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HOACHUTEJIBHAA 3AIIMCKA

[Iporpamma mnpodeccuonanbHoro oOydenusi «CekpeTapb PYKOBOIUTEISH
HarpaBJieHa Ha (popMHpOBaHUE Yy ciymiaresie npodhecCHOHAIbHBIX 3HAHUMN, YMEHUN
u HaBblkOB 10 mpodeccun «CekpeTapb PYKOBOJIUTENS» B paMKax 6 ypOBHS
kBaduduKanuu Buja MNpodhecCHoHANbHON AesTenbHOCTH «OpraHu3aloOHHOE U
JOKYMEHTAIIMOHHOE  oOecreyeHue  yIpaBlICHHs  OpraHu3alusIMd  JIIOOBIX
OpraHU3alMOHHO-NIPAaBOBBIX  (QopM», MPEAYCMOTPEHHOro  MpodhecCHOHAIbHBIM
ctangapToM «CHeuHaluCcT MO OpPraHU3alMOHHOMY H  JIOKYMEHTallHOHHOMY
o0ecreueHuI0 YIIPaBICHHS OpraHu3auen».

Heabp 00y4eHuss ciymiaterned B KOHTEKCTE JAHHOM MPOrpaMMbl COCTOHUT B
dbopmupoBaHud NpoPecCHOHATBLHON KOMIETEHTHOCTU CEKpEeTapsi PYyKOBOJUTENS B
paMkax mnpodeccuoHanbHOro cranaapra «CHenuanucT MO OpPraHu3allMOHHOMY U
JOKYMEHTAIIMOHHOMY OOECIEUYEHHUIO YIPABICHUS OpPTaHU3alMe» U UCIOIb30BaHUs
B JICATEIIbHOCTH TEXHOJOTHM, Hanbosee 3PPEKTUBHBIX I €T0 pean3alni.

C yuderoM mpodeccuoHaIbHBIX MOTPEOHOCTEN CceKpeTapsi pyKOBOJIUTENS B
nporpaMMe MpeACTaBICHbI JBa BapUaTUBHBIX MOJIYJs: 00menpodeccuoHaIbHbIN
npodeccroHanpHbIi. OOmenpodeccHoHalbHbIA UK MpeaHa3HadeH jis1 0a30BOMU
npodecCUOHATIBHON IIOJATOTOBKH. [Ipodeccronanbhblii MOJYJIb -
CIECLUAIM3UPOBAHHAS YaCTh MPOrPaMMBbI JJii MPUOOpPETeHUsT MPOQPECCUOHATBHBIX
3HAHUW W yMEHHUM, HEOOXOAMMBIX [JIsl peanu3anuu NpodeccuoHaIbHOU
JEATENILHOCTU CEKpeTapsi PyKOBOAUTES.

B coaepxxanum nporpammsl npodeccuoHaibHOro o0ydeHusi mo mnpodeccuun
26341 «Cekperapb PpPYKOBOAUTENsI», B COOTBETCTBMU C KBanmmdukarmuoHHBIM
CIIPAaBOYHUKOM JIOJDKHOCTEH PYKOBOJUTENEH, CHEUUATUCTOB U APYTUX CIyXKAIUX
(yrBepxkneH IloctanoBnenuem Muntpyaa P® ot 21.08.1998 Ne 37 ¢ uzmeHeHusaMu
or 12.02.2014), npodeccuonansupiM cTangaptom 07.002 oTpakeHbI aCMEKThI
npo¢deCCUOHAIBHOW KOMIETEHTHOCTU CEKpPETaps PYKOBOJUTENSI, HEOOXOAUMBIE s
BBIMIOJTHEHUS ~ pabOThl MO  OPraHU3alMOHHO-TEXHUYECKOMY  OOECIEUEHUIO
aIMUHUCTPATUBHO-PACTIOPAIUTEIIBHON IESATEIbHOCTH PYKOBOJUTENSI OpraHU3aIlNy,
npeanpusiTus 0e3 U3MEHEHUs YPOBHS 00pa30BaHMUs.

O0beKTHI NPOPecCHOHAIBHON 1eATEeJIbHOCTH:

JOKYMEHTHPOBaHHAasi UHPOpMAIIU;

MPOIIECC TEXHUYECKOTO 0O0CTYKHUBAHUS pa0OThl PyKOBOIUTEIIS;

OpraHMU3allMOHHAs] TEXHUKA.

Buabl nmpodeccuoHaIbLHON HeSITEJIbHOCTH, HA KOTOpPHIE OPHUEHTHUPOBAHA
nporpaMmma:

UH()OPMAIIMOHHO-TOKYMEHTAIMOHHAS JIEITeIbHOCTh;

OpraHU3alMOHHAS IeSITENHHOCTD.

Cornacio mpukazy Muntpyna Poccum ot 15.06.2020 N 333n «O6
YTBEPKIEHUU MPOdeCCUOHANBHOrO cTaHaapTa «CrnenuanicT Mo OpraHu3aliOHHOMY
u JTOKYMEHTAI[UOHHOMY o0ecrieueHuo yIpaBJICHUS OpraHu3aluen»
(3apeructpupoBano B Muntocte Poccuu 15.07.2020 N 58957) onpeneneHsl:
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0000mennbie  TpyaoBeie  (yHkuuu  (OTD) - opeanusayuonmoe,
OOKYMEeHMAayuoHHoe u ungopmayuorHoe obecneyeHue oesimenbHOCmu
PYKO8oOumens opeanusayuu, ypoBeHb kpanupukanuu 6; ko C;

TpynoBbie Qpynkuuu (TD):

OKA3aHUe NOMOWU pPYKOBOOUmMeENt0 8 NIAHUPOBAHUU pabo4e20 6peMeHU
(C/01.6),

naanuposarue pabouezo ons cexpemaps (C/02.6),

opearusayus mene@orHvix nepe2osopos pykosooumeins (C/03.6),

opeanuzayusi Komanoupogox pykosooumeis (C/04.6),

opeanuzayusi pabomsl C HOCEMUMENAMU 6 HPUEMHOU PYKOBOOUMEIIs
(C/05.6),

opeaHuzayusi noO20MOGKU, NPOBEOeHUs U OOCIYHCUBAHUSL KOHBEpeHMHbLX
meponpusmuiti (C/06.6),

OpeaHu3ayusi UCNONHEHUs. peueHUll, OCyujecmeaieHue KOHMpOJs UCHOHEHUs]
nopyuenuti pykosooumeis (C/07.6),

opeanuzayusi U noooepIHcarue QYHKYUOHAIbHO20 paboueco NpoCmpaHcmed
npuemnou u kabunema pyxosooumens (C/08.6),

pazpabomra 10KANbHbIX HOPMAMUBHLIX AKMOB, Pe2laMeHMUPYIoOWUX pabomy
cexpemaps (C/09.6),

cocmasnenue u ogoopmiernue ynpasienueckou ookymenmayuu (C/10.6),

opearuzayusi pabomsl ¢ OoKymenmamu 6 npuemrou pyxosooumens (C/11.6),

Op2aHU3aYUSL XPAHEHUSL OOKYMEHMO8 8 npuemHol pykogooumens (C/12.6),

obecneuenue pyxosooumens ungpopmayueti (C/13.6),

opeaHuzayusi  UHQDOPMAYUOHHO20  83AUMOOEUCMBUsl  pYKOGoOumens ¢
noopazoeneHusmMu u OOAHCHOCMHbIMU auyamu opearuzayuu (C/14.6),

yYpOBEHb KBaTuUKAIIH 6.

BrimyckHUK, OCBOMBIIMNA MpOrpaMmy MOpOQPEeCcCUOHAIBLHOTO OOy4YeHUs,
JOJKEH OBITh TOTOB K Mpo(eCCHOHAIBHON neATenbHocTH 1o mnpodeccun 26341
«Cekperapb pYKOBOIHUTEJSI» B KAUeCTBE CEKpeTapsi pyKOBOJHUTEIS 6 KaTCTOpPHH.

PazpaboTtannas nporpamma OTBEYAET OCHOBHBIM TpeOOBaHUSM,
OPEABSIBIIEMBIM K  MpOrpaMMaM  JOMOJHUTEIBHOTO  Mpo(heCCHOHAIBHOTO
00pa3oBaHU.

Ilnanupyemble pe3yJbTaThl 00yUeHUA:

Byayr 3Harth:
Buabl TOKyMEHTOB, NX Ha3HAYEHUE
Buaslt HoMeHknaTyp, oOmue TpeOoBaHHUS K HOMEHKIAType, METOJHMKa €€
COCTaBJICHUS 1 OPOPMIICHHUS
I'pammaTHueckue mpaBuiia pyccKoro si3blka
JlelicTByIoe  MpPaBOBBIE  aKThl, = HOPMATUBHO-METOJMYECKHE  JOKYMEHTHI,
rOCYJJapCTBEHHBIE CTAHAAPTHI, OMNPEICIAIONINE MOPSAIOK JOKYMEHTAIIMOHHOTO
oOecrieueHus1 yrpaBiaeHUs



NHcTpyKimu 1o J1eI0npoUu3BOJACTBY U JAPYTUM JIOKAJIbHBIM HOPMATHBHBIM aKTaM,
YCTaHaBJIMBAIOIINM MOPSIIOK pealiu3allii YIIPABICHUECKUX MPOLIEYP

Wctounuku, BUabI, KIacCU(PUKALMIO yIIpaBlIeHYeCKol nHpopManuu

Kommiekc  OpraHu3aliMOHHO-TEXHUYECKUX  MEpPONPUSITUH MO MOATOTOBKE U
MPOBEJICHUIO COBELIAHUM U MIEPETOBOPOB, B TOM YHCIIE MEXKTYHAPOTHBIX

Metoauky 0TO0pa HCTOYHUKOB MH(POpMAITIU

HopmaTtuBHBIE  MOpaBOBbIE  aKThl, = HOPMATUBHO-METOJUYECKUE  JOKYMEHTHI,
rOCYJIJapCTBEHHBbIE CTAHAAPTHI, OMNPEICIAIONINE TMOPAIOK JOKYMEHTAIIMOHHOTO
o0OecrieueHus1 yrpaBiIeHUs

OO6uue TpeOoBaHMS K CpOKAM HCIOJHEHUSI JOKYMEHTOB U KOHTPOJbHBIM (DYHKIUSAM
CITY>KObI JOKyMEHTaIIMOHHOTO 00eCcTieueHUs

OCHOBBI aAMHUHUCTPATUBHOIO NpaBa M TPYJIOBOTO 3aKOHOJATENIbCTBA Poccuiickoi
denepanuu

OCHOBBI TJOKYMEHTHOW JTMHTBUCTUKH

OCHOBBI HalMCaHUs PEYEN U JOKIAJ0B PYKOBOIUTEINS

OcCHOBBl TpaBUJILHOW  OpraHu3allid TpyJa W  METOAbl  MOBBIIIEHUS  €r0
3¢ heKTUBHOCTH

OcCHOBBI yIIpaBJ€HUS BpeMEHEM

OcHOBBI 3proHOMHUKHU Ouca U PIOPUCTUKU

OcobeHHOCTH OQOpPMIICHHUS TUIAHUPOBIIMKA (HA DJIEKTPOHOM U OyMaKHOM
HOCHUTEJISX)

Ocob6ennoctu hopmMupoBanus 6a3 JaHHBIX B OpraHU3aIluU

Ocob6ennocTtu (hOpMUPOBaHMS BHEIIHUX U BHYTPEHHUX UH(POPMAIMOHHBIX MTOTOKOB
[Topsimok paboTHI ¢ JOKYMEHTAMH, CXEMbI IOKYMEHTO000pOTa

[TopsiIoK MOATOTOBKHU U MPOBEJACHUS] KOMAHIUPOBOK

[Topsimox oopmMiieHHs] JOKYMEHTOB AJisl KOMAHAUPOBKU M OTYETHBIX IOKYMEHTOB IO
KOMaHAUPOBKE PYKOBOIUTENS

[Mopsimoxk  dopmupoBanuss u odopmieHUs Jed € yKa3aHueM creruduxu
(dhopMupOBaHUs OTJEIBHBIX KaTETOPUl el

[IpaBuia BeaeHuUsi, MOATOTOBKU M OPOPMIICHHS MPOTOKOJA U APYTUX JTOKYMEHTOB,
CO3/1aBa€MbIX B MPOILIECCE MOATOTOBKH KOH(DEPEHTHOTO MEPOTIPUSITUS

[IpaBuna B3aMMOJEWUCTBUS C TMAPTHEPAMH, KIWEHTAMH, CPEACTBAMU MAacCCOBOWU
uHpopManu

[IpaBuiia BeIIauu U UCTIOJIB30BAHUS TOKYMEHTOB U3 CHOPMUPOBAHHBIX /€T

[IpaBuiia nenoBoro o0IIeHUs, JEI0BOTO ITUKETA

[IpaBuiia TOKyMEHTAIMOHHOT'O O0ECIIEUEHHUSI eI TEIbHOCTH OpTraHU3alun

[TpaBuiia 3anuThl KOHOUACHIIMATLHON CIy>KeOHOU HH(pOpMAaIUU

[IpaBuia opraHu3anuyM KOHTPOJSL HCIOJHEHHS JOKYMEHTOB M THUIIOBBIE CPOKHU
UCIIOJTHEHUSI IOKYMEHTOB

[IpaBuiia opranuzaiu npuemMa rnoceTuTeNe, mpueMoB B oduce

[IpaBuiia mOATOTOBKU U MEpeiaun e B apXUB OpraHu3aluu

[IpaBuiia moanMUcaHus U yTBEPKACHUS TOKYMEHTOB



[IpaBuia TOPUTOTOBICHHMS W TMOJAaYd TOPSYUX HAMUTKOB M 3aKyCOK K HUM,
CEepPBUPOBKH HaitHOTO (Ko(deitHoro) crona

[IpaBuiia mpoBeneHMs JEIOBBIX IEPETOBOPOB

[IpaBuna peueBoro sTukeTa

[IpaBuiia cornacoBaHusi JOKYMEHTOB OpraHU3aluy (BHYTPEHHETO U BHEITHETO)
[IpaBuia cocraBiieHUsI AHATUTUYECKUX CIPABOK IO OpraHu3aiuud padoThl C
JOKYMEHTAMU U KOHTPOJIIO UCIIOJTHEHUS TOKYMEHTOB

[IpaBuna COCTaBJICHUS u odopmieHUs MH()OPMAIIMOHHO-CIIPABOYHBIX,
YIPaBIECHYECKUX TOKYMEHTOB U CIYKEOHBIX MTUCEM

[IpaBuia cocTaBieHUs] OpPraHU3AlMOHHBIX JIOKYMEHTOB (IIOJOKEHUM, WHCTPYKIIUH,
PErJIaMeHTOB)

[IpaBuiia ycTaHOBIIEHHS KOHTAKTa, MOAJEPXKAHUS M Pa3BUTHUS MEKIMYHOCTHBIX
OTHOIIEHUI

[IpaBuiia xpaHeHus ell, B TOM YUCJIE C JOKYMEHTaMH OTPAaHUYEHHOIO JIOCTYyNa
IIpaBoBbIE OCHOBBI ympaBiieHHUs (OCHOBBI AJIMHHUCTPATUBHOrO, TPYIAOBOTO U
IPaXKJIaHCKOTO MPaBa)

[IpuHUIMTBI U TpaBUIIa TUIAHUPOBAHUS Pab0OUYETr0 BPEMEHHU

[TpuHnMIBL, c1I0COOB HUHGOPMUPOBAHUS COTPYAHUKOB

PykoBod1mii cCOCTaB OpraHu3alvy U €€ NoApa3IeICHUN

CucTeMBbl 3JIEKTPOHHOTO JOKYMEHTO000pOTa

CoBpemeHnHbIe UH(DOPMAIIMOHHBIE TEXHOJIOTUH PA0OTHI C IOKYMEHTaMU
CoBpeMeHHBIE Hay4YHBbIE METO/IBl M TEXHUYECKUE CPEICTBA, CIIOCOOCTBYIOIIKNE COOPY,
00paboTKe, COXpaHEHUIO U Mepenade HHPOPMAIMOHHBIX TOTOKOB

CocraB BHEIIHUX HHPOPMAITMOHHBIX TOTOKOB

CocTtaB BHYTpEHHUX MH(POPMAILIMOHHBIX TOTOKOB

CocTtaB opraHu3alMOHHON TEXHUKH, €€ YCTPONCTBO U MOPSIOK pabOThI ¢ HEH
CocTtaBiieHHE CMETHI paCX0JI0B

Crnenuduky OCHOBHOU A€STEILHOCTH OpraHU3alUU

CranaapThl 1 pEKOMEHAAIMHU IO 000PYI0BAHUIO O(DUCHBIX TOMEIECHUI

CtpykTypy OpraHuzanuy, MNOPSJ0K B3aUMOJICUCTBUS TMOJpa3IeNeHU H CIIyxKO,
pactipeneneHue  QyHKUMM ~ MEXAY  CTPYKTYPHBIMU  MOJpa3JeNCHUsIMU U
CIICLIMATIMCTAMU

CTpyKTypy OpraHu3zaiui, PyKOBOJCTBO CTPYKTYPHBIX MOJpa3/iefieHuid, 00pa3Iibl
MOANUCEN JIUIl, UMEIOIIMX NpaBO MOJNUCAHUS W YTBEPKICHHUS JTOKYMEHTOB, U
OTPaHUYECHHUS UX 30H OTBETCTBEHHOCTH

TenedhoHHbIE KOHTAKTHI PYKOBOJIUTEIS

TpeOoBaHusi OoXpaHbl TpyJa, MPOU3BOJICTBEHHON CAHUTAPUU, MPOTUBOMOKAPHOU
3aIIUThI

TpeOoBaHus, NpeabsBIsiEMble K JOKYMEHTaM B COOTBETCTBHM C HOPMaTUBHBIMU
aKTaMU U TOCYJapCTBEHHBIMU CTaHIapTaMu

TpeOoBanus, MpeabABIIEMbIC K yIPaBICHYECKOW HH(POpMAIIUU



VYrpaBieHUeCcKyl0 CTPYKTYpy OpraHU3allMd, PYKOBOJCTBO OpraHu3aliu, 00pa3libl
MOJIKUCEN PYKOBOASIINX COTPYAHUKOB, KPYT UX NOJTHOMOYUN U OTPAHUYEHUS UX 30H
OTBETCTBEHHOCTH

®opMmbl IPEOCTABICHUSI YIIPABICHYECKON HHPOpMAITIU

QyHKIMY CAaMOMEHEKMEHTA

OyHKIWH, 38]1a41, CTPYKTYPY OPraHU3alNH, €€ CBSA3U 110 BEPTUKAIN U TOPU3OHTAIIN
DTHUKY JIeTOBOTO OOIICHUS

DTHUKET U OCHOBBI MEXKAYHAPOJHOTO MPOTOKOJIA

OCHOBBI 5KOHOMHUKH OTPACIIH, OPTaHU3AL1Y;

OCHOBHBIE aCMEKThl PAa3BUTHS OpraHU3alMU KaK XO3SUCTBYIOUIETO CYOBEKTa B
PBIHOYHOM 3KOHOMUKE;

Byayr ymers:
AHaNIM3UpOBaTh MPUYKUHBI HEBBIIOJHEHHUS 3a]1a4
BBoauTh B MaMsaTh KOMIBIOTEPA SJIEKTPOHHBIE 00OPa3bl JOKYMEHTOB
BBoAUTH HOBBIE AaHHBIE B CIIPABOYHO-UH(OPMAIIMOHHBIE CUCTEMBI
BecTtu gHeBHUK (Ha AJIEKTPOHHOM U /UK OyMaXKHOM HOCHUTEJIE)
Bectu )xypHaiia npeABapUTENbHOM 3alIUCU HA IIPUEM
Bectu u wucnonb3oBath B pabore 0a3y [AaHHBIX Tele(POHHBIX KOHTAKTOB
PYKOBOJUTENS, CPOKOBYIO KAPTOTEKY
BecTtu yueTHble peructpanmoHHbie GOpMbl, HCTIOJIB30BATh UX JUIsl UH(POPMAIMOHHOMN
paboTHI U PabOTHI 11O KOHTPOJIIO UCIIOTHEHUS PEIICHUN PYKOBOIUTEIS
Buaocuth nH(popmaIiuio B miIaHUPOBIIKK (OpraHan3ep)
BriOupats ontumanbHble CcHnocoObl HWH(MOPMHUPOBAHUS MAPTHEPOB, KIHEHTOB,
MMOCETUTENEN, PYKOBOJIUTENEH NOAPA3ACICHUN M COTPYIHHKOB O IIJIAHUPYEMBIX
MEpONPUSATUSIX, MECTO U BPEMS ITPOBEACHUS MEPOIIPUATHS
BriOupath onTUMalibHBIN pUTM pabOTHI
OdopMisaTh KOMaHIUPOBOYHOE YIOCTOBEPEHHUE U €ro PErucTpoBaTh MpHU
HE00XOAMMOCTH
JloBeuTh 10 cBeeHUs] pa0OTHUKOB OpTraHU3allUK PACTIOPSKEHUN PyKOBOIUTEIIS
JlokyMeHTalnbHO 0(hOPMIISITh PEIIEHUS PYKOBOIUTENS
JIOKyMEHTHpOBAaTh pa3HbIE JTalbl MPOUEAYpPbl MOATOTOBKM W TMPOBEICHUS
KOH(EPEHTHOT'O MEPOIIPUATHS
3aka3pIBaTh KEJIE3HOJOPOXKHBIE U  aBUAOWIIETHI, TOCTHUHUIIBI, TPAHCIOPTHOE
obOecrieueHue PyKOBOAUTENS
3akynarh KaHIEISPCKUE TOBApbl, TUTMEHUYECKHE TOBAPBI, MPOJYKTHl MUTAHUA U
MPOAYKTHI 7151 oOecnieueHus kode-nays
NudopmupoBaTh pyKOBOIUTENS O pErjlaMEHTEe HAMEUEHHBIX MEpPONpUSTUH, 00
oOpalleHUsIX COTPYAHUKOB IO pabOYUM U JIMYHBIM BOIIPOCaM
Hcnonp30BaTh HOMEHKIATYpPY Je€d MpPU HM3YYEHUU CTPYKTYpbl OpraHu3alluu,
COCTaBJICHUH OITUCEN el
Hcnonp3oBaTh cpeacTBAa KOMMYHHUKAUUM JUIsi OOECIIEUEHMs] B3aUMOJICUCTBUSA C
PYKOBOJHUTEIEM BO BPEMSI €ro JIETOBOM MOE3/IKU
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Hcnonb30BaTh TEXHUUECKUE U MPOTPAMMHBIE CPEJCTBA Ji MPOBEACHUSI TOJIOCOBOM
WJIA BUJE0-KOH(DEPEHII-CBI3H

MHOroKpaTHO UCIIOJb30BaTh MOJYYEHHYIO HH(OpPMAIMIO, MOCTOSHHO OOHOBIISITH
JTAHHBIE

OOGecrnieunBaTh  0€30MACHOCTh  JICSATEIBHOCTH  OpraHu3alud, B TOM  YHCIE
MH()OPMALIMOHHYIO

O6ecnieunBaTh KOMGOPT YYaCTHUKOB KOH(PEPEHTHOTO MEPOINPHUATHS, MOMOraTh B
BOIIpOCaxX MPOXKUBAHUS, TPAHCIIOPTHOTO 0OecTieueHUs!

OOGecnieunBaTh KOH(GUICHIHAIBHOCTh B NPUEMHOM M KaOWHETE PYKOBOIUTENS,
COXpaHsTh KOHPUACHIIMATBbHYIO HH(OPMALIUIO B TallHE

OO6ecrnieunBaTh ONEPATUBHOCTh HH(POPMAIMOHHBIX TOTOKOB

O6ecnieunBaTh paboTy 0durca BO BpeMsi OTCYTCTBUS PyKOBOUTENS

OOGecrieunBaTh COXpPAaHHOCTh IOKYMEHTOB OpTraHU3allUuN

O6opynoBath pabodee MECTO OPITEXHHKOM, NEPCOHAIBHBIM KOMIIBIOTEPOM,
BCIIOMOTaTEJIbHON TEXHUKOMN

OO6pabaThiBaTh JOKYMEHTBI U MaT€pUAIIbI IO pe3yJibTaTaM MOE3/IKU PYKOBOAUTEINS
OnpenensiTe NPUOPUTETHOCTh U OUYEPETHOCTH BBIMOJHEHUSI padOT U 3h(PEKTUBHO
pacnpeaensaTh padouee Bpems

OpranuzoBaTh 00CITyKUBAHUE PYKOBOJUTEIS U €T0 JEIOBBIX MAPTHEPOB B ouce
OpranuzoBaTh 0pOpMIICHHE UHTEPhEPA TPUEMHON PYKOBOIUTES

OpranuzoBaTh NOATOTOBKY MpE3UAUyMa U pabOUYUX MECT YYaCTHUKOB
OpranuzoBbIBaTh U 00€CTICYMBATH JIMYHBIE KOHTAKTHI PYKOBOIUTEIIS

OcyniecTBIATh MOBCEIHEBHBIM yXOJ 3a KOMUPOBAJIBHBIM alMapaToM, 3aMEHY H
XpaHEHUE KapTPUIKEN, TOHEpA

OcyniecTBIATh MTPOBEPKY JOCTOBEPHOCTH, TMOJHOTHI U HENPOTHUBOPEUUBOCTH
JAHHBIX, UCKIIIOUCHHE NyOIupoBaHus UHGOpMaIuu

OcyHIecTBIATh PErUCTpalio, HAKOIUIEHHWE U IMepeaadyy, CUCTeMaTU3MPOBAHHOE
XpaHeHue U Bblauy uHdopmaiuu B TpedyeMoit popme

OcymiecTBiATh cOop, 00pabOTKy M aHanu3 UH(POpMAlMU B COOTBETCTBUHU C
TpeOOBAaHUSIMU  KPATKOCTH,  YETKOCTH  (POPMYJIUPOBOK,  CBOEBPEMEHHOCTHU
MOCTYIUICHUSI, TOYHOCTH M JIOCTOBEPHOCTH, ONTUMAJIBLHOCTU CHUCTEMaTHU3AIlNH,
HEMPEPBIBHOCTU cOOpa 1 00paboTKu nHPOopMaLU

OdopMisaTh aBaHCOBBIE OTYETHI PYKOBOJUTEN S, KOMAaHAUPOBOUHbBIEC TOKYMEHTHI
Odopmisath kaccoBble PUHAHCOBBIE JOKYMEHTHI U JOKYMEHTHI MO YUETYy HaKJIaJIHbIX
pacxojoB

[lepeHnanpaBisaTe OTAENbHBIE TeNEPOHHBIE 3BOHKU 3aMECTHUTENISIM PYKOBOIUTEINS,
JIPYTUM COTPYIAHUKAM

[leuarath cityeOHbIE JOKYMEHTOB U Jpyrue MaTepuaibl

IToaroraBnuBath U 000pPYyAOBaTH CTOJN MpE3UAMyMa U paboune MecTa YYaCTHHUKOB
COBEIIAHUs (3aceaHusl)

[ToaroTOBUTH JOKYMEHTHI JJISl PACCMOTPEHUS PYKOBOJAUTEIEM

[ToaroToBUTH JOKYMEHTHI K MOE3AKE PYKOBOIUTES

[ToaroToBUTH JOKYMEHTHI Ha MOJYYE€HUE BU3bl, 3arPAHUYHOIO MMaCOpTa
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[ToaroToBUTH MPOEKT MpHUKa3a O CIY>KeOHONH KOMaHANPOBKE

[ToaroToBUTH MPOEKT CIYKEOHOTO 3aJJaHUSI PYKOBOIUTEIIS

[Togaep:xuBaTh UMUK OPraHU3ALNU

[Tonyuatr HeoOXomuMyro wuHGOpPMALMIO W TepelaBaTh CAHKIMOHUPOBAHHYIO
uH(opmaluio 1no tenedony

[Tonp30BaThCA 3JIEKTPOHHOW MOYTOU

[IpumensaTy uHGOPMAMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU [l pabOThl C
JTIOKYMEHTaMU

[IpuMeHsTh CrIOCOOBI IETOBOTO OOIICHUS

[IpuauMare Mepbl MO COXPAHEHHUID KOMMEPUYECKOW TalHBl B XOJ€ MpUEMaA
MOCETUTENEH U UX HAXO0XKJICHUS B IPUEMHOM U KAOMHETE PyKOBOIUTES

[IpoBepsATh AOCTOBEPHOCTh, MOJHOTY U HEMPOTHUBOPEUUBOCTH JAHHBIX, UCKIIOYATh
nyonvpoBanue HHGOpMaLUU

[IpoBepsATh HCTIOTHEHHS TOPYUYEHUN PYKOBOAUTENSA B YCTAHOBIEHHBINA CPOK
[IpousBoaAUTH MOATOTOBKY JIEJ AJIsSl IEPEIauu B apXUB

[IpousBoauts mnouck wuHGOPMALMK B CYLIECTBYIOIIMX 0Oa3ax JaHHBIX, BECTHU
MH(POPMAIIMOHHO-CITPABOYHYI0 pabOTy Ha OCHOBE pa3IMYHBIX KOMOWHAIIUN
MOMCKOBBIX MMPU3HAKOB

Pacnpenensars pabodee BpeMs (Ha JIEHb, HENIEIIO, IEPCIIEKTUBRY )

PaccTaBnsiTb MpUOPUTETHI, BBIACISTH BaXKHOE U CPOUYHOE

PeructpupoBath noctymnarmnme B NpueMHyto TeiaeOHHbIE 3BOHKU

PenaktupoBaTh TEKCTHI CIIY>KEOHBIX TOKYMEHTOB

CoOupaTh TEKCThI IOKJIA/I0B U MPOEKTOB UTOTOBBIX JOKYMEHTOB Y JOKIAJYMKOB
CrnaxuBaTh KOH(DJIUKTHBIE U CIOKHBIC CUTYALIMH MEXJIMYHOCTHOTO OOLIEHUS
CepBupoBaTh yaiiHblil (Ko(heiHbIi) CTOJ BO BpeMs NMpoBeIeHUs Kode-nay3
Co0mtoiaTh nmpaBuiia 1€JI0BOr0 3TUKETA U MPOTOKOJIA

Colmtoath ciryKeOHBIN 3TUKET

CornacoBaTh Tene(OHHBIE MEPETOBOPHI, BCTPEYHM U MEPONPUSITHS C MapTHEPaMH,
KJIIMEHTaMU, PYKOBOAUTEISAMU MOAPA3ICICHUN U COTPYTHUKAMU

CocTaBisTh  MPOEKTHl  PACHOPSIUTEIBHBIX  (MpPHUKa3bl, pACIOPSDKEHHS) U
MH(QOPMAIIMOHHO-CIIPABOYHBIX ~ JIOKYMEHTOB  (CIy>KeOHble MHUCbMa, CIPaBKH,
JOKJIAJHBIE U CIIY>KEOHBIE 3aMUCKH )

Y4uThIBaTh MCHUXOJOTUYECKUE OCOOEHHOCTH JHUYHOCTH MPU PA3IUYHBIX BHJIIAX
Mpo(dEeCCHOHAIBHOTO OOIIECHUS

dopMUpOBaTh Pe3€PB BPEMEHU /ISl HEMTPEABUICHHBIX CUTYallUM

®opmupoBaTh U 0GOPMIISTH JieJla B COOTBETCTBUU C YTBEPKIECHHOW HOMEHKIIATYPOil
JIe1 OpraHu3anuu

[IpuMeHsATh 3KOHOMUYECKH OOOCHOBAaHHBIE BHUIIBI PA0OT W MPUEMBI OpraHU3aIUU
TpyAa Mpu OOCITYKMBAaHUM PAaOOTHl PYKOBOJUTENS OpraHU3alMU WIH CTPYKTYPHOTO
NO/Ipa3/IeICHUS.

Byayr Bi1ajgern:
HaBpikoM ydeTa TOKYMEHTOB, NOCTYNAIOIINUX HA UMsI PYKOBOJIHUTEIIS
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Happikamu pab®oThl ¢ BXOJsIIEH, UCXOASAIIEH, BHYTPEHHEH JOKyMEHTalMeH, C
nH(popMaIe Mo KOHTPOJII0, CUCTEMATU3AINK €€ U TIPEACTaBICHUS B BUJIE CBOJIHBIX
JIOKYMEHTOB

HaBpikamu paboThl CO BCEH COBOKYMHOCTHIO MH(GOPMAIMOHHO-AOKYMEHTAIIMOHHBIX
peCypCcoOB OpraHu3aIuu

HaBpikamMu oOka3aHusl MOMOIIM PYKOBOAMUTENIO B pacOpeliesieHMH €ero pabodero
BPEMEHHU, OTOBEIICHUSI PAOOTHUKOB O MPEACTOSIIUX MEPOTIPUSITUIX

HaBbikamMmu  BemeHus  HMH(POPMALMOHHO-CIIPABOYHOM  pabOThI,  MPOTOKOJIA
MEpONPUSITUS

Metonamu 00paboTku MHGOPMAIIUK C TMPUMEHEHHEM COBPEMEHHBIX TEXHHUYECKHX
CPEeACTB KOMMYHUKAIIMI U CBSI3U, BBIYUCITUTEILHON TEXHUKHU

Happixkamu nonb30oBaHust 0a3aMu JaHHBIX, B TOM YHUCJIE YJIaJ€HHbBIMU 0a3aMu JAHHBIX
HaBpikaMu MoJib30BaHUs MAKETOM (TEKCTOBBIN peIaKTOp, TAOIUIIbI)

Happikamu rcnosib30Banus NepuepuiHbIX YCTPOUCTB U OPITEXHUKH

CuctemaMu 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa JjIsi PErucTpaldud, KOHTPOJIS
JOKYMEHTOB 1 MH(GOPMAIMOHHO-CITPAaBOYHOM pabOThI C JOKYMEHTAMU

HaBpixkamu 1o pa3peiieHno KOHPIUKTHBIX CUTyalui

Pe3ynsrarom ocCBO€HHUSI MpOrpaMmbl MPOGECCUOHATBLHOTO MOJIYJSL SIBISETCS
OBJIaJICHUE OOYYalOMIMMUCS BUAOM MPOPECCUOHANBHON NESITEIbHOCTU CEKpPEeTaph
pykoBogutensi, B ToM uucie npodeccruoHanbHbiMu (IIK) u oOmumu (OK)
KOMIIETEHIIUSIMU:

OK.1. IloHumaTh CyIIHOCTh W COLHMAIbHYI) 3HAUYUMOCTh CBOEH Oyayliei
npodeccuu, MPOsBISITH K HEW YCTOMYUBBIA UHTEPEC

OK.2. OpranuzoBbIBaTb COOCTBEHHYIO AEATEIbHOCTb, OMPEACNISATh METOIbI U
crocoObl BBIMOTHEHUS TPOPECCUOHANIBHBIX 3a/1a4, OLEHUBATh UX 3(PHEKTUBHOCTh U
Ka4ecTBO.

OK.3. Pemars mnpoOneMbl, OIICHUBATH PUCKA U TPUHUMATh PEIICHUSA B
HECTAH/IAPTHBIX CUTYaIUsX.

OK.4. Ocy1iecTBisITh TOUCK U UCIIOJIb30BaHHE UH(OpMALIUK, HEOOXOAUMOM i
MOCTAHOBKM U pEIICHUS NPOQPECCHOHANTBHBIX 3a7ad, MNpo(ecCHOHANIBHOTO U
JUYHOCTHOTO Pa3BUTHSL.

OK.5. Ucnonp3oBaTh MHPOPMANMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHU JJIs
COBEPIICHCTBOBaHUS NMPO(ECCUOHANBHOMN eI TETLHOCTH.

OK.6. PabGoraTh B KOJJIGKTMBE M KOMaHJIE, OOECIICYMBATL €TI0 CILJIOYCHUE,
3¢ PexkTUBHO 00IIAThCS C KOJUIETaMH, PYKOBOJICTBOM, HOTPEOUTEIISAMHU.

[IK.1. IlpuHuMMaTh NOCTYNAKOUIyI0 HAa PACCMOTPEHUE PYKOBOIMUTENS
KOPPECMOHJEHIINIO, Tepe/laBaTh €€ B COOTBETCTBUM C MPHUHATHIM PEIICHUEM B
CTPYKTYpPHBIE MOJpa3/IeICHUs] WM KOHKPETHBIM MCTOJHUTEIISIM JJISI KCTI0JIb30BaHMS
B Mpoliecce padoThl TMOO MOATOTOBKHA OTBETOB.

I[IK.2. Bectu [€I0NpPOW3BOJCTBO, BBINOJHATH PA3JIMYHBIE ONEpALUUA  C
MPUMEHEHUEM KOMITbIOTEPHOM TEXHUKH, IPEAHA3ZHAYCHHOU 1711 cOopa, 00paboTKu U
npeacTaBieHus] TH(QOpPMALUK MPU MOJTOTOBKE U MPUHSITUU PEIICHUH.
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[IK.3. [IlpuHumath [AOKYMEHTHI W JIMYHBIC 3asBJICHUS Ha MOJIIKCH
PYKOBOJUTES.

[1K.4. [TogroraBnuBaTh JOKYMEHTHI U MaTepHUalibl, HEOOXOAUMBIE ISl paOOTHI
PYKOBOJUTES.

[IK.5. Cmenute 3a CBOEBPEMEHHBIM PACCMOTPEHHEM U MPEIACTABICHUEM
CTPYKTYPHBIMH TOAPA3ACICHUSIMH U KOHKPETHBIMU HUCIIOJTHUTEISIMU JIOKYMEHTOB,
MOCTYNUBIIUX HA  WUCIOJHEHUE, TMPOBEPATh  NPABUIBHOCTh  OPOPMIICHUS
MOJArOTOBJIECHHBIX MPOEKTOB JOKYMEHTOB, MEPEAABAEMBIX PYKOBOJUTEN HA
MOAMUCH, 00ECIIEYNBACT KAYECTBEHHOE UX PEIaKTUPOBAHUE.

[TK.6. Opranu3oBsiBaTh IPOBEACHUE TEIEPOHHBIX IEPETOBOPOB PYKOBOIUTENS,
3alUChIBATh B €r0 OTCYTCTBUE IMOJYYCHHYIO HH(OpPMAIMI0O U JTOBOJUTH JO €ro
CBEJICHHS €€ CoJep)KaHue, MepeiaBaTb WU NPUHUMATh MUHPOPMAIUIO MO MTPUEMHO-
MEePEroBOpHBIM  ycTpoicTBam  (Tenedakcy, Telekcy U T.L.), a  TaKxke
TeneoHorpaMMbl, CBOEBPEMEHHO JOBOJUTH JO €ro CBEACHUA HWH(OpMAIUIO,
MOJYYEHHYIO IO KaHAJIaM CBS3U.

[IK.7. Ilo mopy4eHUIO PYKOBOJIMTENS COCTABJIATH MHUCbMA, 3aMpoChl, APyTHUE
JIOKYMEHTbI, TOTOBUTH OTBETHI aBTOPaM MUCEM.

IIK.8. BemonHaTh paboTy 10 TMOATOTOBKE 3acedaHWM U  COBEIIAHHMH,
MPOBOAUMBIX pyKOBoAuTENEM (cOOp HEOOXOAMMBIX MaTepualoB, OIMOBEIICHUE
YYaCTHUKOB O BPEMEHH U MECTE MPOBEACHUS, IOBECTKE JIHSI, UX PETUCTpALINsl), BECTU
1 0(OPMIISITH IPOTOKOJIBI 3aCEIaHUH 1 COBEIaHMM.

IIK.9. OcymecTBasiTb KOHTPOJIb HUCHOJHEHUS paOOTHUKAMU H3JAHHBIX
MPUKA30B U PACHOPSIKEHUHM, a Takke 3a COOJIOJICHHEM CPOKOB BBIMOJHEHUS
YKa3aHUM ¥ MOPYYEHUN PYKOBOJIUTENS, B3SATHIX HA KOHTPOJIb.

[TIK.10. BecTr KOHTPOJIBHO-PETUCTPALUOHHYIO KAPTOTEKY.

I[IK.11. OO6ecneuuBarh pabouee MECTO PYKOBOJUTENSI HEOOXOIUMBIMU
CpPEeACTBAMHM OPTraHU3AIMOHHON TEXHHUKH, KAHIEISIPCKUMHU MNPUHAJICKHOCTIMH,
CO3/1aBaTh YCIIOBHS, CIOCOOCTBYOIME €ro 3P (HeKTUBHOM paboTe.

[IK.12 .IlewaTtaTp NO YyKa3aHHIO pPYKOBOAMTENS CIy>KEOHbIE MaTepHalbl,
HEOOXOIUMBbIE JIJIsl €r0 padOThl, UM BBOJAUT TEKYIIYI0 HH(POpPMAIIHUIO B OaHK JaHHBIX.

[TIK.13. Opranu3oBbeIBaTh OPUEM ITOCETUTEIEH, COACHCTBOBATH ONEPATUBHOCTHU
paccMOTpeHuUst POChO U MPEI0KEHUN paOOTHUKOB.

[IK.14. ®opmupoBarh Aena B COOTBETCTBUU C YTBEPKIACHHOW HOMEHKJIATYPOH,
o0ecrnieunBaTh UX COXPAHHOCTh U B YCTAHOBJICHHBIE CPOKHU C/IaBaTh B apXUB.

IIK 15. KonupoBaTh TOKyMEHTBI HA MHOYKUTEJIBHON TEXHUKE.

[Iporpamma mnpenactaBiasieT CcoOOOW KOMIUIEKC HOPMATHBHO-METOJIUYECKOM
NOKYMEHTALIMM, pErjJaMEHTUPYIOIIEH COAEp)KaHWE, OPraHu3alui0 W  OLEHKY
pPE3yJIbTATOB MOJATOTOBKHU.

[Ipomeamuii MOATOTOBKY M HUTOTOBYIO AaTTECTAI[MIO JOJKEH OBITh TOTOB K
npodeCCUOHANIBHOW  JCSTEIRHOCTA B KadyecTBE CeKperaps 3-ro paspsna B
opraHu3zanuax (Ha MPEAnpUsSTUAX) Ppa3IU4YHOM OTPACIEBOM HAMPABICHHOCTH
HE3aBUCHMO OT UX OpTraHU3alMOHHO-IIPABOBHIX (HOPM.
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Cnymartens B pe3yjibTaTe OCBOCHHUS MpOrpaMMbl JIOJDKEH 00J1aiaTh
CleAyIoIMMU MPOodheCCHOHATIBHBIMU KOMITETCHIUSIMH:

B o6nactu opraHn3alluOHHO-yIPaBICHYECKON IEATEIIbHOCTH:

- coOmroienre npaBui U HopM oxpansbl Tpyaa (I11K-34);

- 3HaHHEe TpeOOBaHMI K Opranu3anuu cekperapckoro oocmyxuBanus (I1K-35).

[Iporpamma pa3paboTaHa Ha OCHOBE JCHCTBYIOIIETO 3aKOHOJIATENbCTBA
Poccuiickoit ®epeparuu B 00JaCTU  JOMOJHUTEIBHOrO MPO(hecCHOHAIBHOTO
00pa3oBaHUs:

1.®enepanbhblil 3akoH Poccuiickoit @eaepannu ot 29 aexabps 2012 r. N 273-
®3 "OO6 obpazoBanun B Poccuiickoit @Denepanuu  "(Cc  U3MEHEHUSIMH U
JOTIOJTHEHUSIMU ).

2. Ilpuka3 MunucrepcrBa mnpocBenieHuss Poccuiickot @enepanuu  OT
26.08.2020 Ne 438 «O0 ytBepxkaenuu llopsinka opraHu3aluv U OCYUIECTBIICHUS
o0pa3oBaTeIbHON JEATENBHOCTU MO OCHOBHBIM MporpamMmaM Mpo¢dhecCHOHAIBHOTO
ooyuenus» (3apeructpuponat 11.09.2020 Ne 59784).

3. Ilpuxkaz Muntpyna Poccum ot 15.06.2020 N 333 «OO0 yTBepKICHUU
npodeccuoHanbHOr0  cranjgapra «CHenuanucT 1O  OpraHu3allMOHHOMY U
JOKYMEHTAIUOHHOMY o0ecrneyeHuto yIpaBJeHUs OpraHu3aluen»
(3apeructpupoBano B Muntocte Poccun 15.07.2020 N 58957)

4. TIpuka3z MunucrepcTBa npocsemieHus Poccuiickonn @enepannu ot 26.08.2022 N
778 "OO0 yTBepxkIaeHUM (PeaeparbHOr0 TOCYAapCTBEHHOIO0 00pa30BaTEIbHOTO
CTaHJapTa CPEeAHEro MPodEeCCHOHATIBPHOTO 00pa3oBaHus Mo crenuaibHocTH 46.02.01
JIOKyMEHTAILIMOHHOE obOecrnieueHue YIIPABJICHUSA u apxuBoBeJcHHE"
(3apeructpupoBano B Muntocte Poccuu 30.09.2022 N 70318)

5. Ilpukaz MunucrepctBa npocBemenus Poccuiickorn ®enepanuu  OT
14.07.2023 N 534 (pen. ot 05.11.2024) "O6 ytBepxnenuu Ilepeuns npodeccuit
pabouux, JOJKHOCTEH CITy’KallluX, () KOTOPBIM OCYILECTBIISIETCS
npodeccuoHanbHoe o0yuenue" (3apeructpupoaHo B Muntocte Poccun 14.08.2023
N 74776)

O6vem npozpammot: 330 yacos.

Dopma peanuzayuu: MOIyJIbHAS.

Dopma  00yuenHusn:  O4YHAsl, C  HCIOJHb30BAHUEM  JHUCTAHIMOHHBIX
00pa3oBaTEIbLHBIX TEXHOJOTHH.

Peotcum 3anamuii: He 00J1ee 8 4aCOB B J1CHb.

Kanenoapnwuii yueonwuii cpagpux popmupyercs no mepe GopMUpOBaHUS TPYIII
Ciyliatesned MmporpaMmbl MpodhecCuOHANIbHOTO 00YUYEHHUS.

Jlokymenm 006 oo6pazoeanuu: CBUACTEIBCTBO O NPOQPECCUOHATEHOM
o0yueHUH (CBHUIETENLCTBO O mpodeccun pabdodero, JODKHOCTH CIIYXKAIIEro).
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YUYEBHO-TEMATHYECKUM IJIAH

[Iporpamma npodeccuoHabHOT0 00y4YeHUs 10 TPOPECCHU:
«Cexkperapb PyKOBOJIUTEJIA

Ileau kypca — dbopMupoBanre npodpecCHoHaATLHON KOMIIETEHTHOCTH CEKpeTaps
pyKoBoauTENsET B pamMkax mnpodeccuoHandpbHoro cragapra «CHoenuanuct 1o
OpraHU3alMOHHOMY u JTIOKYMEHTAI[MOHHOMY 00ecreuyeHHIO0 yIIpaBJICHUS
OpraHu3aiye» W HWCMHOJIb30BaHUS B  JICATEIBHOCTH TEXHOJOTHH, Haubojee
3(GEeKTUBHBIX IS €T0 peaTN3aIuu.

Kareropumn o0y4yaembix:
[Iporpamma npodeccuoHaaIbHOTO 00ydeHHUS MpeaHa3HAUSHA IS JIMIL, )KETaI0IIuX

npuodpectu npodeccuio ««Cekperapb pykoBoauTesas». K ocBoeHHIO HacToOsIIEH
MporpaMMbl JOMYCKAIOTCA JHUIA JIO0OTO BO3pacTa, HMMEIOIIUE OCHOBHOE 00Iiee
oOpa3oBaHue.

Ipoao/KkuTEILHOCTD (TPYA0E€MKOCTh) 00yYeHHS:
330 akamemuyeckux 4acoB. Jlnd BceX BHUIAOB AyAUTOPHBIX  3aHATUU
aKaJeMHUYECKHUI Yac yCTaHABIMBACTCS MPOAOJKUTENBHOCTHIO 45 MUHYT.

D®opMbl 00yYeHUS:

Ouynast (c OTPBHIBOM OT pPabOThl), OYHO-3a04YHAA (C YACTUYHBIM OTPHIBOM OT
paboThl), 3a0uHas (0e3 oTpbiBa OT paboThl). [Ipu peanuzaiuu nporpaMmbl MPUMEHSETCS
dbopMa opraHmzanuy 00pa3oBaTEIbHON JAEATEIHPHOCTH, OCHOBAHHAs Ha MOIYJIHHOM
MPUHITUIIE TPEJICTABIICHUS COAEPKaHUs 00pa30BaTEIbHON MPOrPaMMBbl U TTOCTPOCHUS
y4eOHOTO TUTaHa, WCTOJIB30BAHUM PA3TUYHBIX O0pPa30BATEIBHBIX TEXHOJOTHHA, B TOM
YHCJIC TUCTAHITMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA U 3JICKTPOHHOTO O0YUEHUSI.

Pe:xxum 3aHaTHii: 8 akaAeMHUYECKHX YAacOB B JeHb. lIpemycmarpuBaercs
BO3MOXKHOCTh OOYy4Y€HHs M0 HHAMBUAYaJbHOMY ydyeOHOMy IuiaHy (Tabnuma 1) B
npejenax 0CBauBaeMou JIOMOTHUTEILHON TPOPECCUOHAIBHON MPOTPaMMbl O0yUEHUSI.

JlokymeHT 00 o0pa3oBanumn: CBUIETEILCTBO O MPOPECCUOHATEHOM 00yUYeHUHN
(cBHAETEIBCTBO O Mpodeccuu pabovero, TOHKHOCTH CITYKAIIETo).
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HaunmeHnoBanue yueOHBIX MOIyIeH

Moayas 1. O6menpodeccuoHaJIbHbIN

Bcero,
yac.

B ToMm uucie

JICKIIUHA | IPAKTHYCCKUC

3aHATUA

®opMbl
KOHTPOJIA

Kypc
1.1 MopenupoBanue npodeccuoHaIbHON
JESATEIbHOCTU: IIOCTAaHOBKA M pEIICHUE
po(ecCHOHANBHBIX 3aa4. DTHKA JIeJI0BOTO 32 8 24 -
obmmenus. Kondaukronorunyeckast KyabTypa
JUYHOCTH
1.2 OxpaHa Tpy/ia U TEXHUKA O€30MaCHOCTH 16 8 8 -
1.3 [IpaBoBble  OCHOBBI  MPO(ECCHOHATBHOM 24 8 16 )
JESITEIbHOCTH
1.4 DKOHOMMKA OpraHU3aALNI 24 8 16
1.5 IIpoMexyTOUHBII KOHTPOJIb 6 6
‘ 2 Moayas 2. IIpodeccuoHaIbHbINH Kype 174 72 88 (]
2.1. JlokyMeHTalluOHHOe o0ecrneueHue 112 56 56
ynpaBJieHHs
2.1.1. | Texnomorust co3nanus, OQGOpMICHUS U
pENAKTUPOBAHUS OpraHM3aloHHO- | 32 16 16
pacnopsiAMTENbHON JOKYMEHTAUU
2.1.2 | Opranuzanus JIOKYMEHTO000pOoTa C
UCIIOJIb30BAHUEM  COBPEMEHHBIX  BHUAOB | 32 16 16
OpPITEXHUKU
2.1.3 | Benenue nien B TEKyLIEM JI€I0IPOU3BOACTBE | 24 8 16
2.1.4 | IloaroroBka Jen K mepegaye Ha apXUBHOE 24 16 8
XpaHeHue
2.2 Opranuszauus CEKpeTapcKoro 62 24 32 6
00CcJIyKUBaAHUS
2.2.1 | Koopaunanws pabotsl opuca 32 16 16
2.2.2 | Opranuzanus AeI0BBIX IPUEMOB U BCTPEY 24 8 16

IIpoMe:KyTOUYHBLIH KOHTPOJIb

Mogayas 3. [IpakTuyeckoe o0yueHue

[IpaBuna  odopmieHuss  JOKyMEHTAI[UH
YCTaHOBIIEHHOTO 00pa3ia (MPakTUKyM).

«3HAaKOMCTBO €  oOpraHusauueii, ee
CTPYKTYpOii, cimyxk00il cekperapuaTa (IpH
HAJIMYMK), CUCTEMON OpPraHU3alMOHHOTO U
JOKYMEHTAllMOHHOT' O o0ecrieueHHs
yIpaBJICHUs, TOTOKaMU HH()OpMAIUI.

«O3HakomIIeHUE c CUCTEMOH
KOH(HICHIIMAJIBHOTO JIeIONPOU3BOCTBA B
opranuzanuy. O3HAKOMJIEHME C CUCTEMOM
3alUThl HH(OPMAIMK B OPraHU3aIMN»

20

20

32

CamocrosrenbHas paboTa.
«MopnenupoBaHue J1€I0BOTO pa3roBopa Io
teneony». «MoaenupoBaHue pabOThl C
MOCETUTEISIMM B TPUEMHON»  (IenoBas
urpa).

[IpoekT (BU3yaqbHO B BHJE CXEMbl WIIH
pucyHka) «Pabouyee MecTo cekperaps

20

20
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pYKOBOJUTENsD (KOHTPOIbHAsI paboTa)
KoHcynabTanum u NoaroToBKa K

IK3aMeHy
\ 6. KBanndukannoHHblil 3K3aMeH
7 BCEI'O: 330 86 224 20
COIAEPKAHHUE

[Iporpamma nmpodeccrnoHaIbHOTO 00yUCHHS
«Cekperapb pyKOBOAUTEJISD)
Moayas 1. ObmenpogdeccnoHaabHbIN Kypc:

Tema 1.1 Mooenuposanue npogeccuonanvroll OeamenbHoCmu. NOCMAHOBKA U
peuierue npogecCuoHalIbHbIX 3a0ay. IMuUKa 0e108020 00UeHUs.

Kparkas wuctopuss cekperapckoro paena. KpamudukarmoHHas xXapakTepUCTHKA
CeKpeTaps-aIMUHUCTPATOPA, €r0 pOJb B CTPYKType opranuzanuu. OyHKIUU cekpeTaps.

VYcnoBust popMHUpOBaHUS U Pa3BUTHUSL HABBIKOB MPOQPECCUOHATBLHO - JTUYHOCTHOTO
pocTa. XapaKTepuCTHKa JIEIOBBIX M JIMYHBIX KadyecTB cekpeTaps. UMumk cekperaps.
HckyccTBO caMorpe3eHTally ¥ BHEIITHUHN BU/I.

Otuka paenoBoro oo6OmeHusi. I[IpaBuna peueBoro stukera. JlenmoBbie Oecebl.
Henoseie meperoBopel. KynbTypa nenoBbiXx coBemanuii. OcoOEHHOCTH OOIIEHUS C
MHOCTpaHHbIMU mnapTHepamu. Kynbrypa nenoBoit mnepenwucku. I[Ipodeccuonanphas
ATUKa W JIEJIOBOM 3TUKET cekpetaps. IIpuem u obmenune ¢ nmocerutensimu. [lomapku,
CYBEHHUPBHI.

[Icuxonorust  komnekTuBa. (OcCOOEHHOCTHM  OOLIEHUS B  KOJUJIEKTHBE IO
ropuzoHTanm». OCOOEHHOCTU OOIICHUS «IIO BEPTUKAIIK.

Kondnuktsl B nenoBoi cpene, ux Tumnonorus. Pa3zpeinienre KOHOIUKTOB. DTUKET
Tele(pOHHBIX ITEPETOBOPOB.

Ctpecc u crtpeccoBbie curyanuu. CrnocoObl U MpPUEMbl SMOIMOHATBLHOU
CaMOPETYJISLIHH.

Tema 1.2 Oxpana mpyoa u mexnuxa 6e30nacHoCcmu.

OOGuue TpeboBaHuUs OXpaHbl Tpya.

TpeboBaHus OXpaHbl TpyAa NEPe] HAYaJIOM padOTHhI.

TpeboBaHus OXpaHbl TPyAa BO BpeMsi paOOTHI.

TpeOoBaHus OXpaHbI TPyAa B aBaPUIHBIX CUTYALIHSIX.

TpeboBaHus 0XpaHbl TPYyAa MO OKOHYAHUH PalOT.

AnTeyka OpraHu3aiuu.

OOGuue MeponpusiTUs MO 0€30MaCHOCTH TPYy/a.

[IpaBuna 3mekTpoOE30MacHOCTH.

[IpaBuia noxkapuoit 6e3onacHocty. [I[pruunHbBI BOSHUKHOBEHUS MOKAPOB.
[IpoTuBonoxapnas npodunaktuka. [loxkapusie moctel. CpeAcTBa MOKAPOTYILICHHUS.

Tema 1.3 Ilpasosvie octosvl npoheccuonHanbHoU 0esmeabHoCmu

OcHOBBl  KOHCTUTYUMOHHOro mnpaBa P®. IlpaBooTHOmeHuss B mpouecce
npodeCCUOHANIBHON JesATeNbHOCTU. OCHOBBI IPaKIaHCKOTO MpaBa. OCHOBBI TPYIOBOTO
npaBa. CoruanbHoe obecnieueHue rpaxian. OCHOBBI AIMUHUCTPATUBHOTO IIpaBa
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1.4. Oxonomuka opeanuzayuu

Opranm3anust (TIpeanpusTHe) B CHCTEME HAIMOHAJIBHOM HSKOHOMHKH. Poib
PKOHOMHKHM B XM3HHM oOmiecTBa. Opranuzanus, npeanpustue, Gupma — OCHOBHBIC
3BEHbsI SKOHOMUKH. Opranuzanus (MpeanpusTe) — MOHATHE U OCHOBHBIC MPU3HAKHU.
Opranuzanuu, nOpeanpusatus, QUPMbI — IOPUIAYECKUE JIMIA MPOMBIILICHHOCTH.
Opranm3anus (OpeAnpusTHEe) KakK CyOBeKT Xo03sAKicTBOBaHHA. (OCHOBHBIC AaCIEKTHI
Pa3BUTHUS OpraHU3AIMU KaK XO3UCTBYIOIIET0 CyObEeKTa B PhIHOYHOM SKOHOMHUKE.

Knaccudukanuss  npeanpuaruii  1mo  OpraHU3alMOHHO-TIpaBOBOM  (opme:
KOMMEPUYECKHE M HEKOMMEpPYECKHE OpraHu3anuu (MpeanpusiTus), rocyIapCTBEHHBIC
OpraHu3auu (mpennpusTus); YHHUTapHBIE Opra"Hu3aluu (mpennpusTus);
TOBApUILECTBAa; OOIIECTBO C OrPaHUYEHHOM OTBETCTBEHHOCTHIO; OOIIECTBO C
JOTIOJIHUTEIIbHOM OTBETCTBEHHOCTBIO; AKIMOHEPHBIE O0OIECTBA; MPOU3BOJCTBEHHBIC
KoorepaTuBbl. OCHOBHBIE XapaKTEPUCTUKU U MPUHIUIBI PYHKIIMOHUPOBaHUSL. DOPMBI
OObeIMHEHUSI MPEANPUATUN: KOHILEPH, XOJJAWHT; KOHCOPUUYM; (PUHAHCOBO-
MPOMBIIJICHHBIE Tpynnbl; acconuanus (coro3). OCHOBHBIE XapaKTEPUCTUKUA U
MPUHUUIBI PYHKIIMOHUPOBAHMUSL.

Konkypenuus u moHomnonusa. PeiHOUHBIE OTHOIIEHUSI B 3kOHOMUKe. [loHsiTue u
CYIIHOCTh KOHKYPEHIIMM H MOHOmoiuu. PopMbl UM BHUABI KOHKYpPEHIMH. MeTObl
KOHKypeHIIMU. Bunbl MoHOMONMMi. Moiein COBPEMEHHOTO PhIHKA. AHTUMOHOITOJIBHOE
3aKOHOAATEIbCTBO.

Cnenuduka aesTenbHOCTA opraHuzanuu (mpeanpusitus). Popmbl 00IIECTBEHHON
OpraHu3alMy MPOU3BOJICTBA: KOHILIEHTPAIMS MPOU3BOJCTBA U pa3Mepbl MPEANPUITUH.
Cnenmanuzanus (opranuzanuu) npeanpusitus. Koonepuposanue. KomOuHupoBanue.

Opranuzainust ynpasieHusi opranuzanue (npeanpusitueM). CymHocTh U QyHKIIUU
yopaBlieHUs ~ opraHuzanuei  (mpenmnpusarvem).  OpranuzainoHHass — CTPYKTypa
yIpaBJiieHUs opraHuzaiuei (IpeanpusiTueM).

dopmMmupoBaHue TPYAOBBIX pecypcoB. IloHsATHE TPyAOBBIX pECypcoB M UX
kinaccudukanus. PeiHOK Tpyna. IlorpeOHoctu opranuzamuu  (IpeanpusiTus) B
TPYAOBBIX pecypcax. [I[pon3BoauTEeNbHOCTH TPy Ia.

HopmupoBanne tpyna. CymiHOCTb, 3aJaud M 3HAYEHUE HOPMHUPOBAHHS TpyHa.
Hopmbl, ux Buabl, CTpykTypa. MeTolbl HOPMHUpPOBAHUS TpyJa. MeToabl H3y4deHUs
3aTpaT pabo4ero BpeMeHH.

Omnara Tpyaa paOOTHUKOB opraHuzanuu (npennpustusi). CylmHOCTh U MPUHIIUTIBI
OpraHu3aluy oIiatel Tpyaa. @opMbl U CUCTEMbl OIIAThl Tpyaa. OCHOBHbBIE BUJIBI
JOTIOJIHUTEJIBHOM OIJIAThI TPY/a.

1.5. IIpomedsicymounvlii KOHMpOaL (Mecmuposatie).

Monayas 2. IIpodeccuoHaibHbII Kypc

Tema 2.1 Jlokymenmayuonmnoe obecneuerue ynpaeieHus

2.1.1 Texnonoeus cozoanus, opopmieHus u peoaKkmuposaHus OpeaHU3AYUOHHO-
pacnopsaoumenbHol 00KyMeHmayuu.

Jlenonpou3BOACTBO Kak oaHa w3 (yHKOuM ynpaiaeHus. OOmme cBeIeHHUS O
CEeKpeTapckoM  feile W gejaompousBoicTBe.  OCHOBHBIE  ATambl  Pa3BUTHSA
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JNETONPOU3BOICTBA. Mecto  cekpeTapss ~ PYKOBOJMTENISI B COBPEMEHHBIX
rOCYJJapCTBEHHBIX W  HErOCYJapCTBEHHBIX CTPYKTypaxX, €ro (yHKIMOHAJIbHBIC
oOsi3anHOCTH. TpeOoBaHMs, MPEAbSIBIsEMbIE K JEIOBBIM W JUYHOCTHBIM KauecTBaM
CeKpeTapsl.

[Tonarue o kinaccupukanuu AOKyMEHTOB. Knaccudukaiusi 10KyMEHTOB IO PSay
npu3HakoB. HopmaTuBHO-MeTOAMUYECKHE JOKYMEHTHl. OpraHu3aliMOHHO-IPABOBBIC
JOKYMEHTBI. YcraB opranuzauuud. HWHcTpykuuu. JIOJMKHOCTHAsE MHCTPYKUUS.
PexomeHyeMasi JOJDKHOCTHAsT HWHCTPYKIUSL cekperapsa. I[IpaBuna BHYTpEeHHEro
pacnopsiika. PernameHr.

CrpykTypa © IITaTHAasT YHUCICHHOCTb, pacnucanue. Opra"nuzanusa Tpynaa
pabotHukoB. dopMbl oOpraHuzanuu ACNONPOU3ZBOACTBA U CTPYKTypa CIyXObl B
3aBUCUMOCTH OT KaTeropuu yupexxkaeHuil. Hopmbl opranuzanuu Aeonpou3BOJICTBA.
Kareropuu yupexneHuil.

lIpakmuueckoe 3ansmue: COCTaBIIEHHE CXEMbl (DYHKIMOHAJIBHBIX OOs3aHHOCTEH
CeKpeTaps pyKOBOIUTEIS

[IpaBuna odopmienus pekBu3utoB. llonstue popmynsapa nokymenta. Gopmysp-
oOpazeny gokymenta. CoctaBieHue u odopmieHue Gopmymsipa-oOpasna JOKYMEHTA.
CocTaB peKBU3UTOB JOKYMEHTA.

Buapl, HazHaueHue U coctaB 0j1aHKOB. TpeOoBaHus K MOCTpOeHUIO OJaHKOB. biiank
nokymeHnTa. OgopmieHue 0j1aHKa TOKyMEHTA.

PacnonoxeHnue peKBU3UTOB B MpeAeiaX PEKOMEHYEMBIX T'PAHUI] PACIOI0XKECHUS
pekBU3UTOB. biiank mnucbma. blaaHK KOHKPETHOTO BHJA JOKyMeHTa. Paznuuud
PEKBU3UTOB OJIaHKa MUCbMa M OJlaHKa KOHKPETHOrO BUJA JOKyMeHTa. TpeboBaHUs K
JOKYMEHTaM TMpU WX H3TOTOBIICHHM Ha IMeyaTallux ycTpoilcTBax. Pacmonoxkenue
PEKBU3UTOB  OTHOCUTENbHO TalynsTtopa. IlpaBuna odopmieHuss pPEKBU3UTOB
JIOKYMEHTOB.

OdopmiieHre OCHOBHBIX T'PYIIN OPraHU3AIMOHHO-PACTIOPSAIUTEIbHBIX JTOKYMEHTOB.

Buasl u Ha3zHaueHwe Ciy>keOHbIX AOKyMeHTOB. Kiaccudukanuss AOKYMEHTOB,
eaunble TpeboBanus 'OCTa. O6mme TpeOoBaHUS K COACPKAHUIO TEKCTOB CIIYKEOHBIX
NOoKyMeHTOB. CripaBOYHO-UH(GOPMAIIMOHHAS TOKYMEHTAIIUS.

Buaet nucem. Odopmienue  dopmynspa-oopasua. CryxeOHble MHChMA.
TpeboBanusi k TekcTy. PekBuU3UTHI cinyxeOHoro mnuchbMa. CryxeOHO€ MHUCHMO Ha
dbopmate A4, AS

Tenerpamma. TpeOoBaHus K TeKCTy. PekBusuThl Tenerpammbl. OdopmiieHue
TEJIETPAMMBI. Tenedonorpamma. TpeboBanuss K  TEKCTY. Odopmienue
tenedonorpammbl.  JlokmamHas — 3amucka.  PeKBH3WTBHI  JOKJIQJHOM  3aMMCKH.
OObsicuutenbHas 3anucka. OpopmiieHre JOKIaAHON U O0BICHUTEIHHOM 3aMHUCOK.

OdopmieHue KapoBOM TOKyMEHTAIIUH:

Bunel u HazHaueHue KaApOBOM [OOKyMeHTauuu. TpyaoBod porosop. IlpaBuna
coctaBiueHuss U odopmiieHus. Buaesl 3adBieHuil no auyHOMYy cocTaBy. I[lpaBuia
COCTaBJICHUSI.

[IpaBuna cocrtaBieHuss U oQopmiieHUS JUYHBIX Kaptouek T-2. OdopmieHue
aBToOuorpaduu, pesrome, ankeTbl. CocTtaB u mpaBwia O(QOpMIICHHS JIMYHOTO Jela.
CocraB onucu JOKYMEHTOB B JINYHOM JIEJI€.
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[IpaBuna Benenuss U OoQOpMIICHUS TPYAOBBIX KHIDKEK. [Ipukazpl mo JHUYHOMY
COCTaBy.

CocraBiieHue TEKCTOB CIY>KEOHBIX JOKYMEHTOB. CTUIb CIY>KEOHBIX JOKYMEHTOB,
oOiiee mousiTue. COOTHOIIEHUE CTUJI U COJIEPkKAHUS TEKCTa C BUIOM JOKYMEHTA.
OdurmanbHO-1€I0BON CTUIb, ONpeAesieHrue. XapakTepHble OCOOCHHOCTH (IIPU3HAKH)
oduHUanbHO-AeI0BOT0 cTUiig. O01re TpeboBaHus K TEKCTaM JIOKYMEHTOB yIIPaBICHUS
B COBPEMEHHOM JeJ0Npou3BOACTBE. KpaTkocTh H310KeHUS TekcTa. TpeboBaHuUs K
dbopmynnpoBkaM TekcTa. TOH ciaykeOHbIX TOKyMeHTOB. KoMmakTHOCTh (00bEM TeKCTa
B 3aBUCHUMOCTH OT BUJA JOKYMEHTA, CPEACTBA JOCTUKEHHUS KPATKOCTH).

JIOKyMEHTBI MPOCTHIE U CIOXKHBIE (B 3aBUCMMOCTU OT KOJIMYECTBA 3aTParuBaeMbIX
BOMPOCOB). YacTu CHOXHBIX (OOBEMHBIX) JOKYMEHTOB; TMOPSJAOK HyMEpaluu.
Hcnpapnenue omuOOK B TEKCTE C MOMOIILI0O KOPPEKTYPHBIX 3HAKOB. Vcmosib3oBaHue
KOPPEKTYpHBIX 3HaKOB». CocTaBieHue OMOIMOrpaduuecKruX CIIMCKOB.

IIpakTuueckoe 3anaTue: CocTaBieHUE U PeAAKTUPOBAHUE JOKYMEHTOB.

DNeKTPOHHBIN oduc.

OcHoBHbIE cepbl TPUMEHEHHUS DIIEKTPOHHO-BBIUUCIUTEIBHOW TEXHUKU B
aIMUHUCTPATUBHOM yIpaBICHUU (27IEeKTPOHHBIM oduc, aBTOMAaTHU3allUs
JOKYMEHTO00O0pOTa, 3JIEKTPOHHAS MOYTa, CUCTEMa KOHTPOJISI UCIIOJHEHUSI TPUKA30B U
pacropsiKeHuid, cuctemMa TeleKoH(pepeHui). TpeboBaHUsS K aBTOMATU3UPOBAHHOMY
pabouemy mecty (APM) cekperaps, 000pyJOBaHHOMY KOMITBIOTEPHON TEXHUKOM.

[Tonsarue mporpammuoro ob6ecneuenus (I10). Knaccuduxanus I10: cuctemusie,
MPUKIIAJIHBIC U UHCTPYMEHTAJbHbBIE MPOrpaMMbl. BUibl 1 Ha3HAUYCHUE. Y HUBEPCAIbHBIC
MH(pOpMAIIMOHHBIE TEXHOJIOTHH, MPUMEHsIEMbIE B paboTe cekpeTapsi. IHTerprupoBaHHbIe
MaKEeThI MPUKJIATHBIX TporpamM. TenaeHunu pazputus 110.

TexHoJOrusl CO3/1aHKs TEKCTOBBIX JJOKYMEHTOB.

Kommepueckasi KoppecnoHACHITHS.

Buemneroproseie nokymeHThl. Mx Bunmbl U odopmiienue. YHudukauus u
CTaHJapTU3AlMsl BHEIIHETOPIOBBIX JOKYMEHTOB. CTaHAAapThl Ha BHEIIHE TOPrOBYIO
JOKyMEHTaluo. PexkBU3UTHI  €AMHOTO  YHUDUIIMPOBAHHOIO  BHEUIHETOPTOBOTO
JTIOKYMEHTA.

Kommepueckast koppecnnoHASHIUA U KOMMepueckue nucbma. OcoOEHHOCTU TEKCTOB
KOMMEPUYECKON KOPPECHOHACHIIMU. bIaHKu, peKBU3UTHI KOMMEpPUYECKUX MuceM. Buis
MPOCTHIX KOMMEPYECKUX MHCeM, OCOOeHHOCTH ux odopmienus. Odopmienue
KOMMepuecKux nuceMm. KoHTpakTsl, 3aka3bl, cornamenus, OomenpuHsaToie GOpMbI 3THUX
JOKYMEHTOB: CTaHJapTHBIC BRIPAKECHUS, YIOTPEOIsieMbI€ B MOJJOOHBIX JOKYMEHTAX.

[IpoTokon cobOpanusi, ocobeHHOCTH odopmieHud. MemopaHayMm, AOKIagHAas
3anucka. Ocobennoctu odopmieHus. OdopmieHne KOMMEpPYECKOM JOKYMEHTalUU
(IpOTOKOJIBI, TOKJIAIHbIE 3aITUCKU U JP.)

2.1.2 Opeanusayus O0OKyMenmoob6opoma ¢ UCNONb308AHUEM COBPEMEHHBIX U008
OpemexHUKU

Opranu3zaiusi JOKyMeHTOo000poTa TeXHOIOrusl KOHTPOJISL UCTIOTHEHUS TOKYMEHTOB

OcHoBHBIE BHABI PabOT C JOKYMEHTaMU: MPUEM U pPETUCTpalus; obecreueHue
MOpsiiIKa TPOXOXKACHUS JOKYMEHTOB B OpraHu3allud; KOHTPOJIb HCIOJIHEHUS,
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dbopmupoBaHue ey, MOATOTOBKAa W mepeaada jAen B apxuB U jAp. llonstue o
JOKYMEHTOO0OpOTE M JOKYMEHTOIOTOKE. ['pynmbl JOKYMEHTOB B JOKYMEHTAJIbHOM
oOecrieueHUU MPEANPUATUS: MOCTYHAIOMIUE JAOKYMEHTBI, OTHPABISIEMbIE JOKYMEHTHI
(BXOnsIIIME U UCXOJAIINE), BHYTPEHHHUE TOKYMEHThI, UX OCOOCHHOCTH.

OcHoBHbIE  (DaKTOpPBI, COBEPIICHCTBYIOIMIME pPabOTy C JOKYMEHTaMH; pOJb
CeKpeTaps-MalllMHUCTKU. HopMaTUBHO-METOJIMYECKUE JTOKYMEHTBI, MX COJIep)KaHUeE,
Ha3HAYEHUE U MOPAJIOK HCIOJIb30BAHHE B CEKPETAPCKOM Jielie, B JIEJIOMPOU3BOJICTBE.
[lepeuenp 00111eTOCY TapCTBEHHBIX HOPMaTUBHO-METOIUYECKUX JIOKYMEHTOB
KOHKPETHOM OpraHu3alliu; UX BUABI U MOPSI0K Pa3padOTKH.

[Topsimox 0OpaboTKKU OTHpaBIAsIEMbIX JTOKYMEHTOB. Buasl omeparuii mo oOpaboTke
nokyMeHToB. [IpaBuna cocraBienuss u odopmieHus ¢ ydetoMm ux Buja. OTmpaBka
JOKYMEHTOB; JJIEMEHThI OQopMiIeHUS ¢ ydyeToMm TpeboBaHui [loyToOBBIX mpaBuUIL.
Peructpanus u naaekcanusa 10KkyMmeHToB. Llenn perucrpanuu. MHaeke JOKyMeHTa, €ro
coctaB. Peructpupyemoie cBeieHust U3 AokymeHTa OOpMbl perucTpaiuu J0KyMEHTOB:
ero COCTaB. Peructpupyemeie CBEJICHUS perucTpanuu JIOKYMEHTOB.
Hepeructpupyemsbie nokymeHnThl. [lopsanok peructpanuu 10kyMeHTOB ¢ Tpudom «KT»
i «KonduaeHmaibsHO».

Kontpons wucnonHenus gokyMeHToB. Ilens koHTposisi. KoHTpoJib CpOKOB
WCIIOJTHEHUSI TOKYMEHTOB: TEKYIIUN M MpeaylnpeAuTeNbHbIN. Y CTaHOBIEHHBIE CPOKH
WCIIOJTHEHUSI TJOKYMEHTOB; TEKYIIUH W MpeaynpeAuTeNbHbIN. Y CTaHOBIEHHBIE CPOKH
UCIIOJHEHUsSI JOKYMEHTOB; IE€pEeYeHb THUIOBBIX CpokoB. Ciy4yam MOA3TAIHOIrO
KOHTponupoBaHus. @opMbl BBEJACHUS KOHTPOJBHBIX OMNEpaluii: KOHTPOJbHAs
KapTOTEKa, pyyHas U aBTOMaTU3UPOBaHHAs CUCTEMBbI KOHTPOJIA (¢ nmoMouisio 11K).

Jlenonpou3BOACTBO MO MUCbMEHHBIE U YCTHBIM OOpalleHusiM rpaxaad. TpedoBaHus
K JIOKYMEHTaM.

OOGpamnieHue rpax/ial, Kak CpeACTBO OXpaHbl NpaB JUYHOCTU. DOPMBI OOpalleHUN:
NPEUIOKEHUS], 3asBICHUSA, >KaloOBbl, X omnpeneneHus. PermameHTupyromun
00111e0TpaciaeBOM JOKYMEHT, ONPEASSIONNI TOPsSIA0K paboThl ¢ ATUMH JTOKYMEHTAMU
(TunoBoe monoxkenue). OCHOBHbIE TMpaBuja IMOJAaYM OOpallleHUH TpaxaaH B
VUPEKICHUSIX, OpraHu3anusx; ooOecreueHre KOHTpojs. (OTBETCTBEHHOCTh 3a
OpraHu3aIuo padoThl ¢ OOpaleHUEeM T'PaXK/laH, COCTOSHUS JIEIONPOU3BOJICTBA IO HUM.
CylIHOCTb U pOJib CUCTEMATU3AUU PA0OThI CEKpETaps MO0 OOpalEHUSIM TPaXK/IaH.

OpraHuzaliioHHble MEPONPUATHS, OOECIEUUBAIOIINE TEXHOJOTHUI0 padOThl C
oOpallleHUsIMU TpaKIaH: IPUEM IpakJaH, IPUEM U MepBUYHAs 00paboTKa MUCbMEHHBIX
oOpalleHusi, perucTpamusi oOpanieHuid, HampaBjaeHue oOpalleHuii Ha PacCMOTPEHUE U
T.0. JIuuHBIA mpueM TpaxkJaH, MpaBuia OCYIIECTBICHUS; TpeOOBaHUSI K €€
opraHuzanusM, posib cekpetaps. [IpuemM nucbMeHHBIX OOpalleHul TpakJaH; MpaBUiia
perucTpanuu, ydeTra, KOHTPOJIS, BBIMOJHEHHUS CIOpaBOYHOM paboTel. dDopma
PErUCTPAIMOHHO-KOHTPOJIBHON KapTOUKHU.

TexHoJIOTUsl XpaHEHUs, TOMCKA U COPTUPOBKU MHPOpMAIIIH.

[IpaBuna XpaHeHuss Jel B CTPYKTYPHBIX MOJAPA3ACICHUSAX MPEAIPUSATHUS.
BHyTpeHHsst onuch NTOKYMEHTOB Jiena; Ha3HaueHue; ¢popma. Kapra-3aMmeHuTenb; JTUCT-
3aMEHUTENb, WX Ha3HaueHue U Qopma. IlpaBuiia BbIAAYM U U3BATHS OTACIBHBIX
JIOKYMEHTOB Jiefa.
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[IpaBuna odopmiienuss nen Ajisi apXuBHOTO xpaHeHus. lIpuem u mepenauya nen B
apXuB, TMOPANOK OCyIIEeCTBICHUA. ONUCh JTOKYMEHTOB; TOPSJOK COCTABJICHUSI.
Kypnans! peructpanuu. PeructpaliuoHHbIe KAPTOTEKU HA JOKYMEHTBI; UX Ha3HAUYCHHUE.
Ilepenaua MOKYMEHTOB JOJTOBPEMEHHOTO M IMOCTOSIHHOTO XPAaHEHUsS Ha JIOTOBOPHOU
OCHOBE.

Nudpopmanmonnas cucrema. baswl ganubix (bJ[). HasnaueHnue u OCHOBHBIE
¢byHKkIMu cucteM yrnpanienus b/l

DNEeKTPOHHBIN TOKyMEeHT. OcHOBHBIE (hopMaThl AaHHBIX. CUCTEMBbl aBTOMATU3AIINU
JEJOMPOU3BOACTBA U DJIEKTPOHHOTO JOKyMEHT0000poTa. CHCTEMBI aBTOMATH3alIUU
nenonpousBoAcTBa. DyHkuum cucrembl. Pabota ¢ mokymeHTaMu (peructpais,
nepejaya, KOHTPOJIb HUCIIOIHEHHUS); JJICKTPOHHBIM apXWB (CUCTeMaTH3allusi, IMOUCK,
U3BJICUCHUE U Tiepefada); BBOJ HECTPYKTYPUPOBAHHBIX W CTaHJIAPTHBIX (Qopm
JIOKYMEHTOB (CKaHMpPOBAHUE, paClO3HABAHUE, PEIAKTUPOBAHUE, SKCIOPT B 0azy
JTAHHBIX).

Bxogsmue u  ucxonsiue JOKYMEHTHl (perucTpamusi, KOHTPOJIb U  YYeT
KOPPECHOHAEHIINM; PETUCTPALUS MNEPEJAHHBIX IO 3JICKTPOHHOW MOYTE JOKYMEHTOB;
HACTPOWKA CTPYKTYPbl PETHCTPAIMOHHOTO HOMEpPAa B COOTBETCTBUM C HOMEHKJIATYpPOU
JI€J1; HAJIOKECHUE PE3OJIOLNM, KOHTPOJIb UCIIOJHEHUS, HATMCAHUE U MTPOCMOTP OTYETOB
[0 PE30JIIOLMAM; NEpeChlIKa JOKYMEHTOB JUISI WCIOJHEHUS BHYTPU OpraHHU3alUU;
MIOMCK IO PEKBU3UTAM; CIIUCAHUE JOKYMEHTOB B JEJIO0 M BO3MOXKHOCThH IEpPENAYd Ha
apXMBHOE XpaHeHue). BHyTpeHHHE JOKYMEHThl (IUKJI pabdoThl € MpPOEKTaMu
JOKYMEHTOB: CO3JaHHE, PETUCTpalHUs, YNPABICHHE MPOXOKICHUEM JTOKYMEHTA,
dbopmMupoBaHue MOPYUYCHUH, YIIPaBICHUE JOCTYIIOM, CO3/IaHUE U XpaHEHUE Ia0JIOHOB,
obecrieueHre HHPOPMALIMOHHON O€30MaCHOCTH).

[IpaBoBo€ peryiupoBaHre BOMPOCOB PadOTBhl C JJIEKTPOHHBIMU JTOKYMEHTAMH.
OJIEKTPOHHBIA ~ JNOKyMeHT.  @opmarbl  gaHHbIX. CHCTEMBI  aBTOMAaTHU3AIUU
JIEONPOU3BOACTBA U AJIEKTPOHHOT'O TOKYMEHTOO0O0pOTA.

Perucrtpanus, KOHTPOJb U y4€T BXOASIIEN U UCXOISIIENH KOppecnoHAeHINU. BBog
HECTPYKTYPUPOBAHHBIX M CTaHAApTHBIX QopMm 1okymeHTOB. I[lukn paboTel cC
BHYTPEHHHUMU JOKYMEHTaAMH.

DIIEKTPOHHBIN apXHB.

2.1.3 Beoenue oen 6 mekyuiem 0enonpou3soocmae

OO0uiee MoHSATHE O HOMEHKIIATYpE JIeJI; OCHOBHBIE COCTAaBIISIIOLIME HOMEHKIATypPhl
nen. Haznauenwe paOOThl MO COCTaBICHHIO HOMEHKIATypbl jen. HopmaruBHbIe
JOKYMEHTBI W METOAMYECKHUE MaTepuallbl, HCIOJb3yEMbIE JUISI COCTABJICHUA
HOMEHKJIATYPHI JE.

NunuBuayanbHass HOMEHKIATypa Jell, CBOAHAs HOMEHKIarypa naeil. TumoBas u
npuMepHasi HOMEHKJaTypa jnel; ux ocoOeHHoct. dopmMa HOMEHKIATyphl Jdel
pEAIPUSATHUS.

Paznensl HOMeHKIaTypbl Jei. 3aroyioBKM JAed, uX cucremarunsanus. [lopsamox
PaCIIONOKEHUS; TPeOOBaHUS K HaUMEHOBaHUSIM, (OPMYJIHPOBKAM; COCTABISIONINE
3JIEMEHTHI.

[IpaBuna Benenusa gen. llopsagoxk  BHECEHMsT  JAOMNOJIHEHWM, YTOYHEHHH,
WCIOJIb30BAaHNE HOMEHKIIATYPBI JI€]I U XPAHECHUE.
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2.1.4 Iloocomoska Oen k nepedaue HA APXUBHOE XPAHEHUE

dopMupoBaHUE JIeN; OMNpENeNICHHe; Ha3HAYeHWEe U pojdb B OpraHU3AIUU
JeoNnpon3BoACTBa. HopMmaTuBHBIE MOKYMEHTHI JUIsi OpraHu3aiuu  paboThl IO
dbopmupoBanuio jaen. MHCTpYyKIIMU MO JETONPOU3BOJCTBY KOHKPETHOTO YUPEKICHUS,
bupMbl; ee Ha3HaueHHE, MOPSAOK pa3paboTku. ['pynnupoBka nen; crnenuduka
(dbopMupoBaHUs OTJETBHBIX KaTETOPUil

TpeboBanuss K JOKyMmMeHTaM (GOPMUPYEMBIX B Je10. Buabsl JT0KYMEHTOB,
bopMupyeMbIX B caMOCTOsITENbHOE Ae0. [Topsagok pacnonokeHus JOKyMEHTOB B JIeTie.

Cnenuduka cucremaTu3ald OTACIBHBIX KaTeropuit HOKymMeHTOB. OcCOOEHHOCTH
dbopmupoBanus aea ¢ nepenuckoil. CriocoObl opopMIleHHs JIe], UCTI0JIb3yEMBbIE MAKH.
Odopmnenue 00I0KKH aena.

DKcnepTu3a LEHHOCTH KakK 3JIEMEHT YIpaBiieHUs TOKymeHTtanuen. HopmatusHO-
METOJIMYECKUE U TEOPETUUECKHE OCHOBBI SIKCIIEPTU3BI.

XpaHeHHe JIOKYMEHTOB U Tmepedada Jeil B apxuB. llpaBuna XpaHeHus Aen B
CTPYKTYPHBIX MOJpa3JIeICHUSIX NpeaAnpusTiusi. BHyTpeHHSsS ONHUCh JOKYMEHTOB JIEla;
HazHadyeHue; ¢popma. Kapra-zameHuTenpb; TUCT-3aMEHUTENb; UX Ha3HaueHUe u ¢opma.
[IpaBuiia BeIIauu U U3BATUS OTJAEIBHBIX IOKYMEHTOB Jea.

ApXuUB IpeANpUsITUs; €ro Ha3HaueHUe. 3ajauu apxuBa. TpeOoBaHUS K MOMEIICHUIO
JUIsl apXuBa; OCHalleHue apxuBa. [loHsTue 00 ONTUMAIBHOM CPOKE HCIOJIb30BAHUS
JOKYMEHTOB B JAEJIONPOM3BOACTBE. KoMHCCHMA MO ONpPENeNeHUuI0 CPOKa XpaHCHUS
KOHKPETHBIX JIe]T; €€ COCTaB U MOJIHOMOYHUSI.

OcCHOBHBIE TMPUHIUIIBI YCTAHOBJIEHUS CPOKOB XpaHeHHs JAen. JOKyMeHTHI,
OTHOCSIIIIMECS K KATETOPUH TOKYMEHTOB JOJTOBPEMEHHOTO XPAaHECHMUSL.

[Touatue o kxoHduaeHuumanbHo uHpopManuu. KoHbuaeHManbHbIE CBEICHUS.
3HayeHue ISl OPEANnpUSITHS COXPAHEHUS KOH(PUACHIMATbHBIX CBEICHUU. Y CIOBUS
oOecrieueHUs] COXPAHHOCTH KOH(DUACHIMATBLHON UWHPOpMAMKM HA MOPEANPUSITUU.
[IpumepHBIi IEpeYeHb CBEICHUM, COCTABIAIOIINX KOMMEPUYECKYIO TAHY MPEAPUSITHUSA.
Hayuno-texuuueckast (TexHonmoruueckas) undopmanusa. JlemoBas wuHbopMaius.
CoctaB u o00bem cBenenuil. OOmme cBeaeHuss 00 opraHu3anud pabOThl MO
00€CTEeYeHUI0 COXPAaHHOCTU CBEACHUM, COCTABIAIONIMX KOMMEPUYECKYI0 TalHy
npeanpusitud. Llenb 3amuTel KoHDUACHITUATEHON HH(pOpMaLIH.

OcobeHHOCTH BeIeHUS JeI0MPOU3BOCTBA, 00ECIEUNBAIOIETO YUET U COXPAHHOCTh
JOKYMEHTOB, COJIEpKalllUX KOMMEpUYECKYI0 TaiiHy. OcoOble OTMETKH Ha JOKYMEHTax, B
COJIEp’)KaHUM TEKCTAa JIOKYMEHTAa. YCJIOBHUS IEYaTaHUs W KOMHPOBAHUS JOKYMEHTOB.
[IpaBuna perucrpanumu.

[IpaBuna ¢popmupoBanusa u opopmiieHHs Aea ¢ AokymeHTamu. [IpaBuna Bblgauu u
BO3BpaTa JOKyMeHTOB. CucTemMa KOHTpOJS Haluuyus JOKYMEHTOB ¢ rpudom «KT».
OTBETCTBEHHOCTh 3a JOKYMeHTHl. IlpaBuna mnepemaum nen B apxuB. [IpaBuna
YHUUTOXEeHUs Jei ¢ rpudom «KT».

Tema 2.2 Opeanuzayus cekpemapcroz2o 00CaIyHCUBAHUSL

2.2.1 Koopounayus pabomst oguca

Opranm3anus paboyero Mecta cexkperaps U pykoBoautens. CoOMoaeHe TeXHUKU
0e3omacHOCTH MpHu paboTe ¢ OprrexHukoil. CaHWTApHO-TUTHEHHYECKHE TPEOOBaHMSI.
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Ocrtetndeckue OCHOBBI odopmieHuss oduca. TpeboBaHus K OpraHu3aluv U
0o(OpMIICHUIO MHTEpbEepa pabouero MOMENICHUs; OCBEIICHHUE, 1IBET, OPUCHAsT MeOeb,
JEKOPATUBHBIC SJIEMEHTHI.

PernameHT coBMmecTHON paboOThl cekperaps U pykKoBoauTens. J[OKyMEHTHI,
periameHTupytomue padoty oduca. OCHOBBI OpraHU3aluy TPYAa U YIIPABICHHUS.

TpeboBanuss Kk 000OpyIOBaHHIO TOMelIeHUs. TpeOoBaHMS K €CTECTBEHHOMY U
HMCKYCCTBEHHOMY OCBEILEHHIO, KOHCTPYKIIMOHHBbIE OCOOCHHOCTH OQUCHON Mebenu.
[IpaBuina conepxaHus MOMEIICHUH U pabOYuX MEcCT.

[InanupoBanne wu opranuzanus pabodero aHs. Pabouuii JeHb cekperaps.
OcobeHHOCTH MOBCEAHEBHOrO IaHupoBanus. [loaroroBka mnomenieHus oduca K
Hayay paboudero qHs. TeXxHUYecKue CpeicTBa OpraHu3aluu padoThI.

[InanupoBanue pabouero naHs pykoBoautens. CoriacoBaHue pexkuma paOOThI.
[lmanupoBanre MEpONPUATHI, YTOUHEHHE OopyueHUi. [loAroToBka, npreM u oTnpaBKa
KOPPECMOHCHIIUH.

KonTpons wucnosHeHus NOPYyYEHUH PYKOBOAMUTENS. YTOYHEHUE COCTOSIHUSA
JOKYMEHTOB, TMOPYYEHHBIX HJi1 uUcnoidHeHus. KOHTpodab COCTOSIHUSI TOTOBHOCTH
Meponpusituid 1Hs. [loaroroBka qOKyMEHTAIlUU K MCIOJHEHUIO, IOMCK U TEXHUYECKast
00paboTka HEOOX0ANUMOU UH(OPMALIHUH.

Tenedhonnoe oOCiTyKUBaHUE.

Cnenuduka tene@oHHON KOMMYHUKAIMU. TpeOoBaHUSA K peyu: AUKIHUS, CKOPOCTh
peuyu, TOH. YCJIOBUS MakCUMaldbHON A()PEKTUBHOCTU TeIePOHHOTO pa3roBopa.
[IpaBuna BeneHusi TeneOHHOrO pa3roBopa. Bxopasmime W ucxoasiue TelepOHHBIC
3BOHKHU. Dpa3bl-KIUIIE Hayala, 3aBEpIICHHS pa3roBopa. Y TOYHSIONIME BOIPOCHI,
npeaoTBpalieHue KOHPIUKTHBIX CUTyallui B TeJIe(pOHHOM pa3roBope.

Ilpaxmuuecxkoe 3amnamue: JlenoBas wurpa «J/lemoBas Oecema». PoneBas wurpa
«KonpnukrtHeiii kiueHT». [loaroroBka mNaMATKM IO BBIXOAY M3 KOH(MIMKTHON
CUTYaluu.

DTHUKET B JIeIOBOM jJuajnore mno tenedony. TpeOoBaHUs K COIEPHKAHUIO JEIOBBIX
TeNne(OHHBIX Pa3rOBOPOB; OCHOBHBIE 3JIEMEHTHI Auaiora. TpeOoBaHUS K YaCTHBIM
pazroBopaM 1o TenedoHy B JeiaoBoil oOctaHoBke. WMHpOpManMOHHO-CIIPaBOYHBIC
Matepuanbl TeaeoHHOW KOMMYyHHKauu. [1oAroroBka HEOOXOAMMBIX JTOKYMEHTOB U
MaTepuanoB, UX UCIOJIb30BAHUE B MpoIlecce Teae(OHHOr0 pa3roBopa.

Crpykrypa u ctuiib opurmansHoi Tenedonorpammbl. OO TOPSIAOK MOATOTOBKU
teneonorpamm. Odopmienue u ornpaBka TenedoHorpammbl. OCHOBHBIE MpaBuUia
npuemMa tenedonorpamm. CpenactBa  (pakcUMWIBHOM — mepenadyd  COOOIIECHHI.
Knaccudpuxanus dakcon. I[lpunuun aeiictBus (akCUMHIBHOTO arapara, [paBuia
MIPUMEHECHUS.

[TonroroBka mnpuema MO JUYHBIM BOIpoOcaM. PernmaMeHT mpueMa MHOCETUTENEH.
[Ipurnamenue Ha mnpueMm K pykoBomguTento. Pabora ¢ JOKyMeHTaMU K TIpUEMY.
[ToaroroBka JOKYMEHTOB K IPUEMY MOCETUTENEH MO JIMYHBIM BorpocaM. [IuceMeHHbie
Matepuanbl mnoceruteneid. Pabora ¢ KypHaioMm ydera mnocetutened. BusuTHbie
KapTouku. X oopmiieHre U HUCTONB30BaHUE B JEIOBBIX OTHOIIEHUAX. OCOOEHHOCTH
MPUMEHEHUS BU3UTHBIX KapTOUYEK BO BpeMs IMpUeMa MO JIMYHBIM BOIPOCAM.
[IporpamMmmHbIe cpencTBa CO3/IaHUSI BUSUTHBIX KapTOUEK.

21



2.2.2 Opearuszayus 0en08blx npuemos u 6Cmpey

PeueBoil »TUKET B /1€JI0BOM OOIIEHUHM. DJIEMEHTHl PEUEBOT0 ATUKETAa: (POPMBbI
oOpamenusi. M3noxeHuss mpockO, BBIpAXKEHUS  NPU3HATEIBHOCTH,  CIOCOOBI
apryMEHTAIUU B JITIOBBIX CUTYAaIIUsX.

Ilpaxmuueckas paboma: Pabotra B rpymnmax «CepBupoBka crtona» CozmaHue
MHCTPYKIIMOHHO-TEXHOJIOTUYECKON KapThl OpraHu3alui IPUEMOB: KOKTEillb, QypIleT,
0apOekro, MBEACKUHN CTOJ, OaHKET.

Texnuka BeneHus JnenoBoi Oeceapl. CymHOCTH nAenoBoi Oecennl. Buansl Gecen.
[Toaroroska 6ecenpl. CTpyKTypa AeI0BOM Oecebl.

DTHUKET JIeJIoBOM Oecenpl. MeTonpl, MCIOIb3yeMble Ha pPa3HBIX dTamax JeJI0BOM
Oecenpl.

[InaHnupoBaHue u opraHu3alys NPOTOKOIbHBIX MEPOTIPUSITUH.

HenoBoii mpotokon. IloHsATHE «I€TIOBOM MPOTOKOI»; €r0 pojb B IMPOBEACHUU
JIETOBBIX BCTped (MEperoBopoB, mpueMoB). BeneHnue npoTokoja MEpONPUSTUMA:
CTpPYKTypa, npaBwia odpopmienus. [lonstue o numnomaruueckom sTtukere. [IpaBuina,
TPaJUIIUU, YCIOBHOCTH B MEXKIYHAPOIHOM OOIIECHUH.

DTHUKET MNPOTOKOJBHBIX Meponpustuil. OOmenpuHsaTbie (OpMbl MPOTOKOJIBHBIX
MEPOIPHUITUNA; TOPSAOK UX OpraHuzannu. OpraHu3anus COBEIIAaHUN U IEPETOBOPOB.

Ucnons3oBanue nporpamMmmubix cpeactB MS Word, Excel. Publisher B moaroroske
COBEILIAHUI U IEPETOBOPOB.

Odunmansubie npuembl. TuUmbl MPUEMOB IO COCTaBY Y4YacTHHKOB. Ojnexna Ha
npueMax. ['pynmnbl BCTpeuaronmx, ocoOeHHOCTH mnpuBeTcTBUl. [loBenenue rocredt u
X035€B B aBaH3alie, anmepuTuB. Bunabl npuemMoB mo Tumy oOciyxkuBaHus. [IpaBuia
OpraHu3allyd Pa3IUYHBIX BHUJIOB MPUEMOB: KOKTEWb, Qypiier, 6apOeKio, MIBEACKUN
ctoii, Oanket. [IpaBuia cepBUPOBKHU U paccajaku rocteil. 3actonbHas Oecena. KynbTypa
€/l U MHUTHSI.

Nudopmanmonnoe obecreueHue AenoBbIX npruemMoB. CocTaBlIeHUE TJIaHA CIICHAPUS
npueMa: TIOCTAHOBKA IIeJIei, COCTaBJIICHHE CHUCKa NpuriameHHbix. lloaroroska,
pacchUIKa MPUTIIAIICHUI U OTBETH Ha mpuriameHus. CocTaBiaeHue IJIaHa PacCcagku 3a
CTOJIOM, COCTaBJICHHE MEHIO, MIOJIT0TOBKA TOCTOB U pEYEHl.

[ToarotroBka Jae10BBIX MOE3A0K U BCTPEY.

Opranm3anuss © TMOATOTOBKAa  CIy)KeOHOM moe3aku. CxemMa TOATOTOBKH
KOMaHAUpoBOK. Cnenudpuka KOMAHAUPOBOK IO KATETOPHUH, CIIONKHOCTH PEIIaeMbIX
BOIIPOCOB, CPOKOB, MECTa Ha3HauyeHWUs, reorpaduueckoro mojoxkeHus. Pa3zpaboTka
MPOEKTa MPOrPaMMbl KOMaHIUPOBKH.

be3znokymeHTanmonHoe 00CiIyKMBaHUE KOMaHIUPOBOK. COTjlacOBaHHUE MOE3JKHU C
PYKOBOJUTENEM, IPUHUMAIOIIEH CTOPOHOM. 3aka3 OuieToB, OpOHUPOBAHUE TOCTUHUIIBI.
KoHTpoab yObITUS-IPUOBITUS K MECTY KOMAaHAUPOBKHU.

JlokymeHTanmoHHoe ogopMiIeHHe JeI0BbIX Mmoe3nok. OdopmieHrne BBIE3THBIX
nokyMeHToB. IloaroroBka, oOpaboTKa W Pa3MHOKEHHE CIIYXKEOHBIX JTOKYMEHTOB H
MaTepuasoB C TMOMOIIBI CPEeACTB oOprrexHuku. [loaroroBka KOMaHAMPOBOYHOIO
yaoctoBepeHusi. buzHec-nogapku u cyBeHupbl. [loarotroBka ordera mo pesyibTaram
KOMAaHJUPOBKHU.
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llpakmuuecxkue 3auamus: Pa3zpaboTka cXeMmbl MOATOTOBKU K JIEJIOBOM MOE3JIKH.
CocrtaBieHrue NaMITKH CEeKpeTapro: (pas3bl-KiIuIne 3aka3a OWJIETOB, TOCTHHHIIBL.
OtpaboTka mpueMOB 3aka3a OWJIETOB, rOCTUHHUIIBI OTpabOTKa MPUEMOB 3aMOTHEHUS
KOMaHJAUPOBOYHBIX YJIOCTOBEPEHUI.

2.6. [Ipomescymounwviii KOHMpOb.

Monayas 3. IlpakTudeckoe o0yyeHue

Tema 3.1 Ilpakmuxym. Ilpaxmuka na npouzeoocmaee

[IpakTuka (MpuMepHbIe HAMPABICHUS U BUbI JEATCIBHOCTH):

«3HAaKOMCTBO C OpraHu3alueid, ee CTPYKTYypou, ciyxk00il cexperapuarta (mpu
HaJW4YuM), CHUCTEMON OpPraHU3alMOHHOTO U JIOKYMEHTAllMOHHOTO OOecreyeHus
yIpaBJeHUsl, MOTOKaMU UH(DOpMALIII.

«O3HaKkoMJIeHHE C CHCTEMOM KOH(PUAEHIMAIBLHOIO  JIEJIONPOU3BOJICTBA B
opranuzanuu. O3HaKOMIJICHHE C CUCTEMOM 3alllUThl UHPOPMAIUU B OPraHU3ALINY.

«CocraBinenue, peIaKTUpOBaHUE u opopmiieHrE OpraHU3aluOHHO-
pacropsiAuTeabHON cornacHo TpeboBaHusM ['ocyaapctBeHHbx cTaHgapToB (I'OCT)».

«CocraBnenue, peJakTupoBaHue U oopmiieHre UHPOPMAIMOHHO - CIIPABOYHOMU
JOKyMEHTAIINU corjlacHo TpeboBanusam ["ocyaapctBeHHbix ctanaapToB (I'OCT)».

«Opranuzanust  TIOKYMEHTOOOOpOTa B  OpraHuM3alldd C  KCHOJIb30BAaHHEM
COBPEMEHHBIX BUJIOB OPTAHU3ALIMOHHON TEXHUKW.

«CocraBienne 1 opopMiieHHE HOMEHKIIATYPBI JIeJT OpraHU3allum.

«IToaroToBka /el K mepeaadye Ha ApXUBHOE XPAHECHUEY.

«BbITIOTHEHNE MAIIMHOMKUCHBIX PA00T Pa3IMUYHON CTETIEHU CIOKHOCTH.

«Opranuzaius paboyero Mecta CEeKpeTaps».

«Benenue ciyxe0HOro Tene(OHHOr0 pa3roBopay.

«IInanupoBanue pabouero AHS CEKPETaAPS.

«Opra"uszaius npueMa COTpyIHUKOB CBOETO MPEAIPUITHUSD.

«IToaroToBKa KOMaHIUPOBOK U JIEIOBBIX MOE3I0KY.

«PaboTa ¢ 3JIeKTPOHHOU MOYTOIN».

Tema 3.2 Camocmoamenvhas paboma. «MoaenrupoBaHue JeJI0BOr0 pa3roBopa mo
tenedony». «MoaenupoBanue pabOThI C MOCETUTENISIMU B IPUEMHOM» (71e710Bast Urpa).

[IpoekT (BU3yasibHO B BHJI€ CXEMbl WM pUCYyHKa) «Pabouee MecTo cekperaps-
aMUHUCTpATOpay (KOHTPOJbHAs paboTa).

Koncynomayuu u noocomoska Kk sk3amemny.

Keanuguxayuornnwiii sxzamen

OLHEHKA KAYECTBA OCBOEHUS ITPOI'PAMMUBI (¢popmbl aTrTecTanum,
OlLlEHOYHbIE MATEPHUAJIbI)

Kypc oOyuenust nenutcsi Ha Bpems, OTBEICHHOE ISl 3aHATHI, MPOBOJUMBIX B
aynuTopHoM Qopme (JIEKIMU, TMPAKTUYECKUE 3aHSATHS) M BpeMs, BBIJICICHHOE Ha
BHEAYJIUTOPHOE OCBOCHHUE AUCHUIUIMHBI, OOJIBIIYI0 YacTh M3 KOTOPOIO COCTaBJIsET
caMoCTOsATENbHas padboTa CTyIeHTA.
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ConepxaHue mporpaMMbl U UCIOJIb3yEMble TEXHOJOTUH OOYUYEHHUSI OCHOBBIBAIOTCS
Ha KOMIIETEHTHOCTHOM M CHUCTEMHO-JIESITEJIbHOCTHOM TMOJX0/aX, MO3BOJSIONINX
CYIIECTBEHHO TMOBBICUTh MPO(ECCHOHANBHBIM YypOBEHBb CIylIaTeseil B BoIpocax
dbopmupoBaHUs y cCiyliatened MNpencTaBieHud 00 OCOOCHHOCTSX JAeSTEIbHOCTU
CeKpeTaps-aIMUHUCTPATOPA B YCIOBUIX peanu3anuu npodhecCHOHAIbHBIX CTaHIapTOB.

B kadectBe nmpemnojaBaTeneil  MPUBIEKAIOTCS  BBICOKOKBATU(PUIIUPOBAHHbBIC
CIELUAIIUCTBI, KOTOPbIE COPUEHTUPOBAHBI HA TO, YTOOBI YETKO CIIEIOBATh COACPIKAHUIO
oOpa3zoBaTeIbHON MPOTrpaMMBbl, €€ 1eisiM U 3aaadaMm. Coaep:kaHue mporpaMMbl MOKET
OBITh PACIIMPEHO M YIIyOJICHO MPEeno1aBaTe/IsIMA B 3aBUCUMOCTH OT 00pa30BaTeIbHOM
CUTYaIuu.

KypcoM mnpenycMmarpuBaeTcs HCHOJIB30BaHHE Pa3HOOOpPA3HBIX METOAOB U
MHCTPYMEHTOB, MO3BOJISIONIMX CleNIaTh OOyYEHUE UHTEPECHBIM, >KUBBIM, JOCTYIHBIM
JUTSl TOHUMaHUSI, IPAKTUYHBIM, HATJISIAHBIM:

JlexkiimonHasi yacTh y4eOHOIro Kypca JUisi ciyliaTesneil mpoBoauTcs: B (hopme 0030poB
110 OCHOBHBIM TE€MaM.

[IpakTuyeckue 3aHATUS MPEAYCMOTPEHBI JJIsI 3aKPEIJICHUS] TEOPETUUYECKUX 3HAHUH,
YIIIyOJI€HHOTO pPacCMOTpPEHUs] HauOoJsiee CIOXKHBIX MPOOJIEM AUCHUILIMHBI, BBIPAOOTKU
HaBBIKOB CTPYKTYPHO-JIOTUYECKOTO TMOCTPOEHUs Y4yeOHOro Marepuana M OTpabOTKU
HaBBIKOB CAMOCTOSTENIbHON MOJTOTOBKHU.

CamocTosiTenbHass paboTa CTYJIEHTa BKJIIOYAET B Ce0S M3YUEHUE TEOPETUUYECKOTO
MaTtepuala Kypca, BHIIIOTHEHNE TPAKTUYECKUX 3aJaHUH, MOJTOTOBKY K MIPOMEKYTOUHOMY
Y UTOTOBOMY KOHTPOJIIO.

KauecTBO 0CBOEHMSI MpOrpaMMbl 00€CIICUMBACTCS BBEJACHUEM PaCIpeaeIeHHOTO
MPOMEKYTOUYHOTO KOHTPOJs (MO MOIYJsIM, Te€MaM MPOTpaMMbl) U COBOKYIIHOTO
UTOTOBOTO KOHTPOJISL.

Ilpomedsicymoynsiti — B KOHILIE HU3YUYCHHUS] MOJYJS OOydYarou[uMecs BBINOIHSAIOT
MpaKkTU4eCKUe paboThl, TECTOBBIC 3aJJaHUs, IK3aMEHAIIMOHHBIC 3a/IaHMsl, HAlPABJICHHBIC
Ha TPOBEPKY PE3YJIbTaTUBHOCTU OOYYEHUS, OLIEHKA CTENEHHU YCBOEHUS Y4eOHOro
Martepuajia B IUIAaHE POCTa M Pa3BUTUA UX KOMIETEHTHOCTU (BBIOMpAIOTCS
npenojaBaTesieM UCXOsl U3 KOHKPETHBIX YCIOBUH MEJarorniyeckoro mpoiecca).

HUmozcosbiii — B Ka4eCTBE UTOTOBOM aTTECTAllUM MPOBOJIUTCA KBaTU(PUKAIIMOHHBIH
9K3aMEH, KOTOPBIM BKJIIOYAET B ce0s: MPOBEPKY TEOPETUUECKUX 3HAHUU U
MPAKTUYECKUX YMEHUHN ydamuxcs. DK3aMeH MPOBOAUTCS Mo OuieraM B (hopMe OUYHOTO
cobeceloBaHUs yyalllerocsi ¢ KOMHUccUel, HazHaueHHOU mnpukazoMm mo OO0 «Lentp
npo¢eCCUOHANIBHBIX 00Pa30BaATEIbHBIX TEXHOIOTHIN.

[IpoMeXyTOUHBIM KOHTPOJIb MPOBEPKH TEOPETUYECKUX 3HAHUKA B MOpeAenax
KBaJIU(UKAIMOHHBIX TpeOOBaHUI MPOBOAUTCA B (OPME YCTHBIX OMPOCOB, MPOBEPKU
BBITIOJTHEHUS CaMOCTOATENIbHOW paboOThl BO BpeMs 3aHATUA MO TEOPETUUYECKOMY
00y4YeHHI0, TECTUPOBAHUS.

KoHTpop npakTUYecKuX HaBBIKOB MPOBOAUTCS B (POpME MPAKTUUECKOTO 3aJJaHUS B
X0Jle yueOHOU MpaKkTUKKA Ha pabodyeM MeECTe MPEANPUSITHS, 3aKPEIICHHOM 3a HUM BO
BpeMsI IPOXOXKICHUS TPAKTUKHU, B MPUCYTCTBUU MIPEACTABUTEIIS pab0OTOAATEIS.
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HpI/IMepHLIe 3aJaHuA AJd NPOMEKYTOYHOI0 KOHTPOJIsA 3HAHM

3agaHusl MpEeNCTaBIeHbl B TEKCTOBOM U rpaduueckoit popMe Ha BBHIOOP OJHOTO
WM HECKOJIbKUX MpPaBUIbHBIX OTBETOB, HAa BBOJI CJIOBAa, CJIOBOCOYETAHUS WIH
TEKCTa, Ha YCTAaHOBIICHHWE TOpsAKa JEUCTBHM. B TEkcTOBOM pemakTope
MPECTaBIICHBI TAOIUIIBI MPABUIBHBIX (3TaJIOHHBIX) OTBETOB.

l. Iox pado4yuM MeCTOM CJIYKalIero MOHUMAETCH:

— TIPOCTPAHCTBO, B MpeAenax KOTOporo pabOTHUK, HE IepeMENIasch,
BBITTOJIHSET BO3JI0KEHHYIO HAa HETO PadoTy;

— 30HA TPYAOBOH JEITEILHOCTH pPaO0OTHHKA, OCHAIICHHAs HEOOXOIUMBIMHU
CpeICTBaMHU TPY/Ia;

— OIMCcaHue OCOOCHHOCTEHW ompeaeaeHHOM TpodecCuu, pacKphIBAIOIIEe
cojiepkaHue Npo(ecCuoHaIbHOTO TPYAa;

— YacTbh MOMEIICHHUS, B KOTOPOM COBEPIIACTCS TPY0Bas ACATCIbHOCTD.

2. llox opranusamueit padbovyero MecTa NOHUMAETCS:

1.
2.

CHUCTEMAa MEPOTPUSITUI N0 MIAHUPOBAHUIO pabOYETro MECTa;

CUCTEMA MEpPONPHUATHI IO OCHAUIeHUI0 padodyero MecTra CpelCTBAMHU
U TIpeMeTaMy TpyJa U uX QyHKIIMOHAIBHOMY pa3MElICHUIO;

CHUCTEMa MEPONPUATUNA N0 BHIOOPY U (PYHKIIMOHATLHOMY pa3MEIICHUI0 MeOeIH
Ha paboueM MecTe.

3llepeuunciure BUAbI ANOK

. CanlluH  2.2.2/2.4.1340-03  «I'urneHunyeckne  TpedOBaHMH K
NEePCOHAJIbHBIM 3JIEKTPOHHO-BbIYMCJIANTEIBLHBIM MalIuHAM "
OpraHu3anuu padoTbD» ABJISIOTCA

l. oOs3aTenbHBIMU JJISI BCEX oOpraHusaiui, riae wucnoib3ytorcs [19BM,
HE3aBUCHUMO OT ()OpPM COOCTBEHHOCTH;

2. oOsi3aTenbHBIMM ~ JJIsI  BCEX TOCYAApPCTBEHHBIX W MYHHUIUIAIbHBIX
opraHu3aIui, rjae ucnoiib3yrrcs [[ID9BM;

3. PEKOMEHJATEIbHBIMU.

4. B coorBerctBUH ¢ CaunlluH 2.2.2/2.4.1340-03 «I'uruennueckue

TPeOOBAHUS K MEPCOHAJBHBIM JIEKTPOHHO-BBIYNCIUTEIbHBIM MANIUHAM
U OPraHu3anuu padoThD> TeMIepaTypa B CJIYy:KeOHbIX MOMeEIIeHUsIX JeTOM
JAOJI5KHA COCTABJIATD:

1. 22-25°C

2. 25-27°C

3. 18-21°C

Pa3paborka pexuma Tpyaa W OTAbIXa Uil COTPYAHMKOB OPraHU3alMU
NMPOU3BOAUTCS HA OCHOBE:

1. Tpynooro koaekca P®D;

2. TmpaBuJ TPYAOBOTO PacCHOPSIAKA;
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3. IuHAMUKHU pabOTOCMOCOOHOCTH COTPYAHUKA.
6. Ilepeuncante ¢akTopbl, KOTOPble HEOOXOAMMO YYUTHIBATh TMPH
pa3padoTke cxeMbl padoyero JHs ceKpeTapsi.

7. Cxema pa0douero IHsl CeKpeTapsi pa3padarbiBaeTcs:
1. ropucrom;
2. PYKOBOAMTEIEM;
3. cekpeTapeM;
4. cnenuanaucToM OTJeia KaJpoB.
8. Cxema pa0ouero qHsl ceKpeTapsi YTBepPKIAeTCs:
1. HaYanTbHMKOM OTJEJIa KaJApPOB;
2. pykoBoauTenem ciykowl JJOVY;
3. IOpUCTOM;

4. npyroe.
9. UYro Takoe "pe3epBupoBaHue BpeMeHu'?

10. IIp1 BO3BHMKHOBEHMH KAKMX-JIH00 COMHEHHI B PeajibHOCTH HAMEYEHHOI 0
IJIAHA CEKPeTaAPb JH0JIKEH:

BBIOCpHTE HECKOJILKO BAPHAHTOB OTBETA

1. mepenenarh miaH pabOTHI HA JICHB;

2. mporH(pOPMHUPOBATH 00 ITOM PYKOBOJIUTEINS;

3. BO 4TOOBI TO HU OBLIO BBIMIOJHUTH IJIaH pabOTHI HA JICHB;

4. TIpensIOKUTh BApUAHT PEIICHUS TTPOOJIEMBI.
11. [TepcnekTHBHOE MJIAHUPOBAHUE - 3TO

12. Kakue acnekTbl AesiTeJIbHOCTH PYKOBOJAUTEJSI YYUTHIBACT CEKpeTapb Npu
pa3padoTke HeeJbHOr0 rpa)uka padoTbl pyKOBOAUTE/IAA?

13.Jlunio, oOpaTuBuIIeecsi B OPraHM3alUI0 /Js1 PelIeHUs] JAeJOBBbIX HJIH
JIMYHBIX BOMPOCOB € PYKOBOAMTE]EeM HJIH COTPYAHUKAMH OPraHU3alNH
3TO
l. KJIIMEHT Opra”Hu3anuy;
2. mapTHEp OpraHU3alNH;
3. IOCETUTEIIb OPTaHU3ALUN.
14. IIpuem noceruresieii 3To

15. 3 nepevyHst BUJA0OB IpUeMa NMOCeTUTe/Iel yOepuTe HenpaBWbHbIE:

1. mpueM COTpyAHUKOB OpraHU3aIMU [0 TEKYIUM pabo4YrM BOIIPOCaM;

2. IpueM COTPYAHHUKOB OPTaHM3aIUH JJIsI 00CTOATENBHON Oece bl Mo pabounm
BOIIPOCAM;

3. OpueM COTPYJHHUKOB OPraHU3aIMU 10 JUYHBIM BOIIPOCAM;

4. mpueM NOCETUTEIIEN U3 IPYTUX OpraHu3aluu;

5. mpueM rpa)xJaH Mo JUYHBIM BOIIPOCAM,;

6. MpueM rpaxiaH Mo TeKyluuM padbounM BOIIPOCaM;
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7. mpueM KOMaHJIUPOBAHHBIX CIICIIUAIUCTOB;
8. MpHueM Jeerannii, B TOM YHCJIE€ HHOCTPAHHBIX
16. UTo0bI NOATOTOBUTHCSA K NIPHEMY MOCETUTEJICH CEKPeTAPh 10JI’KeH 3HATh:
BBIOCpHTE HECKOJILKO ITPABMILHBIX OTBETOB
1. naty u BpeMsi (4achl) OJIMKaMIIero mpueMa rnoceTuTeNei;
2. KOTMYECTBECHHBIN U KAUECTBEHHBIM COCTAB ITIOCETUTEIICH;
3. MOTHUBBI (IPUYUHBI) TOCEIICHUS;
4. IpOrHO3 MOro/bl HA ICHb IPUEMA;
5. Kpatkoe cojaepkaHue oOpamieHuid  (mpocbO,  3agBICHUM, Kanoo)
MMOCETUTEIICH.
17. Jyia npueMa COTPYAHUKOB 0 TEKYIIUM BONPOCAM KeJIaTeJIbHO UMETh:
BBIOCpHTE HECKOJILKO ITPABMILHBIX OTBETOB
1. yCTaHOBJICHHBIE YaChl U JJTHU IIPHUEMA;
2. CIIUCOK COTPYJHHUKOB OpPraHU3alMyd, UMEIOMIUX JOCTYIl K PYKOBOIUTEIIO
B 1000€ BpeMs;
3. noaMuUIBHBIN CIIUCOK BCEX PAOOTHUKOB OPTaHU3AIINMY;
4. CIUCOK JOMAIIHUX aJAPECOB COTPYAHUKOB OPraHU3aLIHH.
18. Cpeau rpad xypHajia 3anMcH COTPYJIHHUKOB HA NMpPHEeM K PYKOBOJUTEJIIO
y0epuTe JUIIHIOKO:
1. naTa u Bpems npuema,;
. ®H1O, 101KHOCTb MOCETUTEIS;
. CEMEHHOE MOJIOKECHUE MMOCETUTEIIS,
. BpeMmsi, Heo0XoauMoe Jisi 00CYKIEHUS;
. e300 PYKOBOAUTENS (IPUHSATOE PEIICHUE);
. CPOYHOCTH BOIIPOCA.
19. Ha3zoBuTe YeThbIpe OCHOBHBIX THIIA MIOCETUTE I U3 APYTrUX OPraHU3alMi.

AN DN B W N

20. Opranu3ysi npueM KOMAHAHPOBAHHBIX PA0OTHUKOB, CEKPETAPb J0JIKEH:
BbIOEPUTE HECKOJIbKO MPABUILHBIX OTBETOB

. BBISICHUTB BOIIPOC, IO KOTOPOMY IIPUOBLIT KOMaHANPOBAHHBIH;

. OTMETUTh KOMaHJIUPOBOYHOE Y/IOCTOBEPEHUE;

. OPTraHU30BaTh MUTAHUE KOMAHIUPOBAHHOTIO;

. 0Ka3aTh MOMOIIb B MOJI00pEe HEOOXOAUMBIX MAaTEPHUAIIOB;

. IPEJICTaBUTh ~ KOMAHJAMPOBAHHOTO  BCEM  BEAYIIMM  CIEHUAIUCTaM
OpraHu3aluu.

21. IlepeuncianTe 3aaa4u ceKpeTaps B OPraHU3alMd MpUHeEMA [1eJOBBIX

NAPTHEPOB OPraHU3ALMH.

DA WN =

22. Ha3oBuTe OCHOBHYIO 3ajavy CeKpeTrTapsi npu Inpueme HpeIlCTaBI/ITeJIeﬁ
MPOBECPAOIIUX OPraHoOB.

23. Ecin moceruresqb mnpumiesJ 0e3 IMpeABAPUTE]bHON J0rOBOPEHHOCTH,
ceKpeTraps:
BbIOEPUTE HECKOJBbKO MPABUILHBIX OTBETOB
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l. npeayaraeT MOCETUTENI0 NEPErOBOPUTH C 3aMECTUTEISIMU PYKOBOIUTEIIS
WU APYTUM KOMIIETEHTHBIM PAOOTHUKOM MPEIIPUATHS;

2. U3BUHSETCS, YTO HUYEM HE MOXKET EMY IIOMOYb;

3. mpeayiaraeT MOCETUTENIO 3aMUCAThCs Ha IPUEM B IPYTO€ BPEMS;

4. NOKJAabIBAET O HEM PYKOBOAUTEIIO HEMEIJICHHO.

Bnummnrte HazBaHus popM perucTpauuu, NpeacTaBJIeHHbIX HA PUCYHKAX.

A.

b.

24.

PHUO,
Kparkoe
Ne | Hdara DdPUO Anpec conepuanme Pemenue OJIKHOCTH auua, | Pesyabrarsl
n/n | odpamenus | 3aaBuTead Bonpoca BOIpoOCa OCYHIeCTBJSIOMEro [ paccMOTpeHHsI
JINYHBII IpHeM
1 22.05.2014 J KpaBuyk r. MuHck, | OkazaHue CoBMECTHO PyxoBoauTens Y 10BIE€TBOPEHO
AHHa YIL. conuanbHON | ¢ ri1aBoit TIpUEeMHOI
Cepreesna | Mopososa, [ nomomu OBLT 3axmoueH | B.B. banakun
. 123, § marepu- JIOTOBOP
KB. 56 OJINHOYKE COLIMAIBHOTO
Haiima JKHJIOTO
MIOMEIICHUS,
odopmiena
MaTrepHaIbHas
[OMOIIb,  pelIeH
BOIPOC  IIpueMa
pebenka B
JIOIIKOJIBHOE
oOpa3oBaTelbHOe
yap-e.
B.
KoppecnmoHaeHT AdoupkuH rops MHuXaHI0BHY
(CD.I'I.O., agpec, Tef[e(bOH) yia.Karaesa, a. 6. k8. 41, 1. CpIKTBIBKap. T. 32-84-09
ITpenpiagymue oopameHus: OT - No oT No
Buna nokymMeHTa sKarmofa, IIogaHa JIH9HO Ha 1 1.

ABTOp, JaTa, HHACKC COIIPOBOIHUTEIBLHOIO ITHCHMA
JlaTa, HHOSKC MMOCTYILUIEHHS  20.02.2006 Ne 106

(ecau ecTh)

KpaTtkoe comepkaHHe O BOCCTAaHOBIICHHH JIbIOTHOM OYepeIH Ha YIyHUIIeHHE KHITHITHBIX
YCIOBHH

OTB.HCIIOJIHHUTEIb
Peszomrormsa

A .IlTlanuH, Tea. 00-00-00
BoccTaHOBHTE B IBI'OTHYIO Odepenb J0 27.02.2006

ABTOp PE30OIFOIHH ITpencenarens ... E.H.BopHucos

CpOK HCIIOJTHEHHST 27.02.2006

B.
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25. BolOepuTe u300pakeHHe IMPABUJIBLHO CEPBHMPOBAHHOW 4YaWHOW Napbl C
JIOKEYKOI.
BIUINNUTE OYKBY BEIOPAHHOTO BaMHU U300pakKeHUs

26.CoBenianue 310

27.B 3aBHCMMOCTH OT OCHOBHOH 3aJa4d BbUICJAKT CJICAYIOIIHE BH/bI
COBELIAHMM:
BBIOCpHTE HECKOJILKO ITPABMILHBIX OTBETOB
1. onepatuBHOE;
2. IpobaeMHOE;
3. IUCKYCCUOHHOE;
4. THCTPYKTUBHOE.
28.0TBeTCTBEHHBIH 32 MOATOTOBKY COBEIAHUS J0JIKEH 3HATD:
BBIOCpHTE HECKOJILKO ITPABMILHBIX OTBETOB
. IPUYNHY COBECIIAHUS,
. IIeJIb COBCIIIAHUS;
. OCHOBHBIE BOIIPOCHI JIJI1 OOCYKICHUS;
. T€3UChl OCHOBHOT'O JOKJaaa;
. COCTaB YYaCTHUKOB;
6. MmecTo, BpeMmsi, GOpMy MPOBEICHHUS.
29.B He0OJbIIUX OPraHU3ALUAX, KOMMepUYecKHMX ¢(upMax, aKIMOHEPHBIX
o0uecTBax padoTy 1o 00C/Ay:KUBAHUIO COBEIIAHUI BBINOJIHACT:

A W=
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1. cexperapsp KoJIErNY;
2. ceKpeTapb pyKOBOAUTEIS,

3. paboyas rpynna.
30.IlepeyeHr BONMPOCOB,
3acelaHUM ITO
1. mpoToKON COBENIAHMS;

2. IPOEKT pELICHUS,

3. IIOBECTKA JTHS.
31.Kaxk Ha3biBaercs popma, npUBeACHHAS HA PUCYHKe?

BIIMININTC HA3BAHHUC CbODMBI

KOTOpbIe OyayT o0cy:kaaTbcsi Ha COOpaHuUM,

Hyxnaercs
I B
Cornacue
Kakyro IToarBepxnenue IIpenmnonaraer ouierax Ha
Jara u cnoco6 MIPUHSATH Hyxnaercs N TIpu6sL1
OpraHH3alnIo HOJTy9eHUS 1M BEICTYIIUTH 0OpaTHEIi
(J5(6) HaIpaBJICHUS ydJacTue B JIU B Ha
IIPEeJICTaBIIsICT MIPUTIIANICHASL (Tema Iy Th
IPHUITIAMICHUS pabote TOCTHHHIIE 3aceqaHue
JIOJDKHOCTh (mara) BBICTYIUICHUS) (camorrer,
(Ja/Her)
mnoesn u
T.IL.)

1 2 3 4 5 6 7 8 9
Kucenesa AO 12.04.14 14.04.14 na HET HET HET na
Mapus «BOCTOK», | Ilucpmo-

BmaguMupoBHa | TIaBHBIH IIpHUITIAICHUE
Oyxranrep
IToranos OAO «llopt- | 12.04.14 13.04.14 na na HET HET na
Cepreit CHUCTEMBI», ITucemo-
CeMeHOBHY (MHAHCOBBIM | IpHUITIAIICHUE
JIPEKTOp

32.B kakoM ciyyae CeKpeTapio [0CTATOYHO ONOBECTUTh YYACTHHKOB
coBelllaHuA 10 TejedoHy, eperoBOPUB JIUYHO UJIH NepelaB NpUIJIalleHue
yepe3 COTPYAHUKOB Moapa3aeaeHus ?

33./10KyMeHT, BblAeJAeMblil B CBSI3M CO CIIOCO0OOM YCTHOH mepeladyu TEKCTa
Mo KaHajJaM TeJeOHHOH CBSI3M MW 4YacTO MCHOJb3yeMblil IV
NpUIJalieHusi Ha  COBelllaHWe  COTPYJAHMKOB  IOJABEIOMCTBEHHBIX
OpraHu3amum 31O

. nucemMonpurinanieHue;

2. Tenerpamma;

3. renedoHorpamma.

34.BpiOepuTe BapHMAHT MNPABUJIbBHO
NPUIJIANICEHUS] HA COBELIaHUeE.

1. ITpurnamaem Bac Ha coBelianue, MOCBAIIIEHHOE COBPEMEHHBIM MpoOIeMamM
pasButuss MammHoctpoeHus. Cosemanne cocroutcs 12.06.2001 B 10 wgac.
yTpa B 3ane 3acenanust MHctutyTa mpubOpoCTpoeHus mo aapecy: Mocksa,
AxageMu4ecKuil mpoctl., 8, 2l ITax.

2. Ilpurnamaem Bac Ha coBemanue, MOCBSIIEHHOE COBPEMEHHBIM MpoOIeMaM
pasButusi MammHoctpoeHus. Cosemanne cocroutcs 12.06.2001 B 10 wgac.
yTpa B 3aiie 3aceqanusa MHcTuTyTa nprubOpoCTpOCHHUS.

COCTaBJICHHOI'0O TEKCTa IIHCbMa-
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3. Ilpurnamaem Bac Ha coBemjanue, MOCBSIIIEHHOE COBPEMEHHBIM MpoOieMam
pa3Butus mamuHocTpoeHus. Coemanue cocroutcs 12.06.2001 B 3ane
3acenanusi  Muctutyta  mpuOopoctpoeHuss 1o ajapecy:  Mocksa,
AxageMu4ecKuil mpoctl., 8, 2i ITax.

35.Kakoe mnomelmieHue BbI Bbl0epeTe /A1 TNPOBeAEHHUS ONEPATHBHOIO
COBeILIaHUA PYKOBOJUTEJIA U TPEX ero 3aMecTuresiei?
BIUIINTE OYKBY BBIOPAHHOTO BAMH M300PaKECHUS

A B.

36.lokymMeHT, (UKCHPYHOIIUIA XO04 OO0CYXKACHHUS BOINPOCOB H IPHUHATHUSA
peleHuii Ha cCOOPaHMSX, COBEIIAHUAX U 3acCeJaHUAX ITO
l. akT;
2. IPOTOKO;
3. 1OTOBOP.
37.1locine wu3yueHHUs: HEOOXOIUMBIX (PUHAHCOBBIX 3aTpaT HAa MPOBEJCHUE
COBEIIIAHUS COCTABIIAETCS:
l. cnMCOK y4aCTHUKOB;
2. CMeTa pacxo/ioB;
3. KyJAbTypHas OporpaMmma.
38.Eciiu cekpeTapb He IPUHUMAET yYACTHE B COBEIIIAHNH, TO OH:
1. BBIMONTHAET CBOM O0S3aHHOCTHU, NEKYpUT Yy TeaedoHa B oduce;
2. yXOAUT IOMOW;
3. ocraercs B opuce, HO 3aHUMAETCSI IMYHBIMU JICTIAMHU.

39.TopkecTBeHHOEe COOpaHHe TMPHUIJIALIEHHBIX 10 KAaKOMY-J1H00
COOBITHIO, BKJIIOYAIOIEe 32CTOJIbE - ITO
. IpHEM
. COBCIIIaHHUE
3. mpe3eHTauus
40.1lepeunciauTe 3TANbI MOATOTOBKH NMpHEMA.

N —

41.Kakyro uHpopMauMi0 HeO0X0AMMO YKa3bIBaTb B TEKCTe
NpUIJIALIEeHUs HA npuemM?
BBIOEPUTE HECKOJBKO MPABUIbHBIX OTBETOB
. 0OpanieHue o UMEHH-0TYECTBY;
. MECTO IPOBEJICHUS IIPUEMA;
. TIOXKEJIAaHUs 3J0POBbS U YCIIEXOB;
. 1aTy ¥ BpeMs IPOBEICHUS ITPUEMA;
. CTIMCOK ITPUIJIAIICHHBIX;

A W=
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6. BUJ IIpUEMA;

7. Ipocb0y OTBETUTH;

8. MOBOJI U IIEJIA IPUEMa.

42.Cpeau 00s13aHHOCTEH OTBETCTBEHHOI0 3a mpueM YyOepure
JINIITHIOKO:

MPOCJICIUTH 32 CEPBUPOBKOIA;

MPOBEPUTH paboTy rapaepooa;

NpeAyNnpeIuTh OXpaHy pecTOpaHa;

JIeTyCTUPOBATh MoJaBaeMbie 0014,

OpraHu30BaTh 0(hOpMIICHUE TOMEILICHHUS;

Pa3IOKUTh PACCaTOUHBIE U KyBEPTHBIE KAPTOUKHU.

43.Kakyi0 nmomMoub OpPraHu3aropaM MO:KeT 0Ka3aTh CeKpeTapb, He
NPUHUMAKOIINNA y4acTHs B MOATOTOBKE M NMPOBeJleHNH npuema?

kW=

44.KT0 NpuHMMAaeT OKOHYATEIbHOE pellieHue M0 BUAY NpueMa, aare
U MeCTy ero nposejaeHus?
1. OTBETCTBEHHBIN 32 IPUEM,;
2. PyKOBOJIUTENb OpPraHU3aluH;
3. CeKpeTapsb.
45.1lomeTka Ha npurgamennu R.S.V.P. o3nayaer:
1. HEBO3MOKHOCTH OTKa3a;
2. mpoch0a OTBETHUTD;
3. TOJIBKO BO (pake.

46.Ciy:;ke0Hasi KOMAaHAMPOBKA - 3TO

1. moe3nka pabOTHHKA B IPYTYIO MECTHOCTB;

2. moe3aKa KyJ1a-1100 ¢ 11eJIbI0 BBITIOJTHEHUS 3a/1aHus;

3. moe3nka  pabOTHMKA MO  paclmopsiKEHUIO — paboTojarens — Ha
OMPENEeNEHHBIA CPOK [JISl BBIMIOJTHEHUS CIYKEOHOTO TMOPYYEHHUS] BHE
MeCTa MOCTOSHHOUN paOOoThI.

47.1lepevyenb 00s13aTeJIbHBIX MEPONPUATHH, HEOOXOAUMBIX ISl
yCHEIIHO OPraHu3auu KOMaHJAUPOBKH - 3TO

1. mporpaMma KOMaHJIUPOBKHU,;

2. TJIaH NOATOTOBKU KOMAaHAUPOBKY;

3. coyxeOHoe 3aJjaHueE.

48.Kakue wmeponpustus HE Bxoagsr B 1mJIaH NOAroOTOBKH

KOMAH/IUPOBKHU?
BbIOEPUTE HECKOJIbKO MPABUILHBIX OTBETOB
61. pa3paldoTaTh NPOEKT MPOrpaMMbl IPeObIBAHUS;
62. COCTaBUThH IUIAH PACCAJIKU;
63. COCTaBUTh U OPOPMUTH CMETY MEPOTIPUSITHUS;
64. 3aKa3aTh OMJICTHI;
65. BBINIMCATh KOMaHIUPOBOYHOE YIOCTOBEPEHUE;
66. MOATOTOBUTH OJIAaHK TPOTOKOJIA.
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49.Kakyw wuHpopMauui 00 YCJ0BHAX KOMAHAMPOBKH HeO00X0AMMO
MOJIYYUTH Y PYKOBOAMTE/IA?

50.ITporpamMma npeObIBAHUS (KOMAHJAUPOBKH) PYKOBOJIUTEJIS - 3TO

. IOCJICAOBATCIBbHOCTD HHCTPYKHHﬁ, NpCaAHa3HAYCHHBIX OJIA MHCIIOJITHCHHA

YCTPOMCTBOM YITPABJIEHUS BEIYMCINUTEIBHON MAIIINHBI;

. COBOKYITHOCTb I/IHCTp}IKHI/Iﬁ H aJIropuTMOB, OIIMCBIBAIOIINX ITOPAOOK

ONPEJICIICHHBIX JICCTBUM;

. IEpEYCHb MEPOIPHUITUNA, BCTPEU, EUCTBUM C YKa3aHUEM JaT, BPEMEHU U

MECT MPOBEICHUS, COCTABISIIONIMX COJACPKAHUE JICJIOBOM  MOE3IKH

(KOMaHIUPOBKH).

51.B nepeyHe JHUYHBIX M CJIYKEOHBIX JOKYMEHTOB, HEOOXOAUMBIX JJIA
KOMAaH/IUPOBKH, yOepure JIMIIHUE.

BBI6€DI/ITC HCCKOJBKO ITPABHUJIBbHBIX OTBCTOB

— NN DN B W~

[E—

. Tacmopr;
. BU3a;

. IPOE3THBIC OMIICTHI;

. IpUKa3 O HapaBJICHUU PAOOTHUKA B KOMaHIUPOBKY;
. CTPaxoOBOU IOJIHC;

. KOMaHJIUPOBOYHOE YIOCTOBEPEHNUE;

. TpyJl0Basi KHU>KKa paOOTHHKA.

52.Cuay:xe0Hoe 3a1aHUe COCTABJISIETCH 110 YHU(PUIUPOBAHHOI dopme

. T-10
. T-9
. T-10a

53.1Ipuka3 0 HanpaBJieHUH Pa0OTHHUKA (PA0OTHUKOB) B KOMAaHJAUPOBKY
opopmisieTcs Mo yHU(PpUUMPOBAHHOU popMe

. T-9 (T-9a)

2. T-10 (T-10a)

[E—

[E—

. T-11 (T-11a)

54.JlokymeHT, YAOCTOBEPSOLIH I BpemMs npedbIBaHUs B
KOMaH/IHPOBKe, BpeMsi NPUObITHS B NYHKT(bI) HA3HAYEHUS U BpeMsl
yOBITHS U3 Hero (HUX) - 3T0

. KOMaHJAMPOBOYHOE YAOCTOBEPEHUE;
. IpYKa3 0 HaMpaBJICHUU paOOTHUKA (PAOOTHUKOB) B KOMaHIUPOBKY;
. IpPUKa3 O 3aMEIICHUH.

55.Kakum jgokymeHToM odopmisercs mepegadya  MOJTHOMOYMH
BPEMEHHO HCIHOJHAKINEMY OO0S3aHHOCTH PYKOBOAUTE/sI, KOIJAA
NOCJaeAHUM HAXOJAUTCH
B KOMaHJAUPOBKe?

. IPUKa30M O Mpueme Ha padboTy;
. TIPUKA30M O MEPEBO/IE;
. IPUKA30M O COBMEIIICHUH,
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4. IpuKa3oM O 3aMEIICHUHU.

56.1lepeunciiute OCHOBHbIC OOSI3AHHOCTH CEeKpeTapss B IEePHOX

HaAXO0KACHHUA PYKOBOIUTCIA B KOMaHI[I/IpOBKe?

57.0T4eT 0 KOMAHAUPOBKE 00513aH COACPKATH:
BbIOEPUTE HECKOJbKO MPABUIBHBIX OTBETOB

DA WN -

. 000CHOBaHME HEOOXOUMOCTH KOMaHIUPOBKH;
. TIOCTIEZIOBATEIIbHOCTh PEIICHHSI BOTIPOCOB;

. CMETY pacxo/IOB;
. BBIBOJIBI 1 PEKOMECH/IAINN;

. KOTIMH TIPOE3THBIX TOKYMEHTOB.

58.Hepeqnc.1mTe OII€PATUBHBIC BOIIPOCHI, KOTOPbLIC CEKPETApPb MOZKET

pewmiath no rejaedony?

59.0cHoBHas1 32/1a4ua cekperaps B padore ¢ TejieoHoM -
1. mpuem TenepOHHBIX BHI3OBOB;
2. COeIMHEHUE PYKOBOAUTENSA C aDOHEHTOM;
3. 0cBOOOXKACHUE PYKOBOJAUTENS OT BBI30BOB, K HEMY HE aJpECOBaHHBIX;

4. pellieHHe ONEePaTUBHBIX BOMPOCOB IO TeaedoHy.

60.Ha3oBuTe 0OCHOBHBbIE MPABWJIA 3THKETA NPH TeJ1e)OHHOM Pa3roBope.

61./laiiTe Ha3BaHMe NPUBEJICHHOM HA PUCYHKe (OpPMBI

JonxHocTb, JOMmKHOCTD,
cdamMunua damunusa JOomKHOCTb
paGoTHuMKa, paGoTHuMKa, [laTa, HoMep TekeT n hamunus
MpUHABLLIEro | nepegasluero Bpems nuua,
TenedgoHo- TenedgoHo-
TenedoHo- TenejoHo- npuemMa OT UMEHM
rpaMmmbl rpammbl
rpammy, rpammy, KoToporo
HoMep ero HoMep ero npuHATa
TenedgoHa TenedgoHa
62./1aliTe Ha3BaHMe NPUBEJIEHHOM HA PUCYHKe (OpMBI
OpraHusauus,
AOJNKHOCTb
Ne Aara, u bamunusa Llenb TenecdoHHOro PeweHune OeicTBuA
n/n BpeMa aGoHeHTa, 3BOHKa pykoBoautens ceKkpeTtapa
KOHTAKTHbIW
TenedoH

63.Kakyro wundpopmanui Heo0XoauMo (GUKCHUPOBATH HAa OJIaHKe IJISA
3anuCHU TeJae()OHHOT0 3BOHKA?

64.Teaedponorpamma - 310
1. ToKyMeHT, mepenaBaeMblii 10 KaHaiam TesnerpadHoii cBsizu;
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2.370 OO0OOIIEHHOE Ha3BaHUE PA3NIMYHBIX [0 COACPKAHUIO JIOKYMEHTOB,
BBIJICTISIEMBIX B CBSI3U C OCOOBIM CITOCOOOM Mepeaadyu TeKCTa, — Mo MOYTE;

3. 000011IeHHOE Ha3BaHUE PA3IUYHBIX [0 COJACPKAHUID JOKYMEHTOB,
BBIJICISIEMBIX B CBS3U CO CIOCOOOM YCTHOM mepenadd TEeKCTa MO KaHajaaM
Tene(OHHOU CBSI3H.

65.13 nepeuHsi peKBU3UTOB TejeoHOrpaMMbl yOoepuTe JHUIIHHAE:

BBIOEPUTE HECKOJBKO MPABUIBHBIX OTBETOB

. HAUMEHOBaHKE OpraHU3alluy — aBTOpa JOKYMEHTA,

.6

. OTMETKa O mepenaue,

. azpecar,

. OTMETKa O MpHUeEME,

. Ha3BaHME BUJIa TOKYMEHTA;

. Jlata,

. PETUCTPALMOHHBIN HOMED,

. BpeMsl IIipuémMa-nepenaun,

10. TEKCT,

11. MOJMNHUCH,

12. reyvarh.

66.0mnpenenuTe NpPaBWIbHYIO MNOCIEAOBATEIIBHOCTh JIEUCTBUM C HCXOASLICH
TeneoHorpaMmMoit: a) coctaBuTh, 0) oopMUTh Ha ONaHKE, B) MOAMUCATH,
I') 3apErUCTPUPOBATH, /1) NIepeaaTh Mo TeaedoHy, €) MOJUIUTh B JIEJIO.

l.e,n,1,B,0,a;

2.a,0,B,T, 1, ¢

3.a,0,T, 1, B, €.

67.0npenenure NpaBWIbHYIO NOCJI€I0BATEILHOCTD AeHCTBUI ¢ BXOAsIIEN
TeJIe(pOHOIPAMMOIi: a) IPUHATH 10 Tejie(poHy, 0) 3aperucTpupoBaTh, B)
NOALIUTH B JIeJ10, I') epeJaTh Ha PpacCMOTPeHHe PYKOBOJAMTEII0 UM HA
HCIIOJIHeHH e, 1) 0popMUTH HA OJIaHKe.

l.a, o, 0,r, B.

2.a,0,B,T, 1.

3.n,1,B,0, a.

68.Ilepeunciinte pPeKBU3UTHI, KOTOPHIMHU OIpeaeisieTcsi HpHINYecKasi
CIJIA MOCTyNUBIIEN Tejie)OHOTPAMMABI.

0O~ DN bW~

Ne

69.Bp10epuTe npaBuIbLHYIO (popmy nepBoii ppasbl HA BXOAALIUI 3BOHOK:

1. IlpuemHas reHepaTbHOTO AUPEKTOPA, TOOPHIM ACHB!

2. IlpuemHas reHepalibHOTO TUPEKTOPA, CEKPETaph, 10OPHIM JIeHb!

3. IlpuemHass reHepaJbHOIO IHpPEKTOpa, cekperapp Onbra BiaaumupoBHa

CemeHoBa, 10OPHIA 1CHB!

70.Kak co001IMThH, YTO Bbl HE 3HAETE 0TBETA HA BONPOC:

1. Xopomwmit BOnpoc... pa3pemnre, 1 yrouHio st Bac?

2. 4 ue 3Har0.

3. Ilo aToMy Bonpocy Bam myunie nepe3BoHUTH 1O TeNE(POHY ...
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71.Eciin BO BpeMsl 3BOHKA Bbl 3aHAATHI Pa3roBOPOM MO APYromy tejiedony,

3.

TO BaM CJICAYCT:

. IpepBaTh pPa3roBOP, HU3BUHUTCS Tepel] COOECETHUKOM, CHATH TPYOKY

1 TIEPETOBOPUTH CO BTOPHIM a0OHEHTOM;

. IpepBaTh Pa3roBOp, HU3BUHUTCS TMEped COOECETHUKOM, CHSTh TpPYyOKYy,

COOOLIUTh O 3aHATOCTHU U TONPOCUTH aOOHEHTAa TMOJOXKIaTh WU
MEPE3BOHUTD MO3KE
MPOJOJIKUTH Pa3rOBOP, HTHOPUPYS 3BOHOK.

72.Ecau TesepOH 3BOHUT BO BpeMsi Oeceabl ¢ mocerurTeseM, To Bam

CJIeaAyceT.

. UI3BUHUTBHCA TIepe]] TOCETUTENEM, IMpepBaTh pa3roBOp, CHAThH TPYOKyY

Y IOTOBOPHUTHCS C a0OHEHTOM O TIEPEHOCE Pa3roBOpa Ha IPYroe Bpemsi;

. IPOAOJIKATh Oecelly C TOCETUTEIEM, UTHOPUPYS 3BOHOK;
. UI3BUHUTBHCA TIepe]] MOCETUTENIEM, IMpepBaTh pa3roBOp, CHAThH TPYOKyY

U TIEPETOBOPUTH C ADOHEHTOM.

73.1A3 cxembl Te1e()OHHOT0 Pa3ropopa yoepure JUIIHUN YHKT:

OO\ DN BN W=

. IPUBETCTBHUE;
. IPEICTABJICHHC;

. IPUYHHA;

. IpU3HAHHUE;

. po0JiemMa;

. TIOJIBEJICHUE UTOTOB;
. IPU3HATEIBLHOCTB;

. TIpOIIIaHue.

74.Kak chopmy/iupoBaTh 1ejlb 3BOHKA:

1.
2.
3.

[To mopyueHHI0 MOEro pyKOBOJIUTENS 1 X0Tena Obl yTOUHUTb. . .
Ckaxwure, KT0 Y Bac 3anumaercs ohopmieHrueM BU3?
Horanmaiitecs, 3aueM s Bam 3B0oHI0?!

75.11epenaBaTh cOO0LIeHHE Yepe3 TPeThe JIHIO:

1.
2.
3.

BO3MOKHO, €CJIM MH(OpMAIIUS CPOUHAs;

HE PEKOMEHIYEeTCS;

Jy4llle HECKOJIbKO pa3 NEepPEe3BOHUTh, 4YTOObI OBITh YBEPEHHBIM, YTO
uH(opMaIus J01Ia 0 Ha3HAYCHUIO.
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0

0

narnKa-yroJyiok, rnamnka apxXxuBHas, Marka-perucTparop, namka-gaii, namnka-riaHIieT,
NanKa-cKOpPOCIIMBaTellb, allKa Ha Pe3UHKAX, MarKa-KOHBEPT

a

a

6. | pacmopsIOK JHS pPyKOBOAMTEINS, HOCKOJIbKY INIAHMPOBAHUE pab0OvYero BpeMEeH!
CeKpeTapsi TECHO CBSI3aHO C IUIAHUPOBAHHEM pabOUYero BpeMEHH PyKOBOIUTEII,
HE/IeTbHBIM IrpauKoM paboThl; MPUBBIYKU U CTHIIb PAOOTHI PYKOBOJUTEIIS; IpaBHiIa
BHYTPEHHETO TPYI0OBOT'O pacHopsiIKa OpraHnu3alum; rpaduk MoCTymjIeHNs B
OpraHu3aIMIo0 JOKYMEHTOB U HH(opMarmu. 4

7. | B

8. |r

9. | cekperaph OJDKEH MPEAYCMOTPETh BpeMsl, HEOOX0IMMOE Ha TIOJITOTOBKY H
IIPOBEICHUE TOTO UM HHOTO MEPONPUSITHS

10.| 6;T

11. | mnaHupoBaHUe Ha CIEIYIONIYIO HEAEIIO0, 3 IOTOM - Ha 0oJiee JUIMTEeNbHbIN nepruo.9

12. | ocobennoctu ctuiist paboThl; crieludrKa BHyTPEHHETO TPYI0BOTO PACHOPsIKa;
cOaaHCUPOBAaHHOCTH 110 3aTpaTaM BpeMeHH; obecreueHne Heo0X0AUMOro pecypea
JMYHOTO Paboyero BPeMEHU PYKOBOAUTEIIS

13.]a

14.| dopma HHAUBUAYATBEHOTO AETIOBOTO OOLICHHUS PYKOBOIUTENS MITH CIICIHATINCTa
KOMIIaHUH, KaK ¢ pa0OTHUKAMU OpraHU3allu, TaK U C JPYTUMHU JIIOJbMH,
IpUOBIBIIMMHU Ha IIPUEM

15.] e

16.| a; 0; B; 11

17.| a; 0; B

18.| B

19. | koMaHIUPOBAHHBIE CIICIIUATUCTHI; JIEIOBbIE TAPTHEPHI; IPEACTABUTENN POBEPSIOIINX
OpraHoOB; «IPOJABIBD).

20.| a;0;T

21. | 3aduxcupoBaTh 1aTy U BpeMs BCTPEUHU; MOATOTOBUTH HEOOXOAUMBIE MaTEpHAIIbI IO
MOPYYCHHIO PYKOBOJUTES; BCTPETUTH M IIPOBOJIUTH MMOCETUTEINICH

22.| mOCTaBUTh B U3BECTHOCTh PYKOBOIMTENS U HE MPEIOCTABIATh AOCOIIOTHO HUKAKOM
MH(OPMALIMHU 10 COOTBETCTBYIOUIMX PACTIOPSKEHHUM

23. | a;B

24. | A. xypHai JUYHOTO IIpUeMa IpaxiaH; b. perucTpalinoHHO-KOHTPOJIbHAs KapTouka; B.
3JIEKTpOHHAst popMa perucTpanuu oopaieHuii rpaxaad 22

25.1b

26. | popma nenoBoro oOuIeHNs KOJUIEKTHBA (TPYIIIBI) € IeNIbI0 00MeHa nHpopManuei
Y MIPUHATHSA KOJJIGKTUBHOTO PEIIEHUS 110 aKTYyaJIbHBIM JJISl IaHHOTO KOJIJIEKTHBA
npobaemMam, o 00CYXkIEHUIO POU3BOJACTBEHHBIX BOIIPOCOB U MPOOIIEM, TpeOyIOImuX
KOJIJICKTUBHOT'O OCMBICJICHUS M PEILICHHUSL.

27.| a;0;T

28.10;B; ;€26

29.16

30.| B28

31.| Coucok y4acTHHUKOB coBelanus 29

32. | Eciiu Bce yUacTHMKH COBELIAHMS - paOOTHUKH 0J1HOM opranu3zaiuu 30

33.|B

34. ] a
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35.1b

36.| 6

37.]16

38.]a

39. ] a

40.| 1. Be1Oop Buaa npuema, 2. BEIOOp aThl IpueMa, 3. BEIOOp MecTa npuema, 4.
COCTaBJICHHE CITUCKA IPUIJIANIAEMBIX JIUI], 5. pacChUIKA MPUTTIAILICHHH, 6.
COCTaBJICHHE IIJIaHA PACCA/IKM 32 CTOJIOM Ha 3aBTpake, o0esie Win yxKHUHe, 7.
COCTaBJIEHUE MEHIO, 8. CEpBHPOBKA CTOJIA M 00CITy)KMBaHUE TOCTEH, 9. MOrOTOBKA
TOCTOB WM peueld, 10. cocTaBieHne cxeMsbl (IOpsiIKa IpoBeieHus) npuema, 11.
MIPOBE/ICHUE NPHEMA.

41.| a;0;1;€; X

42.r

43.| 1. HameyaTaTh CHMCKH MPUIJIALICHHBIX; 2. 0GOPMUTH U Pa30CiaTh MPUIIIALICHUS; 3.
OTCJIEIUTH OTBETHI HA MPUTJIAIICHUS U YTOUYHUTH COCTaB roctei; 4. oOpMUTH IIaH
paccajku 1 KyBEepTHbIE KaPTOUKH;
5. yyacTBOBaTh BO BCTpeue rocTeii; 6. OpOHUpOBATh MECTa B TOCTUHUIIE; 7. 3aKa3aTh
aBHa- U X/1 OWIETHL;
8. 3aKa3aTh TPAHCIIOPTHOE OOCIYKUBAHHE.

44.1 6

45.1 6

46.| B

47.1 6

48.| 0; B; €

49.| o natax (neHb, MECSII) IpUE3/a/0The3/1a; CIIUCKE COMPOBOKIAIOIINX COTPYIHUKOB
(ecau pyKOBOJIUTENb BBIE3KAET C TPYIIOH, TO (haMuinu, UMeHa, OTYECTBA,
3aHUMaeMble JOJDKHOCTHU YJICHOB IPYIIIB); CIIOCO0 NMepeaBIKeHMs (Ha MallIHE,
CaMOJIETOM, TI0€3/I0M); YA0OHOM BpEeMEHH MPUOBITHS/OTIpaBICHUS; (hOpPME OILIATHI
OUJIeTOB.

50.| B

51.| ;%

52.|B

53.]a

54. | a

55.|r

56. | UCTIOJNHAET CBOE OCHOBHBIE 00S3aHHOCTH; HCIIOJHACT MOPYYCHHSI, BbIJaHHbIC
PYKOBOJUTENIEM Ha BPEMs €r0 OTCYTCTBHS; TIIATEIBHO CIECIUT 3a CUTyallel Ha
MPENNPHUATHH, YTOOBI B JTF0O0E BpeMsl JaTh OTYET M0 JI0OOMY BOMPOCY PYKOBOAMTEIIS.

57.|a;0;r

58. | mOArOTOBUTH MOYBY ISl 3AKIIOUCHHS KOHTPAKTA; YCTAHOBUTH KOHTAKTHI C HOBBIMH
napTHEpaMy UM KIIMEHTaMU; IPOKOHTPOJIMPOBATH X0/ BHIIIOJHEHUS 3aJaHUH, 1aTh
MOpPYYEHHUE OT UMEHU PYKOBOAMTENSI OTBETCTBEHHBIM UCIIOTHUTENSIM; OPTraHU30BAaHHO
MOJrOTOBUTH COBEIIaHUE, OM3HEC-BCTPEUY; PEIIUTh OPraHU3aIllMOHHbBIE BOIIPOCHI 10
MIOJITOTOBKE KOMAaHIUPOBOK U T.[I.

59.|B

60. | TOBOpUTE TOJBKO I10 CYILECTBY; OyAbTE BEXKIUBBIM; OyAbTE BHICPKAHHBIM; HEIIb3S
nepeaaBarh 1o TenedoHy KOH(PUACHIHAIBHYI0 HHPOPMAIIHIO; HEAOIMYCTUMO
3aHUMATh CIIy’)KeOHBIH Terae(OoH pa3roBOpaMu 10 JUYHBIM BOIIPOCAaM; HEJIOIYCTUM
BBICOKOMEPHBIN, pa3ApakKUTEJIbHBIN TOH

61. | XKypnan perucrpauuu tenedoHorpamMmm

62. | XKypnan (610kHOT) TeneOHHBIX IEPETOBOPOB
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63.

JUTSL KOTO; 1aTa; BpeMs; OT Koro; u3 (opraHu3aius); HoMmep teiaedoHa; mpocsoa
MIEPE3BOHMTD; EPE3BOHUT; CPOYHO; HE CPOYHO; COOOIICHUE PUHSIT

64.| B

65.| 6; M

66.| 0

67.| a

68. | HCXOMAIIMM PETUCTPAIIMOHHBIM HOMEPOM OTITPABIISIEMOM TeJIeOHOTPAMMBI;

nowkHOCThI0, DUO 1 MoNUCHIO JUIA, OTIPABUBLIETO TeIe(HOHOTPAMMY;
n0KHOCTRI0, DUO 1 MOANUCHIO JIUIA, TPUHABIIETO TeIePOHOTPAMMY; BXOIAIINM
PErUCTpaIlIMOHHBIM HOMEPOM IOJYyYEHHOH Tene(oHorpaMmMbl

69.

70.

71.

72.

73.

74.

75.

oo oo |

N =

B~ W

18.
19.
20.
21.
22.
23.
24.

HpI/IMepHLIe BOIIPOCHI K HTOTrOBOM arTreCranmm:

Kpartkas uctopus cekperapckoro jena.

KBanudukanronnass XxapakTepuUCTUKa CEKpeTapsA-aJIMUHUCTPATOPA, €ro
pOJIb B CTPYKTYpPE OpraHU3aINH.

TpynoBsie pyHKIIMU CEKpeTaps.

VYcnoBust GopMHpoBaHUST W Pa3BUTHS HABBIKOB MPO(ECCHOHANBHO -
JUYHOCTHOTO POCTA.

XapaKkTepuCTUKa JCJIOBBIX U JIMYHBIX KAUECTB CEKPETapS.

Nmumx cexperaps. MICKycCTBO caMONpe3€HTAllM M BHELTHUM BU/I.

DTHKa 1e0BOro OOLIEHUS.

[IpaBuna peueBOro 3TUKETA.

JlenoBeie Oecenpl. JlenoBbie MEPErOBOPHI.

KynbTypa Aen0BbIX COBEIIaHUIM.

Oco6eHHOCTH 00IIIEHUSI C UHOCTPAHHBIMU MapTHEPAMH.

KynbTypa nenoBoit nmepenucku.

[IpodeccronanbHast STUKA U 1€JI0BOM STUKET CEKPETaps.

[Ipuem u obuienue ¢ nocerurensmu. [logapku, CyBeHUpHI.

Oxpana Tpy/Jla U TeXHUKA O€30MaCHOCTH.

[ToHsaTHE TEXHUYECKUX CPEACTB yIPaBICHUS.

Knaccudukanuss  TexHUYeCKMX  CpeiAcTB  ympaBieHus. Hocurenu
uHpopManuu.

CpenctBa cocTaBiIEHUS U U3TOTOBJICHUS! TEKCTOBBIX TJOKYMEHTOB.
CpelnicTBa KOMUPOBAHUS U OMIEPATUBHOTO PA3MHOXKEHUS IOKYMEHTOB.
CpenctBa CKaHUPOBaHUS TOKYMEHTOB.

Cpencta 00pabOTKH IOKYMEHTOB.

CpenctBa XpaHeHUs!, TOMCKA U TPAHCTIOPTUPOBKHU JOKYMEHTOB.

CpencTsa 3JIEKTPOCBS3H.

Manas oprrexuuka. OdgucHas Mmedenb 1 000pyI0BaHUE.
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25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

41.

42.
43.
44.
45.
46.
47.
48.
49.

50.

51.
52.

53.

54.

55.
56.
57.
58.
59.
60.
61.

CymHoCTb, QYHKIIUU U CTPYKTYpa OOILICHHUS.

Buastl u popmbl nenoBoro oOiieHus.

KommyHukaTuBHAsI CTOpOHA OOIICHUSI.

NurtepakTrBHast CTOPOHA OOIIEHUS.

[lepuenTtuBHast CTOpOHA OOIICHUSI.

Ctunu o6menus. HepepbanbHOE OOIIICHHE.

Kynbtypa pedeBoro oomieHusl.

[TyOGnuuHbIe BBICTYILICHHUS.

HpaBcTBeHHO-TICHX010THYECKHUE OCOOCHHOCTH CIOpaA.

[Tcuxonornueckue MexaHu3Mbl BIUSHUS HA TApTHEpA.

Kynbrypa cnymanusa naptHepa.

Bapbepsl B 00111eHUN U UX TIPEOAO0JICHHE.

[Tcuxomnorust KONJIEKTUBA.

Kondauktsl B 1en10BOM cpeje, X Tunoorus. Paspenienne KOHQIUKTOB.
OTHKET TeNe(OHHBIX TEPErOBOPOB.

Crtpecc u crtpeccoBble curyanuu. CrnocoObl U MPUEMbl IMOIMOHATBHOMN
caMOpEeryJIsiuu.

OcHOBHBIE TEpMHHBI M OIpeaeiacHus B cdepe OpPraHu3aloOHHOTO U
JIOKYMEHTAITMOHHOTO 00eCTIeYeHUs YIIPaBIICHHUS.

Nudopmanmonnoe odbecriedyeHue ynpaBaeHUs.

Nudopmanus, ee Buabl U cBoiicTBa. OyHKIMHU UH(OPMALIUH.

TpeboBanus, MpeabsBIIeMble K MHPOPMALINH, KaueCTBO UH(POPMAIUH.
CooTHomnieHue noHATHI «/{okyMeHT 1 nHDOpMaLIH.

NudopmanmonHbie ypoBHU JOKYMEHTA.

[Ipo6yiembl MOKCKA U TPAHCISALUU IOKYMEHTUPOBAHHON MH(OpMALIIH.
Nudopmanmonnsie 6apbepsl. UHPOpMaIImoOHHBIE MOTOKU B OpraHU3alIUH.
[TonaTtre oOpraHU3alMOHHOIO OOECIEUEHHsS] YOpaBICHUSA, €ro BHIBI,
CTPYKTYpa, QyHKIUH.

TexHuyeckue ycTpoHcTBa M MPOTpaMMHOE OOECIIEUEHHUE MEPCOHAIBHOTO
KOMITbIOTEPA.

[IporpamMmmuoe obecrieueHue st paboThl CEKpeTapsl.

Cucrema Windows. 3amaum ¥ BO3MOXKHOCTH CHUCTEMBI. TeXHOIOTuUs
paboTHI B CUCTEME.

Ucnonb3oBaHue  JOMOJHUTEIBHBIX  MPOTPAMMHBIX  CPEICTB B
cekpetapckom aene (1C: Ipennpustue. 1C: Kaapsr).

Pexxumbl  paGotel  cucteMbl. [lpuHnunsl  paboTel B mporpamme.
[IporpaMmbI-nIEPEBOTUHKMY.

CnpaBouHo-nipaBoBas cucrema Koncynprant I1mroc.

Opranu3zaius TeaedOHHbBIX IEPETOBOPOB.

CepBupoBKa 4aitHOTO (KO(eHOTO0) cTOJIa B oduce.

Opranuzaiusi pabouero NpoCTpaHCTBA CEKPETAPS.

KoopaunupoBanue paboThl COTPYAHUKOB OpraHU3AINH.

Oprannzanusi nmprema IOCETUTENEH.

VYuer nocerureneit 1 ohopmMiIeHUE MTPOMYCKOB.
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Metonuka npremMa pa3IuyHbIX KaTerOpyuid MOCETUTENCH: COTPYIHUKOB 110
CIIy>keOHBIM BOIIPOCaM, COTPYAHUKOB IO JIMYHBIM BOIPOCAM, CTOPOHHUX
MOCETUTENEH MO MPEIBAPUTEIHHON JIOTOBOPEHHOCTH U 0€3 Hee, MpueMm
JeJIeranui.

[IpropUTETHOCTD B MPE/ICTABICHUU NTOCETUTENEH PYKOBOIUTEIIO.
[IpaBuiia nepeHoca Wik OTMEHBI IpUEMA.

[ToBenenue cekperaps ¢ 0KUJAIOIINM TOCETUTEIIEM.

Opranuzanusi mpueMa TpakJiaH. 3amuch Ha MpUEM, T'papuKu Mpuema,
perucrtpanus MOCETUTENEH, JIOKYMEHTHUPOBaHUE npueMa,
MH()OPMHUPOBAHUE TPAXK/IAH.

Poccun B obOmactu 3amuThl  UHPOpMANUMU. YPOBHU  MOJUTHUKHU
0€30MacCHOCTU B OpraHU3aluu.

AmnnapaTtHele W NPOrpaMMHBIE CPEACTBAa PEUICHUS] MPOOIEMBI 3alUThHI
uHpopManuu.

[TonsTHe, METOZBI U CPENCTBA 3AMUTHI KOH(DUACHITUATBLHON UHPOPMAIUH.
Knaccuduxanus yrpo3 koHpuaeHIMaaIbHOU HHPOpMAITUH.

NcTouHrKy BHEIIHUX U BHYTPEHHUX YTPO3.

[Topsimok paboThl ¢ KOHPUIECHIUATBHBIMU JOKYMEHTAMH.

[IpaBuna cocrtaBienuss u 0QOPMIICHUSI OpraHU3alMOHHO-TIPABOBOM
JOKYMEHTAIIMU: TTPABUIIA, TOJTO0KEHUS, UHCTPYKIIHUH.

[IpaBuna coctaBiaeHus U OPOPMIICHUS PACIOPSIAUTENHHON JOKYMEHTALINU:
MpPUKAa3 10 OCHOBHOM AESTEILHOCTH, PACIIOPSIKEHUE.

[IpaBuna cocrtaBnenuss u odopmieHUss HHOOPMAIIMOHHO-CIIPABOYHON
JOKYMEHTAIIMU: MPOTOKOJ, aKT, IMHUCbMO, CHpaBKa, 3asBJICHUE,
tenepoHorpamma, (dakcorpamMma,  COOOIIEHHUE DJJIEKTPOHHOM IIOYTHI,
MepeUeHb, CBOJKA, 3aKJIIOUCHHE, CIIy)KeOHas 3amucka, OOBSICHUTEIbHAS
3amucKa, I0KJIa/IHasl 3aMncKa.

Buasl mucem.

[TonaTre MOKYMEHTOOOOpPOTA, €ro KOJMYECTBEHHBIE U KaueCTBEHHBIC
XapaKTePUCTHUKHU.

DIIEKTPOHHBIN TOKYMEHTOOOOPOT.

CnpaBouHo-UHpOpMaIIMOHHAsA paboTa C JOKYMEHTAMH.

PaGora ¢ ©0azamu pgaHHbIX opranuzanuu. OnepaTUBHOE XpaHEHUE
JIOKYMEHTOB.

IOpuanueckoe 3HaueHNE JOKYMEHTOB.

YHudukanus v craniaptuzanus 10KyMeHToB. HopMaTuBHbBIE JOKYMEHTHI
JeJI0MPOU3BOJICTBA.

MATEPHUAJIIBHO-TEXHUYECKOE OBECIIEYEHHUE ITPOI'PAMMBbI

Peaqmzanuss nporpaMMbl NPOM3BOACTBEHHOW MPAKTUKH MPEANOJIAracT HaJIUYHe
cnenuanbHoro obopyaoBanHoro mnomenieHus. OO0 «lentp mnpodeccroHamIbHBIX
o0pa3oBaTeIbHBIX  TEXHOJOTHUI»  3aKI0YaeT  JOTOBOPbl € MPOMBIIUICHHBIMU
MPEANPUATUAMH Ha MPOXO0KICHUE MPOU3BOACTBEHHON MPAKTUKH YYAITUMUCS.
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MarepHnaJbHO-TeXHUYECKHE YCJIOBHUS MPOBeIeHU 3aHATHIL:

HanmeHnoBanue
CIeUATN3NPOBAHHBIX
yueOHbIX OMeleHuii

Bun
3aHATHH

HaumenoBanme 060pynoBanus,
NMPOrpaMMHOI0 odecnevdeHus

Aynutopus s
MIPOBEACHUS 3aHATUI
JIEKIIUOHHOTI'O THUIA

JIEKIIUS

Hcnonb3yloTest CUCTEMBl AUCTAHIIMOHHOTO 00yUeHHS
Getcourse https://dpo30.getcourse.ru n COO
https://dpo30.upft.ru mpu moMorm cOOCTBEHHOTO
000pyIOBaHMsI C IOCTYTIOM K ceTu IHTepHeT.
1.Web-kamepa (Logitech C270 HD WEBCAM)- 1.
2. Mukpodon (USB RGB MICRO-PHONE ME6S)-
L.

3.becnpoBoanoii mapupytuzarop (SNR-CPE) -1r.
4. Tenesuzop (LED DEXP A751) -1mr.

5.MacBook  (Pro 13) -1mr.

6. MacBook  (Air 13) -1mT.

7. Hocka. Paboyee mecto mpenogasaresns

8. Paboune Mecta oOydaromuxcs.

Aypuropus ans
TEKYIEro KOHTPOJISA U
MIPOMEKYTOUHOU
aTTecTaluu

MMPAKTUYICCKOC
3aHATHC

Hcnonb3yloTest CUCTEMBl AUCTAHIIMOHHOTO 00yUeHHS
Getcourse https://dpo30.getcourse.ru n COO
https://dpo30.upft.ru mpu moMorm cOOCTBEHHOTO
000pyIOBaHMs C TOCTYIIOM K ceTu MHTepHeT.
1.Web-kamepa (Logitech C270 HD WEBCAM)- 1.
2. Mukpodon (USB RGB MICRO-PHONE ME6S)-
L.

3.becnpoBoanoii mapupytuzarop (SNR-CPE) -1r.
4. Tenesuzop (LED DEXP A751) -1mr.

5.MacBook  (Pro 13) -1mr.

6. MacBook  (Air 13) -1mT.

7. Hocka. Paboyee mecto mpenogasarens

8. Paboune mecta oOydaromuxcs.

Aynutopus s
MIPOBEACHUS 3aHATUN
MPaKTUYECKOIO TUIIA.

MMPAKTUYICCKOC
3aHATHC

Hcnonb3yloTest CUCTEMBl AUCTAHIIMOHHOTO 00YyUeHHS
Getcourse https://dpo30.getcourse.ru n COO
https://dpo30.upft.ru mpu moMorm cOOCTBEHHOTO
000pyIOBaHMs C TOCTYIIOM K ceTu MHTepHeT.
1.Web-kamepa (Logitech C270 HD WEBCAM)- 1.
2. Mukpodon (USB RGB MICRO-PHONE ME6S)-
L.

3.becnpoBoanoii mapupytuzarop (SNR-CPE) -1r.
4. Tenesuzop (LED DEXP A751) -1mr.

5.MacBook  (Pro 13) -1mr.

6. MacBook  (Air 13) -1mT.

7. Hocka. Paboyee mecto mpenogasarens

8. Paboune mecta oOydaromuxcs.

Aynauropus ans
CaMOCTOSITETIbHOM paboThI
cIymarens

CPC

Hcnonp3ytoTcs cuCTeMBbI AUCTAHITMOHHOTO 00YYCHUS
Getcourse https://dpo30.getcourse.ru n COO
https://dpo30.upft.ru mpu moMorH cOOCTBEHHOTO
00opymoBaHUs ¢ JOCTYNOM K cetu MHTEpHeT.
1.Web-kamepa (Logitech C270 HD WEBCAM)- 1.
2. Muxpodon (USB RGB MICRO-PHONE MEG6S)-
L.

3.becnpoBoanoii mapupytuzarop (SNR-CPE) -1r.
4. Tenesuzop (LED DEXP A751) -1mr.

5.MacBook  (Pro 13) -1mr.

6. MacBook  (Air 13) -1mT.

7. Jocka. Paboyee MecTo mpenoasarens
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8. Paboune Mecta oOydaromuxcs.

[lepedens nporpaMMHOTO 0OECTICUECHUS:

Mozilla FireFoxbpayzep

FoxitReader [Iporpamma /uist mpocMOTpa 3JI€KTPOHHBIX
JTOKYMEHTOB

Google Chrome bpayzep

Kaspersky Endpoint Security 10 Cpeactso
AQHTHBHPYCHOM 3al[UTHI

Microsoft Azure Dev Tools for

OpenOffice [IporpammuOe 0OecieueHre st pabOThI €
ANIEKTPOHHBIMHU JJOKyMEHTaMH

Microsoft Open License Academic OnepannoHHbIe
CHCTEMBI

7-Zip ApxuBaTop

AdobeReader IIporpamma asst mpocMOTpa 3JIEKTPOHHBIX
JOKYMEHTOB ayau0- U BUICO(]AIIOB.

FAR Manager @aiiioBslii MEHEIKED

KAJTPOBOE OBECIIEYEHHUE OBPA30OBATEJIBHOI'O IPOLHECCA

TpeboBanus K KBaTM(HUKAIUK TI€IarOrHYecKuX KaapoB, 00ECTECYMBAIOIINX
oOyueHue, Mo AUCIUIUIMHAPHOMY KYPCY U OCYHIECTBIISIIOIIUX PYKOBOJCTBO O0y4eHUEM
Ha TMPOU3BOJCTBE: IMpENojaBaTesib JOJKEH HMETh CcpeaHee MpodhecCuoHaNIbHOEe
(TexHUYECKOE) WM BhICIIee TPodeccuoHaIbHOe 00pa3oBaHue.

CIIUCOK JIMTEPATYPbI:

1. bacakoB M. 1. JlokymeHTallMOHHOE 0OecCIedeHue yrpaBiieHus (C OCHOBaMHU
apxuBoBezieHus) : yueb. mocodue. M. : KnoPyc, 2021. — 216 c.

2. boprauxoB B.W., Muxaitnoa O.H. JlokyMeHTHasi JHHTBUCTUKA: yueOl.-
Merona. nocodue / B. . bopraukos, FO. H. MuxaiinoBa; M-Bo o0Opa3oBanusi u
Hayku Poc. @enepanuu, Ypan. denep. yu-T. — ExarepunOypr : U3n-so Ypan. yH-Ta,
2017.-132c.

3. BenneneBa M.A., BeprakoBa [0.B. WudbopmannoHHble TEXHOJIOTUH
ynpasnenus. /M.A. Bennenesa, F0.B. BeprakoBa — Cankt-IletepOypr: FOpaiir,
2016. —462 ctp.

4. Beperexuna C. B. JuctaHunoHHeii Tpyd. OpraHuzamnus 3JIEKTPOHHOTO
JIOKYMEHTO00O0pOTa B KaJpOBOM JIEIONMPOU3BOJICTBE : MOHOTpadus. M. : Pycaiinc,
2020.-209 c.

5. TI'yryeBa T.A. Kouduaennuansuoe aenomnpousBojactso / T.A. I'yryeBa. —
Mocksa: Anbda-M, 2017. — 192 ctp.

6. JBopoBenko O. B. MHWuadopmanuonHoe obecrieueHre yOpaBiICHUS.
[Ipaktukym : yueb. nocobue aig By3oB. 2-¢ u3a. M. : FOpaiit, 2021 ; Kemeposo :
Kemepos. roc. uH-T KyaeTypsl. — 122 c.
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7. Henompou3BOACTBO: YYEOHMK JUIsl CTYd. YUpEeKICHHH cpen. mpod.
oOpazoBanus/ JI.A. JlenkeBuu. — 5-¢ uszn., crep. — M.: U3gatenbckuil 1eHTp
«Axanemus», 2014. — 256 c.

8. XKypuanel: «CHnpaBoYyHUK cekpeTraps U oduc-MeHemxkepa», «Cekperapb-
pedepeHT», «Jlenonpoun3BoICTBOY, «CoBpeMeHHbBIE TEXHOJIOTUA
JIEJONPOU3BOACTBA U JOKyMEHTO00OpoTa», «Cekperapuar B BOINpOCaX H
orBeTax», «Cekperapby, «KampoBoe [nenonpous3BOACTBO», «Cekperapckoe
IEJ10.

9. Kamkan, M. B. JlenoBoit stuket : yue0. mocodbue / M. B. Kamnkan, JI. C.
JluxaueBa ; M-Bo oOpa3zoBanus u Hayku Poc. denepanum, Ypan. deaep. yH-T. —
ExarepunOypr : U3n-Bo Ypan. yu-ta, 2017. — 168 c.

10. KupcanoB K.A., Manssuna A.B., IlomoB H.B. «Mudbopmanuonnas
Oe3omacHOCTE : YuebHoe rmocodue». - M.:MADII, UMK «Kaaxura», 2000. — 284 c.

I1. Kopuees W.K., Kcangonmynmo I.M. Texnuueckune cpeacTBa yHOpaBiCHHUS.
VYuebnuk / U.K. Kopuees, I'I. Kcangonyno. — Mocksa : Uudpa-M, 2012. — 200
C.

12. Kotepona, H.I1. Dxonomuka opranuzanuu : Yueonuk / H.I1. Koreposa. - M.
: Academia, 2017. — 416 c.

13. Ky3nenoB W.H. JlenonpouzonctBo. YueOHO-cripaBouHoe nocodue — M.H.
Ky3nenos. — Mockga : JlamkoB u K, 2019. — 405 c.
14.Muxaiinos 0. Cekperapb pyKOBOAUTENSA: YHUBEPCAIBHBIN CIPABOYHUK. - M.:

Anbda-IIpecc, 2014.

15. OcHOBBI cekpeTapcKoro 00OCIyKUBaHUS | METOJl. yKa3aHus : B 2 4. / cocT.: .
M. Tpoctsauckuii, A. I. Tpoctauckuit. — Ilensa : U3n-so [11'Y, 2022. —Y. 2. - 44 c .

16. Ilpaktukym 1o  mpeaMery  «JlOKyMEHTBI,  KOPPECIOHACHUHS U
nenonpousBoacTBo»: yued. Ilocobuwe nns Hau. npod. oOpazoanus/ H.M.
[ToxuukoBa. — 3-¢ usn., crep. — M.: M3narenbckuil neHTp «Axkagemus», 2012, —
192 c.

17. Ilcuxomorus u 3THUKa JeloBoro odmeHus: YueOHuk ans By3oB /Ilog pen.
npod. B.H. JlaBpunenko. — 4-¢ uzn., nepepad. u mom. - M.: JTOHUTHU-JIAHA,
2005. —-415c.

18. Pympinuna B. B.. IIpaBoBoe oOecneuenne mnpodeccuoHaNIbHOU
NEATENbHOCTH: Y4Y€OHUK sl CTyA. cped. npod. yueO. 3aBeneHuit. — M.
Nznarensckuii neHTp «Akagemusi»., 2018 — 192 c.

19. Poroxxun M. 1O. HactonbHas kHUra OTBETCTBEHHOTO 32 JICJIOMPOU3BOACTRBO :
cripaBouHuK. M. : [Ipocnekr, 2019. 127 c.

20. Pymbinnna JILA. JIokyMeHTallmoOHHOE OOECIieUeHUEe YTMPABICHUS: YUYEOHUK
UL CTyA.yupexaeHu cpennpod.oopasopanus/JI.A. PymbinuHa. — 8- u3., CTEp.
— M.: Uznarensckuii neHTp «Akagemusi», 2014, — 285 c.

21. YpaeBa U. B. Cekperapckoe oOcnyxuBanue : yued. mocobue. TamO0B :
N3a-Bo Tamb6oB. roc. yu-ta um. I'. P. [lepxkaBuna, 2014. 230 c.
22.1lysamoBa H. H., HBanoBa A. 0. OchHoBbI nemonpousBoAcTBa. A3bIK

CILy’K€OHOr0 JOKYMEHTA : y4eOHUK U MPaKTUKYM JJis By30B / moj oomr. pexa. H.

H. IlllyBanoBoii. 2-e uzn., nepepad. u gomn. M. : FOpaiit, 2020
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SJEKTPOHHBIE PECYPCBI:
1.CnpaBounas npasoBas cuctema «Kouncynbranllmoc» (http://www.consultant.ru/).
2.0¢unuanbHeiil cailt @eaepanbHoro apxuBHoro areHtcTsa (http://archives.ru/).
3.IleHTp KOMIIETEHIIMH 10 BOIIPOCAM JTOKYMEHTAIIHOHHOT'O O0SCIICUCHHS YIIPABICHUS
u apxuBHoro nena (http://www.edou.ru/)
4.Cexpetapb-pedepent. [IpodeccruoHanbHblii )KypHal A ceKpeTapeit u opuc-
meHexepoB (https:// www.profiz.ru/st/)
5.Coob6mectBo «Kmy6 cexpetapeit» (https:// www.superjob.ru/community/assistant/)
6. PRO-/lenonpousBoacto u CO/: mopran ans pykooaurenei ciayxo OV u
CeKpeTapeil Bcex YpoBHEH [DnekTpoHHbIN pecypc| — Pexum gocryna: http ://www.
sekretariat.ru.
http://www.edou.ru/;
http://www .kadrovik-praktik.ru/;
http://www .kadrovik.ru;
http://www.pro-personal.ru/;
http://www.vniidad.ru/
http://www.gramota.ru
http://www.ecm-journal.ru.
http://www.consultant.ru.
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