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1.OBIMUE MOJIOXKEHUSA
[ToscHuTenpHas 3anucka
K OCHOBHOH Mporpamme npogeccuoHanbHOro 00y4eHus —
nporpamMMe npoQecCHOHaTbHOM MOATOTOBKH 0 JTOJDKHOCTHU CITY’KaIlero
«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 MuHucTepcTBa mpocsemieHus PD or
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 yrBepxnenun [lepeuns npodeccuii
pabounx, JODKHOCTEM CIy)KaluX, [0 KOTOPBIM OCYIIECTBISIETCS MpodecCHOHaIbHOe
oOydeHue».

PaGouass mnporpamma pa3paboTaHa Ha OCHOBE MPO(ECCHOHAIBHOIO CTaHIapTa
«Crenuanuct 10 OpPraHU3alMOHHOMY W JIOKYMEHTALIMOHHOMY OOECIIEUEHMIO YIPaBICHUS
OpraHu3aiyei», yreepkIEHHOT0 NprukazoM MUHUCTEPCTBA TPYAa U COIMANIbHOM 3auThl PO oT
15 wurons 2020 Ne 333n «O06 yrBepkaeHuu npodeccuoHanbHOro crangapra «CHenuanucT 1o
OpPraHU3aI[IOHHOMY U IOKYMEHTAIIHOHHOMY O0OECIICUEHHUIO YIIPABICHHS OpraHu3aluen.

[IporpamMma peanusyercss ¢ MPUMEHEHMEM MCKIIIOUUTENIBHO AJIEKTPOHHOIO OOYYEHHS,
JTUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHUH.

Leas nporpammbl: GopMupoBanue y o0ydaromuxcs npopecCuOHaIbHBIX KOMITETECHIINH,
o0ecrevynBaroIUX BBIIOJHEHUE HOBOTO BHAA MPOPECCHOHANBHOU JEATEIBHOCTH B 00JIACTH
OpPraHU3alMOHHOTO U JIOKYMEHTAIIMOHHOTO 00€CIeYeHUsl yNpaBICHUs] OpraHU3alUsaIMU JIIOOBIX
OpPraHU3aI[MOHHO-TIPABOBBIX (OpM, MpHOOpeTeHHe HOBOW KBalu(dUKaUU 10 Tpodeccuu
«CekpeTapp-aIMUHHUCTPATOPY.

3agaum  oOydeHusi: jaTh OOydarOUIMMCS HEOOXOIUMBIH YpOBEHb 3HaHUM s
OpPraHU3aI[MOHHOTO OOeCreueHusl AESITENbHOCTH OpraHu3aluu M O0ecleyeHHs AeATeIbHOCTU
PYKOBOJUTENS OpraHU3alHH.

TpedoBanus k 00y4arOIMMCH: JIMIIA, UMEIOIINE, cpeHee o0iee 00pa3oBaHue, a TAKXKE
JMIa, HE MMEIOIINE OCHOBHOI'O OOINEro MM CpeAHero oobuero oOpa3oBaHUs, BKIIOYAs JIUI| C
OTpaHUYEHHBIMHU BO3MOKHOCTSIMH 3/10pOBbsi. OOyueHHe M0 IporpaMMe MOXKET OCYIIECTBISATHCS
B COCTaBe yueOHOU IPYMIbl WIH WHIAUBUAYAIBHO.

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

WrtoroBass arrectanusi MNpPOBOJUTCS IO OKOHYAaHUM Bcero Kypca B  ¢opMme
KBAJTM(PHUKAIIMOHHOTO 3K3aMEHa HK3aMEHallMOHHON KOMUCCHEH, COCTaB KOTOPOH ompesensercs u
yrBepxkaaerca pykoBoguteneMm OOO «POPMVIIA BE3OINACHOCTHW». K mnpoBeneHuto
KBATM(UKAIIMOHHOTO ~ DK3aMEHa  MPHUBJICKAIOTCS  MPEJICTaBUTENH  paboTomarenei, Hx
o0benMHeHni. Pe3ynpTaThl HTOTOBOM arTecTaniuu 0QopMITSIOTCS poTokoJioM. [1o pesynpTaTtam
UTOTOBOM aTTeCTAaIM BbIJIACTCS CBUAETEIBCTBO O MPUCBOSHUH JOKHOCTH CITYXKAILETO.

OO6yueHue Mo mporpaMMme BeJeTCs Ha PyCCKOM si3bike Dopma oOydeHUs: OuHast, 3a09Has
C IPUMEHEHHUEM IJIEKTPOHHOTO 00yYeHHE U TMCTAHLIMOHHBIX TEXHOJIOTUH.

Cpox o0yueHust: TPyI0eMKOCTh 00y4ueHus 1o JaHHOU nmporpamme 140 gacos. OOmmii cpok
oOyuenuss 4 Henenu (Cpok MOXKET OBITH MPOJUIEH 3a CYET YMEHBIICHUS KOJIMYECTBA
aKaJIeMUYECKHX 4acoB B JI€Hb, [10 COTJIACOBAHMIO 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¢eCCHOHATBLHBIMI KOMIIETCHIIUSIMHU:

MK-1. [Tpuem u pacnpenenenue 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:

- byHKIMY, 3a1a41, CTPYKTYpa OpraHU3aliy, €€ CBS3H;

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

- NpaBUiIa OPraHU3aIlluH ITPHEMa MTOCETUTEIICH;

- npaBuJja JIeI0BOTO OOIICHUS;

- CTPYKTYpY OpraHW3allii M pachpelesiecHue (QYHKIUH MEKAY CTPYKTYPHBIMH
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 PEUCBOTO 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 MM BUAE0-KOH(PEPEHLI-CBA3H;

- UCIOJIb30BaTh CPEACTBA KOMMYHHUKAIIMOHHOW OpPITEXHMKHM JUISL TIOJIyYEHHUS U
nepenayu nHpopmanuu;

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

- yCTaHaBJIMBAaTh KOHTAKT C COOECETHUKOM, MOJIEP)KUBAaTh U Pa3BUBAThH JEJIOBYIO
Oecemy B mporiecce Tee(OHHBIX MEPETOBOPOB;

- CTJIaXUBaThb  KOH(JIUKTHBIE U CJOXKHBIE  CHUTyallUd  MEXJINYHOCTHOTO
B3aUMOJCHCTBUS;

- coOIII0/1aTh CITYKEOHBIN 3TUKET;

- 00IIATHCA C HOCETUTEISIMM;

- UCIOJIb30BaTh YCTAHOBJIEHHBIE MpPaBUIa M MPOLETYphl KOMMYHUKAIIUU BHYTPH
OpraHu3aIim,

- BECTH y4YeTHbIE (POPMBI, UCIOIB30BATh UX JJIs1 paboThI;

- CO3/1aBaTh MOJIOKUTEILHBI MUK OpTaHU3aIIH;

- IPUHUMATh MEPHI M0 Pa3peIeHUI0 KOHMIUKTHBIX CUTYaIIHIA;

- IPUMEHATh HHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH;

- oOecrieunBaTh KOHPHUIESHIIMAIBHOCTh HH(OPMAIIUH;

- COCTABIIATh M BECTH YYETHBIC JJOKYMEHTBI;

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

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

- OLICHMBATh PE3YJIbTAThl B paMKaX IMOCTaBJICHHBIX 33]1a4;

- OCYILECTBIISATH KOHTPOJIb UCTIOJTHEHUS TIOPYUYEHUI PYKOBOIUTENS COTPYIHUKAMHU.



Marpuna KOMIETEHIMH B COOTBETCTBUM € MNPO(ECCHOHAIBHBIM  CTaHAAPTOM
«CrenuanucT 1o OpPraHU3allMOHHOMY M JOKYMEHTAIlHOHHOMY OO0ECHEUeHUI0 YIpaBIICHUS
OpraHu3aluei», yrBepk1EHHOr0 IprUKa3oM MUHUCTEPCTBA TPyAa U COLUAIBbHOM 3amuThl PO ot
15 urons 2020 Ne 333n «OO6 yrBepkaeHuu mnpodeccuoHabHOro cranjapra «CHenuanucT 1o
OpPraHU3alMOHHOMY U JOKYMEHTAIIMOHHOMY 00€CIeUEHHIO YIPABICHUsl OpraHUu3aen».

Kon TpyaoBoil | DopMupyemasi KOMIETEHIIUS

byHKIIMHN

A/01.3 I1K-1. ITpuem u pacnipenenenue TeaeOHHBIX 3BOHKOB OpraHu3aIiuu
AJ02.3 I1K-2. Opranu3aiusi paboThl C TOCETUTEISIMH OpTaHU3aLUuU

A/03.3 I1K-3. BeimoyiHeHHE KOOPAMHUPYIOMIKX U 00€CIIeuynBaOMIMX (DYHKITHI

Ces3pb [Iporpammel ¢ mpodeccrnonansupiMu ctangaptamu (I1C):

Haumenosanue Boiopannoro I[1C YpoBeHb
HanmenoBanue IIporpammer
(OJTHOTO MJIM HECKOJIHKHUX) KBTI (DUKAIAH
[IpodeccrnonanbHbIi cTaHIAPT
xox 07.002
«Creuuanuct no 3 ypoBeHb
OcHoBHas nporpamma OpraHU3aLMOHHOMY U KBaJTH(UKAITNN
pohecCHOHANBEHOTO O0YUYCHHS — JIOKYMEHTAallHUOHHOMY
npodeccuoHaibHast MOATOTOBKA 00ecneueHnI0 yIpaBIeHus Opranu3zalnoHHOe
10 JI0JHDKHOCTH CITY’Kallero OpraHu3aluei» yTBepKIeH obecrnieueHue
«Cekperapb-aIMUHUCTPATOP» npuka3oM MuHHCTEpCTBA NeATeTbHOCTH
Tpy/Zla U COLMAIbHOM 3allUThI OpraHu3aluu
Poccuiickoit ®enepanun
ot 15 urong 2020 roga N 333n




3. COAEP KAHHUE IMPOI'PAMMBbI

VUYEBHBIU TUIAH

OCHOBHOM MPOrpaMMbl POPECCHOHATHHOTO 00yIeHUS —

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

«CekpeTapp-aIMUHUCTPATOP»

O0BbeM 3aHATHI C
HCIO0JIL30BAHNEM JUCTAHIIHOHHBIX

Bcero TeXHOJIOTHii: Dopmbl
Ne i/ HauMeHnoBaHue AUCIUILIMH
4acoB MpaKkTH4e | CAaMOCTOsI- | KOHTPOJIsI
JIeKIHH cKHue TeJbHAas
3aHATHSA padora
I. Teoperuyeckoe o0yyenue 86 62 12 12 3ayer
Moaysb 1 | @ynkuun, 3aga4,
CTPYKTYpa OpraHu3aiuu, ee 14 10 2 2
CBSI3H
1.1 OCHOBHBIE TEPMUHEBI U
onpezencHus B chepe
OpPTaHU3aIMOHHOTO U 10 6 2 2
JIOKYMEHTAllHOHHOTO
o0ecrieyeHus! ypaBJIeHHsI
1.2. Beenenue B npodeccuto 4 4 - -
Monyab 2 | [Ipagusia B3anmoxeiicTBus ¢
napTHepaMu, KJIHeHTaMHI
prHEpaMH, e 14 10 2 2
cpeAcTBaAMH MacCCOBOii
uHGopMauuu
2.1 enoBasi KyJIbTypa B
A YIBTYP 6 4 ] 2
npoeccuoHanbHOM chepe
2.2. Nudopmarnys, ee BUIBI 1
(13 pMmartus, i g 5 5 )
CBOICTBa
Monysb 3 | 3pyka nenosoro o6menns 16 12 2 2
31 19muka 6 4 - 2
3.2. KyneTypa obmmenmus B 4 4
npodeccuoHanbHOU chepe
33 TTcuxoJIorus KONJIEeKTUBA 6 4 2 -
Monyib 4 | Tpagnia peuesoro sTukera 14 10 2 2
4.1 PeueBoii 3THKET U peueBbIe
p 7 5 1 1
CpeJICTBa OOIICHUS
4.2 Buasl u hopmel genoBoro
AL 1 opMEI 1 7 5 1 1
oO1eHns
Monyae S | Tpegopanns oxpansl Tpyna 14 10 2 2
5.1 Oxpana TpyJa U TeXHHAKA
0e30MacHOCTH Ha pabouem 8 6 - 2
MecTe
5.2. TpeboBaHus OXpaHbI TPY/Ia B 5 4 9
aBapHIHBIX CUTYaIUsIX




Moay.n 6 IIpaBuia 3amMTHI
KOH(MIEHIHATLHON 14 10 2 2
cJ1y:ke0HOH uHpopManun
6.1.
Kondunennmansuas 7 5 1 1
uHQOpMAIHS
6.2.
[TpaBuia 3amKThI 7 5 1 1
uHQOpMaIH
7 IIpomexxyTounas 5 sager
aTTecTanus
8 Koncynsramuu c 4
npernojaBareneM
1. KpanudukauuoHHbIii 48
IK3aMeH
[IpakTrueckas 40
KBaM(hUKaIMOHHAS padoTa
DK3aMeH 8 IK3aMeH
Hroro 140 62 12 12

4. KAJTEHJIAPHbBIN YYEBHBIN I'PA®UK
OCHOBHOM MPOrpaMMbl IPOPECCHOHATHHOTO 00yIeHUS —

IIporpaMmabl HpO(i)eCCI/IOHaJIbHOP'I MNOATOTOBKH IO AOJKHOCTHU CIIYKALICTro

«CekpeTapb-aIMUHUCTPATOP»

Ne | HaumeHoBaHuEe Moaynst Bcero, | YueOnas Henens

/i qac 1 2 3

I Teopernueckoe o0yueHue 86 40 140 |12

1 OyHKIHHA, 337291, CTPYKTYypa OpraHN3alInH, 14 14
ee CBs3H

2 IIpaBuia B3anMOZIEICTBUS C MAPTHEPaMH, 14 14
KJINEHTAaMH, CPEJICTBAMH MaCcCOBOM
nHpOpMAITUN

3 DTHKa JEI0BOr0 OOEHUS 16 12 |4

4 IIpaBusia peyeBoro ITHKeTa 14 14

5 TpeboBanus oxpaHbl TpyAa 14 14

6 [TpaBuia 3amuThl KOHGUACHINATBHON 14 8 6
ciryxe0HOM nHhOopMaIun

7 ITpoMexxyTouHas arrecTarus 2 2

8 KoHcynprammu ¢ npenoiaBarenem 4 4

Il KBanngukaimonHbIi S5K3aMeH 48
[IpakTryeckas KBaMpuKaMOHHAs paboTa 40 28 12
OK3aMeH 8 8
HUTOI'O 140 40 |40 |40 20




5. PABOYAS ITPOI'PAMMA
OCHOBHOM MpOorpaMMbl IPOPECCHOHATBHOTO 00yUeHUS —
MIPOrpaMMBbl MPOPECCUOHANTBHON MOATOTOBKU MO JOHKHOCTH CITY’KaIllero
«CekpeTapp-aIMUHUCTPATOP»

|. TeopeTnueckoe odyuenune

Moayab 1. ®yHKUUH, 32]a41, CTPYKTYPa OPraHu3aluM, ee CBI3H.

Tema 1.1. OcHOBHbIE TepMHHBI H OImpeaeeHuss B cdepe OPraHU3AUMOHHOIO M
JAOKYMEHTAIIMOHHOT0 o0ecrnevyeHus ynpasJjeHus. OnpenerneHue MOHATUNH «MEHEIKMEHT» H
«ynpasiienuey. [IpuHuuner u Metonsl ynpasiaeHus. OyHkuM yrnpasiaeHus. OpraHnuzanus Kak
cucrema. OmpenieneHue 1 00IIMe XapaKTePUCTUKU OpTraHu3ali. BHYTpeHHssI 1 BHELIHSS cpenia
opranuzanuu. OpraHu3almoHHO-TIPaBOBbIe (hOpMbI Opranu3anuii. OpraHnzaluoHHbIE CTPYKTYPbI
yrpasieHus. PykoBoaurens B cucreMe ynpasieHus. JKU3HEHHBINA UK OpraHU3aluy.

IIpakTuyeckoe 3ansTHe. Onpoc Ha 3HAHME TEPMHHOB M OIpelneieHuii B cdepe
OpTraHru3allMOHHOI0O MW AJOKYMCHTALITMOHHOI'O obecrneueHust YIpaBJICHUA. H€O6XOI[I/IMO JaThb
OTIpeIeNIEHUs CIEAYIOIUM MOHATUSAM: JAEIOMPOU3BOICTBO, TOKYMEHT, JIEKTPOHHBIN JOKYMEHT,
JIOCTOBEPHOCTh JJIEKTPOHHOTO JIOKYMEHTa, XpaHEHHE JOKYMEHTOB, JJIEKTPOHHAs MOJIIHCH,
3IEKTPOHHBIN IOKYMEHTOO0OPOT, HOMEHKIIATypa Ael, ApxuBHbIil oua Poccuiickoit @enepannu.

CamocrositeibHass  padora.  CrOpoekTUpOBaTh  OPraHU3aLUOHHYIO  CTPYKTYpPY
OpraHu3ali U CXeMbl MH()OPMAIIMOHHBIX MOTOKOB MEXAY CTPYKTYPHBIMU MOJpa3felieHUsIMU
T000M OpraHW3aIuy Ha BEIOOD.

Tema 1.2. BBegenme B mnpodeccuro. Kparkas wucTopus CEKpPeTapcKoro Jena.
KBamndukannoHnnas xapakTepUCTHKa CEKpETaps-aAMHHHCTPATOpa, €ro pOjb B CTPYKType
opranu3zanuu. @yHkuuu cekperaps. DyHKIUU cITy>KObl ceKpeTapuaTa B opranuzanuu. Kagpobiit
cocTaB cIIyXObI cekperapuara. Poib u MecTo ciykObl cekpeTaprarta B CTPYKType OpraHH3aIHu.

Mopayas 2. IlpaBuia B3aumojeiicTBHSA ¢ NApTHeEPaMH, KJIHEHTAMHU, CPeICTBaMU
MaccoBoi HHGpopManun

Tema 2.1. [denoBas KyJbTypa B npodeccuoHanbHoii cdepe. Ilonstue nemoBas
KyJIbTypa. [lenoBas KyJpTypa Kak KOMIUIEKC OTHOLLEHUH YelloBeEKa K Ipoueccy Tpyaa. KirroueBbie
KOMIIOHEHTBI JeNI0OBON KyJIbTyphl. DOpMUPOBaHHE O3UTUBHOIO JIEJIOBOTO MUMHUKA OPraHU3aLINH.
3HayeHue JIeJ0BOM KyJNbTyphl B OpraHu3alluM ceKkpeTrapckoro oOciyxuBaHus. [loHsTue
KOpIOpaTUBHAS KYJIbTYpa.

CamocrositeibHas padora. CoCTaBUTh aITOPUTM JIEHCTBUIM CEKpeTapsi 10 OpraHu3alun
puéMa OCETUTEIIEH, JEIOBBIX BCTPEY U COBELIAHUM.

Tema 2.2. Undopmanus, ee BUAbI U cBoiicTBa. OyHkuuu uHpopmauuu. TpeboBanus,
npenbsaBiIseMble K HHPopMaIuy, kauecTBo nHdopmanuu. CooTHOIIEHNE MOHATHH «J{OKyMEHT U
uHpopmanus». MHbopmannoHHbIE YpPOBHH JOKyMeHTa. [IpoGimembl moucka W TpaHCIALUU
JTOKyMeHTHpoBaHHON nHopmanuu. Nudopmannonusie 6aprepbl. MHPOpMalMOHHBIE TOTOKU B
OpraHH3aIiH.

IIpakTH4eckoe 3aHATHE.

1. IToaroToBuTH M OPOPMHUTH B COOTBETCTBUH C MPABHIIAMH JEJIONPOU3BOICTBA U PEUYEBOTO
sTukeTa B mporpamme Microsoft Word: wHopmanmoHHOe NHCHMO, PEKJIIAMHOE MHCHMO,
COINPOBOJUTENILHOE MUCHMO, NMHCHMO-3aIIPOC, MUCbMO-IIPUIIAILIEHUE, MHMCbMO-HAIIOMUHAHUE U
MO3/IPaBUTEIBHOE MMUCHMO.

Moayab 3. ITHKA 1€J10BOT0 00IICHUSA.

Tema 3.1. dTuka. [loBeneHue yenoBeka; npasuia 1 HOpMbl. HpaBcTBeHHBIE TpeOOBaHUS K
npoeCCHOHATBHOMY TOBEACHUIO: BEXIMBOCTb, TAKTUYHOCTb, J0OPOXKEIATENBHOCTh U JIp.
Otuket. Chepbl gelicTBUS ITHKET. DTHKa AenoBoro odmenus. Umumx cexperaps. MckyccTBo
CaMOIPE3EHTAllMK U BHELTHUH BUJ.



CamocrositesabHast padora. [lonrotoButs 3cce Ha Temy «MMUIK cekpeTapsi».

Tema 3.2. KyabTypa o0menus B npogeccuonaibHoi cpepe. Kommynukanus. Cpencrsa
BepOabHOTO 001IeHMs. HeBepOanbHbIe cpeAcTBa OOIIEHUS. DTUKET B JIeJ10BOM oOmeHnn. CTrin
oOuieHusi. OCHOBHBbIE ITpaBUJIa IOBEJEHUYECKOI0 3TUKETA: IIPUBETCTBUS, 3HAKOMCTBA U Jp. Hopmbl
OTHOIIEHUH B KoJUIeKTUBE. OTHOIICHHS PYKOBOAMTENS M IMOAYUHEHHBIX. MEXINYHOCTHBIC
KOHTaKTbl. Opranu3anus AeJ0BbIX KOHTaKTOB. OCHOBHBIE TPEOOBAHUS K pEUU: TOH, APTUKYIIALIUS,
MPOU3HOIIEHHE, TPOMKOCTh, TOYHOCTh B II0JI00pE CIIOB.

Tema 3.3. Ilcuxosiorust KoJuieKTUBA. [Icuxonorus KoH(IMKTA: onpeaeneHrne KOH(IKTa,
TUIBI KOH(MIUKTOB, KOH(IUKTOreHbI, BO3HUKHOBEHHE KOH(MIMKTA, MPUUYMHBI U IOCIEICTBUS
KOH(JIMKTOB, CTaIUN KOH(IIMKTA, KOHCTPYKTUBHBIE CIOCOOBI pa3perieHus: KoHGIukToB. CTHIIB
MOBE/IeHNs B KOH(DJIMKTHON CHUTyalluu: CTpaTerdd MOBEACHUS B KOH(IMKTHOW CHUTYyalllH
(COTpyIHHUYECTBO, KOMIIPOMHCC, COINEPHUYECTBO, H30€raHue, NPUCTIOCOOJICHUE); KOJEKC
noBeneHus B KoHQuukTe. [lcuxonormueckuil aHamm3 KOH(IUKTOB: AITOPUTM pa3pelieHUs
CUTyaluid ¥ KOH(IUKTOB.

IIpakTuyeckoe 3aHATHA. PelinTs CUTYallMOHHBIE 3a/1a4H:

1. OnnoBpemenHo Bac mpocaT o0 Kakux-TO JEUCTBHSIX (KOTOpPBIE BXOIAT B Barm
00s3aHHOCTH) /IBa pa3HbIX cOTpyaHHUKa. [lapamiensHo AenaTh 3TO HEBO3MOXHO, a 00a MpPOCIT
cienaTh Kak MOXKHO ObIcTpee. Bamm neiictBus?

2. Bac mpocsT BBIIONHUTH paboTy, KOTOpas HE BXOAUT B Bamm HemocpencTBEHHBIE
00513aHHOCTH, HO OOJIbIIIE €€ HUKTO CeiYac HE CMOXKET CAeaTh UCXO/S U3 YPOBHSI KBAJIM(PUKALIUH.
Bamm nevictBusn?

Monayas 4. [IpaBuiia pe4yeBoro 3THKeTa

Tema 4.1. PeueBoii 3TUKET U pevyeBble cpeacTBa 00meHus1. PeueBoii 3STUKET B ACIIOBOM
oOIIeHNH. DJIEMEHThI PEeueBOro STUKeTa: (POpMblI OOIIEHUsS, U3JI0KEHHE MPOCHO, BBHIPAKEHUS
MPU3HATEIBHOCTH, CIIOCOOBI apryMEHTAllMK B JICJIOBBIX CUTyalusx u np. KynbTypa pedeBoro
obmenus. [Tybnuunsie BeicTymieHus. KyneTypa ciymanus naptaepa. bapbepsl B 001eHNN 1 UX
IIPEOJI0JICHHE.

IIpakTuyeckoe 3ausitue. [1oAr0TOBUTH OQUIIMATHHOE MUCHMO C U3JIOKEHHUEM MPOCHOBI
WJTU BBIPQKEHUS MMPU3HATEIBHOCTH.

CamocrosiTeibHast padora. [loAroTOBUTH TEKCT BBICTYIUICHUS M0 CIIy4aw roOuIies
OpraHu3aIuu.

Tema 4.2. Buabl u ¢gopmbl 1ej10BOro ooueHus . /lenossie 6ecepl. JlenoBble HEPEeroBOphl.
CymHocts nenoBoit 6ecensl. Buasl 6ecen. Ilogroroska 6ecenpl. CTpyKTypa AenoBoi Oecempl.
MeTo/b1, HCTIONIb3yeMbIE Ha pa3HbBIX dTalax JAeI0BoM Oecebl. DTUKET NenoBoil becensl. KynmpTypa
JeNoBbIX coBewaHuil. OcOOEHHOCTH OOIIEHUS C WHOCTPAaHHBIMU MapTHEPaMHU. ITUKET
TenedoHHbIX eperoBopoB. KynbTypa nenoBoit nepenucku. [Ipuem u ob1ieHne ¢ MOCETUTENSIMHU.
CepBupoBka daitHOTo (Ko(eitHoro) cromna B oduce.

IIpakTuyeckoe 3ausitue. [IoATOTOBUTH anrOpUTM NEHCTBUN MO OTPAOOTKE HABBIKOB
OOLIeHUs] C IOCETUTEJEM: OMO3AABIIMM, OXHUAAIOIIMM CBOEH odepeau, MNpHUILEAINM Oe3
MPEABAPUTEIILHOTO COTJIACOBAHUA.

CamocrositenbHass padora. IlogroroButs 3cce Ha onHy u3 Tem: KoprnopaTtuBHbIe
cTanaapTsl TenedonHoro obmenus. CekpeTsl ycnexa TeneoHHbIX eperoBopoB. TemOp rojoca,
WHTOHAIWH, TUKIHs. TpeOoBaHus K MpaBUWIbHON peun. Bxosamue u ucxosamnue 380Hku. Hauano
U 3aBeplleHre Tene(OHHOTo Pa3roBopa.

Mopnyas 5. Oxpana Tpyaa

Tema 5.1. Oxpana Tpyaa u TeXHUKA 0€30MACHOCTH HA pabdo4yeM MecTe. OCHOBBI OXPaHbI
Tpyna B Poccuiickoit @enepanuu. OCHOBHBIE MOHATUS TPYAOBOro npasa. OCHOBOMNOJArarIINe
IOPUHIUIBI OXpaHbl TpyAa. OCHOBBI yNpaBlIeHUs] OXpaHOH TpyAa B opranuzanuu. OpraHuzanus
paboT 1o oxpaHe TpyJa U ylpaBJIeHHUIO NPo(hecCHOHAIBHBIMU PUCKAaMH Ha YPOBHE paboToAaTeNs.
HNHCcTpyKIus nmo oxpaHe Tpyaa.



besomacHocth Tpyna Ha paboueM MecTe cekpeTaps. DproHOMHUKa U OpraHu3anus Tpyza.
OCHOBBI JIEKTPOOE30MACHOCTH.

CamocrositesbHass padora. [[oaroToBUTh MAakeT MHCTPYKLUHU IO OXpaHEe Tpyda s
ceKpeTaps.

Tema 5.2. TpeOGoBanusi oXpaHbl TPya B aBapUHbIX cuTyauusx. [lepeuenb coctoaHui
IpU KOTOPBIX OKa3blBaeTCA IEpBas MOMOLIb. AJTOPUTMBI OKa3aHWS IEPBOM IMOMOLIM INpHU
Pa3IMYHBIX TOBPEXKICHUAX U COCTOSIHUAX. ANTeUKa MepBOM oMoy B opranu3auuu. [lopsnok
BbI30Ba CKOpoil momortu. [loxkapHast 6e30macHOCTh B opranuzanuu. UHCTpyKIus 1o moxapHou
Oe3omacHOCTH B opranuzanuu. [lopsaok neicTBuii npu noxape. IBakyallus Ipu moxape.

IIpakTuyeckoe 3anusTue. I1loAroTOBUTH anropuTmMa JEHCTBUM IIPU BKJIOYEHUU CHUTHAJA
MOXapHON TPEBOTH.

Moayasb 6. [IpaBuiia 3amMThl KOHPUAEHUUAIBLHOM C1yKe0HO0I HHPOpMATUKT

Tema 6.1. Konduaenumanobnasa mndopmanusa. CymHOCTb, 3a7adyd M OCOOEHHOCTH
KoH(uaeHIMansHOM HHopManuu. Bunael koHduneHnuuanbHoit uHdpopmaiuu. IlepconanbHbie
nannble. CiayxeOHast TaitHa. Ilpodeccnonanpuas Taitna. Kommepueckas taitHa. Onpenenenue
cocraBa  KOH(UIEHIMAIBHBIX  JOKYMEHTOB. JlOKyMeHTHpOBaHHE  KOH(HICHIIUAIbHON
uHpopmanuu. Oprasmzanuss pabOTbl € KOH(PHICHIMAIHHBIMH  JIOKyMEHTaMH. Y4Yer
KOH(UICHIIMATBHBIX JOKYMEHTOB.

IIpakTuyeckoe 3aHsaTHe. IIpoaHanu3upoBaTh 3aJaHHBIM JOKYMEHT MW OIPEIEIUTH
HAJIMYUE U COCTaB KOH(PUIEHIIMAIBHON HHPOPMAIIMH B HEM, K KAKOMY BUTY KOH(PHICHIIUATbHON
MH(pOpPMaLUU OTHOCSITCSI CBEJICHUSI.

CamocrosiTeibHast padora. CocTaBUTh COIVIALIEHHE O HEPA3TJAIleHUU CIy>KeOHOU
uH(pOpMaLIUH.

Tema 6.2. IlpuHuunsl 3amuTbl WHpopMamuu. [IpuHIUIBI 3amUTHl WHpOpPMAIUK.
MeTto/1b1 M cpesicTBa 3aIIUTHI UHPOPMAIIUU OT YTEPH, Kpasku Ui opuu. [loTeHnimanbHbIe yrpo3bl
MH(POPMALIMOHHOM 0€30MacHOCTH.

IIpakTuyeckoe 3ansaTue. Pa3zpaborarh makeT JHOKYMEHTOB YIpo3bl MH(GOPMAIIMOHHON
0€30IMacCHOCTH.

CamocrosiTeibHas padora. V3yueHne KoMIulekca Mep MO OXpaHe KOH(HIECHIMAIbHON
UH(OPMAIIUU B OTKPBITHIX HCTOUHUKAX.



6. ©POPMbI ATTECTAIMHA U OHEHOYHBIE MATEPHUAJIBI

OneHka pe3yinbTaToB OOy4YEHHUS! OCYILECTBISETCS B XO0J€ MPOMEXKYTOUYHOM U UTOTOBOU
aTrecTanuy (KBIM(UKAMOHHBIN SK3aMEH).

IIpomexyTounas arrectauus. [I[poMexyrounas arrectanus IPOBOJAUTCS IO OKOHYAHUH
U3YUCHHS] TEOPETUYECKOTO OOy4YeHHsI M MpPEICTaBIIsICT COOOW 3aueT B (GopMe TECTUPOBAHHSL.
Bonpocs! ams 3adera 3arpyaroTcsi B CUCTEMY JIMCTAaHIIMOHHOTO 00ydeHus B cetu MHTepHET 1o
aznpecy: https://sdo.formula.gk-kp.ru/  Bcero Ha 3ader mnpenocrasisgercs 10 Bompocos. Ilo
pe3ysibTaTaM IPOMEKYTOUHOM aTTeCTallMU BBICTABIISIOTCA OTMETKU «3aUT€HO» / «HE 3aU4TEHO» U
OTPaXKAIOTCs B BEZIOMOCTH IPOMEXYTOYHOHN aTTeCTallnu.

Kputepuu o1ieHKH pe3ynbTaToB TECTUPOBAHMUS:

KonugectBo  OayioB, HaOpaHHbIX | KauecTBeHHAs OIICHKA WHIMBUTyaJIbHBIX
CIIyIIaTeieM 00pa30BaTeNbHBIX JOCTHKCHUN

81-100 OLICHKA «3a4TE€HO»

Menee 80 OIIEHKA «HE 3a4TEHO»

7. BOIIPOCBHI Ha npoMe:KyTOYHYIO ATTECTANMIO (3a4€T):

1. Ha xkakume ;Be OCHOBHBbIe TIPYNNbl MOKHO pa3ieJuTh O0SA3aHHOCTH
ceKkpeTrapsi-aIMMHHCTPaTOpa?

a) NOKYMEHTAIlMOHHOEe  o0ecrmedyeHue  ympaBieHus HU  OE3JOKYMEHTHOE
00Cy)KMBaHUE

0) JOKYMEHTAIIMOHHOE oOO0ecledyeHne ynpaBieHUuss U 0030pHO-aHAIUTHYECKas
byHKIHS

B) 0030pHO-aHANUTHYECKAs] U TPEACTAaBUTENbCKAsT PyHKIIHS

2. YTo M3 mepevYHcJeHHOr0 He OTHOCUTCHA K (YHKHMOHAJIBbHBIM 3aga4vam
ceKkperapsi-aIMMHHCTpPaTOpa?

a) JleJIoBasi MepenucKka U COCTaBJIEHUE IOTOBOPOB

0) OpraHu3allys BHICTABOK U BCTPEY C KIIMEHTaMHU

B) MPOBEIEHNE BHYTPUKOPIOPATUBHBIX TPEHUHIOB U CEMHUHAPOB

3. Yto He BXOAMUT B CNMCOK NMpodeccHOHAIBbHBIX TPeOOBaHUIl K ceKpeTaplo-
agMHHHCTPaTOpYy?

a) COBEPIICHHOE BJIaJIeHUE COBpeMEeHHON oprTrexHukoi, MuHu-ATC, 3Hanue [1K

0) ONBIT COCTABJIEHUS MIPECC-PEIU30B U PEKIAMHBIX TEKCTOB

B) BBICOKAsi TPaMOTHOCTb, BBICOKasi CKOPOCTb Me4aTH

4, Yro ABJISIETCHA OCHOBaHHEM hil) 6 nocJieAyromen nepexayu
KOH(HAEHIIMAJTbHOI0 JOKYMEHTA HA HCIIOJIHEHHE COTPYIAHUKY?

a) P30S

0) YCTHOE PacIopspDKeHUe

B) CHEIUATIbHOTO PaCIopsLKeHUs He TpedyeTrcs

5. Kak Ha3pIBaeTcsi OKYMEHT, KOTOPOii NOATBepPHkAaeT YCTAHOBJIEHHbIE
(akThl, COOBITUA WIH JeHCTBUSA U COCTABJISETCHA NPU CBUAETENAX?

a) CIIpaBKa

0) ciy>keOHasl 3amucKa

B) aKT

6. YeM nucbMa-0TKa3bl OTJMYAKOTCH OT APYrUX Pa3HOBHMIHOCTEH nucem?

a) BCEr/la COCTOAT KaK MUHUMYM M3 IBYX KOMMYHUKAaTHUBHO-CMBICIIOBBIX YacTel

0) He TpeOyeTcsl COCTaBIAThH 3ar0JIOBOK K TEKCTY MUChMa

B) OTHAETCA  MPENNOYTEHHE KOHCTPYKLIHSIM, B  KOTOPBIX OOOCHOBaHUE

NpEeAIIeCTBYET 3aKII0UECHUIO



7 Kakoe u3 npuBegeHHbIX BbIPAaKEHHUH JIyUllle He UCIO0Jb30BaTh ?

a) "Bac oxxunaer UBan MBanoBuu”

0) "Cpouno 3aiiaute k UBany BaHoBuuy"

B) "3aligure, noxainyicra, k IBany MiBanosuuy"

8. Kakas u3 yacreii Oyaer u3JuimiHed NPM COCTABJIEHUHU NPUKa3a?

a) BBOJHAA

0) KOHCTaTHPYIOIIIas

B) pacnopsauTeabHas

9. Kak cekperapb-aAMHUHUCTPATOP MOCTYNAaeT € KOpPpecHOHAeHUHel s
PYKOBOJACTBA ¢ MOMeTKOM "1u4yHo"?

a) BCKPBIBAET U HE PETUCTPUPYET

0) BCKPBIBAET TOJIBKO 110 JOTOBOPEHHOCTH C PYKOBOJIUTEIEM H PETUCTPUPYET

B) HE BCKPBIBAET U HE PETUCTPUPYET

10. Yro u3 mepevyHCIEHHOr0 He SBJAETCH PEIAKTOPOM TEKCTOBBIX
AOKYMEHTOB?

a) WordPad

0) Notepad

B) PowerPoint

OTBETHI K 3aUeTy:
Howmep Bompoca BbykBennoe o0o3HaueHue
MPaBUIILHOTO OTBETA
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Hrorosass  arrecramms.  MroroBas  arTectanuss  npoBoAuTcs B (opme
KB (UKAIIMOHHOTO k3aMeHa. K kBanmnprukannoHHOMY SK3aMeHYy JO0MYCKalOTCs 00ydaronmecs,
yCIIEIIHO  3aBeplIuBIIME  OocBoeHue  I[Iporpammsl. OOyuaromumess ~ HEOOXOIUMO
IIPOIEMOHCTPHUPOBATH YMEHHE MPABUIIHBHO M KPATKO M3J1araTb OCHOBHON MaTepHal, BBIIEISS TPH
3TOM OCHOBHBIE TIOJIOKEHHUSI.

KBamndukanuoHHbIi 3K3aMeH COCTOUT 13 KBATU(DUKAITMOHHOW paOOTHI M IK3aMeHa.

Kpanudukarmonnas pabota. [Ipu HanucaHuu KBaqu(pUKaIMOHHON paboThl HEOOX0AUMO
YeTKO M KpPaTKO W3JIOKUTh MaTepHai, BBIIEIHTh OCHOBHBIE IIOHSATHS BOMPOCA, ClHENATh
HE00XO0/IMMbIE BBIBOJIBI — pe3toMe. [1py BBIMOIIHEHHH 3TOTO 3a/1aHUs HE IOIyCKatOTCs OOIIMPHBIE
BBIIMACKA W3 YU4E€OHWKOB, CHEIHAIBHON JUTEPATyphl U IPYTUX UCTOYHHUKOB. OTBET Ha BOMPOC
JIOJDKEH OBITh M3JI0KEH I'PAaMOTHBIM JIMTEPATYPHBIM SI3bIKOM M CBUETENIHCTBOBATh O TIyOHMHE
popabOTKU TEOPETUUECKOTO MaTepuana.

ITpuMepHbIif IepeYeHb TeM KBaTU(HUKAITMOHHBIX Pa0OT:

Pounb cexkpeTaps B opraHu3aii J0KyMEHTO000pOTa MPEANPUSATHSI.
HcTopus pa3BUTHSA CEKPETAPCKUX CITYXO.
Ponp u 00s13aHHOCTH CEKpeTaps.
Poub cexperapsi B opraHuzaiiu JOKyMEHTO000pOTa.
[TpodeccnonanbHble U TMUYHOCTHBIE KaU€CTBA CEKPETapsl.

agrONE


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 KBATHGUKAIIMOHHON paboThl. KBanmudukanuonnas padora
JOJKHA UMETh TUTYJIbHBIN JIUCT, NOSICHUTEIBHYIO 3aIIMCKY, CIUCOK HCIOJb3YEMOU JINTEPATYpPhI
Y YUCTBIH JIUCT JJIs HAIMCAHUS PELIEH3UU.

KBamudukammnonnas pabora BbImodHseTcs Ha jguctax (opmara A-4 (210x297mm) u
Opourtopyercs MOA TUTYJIbHBIM JUCTOM. TeKcT KBalnM(UKALMOHHOM pabOThl JOJDKEH OBITh
HalMCcaH rpaMOTHO, 0€3 UCTIPABJICHUH U MPOU3BOJILHBIX COKpAIEHUH 1 HAOpaH Ha KOMIBIOTEpE
mpudtom Times New Roman — 14 dyepe3 1 wumHTEpBa) C 00s3aTEIBLHBIM 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 caygasx, xorma TpeOyercsi TOYHOCTh TEOPETHUECKUX (POPMYITHUPOBOK, MPUBOIATCS
mutatel. CchUIKa Ha LUTATy JOJDKHA OBITh CliejlaHa B KOHIIE LMTaThl C yKa3aHMEM HoMepa
[IEPBOMCTOYHHUKA U3 CIIUCKA JIUTEPATYPhl U CTPAHULIBL, C KOTOPOH CliejaHa LUTaTa.

Crpanunpl, TabaULBl U APYrol WIUIFOCTPATUBHBIM MaTepuan J0JDKHBI UMETh CKBO3HYIO
HyMEpaIuIo OT HaJyajla TeKCTa.

BeinosnHeHHy0 1 0QOPMIIEHHYIO B COOTBETCTBUU C TPEOOBAHUAMM KBATU(PHUKALIMOHHYIO
paboty oOyuarommiicsi TOHKEH HANpPaBUTh VIS NMPOBEPKH B cBoeM juuHOM kabuHere B C/1O.
Bpemss npoBepku pabotel — 1 paboumii ansg. Ilpu nosiyueHHMM NOJOXHUTEIbHON peleH3un
oOyyaromuiicss J0yCcKaeTcst K MTOrOBOMY TECTHPOBAHUIO.

Ecnn peneHsus npeaycmarpuBaeT JA0pabOTKy KBalU(UKAIMOHHONM paboThl, TO B
COOTBETCTBUHM C 3aMEUYaHMSMHU pELEH3eHTa oOydarommiics ee npopabareiBaeT. JlopaboTku
oopMIIIOTCST B KOHIE KBaIM(UKAMOHHOW paboThl. Ecim ke peneHsus npenycMarpuBaeT
nepepaboTKy KBalu(UKAIIMOHHOM paboThl, TO HOBBIM BapHaHT HAMpaBJISETCS HA IMPOBEPKY
BMECTE C NepBOHauYaNbHbIM. be3 kBanudukannoHHoM paboTel 00yJaromuUics He JIOMycKaeTcs K
9K3aMEHY.

Kputepuu onieHky KBaauQUKaIIMOHHON pabOThI:

«OT1au4HO» - paboTa XapaKTepU3yeTCs CMBICIOBOW IIEJIBHOCTBIO, CBSI3HOCTBIO U
[OCJIEI0BATENIbHOCTBIO  M3JIOKeHHsT  mpoOsiembl.  OOydaromuiics ~ ymMeeT — BbIpaXkaTh
apryMEHTHPOBaHHOE MHEHHE M0 C(OpPMYIMpPOBAaHHOW ™poOiieMe, TOYHO OIpefenss ee
coJiepkaHue U cocTtapistone. KanugpukanmonHas pabota He COASPKUT (PAKTUUECKUX OMINOOK,
CBS3aHHBIX C MOHMUMaHHEeM IpoOneMbl. KBanudukannonHas padora cHaOkeHa HEOOXOIUMBIM
6ubnuorpadguyeckM 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
HaBbIKU. DakTHyecKnx OMMOOK, CBA3aHHBIX C MOHUMaHUEM MpoOIeMbl, HEeT. JlonmyIieHbl oqHa-
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




OILICHMBAIOTCS 1O YeThIpeX OauIbHOH cucTeMe («OTIMYHOY», «XOPOIIO», «yIOBIETBOPUTEILHOY,
«HEYJIOBJIETBOPUTEILHO») coryiacHO [lonoxeHnuto o TeKyleM KOHTPOJIE YCIEBAaeMOCTH,
npomexytounod U uroroBod arrecraiuu OO0 «DOPMVYIIA BE3OITACHOCTW». Jlunawm,
YCHEIIHO CHABIIMM  3K3aMEH, BBIJACTCS CBUACTEIBCTBO O JOJDKHOCTH — CITY’XKAILEro,
yctanoByieHHoro B OO0 «®OPMVYIJIA BE3OITACHOCTW» o6pa3na.

WuauBuayalbHBI  y9eT pe3yJbTaTOB OCBOCHUS OOYyYarOUIMMKCS 00pa30BaTEIbHBIX
IporpaMM, a Takke XpaHeHue B apxuBax HH(opManuu o0 ITHX pe3yibTaTax OCYILECTBISIOTCS
000 «®OPMVIJIA BE3OITACHOCTHM» Ha 6yMaXHBIX U (WJIN) 3JE€KTPOHHBIX HOCHTEJISIX.

Kpurepuu oLieHKH pe3ysIbTaTOB TECTUPOBAHUS IIPU DK3aMEHE:!

KonmuectBo  OamnoB, HabOpanHbix | KauecTBeHHas OIlEHKa WHINBUIYaTbHBIX
CIIyIIaTesieM 00pa30BaTeNIbHBIX JOCTHKCHHIM

81-100 OLICHKA «OTJIMYHO)

71-80 OIICHKA «XOPOIIO»

51-70 OIICHKA «yJIOBIETBOPUTEIHHO)

Menee 50 OIICHKA «HEYJIOBJICTBOPUTEIHLHOY

8. BOITPOCHI K KBAJIM®OUKAIIMOHHOMY JDK3AMEHY

1. BoiGepuTe NpaBuJibHOE YTBep:KIeHUe:

a) BCE MOCTYNAOIINE B OPraHU3alUI0 TOKYMEHThl PETUCTPUPYIOTCS CEKpEeTapeM-
aJJMUHHUCTPATOPOM

0) NOCTY/IMBUIME B OPraHU3alUI0 JOKYMEHTbl PETHUCTPUPYIOTCS CEKpeTapeMm-
aJIMUHUCTPATOPOM BBIOOPOYHO, B COOTBETCTBHH C YTBEPIKJACHHBIM IIEPEUHEM JOKYMEHTOB

B) U3 BCEX MOCTYJUBIIHNX B OPraHU3ALMIO JOKYMEHTOB CEKpPETaph-aJAMUHUCTPATOP
pPErUCTPUPYET TOJBKO T€, KOTOPHIE NIEPEAAIOTCS HA PACCMOTPEHNE PYKOBOJUTEIIO

2. PacnopsizkeHusi, u31aBaeMble PyKOBOACTBOM OPraHU3aliH, CYUTAIOTCH:

a) MPAaBOBBIMU aKTaMH
0) pacnopsIuTeIbHbIMUA JOKYMEHTaMHU
B) JIpyro BapHaHT

3. Kakoii #u3 [0KYMEHTOB perjaMeHTHPYeT AesiTeJbHOCTh KOHKPETHOI0
JOJKHOCTHOTO Juna?

a) npuKas
0) moJokeHue o0 oTnerne
B) JIOJIKHOCTHAsI MHCTPYKIAS

4. C kakoii (¢pa3pl He pexoMeHAyeTcsl HAYMHATHL TejdedOHHBIH pa3roBop ¢
NapTHEPOM WJIH KJIMEHTOM?

a) "3npaBcTByiiTe, Bac Oecriokout komnanus N (cekperapb kommnanuu N)"
0) "3apaBcTBYHTE, C BAMU rOBOPSAT U3 KoMmanuu N"
B) "3apaBcTByiite, cekperapb NN u3 kommanun N

5. Kakoii cpok ucnoJiHeHUs1 yCTAHOBJIEH [JI MMceM OT OPraHu3auui?

a) ceMb JHEH
0) TpHU JHEH
B) TPUALATH THEU

6. B kakom nopsiiKe, COrJIACHO MPABUJIAM JOKYMEHT0000p0TAa, 10J:KHA CTPOUTHCS
padoTa ¢c HOCTYNAIMMHU B KOMIIAHUIO TOKYMEHTaMu?
a) npueM - TepBOHadanbHas 00paboTka - MpeNBapHUTENHHOE PACCMOTPEHHUE -



paccMOTpeHrEe PYKOBOJIUTENIEM - UCIIOJIHEHHE YIPaBIeHUE B JIETI0

0) npueM - IepBOHadalbHas o00paboTka - perucrpamuss - pPacCMOTPEHHE
PYKOBOJUTEIEM- UCIIOJIHEHHE - HAIIPABIICHHUE B JEIIO
B) oopmienne IOKyMEHTa - TOANUCAHHME - PETUCTPAIMs - COIJIACOBAHHUE -

YTBCPIKACHUC - OTIIPpABKa

7. Kakum cnoco0oM nmpocTaBJisieTcsi 1aTa B rpude yrBep:KIeHHusi J0OKyMeHTa?

a) MEeYaTHBIM CIIOCOOOM
0) CeKpeTaph MPOCTABIISAET €€ OT PYKHU MOCIE YTBEPKACHUS JOKYMEHTA
B) €€ MPOCTABIISIET PYKOBOAUTEIbL B MOMEHT YTBEPKACHUA JOKYMEHTA

8. Kak Ha3pIBaeTcsl JOKYMEHT, (pUKCHPYOIIMI X0J 00CY»KIeHUS U NPUHATHUS
pellleHNs] HA 3aceJaHNMU B KOMIAHUM?

a)IPOTOKOJI

0) pemieHue

B) paclopsibKeHue

9. Hy:KHO Ji perucTpUupPoOBaTh MUChbMA-HATIOMUHAHMS ?
a)HeT

0)na

B) 10 YCMOTPEHUIO CeKpeTapsi-aIMUHUCTpaATOpa

10. Ecaiu mocjeaHuii JdeHb CPOKA MCHOJHEHHUs] JOKYMEHTa MNPHXOJUTCS Ha
HepadouMii 1eHb, KOI1a He00X0AMMO UCIIOJHUTH JOKYMEHT?

a)He Mo3JHee JHS, CIEeAYIOIEro 3a BBIXOHBIM

0) He Mo3Hee HS, MPEANIECTBYIOIIET0 BEIXOTHOMY

11. Ecam Aas nepeaayu J10KYMeHTa MCHOJb3yeTcsl (aKCUMHJIbHAS CBA3b, KAKOii
00beM JOKYMEHTA CUYUTAeTCsl Mpe/ieIbHO J0NMyCTUMbIM ?

a)Tpu JucTa

b) nsate nucros

B)10 nucroB

12. B nucbMeHHOM o0paimeHun c10Ba "'rocnogud" u "rocnoxka'':
a)MUIIYTCs TOTHOCTHIO

0) MUIIYTCS TOJIHOCThIO TPU OOpaIeHNH K BHICOKOIIOCTABICHHBIM JINILIaM
B) BCETJla COKPAIAIOTCS.

13. Kakyo (popMyJHMpPOBKY J0JI2K€H HMETh 3aroJI0BOK K TEKCTY IPOTOKO0Ja?
a)B MPEIJIOKHOM TaJekKe

0)B aTeIbHOM Iajiexe

B) B POJIUTEILHOM MaJIexKe

14.CkoJ1bK0 aipecaToOB MOKeT ObITh HA OJAHOM JOKyMeHTe?
a)He 6omee Tpex

0)He OoJiee yeThIpex

B) He OoJiee 0JTHOTO

15. Yto noHuMaeTcs moJa TepMuHoM "kBopym''?

a)MHUHUMAaJIbHO HEOOXOJAMMOE U JOCTATOYHOE KOJIMYECTBO YJICHOB KOJUIETHAJIbHOIO
opraHa JJis Hayana paboTbl cOOpaHus

0) 1/3 wieHOB KOJUIETHATBLHOTO OpTraHa



B) | 2 WwIeHOB KOJUIETHATBLHOTO OpTraHa

16. Kakoii TepMHH, KaKk MNpPaBHJIO, HCIOJb3yeTcsi B padoTe ¢ JOKyYMEHTaMH,

coaepkallluM1 KOMMEPIECKYIO TaﬁHy, KOH(l)I/I)IeHIII/IaJILH])Ie CBe)IeHI/IH?

a)yder
0)perucrpanus
B) Apyrou

17. Bam pykoBoaHuTe/Ib BO3BPAIIAETCS U3 HeAdeJIbHOI KOMaHAMPOBKH. UTO cTOMT

c/1eJIaTh K ero Npuxoay, 4To0bl MOMOYb ObICTPee BKJINYUTHCA B padoty?

a)MOJArOTOBUTH KPATKUN OTYET O TOM, UTO MPOU3OIILIO 32 HEACNIO €r0 OTCYTCTBHS
0)nmocraparbcs Ha3HAYUTH Ha MEPBBINA paboUMii 1eHb MAKCUMYM BCTpEU
B) BBIJICJIUTH BPEMsl Ha COBMECTHBII MPOCMOTP BHEIIHENW KOPPECIOHICHIIUH

18. Ha »rame mnepBOHAYAJbHOI 00padOTKH BXOAsIIEl KOpPpPeCcHOHAeHINH

CeKpeTapb-aMUHHUCTPATOP:

a)He YHUYTOXKACT KOHBCPTHI, a NOAIIUBACT UX BMCCTC C JOKYMCHTaMU
6) BCCra YHUUTOXACT KOHBCPTHI, B ACJI0 NOAIIMUBACT TOJIBKO JOKYMCHThI
B) HC YHHUYTOXKACT KOHBCPTHI, €CJIIM HA CaMOM JOKYMCHTE HCAOCTATOYHO I/IHCI)OpMaI_II/II/I

00 aBTOpE WJIM XapaKTepe JOKyMEHTa

19.Kakoii 6;1aHK ucnosb3yeTcsi npu 0popMIIeHUH POTOKOJIA?
a)0JIaHK OpraHU3aIuu

0)0JI1aHK HEe HCTIOIB3YeTCs

B) OJIaHK CTPOTOM OTYETHOCTHU

20. Yto ucnojib3yercs NP U3IaHUH COBMECTHBIX MPUKa30B?

a) 0JIaHKHU TPUKA30B
0) CTaHJlapTHbIE JUCTHl OyMaru popmara A4
B) oOmmue OaHKu
Howmep Bonpoca BbykBennoe o0o3HaueHue
IPaBUIBHOTO OTBETA
1. 0
2. 0
3. B
4. 0
S. 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. 0




9. YCJIOBUS PEAJIM3ALIMU ITPOI'PAMMBI

9.1. Tp660BaHI/Iﬂ K MUHUMAJIBHOMY MaTC€PHAJIBbHO-TEXHUYECCKOMY odecnevYeHn1o

Hcnonbs3oBanue JEKIMOHHBIX ayJUTOPUM HE MPEAYCMOTPEHO B CBS3M C peaiu3aiueit
mporpaMM ¢ TPUMEHEHHEM HCKIIOYUTEIBHO AJICKTPOHHOTO OOy4YeHHUs, IUCTAHIIMOHHBIX
00pa3zoBaTebHBIX TEXHOJIOTHH.

Pa6ouee mecto nmpenoaasarenss B OO0 «®OPMVYJIA BE3OITACHOCTMW» ocHaiieHo: cToiaoM
JUTSL TIPETIOIaBaTesl, IEPCOHATBLHBIM KOMITBIOTEPOM C BbIXOJ0M B MHTEpHET.

TexkcToBbIE JIGKITUU B 3JIEKTPOHHOM dopmate, (POHIbI OLIEHOYHBIX CPEACTB (3aaHus) AJIs
MPOBEICHUS IPOMEKYTOUHON U UTOTOBOM aTTECTAIlMU PA3MEIIAIOTCS B CUCTEME IUCTAHIIMOHHOTO
oOyuenus B cetu IHTepHET 1o aapecy: https://sdo.formula.gk-kp.ru/

9.2. O0mue TpeOOBAHNUS K OPraHU3AlUN 00Pa30BaATEIbHOIO NpoIecca

Peanuzanus mnporpammbl  JI0JDKHA —oOecreyMBaTbCs IMEJarorn4ecKMMU  Kaapami,
UMEIOIIMMHI  CpefHee Mpo(eCcCHOHAbHOE WM BBICIIEE OOpa3oBaHHE, COOTBETCTBYIOIIEE
npopWIo NpenojaBaeMoil JUCLUIUIMHBL (MOAYJISA), a TaKKe MPOIIECAIINMHI JOMOJHUTEIbHOE
npodeccuoHagbHOe 00pa3oBaHME B OOJACTH TEXHOJIOTHH JUCTAaHIIMOHHOTO OOydeHUs W (WIiIH)
UH(POPMALMOHHO-KOMMYHUKAIMOHHBIX TEXHOJIOTUH.

OOyyeHue Mo MporpaMMe OCYILIECTBIISIETCA Ha IIATGOPME CUCTEMBI JUCTAHIIMOHHOTO
oOyueHust https://sdo.formula.gk-kp.ru/  (nanee - CJHO). Hoctyn B CIO oGecneunBaercs
HENPEPHIBHO (B KPYTIIOCYTOUYHOM PEKUME CEMb JHEH B HEJIeNI0) U3 000 TOUKH MOKIFOUYEHUS
k cetn Wurepner. Jloctynm ko Bcem cepBucam CJIO mepcoHanu3upoBaHHBIN (IO Y4ETHOU
3anuceio). OpraHu3alMOHHO-TEXHUYECKOE COMPOBOXKJIEHHE BKIIOYACT B ce0s perucTpalmio,
ylajeHue, BOCCTAHOBJIEHHE JIOTHHA U NTapoJIsl M0JIb30BaTeNel, pelakTHpOBaHUE YUETHOM 3alHCH.
Oprann3alluOHHO-TEXHUYECKOE COMpPOBOXkAEHHE ocyiecTBisier Mmeroguct OO0 «DOPMVYIIA
BE3OITACHOCTW».

VYyebHOo-MeTonueckue MaTepuaisl pazMerieHsl B CIO 1 BKIIIOYArOT B ce0s: pyKOBOJICTBO
nonb3oBarenss npu padore B CJIO, nutepaTypy Uil CaMOCTOSITENIBHOM TNPOPadOTKH TEM
IporpaMMbl, HOPMAaTUBHBIE NPABOBLIE AKThI, NEPEUEHb WHTEPHET-PECYPCOB, 00pa30BaTEIbHBIX
pecypcoB. IlpeamerHass cTpaHuna Kypca BKJIIOYAeT JIEKUMH, TECThl, 3aJaHus JJid
UH/IMBUYaJIbHOTO  BBIMOJIHEHHs, HH(QOPMALMOHHO-METOJUUECKUE pecypcsl B (opme
«CTpaHMIB», «KHUTW», PpPa3MELIEHHBIX (aiJloB M CChUIOK HAa HMHTEpHET-pecypchl. Tembl
porpaMMbl 0(OpMIIEHBI B BHJI€ TEMAaTHUECKUX OJIOKOB.

B mponecce peamuzanuu nporpamMMbl HCIOJIB3YIOTCS CpEACTBAa MH(OPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHI: 3JIEKTPOHHAs 0YTa, IIaTGopma i IPOBEICHUS BeOUHAPOB
B C/10.

Bunast 1 popmbl yueOHOI paboTHI C HCIOIB30BAHUEM JIEKTPOHHOTO 00YyUEHUS:

- caMocTosATelbHas paboTa, BKIIIOUaromas padoTy € COJIEPKUMBIM Kypca OOydeHHs,
BBINOJIHEHHUE 3aJaHUH JJI1 OTPAOOTKU MPAKTUYECKUX HABBIKOB,

- IEKIMs1, BeOMHap,

- KOHCYJbTAIUsl UHIAUBHUIyaIbHAas WK TPYIIIOBAS;

- KOHTPOJIb 3HAHU (TECTUPOBAHUE).

[TpenocTaBnenue pe3ynbTaToOB CAaMOCTOSTENEHON pabOThl (MHAUBUYAIbHOE U TPYIIIOBOE
KOHCYJIbTUPOBAaHUE, pa3lIMyHble BUJBI aTTecTaluii) ocymecTBisoTess nocpeactsom CJO.
['pynnoBble ¥ MHAWBUAyallbHbIE KOHCYJIbTALMU MPOXOAAT MPHU HEMOCPEICTBEHHOM OOIIEHUHU
npenojaBaTenss M ciayuarens B XojAe OOydeHUs, OpraHU3YITCS B JUCTAHIIMOHHOM pPEXHME.
NudopmupoBanue ciymiarened o pe3yibTaTaX MPOMEKYTOUYHOW M HMTOTOBOM aTTeCTalluu
ocymectBisiercs yepe3 CO.



9.3. YueOHO-MeTOAMYECKOE O0ecnieyeHHe U MH(POPMAIMOHHOE o0ecneuyeHne MPOrpamMMbl
HopMmaTuBHO-npaBoBbIe JOKYMEHTbHI

1. OenepanbHblil 3ak0H OT 29 nexabps 2012 r. N 273-®3 "O6 obOpa3zoBaHuu B
Poccuiickoit ®denepanun" (¢ m3menenusmMu Ha 11 wmrons 2022 ronma). DIEKTPOHHBIA (OHJ
NPaBOBBIX M HOPMaTHBHO-TEXHHYECKUX JOKyMeHTOB https://docs.cntd.ru/document/902389617

2. [Ipuka3z MunucrepcrBa npocpenieHus Poccuiickoit denepanuu ot 26 aBrycra
2020 roga N 438 «O06 yrBepx)aeaun [lopsiika opraHu3aIviv U OCYIIECTBICHUS 00pa30BaTeIbHON
JESTEIIbHOCTH MO0 OCHOBHBIM IIpOrpaMMaM MpoQecCHOHANIBHOIO 00yYeHHUs» (3aperucTpupoBaHoO
B Mumntocre Poccun 11 centsops 2020 roga, perucrpanuonusiii Ne 59784). DnekrpoHHbIH (HOHIT
IPaBOBBIX M HOPMATHBHO-TEXHUYECKHX JToKymeHTOB https://docs.cntd.ru/document/565697399

3. [Ipuka3z MunucrepctBa npocsemienust Poccuiickoit @enepanuu ot 14 urons 2023
roma Ne 534 «O06 yrBepxacHUU mnepeyHs npodeccuii pabodyux, AOKHOCTEH CITyXalux, 10
KOTOPBIM OCYIIECTBISIETCS TPOPECCHOHANBHOE O0y4YeHHE» 3aperucTpupoBaHo B MuHIOCTE
Poccunu 14 aBrycra 2023 r. N 74776) DnexkTpoHHbIH (OHJT TPAaBOBBIX U HOPMATUBHO-TEXHUYECKHUX
nokymeHToB https://docs.cntd.ru/document/1302339887

4. [Ipodeccuonanpupiii  crangapt "CoemuaniucT 1O  OpPraHU3allMOHHOMY U
JIOKYMEHTAITMOHHOMY OOECIIEUCHHIO YIPaBICHUS opraHu3anuei”, yrBepxaeHHoro [Ipukasom
MUHHUCTEPCTBA Tpylna u couuanbHoM 3ammtel P® ot 15 wurons 2020r. Ne333H,
3apeructpupoBaHHoro B Muntocte P® 15 wurons 2020 r., perucrpauuonnsiii Ne 58957.

QHGKTpOHHHﬁ (I)OHI[ IIpaBOBLIX u HOPMATUBHO-TCXHUYCCKUX JAOKYMCHTOB
https://base.garant.ru/74385595/

OcHOBHbIE HCTOYHHMKH:

1. AxmeroBa A.B. MH(popMmalMOHHBIE TEXHOJIOIMU B JIOKYMEHTAJbHOM OOECIeYeHUU
yIpaBieHUs U apXUBHOM Jene: yueOHoe nocodue / A.B. AxmeroBa. — KomcoMosbck-Ha-
Awmype: ®I'BOY BIIO «KHAI'TY», 2014 — 143 c¢. — ISBN 978-5-7765-1068-7
https://knastu.ru/media/files/page_files/page_421/posobiya 2014/ Akhmetova_Informats
ionnyye_tekhnologii_v_dokumentatsionnom_obespechenii_upravleniya_i_arkhivhom_de
le.pdf

2. bacakoB M.M. JlokymeHTallMOHHOe o0ecredeHue yrpaBlieHUs (C  OCHOBaMH
apxuBoBeieHN): yueOHoe mocobue / M.U. bacakoB. — 2-e u3zn., crep. — M.: KHOPVYC,
2016. — 216 c. — (HauanbHoe u cpeanee npodeccuonaibHoe oopazoBanue). ISBN 978-
5-406-04536-7 http://library.lgaki.info:404/2017/bacakoB_Jlenonpoussoactso.pdf

3. Boctpenosa E.B. OcHoBbl nH(pOpManMoHHON Oe30MmacHOCTH: y4yeOHoe mocoOue ams
ctyneHToB By30B / E.B. Boctpernoa.— ExarepunOypr : M3a-Bo Ypai. yu-Ta, 2019.— 204
c. ISBN 978-5-7996-2677-8 https://studfile.net/preview/16707524/

4. JNlepesukud E.B. JlenoBoe obmenue: yuebHoe mocooue. ExatepunoOypr: M3n-so Ypain.
YH-Ta, 2015. — 48 c. — ISBN 978-5-7996-1454-6
https://elar.urfu.ru/bitstream/10995/34753/1/978-5-7996-1454-6.pdf

5. Mzsnommuckuit M. M., [Tunsryn M. A. JlenoBele KOMMYHHUKaIMK. Teopust U MpakTHKa:
yueOHuK i 6akanaBpoB / Y. M. J3suommnckuii, M. A. [Munsryn. — M.: U3naTenbcTBo
FOpaiit, 2017. — 433 c. — Cepus: bakanaBp. Yriyonennsiii kype. ISBN 978-5-9916-
3044-3

6. 3aiineBa E. B., I'onuapoBa H.B. Jlenonpou3BoacTBO M JOKYMEHTOOOOPOT B CHCTEME
roCy/1apCTBEHHOTO0 W MYHMIIMIIAJBLHOTO YIpaBiIeHUs: y4eOHO-MeToauueckoe mocoodue /
ExarepunOypr: U3a-so Ypansckoro ynusepcuteta, 2017. — 175 ¢. — ISBN 978-5-7996-
2233-6

7. Kamkan M.B. JlenoBoii stuker: ydeOHoe nocobue / Kankan M.B., JluxaueBa JI.C. —
ExarepunOypr: U3narensctBo Ypanbckoro yauBepcuteta, 2017. — 168 ¢. — ISBN 978-
5-7996-2076-9.



8. IIpucraBuenko O.B., Oramor A.U. MHpOopManOHHBIE TEXHOJIOTHH B IOKYMEHTAIIMOHHOM
obOecrieyeHUH YIpaBIEHUST B apXMBHOM Jeiie: Y4eOHO-MeToaudeckoe mocodue /
cocraputenu: O.B. IlpucraBuenko, A.M. OramoB. Huxuuit HoBropoa: Huxeropoackuit
rocynusepcuret, 2017.

9. Pamennauk, J[. M. [lcuxonorus aenoBoro oomeHus: yueOHuK 1 npaktukym s CI1O M.
N3znarensctBo FOpaiit, 2018. —207 c. — ISBN: 978-5-9916-7315-0

10. CmupnoBa E.Il. Jlemompou3BoacTBo st cekperaps. Pa3zpaboTka, yder W XpaHEHHE
Ciry)keOHOM JoKyMeHTaIuu: mpakTruaeckoe nmocodbue / Cmupnosa E.IT. — Caparos: Aii [Tu
Op Menua, 2019. — 210 c. — ISBN 978-5-4486-0465-2.

11. Xmenbaunxkas O.E. Cexperaphb - U110 KOMIAHUM: UMUK CEKpETaps, JEJI0BOM ITUKET U
nporokon / XwmenpHuikas O.E. — HoBocubupck: Cubupckoe YyHHUBEPCHUTETCKOE
u3garenberBo, 2017. — 127 ¢. — ISBN 978-5-379-02028-6.

12. llyranoBa H.H., MBanoBa A.FO. OCHOBBI I€TOMPOW3BOJACTBA. SI3BIK CITy)KEOHOTO
JOKYMEHTA: yUeOHHUK U PaKTHKYM IS akagemudeckoro 6akamaspuara/ H. H. Illysanoga,
A. 1O. HBanoBa; nmox o6ur. pen. H. H. lllyBanoBoit. — 2-e uza., nepepad. u pom. — M.:
W3narensctBo FOpaiit, 2019. — 428 c. — (Cepus: bakanaBp. AkageMUYeCKUl Kypc).
ISBN 978-5-534-10848-4

JonoHUTEILHAS JIUTEpPaTypa:

1. boposznuna I'.B., KopmuoBa H.A. Ilcuxonoruss m 3THUKa JEIOBOIO OOIIECHHUSA:
Y4eOHUK U IPAaKTUKYM Ui akajieMudeckoro Oakanaspuara. Jlrobepisl: FOpaiit, 2016. 463 c.
2. Bengenea M.A., BeprakoBa [0.B. HWudopmannoHHBIE TEXHOJOTHH B

yrpaBieHun.: YuebHoe nocobue ans 6akanaBpos. JlroGepust: FOpaiit, 2016. 462 c.
3. Kpusokopa E.W. JlenoBeie koMMyHuKanuu: Yuebnoe nmocobue. M.: HUL] Uudpa-
M, 2013. 190 c.

4. KysnenoB WM. H. [lokyMmeHTanuoHHOe oOecrieueHue yIpaBieHUs U
nenonpousBoacTso. M.: FOpaiir, 2014. 576 c.

S, JloBueBa M. B., I'ankuna E. H., I'yposa E. B. Jlenonpon3BoacTBO B KaapoOBOM
ciyx6e. M.: [Ipocnext, 2019. 80 c.

6. JIeitkuna O. U., Cenesnesa JI.B. Kynbrypa peun u nenoBoe obmienne. COOpHUK
ynpaxHenuil. Yuebnoe. M.: PI'CV, 2013. 168 c.

1. CeupugoBa M.JO. Mudopmanmonnsie TexHonorun B oduce: Ilpaktnueckue
ynpaxsenus. M.: Academia, 2016. 800 c.

8. ConoBses, J. f. CoBpeMeHHBIN dTUKET. Jle0BON U MEXIYHAPOIHBIN MPOTOKOI.
M.: Ocp-89, 2013. 320 c.

9. Tumodpees M. U. JlemoBbie koMMyHHKanuu. YdebHoe mocobue. M.: PUOP,

HUndpa-M, 2016. 128 c.
10.  Tpodumona O. B., Kynmuuk E.B. OcHoBEI fnenoBoro nucema. M.: @nuaTa, Hayka,
2014. 306 c.

9.4. MeToan4yeckre yKa3aHHsl M0 BbINOJHEHHUIO IPAKTUYECKUX U CAMOCTOATEIbHBIX
3aJaHui

[IpakTnueckue 3amaHusi, NPEAYCMOTPEHHBIE JAHHOW NIPOrPAMMOMN, BBINOJIHSAIOTCS
MOCPEACTBOM UCTIONIB30BAaHUS CPEJICTB IUCTAHIIMOHHON 00pa3oBaTebHON TIAT(HOPMEI.

Bce 3amanus Bemmonusores B mporpamme Microsoft Office Word. T'otossie daitnsr ¢
OTBETaMHU 3arpyKarTcs Ha MIaTdopMy B CIIENMATBLHO OTBEIEHHYIO (JOpMY B JTMYHOM KaOWHETe
CITymIaTess.

[Ipy BBIMOTHEHUWU NPAKTUYECKUX U CAMOCTOATENbHBIX 3a/laHUM CIIyHIaTelb MOXKET
MCIT0JIB30BaTh U3yUYEHHBIE JIEKIIMOHHBIE MaTEpPHaIIbl, HOPMATUBHO-IIPABOBBIE AKThI, pA3MEILICHHbIE
B OTKPHITBIX HWH(OPMAIMOHHO-CIIPABOYHBIX CHUCTEMaX, JPYrHe OTKPBITHIE HCTOYHUKHU
nH(OpMaInK 1o 3aJaHHON TeMe.



3amaHus BBITONHAIOTCS Ha Juctax Gopmarta A-4 (210x297mm). Tekct pabOThl AOTKEH
OBITh HANKMCAH TPaMOTHO, O€3 HCIpaBICHHWN W TPOU3BOJIBHBIX COKpAlleHWH W HaOpaH Ha
koMmmptoTepe mmpudrom Times New Roman — 14 depe3s 1 wuHTEpBa) ¢ 00s3aTCIBHBIM
COOJII0ICHHEM CTaH/IAPTHBIX TMOJICH:

JleBoe none nucra —20 MM

[IpaBoe nose nucrta — 10 Mmm

Bepxnee nosie nucra — 20 mm

Hwuxuee nmone nucra — 20 mm
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