykoBojcTBa. Knaccudukamus o K.
JleBUHY: aBTOpPUTAPHBIH, T€MOKPATHUECKHUH, THOEpaTbHBIN.

Bonpoc 2. [IpaBuna BHyTpeHHETO pacnopsaka. JJokymeHTsl, pukcupyromnme GakThl HAPYIICHHS
TPYAOBOU TUCUUILIVHBIL.

Bonpoc 3. [Ipaktiueckoe 3aganue. CoctaBbTe U 0OPMUTE CITYKEOHOE MTUCHEMO.

JlemapTaMeHT MOAJEPKKH U Pa3BUTHSL Majoro MpeanpuHUMAaTeIbCTBAa MHUCHMOM 3a
MOAMNMUCKHIO 3aM. JupeKTopa aenapramenta CBepukoBa A.B. yBegoMusl pyKOBOJICTBO AETCKOTO
cama Ne 1586 0 TOM, YTO B CBSI3M C pa3BUTUEM IpPEAIIPUHUMATEILCTBA 3JaHUE JACTCKOrO cajia
JIOJKHO OBITh IEPEIAHO JIsl TEXHUUYECKUX HYXK/]I JenapTaMeHTa.

Hcnonunurenem BacwibeBoil Mo mopydeHUro qupekTopa aerckoro caga Ne 1586 IOro-
3amagHOrO OKPYKHOTO YIpaBlieHUs: 00pa3oBaHusi I. MOCKBBI, pacIlOIOKEHHOTO Ha MPOCIIEKTE
MuuypunckoM, A0oM 22 r. MOCKBBI, ObUIO COCTaBJICHO MUCHMO, aJIPECOBAHHOE OTJENIy IHUCEM
Mbpun Mockssl o aapecy: r. MockBa, yi. TBepckas, 13, B KOTOpOM AMPEKTOp AE€TCKOro cazia Ne
1586 O.A. AbpamoBa nmpocusia pa3o0paThcs B JAHHOM BOTIPOCE, MOTUBUPYS TEM, YTO B HA3BAaHHOM
palioHe JMETCKHX CaJioB OCTajJoCh Majo M HE BCE JCTH MOTYT IMOCEMIATh JIETCKUE JOIIKOJIbHbIE
yupexxaeHus. [lncbMo ObU10 0TBETOM Ha MOTYYEHHBIN TOKYMEHT OT [lenapTaMeHT.

[IpenogaBatens /T.B. 3ybapesa/



MHWHUCTEPCTBO OFPA3OBAHUS 1 HAYKU MYPMAHCKOU OBJIACTH
I'ocymapcTBeHHOE aBTOHOMHOE TTPOo(hecCHOHATEHOE 00pa30BaTeIbHOES
yupexaeHue MypMaHCKO# 001acTi
«KaHamakmcKui MHIYCTPUATIbHBIN KOS

Hrorosas arrectanyy cayiiaTeaed 110 OCHOBHOM IIporpaMMe
npodeccuoHaabHOro 00oyueHus 1o mnpodeccun «Cekperapb-aIMUHHUCTPATOD).

Yyebusiii romx: 2019 - 2020

IK3aMeHaALMOHHBII onJier Ne 3

Bonpoc 1. B3aumoaeiictBue cexkperaps ¢ pykoBogutenem. [IpuHIuns: 3¢ heKTHBHOTO
OOIIEHUS C MMOCETUTENSIMU: COOMOIeHUEe (U3MUYECKON U IICUXOJIOTHYECKON TUCTAHIINH B
OOLIEHUH; TUIIBI TIOCETUTENIEH, aITOPUTMbI B3aUMOIEHCTBUS.

Bonpoc 2. [lenoBas mepenucka. SI3bIK ympaBICHUYECKUX JOKYMEHTOB. YTOTpeOJieHue
crenuanibHoi TepMuHoaorun. Ooue TpedoBaHus K TeKCTy. TUITHYHbIE SA3BIKOBBIC OLTHOKH.

Bonpoc 3. Ilpaktuueckoe 3ananue. CoctaBbTe TeiaepoHOrpaMMy, HEOOXOIUMBIE B
CIIEAYIONIEH yIPaBICHYECKOH CUTYaIHH.
MUHHCTEPCTBO MPOMBIIUIEHHOTO CTpouTeNnbcTBa PD 3ammanupoBano npoBeeHne KOIernu

MUHUCTepcTBa Ha 27 deBpans Tekymero roma Ha 11.30 yacoB. MwunmuctepcTtBoM Oblia
noAroToBieHa Tenegororpamma B aapec OAO «MoccTpoit», B KOTOpOH co00manocs 00
oOsi3atenbHON siBke [eHepanbHOoro ampektopa OAO «Mocctpoit». Temedonorpamma Obuia
MOJIMMCAaHa OJJHUM U3 3aMECTUTEJICH MUHUCTPA U NEepeaHa 3aBEAYIOIIUM OOIIUM OTACIIOM.

[IpenonaBatens /T.B. 3ybapesa/



MMHUCTEPCTBO OBPA3OBAHUS 1 HAYKU MYPMAHCKOU OBJIACTU
['ocynapcTBeHHOE aBTOHOMHOE PO ecCHOHaTIbHOE 00pa30oBaTeIbHOS
yupexaenue MypmaHckoil 001acTi
«KaHganakimckuii ”HAYCTpHATbHBIN KOJITEIK»

HWrorosas arrectanuu cayiiaTejaed 110 OCHOBHOM IIporpaMMe
npodeccruoHanbHOro 00oyueHus 1o mnpodbeccun «Cekperapb-aIMUHUCTPATOD).

Yyebusiii rox: 2019 - 2020

IK3aMeHAIMOHHBIN OnJieT Ne 4

Bonpoc 1. Ilonsatue xonduukra. Tumbl koHPIUKTOB. OCHOBHBIE CTHIM pPa3pelICHUS
KOH()JIUKTOB. [IpenorBpamnienne KoHGIUKTOB. DPPEeKTHBHOE MOBEIECHNE B KOHMDIUKTHBIX
cutyarusax. CrnocoObl mpeaynpeskaeHus] KOH(PIUKTOB.

Bonpoc 2. MWudopmaunoHHo-cripaBo4Hble JOKyMEHTH. CrpaBku. IIpoToKoIbI
Joxnangaeie, 00OBSICHUTENbHBIC, CIyXeOHBbIE 3amucku. AKThI. Tenedonorpammbl. CiyxeOHBIC
UChMa.

Bomnpoc 3. [Ipaktuueckoe 3aganue. CoctaBbTe U 0(OPMHUTE TOKJIATHBIE, H O0bSICHUTEIILHBIC
3aIIUCKH, HEOOXOAMMBIC B CJICIYIOIICH YIIPaBIEHYECKONW CUTYAIIHH.

3amectutens HavaibHHuKa [IpomsBoacTBeHHOro oOBeAuHEHUs1 «MOCKOBCKasi TOpOJCKast
tenedonnas cetb» (MI'TC) Munucrepctsa cBszu PO M.U. JIy0oB oOpaTwiics K HadaabHUKY
CIEIMAIEHOTO YIpaBJICHUs TeIePOHHON cCBsizm TOoro xe wmuHHcTepcTtBa [.C. AKCEHOBY C
JOKJIATHOM 3aIMMUCKOM O BBIICJIICHUH IPSIMBIX ITPOBOJIOB M Ha3HAYCHUH TeIe(OHHBIX HOMEPOB Ha
JIOTOBOPHOI ocHOBe. B moxmamnoit 3amucke M.U. JlyboB coobman o TOM, 4TO B CEHTSIOpe
Tekymiero roga oowseauHeHueM (MI'TC) ObutM TOATOTOBJICHBI M COTJIACOBAaHBI C [ JIaBHBIM
IUIAHOBO-(DMHAHCOBLIM ~ yrpaBieHUeM MuHHCTepcTBa CBsi3u P®D 11OroBOpEl ¢ HOBBEIMHU
aboneHTamu. JIJ1sl BKIIIOUEHUST YKa3aHHBIX a0OHEHTOB B CeTh nepenaun nanHbix «MuboTen» ¢ 1
JIeKa0pst TEKYIIETo rojia Heo0X0IMMO BBIICIIEHUE TIPSIMBIX MMPOBOJIOB. B cBsi3u ¢ 3tuM r-H J[yOoB
BBIJIBUHYJI MPE/IJIOKEHHUE O BBIJICJICHUH MPSAMBIX MPOBOJOB U Ha3HAYCHHH TelIe()OHHBIX HOMEPOB
Ha JIOTOBOPHOH OCHOBE yKa3aHHbIM aOoHeHTaM. JlokiamHas 3ammMcka Oblla COCTaBIJICHA
ucnonuutenem OpnoBoii u noanucana M.U. JIy6oBeiM 12 HOSIOps TeKyIero rojaa.

[IpenonaBatens /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3BOBAHUS U HAYKU MYPMAHCKOM OBJIACTU
['ocynapcTBeHHOE aBTOHOMHOE MpOo(dhecCoHaIbHOE 00pa30BaTeIbLHOE
yupexaenue MypMaHCcKoi 00macTi
«KaHmamakmcKui MHIYCTPUATbHBIN KOS

HTtorosas arrecTanyy CIyImaTeJIed 0 OCHOBHOM OporpaMMme
npodeccruoHanbHOro 00oyueHus 1o mnpodbeccun «Cekperapb-aIMUHUCTPATOD).

Yuyebusiii roma: 2019 - 2020

DK3aMeHALMOHHBIN OuJier Ne 5

Bonpoc 1. Onpenenenus NOHIATHS «MaHUTYsALKs». OCHOBHBIE TUIIBI MAHUITYJISIIAN
B OOII[EHUH.

Bomnpoc 2. IlogrotoBka nen k mepenade B apxuB. Odopmienue nen. 3aBepurenbHas
Haanuck. Bayrpennss onuck. O0noxka nena. Hymepanus nuctoB nena. Onuch aena. [lopsgox
nepeaadu Jaeji B apXuB.

Bomnpoc 3. [Ipaktuyeckoe 3ananue. CocTaBbTe U OPOPMHUTE aKTHI.

Komuceus nmopn npencenaTensCTBOM Ha4albHUKA TEXHUYECKOU Ipynnsl A.A. Bonosoro u
wieHOB Komuccuu bopucosa M.IO., HayalpHUKa aAMUHUCTPAaTUBHO-XO3SIIICTBEHHOTO OT/ENA,
Cwmupnosa JLIL., Oyxranrepa, u PomanoBoit UK., opuc-menemxepa, 3A0 «Jleontus» Ha
OCHOBAaHMHU JIOKIagHON 3amucku oduc-meHemxepa M.K. Pomanosoit 11.07.200 r. mposena
MIPOBEPKY TEXHUYECKOIO OCHAIICHHWsS TMPUEMHON TeHepalbHOro JHUpEeKTOopa U MpHU3Haja
HETOHBIMHU JIJIsI HKCIUTyaTallii KOTIMPOBAJIbHBIN anmapat Xerox 345(1 mr.), mpenep (MHB. HOMEp
367, 1 mr.), paxc 47823 (1 mrr.). [lpu3HaHHass HEIPUTOTHOM JJIS DKCIUTyaTallud TEXHUKA OblIa
nepesaHa Ha ckyiaj npeanpustus. [lo ycraHoBiIeHHOMY (DaKTy KOMHUCCHS COCTABWIIA aKT Ipuema-
nepenayd oprreXHukd B 3 9k3. (1-1 2K3. — HavadbHUKY aAMHUHHCTPATHUBHO-XO3SHCTBEHHOI'O
otTena, 2-i - rmaBHOMY Oyxrantepy, 3-i - B aeno 23-02), KoTopblii ObLT yTBEPIKIEH reHepaTbHBIM
nupektopoM IL.1. CrenanoBbIM.

[IpenonaBatenp /T.B. 3ybapea/



MUHUCTEPCTBO OBPA3BOBAHUS 1 HAYKU MYPMAHCKOM OBJIACTU
['ocynapcTBeHHOE aBTOHOMHOE TTPo(hecCHOHaNBLHOE 00pa30BaTeIbHOE
yupexaeHue MypMaHCKO# 001acTi
«Kanganakuickuit “H1yCTpUAJIbHBIN KOJUIEIK»

HroroBas arrectanyy ciayiaTeaed 110 OCHOBHOM IIporpaMMe
npodeccruoHaapHOro 0oyueHus o npodeccrun «Cexperapb-aMUHHUCTPATOD).

VYyebusiii roma: 2019 - 2020

IK3aMeHAIIHOHHBIN 0uj1eT Ne 6

Bompoc 1. [Mpuanuner  3pdexTuBHOM opraHu3zanmuyd padodero Mecrta, JHS.
WNuBenrtapuzamus paboyero mHS, paccTaHOBKa mpuoputTeToB. CrocoObl co3laHusi pesepsa
BPCMCHH.

Bonpoc 2. TpeboBanusi k 00pabOTKe MEPCOHATBHBIX JAHHBIX PAOOTHUKOB. JIOKYMEHTHI,
co/iepKaHre NEPCOHAIbHBIE TaHHbIEe. OTBETCTBEHHOCTH 3a Pa3rilallieHue NEPCOHATBHBIX JaHHBIX
paboTHHKA.

Bonpoc 3. [Ipaktuueckoe 3ananne. CoctaBbTe Tee(POHOrPAMMBbI, HEOOXOIUMBIC B
CIEAYIOLIEN YIIPABICHUYECKON CUTYaALlUH.

MunuctepctBo ¢unancoB PK 3ammanupoBano mnpoBeaeHue ceMuHapa JUis KacCHpOB
NpEeINpUsATHI ropojia, KOTOPBIN JOKEH ObLT cocTosAThes 10 MapTa Tekymiero rojga B 15 yacoB B
3nannn Munuctepersa. OAO «JloToc» nomyunso tenedoHOrpaMmy, B KOTOpoit MUHUCTEPCTBO
(uHAHCOB MpeJUIarajio HalpaBUTh Ha CEMHUHAp IpEJICTaBUTENS OOIIEeCTBA MO yKa3aHHOMY B
tenedoHorpaMmme anpecy. Tenedonorpamma Oblia MoAMMCaHA OJJHUM U3 3aMECTUTEIIEH MUHHUCTPA
U IIEpEJIaHa €T0 CEKPETapEM.

[IpemogaBatens /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3BOBAHUS 1 HAYKU MYPMAHCKOM OBJIACTU
['ocynapcTBeHHOE aBTOHOMHOE TTpo(hecCHoHabHOE 00pa30BaTeIbHOE
yupexaeHue MypMaHCKoO# 001acTi
«Kanganakuickuit “H1yCTpUAJIbHBIN KOJUIEIK»

HroroBas arrectanyy ciayiaTeaed 110 OCHOBHOM IIporpaMMe
npodeccruoHaapHOro 0oyueHus o npodeccrun «Cexperapb-aMUHHUCTPATOD).

VYyebusiii roma: 2019 - 2020

IK3aMeHAIIHOHHEIN OujieT Ne 7

Bonpoc 1. 3HakoMCTBO C cojaepkaHMeM H3ydaeMoro mnpenmera. [loHsTue: Taiim-
MEeHeKMEHT. [Ipumenenue TaiM-MeHeKMEHTa. ba3oBbie MPUHIIUIIBI YIIPABIECHUS BPEMEHEM.

Bonpoc 2. Buael GnankoB. TpeGoBanusi k ux odopmiieHutro. MakcumanbHbI Habop
PEKBU3UTOB JJIs OJ1aHKa MUChMa, o011ero O6JaHka, /Ui 6J1aHKa KOHKPETHOTO BUJIa TOKYMEHTA.

Bomnpoc 3. [Ipaktrueckoe 3aganue. CoctaBbTe U 0(hOpMHUTE CITY)KEOHOE MUCHEMO.

Ucnonmaurenem M. 10. TlonsikoBoii Mo mopyueHHI0 HadaibHUKA OTAena mapketunra OAO
«Topronotpebeoro3» (r. MockBa, Jlecnas ym., a.18, 117123, ten./dakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A. KomapoBa 0bu10
coctraBneHo muchkMo B aapec OO0 «/lemo», TexHuueckomy nupektopy A.M. MsrkoBy o0
OTIIPaBKE JOKYMEHTAIlMH CIeAYIomero cojaepxkanus: «Hampaeisem HeoOxomumbeie Bawm
JIOKYMEHTBI, CofiepKalire HH(HpOPMAIIHIO O IIEHEe KOMIIEKTa HAyYHO-TEeXHUYECKON TOKyMEHTAIlU!
Ha XOJOIWIbHOE oOopymoBanue. [IpemyaraeM BBICIATh TEXHHUYECKYIO JOKYMCHTAIMIO Ha
3apyOeKHbIE aHAJIOTH XOJOIUIBHOTO 000pynoBaHus. [Ipy NpUHATHN TTOIOKUTEIHHOTO PEIICHUS
0 3aKyIlKe 00OpyIOBaHHS MPOCHM Bac HampaBUTh COOTBETCTBYIOIICE IMHCHMO PYKOBOIUTEITIO
otnena copita HaymoBy C.IL». JlaHHBIM MHCHMOM COMPOBOXKAANIACH crieruduKaluis Ha 28 1. B 1
9K3.

[IperonaBatens /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3BOBAHUS U HAYKU MYPMAHCKOM OBJIACTU
I'ocymapcTBeHHOE aBTOHOMHOE TIpo(hecCHOHaTBFHOE 00pa30BaTeIbHOE
yupexaeHue MypMaHCKoO# 001acTi
«Kanganakuickuit M”H1yCTpUAJIbHBIN KOJUIEIK»

Hrorosas arrecranuu cayiareieil 00 OCHOBHOM OporpaMme
npodeccruoHaapHOro 00oyueHus 1o npodeccrun «Cexkperapb-aIMUHHCTPATOD).

VYyebusiii roma: 2019 - 2020

IK3aMeHAIIHOHHEIN OujieT Ne 8

Bonpoc 1. Opranuzanus pabouero mecta. O01iue cBeIeHUsI 0 CAHUTAPHO-TUTHEHUYECKUX
TpeOOBaHUSAX M MpaBuiIax 0€30IaCHOCTH Tpyja: MpaBWiIbHAs MOCAJKa, OCBEIIEHHE padoydero
MecTa, peKUM paboThl. TpeboBaHUs 6€30MaCHOCTH TPY/AA B KOMIIbIOTEPHOM Kjacce. OCHOBHBIE
MpaBujIa U MHCTPYKIIUU TI0 O€30MaCHOCTH TPya, UX COOJII0ICHHUE U BBITTOJIHEHHUE. PexxuM paboThl
U oTAbIxa npu padote ¢ I1K.

Bonpoc 2. Ha3nauenne otmeTok Ha JokymeHTe. Pesomonus. OTMETKa 0 MOCTYIJICHUU
JIOKyMeHTa B opranuzauuioo. OTmerka o KoHTpoje. OTMeTKka 00 HCIOJHEHHUU JTOKyMEHTa U
HanpaBlieHuu ero B eio. ColepikaHne, MECTOMOIOKEHHE Ha JOKYMEHTE, ITpaBuiia ohopmIiIeHusI.

Bonpoc 3. Ilpaktuueckoe 3amanume. CocTaBbTe U OQOPMHUTE TMPHUKA3Bl IO OCHOBHOU
ACATCIBHOCTH, W JAPYTU€ pacnopAAUTCIbHBIC JOKYMCHTHI, HCO6XOHI/IMBIG B HaHHOﬁ
YIPABICHUYECKON CUTYalUH.

Hupextop OO0 «Konsepcusi» Tpohumor O.10. 7 anpens Tekyiiero roga uzaai mpukas oo
yrBepxkacHHH [loNoKeHusT O TMOpsAIKEe pacyeToB 3a OKa3aHue HH(POPMAIIMOHHBIX YCIYT.
IOpuckoHCcynbTy 1O (UHAHCOBO-XO3SHCTBEHHBIM BompocaM Mopo3oBy B.IL. u cekpetapro-
pedepentry [saruneBoit E.A. Opuio mopydeno k 10 ampens pa3pabotarh THMIOBBIE (HOPMBI
JIOTOBOPOB 00 OKa3aHWM PA3IMYHBIX BUI0B UH()OPMAIIMOHHBIX YCIYT U CTPOrO0 KOHTPOJIUPOBATH
HUX NPUMCHCHUC B JACATCIBHOCTHU IMPCAIPUATHUA. OTBETCTBEHHOCTEL 3a HU3TOTOBJICHUC, YUCT U
COXpPaHHOCTh OJIAaHKOB JOTOBOPOB Bo3yokeHa Ha [laruneBy E.A., kotopas BMmecTe C
IOPUCKOHCYJIBTOM 3aBU3UPOBAJIa MPOEKT MPHUKa3a.

[IpenonaBatens /T.B. 3ybapea/



MUHUCTEPCTBO OBPA3OBAHUS U HAYKU MYPMAHCKOM OBJIACTU
['ocynapcTBeHHOE aBTOHOMHOE TTPOo(hecCHOHaTBFHOE 00pa30BaTEIbHOE
yupexaenue MypmaHckoil 0061acTi
«Kanganakuickuit MUH1yCTpUAJIbHBIN KOJUIEIK»

HtoroBas arrecTaniiy CIyIIaTeJIed 10 OCHOBHOM IporpaMMe
npodeccuoHanbHOro 00oyueHus 1o mnpodbeccun «Cekperapb-aIMUHUCTPATOD).

Yuyebusiii roma: 2019 - 2020

IK3aMeHALMOHHBIN OnJier Ne 9

Bonpoc 1. CoprtupoBka HH(OpMAaIMK, pacCTaHOBKA MPUOPUTETOB, BbIAEIICHUE
ryaBHoro u cpouHoro. [lomyyenne HeoOxoaumoil HMHGOpMaLMK, YTOUHEHHE HETOHSTOM.
OcoOeHHOCTH ITpHeMa, XpaHEHUS U Nepeiayll YCTHON U MUCbMEHHON MH(QOpMAaIIIH.

Bomnpoc 2. HopmaTtuBHas 0a3za 1em10npou3BO/ICTBA. 3aKOHOAATEIbHBIC U TPABOBBIC aKThl PD.
locymapcTBenHble  cTaHAapThl  HAa  JOKyMEHTanuioo.  [ocymapcTBeHHas — cHcTeMa
AOKYMCHTAIITUOHHOTI'O oOecrieyeHUs YIIpaBJICHUA.

Bonpoc 3. Ilpaktuyeckoe 3amanue. CocTaBbTe M OGOPMHTE NPUKA3bl 1O OCHOBHOM
NEeSATENbHOCTH, MW JpYrHe paclopsAUTelIbHbIE JOKYMEHTHI, HEOOXOAUMblE B JIaHHBIX
YIPABIECHUYECKUX CUTYaLUAX.

JMpeKkTop peMOHTHO-3KCILTyaTallMOHHOTO MyHHUITUMIIAJIbHOTO yiipaBiieHust Ne 15 3oros U.T.
5 OKTAOpS TEKyIIero rojaa U3aajl NpyuKa3 0 NOArOTOBKE K YOOpPKE TEPPUTOPUI B 3UMHUI TIEpUOT
Tekymiero roaa. ['maBueiii unxenep Hukomaer b.B. k 15 okTa0pst 10/KEH MPOBECTH 3aKpEIUICHUE
yOUpaeMbIX TEPPUTOPHIA 32 TEXHUKAMHU-CMOTPHUTEISIMA U JBOPHUKAMH, COCTABHTH T'paduk
JIBYXCMEHHOW paboThl MO YOOpKE TpPOTyapoB M JABOPOBBIX TEPPUTOPHiA, pazpaboTaTth Hu
corjacoBaTh B IpeeKType OKpyra IjiaH yOOpKU TEPPUTOPUI C IPUBIICUEHUEM JIFOIEH U TEXHUKHU
BEJIOMCTBEHHBIX MPEANPUATUHN, PACTIOI0KEHHBIX HA TEPPUTOPUU OKpYTa.

[lpuka3 m3maH Ha OCHOBAaHMM NOCTaHOBIEHUsS [IpaBurenbcTBa MOCKBBI OT 8 CEHTSIOps
tekyero roga Ne 908 «O roToBHOCTH CIIy:K0 TOpPOACKOT0 XO035SUCTBA K yOOpKE TEPPUTOPUH T.
MOCKBBI B 3MMHHI IEPUOIY.

[IpernonaBatens /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3BOBAHUS 1 HAYKU MYPMAHCKOM OBJIACTU
['ocynapcTBeHHOE aBTOHOMHOE TTPo(hecCHOHaNBLHOE 00pa30BaTeIbHOE
yupexaeHue MypMaHCKoO# 001acTi
«Kanganakuickuit “H1yCTpUAJIbHBIN KOJUIEIK»

HTtorosas arrecTanyy CIyImaTeJIed 0 OCHOBHOM OporpaMMme
npodeccruoHanbHOro 00oyueHus 1o mnpodbeccun «Cekperapb-aIMUHUCTPATOD).

Yuyebusiii roma: 2019 - 2020

DK3aMeHaAnOHHBII ouer Ne 10

Bonpoc 1. [Ilopsgok odopmienus Ha pabory. IlepeBon Ha apyryro paboty. Bumsr
NepeBOJIOB. YBOJIbHEHUE coTpyAHMKA. [lopsiok yBoiabHeHuUs. JlIOKyMEHTHPOBAaHUE YBOJIbHEHUS
paboTHHKA.

Bonpoc 2. Knaccugukaiust JOKyMEHTOB: IO CJII0KHOCTH, 110 CIIOCO0Y IOKYMEHTHPOBaHMSI,
1o c¢epe UCIOIb30BaHUS, 110 COAEPIKAHUIO, 110 TPU(]Y OrpaHUUYEHHS, [0 FOPUINYECKOH cuiie, 1o
CpPOKaM HCIIOJIb30BaHHUsA, MO CPOKaM XpaHEHMs, MO CTENeHH oO0A3aTeNbHOCTH, MO CTENEHU
YHU(UKALUH.

Bonpoc 3. [Ipaktrueckoe 3aganue. CoctaBbTe U 0()OPMUTE CITYKeOHBIC TUCHMA.
MOCKOBCKUI pagMOTEeXHUYECKHM KOJUIEIK HMEHM akamemuka A. A. Pacmeruna

MunucrepctBa oopazoBanust PO (Mocksa, yi. b. Jlekabpbckas, 5, 124000, Ten.: 252-11-84, pakc:
253-32-36) pazocnan uHGOpPMAIIMOHHBIE MUChMa JUPEKTOpPaM IIKOJ Topoa ¢ cooliieHrneM o0
OTKPBITUM B HOBOM Y4YeOHOM Troay JABYX (DaKkyJIbTETOB: COBPEMEHHbIE HH(OPMAIIOHHbIE
TEXHOJIOTUH M IOpUIMYECKUi. B muchMe cooOmanock Takke O TOM, 4TO MpaBWiia NMpHeMa Ha
yka3zaHHble (hakynpreThl obmue. [TucemMo ObLIO cocraBneHo ucnonHUTeNneM CTernaHoBOW U
noanucano aupekropom JI.b. MapTteiHiokoM 15 MapTa Teky1iero roaa.

[IpenonaBatenp /T.B. 3ybapesa/



MUHHCTEPCTBO OBPA3BOBAHUS 1 HAYK MYPMAHCKOU OBJIACTU
I'ocymapcTBeHHOE aBTOHOMHOE MPOo(hecCHOHATBLHOE 00pa30BaTEIbLHOE
yupexaenne MypMaHCKo# 001acTi
«KaHmanakumckui MHIYCTPUATbHBIN KOJIIEIK)

Hrorosas aTTecTanyy CIyIIaTeaei o0 OCHOBHOU OpOrpaMMe
npodeccuoHanbHoro ooyueHus 1o mnpodbeccun «Cekperapb-aIMUHUCTDATODY.

Yuebusiii roma: 2019 - 2020

JK3aMeHANMOHHBIN Omiter Ne 11
Bonpoc 1. Baemnuii Bua u ctiiib noBeaeHus cekpetapsi. CTUIIb CeKpeTaps.

Bonpoc 2. Ilonstue pexBusura. KommuectBo pexBuzutoB mo ['OCTY. TpeboBanus k
O(OPMIICHHIO PEKBU3UTOB Ha JOKYMEHTE. MeCTOpachojioKeHHUE PEKBU3UTOB Ha JOKYMEHTE.
OO6s3aTenbHbIe, TONOTHUTENbHBIE PEKBU3UTHI. [l0oCTOSHHBIE, IEPEMEHHbIE PEKBU3UTHI.

Bonpoc 3. [Ipaktuyeckoe 3ananne. CoctaBbTe M 0POPMUTE CIYKEOHBIEC MHCHMA.
[Ipencenarens npasieHus akiuoHepHoro kommepueckoro 6anka « TOPI'TIPEJABAHK»

(mp. Bepnaackoro, 19, Mocksa, 112123, ten.: 567-22-17, daxc: 576-22-20) C.A. Illymos
obpatuincs k ['enepansHomy aupektopy HIIO «AcbGect» JI.M. BomwHIEBy ¢ mpochboi
paccMoTpeTh Bompoc o mpenoctaBieHuu B jgutenbHylo apeHny AKBb «TOPTTIPEJIBAHK»
pabounx rurromamnieit — 180 KB. M Mo pa3MelnieHue OTAeIeHUS OaHKa.

[Tucemo ObIIO cocTaBrneHO wucnonHuTeneM I[lognecHol Ha JOMKHOCTHOM OnaHKe
npejcenaTens MpaBieHus OaHKa U MOANMKUCAaHO 24 MapTa TeKYIIEero roja.

[IpenonaBatenp /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3OBAHUS U HAYKU MYPMAHCKOM OBJIACTU
['ocynapcTBeHHOE aBTOHOMHOE TTPOo(hecCHOHaTBFHOE 00pa30BaTEIbHOE
yupexaenue MypmaHckoil 06acTu
«Kanganakuickuit MUH1yCTpUAJIbHBIN KOJUIEIK»

HtoroBas arrecTaniiy CIyIaTeJIed 0 OCHOBHON OporpaMMme
npodeccuoHanbHOro 00oyueHus 1o mnpodbeccun «Cekperapb-aIMUHUCTPATOD).

Yuyebusiii roma: 2019 - 2020

DK3aMeHaAUuOHHBIN OnJteT Ne 12

Bonpoc 1. Pabota ¢ Bxonsmumu aokymeHTamu. OdopMmileHHe akTOB M CHPAaBOK IpHU
oOHapyxeHHH Je(EKTOB JOKYMEHTOB.

Bonpoc 2. ITopsnok ¢opmupoBanus aen. Cucremaruszanus AOKYMEHTOB BHYTPH Jela.
®opMHpOBaHUE JE1 PA3IMYHBIX KATETOPUM TOKYMEHTOB. XpaHEHHE JIEIL.

Bonpoc 3. Ilpaktuueckoe 3amanue. CoctaBbTe U OPOPMHUTE MPHUKA3BI IO
OCHOBHOM J€SITETbHOCTH, U APYTUE PACIIOPAIUTENbHBIE JOKYMEHThI, HEOOXOAUMBbIE

B JAHHBIX YIIPABJICHYCCKUX CUTYyAllUAX.
C 1uenpl0 TPUBJICUEHUS CPEACTB MJisi OOECIEeUeHUs MPOU3BOJACTBEHHON EATETbHOCTH

rerHepanbHbiil gupekTop OO0 «Texnukay (r. Kypck) Cokono O.I'. 20 ceHTa0ps Tekyiiero roga
M3/1aJ]1 IpHUKa3 O CO3aHUHU KOMMEPYECKOT0 OT/EJIa B COCTAaBE 3 IITATHBIX €IMHULI: KOMMEPUYECKOIO
nupektopa — 1, Bemymero crenuanucra — 1, cneumanucrta — 1. I'maBHOMy Oyxrantepy
npennpusatus [opsiueBy ' A. ObUIO MOPYYEHO HPEJICTaBUTh Ha YTBEP)KICHHE HOBOE IUTATHOE
pacnucaHue NpeupuaTys Ha 4 KBapTaj TeKyliero roja k 1 okrsaops. Kommepueckomy qTupeKkTopy
UrnateeBy T.H., KOTOpbIA 3aBU3MpOBaj MPOEKT IPUKA3a, MPEINHACAHO 3aKOHUYUTH
KOMIUIEKTOBAHHUE OT/IeJIa KaJIpaMH C BBICIIUM SKOHOMHUYECKUM 00pa3oBaHueM K 10 okTa0ps.

[IpenonaBatenp /T.B. 3ybapea/



MUHUCTEPCTBO OBPA3BOBAHUS U HAYKU MYPMAHCKOM OBJIACTU
I'ocynapcTBeHHOE aBTOHOMHOE TTPOo(hecCHOHaTBFHOE 00pa30BaTeIbHOE
yupexaeHue MypMaHCKO# 001acTi
«KaHamakmcKui MHIYCTPUATIbHBIN KOJIIEIK)»

HtoroBas arrecTaniyy CIymaTeJed 0 OCHOBHON OporpaMMe
npodeccuoHanbHOro o0oyueHus 1o mnpodbeccun «Cekperapb-aIMUHUCTPATOD).

Yuyebuslii roma: 2019 - 2020

DK3aMeHaAnUuOHHBIN OnJter Ne 13

Bonpoc 1. TTonstue tpygosoro gorosopa. OTinymne TpyJ0BOro JOTOBOpa OT IPakIaHCKO-
paBoOBOTO 0TOBOpa. CTOPOHBI TPYAOBOTO 0TOBOpa. O0s3aTeNbHbIE, JOTIOTHUTEIBHBIE YCIOBHS
TpyAoBoro mporoBopa. CpouHblid, OeccpouyHbli TpymoBOi moroBop. llopsimok 3akirodeHus
TPYIOBOTO JOTOBOPA.

Bonpoc 2. Bunel GnankoB. TpeboBanuss k ux odopmieHuro. MakcuMaiabHbId HaboOp
PEKBU3UTOB Ui OJaHKa MmuchbMa, olmiero OyaHka, 1 OJaHKa KOHKPETHOTO BHJIA JOKYMEHTA.
Odopmienune 6J1aHKOB IOKYMEHTOB.

Bomnpoc 3. [Ipaktrueckoe 3aganue. CoctaBbTe U 0QOPMUTE CITy:KeOHbIE TUCHMA.

OAO «IlepBas ®abpuka» (r. banammuxa, yn. 3apeunas, a. 3, 104010) nomkHO ObLIO B
cooTBeTCTBUH ¢ 1. 6 toroBopa oT 10.07.2003 Ne 12/25 «O noctaBke NpoayKIum» noctaButh 3A0
«CAHAEPEJIJIA» (MockBa, Kpacnoropckas yi., a. 32, 111123, ren./dgaxc 458 90 13, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TedeHue wmecsia
KOKaHyto QypHUTYpY Ha obmryto cymmy 150 000 pyOneit. @aktuyecku xe QypHUTYpHI OBLIO
cnano Ha cymmy 120 000 pyOseit u HemomocTaBieHo mpoaykiu Ha cymmy 30 000 pyOneit.
CornacHo 1.8 1oroBopa 3a HEIONOCTABKY MPOAYKIMH JIOJDKHA OBITh yIIaueHa HEYCTOHKa B
pasmepe 5%, 4To OT CyMMBI HeJronocTaBku coctaBuiio 1500 py6ieit.

Hupextop 3A0 «CAHJIEPEJIJIA» B.JI. ®enopoBa obpatuinack k aupekropy OOO
«IlepBas ®abdpuka» O.J]. Coko0By ¢ MpOChOOI MEPEUNCIUTh Ha UX PACYETHBIA CUET YKa3aHHYIO
cymmy (1500 py6.). B mporuBHOM cinyuae 3A0 «CAHJEPEJIJIA» Oyaer BBIHYXIEHO
oOpatutbcss B TocapouTpax. IlucekMo o0 HemomocTtaBke TNPOAYKIIMH OBLJIO COCTaBICHO
ucnionaurenieM P.T. KOnuno# n noanucano @egoposoii 12 aBrycra TeKymiero roja.

[IpenonaBatenp /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3OBAHUS U HAYKU MYPMAHCKOM OBJIACTU
['ocynapcTBeHHOE aBTOHOMHOE TTPOo(hecCHOHaTBFHOE 00pa30BaTEIbHOE
yupexaenue MypmaHckoil 0061acTi
«Kanganakuickuit MUH1yCTpUAJIbHBIN KOJUIEIK»

HroroBas arrecTanyu cavyiiaTeaed 110 OCHOBHOM IIporpaMMe
npodeccruoHaabHOro 00oyueHus 1o npodeccun «Cekperapb-aIMUHHCTPATOD).

VYyebusiii roma: 2019 - 2020

DK3aMeHaAuOHHBII Oner Ne 14
Bonpoc 1. Ilpuem nHa paboty. OCHOBHBIE NpaBWiIa MEHEI)KMEHTA IpU IpUeMe Ha
paboty. OT6op mpu nmpueme Ha padoty. TecTupoBanue npu oTéOpe nepconana. JJoKkyMeHThI
pu npreme Ha padoTy.

Bonpoc 2. HopmatuBHas 6a3za 1e10mpon3BO/ICTBA. 3aKOHOIATEIbHBIE U MPABOBBIE aKThI
P®. TocynmapcTBeHHble cTaHAapThl Ha JOKYMEHTalMioO. locymapcTBeHHas cHUCTeMa
JAOKYMCHTAIITUOHHOT'O oOecrieyeHUs YIIpaBJICHUA.

Bonpoc 3. Ilpaktuueckoe 3amanue. CoctaBbTe M OGOPMHUTE IMPHUKA3BI IO
OCHOBHOMU JIESITENBHOCTH, U JPYTUE PACIOPSIAUTENbHBIE TOKYMEHTBI, HEOOXOUMBbIE

B JAaHHBIX YIIPaBJICHYCCKUX CUTYyallUIX.

Ha MypmaHckoM KOMOHMHATE 10 MPOU3BOJICTBY MY3bIKAIbHBIX MHCTPYMEHTOB U MeOenu
(rocynapcTBeHHOE MPENIPUITHE), KOTOPbIM BXOAUT B KoHliepH 1o pazpaboTke U NpOU3BOACTBY
IPOAYKIMH My3bIKagbHOM mpombinuieHHocTH (POCMY3IIPOM), neiictByer Ilonoxenue o
MIPEMUPOBAHUH PYKOBOJUTENIEH LIEXOB, OTAENIOB U clyk0, yrBepxkaeHHoe 05.01.2003 Ne 15.

12 anpens Tekymiero roja qupekrop kom6uHara B.M. JlapoHOB nmopy4usi Ha4aJIbHUKY
oTnena Tpyna u 3apabotHoi miuatel MapkoBy H.I'. paccuurtate pazMep npemMuu pyKOBOIUTEISIM
OT/IeNIOB, 1IeXOB U ciyx0 KoMOMHaTa Mo uroraM paboThl 3a HEepBbI KBapTai K 15 ampens, a
riiaBHoOMy Oyxranrepy komOunata Tpommnoit C.I'. — opranuszoBats BblIiaTy npemun k 20 anpens
TEKYILEro roja.

Havanpauk maHoBo-skoHOMHUYeckoro otaena MareeBa C.H. m rmaBHBIA Oyxranrep
Tpommna C.I'. 3aBU3MpOBaM MPOEKT MpPHUKa3a AUPEKTOpa KOMOUHATA.

[IpenonaBatens /T.B. 3ybapesa/



MUHHCTEPCTBO OBPA3BOBAHUS 1 HAYKU MYPMAHCKOU OBJIACTU
I'ocymapcTBeHHOE aBTOHOMHOE MpOo(hecCHOHaILHOE 00pa30BaTEILHOE
yupexaenne MypMaHCKoi 001acTi
«KaHmanakuickui MHIYCTpUATbHBIN KOS

HMrorosas arrectanyu cayiiaTeaed 110 OCHOBHOM IIporpaMMe
npodeccuoHaIbHOro 00oyueHus 1o mnpodeccun «Cekperapb-aIMUHHUCTPATOD.

Yuebusiii romx: 2019 - 2020

JK3aMeHAIMOHHBIN Omiaer Ne 15

Bonpoc 1. KougepeHTHBIE U MPOTOKOIBHBIE MEPONPUATHS. DTHKET M MPOTOKON IS
paboThI ¢ JeJIOBBIMU IIApTHEpAaMU U Ipuema aenerainuil. [IpoTokonbHbIe acleKThl OpraHu3aliu
Y BEICHUS IEPETOBOPOB.

Bonpoc 2. IlpaBuna coctaBieHUss M O(QOPMIICHHS TOKYMEHTOB. Pa3HOBUIHOCTH.
Ocob6enHocTH paboTHI ¢ TOKyMeHTaMu. DOpMYIIsIphI-00pa3Iibl TOKYMEHTOB.

Bonpoc 3. [IlIpaktuueckoe 3amanue. CoctaBbTe W O(DOPMHUTE MPHUKA3bl MO OCHOBHOM
NESATEIBbHOCTH, W JPYTHE PACIOpPSIAUTEIbHBIE JOKYMEHTHI, HEOOXOJUMBbIE B JIaHHBIX
YIPABICHUYECKUX CUTYyalUsX.

OTtnenom opraHU3allMOHHON M KaJIpoBOH paboThl YTipaBieHuss MuHuCcTEpCTBa FocTHIINU PO
o Pecniybnuke Kapenust B KOHIlE KaJleHIapHOTO roja Oblia COCTaBlieHA HOMEHKIIATypa Jell Ha
CIEeYIOIINN KaJCHIAPHBIN rox. 27 nexadps TEKyIero rojaa HadanbHUKoM YmpasiueHus T.I1.
UrnatbeBoit ObLT M3aH U MOANMCAH MpHKa3 00 YTBEP)KIECHUU U BBEJICHUU B JICHCTBUE
HOMEHKJIATYphI J1eJ1 ¢ | STHBaps ClIeIyIoIero roja. PykoBoIUTENsIM CTPYKTYPHBIX TTOAPA3/1CIICHUIMA
MIPUKA30M IPEANUCHIBANIOCH (DOPMHUPOBAHKE, UCIIOIB30BAHUE U XPAHEHUE JIEJI B COOTBETCTBUU C
pa3zpaboTaHHON HOMEHKJIATYpoi nen. KOHTponb 3a MCHONHEHUEM TpHKa3a ObLUT BO3JIOKEH Ha
HavyaJ bHUKA OT/ICJIa OPraHU3aIlMOHHON M KaJpOoBOil paboThl X1OHHUHEHA A.B.

[IpenonaBaTens /T.B. 3ybapesa/



MMHUCTEPCTBO OBPA3OBAHUS 1 HAYKU MYPMAHCKOM OBJIACTU
["ocynapcTBeHHOE aBTOHOMHOE Npo(deccuoHaIbHOEe 00pa30BaTEeIbHOE
yupexaenue MypmaHckoil 0061acTi
«Kananakckuii HHIYCTPHAIbHBIA KOJITEIK

HWrorosas arrectanuu cavyiiarejaed 110 OCHOBHOM IIporpaMMe
npodeccruoHaabHOro 00oyueHus 1o mnpodeccun «Cekperapb-aIMUHUCTPATOD).

Yyebuslii rox: 2019 - 2020

DK3aMeHaAMOHHBIN ouJier Ne 16

Bonpoc 1. IlogroroBka k mnpuemy mnoceruteneid. Ilpuem mnocetureneil u3 IOpyrux
opranmzauuil. IlpueM KoMaHAMPOBaHHBIX paboTHHKOB. [IpueM CcOTpyOHMKOB CBOEH
opranusanuu. [Ipuem rpaxaan no JuyHeIM BorpocaMm. JleCTBUS TOMOIIHUKA PYKOBOJIUTENS BO
BpEMs IpreMa.

Bonpoc 2. PacnopsauTenbHble JOKYMEHTBI: HAa3HA4Y€HHE, Pa3HOBUAHOCTb. YKa3aHHUS.
Pacnopsixenus. Pemenus. Ilpukassl. PEKBU3NUTBI pacnopsauTENbHBIX TOKYMEHTOB. llopsmok
cocTaBieHus, noanucanus. TpeboBaHus K 0POPMIICHHIO.

Bomnpoc 3. [Ipaktuyeckoe 3aganue. CoctaBbTe U 0OPMHUTE CIPABKH MO JTMYHOMY COCTaBY,
HE0OXO/IMMBbIE B JTAaHHBIX YIPABIECHYECKUX CUTYaLIUSAX.

Cnecapp ~ MYHHLUMNAIBHOIO  PEMOHTHO-CTPOMTENBHOro  mpeanpusatus  «Opuon»
MYHHULIUNIAJIBHOTO OKpyra «BolikoBckuii» CeBepHOro aJMUHUCTPATUBHOTO OKpyra r. MOCKBBI
AbpamoB Bacunuit ®@enopoBuu oOpaTHICS ¢ MPOCbOOH K PYKOBOJCTBY 3TOIO HPEANPUSATHS
BBIIATh CIIPABKY IO 3alpoCy MyHULIUIIAIBHOTO ieTckoro cafa Ne 6 CeBepo-BocTounoro okpyra
r. MockBBI, KOTOpBI mocemaer ero aoub AOpamoBa Harama. B cnpaBke HeoO6xonumo
MOATBEPAUTH pa3Mep 3apaO0THOM IJIaThl, HOJYYEHHBIH cliecapeM B MEPBOM KBapTaye TEKYLIETO
roja (mo mecsigam).

[IpenonaBaTens /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3BOBAHUS U HAYKHU MYPMAHCKOM OBJIACTU
['ocymapcTBeHHOE aBTOHOMHOE TIPO(hEeCCHOHATBEHOE 00pa30BaTEIHLHOE
yupexaenue MypMaHCcKoi 00macTu
«KaHmamakmcKui MHIYCTPUATbHBIN KOJUIEIA»

HroroBas arrectanyy ciayiaTeaed 110 OCHOBHOM IIporpaMMe
npodeccruoHaapHOro 0oyueHus o npodeccrun «Cexperapb-aMUHHUCTPATOD).

VYyebusiii roma: 2019 - 2020

DK3aMeHaAuOHHBII Oner Ne 17

Bonpoc 1. IlnanupoBanue coBemanuid. OOmME BOMPOCH MOATOTOBKH COBELIAHUS.
O0s13aHHOCTH TIOMOIIIHUKA PYKOBOAMTEIS IO OpraHu3aiuu coBemianuii. OCHOBHBIE NpaBuiia
npoBefeHus. JlnutensHOCTh coBemaHus. llogroroBka u mpoBeneHHe KOHGEpEHIHH U
npe3entanuii. Buneokondepenmms.

Bonpoc 2. Beimucka u3 nporokona. Beimmcka u3 mpukaza. Ha3znaueHue BBIMHCKU U3
MPOTOKOJIA, HA3HAUYCHHUE BHIMUCKH U3 pukasa. [IpaBuiia opopmiieHne BHIUCKY.

Bonpoc 3. [Ipaktuueckoe 3ananue. CoctaBbTe U 0OPMHUTE NPUKA3HI 110 TUUHOMY
COCTaBy, HeO6X0}II/IMBIC B JJAHHBIX YIIPABJICHYCCKUX CUTyallUAX.
3aBenyromiast otaenoM nuceM rasetel «l'yOepHusi» ComoBa AHHa BaHoBHa 15 wmas
TEKYILero roja oOpaTuiiach K r1aBHOMY pefakTopy YBapoBy A.H. ¢ npocn0o0ii npenocTaButTh eit
OTIyCK 0e3 coxpaHeHHUs 3apaboTHOM TIaThl ¢ 16 mo 18 mMast o ceMeiHbIM 00CTOSTENbCTBAM.
[TpoexT npukaza 06 oTmmycke ObuT 0OPMIICH HaYaJIbHUKOM OT/IeNIa KaJapoB EpmMakoBeIM
W.H. 15 mas, 3aBU3UPOBaH U B TOT K€ JIEHb MOAMMCAH IJIaBHBIM PEIaKTOPOM.

[IpenonaBatenp /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3BOBAHUS U HAYKU MYPMAHCKOM OBJIACTU
I'ocymapcTBeHHOE aBTOHOMHOE TTpo(hecCHOHANBEHOE 00pa3oBaTeIbHOE
yupexaeHue MypMaHCKoO# 001acTi
«Kanganakuickuit M”H1yCTpUAJIbHBIN KOJUIEIK»

HtoroBas arrecTaniiy CIymaTeJIed 0 OCHOBHOM OporpaMMe
npodeccruoHanbHOro 00oyueHus 1o mnpodbeccun «Cekperapb-aIMUHUCTPATOD).

Yuyebusbiii roma: 2019 - 2020

DK3aMeHaAMOHHBII OnJter Ne 18

Bonpoc 1. Knaccudukanus cpeacts cBs3u. Tenedonnas cBsi3b. TenepoHHBIC anmapaThl.
Munu-ATC. Pagmorenedona cBsa3b. Buneorenedona cBsazp. Tenmekc. dakcuMumbHas CBS3b.
Monemsl.

Bonpoc 2. CocraB ymnpaBieHYECKOW AOKyMeHTanuu. OpraHu3aliOHHBIE JOKYMEHTHI.
Ycras. [lonoxenne 06 opranuzanuu. [lonoxeHne o CTpyKTYpHOM MOIPa3IEICHUN.

Bonpoc 3. [Ipaktuueckoe 3ananue. CoctaBbTe U 0(OPMHUTE IPUKA3bI 110 JUMYHOMY COCTaBY,
HE0OXO0/IMMbIE B JTAaHHBIX YIPABJIECHYECKUX CUTYaLIUSAX.

I'maBHBIN KCHEPT TOProBOro oThena akuuoHepHoro odmiectsa «Toprosoiit joM «3dau»
CagenbeB [laBen PomanoBuu nomkeH Beiexath B r. CaHkT-IleTepOypr anst ydacTus B ITyITHOM
aykmuoHe «Pycckuit Mmex», koTopsii mpoBoautcs ¢ 10 mo 13 gexabps Tekyiero roaa. 8 nekadps
npeacenarens npasieHus Jlebener A.I'. moamucan npuka3 o HampasieHun CasenseBa [1.P. B
KOMaHIUpPOBKY ¢ 9 nexaOps. Ilpoekr mpukaza ObLT MOATOTOBIEH CeKpeTapeM-pedepeHToM
Anexcannposoit M.1O. u 3aBU3MpOBaH IIIaBHBIM OyXraaTepoM U Ha4aJIbHUKOM TOPTOBOTO OT/IEJa
7 nexabdps.

HeoOxoaumple MOTHOMOYMS M JOBEPEHHOCTU Ha 3aKYNKy HapTUU TOBAapOB TJIABHOMY
skcnepty CasenbeBy I1.P. Obutu oopmiieHBl BMECTE ¢ KOMaHIUPOBOYHBIM YIOCTOBEPEHUEM.

[IpenonaBatenb /T.B. 3ybapesa/



MMHUCTEPCTBO OBPA3OBAHUS 1 HAYKU MYPMAHCKOM OBJIACTU
['ocynmapcTBeHHOE aBTOHOMHOE TIpo(hecCHOHaTBHOE 00pa30BaTEIbHOE
yupexaenue MypmaHckoil 001acTi
«Kananakuickuii HHIYCTPHATIBHBINA KOJIIEIK

HWrorosas arrectanuu cayiiatejaed 110 OCHOBHOM IIporpaMMe
npodeccruoHaabHOro 0oyueHus 1o mnpodeccun «Cekperapb-aIMUHUCTPATOD).

Yuyebuslii roma: 2019 - 2020

DK3aMeHaAMOHHBII oOnier Ne 19

Bomnpoc 1. Tlopsiiox odopmiieHns: TUIHOTO Jena. JJOKyMEHTBI JINYHOTO Jieia: 3asiBJICHHE,
IpUKa3bl IO JIMYHOMY COCTaBY, JOKYMEHT 00 0Opa30BaHUH, JOKYMEHTHl O TIOBBIIICHUU
KBaJM(uKanuy, aBroonorpadus, TUYHBINA JMCTOK MO y4YeTy KaJIpoB, JOMOJHEHHE K JINYHOMY
JUCTKY IO y4eTy KaJApoB. BHYTpEeHHsIs1 ONUCH JINYHOTO JeNa. YUeT JIMYHBIX eIl

Bonpoc 2. [Topsiok obpaiieHrs ¢ KOHPHUICHIIMATBHBIMUA JOKYMEHTaMH. PernamenTarus
paboTHI c KOH(UICHINATEHBIMH JIOKYMEHTaMHU. [Topsimok JIOKYMEHTHUPOBaHUS
koH(puneHmanpHON nHopmaruu. [ToaroroBka u co3ganue KOHOUISHIIUATBHBIX TOKYMEHTOB.

Bomnpoc 3. IIpaktuueckoe 3aganue. CoctaBbTe U 0(OPMHUTE MPUKA3BI TIO TUUHOMY COCTaBY,
HEOOXOUMBIC B IAHHBIX YIPABICHYECKUX CUTYaIIUIX.
17 mast Tekymero rojia UCIOJHWIOCH 60 JIeT co IHs POXKIeHHUs TJIaBHOro Oyxranrepa 3A0

«Ilerpo3aBojackuii MyHuIMNanbHblii OaHk «Ounero» JlopoxoBy Anekcanapy Iletposuuy,
KOTOPBIN Oe3ynpeyHo nmpopaboTan B 6aHke B TeueHue nociaeanux 20 net. ['eHepanbHbIil AUPEKTOP
6anka @pankos C.I'. moxmucan 16 mas nmpukas 06 o0baBnenun 6marogapHoctu lopoxosy A Il u
BbIJIa4y€ €My JICHEKHON IPEMHUH B pa3Mepe MATH MECSIUHBIX OKJIaI0B. 3a TPH JHS 10 MOMUCAHUS
IIPOEKT MpHKa3a ObUT 3aBU3MPOBAaH Ha4yaJbHUKOM oTjelna kaapoB bouaposoii JI.C. u coryiacoBan
C 3aMECTHUTEeNIeM HavaJlbHUKA yIpaBiieHus KaJpoB 6aHka CemeHoBbIM B.P.

[IpenonaBatenp /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3BOBAHUS U HAYKU MYPMAHCKOM OBJIACTU
I'ocynapcTBeHHOE aBTOHOMHOE TTPOo(hecCHOHaTBFHOE 00pa30BaTeIbHOE
yupexaeHue MypMaHCKO# 001acTi
«KaHamakmcKui MHYCTPUATIbHBIN KOJUIEIA»

HtoroBas arrecTaniyy CIymaTeJed 0 OCHOBHON OporpaMMe
npodeccuoHanbHOro o0oyueHus 1o mnpodbeccun «Cekperapb-aIMUHUCTPATOD).

Yuyebuslii roma: 2019 - 2020

DK3aMeHaAuOHHBII Onier Ne 20

Bonpoc 1. Tlonsrue cioyxeOHOW KOMaHAMPOBKH. [IpOAOIKUTENTLHOCT KOMAaHIUPOBKY.
lapanTum nns KOMaHIMPOBAHHBIX COTPYJHUKOB. BpeMeHHas HETpynoCrOoCOOHOCTh BO BpeMs
ciy>keOHol koMaHaupoBKH. [lopsiiok ohopmineHus, TOKyMEHTUPOBAHUS KOMaHAUPOBKH.

Bonpoc 2. IlpencraBmenue o gokymeHToobopore. [loToknm mokymeHTOOOOpOTA:
BXOOAIUE, UCXOAAIINE, BHYTPCHHUC TOKYMCHTEI.

Bomnpoc 3. [Ipaktrueckoe 3aganue. CoctaBbTe U 0(OpMUTE CITYKEOHBIE TUCHMA.

Hupextop 3A0 «AHTypuym» (MockBa, LIBeTHoit OynbBap, a. 3, 105123, ten./daxc 432-90-
78, OKIIO 12345678, OI'PH 1234567890123, pacu. cuer 12345678901234567890 B ®BK
«'YTA-Gank», Kopp. cuer 987654321098765444321, BUK 123456789) A.P. CmupHOB
obpatuics k 'maBHOMY penakTopy xypHana «/lemo» B.W. [loneBomy ¢ mpock0oii pazMecTuTh
pexinamy npoaykuun 3AO «AHTypuyM» B Oo4depeHOM Homepe KypHaia. OO0beM pEeKIaMHOTrO
Marepuana — ' mojocel. Ormarta myOJUKaIMu TapaHThpoBajiack. [lucekMo o pasmemnieHun
pexnambl ObwTO0 cocTaBiieHo ucnonauteneMm JLU. Ilucapeoit, moamumcano ampekropom A.P.
CMHUpPHOBBIM U TJIaBHBIM Oyxrantepom B.A. AHTOHOBOIA.

[IpenonaBatens /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3BOBAHUS U HAYKU MYPMAHCKOM OBJIACTU
['ocymapcTBeHHOE aBTOHOMHOE TTPOo(hecCHOHANEHOE 00pa30BaTeIbHOE
yapexaeHue MypMaHCKO# 001acTi
«KaHamakmcKui MHIYCTPUATIbHBIN KOS

Htorosas arrecTaniiy CaymaTeJIed 0 OCHOBHON OporpaMMe
npodeccruoHanbHOro o0oyueHus 1o mnpodbeccun «Cekperapb-aIMUHUCTPATOD).

YuyeOusiii rox: 2019 - 2020

IK3aMeHAIHOHHBIN Omiaer Ne 21
Bonpoc 1. TIpo6iembr 1 0cOOEHHOCTH OOIIEHUS B pabOTE JIETOMPON3BOTIUTEIS.

Bonpoc 2. [locrynnenue noKyMeHTOB B KaHuensputo. [lepBuuyHas oOpaboTKa JOKYMEHTOB.
Bcexkpeitre koHBepTOB. [IpoBEpKa ETOCTHOCTH JOKYMEHTOB M BIIOKEHUH.

Bonpoc 3. [Ipaktuueckoe 3aganue. CoctaBbTe M 0OPMUTE MPUKA3HI 10 OCHOBHOM
NeSATeNbHOCTU, U JIPYTUue pacropsiANTENbHbIE TOKYMEHThI, HEOOXOIUMbIC B TAHHBIX

YHPAaBJIICHYCCKUX CUTYyaALIUAX.

I'naBa Pecniyonuku Kapenus C.JI. KatanannoB 8 Mast TeKyIero roja us3an pacopsbkeHue,
B kotopoM MHcTutyTy 6monorun Kapensckoro HayyHoro nentpa Poccuiickoit akageMun Hayk
OBUIO TIPEJIOKEHO pa3pabdoTaTh IUIAH JATbHEUIINX JACWCTBUI MO COXPAaHEHUIO KpyHHEWIIel B
EBporne CTOSSHKM MUTPHUPYIOIIUX NTHI, APYTUX HPUPOJIHBIX OOBEKTOB MEXIYHAPOIHOTO
3HaYeHHUsT Ha TeppuTopuu pecnyOnuku Kapenus, a Tak ke BKIIOYHUTh B IUIAH JEHWCTBUI
MOATOTOBKY MEXIYHAPOAHBIX MEPONPUIATHI O PA3BUTHIO PEMECEN, TypH3Ma B CEIbCKHX
HaCeJIeHHBIX MyHKTaX, MMEIOIIUX 00BEKTH MEXKTYHAPOHOTO 3HAUCHUSI.

[TonroroBka HHGpOPMAIUH O BHIMOJIHEHUN PACTIOPSKEHUS Bo3jlaraiach Ha MUHHUCTEPCTBO
CEJIbCKOTO X035MCTBa U Npo10BoabcTBUSA PK.

Pacrnopsxenue ObUTO M3AaHO B IEJISX BBITOJIHEHUS MEXTOCYAapCTBEHHBIX KOHBEHIIUI 110
COXPaHEHHIO IO COXPAaHEHHIO OMOJOTMYECKOr0 pPa3HOOOpasWs, Ha OCHOBAHUHU PpE3yJIbTATOB
MeXayHapoaHoro mpoekrta, ocyiiectBieHHoro I'YCII «IInemennoe xo3siictBo «MibuUHCKOE)
Ononenkoro paiioHa.

Pacniopsixenue odopmiieHo Ha OlaHKe ¢ m300pakeHneM repba pecnyonuku Kapenws, a
TaKXKe C yKa3aHHEM HAaMMEHOBAHMSA ToCyaapcTBa, cyObekta dDexepanuu W HaUMEHOBAaHUS
JOJIKHOCTHU PYKOBOJUTENS CYOBEKTA.

[IpenonaBaTens /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3BOBAHUS U HAYKU MYPMAHCKOM OBJIACTU
['ocymapcTBeHHOE aBTOHOMHOE TIpo(hecCHOHaTBEHOE 00pa30BaTeIbHOE
yapexaeHue MypMaHCKO# 001acTi
«KaHamakmcKui MHIYCTPUATIbHBIN KOS

Htorosas arrecTaniiy CaymaTeJIed 0 OCHOBHON OporpaMMe
npodeccruoHanbHOro o0oyueHus 1o mnpodbeccun «Cekperapb-aIMUHUCTPATOD).

YuyeOusiii rox: 2019 - 2020

DK3aMeHAMOHHBIN ouier Ne 22

Bomnpoc 1. Pexxum pabouero Bpemenn. CokpaieHHoe pabouee Bpemsi. Hemonnoe pabouee
Bpemsi. CMenHas paborta. Pabota B HouHoe BpeMs. CBepxypouHbie paboThl. PaboTa B BEIXOHBIE
U MOpasaHUYHbIC OHH. Bper[ OTAbIXa. HepepLIB JIl OTAbIXa W IIUTAHUA. BBIXO)IHI)IC JHH.
Hepabouue mpa3gHUYHBIE THU.

Bonpoc 2. IIpoext nokymenrta. CoriacoBanue mnpoekta. OdopmieHue TOKyMeHTa.
[Tognucanue pykoBoauTeneM. Peructpanus 10KymMeHTa.

Bomnpoc 3. [Ipaktrueckoe 3aganue. CoctaBbTe 1 0QOPMUTE MPUKA3BI IO TUIHOMY
COCTaBy, HEOOXOUMBIE B TAHHBIX YIPABICHUECKUX CUTYaIUsX.

OxoHomuct BacunbeBa Exarepuna HukomaeBna 1 ceHTSOpst Tekymiero roja Imojania
zagBieHre B OO0 «Jlyu» ¢ mpocs00ii MpUHATH ee Ha paboTy CHeMaIiNcTOM (PMHAHCOBOTO OT/EINa
Ha HETMOJHBIN padoumii neHb. MuHcmekrop mo kaapam CmuproBa U.C. 00BsicHuIa, 4TO (hripma
UMEET BO3MOXKHOCTh NPHUHATH Ha paboTy SKOHOMHCTA, HO Ha OCHOBE CPOYHOTO TPYIOBOIO
noroBopa. TpymoBoi moroBop OBUT 3aKIIOYEH 5 CEHTAOPS M TOMANUCAH OT WUMEHU (PUPMBI
reHepasibHbIM aupekTopoM MuponoBsiM JI.C. B TOT ke AeHb OBbUT M3/1aH MPUKaA3 M0 JIUYHOMY
cocTaBy, 3aBu3upoBanHbIi CmupHOBOi U.C. u ropuckoncynbroMm XmeneBsiM M.O. Tlpukas 601
o0bsiBiieH BacunbseBoit E.H. mox pacniucky 6 ceHTSI0psI.

[IpenonaBatens /T.B. 3ybapesa/



MUHHCTEPCTBO OBPA3BOBAHUS 1 HAYK MYPMAHCKOU OBJIACTU
I'ocymapcTBeHHOE aBTOHOMHOE Tpo(hecCHoHaIbHOE 00pa30BaTEeIbHOE
yupexaenne MypMaHCKo# 001acTi
«KaHmanakumckui MHAYCTPUATbHBIN KOJUIEIAK»

Hrorosas arrectanyy cayiiaTeaed 110 OCHOBHOM IIporpaMMe
npodeccuoHaabHOro 00oyueHus 1o mnpodeccun «Cekperapb-aIMUHHUCTPATOD).

Yyebusiii romx: 2019 - 2020

DK3aMeHAUUOHHBIN Omer Ne 23

Bonpoc 1. [lltatHoe pacniicanue U mraTHas paccranoBka. Jluddepennuanus npodeccuit
10 KBaNU(UKAIMK: Ciayxaime, padboune. Exunplii TapudHO-KBaTU(PUKAIIMOHHBIN CIIPaBOYHHUK.
Tapudnas cucrema omatsl Tpyaa.

Bonpoc 2. Peructpanus AOKyMEHTOB. M3rotoBieHHE pPETHMCTPAMOHHOW KapTOUKH,
JKypHajia perucTpaluu.

Bomnpoc 3. [Ipaktuyeckoe 3ananue. CoctaBbTe M OPOPMHUTE MPUKA3HI 110 TUYHOMY COCTABY,
HE0OXO0/IMMbIE B TAHHBIX YIPABICHYECKUX CUTYALIUAX.

Benymero crnenmanucta otaena Mapketunra Toprosoit pupmer OOO «Benta» CoboneBy
Banentuny lBaHOBHY mepeBenu Ha OCBOOOIUBIIYIOCS AODKHOCTH HadallbHUKA OTIEda Ha
MOCTOSIHHYIO paboTy ¢ 15 Hos0ps Tekymiero roga. 3assinenue o mnepeBone CoGoneBa B.U.
Hanucana 10 HosOps W 3aBU3HpPOBAAa y KOMMEPUYECKOTO TUPEKTOpa B TOT ke AeHb. 10 HOsOps
OBUIO TaK)Ke COCTaBICHO MpenacTaBieHue Ne 4, MOANMMCAHHOE KOMMEPYECKHM JIUPEKTOPOM.
[IpoekT mpukaza o nepeBoje MOATrOTOBIECH UHCIIEKTOPOM Mo nepconany Kupwosoi b.H. 11
HOSIOpsI, 3aBU3MPOBAH IOPUCKOHCYIbTOM bapmuubiM A.M. 12 HOsOps u cmycTst AeHb ObLI
MOAMNKUCAaH TeHepalbHbIM aupekTopoM ¢upmel JloporomunossiM E.K. 14 nosi6ps Cobonera B. 1.
ObLJIa 03HAKOMJICHA C TIPUKA30M.

[IpenogaBatens /T.B. 3ybapesa/



MUHUCTEPCTBO OBPA3BOBAHUS U HAYKU MYPMAHCKOW OBJIACTU
['ocymapcTBeHHOE aBTOHOMHOE TIPO(hEeCCHOHATBEHOE 00pa30BaTEIHLHOE
yupexaenue MypMaHCcKoi 00macTi
«KaHmamakmcKkui HHIYCTPUATbHBIN KOJUIEIA»

HroroBas arrecTanyu cayiiaTeaed I10 OCHOBHOM IIporpaMMe
npodeccruoHaabpHOro 00oyueHus 1o npodeccrnn «Cekperapb-aIMUHHCTPATOD).

VYyebusiii roma: 2019 - 2020

JK3aMeHallMOHHbIH Oniier Ne 24
Bonpoc 1. Haznauenue nporpammsl 1 C: [pennpusitue.

Bonpoc 2. Perucrpamus nokymeHTOB. W3roroBieHHe perucTpariioOHHOM KapTOUKH,
JKypHajla peTUCTpaLUU.

Bonpoc 3. Ilpaktuueckoe 3amanue. CocTtaBbTe U OPOPMUTE TPHUKA3BI IO
OCHOBHOM J€SITETbHOCTH, U APYTUE PACIOPAIUTENbHBIE JOKYMEHThI, HEOOXOIUMBbIE

B JAHHBIX YIIPABJICHYCCKUX CUTYyAllUAX.

PykoBoautenem Komurera mno 3eMelbHBIM pecypcam U 3emieycTporctBy mo PK
DenepanbHOi ciyx0b1 3eMenbHOro kagactpa Poccun A.T. Konppamossiv 1 HOsIOps Tekymiero
roga ObLT W3JaH NpUKa3 O BBEACHUM YHUMUUIMPOBAHHBIX (QOPM NEPBUYHON y4YETHOMH
JOKYMEHTaluu 1o ydery KaapoB. [Ipuka3 u3gaBajics B COOTBETCTBHUM C IIOCTAHOBIIEHUEM
lNocynapctBenHoro komuteta mo cratuctuke oT 06.04.2001 Ne 26 «OO6 yTBepKICHHH
YHU(DUIUPOBAHHBIX ()OPM MEPBUYHON YUETHOH TOKYMEHTALIMH 110 YUETY TPYZAa U €0 OIUIaThD» U
¢ uenblo cosznaHusg B Komurere eauHOW cHUCTEMBbl KaapoBOM JokyMeHTauuu. [Ipukazom
BBOJIMJIMCH B JIECTBHE ¢ | HOSOPSI TEKyIero roja Bce yHU(GpHUIUPOBaHHBIE ()OPMBI, BOIIEIINE B
Anpbom YD/, yTBep:KI€HHBIN BbIIICYKA3aHHBIM IOCTAHOBICHUEM.

[IpoexT npukasa 3aBU3UPOBAIH FOPUCKOHCYIBT Tuiienko M. A., uHCIIEKTOp OT/eNa KaJIpoB
Kykona T.IL

[IpenonaBatenb /T.B. 3ybapena/
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