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1.OBIME ITOJIO)KEHUA
[TosicuuTenpHas 3anucka
K OCHOBHOU IporpamMmme npodheccuoHaIbHOTO 00yYeHUS —
nporpaMMe npoQeccuoHaIbHOM MOATOTOBKH MO TOKHOCTHU CITY>KaIllero
«CekpeTapp-aIMUHUCTPATOP»

OcHoBHas nporpamMma npo(hecCHOHaILHOT0 00y4eHuUs! — MporpaMMa npogpeccuoHaIbHON
MOATOTOBKU MO JOJDKHOCTU ciyskamero «CekpeTapb-aJIMUHHUCTPATOp» (/ajiee - mporpamma)
paspabotaHa B coorBeTcTBUM C DenepanbHbM 3akoHOM oT 29.12.2012 Ne 273-®03 «0O6
oOpazoBanun B Poccuiickoit ®enepauun», npukazom MunucrepctBa mnpocseuieHuss PO or
26.08.2020 Ne 438 «OO0 yrtBepxaenun Ilopsiaka opraHM3andd M OCYLIECTBICHHUS
00pa30BaTeNLHON JIEATETFHOCTH IO OCHOBHBIM IPOrpaMMaM NpoPeCcCHOHATBLHOTO 00ydeHUs» U
npuka3zoM MunoOpHayku Poccun ot 02.07.2013 Ne 513 «O06 yrBepxxaenuu Ilepeuns npodeccuit
pabounx, JODKHOCTEH CIyXKaluX, [0 KOTOPBIM OCYIIECTBISAETCS TpodeccHoHaIbHOE
oOydeHuey.

PaGowyas mporpamma paszpaboTaHa Ha OCHOBE NPOPECCHOHATIBHOTO CTaHAApTa
«CrneuuanucT 1O OpPraHU3alMOHHOMY U JOKYMEHTAallMOHHOMY OOECIEUEHHIO YIpaBICHHUS
OpraHu3alMen», YTBEPKIAEHHOTO NPpUKa30oM MHUHUCTEPCTBA TPYa U COLMAIBHOM 3aUThl PO oT
15 nrons 2020 Ne 333n «OO6 yTBepkaeHMM HpodeccuoHanbHOro cranaapra «Crenuanuct 1o
OpPraHU3aIMOHHOMY M JOKYMEHTAIIHOHHOMY O0ECIICUEHHIO YIPABICHUS OPTaHU3AIHC».

[Iporpamma peanusyercss ¢ NPUMEHEHHUEM HCKIIOYUTEIbHO 3JIEKTPOHHOIO OOYy4YeHMH,
JUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTUH.

Heas mnporpammsl:  ¢dopMmHpoBaHHE Yy  OOydaromMXcsi  Npo(ecCHOHANTBHBIX
KOMITETEHIIHIA, 00ECIIEYNBAIONINX BBHITIOJHEHNE HOBOTO BUIA TPOPECCHOHATBHOMN JesITeIbHOCTH
B 00JaCTM  OpPraHU3alMOHHOIO M  JOKYMEHTAlMOHHOIO  oOOecledeHus  YIpaBICHUS
OpraHM3alUsIMU  JIIOOBIX  OPraHM3allMOHHO-NIPABOBBIX  (GOpM, NPUOOpETEeHHWE  HOBOU
KBanudukanuu no npodeccun «CekpeTapb-aIMUHUCTPATOPH.

3agaum  oOydyeHus: 1aTh OOydalOIMMCS HEOOXOJUMBIN ypOBEHb 3HAHUM s
OpPraHU3alMOHHOIO OOECIEeUeHHsl NESITEIbHOCTH OpPraHu3alui U OOEeCleUYeHUs AesTEIbHOCTH
PYKOBOJUTEIS OpraHU3aL1H.

TpedoBanus Kk 00y4armMMCs: JTUIa, UMEIONTUE, CpEeIHEe 001Iee 00pa3oBaHuE, a TAKKE
JMla, HE UMEIOIIMEe OCHOBHOTO OOIIEro MM CpeaHEero oOIiero oopa3oBaHMs, BKIIIOYAs JIHIL C
OTPaHUYEHHBIMU BO3MOKHOCTSIMU 3710pOBbs. OOyueHHe 10 MPOrpaMMe MOXKET OCYIIECTBISTHCS
B COCTaBe y4eOHOH IrpyNIbl MM UHAUBUIYAJIBHO.

Ilo okoH4YaHHMM TeopeTHYECKOro OJoKa, TMepel BBIIOJHEHHEM IPAKTHYECKOH
KBaJM(PHUKAIIMOHHOM pabOTHI MPOBOAMUTCS IIPOMEKYTOUHAS ATTECTAIIHSL.

WroroBass arrecranuss INPOBOAUTCS IO OKOHYAHHMM BCEro Kypca B  (opme
KBaJM(PHUKAIIMOHHOTO 3K3aMEHA SK3aMEHAIIMOHHON KOMHUCCHUEH, COCTaB KOTOPOIl ONpeaensieTcs 1
yrBepxkaaercs pykooautenem AHO JIIIO «BHIIMM». K mpoeaeHuio kBaauUKAIMOHHOTO
9K3aMeHa MPUBIEKAIOTCS MpEICTaBUTENM paboronaTtencii, ux oObeauHeHHd. Pe3ynbraTh
WUTOTOBOM aTTecTaluu OQOPMIISIOTCS TPOTOKONOM. [lo pe3ynbraraM HMTOTOBOW aTTECTaIllud
BBIJIA€TCSl CBUAETEIBCTBO O IPUCBOEHUH JIOJKHOCTHU CITy KAalLEro.

OOyueHue 1o nmporpaMme BeIETCsl Ha pyccKoM sA3bike Popma 00yUueHHs: O4Hasi, 3a04Hast
C MPUMEHEHHUEM JIEKTPOHHOTO 00yUYEHHE U TUCTAHLIMOHHBIX TEXHOJIOTUH.

Cpok 0o0yueHus: TPyJAOEMKOCTh OO0OydeHMsI Mo JaHHOW mporpamme 140 gacos. OOmmit
cpok oOydeHust 4 Hemenu (CPOK MOMKET OBITh MPOJJICH 32 CUET YMEHBIICHUS KOJIMYECTBA
aKaJeMUYECKHUX YacoB B JICHb, 110 COINIACOBAHUIO C 3aKa34MKOM 00pa30BaTEIbHbBIX YCIYT).

Pexum 3ansTHii: He Oosiee 8 4acoB B JICHb.



2. TPEBOBAHMS K PE3YJIBTATAM OCBOEHMUS ITPOT'PAMMBI

B pesynbrate 00ydeHust o nporpaMMe oOydaronirecs: JOKHBI OBJIAIETh CIIEAYIOIUMHU
npodecCHOHATBLHBIMU KOMIETEHLUSAMMU:

IIK-1. [Ipuem u pacnpenenenue TeaeGOHHBIX 3BOHKOB OpraHU3aIuN

IIK-2. Opranusanus paboTsl ¢ MOCETUTENIIMU OpraHU3alMN

IIK-3. BeinonHeHne KOOpAUHUPYIOMIMX U 00eCIeUnBaOnX (PyHKIMHA

B pesynabrare wusyueHus mnporpammbl «CekpeTapb-aJIMUHHCTPATOP» OOydarouuecs
HOJI’KHBI 3HATH:

- (GyHKUMY, 3a1a41, CTPYKTypa OpraHU3aluy, €€ CBA3H;

- IpaBWjia B3aUMOJEWUCTBUS C MapTHEpaMH, KIMEHTaMH, CPEICTBAMU MacCOBOM
uHbOopMaIuy;

- IIpaBUJIa OpraHU3ally puemMa MoceTUTeNeH;

- IpaBuiIa JeI0BOr0 OOIIEHMS;

- CTPYKTYypy OpraHM3ali U pacrpeaeseHue (QyHKIUNA MeXAy CTPYKTYpPHBIMHU
HO,Z[paSI[eHeHI/ISIMI/I CHEMAINCTaMU;

NpaBUiIa OPraHU3aIuH IPHEMOB B Oduce;

- IpaBUiIa CEPBUPOBKU YaiHOTO (KO(eHHOro) crona;

- IIpaBUJia IPUTOTOBJIEHUS U NTOJIaY FOPSYMX HAITUTKOB U 3aKyCOK K HUM;

- 9THUKY AEJI0BOTO OOLIEHMS;

- IIPaBUJIa PEYEBOT0 ITUKETA;

- TpeOOBaHUS OXpaHbl TPY/A;

- NpaBUJIa 3alIUTHl KOHQUACHITUAIEHON CITy:KeOHOH HH(pOpMAITHH.

B pesynbrare wu3yueHums mnporpammbl «CeKpeTapb-aIMHUHHCTPATOPY» OOydJarouIrecs
JAOJKHBI YMETh:

- UCIIONIb30BaTh TEXHUYECKHE W MPOrpaMMHBIC CPEACTBA JJsl POBEACHUS
TOJIOCOBOH MJIM BU/I€0-KOH(EpEHII-CBA3Y;

- UCTIOJIb30BaTh CPEACTBA KOMMYHHKALMOHHOW OpPITEXHHKH JJS TOJIY4YeHUS U
nepeaadn nHGopmanuu;

- BECTH  YYETHBIE  pETUCTPAllMOHHBIE  (OPMBI, HCHOIB30BATh  MX IS
nH()OpPMAITMOHHON pabOTHI;

- yCTaHABJIMBATh KOHTAKT C COOECEHUKOM, MOJACPKUBATh U Pa3BUBAThH JIEIOBYIO
Oeceny B mporiecce Tese(OHHBIX IEPErOBOPOB;

- CTJIQXMBAaTh  KOH(JIUKTHBIE U CJIOXKHBIE  CUTyalluM  MEXJIMYHOCTHOTO
B3aUMO/ICHCTBUS;

COOIOIaTh CITyKEeOHBIN TUKET;

- 00IIATLECS C TTOCETUTESAMU,

- UCIIOJIb30BaTh YCTAHOBJICHHBIC MpPaBUIa M MPOLETypbl KOMMYHHMKAllUM BHYTPHU
OpraHH3aLuH;

- BECTH yUeTHbIE (POPMBI, CTIOIB30BATh UX JJIsl paboThI;

- CO3/71aBaTh MOJIOKUTEIBHBIN MUK OpraHU3aINN;

- NPUHUMATh MEPHI [0 Pa3peLICHNI0 KOHPIUKTHBIX CUTYAIH;

- HNPUMEHATh HHPOPMAIIMOHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTHH;

- o0ecrieuynBaTh KOHPHUICHIIMAILHOCTh HH(OPMALIHNH;

- COCTaBJISITh M BECTH YUETHBIC JOKYMEHTHI;

- NPUMEHSTH CPEACTBa KOMMYHUKALMH IS TIEpelaul MOPYyUYEeHU PyKOBOJIUTENS U
COTPYTHUKOB OpTaHN3aIiH;

- NPUMEHSTHh COBPEMEHHBIE CPECTBa cOOpa, 00pabOTKH U Nepesadn HH(popMaIumy;

- OLICHMBATh PE3YJIbTAThl B paMKaxX MOCTABJICHHBIX 33]1ay;

- OCYILECTBIIATH KOHTPOJIb UCTIOTHEHUS IOPYYEHUI PYKOBOIUTENS COTPYAHUKAMHU.



Marpuiia KOMIETEHLHI

B COOTBETCTBHH C MPOPECCHOHATHHBIM
«CrneuuanuctT 1O OpPraHU3alMOHHOMY W JOKYMEHTAllMOHHOMY OOECIEYEHHIO YIpaBICHHUS
OpraHu3alMen», YTBEPKIAEHHOTO NpHUKa3oM MHUHUCTEPCTBA TPyla U COLMAIBHOM 3aUThl PO OT
15 nrons 2020 Ne 333 «OO6 yTBepkaeHMH HpodeccuoHanbHOro cranaapra «Crenuanuct 1o

OpTraHu3allMOHHOMY W JOKYMCHTAIIMUOHHOMY 00€ecIeYeHUIO YOpaBJICHUA OpFElHH?;ﬁIIHGfI».

Kon TpyAoBoi | @opmMupyeMasi KOMIIETCHIUs

byHKIMH

A/01.3 I1K-1. Ilpuem u pacupeneneHue Tene(OHHbIX 3BOHKOB OpraHU3aluN
A/02.3 I1K-2. Opraamsanus paboThI C MOCETUTEISIMA OPTraHU3aIuU

A/03.3 [1K-3. BeinosHeHHEe KOOPAUHUPYIOMUX U 00ecTIeYNBAIOMUX (QYHKIMN

Cas3b [Iporpammsl ¢ npogeccuonansabiMu cranaaptamu (I1C):

HaumenoBanue BeiOpannoro I1C YpoBeHb
HaumenoBanue [Iporpammel
(0IHOTO MJIM HECKOJIBKHUX ) KBAJTU(UKAIIH
[MpodeccronanbHbIi cTaHAApT
koxg 07.002
«Cnenuanuct 1o 3 ypoBeHb
OcHoBHast mporpamMmma OpraHU3allMIOHHOMY U KBaJTU(UKAIIH
po¢eCCUOHATILHOTO O0YUYEHUS — JOKYMEHTAallUOHHOMY
npodeccruoHaIbHas MOrOTOBKA 00ECTIEYeHHIO yTIPaBICHUS Opraau3annoHHOE
0 JIOJPKHOCTH CITy>Kalllero OpraHu3aluei» yTBepxaeH o0ecrieueHue
«Cexperapb-aIMUHICTPATOP pHUKa3oM MHHHCTEPCTBA JeSITeTbHOCTH
TPyZAa U COLMATILHOM 3aILUThI OpraHu3aILUH

Poccniickoit denepanun
ot 15 urong 2020 roga N 333u

CTaH/IapTOM




3. COAEP KAHUE INTPOT'PAMMBI

VYEBHBIU TUIAH

OCHOBHOI1 NporpaMMbl IPO(PEeCCHOHATBHOTO 00y4EeHUs —

IIPOrpaMMbl MPOPECCUOHANBHON MOATOTOBKH MO JOKHOCTH CITY>Kallero

«CekpeTapb-aIMUHUCTPATOP»

HCIOJIB30BAHUEM JHCTAHIIMOHHBIX

O0neM 3aHATHII €

Bcero TEXHOJIOTHil: ®opmbl
Ne m/m HaumMmeHoBaHHe AMCIUIIIMH
4acoB NpaKkTU4e | cCaMOCTOsl- | KOHTPOJIsSA
JIEKIHHA CKHe TeJbHasi
3aHATHA paborta
L TeopeTruueckoe o0yuenmne 86 62 12 12 3a4eTr
Monays 1 DyHKIUH, 3aJa4M,
CTPYKTYpa OpraHu3aluu, ee 14 10 2 2
CBSI3H
1.1. OCHOBHBIE TEPMUHBI U
OTIpeNeIICHHsI B cepe
OpPraHU3alMOHHOTO U 10 6 2 2
JIOKYMEHTAIIHOHHOTO
o0ecrieueHus yrpaBIeHUs
1.2. Beenenue B npodeccuto 4 4 - -
Monynsb 2 | [Ipagusia B3aumoneiicTBus ¢
napTHepaMH, KJIUEHTaMHU, 14 10 5 5
cpeacTBaMH MacCOBOIi
uHopmMaunu
2.1. enoBas KynbTypa B 6 4 )
npodeccruoHansHOM chepe
2.2. "
H(opMarus, ee BUIBI U 3 6 ) )
CBOIICTBA
Monyab 3 | 3yyka nesoBoro ofmennus 16 12 2 2
3.1. DTuKa 6 4 - 2
3.2. Kynbrypa oOmmenns B 4 4
npoeccuoHanbpHOM chepe
3.3. Icuxonmoryst KOJUIEKTHBA 6 4 2 -
Monyak 4 | pagnna peuesoro stukera 14 10 2 2
4.1. P i
€4eBOI 3TUKET U PEUCBbHIC 7 5 | |
cpencTBa o0IeHNUs
4.2.
Bunabt u popMbI nemoBoro 7 5 | 1
oOIIeHus
Monyae 5 | Tpegosanns oxpansl Tpyaa 14 10 2 2
5.1. OxpaHa TpyJa U TeXHUKA
Oe3omacHOCTH Ha pabouem 8 6 - 2
MecTe
5.2. TpeboBanus oxpaHbl TpyIa B 6 4 )
ABaApPUUHBIX CUTYAIHIX




Monynsb 6 | [Ipapnaa 3ammTer
KOH(pUIeHIHATBLHOI 14 10 2 2
cay:ke0Holi nHGoOpManun
6.1.
KondunennnansHas 7 5 | 1
nHpopMarus
6.2.
[IpaBuna 3amUTHI 7 5 | 1
nH(pOpMAIUH
7 I[Ipome:kyTouHas ) —
arrecTanus
8 Koncynbramuu c 4
MperoiaBaTeaeM
I KBamupukaumoHHbIi 48
JK3aMeH
[IpakTruueckas 40
kBanuduKaMoHHas padoTa
Ox3ameH 8 IK3aMeEeH
HToro 140 62 12 12

4. KAJEHJIAPHBI YYEBHBII TPAOUK
OCHOBHOM MPOTpaMMBbI IPOPECCHOHATHHOTO 00YICHUS —

porpamMmal HpO(i)eCCI/IOHaJ'ILHOI\/’I MMOATOTOBKH IO JOJIZKHOCTH CJIIYKALICTO

«CekpeTapb-aIMUHUCTPATOP»

Ne HaumenoBanue monyns Bcero, | YueOnas Hemens

n/m yac 1 2 3

I Teopernueckoe oOy4eHne 86 40 [40 |12

1 OyHKIWH, 33]Ia4, CTPYKTypa OpraHU3aIun, 14 14
€e CBSI3U

2 IIpaBuna B3anMOIEICTBUSA C IAPTHEPAMU, 14 14
KIIMEHTaMH, CPEICTBAMU MacCOBOI
nH(bOpMaIIH

3 DTHKA JIeI0BOTO OOLICHUS 16 12 |4

4 [TpaBuna pe4eBOro 3THKETa 14 14

5 TpeOoBaHuUs OXpaHbI TPyJa 14 14

6 [IpaBuna 3amuTel KOHOUISHITHATHEHOM 14 8 6
ciryxebHol nHpOpMaIyH

7 [TpomekyTOUHas aTTecTalus 2 2

8 KoHcynbranuu ¢ npenogaBareiaemM 4 4

1T KpaymmpukamoHHbIi K3aMeH 48
[IpakTryaeckas kBanupuKaonHas padora 40 28 12
Ox3ameH 8 8
NTOI'O 140 40 [40 |40 20




5. PABOYAS ITPOT'PAMMA
OCHOBHOI1 NporpaMMbl IPO(PEeCcCHOHATBHOTO 00y4YEeHUs —
IIPOrpaMMbl MPOPECCUOHANBHON MOATOTOBKH MO JOKHOCTH CITY>Kallero
«CekpeTapb-aIMUHUCTPATOP»

I. TeopeTnueckoe odyueHue

Mopnyas 1. ®yHknuu, 3a1a41, CTPYKTYPa OPraHU3alnum, ee¢ CBA3H.

Tema 1.1. OcHOBHBIC TepMHMHBI H onpeaedeHusi B cdepe OPraHM3anMOHHOIO H
AOKYMEHTAIMOHHOI0 olecrevyeHusi ynpasjeHus. OnpelneneHue NMOHATHN «MEHEIKMEHT» U
«ymnpasinenuey». [IpuHuunel 1 mMetoasl ynpasiaeHus. OyHKUM ynpasiaeHus. Opranuszanus Kax
cucreMa. OmnpenieneHue 1 o0Iue XapaKTepUCTUKN OpraHu3alui. BHyTpeHH:s 1 BHELIH:s cpea
opranm3aiu.  OpraHu3aliOHHO-TIpaBoBble  (opMbl  opranm3anuii.  OpraHu3aluOHHBIC
CTPYKTypbl ynpasieHus. PykoBoaurens B cucteme ynpasiieHus. JKH3HEHHBIM LIMKII
OpraHH3aIiHy.

IIpakTnyeckoe 3ansitne. Omnpoc Ha 3HaHME TEPMUHOB U OINpejaereHud B cdepe
OpPTraHW3allMOHHOTO W JOKYMEHTAI[MOHHOTO oOecreueHus ynpasieHus. HeoOxomumo nathb
OINpEACIICHUS CIEAYIOINUM MOHATUSAM: JEIONPOU3BOACTBO, TOKYMEHT, JIEKTPOHHBIN TOKYMEHT,
JIOCTOBEPHOCTh 3JIEKTPOHHOTO JOKYMEHTAa, XpaHEHUE [IOKyMEHTOB, 3JEKTPOHHAs MOAIMKCH,
AMEKTPOHHBIH  JOKYMEHTOOOOPOT, HOMEHKIaTypa nael, ApxuBHbli ¢oHn Poccuiickoit
denepanuu.

CamocrositesibHass ~ pabora.  CrIpoeKTHUpOBaTh  OPraHU3aLMOHHYIO  CTPYKTYpPY
OpTraHu3alii U CXeMbl HH(OPMAIIMOHHBIX MOTOKOB MEXIY CTPYKTYPHBIMHU TTOAPA3ACICHUSIMU
10001 OpraHu3aIui Ha BEIOOD.

Tema 1.2. Bpeaenme B mnpogeccuro. KpaTkas HCTOpHS CEKPETapCKOTO JIena.
KBanudukannonHas xapakTepUCTHKa CeKpeTapsA-aIMUHHCTPAaTOpa, €ro pojb B CTPYKType
opranmzaiuu. @OyHKuuM cekperaps. DyHKUUM CIykObl CceKkperapuaTta B OpraHU3aIUH.
KanpoBsiii coctaB cimyx0bl cekpeTapuara. Poins u MecTo CiykObl cekperapuara B CTPYKType
OpraHM3alIiHy.

Moayas 2. IlpaBuia B3auMoJeiicTBUSl ¢ NMapTHEPaMH, KJIHEHTAMH, CpPeICTBAMM
MaccoBoi HHGoOpMaLUH

Tema 2.1. JlenroBas KyJabTypa B mnpogeccuoHaabHOH cdepe. Ilonsrue nenosas
KynbTypa. J[lenmoBas KyiabTypa Kak KOMIUIEKC OTHOLICHMM 4YelOBEeKa K IpoLeccy Tpyna.
KittoueBble KOMIOHEHTHI J1€10BOM KyJNbTypbl. @OpMHUPOBAHUE MO3UTHBHOIO JIEJIOBOIO MMUIKA
opraHu3anuy. 3Ha4eHHE JEJIOBOM KyJIbTypbl B OpPraHU3alMM CEKPETapCKOro OOCIy)KUBaHUSL.
[lonsTHe KOpnopaTUBHAs KyJIbTYypa.

CamocrositeqbHass padora. CocTaBUTh AJITOPUTM JACHCTBHI CEKpeTaps MO OpraHu3alfiu
puémMa IOCETUTEIIEH, JEJIOBBIX BCTPEY U COBELIAHUM.

Tema 2.2. Undopmanus, ee BUaAbI U cBoiicTBa. OyHKIMKU nHGopManuu. TpedoBaHus,
npeabaBisieMble K nHpopManuu, kauectBo nHpopmaru. CooTHOLIEHHE MOHATUH «JlOKyMeHT u
uHpopmauus». WHpopmalMoHHbIE YPOBHU JOKyMeHTa. IIpoOneMbl moucka M TpaHCISALUU
JOKyMeHTHpoBaHHOU HH(popmarun. Mapopmannonnsie 6aprepbl. MHPOpMAaLIMOHHBIE TOTOKH B
OpraHH3aliHy.

IIpakTn4yeckoe 3aHATHE.

1. IlogroroButh M OQOPMHUTE B COOTBETCTBUH C IpaBWJIaMH [JEJIONPOU3BOJCTBA U
pedeBoro stukera B mporpamme Microsoft Word: uH(popmanoHHOE NHCBMO, pEKIaMHOE
IIUCbMO, COINPOBOJUTEIBHOE MHUCHBMO, IHMCbMO-3aIPOC, NHCHMO-IPUIIAIICHUE, ITHUCHMO-
HAaIlOMHUHAHUE U M03/IPaBUTEIBHOE THCHMO.

Moayab 3. ITHKa 1€710BOr0 O0IICHHS.



Tema 3.1. dTuka. [loBeneHue uenoBeka; npasuia U HOpMbl. HpaBcTBEeHHBIE TpeOOBaHUS
K IpoQeccHoHaIbHOMY IOBEJCHUIO: BEXIUBOCTh, TAKTUYHOCTb, TOOPOXKEIATEIBHOCTh U JIp.
Otuket. Cdepbl aeiicTBUS STHKET. DTHKA AenoBoro obmenus. Umumk cexperaps. MckyccTBo
CaMOIPE3CHTAllMM U BHELTHUNA BUL.

CamocrosiTesbHas padora. [loaroroButs 3cce Ha Temy «Mumx cexperaps».

Tema 3.2. Kyabrypa o0menHusi B mnpodeccuoHaabHOi cdepe. KommyHukanus.
CpenctBa BepOaibHOTO OOmIeHHS. HeBepOanmpHBIC cpencTBa OOMCHHUS. DTHKET B JICJTOBOM
obmenun. Ctunm oOumeHus. OCHOBHblE NpaBUiIa TMOBEACHYECKOI'O OSTHKETA: MPUBETCTBHUSA,
3HaKoMCTBa M JAp. Hopmbl oOTHOmEHWH B KoJuleKTHBE. OTHOIICHUS PYKOBOAWUTENS W
HNOJUYUHEHHBIX. MEXINYHOCTHbIE KOHTaKThl. OpraHu3anusi J1€JOBbIX KOHTakTOB. (OCHOBHBIE
TpeOOBaHUS K PEYH: TOH, ApTUKYJIISAIHS, TIPOU3HOIICHNE, TPOMKOCTh, TOYHOCTH B ITOI00pE CIIOB.

Tema 3.3. Ilcuxosnorusi kosulekTHBa. Ilcuxonmorust KoHQUIMKTA: OmpeAescHHUe
KOH(JIMKTA, THUIBI KOH(JIUKTOB, KOH(JIUKTOTEHBI, BOZHUKHOBEHHE KOH(IIMKTA, MPHYUHBI U
HOCHEACTBUSL KOH(DIMKTOB, CTaauu KOH(IUKTA, KOHCTPYKTHUBHBIE CIOCOOBI pa3pelIeHUs
KoH(uuKkTOB. CTWIb TIOBENCHHS B KOH(PIUKTHOW CHTyallMW: CTPATeTHMH TIOBEJICHHUS B
KOH(QJIUKTHOW CcHUTyallMu (COTPYAHHUYECTBO, KOMIPOMMCC, CONEPHUYECTBO, HU30eraHue,
npucnoco0iIeHne); KoaeKkc mopeneHust B KoHuukTe. [Icuxomornyeckuil aHamm3 KOH(IMKTOB:
QJITOPUTM Pa3pelleHus CUTYaluil U KOH(IUKTOB.

IIpakTHyeckoe 3aHATHA. PeIMTh CUTyallMOHHBIC 33a49H:

1. OgHoBpemeHHO Bac mpociT 0 Kakux-TO JAEHCTBHAX (KOTOpble BXoAAT B Bamm
00513aHHOCTH) J1Ba pa3HbIX COTpyAHUKA. [lapannensHo nenats 3TO HEBO3MOXHO, a 00a MPOCST
c/ienaTh Kak MOKHO ObIcTpee. Bamm neiictBus?

2. Bac mpocsT BBINONHATH pabOTy, KOTOpas HE BXOAWT B Bamm HemocpencTBEHHBIC
0053aHHOCTH, HO OOJbIlIE €€ HHUKTO ceiuyac He CMOXET CcJaelaTb HUCXOIs U3 YPOBHs
KkBanuukanuy. Bamm nefcTus?

Monayasb 4. [IpaBuiia peueBoro 3 TukeTa

Tema 4.1. PeueBoii 3THKeT M peuyeBble cpeacTBa 00meHusi. PeueBoil ’TUKET B JEI0BOM
OOIIeHNU. DJIEMEHTHl PEeYeBOro 3THUKETa: (OpPMBI OOLICHHUS, W3JIOKEHHUE MPOCHO, BBIPAKECHUS
MPU3HATEILHOCTH, CIIOCOOBI apryMEHTalluu B JENOBBIX cUTyauusx u ap. KyneTypa pedeBoro
obmenus. [lyonuunsie BeicTymienus. KynpTypa ciymanus naptaepa. bapbepsl B 00IIeHUHN U UX
PEO0JICHHE.

IIpakTnyeckoe 3ansaTue. [loaroToBuTh OPUIIMANIBEHOE MUCEMO C M3JI0KEHUEM MPOCHOBI
WJIH BBIPAKEHUS IPU3HATEILHOCTH.

CamocrosiTe1bHasi padora. [1oArOTOBUTH TEKCT BBICTYIUICGHHS IO CIydalo oOmiIes
OpraHH3aIliH.

Tema 4.2. Buasl um ¢opmbl 1esioBoro ooémenus. Jlenossie Oecenpl. JlenoBsie
neperoBopel. CymHOCTh nenoBor Oecenbl. Buasr Oecen. IloaroroBka Oecenmbl. CTpykTypa
nenoBoit Oecenpl. MeToabl, HMCIONb3yeMble Ha Pa3HBIX JTamax Je’loBOM Oecembl. DTHKET
nenoBoit Oecenbl. KynbpTypa nenoBeix coBemanuii. OcOOCHHOCTH OOIICHHS C WHOCTPAHHBIMH
napTHepamMu. DTHUKET Tele(OHHbIX mneperoBopoB. Kymnbprypa nemoBoit mepenucku. [lpuem u
obmenue ¢ mocetutesiMu. CepBUpOBKa YaitHOTO (KoelHHOT0) cTOoJIa B oduce.

IIpakTHyeckoe 3ansithe. [1oArOTOBUTH anropuT™M AEHWCTBUN IO OTPAaOOTKE HaBBIKOB
OOLIeHUs] C TMOCETUTEJEeM: OIMO3JABIINM, OXXUIAIOIIMM CBOEH oYepeau, MNpUIIeqIuM 0e3
IIPEJIBAPUTEIBLHOTO COITIACOBAHMSL.

CamocrositesqibHasi padora. IlogroroButs 3cce Ha oaHy u3 TeM: KopropaTuBHbIe
cTaHgapThl TenedonHoro odmenus. Cekpersl ycnexa TeaegoHHbIX neperoBopoB. TemOp rosoca,
WHTOHAUWKU, OuKkiusa. TpeOGoBaHWsA K NpaBUIbHOW peun. Bxopsmme u ucxopsiue 3BOHKU.
Hauano u 3aBepienue teaeoHHOTO pa3roBopa.

Mogayasb 5. Oxpana Tpyaa



Tema 5.1. Oxpana Tpyaa M TeXHHKA 0e30mMacHOCTH Ha padodyeM Mmecte. OCHOBBI
oxpanel Tpyaa B Poccuiickoit @eneparun. OCHOBHbIE MOHATHS TPYAOBOIO IpaBa.
OcHoBorosararonye MNpUHIMNBL OXpaHbl Tpyaa. OCHOBBI YyHpaBICHUS OXpaHOMl Tpyna B
opranuzaiuu. OpraHuzanus paboT HO OXpaHe TpyJa M YHPaBICHHUIO NPo(ecCHOHANTbHBIMU
pucKaMu Ha ypoBHe paboTtonatens. MHCTpykius no oxpaHe Tpya.

bezonacHocTh Tpyaa Ha pabouem MecTe cekperaps. DproHOMHUKA M OpraHu3alus TpyJa.
OCHOBBI JIEKTPOOE30MACHOCTH.

CamocrosiTeibHasi padora. [1oAroTOBUTH MakeT MHCTPYKIHMM IO OXpaHe TpyAa Ui
cekpeTaps.

Tema 5.2. TpeOoBanusi oxpaHbl Tpyda B aBapuidHbIX curyanusix. [lepeuens
COCTOSIHUI IIPU KOTOPBIX OKa3bIBa€TCA MEpBas MOMOIb. AJITOPUTMbI OKa3aHUs IEPBOW MOMOIIU
OpU Pa3IMYHbIX MOBPEXKJIEHHUSIX U COCTOSHUAX. ANTEUKa MEpPBOM MOMOIIM B OpraHU3aIUH.
[Topsnox BbI30Ba ckopoil nmomomu. [loxkapHas 6e3omacHOCTh B opranuzauuu. MHCTpyKuus mo
noxapHoil Oe3omacHocTd B opranuzauuu. ITopspok neiicTBuil mpu moxkape. DBakyauus Mpu
no’kape.

IIpakTHyeckoe 3ansaTHe. [IoaroTOBUTH anropurMa JIeHCTBUN MPHU BKIIOYEHUM CUTHAJIA
IIO’KAPHOM TPEBOTH.

Moayas 6. [IpaBuia 3amuThl KOH(PUICHIUAIBHON cayxeOHOH HHGOpMaun

Tema 6.1. Konduaenunanbuasa undopmanusa. CymHOCTb, 3aadyd U OCOOCHHOCTH
KOH(puIeHIMaapbHOl nHopManuu. Buapl xoHduaeHnmansHoi mHbopmanuu. IlepcoHanbHbIe
nanHble. Ciyxebnas taitHa. [Ipodeccuonanbnas taitHa. Kommepueckas taiiHa. Omnpenenenue
cocTtaBa  KOH(QUWACHIMAIBHBIX  JOKYMEHTOB. JloKyMeHTHpOBaHWE  KOH(HUACHIHAIHLHOU
uHpopMarmu. OpraHuszanus paboTel ¢  KOHQUACHIMATIHHBIMA  JOKyYMEHTAMH. YueT
KOH(UIEHIMAIBHBIX JOKYMEHTOB.

IIpakTuyeckoe 3ansaTHe. lIpoaHanu3upoBaTh 3aJaHHBIA JOKYMEHT W ONPEIEIUTH
HaJIM4Me€ W COCTaB KOH(UACHIMaNbHOM wHHoOpMamuu B HEM, K KAaKOMYy BHIY
KOH(UICHIIMATBEHON HH(OPMALIMKU OTHOCSTCS CBEACHHUS.

CamocrosiTesibHasi padora. COCTaBUTH COTJIANICHUE O HEPA3TJAIICHUH CITyKeOHOM
nHpopMaIuu.

Tema 6.2. Ilpunmunsl 3amuTsl MHGopManuu. [IpuHIUNBL 3aUTEl UHGOPMAIHH.
MeTtoasl U cpeiacTBa 3auIUThl MHPOpPMAIMU OT YTepH, Kpaxu win nopud. [loTeHuuanbHbie
yrpo3bl HH(HOPMAITMOHHOH 0€30MacHOCTH.

IIpakTHyeckoe 3ansiTue. Pa3zpaborarh makeT HOKYMEHTOB YIpo3bl MH(GOPMAIIMOHHON
0€30MaCHOCTH.

CamocrosiTesbHas padora. M3yueHne KoMIIekca Mep MO OXpaHe KOH(HICHIIMATbHON
UH(GOPMAITUU B OTKPHITHIX UCTOUYHUKAX.



6. POPMbBI ATTECTAIMU U ONEHOYHBIE MATEPHUAJIBI

Omnenka pe3yibpTaToB OOyUEHHs OCYIIECTBIISIETCS B XOAE MPOMEKYTOYHOW M MTOTOBOM
aTTecTaluny (KBadu(pUKAIMOHHBIN 9K3aMeH).

IIpome:kyTounasi arrecrauusi. [IpomMexxyToyHas aTTecTalusi TMPOBOAMUTCS IO
OKOHYaHHMU W3Y4YCHHUS TEOPETHYECKOro OOydeHMs W TPEICTaBseT coOoil 3auer B opme
TECTHPOBaHUS. Bompockl [uist 3adera 3arpy’kaloTcsi B CUCTEMY JWCTAHIIMOHHOTO OOY4YEeHHS B
cetu HMurepHer mo aapecy: https://itinovatii.gk-kp.ru/. Bcero Ha 3auer mpenoctaBmsiercs 10
BOMpocoB. [lo pe3ynbraTaM MPOMEXYTOYHOH aTTECTAlMU BBICTABIISIOTCS OTMETKH «3a4TCHOY /
«HE 3aYTEHO» U OTPAXKAIOTCS B BEIIOMOCTH IPOMEKYTOYHOH aTTECTAIH.

Kputepun onieHKH pe3yIbTaTOB TECTHPOBAHUSI:

KomnuectBo ~ GayimoB,  HaOpansbix | KauecTBeHHas OLIEHKAa WHIUBUTY ATbHBIX
cIIymiaTeneM 00pa30BaTeNbHbIX JOCTH)KCHUN

81-100 OIICHKA «3aUTCHOY

Memnee 80 OLICHKA «HE 3aUTECHO)

7. BOITPOCBHI Ha npoMeKyTOYHYIO ATTeCTAlUIo (3a4eT):

1. Ha xkakume ;Be OCHOBHbIe TIpPYyNNbl MOKHO Ppa3iejuTh O003aHHOCTHU
ceKpeTapsi-aIMHHHCTpPaTopa?

a) JOKyMEHTAIlMOHHOE  o0ecreyeHue  ympaBieHuss W 0e3/10KyMEHTHOe
o0Ccy>)XuBaHUE

0) JIOKyMEHTAIlMOHHOE o0ecreueHne YIpaBlIeHUs M 0030pHO-aHAIUTHUYECKas
byHKIIHS

B) 0030pHO-aHAIUTUYECKASI U TIPEJICTABUTEIbCKAST (PYHKIUS

2. YTo M3 mepeyMCJEHHOI0 He OTHOCHTCH K (YHKHHOHAJBHBIM 3aJa4yaM
ceKpeTapsi-aIMHHHUCTpPaTOopa?

a) JeJIoBas Mepenucka U COCTaBIECHUE I0TOBOPOB

0) OpraHM3alMsl BBICTABOK M BCTPEY C KIIMEHTaMU

B) pOBeJIeHNE BHYTPUKOPIOPATUBHBIX TPEHUHTOB U CEMUHAPOB

3. YT0 He BXOAUT B CHHUCOK NPOGecCHOHAJIbHBIX TPEOOBAHUN K CeKpeTaplo-
aJMMHHUCTpPATOpPY?

a) COBEpULIECHHOE BJIaJIcHUE COBpeMEHHOM oprrexHukoil, Munu-ATC, 3nanue [1K

0) OTIBIT COCTABJIEHUS MPECC-PEITNU30B U PEKIAMHBIX TEKCTOB

B) BBICOKAsl TPAMOTHOCTb, BBICOKAs CKOPOCTh MIeYaTH

4. Yro SIBJISIeTCS OCHOBaHHEM A nocJjeaymome nepeaaqyu
KOH(UACHIMATBHOI0 JOKYMEHTA HA UCIIOJIHEHHE COTPYAHUKY ?

a) pe3oTtonus

0) YCTHOE pacropsiKeHue

B) CIICIIMAJIBHOTO PACTIOPSIKEHUS HE TpeOyeTcs

5. Kak Ha3pIBaeTcsi JOKYMEHT, KOTOPOW NOATBepPKAaeT YCTAHOBJIEHHbIE
¢akTbl, COOBITHS WM AeHICTBUSA M COCTABJISETCH NPHU CBUAETEISAX?

a) CIIpaBKa

0) ciykeOHasl 3amucka

B) aKT

6. Yem nucbMa-0TKA3bl OTJHYAOTCA OT APYrUX Pa3HOBHAHOCTEeN mucem?

a) BCETJla COCTOSAT KaK MUHUMYM M3 IBYX KOMMYHHUKAaTHUBHO-CMBICIIOBBIX YacTen

0) HEe TpeOyeTCsl COCTaBIISITh 3aTOJI0OBOK K TEKCTY MUChMa

B) OT/AAaeTCs  MPENNoYTEeHHWEe  KOHCTPYKLUMSIM, B  KOTOPBIX 0OOCHOBaHUE

IPEALIECTBYET 3aKIOUECHHUIO
7. Kaxoe u3 npuBegeHHBIX BbIPAKEHUH JIyYllle He HCIIO0Jb30BaATh?




a) "Bac oxxunaer UBan MBanoBuu”

0) "CpouHo 3aiinute k MIBany MBanoBuuy"

B) "3aligure, noxanyiicra, k Isany lBanosuuy"

8. Kaxkas u3 yacrteil OyaeT u3JMIIHeld NPU COCTABJIEHUHU MPUKa3a?

a) BBOJHAA

0) KOHCTaTHPYIOIIas

B) pacnopsauTeNbHas

9. Kak cexkperapb-aAMHHHCTPATOP NOCTYNAaeT ¢ KOpPpecHOHAeHIHUel 1
PYKOBO/JCTBA ¢ moMeTKoi "au4yno"?

a) BCKPBIBACT U HE PETHCTPUPYET

0) BCKPBIBAET TOJIBKO 10 JJOTOBOPEHHOCTH C PYKOBOJIUTEIEM H PETUCTPHUPYET

B) HE BCKPBIBACT U HE PETUCTPHUPYET

10. UYro u3 mepevyHCIEHHOr0 He SBJSETCS PeIaKTOPOM TEKCTOBBIX
JOKYMEHTOB?

a) WordPad

0) Notepad

B) PowerPoint

OTBeTHI K 3a4CTy:

Howmep Bompoca bykBeHnHnoe o003HaueHne
MPaBUIILHOTO OTBETA
1. a
2. B
3. 0
4. a
5. B
6. a
7. 0
8. a
0. B
10. B

HUroroBass  arrecramusi.  HMrtoroBas  arTecrauus  mpoBoauTcs B (opme
KBATM(UKAIIMOHHOTO  dK3aMeHa. K KBaTM(UKANMOHHOMY  9K3aMEHY  JOITyCKAaIOTCs
oOyuJaromiuecs, ycrnemHo 3aBepiiuBiine ocBoeHue [Iporpammbel. OOyyarommmcs HEOOXOIMMO
IPOJIEMOHCTPUPOBATh YMEHUE NPAaBWIBHO M KPATKO W3JIaraTh OCHOBHOM MaTepHall, BBIICISs
IIPU STOM OCHOBHBIE TTOJOKECHHSI.

KBanudukanuoHHbI IK3aMeH COCTOUT U3 KBATH(PUKAITMOHHON pabOThI U SK3aMCHA.

Kpanudukanmonnas padora. [Ipu Hanucannu kBanudukanroHHOW pabOThl HEOOXOAUMO
YeTKO M KpPaTKO W3JIOKUATh MaTepHaj, BBIICIUTH OCHOBHBIC TIOHSATHS BOIPOCA, CIENaTh
HEOOXOJUMBbIE BBIBOJABI — pe3ioMe. [Ipu BBIMONHEHWU STOrO 3aJaHusl HE JOIYCKAITCs
OOIIMPHBIE BHITUCKH U3 YYEOHUKOB, CTIEIMAIBHON JTUTEPATYPhI U APYTHUX UCTOYHUKOB. OTBET HA
BONPOC JOJDKEH OBITh M3JI0KEH T'PAMOTHBIM JIUTEPATYPHBIM SI3BIKOM M CBHUAETEIHCTBOBATH O
riryOnHe MPOpabOTKH TEOPETUIECKOTO MaTepraia.

[TpuMepHBIif TepedeHb TeM KBaTu(UKaAIMOHHBIX PAOOT:
Poib cexperapst B opraHuszaiiy JOKyMEHTO000POTa MPEIIPUSATHSL.
HcTopus pa3BUTHS CEKPETAPCKUX CIYXKO.
Ponb u o0s13aHHOCTH CeKpeTaps.
Ponb cekperapst B opranuzanuu JOKyMEHTO000pOTa.
[IpodeccronanpHbIe ¥ TMYHOCTHBIE KAYeCTBA CEKpeTapsi.

A S



TpeGoBanust kK oopMIICHUIO KBaTHM(PUKAIMOHHONW paboThl. KBanmudukamuonnas padora
JOJI’KHA UMETh TUTYJIBHBIN JIUCT, MOSICHUTEIBHYIO 3alMCKY, CIIUCOK HCIOIBb3YEMOM JTUTepaTyphl
Y YUCTBIN JIUCT JIsl HAITMCAHUS PELIEH3HH.

KBanmuduxkarnmonnass paborta BeImonHseTcs Ha aucTtax (opmara A-4 (210x297mm) u
OpoIIIOpYyeTCsl TMOJ] TUTYJIBHBIM JUCTOM. TEeKCT KBadU(UKAIIMOHHOW pPAOOTHI JTOJKEH OBITh
HaIMCcaH TPaMOTHO, 0e3 UCIIPaBJICHUN U TPOU3BOJIBHBIX COKpAIICHHH U HAaOpaH Ha KOMIIbIOTEpE
mpuprom Times New Roman — 14 uepes 1 uHTepBas c 00s3aTe€IbHBIM COOJIOIEHUEM
CTaHJAapPTHBIX MOJIEH:

JleBoe nosne nucra —20 MM

[IpaBoe none nmucta — 10 mm

Bepxnee mone nucra — 20 mm

Hwxuee none nucra — 20 mm

O0bem KBaM(UKAITMOHHOW PaOOTHI HE TOJHKEH MpeBbImarh 10 cTpaHwmiI.

B cnydasx, xorma TpeOyeTcss TOYHOCTh TEOPETHYECKHX (DOPMYITHPOBOK, MPUBOISTCS
mutartbl. CchUIKa Ha LUTATy AOJDKHA OBITH ClelNaHa B KOHIIE LUTAThl C yKa3aHMEM HOMepa
MEPBOMCTOYHUKA U3 CIIUCKA JTUTEPATYPhl U CTPAHUIIBI, C KOTOPOH clieJlaHa UTaTa.

Crpanuupl, TabIUIBl U JPYyroid WIUTIOCTPATUBHBIA MaTepuan JOJKHBI UMETh CKBO3HYIO
HyMepaIio OT Hayasa TeKCTa.

BrimonHeHHY0 1 0()OpPMIIEHHYIO B COOTBETCTBHH C TPEOOBAHUSAMHU KBAIN(UKAITUOHHYIO
paboTy oOyuaromuiicss JOMKEH HANpaBUTh AJSl MPOBEPKH B cBoeM JnyHOM KabuHete B CJIO.
Bpems mpoBepku pabotel — 1 paOouunii ans. Ilpu mosydeHHH NOJOXUTENBHON PpELEH3UU
00y4aromuicst JOMyCKAeTCsl K HTOTOBOMY TECTUPOBAHHUIO.

Ecnu penensus mnpemycmarpuBaeT 0pabOTKy KBaIU(UKAIIMOHHOW paboOThl, TO B
COOTBETCTBUU C 3aMEUaHUSIMHU pELEH3eHTa oOyuwaromuiics ee popadaTeiBaeT. JlopaboTku
oQOpMIISIIOTCSL B KOHIIE KBaJU(pUKALMOHHON paldoThl. Ecimu ke perneH3us mperycMaTpuBaeT
nepepaboTKy KBalU(PUKAIIMOHHOW pabOoThI, TO HOBBIM BapHaHT HAMpaBISAETCS HA IMPOBEPKY
BMECTE C MEepBOHAYAIbHBIM. be3 KBanu(pukannoHHON paboThl 00yUaIOMIMNACS HE JOIMyCKaeTCs K
JK3aMeHy.

KpuTepuu olleHKU KBaTU(PUKAIIMOHHON paOOTHI:

«O1au4HO» - paboTa XapaKTepU3yeTCs CMBICIOBOM LEIbHOCTHIO, CBSI3BHOCTBIO H
MOCJIEIOBATEIbHOCTBIO  M3JIOKEHUsT  mpoOieMbl.  OOydwaromumiics  ymeeT  BbIpaxartb
apryMEHTHUPOBAaHHOE MHEHHE 10 CQOPMYJIUPOBAHHOW TMpoliemMe, TOYHO OMpenenss ee
colepkaHue U cocrapisiomue. KpamudukanuonHas paboTa HE COIEPKHUT (HaKTHUECKUX
ommOOK, CBSI3aHHBIX C TOHMMaHWeM mpooOsembl. Kpammdukanmonnas pabora cHabkeHa
HE0O0X0IMMBIM OUOIMOrpadUIecKrM anmnapaTom.

«Xopomo» - Kpamudukanuonnas padbora XapaKTepu3yeTCs CMBICIOBOM IEIbLHOCTHIO,
CBSI3HOCTBIO M IIOCIIEIOBATEILHOCTBIO M3JIOKEHUs; JOoIMymieHo He Ooznee | ommbOku npu
OO0BSICHEHUH CMBICIIA WM COJAEpKaHUs Mpobiemsbl. JlJis apryMeHTaluyu MPUBOJIATCS CCHUIKU Ha
NEPBOMCTOUYHUKM M HCCIeNoBaHUsA. [IpoeMOHCTpUPOBAHBI HCCIENI0BATEIbCKUE YMEHHS U
HaBbIKU. DAKTUYECKUX OMIMOOK, CBSI3aHHBIX C MOHUMaHUEM MpoOsembl, HeT. JlomyIieHbl oaHa-
JIBE OIMIMOKHU B 0(hOpMIIEHUH PabOTBHI.

«Y10BJAeTBOPUTENBbHO» - OOy4Yaronuiicss MPOBOAUT JOCTaTOYHO CaMOCTOSATEIbHBIN
aHanmu3 M30paHHOM Ui paccMOTpeHus: mpoOsembl. [IpuBIIeUeHBI OCHOBHBIE WCTOYHHMKH IO
paccMmarpuBaemoii Teme. [lomymieno He 6osee 2 ommOOK B CMBICIIE HIIA COACPKaHUU MTPOOIIEMBI,
oopmieHnr KBaTu(pUKAMOHHON paboTHI.

«HeynoBaerBopureibHo» - KsamudukanmonHnas pabora TmpeacTaBisieT coOoi
nepecKa3aHHbli WIN MOJHOCTHIO MEPENUCAHHBIA TEKCT KAaKUX-TO MUCTOYHHKOB, YUCOHUKOB WU
uccienoBaHuii 0e3 KOMMEHTapueB, aHanu3a. He packpeiTa CTpyKTypa M TEOpEeTHUYECKHe
cocTaBisone TeMbl. JlomymeHno Tpu win Oojiee TpexX OUIMOOK B CMBICIOBOM COJIEpYKaHUU
packpbeiBaeMoi po0IeMbl, B 0hOpMIICHIH KBATH(DUKAIIMOHHON pabOTHI.

Ok3aMeH. OK3aMe€H MpOXOAUT IpPH TMOMOIIM 3JeKTpoHHOro TtectupoBanuss B CJO.
Pesynbrarel uWTOrOoBOM arrectamuu  OQOPMIISIIOTCS TMPOTOKOJOM. PesynbpTaThl dK3aMeHa




OLIEHUBAIOTCS 10 YETHIpEX OATHbHON cHCTEME (KOTIUYHOY, «XOPOIIOY, «yIOBICTBOPUTEIHHOY,
«HEYJIOBJIETBOPUTEIbHO») corjnacHo [loiokeHUI0 O TeKylleM KOHTpOJIe YCIEBaeMOCTH,
npoMmexxyTounor u utoroBoit arrecraumun AHO JIITO «BIIIIWy». Jlumam, ycnemHo caaBuiaMm
9K3aMEH, BBIIAETCS CBUACTEILCTBO O IOJDKHOCTHU CIIy)Kalero, ycranosiaeHHoro B AHO JII1O
«BIITN» obpa3sia.

WnauBUayanbHbI y4yeT pe3yslbTaTOB OCBOCHUS OO0ydYaromUMHCS 00pa3oBaTelbHBIX
IporpaMM, a TaKkKe€ XpaHEeHUE B apxuBax MH(popMauuu o0 3THX pe3ybTaTax OCYIIECTBISIOTCS
AHO JITO «BIIIIN» Ha OyMa)KHBIX U (MJIH) 3JIEKTPOHHBIX HOCUTEIISAX.

KpI/ITepI/II/I OLICHKHU PE3YyJIbTATOB TCCTUPOBAHUS ITPU SK3dAMCHC:

KommgectBo  GaimoB, HabOpaHHBIX | KadecTBeHHAS OIICHKA WHIUBUTY ATBHBIX
ciymiatenemM 00pa3oBaTeNbHbIX JOCTUKCHHMA

&81-100 OLIEHKA «OTJIMYHOY

71-80 OIICHKA «XOPOIIIO)

51-70 OIICHKA «YyJIOBJIETBOPUTEIHHOY

Menee 50 OIICHKA «HEYJIOBJIECTBOPUTEIBHO»

8. BOITPOCHI K KBAJIM®GUKAIITMUOHHOMY 2K3AMEHY

1. BoiOepure npaBuIbHOE YTBEPKACHHE:

a) BCE MOCTYMAIOIIKME B OPTraHU3alUI0 JOKYMEHTBI PETUCTPUPYIOTCSA CEKpeTapeM-
aJIMUHUCTPATOPOM

0) NOCTYIUBIINE B OPraHU3alMI0 JOKYMEHTBhl PErUCTPUPYIOTCS CeKpeTapeM-
AJIMHUHUCTPATOPOM BI)I60p0‘~IHO, B COOTBCTCTBUHU C YTBCPKIACHHBIM IICPCYHEM JOKYMCHTOB

B) U3 BCeX IMOCTYIMBIIMX B  OpPraHU3alMI0O  JIOKYMEHTOB  CEeKpeTaphb-
aJMUHUCTPATOP PETUCTPUPYET TOJBKO TE€, KOTOpbIE IMEpeJaloTcs Ha PacCMOTPEHHE
PYKOBOJIUTEIIO

2. PaCl'[Opﬂ)KeHI/IH, H3gaBacMbI€¢ PYKOBOACTBOM OpPraHu3anuu, CYMTAOTCH:

a) MPABOBBIMU aKTaMU
0) pacropsAuTeIbHBIMU JOKYMEHTaMU
B) JIpyroil BApUaHT

3. Kakoii W3 [OKYMEHTOB perjJaMeHTHpPYeT [AesTeJbHOCTh KOHKPETHOIO
JAOJKHOCTHOIO JIuna?

a) npuKas
0) [IOJIOKEHUE 00 oTHelie
B) JOJDKHOCTHAS UHCTPYKITHS

4. C kakoii ¢pa3pl He pPeKOMEHAYeTCS HAYMHATH TeJedOHHBIN pPa3roBop ¢
NapTHePOM WJIH KJIHEHTOM?

a) "3apaBcTBYyiiTe, Bac 6ecriokout kommnanus N (cekpetapb komnanuu N)"
0) "3apaBcTBYMTE, C BAMM rOBOPAT U3 KoMnaHuu N"
B) "3npascTByiite, cekperapb NN u3 komnanuu N"

5. Kakoii CpOK MCIOJIHEeHUS YCTAHOBJIEH JIsl MUCeM OT OpraHu3aumii?

a) CEMb ITHEN
0) TpU AHEH
B) TPUILIATH THEH

6. B xakom mopsiiKe, COIVIACHO TMpPaBWJIaM [JOKYMEHTO000poTa, I0JIKHA
CTPOUTHCS padoTa ¢ MOCTYNAIUMH B KOMIIAHUIO TOKyMeHTamMu ?



a) npueM - TepBOHAYalbHAs 00pabOTKa - MPEIBAPUTEIBHOEC PACCMOTPEHHUE -
paccMOTpEHUE PYKOBOUTEIIEM - HCIIOJTHEHUE YIIPABICHUE B JIEJI0

0) npueM - T[epBOHAYalbHas o00paboTka - perucTpamusi - pacCMOTPECHHE
PYKOBOJUTEIEM- UCTIOJHEHUE - HAIIPABJICHUE B JIE€JIO
B) oopmiieHne MOKyMEHTAa - HOANUCAHHE - PETUCTPALUs - COIJIACOBAHHE -

YTBCPIKACHHUC - OTIIpAaBKa

7. Kakum cnoco0oM mpocTaBJisieTcs 1aTa B rpude yrBepxaeHus J0KymMmeHTa?

a) MEeYaTHBIM CIIOCOOOM
0) CEKpeTaph MPOCTABISAET €€ OT PYKH IOCIIEe YTBEPXKACHUS JOKYMEHTa
B) €€ IIPOCTABIISIET PYKOBOAUTENL B MOMEHT YTBEPKIACHUS JOKYMEHTA

8. Kak Ha3bpIBaeTcsi JOKYMEHT, (QUKCHPYWIIMH XO0A 00CYKIeHMS W NPHHATHUSA
pelIeHus] HAa 3aceJaHNHU B KOMIIaHUuM?

a)TIPOTOKOJ

0) peuieHue

B) pacopsiKeHUE

9. Hy’Ho Ji1 perucTpMpoBaTh NUCbMA-HAIOMHUHAHUSA ?
a)HeT

0)1a

B) 10 YCMOTPEHUIO CEKpeTapsi-aAMUHUCTPATOpa

10. Eciu mocJjieiHuil [1eHb CPOKAa MCHOJHEHHS] JAOKYMEHTAa NPUXOAUTCHA Ha
Hepa0douMii 1eHb, KOI/1a He00X0AUMO UCIIOJTHUTDH JOKYMEHT?

a)He MOo3JHee JTHS, CIIEIYIONIETO 32 BRIXOJHBIM

0) He To3IHEee JTHS, MPEIIISCTBYIOMIETO BBIXOTHOMY

11. Ecaun nos nepexaym J0KYMEHTA MCHOJIb3yeTcsl akCMMUJIbHAS CBSA3b, KAKOM
00beM JOKYMEHTAa CYUTAETCH NMpeAeJbHO JONYCTUMBbIM?

a)Tpu JucTa

b) nsate nmuctos

B) 10 nucToB

12. B nucbMeHHOM OOpalieHuu ¢jioBa "rocnogun" u '"rocmoxa':
a)TTUITYTCS TTOJTHOCTHIO

6) MUIIYTCH MOJHOCTBIO IPpU 06paH_[eHI/II/I K BBICOKOITIOCTABJICHHBIM JIMIIaM
B) BCET/1a COKPAIIAIOTCH.

13. Kakyo ¢popMyJIHPOBKY 10JI’KEH HMETh 3aroJIOBOK K TEKCTY IIPOTOKO1a?
a)B IIPEAJIOKHOM MaJIekKe

0)B IaTeILHOM MaJekKe

B) B POJUTEIILHOM MaJexke

14.Cko0JbK0 apecaToB MOKeT ObITh HA OJJHOM JOKYMeHTe?
a)He Oosee Tpex

0)He Ooiee yeThIpex

B)He 0oJiee OJTHOTO

15. YUto noHumaercs nojg TepMuHoM "kBopym'?
a)MI/IHI/IMaJ'H:HO HCO6XOI[I/IMOG U AO0CTATOYHOC KOJUYCCTBO YJICHOB KOJIJIETHAJIBHOI'O
opraHa Jjis Hadasja paboThl coOpaHus



0)1/3 4neHOB KOJUIETHATBLHOTO OpraHa
B) | 2 4IeHOB KOJUIETHAIIBHOTO OpraHa

16. Kakoii TepMHMH, Kak NpPaBHJIO0, MCHOJb3yeTcsl B padoTe ¢ JOKYMeHTaMH,
coep KAIMMHI KOMMePUYEeCKYI0 TaliHy, KOH(pHIeHI[HATbHbIE CBeIeHN?

a)yder

0)perucTpanus

B) Ipyroit

17. Bam pykoBoAuTE b BO3BPANIAETCS U3 HeAeJbHOI KOMaHAMpoBKH. UTo cTouT
cleJaTh K ero Npuxoay, 4To0bl NOMO4Yb ObICTPee BKJIKYNTHLCSA B padory?

a)MOJATOTOBUTH KPATKUM OTYET O TOM, YTO MPOU3OILIO 32 HEJETI0 er0 OTCYTCTBUS

0)mocrapaTbCsl Ha3HAYUTh Ha MEPBBIA pabouMil A€Hb MAKCUMYM BCTpEY

B) BBIJICJIUTH BPEMSI Ha COBMECTHBIN MPOCMOTP BHEITHEH KOPPECIIOHICHIINH

18. Ha »3rame nepBoHayaJbHOH 00padoTKM BXoAsimiell KOPPeCHOHAECHUHNH
ceKpeTapb-aJIMUHUCTPATOP:

a)HE YHUYTOXAEeT KOHBEPTHI, a MOAIINBAET UX BMECTE C JOKyYMEHTaMHU

6) BCCTra YHUUYTOXACT KOHBCPTHI, B ACJI0 MMOAMINBACT TOJIbKO JOKYMCHTDLI

B) HE YHMUYTOKaeT KOHBEPTHI, €CJIM Ha CAMOM JIOKyMEHTE HEJIOCTaTOYHO MH(OpMaIuu
00 aBTOpE WJIM XapaKTepe JOKyMEHTa

19.Kaxkoii 0;1aHK McnOJIb3yeTcsl P 0(POPMIECHHH MPOTOKOIA?
a)0JaHK OpraHU3alUu

0)01aHK HE UCIOJIb3YETCA

B) OJIaHK CTPOTOil OTUETHOCTH

20. YTo ucnoab3yeTcs NPU U31AHUUA COBMECTHBIX MPUKA30B?

a) OJ1aHKU TTPUKA30B

0) CTaHJapTHBIC JIUCTHI Oymaru ¢popmara A4

B) obmue OaHKu

Howmep Bonpoca BbykBenHoe o003HaueHNE
MIPaBUIBHOTO OTBETA
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9. YCJIOBUS PEAJIM3ALIMU ITPOI'PAMMBI

9.1. TpeGoBaHusA K MUHUMAJIBHOMY MaTepPHAIbHO-TEXHUYECKOMY 00ecnedyeHHIo

Hcnonb3oBanne JEKIMOHHBIX AyJIUTOPUN HE MPEAYCMOTPEHO B CBS3U C peaU3alueil
nporpaMM C TMPUMEHEHHEM HCKIIOUUTENIBHO D3JEKTPOHHOTO OOYYEHHS, TUCTAHIIMOHHBIX
00pa30BaTeNbHbIX TEXHOJIOTUH.

Pa6ouee mecto mpenogasatens B AHO JI10 «BIIIIM»» ocHameHo: CTOIOM JTsl PENo1aBaTes,
MEPCOHAIBHBIM KOMIIBIOTEPOM C BBIXOJ0M B IHTEpHET.

TexcToBbIe IeKIMU B JIEKTPOHHOM (opmare, GOHIBI OLIEHOYHBIX CPEJICTB (3aJaHusT) s
IPOBEJCHUS TMPOMEXKYTOYHOW M  HTOTOBOM  aTTeCTallMd  pa3MELIAloTCsi B CHCTEME
JTUCTaHIIMOHHOTO 00y4eHwus B cetu MHTEepHET Mo aapecy: https://itinovatii.gk-kp.ru/.

9.2. O6uue TpeOGoOBaHUs K OPraHu3aliu 00pa30BaTeJbLHOI0 Mpouecca

Peanmmszanmss mporpaMMbel  JODKHA 00€CHEUMBATBCS  MEAATOTHUYECKUMH  KaJpaMH,
UMEIOIMMHU  cpefiHee Mpo¢decCHOHANbHOE WM BbICIIEEe O0Opa30BaHUE, COOTBETCTBYIOIIEE
npoQIII0 TPEnoJaBaeMoil JUCHUTUIMHBI (MOAYIIS), a TaKKe MPOUISIIIMMHU JIOTIOJHUTEILHOE
npodeccuonansHoe 00pa3oBaHUe B O0JACTH TEXHOJOTHM JUCTAHIIMOHHOTO OOydYeHUs H (WiH)
UH(POPMALMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHIA.

OOydeHue Mo mporpaMMe OCYIIECTBIISETCS Ha MiIaTGopMe CHUCTEMbI JUCTAHLMOHHOTO
oOyuenus https://itinovatii.gk-kp.ru/ (manee - CJ0O). Hoctym B CJIO ob6ecneunBaercs
HENPEPHIBHO (B KPYTIOCYTOUHOM PEKUME CEMb JHEH B HE/IENI0) U3 000 TOUKH MOAKIIOYSHUS
k cetn Wurtepner. Jloctyn ko Bcem cepucam CJIO mepcoHanm3upoBaHHBIN (MO yYETHOU
3anucelo). OpraHu3alOHHO-TEXHUUYECKOE COMPOBOXKIECHUE BKJIIOYAET B ceOs perucTparuio,
yJaJeHrue, BOCCTAHOBJIGHHE JIOTUHA W TApOJisi TMOJb30BATEICH, PEJAaKTHPOBAHWE YUYETHOU
3anucu. OpraHu3alluOHHO-TEXHUYECKOE CONMPOBOXKIEHHE ocymiecTiasieTr meroauct AHO JII10
«BIIIT».

YyebGHO-MeTonnueckue Marepuansl pasmeniensl B CAO u  BiimouaroT B cels:
PYKOBOJICTBO MoJib30Batels mpu padote B C1O, muteparypy JJisi CaMOCTOSTEIBHOM MPOpadOTKH
TEM TMpPOrpaMMbl, HOPMATHBHBIE IPABOBbIE€  aKTbl, IMEPEYEHb HHTEPHET-PECYPCOB,
o0pa3oBaTenbHBIX pecypcoB. IlpeamerHas cTpaHuna Kypca BKIIOYACT JICKIWU, TECTHI, 3aIaHUs
JUIS  MHJIUBUAYAJIBHOTO BBINOJIHEHHS, WH(QOPMALMOHHO-METOJUUYECKUE pecypchl B (opme
«CTPaHUIBD», «KHUTH», Pa3MEIICHHBIX (AMIIOB M CCBUIOK HAa HMHTEPHET-PECYpChl. TeMbl
nporpamMMbl 0(OpMIIEHBI B BU/I€ TEMATUUYECKUX OJIOKOB.

B mpomecce peanuzanuu mporpamMMbl UCTIONB3YIOTCS CPEIACTBa MH()OPMAIMOHHBIX H
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIL: 3JIEKTPOHHAs OYTa, Iu1aTdopma JUIsl IPOBEJIeHNs BEOMHAPOB
B CJ1O.

Bunast 1 popmbl yue6HOM pabOThI C HCIOIB30BAHUEM JIEKTPOHHOTO 00yUeHUs:

- caMocTosTeNbHas paboTa, BKIOYAOmas paboOTy € COJACPKHMBIM Kypca OOydeHus,
BBINOJIHEHHUE 3aJaHUH JJ11 OTPaOOTKU NPAKTUUYECKUX HABBIKOB,

- JIeK1usi, BeOnHap,

- KOHCYJIbTALlUsl MHIUBUAyaJIbHAs UM TPYIIOBas;

- KOHTPOJIb 3HAaHUH (TECTUPOBAHUE).

[lpenocraBienne pe3yiabTaTOB CaMOCTOATENBbHOM  pabOThl  (MHOUBHIyalbHOE U
TPYNIIOBOE KOHCYJIBTHPOBAHUE, PA3IMYHBIC BHIBI aTTECTAIM) OCYIIECTBIISIOTCS MOCPEICTBOM
CHAO. TI'pynnoBble M HHIMBHIyalbHble KOHCYJIbTAllUUM TPOXOJAT MpPHU HEMOCPEICTBEHHOM
OOIIEHNH TIpenojaBaressl M CIymareis B XoAe OOy4eHHs, OpraHU3yIOTCS B TUCTAHIIMOHHOM
pexxume. HMHpopmupoBaHue ciymarened o pe3yibTaTaXx MPOMEXYTOYHOH M HTOrOBOM
aTTecrauuu ocymectsisiercs yepe3z C/10.



9.3. YueOHO-MeTOAMYECKOE 0OOecniedyeHHe M HHPOPMALHMOHHOE o0ecnedeHne NporpaMmbl
HopmaTuBHO-npaBoBbIe JOKYMEHTBI

1. ®denepanbHbiii 3akoH 0T 29 aekabpst 2012 r. N 273-®3 "O6 oOpa3zoBaHuM B
Poccuiickoit @eneparuu” (¢ w3menenusmu Ha 11 wurors 2022 roma). DneKTpOHHBIA (GOHI
MPaBOBBIX U HOPMATHUBHO-TEXHUYECKHUX JOKyMeHTOB https://docs.cntd.ru/document/902389617

2. [Ipuka3z MunuctepctBo mpocemienust Poccuiickoit @enepanuu ot 26 aprycra
2020 rtoma N 438 «O06 yrtBepxkaeHuu Ilopsinka opraHu3am W OCYIIECTBICHUS
00pa30BaTeNbHON AEATEIBHOCTH MO OCHOBHBIM IpOrpaMMaM Mpo(hecCHOHAIBHOTO 00yYeHUsD
(3apeructpupoBanHo B Muntocte Poccuu 11 centsadps 2020 roma, peructparmorabiii Ne 59784).

DIEeKTPOHHBIN doug MIPABOBBIX u HOPMAaTHUBHO-TEXHUYECKUX JIOKYMEHTOB
https://docs.cntd.ru/document/565697399
3. [Ipuka3z MunucrepcrBa obpazoBanust U Hayku PD ot 23 aBrycra 2017 r. N 816

"O6  yrtBepxaecHuu  Ilopsiaka ~ MpUMEHEHHMs]  OpraHU3AMSAMH,  OCYIIECTBIISIOIIMMH
00pa30BaTeNbHYIO AESTEIBHOCTD, AIEKTPOHHOIO O0YYEeHHUs, TUCTAHIMOHHBIX 00pa30BaTeIbHbBIX
TEXHOJIOTHI TIpU peanu3anuud oOpa3oBaTelbHBIX Tporpamm" (3aperucTpupoBaHo B MuHiocTe
P® ot 18 cents16ps 2017 rona, perucrpaunonnslii Ne 48226). DneKTpOHHBINH (OHA MPABOBBIX U
HOPMAaTHBHO-TEXHUYECKHUX JOKyMeHTOB https://docs.cntd.ru/document/436767209

4. [Ipuka3 MunucrepcrBa npocseuieHust Poccuiickoit @enepanuun ot 25 anpens
2019 No208 «O BHecennmn wusmeHeHuid B Ilepedennp mnpodeccuid paboumx, MTOHKHOCTEH
CIIy’)KalllUX, IO KOTOPHIM OCYIIECTBISIETCS NpOQecCHOHAIbHOE OOy4YeHHE, YTBEP>KICHHBIN
npuka3oM MuHuctepcTBa oOpazoBanus u Hayku Poccuiickoit ®deneparuu ot 2 utons 2013 r. N
513» (3apeructpuposano B Muntocte P® ot 24 uronst 2019 rona, perucrpaunonssiii Ne 55009)

DJIeKTPOHHBIN dboHI MIPAaBOBBIX " HOPMATHUBHO-TEXHUYECKHX JOKYMEHTOB
https://docs.cntd.ru/document/554691473
5. O6mepoccuiickuii kiaccuukarop mpodeccuit pabounx, JOIKHOCTEH CITyKalux

u Tapudueix paszpsgoB OK 016-94 (OKIIATP) mpunst nocranosnenueM ['occranmapra PO ot
26 nexabpst 1994 r. Ne 367 (c uBMEHEHUSIMU M JOTIOJTHEHUSMH ). DJICKTPOHHBINA (POH/T TTPABOBBIX
¥ HOPMaTHUBHO-TEXHHUYECKUX JOKyMeHTOB https://docs.cntd.ru/document/9029638

6. [Ipodeccuonanbupiii  cranmapt "CHoenmaaucT 10  OPraHU3allMOHHOMY H
JIOKYMEHTAITMOHHOMY OOeCIeueHHIO yNpaBleHUsl opraHu3zanueii”, yrBepxkaeHHoro IIpukazom
MHUHUCTEpPCTBA Tpylda © comuaibHoM 3amutel P® ot 15 wmrona 2020r. Ne333h,
3apeructpupoBaHHoro B Muntocte P® 15 wurons 2020 r., perucrpaumonHslii Ne 58957.
ONEeKTPOHHBIH bonn MIPaBOBBIX u HOPMAaTUBHO-TEXHUYECKUX JIOKYMEHTOB
https://base.garant.ru/74385595/

OcCHOBHBIC HICTOYHUKHU:

1. AxmeroBa A.B. HHbopmarMoHHBIE  TEXHOJIOTMH B  JOKYMEHTaJIbHOM
oOecriedeHUH YMpaBICHWs] W apXUBHOM Jiene: ydeOHoe mocobue / A.B. AxmeroBa. —
Komcomonsck-Ha-Amype: @®I'BOY BIIO «KHAT'TY», 2014 — 143 c. — ISBN 978-5-7765-1068-7

2. Bbapanosa E.K., babam A.B. HMNudopmanumonnas 0e30macHOCTh W 3allIuTa
nHdopmaruu: yued. mocooue / E.K. bapanora, A.B. babam. — 4-¢ u3zn., nepepad. u gorn. — M.:
PUOP: UH®PA-M, 2018. — 336 c. — ISBN 978-5-369-01761-6

3. bacakoB M.U. JlokyMeHTalmoHHOE oOOecIeYeHne YrpaBieHUs (C OCHOBaMHU
apxuBoBeJieHHs): yuebHoe nocobdue / M.M. bacakoB. — 2-e u3n., crep. — M.: KHOPVYC, 2016.
— 216 ¢. — (HauanbHOoe U cpegHee npodeccruoHanbHoe oopasosanue). ISBN 978-5-406-04536-
7

4. Bocrpenoa E.B. OcHOBBI MH(pOpPMAIMOHHON Oe30MacHOCTH: y4eOHOE MmocoOue
i cryaenToB By3oB / E.B. BoctpernoBa.— ExkarepunOypr : U3n-so Ypai. yH-ta, 2019.— 204
c. ISBN 978-5-7996-2677-8



5. Hepesiukun E.B. JlenoBoe obuienue: yuebnoe nocodue. ExatepunOypr: M3a-Bo
VYpan. yH-Ta, 2015. — 48 c. — ISBN 978-5-7996-1454-6

6. 3sumommmacknii 1. M., ITuneryn M. A. JlenoBble KOMMyHUKanuu. Teopus u
npakThka: ydeOHuK st OakamaBpoB / M. M. [Izsmommuckuii, M. A. Ilumeryn. — M.:
MzparensctBo FOpaiit, 2017. — 433 ¢. — Cepus: bakanaBp. Yriny6nennsiii kypc. ISBN 978-5-
9916-3044-3

7. 3aiinea E. B., I'omuapoBa H.B. Jlenonpow3BOACTBO M JOKYMEHTOOOOPOT B
CHCTEME roCyIapCTBEHHOI0 U MYyHUIIMIIAIBHOTO YIpaBJIEHUs: yueOHO-MeToIn4uecKkoe nocooue /
ExarepunOypr: 13a-Bo Ypansckoro ynusepcurera, 2017. — 175 ¢. — ISBN 978-5-7996-2233-6

8. Kankan M.B. [lenoBoii sTuket: yue6Hoe nocodue / Kankan M.B., JIuxauesa JI.C.
— EkarepunOypr: U3natensctBo Ypanbckoro yHuBepcurera, 2017. — 168 ¢. — ISBN 978-5-
7996-2076-9.

9. [MpucraBuenko O.B., OramoB A.M. HWMHpopManmmoHHBIE TEXHOJIOTUH B
JIOKYMEHTAllMOHHOM OOECIIEYeHUH YIIPaBJIEHHUs B apXUBHOM Jiene: YueOHO-METOIUYeCcKoe
nocobue / cocraBuremn: O.B. IlpucraBuenko, A.M. OramoB. Hwkuuit Hosropon:
Hwxeropoackuii rocynusepeurert, 2017.

10.  Pamenauk, JI. M. Ilcuxonorus aenoBoro oOUIEHMsS: YUEOHUK U MPAKTUKYM JAJIs
CIIO M.: U3natensctBo FOpaiit, 2018. — 207 ¢. — ISBN: 978-5-9916-7315-0

11.  CwmupnoBa E.II. JlemompousBoacTtBo it cekperaps. Paszpaborka, yder u
XpaHEHHE CIy>KeOHOM JOKyMeHTaluu: npaktudeckoe nocodue / Cmupnosa E.IT. — Capatos:
Aii ITu Op Menua, 2019. — 210 c. — ISBN 978-5-4486-0465-2.

12.  XwmenpHunkass O.E. Cekperapp - 1MII0 KOMIOAHUU: UMHJDK CEKpeTapsi, JeI0BOM
stukeT W mporokon / XmenpHuUIKas O.E. — HoBocuOupck: CHOUpPCKOE YHHUBEPCHUTETCKOE
n3narenabcTBo, 2017. — 127 ¢. — ISBN 978-5-379-02028-6.

13.  Illysanosa H.H., BanoBa A.}O. OcHOBBI AeTONPOU3BOACTBA. S3BIK CITyKEOHOTO
JIOKyMEHTa: y4eOHUK W NPaKTUKyM JUlsl akagemuueckoro OakanaBpuara / H. H. Illysanosa, A.
0. MBanoma; mox o6m. pexn. H. H. IllyBamoBoii. — 2-e wu3m., mepepab. u mom. — M.:
N3narensctBo HOpaiit, 2019. — 428 c¢. — (Cepusi: bakamaBp. Akagemudeckuii kypc). ISBN
978-5-534-10848-4

JlonoHUTeILHAS JUTEpaTypa:

1. bopo3auna I'.B., KopmuoBa H.A. Ilcuxomnoruss m 3THKa JEIOBOTO OOIIEHUSA:
Y4eOHHUK 1 PAKTUKYM JUIsl akageMuueckoro 6akanaspuata. Jlirodepusr: FOpaiit, 2016. 463 c.

2. Bennenesa M.A., BeprakoBa [0.B. HWHpopManmoHHbIE TEXHOJOTHH B
ynpaBiieHun.: YuebHoe nocodue 1 6akanaBpos. Jlrobepusl: FOpaiit, 2016. 462 c.

3. Kpuokopa E.W. JlenoBeie kommyHuKaiuu: YueoHoe nocooue. M.: HUL Uuadpa-
M, 2013. 190 c.

4. Kysnemoe WM. H. JlokymeHTanuonHoe oOecrieueHHe  yNpaBICHUS W
nenonpou3BoacTBo. M.: FOpaiit, 2014. 576 c.

5. JlopueBa M. B., I'ankuna E. H., I'ypoa E. B. Jlenonpous3BoacTBo B KaapoBOil
ciyx6e. M.: I[Ipocnext, 2019. 80 c.

6. JIeitkuna O. U., Cenesnesa JI.B. Kynbrypa peun u nemoBoe obmienue. COOpHUK
ynpaxunenuil. Yuebnoe. M.: PI'CVY, 2013. 168 c.

7. CeupunoBa M.IO. Uuadopmammonnbie TexHonoruu B oduce: Ilpaktuueckue
ynpaxsenus. M.: Academia, 2016. 800 c.
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9.4. MeTonnueckne yKa3aHHus M0 BHINOJHEHUIO MPAKTHYECKHX M CAMOCTOSATEJIbHBIX
3agaHui

[IpakTnueckue 3amaHusi, NPELYCMOTPEHHBIE JAHHOW NPOrPAMMOM, BBINOJIHSIIOTCS
HOCPEICTBOM HCIIOJIb30BAaHUs CPEJICTB TMCTAHLMOHHON 00pa30BaTeIbHON MIIaT(HOPMBI.

Bce 3amanus BemosnHsitorcst B mporpamme Microsoft Office Word. T'otoBsie daiiner ¢
OTBETaMHM 3arpy’kaloTcsi Ha IaTtdopMy B CHEIHAIbHO OTBEIEHHYIO0 (JOPMY B JIMYHOM KaOMHETe
CITyLIaTess.

IIpy BBINOJHEHHWH NPAKTUYECKHX M CAMOCTOATENIBHBIX 3aJaHUN CIyIIaTelb MOXKET
UCIIOJIB30BaTh  M3YUYEHHBIE  JIEKIIMOHHBIE  MaTepUalbl, HOPMAaTUBHO-IIPAaBOBBIE  AKTHI,
pasMeIleHHbIE B OTKPBITBIX HMH()OPMAIIMOHHO-CIIPABOYHBIX CHCTEMax, JAPYIHe€ OTKpBIThIE
UCTOYHUKH MH(POPMAIIUH 110 33IaHHON TeMe.

3anaHus BBINOJHAIOTCA Ha JucTax ¢opmara A-4 (210x297mm). Tekct paboThl NOKEH
OBITb HamKWCaH TPaMOTHO, O€3 HCIPaBICHUW W TPOU3BOJBHBIX COKpAIlleHWH W HaOpaH Ha
kommnblorepe mpuprom Times New Roman — 14 4yepe3 1 uHTepBanm ¢ 00s3aTENbHBIM
COOJIIOICHHEM CTaHIAPTHBIX TOJICH:

JleBoe nosne nucra —20 MM

[IpaBoe nosie mucta — 10 Mmm

Bepxuee none nucra — 20 mm

Huxnee none nucra — 20 MM
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