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1.OBIME ITOJIOXKEHUSA
[ToscHuTenpHas 3anucka
K OCHOBHOH Mporpamme npogeccuoHanbHOro 00y4eHus —
nporpamMMe IpoQecCHOHATBHOMN MOATOTOBKH 10 TOIHKHOCTH CITY>KaIETo
«CekpeTapp-aIMUHUCTPATOP

OcHoBHas nporpamMmMa npoghecCHOHATFHOTO 00ydeHusI — IporpaMMa mpogeccCuoHaIbHON
MOJATOTOBKU MO JOJKHOCTH ciykamiero «Cekperapb-aIMUHUCTpAaTOp» (fajiee - MmporpaMma)
pa3zpabotana B coorBercTBUU ¢ DenmepanbHbiM 3akoHOM OT 29.12.2012 Ne 273-®3 «0O6
obpazoBanuu B Poccuiickoit ®enepanuu», npukazoM MUHHCTEpCTBa MpocBemnieHuss PO ot
26.08.2020 Ne 438 «OO6 yrBepxkaenun Ilopsiaka opraHM3alid HM  OCYIIECTBIICHUS
00pa30BaTeNbHOI JAeSITeIbHOCTH 0 OCHOBHBIM MPOrpaMMaM MpodeCCHOHATBHOTO 00yUEHUS» U
npuka3zoM Munobpuayku Poccun ot 02.07.2013 Ne 513 «O6 yrBepxxkaenuu [lepeuns nmpodeccuit
paboumx, JODKHOCTEM CIy)KaluX, [0 KOTOPBIM OCYIIECTBISIETCS MpodecCHOHaIbHOe
oOydeHue».

PaGouass mnporpamma pa3paboTaHa Ha OCHOBE MPO(ECCHOHAIBHOIO CTaHIapTa
«Crenuanuct 10 OpPraHU3alMOHHOMY M JIOKYMEHTAl[MOHHOMY OO€CIIEUEHUIO YIpPaBJICHUS
OpraHu3aiyei», yreepkIEHHOT0 NprukazoM MUHUCTEPCTBA TPYAa U COIMANIbHOM 3auThl PO oT
15 wurons 2020 Ne 333n «O06 yrBepkaeHuu npodeccuoHanbHOro crangapra «CHenuanucT 1o
OpPraHU3aI[MIOHHOMY U JIOKYMEHTAIIHOHHOMY O0ECIICUEHHUIO YIIPaBICHUS OpraHU3aIHei».

[Iporpamma peanu3yercsi ¢ MPUMEHEHHEM HCKIIOYHTEIBHO DJIEKTPOHHOTO O0YYeHHs,
JTUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHUH.

Hear mporpammbl:  dopmupoBaHHe y  oOydarommxcs  MpoQecCHOHATBHBIX
KOMIIETEHIIN, 00ECIIeUrBAIOIINX BBHIIOJHEHNE HOBOTO BUJIA MPOPECCUOHAIBHON AESITeIbHOCTH
B o0jacTu  OpraHU3alMOHHOTO M  JIOKYMEHTAalMOHHOIO  OOECHedYeHHs  yIpaBICHUS
OpraHM3alMs MU JIIOOBIX  OpPraHM3allMOHHO-TIPaBOBBIX  ¢GopM, HPHOOpETEeHHE  HOBOU
kBaukanuu mo npodeccun «Cexkperapb-aIMHUHUCTPATOPY.

3agaun  o0yuyeHHsi: 1aTh OOy4yarOUUMCS HEOOXOAMMBIH YpPOBEHb 3HAHMU Ui
OpPraHM3aI[MOHHOTO OOECTeUeHUsl AESITEIbHOCTH OpPraHu3alMid M 00ecledeHMs N1eATeIbHOCTH
PYKOBOJMTEIS OPraHUu3aluu.

TpedoBanus k 00y4arOIMMCH: JIMIIA, UMEIOIINE, cpeHee o0iee 00pa3oBaHue, a TAKXKE
JMIa, HE MMEIOIINe OCHOBHOT'O OOIIEro MM CpeJHEro oOImero oopa3zoBaHMs, BKIIOYAs JIMIL C
OTpaHUYEHHBIMU BO3MOKHOCTSIMU 3/10pOBbsi. OOyueHHe 1o IporpaMMe MOXKET OCYIIECTBISATHCS
B COCTaBe yueOHOU IPYMIbl WIH WHIAUBUAYAIBHO.

[lo oOKOHYaHMM TEOpPEeTHYECKOro OJI0OKa, TMepea  BHIIOJHEHHUEM IPaKTUYECKOU
KBaTM(DUKAIIMOHHOM pabOThl IPOBOAUTCS MTPOMEKYTOUHAS aTTeCTALIUA.

WrtoroBass arrectansi MpPOBOJUTCS IO OKOHYaHMM BCEero Kypca B  ¢opMme
KBaJTM(DUKAIIMOHHOTO dK3aMeHa dK3aMEHAIMOHHON KOMHUCCHEH, COCTaB KOTOPOH ONpeaenseTcs u
yrBepxkaaercs pykoogautenem OO0 «[IEPCITEKTUBAY. K mpoBenennto kBanrpuKarmOHHOTO
DK3aMEHa TMPHUBJICKAIOTCS TMPEACTaBUTENU paboroaareneid, ux oObenuHeHW. Pe3ynbTrarhl
UTOrOBOW aTTectauuu odopmistorcst npotokosnoMm. [lo pesymbraraM WTOroBOW aTTecTaluu
BBIJIAETCS] CBUJETENBCTBO O IPUCBOEHUU JOJIKHOCTH CITYKAILETO.

OO6yueHue Mo mporpaMMme BeJeTCs Ha PYCCKOM si3bike Dopma 00ydeHUs: OUHast, 3a09HAs
C IPUMEHEHHUEM DJIEKTPOHHOTO 00y4YeHHNE U TUCTAHIIMOHHBIX TEXHOJIOTHH.

Cpox 00y4eHus: TPyIOEMKOCTh 00y4deHus 1o aAaHHoW mporpamme 140 wacoB. OOmmii
cpok oOyueHusi 4 Henenu (CPOK MOKET OBITH MPOAJICH 3a CYET YMEHBIICHHS KOJIMYECTBa
aKaJIeMHUYECKHX 4acoB B J€Hb, [10 COITIACOBAHMIO C 3aKa3YMKOM 00pa30BaTEIbHBIX YCIIYT).

Pexxum 3ansATHiL: He Oosiee § YacoB B JICHb.



2. TPEBOBAHMS K PE3YJIbTATAM OCBOEHMUS ITPOI'PAMMBbI

B pesynbrate o0ydyeHus 10 mporpamme 00ydaromuecs: JODKHBI OBIIAICTh CIICIYFOIUMHE
npo¢eCCHOHATLHBIMU KOMIIETCHIIUSAMU:

MK-1. [Tpuem u pacripenenenue TeneGOHHBIX 3BOHKOB OpraHU3aluu

IIK-2. Opraauzanus paboThI C TOCETUTENISIMU OpraHU3aIuN

IIK-3. BeinoaHeHne KOOPAMHUPYIOIMKUX U 00ecTIieunBarOuX (yHKITUH

B pesynabrare wu3ydenus mnporpammbl «CeKpeTapb-aIMHUHHCTPATOP» OO0ydarouIuecs
JOJIZKHBI 3HATH:

- ¢yHKLIMY, 3a1a41, CTPYKTYpa OpraHU3aliy, €€ CBA3H;

- npaBUiia B3aUMOJICHCTBUSI C MapTHEPAMH, KIUCHTAMH, CPEJACTBAMHU MAaCCOBOM
uHpOpMaLnu;

- NpaBUiIa OPraHU3aIlluH ITPHEMa MTOCETUTEIICH;

- npaBuJja JIeI0BOTO OOIICHUS;

- CTPYKTYpY OpTaHW3allil M paclpelesiecHue (QYHKIHA MEXIy CTPYKTYPHBIMHU
MOPa3ICICHUSIMH CIICIIHATHCTAMH,

- NpaBUJIa OPraHU3alluH IPHEMOB B OHCE;

- NpaBUiIa CEPBUPOBKH YaHHOTO (KO(EHHOT0) CTONA;

- npaBujia MPUTOTOBIICHHS U TI0JJAYU TOPSYUX HAITUTKOB U 3aKYCOK K HUM;

- 3THKY JICJIOBOTO OOIICHHUS;

- IpaBUjIa PEUYCBOTO ITHKETA;

- TpeOOBaHUS OXpaHbl TPYA;

- NpaBUJIa 3alIUThl KOH(UACHIIUAILHOU CITY)KEOHOH HH(POpMAIIHH.

B pesynbrare wusydenuss mporpammbl «CekpeTapb-aIMUHUCTPATOP» OO0ydaronuecs
JAOJIZKHBI YMeTh:

- UCMOJIb30BaTh TEXHUYECKHE U TMPOrpaMMHBIE CpPEACTBAa JUIsl MPOBEIEHUS
rOJI0COBOM MITM BUAE0-KOH(PEPEHLI-CBA3H;

- UCIOJIb30BaTh CPEACTBA KOMMYHHUKAIIMOHHOW OPITEXHHUKM JUISL TOJIyYEHHUS U
nepenayu nHpopmanuu;

- BECTM  YYETHbIE€  pEruCTpaliOHHbIe  (OpPMBI, HUCHOJIB30BATH  UX  JJIA
MH(OPMaLMOHHON pabOTHI;

- yCTaHaBJIMBATh KOHTAKT C COOECETHUKOM, MOJAEPKUBAaTh U Pa3BUBAThH JEJIOBYIO
Oecemy B mpoiiecce Tele(hOHHBIX MEPETOBOPOB;

- CTJIaXUBaThb  KOH(JIUKTHBIE U CJOXKHBIE  CHUTyallUd  MEXJINYHOCTHOTO
B3aUMOJCHCTBUS;

- coOIII0/1aTh CITYKEOHBIN 3TUKET;

- 00IIATHCA C HOCETUTEISIMM;

- UCIOJIb30BaTh YCTAHOBJIEHHBIE MpPaBUIa M MPOLETYphl KOMMYHUKAIIUU BHYTPH
OpraHu3aIimy,

- BECTH y4eTHbIE (DOPMBI, UCIIOIB30BATh UX JJIS pabOTHI;

- CO3/1aBaTh MOJIOKUTEILHBI MUK OpTaHU3aIIH;

- IPUHUMATh MEPHI M0 Pa3peIeHUI0 KOHMIUKTHBIX CUTYaIIHIA;

- IPUMEHATh HHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH;

- oOecrieunBaTh KOHPHUIESHIIMAIBHOCTh HH(OPMAIIUH;

- COCTABIIATh M BECTH YUYETHBIC JIOKYMEHTHI;

- NPUMEHSATh CPeACTBa KOMMYHUKAIIUH IS TIepeadn MOpyuYeHUH pyKOBOAUTENS U
COTPY/ZHUKOB OpTaHU3aIHH;

- IPUMEHSTHh COBPEMEHHBIE CpeIcTBA cOopa, 00pabOTKH U nepeadu HH(popMarumy;

- OLICHUBATh PE3YJbTAThl B paMKaX IMOCTABJIEHHBIX 33/]a4;

- OCYILECTBIISATH KOHTPOJIb UCTIOJHEHUS TIOPYUYEHUI PYKOBOIUTENS COTPYIHUKAMHU.



Marpuna

KOMIIETEHIIMH B  COOTBETCTBUU
«CrenuanucT 1o OpPraHU3allMOHHOMY M JOKYMEHTAIlHOHHOMY OO0ECHEUeHUI0 YIpaBIICHUS
OpraHu3aluei», yrBepk1EHHOro Npruka3oM MHUHUCTEPCTBA TPYAA U cOLUalIbHON 3auuThl PO ot
15 urons 2020 Ne 333n «OO6 yrBepkaeHuu mnpodeccuoHabHOro cranjapra «CHenuanucT 1o

npoQeCCHOHATBHBIM

OpraHu3allMOHHOMY M JOKYMCHTAIMOHHOMY o0ecreyeHuIo YIIpaBJICHUA OpF&HHS&HHCfI».

Kon TpyaoBoit | DopMupyemMasi KOMIETEHIUS

byHKIIMN

A/01.3 [1K-1. IIpuem u pacnpenenenue TereGOHHBIX 3BOHKOB OPTaHU3aIluN
A/02.3 [1K-2. Opranu3zanusi paboThl C TOCETUTENISIMU OpPraHU3aluu

A/03.3 [1K-3. BeimosiHeHHE KOOPAMHUPYIOIMIUX U 00€CIIeUNBAOMIMNX (DYHKITHI

Ces3pb [Iporpammel ¢ mpodeccrnonansupiMu ctangaptamu (I1C):

HanmenoBanue IIporpammel

Haumenosanue BeiopanHoro [1C
(OHOTO MJIM HECKOJIBKHUX )

YpoBeHb
KBIM(DUKAITIH

OcHoBHast mporpaMmma

npodeccnoHanTbHOTO O0yUeHUS —
npodeccuoHalIbHAs MOJITOTOBKA

0 JOJPKHOCTH CIIYKAaIIero
«CekpeTapp-aIMUHUCTPATOP»

ITpodeccuonanbHbIN CTaHIAPT
ko 07.002
«CrenuanucTt mo
OpraHU3aIMOHHOMY U
JOKYMEHTAallMOHHOMY
00ecrevYeHNI0 YIpaBIeHuUs
OpraHu3aluei» yTBepKaeH
puka3zomM Munucrepcra
TpyJa U COLMAIBHON 3aIIUThI
Poccuiickont @enepanuun
ot 15 mronsg 2020 roga N 333u

3 ypoBeHb
KBaJIM(pUKAITIH

OpranuzalvoHHOE
obecneyeHne
JEATEIbHOCTH
OpraHHu3aIuu

CTaHIapTOM




3. COAEP KAHHUE IMTPOT'PAMMABbI

IIporpaMmbl HpO(l)eCCHOHaHBHOﬁ IMOATOTOBKH 110 JOJPKHOCTH CIIY>KaIlICro

VUYEBHBIU TUIAH
OCHOBHOM MPOrpaMMbl POPECCHOHATHHOTO 00yIeHUS —

«CekpeTapp-aIMUHUCTPATOP»

O0neM 3aHATHII C

HCIOJIB30BAHUEM JHCTAHIIUNOHHBIX

Bcero TeXHOJIOTHii: Dopmbl
Ne i/l HanmeHoBaHHe JTUCHHUILINH
4yacoB NpaKkTH4ie | cCaMoCTOsl- | KOHTPOJIsi
JeKIHH cKHe TeJbHast
3aHATHS padora
I Teopernyeckoe o0yyeHue 86 62 12 12 3avyert
Moayas 1 DOyHKIUH, 3aJa4M,
CTPYKTYpa OpPraHu3amum, ee 14 10 2 2
CBSI3H
1.1. OCHOBHbIE TEPMHUHBI U
omnpenaeneHus B chepe
OpPTaHHU3AIMOHHOTO 1 10 6 2 2
JOKYMEHTAIIMOHHOT'O
o0ecreyeHusl ynpaBlIeHHs
1.2. Beenenue B npodeccuro 4 4 - -
Monyas 2 | [Ipaguia B3anmoxeiicTBus ¢
NapTHepaMH, KJINeHTaMH
prHEpaMi, a, 14 10 2 2
cpeAcTBAMH MacCCOBOii
uHdopmanun
2.1. JlenoBas KyabpTypa B 6 4 i 5
npoeccuoHaIbHOMU cepe
2.2. Wudopmanus, ee BB 1
(13 pmarus, it 8 6 ) )
CBOIicTBa
Monyb 3 | 3pyka nenoBoro o6menns 16 12 2 2
3L 9ruka 6 4 - 2
3.2. Kynprypa obmienus B 4 4
npodeccuoHaNbHON cdepe
3.3. ITcuxomorus KOJICKTHBA 6 4 2 -
Monyae 4 | ripagnaa peesoro stnkera 14 10 2 2
4.1. PeueBoii aTHKET U peueBbie
P 7 5 1 1
CpeJICTBa OOIIEHUS
4.2. Buast u popMel nenoBoro
JB1 1 QOpMbI 1 7 5 1 1
oO1eHus
Monyak S | Tpegopanus oxpanni Tpyna 14 10 2 2
5.1. OxpaHa TpyJa ¥ TEXHUKA
0€30IaCHOCTH Ha pabodeM 8 6 - 2
MecTe
5.2. TpeboBaHus 0XpaHbI TpyJa B 6 4 2
aBapUIHBIX CUTYALHUSIX




Moayab 6

l'[paBn.ﬂa 3allMThI

KOH(HIEHIHATLHON 14 10 2 2
cay:ke0HO# uHpopManun
6.1. KondunenunanpHas
rzerm, 7 5 1 1
nHpOpMAaLU
6.2. IIpaBuna 3amuTsl
P . 7 5 1 1
nHpOpPMAaLTUH
IIpome:xkyTouHas 2 —
arrecTanus
Koncynbranuu ¢ 4
MIperoaBaTeneM
KpanndpunkauuoHHbIH 48
IK3aMeH
[IpakTuyeckas 40
KBaTM()UKAMOHHAS paboTa
OK3aMeH 8 IK3aMeH
Hroro 140 62 12 12

4. KAJJEHJIAPHBIN YYEBHBIN T'PA®UK

OCHOBHOM MPOrpaMMbl IPOPECCHOHATHHOTO 00yIeHUS —

IIporpaMmabl HpO(i)eCCHOHaHLHOﬁ MMOATOTOBKH 11O JOJIZKHOCTHU CJIY?KAlICro

«CekpeTapb-aIMUHUCTPATOP»

Ne | HaumeHoBaHue Moayst Bcero, | YueOnas menmens

1/ qac 1 2 3

I Teopernueckoe 00yueHue 86 40 |40 |12

1 OyHKINH, 331a9H, CTPYKTypa OpTaHU3aIlnH, 14 14
ee CBA3U

2 IIpaBuna B3aMMOJEHCTBUS C IApTHEPAMHU, 14 14
KJIMEHTaMH, CPEJICTBAMH MacCOBOMI
rH(pOpMaIuu

3 DTHKA AEI0BOT0 OOIIEHUS 16 12 4

4 [IpaBusia peueBoro ITUKETA 14 14

5 TpeOGoBanus 0XpaHbl Tpyaa 14 14

6 [IpaBuia 3amuThl KOHGUICHIIUATBHON 14 8 6
ciry)ke0HOM WHpOpMAIIH

7 [TpomMexyTouHas aTTecTarys 2 2

8 KoHcynpramuum ¢ npenogaBareneM 4 4

I KBanndukamoHHbIi SK3aMeH 48
[IpakTnueckas kBampuKanroHHas pabora 40 28 12
Ok3amMeH 8 8
HUTOI'O 140 40 |40 |40 20




5. PABOYAS ITPOI'PAMMA
OCHOBHOM MpOrpamMMbl IPOPECCHOHATBHOTO 00ydIeHUS —
MIPOrpaMMbl MPOPEeCcCUOHANTBHON MOATOTOBKY MO JOHKHOCTH CITY’KaIlero
«CekpeTapp-aIMUHUCTPATOP»

|. TeopeTnueckoe odyuenune

Mopnyas 1. ®yHKknuu, 3a1a41, CTPYKTYPa OPraHu3anuu, ee CBsI3HU.

Tema 1.1. OcHOBHbIE TepMHHBI U omnpeaejdeHusi B cdepe OPraHU3aANMUOHHOTO M
AOKYMEHTAllMOHHOr0 o0ecnedeHus ynpasieHusi. OnpeneneHue NOHATUH «MEHEIKMEHT» U
«ynpasiienuey. [IpuHuuner u Metonsl ynpasiaeHus. OyHkuM yrnpasiaeHus. OpraHnuzanus Kak
cucrema. OmpenieneHue 1 00IIMe XapaKTePUCTUKU OpTraHu3ali. BHYTpeHHssI 1 BHELIHSS cpenia
opranuzanuu.  OpraHu3zalMOHHO-TIpaBoBble  (opMbl  opraHuzauuil. OpraHuzalvoOHHBIC
CTPYKTypbl ympaBieHus. PykoBonutens B cucreme ynpaBieHHs. JKU3HEHHBIM IUKI
OpraHH3aIiH.

IIpakTnyeckoe 3ansite. Omnpoc Ha 3HAHWE TEPMUHOB M OMNpeAeieHUNd B cdepe
OpPraHU3aIMIOHHOTO U JOKYMEHTAIlMOHHOTO oOecnedeHus ymnpasieHus. Heobxomumo npath
OIpEeENICHUs CIEAYIOIUM MOHATUSAM: J€JIONPOU3BOACTBO, TIOKYMEHT, JIEKTPOHHBIN JIOKYMEHT,
JIOCTOBEPHOCTh 3JIEKTPOHHOTO JOKYMEHTAa, XPaHEHHE JIOKYMEHTOB, J3JEKTPOHHAs IOJIIKCH,
AJIEKTPOHHBIA  JIOKYMEHTOOOOPOT, HOMEHKJIaTypa Jei, ApxuBHbId (¢GoHn Poccuiickoit
®enepanuu.

CamocrositeibHass ~ padora.  CrOpoekTHUpOBaTh  OPraHU3aLUOHHYIO  CTPYKTYpPY
OpraHu3ali U CXeMbl MH()OPMAIIMOHHBIX MOTOKOB MEXAY CTPYKTYPHBIMU MOJpa3felieHUsIMU
0001 OpraHU3aIuy Ha BEIOOD.

Tema 1.2. BBegenme B mnpogeccuro. Kparkas wucTopus CEKpeTapcKkoro Jena.
KBanudukanmonHas XxapakTepUCTHKa CEKpeTapsi-aIMUHHUCTpAToOpa, €ro pojib B CTPYKType
opranmzaiun. @OyHkiuu cekperaps. DyHKIUM CiIyKObl CcekpeTapuaTa B OpraHM3alMH.
KanpoBsiii coctaB cinyx0bl cekperapuara. Ponb 1 MecTo ciykObl cekperapuara B CTPYKType
OpraHH3alHy.

Mopayas 2. IlpaBuia B3aMMOACHCTBHA € NMAPTHEPAMH, KJHEHTAMH, CPeICTBaMH
MaccoBoil HH(popmannu

Tema 2.1. JlenoBas KyJabTypa B npodeccuoHaibHoil cdepe. Ilonsatue nenosas
KylnbTypa. JlemoBas KylbTypa Kak KOMIUIEKC OTHOLICHMM 4YeJNOBEKa K IIPOLEecCy Tpyna.
KiroueBble KOMIIOHEHTBI JE€JI0BOM KyJIbTypbl. POpMHUpOBaHKME MO3UTUBHOTO JEJIOBOTO MMHJIKA
OopraHu3anuy. 3Hau€HUE JEJIOBOM KYyJIbTYpbl B OpPraHU3allMU CEKPETapCKOro OOCITYyKUBaHUS.
IlonsATHE KOpIIOpaTUBHAS KYJIBTYpa.

CamocrosiTebHas padora. CocTaBUTh aIrOpPUTM JIEUCTBUN CEKpeTaps 10 OpraHu3aluu
puéMa IIOCETUTEIIEH, JEJIOBBIX BCTPEY U COBELIAHUM.

Tema 2.2. Undopmanmus, ee Buabl U cBoiictBa. Oynkiuu nHpopmanuu. TpeboBaHus,
npeabaBisieMble K nHpopManuu, kauectBo nHpopMmaru. CooTHoeHHe NOHATHH «J[OKyMEHT u
uHpopmanusa». MHpopmalmonHble ypoBHH AokyMeHTa. [IpoOiembl Moucka W TpaHCIALUU
JOKyMeHTHpoBaHHOU nH(popmarun. MHpopmannonusie 6aprepbl. HPOpMamoHHbIE TOTOKH B
OpraHH3alH.

IIpakTH4eckoe 3aHATHE.

1. [loaroroBuTh M OQOPMHUTH B COOTBETCTBHUM C MpaBUIaMH JI€JIONPOU3BOJCTBA U
peueBoro sTHKeTa B mporpamMme Microsoft Word: uH(popmanmoHHOE NHCBMO, pEKIaMHOE
MIACBMO, CONPOBOAMTENIBHOE IMCBMO, NHCbMO-3aIIPpOC, INUCBMO-IIPUIJIAIIEHUE, ITHChbMO-
HAIlOMUHAHUE U MTO3PABUTEIBHOE IIUCHMO.

Moayab 3. ITHKa 1€J10BOTr0 001IEeHHS.



Tema 3.1. ITuka. [loBenenne yenoBeka; mpaBuia U HOpMbl. HpaBcTBEeHHBIE TpeOOBaHUS
K TpodecCHOHAILHOMY TIOBEICHUIO: BEXKJIMBOCTh, TAKTHYHOCTH, HOOPOXKENIATSIILHOCTh W P.
Otuker. Chepsl AEHCTBUS dTUKET. DTHUKA JeioBoro oomenus. Umumk cexpetaps. MckyccTBo
CaMONPE3EHTALlUH U BHEIIHUM BUI.

CamocrositeabHasi padora. [lonrotoButs 3cce Ha Temy «MIMUIK cekpeTapsi».

Tema 3.2. Kyabrypa oO0menusi B mnpodeccuoHaabHoi cdepe. KommyHukamus.
CpenctBa BepbOanbHOro oOmieHus. HeBepOanbHble cpelncTBa OOIIEHHS. DTHKET B JI€JIOBOM
obmennn. Ctunmu oOmienus. OCHOBHBIC TpaBWiIa IMOBEACHUYECKOTO OSTUKETA: IPUBETCTBUSA,
3HaKoMcTBa W JAp. Hopwmbl oTHOmeHud B KouiekTUBE. OTHOIIEHUS PYKOBOAMTENA U
MOJAYUHEHHBIX. MEXIUYHOCTHBIE KOHTAKThbl. OpraHu3aiusi JelOBbIX KOHTAKTOB. (OCHOBHBIE
TpeOOBaHUS K PeUu: TOH, ApTUKYIIALINS, TPOU3HOIIEHNE, TPOMKOCTh, TOYHOCTD B [10/100pE CIIOB.

Tema 3.3. Ilcuxosiorusi KoJulekTHBA. [lcuxonoruss KoH(MIUKTA: OIpeneICHHE
KOH(JIMKTA, TUIBI KOH(IMKTOB, KOH(IMKTOI€Hbl, BOSHHUKHOBEHHE KOH(IMKTA, MPUYUHBI U
MOCIIECACTBHSI KOH(JIMKTOB, CTaauu KOH(MINKTA, KOHCTPYKTHUBHBIC CIIOCOOBI pa3pemicHus
KOH(GUKTOB. CTHIb TOBElEHHUS B KOH(MIMKTHOM CHUTYyallUH: CTPATETHMH IOBEACHUS B
KOH(MJIMKTHOW CHTyanud (COTPYIHUYECTBO, KOMIIPOMHUCC, COIEPHUYECTBO, H30eraHue,
pHUCIIOcOOJIeHNE); KOAEKC moBefeHus B kKoH(uukre. [lcuxonornueckuit aHanms KOHMIMKTOB:
ITOPUTM Pa3pEIICHHSI CUTYallnid U KOH(QIUKTOB.

IIpakTH4eckoe 3aHATHSA. PEIUTh CUTYallMOHHBIE 33Ja4H:

1. OnnoBpemenHo Bac mpocaT 0 Kakux-TO JEUCTBHSAX (KOTOpPBIE BXOIAT B Barm
00s13aHHOCTH) /IBa pa3HbIX cOTpyaHUKa. [lapamnensHo AenaTh 3TO HEBO3MOXHO, a 00a MpPOCIT
cenaTh Kak MOXKHO ObIcTpee. Bamm neiictBus?

2. Bac mpocsaT BBINONHUTH paboOTy, KOTOopas HE BXOAUT B Bamm HemocpencTBEeHHBIE
00s3aHHOCTH, HO OOJbIlIE €€ HHUKTO celyac HE CMOXKET CJellaTh HCXOJs U3 YpPOBHS
kBanuukanu. Bamm neictBus?

Mopnyas 4. IIpaBuniia pe4eBoro 3THKeTa

Tema 4.1. PeueBoii 3THKeT U peyeBble cpeacTBa 001eHUsA. PeyeBoii 3TUKET B J€T0OBOM
OOIIeHNHU. DJIEeMEHThl PEeYeBOro 3THKETa: (OpMbI OOIIEHUs, U3JI0XKEHUE MPOChO, BBIPAKEHUS
MPU3HATENLHOCTH, CIIOCOOBI apryMEHTAlluu B JENOBBIX cuUTyauusx u nap. KyneTypa pedeBoro
oOmenus. [TyOnuunsle BeicTyuieHus. KynbpTypa ciymanus naptaepa. bapbepsl B 00IIEHUH U UX
IIPEO0JICHHE.

IIpakTnyeckoe 3ansitue. [loaroToBUTH OQUIIMANTBHOE MHCEMO C M3JI0)KEHUEM MPOCHOBI
WM BBIPA)KEHUS IPU3HATEIHHOCTH.

CamocrosiTeibHasi padora. [oAroTOBUTH TEKCT BBICTYIUIGHHS IO Clydyaro IOOHIIes
OpraHH3aIiHy.

Tema 4.2. Buasl m ¢opmbl ejoBoro oo6menus. Jlenosele Oecenpl. JlenoBsle
neperoBopsl. CymHOCTh nenoBoi Oecenwsl. Buawsr Oecen. IloarotoBka Oecempr. CTpykTypa
nenoBoit Oecenpl. MeTonbl, MCIONB3yeMble Ha pa3HBIX JTamax JAeJoBoi Oecenbl. DTHKET
nenoBoii Oecensl. Kymbrypa nemnoBeix copemanuii. OcoOCHHOCTH OOIICHHS] C WHOCTPAHHBIMU
napTHepamH. OTHUKeT TenedoHHBIX mneperoBopoB. KymbTypa aenoBoil mepemmcku. Ilpuem u
obmenue ¢ mocetutessiMu. CepBUpOBKa YaitHOTO (KOeHHOT0) cToJa B oduce.

IIpakTnyeckoe 3ansitue. I1oAroTOBUTH aNrOpuTM JEHCTBUH MO OTPaOOTKE HABBIKOB
OOLIEeHUs] C TMOCETUTEJEM: OMO3AABIIMM, OXHUAAIOIIMM CBOCH odepeau, MNpHUILEAINM Oe3
IIPEJIBAPUTEIBLHOTO COITIACOBAHMUS.

CamocrositenbHass padora. IlogroroButs 3cce Ha onHy u3 Tem: KoprnopaTtuBHbie
cTaHaapThl TenedoHHoro odmeHus. CekpeTsl ycnexa TeaeoHHBIX neperoBopoB. TemOp ronoca,
WHTOHALMU, TuKIug. TpeboBaHus K NpaBUIbHOW peuu. Bxopsmiue u ucxopsiiye 3BOHKU.
Hauano u 3aBepiienue teiaeoHHOro pa3roBopa.

Mopnyas 5. Oxpana Tpyaa



Tema S5.1. Oxpana Tpyaa M TexHHMKa 0e30MacHOCTH Ha padouyeM Mecte. OCHOBBI
oxpansl Tpyna B Poccuiickoii @Denepauuu. OCHOBHBIE MOHSTHS TPYAOBOIO IIpaBa.
OcHoBonosararomye NPUHOMIBL OXpaHbl Tpyna. OCHOBBI YIpPaBICHHS OXpaHOW TpyAa B
opranuzaiuu. OpraHuzamnus paboOT MO OXpaHE TPyAa U YIPABICHUIO MPO(EeCCHOHATBLHBIMU
pHcKaMU Ha ypoBHe pabotoaaress. IHCTpyKIus 0 OXpaHe TpyAa.

be3onacHocTh Tpyna Ha paboueM MecTe cekpeTaps. DproHOMHUKAa U OpraHu3anus Tpyza.
OCHOBBI EKTPOOE30MACHOCTH.

CamocrositeibHass padora. [loaroToBuTh MakeT MHCTPYKLMM 110 OXpaHE Tpyda s
ceKpeTapsl.

Tema 5.2. TpeGoBanusi oxpaHbl Tpyaa B aBapuilHbIX cuTyauusx. llepedens
COCTOSTHUH IIPU KOTOPBIX OKA3bIBAETCS MEPBas MOMOIIb. AJITOPUTMBI OKa3aHUs NIEPBOX TOMOIIHU
IPU pa3IMYHBIX IOBPEXKJIEHUSAX M COCTOSHUAX. AINTEYKa NEpPBOH IOMOILIM B OPraHU3alLUU.
[Topsimok BbI30Ba ckopoil momoiuu. IToxkapHas 6e3onmacHOCTh B opraHuzanuu. MHCTpyKuus no
noXkapHoil Oe3omacHOCTH B opraHu3anuu. Ilopsmok neicTBuil mpu mokape. DBakyalus TpU
IIoKape.

IIpakTuyeckoe 3ansiTHe. 1loArOTOBUTH anropuTmMa JEHCTBHM IIPU BKJIOYEHUM CHUTHAJA
II0’KapHON TPEBOT'H.

Mopayas 6. [IpaBuia 3amuThl KOH(PHUICHIUAIBHON C1yKe0HO0l HHGopManun

Tema 6.1. Konpuaenuuanabuasa unpopmaums. CymHOCTb, 33Ja4yd U OCOOEHHOCTH
KoH(puaeHIMansHoM HHopManuu. Buael konduneHmmansuoi undopmanuu. [lepconanbHbie
nannble. CayxeOHast TaitHa. Ilpodeccnonanpuas Taitna. Kommepueckas taitHa. Onpexnenenue
coctaBa  KOH(UIEHIMAIBHBIX  JOKyMEHTOB. JlOKyMeHTHpoBaHHE  KOH(HUACHUIHUATHHON
uHpopmanmu. OpraHmzamust pabOTBl ¢ KOHPUACHIMATBHBIMA  JIOKYMCHTAMH.  YUeT
KOH(UICHIIMATBHBIX JOKYMEHTOB.

IIpakTuyeckoe 3ansaTHe. IIpoaHanu3upoBaTh 3aJaHHBIM JOKYMEHT MW OIPEIEIUTH
HAIMYUE W COCTaB KOHQUACHIMAIbHOW HHpOpMamMu B HEM, K KakoMy BHUAY
KOH(pHUACHIIMAIILHON HH(OPMAITUU OTHOCATCS CBEICHHUS.

CamocrosiTeibHast padora. CoCTaBUTH COIVIAIIIEHHE O HEpas3TJallleHud CIy>KeOHOU
uH(pOpMaLIUH.

Tema 6.2. IpunHuunbl 3amuThl UHGopManuu. [IpUHIUOBEL 3aMIUTHEl UHPOPMAITUH.
Metoasl U cpeacTBa 3amuThl UHGOPMAIMK OT YTEPH, Kpaku Wiu mopud. [loTeHImanbHbIE
yrpo3bl HHHOPMAIIMOHHON OE30MaCHOCTH.

IIpakTuyeckoe 3ansaTue. Pa3zpaborarh makeT JHOKYMEHTOB YIpo3bl MH(GOPMAIIMOHHON
0e30MacHOCTH.

CamocrosiTenbHas padora. M3yueHne komIuiekca Mep MO OXpaHe KOH(pHUACHINAIbHON
uH(OPMAIIUU B OTKPBITHIX HCTOUYHUKAX.



6. POPMbI ATTECTAIIMU U ONEHOYHBIE MATEPHAJIbBI

OueHka pe3ysbTaToB OOYYEHHs OCYIIECTBIISICTCS B XOJE IMPOMEKYTOYHOH M MUTOTOBON
aTrecTanuy (KBIM(UKAMOHHBIN SK3aMEH).

IMpomexyTounasi arrectammusi. [IpoMexyrodyHass aTTecTanusi HPOBOIUTCS IO
OKOHYAHHMU W3y4YCHUS TEOPETUYECKOro OOYy4YeHHUs M TPEJICTaBIsieT co0oil 3auer B dopme
TeCTHpPOBaHUs. Bompockl [isi 3ayera 3arpy’arOTcs B CHCTEMY IMCTAHIIMOHHOTO OOyYeHHs B
cetu MHTtepHer no azapecy: https://sdo-perspektiva.gk-kp.ru/. Beero Ha 3auer mpemocraBisieTcs
10 Bompocos. I1o pe3ynbraramM MPOMEKYTOYHON aTTECTALUH BBICTABIISIIOTCS OTMETKH «3aYTCHOY
| «HE 3a4TeHO» U OTPAKAIOTCS B BEIIOMOCTH IIPOMEIKYTOYHOM aTTECTAIHH.

Kputepuu oueHKH pe3ynbTaToB TECTUPOBAHUSL:

KonmyectBo  OamioB,  HaOpanHbIx | KauecTBeHHas OILIEHKA WHIMBHyaTbHBIX
CITyliaTesieM 00pa30BaTEbHBIX JTOCTHKEHUI

81-100 OILIEHKA «3aYTEHO»

Memnee 80 OLICHKA «HE 3aYTECHO»

7. BOITPOCBI Ha npoMeKyTOYHYIO aTTeCTALUIO (3a4eT):

1. Ha xakme JaBe OCHOBHBbIC TIDYNNBI MOKHO pa3lieuTh O0S3aHHOCTH
ceKkpeTrapsi-aIMMHHCTPaTOpa?

a) JOKyMEHTAllMOHHOe  o0eclieyeHue  ympaBieHUs UM 0e3l0KyMEHTHOe
00Cy)KMBaHUE

0) JIOKyMEHTAIlMOHHOE oO0eclieyeHue YIrpaBieHUuss U 0030pHO-aHAJIUTHUYECKas
byHKIHS

B) 0030pHO-aHAIUTUYECKAs U MPEJICTaBUTENbCKAs (PYHKIIUS

2. Yro u3 mepeyMcJEHHOI0 He OTHOCHUTCA K (YHKUMOHAJBHBIM 3aJadam
ceKpeTrapsi-aIMHMHHCTPaTOpa?

a) JleJIoBasi MEepenucKka U COCTaBIeHUE JOTOBOPOB

0) OpraHM3alys BBICTABOK M BCTPEY C KIIMEHTAMHU

B) MPOBE/JIEHNE BHYTPUKOPIOPATUBHBIX TPEHUHTOB U CEMUHAPOB

3. YTo He BXOAMT B CNIMCOK NMPOGecCHOHAIBHBIX TPEOOBAHNH K CeKpeTaplo-
aIMHHHCTpPaTOpYy?

a) COBEpULIEHHOE BIIaJIcHUE COBpeMEHHOM oprrexHukoi, MuHn-ATC, 3nanne [IK

0) OTIBIT COCTABJIEHUS MPECC-PEIN30B U PEKIAMHBIX TEKCTOB

B) BBICOKAsi TPaMOTHOCTb, BBICOKAsl CKOPOCTD I€YaTH

4, Yro ABJISIETCHA OCHOBaHHEM Jil) 6 | nmocJieAyrouen nepexayu
KOH(HAEHIIMAJTbHOT0 JOKYMEHTA HA HCIIOJIHEHHE COTPYAHUKY?

a) P30S

0) YCTHOE PacIopspDKeHUe

B) CHEIUAIbHOTO PaCIOPsLKEHUs He TpedyeTrcs

5. Kak Ha3pIBaeTcsi [JOKYMEHT, KOTOPOii NOATBepPkAaeT YCTAHOBJIEHHbIE
(pakThI, COOBITHS MJIH JeHiCTBUA U COCTABJISICTCS IPH CBHIETEJIAX?

a) CIIpaBKa

0) ciy>keOHasl 3amucKa

B) aKT

6. Yem nucbMa-0TKa3bl OTJIHYAKOTCH OT APYrUX Pa3HOBHAHOCTEH nmucem?

a) BCETJla COCTOSAT KaK MUHUMYM U3 ABYX KOMMYHUKATUBHO-CMBICJIIOBBIX YacTel

0) He TpeOyeTcsl COCTABIAThH 3ar0JOBOK K TEKCTY MUChMa

B) oTHaercsd  NpeAnoYyTeHHuEe  KOHCTPYKLUMSAM, B  KOTOPBIX OOOCHOBaHME

MpEeIIeCTBYET 3aKITI0OUCHUIO
7. Kakoe u3 npuBegeHHbIX BbIPAaKEHHUH JyUllle He UCIO0Jb30BaTh ?




a) "Bac oxunaer Ban lBanoBuy”

0) "CpouHo 3aitnure k Bany MBanoBuuy"

B) "Jaiingure, noxanyiicra, kK UBany MiBanosuuy"

8. Kakas u3 yacreii OyaeT u3JulIHei NpPU cOCTABJIeHUH NpuKa3a?

a) BBOIHAs

0) KOHCTaTUPYIOIIas

B) pacrnopsiIuTebHas

9. Kak cekperapb-aAMHHHUCTPATOP MNOCTYNAaeT ¢ KOPpecHOHIeHUUEel s
PYKOBOJCTBA ¢ NoMeTKOi# "Jau4yno"?

a) BCKPBIBACT U HE PETUCTPUPYET

0) BCKPBIBAET TOJIBKO 110 JOTOBOPEHHOCTH C PYKOBOAMTEIIEM U PETHCTPUPYET

B) HE BCKPBIBAET U HE PETUCTPUPYET

10. Yro u3 mepevyHCIEHHOr0 He SIBJSETCH PEIAKTOPOM TEKCTOBBIX
AOKYMEHTOB?

a) WordPad

0) Notepad

B) PowerPoint

OTBETEHI K 3a4CTYy:

Howmep Bonpoca bykBenHoe 0603HaueHue
IPaBUIBHOTO OTBETA
1. a
2. B
3. 0
4. a
5. B
6. a
7. 0
8. a
9. B
10. B
HroroBass  arrecramms.  MroroBas  arTectanuss  npoBoAuTcs B (opme

KBATM(UKAIIMOHHOTO  dKk3aMeHa. K kBanmu(uUKalMOHHOMY  JK3aMEHy  JIOMYCKaroTCs
oOyuaromuecs, ycrnemHo 3aBepuiuiue ocBoeHue [Iporpammbl. OOydaromumMces HEOOXOAUMO
MPOJIEMOHCTPUPOBATh YMEHHUE MPABUIBHO U KPATKO H3JIaraTb OCHOBHOW MaTepHall, BBIIEISAS
MIPU 3TOM OCHOBHBIE TTOJIOKEHUS.

KBanudukanuoHHbIii 3K3aMeH COCTOUT U3 KBATHU(PUKAIIMOHHON pabOTHI M SK3aMeHa.

Kpanmudukanmonnas padora. [Ipu Hanmncannn kBamMpUKAIMOHHONW pabOThl HEOOXOAMMO
YEeTKO W KpaTKO W3J0KUTh MaTepHall, BbIACIUTh OCHOBHBIE NOHSTHS BOIpPOCa, CHENATh
HEOOXOJMMBIE BBIBOABI — pe3toMe. [Ipu BBIMOTHEHWH STOTO 3aJaHUs HE JOIMYCKAIOTCS
OOIIMpPHBIE BBIMUCKU U3 YUEOHUKOB, CIICIIUATBLHON JTUTEPATyphl U APYTUX UCTOYHUKOB. OTBET Ha
BOIIPOC JIOJDKEH OBITh M3JI0KEH TPAMOTHBIM JIMTEPATYPHBIM SI3BIKOM M CBUJETEIHCTBOBATH O
rIyouHe MpopaboTKU TEOPETHUECKOTO MaTepuaa.

IIpnMepHLBI HepeyeHb TeM KBAIU(DUKAIIMOHHBIX pa0oT:

Ponb cekperapst B opraHuzaiiu JOKYMEHTO000pOTa MPeaIpUsITHS.
Wcropust pa3BUTHS CEKPETAPCKHUX CITYKO.
Ponpb 1 06s13aHHOCTH cekpeTapsl.
Ponb cexpeTapst B opranu3anuu JOKyMEHTO00O0pOTa.
[TpodeccnonanbHbie U TMYHOCTHBIE KAY€CTBA CEKPETAPSI.

s E


https://studbooks.net/1473749/dokumentovedenie/istoriya_razvitiya_sekretarskih_sluzhb#47
https://studbooks.net/1473751/dokumentovedenie/rol_obyazannosti_sekretarya#71
https://studbooks.net/1473751/dokumentovedenie/rol_obyazannosti_sekretarya#93
https://studbooks.net/1473753/dokumentovedenie/professionalnye_lichnostnye_kachestva_sekretarya#85

TpebGoBanus k odopmiieHHIO KBaTHUGUKAIIMOHHONW paboThl. KBanmudukanuonnas padbora
JOJKHA UMETh TUTYJIbHBIN JIUCT, NOSICHUTEIBHYIO 3aIIMCKY, CIUCOK HCIOJb3YEMOU JINTEPATYpPhI
Y YHUCTBIM JTUCT JUIsl HATMCAHUS PELIEH3HHU.

KBamudukammnonnas pabora BbImodHseTcs Ha jguctax (opmara A-4 (210x297mm) u
OpoltopyeTrcss MOJl TUTYJIBHBIM JHUCTOM. TeKcT KBanu(pUKAIUOHHOW paboOThl AOHKEH OBITh
HalMCcaH rpaMOTHO, 0€3 UCTIPABJICHUH U MPOU3BOJILHBIX COKpAIEHUH 1 HAOpaH Ha KOMIBIOTEpE
mpudtom Times New Roman — 14 dyepe3 1 wumHTEpBa) C 00s3aTEIBHBIM COOIOACHUEM
CTaHJAPTHBIX I1OJICH:

JleBoe none nucra —20 MM

[IpaBoe nose nucta — 10 Mmm

Bepxnee nosie nucra — 20 mm

Huxnee none nucra — 20 mm

O0beM KBaTM(PUKAIIMOHHON pabOThI HE JOJDKEH IMpeBbImath 10 cTpaHuil.

B caywasx, xorma TpeOyeTcsi TOYHOCTh TEOPETHUYECKUX (POPMYITUPOBOK, MPUBOIATCS
nutatel. CChUIKa Ha LUTATy JAOJDKHA OBITh ClielaHa B KOHIIE LIUTaThl C YKa3aHHMEM HoMepa
[IEPBOMCTOYHHUKA U3 CIIUCKA JIUTEPATYPhl U CTPAHULIBL, C KOTOPOH CliejaHa LUTaTa.

Ctpanuiipl, TaOIUIBI U JPYrod WILUTIOCTPATUBHBIA MaTepual JOJDKHBI UMETh CKBO3HYIO
HyMEpaIuIo OT HaJyajla TeKCTa.

BrmonneHHyo U 0pOopMIIEHHYIO B COOTBETCTBUU C TPEOOBAHUAMHU KBATU(UKAIIMOHHYIO
paboty oOyuarommiicsi TOHKEH HANpPaBUTh VIS NMPOBEPKH B cBoeM juuHOM kabuHere B C/1O.
Bpems mpoBepku pabotel — 1 paGouuit nua. Ilpu momyueHUU MOJOKUTENBHON peleH3un
oOyyaromuiicss J0yCcKaeTcst K MTOrOBOMY TECTHPOBAHUIO.

Eciu peuensuss mnpegycmaTpuBaeT A0pabOTKYy KBaIHU(PUKAIMOHHON paboOThl, TO B
COOTBETCTBUHM C 3aMEUYaHMSMHU pELEH3eHTa oOydarommiics ee npopabareiBaeT. JlopaboTku
oQOpMIISIFOTCST B KOHIIE KBaJdU(UKAIMOHHON paboThl. Ecnum ke pereHsus mperycMaTpuBacT
nepepaboTKy KBaln(UKAIIMOHHOW pabOThI, TO HOBBI BApUAHT HANPABISAETCS HA IMPOBEPKY
BMECTE C NepBOHauYaNbHbIM. be3 kBanudukannoHHoM paboTel 00yJaromuUics He JIOMycKaeTcs K
9K3aMEHY.

Kpurepuu onieHky KBanu@uKanroHHON paboThI:

«OT1au4HO» - paboTa XapaKTepU3yeTCs CMBICIOBOW IIEJIBHOCTBIO, CBSI3HOCTBIO U
[OCJIEI0BATENIbHOCTBIO  M3JIOKeHHsT  mpoOsiembl.  OOydaromuiics ~ ymMeeT — BbIpaXkaTh
apryMEHTHPOBaHHOE MHEHHE M0 C(OpPMYIMpPOBAaHHOW ™poOiieMe, TOYHO OIpefenss ee
cojepkaHue U cocrapistomue. KpamudukanuoHHas paboTa He COJEPKHUT (aKTHUECKUX
omuOOK, CBSI3aHHBIX C TMOHMMaHueM mpooOsiembl. Kpamudukanuonnas pabora cHaOxeHa
HE00X0IMMBIM OUOIHOrpaduIecKuM anmnapaTom.

«Xopomo» - KanuduxarumonHas paboTa XapakTepU3yeTCsl CMBICIOBOM LEIbHOCTBIO,
CBSI3HOCTBIO M TIOCJIEOBATEIBbHOCTBIO M3JIOKEHUs; JOMylleHo He Ooinee 1 ommbOku mnpu
O00BSICHEHUH CMBICIIA WM COZAep X aHUs MpooiemMsbl. JlJis apryMeHTaluy MpUBOJSATCS CCHUIKU Ha
NEPBOMCTOUYHUKM M HccieqoBaHus. [IpoeMOHCTpUpOBaHBI HCCIEIOBATEIbCKUE YMEHUS U
HaBBIKH. DaKTHYECKUX OMMOOK, CBI3aHHBIX C TIOHMMAaHUEM MPOOJIeMBbl, HeT. [lomymieHs! onHa-
JIBE OMMOKHU B 0(hOPMIIEHUHU pabOTHI.

«Y10BIeTBOPUTENBbHO» - OOyJaronuiicss MPOBOAHWT JOCTAaTOYHO CaMOCTOSTEIbHBIN
aHanmu3 M30paHHOM I paccMoTpeHHst mpoOiembl. IIpuBieueHbl OCHOBHBIE HCTOYHUKU I10
paccmatpuBaeMoit Teme. JlomyrieHo He 6osiee 2 omMOOK B CMBICIIE UJIH COJIEPKAHUHU TTPOOITIEMBI,
oopmieHnH KBaTHU(PUKAIIMOHHON paboThI.

«HeynoBiersopureabHo» - KpamudukannonHas pabota mnpeacTaBisieT co0oi
nepecKa3aHHbI WIN MOJHOCTHIO MEePENUCaHHBIA TEKCT KaKUX-TO MCTOYHHKOB, YUCOHUKOB WU
uccienoBaHuii 0e3 KOMMeEHTapueB, aHanu3a. He packpbiTa CTpyKTypa M TEOpeTHYecKue
cocTaBisirone TeMbl. JlomymeHo Tpu win Oojee TpexX OMIMOOK B CMBICIOBOM COAEP)KaHUU
packpbIBaeMoit IpoOiemMbl, B 0OpMIICHUH KBaTU(PUKAITMOHHONW PaOOTHI.

Ok3aMeH. ODK3aMeH MpOXOJUT IpHU IMOMOIIM 3JeKTpoHHOro TtectupoBanus B CJO.
PesynpTaThl HWTOrOBOW arrectamuu  O(QOPMIISIOTCS TMPOTOKOJIOM. Pe3ymbTaThl dK3aMeHa




OILICHUBAIOTCS 10 YEThIpeX OaUIbHOHN cucTeMe («OTIIMYHOY, «XOPOIIOY», «yIOBIETBOPUTEILHOY,
«HEYAOBJIETBOPUTEIIbHO») cOMNacHO [loJoXkeHu0 O TeKyllleM KOHTpPOJIE YCIIEBaeMOCTH,
npomexxyrounod u uroroBoil arrecraiuu OO0 <«IIEPCIIEKTUBAY». Jlumam, ycnemHo
CHABIIMM 5K3aMEH, BBIIAECTCA CBUJETEIICTBO O JOJIKHOCTH CIIY)KAILEro, YCTAaHOBJIEHHOTO B
00O «ITEPCITEKTHMBA» obpasa.

WHauBUyalbHBIA  Y4€T pe3yJbTaToB OCBOCHHUS OOYdYaIONIMMHUCS 00pa3oBaTeIbHBIX
porpaMM, a Takke XpaHeHue B apxuBax MH(pOpMaluu o0 3TUX pe3yiabTaTaxX OCYIIECTBISIOTCS
00O «ITEPCITEKTHUBA» Ha OyMa)KHBIX | (MJIH) 2JIEKTPOHHBIX HOCUTEIISAX.

Kpurepuu oLieHKH pe3ysIbTaTOB TECTUPOBAHUS IIPU DK3aMEHE:!

KonnuectBo  GamnoB, HaOpanHbix | KauecTBeHHas OLIEHKa WHIVBUTYTbHBIX
CITyIIaTesaeM 00pa3oBaTeIbHBIX JOCTHKCHUN

81-100 OLICHKA «OTJIMYHOY

71-80 OIICHKA «XOPOIIIO»

51-70 OLIEHKA «YJIOBJIETBOPUTEIHHO

Menee 50 OIICHKA «HEYJIOBJICTBOPUTEIHLHOY

8. BOITPOCBHI K KBAJIN®OUKAIIMOHHOMY 3K3AMEHY

1. BoiGepuTe NpaBuJibHOE YTBep:KIeHUe:

a) BCE IIOCTYINAIOLIME B OPraHU3alUI0 JOKYMEHTBI PETUCTPUPYIOTCS CEKpeTapeM-
aJJMUHHUCTPATOPOM

0) IIOCTYAVBUINE B OPraHU3aLUI0 JOKYMEHTBI PErHCTPUPYIOTCS CEKpEeTapeMm-
aJIMUHUCTPATOPOM BBIOOPOYHO, B COOTBETCTBHH C YTBEPIKJACHHBIM IIEPEUHEM JOKYMEHTOB

B) U3 BCEX MOCTYAMBIIMX B  OpPraHU3alMi0  JOKYMEHTOB  CEKpeTapb-
aJMUHHUCTPATOP PETUCTPUPYET TOJBKO TE€, KOTOpBIE NEpEeNarTCsl Ha pacCMOTPEHHE
PYKOBOJUTEIIIO

2. PaCl'[Opﬂ)KeHl/Iﬂ, n3gaBaceMbi€ PYKOBOJACTBOM OpraHm3anuu, CYMTAIOTCHA:

a) MPAaBOBBIMU aKTaMH
0) pacnopsIUTENbHBIMU TOKYMEHTAMU
B) JIpyroi BapuaHT

3. Kakoii M3 J0KYMEHTOB perjiaMeHTHPYeT [1esiTeJbHOCTh KOHKPETHOIo
JAOJIKHOCTHOIO Jinua?

a) puKas
0) MOJIOKEHHE 00 oTAeIne
B) JOJKHOCTHASI HHCTPYKLIUS

4. C kakoii ¢pa3pl He peKOMEHIYeTCsl HAYMHATH Tede(OHHBIN pa3roBop c
MapTHEPOM HJIH KJIHEHTOM?

a) "3npaBcTByliTe, Bac OecriokouT kommnanus N (cekperaps kommanuu N)"
0) "31paBCTBYHTE, C BaMU TOBOPST U3 Kommanuu N"
B) "3npaBctByiiTe, cekperapb NN n3 kommanuu N

5. Kakoii cpok HCIo/THeHHsI YCTAHOBJIEH I MUCeM OT OpraHu3anmii?

a) CeMb JTHEH
0) TpHU JHEU
B) TpUALATh THEH

6. B kakom mopsake, CcOIJacHO MNpPaBHJaM [OKYMEHT0000poTa, dOJKHA
CTPOUTHCSI padoTa ¢ MOCTYNAINMMHA B KOMIIAHUIO IOKYMEHTAMH?



a) npueM - TepBOHadanbHas oOpaboTKa - MpEeABapUTEIHLHOE PACCMOTPEHUE -
paccMOTpeHne PYKOBOJIUTEIEM - UCIIOJHEHUE YIPABICHUE B JIEJTI0

0) npueM - T[epBOHadYalibHass o0OpaboOTKa - perucTpamus - pPacCMOTPEHUE
PYKOBOJIUTEIEM- HCIIOJTHEHUE - HAIIPABJICHHUE B JI€IIO
B) opopMiIeHHE JOKYMEHTa - IOJIUCAHUE - PETUCTpalus - COTJacoBaHUE -

YTBEpXKIEHUE - OTIIPaBKa

7. KakuM cnocod6om npocrasisieTcs AaTa B rpude yreep;KaeHust J0KymMeHrTa?

a) MeYaTHBIM CIIOCOOOM
0) CeKpeTapb MPOCTABIISET €€ OT PYKHU MOCTE YTBEPKACHUS TOKYMEHTA
B) €€ IPOCTaBIIsICT PYKOBOJIUTEIh B MOMEHT YTBEPKIACHUS JOKYMEHTA

8. Kak Ha3bIBaeTcsi J1OKYMEHT, (PUKCHPYWIIHHA X0J OOCYKAeHUS W NPUHATHS
pellieHUs HA 3acelaHUU B KOMNaHuu?

a)ITPOTOKOJI

0) pemeHue

B) pactopsiKeHHe

9. Hy’kHO JI1 perucTpHPOBAaTh MUChbMA-HANIOMUHAHMS ?
a)HeT

0)na

B) 10 YCMOTPEHHIO CEKpeTaps-aMUHUACTPATOPA

10. Ecan mocJjienHuii [eHb CPOKa HCHOJHEHHsI JOKYMEHTa NPHXOAUTCS Ha
HepadouMni JeHb, KOI/1a He00X0IUMO UCIIOJHUTH JOKYMEHT?

a)He TMO3JHee JIHS, CISAYIONIETO 3a BBIXOIHBIM

0) He mo3/HEee THS, MPEIIIECTBYIOIIETO BBIXOJHOMY

11. Ecam aas nepeaaym J0KYMeHTa MCHOJb3yeTcsl (aKCMMHJIbHAS CBA3b, KAKOI
00beM IOKYMEHTa CHUTAEeTCH NpeieJbHO J0IyCTUMBbIM?

a)TpH JIMCTa

b) nate nucros

B)10 nucroB

12. B nucbMeHHOM o0OpanieHuu cjaoBa "rocnoaun'" u ""rocmoxka'':
a)MUIIYTCS MOJHOCTHIO

0) MUIIYTCS TTOJHOCTHIO TPH 00paIeHnH K BHICOKOMTOCTABICHHBIM JIUIIAM
B) BCErJja COKPAIAIOTCS.

13. Kakyio ¢popMyaMpoBKY A0JIK€H HMETh 3aroJIOBOK K TEKCTY IPOTOKoOaa?
a)B MPEJI0KHOM Tajiexke

0)B JaTeIbHOM NajJexke

B) B POJUTEIBLHOM MaAEKE

14.Cxo0y1bK0 aipecaToB MOkKeT ObITh HA 0JJHOM JOKYMeHTe?
a)He Oosee Tpex

0)He OoJiee yeThIpex

B) He 6oJiee 0JJTHOTO

15. Yro noHuMaeTcs moja TepMuHoM "kBopym'?
a)MI/IHI/IMaJ'H:HO HGOGXOIII/IMOG U O0CTAaTOYHOE€ KOJIHUYCCTBO YJICHOB KOJJJICTHUAJIBHOIO
opraHa Jijis Hadaia paboThl COOpaHus



0) 1/3 wieHoOB KOJUIETHATBLHOTO OpTaHa
B) | 2 uieHOB KOJUIETHAILHOTO OpraHa

16. Kakoii TepMHH, KaK NPaBHJIO, HUCHOJIL3yeTcsd B padoTe ¢ JOKYMEHTaMH,
coJlep:KallMMM KOMMEP4YeCKYI0 TAaliHy, KOH(pUIeHIMAIbHbIEe CBeeHUus ?

a)yder

0)perucTpanus

B) Ipyrou

17. Bam pykoBOAMTE/Ib BO3BPANIAETCS U3 HeAeJbHON KOMaHAMPOBKHU. UTO cToMT
c1eJ1aTh K ero nNpuxoay, 4To0bl MOMO4Yb ObICTPee BKJIWYHUTHCA B padoTy?

a)OATOTOBUTH KPATKUN OTUET O TOM, YTO IIPOU3OILIO 32 HEJENIO €ro OTCYTCTBUS

0)mocrapaTbcsl HA3HAYUTH Ha MEPBbIA padounii 1€Hb MAKCUMYM BCTpeU

B) BBIJIEJIUTH BPEMSI HA COBMECTHBIN IPOCMOTP BHEIIHENW KOPPECIIOHICHIIUU

18. Ha »3Tame mnepBOHAYa/JbHOH 00pa0oTkM BXoAsiiell KoppecHOHIEHIHH
ceKpeTapb-aJMUHUCTPATOP:

a)He YHMUYTOXAET KOHBEPTHI, a MOJLUIMBAET UX BMECTE C IOKYMEHTaMU

0)Bcerja yHMUTOXaeT KOHBEPTHI, B J€JI0 MOJUIMBAET TOJBKO JOKYMEHTHI

B)HE YHMUYTO)XKaeT KOHBEPTHI, €CIIH HA CAMOM JIOKYMEHTE HEIOCTaTOYHO WH(pOpMAaIHH
00 aBTOpE WK XapakTepe T0KyMEeHTa

19.Kakoii 0;1aHK HCIOJIB3YyeTCsl NPU 0(PpOPpMIIEHHH POTOKOJIA?
a)0JaHK opraHu3aIuu

0)01aHK HE UCIIOIb3YyeTCA

B) OJJaHK CTPOTOM OTYETHOCTH

20. Yo ucnosb3yercs Npu U31AHAH COBMECTHBIX IPHUKa30B?

a) OJIaHKM MPUKA30B
0) CTaHJapTHBIE JIUCTHI Oymaru ¢popmara A4
B) ob1ue 6aHKu
Howmep Bonpoca bykBeHHOe 0003HaYeHHE
NPAaBUIHHOTO OTBETA
1. 0
2. 0
3. B
4. 0
o. B
6. 0
7. 0
8. a
9. 0
10. 0
11. B
12. B
13. 0
14. a
15. a
16. a
17. a
18. a
19. 0




20. |6

9. YCJIOBUA PEAJIMBAIIUU ITPOT'PAMMBI

9.1. Tp660BaHI/Iﬂ K MUHUMAJIBHOMY MaTC€PHAJIBbHO-TEXHUYECCKOMY odecnevYeHnIo

Hcnonbs3oBanue JEKIMOHHBIX ayJUTOPUM HE MPEAYCMOTPEHO B CBS3M C peaju3aiueit
OporpaMM C TMPUMEHEHUEM HCKIIIOUUTENBHO DSJIEKTPOHHOTO OO0y4YeHHSs, TUCTAaHIIMOHHBIX
00pa3zoBaTebHBIX TEXHOJIOTHH.

Pa6ouee mecro mpenomaBatens B OOO «IIEPCIIEKTMBA» ocHamieHo: CTOJIOM st
MpernoaaBaTes, IePCOHATLHBIM KOMITBIOTEPOM € BBIXOA0M B MIHTEpHET.

TexcToBbIE JIEKIINH B 3JIEKTPOHHOM (opMmaTe, (POHIBI OLICHOYHBIX CPEACTB (3aJaHusl) s
MPOBEACHUS  NPOMEKYTOYHOM M  HMTOrOBOM  aTTeCTallud  Pa3MEIIAlOTCs B CHUCTEME
JUCTaHIIHOHHOTO 00y4eHus B cetu MHTepHeT 1o aapecy: https://sdo-perspektiva.gk-kp.ru/.

9.2. O61mue TpedOBaHKS K OPTaHU3ANMU 00PA30BaTEILHOI0 MPoIecca

Peanmu3anuss mporpaMmbl  JODKHA 00ECHEUMBATBHCS —MMEIArOTMUECKUMH  KaJapaMmu,
UMEIOLIUMH  cpelHee MpodeccnoHalbHOe WIM Bhicliee 0Opa3oBaHUE, COOTBETCTBYIOIEE
npoUI0 MPernosaBaeMoil JTUCHUIUIMHBL (MOMYJIA), a TaKXKe MPOIIEAIINMU JONOJHUTEIbHOE
npodeccuonansHoe o0pa3zoBaHue B 00JACTH TEXHOJOTHM JUCTAHIIMOHHOTO OOydYeHUs W (WIn)
UH(POPMALMOHHO-KOMMYHUKAITMOHHBIX TEXHOJIOTHIA.

OOydeHne Mo MporpaMMe OCYIIECTBISIETCA Ha MIATGOPME CHUCTEMBl TUCTAHIIMOHHOTO
obyuenust https://sdo-perspektiva.gk-kp.ru/ (manee - CJ1O). doctyn B CIO obecrneurnBaercs
HENPEPHIBHO (B KPYIIIOCYTOYHOM PEKUME CEMb JHEH B HEJIENI0) U3 JIF000I TOYKU MOKIIOYEHUS
k cetn Wurtepner. Jloctyn ko Bcem cepBucam CJIO mepcoHann3upoBaHHBIN (MO Y4EeTHOU
3anuceio). OpraHu3alMOHHO-TEXHUUYECKOE CONPOBOXKJIEHHE BKIIOYACT B ce0s perucTpalmio,
ylajeHue, BOCCTAHOBJIEHHWE JIOTMHA M MapoJisi IO0JIb30BaTeIe, peAaKTUPOBAHUE YUYETHOM
3anvcd. OpraHn3allMOHHO-TEXHUUYECKOE COINPOBOXKAEHHE ocyuiecTBisier Meroauct OO0
«[TEPCITEKTHUBAY.

VYuyebHO-MeTonnyeckue Mmarepuansl pasMemiednsl B CHO u  BiiIouyaloT B ceds:
PYKOBOJCTBO Mosb3oBarens npu padore B C1O, nuteparypy Aas caMOCTOSITENIbHON MpopadOTKU
TEM MpOrpaMMbl, HOPMAaTHUBHBIE IMPABOBbIE  AKThl, MEPEYEHb HHTEPHET-PECYpPCOB,
oOpa3oBaTenbHbIX pecypcoB. [IpeamerHas cTpaHMIla Kypca BKIIOYAeT JIEKIMH, TECThI, 3aJJaHUS
JUI  MHJIUMBUAYaAJIBHOTO BBINOJIHEHHS, WH(QOPMAIMOHHO-METOJUYECKUE pecypchl B (opme
«CTPaHUIBl», «KHUTW», pa3MEIIEHHBIX (aillIoB U CCHUJIOK HAa MHTEpHET-pecypchl. Temsl
porpaMMbl 0()OpMIIEHBI B BUJIE TEMAaTHYECKUX OJIOKOB.

B mpouecce peanusanuu mporpamMMbl HCIOJB3YIOTCS CPEACTBa MH(OPMAIIMOHHBIX U
KOMMYHHKAI[MOHHBIX TEXHOJIOTHI: 3JIEKTPOHHAs 1ouTa, miaTdopma Ui NpoBeieHNs: BEOMHApOB
B CJ10O.

Bunet u popmbl yueOHOI pabOThI ¢ UCIIOIB30BaHUEM JIEKTPOHHOTO O0yUYEHUSI:

- camocTofATeNbHas paboTa, BKIIOYAIONas paboTy C CONEpPKUMBIM Kypca OOy4deHHS,
BBITNIOJTHEHHE 3a/1aHui 711 OTpabOTKY MPAKTHUYECKHUX HABBIKOB,

- IeK1Us1, BeOMHap,

- KOHCYJIbTAINs HHIWBHUTya bHAS WIN TPYIIOBAS,

- KOHTPOJIb 3HaHUH (TECTHPOBAHUE).

[IpenocraBienue pe3yiabTaTOB CaMOCTOSITENIbHOM  paboThl  (MHAMBUAYAIbHOE U
IPYNIIOBOE KOHCYJIBTHPOBAHUE, pa3IMYHbIE BUABI aTTECTAIUN) OCYIIECTBISIOTCS MOCPEICTBOM
CHO. I'pynnoBele M HMHAMBUAYAJIBHBIE KOHCYJBTAIMHM MPOXOIAT IPH HEMOCPEICTBEHHOM
OOIIeHNHU TpenojaBaresst U ciaymareias B Xoae oOydeHHs, OpraHu3yIOTCsl B JAUCTAaHIIMOHHOM
pexume. HMudbopmupoBanuwe ciymarened O pe3ylbTarax MMPOMEKYTOYHOW W HUTOTOBOU
aTTecrauuu ocyuectsisercs yepes C/10.



9.3. YueOHO-MeTOANYECKOE oDecnieueHne U HHPOPMAINHOHHOE o0ecrieyeHne MPorpaMMbl
HopMmaTuBHO-npaBoBbIe JOKYMEHTHI

1. OenepanbHblil 3ak0H OT 29 nexabps 2012 r. N 273-®3 "O6 obpa3zoBaHuu B
Poccutickoit ®@enepanuu" (¢ m3menenusmMu Ha 11 wmrons 2022 ronma). DIEKTPOHHBIA (OHJ
NPaBOBBIX M HOPMaTHBHO-TEXHUYECKUX JOKyMeHTOB https://docs.cntd.ru/document/902389617

2. [Ipuka3z MunucrepctBo npocBelieHus Poccuiickoit ®deneparun ot 26 aBrycra
2020 roma N 438 «O06 yrBepxknenun Ilopsinka opraHu3anmi W OCYIIECTBICHUS
00pa30BaTeNbHOI J1eATEeIbHOCTH MO OCHOBHBIM MporpammaM NpoQpecCHOHATBLHOIO 00Y4YEeHHUsD
(3apeructpupoBano B Muntocre Poccun 11 centsiops 2020 roga, peructpanmonssiii Ne 59784).
ONEeKTPOHHBIH tbonn MIPaBOBBIX u HOPMAaTHUBHO-TEXHUYECKHUX JIOKYMEHTOB
https://docs.cntd.ru/document/565697399

3. [Tpuxa3 MunuctepctBa obpa3zoBanus U Hayku P® ot 23 aprycra 2017 r. N 816
"O6  yrBepxkaenun  [lopsinka  mpUMEHEHHS ~— OpPraHU3ALMSIMH,  OCYIIECTBISIOIIUMHU
00pa3oBaTeNbHYIO eATEIbHOCTh, JIEKTPOHHOTO O0y4YEHUS, TMCTAaHIIMOHHBIX 00pa30BaTENbHBIX
TEXHOJIOTHI IpU peanu3aluu o0pa3oBaTeNbHbIX Nporpamm" (3aperucTpupoBaHo B MuHiocte
P® ot 18 centsa6ps 2017 rona, peructpaunoHHbiit Ne 48226). DnekTpoHHBIA (OH] TPABOBBIX U
HOPMAaTHUBHO-TEXHUYECKUX JTOKYMEHTOB https://docs.cntd.ru/document/436767209

4, [Ipuka3z MuHnuctepcTBa npocemieHuss Poccuiickoit ®@enepanuu ot 25 ampeist
2019 Ne208 «O BuHecenmn wu3MeHeHWi B Ilepeuenr mnpodeccuii pabouyux, JTOIDKHOCTEH
CIIy)KallluX, TO KOTOPBIM OCYILECTBIsIETCS MNpodecCHOHaIbHOEe OO0Y4YeHHE, YTBEP:KICHHBIN
npukazoM MuHuctepcTBa o0pa3oBanus U Hayku Poccuiickoit @enepanuu ot 2 utons 2013 r. N
513» (3apeructpupoBano B Muntocte P® ot 24 urons 2019 roaa, perucrpanuonusiii Ne 55009)

ONEeKTPOHHBIH ¢boHg IIPaBOBBIX 51 HOPMaTUBHO-TEXHUYECKUX JIOKYMEHTOB
https://docs.cntd.ru/document/554691473
5. O6mepoccuiickuii kiaccudukarop npodeccuit pabounx, JOHKHOCTEH CITyKaIux

u Tapudubeix paszpsgoB OK 016-94 (OKIIATP) npunsar nocranoBienueM ['occranmapra PO ot
26 nexadpst 1994 r. Ne 367 (c u3BMEHEHUSAMHU U JOMOJHEHUSAMH). DIEKTPOHHBIN (POH/ MPaBOBBIX
¥ HOPMaTUBHO-TEXHHUECKUX JOKyMeHTOB https://docs.cntd.ru/document/9029638

6. [Tpodeccuonanpupiii  crangapt "ConemuanucT 1O  OpPraHU3alMOHHOMY H
JTIOKYMEHTAIIMOHHOMY OOECIEeUeHMIO YIpaBlIeHUsl opraHuzanueil”, yrsepxjaeHHoro IIpukazom
MUHUCTEpCTBAa Tpyda U couuanbHoM 3amutel P® ot 15 wurons 2020r. Ne333H,
3apeructpupoBaHHoro B Munrocte P® 15 wmrons 2020 r., perucrpaunonusiii Ne 58957.
ONEeKTPOHHBIN ¢dbonn IIPABOBBIX u HOPMAaTUBHO-TEXHUYECKHUX JIOKYMEHTOB

https://base.garant.ru/74385595/

OcHOBHBIC HCTOYHHMKH:

1. AxmeroBa A.B. VHpopManuoHHBIE  TEXHOJOTHMH B  JIOKYMEHTAJIbHOM
oOecrieueHUH YTpaBiCHWs] U apXUBHOM Jene: ydeOHoe mocobme / A.B. AxmeroBa. —
Komcomornbck-Ha-Amype: @T'BOY BITIO «KHATTY», 2014 — 143 ¢. — ISBN 978-5-7765-1068-7

2. bapanosa E.K., babam A.B. Hudopmanumonnas Oe3omacHOCTs W 3allIuTa
uHpopmanuu: yued. nocodue / E.K. bapanona, A.B. babam. — 4-e uzn., nepepab. u gomn. — M.:
PUOP: UH®PA-M, 2018. — 336 c. — ISBN 978-5-369-01761-6

3. bacakoB M.U. JlokymeHTannoHHOe oOecredeHue YyrpaBieHUs (C OCHOBAMHU
apxuBoBeJieHHs): yuebHoe nocobue / M.M. bacakoB. — 2-e uzxa., crep. — M.: KHOPVYC, 2016.
— 216 ¢. — (HagaspHOe 1 cpeanee nmpodeccnoHaibHOe o0pa3oBanne). ISBN 978-5-406-04536-
7

4, Boctpernora E.B. OcHoBbl uH(OpMaIimoHHOW 0€30MacHOCTH: y4eOHOe mocodue
st ctyneHToB By30B / E.B. BoctpenoBa.— EkarepunOypr : U3n-Bo Ypain. yH-Ta, 2019.— 204
c. ISBN 978-5-7996-2677-8



5. Hepessiukun E.B. JlenoBoe oOmienue: yuedHoe nocodbue. ExarepunOypr: U3n-Bo
VYpan. ya-ta, 2015. — 48 c¢. — ISBN 978-5-7996-1454-6

6. JBsnommackuit . M., ITuneryn M. A. JlemoBble KOMMyHUKauuu. Teopus u
npakTuka: yuyeOHuk uis OakamaBpoB / WM. M. I3smommuckuii, M. A. Iumeryn. — M.:
MznarensctBo FOpaiit, 2017. — 433 ¢. — Cepust: bakanasp. Yrinyonennsiii kypc. ISBN 978-5-
9916-3044-3

7. Zaiinea E. B., T'onuapoBa H.B. Jlemomnmpou3BoACTBO W JOKYMEHTOOOOPOT B
CHCTEME TOCYJapCTBEHHOIO ¥ MYHHIIMIIAIBHOTO YIIPaBICHH: yueOHO-MeToIn4YecKoe mocoodue /
ExarepunOypr: U3n-Bo Ypanbckoro yauepcurera, 2017. — 175 c¢. — ISBN 978-5-7996-2233-6

8. Kankan M.B. [lenoBoii aTuket: yueonoe nocodue / Kankan M.B., JIuxauesa JI.C.
— ExarepunOypr: M3natenscTtBO Ypansckoro yausepcurera, 2017. — 168 ¢. — ISBN 978-5-
7996-2076-9.

9. [IpucraBuenko O.B., DOramoB A.M. HWMudopmanmoHHBIE TEXHOJOTHMH B
JIOKYMEHTAallMOHHOM OOECIIEUEHUN YIpaBJIECHUS B apXWBHOM Jieje: Y4YeOHO-METOIUYECKOe
nocobue / cocraButenu: O.B. IlpucraBuenko, A.M. OramoB. Hwxuuii Hosropon:
Hwuxeropoackuit rocynusepcuter, 2017.

10. Pamenauk, /I. M. Ilcuxonorus nenoBoro oOmieHus: y4eOHUK U MPAKTUKYM JUIS
CIIO M.: UznarennctBo FOpaiit, 2018. — 207 c. — ISBN: 978-5-9916-7315-0

11. CmupnoBa E.Il. [lenompousBoactBo nisi cekpeTaps. Paspaborka, yder u
XpaHeHHe CIyXeOHOW JOKyMeHTanuu: mpaktudeckoe nocodue / CmupHoBa E.IT. — CapatoB:
Aii [Tu Op Menua, 2019. — 210 c. — ISBN 978-5-4486-0465-2.

12. Xwmensaunkas O.E. Cekperapp - JMII0O KOMIIAHUU: UMHJDK CEKpETaps, JEIOBOM
stukeT u npotokon / XmenbHunkas O.E. — HoBocubupck: Cubupckoe yHUBEPCHUTETCKOE
n3garenscrso, 2017. — 127 ¢. — ISBN 978-5-379-02028-6.

13. [ysanosa H.H., BanoBa A.}O. OcHOBBI A€T0NPON3BOACTBA. SI3bIK CIIy)KeOHOTO
JOKYMEHTa: y4eOHUK U MPaKTHUKyM JUIs akajgemuueckoro Oaxanaspuata / H. H. IllyBanosa, A.
1O. MBanoma; nmox o6ui. pexn. H. H. HlysanoBoil. — 2-e u3a., mepepald. m jgom. — M.:
UznarensctBo IOpaiit, 2019. — 428 ¢. — (Cepus: bakamaBp. Axkagemuueckuii kypc). ISBN
978-5-534-10848-4

JlonmoJiHUTeIbHAS JINTEpaTypa:

1. bopoznuna I'.B., KopmuoBa H.A. Ilcuxonoruss u 3THUKa JAEIOBOTO OOIIEHHUSA:
Y4eOHHK 1 MPAKTUKYM JUIs1 akajieMuyeckoro 6akanaBpuata. JlroOepust: FOpaiit, 2016. 463 c.
2. Bennenesa M.A., BeprakoBa [0.B. HudpopmanuoHHble TEXHOJIOTUH B

ynpaBieHun.: YueOHoe nocodue s 6akanaBpoB. Jlrobepisl: FOpaiit, 2016. 462 c.
3. Kpusokopa E.U. /lenoBbie kommyHukanuu: Yuedbnoe nocooue. M.: HUL| Undpa-
M, 2013. 190 c.

4, Kysnmemob WM. H. J[loxymentannonHoe oOecrieueHrne  ympaBlIe€HHUS |
nenonpou3BoictBo. M.: FOpaiit, 2014. 576 c.

5. JloueBa M. B., I'anikuna E. H., I'yposa E. B. Jlenonpon3BoacTBO B KaJpOBOM
ciyx6e. M.: [Ipocnext, 2019. 80 c.
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9.4. MeToanyeckue YKa3aHHA M0 BHINOJHEHUIO MPAKTHYECKUX H CAMOCTOSATEJIbHBIX
3aJaHui

[IpakTueckue 3amaHus, NPEIYCMOTPEHHBIC JaHHOM MPOrpaMMOii, BBIIOIHSAIOTCA
MOCPEICTBOM HCIIOJIb30BAaHUSI CPEJICTB TUCTAHIIMOHHOW 00pa30BaTeIbHON TIIAT(HOPMBI.

Bce 3amanus Bemmonustorcss B nmporpamme Microsoft Office Word. T'otossie daitnsr ¢
OTBETaMH 3arpy’aroTcst Ha IIathopMy B CHEIHMAIBHO OTBEACHHYIO (OPMY B JIMYHOM KaOWHETe
CITymIaTess.

[Ipy BBINOJHEHWH NPAKTUYECKUX U CAMOCTOSTENBHBIX 3aJaHUN CIIyIIaTellb MOXET
UCIIONIb30BAaTh  M3y4YCHHbIE  JIEKIIMOHHBIE  MaTepUalibl, HOPMATHUBHO-TIPABOBBIE  aKThI,
pasMeIICHHbIE B OTKPBITHIX HH()OPMAIIMOHHO-CIIPABOYHBIX CHCTEMAax, JPYIHe OTKPBITHIC
MCTOYHUKU MHGOPMAIUH 110 3aJaHHOU TeMe.

3amaHus BBITOMHAIOTCS Ha yuctax popmata A-4 (210x297mm). TekcT pabOThI TOKEH
OBITh HamNKMCaH TIPaMOTHO, Oe3 HCIpaBICHUH U MPOU3BOJIBHBIX COKpalleHud u HaOpaH Ha
kommbpiorepe mpudpTom Times New Roman — 14 uepe3 1 wuHTEpBan ¢ 00s3aTeIbHBIM
cOOJII0ZICHHEM CTaHAAPTHBIX MOJIEH:

Jleoe nosie nucra —20 MM

[IpaBoe moJie mucra — 10 mm

Bepxnee nosie nmucta — 20 mm

Hwuxuee none nucra — 20 mm



