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1.0BLLME NOJTIOXKEHUA
MOACHUTENBHASA 3AMNMUCKA
K OCHOBHOI nporpamme npodeccroHanbHoro obyyeHus —
nporpamme NpodeccuoHanbHOW NOATOTOBKM MO SOMKHOCTM CAYXKaLLEero
«CeKkpeTapb-agMUHUCTPATOP»

OcHoBHana nporpamma npodeccuoHanbHoro obydyeHus — nporpamma npodeccuoHanbHo
NOAFOTOBKM MO  JOMKHOCTU  cayxawero «CekpeTapb-agmMuHUCTpaTop» (nanee - nporpamma)
paspaboTaHa B cooTBeTcTBUM ¢ DegepasbHbiM 3akoHOM oT 29.12.2012 Ne 273-d3 «06 obpasoBaHun B
Poccuiickoit ®epepauumn», npukasom MuHucTepcTBa npocseweHna PO ot 26.08.2020 Ne 438 «06
yTsepaeHuu MNopaaka opraHusaumm 1 ocyliecTBieHns obpasosaTe/ibHON AEATENIbHOCTU MO OCHOBHbIM
nporpammam npodeccuoHanbHOro obyueHus» u npukasom MuHuctepcTBa npocseweHua PP ot 14
uiona 2023 r. N 534 «06 yteepwpaeHun lNepeuHa npodeccuit paboumx, LOMKHOCTEN CAYMKALMX, MO
KOTOpbIM ocyLiecTBaneTca npodeccuoHanbHoe obyyeHuen.

Pabouan nporpamma paspaboTaHa Ha ocHoBe NPodeCcCMOHaNbHOro cTaHaapTa «CneuuanucT no
OpPraHM3aluMOHHOMY WM OOKYMeHTauMoHHoMy  obecneyeHuio  ynpaB/ieHUsAs  opraHusauuen»,
yTBEPXXAEHHOTO npuKkasom MuHucTepcTBa Tpyaa M coumanbHon 3awmtel PP ot 15 utoHa 2020 Ne 333H
«06 ytBepaeHun npodeccMoHanbHOro craHgapra «Cneuuanuct no  OpraHWM3aLMOHHOMY W
OOKYMEHTaUMOHHOMY obecneyeHunIo ynpaBaeHus opraHusauuen».

Mporpamma peanusyerca € MNPUMEHEHUEM  UCK/IIOUYUTENBHO 3/NEKTPOHHOrO  06ydeHus,
AVNCTaHLMOHHBIX 06Pa30BaTENbHbIX TEXHO/OTUA.

Uenb nporpammbl: $GopmupoBaHMe Yy 0b6yHaloWMXCA NPOGECCUOHaNbHBIX KOMMETEHLM,
obecneunBaloWMX BbINOJIHEHWE HOBOrO BuAa nNpPodeccUoHanbHOM AeATenbHOCTM B obnactu
OpraHM3auMoOHHOr0O M AOKYMEHTAaUMOHHOro obecrieyeHua yrnpaBAeHUA opraHusaumamu  nobbix
opraHusauMoHHo-Npasosbix dopm, npnobpeteHne HOBOM KBanudukauuu no npodeccun «Cekpetapb-
aAMUHUCTPATOP».

3agaun obyyeHnsn: gatb obyyatowymca HeobxoaMMbIA YpOBEHb 3HAHMIA A/1A OPraHM3alMOHHOTO
obecneyeHunn feATENbHOCTU OpraHM3aLmMu U obecrieueHnn 4eaTeNbHOCTU PYKOBOAMUTENA OpraHmsaumu.

TpebosaHua K obyualowmmen: nuua, umerowme, cpegHee obee o6pasoBaHue, a TakKe /iMua,
He umeroLMe OCHOBHOIo obLero uau cpeaHero obuwero 06pasoBaHma, BKIOYAA /ML, C OTPAHUYEHHBIMU
BO3MOXHOCTAMM 340poBbA. ObyyeHue Mo Nporpamme MOMKET OCYLLECTBAATLCA B cocTaBe yyebHOW
TPYNMNbI UAK NHAUBUAYANBHO. ‘

Mo okoHuaHUM TeopeTHyeckoro baokKa, nepey, BbINOJHEHUEM NPAKTUYECKON KBaANGUKAUMOHHOM
paboTbl NPOBOAMUTCA NPOMENKYTOYHAA aTTecTauus.

WUtorosaa aTTectauma nNpoBOAMTCA MO OKOHYaHMU BCEro Kypca B ¢opme KBanupukauUMoOHHOro
3K3aMeHa 3K3aMEHaUMOHHOW KOMMCCMEMW, COCTaB KOTOpPOW onpeaenserca W yTBepxaaerca
pykosogutenem 00O «CCP». K npoBegeHUio KBaiMPUKAUMOHHOIO 3K3ameHa MpPUBEKaloTCA
npeacrasuTenn pabotopatenei, ux obbeauHeHW. PesynbTaTbl MTOroBOM atrectauun odopmnatoTca
npotokonom. [lo pe3ynbtatam MTOroBoM aTTecTauMu BblOaeTCA CBUMIETENbCTBO O MPUCBOEHUMU
OONIKHOCTU CAYKALLETO.

ObyyeHne no nporpamme BeAETCA Ha PycCKOom A3bike Popma obyyeHua: ouHas, 3a04Has C
MPUMeHEeHNEeM 3/1EKTPOHHOro 0byyeHue 1 ANCTaHUMOHHBIX TEXHOJIOTUA.

Cpok obyuveHus: TPyAOEeMKOCTb 06yvyeHus no gaHHoi nporpamme 170 vacos. O6wuit cpok
obyveHua 5 Hegenb (CPOK MOXKeT BbiTb MPOANEH 33 CYET YMEHbLUEHMA KOMYECTBa akageMU4ecKux
4acoB B eHb, NO COM1AaCOBAHMIO C 3aKa34nMKom 06pa3oBaTesibHbIX YCayr).

Pexum 3aHaTUIA: He 6onee 8 4acoB B AEHb.



2. TPEBOBAHUA K PE3YNbTATAM OCBOEHUA NPOTPAMMDI

B pesynbTaTe 06yyeHMA NO Nporpamme OBYYAIOWMECA AOMKHbI OBNageTb CAefyroLMmK
npodeccuoHaibHbIMU KOMMETEHLUAMU:

MK-1. Mpuem n pacnpegenermne TenedpoHHbIX 3BOHKOB OpraHu3aLum

MK-2. OpraHusauma paboTbl ¢ NOCETUTENAMMN OpraHM3aumun

MK-3. BoinoaHeHne KoopAMHUPYIOWMX U obecneunBaoumx GyHKLMNA

B pesynbrate usyyeHusa nporpammbl «CeKkpeTapb-afAMUHUCTPATOP» obyvalowmeca [OMKHbI
3HaTb:

- bYHKUMK, 338a4M, CTPYKTYpa OpraHu3almm, ee CBaA3m;

- npasuna B3aUMOGEWCTBMA C NapTHEpPaMM, KAMeHTamy, CpeacTBamMM  MaccoBOW
nHpopmaumu;

- npaBuia opraHn3aumm npuema nocetTutenew;

- npasuna AenoBoro obueHus;

- CTPYKTYPY OpraHusauuu u  pacnpegeneHve OGyHKUMA  Mexay  CTPYKTYpHbIMU
nogpasgeneHuamm cneluanucTamm;

- npaBuna opraHU3aLny NpUeMoB B opuce;

- npasuaa cepBUMpoBKM YaliHoro (KodeliHoro) ctona;

- npasuia NPUroTOBAEHMA U NOLaUN TOPAYMX HANUTKOB U 3aKYCOK K HUM;

- 3TUKY Aenosoro obueHus;

- npasuia pe4yeBoro aTUKeTa;

- TpeboBaHua oxpaHbl TPYAA;

- npasuia 3awWuTbl KOHGUAEHUMANBHOMN CAyXKebHOW MHpopMaL M.

B pesynbTaTe u3ydenua nporpammbl «CeKpeTapb-agMMHUCTPaTOP» obyyalolyecs AOMMKHbI
ymeTb:

~  WCNONb30BaTb TEXHMYECKUE U NPOrpammHbIe CpeacTsa A/A NPOBeAEHUA FON0COBON WK
BMAE0-KOHpEpeHL-CBA3K;

- NCNO/Ib30BaTb CPEACTBa KOMMYHUKALUMOHHOW OPITeXHUKU ONA MOJIyYeHMA U nepesaumn
UHpOopMaLmm;

- BECTU YYETHble PEerncTpaunoHHble ¢GOpmbl, UCMO/b30BaTb MX AA8 MHGOPMaLMOHHON
paboTbl;

- yCTaHaB/IMBaTb KOHTAKT ¢ cobecegHUKOM, NOAAEPXKUBATL U pa3BuBaThL Aenosyio beceay B
npotecce TenedoHHbIX NEPEeroBopos;

- CrNaXKMBaTb KOHGAUKTHBIE U CIOXKHbBIE CUTYALLMU MEKIMYHOCTHOTO B3aUMOAEeNCTBUSA;

- cobnogatb cAyKebHbIN 3TUKET;

- 06LaTbca C NOCeTUTENIAMMU;

-~ MCMOMb30BaTb YCTAHOBJIEHHblE MpaBWia W Npoueaypbl KOMMYHUKaLUMWU  BHYTPWU
opraHusayuu;

- BECTM yyeTHble GOopMbl, UCMONb30BaTb UX ANsA paboThbl;

- CO3[4aBaTh NOJIOXKUTE/IbHbIN UMUK OpraHU3auuu;

- NPUHUMATb Mepbl N0 paspeLleHnio KOHPANKTHLIX CUTYaLuMii;

- NPUMEHATb UHPOPMALUOHHO-KOMMYHUKALMOHHbIE TEXHON0INM;

- obecrneynBatb KOHPUAEHLMANBHOCTb MHOPMALUY;

- COCTaB/ATb U BECTU YYETHbIE LOKYMEHTbI;

- MPUMEHATb CPeacTBa KOMMYHMKauuu p[asa nepefayv TopyyeHUr pyKoBoguTens M
COTPYZAHMWKOB OpraHu3aLmu;

- NPUMEHATb COBpeMeHHble cpeacTBa cbopa, 06paboTkn 1 nepepayn nHdopmauuy;

- OUEeHMBaTb Pe3ynbTaTbl B paMKax NOCTaBAEHHbIX 334,34;



- OCYLLECTB/IATb KOHTPO/Ib UCAOAHEHUA MOPYYEHUN PYKOBOAUTENA COTPYAHUKAMU.

MaTtpuua KOMNeTeHUMit B COOTBETCTBMMU C NPodecCUOoHaNbHbIM CTaHAapToM «Cneunanuct no
OpraHv3auMoOHHOMY UM AOKYMEHTauMoHHOMYy  obecneuyeHuto  ynpaBaeHus  OpraHu3auuen»,
yTBEPXKAEHHOro npuKasom MuHuctepcrea Tpyga v coumanbHon 3awmtel PO ot 15 uioHa 2020 N2 333H
«06 yTBepxAeHMM nNpodeccMoHanbHoOro craHgapta «CneumanucT Nno  OpraHW3aLMOHHOMY W
[JOKYMEHTaLMOHHOMY obecneyeHuto ynpasieHns opraHusaumein».

Kop TpyZoBoi | dopmupyemas KomneteHuma

byHKUMM

A/01.3 MK-1. Mpuem u pacnpepeneHve TenedoHHbIX 3BOHKOB OpraHM3aLmm
A/02.3 MK-2. Opranusauma paboTbl C NOCETUTENAMM OPraHM3aLmum

A/O‘3.3 lK-3. BbinoaHEeHne KoopAUHUPYIOLWMX U obecneunsaowmx GyHKuuimn

CeAasb Mporpammebl ¢ npodeccuoHanbHbimu cTangaptamm (MC):

HanmeHosaHnue BoibpanHoro MNC YpoBeHb
HanmeHosaHwme porpammol
(o4HOrO AN HECKOMTbKUX) KBaAnduUKaumm
MpodeccnoHanbHbll cTaHaapT
kog 07.002
«Cneunanuct no 3 ypoBeHb
OcHoBHas nporpamma OpPraH13auuoHHOMY U kBanudukalmm
npogeccmoHanbHOro obyyeHus — BOKYMEHTAaLUOHHOMY
npo¢eccroHanbHan NOAroTOBKa obecneveHuto ynpasneHusa OpraHnsaunoHHoe
N0 SOMKHOCTU CYKaLlero opraHv3aumnen» yreepxaeH obecneuenune
«CeKpeTapb-agMUHUCTPaTOP» npukasom MuHuUcTepcTBa DEeATeNbHOCTH
TPYAa U COLMANbHOM 3aLLNTDI opraHu3aumu
Poccuiickolt ®epepaunn
ot 15 wiona 2020 roga N 333H




3. COAEP>XAHUE NPOTPAMMDbI

YYEBHbIV M1AH
OCHOBHOW Nporpammbl NPOPECcCMOHANbHOIO 0ByHeHUA —
nporpammbl npodeccoHanbHo NOATOTOBKM MO JOMKHOCTH CAYXKaLLEro

«CeKpeTapb-agMUHUCTPATOP»

O6bem 3aHATUIA C UCNONIb30BaHUEM
AUCTAaHUMNOHHbLIX TEXHOI0TUIM:

Bcero dopmbl
Ne n/n HanmeHoBaHue gucumuninH npaKTMyec | camocron-
yacos KOHTpOASA
nekuum Khe TenbHasn
3aHATUA pa6ora
L. TeopeTtuueckoe obyueHne 86 62 12 12 3auer
Moaynb 1
y DYHKUMMK, 338a4n, CTPYKTYpa 14 10 2 2
opraHusauuu, ee cBA3N
1.1. OCHOBHbIE TEPMWHbI U
onpezeneHus B chepe
OopraHun3aUuoHHOro 1 10 6 2 2
AOKRYMEHTALMOHHOrO
obecneveHus ynpasneHus
1.2. BeeneHune 8 Npodeccuio 4 4 - -
Moaynb 2 | npasuna Baaumo.a,eﬁcfauﬂ c
naprHepamm, KIlMeHTavMM, 14 10 2 2
cpeacTBaMKM MacCcoBOM
nHbopmauun
2.1. [enosas KynbTypa B 6 4 ) 5
npodeccmoHanbHoW chepe
2.2,
I/lHdiopmau.Mn, ee BUAbI 1 8 6 5 i
cBoMcTBa
Moaynb 3 | 31ka genosoro obweHus 16 12 2 2
3.1 ITnKa 6 4 - 2
3.2. KynbTypa obuieHus 8 4 p ) )
npodeccruoHancHoW chepe
3.3. Mcruxonorvsa KoANeKkTUBa 6 4 2 -
Moaynb 4 | npaguna peuesoro sTukera 14 10 2 2
4.1, Y
PeueBOW STUKET U peveBble 5 5 1 1
cpepcTBa obLweHna
4.2,
Buapl 1 Gpopmbl 4e10BOTO 7 5 1 1
obweHuna
Moaynb5 | Tpe6osanua oxpaHbl Tpyaa 14 10 2 2
5.1 OxpaHa TpyJa 1 TeXHWKa
H6esonacHocTU Ha pabouem 8 6 - 2
mecTe
5.2,
TpeboBaHUa oxpaHbl TPYa B 6 4 9 i

aBapPUIHbIX CUTYaLMAX




Moaynb 6 | nipasuna sawmrbl
KoHdugeHUManbHO M 14 10 2 2
cnyxebHoi nHdopmaumm
6.1. KoHduaeHumanbHan ; 5 1 1
nHbopmauun
6.2. Mpasuna 3awuThbl . s 1 1
MHbOpMaLMm
7 NMpomerKkyToUyHasa aTTecTauma 2 3aver
8 :;::Ts:::,crsenuaﬂ 30 30 sauer
9 KoHcynbTaumu c 4
npenogaearenem
1. KBanu¢pukaumoHHbINA aK3ameH 48
MpakTuueckas 40
KsanudukaumnoHHana pabota
SK3ameH 8 3K3ameH
WUroro 170 62 42 12

4. KANEHOAPHbIN YYEBHbIN rPAGUK
OCHOBHOM Nporpammbl NpodeccuoHanbHoro obyuerun —
nporpammsi NpodeccMoHanbHoM NOAFOTOBKM MO AOKHOCTY CAYKaLLEro
«CeKpeTapb-aAMUHUCTPATOP» :

Ne | HaumeHosaHue mogyna Bcero, YyebHasn Hegens
n/n uac 1 2 3 4 5
! TeopeTuueckoe obyueHue 86 40 40 12
1 DYHKUMK, 3a4a4K, CTPYKTYPaA OpraHn3aumy, 14 14
ee CBA3MU
2 MpaBuna B3aMMOLEMCTBUSA C MapTHEPaMH, 14 14
KAWEHTaMM, CpeacTsammn MaccoBOM
nubopmauum
3 ITWKa Aenosoro oblieHus 16 12 4
4 MpaBnna peueBoro aTvkeTa 14 14
5 TpeboBaHWA OXpaHbl TPYAA 14 14
6 fipaBuna 3almThi KOHOULAEHLMANBHON 14 -8 6
cnyxebrolt nidpopmaumm
7 MMpomexyToyHas aTrecraums 2 2
8 Mpon3BogcTBEHHAA NPaKTMKa 30 30
9 KoHcynbeTaumu ¢ npenogaBatenem 4 2 2
I KBanu@uKauMOHHbIM 3K3aMeH 48
MpakTuyeckan KBasinpuKaumoHHana paboTta 40 38 2
SK3ameH 8 8
UTOTO 170 40 40 40 40 10




5. PABOYAA NPOTPAMMA
OCHOBHOM Nporpammsl NPodECCUOHANbHOIO 06yyeHus —
nporpammbl NPodeccuoHanbHONM NOATOTOBKM MO AO/MKHOCTY CYXKalllero
«CeKpeTapb-adMUHUCTPATOP»

I. Teopetuueckoe obyueHue

Mogaynb 1. dyHKUUK, 3334Un, CTPYKTYPa OpraHM3aLmnm, ee CBasu.

Tema 1.1. OcHoBHble TepmuHbI K onpegeneHus B cdepe OpPraHU3aLUOHHOFO WU
AOKymeHTaunmoHHoro obecnevyeHusa ynpasneHusa. OnpegeneHne NOHATUN  KMEHEIKMEHT» W
«ynpasieHuer. MpuHumnel u metTodbl ynpasneHna. yHkumMy ynpasaenuns. OpraHusauma Kak cuctema.
Onpegenenne n oblme XapaKTepUCTUKM OpraHu3auuu. BHYTPEHHAS U BHEWHAA cpeda opraHusauuu.
OpraHmnsaunoHHo-npaBosble  ¢popmbl  opraHusauuit. OpraHu3auMOHHbIE CTPYKTYpPbl ynpasneHus.
Pykosoautenb B cucteme ynpasneHua. X KU3HEHHbIN LKA opraHu3aumnu.

MpakTndeckoe 3aHAaTMe. Onpoc Ha 3HaHWe TepMMHOB U onpegeneHuit B chepe
OpraHM3auMoOHHOro M AOKYMEHTaUMOHHOro obecneveHus ynpasneHusa. Heobxoanmo gath onpegeneHus
CNegylowmm MoHATUAM: [eNOonpou3BOLACTBO, AOKYMEHT, 3/1eKTPOHHbIN OOKYMEHT, AOCTOBEPHOCTb
2NEKTPOHHOro  OOKYMEHTa, XpaHeHue  [OOKYMEHTOB, D3NeKTPOHHaA noanucb, 3AEKTPOHHbLIN
BOKYMeHTooB0opOT, HOMEHKNaTypa gen, ApxusHblit GoHa Poccuiickoit Gepepauunn.

CamocroatenbHan pabora. CnpoeKTUpOBaTb OPraHU3aLMOHHYIO CTRYKTYPY OPraHmM3aumm u cxembl
MHGOPMALIMOHHBIX NOTOKOB MeX Ay CTPYKTYPHbIMU NogpasaeneHnamu noboit opraHmsaumu Ha Bbibop.

Tema 1.2. BeegeHue B npodeccunio. Kpatkaa uctopus cekpetapckoro gena. KesanudukaunmoHHas
XapaKTepUCTUKa CeKpeTapa-aAMUHUCTPATOPa, er0 PO/b B CTPYKTYpe opraHu3aummn. OyHKuUUM cekpeTaps.
®yHkuMM cnyxkbbl cekpetapuarta 8 opraHusauuu. Kaaposbili cocTaB ciyxbbl cekpetapuarta. Ponb u
MeCTO CNyKObl CEKpeTapuaTa 8 CTPYKTYpe OpraHu3aummu.

Mogyns 2. lpasuna B3aUMO[ENCTBUMA C NApPTHEPaMM, KAUMEHTaMK, CpeacTBamMmuM MaccoBOM
uHdpopmauymm

Tema 2.1. Oenosas KyabTypa B npodeccmoHanbHon céepe. lNoHaTMe penosaa KyabTypa.
[enoBaa KynbTypa Kak KOMIJIEKC OTHOLWEHUI YenoBeKka K npoueccy Tpyza. Kaiouesble KOMMOHEHTHI
£4.en10BOW KynbTypbl. PopMUpOBaHME NOSUTUBHOMO AE/0BOI0 UMUAKA OpraHn3aLuu. 3HaueHne Ae/l0BOM
Ky/AbTypbl 8 OpraHn3aumMn CekpeTapckoro obciyusaHua. NoHATUE KOpHopaTUBHAA KyabTypa.

CamocroatenbHas pabora. CocTaBUTb anropuTM SEeNCTBUIA CEeKpeTaps No opraHusauuu npuema
noceTuTenemn, 4eN10BbIX BCTPEY U COBELLAHUIA.

Tema 2.2. WHdopmauua, ee Bugbl U cBoicrBa. PyHKuuM wuHdopmauun. TpebosaHus,
npegbasasdemble K uHboOpmaumm, KadectBo uHPopmauun. COOTHOWEHUE MOHATUN «[OKYMEHT W
nHdpopmauma». WHPopmaLMOHHbIE YPOBHU OoOKymeHTa. [lpobnembl NOUCKa # TPaHCAAUMM
OOKYMeHTUMpoBaHHON uHdopmauun. WHpopmauuoHHblie 6Gapbepbl. WHOPMAUMOHHbBIE NOTOKKM B
opraHusauuu. '

lMpaKkTuveckoe saHaATHE.

1. NoarotoBUTb ¥ 0GOPMUTL B COOTBETCTBUM C NpPaBUNamMu [eN0NpoM3BOACTBA W pPeYeBoro
3TUKeTa B nporpamme Microsoft Word: wuHbopmaumoHHOe NUCBMO, pPEeKAamHOe MUCbMO,
conposBoguTesibHOE NUCbMO, MUCbMO-3anpoc, MNUCbMO-NpUrnalieHre, rMUcbMo-HarnoMmuHaHMe U
nosapaBuTebHOE NUCbMO.

Mopgynb 3. 9TMKa [enosoro obueHus.
Tema 3.1. dtuka. lNoBeaeHue uyenoBeKa; npaBuaa WU Hopmbl. HpascTBeHHble TpebosaHuAa K
npodeccuoHanbHOMY MOBEAEHMWIO: BEXAUBOCTb, TAaKTUYHOCTb, 40OpOXKEeNaTeNbHOCTb U Ap. STUKET.



Cdepbl aencTema aTMKeT. ITUKa AenoBoro obleHnsa. Umuax cexpetaps. MICKyccTBO camonpeseHTaLum U
BHELWHWIA BUA,

CamocronaTenbHan pabota. [loarotosuTh scce Ha Temy «MMUIXK cekpetapa».

Tema 3.2. Kynbtypa obuwenua B npodeccuoHanbHoil cdepe. KommyHukaumsa. Cpencrtsa
BepbanbHoro obuieHna. HesepbanbHble cpeactBa obuieHua. DTUKET B Aenosom obieHuun. CTuau
obuwieruna. OcHOBHble Npasuia MNOBEAEHYECKOTO 3TUKeTa: NPWUBETCTBUA, 3HAKOMCTBA M aAp. Hopmbl
OTHOLUEHNI B KoMnekTuBe. OTHOWEHUA PYKOBOAUTENSA U NOAYUHEHHbIX. MEXANUYHOCTHBIE KOHTAKTbI. -
OpraHunsauua genosbix KOHTakToB. OcHOBHble TPebOBaHUA K peun: TOH, apTUKYAALMA, NPOU3HOLLEHHE,
rPOMKOCTb, TOYHOCTb B nogbope cnos.

Tema 3.3. lcuxonorna Konnektusa. MNcuxonorma koHdAMKTa: onpeseneHne KoHGAMKTa, TUMbI
KOHPAUKTOB, KOHPNUKTOFeHbl, BOSHUKHOBEHME KOHGJIMKTA, MPUUYMHBI M NOCNEACTBUA KOHPAMKTOB,
CTaAuWN KOHQNMKTA, KOHCTPYKTUBHbIE Crnocobbl paspelseHns KoHdAuKToB. CTuAb nNoBefeHus B
KOHQNMKTHOM CUTyaumu: cTpaTerMu nosefeHua B KOHOAUKTHON cuTyaumu (COTpYaHMYECTBO,
Komnpomuce, conepHudectso, u3dberaHue, npucnocobneHue); KoAeKc MOBEAEHUA B KOHQIUKTE.
Mcuxonornvecknini aHanns KOHGMKTOB: aNrOpUTM paspelleHina CUTyaumii u KOHGAUKTOB.

fpaKTuueckoe 3aHATUA. PelunTb CUTYaLMOHHbIE 334a4u;

1. OpgHOBpemeHHO Bac npocaT 0 Kakux-To gencraunsx (KoTopble BXOAAT 8 Bawu obasaHHocTu) ABa
pa3sHbIX COTPyAHWKa. [MapannenbHo penatb 3TO HEBO3MOMKHO, a 0ba npocm caenatb Kak MOXHO
BbicTpee. Bawu gelicteua?

2. Bac npocAT BbinosiHuTb paboTy, KOTOpas He BXOAMT B Balum HenocpeacTBeHHble 0683aHHOCTH,
HO Bosiblle ee HUKTO Ceifvac He CMOXKET CAeNaTb UCX0AA U3 YPOBHA KBanuduKaumuu. Bawm aeicrsua?

Mopaynb 4. Npasunaa peveBoro 3TMKeTa

Tema 4.1. PeueBoii 3TUKeT 1 pedvesblie cpepcTBa obuweHun. PeueBoli sTUKET B Ae10BOM OBLLEHWI.
dnemeHTbl peueBoro 3TvKeTa: GopmMbl 0BLLEHUA, M3N0KeHMEe NPOCbO, BbipakeHMa NPU3HaTeNbHOCTH,
cnocobbl aprymeHTauun B Oe/0BbiX cuTyaumax M ap. Kynbrtypa pedesoro obuienua. MNy6aunuHbie
BbicTyneHua. KynbTypa caywakus naptHepa. bapbepbi B 06LWeHUN 1 UX NpeoaoneHme.

MpakTuueckoe 3aHatTMe. MoarotosuTth oduUMaNbHOE NUCBMO C U3JIOMEHUEM NpPocbbbl MK
BblpayKeHUA NPU3HATENbHOCTU.

CamocroatenbHasn paborta. [1oAroTOBUTL TEKCT BLICTYN/IEHMA NO CAy4Yalo 1bunes opraHM3aumu.

Tema 4.2. Bugbl 1 dopmbl aenosoro obwenuna. Jenosble Geceppl. [lenoBble NeperoBopsbi.
CywHocTb genosoit becegbl. Buabl 6ecea. MNogroroska H6eceabl. CTpyKTypa aenosoi becegbl. MeToapl,
ucnosibdyemsle Ha pasHbiX 3Tanax AenoBoi Heceabl. ITUKET genosoit beceapl. KyabTypa penosbix
coBewanmnit. OcobeHHOCTN 0BLLEHMA C MHOCTPAHHbLIMU NAPTHEPAMKU. ITUKET TeslePOHHbIX NeperoBopos.
KynbTypa penosoit nepenucku. Mpuem u obwenue ¢ noceTutensmu. CepBupoBkKa uaiiHoro (kodelinoro)
cTona s oduce.

MpaKkTtuuyeckoe 3aHATHe. MoAroTOBUTL anroputm AencrTeuil no oTpaboTke HaBbIKOB 06ULEHUA C
noceTuTesieM: OMO34aBWKM, OXWAAWMM CBOEM odyepeau, npuweglumm 6e3 npeasapuUTebHOro
CorniacoBaHuA.

CamocroaTrenbHaa paborta. MMoarotoBuTb 3CcCe Ha OdHY M3 Tem: KopropaTuBHbie CTaH4apTbl
TenedpoHHOro obuweHusa. Cekpetbl ycnexa TenedoHHbIX neperoBopos. Tembp ronoca, MHTOHaUMM,
ankums. TpeboBaHuMA K npasBuibHOM peun. Bxogawme u ucxogawme 3s8oHKK. Havano u 3aseplueHune
TenedOHHOro pasroBopa.

Mogynb 5. OxpaHa Tpyaa

Tema 5.1. OxpaHa Tpyaa U TexHuKa 6esonacHocTu Ha pabouem mecte. OCHOBbI OXpaHbl Tpyaa B
Poccuiickolh @epepaumn. OcHOBHble NOHATMA TPyLoOBOro npaea. OcHoBoOMOAarawwme MPUHLKNBI
oxpaHbl Tpyaa. OCHOBbI ynpaB/ieHUs OXpaHOW Tpyaa B opraHusaumuu. OpraHmsauma paboT no oxpaHe



TPyAa 1 ynpasieHnio NpogeccMoHanbHbIMU PUCKaMK Ha YPOBHe paboTtogdatens. MHCTPYKUMA No oxpaHe
TpyAa.

besonacHocTb Tpyaa Ha paboyem mecTte cekpeTapA. IProHOMMKA M OpraHW3auma Tpyaa. OCHOBbI
aneKkTpobesonacHocTH,

CamocronatenbHas pabota. [oAroTOBMTL MaKeT MHCTPYKLMM NO OXpaHe TPy4a ANA cekpeTaps.

Tema 5.2. TpeboBaHua oxpaHbi TpyAa B aBapuiiHbIX cuTyaumsx. MNepeyeHb COCTOAHUN npu
KOTOPbIX OKa3blBAaeTCA MEPBaAa NOMOLUb. ANrOpUTMbI OKa3aHWA MepBOM MOMOLWM MPU PasANYHbIX
MOBPEXAEHUAX U COCTOAHUAX. ANTeuKa MepBolM NomowyM B opraHusauuu. MOpsaaoK Bbi30Ba CKOPOIi
nomowwu. MMoxapHaa 6GesonacHOCTb B opraHuM3auMu. MHCTPYKUMA MO noxapHoii 6e30nacHoCTU B
opraHusauuu. Mopaaok AencTenii Npu noxape. dBakyauua npu noxape.

Mpaktuueckoe 3aHATHE. [TOArOTOBMTL aifOPUTMa AEMUCTBUI MPU BKAOYEHMIU CUFHANa NOXapHOI
TpeBOory.

Mogynb 6. lNpasuna 3awmuTbl KOHGUAEHUMANBHOMK CyKebHOW MHPopMmaunmu

Tema 6.1. KoHdupgeHumanoHas wuHpopmauua. CywHoCTb, 3agaum M 0COBEHHOCTb
KOHduAeHUManbHOW nHGopmauun. Buasl koHduaeHuManbHo Hbopmaumu, MepcoHanbHble JaHHble.
CnyskebHaa TaiiHa. [lpodeccmoHanbHas TaliHa. Kommepueckas TaiiHa. OnpegeneHue cocrasa
KOHOUAEHUMANbHLIX  [OKYMEHTOB.  [IOKYMEHTUPOBaHWE  KOHOUAEHUNANbHOW  WHPOPMALMK.
Opranusauus paboTbl ¢ KOHPUAEHUMANBHBIMU JOKYMEHTAMM. YUET KOHOUAEHUMANbHbBIX JOKYMEHTOB.

MpakTuyeckoe 3saHaTUE. [1poaHanU3MPOBaThb 3aJaHHbIN JOKYMEHT M ONpefenuTb Hanuuue u
COCTaB KOHOUAEHUMANLHON UHPOPMAUUM B HEM, K KaKOMy BUAY KOHPUASHUMANbHOW MHpopmaLmu
OTHOCATCA CBEAEHMUA.

CamocroatenbHan pabota. CoctasuTb COrnalleHne o HepasraaleHun cyxebHomn nidopmaumu.

Tema 6.2. MpuHumnbl 3awmTbl MHPopmauunn. MpuHUMNLE 3aWwWmThl MHGopmauun. MeTtoabl U
cpeactsa  3awmTbl  MHGOPMaUMM  OT  yTepW, Kpaxku uam  nopun. [loTeHuuManbHbie Yrposbl
nHGOpMaLMOHHOM Be3onacHocTH.

MpaKktuyeckoe 3aHaTHE. PaspabotaTb naKkeT JOOKYMEHTOB Yrpo3bl UHGOPMaLMOHHONW
6esonacHocTy. :

CamocroaTtenbHaa pabota. W3yuyeHne Komniekca Mep MO oOxpaHe KoHOMAEHUMANbHON
MHPOPMaLMM B OTKPbITbIX MCTOYHUKEX.

MpounsBoacTBeHHAan NpaKTUKa

WMHCTpYKTaXK NO oXpaHe TPpysa M TexHuKke 6esonacHocTu.

3HaKoMCTBO CO creunduKon AeATeNbHOCTU OpFaHM3auMM M pabounm MecTom cekpertapsa-
agMUHUCTpaTopa.

PaboTa co cpeacteamu cBA3MK.

PaboTta ¢ AOKymMeHTaMW OpraHu3auuu: cocTaBieHue MHPOPMALMOHHONO NMUCbMa, PEKNAMHOro
NUCbMa, COMPOBOAUTENBHOrO NUCbMa, NMUCbMa-3anpoca, NUCbMa-MpUrialledns, NMCbMma-HanoM1HaHua
Y NO3APaBUTE/ILHOIO MUCbMa.

B3anmogeicTBMe C NOCETUTENAMM OpraHU3aumm.

OpraHusauusa coBelaHnii U Neperosopos.
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6. KAOPOBOE OBECNEYEHUE

TpebosaHusa k Kagposomy obecneueHuio obpasosaTenbHOro npotiecca.

Peanusauua lporpammel obecneunsaerca nefarormyeckumm paboTHMKaMK, YAOBAETBOPAIOWMM
TpeboBaHMAM K KBanudUKauumu B cooTBeTCTBMM C [Mpukasom MMUHMCTEpPCTBa 3A4paBOOXPAHEHUs W
couuanbHoro passutua Poccuiickoin ®epepaumn ot 26.08.2010r. Ne 7611 «O6 yrBep»aeHnn EguHoro
KBaAWPUKaLMOHHOIO CNpaBOYHUKA AOMKHOCTEN PYKOBOAUTENEN, CMIELMANNCTOB U CAYXKALLMX, pasaen
«KBannpuKaLMOHHbIe XapaKTEPUCTUKK AOKHOCTeH paboTHUKOB 0bpa3oBaHUA».

Ha pomkHoCTb npenosaasaTens HasHayaeTcA AMLO, UMElLLee Bbicluee obpa3osaHmne uan cpeaHee
npodeccnorHanbHoe obpasoBaHue Mo Hanpas/ieHNIO No4roToBKM «O6pa3soBaHue U NegarorMka» uau B
obnactu, cooTseTcTByIOWE! NpenogasaemMomy npegmety, 6e3 npefbasieHus TpeboBaHW K CTaxy
pabotbl, snmbo Bbicllee npodeccMoHanbHoe o6pasoBaHMe MAM  cpegHee  NpPOdecCcUoHasNbHOe
obpasosaHue 1 gonoaHuTenbHoe npodeccuoHanbHoe 06pasoBaHMe Mo HanpaBAeHNIO AeATeIbHOCTH B
obpa3oBaTenbHOM yupexaeHuu 6e3 npegbasaeHUa TpeboBaHMit K cTaxky paboTbl.

7. ®OPMbl ATTECTALUMUU U OLLEHOYHbIE MATEPUADI

OueHka pe3ynbTatoB 06yueHuUn OCyLLECTBNACTCA B XOAE NPOMEXKYTOUYHOM U UTOroBOM aTTecTaumm
(KBaNMOUKALMOHHDBIN 3K3ameH).

MpomexyTouHaa artrecrauua. [IpomerKyToyHaa aTTecTauua MNpPOBOAUTCA NO OKOHYaHWUM
u3yyeHusa Teopetnyeckoro obyvyeHus u npeacrasaner coboli 3auet B popme TecTUpoBaHuA. Bonpocsl
ONA 3a4eTa 3arpyXxalwTca B CUCTEMY AUCTAaHUMOHHOro obyvyeHusa B ceTM WMHTepHeT no agpecy:
https://sdo.cpp.gk-kp.ru. Bcero Ha 3aueT npegocrasnsetrca 10 Bonpocos. [lo pesynbTatam
NPOMEXYTOYHOW aTTecTauuu BbICTaB/AIOTCA OTMETKM «3auTeHo» / «He 3auTeHO» M OTpaXkaloTca B
BEO0MOCTH NPOMEKYTOYHON aTTecTaLum.

Kputepuu oueHKu pesynbTaTos TeCTUPOBaHUA:

Konuuecrso 6annos, HabpaHHbIX | KayecTBeHHasn OLLeHKa WUHAWBUAYASIbHBIX
cnywarenem 06pa30BaTENbHbIX LOCTUNKEH U

81-100 OLEHKa «3a4TeHO»

MeHnee 80 OLEHKa «He 3a4TeHOo»

8. BOMPOCbHI Ha npomeXKyTOUHYIO atTecrtauuio (3auer):

1. Ha kakue pBe OCHOBHble rpynnbl MOXHO pasgenntb obasaHHOCTM cekpetaps-
agmMmuHucTpaTopa?

a) AOKYMeHTauuoHHoe obecneyeHue ynpasieHuns n 6e3gokymeHTHoe obcayKuBaHne

6) OOKYMeHTaunoHHoe obecneverne ynpasaeHua n 0630pHo-aHaauTuyeckan yHkuma

B) 0630pHO-aHanUTUUYecKas U NpeacTaBUTeNbCKaa GYHKLUNA

2. YTOo M3 nepeuynucieHHOro He OTHOcUTCA K PYHKUMOHaNbHbIM 3agayam ceKkperaps-
agmMuHucTpaTopa?

a) AenoBan nepenucka n coctasneHne 40rosopos

6) OpraHu3auma BbICTaBOK U BCTPEY C KAMEHTaMM

B) npoBeAeHUe BHYTPUKOPNOPATUBHbBIX TPEHUHTOB U CEMUHAPOB

3. Yto He BXOQUT B CNUCOK npodeccuoHanbHbix TpeboBaHMIA K ceKperaplo-
agMuHUCTpaTopy?

a) CcoBepllIeHHOe BafieHne COBpeMEHHOM OprTexHUKon, MUHuU-ATC, 3HaHue MK

6) ONbIT COCTAB/IEHWA NPECC-PeNN308 U pEeKAaMHbIX TEKCTOB

B) BbICOKaA rPAaMOTHOCTb, BbICOKaA CKOPOCTb NnevyaTu
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4.

YTo sABnserca OocHOBaHMeM ANA nocnegywolein nepepaunm KoHOMAEHUUANbHOro

AOKYMEHTA Ha UCMOSIHEHUE COTPYLHUKY?

a)
6)
8)
5.

pesonouma
YyCTHOe pacnopsaxeHue

CreLnanbHOro pacnopaxeHun He Tpebyerca

Kak HasbiBaeTcs AOKYMEHT, KOTOPOi NoATBEpKAAeT YCTaHOB/AEHHble d¢aKTbl,

cobbiTna nan AeﬁCTBMﬂ U coctaBanaeTcsa npun CBMAETEHHX?

a)
6)
B)
6.
a)
6)
B)
3aKNAKYEHU
7.
a)
6)
B)
8.
a)
6)
B)
9.

cnpaskKa
cnyxebHana 3anucka

aKT

Yem nucbma-oTKasbl OTANMYAIOTCA OT 4PYFMX Pa3HOBUAHOCTEN NUcem?

BCErAa COCTOAT KaK MUHUMYM U3 ABYX KOMMYHUKATUBHO-CMbIC/IOBbIX YacTel

He TpebyeTCA COCTaBNATb 3ar0/I0BOK K TEKCTY NMUCbMa

0TAaeTcA npeanoyTeHMe KOHCTPYKUMAM, B KOTOPbIX obOocHOBaHue npeallecTsyeT

KaKoe 13 npusepeHHbIX BbipaXeHUil yylle He UCNONb30BaThL?

"Bac oxkugaet MeaH MeaHosuy”

"CpouHo 3aliguTte K MsaHy MBaHoBUUY"

"3anauTe, noxanyicra, K Usany UsaHosuuy"

Kakas u3 yacreit 6yaet usnuwHeit npu coctaBneHnun npukasa?

BBOZHAA

KOHCTaTMpYyIoLWan

pacnopagauTenbHas

Kak ceKkperapb-agMMHUCTPATOP NOCTYNaeT C KoppecnoHAeHUM el 41 PYKOBOACTBA C

nometkoMn "nnuHo"?

6)

BCKPbLIBAET U He peructpupyer
BCKpbIBaeT TO/IbKO NO AOTOBOPEHHOCTU C PYKOBOAUTENEM U PErUCTpUpyeT

He BCKPbIBAeT U He perucTpupyer

YTO M3 NepeuncieHHOro He ABAAEGTCA PeAaKTOPOM TEKCTOBbIX S0KYMEHTOB?
WordPad

Notepad

PowerPoint

OtBeTbl K 3a4eTy:

Homep Bonpoca "BykBeHHOe 0603HaueHue

nNpasuibHOrO OTBETA

Wi IND AW N
o oo o |ie|v oo s

[EEN
e
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Utorosas atrectauusa. Wrorosas atrecTaums npoBogutca B Gopme KBaMPUKALMOHHOO
9k3ameHa. K KBasMMKaLUMOHHOMY 3K3ameHy [ONycKaloTca oByyalolimecs, yCnewHo 3aBeplunBlumne
ocsoeHue Tlporpammbl. Obyualowmmes HeobXoaMMO MPOAEMOHCTPUPOBATL YMEHWEe NPaBULHO M
KpaTKo U3naraTb OCHOBHOW MaTepuarn, BblAeNAA NPU 3TOM OCHOBHbIE NONAOKEHUS.

KsanudukaymoHHbIN aK3amMmeH COCTOUT U3 KBaNMPUKALMOHHOM paboTbl U IK3ameHa.

KBannduraumnonHasa paborta. Mpu HanucaHun kBanndpuKaumoHHoN paboTbl HEOBXOAMMO HYETKO M
KPaTKo M3/I0XNTb MaTepuan, Bbl4EANUTb OCHOBHbIE NOHATUA BOMPOCa, CAeNaTb HeobxXoAnMbIe BbIBOAbI —
pestome. [lpy BbINOJHEHWM 3TOrO 3afaHuA He [OMYCKAOTCA OBLIMPHLIE BLINWCKU W3 y4eBHUKOB,
CNeunanbHoN NTepaTypbl U APYrux CTOYHUKOB. OTBET Ha BONPOC A0/MKEH BbITb N3/10MKEH rPamMOTHbIM
AUTEPATYPHbIM A3bIKOM W CBUAETENbCTBOBATb O INy6uHe NpopaboTki TeopeTUIeckoro matepmana.

MpumepHbIN NepeYeHb Tem KBaiUdUKaALMOHHbIX paborT:

1. Ponb cekperapa B opraHusauuu 4oKymeHToobopoTa NpeanpuaTusa.

WcTopua passuTua CEKpeTapcKux cnyxo.

Ponb v 0683aHHOCTM cekpeTaps.

Ponb cekpetaps B opraHv3auuu 4okymeHToobopora.
MpodeccroHanbHble M IMYHOCTHBIE Ka4eCTBa CeKpeTaps.

vuewN

TpebosaHusa k opopmaeHuno KBanudpuraumoHHoi paboTbl. KsanndukaumoHHas paborta gomkHa
MMeTb TUTYNIbHBIA NNCT, NOACHUTENbHYIO 3aMUCKY, CMMCOK MCMO/b3YeMOi InTepaTypbl U YUCTbIN SIUCT
ONA HAMMUCaHUA PeueH3nn.

KsanndukaumoHHan pabota BbinonHaeTca Ha aucrax dopmata A-4 (210x297mm) 1 6poluopyetca
nojg, TUTYIbHbIM JIMCTOM. TEKCT KBaiMpUKaLMOHHOM paboTel AoMKeH BbiTb HanucaH rpamoTHo, 6e3
MCNpaBNEHWIN N NPOU3BObHBIX COKPALLEHUI U HabpaH Ha KomnbloTepe wpupTom Times New Roman —
14 yepes 1 uHtepsan ¢ 0b6A3aTeNbHbIM COBNIOAEHMEM CTaHAAPTHBIX NOAei:

lNlesoe none nucra =20 mm

Mpasoe noae ancra — 10 mm

BepxHee none nucta — 20 mm

HuxkHee none nucra — 20 mm

O6bem KBanudUKaLMOHHOW paboTbl He fo/KeH npesbiwaTth 10 cTpaHuL,

B cayvanx, korga TpebyeTcs TOYHOCTb TeopeTudecKux GOPMYAUPOBOK, MPUBOAATCA LMTATbI,
CcbllKa Ha uuMTaTy A0/KHA OblTb CAENaHa B KOHUE UMUTaTbl C yKasaHMeM HOMepa NepBOMCTOYHUKA U3
CNUCKa NTEPaTypbl U CTPaHULbI, C KOTOPOU caenaHa umMTara.

CrpaHuubl, Tabnuubl W 4pyron MWANIOCTPATUBHLIA MaTepuan AOMKHbI MMETb CKBO3HYIO
HyMepauMio OT Hauyasia TeKcTa.

BeinonHeHHyo 1 obopMAeHHYIO B COOTBETCTBUMN C TpeboBaHUAMU KBanUPUKaLMOHHYO paboTy
obyuarolmniica JOMKEH HANPaBUTL 411 NPOBEPKU B CBOEM AMYHOM KabuHere B CO. Bpemsa npoBepKu
pabotbl — 1 pabouuit gHa. Npy NONYYEHMM MONOKUTENbHOW peueH3un obyyalrolmMinca AONYyCcKaeTca K
NTOTOBOMY TECTUPOBAHMUIO.

Ecnu peueHsua npegycmaTtpusaeT gopaboTKy KBanudUKaLMOHHON paboTbl, TO B COOTBETCTBUM C
3ameuyaHuaMM peueH3eHTa obyuaiowmiica ee popabartbiBaer. [opaboTkM odopmnsaloTca B KOHLE
KBanMOUKaLMOHHOM paboTbl. Ecam e peueHsua npegycmartpueaer rnepepaboTky KBannpukauuoHHON
paboTbl, TO HOBbIM BapWaHT HANPaBAAeTCA Ha MpPOBEepPKy BMecTe C nepsoHadyanbHbiM. bes
KBaMPUKALMOHHON paboTbl 0OyyatoWwMinca He JONYCKAeTCA K 9K3aMeHY.

Kpurepuu oueHku kKBannduKkaunmoHHon paboThbl:

«OtAaMuHO» - paboTa  XxapaKTepusyetcs  CMbIC/IOBOW  LebHOCTbIO,  CBA3HOCTbIO U
noCAe0BaTeNbHOCTbIO U30XKeHUA Npobaembl. Obyyalowmica ymeeT BblpaXKaTb apryMmeHTUpPOBaHHOe
MHeHue no chopmynnposaHHo! npobneme, TOUHO oONpedensa ee cojep)kaHue U COCTaBAAIOLIME.
KBanuoukauuoHHan pabota He coaepRut pakTuyecknx ownbok, cBA3aHHbIX C NTOHUMaHueM npobaemst.
KeanuoukaumoHHan pabota cHabxeHa Heobxogumbim Bubanorpapuyeckum annapaTom.
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«Xopowo» - KsanuduKrauuonHaa paboTa XxapaKTepusyeTcd CMbICAOBOM LLeNbHOCTbIO,
CBA3HOCTbLIO U NOCNEJ0BaTE/IbHOCTbIO U3N0XKEHUA; AonyweHo He bosnee 1 owMbKM npu obbAcHeHUN
cMbicna uan cogepkanua npobnemol. Jna aprymeHTaumMm NpPUBOLAATCA CCbIIKM Ha MepBOUCTOUHUKN K
uccnenosanuna. NpoaemMoHCTPUPOBaHbI UCCIeA0BaTENLCKME YMEHUA U HaBblKW. PaKkTUYECKUX OWKnbOoK,
CBA3AHHbIX C NOHMMaHuem npobiembl, HeT. [onyuieHbl ogHa-aBe ownbku B opopmaeHun paboTbl.

«YposnetsopurenbHo» - O6yvyalowmiics npoBOAUT AOCTAaTOYHO CaMOCTOATENbHbLIN aHanus
n3bpaHHON AnA paccmoTperun npobnembl. [puBneyeHbl OCHOBHbBIE MCTOUHUKK MO paccmaTpuBaemMoii
Teme. [onyweHo He 6onee 2 owMBOK B CMbicne WAW cogepxanun npobnembl, odopmaeHun
KBaNMPUKaLUMOHHOW paboTsl.

«HeyposnersoputenbHo» - KeanudukaumoHHaa pabota npesncraBnseT coboli nepeckasaHHbIN
WU MOMAHOCTBIO NEepPEenucaHHbl TEeKCT KaKMX-TO WCTOMHUKOB, y4ebHWKOB uau uccaegoBaHuii 6e3
KOMMeHTapueB, aHanu3a. He packpbiTa CTPYKTYpa M TeopeTuYecKMe cocTasaslolme Tembl. JOnyLieHo
Tpu unn bonee Tpex owWMOOK B CMbICIOBOM COAEpPKaHUM packpbisaemol npobaemsi, B opopmaeHnn
KBanUPMKaLMOHHON paboTbl.

JK3ameH. JK3amMeH NPOXOAUT MPU NOMOLM INEKTPOHHOro TectupoBaHua 8 COO. PesynbTathbl
MTOroBOKM atTectauun opOPMAAIOTCA MPOTOKONOM. Pe3ynbTaTbl 3K3ameHa OLLEHMBAIOTCA MO YyeTbipex
6annbHOM cucTemMe (KOTAMYHOY, «XOPOLIO», «YAOBAETBOPUTENBHO», «HEYAO0BAETBOPUTENLHOY)
cornacHo [ofioXKEeHNIO 0 TEeKYLWEeM KOHTpO/e YCneBaeMoCTh, MPOMEXYTOYHOW U UTOrOBOM aTTecTaluu
000 «CCP». J/inuam, ycnewHo caasiliMm 3K3aMeH, BblaeTca CBUSETeNbCTBO O A0/IKHOCTU CAYXKALLEro,
ycTaHoBneHHoro B 000 «CCP» obpasua.

UHAMBKMAYaNbHbBINA yYeT pe3ynbTaToB OCBOEHUA obyyatowmmmca obpasoBaTeibHbIX NPOrpamm, a
TaKXe XpaHeHue B apxusax MHpopmauuu ob aTux pesynbTaTax ocywecreaawtca 000 «CCP» Ha
6YMaKHbIX U (MUKN) INEKTPOHHDBIX HOCUTENSAX.

KpuTtepuu oueHKM pesaynbTaToB TECTUPOBAHUA NPY SK3aMeHe:

KosnnuectBo 6annos, HabpaHHbIX | KauecTBeHHan oueHKa UHANBUAYANbHbLIX
cayulatenem obpa3oBaTesnibHbIX 4OCTUKEHUMN

81-100 OUEHKa KOTAUYHOY»

71-80 OUEHKA «XOpPOLIO»

51-70 OUEHKa «yA0BNeTBOPUTENLHOY

Menee 50 OLEHKA «HeYyAOBNETBOPUTENLHOY

9. BONPOCHI K KBAIMGPUKALIMOHHOMY 3K3AMEHY

1. BbiGepuTe NpaBu/ibHOE yTBEpIKAEHME:

a) BCEe MNOCTynatwouiMe B OpraHM3auuio LOOKYMEHTbl PerucTpupyrloTca CceKpeTapem-
aAMUHUCTPATOPOM

6) nocTyauswnMe B  OpraHM3auuio  AOKYMEHTbl  PerucTpupyroTca  cekpetapem-
aAMUHUCTPATOPOM BbIBOPOUYHO, B COOTBETCTBUM C YTBEPKAEHHbIM NepeyHem SOKYMEHTOB

B) M3 BCeX MNOCTYAMBLWIMX B OPraHU3aumio AOKYMEHTOB CeKpeTapb-adMUHUCTPaTop
PerucTpupyeT TO/IbKO Te, KOTOPbIE NEePesatoTcs Ha PaCCMOTPEHME PYKOBOAMUTENIO

2. PaCﬂOpﬂ)KEHVIﬂ, usgasaembie pyKoeogaCcTtsom opradmsaumu, CYUTarOTCA:

a) npPaBoOBbIMU aKTamMMm
6)  pacnopaguTenbHbIMU SOKYMEHTamMM
B) OPYroi BapuaHT

3. Kakoit us OOKYMEHTOB pernameHtTupyetr AeATe/ibHOCTb KOHKPeTHOro AONXKHOCTHOFO
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nanua?

a) npuKas
6) nonoxeHue ob oTaene
B) OOIKHOCTHANA MHCTPYKUUA

4. C KaKoil ¢ppasbl He peKOMeHAYeTCA HAaUMHATb TenedOoHHbIN pasroBop € NapTHEPOM MU
KAWEeHTOM?

a) "3ppascrByiiTe, Bac 6ecnokout komnarua N (cekpetapb kKomnarum N)"
6) "3ppaBCTBYITE, C BaMM FOBOPAT M3 KomnaHum N" %
B) "3npaBcTByiiTe, cekpetapb NN u3 komnanum N"

5. Kakoli cpoK ncnonHeHus ycTaHoBAEH AN1A NUCEM OT OpraHM3aumin?

a) cemb gHel
6) TpU OHel
B) TPMALUATb gHEN

6. B Kakom nopagKe, coriacHo npasvnam AoOKymMmeHTo060poTa, f0NKHa CTpouTbea pabota ¢
NOCTYNAOWMMKN B KOMMNAHUIO BOKYMEHTaMWU?

a) npuem - nepsBoHavanbHaa ob6paboTka - npeaBapuTenbHOe pPacCMOTpeHue -
paccmoTpeHue pyKoBOAMUTENEM - UCTIONIHEHWE yNIpaB/ieHWe B A,e10

6) npuem - nepsoHayvanbHan o6paboTka - perncrpauma - pacCMOTPEHUE PYKOBOAUTENeM-
UCNOJIHEHUE - HanpaBAeHUEe B 4eN0

8) opopmneHne AOKYMEHTa - NOANUCAHME - PEerucTpauma - CorlacoBaHme - yTeepKaeHue
- OTNpaBKa

7. Kaknm cnocobom npocrasnnerca gara B rpude yTBepACHUA [OKYMEHTA?

a) neyaTHbim cnocobom
6) ceKpeTapb NPOCTABAAET €€ OT PYKU NOCAE YTBEPKAEHUA JOKYMEHTA
B) ee NpocTaB/iAeT PYKOBOAUTE/Ib B MOMEHT YTBEPXKAEHUA AOKYMEHTa

8. Kak Ha3biBaeTca AOKYMEHT, pUKcUpylowmnii xoa o6CyKAEHUA U NPUHATUA pPelleHusa Ha
3acefaHuy B KOMNAHUK?

ajnpoToKon

6) peweHune

B) pacnopsa)KeHue

9. Hy}XHO N perncTtpmMpoBaTb NUCbMa-HaNOMMUHaHUA?
a)Her

6)aa

8) MO YCMOTPEHMUIO CEKpeTapa-agMUHUCTPaTopa

10. Ecan nocnhegHuii AeHb CPOKA UCNONIHEHUA AOKYMEHTa NPUX04UTCA Ha Hepabouunit aeHb,
Koraa Heob6xog4Mmo UCNONHUTb BOKYMEHT?

a)He nosgHee AHA, CAeAYIOLLEro 32 BbIXOAHbIM

6) He no3gHee oHA, NPeAWeCcTBYOWEro BbIXOAHOMY

11. Ecav pnAa nepepayn [OKYMeHTA UCNonb3ayerca pakcMmuibHAA CBA3b, KaKoi obbem
OOKYMEHTA cuMTaeTca npenenbHo AONYCTUMbIM?
a)Tpu nucTa
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B) natb nucros
8)10 nucros

12. B nucbmeHHom obpaweHun ciosa "rocnoguH" u "rocnoxa":
a)NULLYTCA NOAHOCTbIO

6) nnwyTCA NONHOCTLIO NPY 0BpPALLEHNM K BBICOKONOCTABAGHHBIM MLAM
B) BCEraa cokpallatorca.

13. Kakylo GopmynnpoBsKy A0/KeH MMeTb 3aro/IoBOK K TEKCTY NpoToKona?
a)B NpegnoXHOM Nagexe

6)B paTenbHOM nagexe

B) B pOAUTENILHOM Nagerke

14.CkonbKo agpecaTos MOXKeT ObITb Ha O4HOM AOKYMeHTe?
a)He bonee Tpex

6)He bonee yeTbipex

B)He Bosee ogHoro

15. Yro noHnmaerca nog TepmuHom "Ksopym"?

a)MUHUMaNIBHO HeobXoaMMoe M AO0CTAaTOYHOE KOJMYECTBO Y/EHOB KOJIErManbHOro opraHa
4Nna Havana paboTtbl cobpaHun

6)1/3 uneHOB KO/MNEIMANBHOFO OpraHa

8) 1 2 YNeHOB KO/JIErManbHOro opraHa

16. KaKoii TepMM1H, KaKk NpaBuio, UCNONb3yeTca B paboTe ¢ AOKYMEHTaMM, COAep’Kalyumu
KOMMepUYeCKYyIo TaillHy, KOHGUAEHUUaNbHble CBEAEHUNA?

a)yuet

6)perucrpauma

B) Apyro’i

17. Baw pyKoBOAMTE/Nb BO3BPALLAETCA M3 HeLeIbHOU KOMAaHZUPOBKU. YTO cTOUT caenathb K
ero npuxoay, 4to6bl nomoub bbicTpee BKAKUNTLCA B paboTy?

ajnoAroToBUTb KPATKUI OTYET O TOM, HTO NPOU3OLUNO0 33 HEeAE NI ero OTCyTCTBUA

6)nocTapaTbcsa Ha3HauYMUTb Ha NepBbli pabouunil AeHb MaKCUMyM BCTpeY

B) BbiA€/IUTb Bpema Ha COBMECTHbIN NMPOCMOTP BHELLUHEeW KoppecnoHAeHuMn

18. Ha 3Tane nepBOHa4YanbHO 06paboTKM BXOAAWENA KOPPECNOHAEHUWUM CeKpetapb-
agMUHUCTpaTOP:

a)He YHUUTOXKaAeT KOHBEPTHI, a NOALIMBAET UX BMECTE C JLOKYMEHTaMu

6)Bcerga yHUUTOXKAeT KOHBEPTHI, B A4,&/10 NOAWMBAET TO/IbKO JOKYMEHTHI

B)HE YHUUTO)AeT KOHBEPTbl, €CAM Ha CaMOM AO0KYMEHTE HepocTaTouyHo uHbopmauun ob
aBTOpe WU XapaKTepe AOKYMeHTa

19.Kakoi1 61aHK ucnonbayerca npu opopmiaeHUn NnpoTokona?
a)bnaHK opraHusauuu

6)6naHK He ucnonb3yeTca

B) 61aHK CTPOroi OT4ETHOCTH

20. Y10 ncnonb3yetca Npu U3faHUU COBMECTHbIX NPUKa30B?
a) 61aHKKU NPUKa3oB ‘
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6) CTaHZapTHbie NCTbl Bymaru popmata A4

B) obwme 6naHku
Homep Bonpoca BykBeHHOe 0603HaueHue
NpasBuNbHOro OTBETa
1. 6
2. 6
3. B
4. 6
5. B
6. 6
7. 6
8. a
9. 6
10. 6
11. B
12. B8
13. 6
14, a
15. a
16. a
17. a
18. a
19. 6
20. 6

10. YCNOBUA PEANTU3ALIUU NMPOTPAMMDI

10.1. TpeboBaHMA K MUHUMANLHOMY MaTEPUANLHO-TEXHUYECKOMY 06ecneyeHuto

Mcnonb3oBaHne NEKUMOHHBIX ayAUTOPUIA He NPeayCMOTPEHO B CBA3K C peasin3auuel nporpamm
C NPUMEHEHUEM WCKAIOYUTENBHO 3NEKTPOHHOIO O0OyYyeHMA, [UCTAHUMOHHbLIX o6pasoBaTeNbHbIX
TEXHONOTWIA. “
Pabouee mecto npenoaasatena 8 000 «CCP» ocHaleHo: CTONOM 4NA NpenoAasaTens, nepcoHatbHbim
KOMMbIOTEPOM C BbIXOAOM B MHTEPHET.

TeKkcToBble /IeKUMM B 3/1eKTPOHHOM dopmaTe, GOHABI OLEHOYHbIX CcpeacTs (3agaHuAa) ana
NPOBEAEHUSA MPOMENKYTOYHOW M WMTOroBOW aTTECTaLuMuM pPasMellaloTcs B CUCTEME AUCTAHUMOHHOIO
obyueHus 8 cetm MHTepHeT no agpecy: https://sdo.cpp.gk-kp.ru.

10.2. O6wue TpeboBaHUA K opraHu3aunmn ob6pasoBaTenbLHOro npouecca

Peanusauusa nporpammbl AOMXKHa obecneynBaTbCA MEeSarorMYyeckMmu Kagpamu, MMerolmmu
cpepHee npodeccroHanbHOe MK Bbicllee 0bpa3oBaHue, COOTBETCTBYOWEEe Npoduto npenoaasaemoi
AUCUMNANHBL (MOAYAA), a TaKKe NpoLLeAwnMmM A0oNoNAHUTeNbHOe npodeccMoHanbHoe obpasoBaHue B
obnact TexHoMorui AUCTaHUMOHHOro obydenna u (Mau) MHPOPMaALMOHHO-KOMMYHUKALNOHHbBIX
TEXHONOTUI. :

ObyueHne no nporpamme OCyLLECTBAAETCA Ha niatopme CUCTEeMbl AUCTAHLMOHHOFO 0byveHus
https://sdo.cpp.gk-kp.ru (ganee - CAO). Mdoctyn B CAO obecneunBaerca HenpepbiBHO (B

KPYr/IOCYTOYHOM peXume cemb gHell B Hepento) U3 n0bol TOYKM NOAKNIOYEHUA K ceTn UHTepHerT.
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"

Hoctyn ko Bcem cepsucam CAO nepcoHannsnposaHHbIi (04 y4eTHOM 3anuckio). OpraHM3aLMOHHO-
TEXHWYECKOE COMpPOBOXKAEHUE BKAOYaeT B ceba perncrpauumio, yaaneHue, BOCCTAaHOBMGHUE IOMMHA U
naposia nonb3osatenei, pefaKTMpOBaHWe Yy4eTHOW 3anucu.  OpraHM3aLUOHHO-TEXHUYECKOE
conpoBoXxaeHue ocyulectsnser metoauct 000 «CCP».

YyebHo-meToaMueckne martepuanbl pasmewieHbl 8 CAO M skatovaloT B cebs: PYKOBOACTBO
nonbsosarens npu pabote B C[I0, nuTepaTypy /18 CamOCTOATENbHOM NpopaboTKKU Tem NPorpammbl,
HOpMaTuBHbIE MpPaBoBble aKTbl, MepeyYeHb WHTEPHET-pecypcos, 0b6pa3oBaTe/bHbIX Pecypcos.
MpegmetHas cTpaHMLUa Kypca BK/IOYAET IEKUMU, TECTb, 3a4aHWA A1 MHOUBUAYANAbHOTO BbIMOJHEHUS,
UHGOPMaLIMOHHO-MEeTOAMYecKne pecypcbl B Gopme «CTPaHMUbI», KKHUIM®, pasmelleHHblx daiinos u
CCbIZIOK Ha UHTepHeT-pecypchbl. Tembl Mporpammol 0bOpPMIEHbI B BUAE TEMATUUECKUX 610KOB.

B npouecce peanusaunmM nporpammbl  MCMOABL3YIOTCA  CpeacTBa  MHPOPMAUMOHHBIX U
KOMMYHWUKaLUMOHHbIX TEXHOJIOFMIA: 31EKTPOHHaA noyta, naatpopma ana nposegeHus seburapos s CA0.

Buapt n opmet yuebHol paboTbl ¢ UCMOAb30BAaHUEM SNEKTPOHHOTO 06yueHus:

- camocToATesIbHaA paboTa, BKAtOUAlOWAA PaboTy C COAEPKUMbIM Kypca 0bydueHuns, BbinonHeHne
3a8aHuit ANs oTpabOTKU NPAKTUUECKUX HaBbIKOB,

- nekuusa, sebunap,

- KOHCYNbTaUUA MHAUBUAYANbHAA WY TPYNNOBas;

- KOHTPONb 3HaHWW (TecTUpoOBaHue).

MpegocraBneHne pesynbTaTOB CaMOCTOATENIbHOM paboThl (MHAOMBUAYaNbHOE M FpyrnoBoe
KOHCY/NIbTUPOBaHWeE, pa3vyHble BUAbl aTTecTaumil) ocyuwiectenatotea nocpeactsom CAO. Mpynnosbie u
MHOMBMAYANbHbIE KOHCYNbTaUMW MPOXOAAT NPU HEnocpeacTBEHHOM obWeHuu nperogaBatens
caywartens B xofe o06y4eHus, OpPraHUsylTCA 8 AWCTaHUMOHHOM pexume. WHdopmuposaHue
cnylwaTenein o pesynbTaTax MPOMEKYTOUHOW M UTOrOBOM aTTecTaumnu ocyuectenaetca yepes CA0O.

10.3. YuebHo-meTogMueckoe obecneyeHue u mHpopmaumoHHoe obecneyeHmne nporpammbl
HopmaTtueHO-NpaBoBble 40KYMEHTDI

1. depepanbHbI 3aKoH OT 29 aekabpa 2012 r. N 273-d3 "O6 obpasosanun B Poccuitckoi
degepaummn” (c usmeHennamu Ha 11 miona 2022 roga). INeKTPOHHbLIN GOHA, NPaBOBbLIX U HOPMATUBHO-
TexHUYecknx gokymeHTos https://docs.cntd.ru/document/902389617

2. Mpuka3 MunucTepcTeo npoceeuleHun Poccuiickon ®epepaumm ot 26 asrycta 2020 roga N
438 «06 yrBepaeHun Mopsgka opraHusaumun u ocywectTeneHns obpasosaTenbHOW OeATENbHOCTU MO
OCHOBHbIM Nporpammam npodeccmoHanbHoro obyvyeHua» (3apeructpuposaHo B MuHiocte Poccum 11
ceHTAbpa 2020 ropa, perucTpauMoHHbiii Ne 59784). 3n1eKTpoHHbIM POHAO MPaBoBbIX U HOPMATMBHO-
TeXHUYeCcKux aokymeHTos https://docs.cntd.ru/document/565697399

3. Mpnkas MuHucTepcTeo npocselleHna Poccuiickon ®epepauuu ot 14 uonsa 2023 roga N
534 «06 yrBepaeHUM nepeuHa npopeccuit paboumx, LOMNKHOCTEN CAYXKALLMX, MO KOTOPbIM
ocyuiectsnaerca npodeccmoHanbHoe obyueHue» (3apeructpuposaHo B MuHiocte Poccuun 14 asrycra
2023 r. N 74776) dneKTpOHHbI GOHA, NPaBOBbLIX U HOPMATUBHO-TEXHUYECKUX AOKYMEHTOB
https://docs.cntd.ru/document/1302339887

4. Obwiepoccuiicknit  knaccupukatop npodeccuit paboumx, AOMKHOCTEN CAyXKaAWUX U
TapudHbix paspagos OK 016-94 (OKNATP) npuHAaT nocraHosneHunem Focctangapta PO ot 26 nexabps
1994 r. Ne 367 (C U3MEHEeHUAMM U OOMNONHEHUAMMU). DNEKTPOHHbIM GOHA NPaBOBbIX U HOPMATUBHO-
TeXHUYecKux aokymeHToB https://docs.cntd.ru/document/9029638

5. MpodeccmoHanbHbIM cTaHaapT "Crneumanucr no OopraHu3auMoOHHOMY n
AOKYMEHTaUMOHHOMY obecredeHuio ynpassieHusa opraHusauumei”, yreepxpaeHHoro [lpukasom
MWHUCTEPCTBA TPpyda M coumanbHoi 3awmTtol PO ot 15 nrona 2020r. Ne333H, 3aperucTpupoBaHHOro B
Muniocte PP 15 wiona 2020 r., perucTpaumoHHbii No 58957. 3neKTpoHHbIA GOHA MpaBoBbIX U
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HOPMaTUBHO-TEXHUYECKUX JOKYMEHTOB https://base.garant.ru/74385595/
OCHOBHbIE UCTOYHUKU:

1. AxmeTtoBa A.B. WHbopmaumoHHble TEXHOMOTMM B JOKYMEHTanbHOM obecneveHun
ynpaBneHusa u apxmBHom gene: yuebHoe nocobue / A.B. AxmeToBa. — Komcomonbck-Ha-Amype: Pr60Y
BMO «KHAITY», 2014 — 143 ¢. — ISBN 978-5-7765-1068-7

2. bapanosa E.K., babaw A.B. MHdopmaumoHHana 6e3onacHoOCTb M 3awmta UHOOPMaLMK:
yueb. nocobue / E.K. bapaHosa, A.B. babaw. — 4-e u3a., nepepab. n gon. — M.: PUOP: UHDPA-M,
2018. — 336 c. — ISBN 978-5-369-01761-6

3. Bbacakos M.WU. [orymeHTauuoHHoe obecneyeHne ynpasneHua (C  OCHOBamM
apxuBoBegaeHus): yuebHoe nocobue / M.W. bacakos. — 2-e u3g,, crep. — M.: KHOPYC, 2016. — 216 c.
— (HavanbHoe u cpegHee npodeccroHanbHoe obpasosaHue). ISBN 978-5-406-04536-7

4. Boctpeuosa E.B. OcHosbl uHbOpmaumoHHOM 6esonacHocTu: yyebHoe nocobue and
ctypenTos BysoB / E.B. Boctpeuosa.— Ekatepunbypr : U3p-Bo Ypan. yH-ta, 2019.— 204 c. ISBN 978-5-
7996-2677-8

5. [JepesadkuH E.B. [lenosoe obuieHue: yyuebHoe nocobue. EkatepuHbypr: U3a-8o Ypan. yH-
Ta, 2015. - 48 c. —ISBN 978-5-7996-1454-6
6. O3anowunnckun U. M., Muabryn M. A. [lenosble KOMMYHUKauMn. Teopua U NpaKkTUKa:

y4ebHuK pna 6akanaspos / U. M. [zanowmnHckuii, M. A. Muabryd. — M.: U3gatenscrso HOpaitr, 2017, —
433 c. — Cepusa: bakanasp. Yraybnenubiit Rypc. ISBN 978-5-9916-3044-3

7. 3aliuesa E. B., NoHuyapoBa H.B. [enonpousBoAcTBO W [OKYMEHTOO60pOT B cucteme
rocy4apcrBeHHOr0 M MYHULMIANbHOrO yrpasienusa: yyebHo-metoguyeckoe nocobue / Exkatepunbypr:
MN3p-8o Ypanbckoro yHusepcuteta, 2017. — 175 c. — ISBN 978-5-7996-2233-6

8. Kankan M.B. [lenoBoit 3TukeT: yuebHoe nocobue / KankaH M.B., /iuxauesa /1.C. —
ExkaTepuHbypr: U3patenbctso Ypanockoro yHusepcuteta, 2017. — 168 c. — ISBN 978-5-7996-2076-9.
9. Mpucrasuexko O.B., Iramos A.N. UHbOPMAUMOHHBIE TEXHONOTUM B JOKYMEHTAUMOHHOM

obecneyeHuyn ynpasieHUa B apXMBHOM gene: YyebHo-meToguuyeckoe nocobue / coctasutenu: O.B.
MpucrasyeHko, A.U. Iramos. HMkuuit Hosropoa: Huxeropoackuin rocynmsepcutet, 2017,

10. Pamenguk, . M. MNMcuxonorva nenoBoro -06uweHus: yuebHmMk n npaktukym ana CNo M.:
W3paTenbctBo KOpaitt, 2018. — 207 ¢. — ISBN: 978-5-9916-7315-0

11. CmupHosa E.MN. [denonpomssBoactso Ans cekpertapsa. PaspaboTka, y4eT M xpaHeHue
cnyxebHOM fOKYMeHTauuu: npakTuveckoe nocobue / CmupHosa E.M. — CapaTtos: Ait Mu Ip Megua,
2019. — 210 c. — ISBN 978-5-4486-0465-2.

12. XmenbHuukas O.E. CeKkpeTapb - IMLO KOMMAHUK: UMUK CEKPEeTapn, 4e/I0BOW 3TUKET U
npotokon / XmenoHuukaa 0.E. — Hosocubupck: Cubupckoe yHusepcuTeTckoe nsgarenscrso, 2017, —
127 c. — ISBN 978-5-379-02028-6.

13. UWysanosa H.H.,, MBanosa A.I0. OcHOBbI [enonNpomM3BOACTBA. HA3bIK  Cay:KebHoro
JOKYMEHTa: y4ebHUK U NpakTUKYyM AnA akagemuveckoro 6akanaspuata / H. H. Lysanosa, A. 1O.
MBaHoBa; nog obwy,. pea. H. H. LWysanosoli. — 2-e u3g,., nepepab. n gon. — M.: U3pgatenbctso HOpawrT,
2019. — 428 c. — (Cepus: bakanasp. Akagemuueckuit kypc). ISBN 978-5-534-10848-4

[ononHutenbHas nuteparypa:

1. Bopo3sguuHa I.B., KopmuoBa H.A. MNcuxonornsa u 3TMKka genosoro obueHuna: YuebHuk u
NPakTUKYM Ana akagemuyeckoro bakanaspuara. /liobepubl: KOpanT, 2016. 463 c.
2. Bengenesa M.A., BeprtakoBa (0.B. MHPoOpmauuoHHbIE TEXHOAOrMU B YNPaBAEHUM..

YyebHoe nocobue ana 6akanaspos. liobepupl: KOpaiit, 2016. 462 c.
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3. Kpusokopa E.N. Jenosble KommyHuKauun: YuebHoe nocobue. M.: HULL Undpa-M, 2013.
190 c.

4, KysHeuos W. H. JlokymeHTaumoHHoe obecneyeHue ynpasjeHus U 4en0npon3BOACTBO.
M.: lOpaitT, 2014. 576 c.

5. Nosuesa M. B., lankuHa E. H., T'yposa E. B. [lenonponsBoacTBO B KagpoBow cayxbe. M.:
MNpocnekr, 2019. 80 c.

6. NibitkmHa O. W., CenesHesa J1.B. Kynbtypa peun u genosoe obuieHue. CHOpHUK
ynpaskHeHuit. YuebHoe. M.: PI'CY, 2013. 168 c.

7. Csupungosa M.IO. MHdopmaumoHHble TexHonoruK B oduce: MNpakTuueckne ynpaxkHeHus.
M.: Academia, 2016. 800 c.

8. Conosbes, 3. fl. CoBpemeHHbIi 3TuKeT. [Jenosoi n mexgyHapogHbli npotokoa. M.: Ocb-

89, 2013.320c.

9. Tumodees M. W. [lenosble KOMMyHUKauuuK. YuebHoe nocobue. M.: PUOP, UHdpa-M,
2016.128c.

10. Tpodumosa O. B., Kynuuk E.B. OcHosbl genosoro nucema. M.: ®namuTa, Hayka, 2014. 306

10.4. METOAMHECKMQ YKa3aHMA Mo BbINONHEHUIO NPAKTUHECKUX N CAMOCTOATEJ/IbHbIX 3ap,aHMi'1

MpakTMyeckue 3afaHuA, NpesyCMOTPEHHbIE AAaHHOW NPOrpammorit, BbINOJHAIOTCA NOCPEeaCTBOM
MCNONb30BaHUA CPeaCTB ANCTaHLMOHHOM obpasoBaTensbHoli nnatdhopmbl.

Bce 3apanHua BbINnonHATCA B nporpamme Microsoft Office Word. lotosbie ¢ainnbl ¢ otBeTamu
3arpyatotca Ha nnatpopmy B CneLmanbHo 0TBeAeHHYI0 dopmy B IMMHOM KabuHeTe cayluaTtens.

Mpy BbIMOAHEHUU NPAKTUYECKUX U CAMOCTOATE/bHBIX 33JaHUI CylwaTe/ib MOXKeT UCMO0b30BaThb
U3YUYeHHble JIeKUMOHHble MaTepuasbl, HOPMATUBHO-MPABOBbIE aKTbl, pPa3MeLLeHHble B OTKPbITbIX
MHOOPMALLMOHHO-CNIPABOYHbLIX CUCTEMAX, APYIMe OTKPbITbiE WUCTOYHUKU WMHMOPMaUMM MO 3afaHHOWM
Teme.

3afaHuA BbINOAHAWTCA Ha auctax ¢opmata A-4 (210x297mm). Tekct paboTel fonKeH ObiTb
Hanucad rpamoTHo, 6e3 MCMpaBAeHWUM M MPOU3BO/BHBLIX COKpallleHUi U HabpaH Ha KomnbioTepe
wpudtom Times New Roman — 14 yepes 1 uHTepBan ¢ obasaTesibHbim cobniogeHuem CTaHAAPTHBIX
nonei:

JNlesoe none nncra —20 mm

MNpasoe none anucra— 10 mm

BepxHee none nucra — 20 mm

HuskHee none ancra — 20 mm

20



