OBLIECTBO C OI'PAHUYEHHOM OTBETCTBEHHOCTBIO
«CUBUPCKAS AKAJIEMUSI MTHHOBAITMOHHOI'O OBPA30BAHMS»

Ocnosuas nporpamMma npodeccHOHATBHOTO 00y Yenus —
nporpaMma npodgeccHoHAILHOI MOArOTOBKH M0 J0/GKHOCTH CJIY/KALIET0
«Cexperapb-aAMHHHCTPATOP»
(peanu3yeTes ¢ MPUMEHCHHEM HCKITIOUUTEIIBHO MIEKTPOHHOr0 08yYeHH s, THCTAHIIHOHHBIX
o0pa3oBaTeIbHBIX TEXHOJIOTHi)

r. OmMck
2023 ron



OrnaBneHume

LLOBIIUE IOJOMKEHMSL ..ot 3
2. TPEBOBAHUS K PE3YJIbTATAM OCBOEHUSA TPOT'PAMMBL..........ccoooviiiiiiie, 4
3. COAEPKAHHUE ITPOTIPAMMBI .........cccooiiiiiiiiiiii s 6
4. KATEHIAPHBINA YUEBHBIM TPAGUK..........ocvoniiririiicieeissieisseesssssisss s 7
5. PABOUYAS ITPOTPAMMA ..ottt 8
6. POPMbI ATTECTAIIUA U OHEHOYHBIE MATEPHAUJIBL...........ccocooiviiiiiiiiii 11
7. BOITPOCBHI Ha NPOMEeKYTOUHYIO ATTECTAIMIO (BAMET): ...oovveeiiiieiiiieireeree e 11
8. BOITPOCBHI K KBAIM®UKALMOHHOMY DK3AMEHY .......ccoooiiiiiiiiieese 14
9. YCJIOBUS PEAJTU3ALUHU ITPOTPAMMUBI ..ottt 17
9.1. TpeGoBanus K MUHUMAJIHLHOMY MATEPHAIbHO-TEXHHYECKOMY 00€CIIEUEHHIO ...........ocrvvernnnnnn. 17
9.2. O6uue TpeOOBAHUS K OPTAaHU3AIUH 00PA30BATETBHOTO IMPOLECCA ......vvivviirieereereenieereeenenenens 17

9.3. YueOHO-MeTOIMYECKOe obecnievyeHne U NH(OPMAIHOHHOe o0ecrnedeHHne MPOrpaMMbl
HopMATHBHO-TIPABOBBIC TOKYMEHTDL ........ccoitiiitiiierieriesteesieesieesinessresneesreesreesnessteessneeneesreesneenneesenenens 18



1.OBIIUE ITOJIOKEHUA
[TosicHuTenpHas 3anucKa
K OCHOBHOH Mporpamme mpoeCCHOHATBHOTO 00yIeHUS —
nporpamme npo¢ecCUOHaIbHONU MOATOTOBKHU IO JTOJIKHOCTHU CIIY>KAIETo
«CexpeTapb-aIMUHUCTPATOP»

OcHoBHas nporpamMma poeCcCHOHAIBHOTO 00y4YeHHS — IporpaMMma mpodhecCuoHaIbHON
HNOJATOTOBKM MO JOJDKHOCTH ciyxamiero «Cekperapb-aIMUHHCTpaToOp» (Jajee - Mmporpamma)
paspaboTaHa B coOTBeTCTBUU C DenepanbHbIM 3akoHOM oT 29.12.2012 Ne 273-®3 «O6
oOpazoBanun B Poccuiickoii @enepanumn», npukazom MuHHcTepcTBa mnpocsemieHuss PO or
26.08.2020 No 438 «O6 yrBepxaeHuu I[lopsaka oOpraHw3anid ©W  OCYIIECTBICHUS
00pa3oBaTeNbHON EATENLHOCTH IO OCHOBHBIM IpOrpaMMaM NpoQecCHOHAIBHOTO 00yUeHHs» U
npukazom MunoOpHayku Poccun ot 02.07.2013 Ne 513 «O6 yrBepxaeauu [lepeunst mpodeccuii
pabounx, JODKHOCTEH CIyXKalluX, [0 KOTOPBIM OCYILECTBIIACTCS NPOQecCHOHATHLHOE
oOydeHue».

Pabouas mnporpamma paszpaboTaHa Ha OCHOBE HPO(ECCHOHATBHOTO CTaHAapTa
«Crnenuanuct 1Mo OpraHU3alMOHHOMY M JOKYMEHTAI[MOHHOMY OOECIeUeHUIO YIpaBlICHUs
OpraHu3anuen», yrBepKAEHHOr0 IpuKka3oM MUHHUCTEPCTBA TPYyAa U COLMAIbHOM 3amuThl PO ot
15 uronst 2020 Ne 333n «O06 yTBepkaeHHH MpohecCHOHATBHOTO cTaHmapTa «CHeruaiiucT 1Mo
OpPraHU3alMOHHOMY U JJOKYMEHTAIIHOHHOMY 00ECIICUEHHIO YIPABJICHUS OpTaHU3aIHei».

[IporpamMma peanusyercss ¢ MPUMEHEHHEM HCKIIOUUTEIBHO 3JIEKTPOHHOIO O0Yy4YeHHs,
JUCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOIOTHH.

ean nporpaMmmbl: GOpMHPOBAHHUE Y 00YUYAIOIMIHUXCS TPOPECCUOHATBHBIX KOMIIETEHITUH,
o0ecreynBaroIUX BBHIOJHEHHE HOBOIO BHJA NPOQPECCHOHATIBHON AEATENbHOCTH B O0JIACTH
OpPraHU3aI[MOHHOTO U JOKYMEHTAIIMOHHOTO O00€cleYeHHs YIpaBiIeHUsI OpraHU3alusIMU JIIOObIX
OpraHU3allMOHHO-TIPAaBOBBIX (QOpM, NpHOOpeTeHHe HOBOW KBaTU(pHUKAIMKU TO Mpodeccun
«Cekperapp-aIMUHUCTPATOPY.

3agaunm  oOyyeHusi: 1aTh O0OydyalOIIMMCS HEOOXOMUMBIH YpOBEHb 3HAaHWM s
OpPraHM3aI[MOHHOTO OOecTeueHusl ACSITeNbHOCTH OpraHu3aluud M OOecleyeHHs AeATeIbHOCTU
PYKOBOJUTEIS OpraHU3al1u.

TpedoBanus K 00y4arOIMMCH: JTUIA, UMEIOIIHE, CpeiHee o0Iee 00pa3oBaHue, BKITFOYAs
JUIl C OrPaHUYEHHBIMH BO3MOXKHOCTSAMH 370poBbi. OOydyeHHE IO MporpaMme MOXKEeT
OCYIIECTBIISITHCSL B COCTABE YyUeOHOU IPYMIbl WIIM HHAUBUAYAIBHO.

[Io oOKOHYaHWMU TeopeTH4YecKoro OJOoKa, TMepel  BBIIOJIHEHHWEM MPAKTHYECKOU
KBaJIM(UKAIIMOHHOM paboThl MPOBOAUTCS MTPOMEKYTOUHAS aTTECTALIUA.

HtoroBass arrectanusi TMPOBOAMUTCS IO OKOHYAaHMM BCero Kypca B  (opme
KBATH(UKAIIMOHHOTO 3K3aMEHA 9K3aMEHAIITMOHHOW KOMHUCCHUEH, COCTaB KOTOPOH OMpEenesieTcs U
yrBepxkaaercs pykooaureneMm OOO «CUBAUMO». K mnpoBeneHuio KBanu(UKaMOHHOTO
9K3aMEHa TMPUBIICKAIOTCA TMpEACTaBUTEIN paboTomarenedd, uX oObeAUHEHUN. Pe3ynbTaTh
UTOTOBOM atrectanu o(opMIsIIoTcs mpoTokosoM. Ilo pesynpraTaM HTOrOBOM aTTecTalMu
BBIJIA€TCSl CBUACTEIHCTBO O MPHUCBOCHUH JIOJKHOCTHU CITY>KAIIETO.

OOyuenue 1Mo mporpamme BeAeTcss Ha pycckoM sizbike Dopma oOydeHus: 3a04yHas C
MPUMEHEHHUEM DJIEKTPOHHOTO O0yUEHUE U TUCTAHIIMOHHBIX TEXHOJIOTUH.

Cpok 00ydeHus: TPyI0eMKOCTh 00y4eHUs 1o JaHHOU mporpamme 140 gacos. OOmmwmii cCpok
o0ydyeHuss 4 Henmenu (CPOK MOXKET OBITH TPOJICH 3a CYET YMEHBIICHHUS KOJIMYECTBA
aKaJeMUYECKHX YacOB B JICHb, 10 COITIACOBAHUIO C 3aKa3UMKOM 00pa30BaTEIbHbBIX YCIYT).

Pexxum 3ausTuii: He Oojiee 8 4acoB B JI€Hb.



2. TPEBOBAHMS K PE3YJIBTATAM OCBOEHMUS TPOT'PAMMBbI

B pesynbrate o0yueHHs IO MporpaMMe 0OydarouIrecs JTO0JKHBI OBIAJETh CIEAYIOIIUMU
npodeccuoHaNTbHBIMU KOMITETEHIIUSMU:

IIK-1. [Tpuem u pacnpenenenue Tene(oOHHBIX 3BOHKOB OpraHU3aluu

IIK-2. Opranuzanusi paboThl C TOCETUTEIISIMH OPTaHU3aIUN

I1K-3. BeinmonHeHue KOOpAMHUPYIOMIUX U 00€CTIeUnBAIOIINX (PYHKITUI

B pesynbrare wusydenus mnporpammbl «Cekperapb-aIMHUHUCTPATOP» OO0yYarouecs
AOJKHBI 3HATH:

- IpaBUJia B3aUMOJIEHUCTBUS C MapTHEpamMH, KIMEHTaMH, CPEICTBAMU MacCOBOM
uHpOpMaLnu;

- npaBuJja JIeI0BOTO OOIICHUS;

- CTPYKTYpY OpTaHU3allMl M pacrpeneneHue (yHKIUA MEXIy CTPYKTYpHBIMHU
MoJIpa3/ieNIeHUs MU CIEIHaTNCTaMHU;

- IpaBUjIa OPraHU3aLUH IPHEMOB B oQuce;

- MpaBujIa CEPBUPOBKHU YafHOTO (KOEHHOTO0) CTOMA;

- ATHKY JIEJIOBOTO OOIICHHUS;

- IIpaBHJIa PEYEBOTO ITUKETA;

- TpeOOBaHUS OXpaHbI TPY/IA;

- npaBuJjIa 3alTUThl KOHPUACHITMATBLHON CITy>)keOHON nH(pOpMaIuy.

B pesynbrare wusydenus mnporpammbl  «CekpeTapb-aJMHUHUCTPATOP» OO0yYaroIrecs
JMOJAKHbI YMETh:

- BECTH  YYETHBIC  PETUCTPAIIMOHHBIC  (OPMBI,  HMCIOJIB30BAaTh  HMX  JUISA
UH(POPMALIMOHHOM padoThI,

- YCTaHABIIMBATh KOHTAKT C COOCCETHUKOM, TOJICPKUBATh U PA3BUBATH JICIIOBYIO
Oeceny B mpotecce Tene(oHHBIX IEPEroBOPOB;

- CrIIQXMBaTh  KOH(MJIUKTHBIE W CIOXKHBIC  CHUTYyallHH  MEXKINIHOCTHOTO
B3aUMOJCUCTBUS;

- coOJII01aTh CITY)KEOHBIN ATHUKET;

- 00111IaThCs C MMOCETUTEIISIMU,

- UCIIOJIb30BaTh YCTAaHOBJICHHBIC TPaBHJa W TPOICAYPHl KOMMYHHUKAIIUA BHYTPH
OpTraHH3aIny;

- CO3/1aBaTh MOJIOKHUTEILHBIA UMUK OpTraHU3aIlNH;

- MPUHUMATH MEPBI TI0 Pa3peUICHUI0 KOHGIMKTHBIX CUTYAIIHIA,

- obecreunBaTh KOH(MOUICHIIUATEHOCTH HH(OPMAITUH;

- MPUMEHSTh CPEJCTBA KOMMYHHUKAIIUU IS TIepeladdl TOPYUYEHUH PYKOBOJIUTENS U
COTPYJTHUKOB OpTaHH3aI1H;

MaTtpuiia KOMOETEHIMA B COOTBETCTBHM C NPO(ECCHOHATBHBIM  CTaHAAPTOM
«CreuuanucT 1o OpraHU3allMOHHOMY U JIOKYMEHTAllMOHHOMY OOECIIEYCHUIO YIpPaBJICHUS
OpraHu3aIMen», yTBEpKAEHHOT0 NPUKa3oM MUHHUCTEPCTBA TPYAa U CONUAIBHOM 3auThl PO OoT
15 uronsa 2020 Ne 333n «OO6 yTBepkIeHHH HpodeccHoHanbHOro crannapra «Crernuanict 1o
OpPraHU3aIMOHHOMY U TOKYMEHTAIIHOHHOMY 00€CIEUEeHHIO YIPABIEHUS OpraHu3aIfein.

Kon TpynoBol | opmupyeMas KOMIIETCHIUS

byHKIIH

A/01.3 [IK-1. Ilpuem u pacnpenenenue Tene(oHHBIX 3BOHKOB OpraHU3auu
A/02.3 [1K-2. Opranuzaius paboThI C TOCETUTESIMUA OpPTraHU3aIluu

A/03.3 [1K-3. BeimosiHeHHE KOOPAMHUPYIOMUX U 00€CIIeUYnBAOMINX (DYHKITHI

Ces3p [Iporpammel ¢ npodeccrnonansupiMu ctangaptamu (I1C):



HaunmenoBanue BeiOpannoro [1C YpoBeHb
Haunmenosanue IIporpammer
(OTHOTO MJIM HECKOJIBKHUX ) KBTU(DUKAIAH
[TpodeccnonanpHBIN cTaHIAPT
koz 07.002
«CrienuanucT 1o 3 ypoBeHb
OcHoBHas mporpamma OpraHHU3aIMOHHOMY U KBaJTU(DUKAITAH
poeCCHOHATBHOTO O0yUEHUS — JIOKYMEHTAITHOHHOMY
npodeccuoHanbHast TOITOTOBKA 00eCTeueHUI0 YIpaBIeHUs OpranuzanuoHHoOe
0 JTOJKHOCTHU CITY)KAIlEero OpraHuzaluei» yTBepxieH obecrnieueHue
«CekpeTapb-aIMUHUACTPATOP npuKa3oM MHUHHCTEPCTBA JeSTeNbHOCTH
TpyZJa U COLMAIbHOM 3aIlUTHI OpraHu3aluu

Poccutickoit denepanuu
ot 15 urous 2020 roga N 333u




3. COAEP) KXAHUE IMPOT'PAMMBI

VUEBHBIU TUIAH

OCHOBHOM MPOTPaMMBbI IPO(HECCHOHATTLHOTO 00YUIEHUS —

porpamMMsbl MPo(hecCHOHAIBHON MOATOTOBKU MO JOJKHOCTH CIYXKAIero

«CekpeTapb-aIMUHUCTPATOP

HCIMOJIB30BAHUEM JHCTAHIIMOHHBIX

O0nLeM 3aHATHI ¢

Bcero TeXHOJOTHii: DopMBbI
Ne i/ HanmMeHnoBanmne JUCIATLINH
4acoB npaKkTHYe | cCaMoCTos- | KOHTPOJIsi
JIEKIUU cKue TeJIbHAsA
3aHATHSA padora
I. TeopeTudeckoe o0yueHue 86 62 12 12 3a4er
Mopnys 1 DYyHKIUM, 3aja4m,
CTPYKTypa OpraHu3aiiu, ee 14 10 2 2
CBA3NU
1.1 OCHOBHBIE TEPMUHBI U
ompezencHus B cepe
OpraHU3aIlMOHHOIO U 10 6 2 2
JIOKYMEHTAI[MOHHOTO
obecreyeHus yIpaBICHHsI
1.2. Beenenue B mpodeccuto 4 4 - -
Monyib 2 | [IpaBnia B3anmozeiicTus ¢
napTHepaMu, KINEeHTAMU, 14 10 5 5
cpeacTBAMU MACCOBO#i
uHpopMauHu
2.1. JenoBast KynbTypa B 6 4 i 2
npodeccHoHaNBHOM chepe
2.2.
HNudopmarnus, ee BUABI U 8 5 5 i
CBONCTBa
Monyab 3| 3yyxa nesoBoro ofmennus 16 12 2 2
3.1 OTHKa 6 4 B 2
3.2. KynbTypa obrieHus B 4 4 i i
npoeccuoHaNbHON chepe
3.3. INcuxomorus KonaeKTHBa 6 4 2 -
Monysib 4 |\ [papuna pedesoro snxera 14 10 2 2
4.1. i
PeueBoii STUKET U peueBbie 7 5 1 1
cpencTBa OOIICHIS
4.2.
Bubl 1 hopMBbI ICITOBOTO 7 5 1 1
oOmIeHHs
Monysib S | Tpegosanus oxpansi Tpyna 14 10 2 2
5.1 OxpaHa Tpy/Ja U TeXHHUKA
0e30MacHOCTH Ha paboyem 8 6 - 2
MecTe
5.2. TpeboBanus oxpaHsl Tpya B 5 4 5 i
ABapUIHBIX CUTYaIUSIX




Moayas 6 IIpaBua 3alIUTHI
KOH(UIEeHIHATbHOM 14 10 2 2
cay:ke0Ho# uHpopmManuu
6.1.
KoupunenuuaasHast 7 5 1 1
uHQOpMAIHS
6.2.
IIpaBuia 3anKUThI 7 5 1 1
uHQOpMaIH
7 ITpomexxyTouHast 2 sauer
aTTecTanus
8 Koncynbranuu c 4
npernojjaBareneM
1. KpanuduxanumoHHbIIH 48
IK3aMeH
[IpakTnueckas 40
kBan(UKaMOHHAs paboTa
Dk3aMeH 8 IK3aMeH
Hroro 140 62 12 12

4, KAJEHJIAPHBIY YYEBHBIN T'PA®UK
OCHOBHOM MPOTPaMMBbI TPO(HECCHOHATTLHOTO 00YUIEHUS —

porpamMMsbl Mpo(hecCHOHALHOM MOATOTOBKU MO JOJKHOCTH CITYXKAIEero

«CekpeTapb-aIMUHUCTPATOP

No | HaumeHoBaHUE MOJTYJISI Bcero, | YueOnas Hemens

/I yac 1 2 3

I Teopernueckoe o0yueHue 86 40 |40 |12

1 DYHKITNH, 33]]a9H, CTPYKTYpa OpraHU3aIliH, 14 14
ee CBs3H

2 IIpaBuiia B3auMOAEHCTBUSA C TApTHEPAMH, 14 14
KJIMEHTaMH, CPEJICTBAMU MaCCOBOI
uHGOpMAIUH

3 DTHKa JICIIOBOTO OOMIEHHUS 16 12 |4

4 [IpaBuiia peueBoro ITUKETA 14 14

5 TpeboBanus oxXpaHsl TpyAa 14 14

6 [IpaBwiia 3anuTel KOHQUICHIIMATHEHON 14 8 6
ciryke0HOM nHbOPMAITUH

7 IIpomMexxyTouHast aTTecTarys 2 2

8 Koncynpramuu ¢ npenonaBarenem 4 4

Il KBanugpukamonHslii s5K3aMeH 48
[IpakTuyeckas kpaauuKalMoHHas padora 40 28 12
Dk3aMeH 8 8
HUTOI'O 140 40 |40 |40 20




5. PABOYAS ITPOT'PAMMA
OCHOBHOM MPOTPaMMBbI TPO(HECCHOHATTLHOTO 00YUIEHUS —
porpamMMsbl pohecCHOHAILHON MOATOTOBKU MO JOJKHOCTH CITYXKAIero
«Cekperapb-aIMUHUCTPATOP»

I. TeopeTuueckoe ooyueHue

Monayasb 1. DyHKIIUHT, 32124, CTPYKTYPa OPraHU3alum, ee CBI3HU.

Tema 1.1. OcHOBHBIE TepMHMHBI W omnpeAedeHHss B cdepe OPraHM3aNMOHHOIO H
AOKYMEHTALHOHHOI0 olecreyeHust ynpasjeHus. OnpeneseHne MOHATHN «MEHEIKMEHT» U
«ynpasiieHuey. [TpuHuunsr 1 MeTonsl ynpasiaeHus. OyHKuM ynpasiaeHuss. OpraHuszanus Kak
cucrema. OnpeeneHue 1 o0IMe XapakTepUCTUKN OpraHn3alui. BHyTpeHH:s 1 BHEIIH:S cpesia
opranu3zaiuy. OpraHn3auoHHO-TIPaBOBbIE (popMbI opranu3zauii. OpraHu3aluoHHbIE CTPYKTYPHI
ynpasieHus. PykoBoaurens B cucreMe ynpasieHUs. JKU3HEHHBIN LUK OpraHU3aliy.

IIpakTuyeckoe 3aHsTHe. Onpoc Ha 3HAHWE TEPMHHOB M OIpeaeieHUil B cdepe
OpPraHU3allMOHHOTO U JOKYMEHTAI[MOHHOro oOecrneueHust ynpasieHus. Heobxoxumo nate
OIIpEAENICHUs CIECAYIOIUM OHATUAM: JEJIONPOU3BOACTBO, TOKYMEHT, MIEKTPOHHBIN TOKYMEHT,
JOCTOBEPHOCTh DJJICKTPOHHOIO JOKYMEHTAa, XPAaHEHUE JOKYMEHTOB, JJICKTPOHHAS IOIINCH,
3IIEKTPOHHBIN JOKYMEHTOOOO0POT, HOMEHKIIATypa /e, ApXuBHbINA Goua Poccuiickoit @eneparum.

CamocrositesibHass  padora.  CHOpoeKTUpPOBaTh  OPraHU3AIMOHHYIO  CTPYKTYpY
OpraHu3alui U CXeMbl MH()OPMAIIMOHHBIX MOTOKOB MEXIY CTPYKTYPHBIMH IOJpPa3ICICHUSIMU
0001 opraHU3aIMK Ha BHIOOD.

Tema 1.2. Bsegennme B npodgeccuro. Kparkas wHCTOpUsS CEKPETAPCKOIO Jena.
KBanudukanmoHHas xapakTepUCTHKAa CEKpeTaps-aIMHHHUCTPATOpa, €ro pojb B CTPYKType
opranuzaiun. OyHkiun cekperaps. yHKIUM ciryx0bl cekpeTapuara B opranuzauu. Kaapossbrii
COCTaB cIyXObI cekpeTapuara. Poib 1 MecTo ciayxObl cekpeTapuara B CTpYKType OpraHu3alyH.

Moayas 2. IlpaBuiia B3auMoJeiicTBUSl ¢ NMAPTHEPaMH, KJIHEHTAMH, CpeICcTBaMM
MaccoBoii HHGopMaLuu

Tema 2.1. [desoBas KyabTypa B mnpodeccuoHanbHoil cdepe. I[lonstue nenosas
KyJIbTypa. JlenoBas KynbTypa Kak KOMIIJICKC OTHOILICHH YeloBeKa K npoueccy Tpyaa. Kimouessie
KOMITOHEHTHI JeJI0OBOM KyIbTypbl. DOpMUPOBaHKE TO3UTUBHOIO JIEJIOBOTO UMHUKA OPTaHU3alIHH.
3HayeHUEe JIeJOBOM KyJbTYphl B OpraHU3ALMU CEKpeTapcKoro oobciyxuBanus. IlloHsTHe
KOPIIOpaTUBHAS KYJIbTYpa.

CamocrosiTesbHast padora. CocTaBUTh aNrOpPUTM JEUCTBUN CEKpeTaps 1O OpraHu3aluu
npuéma NoCeTUTENEN, NETOBBIX BCTPEY M COBEIIAHUIM.

Tema 2.2. Undopmanus, ee BUAbI U cBoiicTBa. OyHkuuu uHpopmanuu. TpeboBanus,
npenbsaBisieMble K HHGopMaIuu, kadecTBo nHpopmanuu. CooTHOIIEHHE MOHATHH «JlOKyMEHT u
uHpopmanus». VHpopmManMoHHBIE YPOBHU AOKyMeHTa. [IpoGiieMbl MoMCKa M TPaHCISALHH
JTOKyMeHTHpoBaHHOW nHpopManmu. MHpopmanronusie 6apbepsl. MHGOpMaMOHHBIE TIOTOKH B
OpraHu3aIuy.

IIpakTuyeckoe 3aHsATHE.

1. IToaroToBuTH M OPOPMHUTH B COOTBETCTBUU C MPaBHIIAMH JEIONPOU3BOICTBA U PEYEBOTO
sTukeTa B mporpamme Microsoft Word: umHpOpManmoHHOE THUCHEMO, PEKIAMHOE IHCHMO,
COIIPOBOJIUTENIFHOE MUCHMO, MUCHMO-3aMPOC, MUCHMO-TIPUTIIANICHHE, MTHChbMO-HAIOMUHAHUE U
MO3ApPaBUTEIHHOE TUCHMO.

Moayab 3. ITHKA 1€J10BOT0 00IICHUS.

Tema 3.1. dTuka. [loBenenue yenoseka; npasuia 1 HOpMbl. HpaBcTBeHHBIE TpeOOBaHUS K
IpoeCCHOHATIBHOMY TOBEACHUIO: BEXIMBOCTb, TAKTUYHOCTb, J0OPOXKEIATEIBHOCTh M Jp.
Otuket. Chepbl aeiicTBUs 3THUKET. DTHKa AenoBoro odmenus. Umumk cexperaps. MckyccTBo
CaMONPE3EHTAllMM U BHELTHUM BU]I.



CamocrosTesabHast padora. [loarotroButs scce Ha Temy «IMHIK ceKkpeTaps».

Tema 3.2. KyabTypa o0menusi B npogeccuoHaabHoi cepe. Kommynukanus. Cpencrsa
BepOanpHOTO 00IeHNs. HeBepOanbHbIe CpeIcTBA OOIICHUS. DTUKET B 1e10BOM 001meHnu. CTHin
obmenus. Texnuka oOmenuss o TenedoHy. OCHOBHBIE TMpaBUJIa TMOBEICHYECKOTO JTHKETA!
MPUBETCTBHSI, 3HAKOMCTBA U Jp. HOpMBI OTHOIICHHI B KOJUIEKTHBE. OTHOIIEHUS! PYKOBOIUTES
U MOJAYMHEHHBIX. MEXIMUYHOCTHBIE KOHTaKThl. OpraHu3aius JelOBbIX KOHTAKTOB. (OCHOBHBIE
TpeOOBaHUS K PEUU: TOH, APTUKYIISALNS, TPOU3HOIICHHE, TPOMKOCTh, TOYHOCTh B TTOJI00pE CIIOB.

Tema 3.3. Ilcuxosorus koaekTuBa. [lcuxonorus koH(mKTa: onpeneneHrne KOHMINKTa,
TUTIBI KOH()IUKTOB, KOH(JIUKTOTCHBI, BOSHUKHOBCHHE KOH(MDIMKTA, MPUYMHBI U TOCIEICTBUS
KOH()JIUKTOB, CTauu KOH(IMKTA, KOHCTPYKTUBHBIC CIIOCOOBI pa3pemeHusi KoHGIUKToB. CTHIb
MOBENCHUS B KOH(JIMKTHON CUTYyallMH: CTPaTEerMH MOBENCHUS B KOH(DIUKTHON CHUTyaluu
(COTpyIHUYECTBO, KOMIIPOMHCC, COTIEPHHYECTBO, H30eraHue, MPUCIIOCOOIeHNE); KOACKC
noBeneHus B KoHQuuKkTe. [lcuxonmormveckuii aHanmu3 KOH(DIUKTOB: alrOpUTM pa3pemieHus
CUTyallui U KOH(IIUKTOB.

IIpakTH4yeckoe 3aHATHA. PelTh CUTyallMOHHBIC 3aa4H1:

1. OnHoBpemMenHo Bac mpocAT 0 Kakux-TO JEWCTBHSIX (KOTOpPBIE BXOIAT B Barmm
00s13aHHOCTH) /IBa pa3HBIX cOTpyaHUKa. [lapainenbHo nenars 3T0 HEBO3MOXKHO, a 00a MPOCST
ceNIaTh Kak MOXHO ObIcTpee. Bamm netictBus?

2. Bac mpocsT BBIMONHUTH paboOTy, KOTOpas HE BXOAUT B Bamm HemocpencTBEHHBIC
00513aHHOCTH, HO OOJIbIIIE €€ HUKTO ceiiuac He CMOXKET CAeNaTh UCXO/S U3 YPOBHSI KBaU(UKALIUH.
Bamm netictBus?

Monyas 4. [IpaBuiia peyeBoro 3THKeTa

Tema 4.1. PeyeBoii 3TUKeT M peuyeBbie CpelCcTBAa 001IeHUsl. PeueBoil STUKET B JE€JI0BOM
OOIIeHNU. DJIeMEHTBl PEYeBOr0 STHKETa: (OpMBI OOIICHHUS, WU3JIOKEHHE MPOCHO, BBHIPAKECHUS
MPU3HATENLHOCTH, CIIOCOOBI apryMEHTallMu B AENOBBIX cuTyauusx u ap. KymsTypa peueBoro
obmenwus. [Tybnuunsie BeicTymieHus. KynbTypa cinymanus mapTHepa. bapbepsl B 001IEHUN U UX
peooJICHHE.

IIpakTuyeckoe 3ausatue. [1oAroTOBUTH OQUITUATBHOE MUCEMO C U3JI0KEHHUEM MPOCHOBI
VI BBIPA)KEHUS TPU3HATEILHOCTH.

CamocrosiTebHasi padoTa. [loArOTOBUTH TEKCT BBICTYIUIEHHS IO CIIydaro oOumies
OpraHH3aIiH.

Tema 4.2. Buabl u ¢gopmbl 1e10BOro od1eHus. /lenossie 6ecerpl. JlenoBbIe HEPEroBOpPHI.
CymHocth nenoBoi 6ecenbl. Buabl Oecen. I[ToaroroBka Gecennl. CTpyKTypa JeIOBOM Oecepl.
MeTo1b1, HCTIONB3yEeMbIE Ha Pa3HBIX dTarax JeI0BOM Oecepl. DTUKET AenoBoi Oecenbl. Kynbrypa
JenoBbIX coBemanuii. OcoOeHHOCTH OOIIEHHUs ¢ WHOCTPAHHBIMHM IAapTHEPaAMHU. OTHUKET
TeneoHHBIX neperoBopoB. KynbTypa nenoBoii nepernucku. [Ipuem u o0IIeHNHE ¢ TOCETUTENSIMH.
CepBupoBka JaitHOTo (KoeitHoro) cromna B oduce.

IIpakTnyeckoe 3ansitue. I10ArOTOBUTH aNrOpUTM JEHCTBUH MO OTPaOOTKE HABBIKOB
OOLIeHUs] C TMOCETUTEJEeM: OMO3JaBIIMM, OXUIAIOIIMM CBOEH oyepenu, NpUIIeIIINM 0e3
MPEABAPUTEIILHOTO COTJIACOBAHUS.

CamocrositesibHast padora. I[loarotroBute scce Ha oaHy u3 TeM: KopmnopatuBHbIE
cTaHgapThl TenedoHHoro oomenus. CekpeTsl ycnexa TeneoHHBIX meperoBopoB. TemOp ronoca,
WHTOHAIWH, MUK, TpeboBaHus K MpaBWJIbHON peun. Bxosiue u nucxoasamme 380k, Hauano
U 3aBEpUICHUE TeIEPOHHOTO Pa3roBOpA.

Mopnyas 5. Oxpana Tpyaa

Tema 5.1. Oxpana Tpyaa u TeXHUKA 0€30MMACHOCTH HA pado4yeM MecTe. OCHOBBI OXpPaHbI
Tpyaa B Poccuiickoit denepanuu. OCHOBHbIE OHATHSA TPYAOBOro Inpasa. OCHOBONOJATAIOIINE
IIPUHLMIBI OXpaHbl TpyAa. OCHOBBI yNpaBIeHUS OXPAaHOM Tpyna B opraHusanuu. OpraHusanus
paboT 1o oxpaHe Tpy/a U yIpaBiIeHUIO MTPOPEeCCHOHATBHBIMHA PUCKaMH Ha YPOBHE pabOTOaaTEIIs.
NHCcTpyKIua mo oxpaHe Tpy/a.



bezonacHocTh Tpyna Ha paboueM MecTe cekpeTaps. DProHOMHKA M OpraHu3alus Tpyaa.
OCHOBBI IEKTPOOE30MACHOCTH.

CamocrositesbHast padora. IIoaroToBUTh MakeT MHCTPYKLUHU IO OXpaHE TpyAa Ui
ceKpeTapsl.

Tema 5.2. TpeGoBaHus1 OXpaHBbI TPYAa B aBapUIHBIX cuTyanusx. [lepeuens coctosaHuii
IIPY KOTOPBIX OKAa3bIBacTCA IepBas IOMOILIb. AJTOPUTMBI OKa3aHUS IIEPBOM IOMOIIM IpU
Pa3IUYHBIX NOBPEXACHUAX U COCTOSHUAX. ANITeUKa NepBOi NOMoIM B opranusanuu. ITopsaox
BBI30Ba CKOpoW momoru. [lokapHast 6€301macHOCTh B opraHu3anuu. WHCTPYKIUS 1O MOXKapHOM
6e30macHOCTH B opranu3anuu. [lopsgok aeicTBHil pu moxape. DBaKyarus MpH moxxape.

IIpakTnyeckoe 3ansitue. [[oAroTOBUTH anroputMa AEWCTBUN MPU BKIIOYEHUU CUTHAJIA
II0’KapPHOM TPEBOTU.

Mopnyas 6. IIpaBuiia 3amuThl KOHQUICHIIHAJILHON CJIyKe0HO0I nHGopManuu

Tema 6.1. Konpuaenuuaibnaa undopmanus. CymHOCTh, 33la4yd U OCOOCHHOCTH
KOHpuIeHIMaIbHOH nHpopManuu. Bunasl xoHduaeHnmansHoil nndopmarnmu. IlepconanbHble
nannbie. CoyxeOHast TaiiHa. [Ipodeccuonanbnas TaitHa. Kommepueckas TaiiHa. OmnpezeneHue
cocTaBa  KOH(QUACHUMAIBHBIX  JOKYMEHTOB. JlokyMeHTHpoBaHME  KOH(UICHIMAIBHON
uHpopmanuu. Opranuzanuss paboTel € KOHOUIACHIHAIBHBIMM  JOKYMEHTaMH. YUer
KOH(HICHIIMATIBHBIX JOKYMEHTOB.

IIpakTnyeckoe 3ansaTve. [IpoaHanmu3MpoBaTh 3aJaHHBI JOKYMEHT M ONPEACIIHTh
HAJIMYUE ¥ COCTaB KOH(PHUICHITUATBHON HHPOPMAIINH B HEM, K KaKOMY BHIY KOH(PHICHIINATHHON
MH(pOpPMaIIUU OTHOCSITCSI CBEJICHUSI.

CamocrosiTesibHasi padora. CoCTaBUTH COTJIANICHUE O HEPA3TJAlICHUH CIIYyKeOHOM
uHpopmaruu.

Tema 6.2. Ilpunuunsl 3ammTsl MHGopMmanuu. [IpuHIUOBL 3aUTHl UH(OPMAIIHH.
MeTob! ¥ cpecTBa 3aIUThl HHPOPMAIIUH OT YTEPH, Kpasku uiu opuu. [loTeHunanbHbIe yrpo3sl
UH(POPMALIMOHHOM 0€30MacHOCTH.

IIpakTuyeckoe 3ansTue. Pa3paborarth makeT JTOKYMEHTOB YIpo3bl MH(POPMAIIMOHHON
0€30IacCHOCTH.

CamocrosiTesibHast padora. M3yueHne KoMmIiekca Mep Mo OXpaHe KOH(HICHIIMATIbHON
uH(OpPMAIIUU B OTKPBITHIX HCTOYHUKAX.



6. POPMbI ATTECTAIIUU U OLUEHOYHBIE MATEPUAJIBI

OmneHka pe3ynbTaToB OOYYEHHs OCYILECTBIISIETCS B XOZ€ MPOMEKYTOUYHOM U MTOTOBOM
aTrecTanuu (KBaTM(PUKAIMOHHBIN YK3aMEH ).

IIpomexyTounas aTTecTanus. [[poMexxyTouHas arTecTaus MPOBOIUTCS 10 OKOHYAHUH
W3Y4YEHUSI TEOPETUYECKOro OOYy4YeHHS W MPEACTaBIsSeT co00il 3adeT B (opMe TECTHPOBAHUS.
Bomnpocs! 151 3aueTa 3arpyxaroTcs B CUCTEMY JAUCTAaHIIMOHHOTO 0OyueHus B ceTu MHTEpHeT 1o
anpecy: https://sdo.sibaio.gk-kp.ru/course/view.php?id=99. Bcero na 3auer npemocrasisercs 10
BonpocoB. [1o pe3ynbraTaM MPOMEKYTOUHOM aTTECTAIMU BBICTABJIIOTCS OTMETKHU «3a4TCHOY /
«HE 3a4TEHO» U OTPAKAIOTCS B BEIOMOCTH TPOMEKYTOUHOM aTTECTAIIHH.

Kpurepun onieHku pe3ynbTaToB TECTUPOBAHUS:

KonugectBo  OayoB, HaOpanHbIX | KadecTBeHHAS OIICHKA WHIMBUIYaTbHBIX
CJ'IYLHaTe.HeM OGpﬁSOB&TCHBHBIX I[OCTI/DKGHI/Iﬁ

81-100 OLIEHKA «3a4TE€HO)

Menee 80 OIICHKA «HE 3a4YTEHO»

7. BOITPOCBI Ha npoMe:KyTOYHYI0 aTTeCcTaIuIo0 (3a4eT):

1. Ha kakue [Be OCHOBHbIE€ TpPYNNbl MOKHO Ppa3leJUTh OOSA3aHHOCTH
cekperapsi-aiMHHUCTpPaTopa?

a) JOKYMEHTAIlMOHHOE  o0ecreueHue  ympaBleHus U Oe3J0KyMEHTHOE
00CTy)KMBaHUE

0) JIOKYMEHTAIlMOHHOE oOOecleueHrne yMIpaBJIeHUs M 0030pHO-aHATUTHYECKas
byHKIIHS

B) 0030pHO-aHAIUTHYECKAs ¥ PEJICTABUTENbCKAs (YHKIUS

2. Y10 M3 mepevyHCIEHHOI0 He OTHOCHTCH K (PYHKIHOHAJBHBIM 3aJadam
cekpeTapsi-aIMUHUCTpPaTOopa?

a) JIeJI0Bast MepeNnucka U COCTABIEHHUE JOTOBOPOB

0) OpraHu3anys BRICTABOK M BCTPEY C KIIMEHTAMHU

B) IIPOBE/ICHUE BHYTPUKOPIOPATUBHBIX TPEHUHIOB U CEMHUHApPOB

3. YTo He BXOAMT B CNIHCOK NPOeCcCHOHAIBHBIX TPe0OOBaHHI K CeKpeTaplo-
aIMUHHUCTPATOPY?

a) COBEpLIEHHOE BJIaJICHUE COBpEMEHHOM oprrexHukoil, Munu-ATC, 3nanue [1K

0) OIIBIT COCTABJIEHHS IIPECC-PEIN30B U PEKIAMHBIX TEKCTOB

B) BBICOKAsl IPAaMOTHOCTb, BBICOKasi CKOPOCTh MeYaTH

4, Yro ABJISIETCH OCHOBaHHEM IS nocJjeaywmei nepegavu
KOH(QHIEHIHAJTbHOI0 JOKYMEHTAa Ha HCIIOJTHEHHE COTPYAHUKY?

a) pe3ontonus

0) YCTHOE pacIopsDKeHUE

B) CHEIUATBHOTO PACIOPSHKEHUS He TpebyeTcs

5. Kak Ha3bIBaeTcsi JAOKYMEHT, KOTOPOil MNOATBep:kKIaeT YCTAHOBJIEHHbIE
(paxThl, COOLITHS WJIH 1eliCTBHS H COCTABJISAETCH NMPU CBUAETENAX?

a) CIIpaBKa

0) ciaykeOHas 3amucka

B) aKT

6. Yem nucbMa-0TKa3bl OTJIMYAOTCH OT APYTUX Pa3HOBUAHOCTel nucem?

a) BCET/la COCTOSAT KaK MUHUMYM M3 JBYX KOMMYHHUKAaTUBHO-CMBICIOBBIX YacTeH

0) HEe TpeOyeTCsl COCTABIISITh 3aT0OJIOBOK K TEKCTY MHUChMa

B) OTHaeTcs  MNpeAIouYTeHHWe  KOHCTPYKIUSAM, B  KOTOpPBIX OOOCHOBaHHE

NpEeIIIEeCTBYET 3aKII0OUEHUIO
1. Kakoe u3 npuBeeHHBIX BbIPAaKeHUI Jy4llle He UCMO0Jb30BaTh?



a) "Bac oxxugaetr UBan UBanosuu”

0) "Cpouno 3aiiaute k IBany MBanoBuuay"

B) "3aliaure, noxanyicra, k Misany MiBanoBuuy"

8. Kakas u3 yacreil Oyaer u3JMIIHed MPH COCTABJIEHUHU NPUKa3a?

a) BBOJHAas

0) KOHCTaTHPYIOIIas

B) pacnopsiiuTenbHas

9. Kak cekperapb-aAMHHUCTPATOP NOCTYNAeT € KOpPpecNOHJeHIUel aJs
PYKOBOJCTBA ¢ MOMeTKOM "JIn4HO" ?

a) BCKPBIBAET U HE PETUCTPUPYET

0) BCKPBIBAET TOJIBKO 10 JOTOBOPEHHOCTH C PYKOBOJUTEIIEM U PETUCTPUPYET

B) HE BCKPBIBAET U HE PETUCTPUPYET

10. 4Yro wu3 mepevYHCIEHHOr0 He SBJIAETCH PEIaAKTOPOM TEKCTOBBIX
JOKYMEHTOB?

a) WordPad

0) Notepad

B) PowerPoint

OTBETHI K 3a4eTy:

Howmep Bonpoca BbykBenHnoe o003HaueHue
MPaBUIILHOTO OTBETA

1.

2. B
3. 0
4, a
5. B
6. a
7. 0
8. a
9. B
10. B

HNroroBass  arrecramusi. HWroroBas  arrecranus  mpoBoauTcs B (opme
KBaJIM(UKAIIMOHHOTO SK3aMeHa. K kBannpuKkallnoHHOMY SK3aMEHY JIOMYCKaloTCs 00yyJarouecs,
YCIEWHO  3aBEPLIMBIINE ocBoeHue  IIporpammsi. Obyuaromumest HE00X0IUMO
MPOJIEMOHCTPUPOBATH YMEHHUE MPABUIILHO M KPaTKO M3JIaraTb OCHOBHOM MaTepuall, BbIAEIss pu
3TOM OCHOBHBIE MOJOXKEHUS.

KBainpukannoHHbIi 3K3aMeH COCTOMT U3 KBATH(PHUKAIIMOHHON pabOTHI M HK3aMeHa.

KBanmudukanmonnas padora. [Ipu Hanmucannn KBaTM(pUKAIMOHHONW pabOThl HEOOXOAUMO
YETKO U KpaTKO M3JIOKHUTh Marepuai, BBIICIUTh OCHOBHBIE IIOHSATHS BOIPOCA, CHENAThH
HE0O0XO0IUMBbIE BBIBOJIBI — pe3tome. [1pu BHIMOTHEHUH 3TOTO 33JaHUsI HE I0MYCKAIOTCs O0IIpHbIE
BBIMICKU U3 YYeOHUKOB, CIICIUATHHON JIUTEPATYPhl U APYTrUX UCTOUYHUKOB. OTBET HA BOIPOC
JOJIKEH OBITh M3JI0’KEH IPAMOTHBIM JINTEPATYPHBIM SI3BIKOM U CBHJIETEILCTBOBATH O TIIyOHUHE
popabOTKU TEOPETUUECKOT0 MaTepuaa.

[IpuMepHBIif TepedeHb TeM KBaTH(PUKAIMOHHBIX PaboT:
Poub cexperapsi B opraHu3aiiy JOKYMEHTO000pOTa MPeIpUITHSI.
HcTopus pa3BUTHS CEKpETapCKUX CIYXKO.
Posb u 00s13aHHOCTH CekpeTapsl.
Pounb cexpeTaps B opranu3aii J0KyMeHTO000poTa.
[IpodeccronanbHble U TUYHOCTHBIE Ka4eCcTBa CeKpeTapsl.

agrwNOE


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

TpeboBanus K odopmiieHHIO KBaTU(PHUKAIIMOHHON paboTel. KBanudukamumonnas padora
JOJI’KHA UMETh TUTYJIbHBIN JIUCT, MOSICHUTEIbHYIO 3alUCKY, CIIMCOK HUCIIOJIb3yeMO JTUTepaTyphl
Y YUCTHIH JTUCT ISl HAIMCAHUS PELIEH3UH.

KBanmudukanumonnass pabora BbIMONHsAETCS Ha Juctax (opmara A-4 (210x297mMMm) u
Opourtopyercs MOoA THTYJIBHBIM JUCTOM. TeKCcT KBalnM(PUKAMOHHOM pPabOTHl JTOMKEH OBITh
HaIMCcaH 'PaMOTHO, 0€3 UCIPaBJICHUN U POU3BOJIbHBIX COKPAILEHUN U HaOpaH Ha KOMIIbIOTEPE
mpudrom Times New Roman — 14 uepes 1 wuHTepBanm ¢ 00sS3aTEIBHBIM COOIIOICHUEM
CTaHJIAPTHBIX MOJICH:

JleBoe noute mucra =20 MM

[IpaBoe mosie mucra — 10 mm

Bepxnee nosne nucra — 20 Mmm

Hwxnuee nmone nucra — 20 Mmm

O6bem kBaIM(UKAMOHHON PabOTHI HE TOJKEH NpeBbimarh 10 crpanuil.

B cnyuasx, xorga TpeOGyercs TOYHOCTh TEOPETHYECKHX (POPMYITHPOBOK, MPUBOISATCS
mutatel. CChUIKa Ha LUTATy JOJDKHA OBITH ClENaHa B KOHIE IUTAThl C yKa3aHHEM HOMepa
MEPBOMCTOYHUKA U3 CIIUCKA JIUTEPATyphl U CTPAHUIIBI, C KOTOPOH Cc/eslaHa IUTara.

Crpanuipl, TabIUIBI U APYro WIUTIOCTPATUBHBIA MaTepual JOJDKHBI UMETh CKBO3HYIO
HyMEpAaIMIo OT Hayalla TEeKCTa.

BrimonHenHyo U 0(OpMIIEHHYIO B COOTBETCTBHM C TPEOOBAHUSAMHU KBAIU(UKATUOHHYIO
paboTy OOydJaroIIMiiCs TOJDKEH HaAIlpaBUThH JJIS MPOBEPKH B cBoeM JimdHOM kKabuuere B CJIO.
Bpemst mpoBepku pabotel — 1 paGoumit gus. Ilpu monydeHUHM MOMOKUTEIBHON PpEIeH3HH
oOyJaromuiicst A0MyCKaeTcsl K MTOTOBOMY TECTUPOBAHHUIO.

Ecnu penensust mpeaycMaTpuBaeT J0pabOTKY KBaTU(UKAIIMOHHOW paboThl, TO B
COOTBETCTBMM C 3aMEUaHUsAMH pEICH3eHTa oOydarommiicss ee mopadareiBaeT. [lopaboTku
oopMIsIOTCS B KOHIE KBaIM(UKaMOHHOW paboThl. Ecnmu ke peleH3us mpeaycMaTphBaeT
nepepadoTKy KBaTu(UKAIMOHHOW pabOThl, TO HOBBIM BapHWaHT HANPABISIETCS HAa MPOBEPKY
BMECTE C MepBOHAYAIbHBIM. be3 kBanu@ukannoHHON paboThl 00yyaromMics He JOMYCKaeTcs K
JK3aMEeHY.

Kputepuu orieHKU KBanTuGUKAIMOHHONW PabOThI:

«O1au4Ho» - paboTa XapaKTepU3yeTCs CMBICIOBOM IENbHOCTHIO, CBSI3HOCTHIO H
NOCJIEIOBATEIbHOCTBIO  M3JIOKEHHsT  mpoOneMbl.  OOydaromuiics  ymeeT  BbIpaxarb
apryMEHTUPOBAaHHOE MHEHHE 10 CQOpPMYIMPOBAHHON MpoliemMe, TOYHO ONpenenss ee
coJiepkaHue U cocTapisttonre. Kpanupukanuonnas pabora He COAEPKUT (PAKTUUECKUX OMINOOK,
CBSI3aHHBIX C TMOHMMaHWEeM TpoOiembl. KBanudukammonHas pabora cHabxeHa HEOOXOIUMBIM
O6ubnmuorpadguyecKkiuM anmnapaTom.

«Xopomo» - Kpamudukanuonnas pabota XapakTepu3yeTcs CMBICIOBOW IEIbHOCTHIO,
CBSI3HOCTBIO U TIIOCIICOBATENBHOCTRIO HM3JIOKEHUS; JOMylleHo He Oonee | omubOku mpu
O00BSICHEHUH CMBICIIA WJIU COAEpKaHUs mpobsieMbl. [lyis aprymeHTanuy NPUBOAATCSA CCHUIKHU Ha
NEPBOMCTOUYHUKN M HccaenoBaHusA. [IpoleMOHCTpUPOBaHbBl HCCIEAOBATENLCKUE YMEHHUS H
HaBbIKU. DakTHUECKUX OMMOOK, CBA3aHHBIX C MOHUMaHUEM MpobIemMbl, HEeT. JlomylieHbl oaHa-
JIBE OMMOKHU B 0()OPMIIEHUHU pPaOOTHI.

«Y10BIeTBOPUTEIbHO» - OOyJaronuiics MPOBOAUT JOCTATOYHO CAMOCTOSTEIbHBIN
aHanmu3 M30paHHOM Ui paccMOTpeHHsl mpobOsembl. [IpuBiedYeHbl OCHOBHBIE HCTOYHHMKH IO
paccmarpuBaemoit TeMe. [{omyieHno He 60see 2 OmMOOK B CMBICIIEC WIIH COACPIKAHUU MPOOJIEMBI,
oopmieHnn KBaTH(PpHUKAIIMOHHON paboTHI.

«HeynoBiaerBopurejbHo» - KpamudukanmmonHas pabora TpeacTaBiIseT co0oit
NepecKa3aHHbI WM MOJHOCTHIO MEPENUCAHHBIA TEKCT KaKUX-TO MCTOUYHUKOB, YUCOHUKOB WM
uccieoBaHui 0e3 KOMMEHTapueB, aHaiu3a. He packpeiTa CTPYKTypa M TEOpEeTHYECKHe
cocTaBisifone TeMbl. JlomymeHo Tpu wim Oonee Tpex OmIMOOK B CMBICIOBOM COJCpPKAHUU
packpbeiBaeMoii Tpo0JIeMbl, B 0(hOPMIICHHH KBATH(DUKAIIMOHHON pabOTHI.

Ok3aMeH. OK3aMeH MpOXOIUT IpU TMOMOIIM 3JIeKTpoHHOro tectupoBanuss B CJIO.
PesynpraThl WTOrOBOW arrectamuu  OQOPMIISIOTCS TMPOTOKOJIOM. Pe3ymbTaThl dK3aMeHa




OIICHUBAIOTCS TI0 YEThIpeX OAJUTbHON CUCTeME («OTIIMYHOY, «XOPOIIOY, «YIOBICTBOPUTEIHLHOY,
«HEYAOBJIETBOPUTENIBbHOY») coriacHO IlojokeHuio o0 TeKylleM KOHTPOJE YCHEBAaeMOCTH,
npoMmexxyTouHo u urtoroBoi arrectaiuu OOO «CUBAMO». Jlunam, ycnemHo CcHaBUIuM
SK3aMEH, BBIJACTCS CBHUJETEIBCTBO O JOJDKHOCTH CIY’KAaIlero, ycraHoBieHHoro B OO0
«CHUBAUNO» o6pazma.

WuauBuayanbHbIl y4eT pe3yJbTaTOB OCBOEHHUS OOYy4aloIUMUCS 00pa3oBaTelbHBIX
nporpaMM, a Takke XpaHeHue B apxuBax HH(opManuu 00 ATHX pe3yiabTaTax OCYIIECTBISIOTCS
000 «CUBANO» Ha OyMaKHBIX U (MJIN) DJIEKTPOHHBIX HOCUTEIISX.

Kputepuu o1ieHKHM pe3ynbTaToB TECTUPOBAHMS MPU IK3aAMEHE:!

KonugectBo  OamnoB, HaOpaHHbIX | KauecTBeHHas OIICHKA WHIMBUTYaJTbHBIX
CIIyIIaTenem 00pa30BaTeNbHBIX JOCTHKCHUIMA

81-100 OLIEHKA «OTJIMYHO»

71-80 OIICHKA «XOPOIIIOY

51-70 OLICHKA «yJIOBJIETBOPUTEIBLHO

Mewnee 50 OIICHKA «HEYIOBJIECTBOPHUTEIHHOY

8. BOITPOCHI K KBAIIM®UKALIMOHHOMY DK3AMEHY

1. BoiOepuTe npaBuJbHOE YyTBEepKACHHUE:

a) BCE MOCTYMAOIIKME B OPraHU3alNI0 JOKYMEHTHI PETUCTPUPYIOTCSA CEKpeTapeM-
aJMIHHUCTPATOPOM

0) NOCTYJUBIINE B OPraHU3alUI0 JOKYMEHTBl PErUCTPUPYIOTCS CeKpeTapeM-
AJIMUHHUCTPATOPOM BBIGOpO‘IHO, B COOTBCTCTBUU C YTBCPIKJACHHBIM IICPCYHCM JOKYMCHTOB

B) U3 BCEX MOCTYAUBILINX B OPTaHU3AIUIO JOKYMEHTOB CEKPETapb-aJMUHUCTPATOP
PErucTpUpyeT TOJIBKO T€, KOTOPBIE IEPEAAIOTCS HA PACCMOTPEHUE PYKOBOJUTEIIO

2. PacnopsizkeHus1, n31aBaemMble PyKOBOJACTBOM OPraHU3alUH, CYUTAIOTCSH:

a) MPaBOBBIMH aKTaMHU
0) pacuopAauTENbHBIMUA JOKYMEHTAMU
B) JIPYTrO¥ BapHaHT

3. Kakoii "3 /J0KYMEHTOB perjaMeHTHpPYeT [1eATeJbHOCTh KOHKPETHOI0
NOJIKHOCTHOIO Juia?

a) MpUKa3
0) MOJI0KEHHE 00 oTIeNe
B) JOJDKHOCTHAS UHCTPYKITHS

4. C kakoii ¢pa3bl He peKOMEHAYeTCs HAYMHATHL TejeOHHBIH pa3roBop c
NMapPTHEPOM HUJIHM KJIHUEHTOM?

a) "3npaBcTByiiTe, Bac 6ecmokout kommanus N (cekperaps kommanuu N)™
0) "3apaBCTBYWTE, C BaMU TOBOPAT U3 Komnanuu N"
B) "3apaBcTByiiTe, cekperapb NN u3 kommanun N

5. Kakoii cpok HCIOJIHEHHSI YCTAHOBJIEH JIJIsl MUCEM OT OPraHU3anuii?

a) ceMb ITHeH
0) TpU THEH
B) TPUALATH THEU

6. B kakoMm nmopsiiKe, COrJIaCHO MPABUJIAM JOKYMEHT0000POTA, 10JI7KHA CTPOUTHCS
padoTa ¢ NOCTYNAKINMMHA B KOMIIAHUIO JOKYMeHTaMu ?
a) npueM - TepBOHadaidbHas 00paboTka - MpeNBapHUTENHHOE PACCMOTPEHHE -



PacCMOTPCHUC PYKOBOJUTCIICM - UCITOJIHCHUC YIIPABJIICHUC B ICIIO

0) nmpueM - T[epBOHadallbHAasgs o0OpaboOTKa - pEerucTpamus - pPacCMOTPEHHUE
PYKOBOAUTCIICM- UCIIOJIHCHUC - HAIIPABJICHUC B JICJIO0
B) opopMieHHE IOKYMEHTa - IOJINUCAHUE - PETUCTpalUs - COTJacoBaHUE -

YTBEPXKIEHUE - OTIPaBKa

7. KakuM cnoco0om npocrasJjsieTcsi 1aTa B rpude yTBep:KIeHus JOKyMeHTa?

a) MEeYaTHBIM CIIOCOOOM
0) CEKpeTaphb IIPOCTABIIET €€ OT PYKH IIOCIE YTBEPKIACHUSA TOKYMEHTA
B) €€ TIPOCTAaBIIICT PyKOBOJMUTEIh B MOMEHT YTBEPKICHUS TOKYMEHTA

8. Kak Ha3pIBaeTcsi JOKYMEHT, (MKCHPYIOIIMIA X0J OOCY:KIeHHS] U NPHUHSATHUSA
pellieHNsI HA 3aCeJaHUM B KOMIIaHUU?

a)TTPOTOKOJI

0) pemeHue

B) pacIropspKeHUe

9. HyHO Ji perucTpMpoBaTh NUCbLMAa-HAIOMUHAHUSA ?
a)HeT

0)na

B) 10 YCMOTPEHUIO CEKpeTapsa-aAMUHUCTPATOPA

10. Ecan mocJieHUHii /1eHb CPOKAa MCHOJHEHUS JOKYMEHTAa NPHUXOAUTCH Ha
HepadouMii 1eHb, KOrJAa He00X0AUMO UCTIOJHUTH JOKYMEHT?

a)He Mo3JHee AHS, CIECIYIOIIEro 3a BEIXOAHBIM

0) He Mmo3aHee AHS, MPEANICCTBYIOIIET0 BHIXOTHOMY

11. Ecau aJis mepeaaym J0KYMeHTa HCHOJb3yeTcsl GaKCUMMIbHAS CBA3b, KAKOM
00beM JOKYMEHTAa CYMTAETCH NpeaebHO J0NYyCTHMbIM?

a)TpH JUCTa

b) nats nucros

B)10 nucToB

12. B nucbMeHHOM oOpaieHuu cjioBa "'rocnoaud" u "rocnoxka':
a)MMIIYTCS TOJHOCTHIO

0) MUIIyTCS TTOJTHOCTHIO MPU OOpaIEHUH K BHICOKOTIOCTABICHHBIM JIMI[aM
B) BCEr/la COKPAIIaloTCs.

13. Kakyo ¢popMyJIMPOBKY 10JIK€H HMETh 3aroJIOBOK K TEKCTY MPOTOKo1a?
a)B MPEIJIOKHOM TaEkKe

0)B JIaTCILHOM IaJEikKe

B) B POJUTEILHOM MaJEkKe

14.Cxko0JIbKO aipecaToB MOKeT ObITh HA OJJHOM JOKYMeHTe?
a)He 6omee Tpex

0)He Oosee yeThIpex

B) He OoJiee 0JHOTO

15. Yto noHuMaeTcs mojJ TepMUHOM "KBOpym''?

a)MUHUMaJIbHO HEOOXOAMMOE M JOCTAaTOYHOE KOJIUYECTBO UJIEHOB KOJIJIETHATbHOTO
opraHa JJisg Hayajia paboTsl coOpaHus

0) 1/3 wiIeHOB KOJUIETHATBLHOTO OpTraHa



B) | 2 uieHOB KOJUIETHATBHOTO OpTraHa

16. Kakoii TepMHH, KaK NpaBHJIO, HCHOJb3yeTcsi B padoTe ¢ JAOKYMEHTaMH,
coJepKAIMMMU KOMMEPYeCKYI0 TailHy, KOH(pUIeHHaJIbHbIE CBeeHus1?

a)yder

0)perucrtpanus

B) Ipyrou

17. Bam pykoBoauTe/JIb BO3BpalIaeTCd U3 HeAeJbHOH KOMAaHAUPOBKH. UTO cTOMT
cleJaTh K ero Npuxoay, YTo0bl NOMO4Yb ObICTPee BKJIKYUTHCH B padoTy?

a)IIOArOTOBUTH KPAaTKUM OTUET O TOM, YTO IPOU3OIIIO0 33 HEJIEIO €r0 OTCYTCTBUS

0)mocTapaThCsi HA3HAYUTD HA MEPBBIM PabOYNi IEHh MAKCUMYM BCTpEY

B) BBIIEJINTH BPEMS HA COBMECTHBIN IPOCMOTP BHEIIHENW KOPPECTIOHIEHIINT

18. Ha »>Tame mnepBOHa4Ya/lbHOi 00pa0oTKH BXOAfALEH KOpPpecHOHAECHIUH
ceKpeTapb-aIMHUHUCTPATOP:

a)He YHUUYTOXKACT KOHBCPTHI, a4 MOAMMNBACT UX BMECTC C JTOKYMCHTaAMU

0)Bcerjla yHM4TOXKAaeT KOHBEPTHI, B 110 MOAIINBAET TOIbKO JOKYMEHTHI

B) HC YHHUYTOXACT KOHBCPTHI, €CJIM HA CaAMOM NOKYMCHTC HCAOCTATOYHO HH(bOpMaHHH
00 aBTOpE WK XapaKkTepe TOKYMEHTa

19.Kakoii 0J1aHK MCIO0JIb3yeTCs NPH 0(pOpPMJIEHUH NPOTOKOJIAa?
a)0NIaHK OpraHU3alUuN

0)0JaHK HE UCIOJIb3YEeTCs

B) OJIaHK CTPOTOM OTYETHOCTH

20. YTo ucnoab3yercs NpU U31aHUU COBMECTHBIX MPUKA30B?

a) 0JIaHKU TPUKA30B
0) CTa”AapTHBIE TUCTHI Oymaru opmata A4
B) oO1mye OaHKu
Howmep Bonpoca BbykBenHnoe o003HaueHue
MIPABIJIBHOTO OTBETA
1. 0
2. 0
3. B
4. 0
5. 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. YCJIOBUA PEAJIMBAIINU ITPOT'PAMMBI

9.1. TpeboBaHMs K MUHMMAJIbHOMY MaTepPHAJIbHO-TEXHUYECKOMY 00eceuyeHu1o

Hcnonb3oBaHue JIEKIUOHHBIX ayJUTOPUUA HE MPEAYCMOTPEHO B CBSI3U C peal3alvei
OporpaMM C TPUMEHEHHEM HCKIIOUUTENBHO D3JEKTPOHHOTO OOyuYeHUSs, JUCTAHIIMOHHBIX
00pa30BaTENbHBIX TEXHOJIOTUH.

Pabouee mecro mpenonaBatens B OO0 «CUBANO» ocHamieHo: CTOJIOM ISl MpernoaaBaTes,
NEPCOHATBHBIM KOMIIBIOTEPOM C BBIXOZOM B MIHTEpHET.

TexcToBbIe JIEKIIMU B AJIEKTPOHHOM (opmare, GOHIBI OLEHOYHBIX CPEACTB (3aJaHus) IS
IIPOBE/ICHUS IPOMEKYTOUHON U UTOTOBOM aTTECTALIMM Pa3MEILAIOTCS B CUCTEME JUCTaHIIMOHHOTO
oOyuenus B cetu aTepHeT mo aapecy: https://sdo.sibaio.gk-kp.ru/course/view.php?id=99.

9.2. O6mMe TpeOGOBaHMS K OPraHU3aIUM 00pa30BaTEeIbHOIO Mpolecca

Peanuzamusi mporpamMmbl  JOJKHa  OOECTIEUMBATHCS — MEAArOTMYECKUMH  KaJpamu,
UMCIOIIMMHU  CpefHee MpodecCHOHATbHOE WM BBICIIeE O0Opa30BaHUE, COOTBETCTBYIOIIEE
npoduiIio MpernojaBaeMoll JUCHUIUIMHBI (MOAYINS), a TakKe MPOIICAIIMMH JOTOJIHUTEIbHOE
npodeccuoHaabHOe 00pa3oBaHuEe B OOJACTH TEXHOJIOTUH JUCTAHIIMOHHOTO OOY4eHUs W (WJIIH)
MH(OPMaLMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

OOydenue Mo mporpamMMme OCYIIECTBIISIETCS Ha IIATPOPME CUCTEMbI JUCTAHLIMOHHOTO
obyuenust https://sdo.sibaio.gk-kp.ru/course/view.php?id=99 (manee - CIO). Hoctym B CJIO
o0ecreynBaeTcsl HEMPEPHIBHO (B KPYTIIOCYTOYHOM PEXHME CEMb JHEU B HEEII0) U3 JTF000H TOUKH
noaktoueHus k cetu Matepuer. JJoctyn ko Bcem cepucam CJIO nepcoHanu3npoBaHHBIN (1101
y4eTHOM 3anuchio). OpraHn3alMOHHO-TEXHUYECKOE COIMPOBOXKICHHE BKIIOYACT B cels
perucrpaiuio, yjaajieHue, BOCCTAHOBIIEHUE JIOTUHA U MapoJis MOJb30BaTeNel, pelakTUpOBaHHE
yuyeTHOM 3amucu. OpraHu3allOHHO-TEXHUYECKOE CONPOBOXKIEHUE OCYIIECTBIIAET METOAMCT
000 «CUBANO».

Y4ebHO-MeTonndeckue Matepuaisl pasMeriensl B CZ1O 1 BKIIIOYAIOT B ¢e0sl: pyKOBOACTBO
nosib3oBatenss npu padore B CJIO, mureparypy s CaMOCTOSTEIBHOM MpPOpabOTKH TeM
pPOrpaMMbl, HOPMATUBHBIC TIPABOBLIC AKTHI, MEPEUEHbh MHTEPHET-PECYPCOB, 00pa30BaTEIbHBIX
pecypcoB. Ilpenmernass cTpaHuna Kypca BKJIIOYAaeT JIEKIMM, TECThl, 3aJaHus Ul
WHAWBUAYAIIbHOTO  BBIMOJTHEHHS, WH(OPMAMOHHO-METOUYECKHE pecypcsl B ¢dopMme
«CTpaHMIIBl», «KHUTH», DPa3MEIIEHHBbIX (aillloB U CChUIOK Ha HWHTEpHET-pecypchl. Tembl
IporpaMMbl O(OPMIICHBI B BH/I€ TEMAaTHUECKUX OJIOKOB.

B mporecce peanuzanuu mporpamMmbl HCIIONB3YIOTCS CPEACTBA WH(DOPMAMOHHBIX W
KOMMYHHKAI[MOHHBIX TEXHOJIOTHI: 3JIEKTPOHHAs MoUTa, MmiaTdopmMa Ui NpoBeieHNs BeONHAPOB
B CJ10O.

Bunbt 1 hopmbl yueOHOI pabOThI ¢ UCIIOIH30BAHUEM DJIEKTPOHHOTO OO YUCHHUS:

- camocTofATeNbHas paboTa, BKIIOYAIONIasg paboTy C CONEPKUMBIM Kypca OOy4deHHS,
BBITNIOJIHEHHE 3a/1aHUi JJI11 OTPAOOTKU MPAKTUUYECKUX HABBIKOB,

- JIeKIT1s1, BeOMHAp,

- KOHCYJIbTAlUsl MHAUBHIyallbHAS WM TPYMIIOBAs;

- KOHTPOJIb 3HaHUH (TeCTHPOBAHUE).

[IpenocraBnenue pe3ynbTaToB CAMOCTOATEIbHOM pabOThl (MHANBUAYAIBHOE U IPYIIIOBOE
KOHCYJIbTUPOBAaHUE, pa3JIMYHbIE BHJBl aTTecTaluil) ocymecTBisitorcss nocpeacrsoM CJLO.
['pymnmoBbie ¥ WHAUBUIYyalIbHbIE KOHCYJIbTALUU MPOXOMAAT MPU HEMOCPEACTBEHHOM OOILEHUU
npernofaBareNiss M Clylarels B XoJe OOydYeHUs, OPraHU3YIOTCS B JUCTAHIIMOHHOM PEXHUME.
NudopmupoBanue ciymareneil o pe3yiabTaTax TPOMEKYTOUYHOH W HWTOTOBOM aTTECTallud
ocymectisiercs uepe3 CO.



9.3. YueOHO-MeTOAMYECKOE 0DecnieueHre U HHPOPMAIHOHHOE oDecriedeHne MPOorpaMMbl
HopmaTuBHO-paBoBbIe JOKYMEHTBI

1. ®denepanbHbiii 3ak0H OT 29 gekabpst 2012 r. N 273-®3 "O6 obpa3oBaHuu B
Poccuiickoit @enepanuu" (¢ m3menenussmu Ha 11 wuroHs 2022 roma). DneKTpoHHBIN (HOH
IPaBOBBIX M HOPMATHBHO-TEXHUYECKHX JToKymeHTOB https://docs.cntd.ru/document/902389617

2. IIpuka3 MunucrepctBa npocseuieHust Poccuiickont ®@enepanuu ot 26 aBrycra
2020 roma N 438 «O0 yrepxknenun [lopsiaka opraHu3auy U OCYIIECTBICHUS 00pa30BaTEIbHON
NEeSITeILHOCTH TI0 OCHOBHBIM MPOrpaMMaM Mpo(hecCHOHATBFHOTO 00Y4YeHUs» (3aperucTpUPOBAHO
B Muntocte Poccun 11 centsops 2020 rona, peructpanronsbiii Ne 59784). DnekTpoHHBIN (HOH
NPaBOBBIX U HOPMATUBHO-TEXHUYECKUX ToKyMeHTOB https://docs.cntd.ru/document/565697399

3. [Tpuka3 MunuctepctBa npocseuienns: Poccutickoit ®enepannu ot 14 uronsa 2023
roga Ne 534 «O0 yrBepxkaeHUU mepedHs npodeccuii pabodnx, JOMHKHOCTEH CIIyXKamux, IO
KOTOpPBIM OCYILECTBIsIETCSl MpodeccHoHaIbHOEe 00ydeHne» 3aperucrpupoBaHo B MuHiocte
Poccun 14 aBrycra 2023 . N 74776) DnexTpoHHbIH (OH/ IPaBOBBIX K HOPMAaTUBHO-TEXHUUECKUX
nokymenrtoB https://docs.cntd.ru/document/1302339887

4. [Ipodeccuonaneupiii  crangapt "CroenuamucT 1O  OPraHU3AlMOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIICUCHHIO YIIpaBJEHHUs opraHu3armeit”, yrBepxkiaeHHoro IIpukazom
MUHUCTEPCTBA TpyAa U couuanbHOM 3amutel P® ot 15 wmrona 2020r. Ne333m,
3apeructpupoBaHHoro B Muntocte P® 15 wurons 2020 r., perucrpaunoHHbiidi No 58957.
DNEKTPOHHBIH dboun MIPABOBBIX " HOPMAaTHUBHO-TEXHUYECKHUX JIOKYMEHTOB

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

OcCHOBHBIC HCTOYHUKHU:

1. AxmeroBa A.B. MNH(popMaimoHHBIE TEXHOJIOTMH B JOKYMEHTAIBHOM 00OecreueHUH
YIpaBJICHUS U apXUBHOM Jiesie: yueOHoe nmocooue / A.B. AxmeroBa. — KoMcomonbck-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_arkhivnom_de
le.pdf

2. bacakoB M.U. JlokymeHTalMoHHOE oOecleyeHue ympaBieHUus (C  OCHOBaMH
apxuBOBeeHHs): yueOHoe mocooue / M.U. bacakoB. — 2-e u3na., crep. — M.: KHOPYC,
2016. — 216 c¢. — (HauanpHOe u cpenHee npodeccruonanbHoe odpa3oBanue). ISBN 978-
5-406-04536-7 http://library.lgaki.info:404/2017/bacakoB_/lenonpouspoactBo.pdf

3. BoctpenoBa E.B. OcHoBbl MHGOpMaIMOHHONW O€30macHOCTH: y4eOHOe MocoOue is
crynentoB By30B / E.B. BoctpenioBa.— ExarepunOypr : U3a-Bo Ypain. ya-ta, 2019.— 204
c. ISBN 978-5-7996-2677-8 https://studfile.net/preview/16707524/

4. Jlepesukun E.B. JlenoBoe obmenue: yueOHoe mocooue. ExarepunOypr: U3a-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. JBsuommHckuit . M., I[luneryn M. A. JlenoBble KOMMyHUKaMU. Teopust U MpakTUKa:
yaeOHuk 11 6akanaspoB / . M. JI3smommuckuit, M. A. [Tuneryn. — M.: U3gaTenbcTBO
IOpaiit, 2017. — 433 c. — Cepus: bakanaBp. Yraoyonennsiii kype. ISBN 978-5-9916-
3044-3

6. 3aiineBa E. B., I'onuapoBa H.B. Jlenonmpou3BoAcTBO U JOKYMEHTOOOOPOT B CHCTEME
TOCYJapCTBEHHOTO ¥ MYHHITUIIAJIBLHOTO YIPaBICHUS: Y4eOHO-METOAMYEcKoe mocooue /
ExarepunOypr: U3a-Bo Ypansckoro ynusepcuteta, 2017. — 175 ¢. — ISBN 978-5-7996-
2233-6

7. Kamkan M.B. JlenoBoii stuker: yueOHoe nocobue / Kankan M.B., JluxaueBa JI.C. —
ExarepunOypr: 3narensctBo Ypanbckoro yausepcuteta, 2017. — 168 ¢. — ISBN 978-
5-7996-2076-9.



8. IIpucraBuenko O.B., Oramos A.M. Un(popmaimoHHbIE TEXHOJIOTHH B JOKYMEHTAIIHOHHOM
obOecrieueHUM YIMpaBleHUS B apXUBHOM Jene: Yd4eOHO-MeToaudeckoe Tmocodue /
cocraBurenu: O.B. IIpucraBuenko, A.M. OramoB. Hwxuuii Hosropoa: Huxeropoackuit
rocynuBepcurer, 2017.

9. Pamennuk, /I. M. [lcuxomnorust enoBoro o0meHus: yaeOHuK u npaktukym s CI1IO M.:
NznarensctBo KOpaiit, 2018. — 207 c. — ISBN: 978-5-9916-7315-0

10. CmupnoBa E.I1. [lenompousBoacTBo [uist cekperaps. Pa3paboTka, yueT W XpaHeHHe
CITYKe0HOM TOKyMeHTaIuu: mpaktuiyeckoe mocooue / CmupHona E.I1. — Capatos: Aii [1u
Op Menua, 2019. — 210 c. — ISBN 978-5-4486-0465-2.

11. Xmenpaunkas O.E. Cekperapsb - U0 KOMIAHUW: UMUK CEKpeTapsi, IeTOBON STUKET U
npotokon / XwmenpHunkas O.E. — HoBocuOupck: Cubupckoe yHUBEPCUTETCKOE
uznatenseTBo, 2017. — 127 ¢. — ISBN 978-5-379-02028-6.

12. lllyanoBa H.H., MBanoBa A.FO. OcCHOBBI AeNONpPOU3BOACTBA. SI3BIK CIIy)eOHOTO
JIOKYMEHTA: YIeOHHK U MPAKTUKYM ISl akaieMuueckoro 6akanaspuata/ H. H. lllyBanosa,
A. 1O. HBanoBa; mox o6mi. pen. H. H. IllyBanoBoii. — 2-e uza., nepepad. u gom. — M.:

NznarensctBo FOpaiit, 2019. — 428 c. — (Cepus: bakanaBp. AkageMHUYECKUHA KYpC).

ISBN 978-5-534-10848-4

13.

JlonoHUTeILHAS JIUTEpaTypa:

1. Bopoznuna I'.B., KopmuoBa H.A. Ilcuxomnorus u 3THKa JETOBOTO OOIICHUS:
YueOHUK U TPAKTUKYM JIJIs1 akaieMuueckoro OakamaBpuara. Jlrodepisr: FOpaiit, 2016. 463 c.

2. Bengenea M.A., Beprakosa [0.B. WupopmannoHHble TEXHOJIOTHH B

yrIpaBieHuH.: YdeOHoe nocobue asa 6akanaBpos. JIrooepusl: FOpaiit, 2016. 462 c.
3. Kpusokopa E.U. [lenoBsie kommyHHKanuu: Yue6Hoe nocodue. M.: HULL Undpa-
M, 2013. 190 c.

4. KysnenoB WM. H. JlokymeHTanmoHHoe oOecreyeHHe  yIpaBlieHUS U
nenonpou3BoacTBo. M.: FOpaiit, 2014. 576 c.

S. JloueBa M. B., I'anikuna E. H., I'yposa E. B. Jlenonponu3BoacTBO B KaapOBOM
cyx6e. M.: TIpocnekr, 2019. 80 c.

6. JIertkuna O. U., CenesneBa JI.B. Kynsrypa peun u aenosoe oduienne. COOpHUK
ynpaxkaenuii. Yueonoe. M.: PI'CVY, 2013. 168 c.

7. CeupnnoBa M.IO. Hudopmanmonnsie TexHoiorun B oduce: IlpakTuueckue
ynpaxkaenus. M.: Academia, 2016. 800 c.

8. Conosbes, J. SI. CoBpeMeHHBIN 3TUKET. J[€0BOM M MEXAYHApPOIAHBINA IIPOTOKOJ.
M.: Ocp-89, 2013. 320 c.

9. Tumodpees M. U. [lenoBble KOMMyHUKanuu. YueOHoe mocobue. M.: PHUOP,
HUndpa-M, 2016. 128 c.

10. Tpodumona O. B., Kymuuk E.B. OcHoBsl nenoBoro nucema. M.: @nunrta, Hayka,
2014. 306 c.

9.4. MeTonuyecKkne YKa3aHusl N0 BHINOJTHEHUIO MPAKTHYECKHX U CAMOCTOSATEIbHbBIX
3alaHui

IIpakTrueckue 3amaHusi, IPEAYCMOTPEHHBIC JIAHHOW IIPOIPAMMOM, BBIOJIHSAIOTCS
IIOCPECTBOM HCIIOJIb30BAaHUS CPEJICTB TMCTAHLIMOHHON 00pa30BaTeIbHOM M1aT(HOPMBI.

Bce 3amanus Bemmonsstorcest B nporpamme Microsoft Office Word. T'otoBsie daiinbr ¢
OTBETaMHM 3arpy’karoTcsl Ha IaT(opMy B CHEIHAIbHO OTBEAECHHYIO (OpMY B JIMYHOM KaOuHETe
CILyIIaTENs.

IIpy BBINOMHEHMM NPAKTUYECKUX M CAMOCTOATEIBHBIX 3aJaHUM CIyHIaTellb MOXKET
MCII0JIb30BaTh 3Y4YECHHBIE JIEKIIMOHHBIE MaTepUaJIbl, HOpPMaTUBHO-IIPABOBBIE AKThI, Pa3MEILICHHbIE
B OTKPBITBIX HMH(OPMAIMOHHO-CIIPABOYHBIX CHCTEMAaX, JpPYIHe OTKPHITbIE HCTOYHHUKH
uH(OpMAaLIKK TI0 33JaHHON TEME.



3amaHusl BBIMOMHAIOTCS Ha yucTax popmata A-4 (210x297mm). TekcT paboOThl TOKEH
OBITh HamMHWCaH TPaMOTHO, 0€3 HCIPaBICHWNW W TPOM3BOJLHBIX COKpAIlleHUH W HaOpaH Ha
kommeiorepe mpudpTom Times New Roman — 14 uepe3 1 wuHTEepBan ¢ o00s3aTenbHBIM
coOI0IeHHEeM CTaHAAPTHBIX MOJIEH:

JleBoe nosne nucrta —20 Mmm

[IpaBoe mosie mucra — 10 mm

Bepxuee nosne nucrta — 20 Mmm

Hwxnuee nmone nucra — 20 Mmm
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